OEAEPAIbHOE APXUBHOE ATEHTCTBO

BCEPOCCUMACKUIA HAYYHO-UCCNEAOBATE/IbCKUIA UHCTUTYT
OOKYMEHTOBEAEHUA U APXUBHOTO AENA

OPrAHU3ALUMOHHO-PACNOPAAUTE/IbHAA AOKYMEHTALUA
TPEBOBAHMA K O®OPMJIEHUIO AOKYMEHTOB

METOAUYECKUE PEKOMEHOALUN
MO BHEAPEHUIO FOCT P 6.30-2003

1. O6bwue nonoxeHun

1.1. MeTogmyeckne peKOMeHOAUUN PasbACHAIOT M KOHKPETM3IMPYIOT MOPALOK BHeApeHuA u
npumeHernna FTOCT P 6.30-2003 "YHudUUMpPOBaAHHbIE CUCTEMbI AOKYMEHTaAUMK. YHUOMUMPOBAHHan
CUCTEMA  OPraHM3aLMOHHO-PaCNoOpPASUTENbHON  AOKYMeHTauuun. TpeboBaHua K  odopmaeHuUto
OOKYMeHTOB" <*>, yTBepaeHHoro MNoctaHoBneHnem FocctaHaapTa Poccum ot 3 mapta 2003 r. N 65-cT ¢
naton BeegeHua 1 uonsa 2003 r.

<*> Nlanee no Tekcty - FOCT.

1.2. TOCT P 6.30-2003 sABnasetcA nNpoAO/IKEHMEM CTaHAApTM3auMK npasua odopmaeHUs
OpraHM3aUMOHHO-pacnopaguTenbHoM AokymeHTauun (OP/l), Hayano KoTopoil 6blI0 MOJIOXKEHO B
rocyfapcTBeHHbIX CTaHgapTax 1972 r.. TOCT 6.38-72 "CucTema opraHM3auMOHHO-PAcnopAAUTENbHOM
OOKymeHTaumn.  OcHoBHble  nonoxenms" wn  TOCT 6.39-72 "Cuctema  OpraHM3auMOHHO-
pacnopsguTenbHon gokymeHTaumn. Popmynap-obpaseun,”.

FOCT P 6.30-2003 paspaboTtaH B3ameH TOCT P 6.30-97 (c usam. N 1) c Tem e Ha3BaHUEM, C
WCK/IOYEHNEM M3 TEKCTA MPAaBOBbIX NOJIOXKEHWIN, 6e3 KopeHHOU nepepaboTKM TeKcTa. BaxHelwmm
HOBbIM MNONOXEHMEM T[OCY[aPCTBEHHOIO CTaHAApTa ABNAAETCA PEKOMEHAATe/IbHbIM XapaKTep ero
TpeboBaHUN.

JanbHenwee passuTMe cTaHgapTM3auunM OQOPMIEHUA OpraHM3aLUMOHHO-PACNOPAAUTENBHOM
OOKyMeHTauum byaet onpepenatbcs PenepanbHbiM 3aKOHOM "O TeXHMYECKOM peryanmposaHun" ot
27.12.2002 N 184-®3, B KOTOPOM NO-HOBOMY peLlaeTcs pAg BONPOCOB CTaHAAPTU3ALUMMN.

HasBaHHbI PepepanbHblii 3akoH BCTynun B genctene ¢ 01.07.2003, B gaHHbIx MeToamyecKkmx
pekomeHaaumaAxX 6yayT MCNO/Ib30BATLCA HEKOTOPbIE Er0 MOJIOXKEHMA.

1.3. MMonoxeHua BHOBb paspaboTaHHoro [OCT pacnpoCTPaHAIOTCA HA OpraHM3aLMOHHO-
pacnopaguTenbHble AOKYMEHTbl <*>, oTHocAwmecs K YHUPULMPOBAHHOM CUCTEME OpraHM3aLUOHHO-
pacnopaguTenbHoi pokymeHTauuu (YCOP/): moCTaHOBAEHMSA, PACMOPAMKEHMA, MPUKasbl, PELUEHUS,
MPOTOKO/Ibl, aKTbl, MUCbMa M ApyrMe AOKYMEHTbl, BKAtOYeHHble B OOLLEepOoCCUNCKMIA KnaccuduraTop
ynpaBneHyeckolr gokymeHTaumm (OKYA, knacc 0200000), KoTopble GUKCUMPYIOT — pelueHun
aAMMUHUCTPATUBHBIX U OPraHM3aLLMOHHbIX BONPOCOB, @ TaKXe BONPOCOB B3aMMOAeNCTBUA, obecneyeHunn
N perynnpoBaHus AeATesIbHOCTU OPraHOB rocyAapcTBeHHOM BacTu Poccuitckoit Pepepaunn, cybbekTos
Poccuitckoit  Pepepaumn, OpraHoB MECTHOFO CaMOYMPaBAEHWUA, OPraHuWsaLuii, HPUONYECKUX W
dur3MyecKkux mu <**> HesaBncrmo ot popm COBCTBEHHOCTM.

<*> [lanee no TEKCTY - AOKYMEHTbI.
<**> [lanee No TEKCTY - OpraHM3aumii.

1.4. TOCT vycTaHaBnMBaeT COCTaB pPEKBU3UTOB [JOKYMEHTOB, TpeboBaHUA K 0POpMAEHUIO
OOKYMeHTOB, TpeboBaHWs K 6/1aHKaM AOKYMEHTOB W CMNpaBO4YHbIE MPUJIOXKEHUA, MNOoKasbiBaloume
pacnosioeHne pekBusnToB Ha ¢dopmaTe A4 YrA0OBOrO M MPOAOALHOrO 6/1aHKOB, a TakKe o06pasubl
Hanbonee ynoTpebuTenbHbix 6naHKoB: obulero 6saHKa opraHM3auuu, yrnosoro 6s1aHKa nmMcbma
opraHusaumn, npogonbHoro 6/1aHKa nMMcbMa opraHusaumm, 61aHKa nNMcbMa [OJIKHOCTHOTMO AuuUa U


consultantplus://offline/ref=1EA1ECFF5CF5651254A3D59D60D81E621B3AC9E78A7458B379E78294HCc6F
consultantplus://offline/ref=1EA1ECFF5CF5651254A3D59D60D81E621B3AC9E78A7458B379E78294C65FFCCF53DE1DE1EEA1F7HFc6F
consultantplus://offline/ref=1EA1ECFF5CF5651254A3D59D60D81E621B3AC9E78A7458B379E78294C65FFCCF53DE1DE1EEA1F6HFc1F
consultantplus://offline/ref=1EA1ECFF5CF5651254A3D59D60D81E621B3AC9E78A7458B379E78294C65FFCCF53DE1DE1EEA1F6HFc1F
consultantplus://offline/ref=1EA1ECFF5CF5651254A3D59D60D81E621D38C5E9887458B379E78294C65FFCCF53DE1DE1EEA1F6HFc7F
consultantplus://offline/ref=1EA1ECFF5CF5651254A3D59D60D81E621E3DCFED8E7A05B971BE8E96C1H5c0F
consultantplus://offline/ref=1EA1ECFF5CF5651254A3D59D60D81E621E3DCFED8E7A05B971BE8E96C1H5c0F
consultantplus://offline/ref=1EA1ECFF5CF5651254A3D59D60D81E621B3AC9E78A7458B379E78294C65FFCCF53DE1DE1EEA1F6HFc1F
consultantplus://offline/ref=1EA1ECFF5CF5651254A3D59D60D81E621E3DC8E6887A05B971BE8E96C1H5c0F
consultantplus://offline/ref=1EA1ECFF5CF5651254A3D59D60D81E621E3DC8E6887A05B971BE8E96C150A3D8549711E0EEA1F7F7HCc1F
consultantplus://offline/ref=1EA1ECFF5CF5651254A3D59D60D81E621B3AC9E78A7458B379E78294C65FFCCF53DE1DE1EEA1F6HFc1F

6.1aHKa NpuKasa.

1.5. Mpn pa3paboTke aBTOMATM3MPOBAHHbLIX CUCTEM JAOKYMEHTaumoHHoro obecneyeHus
ynpasneHusa (aBTOMaTU3MPOBAHHbIX CUCTEM AOKYMEHTUPOBAHWUS) UCNOIb30BaHMe nonoxeHui FOCT gnn
NPOEKTUPOBAHNA GOPM JOKYMEHTOB ABAAETCA 06583aTENIbHbIM.

1.6. Ncxoan 13 MameHeHut paga nonoxkeHmin B8 TOCT u 3agay ero BHeapeHua MeTtoandeckue
peEKOMEHAALMN COCTOAT U3 CAEAYHOLLNX PA3LeNnoB:

Pasgen 1 "O6wme nonoxeHnsa" cogepKUT onmcaHme 061acTn npumeHeHua n HasHadeHusa FOCT.

Paspen 2 "TepmuHonorua" copep:ut onpegeneHua OCHOBHbIX TEPMMHOB, MCMO/Ib3yeMbIX B
OOKYMEHTaLMOHHOM obecneyeHnn ynpasBaeHums.

Paszgen 3 "OdopmneHune cTaHAAPTHbLIX PEKBUIUTOB AOKYMEHTOB" KOHKpPETU3MpyeT TpeboBaHUsA
HACTOALLEro CTaHAapTa K 0GOPM/IEHMIO PEKBU3UTOB AOKYMEHTOB.

Pasgen 4 "MoAroToBKa TEKCTOB AOKYMEHTOB" COAEPXKMT PEKOMEHZALMU MO CopeprKaTesibHOM
YyacTu JOKyMeHTa, obecneymBatoLLmMe KPATKOCTb U ACHOCTb U3/10XKEHWUSA YNPaB/eHYECKOro AEeNCTBUA.

Pasgen 5 "PaspaboTKka cTaHAApTHbIX 6/1aHKOB" ycTaHaBAMBAET NOPAAOK MNOATOTOBKU Pa3/IMYHbIX
CTaHAapTHbIX 61aHKOB Ha ocHoBe TpeboBaHui OCT.

Paspen 6 "U3rotoBneHne AOKYMEHTOB" pPa3bACHAET NONOXKEHMA NO NOATOTOBKE LOKYMEHTOB Npu
NMOMOLLM CPEACTB BbIMUCAUTENbHOM TEXHWUKM.

Pasgen 7 "Wcnonb3oBaHuWe OTTUCKA neyaTtm npu odpOpmMIEHUM LOKYMEHTOB" COOEPHKUT
pekoMeHAaLMn No NPOCTaBNEHMIO OTTUCKOB NeYvaTen.

Pasgen 8 "OdopmneHne AOKYMEHTOB, MepenaBaemMbiXx MO KaHa/faM 3/71eKTPOCBA3N" copeprKuT
OCHOBHble TpeboBaHMA K [AOKYMEHTAM, OTNPaBASEMbIM MO KaHanam (aKCMMUIBHON CBsA3M,
3/IEKTPOHHOM MOMTbI.

Pasgen 9 "OpraHmsaumsa BHeApeHMA CTaHAApTa" coAepXKUT pekomeHaauuun, obecrneymsatolme
npmumeHeHne FOCT B COOTBETCTBUM C YCTAaHOBNIEHHbIMU TpeboBaHMAMM CTaHAAPTA.

Pasgen 10 "KoHTposnb 3a cobntogeHrem npasun opopmaeHUa AOKYMEHTOB U OTBETCTBEHHOCTb 33
HapyuweHue TpeboBaHuin TOCT" onpeaenser mepbl BO3AENCTBUA K IOPUANYECKMM NMLAM, AONYCTUBLLMM
HapyLlleHus TpeboBaHWn (NONOKEHW, NpaBuA), ycTaHoBAEeHHbIX TOCT.

1.7. B npuaoxKeHuAx pAaHbl: 06pasubl 61aHKOB AOKYMEHTOB, MOAMOTOBAEHHbLIX C Y4YETOM
TpeboBaHuit [OCT; nepeyeHb CUCTEM AOKYMEHTauuu, BxogAwmx B OKY[; npumepHbIt nepedeHb
OOKYMEHTOB, NOA/IeXKalMX YTBEPKAEHNIO; MPUMEPHBIN NepeyeHb AOKYMEHTOB, Ha KOTOPbIX CTaBUTCA
OTTUCK neyatn; [paBuna nNOArOTOBKM HOPMATMBHbLIX MPaBOBbIX aKTOB deaepanbHbIX OPraHoB
WCNONIHUTENbHOM BAIACTM U UX FOCYAAPCTBEHHOW perucrtpaumm (yTBeprkaeHbl [locTaHOBAEHMEM
Mpasutenbctea Poccuitickont ®Pepepaummn ot 13 asrycta 1997 r. N 1009 B pea. lNoctaHoBAEHMM
Mpasutenbctsa Poccuiickon Pepepaunm ot 11.12.1997 N 1538, o1 06.11.1998 N 1304, ot 11.02.1999 N
154, o1 30.09.2002 N 715, ot 07.07.2006 N 418).

1.8. MeToauyeckme peKOMeHZauMn COOTBETCTBYIOT nosoxeHuam PeapepanbHoro 3akoHa "O
TEXHUYECKOM peryampoBaHun" oT 27 aekabpa 2002 r. N 184-®3, HOpMATUBHLBIM U METOANYECKUM
OOKyMeHTaM B 061aCTH AeN0NPON3BOACTBA M APXMBHOTO Aena.

1.9. MeTtoanyeckme pekoMeHOAUMN YUYUTbIBAKOT HEKOTOpble MOMIOKEHUA MEXKAYHAPOOHbIX
CTaHAAPTOB B 061aCTV AOKYMEHTUPOBAHMA YNPABIEHYECKOM AEATENbHOCTH.

2. TepmunHonorma

B MeTtoanyecknx pekomeHZaLMAX UCMOJMb3yHOTCA Caenylolmne OCHOBHble MOHATUA U TEPMUHbI
<*>:

<*> TepmuHosIOrMA npeumyliecTtBeHHo cooTBeTcTByer [OCT P 51141-98. B cnyyasax
NCNO/Ib30BaHMUA TEPMMUHOB, BKJ/IIOYEHHbIX B MHble HOPMATMBHbIE MPABOBble aKTbl, WAW BHeCeHwuA
U3MEHEHWI B UMetoLLMecs onpeaeneHns B TEKCTE AAeTCA COOTBETCTBYIOLLAA CCbIKA.

6/1aHK OOKyMeHTa - Habop pekBUsWMTOB, WAEHTUOMUMPYIOWMX aBTopa odULMANbHOIO
NMUCbMEHHOTO AOKYMEHTa;

Aata - dopma 3anMcu BO BCeX AOKYMeHTaX, OUKCUPYIOWAA 4YMCAOBOE BbIpaXKEHME MOMEHTa
cobbITUA (3M0OXM) B COOTBETCTBMM C YCTAHOBAEHHbLIMW ANA AAHHOTO KajeHAaps npasBuaamu. 3anucb
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COCTOUT U3 NMOPSAKOBOrO HOMeEpPA TEKYLLEero roga oT Hayasna NeTOMCYMCAEeHUs, NOpPALKOBOro Homepa
TEKyLlero mecsila M NOpPAJKOBOro HOMepa TeKylWwux OT Hayana mecsaua cytok (no FOCT 8.567-99
"MerKrocygapcTBeHHbIN cTaHAapT. [ocyaapcTBeHHas cuctema obecneyeHua eauHCTBA M3MepPeHUN.
N3mepeHna BpeMeHn M YacToTbl. TepMnHbl M onpeaeneHna');

JaTa (oouuManbHOro) AOKYMEHTa - PEeKBM3UT OOGULMANBbHOIO [OKYMEHTa, COoAeprKalyuii
YKa3aHHOe Ha [AOKyMeHTe BpemMA ero co34aHusa W/MAM MNOAMMCAHWUA, YTBEPXKAEHWA, MPUHATUA,
cornacoBaHus, onybanMKoBaHuUs;

OOKYMEHT, AOKYMEHTUPOBAHHaA MHGOPMAUMA - 3adpUKCMPOBAHHAA HA MaTePUAIbHOM HocuTene
MHGOPMAUMA C PEKBM3UTAMM, MO3BONAOLWMMU €€ UAEHTUDULMPOBATD;

OOKYMEHT 3N1EKTPOHHbIA - AOKYMEHT, B KOTOPOM WMHPOPMALMA NpeacTaBieHa B 3/1E€KTPOHHO-
umodposoit popme (PeaepanbHbi 3aKoH oT 10 sHBapa 2002 r. N 1-03 "O6 aneKTpoHHOM UMdpPOBOI
noanuncun');

AOKYMEHT OpraHW3aLMOHHO-PacnopAaUTENbHbIA - BUA NMUCbMEHHOIO AOKYMEHTA, B KOTOPOM
OUKCHPYIOT pelleHne aAMMHUCTPATUBHBIX W OPraHW3aUMOHHbIX BOMPOCOB, a TaKXe BOMPOCOB
ynpaBneHusa, B3aUMOLENCTBUA, obecneyeHua W pPeryanpoBaHMA AeATeNbHOCTM OpPraHoB B/ACTW,
yuperKaeHUIM, NnpegnpuaTUin, opraHm3aumii, ux NoAPasaAeNeHNn U JOMKHOCTHbIX /IULL;

AOKYMEHT NOA/IMHHBIN - JOKYMEHT, cBeAeHMA 06 aBTOpe, BPEMEHU U MeCTe CO343aHMA KOTOPOro,
cogeprkalmeca B CaMoM AOKYMEHTE WM BbIAB/IEHHbIE MHbIM MyTEM, MOATBEPKAAIOT LOCTOBEPHOCTb
€ro NPOUCXOXKAEHUS;

AOKYMEHTMpPOBaHME - 3anncb MHGOPMALMM HA Pas3IMYHbIX HOCUTENAX MO YCTAHOBJEHHbIM
npasunam;

KOMMA [OKYMEHTa - [AOKYMEHT, MOJIHOCTblO BOCNPOM3BOAAWMI MHPOPMALMIO NOAJMHHOMO
OOKYMEHTa 1 BCe ero BHELHME NPU3HAKM UM YacTb UX, HE UMEIOLLNI I0PULNYECKON CUbI;

obopMmsieHME [OOKYMEHTa - MpOCTaB/NeHWEe HeobXOAMMbBIX PEKBU3UTOB, YCTaHOBAEHHbIX
npaBuaamMmm JOKYMEHTUPOBAHUSA;
NoANUCb - PEKBU3UT [AOKYMEHTa, npeacTaBasowmin coboit cobCTBEHHOPYYHYHO POCMKUCH

OOMNKHOCTHOO NNL3;

TOBapHbIA 3HAK (3HAK obcnyXuBaHUA) - 0b6O3HAYeHMUs, cayKalme ANA WHOUMBWMAYaANM3aLMU
TOBApPOB, BbIMO/MIHAEMbIX PabOT WM OKasbiBaeMblX YCAYr (Janee - TOBApOB) HOPUOMYECKUX WU
dusmnueckmx auu (3akoH Poccuiickon ®depepaumm ot 23.09.1992 N 3520-1 ¢ uU3MeHeHUAMM,
BHeceHHbIMM PeaepanbHbiM 3aKoHOM OT 24.12.2002 N 176-93);

ambnema - CUMBOANYECKOE N30bparkeHne Kakoro-nMbo NoHATUSA;

lopManYecKkas cuna AOKYMEHTa - CBOWCTBO odUUMANbLHOrO [AOKYMEHTa, coobuaemoe emy
OENCTBYIOLMM 3aKOHOAATENbCTBOM, KOMMETEeHUMEN U34aBLIEro €ero opraHa W YCTaHOB/EHHbLIM
nopsakom opopmaeHus.

3. OdopmneHune cTaHAAPTHbIX PEKBU3UTOB AOKYMEHTOB

Mpu nogrotoBke M oPOPMNEHUU AOKYMEHTOB MCMNONb3YIOTCA PEKBU3UTbI OPraHU3aUMOHHO-
pacnopAauTeNbHbIX JOKYMEHTOB, COCTAaB KOTOPbIX NpeactasneH B FOCT.

3.1. locypapcTBeHHbI repb Poccuitckont ®epepaumm, repb cybvektoB Poccuitckolt deaepauumy,
ambaema opraHn3aumm, TOBapHbIN 3HAK, 3HAK 06CNyKuBaHUsA (pekBusunTbl 01; 02; 03).

FfocymapcTBeHHbI repb Poccuiickont ®epepaumm (pekBusmT 01) nomewatroT Ha 6HaaHKax
OOKYMEHTOB B COOTBETCTBUN C DesepasnbHbIM KOHCTUTYLIMOHHbIM 3akoHOM "O lNocygapctBeHHOM repbe
Poccuiickoii depepaumn” ot 25 pekabpa 2000 r. N 2-®K3 (c M3MEHEHUAMU, BHECEHHbIMM
denepanbHbIM KOHCTUTYLMOHHbIM 3aKOHOM OT 9 utons 2002 r. N 2-PK3).

B cooTtBeTcTBMM € 3TMM 3aKoHOM BocnpoussBegeHue locygapctBeHHoro repba Poccuiickoin
depepaunn B MHOrOLBETHOM BapMaHTe NomelLaeTcsa Ha 6iaHKax:

denepanbHbIX KOHCTUTYLMOHHBIX 3aKOHOB U peaepasibHbIX 3aKOHOB;

YKa30B 1 pacnopaxeHuit MNpesnaeHta Poccuiickon deaepauum;

noctaHosneHnin Coseta Peaepaunm PegepanbHoro CobpaHus Poccuinickonn Pepepaunu;

nocraHosneHui MocygapcreeHHon Aymbl PeaepanbHoro CobpaHua Poccuiickon deaepauuu;

NoCTaHOB/EHUI M pacnopsaKeHu MpaButenbcTea Poccuitickoit Penepaunu;

pelueHuit KoHcTUTyumoHHoro cyaa Poccuiickon deaepaunu;
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pelweHnit BepxosHoro cyaa Poccuitckon ®egepauymm;

pelweHnin Boicwero apbutpaskHoro cyaa Poccuinckon Pepepaunu;

Mpe3suaeHTa Poccuiickoin Pepepaumnu;

Coseta Pepepaummn GegepanbHoro CobpaHua Poccuiickon Peaepaumm;

locynapcteeHHoM ymbl PepepanbHoro cobpaHuns Poccminickon degepaumm;

MpasutenbcTBa Poccuitckoit Pepepaunu;

KoHcTuTyumoHHoro cyaa Poccuiickoit Peaepaumu;

BepxoBHoro cyaa Poccuitckon ®egepaunm;

Bbicwero apbutpaxkHoro cyaa Poccuiickoit Pepepaunu.

lfocynapctBeHHbI repb Poccuitckon degepauum B OAHOLBETHOM BapuaHTe MNOMELLAEeTCs Ha
6naHKax:

AamuHunctpaunu MNpesngeHTta Poccuiickon deaepaunu;

NONHOMOYHbIX NpeacTaButenei MpesmaeHTta Poccuiickoit Pegepaunn B peaepanbHbIX OKpyrax;

depepanbHbIX OPraHOB UCNONHUTEIbHOM BNaACTy;

leHepanbHOM NpoKypaTypbl Poccuinckoit Pepepaunu;

YNo/IHOMOYEHHOrO Mo npaBam Yenoseka B Poccuiickon deaepaunu;

CuyeTHoM nanatbl Poccuiickon depepaunu;

LeHTpanbHoM M3bupaTenbHo Komuccmum Poccuiickon deaepaunu;

LeHTpanbHoro 6aHka Poccuitickoit Pepepaunn.

OpHouBeTHbI BapuaHT MocygapcTBeHHoro repba Poccuiickont Pepepaunn 6e3 repanbanyeckoro
LWKMTa NnomelaeTca Ha b1aHKax:

Me»KBeAOMCTBEHHOMW KOMMUCCMM NO 3aLUUTE FOCYAaPCTBEHHOM TalHbI;

OpraHoB, OpraHM3auuin n yupexkaeHui npm MNpesnaeHte Poccuiickoi Peagepaunu;

OpraHoOB, OpraHM3aumin n yupexkaeHui npm MNpasutensctee Poccuitickot Peaepauny;

denepanbHbIX CYA0B;

OpraHoB NpoKypaTypbl Poccuitckon ®egepauum;

ONNNOMATUYECKMX MNPeACcTaBUTENbCTB, KOHCY/IbCKMX  YUYPEXKOAEHUA U UHbIX  OPUUMANBHbBIX
npeactaBmTenscTs Poccuinickont depepaunm 3a npegenamm Poccuinckonn degepaumm.

lepb cybbekta Poccuitckoit depepauumn (peksmsnt 02) nomellatoT Ha BnaHKax AOKYMEHTOB B
COOTBETCTBUM C NPABOBbIMM aKTamMu cy6bekToB Poccuinckoit Pepepaumm.

Hanpumep:

lopoa MocKBa KaKk cybbeKT Poccuiickon deaepaunn nmeet cBoi repb, MCNosb3oBaHUE KOTOPOTo
pernameHTupyetca 3akoHom ropoga Mocksbl oT 20 aHBapa 1999 r. N 3 "O MOCKOBCKOM ropofckom
CUMBO/IMKE" U APYrMMW HOPMaTMBHbIMW MPABOBbIMM aKTaMM, B COOTBETCTBUMM C KOTOPbIMMU
ncnosb3oBaHMe n3obparkeHus repba ropoaa Mockebl Ha 6/1aHKax AOKYMEHTOB A0MNYyCKaeTcs:

OopraHamm UCNOJIHUTENbHOW BNACTU ropoaa, B TOM YMC/e ABOMHOro NOAYNHEHUS;

OKPYKHbIMM yNpaBaeHUAMM (OTAENEHNSMM) OPraHOB UCNONHUTENbHOMN BNaCTU ropoaa;

PaMoHHbIMU YNPaBNEHUAMM OPraHOB UCMONHUTENIbHOW BNacTU ropoaa;

OopraHamm BNacCTU palioHa - paMoHHOW ynpasou;

npeacTaBUTENbCTBAMUM OPraHOB UCMOJIHUTEIbHOW BacTU ropoja;

KOMMUCCUAMMK, COBETaMM W  Apyrumu paboummm opraHamu, cosgaHHbiMK [paBUTENbCTBOM
MOCKBbI, @ TaK}Xe KOMUCCUAMMU U UHBIMWU Paboymmm opraHamm, co3gaHHbimm Mapom MoCKBbI.

Ha 6naHKax myHuUMnanbHoOro obpasoBaHMA (rOpPOACKOro, CeMbCKOro MOCENEHUS, HECKONbKUX
noceneHui, ob6begUHEHHbIX 0bLEN TePPUTOPUEN, YaCcTU NOCENEHMUA, UHOW HaceNeHHOW TeppUTOpUK), B
npegenax KOTOPOro OCYLLECTBAAETCA MEeCTHOe CaMoynpaBieHWe, MNpu HaAMYUKM  MYHUUMNAAbHOM
COBCTBEHHOCTM, MeCTHOro 6OtogxeTa W BbIOOPHbIX OPraHOB MECTHOrO CamMOYMpPaBNEeHUA MOMKeT
nsobpakatbca repb (repbosan ambaema) sToro ob6pasoBaHuUA.

lepb (repboBan ambaema MmyHMUMNANbHOTO 06pa3oBaHUA) pasmeLlaeTca Ha 61aHKaxX A4OKYMEHTOB
OpraHoB NpeacTaBUTE/IbHON U UCNONHUTE/IbHON BAACTU 3TUX 06Pa3oBaHUI B COOTBETCTBMU C YCTaBamM
N UHBIMW HOPMATUBHbIMW MPaBOBbLIMWU aKTaMW OPraHOB MECTHOro caMmoynpaB/iieHMa (NPenmMyLLLECTBEHHO
Ha 61aHKax HOPMaTUBHbIX NPaBOBbIX aKTOB, MMUCEM U Ap.).

dmbnema opraHmMsaLMmM UM TOBapPHbIN 3HaK (3HaK obcayKumBaHua) (peksnusnt 03) NomMmeLlatoT Ha
61aHKax AOKYMEHTOB OpraHu3aluMii B COOTBETCTBUUM € 3aKoHOM Poccuiickoit deaepauum "O ToBapHbIX
3HaKax, 3HaKax 0b6CNyKMBaHUA U HAaMMEHOBAHNSA MECT NPOUCXOXKAeHUA ToBapoB" oT 23 ceHTAbpsa 1992
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r. N 3520 (c uameHeHUAMM, BHeCEHHbIMU DeaepanbHbIM 3aKOHOM OT 24 aekabpa 2002 r. N 176-d3).

3aperucTpmMpoBaHHOE COMMAacHO YCTaHOBAEHHOMY MOPAAKY M306paxkeHne ambiembl NMomeLlatoT
Ha 6/1aHKax OpraHM3aunii B COOTBETCTBMU C yUpeanTeNbHbIMU AOKYMEHTaMM (YCTaBOM, NONOXKEHNEM 06
opraHusauun).

