YK 659.443

A. . dappaxosa — cTyaeHTKa kadepbl 3NEKTPOHHON KOMMEPLMW U MApKETUHIa
J1. B. Pydakoea (kaHA. 9KOH. HayK, [0Ll.) — Hay4HbI pyKOBOAUTENb

BHYTPEHHUE U BHELUHUE NMUAP-OOKYMEHTbI

Hu ogHy pedTenbHOCTb B 06nacT nuapa Henb3s npeactasuTb 6e3 NpodeccnoHanbHbIX BHYTPEHHNX
W BHELWHWX nuap-aokymeHToB. OCHOBHOM 3aaaqeil Nnap-LOKyMEHTOB SBMSIETC WHGOPMMpOBaHWe 1 yoexae-
HWe LeneBon ayantopuu. MNevaTHoOe CroBO BbICTYNAET B HUX B KAY4eCTBE YHWBEPCANbHOMO UHCTPYMEHTa A0-
CTWKEHWS B3aUMOMOHUMAHNA MEXIY OpraHu3auuen u ee LenesbiMu ayautopusamu. Hanucanve noboro nuap
- MaTepuarna HauMHaeTCs C OnMUcaHUs CreayrLmnx ArIeMEHTOB: NpeaMeTa NiaHupyemoro MaTepuana; Koye-
BbIX uaen; obbema v opmata byayllero Matepuana; HasHavyeHus 1 Lenu Matepuana; Tuna Lenesoi ayau-
TOpUK; hOPMbI U CPEACTBA Nepeaayn CoobLLEHNs; OPUTMHANBHOCTY; BPEMEHHBIX paMOK. BHyTpeHHWe [oKy-
MEHTbI ONpesensioT OpraHn3aLyOHHY0 OCHOBY CTpaTernyeckon u onepaTUBHOM nuap-aesTensHocTh. K Takum
[OKYMEHTaM OTHOCSATCS KOHLENUuM, BomxeTbl, NPeanoXeHns, nnaHbl MEPONpUATUA. BHELLHWE [OKYMEHTbI
npeacTasnsoT cobon NPoayKTbl NUap-4esTenbHOCTU. JTO Takue LOKYMEHTbI, Kak Npecc-peniusbl, katanoru,
BpoLutopbl, rofoBbIE OTYETHI U T.4.

Mpecc-penus (oT aHrn. press-release — BbIMyCK 471 NPECChl) — «CneLmarnbHbli BonneTeHb 4ns pa-
BOTHMKOB NeyaTty, pagno, TeneBuaeHNs, coaepxallnin JOKYMEHTbI 1 MHopMaLmio, nognexatymne CpoYHOMy
onyBrMKoBaHMIO U pacnpocTpaHeHuio». [MaBHas 3agava Takoro JOKYMEHTa — 3T0 OMOBeLLEHWEe XypHaIUCToB,
a 3aTeM W LUMPOKOro Kpyra YutaTesnein 0 CobbITuM, MEILLEM OBLLECTBEHHYIO 3HAYUMOCTb.

lMoBo4OM HanucaHus npecc-pennsa MoXeT ObiTb Ntoboe cobbiTue, KoTopoe TpebyeT WKPOKoK ornac-
Kn. Hanpumep, 3anycku HOBbIX MPOEKTOB, NMPOBEAEHWE aKUuii, BbICTABOK. XOPOLUWIA NPecc-penns [OMmKeH
BbIThb: MaKCUMasbHO cofepxaTtenbHbIM, rPaMOTHBIM, YBnekaTenbHbIM. Knaccuyecku CoCTaBneHHbIN npecc-
penun3 OCHOBBLIBAETCA Ha «MpUHLUMME NUpamMuibl». B COOTBETCTBUM C 9TUM MPUHLMMOM TEKCT JOMKEH CTPO-
UTbCA cneaytoLym 06pa3om: 3aromnoBok, NG — nepBbid ab3all, OCHOBHAs YacTb, MHAOPMaLMS O KOMMaHUW 1
ee [eaTeNlbHOCTU, KOHTaKTHbIe JaHHble [1].

BakrpayHaep — WMHGOPMALMOHHBIA MaTepuan, NpeacTaBnsowmii He06XoauMy NHGOPMaLMIO O
npocpune paboTbl OpraHn3aLmm, ee NPOAYKTaX W yCryrax, UCTOPUM CO30aHNs 1 pasBuThs U ap. O maTepua-
bl HE HECYT XapaKTepa HOBOCTU U SBRAKTCA MHAOPMaLMOHHBIM NPOAYKTOM, KOTOPbIA CTAHOBUTCS XOPOLUMM
[OMNONHEHNEM K npecc-penudy. BomblUMHCTBO 63krpayHAepOB COCTOMT W3 CREAyHLLMX YacTeir: 3arofnoBok,
UCTOPUS BOMpPOCA, PasBepHyThIe CBEAEHUS O MpeaMeTe MHAOPMaLMOHHOrO MaTepuana [3).

