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I'naBa 1.

TPEBOBAHHS K O®OPMJIEHUIO TOKYMEHTOB
KAJIPOBOI'O JEJOIIPON3BOJACTBA.
YHUDPUIINPOBAHHBIE ®OPMbI NMEPBUYHOMW YYETHOU
JOKYMEHTALIUHA 110 YUYETY TPYJA U EI'O OIIVIATBI

JlesTenbHOCTh JFOOOW OpraHW3alMy CBS3aHA C COCTaBJICHHEM MHOYKECTBA
Pa3IMYHOIO BUJ1a JOKYMEHTOB.

B kaapoBoM 1€10MpOr3BOACTBE MOYKHO BBIJIETUTH CIEAYIOIINE TPYIIIIbL:

—Op2aHU3ayuoHHble OOKYMeHmbl: CTPYKTypa U IITaTHAS YUCICHHOCTD
IPEeNNpUsATUS, [ITATHOE PAaCIUCAHUE, MOJIOKEHUS O CITy’KOax U OTAeNax,
JOJDKHOCTHBIE MHCTPYKLMH, ITPaBUJIa BHYTPEHHETO TPYAOBOIO PaclopsaKa;

—00KyMeHmbl o TUYHOMY COCMAgy: TIPUKa3bl MO JI/C (MIPUEM U YBOJIbHEHHE,
IIEPEBO/IBI U NIEPEMELIECHUS, IPEIOCTABICHNE OTITYCKOB, B3bICKAHHSI U TIOOIIPEHUS,
MaTepHalibHas OTBETCTBEHHOCTD ), TUYHBIE JI€N1a, TPYAOBbIE KHUKKHU;

- UHQOPMAYUOHHO-CNPABOYUHBIE OOKYMEHMbL: aKThl, TUCbMa, TOKJIaJIHbIE
3aIHCKHU.

OTnenbHYIO TpYIIy COCTaBISIOT 3aKI0YaeMble C paOOTHUKAMU TPYHOBBIE
JIOTOBOPBI (KOHTPAKTHI), KOJJIEKTUBHBIE JOTOBOPBI, 10rOBOPHI 00 HHIUBUAYAIbHON
Y KOJUIEKTUBHOM MaT€pUAIIbHOM OTBETCTBEHHOCTH.

[lepeueHb JOKYMEHTOB, pa3pElIEHHBIX K IPUMEHEHHUIO, B JAESITEIbHOCTH
ao00M  opraHmzanmMM  3akpersieH B O6miepoccuiickom  kiaccuduxartope
ynpapieHueckot — gokymeHtauuu  (OKVY]J) OK-011-93,  yrBepkaeHHOM
nocraHoBieHueM ['occranmapra PO Ne 299 or 30 pgexabps 1993 r. On
IpeHAa3HAYECH JUUIS PELIEHUS CIeNYIOUIUX 3a/1ay:

—peructpatus (opM TOKYMEHTOB;

—COKpAILICHHE KOJIMYECTBA PUMEHAEMBIX (HOpM;

—HCKIIIOUYEHHE U3 00pallieHrs HeYHU(DULIUPOBAHHBIX (POPM TOKYMEHTOB U T.

CrpyKkTypa K010BOro 0003Ha4YeHus1 yHUGHUIUPOBAaHHOH GopMbl TokymeHTa o OKY /]
XX XX XXX X

Knacc popm  Tlooknacc popm  Pecucmpayuonmnwiti Homep  Kouwmpoavhoe wucio

[Tpumep kog0BOrO 0003HAYEHUS YHU(DULIUPOBAHHOU (POPMBI TOKYMEHTA 110
OKVI:

02811518 - IIpuka3 o npueme Ha padoTy.

02 - YHuduuupoBanHasi CUCTEMa OpraHU3aLHOHHO-PACIOPSAUTEIBHON
JOKYMEHTallUH

81 — JlokymeHTaus 1no npuemMy Ha padoty

151 — Ilpuka3 o nmpueMy Ha paboTy

8 — KonTponbHOE uncio
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OpFaHI/I3aHI/IOHHO-paCHOpﬂI[HTeJILHOﬁ AOKYMEHTAallUMN

JlokyMeHTanust o CO3JaHUI0 OpraHU3alluU, IPEATPUITHS
JloroBop 00 apeHje

3asBJcHNE HA TOCYAAPCTBEHHYIO PETUCTPAITHIO
3asBicHNE B (PMHAHCOBBIC OpraHbl 00 OTKPHITHH PACYCTHOTO
cuera

[TuceMO 00 M3rOTOBICHUY TIEYATH, IIITAMIIA

[TonoxxeHre 0 CTPYKTYPHOM IOApa3/ICIICHHH

[lpuka3 o co3anuu NpeAnpUITHS

[IpoTokon o6iero coopanus (KoH(pEepeHIu) TPyA0BOrO
KOJUTEKTHBA TPEIPHUATHS O CO3IaHUN

