YacTHoe 00pa3oBaTeIbHOE YUPEKICHUE BBICIIETO 00pa30BaHuUs
«POCTOBCKUI MHCTUTYT 3allUTHI IPEANPUHUMATEIIS
(PU3II)

YT1Bepxkaaro
Pektop uncturyra
A.A. ITapmuHa

YYEBHO-METOAUYECKUE YKA3AHUA
10 OPraHU3alMH CAMOCTOATEILHOU PAadOThI CTYACHTOB U
IPOBEJIeHUIO

NPAKTUYECKUX (CEMUHAPCKUX) 3AaHATHHI
JACHMUILIMHBI (MOAYJI5)

JIOKyMeHTAMOHHOe o0ecrnevyeHne yrpaBJieHus

(HauMeHOBaHNE TUCIUIUIMHBI (MOIYJIs))

CoenuaiabHOCTh 38.02.01 DxoHOMUKA U
OyXrajaTepCcKui y4eT

dopma 00yueHUs OYHasi/3a09HAs

Pocros-Ha-/lony



IIpakTuueckoe 3anaTue Ne 1 «CocraBiaenue u odopmiieHune 0JIaHKOB

AOKYMEHTOB).

Xapakrtep paOoThl (penpoayKTHUBHBIHI, TOUCKOBBIN).

dopma opraHuzanuu  y4eOHOM  JiesaTeNbHOCTH  yuamuxcsa ((dpoHTanbHas,
IpYIIOBasi, UHAUBUIYaTbHAS).

JlugakTHUeCKre 1eJId MPAKTUIECKONU PabOThI:

—  00001HNTb, 3aKPENUTh TEOPETUUECKUE 3HAHUS 110 TEME;

—  chopMHUpPOBATH MPAKTUUECKUE YMEHUS U HABBIKH.

TpeOGoBaHuUs K 3HAHUSAM U YMEHUSIM yYaIIUXCS.

CTyneHThI JOJIKHBI 3HATh:

—  ompeneneHus: 4to Takoe «JokyMmeHT», « OpuruanbHblii JOKYMEHTY,

«Ilommuanuk», «Komusa gokymenta» — «llogmuHHbIA TOKYMEHT», «I10ITOXKHBIINY,
«Opurunan»;

—  (yHKUMM TOKYMEHTA, MPU3HAKU JOKYMEHTA;

—  CHCTEMaTH3alvIO TOKYMEHTOB IO BUJIaM U TPyTMIIaM.

CTyneHThl JOJIKHBI 3HATh:

- TIOHSTHS: «IOKYMEHT», «PEKBHU3UT JIOKYMEHTa», «OJIAaHK JOKYMEHTa», «OOIIni
OJaHK», «0JaHK TUChMay;

- BUJIbI OJTAHKOB.

CTyneHTbI JOJIKHBI YMETh:

- ohopMIIATH OJTAHKU JJOKYMEHTOB.

Jlutepatypa u cpecTBa oOy4deHUs.

OcHoBHas nuTeparypa:

- «['OCT P 7.0.97-2016. HaumonanwsHblii cTanaapt Pocculickoit denepanumu.
Cucrema craHmapToB 1o WHPOpMANuUH, OUOIMOTEYHOMY W HW3AATEITHLCKOMY JICIy.
Opranu3anmoHHO-paclopsAIUTENbHAS JTOKyMeHTanus. TpeboBaHus K O(OPMIICHUIO
JIOKYMEHTOB).

CpeacrBa HarmsgHOCTH: cxema: «Buuapl OmaHKOB», «YTIJIOBOE€ U HPOJOJIBHOE

pacrionoxxeHue pekBu3uToB B O1anke», «I'OCT P 7.0.97-2016. HanmonanpHbIN cTaHapT



Poccuiickoii @enepaunu. Cucrema cTaHgapToB 1o HH(popMauuu, OUOIMOTEYHOMY U
u3aTenbckomMy aenny. OpraHu3allMOHHO-paclopsiAuTeIbHas JoKyMeHTauus. TpeboBaHus
K 0(OPMIICHHUIO TOKYMEHTOBY.
JunakTuyeckasi CTpyKTypa 3aHsATUS
AxTyanu3anysi ONOPHBIX 3HAHUI U MPAKTUYECKOIr0 ONbITa MPHU AOMYCKe K pabore:
UYro Takoe OJaHK JOKyMEHTA.
Buapr Oy1aHKOB.

OO1mii O1aHK.

1

2

3

4 bnasHk nucema.
5  biiaHK KOHKPETHOro BHa JJOKYMEHTA.

6  bnaHku C yrJIOBBIM M IEHTPOBAHHBIM PACIIONIOKEHUEM PEKBU3UTOB.

7 OcoOEHHOCTH M3rOTOBJIEHHS OJIAHKOB.

TeopeTnueckuii MaTepuan K MpakTUUYECKON padoTe:

1 JIoKyMeHT ¥ ciocoObl JOKYMEHTUPOBAHMS.

2  Ilpu3Haku TOKyMEHTA.

3  DyHKIMHU TOKYMCHTA.

1 JIokyMEHT ¥ cIOCOOBI JOKYyMEHTHPOBAHHUS

1.1 TloHsiTHE «JIOKYMEHT»

Jlenonpon3BOACTBO — OTPACIb YEIOBEUYECKOW [EATENBHOCTH IO pa3paboTKe U
opopMIEHUIO O(PUITMATHHBIX JTOKYMEHTOB, OpTaHHM3AIlMd WX JBW)KCHHS, ydeTra U
XpaHeHUsI.

JIOKyMEHT — 3TO JOKYMEHTHPOBaHHAsI Ha MaTepUATbHOM HOCUTENIe HHPOpMAIIHs B
BUJIE TEKCTa, 3BYKO3AMMCH WM HM300paXKEHUs C PEKBU3UTAMU, TO3BOJISIONIUMU €€
UICHTU(UIINPOBATD, TIpeIHA3HAYCHHAS JJIs TIEpelayy €€ BO BpEMEHH M B IPOCTPAHCTBE B
EJSIX XPaHESHHS ¥ KCTIOJB30BaHMSI, B TOM YHCJIC U Ka4eCTBE JI0KA3aTeIIbCTBA.

JIOKyMEHTHUpOBaHUE — 3amuch HWHQOpPMAIMH HAa PA3IUYHBIX HOCHTEISIX TIO0
YCTaHOBJICHHBIM MPABUJIaM.

JIOKyMEHTOO00pOT — JBMKEHHUE U Yy4YeT JOKYMEHTOB (moiyudeHue, oOpaboTka,
perucTpanus, KOHTPOJIb UCIIOJIHEHHUS, TEKYIlee XpaHEHHUE, OTIIPABKA).

JIOKYMEHT JIMYHOTO MPOUCXOXKIEHUS — ATO JOKYMEHT, CO3JaHHBINA JIHIIOM BHE

chephl ero ciy>XKeOHOM IeSITEIIFHOCTH WIIH BBITIOJIHEHHUS OOIIIECTBEHHBIX 00SI3aHHOCTEH.



OdununanbHplii JOKYMEHT — 3TO JOKYMEHT, CO3JaHHBIM OPUAMYECKUM WU
bu3HUeCcKUM JIULIOM, OOPMIICHHBIN U YAOCTOBEPEHHBIN B YCTAHOBIEHHOM MOPSIKE.

OduuuanbHblii  JOKyMEHT 00J1ajaeT HEOOXOJUMBIM JUIsl  YIPABICHYECKOU
NEATEIIBHOCTH CBOWCTBOM — KOPUIAMYECKOW CUJIOM, YTO O3HAYAET, YTO JOKYMEHT MOXKET
CIIyKUTh TIOJITMHHBIM JI0Ka3aTEIbCTBOM 3aKJIFOUEHHON B HEM HH(MOpMAIUH.

ApXHUBHOE N€J0 — JEeATEIbHOCTh MO OpraHu3aluu JOJTOBPEMEHHOI'O XpaHEHHS
JOKYMEHTOB.

Cucrema JTOKyMEHTallMd — 3TO COBOKYNHOCTh B3aUMOCBSI3aHHBIX JOKYMEHTOB,
UCIOJIb3YEMBIX B ONPEJEICHHON c(hepe YeTIOBEUECKOM AESITEIbHOCTH.

YuudunupoBannas cucrema gokymeHtanuu (YCJ) — ZOKYMEHTBI, CO3JJaHHBIE TI0
€MHBIM [PaBUJIaM U TPEOOBaHUSAM.

Crioco6b1 hukcupoBaHust THPOPMAIIUKA — OT MUCbMEHHOCTHU JI0 KHUTOIeYaTaHus,

(dboTOKONMPOBAHKE, KHHO3AMMKCH U JIP.

Hocurenu undopmaruu — Oepecta, manupyc, Oymara, (oroOymara, ITHUCKETHI,
JTUCKU U T.J.

2 OyHKIUU TOKyMEHTa

JIOKyMEHTBI MOTYT BBINOJHATH CIEIyIONHe (QyHKINU, KOTOPble MOXKHO pa3JeIuTh
Ha 3 Groka:

—  uHpopmarmonHass ¢GyHKUUS — 3TO ¢ukcupoBaHue uHPopmanuu ((haxTos,
COOBITHIA);

—  comnuaigbHas — HHGOPMAIUS O TIPoIIeccax, MPOUCXOAAIINX B OOIIECTRE;

—  mosdTudeckas — MH(GOopMalus o MOJIUTUKE FOCYAapCTBa,

—  KOMMYHHUKATHBHas — 3TO nepejaya HHGOpMalui BO BPEMEHHU U MTPOCTPAHCTBE
(B HacTosIIee BpeMsi BO3POCIIM KOMMYHHKATHBHBIC BO3MOKHOCTH JOKYMEHTA C TIOMOIIIBEO
NHuTtepHeTa, 3EKTPOHHOU MOYTHI);

—  ynpaBieHyeckas (YHKIHMS — JIOKYMEHT BBICTYNaeT KakK CpEACTBO
yIPABICHYECKOU JEATENBHOCTH;

—  mpaBoBasi (PYHKIMS — JOKYMEHT BBICTYNAET KaK PEryJsTop pPasidvHbIX CTOPOH

JeATETbHOCTH OOIIECTBA, TOCYIAPCTRA, YUPEHKICHNS, TPEATIPUSITHS;



—  yuerHasd (QYHKIMS JOKYMEHTa — JOKYMEHTbl MMEIOT YHHU(HUIMPOBAHHYIO (HopMy,
YTBEPXKICHHYIO TOCYAAPCTBEHHbIMM OpraHaMu. OCHOBHBIE BHIbl Y4Ye€Ta: CTAaTHCTUYECKHH,
OyXTaJITePCKUIA, OTICPaTUBHBIIA;

—  KyJbTypHas (PyHKUMS — JIOKyMEHT BBICTYNAET B KayecTBa CPEICTBA 3AKPEIUICHUS U
NIEpENAYN KyJIbTYPHON TPAIULINY,

—  (yHKIMS HWCTOPUYECKOTO WCTOYHMKA -  9Ta (DyHKIMS W3y4YaeTcs HayKOM:
MCTOYHHUKOBEJICHUE U KayeCTBO JOKyMeHTa OyZET OMpEeNessiThCsl TOUHOCTBIO, KOHKPETHOCTHIO U
TIOJTHOTOM MH(DOPMAITHIH.

3  IlpusHaku qOKyMeHTa

1) Haymume cMBICTIOBOTO COAEPKAHMUSI.

CopneprkaHuie TOKyMEHTa 3aKTI04aeT B ceOe BBIIEICHHYO 0 ONPE/IeTICHHOMY Ha3HAYEHHIO
UH(POPMAIIMIO C PEKBU3UTAMU, TO3BOJSIIOINIMMU €€ HICHTU(MUIMPOBATh C KOHKPETHBIMU
cyonrekramu. C HaJTureM ToM MH(POpMAIIUK CBS3aHbI FOPUANYECKHE TTOCIIE/ICTBUSL.

2) CrabuibHas BelecTBeHHas GopMa — 00CCIIeUrBaeT JOJITOBPEMEHHYIO COXPAHHOCTh
JIOKYMEHTa, BO3MOYXHOCTh MHOTOKPATHOI'O HCIOJIB30BAHMS M TMepeMellieHus] MHpOopMalud B
MPOCTPAHCTBE U BO BPEMEHHU.

3) [IlpemHa3sHaYEHHOCTH I UCTIOJIB30BAHUS B COIMAIBHON KOMMYHHKAIMH — TO €CTh
JIOKYMEHTBI M3HAYATBHO MPEIHA3HAUCHBI 1711 XpaHEHHS U TIEpeIauu BO BPEMEHH MPOCTPAHCTBE.

4)  3aBepIICHHOCTb COOOIICHUS — O0YCIABIMBACTCS OONACTHIO MPUMEHEHHSI IOKYMEHTA.
UepHOBUK HE MOXKET SIBJISITHCS ITOJTHOLICHHBIM JIOKYMEHTOM.

[lo Ha3HAYEHHIO IOKYMEHTBI MOT'YT OBITb!

[oaMHHUK — 3TO MEPBBII SK3EMILTSIP OPUITUATIBHOTO IOKyMEHTA.

JlyOnmvkar — 9TO TOBTOPHBIA  SK3EMIUIAP TMOMIMHHUKA JIOKyMEHTa, HMEFOIIHIA
FOPUIMYECKYIO CUITY.

Kormmst nokymeHTa — 3TO JOKYMEHT, IOJHOCTBIO BOCIPOM3BOASIIMKA HH(DOPMAIIUIO
HOTMHHOTO JIOKYMEHTA 1 BCE €r0 BHELIIHUE MTPU3HAKHU.

[ox ropuanyeckoi cuiol JOKYMEHTa MOHMMAETCsl CBOWCTBO O(HUIMATIBHOTO JIOKYMEHTa,
0(hOPMIICHHOT'O B YCTAHOBJIEHHOM TIOPSIJIKE.

Io ropuueckoi cuiie JOKYMEHTBI MOT'YT ObITh ITOJUTMHHBIMU U TIOAJIOKHBIMI.

Ilo[yIMHHBI JOKYMEHT — OTO JIOKYMEHT, NOATBEPXKIAIOIMIMM JIOCTOBEPHOCTH €TI0

IMPOUCXOKICHMSI.



[omnoxnbni (amscudumpoBaHHbIi) — 3TO (aIBIIMBBIA JTOKYMEHT, W3TOTOBJICHHBIA C
COOJTFOJICHUEM YCTAaHOBJICHHOM (hDOPMBI.

JIOKYMEHT MOKET OBITh MOJTHOCTHIO (PaTbCH(PUIMPOBAHHBIM M YaCTUYHO.

o BpeMeHu MosIBIEHHsT JOKYMEHTOB BO BHEIIHEH CpEZIE pa3iiMyatoT OPUTHHAIIBI U KOTIHU.

OpuruHan — MoUIMHHUK JIOKyMEHTa, CO3/IaHHBIN B TIEPBBINA pa3, MPEACTABIISIONTHI OO0
€IMHCTBEHHBIN 3K3EMIUTSIP JIOKYMEHTA.

Kormmust - 3710 MOBTOpHOE BOCHPOU3BEACHHE MTOJTAHHUKA.

Knaccuduxanus nokymentos OPJ1:

1  Oprasau3aniOHHO-TIPABOBBIE JOKYMEHTHI: YyCTaB, IITaTHOE pacHUCaHUE,
UHCTPYKIIHS, TOJDKHOCTHAS MHCTPYKITHUS.

2  PacnopsauTenbHBbIC TOKYMEHTHI: TIOCTAHOBJICHUE, TIPUKA3HI TI0O OCHOBHOM

NEeSATEIbHOCTH, BBIIIUCKA U3 MPHKa3a, YKa3aHUe, paclopsKeHHE.

3  UudopmarmoHHO-CIIPAaBOYHBIE JOKYMEHTBHI: TMPOTOKOJ, OOBSICHUTEIbHAS
3alucKa, 3asBJICHUE, Teinerpamma, (¢akc, TeinepoHorpaMma, CHOPABKH, CBOJIKA,
3aKJII0YEHUE, MIEPEUYEHbB, CIIYKEOHOE MUCHhMO, aKT).

4 JIokyMEHTBI TIO JJUYHOMY COCTaBY: 3asBJICHUS, TPYJIOBBIE JOTOBOPA, aHKETHI,
CIIPAaBKH, XapaKTEPUCTUKH, YIOCTOBEPEHUS, TUIHBIC KAPTOUKH, YIETHBIC (DOPMBI).

BrinonHeHne npakTuueckon paboThl

3amanus 1S TPaKTUYECKON pabOoThI

Hcnonb3ys oOpa3iibl 6J1aHKOB TOKYMEHTOB O)OPMUTH:

1 OO6mwmit 6;1aHK OpraHU3aluH.

2  OO0pa3er yriioBoro u MpoI0JIbHOTO OJIaHKa MMChMa OpPTaHU3aIiH.

OAO «Pocuntep», yua. Ilataunkas, 21, r. Mocksa, 115209, Poccus,

Ten.: (495) 931-11-17, daxc: (495) 931-0-27,

E-mail: msm @intcr.msk.muhttp://www/msk.ru

OKIIO 03944527, OI'PH - 1027700380795

WHH/KIIIT 0000000000/000000000

1  OOpa3zern 61aHKa KOHKPETHOTO BHJA JOKYMEHTA OpPTraHU3aIliH, TIPUKa3.
2 bnaHk cBoel opranusanuu.
OTBETUTH HA KOHTPOJIBHBIE BOIIPOCHI

1  bnaHk nokymeHTa.


http://www/msk.ru

2  Ommuns GIAHKOB C YTJIOBBIM M IICHTPOBAHHBIM PACONIOKEHUEM PEKBH3UTOB.
3 Oco0EHHOCTH U3rOTOBJIEHUS OJIAHKOB.

4 OcobeHHocTH repOoBOTO OJIaHKA.

IIpakTuueckoe 3ansaTHe Ne 2 «CocraBiienne u odopmieHue dopmyJsapa

yIPaBJIeHYECKHX JOKYMEHTOB)

Ienb: M3yunTh pEKBU3UTHI TOKYMEHTOB.

CTyeHT JOJKEH YMETh:

- odopmMHTh OJIaHK JOKYMEHTA;

- COCTaBIISITh U ODOPMIISITH PEKBU3UTHI IOKYMEHTOB.

CpenctBa oOydeHusi: HOpMaTHBHBIE JOKYMEHTBI, OJaHKH  JIOKYMEHTOB,

METOANYECKHUE YKA3aHUS, KOHCIIEKT.