Mpecc-KUT SBNAETCH OOHUM W3 rMaBHbIX NWAaP-LOKYMEHTOB, TaK Kak OH akkymynupyeT B cebe He-
CKOIbKO BMAOB Nap-mMaTepuanoB M LWMPOKO MCMONb3YeTCs BO BPEMS MPECC-KOH(EPEHLMI, Npe3eHTaLui,
BbICTABOK, rOA0BbIX COOpPaHMM akUMOHepoB, creunansHblx meponpusaTuil. OCHOBHas 3ajaya npecc-kuta —
NpeaoCcTaBUTL CPeACcTBaM MaCCOBOM MHOPMALMK UCHEPNBIBAIOLLYIO MHGOPMALMI0 O NpoucxoasiyemM cobbl-
TUM 1 €r0 OCHOBHbIX AeNCTBYIOWMX nuuax. MuHUManbHbIM Habop AOKYMEHTOB [N MPeCcC-KuTa BKIOYAET:
npecc-penus, MHGOPMaLMOHHOEe MMCbMO, BPOLLIOPY, KOpropaTUBHOE M3AaHKe, TOA0BOM OTYET, buorpadms ¢
coTorpacpuamu. CogepxaHue npecc-kuta BO MHOrOM 3aBUCUT OT TOr0 MeponpusaTUs, AN KOTOPOro OH roTo-
BUTCS. ECnu pedb uaeT o BbICTaBKe, akuuu Uiv ApyroM cneuunarnsHoM cobbITum, TO AN1s XypHanucToB 06s3a-
TENbHO rOTOBUTCSA NpOrpaMMa MepomnpusTUs 1 KapTa-Cxema OCHOBHbIX 06BEKTOB. B TOM cryyae ecnm npecc-
KWT pacnpoCTpaHseTCs Ha rOAOBOM COOpaHUM aKLMOHEPOB, OOHWUM W3 BKMKOYEHHBIX JOKYMEHTOB CTaHOBUTCS
rofoBoi 0TYeT [2].

dakTnyeckan cnpaBka COAEPXWUT CpaBoOYHble AaHHble 06 opraHM3auuu, ee ToBapax U ycnyrax.
OTOT MHDOPMALMOHHBIA MaTepuan 3aHuMaeT 1 — 2 CTpaHuLbl U UCMOMNb3YeTCs B OCHOBHOM At CBEAEHWN,
coaepxaiymx 60nbLIOe KONMYECTBO (PUHAHCOBOMN M TEXHUYECKOW MHGOpMaLmK, rpadmkos u Tabnuy. Obunue
LUndop, KOTOpOe SBMSETCS U3MUILHAM B NPECC-penuse, HaxoauT OOMKHOE MEeCTO B (DaKTUYECKOM crpaske. B
3aBUCMMOCTM OT ayauTOPUK, AN KOTOPOW NpeaHasHavYaeTcs akTuyeckas cnpaeka, oHa Oyget 6onee wnm
MeHee npoeccuoHanbHoi (cneyuansHon) [1].

Buorpadus — 310 0OCHOBHas hakTuyeckas MHpOpMaLmMs O KOHKPETHOM YenoBeke. B npouecce pa-
B0Tbl CO CpeacTBaMM MacCoBOM MHOPMaLMK Nap-CrneLmanncTbl 3apaHee nogroTaBnmueatoT buorpadum py-
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KoBoguTenei. AT0 NPeA0TBPALLAET BOIMOXHbLIE HETOYHOCTM W OLUMOKM XYPHANWUCTOB, Bbl3BaHHblE OTCYTCTBU-
em buorpadmyecknx AaHHbIX O NEpBbIX NWLAx opraHu3aumu. bruorpadmm obsizatenbHO MCNONB3YHOTCA Xy p-
HanmMcTamm B clly4ae BO3HUKHOBEHWS MH(hOPMALMOHHOTO NOBOAA BOKPYr PYKOBOAMTENEN TOW UMW UHOW opra-
HM3aLMK UK rOCyAapPCTBEHHOMO opraHa. K bruorpadmsam o0bbl4HO NpUKNaabIBaOTCSH HECKOMbKO oTorpacui B
pasHo 06cTaHoBKe (Ha paboTe, Ha AeNOoBbIX Neperosopax, B AoMalLHen 06CTaHoBKe M ap.) [2].

