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INTRODUCTION

Discipline "Record-keeping" is necessary for theved@pment of key
documents, operating in the field of managemest fohmation of abilities and
skills in preparing business letters.

The success of any enterprise depends on manysfadéimong them — the
ability to present the information in writing prajye that is, to establish and formalize
the document correctly. In daily practice compaimage to solve a huge range of
issues related to the registration of incominggaung and internal documents of their
formation in files, the definition of storage tintegnsfer to the archive or destruction,
and otherswithout the correct formulation of workflow in enpeses is impossible to
cope with the flow of documents and wrapped thenckty find the desired
document and bring it on the reference, monitopé@gormance and ensure safety.
The ability to issue the necessary document igégitly, correctly, in accordance with
the applicable rules and regulations, along witldegp knowledge and special
possession of the basics of business communicaiam important component of
training, competence and professional manager.

The purpose of the disciplinreis acquisition of theoretical knowledge and
development of practical skills of students for thedern office organization of
record-keeping, to master the world's common bgsinanguage and style of
business and commercial correspondence for freeegoél communication
with partners.

The main objectives of studyitite course are:

— familiarization with the place of record-keeping the structure of
management;

— study of the theoretical foundations of the adstiative record-
keeping, its modern problems and tendencies dietglopment;

— formation of ability to be guided in the basicgaé acts and
methodological materials of record-keeping;

— introduction to the key areas and issues of tekeeping automation;

— study and development of the rules and registratiletails of
organizational and administrative documentation;

— study and development of the organization of waitk documents;

— ensuring the development of training materiahgsmodern teaching
methods.

Methods of training In studying the discipline "Record-keeping”, the
following effective techniques and technologiesused:

— the technology of teaching and research actsyitie

— communication technologies (debate and otharedetarning methods);

— information technologies in the form of preseotad.



The discipline "Record-keeping" contributes to @&aalist within the
academic, social, personal and professional compese

The student must have the followiagademic competences

— own and put into practice the basic scientifid #meoretical knowledge
to solve theoretical and practical problems of rddaeping;

— be able to work independently with different tymé documents;

— be able to maintain system and comparative asabfsprofessional
information in the field of record-keeping;

— own research and problem-solving skills in tleédfiof record-keeping;

— possess multidisciplinary comprehensive appreadolving problems
related to the implementation of the functions ighler education;

— be able to learn, improve their skills throughbeir professional activity;

— possess the skills associated with the use dfinieal devices,
information management, and work with computer gignofessional software
packages.

The student must have the followisgcial and personal competences

— possess the qualities of citizenship, a highesehgpatriotism and love
for the country;

— be capable to social interaction;

— possess the ability to interpersonal communinatio

— be capable to critical and self-critical thinking

— be able to work in a team and deeply aware ofj@meral civic goals of
their professional activities;

— know the ideological, moral, moral values of 8tate and be able to
follow them.

As a result of studying the discipline "Record-kegp the student should
know:

— the latest regulatory records in the field oforelekeeping;

— the procedure for drawing up and execution ofaonizational and
regulatory documents;

— organization of document circulation in the epitrse;

— drafting of nomenclature of files and preparatdriiles for subsequent
storage and use;

— rules of registration of a business letter;

— language and style of official letters;

— basic requirements for text of business corredpioce.

As a result of studying of the discipline "Recomekking" the student
should be able to:

— prepare and execute organizational and reguldtmryments;

— prepare and execute business letters and busiogsspondence.



1. SYSTEM OF DOCUMENTATION

Office-work (record keeping) is a branch of activity, providing
documentation and the organization of work with woents, i.e. all process
from the moment of creation of the document andieeits destruction or
transfer on storage to archive.

Document

The document recorded on a material data carrier with theuistgs
allowing to identify it (to distinguish).

The concept of office-work is based on conceptamfusnenting.

Documentings a data recording on various carriers by thebbsiteed rules.

Documenting assumes observance of the established of a data
recording specific to each type of documents. Qlasere of these rules gives
validity to the created documents.

System of documentation; unified, functional and banch

Unification of documents establishment of a uniform complex of types and
kinds of documents for similar administrative diias, development of uniform
forms and rules of their drawing up, registratiad areation of pattern texts.

Standardizations activities for setting standards, rules and abtiristics
for ensuring quality and safety of production, wednd services, technical and
information compatibility of production, economy aésources, safety of
activity of economic objects, defense capabilityledf country.

Set of the documents interconnected on signs dipgsappointment,
type, sphere of action, uniform requirements tastegfion is calledsystem of
documentation.

Systems of documentation can be functional anddbran

Functional systems of documentation are what is t¢inithat volume are
inherent in almost all organizations, for exammecounting, reporting and
statistical, organizational, foreign trade.

Branch systems of documentatiare those that inherent only in certain
groups of the organizations connected by unityaoinemic and social activity,
for example, medical, educational, scientificallgesearch.

Unified documentation systems (USD) set of therouenected unified
forms of the documents providing documentary datssentation in certain
types of economic activity, means of their maintagn standard and methodical
materials on their development and application. ifie¢hod of establishment of
uniformity of structure and forms of the managedakcuments created at the
solution of the same administrative functions aasks$ is the cornerstone of
creation of USD. They provide possibility of theagrated data processing in
the automated information systems.



Classification of documents

The modern organization of office-work begins withassification
documents by the set signs.

On means of fixing all documents in the organizatican be subdivided
into the following groups:

— the written — documents hand-written and typeemitand also made on
duplicating machines and published in the typogiaghway. In the general
document flow they make about 95% of all documents;

— the graphics — drawings, schemes, plans, mapsdsles, drawings, etc.
Big advantage of these documents that they areeetidnd available to any
expert who does not know a foreign language thezefmds the increasing
application in a national economy.

— photofilm documents — a kind of documents whicke ghe chance to
imprint those objects or processes which fixingigans of other means would
be difficult, and sometimes and impossible.

On kinds of activityrrespective of means of fixing all documents b&n
divided into three big groups:

— the organizational and administrative;

— on financial and settlement operations;

— on supply and sale.

Organizational and administrative documents hatremely important value.
Questions of the general plant management andatkigtion activity are reflected
in them. These documents are formed employeesdivigions of the enterprise.

Documents on the organization of the account aporteg are made
directly by employees of department of the accoGotrectly made documents
on financial and settlement operations promot@mnatiuse of money.

Documents on supply and sale are made mainly bikev®rf a planning
department, departments of logistics and distrdmytand also workers of the
account.

Documents classify under names. However it is bette study
documentation of the enterprises not accordingatmes because the structure
and especially their contents, despite the gemarakes, can be various.

At the place opreparationof the documents are subdivided on:

— internal, made by employees of this enterprise;

— external coming from other enterprises and p&rson

Documents are classified by validity on:

— original which are given by authorized employeéshe organization
with observance of all rules;

— false, their contents or requisites are not true.



Organizational and administrative documents

— the organizational;

— the administrative;

— reference and information.

Activity of any enterprise is followed by drawing wifferent types of
documents. However at all their variety regardigfsspecifics of the enterprise
it is possible to allocate the following primaryogps of documents.

— organizational(article, article of incorporation, regular staff, staff
listing, duty regulations, the rules of internddda regulations);

— administrative (orders on primary activity, orders, decisions,
instructions, resolutions);

— personnel records of the enterprigerders on p/a, labor contracts
(contracts), personal records, personal cards fbi2n personal accounts on a
salary, service records);

— financial and accountinggeneral ledger, annual reports, accounting
balance-sheets, loss and gain account, acts ofsaydians, reports, budgets,
cash control records, etc.);

— information and referral(acts, letters, faxes, references, telephone
merit, memorandum, protocols etc.).

From state and municipal organizations can cometht®® company
documents regulating various aspects of its am#iftaxes, environmental
protection, etc.). These documents constitute aragp group — regulatory
document of higher bodies.

Organizational documents

1. Articles— the legal act that is defining an education grdempetence,
structure, functions, tasks, the rights of the mmise, organization,
establishment. The articles regulate activity o thrganizations, enterprises,
establishments irrespective of form of ownershig e sphere of their activity.

2. Regulations- the legal act that is defining a legal agreemanregal
status, the rights, duties, the organization oiviigtof government bodies, the
organizations, establishments, structural divisions

3. Office procedures thelegal act regulating the organization of work of
the organization, relative responsibilities of wenk and administration,
providing holidays, sending of employees, the imtkgect mode and other
guestions.

4. The structure and staffing the legal act establishing structure of the
organization, the name of departments and posjttbesnumber of staff on each
position according to group on compensation.



5. Staff list— the legal act fixing the official structure ahployees of the
organization with the indication of official salasi (in government institution —
the indication of the category on the Unified wdggeff system) regulating a
balance of different professional categories, distahg a wages fund of the
organization in general in a month.

6. Instructions— the legal act, published by a government body (or
approved by the head of the organization) in ondeestablish of the rules
regulating organizational, scientifically — techalictechnological, financial and
other special aspects of activity of establishmeatganizations, enterprises,
public officials and citizens.

Administrative documents

1. An order— the legal act, published by the head of admatien, rely
upon compliance with one-man management, to resbé/enain and operational
objectives and its activitie$ypes of orderson primary activity and staff.

2. Instruction— the act of government agent having the stroragasdter
published within appropriated to the public officiatate body of competence,
having binding force for citizens and the organaa to which this order is
addressed.

3. Direction the legal act published individually kithe head of the
organization or his deputy mainly concerning infation and methodical character
and also on the questions connected with the aa@om of implementation of
orders, instructions and other legal acts of thsuperior organization.

4. Solutions — the document accepted by collegiate authority fo
permission of production tasks, questions.

Orders and judgments are made out similar to aithennistrative documents
with use of words "SOLVED" or "DECIDED". Subscribg the chairman and all
members of collegiate authority or the chairmanthedecretary.

Information and reference documents

1. Reference— 1) document information — reference, analytical
reporting character, re-presenting the leadergh@)document confirming the
biographical information or official character.

2. Memo —is the document addressed to the head of superiohi®
organization and containing a detailed statemerat gfiestion with conclusions
and offers.

3. The explanatory note- is the document explaining the content of
particular provisions of the main document (thenpthe report) or action of any
event, the fact, act shown to the administrator;.

4. Protocol — the document fixing the course of discussiom @fuestion
and decision-making at meetings, conferences, sgmpms, meetings of
collective leadership



5. Act — is the document made by several persons whictiirce
established facts and events.

6. The management letter are the generalized name of big group of the
documents, various on the contents allocated ime&con with way of transfer
of the text (by mail, to telegraph, the fax) whigerve as a means of
communication with establishments and individuals.

7. Telegram (Teletypejs the generalized name of various documents
allocated in connection with a special way of infiation transfer on channels of
cable communicationThe telephone messageas the generalized name of the
documents, various on the contents allocated in@cton with a special way of
transfer of the text — orally on channels of tetaownication — and written
down by the recipientThe telefax (fax)- it gets on the paper copy of the
document (hand-written, printing, graphic, figuraBnsferred on channels of a
fax connection received on paper.

Use of electronic and computing and other equipmerduring the work with
documents and for the subsequent archival and statiical researches

Documenting can be carried out not only in a natlanguage (text
documenting), but also and in artificial language.this case information is
processed by means of electronic computers, cod@edt is represented in this
or that standard form. Moreover, the same inforomatian be coded in various
forms, and conversely, different information carmpbesented in a similar form.

On the coding of the information people have resbfor a long time. As
it is fairly noted in literature, writing and aritietics represent as systems of
coding of the speech and numerical information. Elav the decisive step was
taken as a result of the invention of so-calledatyncoding, i.e. coding of
information by means of only two symbols — 0 andcalled by bits (from
English bit — binary digit — binary figure). In dua way coding of letters,
numbers other signs and symbols, and also the imagea sound. Binary
coding was put in a design of computers.

Development of electronics and accounting comptaeilities became
technical prerequisites of emergence of the connplrighe second half of the
18th century frenchman Zh.M. Dzhakard suggesteds® machine punched
cards for control of weaving looms. And in 1834 @®ebbedzh developed the
project of the calculating mechanical analyticalchmae operated by means of
the program which had practically the same deviessmodern computers:
memory, arithmetic device, control units, input andput of information. At the
end of the 19th century G. Hollerith designed tleeteomechanical calculating



machine capable to sort and read out informatiomfthe punched cards which
used as matrix carriers documentary informationthWthis machine, managed
just one year to process the materials of the Mbitth American census of the
United States, instead of the originally proposexes years. In Russia
calculating machines for work with punched cardsewapplied in 1897 to

processing of materials of the first general pojeoracensus.

In the first quarter of the 20th century were ineehand widely used in
radio electron tubes.

In the first quarter of the 20th century were ineehand in radio
engineering electron tubes were widely adopted.

As a result at the turn of the 1930s — 1940s iersgountries of the world
including the USSR, there was an idea of creatibnpmgram-controlled
computers. In our country the mass production®B8M was arranged in 1952.

With appearance of computers began fast developofeautomation of
processes of documenting information, its trans®@rage and using. More and
more broad distribution is received by documentsnmachine carriers, i.e. the
documents was created with use of the materialecewrand ways of record
providing processing of documentary informatiortwatectronic computer facilities.

At the beginning when working with ECM used prirharperforation
method of fixing, transmission and storage of thaded information, i.e
information by means of special machines — pursched verifiers was fixed on
machine punched cards or punched tape in the fdrmownd or rectangular
punched holes in certain information points. Subseaty, fixing of the coded
information began to be carried out mainly on amedig tape, magnetic disks, etc.

Since the early 1960s, of the Soviet Union begaroperate the first
computing system intended for the automated prougpsef management
information. By the middle 1980s, in the country revemore than 6,000
automated control systems. This led to the masatiore of administrative
documents on machine carriers. In 1982 was crefitedfirst in the USSR
archive machine-readable documents.

Since the late 1980s in our country begins the spkad use of personal
computers. So far in the majority of organizationstitutions, enterprises work
with documents is carried out mainly with the hefpcomputer equipment. Thus,
electronic documents have become part of the sabgecument management. In
the second half of the 1990s came into use, the"&ectronic document”.

Electronic documents have technological specifitgrmation containing
in them cannot be perceived by the person in thghsipal form in what it is
recorded on the material carrier. Only after dengdhis information takes a form,
clear for the user (the image on the monitor s¢gnekenter listing, etc.).
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2. REQUIREMENTS FOR DOCUMENTS

Forms of official documents

Form of a document — this is a standard sheet pémaith requisites on
it. These requisites include permanent informattod a place for variable
information.

The use of forms greatly accelerates the processeaiting documents,
reduces labour costs for their preparation. It aésluces the number of possible
errors in the composition and design of officiatdments. It allows to achieve
the unification of forms of documents, improves dppearance of documents. It
also simplifies the perception of information amttreases the culture of
administrative work.

The first page of the document is made on a fortandard sheets of
papers are used for all the following pages. An (240 x 297 mm) and\5
(148 x 210 mm) sheet of paper is used for makingh$o In the process of
making documents the choosing of the format ofrenfdepends on the nature
and amount of text.

When we have an angular variant, the requisites fofrm are located in
the upper left corner. The maximum length of time lwith requisites must not
exceed 73 mm. (fig. 2.1).

When we have a longitudinal variant, the requisitea blank are located
in the middle of the sheet, along the top, withioutting the size horizontally,
but in compliance with the established field sides 2.2).

e -

L 210-30-10=170mu

—
' 73 MM

L UNAANAANNANANS " AR AAAAAAAY

Fig. 2.1. The angular location of requisites  Fig. Zhe longitudinal location of requisites

If necessary, the form can include restrictive maftr the individual
fields and requisites in the form of corners anédi

11



On the application form restrictive marks and liries requisites: date,
registration code, a reference to the registratiotie and date of the incoming
document are drawn on a form (fig. 2.3).

TocymapcTEeHHEIH Tepd
Pecoyomaen Benapyee
(zn10umeasa)
Hafirgessme senmsfcTagaai

HamieHoBaHEe BERIISCTORMISH
apraHEisanen opr
(znrbmena) Hafinesse apraHisasil
Hafhuerne cTpVETYpHAra
OaapasfsATeHna

HarueROEaHRe OpTAHESAITHE
HamuenoBamme cTpyETYPHOTO

ITamToBsr agpac DOApasHeTer
e e IlowToEEI agpec
KaMepIsiiHea JaHes EoMMyHHEAINECHEERS JaHHEIS
Me Kownrepaecrne JaHHER
Ha Mo an
r 1

1
L

Fig. 2.3. The scheme of a form

There are two types of developed forms: a form tfoe letter and a
general form of other types of organizational adahiaistrative documents.

In all organizations, regardless of ownership anféor the letter is made
with longitudinal requisites in two languages.

Requisites such as State Emblem of the RepubliBedarus; logo or
trademark (service mark); organization code: coole the Classification of
Economic Activities; the name of the parent orgatian; name of company; the
name of the structural unit; e-mail address ofgbeder; communications and
business data are applied on the form for therlette

A general form is a kind of the work piece for dgsalmost any official
document, except letters.

In contrast to the form for the letter which is raazhly in two languages
and only with a longitudinal location of requisites general form can be of
three types. The first type is in two languageshvatlongitudinal location of
requisites and in one language (with angular anmitadinal location of
requisites accordingly) (fig. 2.4 — 2.6).
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[ocyaapcIEeHHEH repd
Pecniybmmxn Benapycs

(3nbmena)
HafmeHHEe BRIM3ACTATTaH HauMeHOBaHHE ERINECTOAINER
apramizaneni OpraHH3alHH

(an0meMa)  Hapinenne apramizansi HanMeHOBAHHE OPraHHIAIHE

HaliMerse CTPYKTYpHAra HaumeHOEaHHE CTPYETYPHOTO

Iaapa3IzaneHaT noApazfeIeHHE
Hazga eigy gakymenta Hazeanne BHIa JOKyMEHTA
Ne

- Mecna cknagaEnad abo BEITAHHA MecTo COCTAETEEHA HIH H3TAHHA
(I

Fig. 2.4. The scheme of the general form
in two languages with longitudinal location of resjtes

Snaomena

HanmeHoRaHHE BEIIISCTOANISH |_ _|
OpraHHzaHHe
HamnmenoraHie opragH3aiiHe
HammenoeaHHe CTPYETYPHOTO
noapa3aeIeHHs
Haspaune BHga qoKyMeHTa
Ne

MecTo cocTarTeHHA HIH H3TAHHA

r 1

Fig. 2.5. The scheme of the general form
in one language with angular location of requisites
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Smbnema

Hanvenoranne EEINecTOAMEH OpraHzaIEg
Hamvenopanne opraHAzanmyA
HanmenoeraHHe CTPYETYPHOTO MoApazIeIeHHT

Haspanme BHIOa JOKVMCHTA

MecTo cocTaRIeHMT HIH H3TAHHA

- 1
L

Fig. 2.6. The scheme of the general form
in one language with longitudinal location of resjtes

Requisites such as State Emblem of the RepubliBadérus; logo or
trademark (service mark); code of the organizatitve name of the parent
organization; name of company; the name of thectitral unit; place of
preparation or publication are applied on the garferm.

In a general form there is a space between “Nanteeotompany” (Name
of the structural unit) and restrictive lines fdnet requisites “Date” and
“Registration code” for the requisites “Name of ttecument type”.

In the manufacture of a concrete document, ite il applied to the
general form with the help of technical means (pkéetters).

On the basis of a general form can be made blamksplecific types of
documents (orders, instructions, protocols, eRrgduction of forms for specific
types of documents as appropriate, if their volisrgreater than 200 documents
per year.

The production of forms usually begins with detemimg the list of form’s
requisites. This procedure is done separately doh ef the types of forms. In
the manufacture of forms of a particular type, pegqpint the requisites which
are corresponding to documents of this type.

Service list of a particular document is propertidsch are located in this

14



document. Service lists that are typical of a ¢ertgpe of document are called
typical. Graphical models and schemes of constactiocuments are called
“layout".

Printing types ranging from the 6th to the 16th mh the literary,
ordinary, newspaper headset are used in the maacdaaf forms.

Hand-drawn types from the 6th to the 24th pin aedufor the design of
the requisites “Name of the company”. The size dfyge depends on the
guantity of signs in the name of the company wihiithin a form.

It is not recommended to print requisites with typé different headsets.

The documents should be made on the forms andahawke established
complex of necessary requisites and stable ordireaflocation.

Particular documents (internal documents of thacsiral divisions, joint
documents, etc.) are not allowed to register oridhas, but with the mandatory
reproduction of relevant requisites.

State agencies and other state organizations digedlo put the image
of the State Emblem of the Republic of Belarus lo& documentsfijrther —
stamped forms). Stamped forms should be made tgpbgrally. Stamped
blanks should be accounted.

Replication with the help of means of documentsckyprinting is allowed
to stamped forms. These forms should be used $tilmition. Each copy of this
document must be stamped by the organization atritstural division. The list
for the distribution of this document is storedaiith the original or a copy of the
letter sent out. When making letters, memos anerdiackground documents are
allowed to use the corner stamp of organizationn@ostamp affixed on the left
top of the first page of a document. Compositiora @orner stamp, the order of
its placement and design should agree with strecthe order of the placement
and design in requisites of the form.

The size of the angular stamp should not exceeahm3horizontally and
75 mm (for the stamp with the State Emblem of tlepublic of Belarus or
logos) or 55 mm vertically (for the stamp withotietState Emblem of the
Republic of Belarus or logos).

Requirements for documents produced by technical naas

The name of the type of document is printed in tedpletters. In
accordance with th€Tbh 6.38-2004 each sheet of paper decorated on a form,
and without it, should have fields;

— left — not less than 30 mm,

— right — not less than 8 mm,

— upper and lower — not less than 20 mm.

15



The standard specifies the minimum sizes of thkldi®f a form the
maximum values are not specified. When we draw wo@ment without a
form, the size of fields, the area of specific detplacement should agree with
the size which is shown in a standard. The sizdiedls for government
agencies and state organizations’ documents shioeldupper and lower —
20 mm, left — 30 mm, right 10 mm. When making ddabthe text does not fit
in a cell, it's allowed to change the size of feldeft field reduced to 20 mm,
right — up to 8 mm (so that we get an extra 12 niispace to accommodate the
necessary information).

The text is printed on a typewriter

Paper size (A4) — line spacing (1,5);

Paper size (A5) — line spacing (1).

The text is printed on a computer

Paper size (A4) — line spacing (1);

Paper size (A5) — line spacing (14 pt).

The texts of documents prepared for the printegioer is allowed to
print in 2 line spacing on a typewriter or a 1,5tbe@ computer.

Requisites of the document are separated from etheln with the help of
1,5 line spacing.

If you have multiple signatures in documents, whaie located one
above the other, job titles and full names are rsdpd with 1,5 or 2 line
spacing.

You should use the editor Microsoft Word and Tinnesv Roman print
in the usual pattern. You also should use justifiegghment.

According to the standard print size must be astld8 points for the
bodies of state administration. For state orgaitimat subordinate to the
Government the standard print size must be 15 qointthe tables, if the text
does not fit, you can reduce the size of the parit3 pt.

Two or more signatures of approval and agreemeniamated with the
help of two vertical rows starting from zero anithfipositions tab. When we use
paper size A4 in landscape orientation — from z& eighth positions tab.

