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6. NEPEN3OAHUE. Nonb 1992 .

HacTtosLwwmii ctangapT pacnpocTpaHsaeTcsa Ha OpraHn3aLnMoOHHO-PacnopsiAUTENbHYIO
AOKYMEHTaLMI0, NPUMEHAEMYIO  NMPU 0POPMIIEHNN PACNOPSANTENBHON U UCNOSTHUTENBHOWN
AeaTenbHOCTU OpraHoB rocyaapCTBeHHOM BriacTu 1 ynpasneHus Cotosa CCP, coto3HbIX 1
aBTOHOMHBbIX pecnybnuk, a Takke NoABEAOMCTBEHHbLIX UM NPEANPUATUIA U OpraHn3aumni.

1. OchopmneHue peKBU3INTOB

1.1. Npun ohpopmneHnm opraHn3aLnoHHO-pacnopAaMTENbHbIX JOKYMEHTOB UCNOMb3yeTcs
cneayoLLmMin coCcTaB peKBU3UTOB:

1 - lT'ocygapcTtBeHHbI repd CCCP mnnu cotosHom pecnyonmku;
2 - smbnema opraHusaumy;
3 - n30bpaxeHus Harpag;

4 - kop, opraHm3auum no OBLLECO3HOMY KraccudukaTopy NpeanpusaTMn n opraHnsaLmmn
(OKTI10);

5 - kog gokymeHTta no O6LLeco3HOMY KnaccudmkaTopy ynpaBneHYeckon JOKyMeHTaumm
(OKYA);

6 - HaMeHOBaHNe MUHUCTEPCTBA UM BEJOMCTBa;
7 - HAMMEHOBaHVEe OpraHn3aLmnu;
8 - HaMMeHOBaHWe CTPYKTYPHOIO NOApPa3aeneHuns;

9 - MHOEKC NpeanpusaTUS CBA3K, MOYTOBLIVM U TenerpadHbIn agpec, HoMep Tenertanna
(aboHeHTCKOrO Tenerpada), Homep TenedoHa, HoMep cyeTa B GaHke;

10 - Ha3BaHVe BMAA OOKYMEHTa;

11 - paTa;

12 - nHAEKC;

13 - ccbinka Ha MHAEKC 1 AaTy BXOASILEro JOKYMEHTa;

14 - mecTO cocTaBreHnda Unu n3gaHuns,



15 - rpnd orpaHu4eHms gocTyna K 4OKYMEHTY;

16 - agpecar;

17 - rpudh yTBEPXKAEHWS;

18 - pesontouus;

19 - 3aronoBOK K TEKCTY;

20 - oTMeTKa O KOHTpoOre;

21 - TeKcrT;

22 - OTMEeTKa O Hann4mnmn NOrnoXeHus;

23 - noanuce;

24 - rpuc cornacoBaHus;

25 - BU3bI;

26 - nevaTb;

27 - OTMeTKa O 3aBepeHuu KOruu;

28 - hamunusa ncnonHUTEnNa n Homep ero TenedgoHa;

29 - oTMeTKa 006 NCNONHEHNN OOKYMEHTA U HanpaBreHun ero B 4ero;
30 - oTMeTKa 0 nepeHoce AaHHbIX Ha MaLUMHHbIA HOCUTESb;
31 - oTMeTKa 0 NOCTYNMEHUMN.

1.2. [lokyMeHTbI aapecyoT OpraHu3aumsiM, X CTPYKTYPHbIM NoapasfaeneHnsM Ui KOHKPETHOMY
[AOIMKHOCTHOMY 1MLy, Hanpumep:

HOBOKY3HELKUM 3JIEKTPOMEXaHMYECKUN
3aBOn

Ormest cHabxeHMa M COBITa

HOBOKY3HELKUM 3JIEKTPOMEXaHMYECKUN
3aBOxn

Ormenn cHabxeHUsS M COBITa
CrapueMy 3KOHOMMUCTY
T. Macmsory H.B.