AKTyanu3anus OOPHbIX 3HAHUN U TPAKTUYECKOTO OMbITA IIPH JI0ITyCKE K padoTe:
[oHsITHS «IETIOPOU3BOACTBOY, «IIOKYMEHTY, «(OPMYIIIP TOKYMEHTAY, «PEKBU3HT.
Oruimre TpedoBaHus K 0POPMIIEHUIO PEKBU3UTOB

IlocrosiHbIC 1 INCPEMCHHBIC PCKBU3UTHI.

1
2
3
4 TlpaBuna oopmIIeHHs PEKBU3UTOB IOKyMEHTA.
5 bnaHk noKymeHTa.
6 bnaHku ¢ yrioBbIM U LIEHTPOBAHHBIM PACTIONIOKEHUEM PEKBU3UTOB.
7 OcoOeHHOCTH U3rOTOBIIEHUSI OJIAHKOB.

3amanus s TPaKTUYECKON pabOThI

3ananue 1
1) TlIpakTudeckoe uzy4eHue Gopmyispa.
2) Pa30op pekBH3UTOB JOKYMEHTA.
3amanue 2

1) CocraBuTh 0OmMI ONaHK KOHKPETHON OpraHW3alMd C YIJIOBBIM U
IPOJIOJIbHBIMU BapUaHTAMU PACTIONIOKEHHS peKBU3UTOB Ha (popmate A 4 u A 5.

2) CocraBuTh OJaHK KOHKPETHOTO BH/IA IOKYMEHTA.

3) CocraBuTh OJIAHK JOKHOCTHOI'O JIMIIA.

3aganue 3 (10 BapUaHTam)



(OTBETHI MPeICTaBUTh B MUCBbMEHHON (hOpME C PUMEPaMH)

Bapuanr 1

1) Kakue opraHMzanud HMMEIOT MpaBo U300pakaTh Ha OJIAHKaX CBOMX
nokyMeHToB ['ocymapctBennsbiii Tepd Poccniickoit @eneparun?

2) Uro Bxoaut B pekBu3UT 09 «CripaBouHbIe JaHHBIE 00 OpraHU3aI[HI» ?

3) Kakue ciocoOsr opopmienus pekBusuta 11 «JlaTa mokymeHTa» BBl 3HaeTe?

4) Ha mucre dopmara A-4 pacronoXuTe € yKa3aHHbIC PEKBU3HTHI

Bapuanr 2

1) UYem pexBusut 12 «PerucrpanvoHHBII HOMEpP JOKYMEHTa «OTJIMYAETCS OT
pekBu3uTa 13 «Ccbuika Ha perucTPAIlMOHHBIA HOMEP U JAaTy JOKyMEHTa»?

2) KakoBsl cocTaBHBIC YacTH pekBU3nTa 16 «'pud yTBepKIEeHUS TOKYMEHTa»?

3) Kakumu cniocobamu opopmirsiercst pekBU3HT 17 «Pe3omommsi»?

4) Ha mucte hopmaTa A-4 pacroyiOKUTE € YKa3aHHbBIC PCKBU3UTHI

Bapwuanr 3

1) T'me npocraBnsieTcs pekBu3uT 19 «OT™METKa O KOHTPOJIEH ?

2) Kak opopmisiercsi peKBU3UT 22 «IOIIUCH», €CIU JOKYMEHT IOIMUCHIBACTCS
PYKOBOJUTEISIMU JBYX OpraHU3auii?

3) TI'ne mpocrasisercs pekBuU3uT 23 «['pud cormacoBaHus JOKYMEHTa»?

4) Ha mucte hopmaTa A-4 pacroyiOKUTE € YKa3aHHbBIC PEKBU3UTHI

Bapuanr 4

Ormuimre TpedoBaHus K 0pOPMIIEHHUIO PEKBU3UTOB

1) Kak odopmisieTcss OTMETKA O 3aBEPEHUU KON’

2) Ha kakux JOKyMEHTax MPOCTaBJsIeTCs PeKBU3UT 29 «OTMETKA O MOCTYILUICHUH
JIOKyMEHTa B OPraHU3aLIUI0»

3) 03-Dmbnema opraHu3anuu

4) Ha mucte popmaTa A-4 pacosiOKUTE € YKa3aHHbBIC PCKBU3UTHI

Bapuanr 5

OmwmiTe TpeOGoBaHus K 0(QOPMIICHHIO PEKBU3HUTOB:

1)  04- xox opraHu3aIuu

2) 05 -ocHOBHOW TroCyaapCTBEHHBI peructpanonubii  Homep (OI'PH)

IOPpUANYCCKOTO JIMIA



3) 06 -uneHTH()UKANMOHHBI HOMEpP HAJIOTOIUIATEIBIINKA/KOJ PUYHHBI
MIOCTAHOBKH Ha y4eT

4) Ha mucte hopmaTa A-4 pacroyiOKUTE € YKa3aHHbBIC PEKBU3UTHI

Bapuanr 6

OrmiyTe TpeboBaHUs K OOPMIICHUIO PEKBU3UTOB:

1) 07 - ko popMbI TOKYMEHTA

2) 08 - HamMeHOBaHWE OPTaHU3AINH

3) 09 - cnpaBouHbIe AaHHBIC 00 OPTaHU3AIUH

4) Ha mucte hopmaTa A-4 pacoyioKUTE € YKa3aHHbBIC PEKBU3UTHI

Bapuant 7

Onurure TpeboBaHMs K 0(DOPMIICHUIO PEKBU3UTOB:

1) 10 - HauMeHOBaHKE BHJIa JOKYMEHTA

2) 11 - nara foKyMeHTa

3) 12 - peructpanMOHHBII HOMEp JTOKyMEHTa

4) Ha mucte popmaTa A-4 pacroyioKUTE € YKa3aHHbBIC PCKBU3UTHI

Bapuant 8

Ormummre TpeboBaHs K 0(pOPMITEHHIO PEKBH3UTOB:

1) 13 -cchuika Ha PErHCTPALMOHHBIA HOMEP U JAaTy JOKYMEHTA

2) 14 -mecTO cOCTaBICHUS WM U3JaHUS JIOKYMCHTA

3) 15 -anpecar

4) Ha mucte popmaTa A-4 pacroyiOKUTE € YKa3aHHbBIC PCKBU3UTHI

Bapuant 9

Ormurmre TpeboBaHMs K 0pOPMITEHHIO PEKBU3UTOB:

1) 16 -rpud yTBEpKACHUS TOKYMEHTA

2) 17 -pezomonus

3) 18 -3aros0BOK K TEKCTY

4) Ha mucte hopmaTa A-4 pacroyioKUTE € YKa3aHHbBIC PEKBU3UTHI

BapwuanT 10

Ormuimre TpedoBaHuMs K 0(pOPMIIEHHIO PEKBU3UTOB:

1) 19 -oTmeTKa 0 KOHTpPOJIE

2) 20 -TexcT TOKyMeHTa



3) 21 -oTMeTKa 0 HAIWYHH MPHUIOKCHHS

4) Ha mucte popmaTa A-4 pacroyioOKUTE € yKa3aHHBIC PEKBU3UTHI

BapuanT 11

OmmiTe TpeOGoBaHus K 0(QOPMIICHHIO PEKBU3HUTOB:

1) 22 -moamnuck

2) 23 -rpud coriiacoBaHUs JOKYMEHTa

3) 24 -BU3BI COIIACOBAHUS JIOKYMEHTA

4) Ha mucte hopmaTa A-4 pacrosiOKUTE € YKa3aHHbBIC PCKBU3UTHI

Bapuant 12

Ormuimre TpeboBaHus K 0pOPMIIEHHIO PEKBU3UTOB:

1) 25 -orTuck meyaru

2) 26 -oTMeTKa O 3aBEPCHHUH KOITUHU

3) 28 -orMerka 00 MCIOJHECHUH JTOKYMEHTA U HAIPaBJICHUH €T0 B JICIIO

4) Ha mucte hopmaTa A-4 pacroioKUTE € YKa3aHHbBIC PEKBU3UTHI

BapuanT 13

OrmimTe TpeboBaHUs K OOPMIICHHIO PEKBI3UTOB:

1) 29 -orMeTKa O OCTYIUICHUU TIOKYMEHTA B OPTaHHU3aIINI0

2) 30 -uaeHTHUKATOP FICKTPOHHOM KOMTUHU TOKYMEHTA

3) 16 -rpud yTBep)KICHUS JOKYMEHTA

4) Ha mucre popmara A-4 pacronokUTe € yKa3aHHbIC PCKBU3HTHI

Bapuanr 14

1) UYem pexBusut 12 «PerucrpanOHHBII HOMEp JOKYMEHTa «OTJIMYAETCS OT
pekBu3uTa 13 «Ccbuika Ha peruCTPAIIMOHHBIA HOMED U JAaTy JOKyMEHTa»?

OrmimTe TpeboBaHUs K OOPMIICHHIO PEKBI3UTOB:

2) 21 -oTMeTka 0 HATMYHUH TTPHIIOKCHUS

3) 11 -para fokyMeHTa

4) Ha mucte hopmaTa A-4 pacrosiOKUTE YKa3aHHBIC PEKBU3HUTHI

IIpakTnueckoe 3ansaTue Ne 3 «Cocrapjienue u ogpopMieHre OPraHu3aluOHHO-

PACHOPAAUTECIbHBIX JOKYMECHTOB)



Llenp 3anaTus:

OOpa3oBatenbHast: HayuuTh  CTyA€HTOB  MpPaBWIBHOMY  OQOpPMIICHUIO U
COCTABJICHHIO PACHOPSAIUTENbHBIX JOKyMEHTOB ucnonb3ys ['OCT, 3akpenuTh MOHSATHE
«PEKBU3HTY», TIOKA3aTh PACIOJIOKEHUE PEKBU3HUTA 110 KOHCTPYKLMOHHOW CETKE, IM0Ka3aTh
3HAUEHUE JOKYMEHTA JJIsi COBPEMEHHOTO OOIIECTBA U YeJIOBEKA.

Xapakrtep paOoThl (penpOAYKTUBHBIN, YACTUYHO - TOMCKOBBIN)

®opma opraHuzanuM  y4eOHOW JAeATEeIbHOCTHM  ydamuxcs ((ppoHTanbHasd,
IpyNIoBas, UHANBUYJIbHAS )

TpeOoBaHUA K 3HAHUSAM U YMEHUSIM CTYICHTOB:

CTYJEHTBI JOJKHBI 3HATH:

- Ha3HAYEHUE PACTIOPSAUTENIBHBIX JOKYMEHTOB (IpHKa3bl MO OCHOBHOMU
NESATENbHOCTH), PEKBU3UTHI M PACIOJIOKEHUE PEKBU3UTA MO KOHCTPYKLIHOHHON CETKE
JUTSL pacCIiOPSIAUTENbHBIX TOKYMEHTOB

- IOPSAOK O(POPMIIEHUSI PEKBU3HUTOB.

CTYJEHTBI JOJKHBI YMETh:

- 0pOpMJIISATh «PEKBUBHUTHI) JUIsI PACHOPAIUTENbHBIX JIOKYMEHTOB, pacIoJiaraTh
PEKBU3UTHI IO KOHCTPYKLIMOHHOM CETKE.

3ananus 715 IPaKTUYECKOM paboTHhI.

3anucaTh HOMEp MPaKTUYECKOH pabOThl, TEMY U 11€JIb PaOOTHI.
3anucarb KOPOTKO MPEII0KEHHbIE 3aJaHuS.

[IpakTuueckast pabota coctout u3 4-x 3amanuii mo coctaBieHnro OPJl. UToOw
0(QOpPMHUTH TOKYMEHTHI HEOOXOJUMO MCIOJIb30BaTh TUIIOBBIE (POPMBI, KOTOPbIE HAXOASATCS
B NPWIOKECHUSIX. B MPUIOKEHUSX TaKKe MPEJACTABICHBI 3aMOJIHEHHBIE O0pa3lbl 3THUX
JIOKYMEHTOB.

OdopmieHre JOKYMEHTOB TMpom3BoguTcs B pemakrope Microsoft Word ¢
coOJII0/IEHNEM BCEX OTCTYIOB M MHTEPBaJoB. Bce BBIMOIHEHHBIE 3a/1aHMsl TIOJKHBI ObITh

pacncdyaTadnbl U IPCACTABJICHBI IPCIIOAABATCIIO AJIA ITIPOBCPKU.

3amanue 1
Odopmuts 3asBiaeHHE Kaccupa 3aBoja «CBeT» C MPOChOOW TMPEIOCTaBUTH

yuyeHnueckuit ornyck ¢ 06.03.20 mo 18.03.20  mpoxospKkATEnsHOCTBIO 13
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KAJICHIAPHBIX JHENM Ha OCHOBAaHMM cIpaBKH — BbI3oBa Ne 5655 or 01.03.20 . ©.1.0O.
kaccupa Banosa Mpuna IleTpoBHa.

3aganue 2

Odopmuth TpHKa3 MO JIMYHOMY COCTaBy Ha OCHOBE JaHHBIX 3amaHus No 1 u
oOpasiia NpuiIoKeHus 2.

ITpuka3z Ne 65k or 05.03.20 «O mnpenocTaBICHHM YYEHHYECKOTO OTITYCKa»
kaccupy 3aBona M.I1. UBanoBHo# ¢ 06.03.20  mo 18.03.20  mpomomkutenbHOCThIO 13
KaJICHIAPHBIX JHEW HAa OCHOBaHUM crpaBKU-BbI3oBa Ne 5655 ot 01.03.20  u 3asBieHud
kaccupa M.11. BaHOBHO.

[IpocTaBuTh BH3y coOrJlacoBaHusl HadyalbHUKA otnaena kaapoB O.A. CepreeBoil u
OTMETKY 00 03HAaKOMJIEHUH C MpUKa3oM VIBaHOBOM.

3amanue 3

OdopmuTh NpuKa3 Mo OCHOBHOM AESITEIbHOCTH.

B cootBerctBun ¢ Pacnopsikenunem Munuctpa ot 04.03.20 Ne 115 «O6
YCWJICHUH TPOTUBOMOXKAPHON 0O€30MacCHOCTM M YCHIIGHHM OXpaHbl B  TEPHOJ
Mpa3AHUYHBIX JHEW» cocTaBuTh mpukaz Ne 245 or 06.03.20  u3gaHHBIA AUPEKTOPOM
Hayuno-npousBoacTBeHHOr0 00benuHeHus: «Arponpudop» r. Mockssl M. /], ["aIkKuHbIM.

B pacnopsautenbHON 4acTy BBIIETUTD 4 TyHKTA:

1 OO0 opranuszauuu yOOpKU TEPPUTOPUHN OOBETUHEHUS
2 O npoBepKe COCTOSAHUSA ANEKTPOIPOBOIKH
3 O npenoctaBieHUM B CEKpeTapHaT TI'eHEpalbHOTO AMPEKTOpa CIIHCKa

COTPYJHUKOB, TpPEOBbIBAHUE KOTOPHIX HEOOXOJMMO Ha TEPPUTOPUU OOBEIUHEHUS B
pa3HUYHbIE JHU
4 KoHTpoJib 3a HCTIOTHEHUEM BO3JIAaraeTcsl Ha riIaBHOTO MHKEHEpa 00beIMHEHUS

I1.P. XKapoga.

Kaxnplii myHKT paccMoTpeTh no cxeme «Komy?», «HUTo HykHO caenatb?», «Jlo
KaKoOro Cpoka?».

Hampuwmep, x n.1 3aBenytomemy ckinagom O.H. Hukutuny opranmzoBath yOOpKy
teppuropuu 10 07.03.20 .

IIpocTaBuTh BU3y IIaBHOI'O MHXKEHEPA
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[ToctaButh oTMeTKy 00 wucnonHutene. HWcmomautenem sBisiercs ColoBhEBa
tenedon 302-34-56.
3ananue 4
Odopmuts pacnopsikenue  Ne 137  or 10.03.20  riaBHOro WHXXEHEpa
MocCKOBCKOro cTaHKocTpouTenbHOro 3aBoja «Texmamn .M. ConHueBa «O BHeApeHUN
cranaapra OPJ[ CTII 02-601».
B pacnopsiautenbHON YacTy yKa3aTh 4 MyHKTA:
1 O Buenpenun crangapra OPJ] CTII 02-601 Bo Bcex ciyx0ax, Ha yyacTKax U B
CTPYKTYPHBIX noapaszaeneHusx 3apoaa ¢ 01.04.20 .
2 O6 opranumzanuu 3aHsatui o uzydenuro CTII 02-601 co cmernuanucramu u
WHXEHEPHO-TEXHOJIOTMYECKUM MepcOHANIOM (¢ ykazaHueMm «Komy» u ¢ kakoro uucina)
3 O6 opranmszanuu THUpaxkupoBaHusi OmaHkoB OPJl, THUMOBBIX TEKCTOB U
yHUGUUIHUPOBaHHBIX (hopM (¢ ykazaHueMm «Komy?»)
4 KoHuTpons 3a HCHOJHEHHUEM pACHOPSIKEHUS BO3JOXKHUTH Ha 3aMECTUTENIS
nupekTopa 1o oouMm Borpocam M.K. buposa.
[IpocTtaButs Bu3y ropuckoncynsta [1.LK. JlyHoBa
[ToctaButh oTMeTKy 00 wucnonauurene. HWcnonuurenem sBisietcs KypaieBa

tenedon 308-34-16

IIpakTnueckoe 3ansatue Ne 4 «CocraBieHue u odopmiieHHe 1eJIOBOM
KOppeCcnoHAeHIIUN

Henp 3anstua: chopMHpPOBATH npeACTaBICHUS yyamuxcs o
nokyMmeHTtax. [lo3HakOMUTH cO clIyXeOHbIMU muchbMaMu. HayuuTh yuammuxcs
pa3nuyaTh MUchbMa 1Mo ux rpynmnam u opopmisite B coorBeTcTBUM ¢ [[OCTom.

Tun ypoka: mpakTH4eCKHX HaBBIKOB

AKTyanu3aius OOPHBIX 3HAHUN U TPAKTUYECKOTO OMbITA MPH JI0MyCKe K padore:

1  Omnpenenenuie nucbma.

2  Bunsl ucewm.

3  PekBU3UTHI TUCHMA.

4 S3pIKOBBIE (POPMYIIBI TUCHMA.

3amanus 1S IPaKTUYECKOM paboTHI.
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Onpexnenure TUN NUCbMAa MO A3BIKOBBIM (hOpMYyTIaMm.

