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NHO®OPMALNIMOHHBIE JTAHHBIE

1. PABPABOTAH BcepoccuiickuM Hay4HO-HCCIIEI0BATEIBCKAM HHCTUTYTOM JIOKYMEHTOBEICHUS 1
apxusHoro aeia (BHUNJIA) ®enepanbHoii apXuBHOIT ciyx0b1 Poccum.

BHECEH ®enepanbsHoit apxuBHO#i ciryx0b1 Poccun.

2. TIPUHAT Y BBEJEH B JEMCTBMUE Ilocranosnennem occranmapra Poccun ot 31 mroms
1997 r. Ne 273.

3. BBEJIEH BIIEPBBLIE.

Bueceno U3menenune Ne 1 UV C Ne 4 2000 r.

1. OBJIACTBh IPUMEHEHUA

HacTosmmuit craHmapT pacmpocTpaHseTcsl Ha OpraHM3alHOHHO-PACHOPSIUTEIbHBIC IOKYMEHTHI,
oTHOcAIMECS K YHHMUIIMPOBAHHOW CHCTEME OpPraHM3alHOHHO-PACHOPSIUTEIHHON JOKYMEHTAIUN
(YCOPJ) - mocTaHOBJICHHUS, PACIOPSDKECHUS, MPUKA3bl, PEIICHHs, MPOTOKOJbBI, aKThl, TIUCbMa U JIp.
(manmee - HOKYMEHTHI), BKIIOYEeHHbIE B OOLIEPOCCHICKHMI KIacCH(DUKATOp  YIpaBIeHUYECKOH
noxkymenramnuu (OKY ) (kiaacc 0200000) 1 MCIIONb3yeMBIE B AESTETBHOCTH:

- (pemepanbHBIX OPraHOB TOCYJAPCTBEHHOW BIIACTH, OPTaHOB TOCYAAPCTBEHHOH BIIACTH CYOBEKTOB
Poccutickoit denepanuu, BKI0o9as cyobekThl Poccuiickoit denepannn, UMEIOIAE HApSTy ¢ PYCCKAM
S3BIKOM B Ka4eCTBE TOCYIapPCTBEHHOTO HAIIMOHAIBHBIH S3BIK, OPraHOB MECTHOTO CaMOYIIPaBIICHHUS,

- MPEANPUSATHHA, OpraHW3ali W WX OOBEAMHEHUH HE3aBHUCHUMO OT (HOPMBI COOCTBEHHOCTH H
OPTaHU3AIIOHHO-TIPABOBOH (HOPMBI.

(M3menennas penaxmust, A3m. Ne 1)

HacTosmmii  cTaHmapT yCTaHaBIMBAaCT. COCTaB pPEKBH3HTOB JIOKYMCHTOB, TpeOOBaHHUS K
O(QOPMIICHHIO PEKBU3UTOB IOKYMCHTOB; TpeOOBaHUS K OJaHKaM U O(OPMIICHHIO JIOKYMCHTOB,;
TpeOOBaHUS K HM3TOTOBJICHHUIO, YYETY, WCIIOJNB30BAHUIO M XPAHECHUIO OJIAHKOB C BOCIHPOM3BEICHHEM
T'ocynapcreennoro repoa Poccuiickoit deneparuu, repoos cyosekToB Poccuiickoit deneparmu.

CXeMBbl pacroioKEeHUsSI PEKBU3UTOB MPHUBEICHBI B MPWIOKEHUH A; 00pa3ibl OJaHKOB JOKYMEHTOB -
B IIpUJIOKeHUH b.

2. COCTAB PEKBU3UTOB JOKYMEHTOB.



2.1. TIpu noaroToBke 1 0(OPMIICHUH JOKYMEHTOB HCIIOJIB3YIOT CIEAYIONINE PEKBU3HTHI:

01 - 'ocymapctBenHsbIil repd Poccuiickoit deneparuu;

02 - rep6 cyonekra Poccuiickoit ®enepanum;

03 - smMbneMa opraHu3aLy WIK TOBAPHBIN 3HAK (3HAK 0OCITYKHBaHUS);
04 - xox opraHu3aiuy,

05 - ko (hopMBI TOKYMEHTA;

06 - HarMeHOBaHUE OpraHU3AIUH;

07 - cnpaBoYHbIC TaHHBIC 00 OpPraHU3aINY;

08 - nHanMeHOBaHUE BUA JOKYMCHTA;

09 - nara moKyMmeHTa,;

10 - perucTpaMoOHHbI HOMEP JOKYMCHTA;

11 - cchuTKa HA PETHCTPALMOHHBIN HOMEP U JaTy JOKYMCHTA;
12 - MecTO cOCTaBIICHHS WM H3IaHUS JOKYMCHTA;

13 - rpud orpannveHus K0oCTyNa K JOKYMEHTY;

14 - anpecar;

15 - rpu¢ yTBEpKAEHHS JOKYMEHTOB,;

16 - pe3omons;

17 - 3aroI0BOK K TEKCTY;

18 - oTMeTKa 0 KOHTPOJIE;

19 - TekcT TOKYMEHTa,

20 - oTMETKa 0 HAIMYHHU TPUIIOKCHHS,

21 - noamnuce,;

22 - rpud corilacoBaHUs JOKYMEHTA;

23 - BU3BI COIACOBAHUS IOKYMCHTA,;

24 - neuars;

25 - oTMETKa O 3aBEpEHUHU KOIIUHY;

26 - oTMeTKa 00 MCIIOJIHUTEE;

27 - orMeTKa 00 UCIIOTHCHUAU TOKYMEHTA M HATPABJICHUH €T0 B JICIIO;
28 - oTMETKA 0 MOCTYIUICHUH JOKYMEHTA B OpraHU3aIHIo;

29 - naeHTNHUKATOP MICKTPOHHOM KONUH JOKYMEHTA.

(M3menennast pexakmmst, Uzm. Ne 1)
2.2., 2.3. UcKi104eHbI
(M3menennast pexakmmst, Uzm. Ne 1)
3. TPEBOBAHUS K O®OPMJIEHUIO PEKBU3UTOB TOKYMEHTOB

3.1. TocynapctBennblii repd Poccuiickoit ®Denepanmuu nomenialor Ha OnaHKax JOKYMEHTOB B
cootBercTBuH ¢ [Tonoxxennem o 'ocynapcrBennoM repoe Poccuiickoii deneparyu.

3.2. T'ep6 cyonekra Poccuiickoit denepanyy moMemaoT Ha 6JaHKax JOKYMEHTOB B COOTBETCTBHH C
NPaBOBBIMH aKkTaMu cyobekToB Poccuiickoit @enepanni.

3.3. DMOieMy opraHu3aldK WM TOBapHbBIA 3HAaK (3HAK OOCHY)KMBaHHMS) TMOMEIIAIOT Ha OJaHKax
OpraHU3alHil B COOTBETCTBHH C YCTABOM (IOJIIOXKEHHUEM 00 OpraHU3alHH).

OMmOieMy HE BOCHPOM3BOIAT Ha OJlaHKe, €CIM Ha HEM IIOMelleH [ocynapcTBeHHBIH repd
Poccuiickoii deneparyn unm repd cyosexra Poccuiickoit @enepauni.

3.4. Kon opranuzanuu npocraBisitoT 1o OOIepoccHiickoMy KiacCH(HUKAaTOpy MPEINpHATHH H
opranusanuit (OKIIO).

35 Kon <¢opmbr gokymenra mpocraBisitor 1o ObmiepoccuiickoMy  KiaccU(HKaTOpy
ypasneHueckoit fokymenTaiuu (OKY ).

3.6. HaumeHoBaHME opraHu3aliM, SBISIOIIEHCS aBTOPOM JOKYMEHTA, JOJDKHO COOTBETCTBOBATh
HaMMEHOBAHHIO, 3aKPEIJICHHOMY B €€ YUPEANUTEIbHBIX JOKYMEHTAX.

Han nanmeHOBaHMEM OpraHM3aliy YKa3blBAalOT COKPAILEHHOE, a IIPU €ro OTCYTCTBHM - IIOJHOE
HaVMEHOBAHHE BBIIIECTOSIIICH OpraHU3alny.