N306parkeHne ambaembl, TOBAPHOro 3HaKa MOXKEeT NOMeL,aTbCA Ha 61aHKax nMcem, HOPMaTUBHbIX
NpPaBoOBbIX 4OKYMEHTaX, Ha 61aHKax CTPOroi OTYETHOCTH.

dmbnemy W TOBApPHbI 3HAK He BOCMPOM3BOAAT Ha 6/1aHKe, €c/iM Ha Hem MoMeLlleH
lFocypapctBeHHbIN repb Poccuinickon Pepepaunn, repb cybbekta Poccuiickonn ®Pegepauum munm repb
MyHULUMNanbHOro 06pasoBaHms.

3.2. Kog opraHusauuun (peksusut 04) npocrtasnawT no Obuwepoccuinckomy Knaccupukatopy
npeanpuaTuii u opraHmnsaymii (OKMO).

B 61aHKax 4OKYMEHTOB KOZ, OpraHM3aLmMm BKAKOYAIOT B COCTAB CNPaBOYHbIX AaHHbIX.

Kopg, opraHusaumm - aBTopa fOKYMEHTA (aBTOP AOKYMEHTa - U3MUECKOe UM OpUANYECKOE LD,
Co3/aBllee AOKYMEHT) CAYXWUT ANA YCKOPEHMA nepefavm AOKYMEHTUPOBaHHOM uHdOpMmaLuu Mo
KaHaslaM 3N1EKTPOHHOM CBA3M WM COKPALLEHMA KOJIMYECTBA BO3MOMHbIX OWMOOK, BO3HMKAOLWMX Npu
nepegaye A/IMHHbLIX U CAOXKHO BOCMPUHUMAEMBIX Ha3BaHWW opraHM3aumii. Kog ABnsetcs anemeHToOm
3NEKTPOHHON NAEHTUDUKALMN LOKYMEHTA.

OCHOBHOW roCyAapCTBEHHDbIN PerncTpaunoHHbii Homep (OFPH) topugmyeckoro nmua (peksmsut
05) npocTaBnAOT Ha OCHOBAaHUW AOKYMEHTOB, BblAaBaeMbIX HAJIOrOBbIMM OPraHaMu B COOTBETCTBUM CO
CBMAETENBCTBOM O FOCYAAPCTBEHHOW PErUCTPALMM IOPUANYECKUX UL,

KoHcynbTaHTlAOC: NnpyMmeyaHme.
B oduumanbHom TeKcTe [OKYMeHTa, BMAMMO, AonyuieHa oneyaTka: [ocTtaHoBneHue
Mpasutenbctea PP N 438 nspgaHo 19.06.2002, a He 16.06.2002.

OlPH npocTaBnsieTca B 6/1aHKax AOKYMEHTOB, B COCTaBE CMPaBOYHbIX AaHHbIX 06 opraHusauumm,
HapAagy C ee HaumeHoBaHWem B cooTBeTcTBMM C [locTaHoBneHvem [paBuTenbctsa Poccuiickoin
depepaunn "O EAMHOM rocyapcTBEHHOM peecTpe topuaudeckmx amu" ot 16 utoHa 2002 r. N 438.

OlPH o6s3aTtenbHO npocTaBaseTcA B 6/1aHKax NUcem, B TOM YMCae HaNpPaBAsSEMbIX B Has0roBsble
OpraHbl UM OpraHbl CTAaTUCTUKM.

NOoeHTUPMKAUMOHHBIM  HOMep HasoronnaTenblmKa/Koa nNpuyMHbl  NMOCTAaHOBKM Ha  yyeT
(MHH/KNN) (peksn3nT 06) NPOCTaBAAIOT B COOTBETCTBMM C AOKYMEHTaMM, BblAaBaeMbiMM HANOTOBbIMU
opraHamu. MaeHTUMKAUNOHHBIM HOMEpP BXOAMUT B COCTaB CMPaBOYHbIX AAaHHbIX 06 OpraHu3auumn Hapsaay
c Kogom no OKIO n OrPH.

3.3. Koa dopmbl goKkymeHTa (peksusut 07) npoctasaatoT no O6uLepoccMiickomy KnaccupurkaTopy
ynpaBneH4yecKoln gokymeHTaumm (OKY).

Koz popmbl LOKYMEHTA CAYKUT 418 YCKOPEHMA nepesadyn OKYMEHTUPOBAHHOM MHGOPMALLMK NO
KaHa/laM 31eKTPOHHON CBA3M M COKPALLEHMA KOJIMYECTBa BO3MOMKHbIX OLUMOOK M ABNAETCA 3/IEMEHTOM
MOEHTUOMKALMM  OOKYMEHTA, a TaKXe OAHMM U3 CPeAcTB  AOCTUXKEHMA UMHPOpPMaLMOHHON
COBMECTMMOCTM AOKYMEHTALNOHHBIX CUCTEM.

Koz dopmbl OKyMeHTa NPOCTaBAAETCA NPU MCNOIb30BaHMM B OPraHM3aumm YHUOULMPOBAHHbIX
dopm foKyMeHTOB, BKAOYeHHbIX B OKY/[]. Ha 61aHKax nucem, MHCTPYKLUMI, CNPaBOK, 3aABAEHUI U T.M.
KoZa Gopmbl He NPOCTaBAsAETCA.

B OKY/[, npeactaBneHbl HaMMeHOBaHWA W KOAOBble 0603Ha4YeHMA YHUOULMPOBAHHLIX Gopm
OOKYMEHTOB, BXOAALLMX B C/leaytolime YHUDULMPOBAHHbIE CUCTEMBI AOKYMeHTauuu (YCLA):

OpPraHM3aLMOHHO-PaCNoOPALUTENbHOM AOKYMEHTALMM;

6aHKOBCKOM AOKYMEHTaLMK;

NepPBUYHON YHETHON AOKYMEHTaLNUN;

$GMHAHCOBOW, YY4ETHON W OTYETHOM OYXranTepPCKOM AOKYMEHTAUUWU OHOOKETHbIX YYpeKaeHun m
opraHu3auui;

OTYETHO-CTAaTUCTUYECKOM AOKYMEHTALLNM;

YYETHOM U OTYETHOM BYXranTepcKom AOKYMEHTALUN NPeanpuaTui;

OOKyMeHTauuu no Tpyay;

HOKyMeHTaumm MNeHcmoHHoro ¢oHAaa Poccuiickont depepaumy;

BHELLUHETOProBOM AOKYMEHTALMM.
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3.4. HaumeHoBaHWe opraHmsaumm (pexksusut 08), aBaalOLENCA aBTOPOM [OKYMEHTA, AOJIKHO
COOTBETCTBOBATb HAaMMEHOBAHMIO, 3aKPENJIEHHOMY B ee ydpeanTenbHblX AOKYMeHTax. OpraHusauma
OO/KHA MMETb MOJIHOE U MOXKEeT MMEeTb COKpPAWEeHHOe HAaMMEHOBaHME Ha PYCCKOM fA3blKe, Ha
rocyaapcTBeHHOM f3blke cybbekTa Poccuitckon ®Pepepaumn. OpraHM3auna MOMKET UMETb TaKxKe
HaMMeHOBaHMe Ha MHOCTPAHHOM A3bIKe.

ABTOPOM [AOKyMeHTa MOryT ObiTb oOpraHusaumsa, ¢wuanan, NpencTaBUTENbCTBO, CTPYKTYpHOE
noapasgeneHne opraHusaummn, AOJIKHOCTHoe Anuo wu ap. WUx obo3HayeHue BXoAUT B COCTaB
HaMMEeHOBAHMA OpPraHM3aLmK - aBTOPA AOKYMEHTA.

HanmeHoBaHMA opraHM3aumii cybbektoB Poccuiickon @Pegepauuu, uUMerOWMx Hapsgy c
rocyaapcTBeHHbIM A3blKom Poccuiickoit depepaumm (pycCKMM) rocyAapcTBEHHbIW fA3blK CyObeKkToB
Poccuitickolt  depepaumm, neyaTaloT Ha ABYX A3blKax: [OCYyAApCTBEHHOM W HaLMOHAaNbHOM.
HanmeHoBaHMe opraHn3aLUmMmn Ha rocy4apcTBeHHOM si3blke cybbekTa Poccuinckon ®egepaumm nam nHom
A3bIKE PeKOMeHAyeTca pacnosaraTb HUXKE UK CNpaBa OT HAMMEHOBAHMUS Ha PYCCKOM f3blKe (Ha 04HOM
YPOBHE), ec/i1 B HOPMATUBHbIX aKTax cybbekToB Poccuiickoit Pegepaunn He yCTaHOBAEH MHOM NOPSAAOK.

CoKpalleHHOe HanmeHOBaHWe OpraHu3aumMu NPUBOSAT B TeX C/Ay4adAX, €CAM OHO 3aKpenneHo B
yypeguTenbHbIX AOKYMEHTax opraHusaumn. CoKpaleHHoe HaumeHoBaHWe (B CKOOKax) Ha 6naHke
NOMELLAOT HUXKE NOJIHOFO MU 33 HUM.

HavmeHoBaHMeE Ha MHOCTPAHHOM A3blKe BOCMPOM3BOAAT B TEX C/AyYanaX, KOr4a OHO 3aKpenaeHo B
yypeanTenbHbIX AOKYMEHTax OpraHuMsauMun, M pacnonaraloT HUXKE HAaMMEHOBAHMA Ha PYCCKOM A3blKe
WAn cnpasa.

HanmeHoBaHne duanana, TEpPUTOPUANBHOIO OTAENEHUA, NPeACcTaBUTEIbCTBA YKa3blBalOT B TOM
C/lydae, ecnm OHO ABNIAETCA aBTOPOM AOKYMEHTA, M PAcnonaratoT HUXKE HaMMeHOBAHUA OpraHmM3aunm.

Ecnv 4OKYMEHT NoAroTaBAnMBaeTCca COBMECTHO ABYMA 1 6onee opraHM3aunsamm, TO HAMMEHOBaHUA
opraHmMsauuit cnegyeT nedvaTaTb Ha 4YMCTOM AaucTe bymarn. [pu cucTemaTUYeckol NoAroToBKe
COBMECTHbIX [AOKYMEHTOB A/ HUX MOMKET M3roTaB/iMBaTbcA OnaHK. HavmeHoBaHMA opraHusauui
OAHOrO YPOBHA pacnoJjiaraloT Ha OAHOM YpoBHe. HammeHOBaHMA OpraHM3aUWi PasHOro YpPOBHSA
pacnonaratoT 4pyr Ha4 4PYyrom.

3.5. CnpaBoyYHble AaHHble 06 opraHusaumn (peksmsut 09) coaepkaT cBeaeHUs, Heobxoaumble
npuM MHPOPMALIMOHHbIX KOHTaKTax. Hanbonbluee KOAMYECTBO CMPaBOYHbIX AAHHbIX pacrnosiaraeTca Ha
6/1aHKe nMcbma.

CnpaBoYyHble gaHHble 06 opraHnsauMm B 61aHKE NMCbMa BKAOYAIOT: NMOYTOBbIN MW IOPUANYECKUTA
agpec; MecTo HaxoXaeHus; Homepa TenedpoHos; Koa no OKMO; kog no OKY/; Homepa Tenedakcos,
cyetoB B H6aHKe, OTPH, naeHTndmKaumMoHHbIN Homep MHH/KMNM; aapec sneKTPOHHOW NouThl M Apyrue
CBeZleHMA Mo YCMOTPEHUIO oOpraHuMsauuu. [nA ocTanbHbIX AOKYMEHTOB 06A3aTe/bHbIM SBAAETCA
YKa3aHWe HaceNeHHOro NyHKTa, B KOTOPOM Haxo4MTCA OpraHM3aLma.

Afpec opraHusauum nULeTca B COOTBETCTBUMM C AelcTByOWMMK [MpaBuaamm OKasaHua ycayr
NOYTOBOM CBA3MU:

yn. MNpodcotoszHasn, 82, Mocksa, 117393.

3.6. HaumeHoBaHMe BMAa AOKYMeHTa (pekBumsuT 10), cOCTaBNEHHOro OpraHu3auuen, AOJIKHO
6biTb OnpeaeneHo ycTaBoMm (nosiokeHnem o6 opraHM3auMm) U OO/MKHO  COOTBETCTBOBATbL
HaMMeHOBaHMAM BUAOB AOKYMEHTOB, npegycmoTpeHHbim OKY[ (knacc 0200000): akKT, crpaBka,
3anucKka, CBOAKA, OT3blB, MPOTOKOA, CMWUCOK, M3BeWeHuMe u pap. PacnopagutenbHble AOKYMEHTHI
OpraHM3aunn U3JaTCA CO CNeAyrLWMMU Ha3BaHUAMMU: MPUKa3, MOCTAaHOBAEHME, PACMOpPAXKEHUe,
peweHue. B nMcbme HaMeHOBaHMe BUAA AOKYMEHTA HE yKa3blBaeTcA.

3.7. Natoli poKymeHTa (pekBumsuT 11) npenmmyLLecTBEHHO ABASETCA AaTa ero MoAnucaHua uam
YTBEPXKAEHUA, ANA NPOTOKONA - AaTa 3acedaHns (NPUHATUA peLleHns), A8 aKTa - AaTa CObbITUS.

[JOKyMeHTbI, U34aHHble ABYMA UM 6onee opraHM3auMAMK, OOKHbI UMETb OAHY (eAnHYt0) AaTy,
KOTopas CoOOTBeTCTBYyeT Hanbonee no3aHen AaTe NOANUCAHUA.

[aTy npocTaBAdeT AOAKHOCTHOE AWML, NOANUCHIBAlOWEE [AOKYMEHT, HENnocpeaCTBEHHO MNpwu
noanucaHuu. Mpu NOAroToBKe NPOEKTa AOKYMEHTa nevyataeTca ToNbKO 0603HaYeHne mecsua u roaa, a
4YMCNO NPOCTABNAETCA HENOCPEACTBEHHO NPU NOANUCAHUN.

[aTa npoToKoNa, aKTa nevyaTaeTcs Ha AOKYMEHTE Npu ero noAroToBKE, M YCTaHAB/IMBAETCA CPOK
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M3roTOB/AEHNA NPOEKTa NPOTOKO/1a, aKTa ANs NoANMcaHuA.

YcTaHOBNEHb! ABa cnocoba NpocTaBaeHus Aathbl: LdpoBOi U cnoBeCHO-LUbPOBOA.

Mpu ymdpoBom cnocobe aeHb mecsua u mecay, odopmMAsOT ABYMS napamu apabckux unodp,
pasgeneHHbIMM TOYKOM; rof - YeTbipbMsi apabckmumm undpamu.

Hanpumep, aaty 25 utoHs 2005 r. cnegyet opopmnaTtb: 25.06.2005.

Mpu cnosecHo-uMdpoBom cnocobe NpocTaBAeHMA AaTbl A€Hb MecALUa NUWeTcA AByma undpamm,
mecsL, - bByKkBamMu, rog, - YeTblipbma LUmdpamm.

Hanpumep, 05 mtoHa 2004 r. MpocTaBaaTb HOMb B 0603HAYE€HMU AHA MecALa, €C/IU OH COAEPHKUT
O4HY unopy, - 06a3aTenbHoO.

Mpw nogrotoBke 0cob0 BaxKHbIX 4OKYMEHTOB BCE 3/IEMEHTbI A4aTbl NULLYTCA ByKBaMMU.

CtaHOapT npeaycmaTtpuBaeT U Apyrve cnocobbl AaTUPOBaHMSA, HaNpUMep: rogd, Mecsl, YMcno
(2003.07.07). Oewcreytowmiti FOCT aonycKkaeT TakKe AaTUPOBAHUE B COOTBETCTBUMN C MEXKAYHAPOAHbIMU
CTaHZApPTaMM.

MecTo npocTaBneHuA AaTbl Ha OKYMEHTE 3aBMCUT OT MUCMO/Ib3yeMOro 61aHKa U BUAA AOKYMEHTa.

Ecnn Ha 6i1aHKe OTMEeYeHO MEeCTO AS AaTbl, TO OHA Tam U cTaBuTca. Ecam mecto Ana Aatbl HUKaK
He OTMeYeHO, AaTa NPOCTAB/IAETCA HUXKE NognucH.

3.8. PerncrpaumoHHbIn HoMep AOKYMeHTa (peKBU3UT 12) coCTOUT U3 ero NopagKoBOro Homepa,
KOTOPbIA  MOXEeT AOMONHATbCA MO YCMOTPEHWUIO OpraHuMsauuMm OyKBeHHbIM 0603HayeHMEM
HaMMeHOBaHMA [AOKYMEHTa, AO/KHOCTM (Mam  damunmm) noAnucaBlUEro, MHAEKCOM Aena no
HOMeHKANaType aen, nHbopmaLumnen o KoOppecnoHAEHTE, UICNONHUTENAX U Ap.

Perncrpaunu nognexxar Bce CO34atoLULMeCa B OPraHU3aumMm AOKYMEHTbI U NOCTYNatoLme oT ApYrux
OpraHM3aunin n GuUsnyeckmx auL,. JLlokyMeHTbl PErMCTPUPYIOTCA AELEHTPANN30BAHHO. PerncTpaLnMoHHbIn
Homep ABAseTcA 06A3aTeNIbHbIM PEKBM3UTOM KaXKa0ro A0KYMEHTA.

Pernctpauma p[OKYMeEHTa 3aK/atodaeTcd B 3aMMCU HEOOXOAMMbIX CBEAEHW O [AOKYMeHTe B
perncTpaunoHHble ¢popmbl, MPUCBOEHMUM LOKYMEHTY COOTBETCTBYHOLLETO PEFMCTPALMOHHOIO HOMeEpa U
NPOCTaBAEHUMN ero HeNnocpPeaCTBEHHO Ha AOKYMEHTE.

Hannune Ha [OKYMEHTE perncrTpaLMoHHOrO HOMepa CBMAETE/IbCTBYET O TOM, YTO OH BKJ/IHOYEH B
MHGOPMALMOHHbIM MaccuB OpraHn3aLLmu.

PernctpaumMoHHbIl  HOMep AOKYMEHTa, COCTaB/AIEHHOrO COBMECTHO ABymA u  bonee
OpraHn3aLmMAMM, COCTOUT U3 PErMCTPALMOHHbBIX HOMEPOB AOKYMEHTa KaK4oM M3 3TUX OpPraHU3aumnin um
MOXKET NPOCTABNATLCA YEPE3 KOCYI0 YepTy B NOPAAKE YKa3aHUA aBTOPOB B AOKYMEHTE.

MecTo npocTaBNeHUs PEerncTpauymoHHOro HoMepa 3aBUCUMT OT UCMo/b3yeMoro 6naHka U Buaa
OOKYMeEHTa.

3.9. CcbinKa Ha PerucTpauMoHHbIA HOMEp M AaTy AOKYMeHTa (pekBusuT 13) BKAwo4yaeT B cebs
PerncTpaunoHHbIM HOMEpP U AaTy AOKYMEHTA, Ha KOTOPbIM A0/XKeH bbiTb AaH oTBeT. Ccbl/IKa Ha HoMmep
MCNONb3yeTcA NPEUMYLLECTBEHHO MNpUM OPOPMAEHUM MUCEM, KOTOpble SABAAIOTCA OTBETAMW Ha
NoCTYNMBLUMI 3anpoc (MMCbMO, 3aKkNtoYeHMe 1 T.n.). CBegeHUs B PEKBU3IUT NEPEHOCATCA C NOCTYNMBLLEro
OOKYMEHTa U COOTBETCTBYHOT PErMCTPaLMOHHOMY HOMEpPY U AaTe NOCTynNUBLLEro AOKYMEHTa.

Hanuune 3Toro pekBM3UTa WCKAOYAET HeobXxoAMMOCTb YNOMWHAHWA HoMepa W AaThbl
NOCTYNMBLLEro [OKYMEHTa B TEKCTe MUCbMA, YTO OCBODOOXAaeT TEKCT OT YMCTO BCMOMOraTesibHOM,
CNPaBOYHOMN MHPOPMaALMN.

3.10. MecTo cOCTaB/IeHUA UM U34aHUA AOKYMEHTA (peKkBu3nT 14) yKasbiBaloT B TOM C/ly4ae, eciu
3aTpyAHEHO ero onpegeneHune no peksmsmtam "HanmeHoBaHMe opraHusaummn” n "CnpaBoyHble AaHHble
06 opraHuzaumn". MecTo cocTaB/ieHuUs (Hanpumep, Ha3BaHWE HACe/NIeHHOro MyHKTa) YKasbiBaloT C
YY4E€TOM MPUHATOrO0 a4MMHUCTPATUBHO-TEPPUTOPMA/IBHOIO AENeHUs, OHO BK/OYaeT B ceba TO/NbKO
0b6LWenpUHATbIE COKPALLEHMS.

B nncbme mecTo ns3gaHma nomelaetca B pekeusuTe "CnpaBoyHble AaHHble 06 opraHusaumm'.

MecTo n3gaHuMA B OOKYMEHTE He YKa3blBaeTCA, €C/IM OHO BK/OYEHO B COCTAaB HAMMEHOBAHWA
opraHusaumm, Hanpumep: "MOCKOBCKUI roCyAapCTBEHHbIA YHUBEPCUMTET', HO YKasblBaeTcA, ecau
JOKYMEHT 6bla1 COCTaB/IeH B ApYrom MecTe.

Onsa 1opuanYecKoro Mua MecTtom M3AaHusa AOKYMEHTa MOXeT 6biTb MECTO ero HaxoXKAeHus,
KOTOpoe onpeaenseTcs MecToOM ero rocy4apCcTBeHHOM pernctpaunu (lopnamyecknin agpec).

B AdoKymeHTe, aBTOPOM KOTOPOro sBAAETCA uAMan opraHuM3aumm, YKasblBaeTca MEeCTo
HaXOXAEHUA NocNeaHero.
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3.11. B KayectBe Appecata (pekBum3uT 15) moryT ObiTb OpraHM3auUuM, UX CTPYKTYPHble
noapasaeneHna, 4OMKHOCTHbIE UAK dU3MYEeCKMe AnLa.

HanmeHoBaHWe opraHmMsaunmM U ee CTPYKTYPHOro noApasaeneHus yKasbiBaloT B MMEHUTENbHOM
nagexe.

Hanpumep, (3aecb 1 ganee B npumepax HaMMeHOBAHMA OpPraHM3auMi U UX CMPABOYHbIE AaHHble
ABNAOTCA YC/IOBHbIMM):

MuHOCT POcCcum
IenapramMeHT mMHOOPMATU3ALUMU
M HAYyUYHO-TEeXHUUEeCKOI'O obeclieueHus

[onKHOCTb M pamuanio MU, KOTOPOMY afPeCcoBaH AOKYMEHT, YKa3biBaloT B AaTe/IbHOM NagerKe,
€ro MHWLMabI YKa3blBatoTca nepes damuanen, Hanpumep:

T'eHepallbHOMY IOUPEKTOPY
OAQO "CepepHHE pPer'MOHH"
B.A. JlanyHUHY

nnun

AO "3OJIeKTPOLEHTPOMOHTAaxX"
T'naBHOMY OyxTaJyTepy
B.M. KoueToBy

Ecnv  AOKYMEHT OTNpPaBAAlOT B HECKO/IbKO OAHOPOAHbIX OpraHuM3auuii UAM B HECKOJIbKO
CTPYKTYPHbIX NOoApasaeneHnin 04HOM opraHM3aumm, TO UX cesyeT YKasbiBaTb 0606LWweHHO, Hanpumep:

AOMMHMCTPaALUMM ParoHOB
MockoOBCKOM obyacTu

JonycKaeTca UEHTPMPOBATb KaxKAyl CTPOKY pekBusuTa "Agpecat”’ No OTHOLWIEHUIO K Camol
OJIMHHOM CTPOKe, Hanpumep:

TJlaBHOMY pemakTopy
3maTesbCKOTO IoMa
"Menouagom"
H.B. CeMmmHON

[OKyMeHT He AONXKeH cogeprKaTb 6onee yeTblpex agpecaTtoB. Cnoso "Konua" nepes BTOPbLIM,
TPEeTbMM, YEeTBEepTbIM aApecaTamMmn He yKasbiBatoT. Mpu Bonbluem KoanyecTBe agpecaToB COCTaBAAOT
CMWCOK PacCbINKN AOKYMEHTA.

B coctaB pekBu3uTa "AgpecaTt" MOXKeT BXOAWTb MOYTOBbLIM adpec. INeMeHTbl NOYTOBOro aapeca
YKa3blBaloT B N0OC/e40BaTeNbHOCTH, YCTaHOBEHHOW MNpaBMaamm oKasaHUA yCayr NOYTOBOM CBA3M.

MouyToBbIM aapec MOXKET He MPOCTaBAATbCA Ha LOKYMEHTaX, HanpaBAfaeMblX NOCTOAHHbIM
KoppecnoHAeHTaM: B 3TOM C/lyyae B OpraHuM3aumm uUenecoobpasHo NPUMEHATb CMMCKM PACCbUIKUA U
KOHBEPTbI C 3apaHee HaneyaTaHHbIMK agpecamu.

B cooTtBeTCcTBUU C AelicTBYOWMMM [paBMaaMy yCTaHABAMBAETCA C/ieAyoWmni NOPAAOK HanncaHms
MOYTOBOrO aZpeca Ha AOKYMEHTaxX, KOHBEPTaxX U APYrMX NOYTOBbIX OTNPABAEHUSAX:

HaMMeHoBaHMe agpecaTa (HaMMeHOBaHWE OpraHU3auUUM - PUAUYECKOTO MLa UAN Gamunus,
MM$, OTYECTBO A/1A GUIUYECKMX NULL);

Ha3BaHMWe yAuLLbl, HOMep AO0Ma, HOMEpP KBapTUpbI;

Ha3BaHMe HaceNeHHOTro NyHKTa (ropoaa, Nocesika 1 T.n.);

Ha3BaHWe 061acTu, Kpas, aBTOHOMHOTO OKpyra (o61actu), pecnybauku;

CTpaHa (4N MeKAyHapOAHbIX MOYTOBbIX OTNPaBAEHUN);

NMoYTOBbIV MHAEKC.

B TaKoM ke nopsAaKe NpoM3BOAUTCA HaMMCaHMe aapeca OTNpaBMTeNA Ha KOHBepTe.

Mpu agpecoBaHUM MMCbMa B OpPraHM3aLMIO YKasblBalOT €e HaMMeHOBaHMe, 3aTeM MNOYTOBbIN
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ajpec, Hanpumep:

T'ocynmapCcTBeHHOE yuUpexIeHUe
BcepoccumMCkuil HaydHO-—
MCCJIENOBATEJILCKUM UHCTUTYT
IOOKYMEHTOBEIEHUS U apXUBHOT'O
nemna (BHUMIAL)

[IpodcowoszHasa ymn., n. 82,
Mockea, 117393

Mpy aapecoBaHWM [OKYMEHTA OUM3MYECKOMY /MLy YKasbiBaloT Gamuanio UM MHULMANDI
noJiyyaTtens, 3aTemM NoYTOBbIN agpec, Hanpumep:

ObpasuoBy O.II.

yn. Camoras, n. 5, xB. 12,
r. Jlunku, KupeerBCckum p-H,
Tynbckasg obs., 301264

3.12. Tpud yTBEPKAEHUA [OKYMEHTA (PEKBM3IUT 16).

JOKyMEeHT yTBepXKAAeTCA pPYKOBOAWUTENEM OpPraHM3auMu, MHbIM  OO/KHOCTHBIM  JINLIOM,
CNeunanbHO M34aBaemMbiM AOKYMeEHTOM. [Npu yTBEPXKAEHUWN OOKYMEHTA AO/KHOCTHBIM AULOM Trpud
YTBEPKAEHUSA AOKYMEHTa AO0NXeH cocToAaTb u3 cnosa YTBEPXAAID (6e3 KaBbluek), HaMmeHOBaHUA
OO/KHOCTM  NIMUQ, YTBEPXKAAMOLWEro AOKYMEHT, €ero nognucu, WHuMumanos, ¢amuamm w  aathbl
YTBEPXKAEHUA, Hanpumep:

YTBEPXIAI

[IpesuneHT 3A0 "PocrexcTuip"
JIMyHasa Nonnmchb B.A. CTemnaHoB
ITaTa

[donyckaetca B pekBusute '"Tpud yTBEpPXKAEHUA OOKYMeHTa" UEeHTPMpPOBaTb 3JIEMEHTbI
OTHOCUTE/IbHO Camoi ANIMHHOW CTPOKMU, Hanpumep:

YTBEPXIA
I'eHepalsIbHBEM IUPEKTOP
OAO "3JIeKTPOHHEE TexHOoJoTUM"
JIuHasa nonnmchb JI.B. Ky3HeliOB
TaTa

Mpy yTBEPXKAEHUU [AOKYMEHTa HECKOJbKMMW OOMKHOCTHBIMU NMLAMU TpUbbI YTBEPKAEHMUSA
pacnonaratoT Ha OLHOM YPOBHeE. YTBEPKAAEMbII LOKYMEHT AO/IKEH ObITb MOAMNMCAH.