At the signing of the document by several persqgos, titles in the
requisite "signature" are located in two vertiaaks, starting from zero and fifth
positions tab. The second and subsequent pages dufcament should be
numbered. New page of the document is not alloveedtart with the last
incomplete line of a paragraph. Page numbers ardgwn in the middle of the
top margin of the sheet with Arabic numerals aistadce of 10-15 mm from
the top edge of the paper in Times New Roman 14tpoi
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At the end of requisites (except props "Text") date not put. In the
middle of rows with requisites punctuation marke ased. It's not allowed to
highlight the text and type it letter-spaced.

Requisite « the type of a document »; words «ALLQWS ALLOWED»,
«AGREED» in the signatures of coordination and eyl "I| COMMAND" — in
orders, "DECIDES" - in the decisions, "DECIDED" & the decisions, "I
OBLIGE", "I OFFER" — in the directives and instnocts, "LISTEN", "SPEAK,"
"RESOLVED" "DECIDED" — in the protocols, the surnasnof the employees in
the texts of orders, the names of sections andestiass in the organizational
documents are capitalized.

Documents with a shelf life of more than 3 yeass @tinted only on one
side (including all requisites). Documents withhal§life of three years allowed
printing on both sides of the paper.

Features which are used in requisites registration
of organizational and administrative documents

Each document consists of elements, which aredcadiguisites. Various
documents have a different set of requisites.

The standard defines 32 requisites of organizatiand administrative
documents included in the unified system of orgational and administrative
documentation.

Requisites of administrative documents

01 — The State Emblem of the Republic of Belarus;

02 — Logo or trademark (service mark);

03 — Organization’s code;

04 — Document’s code;

05 — Name of the parent organization;

06 — Name of company;

07 — Name of the structural unit;

08 — E-mail address of the sender;

09 — Communication and business data;

10 — Name of a document type;

11 — Date of the document;

12 — Registration code;

13 — Link to the registration code and date ofittteming document;

14 — Place of preparation or publication;

15 — Signature of access restrictions;

16 — Addressee;

17 — Signature of approval,

18 — Resolution;
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19 — Title to the text;

20 — Control mark;

21 — Text;

22 — Presence of the application mark;

23 — Signature;

24 — Signature of addition;

25 — Signature of approval;

26 — Visas;

27 — Stamp;

28 — Note about the executor,

29 — Mark of certified copy;

30 — Mark on the execution of the document andisgntto the case;

31 — Mark on the receipt (registration stamp obimig documents);

32 — Mark of the transfer of data on storage media.

The standard provides a maximum set of requiditasdan be used in the
preparation of documents. Specifically, the docuniecludes only part of the
requisites, a place for which is outlined graphycéig. 2.7).
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Fig. 2.7. The angular arrangement of a placemeshti@nrequisites’ size
of organizational and administrative documents
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The document can be divided into three parts:

— the header of the document contains requisite2(;

— the content of the document contains requisite22;

— the part which draws up a document contains seégsi23 — 32.

Requisites 01. The State Emblem of the RepubliBead&rus is placed on
blanks with angular location of requisites. It iaged on the upper field of blank
and above the middle of lines with name of the oizgtion. It's placed in the
center of the top field on blanks with a longituaglifocation of requisites. The
diameter of the image — no more than 17 mm.

Requisites 02. Emblem organization or trademarkviee mark) is used
in the blanks of organizations of all forms of peoy in accordance with the
articles of association (the position of the orgation). Emblem is not
reproduced on the blank, if it is placed on theidtatl Emblem of the Republic
of Belarus.

Requisites 03. The code of organization is usediferorganization of
electronic identification of a document.

Requisites 04. The code of a document.

Requisites 05. The name of the parent organization.

Requisites 06. Name of the organization, whichhe author of the
document must match the name enshrined in its fagndocuments, and is
mandatory, regardless of whether the document dema the blank or not. The
abbreviated name is written in parentheses under fthi name of the
organization.

Requisites 07. The name of branch (territorial bh@s, representative
offices, structural divisions of the organizatios)written if it is the author of
the document. It's placed below the name of thewimation. The author of the
document can be an official representative of tpany. Internal documents
are made more often without using the blank, bauisttes should be written.

Requisites 08. The mailing address of the sendarade in accordance
with the Rules of the Postal Service, acting ontdratory of the Republic of
Belarus.

Requisites 09. The postal address of the sendeigdmmunication data
(telegraphic address, telephone, fax, with theusioh of automatic long-
distance code (international) telephone commumnpatie-mail, etc.) and
commercial data (account number, name of the badksa on.) are put on the
blank for the letter below the requisites: "Comparame" and "Name of the
structural unit".

On general blank "Name of the document type" istipaite.
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Requisites 10. The name of the type of documemhpded or published
by the company must comply with types of documestipulated by the
legislation. On the blank for the letter the nanfiegh® document type is not
written.

Requisites 11. The date of a document. This regutsintains the time of
creation and (or) signature, approval, acceptaapproval, publication of a
document.

Requisites 12. Registration index of a documentsist® of its serial
number which can be extended with the index ofstnectural unit, the index
case of nomenclature of cases, information abaucthrespondent, performer
and other information. For example — 01 — 07/5.

Registration number of the document, drawn up lpiby two or more
organizations, the document contains the registratumbers of each of these
organizations, stamped by a slash in the mannecifigae in the document
authors, for example 90/97.

Requisites 13. A link to the registration code alade of the document
includes a registration number and date of the whecu to which the answer is
given, and is issued only on the form of the letter

Requisites 14. On a general blank requisites "plafc@reparation or
publication" is placed below the requisites "Dadatll "Registration code".

On a blank for a letter requisite «Link to a regisbn code and date of
the incoming document.” Is placed there.

Place of preparation or publication of the documsntritten when it's
difficult to indicate it using requisites "Name dhe organization" and
"Reference data about the organization". Placergbaration or publication is
written taking into account the administrative-tenial division. It includes
only standard abbreviations. Place of preparation publication of
organizational and administrative documents isgdlaee of registration of the
legal entity.

Requisites 15. "Signature of access restrictioRgquisites of the official
document certifying the special nature of the infation that limits the number
of users of the document. Signature of accessatstis of a document (secret,
confidential, etc.) is written down without the de® on the first page of the
document in the upper-right corner, and it can iqgkmented by information
provided by the law of confidential information s&ified as a state secret. In
practice, "For Official Use Only", "Confidentialdre used.

Requisites 16. "Addressee". Organizations, theircsiral units, officials
or individuals can act as an addressee. Name ofotganization and its
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structural units should be written in the nominatoase. Position of the person
to whom the document is addressed, should be writiethe dative. If the
document is sent to more homogeneous organizatiossveral structural units
of one organization, they should be written gemgrdlhe document should not
contain more than four addressees, placed undarather. The word "copy" is
not written to the second, third, fourth addressdied#’s a large number of
addresses a mailing list document should be made.

If it's necessary, requisites "Addressee" may idelypostal address.
Address elements should be written in the sequestablished by the rules of
the Postal Service.

If the addressee is an organization, its name, thenmailing address
should be written down.

When the addressee is a natural person, the namhendials of the
recipient, then the email address should be wridtamn.

Requisites 17. "Signature of approval" is a redessiof the official
document conferring regulatory or legal naturet®tontent.

Approval is one of the ways to identity documertemits signing. The
document is to be approved, takes legal effect opbn its approval.

The document can be approved in two ways: the qatiobn of
administrative documents or by official. Both meth@re equally valid.

| In approving the document by officia VTBEPAIAIO
"Signature of approval” consists of the WO| mpexrop emirryra
"APPROVED", the name of the person wl Iloarmice A H. Hoemnkos
authorized the document, including a name| 23-06-2010
the organization, his signature, decrypting thea;tlgre and the date of approval.

In approving the document by the head

the parent organization or documents written S IBEREJIAD

AUpPeKTOp YHupestaeHIA
on the blank, the full name of the organizati| «bemopyccrmit may=eo-
should be jncluded in the name of the pers Eiéfiifi;eiﬂf e
who authorized the document. e —

In the signature "Approved", the da]| [Moamice A E. Peibaxos
(date of a month) of approval is written down 25.06.2010
official who approves the document. A month andaaryare allowed to print by
technical means.

Administrative act is published, as a rule, whea #htroduction of the
document requires additional instructions and oHwtions associated with its
use, as well as the approval of the regulatiorie@Republic of Belarus.

In approving the administrative document or thetgool, "Signature of
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approval" consists of the word "Approved", the naomhéhe document type in
the nominative case, its date and index.

VTBEPKJAIO VTBEPKJAIO
[pueas Musmcrpa mad opna arpis [Ipororon obmero
Pecrrybmmer benapver Cobpamm arnionepos
25.06.2010 Ne 32 or 28.06.2010 Ne 15

"Signature of approval" is written down in the uppight corner of the
document. In approving the document by severalciaf8, "Signature of
approval" is written down on the same level.

The word "APPROVED" is printed in capital letterstivout quotation
marks and spaces.

Using a blank with a longitudinal location of regjtes for the paperwork
to be approved, is not permitted.

A list of documents of the organization, which sldobe approved, is
determined in accordance with the laws of the Ripus Belarus. A list of
documents of the organization is also fixed intdit@e and (or) instructions on
office organization, other local regulations.

As a rule, all organizations approve the followdaguments:

1. Acts (acceptance of completed construction ptsjevorks, write-offs,
examination, acceptance and transfer cases, ama) So

2. Schedule (vacation, personal reception and k0 on

3. Tasks (in the design of objects, technical f&ed, capital construction,
conduct research, design and engineering workneeging and so on).

4. Applications (for logistical support, equipmeaihd so on).

5. Regulations (Rules) (official, records managemeafety, internal
labor regulations, and so on).

6. Standards (consumption of raw materials, el&ttriprocess design,
number of employees, and so on).

7. Reports (production activities, trips, sciewtifesearch and so on).

8. The lists (positions of employees with irregwaorking hours, the
documents generated in the activities of orgaromati with an indication of the
shelf life and so on).

9. Plans (production, capital investment, constoactinstallation, design
and survey and research work, and so on).

10. Provisions (Charter) (the organization, depants) bonuses, and so on).

11. Programmes (of activities, events, and so on).

12. Prices (for works, services).
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13. Estimates (expenditure, income and expendibfirextra-budgetary
funds for capital construction, and so on).

14. Standards.

15. The structure and number of staff.

16. The unified forms of documents.

17. The list of members of staff.

"Signature of approval" is placed in the upper triglorner of the
document at a distance of 10 cm from the left fi@dA4 portrait sheet) or 16
cm from the left field (in A4 sheet in landscapesntation).

As a rule, the document is approved when it's sigiog an official who
does not have sufficient authority for the prowsaf the document to become
binding on all persons, without exception or inesthases.

Document which is approved by an official shouldvéarequisites
"Signature” otherwise it defeats the purpose oféugiisites.

Requisites 18. Resolution of a document is reasgsdonsisting of the
inscription on the document made by official andtaming its decision.

The resolution is written on th{ i1 A Mersenemoi
document in the upper right corner of tjf B- H- Eroposy

Hpt}]:[[}’ ImoaroToOEMTE ITPHOERT T'eEHE -

text by official. Resolution includes th| pamsrorocornamesvm c pupmoii
, wiapeuser & 1302 2010
performers’ surnames, content of the ord cuwpnos
signature and a date. 2101.2010

It's allowed to put resolution in order on a sepaheet (paper A6 or A4).
This is done in the absence of free text spacé@ifront side of the first sheet of
paper. A document and a resolution should includdesence to each other.

Requisites 19. "Title to the text" — is requisifeacdocument summarized
its content (it has been rewritten in logs). Tiden agreement with the name of
the document type.

For example: It's the order on the creation of tlertification
Commission;

For example: The certificate of audit;

The title of the text cannot be added in documentpared on forms A5
(A4) which does not exceed 5 — 7 rows. The titieusdh be written down without
space on the left field of the text. 1,5 — 2 lipa@ng should be indented from the
signature of a blank. The title should contain rarerthan 150 signs and no more
than 28 typed signs in one line (the title sho@ab more than 5 lines).

Like any other multi-requisites, the title to tlext of the document should
be printed with line spacing 14 pt. The width oé trequisites should take no
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more than 73 mm from the left field of the docum@dch line). When the title
Is more than 5 lines, it may be extended up torh2Dfrom the left field of the
document.

At the end of the title a full stop is not put.

Requisites 20. "Control mark" is a special marktio@ special status of
the document and the need for special monitoringoafipliance with the terms
of execution of the document.

Requisites 21. The text of an official documents tthe information
recorded in any type of letter or any recordingesys which contains the main
part of the speech information of the document.

The text of the document must be accurate, obgctwvd as brief as
possible, with the accuracy and completeness pfésentation. It's not allowed
different interpretations in the text.

The text of the document sets out clear and simalguage, in
compliance with the rules of the official styleliérary language.

Belarusian and Russian are languages for docunmerite Republic of
Belarus.

Texts sent from the Republic of Belarus, may bétemiin Belarusian and
Russian languages, the language of the recipiamitgoor in another foreign
language.

The texts of documents are processed in the fornguastionnaires,
tables, coherent text or a combination of thessciires. Coherent text usually
consists of two parts. In the first part (recitaf)a document the reasons, the
goals of the document are written. Solutions, arde&onclusions, requests,
suggestions, recommendations are written in thersepart.

The texts of complex content of documents (ordeqsorts, manuals, etc.)
are divided into items; items can be divided intd-gems, sub items — into
paragraphs. In large-volume documents, items camimined into chapters.

Chapters are numbered in Arabic numerals. Thestalb is not put after
them. The chapters should have titles; the fulp ssonot put at the end of the
title. If the title consists of two sentences, tleeg separated by full stops. It's
not allowed to use a division of a word, Roman ntaise mathematical symbols
and Greek letters in titles of documents.
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3. COMPOSITION AND REGISTRATION OF ORGANIZATIONAL
AND ADMINISTRATIVE DOCUMENTS

Organizational and administrative documents

— organizational;

— administrative;

— reference and information.

The activity of any enterprise is accompanied bgrawing of different
types of documents. However, in all their diversiggardless of the specifics of
the enterprise are the following main groups ofusoents:

— organizational (charter, foundation agreementictire and number of
staff, staffing, job descriptions, internal regidas);

— reqgulatory (orders for core activities, ordergcidions, instructions,
regulations);

— documents on staff (orders on staff, labor cotdréagreements), personal
files, personal cards f. T-2, personal accountwages, work record cards);

— financial and accounting (general ledger, annejabrts, balance sheets,
profit and loss accounts, certificates of auditsyventories, plans, reports,
budgets, accounts, cash books, etc.).

— information and referral (acts, letters, faxesfonmation, phone
messages, memorandums, reports, etc.).

Documents regulating various aspects of its a@wit (taxes,
environmental protection, etc.) can come to the mamy from state and
municipal organizations. These documents constituteeparate group — the
normative documents of higher bodies.

Organizational documents

a) charter — a legal act defining the proceduréoohation, competence,
structure, functions, tasks and rights of entegstirganizations, institutions.
Charter regulates the activity of organizations,tesrises, institutions,
regardless of ownership and the scope of theivities;

b) regulations — legal act determining the ordefoofation, legal status,
rights, duties, organization of activity of statedies, organizations, institutions,
and subdivisions;

c) the rules of internal labor regulations — a leget regulating the
organization of the enterprise, the mutual oblagwsi of employees and
management, the provision of holidays, secondnfgrgrsonnel, and other issues;

d) the structure and number of staff — the legdl establishing the
structure of the organization, the name of departsnand positions, number of
staff of each office in accordance with the gronpagpayment;
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d) staffing table — legal act that secures thesgobcture of workers of the
organization and salaries (in state institutionsn— indication of the discharge
on the Unified Tariff grid), which regulates theicaof different categories of
professionals, setting wage fund of organizatioa asole over the last month;

e) instruction — a legal act published by the goment (or approved by
the head of the organization) in order to establiskes governing the
organizational, scientific and technical, technatayy financial and other
specific aspects of the activities of institutionsganizations, enterprises,
officials and citizens.

Regulatory documents

a) order — a legal act published by the head ofjthesrning body, acting
on the basis of unity of command, to resolve key aperational objectives of
its activities. Types of orders: on operating datég and on personnel;

b) instruction — an act of public authority comtrehich has authoritative
character and published within the assigned offigewernment competence,
binding for citizens and organizations to whiclstimstruction is addressed,;

c) direction — it is a legal act, published perdlgnhy the head of the
organization or his deputy, primarily on issuesirdbrmation and methodical
character, as well as on issues related to thenmaf#on of execution of orders,
instructions and other legal acts of this orgaimradr parent organization;

d) decision — a document accepted by a collegiaybto resolve
production problems, questions. Resolutions andsm&s are made similar to
other administrative documents using the words "$BMD" or "DECIDED".
They are signed by the chairman and all membetbeotollegial body or the
chairman and the secretary.

Information and reference documents

a) reference —1) document of information-reference, reporting or
analytical nature, presented to Management; 2) @urdent confirming the
information of biographical or official character;

b) memorandum—- a document addressed to the head of the higher
organization or this organization and containirdetailed summary of the issue
with the conclusions and proposals;

c) explanatory memorandum- a document that explains the content of
certain provisions of the basic document (planorgp or the action of any
event, fact, act brought against the head,;

g) protocol — a document recording the progress of discussan
decision making at sittings, meetings, conferensessions the collegial body;

d) act— a document drawn up by several persons, whiclirom the
findings and events;
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e) official letters— a generic name of a large group of documentsrdiit
in content, devoted in connection with the methbttamsmission of the text (by
mail, telegraph, fax), which serve as a means ahmoonication with the
institutions and individuals;

g) telegram (teletype} a generic name of various documents devoted in
connection with a particular mode of transmissiénnformation through the
telegraph.

Telephone message — a generic name for the docsinwénvarious
contents, devoted in connection with the transimmssif the text in a special
way — by word of mouth through the channels ofpletay — and recorded by
the recipient.

Facsimile (fax) — a copy of the document (handemittprinted, graphics,
visual) obtained in paper form transmitted by fatka.

Documentation of administrative activity — is thereation of
administrative documents — fixing of administrat@etions by the established
rules on paper or other media.

List of documents produced in the activity of thegamization is
determined by its competence, range of adminiggdtinctions, resolution of
issues (individual or collective), the volume andtune of the relationship
between organizations of the same or differentléesegovernment, etc.

The legal basis for the creation of organizatioaad administrative
documents of the organizations are:

— legislative acts of the Republic of Belarus;

— decisions of the courts;

— regulations of state bodies and officials;

— assignments of superior organizations;

— implementation of executive and organizationatl administrative
activities in order the organization fulfills itarfctions and tasks in accordance
with its competence.

Organizations are entitled to adopt (issue) oniyiadtrative documents
(orders, instructions, regulations, decisions), avhiare provided by the
legislation of the Republic of Belarus, their statuor regulations on them.

Copyright (acceptance) of the documents, their atige, approval,
matching (sight) is fixed in the regulations andtstes of organizations, the
provisions of subdivisions, job descriptions of éoypes and other local legal
acts of the organization.

Preparation of a document involves the preparadioh execution of the
project of the document, sign it, if necessary erdmation (sight), approval.
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During preparation and processing the documents ihecessary to
comply with the rules ensuring validity of the dament, operational and quality
of their implementation and search.

PARTICULARS OF ORGANIZATIONAL DOCUMENTS

The organizational documents include statutes,latigas, instructions,
manning tables and etc.

Organizational documents implement norms of adretise and civil
law, are the legal basis of activities of the ngibn and strictly binding.

These documents are required to pass the approvags 1) by the head
directly (with the stamp of approval), 2) by admsimative document
(regulations, decisions, orders or instructions3)py a meeting of the collegial
body, and operate till approval of new ones.

Statute (fig. 3.1)

Y CTaE OpraHEzanHHe

Kog mo OKY 0201930006

HamMeHOEaHHE OPTaHHZAHE VTBEPEJIEHO

YCTAB

HEHMeHOBEAHES JOEYMEHTa

Ne MNa

MecTo COCTABISHEA

HAHMEHOBAHHE OPTaHHSaITHE

CIpVETYpa TEKCTa

OomHe moaoXHeHET

OCHOBHEIE 230a9H

DVHEITHH

IIpaga H 00F23HHOCTH

PyECOBOICTED

BaammooTHOmMeERE. CEA3H
IIpoH2E0ICTECHHO-RO3AHCTECHHAT JeATeNEHOCTE
HuyimecTEC H cpegcTEa

KoHTpoIE, IPOEEpPEA H PEEHIHA JeATEIBHOCTH
PeopraHHzamHg H THKEHIAITHA

Buzml

Fig. 3.1. Form of Statute

Statute — a legal act defining the procedure ah&dron, the competence
of the organization, its functions, tasks, workqadure. Statute — a set of rules
governing the activities of organizations, instias and enterprises.

28



Statutes — are complex documents. The structure cantent of the
statutes are determined by the developers. Howdwerprganizations and
enterprises of certain industries legal acts pmwidguidance on what
information should be included in their statutes.

Statute of the educational institution is approlgdts founder.

In general, the Statute is issued on the genettariead of organization
with typewritten requisites: the name of the par@rganization; name of the
organization; the name of the type of documentt\io languages) — Statute;
date; registration code; place of publication; stavhapproval; text; signature.

After the text the signature of the head is placed.

Regulations (fig. 3.2)

Tlonozerne 00 OPraEHIANEH

Koz mo OKV 0201930006

HanumeHoBaHHe OpraHEIANHH YTEEPAJEHO
[TOJIOEHHE
Ne HAHMEHOEAHEHS JOEYMEHTE
B Nz
MecTo cocTagIeHHA
O

HAHMEHOEAHHE OPraHHIAIHE

CTpyETypa TeKCTa

OomIHe mMOJI0#eHHER

()CHOBHEIE 33J3a9H

$YHEIHH

IIpara ¥ 00F22HHOCTH

PyroronocTeEO

BiammooTHomesHA. CEIZH

KOHTpOIE, IpOBepKa H PeEHIHA JeATEIEHOCTH
PeopranHsansi H THKEHIAIHA

Buan

Fig. 3.2. Form of Regulations on the organization

Regulations — a legal act establishing the proeedar the formation,
legal status, the basic rules of activities, rigl#tsd responsibilities of
government agencies (departments, subordinatduitnstis, organizations and
enterprises).
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The structure of the text of the Regulations: gaherovisions; goals and
objectives; function; rights and obligations; leatddp; relationship with other
divisions.

Regulations are individual and standard:

— individual — for all divisions, workshops, adnstrative units included
in the scheme of organizational structure of manmeye of the organization;

— standard — for the main production departmefrsctsiral divisions.

Regulations are developed on the instructions efmads of enterprises,
at the initiative of heads of departments. Execuatakes the draft of regulations.
Regulations are signed by the head of the structumia (activity of which is
regulated), senior management, Senior Managenenthom this subdivision
Is subject to and the developer.

Regulations are coordinated with the Law Departméinthe project
raises objections, comments, they are set out@sdbond copy or on a separate
sheet attached to the second copy of the project.

Draft of regulations submitted for approval to tiead of the enterprise.