[IpoTokon obriero coopanus 4ieHOB KoorepaTruBa 00
YTBEPKICHUH yCTaBa

Pacniopspxenue riaBbl aIMUHUCTPAIIUN TEPPUTOPUH O
MIPEIOCTABICHUH 3€MENBHOTO y9acTKa

CBHIETETHCTBO O PETUCTPALAH

VYcras

YupenutenbHbIN T0rOBOP

JlokyMeHTalus 1o peopraHn3anum

[Ipuka3 o peopranuszanuu

[IpoTtokon obriero coopanus (KOHPEPEHIINH) TPYAOBOTO
KOJUIEKTHBA O PeOpraHu3aiuu

Pemenue coBera tupekTopoB (IIpaBJIEHUs) O peOpraHu3aluu

JlokymeHTaIUsl TI0 TUKBUAAIUA OPTaHU3 AL,
npeanpusaTus

AKT 0 JUKBHIAIIU

[Tucbmo ¢ cooOlieHreM O JIMKBUIAIINT

[TucrMO ydacTHHKA O BBIXOJIE U3 COBMECTHOT'O MPEATPUSATHUS
[Ipuka3 o TMKBUAAIINU U CO3TaHHUH JIMKBUIAITMOHHON
KOMHUCCUU

Pemenue coBera TupekTOpoB (MpaBiIeHUs) O TUKBUAALMH
[TpoTtokon o6rero coopanwus (KOHGEPESHIIUH ) TPYIAOBOTO
KOJUIEKTHBA O JIMKBUJIAIIAN

JoxkymMeHTalUs 110 PACIIOPAAUTEIbHOU 1eATeILHOCTH
OpPraHu3alMu, MPeINPUATHS

[locTaHOBIIEHHE KOJUIETHATIBHOIO OpraHa o BOIpocam
OCHOBHOH JI€ATEIHLHOCTH

[Ipuka3 nmo BompocaMm OCHOBHOM JI€SITEIbHOCTH
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[Ipukas o pactpeneneHun 00s3aHHOCTEH MEXIY
PYKOBOJICTBOM
[IpoToKOa KOJJIErnaibHOr0 OpraHa mo Bonpocam

VYkazaHue 1o BOIpocaM OCHOBHOMU JI€ATEIbHOCTH

0252000 S [IoxyMeHTAlUs IO OPTraHU3ALHOHHO-HOPMATHBHOMY

0252031
0252051
0252111
0252131
0252211
0252251

025300

0253011
0253101
0253201

0281000
0281071
0281081
0281151
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0282000
0282071
0282141
0282151

0283000
0283071
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0284000
0284021
0284071
0284151

0285000
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peryJiMpoOBaHMIO AeSITeJIbHOCTH, MPeANPUITHS

JloroBop Ha IPOU3BOACTBO padbOT (OKa3aHUE YCIIYT)
JIOMKHOCTHAsI MHCTPYKLIMS

[TonoxxeHre 0 CTPYKTYpPHOM MOAPa3IEICHUH
[IpaBusia BHyTPEHHETO TPYIOBOTO pacropsiika
CtpyKkTypa U mITaTHasi YUCIEHHOCTb

[lIraTHOE pacnucanue

JoxymMeHTalUs 110 ONIePATUBHO-UH(POPMALIMOHHOMY
peryJiMpoBaHMUIO AeTeJIbHOCTH OPTraHU3aALNH,
npeAnpusTUSA

AKT 110 BOIIPOCaM OCHOBHOM JI€ATEIbHOCTH

[TuceMo 110 BOompocamM OCHOBHOW AEATEIBHOCTH

CnpaBka 1o BOIpocaM OCHOBHOM M KaJpOBOU AEATEIbHOCTH

JlokymeHTAaIUsI IO IPHeMY HAa padoTy

3asBieHUE O IpreMe Ha paboTy

KOHTpakT 0 Ha3HAYCHUH Ha JIOJDKHOCTh

[puka3z o mpueme Ha paboTy

[IpoToko:n o61iero codpanusi TPyAOBOr0 KOJJIEKTHBA O TIPUEME
Ha paboty

JlokymeHTAaIUsI TI0 TIePEeBOY HA IPYIyI0 padoTy
3asiBeHUE O MIEPEBOIC HA APYTYIO padoTy
[IpencraBienue o mepeBojie Ha APYryro padboTy
[Ipukas o mepeBojie Ha IPYTYIO paboTy

JIoKyMeHTAIUsl 10 YBOJIHLHEHHIO C PA0OThI
3asBieHne 00 yBOJIbHEHUHU

[Tpuka3 00 yBOJIbHEHUU

[Ipotokon obriero coOpanusi TPyAOBOTO KOJUIEKTHBA 00
YBOJIbHEHUH

JlokymeHTaIusi Mo o(popMJIEHUIO OTIIYCKOB
['paduk oTmmyckoB

3asiBeHUE O MPEOCTABIICHUH OTITYCKa
[Mpuka3 o mpeaoCcTaBIeHUN OTITYCKa

JoxymeHnTanus 1no opopmMJIEHUIO NOOLIPEHUI
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0285141 [IpencraBienue o MOOIPEHUH

