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(npuHAT N BBeaeH B aencrtBue nocraHoesneHnem Noccranpapra PP ot 3 mapra 2003
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[aTa BBegeHusa 1 nons 2003 r.
FTAPAHT:

CornacHo nncemy MuHiocta PO ot 4 anpensa 2003 r. N 07/3276-H0[] noctaHoBneHue
lNocctaHpapta PO ot 3 mapta 2003 r. N 65-CT He HyXgaeTcs B rocyaapCTBEHHOW
pernctpauum (MHopmauma onybnukosaHa B bronneteHe MuHuctepcTtea toctuummn PO
2003 r.N5)

1 O6nacTb NpUMeHeHus

Hactoawumn cTaHgapT pacnpocTpaHdaeTcs Ha
OpraHn3aLMOHHO-pacnopsANTENbHbIE AOKYMEHTbI, OTHOCALWMECA K YHUDULMPOBAHHON
cucteme opraHusaLlMOHHO-pacrnopsanTenbsHON AOKYyMeHTaummn (YCOPL), -
NMOCTaAHOBMNEHUS!, PACMOPSPKEHUS, MPUKa3bl, peLleHns, NPOTOKOMbl, akTbl, NMCbMa U Ap.
(nanee - OOKyMeHTbI), BkMtoyeHHble B OK 011-93 "O6wepoccninckuin knaccugukatop
ynpasneHyeckon gokymeHtauumn" (OKY[]) (knacc 0200000).

Hactoawmin ctaHgapT ycTaHaBnuBaeT: COCTaB  PEKBU3BUTOB  JOKYMEHTOB;
TpeboBaHMA K OCMQOPMIIEHNIO PEKBM3UTOB [AOKYMEHTOB; TpeboBaHmsa K OGnaHkam
AOKYMEHTOB, BKMo4Yas OnaHkm OOKYMEHTOB C Bocnpou3BeneHnem [ocynapCTBEHHOro
repba Poccunckon degepaumn.

CxeMbl pacnosioXXeHusi PEKBU3UTOB [OKYMEHTOB MNPUBEAEHbI B NPUIIOXEHUN A,
obpasubl 61aHKoOB JOKYMEHTOB - B rNpuoxeHunm b.

TpeboBaHnA HacTosILLEro cTaHAapTa ABASOTCA PeKOMEHAYEMbIMMU.

2 CocTtaB PEKBUINTOB AOKYMEHTOB

[Mpn nogrotoBke 1 0POpMNEHUN JOKYMEHTOB UCMNOSb3YIOT CneayrLme pekBusnTbI:

01 - NocynapcTtBeHHbIn repb Poccuinckon ®epepauuu;

02 - rep6 cybbekta Poccuinckon denepauuu;

03 - ambnema opraHmsaunmn unm ToBapHbIN 3HaK (3HaK 0b6CnyXnBaHus);

04 - kog opraHusauum;

05 - OCHOBHOW rocy4apCTBEHHbIN pernctpaunoHHbin Homep (OIMPH) topmnandeckoro
nnua;

06 - naeHTUMMKALNOHHBIA HOMep HamnoronnaTtenbLlinka/kon NpUYnHbBI NOCTAHOBKM
Ha yyeT (MHH/KIM);
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07 - kog dOpMbl JOKYMEHTA;

08 - HaMmeHoBaHWe opraHnsauuu;

09 - cnpaBoYHbIe AaHHbIe 06 opraHM3auum;

10 - HaumeHoBaHWe BUaAa AOKYMEHTA,

11 - pata OOKYMEHTa;

12 - perncTpaumoHHbIA HOMEP OOKYMEHTA;

13 - ccbifika Ha perucTpaunoHHbIN HOMEP U AaTy OOKYMEHTa;
14 - mecTO cocTaBneHnsa Unu n3gaHna OKyMeHTa,

15 - agpecar;

16 - rpuc yTBEPXKOAEHNSA OOKYMEHTA;

17 - pesontouuns;

18 - 3aronoBOK K TEKCTY;

19 - oTMeTKa O KOHTPOIIE;

20 - TEKCT OOKYMEHTa;

21 - OTMEeTKa O Hanu4ynn NPUNoXeHus;

22 - nognuce;

23 - rpud cornacoBaHusl AOKYMEHTa;

24 - BU3bl cornacoBaHus JOKYMEHTa;

25 - OTTUCK NevaTu;

26 - OTMeTKa 0 3aBepeHUn Konuu,

27 - oTMeTKa 00 UcnonHuTene;

28 - oTMeTKa 06 MCNOMHEHUN OOKYMEHTA MU HanpaBneHun ero B Aeno;
29 - oTMeTKa O NMOoCTYNfeHU JOKYMEHTa B OpraHu3aumio;
30 - ngeHTUdUKaTop NIEKTPOHHOWN KOMUN OOKYMEHTA.

3 Tpe6oBaHMA K 0hOPMIIEHUIO PEKBU3UTOB [OKYMEHTOB

3.1 TocypapcTtBeHHbI repb Poccuickon ®depepaumm nomeltaroT Ha ©OnaHkax
OOKYMEHTOB B COOTBETCTBMU C  DegepalnbHblM  KOHCTUTYLUMOHHBIM - 3akoHoM  "O
locynapctBeHHOM repbe Poccuinckon depepaumn” (CobpaHue 3akoHoAaTenbCTBa
Poccunckon ®enepaunn, 2000, N 52, yactb |, ¢1.5021).

3.2 'epb cybbekta Poccuiickon degepauum nomewaoT Ha 6naHkax JOKYMEHTOB B
COOTBETCTBMM C NpaBOBbIMU akTaMu cybbekTtoB Poccunckon degepaumm.

3.3 OMmbnemy opraHusaumm UnNn ToBapHbIN 3HaK (3HaK OobCny>XMBaHUS) NoMmeLLaoT
Ha 6raHkax opraHM3aunin B COOTBETCTBUMN C YCTaBOM (NonoxeHnem ob opraHmMsaumm).

3.4 Kopa opraHusaumm npoctaBnsaT no Ob6uiepoccnmnckomMy Knaccudukatopy
npeanpuatnin n opranHnsauun (OKMO).

3.5 OCHOBHOW rocygapCTBEHHbIN pernctpaunoHHbii Homep (OIMPH) topmnanyeckoro
nuua npocTaBnAlT B COOTBETCTBUM C [AOKYMEHTaMu, BbldaBaeMbiMW HaroroBbiMu
opraHamu.