Regulations on the organization shall be approvgdadministrative
document of the parent organization.

The date of Regulations is the date of the appro¥vahe document,
unless the text indicates another date.

Form "REGULATIONS" is made up of requisites: themeaof the parent
organization; name of the organization; the nam#efstructural unit; stamp of
approval; the name of the document type — Regulstidate, registration code;
Place of publication (city); the title; text; sidnee; stamp of harmonization; visa.

Instruction

Instruction — legal act, published by governmerdié® or the organization
(approved by their head) in order to establishsrolegoverning the organizational,
scientific, technical, technological, financial awther specific aspects of the
activities of institutions, organizations, entesps, officials and citizens.

Instructions are issued to clarify the applicatioh laws, administrative
documents on memorizing and keeping documents &egpunting, reporting, etc.).

All instructions can be divided into two main greup

— regulations governing the procedure of the imgletation of any
process, in implementation of which the perform@f§icials, department) are
involved,;

— job descriptions (fig. 3.3.), specifying dutiegghts, obligations and
responsibilities of officials.
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llonoseEEe 00 OPraHH2AIHHE
Koz mo OKY 0201930008
HanmMeHOEaHHE OpraHHEIAIHE YTBEPA TATOD
JOICEHOCTHAA HauMeHOEaHHE JOLKHOCTH
HHCTPVEITIA PYVEOEOOHTENT OPraHHsalHHe
Ne
N !ELB IloanHce Pacmmdpoexa
MecTo COCTREISHHA noamHCH
HIHMEHOEAHHE OPTaHHSATIHH ,E[E.Ta
CTpyETVpa TEKCTa
OdmHe DoN0EeHHS
HomsHocTHEIE 00A23HHOCTH
IIpaga
B2aHMo0THOINEHHS (CES3H 00 JOLEHOCTH)
OneHKa padoTH H OTESICTEEHHOCTE
HanmMeHOBAHHE JOTAHOCTH
PYECBOOHTENT
CIPYVEIYPHOTC ODoJpazielcHHEA IloanHce Pacmubdpoeka nodnHEcH
Bu3mt
C HHCTpYVEIHeH 03HAKOMISH INoanEcs Pacmudpoeka noagnEcH
Jdara

Fig. 3.3. Form of job description

Instruction consists of several sections. Each@eat a logically finished
part of document.

Section "General Provisions" establishes the afe&tovity, qualification
requirements, submission, dismissal and the appeimt

Section "Duties," defines the types of work perfediby the employee.

Section "Rights" establishes rights of employeecwhtontribute to the
successful implementation of the work. Section Resibility" specifically
indicates what the employee is responsible for.

Sections of instruction may have other titles. delscriptions are being
developed by the heads of departments; by humauness departments or
experts on work with the staff. The text is cooeded with the lawyers and the
department of labor and wages. Job descriptionsappeoved by the head of
organization or administrative act.

Changes in the job description shall be made bgroofl the head of the
organization or administrative act. The text of th&ructions has the character
of guidelines, the formulation of a clear regulgteaying: "should", "has the
right”, "not permitted”, "prohibited”, etc., — isgdommended. The text sets out
from a third party or in an impersonal form.

If the instruction provides an introduction to hectice of a new form of
the document (card of accounting, act, plan ofgaskc.), the draft form of the
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document should be contained in the annex to tskeuiction. The text should
describe how to use the document (requisites, wisarf, how many copies is
made, who have received copies, when).

The date of the introduction of instruction intotiac is the date of
approval (if the text does not specify another date

Job Description may serve as a basis for drawingaupbor contract
(agreement) and can be used in the resolutiorbof leonflicts and disputes.

Instructions is issued on the general letterheaargdinization and should
include following requisites: name of the organmat Name of the document;
date; place of publication; title to the text; tegignature; stamp of approval;
harmonization stamp or visa.

Staff list

Staff list — a document developed under the Statfithhe organization
and fixating official and numerical composition@mpany's employees. Form
of staff list is unified. Staff list specifies thist of positions, information about
the number of staff positions, salaries, allowarares monthly payroll.

Staff list is made on the general form of organoratindicating the
requisites: name of the organization; Name of theudhent type; date; place of
publication; stamp of approval; text; harmonizatiosa; signature; stamp. The
text takes the form of a table.

Staff list is endorsed by the chief accountant,l#éveyer, is signed by the
head of personnel department or deputy, is approbgdthe head of
organization, whose signature is stamped.

Total staff number of enterprises and the monthayrplls should be
specified in the stamp of approval.

The changes of Staff list are introduced by thepad the director.

The structure and number of staff

(Official and numerical composition of company's emloyees)

The structure and number of staff — is the docuntesit establishes the
names of all departments, positions and the nurabstaff positions of each
position of organization (institution).

It is issued on general letterhead indicating tkquisites: name of
organization, name of the document type, date,pdack of publication, stamp
of approval, visas, signature, and seal.

The text takes the form of a table.

The document is signed by the Head of the persaeghrtment or the
deputy head, is approved by the head the orgamizdtiis coordinated with the
chief accountant and a lawyer. Signature of direitte seal.
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Regulations

Regulations — document establishing the procedofréise organization's
leadership, the collegiate or advisory body. Retgpria of the collegiate or
advisory body shall determine:

— the status of collegiate or advisory body;

— method of work planning ;

— procedure for the preparation of materials fonsideration at the
meeting;

— adding the materials for consideration;

— the procedure for consideration of materials @acision-making at the
session;

— keeping the minutes of the meeting;

— registration of collegiate or advisory body demis;

— procedures of bringing decisions to the executors

— the material support of meetings.

Regulations are issued on the general letterhetdeohstitution.

Requisites: name of the institution (organizatiagcument type; title to
the text (name of collegiate or advisory body)eclalace of preparation; stamp
of approval; text signature.

Regulations are discussed in the process of prepa@n meetings of the
collegial body and are coordinated with the legal/€e, signed by the head of
the organization or the head of a collegial botigllsbe approved jointly.

Act

Act — a document drawn up by the Commission (autbdrpersons or
official), confirming the established facts (act$ imspections, inventory,
accidents, reception and transmission of wealth).et

Regardless of the variety of acts drawn up by glsiacheme. First of all,
members of the commission should examine the sudestaf the matter, one to be
measured in the act, as well as legislative andlaty documents governing the
issue. For example, in the establishment is coedunspection of the organization
of work with letters, complaints and petitions d@izens. Commission members
should familiarize themselves with the standardulegns on the conduct of
proceedings by the proposals, applications and leontg of citizens in
government bodies, enterprises, institutions agerozations. Knowledge of this
document will help the Commission to determinetiimeliness of complaints and
outline terms of reference for verification.

In the act are reflected only those facts whichvee# established persons
signing documents. The original draft records aagntained, fixing quantitative
data.

33



The acts are issued on a general or a specialdohd.

Layout Act contains the following details: name tble organization
(divisions); the name of the type of document; drgwup the place; date and
registration number; title to the text; text; sigma; if necessary — the approval
of the neck and terminating visa.

The title to the text of the act is the contentaofriggered event. The
headline of the act should be consistent with #meaof the document type, and
formulated by a verbal noun in the prepositionag@nitive.

The text of the act consists of an introduction eewital pieces.

In the introductory part of the specified basetlf@ preparation of the report
and lists the person who made the report and fhresent at the same time.

The basis for the preparation of the report caa bermative legal act of
the Republic of Belarus, head of the organizatdmiaistrative document or the
parent organization, the planned target and others.

When listing those members of the Commission, fipscify the job title,
initials and surname of the chairman of the comimnssthen job titles, initials
and names of the committee members in alphabetodér. In case of
participation in the commission of representatieésthird parties in the act
when writing posts indicate names of the orgaroratithat they represent.

Positions, initials and names of the persons ptedesnd not part of the
Commission, are indicated separately.

In the recital part of the act sets out the obyestiand tasks of the act, a
brief description of the work (its essence, thairgtmethods, timing), fixed the
established facts.

In the recital part of the act can be set out thenclusions,
recommendations and suggestions for the draftableshed facts (acts of
financial and economic activity, verification audicts, acts of reception
facilities in operation, etc.). Conclusions andgmeals may be submitted in the
form of administrative indicating the deadlinesgurébed action.

If the act affects a number of facts, an act of téve is divided into
paragraphs.

If you have applications in the act a referencéntan is given at the end
of the text before signature and issued as a pngrk' on the availability of
applications."

The end of the text shall include information oe ttumber of copies of
the act.

The number of copies of the certificate is deteaditby the normative
legal acts and (or) a practical necessity.
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Act is signed by all parties involved in its drafii At the signing of the
act specifies the division of responsibilities lo¢ ttommission members without
specifying their positions. The first signatureloé chairman of the commission,
the signatures of the commission members are adaimgalphabetical order.

Example:
Mpencenarenb KOMHCCHH IToonucy . O. ®amunus
Y ieHs! KOMUCCHH IToonucy H. O. ©®amunus
Hoonucs H. O. Damunus
IMoonuce - H. O. ®amunusa

Persons, who have comments on the content of theigoed it with the
mark of "Notes attached." The comment set out aearate sheet, small in
terms comments may be fixed on the act.

The acts that prescribe the execution of certaiiorsg; subject to
approval. Act approved by the officer, whose adstmative document (oral
order) was the basis for the preparation of thentep

Records of inspections (revisions) of financial @wdnomic activity are
signed to carry out inspections (audit) an emplaylehe supervisory authority
(the head of the examination (audit)) and authdripersons of the audited
entity in accordance with the legislation of Bekaru

Protocol

Protocol — a document in which is fixed the couofediscussion and
decision making at the meetings. In full discloswfethe progress of the
meeting, they are divided into 1) Minutes of thd farm, 2) minutes of the
short form, and 3) minutes of the reduced form.

Protocol details: name of the parent organizatiomme of the
organization (structural unit); the name of theetyy document — PROTOCOL;
date and registration code; place of publicatidie to the text; text; signatures.

Shall be drawn up by the Secretary of the meetihg @ermanent
secretary of the collegial body) on the basis ohusaripts, transcripts, audio or
other recordings of the meeting progress, as veetlawuments prepared for the
meeting (agenda, texts and abstracts, draft desiseic.).

The title to the text of the protocol is the nanfeaospecific type of
meeting, the name of the collegial body (if thehauty does not have a blank)
and the question (topic) meetings if he was alone.

The date of the protocol is the date of the meeting

The text is divided into a lead-protocol and themmeortion.

In the introductory part is indicated the initilsd surname chairman,
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secretary and members presented, job titles, nameésnitials of the invited
persons who are not members of the collegial b@tg. names of the attendees
and invitees listed in alphabetical order.

If the number of those present at a meeting of neembf the collegial
body of more than 15 people, the list of attendexesvn up separately and
attached to the protocol with putting an appropriatark.

The guest list is made separately and attachduketprbtocol with putting
an appropriate mark, if the number of invited mibvan 10 people.

The protocols may further indicate the number alséhpresent required
for the eligibility decision.

The minutes of the full form after specifying preseand invited the
following agenda. The agenda lists the matterset@dnsidered, indicate their
form of presentation (report, report, report, amdoimation), titles of the
speakers, their initials and surnames.

In reaching a meeting of two or more questionsy steuld be numbered
in Arabic numerals. The sequence of questions eraffenda determined by the
degree of importance.

The main part of the protocol-form is built on alSTEN — SPOKE —
DECICION (RESOLVED)" separately for each questionier consideration.

The "LISTEN" section indicates the surname andaisitof the speaker
and sets out a summary of the speech. Speech @eessport) can be attached
to the protocol, which is a relevant note.

In the "SPEAK" section text is made similarly teeteection "HEARD".
In this section are written questions to the speakd the answers to them.

In the section "DECISION (RESOLVED)" is written digons on the issue.

The minutes of the short form of the agenda will lIo® issued. The main
part of the protocol of the short form is based arilisten — DECISION
(RESOLVED)" without speaking text. The "listen" 8en the agenda items are
written, in the section "DECISION (RESOLVED)" — gited decisions.

In case of differences of principle in the shontnfoof the protocols is
permitted to record the individual performancethefparticipants of the meeting.

The reduced form of the minutes after each ageoga tis written
decision on it.

The decision of the collegial body in the recordsany form provided
completely. Decisions are numbered in Arabic nuilserié there are several.
The numbering is not made, if made on only onetswiu

The operative part of the protocol ends with andation of the person
responsible for the execution of decisions androbmtdividual items making.

36



Minutes of the meeting signed by the chairman ¢ohan of the meeting)
and the secretary.

The procedure for the preparation and executioogotiective bodies is
determined by the provisions of the protocols aséhbodies or the regulations
of their work.

Memorandum

Memorandum — information document addressed torgupen the order
of direct subordination and containing detailedspreation of any issue with the
conclusions and proposals of the originator.

Depending on the content and purpose are dividéa memoranda
initiative (making proposals, presentation of thequest, the facts and
phenomena) and reporting (of course, state, corapleéxecution of orders,
plans, results of a trip, check, etc.).

Depending on the recipient's memos are dividedimrnal and external.
From the recipient depends on clearance note.

Internal memoranda addressed to the head of thenizagion and are
made on a standard sheet of A4 or A5 paper (wphodriction of typewritten
details of the document).

External memoranda addressed to the head of tleatparganization and
are made in the general form.

The text of the memorandum consists of an intradn@nd the main parts.

In the introductory part is presented the statihefquestion, facts, served
as a reason for drawing up the document, carrietheur analysis.

The main part of the memorandum to the findingggsstions, requests.

Internal memos are signed by their originatorsemat — head of the
organization.

The date of the memorandum is the date of its sggni

Explanatory memorandum

Explanatory memorandum — a document 1) explainimg dontent of
certain provisions of the basic document (plan,gmom, report, etc.), or 2)
explaining the reasons for violations of labor ghboe, failure to fulfill a
commission.

Without its receiving disciplinary sanctions cant ti@ imposed on the
employee.

Explanatory notes, which are a supplement to the shacument, explain
and complement it, drawn up in the common formgn$Sisuch a note head of
the company.

Explanatory memorandum, which explains the reamrsehavior, actions,
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situations are made by individual workers. As vasllinternal memos, they can be
decorated with hand-written way on a standard sbegaper. Such notes are
signed by the drafters, reproduced the same dataitsthe internal memo.

Example:
MuHUCTEPCTRO NPOMBINIJIERHOCTH TenepaslbHOMY IUPEKTODY
Pecny6nuku Beaapyce HITO «Arar»
HIIO <Arar» HMsanosy H. M.

OTnen rapucdukauuu

OB bACHHMUTEJIBHASA 3ATIVICKA
21.01.2009 Ne 12
r. MuHCK

O nposepke TEXHHYECKOro
COCTOSIHHA XWUABIX [TIOMeNnIeHnit
Gasbl OTABIXA A AeTel

Letter

Letter — generic name for various contents of theudhents generated in
connection with the special mode of transmissiotheftext (postage and other
communication channels).

The letter should be prepared in the event that mot possible to solve
the problem by other means (personal intervieveptebne conversation).

Depending on the following types of official letteof different content:
letters, inquiries, letters and answers, accompanyietter, reclamation,
warranty, reminders, notices, invitations and ather

Letters are issued on special forms for the A4 ABdetters, depending
on the volume of emails. If the letter does noteextfive to seven strings, it is
issued on the letterhead of A5 (title is not wnitéhe text is printed on a
computer through the slot "just” 14 points). Theneeaof the type of document —
a letter — not written. To apply the letters uspdétirms a longitudinal location
details in two languages.

Official letters are issued on a special form fog tetter organization are
the details — the destination, the title to the,téxe text, mark the presence of
the proposals, the signature mark of the executor.

The letters are made in the structural units, whmmsapetence includes
the solution of relevant issues.

Letters addressed to the organization, its strattivision, a particular
officer, head of the organization. Props "Destmratiis made with 4 positions
tab (80 mm from the left margin). If the email aglsl of the organization or its
structural unit, they are written in the nominatoase.

The letter highlights the question. It is easietork with documents
(registration, execution, control). Several questicet out in a letter only in
case of their interconnectedness.
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Text of the letter consists of an introduction @hd main parts. In the
introductory part of the reasons for that werethar letter, reference is made to
the facts, documents, etc. The main part preskatslijectives of: please, offer,
message, rejection.

The letter can only consist of the main part ("pkeaelect 4 cars to serve
the guests of the festival").

All gates letters stand out paragraphs. In the thgte should be no
unnecessary words, difficult to read, it is necss$a avoid unnecessary cuts.
The text, as a rule, set out from the third pers@mgular
numbers "ORGANIZATIONS REPORT"; third-person plural"TEACHING
STAFF AND STUDENTS OF THE SCHOOL INVITE"; first-pgon singular —
"PLEASE"; first-person plural — "PLEASE".

The letter is made out in two copies (fax — in ofiée first instance — on a
form (sending destination), the second — on a nish&et of paper — into action.

The text messages can be accompanied by other @atsinin this case,
after the text (1,5 — 2 line spacing) is made propark the presence of the
application."

Outgoing emails should be initialed by the concdrofficials; visas are
put on the front side of the last page of the sdcowpy of the letter, which
remains in the organization (the enterprise).

Letters signed by the leaders of the organizatiod &s structural
divisions according to their competence and thecation of responsibilities
laid down in legal acts of the local organization.

The date of the letter is the date of its signidg.the incoming (received)
letters to companies when receiving stamped onréoeipt and resolution
management.

Reference

Reference — information document containing a digison and (or) the
confirmation of certain facts or the service of @agbaphical nature. FAQ
contains a statement of any facts without any opiron the substance of the
author poses the question.

Depending on the content and objective of referesee divided into
official and personal.

The service certificate — an official document eaming information on
the main activities of the organization (aboutfstgflevels, the implementation
of plans, tasks, etc.).

Personal information — an official document confitghthe biographical
information and (or) official character and issulda private person (the place
of work and position of the work period, the amoahtvages, etc.).
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Depending on the recipient's certificate is dividedo internal and
external.

Internal inquiries addressed to the head of tharomgtion and are made
on standard sheets of paper A4 or A5 format.

External reference addressed to the head of thenpaompany, a third-
party organization or individual and are made om general form or standard
sheets of A4 or A5 paper with corner stamp.

Text of the service reference can take the forntabfes, divided into
paragraphs, subparagraphs, have explanationsrdsd li

The time period to which the information containadthe certificate is
included in the title to the text or placed beftire text.

The personal certificates are allowed not to spexiitle.

Text of the reference begins with a personal spegfthe surname, name
and patronymic of the person reported informatibon. not use the figure of
speech "issued real", "really works".

If you have used the standard forms of certificadpproved by the
republican bodies of state management in the bagsl of the Republic of
Belarus order.

External reference signed by the head of orgawzatinternal — their
originators. References for the content of whichrasponsible by several
persons, signed by all compilers.

If necessary, a service certificate may be cedifiyy the seal. It is
mandatory to be certified by a stamp of persorfareace.

The date of reference is the date of its signing.

A variety of official inquiries are reports (on thmplementation of the
documents, a summary of the proposals, and so.9nRBEports are issued in the
form of tables, graphs.

Telegram (Teletype)

Telegram (Teletype, telex) — the document type neefi by way of
transmission by means of a cable connection infibomaln the telegram directed
to multiple addresses, each address is specifidgigidaally. The text and the
recipient are printed in capital letters. In therdgoof the telegram is a pass in two
strokes. The text is printed, starting with parpgralouble-spaced, then the red
lines and paragraphs are not allowed. Address ard are printed without
hyphenation. The text presentation is extremelypressed. Issued a telegram or a
special form or on conventional plates with theetipefore the address.

Telegram is written without prepositions, conjuons, punctuation. If
punctuation marks are necessary, they are writteabbreviated lowercase.
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Dates are denoted by Arabic numerals: day, month y@ar. Between the
numbers in the date delimiters are not put. Thegt@lm ends with an indication
of its index. After the text are indicated the piosi and name of the person who
signed the telegram. Below the line are indicatevise information not be
transmitted: sender's address, indicating theipassignature and full signature
of the sender, date of signing, which is affixectloy signatory telegram.

Telegram is made in two copies. The first, sigresht. The second filed
in the case. Official telegram text stamped.

Telephone message

Telephone Message — generic name for various cootéhe documents
made available in connection with the special mofigransmission of the text
(passed on the phone, recorded by the recipiesgd {br urgent orders, notices
and information within the telephone.

Telephone message transmitted simple texts in 2@3ds, more often,
invitations, reminders, and so on, specify the nafbe official.

Faksogramma (fax)

This document is convenient because it reprodultelseafeatures of the
document. By fax can be sent as a text and talideses, drawings, photos and
any graphic information. Normally fax transmits oggeonal information as the
document received by fax will not have the samalldgrce as the original
document or its certified copy. Making a fax anitiies the same way.

Autobiography — a document containing a summary of the mairestag
the life and activities of the applicant in chramgical order. Make up your own
competitor in any form on an A4 sheet of papemhikautobiography, recorded
the following information:

— full name;

— date and place of birth;

— received education (where, when and in what dshaaght);

— employment;

— profession;

— social work, participation in elected bodies;

— attitude to military service and military rank;

— availability of governmental and other awards exoentives;

— data on marital status, living together relativiéather, mother,
children).

Autobiography is signed by the applicant with jgtthe date of signing.

The statement,most often written by hand, but also screen foam lze in
many organizations.
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The application shall include: destination (to whasnaddressed the
application), applicant (author), type the namethedf document (application),
text, signature, the date of preparation.

The statement indicates a structural unit and afposvhich the applicant
Is arranged, as well as reception conditions (dhteommencement of work,
type of work — nominally or in terms of combinirgjc.). The salary specified in
the visa or in the resolution manager.

Personal leaf on registration of personnels made according to the
established in the Regulations on the proceduréhiformation, maintenance
and storage of personal files form workers.

Personal leaf on registration of personnel filled by the applicant
personally in one copy without erasures and caoeston the basis of the
passport, military 1D, work books, educational doemts and other personal
documents. The completeness and correctness ofgfibf personal form
checked employee staffing services (specialist umbin Resources), which
verifies compliance with recordings made in a peasgiece of writing in the
documents.

When filling out the personal form the followinggugrements are met by
staff account:

— all questions personal form of accounting persbrmust be given
exhaustive answers, which should not be monosglldmracter of the "yes", "no";

— indicated in the case of a negative responsdo "hot have", "did not
participate", etc.;

— surname, name and patronymic are written conipleteéhe nominative
case,

— in the column "Date of Birth" Arabic numerals anglicated the day,
month and year of birth;

— place of birth is indicated in accordance witle tadministrative-
territorial division at the time of birth .;

— the "Citizenship" column indicates the name efc¢buntry;

— in the "Education” column indicates the "genanadrage", "vocational",
"secondary special”, "higher education";

— if the school is not finished, it indicates howamy courses or graduated
from a course left, for graduating from junior higbhool shows how many
classes have ended;

— the name of higher and secondary special institsiare written in full;

— in the column "What works and inventions havestsli published
scientific papers indicating output, patented iriigars, or an entry: "List of

scientific publications (inventions) attached";
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— the column "Work in Progress since the beginrohgvork” reflects
previous work experience, as well as breaks relatdleir studies, disease and
so on. If an employee in the same organization aettifferent times in various
positions, it is indicated with what and what tineehas worked in each office;

— in the column "Marital status" are indicated tlaga at the time of filling
of personal form.