S3pikoBas popmyia Tun nucema
1. TIlpocum coobmmTh AaTy mpue3aa a) odepTa (mpeaIoKeHUE)
neneranuu ot Bammeit pupmet...
2. Mb1 yBepenbl, uro Bac 3amHTepecyer 0) oTka3
BBICOKOE Ka4eCTBO HaIlleH MPOTYKIIHUH. ..
3. B cBa3u c nOpubIMkeHHeM CpOKOB B) COIIPOBOJUTEIIBHOE
MOCTaBKH, HarlOMUHaeM Bawm, 9To... MUCHMO
4. Ham Oygner npustHo Buuetb Bac Ha I) npockda
ro0usiee Halie pUpMbl, KOTOPBIM COCTOUTCH...
5. K coxanenuto, Mbl HE MOXKEM MPHUHATH 1) HATIOMUHAHUE
Bame npennoxenue...
6. IlpeacraBnsito Ha yTBEPKACHUE HPOEKT €) NpUrianeHue
IUIaHa...

Odopmute peKBU3UT «aapecaTy» sl TUCEM, KOTOPhI€ HaPaBJISIOTCS:

A) B TepaneBTUYECKOE OTHeaeHuE [leHTpanbHON KIMHUYECKOU OOJILHUIIBI;

b) Bpauy-opaumHaTOpy = TepameBTHYECKOro  otheneHus  LleHTpaibHO
KIMHU4Yeckoi OonbHULBI A.B. CMUpPHOBY;

B) B pailionnyto ynpaBy CeBepHOro aiMUHUCTPATUBHOTO OKPYTa;

I') Baapec OAO «Co3Beznuey» (ya. Cenesnenckas, 1. 1, MockBa,120445);

Kakue oOpaiieHus HE UCTIOJIB3YIOTCS B COBPEMEHHBIX JIE€TOBBIX JOKYMEHTAaX:
A00€3HBIM  COP; yBakaeMbI TpeAcenaTeb KOMUCCHH, MHOTOYBa)KaeMbIi
TOCTOJINH; JAUPEKTOP; Tpa)kJaHKa, MUJIOCTUBBIA TOCydaph; TOCHOJNH HAaYaJIbHUK;
JeIu U I)KEHTJIbMEHBI; yBa)KaeMblil FeHEepalIbHbI JUPEKTOpP. O0€BOM TOBapuIl?

Ykaxure omubku B 0POPMIIEHHUU OCHOBHBIX PEKBU3UTOB MHUCHhMA:

1) npu oOparnieHuMU:

a) VYBaxaemsiii r-H HA. [loHomapes;

6) I'-xa JI.H. Jlebenena!

B) YBaxkaemble r-jga!

r) YBaxaeMmblii TOCOOJIUH MUHUCTP MIBaHOB;

n) YBaxaembiii UM. Muxaiinos!

e) YBaxaemsblil [loOpenko Cepreii I[leTpoBuu!
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x) MWBanos [Imutpuit BacunseBuu!

3) Tonctukory bopucy I'aBpunosuuy!

2) B TEKCTE MUCHhMA:

a) Ilpennararo Bamemy BHUMaHUIO 00pa3ibl MaTEPUAIOB;

6) HamomwuHuaro, uTo cpok BbImoJHeHUs gorosopa oT 11.02.2005Ne 15/10
UCTEKAET;

B) bynasTe Tak n100€3HBI;

r) He oTkaxute B 1100€3HOCTH COOOUIUT.

CocTaBbTe n€J10BOE MUCHMO AJs cleayromeid cutyauuu: Poccuiickasa pupma
«Mentel u K°» mnpurnamena smoHckod d¢upmoil «SAkyn3a» W aMepUKaHCKOU
komnanueid The Best Cops Ha 03HaKOMUTENbHYIO BBICTABKY OPYXKHUS U aMyHHLHHU
nna nonurneickux. [locie mocenieHus BBICTaBKH poccuiickas ¢upma OTHpaBuia
nuchMa: a) AMOHCKOU pupme ¢ mpockOOi 0 MmocTtaBke MPOOHON MapTHUHU HYHYAKOB,
PE3MHOBBIX METATEJNbHBIX 3BE3J0YEK M HOBBIX APMHUPOBAHHBIX IIEJIKOBBIX
MOJUIIECKUX KYPTOK, CIOCOOHBIX BBIJEpKATh yJAap HOXOM; 0) aMEpUKaHCKOM
dbupme ¢ TpochOO BbICIATH MAPTUIO TUTAHOBBIX HAPYUYHHUKOB;

Anonckas ¢upma oTmpaBuWia 3aKa3aHHYIO MapTHIO, poccuiickas (upma
BbIpa3ujia yJ0BJIECTBOPEHHUE IO TOBOIY KauecTBa TOBapa.

AmepukaHckas ¢upMa OTHpaBHUiIa HAPYYHUKHU, HO pOCCHICKas KOMIIAaHUS
ocTajach HEJO0BOJbHA, MOCKOJbKY BMECTO THTAHOBBIX aMEPHUKAHIIBI MOCTABUIIU
aJTIOMHHHUEBBIE HAPYUHUKHU.

HcnpaBbTe ominOKM B 0POPMIIEHUU PEKBU3UTA «aApeECaT»:

1) nIUpeKTOp OTKPBITOTO akmuoHepHOro obdmectBa «IIpumay» H.E. Ceprees;

I'pomosexo II. P., r. BopkyTta, 630075, yu. I'eonesunueckas, 32—12;

IIpencenarens kooneparusa H.W. JIyrosas;

00O «Cset», yi. Mupa, a. 35, od. 11, r. Mockga, 112031;

3amecTturento qupekropa pupmsl «Tpex» HocoBy P.I1.;

yi. Poguenxko, 73, r. C-IletepOypr,

190027, Uznatenbckuit oM «Cenenra», Bunokyposy IL.II. (ri. unxenepy).
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IIpakTnueckoe 3anaTue Ne 5 «OdopmiieHue NPUKA30B MO JUYHOMY COCTABY.

OdopmiieHne Tpy10BOro 10r0BOPa, MPUKA3A 0 IpHEeMe HA padoTy»

Llenp 3ansaTus:

OOpa3oBaTenbHas: HAYYUTh CTYJICHTOB MPABHIBHOMY  O(QOPMIICHUIO JOKYMEHTOB
10 JIMYHOMY COCTaBY B COOTBETCTBUU C HOPMATUBHBIMU TPEOOBAHUSIMU

dopMa opraHuzanuu  y4eOHOW JesATENbHOCTH ydamuxcsi ((poHTaIbHAS,
IPYIIoOBasi, UHAUBUIyaTIbHas )

TpeboBaHus K 3HAHUSIM U YMEHHUSIM CTYACHTOB:

CTYJICHTHI JIOJKHBI 3HATh:

- HA3HAY€HHE IOKYMEHTOB JIMYHOTO XapaKTepa U MOPsII0K COCTaBJICHUS,

- Ha3HAY€HHE JOKYMEHTOB MO JIMYHOMY COCTaBy, MOPSJOK COCTAaBICHUS H
PEKBU3UTHI IPUKa3a.

CTYJEHTHI IOJKHBI YMETh:

- 0(bOopMIIATH MPUKA3BI 110 JTUYHOMY COCTaBY,

- 0opopMIISITh JOKYMEHTBI JIMYHOTO XapakTepa (pe3tome, 3asBIICHHS, aHKETY,
JOKJIAJHYIO U OOBSICHUTEIIbHYIO 3aMUCKH).

Jluteparypa u cpeacTBa OOy4YECHHS:

OcnoBHas nuteparypa: «I'OCT P 7.0.97-2016. HauunonanbHbI CTaHAAPT
Poccuiickoit @enepanuu. Cucrema cTaHIapTOB MO HUH(pOpMaIuu, OUOIUOTEYHOMY U
u3aresnbckomMy jaeny. OpraHu3alioHHO-paCIoOpsIUTeNbHAs TOKyMeHTalus. TpedoBaHus
K 0(DOPMJICHUIO TOKYMEHTOBY.

Paznarounsiii matepuai: cxeMsl «MakeT nmpukasa 1o JUYHOMY cOocTaBy», «Maker
pe3toMey, «MakeT 3asBiaeHus», «MakeT aHKeThl», «MakeT JOKIaaHOM 3anmuckuy, «Maker
CITy)K€OHOU 3aIMCKI».

3agaHus TPAKTUUECKOUN pabOoThI.

CryneHThl TOJIy4aloT UHAWBUIyaTbHbIE MPAKTUYECKUE 3aJlaHUsl U MPUCTYNarT K
ero peaau3aluu.

1. CocraButh ¥ 0GOPMHUTH JOKYMEHTHI (Ha CBO€ HMs), HEOOXOJMMBIC IS
npueMa Ha paboTy: 3asBJICHUE, Pe3IOME, aHKeTa. PEKBU3UTHI IOKYMEHTOB MTPOU3BOJIbHbIE.

2. OdopMuTh CBOJIHBIN NIPHUKA3 O IPUEME Ha padoTy.
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PexBu3uThl npukasa:

A) ®opma o OKVY]I — 0301015

no OKIIO — 01346758

b) N'ocynapcTBenHas myOandHasi HAy4YHO-TeXHUYecKas Ouonmoreka Poccun.

B) Ne nokymenra 128 51/c, ot 01.06.08.

') ®UO mnpousBonbHOe, Tad. HOoMmep 4268, CTPYKTypHOE MOJpa3lieliecHue —
TEXHUYECKUHN apXuB, JOJDKHOCTh — apxuBapuyc, TapudHas craBka 2 400 00. OcHoBaHue -
Tpynosoi norosop Ne 86, ot 31.05.08.

) I'opstueBa AunnHa MuxaitnoBHa, Tal. HOMED 4259, nex
MUKpOohOTOKONMpPOBaHuUs, 1abopaHT, TapudHas ctaBka 1 800 00 pybneit. OcHoBaHuEe —
TpynoBoi 1oroBop Ne 90 ot 01.06.08. nepuon padotsi ¢ 01.06.08 r.

E) C mpukazom paboTHUK o3HakomiieH. JlnyHas moamuch, narta, pacuudpoBKa
TIOJITTHCH.

7K) PykoBoauTenb opranu3aiuu (IIpoU3BOIbHO).

3. [loaBeaeHne UTOrOB BHIMIOJIHEHHON paOOTHI.

4. lomaliiHee 3a/1aHue:

CocTaButh 1 0OPMHTH TPYAOBOH JOTOBOP, IPHUKA3 O IPUEME Ha padoTy.

NudpopmanuonHoe odbecneyenne 00y4eHust
OCHOBHbBIE HCTOYHUKHU
1  JlokymeHTalMOHHOE OO€eCleUeHUe ymIpaBieHus [DJIEKTPOHHBIA pecypc]
yaeonuk / A. C. I'punbepr [u ap.]; O.A. Myxamermuna; H.H. T'op6aués; H.H. ['op6aués;

A.C. I'punbepr. - JlokymeHTanronHoe odecneuenue ynpasiaenus ; 2020-10-10. - Mockga

16



: OHUTU-JAHA, 2017. - 391 c. - Kaura naxogutcs B 6a3oBoii Bepcun Ob5C IPRbooks.
- ISBN 978-5-238-01770-9.

JIOTIOTHUTEIIbHBIE UCTOYHUKHU

1  JoxymeHTanMOHHOE  OOECleYeHUEe  YIpaBICHUS  ([CIOMPOU3BOJCTBO):
YuebHnoe mocobue / beikoBa TarbsiHa AunekcannpoBHa, KysnenoBa TaTesHa
BsiaecnaBoBHa. - 2; mepepab. u gom. - MockBa : OOO "Hay4Ho-u3maTenbCKUid IEHTP
NH®PA-M", 2018. - 304 c¢. - Kuura naxomurcs B OBC Znanium.com. - cpeaHee
npodeccuonansHoe. - ISBN 9785160139135.

2  JloKkyMEHTallMOHHOE OOecleueHNe CHUCTeMBbl YIPABJICHUS OpTaHU3aIHen
[DnexkTpoHHBIM pecypc] : yueoHoe ocodue / P. 5. Cumownsin; P.SI. CumonsiH. - Capatos:
Aii [Tu Op Menwua, 2018. - 180 c. - Kaura naxogutcs B 6a3oBoit Bepcun DbC [PRbooks. -
ISBN 978-5-4486-0167-5.

3  JlokyMeHTalMoHHOe obecriedeHne [DIeKTpoHHbBIN pecypc]: yueOHoe mocobue
/ U. P. Poxuarosckas; U.P. Poxusarosckas. - CuMmdeponosb: YHUBEPCUTET IKOHOMUKHU U
ynpasienus, 2016. - 104 c. - Kuura naxonurcs B 6a3ooii Bepcuu DbC IPRbooks.

4 JlokyMeHTallMoOHHOE oO0eclieueHue yrpasiieHus: YdeObHoe mocooue /
ImaguitE.B. - M.: UL PUOP, HUL[ MH®DPA-M, 2016. - 249 c.: 60x90 1/16. -
(ITpodeccuonanpHoe obpazosanue) ([lepernér) ISBN 978-5-369-01042-6

5  NlenonpousBoacTtBo: YueOnuk / T.A. boikoBa, JI.M. Bsanosa, JI.B. Cankuna;
[Tox pen. T.B. Ky3nemnoBoii. - 3-¢ uzn., nepepad. u gom. - M.: UHOPA-M, 2012. - 364 c.:
60x90 1/16 + CD-ROM. - (Briciiee oopazoBanue). (nmeperuier) ISBN 978-5-16-004923-6

6  [enonpousBOACTBO: JOKYMEHTAIIMOHHOE OOECIICUeHNE YIIPaBICHU: Y4eOHOe
nocobue / Ilanacenko FOmust AnexcanapoBra. - 3. - MockBa; MockBa: M3naTenbckuit
Lentp PUOP : OO0 "Hayuno-uznarensckuii ientp MHOPA-M", 2016. - 112 c. - Kaura
HaxoauTcsa B ObC Znanium.com. - BO - bakanaBpuar. - ISBN 9785369010549.

7  JlokyMeHTallmoHHOe  OOecCIedeHrWe  yMNpaBlIeHUS  HETOCYJapCTBEHHBIX
opranuzanuii: YueOHoe nocodue / boikoBa Tarbsina AnekcanapoBHa, Cankuna Jlapuca
Brmagumupona. - 2; nepepab. u gom. - MockBa : OOO "Hay4dHo-u3naTenbCKuii 1EHTP
HNHOPA-M", 2015. - 302 c. - Kuumra nHaxomurcas B OBC Znanium.com. - ISBN
9785160103792,

HOpMaTI/IBHO'HpaBOBI)Ie HNCTOYHHNKH
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1  ®enepanbubiii 3akoH "OO6 apxuBHOM nene B Poccuiickoir ®epeparuun” oT
22.10.2004 N 125-®3 (mocneansisi peaaKiius)

2  ®enepanbHblil 3akoH "O0 nHGopManuu, HTHGOPMALIMOHHBIX TEXHOJOTHUSIX U O
3amute uHpopmaruu" ot 27.07.2006 N 149-03

3  ®enepanbHblil 3ak0H "O KoMMepueckoit TaitHe" ot 29.07.2004 N 98-D3

4 3axoH PO ot 21.07.1993 N 5485-1 (pexn. ot 29.07.2018) "O rocynapcTBeHHOM
TaiiHe"

5 TOCT P 7.0.97-2016. HaumonaneHblii ctangapt Poccuiickoit ®enepanuu.
Cucrema craHzapToB 1O HHPOpMaUHUH, OUOIMOTEYHOMY M H3AATEIICKOMY JEiy.
OpraHu3alluOHHO-pACOpAIUTENIbHAsA J0KyMeHTauus. TpeboBanuss K 0QOpMIIEHHUIO
JOKYMEHTOB

6 TOCT P 7.0.8-2013. HamuonaneHbeiii ctangapt Poccuiickoit ®denepanmm.
Cucrema craHmapToB 1o HHPOpMaluud, OUOIMOTEYHOMY W HU3AATEIBCKOMY JEIy.
JlenonpousBoACTBO M apxuBHOE J1eno. Tepmunsl u onpenenenus (yrB. Ilpukazom

Poccranmapra ot 17.10.2013 N 1185-cT)

HPUJIOKEHHUE
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N HafeXHas NpaBoBan NoAAePKa

"OCT P 7.0.97-2016. HaumoHanbHbIM CTaHAQpT

Poccunnckon ®epepaumm. CucteMa CtaHaapToB Mo

MHpopMaunmn, bbnnoTe4yHoMy n n3naTelbCKoOMy
aeny. OpraHu3auMoHHO-pacnopsaanTenbHag
[OKyMeHTauus. TpeboBaHUs K OPOPMIIEHUIO

[OKyMeHTOB"
(yTB. lNpukasom PocctaHaapTa oT 08.12.2016 N
2004-cT)
(pea. ot 14.05.2018)
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®EOEPAJIbHOE ArEHTCTBO NO TEXHUYECKOMY PEIYJIMPOBAHUIO
N METPONOINU

HALMOHAIBbHbIA CTAHOAPT POCCUUCKOW ®EQEPALIMA
FOCT P 7.0.97-2016

CUCTEMA
CTAHOAPTOB NO UHPOPMALIMU, BUBJTMOTEHHOMY
N USOATEJNIbCKOMY OENY

OPIrAHU3AUUNOHHO-PACINOPAAUTENIbHAA AOKYMEHTALIUA
TPEBOBAHUA K O®OPMIIEHUIO JOKYMEHTOB

System of standards on information, librarianship
and publishing. Organizational and administrative
documentation. Requirements for presentation
of documents

Cnucok U3MEHSIOUIUX JOKYMEHTOB
(B pen. Usmenenus N 1, ytB. [Ipukasom Poccrangapra
ot 14.05.2018 N 244-cr)

Koncynprantllntoc: mpumeuanue.
[Tpuxazom Poccrangapra ot 25.05.2017 N 435-ct nmara BBeneHuss B JeiictBue HanmoHnaibHOTO
crangapta PO I'OCT P 7.0.97 - 2016 nepenecena na 1 utonsa 2018 roza.

