PykoBoAcCTBO no ne4yaTtu
Ctp. 11318

PykoBOoACTBO Mo ne4yatwu

3arpy3ka noTtka Ha 250 unu 550 nuctoB

A BHUMAHUE-BO3MO>XHOCTb TPABMbI: [1na ymeHbLIeHUA pucka HecTabunbHOM paboTbl 060opynoBaHUA
3arpy>ante Kaxablii NOTOK oTAenbHO. OcTanbHble IOTKM AEPXUTE 3aKpbITbIMK A0 TEX NOP, NOKA OHU He
noHapobATcA.

1 W3BnekuTe NoTok.
MpumeyaHunsa.

* [lpu 3arpy3ke bymaru chopmata Folio, Legal nnm Oficio npyunogHMMuTE NOTOK U BLITAHUTE €rO.

* He oTcoeanHAnTe NOTKMN BO BpeMA nevaTu 3a4aHuA, a Takxke npu oTobpakeHnn Ha gucnnee npuHTepa
COO06LEeHNA Baustr. ITO MOXKET MPUBECTU K 3amMATUIO Bymaru.
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PykoBoAcCTBO no ne4yaTtu
Ctp.2u3 18

2 MMocTaBbTe HanpaBnAlLWME B NOIOXEHUE, COOTBETCTBYOLWee hopmaTy 3arpy>kaemoi 6ymaru, u noaBUHbTE Ha
CBO€ MeCTO [0 LYesIHKa.

MpumeyaHue. Vicnonb3oBaHue MHAMKATOPOB hopmMaToB ByMaru Ha AHULLE NOTKa YNpoLaT HACTPONKY
HanpaBnALWKX.




PykoBoAcCTBO no ne4yaTtu
Ctp.3u318

3 P836J'IOKMpyI7ITe HanpaBnAKLWYO ONWHbI, COOKMUTE, a 3aTeM 3aABUHbTe BCNoMOoraTesibHyt0 HanpaBnAloLWYyo
ANWHDbI B NpaBuiibHOE NMONoXXeHne AOnA 3arpy>xaemoro cpopmaTa 6ymarw.

MpumeyaHusa.

* 3abnoKupyrTe HanpaBnALWY ANMUHbBI ANA BCeX hopMmaTos bymaru.
* licnonb3oBaHWe UHANMKATOPOB (hopMaToB Bymarm Ha AHuLLE NOTKa YNPOoLLaoT HaCTPOMKY HanpaBnAoLWmX.




PykoBoAcCTBO no ne4yaTtu
Ctp.4u318

4 V30rHMTE CTOMKY HECKOJIbKO pas B pa3Hble CTOPOHLI ANA pa3aeneHna NUCTOoB, 3aTeM nponucTanTte ee. He
3arpy>xanTe 6ymary co cknagkamu u crubéamu. BeIpoBHAWTE KpaA CTOMKM Ha NOCKOWN NOBEPXHOCTMU.

5 3arpysuTte cTonky 6ymaru CTOPOHOW AnA neYaTl BHUS.

MpumeyaHune. Ybeauntecb B TOM, 4TO Bymara 3arpy>keHa npaBuUIbHO.

* CyllecTBYIOT pasHble cnocobbl 3arpy3kn UPMeHHbIX 611aHKOB B 3aBMCUMOCTY OT TOr0, YCTAHOBIIEH NN
AOMONTHUTENbHbLIV OPOLLIOPOBLUMK.

Be3 pononHuTenbHOro 6polopoBLMKa C ponosiHUTEeNIbHbIM 6pOoLUIOPOBLMKOM

[BYyCTOPOHHAA NeyaTb [BYyCTOPOHHAA NeyaTb

* [pu 3arpyske nepgopmrposaHHor Bymaru onAa ucnosib30BaHnA B 6pOLLIOPOBLLMKE, ybeauTech, HTO OTBEPCTUA
BAOMb AJSIMHHOIO Kpasd 6yMarn HaxoA4ATCA C MpaBoW CTOPOHbI JIOTKA.