— the column "Location" indicates the address dfidence, current
address and telephone number.

On the personal form of accounting personnel pagtextograph of the
applicant.

Personal leaf on registration of personnel shaligeed by the originator,
indicating the date of filing. Changes and addgido the personal form for
accounting personnel after its completion not made.

Characteristic (feature) — a document that contains a description of the
characteristic and distinctive features and qualibf the employee and reflects
the opinion of the administration of it.

Feature is made by administration and public omgmmns of the
enterprise at the request of the employee, on stqufeother organizations.
Shape of the feature can be applied in the desigriaiter to the employee.

Feature typically includes the following informatio

— the name of the document type;

— introductory part including the basic personatadaf the employee
(name, surname, patronymic, year of birth, edunapmosition, a structural unit
in which the employee works, his work experiencthmenterprise);

— the main text, which specifies the business agmployee moral and
psychological qualities, personality traits, masiiéel in relation to the employment
duties, the general attitude to work, stages ofegsional growth, the availability
of awards, communication skills, ability to comnuate, collaborate, manage;

— the final phrase "Feature is given for bringing.i";

— a reference to the date of the meeting and thécporganization report
number, if approved by the characteristics of the-governmental organization;

— signature of the head of the enterprise andyiblived in the drafting of
the feature a public organization, the signaturetred head of the public
organization;

— printing, assure signature of the head.

Feature is made in two copies, with its registratom the second copy
placed visa immediate supervisor of the employee,hiead of division, which
employs characterized, and the head of the pubyjarozation of the cell in the
unitif it is.
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4. ORGANIZATION OF DOCUMENTS CIRCULATION

Document circulation

The concept of "document circulation" and the tésalf arose in clerical
work in the 20s. In the works of great specialistthe field of management and
clerical work, such as D.R. Pokrovsky, P.M. KerzZken et al., formulated the
basic provisions of document circulation organ@ati gives theoretical
justification of the main provisions of the ratibnarganization motion
documents — distribution of documents by execueucing instances of their
passage, the direction of the documents directlhéoexecutor, regimentation
signature. In literature of that time was substdat technique survey routes,
movement of documents, developed the technologlyenf delivery.

Governmental Standard 16487-8%l€rical work and Information
Science, terms and definitions" has establishedefniion of "document
circulation — the movement of documents in the oizgtion from the moment
they creation or receipt to completion of executiorsending.”

Document circulation is an important link in thesimess organization in
the organization (institution), as it determined oaly the motion instances
documents, but also the speed of movement of douismén clerical work
document circulation regarded as information suppol administrative
apparatus, its documentation, storage and useevigusly created documents.

Organization of documents circulatiehthese are the rules, according to
which documents should be movement. Organizatiodociments circulation
unites the entire sequence of movements of docwmentthe apparatus
management of the organization (institution), afletions for receiving,
transmitting, compiling and execution, delivery dasheet set) of documents in
the case.

Organization of documents circulation must meet tfedlowing
requirements:

— efficiency of passing documents;

— exclusion does not posed by the need of instamcdgassing actions
with the document;

— observance maximum uniformity of the order ofnsmission and
processing of the main categories of documents.

Order of passage documents and organization obgrations when
working with them should be regulated instructiam @erical working in an
organization (institution) and report card (albumjfied forms of documents.

Transmission and processing of the main categofi@®cuments in the
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organization should be carried out strictly in ademce with the scheme of
passing documents, developed by DOW service antbegp by management
of the organization. Compliance with these ruldsvad to realize the main
organizing principle of service clerical work — ¢&tized execution

homogeneous technological operations.

Shared by centralized document circulation and oh@eu circulation
level of structural unit. In a centralized documamtculation includes all
documentation to be centralized registration. Doenits recorded only in the
structural units constitute document circulatiomelestructural unit. As a rule,
centralized document circulation presented orgaiizal and administrative
documentation and document circulation level aficgttrral unit — a specialized
documentation, providing the main activities of tt@mpany (it may include
organizational and administrative documents).

Organization and perfection clerical work (docunaeytmaintenance of
management) in the organization, monitoring conmgeawith the established
rules of work with documents, guide the processhwilie documents and
training providers in clerical work, introductioma application of modern
information technology in working with documentssigeed to the service
documentary maintenance of management (hereirafiervice DOW).

Name Service DOW (case management, secretariadraesepartment,
Chancellery and so on.), Its structure, tasks, tfons are established in
accordance with the provisions of it, dependingtio® volume of document
circulation, functions performed, the availabiliblf computer aids and office
machines and so on.

DOW service may consist of several units. Objestiieinctions, work
order service units DOW governed by regulationsthVdi small volume service
document circulation DOW can not be created. Is ttase, the execution its
functions are assigned to a specially appointedkerqior group of employees).

Responsible for the organization of clerical wodservance of the
established rules and disciplines working with doeats in the organization,
their safety rests with the head of an organizatWwhen changing the head of
the organization is the act of reception and trassion of documents and files.

Responsible for the organization of clerical wodservance of the
established rules and disciplines working with doeats in the structural units
of the organization, their safety rests with thadseof these units. Order of the
head of an organization appointed by worker regptnsfor performing
business transactions, which provides a structtirasion of accounting and
control the passage of documents in a timely mannarms the head of the
department on the status of their implementation et
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Workers the organization must be familiar with gstablished procedure
of working with documents in the organization. Eoyg@es of the company are
personally responsible for complying with requirertse the instructions on
clerical work, safe-keeping of their official docants. About the loss of the
documents immediately reported to the head of #padment and service Dow.

When transferring, relocating or dismissing an @aypé available
documents and cases are referred to the decisithe dfead of the organization
or the respective structural unit to another worlerthe act of reception and
transmission of documents and files.

Incoming, outgoing and internal documents

There are three basic types of documents that migka centralized
document circulation.

Incoming document a document has been received by institution. Most
incoming documents must generate appropriate smggieadlines. Dates can be
set normative acts prescribing one or another ressgpome to the corresponding
incoming document, or can be specified directihamincoming document.

Outgoing document an official document sent to the institution. Most
outgoing documents are a response organizationctoming documents. Some
of the outgoing documents prepared on basis ofrnatedocuments of the
organization. A small number of outgoing documeamtsy require receipts of
incoming documents (such as requests to other izajaons).

Internal document — an official document, do notbggyond organization
had prepared it. These documents are used for iaegem of work institution
(organization), as they provide purposeful solutafnmanagement problems
within an organization. The internal documents udel organizational legal,
organizational and administrative documents. Uhaf@éd groups of internal
documents constitute protocols and acts, plannimd) r@porting documents,
documents on accounting for material and monetasgources, equipment,
internal official correspondence (staff report® #xplanatory notes), personnel
and so on. Through the office pass not all intergi@icuments, and
correspondence only largest structural divisiontheforganization (especially if
they are territorial separated) and the order @fibad of the organization.

The technology of processing incoming documents.

Documents submitted to the organization, startrtiveay with the
expedition to the execution of (structural unit thfe general department)
(fig. 4.1). There they are expedition processinicW is validating the delivery
of correspondence, opening the envelopes, verdyitkegrity of attachments
and pre-sorting of documents registered and urnergss Unregistered
documents and documents marked "personal” is ti#esito the destination.
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Registered documents are divided into two streafr)s:documents
addressed to the head and without a specific astd2¢slocuments addressed to
the business units. Documents of the first streatransmitted in the office, the
second stream — in the structural units. When &lthe above centralized
registration documents are received in the office.

Administrative support worker or produce a preliamn review of
Chancery received documents. The purpose of anpnalry review received
documents is the distribution of documents thatndd require a mandatory
review by management, the establishment of divessmmpersons who should be
sent to this document. It follows that the preliamy consideration two
information flow is formed: in the address of thead of the organization
(institution) and structural units of the organiaat

Management of the organization (institution) paskegher spheres of
government documents and documents containing mma@eon on the most
important issues of the organization (institutid@her documents passed heads
of structural divisions of the organization (ingtibn) or directly to performers.

MARKED Service UNIT FOR CONSIDERATION
"PERSONAL' DOW - OF CITIZENS
Y }
TO A PARTICULAR . )
ADDRESSEE Preliminary review
v
UNREGISTERED REGISTERED € .
DOCUMENTS DOCUMENTS

A 4

REGISTEFATION

v

\ 4

ADDRESSED TO | ! | ADDRESSED TO THE HEAD i
STRUCTURAL | || OF THE ORGANIZATION, 5
UNITS ! | AND WITHOUT A SPECIFIC ;

: ADDRESSEE
MANAGEMENT ! ' !
OF THE DIVISION | THE ORGANIZATION'S i
I | LEADERSHIP 5
v ! i
EXECUTORS |

Fig. 4.1. The traffic management of incoming docotse
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In the presence division in the institution to eawviletters of citizens
petitions and complaints sent to him from the expmud Documents
transmitted to the management or the performerth@may of admission to the
organization (institution).

Documents for registration, after consideration aexorded and
transmitted to the heads of organizations (instihs) and structural units.
Documents that are executed several divisions, sitndted alternately
(according to the resolution imposed in the docuiear multiply and
simultaneously transmitted in copies.

Technology outbound processing documents

Project outgoing document is a performer, check dheectness of its
registration secretary or clerical work officersut@oing documents are made in
duplicate, except for fax and telephonograms, dragvin a single copy. Project
outgoing document as may be agreed with specidi@ts other organizations
(institutions) and inside the organization (fig2A4.

Drawing up the te; of outgoing docume

v

Validatior of outgoing docume

A

Approval and authorizatiocof text of the docume

/\

Signing of the document by the hea‘d Signing of the document by the

of the organization deputy head of the position

Reqgistratiol of the documel

Setting the registrecon number on the docume

'

Validatior of the document address

'

Sending a document to the addre

'

Hemmin¢ of second copy of the document in the

Fig. 4.2. The procedure of creation of outgoingudnent
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If the document is being agreed with another ogtion, not the author
of the document, that agreement is made out prGpg fhatching document.”
Document passing coordination within the organara(institution) is made out
props "visa coordination of documents."

Prepared draft document submitted to the outgosagof the signature
together with the materials on the basis of whielwas preparing.

By the draft document performer is making a listoofjanizations that
should be sent to the signed document.

It is sensible for the organization (institutiorgt $he order in which the
rights of signing the documents are not only heddthe organization
(institution), but other executives within theimspetence. Under this condition,
the movement of documents and their implementatidiroe more efficient.

Head of the organization (company) has the righinake changes and
additions to the document to be signed or retufaecevision.

After the signing of the head the incoming documsrtansmitted to the
registration. Are sent documents are registerdtent'Journal of registration of
outgoing documents."

After registration and appropriation a registrationmber of outgoing
documents necessary to fix his handwritten or typieam on both copies. After
registration documents are sent on an expeditibarélis verified correctness of
the outgoing documents and sorting of them by spoadents.

Sending outgoing documents occurs on the sameTlti@ysecond copy of
the documents sent by fax or only copy (Telephdite) in the case.

Processing technology of internal documents. lategiocuments are
prepared, executed within the same organizatiostifition). Passage on their
stages preparation and execution are organizededsas/ the preparation and
execution of outgoing documents, and at runtimeoitcides with the route
incoming documents. Feature of the motion of irdelocuments in the fact
that routes them to separate different types ofich@nts.

Means of copying and reproduction of documents

By copying(repro) documents means the function (manufactyi@rgall
(up to 30 copies), the number of copies directyrfithe original.

Reprographics- a set of methods and technical means reproductithe
original image, to obtain copies of the document.

Reproduction (printing) of documentsis getting a lot (over 30) with an
intermediate number of copies printed form, madé wie original document.

To make copies in various types of copiers used:

— paper, darkening under the influence of lighsray
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— photosensitive paper — sensitized paper, whiakeuthe influence of
powerful light rays loses its ability for furtherqeessing to form dyes;

— thermal paper, darkening under the influenceeat Inays;

— plain paper ;

— photographic or film in which electrical dischardischarges perforate
microscopic holes.

Depending on the types of paper used in copyingga®es are divided
into 5 groups:

— Photographic copy (photo).

— Diazografichesk (diazogngft

— Thermographic (thermography).

— electrographic (electrophotography).

— Electric spark (electron diffraction).

A photographic copy

The oldest method of copying, which resulted incaupe of the original
document. Provides high quality and accuracy of topy, but requires
expensive consumables (such as photographic fiknpaper containing silver
salts), and the long process of obtaining a cogpdgsure, expression, binding,
washing, drying). Various devices and photo repotida magnification
devices.

Thus, photocopying economically is not disadvanbageor reproduction
of documents.

The photographic copying (blueprinting)

It is used to copy large-drawings and technical udaentation. The
original must be made on translucent paper. Copianaerformed in daylight.
Raying process is transparent original, superingh@sea photosensitive paper
that bleached bright light in places where theradsmage. Fade in semi-dry
method is carried out in a fume hood to ammonisovapw wet in an alkaline
solution.

Disadvantages: average quality copy, bad workingditmns and time-
consuming process of obtaining copies.

Thermographic copying

The most efficient way to copy (tens of meters pa@mute), allowing to
obtain a copy of the special, quite expensive tlsetting paper or plain paper,
but through the thermo copying paper.

Dignity of thermographic copying: ease of use, $isiak of the device.

Disadvantages: high quality, small storage timge@ or two they fade or
darken), expensive paper, inability to obtain teropy originals with a color
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image. Used vehicles: Lightning, Tak, TR-4 and ghe

Electrophotographic copy (xerography)

The most common way. EGKA — electrographic copi&GKA often
referred to by name photocopiers British firm Rafdrox — ancestors of this
kind of backup.

Electric spark copy

Based on the optical reading of documents andrelgmark registration
information on special media copies.

Nomenclature of files of organization

In any organization (institution) a large numberdotuments is issued, in
which the management decisions are fixed, relatigss with superiors,
subordinates, and other organizations are reflected

After the information contained in the documentsswased in the
administrative activity they may be required agaifiter a certain time. In order
to find a necessary document among many othersklguiit’'s necessary to
organize them properly, i.e. to group them intedilwith different retention
periods. The file can be defined as "a set of desusor document relating to
the same subject or area of activity, placed iepagate cover."

Nomenclature of files is a classification guide.e tiprocedure for
determining distribution of documents in files.

Nomenclature of files —a systematic list of namédiles, opened in the
organization, with a timetable of storage, issuetthé prescribed manner (fig. 4.3).

Nomenclature of files

systematic list of names of files

opened in the organization

with a timetable of storage

issued in the prescribed manner

Fig. 4.3. Nomenclature of files

In a well-composed nomenclature of files documeassand when they
are included only in those cases that are provittedthem in advance.
Consequently, the location of each document isgiezthined and the search for
it will not cause any difficulties. The nomenclaufiles is a pointer to the
indexing of documents for registration as an indethe document includes the
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index of file on nomenclature. The basic requirenwenich is presented to the
nomenclature, — is the coverage of all documerdsived and generated in the
course of activities of the organization (institur).

The main provisions of the compilation of the nowglature of files are
set out in The Instruction on record keeping inestandies and organizations of
the Republic of Belarus.

The nomenclature of files can be of three kindgpical, exemplary and
specific (fig. 4.4).

Nomenclature of files

Typical (is a normative one)

Exemplary (is a recommendation)

Specific (is drawn up for a particular organization)

Fig. 4.4. Types of nomenclature of files

An exemplary nomenclature of filesstablishes the approximate
composition and indexes for organizations homogesem nature of the
activities, but different in structure, and is aommendation.

Typical nomenclature of filas made for the organizations homogeneous
in nature of the activities and structure. It setstandard composition of files
with a single system of indexation in the indusftige system) and it is a
normative document.

Specific (composite) nomenclature of fiblddthe organization is based on
the nomenclature of files of structural divisions.

Typical and exemplary the nomenclatures of files teaching aids, they
allow set a single system of formation of files, uaify titles of files of
homogeneous documents, to set common storage peoididem.

Such nomenclatures of files are developed by dootatien services and
archives of central agencies for their system obosdinate organizations
(institutions). Terms of files envisaged by a tgbior exemplary nomenclature of
files are transferred to a specific (individualymenclature of files without changes.

Requirements for the preparation of nomenclaturiled

Irrespective of presence of the standard nomenelatind exemplary of
files, each organization must have an individupé¢sfic) nomenclature of files.
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| individual (specific) nomenclature of files is deto ensure the order of the
formation and registration of files of the organia@a (institution), is the main
accounting document in proceedings.

One of the first steps in the preparation of themeoclature of files is to
study the structure, content and amount of docusngererated in the course of
activity of the organization (institution). It idsa necessary to examine the
statute or the regulations on the organizationti{uteon), the provisions of its
business units, staffing plans and reports on tloek vof the organization
(institution), typical and exemplary nomenclaturet files, standard and
departmental lists of documents, indicating theatdan of their storage.

Requirements for completing the form of nomenctatiifiles

Nomenclature sis composed in the form prescribedha Instruction on
record keeping in state bodies and organizationshef Republic of Belarus
(fig. 4.5).

HauMeHoBaHHe YTBEPXIAIO
OpraHM3aluu HauMeHnoBaHHe NOJIXKHOCTH
HOMEHKJIATYPA 1EJI PYKOBOIHTEJIsI OpraHu3al iy
Ne [Toanuce PacimmdpoBKa moanucu
. Hara
r. MuHck L
HAa ____ron
Cp pa
3aros10BoOK Kon-Bo nen HEeHUs [esia
NHnekc nena nena (toma, (ToMOB, yac- (ToMma, 4acTH) [Tpumeuyanue
4acTH) TEe) 1 Ne ctareii 1o
Nnepe4yHo
1 2 3 4 5

HaumeHoBaHHe nokHOCTH pyko- Iloamuck PacmmndpoBka noanucH
BoauTesa cayx6sr JJOY Hara

Busa 3aBeayoumero apxuBoMm
(1112, OTBETCTBEHHOTO 32 aPXMUB)

OAJOBPEHO COITTACOBAHO

[Tporoxkon LI2K (2K) [Iporoxon 31K apxuBHOro
YYpexXAeHHs

or___ Ne (o} Ne

Fig. 4.5. Approximate form of nomenclature of files

The nomenclature contains five columns:

1 — index of file;

2 — title of file(volume, part);

3 — number of files (volumes, parts);

4 — term of storage of file (volume, part)and thenber of articles on the list;
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5 — note.

Column One — "Index of file."

Index of each file included in the nomenclaturdilel, which consists of
index of the structural unit and the serial numbgfile is written down. This
procedure of indexing is fixed in the instructiom i@cord keeping. The indices
are indicated in Arabic numerals. Groups of inderbers are separated from
one another by means of a dash. For example: 0&4@2e 06 — Index of the
structural unit; 02 — Index of file with the ordekthe rector of the Academy of
main activities (copies).

In the nomenclature of file sit is recommended ¢efk the same indices
for homogeneous files within different structuraita of the same organization
(institution).

Column Two — "Title of file (volume parts)."

Titles of files (volumes, parts), reflecting thecdanented areas and issues
of the organization (institution) are included lmstcolumn.

The order of the titles of files within nomenclaigections and subsections
is determined by the degree of importance of tleaichents that make up the files.
Titles of files containing organizational and legabanizational and administrative
documentation are placed at the top. Titles ofsfild documents of higher
authorities are placed above titles of files of dinganization. Then titles of files
containing target and reporting documents are glace

Column Three —Number of files (volumes, part5)

This column should be completed at the end of #wer;ythe number of
files (volumes, parts) should be indicated.

Column Four — Term of storage of file (volume, part) and the nembf
articles on the list”.

Terms of storage of files, numbers of articles niafg to the list (typical,
departmental), and in its absence to standardempbary nomenclature of files
are specified. For some documents specific peraddsorage are not set, and
they are stored "to the End of need" (e.g., pavegé@nizations guidance letters
sent by reference) or "to replacement by new offes"example, provisions of
the structural unit, job descriptions).

Column Five — “Note”.

It should be completed during the term of validitghe nomenclature of files.

The service of record keeping in a timely manneush make a mark on
the introduction of new files, on referral of filesthe archive, on the transient
files, on the allocation of files to the destrunti@f the persons responsible for
the formation of files. During the transfer of imfeation from the machine
media, a note indicating additional information tre whereabouts of the
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document on the machine carrier is made in the sahoenn.

At the end of the year, the final record of theegaries and the number of
opened and included in the nomenclature of filellled in the nomenclature.
The number of files of permanent storage periodh \&i shelf life of over 10
years and with a shelf life of up to 10 years isula is required to be indicated.
After the final recording a mark indicating the pios of the person who made
the mark is made, his signature and full name atelgwn.

Section titles of nomenclature of files of orgatiza (institutions) are the
names of organizational units located in accordavitde the approved structure
and staff list of organization (institution). Thast section is required to put
service of document management (General Divisias)prganizational, legal
and administrative documentation, which charactetiize activities of the
organization, is gathering. Public organizations ardicated at the end of
nomenclature of files after the divisions. Locatimf sections in the
nomenclature of files is fixed by index of the stural unit.

In drawing up the nomenclature of files is initcley the head of the
archives of the organization (institution), is fdnby the head of record keeping
service and after the approval of the expert cotamibf organization is guided on
harmonization to the expert and verification consmis of corresponding archival
institutions, and then is approved by the heati@brganization (institution).

The nomenclature of files, approved by archivatitngons at the end of
each year, is specified, reprinted, approved byheéad of the organization
(institution) and entered into force on Januargf fhe following calendar year.

Nomenclature of files is recoordinated with theharal institutions not
less than once every 5 years. In case of the remag@n it should be
recompiled, coordinated and approved, regardlessthaef term of its
harmonization.

Nomenclature of files of the organization (insibuaf is a multi-page
document. Front-page of nomenclature of files isuesl on the general
letterhead of organization of A4. Pages should lrabered in Arabic numerals
in the middle of the top margin of the sheet.

Nomenclature of files of the organization (insiibai is printed, and then
replicated in the desired number of copies. Thst Giopy is stored in the service
of document management, the second — is used Isethiee of record keeping
as a working copy, the third — is stored in thehases as the accounting
document, fourth — is in the State Archives.

After the approval of nomenclature of files by tead of the organization
(institution), for departments and non-governmeatghnizations, statements of
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corresponding sections for using in the work arelena

Nomenclature of files of the organization (insiba) is a document of
permanent storage and as a separate file showddmeinted for nomenclature
of files of service of record keeping.

In organizations that do not transmit the documéntthe state storage,
develop nomenclatures of files are considered ahesting of the expert
committee of the organization each year. After apar of the expert
commission nomenclatures of files are approvedbyhiead of the organization.
Shelf life of nomenclatures — is at least 10 years.

Titles and their compilation in the nomenclature offiles

Title of file — brief notation of information on éhcomposition and content
of the documents in the file.

The nomenclature of files includes:

— headers of files of documents drawn up in theiation (institution);

— headers of files of documents received by thamegtion (institution)
from other organizations;

— headers of files of documents of public orgamirest, units operating on
a voluntary basis;

— headers of files for grouping the documents nehtker Official Use Only"
and the reference files, registers of documentgahbications with the stamp;

— files of temporarily operating bodies, documenftsvhich serve as the
legal basis for the confirmation of authority ofjanizations (institutions) or the
termination of its activities;

— titles of files that are not completed by rec@&mkping of liquidated
organization, the legal successor of which is éinganization (institution).

