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Hacrosmuii crangapt pacnpocTpaHsieTcst Ha OpPraHH3alHOHHO-pac-
NOPSAHTEbHYIO LOKYMEHTAUHIO, IPHMEHAEMYIO NPH OPOPMJEHHH pac-
NOPSIAMTENbHON H HCMOJHHTENbHONH JesiTeJbHOCTH OPTaHOB rOCYAapCT-
BeHHOM BaacTH K ynpasaennsi Coro3a CCP, cOl0O3HHX H aBTOHOMHBIX
pecny6uHK, a TaK)e NOABEIOMCTBEHHRIX HM NpPEANPHSATHH H OPraHH3a-
uuH.

1. 0O9OPMJIEHHE PEKBH3HTOB

1.1. TIpu 0hOpMIEHHH OPraHH3aUHOHHO-PACNOPAZUTENbHEIX AOKY-
MEHTOB HCIIOJb3YeTCs CJAeAYIOMHU COCTaB PEKBHIHTOB:

I — Tocynapcreennntit rep6 CCCP uag colosHol pecnyGiHKH;

2 — 5M06aeMd OpraHH3auuH;

3 — H306paeHus Harpan;

4 — koa opranusaumd no O6mecolozHoMy  KjaccHHKAaTOPY
npeanpustui u opranusauusi (OKIIO);

5 — kon pokymenta nmo OG6iuecolo3HoMy KJaaccupHKaTopy ynpas-
neHyeckoil aokymenrauun (OKYH);

6 — HauMeHOBaHHe MHHHCTEPCTBA MJH BEJOMCTBA;

7 — HaHM@HOBAaHHE OPraHH3aIlNK;

8 — HauMeHOBaHHe CTPYKTYPHOTO NOApasiesieHHs;

9 — HHIEKC NpPeANpHATHA CBA3H, 104rOBHA H TeJerpaguuii an-

pec, Homep Teserafina (aGoneHTckoro rtejerpadpa), HoMep TeiyedoHa,
HOMep cteTa B GaHKe;
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10 — Ha3BaHHe BHJA NOKYMEHTA;
11 — para;
12 — unpgekc;
13 — cCchiKa Ha HHAGKC M AaTy BXOASILEro AOKyMEeHTa;
14 — MecTO COCTaBJIEHHS HJIH H3JaHHUS;
15 — rpu¢d orpanHyeHHs noctyna K A0KyMeHTy;
16 — anpecar;
17 — rpud yTBepXKAeHHUS,;
18 — pesoaouns;
19 — 3aro/I0BOK K TEKCTY,
20 — oTMeTKa O KOHTpoJe,;
21 — TeKcT;
22 — oTMeTKa O HaJIHYHH NOJIOKEHHUS;
23 — NOAMHUCH;
24 — rpud coraacoBaHus;
25 -— BH3H;
26 — neyarb;
27 — oTMeTKa O 3aBepeHUH KONHUH;
28 — (paMuJIHA HCIOJIHUTENSE H HOMED €ro tesedoHa;
29 -—oTMeTKa 00 HCMOJHEHHH JOKYMEHTAa M HalpaBJIeHHH €ro B
Zeq10;
30 — oTMeTKa O NnepeHoce AaHHBIX HA MALUMHHBIA HOCHTEJb;
31 — OTMeTKa O MOCTYMJIEHHH.
1.2, JIOKyMeHTHl aipecylOT OpraHH3alHsiM, UX CTPYKTYpPHBIM NOJA-
pasiesieHHSIM HJM KOHKDETHOMY AOJKHOCTHOMY JIMIly, HalpHMep:
HoBoKy3HelKHii 3/1eKTPOMEXaHHIECKH i
3aBOA
Ornen cHabxkenus u cOHTa
HJIH
HoBoxyaHeukuit 3yiekTpoMexaHHYeCKH i
3aBOJ,
Otaen cHaGxeHHsl 1 cORTA

CrapuieMy 5KOHOMHCTY
1. Macaosy H. b.
llpn axpecoBaHHH ROKyMeHTa DYKOBOAHTENIO OpraHH3auUMH HaH-
MeHOBaHHE OpPraHH3allHH BXOLHT B COCTAB HAHMEHOBAHHS JOJIKHOCTH
ajapecaTa, HanpHMep:
Hupexropy Huxonaesckoro
CYAOCTPOHTEJLHOIO 3dBOAA
1. [MaBnosy H. H.
EcaH NOKyMeHT OTNPaBJilOT B HECKOJbKO OZHOPOAHHX OPraHusa-
UMM, UX CJIefyeT yKashBaTh 0606IEHRO, HATIPHMED:
AMpeKTOPOM npeAnpHATHIA H
PYKOBOAHTE/NSIM OPraHH3allHH
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JlokyMeHT He JoJIKeH COAepXKaTb GoJblue uHeTHpeX ajpecaTos.
CaoBo «Komusa» nepea BTOPBIM, TPETbHM, YEeTBEDPTHIM aApecaToM He
yKa3HBaIoT.

Ilpu nanpaBieHHH ROKyMeHTa Ooviee yeM B YeThIpe ajpeca CoO-
CTaBJSIOT CMHCOK PacChIIKH H Ha KaXAOM JOKYMEHTe YKa3bBaloT
TOJIbKO OJHOTIO ajpecara.

B cocTaB pexBH3HTa «AJpecaT» MOXKET BXOAWTb INOUTOBHIA ajpec.