JlaTta BBenenus - 2017-07-01
Mpeaucnosue

1 PA3PABOTAH ®enepanbubiM  OO/DKETHBIM — yupexaeHueM "Bceepoccuiickuii  HaydyHO-
UCCIIeZIOBAaTeNIbCKUI MHCTUTYT JOKyMeHToBeleHus U apxuBHoro nena" (BHUMIA) PenepanbHOro
apXHWBHOTO Ar€HTCTBA

2 BHECEH Texuuuyeckum komuteToM 1o cranaaptuzaimuu TK 191 "HayuHo-TexHuueckas
nH(popManus, 6MOIMOTEYHOE U U3AATEIIBCKOE J1eT10"

3 VTBEPXJEH W BBEJEH B JENCTBUE Ilpuxazom ®enepanbHOro areHTCTBA IO
TEXHUYECKOMY PETyJIMPOBAHUIO U MeTposioruu oT 8 aexadps 2016 r. N 2004-ct

4 B HacTOALIEM cTaHAAapTe peann3oBaHbl HOpMbI DenepanbHbIX 3aKOHOB OT 27 uronsg 2006 r. N
149-®3 "O6 uHpopmannu, HHHOPMAIIMOHHBIX TEXHOJOTHIX M O 3amuTe nHpopMarwu", oT 22 OKTIOpS
2004 r. N 125-@3 "O6 apxuBHoM fene B Poccuiickoit deaeparyn”

5 BBAMEH I'OCT P 6.30-2003

ITpaBuiia mpuMEHEHU HACTOAILErO CTaHAApTa YCTAHOBJIEHBI B CTaThe 26 denepanbHOro 3aKkoHa oT
29 wmrona 2015 r. N 162-®3 "O cranmaptuzanuu B Poccuiickori ®eneparuu. Madopmanus o0
M3MEHEHHMAX K HACTOAILIEMY CTaHAApPTYy IyOJIMKYeTCs B €XKEroAHoM (N0 COCTOSHHIO Ha 1 sHBaps



TEKyIIero roja) WHPOPMAIMOHHOM Yyka3zatene "HammoHanbHBIE CTaHIAPTHI', a OPHUIIMAIBHBIA TEKCT
W3MEHEHUN U MPABOK - B €KEeMeCAYHOM HH(OpPMAIMOHHOM ykazatene "HarnumonanpHble cranmaptel'. B
cllydae MepecMoTpa (3aMeHbl) WJIM OTMEHBbI HACTOSILEro CTaHIapTa COOTBETCTBYIOIIEE YBEIOMIICHHE
Oyner omyOnMKOBaHO B OmIDKaWIIeM BBIMYCKE €KEMECSYHOro HH(OPMAIIMOHHOTO —YyKa3aTelns
"Hauumonansubie ctangaptsl”. COOTBETCTBYIOMAs MH(POPMAIIHSI, YBEIOMIICHUE U TEKCTHI pa3MEIIaloTCs B
MH(POPMAIIMOHHOH cucTeMe 0OIIEeTro MMoJIb30BaHMs - Ha O(UIMaIbLHOM caiite denepanbHOro areHTCTBa 1Mo
TEXHUYECKOMY PETYJIMPOBAHUIO U METPOJIOruH B cetu MHTepHeT (Www.gost.ru).

Hacrosmuii crangapT He MOXKET ObITh MOTHOCTHIO WJIM YaCTUYHO BOCIIPOU3BEACH, THPAKHUPOBAH U
pacnpocTpaHeH B KadecTBe oduuMambHOro u3fgaHus 6e3 paspemieHuss denepaibHOro0 areHTCTBA IO
TEXHUYECKOMY PEryJIMPOBAHUIO U METPOJIOTHH

1 O6nacTtb npumeHeHus

Hacrosmuii craHaapT pacnpocTpaHseTcs Ha OpraHM3alMOHHO-PACIOPSAUTENbHbIE JIOKYMEHTHI:
yCTaBbl, TOJIOKEHUS, TPaBWIIa, WHCTPYKIMH, PETIAMEHTHI, MOCTAHOBJICHHUS, PACIIOPSIKCHHUS, MPHUKA3HI,
peleHusi, MPOTOKOJIbI, JOTOBOPBI, aKThl, MUCbMa, CIPaBKUA U Jp. (Aajee - JOKYMEHTHI), B TOM YHUCIE
BiimoueHHele B OK 011-93 "OOmepoccuiickuil kinaccudukatop ynpaBlI€HYECKOW JOKYyMEHTaluu'"
(OKVY II), xmacc 0200000.

Hacrosiuii crangapt onpenesisieT cocTaB PeKBU3UTOB JIOKYMEHTOB; IpaBujiia UX oQOpMIICHUS, B
TOM YHUCJIE€ C NPUMEHEHHEM HH(POPMAIMOHHBIX TEXHOJOTUH; BHJbI OJAHKOB, COCTaB PEKBU3HTOB
OJIaHKOB, CXEMBbI PACIOJI0XKEHUS PEKBU3UTOB Ha JOKyMEHTE; oOpaslibl OJaHKOB; INpaBHJa CO3JaHMS
JTOKyMeHTOB. ITojo)KeHHs HaCTOsIEro craHaapTa pachpoOCTPAHAIOTCS HAa JOKYMEHThl Ha OyMaKHOM U
AEKTPOHHOM HOCHUTENISX

2 HopmaTtuBHbIe CCbINKU

B HACTOAIICM CTaHAAPTC UCIIOJIB30BAHbI HOPMATHUBHBIC CCBUIKH HA CICAYIOINNUE CTaHAAPTHI:

I'OCT P 7.0.8 Cucrema crtaHmapToB Mo HH(pOpMAIMH, OUOIMOTEUHOMY M HU3/IaTEIBCKOMY JCIY.
Jlenonpon3BoACTBO U apXUBHOE J€710. TepMHUHBI U ONIPEIEIECHUS

I'OCT P MCO 15489-1 Cucrema craHaapToB 1o HHGOpMAIMK, OHOIMOTEYHOMY U M3aTEIHCKOMY
neiy. Ynpasienue qokyMmeHtamu. O0rmiue TpeboBaHus

[Tpumeuanue - [Ipu Mosb30BaHUM HACTOAILIUM CTAHIAPTOM IIENIECOO0pPa3HO MPOBEPUTH ICHCTBHE
CCBUIOYHBIX CTaHIAPTOB B MH(POPMALMOHHON cHCTEMe OOIIEero Mmojbhb30BaHUS - HA OPHIMATBHOM CaiTe
@denepallbHOTO areHTCTBA MO TEXHUYECKOMY PEryJIMPOBAHUIO U METPOJIOTHUHM B ceTU VIHTepHET wiu 1o
eXeroJHoMy WH(POPMAIMOHHOMY yKa3zarento "HanuoHanbHbIE CTaHAAPTHI", KOTOPHIM OMYyOJIMKOBAaH IO
COCTOSTHUIO Ha 1 SHBaps TEKyLIEro roja, M 1o BhIMYCKaM €XEeMECSYHOTO HH(POPMAIIMOHHOTO yKa3aTels
"HanmonaneHble crangapThl" 3a TeKymuil rox. Eciu 3aMeHEH CChUIOYHBIM CTaHAApT, HA KOTOPBIM JaHa
HeJaTHUPOBaHHAs CCBUJIKA, TO PEKOMEHAYETCSl MCIOJIb30BaTh JIEHCTBYIONIYIO BEPCHUIO 3TOTO CTaHAapTa C
y4E€TOM BCEX BHECEHHBIX B JAHHYIO BEpPCUI0 HM3MEHEHMH. EciM 3aMeHeH CChUIOYHBIM CTaHAapT, Ha
KOTOpBIM JaHa AAaTUPOBAHHAS CCBUJIKA, TO PEKOMEHJyEeTCs MCIOJB30BaTh BEPCHIO 3TOTO CTaHJApTa C
YKa3aHHBIM BBIILIE TOJIOM yTBEepkAeHUA (puHATH). Eciu nocie yTBepK/IeHns HaCTOSIIEro CTaHaapTa B
CCBIJIOYHBIN CTaHIApT, Ha KOTOPHIN JaHa JaTHMpPOBaHHAsI CChLIKA, BHECEHO M3MEHEHHE, 3aTparuBarolee
MI0JIOXKEHHE, HAa KOTOPOE JaHa CChUIKA, TO 3TO MOJIOKEHHE PEKOMEHIYETCSl IPUMEHSATh 0€3 yueTa JaHHOTO
n3MeHeHus. Eciu cChUIOYHBINA CTaHIapT OTMEHEH 0e3 3aMEeHBbI, TO TMOJIOKEHHEe, B KOTOPOM JaHa CCBhLIKA
Ha HEro, peKOMEH1yeTCsl IPUMEHSTh B YaCTH, HE 3aTParuBarollel 3Ty CChUIKY.

3 O6wume TpeboOBaHMA K CO3AAHUIO JOKYMEHTOB
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3.1 JoKyMeHTbl MOTyT CO3/1aBaThCsl Ha OyMa)XHOM HOCUTeNIe M B JJIEKTPOHHOU ¢opme ¢
COOJI0ICHUEM YCTAHOBJIEHHBIX MPaBUJI 0POPMIIEHHS TOKYMEHTOB.

3.2 Ilpu co3naHuMu TOKYMEHTa Ha JABYyX M 0ojee CTpaHMLaX BTOPYIO M MOCJIEIYIOIIUE CTPAaHUIIbI
HYMEpYIOT.

Howmepa cTpaHull IpOCTaBIAIOTCS TOCEPEIUHE BEPXHETO NOJI JOKYMEHTA Ha PACCTOSIHUM HE MEHEE
10 MM OT BepXHEro Kpas JIMCTa.

Jomyckaercss co3gaHWe JJAOKYMEHTOB Ha JIMIEBOM W 000poTHOM cropoHax uswucrta. [lpu
JIBYCTOPOHHEM CO3/IaHUH JIOKYMEHTOB IIMPUHA JIEBOTO IOJIS HA JIUIIEBOM CTOPOHE JIUCTA U TPABOTO TOJIS
Ha 00OPOTHOM CTOPOHE JIMCTA AOJKHBI ObITh PaBHBI.

3.3. Jns co3gaHus JTOKyMEHTOB HEOOXOJUMO HCIIOJIb30BaTh CBOOOJHO paclpocTpaHseMble
OecrutaTHble IWPHUQTHI.

st obopMieHHs TOKyMEHTOB PEKOMEHIyeTCs UCII0JIb30BaTh pa3mepsl mpudTos N 12, 13, 14.

[Tpu cocTaBneHun TabIUI] 1OMYCKAETCA UCIOIB30BaTh MIPU(TH MEHBIITUX Pa3MEPOB.
(m. 3.3 B pen. Usmenenus N 1, yB. [Ipukazom Poccranmapta ot 14.05.2018 N 244-cT)

3.4 AG3anHblil OTCTYN TEKCTa JOKyMeHTa - 1,25 cm.

3aroJ0BKM Pa3/ieNoB U IOJPA3JENIOB ME€4aTalTCs ¢ a03alHbIM OTCTYIIOM WJIM LEHTPUPYIOTCS IO
LIMPUHE TEKCTA.

MHOFOCTpO‘IHBIG PEKBU3HUTEHI IICHYATAKOTCA 4€PE3 OAHUH MG)KCTpO'—IHI;IfI HHTEPBAJI, COCTaBHBIC YaCTHU
PCKBU3UTOB OTACIAOTCA JOIMOJIHUTCIIBHBIM HHTCPBAJIOM.

Tekcr mokymeHTa neyaraercs yepes 1 - 1,5 MeXCTpOUHBIX MHTEpBAJIA.

Ecnu 1oOKyMeHT rOTOBHUTCS AJISl M3/1aHUSI C YMEHBIICHHEM MacliTada, TeKCT MevaraeTcs 4epes JBa
UHTEpBaJa.

WuTepBan Mex 1y OyKBaMu B CIIOBax - OOBIYHBIH.
WHTepBasl MeXIy CIOBaMH - OJUH IPoOe.

3.5 TekcT moKyMeHTa BBIPAaBHHUBAETCS IO IIMPUHE JHcTa (10 TPaHMIIaM JIEBOTO U MPABOTO IMOJIeH
JIOKYMEHTA).

JnuHa camoi ATMHHOW CTPOKU PEKBU3UTA MPHU YIJIOBOM PACMOJIOKEHUN PEKBU3UTOB He Oosee 7,5
CM.

JlnmmHa camMol JJIMHHOW CTPOKHM PEKBU3UTA IIPH MPOJIOIBLHOM PACIOJIOKEHUN PEKBU3UTOB HE OoJiee
12 cm.

3.6 HopMaTHBHBIMU NPAaBOBBIMH aKTaMH OPraHU3AIlMA MOXET OBITh MPEIYCMOTPEHO BBIICICHHE
pexBu3nTOB "anmpecat”, "3aroJoBOK K TEKCTY'" WiH "MOANMUCH", a TaKKe OTIACIBHBIX (PparMEHTOB TEKCTa
MOy KUPHBIM IIPUPTOM.

3.7 HOpMaTI/IBHI)IC MMPAaBOBLIC AKThI OpPraHMU3alMy, a TAKKC HMHBIC MHOI'OCTPAHUYHLIC JOKYMCHTLI
MOTYT OCI)OpMJIHTBCH C TUTYJIbHBIM JIUCTOM. THTYHBHLIP’I JIUCT JOKYMCHTAa O(I)OpMJ'IHCTCH B COOTBCTCTBHH C
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MPUIOKEHNEM A.
4 PeKBU3UTbI JOKYMEHTa

[Tpu moaroroBke u O(GOPMIICHHH JOKYMEHTOB HCIIOJNB3YIOT PEKBU3HTHI, OMPEICIICHHUS KOTOPBIX
npusenensl B OCT P 7.0.8

01 - rep6 (ocymapcrBennbiii Tep0O Poccuiickoit ®enmepammm, repd cyObekTa Poccuiickoi
®denepary, rep0d (repaibAMUECKUil 3HAK) MyHHUIIMIIATLHOTO 00pa30BaHus);

02 - sm0OneMa;

03 - ToBapHbIif 3HaK (3HAK OOCITYKUBAHHUS);

04 - ko1 GOopMBI TOKYMEHTA;

05 - HauMeHOBaHKE OpraHU3aluy - aBTOpa JIOKYMEHTA,

06 - HanMeHOBaHNE CTPYKTYPHOTO MOPA3ICIICHUS - aBTOPA JJOKYMEHTA;
07 - HauMeHOBaHUE TOJDKHOCTH JIMLIA - aBTOpa IOKYMEHTA;
08 - cipaBoYHBIE TaHHBIE 00 OPraHU3AIINY;

09 - HauMeHOBaHUE BUJIA IOKYMEHTA,

10 - naTta MOKyMeHTa;

11 - perucTpatuOHHBIA HOMEP JOKYMEHTA;

12 - ccputka Ha peTUCTPAIIMOHHBIN HOMED M JIaTy TIOCTYITUBIIETO JOKYMEHTA;
13 - MecTo cocraBieHus (M31aHMs) JOKYMEHTA;

14 - rpu¢ orpanuueHus AOCTyNa K JOKYMEHTY;

15 - agpecar;

16 - rpud yTBepKIEHHS JOKYMEHTA;

17 - 3aroyI0BOK K TEKCTY;

18 - TekcT TOKyMeHTa;

19 - oTmeTKa 0 MPUIIOKEHUH;

20 - pud cormacoBaHHs JOKYMEHTA;

21 - Bu3a;

22 - OIINCE;

23 - oTMeTKa 00 3JEKTPOHHOM MOAIHUCH;

24 - eyarts;
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25 - oTMeTKa 00 UCIIOITHUTEIIE;

26 - OTMETKA O 3aBEpEHUU KOIIHH;

27 - OTMETKa O TIOCTYTUICHUH JIOKYMEHTA,
28 - pe3ontonus;

29 - oTMETKa O KOHTPOJIE;

30 - OTMCTKaA O HAallpaBJICHUU JOKYMCHTA B JCJIO.
5 OchopmneHne pekBM3UTOB A OKYMEHTOB

5.1 Tep6 (TocymapctBennsiii repd Poccuiickoit ®enepamun, repd cyObekta Poccuiickoit
Oenepannn, rep0d (TepadbAUYECKUN 3HAK) MYHHUIMIIAIBHOTO 00pa3oBaHMs) BOCIPOU3BOIUTCA Ha
OaHKax JOKYMEHTOB B COOTBETCTBUM ¢ DenepanbHbIM KOHCTUTYIIMOHHBIM 3aKOHOM OT 25 nekabps 2000
r. N 2-OK3 "O TocymapctBennom repoe Poccuiickoit deneparnuun, 3aKoHOJATEIHPHBIMA U WHBIMU
HOPMAaTUBHBIMH MPABOBBIMU aKTaMU cyObekToB Poccuiickoit denepanuu 1 HOPMATUBHBIMU MPABOBBIMH
aKTaMH OPTaHOB MECTHOTO CaMOYIIPABJICHHS.

Nzobpaxenne repba ([ocymapctBennoro, cyobekta Poccwuiickoit  @enepanun, repbda
(repasibIU4ECKOr0 3HaKa) OopraHa MECTHOI'O CaMOYIIPAaBJICHMsI) IOMENIAeTCs 10 CEPeUHE BEPXHET0 MOJIs
OnaHka JOKyMEHTa HaJ PEKBU3UTAMM OpPraHM3AllMH - aBTOpa JAOKyMEHTa, Ha paccTosHud 10 MM oT
BEPXHETO Kpasl JINCTA.

5.2 Dwmbnema opraHu3anuu, pa3pabOTaHHas M YTBEP)KJICHHAs B YCTAaHOBJICHHOM TOpSJIKE,
pasMemacTca B COOTBETCTBMM C HOPMAaTUBHBIMHU IIPAaBOBBIMM AKTaMH Ha OJaHKax: JOKYMCHTOB
(benepaqbHBIX OPraHOB TOCYAAPCTBEHHOW BIIACTH (32 MCKIIIOYEHHEM CIIy4aeB, IMpPeayCMaTpUBAIOIIMX
ucrnosib3oBanue nzodpaxenus ['ocynapcrBeHHoro repba Poccuiickoit ®enepaiyn), TeppUTOPUATBHBIX
opraHoB (eqepanbHbIX OPraHOB T'OCYJapCTBEHHOHM BIAcTH, TOCYAApCTBEHHBIX U HETOCYAAapCTBEHHBIX
opranuzanuii. 3o0paxeHue sM061eMbl IOMEIIAETCS 10 CEPEAMHE BEPXHETO IM0JIs OJIaHKa TOKyMEHTa HaJ|
PEKBU3UTAMM OpPraHU3alluy - aBTOPA JOKYMEHTA, Ha paccTossHUU 10 MM OT BEpXHETO Kpast JTUCTA.

5.3 ToBaphblii 3HaK (3HaK OOCIYKMBaHUS), 3apPETUCTPUPOBAHHBIH B  YCTAHOBJIEHHOM
3aKOHOAATEIHCTBOM MOPSIKE, BOCIIPOU3BOJIUTCS Ha OJlaHKaX OpraHu3aludidl B COOTBETCTBUU C YCTaBOM
(monoxxenuem o0 opranuzaiun). M3006pakeHrne TOBapHOTO 3HAKA (3HaKa OOCTYKUBaHUS) TTOMENIAETCS 110
cepequHe BEpXHEro moJjs OJaHKa JOKyMEHTa HaJl peKBU3UTAMU OpPTaHU3AlMM - aBTOpa JOKYMEHTa, WIH
clieBa Ha ypOBHE HAaMMEHOBAaHWS OpraHU3allMM - aBTOpa JOKYMEHTa (JIOIyCKaeTCs 3aXBaThIBaTh YacTh
JIEBOTO TIOJIA).