Titles of publications are not included in the nowwlature of files.

Basic requirements for the content of the header:

— the headline should reflect clearly and in a gaieed form the core
content and structure of documents of file the écemple, "Order of the Rector
of the University of the main activity");

— the headline should be specific and exclude rdiffeinterpretations;

— the headline should avoid non-specific formuladio(for example,
"various documents"”, "general correspondence").

Title of file is composed of elements arrangechia following sequence:

— the name of type of file (correspondence, joyratd.) or a variety of
documents (reports, orders, etc.);

— the name of the organization or structural donsi(author of the
document);

— the name of the organization, which will be addesl to or by which the
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documents will be received (addressee or the quurekent of the document);

— the summary of the of documents of the file;

— the name of the place (site), which is associat#d the content of
documents of the file;

— dates (period), which documents of the file réder

— the indication of the copy number of documenttheffile.

The composition of the elements of title of filedistermined by the nature
of file documents.

The formation of files — a grouping of executed documents in files in
accordance with the nomenclature of files.

The employees responsible for the record keepingubdivisions group
the documents in files.

Documents are grouped in files according to thelisgig "Mark on the
execution of the document and sending it to the»filAt the same time the
validity of processing of documents, the signatuckstes, the marks of the
performance and other necessary requisites of dexxtsnare checked.

Documents of one clerical year, except passingsgnail and court cases
are grouped into files.

The documents of permanent, temporary (over 10syeard time (up to
10 years inclusive) storage are grouped in ind&ddiles. Temporary grouping
of documents with different periods of storage ineofile is allowed for
documents associated with solution of one issughétend of the clerical year,
such cases are disbanded, and documents are groofgedeparate files
depending on the timing of their storage.

The file includes only one copy of each documents Inot allowed to
include in files the returnable documents, drafig eopies.

Applications are formed in files together with tdecuments to which
they refer. With a significant amount of applicaso they are grouped in
individual files.

The volume of file must not exceed 250 sheets withickness of 40 mm.
When large, file should be divided into separattimes; documents of each
volume are a continuation of the previous one.

Documents in file are systematized on the followprciples, or their
combination: question-logical, chronological, alpbfacal, numerical and
others.

Regulatory documents are grouped in files by tygoes are systematized
in numerical order.

Commands and orders on staff in primary activigy grouped in separate
files. Commands and orders are grouped in stadkeparate files depending on
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terms of their storage:

— about reception, transfer, dismissal, encouraggmewarding,
establishment of extra charges, assignment of fipslon categories,
categories, classes, the long-lividly (more thama@nth) and foreign business
trips, conclusion and extension of employment @mtfr (contracts);

— about providing annealing, imposing of collectirappointment of
persons on duty, business trips.

The administrative documents of a particular versiecorded separately
are grouped also in separate files.

Protocols in files are systematized on chronolagyscending order of
numbers.

Plans, reports, estimates, title lists are groupsparately from
calculations to them.

Plans and reports are grouped in files of that yeawhich they belong
according to the contents, irrespective of timé¢hefr drawing up. For example,
the plan for 2010 made in 2009, or the report fat®made in 2011 have to be
carried to 2010. The plans calculated on some yaarformed in files by initial
year of their action; reports on implementatiorsoth plans are formed in files
by the last year of action of the plan.

Files with correspondence, instructions and doctem@mtheir realization are
formed on question — to the logical principle pdivg an arrangement of documents
in logical sequence of the solution of a questiba:initiative document (inquiry or
an assignment), behind it — the document ansvi@cased with the first.

Documents of a personal record are systematizéteimrder established
by acts of the legislation of Republic of Belarus.

Addresses of citizens and documents are groupttkinconsideration in
self-contained files and systematized in a chrogiold or alphabetic order. The
addresses of citizens containing suggestions f@raorement of activity of
government bodies, other organizations (officialg), perfecting of legal
regulation of the relations in the state and pulifigs to the solution of questions
economic, political social and other fields of aityi of the state and society, are
grouped separately from addresses of citizensivuater matters. Each address
and documents on its consideration make self-coedligroup in business.
Repeated addresses and documents on their consideage systematized in
business together with the previous.

Personal accounts are grouped in self-contained il limits of year and
systematized alphabetically surnames.

Expeditious storage of documents

From the moment of an institution and before transd archive of the
organization or destruction after the expiratiortesms of temporary storage of
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business are stored in structural divisions (atiats) in a formation place.

Files are stored in working rooms and (or) roomsciviare expressly
taken away for this purpose in the locked casesargmgstheir complete safety
protecting documents from dust and influence afrdight.

For increase of efficiency of searching of docuraenit business settle
down in cases in vertical situation by backs owtsidccording to the
nomenclature of files. On backs of covers of filedexes according to the
nomenclature are specified.

Magnetic tapes with soundtracks of meetings ofegudl bodies are
stored in boxes at the secretary of collegial bddy.a tape and a box marks
about date of a meeting and time of record become.

The documents and files which are on expediticusge can be issued in use
within the organization to other structural divissoof the organization, the third-
party organizations and in the cases determindldogurrent legislation, to citizens.

Issue of documents and files in use to other sirattdivision of the
organization is made with the permission of thedh&fathe structural unit.

Issue of documents and files of the third-partyaoigation is made on the
basis of the letter of inquiry of this organizatiamd the resolution of the head of
the organization.

Issue of documents and files to citizens is carpad according to the
legislation of Republic of Belarus.

The documents which are on (Expeditious storadkdrorganization, can
be withdrawn during preliminary investigation, jadl proceedings, execution
of decisions of body of criminal prosecution anditamn criminal cases in the
order established by the legislation of RepubliBelarus.

Withdrawal of documents from files of continuousragge is made with
obligatory inclusion in business of the certifiedpg of the withdrawn
document.

For control of return to the place of the given-quithdrawn) from
business document the leaf deputy which is madeirotihe unified form is
located. For control of return of files the casaformed — that is the deputy put,
issued in a form according to the Instruction dircefwork.

Transfer of files to archive of the organization

Files constant, temporary (over 10 years) storageson staff are subject
to transfer to archive of the organization.

The cases have to be submitted to archive of tf@naation and are included
in the summary inventory of files (the annual secbf the summary inventory put)
after a year, but no later than two years after doenpletion by office-work.

Transfer of files to archive of the organizatiorcesried out according to
the inventories of files of structural divisions aéesaccording to requirements of
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chapter 14 of the present Instruction.

The cases temporary (till 10 years) storages atresutamitted to archive
of the organization and after terms of temporaoyagje are liable to destruction.
Transfer of files temporary (till 10 years) storage archive of the organization
is allowed in exceptional cases according to theisten of the head of the
organization. Transfer of such files to archive bancarried out in coordination
with archive of the organization for the nomendlataf files.

The cases are submitted to archive of the orgaoredbr the schedule.
The schedule is formed the manager of archive (weson responsible for
archive), is agreed with heads of structural donisiand approved as the head of
the organization.

At a reception-transmission of files in archiveegularity of formation
and registration of files, compliance of numberté files included in the
schedule of files of structural division, to numlaérthe files opened according
to the nomenclature of cases of the organizatiorthecked. The defects
revealed when checking are eliminated by emplogéstuctural divisions.

The cases are submitted to archive of the orgaorzat the presence of
the employee of structural division. In both copmsthe inventory in the
column the note of each heading of business mdr&ataxistence of files are
put down. At the end of each copy of the inventbgures and the recipe
specify number of the files which are actually aitiedi to archive, date of a
reception-transmission of files, names of positi@ignatures, interpretations of
signatures of the person, the submitted case, lme@mployee of the archive
(the person responsible for archive) which acceplesl

The files verified with the inventory are selectadd coordinate in
archival sheaves up to 20 cm thick. Files keepiwitn increase of numbers
inventories on both parties. Files are brought tohime by employees of
structural divisions.

Means of storage of documents

Classification of means of storage of documensesented in figure 4.6.
In the presence of large volumes of documents tiestepn of a rational way of
their storage becomes very actual. The main reopeinés to system of storage
of documents are:

— convenience and simplicity of the organizatioaplenishment and
replacement of documents;

— convenience and simplicity of searching of docotsie

— the minimum size of the occupied space;

60



— low cost.

[ Card files |
|

with
The fl The vertical| [The rotating [The elevator punched Microfilms
6 flat ! cards

Fig. 4.6. Classification of means of storage ofudnents

Means of storage of documents is first of all fosdealbums, envelopes,
cases which are placed in card files, on shelaeksy in cases, safes.

The greatest interest is represented by card files.

The card file is the device containing a large neambf cards (the
documents of a reference form, folders, etc.) dnity a community of the
contents and located in the systematized order.

The large number of designs of various card fiegleveloped and is
applied: flat, vertical, rotating, etc. Cards inrctdiles settle down on ordinal
values, the alphabet, on subjects, and sometimes randomly. Dividers
(indicators) with accurately visible classificatisigns of subarray are applied to
facilitation of searching of cards in the massif.

Flat card files — cards settle down so that onedgfes of the subsequent
card acted from under all previous and it wouldpbssible to see the identifier
of each card. Flat card files often call also geddd, foreseeable.

Vertical card files — represent boxes (trays) wiaginight the cards located
in them. Cards can freely take place or be fixeal ltlorizontal core passing
through the openings punched in cards. Verticall ddes gained extremely
wide spread occurance. They are used for work gatiks of the accounting of
documents in accounts departments, human resodeggstments and other
departments of the enterprises, in archives, ligsaetc. Advantage of vertical
card files: simplicity, low cost, larger containnteshortcoming the relative
difficulty of searching of cards.

For storage of documents on workplaces in boxedesktops suspended
vertical card files were widely used. For thesedddes use express folders of
suspended storage in which the maps or documenitiomg necessary
information are put.

The rotating card files are the drums rotating tbwertical (is rarer
horizontal) axes in which sections cards or foldeith the documents placed in
them are located. Other kind of the rotating calekfis the device on which
core informational cards are rigidly fixed. Car@$i of this kind are usually used
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for the organization of help installations of masg, for example, in catalogs of
libraries. The rotating card files of both typesteof are equipped with
mechanisms of the automated searching.

Elevator card files represent the device in whighdutomated giving of the
trays (boxes) suspended to a roller chain by mapstleer documents on a
workplace of the operator is organized. Givingra¥$ is carried out according to
the address (a code, the identifier) a workplatiesgad on the operating console.

Card files with punched cards on maps with regiqeaforation allow to
carry out the mild mechanized searching. The map wagional perforation
represents a rectangle from the dense paper, albedges which are put ranks
of the calibrated openings: with one or severah{@e often two) openings in
each position. When entering a search code ondtt autting of the crossing
point separating the corresponding opening froneexfca punched card, so that
the open crack is formed is made. On the centfainmation field of a punched
card, the free from openings, is brought all neamgsmformation in the printing
way, copying of the document or manually. Searchaigcards with the
necessary information is carried out by piercingabgore through the opening
corresponding to a search code, the leveled patlstaming of this pack. When
stirring the necessary punched cards drop out phck. By means of similar
procedure it is possible from the massif contairi@ghousand cards; it is easy
to select all interesting maps on 5-6 signs.

The card files of microfilms containing the puncleds of micro photo
copies of documents brought in an information fialtbw to create easily
convenient information retrieval systems in verydespread and efficient
systems of storage of the microfilmed documentafidre micro photo copy of
the document represents the copy of the documdnteel many times over on
rolled (microfilm) or a flat (microcard) film. Basipurpose of microfilming: to
create capacious storages of documents with redtucfithe area, necessary for
storage, of tens times; to facilitate proceduresedrching of documents; to
provide idle time and expeditious process of cogyend manifolding of
documents. From all the systems used in practioeage of documents of
system of storing of information on microfilms hhg greatest capacity and the
least cost of storage of unit of information. Imf@tion retrieval systems on
microfilms with a capacity of a little tens millisrdocuments with mean time of
searching of the necessary document and receivipgotocopy from it are
known 10-20 min. The larger scale of various de/igemicro photo copying,
reproduction, copying, and visual viewing, the awéted searching and storage
of micro photo copies is issued.
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5. THE STRUCTURE OF BUSINESS LETTERS

Any business letter should be clearly structurel@atCstructure has the
following advantages:

— save your time and time of the recipient;

— it is a guarantee that the letter will be delecerto the recipient and
correct understanding of its essence;

— obtaining intelligible, clear answer.

So, standard business letter has the followinggtra:

— treatment;

— preamble;

— the main text;

— conclusion;

— signature;

— PostScript;

— application.

Treatment

It is in the "cap" of the letter and contains theme and title of the
addressee. For a formal de-classified correspomdenconsidered a standard
treatment “Dear”, which is written with a capitaltter and in the center of the
sheet. And then lots of options depending on winey aire writing and to whom.
So, in our country it is customary to refer to  bame and patronymic, in
companies with Western corporate culture — jusinagne. If you know your
partner in person, you can do so: “Dear Andreyd®ath”, you don't know —
“Dear Mr. Smirnov”. By the way, you can not use therd “Lord” is shortened
to “Mr.”. And in any case it is impossible to writBear Mr. A. P. Smirnov”. Or
“Andrew p.”, or “Mr. Smirnov”. But the references eve “Ladies and
gentlemen” is secular, and it is better to usetiierinvitation to the opening of
the salon of fashion. If you are invited to a besms presentation — for example,
new rigs, according to the established practiceh&red for common phrases
were “Dear Sirs”. In this case, no matter that wonae working in an
organization.

To the General Directo
LLC "Concord"
Dobrovolsky P. I.

Dear Mr. Dobrovolsky!
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Preamble

It is the first paragraph of the letter, which seds its purpose, the reason
which has induced you to write. After reading tliegmble, the recipient must
understand the message.

Example: | am writing to you to express my displeaswith the quality
of raw materials for furniture production, whichuocompany delivers to us,
and expect your actions to expedite a change &bdtter and reimbursement of
losses caused to us.

The main text

Later in 2—4 paragraphs should set out the sitmatexpressed your
personal thoughts and feelings on this matter agdested to concrete actions
or your proposed variant resolve the issue.

Example: For the past month, starting with the sdoday of June of the
current year, 10-15 % of each steam-TIl your ravtenm is marriage. These
facts were duly executed by the specialists of oampany. Copies of
documents are attached to this letter. The losEesirocompany in connection
with obtaining rejection of raw materials is estteghat 1 million. We cooperate
with the company "Concord" for the past five yeansq still we have no reason
for complaints. In this situation, we insist on @l frefund of our loss. If
necessary, we conduct a joint examination of regecaw materials.

Conclusion

It is necessary for a brief summing up of all verttand a logical
conclusion of the letter.

Example:l am Sure that you will understand in this situati@and in the
near future our cooperation will go down to normal.

A signature

The letter concludes with the signature (positioname) of the sender,
which precedes the standard polite form "With respeOptions: "Sincerely
Yours", "With a reliable water for productive cdilaration”, "thanks for your
cooperation," etc.

Upon signing of the letter is important to consithex rank of the recipient
addressee. A letter addressed to General Direbtmrlé be signed by General
Director or, at least, his Deputy. In this case, $ignature must correspond to
the transcript: Deputy Director puts a slash nexhe name of the Director and
shall be signed by its name, is invalid.

Example:

sincerely, General Director of the furniture facgdidawn" A. D. Kiselev
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PostScript

PostScript (PS) — a PostScript at the end of arletfiter the signature is
rarely used is in business correspondence. It seovmform the recipient about
important events, which occurred after the writofgthe letter, or to send him
information that has indirect related to the therhthe letter.

Example 1:PS I inform you that the percentage of defects ba&h of
raw materials received 3 hours ago, increased t@ad7

Example 2PS the Head of our division for the reception off raaterials
will meet Your experts in your company tomorrovi400.

Application (App.)

Apps are an optional addition to the main texthef fetter and therefore are
drawn on separate sheets — each app on your 8hgetles of writing are absent.

In official correspondence is used for formal besmstyle.

Business style is a combination of speech meaadutiction of which is
the maintenance of a sphere of official relations.

Features of the style business, specific featundgrent, stylistic norms
of the literary language took shape under the amfae of the environment in
which business communication flows. These condstiare as follows:

1. The participants of business communication —nhipdegal entities —
organizations, institutions, enterprises, in thespe acting on behalf of
managers and other officers;

2. The nature and content of the information imiations organizations
quite strictly regulated;

3. The subject of business communication is thavigctof the
organization: management, production, economiensific, technical, etc.;

4. Management documents in the vast majority fotuse the specific
recipient;

5. Most situations that arise in the activitiesoajanizations and needy in
written form, are repeated, the same type of sdnat

The conditions of business communication form dpecequirements to
management information. To ensure effective infaiomaexchange in the field
of management information must have certain progeerit should be:

1. Official in nature, which emphasizes businessatians, their
impersonal nature, and demonstrates a certainndestthat exists between the
participants of communication;

2. Address because the management document is salwpgcific
recipient, official, organization, group of orgaaions;

3. Relevant, because the document must contairtlgxhe information
that you need in a given time for making effectmanagement decisions or
other use in management activities;
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4. Objective and reliable, so as to effectively agagment activities
necessary unbiased, impartial evaluation of evéatss, phenomena;

5. Compelling, well-reasoned, since the goal ofifess communication
Is to induce hell-Resaca to perform (or not perfocertain actions;

6. Full and sufficient for acceptance of administ& decisions.
Insufficient information may cause the need to sdekher information,
generate correspondence, lead to undue loss ofinth@noney.

Business style has a combination of specific charestics that
distinguish it from other styles of language — stifec, publicistic, spoken,
language of fiction.

The main requirements of the business style are:

— standardization of presentation;

— neutral tone of presentation;

— the accuracy and certainty of language, certaamgt uniformity the
wording of rook;

— conciseness, brevity of presentation of the text;

— the use of language formulas;

— use of terms;

— the use of lexical and graphical abbreviations;

— the predominance of passive constructions abm@/eadid;

— the use of phrases with verbal noun;

— the use of structures consistent with the subataiin of words in the
genitive and ablative case;

— the predominance of simple common suggestions.

Standardization of business language covers adlldesf language and
vocabulary, and morphology, and syntax. To datsin@ss it has accumulated a
huge number of terms of the momentum equations. Udee of ready-made
designs lets not waste time searching for defingioharacterizing the standard
situation. Standardization of business languageifgigntly increases the
information content of documents is considerablgilitates their perception,
which helps improve the circulation in General.

Neutral tone of presentation is the norm formaliress communication,
which is expressed is in the most strict and restdamanner of presentation. The
neutral tone of presentation excludes the podgibdi the use in the texts
expressive and emotive language (spoken vocabalady interjections shaped
means and the words that are used in a figuradees The information contained
in the text of the letter, an official in natur@rfhat reason personal, the subjective
moment in the documents should be kept to a mininktrom the language of the
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documents are excluded words with a strong emdtito@e (words with
diminutive suffixes, suffixes exaggeration or retug, interjections).

However, it cannot be assumed that official docungemerally devoid of
emotion.

The goal of most documents to interest the reciptenconvince him to
induce action-VAT in the right direction of the hat.

Management document will not achieve its goalbefré will be deprived
of the emotional subtext; however, the emotion &hde hidden and not be
achieved by the language and content-eating. Itt roashidden behind the
external calm, neutral tone of the presentatiore @bcuracy of presentation
involves a clear understanding of the content efdbcument.

The clarity and accuracy of the text is determimdnarily by the
accuracy of the compositional structure of the,téx¢ lack of logical errors,
reasonableness and clarity of wording — resistaomemntum, the lack of a
figurative expression.

The brevity of the text is achieved economical abdanguage, with the
exception of verbal redundancy — words and exmessthat carry additional
meaning.

The requirement of conciseness or brevity, the i®xirectly related to
the decrease in the volume of text. The need fevity makes greater clarity in
the document subject, to use language frugallglitbinate unnecessary words
that do not yield the necessary information, unsgas/ repetitions and
unnecessary details.

The letter must be convincing no matter whom directed, to contain
the exact dates, the undisputed facts and conalisio

One of the features of business language — extnse of linguistic
formulas — sustainable (template) turns of speedd un unchanged form. For
the motivation of an action, apply the followingpegssion:

— Please be advised that in the period from...;to..

— Announce that as of...;

— Send You agreed...;

— We ask You to consider...,

— The audit found that....;

— Due to the lack of financial assistance...;

— Due to the difficult economic situation...;

— In accordance with Your letter...;

— In order to work together...;
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In accordance with the Protocol;

In confirmation of our agreement...;

— In order to strengthen responsibility... etc.

Language formula is the result of the unificatidntlee language means
used in repetitive situations. Besides expressiomaxel content, language of
the formula often you tread as important componefita legal text, without
which the document does not have sufficient legalqr:

— Guarantee the repayment of the loan in the amotung

— Payment guarantee. Our Bank details...,

— Monitoring the implementation of assigned...

Another feature of the business language — thetistuctures consistent
with the subordination of words in the genitiveatiative case:

— Offer solutions (what?) reconstruction of heatisygstems, ventilation
and sanitary installations of residential buildingad office buildings.

— Fully agree with the need (what?) further diseoisf specific matters
of possible cooperation.

— Approved by the President of the Republic of iBslévhat?) The list of
main events on preparation and celebration of t#h@&nniversary of Victory in
the great Patriotic war...

— According to staffing...

For business speech is characterized by the ugdrakes with verbal
nouns. Extremely active in business language idst#averbs used by the
construction of verbal nouns with the meaning aicac

The simplicity of presentation, the predominancesofiple common
suggestions are important for writing. Feature mess style — priority use
simple circulated proposals, and one-piece (wite orain member subject or
predicate) or two-part (with the two main membemauibject and predicate) with
separate constructions (participial constructiorespal participle phrases, and
distinct definitions), introductory words and sertdes, for example:

Due to the extremely low efficiency of use of cgyoperty, outside-the
hay in the authorized capital of the JV "m & e"datfe lack of congestion
vehicle fleet and its unprofitability ask You tolw® the issue of transfer of a
share of the city's financial and business manageaoféhe Municipality.

The letter, it is advisable to cook on a questlbgou need to contact the
organization in several diverse issues, it is revemded to make a separate
letter for each of them.

In the text of a letter you can express requestsimer questions, if they
are in compliance will be transferred to a singdespn.

In addition to traditional language of formulas itusiness
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correspondence, meet foreign words and phrasestidaty, they play the role
of linguistic formulas.

Some of them familiar, some of it is distributed dolesser extent. It
should be borne in mind that the use of foreigndsagive little old-fashioned,
but nevertheless leaves a good impression fromoavlkalgeable these words
partner and allows you to confound an outside oleser

Making a business letter

Besides the structure, another important compordnt competent
business letter is its neat design.

Form. A business letter should be submitted onoffieial letterhead of
the organization. In the footer form must conti@ following information:

— the name of the organization;

— the physical address of the organization;

— phone and Fax;

— web-site and e-mail.

Also on the form can be reflected in the detailheforganization and its logo.

The availability of all this information allows threcipient to quickly find
out the sender and to send a response letter tthect address.