3.6 oeHTudukaumMoHHbIM HOMep HanoronnaTtenblumMka/kog NPUYnUHbLI NOCTAHOBKM
Ha ydeT (MHH/KIMM) npocTtaBnswT B COOTBETCTBMM C [OKYMEHTaMM, BblgaBaeMbiMu
HasoroBbIMW OpraHamu.

3.7 Koa dopmbl fokyMeHTa npocTaenaoT no ObLuepoccuinckomy KraccmuukaTopy
ynpasneHyeckon gokymeHtauum (OKY[).
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3.8 HaumeHoBaHue opraHusaumu, ABNSAKOLWENCA aBTOPOM AOOKYMEHTa, AOSMKHO
COOTBETCTBOBATb HAMMEHOBAHUIO, 3aKpPENIEHHOMY B €€ y4YpeanTenbHbIX OKYMEHTaX.

Hag HavmeHoBaHMEM oOpraHu3auuM YyKasblBalOT COKpalleHHoe, a npu ero
OTCYTCTBUW - NOJSTHOE HAMMEHOBAHME BbILLECTOSLLEN OpraHn3aumm (Npyu ee Hanu4nn).

HanmeHoBaHna opraHu3aumn cybbvektoB Poccurickon dPegepaumn, MMEOLNX
Hapsagy C  rocygapctBeHHbIM — A3blkoM  Poccumnckon — depepaumm  (PyCCKUM)
rocyaapCTBEHHbIN s3blk CyObekToB Poccunckon Gegepaumm, nedaTaroT Ha ABYX A3blKax.

HanmeHoBaHWe opraHM3auumn Ha rocygapcTBEHHOM fA3blke cybbekTa Poccuimnckon
depepaumn Unnm MHOM $A3blKe pacrnonaralT HWXKEe WUNM crnpaBa OT HaUMEHOBaHUS Ha
rocygapcTBeHHOM s3blke Poccurckon ®epepaunu.

CokpalleHHOe HaMMeHOBaHMEe OpraHusaumMm NpUMBOAAT B TEX Cryyasx, Korga OHO
3aKpenseHo B yYpeanTeribHbIX JOKYMEHTax opraHm3aunn. CokpalleHHoe HauMeHoBaHne
(B ckoBKax) noMeLlatoT HUXKE MOSHOIO UK 3a HUM.

HanmeHoBaHue dunuana, TepputopuanbHOro oTAeneHus, npeacrtaBuTeNnbCTBa
yKasblBalOT B TOM Criydae, eciii OHO SBNSIeTCA aBTOPOM [LOKYMEHTa, M pacrnonaraiT
HUXEe HaMEHOBaHMS opraHn3aunu.

3.9 CnpaBoyYHble gaHHble 06 opraHusaumm BKM4YalT B cebsa: NoYTOBbIN adpec;
HoOMep TenedoHa U Apyrme cBefeHUs No YCMOTPEHUIO OpraHu3aumm (Homepa ¢akcos,
TEenekcoB, cHeToB B BaHke, agpec 3NeKTPOHHOM NoYThbl 1 Ap.).

3.10 HawumeHoBaHMe Bumaa [OOKYMeHTa, COCTaBIIEHHONO WKW  U30aHHOrO
opraHusaumen, OOMMKHO BbiTb onpeaeneHo ycraBom (nonoxeHnem o6 opraHusauum) um
AOMMKHO COOTBETCTBOBATb BMAAM OOKYMEHTOB, npeaycMoTpeHHbiM OKY[l (knacc
0200000).

3.11 [JaTon OOKyMeHTa aBfsieTCA gata ero nognucaHus Unu yTBepXXaeHus, ons
npoTokona - pgaTta 3acegaHusi (NPUHATUA pelleHus), Onsa akTa - garta cobbiTus.
[OKYyMeHTbI, u3gaHHble ABYyMS wnu 6Gonee opraHu3aumsamMu, AOOSMKHbl MMETb OAHY
(eaunnyro) paty.

[aTy gokymeHTa odoopmnalT apabckumu undpamm B nocnenoBaTesibHOCTU: AeHb
mMecsiua, mecsy, rod. [eHb mecdua n Mecsu odopMnsloT ABYMsS napamun apabekux
undp, pasgeneHHbIMM TOYKOW; rog - YeTblpbMsa apabckumm uudpamu.

Hanpumep, gaty 5 uoHa 2003 r. cneayet odpopmnatb 05.06.2003.

[onyckaeTcss cnoBecHo-UudgpoBor cnocod odopmneHus aatbl, Hanpumep 05
nioHa 2003 r., a Takke odopmneHne gaTtbl B NocrneaoBaTefibHOCTU: rofd, Mecsu, AeHb
Mecaua, Hanpumep: 2003.06.05.

3.12 PernctpaunoHHbIN HOMEep OOKYMEHTa COCTOUT U3 ero nopsiakoBoro Homepa,
KOTOPbIA MOXHO [OMOSMHATE MO YCMOTPEHMIO OpraHuMsaumMm MWHOEKCOM aena no
HOMeHKNnaType gen, tHdopmaumen o KoppecnoHAEHTE, UCNOSTHUTENAX N Ap.

PerncrtpaumoHHbIn HOMEP OOKYMEHTa, COCTaBfIEHHOrO COBMECTHO ABYMS U Bonee
opraHusauusimm, COCTOUT N3 PEerncTpaumoHHbIX HOMEPOB AOKYMEHTa KaXgown U3 3TUX
opraHusauumn, NpocTaBfdAeMblX Yepes3 KOCYH 4YepTy B MNOpsAKe yKasaHusi aBTOPOB B
OOKYMEHTE.

3.13 Ccbinka Ha perncTtpaunoHHbIA HOMEP U aaTy OOKYMeHTa BKodaeT B cebs
perncTpaumoHHbIN HOMEP U OaTy AOKYMEHTa, Ha KOTOPbIN OOMKEH ObITb AaH OTBET.