Mpu yTBEPKAEHUM [AOKYMEHTa MOCTAHOB/NEHWEM, PeLleHWeM, MPUKA3oM, MPOTOKoAOM Trpud
YTBEPKAEHNA COCTOUT W3 cnosa "YTBEPKAEH" ("YTBEPYKAEHA", "YTBEPYHAEHbI" naun "YTBEPMKAEHO"),
HaMMeHOBaHMA YTBEPKAAIOLWErO OKYMEHTA B TBOPUTE/IbHOM MageKe, ero Aatbl U HOMepa, Hanpumep:

YTBEPXIEH
pemeHreM obwero codOpaHuA
axumoHepoB ot 15.04.2005 N 14

nnun

YTBEPXIEHO
[Mpmxkasom BHUNMIATL
or 05.04.2005 N 15

MepeyeHb AOKYMEHTOB OpraHuM3auMu, MNOAJEXalUMX YTBEpPXAeHUIO, onpeaenserca B Tabene
YHUOMLMPOBAHHbIX GOPM [AOKYMEHTOB WMAM B MHCTPYKUMM MO AeN0NpOM3BOACTBY OpraHuM3auumu.
OcHoBaHMEM ANA COCTaB/IEHNA NepeyHs ABAAIOTCA 3aKOHOoAaTeIbHble U BEAOMCTBEHHbIE HOPMATUBHbIE
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aKTbl, yCTaHaBauBalowMme 06A3aTeNbHYO MpoUeaypy YTBEPKAEHUA TeX WAUM WHbIX LOKYMEHTOB.
MpuMepHbIN NepeyeHb OKYMEHTOB, MOA/ENKALUNX YTBEPKAEHMUIO, AaH B NPUNOKEHUN 7.

3.13. Pesonoums (pekBusut 17), HanucaHHas Ha AOKYMEHTEe COOTBETCTBYIOLIMM [0J/I}KHOCTHbIM
NINUOM, MOMKET BKAYATb GaMUANK U MHULMANLI UCMOAHUTENEN, COAEP)KAHME MOPYYEHUs, CPOK
NCNOMHEHMSA, NOANUCb M AaTy. CPOK MCNONHEHUA YKasblBaeTcA B opme AaTbl, MHULMANLI UCNOAHUTENEN
MOTYT NPOCTaBAATbCA Nepes pammnmens, Hanpumep:

H.B. Mopo3oBOM
H.A. democeeBom

[Ipomwy HOOATOTOBUTH INPOEKT

OOrOBOpPa C KOHCAJITMHIT'OBOM TIPYIIION
"Tepmuka"™ x 05.10.2004

JInyHaa nomnmchb

HaTa

Mpy HaANYMU HECKONIbKMX UCMONHUTENEN OTBETCTBEHHbIM WUCMONHUTENEM CYUTAETCA HA3BaHHbIN
nepBbiM B pe30/IOLMUMN.

Pesontouma, Kak nNpasuio, NMULIETCA OT PYKU PYKOBOAMTENEM Ha MOAJIMHHUKE AOKYMEHTa Ha
CcBOOOAHOM OT TEKCTA MecTe.

Jonyckaetcs opopmieHre pPe3onioLMn Ha OTAENbHOM JINCTE C YKasaHWem PerucTpaLmoHHOro
HOMepa W fJaTbl AOKYMEHTA, K KOTOPOMY pPe3o/ilouMsa OoTHOcUTCA. Pesonouma npukpenndeTca K
OOKYMEHTY M BMECTE C HUM NOALIMBAETCA B AENO.

3.14. 3aronoBoK K TeKcTy (pekBmsnT 18) BKAlOUYaeT B ceba KpaTKkoe cofeprkaHue AOKYMEeHTa, ero
OCHOBHYIO CMbIC/IOBYIHO Harpy3Ky. 3aro/fioBOK [AOJ/IKeH ObiTb CorfnacoBaH € HauMMeHOBaHMEM BMAA
OOKYMEHTa.

3arono0BOK MOXET OTBEYaTb HAa BOMPOCHI:

0 uem? (0 Kom?), Hanpumep:

MpuKas o0 co3gaHnKn aTTeCTaLLMOHHOM KOMMUCCUM

yero? (Koro?), Hanpumep:

JOonXKHOCTHaA MHCTPYKLMA BeAYLLErO SKCMepTa

3aro/fIoBOK [O0/KEH COAEPKATb ABE OCHOBHble YacTu: TeMy (nNpeameT, BONPOC) W AeicTsue,
KOTOpOEe NpPOM3BOAUTCA WM [OMKHO ObiTb npousBeneHo, Hanpumep: "O nNoAroToBKe MpOeKTa
norosopa".

3aronoBOK COCTaBAAET UCMONHUTENb OOKYMEHTA.

K TeKkcTy AOKymeHTOB, odpopmaeHHbIX Ha 6naHkax ¢opmarta A5, 3aro/ioBoK [OMNyCKaeTcs He
yKa3blBaTb.

3aronoBOK  OOKYMeHTa  3anucbiBaeTcA NpuM  €ro  perncrtpauum B COOTBETCTBYHOLWME
pernctTpaunoHHble GOpPMbl: KAPTOUKy, 633y AaHHbIX.

3.15. OTmMeTKa 0 KoHTpoJie (pekBM3uT 19) 0603HaYaeT, YTO JOKYMEHT NOCTaB/EH HA KOHTPO/b.

KoHTposto noasexKat Bce 3aperMcTpupoBaHHble AOKYMEHTbI, Tpebytowme NcnoaHeHus.

CpOKM UCNONHEHUS AOKYMEHTA YCTaHaB/AMBAIOTCA B COOTBETCTBUMU CO CPOKaMM, 0603HAYEHHbIMM
3aKOHOAATENbCTBOM, OpraHuWsauMel, HanpaBMBLUEN MOPyYeHUE WAM MNPOCLbOY, pacnopaALUTENbHbIM
OOKYMEHTOM UM Pe30/iounein pyKoBoaUTeNA OpraHn3aLmm.

Cpok npocTaBnsetcs B Gopme AaTbl 3aBEPLUEHNA UCMOSHEHMUS.

OTMeTKy O KOHTpose 3a WCNOJIHEHWEM [AOKymeHTa obo3HayatT 6ykeoin "K', cnosom umnm
wramnom "KoHTponb" Ha Hanbonee BaXKHbIX ALOKYMEHTAX.

3.16. OTMeTKa O HaAnymm NpuUNoXKeHua (pekeusut 21) K cnyxkebHoMy nmMcbeMy odopmaseTcs
cnegytowmm obpasom:

MpunorkeHue: Ha 5 n. B 2 3Ks3.

Ecnanm nnucemo nMmeet NpuNoXKeHWe, He Ha3BaHHOE B TEKCTE, TO YKAa3blBAalOT €ro HauMeHOBaHMe,
YMCNO IMCTOB N YUC/I0 IK3EMNAAPOB, MPU HANNUYMUU HECKONBKUX MPUSIOKEHUI UX HYMEPYIOT, HAaNpUMep:

Mpunoxenmua: 1. IlojoxeHMe 00 VYHOpaBJIEHMM PETMOHAJIBHOTO KPeIMTOBAHUSI
Ha 5 ;m. B 1 5K3.
2. IllpaBujla NOATOTOBKM M OQOPMIIEHMS OOKYMEHTOB YNpaBJIeHUS
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PEeIrMOHAaJIbHOTO KPEeIMUTOBAHMSA Ha 7/ JI. B 2 DK3.

Ecnn npunoxkeHua cOpoLLopoBaHbl, TO YNCO IMCTOB He YKa3blBatloT. B 3Tom cnyvae yKkasbliBaeTcs
TO/IbKO KO/IMYECTBO 3K3eMNASPOB OAHMUM U3 ABYX CNOCOBOB, B 3aBUCMMOCTU OT TOFO, MMEETCA CCbI/IKa Ha
NPUNOXKEHUE B TEKCTE UN HeT:

MpunorxkeHue: B 3 9K3.

Zniz

[IpunoxeHue: TexHMUECKOe 3aIXaHMe Ha pa3paborTky THUIIOBOM
VHCTPYKLUUM I10 OOKYMEHTALMOHHOMY OOeCIedYeHMI ylpaBJIeHUA
opraHMB3aLUuil B 2 BK3.

EcnvM K LOKYMEHTY MpunaratoT Apyrol AOKYMEHT, TaKXKe MMEeKWMin NPuaoXKeHue, OTMETKY O
HaIMYUM NPUNONKEHUA 0DOPMAAIT Caeaytowmm obpasom:

NpunoxeHue: [ucevMmo Pocapxuea oT 05.06.2004 N 02-6/172 m npujioxeHre K
HeMy, BCero Ha 3 J.

Ecnv npunoKeHWe HanpaBAAKOT He BO BCE yKasaHHble B AOKYMEHTE ajapeca, TO OTMETKY O ero
HaAMYMM 0POPMAAIOT CAeayHoLMM 06pas3om:

MpunoskeHue: Ha 3 N. B 5 3K3. TO/IbKO B NepBbIli agpec.

MpunosKeHWe K pacnopaguTesibHOMY AOKYMEHTY (MpUKas, pacnopsarKeHue, MHCTPYKuMA u ap.)
opopmnneTcs cnegylowmm o6pasom: Ha MNepBOM €ro /JAUCTe B MPAaBOM BEPXHEM YAy MULWyT
"MpunoxerHme N" C yKasaHMEeM HaAMMEHOBAHWA pPACNoOPAOMTENbHOTO [OKYMEHTa, €ero gaTbl U
perncTpaunoHHOro Homepa, Hanpumep:

[IpunoxeHue 2
k I[lpmkaszy PocapxuBa
or 05.06.2004 N 31

Ecnun npunoxeHne ofHO, NOPAAKOBLIA HOMEP He YKa3blBaeTcA.
Hanpumep:

[IpuiioxeHre
k Ilpuxkaszy Pocapxuea
or 05.06.2004 N 31

Jonyckaetca BbipaxeHune "MPUNOXEHMUE N" neyataTb nponucHbiMM OykBamMu, a TaKxKe
LEHTPUPOBATb 3TO BbIparKEHWE, HAMMEHOBAHUE AOKYMEHTa, ero AaTy U pPerncTpauMoHHbI HOoMep
OTHOCWUTE/IbHO Camoi AIMHHOM CTPOKM, Hanpumep:

[IPMIJIOKEHUE N 2
k Ilpmxasy MmHszgpaBa Poccum
or 05.06.2004 N 51

MpunoxeHns [O0MKHbI ObITb MOANUCAHbI UCNONHUTENEM WAW PYKOBOAMTENEM MOAPA3AENEHMUA,
NOAroTOBMBLUETO AOKYMEHT, U 4aTUPOBaHbI.

3.17. B cocTtaB pekBusuta Mognucb (PeKkBusUT 22) BXOAAT: HaMMEHOBAHWE OO0/IKHOCTU NUL3,
NoAnMcaBLIero LOKYMEHT (NoJIHOE, C YKa3aHWeM Ha3BaHMUS OpPraHmn3aLmm, eciv JOKYMEHT opopmMieH He
Ha 6/naHKe, M COKpalleHHOe - Ha [OKyMeHTe, 0OpPMIEHHOM Ha 671aHKe); NWYHAA MOANUCH;
pacwudpoBKa noagnucu (MHUUMaNbI, bamMnauns), Hanpumep:

He Ha 6naHKe:

Bune-npesuneHT Accoumralumn
PeTrMOHAaJIbHEX INPennpusaTulit JIMuHaa nomnmce A.A. Bopucos

WM Ha BnaHke OopraHnsauunun:
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Buue-npesuneHT JInuHasa nomnmce A.A. Bopmucos

MNpn opopmaeHUn AOKYMEHTA Ha AOJI)KHOCTHOM 6n1aHKe AOJ/IKHOCTb 3TOr0 AMuUa B MOAMUCK He
YKa3blIBatoT.

[donyckaetca B peksu3ute '"Moanuch" UEHTPUPOBATb HAMMEHOBaHWE [AOJ/IKHOCTU /nua,
noAnucasLIero AOKYMeHT, OTHOCMTE/IbHO CaMO AJIMHHOM CTPOKU. Hanpumep:

JICIIONIHUTEJIbHEIY IUPEKTOP
3A0 "IlapTHep" JInyHasa nomnmchb H.A. demopor

Mpy nognuUcaHUM AOKYMEHTa HECKO/IbKUMWU AOMKHOCTHBIMW ANMLAMU UX MOAMUCK pacnosiaratoT
OAHY noA, APYro B Noc/ief0BaTe/IbHOCTU, COOTBETCTBYIOLLEN 3aHUMaEMOMN A0IKHOCTU, Hanpumep:

IvpexkTop MHCTUTYTA JInunasa nomnmceh M.B. JlapmuH
I'nmaBHE OyxTajTep JImuHasa noanmchb 3.B. MapbAawm

an noanncaHnMM AOOKYMeHTa HECKOJIbKUMU /NnuamMmn  pPaBHbIX AOﬂHHOCTEﬁ nx nognucu
pacnonarakoT Ha O A4HOM YpPOBHE, Hanpumep:

3amMecTuUTelNb IOMPEeKTOpa 3amMecTuUTelNb IOMPEeKTOopa
10 Hay4dHOU paboTe 10 Hay4dHOM pabore
JInuHasg nonmnmchk I0.T'. IDemMmnoorB JInuHasg nonmnmchk K.M. VrHaTweeB

B L0OKymeHTax, COCTaBAEHHbIX Komuccmen, YKa3blBalOT He AO/IXKHOCTKU nuny, noanumcbiBatowmx
AOKYMEHT, a UX 06a3aHHOCTUN B COCTaBe KOMMUCCUM B COOTBETCTBUM C pacnpeaeneHnem, Hanpumep:

[lpencenaTesyib KOMUCCUU JInuHasa nomnmchb B.II. BaHacokeBuud

YJIeHEl KOMUCCUMA JInuHasa NomOnmucCh A.H. CokoBa
JInuHaa nomnmchb A.C. KpacaeuH
JImyHasa nonnmchb O.M. PHICKOB

B03MOKHO pacnofioxkeHue nognuceit no andasuty dammani.

JoKymeHTbl KOMNernanbHOro opraHa noAMUCLIBAlOTCA npeacefatesieM 3TOr0  OpraHa U
cekpeTapem.

an OTCYTCTBUMN AONXKHOCTHOrO nua, d)aMl/I}WIF! KOTOPOro Hane4yataHa Ha NpPoeKTe OOKYMEeHTa, OH
MOKeT 6bITb NoANUCAH NLLOM, UCMONHAWUM 06A3aHHOCTU PYKOBOAMUTENSA, MW €r0 3aMecTUTeNem, Ha
KOTOPOro B YCTAaHOBAEHHOM MOPAAKE BO3/I0KEHO PYKOBOACTBO COOTBETCTBYHOLLMM HamnpaBieHUem
aeAatenbHocTn. Hanpumep:

.o. reHepasibHOTO IOMPEeKTOopa JImuHaa nomnmce N.II. Ilerpos
nnun
3aM. TI'eHepaJjlbHOT'O IMPEeKTOopa JIMuHasa nomnmuce O.Il. Ilocnesios

OaHMM 13 cnocoboB NoANMUCaHUA SOKYMEHTa ABAAETCA UCMO/b30BaHWe haKcMMuIe Kak aHasora
cobCcTBEHHOPYYHOM nognucu. B cratbe 160 [parkgaHcKoro Kogekca Poccuiickon dPegepauun
"TiucbMeHHaa d¢opma caenkn" yctaHoBaeHo: "Wcnonb3oBaHMe MNpU  COBEPLIEHUM  CAENOK
$aKCMMUIBLHOTO BOCNPOM3BEAEHMA NOAMMUCH ... AONYCKAETCA B C/IYYanX U B NOPAAKE, NPeayCMOTPEHHbIX
3aKOHOM, MHbIMM MPABOBbLIMM aKTaMM WX COTNALLEHNEM CTOPOH".

3.18. T'pud cornacoBaHMA AOKyMeHTa (pekBmsaut 23) coctouT u3 cnosa COFJIACOBAHO (6e3
KaBblyeK), O/KHOCTU IMLA, C KOTOPbIM COFNAacoBaH AOKYMEHT (BKAOYaA HaMMeHOBaHME OpraHn3aumm),
NIMYHOM nognucu, pacwmdpoBKM NoANUCH (MHULMANOB, GaMUAMMK) U AaTbl COr1aCOBaHNA, HaNpPUMep:

COTJIACOBAHO
PexTop AxkameMmy MapKeTUHIa
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JInunasa nomnmce A.T'. TpemMOBa
IDaTa

Echn cornacoBaHve oOCyWecTBAAIOT NMUCbMOM, MPOTOKOAOM, rpud cornacoBaHua odopmaaeT
NCnoaHUTeNb UK cnyxba JOY cneayowmm obpasom:

COIrNACOBAHO

Mucbmo Poccuiickolt akagemum
MeANLMHCKUX HayK

o1 05.06.2004 N 430-162

nnun

COTJIACOBAHO

NMpoTokon 3aceganuna MpasneHuA
Poccuiickolt rocygapcTBeHHOM
CTpaxoBoM KomnaHuu "Pocrocctpax”
o1 05.06.2004 N 10

FpMd) COrnacoBaHMA MOXET pacnosiaratbCA Ha OTAE/IbHOM JIUCTE COrNacoBaHMUA, B 3TOM C/ly4ae B
LOKYMeHTe nepez, noAnucbio genaeTtcAa oTMeTKa: JIMCT cornacoBaHuA npuaaraeTca.
JIncT cornacoBaHmMA moxKeT Od)OpMI'IFITbCﬂ cnegyrouwmm o6pa30M:

JIMCT COIJIACOBAHUA
npoekTa [losoxeHra 00 OOWMX NPMHLMIIAX COTPYIOHMUYECTBAa

COTJIACOBAHO COTJIACOBAHO

T'eHepallbHEY IUPEKTOP T'eHepaJlbHEY IUPEKTOP

3A0 "PUK" OAO Toproswet oM "Amyp"

JInuHasa JInuHasa

infePisnizfel) K.P. PomaHOB infePisnizfel) B.E. AdbaHacbesB

Hata HOara

COTJIACOBAHO COTJIACOBAHO

[lpesuneHT VMHTep-Tpact JiTno. [lpencenaTents IlpaBieHMA
Banka "Illporpecc"

JInunasa JInunasa

MNOONMChH H.M. Tutosn MNOONMChH A.C. JlyHes

Hara Iara

3ano/IHeHHbIV INCT COrNAcoBaHWA MOAMMUCHIBAETCA U JAaTUPYETCA pyKoBoauTenem cayxb6bl JOY n
npuaaraeTca K MNPOEKTy [AOKyMeHTa. [pyM HaAMuMm BO3PAXKEHMM NO TEKCTy L[OKYMeHTa rpud
COr/lacoBaHMA He NOANUCLIBAETCA.

3.19. Bu3bl cornacoBaHua AOKYMeHTa (PeKBU3UT 24) - PeKBU3IUT SOKYMEHTA, YKa3blBalOWMN Ha
corfiacve WaM Hecornacve AOMKHOCTHOIO NMLA OPraHU3aLMuy - aBTopa AOKYMEHTA C ero coaepXaHuem
(manee - Busa).

CornacoBaHve AoKymMeHTa 0GOPMAAIOT BW30W, BK/OYaloWen B ceba AONKHOCTL M MOAMNUCH
BM3MPYIOLLEro [OKYMEHT, pacwudpoBKy noanucu (MHUUManbl, damuanio) 1M aaTy noanucaHus.
Hanpumep:

PykoBoIuTesb OPUIOMYUECKOTO OTIesia
JInyHasa nomnmchb A.C. OpJsios
ITaTa

Od)OpM}'IEHHaH TaKUM o6pa30M BM3a O3Ha4aeT cornacne AO0/IXKHOCTHOINo nunua C coaepaHnem
AOKYMeHTa.
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MpY HaAMUYMKM 3aMeYaHKIt MO AOKYMEHTY BM3Y 0GOPMAAIOT CAeaylolmm obpasom:

3aMeuaHuda npuilaranTcd
PykoBOIMUTEJNb OPUIOMYUECKOTO OTIesia
JInuHasa nomnmchb A.C. OpJoB
IDaTa

JOKYMEHT BM3MPYETCA WUCMNOJIHATENEM W 3aMHTEPECOBAHHbIMM B AOKYMEHTE A0/IKHOCTHbIMU
iMUaMn GUHAHCOBBIX, SKOHOMMYECKUX M WMHbIX CAYXKO, 3amecTuTenieM PyKOBOAMUTENs OpraHusauum,
KYPUPYIOLLMM AaHHbIN BOMPOC, lOPUCTOM W pyKoBoauTenem cy6bl JOY (npn HeobxognmmocTu).

3ameyvaHuns moryT bbiTb NpeacTaBAEHbl HA OTAENLHOM JIUCTE, KOTOPbIM NOANUCHIBAIOT, AATUPYIOT U
NPUANAratoT K AOKYMEHTY.

Ha AOKymeHTe, NOA/NMHHUK KOTOPOro OCTAaeTcs B OpPraHM3auMu, BM3bl MPOCTABAAIOT B HUMHEN
YyacTn 060POTHOM CTOPOHBI NOC/IeAHErO INCTA NOANMHHMKA LOKYMEHTA.

Ha AoKymeHTe, NOANMHHWMK KOTOPOro OTNPaBAAIOT U3 OpraHM3aumnm, BU3bl NPOCTABAAIOT B HUMKHEN
YacTU INLLEBOI CTOPOHbI BTOPOTO 3K3EeMMNIAPaA OTNPaBAAEMOro AOKYMEHTa.

B0o3MOKHO 0popMIeHNE BU3 JOKYMEHTA Ha OTAE/bHOM /IMCcTe No 06pasLy IMCTa CoracoBaHus.

JonyckaeTca, N0 YyCMOTPEHMIO OpraHu3aumm, NOJIMCTHOE BU3MPOBAHME HOPMATUBHbLIX NPaBOBbIX
aKTOB, NPUOXKEHNI ANA 3aWMTbI OT BO3MOXKHOW 3aMeHb! JINCTOB.

Ecnv B npouecce BM3MPOBaAHUA B MPOEKT AOKYMEHTa BHOCATCA CYLLECTBEHHbIE M3MEHEHMS, OH
NOAJIEKMT NOBTOPHOMY BM3MPOBaHUIO. [TIOBTOPHOrO BM3MPOBaHUA He TpebyeTcs, ecnun npu fopaboTke B
NPOEKT AOKYMEHTA BHECEHbI YTOYHEHWSA, HE MEHAIOLLME ero CyTH.

3.20. OTTUCK nevaTn (peksusut 25).

OTTMCK neyaTu 3aBepAeT MNOAJAMHHOCTb MNOAMUCU  AOJIKHOCTHOTO JiMua Ha AOKyMEHTax,
YAOCTOBEPAIOLWMX NPaBa AL, GUKcMpyrowmx GpakTbl, CBA3aHHbIE C GUHAHCOBLIMU CPEACTBAMM, A TaKKe
Ha MHbIX OKYMEHTaX, NpeayCcMaTpPUBatoLWMX 3aBepeHme NoANMMHHOM Noanucu.

JLOKyMEHTbI 3aBEPSAIOT NeYaTbio OpraHn3aumnm <*>.

<*> bosiee No/HO 06 OTTUCKe NeyaTu HanucaHo B pasgene 7 "Mcnonb3oBaHMe OTTUCKA NeYaTu npu
odbopmMNeHNM 4OKYMeEHTOB" .

3.21. OTmMeTKa 0 3aBepPEHUU KONUK (PeKBU3UT 26).

Mpy 3aBepeHMM COOTBETCTBMA KOMUM AOKYMEHTa (BKAtOYAA KCEPOKONUIO) MOAJIMHHUKY HUXKe
pekBusnTa "Moanunck" NPocTaBAAIOT 3aBEPUTESNbHYIO Hagnuch "BepHo"; AONKHOCTb NLA, 3aBEPMBLLETO
KOMWIO; IMYHYIO0 NOANMUCH; paclindpoBKy nognucu (MHUUManbl, bamuanio); AaTy 3aBepeHus, Hanpumep:

BepHo
JIHCIEeKTOp CJyXOH KaIOpoB JInyHasa nomnmchb T.C. JleBUueHKO
ITaTa

Mpy paccbiike OOKYMEHTOB, MMEILWMX HOPMATUBHbLIM MPaBOBOM XapakTep (MocTaHOBAEHMA,
NPWKasbl, PacnopsKeHua U T.4.), Pa3MHOXEHHble 3K3eMNApPbl PacCblIaeMblX AOKYMEHTOB cneayet
3aBepATb NeyaTbio OpraHM3auMn UAM NevaTblo CTPYKTYPHOro noAapasneneHusa, Hanpumep: neyatbio C
HanmeHoBaHMeM caybbl OY opraHusaumm (KaHuenspum, obuiero otaena v T.n.).

3.22. OTmeTKa 06 ucnonHuTene (pekBusuT 27) BKAOYaeT B ceba WHMUManbl U pamunuio
NCNONHUTENA AOKYMEHTa, Homep ero TenedoHa. PekomeHayeTca ykasblBaTb TaKXe Kog ropoga Ans
yBbICTPEHUNSA U YNPOLLLEHNA CBA3M.

OTmeTKy 06 MCNoNHUTeNe pacnoiaraloT Ha IMLEBOM AN 06OpPOTHOM CTOpPOHEe NocaeaHero fMcTa
OOKYMEHTa B 1I€BOM HUMKHEM YTy, HAanpumep:

B.A. ykos
224 45 67 - 095

3.23. OTmMeTKa 06 UCMOSHEHUN AOKYMEHTA M HanpaBaeHUn ero B Aeno (peksnsut 28). OTmeTKa 06
NCNOJIHEHUW OOKYMEHTa BK/AtoYaeT B cebna cneaytowme AaHHble: CCbIIKY Ha A4aTy MU HOMep AO0KYMEHTa,
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CBUAETENbCTBYIOLWLETO O €ro UCMOJIHEHUN, NN NPU OTCYTCTBUM TAaKOro AOKYMEHTa - KpaTKue cBeaeHus
06 ncnonHeHun: "B aeno"; Homep aena, B KOTOPOM BYAET XPAHUTLCA AOKYMEHT.

OTmeTKa 06 MCNONHEHMN AOKYMEHTa U HanpaBAeHMU ero B Aeso NoANuCcbIBaeTca M AatupyeTca
NCNONIHUTENEM AOKYMEHTA UAU PYKOBOAMTENEM CTPYKTYPHOrO NoAapasfeneHus, B KOTOPOM UCMOHEH
AOKYMeHT. Hanpumep:

OrnpaBJyieHn ¢axc or 01.07.2004 N 127
B mesmo N 01-15

JImuHasg noanmchb

IDaTa

nnun

M3naH Ilpuxaz ot 01.06.2004 N 12
"O co3maHMM SKCIePTHOM koMmmuccum"
B mesno N 01-02

JInunasa nomnmceh

HaTa

3.24. OTMeTKa 0 NMOCTYNJIEHUU OOKYMEHTa B opraHuM3auumio (pekBusut 29) coaepuT odyepenHomn
NopAAKOBbIM HOMEP M AATy NOCTYNAEHUA AOKYMEHTA (MPY HEOBXOAMMOCTM - Yacbl U MUHYTbI).

JonycKkaeTca oTMETKY O MOCTYM/IEHUM OOKYMEHTA B OpraHuW3aLMio NpocTaBaATb B BUAE WTamna
WAN OT PYKM B HUMKHEM YacTW INLEBOIN CTOPOHbI MEPBOro NCTA AOKYMEHTA UK Ha ero obopoTe.

HasepaHMe opraHm3auun
00.00.0000 N
00 uw 00 mMmH

3.25. NpeHTUPUKaTOp 3NEKTPOHHOM Konuu aokymeHTa (peksumsut 30) npeactasnaet coboi
OTMETKY (KONOHTUTYN), MPOCTaBAAEMYI0 B JIEBOM HUKHEM YI/ly KaxKOOoW CTpaHWULbl AOKYMEHTa U
cogeprkallylo HammeHoBaHuWe daina Ha MalWWHHOM HocuTesne, AaTy U Apyrue MOUCKOBble AaHHbIe,
yCTaHaB/IMBaeMble B OpraHM3aumum.

OTmeTKa ONA aBTOMaTU4YeCKOro nOUCKa U KOHTPOAA VIHd)OpMaLI,VIVI NpPoOCTaBnAeTcA B MOMEHT
NOArOTOBKM IOKYMEHTa.