Margins. A business letter must have margins: leftabout three
centimeters to the right — about one and a half.ad@se you to use standard
Microsoft Word forms. Margins are necessary forgiae notes, that are by the
recipient, as well as for filing letters in an axehfolder.

Registration number of the letter, including theéedaf signing the letter
by the head is necessary for your convenience.eikample, you decided to
send a letter to another the organization and et lym the date and number.
But if this company receives several thousand rketee day, how will you
monitor the fate of his message? Usually searchipgdate and number.
Especially this is true for public institutions. |&tter of response in addition to
its own outgoing number should also contain infdraraabout the number of
incoming letters, the answer is it is. The regtgiranumber is placed in the
upper left corner of the letter. Naturally, in anyganization, incoming and
outgoing emails should be carefully recorded.

Example:Ex. No. 546 of 28.07.2008 s. No. 321 dated 25.08.20

Cap letters, containing an appeal to the addresspigced just below the
registration number and is usually made as follopasition and name of the
recipient written in the upper right corner of teéer. Directly appeal is issued
at the writing center and ends with an exclamatnank. The cap can be bold.
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Example:

The Director-General
LLC "Concord"
Dobrovolsky P. I.
Dear Mr. Dobrovolsky!

The font letters fundamentally affects its percaptby the recipient. The
font should not be too small or too large. Thushibuld be the same throughout
the letter. Standard practice is to use font Tilde Roman with 12 point size
and single line spacing. But if you know that tkeipient has poor eyesight, be
care — increase the font of the letter. By choosinignt of letters of personal
business correspondence (invitations, congratusti@ondolences, etc.) you
can be more creative.

The numbering of the sheets is particularly impdrfar letters that are
larger than 2 pages, particularly those that canggplication. When affixing
the numbering of the sheets in Microsoft Word &kitor we suggest you to use
"header and Footer" — "Insert AutoText" — "Page. bioeverything." This will
allow the recipient to properly assess the totabuwamh of the letter and not to
confuse the sequence of the pages. The numberaiffjxed in the lower right
corner of the sheet.

Information about the executor must necessarilycbatained in all
business letters, signed by top managers and readispartments. This will
allow the recipient to find a particular specialigsponsible for addressing the
issue in the company of the sender quickly. Infaromaabout the executor must
contain his name (preferably full name, otherwiseyour counterparty it will
be difficult to start a phone conversation whichynitee needed to find out
additional information) and contact telephone numbdesktop or mobile.

It is also desirable to specify the e-mail addré&s®cutor’s info is written
at the end of the letter after the signature. fzent should be one or two less
than the font of the text of the letter.

Applications. If the letter contains the applications, they executed on
separate sheets of paper. The numbering of théssineg be common to the whole
document or individual for basic letter and eacpliagtion. Information about the
applications must be contained in the main bodhefetter before signing.

Example:attached to this letter document 2 on 3 sheets:

1) the act of acceptance of work performed in chabé;

2) the invoices.

Sincerely, Chief accountant of the furniture fagtatawn" Nikitina N. To.
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6. BUSINESS CORRESPONDENCE

Business (official) letters represent official @spondence and are used for
solving numerous operational questions that ogtunanagerial and commercial
activity. A business letter is always an officialassage. Information that is
contained in the business letter carries protoewlre. That's why letters are
registered and the fact of oral message doesrépétice necessity for mailing.

Classification of business letters

There are several kinds of classification of bussnietters which depend
on different classification signs.

According to functional sign all the letters can besided into two
groups:

— letters that require a letter of response (&deaif question; a letter of
request, a letter of appeal, a letter of offer,)efthe letters of response always
must contain the index of the letter which becante treason for
correspondence;

— letters that do not require a response (a wartettgr, a reminding
letter, an invitation letter, etc.)

Letters can be classifietcording to aspects

— a reminding letter as the fact of reminder,

— a guarantee letter — the expression of guarardgcument that provides
implementation of obligations which were stateditinHere the payment is
guaranteed to the addressee or the representdteomething (place of work,
research, and so on). These letters have an iectdagal function, so the
presentation of the text should be clear and peecis

— a confirmation letter — an indication of the tead agreement, a fait
accompli;

— a letter of response — in its content it has ddeet nature from
initiative letters as the subject of the text iealtly defined and there is just a
need to set forth the nature of the solution thatalivered in an initiative letter
of issue: acceptance or rejection of the prop@salcution of the request;

— a newsletter — informing on planned or alreadyied out activities;

— an invitation letter — a letter of invitation tloe addressee to participate
in any of the activities. They can be addressedpecific individuals and
institutions. They disclose the nature of the eyvepecify dates and conditions
for participation in it.

— an initiative letter — a letter that requireseaponse. Many categories of
such letters express the request (bid, requeshet@ddressee in resolving any
ISsues;

71



— a cover letter — written text which informs théddeessee about the
direction of the documents attached to the letter;

— a letter of warning — a warning about possitialisgory steps, and so on.

The same letter may contain a guarantee, requdst agminder, it means
to be multidimensional.

Thematically there is a conditional difference bedw business and
commercial correspondence. It is believed thattreespondence, which draws
up the economic, legal, financial and all othernfsrof business, is called
business correspondence and correspondence otide@ad marketing refers
to commercial correspondence. In the area of trald¢ions were formed certain
types of commercial letters

— a letter of inquiry;

— response to a request;

— a letter of a notice;

— a letter of offer (offer);

— a letter of response to the proposal;

— a letter of confirmation of the order;

— a letter of rejection of the delivery of goodayment, and so on;

— a letter of a claim;

— a letter of response to the claim, and others.

According to the sign of addressee business laterslivided into regular
and circular. A circular letter is sent from oneise to several addresses.

According to the structural signs business lettars divided into
regimented (standard) and non-regimented. A rediedkeletter solves common
issues of regular economic and legal situationsiamehplemented as standard
syntactic constructions. Non-regimented businesterlas the author's text,
which is realized in the form of formal-logical native or text of etiquette.

The number of types of letters corresponds to thetjgal situations that
cause the need for written communication partners.

Drawing up a business letter

Before you write a business letter, think about el result you want
to achieve: to increase sales, speed up the paynecgss, suggest partnership,
to claim, to congratulate, to invite and so on. éwing to this make a business
letter, trying to maximize emphasize their goal.

Making a business letter

Making a business letter is carried out on a corypgdetterhead, which
shall include the name of a company, an addres$scafion, contact numbers,
an e-mail, a website, a logo.
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The business letter must be printed using thedidlte left margin should
be at least 3 cm (for filing of documents), on tight — at least 1.5 cm.

The cap of business letter must contain the namehefcompany-
recipient, indicating the name and position of pleeson of the recipient (in the
upper right corner).

In the upper left corner under the cap of busifeser the date and
registration number (outgoing) is indicated. Ifusimess letter is the letter of the
answer, it is necessary to specify which documesdgtmthis letter.

After the date and the document number its titiedscated. The business
letter must contain a reference to the messagg{sant.

At the end of a business letter there should bgrsasire of the sender
(name, position, and signature).

For official business correspondence it is usuadlgd Times New Roman
font with a 12th the size of the font and singlemal.

Samples of business letters

There are many business letters. Examine somesof.th

Letters of inquiry — is a commercial business letter, which is made i
order to obtain the necessary information from HuElressee about some
questions: find out in details the characterisb€she goods, delivery terms,
clarify its availability, delivery time, delivery ethod, get a price list, catalogs
and product samples, etc.

In drawing up this type of business letters, idesirable to set out in
details the essence of the issue in order to daweekcipient's time to write a
letter of response and acceleration of its receipt.

A letter of request has the followingfructure similar to the general
structure of a business letter:

— requisites of the sender and the receiver;

— the date of the document and a reference numblettér of inquiry can
be a letter of response, in that case you mustsglscify the number and date of
the document, which are responsible);

— title (should reflect the essence of the issue);

— treatment;

— purpose of the letter;

— essence of the issue (the request of sendinglgagenforming, etc.);

— expression of hope for cooperation;

— gratitude;

— the signature of the sender (position, name asiga).

A letter of inquiry is usually signed by the heddlee organization or an
authorized person. Making the letter is carried the letterhead of the
organization.
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As a letter of request, a letter of inquiry reqaieeresponse too.

Reminder letters — it urges the recipient to some still compulsory
unexecuted actions and measures that will be takdahe case of failure to
fulfill obligations. This letter may contain a ramdier of payment of duty, may
be sent in the case of absence of a responsestteadent earlier, etc. Constitute
a reminder letter in case you can't achieve th@el@sesult through negotiation.
Often a reminder is a request too.

A reminder letter has the following structure:

— references to paragraphs of the contract or ofloeeument, which
defines the basic obligations of transacting psytie

— request to fulfill the conditions of the contract

— the basic steps that will be taken to the tramsagart in the case of
failure to fulfill obligations (specified as necasg).

The main purpose of writing this type of a businkdter — to remind
about the implementation of commitments that wexdeet by a part of the
transaction or to inform the recipient again, itiydo not get the answer.

Examples of phrases of reminder letters:

We remind you...

We put you to know...

We draw your attention to...

We consider it necessary to inform you...

Convincingly / strongly urge...

Require you to...

We insist on...

A reminder letter is desirable to write on the aigation's letterhead.

If a part of a deal does not respond on a remileder, a letter of warning
Is sent to it, where sanctions in harsher manreespecified in case of failure to
fulfill obligations.

Letters of guarantee— a document, the kind of non-commercial business
letters, which contains a confirmation (guaranteke)mplementation of some
action or observance of certain conditions: thanigrand the fact of payment
for received goods, works or services providedJiguassurance, and so on. In
other words, the letter of guarantee is a way teuen the fulfilment of
obligations of the parties of the transaction.

To write a letter of guarantee is desirable on kbigerhead of the
organization with the seal and signature of thedhesametimes including the
seal and the signature of accountants.

In making a letter you should consider the follogwietails
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In writing a letter you should consider the follogidetails

— number and date of the outbound document;

— the name of an organization and a person wiscaitldressed to;

— the name of the document;

— text of the letter;

— bank details and the amount of fine in case dfurla to fulfill
obligations (in the case of a letter of guarantegohlyment).

A letter of guarantee may contain the followiiogmulation:

We guarantee...

Present letter guarantees...

Company "X" guarantees...

Timely and full payment is guaranteed...

We presently guarantee...

The sample of a guarantee letter:

OutgoingMe 112012-1

“19” of November 2012 To the diter of LLC "Transstroi"

A.V. Kubyshevu

The guarantee letter

000 "Oxcneouyus”, OI'PH 1116511111121, as the executor of work
on the facility, which is located at Moscow, Petrazdskaya street 25,
according to the contract of execution of watk35/2012 22 of October 201P
(the sense of the contract) that was concluded WO «Tpancmpori»
present letter guarantees the completion of coesitn works according ta
the specification to the contract at term beforeo8@ecember 2012.

Director LLC "Expedition"  O.l. Ermakov.

Compilation of telegrams and telexes

Telegram (Teletype)— a generic name for a variety of content of the
documents made available in connection with thestrassion of the text in a
special way — by telegraph network.

Telegrams are made when sending documents by med dot provide
timely resolution of issues.

Telegram must be printed clearly and without cdroes, on one side of
the telegraph form prescribed form (or bright paper

The telegram contains the following informationfi@él title, indication
of categories of telegrams, mark of a telegramegt@phic address of the
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recipient, conditional or full text (content of @égram), signature, registration
clerical number, date of registration, name andresid of the sender (placed
below the line).

Words in a telegram which are needed to be coutiteded into actual
and tariff. Actual words are necessary to contio¢ tcorrectness of the
transmission and reception of telegrams on thegtaph. According to the
number of tariff words the payment for telegranes made.

In response telegrams before the text there mustdseated number and
date of the document to which the answer is given.

When addressing a telegram to four addresses amd wou should
include a mailing list, compiled and signed by du¢hor.

The text of the telegram is presented briefly, withconjunctions and
prepositions (if it does not distort the contentparticular, the negative particle
"not" can not be omitted), with shorthand puncuati

All figures in the text are written in words. Thengbination of numbers
and letters shall be permitted only in the factand trade marks and names,
house numbers, document indexes.

Signs Ne", "-", "+" et al. Necessary to write in words —spectively
"minus", "plus" and others.

The text of the telegram ends with a point ("ptiflanust not end with a
digit. After the text before the signature pose tbgistration number of the
telegram.

Complex sentences and sentences with many wordshabke typical for
business letters, are not used in telegrams, raferis given to shorter words,
neutral business vocabulary that does not causeliices in interpretation; not
recommended to use excessive language that doastytnew information, but
merely repeating what has been said.

The text of telegrams should contain only specifitormation that
reflects the essence of the situation.

Signature in the telegram is issued as a separseahd begins with a
paragraph. The surname of an author must be speaifi the signature in a
telegram.

At the bottom of the telegram below the line intgécthe sender's address
and the name of the structural unit (with no reaumi the title, an author's
name, and date of dispatch. The return addressittenvwithout abbreviations,
with punctuation marks.

Telex — a generic name for a variety of content of tbeuwinents made
available in connection with a particular mode odnsmission — by telex
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subscriber network. In other words, telex — a taleg sent by teletype
(teleprinter) — telegraph apparatus that is colamolby organization. Telex
connection is a subscriber's connection, so therena categories and types of
telexes as in telegrams.

Telexes differ from telegrams using punctuatioromts (.), and commas (,) —
and different fonts.

Obligatory requisites in telexes are an addressiae, signature, the
number, the name and the address of the sendeuirB®gnts for compilation
of telexes are similar to the requirements for ciemtipn and writing telegrams.
Telex is different from the telegram by a conteindervice head, which provides
information about the recipient and the sender apecified time of
transmission of a message.

A significant part of the service header takes ato aeply — a coded
message, comprising:

— routing number station, consisting of a spec#eat of numbers and
letters;

— personal phone number;

— abbreviated name of the organization (company);

— the abbreviated name of the country.

Auto reply may consist of two sections: auto repfythe transmitting
subscriber and the receiving subscriber's auty.repl

The second part of the service head — an indicatidhe time to get in
touch with and date. In some cases the time ofngndf sending a message is
specified.

Text of a telex should not begin and end with numpeas in the
beginning of a response telex the index of a doairte which an answer is
given is written, and at the end of the text itfgoing number is written.

The complex and wordy sentences are not used éxeglwhile it is
typical for business letters; preference is givethe shortest words and neutral
and specific business vocabulary, the use of wkicbes not cause different
interpretations.

Text of a telex must contain specific informatidvatt reflects the current
situation. In some cases, there may be a shorf,@mumentation.

Last post of a telex ends with "++". The sign "#a?'the end of the telex —
waiting for a reply or a new message — eliminatesneed to re-dial the number.

At the end of the telex may occur numbers and worddich are not
belong to the content of the telex — are signsavhgarisons referring to the
technical control of the transmission of telex, dodhot bear the semantic load.
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Payment for telex depends on the time during wiihghinformation is
transmitted.

Telephone message- a generic name for a variety of content of the
documents made available in connection with théhoekodf oral transmission of
text through the telephone communication channklselephone message is
made by the sender as a paper document; it isntried by telephone and
recorded by the recipient.

Telephone messages are used for rapid transmisgiomformation
messages of the service nature (notices, invitatioreaking news, etc.).

Mandatory details of telephone messages are outboegistration
number of sent telephone messages; job title, menaame, patronymic name
of the person who sent a telephone; signature efpéerson who received a
telephone; Entry registration number of receivéepigone messages.

There must be no more than 50 words in the texélephone messages,
besides words that are difficult to produce andgemturns should be avoided.

Telephone message is made in one copy and signédebmanager or
executive in charge. If a telephone message istsesgveral recipients, a list of
organizations and businesses, which it is direttedshould present in such
message, and phone numbers on which it shouldabsnitted.
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7. GOVERNED FORMS OF COMMERCIAL
CORRESPONDENCE WITH FOREIGN PARTNERS

Jhen lygar marked in her book "Business etiquettedt quality of
business text consisted of four constituents: ¢oidlea, distinctness, literacy and
correctness.

At business correspondence it should be rememhléetdperception of
letter depends not only on maintenance but alsm o envelope and form of
firm. A letter paper must be good value, and pajéor — light: white cserio-
cepbiM, cream etc. Above or from one side sheet the nafroeganization must
be printed in small a letter, maybe, her emblemogotype (verbal form of
trademark), and on occasion is the name and |last i employee and, maybe,
his position. In addition, business letters canekecuted and on an ordinary
letter paper. Question about that, whether it [geelent to give a right to use a
paper to the employee, where not only the namérmof but also last name and
position of employee is indicated, decides guidasfaarganization.

A letter must be made, as a rule, in language dremdee. At
impossibility to do it (difficulties with translatg into comparatively rare
languages) it is possible drafting of letter in Eslg language as most
widespread in business relationships. Directionetter in Russian language
(except for the cases when you know that your parbwns him freely) is
extremely undesirable, because there can be difésuwith translation, delay
of him, and also distortion of text. It is possilteerecommend direction of two
texts of letter: basic — in Russian language (witinatures) and parallel — in
language of addressee or in English language.

A letter must be on possibility short, clearly &peess the idea of sender
and shut out dual interpretations.

Obligatory attributes of business letter:

— information about a sender: usually contained m ftitle of form of
enterprise-sender (name, mailing address, telepheles, telefax);

— itis the intrinsic addressing or destination addre

— itis a departure date;

— itis an introductory appeal,

— actually maintenance of letter;

— itis a final formula of politeness;

— itis a signature (or signatures) of sender, delirnaith decoding of the
last name and pointing of position;

— itis reference to the documents that can be ddeloy an appendix.
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They are situated on a sheet as follows:

HEADING (information about a sender)

INTRINSIC ADDRESSING IS DEPARTURE DATE

INTRODUCTORY APPEAL

TEXT OF LETTER

FINAL FORMULA OF POLITENESS

SIGNATURE

POINTING ON APPENDIXES

As a rule, numbers for reference of addressee rateseare used only in
case if before there was correspondence on thistiqne In other cases these
attributes in letters to the foreign partners, #peg is not necessary.

Heading (information about a sender) can be priftteca typographic
method to Russian and English languages.

The intrinsic addressing includes: the last nameaddressee, position,
name of firm (full length), her address (housegetiy, city, county (in England)
or state (in the USA) and then name of country.

Requirement to registration of essential elementsf anternational letter

Registration of business correspondence in practfe economic
collaboration with foreign firms and internatior@banizations is characterized
the row of features. We will touch registrationtbé most widespread type of
correspondence — business letter.

At a general tendency to the unitization of formse of steady speech
constructions, standard terminology and aspirinthéowide use of facilities of
mechanization and computerization in office worldddtinctions in registration
of business letter quite a bit. Foremost it toudesformular of document and
composition of essential elements. It is possildedistinguish next model
composition of zones:

1. Letter-head (Issuer Field),

. Reference to data of recipient and sender (BeterLine)
. Date (Date)
. Addressee (Address)
. Pointing on a certain person (Attention Line)
. Appeal (Salution)
. Common maintenance of letter (Subject Line)
. Text of letter (Body of the Letter)
. Finishing formula of politeness (Complimentatp$2)
10. Signature (Signature)

©oWO~NOOUhA~WN
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11. Appendixes (Enclosure)

12. Pointing on distribution of copieSC Notation)

Short information about placing and registratiores$ential elements on
zones is set forth below. In case of absence ofitipg on registration of
separate elements of essential elements it is reemaed to be oriented on the
requirements, specified GOST®6.30-97, and made examples.

Requirements to registration of essential elements.

Essential element 1. Letter-head. Includes the emlf firm, her name,
mailing and telegraph address with pointing of mdeelephone, telex and
telefax number. In heading there can be pointinguaithe sort of activity of
firm, description of her as corporations or limérfmership (briefly Inc. or Ltd.),
for example: Mitchell Diesel, Ltd.; Internationaff@e Equipment, Inc.

Besides the grant of actual information about . fiheading definitely
characterizes her on the other hand: unusual foimheading, his design,
emblem of firm (and sometimes and her motto), appbn of the coloured
paint, use of the special paper is all createsr@igharacter of firm. Reading a
letter, you, undoubtedly, are foremost interestedis maintenance, however
involuntarily pay attention and on registration loéading mentally give an
estimation that, sometimes carrying her and onvisctof firm. Successful
location of components of heading, his original &mb assist giving the
favorable impression about a firm at those, whettet is directed to. For the
economy of time at printing of essential element gpen punctuation is
encouraged, that means almost complete absencamadiyation marks.

Essential element 2. Reference to data of recipact sender. Initials
over of compiler and designer of letter are broughtetters or digital code of
firm, department, preparing a letter, businessxntte example:

Your reference (or: Your ref.) is Your reference ND/RP HND/RP
Our reference (or: Our ref.) is Our reference of DK/187 LA/DK/187

Essential element 3. Date. There are two variefiesgistration of DATS —
British and American. The British method is similexr the verbally-digital
method accepted in Russian office work and apphdthancial documentation
with some variations:

15 Feb. 200... 15 February, 200... 15th Februd,.2

Method of denotation of date, accepted to the US#ther is built on a
chart: February 15th, 200... February 15, 200...

Before a numeral, designating a year, a commauasllysout. Last years a
tendency becomes more noticeable to the minimunofipanctuation marks in
business correspondence, it is therefore possibladet such writing of date:
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4 August 2000. It is not recommended to use indatembers instead of the
names of months, as digital denotation of datelmamterpreted differently in
different countries. So, date 2/5/2000 will be pered by the representative of
the American firm as on February, 5, 2000, and H®y representative of the
British firm — as on Mays, 2, 2000. It is relatexithe features of reading of
DATS in different countries: the USA 2/ 5/ 2000mth day year.

Great Britain 2 /5 / 2000 day month year

Reduction of the names of some months is assunaadimany signs
are in writing. Replacement digital denotation lbé thames of months in the
English-language countries is not accepted. Putictuenarks it is assumed not
to specify in denotation of DATS. By internationarganization on
standardization (ISO) in connection with computicn of office work
universal digital denotation of DATS is recommendeékthe elements of
denotation are driven to the next sequence: yeantimand day. For example:
2000-12-31 or even — 20001231.

Essential element 4. Addressee. The widespreadntarof directing a
letter it is been: addressing to the firm (a caséhus possible, when the last
name is indicated in the name of firm) and addngss$o the public servant
(when the last name of addressee is known and whenis unknown, when
addressee man and when woman). If a letter istdolei the firm, then first
specified her name, after address in such sequenceber of house, name of
street, name of city, denotation of postal dist(itthecessary). At directing a
letter to the USA the brief name of the state igair, at addressing to England —
name of county. The last line is specify a country.

Essential element 5. Pointing on a certain per8onessential element is
intended in order that in case of absence of teerlame of recipient in an
addressee to specify the last name of certain @uarvant, who is exactly
necessary to read this letter. If the last nampubilic SERVANT is unknown,
the name of position or department of firm is sfiedi

Essential element 6. Appeal. An introductory appeathe generally
accepted standard formula, being inalienable gagtiquette of business letter.
It is placed on left of form of letter under therinsic addressing and written on
a separate line. In business correspondence aofens fare accepted of appeals,
differentiating the "key". In letters to the firna:d organizations next formulas
are usually used:

— if a letter is addressed to some firm, then {hygeals of Gentlemen or
Ladies are usually used. Appeals underlined officeound: Sir, Madam, Sirs,
Mesdames. Also official are appeals: Dear Sir, Ddadam;
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— handling pointing of the last name sounds leBsially: Dear MrAlien;
Dear Mrs Alien;

— there is distinction in the use of punctuationrkman the formula of
appeal: in the USA use a colon, in England — comma.