HaumenoBanue opranmsanuii cyobexToB Poccuiickoit Denepariny, MMEIOIINX HapsAy C PYCCKUM
S3BIKOM B Ka4e€CTBE T'OCYJapCTBEHHOI'O HAI[MOHANIBHBIN SI3BIK, IIEUaTAIOT HA JBYX SA3bIKaX - PYCCKOM U
HallMOHAJILHOM.

CokpallleHHOe HaUMEHOBAHUE OpraHU3alMU MPOBOIAST B TEX CIIydasx, KOrJla OHO 3aKPEIIeHO
yUpEOUTETbHBIX JOKYMEHTaX opraHu3auuu. COKpaluleHHOEe HauMEHOBaHHE (B CKOOKax) MOMELIAOT
HIDKE TOJIHOTO.

HaumeHnoBaHue Ha MHOCTPaHHOM SI3bIKE BOCIPOM3BOIAT B TEX CIydasX, KOT/a OHO 3aKPEMIEHO B
ycTaBe (monoskeHnn 00 opranusauuu). HanmMeHOBaHHE HAa WHOCTPAHHOM SI3BIKE PACIONATAOT HHIKE
HAMMEHOBAHUS Ha PYCCKOM SI3BIKE.

HaumMenoBanue ¢unuana, TEppUTOPUATIBHOTO OTIENCHUS, IIPEICTABUTENILCTBA, CTPYKTYPHOTO
HOoJpa3JelieHus OpraHU3aliy yKa3blBAalOT B TOM CIIydae, €ClId OHO SBISETCS aBTOPOM NOKYMEHTa, U
pacrojaratoT HWxe HaUMEHOBaHHUS OpTaHH3aLUH.

ABTOPOM JIOKYMEHTa MOXET OBITh JOJDKHOCTHOE JIUIIO, NPE/ICTABIIAIONIEE OPTaHH3aLHIo.

3.7. CnpaBouHbIe JaHHBIE 00 OpraHM3allMM BKJIIOYAIOT. IIOYTOBBIM ajpec; HoOMepa TeJe)OHOB H
JpYTHe CBEICHHUS MO YCMOTPCHHIO opraHm3aunuu (Homepa (akCoB, TEICKCOB, CUCTOB B OaHKe, aapec
3NIEKTPOHHO# OYTHI U JIp.).

3.8. HanmeHoBaHue BHIa JOKYMEHTa, COCTAaBIEHHOTO WJIM H3JaHHOTO OpraHM3aleH,
periaMeHTHpyeTcss ycTaBoM (MOJOXKeHHeM 00 OpraHu3alMd) M JOJDKHO COOTBETCTBOBATh BHAAM
nokyMeHToB, npeaycmorpenabivu Y COPJ] u OKVY [T (kmacc 0200000).

B nucsme HanMeHOBaHUE BUJA JOKYMEHTA HE YKa3bIBaOT.

(M3menennast pexaxkmmsi, Uzm. Ne 1)

3.9. llaToii mOKyMEHTa SIBJISETCS Jara ero MOAMUCAHHS WM YTBEPXKICHHUs, Uil MPOTOKOJA - JaTa
3aceqanus (MPUHATHS pEIUIeHWs), A aKTa - jata coOsiTus. Ecinm aBTOpamMu JOKYMEHTa SIBISIFOTCS
HECKOJIbKO OpraHu3alui, TO IaTO# JOKYMEHTA SIBISIOTCS HauboJee MO3/Hss JaTa MO IIMCaHus.

Hara mokymeHta odopmisiercsi apabCkuMu nupamMu B CIEAYIOUICH MOCISI0BATEIbHOCTH: ACHD
Mecsma, Mecsal, rof. JleHb Mecsma u Mecs oQopMIITIOTCS IBYMs TapamMu apabckux 1udp,
pa3meacHHBIMA TOYKOM; TOX - 4YeThIpbMs apabckumu nuppamu. Hampumep, mary 5 smsaps 2000 .
cieayer opopmirsate: 05.01.2000.

JomyckaeTcst cioBecHO-IM(ppoBoii criocobd odopmieHus natel, Hanmpumep: 5 staBaps 2000 1., a
Taroke 0OPMIICHHE aThl B CIIEAYIOUICH MOCISIOBATEILHOCTH: TOJl, MECSII, JIeHb Mecsla, Halpumep:
2000.01.05.

(M3menennas penaxmusi, A3m. Ne 1)

3.10. PerucrpaunoHHbIH HOMEP JTOKYMEHTA COCTOUT U3 €ro MOPSKOBOTO HOMEpa, KOTOPBIH MOXKHO
JONOJIHATD MO YCMOTPEHUIO OpraHM3allMi MHAEKCOM JeNa II0 HOMEHKJIAType e, nHpopMauuen o
KOPPECHOHJICHTE, UCTIOIHUTENSX U JP.

PerucrpaunoHHbI HOMEp TOKYMEHTa, COCTaBJIEHHOTO COBMECTHO JBYMs M 0ojiee OpraHu3aLisIMy,
COCTOHMT M3 PErMCTPALMIOHHBIX HOMEPOB JIOKYMEHTa KaXIOW W3 THX OpraHM3alui, IPOCTaBISIEMBIX
yepe3 KOCYIO YepTY B MOPsAKE YKa3aHHsI aBTOPOB B JOKyMEHTE.

3.11. Ccbiika Ha PEruCTPalMOHHBIM HOMEP U JIaTy JIOKyMEHTa BKJIIOYAET PErHCTPAllMOHHBIH HOMED
U J1aTy JOKYMEHTa, Ha KOTOPBIi JaeTcsl OTBET.

3.12. MecTo cocTaBiIeHHs WM N3AaHKs JOKYMEHTa YKa3bIBalOT B TOM CIIydae, €CIIM 3aTPyJHEHO ero
ompezeieHre Mo pekBusuTaM 'HammeHoBanme opraHuzanmu” W "CHpaBo4HBIE JaHHBIE 00
opranuzanuu’. MecTo cocTaBiIeHHUs WIN U3JaHUsl YKa3bIBAIOT C YYETOM IIPUHITOTO aIMUHUCTPATHBHO -
TEPPUTOPUAILHOTO AEJIECHHS, U OHO BKJIIOYAET TOJIBKO OOIIEHPUHSATHIE COKPAICHUS.

3.13. I'pud orpaHuyeHus AOCTyNA K AOKYMEHTY (CEKPETHO, KOHYUACHIMAIBHO U [IP.) MPOCTABISIOT
0e3 KaBbIYECK HA IIEPBOM JIMCTE JOKYMEHTA, U €r0 MOYKHO JIOTIOJHATH JaHHBIMHM, IPEIYyCMOTPEHHBIMH
3aKOHOZATENbCTBOM 00 MH(OpPMAalMH, OTHECEHHOW K TOCYyJapCTBEHHOW TaiHe M KOH(QHICHIMAILHOMN
nHpopManum.

3.14. B kayectBe ajpecara MOTyT OBITh OpraHHM3allM, HX CTPYKTYpHBIE IOApa3JelieHus,
JOJDKHOCTHBIE WM  (Qusndeckue Jmuua. I[Ipy ajgpecoBaHuMM JIOKYMEHTa JIOJDKHOCTHOMY — WITH
(u3rYeckoMy JIMIly MHHLHMAJIbl YKa3blBalOTCs nepen ¢ammiueidl. HanmeHoBaHMe opraHM3alMu U ee
CTPYKTYPHOT'O MOJpAa3CiCHUs] YKa3bIBAIOT B MMCHHTEIbHOM Haneke. Hampumep (3mech u manee mo
TEKCTy CTaHAapTa U B MPWIOKEHUH B nprMepsl HaMeHOBaHUS OpraHU3aLui, UX CIIPaBOYHbIC JaHHbIE
U JIp. SIBIISFOTCS YCIIOBHBIMH):

Mumntoct Poccun



anaBneHMe CUCTCMaTHU3alu1
3aKOHOJAaTCIIbCTBA

I[OJ'DKHOCTL JIMLa, KOTOPOMY aApeCOBaH JOKYMEHT, YKAa3bIBAIOT B JATCJIbHOM NAACKE, HAIIPUMED:

AO3T "bBoieBckuil TEKCTHIIB"
Byxrantepus

CrapiieMy 5KOHOMUCTY
A.C. HukonaeBy

nJim

IIpesunenty AO3T
"JlomoHOCOBCKUiA (haphopoBbIil 3aBo1"
B.1. IletpoBy

Ecimu OTIIPABJIAIOT B HECKOJIBKO OJHOPOAHBIX OpFaHI/I?)aIII/Iﬁ WM B HECKOJIBKO CTPYKTYPHBIX
noapaweneHHﬁ OIlHOﬁ OpraHu3alnuu, To UxX CJICAYCT yKa3aTb 0606H16HHO, HarpuMmep:

AJIMUHUCTpALUHN paiOHOB
MocKkoBCKO# 00aacTu

B cocraB peksusura "Anpecar” nmpu HEOOXOAUMOCTH MOXKET BXOJIUTH IMOYTOBBIH anpec. IIeMEHTHI
MOYTOBOTO aJipeca YKa3blBalOT B IOCIIEOBATEILHOCTH, YCTAHOBJICHHON MpaBUIaMHU OKa3aHUS YCIyT
MMOYTOBOMU CBSI3U.