Mpu agpecoBaHNM OKYMEHTa PYKOBOAUTENO OpraHn3aLmum HanMeHoBaHNe opraHusaumnm BXOAUT
B COCTaB HaMMEHOBaHWS OOJPKHOCTU aapecaTa, Hanpumep:

InpexTopy HmMkosaeBCKOI'O
CYOOCTPOUTEJILHOTO 3aBoma

T. IlaBmoBy H.H.



Ecnun gokymMeHT oTNpaBnsaloT B HECKONBKO OAHOPOOHbLIX OpraHn3auuii, ux crnegyeT ykasbiBaTb
0606LLEeHHO, Hanpumep:

InpexTopaM NpennpuaTuil u
PYKOBOOMTEJAM OpPIaHM3aLMn

[OKYMEHT He JOJMKeH coaepxaTb Oonblue YeTblpex agpecatoB. CrioBo "Konus" nepen BTOpbIM,
TPEeTbUM, YETBEPTLIM aAPECATOM HE yKa3biBatoT.

Mpw HanpaBneHWn JokyMeHTa Gonee Yem B YeTbipe aapeca COCTaBMSAT CMUCOK PaCChINKM U Ha
Ka)XOM [JOKYMEHTE yKa3bIBaloT TONbKO OHOro ajpecara.

B cocTtaB pekBu3uTa "AgpecaT"” MOXeT BXOAUTb NOYTOBLIN agpec.

Mpu agpecoBaHNM OKYMEHTa YaCTHOMY KLy BHayane ykasblBaloT NoYTOBbIN afpec, 3aTem
dhamMunnio 1 HMUManbl nonyyaTens, Hanpumep:

119115 Mockea,
yi. OcroxeHka, 11, kB. 5

T. Kapnyxmuy A.E.

1.3. YKasaHus No UCMOMNHEHUIO AOKYMEHTa OUKCUPYIOT B hopMe pe3onoumnm, BKIIoYatoLLen
amMunuio UCMNOSHUTENS, COAEPXKaHNe MOoPYYEHMS U CPOK UCTMIONHEHUS. Pe3ontouuns aormkHa obiTb
nognucaHa u gatmposaHa, Hanpumep:

T. Bomnkory A.A.

HpOLLIy IIOATOTOBMTE IIJIaH peaJji3alll
nponyxkuum k 12.04.90

Ycor. 02.04.90

1.4. 'pudp yTBEPXKOEHUSA JOIMKEH COCTOATb U3 crosa "YTBEPXXOAK", HanmeHoBaHus
OOJPKHOCTY Nnua, yTBepXaatoLwero AOKYMEHT, IMYHOM NOANUCH, ee pacluMdpoBKM U AaThl,
Hanpumep:

YTBEPXIAIO

InpexTop MHCTUTYTa

[Tognmce H.K. IleTpomB
17.02.90

an/I yTBEPXOAEHNN OOKYMEeHTa pykoBoaAUTenem BbILLECTOSALLEN UMK CTOpOHHeIZ opraHmnsauum B
HanmMmeHoBaHue OOJMKHOCTU BKMKOYakT HanMeHoBaHME opraHn3aunn, Hanpumep:

YTBEPXIAI
HauanpHMk IJIaBHOI'O apXMBHOI'O

ynpasyeHua npm CoepeTe
MuumucTpor CCCP

lNognmuce ®.M. BaraHos
17.02.90

Ecnn gokymeHT yTBep)KaaeTcsi NOCTaHOBNEHNEM, peLleHneM, MPUKa3oM, NPOTOKONOM, rpud
yTBepXaeHus coctouT n3 cnoea "YTBEPXKOEHO", HazBaHMsa JOKYMEHTA B UMEHUTENBHOM Najexe,
€ro gatbl U HoOMepa, Hanpuvep:



YTBEPXIEHO
[l[pykasz30M IMPEKTOPa MHCTUTYTAa
20.04.90 N 76

JZRENZN
YTBEPXIEHO
[IpoToxkoJ cobpaHmsa
TPYOOBOI'O KOJUJIEKTMBA
15.03.90 N 4
"pnch yTBEPXKAEHMS pacnonaratoT B NpaBOM BEPXHEM Iy AOKYMEHTa.
1.5. [laTbl nognucaHus, yTBEpPXKAEHMWS, COrnacoBaHmsa JOKYMEHTA, a Takke AaTbl, CoAepXalumecst
B TekcTe, 0bopMnsAoT LUndpoBbIM crnocobom. dnemMeHTsl AaTbl NpMBOAAT apabckumu umdpamm B
OAHOWM CTPOKE B crieaytoLlen nocrnenoBaTenibHOCTU: AeHb Mecsua, mecsu, rod. Hanpumep: gaty 29
anBapsa 1990 r. cnegyeT odopmnaTe 29.01.90.

[lonyckaeTcs npy oopMIeHUM AaTbl BHAYarne ykasbiBaTb rof, 3aTem Mecsil U AeHb Mecsaua:
90.01.29.

B TekcTax AOKYMEHTOB, cogepalumx cBegeHns (hMHaHCOBOro Xxapakrepa, gonyckaeTcs
NPUMEHATL CRoBecHO-LMdpoBon cnocob odopmneHns gat: 29 aHeapsa 1990 r.

1.6. KpaTkoe nanoxeHue cogepxaHns AOKyMeHTa yKasblBaloT B 3arofioBke K TeKCTY. 3arofoBoK
AOIMKEH ObITb MakCMMarnbHO KpaTkMM U eMKUM, TOYHO NepedaBaTtb CMbICI TeKcTa. 3aronoBok
OOMMKEH rpaMMaTUYECKN COrnacoBbIBaTbLCA C Ha3BaHMEM QOKYMEHTa, HanpuMep: npukas (o 4em?)
"O cosgaHun npeanpuaTua”; npoTokon (4ero?) "3acegaHusa YyeHoro coseTta".

[onyckaeTcsa He yka3biBaTb 3arofioBOK K TEKCTY Ha AOKyMeHTax cpopmarta A5.

1.7. Ecnv QOKYMEHT UMeeT NPUoXeHWsl, Ha3BaHHbIE B TEKCTE, OTMETKA O HaNM4Yny NpUIoXeHun
odopMmngaeTcs rno cnegyoulen opme:

Mpunoxexue: Ha 10 n. B 2 3K3.

Ecnun 0OKYMEHT MMeEeT NPUNOXEHUs!, He Ha3BaHHbIE B TEKCTE, UX HAMMEHOBAHMSA HEOOX0ANMO
nepeyvncnuTb C yKasaHMeM KONMYecTBa NNCTOB B KAXA0M NMPUMNOXEHUM U KONMYECTBA 3K3EMMISPOB,
Hanpumep:

Mpunoxenwue: 1. NpoekT rocyaapcTBeHHoro ctaHgapta Ha 20 n. B 1 aka.

2. NosicHUTenNbHadA 3anucka K NpoekTy ctaHaapTa Ha 4 n. B 1 9Ka.

Ecnu kK BOKyMeHTy npunaraeTcsa Apyro AOKYMEHT, MMEIOLLMI NPUIOXKEHNE, OTMETKa O Hannium
NPUNoXeHnsa oopmMnseTcs no criegyoLen dopme:

MpunoxeHune: nucbmo [nasapxmea CCCP o1 17.02.90 N 01-4/172 v NpunoXeHue K Hemy,
BCero Ha 7 n.