Essential element 7. Common maintenance of ldtitdrtome office work
an essential element carries the name "Headingxtt tAn essential element in
a condense form orients a business partner in er@nte of letter. In the
English-language countries he goes down quite often

Essential element 8. Text of letter. The basicrassezlement of business
letter is printed below than pointing to his commmaintenance through 3-4
intervals. Text of letter is rubricated, that usp&lvo: there is semantic part of
document in the first; to the second the final phraf politeness is driven.

Semantic part must be expounded to business, howgwanderline valid
tone, to differ in the clarity of vocabulary, to legical and convincing.

The final phrase of politeness carries stereotypsacter. Here row of
examples of phrase of politeness: Your prompt réghyappreciated (We would
be thankful for your quick answer); Please acdeganks in advance (beforehand
accept our gratitude): With my personal regards goad wishes (Accept my
best wishes) and so on.

If the letter is the nature of the invitation, th#re text of the letter is
found on the right side reduction R. S. V. R., whiceans: "please, answer".

Punctuation marks in text of letter are used iroed@nce with the rules of
punctuation.

Essential element 9. Finishing formula of politenesn essential element
takes place directly under text of letter on trghti The formula of politeness
can carry official, official and less official claanter strictly.

Essential element 10. Signature. An essential elemelaced under the
formula of politeness. Thus a separate line isgotime name over of firm,
consilient with driven to heading. A signature owérperson is then brought
with pointing held a position; the name of deparitne sometimes included.

Essential element 11. Appendix. An essential elértaes place in the
left underbody of document a separate line. ThedwadrEnclosure (briefly —
Encl., orEnc.) is preceded the name of appendix.

Essential element 12. Pointing on distribution opies. At a necessity
distribution of letter to a few addressees in #felbwer corner, after pointing in
the presence of appendixes, reductiorC@fis written and a colon is put.C
means carbon copy. The last names of persons and oforganizations are
then specified where copies are directed.
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A Letter-query (inquiry, or enquiry) a company sends, when it tgan

— to get the detailed information about goods;

— to know, whether there are they in a presence;

— to specify time and delivery dates;

— to obtain information about the terms of delivand discounts method
of transportation, insurance;

— to obtain information about prices of goods;

— to get catalogues and samples of goods,

At writing of letters-queries follows, as possilolemore detail to expound
essence of question (to give full details), thdt allow to your business partner
to shorten time on drafting of answer.

List of reductions

AAA is the Greatest rating (estimation) of bonds ef est quality; the
USA produced by corporations.

AAM is the American marketing association.

ACKMH is CAS of commercial information.

BMP is Bank of international calculations.

GDP is the Gross domestic product.

BHII is the Gross national product.

BOII is the Gross public product.

BIIKMU is the All-union center of commercial information.

I'PU is Guarantee of risk of investments

I'P3 is Guarantee of risk of export

JTC — a Trust-company is a depositary.

EACT is an EFTA.

EBRD is the European bank of reconstruction anctldg@ment.

EBC is the European currency system.

EC is European community

E®BC is the European fund of currency collaboration.

ECC is European Economic Community.

3CII are Zones of free enterprise.

HKO are Engineer-consultative organizations.

NTC is System of inter-market trade.

KMHSC - "capital-surplus”, oil-exporting countries.

By a COOK is the Coordinating committee on exporitool.

MEPP is the International bank of reconstruction andettgpment.

IMF is the International monetary fund

MUE is the International investment bank.
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HAC/ is the National association of dealers for openatisecurity-related.

HUC is the "New industrial countries”.

HUCE is the New York exchange stock.

A NIFE is the New York exchange of time-bargains.

HUD are the "New industrial economies".

HTC are the Scientific and technical systems.

O®OT is the Remaining fund of remuneration of labour.

IIKI] is the Industrial and commercial center.

[1I1T is Direct profitability of commodity.

CJIIP are Special drawing rights.

CEis CE

CHUIIC is Corporation on defence of bearers of securities

CHU® is Cost, insurance, freight.

CII is the Joint ventures.

COTC is Commission on trading in the commodity futures.

CD3 is an economic clear zone.

CDC — Socio-economic statistics, method.

TODC are the Territorial-branch economic systems.

TCOC is the Territorial socio-economic system.

TOU is Theory of the economic measuring.

PHASES is Fund of the joint-stock personal interest

FRONT is an eng of abbr. of FAS, from free alongstip, letters. — free
of charge along a shipboard.

FRS is FRS.

YKB is Partly convertible currency.

DKO-ECH is European currency unit.

BKOCO are the Economic conferences.

EUA is Issued European currency unit.

Phrases of cliché

The compiler of letter won’t be difficult to buila phrase, if he disposes
the set of the constructions prepared, tested Inyamiy years practice.

For confirmation of receipt of letter, fax, telegxt phrases are used:

We have received your letter MbI nmosiy4uin Baiie mucbMo OT.....

We acknowledge the receipt of your....(lettéV)sr moarBepkaaem
NoJTydeHue Balrero (michbma)

We thank you for your letter dated.biaromapum 3a Bamie HHCHMO,
AaTUPOBAHHOC. .. ..
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In reply to your letter of. B orBer Ha Balre mucbMo OT.....

We are obliged (thankful) for your letter of M1 Bam npu3HaTeIbHBI 3a
BAIIIC TUCHMO. ...

When referring to previous correspondence on argud@nts, telephone
calls, negotiations, etc. the following expressiars usually used:

With reference to.Ccrinasce Ha. ..

Referring to your (our) letter of.Ccputasich Ha Barie (Haliie) MUCbMO OT....

We refer to your (our) letter of..MbI ccelnaeMcs Ha Barne (Harie)
UCHMO OT...

Reverting to our letter of. Bo3spamiasice k HaleMy mucbMy OT....

With further reference to... Again referring tdloBropHo ccburasich Ha ...

Phrases used in polite business requests:

Please inform us. Iloxanyiicta, COOOIINUTE HAM.....

We ask you to inform us.IIpocum Bac COOOIIHUTE HaM...

We shall be obliged if you will... we should appreeiat if you will...
Mpl OyjieM NpU3HATENbHBI, €CITH BHI. ..

Please, be so kind as tobyasTe Tak 1100E3HHI. ...

Please be good enough to send uBloxanyiicta, BbIIIICTE HAM. ..

Please send us by return of po$toxanyiicra, monumre ¢ oOpaTHOH
MOYTOM. ...

Please send us as soon as possible (urgentlyy:xanyiicta, BoIILIHTE
KaK MOKHO CKOpee....

Expressions that are used in response to the réques

In accordance (in conformity) with your request..dampliance with
your request.B cooTBeTCTBUY C BaIleil mpoChOOi. ..

As requested by you.Kak 0b110 IoTpe00BaHO BaMH....

Phrases used when sending anything:

We are glad to send you... We are pleased to send...you
C yIOBOJILCTBHEM BBICHLIIAEM BaM...

We are sending you herewithmpu sTom npunaraercs....

We enclose... We attach MbI npunaraem npu 3ToM. ...

Please find enclosedlIpu 3TomM npujIoxeHo. ..

Expressions of regret, apology:

We regret to inform you thatC.coxanennem cooO1maeM BamM 0 TOM, YTO. ..

We must acknowledge with regret thaf..coxanenneM BBIHYXICHBI
NPU3HATb. ..

Unfortunately, regrettably. K coxanenuro...

To our deep regret.K Hamemy rimy00KOMY COXKaICHUIO. . .
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Please accept our apologies for the inconvenieaased. Iloxanyiicra,
IIPUMHTC HAII U3BUHCHUSA 34 IPUYMHCHHOC HCy,Z[O6CTBO...

We apologize for..MbI u3BuHsEeMCS 34....

Buipasicenus, ynompebnsiemvle npu ucnpasieHuu ouubox.

We regret that..Ms1 coxaneem, 4To...

through a typing error. u3-3a omuoOKu cekperaps. ...

through a technical errorus-3a Texuu4yeckoi OImMOKH. ..

due to mistake made by the packing departmentsa ommoOku
YIIaKOBIOHUKOB...

International contract (international commercial contract, foreign
transaction) — transaction (agreement) betweendammore parties located in
different countries (which are the subjects of laimifferent States), for the
supply of certain quantity of goods, rendering efvgces or other activities in
accordance with agreed parties to the terms. TteFniational contract is the
basis of foreign economic activity of economic gesi.

The contract shall be considered international i§ iconcluded between
the parties, which are under the jurisdiction dfedent States. In accordance
with the Vienna Convention on contracts for thestinational sale of goods
mandatory condition of such contract shall be #et ®f business of the parties
of the contract in different States. For exampie, ¢ontract shall be considered
international if it is enclosed between firms o€ tkame nationality; places of
business are in different States. Conversely, aracnbetween located on the
territory of one state firms of different natiortgliin accordance with the terms
of the Vienna Convention would not be considerddrimational.

Depending on the object of contract and other dmd there are
different types of international contracts, whicte aignificantly different in
form and content.

International contracts are divided into primaryg &upporting.

Major contracts include:

— contracts of sale of goods;

— contracts related to barter transactions;

— contracts for the assignment of rights to objeftstellectual property
(license contracts):

— contracts for the provision of scientific-techaliservices (engineering,
consulting);

— lease agreements (leasing);

— contracts in the field of international tourisndaothers.

To providing, or also known as distribution contrads, include:

— contracts for the international carriage of ggods
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— contracts for the provision of forwarding sergice

— contracts of insurance;

— contracts for the storage of goods in internatlidraffic;

— agreements for the provision of mediation sesjice

— contracts for the provision of services for ingronal settlements;

— the contract for the provision of factoring sees;

— providing other main activities in the internata market contracts.

There are two forms of international commercial ttaot — oral and
written. The first assumes the existence of an agaéement of the parties to
contract. The second fixation will of the partiesa tangible medium, which
refers to how the presence of a single documemtedidpy both Contracting
parties, and the messages sent by Telegraph, pglaedex, etc.

The Vienna UN Convention of 1980 allows for the dosion of
international commercial contract in any form, udihg orally. The fact of
conclusion of the contract may be proved by anynaeacluding witness
testimony. However, made a very important exceptiiothat take into account
under some national laws, in particular, and Russtampulsory written form.
The state party of the Convention, the legislatbrwhich requires mandatory
written form of international commercial contraet, any time can make the
corresponding statement. In this case, if at leastof the parties to the contract
has his place of business in the state making augaclaration, to this contract
will not apply the provisions of the Conventionloaling for the application is
not written, and any other form. Only in writing such a situation must be
made as the contract itself or its termination gyeament of the parties, offer,
acceptance or other indication of intent. Thishis only peremptory norm of the
Convention, all other provisions are dispositivdieTexistence of this norm
makes it possible participation in the ConventidnStates whose legislation
Imposes various requirements as to the form ofraott.
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8. THE CORRESPONDENCE, WHICH IS CONNECTED
WITH CARRYING OUT PERIODIC OCCASIONS

The periodic occasions:conference, symposium, meeting, assembly,
olympiad, fair, exhibition.

Conference -(the Med. Latconferentia— from Lat.confero —to collect
in one place) — a meeting, deliberation of repregems of any organizations,
groups, states, and also of individuals, scientistsdiscussion of concrete
Issues.

Symposium (lat. symposiunfrom Ancient Greelosvunéciov — «feast») —
a deliberation, a scientific conference on anyrddie question (it is usually
with participation of representatives of the diffiet countries).

Meeting (Ancient GreekZvvavinon «Sinatistis») — it's joint presence of
group of citizens at a certain place for the dismrs of different themes or the
solution of certain problems.

Assembly —a common meeting, conference, congress of any isia@n
(usually it is an international organisation).

Olympiad — a competition, review, contest (e.g., the olympief
schoolchildren in Mathematics).

Fair (Pol. jarmark, Germ.Jahrmarkt — an annual market) — annually
repeating sale of goods, sometimes with restristmmthe certain season, goods
(for example: wine, honey, vegetables and fruity tlleme (for example,
orthodox fairs) .

Exhibition — a public demonstration of achievements in thedd fiof
economy, science, equipment, culture, art and odineas of public life. The
concept can designate both action, and a venudisfaiction. Distinguish
different kinds of exhibitions such as: the locagtional, international and
world, and also general, which are covering alhbres of human activity (e.qg.,
the Exhibition of achievements of a national ecopahthe USSR of ENEA),
and specialized exhibitions, devoted only to orfeesp of human activity, such
as art, industrial and agricultural exhibitions. s@él distinguish periodic
(temporary) exhibitions and constant exhibitions.

Exhibition (by definition of "The international bureau of eiions") is a
display, through the demonstration of means, wischvailable to mankind for
satisfaction of needs, and also for progress irooiseveral areas of its activity.

The big preparatory work is necessary for full gag out meetings.
Documenting of preparation of the meeting conssétdirst of all, the drawing
up the agenda which can include the issues whieh'taorovided by the plan,
but require obligatory permission at a meetings ltecommended to include a
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small amount of questions which can be possibleudsed in details at a
meeting in the agenda. However the agenda quiea ¢dins many questions. It
means that such meetings need detailed prepamatiorexact introduction. In
this case, it is necessary to specify the amourinoé which is necessary for
each question in the agenda, and to establishréigulations at the meeting.

The questions in the agenda should have the om=rding to their
importance and complexity, thus the members ofrtketing spend as little time
waiting for consideration of the questions as ggble .Attach the list of invited
to a meeting with a sign of their position and trganization which they
represent, to the agenda.

The materials to the meeting are presented, ake afou three — five days
before the meeting to the head of establishmentadtadt their consideration
materials and the notice about the meeting go tmimees of collegial agency.
Preliminary mailing of materials gives the chancentake amendments to
already available written draft decision and byt thecelerates the solution of
guestions at the meeting.

Registration of attendees takes place before thetinge The preparation
of big meetings, conferences, meetings where piéuicipation of employees of
institutions, of the organizations from other edgaseas, the international
organizations, are planned, it is recommendedduige the next moments:

1) development of the agenda and definition of elei of alleged
participants;

2) acquaintance of alleged participants with thenalg;

3) development of regulations of meeting;

4) preparation of materials which will be consideat meeting:

a) report, information message of the orgarteneeting,
b) report, information message of participaritsieeting,
c) reference materials which can be demandadgltlhre meeting,
d) the project of decision;
5) organizational support of meeting:
a) registration of participants,
b) the placement of participants,
C) transport service of participants,
d) food of participants,
e) cultural events,
f) informing the participants about the quassiavhich are interesting
for them,
g) supply of participants with stationery;
6) organizational works of the secretariat of megti
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7) technical ensuring carrying out meeting (equipmef the room
technical means) ;

8) documenting of work of meeting (registration dbcumentary
materials) :

a) drawing up protocol (shorthand report) aték materials,
b) reproduction of total materials,
c) providing the participants of meeting witlesle materials;

9) questioning of participants of the meeting:

a) about work of the meeting,
b) about the level of the organization and aagyut meeting.

If the whole group participates in preparation loé tmeeting, the plan
approved by the official who is responsible for timgpis necessary.

The estimate of expenses is formed. The agenddined. The subject which
will be discussed at meeting is specified in thevent document, subjects of
reports, co-reports, messages and so on, offeratisitussion are listed, and short
data about the participants are provided: thainasues, names and patronymic
names (completely or in abbreviated form), pos#j@ademic statuses.

The list of the persons invited to meeting is sfed) the invitation
(notice) to meeting are formed. The structure @& thvitation: the address,
information about date and a venue of meeting,alpenda, the offer to take
part, a request for participation confirmation. pleowho are responsible for
preparation of meeting subscribe the invitations.

The regulations of work are defined. It has to ptevthe accurate
organization of the course of meeting, an ordercases in point, certain
procedural parties. The general duration of meetimguldn't exceed three-four
hours a day.

Report —is the public message representing the developgensént on a
certain theme. There are certain rules of writihthe report. The report should
be begun with weaker arguments and gradually te fmastronger. For example,
at discussion of any action program in the repbfirst should be arguments in
favor of this program .If some versions of the @etprograms are discussed, it
IS necessary to begin the report with telling argata. Writing of the report has
to be maintained in logical and chronological semeaeof actions and events.
The following sequence of elements in the repot®mmended:

— introduction (summary of essence of the report) ;

— report purpose;

— tasks and their decision;

— the main part (it has to be expressed in accu@t@uiations about
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requirements, desires, interests, actions and acts)

— the conclusion (contains development of offers oati@nal solution) .

It is also necessary to tell some words about timensary of the report.
The summary of the repdras to give a clear idea about the main conterttseof
report. Most often the summary is provided in tkegibning of the report and its
volume is no more than one third of a sheet.

Letter of notification

Letter of notification — is the office letter infoing about public actions
(meetings, seminars, exhibitions, conferences). etc.

Letter of notification are, as a rule, dispatchedatwide range of the
organizations, establishments, enterprises foptirpose of their attraction or
the invitation to participation in the held eveni3epending on a concrete
situation they can only report about the held evieme and a venue, but at the
same time they can invite to participation, repathout conditions of
participation in action and contain other auxiliarformation.

Letter of notification can have the appendices @nirtg the card of the
participant, the questionnaire of the participahte program of meeting and
other information materials.

The letter of notification at the same time caraletter of invitation, and
invitation can be as a separate document.

The letter of notification, as a rule, is dispattheccording to the list
therefore the requisite "Addressee"” is made oueggly or isn't made out in
general.

The letter of notification is signed by the headoajanization or by the
deputy head that is responsible for the organimatod carrying out the
meeting. It can be signed by some heads, if thetingeés held by several
organizations.

Letter of invitation

Letter of invitation — is the office letter, a kirad letter of notification. It
differs from the letter of notification because#n be made out not on the form,
have various format, colour. At registration of teetof invitation various
elements of decoration of the text can be used. &ample an ornament,
drawings, etc.

Can be addressed to the particular person, eh&z\eral persons, or the
mass addressee. In the official invitation of @éanumber of people as ready,
printed in the typographical way texts invitatioas,clichés are used now.
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Inquiry

Inquiry — is the document which represents theifaddress of the natural
person or representative of legal entity to otlegal entity. In most cases they
precede all subsequent work on the conclusion abws agreements between
partners in office and business correspondencesndtended for requesting of
necessary (missing) information. Inquiries assubiigatory reaction of addressees
in the form of the written answer on a being andinme, directly established by
either the author of inquiry, or standard and |elgaiuments.

As a rule a text of such letter includes two parts:

1. Introduction, where the essence of busineswisds incentive motives
and the reasons of request are explained, in athaiform. Here the following
standard expressions which are often used:

*the reason of request:

—  Due to the non receipt of the invoice...

— In view of discrepancy of your actions to earliaccepted

arrangements...

— Owing to the change in price for energy carrieesc.

*the aim of request

—  For the fastest solution of a question...

—  For coordination of controversial issues...

—  For safety of passing of freight...

— In order to avoid conflict situations... etc.

+links to the basis for the request

— Considering that operational performance decreased

— According to the agreement reached earlier...

— On the basis of our telephone conversation...

— According to the government resolution...

— According to the protocol on mutual deliveriestc. In need of the
text the links to the oral arrangement reached dieision, former letters,
regulations are entered.

2. The conclusion in which specific questions onclwlihe answer of the
addressee is expected are raised. Here the kegeplufathe letter inquiry
includes the words formed from a verb to ask. #s is explained by etiquette
requirements to business texts and psychologicals laof business
communication — the person agrees to execute timnaexpressed in the form
of a request, than in the form of the order morkingly. In the conclusion the
following standard expressions are often used:

— We ask you to report about possibility of delivery.

— We ask to extinguish immediately debt for 20009...
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— We ask to send us (to send) the offer on delivery..

—  We will be grateful, if...

— Don't refuse courtesy to tell us about...

— |l ask you to send samples of materials... etc.

One of kinds of letters inquiries — commercial imgu- the document
representing the address of the person wishingotelade the bargain (the
buyer to the seller, the importer to the exporter)h a request to give detailed
information on goods (services, etc.) and (or) ited the offer on delivery of
goods (a request of the seller to the buyer).

The commercial inquiry is included into group oht@act documents and
used in operations on preparation and the conclusfothe transaction. The
description of goods (services) and a conditionwdmch it is desirable for
importer to receive goods, for example quantity guadlity of goods, its model,
brand, the price, delivery time and terms of paytnaea specified in such letter
inquiry, as a rule.

The standard formulations which are often used he prolog of
commercial inquiries can look as follows:

— According to (The protocol on mutual deliveries .onyear...,
preliminary arrangement..., telephone conversdtmm... etc.)

— On the basis (Protocol..., trade agreement..., egist..., our
arrangement about... etc.)
— It agrees (the Protocol..., trade agreement...cegist..., our

arrangement about... etc.)

— Referring on (the protocol of negotiations..., @urangement..., our
telephone conversation... etc.).

— Letters inquiries assume obligatory reaction of #ueressee in the
form of letters answers. Therefore at the end eftéxt of the letter inquiry the
addressee can express in a tactful form the wislkeraing terms of providing
information interesting you, for example:

— We look forward your letter

— We ask to answer whenever possible rather
— We ask to answer in two weeks

— | ask to send the answer the return e-mail.
— We urge to answer in three-day time.

Drawing up list of participants

One of the most important moments of the orgaromatf action is
drawing up the list of participants. Drawing uptdidias to be charged to the
ranking officer and be approved as the head ofrtbigution arranging action.
The author of the list first of all has to definetal of participants who is
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supposed to be invited. This quantity shouldn'teexcnormal opportunities of

service and rooms where will pass action, thus ihecessary to consider a
certain percent of participants who owing to angsans won't be able or will

refuse to arrive to the held event.

The list of participants from the foreign party sfirof all joins
representatives of authorities, diplomatic corpkefis invited, and the public
representatives. It isn't recommended to invites@es with sharply opposite
views and positions to the events held in narrawcstire. Such actions took
place successfully; it is expedient to invite pessof identical party accessory
to them or connected by mutual friendship and et

The letter on booking of tickets has to include théllowing information:

1. First name, middle initial, last name all peogl® whom the
reservation will be carried out (the list, not itiree) ;

2. Contact phone responsible (making out the dermartmboking of tickets);

3. First name, middle initial, last names the resgde;

4. City (Cities);

5. Number of tickets;

6. Days on which booking is carried out;

Example of the letter on booking of hotel reservatins

(Date)

Dear manager of hotel, ...

| would like to reserve (number type) in your hatal (number) of nights on
(number) of guests.

Date of arrival (date and a day of the week), apjrately in (time).

Date of departure (date and a day of the weekdiime)).

Number of adults — ...

Number of children — ... Age — ...

Number type: (for example, single, double, luxthg,first floor, the last floor, with
windows at the sea, without food inclusion, numdned a breakfast, a half board (a
breakfast and a dinner), a full board (three meatfay), all inclusive).