JomyckaeTcst IIGHTPUPOBaTh KXY CTPOKY pekBH3HWTa "Anpecar’ MO OTHONICHHIO K CaMOM
JunHOM cTpoke. Hampmep:

[Ipencenatento cagoBOro TOBapUIlECTBA
"Moskalickue nanu”
B.A. Byneey

JlokyMeHT He HOoIDKeH cojepkarb Oosee dersipex anpecaroB. Cioso "Komus" mepen BTOpbIM,
TPETbHUM, YETBEPTHIM aJipecaTaMy He YKa3blBatoT. IIpu OojblIeM KOJMYECTBE aApecaToB COCTABIISIOT
CIIMCOK PAcCHUIKH JJOKyMEHTa.

Ecnu muceMo anpecyercsi opraHu3alliM, YKa3blBalOT €€ HaMMEHOBaHHE, 3aTeM IOYTOBBIH ajpec,
Harpumep:

Bcepoccuiickuil HayuyHO-HCCIE0BATENbCKUH
MHCTHUTYT JOKyMEHTOBEACHHS 1
apXMBHOTO JieJia

101000, Mockaa, IlenTp,
MutoTHHCKHH TIep., A.7a

IIpu agpecoBanum JOKyMEHTa (PU3MYCCKOMY YKa3bIBAIOT IOYTOBEBIN ajpec, 3aTeM (aMHIHI0 U
WMHHLUAITBI TIOJyJaTells, HapuMep:
301246, Tynbckast 001.,
Kupeesckuii p-H, r. JIunkuy,
yi. Cagosas, 1.5, kB.12,

W.II. Kanununy
(M3menennast pexaxkmmst, Uzm. Ne 1)
3.15. JIoKyMeHT yTBepKIaeTcs TODKHOCTHBIM JAIIOM (IOJDKHOCTHBIMHU JIMIIAMH) WJIH CHEIHATBHO
W3aBaeMbIM JTOKyMEHTOM. [Ipu yTBepKICHHH TOKYMEHTa JOJDKHOCTHBIM JIMIIOM TPH(] yTBEPKICHUS

JOKyMEHTa JOJuKEH cTosATh u3 ciioBa Y TBEPXKJIAIO (Oe3 kaBblueK), HAMMEHOBAHHUS TOJDKHOCTH JIMILIA,
YTBEPKAAIOIIETO JOKYMEHT, €r0 MOIIMTUCH, HHUITMATIOB, (DaMIJIUK U JaThl YTBEPKICHHS, HATIPUMED:



YTBEPXJIAIO

I'enepanbHBIA AUPEKTOP
AO3T "BbomnmeBckuii TeKCTHIB"

JInunas noanuce 1.B. Ceprees
12.09.2000

Honyckaercs B pekBuzute "I'pud yrBepkaeHMs' [JOKyMEHTa LIEHTPHPOBATh AJIEMEHTHI
OTHOCUTENILHO CaMOl JUIMHHOM CTPOKHU, HalpuMep:

YTBEPXJAIO
I'enepanbHbIi AUPEKTOP
3AO0 "bomeBkuii TEKCTUIB"

JInunas nonnucs M.B. Ceprees
12.09.2000

IIpu yTBEpKOEHUN TOKYMEHTA HECKOJIBKUMU JOKHOCTHBIMU JIMIIAMU MX MOAMUCH PACHOIararoT Ha
OJIHOM YPOBHE.

[Ipn yTBep)KAEHMM JOKYMEHTa IIOCTAaHOBJIEGHHEM, PEIICHUEM, IPHKAa30M, MPOTOKOJIOM TIpHUd
yrBepxkaeHust coctour wu3 crmoBa YTBEPXJIEH (YTBEPXJEHA, VYTBEPXJIEHbI wmu
YTBEPX/IEHO), HauMeHOBaHHsT YTBEP)KAAIOLIETO TOKYMEHTa B TBOPUTEIBHOM IaJCKe, ero JaThl U
HoMepa. Hanpumep:

YTBEPXJIEH
Pemennem oOrero codpanms
akronepos ot 15.08.2000 Ne 14

HAIIU
VTBEPXJIEHO
IIpukazom Ilpencenarens

[IpaBnenus 6anka
ot 01.02.2000 Ne 82

I'pud yrBEpKAEHUS JOKYMEHTA PACIIONAraloT B MPABOM BEPXHEM YTy JOKYMEHTA.
(M3menennast pexaxkmmst, Uzm. Ne 1)

3.16. Pe3osrouust MUIIETCS HA JTOKYMEHTE COOTBETCTBYIOIIUM JOJDKHOCTHBIM JIMIIOM M BKITFOYAET
(haMUITIH NCTIOTHUTETICH, COAepIKaHIe TOPYICHHUS, CPOK MCIIOHEHNS, IOAIICH U 1Ty, HalpuMep:

A.B. 3aiineBoit
I1.C. Huxkutuny

[Ipomry moaAroTOBUTH MPOEKT
TeHEPATBHOTO COTIIAICHHS
¢ pupmoii "XUTIK" k 21.12.2000

JIngnas moammmch
05.11.2000

Hormyckaercst opOpMIICHHE PE3OITIOLUK HA OTACITHEHOM JIUCTE.

(M3menennas penaxmusi, A3m. Ne 1)

3.17. 3aronoBOK K TEKCTY BKJIIOYACT KPATKOE COACPIKAHHE HOKYMEHTA. 3ar0jOBOK COTNIACYETCS C
HAUMEHOBAHHEM BH[a JOKYMCHTA.

3aroJ0BOK MOXET OTBEYaTh Ha BOIPOCHI:
O 4em (0 KOM)?, HarpUMep:



[Tpuka3 o co3ganuy aTTeCTallMOHHOW KOMUCCHH;

Yero (koro)?, Hanpumep:

JlomKHOCTHAsI MHCTPYKLMS CEKpeTaps - peepeHTa.

K Texery nokymeHToB, opopMIIeHHBIX Ha OiaHkax Gopmara A5, 3aroJIOBOK MOKHO HE COCTaBIISIT.

3.18. OrmeTka 0 KOHTpOJE - 3a HMCIOJHEHHEM JIOKYMEHTa, KOTOpyro oOo3HauarorT OykBoi "K',
cyioBoM wim mrramrnoMm "Konrposs".

3.19. TekcT nOKyMEHTa COCTaBIISIOT Ha PYCCKOM WIM HAalMOHAJIBHOM $SI3bIKE B COOTBETCTBUH C
3aKoHOJATeNbcTBOM  Poccmiickoii  ®eneparmu  wim  cyobektoB  Poccwiickoit  ®epepanmu o
TOCY/IapPCTBEHHBIX SI3bIKaX.