Hapsiny ¢ ToBapHbIM 3HakoM (3HAKOM OOCTYXKHMBaHHS), Ha OJaHKax JOKYMEHTOB MOMXKET
yKa3bIBaThCSl KOMMEpUYECKOe 0003HaUYeHUE OPUIUIECKOTO JIHIIA.

54 Kox ¢opmbl JOKyMEHTa TNPOCTABISIETCS Ha YHHU(PHUIMPOBAHHBIX (opMax JOKYMEHTOB B
cooTBeTCTBUU ¢ OOIIEpOCCUICKUM KiaccupukaTopoM yrpasieHdeckoi mokymeHtanuu (OKY]) wmum
JOKaJbHBIM KJacCU(UKATOPOM, pacIioyiaraeTcsi B MPABOM BEPXHEM YTy paboyero Mojisl AOKYMEHTa,
cocTouT u3 cnoB "®opma no" (HauMeHOBaHKE KlIacCu(UKATOpa) U MUPPOBOTO KOJA.

[Tpumep - ®opma no OKY /] 0211151.

5.5 HaumenoBanue opraHu3anyuu - aBTOpa MOOKYMCHTAa Ha Onanke AOKYMCHTa JOJIKHO
COOTBCTCTBOBATb HAMMCHOBAHWIO HOPUAWYCCKOTO JiMIa, 3aKpCIJICHHOMY B €r0  Y4YpCIAHUTCIbHBIX
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JMOKyMeHTaxX (ycTaBe WM MOJoxeHwuH). [lol HauMEHOBaHWEM OpTraHW3aIlii B CKOOKaxX YKa3bIBaCTCS
COKpaIlleHHOEe HAUMEHOBAaHNE OPTaHU3AIMH, €CIIH OHO MPETyCMOTPEHO YCTABOM (TIOJIOKECHHUEM).

Hanx mamMmeHoBaHueM oprann3alvui - aBTOpa AOKYMCHTA YKa3bIBACTCA IMOJTHOC MJIM COKPAIICHHOC
HaMMEHOBAHME BBIIICCTOSIIECH OopraHu3anuun (HpI/I €C HaJ'II/I‘II/II/I).

5.6 HanMeHoBaHME CTPYKTYpHOTO TOJpa3/eiieHUs - aBTOpa JAOKyMeHTa (B TOM uucie (uiuana,
OTJICJICHUS, TIPEJCTABUTEIHCTBA, KOJUIETHAIBHOTO, COBEIIATEILHOTO WJIM UHOTO OpraHa) UCIOIb3yeTcs B
OilaHKax IHMceEM M OJlaHKax KOHKPCTHBIX BHAOB JOKYMCHTOB COOTBCTCTBYIOIIHX HOI[p&SI[@HeHI/Iﬁ
(opraHoB) B COOTBETCTBUU C JIOKAJIBHBIMU HOPMATUBHBIMHU aKTaMH U YKa3bIBaeTCs MOJ HAUMEHOBAHHEM
OpTaHU3aIH.

5.7 HaumeHoBaH#e JOHKHOCTH JIMIIA - aBTOPA JOKYMEHTA UCIOIB3YyeTCs B OJIaHKaX TOKHOCTHBIX
JUI] W pacrojlaraeTcsl IM0J] HAMMEHOBAaHUEM OpTaHHM3allMd WJIM HAaWUMEHOBAHHEM TEPPHUTOPUHU (Kpas,
o0jacTv, aBTOHOMHOI 00JacTu U JIp.), €CIM JTOKYMEHT M3/1aeT PYKOBOIHUTENh OpraHa BIAacTU CyObeKTa
Poccuiickoit ®denepanuu, MyHUIIUTIATHLHOTO 00pa3oBaHusi. HammeHoBaHWE MODKHOCTH JIMIIA - aBTOpa
JIOKYMEHTa YKa3bIBA€TCA B COOTBETCTBUM C HAUMEHOBAHUEM, IIPUBEACHHBIM B PACIOPAAUTEIBHOM
JIOKYMEHTE O HA3HAYEHUU Ha JOJKHOCTD.

5.8 CrpaBouHbIe JaHHBIE 00 OpraHU3allMy YKa3bIBAIOTCS B OJIaHKaX MUCEM U BKIIOYAIOT: TOYTOBBIN
aZpec OpraHu3anuu (JIOMOJHUTEIFHO MOXET YKa3bIBaThCS aApPeC MECTa HAXOXICHHUS FOPUIUUYECKOTO
JWIa, €CIIM OH HE COBMAJaeT C MOYTOBBIM aapecoMm); Homep TenedoHa, (akca, aapec IEKTPOHHOU
MOYThI, CETEBOM aJIpec.

B coctaB cripaBOYHBIX TaHHBIX, 32 UCKIIIOYEHHEM OJIAaHKOB JOKYMEHTOB OPTaHOB T'OCYAApCTBEHHOM
BJIACTH, OPraHOB MECTHOI'O CaMOYIIPABJIEHUS, BKIIIOYAIOTCA: KOJ opranuszanuu no O6umepoccuiickomy
knaccudukaropy — mpeampustuié u opranmzammii  (OKIIO), ocHOBHOH  rocynapCTBEHHBIH
PEruCTpalOHHbIN HOMED OpraHu3alnx (OI'PH) u UACHTU(PUKAITMOHHBIH HOMED
HAJIOTOIIATeNbIINKA/KO MPUYHHBI TOCTAaHOBKHU Ha Hanorossiid yueT (MHH/KIIIT).

5.9 HaumeHoBaHue BHJla TOKYMEHTA yKa3bIBa€TCsl HA BCEX JIOKYMEHTAaX, 32 UCKIIIOUEHUEM JIEJIOBBIX
(cmyeOHBIX) TMHUCEeM, paclojiaraeTcsi IO pPEKBU3UTAMU aBTOpa JOKyMEHTa (HauMEHOBaHUEM
OpraHM3aliyi, HauMEHOBAHUEM CTPYKTYPHOTO MOJpa3fesieHusl, HAMMEHOBaHUEM JOJDKHOCTH) (CM. pHC.
B6).

5.10 Jlata nOKyMeHTa COOTBETCTBYET JAare MNOANHCAHMs (YTBEp)KIEHHUs) AOKYMEHTa WIM JaTe
COOBITHS, 3a()UKCUPOBAHHOTO B JOKyMEHTE. JJOKyMEHTBI, U3/laHHbIE IByMs MM OoJjiee OpraHu3alusMHy,
JOJKHBI UMETh OHY (€IMHYI0) JaTy.

JlaTa TOKyMEHTa 3allMChIBACTCS B MOCJICOBATEILHOCTH: JCHb MECSIa, MECSII, TOJl OJJHUM M3 JIBYX
CIIOCO0OB:

apabckumu rudpamu, pasaeneHHbIME TOUK0M: 05.06.2016;
CIIOBECHO-IIM(POBBIM criocoOoM, Harpumep: 5 uroHs 2016 T.

5.11 PerucrpaninoHHBI HOMEP TOKYMEHTa - MU(PPOBOH MM OyKBEHHO-IIM(PPOBOH MACHTHUHUKATOP
JIOKYMEHTA, COCTOAIIMNA U3 TMOPSIKOBOTO HOMEpPA JIOKYMEHTa, KOTOPBIH, [0 YCMOTPEHUIO OpraHU3allNnH,
MOXXET JOMONHAThCS UU(PPOBBIMU MM OyKBEHHBIMH KoJamMHu (MHAEKCAaMH) B COOTBETCTBUU C
HCIOJIb3YEMBIMH KJaccuuKaTopamMu (MHIEKCOM JeNla 0 HOMEHKIAType J1eJ, KOJOM KOPpPECHOH/IEHTa,
KOJIOM JIOJI’KHOCTHOTO JIUIIA U Ap.).

Ha JOKYMCHTEC, COCTAaBJICHHOM COBMCCTHO IBYMS U boiee opraHu3aluvsiMu, IMPOCTABIAIOTCA
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perucTpalioHHble HOMEpa JOKYMEHTa, NPHUCBOEHHBIE Ka)KI0M M3 opraHuzauuil. PermcrtpanuonHbie
HOMEpa OTHEJIAIOTCS IpYr OT JApyra KOCOM 4epTOM M INPOCTABIAIOTCA B NOPSAIKE yKa3aHUS aBTOPOB B
3aroJ0BOYHOM YacTH WITH MpeaMOyJsie TOKYMEHTA.

5.12 Ccpulka Ha pEruCTPAlMOHHBIA HOMEp M JaTy MOCTYIMBILEro JOKYMEHTa BKIIIOYAeT
perucTpaloOHHbI HOMEP U 1aTy BXOSILEro HHUIIMATUBHOIO JOKYMEHTA, Ha KOTOPBIM JaeTCsl OTBET.

5.13 Mecrto cocraBieHus (U31aHUs) JOKYMEHTa YKa3bIBaeTCs BO BCEX JOKYMEHTaX, KpOME JI€JI0BBIX
(cmyxeOHBIX) TMHCEM, a TakkKe JOKJIAJHBIX, CIYKEOHBIX 3allUCOK U JPYI'HMX BHYTPEHHUX
MH(POPMALIMOHHO-CIIPABOYHBIX JOKYMEHTOB.

Mecto coctaBieHus (M3MaHUsA) JOKyMEHTA HE YKa3bIBAa€TCS B TOM Ciydae, €CJd B HAUMEHOBAHUH
OpraHM3alli TPUCYTCTBYET YKa3aHHE Ha MECTO €€ HaxokIeHus. MecTo cocTaBieHHs (W3TaHMS)
JIOKYMEHTA YKa3bIBA€TCSI B COOTBETCTBUU C MPUHSITHIM aIMUHUCTPATUBHO-TEPPUTOPHUATBHBIM JEJICHUEM.

5.14 I'pud orpaHuueHHs IOCTyNa K JOKYMEHTY IPOCTaBJs€TCS B IIPABOM BEPXHEM YIJIy MEPBOTO
JUCTa JOKyMEHTa (IPOeKTa JOKYMEHTa, COMNPOBOIUTEIHHOTO MHChMA K JOKYMEHTY) Ha TpaHHUIIC
BEPXHETro MOJIsl IPU HAIWYMU B JOKYMEHTE MH(POPMALIUH, JOCTYI K KOTOPOW OrpaHUYEH B COOTBETCTBUU
¢ 3aK0oHOJaTenbCTBOM Pocculickoit Penepanum.

Buasl ucnosnbp3yeMblx B OpraHu3aldy IpuoB OrpaHUYEHHs JOCTyIa JOJDKHBI COOTBETCTBOBATH
3aKOHOJATEIbHBIM M MHBIM HOPMATHUBHBIM IpaBOBbIM akTaMm Poccuiickoit denepanuu U TOJKHBI ObITH
3aKpeIuieHbl B JIOKaJIbHBIX HOPMAaTHBHBIX akTaX. B coctaB rpuda orpaHuyeHus I0OCTyNna K JOKYMEHTY
BXOIUT orpaHuuutenbHas Haanuck ("Ans cmyxebHoro mnonb3oBanus", "KonduaenuuaabHo",
"Kommepueckas TaifHa" WM JIp.), KOTOpas MOXET JOMOJHATbCS HOMEPOM 3K3EMIUISpa JOKYMEHTa U
JPYTHUMU CBEICHUSIMU B COOTBETCTBUU C 3aKOHOJATENbCTBOM Poccuiickoii denepanum.

[lpumep - KoMmmMmepdueckas TaMHa.
9x3. N 2

5.15 Anpecar wucnonb3yercss mpu OQGOPMIICHHH MIENOBBIX (CIyKeOHBIX) MHCEM, BHYTPEHHHX
MH()OPMAIIMOHHO-CIIPABOYHBIX TOKYMEHTOB (JJOKJIaIHBIX, CIIY’KEOHBIX 3aIUCOK U JIp.).

AnpecaToM JOKYMEHTa MOXET OBITh OpraHHM3alus, CTPYKTypHOE MOJpa3elieHHe OpraHu3allny,
JOJPKHOCTHOE WIIN (PU3UYECKOE JIUILIO.

PexBusut "aznpecar" mpocraBisieTcsl B BEpXHEHW MpaBoOi 4acTU JTOKyMEHTa (Ha OJaHKE C yIJIOBBIM
PaclooKeHUEM PEKBU3UTOB) WM CIpaBa MoJ peKBU3UTaMH OjaHKa (MpU MPOJOIBHOM PACIOJIOKEHUU
pekBu3uTOB Onanka). CTpoku pekBuU3UTa "ampecat" BHIPABHUBAIOTCS 1O JIEBOMY Kparo WM LEHTPYIOTCS
OTHOCHUTENILHO CaMOM JIJTMHHOU CTPOKHU.

[Ipu azapecoBaHuM JOKyMEHTa PYKOBOJIUTEIIO (3aMECTUTENIO PYKOBOAUTEINS) OpraHU3alluu
yKa3bIBAlOTCA B JIaTEIbHOM Taje’ke HAaWMEHOBAHHE JOJDKHOCTH PYKOBOJIUTENS (3aMECTUTEINS
PYKOBOAMTENISI), BKJIOUAIOIIEe HAWMEHOBAHWE OpraHu3aluM, U (QamMuwins, WHULUAIB JOJKHOCTHOTO
JUIIA.

[lpumMmep -
Pyxkopomuresnwn denepalibHOTO
apPXMBHOTO aTl'€HTCTBa
damvmma U1.0.

HpI/I aaApeCOBAaHMU IHUCbMa B OpraHu3alydi0 YKa3blBaCTCA €€ IIOJHOC MM COKpAIICHHOC
HanMEHOBAaHUEC B MMCHHUTCIIBPHOM ITaACKE.
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IIpumepsr
1 ®enepanbHOE apXUBHOE areHTCTBO
2 Pocapxus

ITpu anpecoBaHuy JOKYMEHTa B CTPYKTYPHOE IIO/Ipa3JeICHHe OpraHu3aluy B peKBU3UTE "aapecat”
yKa3bIBae€TCsi B HMEHUTEIbHOM IMaJie)kK€ HAUMEHOBAaHUE OpraHM3alliy, HIKE - HauMEHOBAaHME
CTPYKTYPHOTO MOAPa3IeICHMUSL.

[lpumMep -
demepalibHOE apXMBHOE
areHTCTBO

OTmeJl rocyIapCTBEeHHOM
CHiyXx0Obl, KaIOPOB M Harpan

[Ipu anmpecoBaHMM NHUChMA PYKOBOAUTENIO CTPYKTYPHOTO TMOApa3/eieHHs] YKa3blBaeTcs B
MMEHHUTEIIbHOM TMaJIe’)K€ HAMMEHOBAaHUE OpraHu3alliy, HWKE - B JATEIbHOM MajeXe HAWMEHOBAaHUE
JOJKHOCTH PYKOBOJUTENSA, BKJIIOYAIOIIEe HAUMEHOBAHHME CTPYKTYpPHOTO IMOApasjeieHus, (aMuiuio,
WHULIAAIIBI.

pumep -
AO "lpodwmnp"

PykopomomTesio OOTOBOPHO-
IpaBOBOTO OTHeja
damvmima U1.0.

ITepen damunmert MODKHOCTHOTO JHWIIA JIONMyCKaeTCcs yHoTpeONsaTh cokpamieHue 'r-Hy"
(rocnionHy), €ciiu ajgpecaT My>KUuHa, WK "T-ke" (TOCI0XKe), €CIIM aJipecaT KEeHIIUHA.

[Tpumepsi
1 r-uy ®amunus 1.0.
2 r-xe ®amunus 1.0.

IIpu paccbuike TOKyMEHTa Ipymie OpraHu3alui OJHOTO THUIIA UIH B CTPYKTYPHBIE IMOAPA3ACICHUS
OJTHOM OpraHu3aly, ajJipecar yKa3blBaeTcst 0000IIEHHO.

[IprMepPsL
1 PYKOBOIMTEJISAM IOUYEPHUX
obmecTts AO "Ilpodwmnp"
2 PyxoBOIMUTEJIAM YyIpaBJIeHUN
Pocapxusa

[Ipu paccblike TOKyMEHTa HE BCEM OpTraHM3alUsM WM CTPYKTYPHBIM TOJAPA3JICICHUSM 0]
pekBusnTOM "Anpecar” B ckoOkax ykaspiBaeTcs: "(Imo crucky)".

[lpumMmep -

PykoBoOuTeNAM IOOYEPHMUX

obmwecTtre AO "Illpodmip"
(mo cnmcky)

B onHOM nokymeHTe He 10DKHO OBITh Ooiee deThipex aapecaroB. CioBo "Komus" mepen BTOpbIM,
TPEThUM, YETBEPTHIM aJpecaTaMu He yKa3biBaeTcs. IIpu OosblieM KoJM4ecTBE apecaToB COCTAaBIIAETCS
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CIHCOK (JIUCT, yKa3aTellb) PaCChUIKU JTOKYMEHTA, Ha KaXK/I0M JIOKyMEHTE YKa3bIBAeTCS OJMH aJpecar WiH
aapecat oopmIisieTcs 0000IIEeHHO.

B cocraB pexBusuta "Agpecar" MOXKET BXOAWUTH MOYTOBBIN ajpec. DJIEMEHThl IOYTOBOIO ajpeca
YKa3bIBalOTCs B IOCIEA0BATEIbHOCTH, YCTaHOBJICHHOM [IpaBmiamMu okasaHHMs yCIIyT IOYTOBOH CBS3H,
YTBEPKICHHBIMH IIPUKAa30M MUHUCTEPCTBA CBSA3M M MacCOBBIX KOMMyHHUKanui Pocculickoin @enepannn
ot 31 urona 2014 r. N 234.

[lpumMep -

BcepoCCUMMCKUM Hay4dHO—
MNCCJIENOBATEJIECKUM MHCTUTYT
OOKYMEHTOBEINEHUS M apxXMBHOTO IeJja
IpodcowszHas yi., n. 82,
Mockea, 117393

ITouToBnIi aapeC MOXKET HEC YKa3bIBATHECA B JOKYMCHTAX, HAlIPpaBJIA€MbIX B BBICIIHNE OPraHbl BJIaCTH,
BBIICCTOAINNUE OpraHu3anuu, MnmoABCAOMCTBCHHBLIC OpraHu3alliid U IMOCTOAHHBIM KOPPCCIIOHACHTAM (33,
HUCKIIIOYCHHUEM HallpaBJICHUA IIMCEM YKa3aHHBIM ape€caTaM B KOHBEPTax C IIPO3pavdyHbIMU OKHaMI/I).

