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IHosicHuTEeNLHAA 3aNIUCKA

Metoauyeckue ykazaHUsl MO BBIMOJHEHHUIO MPAKTUYECKUX padOT MO JUCHUIIIUHE
«JlokymeHTanmonHoe oOecreueHnue YIpaBICHUs» IS CTYJICHTOB KOJIJIEIKa YKOHOMHKHU
ynpasienuss u npasa JI'TY, paspaboransi Ha ocHOBe «Paboueil mnporpaMMbn
JUCUUIUIMHBL M B COOTBETCTBHUM C TpPeOOBAHMSIMU K 005A3aTEILHOMY MHHUMYMY
coliepKaHUs M YpPOBHS MOATOTOBKM TOCYJIApCTBEHHOIO 00Opa3oBaTEIbHOTO CTaHIapTa
cpenHero npogeccuoHaIbHOTrO 00pa30BaHUs.

[IpencraBiieHHbIE METOIMUECKUE YKa3aHUS pa3pabOTaHbl C LEIbIO:

—  3aKpEIUICHUS MOJYYEHHBIX TEOPETUUECKUX 3HAHUH 10 JUCLUIIINHE;

—  (opMupoBaHUs YMEHHI TPUMEHSITh MOTYYECHHBIC PE3YJIbTaThl HA MPAKTUKE Ha
OCHOBE pa3pabOTaHHBIX MPOU3BOJACTBEHHBIX CUTYyAIUH;

—  BBIPaOOTKH CAaMOCTOSITEIbHOCTH U TBOPUYECKOW MHUITUATHUBHI.

OcHOBHOI 3a71a4€ll ABIIACTCS:

- npuOOpEeTeHNE 3HAHUM TPaBUJI COCTABJICHUS U O(OPMIICHHS JTOKYMEHTOB,
OCHOBHBIX TPHUHIIMIIOB M JTAlOB OpraHU3allMy JOKYMEHTAIIMOHHOTO OOeCreyYeHus
yIpaBJIEHUS.

CTyneHT JOJKEH YMETh:

—  TI0JIb30BAThCS OCHOBHBIMHU HOPMATHBHO-TIPABOBBIMH JIOKYMEHTAaMHU B 00JacTH
JOKYMEHTOBEACHUS;

—  COCTaBJISITH U OPOPMIISTH JOKYMEHTHI B COOTBETCTBUU ¢ ['ocyaapcTBEeHHBIMU
crannapramu Poccuiickonn denepanuu;

—  NPOEKTUPOBATh (HOPMBI TOKYMEHTOB;

—  BHEAPSATh YHU(DUIIMPOBAHHBIE CUCTEMBI JJOKYMEHTAIIMH B IPAKTHUKY.

[Ipu moaroroBke K MpakTHUECKo paboTe HEOOXOAUMO HM3yYWTh HAa OCHOBAaHUU
JEeKIUH Wik y4eOHMKa Martepuall Mo TMpejjaracModl Teme, MOBTOPUTH OIPEACIICHMUS,
TEPMUHBI, a TAK)KE U3YIUTh HOPMATUBHO-METOAMYECKYIO 0a3y aenornpon3BoacTsa. [locie
BBITIOJTHEHUS TPAKTUYECKON paboThl CTYIEHTHI MOJDKHBI MPEACTaBUTH OT4eT. OTyer
BBITIOJIHACTCS HA TUcTax Gopmarta A4,

OT4eT TOJKEH COepKaTh:
—  TeMy MPaKTHIECKON pabOTHI;

—  1Ie7b IPaKTHYECKOH paboThI;



—  couepxaHue padoThl;
—  (daMuIMIo CTyZIeHTa U HOMEp TpYyMIbl, JaTy.

[Ipu ormeHke mpakTHYECKOW paboThl oOpamaercs BHUMAaHWE HA TIOJHOTY W
JIOCTOBEPHOCTh OTBETOB Ha BOMPOCHI, MPABWIBHOCTH COCTaBICHUS U OGOPMIICHUS
TOKyMEHTOB. [Ipr OTCYTCTBMH yKa3aHHBIX IYHKTOB OIIGHKa 1O pabOTe MOXKET OBITh
cCHUKeHa. B ciydae BOBHMKHOBEHHUSI HETOUYHOCTEH B MPEJCTaBICHHON paboTe CTYJIEHTOM
IpernojaBaresib MOXET MOTpeOOBaTh YCTHOM 3ammTbhl pabOThl Ha OCHOBaHUU
MIPEICTABICHHBIX BOPOCOB.

Bce mpenacraBienHble paboThl 00s3aTENIbHBI K HUCIIOTHEHUIO HAa MPOTSXKEHUU BCETO
Kypca W3y4eHHUs TUCIUIUIMHBL. B ciydae mpormycka CTYIEHTOM MPAKTHYCCKUX 3aHATHI
HEOOXOIMMO Ha OCHOBAaHMM METOJIMYECKUX YKa3aHUM TI0 BBINOJHEHUIO pPabOThHI
BBITIOJIHUTB €€ CAMOCTOSITENILHO C 00s3aTeNIbHOM 3aIlUTOMN Y IIperno1aBaTels.

[IpencraBneHHbIe MPAKTHYECKHE PaOOTHl MMEIOT B OCHOBHOM PEMPOIYKTUBHBINA
XapakTep, T.e. MPU HX TMPOBEJIECHUU CTYACHTaM IMpEUIaraloTcs WHCTPYKIUU 0 HUX
BBITIOJIHCHHUIO. B pe3ynbTaTe BBITIOJHEHUS MPAKTUYECKUX PadOT CTYACHTHI JODKHBI
3Hamb:

—  TOCYAAapCTBEHHBIC CTAHIAAPTHI B 00JIACTH JTOKYMEHTOBEACHHS, (POPMBI, METOIBI
U CHCTEMBl JOKYMEHTHUPOBAHMS, METOMBI KJIacCH(PUKAIUK, TUITH3AIUH, YHUPUKAIMN U
CTaHAAPTHU3AIlM  JOKYMEHTOB, a TaKXe COCTaB YHU(MHIMPOBAHHBIX CHCTEM
JIOKyMEHTAIUH.

B mporecce 00ydeHUsT OCHOBHBIM PYKOBOJISIIIIAM MaTEPUATIOM IS CTYACHTOB
spisiercst «I'OCT P 7.0.97-2016. HaumonaneHblii cTtanmapt Poccuiickoit denepanuu.
Cucrema craHmapToB 1o uHpOpMANUHU, OUOIMOTEYHOMY U U3MATEITHLCKOMY JCIy.
OpraHu3aimoOHHO-pacIOpsAIUTEIbHAS JTOKYMEHTanus. 1peboBanus K odopmiIeHHIO
JIOKyMEHTOB).

JI1sl yCIIeNTHOTO BBHITIOJIHEHUS MPAKTHUECKOW pabOThI, HEOOXOIUMO YCBOUTD,
YTO TAaKOE JOKYMEHT, M3 KaKWUX 00s3aTeIbHBIX YaCTEH OH COCTOWT, HAa KaKWE TPYIIITHI
JEJSITCS TOKYMEHTBI TI0 Pa3JMYHbIM TMpU3HAKaM (10 CpeacTBaM (UKCAIUH, MO BHIAM
NEeSTEIBHOCTH U JIP.), KaKue TpeOOBaHUs NMPEIbBIAIOTCS K JOKYMEHTaM Mo ux Gopme u

COACPIKAHUILO. HY)KHO 3aIIOMHUTBh 3HAYCHHUEC TAKHUX YHOTpe6J'I$IeMBIX B ACJIOIIPON3BOACTBC



TEPMHUHOB, KaK PEKBU3UTHI, POpMYJIsip, rpu(bl, BU3a, pe30droius, abdpeBuarypa, CUMBOII,
u JIp.

VY4eOHBIM MJIaHOM JUCHMILIMHBI «J{OKyMEHTAllMOHHOE 00ECIIeYeHUE YIPaBICHUS
Ha MpaKTUYeCKue 3aHATus oTBoAuTCs 10 yacos.

[IpennoxeHHble TNPAKTUYECKHE 3aHATHS BBIMNOJHAIOTCA C  HUCIOJIb30BAaHUEM

BO3MOXHOCTEH KOMIbIOTEpa (TEKCTOBBIX PEIAKTOPOB, U UHTEPHETA).

IIpakTnueckoe 3ansaTHe Ne 1 «CocraBienne u odopmiieHne O0JIaAHKOB

HAOKYMEHTOB).

Xapakrtep paOoThl (penpOAyKTUBHBIHN, TOUCKOBBIN).

dopma opraHuzanuu  y4eOHOM  JeSITeNbHOCTH  ywamuxcs (dpoHTanbHas,
IpYIIOBasl, HAUBHYATbHAS).

JIuakTHYEeCKUE 11eJIM MPAKTUYECKOU pabOThI:

—  00001IHTb, 3aKPENUTH TEOPETUUECKUE 3HAHUS IO TEME;

—  copmupoBaTh MPAKTUUECKHUE YMEHHUS U HABBIKHU.

TpeOoBaHus K 3HAHUSM U YMEHUSIM YYAIIUXCSI.

CryneHTbl JOJKHBI 3HATH:

—  ompezaeneHus: uto Takoe «JlokymeHnT», «OduimanbHbIil JOKYMEHT,

«Ilommuannk», «Konus nokymenTta» — «llommuHubId JOKYMEHT», «I10JI0KHBIN,
«Opurunany;

—  (yHKUIMM TOKYMEHTA, NPU3HAKU JOKYMEHTA;

—  CHCTEMaTH3aIlMIO TOKYMEHTOB IO BUJIaM U IPYIIIaM.

CrtyneHTbl JOJKHBI 3HATH:

- TIOHSITUS: «JIOKYMEHT», «PEKBU3UT JOKYMEHTa», «OJIAaHK JTOKYMEHTa», «OOUIUi
O1aHK», «0JaHK MUChMay;

- BUJIbI OJIAaHKOB.

CTyneHTbl JOJIKHBI YMETH:

- 0bOpMIIATH OJIAaHKU JJOKYMEHTOB.

JIuteparypa u cpeacTBa oOy4eHHUsl.

OcHoBHas auTeparypa:



- «I'OCT P 7.0.97-2016. Hamumonanwubiii cranmapt Poccuiickoit ®enepauuu.
Cucrema cranmaproB mno uHpopmanuu, OHOIMOTEYHOMY M H3AATEIBCKOMY JEIy.
OpranuzaiuoHHO-paclopsAIuTeNbHas JOKyMeHTauus. TpeOoBaHus K odopMIIEHHIO
JTOKYMEHTOB.

CpencrtBa HarnmgagHocTH: cxema: «Buabl OiaHkoBY», «YTIOBO€ U MPOJOJIBHOE
pacriojioxkeHue pekBu3uToB B 01anke», «I'OCT P 7.0.97-2016. HanimoHanbsHBIN cTaHIapT
Poccuiickoit @enepannu. Cuctema cTaHAapToB Mo WHOpManuu, OUOIMOTEUHOMY H
u3zaTeabckoMy neny. Opranu3almoHHO-pacnopsaIuTeNbHas JOKyMeHTalus. TpeboBaHus
K 0(DOPMIICHHIO TOKYMEHTOB.

JlunakTuueckas CTpyKTypa 3aHATHS

AKTyanu3aius ONIOPHBIX 3HAHUN U TPAKTUYECKOTO OTbITA MIPH JIOMyCKe K padbore:

UYro Takoe OJ1aHK JOKyMEHTA.
Buin1 O1aHKOB.
OOmmii OnaHkK.

1
2
3
4 bnasHk nuceMa.
5  biiaHK KOHKPETHOTO BU/Ia JJOKYMEHTA.
6  bnanHku C yrIoBBIM U IEHTPOBAHHBIM PACTIONIOKEHUEM PEKBU3UTOB.
7 OcoOEHHOCTH M3rOTOBJIEHNS OJIAHKOB.

Teopernyeckuii MaTepuan K MpakTHYECKOU padoTe:

1 JJoxyMeHT ¥ ciocoObl JOKYMEHTUPOBAHHUS.

2  IlpusHaku TOKyMEHTA.

3  OyHKIUU TOKyMEHTA.

1 JJokyMeHT 1 ciocoObl JOKYMEHTHUPOBAHHUS

1.1 IToHsATHE «TOKYMEHT

Jlenonpous3BOACTBO — OTPACIHb YEIOBEUECKOW JEATEIBHOCTH IO pa3paboTke U
opopmiieHHI0 O(UIIMATBHBIX JOKYMEHTOB, OpraHM3alliM HX [BIKEHUS, ydeTa u
XpaHEHHS.

JIOKyMEHT — 3TO TOKyMEHTUPOBAHHAs Ha MaTEpPHUAIIbHOM HOCHUTEeNe UH(pOpMaLUs B
BUJE TEKCTa, 3BYKO3alHCH WJIM H300paXEHHUsS C PEKBU3UTAMHM, IO3BOJISIOIIMMHU €€

I/II[CHTI/I(l)I/IIII/IpOBaTL, MMpeAHasHAYCHHAsA JJIA Iepeaadn €€ BO BpEMCHHA U B IIPOCTPAHCTBE B

HEJX XPaHCHUS U UCIIOJIB30BAHUS, B TOM YHUCJIC U KAYCCTBC 10KA3aTCIILCTBA.



JIOKyMeHTHpOBaHHE — 3amuch HWH(POpPMAIMM HA PA3TUYHBIX HOCUTEISIX TIO
YCTaHOBJICHHBIM TTPaBUJIAM.

JIOKyMEHTOOOOpOT — JABIKCHHE M y4deT JIOKYMEHTOB (IoydeHue, oOpaboTka,
perucTpanys, KOHTPOJIb UCIIOJIHEHHS, TEKYILEE XPaHEHUE, OTIIPABKA).

JIOKyMEHT JMYHOTO MPOUCXOXKIACHUS — 3TO JOKYMEHT, CO3/JaHHBIA JIMIIOM BHE
cdepsl ero ciry>KeOHOM JAESITEIIbHOCTH UM BHIMOJIHEHUS! OOIIECTBEHHBIX 00S3aHHOCTEH.

OdunmanbHbIi TOKYMEHT — OTO JOKYMEHT, CO3JaHHBIH IOPUANYCCKUM WA
buU3HUEeCKUM JIUIIOM, O(OPMIICHHBIN U YOCTOBEPEHHBIN B YCTAHOBICHHOM TOPSIIKE.

OduumanbHpli  JOKyMEHT 00J1alaeT HEOOXOAUMBIM JUIsl  yHPaBICHYECKOU
JNEATETbHOCTH CBOMCTBOM — IOPUANMYECKON CUJIOM, YTO O3HAYAET, YTO JOKYMEHT MOXKET
CIIYKUTh TIOJIJTMHHBIM JI0Ka3aTEIhCTBOM 3aKJIIOUEHHON B HEM UH(OpMAaIIUU.

ApXHBHOE [1€71I0 — JEATEIbHOCTh MO OpPraHU3alMu JOJITOBPEMEHHOIO XPAHECHHS
JTOKYMEHTOB.

Cucrema NOKyMEHTallMM — 3TO COBOKYIHOCTh B3aMMOCBSA3aHHBIX JOKYMEHTOB,
HCIIOJIb3YEMBIX B ONPENIETIEHHON cepe yenoBeuecKou 1eATeIbHOCTH.

Yuudunmposannas cuctema gokymeHTaruu (YCJI) — 10KyMeHTBI, CO3/IaHHBIE TIO
€IVHBIM MPaBUJIaM U TPEOOBAHUSM.

Cnioco6b! (hukcupoBaHUst HHPOPMAIIUK — OT MUCbMEHHOCTHU JI0 KHUTOIeYaTaHus,

dboToKONMMpPOBaHNE, KWHO3AMMUCH U JIP.

Hocurenn undopmauuum — Oepecra, manupyc, Oymara, ¢oTtoOymara, IUCKETHI,
JTUCKU U T.J.

2 OyHKIHMH TOKYMEHTA

JIOKyMEHTBI MOTYT BBITIOJHSATh CleAyronue (yHKIUU, KOTOPhIE MOXKHO Pa3einTh
Ha 3 OJoka:

—  wuHdopmarmonHas ¢GyHKIUS — 3T0 ¢ukcupoBanue wuHopmaimu ((haxTos,
coObITHI);

—  colMalbHasi — MH(OpMAaIUs O MPOIECCaX, MPOUCXOASAIINX B OOIIECTBE;

—  ToJuTHYecKas — HHGOpPMAIIUs O MOJTUTHKE TOCYAapCTBa;

—  KOMMYHHUKAaTHBHas — 3TO Nepenaya HHPOpMAIMU BO BPEMEHU U MMPOCTPAHCTBE
(B HacToOsIIIee BpeMsi BO3POCIIM KOMMYHHKATHBHBIC BO3MOYKHOCTH JOKYMEHTA C IIOMOIIBEO

WNHTepHeTa, 3JIEKTPOHHOM MOYTHI);



—  ympaBieHyeckass (yHKIMS — JOKYMEHT BBICTYNAaeT KakK CpeACTBO
YIPaBIEHYECKOUN eI TENbHOCTH;

—  mpaBoBasi (YHKIMS — JIOKYMEHT BBICTYMAeT KaK PETYJSITOp PazIMYHBbIX CTOPOH
JIESTEIIHOCTY O0ILIECTRA, TOCYAPCTBRA, YUPEXKIICHUSL, TIPEIPHUSITHS,

—  yderHas (QYHKUIMS JOKYMEHTa — JOKYMEHThl MMEIOT YHU(DHUIMPOBAHHYIO (opMmy,
YTBEP)KICHHYIO TOCYJIapCTBEHHBIMU oOpraHaMd. OCHOBHBIE BHJIbI Y4Y€Ta: CTAaTUCTHYECKHUM,
OyXTaJITePCKUIA, OTICPaTUBHBIA;

—  KyJlbTypHas (yHKUMSI — JOKYMEHT BBICTYIAET B KauecTBa CPEICTBA 3aKPEIUICHUS U
repeauy KyJIbTYPHON TPAIULIUY,

—  (yHKUMS HCTOPUYECKOTO KCTOYHMKA -  3Ta (YHKIMS M3y4daeTcs HAyKOil:
MCTOYHUKOBEJICHHE M KAUeCTBO JIOKyMEHTa OyJIET OMPEAEISTHCS TOUHOCTHIO, KOHKPETHOCTBIO U
TMOJTHOTOM MH(pOpMAITHHL.

3  IlpusHaku JOKymeHTa

1) Haymume cMBICIOBOTO COJICPKaHUSL.

Conepxanne TOKyMEHTa 3aKJIF0YAET B ce0€ BBIIETIEHHYIO TI0 ONPEACIICHHOMY HA3HAYEHUIO
UHQOPMALIMIO C PEKBU3UTAMH, TO3BOJSIIOIIMMU €€ HICHTU(UIMPOBATh C KOHKPETHBIMU
cyobekTamu. C HaTM4IMeM 3Toi MH(OPMALIMK CBSA3aHbI FOPUIMYECKUE MTOCITIEICTBYSI.

2) CrabumbHas BerecTBeHHast GopMa — 00ecIieurBaeT JOITOBPEMEHHYIO COXPAHHOCTh
JOKYMEHTa, BO3MOYXHOCTb MHOTOKPATHOTO HCIIONB30BAHUA M TepeMellieHus] MH(OpMalui B
MPOCTPAHCTBE U BO BPEMEHH.