0285151 [Ipuka3 o noompeHuun

0285161 8 IIpoTokon obiiero codpanus TpyIOBOro KOJIEKTHUBA O
MOOIIPEHUU

\S]

028600 8 JloxymeHTarus no ohOpMIICHUIO TUCIUILIMHAPHBIX
B3bICKaHUM

0286041 6 JloknaaHas 3amucKa O HAPYIICHUHW TPYJIOBOM JTUCITUTLIUHBI

0286091 3 OOBsAcHUTENBHAS 3aMKCKA O HAPYUIEHUU TPYIOBOM
JUCHHUILIMHBI

0286151 6 Ilpuka3 0 HaJOXKEHUH AUCHUIUIMHAPHOTO B3bICKAHMS

0286161 1 IIpokon oOuiero cobpaHus TPyIOBOrO KOJJICKTHBA O
HAJIO)KCHUH

JUCHUIUIMHAPHOTO B3BICKAHUS

JIro00# TOKYMEHT COCTOUT M3 Psifia AJIEMEHTOB (HAMMEHOBAHUE OpraHU3aIINH,
JaTa, MOAIUCh, TEKCT U Ap.), KOTOpPbhIE Ha3bIBAIOTCS pekBU3UTaMH. HeoOXxonumbii
HAaO0Op PEKBU3UTOB, KOTOPHIMHU JIOJDKEH O00JaJaTh JIOKYMEHT, a TakXke HX
pacnonoxenue, ycranasiuarorcs [[OCTamu.

Buumanmne! C 01 urons 2003 rona BBeseH B AeiicTBre ['ocy1apcTBEHHbBIN
cragaapt PO I'OCT P 6.30-2003 «YHudbunupoBaHHas cuctema
OpraHu3alMOHHO-PACTIOPAIUTENBHON ToKyMeHTauu. TpeboBanus Kk 0hOpMIIEHUIO
nokymeHnToB» (ITocranoBnenue I'occranmapra PO ot 03 mupra 2003 r. Ne 65).

JlaHHBIN CTaHAApPT PacCIpOCTPAHSIETCS Ha
OpraHU3alMOHHO-PACIIOPSAUTEIbHBIE TOKYMEHTBI, OTHOCAILIUECS K
YHUQUIMpOBaHHON CUCTEME OPTaHU3AIMOHHO-PACTIOPAIUTEIHLHON TOKYMEHTAIIUN
(YCOPL), - nocTaHOBIIEHHUS, pACIOPSKEHUS, IPUKA3bI, PEILICHHUS, IPOTOKOJIBI,
aKThbl, MUChMa U Ip. (Hayee - ToKyMeHThI), BKitoueHHbie B OK 011-93 (OKVY 1)
(xmacc 0200000). Tpebosanus cmanoapma A6AAOMC PEKOMEHOYEMBIMU.

['OCT P 6.30-2003 ycTaHaBiIMBaeT: COCTaB PEKBU3UTOB JOKYMEHTOB;
TpeOOBaHUs K KOPMJIEHUIO PEKBU3UTOB JOKYMEHTOB; TpeOOBaHUs K OJlaHKaM
JIOKYMEHTOB BKJIIOYasi OJJaHKH JIOKYMEHTOB C BOCITPOM3BEICHUEM
["ocynapctBenHoro rep6a Poccutickoit @eaepanuu.

[lpy moxnroroBke u OQOPMIECHHUH OPraHU3aLUOHHO-PACTIOPSIUTEIbHBIX
JOKYMEHTOB UCIOIb3YIOT CIEAYIOIINE PEKBU3UTHI:

1 - Tocyoapcmeennviii eep6 Poccutickoti @edepayuu,

2 -2ep6 cyowekma Poccutickoti @edepayuu,

3 - ambaema opeanuzayuu Uiy MOBAPHLIU 3HAK (3HAK 0OCAYHCUBAHUSL).
OMOsIeMy OpraHu3alyy WM TOBApHbBIN 3HAK (3HAK 0OCITYy>KMBAaHM) IOMEIIAIOT Ha
OJlaHKaxX OpraHu3aluii B COOTBETCTBUU C YCTaBOM (TIOJIOKEHHEM 00 OpraHHu3aIlum);

4 - ko0 opeanusayuu. Ko opranuzanuy NpocTasisioT 110
Ob6uepoccuiickomy kiaccuukaropy npeanpustuii u opranuzauuii (OKIIO);

5 - ocHoeHoU cocyoapcmeeHubill pecucmpayuonusiii Homep (OI'PH)
ropuouyeckozo auya. OCHOBHOW roCyIapCTBEHHBIN pEruCTPalliOHHBIN HOMEP
IOPUANYECKOTO JIMIIA TPOCTABIISIOT B COOTBETCTBUM C IOKYMEHTAMH,



BbIJJaBa€MbIMH HAJIOTOBBIMHU OpraHaAMU;