3.14 MecTo cocTaBneHns UnNu n3gaHnst AoOKyMeHTa yKasblBatoT B TOM Crlyyae, ecnm
3aTpydgHeHO ero ornpegeneHne no peksusntam “"HaumeHoBaHue opraHusaumn” wu
"CnpaBoYyHble AaHHble 06 opraHm3aumn”. MecTo cocTaBneHnsa unm n3gaHna ykasoiBatoT C
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YY4ETOM MPUHATOrO agMWHUCTPaATUBHO-TEPPUTOPUASIBHOIO AerieHUsl, OHO BKIOYaeT B
cebsi TONbKO 00LLENPUHATBLIE COKpaLLEeHUS.

3.15 B «kauyectBe apgpecata MoryT ObiTb oOpraHusauun, WuX CTPYKTYpHble
nogpasgeneHns, OOSMKHOCTHble unu dumsmdeckme nuua. MNpu agpecoBaHUN LOKYMEHTa
OOSDKHOCTHOMY  NULY  WMHMUManbl  ykasbiBaloT nepen damunuen. HaumeHoBaHue
opraHusauum n ee CTPYKTYpPHOro nogpasgesieHnsa ykasbiBaloT B UMEHUTENbHOM nagexe.
Hanpumep (3gecb v ganee npumepbl HaMMEHOBAHUSA OpraHuM3auun, uxX crnpaBOYHble
AaHHble N Op. ABNAIOTCH YCNOBHbLIMU):

MuHiocT Poccum
IenapTaMeHT MHOOPMATUI3ALUMN
U HAYy4YHO-TEXHUUECKOT O obeclieueHusa

[lormkHOCTb nuua, KOTOPOMY adpecoBaH [OOKYMEHT, yKasblBalT B AaTeflbHOM
nagexe, Hanpuvep:

T'eHepallbHOMY OUPEKTOPY
OAO "CemepHBE PETMUOHH"
B.A. JlaryHUHY

nnn

AO "3JIeKTPOLEeHTPOMOHTaxX"
T'nmaBHOMy OyxXrajnrTepy
B.M. KoueToBy

Ecnn OOKyMEHT OTnpaBnsitOT B HECKONbKO OAHOPOAHbLIX OpraHv3auum wnm B
HECKOJSTbKO CTPYKTYPHbIX NOApasaenieHnin ogHoM opraHm3aunmn, To nx cnegyeT ykasbiBaTb
0606LweHHO, Hanpumep:

AIMMHMCTPALUUM PaMoOHOB
MockOBCKOM oOJlacTu

[lonyckaeTca LUeHTpupoBaTb KaXxayro CTPOKY pekBusuta "AgpecaT” Nno OTHOLUEHUIO
K camoun OnuHHOW cTpoke. Hanpumep:

I'mTaBHOMY penaxkTopy
VsmaTesIbCKOI'O IOoMa
"Meomagom"

H.B. CemMmHOM

[oKyMeHT He [JorkeH copepxatb bonee 4veTblpex agpecatoB. Cnoso "Konus"
nepen BTOPbIM, TPETbUM, YETBEPTHIM agpecaTtamu He ykasbiBatoT. [pu 6onbluem yncne
agpecaToB COCTaBMSAKT CMMCOK PACCLINTKN JOKYMEHTA.

B coctaB pekBuauta "AgpecaTt" MOXeT BXOAUTb MOYTOBbLIA agpec. OfeMEHThI
NOYTOBOrO0 agpeca YykasblBalOT B MOCreaoBaTeNlbHOCTM, YCTAHOBSIEHHOW MpaBuiiamu
oKasaHus ycnyr noYTOBOW CBA3MN.

Mpn agpecoBaHnM NUCbMa B OpraHM3aumio ykasbiBalOT €ee HauMeHOBaHue, 3aTeMm
NOYTOBbIN agpec, Hanpumep:



Tl'ocymapcTBeHHOEe yUupexIneHMe

BcepocCcuMCKUM HAy4YHO-MCCJIeNOBATEJbCKUM
VMHCTUTYT HOOKYMEHTOBEOEHMA VM aAPpXMBHOI'O Iejia
[lpodcow3zHas yn., n.82, Mockea, 117393

Mpn apgpecoBaHUM [OOKYMEHTa (U3MYECKOMY nuLy YKasblBalOT (amMuinmio u
MHULManbI nonyyaTens, 3aTemM NoYTOBbIA agpec, Hanpuvep:

ObpaszuoBy O.II.
ya.Cagorasd, n.5, xB.l2,
r.Jiunku, Kupeesckum p-H,
Tynbckasa obis., 301264

3.16 [JokymeHT yTBepXOaeTcs AOSMKHOCTHbIM NNUOM (QOMKHOCTHLIMW NNLAMMN)
unu  cneumanbHO  u3gaBaeMbiM  OOKYMeHTOM. [lpy  yTBepXaeHunm  [OKYMeEHTa
OOJDKHOCTHBIM  NULUOM TpUdd YTBEPXKAEHUA LOOKYMEHTa [OSKEH COCTOosATb M3 Ccrnosa
YTBEPXOAK (6e3 kaBbl4ek), HaMMeHOBaHMUS [OOSMKHOCTU nuua, yTBepXaarowlero
OOKYMEHT, ero noAanucu, nH1uUmanos, amMmunum n gatbl yTBEPXKOEeHUS, Hanpumep:

YTBEPXIAI

[IpesunenTt 3A0 "PocTexcTuib"
JInuHaga nopnmcek B.A. CTernaHOB
ITaTa

Honyckaetca B pekBusute "lpud yTBEPXOEHUA [OOKYMEHTa" LUeHTpuMpoBaTb
9NeMeHTbl OTHOCUTENBHO CaMOW ASIMHHOW CTPOKK, Hanpumep:

YTBEPXIA
T'eHepalIbHEM IOUPEKTOP
AO "3JJIeKTPOHHEIE TexHOoJoTUm"
JIndHaga nonnmchb J.B. KysHelLOB
DaTa

[Mpwn yTBEPXKOEHUM OOKYMEHTaA HECKOSIbKUMU OOMKHOCTHLIMU NULamMn ux noanucu
pacrnosaraloT Ha O4HOM YPOBHe.