3) IlpemHazHaYeHHOCTD I UCIOJB30BAHUS B COIMAIBLHON KOMMYHHKAIIMA — TO €CTh
JOKYMEHTBI M3HAYAIBHO MPEHA3HAYEHbI ISl XpaHEHUsI U TTepeIadi BO BPDEMEHH IIPOCTPAHCTBE.

4)  3aBepILEHHOCTh COOOIIECHHS — 00YCIIABIMBACTCS 00J1ACTHIO TIPUMEHEHHS JIOKYMEHTA.
UepHOBUK HE MOXKET SIBIISITHCS TOJTHOLICHHBIM JIOKYMEHTOM.

ITo Ha3HAYEHMIO JOKYMEHTBI MOT'YT OBITh:

[oamMHAMK — 3TO TIEPBBII PK3EMITIAP OPUITHATHHOTO JJOKYMEHTA.

JyOonmukar — 93TO TOBTOPHBIA JK3EMIUIIp TOAJMHHMKA JIOKyMEHTa, WMEHOIIIHIA
IOPUJIMYECKYO CHITY.

Kormust nmokymeHTa — 3TO JOKYMEHT, TOJHOCTBIO BOCIIPOU3BOMSAIIMIA HWH(OPMAITIIO

MOAJIMHHOI'O JOKYMCEHTA 1 BCE €I'0 BHCITHUEC ITPU3HAKH.



[ox ropuauveckol CHIol JOKYMEHTa TMOHMMAETCS CBOWCTBO O(MITMATIBHOTO JOKYMEHTA,
0(hOPMIIEHHOTO B YCTAHOBJIEHHOM TIOPSIZIKE.

Io ropuauyaeckoi cuie JOKyMEHTBI MOTYT OBITh MOJJTMHHBIMU 1 TIOJUTOKHBIMH.

[TomMHHBIT TOKYMEHT — 3TO JOKYMEHT, IOATBEPXKAAIOUIMKA JOCTOBEPHOCTh €r0
POUCXOKIICHUSL.

[ommoxubii (pambcruduImpoBaHHbIi) — 3T0 (PaTbIIMBBIA JOKYMEHT, M3TOTOBJICHHBIN C
COOJTFOJICHHEM YCTaHOBJICHHOM (POPMBL.

JIOKyMEHT MOKET OBITb IOJTHOCTHIO (haTbCU(PUITMPOBAHHBIM U YaCTUYHO.

[To BpeMeH NOsIBIIEHNST JOKYMEHTOB BO BHEIIIHEW CPEIE PA3IMYAIOT OPUTUHAIIBI M KOTHH.

OpuruHai — NOUTMHHUK JIOKYMEHTA, CO3/IaHHBIA B TIEPBBIM pa3, MPEICTABIISIOMIMI cOO0M
€IMHCTBEHHBIN SK3EMIULIP JIOKYMEHTA.

Kormmust - 3170 MoBTOpHOE BOCTPOM3BEICHUE MTOJTMHHYKA.

Knaccudukanus nokymentos OPJI:

1  OprasHu3anMOHHO-TIPABOBBIC JIOKYMEHTHI: yCTaB, INTaTHOE pAaCIHUCaHUE,
WHCTPYKITUS, TODKHOCTHAS HMHCTPYKITHS.

2  PacnopsmurenbHbIe JOKYMEHTBI: ITOCTAHOBJICHUE, MPUKA3bI IO OCHOBHOM

JeATETLHOCTH, BBITTUCKA M3 TIPUKA3a, YKa3aHUE, pACIIOPsHKCHHE.

3  HudopmarmoHHO-CIIpaBOYHBIE JOKYMEHTHI: IMPOTOKOJ, OOBSICHUTEIbHAS
3amucKa, 3asdBJICHHE, Tenerpamma, ¢akc, TenepoHOorpaMma, CIPaBKH, CBOJKA,
3aKII0YEHUE, IEPEYEHb, CIIY)KEOHOE MUChMO, aKT).

4 JIOKyMEHTHI 110 JTUYHOMY COCTaBY: 3asiBJICHUS, TPYIOBbIE JOTOBOPA, AaHKETHI,
CIPaBKH, XapaKTEPUCTUKH, YIOCTOBEPEHUS, JIMYHbIC KAPTOUKHU, YICTHBIC (POPMBI).

BrlinonHenne npakTuuecKoi padoThl

3amanus 715 IPAKTHIECKON pabOThI

Hcnons3ys oOpa3iibl 0JJaHKOB IOKYMEHTOB O()OPMHUTB '

1 OOmwmii 6;1aHK OpPraHU3aIIMH.

2  OO6pas3ell yrJioBOro u mpoJI0JbLHOTO OJlaHKa MUChMa OpraHu3aIluy.

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

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

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

OKIIO 03944527, OT'PH - 1027700380795
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1  O6pa3zen 6:1aHKa KOHKPETHOTO BHJIA JOKYMEHTA OpraHu3alliy, IpUKas.
2  bnaHk cBoel opraHu3aiuu.

OTBETUTH Ha KOHTPOJIHBIE BOTIPOCHI

1  bnaHk JOKyMeHTa.

2 Ommuus OJaHKOB C YITIOBBIM U IICHTPOBAHHBIM PACTIONIOKEHIEM PEKBH3UTOB.
3 Oco0OeHHOCTH U3TOTOBIIEHHS OJIaHKOB.
4

OcobeHHocTH TepOOBOTO OJIAHKA.

IIpakTuyeckoe 3ansitue Ne 2 «CocraBjieHue u odopmieHue dopmyasipa

yIPaBJIeHYECKUX TOKYMEHTOB)

Lenp: U3yuuTh peKBU3UTHI TOKYMEHTOB.

CTyeHT JOJKEH YMETh:

- oopmMHUTh OJTAHK JJOKYMEHTA;

- COCTaBJISITh M O(POPMIIATH PEKBU3HTHI IOKyMEHTOB.

CpenctBa  oOydeHus: HOPMATHUBHBIE JOKYMEHTBHI, OJaHKA JIOKYMEHTOB,
METOJUYECKHE YKa3aHUsI, KOHCIIEKT.

AKTyanu3aius OTIOPHBIX 3HAHUN U TIPAKTUYECKOTO OMbITa MIPH JIOMyCKe K padbore:

1 TloHATHS «IETOMPON3BOICTBOY, «IOKYMEHT», «(OPMYJIP TOKYMEHTA, «PEKBU3HTY.

2 Onummre TpeOoBaHMs K O(OPMIICHHIO PEKBU3UTOB

3 TlocrosiHHBIE U TIepEMEHHBIE PEKBU3HTEL

4 TlpaBuia opopMIIeHHS! PEKBU3UTOB JIOKyMEHTA.

5 bnaHk goKymeHTa.

6 brnaHku C yIIOBBIM 1 IIEHTPOBAHHBIM PACTIONIOKEHIEM PEKBU3UTOB.

7 OcoOEeHHOCTH M3rOTOBJICHHSI OJIAHKOB.

3ananus 115 IPaKTUYECKOM paboThl

3amanue 1
1) TIlpaktudeckoe u3y4eHue Gopmyssipa.
2) Pa300p pekBHU3UTOB JOKYMEHTA.

3amanue 2
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1) CocraButh 0O0mUii ONXaHK KOHKPETHON OpraHW3alid C YIJIOBBIM U
MPOJOIBHBIMUA BapHAHTAMU PACIIOIOKEHHS peKBU3UTOB Ha (hopmate A 4 u A 5.

2) CocTaBuTh OJIaHK KOHKPETHOTO BHJIA IOKYMEHTA.

3) CocraBuTh 0JaHK JOTKHOCTHOIO JIMIIA.

3ananue 3 (0 BapuaHTaM)

(OTBETHI MIPEACTaBUTh B TUCBMEHHOU (hOpME € TIPUMEPaMH)

Bapuanr 1

1) Kakue opraHuzanu HMEIOT NpPaBO H300pakaTh Ha OJaHKAaxX CBOUX
nokymeHToB ['ocynapcTBenHsbIi repd Poccuiickoit deneparim?

2)  Yto Bxoaut B pekBu3uT 09 «CripaBoUHBIC JaHHBIC 00 OpraHU3aAIHI»?

3) Kakwue cnioco0st opopmienus pekBuszuta 11 «/lata tokymeHTay Bbl 3HaeTe?

4) Ha mucte hopmaTa A-4 pacroyiOKUTE € yKa3aHHBIC PEKBU3HUTHI

Bapuant 2

1) UYewm pexBusur 12 «PerucrpaniMOHHBII HOMEpP JOKYMEHTa «OTIMYACTCS OT
pekBu3uTa 13 «Ccpuika Ha pETUCTPALMOHHBIM HOMED U ATy JOKYMEHTa»?

2) KakoBbl cocTaBHBIC YacTH pekBU3nuTa 16 «'prd yTBepKIeHHUS TOKYMEHTa»?

3) Kakumu ciocobamu opopmitsieTcst pekBu3uT 17 «Pe3omonus»?

4) Ha mucte popmaTa A-4 pacroyioOKUTE € yKa3aHHbIC PEKBU3UTHI

Bapuant 3

1) T'me mpoctaBnsieTcst pekBU3UT 19 «OT™METKa O KOHTPOJIEH?

2) Kak odopmisieTcss peKBH3HUT 22 «IOJIKCHY, €CIU JOKYMEHT IOAMUCHIBACTCS
PYKOBOJUTEISIMU IBYX OpTaHU3ALMM?

3) TI'me mpocrasnsercs: pekBU3nT 23 «['pud cormacoBaHus TOKyMEHTa»?

4) Ha mucte dopmata A-4 pacroyiOKUTE € yKa3aHHbIC PEKBU3HUTHI

Bapuant 4

Omummre TpeOoBaHMS K O(POPMIICHHIO PEKBU3UTOB

1) Kak oopmisieTcss OTMETKA O 3aBEPCHUN KOTIHHN?

2) Ha kakux JOKYMEHTax MPOCTaBISIeTCsl peKBH3UT 29 «OTMETKa 0 MOCTYIUICHUH
JOKYMEHTA B OPraHU3aLUIO»

3) 03-DmbOiema opraHu3amnuu

4) Ha mucte popmaTa A-4 pacroyioKUTe € yKa3aHHBIE PEKBU3HUTHI
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Bapuant 5

Omunmre TpeGoBaHMs K OPOPMIICHHIO PEKBU3HUTOB:

1) 04- xox opraHu3aIuu

2) 05 -ocHOBHOH TOCymapCTBEHHBIM peructpanuonnbii  Homep (OI'PH)
IOPUANYECKOTO JIUIIA

3) 06 -uaeHTH(HUKAIMOHHBIA HOMEpP  HAJOrOIIATENIBIIUKA/KOJ  IMPHYHHBI
MMOCTAaHOBKH Ha y4eT

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

Bapuant 6

Ornure TpeOoBaHUSI K OPOPMIICHHIO PEKBU3UTOB:

1) 07 - xox GpopMbI TOKyMEHTa

2) 08 - HanMeHOBaHME OpPTaHU3AIUH

3) 09 - cpaBouHbIC AaHHBIC 00 OPraHU3AIUH

4) Ha mucte hopmaTa A-4 pacrosioOKUTE € yKa3aHHBIC PEKBU3HUTHI

Bapuant 7

Omurmre TpeGoBaHUs K OPOPMIICHHIO PEKBU3UTOB:

1) 10 - HauMeHOBaHHUE BHJIa JOKYMEHTA

2) 11 - mata TOKyMeHTa

3) 12 - perucrpaiMoOHHbBII HOMEp TOKyMEHTa

4) Ha mucte popmaTa A-4 pacroyiOKUTE € yKa3aHHBIC PEKBU3HUTHI

BapuanT 8

Ornumre TpeGoBaHMSI K OPOPMIICHHIO PEKBU3UTOB:

1) 13 -cchuika Ha PerHCTPALMOHHBIN HOMEP U JaTy TOKyMEHTa

2) 14 -MecTO COCTaBJICHUS WJIH M3IaHUS TOKYMEHTa

3) 15 -anpecar

4) Ha mucte hopmata A-4 pacroyioKUTE € yKa3aHHbIC PEKBU3HUTHI

Bapuant 9

Onwimre TpeOoBaHUsI K OPOPMIICHHTO PEKBU3HTOB:

1) 16 -rpud yTBepKaACHUSA TOKyMEHTa

2) 17 -pe3omrorus

3) 18 -3arosoBOK K TEKCTY
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4) Ha mucte popmaTa A-4 pacroyioKUTe € yKa3aHHBIE PEKBU3HUTHI

Bapuant 10

Omnunmre TpeboBaHUs K OPOPMIIEHHIO PEKBU3UTOB:

1) 19 -oTrMeTKka 0 KOHTPOJIC

2) 20 -TeKCT IOKyMEHTa

3) 21 -oTMeTKa O HAJIMYHMH IIPHIIOKECHHUS

4) Ha mucte popmaTa A-4 pacroyioKUTE € yKa3aHHBIC PEKBUZHUTHI

BapwuanT 11

Ornure TpeOoBaHUSI K OPOPMIICHHTO PEKBU3UTOB:

1) 22 -nmoanuck

2) 23 -rpu coriacoBaHus JOKYMEHTa

3) 24 -Bu3bI COTIIACOBAHUS JTIOKYMEHTA

4) Ha nmucte hopmara A-4 pactiosOKUTE € YKa3aHHBIC PEKBU3UTHI

Bapuant 12

Ornure TpeOoBaHUSI K OPOPMIICHHTIO PEKBU3UTOB:

1) 25 -oTTHCK meuaTH

2) 26 -oTMeTKa 0 3aBEPCHHUU KOIHU

3) 28 -oTmeTka 00 MCIOJHEHUH JOKYMCHTA U HAITPABJICHUH €0 B JIEJI0

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

Bapuant 13

Omurmre TpeGoBaHUs K OPOPMIICHHIO PEKBU3UTOB:

1) 29 -oTMeTKa 0 MOCTYIUICHHH JOKYMEHTA B OPraHU3ALHIO

2) 30 -uaeHTUUKATOP FICKTPOHHOM KOITUHU JTOKYMEHTA

3) 16 -rpud yTBepKaCHHS TOKYMEHTA

4) Ha mucte popmata A-4 pacroyiOKUTE € yKa3aHHBIC PEKBU3UTHI

Bapuant 14

1) UYewm pekBusur 12 «PerucrpaliMoOHHBI HOMEpP JOKYMEHTA «OTJIIMYACTCS OT
pekBu3uTa 13 «Cchliika Ha peTUCTPAIIMOHHBIN HOMED U JaTy JOKyMEHTa»?

Omummre TpeGoBaHUs K OPOPMIICHHIO PEKBU3UTOB:

2) 21 -oTMeTKa 0 HaJTUYHU IPHIOKEHHUS

3) 11 -ngara nokyMeHTa
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4) Ha mucte popmata A-4 pacroyiOKUTE YKa3aHHBIC PEKBU3UTHI

IIpakTuyeckoe 3ansatue Ne 3 «Cocrapiienue u opopMmiaeHne OPraHU3aNuOHHO-

PacCnopaAaIuTEIbHbLIX TOKYMEHTOB»

Llenp 3ansTus:

ObpazoBarenbHast: HayuuTb  CTyIeHTOB  MNpaBWIbHOMY  OQOPMIICHHIO H
COCTABJICHUIO PACIOPSAUTENbHBIX NJOKYyMEHTOB ucnonb3ys ['OCT, 3akpenuTs MoHITHE
«PEKBU3UTY», TTOKA3aTh PACIOJIOKEHUE PEKBU3UTA MO0 KOHCTPYKIIMOHHOMN CETKE, MOKa3aTh
3HAYEHHUE TOKYMEHTA JJI1 COBPEMEHHOTO OOLIECTBA U YEJIOBEKA.

Xapaxkrtep paOoThl (PEPOAYKTHUBHBIN, YACTUYHO - TOMCKOBBII)

dopma opraHuzanuu  y4eOHOM  JieSITeNbHOCTH  ywamuxcs ((poHTanmbHas,
IpyNIoBasi, UHIUBUyaIbHAS )

TpeboBaHUs K 3HAHUSIM U YMEHHSIM CTYAEHTOB:

CTYACHTHI I0JKHBI 3HATH:

- HA3HAUCHUE PACTIOPSAUTEIBHBIX JOKYMEHTOB (MPUKa3bl TI0 OCHOBHOM
NEeATEIbHOCTH), PEKBU3UTHI U PACIOJIOKEHUE PEKBU3UTA IO KOHCTPYKIIMOHHOM CETKe
JUIS1 PACTIOPSIIUTENBHBIX JOKYMEHTOB

- IOPSI0K ODOPMIICHHSI PEKBU3UTOB.

CTYICHTHI IOJKHBI YMETh:

- 0OpMJIISITh «PEKBUBHUTHI) JUIsI PACHOPSAIUTEIBHBIX JIOKYMEHTOB, pacrojiarath
PEKBU3UTHI IO KOHCTPYKIIMOHHOM CETKE.

3agaHus 1151 TPaAKTHUYECKON pabOTHI.

3anucaTh HOMEp MPAKTUIECKOM pabOThI, TEMY U 11€7Th paOOTHI.
3anucarh KOPOTKO MPEI0KEHHBIC 3aJaHUS .

[IpakTtuueckass pabora coctout u3 4-x 3amanuil mo coctaBieHuto OPJl. UtoOwi
0hOpPMUTH TOKYMEHTHI HEOOXOIMMO MCII0JIb30BaTh TUIIOBBIE (DOPMBI, KOTOPHIE HAXOIATCS
B MPUIOKECHUSAX. B MmpuiioKeHUsIX TakKe MPEeJICTaBICHBI 3alOJIHEHHBIE 00pa3libl ITHX

JIOKYMEHTOB.
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OdopmieHre JTOKYMEHTOB TIpom3BoauTcss B pemaktope Microsoft Word ¢
COOJTIOJICHMEM BCEX OTCTYIIOB M MHTEPBAJIOB. Bce BBHIMOIHEHHBIC 3aaHUS TOKHBI OBITh

pacicdaTalbl U IPCACTABJICHBI IIPCIIOAABATCIIIO AJIA ITIPOBCPKHU.

3ananue |

Odopmuts 3asiBneHue kaccupa 3aBoja «CBeT» ¢ MPOCKOOM MPErIOCTaBUTH
yueHunueckut ornyck ¢ 06.03.20 mo 18.03.20 mpoaomKUTEIBRHOCTHIO 13
KAJICHIAPHBIX JTHEM Ha OCHOBaHWHU crpaBKu — BbI3oBa Ne 5655 or 01.03.20 . ®.1.O.
kaccupa MBanosa Mpuna IlerposHa.

3amanue 2

Odopmuths mpHuKa3 Mo JUYHOMY COCTaBY Ha OCHOBE JaHHbIX 3amaHus No 1 m
o0Opasia MpUIoKEeHUS 2.

ITpukaz Ne 65k ot 05.03.20  «O mnpenocTaBlieHHMH YYEHHYECKOIO OTITYyCKay
kaccupy 3aBoga M.I1. MeanosHoi ¢ 06.03.20 mo 18.03.20 mpoaomKUTENbHOCTHIO 13
KaJIEHJApHBIX JHEW HAa OCHOBAHWU CIpaBKU-BbI30BAa No 5655 ot 01.03.20  wu 3asBieHus
kaccupa W.11. BanoBHOM.