TekcThl TOKYMEHTOB IUIIYT TOJBKO HA PYCCKOM SI3bIKE IIPU HAIPABICHUH HX:

- B ¢enepanbubie opraHbl TOCyJapCTBEHHOW BIIACTH, OpraHbl T'OCYJapCTBEHHOW BIACTH
cyonsekroB Poccuiickoit deneparuu;

- Ha npeanpusitusi, B opraHu3anny ¥ uX oObeIUHEHHs, HE HaXOZSLIMECS B BEJCHUH JAHHOTO
cyovekta Poccuiickoit ®epepany WM pacrojOXEHHbIE Ha TEPPUTOPHUU JIDYTHX CYOBEKTOB
Poccuiickoii @eneparyu

TekcTbl TOKYMEHTOB O(QOPMIISIIOT B BHJE aHKETHI, TaONHWIIBI, CBA3aHHOTO TEKCTAa WJIM B BHIE
COGIMHEHUS ATUX CTPYKTYP.

[Ipu cocraBneHUM TEKCTa B BHJE aHKETHl HAMMEHOBAHHS IPH3HAKOB XapaKTEPHU3yeMOro oObeKTa
JOJDKHBI ~ OBITh  BBIP@KEHBI MMEHEM CYIIECTBUTCIBHBIM B  HMMEHUTCIBHBIM  MAJeXe WU
CJIOBOCOYETAHHEM C IJIaroJIOM BTOPOTO JIMIA MHOXKECTBEHHOT'O YHCJIa HACTOSIIETO MM HPOLIEIIIETO
Bpemenu ("umeere”, "Bnageere” wim "Opun”, "HaAXOMUIKMCEL" U T.O.). XapaKTEPUCTUKH, BBIPAKEHHBIC
CJIOBECHO, JIOJDKHBI COTJIACOBBIBATHCS C HAMMEHOBAHUSIMU ITPU3HAKOB.

I'padbl 1 cTpOKK TaONUIIBI JOJHKHBI UMETh 3aroJIOBKH, BHIPR)KCHHBIC UMEHEM CYLIECTBUTEILHBIM B
HMEHUTENBHOM Ianexe. [lonzaronoBku rpad u CTPOK JOJDKHBI OBITH COIVIACOBAHBI C 3ar0JIOBKAMHU.
Ecnn Ttabnmna mneuartaercss Oosiee 4eM Ha OXHOHM crpanmue, rpadbl TaOnMMObl JTODKHBI  OBITH
MIPOHYMEPOBAHBI, U Ha CIEIYIOIIUX CTPaHHUIAX [1€4aTaloOTCs TOJIBKO HOMepa 3THX rpad.

CBsI3aHHBINA TEKCT, KaK MPaBUJIO, COCTOMT U3 JBYX yacTeil. B mpaBoi yacTu yKas3bIBalOT IPUYMHBI,
OCHOBAHHSI, LEIH COCTABJICHUS JOKYMEHTa, BO BTOPOH (3aKIIOYMTENBHOW) - pELICHHs, BBIBOIBI,
MIPOCHOBI, MPEIJIOKEHHs, PEKOMEHIaunu. TeKcT MOXKET cojepXkaThb OAHY 3aKIIOYHMTENbHYIO YacTb
(HampuMep MPHUKA3bl - PACTIOPSAAUTENIBHYIO YaCTh 0€3 KOHCTATHPYIOLICH; MHChMa, 3asBICHUS - IPOCHOY
0e3 MOSICHEHMs; CIPABKH, JOKJIAIHBIC 3alIUCKH - OLICHKY (DaKTOB, BEIBOJIbI).

B Tekcre mMOKyMEHTa, MOJATOTOBJICHHOI'O Ha OCHOBAaHHMHM JOKYMEHTOB JIPYIMX OpraHM3alMd WU
paHee M3JaHHBIX JOKYMEHTOB, YKa3bIBalOT MX PEKBU3UTHI: HAMMECHOBAHUE NOKYMEHTa, HAMMEHOBAHHE
OpraHM3alvy - aBTOpa AOKYMEHTa, JaTy OKyMEHTa, PernCTpalMOHHbIH HOMEp JOKYMEHTa, 3aroj0BOK
K TEKCTY.

Ecnu TekeT collepKUT HECKOJIBKO PELICHHH, BEIBOJIOB U T.JI., TO €T0 CIeAyeT pa30uBaTh Ha pas/edbl,
TOJpa3Aeibl, IyHKTHI, KOTOPbIE HyMEPYIOT apaOCKUMU Ludpamu.

B pacnopsiguTebHbIX JOKyMeHTaX (MpuKas, pacmopspkeHHe U T.J.) OpraHu3aluil, ACHCTBYIOIUX Ha
NPUHLOMIIAX EAMHOHAYAJMs, a Takke JOKYMEHTaX, aJpecOBaHHBIX PYKOBOJCTBY OpraHM3allvH,
H3JI0KEHHE TEeKCTa MAOJDKHO HATH OT MEepBOrO JIMIA CIMHCTBEHHOro uyucna (“mpHKasbiBaio”,
"mpemnararo”, "mpoury”).

B pacnopsiiuTesbHbIX JOKYMEHTAX KOJUIETHAIBHBIX OPraHOB TEKCT HM3JIaraloT OT TPETHEro JIHMLa
eIUHCTBEHHOTO uncia ('mocTaHoBmsier”," pemn”).

B COBMECTHBIX pacHOpS/IMTENBHBIX JOKyMEHTaxX TEKCT M3JIaraloT OT [EpBOro  JIMLa
MHOXeCcTBeHHOT0 yrcna ("nprukassiBaeMm”, "perrin’).

TekcT MpOTOKOA U3NATAIOT OT TPETHEro JIKLA MHOKECTBEHHOro yncia (" cmymmanu”, "BeICTY I,
"MOCTaHOBHIK").

B nmokyMeHTax, yCTaHaBIMBAIOLIIMX NpaBa M OOSM3aHHOCTH OpPraHU3alUi, HX CTPYKTYPHBIX
noapasaesieHuil (MoJoKeHHe, MHCTPYKIMS), a TaKKe COACPKALIMX OMUCAHHE , OUCHKY (akToB WM
BBIBOJIBI (aKT, CIIPaBKa), UCIONB3YIOT (OPMY H3JI0KEHHUS TEKCTa OT TPETHEro JIHIA SIHHCTBEHHOTO HITH
MHOXECTBEHHOTo uuciaa ("oTaen ocymiecTBiseT QyHKuuu', "B cOCTaB OOBEIUHEHUS BXOIAT,
"KoMHuCccHst ycTaHoBUIIa").

B nrcemax ucnons3ytoT GopMbl H3TI0KEHUS:

OT MEPBOTO JIULA MHOXKECTBEHHOTO yKcna ("MpOCHM HANpaBuUTh', "HAMpPAaBisieM Ha paccMoTpeHue");

OT MEPBOTO JINLA SAUNHCTBEHHOTO yrcna ("' cuuTaro He0OXOAUMBIM", "TIPOILY BBIACIUTD");

OT TPEeThEro Jnia eauHcTBeHHOro uucna ('MuHHCTepCcTBO He Bo3pakaer”, "Toccranmapr CCCP
CUYHUTAET BO3MOXHBIM").

3.20. OTMeTKY 0 HAJIMYUH NPUIOKEHHS, HA3BAHHOTO B TEKCTE, 0(OPMIISIOT CIEAYIONIMM 00pa3oM:



[Tpunoxxenne: Ha 5 1. B 2 9K3.

Ecnu noxyMeHT uMeeT NpUIOKEeHHE, HE Ha3BaHHOE B TEKCTE, TO YKa3blBAIOT €0 HAUMEHOBAaHME,
KOJIMYECTBO JIUCTOB M KOJIMYECTBO JK3EMIUISIPOB;, IPU HAIUUYUU HECKOJBKUAX TPUIOKEHUN HX
HYMEPYIOT, HallpUMep:

Ipunoxenue: 1. TTonoxxenne 00 YIpaBIeHUN PErHOHAIBHOTO KPEAUTOBaHMs Ha 5 1. B 1 9K3.
2. TlpaBuna moaroToBKH ¥ OQOPMIICHUS TOKYMCHTOB YTIPaBJICHHS PErHOHAIHHOTO
KpPEIUTOBaHMS Ha 7 . B 2 9K3.

Ecmu MPUTTOKCHUA C6p01HIOpOBaHLI, TO KOJIMYECTBO JIMCTOB HC YKAa3bIBAIOT.