4. NNoaroToBKa TEKCTOB AOKYMEHTOB

4.1. TeKCT [OOKyMeHTa OTpa)kaeT OCHOBHOE CMbIC/IOBOE COAep)KaHMe [OKYMeHTa -
ynpasneH4Yeckoe AelCTBUue, peLieHue.

4.2. B COOTBETCTBMM C BMAOM AOKYMEHTA BblIBUPAOTCA KOMMNO3ULMOHHAA CTPYKTypa, CTW/b
N3/I0XKEHNA N A3bIKOBbIE CPeaCTBa.

4.3, TeKCT IOKYMEHTa COCTaB/AIOT Ha PYCCKOM UM HaUMOHaAbHOM f3blke cybbeKkTa Poccuitckoi
depepaunn (ganee No TEKCTY - HaUMOHa/NbHOM) B COOTBETCTBUWM C 3aKOHOAATENbCTBOM PoccuiicKol
depepaunn n cybbektTos Poccuiickon Pegepaumnm o rocyaapCcTBEHHbIX A3blKax.

TeKCTbl AOKYMEHTOB, HanpaBasemMblx B pesepasibHble OpraHbl rocyAapcTBEHHOW BAACTM, OpraHbl
rocyapcTBeHHOM BAacTu cybbekToB Poccuiickoit degepauumn, Ha NpeanpuaTUA, B OpraHMsaumm m ux
obbeauHeHNa, He HaxogAwMmecs B BefdeHUM pgaHHOro cybbekta Pocculickolrt degepaumn vau
pacno/ioXeHHble Ha TeppuTopuUM Apyrux cybbekToB Poccuiickoli depepauum, cocTaBasloTcA Ha
rocy4apcTBeHHOM (pyccKom) asbiKe.

TeKCTbl OOKYMEHTOB, HanmpaBAsemblX 3apyberKHbIM MapTHepam, MOTYT COCTaBAATbCA Ha A3blKe
CTpaHbl agpecaTa, Ha rocyAapCTBEHHOM (PYCCKOM) MM aHIIMIACKOM fA3bIKE.

4.4, TeKCT OOKYMEHTa MOMKeT bbiTb NpeactaB/ieH B ¢OpMe CBA3HOrO TEKCTa, aHKETHOU $opMbl,
TabauLbl MAK coyeTaHns 3TUx Gopm.

4.5. CnnowHON CBA3HbIA TEKCT [JOKYMEHTa COAEP)KUT rpPamMMaTUUYecKM W JIOFUYECKM
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COrnacoBaHHy MHOPMALMIO 06 ynNpaBaeHUYECKUX AENCTBUAX U NPUMEHAETCA NPU NOATOTOBKE YCTaBOB,
MOMIOXKEHUN, WHCTPYKUMIKA, NpPaBwui, MPUKA30B, PaCNoOpPsAXKEHUN, YKa3aHW, NPOTOKO/0B, aKTOB,
[0roBOPOB, KOHTPAKTOB, COM/ALLEHUI, CAYXKeBHbIX 3aNMCOK, NMCEM, CNPABOK U T.4,.

TeKCcT MOXKeT NoApasAenAaTbCA Ha pasfenbl, Noapasaenbl, NYHKTbl U NoAnyHKTbl. Pasgenbl u
noapasaenbl MOryT UMETb 3aro/I0BKU (NOA3aronoBKu).

3aronoBKKW pasgenoB NULWYTCA C MPONUCHON BYKBbI AW A0MYCKAETCA MX HAaNnUCAHWeE NPOMMUCHBIMM
6yKBamM, NoA3aro/I0BKU - C MPOMNUCHOM BYKBbI.

To4YKa B KOHLE 3aro/IoBKOB M MOA3ar0/IOBKOB He mpocTaBnaeTca. [MyHKTbl M NOANYHKTbI
HyMepyroTcA apabcknmm Lndpamm, pasaeneHHbIMU TOYKaMM C TOYKOM HA KOHLE.

TeKcT, Kak NpPaBMAO, COCTOUT M3 ABYX 4YacTeil. B mepBoM, KOHCTATUPYHOLWEN YacTh, YKasblBatoTCcA
MPWYUHbI, OCHOBAHUA, LN COCTaBEHUA SOKYMEHTA. B 3ToM YacTn npu HeobxogMmocTn MoryT HbiTb
Ha3BaHbl paHee M34aHHble HOPMATUBHbIE aKTbl WU ApyrMe AOKYMEHTbl MO AaHHOMY BOMpOCY,
YKa3bIBAOTCA WX PEKBU3UTbI MO C/AeAylolWen CxXxeme: HasBaHMe BMAA AOKYMEHTa, aBTop, A4aTa,
PEervcTpaLnoHHbIA MHAEKC, 3arosoBoK. Hanpumep:

B cooTBeTcTBUM ¢ PeaepanbHbii 3akoHOM "O rocyaapcTBEHHOM pPerncTpaunmn topugmyecknx auy"
oT 8 aBrycta 2001 r. N 129-®3 u MNocTtaHoBNeHMeMm MpaButenbcTBa Poccuitckont Pegepaummn ot 17 mas
2002 r. N 319 "O6 ynonHomouyeHHOM ¢eaepanbHOM OpraHe WCMNONHUTENbHOW BAacTy,
OCYLLECTBNAOLWEM FOCYAaPCTBEHHYIO PETUCTPALMIO OPUAMYECKUX NLL"...

Bo BTOPOM 4YacTM W3MAraloTCA peleHusa, MOPYYEHUA, PACMNOPSAKEHUA, BbIBOAbI, MNPOCLObI,
npeaoXeHnsa, pekoMmeHaaumm.

Ecnn copeprkaHMe QOKYMEHTa He HyXAaeTcA B MOSACHEHMUM UAM 0DOCHOBAHWM, TO TEKCT MOXKET
COLEPKATb TONbKO 3aKOUYMTENbHYIO YacTb. Hanpumep: NpuKasbl, PacnopAXKeHNA - PAacnopPALUTENbHYIO
yacTb 6e3 KOHcTaTMpylowen, NnMcbMa - NPocbby 6e3 noscHeHuA.

4.6. Mpn NoAroToBKe AOKYMEHTOB, COCTAB/IEHHbIX NO OAHOTUMHbLIM, NMOBTOPAOLWMMCA CUTYaALMAM
(MpuKasbl MO AMYHOMY COCTaBy, 4OroBopa O Nepegaye AOKYMEHTOB Ha rocyJapCTBEHHOE XpaHeHwue,
aKTbl 006 YHMUTOMKEHMM OOKYMEHTOB), peKomeHayeTcs paspabaTtbiBaTb YHUOULMPOBaAHHbIE GOPMbI C
TpadapeTHbIM TEKCTOM. BO3MOKHO MCNOb30BaHMe 6a3bl AaHHbIX "TEKCTOBbIX WabaoHOB".

4.7. TEeKCTbl OKYMEHTOB, PETYIMPYIOLLMX AeATENbHOCTb OpraHM3aumnm (NosioxKeHne, A0NKHOCTHanN
WMHCTPYKLUMA U T.4.), COCTOAT M3 pa3fesioB, MYHKTOB M NOANYHKTOB. KaxAabl pasaen AO/KEH UMETb
COOTBETCTBYHOLUMIA HOMEP M 3ar0/1I0BOK.

CTpYKTypa TEKCTa NOM0XKEHUA 06 opraHM3aLmMm AN O ee NOAPA3AENEHUN COCTOUT U3 PaA3ae/OoB:

. ObwMme nonoKeHums.

. 3apgaum.

. DYHKUMNK.

. O6asaHHOCTM.

. MNpas.a.

. OTBETCTBEHHOCTD.

. B3aumooTHoLweHMA ¢ Apyrumn nogpasaeneHmamm.

CTpyKTypa AO/IKHOCTHON MHCTPYKLUMM COCTOUT U3 Pa3aenos:

1. O6uwme NnonoxKeHuA.

2. loN*KHOCTHblE 06A3aHHOCTW.

3. MNpas.a.

4. OTBETCTBEHHOCTb.

5. CBA3M NO AO/IMKHOCTU.

4.8. B pacrnopsamMTenbHbiX [OOKYMEHTax oOpraHusauuii (NpuKas, pacrnopsseHue U T.4.)
ncnonblyetcs Gopma M3NOKEHUS TEKCTa OT NepBOro svua eaumHctBeHHoro uucna (MPUKA3BIBALO,
MNPEONATAKO v ap.).

B nepBoii uacTM pacnopaauTeNbHOIO [AOKYMEHTa YKasblBaeTCA OCHOBaHME WAM NPUYMHA
COCTaB/IeHUA AOKyMeHTa. Bo BTOpoi uyactu u3naraetca pelweHue pykosoautensa. Ecam copeprkaHue
OOKYMEHTa He Hy)KAaeTcA B NOACHEHWW, TO €ro TEKCT COAEPKMUT TONbKO PacnopAaanTeibHYI0 YacTb. TeKcT
NPUKA30B B TAaKMX CAy4danax HaunmHaeTca co cnosa NMPUKA3BIBALO.

PacnopagutenbHaa 4acTb AeNUTCA HA MNYHKTbl, €CAM UCMNOAHEHWe npuWKasa npeanonaraer
HECKO/IbKO MCMNOAHUTENE W BbIMNOJIHEHWE Pa3/IMYHbBIX MO XapakTepy AenctBuit. MyHKTbI, KOTOpble
BK/IIOYAIOT yNpaB/eHYeCcKme AeNCTBUA, HOCALME pacnopAaUTeNbHbIA XapaKTep, HAYMHAKTCA C rnarona B

NoubhwNRE
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HeonpeaeneHHol ¢opme. Hanpumep:

1. Co3paTtb pabouyto rpynny B cocTase....

B Tom cnyyae, ecnm gericteme npegnoaaraet KOHKPETHOrO UCMOHUTENA, COOTBETCTBYIOWMIA MYHKT
OOKYMEHTa A0/XKeH HauyMHATLCA C YKAa3aHMA AOMKHOCTU U GaMUIMM UCMONHUTENA (MHUUMANbI B TEKCTE
cTaBATcA nocne pammavu) B AaTeslbHOM nagexe. B KauectBe mMcnonHuTesnei moryT 6biTb YKasaHbl
OpraHu3aLLmMmn Nan CTPYKTYPHbIe NogpasaeneHms.

CeBegeHunss 06 ynpasB/ieHYECKOM AENCTBUMM MepedatoT [1arosiom B HeonpeaeneHHon ¢opme u
AononHeHnem ¢ obo3HaveHnem obbekTa gencrena. Hanpumep:

1. HayanbHuKy YnpaBneHuA MerKAyHAapOoAHbIX onepauuii Kotosy A.[l. MoAroToBUTb MNPOEKT
"MHCcTpyKumm 06 opraHmsaumm paboTbl no ... ".

2. HavanobHuky HOpugmyeckoro otaena MenbHukosy C.I[. npegoctasutb YnpaBaeHuo
MeXAYHapOoAHbIX onepaumMii HeobxoAMMble HOPMATMBHbIE NPABOBblEe aKTbl WM MeToAUYECKUE
OOKYMEHTbI.

YKasaHMe CPOKa UCMOJIHEHUA [AETCs OTAE/IbHON CTPOKOM U 0pOpMAAETCA KaK faTa 3aBepLueHus
ucnosHeHua. Hanpumep:

Cpok npeacrasnenma 15.07.2003.

B nocnegHem nyHKTe pacnopaaMTeNbHOM 4YacTM YKasblBAlOT KOHKPETHbIX /ML, Ha KOTOPbIX
BO3/1araeTcA KOHTPO/1b 3@ UCMOJIHEHUEM PacnopASUTENbHOTO AOKYMeHTa. Hanpumep:

1. KOHTpOANb 3a MCNONHEHMEM MpMKasa BO3J/IOKUTb Ha 3amecTuTena npeacegatens pasneHua
6aHKa K.M. Cugoposa.

4.9. B pacnopaguTenbHbIX LOKYMEHTaX KoaierManbHbiXx OpraHoB (MOCTAHOBAEHUS, PeLleHun U
T.40.) ucnosb3yetcas GOpMa M3/OMKEHWA TeKCTa OT TPeTbero /nua eauHCTBEHHOro  yucaa
(NOCTAHOBANAET, PELLINA).

B coBMECTHbIX NOCTAHOBAEHMAX UKW pPeLlleHnsx AByX U 6onee opraHMsaLMii TEKCT M3naraeTcs oT
nepBoro NLa MHoxecTBeHHoro Ymcna (MOCTAHOBWAN, PELLUNN.

B npoToKonax (JOKyMeHTax, GUKCUPYIOLWLMX XO4 ObCYKOAEHNA BOMPOCOB U MPUHATUA PeLUeHWi)
NMOCTOSIHHO AEWNCTBYIOLLMX KO/JIEFMA/IbHbIX OPraHOB, Koalernii pegepasbHbix OPraHoB UCMOJIHUTE/IbHOM
B/1IACTM M MYHMLMMANbHbIX OPraHOB YMPAaBAEHWSA, YYEHbIX, TEXHUYECKMX, METOANYECKMX COBETOB WU
BPEeMEHHbIX KOJINernaabHbiX opraHoB (KoHpepeHLuii, cobpaHuiA, coBelllaHUin, 3aceaHunii, NeperoBopos,
BCTpeY) ncnonbayerca popma U3N0MKEHUA TEKCTA OT TPETbErO /INLLa MHOXecTBeHHOoro Yncaa (CNYLLAN,
BbICTYMNWAW, PELLIN/IN). Copep:kaHue BbICTYN/IEHUA WU3NMaraeTca OT TPeTbero /vua eauHCTBEHHOro
yucna.

TeKCT NpoTOKONa COCTOMT M3 ABYX YacTel: BBOAHON M OCHOBHOM.

BBoAHaA yacTb cOCTaBNAETCA NO CXeme:

[Ipencenartesnir - K.IO. Bekeros.
Cexperapb - A.C. KysuH.

[lpycyTCTBOBAJINM

CnoBa "Mpeacepatens” n "CekpeTapb" neyaTaloT c/ieBa OT HY/1IeBOro MOJIOXKeHMA TabynsaTopa,
oTAeNss ABYMA WHTEpBasaMM OT 3arofioBKa M gpyr ot apyra. C HOBOW CTPOKM MMWYT CAOBO
"MpucytcTBoBann", Gammamm U MHULMANABI NOCTOAHHbIX YEHOB KO/JIerManbHOro opraHa, Y4aCTHUMKOB
3acefaHuA, COTPYAHUKOB OpPraHn3aLmmn U NPUrAaLlleHHbIX Ha 3aceaHue nepeyuncnatoTcsa B andaBUTHOM
nopagke 6e3 ykasaHuA AOMKHOCTeN. [epeyncneHve NpUCYTCTBYOWMX O0GOPMAAIOT BO BCIO LUMPUHY
CTPOKM Yepes OANH MEXKCTPOYHbIA MHTepPBan.

Mpn odopmaeHUN NPOTOKOSA C YUCNOM Y4acTHUKOB Honee 15 damunnm He nepeuncnatoTca, a
yKa3blBaeTcs unopoi ux obLyee KOANMYECTBO, CMIMCOK YYAaCTHMKOB B TaKMX Cy4asax NpunaraeTca.

Hanpumep:

MpucyTtcTBoBanu 47 yenosek (CNMCOK NpunaraeTca).

MoacyeT y4aCTHMKOB NPOBOAMTCA MO CAMCKAM PErMCTPaLLmMm, KOTopble NPUAAratoTca K NPOTOKONY.

Mocne nepeymciaeHMA y4acTHUKOB B NPOTOKONAE OPOPMAAETCA NepeyeHb BONPOCOB, NOA/IeKalLmX
06CYKAEHMIO, KOTOPbIM HauyMHaeTca cnosamu "lMoBecTka AHA" M pacrnosiaraeTca UEHTPOBAHHO 4yepes
OBa-TPU MHTEpPBaia OT CMMCKA YYaCTHMKOB. NOBeCTKa AHA COAEPKUT NepeUmncieHme NyHKTOB (BONpocos)



NOBECTKUN AHA, PUKCUPYIOLLMX MOCNeA0BaATENbHOCTb 06CYKAeHMA, C aMUAUAMM LOKNAAYMKOB. KarKablit
BONPOC HymepyeTcs apabckon undpoi, pacnonaraetcsa B NopagKe 3HAYMMOCTU M OTBEYAET Ha BOMpPOC
"O yem?". Hanpumep:

1. O BBINOJIHEHMM TI'OOOBOTO IIJJaHA HAYYHO-MCCJIeOOBATEeJIbCKOM paboTH
MHCTUTYTa.
Hoxkyiagumk - M.B. JlapuH.

OCHOBHas 4YacTb NPOTOKO/Ia COCTOMT M3 pPa3fenioB, COOTBETCTBYIOLWMX MyHKTaM MOBECTKM AHA.
TeKCT Kax[oro pasaena CoCTOUT U3 TPeX YacTen:

CNYLWANMN: (KpaTKoe cogeprKaHne A0KNaAa UK CCbiIKa Ha MpuUaaraembli K MPOTOKONY TEKCT).

Mepea cnosom "CAYLANIN" npocTaBnsieTca HOMep B COOTBETCTBMM C MOBECTKOM AHS.

BbICTYMW/IN: (KpaTkoe coaepraHne Kaxaoro BbICTYNIEeHMA, 3a4aHHbIe BONPOChI M OTBETHI).

PELLWUAN (NMOCTAHOBW/N): (PeweHne dopmynmpyeTca C UCMO/b30BAHMEM MOAENWN, MPUHATOM
A9 pacnopsaanuTeNibHbIX JOKYMEHTOB: YTO CAe/1aTb, UCNOJIHUTENb, CPOK UCTMOJTHEHUSA).

PeweHunn, BblpaboTaHHble HaA COBELW@HWMM, BHOCAT B MNpPOTOKOA nocne cnosa "PELWINAN"
("NOCTAHOBW/IN"). PelueHne MOXKET cofepKaTb OAMH MU HECKONIbKO NMYHKTOB, OHM pacnoJ/iaratoTcs no
3HAYMMOCTH, KaxKabli U3 HUX HYMepyeTCs.

B cnyyae, Korga npoToKO/ GUKCUPYET pelieHne 06 yTBEpPXKAEHUM KaKoro-imbo AOKYMeHTa, B
TEKCTe MPOTOKOJIa A0J/IKHA COAEP!KaTbCA CCblIIKA Ha 3TOT AOKYMEHT, @ CaM AOKYMEHT npuaaraetca K
NpoToKoAy.

Mpy Hannuun ocoboro MHeHUs Mo MPUHATOMY PELIEHWIO OHO 3anMCbIBAeTCA B MPOTOKOA (nocne
COOTBETCTBYHOLLErO MPOTOKO/LHOIO peLLeHus).

B KauecTBe MCMONHUTENA MOMKET ObITb YKA3aHO OAHO WM HECKOAbKO AO/MKHOCTHbIX AN, 1Mbo
CTPYKTYpHOe noppasgeneHne. CpoK MOXKeT ObiTb YKasaH KaK KafeHgapHas [ata MAM KaKk nepuog,
BbINOJIHEHWUA PabOThI.

Cnosa "CAYWANN", "BbICTYNUAN", "PELLNAN" ("MOCTAHOBW/IN") neyatatloT OoT neBoro nons
NPOMUCHbIMM BYKBaMM M 3aKaHUYNBAIOT ABOETOUMEM.

Kaxkgbl pasgen nevyaTaeTcAa C KPACHOM CTPOKM, 4YTOObl BblAEAUTb B TEKCTE MPOTOKONA pPedb
OCHOBHOTO AOK/MaAuMKa, BbICTYNNEHUA YY4ACTHUKOB OOCY)KAEHMA BOMPOCa M MOCTAHOBAAIOLLYIO YacTb,
dbopmynupytowyto peweHme cobpaHua. C 3TOM Ke Lenblo B TEKCTE MPOTOKOMA Kaxayi damuauio u
WMHWLMAbI BbICTYNAOWMX MEeYaTaloT C HOBOW CTPOKM B MMEHMUTE/IbHOM MajeKe, 3anucb BbICTYMNAEHUA
oTaenstoT oT damunun geducom. Kaxkapii BONPOC neyaTaeTca ¢ KPAacHOM CTPOKKU, daMuamm npu sTom
[ONYCKAEeTCA He YKa3blBaTb.

B oTAeNbHbIX CIy4anx HA OCHOBE PYKOMWUCHbIX UAN MarHUTOGOHHbIX 3anuncei, KOTopble BEAUCH Ha
3acefiaHMN, COCTaBAseTCA CTeHorpaduyeckMin NPOTOKOJ/, KOTOPbIM [AOC/AOBHO MepegaeT npouecc
06CyKAEHMA KAaXKA0ro BONpPoca 1 BbipabOTKy peLleHns no Hemy.

MpoTokon odopmaneT cekpeTapb 3acesaHus, PULNYECKYO CUAY NPOTOKOA NPUOBpPEeTaeT TONbKO
npu HannMumMmM AByX Nognucen - npeacenatens n cekpetapa. Moanucu pacnonaratoT, OTAE/MB OT TEKCTa
OBYMA-TPEMA MENKCTPOUYHbIMM WMHTEpPBaNamMM, OT rpaHuUbl ieBoro noss. MoanucbiBaeTca nepBbln
3K3eMNAsp MPOTOKOJa, KOTOPbIN NOALIMBAETCA CEKpPeTapemM B AEe/10 U XPaHUTCA B COOTBETCTBMU CO
CPOKOM, onpeaesieHHbIM HOMEHKNATYpPou aen.

B HeKkoTopbIx cnyyaax odopmaseTca BbIMMCKA U3 MPOTOKOAA.

BbinMcKa M3 nNpoTOKONA NpeacTaBnseT cobOoM TOYHYID KOMUIO YacTM TeKCTa MNOAJAMHHOMO
NPOTOKO/1a, OTHOCALLEroca K TOMy BONPOCY MOBECTKM AHA, MO KOTOPOMY FOTOBAT BbIMUCKY. MpK 3Tom
BOCMPOM3BOAAT BCE PEKBM3UTbI BAaHKa, BBOAHYHO YacTb TEKCTA, BOMPOC MOBECTKU AHA, MO KOTOPOMY
rOTOBMTCA BbIMWUCKA, W TEKCT, OTPArKaoLWMii 0bCyRaeHMe BONPOCca M NPUHATOE pelleHne. B atom caydyae
Ha3BaHWe AOKyMeHTa byaeT opopmieHo Kak "BbinncKka 13 npoTtokona'.

4.10. AKT COCTaBNSIETCA HECKONbKMMMU MLLAMWU (KOMUCCUEN) U NOATBEPKAAET YCTAaHOB/IEHHbIE
$aKTbl UK cobbITMA. TEKCT aKTa COCTOMUT M3 ABYX YacTel: BBOAHOW M OCHOBHOW (KOHCTaTUpYytoLWwen).

B BBOAHOM 4YacTW aKTa YKa3blBAeTCs PACMNOPSAAUTENbHbIN OOKYMEHT, Ha OCHOBAHWW KOTOPOro
aKkTupyetca ¢akT, cobbiTe uan peicTene (B MMEHWUTENbHOM MageXke), ero Homep W aata. Mpwu
nepeyYncieHmm anL, y4acTBOBaBLUMX B COCTAB/IEHMM AKTA, YKA3blBAOTCA HAaMMEHOBAHUA AONKHOCTEN C
0603HaYeHMeM oOpraHusauuii, ¢amuManin M UHUUMANOB (B MMeHUTeNbHOM nagexke). [epBbiM



yKasblBaeTcs npeacenartesib KOMUCCUU. B HEOBXOAMMbIX Caydasx AOMyCcKaeTca NPUMBOAUTb CBEAEHUA O
OOKYMEHTaX, YA0CTOBEPAIOLWMX IMYHOCTb U NOJTHOMOUMSA JINL, YH4aCTBOBABLUMX B COCTAB/IEHMUM AKTa, U UX
agpeca. Pamunmm 4yneHoB KOMMCCUKM pacnonaratotca B andasutHom nopsagke. Cnosa "OcHoBaHue".
"Mpeacenatens"”, "YneHbl Komuccumn", "MpucytcTeoBanm" NMWyTCca c NPONUCHON DYKBbI.

B OCHOBHOWM 4acTM aKTa M3naratoTcA YCTaHOB/AEHHble GaKTbl, @ TAKXKe BbIBOAblI M 3aKAHOYEHMA.
TeKCT aKTa 3aKaH4YMBaETCA CBEAEHMAMMW O KONIMYECTBE IK3EMMAAPOB aKTa U MECTE UX HaXOXKAEHMUS.
KonnyectBo 3K3emMnAApOB aKTa oOnNpeaensetcs KOJIMYECTBOM 3aMHTEPECOBAHHbLIX CTOPOH WM
HOPMaTUBHbLIMUW SOKYMEHTAaMM, PEFNAMEHTUPYHOLLMMM COCTaBAEHME aKTa. Hanpumep:

CoctaBneH B 3 sk3emnaapax:

1-11 ak3emnanAp - byxrantepus,

2-14 3K3eMnNAAp - KOMMEPYECKUI oTaen,

3-14 3K3emnAAp - NOKynaTenb.

4.11. TeKCT [OroBOpPOB (COrMalleHWn, KOHTPaAKTOB) GUKCUMpPYyeT cornaweHMe CTOpoH 06
YCTaHOB/IEHUWN KaKMX-TMOO OTHOLLUEHWUIN U PeryMpyeT 3T OTHOLIEHMUA.

JoroBop (KOHTPaKT) O BbINOAHEHWUW OMpeneneHHON PaboTbl COAEPKUT Caeaytowmne CBeAeHuUs,
Hanpumep:

HAaMMEHOBAHMA CTOPOH (NOIHOE M COKpaLLLEHHOE HAa3BaHUA);

HaMmeHoBaHMe PaboTbl (MpeaMeT KOHTPAKTA), ee 3Tanbl U Pe3ybTaTbl BbIMOAHEHUS;

HaMMeHOBaHME AOKYMEHTA, B COOTBETCTBUM C KOTOPbLIM BbINONHAETCA paboTa;

YCNOBMA W CPOKM NOCTABKW, MepeBO3a, XPaHEHMA, YMAKOBKM, MapPKUPOBKKU, pPeKNambl U
peanusauuu;

CPOK AelicTBMA A0r0OBOpPa;

Ha4ya/i0 U OKOHYaHMe paboT no Jorosopy;

CTOMMOCTb PaboTbl M NOPAJOK PACYETOB;

nopsagoK coauu U NpuemKn paboTsbl;

OTBETCTBEHHOCTb CTOPOH, B TOM YMC/e CaHKUMM 33 HEeBbINOSIHEHWE MPUHATbIX 06A3aTenbCTs,
KOTOpble A0roBapMBatoLMe CTOPOHbI MPU3HAOT HEOBXOANMBIM BK/IHOUUTL B AOrOBOP;

rapaHTum, ctpaxoBaHue n Gopc-maxKopHble 06CTOATENLCTBA;

nepexog npasa cO6CTBEHHOCTU U PUCKK;

nopsaaoK paspeLleHmns Cnopos;

topuamyecKkme agpeca CTopoH (C yKasaHMeM MOYTOBbIX afpecoB, OAHKOBCKUX PEKBM3UTOB,
HomepoB TenedoHoB, paKcos).

TeKcT gorosopa (KOHTpaKTa) noAapasaenaeTca Ha pasgensl, MyHKTbl U NOANYHKTbI.

4.12. TeKCT fOBEPEHHOCTM PUKCUpPYET GaKT NpesoCTaBAEHNA NPABA HA COBEPLUEHME KaKMx-1Mbo
OeNCTBUI OT ML foBepuTens (opraHMsaumm nam Gusmyeckoro nmua).

OdunumanbHble 4OBEPEHHOCTM BbIAAIOTCA OpPraHM3aumnelnt CBoemMy NPeaCcTaBUTESO Ha coBepLlleHue
COENOK, NOJlyYeHWe AeHer, TOBapHO-MATePMAsbHbIX LEHHOCTEN WAW APYrUX AEUACTBUM OT UMEHMU
opraHusaummn. B Tekcte odpuumManbHOM OBEPEHHOCTM YKa3bIBAOTCA CeayloLmMe CBEAEHMUA, HAaNnpUMmep:

AOJIKHOCTb M MAcnopTHbIE AaHHbIE AOBEPEHHOMO ANLA;

opraHM3auma, B KOTOPOWM NPOU3BOAATCA AENCTBUA MO AOBEPEHHOCTY;

BUA, AEeNCTBUIA;

obpaseL, noanucK Mua, NOJyYMBLLETO AOBEPEHHOCTb;

3aBepeHune NoAJMHHOCTM NOAMUCH;

CPOK AelCcTBMA AOBEPEHHOCTM.