OAHOCTOPOHHHH neyatb ﬂByCTOpOHHHH neyatb

G J

MpumeyaHue. Ecnu oTBEPCTUA HA ANTMHHOM CTOPOHE NUCTAa pacrnonaratTCA C IEBOM CTOPOHDI 10TKa,
MOXET BO3HUKHYTb 3amATue Gymaru.



PykoBoAcCTBO no ne4yaTtu
CTtp.5u318

* He npunaranTte ycunua npu sarpyske 6ymaru B NOTOK. 3arpy3uTe CTOMKY B JIOTOK, Kak NOKa3aHo Ha pUCYHKE.

* YbeamTecb B TOM, YTO CTOMKA 6ymara He npesblllaeT CMJIOWHYH YepTy, KOTOpaA yKa3biBaeT MakCcumMmarnibHoe
HanoJiHeHune.

NMPEAYNPEXOEHUE. Bo3MOXXHOCTb noBpexaeHua: [NepenonHeHne NoTka MOXXET NPUBECTU K
3aejaHuio bymaru.



PykoBoAcCTBO no ne4yaTtu
CTtp.61318

¢ [1p1 Ucnonb3oBaHUM KapTo4eK, STUKETOK MW APYrx TUMOB cneuunanbHblX HocuTenen ybeantech, 4To bymara
He MpeBbIWaeT NYHKTUPHYIO JIMHWIO, KOTOpas yKasblBaeT MakcUMasibHOe HanofHeHe.

6 [lnAa 6ymaru nonb3oBaTenbckoro unu doopmata Universal oTperynupyinte nonoxeHune Hanpaenawowmx dymarmu,
4YTOObI OHU Crierka Kacanmcb CTONKN U 3adoUKCUPYnTe HanpasnAaloLyo ASINHbI.

7 BcTaBbTe NOTOK.

8 B meHio «bymara» Ha naHenu ynpasneHuA NpuHTepa 3aganTe Tun u coopmat 6ymaru B COOTBETCTBUM C
3arpy>eHHou B NOTOK Bymaromn.

MpumeyaHue. YKaxuTe npaBunbHbii oopmat n Tmn bymaru, 4Tobbl n3bexkaTb 3aMATUIA Bymarm n Hernonazgok,
CBA3aHHbIX C KA4YECTBOM nevatwu.



PykoBoAcCTBO no ne4yaTtu
Ctp. 71318

3arpy3ka 6ymaru B noTtok nogayuv Ha 2100-nuctoB

A BHUMAHUE-BO3MOXXHOCTb TPABMbI: [1nA ymeHbLUeHNA pucka HecTabunbHo paboTel 060pyaoBaHNA
3arpy>kanTe Kaxapli NOTOK oTAenbHO. OcTanbHbIe NOTKU AEPXUTE 3aKpbITbIMK A0 TEX NOp, NOKa OHU He

noHagobATcA.
1 WsBnekute noTok.
2 HacTpoiiTe HanpaBnAoLMe WUPUHbI U OJIVHbI.
3arpyska 6ymaru popmata A5

a [loTAHuTe, a 3aTeM NepeaBMHbTE HanpPaBNAOLLYIO WNPWHBI B MOMOXEHWE, COOTBETCTBYIOWEee hopMaTy
6ymaru A5.




PykoBoAcCTBO no ne4yaTtu
CTtp.8u3 18

6 CoxmuTte, a 3aTem 3a4BVNHbTE HanpasnAKLYIO ANIUHLI B NOI0XEeHWe ana cpopmarta 6ymaru, noka oHa He
BCTaHeT Ha CBOe MeCTO CO LLe/THKOM.

B lI3BneknTe HanpaBnAwoLWwyo AnuHbl ana gopmata A5 13 gepxxarens.

r YcTaHoBMTe HanNpaBnALWYy ANUHbI AnA hopmaTa A5 B NpeaHa3HauYeHHbI AnA Hee ChoT.