Mpn yTBEpXOEHUM [OOKYMEHTa [MOCTaHOBIIEHUEM, pPELUEHMEM, MPUKa30oM,
NpoOTOKONIOM rpud yTBepxaeHns coctont m3 cnosa YTBEPXOEH (YTBEPXOEHA,
YTBEPXOEHbLI vnn YTBEPXOEHO), HaumeHoBaHus yTBepXAalowero AOKYMEHTa B
TBOPUTENBLHOM Nnajexe, ero gartbl, Homepa. Hanpumep:

YTBEPXIEH
pelueHreM obwero cobOpaHmda
axuuoHepoB oT 05.04.2003 N 14

nnn

YTBEPXIEHO
npukasoM BHUWIAL
or 05.04.2003 N 82



"pnd yTBEPXKOEHUS OOKYMEHTA pacnonaratloT B MpaBoOM BEPXHEM Yriy AOKYMEHTA.

3.17 Pesoniouuns, HanncaHHas Ha OOKYMEHTEe COOTBETCTBYIOLWMM LOSMKHOCTHBLIM
nnuomMm, BKoYaeT B cebs hammnum, nHMUmManbl UCNOSTHUTENEN, cogepXXaHue nopyvyeHns
(Npn HeoBXxo04MMOCTK), CPOK UCMONHEHNA, NOANNCL U AaTy, HanpuMep:

Moposzosom H.B.

denmoceerom H.A.

Hpomy IIOOI'OTOBMUTE IIPOEKT

noroeopa C KOHCAJITMHTOBOM TPYINOMN
"TEPMMKA" x 05.10.2003

JInuHaga nonnmceb

ITaTa

HonyckaeTcs opopmneHne pesoniounmn Ha oTaenbHOM fncTe.

3.18 3aronoBok K TeKCTy BKM4aeT B cebsa kpaTkoe coaepXaHue OOKYMeHTa.
3arosioBOK A0SMKEH BObITb cornacoBaH ¢ HaMMeHOBaHWEM Buaa AOKYMEHTa.

3arosioBOK MOXET OTBeYaTb Ha BOMPOCHI:

0 YeM (0 KOM)?, Hanpumep:

[Mpukas o co3gaHnm aTTecTauMoOHHON KOMUCCUN;

yero (koro)?, Hanpumep:

HommKHOCTHAA NHCTPYKUMS BeayLero akenepTa.

K TekcTy OOKYMEHTOB, OdOpMIiEHHbIX Ha ©OnaHkax ¢opmata A5, 3aronoBok
AonyckaeTcs He yKka3blBaTb.

3.19 OTMeTKy O KOHTpoOne 3a UCMOMNHeHneM AoKymeHTa obosHadvarT Oykson "K",
cnosom unu wtamnom "KoHTpone".

3.20 TekcT OoKymeHTa COCTaBndAlT Ha rocyaAapCTBEHHOM f$A3blke Poccumnckomn
degepaumm uUnn Ha rocygapcTBeHHbIX A3blkax cybbektoB Poccuickon depepauumn B
COOTBETCTBMM C 3aKoHogaTenbcTBoMm Poccuinckon degepaunn n cybbektoB Poccuinckon
depepauymn.

TeKkcTbl JOKYMEHTOB OOPMIISIOT B BUAE aHKeTbl, Tabnuubl, CBA3HOIO TeKCcTa unm
B BYAe COeUMHEHUS 3TUX CTPYKTYP.

Mpn coctaBneHuWn TekcTa B BUAE aHKeTbl HaMMEHOBaHUS MNPU3HAaKOB
XapaktepmsyemMoro obbekta O0SKHbl OblTb BblpaXKeHbl UMEHEM CyLLEeCTBUTENbHbIM B
UMEHUTESNTIbHOM  Nagexe WM CNoOBOCOYETAHMEM C  [farofioM BTOPOro fivua
MHOXECTBEHHOIo YMcra HacToswero unu npowegwero spemenu ("umeete", "Bnageete”
nunu "6einun", "Haxogunuce" 1 T.4.). XapakTepUCTUKN, BblpaXKeHHbIe CIIOBECHO, AOSDKHbI
ObITb cornacoBaHbl C HAMMEHOBAHUAMUW NPU3HAKOB.

padbl 1 CTpokM Tabnuubl OOMKHbI MMETb 3arofioBKW, BblpaXeHHble UMEHEM
CYLLEeCTBUTESIbHLIM B MMEHUTEerNbHOM nazgexe. [loasaronoBkn rpad M CTPOK OOSKHbI
OblTb cornacoBaHbl C 3aronoBkamu. Ecnu tabnuuy nedatatoT 6omnee 4yem Ha OOHOM
cTpaHuue, rpadbl Tabnumubl 4OMKHbBI ObITb MPOHYMEPOBAaHbLI M Ha CReaYLWNX CTpaHuLax
AOSDKHbI ObITb HanevyaTaHbl TONbKO HOMEpa 3Tux rpad.

CBA3HbIN TEKCT, Kak npaBuro, COCTOUT M3 ABYyX 4acten. B nepBonm yactm
YyKa3sblBalOT MPUYMHbLI, OCHOBAHWA, LENW COCTaBfeHUa [OOKYyMeHTa, BO BTOpPOM
(3aKroumnTENBHON) - peLLeHuns, BbiBOAbl, MPOCLObLI, NpeanoXeHus, pekoMmeHgaumm. TekcT



MOXET codepxXaTb OOHY 3aKMyuTernbHYl 4YacTb (Hanpumep, npukasbl -
pacnopsaguTenbHyl0 YacTb 6e3 KOHCTaTMpyloLen; nucbMa, 3asBneHusa - npocbby 6e3
MOSACHEHUSA).

B Tekcte QOoOKymeHTa, NOArOTOBMIEHHONO HAa OCHOBaHWW [OOKYMEHTOB [pYrux
opraHmsauuMi unn paHee U3QaHHbIX [OOKYMEHTOB, YKasblBalOT WX PEKBUIUTHI:
HauMeHoBaHWe [OOKYMeHTa, HauMeHOBaHWe opraHuv3auuu - aBTopa AOKyMeHTa, party
AOKYMEHTa, permcTpaunoHHbIi HOMep JOKYMEHTA, 3arofioBOK K TEKCTY.

Ecnn TekcT cogepXuT HEeCKOSbKO pelleHWn, BbiIBOOOB W T.A4., TO €ro MOXHO
pasbuBaTtb Ha pasgenbl, noapasfgenbl, MyHKTbl, KOTOpble HyMepylT apabckumu
undopamu.