JInyHble 4OBEPEHHOCTU BbIAAOTCA OT NLLA A0BEPUTENS (fparkAaHMHA) Ha NoayYeHWe 3apnaaThl 1
APYrMX BbINAAT, CBA3AHHbIX C TPYA0BbIMU OTHOLUEHUAMM, HA MONYYEHUE MEHCUI, NOCOOUI, CTUNEHANN,
KoppecnoHAeHUUN. B TekcTe NMYHOM A0BEPEHHOCTU YKa3blBalOTCA L4OBEpPUTE/Ib, AOBEPEHHOE NLO U
BUA, 4ENCTBUIN MO LOBEPEHHOCTH.

4.13. No coaepaHWIo 1 HA3HAYEHUIO NMUCbMA, KaK BUA, AOKYMEHTOB, MOTYT ObITb MHCTPYKTUBHbIE,
rapaHTUiMHble, MHGOPMALMOHHbIE, PEKJaMHble, KOMMEPYECKMUE, MUCbMa-3amnpocbl, MUCbMa-OTBETDI,
NUCbMa-M3BELLLEHUA, NMUCbMA-NPUrAalleHns u ap. Npu 3aKAOYEHUM KOHTPAKTOB C MHOCTPaHHbIMM
napTHepPamu UCNOo/b3yHTCA KpeauTHble MMCbMA.

Mucbemo uUenecoobpasHo roToBUMTb MO OAHOMY Bonpocy. Ecnv Heobxoammo obpatutbca B
OpraHM3aumio O4HOBPEMEHHO MO HECKOJIbBKMM Pa3HOPOAHbIM BOMNPOCAM, PEKOMEHAYETCA COCTABAATb



oTAeNbHble NMUCbMA NO KaXKA0MY U3 HUX.

MUCcbMO MOMEeT KacaTbCA HECKO/IbKMX BOMPOCOB, €C/IM  OHM B3aMMOCBA3aHbl W ByayT
paccmaTpuBaTbCca B OAHOM CTPYKTYPHOM NoApasieNeHnm opraHnsaumm-agpecara.

B oenosoli nepenucke npuHaTa Gopma U3N0XKEHUS TEKCTa OT MEPBOro /NLLA MHOXECTBEHHOrO
yncna (Nnpocum, cooblLaem, HanpaBaseM, HANOMUHAEM, BbICbINaeM U T.4.), TaK KaK 4OKHOCTHOE NLO,
nognucasLiee NMCbMO, BbICTYMaEeT OT UMEHW OpraHM3aLnm.

M3noxeHWe TeKcTa nucbMa OT MNepBOro JMuUa eAMHCTBEHHOro uucna (npouwy, npeanarato,
HanpaB/sAlo U T.4.) BO3MOXKHO B ABYX C/y4asx:

NUCbMO 0pOPMAAETCA HA AOKHOCTHOM B1aHKE;

NMUCbMO HOCUT KOHPUAEHLMANbHbBIA XapaKTep WAM COAEPKUT NepcoHanbHoe obpalieHne K
agpecarty.

Mucbma moryT 6bITb NPOCTLIMU M CNOXKHBIMK. MPOCTblE NMCbMa COCTaBAAIOTCA B CAy4YasX, KOraa He
TpebyeTcs M3NOXKEHUS C/OMHbIX B aAMWUHUCTPATUBHOM WM HOPUANYECKOM OTHOLIEHMU CUTYaLUM.
MpocToe NMCbMO MOXKET UMETb OA4HY WU/IM ABE CMbIC/IOBbIE YacTu.

Mucbmo, cocTosllee M3 OAHOWM 4YacTW, - 3TO npocbba 6e3 noAcHeHWs, HanomMuHaHue 6e3
npeambéynbl, cooblieHne 6e3 060CHOBaHMSA, BbipaxKeHue 6,1arogapHOCTM UAK COMYBCTBUA U AP.

MpocToe NUCbMO MOMET COCTOATb M3 ABYX 4YacTei: nepBas 4YacTb - 0OOCHOBaHWE, U3NOXKEHUe
MPUYUH HaNUCaHWA MNUCbMa, MOTUMBMPOBKA; W BTOpas 4acTb (3aKaoyeHWe) - npocbba WMAM OTKas3,
HanoMMHaHMWe, NPeAsIOKEHME, COrlacue, BbiparkeHMEe rapaHTMn 1 T.10.

TeKcT NpoCToro NMcbMa He AONXKEH NPEeBbILaTh O4HON-ABYX MALUMHOMMUCHbIX CTPaHWUL,

CnoxHble MMCbMa COCTaBAAIOTCA MO BOMPOcam, Tpebyowmm nogpobHOro N3N0KEHMA CUTYaLuUM,
ee aHa/n3a, OLEHKMU, aprymeHTaunm, GopmMmyMpoBKM BbIBOAOB, MHEHWUI, NPEeAI0KEHUI, MPOCLO.

CnoxXHble MUCbMA MOFYT COAEPKaTb A0 MATM CTPAHWUL, TeKcta. OHW COCTOAT M3 CAedyoLmX
OCHOBHbIX YacTeit:

BCTyMN/eHue,

OCHOBHOE COZEeprKaHue,

3aK/I04YeHMe.

Bo BcTynneHun ¢opmyavpyerca Tema NMCbMa, OODBACHAIOWAA MPUYMHBI €ro HamnucaHuA.
BcTynnieHMe MOXKET cofgeprkaTb: CCbIIKY Ha AOKYMEHT WAM €ro OTAENbHble MYHKTbl, NOCAYXUBLUME
IOPUANYECKMM OCHOBaHMEM MM MOBOAOM A/1A NMUCbMA; KOHCTaTauumio gaKkta, cobbiTna, cnoxusLleincs
cUTyaumm.

OcHOBHOE cogep:kaHuMe MUCbMa COCTaBAAIOT ONMCaHWME COBbITUA UAM CUTyaLMU, UX aHaAU3 U
NnpUBOAUMbIE A0Ka3aTeNbCTBa.

3aKk/loueHne npeactaBnseT cobol BbiBOAbI B BUAE NPEASIOKEHUIA, MHEHMIA, TpeboBaHWI, NPOCkO,
OTKa30B, HaMOMMHaHMWIA. 3aK/OYEHME HaAuyMHAETCA CoBamMM Mpocum (nMmMcbmo-npocbba MaM 3anpoc),
BbICbl/laeM, HanpaBasaem, NpeacTaBasem (conpoBoguTenbHoe NMcbMo), coobllaem (MHbGOpPMaLMOHHOE
NUCbMO).

3aKounTEeNbHAA YacTb MMCbMa MOMKET 3aKaHUMBATbCA GOPMYION BEKIUBOCTU.

Hanpumep: C yBarKeHUeEM,...

4.14. AHKeTHasa dopma NpeacTaBAaeT TeKCT AOKYMEHTA, B KOTOPOM XapaKTepusyeTcs OANH 06beKT
no onpegeneHHbIM Mpu3Hakam. AHKeTHaa dopma MNPUMEHSETCA NPU U3N0KEHUU UMOPOBOA WU
C/10BECHOM HbOPMALUM B OPraHM3aLMOHHO-PacnopaanTesIbHbIX, QUHAHCOBbIX U APYTMX AOKYMEHTAX.

MocToAHHON MHPOpPMaLMelt B aHKeTe ABNAIOTCA HAMMEHOBAHMA NPU3HAKOB, @ NEPEMEHHON - UX
XapaKTepUCTUKK. Mpu NOCTPOEHUM aHKETbI NOCTOSAHHAA MHPOPMALIMA BbiparkaeTcsA CYLLEeCTBUTENbHbIMM
B MMEHUTENbHOM Nage)ke, Hanpumep: Gamnana, MMa, OTYECTBO; UKW CAIOBOCOYETAHMAMMU, OMOPHbLIM
C/I0BOM B KOTOpPbIX ABASETCA CYLLEeCTBUTENbHOE, Hanpumep: CTPYKTypHoe nogpasgenieHue, nociegHee
MecTo paboTbl.

3anonHeHHana aHKeTa ABAAETCA NPUMEPOM CTPYKTYPUPOBAHHOrO MNpeAcTaB/ieHMA TeKCTa
OOKYMeEHTa.

4.15. Tabnuua - dopma npeacTaBNeHUA TEKCTA, coAepKallero MHGopmMaLmio, XapaKTepM3YIOLLYIO
HECKOJ/IbKO 06BEKTOB N0 pAAy NPMU3HAKOB.

TabnuyHble TEKCTbI MPUMEHAIOTCA B OPraHM3aLMOHHO-PacNopaANTENbHbIX AOKYMEHTaxX (CTPYKTypa
W WITaTHasA YNC/IEHHOCTb, LUITaTHOE pacnucaHue, NaaH paboTbl, NnepedeHsb 1 ap.).

CneBa Hag Tabnuueit pasmelwtatoT cnoso "Tabauua", BblaeneHHoe paspsafaKoli, Nociae Hero



npuBoaAT Homep Tabanupl (echn Tabnnua He oaHa). ToUKy nocne Homepa TabauLbl He CTaBAT.

Tabnunubl MMeKT ABa YPOBHA Y/IeHEHUs TeKCTa: BepTUKa/bHbIA - rpadbl U FOPU3OHTANbHbIN -
CTpokKn. O606LLEHHbIE HAMMEHOBAHUA NPU3HAKOB B Tab/MLe COCTaBAAKOT 3aro/0BOK M M0A3aro/I0BKU
rpad (ronoBka Tabnuupbl), a HAUMEHOBaHUSA OBBHEKTOB - 3aro/IOBOK M NO/A3aro/I0BKN CTPOK Tabaulbl,
pacno/ioXKeHHbIX B KpaiHei nesoi rpade (6oKoBMK Tabanubl). Hanpumep:

T'OJIOBKA TABJIMIH

3aroJIoOBOK CTPOK 3arosyioeok rpad 3arosioeok rpad
IOO3aTOJIOBKU IOO3aTOJIOBKU 10O3aT'0JIOBKU I0O3aT0JIOBKU
rpad rpad rpad rpad
1 2 3 4 5
[lon3aroJyioBKMU Crpoka Crpoka Crpoka Crpoka
CTPOK
| _n_ _nw_ _n_ _n_
| | | | N |
| | | | N |
" " " " "
| _n_ _nw_ _nw_ _n_
BoxoBuk (rpada I'padel (KOJIOHKM)
IOJi11 3aT0JIOBKOB)

lpadbl TabanL, A0NXKHbI 6bITb NPOHYMepoBaHbl. Ecin Tabanua nevataetca 6onee 4em Ha OAHOM
CTPaHULE, Ha NOCAeAYOWMX CTPAHUL,AX 3aro/I0BOYHAA YacTb TabamLbl M HOMepa rpad NPoLoKaOTCA.

3aronoBKM rpad NULIYTCA C MPOMUCHLIX OYKB, @ MOA3aro/IoBKM - CO CTPOYHbIX, €CAU OHMU
COCTaB/IAIOT OAHO LLe/I0€ C 3aro/I0BKOM, T.€. NOACHALOT ero. Ecan noA3aroI0BOK MMeEET CaMoCToATE/IbHOe
3Ha4YeHMe, TO OH MNULIETCA C MPONMCHON OyKBbl. TOYKM B 3aro/IOBKax M MoA3arosioBkax rpad He
npocTaBaAtoTCA.

3aro/IoBKM M NoA3aro/IoBKU rpad M CTPOK Tabauubl BbipaxKatloTcA UMEHEM CYLLECTBUTE/IbHbIM B
UMEHUTENbHOM Najee eANHCTBEHHOTO YMcaa. B 3aronoBKax M noasarosoBKkax CTPOK M rpad Tabamubl
ynoTpebnstoTca ToNbKO 06LWENPUHATLIE YC10BHbIE 0603HAYeHUA.

4.16. Mpun NoaroToBKe LOKYMEHTOB MO OAHOTUMHbIM, MOBTOPAIOWMMCA CUTyaLMAM (NpMKasbl No
JIMYHOMY COCTaBy, AOrOBOPbI, MPETEH3UU, FAPAHTUIHbIE MUCbMA U T.A.) PEKOMEHAYETCA UCMO/1b30BaTb
yHUOUUMpoBaHHble GOpPMbI, cofepKallime MOCTOAHHYI WHPopmaunio n npobenbl ANA 3an0AHEHWA
nepemeHHoMn.

4.17. JOKYMEHTbI 40/1XKHbl ObiTb HANUCaHbI AEN0BbIM CTUAEM, KOTOPbIN 06/1a4aeT COBOKYMHOCTbIO
NPU3HAKOB, XapPaKTEPU3YIOLWMX €ro C TOYKM 3peHna oTbopa SIeKCMYeCKMX CPeacTB A3blKa, NOCTPOEHMA
CN10BOCOYETAHUMN, NPEeSNOXKEHNN N TEKCTOB B LLE/IOM.

K 0CHOBHbIM CTUIEBBIM YEPTaM AEe/10BON peyn OTHOCATCA:

HeNTPanbHbIN TOH U3/10XKEHUS;

TOYHOCTb U ACHOCTb U3/I0XKEHUA;

NIAKOHUYHOCTb U KPATKOCTb TEKCTa.

B oduuManbHbIX AOKYMEHTaX MCNOMb3YeTcA OTpac/eBas WM KOPMOpaTUBHAA TEPMWHOOIUA,
OTparkaloLan coaepraHue TOM NpeaMeTHOM 061acTi, KOTOPOKN MOCBALLEH AOKYMEHT, U cneuunanbHble
CNI0BA W BbIPAXKEHUS, CNOXKMBLUMECA B chepe ynpaBieHUs 1 onpeaeneHHble 3aKoHOAaTe/IbCTBOM.

Jonyckaetca ynotpebnatb Tak HasblBaemble YHMBepCasibHble C/I0Ba (CN0OBA CO CTEPTbIM,
HeonpeaeNeHHbIM 3Ha4YeHWeM) M UCNONb30BaTb MX BMECTO TOYHbIX CMbIC/IOBbIX OMNpeaeneHnn B
pa3/INYHbIX KOHTEKCTax. Hanpumep:

[o HacTosLero BpemeHu c1abo BeAyTCs NOArOTOBUTE/IbHbIE PaboTbl NO PEKOHCTPYKLMM 343HUA.

nnm

MpPOTOKOAN He OTpaXKaeT HaMmepeHWs A0roBapUBAIOLLMXCS CTOPOH.

OcobeHHOCTbIO AEeN0BOro CTUAA ABAAETCA LWMPOKoe ynoTpebsieHne ycToMumMBbIX (WaBNOHHbIX,
CTaHAAPTM30BAHHbIX) A3bIKOBbLIX 060poTOB. Hanpumep:

YCTaHOB/EHO, 4YTO B nepuogc... no...
B cooTseTcTBUM C...



B uensax...
Hanpasnsem (npeacrasnsem, Bbicbinaem) Bam...
CunTtaem LenecoobpasHbIM....

B oduuManbHbIXx AOKYMEHTaX WCMNOAb3YIOTCA MPOCTble pPaCnpOCTPAHEHHblEe MNpPeaIoKeHus,
OZHOCOCTaBHble UK ABYCOCTaBHble, c 060cobneHHbIMM obopoTamu. Hanpumep:

B cBA3K C KpaliHe HU3KOM 3PPEKTUBHOCTBIO MCMOb30BAHUA..., @ TAKKE B CBA3U C HEAOCTATOYHOM
3arpy»KeHHoCTbH0... Npocum Bac pelwmnTs Bonpoc o....

B cny»ebHbIXx LOKYMEHTAX HEYMECTHO ynoTpebnsaTb BblipakeHus Tuna "byabTe Tak ntobesHbl” nam
"He oTKaxuTe B 1t06e3HOCTU coobWUTL".

B oenoBoit nepenmcke Ucnosbaytotca mectonmenma "mol" n "Bbl" Bmecto "a" u "oH".

CTpagaTtenbHble KOHCTPYKLMW NpeanoyTuTeIbHee AeNCTBUTENbHBIX. Hanpumep:

He "Mbl BbINOAHMM", @ "Hamu ByaeT BbINOIHEHO",;

He "Bbl npeanaraete"”, a "Bamu npegnoxeHo".

B Lenax cxkaTuma TeKCTa UCMONb3YHOTCA OOLLENPUHATLIE COKPALLLEHMA:

CHI, MockanpemoHT, 3am., cnewHas n ap.;

rpaduyeckmne - r-H, ¥.-4., KB. M 1 4p.

lpaduyecknme COKpalLeHMs BO MHOMKECTBEHHOM YMCAe, KaK MpaBuMao, He YyZABauBaloTcs,
WCKtOYEHME COCTABASAOT: IT. - FOAbI, MN. - MYHKTbl U HEKOTOpPbIE Agpyrue.

5. Pa3paboTKa cTaHAapTHbIX 6/1aHKOB

5.1. JOKyMeHTbl U3roTaB/IMBAIOT Ha BAaHKaXx.

BnaHKk npeacraBaser coboit Anct bymarm ctaHgaptHoro ¢opmaTa, Ha KOTOPOM Pas/iNyHbIMMU
TEXHUYECKMMM CPeACcTBAMM HaHECEeHbl PEKBU3UTbI, cogepyKaliye MOCTOAHHYH AAA AaHHOro BMAa
OOKYMeHTa MH(OpMaLMIo, BKIOYAA MOCTOAHHbIE 4YacTM TeKCTa. ITO MOryT ObiTb Ha3BaHMe BUAa
OOKYMEHTa, CMpaBOYHble AaHHble 06 opraHM3aumu, BCEBO3MOXHble CMMBOJIbI U Apyras, NOCTOAHHAA
ONA OaHHOW Tpynnbl OOKYMEHTOB WHGOPMauMs, BKAOYAKOWAA MNOCTOAHHble (TpadapeTHblie) 4yactu
TeKcTa.

Hanpumep, 61aHK NOCTaHOBAEHUA, MPUKaA3a, CNpaBkn o paboTe, B1aHK 3asaBneHUA o6 oTnycke,
61aHK TUTY/NIbHOTO /IUCTa OTYETa O BbINOJIHEHHOM paboTe, 6N1aHK aKTa O BblAENEHUU K YHUUTOXKEHUIO
OOKYMEHTOB C UCTEKLIMMM CPOKaMM XPaHEHMA U Ap.

5.2. B 6naHK AOKymMeHTa 0653aTe/lbHO BK/OYAKOTCA PEKBU3UTLI, MAEHTUGULMPYOLWME aBTopa
NMUCbMEHHOTO [IOKyMeHTa: oduMUManbHOE Ha3BaHME OpraHusauMm - aBTopa [AOKYMEHTa, ee
BEAOMCTBEHHAA MPUHAA/IEXHOCTb W  OPraHU3aUMOHHO-NPABOBOE MOJIOXKEHME, OPUANYECKUI
(baKTnueckmi) agpec UaM HasBaHME HaCeNIEHHOro MYyHKTa, B KOTOPOM pPasMeLLaeTcs PYKOBOAALLUIM
OpraH opraHusaumu.

B coctaB 6naHKa BXOOAT TakKe rpaduyeckme OTMETKM, NpeAHasHayeHHble A1s pasmelleHun
0b6A3aTeNbHbIX PEKBU3UTOB JOKYMEHTOB, KOTOPbIE BYAYT N3roTaBAMBaTbCA Ha BaaHKax.

MoHsATHe 6n1aHKa B NOMHON MeEpPe NPUMEHUMO TOJIbKO K MUCbMEHHbIM ByMaKHbIM AOKYMEHTaMm,
TaK Kak npaBuaa 3anucu MHGopmauMm U ee pasmelleHMAa Ha MAaWMHHbIX HOCUTENAX MPUHLUNNANBHO
MHble. Bmecte ¢ Tem npu aBTomaTm3aumm AOY (AOKymMeHTauMOHHOro obecneyeHusa ynpasieHus)
NPaKTUKyeTcA Co34aHMe MallMHHbIX "WabnoHoB" MAM YHUPUUMPOBAHHBLIX 61aHKOB ("'3N1EKTPOHHbIX
dopm"), ncnonb3oBaHWE UK 3aMNOJHEHUE KOTOPbIX NO3BOJIAET CO34aBaTb HOPUANYECKM MOJIHOLEHHbIE
OOKYMEHTbI, COOTBETCTBYIOLLME COBPEMEHHbIM NPaBuaIam 1 AeUCTBYOWMM BymaxKHbIM Gopmam.

5.3. 1nA “3rotoBAeHUs OpraHmn3aLMOHHO-PaCNopsaANTEIbHbIX JOKYMEHTOB YCTaHaBAMBAlOTCS 4,Ba
dopmaTa 6naHkos no FOCT 9327-60: A4 (210 x 297) n A5 (148 x 210), c pasmepamu Noseit He MeHee:

nesoe - 20 mm;

npasoe - 10 mm;

BepxHee - 20 mm;

HUXHee - 20 mm.

3TU NonA UCNOJb3YITCA A/1A Pa3MELLEHNA HEKOTOPbIX PEKBU3UTOB, ANA NOALWMUBKU AOKYMEHTOB,
AN 3aKMMa /IMCTa MpPUM  KOMMPOBAHMU W PasMHOMEHMU, ANs yaobCTBa NPOYTEHMA TEKCTOB B
cHbpoLIopoBaHHOM BUAE U T.N.



OpraHu3auma nmeeT NPABO CaMa peLlaTb, KakMe pa3mepbl NONEN LLeecoobpasHo YyCTaHOBUTL A
pa3NMYHbIX BUAOB AOKYMEHTOB, HO HE MEHEE TEX PAa3MepPOB, KOTopble ycTaHoBAeHbI [OCT.

Mpn noAroToBKe AOKYMEHTa Ha HECKONbKMX JIMCTax BCE SINCTbl MMEHT OOMHAKOBbIE pPasmepbl
nonem.

BnaHkn ¢opmatoB A4 n A5 cayKaT NPeMMyLLECTBEHHO A1A U3roTOBAEHUA CAYXKeBHbIX nucem,
yupeamTeNnbHbIX U MHbIX PacnopaanTeNbHbIX JOKYMEHTOB BCEX HAaMMEHOBAaHMWM, 40rOBOPOB, CMPABOK,
3aMNMCOK, Pa3/IMYHOro POAA AaKTOB U APYrUX JOKYMEHTOB.

Ha npakTMke MOryT WCMNO/b30BaTbCA TaKXKe KOMOMHWMpPOBaHHble ¢opmaTtbl 61aHKOB,
obycnoBneHHble XapaKTepPOM OOKYMEHTOB, HanpMMep C WCMNO/Ab30BAaHMEM T[OPU3OHTASIbHOIMO
pacnonoxeHusa 6onblien CTOPOHbI BaaHKa.

®opmat 6naHKka BblbMpaeTcA B 3aBMCMMOCTM OT ObbemMa TeKCTa M KOJIMYecTBa PEKBU3UTOB,
KOTOpble AO/MKHbI ObITb pasMeLLLeHbl NPU NOATOTOBKE AOKYMEHTA.

[OnAa M3rotoBneHnsa JOKYMEHTOB, TEKCTOBAA CoAepyKaTesibHaA YacTb KOTOpbIX opopmieHa B BMUAE
TabanUbl C MHOXKECTBOM rpad, MOXKeT UCMNo/b30BaTbcA 61aHK dopmaTa A3 (420 x 297 mm). Hanpumep,
Ha TaKMx 61aHKax MPOeKTUpYoTcA GOPMbl OTYETHbIX, YYETHO-CTAaTUCTUYECKMX, MJIAHOBbLIX M ApPYrux
OOKYMEHTOB.

Ha 6ymare ¢dopmata A6 (105 x 148 mm) gonycKaeTcs U3roTaBnMBaTb 0Cobble BUAbI AOIKHOCTHbIX
61aHKOB, Hanpumep, Ana opopmMAEHUA PE3ONIOLMM PYKOBOAMTENS (NOPYYEHUA) MM LOKYMEHTOB TUNA
KBUTAHLMM, Pa30BbIX NPOMNYCKOB, Y4eTHbIX GOpMm U T.N.

5.4. BnaHKM AOKYMEHTOB A0/IKHbI pa3pabaTbiBaTbCA C YYETOM COCTaBa PEKBM3UTOB U NOPALKA MX
pacnonoXxeHua, yctaHosseHHbIx [OCT.

Mnowapn pasmeweHna KOHKPETHbIX PEeKBU3UTOB [OOJIKHbl COOTBETCTBOBATb pPa3mepam,
npuseneHHbIM B [OCT. Cxembl paCnoONOMKeHUA PEKBU3UTOB AaHbl B NpuaoXxeHunax 1, 2, 4.

BnaHKM AOKYMEHTOB MOTYT M3roTOB/IATLCA HA OCHOBE MPOAOJBLHOIO UM YII0BOrO PACMONOXKEHMUA
PEKBU3UTOB, UAEHTUPUUMPYIOWMX OPraHM3aLMio, U APYIMX PEKBM3UTOB OPOPMNEHMA LOKYMEHTOB,
OONONHAWMX cBegeHMA 06 opraHusaunun. Mcnonb3oBaHWe yraoBOro WM NPOAO/AbHOro 6aHKa He
B/IMAET Ha IOPUANYECKYIO CUNY SOKYMEHTA UKW ero NPaBoBOM CTaTyC.

Mpn nNpogonbHOM pacnonoXKeHun (NpoaosibHbie 61aHKW) HasBaHWE OpraHusauuuM, BuAA
OOKYMEHTa M apyrne Heobxogumble PeKBM3UTbl Ha GaaHKe pa3meLLaloTcA BAONAb BEPXHErO NOAs M
LEeHTpYoTCA (LeHTpUpytoTcs).

MpoaonbHble 6NAHKM HA MNPaAKTUKE UCMOAb3YIOTCA MPEUMYLLECTBEHHO A1 NOATOTOBKM
HOPMaTUBHbIX NPABOBbIX aKTOB.

Mcnonb3oBaHWe MNpoAoabHOro 6/aaHKa NUCbMa LenecoobpasHo TaKke MPUMEHATb B C/yYasX,
KOrga HaMMeHOBAHME OPraHM3auMKn COLEPXKUT DOO/bLIOE KOJIMYECTBO MNeYaTHbIX 3HAKOB, Hampumep,
MOMeT OblTb B C/lydae, KOrga PeKBM3UTbl 6aaHKa AatoTca Ha AByx M 6osee asbikax. MNpu 3Tom cnesa
cnepyet neyaTaTb PEKBM3UTbI HA PYCCKOM A3bIKe, a CNPaBa - Ha HALUMOHA/IbHOM, Ha O4HOM ypoBHe. Ecau
KO/IMYECTBO WCNOJ/Ib3yeMbIX HaLMOHANbHbIX A3bIKOB 60siee 04HOro, CBepXy c/ieayeT YyKasblBaTb
PEKBM3UTbI HA PYCCKOM, @ HUXKE - Ha HALMOHANbHOM A3blKe, NPoA/eBas CTPOKY A0 FPaHWULbl NPaBoro
nons.

Mpn UCNoNb30BaHMM B 6GNaHKE HAMMEHOBAHWA OpPraHM3aUMM HA WHOCTPAHHOM  f3blKe
pekoMeHAyeTCcs TaKKe N0/1b30BaTbCA CTaHAAPTHLIMM TpeboBaHMAMM.

MpoposbHble 61aHKM MMCEM MCMONbL3YIOTCA B PEKNAMHbIX LLeNAx, Koraa He CTouT Bonpoc o6
3KOHOMMK Bymaru, paLMoHabHOM pasmeLLLEHUN HEOOXOANMMOTO KOIMYECTBA PEKBU3IUTOB U T.M.

B cnyyae, Korga pekBU3nTbI, HAaNeYaTaHHbIE Ha HALMOHANbHOM M PYCCKOM A3blKaX, pa3MeLLatoTca
B npejenax naou,aau, OTBOAMMOWN ANA YINOBOro BapwuaHTa, LenecoobpasHo M3roToBaAaTb 6aaHKM C
YFNOBbIM PACMONOXKEHNEM PEKBM3IUTOB (yrnoBble 6a1aHKK). Mpyu 3TOM KaxKAbli PEeKBU3UT yKasblBaeTcA
CBEpPXY Ha PYCCKOM A3bIKe, @ HUKE - HA HAUMOHANbHOM.

Hanbonee yaobHbiM ana 06paboTKM M IKOHOMMUYHBIM C TOYKM 3PEHUA UCMO/Ib30BAHUA NAOLLAAM
NIUCTa ABNAETCA yrnooi 6naHK. B aTom cnyyae npaBas CTOpPOHa BEpPXHEM 4acTu McTa MOXKeT ObliTb
MCcnosab3oBaHa AnA pasmelleHua pekeusutos "Agpecat” un "Tpud yteepxaeHua", pe3onouunii, OTMETOK
O paccblike U gp.

Hanpumep, yrnosbiMM A0/XKHbI ObiTb 61aHKM YTBEPXKAAEMbIX MPOTOKO/IOB, 4OrOBOPOB, aKTOB,
WMHCTPYKLUMIA M NUCEM, rae ecTb pekBusuT "Aagpecat".