[IpocTaBuTh BH3y corylacoBaHusl HadalbHUKA otxaesia kaapoB O.A. CepreeBod u
OTMETKY 00 03HAaKOMJICHUH C Mpuka3om MBaHOBOM.

3aganue 3

OdopmuTh npHKa3 Mo OCHOBHOM AESTENbHOCTH.

B coorBerctBun ¢ Pacnopsokenmem Munuctpa ot 04.03.20 No 115 «OG06
YCWJIEHUM TPOTHUBOIMOKAPHOM OE€30MacHOCTM M YCWICHMH OXpaHbl B MEPHOJ
Mpa3AHUYHBIX JHEW» cocTaBUTh mnpuka3 Ne 245 ot 06.03.20  u3gaHHBIA AUPEKTOPOM
Hay4ano-mipou3BoacTBEHHOTO 00BeAHEHUS «ATporpubop» T. MockBbl M. /1. ["aikuHBIM.

B pacnopsnuTtenbHONM 4acTH BBIIEINTH 4 MTyHKTA:

1 006 opranu3aiuu yOOpKH TEPPUTOPHUH 0OHETUHECHHUS
2 O npoBepKe COCTOSTHUS ANEKTPOIPOBOJIKH
3 O mpemocTaBlIeHMHM B CEKpeTapuaT TeHEpaJbHOTO JUPEKTOpa CIHCKa

COTPYIHHMKOB, MpPeObIBAHWE KOTOPHIX HEOOXOAMMO Ha TEPPUTOPUH OOBEIUHCHHS B

IMpa3aHUYHbIC JTHHU
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4 KoHnTposb 3a ucronHeHrneM BO3/1araeTcsl Ha IIaBHOTO HH)KeHepa 00beIMHEHUS
I1.P. XKapoga.
Kaxnaplii myHKT paccMoTpeTh no cxeme «Komy?», «UTo HyXHO caenarb?», «/o
KaKoro cpoka?y.
Hamnpumep, x n.1 3aBenytomemy ckinagom O.H. Hukutuny opranmzoBatb yOOpKy
tepputopuu a0 07.03.20 .
[IpocTaBuTh BU3y INIaBHOTO HH)KEHEPA
[ToctaButh oTMeTky 00 wucnonnutene. HMcnomnutenem siBasiercs ColloBbeBa
tenedon 302-34-56.
3amanue 4
Odopmuts pacnopsixkenue Ne 137 ot 10.03.20  rnaBHOTO HWHXEHEpa
MOCKOBCKOro cTaHKOCTpouTenbHOro 3aBoja «Texmamn .M. ConxueBa «O BHeapeHUN
cranaapta OPJI CTII 02-601».
B pacnopsanurensHON YacTH yKa3aTh 4 IyHKTA:
1 O Buenpenun cranaapta OPJ] CTII 02-601 Bo Bcex ciayxk0ax, Ha ydacTKax 4 B
CTPYKTYpHBIX noApazaeneHusax 3apoga c 01.04.20 .
2 O6 opranuzanuu 3aHsatui no uzydenuro CTII 02-601 co cnenuanucramu u
MHXEHEPHO-TEXHOJIOTMYECKUM IIEPCOHANIOM (C yKazaHueM «KoMy» U ¢ KaKkoro 4ncia)
3 O6 opranmzanuu THUpaxkupoBaHusi OnankoB OPJl, THUIOBBIX TEKCTOB U
yHU(ULIHPOBaHHBIX (hopM (¢ ykazaHueM «Komy?»)
4 KOHTposIb 32 HCHOJIHEHWEM pACHOPSDKEHMSI BO3JIOKHUTh HA 3aMECTUTENS
aupekTopa o ooumm Bonpocam M.K. bupoga.
IIpocraButs Bu3y ropuckoncynsta [1.LK. JlyHoBa

[ToctaButh oTMeTKy 00 wucnonHutene. Mcnomnurenem siBasiercs JKypapieBa

tenedon 308-34-16

IIpakTnueckoe 3ansitue Ne 4 «CocraBjeHue u oopmiieHUe 1eJ10BOI
KOPPECNOHIeHINH

[ens 3ansTus: chHopMUpOBATH NPECTABICHUS y4damuxcs o
nokymeHrtax. [lo3HakOMUTH cO ciyXeOHbIMM NHUCbMaMu. HayuuTh yuanuxcs

pa3auuaTh NUChbMa MO UX Ipynnam u opopmMisTh B cooTBeTcTBUM ¢ [OCTom.
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Tun ypoka: mpakTUYECKUX HABHIKOB

AKTyanu3anusi ONOPHBIX 3HAHUHM U MPAKTUYECKOTO OMbITA MPHU JOIyCKe K padoTe:
1  OmnpeneneHue muchMa.

2  Bunasl mucewm.

3  PexBu3uTH MuchMa.

4 S3pIkoBBIC (POPMYJIBI TUCHMA.

3anmanus A1 IPaKTHUECKON paboTHI.

Onpenenute TUI NUChMA MO A3BIKOBBIM (hOPMYJIaM.

S3bikoBast popmyiia Tun nucema

1. [IIpocum cooOmuTh JaTy mpuesaa a) odepTa (MpeasioKeHue)
neneranuu oT Bamel pupmsbi...

2. Mb1 yBepenbl, uro Bac 3aunHTepecyeT 0) oTka3

BBICOKO€ KQ4ECTBO Hallel MPOAYKIUHU. ..

3. B cBMu c mnpuOMMKEHUEM CPOKOB B) CONPOBOJIUTEILHOE
MOCTaBKH, HallOMUHaeM Baw, 4ro... UCHMO

4. Ham Oyger npustHo BuueTb Bac Ha T) npockda

ro0usee Hale pUpMbl, KOTOPBIM COCTOUTCH...

5. K coxaneHuro, Mbl HE MOYKEM IPHUHSITH 1) HAIOMUHAHUE

Bame npennoxeHnue...

6. IlpencraBisito Ha YTBEpPKICHHUE ITPOEKT €) IpUTJIallieHHE

IJIaHa...

Odopmute peKkBU3UT «aapecaT» AJs MUCEM, KOTOPbIE HANPABIISIOTCS:

A) B TepamneBTHUeckoe oTaeneHue [[eHTpanbHON KIMHUYECKOW OOMbHUIIBL;

b) Bpauy-opauHatopy = TepameBTHYecKoro  otAeineHus  lleHTpanbHO
KIuHU4Yeckon 6ompHULBI A.B. CMUpHOBY;

B) B pailionnyto ynpaBy CeBepHOro aIMUHUCTPATUBHOTO OKPYTa;

I') B aapec OAO «Co3Be3nue» (ya. Cene3neBckas, 1. 1, Mocksa,120445);

Kakue oOpaiieHuss He UCIMOJIB3YIOTCS B COBPEMEHHBIX J€JIOBBIX JTOKYMEHTAX:
MO0E3HBIM  CIp; yBaxkaeMblil Tpejcenareilb KOMHUCCHUU; MHOTOYBa)XaeMblil
FOCIOJIMH; JUPEKTOp; TpakjJaHKa, MUJIOCTUBBIA TOCyaaph; TOCHOJNH HAaYaJIbHUK;
JeIN U JUKEHTIbMEHBI; YBaXKaeMbli TeHEepadbHbIN JUpPEKTOp. 00eBO ToBapuul?

Vkaxure omuOKH B O(I)OpMJ'IeHI/II/I OCHOBHBIX PCKBU3HUTOB IIMCbMaA:
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1) npwu obOparmieHuH:

a) YBaxaemslil r-H HA. [loHoMapes;

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

B) YBaxaemsble r-gal

r) YBaxkaeMbld rocroH MUHUCTpP VMIBaHOB;

n) YBaxaembit UM. Muxaiinos!

e) YBaxaemslil JJoOpenko Cepreii [leTpoBuu!

k) HWBanoB JImutpuit Bacuiabepuu!

3) ToncrtukoBy bopucy I'aBpunoBuuy!

2) B TEKCTE MHCHMA:

a) Ilpennaratro Bamemy BHUMaHUIO 00pa3ibl MAaTEPUAIOB;

0) HanmomuHuaw, 4To cpok BbIMOJHEHUs goroBopa ot 11.02.2005Ne 15/10
UCTEKAET;

B) bynapre Tak m100€3HBI;

r) He oTkaxurte B 1100€3HOCTU COOOUIUTH.

CocraBbTe 1€JI0BOE MUCHMO JJIs clieaytolneid cutyanuu: Poccuiickas pupma
«Mentsl u K°» mnpurnamena simoHckodl ¢upmoi «Skyn3za» UM aMepuKaHCKOM
xomnanueit The Best Cops Ha 03HaKOMUTENBbHYIO BBICTABKY OPYXKHUS U aMyHHUIIHHU
nna nonuineickux. Ilocine mocemenuss BBICTaBKH poccuiickas ¢upma OTIpaBuia
nuchMa: a) AMOHCKON gupMe ¢ mpochOOi 0 MOCTaBKe MPOOHON MapTUM HYHUYAKOB,
PE3UHOBBIX METATEJIbHBIX 3BE€3J0YEK M HOBBIX APMUPOBAHHBIX IIEIKOBBIX
MOJIMLIEHCKUX KYPTOK, CIOCOOHBIX BBIAEPkKATh yAap HOXOM; 0) aMepHKaHCKOU
dupme ¢ Tpoch00ii BhICHATH MAPTUIO TUTAHOBBIX HAPYUYHHUKOB;

SAnonckas ¢upma oTmpaBuiia 3aKazaHHYIO MapTHIO, pOCCUNCKas Qupma
BbIpa3uiia yAOBJIETBOPEHUE MO MOBOY KayecTBa TOBapa.

AmepukaHckas ¢pupMa OTIpaBuia HAPYYHUKU, HO POCCHUNCKAS KOMITAHUS
ocTajach HEJOBOJbHA, MOCKOJbKY BMECTO THUTAHOBBIX aMEpPHUKAHI[bl MOCTABUJIHU
aTIOMHUHHUEBbIE HAPYUHUKH.

HcnpasbTe omubKu B 0pOpMIICHHU PEKBU3UTA «aapecaTy:
1) nupexTop OTKpBITOTO akimoHepHoro oomectBa «[Ipuma» H.E. Ceprees;

I'pomo3sexo II. P., r. Bopkyra, 630075, yn. ['eonesuueckast, 32—12;
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[Ipeacenarens koonepatusa H.U. JIyrosas;
00O «Cget», yn. Mupa, a. 35, op. 11, r. Mocksa, 112031;
3amectutento qupekropa upmsl « Tpex» Hocosy P.IL.;

ya. Ponnenko, 73, r. C-IletepOypr,

190027, Uzpgatenbckuit nom «Cenenra», Bunokyposy IL.I1. (ri. unxkeunepy).

IIpakTuyeckoe 3ansaTue Ne 5 «OdopmiieHHe NPUKA30B M0 JUYHOMY COCTABY.

OdopmiieHue TPyI0BOT0 T0r0OBOpa, MPUKa3a 0 MprueMe Ha padoTy»

Llenb 3ansgTH:

OO6pazoBaTenbHasi: HAYYUTh CTYJICHTOB MPABWIIBHOMY  O(GOPMIICHUIO JOKYMEHTOB
10 JIMYHOMY COCTaBY B COOTBETCTBUU C HOPMATUBHBIMU TPEOOBAHUAMU

dopMa opraHuzanMu  y4eOHOU  JAesATeNbHOCTH  ydamuxcsi ((poHTasbHas,
IPYIIOBasi, UHAUBUIyaTbHAS )

TpeboBaHus K 3HAHUSIM U YMEHUSIM CTYACHTOB:

CTYIEHTHI I0J>KHBI 3HATh:

- HA3HAYEHUE TOKYMEHTOB JIUYHOIO XapAKTEPA U MOPSIAOK COCTABJICHHUS,

- Ha3HAYEHHWE JIOKYMEHTOB II0 JIMYHOMY COCTaBy, IOPSANOK COCTaBJICHUS W
PEKBU3UTHI IPHUKa3a.

CTYAEHTBI JIOJIKHBI YMETh:

- 0(bOpPMIIATH MPHUKA3BI 110 JTUYHOMY COCTaBY,

- oopMJISITH JIOKYMEHTBl JIMYHOTO XapakTepa (pe3iome, 3asBICHUS, aHKETY,
JOKJIAJTHYIO U OOBSICHUTEIIbHYIO 3aIUCKH).

Jluteparypa u cpeacTBa OOy4eHHUS:

OcnoBHas muteparypa: «I'OCT P 7.0.97-2016. HauumoHanbHbIA CTaHIAPT
Poccuiickoii @enepanuu. Cucrema cTaHgapToB 1o uH(Opmaiuu, OUOIHMOTEYHOMY U
u3aaTesbckoMy jaeiny. OpraHu3almoHHO-pacopsIuTeNIbHas JoKyMeHTanus. TpeGoBaHus
K 0(DOPMIICHUIO TOKYMEHTOBY.

Paznarounslii maTepuan: cxeMsl «MakeT npukasa 1o JMYHOMY COCTaBy», «Maket
pe3romMen, «MakeT 3asaBieHusD, «MakeT aHKeTbDy, « MakeT TOKIaJIHON 3annucKm», « Maker

CITyKE€OHOU 3aTTUCKI.
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3amaHus MPaKTUYECKOH pabOTHI.

CTyaeHTBl TIOJYyYarOT WHANBUAYAIbHBIC MPAKTHUYECKUE 3aJaHUs U TPUCTYHAIOT K
€ro peajin3aluu.

1. CocraButh U 0QOpPMUTH JOKYMEHTHI (Ha CBO€ HMs), HEOOXOIUMBIEC st
nprema Ha padoTy: 3asiBI€HHE, pe3toMe, aHKeTa. PEKBU3UTHI JOKYMEHTOB IMPOU3BOJIBHBIE.

2.  OdopMuth CBOAHBIN MPUKA3 O TPHUEME Ha padoTYy.

PexBu3uTel mpukasa:

A) ®opma o OKY ] - 0301015

o OKIIO — 01346758

b) N'ocynapcTBenHas nmyOauuHas Hay4YHO-TeXHHUYEecKast Oubiaroreka Poccun.

B) Ne moxymenTa 128 1ni/c, ot 01.06.08.

I') ®UO mnpousBosibHOE, Tab. HOMep 4268, CTPYKTypHOE MOJpa3iCICHUE —
TEXHUYECKUHN apXUB, NOJHKHOCTh — apxuBapuyc, TapudHas craska 2 400 00. OcnoBanue -
TpynoBou 1orosop Ne 86, ot 31.05.08.

) ['opsiueBa  AnuHa ~ MuxaiioBHa, Tao. Homep 4259, nex
MUKpO(hOTOKOMpPOBaHus, 1abopant, Tapuduas ctaBka 1 800 00 pybnei. OcHoBaHHEe —
TpynoBoii 1orosop Ne 90 ot 01.06.08. nepuon padotsi ¢ 01.06.08 r.

E) C mpukazom paboTHHMK O3HaKOMJeH. JIuuHas moamuch, nara, pacumdpoBka
HOJTUCH.

X) PykoBoauTenb opraHu3aiu (Ipou3BOILHO).

3. [logBeneHue UTOTOB BHITIOJHEHHON paOOTHI.

4. JlomaiHee 3aaHue:

CocraButh 1 0OPMHUTH TPYAOBOM JOTOBOP, IPHUKA3 O IpHEMe Ha paboTy.
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NudopmanuonHoe odecriedeHue 00y4eHus

OcCHOBHBIE HICTOYHUKHU

1  JloxymeHTarmoHHOE OOeCIeYeHNe YMpaBlIeHUs [DJIEKTPOHHBIN pecypc] :
yueOHuk / A. C. I'pun6epr [u ap.]; O.A. Myxamerimuna; H.H. I'op6aués; H.H. ['op6aués;
A.C. I'punbepr. - JlokymentannonHnoe obdecrieuenue ynpasienns ; 2020-10-10. - Mocksa
: OHUTU-JJAHA, 2017. - 391 c. - Kaura naxogutcs B 6a3oBoii Bepcun IbC IPRbooks.
- ISBN 978-5-238-01770-9.

JlomoTHUTETHHBIC NCTOYHUKN

1  JokyMmeHTanmuoHHOE  OOECIeYeHUEe  YIpaBICHUS  (ICIOMPOU3BOJCTBO):
Yyebnoe mnocobue / beikoBa Tatbsna AnekcanapoBHa, KysnemoBa TaTbsiHa
BsiaecnmaBoBHa. - 2; mepepad. u gom. - MockBa : OOO "Hay4HO-M3MaTeIbCKUM TICHTP
NH®PA-M", 2018. - 304 c. - Kuura naxomutrcs B OBC Znanium.com. - cpeaHee
npodeccuonanshoe. - ISBN 9785160139135.

2 JIOKyMEHTallMOHHOE O0O€CIeYeHHEe CHCTEMbl YIPABICHUS OpraHu3aluen
[DnexTpoHHBIN pecypc] : yueOHoe nocodue / P. S. Cumonsn; P.SI. CumonsH. - CapaTos:
Aii [Tu Op Menwua, 2018. - 180 c. - Kaura naxogutcs B 6a3oBoit Bepcun ObC [PRbooks. -
ISBN 978-5-4486-0167-5.

3  JlokyMeHTanMoHHOE obecriedeHrne [DIeKTpOoHHbIN pecypc]: yueOHoe mocobue
/ Y. P. PoxxustoBckasi; M.P. PoxxusitoBckast. - Cumdeponosib: YHUBEPCUTET SKOHOMUKH U
ynpasnenus, 2016. - 104 c. - Knura naxonutcs B 6a3oBoii Bepcuu IbC IPRbooks.

4 JlokyMeHTalluOHHOE oOOecleueHre yIpaBlieHus: YdyeOHoe mocobue /
maguitE.B. - M.: UL PUOP, HULl MH®PA-M, 2016. - 249 c.: 60x90 1/16. -
(ITpodheccuonansuoe oobpazosanue) (Ilepernnér) ISBN 978-5-369-01042-6

5  JlenonpousBoactBo: Yueonuk / T.A. beikoBa, JI.M. BsuioBa, JI.B. Cankuna,
[Tox pen. T.B. Ky3nenoBoii. - 3-e uzn., nepepad. u jom. - M.: UHOPA-M, 2012. - 364 c.:
60x90 1/16 + CD-ROM. - (Briciiee oopazoBanue). (nmeperuier) ISBN 978-5-16-004923-6

6  Jenonpon3BOACTBO: JOKYMEHTAIMOHHOE OOECIieueHne ypaBieHus: YueoHoe
nocobue / [lanacenko FOmmst AnexkcanapoBHa. - 3. - MockBa; MockBa: M3narensckuii
Lentp PUOP : OO0 "Hayuno-uznarensckuii ientp MHO®PA-M", 2016. - 112 c. - Knura
Haxonutcsa B ObC Znanium.com. - BO - bakanaspuart. - ISBN 9785369010549.
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7 JlokyMeHTauMOHHOE€  oOO€eclleYeHHne  YIpaBiI€HUS  HEroCyJapCTBEHHBIX
opranmzanuii: YueOHoe nocooue / brikoBa Tarbsna Anekcannposna, Cankuna Jlapuca
BrnagumupoBna. - 2; nepepad. u gomn. - Mocksa : OOO "Hay4yHo-u3naTenbCKuil IEHTP
NHOPA-M", 2015. - 302 c. - Kumra maxomurcs B DBC Znanium.com. - ISBN
9785160103792.