B pokymeHTax (nNpukas, pacnopsbkeHve wu T.4.) opraHvsauuin, OeNCTBYHOLMX Ha
npuHUMNax eguvHoHavanus, a TaKkke [OOKYMEeHTaX, afdpecOBaHHbIX PYKOBOACTBY
opraHusauumu, TeKCT uanaralT OT NepBoro nuua eguMHCTBEeHHoro vmncna ("npukasbiBato”,
"npegnarat”, "npowuy").

B OokymeHTax KonmnermarbHbIX OpPraHoOB TEKCT u3naralwT OT TpeTbero nvua
€ANHCTBEHHOro Yncna ("nocrtaHosnsaeT", "pewnn”).

B cOBMeCTHbIX JOKYMeHTax TEeKCT mafnararT OT NepBOoro fnuua MHOXECTBEHHOro
yucna ("npukasbiBaem", "pewmnun").

TekcT npoTokona wuanaraloT OT TpeTbero nvua MHOXECTBEHHOro 4ucna
("cnywanwu", "seicTynunn”, "noctaHosmnun", "pewmnn®).

B pOokymeHTax, ycTaHaBnuBawwuMx npaBa W 0053aHHOCTM oOpraHusauum, wux
CTPYKTYPHbIX nogpasgeneHnin  (NonoXeHne, WHCTPYKUMS), a Takke coaepalimx
onucaHue, OueHKy dakToB UIu BbIBOAbI (aKT, cripaBka), UCNONb3YT (POPMY U3SOXKEHUS
TeKcTa OT TpeTbero nuua eguHCTBEHHOro WM  MHoXecTBeHHoro uucrna ("otgen
ocyuwiecTBnseT oyHKumn", "B coctaB o6beamnHeHns BxoaaT", "kommccua yctaHosuna").

B nucemax ncnonb3ytoT cneayrowme opmbl U3NOXKEHUS:

- OT NepBOro fnua MHOXeCTBEHHOro yncna ("npocum Hanpasutb", "
paccMmoTpeHune");

- OT NepBOro nuua eamHCTBEHHOro uyucrna ("cumTtar HeobxoaummbiM", "npoLly
BblAenuTL");

- OT TpeTbero nuua eaumHCTBEHHOro 4ucrna ("MMHUCTEPCTBO He BoO3paxaet”,
"BHUMOAL cuntaeT BO3MOXHbIM").

3.21 OTMeTKY 0 Hanu4nun rNpUNOXeHns, Ha3sBaHHOrO B TEKCTE NUCbMa, OPOPMIIAOT
cnegyowmm obpasom:

[MpunoxeHwne: Ha 5 n. B 2 3K3.

Ecnn nncbmo vmeeT npunoxeHuve, He Has3BaHHOE B TEKCTe, TO yKasblBalOT ero
HaUMEHOBaHWE, 4YUCNO JINCTOB W YUCAO 3IKIEMMNAPOB; NPU HaNUYUU  HECKOSNbKUX

NPUINOXEHUIA X HYMEPYIOT, HanpuUmep:

Haripasndem Ha

[IpunoxeHue: 1. IlojoxeHMe 060 VYHOpaBJIEHMM PEIMOHAJIBHOTO KpeIMToBaHMsa Ha 5 JI.
B 1 sk3.
2. llpaBuia NOOTOTOBKM n  odopmMIIeHMSA HOOKYMEHTOB YIpaBJIeHUA
PETMOHAJIBHOTO KPEeOMTOBAHMA Ha 7 JI. B 2 DK3.

Ecnu npunoxeHns cOpoLLOpOBaHbl, TO YACMO NTUCTOB HE YKa3biBaloT.
Ecnun k oOKyMeHTy nmpunaralT OpYro OOKYMEHT, TakkKe MMELUA NpUnoXeHue,
OTMETKY O Hanu4ynm nNpunoxxeHus opopMnaiT cneayroLLmm obpasom:



Mpunoxenue : nucbMo Pocapxusa orT 05.06.2003 N 02-6/172 u OpUIOXEeHUE K
HeMy, BCero Ha 3 J.

Ecnun npunoxeHve HanpaBnsioT He BO BCe yKasaHHble B JOKYMEHTe ajpeca, To
OTMETKY O €ro Hanu4mm opopMnaIoT creayroLLM obpa3om:

[IpuyioxeHMe: Ha 3 J. B 5 DK3. TOJIBKO B IIEPBHM alpec.

B npunoxeHun Kk pacnopagutenbHOMY OOKYMEHTY (NMOCTaHOBMEHUs, npukasbl,
pacnopsikeHus, npasuna, UHCTPYKLMU, NOSTIOXKEHNS, peLleHns) Ha NepBOM ero fnucrte B
npaBom BepxHeMm yrny nuwyT “lNpunoxeHne N " € ykaszaHMEM HauWMeHOBaAHUS
pacrnopaauTenbHOro JOKYMeHTa, ero Aatbl U perMcTpaunoHHOro Homepa, Hanpumep:

[IpunoxeHue N 2
Kk npmkasy PocapxmuBa
or 05.06.2003 N 319

HonyckaeTtcs BblpaxeHue "TIPUNTOXEHWE N " ne4ataTb nponuMcHbIMM BykBamu, a
TaKke LUEeHTpMpoBaTb 9TO BblpaXeHuWe, HauMMeHOBaHWe [JOKyMeHTa, ero gaty Mu
perncTpaumoHHbIN HOMEP OTHOCUTENBbHO CaMOW ANIMHHOM CTPOKUK, Hanpumep:

[IPVMIJIOXEHVE N 2
Kk npmkasy MmHsnpaBa Poccum
or 05.06.2003 N 251

3.22 B cocTtaB pekBuauta "lMognuck" BXoaaT: HaMMeHOBaHME OOSHKHOCTU Nvua,
nognucasLLEero JOKYMEHT (NOfHoe, ecnn AOKYMEHT opOpMIIeH He Ha BrnaHke LOKYMeHTa,
M COKpalweHHoe - Ha [OOKyMeHTe, odopMIIeHHOM Ha ©6naHke); nuMyHass Noanuch;
paclwmdpoBka nognucu (MHULMansl, amunmsa), Hanpumep:

Buue-npesugeHT Accoumaluum
PEeTrMOHAJIbHEIX [PEenIpuaTUn Jlmunasa nonnmce A.A. Bopucos

Unn Ha 6naHke:

Bunie-npesmuneHT JlnuHasg nonnmchb A.A. Bopmucos

HonyckaeTtca B peksuaute "llognuck” LEeHTpMpoBaTb HaMMEHOBaHUE OOSTHKHOCTU
nvua, noanucasLLero JOKYMEHT, OTHOCUTENBHO camMon ASIMHHOW CTPOKuU. Hanpumep:

VICOOJIHUTEJILHE OMPEKTOP
3A0 "IllapTHep" JIMuHasa DOONMCH H.A. denmopos

Mpy ocdopmneHun OoKymeHTa Ha GnaHke AO0MKHOCTHOrO Nvua AOMKHOCTb 3TOro
nvua B NoAnNucK He ykasbiBaloT.