5.5. bymara, npumeHaemas gas WU3roToBneHMA ONaHKOB, [0/MKHA ObiTb Henoro uBeTa WMAK, B
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WUCKNIOUNTENbHBIX CAyvasax, cnabo oOKpalleHa B CBeT/Able TOHa. B oTAeNbHbIX C/Aydyasx MoOryT
N3roTaBnMBaTbhCA 6AaHKK 6onee aKTUBHbIX LBETOB.

5.6. BnaHKK ANs AOKYMEHTOB MOCTOSAHHOMO XPaHeHMA cieayeT U3roTOBAATb Ha Bymare BbICLIMX
COpPTOB, HE3aBUCMMO OT TOrO, MOA/NEXKAT UM He NoanexKaT nepeaade Ha rocyaapcTBeHHOE XpaHeHue
JOKYMEHTbl opraHusaumu. PekBmsnTbl Ha 6/1aHKe nevaTaloTcs B OAHY KPacKy, NPeMMyLLEecTBEHHO
YepHyl. BO3MOXKHO MCNO/b30BaHUE APYrMX LIBETOB B 61aHKax, YTO MO3BOASET 3pUTE/IbHO OTAUYUTL
NOA/NMHHUK AOKYMEHTa OT Pa3MHOXEHHOT0, KCEPOKOMMPOBaHHOIO 3K3eMnApa.

5.7. BNaHKnM AOKYMEHTOB M3roTaBNMBatoTCA NPENMYLLLECTBEHHO TUNOrpadpCcKkMm cnocobom unm npu
NOMOLLM CPEACTB BbIYNCAUTENBHON TEXHUKMU.

Tunorpadcknm cnocobom AO0JKHbI M3roTaBAMBaTbCA O/1aHKM, MMElOLWMe B KayecTBe PeKkBU3UTa
lfocypapcTBeHHbIM repb Poccuiickon degepauum unm repb cybbekta Poccuiickon dPepepauum.
Mcnonb3oBaHMeE KCEPOKONUI AaHHbIX 6/1aHKOB A1 CO34aHMA AOKYMEHTOB He A0MyCKaeTcs.

5.8. TOCT ycraHaBnAuBaeT creaylolmne Buabl 6N1aHKOB OpraHM3auMOHHO-pPacnopAAUTENbHbIX
OOKYMEHTOB A1 OpraHnsaLmm, ee CTPYKTYPHOro noapasaeneHus U 4OoNXKHOCTHOro anua:

obwuit bnaHk Ana U3rotTosseHMa Noboro Buaa 4OKYMeHTa (Kpome nucbma);

6/1aHK NUCbMa;

61aHK KOHKPETHOro BUAa AOKYMEHTa (Kpome nucbma).

BnaHKN AOKYMEHTOB A/1A CTPYKTYPHOro noAapasfaeneHns U A0MKHOCTHOrO iMLa Co34aloTcs B TOM
C/ly4yae, ecnvM pyKoBoAMTENb AAHHOIMO MOAPa3fAeNeHUA UAM KOHKPETHOE AO0/MKHOCTHOE /MU0 MMET
npaBo nognucu 61aHKa.

O6wWwmin BraHK MOXKET BKAOYATb C/ieaytoLne PEKBUSUTDI:

FocymapcTBeHHbI repb Poccuiickont depepaumm - (01);

repb cybvekta Poccuiickont degepaumm - (02);

ambnema opraHM3aLumM UAK TOBAPHbIM 3HaK (3HaK obcnyxusaHusa) - (03);

HanmeHoBaHWe opraHunsaumm - (08);

MECTO COCTaB/NEHUA UAN U3AaHUA AOKYMeHTa - (14).

Kpome 3TuMX peKkBM3MTOB Ha obuem 6naHKe [A0NycKaeTcA HaHOCUTb OrpaHUUYUTENbHbIe
(rpaduueckne) oTMETKU ANA CAeAyoLWnX PEKBMU3UTOB:

AaTa AoKymeHTa - (11);

PEerucTpaunoHHbI HOMep AOKyMeHTa - (12);

3aroJIoBOK K TEKCTY - (18).

BnaHKKM TeX AN UHbIX KOHKPETHbIX BUAOB AOKYMEHTOB Lie/1eco0bpasHo NPUMEHATb NpU U3gaHnK
B OpraHM3auum 60/blIOr0 KOAMYECTBA AaHHbIX BMAOB OOKYMeHTOB. Mpu paspaboTke 3Tux 6/1aHKOB
NCNONb3YOTCA Ceayolmne PeKBUIUTDI:

locypapctBeHHbI repb Poccuitckolt ®epepaumn mnm repb cybbekta Poccuitckoli degepaumm -
(01), (02);

ambnema opraHM3auUum UAK TOBapPHbI 3HaK (3HaK 0bcnyxuBaHus) - (03);

HaMmeHoBaHWe opraHunsaumu - (08);

HaMMeHOBaHWe BUAa A0KymeHTa - (10);

MECTO COCTaB/NIEHUA U U3AaHUA OOKYMEHTa - (14);

a TaKXe orpaHUYmUTeNbHbIE OTMETKU A1A PACMONOKEHUSA PEKBMU3UTOB:

AaTa AoKyMeHTa - (11);

PerucTpaunoHHbI HOMep AOKYMeHTa - (12);

CCbINIKA HA PErUCTPaLMOHHbIA HOMEP U AaTy AoKymeHTa (13);

3aronoBOK K TeKcTy - (18);

OTMeTKa 0 KoHTpoJie - (19).

B 06wmx 6naHKax 1 B 61aHKAaX KOHKPETHbIX BUAOB AOKYMEHTOB PEKBU3UT "MecTo cocTaBaeHus
UNn ns3paHna gokymeHTa" (14) ponkeH opopmaaTbca B COOTBETCTBMM C HAMMEHOBAHUSMU OOBEKTOB
aAMMWHUCTPATUBHO-TEPPUTOPUNAJIBHOIO AE/IEHUA U HAaCeNeHHbIX MYHKTOB.

MecTo cocTaBNeHUss AN U34aHMA JOKYMEHTA MOMKET He YKa3blBaTbCA, €C/IM OHO BXOAUT B COCTaB
HaMMeHOBaHMA OpraHM3aLUum.

BnaHK nMcbMa MOXKeT BKAOYaTb ceayloume PpeKBUIUTbI:

locynapctBeHHbIN repb Poccuniickont Pepepaumm - (01);

repb cybbekta Poccuiickoni Pepepaunu - (02);
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ambnema opraHM3aLUumM UAU TOBAPHbIM 3HaK (3HaK 0bcnyxueaHusa) - (03);

Ko opraHusaumu - (04);

OCHOBHOW rocyaapcTBeHHbIN perncTpaunoHHbii Homep (OMPH) topuauyeckoro aunua - (05);

naeHTUGUKALMOHHBIN HOMEP HaoronaTeNblMKa/Kog NPUYMHbI MOCTaHOBKM Ha ydeT (MHH/KIM)
- (06);

koA dopmbl AOKYyMmeHTa - (07);

HaMmeHoBaHMe opraHunsauum - (08);

CrnpaBoOYHble AaHHble 06 opraHusaumm - (09).

Kpome 3Tux peKkBu3nTOB B B1aHKe MMUCbMa MOTyT ObiTb AaHbl OrpaHUYMUTENbHbIE OTMETKM ANA
cneayowmx peKBU3UTOB:

AaTa goKymeHTa - (11);

PErncTpaunoHHbI HoMep AOKyMeHTa - (12);

CCblJIKa Ha PErnmcTpaunoHHbIM HOMEpP M AaTy AOKYMeHTa - (13);

agpecart - (15);

3aroJIOBOK K TeKcTy - (18);

OTMETKa 0 KoHTpoJie - (19).

PekBu3nT "CnpaBouyHble pAaHHble 06 opraHMsauuu" BK/AKOYAET CBEAEHWMA O [MOYTOBOM W
TenerpadHom agpece opraHusaumu. TMopagok M dopma 3anUcU  3TUX CBEAEHUA  OONMKHbI
CoOoTBeTCTBOBaTb [MoyTOoBbLIM MpaBunam MuHUcTepcTBa cBA3n Poccuiickon depepauumn. Kpome Toro,
OAaHHbIA PEKBM3UT MOMKET ObiTb AOMOJIHEH HOMEpPamMMu CnpaBoYHbIX TenepoHoB, PaKcoB, TENEKCOB,
pacyeTHbIX c4eToB B BaHKe, aApecom 3/1IeKTPOHHOM MoyTbl. B KayecTBe NOYTOBOro afpeca AonyckaeTca
yKa3blBaTb HOMep abOHEHTCKOro AWmKa.

B 6naHKax [OOJ/I)KHOCTHOIO /iMuUa@ AONOJIHUTENbHbLIA PEKBU3UT "HanmMeHoBaHWEe [O0MKHOCTU"
pa3smellaeTca HUXKe pekBmsnTa "HanmeHoBaHMe opraHmsaumn’.

5.9. U3o0bparkeHne T[ocygapctBeHHoro repba Poccuiickon ®Pepepaumn, repba cybbekTa
Poccuitckoii depepaumm (panee no Tekcty - repb), ambaembl opraHusaumMm Ha 61aHKax C Yri10oBbim
pacno/ioXXeHNeM PEKBU3UTOB MOMELLAIOT Ha BepXHEM noJie 6/1aHKa Hag, cepeguHoli CTPOK PeKBU3MTa
"HanmeHoBaHue opraHmsaumn", a Ha 61aHKax ¢ NPOAO/IbHbIM PACMOI0KEHMEM PEKBUSUTOB - B LEHTpe
BepxHero noJsia. [lonyckaeTca TakXe pasmellaTb nsobpaxkeHue repba Ha yacTu njolLagm, 3aHUMaemon
peksmnsnTom "HanmeHoBaHWe opraHusaumm”.

N306parkeHne ambnembl opraHM3auum Ha 6/1aHKax C Yr1OBbIM PacroJIOXKEHMEM PEKBU3UTOB
NOMELLAIOT Ha BEPXHEM nose baaHKa Haj cepeanHol CTPOK pekBm3anTa "HanmeHoBaHMe opraHmnsaumm”,
a Ha 6/1aHKax C NPoAOo/ibHbIM PACMNO/NIOXKEHUEM PEKBU3IUTOB - B LIEHTPE BepxHero nons. Kpome aToro,
OONyCcKaeTca pacnonaratb M3obpakeHne ambaembl Ha 4acTU NAOWAAM, 3aHMMAEMOW PEKBU3UTOM
"HanMmeHoBaHMe opraHM3sauumn”, a TakKe Ha 1eBOM NnoJie 61aHKa Ha YpoBHe pekBusuTa "HammeHoBaHue
opraHusaummn”.

5.10. Ha 6naHKax, Ana uMx y4yeTa, MOXHO MNPU HeobXoAMMOCTM NPOCTaBAATb TUMOrpadCKUm
cnocobom mam cneumanbHbIM HYMEPATOPOM Y4YeTHble NMOopPAAKOBble HOMepa. 3T HoMepa AOoMNyCcKaeTcs
NPOCTaBAATbL Ha NPABOM, JIEBOM M HUMKHEM MOJAX, a TaKKe Ha Apyroi cBoboaHoM naowanm 6aaHka ¢
TemM ycnoBuem, 4Tobbl Ha HUX BMNOCAEACTBUM He HAKNAAbIBAa/MCb TEKCT AOKYMEHTa U apyrue
odopmAnstoLmMe PEKBU3UTDI.

6. I3roToBNeHMe AOKYMEHTOB
6.1. PacnonoxeHune TeKcta

ﬂ,OKYMeHTbI M3roTaB/MBAOTCA Ha BnaHKax npu nomouwun cpeacrs BI'IEKTpOHHO-BbILIVICﬂMTe}'lbHOI7I
TEXHUKU NN HA NULLIYLLNMX MaLlUMUHaXxX.

OTaenbHble BHYTPEHHME OOKYMEHTbI, aBTOPaMM KOTOPbIX ABAAKOTCA OO0/1IXKHOCTHbIE NULa, MOTyT
NMNCaTbCA OT PYKU (3aFIBI'IEHMe, 06bACHUTENbHAA 3aMMCKa U T.I'I.).

CospemeHHaﬂ YepHaAa MalWMHONMUCb ABNAETCA Hanbonee HageXHbIM CpeacTBOM TEKCTOHaHECEHUA
N ANNTENbHOIo apXmnMBHOIo XpaHeHUA.

Ha nmuym,eﬁ MalWNHKe OOKYMEHTbI N3roTaB/INBAlOTCA:

- Npwn OTCYTCTBUUN CpeacTB BbIYNCANTENBHON TEXHUKU B OopraHunsauunu,
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- Hanbonee BaXKHble LOKYMEHTbI, NepeyeHb KOTOPbIX YCTAHABAMBAETCA CaMOI opraHM3aLmen.

B MalMHOMNUCHbIX TEKCTAX MCMONb3YHOTCA CTAaHAAPTHblEe Npasuia mawuHonucu. LWar nucbma um
MEKCTPOUHbIN MHTepBan ycTaHaBansatoTca no FOCT 6.10.5-87: 2,6 mm - war nucbma (pasmep nevyaTHoro
3HaKa); 4,25 MM - MEXCTPOYHbIA MHTepBan. [onyckaeTca MCNOAb30BaTb: War nucbma - 2,54 mm,
MEXCTPOYHbI MHTEPBAA - 4,24 MM.

TeKCT JOKYMEHTa peKkomeHayeTca nevataTb Ha 6naHKax popmata A4 yepes 1,5 - 2 MEXKCTPOYHbIX
WHTepBana, Ha bnaHkax ¢opmata A5 1 meHee - Yepes O4MH MEXKCTPOYHbIA MHTepPBan.

PeKkBM3NTbI JOKYMEHTa, COCTOALLME M3 HECKOIbKMUX CTPOK, MeyaTaloT Yepes OAMH MEMKCTPOUHbIN
nHTepsan. CoctaBHble YacTh peksusuTos "Agpecat’, "Ipud yTBEpKAeHUA AoKymeHTa", "OTMeTKa o
HanmMuum npunoxenna", "fpud cornacosaHua" otaenalT Apyr oT apyra 1,5 - 2 mMeXCTpOYHbIMU
WHTepBanamm, HaNpumep:

COTJIACOBAHO

(MEXCTPOUHHM MHTepBas - 1,5)
HauaslbHMK OPUOMYECKOTO oTreia
(MEXCTPOUHHM MHTepBasl — 1)
(MEXCTPOUHHM MHTepBaJl - 2)

A.C.KpyrJjos

PeKBM3UTbI [OKYMEHTA OTAENAT Apyr OT Apyra ABYMA - YeTbipbMA MEKCTPOUYHbIMU
WHTepBafamum.

HanmeHoBaHMWe BMAA AOKYMEHTa neyaTaeTca NPOonUCHbIMK ByKBamu.

NHunumanbl n damunma B pekeusmte "Mognuck” nedyaTarotca ¢ Npobenom Ha ypoBHe nociegHen
CTPOKW HaMMEHOBAHMA AOMKHOCTU. Hanpumep:

T'eHepasIbHBE IUPEKTOP
3A0 "ManybaxTypa" O.Il. ViBaHOB

MaKcMmanbHana A/MHa CTPOKM MHOTOCTPOYHbIX PEKBM3UTOB - 28 meuyaTHbiX 3HAKoB. Ecau
3aro/I0BOK K TeKcTy npesbliwaeT 150 3HaKoB, ero AoNnycKaeTcs nNpoanesatb A0 MPaHWLUbI NPaBoro nons
WY NEePEHOCUTL Ha CeaytoLLyto CTPOKY. TOUKY B KOHLLE 3aro/10BKa He CTaBAT.

PekomeHAyeTcs Npu nNevaTaHUM AOKYMEHTOB co604aThb cieaytolme OTCTYNbl OT NEBOW rPaHuULbl
TEKCTOBOrO N0/A (KONNMYECTBO NEeYaTHbIX 3HAKOB):

- 0 - ana nedyaTaHus pekBU3UTOB "3aronoBok K Tekcty", "Tekct" (6e3 ab3saues), "OTmeTKa o
HanMuum npunoxenua", "OTmeTKa 06 wucnonHutene", "OTmeTka 06 WCNONHEHUU [OKYMEHTa W
Hanpas/ieHWMM ero B Aeno"; HaMMeHOoBaHMA AOIXKHOCTU B pekBuanTax "Moanuck” u "Tpud cornacosaHun
OOKymMeHTa", 3aBeputenbHoM Haanucu "BepHo", a TakkKe cnos "MPUKA3bIBAKO", "CAYLWANN",
"BbICTYNUAN", "PELLNNN", "NPEONATAKD";

-5 - 1Oyia Hauajsia af3alla B TeKCTe;

- 32 - nna pexBuzuTa "Azmpecatr";

- 40 - nna pexBuzuTa "I'pud yTBEepXIeHMS IOOKyMeHTa";

- 16, 24, 56 - ngma cocTaBjieHUs Tabiaui M TpabapeTHHX TEeKCTOB;
- 34 - 48 - mjia pacumM@poBKM nonnmucu B pekeusuTe "loxmnmcep".

Ecnn B TeKcTe AOKYMEHTa MMEOTCA NPUMeYaHMa WKW BblgesieHHaa B CaMOCTOATE/bHbIA ab3al
CCbl/IKA Ha [OOKYMEHT, MOC/AYKMBLUMA OCHOBAaHMEM K ero u3gaHuio, 1o cnosa '"lMpumedvaHue" u
"OcHoBaHMe" nevyaTaroTcs OT 1I€BOM rPaHULLbI TEKCTOBOTO NOJA.

Mpn HanUUMM HECKONIbKUX FPUPOB YTBEPKAEHUA W COrNACOBAHUA WX paAcnofiaraloT Ha OAHOM
YPOBHE B [Ba BePTUKANbHbIX pAna. MNepBbld pas neyaTaroT, HauMHAA OT JIEBOM rPaHMULbl TEKCTOBOIO
noss, BTopow - oTcTynus 40 neyaTHbIX 3HAKOB OT J1IEBOM FPaHMLbI TEKCTOBOIO NOAA AOKYMEHTA.

Mpy M3roToBNEHUN AOKYMEHTOB Ha ABYX M Bosee CTpaHMLLax BTOPYIO U nocaeayolme CTpaHULbl
HyMepYHoT.

Homepa cTpaHuL, npocTaBastoTca apabckumm Lmdpamm nocepesmHe BEPXHEro nNoas AncTa.

JonycKkaeTca neyataHWe AOKYMEHTOB C MCMOJIb30BaHMEM OBOPOTHOM CTOPOHbLI NNCTA, B 3TOM
CNly4ae HYMepYHTCS CTPaHULbl HA IMLEBOIN M 06OPOTHOM CTOPOHAX.

Mpy NOAroTOBKE MPUHTEPHbIX TEKCTOB PEKOMEHAYETCA NPUMEHATb TEKCTOBLIN peaaktop Word for
Windows Bepcun 6.0 1 Bblwe ¢ ucnosbzoBaHnem wpudtos Times New Roman Cyr paamepom N 12 - 15,
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Times DL pasmepom 12 - 14 4yepe3 oauH-ABa MWHTepBana. [pu ucnonb3oBaHUM Tabauy, moryT
MCNo/b30BaThCA WPUGTbl MEHBLUMX PA3MEPOB.

W pndTbl, MEKCTPOUHbIE UHTEPBAJIbI U APYTrMEe SNEMEHTbI MeYaTaHMA YCTaHABAMBAIOTCA B KAXKA0M
KOHKPEeTHOM Cny4Yae aBTOPOM AOKYMEHTa B 3aBUCMMOCTU OT XapaKTepa AOKYMEHTa U Ha3HayeHus.

Mpn HeobxoaMMOCTM CRefyeT BbICUMTbIBATb PACCTOAHUE MENKAY PEKBUM3UTAMM B MUAMMETPAX,
ncxona U3 pasmepa nevyaTHbIX 3HAKOB. ITO MOIOXKEHUE CBA3AHO C TEM, YTO pa3mepbl NeYaTHbIX 3HAaKOB
NPy UCNONb30BaHUM PA3/IMYHbIX MPOrPaMMHbIX PeJaKTOPOB MOTYyT HE COBMAaAaTb C Ppa3MepoM NeyvaTHbIX
3HAKOB, UCMOb3YEMbIX NULLYLLEA MALUMHOMA.

Mpn M3roToBAEHMM AOKYMEHTOB MPWU MOMOLLU CPEACTB 3NEKTPOHHO-BbIMUCANTENBHON TEXHUKM
cnepyet o6palaTb BHUMaHME HA NOKa3aTen HaZeXHOCTU COBPEMEHHbIX CPEeACTB TEKCTOHAHECEHEHMSA -
NPUHTEPHbIX TEKCTOB.

lpakTUKa onepaTMBHOIO WCNOMb30BaHWA U apPXMBHOMO XpaHEHWsA MOKasblBaeT BaAXHOCTb
BOZOCTOMKOCTU U MEXAHWYECKOW YCTOMYMBOCTU TEKCTA KAK KPUTEPUS COXPAHHOCTU MHPOPMALUM MpK
NCNO/Ib30BaHUWN AOKYMEHTOB, NPU UX NePeBO3KaX, aBAPUMHbIX CUTYyaLLMAX, NPU pecTaBpaLmiu.

CnepyeT nmeTb B BMAY, YTO B HACTOALLEE BPEMA WMMEITCA JerkocMbiBaemble ¢ Bymaru wam
CaMOYHMUTOXKatoLWMeca Npu HarpeBaHMU NPUHTEPHbIE KPaCKU.

6.2. CpaBHMTE/IbHAA XapaKTEPUCTMKA COBPEMEHHbIX
CPeACTB TEKCTOHAHECEHUA U PEKOMEHAALLMM MO UX NPUMEHEHUIO
AN U3rOTOBNEHUA AOKYMEHTOB <*>

<*> Bce paHHble npuBedeHbl no pabote B.®. MpueanoBa "CoBpemeHHble MNPUHTEPHbIE WU
PYKOMUCHbIE TEKCTbI AOKYMEHTOB KakK 06beKT apxmMBHOro xpaHeHus" (BHUNOAL. - M., 2004).

B nocneaHee gecatunetne XX Beka BMECTO TPAAMLMOHHOIO HaAeXHOro eamMHoobpasma YepHoi
MalLUMHOMMUCK, OTBevalowen TpeboBaHUAM [OOJITOBEYHOCTM TEKCTa, MNOABWMIACb BO3MOMHOCTb
NPUHTEPHOrO  TEKCTOHAHECeHMA C OrPOMHbIM  pa3Hoobpasnmem OGUPMEHHbIX peuenTyp WU,
COOTBETCTBEHHO, pasHoobpasMem CBOWMCTB TeKcTa. CxogHasa CUTyauus CHAOMWAACb M Ha pPblHKe
PYKOMUCHBIX CPEACTB, NPUMEHAEMbIX NPU N3FOTOBIEHWUU JOKYMEHTOB.

Ons M3roToBNEeHMA AOKYMEHTOB AO/IKHbI MPUMEHATLCA TEXHUYECKUE U PYKOMUCHbIE CPEACTBa,
obecneunBatone AONTOBEYHOCTb TEKCTA Ha Bymare B YC/IOBUAX NOCTOAHHOIO apXMBHOTO XpaHeHUs, Npu
NCNONb30BaHMM [OKYMEHTOB B TOWM WM WHOM AeATENbHOCTM, a TaKX¥e COXPaHHOCTb TEKCTOBOM
MHbOPMaALUM B aBaPUNHbBIX CUTyaLUSX.

C yueTom yaobcTBa UTEHMA M 333y KOMUPOBAHWS LBET TEKCTa OdMUMANbHbIX AOKYMEHTOB
A0MKeH BbITb YepHbIM. KOHTPACT TEKCTa - KAYeCTBEHHbIM, HOPMabHbIN.

He ponyckaetca HaHeceHMe CNabOKOHTPACTHbIX TEKCTOB C WCMNO/Mb30BaHMEM MPUHTEPHbIX
PEXMMOB 3KOHOMHOWM MNevyaTh, a TaKXKe NPUMEHEHME MPUHTEPHbIX U MALIMHOMUCHbLIX IEHT ManoW
WHTEHCUBHOCTU, U3HOLIEHHbIX NIEHT.

MpUHTEPHbIE N PYKOMUCHbIE CPeACTBa TEKCTOHAaHECEHUA ABSAIOTCA TOBApPOM BbICOKOro crnpoca w,
cneposatenbHo, o6bekTom danbcnudumkaummn. Heobxoammoele CBOMCTBA TEKCTa MOFyT ObiTb obecneyeHsbl
NpU WCNO/Ab30BaHUM AOCTOBEPHO FapaHTUPOBAHHON QGUPMEHHON NPOAYKUMM WAW  SKCNEpPTHOM
nposepKo (Tabn. 1).



Tabanya 1

XapaKTepUCTMKA TEXHUYECKNX U PYKOMMUCHbIX CPeacTB
TEKCTOHaHeCceHUA, MPUMEHAEMbIX MPU U3FOTOBNEHUM SOKYMEHTOB

N Cnocob CeoMicTBa TeKCTa PexomMeHnaumum
n/n HaHEeCeHd
1 MammMHOIMCH Ciy4aMHbIM BEOOP IJOJITOBEUHOCTb TeKCTa
COBpPEeMeHHasa CPelICTB MAallMHOIUCHU TapaHTUPYyEeT IIPMMEeHEeHUEe
IOOJITOBEYWHOCTM TeKCTa He YepPHBIX MalMHONMCHEIX JIEHT,
TapaHTUpyeT comepXalMx Caxy WIn
amexBaTHBE IO CTOMKOCTHU
UepHEE NIUI'MEHTE
2 [lpuHTEepHad UepHEII TEKCT TaKOM Xe, OIUTEeJIbHYID COXPaHHOCTHb
MaTpPU4YHAA Kak y YEepHOM MallMHONMUCH, TeKCTa I'apaHTUpyeT
nedaTshb HO BHIIBETAUMM, C Pas3HOM IIPMMEHEHME UEepPHEIX JIEHT C
CBETOCTOMKOCTBI JIYUMMM [1OKa3aTeJIaMU
CBETOCTOMKOCTM IO
pes3ynbTaTaM 3KCIEePTU3B
3 [lpuHTEepHAaA UepHBEII TEKCT CBETO—- U He rapaHTHpyeT
JlazepHas BOIOOCTOMKMM, C OOJITOBEUHOCTM TeKCTa IIpu
nedaThb HeIOCTaTOWHOM, UYacTO VICHOJIb30OBAaHMM IOOKYMEHTOB.
HU3KOM M3HOCOCTOMKOCTLIO He pexkxomMeHnyeTCcd IJ1d
HaHEeCeHMA Ha 3BallMileHHEe
OyMaxHBIE HOCUTEJN
4 [lpuHTEepPHadA Criy4JaMHE BBIOOP HJOJITOBEUHOCTb TEKCTa
CTpyVHasA CPEenCTB CTPYMHOM IedaTyu TapaHTUpPpyeT [IPMMEeHEeHNEe
nedaTb IOOJITOBEUHOCTM TEeKCTa He UEPHEIX YEPHWUJI, BHOMPAEMBIX
rapaHTupyeT. HeT THUNOBOTO |Ha OCHOBE BSKCIEPTHOM
enmnHooOpasmsa I10 IIPOBEPKM M He yCTylaolux 10
napaMeTpaMm CBETO- U COBOKYIIHOCTM I[OoKas3aTeJlen
BOIOOCTOMKOCTM TeKCTa YepHOM MammHonucu (m. 1)
5 [lpuHTepHad HeTr Tmnosoro He rapanTupyet
LUBeTHad [edaTb |eIuMHooOpasmud IIOo IOOJITOBEUYHOCTHM TekcTa (nm.
(cTpynHas, napaMeTpamM CBeTO—, BOIO—, 1, 2), He pekKoOMeHIyeTCs IJjg
JlazepHas) VM3HOCOCTOMKOCTM TEKCTOB M3TOTOBJIEHUA IOKYMEHTOB
6 PyxkonmcHee HeT THunmororo IJOJITOBEUHOCTL TEKCTa
cpencTBa Ha enuMHooOBpasma IO obecrneuymMBaeTCa MNPVMMEHEHMEM
OCHOBE YEepPHNII rnapaMeTpaM CBETO- U UEepPHBEIX COBPEMEHHBIX CPEenOCTB
" nact BOOOCTOMKOCTHK. CIllydalHBIN NMCbMa, BEOMpPAEMBIX Ha
(COBpPEMEHHEE BEIOOP HE TapaHTUpyeT OCHOBE DBKCIEPTHOM NPOBEPKMU
KaNuJJIapHEE IOOJITOBEYHOCTHU PYKONMCHOTO
PY4YKH, TeKkCcTa (nommnuceu,
POJIIEPH], pes3oJIoUuY U T.I.)
aBTOPYYKM,
MapPKEPEHI)
CeoiicTBa GYMa)-KHbIX HocuTenemn HacToAWMMUN pPeKoOMeHOAUMNAMKN He O0rosapuBaroTCcAa. an
MU3rotoBneHNMM  OOKYMEHTOB cpeacrsamum I'IpMHTepHOﬁ TEXHUKHN u,enecoo6pa3Ho NPUMEHATb

MHOTOYHKUMOHaNbHble Bymarn An8 KONMPoBaibHO-MHOKUTEbHbIX PaboT, oTBevatowme TpeboBaHMAM
MNCO (Hanpumep, MCO 9001-96. 80 r/m2) (tabn. 2).