6 - u0eHMUPUKAYUOHHBIU HOMED HATIO2ONIAMENbUUKA/KOO NPUUUHDL
nocmanosku na yuem (MHH/KIIII). UnenTndukaimioHHbIA HOMED
HAJIOT OTIaTeNbIINKA/KO ] MPUYNHBI TocTaHoBKHU Ha yueT (MHH/KIIIT)
MPOCTABIIAIOT B COOTBETCTBUHM C IOKYMEHTAMU, BbIJaBAEMbIMHU HAJIOTOBBIMHU
OpraHamu;

7 -x00 ¢hopmul dokymenma. Kog hopMbl JOKyMEHTa TPOCTABIISIIOT 11O
O6mepoccuiickomy kiaaccupukaTopy ynpanieHdeckon qokymentanuu (OKY );

8 - maumenosanue opeanuzayuu. HamMeHoBaHue opraHu3aluu,
SBJIIOLIEICS aBTOPOM JIOKYMEHTA, I0JKHO COOTBETCTBOBATh HAMMEHOBAHMIO,
3aKpEIVICHHOMY B €€ YUPEIUTEIbHbIX JOKYMEHTAX.

Han nHamMeHOBaHMEM OpraHM3alMy YKa3bIBaIOT COKpAIllEHHOE, a MpU €ro
OTCYTCTBHHM - IIOJJHO€ HAMMEHOBAHHWE BBIMIECTOAIICH OpraHu3anuu (mpu ee
HaJIMYHH).

HaumenoBanus opranuzanuii cyonektoB Poccutiickoit denepariy, UMEFOIIHX
Hapsily C TOCYIapcTBEHHBIM si3bikoM Poccuiickoit  ®deneparuu  (pyccKum)
roCyapCTBEHHBIN s3bIK CyOBEKTOB Poccuiickoit denepaiuu, neyararoT Ha ABYX
A3bIKAX.

CokpallleHHO€ HaMMEHOBaHWE OpraHU3allMKi MPUBOJAT B T€X CIydasiX, Korja
OHO 3aKpEIUIEHO B YYPEOUTENbHBIX IOKYMEHTax opranusauuu. CokpalleHHOe
HavMeHOBaHUE (B CKOOKaX) MOMEIIAIOT HUXKE IMOJTHOTO UJIM 32 HUM.

HaumenoBanue ¢umana, TeppuTOPUATHHOTO OTIICICHUS, IPEACTABUTEILCTBA
YKa3bIBAIOT B TOM CJIy4ae, €CJIM OHO SIBJISIETCSI aBTOPOM JIOKYMEHTA, U PacIioaratoT
HIKE€ HAMMEHOBAHUS OpraHU3aIluu;

9 - cnpasounvie Oannvie 06 opeanusayuu. CripaBoYHbIC JaHHBIE 00
OpraHu3alliy BKIIIOYAIOT B ceOs: MOYTOBBIN aapec; HoMmep TenedoHa u Apyrue
CBEICHUS TI0 YCMOTPEHUIO OpraHu3aiuu (Homepa (pakcoB, TEJIEKCOB, CUETOB B
OaHKe, aJipec JIEKTPOHHOU MOYTHI U IP.);

10 - HauMeHoBaHue euda 0okymernma. HaumeHnoBanue Buja JOKyMEHTA,
COCTaBJICHHOT'O WJIM U3JAaHHOTO OpraHu3alluel, TODKHO OBITh OMpEeAeNIEHO YCTaBOM
(monoxeHueM 00 OpraHu3alvK) U TOJKHO COOTBETCTBOBATH BU/IAM JIOKYMEHTOB,
npeaycmoTpeHHsiM OKY I (kmacc 0200000);

11 - 0ama ooxymenma. JlaToli TOKyMEHTA SBJISAETCA JlaTa €ro MOAMUCAHUS
WM YTBEPKIEHUS, JUIsl IPOTOKOJIA - aTa 3acelanusl (IPUHATHS pelieHus ), AJis
aKTa - 1ata coObITHs. JIOKyMEHThI, U3JaHHbIC JIByMsI WJIH 00Jiee OpraHu3alusIMH,
JOJKHBI UMETh OJHY (€AuHYI0) naty. JlaTy 1okyMeHTa oQpopMIISIIOT apaOCKUMU
g paMu B MOCIEAOBATEIILHOCTH: JIEHb MecsIa, Mecdll, rof. JleHp Mecsua u
Mecsi 0hOpMIISIIOT IBYMSI TTapaMu apaOCcKkux 1udp, pa3ieJIeHHbIMU TOYKOM; TO/T -
YETBIPHEMS ApAOCKUMHU ITHPPAMH.

Hanpuwmep, naty 5 utons 2003 r. ciexyer opopmists 05.06.2003.