Mpu noanucaHuM OOKYMEHTa HECKONbKUMW AOMMKHOCTHBIMU NULaMK MX noanucu
pacnonaratT oAHy Noj ApYyroi B NocrneaoBaTenbHOCTU, COOTBETCTBYHOLLEN 3aHUMaEMO



OOJTXXHOCTW, HarpuMmep:
IVpexkTOop MHCTUTYTAa JInunaga nomnmce M.B. Jlapuu

I'maBHEI OyxTajTep JIMuHaa nonmnmce 3.B. Mappdam

Mpy noanucaHuyM [OOKyMEHTa HECKONbKMMM NMuaMy pPaBHbIX OOMKHOCTENW UX
noanucy pacnonaratT Ha OQHOM YPOBHE, Hanpumep:

3aMecTUTesNlb OUPEeKTOopa 3aMecTUTesNlb OMPpeKTopa
IO Hay4HOM paboTe IO Hay4HOM paboTe
JImuHasga nonOnmchb 0.T'. Iemuoos JlIMuHaga nononmchb K.M. NrHaTtbes

Mpn nognucaHnMM COBMECTHOrO [OOKyMeHTa MepBbli JINCT OOPMIIAOT He Ha
GnaHke.

B OoKkymeHTax, COCTaBfeHHbIX KOMWCCWUEW, YyKasblBalOT He [JOMMKHOCTU v,
NoANUCHLIBaOLLNX OOKYMEHT, a UX 0653aHHOCTM B COCTaBe KOMUCCUM B COOTBETCTBUN C
pacrnpegeneHnem, Hanpumep:

[lpencenmaTesib KOMUCCUM JInuHaa nomnmce B.IlI. Banacoxepuu

UJIEHEl KOMMCCUU JIMuHaga nomnmchb A.H. CokoBa
JInuunaga nomnmchb A.C. KpacasuH
JInuHnaga noxnmchb O.U. PrICKOB

3.23 TIpud cornacoBaHus pokymeHta coctout wu3 cnosa COINTIACOBAHO,
AOIMKHOCTU  nnua, C  KOTOPbIM COrfacoBaH [AOKYMEHT (BKMYads HauMeHoBaHue
opraHu3awmm), IMYHON NOLNMUCK, pacuMdPOBKM NoaANUCKU (MHULMANOB, daMUnumn) n gathbl
cornacoBaHus, Hanpuvep:

COTJIACOBAHO
PexTop OMHAHCOBOM aKaleMUM
npm IlpaeuTenscTBe Poccumckom demepaumnm

JInuHaa Nnonnmchb A.T'. T'pasHOBa

TaTa

Ecnn cornacoBaHvMe OCyLLIECTBNSAOT MNMCbMOM, MPOTOKONIOM W Ap., pudgd
cornacoBaHus opopmMnsAT criegyrowmm obpasom:

COTJIACOBAHO

[lmcbMO PoccumckoMm akameMuu
MEeOMULUMHCKMX HAayK

or 05.06.2003 N 430-162

nnn

COTJIACOBAHO



[IpoTokOJ 3acenaHmusa IlpaBJjeHUA
PoccuiickoM ToCynapCTBEHHOMU
CTpaxoBoM komnaHum "Pocroccrpax"
or 05.06.2003 N 10

3.24 CornacoBaHue [JOKyMeHTa OgOpMIST BU30OM COrfacoBaHUS LOKYMEHTa
(manee - Bu3a), BKknyawwen B cebs Nnognucb U JOMKHOCTb BM3MPYIOLWETO OOKYMEHT,
pacLmcpoBKy nognucu (MHMUmansl, damunuio) n gaty nognucadms. Hanpumep:

PykopomuTesb HPUONYUECKOIO OTIeja
JInunaga nomnmchb A.C. Opjos

ITaTa

Mpy HanNMuYMKM 3ameyaHnn K JOKYMEHTY BU3Y OOPMASAIOT CreayowmMMm o6pasom:
BaMedaHms InpmjiaramnTcHd
PyKOBOﬂMTeHb OPMINMYECKOT'O OoTIOejla

JInunaga nomnmchb A.C. Opjos
ITaTa

3ameyvaHns wusnaralT Ha OTAENIbHOM NuCTe, MNOoANUCHLIBAOT W MpunaralT K
OOKYMEHTY.

Ana OokymeHTa, MNOAMWHHUK KOTOPOro OCTaeTcd B OpraHusauuu, BU3bI
NPOCTaBNAT B HMXHEN YacTu OBOPOTHOM CTOPOHbLI MOCeaHero nucrta MnoaSIMHHKUKA
OOKYMeHTa.

Ana JokymeHTa, NOAMMHHUK KOTOPOro OTMpPaBnsloT U3 opraHusauuu, BU3bI
NPOCTaBNAT B HMXKHEN YacTW NULLEBON CTOPOHbI KOMUK OTMPaBAseMoro JOKyMeHTa.

BoamoxxHO obopmneHne BM3 AOKYMEHTa Ha OTAENbHOM FIMCTE COornacoBaHuA.

[lonyckaeTcs, N0 YCMOTPEHUIO OpraHM3auuun, NorIMCTHOE BU3NPOBaHUE OOKYMEHTa
N ero NpUNoXeHus.

3.25 OTTnCcK nevyaTtu 3aBepsieT MNOASIMHHOCTb NOAMNUCU AOSMKHOCTHOrO nuua Ha
AOKYMEHTax, YyOOCTOBepslWwmMxX npaBa Jivu, (UKCUPYIOLWNX (akTbl, CBSA3aHHblE C
PMHaAHCOBLIMN CpeacTBaMKu, a Takke Ha WHbIX AOKYMEHTaX, npegycmaTpuBatoLmx
3aBepeHne NoLIMHHOM Noanucu.