Tabnuua 2

CpaBHUTE/IbHAA XapaKTePMUCTMKA CBOMCTB TEKCTOB AOKYMEHTOB

K3K06beKTOBMCHOﬂb3OBaHMﬂI4XpaHEHMﬂ

N Cniocob neuaTu CBoMCTBa TEKCTOB
n/mn
PaCcTBOPUMOCTD | CBETOCTOMKOCTE, OIOHOTMUIIHOCTB
B BOIE S peuenTtyp kak daxTop
HaIeXHOCTU
1 UepHad MalMHONIUCH HP HB OOHOTMUIIHEL IO BOLO-
(XX B.) U CBETOCTOMKOCTU
2 IIBeTHasg MallMHOIIMUCH HP m P B, Pa3HOTUIIHEL [TO BOIOO-—
(XX B.) 400 - 1780 M CBETOCTOMKOCTU
3 MaTpuuHasa HP B, OOHOTUIIHEL IO BOILO-
IPMHTEPHAas IedaTb 1500 - 2500 CTOMKOCTU;
Pa3HOTUIIHE I10
CBETOCTOMKOCTHU
4 JlasepHas HP HB OOHOTHUIIHEL 10 BOIO-
IPUHTEPHAasaA [NedaThb Y CBETOCTOMKOCTU
5 Crpy¥Hasa P B, Pa3HOTUIHE IO BOIO-—
IPMHTEPHAaA 400 - 2500 I CBETOCTOMKOCTU
neyaThb, dYepHasda
VckJioueHMe: mecToe HP HB OODHOTHUIHEL IO BOIO-—
¥ IHocjyenymoimme I CBETOCTOMKOCTMU
IOKOJIEHUS
npuHTepoB Hewllet-
Paccard
6 Crpy¥Hasa P B, Pa3HOTHUIHE IO BOIO-
IPMHTEpPHasa IedaThb, 60 - 2500 M CBETOCTOMKOCTU

LuBeTHasa

0O603HaueHus:

HP - He pacTBOpAtoTCA;
P - pactBopsatoTcs;

HB - He BbILBETAIOT;

B - BbiyBETAlOT.




7. icnonb3oBaHWe OTTUCKA nevaTu npu oGopmMaeHUM OKYMEHTOB

MeyaTb ABAAETCA MEXaHUYECKMM NpUCNocobieHnem, yCTPOMCTBOM, COAEPKALLMM KanLe neyaTy
A9 nocnenyoLLero npocTaBaeHns OTTUCKa Ha bymare. OTTUCK nevyaTun 3aBepaeT NoAJMHHOCTL Noanucu
OOJ/I)KHOCTHOTO /1MLLA Ha [LOKYMEHTaX.

B NOCT P 6.30-2003 usmeHunocb Ha3BaHWe peksusuTa no cpasHeHuto ¢ FOCT P 6.30-97, HoBoe
Ha3BaHMe - "OTTUCK nevyaTn", KoTopoe 6onee COOTBETCTBYET CYLLECTBY PEKBM3UTA.

OTTncK neyatn B cooteetrctBum ¢ [OCT 3aBepAeT NOAJIMHHOCTL MOAMNMUCUM HA AOKYMEHTAX,
YO0CTOBEPAIOLWMX NpaBa ul, UKcnpytowmx GakTbl, CBA3aHHble ¢ GMHAHCOBLIMU CPEACTBAMMU, A TaKKe
Ha UHbIX JOKYMEHTaX, NpeayCcMaTPMBAOLLMX 3aBepeHME NOAJMHHOCTM NOANUCH.

Kaxpan opraHusauma ana saBepeHus NoAJMHHOCTM NOANUCKU AONKHOCTHbLIX UL, UMEET KpPYrayto
neyatb C Cob6CTBEHHbIM HauMmeHoBaHMeM. Pap opraHusaumit B cooTtBeTcTBUM ¢ PepepasnbHbiM
KOHCTUTYLMOHHbIM 3akoHoM "O locygapcTBeHHOM repbe Poccuiickont Pepepaumn’ ncnonbsyet ans
3aBepeHus NoaAMHHOCTU NOANMCEN AONKHOCTHbIX /ML, NeYaTb ¢ BOCnpou3BeaeHnem Mocy4apcTBEHHOTO
repba Poccuiickon Pepepaunn mnm repbosyto neyatb. TpeboBaHus K repboBoii neyaTn yCTaHOB/EHDI
FOCT P 51511-2001 (c uameHeHmamu N 1 Kk TOCT P 51511-2001).

Kpome Toro, B opraH13aLmm MOryT UCMO/Ib30BaTbCA MeYaTh CTPYKTYPHbIX NoApPas3aeeHnii U uHble
KpYr/ible U TpeyrosbHble MevyaTi, nmetowme yskoe GpyHKLMOHANbHOE HasHayeHue (A naketos, AnA
Nponyckos u T.n.). Meyatn, KpOMe HaMMEHOBAHUA OPraHM3aLNKU, MOTYT UMETb M306paKeHMA TOBaPHbIX
3HAKoB, a3MbJiIeM, CUMBOJIOB, A TAKMKE MHble PEKBU3UTbI, YCTAHOB/IEHHbIE HOPMATUBHbLIMU MPABOBbLIMM
aKTamu.

Ona ynopagovyeHns UCNoNb30BaHUA MevyaTeit B opraHusauuu paspabaTtbiBaeTcsl UHCTPYKLMA MO
NpUMeHeHuo neyater. VHCTPYKLMA YyTBEPXKAAETCA PYKOBOAUTENIEM OpraHu3auuu B CBA3M C 0cobol
3HAYMMOCTbIO YAOCTOBEPEHUA NOL/MHHOCTU AOKYMEHTA.

NHCTPYKLMA MOKET UMETb Cleaytolme pasaenbl:

- NepeyeHb NeyaTen, UCMosb3yemMbix B OpraHmnsaumuu;

- MecCTa XpaHEeHUS U AOMKHOCTM UL, UMEIOLLMX NPABO NO/Ib30BaHMA NevYaTAMU;

- NOPAZOK NO/Ib30BaHMA NeYaTAMM.

MHCTPpYKLMA AO0NKHA COAEprKaTb TaKMKe NMepeyHun AOKYMEHTOB, 3aBepsAeMbiX repboBoit nevyatblo
(nevatblo opraHusaumu), neyatblo 6e3 BOCNpPou3BeAEeHMA repba MAM MHON CMMBOJIMKM, MNevaTbio
CTPYKTYpHOro noapasaeneHus. NoarotoBka MHCTPYKUUKM AONKHA YBA3bIBATLCA C pa3paboTkon Tabens
YHUPUUMPOBAHHBIX GOPM LOKYMEHTOB OpPraHM3aLmMm, B KOTOPOM MMeeTcs rpada "nevatb".

B MHCTPYKUMM onpenenseTca MecTo XpaHeHWs nevyaTem WM AMUA, YNOJHOMOYEHHblE BeCTM
OPraHM3aLMio XpaHeHWs, UCMNONAb30BAHMA MeYaTh U OCYLLECTBAAIOWME KOHTPONb 33 ee MpaBU/IbHbIM
NPUMEHEHNEM.

MepeyeHb NeyaTei BKAOYAET:

- Ha3BaHMeE U KOJIMYECTBO IKIEMMNIAPOB KaXKA0W paspelleHHOoM AN UCNOb30BaHUA nevatn <*>;

<*> PaspelleHHOEe KO/IMYECTBO 3K3eMMIAPOB KaXK4oM neyatm B HOPMATMBHbIX aKTax He
oroBapusaetca. B [OCT P 51511-2001 (c w3am. N 1 2002 r.) "MeyaTm C BOCNpPOM3BEAEHUEM
locypapcteeHHoro repba Poccuiickon ®epepaumm. Popma, pasmepbl U TexHUYeckme TpebosaHua" B
nyHKTe 3.5 npegnonaraetca M3rotoBnaeHne repboBoii neyat Aaa AaHHOIO PUANYECKOro nvua "He B
e4MHCTBEHHOM 3K3emnnape".

- OO/TXKHOCTU /inL, YNOTHOMOYEHHbIX XPaHUTb, MCNOJ1Ib30BATb OTTUCKU neyatem u KOHTPO/IMPOBATb
NnpaBuUIbHOCTb UX NCNOJ/1b30BAHUA.

nOpﬂAOK nonb3oBaHMA NevyaTaAmMn YCTaHaB/IMBAETCA opransaumeﬁ B cCoOoTBeTCTBUMN C
ILl,ef/‘lCTBYI-OI.I.I,I/IMI/I HOPMATUBHbIMKU aAKTaMh U C YYETOM CI'IeLI,I/Id)MKVI AOKYMEHTUPOBAHUA csoel
AeATeNbHOCTU.
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MpaBuna nonb30BaHMA YCTaHaB/AMBAIOTCA AN OTTUCKA KaXaoW paspelleHHOW nedyatv no
cneayroLwen NPUMEpPHON CXeme:

OTTUCK mnedaTu CJayxoe JOY
HamMmeHOBaHMEe OOKyMEeHTa JoJxHOCTE paboTHMKA, KOTOPHM
OpocTaBJysgeT OTTUCK

OTTMCcK TepbOOBOM MHedaTu
HayvMeHOBaHME INOKYyMEHTa HorxHOCTE pPab®OoOTHMKA, KOTOPHIM
IpOoCTaByigeT OTTUCK

OCHOBY MHCTPYKLMKW COCTaBASIET NepeyeHb AOKYMEHTOB, 3aBepAeMblx repboBoi nevyatblo. B Hei
MOTYT ObITb YKa3aHbl:

- WWTaTHOE pacnucaHue;

- 06pasuybl noanMncel Ha OTKPbITUE CYETOB U 4.

BHOCUTb U3MEHEHMA N AOMNOIHEHWUS B NEPeYEHb AONYCKAETCA TO/IbKO MO YKA3aHWMIO pyKOBOAMUTENS
opraHM3aumm.

Monb3oBaHME MeYyaTAMM B OpraHU3aLMM paspellaeTca ToAbKo paboTHWMKam, chneunanbHo
Ha3Ha4YeHHbIM MPUKA3OM pyKoBoamuTensa. MpaBo Nonb30BaHWA repboBOM NevaTbio NpenocTaBAseTcA
NnepBbIM PYKOBOAMUTENAM, SOMKHOCTHBIM ANLAM U3 Yucna paboTHMKOB cayxbbl JOY unamn duHaHcosow
CNY¥XKObI.

OTTUCK MeyaTn NPOCTaBAAETCA Ha AOKYMeHTax, 0QOPMJIEHHbIX C CObAOAEHNEM AENCTBYIOLLMX
npasu/, NOAMNMUCAHHBIX U COFTACOBaHHbIX B YCTAHOB/IEHHOM MOPAAKE.

MeyaTn nognexat ydeTy B caykbe [AOY w BblgaloTcA B CTPYKTYPHble nogpasgeneHuns
No/Ib30BaTeIAM NOA PACNMUCKY B PErMCTPALLMOHHO-YYeTHOM dopme. B noapasaeneHmax nevaTn XpaHaTcs
B HaAEXKHO 3anupatomxca Wwradax.

YHUUTOXKEHME neyaTei MNPOUCXOAMT B CAy4YasX /AUKBMZAUMM OpraHusauMu, nNpeKkpalieHus
OEeATeNbHOCTM B pe3ynbTaTe C/AMAHWA, NpUCcoeaMHeHUs, npeobpa3oBaHMA, MNepeMmeHOBaHuA
OpraHusaumMm uanm o60CoB6NEHHOrO CTPYKTYPHOrO NOAPA3AENEeHMUs, @ TAKKe MexaHMYeCcKoro WM3Hoca
KAuwe. YHUUYTOXKEHNe NPOn3BOAUTCA MO aKTy C OTMETKOM B PermcTpaLMoHHO-YYETHbIX GopMax.

PernctpaumoHHo-y4eTHble PopMbl NeyaTen, a TaKkKe 3aBepeHHble cayxboi AOY Auctbl ¢ wmx
OTTMCKaMM BK/HOMAOTCA B HOMEHKNATYPY AeN OpraHu3aumuu.

Ha ocHOBaHMM HOPMATMBHbLIX MPABOBbIX aKTOB W COOCTBEHHOro OMbiTa B OpPraHW3aLum
COCTaB/IAETCA MepeyeHb HAMMEHOBAHUI [OKYMEHTOB, 3aBepseMblx repboBol neyaTbio (nedyaTtbio
opraHvsaumm), 1 NepeyHn HaMMeHOBaHMI AOKYMEHTOB NO KaKAOMY CTPYKTYPHOMY NogpasfenieHuIo,
3aBepsAeMbIX MeyaTbld COOTBETCTBYIOLLErO NoApasfeneHua. B nepeyHAx ycTaHaBAMBAETCA, KTO
NePCOHANbHO M B KAKUX C/y4asx MMeeT MpPaBo 3aBepeHus NOAJNMHHOCTM NOANUCU AOKYMeHTa. Mpaso
MMETb M N0/Ib30BaTbCA NeYaTbio cneayeT GUKCUPOBATb B MOJIOKEHUN O CTPYKTYPHOM NOAPA3AENEHNN.

PacnonoeHne oTTMCKa repboBOM MevyaT MO OTHOLIEHWUIO K NOAMMUCU B AEUCTBYHOLLMX NPABOBbIX
aKTax He yCTaHOB/NIEHO. PeKOMEHAYEeTCA OTTUCK NeYaTu CTaBMTb TaK, YTOObI Oblla YETKO BUAHA NOANUCH U
BCA MHPOPMALUA Ha OTTUCKE MeyaTu.

BO3MOMHO OTTUCK pasmeLyaTb, He 3a4eBas No4NUCKU, Ha CBOBOAHOM MecTe.



8. OpopmneHne 4OKYMEHTOB, NepeaaBaemMbIX
Mo KaHanaMm 3/IeKTPOCBA3U

8.1. Tenerpammbl (Tenetamnorpammel), TeJEKCbI

Tenerpad obecneumBaeT A0CTaBKY MHPOpMaALMM NO KaHanam TenerpadHoi cetn obuero
NoJIb30BaHUA Yepes OTAeNeHUA CBA3M.

ABOHeHTCKoe TenerpadpupoBaHMe U TeNeKCc NpenoCTaBAAOTCS B MOJIb30BaHME Ha YC/OBUAX
OO0roBopa mexay npegnpuatnem cBAsu 1 notpebutenem.

Mpun aboHeHTCKOM TenerpadupoBaHMM NoTpebutenem-aboHeHTOM AaA NpuemMa W nepepayn
MHPOPMaLMKN UCNONb3YeTCA annapaTypa, HasbiBaemas "Tenetann": opraHM3aLmMA-NoAb30BaTE/b UMEET
Ha CBOEI TeppPUTOPUM NYHKT TenerpadHoi CBA3U CO CBOUM MHAMBUAYAbHBIM MAPLIPYTHbIM HOMEPOM-
KOAOM, VMHAMBUAYANbHbIM aOOHEHTCKMM HOMEPOM, APeHAYEMbIM Y MECTHOrO MNpPeanpuUATUSA CBA3M.
Takoh nopsafoK MCNOAb30BaHUA ycayr TenerpadHoi CBA3M M OMNpesennn MnosBNeHUne TepMUHOB
"TeneTalinHas cBA3b" U "Tenetanorpamma'.

lOpuaunueckas cuna NOCTYNMBLIEW TenerpaMmbl WAM TeNeKkca onpeaenserca nporpaMmmHo-
TEXHUYECKMMM  cpeactBamu  [ockomceBaAsM  Poccuitickon  depepaumu,  obecneymsatowmumm
NAEeHTUOUKaAUMIO OTNPaBAAEMbIX COOOLLEHWIA.

Mepepaya TenerpaMm OCYLLECTBAAETCA B COOTBETCTBMM ¢ "lpaBunamu npesocTaBaeHUa ycayr
TenerpadHoi cesasn", yrBepxaeHHbIMK NocTaHoBieHnem [MpaButenbcTBa Poccuinickon depepaunm ot
28 asrycta 1997 r. N 1108.

Tenerpammbl, COCTaB/sAemMble B OpPraHuM3aumsax, BU3UPYIOTCA, MOAMMCBLIBAIOTCA M OATUPYHOTCA B
COOTBETCTBUM C OBWMMM TPebOBaHUAMM, KOTOpPbIE MPeAbABAAITCA K nNUcbmMam. lepBbili 3K3emnasp
TeferpaMmbl nepenaeTca B oTaeneHue cBAsu, Tenerpad. Ecnm Tenerpammbl OTMPABAAOTCA B cYeT
BHECEHHOTrO aBaHCa, TO OHW CAAKOTCA NO OTAE/IbHbIM ONMUCAM, COCTABSIEMbIM B ABYX 3K3EeMMNAAPaX.

Tenerpamma fo/KHa 6bITb HaMMcaHa PyYKOWM MM HamneyaTaHa YeTKo M 6e3 NomMapoK Ha oAHOM
cTopoHe TenerpadHoro 61aHKa Uan Ha CBET/ION bymare.

B Tenerpammax cogepkatca cneaytowme pekBmUsmnTbI:

CNY»KebHbIN 3aro/IoBOK;

yKa3aHue Ha KaTeroputo Tenerpammol;

OTMETKA O BUAE TeNerpaMmbl;

TenerpadHbIii agpec nonyyaTensa, NOAHbINA UK YCAOBHbIN;

TEKCT - COZEepKaHNe Tenerpammsi;

PEerncTPaLMOHHbIV 4eN10MNPOU3BOACTBEHHDbIN HOMEP, AaTa PerncTpaumm;

noanuce;

aApec n HaMMeHOoBaHWe OTNPaBUTENA (NOMELLAETCA Nog, YepTom).

Cny»KebHbIi 3aroI0BOK COCTaBAAET PabOTHMK CBA3K, NMPUHUMAIOLLMIA TeNlerpammy AN nepesayun.

KaTeropus u Bug, tefierpammbl NPOCTaBAAIOTCA COCTaBUTENEM U YKa3bIBalOTCA Nepes, afpecom.

Appec Tenerpammol NevaTaeTca OTAE/NbHOW CTPOKOW. Aapecom Tenerpammbl MOXKET ObITb NOHbIN
MOYTOBbIN agpec nojy4yaTena, ero YC/AOBHbIA WAM NOAHbIA TenerpadHolin agpec. [danee moryt
YKa3blBaTbCA: AONMKHOCTb, MHMLMANbI U daMUIMA NOJIyYaTeNa UAU TOIbKO MHULMANLI U damMUus, ecnu
TeferpaMma agpecyerTca YaCTHOMY /L.

Mpu agpecoBaHWW Tenerpammbl B YeTbipe agpeca u bonee npunaraertca CrNMCOK PacCbUIKW,
COCTaB/IAEMbIN M NOANUCLIBAEMbIA UCNONHUTENEM.

TeKcT Tenerpammbl MOMET HauMHaTbCcA C obpalwieHuA. TeKCT OTBETHOM Teserpammbl ciegyet
HauMHaTb C YKa3aHMA WMHAOEKCAa WAM Ha3BaHWA WMHULMATMBHOIO AOKyMeHTa, 6e3 pobasneHus cnos
"Homep HP", "Baw" nan "Ha Baw".

TeKcT TenerpaMmbl UsnaraeTca KpaTko, 6e3 coo30B M NPenaoros, eC/iv NPU 3TOM He UCKaXKaeTcs
cogepXaHue (B YaCTHOCTM, oTpuuaHMe "He" onyckaTb Henb3s), C COKpalleHHbIMWU 0603HAYEeHUsMU
3HAKOB MpenuHaHKa, Hanpumep:

TO4Ka - THK;

3anAaTan - 3MT;

asoetouune - 1BTY;
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KaBbluKK - KBY;

CKOBKM - CKB;

Homep - HP.

Bce umdposble AaHHble B TeKcTe nuuyTca cnoBamu. CodeTaHune m3 uudp n BykB Aonyckaetcs
TONIbKO B 3aBOACKUX M TOProBbIX 3HAaKaxX U MapKax, B HYMepauum 4OMOB, MHAEKCAX AOKYMEHTOB.

KoHeL, TeKcTa Tesnerpammbl 3aKaHumBaeTca TouykoW ("Tuk"). TeKcT Tenerpammbl He AONXKeEH
3aKaHuMBaTbCcA UMdpol. [locne TeKkcTa, HO nepen MOAMUCHLID CTAaBAT PErUCTPaALMOHHbBIA UHAEKC
TenerpaMmbl.

JNlekcnyeckme ocobeHHOCTU TeNerpamm:

- HE UCMNO/b3YHOTCA C/IOXKHbIE, MHOTOC/I0BHbIE MPEA/IOKEHMUA, XapaKTePHble ANA AENO0BbIX NUCEM;

- BbIOOP AenaeTca B Nosib3y 601ee KOPOTKUX C/0B;

- NpeAnoyYTeHMEe OTAAETCA HEMTPANIbHOW M KOHKPETHOM Ae/10BOM NEeKCUKe, ynoTpebaeHne KoTopoii
He BbI3blBAET €€ Pa3/INYHbIX TONKOBAHWUI;

- He PEeKOMEHAYETCA UCMO/Ib30BaTb M3ObITOYHYHO IEKCUKY, HE HECYLLYIO HOBYIO MHOPMaLMIO.

TeKCT Tenerpamm [OSKEH COAEPKATb KOHKPETHYD WHOOPMaLMIO, OTPaXKaloLLyto CyLecTBo
CNoXuBWENCA cuTyaumn. ToNbKO B HEKOTOPbIX CAyYasx [AOMYCKAeTcA KpaTKoe W3NoXeHue
[0Ka3aTeNbCTB, aprymMmeHTaLms.

TeKcT nevyaTaeTca 6e3 nepeHoca ¢10B, 6e3 ab3aues, UCMPABAEHUI U HEe AO/IXKEH NpeBbIWaTb A4BYX
MaLLMHOMMUCHbIX CTPaHMUL,. BCTaBKM B TEKCTE AeNaTb HENb3A.

Moanuce B Tenerpamme opopmnseTcs OTAENbHOM CTPOKOW M HaumHaeTcs ¢ ab3aua. B noanucu
OO/MKHA ObITb yKasaHa damwuaus aBTopa Tenerpammbl. HammeHoBaHMe OpraHW3auMn U AONKHOCTb
aBTOpa YKa3sblBaTb He 0653aTe/IbHO.

Tenerpammbl C OAHUM M TEM }KE TEKCTOM W MOAMNWUCHIO, afPECOBAHHbIE B HECKObKO MYHKTOB U
aapecoB, MOTYT MMEeTb MNOAMUCHL TOJIbKO HA OAHOM 3K3emnasape. Ha ocTanbHbIX 3K3eMnaapax noAnucb
MOXKeT ObITb BOCNPOM3BELEHA HA MUWYLLEN MaWWMHKE W AOMNOJSIHEHA 3aBEpPUTENIbHOM HaAMUCbIo U
neyaTblo OpraHusaumm.

B Tenerpammax, nognuncbiBaeMbIX PYKOBOAUTENAMM HECKONbKMX OpraHM3aumi, Kaxaana nognuch
3aBepseTcA NevyaTbio COOTBETCTBYIOLLEN OpraHM3aLmu.

Ncxoaawwmii Homep AOKYMeHTa (4enonpon3BoACTBEHHbIM HOMEP) NPOCTaBASAETCS Ha TeslerpaMmmax
TaK Ke, KaK U Ha JOKYMEeHTax, OoTnpaBasemblx No noyte. MecTo, gata M Bpems OTNpaBiAeHUs B Yacax U
MWHYTaxX NPOCTaBAAIOTCA Nepes TEKCTOM TeNerpamMmbl.

Appec M HaMMmeHOBaHMeE OTNPABUTENA NPOCTABAAIOTCA B HUMKHEN YacTu TesierpamMmmbl NoA YepTOH,
roe yKasblBalOTCA: NOJIHbIA NOYTOBbIA afpec OTNPaBUTENA, HAMMEHOBaHME OpPraHU3aLMu, AOJKHOCTD,
bammnmna, MHULMANbI COCTaBUTENA TENEMPAMMbI U MPU HEOBX0AMMOCTN HoMmep TenedoHa.

MpeanpuaTUE CBSA3M MOXKET 3aBEePUTb Kakoli-1nbo ¢akT, coobliaembli B Tenerpamme, noanmchb
OTNpaBUTENA, a TaKXKe [O0BEPEHHOCTb, MepecbllaemMyto Mpu MOMOLWM Tenerpammbl. MoTpebutens
OO/KEeH  npeabABUMTb  OPUUMANbHYIO  CNpPaBKy, YAOCTOBEPEHWE UAWM  Opyrue  AOKYMEHTbI,
noareepxaatowme GakT, coobLLaemblii B Teserpamme.



8.2. [lokymeHTbI, NepeaaBaemble No cety GakCMMUIbHOMN CBA3M

dakcumunbHaa cBasb obecneymBaeT nepegadvy MHGopmaumm ¢ BYMarKHOro HocuTensa (TeKCTbl,
Tabnuubl, rpaduKn, PUCYHKK, YepTerun, oTorpadun 1 T.4.) U NpMem 3Tol MHPopMaLUN B BUAE KOMUK
(bakcmmne), YyacTo Ha3biBaEMOM Ha NPaKTMKe Gpakcom uan Tenedakcom.

TpeboBaHMA K CcOCTaBAeHUIO U OGOPMIEHUID COODOLLEHWUI, nepedaBaemblX C MOMOLLbLO
$aKCUMUNBHOW  CBA3KM, OMNpeaenstoTcd BMAOM OTMPABAAEMOro [AOKYMEHTa-NoA/MHHUKA (MMCbMO,
[0roBop, NPOTOKOA U T.A.).

B cooTBeTcTBUM C MpaxkaaHCKMM Kogekcom Poccuiickolt ®epepaumm (ctatbs 160) ncnonbsoBaHume
Npw COBEPLLEHUN CAENOK PaKCMMUABHOIO BOCMPOU3BEAEHNA NOAMNNCK C MOMOLLbIO MEXAHWUYECKOTO UK
MHOTO KOMUPOBAHWA, 3NEKTPOHHO-UMPPOBON nognucu AnMBO aHanora COOGCTBEHHOPYYHOM MoANUCH
OOMYCKaeTca B C/Aydasx W nopagKke, NpeayCcMOTPEHHbIX 3aKOHOM, MHbIMW MPABOBbIMM AKTAMW WUAK
COrNaLEeHNAMN CTOPOH.

JoKkymeHT (dakc), nonyyaembih Ha Bbixoge GaKCMMUABHOW CBA3M, NpW  cobaoaeHun
YCTaHOB/IEHHbIX YCIOBUI M NpoLeayp MoxeT 061aaaTb OPUANYECKON CUION.

OTtnpaBnsemble MO KaHafam GAKCMMUALHOM CBA3KM AOKYMEHTbl LO/MKHbI OblTb HaneyaTaHbl
YEeTKMM, KOHTPACTHbIM WPUGTOM MAM HaMMUCaHbl LIAPUMKOBOM PYYKOM WMAWM TyWblO, KOHTPACTHbIMU
YepHbIMMU, TEMHO-CUHUMU YEPHUIAMMU.

TenedoHorpammol

Tekct TenedpoHorpammbl nepegaeTcs YCTHO MO KaHanam TenepoHHOM CBA3M M 3anucbiBaeTcs
(nevaTaetcsa) nonyyaTtenem.

Opuaunueckas cuna noctynueliel TenedpoHorpammbl onpegenaeTca cneayowmumm pekBusMTaMmu:

- UCXOAALIMM PErnucTpaLMoHHbIM HOMEPOM OTnpaBasemolt TenedoHorpammbil;

- [AOJIKHOCTbO, damuaveln, WMeHem, OTY4EeCTBOM M NOAMNWUCbIO JiMua, OTMNPaBUBLLErO
TenepoHorpammy;

- OOMXKHOCTbIO, damuanein, WMMeHeM, OTYeCTBOM W MNOAMUCHLIO NMUa, NPUHABLLIEro
TenepoHorpaMmmy, B XKypHasne perncrpaumu;

- BXOAALLMM PerncTpauMoHHbIM HOMEPOM MoJyYeHHOM TeniepoHOorpaMmbl.