Ecnn npunoxeHne HanpaBnseTcsa He BO BCE YKa3aHHble B JOKYMEHTE agpeca, OTMETKY O
HanM4Mn NPUNoXeHnsa ohopMnAT No dopme:

MpunoxeHue: Ha 5 n. B 2 9K3. B NepBbIN agpec.
Ecnun npunoxeHusa copoLutopoBaHbl, KONIMYECTBO NIMCTOB HE YKa3biBaoT.

1.8. B cocTtaB pekBuauta "loanmck" BXOAAT HAMMEHOBaHWE A0SMKHOCTM Nnua, NoANUChIBakoLLEero
OOKYMEHT (MONHoe, ecnn A0KYMEHT 0hopMIIeH He Ha BnaHke, U COKpaLLeHHOE - Ha JOKYMEHTE,



ocbopmneHHoM Ha GraHke), NYHas Noanuck 1 ee pacmndpoBka, Hanpumep:

IMPEeKTOP NPOEKTHO-KOHCTPYKTOPCKOTO
U TEXHOJIOTUUYECKOTO MHCTUTYTa

aBTOMATU3MPOBAHHEIX CUCTEM YIpPaBJIeHUA Momnuce H.A. Ceprees
VI
IVpexKTop MHCTUTYTa Momnuce H.A. Ceprees

Mpv nognncaHMn AOKyMeHTa HECKONbKMMM AO0MKHOCTHLIMM NLAMK UX NOANUCK pacnonaratoT
oAHy NoA Opyroi B nocrnenoBaTeribHOCT, COOTBETCTBYHOLLEN 3aHMMaeMoi JOMKHOCTU, HanpuMep:

InpexTop 3aBona [loonmcso B.B. BoJakos
T';maBHEIM OyxTrajnrep [Tomnuce B.M. CemeHOBa

Mpv nognncaHMn OOKyMeHTa HECKONbKUMM NLAMK paBHbIX OOIMKHOCTEN UX Noanucu
pacronaratoT Ha OJIHOM YPOBHe, Hanpuvep:

3amMecTuTeNb MMHMCTPA BamMecTuUTeNlb MMHMCTPA
peiOHOTO x034amcTBa CCCP Toprosyau CCCP
[Tognmce A.A. lleTpoOB [Toonmce A.B. CMMPHOB

1.9. Npndp cornacosaHusa coctont n3 criosa "COMNTACOBAHQ", HaumMeHOBaHUS AOMKHOCTM
n1ua, ¢ KOTOPbIM COrMacoBbIBAETCA AOKYMEHT (BKMOYasi HauMeHOBaHWe opraHu3aLmm), IMYHOM
noanucu, ee paclimdpoBkn U AaTbl, HaNnpUMep:

COTJIACOBAHO

HauajibHMK yNpaBJIeHUS KaIpoB U
yUeOHEIX 3aBeIeHUM
MuHcTaHkonpoma CCCP

IToonmco A.C. CrenaHoB
12.04.90

Ecnu cornacosaHne Npov3BoauTCs KonernanbHbIM OpraHoM U MOCPeACcTBOM NucbMa, rpud
corfiacoBaHust ochopMIIAIOT MO creaytowen opme:

COTIJIACOBAHO
[IpoTOKOJI 3acemaHuda NpodPKOMa

10.04.90 N 25
Wi

COTJIACOBAHO
[Imcemo TI'maBapxmea CCCP
12.06.90 N 01-4/185

I"pndbbl cornacoBaHms pacnonaratoT Hwke pekBuauTa "lMoganuck" nnm Ha OTAENbHOM NUCTE
cornacoBaHus.

1.10. B peksuantax "lMoanuce”, "lNpnd yreepxaeHns" u "lMpud cornacosaHns" gOmKHbI
yKa3blBaTbCs hakTU4eCKne AOMKHOCTb Nnua, NnognucasLIEro, yTBEPAMBLLETO UM COrMacoBaBLUEro
OOKYMEHT, €ro MHuuuansl n dpammnusi.