[loKyMeHTbI 3aBepsIoT NeYvyaTbio OpraHn3aunm.

3.26 [lpn 3aBepeHUM COOTBETCTBUS KOMUU [OOKYMEHTa MOANMHHUKY HUXe
peksusnta "lNMoonucek" NpoCcTaBNAKT 3aBepuTESibHYH Haanuck: "BepHo"; OOMKHOCTb
nuua, 3aBepuBLUEro KOMWKD; FNYHYK MNOAMUCHL; pacmMdpoBKY noanucn (MHUMLKMansl,
dramunuio); oaTy 3aBepeHusi, Hanpumep:

BepHo

VHCOEKTOP CJyXOBl KaIpOB JInunaga nomnmchb T.C. JlepueHKO



ITaTa

[onyckaeTcss KOMMO OOKyMEHTa 3aBepAaATb MevyaTtbio, onpedensieMon no
YCMOTPEHMIO OpraHmM3auunu.

3.27 OtmeTka 06 wucnonHuTene BKNYaeT B cebs uvHUUManbl 1 damMunuio
MUCNONMHUTENA [OOKYyMeHTa Wu Homep ero TenedoHa. OtmeTky 06 wcnonHutene
pacrnonaraloT Ha nuueBon UM oOOPOTHOM CTOPOHE MOCneAHero nucta AOKyMEHTa B
NEBOM HWXKHEM YTIIy, HaNpumep:

B.A. Xykos

924 45 67

3.28 OTmeTka 06 UCMONHEHMM OOKYMEHTA U HanpaBfieHUn ero B 4eno BKoYaeT B
cebsa cnenyowme AaHHbIE: CCbINIKY Ha gaTy U HOMEP AOKYMEHTa, CBUOETENbCTBYIOLLENO
O €ero WCMOSHEHUW, Unu, Npu OTCYTCTBMM TaKOro LOKYMEHTA, KpaTkue cBedeHust o6
ncrnonHeHuu; crnosa "B geno"; Homep gena, B KOTOPOM ByaeT XpaHUTbCA LOKYMEHT.

OtmeTka 06 MCMONHEHMM OOKYMEHTA M HanpaBfeHUn ero B Aeno noanucbiBaeTca
N paTupyeTcss  UCMNONHUTENEM OOKYMEHTa WM PYKOBOAUTENEM  CTPYKTYPHOro
nogpasgeneHuns, B KOTOPOM UCMONHEH AOKYMEHT.

3.29 OTmMeTKa O MOCTYMNSIEHUN OOKYMEHTa B OpraHusauuio COAEPXUT ovepenHOm
nopsaKoOBbLIM HOMEP W AaTy MNOCTYNfeHna AoKyMeHTa (npu HeobxoaAMMOCTU - Yacbl U
MUHYTbI).

[onyckaeTcss OTMETKY O MOCTYNSIEHUN LOKYMEHTa B OpraHusauuio npocTaBnsaTb B
BMAe wramna.

3.30 WNpoeHTudukaTopoM 3MEKTPOHHOW KOMUU [OOKYMEHTa $BMSeTcA OTMeTKa
(KONOHTUTYN), NpocTaBnsseMasa B IEBOM HWKHEM Yriy KaXXAoW CTpaHuubl JOKYMEHTa u
cogepxallias HauMMmeHoBaHMe anna Ha MaWWHHOM HocuTene, paty W  gpyrue
NMOWCKOBbLIE AAHHblE, YCTaHaBNMBaeMbIE B OpraHM3aunu.

4 Tpe6boBaHuA K GnaHKaMm AOKYMEHTOB

4.1 [JoKyMeHTbl U3rotTaBnuBatoT Ha BrnaHKax.

YcTaHaBnmBaloT Ba CTaHAApPTHbIX hopmaTa 6naHkoB OKYyMeHTOB - A4 (210 x 297
MM) 1 A5 (148 x 210 mm).

Kaxgbl IMCT AOKYyMeHTa, OpOPMIEHHbIV Kak Ha BnaHke, Tak n 6e3 Hero, JOKeH
UMEeTb MoNsA He MeHee:

20 MM - neBoeE;

10 MM - NpaBoe;

20 MM - BepxHee;

20 MM - HUXHee.

4.2 bnaHkn OOKYMEHTOB crnefyeT msrotaBnuBatb Ha Oenown Gymare unu bymare
CBET/bIX TOHOB.

4.3 bnaHkn [JoKymMeHTOB OMOPMMAIT B COOTBETCTBMU C MpunoxeHnem A.
OpMEeHTUPOBOYHbIE TPaHULbl 30H PACMOSIOXEHUS PEKBU3UTOB OBO3HAYeHbl MYHKTUPOM.
Kaxxgas 3oHa onpefenaeTcsi COBOKYMHOCTbIO BXOOSALWMX B HE€ PEKBU3UTOB.



4.4 B 3aBMCMMOCTM OT pacnosioXXeHUs peKBU3UTOB yCTaHaBNMBaT [Ba BapuaHTa
6naHkoB - yrnoeon (pucyHok A.1) 1 npoaonbHbIn (pucyHokK A.2).

4.5 Peksusnt 01 (02 wnu 03) pacnonarawT Hag cepeauHon peksusuta 08.
Peksuant 03 gonyckaeTca pacnonaraTb Ha ypoBHe peksuauta 08.

Peksnautel 08, 09, 10, 14, orpaHn4nTENbHBLIE OTMETKM ANS peksusntoB 11, 12, 13
B Npeaenax rpaHuL, 30H pacnosioXXeHNs PEKBU3NTOB pa3MeLLatoT OAHUM M3 CNOCObOoB:

- LEeHTPMpPOBaHHbIM (Ha4asio N KOHeL, KaXXa4oW CTPOKU PEKBU3NTOB pPaBHO yaareHbl
OT rpaHnL, 30Hbl PacnonoXeHNs PEKBU3UTOB);

- donaroBbiM (Kaxkgas CTpoka PeKBU3UTOB HayMHaAeTCs OT FIeBOW rpaHuubl 30HbI
pacnosioXeHNs PeKBU3NTOB).

4.6 [Ina opraHunsaumn, ee CTPYKTYPHOro noapasgerieHusi, OOSHKHOCTHOro nuua
yCTaHaBMnMBaloT crneaytowme Bnabl 6naHKoB JOKYMEHTOB:

- 06LWwmn BnaHk;

- BnaHK Nncbma;

- Br1laHK KOHKPETHOro BUAa AOKYMEHTA.