ITpu anpecoBaHHH NOKyMEHTa 9aCTHOMY JIHIY BHayaje yKashBaloT
MOYTOBHI aapec, 3aTeM QaMHIHIO H HHHHHAJABl TNOJYyYyaTenas, Hampi-
Mep:

119115 Mocksa,
ya. Ocroxerxa, 11, kB. 5
1. Kapnyxuuny A. E.

1.3. Yka3aHus no uCne/NHeHUIO JOKYMEeHTA (UKCHPYIOT B GopMe
pe3oJIoUKH, BKIIOYaoWel (paMHINIO HCIOJHUTENS, CONEPKAHUE NOPY-
YeHHUs H CPOK HCMONHEHHs. Pejontouus nomkHa GbITH MOANKHCAHa W Aa-
THPOBAHA, HANPHMEp:

1. Boakosy A. A.

[Mpowy noAroToBHTs IJaH peasu3a-
Uy npoaykuun x 12.04.90
¥Ycos. 02.04.90

1.4. Tpud yTBepkaeHHs RokeH cocToATh M3 caoBa <«YTBEPXK-
HAIO», HanMeHOBaHHA AOJKHOCTH JIHLA, YyTBEPKAAIOUIEr0 AOKYMEHT,
JIMYHOI MOANHCH, ee paclIHGPOBKY H AAaTh, HANpPUMEP:

YTBEP)X1AIO
JLHpEeKTOp HHCTHTYTA

IToanucs H. K. erpos
17.02.90

Tlpu yrBepMAeHAH ROKyMeHTa DYKOBOAHTE/EM BHIIECTOSIUEH HAH
CTOPOHHEH OpraHH3anMH B HAUMEHOBaHHe JIOMJKHOCTH BKJIOYAIOT
HaMMEHOBaHHE OpPraHH3alluH, HalpUMep:

YTBEP)XIAIO

Havyaabuuk I'1aBHOMO apXHBHOTO
yn agnemm npu Cosere Munucrpos
CCC

Monnuck ®. M. Baranos
17.02.90

Ecau JOKYMEHT YTBEDPXAAeTCs NMOCTAHOBJEHHEM, pelleHHeM, NnpH-
Ka3oM, NPOTOKOJIOM, PpH(b YTBEPXKIEHHUS COCTOHUT H3 CJIOB3

PRJ
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«YTBEP)XIIEHO», na3Bauis AOKyMeHTa B HMEHHTCJIBHOM najgexe,
ero JlaThl U HOMepa, HanpuMmep:

YTBEP)XIEHO

TIpuka3 AHpeKTOpA HHCTHTYTA
20.04.90 Ne 76

HJIIH

YTBEP)XIAEHO

Ilporokosa cobpanus
TPYAOBArO KOJIJIEKTHBA
15.03.90 Ne 4

I'pud yTeepxpaenust pacnoiaraloT B IPaBOM BEPXHEM YIIy JOKY-
MeHTa.

1.5. JlaTbl mopnucaHHsA, YTBEDPXKAEHUS, COTJIACOBAHUA JOKYMEHTa,
4 TaKXe JaThl, COJepKallHecss B TeKcre, oDOPMISIOT HAPPOBEIM  CIIO-
co00oM. DyieMeHTHl AaThl NDHBOAAT apabCKUMH LHPpPaMH B ORHOM
CTpOKe B CJeAylolleii I0CJeA0BATEJbHOCTH: A€Hb Mecsua, Mecsl, roj.
Hanpumep: nary 29 siBapsi 1990 r. cienyer opopmaste 29.01.90.

Honyckaercas npd oQOpMJIEHHH JaTh BHayaJe YKa3WBaTh IOZ,
3areM MecAl U geHp mecsaua: 90.01.29.

B Tekcrax JOKYMeHTOB, COAEpXKALIHX CBEREHHST (PHHAHCOBOrO Xa-
pakrepa, AONYCKaeTcs NPHMEHSTh CJIOBECHO-UH(POBOi cnocob opopM-
Jgenns gat: 29 susapsa 1990 r.

1.6. KpaTkoe H3lIOKEHHE CONEPKAHHA NOKYMEHTA YKa3HBalOT B
3aroJoBKe K TEKCTy. 3aroJIoBOK JOJKeH OHTb MaKCHMaJbHO Kpar-
KHM M €MKHM, TOYHO IepelaBaTb CMBIC] TEKCTa. 3aroJOBOK HOJIKEH
rpaMMaTHYECKH COTJIaCOBHIBATECS € Ha3BaHHEM JOKyMeHTa, HanpH-
mep: npuka3d (o yeM?) «O co3gaHHH NPEANPHATHA®; [POTOKOJ
(uero?) «3acefaHus YYeHOro coBeTa».

Jonyckaercss He yKa3mlBaTh 3arOJIOBOK K TEKCTY Ha JAOKyMeHTax
¢dopmara AS5.

1.7. Ecti  ROKyMEHT HMeeT NDHJOMKEHHUS, HA3BAaHHHE B TEKCTe,
OTMETKa O HaJHYUH TPHJIOKEeHHI OodOopMaseTcs no Ccheayoieh
¢opme:

ITpunoxenne: va 10 a. B 2 9ka.