HopmaTuBHO-1IpaBOBbIE UCTOUYHUKH

1  ®enepanbnbiii 3ak0H "OO6 apxuBHOM jene B Poccuiickoit Depepammu’ OT
22.10.2004 N 125-®3 (mocneansst peaakiius)

2  O®epepanbHblii 3ak0H "O06 uHbOpMaluy, HHOOPMAIIMOHHBIX TEXHOJOTHSIX U O
samute nHpopmaruu" ot 27.07.2006 N 149-D3

3  ®enepanbHbiii 3akoH "O kommepueckoii TaitHe" ot 29.07.2004 N 98-03

4 3axkoH P® ot 21.07.1993 N 5485-1 (pexn. ot 29.07.2018) "O rocygapcTBeHHOM
TaiiHe"

5 TOCT P 7.0.97-2016. Hanumonanwsubiii cranaapt Poccuiickoit ®denepanuu.
Cucrema craHmapToB N0 HHPOpMALHMHU, OUOIMOTEYHOMY M H3AATEIBCKOMY €Y.
OpraHu3alluOHHO-pacOpsAIUTeNIbHAs  JOKyMeHTauus. TpeboBaHus K OQOpPMIIEHUIO
JOKYMEHTOB

6 TOCT P 7.0.8-2013. HamuonaneHbiii crangapt Poccuiickoit denepanmm.
Cucrema craHmapToB 1o HHPOpMaNUU, OUOIMOTEYHOMY U HU3IATEIHLCKOMY JCIy.
Jlenonpous3BOACTBO M apxuBHOE Jneno. Tepmunsl u onpeneneHus (yrB. Ilpukazom

Poccranmapra ot 17.10.2013 N 1185-cT)
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INPUJIOKEHHUE

4 %}

A

HaJeXHas NpaBoBas NoAAePHKA

"OCT P 7.0.97-2016. HaumoHanbHbIKM cTaHAapT

Poccnnckon ®epepaumn. Cuctema ctaHaapToB Mo

MHdopMaumn, bnbnnoTeyHoMy U U3aaTebCKoOMy
neny. OpraH1M3aUnoHHO-pacnopsaMTeNbHas
NOKYMeHTaums. TpeboBaHuns K 0hOpMIEHUIO

[I0OKyMeHTOB"
(yTB. [Npnka3soM PocctaHaapTta ot 08.12.2016 N
2004-cT)
(pea. ot 14.05.2018)
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OENEPAJIbHOE ArEHTCTBO NO TEXHUWYECKOMY PETYJIMPOBAHWUIO
N METPONOINA

HALUMOHAIBbHbIA CTAHOAPT POCCUUCKOWU ®EOEPALIUU
FOCT P 7.0.97-2016

CUCTEMA
CTAHOAPTOB NO UHPOPMALIMU, BUBJTMOTEHHOMY
N USOATEJIbCKOMY OENY

OPIrAHU3ALUMOHHO-PACNOPAOUTENIbHAA NOKYMEHTALUA
TPEBOBAHUA K O®OPMJIEHUIO NOKYMEHTOB

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

Crnucok U3MEHSIIONUX IOKYMEHTOB
(B pen. Usmenenus N 1, yrB. [Ipukazom Poccranmapra
ot 14.05.2018 N 244-cT)

Koncyaprantllmtoc: nmpumedanue.
[Ipukazom Poccranmapra ot 25.05.2017 N 435-cTt mara BBenaeHus B jeiicTBue HarnmoHaabHOTO
crangapra PO I'OCT P 7.0.97 - 2016 nepenecena Ha 1 urons 2018 roxa.

Jata BBenenus - 2017-07-01
NMpeaucnosue

1 PA3PABOTAH ®enepanbubiM  OO/DKETHBIM — yupexaeHueM "Bceepoccuiickuii  Hay4yHO-
HCCIIeIOBAaTENIbCKUIT MHCTUTYT JIOKyMeHToBeZeHus u apxuBHoro nena" (BHUNUIA) denepambHOro
apXMUBHOI'O Ar€HTCTBA

2 BHECEH Texauueckum komutetroM mo cranpaptuzauun TK 191 "HayuHo-texmuueckas
uHpopmanus, OnOINOTEYHOE U U3AATENbCKOE JIeN0"

3 VTBEPXJEH U BBEJIEH B JIEﬁCTBHE [Ipukazom @enepaibHOTO areHTCTBa IO
TEXHUYECKOMY PEryJIMpPOBaHUIO U MeTposioruu ot 8 nekadps 2016 r. N 2004-ct

4 B nHacTosmeM CTaHAapTe pealn30BaHbl HOpMbI DenepanbHbIX 3aK0HOB OT 27 mronsg 2006 r. N
149-®3 "O6 undpopmanuu, MHOOPMAIIMOHHBIX TEXHOJOTUSAX U O 3amuTe HuHpopMmamu", oT 22 OKTA0pA
2004 r. N 125-®3 "O06 apxuBHOM jene B Poccuiickoit @eneparmn’”

5 BBAMEH I'OCT P 6.30-2003

[IpaBuia npuMeHEHHUsI HACTOAILETO CTaHAApTa YCTAHOBJICHBI B CTaThe 26 DenepanibHOTrO 3aKOHA OT
29 wmrons 2015 1. N 162-®3 "O cranmaptuzaiuu B Poccuiickoit ®@epeparuu". Nubopmanus o6
M3MEHEHUAX K HACTOALIEMY CTaHAAPTY MYOJUKYyeTCsl B €XErogHoM (M0 COCTOSHMIO Ha | sHBapd



TEKyIero roaa) WHGOPMAIMOHHOM yKa3zaTene "HanuoHanapHble CTaHAApTHI', a OQUIHMAIBHBIA TEKCT
M3MEHEHHMH U MPaBOK - B €XEeMeCAYHOM MH(POpMaNMOHHOM ykaszareine "HarmonaneHble cTannaptel”. B
cllydae TIepecMOoTpa (3aMeHbl) WJIM OTMEHBI HACTOSIIEro CTaHJIapTa COOTBETCTBYIOIIEE YBEIOMIICHHE
Oyner omnyOiaMKOBaHO B OJIDKalIIEM BBITYCKE €XKEMECIYHOr0o HH(GOPMAIMOHHOTO —YKa3aTels
"Haumnonansubie ctangaptel”. COOTBETCTBYIOIIAs HHPOpPMAIIUS, YBEIOMJICHHE U TEKCThI Pa3MEIaOTCs B
MH(POPMAIMOHHOH crucTeMe O0IIETo MOIb30BaHM - Ha opUIHaILHOM caiite deepanbHOro areHTCTBa 1Mo
TEXHUYECKOMY PETYJIIMPOBAHUIO U METPOJIOTUH B ceTu MHTepHeT (Www.gost.ru).

Hacrosimuii cranaapt He MOXeT ObITh MOJHOCTBIO MJIM YAaCTUYHO BOCIIPOM3BENICH, TUPAKUPOBAH U
pacrpocTpaHeH B KadecTBe OQHUIMAIbHOrO u3JaHus Oe3 pasperieHuss DenepaibHOro areHTCTBA IO
TEXHUYECKOMY PEryJIMPOBAHUIO U METPOJIOTUU

1 O6nacTtb NnpMMeHeHus

Hacrosiuuii  ctangapt pacnpocTpaHseTCs Ha OpPraHU3allMOHHO-PACHIOPSAUTENIbHBIE JOKYMEHTHI:
yCTaBbl, MOJIOKEHUS, TpaBUIa, UHCTPYKIUHU, PETJIaMEHTHI, [TOCTAHOBJIICHHS, PACIIOPSIKEHUS, MPUKA3HI,
pelieHus, MPOTOKOJIbI, TOTOBOPHI, aKThl, MHUCbMa, CIIPABKU U JIp. (Zajee - JOKYMEHTHI), B TOM YHUCJE
BkimoueHHele B OK 011-93 "OGmepoccuiickuii knaccudukatop yHIpaBleHYECKOW TOKyMeHTaruu'"
(OKVY [I), xmace 0200000.

Hacrosimuit crannapt ompesenser cocTaB peKBU3UTOB JOKYMEHTOB; IpaBuia UX Oo(OpMIIEeHHUs, B
TOM 4YHCJIE€ C TpPUMEHEHHEM HH(GOPMAIIMOHHBIX TEXHOJOTH; BHABI OJAHKOB, COCTaB DPEKBHU3UTOB
OJIaHKOB, CXEMbl PACIOJIOKEHUS PEKBU3UTOB Ha JOKYMEHTE; oOpa3lbl OJaHKOB; MpaBHJa CO3JaHHS
TOKyMEHTOB. [T0oJIOKeHHsS HACTOSIEro CTaHAapTa PacHpOCTPAHAIOTCS HA JOKYMEHTHI Ha OyMa)kHOM U
3JIEKTPOHHOM HOCHUTEJISIX

2 HopmaTuBHbIe CCbINKU

B HacTosmem CTAaHAApTC UCIIOJIB30BAHBI HOPMATHUBHBIC CCHIJIKU Ha CIICAYIOIINUC CTAHAAPThI:

I'OCT P 7.0.8 Cucrema crangapToB mo uH(pOpManuu, OMOIMOTEUHOMY U U3/IaTEILCKOMY JCIy.
Jlenompon3BOACTBO U apXUBHOE AeN0. TepMUHBI B ONIPEIeICHUS

I'OCT P UCO 15489-1 Cucrema crtangaptoB 1o uHGOpMaINK, OMOIMOTEYHOMY U H3JaTEIHCKOMY
neny. YmpasieHnue fokyMeHTamu. O0mme TpeOoBaHus

[Tpumeuanue - Ilpu mosb30BaHMM HACTOSALIMM CTAHJAPTOM II€JIE€CO00pa3HO MPOBEPUTH JEHCTBHE
CCBUIOYHBIX CTaHJApTOB B MH(POPMALMOHHOM cHCTeMe OOILIEro Mojib30BaHUS - HA OPHUIMAIBHOM CalTe
denepalibHOTO areHTCTBA M0 TEXHUYECKOMY PEryJIMpPOBAaHUIO U METPOJIOTHH B ceTu MHTepHeT wiu 1mo
eXerogHoMy MH(OpMarmoHHOMY yka3aTento "HaruoHanbHble cTaHAapThl", KOTOPBIA OMyOIMKOBaH IO
COCTOSIHMIO Ha 1 sSTHBapsl TEKYIIEro rojia, M 1o BBITYCKaM €XEeMECIUYHOTr0 MH(POPMAIIMOHHOTO YyKa3aTens
"HanmoHanpHble cTaHAApTHl" 3a TEKYIIMK rof. Eciy 3aMeHeH CChUIOYHBINM CTaHAApT, Ha KOTOPBIM JaHa
HEJaTUPOBAHHAsI CChUIKA, TO PEKOMEHIYETCsl MCIOJIb30BaTh JEHCTBYIONIYI0 BEPCHIO 3TOTO CTaHIApTa C
YU4ETOM BCEX BHECEHHBIX B JAHHYI0 BEPCHI0 M3MEHEHHH. Ecin 3aMEeHEH CCBUIOYHBIM CTaHIapT, Ha
KOTOpBIM JaHa JAaTHPOBAHHAs CChUIKA, TO PEKOMEHIyeTCs HCIOJIb30BaTh BEPCHIO 3TOTO CTaHAapTa C
yKa3aHHBIM BBILIE T'OJIOM YTBEpXKAeHus (mpuHATHA). Eciu mocnie yTBep kaIeHHs HACTOSIIEro CTaHAapTa B
CCBHUIOYHBIA CTaHJapT, Ha KOTOPBIN JaHa AAaTUPOBAHHAs CChUIKA, BHECEHO M3MEHEHUE, 3aTparuBaroliee
MOJIOKEHHE, Ha KOTOPOE JIaHa CChUIKA, TO 3TO MOJIOKEHHE PEKOMEHAYeTCs IPUMEHATh 0e3 ydeTa JaHHOTO
n3MeHeHus. Eciu cchUI0UHBIN CTaHIapT OTMEHEH 0e3 3aMeHbI, TO IMOJIOKEHHE, B KOTOPOM JaHa CChLIKa
Ha HEr0, pEKOMEHYETCSI IPUMEHSATh B YaCTH, HE 3aTParuBarollei 3Ty CCUIKY.

3 O6wme TpebGoBaHUA K CO3AaHUIO JOKYMEHTOB
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3.1 JoKyMeHThI MOTYT CO3/aBaThCsi Ha OyMaKHOM HOCHUTeNE M B JJIEKTPOHHOW ¢opme ¢
COOJIFOJICHUEM YCTaHOBJICHHBIX NpaBul 0POPMIIEHUS JOKYMEHTOB.

3.2 Ilpu co3naHuu ITOKYMEHTa Ha ABYX M 0oJjee CTpaHHIaX BTOPYIO M MOCIEIYIONINE CTPAHHIIBI
HYMEpYIOT.

Howmepa cTpanuil npocTaBisitoTcs MOCEPEINHE BEPXHETO MOJIs JOKYMEHTA Ha PACCTOSIHUM HE MEHEe
10 MM OT BEpXHEro Kpasi JuCTa.

Jlomyckaercsi co3laHMe JOKYMEHTOB Ha JIMLIEBOM M 000pOTHOH cropoHax usmcta. [lpu
JBYCTOPOHHEM CO3JJaHUU JJOKYMEHTOB IIMPHHA JIEBOTO MOJIS Ha JIMIEBON CTOPOHE JINCTA U NIPABOI0 MOJIS
Ha 00OPOTHOM CTOPOHE JIUCTA JIOJKHBI OBITH PaBHBI.

3.3. Jlng co3maHus JOKYMEHTOB HEOOXOIUMO HCIOJIB30BaTh CBOOOJHO pAacIpoCTpaHsIeMbIe
OecrutaTHbIe WPUQTEHI.

s obopMiieHHs TOKYMEHTOB PEKOMEHIyeTCsl HCIIONIb30BaTh pa3mepsl mpudros N 12, 13, 14.

[Tpu cocTaBiieHUH TaOIUIT TOTTYCKAETCS UCTIOIB30BaTh MIPUQPTHI MEHBIINX Pa3MEPOB.
(m. 3.3 B pen. M3menenus N 1, ytB. [Ipukasom Poccrannapra ot 14.05.2018 N 244-cr)

3.4 AO3auHbIi OTCTYI TEKCTA JOKyMeHTa - 1,25 cM.

3aroj0BKM Pa3liesioB U MOJAPA3JCIIOB MeYaTaroTcsl ¢ a03al[HbIM OTCTYIIOM WM LEHTPUPYIOTCA 110
LIMPUHE TEKCTA.

MHOFOCTpO‘IHHe PEKBU3UTHI NICUATAOTCA UCPEC3 OAUH MG)KCTquHBIﬁ HHTCPBAJI, COCTaBHBIC YaCTU
PEKBU3UTOB OTACTIAIOTCA JOMMOJHUTCIBHBIM HHTCPBAJIOM.

Texkct JOKYMCHTA I1€9aTacTCA 4CPEe3 1- 1,5 MCKKCTPOUYHBIX UHTCpBAJIA.

Ecimu AOKYMCHT T'OTOBUTCA JIA U3JaHHUA C YMCHBIICHHUEM MacmTa6a, TCKCT MICYATACTCA 4YCPE3 IBa
HHTCpBAJIA.

WuTepBan Mex 1y OyKBaMH B CIIOBax - OOBIYHBII.
WHTepBasl MeXIy CIIOBaMHM - OJMH IIPooe.

3.5 TekcT mokymMeHTa BhIpaBHUBAETCS MO IIMPHUHE JiKcTa (M0 TPaHULIaM JIEBOTO M MPaBOro IMoJien
JOKYMEHTA).

JlniHa caMoi IIMHHOW CTPOKM PEKBH3UTA MPHU YIJIOBOM PACIIONIOKEHUHM PEKBU3UTOB He Oosee 7,5
CM.

JlnvHa caMoi NJIMHHON CTPOKH PEKBHU3UTA MPH MPOAOIHLHOM PACIONOKEHUH PEKBU3UTOB HE OoJee
12 em.

3.6 HopmaTuBHBIMU MpPaBOBBIMH aKTaMH OPraHU3AlUK MOKET OBITh MPETyCMOTPEHO BBIJEIICHUE
pexBu3nTOB "anpecat", "3aroJoBOK K TEKCTY" WM "MOANHUCH", a TaKXKe OTAENbHBIX (PparMEHTOB TEKCTa
MOJTY>KUPHBIM HIpU(TOM.

3.7 HopmaTuBHBIE IIPABOBBIE aKThl OpraHU3allMy, a TAK)KE€ MHBIE MHOTOCTPAHUYHBIE JOKYMEHTHI
MOTYT 0(OPMIISITHCS C TUTYJIBHBIM JTUCTOM. TUTYIBHBIN JTUCT JOKYMEHTa 0(hOPMIISETCS B COOTBETCTBHUH C
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MIPUIIOKEHUEM A.
4 PeKBU3NUTbI AOKYMEHTA

[Ipu moaroroBke M OGOPMIIEHHH JOKYMEHTOB HCIIOJB3YIOT PEKBH3HTHI, ONPEICNICHHUS KOTOPBIX
npusenensl B 'OCT P 7.0.8

01 - rep6 (TocymapctBennbiii repd Poccuiickoii ®enepanuu, repd cyoOwekra Poccuiickoit
®enepanyn, repod (repaibAndecKuii 3HaK) MyHHIIUIIAIBHOTO 00pa3oBaHus);

02 - >M0neMa;

03 - ToBapHBIi 3HAK (3HAK OOCTYKUBAHU);

04 - xox hopMBI TOKYMEHTA;

05 - HanMeHOBaHUE OPraHU3aIlNY - ABTOPA JOKYMEHTA;

06 - HaMEeHOBaHUE CTPYKTYPHOTO TIOPA3JICIICHUS - ABTOPA JOKYMEHTA;
07 - HanMeHOBaHME JTOJPKHOCTH JIMIIA - aBTOPA IOKYMEHTA;
08 - cnpaBouHbIe TaHHBIC 00 OpPraHU3aIUY;

09 - HanMeHOBaHME BHIA JOKYMEHTA;

10 - nara qOKyMeHTa;

11 - perucTpainoHHbI HOMEP TOKYMEHTA;

12 - ccplka Ha pEerucTPaIMOHHBIN HOMEP U ATy MOCTYMUBIIErO JOKYMEHTA;
13 - mecTo cocraBieHUs (M31aHUS) JOKYMEHTA,

14 - rpu¢ orpannveHus 10cTyNna K JOKyMEHTY;

15 - agpecar;

16 - rpu¢ yrBepkIeHUs JOKYMEHTA;

17 - 3ar0JI0BOK K TEKCTY;

18 - TekcT NOKyMeHTa;

19 - oTMeTKa O MIPHUIIOKESHHH;

20 - rpud cornacoBaHus JOKYMEHTA;

21 - Bu3a;

22 - IOINUCE;

23 - oTMeTKa 00 AJIEKTPOHHOW TOIHCH;

24 - neyaTs,
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25 - oTMeTKa 00 UCIOIHUTEIIE;

26 - OTMETKa O 3aBEepEeHUH KOIHH;

27 - OTMETKa O TTOCTYIUICHUH JJOKYMEHTA;
28 - pe3omonus;

29 - oTMETKa O KOHTPOJIE;

30 - oTMeTKa O HampaBJIEHUH JOKYMEHTa B JIEJIO.
5 OchopmneHne peKBU3UTOB AOKYMEHTOB

5.1 Tep6 (TocymapctBennswnii repd Poccuiickoit ®Denepamum, repd cyOobekta Poccuiickoit
@enepanuu, rep0d (repaJpAMUYECKUil 3HAK) MYHULUIAIBHOIO O0pa30BaHMs) BOCIPOMU3BOIUTCA Ha
OnaHKax JJOKYMEHTOB B COOTBETCTBUH ¢ DerepabHbIM KOHCTUTYITMOHHBIM 3aKOHOM OT 25 nexabps 2000
r. N 2-OK3 "O T'ocynapctBenHom repbe Poccuiickoii ®denepanuu, 3aKOHOJATEIBHBIMH U WHBIMU
HOPMaTUBHBIMH [IPaBOBBIMHU aKTaMH cyObekToB Poccuiickoit denepanny 1 HOPMAaTUBHBIMH [IPaBOBBIMU
aKTaMU OPTaHOB MECTHOI'O CaMOYIIPABJICHUS.