MpumeyaHue. BcTaBbTe HanpaBnaLWyO ANvHbL AnA chopmaTta A5 Ha MeCTO, HaXkaB Ha Hero A0 Lyes1dka.
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PykoBoAcCTBO no ne4yaTtu
CTtp.9u3 18

3arpy3ka 6ymaru cpopmata A4, letter, legal, oficio u folio

a [lloTAHUTe 1 BbIABMHBLTE HaMNPaBAOLWYIO LWWPWHBLI B NOMOXEHUe, Tpebyemoe AnA copmata 3arpy>XeHHOM
6ymaru.

6 Ecnv Hanpasnsawoowan AnuHbl ana doopmata A5 He yaaneHa ¢ aepkartens, ussnekute ee. Ecnu
HanpasnAwLwwaa AnvHel anAa popmata A5 nssneyeHa, nepenaute K wary d.




PykoBoAcCTBO no ne4yaTtu
Ctp.101n3 18

B YcTaHOBUTE HanpaenALLyo AnvHbI Ana dopmata A5 B fAepxaTerb.

r lMocTaBbTe HanpaBnALLYIO AIMHbI B NMOSIOXEHWE, COOTBETCTBYIOLEee hopMmaTy 3arpy>xaemMoin bymaru, u
NOABMHbTE HA CBOE MECTO [0 LYE/TYKa.

3 W3orHnTe cTONKY HECKOJIbKO pa3 B pa3Hble CTOPOHbI AN1A pa3aesieHna NUCToB, 3aTeM NponucTainTte ee. He
sarpy>xanTe 6ymary co cknagkamu u crub6amu. BeIpoBHAWTE KpaA CTOMKM Ha NOCKOWN NOBEPXHOCTM.




PykoBoAcCTBO no ne4yaTtu
Ctp.11 1318

4 3arpysuTte cTOMKy Gymaru CTOPOHOW ANA neYaTn BHAS.

MpumeyaHune. Y6eamtech B TOM, 4TO Bymara 3arpy>keHa npasusibHO.

e CylecTBYyIOT pasHble cnocobbl 3arpy3kn OUpMeHHbIX 6/TaHKOB B 3aBUCUMOCTM OT TOrO, YCTAHOBJIEH NN
[OMONHUTENbHbIA OPOLLOPOBLUMK.

Be3 pononHuTenbHOro 6polopoBLMKa C ponosiHUTEeNIbHbIM 6pOoLLIOPOBLMKOM

OJOHOCTOPOHHAA nevaTtb OJHOCTOPOHHAA nevyaTb

,D,BYCTOpOHHFlFl neyaTtb ,D,ByCTOpOHHFlFl nedvyaTtb

* [pu 3arpyske nepgopmrposaHHor Bymaru onAa ucnosib30BaHnA B 6pOLLIOPOBLLMKE, ybeauTech, HTO OTBEPCTUA
BAOSIb ANIMHHOIO KpaA bymaryu Haxo4ATCA C NPaBOW CTOPOHbI NTIOTKA.

OAHOCTOPOHHHH neyatb [IBYCTOPOHHAA nevyatb

\ J

anME'-IaHMe. Ecnn 0TBEepCTHA Ha OIVHHOWN CTOpPOHE NInCTa pacnonararTCA C nesown CTOPOHbI JTOTKa,
MO>XeT BO3HUKHYTb 3aMATUE 6y|v|ar|/|.



PykoBoAcCTBO no ne4yaTtu
Ctp. 121318

* Y6eauTechb B TOM, YTO BbICOTa CTOMKM 3arpy>KeHHON Bymarn HUXxe nHauKaTopa MakcumasibHOW 3arpysKu
bymaru.

MPEOYNPEXAEHUE. Bo3aMoXXHOCTb NoBpeXxAaeHUA: [epenonHeHne noTka MOXET NpUBeCcTU K
3aegaHuo bymarw.

5 BcTaBbTe NOTOK.

MpumeyaHue. BcTaBbTe cTONKy Hymaru BoO BpemA YCTAHOBKU NOTKa.



PykoBoAcCTBO no ne4yaTtu
Ctp.1313 18

6 B meHto "Bymara" Ha naHenu ynpasneHuA NpuHTepa 3ajante Tun u oopmaTt B COOTBETCTBUM C 3arpy>KeHHOW B
NOTOK Bymaro.

MpumeyaHue. YKaxuTe npaBunbHeii doopmat n Tmn Bymaru, 4Tobbl n3bexxaTb 3amMATUA Bymarm n Hernonazaok,
CBA3aHHbIX C KAYECTBOM MNeyaTw.