TenedboHorpammbl PeKOMEHAYEeTCA MCNO/Ab30BaTb A8 OMNepaTUBHOIO pPeLleHUs BOMPOCOB B
cnyyasx, Korga coobueHua, nepedasaemble No TenedoHy, TpebyoT AOKYMEHTaNbHOro 0popMAEHMA.
TenedoHorpammamm nepeaaoTca HeC/I0XHble TEKCTbI (MpUrnalleHns Ha coBellaHma, 3acefanusa U T.4.).

OTtnpasnfaemas TenepoHorpamma COCTaBAAETCA B OAHOM 3K3eMnaape U noAnucbiBaeTca
pyKoBOAUTENEM UAWN UHBIM AOKHOCTHBIM JINLOM.

Ecnn TenedoHorpamma nepenaetcs HECKONbKMM adpecaTam, TO K Hell J0/KeH npunaratbCa UX
CMUCOK C YKa3aHMeM HoOMepoB TelepoHOB.

B TeKcTe He cneayeT ynotpebnsaTh TPYAHONPOU3IHOCMMbIE C/10BA U CIOXHbIe 060pOThI.

[OaToi TenepoHOrpammsbl ABNAETCA AaTa ee nepeaayu.

MocTynatowas B opraHMsaLumio TenepoHorpaMmma 3anmncbiBaeTca NPUHUMAIOLWMM Ha CTaHAAPTHOM
61aHKe UM Ha YUCTOM NIUCTe C cobNtogeHNeM CTaHAAPTHbIX NPaBua 0pOpPMAEHMA.
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8.3. [loKymeHTbI, NnepeaaBaemMble Mo KaHanam 371eKTPOHHOM
nouyTsl (3M)

3l no3Bo/sAeT OCyWecTBAATb 0OMeH AaHHbIMU Mexay cpeactBamu IBT, aHanms, ob6paboTky u
XpaHeHMe MoJly4YeHHbIX M OTNPaB/IEHHbIX COOOLLEHNIA.

3 ucnonb3yeTcs Kak ANA NepecbliKM CoobWeHMn BHYTPM OAHOM OpraHu3auum, Tak M anA
nepefayn CoobBLWEHNN MeXAy Pa3/NIMYHbIMKM - OPraHM3aLMAMKW, MMEHLWMMKU  COOTBETCTBYHOLWME
annapaTHble M NPOrpamMmMHble CPeaCTBa.

AgpecaTt 31eKTPOHHOM NOoYTbl NoNy4YaeT n3obparkeHne AOKYMEHTa (3/1IEKTPOHHOTO COObLLLEHUSA) Ha
3KpaHe 3BM uaun B BMAE KOMMM Ha BYMarKHOM HocuTene, NOJYyYeHHOW MPM NOMOLUM MeyvaTatowero
ycTpolicTBa (NpuHTEpa).

B CcOOTBETCTBMM C 3aKOHOZATENbCTBOM  HOPUAMYECKAA CUNA  [AOKYMEHTOB, XPAaHWMbIX,
obpabatbiBaeMblx W nNepefaBaemMbiXx C MNOMOLLbID ABTOMATU3MPOBAHHbLIX WHPOPMALMOHHBIX U
TENIEKOMMYHMKALUMOHHbIX CUCTEM, MOMET MNOATBEPKAATLCA 3SNEKTPOHHON UMPPOBON MNOAMUCHIO,
nopsaoK Nonb3oBaHMA KoTopon onpegeneH PepepanbHbim 3akoHOM "O6 3neKTpOHHOW UMbpPOBONA
nognucu" ot 10 sHBapa 2002 r. N 1-®3. HOpuamyeckaa cuna 3NeKTPOHHOM umdbpoBON noanucu
NPW3HAETCA NPU HAIMYMM B YKA3aHHbIX CUCTEMAX NMPOrPaMMHO-TEXHUYECKMX CPeaCTB, 06ecneunBaroLLmx
naeHTMOMKauMIo Noanmcu, n cobatoaeHNN YCTAaHOBEHHOTO PeXMMA UX UCMOIb30BaHUS.

Hannume 6ymakHbIX aHaIOroB OTMNPAB/AEHHbIX MO 3/EKTPOHHOM NOYTe LOKYMEHTOB ONpeaensercs
B perjiameHTax, MHCTpyKkumax no AOY B opraHmMsaumn. bymaxkHbii aHanor cosgaet yaobcrsa B paborte
AN COTPYAHWKOB, HeobxoaMmM B C/ly4ae BO3HMKHOBEHMA KOHOAMKTHbIX CUTyauuit, B cayyae
Henosly4YeHua AOKYMEHTa agpecaTom U T.n.

MogKkntoumswmcb K 3, nonb3oBaTenb MOAy4YaeT BO3MOMKHOCTb NEPenucbiBaTbCA C APYrMMMU
aboHeHTamu.

3IN npepocTtaBaseT aboHeHTam caeaylolme BO3MOXKHOCTU:

- B3aMMOZENCTBOBATb Yepes 3/1eKTPOHHbIE MOYTOBbIE ALWMKA C NOAPA3LAENEHUAMU OpPraHU3aLmm,
mexay coboit u ¢ UHbIMK aboHeHTamu ceTun Il1;

- MMEeTb OMepaTMBHLIN AOCTYN K WHOOPMAUMKM, XpaHAwencs B 6asax AaHHbIX Pas3IUYHbIX
opraHusaunii;

- 06MeHMBaTbCA COOOLLEHNAMM C aBOHEHTAMM APYIUX CETEN;

- nofyyaTb coobuweHua c TeneKoHdepeHUMA N0 WMHTEPecyloWMM Temam U OTNpaBasTb
cobcTBEHHbIE COODLLEHUNA B TeNIeKOHbEPEHLMIO;

- UMeTb A0CTYN K Ny6/IMYHbIM apXMBaM, CYLLECTBYIOLLMM Ha HEKOTOPbIX CEPBEpPAXxX KakK B Internet,
TaK U B APYIUX, CBA3AHHDBIX C HEM, CETAX BO BCEM MUpE.

Kaxgomy abOHEeHTy B 3/1eKTPOHHOM NoYyTe BblAENAETCA MHAMBUAYANbHbIA "MOYTOBBLIN AWMK"
(0bnactb namatm 3BM), KOoTOpomy npucBamBaeTca Kog nosb3osatens. OB6MeH 371eKTPOHHbIMM
COOBLEHNAMM OCYLLLECTBAAETCA Yepes 3TU MOYTOBbIE ALLMKM.

Bcto KOppecnoHAeHUMIo, B 3aBMCMMOCTU OT ee COAEPXKaHWA M npeaHasHaYeHus, cuctema
3NEKTPOHHOM NOYTbl XPaHMT B Pas3IMYHbIX "nNanKkax", KOTopble NOAPA3AENAOTCA HA AUYHble U obwue.
3To [aeT BO3MOMKHOCTb pa3gensaTb MOJyYeHHble MNUCbMa M OTNPaB/AEHHbIe;, OTAENbHO XPaHUTb
He3aKOHYEHHbIE MMCbMa M KOMUM yAaseHHblX; 3alMLLATb YacTHY0 MHPOPMALUIO, MOCKO/bKY JINYHbIE
nankun o4HOro No/ib30BaTeNA He AOJIKHbI ObITb 4OCTYNHbI ANA APYTUX Nosib3oBaTenel cuctemol M.

B cucteme 31 npeaycmoTpeHbl cneaylowpe onepaumm € NUCbMamMn: MOUCK, KONUPOBaHUE U
nepeHoC U3 04HOM NanKku B Apyryto, oTbop no 3agaHHOMY KpUTepuio.

BcTpoeHHasa apgpecHaa KHWrA M TEKCTOBbIA pefakTop 06/ervyatoT npoLecc co3faHusa wu
oTnpasneHua nucem. OAHaxAabl CO34aHHOE U 3aHeceHHoe B 6a3y GopM LOKYMEHTOB MUCbMO MOMKET
6bITb UCMONB30BAHO MHOTOKPATHO.

INeKTPOHHOE coobLLeHMe COCTOUT U3 afipeca UAN HECKOJIbKUX afipecoB nosyyaTenei, 3arooBKa,
COAEPIKALLETO CNYHKEOHYIO MHPOPMALIMIO, U TEKCTA.

Appec B cucteme 3l COCTOMT M3 MMEHM 3/IEKTPOHHOrO MOYTOBOrO fALIMKA, KOTOpoe OOblYHO
COBMAJAET C PErncTPaumoHHbIM MMEHEM M0/Ib30BaTeNA M AOMEHa, KOTOpbI OMNUCbIBAaET MECTO,
KOMMNbIOTEP WAW JIOKAJZIbHYIO CUCTEMY, A€ 3TOT 3/EKTPOHHbIA AWMK HaxoauTtca. Ums M gomeH
pa3gensaTca 3Hakom "@", Hanpumep:
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alecs@munic.msk.ru - uMa@ gomeH.

JoMeH COCTOUT U3 HECKOJIbKUX NOAJ0MEHOB, pa3Ae/ieHHbIX TOYKaMU.

B ceTu Internet gonyckatoTca AOoMeHbl BEpXHEro ypoBHA, 0603HavalolMe Ko opraH13aumnu:

COM - KommepyecKune opraHmsaumm;

EDU - yyebHble M Hay4Hble 3aBeAeHuUS;

GOV - npaBnTenbCTBEHHbIE YYperKAeHUS;

MIL - BOEHHble opraHusauumu;

NET - ceTeBble y3abl Internet;

ORG - npoymne opraHMsaymu.

Cny»XebHblit 3aro/IoBOK 3/1EKTPOHHOTO COODOLEHUA COAEPXKUT HECKONbKO Mnosek, KoTopble
3343t0TCA aBTOPOM COOBLLEHNA AN aBTOMATUYECKM A00aBNAIOTCA CUCTEMOIA.

Ecnum TEKCT 3/1eKTPOHHOIo CO0bLEHMA NOAyYaeTca CAUWKoM bonbwmnm (6onee 100 Knnobait), ero
Jydlle CXKaTb Npy NomMmoLLm KomaHg, "compress" B cuctemax cemerictea UNIX, "pkarc” nam "pkzip" 8 MS
DOS nan oTnpaBaaTb CO0OLEHUE MO YACTAM.

Ecan Hy)KHO nepecnaTb ¢ain, coaepralinini HETEKCTOBYO MHbOpPMaLMIO, OObEKTHbINA Kog, dann
6a3bl gaHHbIX UK bann c nsobparkeHem, ero cnegyer NepekogmMpoBaTh B TEKCTOBYIO dopmy.

MocblNaTb 3N1EKTPOHHOE CO0bLEeHNE, coAepKallee 3aKoaMPoBaHHY0 MHOPMaUUIo, paspeLlaeTca
B TOM C/ly4ae, ecAu y nosyyatena MHopmaLmm ecTb BOSMOXKHOCTb €ro packoaMpoBaTh.

TpeboBaHMA K 0GOPMAEHUIO [AOKYMEHTOB, Mocbinaembix 3f, aHafornyHbl TpeboBaHUAM,
M3/10}KEHHbIM B pasgenax 3, 4. Ha QoKymeHTe AOJIKHbl ObiTb YKa3aHbl aBTOP AOKYMEHTa, ero AaTa,
PEerucTpaumoHHbId HOMEp, Has3BaHWe BuAa (Kpome MWUcbma), AOMKHOCTL M damuauns aunua,
noAnucaBLIEro AOKYMEHT, 3/IeKTPOHHbIN aApec opraHn3auun 1 snekTpoHHo-uMbposas noanuchk (ILMN)
asTopa.

JoKymeHTbl, noctynusewune no 3, pernctpupytotca ¢ cobaogeHneM eamHbIX ¢ BymaxKHbIMM
OOKYMEHTaMW MpaBua U pPerucTpaumoHHbix ¢opm. K Homepy [AOKYMEHTa, MOCTYNUBLUEFO WU
oTtnpasnfaemoro no 3, gobasnsetcs 3Ha4yok "@": N 141 @.

Ncnonb3oBaHue 31eKTpoHHOW umdposoit noanucu (ILM) TpebyeT co3aaHUA HaaeKHOW cucTembl
3alWMTbl OT HECAHKUMOHMPOBAHHOIO AOCTyna K [AOKYMEHTAM 33 CYeT MNOCTPOEHMA CUCTEMBI
pa3rpaHnYeHua Npas 4OCTyNna K MHGOPMALMM HA PA3/IMYHDBIX YPOBHAX MEPAPXMUN OpPraHU3aLUN.

OUMN BblaaeTcs KOHKpeTHOMYy /auuy (Kak aHanor cobCcTBeHHOPYYHOM noanucu) m  ee
NCNosib30BaHMe N5 3aBEPEHMA NOANUCK APYrOro YeNOBEKa He paspellaeTcs.

LJoKkymeHT, Hanpasnsemblit no 3I, noanucbiBaetca 3UM. Mpun oTcyTcTBMM pyKoBOAUTENS
OOKYMEHT NoAMUCbIBAaeTCs ero 3amMecTUTeNIEM B COOTBETCTBMU C pacnpegeneHuem obssaHHocTen u
oTnpasaseTca no I 6e3 3.

Ona Hambonee BaKHbIX [OKYMEHTOB BO3MOXHa NpoBepKa noaanHHocTn 3SUM. B cnyyae
HenoaTBepxaeHusa dLUMN ncxoaAwero AOKYMeHTa OH He OTNPaBASETCA MU BO3BPALLLAETCA UCMONHUTENIO. B
cnydyae HenoaTeepaeHMA SLUIM nocTynmBLIEro AOKYMEHTa NPOM3BOAATCA HEOBX0AMMbIE BbIACHEHMUS.

Moctynuelwimnii no I AOKYMEHT MOXKEeT nepefaBaTbCs Ha MUCMOJIHEHMe B BymarkHon dopme co
wramnom "aybnaukat" Mam MHbIM 0bO3HaYeHMeM aHasnora 3/IeKTPOHHOro AoKymeHTa. lpaBuabHOCTb
3UMN noaTeBep:kpaeTca cooTBeTCTBylOLWEN oTmeTKol: "IUIM BepHa. Moanuck onepatopa" wau "IN
noateepaeHa. Noanuce onepatopa’. OTMETKyY cieadyeT NPOCTaBAATb B BUAE WTamMnNa.

OpraHusauma MOMKeT CO34aTb CBOK BHYTPEHHIOK KOPNOPATUBHYH WMHGOPMALMOHHYIO CUCTEMY,
KOTOPYIO COTPYAHMKM MOFYT MCMNONb30BaTb CaMOCTOATE/IbHO M MO COBCTBEHHOMY YCMOTpPEHUto - 6e3
noaTteepaeHua JLUIMN. Takaa cuctema 3neKTPOHHOTO 0bLLEeHMA BBOAUTCA PYKOBOAUTENEM OPraHU3aLmu.

B gaHHOM c/lyyae BO3MOMKHO MCNOJ/Ib30BaHME MepenaBaembiXx AOKYMEHTOB (coobuieHuit) 6e3
BbIBOAA MX Ha Bymary.



9. OpraHusauma BHeApeHUA CTaH4apTa

9.1. BHeapeHWe cTaHAapTa 3aK/Alo4yaeTcsa B NPOBeAeHUMU pafda Meponpuatnii, obecnedymBatoLlmnx
NPUMeEHEHME MU PACNPOCTPAaHEHME ero OCHOBHbIX NOOXEHWIA HA OPraHM3aLMOHHO-PACNOPALUTENbHbIE
OOKYMEHTbl, OTHOcAWMeca K YHUOUUMPOBAHHON CUCTEME OpPraHM3aLMOHHO-PACNoPAANTE/IbHOM
OOKymeHTauum (YCOP/), BkAloyeHHOW B  OOBLLEPOCCUNCKUIA  KnaccuduKaTop  yrnpaBiaeHYECKOM
AokymeHTauum (OKY) no knaccy 0200000: B cTaHAapTe Ha3BaHbl MOCTAHOB/JEHME, PACNOPAXKEHMUE,
NnpuKas, pelleHne, NPoToKoA, aKT, NUCbmo M ap. Mpu BHeapeHun TpebosaHuit TOCT pekomeHayeTcs
pacnpocTpaHATb Npasuaa opopmMIeHMA Ha BCE AOKYMEHTbl, BK/AOYEHHble B COOTBETCTBYIOLWLMIN Knacc
oKy

1. AxT.

2. AHKkeTa. 13. IHosoxeHue.

3. T'padux. 14. TlocTaHOBJIEHME.

4. JoroBOp. 15. IpaBumua.

5. JokyamHad 3anMcCKa. 16. IIpencrapiieHue.

6. JOJIXKHOCTHAas MHCTPYKLMS. 17. Ipukas.

7. Banucka. 18. IIpoTOKOJ.

8. 3agaska. 19. PacnopsxeHue.

9. 3BasdBjeHue. 20. CBUIETENbBCTBO.
10. VHCTPYKUMSA. 21. CrpykTypa M WTaTHas YMUCIJIEHHOCTL.
11. O6msaAcHMTeNIbHaAsA 3aluckKa. 22. YcraB.
12. IIuceMO. 23. llTaTHOE pacHMCaHUE.

9.2. CraHgapTHble TpeboBaHWs 0DOPMIEHUS AOKYMEHTOB C MEPEYUC/IEHHbIMU HA3BaAHUAMMU
cnepyeT NPUMEHATb BO BCEX OPraHMsaumax He3aBUCMMO OT GOpPMbl COOCTBEHHOCTM M HanpasaeHWUi
0eATeNbHOCTH, a NpaBunaa 0PpOPMNEHUA TaKUX PEKBU3UTOB, KaK NOAMUCDH, apecoBaHMe, AaTUPOBAHUE U
Ap., NPUMEHMMbI BOOOLLLE KO BCEM YMPaB/IEHYECKUM AOKYMEHTAM.

Hanbonbluas addeKTUBHOCTb 4OKYMEHTUPOBAHMA Ha OCHOBE CTaHAapTa byaeT AOCTUIHYTa, eciu
eauHble npaBuna byayT NPUMEHATbLCA BCEMU OpraHM3auUaMM MPU COYETAHUN ero NpaBua C NPaBoBbIMMU
nonoxkeHnsamm, 3adukcMpoBaHHbIMM B [ocTaHoBneHun [MpaBuTenbctBa Poccuiickoit ®Pepgepauymm ot
13.08.1997 N 1009 (peiicteyeT B pea. MoctaHoBneHuit MpasBuTenbctBa Poccuiickoin depepauumn ot
11.12.1997 N 1538, o1 06.11.1998 N 1304, ot 11.02.1999 N 154, o1 30.09.2002 N 715, ot 07.07.2006 N
418).

Monoxenna TOCTa [OMKHbI NPUMEHATLCA U MPOEKTUPOBLUMKAMW  aBTOMATU3MPOBAHHDIX
(3nekTpoHHbIX) cuctem OY, a TakKe Npu BbIpaboTKe MNpaBUA MCNONb30BaHMA (GaKCUMUIBHOWN U
3/IeKTPOHHOM CBA3U NpU Nepeade A4OKYMEHTOB.

9.3. [naBHON 3apayel BHeAPEHUs W NPUMEHEHWs CTaHOAPTa ABAAETCA  OOCTUXKEHMe
3pPEKTUBHOCTM AOKYMEHTUPOBAHUSA YNPaBIEHYECKOM AeATeNbHOCTU. IbPEeKTUBHOCTL B AaHHOM C/y4yae
3aK/10YaEeTCA B OPUANYECKON MNOSIHOLLEHHOCTU CO34aBaeMblX AOKYMEHTOB Ha /t0ObIX HOCUTeNnsx, B
obecneyeHUM BbINOJAHEHWUS OKYMEHTOM €ro OCHOBHOM GYHKL MM LOKa3aTeNbCTBa.

PekomeHaaTeNnbHbIM XapaKTep CTaHAApPTa NOBbILWAET 3HAYEHNE MEPONPUATUI NO ero BHeAPEHWUIO,
TaK KaK pauuoHasibHble NpaBuaa oPopmIeHMA LOKYMEHTOB A0/KHbI OblTb B KOHKPETHbIX YCA0BUAX
ob6A3aTeNnbHbIMM.

BHegpeHMe cTaHAApTHbIX TPebOBaHMI MOMKET MNPOXOAWUTb KaK B pPaMKax OTAENbHO B3ATOM
opraHusaLmn, Tak U rpynnbl OpraHn3aLnii, a Tak:Ke cybbekTa Poccuiickoit Geaepaumu.

9.4. BHeapeHue FOCT A0/1KHO NPOBOANUTLCA CUMAMU CNYKObl JOKYMEHTaLUMOHHOro obecneyeHus
ynpaBneHus, cayxbbl CTaHAapTM3auMM Ha NpeanpuatuU, CAYyXKObl HOBbIX WHGOPMALMOHHbIX
TEXHO/IOTUI, KOTOpble B PaBHOWM Mepe 3aMHTepecoBaHbl B YHUPUKAUMM OpraHM3auMOHHO-
pacnopaguTenbHbIX 4OKYMEHTOB.

BHegpeHne TOCT ocywectBnaerca B  COOTBETCTBMM CO  CAeayloWwymuv  NPUHLUNAMK:
A06pOBONLHOIO NPUMEHEHMA CTaHAapTa, MaKCMManbHOro yyeTa Npu paspaboTKe CcTaHAapTa 3aKOHHbIX
WHTEePEeCcoB 3aUHTEPECOBAHHbIX /INLL, AOCTUKEHUA TEXHNUYECKOM M MHPOPMALMOHHOM COBMECTUMOCTH.
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9.5. BHegpeHne FOCT ocyuiectBanseTca nyTem M3gaHMa TUNOBOM MHCTPYKUMU MAN MHCTPYKLMMU
opraHusaumm no A0OY, npasun opopmaeHMAa AOKYMEHTOB, CTAHAAPTA OPraHW3auun, HOPMaTUBHOIO
NMpaBoOBOrO aKTa, pernameHTa MoAroTOBKM AOKYMEHTOB B COOTBETCTBUM C  TpeboBaHMAMM,
ycTaHoBneHHbIMK HactoAawmm [OCT. TupakupoBaHWe rocygapCTBEHHOro CTaHAapTa M pasgada ero
COTPYAHMKaM A1 UCNOb30BaHMA HE PEKOMEHAYETCA.

9.6. BHegpeHune TOCT B opraHm3auuax pernameHTUpyeTcAa pacnopAfMTEeNbHbIM AOKYMEHTOM
(npuKasom, nocTaHOBAEHWEM W T.4.), B KOTOPOM MNpeaycMaTpuUBaeTCA KOMMAEKC MeponpuATUiA no
BHegpeHunto TOCT (nepeyeHb MeponpuATMIA MOXKeT ObiTb odopmMeH B BUAE MaHA) C yKasaHWeEM
cnepyowmx BMaos paboT co CpoKamMM UCMONHEHUA:

- pa3paboTka, nepepaboTka UHCTPYKLMI (NpaBu, peKOMeHZAUMMI, pernameHTa no opopmaeHuio
OOKYMEHTOB) B OpraHu3auuu;

- pa3paboTka 6/1aHKOB [AOKYMEHTOB B COOTBeTCTBMM ¢ TpebosaHumamm [OCT, anbboma
YHUOUUMPOBAHHBIX GOPM MK WABAOHOB AOKYMEHTOB;

- TUpaxnposaHue 61aHKOB;

- BK/IIOYEHME CTaHZAPTHbIX TpeboBaHMI B Mporpammy aBTOMATU3MPOBAHHOIO AOKYMEHTUPOBAHMUA
(mokymeHTOO6OpPOT, 40Y);

- NpoBeAEeHNe CEMUHAPOB U COBELLL@aHUI ¢ PabOTHMKaMM OpraHM3aunK, a TaKKe nepuoamyeckoe
nposeAeHMe MPAKTUYECKMX 3aHATUI (ceMMHapoB) € paboTHMKAamKM, 3aHATbIMM B chepe OOV
(MHCneKkTopamu, cekpeTapamun-pedepeHTamm, MaWMHUCTKAMM U T.4.) 1 aBToMaTM3auun J0Y;

- nayyeHune FOCT paboTHUKAMM, 3aHATBIMM NOATOTOBKOW M 0POPMAEHNEM LOKYMEHTOB;

- 0606U1eHMEe U pacnpoCTpaHeHME ONbITa BHeApPeHUsA U npumeHeHus FOCT;

- obecneyeHune sksemnasapamu FOCT, MeToAMYECKUMM PEKOMEHZALUMAMU NO MNPUMEHEHUID
CTaHZapTa No 0GOPMIEHUID OKYMEHTOB, APYIMMN METOANYECKUMWN N MHCTPYKTUBHBIMW MaTepuanamm
CTPYKTYPHbIX NogpasaeneHnin, 3aHMMatoLWmMXCcst NOArOTOBKON M 0GOpMAEHNEM LOKYMEHTOB.

9.7. Ha Tepputopum BHeapeHua FOCT (B opraHM3aumm, cybbekte Poccuiickon deaepauumn v T.4.)
pa3pabaTbiBaeTCA NJiaH MeponpuUATUM, KOTOPbIA YTBEPXKAAETCA COOTBETCTBYIOLLMM YNOJHOMOYEHHbIM
OOMKHOCTHBIM JIMLLOM B 3aBUCMMOCTM OT PACNPOCTPaHEHMA CTaHAAPTHbIX NOIOKEHUN.
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MnaH MOXeT MMEeTb CNeayIOLLY0 CTPYKTYPY U HanoHeHue:

YTBEPXIAI
PyxkoronuTesb
(mHMUMasne, damMuins)

TaTa

[IJIAH
MeponpuaTuit 1no eHenpexnuio I'OCT P 6.30-2003

N HazBaHMe MeponpuaTUsa VcnonHuTe b |CpOK MCHOJIHEHUS
n/mn
1 Paspaborka mwabjoHOB QOpM B

BIIEKTPOHHOM U OyMaxHOM dopMax

2 PaspaboTrka albOOMOB YyHUOMUMPOBAHHBIX
bopM M THMpaxXMpOBAaHME CTAHIAPTHBIX
OJIaHKOB

3 OpraHm3alumMsa CUCTEeMH KOHTPOJA 3a

COOJIIOIEeHMEM NPaBUJIBHOTO ObOPMIIEHUS
OOKYMEHTOB U MNPOEKTUPOBAHUA OJIAHKOB

PyxoromouTesb
caIyXx0u IOY I[Toomnmce PacumdppoBKa NOONMUCHK

DaTa
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9.8. 3aBepweHune BHeapeHus FOCT opopmnneTtca B popme AKTA Ha BnaHKe opraHM3aumuu:

HamMeHOBaHME opTraHM3aluu YTBEPXIAI
AKT PyxkoromuTesib OpIraHM3aLun

N (MHMUMAaJE, GaMUIINS)
IDaTa

O zaBepumeHun padoT
no BHenpexnwumio I'OCT P 6.30-2003

OCHOBaHMe: MNpMKa3 PYKOBOIUTEJIS OT N
" O "

CocTaBJyleH KOMMCCUEN:

[lpencenaTesyib KOMUCCUU
UJIEeHEl KOMUCCUU (mo andaBuTy odamMmiamin)

B nepmon c o KOMMCCHUs MpoBeJla NPOoBepky paboTH 10
BHenpeHuio I'OCT m cumTaeT, UYTO MEepOoIpMATMS, HaMeUeHHEIE I[1JIAHOM, BHIIOJIHEHH.

CocrTaB B DK3.

1- - B ZeJjo

2-11 - B OyXTaJITEpPMO

3-1 - Oma oTdyeTa OTHejla CTaHIapTU3aLuM

AN

[lpencenmaTesyib KOMMCCUMA [Tognuce PacumppoBKa NOONMUCHK
YJIEHBEI KOMMUCCUM [Nomonmce PacumppoBkra NOONMUCHU

10. KoHTpo/ib 3a cobtogeHnem npasua 0GopMIEHUA AOKYMEHTOB
M OTBETCTBEHHOCTb 3a HapyLeHune TpebosaHmuii TOCT

10.1. BHegpeHne TOCT P 6.30-2003 B oOpraHu3aumMax OC/AOXKHEHO BCAeACTBUE ero
pekomeHAaTeNbHOro xapaKktepa. Kpome Toro, Bctynuewuii B gencrtene ¢ 01.07.2003 depepasnbHbiin
3aKOH "O TEeXHMYEeCKOM pPeryiMpoBaHUK" yCTaHaBAMBAET B KayecTBe MNPMHUMNG CTaHA4APTM3auMK
[06pPOBONLHOCTL €ro npuMMeHeHusa (ctatba 12). 3Ta HoBaA A4/ Halel CTpaHbl MPABOBas HOPMA,
NPUHATan B MeXAyHapoAHOM CTaHAapTM3aUmMuK, byaeT MMeTb B KayecTBe NoCc/eACcTBUA nameHeHne Gopm
BHEAPEHuUs.

10.2. YcTaHaBnMBaeTcA onpeAeneHHoe COorfalleHne 3aMHTEepPecoBaHHbIX CTOPOH - aBTOPOB
CTaHAapTa u notpebutens - o cobNOAEHUM ero NONO