N3o0paxkenne repba (['ocymapctBenHoro, cyonekta Poccuiickoit  ®enepamuu, repbda
(repabIM4ecKoro 3HaKa) OpraHa MECTHOTO CaMOYITPaBIICHHsI) TOMENIACTCS 110 CEPEMHE BEPXHETO TOJISI
OllaHKa JOKYMEHTa HaJ PEKBH3UTAMH OpPTaHHM3AIMHM - aBTOpa JOKyYMEHTa, Ha pacctosHud 10 MM OT
BEPXHETO Kpasi JINCTA.

5.2 Dmbnema opraHuzanuy, pa3paboTaHHas M YTBEp)KICHHass B YCTAaHOBJIEHHOM IOPSJKE,
pa3Mmelniaercs B COOTBETCTBMM C HOPMAaTHBHBIMHM IPaBOBBIMM AaKTaMH Ha OJlaHKaX: JOKYMEHTOB
(benepanbHBIX OPraHOB TOCYIAapCTBEHHOW BIACTH (32 MCKIIIOUEHHEM CIIydaeB, MpPEIyCMaTpPUBAIOIIMX
ucrnosib3oBaHue u3zoOpaxenus ['ocynapcrBeHHoro rep6a Poccuiickoii deneparun), TeppUTOPUATIBHBIX
opraHoB ¢eaepaibHbIX OpPraHOB TOCYJApCTBEHHOW BIIACTH, TOCYAApPCTBEHHBIX W HErOCYAapCTBEHHBIX
opranu3zanuii. 3o0pakeHune sM61eMbl TOMEIAETCs 110 CepeInHE BEPXHETro Mo OJ1aHKa IOKyMEHTa Haj
PEKBU3UTAMM OpraHU3alluy - aBTOPa JJOKYMEHTA, Ha paccTossHuU 10 MM OT BEpXHEro Kpas JIMCTa.

5.3 ToBapublif 3HaK (3HaK OOCTY)KUBaHUs), 3apPETUCTPUPOBAHHBIH B  YCTaHOBJICHHOM
3aKOHOJATEIHLCTBOM TOPSIKE, BOCIIPOU3BOJIUTCS HA OJIAHKaX OPTaHM3AIHKA B COOTBETCTBHH C YCTaBOM
(monoxenuem 06 opranuzanuu). M3o0pakeHrne ToBapHOTO 3HaKa (3HaKa 00CTy>KUBaHUS) TOMEIIAETCS 110
CepeIHEe BEpXHETOo MoJIsl OJaHKa JJOKYMEHTA HaJl peKBU3UTAMHU OPTaHU3AlMH - aBTOpa JIOKYMEHTA, WIIH
ClieBa HAa YPOBHE HAUMEHOBAHUS OpPraHU3allUd - aBTOpa JOKYMEHTa (IOIyCKaeTcsl 3aXBaThIBaTh YacTh
JIEBOTO TIOJIS).

Hap;u:[y C TOBAapHbBIM 3HAKOM (3HaKOM O6CJ'Iy)KI/IBaHI/ISI), Ha OlaHKax AOKYMCHTOB MOKCT
YKa3bIBATECSA KOMMEPYECCKOEC 0003HaUYCHHE OPUINYCCKOTO JIMIa.

54 Kox Qopmbl JOKyMEHTa MpOCTaBISAETCS Ha YHU(PUIMPOBAHHBIX (popMax JOKYMEHTOB B
cootBeTcTBUM ¢ OOuiepoccuiickum kiaccupukaropoMm ymnpasieHdeckoi aokymeHtauuu (OKY]) wumum
JIOKAJIbHBIM KJIACCH(PMKATOPOM, pacrojiaraeTcsi B MPaBOM BEPXHEM YIily paboyero mojs JTOKYMEHTa,
cocTouT U3 ciioB "@opma no" (HauMeHOBaHUE KJIacCUPUKATOPa) U HHUPPOBOro KOJa.

ITpumep - @opma o OKY /[ 0211151.

5.5 HaumeHoBaHWe opraHu3alid - aBTOpa JOKyMEHTa Ha OJlaHKe JOKyMEHTa JOJIKHO
COOTBCTCTBOBATH HAMMCHOBAHHUIO IOpI/II[PI‘IeCKOFO Ja1a, SaKpCH.HeHHOMy B C€Io y‘lpCIII/ITCJIBHBIX
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JNOoKyMeHTax (ycTraBe Wi monoxeHuu). Ilon HauMeHOBaHHMEM OpraHH3alMu B CKOOKax yKa3bIBaeTcs
COKpAlIEeHHOE HAMMEHOBAHNE OPTaHU3aLMH, €CIIM OHO IIPEYCMOTPEHO YCTABOM (ITOJIOXKEHUEM).

Han HauMeHOBaHMEM OpraHU3allM - aBTOpa JOKYMEHTAa YKa3bIBAa€TCs IOJIHOE WM COKPALECHHOE
HAaMMEHOBAHME BBIIIECTOSIIEH OpraHU3aly (IIpU €€ HAIUYUN).

5.6 HaumeHoBaHUE CTPYKTYpHOTO TMOApA3JEiCHHs - aBTOpa JOKyMeHTa (B TOM uucie (unuana,
OTJIeJICHUs, TIPEICTAaBUTENIbCTBA, KOJUIETHUAILHOTO, COBEIIATEILHOTO WJIM HHOTO OpraHa) UCIOJIb3YyeTCs B
OmaHkKax MuceM U OJIaHKaX KOHKPETHBIX BHJIOB JOKYMEHTOB COOTBETCTBYIOIIMX MOJpa3aeiIeHHM
(opraHoB) B COOTBETCTBUU C JIOKAJIbHBIMA HOPMAaTUBHBIMHM aKTaMHU M YKa3bIBAETCS MOJI HAUMEHOBAHUEM
OpraHu3aIlHH.

5.7 HaumeHoBaHuE NOHKHOCTH JIMIIA - aBTOpPA JOKYMEHTA UCIIOIb3YEeTCsl B OJaHKAX JOHKHOCTHBIX
JUI] W pacHojiaraercsi IMoj HAaUuMEHOBAHHMEM OpraHu3allid WM HaMMEHOBAaHUEM TeppuTopuu (Kpad,
00J1acTH, aBTOHOMHOW OOJIACTH | ZIp.), €CIIH JTOKYMEHT M3/aeT PYKOBOAMTENb OpraHa BIACTH CyOBEKTa
Poccuiickoit denepanny, MyHUIIMIAILHOTO 00pa3oBaHus. HaummeHOBaHME NOJKHOCTH JMIA - aBTOpa
AOKYMCHTA YKa3bIBA€CTCA B COOTBCTCTBMM C HAUMCHOBAHUCM, IIPUBCACHHBIM B pPaClOPAIUTCIBHOM
JOKYMEHTE O Ha3HAaYeHHUH Ha JOJHKHOCTb.

5.8 CrpaBouHbIe JaHHBIC 00 OpraHU3aIlMU YKA3bIBAIOTCS B OJIAHKAX MTUCEM M BKIIIOYAIOT: TIOYTOBBIN
aJipec OpraHu3anuu (JIOMOJHUTEIIEHO MOYET YKa3bIBaThCS aJpec MeCTa HaXOXKICHHS FOPHIUYECKOTO
JWIa, €CIM OH HE COBIAJAeT C TOYTOBBIM agpecoM); Homep TeinedoHa, dakca, aapec dIEKTPOHHOH
MOYTHI, CETEBOM aJipec.

B cocraB cripaBoUHBIX JJaHHBIX, 32 UCKJIIOUEHHUEM OJIAHKOB JIOKYMEHTOB OPT'aHOB IOCYAapCTBEHHON
BJIACTH, OPraHOB MECTHOTO CaMOYIPAaBJICHMS, BKIIOYAIOTCA: KOA opraHuzanuu no OOmepoccuiickomy
kinaccuukaropy  mpeanpustuii u opraHuzammii  (OKIIO), OCHOBHOM  rocymapCTBEHHBIN
pPEerucTpanvOHHbIN HOMEp OpraHu3aluu (OI'PH) 151 UAECHTU(DUKAITMOHHBIN HOMEP
HaJIOroIIaTeNIbIINKa/KO IPUYUHBI TOCTaHOBKHU Ha Hanorosbid yuet (MHH/KIIIT).

5.9 HanmeHoBaHue BHJIa TOKYMEHTA YKa3bIBA€TCS HA BCEX JOKYMEHTaX, 32 HCKIFOUEHHUEM JEIOBBIX
(cmykeOHBIX) TIMCEM, pacloJjiaraeTcsi I0J] PEKBU3WTAMU aBTOpa JOKyMEHTa (HaWMMEHOBAaHHEM
OpraHu3allfy, HauMEHOBaHUEM CTPYKTYPHOTO TMOJpa3ieNieHUs], HAMMEHOBAHUEM JOJKHOCTH) (CM. pHC.
B6).

5.10 Jlata noKyMeHTa COOTBETCTBYET JAare MoAmucaHus (YTBEp>KIEHHUS) AOKYMEHTa WM Jare
cOOBbITHS, 3a)UKCUPOBAHHOTO B JIOKyMeHTE. JIOKyMEHTBI, U3/IaHHbIE ABYMS WJIM OOJiee OpraHU3aIHUsIMHU,
JOJKHBI UMETh OAHY (EIUHYIO) JaTYy.

JlaTta JTOKyMeHTa 3alKChIBACTCS B MOCJCIOBATEIBHOCTH: JCHb MECSIIa, MECAIl, TOJl OJHUM U3 JBYX
CII0CO0OB:

apabckumu nudpamu, pazaeneHHbIME ToUKoi: 05.06.2016;
CJIOBECHO-LIU(POBBIM criocobom, Hanpumep: 5 utons 2016 r.

5.11 PeructpaliiOHHBIMH HOMEp TOKyMEHTa - HU(PPOBOM Wi OYKBEHHO-IIU(GPOBON HIEHTU(HUKATOP
JIOKYMEHTA, COCTOSILIUN U3 MOPSIKOBOTO HOMEpPA TOKYMEHTa, KOTOPbIM, 0 YCMOTPEHUIO OPraHU3allUH,
MOXET JOTOJHATHCS NH(PPOBHIMA WM OYKBEHHBIMH KOJaMd (MHAEKCAMH) B COOTBETCTBHH C
UCIONIb3YEMBIMU KiTaccuukaTopamu (MHIEKCOM Jelia M0 HOMEHKJIAType JIed, KOJIOM KOPPECHOH/IEHTa,
KOJIOM JIOJDKHOCTHOTO JIMIIA | JIp.).

Ha JAOKYMCHTC, COCTAaBJICHHOM COBMCCTHO IBYMS U Ooiee opranu3anusamMu, MNPOCTABIAIOTCA
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perucTpallMoHHble HOMEpa JOKYMEHTa, NMPUCBOEHHBbIE KAXKIOW W3 oOpraHusauuid. PerucrpanuoHHble
HOMEpa OTHEINAIOTCS APYr OT JIpyra KOCOM 4epTOd M NPOCTaBISAIOTCSA B MOPSAKE YKa3aHHs aBTOPOB B
3aroJIOBOYHOM YacTH WJIH NpeamOyIie JOKYMEHTa.

5.12 Ccpulka Ha pPETUCTPALMOHHBIA HOMEpP M JaTy IOCTYNUBUIETO JOKYMEHTA BKJIIOYAET
pErucTpanioHHbI HOMEp U JaTy BXOJAALIEr0 HHUIIMATUBHOIO JOKYMEHTA, Ha KOTOPBIH JaeTcs OTBET.

5.13 Mecto cocTaBieHus (M3/1aHNsI) TOKYMEHTA YKa3bIBACTCSI BO BCEX JIOKYMEHTAaX, KPOME JICJIOBBIX
(cmyxeOHBIX) THCeM, a TakKe JIOKIATHBIX, CIY)KEOHBIX 3allMCOK W JAPYrUX BHYTPEHHUX
MH(OPMAIIMOHHO-CITPABOYHBIX IOKYMEHTOB.

MecTto coctaBneHus (M34aHus) TOKYMEHTa HE yKa3bIBAaeTCsl B TOM Ciy4ae, €CiM B HAaUMEHOBAHUU
OpraHu3aly MPUCYTCTBYET YyKa3aHME Ha MECTO €€ HaxOXAeHHs. MecTo cocTaBieHUs (U3TaHUS)
JIOKYMEHTA yKa3bIBAa€TCs B COOTBETCTBUU C IIPUHATHIM aIMUHUCTPATUBHO-TEPPUTOPUATILHBIM JIEJICHUEM.

5.14 T'pu¢ orpanuuenust AO0CTyna K JOKYMEHTY MPOCTABIISIETCS B MPABOM BEPXHEM YIIIy MEPBOTO
JUCTa JOKyMEHTa (MPOeKTa JOKYMEHTa, COMpPOBOAMUTEIHHOTO MHUChMA K JIOKYMEHTY) Ha TpaHHIle
BEPXHETO MOJIsl MPU HAIUYUU B JTJOKYMEHTE UHPOPMAIIUU, JOCTYN K KOTOPOH OrpaHUYEH B COOTBETCTBUU
¢ 3aKoHOAaTeILCTBOM Poccuiickoi denepanuu.

Bunbl ucnons3yemMblx B OpraHu3anuyd rpu@OB OTPAaHUYCHHS JOCTYIA JIOJDKHBI COOTBETCTBOBATH
3aKOHOJIaTEeJILHBIM U MHBIM HOPMAaTHBHBIM NPABOBBIM akTaMm Poccuiickoii denepanuu v JOJXKHBI OBITh
3aKpeIICHB B JIOKAJIIbHBIX HOPMATHBHBIX aKkTax. B cocraB rpuda orpaHuyeHUs M0CTyrna K JOKYMEHTY
BXOJIUT orpanuuutenbHas Hagmuck ("dnsa cmoyxebnoro mnonb3oBanusa"', "Kondunenmmansho',
"KommMmepueckas TaiiHa" uiau Jp.), KOTOpash MOMKET IOMOJHITHCSI HOMEPOM 3K3EMIUISpA JOKYMEHTa U
JIPYTUMHU CBEICHUSIMHU B COOTBETCTBHUHU C 3aKOHOAaTeNbcTBOM Poccuiickoit deneparuu.

lIpuMep - Kommepueckas TaMHa.
S9x3. N 2

5.15 Anppecar ucnoib3yercss NMpu O(QOPMICHHM JAETOBBIX (CIy)KEOHBIX) IHMCEM, BHYTPEHHHX
MH(OPMALIMOHHO-CIIPABOYHBIX IOKYMEHTOB (JIOKJIaIHbIX, CIIY’)KEOHBIX 3alIUCOK U Ip.).

4AﬂpecaT0M AOKYMCHTa MOXET OBITh opraHu3alusa, CTPYKTYPHOC HNOAPA3ACIICHUC OpraHu3alluu,
JOJIDKHOCTHOC HJIN (1)I/ISI/I‘ICCKOG JIUIIO.

PexBu3ut "anpecat" mpocTaBisieTcsl B BEpXHEH MpaBoi yacTu JOKyMeHTa (Ha OJaHKe C YIJIOBBIM
PacrojoKeHUEM PEKBU3UTOB) WJIU CIpaBa MoJ PEKBU3UTAMU Oi1aHKa (MIPH MPOJOIBHOM PACTIONOKEHUU
pexBu3nTOB OnaHka). CTpoku pexkBU3uTa "ajipecatr” BHIPAaBHUBAIOTCS IO JIEBOMY KPal0 WM LIEHTPYIOTCS
OTHOCHTEJIHO CaMOW JITTMHHOM CTPOKH.

IIpH AApeCOBAaHUU JOKYMCHTA PYKOBOIAUTCIIIO (BaMeCTHTCHK) pyKOBOHHTCHH) opraHu3anu
YKa3bIBAlOTCA B AAaTCJIbHOM MAACKE HAMMCHOBAHUE OOJDKHOCTH PYKOBOAHWTECIIA (SaMeCTI/ITeHﬂ
py'KOBOIlI/ITCJ'I}I), BKIIIOYArOie€ HAMMCHOBAHHUC OpraHU3aluu, U (I)aMI/IJ'II/I}I, nHUOaJibl AOJDKHOCTHOI'O
JIUIA.

[Mpumep -
Pykosomuresnwn demepalIbHOTO
APXMBHOT'O ar'€HTCTBAa
Sammmnma I.0O.

HpI/I apCCOBaHM IMMCbMAa B OpraHu3alydil0 YKa3bIBACTCA €€ TIIOJHOC WM COKpallCHHOC
HaAaNMMCHOBAHUC B HUMCHHUTCIIPHOM ITaaACXKCE.
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[Tpumepsi
1 ®enepanbHOE apXUBHOE areHTCTBO
2 Pocapxus

[Ipu agpecoBanum JOKYMEHTa B CTPYKTYpHOE MOApa3/iesieHue OpraHu3aluy B pekBusute "aapecar"
YVKa3bIBaCTCSI B HWMCHHTEIBHOM IaJIe)Ke HAMMCHOBAaHHME OpraHU3alliM, HUXKE - HAUMCHOBAHHE
CTPYKTYPHOTO MOJIPa3/IeICHUS.

[Ipumep -
derepalibHOE apXMUBHOE
areHTCTBO

OTnes1 TOCyHapCTBEHHOM
CJIyx0Obl, KaIOPOB M Harpanl

[Ipu angpecoBaHMM NUCbMAa PYKOBOJIUTENIO CTPYKTYPHOI'O IOAPA3JENECHUS YKa3blBaeTCsi B
MMEHUTEIIBHOM NaJIe’)K€ HaUMEHOBAHME OPraHU3alliM, HWXKE - B JIATEIBHOM IIa/Ie’K€ HAaUMEHOBAHME
JOJDKHOCTH PYKOBOJUTENS, BKIIIOYAIOIIEE HAMMEHOBAHHE CTPYKTYPHOTO TMOJpa3esieHus, (HaMIIIUIO,
WHULUAJIBL.

[Mpumep -
AO "Ilpodmap"

PykoBoomTesio OOT'OBOPHO-
npaeoBoOIro OoTHesa
damvmnma 1.0.