3arpyska B MHOrouesieBoe yCTPOMCTBO nogayu
1 MoTAHWUTE BHU3 ABepuy mHorouenesoro yCTpOIZCTBa noga4yu.

MpumeyaHue. He 3arpyxaiTe 6ymary B MHOroueneBoe yCTPOWCTBO NoJayv 1 He 3akpbiBaiTe ero Bo Bpema
neyartu 3afaHus.




PykoBoAcCTBO no ne4yaTtu
Ctp. 141318

2 3BnekuTe packnagHyro 4acTtb MHOrodenesoro yCTpOﬁCTBa nogadn.

MpumevaHune. OCTOPOXXHO NPOABUHBLTE pacKnagHylo YacTb TakMum 06pa3om, YToObl MOMHOCTLIO BblABUHYTH U
OTKpPbITb MHOrOLIENIEBOE YCTPONCTBO NOAAYMN.

3 [lNepenBuHbLTE HANPaBMAIOLLYIO WMPWHLI B MOSIOXeEHWe, Tpebyemoe aAnA hopmaTta 3arpy>KeHHon bymaru.

MpumeyaHue. Vicnonb3oBaHue MHAMKATOPOB hopmMaToB ByMarn Ha AHULLE NOTKa YNpoLaT HACTPONKY
HanpaBnALWKX.



PykoBoAcCTBO no ne4yaTtu
Ctp. 151318

4 ToaroToBbTe Bymary Unu cneumanbHbll MaTepuan AnA 3arpy3ku.

® V30orHnte cTonky 6ymarn HECKOMbKO pa3 B pasHble CTOPOHbI ANA pasgeneHnAa NMCToB, 3aTeM NponmcTanTe
cTonky. He 3arpyxanTte 6ymary co cknagkamu n crubamu. BoelpoBHANTE KpaAa CTOMKK Ha MiIOCKOMn
NOBEPXHOCTMW.

¢ [lponucTanTe CTOMNKY NpPo3payHbIX NIEHOK, YAEPXKMBaA ee 3a Kpad. BelpoBHANTE Kpas CTONKM Ha NIOCKON
NMOBEPXHOCTM.

MpumeyaHue. He goTtparnesanTech 4o pabo4dert CTOPOHbI NPo3padHbiX MeHoK. CneauTe 3a Tem, YTobbl He
nouapanaTb NJIEHKN.

® /30rHnTE CTOMNKY KOHBEPTOB HECKOJIbKO pa3 B pasHble CTOPOHbI ANA pa3aeneHnA KOHBepPTOB, 3aTeM
nponucTanTe cTonky. BblpoBHANTE KpaA CTOMKK Ha NIOCKON NOBEPXHOCTH.

5 3arpysute 6ymary nnu cneumasnbHbiii MaTepuarn.

MpumeyaHue. OCTOPOXHO 3arpy3uTe CTOMKY B MHOroLEeneBoe YCTPOWCTBO Nodayu Ao ynopa



PykoBoAcCTBO no ne4yaTtu
Ctp. 161318

* 3arpy)kante 04HOBPEMEHHO MaTepuanbl 0gHOro opmara u Tmna.

* YbeamuTecb B TOM, YTO 6ymara He npu>Xxata njoTHO K KpaAM MHOrouesiesoro yCTpOlZCTBa nogavu, He
OTKJTOHAEeTCA OT NOPU30OHTAasIbHOro NONo>XeHnA, He N30rHyTa n He NSMATa.

e CylecTBYIOT pasHble cnocobbl 3arpy3kn OUpMeHHbIX 6/1TaHKOB B 3aBUCUMOCTM OT TOrO, YCTAHOBIEH NN
[OMONHUTENbHbIA OPOLLOPOBLUMK.