B MPUIIOKCHUU K PACIIOPAAUTCIBHOMY JAOKYMCHTY Ha IICPBOM JIMCTC B IPABOM BCPXHEM YIITY
MUy T "HpI/IHO)KGHI/Ie" C YKazaHWEM HAUMCHOBAHUA PACIOPAAUTCIBHOIO AOKYMCHTA, €T0o JAaTbl U
PEruCTpallMOHHOIO HOMEPA, HAIIPUMEP:

[punoxenune 2
K IIpuKa3y qupekropa MHcruryra
ot 15.06.2000 Ne 319

Ecnmu x mokyMeHTy mpuiararoT Ipyrol JOKyMEHT, TakXKe HUMEIOIMUN NPHIOXKEHHE, OTMETKY O
HaJIMYMH TIPHIIOKEHUS 0(OPMIISIIOT Clleayroliel oopa3om:

[punoxenue: nmuceMo Pocapxusa 0114.06.2000 Ne 02-4/156 u npunoxeHue K Hemy, Bcero Ha 30 J1.
Ecnu npuioxeHne HanpaBisilOT HE BO BCE yKa3aHHBIE B JIOKYMEHTE aJpeca, TO OTMETKY O HaJIM4uu
NPUIOKEHHUS 0OPMIISIOT CIIELYIOIINM 00pa3oM:

[Tpunosxxenne: Ha 3 1. B 5 9K3. B epBhId apec.

Honyckaercs Boipaxenne "[IPUJIOKEHUE No" mewarars nponucHbIMH OyKBaMH, a TakkKe
LEHTPUPOBATh ITO BBIPAKCHUE, HAMMEHOBAHHE JOKYMEHTA, €r0 JaTy W PEruCTPalIOHHBIH HOMEp
OTHOCHTENILHO CaMO¥ JUTMHHOM CTPOKH, HalpUMep:

IMMPUJIOKEHHUE Ne 2
K npuKasy aupekropa MHcturyra
15.06.2000 Ne 19

(M3menennast pexaxkmmsi, Uzm. Ne 1)

3.21. B cocraB pekBu3ura "Iloamuch” BXOIAT: HANMEHOBAHWE MOJUKHOCTH JIMIA, ITOAMHCABIICTO
JNOKyMeHT (IOJHOe, ecid MOKyMEHT odopMieH He Ha OJiaHKe, W COKpAIIEHHOE - HA JOKYMEHTE,
oopMileHHOM Ha OJaHKe); JMYHAs MOINKCH; paclIdppoBKa NOANMUCH (MHULUAIBI, (DaMIIKS),
HarpuMmep:

VcnonHuTenbHBIA TUPEKTOP Jlnunas H.A. ®enopos

AO3T "[TaptHEp" TTO/IITUCH

WJIH.

VcnonHuTenbHBIA TUPEKTOP Jnunas H.A. ®enopos
TIOJIIIHCH

IIpu odopmireHnn HOKyMeHTa Ha OJaHKE JODKHOCTHOTO JIMIA JOJDKHOCTH JTOTO JIMIA B MOIIHCH
HE YKa3bIBAIOT.

Homyckaetcst B pexkBuzute "[loanuce" 1eHTpoBKa HANMEHOBAHUS JTOJDKHOCTH JIMIIA, TIOIITUCABIIETO
JIOKYMEHT, OTHOCUTEIHHO CaMOM JUIMHHOU cTpoku. Hanmpumep:

HcnonHuTenbHBIA TUPEKTOP
3A0 "[TaptaEp" Jlndnas moamuch H.A. ®enopos



HpI/I MOANMUCAaHUN NOKYMCHTA HECKOJIbKUMU NOJDKHOCTHBIMU JIMIIAMU HX IMOAIKUCH pacliojararoT
OJHY o1 Llpyl"Oﬁ B I10CJICA0BATCIbHOCTH, COOTBGTCTByIOHIeﬁ 3aHHUMaeMOK JOJDKHOCTH, HAIIpUMED:

I'enepanbHbIil AUPEKTOP JInunas
HOJIUCH
I'naBHbIi Oyxranrep JInunas
HOJIUCH

HpI/I MOANMUCAaHUN JOKYMCEHTa HCECKOJbKUMU
pacrojaararT Ha OJJHOM YPOBHE, HAIIpUMEp:

3amecturens MuHucTpa
roctunuu Poccuiickoit @enepanun

JInunas B.M. Crenanos
MOJIIHCH

M.A. MenBsenes

H.U. Jlorunosa

JIMOaMu  paBHBIX [lOJ'I)KHOCTeﬁ ux InoAaIucHu

3amecturens MunucTpa

roctunuu Poccniickoit ®enepanuu

JInunas A.Il. Muponos
HOJIHCh

B JAOKYMCHTAX, COCTAaBJICHHBIX KOMHCCHeﬁ, YKa3bIBarOT HE AOJDKHOCTU JIUL, NOAINMCBIBAIOIIUX
JAOKYMCHTHI, a UX 00S3aHHOCTU B COCTaBE KOMHCCHHU B COOTBETCTBHUH C pacrpeneiaeHueM, HaIpuMep:

IIpencenatens komuccuu JInunas moanuck H.B. Kynukos

YjieHpl KOMHUCCUH JInyHas moanucey K.M. AprembeB
JInyHas moanuck C.I1. MatBeeB
JInyHas moanuck B.A. ®unartos

JlokyMeHT MOKeT OBITh HOAIMCAH UCIIOIHSIOMNM OOs3aHHOCTH JOJDKHOCTHOTO JIMIA C YKAa3aHHEM
ero (hakTUUecKoi JOJDKHOCTH W (ammiumu. [Ipu 5ToM He JomyckaeTcs cTaBuTh mpeior "3a", Haamch
oT pyku "3aMm." WM KOCYI0 4epTy Iepel HANMEHOBAHUEM JIOJDKHOCTH.

(M3menennast pexaxkmmsi, Uzm. Ne 1)

3.22. T'pud cormacoanust cocrout u3 cinoa COIJTACOBAHO, mOKHOCTH JMIA, ¢ KOTOPHIM
COIJIACOBHIBAETCS JOKYMEHT (BKJIIOYass HAMMEHOBAHUE OPraHM3alUK), TMYHOM HOAKCH, PaciIn(pPOBKH

MOATMCH U AaTHI COTJIACOBAHUS, HAIIPUMED!
COTI'JTJACOBAHO

Pexrop ®unancoBoii akagemMuu
nipu [IpaButensctBe Poccuiickoit deneparuu

Jlmanas nmonmuck A.I'. ['ps3HOBa
23.04.2000

Ecmm  cormacoBaHme OCYIIECTBISETCS TNHMCHMOM, MPOTOKOJIIOM H Jp., TIpud COTITacCOBaHUSA

0(OPMIISIIOT TI0 CIIeAyIoMIel Gopme:
COI''TACOBAHO
ITncemo Poccuiickoii akageMun
MEIUIMHCKUX HAyK
ot 30.10.2000 Ne 451-805
WA

COTI'JTACOBAHO

IIpoTokomn 3acenanus
IIpaBnenus crpaxoBoi



kommanu "Ilnanera”
ot 21.06.2000 Ne 10

(M3menennast pexakmmsi, Uzm. Ne 1)

3.23. CormacoBanue IOKyMEHTa OGOPMIISICTCS BH30M, BKIIOYAMONMICH IOANMUACH W IOJDKHOCTH
BU3HPYIOIETO JOKYMEHT, PacIIM(ppPOBKY moanucd (MHHMIKAIbI, (DaMHIMIO) M JATy IIOJIHMCAHUS.
Hanpuwmep:

HavanpHHUK IOPHIAYECKOTO OT/ICIIA
JImanas nonmuce A.C. OpiioB
25.01.2000

[Ipu HanM4ny 3aMe4YaHni K TOKYMEHTY BU3Y OQOPMIISIOT CIEIYIOIINM 00pa3oM:

3amedaHus MpUIararoTCs
HavanpHHUK IOPHIAYECKOTO OT/ICIIA
JImanas nommuck A.C. OpiioB
25.01.2000

3aMedaHus M3NIaraloTCcs Ha OTACTHHOM JIFCTE, ITOIMICHIBAIOTCS U MIPUIIATAIOTCA K JOKYMEHTY.