He nonyckaetcs ctaBuTb npeasior "3a" unm kocyto YepTy nepes HauMeHOBaHUEM OOMMKHOCTH.

1.11. Ha gokymeHTax, yaocToBepsoLLmMX NpaBa JOMKHOCTHBIX NUL, UKCUPYIOLLNX hakT
pacxo4oBaHWsA OEHEXHbIX CPeacTB 1 MaTepuanbHbIX LLIeHHOCTEN, a Takke cneunansHo
npeayCMOTPEHHbIX NPaBOBbIMM akTamu, NOAMUCH OTBETCTBEHHOIO NULA AOIMKHA ObITb 3aBepeHa
repboBow nevaTblo.

OTTUCK NeYaTu creayeT NpPoCTaBMsATb TakMM 06pa3oM, YToObl OH 3axBaTbiBar YacTb
HaMMeHOBaHUSI OOMKHOCTU NLa, NOAMNMUCABLLEro JOKYMEHT.

1.12. INpw 3aBepeHnM KoNnmn JOKYMEHTa HWKe pekBmaunTa "lNMoanmce” npoctasnsatoT
3aBepuTenbHY0 Hagnucb "BepHO", HaMMeHOBaHWe O0SMKHOCTY NnLa, 3aBEPUBLLIETO KOMUIO, ero
NUYHY0 NOAMNNCh, €€ pacluMdPOBKY 1 AaTy 3aBEpPEHUs], Hanpumep:

BepHo

MHcrnekTop oTneJsia KanpoB [loonmcse A.C. IleTpos
25.04.90

Ha konusx ncxogawmx 4OKYMEHTOB, OCTalOLIMXCA B Aene, AonyckaeTcs He ykasbiBaTb AaTy
3aBepeHUs U JOMKHOCTb LA, 3aBEPUBLLETO KOMMUIO.

Mpun nepechbirike KONUK JOKYMEHTa B ApYrue opraHvu3aunm Unm Bbigadye ee Ha pyku
3aBepuTeNbHYO NOANMUCL YOOCTOBEPSIOT NeYaThio.

1.13. lNpu BU3NpOBaHUN JOKYMEHTA, KPOME FIMYHOW NOAMNNCK, YKasbiBalOT ee pacLUnpPOBKY U
aaty. Npn Heob6xoANMMOCTU yKa3blBaKOT AOMKHOCTb BU3NPYIOLLIETO, HAanpumep:

HauvasibHMK HOPUONYECKOT'O
oTzmesa

I[Toonmuce A.T. [laBJjioB
29.01.90

1.14. damunuto ncnonHuTens (CocTaBUTENS) AOKYMEHTa U HOMep ero crnyxebHoro TenedoHa
pacrnonaratoT Ha NMLEBOW UNu, Npu OTCYTCTBUMN MecTa, Ha 0BOPOTHOW CTOPOHE MocreaHero nucTa
AOKYMeHTa B NTEBOM HVXHeM yrny, Hanpumep: MensHukos 924 80 07.

1.15. OTMeTKa 06 MCNONMHEHUN OOKYMEHTa U HanpaBleHUn ero B AeN0 A0MMKHa BKIoYaTb
crneayolime AaHHble:

KpaTkue cBedeHUsi 06 UCMONHEHWW, ECINN OTCYTCTBYET JOKYMEHT, CBMOETENbCTBYOLWNIA 006
WCMOSNHEHMU, UK, NMPU HaNM4YMm Takoro AOKYMEHTa, CCbINKy Ha ero gaty U HoMep;

cnoso "B peno";
HOMep Aena, B KOTOPOM ByaeT XpaHUTLCA AOKYMEHT.

OTtmeTka 06 ncnonHeHun OOKYMEHTa 1 HanpasJieHnn ero B Aesio A0S KHa ObITb NoAnucaHa u
AatnpoBaHa UcnofiHuTenemMm OOKyMmeHTa Unn pykosogutenemMm CTPYKTYypHOro nogpasaeneHud, B
KOTOPOM MUCNOJTHEH OOKYMEHT.