Ecaun JOKYMEHT HMEET IIDHJIOKEHHS, He Ha3BaHHHE B TEKCTe, HX
HaHME€HOBaHHA HeOﬁXOllHMO II€PEeYHCJINTh C YKa3aHHeM KOJIHYeCTBa
JHCTOB B KaXJAOM IIDHJOXEHHH H KOJIHUeCTBa 3K3eMIIAPOCB,
HanpumMep:

[Mpunoxenne: 1. [IpoexT rocyaapcrBeHHOro cTavfapra Ha 20 a. 8 1 9Kk3.
2. TloscHHTeNbHAR 38NHCKA K MPOEKTy CTaHgapta Ha 4 a. B | 9Ka.
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Ecnu K OOKYMEHTY npuJjaraercst JApyroffi JAOKYMEHT, HMeIoLIHf
NpUJIOKEHHE, OTMETKA O HaJaH4YHH NIDHJIOKEHHS O(bOpMJIﬂe’PCH no cJjae-
nywouteil popme:

IMpunoxenne: nucbMo I'maBapxupa CCCP ot 17.02.90 Ne 01—4/172 u npuaoxeHHe
K HeMy, Bcero Ha 7 J.

Ecanu NpHJIOKECHHE HANpaBJSETCA HE BO BCE YKasaHHble B JOKYy-
MeHTe ajpeca, OTMeTKYy O HAaJAHYHH NPHJIOMKEHHS O0DOpPMJAIOT MO
dopme:

IMpunoxenne: Ha 5 J. B 2 5K3. B NMepBHIt ajpec.

Ecnu npunoxeHHus cOpOINIOPOBAHBI, KOJHYECTBO JIHMCTOB HE YKa-
3BIBAIOT.

1.8. B cocras pexkBuautra «Ilopnuch» BXOAAT HaMMEHOBaHME
JIOJXKHOCTH JIHIA, NOJAMUCHBAIOIIEro JOKYMEHT (NOJIHOe, ecJaH HOKY-
MEHT oopMJeH He Ha OJaHKe, H COKPAalleHHO® — Ha JOKYMEHTe,
obopMJIeHEOM Ha GnaHKe), JHYHAs NOANHCH H ee pacuHdpOBKa,
HanpaMep:

JUpEKTOD NPOEKTHO-KOHCTPYK-
TOPCKOTO H TEXHOJOTHUECKOT'O
HHCTHTYTa aBTOMaTH3UPOBaHHKIX

CHCTEM YNPaBJEHHS IToanucs H. A. Ceprees
HIIH
JIAPEKTOp HHCTHTyTa IToxnuce H. A. Ceprees

[IpH MOANHCAHHH NOKYMEHTA HECKOJbKHMH NOJIKHOCTHHMH JIHIA-
MH HX TOAIHCH PacnoJiaraloT OAHY NOA APYroil B IOCJA€L0BaTeNbHO-
CTH, COOTBETCTBYIOIIEH 3aHHMa EMON JOJKHOCTH, HAPHMEP:

JupexTop 3aBoza TToamuce B. B. Boakos
FnaBuwfi Gyxraiarep TTopnucs B. M. CemenoBa

Ilpy nOANMCAHHM JOKyMEHTAa HECKOJbKHMH JIHIAMH  DaBHHX

JOJKHOCTeH UX NOANHCH paclosaraloT Ha OJHOM YpOBHE, HanpHMep:

3aMecTHTeNIb MHHHCTpPA 3aMecTHTelb MHHUCTPA
pn6uoro xossficrea CCCP Toprossiy CCCP
[Toanucey A. A. Tlerpos IMoanucs A. B. CmupnoB

1.9. T'pud cornacoanus cocrout u3 caosa «COIJIACOBAHO»,
HaHMEHOBAHHA JOJIXKHOCTH JIALA, ¢ KOTOPLIM COTJIaCOBHBAeTCH JOKY-
MeHT (BKJIOYasi HAUMEHOBaHHE OPraHH3alHH), JHYHOM INOAMMCH, ee
pacwIH(pPOBKY H AaThl, HANPUMED:

COI'JIACOBAHO

Hauanpuuk YnpasneHus Kaapos H

yueGHHIX 3aBefeHu#t MHHCTaRKONpO-
ma CCCP

TToanuch A. C. Crenaxosn
12.04.90
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Ecau corsacoBanue NPOH3BOAUTCHA KOJIJIErHaJbHHM OpPraHoM HJH
NOCPEACTBOM NHCbMA, TI'pud corsacoBaHusi 0QOPMISAIOT NO  CJeayio-
el popme:

COIJIACOBAHO

IMpoTokos 3acexanus npopkoma
10.04.90 Ne 25

”dyl H

COI'JIACOBAHO

[Tucemo I'naBapxusa CCCP
12.06.90 Ne 01—4/185

[pudbl cornacoBanus pacnosaraloT HHXe pekBuaura «lloamuck»
HJH Ha OT/AeJbHOM JIHCTE COrJIaCOBaHHUS.

1.10. B pexBusurax «IToanuce», «I'pud yrsepxmenus» u «Ipud
COr1acoOBaHHSA» JOKHBl YKa3biBaTbCs (AaKTHYECKHE MOOJKHOCTb JH-
na, nojaNMHCaBlIero, yTBEPAHBIIErO HJIH COTJIaCOBAaBILEr0 JOKYMEHT,
€ro HHHUHAJB 4 (paMHIHA.

He nonyckaercst cTaBuTh npensior «3a» HJAM KOCYIO YepTy nepef
HaHMEHOBaHHEM JOJIKHOCTH.