3asBneHne Ona npecchbl 3TOT UHGOPMALMOHHBIA JOKYMEHT NpefHa3HayveH ans Cryyaes, korga
PYKOBOACTBO OpraHv3auui, nybnuyHble NOnUTUKKM nn o6LLeCTBEHHbIE AeATeNu XOTAT NyBnnyHO BbiCKalaTh
CBOIO MO3MLMIO MO TOW MK MHOW Teme. MpuHATUE peLleHns 06 ouumanbHOM 3asBNeHUN Ans NPecchl CBs3a-
HO C TaKUM¥ CUTyauusiMK, KOrda NPoUCXOAsLLMe COBbITUS MOTYT OKasaTb BIIUSHWE Ha penyTauumio opraHusa-
Lyn, napTum unu venoseka [1].

3aHumaTenbHaga cTaTbs — 9TO Marepuarn pasBfiekaTenbHOro nnaHa, CBA3aHHbIA C AedTerbHO-
CTbi0 OpraHM3aLuy, KOTOPbIA FOTOBUTCS C LiENbl0 €ro BO3MOXHOM nmybnukaumy B CpeacTBax MacCcOBOM MH-
copmaum. CTUnb 3aHUMATENBHON CTaTbi SBMSETCA NETKUM U HEMPUHYXXOEHHBIM, BKIOYAET B cebs toMop
WpoHuio. Takas ctaTbsl 0BbIYHO CTPOMTCS MO CXEME: ONUCAHWE — OOBACHEHWE — OLIEHKA, U CIYXUT AN UH-
(hopMMPOBaHUS LieNeBon ayanTopun B yBriekatesnbHon opme [1].

Crny4yam 13 XU3HM — 3TOT MaTepuan UCnonb3yeTcs 4ns pacckasa o 6raronpusaTHOM MCMONb30Ba-
HWW NoTpebuTenem NPoAYKTa UK YCAyrn UK 0 paspeLleHnn npobnemHoin cutyauun. OnbIT 0aHOro NoTpebn-
TENA UMK PYKOBOAMTENS MOXET ObITb WHTEPECEH AN ApYroro, No3TOMY CPefcTBa MacCcOBOW WHGopmaLmum
OXOTHO Ny6nuKytoT NopgobHble MaTepuanbl. CTopumn U3 xmsHM 06bI4HO NULLYTCS NO hopMyne: npeacTasre-
HWe Npobnembl, akTyanbHOM Ans 0bLecTBa; NOAXOA K PeLLeHWo 3Toi Npobrembl B OpraHu3aLim; onucaHue
MCMOSb30BAHHOIO peLleHnst NpobnemMbl U ero NPeUMyLLECTB; paclUMPEHIE OMbiTa HA OCHOBE  PeLIEHUS MPo-
Briembl 1 NepcnexkTuBbLI ero Ucnonb3oBaxna [1].

PeknamHbln BykneT — 310 Hane4yaTaHHbIA B OAWH NIUCT peknaMHbIn MaTepuars, cdanbLoBaHHbIN
Takum 06pa3om, YTo nonyvaeTtcs HeborbLlas packnablBaloLasncs «kHxeukay. Mpu narotosneHun bykneTos
He 1CMOrb3YTCS HUKaKE AONOMHUTENbHbIE MaTepuanbl ANs ckpennenus. B Buae GykneToB 13roTaBnmBaioT
He TOMbKO PeKnaMHyto MPOAYKLMI, HO W KapTbl, NyTEBOAMTENM, TeaTpanbHble NPorpamMMKm [2].

PeknamHas Gpolwwtpa — MHOrOCTpaHUYHOE nonurpaduyeckoe nsgenve, LBETHOTO WKW YepHO-
Bernoro ucnomnHeHus. OHa NPeBOCXOAHbIA MOMOLLHWK ANS KOMNaHWIA, 3ab0TAWMXCS 06 UMUIKE U OCMBICIIEHHO
BbICTPAMBAIOLLMX CBOK PEKNaMHYK0 1 KOMMYHUKALMOHHY NOUTUKY. BpoLwiopbl, kKak npaBuno, cogepxar uH-
copmaumio o upme, ee ToBapax W NPeLOCTaBNSIEMbIX Ycnyrax, npanc-nuctel. Hanbonee ontumanbHbIM
CYMTaETCH, KOraa TEKCTOBOE HamMoMHEHWe coveTaeTcs C PUPMEHHBIMM rpathyeckuMm arieMEHTaMM U pasHo-
obpasHoii Bu3yanbHon MHopmauwen (potorpadmu, rpaduka) [2].