Jonyckaetcst cioBecHO-IIMGPOBOH crmocod odopmiieHus natel, Harpumep 05
utonst 2003 r., a Takke opopMIICHHE NAaThl B MOCICIOBATEILHOCTH: TOM, MECHII,
neHb Mecsua, Hanpumep: 2003.06.05;

12 - pecucmpayuoHHblil Homep 00KymeHma. PerucTpaliioHHbIN HOMEp
JOKYMEHTA COCTOUT U3 €ro MOPsIAKOBOrO HOMEpa, KOTOPbIA MOXKHO JOTOIHSTH MO
YCMOTPEHHUIO OPTaHU3alUK WHIEKCOM JieNia 0 HOMEHKJIAType /e, nHpopMarnei



OKOPPECIIOHEHTE, UCIIOIHUTENAX U Ap. PerucTpainoHHbII HOMEpP JOKYMEHTA,
COCTaBJIEHHOTO COBMECTHO JIBYMS U 00Jiee OpraHu3alusiMi, COCTOUT U3
PErUCTPALMOHHBIX HOMEPOB IOKYMEHTA KaXJA0W U3 3TUX OpraHU3alui,
IIPOCTABJISIEMBIX YEPE3 KOCYIO YEPTY B IOPSIIKE YKa3aHUSI aBTOPOB B JJOKYMEHTE;

13 - CCLINKA HA pecucmpayuonHbvlil Homep u oamy ookymernma. CcblIKa
Ha PEerucTpPallMOHHBIA HOMEpP U J1aTy JOKYMEHTA BKJIIOUaeT B ceOs
PErUCTPAIMOHHBIA HOMED U JIaTy JOKYMEHTA, Ha KOTOPBIM TOJKEH ObITh 1aH
OTBET;

14 - Mecmo cocmagnenus uiu u30anus Ookymenma. MecTo CocTaBIECHUS
WINM U3JaHUs JOKYMEHTA yKa3bIBalOT B TOM CIIydae, €CIIH 3aTPyJHEHO €ro
ornpezeneHue no pekBuzntaMm «HaumenoBanue opranuzanum» u «CripaBo4Hbie
JaHHbIE 00 opraHuzauum». MecTo cocTaBiICHUs WU U3AaHUsI YKa3bIBAIOT C yUE€TOM
IPUHATOrO aIMUHUCTPATUBHO-TEPPUTOPUATIBHOTO JIEJIEHUS, OHO BKJIIOYAET B ce0s
TOJIBKO OOILETIPUHSATHIE COKPAILICHMUS;

15 - adpecam. B xadecTBe azipecata MOT'YT OBbITh OPraHU3ALMH, UX
CTPYKTYpHbIE MTOAPA3IEICHUS, JOKHOCTHBIE Wi (u3nueckue jmna. [Ipu
aJipecoOBaHUU JOKYMEHTA JOHKHOCTHOMY JIMIy MHULIMAIIBI YKA3bIBAIOT MEPE
dammnueii. HaumeHoBaHue opraHu3aiii ¥ €€ CTPYKTYPHOTO MOApa3IeIeHus
yKa3bIBalOT B UMEHUTENIBHOM najexe. Harpumep (31ech U anee npuMepsl
HAaUMEHOBAHUs OpraHU3aluii, UX CIIPABOYHBIE JAHHBIE U JIp. SIBJISIOTCA
YCIIOBHBIMU):

Munroct Poccun,
JlemaprameHT HHPOpPMATU3ALINH,
Y HAYYHO-TEXHUYECKOTO 00ecreueHusl.

JIOJDKHOCTD JIMIIa, KOTOPOMY aJpECOBaH JOKYMEHT, YKa3bIBAIOT B JaTEILHOM
najiexxe, HarpuMmep:

['eHepasibHOMY TUPEKTOPY
OAO «CeBepHble pErHOHBD)

B.A. Jlarynuny

NN

AQO «DneKrpoLeHTPOMOHTAX)
['maBHOMY OyXTanrepy
B.M. KouetoBy

Eciau 1oKyMeHT OTHpaBIIsIOT B HECKOJIBKO OJTHOPOIHBIX OPTaHU3alNi WIH B
HECKOJIbKO CTPYKTYPHBIX MOJIpa3/ieJIeHu OAHON OpraHu3aiu, TO UX CIeayeT
yKa3bIBaTh 0000IIEHHO, HAITPUMED:

AJMHMHHCTpaLUU PaiiOHOB
MockoBcKkoi 06acTi

JlomyckaeTcsi UEHTPUPOBATh KAXKAYIO CTPOKY PEKBU3UTA «Adpecary Io
OTHOIIIEHUIO K CaMOU JUTMHHOM cTpoke. Hanmpumep:



I'maBHOMY penakTopy
N3natensckoro noma «Mennagom»

H.B. Cemunoii

JIOKyMEHT He JTOJKEeH cofiepkaTh OoJee ueTsipex aapecatoB. CioBo «Komus»
nepes BTOPbIM, TPEThUM, YETBEPThIM ajpecaTaMH He yka3biBaloT. llpu Oosbliem
YHUCJIE aPECATOB COCTABIAIOT CIIMCOK PACCHUIKH JTOKYMEHTA.