Ilepen Qamunuelt JOMKHOCTHOTO JIMIA JIOMYCKAETCs YHNOTpeONsATh COKpamieHue 'r-Hy"
(rocoguHy), eciu aapecar My>KuuHa, Uiau "r-ke" (Tocmoke), €ciu ajipecart KEHIIUHA.

ITpumepsl
| r-ny ®amunus 1.0.
2 r-xe @amunus 1.0.

[Tpu pacchblike JOKYMEHTa TpyIIe OpraHu3aluii OJHOTO THUIA WM B CTPYKTYpPHBIE TOJIpa3eieHus
OJIHOW OpraHU3aIllH, aJipecaT yKa3bIBaeTCs 0000IIECHHO.

[TprMepsl
1 PYKOBOOMTEJISAM IOUYEPHUX
obmwecTs AO "Ilpodpumiap"
2 PYyKOBOIMUTEJIAM YyIpaBJIeHUN
Pocapxusa

[Ipu paccpulke JOKYMEHTa HE BCEM OpraHM3alMsM WIM CTPYKTYPHBIM TMOJpPA3JeNeHUsIM O]
pexkBu3UTOM "Anpecar” B ckoOKax yka3biBaercs: (10 CIHUCKY)".

[Mpumep -

PyxoBOOMTENAM IOOUYEPHUX

obmwecTs AO "Ilpodpumiap"
(mo cnmcky)

B ogHOM nokymeHTe He AODKHO OBITh Ooiiee yeThipex aapecaroB. CioBo "Komus" mepen BTOpbIM,
TPETbUM, YETBEPTHIM aJpecaTaMu He ykasbiBaeTcs. IIpu GonbliemM Koln4ecTBE agpecaToB COCTaBIIAETCS
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CITUCOK (JIMCT, yKa3aTelb) PAacChUIKU JOKYMEHTa, Ha KQKIOM JOKYMEHTE YKa3bIBACTCS OJIMH aJ[pecaT WK
anpecat oopmisercsi 0000IIEHHO.

B cocraB pekBuzuta "Agpecar" MOXKET BXOJIWUTHh MOYTOBBIM ajpec. DIEMEHThl MOYTOBOrO ajapeca
YKa3bpIBalOTCA B IIOCIENOBATEIbHOCTH, YCTaHOBIECHHOM [IpaBuiiaMu Oka3aHus yCIIyr IIOYTOBOW CBS3H,
YTBEPKJICHHBIMU MPUKa30M MUHHCTEPCTBA CBA3M M MAacCOBbIX KOMMYHUKalui Poccuiickoit denepanuu
ot 31 urons 2014 . N 234.

[Ipumep -

BcepoCcCcUMCKHUM Hay4dHO-—
VCCJIEeOOBATENIbCKUM MHCTUTYT
IOOKYMEHTOBEIEHUS UM apxXMBHOTO mHeJa
lIpodcowszHas yiu., n. 82,
Mockea, 117393

ITouToBBIH apeC MOKET HC YKA3bIBATHCA B JOKYMCHTAX, HAIIPABJISICMBIX B BBICIIMEC OpTraHbI BJIACTH,
BBIIICCTOAIIUE OpraHu3aluu, IMOABCAOMCTBCHHBLIC OpraHU3allMd W IIOCTOAHHBIM KOPPCCIIOHACHTAM (38.
HUCKIIIOYCHHUEM HaAIIPpaBJICHUA TMCEM YKA3aHHBIM aapeCaTaM B KOHBCPTAX C IPO3pavYHbIMU OKHaMI/I).

[Tpu agpecoBaHuH JOKYMEHTa (PU3UUYECKOMY JIMIY YKA3bIBAKOTCS: (haMWINs WHHIIMAIbI, TTOYTOBBIH
azpec.

[Tpumep -

®Gamunus N.0.

Capnosas yin., 1. 5, kB. 12,

r. JIro6epribl, MockoBckas 061., 301264

[Tpu oTmpaBke muchbMa MO 3JIEKTPOHHOM MouTe WM MO (HaKCUMMIIBHOW CBsi3U (0€3 JOCBUIKH IO
MOYTe) MOYTOBKIN ajpec He yKasbiBaeTcs. [Ipn HeoOX0AMMOCTH MOXKET OBITh YKa3aH JIEKTPOHHBIN ajpec
(Homep Tenedona/daxca).

[lpumep -

BcepocCUMCKUM Hay4dHO-—
VCCJIENOBRATEJIbCKUY MHCTUTYT
OOKYMEHTOBEIEHUS U apXMBHOTO Iejia
mail@vniidad.ru

5.16 I'pud yTBepkIeHUs TPOCTABISIETCS HA JOKYMEHTE B CIIy4ae €ro YTBEPKIACHUS TOJDKHOCTHBIM
JIULIOM, PaCHOPSIIUTENbHBIM JIOKYMEHTOM (IIOCTAHOBJICHUEM, PEHICHUEM, MPUKA30M, PACHOPSIKEHUEM )
WJIM PEIIEHUEM KOJUIETHAIBHOTO OpraHa.

['pud yTBepkIeHUS pa3MellaeTcsi B MPaBOM BEPXHEM YIJy MEpBOro JiMcTa JokyMeHTa. CTpokH
PEKBHU3UTA BHIPABHUBAIOTCS 10 JIEBOMY KPAIO MJIU [IEHTPYIOTCSI OTHOCUTEIBHO CaMOM JJIMHHOM CTPOKH.

[Ipu yTBep>KICHUHM [TOKYMEHTa JODKHOCTHBIM JIHMIIOM TpU( YTBEPKACHHUS COCTOUT M3 CJIOBa
YTBEPXJIAIO, nHaumeHOBaHUS MJOKHOCTH JIMIA, YTBEPXKIAIOMIETO JOKYMEHT, €ro TOJIHCH,
WHUIUMAIOB, (aMUINU U IaThl YTBEPKICHUS.

[lpumep -

YTBEPXIA
Pyxopomouresnp demepalIbHOTO
APXMBHOT'O aI'€HTCTBAa
Homnmuce M.O0. damMmnmsa
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DaTa

[Tpu yTBepkAeHUM AOKYMEHTa PaclopsSAUTEIbHBIM JOKYMEHTOM Tpu( YTBEP)KIEHHUS COCTOUT U3
cioBa YTBEPXJIEH (YTBEPXIEHA, YTBEPXJIEHbI uiu YTBEPXJEHO), corimacoBanHoro c
HAaUMEHOBAHMEM BHUJA YTBEPXKIAEMOr0 JOKYMEHTa, HaUMEHOBAHUS PaCHOPSAUTEIBLHOTO JOKYMEHTa B
TBOPHUTEIBHOM IaJIEKE, €ro AaThl, HOMEPA.

[IpyMepsr -

1 (PerjameHT) YTBEPXIEH
npukasoMm AO "Ilpodwmmp"
or 5 anpensa 2015 r. N 82

2 (IlpaBuna) YTBEPXIEHEL
npukasoM AO "lpoduip"
or 6 ampensa 2015 r. N 83

[lpu yTBEepXKICHWH AOKYMEHTa KOJUICTHAJIbHBIM OPraHOM, pEIICHUS KOTOPOTO (HKCHPYIOTCS B
MPOTOKOJIE, B TpH(e yTBEPIKICHHS YKa3bIBACTCS HAUMEHOBAHUE OpraHa, PeICHUEM KOTOPOTO YTBEPKICH
JOKYMEHT, J1aTa ¥ HOMEp MPOTOKoJIa (B CKOOKax).

[lpumMep -
(ITostoxeHMe)
YTBEPXIEHO
CoBeToM mupexkToposB AO "llpoomip"
(mporokos or 12.12.2015 N 12)

5.17 3arojoBOK K TEKCTY - KpaTKOE COJIep)KaHUEe JTOKYMEHTA. 3arojOBOK K TEKCTY (GOpMyIUpyeTcs
¢ mpenyorom "O" ("O6") u oTBeuaet Ha Borpoc "o uem?"):

- mpuka3 (0 yem?) 0 CO3/1laHUM aTTECTAI[MIOHHON KOMUCCHH;
- ipuKa3 (0 yem?) 00 yTBEp>KIACHHUH IITATHOI'O PACIIUCaHUs;
- MUCBHMO (0 ueM?) 0 MpeoCTaBIeHUU HH(DOPMAIIH.

3arooBOK K TEKCTY O(pOpMIISIETCS MOJI PEKBU3UTAMH OJIaHKa CJIeBa, OT TPAHUIIBI JIEBOTO mois. B
yKa3ax, MOCTAaHOBJICHUSX, PEIICHUSX, MPUKa3aX, U3/1aBa€MbIX OpPraHaMU BIIACTH, 3arOJIOBOK K TEKCTY
MOXXKeT OQOpMIIATECS HAJ TEKCTOM TocepenHe pabodero ToJiss JOKYMEHTa H  IEHTPHPYETCs
OTHOCHUTEIILHO CaMOil IJTMHHON CTPOKH.

3aroioBoK K TEKCTY MOKET HE COCTABIIAATHCA, CCIIN TCKCT NOKYMCHTA HC IPCBLIIIACT 4-5 CTPOK.

5.18. TeKCT TOKyMEHTa COCTaBIISIETCA Ha PYCCKOM SI3bIKE KaK TOCYJIapCTBEHHOM si3bIKe PoccHiickoii
@enepaun. B opraHax TrocygapCTBEHHOM — BJIacTHM, OpraHax MECTHOTO  CaMOYIPAaBIICHUS,
TOCY/IapCTBEHHBIX YUPEXKJCHUAX pecnyOlnuK Hapsgy C TOCYJapCTBEHHBIM s3bIkoM Poccuiickoii
denepanii  MOTYT — yNOTPEONATHCS  TOCYNApCTBEHHBIE SI3BIKM  pecnyOnuk. B gestensHOCTH
TrOCYZAapCTBEHHBIX OPraHoOB, OpraHW3alui, OpeanpuaTHid u yupexaeHuid Poccuiickoit ®enepanun
UCTOJIB3YIOTCS TOCyaapcTBEHHbIN s3bIK Poccuiickoit deaepannu, rocyjapcTBEHHbIE SI3bIKH PECIYOJINK U
WHbIE A3bIKH Hapo10B Poccuiickoit dexneparumn.

(B pen. Usmenenns N 1, yrB. [Ipukasom Poccrangapra ot 14.05.2018 N 244-c1)

B Tekcrte AOKYMCHTA, IMMOATOTOBJICHHOM Ha OCHOBAHHHU 3aKOHOJATCIIbHBIX WM MHBIX HOPMATUBHBIX
IMPaBOBLIX AKTOB, PAaHCC U3JJAHHBIX PACTIOPAAUTCIIBHBIX JOKYMCHTOB, YKA3bIBAOTCS UX PCKBU3UTLI:

- HAUMCHOBAHHUEC NOKYMCHTA, HAMMCHOBAHUC OpraHU3allMH - aBTOpa JOKYMCHTA, JaTa HOKYMCHTA,
peFI/ICTpaLII/IOHHHf/'I HOMCp JOKYMCHTA, 3aroJIOBOK K TCKCTY WJIM HAMMCHOBAHUC BUJld JOKYMCHTA,
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- HAUMEHOBAaHME OPraHU3alUU WU JOJDKHOCTHOIO JIMIA, YTBEPAMBIIErO IOKYMEHT, HaTy
YTBEPKICHUS JOKYMEHTA.

TekcT MOKyMEHTa MOXET COJACPIKaTh Pasfelibl, MOJPAa3/eibl, MyHKTHI, MOAIMYHKTHI, HyMEepyeMbIe
apabckuMu U pamu. YpoBHEH pyOpUKaIIMK TEKCTa HE JJOJKHO OBITH 00JIee YeThIPEeX.

B nmpuka3zax TeKCT u3naraeTcs oT MepBOro Julla eAMHCTBEHHOTO yrcia ("'mpuKaspiBarn').

B nokyMeHTax KoJUIeTHaJIbHBIX U COBEHIATEIBHBIX OPraHOB TEKCT W3JIAraeTcsi OT TPEThEro Juia
€AMHCTBEHHOTO yKcia ("KoJuierus... mocraHosiser", "coobpanue... permmio').

TexkcT mnpoTOKOJa H3JAraercs OT TPETbEro JMIA MHOXECTBEHHoro uwcna ("ciymanu',
"BpicTynun", "mocranoBuin", "pemmian').

B nokymeHTax, ycTaHaBIMBAaIOUIMX IpaBa W OOS3aHHOCTH OpraHU3alluid, WX CTPYKTYPHBIX
no/ipa3iesieHui (TOJI0KEeHHEe, HHCTPYKIHUS), a TAKXKE COAEPIKAIIUX ONMUCAHHE CUTYyallui, aHanu3 (akToB
WJIM BBIBOJIBI (KT, CIIpaBKa), HCIIOJIb3YyeTCsl (popMa U3II0KEHUSI TEKCTa OT TPETHETrO JINIA STUHCTBEHHOTO
WM MHOXeCTBEeHHOro uucna ("oraen ocymecTBiseT (GyHKUMU...", "B COCTaB yHpaBlIEHUS BXOMAT...",
"KOMHCCHS TIPOBEJIa TPOBEPKY...").

B COBMECTHBIX JOKyMEHTaX TEKCT H3JaraeTcs OT MEepBOr0 JHIA MHOXXECTBEHHOIO YHCIa
("mpuxaspiBaem", "permmnn").

B nenoBeix (cmy:ke0HBIX) MUCbMaX UCIIONB3YIOTCS (POPMBI U3TOKEHUS:

- OT HEepBOro JHIla MHOXECTBEHHOro uucia ("mpocuM HampasuTh...", '"HIpeacTaBisieM Ha
paccMoTpeHue...");

'

- OT TPEThEro JIMIA €IUHCTBEHHOIro yKcia ("MUHUCTEPCTBO HE BO3paxaerT...", "o0IIecTBO cuuTaer

BO3MOXKHBIM...");

- OT TepBoro Jjumna eauHcTBeHHoro uucia ("cuumtaro HeoOXoauMbIM...", '"mpesararo
paccMoTpeTh..."), ecliu TUCHhbMO O(POPMIIEHO Ha TOJKHOCTHOM OJIaHKe.

B TekcTax MOKYMEHTOB YMOTPEOJSIOTCS TOIBKO OOIICTPUHSTHIE aO00peBUATyphl U Tpaduueckue
COKpallleHHS.

[Tpu ynorpeOiaeHnu B TeKcTe (haMUIIH JTUL] MHULIMAIBI YKa3bIBAIOTCS TOce paMUINU.
B nenoBbIx (city>ke0HBIX) MHUChbMaX MOTYT UCTIOIB30BAThHCS:

- BCTYNUTEIbHOE OOpaIieHue:

YBaxaewmslii rocnionuH Ilpencenarens!

YBakaemblii TocrioguH ['yoeprarop!

VYBaxkaemslii rocrioguH [Ipoxopos!

YBaxaemas rocmosa 3axapona!

VBaxkaembiii Hukomnaii [TerpoBuy!

VBaxkaemas Onbra HukonaeBna!
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VYBaxxaemble rocnona!

B oOpamennn 1o A0DKHOCTHM HaWMEHOBAaHHME JOJDKHOCTH MHIIETCS C MPOMUCHON OYKBBI, B
oOpalieHny 1o paMUIMY HHULHMAJIBI JIMIA HE YKa3bIBAKOTCS.

- 3aKJIIOYUTEIIbHAS ATUKETHAs (paza:
C yBaxkeHHUeM, ...

5.19 OTtmeTKa O MPUIIOKEHUH COJEPKUT CBEICHUS O JOKYMEHTE (IOKYMEHTax), MpUjaraeMoM K
OCHOBHOMY JIOKYMEHTY (B CONpPOBOJUTEIBHBIX IMHChMaX, MPETCH3MSX, aKTaX, CIpaBKaX H JPYTrUX
MH()OPMAIIMOHHO-CIIPABOYHBIX JTOKYMEHTaX) WIH O TOM, YTO JOKYMEHT SBJISETCS MPHIOKCHHEM K
OCHOBHOMY JOKYMEHTY (B JOKYMEHTaX - MPHIOXKCHHAX K PpaCIOPSIIUTEIBLHBIM JOKYMEHTaM,
MOJIOKCHUSIM, TIPABUIIaM, HHCTPYKIIHSIM, IOTOBOpaM, IIaHAM, OTYeTaM | JIp. TOKyMEHTaM).

B COIMPOBOAUTCIIbHBIX IMHUCbMAX W APYIrux I/IH(I)OpMaI_[I/IOHHO'CHpaBO‘IHHX AOKYMCHTAax OTMETKaA O
IMPUIIOKCHUU O(i)OpMJI)IGTC?[ o TEKCTOM OT I'paHUIIbI JICBOT'O IMOJIA CICAYIOIIUM o6pa30M:

- €CIIM [IPUIIO’KEHHE HAa3BaHO B TEKCTE:
[Tpunoxxenue: Ha 2 1. B 1 3K3.

- CCJIM MMPUIIOKCHHUEC HC HA3BAHO B TCKCTC HJIM CCIIU HpI/IJ'IO)KeHI/Iﬁ HCCKOJIbKO, YKAa3bIBAIOT Ha3BAHUA
HOKYMGHTOB-HPHHO)KGHHﬁ, KOJMYCCTBO JIMCTOB U SK3CMILIAPOB KAXKIAOTO IMPUITOKCHUA:

[Ipunoxenme: 1. IlojoxeHMe OO0 YHNPAaBJIEHUM PEIMOHAJBHOTO KPeIMTOBAHMSA Ha
5 1. B 1 sk3.
2. CnpaBka O KaIpOBOM COCTabke YHNpPaBJIEHUS PETMOHAJILHOTO
KpeauToBaHus Ha 2 J. B 1 BK3.

- €CJIU MpUIIoKeHUE (MIPUI0KEHNUs1) COPOIIIOPOBAHBI:
IIpunoxenue:
otuet 0 HUP B 2 3Kk3.

- €CIIH JIOKYMEHT, SBJSIOUIMICS MPUJIOKEHWEM, HMEET TMPUIOKEHHS] C CaMOCTOSATEIbHOU
HyMepauueil cTpaHull:

IIpunoxenne:
nuceMo Pocapxusa ot 05.06.2015 N 02-6/172 u npuiioxkeHus K HeMy, BCero Ha 5 1.

- €CJIM MPUJIOKEHHUEM SIBJIIETCS 000COOIEHHBIN 3JIEKTPOHHBIN HOCUTEINb (KOMIAKT-AMCK, usb-duiern-
HaKOIIMUTENb U Ap.):

IIpunoxenne:
CD B 1 3k3.

[Ipu »TOM Ha BKIaAbllie (KOHBEpTE), B KOTOPBHIA IIOMEHIA€TCS HOCUTENb, YKa3bIBAIOTCS
HaMEHOBAaHMA JOKYMEHTOB, 3allMCAaHHBIX HA HOCUTENb, UMEHA (ailsioB.