PeknaMHbIN KaTanor — 370 XOPOLLO MICTPUPOBAHHOE MHOIOMOMOCHOE COPOLLIOPOBaHHOE U3aa-
Hue, 06beM koToporo Hepeako gocturaet 100 u 6onee ctpanuy. OH MOXET BKMKYaTh B CeBs Kak peknamy
OOHOPOAHbIX, TaK U pPeknaMy camblX PasHbIX TOBApOB, KOTOPbIMKA TOPryeT upma. Ha TUTynbHON CTpaHuLe
KaTanora NOMELLAKTCS TOBapHbINA 3HaK U Ha3BaHue upMbl. Ha nocnegHen ctpaHule 06bl4HO yKa3biBatOTCS
NOMHOe HasBaHWe UPMbl U ee PeKBU3NTLI. PeknamHble kaTanoru, M3roToBneHHble B COPOLLIIOPOBAHHOM BY-
Ae — Hanbonee NHGOPMaTUBHBIN BIL PEKNaMHON NPOAYKUMU. MIMEHHO B peknamMHOM KaTtasnore YenoBek nosny-
YaeT KOHKPETHYH MHGOPMALIMIO 0 BUAAX YCAYr U TOBApOB C LeHamu [2].

®naepbl — 370 HeBOMbLWIKE KPACOYHO OCHOPMIEHHbIE MHADOPMALMOHHBIE COObLIEHNS. B HUX copep-
KUTCA MHGOPMALWS O CKuakax, pacnpogaxax, po3birpbillax M Apyrix npeumyLiecTsax, koTopble, 0bnaaas
bnaepom, nomnyyaet notpebutenb TeX UK WHbIX TOBApoOB unn ycnyr. o aHanoruu ¢ GpoLLOpOn, Au3ainH
tbnaepa onpegenseTcs BKycamu ayautopun, Ha KOTOPYIO OH HanpaeneH. PacnpocTpaHsiotcs dnaepsl ¢ no-
MOLLbO MpsiMoid paccebinku (direct mail), nnbo B mectax BonbWOro ckonneHus nogei (BbIXOAbI CO CTaHLMM
MeTpo, Bonblune MarasuHbl, LeHTpanbHble ynuubl 1 ap.) [2].

[040BOWN OTYET 3TO BAXHENLUMA JOKYMEHT, NPeACTaBNALMA OCHOBHbIE AaHHbIE O JeATENbHOCTM
KOoMNaHuK 3a npowueawnit rog. OH COCTONT W3 ABYX OCHOBHbIX YacTel: CBeAeHNs O IMHAHCOBOW AeATENbHO-
CTU KOMNaHu1 1 obLas nHgopMaums 0 Heé (ee ycnexu Ha pbiHKe, couuanbHas porb, bnaroTBopuTenbHas
[eATenbHOCTb M Ap.). OCHOBHBIMU LieneBbiMI ayauTOPUSIMU, Ha KOTOPbIE HanpaBMeHO U3aaHue rogoBoro OT-
yeta, SABNSAIOTCS: aKLUMOHEPbI, NAPTHEPb! WU KMWEHTbI, IHBECTOPbI, COTPYAHUKM KOMMaHUK, CpeacTBa MacCoBOW
WHdpopmauum [3].



[lesitenbHoCTb Mto6oro cneyyanueTa no nuapy HeMmoCPeACTBEHHO CBsi3aHa C paboTol C nevaTHbIM
CNIOBOM W MOAFOTOBKOWA BCEH COBOKYMHOCTW NMiap-LOKYMEHTOB. [pamoTHOEe MCMonb30BaHWe MeTOAMKM WX
HanuUCaHWsi CTaHOBMTCS OAHUM 13 0a30BbIX YCMOBUA NPOGECCMOHANBHON  COCTOSTENBHOCTM  Mnap-
cneuuanucta. HegoctatouHo MMETh NpeacTaBreHNe 0 CBOEI LIENeBon ayautopum, ¢ Heit He0GXOAMMO YMETb
obuwatbes. Kaxmon Leneson ayautopuu COOTBETCTBYET CBOS Fpynna nuap-4OKYMEHTOB. 3HaHWEe METOAMKN
MOLTOTOBKM M (PYHKLMOHANBHOMO 3HAYEHNS!, KOTOPbIX NO3BOSIAT YCMELLHO peLlaThb rNaBHble N1ap-3agadn -
thopmmupoBaThb 1 ybexaaTb. Ocobyto porb UrpaeT He TOMbKO YMEHWe MicaThb, a CKOPee 3HaHWe, Kak 1 koraa,
MCMoNb30BaThb PasnnyHbIe MNap-LOKYMEHTbI: KOTAA, W B Kakon chopme roTOBWUTb MPECC-KMT, a koraa orpaHu-
YUTbCA MPECC-PENN3OM WUIM MHAPOPMALMOHHBIM NucbMOM. COOTBETCTBIE HOPMbI CHOPMUPOBAHHOTO Nuap-
[IOKyMEHTa Hy)XHOMY MOMEHTY — BaXHblil 3NEMEHT NPOdeCCUOHANBHOMN NaP-KymbTYpbl.
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