1.16. OTMeTKa 0 NOCTYNNeHMM JOKYMEHTa pacnonaraeTcs B HUXKHEN YacTu NepBoro nucra
AOKYMEHTa W BKITlOYaeT COKpalleHHOe HavMeHOBaHWe opraHn3aumu - nonyyartens AokymeHTa, aaTy
NoCTYNneHus JOKYMEeHTa 1 ero MHAEKC.

1.17. lHgekc co3gaBaeMbIX U NofyYaeMblX JOKYMEHTOB COCTOUT M3 MOPSAKOBOro Homepa,
KOTOPbIA MOXET ObITb AOMNOMHEH NHAEKCOM NO HOMEHKNAaType Aern, UHOEKCOM MPUMEHSIEMOro
knaccudmkaTopa (KoppecnoHAEHTOB, BOMPOCOB AEATENBHOCTU U Ap.).



Ha pokymMeHTax, cocTaBneHHbIX COBMECTHO HECKOMBKMMU OpraHu3aumnsiMun, permcTpaumoHHbIe
WHAEKCbl aBTOPOB MPOCTABIISAOT Yepes KOCYH YepTy B MOpSAKE ykazaHWUs aBTOPOB Ha JOKYMEHTe
(cnesa HanpaBgo).

Cchblinka Ha MHAOEKC M AaTy BXOASLEro OKyMeHTa BKMYaeT MHOEKC U AaTy, yKa3aHHbIe Ha
[IOKyMEHTE, Ha KOTOpPbI 1aeTcs OTBeT.

1.18. OTmeTKa 0 nepeHoce AaHHbIX Ha MaLUWHHbIA HOCUTENDb BKItoYaeT 3anuck "MiHdopmauuns
nepeHeceHa Ha MalUMHHbIA HOCUTENbL", NOANMMCH NLA, OTBETCTBEHHOIO 3a NEPEHOC AaHHbIX, U AaTy
nepeHoca.

2. TpeboBaHuA K GriaHKam

2.1. Ha 6naHke OOKyMeHTa OO0JDKEeH ObITb cOCcTaB PEKBU3NTOB N NOPALOOK X pacCnofioXXeHnd,
yCTaHOBJ1€HHbIE HACTOALLUNM CTaHOapPTOM.

2.2. YcTaHaBnuBealoTca ABa Buaa 6naHkoB: GnaHk Ans nucem 1 obmin 6naHk aons apyrux BUAOB
OpraH13aLMoHHO-pacnopaanUTENbHbIX JOKYMEHTOB.

MN3roTtoBneHne 6naHKoB KOHKPETHbLIX BUAOB OOKYMEHTOB JOMYCKAETCs, ECNN 3TUX JOKYMEHTOB
cosnaetcsa 6onee 200 B rof.

2.3. YcraHaBnueatoTcsa asa dopmara 6naHkoB - A4 n A5 no FOCT 9327.

BnaHku kaxxgoro Buaa U3roToBmsilOT HA OCHOBE YrIOBOrO MINN NPOAOSIbHOMO PacrnonoXeHNs
PEKBU3UTOB.

PacnonoxeHue PEKBU3NTOB N pa3Mepbl Ha GnaHkax npuBeaeHbl B NPUIOXeHnn 1.

2.4. Ha BbnaHkax JOKYMEHTOB PEKBM3UTbLI 3arofloBOYHON YacTu pacnonaratT LLeHTPOBAaHHLIM
(Hayano 1 KoHeL, KaXkaowm CTPOKWN PEKBM3UTA PaBHO yAaneHsbl OT rpaHuL, Nnowaam) nnm onarosbim
(kaxkgas cTpoka pekBM3MTa HaYMHAETCS OT JIEBOW rpaHuULbl NoLaan) cnocobom.