B cocraB pexBu3uTa «Ajapecary MOXKET BXOJUTh MOYTOBBIN aJipec. DIEMEHTHI
IIOYTOBOIO  aApeca  YKa3blBAlOT B  MOCIEHOBATENbHOCTH, YCTAHOBJICHHOW
[IpaBunamu okazanus yciyr noutoBoi cBsizu (Ilocranosnenue [IpaButenscTtBa PO
0T 26.09.97 r. Ne 1239).

[Ipu ampecoBaHMHM NHChbMA B OPraHM3alMI0 YKa3bIBAIOT €€ HAMMEHOBAHME,
3aTe€M IIOYTOBBIN aJpeEC, HAIIPUMED:

['ocynapcTBeHHOE yupexeHne

Bcepoccuiickuii Hay4HO-UCCIEI0BATEIbCKAN
UHCTUTYT JOKYMEHTOBEJCHUS M apXUBHOTI'O Jiesia
[Ipodcoroznas yi., 1. 82, Mocksa, 117393

[Tpu agpecoBanny JOKyMEHTA (PU3NYECKOMY JIUITY YKA3bIBAIOT (DaMUIIUIO U
VHUIAAJIBI TTOTYYaTelis, 3aT€M OYTOBBIN aJpeC, HApUMED:

O6pazuosy O.I1.

yi. CagoBas, 1. 5, kB. 12,
r JIunku, Kupeesckuii p-H,
Tynbckast 0011., 301264

16 — epugh ymeepoicoeHus 0okymenma. JJOKyMEHT yTBep)K1aeTcs
JOJKHOCTHBIM JIMIIOM (JIOJPKHOCTHBIMH JIMIIAMH ) WIJTH CIICIIHAJIEHO U3/1aBa€MbIM
JIOKYMEHTOM.

[Tpu yTBep)AeHIU JOKYMEHTA JODKHOCTHBIM JIMIIOM TpU( YTBEPKICHUS
JIOKyMEHTa JoJKeH cocTosTh u3 ciaoa Y TBEPXK/IAIO (0e3 kaBbIuek),
HAaUMEHOBAHUH JOJKHOCTH JIMIA, YTBEPKIAIOMIETO JOKYMEHT, €ro MOATHCH,
WHUIIAAJIOB, (aMWINK U J1aThl YTBEPKICHUS, HAIPUMED:

YTBEPXJIAIO

[Ipe3unent 3A0 «PocrekcTuiby
JInuxag moamnucey B.A. CrenanoB
JlaTa

Homyckaercsi B pekBusute «['pud yTBepKaeHUs JOKYMEHTa» IEHTPUPOBAThH
AJIEMEHTHI OTHOCUTEJIBHO CaMOW ITMHHOW CTPOKHU, HAIPUMED:

YTBEPXIAIO
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[Ipu yTBep)I€HUHU OOKYMEHTA HECKOJBKHUMHU JOJKHOCTHBIMH JIMLIAMU HX
MTOJIMMCH PACIIONArar0T Ha OJTHOM YPOBHE.

[Ipn yTBEpXKIE€HMM MOKYMEHTA IIOCTAHOBJIEHUEM, PEIICHUEM, IPUKA30M,
NpOTOKOJIOM  rpud  yrBepkieHuss coctrouT u3 cinoBa Y TBEPXJ/IEH
(VTBEPXIEHA, YTBEPXIEHblI wm VYTBEPXIEHO), nauMeHoBaHus
YTBEPKIAIOMIETO JIOKYMEHTA B TBOPUTEIBHOM MaAEkKe, €ro Jarbl, HOMEpA.
Hanpuwmep:

YTBEPXJIEH
pelIeHrueEM 00IIIero CoOOpaHmst

akiuonepoB oT 05.04.2003 Ne 14

HNJIN

VYTBEPXJIEHO
npukazom BHUNJIA/]
ot 05.04.2003 Ne82

['pud yTBepkaeHUsS [TOKyMEHTa pacrojiaraloT B IPABOM BEPXHEM YTy
JNOKYMEHTA;

17 - pezonoyus. Pe3omonus, HalkcaHHAs Ha TOKYMEHTE COOTBETCTBYIOIIUM
JIOJDKHOCTHBIM JIMIIOM, BKJIIOYaeT B ce0s (pamMuiiuy, UHUIMATIbl UCTIOJHUTENEH,
CoJIep’KaHMe TMOpydeHHs (MpU HEOOXOIWMOCTH), CPOK HCIOJIHEHUS, MOANKHCH U
Jaty, Halpumep:

Mopo3zosoi H.B.

®enoceesont H.A.

IIpoury noaAroToBUTH IPOEKT
norosopa ¢ KoHcanTuHroHo rpynmnou
«TEPMHUKA» x 05.10.2003

JInynas moanuck

[ara

18 - 3a201060K kK mexcmy. 3aroJOBOK K TEKCTY BKJIIOYAET B ce0s KPaTKOE
COJIEpKaHUEM JIOKyMEHTA. 3arojOBOK JOKEH ObITh COIIACOBAH C
HAaUMEHOBAaHUEM BHJIa JOKYMEHTA.