Jis noxyMeHTa, IOJUIMHHAK KOTOPOTO OCTAaeTCs B OpPTaHU3AIM{, BH3BI MPOCTABISIOTCSA B HIDKHEH
4acTH 00OPOTHOM CTOPOHBI MOCIETHETO JINCTA MOUIMHHUKA JOKYMEHTA.

Jis moxyMmeHTa, HOIUTHHHUK KOTOPOTO OTIPABIISICTCS W3 OPTaHU3AIMH, BU3BI MPOCTABISIOTCS B
HIDKHEH 9acTH JINIIEBOW CTOPOHBI KOTIMHU OTIPABIISIEMOTO JOKYMEHTA.

Bo3moxxHO 0popMITeHHE BU3 PaCHOPSIIUTEIHHOTO TOKYMEHTA Ha OTACIHFHOM JIMCTE COTJIAaCOBAHHUS.

JormyckaeTcst, MO YCMOTPEHHWIO OpTaHW3AIlUH, I[OJMCTHOE BH3WPOBaHHME IOKYMEHTa W €ro
TIPHIOKEHUS.

(M3menennas penaxmust, A3m. Ne 1)

3.24. Tlewarp 3aBepsieT NOMIMHHOCTH NOANUCH JOJDKHOCTHOTO JIMIA Ha JOKYMEHTaXx,
NPETyCMOTPEHHBIX ~ CHELUUAJIbHBIMH ~ HOPMAaTHBHBIMM  aKTaMH, YJIOCTOBEPSIIOLIMX MpaBa JIHI,
¢uxcupyronmx (akThl CBS3aHHBIE ¢ (PHHAHCOBBIMU CPEJICTBAMH.

JIOKyMEHTBI 3aBEPSIIOT IIEYaTHIO OPraHU3ALHH.

3.25. Tlpu 3aBepeHUM COOTBETCTBHUSI KOIHMHU JOKYMEHTa IOJUIMHHUKY HIDKe pekBusura "[lomnmcy"
NPOCTABISIIOT 3aBEPUTENbHYI0 HaAlMCh "BepHO"; MOMKHOCTH JIMIA, 3aBEPHBLIETO KOIMIO; JMYHYIO
HOANKCH; pacuIM(PPOBKY MOANUCH (MHULUATBI, (HAMUIHIO); JaTy 3aBEPCHHS, HATPUMED:

TToamuce

Bepno

Wucnexrop otaena kaapos JInunas moamuck M.B. Konockos
07.06.2000

JlomyckaeTcst KONHIO JJOKYMEHTA 3aBEPSATh MCYAThIO, OMPEACIIEMO 0 YCMOTPEHUIO OPTraHH3aIKH.

(M3menennast pexaxkmmst, Uzm. Ne 1)

3.26. OrMeTKa 00 UCTIOIHUTENE BKIIOYaeT haMuinio (Wi (aMUIIUIO, UM, OTYECTBO) UCIIOIHUTEIS
JIOKyMEHTa W HoMmep ero Ttenedona. OTMETKY 00 WCIIONHUATENE paclojiaraloT Ha JIMIIEBOH WM

000pOTHOW CTOPOHE MOCIETHETO JINCTa JOKYMEHTA B JIEBOM HIKHEM YTIIy, HalpuMep:

Tletpos W ITerpoB UBan BacunseBuu
924 45 67 924 45 67

3.27. Ormerka 00 HCIONHEHHH JAOKyMEHTa M HAIpABICHHM €r0 B [CJI0 IO/UKHA BKJIFOYATh
CJIeTyIoIIre NaHHBIe: CCHIIKY Ha ATy ¥ HOMEp JOKYMEHTa, CBUACTEIBCTBYIOIIMA O €r0 HWCIOJHCHHH,



WM TIPU OTCYTCTBMH TAaKOTO JOKyMEHTa KpaTKHe CBeAeHHs 00 ucnosiHeHuH; ciosa "B neno"; Homep
JieTia, B KOTOPOM OyJIeT XpaHUThCSI JOKYMEHT.

OTMeTKa 00 MCIOJIHEHWH JIOKyMEHTa W HAaIlpaBJICHHW €ro B JENO JOJDKHA OBITh IMOJIHCaHA U
JaTUPOBaHA UCIOJIHUTENEM JOKYMEHTA HIN PYKOBOIUTENEM CTPYKTYpHOTO HOApa3eIeHUs, B KOTOPOM
UCIIOJIHEH JOKYMEHT.

3.28. OT™MeTKa 0 MOCTYIUICHUH JJOKyMEHTa B OPraHHM3aLMI0 COJCPIKUT MOPSIKOBBIH HOMEp U JlaTy
NOCTYIUICHHS TOKYMEHTa (IpH HEOOXOAUMOCTH - 4aChl U MHHYTBI).

JlomyckaeTcst OTMETKY O MOCTYIUIEHHH JOKYMEHTA B OPraHU3alMI0 IPOCTABIATh B BUJIE IITAMIIA.

3.29. UaeHTuUKATOPOM DICKTPOHHOW KOMHUH JOKYMEHTA SBISIETCS OTMETKa (KOJNIOHTHUTYI),
IpocTaBisieMasl B JEBOM HIDKHEM YTy KaKION CTPaHMIBI JOKYMEHTA U COJepKalias HAUMEHOBAHUE
(haiina Ha MaIIMHHOM HOCHUTEJIE, JaTy ¥ APYTUe IOUCKOBBIC JaHHBIC, yCTAHABIMBAEMbIE B OPraHNU3alHH.

(M3menennast pexaxkmmst, Uzm. Ne 1)
4. TPEBOBAHMUS K BIAHKAM JOKYMEHTOB U O®OPMJIEHUIO TOKYMEHTOB

4.1. JlTokyMEeHTBI M3rOTaBIMBAIOT Ha OJIaHKaX.

VYcraHaBiaMBaroTCsl Ba OCHOBHBIX (popmara OnaHkoB - A4 u AS5; noryckaercst MCHOJIb30BaHUE
6nankoB ¢opmara A3 u A6 o OCT 9327.

Kaxnplit muct nokymenTa, oOopMIIEHHbIH Kak Ha OjaHKe, Tak U 0€3 HEero, IOJDKEH UMETh I10JISl He
MEHee, MM:

20 - neBoe;

10 - mpagoe;

15 - BepxHee;

20 - HuwxHee.

(M3menennast pexaxkmmsi, Uzm. Ne 1)

4.2. BiiaHKY JOKYMEHTOB CJIEAYET H3rOTOBJISTH Ha Oetoi Oymare win Oymare CBETJIBIX TOHOB.

Branku ormyckaercsi i3roTaBauBaTh TUMOTPaCKUM CIIOCOO0M, C OMOIIIBIO CPEACTB ONEPATUBHOM
nonurpaduu Uik BOCIPOU3BOIUTH C MIOMOIIBIO CPEACTB BBIYUCIUTENLHON TEXHUKU HETIOCPEICTBEHHO
OpU HM3rOTOBJICHHU KOHKPETHOTO [OKyMeHTa. VICKIIOYeHHE COCTaBISIIOT OJaHKU OpraHu3anuii ¢
nzoopaxenuneM ['ocynapcrBerHoro repoa Poccutickoit denepanuu wim repooB cyobekToB Poccuiickoit
Denepanuu, MOPsI0K U3rOTOBICHNS KOTOPBIX [IPUBEIEH B paszaene 5.

4.3. bnaHKK TOKYMEHTOB MPOEKTUPYIOT B COOTBETCTBHU € npuitoxkeHueM A. CIUIOMIHBIME JTMHUSIMHA
0003HaueHbl (PUKCUPOBAHHBIC I'PAHUIIBI 30H PACIOJIOKEHHS PEKBH3HMTOB, IYHKTUPOM - TEPEMEHHbIE.
Kaxnast 30Ha onpeesnsieTcsi COBOKYIMHOCTBIO BXOSIINX B HEE PEKBU3UTOB.

4.4, VYcraHaBIWBAarOT JBa BapWaHTa pacIOJOXKEHHUS PEKBU3UTOB Ha OJlaHKaX - YIJIOBOM |
TPOAOIBLHOM.