4.7 O6wmn BnaHK MCNOSb3yT ONA U3roTOBMEHUs Nobbix BUOOB AOKYMEHTOB,
KpoMe nucbma.

O6wun 6GnaHk B 3aBMCUMOCTM OT Yy4ypeauTenbHbIX [LOKYMEHTOB OpraHusaumm
BkntovaeT B cebs peksuantbl 01 (02 nnu 03), 08, 11, 14.

BnaHk nucema B 3aBUCMMOCTM OT Yy4vpeauTenbHbIX OOKYMEHTOB OpraHu3auuu
BkntoyaeT B cebs peksuantbl 01 (02 nnu 03), 04, 05, 06, 08, 09 n, Nnpn HeobxogmMmocTw,
OrpaHuYmnTESNIbHbIE OTMETKN AN BEPXHUX FPaHuUL, 30H pacnofnioxeHna peksnsutos 11, 12,
13, 14, 15, 17, 18, 19, 20.

BnaHk KOHKpeTHOro BMAa [OOKYMEHTa, KpomMe nucbma, B 3aBUMCUMOCTM OT
yypeauTenbHbiX JOKYMEHTOB opraHusauunm BkrntoyaeT B cebs peksmantbl 01 (02 nnn 03),
08, 10, 14 un, npn HeobXOAMMOCTM, OrpaHUYUTENbHbIE OTMETKM AN rpaHuL 30H
pacnonoxeHus peksmnsuntos 11, 12, 13, 18, 19.

4.8 OIna opraHusaumn cydbektoB Poccuiickon depepauumu, MMetowmnx Hapsay C
rocygapCTBeHHbIM A3blkoM Poccuinckon degepaumm rocyaapcTBEHHbIN A3bIK CyObekTa
Poccunckon degepaumn, LenecoobpasHo MCNOSb3oBaHME MNPOLOSbHOrO GnaHka; npu
aTom pekBuautbl 08, 09, 14 nevaTtaldT Ha [OBYX #A3blkax: pPYCcCKOM (cnesa) WU
HaLMOHanNbLHOM (CnpaBa) Ha O4HOM YPOBHE.

4.9 lpn M3roToBNneEHMM [OOKYMEHTOB Ha ABYX W 0Oonee cTpaHuuax BTOPYH W
nocnegyowme CTpaHuLbl HyMepyoT.

Homepa cTpaHuy NpoCcTaBnsaoT NnocepeanHe BEpXHEro nons nmcTa.

MpunoxeHne A
(cnpaBo4HoE€)

CxeMbl pacnonoXeHus peKBU3UTOB AOKYMEHTOB
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PucyHok A.l - PacrnojioXeHVe PEeKBMBUTOB ¥ TPaHMIH 30H Ha dbopMmaTe
A4 yrmoBoro ©OJiaHKa
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PucyHok A. 2 - PacClOJIOXeHME PEeKBUIUTOB UM TI'PaHULBE 30H Ha dGopmarTe A4

IPONOJILHOTO OJlaHKa




IIpunoxerue B
(cnpaBouHOe)

OBpasusl 6JIaHKOB LOKYMEHTOB

POCAPXVB
T'ocymapCTBEeHHOE yupexIeHMe
BcepoccuiiCckull Hay4dHO-MCCJIENOBATEJIbCKUM MHCTUTYT IOKYMEHTOBEIEHUS UM APXMUBHOT'O Iejia
(BHMMIALL)

Mockea




Pucyuoxk B. 1 - OfBpasen obmero OJjaHKa OpIraHM3aLUN

POCAPXVB
ToCcyIapCTBEHHOE YyUupexIeHue
BcepoccuiCkmuy Hay4dHO-MCCJIENOBATEJIbCKUM MHCTUTYT
IOOKYMEHTOBEIOEHUS U apxXMBHOTO »eja
(BHMMIAL)

IpodcowzHas yia., n. 82, Mockma, 117393
Ten./daxc (095) 718-78-74
E-mail: mail@vniidad.ru
http ://www.vniidad.ru
OKIIO 02842708, OI'PH 1027700380795,
VHH/KIII 7708033140/771001001

N

Ha N oT




Pucynok B.2 - Of6pasel yIJyioBOTO 6OJjlaHKa MNMCbMa OpPITaHM3aLUM

POCAPXUVB
T'ocymapCTBeHHOE YyuUpexIeHMe

BcepoccuiiCkmul Hay4dHO-MCCJIENOBATEJIbCKUM MHCTUTYT IOKYMEHTOBEIEHMS M APXUBHOTO Ieja
(BHMMIIAL)
pobcowsHas yn., n. 82, Mockea, 117393
Ten./daxkc (095)718-78-74. E-mail: mail@vniidad.ru

OKIIO 02842708, OT'PH 1027700380795, MHH/KII 7708033140/771001001

Ha N oT




Pucynok B.3 - OOpaszel OpomojibHOTO OJjlaHKa NMCbMa OpTaHM3aluMn

POCAPXVB
T'oCcynapCTBEHHOE yUpexIeHue




BcepoccuMCckmuil Hay4YHO-MCCJIEOOBATEJILCKUM MHCTUTYT IOKYMEHTOBEIEHMS M apXMBHOTO Heia
(BHMMIAL)
3aMecTuTeslb OUpeKTopa
lpobcowosuas yi., n. 82, Mockea, 117393. Tem./baxc (095) 718-78-74. E-mail:
mail@vniidad.ru
OKIIO 02842708, OI'PH 1027700380795, MHH/KMNII 7708033140/771001001

N
Ha N oT




PucyHok B.4 - OOpasel NponoJIbHOT'O OJjlaHKa MNMCbMa OOJDKHOCTHOT'O JIMIla

POCAPXVB
T'ocynapCTBEHHOE yUpexIeHUe
BcepoccuiickMii HAay49HO-MCCIIEIOBATENbCKUY MHCTUTYT
IOOKYMEHTOBEOEHMUSI UM apXMUBHOTO I»eja
(BHUMIIAL)

IIPUKA3

Mockea




Pucynok B.5 - OOpaszsen 6OjlaHKa KOHKPETHOI'O BUIA IOKYMEHTa OPpTaHM3aLuu