Be3 pononHuTenbHOro 6polopoBLMKa C ponosfiHUTEe NIbHbIM 6pOoLUIOPOBLMKOM

O,D,HOCTOpOHHHH neyvyaTtb O,ElHOCTOpOHHFlFl neyaTtb

,D,BYCTOpOHHFlFl neyvyaTtb ,D,ByCTOpOHHFlFl nedvyaTtb

\ J

e [pu 3arpy3ske nepgopupoBaHHoOn Bymaru Ans Ucnonb3oBaHUA B 6pOLLIOPOBLUMKE, Y6eaAnTech, YTO OTBEpCTUs
BLO/b AJIMHHOTO KpaA Bymarn Haxo4ATCA C NPaBoi CTOPOHbI NOTKa.

OAHOCTOPOHHFIH neyatb [IBYCTOPOHHAA nevyatb

G J

anMe'-IaHMe. Ecnn 0TBEepCTMA Ha OINVHHOWN CTOpPOHE NInCTa pacnonararTCA C nesown CTOpPOHbI JTOTKa,
MO>XeT BO3HUKHYTb 3aMATUE 6y|v|ar|/|.



PykoBoAcCTBO no ne4yaTtu
Ctp. 171318

® 3arpy>kanTte KOHBEPTbl CTOPOHOM C KilanaHOM BHU3 1 BIEBO OT MHOIOLENIEBOro yCTPOMNCTBA Nogauun.

g

NPEAYNPEXOEHUE. Bo3mO)>XHOCTb NOBpEeXAEHUA: 3anpelaeTcA neyatartb Ha KOHBepTax ¢
MapKamu, 3acTexXxKamu, 3allenkamm, okHamu, penbedHbiM NOKPbITUEM U CaMOKNEALMMUCA NOSTIOCKaMN.
Takne KOHBEPTbI MOTYT CEPLE3HO MOBPEAUTL MPUHTEP.

* Y6eouTecb B TOM, YTO TONLUMHA OObLIYHON N cneumanbHon Bymarn HuXe yKasaHHOro MakCMManbHOro
YPOBHA 3anonHeHna Gymaromn.

NPEOYNPEXAEHUE. Bo3amo)XHOCTb noBpeXxaeHuA: NepenonHeHne yCcTponcTea nogadm MoxeT
nNpMBECTN K 3aedaHuio bymaru.



PykoBoAcCTBO no ne4yaTtu
Ctp. 181318

6 [1nA 6ymarn nonb3oBaTenbCKOro Un yHMBepcanbHoro doopMaTa oTperynmpynTe nonoXxeHne HanpaBnaoLwmx
LUMPWHBI, 4TOObI OHU Crierka Kacanucb CTOMKM.

7 B meHo «bymara» Ha naHenuv ynpaeneHvA NpuHTepa 3apanTte Tun u popmat 6ymarm B COOTBETCTBUM C
3arpy>eHHou B NOTOK Bymaromn.

MpumeyaHue. YKaxuTe npaBunbHbii oopmat n Tmn 6ymaru, 4Tobbl n3bexkaTb 3aMATUIA Bymarm n Hernonazgok,
CBA3aHHbIX C KA4YeCTBOM nevatwu.

3apaHuve cpopmaTa v TUna 6ymaru

1 Ha naHenu ynpaBnenus npuHTepa BbibepuTe:

4\ -
>Hactpouku >m >MeHto «bymara» >m >MeHio «®opmat 1 TMn 6ymaru» >m

2 HaxuvmainTe KHOMKY CO CTPENKON BBEPX UMM BHU3, YTOObI BbIGPaTh HYXXHbIV JIOTOK, @ 3aTEM HAXKMUTE KHOMKY

3 HakumaiTe KHOMKY CO CTPEesikoi BBEPX UNu BHU3, YTOObI BbiOpaTb HY>HbIN hopmaTt 6ymaru, a 3aTem HaxXMuTe

KHOIMKY m

4 HaxxumanTe KHOMKY CO CTPESIKOW BBEPX UM BHU3, YTOObI BbIOpaTb HY>XHbIN hopmaTt bymaru, a 3aTem HaxXMuTe

KHOMKY m YTOOblI UBMEHWUTb HACTPONKMN.
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