4.5, Pexsmsutsl 01, 02, 03 pacnosararor Han cepeaunoit pekpusura 06. Pekpusur 06 momyckaercst
pacrmosiarats Ha ypoBHe pekBusuTa 03.

Pexsusutsr 06, 07, 08, 12, orpannuunrenbhsie MeTkH it pekpusutor 09, 10, 11 B mpeaenax rpaHumir
30H PACHOJIOKEHUS] PEKBU3UTOB Pa3MEeLIal0T OJHMM U3 CIIOCOOOB!

- [lenTpoBatHbIM (HAYaIO W KOHEI[ KaXION CTPOKH PEKBHU3WTA PABHO YIAJCHBI OT TPAHHIL
30HBI PACIIONIOKEHUST PCKBU3UTOB);

- ®naroBbIM (Kakmast CTPOKa PEKBH3HUTA HAYMHACTCS OT JICBOM TPAHMIIBI 30HBI PACTIONOKECHHUS
PEKBH3UTOR).

4.6. JIns opraHu3aiyu, ee CTPYKTypHOTO MOIpa3esieHus, JOJDKHOCTHOTO JIMIA YCTAHABIMBAIOT
ClJIe/IyIOIIne BU/IbI OJIAHKOB JIOKYMEHTOB.

- OO0t ONaHK;

- biank nuceMma;

- bnaHk KOHKPETHOTO BH/A JOKyMEHTa, KPOME IHChMA.

OO6muii 6J1aHK UCTIONB3YIOT IS U3TOTOBJICHUS JTFOOBIX BUJOB IOKYMEHTOB, KPOME TTHCHhMA.

BiiaHK# CTPYKTYpHOTO IMOJIpa3/eieHuss OpraHu3aliy WK JODKHOCTHOT'O JIMNA HPOSKTHPYIOT B TOM
cilydae, eclid PyKOBOIUTEIb MOIPa3ieICHuUsI WITH JOJDKHOCTHOE JIUI0 UMEIOT MPABO MOIIHCH.

477. O0muii OMaHK B 3aBUCHMOCTH OT YYPEIUTEIbHBIX JOKYMEHTOB OPTaHHM3AIMHA BKIIOYAET
pexsusute 01, 02, 03, 06.



BrnaHk nuckMa B 3aBUCUMOCTH OT YYPEAUTEIBHBIX TOKYMCHTOB OpPraHU3alUU BKIFOYACT PEKBU3UTHI
01, 02, 03, 06, 07 u, mpu HEOOXOIMMOCTH, OTPAHUYUTEIBHBIC OTMETKH IS BEPXHUX TIPaHUIl 30H
pacnonoxenus pexsusuron 09, 10, 11, 12; 14, 15, 16; 17; 18; 19.

BrnaHk KOHKPETHOro BHJA IOKYMEHTa, KPOME MHChMa, B 3aBHCUMOCTH OT YYPCIUTEIBHBIX
JOKyMEHTOB opraHuzaiuu BriouaeT peksusutsl 01, 02, 03, 05, 06, 08, 12, orpaHn4uTeIbHBIE OTMETKH
JUTSL BEpXHUX TPaHUIl 30H pacronoxenus peksusutos 09, 10, 11, 12; 17; 18.

4.8. Ha Gnankax opraHuzanuii cyobekroB Poccuiickoii deseparun, UMEIOmNX HApsy C PYCCKUM
SI3BIKOM B KQ4ECTBE TOCYAIapPCTBEHHOT'O HAIIMOHANBHBIN s3bIK, pekBu3uThl 06, 07, 12 nedataroT Ha AByX
SI3BIKAX: PYCCKOM M HAI[MOHAJIBHOM, HA OJHOM YPOBHE IPOJIOJIBHOTO OJaHKA.

4.9. Jlomyckaercss IOKYMCHTHI W3rOTAaBIMBATh HA MUINYIICH MAIIUHKE WIA TPH MOMOIIU
MCYATAOIIUX YCTPOWCTB CPEIICTB BHIYHACIUTECILHON TEXHUKH.

OTnenbHBIC BHYTPCHHHE JIOKYMCHTBI, aBTOPaMHU KOTOPBIX SBIISIOTCS JOJDKHOCTHBIC JIHIIA,
JIOMYCKAETCS MHCaTh OT PYKH (3asiBlIiCHHE, O0BICHUTEbHAS 3aIMCKA U T.I1.).

4.10. Tlpu W3roTOBJCHUM JOKYMEHTOB Ha JBYX W OoJjiee CTpaHHMIAX BTOpas U MOCICAYIOIINE
CTpPaHUIIBI JOJDKHBI OBITh IPOHYMEPOBAHBI.

Howmepa cTpaHull mpoCTaBIsSIOTCS MOCEPEIMHE BEPXHETO OIS JIUCTA.

4.11. lonyckaeTcs IeyaTaHUue JOKYMEHTOB C HCIIOJIb30BAHUEM 00OPOTHOM CTOPOHBI JIUCTA.

5. TPEBOBAHMSI K N3TOTOBJEHMIO, YUYETY, HCITOJIb30BAHHUIO 1 XPAHEHHUIO
BJIAHKOB C BOCIIPOU3BEJIEHUEM I'OCYJIAPCTBEHHOI'O TEPBA POCCUICKOM
®EJEPAIINN, TEPEOB CYBBEKTOB POCCHIICKOM ®EJIEPAIINA

5.1. BraHku JOKYMEHTOB C BOCIpou3BeneHneM ['ocymapcTBeHHOTO Tepoa Poccuiickoit denepamnmu
1 rep6oB cyobexToB Poccuiickoit @enepanuu (nanee - repOoBbie OJaHKU) ABISIOTCS MOIUIPAPHUECKOM
MPOAYKLKEH, TTOAJIeKAIIEH YUeTYy.

5.2. TepboBble OJIAHKH HM3TOTABIMBAIOT TOJBKO MONMATPadUUECKUe M IITEMIICIbHO-TPaBEPHBIC
TOPEINPHUITHS, WMEIOIINE JMIEH3WH Ha COOTBETCTBYIOUIMHA BHUA JACATENFHOCTH M CEePTU(PHUKATHI O
HAJIMIUN TEXHUYECKHX W TEXHOJOTWYECKHX BO3MOXKHOCTEH Ui HM3TOTOBJICHUS YKa3aHHOTO BHIA
MPOAYKIIMN Ha JOJDKHOM KaueCTBEHHOM yPOBHE.

5.3. HsroroBnenue repOOBbIX OJNIAHKOB OCYIIECTBIISCTCS 10 3aKa3aM OPraHoOB BJIACTH, HHBIX
TOCYIapCTBEHHBIX OPTAHOB W YUpeKICHWH (mamee - OpraHu3aiuii), ompencieHHbIX [lomoxeHneMm o
TocymapctBennom r1epbe Poccuiickoit ®enmepamuu, COOTBETCTBYIOUIUMH IPABOBBIMH  aKTaMHU
cyonexToB Poccutickoit denepanuu.

5.4. T'epboBble OMaHKK B OpraHU3AIMM IMOJIEKAT ydeTy. Ha repOoBbIX OJlaHKax THITOTpagCKuM
CH0cOo0OM WJIM HyMEpaTOpOM IPOCTABIIAIOT HOPSIIKOBBIE HOMEPA, a P HEOOXOIMMOCTH U CEPUH 3THX
HOMEpOB. YdeT repOOBEIX OJJAHKOB BEAETCS pa3[esbHO M0 BUAaM OJIAHKOB B PETHCTPALMOHHO-YIeTHON
dopme (kapTouke, KypHae), TP STOM HCIIOIB3YIOTCS CICAYIONINE PEKBH3HUTHL:

TIPH IOCTYIUICHHH OJIAHKOB!