3aroJIoBOK MOKET OTBE€YaTh HA BOMPOCHI:

0 yeM (0 KOM)?, HarpuMmep:

HpI/IKa3 O CO3JaHuH aTTeCTaHHOHHOﬁ KOMHCCHH,

4ero (Koro)?, Harnpumep:

Jlo/iKHOCTHAS. HHCTPYKIUS BELYILETO SKCIIEPTA.

K TekcTy moxymMeHTOB, opOpMIIEHHBIX Ha OnmaHkax (opmara AS, 3aroioBOK

JIOITYCKAETCsl HE YKa3bIBaTh;
19 - ommemxa o konmpoJie. OTMETKY O KOHTPOJIE 32 UCIIOJIHEHUEM



JNOKyMeHTa 0003HadaroT OykBoil «K», c1oBoM min mramMnoM «KoHTpomiby;

20 - mexcm 0okymenma. TeKCTbl JOKYMEHTOB OPOPMIISIIOT B BUJIE
AHKETHI, TAOJUIbI, CBSI3HOTO TEKCTA WIIM B BUAE COEAMHEHUS ITUX CTPYKTYP.

[Ipu cocraBneHUU TEKCTa B BUJE AaHKEThl HAMMEHOBAHUS MPU3HAKOB
XapaKTepU3yeMoro 00ObEKTa JIOJKHBI ObITh BBIPaXKEHbI UMEHEM CYIIECTBUTEIbHBIM
B MMEHUTEIBHOM TMaJIeKE€ WJIM CIIOBOCOYETAHHEM C IJIArOJIOM BTOPOro JHIA
MHO>XECTBEHHOI'0 YHCJIa HACTOSILIEr0 WM TMPOIIEANIEr0 BPEMEHH («HMEETey,
«BIIAJICETE» WM «OBLINY, «HAXOAWIUCH» U T. J.). XapaKTePUCTHKHU, BbIPAKEHHBIC
CJIOBECHO, JTIOJKHBI OBITh COTIACOBaHbI C HANMEHOBAHUSIMU MTPU3HAKOB.

['padsl 1 cTpoku TaOIMIIBI TOMKHBI UIMETh 3ar0JIOBKH, BBIPA)KEHHBIE HUMEHEM
CYIIECTBUTEIIbHBIM B HWMEHUTEIbHOM mazaexe. l[lomzaronoBku rpad u CTpoK
JOJDKHBI OBITH COTJIACOBAHBI C 3arojioBkamu. Ecnmu Tabnuily nmedaraior Oosee yem
HAa OJHOW cTpaHulle, rpadbl TaOMMIBI JTOJDKHBI OBITH TPOHYMEPOBAHBI M Ha
CJIEYIOIIMX CTPAHUIIAX AOJDKHBI OBITh HaleuaTaHbl TOJIbKO HOMEpa 3TUX rpad.

CBsi3HBIM TEKCT, Kak MPaBUIIO, COCTOUT W3 JIByX 4acTed. B mepBoil uyactu
yKa3bIBAlOT MPUYUHBI, OCHOBaHUS, LIEIM COCTaBIEHUS JIOKYMEHTa, BO BTOPOU
(3aKJIFOUUTENBHO) - pelIeHUs, BBIBOJbI, MPOCHOBI, MIPEAJIOKEHNS, PEKOMEHIAIINY.
TexkcT MOXET coAepkaTb OJHY 3aKIIOYUTENbHYIO 4acTh (HampuMmep, MPUKasbl -
pachopsAUTENbHYI0 YacTh 0€3 KOHCTaTHPYIOIIEeH; MUChbMa, 3asiBIICHUS - TPOCHOY
0€3 MOSCHEeHHS).

B Tekcre nOKyMeHTa MOATOTOBIEHHOTO HAa OCHOBAaHUHU JOKYMEHTOB APYTUX
OpraHu3aluii WM paHee W3JAHHBIX JOKYMEHTOB, YKa3bIBAlOT HMX PEKBU3UTHIL:
HaMMEHOBAaHUE JIOKYMEHTAa, UMEHOBAHUE OPraHU3allid - aBTOpa JIOKYMEHTa, AaTy
JNOKYMEHTA, PETUCTPALIMOHHBIA HOMEDP TOKYMEHTA, 3ar0JIOBOK K TEKCTY.

Ecam TekcT coaepKUT HECKOIBKO PEIIEHUM, BHIBOAOB U T. J., TO €r0 MOYKHO
pa3buBaTh Ha pasfenbl, MOJAPa3eNbl, MYyHKTbl, KOTOpble HYMEpYIOT apabCKuMu
1 pamu.

B nokyMmenTtax (mmpukas, pacopsbKeHHE | T. J1.) OpraHu3aldid, 1eMCTBYIOIINX
Ha IPUHIMIAX €JUHOHAYAIMS, & TAKXKE JOKYMEHTaX, aJpECOBaHHbBIX PYKOBOJCTBY
OpraHu3aluu, TEKCT U3JaratoT OT IEPBOIO JIUIA €AMHCTBEHHOI'O YHCIIa
(«TIpUKa3bIBAIOY, «IIPEAJIAraroy, «IPOIIy»).