1.11. Ha poxkymeHTax, YLOCTOREpSIONMX INPaBa JHOJXKHOCTHHIX
JIHL, QUKCHPYIOIIUX aKT PACXOAOBAaHHS JEHEXKHHX CPEACTB H MaTte-
pHAJIbHBIX IIEHHOCTEH, a TaKXe ClNellHaJjbHO NPEeJyCMOTPEHHHX Ipa-
BOBHIMH aKTaMH, NOANHCh OTBETCTBEHHOIO JIHIA AOJAXHA OHRTbL 3aBe-
peHa rep6oBOH nevyaThio.

OTTHCK neyaTd CJeAyeT NPOCTaBJATh TaKUM 06paszoM, UYTOGH OH
3axBaThlBaJl 4aCTb H2ZHMEHOBAHHA JOJKHOCTH JHUA, NOANHCABLIEro
JOKYMEHT.

1.12. Tlpn 3aBepeHHH KONHH JOKyMeHTa HHXKe peksH3HTa <Iloa-
NHCb» NPOCTABJSAIOT 3aBEPHTENbHYIO Haamuch <«BepHo», HamMeHOBa-
HHe JOJKHOCTH JIHI2, 32BE€PHBLIENO KONHUIO, €10 JHYHYI0 NOANHCh, ee
pacuin¢pOBKY H 1aTy 3aBEPEeHHs, HalpHMep:

Bepno

HHcnekTop oTaena KaapoB [Toanuce A. C. Tlerpos
25.04.90

Ha xomusix HCXOASLIHX TOKYMEHTOB, OCTAIOUIHXCA B jene, AONycC-
KaeTcsl He yKa3blBaThb JaTy 3aBEPEHUS M JOJKHOCTb JIHA, 3aBEPUB-
1Iero Konuio.

Ilpn nmepechiKe KONHM NOKYMEHTa B JpPYyrue OPraHH3alUHH HJIH BbI-
llade ee Ha PYKH 3aBEeDHTE]IbHYIO NOANHCH YAOCTOBEPSIOT NEYaThlo.

1.13. Ilpn BH3HPOBAaHHH IOKyMeHTa, KpOMe JIMYHON MOANHCH, YKa-
3biBAlOT ee pacwHGPOBKY U naty. IIpH HeOGXONMMOCTH YKa3blBalOT
JIOMIKHOCTb BH3HPYIOLLEro, HanpuMep:
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Havanbuuk 10pHauueckoro
oTaena

IMognuck A. T. Hasaos
29.01.90

1.14. GaMuaMio HCNOJNHHTEAS (COCTABHTENS) NOKYMEHTa H HOMEp
ero cayxebHoro TenedoHa pacnoyaraloT Ha JHUEBOH HJH, IIPH OTCYT-
CTBHM MéecTa, Ha 0GOpPOTHOH CTOpPOHE NOCJENHero JHCTa JOKYMEHTa
B JIEBOM HHIKHEM yray, HanpuMep: Meabunkos 924 80 07.

1.15. OrmeTKa 06 HCMOJHEHHH NOKYMEHTa H HanNpaBJeHHH €ro B
1eJ10 JOJIKHA BKJAIOYaTh CJAEAYyIOUIHEe JaHHbIe:

KpaTKHe CBeleHHS OO HCIONHEHHH, €CJH OTCYTCTBYeT NOKYMEHT,
CBHIETENECTBYIOIHHA 06 HCNOJIHEHHH, UJH, NDH HAJHYHU TAKOTO JO-
KYMEeHTa, CChIJIKY Ha €ro JaTy H HOMep;

cJI0BO «B neno»;

HOMeEp jAesa, B KOTOpOM GyneT XPaHHTbCS NOKYMEHT.

OTMeTtka 06 HCNIONHEHHH JOKYMEHTAa H HAaNpaBJEHUH €ro B JeJo
JI0JKHa GBITh NOANMHMCAHA W [aTHPOBAaHA HCIIOJHHTEJEM JIOKyMeHTa
HJIH PYKOBOIHTEJEM CTPYKTYPHOIO NOJApa3heseHHst, B KOTOPOM HC-
TIOJIHEH JOKYMEHT.

1.16. OT™eTKka O NMOCTYIJIEHHH AOKYMEHTa PacnoJlaraercsi B HHX-
HeH 4YacTH NepBOrO JIHCTa JOKYMEHTa H BKJIIOYaeT COKpallleHHOoe
HaHMEHOBaHHE OPraHH3allHH — INOJyYaTeJyst JOKyMeHTa, NaTy MOCTyI-
JIEHHS] JOKYMEHT2 U €r0 HHAEKC.

1.17. Nupekc codnaBaeMblX H NMOJIydaeMBIX JOKYMEHTOB COCTOMT
M3 NOPAAKOBONO HOMEPA, KOTOPHH MOXKeT GHITh NOINOVIHEH WHAEKCOM
0 HOMEHKJaType JeJ, HHIEKCOM NPHMEHsIeMOro Kiaaccuduxkatopa
(KOppecmoHAEHTOB, BONPOCOB AESATENLHOCTH H IP.).

Ha noxyMenTax, cOCTaBJIeHHBIX COBMECTHO HECKOJbKHMH OpraHH-
3alHAMH, PEPHCTPALIROHHBIE HHAEKCH AaBTOLOB NMPOCTABJAAIOT YE€pe3
KCCYl0 9epTy B IIOpPsIIKE YKa3aHUs aBTOPOB Ha JOKyMeHrte (cseBa
Hanpago).

CcblKka Ha MHAEKC H 1aTy BXOASIIEro NOKYMEHTa BKJIOYAlOT HH-
1eKC M HaTy, yKa3aHHBEE HAa NOKYMEHTE, Ha KOTODHIH 1aeTcst OTBeT.

1.18. OTmMeTKa O mepeHOCEe NaHHBIX HAa MAIUHHHBEIA HOCHTENb BKJIO-
yaer 3anuch «HMHdopManus nepeHeceHa Ha MAaIIMHHBIA HOCHTENbY,
TIOANHCh JIHLA, OTBETCTBEHHOrO 32 NMepPeHOC NAHHBIX, H AaTy NepeHoca.

2. TPEBOBAHHUSA K BJIAHKAM

2.1. Ha 61aHKe NOKYMEHTA NOJIKeH GbITh COCTAB PEKBU3HTOB H
NOPANOK HX DPAclONIOXKEHHS, YCTAaHOBJIEHHBIE HACTOSIIMIUM CTaHAapPTOM

2.2. YcranaBauBalorcs ABa BHAa 6JaHKOB: 6JaHK /S NHCEM H
o6muil 6.1aHK 118 APYrHX BHIOB OPTaHH3aUHOHHO-PACNOPSANTENbHBIX
JTOKYMEHTOB.

HsroTtoBnenne 6J2HKOB KOHKPETHBIX BHAOB JOKYMEHTOB JAONycC-
KaeTcs, €CJIH 3THX JOKYMEHTOB co3jaercs GoJee 200 B rox.
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2.3. Ycrananaupatorcs nBa ¢opmata G6aankoB — A4 u A5 no
Ir'OCT 9327.

BiaHku KaXXporo Buja H3rOTOBJSIOT HA OCHCBE YIVIOBOTO WJIH
NPOAOJLHOIO PACHONONKEHHS PEKBH3UTOB.

PacrnosioxeHnne PeKBH3HTOB H pasMepnl Ha OGnaHKAaX MPHBEAEHH 3
npuaoKeHun 1.

2.4. Ha 6Jsankax JOKyMeHTOB pPEKBH3HTH 3aroJJIOBOYHOR UacTH
pacnosaraloT UEeHTPOBAHHBIM (HAYaJ0 H KOHEW KaXMOA CTPOKH peK-
BH3HTA PaBHO yjaJieHbl OT IPaHHI Mjomanu) uan aaroBeM  (Kax-
1asi CTPOKa PEKBW3HTa HAYHHAETCH OT JieBOR TPAaHHNH TNJIOMALHA)
croco6oM.

2.5. N306paxenne rocynapcTeeHHoro rep6a Ha 6naHkKax ¢  yIjio-
BbLIM PacnoJIOXKEeHHeM DEKBH3HTOB IIOMEUlaloT Ha BepXHeM noJe 6aaH-
Ka Haj cepelHHOH CTPOK HaMMEHOBaHMsI opraHH3auufi, a Ha GjaHkax
C TPOLOJBLHBIM PACHONONKEHNHEM DPEKBH3UTOB — B IIEHTPE BEPXHETO
nons. Inamerp usobpaxenus He Gonee 20 MM.

2.6. HaumenoBanne opraHusauuu (MoJjiHOE, COKpalIEHHOE HJIH
a66peBHaTypa), BHIUECTOSIIHX OPPraHOB, a TaKKe CTPYKTYPHOrO MOX-
paslieNeHHs: NOJIXKHO COOTBETCTBOBATb HAMMEHOBAHHSAM, YCTAHOBJIEH-
HBIM COOTBETCTBYIOIIHMH NPaBOBHIMH aKTaMH.

HaumeHnoranue CTPYKTYpPHOTO NOApa3feJeHHs AONyCKaeTcs uWaps-
Ay ¢ TMnorpadCKiM neyaTaTh MalIHHONHCHBEIM CIOCOGOM.

2.7. B xayecrBe 5M6JeMbl OPraHH3allHH MHOJXKEH HCNOJb30BATHCS
TOB2pHBIHi 3HAK (3HAaK OGCJYXKHMBAHUA), 3apErMCTPHPOBAHHHIAA B  ycC-
TaHOBJEHHOM NOPSIAKE.

H3o6paxenne sM6JeMH ClefyeT pacnojaraTh Ha YpoBHe HaHMe-
HOBaHHSI OpraHH3allHH.

28. Ha 6aankax A/ UnHCEM YKa3HBaloT peKBH3WTH: «HHAekc
NpeANpHATHS CBSA3H, MOYTOBHA H TeserpadHbIi ajgpec, HOMep TeJe-
tafina (a6oHenTckoro reserpada), Homep Tesnedpona, HOMEp cyeTa B
6anke», «[Jata», «<Hunekc», «Cculiika HAa MHAEKC H AATy BXOASMIETrO
Roxymenra», «Kox nuceMa no OKYI», <«Koa opranusanmm mno
OKIIO».

2.8. Ha o6mux 61ankax yKasnBaloT pekBH3HTH: «JlaTa», «HH-
nekc», «<Mecro cocrasnenus wau usnannsn», <Kox opranusaumn no
OKIIO».

2.10. T1pu nevatanun GNAHKOB NOJNKHB ADHMEHATbc THNorpad-
ckue mpudTH pasMepom ot 6-ro no 16-ro xerns no TI'OCT 3489.2—
T'OCT 3489.6, TIOCT 3489.10 1 TOCT 3489.33. Iast odopMIeHHS
pexeusnta <«HauMeHoBanne opraHH3auHH» LONYCKAaeTCH NPHMEHAThH
pHcOBaHHBIE LIDHGDTH OT 6-ro 1o 24-ro Keras.

2.11. BnaHKKH KOKYMEHTOB AOJIKHLI HMETh NOJIA, MM:

aesoe — 20;

BepxHee — He MeHee 10;

MpaBoe H HHXKHee — He meHee 8.
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2.12. BaaHKH DOKyMEHTOB CJeayeT neyataTb Ha Oejoir Gymare
und Gymanre CBETJIHIX TOHOB KPaCKaMH HAaCHIUIEHHOrO I(BeTa, NO3BO-
JSIOMHMH THPaXHPOBaThb AOKYMEHTH C NOMOWUIbLIO CPEACTB ONEPaTHB-
HOM nonurpaduy.

2.13. Ilpn nevyatanuH Ha GaaHkax TpadapeTHHX gacTefi TeKCTa
OCHOBAHHS CMEXHHX CTPOK, B KOTOpble BHOCHTCS MAIIHHONHCHEIN
TEKCT, MNOJIXKHBl DPACIONaraTbCi Ha PACCTORHUH, KPATHOM MeEXKCTpGU-
HOMY MHTEPBaJly NHLIYLNIHX MalUHH.

2.14. OrpaHHYHTeJbHBE OTMETKH AJIS MOJIEH U OTAENbHHX DPEKBH-
3HTOB HAHOCATCS Ha 6JaHK B BHJAE YTrOJKOB HJIH JPYTHX OGO3HAUEHHII.
llonycKaercst HAaHOCHTb Ha GJIaHKH OTMETKH A (ajJrlOBKH H 1444
NpoOGHBKH OTBEPCTHH ABIPOKOJAMH.

2.15. Ilpn cosmaHHH NOKYMEHTa HA HECKOJbKHX $I3BIKax pPeKBH3H-
Thl 6J1aHKa LOJIKHH OHTb NPOAy6/HPOBAHH HA 3THX SI3HIKAX.

3. TPEBOBAHHSA K TEKCTAM JIOKYMEHTOB

3.1. Teker OpraHH3alHOHHO-PACTOPARHTEbHEX JOKYMEHTOB
o(opMJSIIOT B BHIe dHKeTH, Ta6JHIH, CBA3HONO TEKCTa, a TaKXke B
BUJE COEIHHEHHS 3THX (PopM.

3.2. [Ipn cocraBJ€eHHH TeKcTa B BHAE AaHKETH HaHMEHOBaHHA
NIPU3HAKOB JOJIKHB ObITb BHIDAXKEHB HMEHEM CYHMIeCTBUTEJbHHM B
HMEHHTEJIbHOM Najiexe HJH CJIOBOCOYETAHHSIMH C IJIaroJOM BTOPOTO
JHIa MHOXXECTBOHHOTO YHCJIa HACTOSIIErO WJH NPOIIEAIIero BpeMeHH
(«OBIIH», «HAXONUJIHCh», «HMeeTe», «BjlajeeTe»). XapaKTepHCTHKH,
BHPaXeHHBIE CJOBECHO, ROJIXKHBl FPaMMAaTHYECKH COIJIaCOBHIBATHCS C
HaHMEHOBAHHSIMH N PH3HAKOB.

3.3. I'padnl U CTPOKH TaGJAMIH AOJNKHH HMETh 3arOJIOBKH, BHIpA-
JKEHHBI€ HMEHEM CYIIEeCTBHTEJbHHM B HMEHHTEJbHOM Nanexe. [loxsa-
rOJIOBKH rpag M CTPOK IpaMMaTH4ecKH AOJXKHH OHTb COINIaCOBAaHH C
3aroJi0BKaMH.

Ecan Tabanuy neuarator GoJiee yeM Ha OJHOR CTpaHHue, rpadH
TaGJHIB JOJKHH OHITh NPOHYMEPCBAHH YU HA CJACAYIONIHX CTPAHHIAX
neyaTaloT TOJIbKO HoMepa rpad.

3.4. Ecain cniowHOM CBSA3HBIA TEKCT COAEPKHT HECKOJLKO pelle-
HHH, BHIBOROB H T. X., €r0 CledyeT pa3buBaTh Ha pasfenbl, NOAPa3-
IeaBl, DYHKTB, KOTOPble HyMepyIloT apaGckuMu undpamu.

3.5. B pacnopsaHTeIbHBIX 1OKYMEHTax OpraHu3alluii, AeHCTBYIO-
UIMX Ha MPHHLUHNE eAHHOHayaJHs, a TaKKe B JAOKyMeHTax, aApeco-
BAHHHX DPYKOBOACTBY, ¢(opMa U30MKEHHS TeKCTa HOAKHA OBITH OT
NnepBOTO JIHIla €AHHCTBEHHOTO 4HCJAa («NPHKAa3bIBAIO», «Ipeijaraios,
«mpolly»).

3.6. B pacnopsaHTebHBIX NOKYMEHTaX KOJIJIETHaJlbHBIX OpPraHOB
TEKCT H3JIaraloT oOT TPeTbero JHua eAHHCTBEHHOro uyucsaa («mocra-
HOBJISI€T®, «PELUHJI»).
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B cOBMeCTHBIX pPacHOPSiAHTEJNbHBIX AOKYMEHTaX TEKCT H3JaraioT
OT NEepBOro JHAa MHOMECTBEHHOTO YucJa («NpHKa3hBaeM», «pellH-
JH»).

Teker nMpoToKo/a H3NaraloT OT TPeThero JHIla MHOXEeCTBEHHOTO
YHCJIA «CJYUIAJH», <BHCTYNHIH», OCTAHOBHIHY).

3.7. B noxkymenTax, YCTaHaBJHBAaIONMX NpaBa W OOS3aHHOCTH
(nonoxeHue, HHCTPYKUHSA), a TakKe COAePXKAlIHX ONHCaHHE HJIH
OlUEeHKY (aKTOB (aKT, chmpaBKa), HCIOJb3YIOT (GOPMY H3JIOXKEHUS
TEKCTa OT TPEThero JiHla €IHHCTBEHHOTO HJIH MHOMXECTBEHHOI'O YHC/a
(«otmen ocyuiectBiasieT QYHKIHH», «B COCTaB OObEIUHEHHS BXOLSTY,
«KOMHCCHSI yCTaHOBHJIAY).

3.8. B nucbMax HCnonb3yIoT GOPMBl H3JIOKEHHS:

OT NEePBOro JIHIa MHOXECTBEHHONO YHCJAa («NPOCHM HaNmpPaBHTH»,
«HanpapJisieM Ha PacCMOTpPeHHE»);

OT NepBOro JHLUA EAMHCTBEHHOTO YHCJA («CYHTAI0 HEOGXOANMBIMY,
<IpOLUY BHIASJIHTBY);

OT TPETbEero JiMIa eJHHCTBEHHOIO YHCJa «MMHHCTEPCTBO HE BO3-
paxaer», «[occranpapr CCCP cuutaer BO3MOMHBIMY).

4. TPEBOBAHHSl K JOKYMEHTAM, H3rOTOBJSIEMbBIM
C NMOMOLIBIO NEYATAIOIIHUX YCTPOACTB

4.1. Tekcr noKymeHTOB Ha GaaHkax ¢opmarta A4 nevaraior uepes
NOJITOpa MEXCTPOYHBEIX HHTepBaJna, Ha OJaaHkax popmara A5 — ue-
pes3 OlHH MEXCTPOUYHBIH HHTEpBaJI.

TekcThl AOKYMEHTOB, MOAMOTOBASIEMBIX K THIOrpapCKOMYy H3AaHHIO,
AONYCKAETCHA neyaTaTh Yepe3 ABa MEXKCTPOUHLIX HHTEpBaJia.

4.2, PekBu3auth (KpoMe TeKCTa), COCTOSIIIHE H3 HECKOJBbKHX CTPOK,
IeyaTaloT yepes OAHH MeXCTPOuHbI HHTepBaJ. CocTaBHHE 4YacTH
PeKBH3HTOB «Anpecar», «I'pud yrBepxaenus», «OTMETKa O HaJHUHH
npusoXerusiy, «Ipud cornacoBanus» OTHEJSIOT Apyr OT Jpyra
1,5—2 MeXCTPOUYHBIMH HHTEDPBaJIaMH, HAIIPHMEP:

COIJIACOBAHO
I’SFeHepaJlebIﬁ nupexrop HIIO
1 «XHMaBTOMaTHKa»

? JI. H. Ilerpos

4.3. PeKBH3UTHl JIOKyMEHTa OTAEJSIOT ADYr OT Apyra 2—3 Mex-
CTPOYHBIMH HHTEpBaJiaMH.

4.4, HasBaHne BHAa [IOKyMeHTa NEYaTalOT NPONHCHBIMH GyKBaMH.

4.5. PacuuudpoBKy NOANHCH B DEKBH3UTE <KIOANMCH» IledaTaloT
Ha ypoBHe TNocJie[Heil CTPOKH HaHMEHOBaHHS AOJKHOCTH 6e3 npobe-
Jja MEXAY HHHUHa/JaMH H paMHJIHeH.
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4.6. MakcHMaJbHasi JJIHHA CTPOKH MHOIOCTPOYHHX PEKBH3IHTOB —
28 3HaKoB.

Ecau aaronoBox k Tekcry npesnimaer 150 3aHakos (5 cTpok), ero
JonycKaercs NpOAJieBaTh A0 NPaHHIB NMPaBoro noss. TOYKy B KOHIE
3aroJIOBKa He CTaBST.

4.7. Tlpu nevaTaHHH JOKYMEHTOB HCNOVIB3YIOT BOCEMb CTaHAapT-
HbIX MOJOXeRHH TabyasTopa:

0 — oT rpaHHUH JIEBOTO NOJSA JJif NeYaTAaHHUS DEKBHIHTOB «3aro-
JIOBOK K TeKcTy», «Tekcr» (6e3 aGzanes), «OTMeTKa O HAJHUHH NIpH-
JioXKeHuss», «DaMuausa HCIOVIHHTE/SE H HOMep ero Ttenedona», «OrT-
MeTKa 06 HCIOJIHEHHH AOKYMEHTA H HanpaBJIeHHH ero B JAeJO», HaH-
MEHOBaHHA AOIXKHOCTH B pekBu3HTax «Iloanucb» u  «I'pu¢g cornaco-
BaHHSI», 3aBEPHTENbHON Haxnucu «Bepuo», a taxxe caoB «CJIYIIA-
JIU», «BBICTYIIUJIU», «PEIIHJ/IU», «[IOCTAHOBWJIU», «I1PHU-
KA3BIBAIO», «[TPEJIATAIO»;

1 — mocJae 5 neyaTHHEIX 3HAKOB JJf HayaJaa abs3aleB B TEKCTE;

2 — nocne 16 neuaTHbIX 3HAKOB AJS COCTABJAEHHS TabJHL H Tpa-
dapeTHLIX TEKCTOB;

3 — mocsae 24 nevarHHX 3HAKOB AJs COCTaBJEHHS! TabJHI H Tpa-
(hapeTHHX TEKCTOB;

4 — nocJe 32 neyaTHBIX 3HAKOB AJSl PEKBH3HTA «ajgpecaT»;

5 — nocsie 40 nevaTHBIX 3HAKOB AJIS pEKBH3HTa <«rpH} yTBEepXK-
JIEHHSI» U «I'pH( OrpaHHYEHHS JOCTyNa K ROKYMEHTY»;

6 — nocJje 48 neyaTHhIX 3HAKOB JJ pacwH(PPOBKH NOANHCH B
PEKBH3UTE NOANHACHY;

7 — nocJie 56 meYaTHBIX 3HAKOB VI COCTaBJIEHHS TabJuIl H Tpa-
(papeTHHX TEKCTOB, a TaKke AJis NpOCTaHOBKH konaos mo OKIIO w
OKV .

4.8. IlpH Ha/JIHYHH HeCKOJNbKHX I'PH(GOB yTBepXKACHHS H COrJ1acoBa-
HHSl HX pacnojaraloT Ha OJHOM ypOBHE BePTHKaJbHbIMH DsJlaMH, Ha-
yyuHas ot 0-ro ¥ 5-ro nonoxenuit Tabyasaropa.

4.9. Ecin B TeKCTe NOKYMEHTa MMEIOTCH TIPHMEYaHHs HJH BhIJe-
JIeHHAasi B CaMOCTOAATEJbHBIH a63al cChIKa HAa JOKYMEHT, TOCJYXHB-
IIH/ OCHOBAHHEM K €ro M3jgaHHuio, cJoBa «[Ipumevanue» u <«OcnoBa-
HHe» neyartaloT oT 0-ro nonoxeHuss TabyasTopa, a OTHOCAIIHHCA K
HHM TE€KCT — uepe3 OJHH MEeXCTPOUHBI HHTEpBaJ.

4.10. TIpn odopMIeHHH NTOKYMEHTOB Ha ABYX M 6oJjee CTpaHHNaAX
BTOpas H NOCJEAYIOIlHe CTPAaHHUbI JOMKHB OBTb ITPOHYMEPOBAHHI.

Homepa crpaHuu JOJIKHBI GbITh NMPOCTaBJSHB I[OCEPEIHHE BepX-
Hero noJis JIHcTa apaGckuMH uudpaMu 6e3 caoBa «crpaHHUa» (cTp.)
M 3HAKOB NMPENHHAHHSA.
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TIPHJIOKEHHE 2
Cnpasoynoe

O6pasum 61aHKoB

FJIABHOE APXHBHOE YINPABJEHHE —_ —
npy COBETE MHHHCTPOB CCCP

Bcecow3sHnnii
Hayqno-uccnenosaTenbcxnﬂ HHCTHTYT
JOKYMEHTOBEAEHRA U APXHBHOrO Jiesa

BHHUHHUIAAL

101000, Mocksa, Llentp, ya. Mapxaesckoro, 7-a
Ten. 923-00-54

Ne

Ha Ne oT

497—1000

OGpasen 6ranka Aas MHCEM
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FJIABHOE APXHBHOE YINPABJIEHHE
npu COBETE MHHHCTPOB CCCP

BcecowsHu#
Hay4YHO-HCCJAE0BATENbCKHA HHCTHTYT
JAOKYMEHTOBEJeHHSI H APXHBHOIO fena

BHHHUHOAA
Ne

O6pasen obmero Gnasxa




FOCT&88--90 C. 17

Oraea 15 Hupexropy BUIMC
3ANBNEHUE Cepreeny. H. U.
18.06.90

[Ipomy Bac ocBoGoauTh MeHs OT ROMKHOCTH CTapumiero MmKeHepa
oTaena 15 B CHRIH C yXOAOM Ha NEHCHIO.

Jluunas nognuce  H. C. Mespen

B neao 501-2. Uanaun npukas or 27.06.90 Ne 45
28.06.90 B. W. Cemenosa

OGpasei ohopMacHH AOKYMCRTR Ra aucre Gopuata A§
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1. PASPABOTAH T'iaBHnM apxmBHbLIM ynpasjeHuem npu Cosere
Munucrpos CCCP u Tocynapcrsennnim  komuretoM CCCP no
yNpPaBJEHHIO KAYeCTBOM TIPOLYKLHH H CTAHAAPTAM

BHECEH TlocynapcrBensbim komutetom CCCP no ynpaBieHHio
KauecTBOM NMPOAYKIUHH H CTAHLAPTaM
PA3PABOTYHKH
A. M. UYyryHos, 1-p uct. Hayk; A. B. Iliienko, KaHA. HCT. HayK
{pyxoBonureas TeMul); A. H. CokoBa, 1-p uct. Hayx; B. A. Apxu-
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TOCT 3489.6—71
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TOCT 3489.33—72
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