B pacnopsinuTenbHBIX JOKyMEHTaxX (IIOCTAHOBJICHUSX, PEIICHUSAX, MPHKA3aX, PaclOpsLKEHUSX),
JIOTOBOpax, IOJIOKEHUSX, NMPaBUIAX, MHCTPYKLUUAX U JPYIMX HOKYMEHTaX OTMETKA O MPHIOKEHUU
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odopMIIseTCs CASAYIOIIMM 00pa3oMm:

- B TEKCTE JIOKyMEHTAa IPH MEPBOM YIIOMHUHAHUH JOKYMEHTA-TIPUIIOKEHHUS B CKOOKAX YKa3bIBaeTCs:
... (mpunoxeHue) win ... (MpujioxkeHue 1); mepen HOMEPOM MPHUIIOKEHHS JIOIYCKAeTCs CTaBUTh 3HAK
HOoMepa: ... (mpuioxenue N 2);

- Ha TIEPBOM JIUCTE JOKYMEHTA-TIPUIIOKEHHS B IPABOM BEPXHEM YIIy YKa3bIBa€TCS:
ITpunoxenne N 2
k npuka3zy AO "IIpodumns"
or 15.08.2015 N 112.

CTpoku peKBU3WTa BBIPABHUBAIOTCA 110 JIEBOMY KpPAal0 WM LEHTPUPYIOTCS OTHOCUTENIBHO CaMOU
JUIMHHOU CTPOKHU.

Ecin npuioXeHueM K paclopsIuTeIbHOMY JTOKYMEHTY SIBISETCS HOPMATUBHBIN PAaBOBOM aKT WIIN
WHOM JOKYMEHT, YTBEP)KIAE€MbI JaHHBIM pPaCHOPSAUTEIBHBIM JOKYMEHTOM, Ha II€PBOM JIMCTE
IPUIIOKEHUS IPOCTABIISIETCA OTMETKA O MPHIOKEHUH (0€3 CChUIKM Ha paclopsIUTENbHbINA TOKYMEHT) U
rpud YTBEPKICHHSA, B KOTOPOM YKAa3bIBAIOTCS JaHHBIC PACIOPSAIUTEIBHOTO IOKYMEHTa, KOTOPBIM
YTBEPKIEH JOKYMEHT-IIPUIIOKECHHE.

ITpumep -

[Tpunoxenue 1
YTBEPXJIEHO
npukazoM AO "IIpoduins"
ot 18.05.2015 N 67

5.20 FpPI(l) COTJIaCOBaHUAd NOKYMCHTA MPOCTABJIAICTCI HAa HOKYMCHTAX, COIJIACOBAHHBIX OpPraHaMM
BJIaCTH, OpraHu3alvsaIMH, IAOJDKHOCTHBIMHU JIMIAMMU. Fpn(b corjifaCoBaHus B 3aBUCHMOCTH OT BHIA
AOKYMCHTa U 0COOEHHOCTEH ero 0(1)OpMJ'IeHI/I$I MOKCET IPOCTABJIATBHC:

- Ha IICPBOM JIMCTC JOKYMCHTA (GCJ'H/I JAOKYMCEHT UMCCT TI/ITYJII)Hblfl JIUCT, - HA TUTYJIbHOM J'II/ICTe) B
JIEBOM BEpXHEM YIJy Ha ypoBHe Ipuda yTBEpXKIEHUS WM 0] HAMMEHOBAaHUEM JOKYMEHTa OJIMXKe K
HUKHEMY TIOJIIO);

- Ha MIOCJICAHEM JIMCTC NOKYMCHTA IO TCKCTOM;,
- Ha JIUCTEC COTIaCOBAaHUs, ABJIAIOIICMCA HEOThEMJIEMOM YaCThIO JAOKYMCHTA.

I'pud cornmacoBanus coctout u3 cinoa COIJTACOBAHO, nomkHOCTH 11, KOTOPBIM COTJIACOBAaH
JOKYMEHT (BKJItOYasi HaWMEHOBaHHE OpraHM3alliH), €ro COOCTBEHHOPYYHOW MOIMHCH, WHUIINAJIOB,
(bamuum, 1aThl COrJIacoBaHMs.

ITpumep -
COI''TACOBAHO
Hupextop BHUMIA L
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(moxmucek) N.0O. Gamunus
[ara

Ecnu cornmacoBanme oCyIIeCTBISIETCS] KOJUIETHATBLHBIM OPTaHOM, B TPH(]E COTIACOBAHUS YKA3bIBAIOT
cBeneHus 00 opraHe, COTJIaCOBABILEM JOKYMEHT, JaTeé U HOMEpE MPOTOKOJIa, B KOTOPOM 3a(KCHPOBAHO
peleHre o coryiacoBanuu. Eciin coriacoBaHue OCYIIECTBISIETCS MUCHbMOM, YKa3bIBAOT BU JOKYMEHTA,
OpTraHU3aIMIo - aBTOPA JOKYMEHTA, 1aTy ¥ HOMEp MHChMa.

[Tpumepsl
1 COI'JTACOBAHO

CoBeToM TUpPEKTOPOB

AO "TIpoduip"

(mpoToKOI OT N )
2 COI'JIACOBAHO

nucbMoM PocapxuBa

oT N

5.21 Buza cBHAETENBCTBYET O COTJACHHM WM HECOTJIACHU JOJKHOCTHOTO Jjuia (paboTHHKA) ¢
COJIep)KaHUEM IPOCKTa TOKyMeHTa. Bu3oii odopMisieTcs BHYTpEHHEE COTIacOBaHHE JOKyMeHTa. Busa
BKJIFOUAET JIOJDKHOCTH JIUIA, BU3UPYIOUIETO JOKYMEHT, MOAMKCH, Paciin(poOBKY MOAMUCH (MHUILIUAIBI,
(dbaMuIMo) U JaTy BUSUPOBAHMSL.

ITpumep -

PykoBoauTes IOpUANIECKOTO OTIETa

IMoamuce N.0. ®amunus

Jara

[Tpu HanM4KUK 3aMeYaHHH K TOKYMEHTY BU3Y O(DOPMIISIOT CIEIYIOIIMM 00pa3oM:
ITpumep -

3amedaHus IPUIIararTCs.

PykoBoauTeNnb IOPUANYECKOTO OTaEa

IMoamuce N.0. ®amunus

Jara

B opranmzanusx, TPUMEHSIONIUX CHCTEMBI JJIEKTPOHHOTO JOKYMEHTOOOOpOTa, COTJIaCOBAHHE
MOXET MPOBOAUTKCS B A1eKTpoHHOU (hopme, cormacao [[OCT P UCO 15489-1.

B JAOKYMCHTAX, MOJJIMHHHUKHU KOTOPBIX XPAHATCA B OpraHU3allun, BU3bI IPOCTABJIAOT HA MOCJICIHCM
JIUCTC NJOKYMCHTA IIOJ IMOAIKUCBIO, HA 06op0Te MMOCJICOHETO JIMCTAa MOAJIMHHUKA JOKYMCHTA UJIM HA JIUCTC
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COIJIacoBaHUs (BU3UPOBAHUSA), IPUIIATAEMOM K TOKYMEHTY.

B ucxopsmmx noKymMeHTaX BHU3bI MPOCTABISIOTCS HA SK3EMIUIAPAX JIOKYMEHTOB, MOMEIIAEMbIX B
JIENIO.

[lo ycMOTpeHHI0 OpraHu3alry MOXKET MPUMEHSTHCS MOJUCTHOE BU3HPOBAHUE JIOKYMEHTAa U €ro
MIPUIIOKEHUH.

5.22 Tloamuch BKJIIOYAET: HANMEHOBAHHWE JOJDKHOCTH JIUIA, MOJNHCHIBAIONIETO JOKYMEHT, €ro
COOCTBEHHOPYYHYIO MOIUCH, PACIIU(PPOBKY MOANUCH (MHUITAATBI, (DaMUITUS).

Mpumep -
T'eHepasbHE OUPEKTOP Momnmcse n.0. dammnmsa

Ecau AOKYMCHT O(I)OpMJ'IeH HC Ha 6J'IaHKe, B HAUMCHOBAHUC JOJDKHOCTH BKIHOYACTCA HAMMCHOBAHUC
opraHu3anuvu. I[OHyCKaeTCSI HCHTPOBAaTh HAMMCHOBAHUC MOOJDKHOCTH JiMIaA, IMOANMCABHICIO AOKYMCHT,
OTHOCHUTEJIBHO CaMOH I[J'IPIHHOﬁ CTPOKHU.

[pumep -
T'eHepasIbHEI IUPEKTOP
AO "lIpodwuinp" [Momonmce n.0. dammnmsa

[Tpu odopmieHun AOKyMeHTa Ha GJaHKe JTOJPKHOCTHOTO JIMIA JOKHOCTH 3TOTO JIMIA B MOJIHCH
HE yKa3bIBAETCS.

IpuMmep - [Mopnuce n.0. dammnma

IIpn moanucaHum JOKyMEHTa HECKOJIBKMMM JOJDKHOCTHBIMU JIMIAMH, 3aHUMAOIIMMH Pa3HOE
MIOJIOXKEHUE, UX MOANKCH PaCIoIaratoTCs OJHA IOJ APYIOM B IOCIEN0BATEIbHOCTH, COOTBETCTBYIOLIEH
HEpapXHUU 3aHUMAEMBIX JOJDKHOCTEM.

[Ipumep -
IUPpEeKTOp MHCTUTYyTa [lomnmcse n.0. dammnma
T'yaBHEM OyxTajnTep [Momnmce n.0. dammnmusa

]IpH noArnvuCaHuM AOOKYMCHTa HCECKOJbKHMHU JIMOAMHU PaBHBIX HOHXGHXHEﬁ nx IoAIrCHu
pacnojrararoTcsa Ha OJHOM YPOBHC.

[lpumep -
3amMecTuUTeNlb IMPEKTOpa IO OMHaHCOBBIM BOIpPOCaM HNomnmuce N.O. damMmnmda
3aMecTUTesNb OUMPEeKTOpa [0 aIMMHMCTPAaTMBHEIM Bompocawm llomnmuch M.O. damMmiama

B JOKYMCHTAax, COCTaBJICHHBIX KOMHCCHCﬁ, B TIOANHMCH YKa3bIBACTCA CTATYC JIMIIa B COCTaBC
KOMUCCHH.

[Mpumep -

[lpencenmaTesib KOMMCCUM [Tognuce n.0. dammnmsa

UJieHBE KOMMCCUU Iloonmce n.0. damumnmsa
Iloonmce n.0. damumnmsa
I[Tognuce n.0. dammimsa

[Ipn moamucaHWW JOKYMEHTA JHIIOM, HCIOJHSIONIMM OO0S3aHHOCTH PYKOBOJIUTENS, MOAMUCH
odopmiseTcs ¢ ykazaHUEM cTaTyca JOJKHOCTHOTO JIMIA B COOTBETCTBUH C IPUKA30M (PacIOpsHKEHUEM).

MpumMmep -
MN.o. reHepalnbHOT'O nupekTopa Illomnmcse n.0. dammnmsa
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VI :
VcnnonHaommy o06g3aHHOCTU
T'eHepaJIbHOT'O OMpeKTopa [Momonmce n.0. dammnmsa

[Ipu noanucaHuM JOKYMEHTA JIUIIOM, UMEIOIIUM MPABO MOIUCH B CIIydae BPEMEHHOTO OTCYTCTBUS
PYKOBOIMTENS, HCIpaBJIEHUsS B HAMMEHOBAaHUE JOJDKHOCTH U pacliupoBKy (QamMmlIud  yxKe
MOATOTOBJICHHOTO M COTJIACOBAaHHOTO IMPOEKTa JIOKYMEHTa BHOCATCS OT PYKH WJIM C MCIOJIb30BAaHUEM

n n

COOTBETCTBYIOIIMX IITaMIIOB. He JOIIYCKACTCA CTaBUThb KOCYHO 4YCPTY, HAAIIUCH 3a nepen
HaAaMMCHOBAHUCM NOJIKHOCTH JIMLA B IOAIMKUCH, CCJIIM JOKYMCHT NOANMCHIBACT HHOC JOJDKHOCTHOC JIMIIO.

5.23 Otmerka 00 DSJEKTPOHHOH TMOJNUCH MCIOJB3YEeTCS MPU BU3YyaTU3AIMH SJIEKTPOHHOTO
JTOKYMEHTA, ITOAMMCAaHHOTO JIEKTPOHHOM MOIIHUCHIO, C COOIIOACHNEM CIeIYIOIUX TPeOOBaHMI:

a) MECTO pa3MELIeHHUs OTMETKH OO0 3JIEKTPOHHOM IOANMUCH JOJKHBI COOTBETCTBOBATb MECTY
pa3MenieHysi COOCTBEHHOPYYHOM MOJIUCU B aHAJIOTUYHOM JOKYMEHTE Ha OyMa)KHOM HOCHUTEIIE;

0) SJeMEeHTbl OTMETKH 00 3JEKTPOHHOW MOAMHMCU JOJKHBI OBITh BUIUMBIMU U YUTAEMBIMH MpU
OTOOpaKEHHH IOKYMEHTa B HATypaJIbHOM pa3Mepe;

B) 3JICMCHTBI OTMCTKHU 06 BHGKTPOHHOﬁ IMOAIIKMCH HE NOJIKHBI IICPCKPBIBATHCA WJIM HAKJIAJAbIBATbCA
JIPYT Ha Apyra;

I') JIEMEHTHl OTMETKM 00 3JEKTPOHHOM IOJIMUCH HE JOJDKHBI IEepeKpbIBaTh 3JEMEHThl TEKCTa
JIOKYMEHTA U JIpyre OTMETKU 00 3JIEKTPOHHOMN MOANMUCH (IIPU HAJIUYUN).

OTtmerka 00 O3JIEKTPOHHOW TOJNMMCH B COOTBETCTBUM C 3aKOHOJAATENbCTBOM Poccuiickoit
Oenepanun BrIOUaeT (ppasy "JIokyMeHT MOAMUCAH AJIEKTPOHHOW MOAMHUCKHIO", HOMEpP cepTudukara
KJII0Ya 3JIEKTPOHHOM MoAnmucH, (paMminio, UMs, OTYECTBO BIajeiblla cepTU(dUKaTa, CpOK AEHCTBUS
cepTH(HKaTa KIOYa IIEKTPOHHOW moamucH. OTMeTka 00 AIIEKTPOHHOW TOIIHCH MOXKET BKIIOYATh
n3o0paxeHue repba, sMOJIeMbl OpraHa BJIacTH (OpraHu3allii), TOBAPHOTO 3HAKa (3HaKa OOCITYyKUBaHMSI)
OpraHU3alK B COOTBETCTBUU C JEHCTBYIOIIUM 3aKOHO1AaTEIbCTBOM.

ITpumep -
SMmbie- JOOKYMEHT IIOOIVCAH
Ma SJIEKTPOHHOM [IOAIINCEIO
HammMmeHnoBaHMe | OpraHa
OOJIXHOCTM |BJIACTU H.H. HuxoJjsaes

Ceptuduxar 1alllaaa000000000011
Bnanmesieu HukosiaeB Hukosamt HukoJjaeBmu
IOencrBuresed ¢ 01.12.2012 mo 01.12.2017

5.24 Tlleuatp 3aBeps€T MNOJJIMHHOCTb TNOJMUCHA JIOJDKHOCTHOTO JIMIIAa Ha JIOKYMEHTax,
YAOCTOBEPSIONINX MpaBa JIHI, GUKCUPYIOMUX (PaKThI, CBI3aHHBIE C (UHAHCOBBIMH CPEACTBAMU, a TAKKE
Ha HWHBIX JIOKYMEHTax, NpeayCMaTpUBAIOIIUX 3aBEPEHUE MOJANHUCH T[eYaTbl0 B COOTBETCTBUU C
3akoHo aTenbcTBOM Poccniickoit denepanmm.

JIoOKyMeHTBI 3aBEpSIIOT Medarbl0 opraHusauuu. lledats mpocTaBisieTcs, HE 3axBaTbIBas
COOCTBEHHOPYYHOW TOJIMHUCH JIMIA, TOIMUCABIIETO JOKYMEHT, WIM B MecTe, oOo3HadyeHHOM "MII"
("Mecro neuaru").

5.25 OrmeTka 00 WCIOJHHUTENE BKIIOYACT (PaMUIIMIO, UM U OTUYECTBO HCIIOJHUTENS, HOMEpP €ro
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tenegoHa. OTMeTKa 00 MCIIONHUTEIE MOXKET JOMOJIHATHCS HAaUMEHOBAHUEM JIOJKHOCTH, CTPYKTYpPHOTO
MOAPAa3ACIICHUs U SJICKTPOHHBIM aJIPECOM UCTIOTHUTENS.

Otmerka 00 HCIONHUTENE OPOPMIISETCS HA JIUIIEBOH CTOPOHE MOCIETHEro JIMCTa JTOKyMEHTa OT
TPaHUIIBI JIEBOTO TOJIS WU, TIPU OTCYTCTBHH MECTa, - Ha 00OPOTHOM CTOpOHE BHHU3Y cieBa. Hampumep:
3abenmun MBan AmnnpeeBuu, KoHTponpHOE ympamieHHe, Beaymui crneruanuct, +7(495) 924-45-67,
Zabelin@gov.ru

OTMeTKa 00 UCTIOIHUTENE MOKET OPOPMIIATHCS KaK HIDKHUI KOJIOHTUTYJ U ME€YaTaThCs MPUPTOM
MEHBIIETO pa3Mepa.

5.26 OrMmeTka O 3aBepeHHMHM KONMUU OMOpPMIISIETCS ISl TOATBEPXKICHUS COOTBETCTBHS KOIHH
JOKyMEHTa (BBIMUCKM U3 JIOKYMEHTA) IMOJUIMHHUKY JoKyMmMeHTa. (OTMeTKa O 3aBEpPeHHH KOIUHU
MPOCTABIISIETCSL MOJT PEKBU3UTOM '"MOANUCH" M BKIIOYAET: cjI0BO "BepHO"; HaMMEHOBAaHUE JOJKHOCTH
JUIa, 3aBEPUBIIEIO KOIHIO, €ro COOCTBEHHOPYYHYIO MOJIHKCH;, Paciii(pPOBKY MOIAMUCH (MHUIUAIEI,
(bamMunio); 1aTy 3aBepeHuss KOMUH (BBITUCKU U3 TOKYMEHTA).

[Mpumep -
BepHo

VHCIIEKTOP CJyX0Ob KaIpOB [Momonmce n.0. dammnmsa
HaTa

Ecmu xomus BbBLAACTCA IJId NPCACTABJICHUA B JPYIr'yIO OpraHu3annuio, OTMCTKA O 3aBCPCHUHN KOIIMU
JOTIOJTHACTCS HAQJANUCBI0 O MECTe XpaHEHHs JOKYMEHTa, C KOTOPOro Oblla W3rOTOBJICHA KOIUS
("[lommMHHUK JOKYMEHTAa HaXOAuTCs B (HaMMEHOBaHHWE opraHu3aiuu) B gerne N ... 3a ... ron") u
3aBepsIeTCs TIeUaThi0 OpraHU3allHH.

I[J'ISI IMPOCTABJICHUA OTMCTKHU O 3aBCPCHUN KON MOKET UCITIOJIB30BATHCA LITAMII.

5.27 OrMmeTKa O MOCTYIUICHMM JOKYMEHTa CIY)KUT JJIsl MOATBEPXkAEHUS (PaKkTa MOCTYIUICHUS
JIOKYMEHTa B OPraHU3allI0 W BKJIOYACT JaTy MOCTYIUIEHUS M BXOJASIIUN pPErucTpPalMOHHBIM HOMEp
nokymeHTa. [Ipn HEOOXOIUMOCTH OTMETKA O MOCTYIUIEHMH MOXKET JOMOJHATHCS YKa3aHHEM BPEMEHH
MOCTYIUIEHHUS B Yacax M MMUHYTaX U croco0a JOCTaBKH IOKYMEHTA.