[Tpu appecoBaHNM JOKyMEHTa (PU3NUYECKOMY JIMILYy YKA3bIBAIOTCA: (DaMMIMs MHULIHAANBI, TOYTOBBIH
azapec.

ITpumep -

Gammius 1.0.

CanoBas yi., 1. 5, kB. 12,

r. JIto6epiter, MockoBckast 00i1., 301264

[Tpu oTmpaBke mMucbMa IO 3JIEKTPOHHOM IMOUTe WM MO (PaKCUMUIBHOM cBA3M (6€3 TOCBUIKH MO
MOYTe) MOYTOBBIN ajpec He ykas3biBaeTcs. [Ipn HeoOX0AMMOCTH MOXKET OBITh YKa3aH JICKTPOHHBIN ajpec
(Homep Tenedona/dakca).

Ipumep -

BCcepoCCUMMCKUM Hay4dHO—
MCCJIeNOoBaTEeNIbCKUM MHCTUTYT
OOKYMEHTOBEINEHMUSA U apxMBHOTO HeJa
mail@vniidad.ru

5.16 I'pud yTBepkaeHHs MPOCTABISIETCS HA JJOKYMEHTE B CIIydae €ro YTBEPIKICHHS TODKHOCTHBIM
JIMIIOM, PacCHOPSAUTEIbHBIM JOKYMEHTOM (TIOCTAHOBIEHHEM, PEIICHUEM, MPUKA30M, PACIIOPSIKEHUEM )
WJIM PEIICHUEM KOJUIETHAJIBHOTO OpraHa.

I'pud yTBepxk)aeHus pa3Melniaercss B MPAaBOM BEPXHEM YIUIy MEpBOro JHCTa JOKyMmeHTa. CTpokH
PEKBHM3UTA BHIPABHUBAIOTCS 110 JIEBOMY Kparo WM HEHTPYIOTCS OTHOCUTEIBHO CaMOM YITMHHON CTPOKH.

[Ipu yTBepKIEHUM MOKyMEHTa OJKHOCTHBIM IHUIIOM Tpu( YTBEpKIEHHS COCTOMT W3 CIOBa
YTBEPXJIAIO, HauMeHOBaHUS JOJKHOCTH JIMIA, YTBEPXKIAIOIIETO JOKYMEHT, €ro TMOJIHCH,
WHUIUIANIOB, ()aMUINH U TaThl YTBEPKICHUSI.

[lpumep -

YTBEPXIA
Pyxopogurens demepasiIbHOTO
APXMBHOI'O aAaI'€HTCTBa
IToonuce MN.0. dammnmusa

28



DaTa

[Tpu yTBep>KAEHUU NOKYMEHTa PACHOPSAUTENBHBIM JTIOKYMEHTOM IpHU( YTBEp)KICHUS COCTOUT U3
cioa YTBEPXJIEH (YTBEPX/JIEHA, YTBEPXIEHbBI nin YTBEPX/IEHO), cornmacoBaHHOro c
HAaVMEHOBAHMEM BHJA YTBEPKIAEMOI'0 JOKYMEHTA, HAUMEHOBAHMS PACHOPAIUTEIBHOIO JTOKYMEHTa B
TBOPUTEIIBHOM I1aJI€XKeE, €T0 AAThl, HOMEPA.

[IpyMepsl -

1 (PersameHT) YTBEPXIEH
npmukaszoM A0 "llpopwmip"
or 5 ampensa 2015 r. N 82

2 (IpaBuna) YTBEPXIEHEBL
npukasoMm A0 "IIpopuip"
or 6 ampensa 2015 r. N 83

[Ipu yTBep)kJI€HUM AOKyMEHTa KOJUIETHAJIbHBIM OpPraHOM, PELIEHUS KOTOPOro (UKCUPYIOTCS B
MIPOTOKOJIE, B TpU(e YTBEPKACHUS YKA3hIBACTCS HAMMEHOBAHUE OpPTraHa, PEIICHUEM KOTOPOTro yTBEPKIACH
JIOKYMEHT, J1aTa 1 HOMEP MPOTOKoJIa (B CKOOKAX).

[Ipumep -
(IToJytoxeHMe)
YTBEPXIEHO
CoBeToM nupekTopoB A0 "lpodmns"
(mpoTokoiy or 12.12.2015 N 12)

5.17 3aronoBoOK K TEKCTY - KpaTKOE COJepKaHHe TOKyMEHTA. 3aroJOBOK K TEKCTY (OpMyIUpyeTcs
¢ mpenyorom "O" ("O6") u oTBeuaer Ha Bompoc "o uem?"):

- mpuka3 (0 yem?) 0 CO3/laHUH aTTECTAI[HOHHONH KOMUCCHUH;
- mpuKa3 (0 yem?) 00 yTBEp>KIACHUH IITATHOT'O PACTIUCAHUS;
- MUCHMO (0 ueM?) 0 MpeOoCTaBICHUU HH(OPMAITUH.

3aroyioBOK K TEKCTY opopMIIsieTcs] IOJ PeKBU3UTaMU OJaHKa ClieBa, OT T'paHUIlbl JIeBOro mnojs. B
yKa3ax, [MOCTaHOBJICHUAX, PEIICHUAX, MPUKa3aX, U34aBAEMbIX OpraHAMM BIJIACTHU, 3ar0JIOBOK K TEKCTY
MOXXET OQOpPMIISITbCSI HaJ TEKCTOM IocepeAnHe padodero ImoJisi JOKYMEHTa M LEHTpHUpYyeTcs
OTHOCHUTEJILHO CaMOM JIJIMHHOW CTPOKH.

3aroI0BOK K TEKCTY MOKET HE COCTaBIISATHCS, €CITU TEKCT JOKyMEHTa HE MPEeBHIIAeT 4 - 5 CTPOK.

5.18. TexcT JOKyMEHTa COCTaBIISIETCS HA PYCCKOM SI3bIKE KaK rOCyAapCTBEHHOM si3blke Poccuiickoit
O®enepaunn. B opraHax rocyIapCTBEHHOW  BIACTH, OpraHax MECTHOTO  CaMOYMpPAaBJIEHUS,
TOCYJIapCTBEHHBIX YUYPEXKJEHHUSIX PpECIyONUK Hapsy C TOCYAapCTBEHHBIM s3bIKOM Poccuiickoit
@enepalii  MOTYT  yHOTPeOJATHCS TOCYNApCTBEHHbIE SI3BIKM  pecnmyOnuk. B gesrtenbHOCTH
rOCYJapCTBEHHBIX OPraHoOB, OpraHM3alUi, NpeanpuaTHid u yupexaeHun Poccuiickoit dPenepaunu
HCIIOJIb3YIOTCS TOCYJapCTBEHHBIN s3bIK Poccuiickoit @enepanum, Tocy1apcTBEHHbIE S3bIKU PECTyOIuK U
nHbIE A13bIKM HapoaoB Poccuiickoit denepanun.

(B pen. Usmenenus N 1, ytB. [Ipukazom Poccranmapra ot 14.05.2018 N 244-cT)

B Tekcte AOKYMCHTA, MOATOTOBJICHHOM Ha OCHOBAHHHU 3aKOHOJATCIIbHBIX HWJIM MHBIX HOPMATHUBHBIX
IIPaBOBBIX aKTOB, PAHCC U3JJAHHBIX PACTIOPAANTCIBHBIX TOKYMCHTOB, YKAa3bIBAOTCA UX PCKBU3UTHI:

- HAUMCHOBAHHUC JOKYMCHTA, HAUMCHOBAHUC OpTraHU3allMH - aBTOpa AOKYMCHTA, AaTa HOKYMCHTA,
peFI/ICTpaHI/IOHHHﬁ HOMEP AOKYMCHTA, 3aroJIOBOK K TEKCTY HWJIM HAMMCHOBAHUC BHUJ1a JOKYMCHTA,
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- HAWMMCHOBAHUC OpraHu3ali WJIHW OOJDKHOCTHOIO JIMIA, YTBCPAUBIICTO OOKYMCHT, HOaTy
YTBCPIKACHUSA JOKYMCHTA.

TexkcT MOKyMEHTa MOMKET COAEP)KaTh pasJelNibl, MOIPA3/Aeibl, MMyHKTHI, MOAIYHKTH, HyMepyeMble
apabckumu udpaMu. YpoBHEH pyOpuKaluy TeKcTa He JOJKHO ObITh OoJiee YeThIpeX.

B mpuka3zax TekcT uznaraeTcst OT MepBOro JUlla €ANHCTBEHHOTO Yrcia ("'mpuka3bian').

B nmokyMeHTax KOJUIETHAIBHBIX W COBEHIATENBHBIX OPraHOB TEKCT M3JAraeTcs OT TPEThEro JIHIla
€IMHCTBEHHOTO yKcia (""KoJulerus... moctaHosmsier", "cobpanue... pemuio™).

TekcT nNpOTOKOJIA M3JIAraeTcsi OT TPEThero JHla MHOXecTBeHHoro uwucna (“"cioymanu",
"BoicTynuin", "nmocranoBuin", "pemminu").

B 1okyMeHTax, yCTaHaBIMBAIOUIMX TMpaBa W OOS3aHHOCTH OPTraHH3aIUil, WX CTPYKTYPHBIX
noApa3AesiecHn (MOJIOKEHUE, HHCTPYKIIHS), a TAK)Ke COACPIKAIIUX OMUCAHWE CUTYyallui, aHanu3 (PaKkToB
WJIM BBIBOJIBI (KT, CTIpaBKa), UCIONb3yeTCs opMa U3NI0KEHHUSI TEKCTa OT TPETHETO JIMIA €ITMHCTBEHHOTO
WM MHOKecTBeHHoro uucia ("ormen ocymectBiser (QyHKOUH...", "B COCTaB ynpaBieHHUs BXOHAT...",
"KOMHCCHs TIPOBEIIa MPOBEPKY...").

B coBMecTHBIX JOKYMEHTaX TEKCT H3JaraeTcsi OT IEepBOro JMIa MHOXECTBEHHOI'O YHcia
("mpukassiBaem", "perunun").

B nenoBbix (ciry>ke0HBIX) MUCbMax MCIIONb3YIOTCS POPMBI U3ITI0KEHUS:

- OT HEpBOr0 JHIAa MHOXECTBEHHOro uuciaa ("IpocMM HampaBuTh...", "IpeACTaBiIsgeM Ha
paccMoTpeHue...");

- OT TPETHEIO JIMa CAMHCTBCHHOI'O 4YHCJIa ("MI/IHI/ICTepCTBO HC BO3paxacT... , "O6IJ_ICCTBO CUUTaAcCT

BO3MOXXHBIM...");

- OT TMepBOro IMIa eAWHCTBeHHOro uymucna ("cuuTaro HeoOxomuMbIM...", 'mpesiaraio
paccMOTpPETh..."), eclTu MUCEMO OPOPMIIEHO HA TOJDKHOCTHOM OJIaHKe.

B Tekcrax MTOKYMEHTOB yHOTPEOJISIOTCS TOJBKO OOIIEHpUHATHIE aOOpeBHATYphl U rpaduveckue
COKpAIICHUSI.

[Tpu ynotpebnaenuu B TekcTe haMHUINH JUI MHUIMAIB! YKa3bIBAIOTCS MOCe (paMUITHH.
B nenoBsix (City»eOHBIX) MUChMaX MOTYT UCTOJIB30BaThCSI:

- BCTYIIUTENIbHOE 0OpaIleHue:

YBaxkaemslii rocrionuH Ipencenarens!

YBakaemblii TocriofnH ['yoepHaarop!

YBaxkaemslii rocrioiuH IIpoxopos!

VYBaxaemas rocrnoxa 3axaposal

YBaxkaemblit Hukomnaii [lerpoBuy!

VYBaxkaemas Onbra HukonaeBna!
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VYBaxaemsie rocrioga!

B O6paH_IeHI/II/I 10 AOJKHOCTH HAMMCHOBAHUEC JOJDKHOCTH ITMIICTCA C HpOHHCHOﬁ GYKBLI, B
06paHI€HI/H/I o q)aMI/IJ'II/II/I HWHUILKAJIbI JIMIa HC YKAa3bIBArOTCH.

- 3aKJIIOYMTENIbHAS ATUKETHAsS (pa3a:
C yBaxkeHUeM, ...

5.19 OrmeTka 0 MPUIIOKCHUN COLCPKUT CBCACHUA O NOKYMCHTC (,Z[OKYMGHTaX), npujiaracMom K
OCHOBHOMY HOOKYMCHTY (B COIIPOBOAUTCIIBHBIX IMHMCbMax, IPCTCH3UAX, aKTax, CIpaBKaX W APYTrUux
I/IH(I)OpMaI_[I/IOHHO-CHpaBO‘lHBIX ,Z[OKyMeHTaX) HJIn O TOM, YTO HOKYMCHT SBJISCTCA IPUIIOKCHUCM K
OCHOBHOMY JOKYMCHTY (B JOKYMCHTAx - TIPHIOKCHHUAX K paclnopaguTCIIbHBIM JOKYMCHTAM,
MOJIOKCHUAM, IIpaBUJIaM, HHCTPYKLIUAM, JOTOBOpAM, INIaHAM, OTUCTAM U JP. ,[[OKYMCHTaM).

B conpoBoauTenbHBIX TUChbMaX U JIPYrUX MHPOPMAIMOHHO-CIPABOYHBIX JOKYMEHTaX OTMETKA O
NPUIIOKEHUN 0(hOPMIISIETCS IO TEKCTOM OT I'PaHMIIbI JIEBOTO MOJIS CIETYIOIUM 00pa3oM:

- €CJIM IIPUJIOKEHUE Ha3BaHO B TEKCTE:!
ITpunoxxenue: Ha 2 1. B 1 9K3.

- €CJIM IPHUJIOKECHUE HE HAa3BaHO B TCKCTC WJIN €CJIN HpI/IJ'IO)KeHI/Iﬁ HCCKOJIBKO, YKa3bIBalOT HA3BAHUA
,Z[OKyMCHTOB-HpPIHO)KCHPIfI, KOJIMYCCTBO JIMCTOB U S3K3CMIUIAPOB KAXKAOTO ITPUITOKCHUSA:

punoxeHue: 1. IlojoxeHMe 0O VYNPaBJIEHUM PEIMOHAJIBHOTO KPeIMTOBAaHMA Ha
5 1. B 1 3K3.
2. CnpaBka O KaIpOBOM COCTaBe YNPaBJIEHMS PETMOHAaJIbHOTIO
KpeIMTOBaHMA Ha 2 JI. B 1 B5K3.

- €CJIM MIpUIoXKeHue (IPUII0KEeHHs) COPOITIOPOBAHBI:
[Tpunoxenue:
otuet 0 HUP B 2 7k3.

- €CIIM JOKYMEHT, SBISIONUICS MPWIOKEHUEM, HMMEET MPWIOKEHUS C CaMOCTOATEIbHOU
HyMepauuen CTpaHMII:

[Tpunoxenue:
nmucekMo Pocapxusa ot 05.06.2015 N 02-6/172 u npuitoxkeHus K HeMy, BCero Ha 5 1.

- €CJIM IPUJIOKECHUEM SIBIIIETCS 000COOICHHBIN 3JICKTPOHHBIN HOCHTENb (KOMITaKT-IHCK, Usb-durent-
HAaKOIHUTEIb U Jp.):

[Tpunoxenue:
CD B 1 3k3.

HpI/I OTOM Ha BKJIAaAbIIIC (KOHBepTe), B KOTOpHﬁ MOMCIIACTCA HOCHUTCIIb, YKa3bIBAIOTCA
HanMCHOBAHUA JOKYMCHTOB, 3allTMCAHHBIX HA HOCUTCJIb, UMCHA (baﬁHOB.

B pacniopsAauTCIbHBIX JOKYMCHTAX (HOCTaHOBHCHI/IHX, pelmiCHUAX, IIpUKa3ax, paCHOprI(eHI/IfIX),
A0TroBOpax, IIOJIOXKCHUAX, IMPpaBUJIaAX, HHCTPYKHUAX H APYTUX IOOKYMCHTAX OTMCTKAa O MNPHUIIOKCHHUU
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oopmIIseTCs CIeTY LM 00pa3oM:

- B TEKCTE JIOKyMEHTA TIPU MEPBOM yYIIOMHUHAHUU JOKYMECHTA-TIPUIIOKEHUS B CKOOKAaX yKa3bIBaCTCS:
... (mpunoxenue) unu ... (mpwioxeHue 1); mepes HOMEPOM MPHIOKEHUS JTOMYCKAETCS CTaBUTh 3HAK
HoMepa: ... (mpusoxenue N 2);

- Ha TIEPBOM JIMCTE TOKYMEHTA-TIPUIOKCHHUS B TIPABOM BEPXHEM YTy YKa3bIBACTCS:
IIpunoxenne N 2

k npukazy AO "IIpodumns"

or 15.08.2015 N 112.

CTpoKM peKBU3UTa BBIPABHUBAIOTCS I10 JIEBOMY KpalO WU HEHTPUPYIOTCS OTHOCHUTEIHHO CaMOu
JUIMHHOW CTPOKH.

Ecnu npuitoxkeHneM K pacnopsaauTebHOMY TOKYMEHTY SIBJII€TCS HOPMATHUBHBIN IIPABOBOM aKT WU
MHOM [JOKYMEHT, YTBEP)KIAaeMbId JAaHHBIM paCHOPSIAUTEIBHBIM JOKYMEHTOM, Ha II€PBOM JIMCTE
MIPUJIOXKEHHUS MIPOCTABIISIETCSI OTMETKA O IMPUJI0oKEeHUU (0€3 CChUIKM Ha pacHopsIUTENbHbIMN JOKYMEHT) U
rpud yTBEpKICHHS, B KOTOPOM YKAa3bIBAIOTCS MAaHHBIE PAaCIOPSIUTEIBHOIO JOKYMEHTa, KOTOPHIM
YTBEPKJIEH JOKYMEHT-IIPHIIOKEHHE.

ITpumep -

[Ipunoxenue 1
YTBEPXIEHO
npukazom AO "IIpoduns"
or 18.05.2015 N 67

5.20 T'pud cornmacoBaHusi JOKyMEHTa MPOCTABISAETCS Ha JOKYMEHTaX, COTJIACOBAHHBIX OpPTraHaMH
BIIACTH, OpTaHM3AIMSIMH, MODKHOCTHBIMU Iuiamu. ['pud cormacoBanuss B 3aBUCHMOCTH OT BHJA
JIOKyMEHTa U 0COOEHHOCTEH ero 0(hOopMIICHUST MOKET MPOCTABISATHCS:

- Ha MEPBOM JIMCTE JOKYMEHTa (€CiIH JOKYMEHT UMEEeT TUTYJbHBIN JIUCT, - HA TUTYJIBHOM JIHCTE) B
JIEBOM BEpPXHEM YTy Ha ypoBHE Tpuda yTBEpXKIACHHUS WIH I10J]] HAUMEHOBAHHUEM JOKyMEHTa OJIMKe K
HIDKHEMY ITI0JIIO);

- Ha MOCJICAHEM JIUCTC JOKYMCHTA 110 TECKCTOM;
- Ha JIMCTC COIJIaCOBAaHUs, ABIAOIICMCA HEOTHEMJIEMOMH YacCThIO JAOKYMCHTA.

I'pud cormacoBanus cocrout u3 cioBa COI'JTACOBAHO, nomkHOCTH 12, KOTOPBIM COTJIACOBAH
JOKyMEHT (BKJIOYasi HaWMMEHOBAHHE OpPraHW3alMH), €ro COOCTBEHHOPYYHOH IOJINKCH, HHUIMAJIOB,
(dbamMumm, JaThl COTJIACOBAHUS.

[Tpumep -
COT'JIACOBAHO
Hupexrop BHUNJIA /]
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(moxmucek) N.0O. Gamumnus
JlaTa

Ecnu cormacopanue OCYHMECCTBIACTCA KOJUICTUAJIBHBIM OpPraHoM, B rpmbe COrjiacoBaHHMA yKa3bIBarOT
CBCACHUA 00 OopraHe, COrjiaCcoBaBlIICM NOKYMCHT, JaTC U HOMEPC IIPOTOKOJIA, B KOTOPOM 3a(I)I/IKCI/IpOBaHO
PEIICHUE O COrjlaCoOBaHUM. Ecnu cormacoBanme OCYHICCTBIACTCA IMUCbMOM, YKAa3bIBAOT BUJ JOKYMCHTA,
OpraHnu3alurio - aBTOpa IOKYMCHTA, JaTy U HOMEP IMUCbMa.

IIpumepsr

1 COI'JTACOBAHO

CoBeToM JUPEKTOPOB

AO "IIpodpuip"

(mpoToKoI OT N )
2 COI''TACOBAHO

nucbMoM PocapxuBa

oT N

5.21 Buza CBUIETENBCTBYET O COIJIACMU WJIM HECOTJIACMU JOJDKHOCTHOTO Jinia (pabOTHHKA) C
CoJlep’)KaHUEM TPOEKTa JOKyMeHTa. Buzoil odopmisieTcss BHyTpeHHEE COINIacOBaHUE NOKyMeHTa. Busza
BKJIIOYAET JOJKHOCTD JIMIA, BU3UPYIOLIEr0 JOKYMEHT, MOAMKUCH, paciin@poBKy MOANUCH (MHUIUAIBI,
(haMuIHo) U AaTy BUSUPOBAHHUS.

[Tpumep -

PykoBoauTeNnb OPUINYECKOTO OTIENa

IMoamuce N.0O. Gamunus

JlaTa

[Tpu Hanmuuu 3amedaHuii K JOKYMEHTY BU3Y O(DOPMIISIOT CIAEAYIOIIMM 00pa3oMm:
ITpumep -

3amedaHus IPWIAararTCs.

PykoBoauTeNnb OPUINYECKOTO OTIEa

[Toamucey N.0O. @amumnms

JlaTa

B opranmzanusx, NPUMEHSIONIMX CHUCTEMBI AJIEKTPOHHOTO JIOKYMEHTOOOOpOTa, COTJacOBaHHE
MOJKET MPOBOUTHCS B ANEeKTpoHHOU popme, cornacHo 'OCT P MCO 15489-1.

B AOKYMCHTAX, IMOJIMHHUKHU KOTOPBIX XPAHATCS B OpraHU3allii, BU3bI IPOCTABJIAIOT HA MOCICIHEM
JIMCTC NOKYMCHTA ITOA IMMOANMUCHIO, HA 060p0Te MOCJICAHCT O JINCTA MMOJJIMHHHUKA JOKYMCHTA WK HaA JIUCTEC
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corjiacoBaHus (BU3MPOBAHUS), IPUIAra€MOM K TIOKyMEHTY.

B ucxogsmux JAOKYMCHTAX BHU3bI MPOCTABJIAIIOTCA Ha JK3CMINIApPpAX AOKYMCHTOB, ITOMCHIACMBIX B
pI(SAI (O

IIo ycMOTpeHHIO OpraHu3alMu MOKET IPUMEHATHCSA IIOJIMCTHOEC BU3MPOBAHUE IOKYMEHTAa U €T0
MIPUIIOKEHUMN.

5.22 Tloanuch BKJIKOYAET: HAUMEHOBAaHUE JOJDKHOCTH JIMLA, IOJIMUCBHIBAIOIIETO OKYMEHT, €ro
COOCTBEHHOPYUHYIO IOJIHUCH, paciin(poBKy MOAMUCH (MHULHAIBL, (HaMUIHS).

[lpumep -
T'eHepaJlbHEIM IUPEKTOP [loonmce n.0. dammnmsa

Ecnu noxkymeHT oopmiieH He Ha OJaHKe, B HANMEHOBaHME JOJDKHOCTH BKIIIOUACTCS HAUMEHOBaHHE
opranuszanuu. Jlomyckaercs LEHTpOBaTb HAaUMEHOBAHME JIOJDKHOCTH JIMLA, MOANMCABIIETO JOKYMEHT,
OTHOCHUTEJILHO CaMOU JJIMHHOM CTPOKH.

pumep -
T'eHepaJlbHEY IUPEKTOP
AO "Illpodmap" lomnmuce n.0. dammnmsa

[Ipu odopmieHnn TOKyMEeHTa Ha OJaHKE JOHKHOCTHOIO JIMIA JOJKHOCTH ATOTO JIMIA B MOANUCU
HE YKa3bIBaeTCsl.

[Ipumep - Homnucek n.0. dammnmsa

[Ipn moanucaHuu JOKyMEHTAa HECKOJBKMUMH JOJDKHOCTHBIMM JIMIIAMM, 3aHHMAIOIIMMH DPa3HOE
MIOJIOXKEHUE, UX IOAIMCH PACIIONararoTcs OJHA MOJ APYIOM B IIOCIIEIOBATEIBHOCTH, COOTBETCTBYIOILEH
HEpapXHUH 3aHUMAEMBIX JOJKHOCTEH.

[Ilpumep -
IMPEKTOP MHCTUTYTa Moonuce n.0. dammnma
T'nmaBHEM OyxTajTep HMomnuce n.0. dammnusa

IIpH nmoanuCaHu AOOKYMCHTAa HCCKOJIbKUMHU JIMIAMU PaBHBIX HOHXGHXHEﬁ X MnOAIINCH
pacmnojararorCsa Ha OAHOM YPOBHC.

pumep -
3aMecTuTeslb IUPEeKTOopa [0 (MHAHCOBEM BOIPOCaM [Momonmuce MN.O0. damMmnmsa
3aMecTuTeslb IUPEKTOopa [0 aIMUHMCTPaTUMBHEIM Bomnpocam lommmce N.O0. dammiamsa

B AOKYMCHTAaX, COCTAaBJICHHBIX KOMHCCHGﬁ; B MOANHCHU YKaA3bIBACTCA CTATyC JIMIa B COCTaBC
KOMHUCCHHU.

[lpumMmep -

[lpencenmaTresib KOMMCCUM IlTognmuce n.0. dammnusa

UJjieHBEl KOMMCCUU I[Toonuce n.0. damunmsa
lloonmuce n.0. dammnmsa
[Toonuce n.0. dammiimda

]IpH nmoAnmrMCaHMK OOKYMCHTA JIMIOM, HWCIOJHAIOIIHUM 00s13aHHOCTH PYKOBOOMTCIIA, IOAIHNCH
O(I)OpMJ'ISIeTCSI C YKa3aHUCM CTaTyCa JOJIZKHOCTHOTI'O JIMIAa B COOTBCTCTBHUU C ITPUKA30M (pacnomeeHI/IeM).

[lpumMmep -
MN.o. reHepalsbHOT'O mupekTopa Illomnmch n.0. dammnmsa

34



VNI :
VcrionHaomMM OO0S3aHHOCTHU
TeHepaJlIbHOTO IOMpEeKTOopa Momnmuce n.0. dammnusa

[Ipu noanyrcaHuy JOKYMEHTA JUIIOM, UMEIOLINM MPaBO MOJINUCH B CIIy4ae BPEMEHHOI'O0 OTCYTCTBHUS
PYKOBOJIUTENS, MCIPaBJIEHUs] B HAUMEHOBAHUE JOJDKHOCTM M paclIMPpoBKY (aMumiuu yxe
MIOJITOTOBJIEHHOTO U COTJIaCOBAHHOT'O IMPOEKTa JOKYMEHTa BHOCSTCS OT PYKU WM C HCIIOJIb30BaHUEM

n n

COOTBCTCTBYIOIIINX IITAMIIOB. He JAOIIYCKACTCA CTaBUTh KOCYHO 4YC€pTy, HAAIUCH 3a nepen
HaMMCHOBAHUCM OOJDKHOCTH JIMLA B IOAIKUCH, C€CJIIN JOKYMCHT MOAIMMUCBIBACT NHOC JOJKHOCTHOC JIMIIO.

5.23 Otmetrka 00 DSIEKTPOHHOW TMOAMMCH HCIOIB3YETCSl MPH BU3YAIH3AIUH AJIEKTPOHHOTO
JIOKYMEHTA, MOANNCAHHOTO 3JIEKTPOHHOM MOMNKCHIO, C COOTIOEHUEM CIEAYIOIUX TpeOOBaHM:

a) MECTO pa3MEUICHUs OTMETKHM 00 3JIEKTPOHHOW MOINHMCH JIOJKHBI COOTBETCTBOBATH MECTY
pa3MenieHusi COOCTBEHHOPYYHON MOJMUCH B aHAJIOTUYHOM JOKYMEHTE Ha OyMa)KHOM HOCHUTEJIE;

0) PIEeMEHThl OTMETKU 00 SJEKTPOHHOW MOAMUCU JOJKHBI OBITh BUIUMBIMU U YUTAEMBIMHU TPU
0TOOpaXEHUH JOKYMEHTAa B HATypaJIbHOM pa3Mepe;

B) 3JICMEHTBI OTMETKHU 00 BHCKTpOHHOﬁ noANHrCHU HE NOJDKHBI IEPCKPBIBATLCA WM HAKJIAAbIBATHCA
ApYyT Ha Jpyra,

I) DJIEMEHTBl OTMETKM 00 3JIEKTPOHHOW MHOJNHMCH HE JOJKHBI MEpPEKphIBaTh 3JIEMEHTHl TEKCTa
JIOKYMEHTA U JIpyrue OTMETKU 00 3JIEKTPOHHOM MoAnucH (IpyU HaJIUYUK).

OTtmerka 00 OSJIGKTPOHHOW TMOANUCH B COOTBETCTBUM C 3aKOHOJATENLCTBOM Poccuiickoit
@Oenepanuu BKIO4aeT (paszy "JlokyMeHT moamucaH 3JIEKTPOHHOW MOANHUCHIO", HOMep cepTuduKara
KJII0Ya 3JIEKTPOHHOW MOANMUCH, (paMmiIMio, WMs, OTUECTBO BIiajeNblla cepTH(dUKaTa, CpOK AECUCTBUS
ceptuduKara Kiao4da SJIEKTPOHHOW moamuch. OTMeTka 00 3JIeKTPOHHOW TOANMHMCH MOXKET BKIIOYATh
n3zobpakeHue rep6a, sMOJIeMbl OpraHa BIacTH (OpraHu3alyu), TOBAPHOTO 3HaKa (3HaKa O0OCIYKUBaHMSA)
OpraHMU3aIK B COOTBETCTBUU C IEUCTBYIOUINM 3aKOHOATEIbCTBOM.

ITpumep -
SMbJie - IOOKYMEHT TIOHOIIMCAH
Ma SJIEKTPOHHOM MOOIVCHIO
HamMmeHOBaHMe | opraHa
OOJIXHOCTHM |BJjlacTuU H.H. HukoJjaes

Ceprudbmxar 1alllaaa000000000011
Bnameseun HukosiaeB Hukosam HukoJjiaeBuu
HOemcreurenen ¢ 01.12.2012 nmo 01.12.2017

5.24 TIlewatp 3aBepsieT MOJJIMHHOCTh TOANUCH JOJDKHOCTHOIO JIMIA Ha JOKyMEHTax,
yJIOCTOBEPSIONIUX TpaBa JIUIl, PUKCUPYIONINX (PaKThI, CBSI3aHHBIE C (PMHAHCOBBIMU CPEACTBAMH, & TAKKE
Ha WHBIX JOKYMEHTaX, MPEIyCMATPUBAIOIINX 3aBEPEHUE TMOMAMKUCU I€YaThbl0 B COOTBETCTBUU C
3akoHoJarenbeTBOM Poccniickoit deneparum.

JIoKkyMeHTBI 3aBepsAlOT TedaTbio opraHuzanuu. Ileyatp mpocTaBisieTcs, HE 3axBaThIBas
COOCTBEHHOPYYHOH TMOMMUCH JUIA, MOMAMUCABIIETO JOKYMEHT, WJIM B MecTe, o0o3HaueHHOM "MII"
("Mecro nevatu").

5.25 OrmeTka 00 UCHONHUTENE BKIIOYACT (HPaMUINIO, UM M OTYECTBO HMCIIOJHHUTENS,, HOMEP €ro
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teneoHa. OTMeTKa 00 HCIOJIHUTENE MOXKET JOMOJIHATHCS HAMMEHOBAHUEM JOJKHOCTH, CTPYKTYPHOTO
MOJIpa3AeIICHUS U JICKTPOHHBIM aJPECOM UCTIOTHUTEIS.

OtmeTka 00 HcmoHUTENe OQOPMIISETCS] HA JIMIIEBOM CTOPOHE TOCIEIHErO JHCTAa JOKYMEHTa OT
TPaHUIIBI JIEBOTO TMOJISI WIIU, IPH OTCYTCTBUU MECTa, - HA 0OOPOTHOM CTOpOHE BHU3Y cieBa. Hampuwmep:
3abenmma MBan AmnnpeeBud, KoHTpoJIbHOE ympaBiieHWE, BEAyIIUH crenuaiuct, +7(495) 924-45-67,
Zabelin@gov.ru

OtmeTKa 00 UCIIOJTHUTENIE MOXKET OPOPMIISITHCS KaK HUKHHUI KOJOHTUTYJI U TledaTaThes WpUudToM
MEHBILIETO pa3Mepa.

5.26 OrMerka O 3aBEpeHUU KOMUU OQGOpMISIETCS s IMOATBEPXKIEHUS COOTBETCTBUS KOIUU
JOKyMeHTa (BBIUCKM M3 JIOKYMEHTa) IOJUIMHHUKY JOKyMeHTa. OTMeTKa O 3aBEpEeHUH KOIUU
MPOCTABJISIETCS. TIOJT PEKBU3UTOM "TIOAMHUCH" W BKIIIOYAET: CIoBO "BepHo"; HauMeHOBaHHWE JOHKHOCTH
JMIIA, 3aBEPUBLIETO KONHMIO; €ro COOCTBEHHOPYUHYIO IOAIMUCH; PacIiM(pOBKY MOANUCH (MHUIMAIIBL,
(dhaMuiInio); 1aTy 3aBepeHuss KOMUM (BHITUCKU U3 JOKYMEHTA).

[lpumep -
BepHo

VHCIIeKTOp CJyXObl KaIpOB lomnmuce n.0. dammnmsa
HaTa

Ecnum xomust BeIAaeTCs IS MPEACTABICHUS B IPYTyI0 OpraHU3aIfio, OTMETKA O 3aBEPCHUH KOTTHH
JIOTIOJTHACTCS HAIMUCBI0O O MECTe XpaHCHHsI JOKYMEHTa, C KOTOpOro Obljla W3rOTOBJICHA KOIHUS
("TlonmMHHUK JOKYMEHTAa HAxXOIWTCs B (HaMMEHOBaHHE OpraHu3anuu) B jgene N .. 3a .. roa") u
3aBepsIETCs MeYaThlo OpraHu3aliy.

J_IJ'IH IMPOCTAaBJICHUA OTMETKHU O 3aBCPCHUHN KOIMMU MOXKET UCITIOJIB30BATHCA HITAMII.

5.27 OrMmeTKa O TOCTYIUICHHM JOKYMEHTA CIYXXHT JJs MOJNTBEPXACHUS (PaKTa MOCTYIUICHUS
JOKYMEHTa B OPTraHU3aLAI0O U BKIIOYAET ATy INOCTYIUIEHHS W BXOZSIUMN PETUCTPALMOHHBIA HOMED
nokyMeHTa. [Ipy HeoOXoIMMOCTH OTMETKA O IMOCTYIJIEHMM MOXET JIOMOJHATHCS YKa3aHUEM BPEMEHHU
MOCTYIJICHUS B 4acaX U MMHYTax U croco0a JI0CTaBKU JOKYMEHTA.

OtmeTKa o MOCTYIUICHUH NOKYMCHTA MOXKET MPOCTABJIATHCA C TOMOIIBIO IITaAMIIA.

5.28 Pezomonus coAepKUT yKa3aHWe MO UCTIOJHEHHIO JOKyMeHTa. Pesomrorus odopmiseTcs Ha
CBOOOJTHOM MecCTe paboyvero Imouisi JOKYMEHTa, Ha OJIaHKe PEe30JIIOIMH MM BHOCUTCS HETIOCPEACTBEHHO B
CUCTEMY DJIEKTPOHHOTO JOKYMEHT0000pOTa.

Pezomronus BkIO4aeT: (paMMIMIO, MHULIMAIBI WCHOJHUTENS (UCHOJIHUTENEH), MOpyYeHue IO
JOKYMEHTY, NpH HEOOXOAMMOCTH - CPOK HCIIOJIHEHMs], MOJIHUCH JIMIA, BBIHECIIETO PE30JIIOIMI0, JaTy
PE30IIOLUH.

[Tpumep -

®amunus 1.0.

[Ipoury noarorosuts npenoxenus k 10.11.2016.
IToamnuce

JlaTa
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5.29 OTmeTKa 0 KOHTPOJIE CBUIETENBCTBYET O TOCTAHOBKE JJOKYMEHTA Ha KOHTPOJIb, IPOCTABIISAETCS
mramnoM "KoHTponb" Ha BepxHEM 10JIe JOKYMEHTA.