- HanmenoBanwne Buaa repboBoro 0aHka;

- Jlata mocTymnieHus,;

- Howmep conpoBoauTenbHOTO JOKYMEHTA;

- HamMmeHnoBaHne opranu3aniy - IMOCTABIINKA TEPOOBBIX OJIAHKOB;

- KonnyecTBo 3K3eMILISIPOB;

- Cepust 1 HOMepa repOOBBIX OJTAHKOB;

TIpH BBIJaYe OJIAHKOB:

- HanmenoBanne Buaa repboBoro 0iaHka;

- KonnyecTBo 3K3eMILISIPOB;

- Cepust 1 HOMepa repOOBBIX OJTAHKOB;

- HamMmeHoBaHne CTPYKTYpHOTO TIOApa3feleHHs OpTaHW3aluy, (QaMmwidsi W HHUIHAIBI
JIOJDKHOCTHOTO JIMIIA - TIOTy9aTessi repOOBBIX OJaHKOB;

- Pacniucka B nony4yenuy,

- IMpumeyanue (OTMETKA 00 YHHYTOXKEHUH H T.[I.).

5.5. T'epOoBbic OTaHKH XpaHAT B HAJISKHO 3alTUPAEMBIX U OTIIEYATHIBAEMBIX IIKadax.

5.6. YHuurokeHHe TrepOOBBIX OJaHKOB OCYIISCTBISIOT IO aKTy C OTMETKOM B Y4YETHO-
perHCTpaMoHHON hopMme.

5.7. KoHTponb 3a M3rOTOBJICHUEM, HCIIOJIb30BAHUEM M XPAaHEHHEM repOOBBIX OJIAHKOB BO3JIAraroT
Ha TIOZpa3/ieIecHHEe OpraHU3allld, OTBETCTBCHHOE 3a JEJONMPOM3BOJICTBO oOpraHm3anuu. Jluma,
MIEPCOHATPHO OTBETCTBEHHBIC 3a YUYET, HWCIOJBb30BaHHE W XpaHEHHE OJIAHKOB, Ha3HAYAIOTCA
pacropsauTeNbHBIM JOKYMEHTOM PYKOBOIUTEISI OpTaHN3aIIH.



5.8. PerucrpainonHo-y4eTHbIe GOPMBI BKIIIOYAIOT B HOMEHKJIATYPY A€ OpraHu3alyy.

5.9. [IpoBepky HaIM4Msl, HCHIOIB30BAHUS M XpaHEHHs! TepOOBBIX OJIaHKOB IIPOBOJSIT HE PEXKE pasa B
roj, KOMHCCUEH, Ha3HauaeMOW pAaCHOpSAUTENBHBIM IOKYMEHTOM pYyKoBoAuTeNs opraHuszanuu. O
NPOBEIECHHBIX NPOBEPKAX JEJNal0T OTMETKU B y4YETHO-PETHCTPAlMOHHBIX (POpMax IOcCie MOCIEAHEH
3amucu. B ciyyae oOHapyxeHHs! HapyLICHUH NPU M3TOTOBICHHUH, y4ETe, XPAaHEHHH M UCIIOJIb30BaHUU
repOOBBIX OJaHKOB KOMHCCHS MPOBOAUT CIy)KeOHOE paccieloBaHue, pe3yldbTaThl KOTOPOTO
oopMIISIOTCS. aKTOM U JIOBOJSIT 10 CBEJCHUS PYKOBOJHUTEISI OpTaHH3aLUH.

5.10. [onyckaercs THpaXXMpPOBaHWE CpEJCTBAMU OINEPATUBHOM mnoiurpaduu  opraHu3alnuu
JIOKyMEHTOB Ha repOoBOM OJiaHKe, NpeHa3HaYeHHbIE JUIsl PACCBUIKH, TIPH YCIOBHH 3aBEPEHMS KaXI0H
KOIIMHU JJOKyMEHTA [1e€4aThl0 OPraHn3alyy.



ITPHJ/IO’KEHHE A
(oba3amensvnoe)

CXEMA PACIIOJIOKEHUA PEKBU3UTOB JOKYMEHTOB
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Pucynok A.1l - PacnoJioxkeHue peKBU3HTOB U I'PAHUIIBI 30H HA (popMaTe A4 yriioBoro GJiaHka
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PucyHok A.2 - PacniosiokeHne peKBU3UTOB U TPAHUIILI 30H Ha (hopMaTe A4 NPoA0IBLHOrO GJIaHKa
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ITPUJ/IO’KEHUE b
(cnpasounoe)

OBPA3ILbI BJIAHKOB JOKYMEHTOB

OEJNEPAJIBHASA APXUBHAS CJIYKBA POCCUHA

Bceepoccniicknii HAYYHO-UCCAEA0BATENbCKUN HHCTUTYT
JOKYMEHTOBE/JACHHUS 1 APXUBHOI0 JeJia

(BHUUJAN)

Pucynok B.1 - O6pa3en od1mero 6;ianHka opraHu3aiun




OEJEPAJIBHASA
APXHUBHAS CJIYKBA POCCUH

Bceepoccuiickuii
HAYYHO-UCCJIeA0BATENbCKHIT HHCTUTYT
JOKYMeHTOBeeHHs] U aPXHUBHOIO J1eJ1a

(BHUMOAD)
101000, Mockea, IlenTp, MUIIOTHHCKHIA mep., 1. 7a
Texa. 923-00-54, ¢axc 923-23-60
OKIIO 02842708

Ne

Ha Ne oT

Pucynox b.2 - O6pa3zen yriioBoro 6;1aHKa MUCbMa OpPraHu3anun




OEJEPAJIBHASA APXUBHAS CJIYXKXBA POCCUHN

Bceepoccuiickuii HAy4YHO-HCCIeA0BATENbCKHd HHCTUTYT
JOKYMEHTOBe/IeHUsI U apXMBHOTO Jejia

(BHHHJIALD)

101000, Mocksa, LleaTp, MuroTHHCKHU Tep., A. 7a
Tea. 923-00-54, ¢paxc 923-23-60
OKIIO 02842708

Ha Ne oT

PucyHnok B.3 - Oopa3zen npoo/1bHOro 6J1aHKa NUCHMa OPraHU3aluu

OENEPAJIBHASA APXUBHAS CJIYXKXBA POCCUHN




Bceepoccuiickuii HAy4YHO-HCCI€0BATENbCKHd HHCTHTYT
JOKYMEHTOBe/IeHUsI U apXMBHOTO eja

(BHUUOAD)
OTaes JOKYMEHTAIINOHHOTO 00ecnevYeHnsl yIpaBIeHus
101000, MockBa, llenTp, MuIIOTHHCKHAI Tep., 1. 7a, Texa. 923-43-13

Ne

r
Ha Ne oT

Pucynok b.4 - Odpazen npoo1bHOro 6JaHKa MUChMa CTPYKTYPHOTO MOAPa3aeaeHHsI OPraHu3anun

OEJIEPAJIBHASA APXUBHASA CJIYKBA POCCHHA

Bcepoccuiickuii HAyYHO-HCCI€I0BATENbCKUI HHCTUTYT




JOKYMEHTOBECACHUS U AaPXUBHOI0 aeJjia
(BHUHJIA L)
3AMECTHUTEJIb TUPEKTOPA

101000, Mocksa, Llearp, MuroTHHCKH Tep., A. 7a
Teua. 925-55-14, paxce 923-23-60, OKITO 02842708

Ne

r
Ha Ne oT

Pucynoxk B.5 - Od6pazen npooabHOro 6JaHka mucbMa J0LKHOCTHOTO JIHIIA

DOEJNEPAJIBHASA APXUBHAS CJIYKBA POCCHHA

Bceepoccuiickuii HAy4YHO-HCCI€0BATENbCKHA HHCTUTYT




JAOKYMEHTOBECACHHUS U APXUBHOI'0 JAeJIa

(BHHHJIAT)
OKY
IMPUKA3
Ne
MockBa
M 1T ]

Pucynok B.6 - O0pa3zen 6;1aHKa KOHKPETHOTO BH/Ia JOKYMEHTa OpraHu3anun
Hpunoxenune b (M3menennas pexaxuust, U3sm. Ne 1)
KitoueBbie cioBa: yHU(HUIMPOBAHHBIE CHCTEMBI JOKYMEHTAIUH, OPTaHU3alHOHHO-PACIOPSIANTEIBHBIE JOKYMEHTHI,

COCTaB PEKBU3UTOB JOKYMEHTOB, JIOKYMEHT, OJaHK, TepOOBBIii OJlaHK, y4YeT, perucTpamus, KOHTPOJIb,
JIEIIONIPOU3BOICTBO, PEKBU3UT, TPH)