B nokymeHTax KoJJIErHaJlbHBIX OPraHOB TEKCT U3JIAratoT OT TPETHETO JIUNa
€IMHCTBEHHOTO Yncia («IOCTAHOBIISIET, «PELINIDY).

B  coBMECTHBIX [IOKyMEHTax TEKCT H3JaraloT OT IEepBOro JiMla
MHO>KECTBEHHOT'O YHCHa («IIPUKA3ZBIBAEMY, «PEITUIII).

TekcT npoTOKOJa H3JIaraldT OT TPEThEro JHIA MHOMXECTBEHHOIO 4YHcia
(«cimymIanmy, «BBICTYIHIIN, «IIOCTAHOBHIINY, «PEIIIUIIN).

B nokymeHTax, ycTaHaBIMBAIOLIMX MpaBa W OOS3aHHOCTH OpraHU3alMi, HX
CTPYKTYPHBIX NOJPA3JEICHUN (ITOJ0KEHUE, UHCTPYKLHKA), a TAKKE COAEpKAIINX
OMKCaHHE, OLEHKY (aKTOB WM BBIBOABI (AKT, CIpaBKa), HCIOJB3YIOT (popmy
U3JIO’KEHUS TEKCTa OT TPETHETO JINLA €TMHCTBEHHOIO MJIM MHOKECTBEHHOI'O YHCia
(«oTmen ocymiecTBisieT (PyHKIMW», «B COCTaB OOBEIUHEHUS BXOISATY, «KOMHCCHUS
YCTaHOBUJIAY).

B nucemax ucnonb3yroT crieayromnre GopMbl U3T0KEHUS:

® OT NEPBOrO JIUIA MHOXKECTBEHHOT'0 YHCia («IIPOCUM HaIlPaBUThY,
«HAIPABJISIEM HA PACCMOTPEHHED);



® OT MEPBOTO JIUIA EAUHCTBEHHOTO YHCIIa («CUYUTAI0 HEOOXOIUMBIMY,
«TPOUTY BBIAEIUTHY);

® OT TPETHETO JINIA SAUHCTBEHHOTO YHCIIa («(MHHUCTEPCTBO HE BO3PAKALTY,
«BHUNAJ] cuntaer BO3MOXKHBIMY);

21 - ommemxa o nanuyuu npunodxcerus. OTMETKY O HAUINYUU TPUIIOKEHUS,
HA3BaHHOT'O B TEKCTE NMUChMa, OPOPMIISIOT CIICIYIOIIUM 00Pa30M:

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

Ecnan nmucbMo MMeeT IpUWIOKEHNE, HE Ha3BaHHOE B TEKCTE, TO YKa3bIBAIOT €T0
HAaVMEHOBAHUE, YMCIIO JIMCTOB M YUCIIO JK3EMIULIPOB; NP HAIMYUU HECKOJIBKHUX
IIPUJIOKEHUU UX HYMEPYIOT, HAalIpUMED:

[punoxenwue: 1. [Tonoxenue 00 YpaBieHUU peruoHaIbHOIO KPeAUTOBAaHUS Ha 5 1. B 1
IK3.
2. IlpaBuia NOATOTOBKH U O(OPMIIEHUS TOKYMEHTOB Y IIpaBICHUs

PETrUOHAJIBHOI'O KPEAUTOBAHUA HA 7 1. B 2 9K3.

Ecnu npunoxenust cOpoIropoBaHbl, TO YUCIIO JTUCTOB HE YKA3bIBAIOT.

Ecnu K JOKyMEHTY NpuiiararoT Apyro JOKyYMEHT, TaKK€ UMEIOLINAN
MPIIOKEHHE, OTMETKY O HATMYHUH MPUIIOKEHUS 0(QOPMIISIOT CIETYIONAM
o0OpazoM:

[Tpunoxenue: nucbmo Pocapxupa ot 05.06.2003 Ne 02-6/172
U TIPUJIOKEHUE K HEMY, BCETO Ha 3 1.

Ecnu npunoskeHne HampaBIsilOT HE BO BCE yKa3aHHbIE B JIOKYMEHTE ajpeca,
TO OTMETKY O €ro HaJIu4IuH O(hOPMIISIOT CIICIYIOIIUM 00Pa30M:

[Tpunoxenue: Ha 3 1. B 5 9K3. TOJIBKO B IIEPBBIN aapec.

B nmpunokeHuun K pacnopsAMTENbHOMY JOKYMEHTY (ITOCTaHOBJIEHUS,
IPUKa3bl, PACHOPSKEHUS, MpPaBUJIA, WHCTPYKLMH, IOJIOKEHHS, PEIICHHs) Ha
IIEPBOM €r0 JIUCTE B IIPaBOM BepxHeM yriry nuinyT «lIpunoxenue No» ¢ ykazanuem
HAaVMEHOBAHUS PACIOPSAUTEIBHOIO JOKYMEHTA, €ro JaTbl M PETUCTPAlMOHHON
HOMeEpA, HallpUMep:



