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IIpeagucnosue

1 PABPABOTAH BcepoccuiickuM HayIHO-UCCIEAOBATEILCKIM MHCTUTYTOM JOKYMEHTOBEICHUA 1
apxusHoro geina (BHUUIAA) ®enepanbHoil apXUBHOM ciry>X0bl Poccuu

IIPEACTABJIEH ®enepanbHoil apXuBHON ciryxk60it Poccun
BHECEH Hayuyno-TexHuueckuM yipasireHueM 'occranmapra Poccnm

2 IIPUHAT W BBEAEH B AEVCTBUE IlocraHoBrermeMm [occrammapra Poccum ot 31 wmioms
1997 r. Ne 273

3 BBEJAEH BIIEPBLIE

4 N3NAHUE ¢ Usmenennem Ne 1, npuaATEIM B sHBape 2000 . (MYC 4—2000)

Hacrosmuii craHzapT He MOXET OBITh ITOJHOCTBIO WIM YACTMYHO BOCIIPOM3BENEH, TUPAKUPOBAH U
pacIpocTpaHeH B KadecTBe o(ULIMATHFHOTO M3TaHUA Oe3 paspernenusd [occranmapra Poccuu
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TOCYIAPCTBEHHBIN CTAHJIAPT POCCHUMCKOMN OPEJEPAIINU

YuupunupoBanHbie CHCTEMBI JOKYMEHTAMN

YHUOPUIIUPOBAHHAA CUCTEMA
OPTAHU3AIIMOHHO-PACIIOPAJUTEIIBHON JOKYMEHTAIINNA

TpedoBanusa K opopMIeHHI0 TOKYMEHTOB
Unified systems of documentation.

Unified system of managerial documentation.
Requirements for presentation of documents

Jlara seenenns 1999—01—01

1 ObaacTs npuMeHeHns

Hacrosmmii cTaHmapT paciipocTpaHsaeTcs Ha OpraHU3alOHHO-PACTIOPIIUTEIHHBIE TOKYMEHTHI, OTHO-
cspecs K YHUpUIIMPOBAHHONM CUCTEME OPraHU3aIlMOHHO-pacopsaauTesibHoM qokymeHTamym (YCOPI) —
IIOCTAHOBJIEHUS, PACIIOPSIKEHUS, IIPUKA3BI, PEIIEHUS, IIPOTOKOJIBI, aKThI, IIMChMa U Ap. (Jajiee — HOKY-
MEHTHI), BKIIOUeHHBIE B O6IIepoccuiickmii Kinaccudukarop yupasieHueckoi mokymenrtamuu (OKV]I)
(ximacc 0200000) u UCIONIB3yEMEIE B JEATCIIBHOCTH:

- (bemepanbHBEIX OPTaHOB TOCYNAPCTBEHHOM BJIACTH, OPTaHOB TOCYJapCTBEHHOM BIACTH CYOBEKTOB
Poccniickoit ®egeparmy, BKIoUas cyobekThl Poccumiickoit Mepepaiiny, MMEIONE HAPSAY C PYCCKUM
SI3BIKOM B Ka4eCTBE TOCYIapCTBEHHOTO HAIMOHAIBHBIN A3bIK, OPIrAHOB MECTHOTO CaMOYIIPABIICHM;

- IIPEATIPUATUIN, OPraHU3alMU ¥ UX OOBEAMHEHUI HEe3aBUCUMO OT (hOPMbI COGCTBEHHOCTU U Opra-
HU3AIIMOHHO-TIPaBOBOY (hOPMEL.

Hacroamuit ctanmapT ycTaHaBIMBAET: COCTAB PEKBU3UTOB TIOKYMEHTOB; TPpeGOBaHUSA K 0(OPMIICHHIO
PEKBU3UTOB JOKYMEHTOB; TPeOOBaHUS K 61aHKAM U O(POPMIIEHUIO JOKYMEHTOB, TPeGOBAHUSA K M3TOTOB-
JICHWIO, YYETY, KCIIOJIB30BAHUIO M XPAaHEHUIO OJIaHKOB ¢ BOCIPOU3BeAeHMEM [ oCymapcTBEHHOTo repba
Poccutickoit @emepaunu, repbos cyorekToB Poccuiickoit @emeparinu.

CXeMBI PacIloONoXeHUS PEKBU3UTOB IIPUBENEHEI B IIPIWIOXEHUN A; 06pasibl GIAHKOB TOKYMEHTOB
— B IpwioxeHuu b.

(A3menennas pegakmus, U3m. Ne 1).

2 CocTaB pekBH3HTOB JOKYMEHTOB

2.1 TIpu moaroroBke M 0OPMIIEHUN JOKYMEHTOB MCIIOIB3YIOT CIASAYIOLIE PEKBUSUTLL:
01 — TocymapcTBeHHBIH rep6 Poccuiickoit @enepaiinmy;

02 — rep6 cyonexra Poccuiickoit @enepaiinmy;

03 — »MmO1eMa opraHM3alMY WM TOBAPHBIM 3HAK (3HAK OBCITYXKUBAHUA);
04 — xom opraHM3aluy;

05 — xox bopMBI TOKYMEHTA,

06 — HaMeHOBaHUE OPraHU3alINL;

07 — cripaBouHBIE JAHHEIE 00 OpTaHM3AIINM;

08— HaMMeHOBaHVE BUIA HOKYMEHTA,

09 — nmara noOKyMeHTa;

10 — perucrpalliOHHBI HOMEP JOKYMEHTA,

11 — ccpuika Ha PETUCTPALIMOHHBIN HOMEDP U JaTy JOKYMEHTA,

12 — MecTO cocTaBIeHUSA WM U3OAHUS TOKYMEHTA,

13 — rpud orpaHUYEHUS ZOCTYIIA K JOKYMEHTY;

14 — anpecar;

15 — rpud yTBEpXIEHUSI TOKYMEHTA,

16 — pesomonys;

W3nanue opmmannnoe
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17 — 3aroI0BOK K TEKCTY;

18 — oTMeTKa 0 KOHTpOIIE;

19 — TekcT MOKyMEHTa;

20 — oT™MeTKa O HAJIUYMU IIPUIIOXKEHUA,

21 — IIOJIINCE;

22 — rpud coriacoBaHUA JTOKYMEHTA,

23 — BU3BI COMIACOBAHMS MTOKYMEHTA,

24 — 11evyaTn;

25 — OTMETKA O 3aBEPEHMU KOITUU;

26 — orMeTKa 00 MCIIOJIHUTEIIE;

27 — oTMeTKa 00 UCITOJHEHUU TOKYMEHTA W HAIIPABJICHUU €T0 B JIEJIO0;
28 — oTMeTKa O ITOCTYIUICHUM JOKYMEHTA B OPTaHU3AIINIo;
29 — uneHTUGUKATOP 2JIEKTPOHHON KOIIUU TOKYMEHTA.
(U3menennas penakmusi, M3m. Ne 1).

2.2, 2.3 (Mckmoyennl, Mzm. Ne 1).

3 TpeboBannsa K 0(pOpMIECHHI0 PEKBH3UTOB I10KYMEHTOB

3.1 TocymapcrBennsiii repd Poccuiickoit Pemepaliny MOMEIIAIOT HA GIaHKaX JOKYMEHTOB B COOT-
BercTBuu ¢ Ilonoxennem o T'ocymapctBeHHOM Trepbe Poccuiickoit @emepalnn.

3.2 Tepb cyowekTa Poccuiickoit Menepaliny IIOMEIIAOT Ha GIaHKaX JOKYMEHTOB B COOTBETCTBUU C
[IPaBOBBIMM akTaMM cyOhekToB Poccuiickoit Megepaimm.

3.3 DMmbieMy opraHM3allMM WM TOBApHEIM 3HAK (3HAK OOCIIy:XKMBaHUS) ITOMENIAIOT Ha GaHKax
OpTraHM3alNi B COOTBETCTBUM € YCTaBOM (IIOJIOKEHMEM 00 OpraHM3aIlvu).

DMO6IEMy He BOCITPOM3BOIAT Ha OJIaHKe, €CJIM HAa HeM IToMeTieH [ ocymapcTBeHHBIHN repb Poccmitckoit
Oepepanuu win repbd cyobekra Poccuiickoin Pemepariny.

3.4 Kog opraHmzauum IIpocTaBisIioT 1o OOGIIEPOCCHICKOMY KiIaccU(pUKATOpy IIPEIIIPUATUNH 1
opranusanuii (OKIIO).

3.5 Koa ¢opMBI JoKyMeHTa IIpOCTaBIIAIOT 10 OBIIepoccUcKoMy KiracCu(pUKaTopy YIIpaBlIeHIeCKOM
nmokymenTay (OKVYI).

3.6 HauMmeHoBaHMe OpraHM3alliy, ABIIOLIECI aBTOPOM MTOKYMEHTA, JOJDKHO COOTBETCTBOBATH
HAaMMEHOBAHUIO, 3aKPEIUIEHHOMY B €€ YUPEIUTEIbHBIX TOKYMEHTAX.

Han manMeHoBaHMeM OpTraHM3allMM YKA3bIBAXOT COKPAIIEHHOE, a IIPU €r0 OTCYTCTBUU — IIOJIHOE
HAaMEHOBAHUE BBIIIECTOSAIIEH OpraHu3allliu.

HaumenoBanus opranuszanuii cyobekToB Poccuiickoit Demepalini, UMEOIUX HAPSAY C PYCCKUM
SI3BIKOM B Ka4ecTBE IOCYIAPCTBEHHOTO HALIMOHAIBHBIM SI3BIK, II€YATalOT HA ABYX S3BIKAX — PYCCKOM U
HAILIMOHAJILHOM.

CokpallleHHOe HauMEHOBAaHUE OpraHu3allliy IIPUBOASAT B TEX CIIydasX, KOIZa OHO 3aKpEIUIEHO B
YUPEIUTEIbHBIX JOKYMeHTaX opraHusamuu. CokpalleHHOe HauMeHOBaHMe (B CKOOKAX) ITOMEIIAIOT HIDKE
ITOJIHOTO.

HauMeHnoBaHne Ha MHOCTPAHHOM SI3BIKE BOCIIPOM3BOIAT B TeX CIyYasX, KOTHAa OHO 3aKPEIUICHO B
ycraBe (ToyoxeHuu o0 opraHusanuu). HauMeHOBaHUE HA MHOCTPAHHOM SI3BIKE DPACIIONATAXOT HILKE
HAUMEHOBAHUS HA PYCCKOM SI3BIKE.

HaumenoBanue duimana, TeppUTOPUAIBHOTO OTOEICHUS, IPEACTABUTEILCTBA, CTPYKTYPHOTO IIOJI-
pasIeIeHUs. OpTaHM3alluy YKA3bIBAIOT B TOM CJIy4ae, €CJIM OHO SBJISETCS aBTOPOM JTOKYMEHTA, U paclioja-
rarT HIDKE HAUMEHOBAHUS OPraHU3allN.

ABTOPOM JOKYMEHTA MOXET OBITh JOJDKHOCTHOE JIMIIO, IIPEACTABIISIONIEe OPraHU3aIlLIo.

3.7 CrpaBouHble JaHHBIE OO0 OpraHM3allMi BKIIIOYAIOT: ITOYTOBBIA aapec; HoMepa Telle(hOHOB U
JIPYTHe CBEOEHUS 110 YCMOTPEHHIO opraHmsauny (HoMmepa (akcoB, TEIEKCOB, CUETOB B OaHKe, ampec
SJIEKTPOHHON IIOYTHI U JP.).

3.8 HammeHoBaHUe BUIA JOKYMEHTA, COCTABICHHOIO WM M3MAHHOIO OpraHM3allleil, perlaMeHTH-
pyeTrcs ycTaBoM (IIOJIOXKeHHeM 00 OpraHU3alliK) U JTOJDKHO COOTBETCTBOBATH BHIAM JOKYMEHTOB, IIPEI-
yemorpeHHbIM YCOP u OKY/ (xnace 0200000).

B muceMe HauMeHOBaHMe BUIA TOKYMEHTA HE YKAa3BIBAOT.

3.9 JlaToif HOKyMEHTa SIBJIIETCS JaTa e€ro IOMIIMCAHUS WIM YTBEPKICHUS, JUIS IIPOTOKOJIA — JaTa
sacemaHus (IIPUHATUS DPELIeHUs), [UIA aKTa — jJata coObITus. Ecim aBropaMu JOKYMEHTA SIBJISIOTCS
HECKOJIbKO OPTAaHM3aLMil, TO HaTOM JOKYMEHTA SIBIISIETCA HauboJjIee ITO3MHSS JaTa IIOMIINCAHUS.
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Hara noxymeHTa oopmisieTcst apabckiMu LirpamMul B CIEAYIOIEH ITOCTIEIOBATEIbHOCTH: JIEHb MECAIIA,
Mecdll, rof. JeHb Mecsaua ¥ Mecsi] obopMIITIOTCA ABYMS IlapaMy apabCKuX WGP, pasdeIeHHBIMA TOYKOM;
roll — YeThIpsMA apabckumu 1ubpavu. Hanprmep, maty 5 suBaps 2000 . cienyer odopmmars: 05.01.2000.

HomyckaeTcs cnoBecHO-IUGPOBOI CII0c06 0hopMIeHNS AaThl, HarpuMep: 5 suBapsa 2000 1., a Takxe
o(OpMIIEHUE ATHL B CIIEIYIONIEl ITOCTeA0BATEILHOCTI: TOM, MeCAIl, IeHb Mecsia, Harmpumep: 05.01.2000.

3.8, 3.9 (M3menennas pexakmus, Uzm. Ne 1).

3.10 PerucTpanmmoHHBIN HOMEP JOKYMEHTA COCTOMT U3 €r0 IIOPSIKOBOIO HOMEPA, KOTOPBI MOXHO
JIOIIOJIHATL 110 YCMOTPEHMIO OpraHM3allMd MHAEKCOM [ena II0 HOMEHKIaType Hell, MHdpopMmalueid o
KOPPECIIOHACHTE, UCTIOTHUTEIAX U IP.

PerucrpaltmoHHBIT HOMED TOKYMEHTA, COCTABJIEHHOIO COBMECTHO ABYMS M Gojiee OpraHM3allUsIMU,
COCTOMUT U3 PETUCTPALIMOHHEIX HOMEPOB JOKYMEHTA KAaXIOM U3 3TUX OpTraHU3aLMii, IPOCTABISEMBIX Yepes
KOCYIO YEPTY B IIOPALKE yKa3aHUA aBTOPOB B JOKYMEHTE.

3.11 Ccpuika Ha PETUCTPALIMOHHEBIN HOMED U ATy JOKYMEHTA BKIIIOUAET PErMCTPALIMOHHBIN HOMED
U ATy JOKYMEHTa, Ha KOTOPBIM AaeTCs OTBET.

3.12 MecTo cocTaBIeHUS WIM U3TaHUSI JOKYMEHTA YKA3bIBAIOT B TOM CIIydae, eCIM 3aTPYAHEHO €0
oIIpeniesieHIe 110 pekBu3uTaM «HarMeHoBaHMe opraHu3anum» 1 «CIIpaBOYHBIE JAHHBIE 00 OpPraHN3alIMM».
MecTo cocraBmeHMs WM U3MAHYS YKA3BIBAIOT € YIETOM IIPUHATOIO aAMUHUCTPATUBHO-TEPPUTOPHATIBHOTO
IEJIEHUS, U OHO BKITIOYAET TOJIBKO OOILEIIPUHATEIE COKPAIEHYA.

3.13 I'pud orpaHIICHUS DOCTYIIA K JOKYMEHTY (CEKPETHO, KOH(MACHIMAIBHO M JIp.) IIPOCTABIIIOT 6e3
KaBBIYEK HA IIEPBOM JIMCTE JOKYMEHTA, ¥ €r0 MOXHO JOITOIHATL JaHHBIMY, IIPETYCMOTPEHHBIMY 3aKOHOMA-
TEJILCTBOM 00 MH(MOPMALIMY, OTHECEHHO K TOCYIAPCTBEHHON TaitHe M KOH(MACHITNATLHOM WHGOPMALIUNL.

3.14 B kauecTBe ampecara MOTYT OBITb OPraHM3allMK, UX CTPYKTYPHBIE TTOAPA3ACICHI, JODKHOCTHBIE
wi usudeckue jua. [Ipy agpecoBaHUM TOKYMEHTA JO/DKHOCTHOMY WM (DU3MYECKOMY JIULY MHULIAAJIBL
yKaspIBawOTCA nepen hamvwivelt. HammMeHoBaHMe OpraHm3alyy 1 €€ CTPYKTYPHOTO IOAPA3eICeHUS YKa3biBAIOT
B VUMEHUTEILHOM ITagexe. Hampumep (3mech U Jajiee IO TEKCTY CTAHAAPTA U B IPWIOXEHUM B IIpuMepsl
HAaVMEHOBAHWA OpPTaHU3aLMM, UX CIIPABOYHBIE JAHHBIE W JAP. ABIAIOTCS YCIIOBHBIMH):

Mumoct Poccun
VipaBieHue crucTeMaTU3aIuu
3aKOHOIATELCTBA

JOJDXHOCTE THU1Ia, KOTOPOMY apecoBaH JOKYMEHT, YKA3bIBAIOT B JATEJIGHOM ITafieXe, HAIIpUMep:

AO3T «boiieBcKil TEKCTIWIb»
Byxranrepus

CrapnieMy KOHOMUCTY
A.C. HuxkonaeBy

W

IIpesunenty AO3T
«JlomoHOCOBCKMI (hapdopoBLIil 3aBOI»
B.N. IletpoBy

Ecnu BOKyMEHT OTIIPaBIIAIOT B HECKOJILKO OHOPOIHBIX OPraHU3AIi YIN B HECKOJILKO CTPYKTYPHBIX
noApasaeIeHN it OIHONH OpraHU3aIlii, TO UX CIIEAYeT YKa3hiBaTh 0606IIEHHO, HATIpUMED:

AIMUHHCTpaIlAY PaifOHOB
MockoBckoii ob61acTi

B cocTaB pekBu3HUTA < Ccar» IIPU HEOOXOAMMOCTHI MOXET BXOIWTh IIOYTOBBINA afpec. DIIEMEHTHI IIOYTOBOTO
anpeca YKa3bpIBalOT B IOC/ICHOBATE/IBHOCTH, YCTAHORICHHOM IIPABMIAMU OKA3AHMS YCIIyT TIOYTOBOM CBSI3M.

JlomycKaeTcs IEHTPUPOBATH KAXIYIO CTPOKY PEKBU3UTA «AJpecars I10 OTHOILIEHUIO K CAMOM JUTMHHOM
crpoke. Hanpumep:

IIpencemarenio cagoBOrO TOBAPUINECTBA
«Moxaiickue manm»
B.A. ByHeeBy
JIOKYMeHT He MODKEH CcOmepXath bosee deTnhipex aapecatoB. CioBo «Kommusg» Iepem BTOPBIM,
TPETHEMM, YETBEPTHIM aJpecaTaMy HeE YKasbpiBaloT. IIpy O0JbIIEM KOJMYECTBE ANPECATOB COCTABIAIOT
CIIMCOK PACCBUIKM JOKYMEHTA.
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Ecnu nuceMo ajipecyeTcs opraHu3alliM, YKa3bIBAIOT €€ HAUMEHOBAHME, 3aT€M ITOUYTOBBINA alpec,
HAIpUMep:

Bceepoccuiickuit - Hay9HO-MCCIIENOBATEIb-
CKMIf MHCTUTYT [JTOKYMEHTOBEIEHUS U
apXUBHOTO Aeja

101000,Mocksa,LleHtp,
MuwnoTHHCKMIL TTep.,1.7a

IIpu agpecoBaHuM HOKyMeHTa (HU3MYECKOMY JIMLY YKA3bIBAIOT IIOYTOBHII aipec, 3aTeM haMIuiuio u
MHUILMAIB TIOJydyaTelis, HalpuMep:

301264, Tynbckas o61.,
Kupeesckuii p-u,r. JIumnku,
yn.CagoBas,i.5,KB.12

WN.I1. Kanuauny

3.15 JIOKyMEeHT YTBEPXKIAETCA MOJDKHOCTHBIM JIMLIOM (TOJDKHOCTHBIMM JIMIIAMM) WUIM CIIELIMAIBHO
M3JAaBAEMBIM JIOKYMEHTOM. IIpu yTBepXKIOEHUM IOKYMEHTa NOKHOCTHBIM JIMIIOM Tpuc YTBEPXKAECHUS
JIOKyMeHTa JoJKeH cocTtoaTh u3 ciioBa YTBEPXKIIAIO (6e3 KaBbIYeK), HAUMEHOBAHUS JOJDKHOCTH JIUIIA,
YTBEPXKIAIOILETO JOKYMEHT, €ro MOAIIMCH, MHULIKAIOB, GhaMIUIMM U AAThl YTBEPXKICHUS, HAIIPUMED:

YTBEPXJIAIO

T'eHepanbHBIN TUPEKTOD
AO3T «bonmieBCKMil TEKCTIIIb»

Jhmanasg nmommace U.B. CepreeB
12.09.2000

Hormyckaercs B pexsusure «I pud yTBepKIeHNSI» JOKYMEHTA IECHTPUPOBATH AJIIEMEHTHI OTHOCUTEIILHO
CaMOU IJIMHHOU CTPOKM, HAIIpUMeEp:

YTBEPXJAIO

I'eHepanbHBIN TUPEKTOP
AO3T «boueBcKkHil TEKCTIWIB>

JInyHag mommack U.B. Ceprees
12.09.2000

HpI/I YTBEPKIACHNU JOKYMEHTA HECKOJIBKMMH JOJCKHOCTHBIMH JINIAMHY MX ITOAIIMCH PACIIOjIaraxoT Ha
OJHOM YPOBHE.

IIpu yTBepXKIeHIN TOKYMEHTA ITOCTAHOBJICHUEM, PeIlIeHNEM, IIPUKA30M, IIPOTOKOJIOM IpU( YTBEPXK-
meHnsa cocrout us cirosa YTBEPXKIEH (YTBEPXIEHA, YTBEPXJIEHDBI wmm YTBEPXJ/EHO),
HAaVMEHOBaHMS YTBEPKIAIOIIETO TOKYMEHTA B TBOPUTEIHHOM IMAAEXe, ero Aarbl, Homepa. Hanpumep:

YTBEPX/JIEH

Pemenuem obuiero co6paHus
axkioHepos ot 15.08.2000 Ne 14

WIN
YTBEPXIEHO

IIpuxasom Ilpencematens
TIpaBneHusa 6aHka
ot 01.02.2000 Ne 82

T'pud yrepxmeHnsI ZOKyMEHTA PACIIONATAIOT B TIPABOM BEPXHEM YIVIY TOKYMEHTA.

4 56



I'OCT P 6.30—97

3.16 Pesomonusa IumeTcsa Ha MOKYMEHTE COOTBETCTBYIOIIUM HOJDKHOCTHBIM JIMIIOM M BKITIOUAET
(bamMuny MCTIOTHUTENEH, ComepXKaHue IIOPYYeHUs, CPOK MCIIOJHEHN, IIOAIINCH U JaTy, HaIIpUMep:

A.B. 3aiineBoit
I1.C. HuxuTtuny

TIpoury MoATOTOBUTH IIPOEKT
TEHEPAIBHOIO COIIAIICHUA
¢ pupmoit «XUTOK» x 21.12.2000

JIvgHag MOAIMCH
05.11.2000

Honyckaerca odpopMIIeHEe PE3OTIONMY Ha OTAEIHHOM JIUCTE.

3.14—3.16 (A3menennas pemakuusa, Usm. Ne 1).

3.17 3arosoBOK K TEKCTY BKIIIOYAET KPaTKOe COAepXKaHUe JOKYMEHTA. 3aroJIOBOK COIJIACYETCS C
HAUMEHOBAHUEM BUIA TOKYMEHTA.

3arosoBOK MOXET OTBEYaTh HAa BOIIPOCHI:

0 4eM (0 KoM)?, HallpuMep:

TIpuka3 o co3gaHuU aTTeCTaLlMOHHOI KOMUICCUY;

yero (Koro)?, HalpuMep:

JoImKHOCTHAST MHCTPYKLIMS ceKpeTapsa-pedepeHTa.

K Texcry mokymeHTOB, ohopMIEHHBIX Ha G1aHKaxX popMaTa AS, 3ar0JIOBOK MOXHO HE COCTABJISATH.

3.18 OrmeTKa O KOHTpOJIe — 3TO OTMETKAa O KOHTpOJIE 3a UCIIOIHEHUEM OKYMEHTa, KOTOPYIO
obo3zHavaroT OykBoil «K», cj1oBoM win mraMioM «KoHTposb».

3.19 TexcT DOKYMEHTa COCTABJISIIOT Ha PYCCKOM WIM HALIMOHAIBHOM SI3BIKE B COOTBETCTBUM C 3aKOHO-
nmarenbcTBoM Poccutickoit ®epepainu 1 cyobekToB Poccuiickoit denepany 0 rocyapcrBeHHBIX S3bIKAX.

TekcTbl JOKYMEHTOB IUILYT TOJILKO HAa PYCCKOM SI3bIKE IIPU HAIMIPABICHUU UX:

- B ¢enepasbHble OpPraHbl TOCYJAPCTBEHHOI BJIACTH, OPTaHbI TOCYAAPCTBEHHOMN BIACTH CYOBLEKTOB
Poccuiickoit @enepaunu;

- Ha IPEeIIPUATIA, B OPraHU3aLUY U UX OObeIVHEHVS, HE HAXONALIMECS B BEICHUY TIAHHOTO CyOheKTa
Poccuiickoit @enepaunil WIM pacIojoXeHHbIe Ha TEPPUTOPUN APYTUX cyobexToB Poccuiickoit Memeparmnm.

TexcTol JOKYMEHTOB OGOPMIAIOT B BUIE AHKETHI, TAGIUIILI, CBSI3aHHOTO TEKCTAa WIM B BUIAE
COEIMHEHUSA 3TUX CTPYKTYD.

TIpu coctaBneHMM TeKCTa B BUJIE aHKETHI HAMMEHOBAHMS IPU3HAKOB XapaKTepU3yeMOTo OGBHEKTa
JOJDKHBL OBITH BBIPAKEHBI UMEHEM CYIIECTBUTEIBHBIM B MIMEHUTEJILHOM TMajiexXe MU CIIOBOCOYETAHUEM C
IJIaTOJIOM BTOPOTO JIMIIA MHOXECTBEHHOTO UUCIA HACTOSIIETO WM IIPOIUEAIIETO BPEMEHU («MMEETe»,
«BIANIEETE» WIN <«OBUIM», «HAXOMIUINCH» U T.A.). XApaKTEPUCTUKM, BBIPAKEHHBIE CIIOBECHO, MOJIKHBI
COTJIACOBBIBATHCS ¢ HAUMEHOBAHUSAMU ITPU3HAKOB.

T'padsr u cTpoxy TaGIUIBI JOJDKHBI UMETH 3arOJIOBKH, BHIPAXECHHbBIE UIMEHEM CYILECTBUTEIHLHBIM B
VMEHUTETBHOM ITagiexe. Iloa3zaromoBku rpad M cTPOK AOJDKHBI OBITH COTMIACOBAaHHBI ¢ 3arojioBKaMu. Eciu
Tabnmuua nedaraercs Gojiee YeM Ha OJHOU cTpaHuIie, rpadbl TaGIUIBI JOJDKHEL OBITH TPOHYMEPOBAHbI, U
Ha CJIeAYIOIIUX CTPAHULAX II€9aTAI0TCI TOJIFKO HOMEPA 3TUX Ipad.

CBS3aHHBIN TEKCT, KaK IPABWIO, COCTOUT U3 ABYX YacTeil. B 11epBoil 4acTH yKa3bIBalOT IIPUYMHEI,
OCHOBAHUS, LIETU COCTABICHUS ITOKYMEHTa, BO BTOPOI (3aKIIOUUTEIBHON) — PEIEeHUS, BBIBOIBI, IIPO-
CBOBI, TIPEMTOXKEHUS, PEKOMEHAAIINU. TEeKCT MOXKET COAEPKATH OHY 3aKIIOUUTEILHYIO YacTh (HAIIpUMeED
IIpUKAa3bl — PACIOPSIAUTEIBHYIO YacTh 0€3 KOHCTATUPYIOLIEN; TUChMa, 3asBIIEHNS — IIPOoCckOy 6e3 Imosc-
HEHUA; CIIPaBKW, JOKJIAIHBIE 3aIIMCKN — OLIEHKY (haKTOB, BEIBOMBI).

B TexcTe goxyMeHTa, ITOATOTOBIIEHHOTO Ha OCHOBAHUM JOKYMEHTOB APYTMX OPTaHM3aLUil WX paHee
M3JaHHBIX JOKYMEHTOB, YKA3BIBAIOT X PEKBU3UTHI: HAUMEHOBAHUNE MOKYMEHTA, HANMEHOBAHUE OPraHM-
3alMU — aBTOpA MOKYMEHTA, JaTy TOKYMEHTA, PETUCTPAITMOHHBIN HOMED TOKYMEHTA, 3aT0JI0BOK K TEKCTY.

Ecmu TekCT cogepXuT HECKOIBKO PEIIeH , BRIBOIOB U T.I., TO €ro CemyeT pa3bMBaTh Ha pas3Iessl,
TIOOPa3Heibl, ITYHKTHI, KOTOPBIE HYMEPYIOT apabCcKuMK HudpaMu.

B pacnopsiauTebHBIX JOKyMeHTaX (IIPUKa3, pacliopsoKeHUe M T.11.) OpraHu3allui, JeMCTBYIOIMX Ha
IIPYHINTIAX €AMHOHAYAINS, 4 TAKXKE TOKYMEHTAX, aAPECOBAHHBIX PYKOBOACTRBY OpTaHU3aLllM, U3JI0XKEHUE
TEKCTa JOJDKHO UATH OT IIEPBOTO JIMIA AMHCTBEHHOTO YMCIa («IIPUKA3BIBAIO», «IIPEIIAraiy, «IIPOIIY»).

B pacnopamuteIbHBIX JOKYMEHTAX KOJUIETMAILHBIX OPraHOB TEKCT WU3JIATaloT OT TPEThEro JIMIla
€IVHCTBEHHOTO YMCIa («IIOCTAHOBIISAET», «PEILIIIT»).

B cOBMECTHBIX pACIIOPSIIUTEIBHBIX JOKYMEHTAX TEKCT M3JIATAIOT OT IIEPBOTO JIMIIA MHOXECTBEHHOTO
yucia («IIPUKA3BIBAEM», «PEILIIIN»).
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TexcT IIPOTOKOIA UIIMATAIOT OT TPETHETO JIMIA MHOXECTBEHHOTO YUCIA («CITYIHATIN», «BBHICTYIIMIIN»,
«TIOCTAaHOBIIJIW»).

B moxymeHTax, ycTAHABIMBAIOIIMX ITpaBa M OOA3aHHOCTH OPraHU3aLil, UX CTPYKTYPHBIX IOApa3ze-
JleHNH (II0I0KEHNE, MHCTPYKIMA), a TakKe COoIepXKalliX OIMCaHWe, OLEHKY (pakToB WIM BBIBOIBI (aKT,
CIIpaBKa), UCIOIB3YIOT (hOpMY M3ITOKEHUS TEKCTA OT TPETHETO JINIA EMMHCTBEHHOTO WINM MHOXECTBEHHOTO
yucia («OTOeI OCYIIeCTBIAET (YHKIIUN», «B COCTAB OOBEIMHEHIS BXOAATY, «<KOMUCCUSA YCTAHOBIIIA» ).

B nucemax UCITONB3YIOT creayrouye GopMbl M3TOXKEHUS:

- OT IIEPBOTO JINIA MHOXECTBEHHOTO YUCIIA («IIPOCUM HAIIPABUTD» , <HAIIPAB/IIEM HA PACCMOTPEHHE ),

- OT IIEPBOTO JINIIA EAMHCTBEHHOTO YHCIA («CUUTAI0 HEOOXOMUMBIMY, «IIPOLIY BBIIEIUTH»);

- OT TPETLETO JIULA €NMHCTBEHHOTO YUCIa («MUHUCTEPCTBO HE Bo3paxaeTs, «BHUMIAI cuutaer
BO3MOXHEIM»).

3.20 OTMeTKYy O HaJIUYMK IIPWIOXKEHMSI, Ha3BAHHOIO B TEKCTE, OPOPMISIOT CIEAYIONINM 00pa3oM:

TIpwioxeHue: Ha 5 1. B 2 2K3.

Ecnm goxyMeHT UMeeT NpuiIokeHUe, He HA3BAHHOE B TEKCTE, TO YKa3bIBAlOT €r0 HANMEHOBAHUE,
KOJIMYECTBO JIMCTOB U KOJIMYECTBO IK3EMIUIAPOB; IIPU HAIMYUY HECKOJIBKUX IIPIIOXKEHUN UX HYMEPYIOT,
HAIIpUMED:

Ipunoxenue: 1. IlonoxeHue 06 YipaBIeHNN PETMOHAIIBLHOTO KPEJAUTOBAHUA Ha 5 1. B 1 9K3.
2. TIpaBwia MoAroToBKH U 0hOpMIIEHUS JOKYMEHTOB YIIpaBIeHUs PETUOHAIIBHOIO KPeay-
TOBaHUS Ha 7 JI. B 2 3K3.

Ecnu niprnoxeHusT cOpoLIOPOBAaHBI, TO KOJIMIECTBO JINCTOB HE YKA3BLIBAIOT.

B npwioxeHUn K pacTiopsiAUTEIHLHOMY JOKYMEHTY HA TIEPBOM €r0 JIMCTE B MPAaBOM BEPXHEM YTIIY
nuiyT «IIprioxeHue» ¢ ykasaHUEM HAVMMEHOBAHUSA PACIOPSAIUTENLHOIO JOKYMEHTA, €ro AaThl U Peru-
CTPALIMOHHOI'O HOMEPA, HaIPUMED:

IIpunoxeHue 2
K Ipukasy aupekropa UHcTuryta
or 15.06.2000 Ne 319

Ecnu k JOKyMEHTY IIpWIararoT APYTOil JOKYMEHT, TAKXKE MMEIOIMI IIPWIOXEHWE, OTMETKY O
HAIMYUU TIPUITOKEHUS OOPMIISIOT CIECAYIOLUMM 00pa3oM:

IIpmnoxenue: mucsmo Pocapxusa ot 14.06.2000 Ne 02—4/156 u nipitoxeHue K HeMy, Bcero Ha 30 1.

Ecmu mpunoxeHue HampapiIsiOT HE BO BCE YKA3aHHBIE B JOKYMEHTE aipeca, TO OTMETKY O €ro
HAIMIMK 0(pOpMIISIOT CIEAYIONINM 06pa3oM:

IIpwroxenwne: Ha 3 1. B 5 3K3. B IIepBHIA ajpec.

Homnyckaercs Boipaxenue «[IPUJIOKEHWE Ne» meudaTaTh IIpoIMCHBIMY GYKBaMM, a TaKKe LIEHT-
PUPOBATH 3TO BBIPAXEHME, HAUMEHOBAHNME TOKYMEHTA, €70 IaTy ¥ PETUCTPALIMOHHBIN HOMEDP OTHOCUTEIHLHO
caMOM IJIMHHOM CTPOKU, HAIIpHMeED:

TTPUJIOXEHUWE Ne 2
K IIpuKasy aupekropa MHCTUTYTA
ot 15.06.2000 Ne 19

3.21 B cocraB pexBusuTa «[IoOIIMCH> BXOMAT: HAMMEHOBAHUE AOJDKHOCTH JIMLA, ITOMIIMCABIIETO HOKY-
MEHT (TIOJIHOE, eCIM HOKYMEHT odopMiIeH He Ha OlaHKe MHOKYMEHTA, M COKPAIlEHHOE — Ha JOKYMEHTE,
0o OPMIIEHHOM Ha OJIaHKe); JIMYHAS TTOIIINCE; pacimbpoBKa IOMITACY (MHUIAIB, (haMIUII), HAIIpUMED:

HcnomHUTETBHEBIN TUPEKTOD JInynas H.A. ®enopos

AO3T «IlaptHED» TIOIITUCH

WIN:

WcnonHuTenbHeI TUPEKTOD JInanHasg H.A. ®enopos
ITOAITNCH

IIpn odopmileHMHN HOKyMEHTa Ha GIaHKe MODKHOCTHOTO JIMIIA MO/DKHOCTH 3TOTO JIMIA B IIOMIIMCH
HE YKa3bIBAIOT.

Horryckaercs B pekBusute «I1oANMCh» HEHTPOBKA HAMMEHOBAHMS TOJDKHOCTHY JIMLA, IIOATIMCABIIETO
JOKYMEHT, OTHOCUTEJIBHO camMoil IUIMHHOM cTpoxu. Hampumep:

HCITomHATE IbHEBIN TUPEKTOP JIvyHas moanmuch H.A. ®enopos
AO3T «IlapTHep»
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le/[ HOAITNCAHVN NOKYMEHTAa HECKOJIBKUMU JOJLKHOCTHBIMMU JIMITAMU X ITOAITHMCH paCIIojaraloT OAHY
110 ):[pyroﬁ B ITOCJI€AOBATCIIPHOCTH, COOTBCTCTBy}O].L[Cﬁ 3aHMMAaeMoit JOJDXKHOCTH, HAIIpUMED:

T'eHepaibHBIIT AUPEKTOP JTyanag M.A. MenBenes
MOATINCH

I'maBHbIA OyxranaTep JIaHaa H.A. JloruHoBa
MOATIVCH

IIpu ntoamnicaHNy JOKyMEHTA HECKOJILKIMU JINLIAMY PAaBHBIX JOJDKHOCTE MX ITOATIICH PacIoaraior
HA OJTHOM YPOBHE, HAIPUMED:

3amectuTtesl MuHuUCTpa 3amecTurenb MuHUCTpa

rocrum Poccuiickoit ®@enepaiiym dumancoB Poccmiickoit @epepariiu
JIvanag B.M. CrenaHoB JInanas A.I1. MupoHoB
MOAIINCH IOAIINCH

B noKyMeHTaX, COCTABJIEHHBIX KOMUICCHEN, YKA3BIBAIOT HE MOJDKHOCTH JIML, IOAIMMCHIBAIOLAX
JMOKYMEHT, a UX 00SI3aHHOCTH B COCTaBE KOMUCCHUH B COOTBETCTBHMM C pacIIpelesieHIeM, HallpUMep:

IIpencenarens KoMUCCUM JIyHag nmoanuch H.B. KymikoB

YjteHbI KOMUCCUU JInyHag mommich K.M. AprembeBa
JInyHag noanucs C.I1. MatBeeB
JInyHag noanucs B.A. ®unaros

JIOKyMEHT MOXET OBITH TTOANNCAH VCIOMHAIOMM O0s3aHHOCTH AOJDKHOCTHOTO JIMIA C YKa3aHUEM
ero paxkTryeckoii ZOIXHOCTH U ammwiun. IIpy 5TOM He HOIYyCKAeTCA CTABUTDH MPEUIOT «3a», HAMIINUCH OT
PYKM «3aM.» WU KOCYIO YEPTY Iepel HAUMEHOBaHUEM JOJKHOCTH.

3.22 T'pud cormacoBaHud gokKyMeHTa cocTouT u3 cioa COITIACOBAHO, moiXHOCTH JIMIIA, C
KOTOPBIM COTIJIACOBBIBAECTCS MOKYMEHT (BK/IIOYAsi HAUMEHOBAHUE OpPraHW3alluu), JTUYHOUM IOMIIUCH,

pactdpoBKYM ITOMIMCH (MHULIMAIOB, (DaMIIMK) U JAaThl COIVIACOBAHUS, HAIIPUMED:
COI'TTACOBAHO

Pexrop ®@rHAHCOBOI akageMuu
npu IIpaBurensctBe Poccuiickoit ®demeparm

JIvunas monmuck A.I'. I'psisHOBa
23.04.2000

Ecmu cormacoBaHue OCYINECTBIISAIOT IIMCHMOM, IIPOTOKOJIOM U Jp., Tpud COITIacoBaHUA 0GOPMISIOT
II0 Cremyronieit hopme:

COI'JTACOBAHO

ITucemo Poccuiickoil akageMum
MEIUITMHCKUX HayK
ot 30.10.2000 Ne 451—805

WIn
COIJIACOBAHO

IIpoToxon 3acemaHus

IIpaBneHus cTpaxoBoit
xoMItaHuu «IliaHera»
ot 21.06.2000 Ne 10

3.23 CornacoBanue JOKyMeHTa o(popMISeTcs BU30M, BKIIOUAIOIIEH ITOMIIMCH U JO/DKHOCTh BU3UPYIO-
IIIETO JOKYMEHT, pacnIn(poBKy MOMIIMCH (MHUIIMAILI, (haMuinio) U gary romnucanust. Hampumep:

HavanpHUK I0pMINYecKoro oThena
JInyHas moanuch A.C. OpioB
25.01.2000
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IIpu Hammuuu 3amMeyaHMit K JOKYMEHTY BU3Y OGOPMIISIOT CIIEAYIOIIUM 0Gpa3oM:

3aMeYaHUs ITPUIATAIOTCA
HavanpHUK I0pMIMYECKOTO OTHEA
JIuyHasg momnuch A.C. Opnos
25.01.2000

3aMedaHus M3IaTaloTCd Ha OTAEIBHOM JIMCTE, TTOMITUCHIBAIOTCS M IIPWIATAIOTCA K JOKYMEHTY.

Hna mokymeHTa, IOMIMHHNK KOTOPOTO OCTA€TCA B OPraHM3ally, BU3BI IIPOCTAB/IAIOTCH B HVDKHENH
YacTH 00OPOTHOM CTOPOHBI ITOCICAHETO JINCTA MOMIMHHNKA JOKYMEHTA.

1 noxyMeHTa, MOUIMHHUK KOTOPOTO OTIIPABIIETCA W3 OPraHU3allMKM, BHM3bI IIPOCTABIAIOTCA B
HIDKHEN YacTy JIMIIEBOM CTOPOHBI KOIIMM OTIIPABIAEMOTO HJOKYMEHTA.

Bo3moxHo oopMieHre BU3 TOKYMEHTA Ha OTICIHLHOM JINCTE COIIACOBAHMSL.

Homyckaercs, Io yCMOTPEHMIO OPTraHW3aLMHK, [TOJIMCTHOE BU3UPOBAHKE JIOKYMEHTA 1 €TI0 IPHIIOXKEHM.

3.20—3.23 (Msmenennas penakmua, U3m. Ne 1).

3.24 Tleuarp 3aBepsET IOMIMHHOCTD TIOAITICH JOJDKHOCTHOTO JIMIIA HA IOKYMEHTAX, IPeIyCMOTPEH-
HBIX CHELUATHHBIMU HOPMATHBHBIMM aKTaMHU, YAOCTOBEPAIOIIMX ITpaBa JiAll, (DUKCUPYIOIINX (DaKTHI,
CBSI3aHHBIE ¢ (DMHAHCOBBIMU CPEIACTBAMIL.

JlOKYMEHTHI 3aBepsAIOT IIeYaThbl0 OPraHM3alIN.

3.25 Tlpu 3aBepeHMU COOTBETCTBMA KOIIMY HOKYMEHTA IOUIMHHUKY HIDKe pekBu3uTta <«Ilommmch»
IIPOCTABISIIOT: 3aBEPUTEIBHYI0 HAIIIUCh «BepHO»; MOIKHOCTh JIMLA, 3aBEPUBIIErO KOIMIO, JIMYHYIO
MIOIITMCDH; PAcIM(MPOBKY ITOATUCH (MHULIMATIHI, (GaMWINIO); ATy 3aBEPEHHUs, HAIIPIMED:

Tlommuce

Bepno

WucnekTop otmena KagpoB  JIMuHas IODIIMCH M.B. KomnockoB
07.06.2000

Horryckaercs KOO JOKYMEHTa 3aBEPATH 1IeYaThio, ONPeaesAeMOii 110 YCMOTPEHUIO OPraHN3aIliu.

(A3menennas penakmus, Asm. Ne 1).

3.26 OrMeTka 06 MCIIOIHUTENE BKIIOYAET (hamMmiio (WM GaMIINIo, UMS, OTYECTBO) UCIIOIHUTEIA
JOKyMEHTa ¥ HoMep ero TenedoHa. OTMETKY 00 MCIIOJHUTENE PACcIIoNaraloT Ha JIMLEBOM WM 0GOPOTHOI
CTOPOHE ITOCIIEIHETO JINCTA JOKYMEHTA B JIEBOM HUDKHEM YIITy, HAIIPUMED:

Tlerpos I IlerpoB UBaH BacuwibeBuy
924 45 67 924 45 67

3.27 OrMeTKa 06 UCITOJIHEHUH JOKYMEHTA U HATIIPABJIEHUH €0 B JIEJI0 BKIIIOYACT CIIEAYIOIINE qaHHbIE
CCBUIKY Ha JaTy U HOMEpP JOKYMEHTA, CBUAETEIILCTBYIOIIETO O €r0 UCITOJHEHUU, YUIM TIPU OTCYTCTBUU
TAKOro JOKYMEHTA KpaTKHe CBEICHUSA 00 MCIIOJTHEHMM; cjioBa «B meno»; HOMep meiia, B KOTOpoM Gyaer
XPaHUTBCH JTOKYMEHT.

OtMmeTKa 00 MCIIOJIHEHWM AOKYMEHTAa U HAIPaBIEHUW €ro B He0 JOJDKHA OBITh ITOANMCAHA U
JIaTUPOBAaHA WCITOJIHUTEIEM JHOKYMEHTA WM PYKOBOTUTEJIEM CTPYKTYPHOTO IIOAPA3NEICHUS, B KOTOPOM
HCITOJTHEH JOKYMEHT.

3.28 OrMeTKa O IIOCTYIUICHMM JOKYMEHTA B OPTaHM3alMI0 COHEPKUT IOPSAKOBBI HOMEP U JaTy
MIOCTYTUIEHUS JOKYMEHTa (1P HEOOXOMMMOCTY — 4Yachl 1 MUHYTHI).

Homyckaercs OTMETKY 0 TIOCTYIUIEHUU JOKYMEHTA B OPraHU3AllMIO TIPOCTABIATH B BUJIE LITAMIIA.

3.29 WneHTUhUKATOPOM 3JIEKTPOHHOM KOIMU JOKYMEHTA SABJIAETCA OTMETKA (KOJIOHTUTYI), IIPO-
CTaB/IIeMasi B JIEBOM HIDKHEM YIJIy KAXIOM CTPaHMLBI JOKYMEHTA M COAEpXallad HaMMeHoBaHue daiiia
HA MAIIMHHOM HOCHTEJIE, JaTy U JPYrHe ITOMCKOBBIE JAHHBIC, YCTAHABIMBACMBIC B OPraHU3aIUH.

(U3menennasn penakuus, Wsm. Ne 1).

4 TpeOGoBanusa K 0JAHKAM JOKYMEHTOB H O0(OPMICHHIO IOKYMEHTOB

4.1 JJoKyMeHTHI M3rOTABIMBAIOT Ha OJIAHKAX.

YcTaHaBMUBaOTCA IBa OCHOBHEIX (hopMaTa OJIAHKOB TOKYMEHTOB — A4 1 AS; DOIIyCKAeTCS UCIIOIb-
3oBaHMe 61aHKOB dopmaroB A3 u A6 o 'OCT 9327—60.

Kaxmprit et mokymeHTa, 0(popMIIEHHBIN KaK Ha GjaHKe, Tak U 6€3 HEro, JODKEH MMETH I10JIA He
MeHee, MM:

20 — neBoe;
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10 — mpaBoe;

15 — BepxHee;

20 — HuXHee.

(A3menenHas pepakmus, Uzm. Ne 1).

4.2 BiaHKu JOKYMEHTOB CJIeayeT M3rOTaBIMBaTh Ha Gelloil Gymare win Gymare CBET/IBIX TOHOB.

Branku monyckaercs M3roTaBIMBaTh TUIIOTPa(CKIM CIIOCO60M, € TIOMOIIIBIO CPENCTB OIEPATUBHOM
ToTUrpad My WK BOCIIPOU3BOIUTD C IIOMOILBIO CPENCTB BEIYUCIUTEIFHOM TEXHIUKY HEITOCPEACTBEHHO IIPH
M3TOTOBJIEHUM KOHKPETHOTO JOKyMeHTa. VICKITIoUeHe COCTABIAIOT GIIAaHKK OpraHU3aInil ¢ n306paxkeH-
eM T'ocymapctBenHoro Tepba Poccuiickoint Menepanum uinu rep6oB cyobekToB Poccuitckoit Memeparun,
HOPSAIOK M3TOTOBJIEHUS KOTOPBIX IIPUBEAEH B pasielne 5.

4.3 BiaHKU TOKYMEHTOB MIPOEKTUPYIOT B COOTBETCTBUHM C IIprutokeHneM A. CIUIONTHBIMY JTMHUSMUI
0003HaYeHBl (DUKCUPOBAHHBIE TPAHUIIBI 30H PACIIONIOKEHUS PEKBU3UTOB, ITYHKTUPOM — II€pEMEHHEIE.
Kaxnas 30Ha omnpemesieTcss COBOKYITHOCTBIO BXOIMIINX B Hee PEKBU3UTOB.

4.4 YcraHaBIMBAIOT JABa BapMaHTA PACTIOIOKEHNI PEKBU3UTOB Ha GIaAHKAX — YIJTOBOM M IPOIOIBHBIM.

4.5 Pexeusutsr 01, 02, 03 pacnonaraioT Hanm cepeanHoi pexksusurta 06. Pexsusur 06 momyckaercs
pacrionaraTh Ha ypoBHe pekBusuta (3.

Pexsusursr 06, 07, 08, 12, orpaHrYuTeNLHBIE OTMETKY T pekBrsnToB 09, 10, 11 B mmpemenax rpaHuLL
30H PACIIOJIOKEHUS PEKBU3UTOB PA3MEIIAIOT OJHUM U3 CIIOCOOOB:

- LIEHTPOBAHHBLIM (HAYaJI0 M KOHEI KaXIOM CTPOKU PEKBH3UTA PABHO yHAJEHBI OT TPAHMUI] 30HBI
DPACITONIOKEHUS PEKBU3UTOB);

- (pmaroBeIM (Kaxmas CTpOKAa PEKBU3UTA HAYMHAETCSA OT JIEBOM TIpAHUIELI 30HBI PACIIONOXEHUS
PEKBU3UTOB).

4.6 Jlna opraHM3alluy, €€ CTPYKTYPHOIO ITOAPa3mesIeHMs, MODKHOCTHOIO JIMIA YCTaHABIMBAIOT
CIIeayIONe BUABI 6JIAHKOB JOKYMEHTOB!

- ob1IMit 61aHK;

- GJIaHK TIMCHMA;

- 6J7aHK KOHKPETHOTO BUMIA JOKYMEHTA, KpOMeE IMUCHEMA.

O6nmit 6;1aHK UCIIONB3YIOT IS M3TOTOBICHUS JTIOOBIX BUIOB TOKYMEHTOB, KPOME IIMCHMA.

Branku cTpyKTypHOTO TTOIpa3aeieHus OPraHU3aluy WK JOJDKHOCTHOTO JIMIA IIPOEKTHUPYIOT B TOM
ciIydae, eCJIM PYKOBOIUTENb IOApa3AeIeHUS YIM JOJDKHOCTHOE JINIIO MMEIOT IIPaBO TTOMIIMCH.

4.7 OO6muit 6;1aHK B 3aBUCUMOCTH OT YUPEOUTEIbHBIX TOKYMEHTOB OPTaHU3aLMK BKJIIOYAET PEKBH-
suter 01, 02, 03, 06.

Brank myceMa B 3aBUCUMOCTU OT YUPEAUTETBHBIX JOKYMEHTOB OPraHM3aLMM BKIIIOYAET PEKBU3UTHI
01, 02, 03, 04, 06, 07 u, IpU HEOOXOMUMOCTH, OTPAHWYMUTEILHBIE OTMETKHU [UIA BEPXHMX I'PAHUII 30H
pacmooxeHus peksusuros 09, 10, 11, 12; 14, 15, 16; 17; 18; 19.

BiaHK KOHKPETHOTO BMAA JOKYMEHTA, KPOME IIMChbMA, B 3aBUCHMOCTHU OT YUPEAUTEIbHBIX TOKYMEH-
TOB OpraHM3alMy BKIIoYaeT pekBu3uTer 01, 02, 03, 05, 06, 08, 12, orpaHunTeIbHbIE OTMETKY TS TPAHMULI
30H pacronoxeHusa pexsusuros 09, 10, 11, 12; 17; 18.

4.8 Ha Gmankax opranmsaluii cyobekroB Poccuiickoit ®enepaiiny, HMEOIINX HApSAYy € PYCCKUM
SI3bIKOM B Ka4eCTBe TOCYJAPCTBEHHOIO HALMOHAJILHBIA S3BIK, pekBusuThl 06, 07, 12 mevararoT Ha ABYX
SI3BIKAX: PYCCKOM U HALMOHAJILHOM, Ha OXHOM YPOBHE IIPOAOJILHOTO GJIaHKa.

4.9 JlommyckaeTcs TOKYMEHTHI M3rOTaBIMBATh HA ITUIIIYINEH MAIMHKE YUTH IIPY TIOMOIIIM IIE€YaTAIOIIMX
YCTPOICTB CPEACTB BEIYUCIUTEIIBHOU TEXHUKU.

OrtaenbHblE BHYTPEHHME HOKYMEHTHI, aBTOPAMM KOTOPBIX ABJIAIOTCA JOJDKHOCTHBIE JIMLA, HOIyCcKa-
eTcs MUCcaTh OT PYKU (3asABjIeHNE, OOBICHUTEIbHASA 3aIIMCKA U T.I1.).

4.10 TIpu U3roTOBIEHNM TOKYMEHTOB Ha JIBYX U 60Jiee CTpaHUIIaX BTOPAs U ITOC/IEAYIOIIME CTPAHULIBI
JOJKHBI OBITH IIPOHYMEPOBAHEL.

Homepa cTpanui] MpocTaBIgIOT TIOCEpeANHE BEPXHETO TIOJIA JINCTA.

4.11 lomyckaerca nedaTaHWe TOKYMEHTOB C WCIIONB30BaHUEM OOOPOTHOII CTOPOHBI JIMCTA.

5 TpeOoBaHMs K H3rOTOBJICHHIO, YIETY, HCIIOJIb30BAHHIO H XPAHEHHIO 0JIAHKOB
¢ BOCIPOM3BEJICHHEM rocyaapcTsennoro repdoa Poccuiickoit @enepauun,
repoos cyobekToB Poccuiickoii ®enepamyun

5.1 BriaHku OKyMeHTOB ¢ BocupousseneHueM [ocymapcrseHHoro repba Poccuiickoit @eneparmm
U repGoB cyonekToB Poccuiickoit Peneparmu (ajice — repboBbIe GIAHKU) ABJSAIOTCA TOMUTpadUIecKoi
IPOOYKUMEH, IOoWIEXKAIIEH YUeTy.
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5.2 Tep6oBbie GIaHKK U3TOTABIIMBAIOT TOJIBKO ITOJUTPAbUUECKUE U IITEMIICIbHO-TPABEPHBIE TIPEL-
IPYSATHA, UMEIOIIUe JUIEH3UU HA COOTBETCTBYIOIIMI BUA HESTENTFHOCTHM U CepTU(UKATHI O HAIMYUU
TEXHUYECKMX ¥ TEXHOJIOTMYECKMX BO3MOXHOCTEM I M3TOTOBJIEHUS YKA3aHHOIO BHIA IPOAYKIMU HA
JIOJDKHOM KauyeCTBEHHOM YPOBHE.

5.3 WsroroBrneHue repGoBLIX 0JIAHKOB OCYIIECTBIISIOT 110 3aKa3aM OpTaHOB T'OCYIAPCTBEHHOM BJIACTH,
MHBIX TOCYIAPCTBEHHEIX OPTAHOB U VIPEXICHMI (Hamee — opraHu3alluil), oIpeaeTeHHbIX [10710XeHeM o
TocymapcTBennoM repbe Poccutickoit Menepaitny, COOTBETCTBYIOIIMMY IIPABOBEIMU aKTaMU CyOBLEKTOB
Poccuiickoit ®enepanyu.

5.4 TepboBbie OIAHKY B OpraHM3allNy ITomIexar yueTy. Ha rep6oBex 6aHKax TUIrorpadcKuM crncobom
WIX HyMEPATOPOM IIPOCTABIISIOT ITOPSIKOBEIE HOMepa,a IIPY HeOOXOOUMOCTY ¥ CEPUU ATUX HOMEPOB. YUeT
repGOBBIX GIAHKOB BeIeTCS pas3mesIbHO 110 BUIaM OJJaHKOB B PETHCTPALlIOHHO-YUeTHOH dhopme (KapTouke,
KypHaJE),IpY 3TOM HMCIIOIB3YIOTCS CIECAYIOLINE PEKBU3UTHL:

TIpU ITOCTYIUIEHUY OJIaHKOB:

- HAMMEHOBaHUe BUIa repboBoro 0GiIaHka;

- JaTa IIOCTYIUIeHUS,

- HOMEDP COIIPOBOIUTETLHOTO HOKYMEHTA;

- HAUMEHOBAaHUE OPTaHW3allUM — ITOCTABIIMKA repOOBBIX OJIAHKOB;

- KOJIMYECTBO 3K3EMILISIPOB;
cepUsl ¥ HoMepa repOoBBIX OJIAHKOB;

IIpX BbImade GIaHKOB:

HauMeHOBaHUE BUAa repboBOro GJ1aHKa;
- KOJIMYECTBO IK3EMILISIPOB;

cepus 1 HoMepa repOOBBIX OJIAHKOB;

- HAUMEHOBAaHUE CTPYKTYPHOTO TIOAPA3IEIeHUS OpTaHu3alui, (paMIIug U MHULIMAIIBL JOJDKHOCTHO-
IO JIMIIa — ITOJIyYaTeIs repOOBBIX GJIAHKOB;

- pacnucka B IIOJIYYEHUU;

- IpuMevaHue (OTMeTKa 00 YHUITOXEHUU U T.1.).

5.5 Tep6oBbie GIAHKM XpaHAT B HAJEKHO 3allMpaeMBIX M OII€YaTHIBAEMBIX MIKadax.

5.6 YHuuToxXeHMe repOOBBIX GIaHKOB OCYIIECTBIIAIOT II0 aKTy ¢ OTMETKOM B yY€THO-PETMCTPALIMOH -
HOIT (opmMe.

5.7 KoHTponb 3a U3TOTOBIEHUEM, MCITOJb30BAHUEM U XpaHEHNEM TepOOBBIX OJIAHKOB BO3JIATalOT Ha
TIOAPA3IEIIEHUE OPraHMU3alllM, OTBETCTBEHHOE 3a AEJIOTIPOU3BOACTBO OpraHu3auuu. Jiuma, mepcoHATLHO
OTBETCTBEHHBIE 33 YUET, MCIIONb30BaHME M XpaHEHUE OJIaHKOB, Ha3HAYAIOTCSA PaCIIOPAANTEILHBIM JOKY-
MEHTOM PYKOBOIUTENSI OPraHU3aLIMH.

5.8 PerucrtpanlloHHO-y4YeTHbIe (hOpMBI BKITIOUAIOT B HOMEHKJIATYPY A€l OpraHu3aIliy.

5.9 IlpoBepKy Haan4us, UCIIOIL30BAHUA U XpaHEHUA TepOOBLIX 6JIaHKOB IIPOBOMAT HE PEXE pa3a B
roJl KOMUCCHEN, HA3HAYAEMOI PaCIIOPSIUTEIBHBIM JOKYMEHTOM PYKOBOAUTENS opraHusanuu. O mpose-
JIEHHBIX IIPOBEPKaX AEAlOT OTMETKU B YUETHO-PETMCTPAIIMOHHBIX opMax Iocie TocieaHei 3amucu. B
caydyae OOHAapyXEHWs HapyLIeHWH IIpY WM3TOTOBJIIEHMM, YYETE, XPAHEHUUM U MCIIOIB30BAHUU TIepOGOBBIX
0JIaHKOB KOMUCCHS IIPOBOAUT CIYXKeGHOE paccieloBaHUE, PEe3YILTaThl KOTOPOTO OPOPMIIAIOT aKTOM U
JIOBOIST A0 CBEACHUS PYKOBOXUTEIS OpraHU3alliu.

5.10 Jormyckaercst THpaxXXUpOBaHKUE CPEACTBAMU OIICPATHBHOM IONMUrpaduy opraHu3aly JOKyMeH -
TOB Ha repOOBOM OJiaHKe, NpeAHA3HAYECHHBIX TSI PACCHUIKM, IIPU YCJIOBMM 3aBEpeHMA KaXIOi KO
JOKYMEHTA TeYaThl0 OpraHu3aliu.
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IMPUJIOKEHUE A
(obsi3aTenbHOE)

Cxembl PACIOJIOXKEHNA PEKBU3UTOB TOKYMCHTOB
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Pucynoxk A.1 — PacnonmoxeHre peKBM3UTOB U TPAHUIILI 30H Ha opMmaTe A4 yriIoBoro 6aHKa
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Pucynok A.2 — PacnonoxeHune peKBU3UTOB U TpaHUIIBI 30H Ha hopMare A4 IIpodoJbHOTO OJIaHKa

12 64



IMPUJIOXEHUE b
(cupaBouHOE)
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SEAEPAIBHAA APXUBHAA CITYXXBA POCCUN

Bceepoccniickuit HaydHO-HCCIIeNOBATENLCKUIA HHCTUTYT
JOKYMEHTOBEEHHS M apXHUBHOTO JIeNa

BHUUJAN)

Pucynok B.1 — O6pa3zerr obmiero 61maHKa opraHA3alun
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SEQEPANBHAA
APXVMBHAA CNY>KBA POCCUMA
Beepoccuiickmit

Hay‘lHO-HCCJICI[OBaTeJIbCKHﬁ HHCTUTYT
HJAOKYMEHTOBEACHHUS U apXWBHOTO A€iia

(BHUUJAL)
101000, Mockea, L&eHTp, MunioTMHCKNiA nep., A.7a
Ten. 923-00-54, chakc 923-23-60
OKMNO 02842708

14

Pucynok b.2 — O6paselr yrroBoro 61aHKa II1MchMa OpTraHU3aIiu
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SENEPANBHAA APXUBHAA CITY>KBA POCCUN

BeepoccHiickmii HayIHO-HCCIIeAOBATENbCKMI HHCTHTYT
JOKYMEHTOBECHUS X apXUBHOTO eI

(BHUMIA L)

101000, Mockea LéeHTp, MunoTUHCKWIA nep., 4.7a
Ten. 923-00-54, dhakc 923-23-60
OKMO 02842708

Pucynok B.3 — O6paszen npo1onpHOro 6raHka muchMa OpraHMU3aIlnn
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SEAQEPANBHAA APXUBHAA CIMTY>KBA POCCUU

Bceepoccuiickuit HayTHO-HCCIIEOBATENBCKHIE HHCTUTYT
JOKYMEHTOBEICHHS H apXMBHOTO JielIa

( BHUMJAJ)

OTI[CJI HAOKYMEHTAITHOHHOI'O obecnieuenus yrpasiieHuAa

101000, Mockea, Llentp, MuntotuHckuii nep., 4.7a, Ten. 923-43-13

Pucynok b.4 — O6pasen mpoaoabHOro 6IaHKa IUChMa CTPYKTYPHOTO TTOAPasAcIeHNS] OpraHn3aIin
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SEJEPAIBHAA APXUBHAA CITY>XBA POCCUN

Bceepoccuiickuit HaydHO-MCCIEAOBATEILCKUI MHCTUTYT
JIOKYMEHTOBEACHNS. 1 APXUBHOTO Jielia

(BHUMJIAJ)
3AMECTUTEJIb JUPEKTOPA

101000, Mockea, LleHTg MunioTMHCKMiA nezP.,Efa
Ten. 925-55-14, (pakc 923-23-60; OKNO 02842708

69

Pucynok B.5 — O6paserr npogorsHOro 0JaHKA TUChMAa JODKHOCTHOTO JIUIA
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SEOEPAIIBHAA APXUBHAA CITY>KBA POCCUKU

Bceepoccniickmii HayqHO-UCCIIEOBATENECKHI HHCTUTYT
JOKYMEHTOBCACHHS M aDXUBHOTO AcTa

(BHUUIAT)
oKya
ITPUKA3
N
Mockra
r ar A

Pucynok B.6 — O6paszer 61aHKa KOHKPETHOTO BHUIA JOKYMEHTA OpraHu3aIiin

ITPUJIIOXEHUWE b. (M3Menennan pesakousi, U3m. Ne 1).
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OKC 01.140.30 T54 OKCTY 0006

KitoueBrie cinoBa: yHUGULIMPOBAHHBIE CUCTEMBI HOKYMEHTALIMM, OPTaHU3aLMOHHO-PACIIOPSAUTEILHEIE
JIOKYMEHTBI, COCTaB PEKBU3UTOB JHOKYMEHTOB, JOKYMEHT, GJIaHK, TepOOBBIN OIaHK, YUeT, peTUCTpaIus,
KOHTPOJB, AETOTPOU3BOACTBO, PEKBU3UT, TPUD
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