OtmMmeTka o MOCTYIINICHUU NOKYMCHTA MOJKCET ITPOCTABJIATHCA C IIOMOIIBIO IITaMIIa.

5.28 Pezononus coAepKUT yKazaHUE MO UCIHOJHEHHIO JOKyMeHTa. Pesomtonus odopmisercs Ha
CBOOOJTHOM MecTe paboyero moiisi JOKYMEHTa, Ha OJIaHKe PEe30JIOIMH MM BHOCUTCS HETTOCPEICTBEHHO B
CHCTEMY IEKTPOHHOTO JOKYMEHTO000pOTA.

Pezomonmss  BkIOYaeT: (paMumiMio, MHULIMANBI WCHOJIHUTENS (MCIONHHUTENEH), MOpydyeHHe IO
JOKYMEHTY, MPH HEOOXOJUMOCTH - CPOK HCIIOJIHEHUS, MOJMUCH JIMIA, BBHIHECIIEro PE30JIIOLNI0, J1aTy
PE30IIOLUH.

ITpumep -

®ammina 1.0.

[Ipomry moarorosuts npeioxenns k 10.11.2016.

IToamuce

Jara
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5.29 OTMeTKa 0 KOHTPOJIE CBUIECTEIBCTBYET O TOCTAHOBKE TOKYMEHTAa HA KOHTPOJIb, IPOCTABIISAECTCS
mraminoM "KoHTposs" Ha BEpXHEM MO0JI€ JOKYMEHTA.

5.30 OTmeTka O HampaBJIeHUH JTOKYMEHTa B JIEJIO OIpPEAEsieT MECTO XpaHEHHs JOKyMEHTa I0cIe
3aBepIIeHHs paboThl C HUM U BKIIIOYAEeT: ciioBa "B aeno", MHIeKC /1ena mo HOMEHKIIAType Jell, B KOTOpoe
MIOMEIIAeTCsl IOKYMEHT Ha XpaHEHHE, C yKa3aHHeM T0jla, JODKHOCTH JIMIA, O(OPMHBIIETO OTMETKY,
IIOAIIMCHU, JAaTHhI.

[Ipumep -

B memo N 01-18 =a 2016 1.

BaB. OTHEJIOM KOPIOPATUBHEIX INPOEKTOB
Iloomnmce ODaTa

OTtMmeTKa o HaIlpaBJICHUKW OOKYMCHTa B JCJI0O MOXCT MJOIIOJIHATHBCA KpPAaTKUMHU CBCACHUAMH O
XapaKTCPeC UCIIOJITHCHHUA JOKYMCHTA.

6 bnaHkn AOKyMeHTOB

6.1 Jlna wusroromieHusi Oj1aHKOB JOKyMeHTOB, corjacHo 'OCT P 7.0.8, ucnons3yercss Oymara
dbopmatoB A4 (210 x 297 mm), AS (148 x 210 mMm); I8 HM3rOTOBJCHUS OJIAHKOB PE30JIOINN
ucnosb3yercst Oymara ¢popmaroB AS (148 x 210 mm), A6 (105 x 148).

Kaxxapiit muct qokymenTa, ohopMiIeHHBIN Ha OJaHKe WM 6€3 Hero, JOJKeH UMETh TI0JIs He MEHee:
20 MM - JI€BOE;

10 MM - mpaBoe;

20 MM - BepXHee;

20 MM - HHKHEE.

JlokyMeHThl AnnTenbHbIX (cBbIe 10 J€eT) CpoKOB XpaHEHMs JOJKHBI UMETh JIEBOE 10JIE HE MEHEee
30 mm.

6.2 OpraHuzaluy HCHOJB3YIOT OJaHKH JOKYMEHTOB, M3IOTOBJIEHHbIE Ha OyMaXHOM HOCHTENE
(Onmanku JTOKYMEHTOB (helepaldbHBIX OPraHOB TOCYJAapCTBEHHOH BIACTH C  BOCIPOU3BEACHUEM
l'ocynapctBennoro  repba  Poccuiickoii ~ @enepauu  W3rOTaBIMBAIOTCA  MOJIUTpa@UUECKUMHU
OPEeANPUATHAMH, HWMEIOIUMH  CcepTU(PUKATEI O HaJMYUM TEXHUYECKMX U  TEXHOJIOTHYECKHX
BO3MOXXHOCTEH JIJI1 KaYECTBEHHOTO W3TOTOBJICHHS YKAa3aHHOTO BHJA MPOAYKIIMH) W/WIH 3JICKTPOHHBIC
mabaoHbl 01aHKoB. brianku Ha OyMakHOM HOCHUTENE W 3JIEKTPOHHBIE MAOIOHBI OJAHKOB JOJKHBI OBITH
UJICHTHYHBI IT0 COCTaBY PEKBU3UTOB, TIOPSIAKY WX PACIIONOKEHUS, TApHUTYpaM Iipudra.

bnanku AOKYMCHTOB Ha 6YMa)KHOM HOCHUTCJIC U 3JICKTPOHHBIC 1a0JI0HBI 0JJAHKOB M3TOTABIMBAIOTCS
Ha OCHOBAaHHWH MAaKETOB 6J'IaHKOB, YTBCPKIAACMBIX PYKOBOAUTCIIEM OPraHu3alnuu.

bnanku AOKYMCHTOB CJICAYCT U3rOTABJIMBATH HA Oenoi 6yMare nIn GYMaFC CBCTJIBIX TOHOB.

DNeKTpOHHbIE  T1a0JOHBI OJJaHKOB ~ JIOKYMEHTOB  JIOJKHBI ObITh  3alMIIEHBI  OT
HECAaHKIIMOHUPOBAHHBIX U3MEHEHU.

6.3 bnanku TOKyMEHTOB O(GOPMIIIOTCS B COOTBETCTBHH C [Ipuimoxkennem b. OpueHTHPOBOUYHBIC
TpaHMIIBI 30H pPAacIOJIOKEHUs] PEKBH3UTOB 0O0O3HAauYeHbl NyHKTUpoM. Kakmas 3o0Ha ompenensercs
COBOKYITHOCTBIO BXOJSIIIUX B HEE PEKBU3UTOB.
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6.4 B 3aBucMMOCTH OT pPAacIONOXKEHHS PEKBU3UTOB YCTAHABIMBAETCS JBa BapuaHTa OJAHKOB -
yrioBoi (pucyHok b.1) u npogonbHelit (pucyHok b.2).

6.5 PexBuzutsl 01, 02, 03 pacrnonaratorcsi Ha BEpXHEM IoJie€ TOKYMEHTa Haj pekBuzutoMm 05 mo
CepeIMHE 30HbI, 3aHSITONU ITUM PEKBU3UTOM.

PexBuzut 03 MoxeT pacnosnararbcs cieBa Ha ypoBHE pekBusuTa 05.

PexBuzuter 05, 06, 07, 08, 09, 13, orpanuuurtenpHble OTMETKU s pekBu3uToB 10, 11, 12 B
mpejiesax IpaHul] 30H PacroIOoKEHUs] PEKBU3UTOB Pa3MEIIalOTCs OJJHUM M3 CIIOCOOO0B:

- LICHTPOBAHHBIM (HAYaJO M KOHEI Ka)/J0H CTPOKU PEKBU3UTOB PAaBHO yJIAJEHBI OT T'PaHUIL] 30HbBI
pacIoyioKeHus! pEKBU3UTOB);

- ¢uraroBeiM (KaKJas CTPOKAa PEKBHU3UTOB HAYMHASTCS OT JICBOW T'PAHUIIBI 30HBI PACIIONOKEHUS
PEKBUBHTOB).

6.6 YcraHaBIMBaIOTCS CIIEAYIONIME BUIbl OJJAHKOB JOKYMEHTOB OpraHU3alluu:
- 001l OJIaHK;

- OJIaHK IIHChMA;

- OTaHK KOHKPETHOT'O BU/Ia IOKYMEHTA.

HOpMaTI/IBHBIMI/I IMPaBOBbIMH AKTaMH OpraHu3alvi YCTAHABJIMBANOTCA BHUABI IMPHUMCHACMBIX
OaHKOB M HMX pa3HOBUJIHOCTH (OJaHK MHCbMa CTPYKTYpHOTO TMOjpa3feiieHus, OJaHK MHUCbMa
JOJKHOCTHOTO JIMIIA, OJIaHK MpUKa3a, OJIaHK pacnopsiKeHUsl, OJIaHK MPOTOKOJIA U JIp.).

O6p213L[LI OJIaHKOB AOKYMCHTOB IIPUBCICHBI B IIPUJIOKCHUN b.

6.7 OOl O6JaHK KCIOJB3YEeTCs AJIs M3TOTOBJIEHHS JIIOOBIX BHUJIOB JTOKYMEHTOB, KPOME JI€JI0OBOIO
(cmy>xe0HOr0) mHUChMa.

OOmmit OjaHK B 3aBUCUMOCTH OT YYPEIUTEIbHBIX JOKYMEHTOB OpPraHU3aIlid M JIOKAIBHBIX
HOPMAaTUBHBIX akTOB BKIto4YaeT pekBU3uThl 01 (02 unu 03), 05, 06, 07, 13 1 orpaHUYUTENHHBIE OTMETKU
it pekBusutos 10, 11, 16, 17.

bnank nucbMa B 3aBHCHMOCTH OT YYPEAMTEIbHBIX JOKYMEHTOB OPraHU3allUd M JIOKAJIbHBIX
HOPMAaTUBHBIX akTOB BKmodaeT pekBU3UTHl 01 (02 mmm 03), 05, 08, orpaHMUMUTENbHBIE OTMETKH IS
pexsusutos 10, 11, 12, 15, 17. bnank nucbMa cTpyKTYpHOT'O MOAPA3AEIEHUS JOMOIHUTEIBHO BKIOYAET
pekBusnt 06, O1aHK MTHChMa JTOJDKHOCTHOTO JIMIIA - peKBU3UT (7.

brnaHk KOHKpETHOro BHUAA JOKYMEHTa, KpOME MHCbMa, B 3aBUCUMOCTH OT YUYPEIUTENIBbHBIX
JOKYMEHTOB OpraHU3allid U JIOKAJIbHBIX HOPMATHUBHBIX MPaBOBBIX aKTOB BKJIOYaeT pekBu3uThl 01 (02
i 03), 05, 09, 13 u, npu HEOOXOTUMOCTH, OTPAHUYUTENBHBIE OTMETKH JIJIsl TPAHUI] 30H PACTIONIOKECHHUS
pexBuzuroB 10, 11, 16, 17. bimaHK KOHKpETHOrO BHAA JAOKYMEHTA CTPYKTYPHOTO NOJApa3/IeiICHUs
JOMIOJTHUTEIBHO BKIIOUaeT pekBU3UT 06, 6JaHK TOIDKHOCTHOTO JIMIIA - peKBU3UT 07.

6.8. B opranax BmacTH W opraHuzanusax pecmyosmk Poccuiickoit denepariu, MCMIOIB3YIONTUX
HapsIIy C PYCCKUM SI3BIKOM KaK TOCyIapCTBEHHBIM si3bIkoM Poccuiickoit denepannu rocyaapcTBEHHBIN
SI3bIK (TOCYJAPCTBEHHBIC SI3BIKH) PECIYONIHMK, MCTOIB3YIOTCS OJaHKUA JTOKYMEHTOB Ha PYCCKOM SI3BIKE U
TOCYJapCTBEHHOM si3bIKe (TOCYJApCTBEHHBIX S3BIKAX) PpECIyOJHMK: YIJIOBbIe (PEKBU3UTHI OJlaHKa
pacrojaraloTcs Ha OJIHOM YpOBHE: Ha PYCCKOM S3bIK€ - CJieBa, Ha TOCYJapCTBEHHOM SI3bIKE
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(TocymapCTBEHHBIX S3BIKAX) PECIYOJIMK - CIpaBa) WIM TPOJOJbHBIE (PEKBH3UTHI OJIaHKA HAa PYCCKOM
A3BIKE - CBEPXY, PEKBU3HUTHI OJIaHKA HA TOCYJAPCTBEHHOM S3bIKE (TOCYAAPCTBEHHBIX SI3BIKAX) PECITYOJIUK
- HIKE).

JIisi TIepenucKy ¢ MHOCTPAHHBIMU KOPPECTIOHJCHTAMH HWCIOJB3YIOT ONaHKM Ha JIBYX SI3BIKAX -
PYCCKOM W aHIJIMKACKOM (TpuiioxeHre B.8) Wi nHOM HHOCTPaHHOM SI3bIKE.
(n. 6.8 B pen. U3menenus N 1, yrB. [Ipukazom Poccrangapra ot 14.05.2018 N 244-cT)

[Ipunoxenne A

(cipaBouHOE)

PACIMNONOXEHUE PEKBU3NTOB HA TUTYJIbHOM JIMCTE JOKYMEHTA

HamMeHOBaHMEe OpraHu3alumn
T'pud corslacoBaHMA IOOKYMEHTa I'pnd yTreBepXxmeHMsa HOOKyMeHTa

HammMmeHoOBaHMeE BUIoa IOOKYMEHTaAa
3aroJIOBOK K TEKCTY

Tpud coryacoBaHMS HOKYMEeHTa

MecTo cocTaBJieHMs (MB3OaHMs) IOKyMeHTa - T'ol M3IaHMsa IOKYMeHTa

Pucynok A.l - PacnonioskeHne peKBU3UTOB Ha TUTYJIBHOM
JHCTE TOKYMEHTa

[Ipunoxenne b
(cipaBouHOE)

CXEMBbI PACITIOJIOKEHN A PEKBU3UTOB JOKYMEHTOB
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Pucynok b.1 - PacnionioxeHnne peKBU3UTOB M T'PAHUIIBI 30H
Ha Gopmare A4 yrimoBoro OjgaHKa
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Pucynok b.2 - PacnionoxeHue peKBU3UTOB U IT'PAHULIbI 30H

46

Ha opmare A4 npoaoabHOrO OJIaHKa




[Tpunoxenue B

(cipaBouHOE)

OBPA3LbI BJTAHKOB JOKYMEHTOB

Pocapxus

denmepalsibHOe OIIXEeTHOE yupexIeHUue
"BCepoCCUMCKUM HAYyYHO-MCCJIeIOBAaTEJIbCKUM MHCTUTYT
IOOKYMEHTOBEIEHUS M aAPXMBHOTO mesa'
(BHUMIAL)

MockBa

Pucynox B. 1 - O6pa3ers obiiero 6j1anka opraHu3aluu

Pocapxus

demepalibHOe ONIXEeTHOE yupexIeHUe
"BCepOCCUMMCKUM Hay4dHO-—
VCCJIENOBRATEJNIbCKUY MHCTUTYT
IOOKYMEHTOBEIEHMUSA M apxXMBHOTO meja"
(BHMMIAL)

[Ipodcow3Has ymu., 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/KIIO 7708033140/771001001

N

Ha N oT

Pucynox B.2 - Ob6pa3ers yrioBoro 0j1aHka MuchbMa OpraHU3aluu

PocapxuB

PenepanbHoe GrOMKETHOE yupexaeHue
"BcepoCCUNCKUNA HayYHO-UCCIeaoBaTeIbCKUN MHCTUTYT
AOKyMeHToBeAeHus u apxuBHoro aena" (BHUMWOAL)

Mpodpcoro3Hasn yn., A. 82, Mocksa, 117393
Ten./dakc (495) 718-78-74 e-mail:mail@vniidad.ru;
http://www.vniidad.ru
OKIMO 02842708; Or'PH 1027700380795;
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MHH/KINN 7708033140/771001001

N

Ha N oT

Pucynox B.3 - O6pazern npo1osibHOTO O1aHKA MHChbMa OPTaHU3alluN

Pocapxus

®depepanbHoe 6roaxeTHOE yupexaeHue
"BcepoccuUmnCKUN Hay4yHO-UCcneaoBaTelbCKUMA UHCTUTYT
AOKYMeHTOBeleHUs1 U apXuBHoro gena"

(BHUMOAL)
OVPEKTOP

Mpodpcoro3Han yn., A. 82, Mocksa, 117393
Ten./¢pakc (495) 718-78-74 e-mail:mail@vniidad.ru;
http://www.vniidad.ru
OKIMO 02842708; OIr'PH 1027700380795;
MHH/KNMN 7708033140/771001001

Ha N oT

Pucynok B.4 - O6pasen npoionbHOro 06JaHka nucbma
JOJPKHOCTHOTO JIMIIA

Pocapxus

®depepanbHoe GroaXeTHOE yupexaeHue
"BcepoccunCKUN Hay4yHO-UccneaoBaTeibCKUMA UHCTUTYT
AOKYMeHTOBeAleHMA U apXuBHoro gena"

(BHANOAL)

OTPACINEBOW LEHTP MOBbILWEHUA KBAITU®UKALIUK

Mpodpcoro3Hasn yn., A. 82, Mocksa, 117393
Ten./dpakc (495) 718-78-74 e-mail:mail@vniidad.ru;
http://www.vniidad.ru
Ten./cpakc (495) 718-79-38; e-mail:ocpk@vniidad.ru
OKINO 02842708; OIr'PH 1027700380795;
MHH/KMNN 7708033140/771001001
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Pucynoxk B.5 - O6pa3zern npooibHOTro 01aHKa MMchMa
CTPYKTYPHOTO TOJIpa3ieJICHuUs

Pocapxus

demepanibHOEe ONIXETHOE yupexIeHUe
"BCcepoCCHUMCKUM HAay4YHO-MCCJIeOOBATEJIbCKUM MHCTUTYT
OOKYMEHTOBEIEHMUA M apxXMBHOTO meja"
(BHMUIAL)

[IPVIKAS3

MockBa

Pucynox B.6 - O6pa3zer 6aHka KOHKPETHOTO BUIa
JOKYMEHTa OpraHu3aIiu

Pocapxus
denepalibHOE OIOIXETHOE yupexIeHMe
"BCepoCCUMCKUNM HAYyYHO-MCCJIeIOBATEJIbCKUM MHCTUTYT
IOOKYMEHTOBEIEHUS M apXMBHOTO meja'
(BHUMIAL)
IVPEKTOP

PACIIOPAXEHIVE

MockBa

Pucynok B.7 - O0pa3zer] 61aHKa KOHKPETHOTO BUJa TOKyMEHTa
JOJPKHOCTHOTO JIMIIA

Pocapxus

PepepanbHoe GLOMKETHOE yupeXxaeHue
"BcepoccunCKUN Hay4yHO-UccneaoBaTeibCKUMA UHCTUTYT
AOKYMeHTOBeAeHUA U apXuBHOro gena'"

(BHANOAL)

Mpodpcoto3Hasn yn., A. 82, Mocksa, 117393
Ten./dakc (495) 718-78-74 e-mail:mail@vniidad.ru;
http://www.vniidad.ru
OKIMO 02842708; Or'PH 1027700380795;
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MHH/KMNN 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

Pucynok B.8 - O0pa3zer; npoaoiabHOro 0jiaHka MMChMa OpraHUu3aliu
Ha JBYX SI3bIKaX

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

KiroueBrle ciioBa: OpraHu3alluOHHO-PACIIOPAAUTCIIBHAS JOKYMCHTALIUA, O(I)OpMJ'ICHI/Ie
AOKYMCHTA, OytaHK AOKYMCHTA, pCKBU3UT JOKYMCHTA
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