Special inquiries and requirements: (for exampl@y anedical conditions,
access for a wheelchair, the silent room in théagise from any entertaining rooms,
existence of Internet access in number).

Special conveniences: (for example, the saunacazp@, etc. demanding the
advanced order. You can order them in advance éadaexpectation).

| thank you for immediate manifestation of attemtito the above. With
impatience | expect from you the letter with canétion of my booking.

Best regards,

(yours name, surname)

Contact phone:

E-mail:

Postal address:
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Petition form on obtaining the short-term businesssisa
to Republic of Belarus

FOMME  EOOETEICTER O HA  TDOVHSIHES
INITEOCHMHIE  JSI0BQE 0O EHINW 0 OE
Pecrvanmy benamcs

$HPMEHHEIH E.JIAHK OFTAHHIATTHH
BOUOQEITHE BOMSp, 3aTa

(HEmesHoEaER S TEIpaE IpaE ] SHHET
Peorn-bmarm Banapwos)

K-I},:LATAIl:IETB-D O BREIJE E PECII¥YEIIHEY BETTAPYCE H OF0OPMIIEHHH
FPATEOCPOYIHOH BH3BI BES IIPAEA PABOTHI TIO HAFINY

(OCEES-, E-, EERETETTLTINE
Ex=iga E Pemybneey Banapyce Ha OpOE © oo __ TpSEQAHAHY (THEOY §a3
TPEEEHCTES)
LTI TES, ORI TS OOTOMTENET  SpeoEmcLrma)
b H 0 oo JorpecoTy JOf BERI L T EUERYY & TLTEECKOE TROCKTRETREED)
POHEEITSMCH , GOEYMIHT OMd BEISINS I3 IPEHHETY

(AT peagom)

EISIT O TAINT A RLAIITL IL TN, dDHE ST
IIpsbrEaE®: ZEEB0OTC BBECTpAHENA E PecmpbnEeEs Bamapyoe EBHeobxogEmo <

IEMEHY

EERacToE ok B op T SnmrE

JaEmeameay  GOMCEBCCT: BHOCTPEHNE E HECCTPEHECH  OPTEHECSETER

CELEEALTER OUTEECTE. B ECETS FUGSTED SR TR

OCHE0E BOE EHQ E=23TSMEHD CTH HAmsH OpraHNE AIHE

B Ean ¢ EEODSRIMOESHEEM C000Masn 910 BRobnomgEm
(O, JRTe, WENECDATATIES)

EDS] OEHEB0TO HEoCTpaEmE E Peornybmary Banspvce E T9USHES IS3EMSHBOTO CPOER

Ofgsy oy MPEEEMATE MEpE 00 ofopMTeENN HEOCTPEHNSM PETHCTSIHE ERISITY
B Pecmedmaen Banspyoe D0 BCTSYSHEH ONPSISTSHBOTD CPOES NpaREAERE, 3 TEEES B
CTy94s QeNOPTAIEH HIH BECEIIEE HHOCTPEHIE EOGMECTHTE B COOTESTCTEHH OO0 CTAThER 63
FaroEa Pecoybmee B Banapyoe 0 DpaEoEoM DOMOESHHEE HHOCTPEHHEEX TPEETAHE B MEL O
TpEEZAHCTEA B Peorvdmaee Bamapyoes paciomel, C(ES3E8EENE ¢ OSOOPTAEOHSH HIH
EEICELTEDHE.

1.

PyEOEOZETSE OpTAHE-EIHEA | I IIHCE ) S EMATHEE, HHATASE
{ m=aTe)
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Example of a registration card of the conferee

PEMMCTPALHNOHHAR KAPTOYEA YYACTHHEA KOH®EPEHUHA

2AMANHA L]

CmyacTEa

n3zE3E S 0Enand

Bl 0 COODWSHA {menpamoe aamngme) . WOTHEI CTEHIO8NIH

MacTd padaTal, LanEHICTR

NodmaE=iil 3nnac W HHLS=C

E-IThaN

Tanags: Far

Hy=[33860LTE E MCTHHHLE |OTESTHTE NOOXOGALHA E3pHAIHT]

-3 MECTHRIN BN S0 - 720 [,

=3 MECTHIN HOM 30 (DY Q0HMSCTHIM NOC2NSHHEH | - 100 pyd.

OONANHATANEH0S MacTd {PaCRNanyiKa| @ 2-5 MaCTHI HIapa — SO0 [y,

1 M2CTa {3 EpIEATH B HIISDS] —0/U .

1M2CTD |2 EPISITH B HAWMSDS] — 380 Iyd.

8 HRISDS el IORCe — 1310 Py,

8 HOMSDS ol FOECE {1ONANHATANEHIS MaCTd — QW E3H] -1 Pyd.

EHOMEDS ol BOECE {10NANHATANEH0S MaCTd — PaCENanyika| - ©.a) .

TWSEATHE 7R T. TTyIAHD (200250 DyaicyT]

B K3KHX SNCKYPCHAX X0Tand Okl y43CTECESTE (NPHECOHTCA CPHSHTHROECYHAA
CTOHMOCTL]:

MOCSSRE MINLATE MHININSTHED MO TEREE 33 3MH oo S Sl 63
NoHE W SCEYPCHA B B 1 o Tt = T | ':.I-I-:FEH:-.] FanosanHE (103
150 pyd)

NOCRSwE Wysarycaloos & [ananoade | J00-200 Pyo.)

SCKypoHA BT Capmynoa | 19200 pya
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9. OTHER CORRESPONDENCE

Administrative activities of management also in@udsues of selection,
placement, and reception of citizens to work, ngassent and dismissal.
Documents produced at registration reception, disahi and transfer of
employees, granting leave, promotions, constitigeap of documents on staff.
The value of personnel documents is determined Hat they recorded
information that is required to implement the @tz' right to work, education,
pensions, etc.

Employees responsible for record keeping on staftrknow the Labor
Code of the Republic of Belarus. Based on the lagiof the Code in the
enterprise should be a single procedure for registr of acceptance, dismissal
and transfer of employees. For every employee eFtiterprise is carried out a
personal file. The composition of the personaliflesually as follows:

— an internal inventory of the documents of theegas

— personal application for a job (and dismissal);

— employment contract;

— personal form of accounting personnel (the qoestire);

— verification sheets;

— statements about the movements of the employee;

— submission guidance when moving, nomination, samesd,;

— a supplement to the personal form of accountimgsgnnel (a
supplement to the questionnaire);

— autobiography;

— copies of the documents on education;

— characteristics or recommendation letters;

— statements (copies) of the documents on awartimgprary titles,
degrees, state awards;

— copies of premium sheets;

— registration cards of rewards and penalties;

— photo;

— the results of the medical examination;

— card formNe t-2;

— copies of orders on appointment, transfer anahidsal of.

Hereafter, personal file included documents confignthe change of
qguestionnaire biographical data of the employee iandharacterized by its
professional, business and personal qualities. Waog to the "list of types of
administrative documents generated in the acts/igé organizations, with an
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indication of the shelf life" private affairs of dinary employees should be
temporarily stored in the plant for 75 years, arahagers — constantly.

Making of employment Admission to the permanent legtpent of a new
employee is accompanied by registration of thevalhg documents (fig. 9.1).

Curriculum vitae — a summary of the currently cosgab contender for
the vacant position. CV allows management to tlgamization pre-acquainted
with the applicant and must include the followingprmation on the candidates:
the place of residence (address): date and pladartbf citizenship; marital
status; education; experience; additional infororati

Curriculum vitae

A 4

Application
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\ 4
Labor contract

A 4
The order of acceptance tq

A 4 A 4 A 4

Recording in a work Making a personal card Opening the account
record card and personal file in the accounting

Fig. 9.1. The sequence of the documentation foethployment

When applying for job citizens submit a writtentetaent setting out the
request for enroliment in the enterprise, orgarpatnstitution, indicating their
profession, qualifications, specialization, andijppms. At present the basis for
employment is also a contract.

Personal application — the document which is liatdeall business
procedures, up to storage in the personal file h&f émployee within the
prescribed time. Application for admission to enyphent should be in any
form, written by hand. But in its drafting should bBware of the standards of the
minimum number of requisites, to comply with thenfat of the sheet, the size
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of the fields. Compulsory elements (requisitesthefdocument are:

— the recipient — to whom the document is addredsath whom required
some action, a decision;

— sender — the author of the document, from whoendbcument who
expresses a wish, a claim request, who wants gettanade some steps in the
organization, where people hold certain jobs, perfthe job duties, be sure to
indicate the position of the sender and the regtpie

— the name of the document, the title to makeatarciwhich group the
document, and which determines the rules of thamwork with the document;

— the text — a statement of fact, the reasonsdsorting to someone and
expected results;

— signature — the requisite authenticates the dentjnrshows exactly who
sent it;

— the date of creation of the document, confirmitg relevance,
establishing the initial time point, the beginnwighe interaction.

Application for admission to work after consideoati as well as
acquaintance with the other required documentseivasis for the conclusion of
an employment contract and order the employment.

When signing a labor contract, a person who tumpsouvork presents to
the employer:

— passport or other identity document;

— work record card, except cases when the labadrans for the first
time or the employee arrives at time work;

— insurance certificate of state pension insurance;

— document of the military account — for militargrgice and persons
subject to military conscription;

— a document on education, on skills or specialwkedge — when
applying for a job that requires special knowledgspecial training.

In some cases, taking into account the specifiah®fCode, other laws,
edicts of the President of the Republic of Belaaml resolutions of the
Government of Belarus could provide for the neagsflng with signing a
labor contract of additional documents.

It is forbidden to require a person turning up torky in addition to the
documents provided by the Labor Code of the RepudifliBelarus, other laws,
decrees of President of the Republic of Belarus assblutions of the
Government of the Republic of Belarus.

When signing a labor contract for the first timerkaecord card and
insurance certificate of state pension insuranearade by the employer.
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The labor contract is concluded in written formmsade in two copies,
each signed by the sides. A copy of the employroentract is transferred to the
employee; the other is kept by the employer.

The labor contract which is not drawn properly, sdared to be concluded
if the employee has started to work on behalf efdimployer or his representative.
In actual admission of the employee to the emplay@bliged to issue him the
labor contract in writing no later than three dagsn the date of actual admission
of the employee to work. When signing labor corsradth certain categories of
workers by laws and other normative legal acts mpeyvide for the need to
harmonize the possibility of concluding employmeritracts or their environment
with relevant persons or bodies who are not thed@ras under these agreements,
drafting employment contracts or in more copies.

The employment contract shall contain: name, suengatronymic name
of the employee and the employer (name, surnanek,patronymic name of
employer — natural person) who have concludedaberlcontract.

The material terms of the labor contract are:

— place of employment (indicating the structurdddiuvision);

— the date of commencement of work;

— name of the position, specialty, profession wift qualifications in
accordance with the staff list of the organizatiwra specific work function. If,
in accordance with the law to the performance ofag® jobs, professions or
occupations related to the provision of benefitsher existence of restrictions,
the name of these positions, professions or ocmumat and qualification
requirements for them must comply with nhames amgiirements specified in
the qualification handbooks, approved in the ordestablished by the
Government of Belarus;

— rights and duties of the employee;

— rights and duties of the employer;

— characteristics of working conditions, compermsatand benefits to
employees for work in heavy, harmful and (or) dangs conditions;

— work and rest conditions (if it is in respectasf employee is different
from the general rules set out in the organization)

— wage conditions (including the size of the tardfe or base salaries,
bonuses, allowances and incentive payments);

— types and terms of social security, which aredlly related to labor
activity.

The labor contract may prescribe the conditionsthaf test, the non-
disclosure of secrets protected by law (stateciafficommercial and other), the
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obligation of the employee to work after studyingr fat least the period
specified in the contract, if education was perfedmat the expense of the
employer, as well as other conditions which areseoiously detracting status of
an employee compared with the Code, laws and atbemative legal acts,
collective bargaining contract, agreements.

The labor contract terms can be changed only byiah@igreement and in
writing form.

In the case of signing fixed-term labor contracshiall indicate the period of
validity and the circumstances (the reason), seagethe basis for concluding a
fixed-term contract in accordance with the Labod€and other laws.

If the labor contract does not specify the duratainits validity, the
contract is concluded for an indefinite period.alfy of the parties did not
demand the termination of fixed-term labor contrdige to expiry of its term,
and the employee continues to work after the epmaf the labor contract, the
labor contract is concluded for an indefinite pério

Hiring formalized byorder (instruction) of the employer, issued on the
basis of the contract. Contents of the order (ircsion) of the employer must
comply with the terms of the labor contract.

The text of the order should contain the title, rawh the structural unit,
established wage, if necessary, and other infoamatf the text of the order
does not indicate the date of hiring, the operabibiine order is considered to be
the moment of signing.

Order (instruction) of the employer of hiring isctired to the employee
on receipt within three days of the date of sigradgpr contract. At the request
of the employee the employer is obliged to give hiwhuly certified copy of the
order (instruction).

When hiring the employer must inform the employetihthe applicable
internal rules and other local regulations in thgaaization pertaining to
employee work performance, the collective agreement

After the issuance of the order a personal cardFi6-2) is issued and an
entry in the work record card is made.

Autobiography — a document which the author makesis own, and
although there is no standard form of autobiograpimgl it is made by hand, it
must be reflected in the chronological order ofspregation of his own path of
life, professional and social activity.

Essential elements of autobiography: the nameeoflditument; name and
surname of the author; day, month and year of jbirtformation about the
parents, indicating the surname, name, patronyamcey year of birth and place
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of employment; education (time and place of trajimand the profession;
motion at work; the last place of employment; redgarand incentives;

participation in public work; marital status, inditng the surname, name,
patronymic name, year of birth of wife (husbandjildren and their place of
work (study); home address and telephone numbde d& preparation of

autobiography and personal signature.

Characteristic — a document that contains a description of typécal
distinctive features and qualities of the workerd aeflects the opinion of the
administration of it.

Characteristic is made by administration of theemarise at the request of
the employee, other organizations. Form of charatite can be applied in the
design a recommendation letter to the employee.

Characteristic typically includes the following ammation:

— the name of the document type;

— introduction, including basic personal data ¢ #mployee (surname,
first name, patronymic name, date of birth, edwrata position a structural unit
in which the employee works, the experience oflosk at the enterprise);

— the main text, which specifies the professionahlijes, moral and
psychological qualities, personality traits, masiéel in relation to employment
duties, the general attitude to work, stages offgssional growth, the
availability of awards, communication skills, i.eapility to communicate,
collaborate, lead,

— the final phrase "Characteristic is given fongmg in ...";

— a reference to the date and number of minutéseofneeting of social
organizations, if is approved by the charactesdinis social organization;

— the signature of the director and, if in the tingf of the characteristic
public organization is involved a, the signature tbé head of a public
organization;

— printing, assuring signature of the head.

Characteristic is made in two copies, when it'siglesd, on the second
copy visas are placed by immediate supervisor ®@fthployee, i.e. head of the
unit, which employs the characterized, and the he&dunit of social
organization in this division, if any.

The work record card is the basic document on eynpdmt rights.

Work record cards are conducted on all employees mdve worked in
the organization of more than 5 days, includingseaal and temporary workers,
as well as supernumerary workers, provided that #re subject to state and
social insurance.
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Persons arriving at work must present a work re@aml issued in the
prescribed manner to the administration. Hiringheitt work record card is not
allowed. When registering to work in part-time, enédn employment contract,
under the contract work record card is not presemerecord of this kind of
work can be done in the employee work record cardhle administration of
company at the main place of his work, provided tha employee will present
a certificate of additional employment.

Those, who coming to work for the first time, mpstsent a certificate of
the last session, issued at the place of residancedischarged from the Armed
Forces — the military card tbhe administration.

Filling work record card for the first time made the administration of
the company in the presence of the employee net tahn one week from the
date of employment. Moreover, the employer — nétpeason has no right to
produce employment records of employees, as wetbassue work record
cards to workers recruited for the first time.

Provided by the rules of conducting work recorddsanformation about
the employee, indicated on the first page (titlgg)aof work record cards are
filled as follows: surname, name and patronymic @aane specified in full,
without reducing or replacing the name and middlee initials, date of birth
recorded in full (day, month, year) on the basishef passport or other identity
document, such as a military identification car@sgport, driving license, etc.

Information about education (general, professioetd,) is recorded only
on the basis of duly certified documents: passpertjficate, diploma, etc.

After specifying the date of filling work recordrcaof the employee with
his signature on the first page (title page of wasord card) assures the correct
entry of data.

The first page (title page of work record card)nsiglso the person
responsible for issuing of work record cards, ahdntis stamped by the
organization (stamp of personnel department ),hiclwwas first filled the work
record card.

With each record introduced in the work record cafdhe work done,
transfer to another permanent work and dismisgaéthployer must inform the
owner against receipt in his personal file, in vilhiepeated entry, entered in the
work record card.

Particular attention is paid by the rules to tlsaiesof work record card at
dismissal: "The employer must give the employeenusk record card with the
amended record of dismissal at the day of dism{¢sallast day)."

"The date of dismissal (termination of employmeastgonsidered the last
day of work, unless otherwise is provided by laahdr contract or agreement
between the employer and the employee."
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In sections of work record card, containing infotim on the work, or
information about the awarding, strikethrough inaecies or incorrect entries is
not permitted, but a change in the recording madedllity and making the
correct entries.

Penalties in the work record card are not written.

Work record cards are a document of strict redisina

Transfer of the employde another positions carried out on the basis of
the statement of the employee, and in some casesh¢ production need)
temporary transfer to another position can be madethe basis of acts,
memoranda, certificates and other documents.

A standardized format for the transfer, which ides the following
details, is developed:

— the name of the structural unit;

— the name of the type of document;

— date;

— registration number;

— place of preparation;

— destination;

— the title of the text;

— text;

— signature.

For example:

3ASBJIEHUE

[Ipomy nepeBecTr MEHS HA TOJKHOCTh

Haumenosanue oonscrnocmu

Haumenosanue cmpykmyproeo noopasoenenus
B CBSI3U
Ipuyuna nepesooa

Tloonuce pabomnuxa Pacuugposra noonucu

Hara

This statement can be written in a general forrmroa standard sheet of
A4 paper. The destination of application for transfo another job applicant
indicates his post.
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The notion of translation, prepared by the headhef structural unit,
addressed to the head of the organization, and @tesideration by the head is
the basis for the issuance of the order to transfehe employee to another
position.

The application for leave on large enterprisesadsoin the stencil form,
executed in hard copy.

The types ofapplicationsas an application for astudy leavematernity
leave etc, must include in the text a reference to the erist of the required
documents (medical certificate, certificate of ssd etc.), without which the
qguestion of the leave is not possible. In theses;abe relevant documents are
submitted for consideration together with the aggtlon.

Recruitment, relocation of the service, dismispabyvision a leave, free
ads promotions, application of measures againdateis of discipline, etc.
issued byorderson staff

Orders on staff are made on general blanks. Initlleeof the text of the
order is written: "About hiring" and "About transfing to another job", "About
the dismissal’, "About the leave,” "About encoumagat”, "About
infringement,” "About imposing penalty” etc.

After issuing the order is necessary to recordituesfer of the employee
to another position in the work record card in pleesonal card (formYe T-2 or a
personal file).

Dismissal of an employee of organization is mad¢éhatrequest of the
employee, at the initiative of the organizatiorfarother reasons.

The basis for the issuance of the order on stafi statement of the
employee, the employment contract expired, repmtatements and other
documents. In the text of the dismissal order nfigsindicated the reason for
dismissal.

After issuing the order of dismissal of the empkye his personal file
and in the work record card is made a record.

Personal file. The main document on accountingsth# of the enterprise
is a form of personal card T-2, which is put onthk employees taken on a
permanent or temporary work.

All entries in the cards are made on the basis@fdocuments submitted
by an employee. Date of completion of personal dikel personal signature of
the employee are required.

The most important are the sections relating to dappointment and
transfer and the date and reasons for dismiss#iieEnn these sections should
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include a reference to the date and number of sroierappointment, transfer or
dismissal of the employee. In the section on th@oagpment and displacement
at the end of each entry should be a signatureeoémployee.

When dismissing of the employee number and datieeobrder entered in
the card, the reasons for dismissal are indicdtbis. information must be filled
with special care, as they often serve as the basisnfirm length of service.

Personal cards are filled with the person resptas$ds working with the
staff or the secretary-referent. All entries mustwathout cuts. Personal card is
put on the worker in a single copy, stored in a&dgafa separate file cabinet,
compiled in alphabetical order.

At many enterprises personal cards of employeedlacewith using a PC.

Lettersof invitation

A letter of invitation — official letter, a kind otter of notification. It
differs from the letter of notification by thatean not be made out on a form,
have different size, color. When making the lettefs invitation various
elements of decoration text — decoration, drawietfs,can be used.

Business invitation letter — an invitation for someents: conferences, job
interviews, exhibitions, meetings, concerts, clyaitent, seminars, etc.

The text of the invitation should contain clear apkcific information
about the date and venue of the celebration. Ttter lean be addressed to a
single person or several at a time.

A letter of invitation is sent, usually for a fevays or even weeks before
the event.

It is advisable to send a letter of response topitugosal, even if the
refusal of the proposal. Refusal is necessary tmdtate politely, specify the
reason for refusal, even invented. Making the detfeinvitation is carried out
according to the rules established for the busilettes.

A letter ofcongratulation

A letter of congratulation — official letter, drawrp in special occasions
associated with significant events in the positidrthe official organizations,
institutions and enterprises.

Letters of congratulations, as a rule, are macde firee form, can be both
small in volume — one or two sentences, and bigiginoln the latter case, the
letter of congratulation outlines the basic stagfdge, activities of the person to
whom congratulations are addressed, the most igpoof his achievements. If
the letter is addressed to the organization astrtsctural division, it outlines the
most important and significant achievements ofditganization or department.
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The letters of congratulations, the following kdyases:

Ilo30pasnsem Bac 6 ceasu c ...

Hckpenne nozopasnsiem Bac c ...

Ipumume Hawu uckpenuue no3opasieHus 8 Ce:3U C ...
Cepoeuno nozopasnsem Bac c ...u m.n.

Letters of congratulations can be issued not omlythe blanks of
organization, but also on special paper of varieotors, decorated with

ornaments, water marks, having a large density, etc
Letter ofcondolences

Letter of condolence — an expression of sympatler seme sad event or

loss: condolences for the death, accident, etc.

A letter of condolence is made in free form; regisbn is carried out on
the organization's letterhead or on a postcardesidpy the head of the company
or other authorized person. A letter of condolesheuld contain warm and

sincere words of support.
For example:

Mui 2nyboko oneuanensvt uzgecmuem o ... U XOmum 8blpa3ums UCKpeHHee
cobonesnosanue Bam u opyeum compyonuxam Baweti gpupmor.
Ipumume, noscanyiicma, Hawiu UCKperHue co00Ne3H08AHUS NO NOBOOY

s nac 6v110 02pOMHBIM NOMPACEHUEM U3BEeCMUE O ...
Xomum evipazums Hauty 21yO60KyI0 CKOpob o NOBOIY ...
Mbi 6v11U 271Y60KO 020pHeHbl, Y3HAG O ...

Ham mpyono nosepums neuanbHomy u3zgecmuio o ...
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