5.30 OtMeTKka 0 HampaBJICHUM JOKYMEHTA B JIEJIO ONPENENSIET MECTO XPaHEHUsI TIOKyMEHTa I0CIie
3aBepuIeHHs pabOThI C HUM M BKJIIOYaeT: cioBa "B neno", uHaeKc emna no HOMEHKIIaType Aell, B KOTOpoe
MOMENIAeTCsl TOKYMEHT Ha XpaHEHHe, C YKa3aHHUEeM roja, JOJDKHOCTH JIMIa, O(OPMUBIIETO OTMETKY,
MOAMMCH, J1aThI.

[lpumMep -

B meno N 01-18 =a 2016 r.

3aB. OTHEJIOM KOPIOPATUBHEIX NPOEKTOB
I[loonuce DaTa

OrmeTrka o HaIllpaBJICHUKU AOOKYMCHTA B JCJIO MOKCT [JOMOJIHATHCA KPATKUMH CBCACHHUAMU O
XapakTepe UCIIOJTHCHUA JOKYMCHTA.

6 bnaHkn AOKyMeHTOB

6.1 Jlns ms3roromieHus OyaHkoB aokymeHToB, corsiacHo ['OCT P 7.0.8, ucnonesyercs Oymara
dopmaroB A4 (210 x 297 mm), A5 (148 x 210 mm); myis W3rOTOBIICHUS OJAHKOB PE30JIOLUN
ucrnonb3yercst Oymara popmatoB AS (148 x 210 mm), A6 (105 x 148).

Kaxnp1ii 1uct 1oKkymenTa, opopMIICHHBIH Ha OJaHKe Wi 6e3 Hero, I0JKEH UMETh I0JIsl HE MEHee:
20 MM - JIeBOE;

10 mM™ - paBoe;

20 MM - BepxHee;

20 MM - HUXKHEE.

JIOKyMEHTBI JTUTeNbHBIX (CBBIIIE 10 J€T) CPOKOB XpaHEHHS AOUKHBI KMETh JIEBOE TI0JI€ HE MEHEe
30 MM.

6.2 OpraHu3aly HUCIOJB3YIOT OJAHKH JOKYMEHTOB, M3TOTOBJICHHBIE Ha OyMa)KHOM HOCHUTENe
(OmaHKM JTOKYMEHTOB (hefepalibHBIX OpPraHOB TOCYJAapCTBEHHOW BIIACTH C  BOCIPOM3BEIECHUEM
locynapctBennoro  repba  Poccmiickoit ~ @enepanuy — M3rOoTaBIMBAIOTCA — MONUTPaQUIECKUMU
OPEINpUATHSIMHA, HMEIONIMMUA  CepTHU(UKATEI O HATUYUM TEXHUYECKMX U TEXHOJIOTUYECKHUX
BO3MOKHOCTEH JIJIsl KaYECTBEHHOTO M3TOTOBIICHHS YKAa3aHHOTO BHJA MPOAYKIMH) W/WIN 3JIEKTPOHHBIE
mra0oHs! O71aHKoB. bianku Ha OyMa)KHOM HOCHTENE M AJIEKTPOHHBIE IA0IOHBI OJIAHKOB JTOJKHBI OBITH
UJICHTHYHBI 110 COCTAaBY PEKBU3HUTOB, OPSIKY UX PACIIOJIOKEHHUS, TApHUTYpaM IpudTa.

brnanky JOKyMEHTOB Ha OyMa)KHOM HOCHUTEJIE U 3JIEKTPOHHBIE 11a0JIOHBI OJJAHKOB M3rOTABIUBAIOTCS
Ha OCHOBAaHUM MaKeTOB OJIaHKOB, YTBEPKIAEMbIX PYKOBOJIUTENIEM OpraHU3alllu.

brnanky JOKYMEHTOB clieyeT U3roTaBIuBaTh Ha 0ol Oymare nin Oymare CBETJIBIX TOHOB.

SHCKTpOHHBIC 111a0JIOHBI 0J1aHKOB JAOKYMCHTOB JOJIZKHBI OBITh SallIUIICHBI oT
HEC&HKHHOHHpOBaHHBD(H3M€H€HHﬁ.

6.3 bnanku nOKyMeHTOB odopmisaioTcs B cooTBeTcTBUU C [Ipunoxkenuem b. OpueHTHpOBOUYHBIE
IPaHUIBl 30H pACIOJIOKEHUS PEKBU3UTOB 00O03HaueHbl NyHKTHpoM. Kaxknas 30Ha omnpenensiercs
COBOKYITHOCTBIO BXOJISIIIIUX B HEE PEKBU3UTOB.
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6.4 B 3aBUCHMOCTH OT PAcCIOJIOXKCHHUS PEKBU3UTOB YCTAaHABIIMBACTCS JBa BapuaHTa OJAHKOB -
yraoBo# (pucyHok b.1) u mpogonsHslii (pucyHok b.2).

6.5 PexBusutel 01, 02, 03 pacnonararoTrcs Ha BEpXHEM IoJie IOKyMeHTa Haja pekBuzutom 05 mo
CepelMHEe 30HBI, 3aHATOW 3TUM PEKBH3HTOM.

PexBuzut 03 MoxeT pacrionaraTtbcs ciieBa Ha ypoBHE pekBusuTa 05.

PexBusuter 05, 06, 07, 08, 09, 13, orpaHuuurtenpHble OTMETKH s pekBusutoB 10, 11, 12 B
Mpezeiax TPaHull 30H PACIOJIOKEHUSI PEKBU3UTOB PA3MEIIAIOTCS OJJHUM U3 CTIOCOOOB:

- LICHTPOBAHHbBIM (HA4aJO M KOHEIl KaXI0H CTPOKU PEKBU3UTOB PABHO YJAJECHbI OT T'PaHMI] 30HbI
PacmoJIoKeHUs! PEKBU3UTOB);

- (QuaroBeiM (Kaxias CTPOKa PEKBHU3UTOB HAUMHAETCS OT JIEBOM I'paHMIIbI 30HBI PACIHOJIO0KECHUS
PEKBHU3UTOB).

6.6 YcTaHaBIMBAIOTCS CJIEAYIOIINE BUbI OJIAHKOB JJOKYMEHTOB OpPTraHU3aIIUU:
- 001IHii OJaHK;

- OJIaHK IIHCHhMa;

- OJTaHK KOHKPETHOTO BHJIa JJOKYMEHTA.

HopMaTuBHBIMM IIpaBOBBIMH AaKTaMH OpPraHU3allMd YCTaHABIMBAIOTCS BHIBl IIPUMEHSEMBIX
0JJaHKOB M MX pPa3HOBUAHOCTH (OJAHK MHCbMa CTPYKTYPHOrO MOJApa3/ieieHus, OJaHK MHucbMa
JIOJDKHOCTHOTO JIMLA, OJIaHK MPUKa3a, OJaHK pacHopsuKEHUs, OJIaHK IPOTOKOJIA U Jp.).

O06pa31ibl 0JJaHKOB TOKYMEHTOB ITPUBEAEHBI B pUiIoxkeHnH b.

6.7 OOt 6IaHK KUCIMONB3YeTCs JJI1 U3TOTOBIEHUS JIFOOBIX BHIIOB JOKYMEHTOB, KPOME JIETIOBOTO
(cimy»’ebHOor0) MMchma.

OOmmii OnaHK B 3aBUCUMOCTH OT YUYPEOUTEIbHBIX JOKYMEHTOB OpPraHM3allMU U JIOKAJIbHBIX
HOPMAaTUBHBIX akTOB BKJtoyaeT pekBu3uThI 01 (02 unum 03), 05, 06, 07, 13 u orpaHUYUTENbHBIE OTMETKH
st pexkBusuTos 10, 11, 16, 17.

brnank mucbMa B 3aBHCHUMOCTH OT YUYPEAUTENBHBIX JOKYMEHTOB OPTaHHM3AIMd M JIOKATHHBIX
HOPMAaTUBHBIX akTOB BKIO4aeT pekBH3UTHl 01 (02 umum 03), 05, 08, orpaHUYUTENHHBIE OTMETKU JUIS
pexBusuToB 10, 11, 12, 15, 17. bnank nucbMa CTpyKTYypHOTO MOJIpa3/iesIeHus TONOIHUTEIbHO BKIIIOYAET
pekBusut 06, O1aHK MUCHbMa JTIOJDKHOCTHOTO JIMIA - peKBU3UT (7.

briank KOHKpeTHOro BHUJa JOKYMEHTa, KpPOME NHChbMa, B 3aBUCUMOCTH OT YUYPEAUTEIbHBIX
JIOKyMEHTOB OPTaHHM3aIlM{ M JIOKAJIbHBIX HOPMATHUBHBIX MPABOBBIX aKTOB BKIOYaeT pekBu3UTH 01 (02
wim 03), 05, 09, 13 u, npu HEOOXOUMOCTH, OTPAHUYUTEIBHBIE OTMETKH JJIsSI TPAHUI] 30H PACIIONIOKCHHSI
pexBusutoB 10, 11, 16, 17. bimaHk KOHKpETHOrO BHJA JOKYMEHTa CTPYKTYPHOIO MOApa3IeiICHUs
JOTIOJTHUTEIBHO BKJITF0UaeT peKBU3UT 06, OJIaHK TOIKHOCTHOTO JIUIA - peKBU3UT (7.

6.8. B opranax Bmactu u opraHumzanmsx pecmyonuk Poccuiickoit denepannu, UCHOIB3YIONMUX
Hapsly C PYCCKHUM SI3bIKOM KaK TOCYJIapCTBEHHBIM sI3bIKOM Poccuiickoii denepanum rocyaapCTBEHHbIN
SI3bIK (TOCYJJaPCTBEHHBIE SI3BIKM) PECIYOJIMK, UCTIOIB3YIOTCS OJIaHKH JOKYMEHTOB Ha PYCCKOM SI3BIKE H
TOCYJapCTBEHHOM SI3bIKE€ (TOCYIApCTBEHHBIX $3bIKax) peCHyOJIMK: YIJIOBbIE (PEKBU3HUTHI OJlaHKa
pacroyiarailoTcsi Ha OJIHOM YpOBHE: Ha PYCCKOM SI3bIK€ - CJI€Ba, HA TOCYJapCTBEHHOM  S3bIKE
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(rocymapCTBEHHBIX SI3BIKaX) PECHyOJIMK - CIpaBa) WM MPOAOJIbHBIC (PEKBH3HUTHI OJIaHKA HAa PYCCKOM
S3BIKE - CBEPXY, PEKBU3HUTHI OJIaHKA HA TOCYJApCTBEHHOM $3bIKE (TOCYJapCTBEHHBIX SI3bIKAX) PECIyOJInK
- HUXKeE).

Jlis mepenucku ¢ MHOCTPAaHHBIMM KOPPECIIOHJACHTaMHU MCIIONB3YIOT OJIAaHKM Ha JABYX S3bIKax -
PYCCKOM M aHTJIMHACKOM (TIpuiiokeHre B.8) wim nHOM WHOCTPaHHOM SI3BIKE.
(m. 6.8 B pen. U3menenus N 1, y1B. IIpukazom Poccrangapra ot 14.05.2018 N 244-cT)

[Tpunoxxenne A
(cpaBOYHOE)

PACIMNONOXEHUE PEKBU3UTOB HA TUTYJIbHOM JIMCTE AOKYMEHTA

HamMeHOBaHMeE opTraHM3alumu
T'pud corsacoBaHMA OOKYMEHTA I'pud yTBepXxIeHMS IOOKYMEHTA

HamMeHOBaHMe BMIaA IOOKYMEHTAa
3aroJIoOBOK K TEKCTY

Tpud coryacoBaHMA IOOKYyMeHTAa

MecTO cocTaBJyieHUsa (MBOaHMSA) IOOKYMeHTa - IOl M3ITaHusa IJOKyMeHTa

Pucynok A.1 - PacnonoxxeHue peKBU3UTOB Ha TUTYJIbHOM
JIUCTE JOKYMEHTA

[Ipunoxenue b
(cipaBoYHOE)

CXEMBI PACITOJIOXKEHMA PEKBU3UTOB IOKYMEHTOB
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Pucynok B.1 - PacnionoxkeHue peKBU3UTOB M TPAHUIIBI 30H
Ha ¢popmaTe A4 yrioBoro OjiaHka
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Pucynok b.2 - Pacnionoxenue peKBU3UTOB U TPaHULIbI 30H
Ha popmaTte A4 MpoaOaBLHOTO OJIaHKa
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[Ipunoxenne B

(cipaBouHOE)

OBPA3LUbI BJTAHKOB IOKYMEHTOB

Pocapxus

denmepasibHOe OIIOIXEeTHOE yupexIeHUte
"BCcepoCCHUMCKUM HAYy4YHO-MCCJIeOOBATEJIbCKUM MHCTUTYT
OOKYMEHTOBEIESHMS M apXMBHOTO meja'
(BHUMIATL)

MockeBa

Pucynok B. 1 - O6pa3zer o61miero 6;1aHka opraHu3aiiu

Pocapxus

denmepasibHOE OOIXETHOE yUpexXIeHMre
"BCEepOCCUMCKUM HaAy4UHO—
MCCJIeIOBATEJILCKUM MHCTUTYT
IOOKYMEHTOBEIEeHUA M apXMBHOTO meja"
(BHMMIAL)

IpodcowszHas yiu., n. 82, Mockma, 117393
Ten./daxc (495) 718-78-74
e-mail:mail@vniidad.ru; http://www.vniidad.ru
OKIIO 02842708; OI'PH 1027700380795;
VIHH/KIIII 7708033140/771001001

N

Ha N oT

Pucynok B.2 - O6pa3err yrioBoro 6jaHka MIchbMa OpraHU3aIAH

Pocapxus

depepanbHoe OOOQKETHOE yupeXxaeHue
"BcepoCcCcUNCKU Hay4YHO-UccreaoBaTeIbCKUN UHCTUTYT
AOKyMeHTOoBeAeHus u apxusHoro aena" (BHUWOAL)

Mpodcoro3Han yn., A. 82, Mocksa, 117393
Ten./cpakc (495) 718-78-74 e-mail:mail@vniidad.ru;
http://www.vniidad.ru
OKIMO 02842708; Or'PH 1027700380795;
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MHH/KMN 7708033140/771001001

N

Ha N oT

Pucynoxk B.3 - O6pazern npooapHOTro 01aHKa MMChMa OpraHu3aIuu

Pocapxus

denepanbHoe GOQKETHOE yypexaeHue
"BcepoCcCcUNCKU Hay4YHO-UccreaoBaTeIbCKUA UHCTUTYT
OOKYMEHTOBeAeHUA U apXuBHOro gena"

(BHAMDAR)
OWPEKTOP

Mpodcoro3Han yn., A. 82, Mocksa, 117393
Ten./cpbakc (495) 718-78-74 e-mail:mail@vniidad.ru;
http://www.vniidad.ru
OKIMO 02842708; OIrPH 1027700380795;
MHH/KNMN 7708033140/771001001

Ha N oT

Pucynok B.4 - O6pa3zer npo10ibHOTO O1aHKa MHChMa
JOJKHOCTHOTO JIUIIa

Pocapxus

®depepanbHoe 6roaXeTHOE yupexaeHue
"BcepoccUnNCKMN Hay4yHO-UccnenoBaTelbCKUM UHCTUTYT
OOKYMEeHTOBeAeHUsA U apXuBHOro gena"

(BHUMOAL)
OTPACIEBOW LIEHTP MOBbILWEHUSA KBATM®UKALIMK

Mpodcoro3Han yn., A. 82, Mockea, 117393
Ten./cpakc (495) 718-78-74 e-mail:mail@vniidad.ru;
http://www.vniidad.ru
Ten./cpakc (495) 718-79-38; e-mail:ocpk@vniidad.ru
OKIMO 02842708; OrPH 1027700380795;
MHH/KNMN 7708033140/771001001
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Pucynok B.5 - O6pazern npoosibHOTO O1aHKa MUChbMa
CTPYKTYPHOTO TOJIpa3/IeiCHuUs

Pocapxus

denmepasibHOE OOIXETHOE yUpexXIeHMNe
"BCEepOCCUNCKUM HAyUYHO-MCCJIeNOBATEJbLCKUM MHCTUTYT
OOKYMEHTOBEIOEeHUA M apXMBHOTO meja'"
(BHUMIAT)

[IPVKA3

Mockea

Pucynok B.6 - O6pa3zer 6;1aHKa KOHKPETHOTO BUIA
JIOKyMEHTa OpraHu3aIuu

Pocapxus
denmepasibHOe OIIXEeTHOE yupexXIeHUte
"BCcepoCCHUMCKMUM HAYYHO-MCCJIeNOBATEJIbCKUM MHCTUTYT
OOKYMEHTOBEIESHMS M apXMBHOTO meja'
(BHMMIAL)
IVPEKTOP

PACIIOPAXEHNE

Mockea

Pucynoxk B.7 - O6pa3zer 61aHka KOHKPETHOTO BUA JOKYMEHTA
JOJKHOCTHOTO JIUIIA

PocapxuB

dPenepanbHoe GroMKETHOE yupexaeHue
"BcepoccUnNCKMN Hay4yHO-UccnenoBaTeribCKUM UHCTUTYT
OOKYMEeHTOBeAeHUsA U apXMBHOro gena"

(BHULAOAL)

NMpodcoro3Han yn., A. 82, Mocksa, 117393
Ten./cpakc (495) 718-78-74 e-mail:mail@vniidad.ru;
http://www.vniidad.ru
OKIMO 02842708; OIr'PH 1027700380795;
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MHH/KMMN 7708033140/771001001

Rosarchiv
The Federal Budget Institution
"The All-Russian Scientific and Research Institute for
Archives and Records Management"”
(VNIIDAD)

Profsoyuznaya ul., 82, Moscow, 117393
Tel./Fax (495) 718-78-74; e-mail:mail@vniidad.ru;
http://www.vniidad.ru

N

Ha N oT

Pucynoxk B.8 - O6pazern npogoapHOro 01aHKa MMchbMa OpraHu3aIuu
HAa JIBYX sI3bIKaX

YK 006.35.034(470+571):[005.92:002.1]:006.354 OKC 01.140.20 T62

KittoueBbie coBa: opraHu3allMOHHO-PACTIOPSIUTEbHAS JOKYMEHTAIus, 0hopMIIeHUE
JOKYMEHTa, OJIaHK JOKyMEHTa, PEKBU3HUT JOKYMEHTa
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