2.5. N3o6pakeHne rocyaapctBeHHOro repba Ha 6naHkax ¢ yrrnoBbIM pacnosioKeHnem
PEKBM3UTOB MOMELLAIOT HA BEPXHEM Morne bnaHka Hag cepeanHon CTPOK HaMMEHOBaHMWS
opraHusauui, a Ha 6naHkax ¢ MPoAOMbHbLIM PACMNONIOXEHNEM PEKBU3UTOB - B LLIEHTPE BEPXHETO
nons. uameTp n3obpaxeHus He 6onee 20 MMm.

2.6. HaumeHoBaHWe opraHunsaumm (NosiHoe, CokpalleHHoe UM abbpesnaTypa), BbILUECTOSLLMNX
OpraHoB, a TaKKe CTPYKTYPHOro nogpasaeneHus OMKHO COOTBETCTBOBATbL HAMMEHOBaHUAM,
YCTaHOBMNEHHbLIM COOTBETCTBYOLLMMM NPABOBLIMW aKTaMMu.

HaumeHoBaHWe CTpyKTYpHOro nogpasaeneHns gonyckaeTcs Hapsay ¢ TMnorpadpckum nevatatb
MaLUMHOMUCHBLIM CNOCOBOOM.

2.7. B kayecTBe aMbnembl opraHM3aumm 4OMKEH NCNOSb30BaTbLCA TOBAPHLIN 3HAK (3HAK
obcnyxnBaHus), 3aperMcTpUpoOBaHHbIN B YCTaHOBINIEHHOM MOpPSIAKE.

VI306pa>|<eHV|e ambrnemsbl crniegyeT pachnoaratb Ha ypoBHEe HanmMeHOoBaHUA opraHn3auun.

2.8. Ha GnaHkax ans nMcem ykasblBaloT pekBu3nThbl: "IHAEKC NpeanpuaTus CBA3W, NOYTOBLIN U
TenerpadHbIn agpec, Homep TeneTtanna (aboHeHTckoro Tenerpada), Homep TenedoHa, Homep

cyeTta B bGaHke", "[ata", "Mingekc", "Ccbinka Ha MHOEKC 1 gaTy BxoasdLiero okymeHTa", "Koa nucbma



no OKY[l", "Koa opranmsauum no OKMO".

2.9. Ha o6wux 6naHkax ykasbiBaloT pekBuauTbl: "[data", "MiHgekc", "MecTo cocTaBneHus nnm
n3ganus”, "Kog oprannsaumm no OKIMO".

2.10. MNpun nevataHum 6aHKOB OOIMKHbI MPUMEHATLCS TUNorpadckne WpudgTbl pasMmepom oT 6-ro
0o 16-ro kerna no FOCT 3489.2 - TOCT 3489.6, TOCT 3489.10 n FOCT 3489.33. [insa ochopmMmneHus
peksmsnTa "HanmeHoBaHve opraHu3auumn” gonyckaeTcs NPUMEHATb PUCOBaHHbIE LWPUATLI OT 6-ro
0o 24-ro kerns.

2.11. bnaHKkn OKYMEHTOB JOIKHbl UMETb MONd, MM:
nesoe - 20;

BepxHee - He meHee 10;

NnpaBoe M HKHEE - HE MeHee 8.

2.12. BnaHkn JOKYMEHTOB cnegyeT neyaratb Ha 6enon 6ymare nny dymare cBeTnbIX TOHOB
KpacKamu HacbILLEHHOro LBeTa, NO3BOMSALLMMN TUPAXNPOBaTb JOKYMEHTLI C MOMOLLLIO CPeaCcTB
onepaTuBHoOM nonurpaduu.

2.13. lNpun neyaTaHMn Ha BnaHkax TpadapeTHbIX YacTeN TEKCTA OCHOBAHWUS] CMEXHbIX CTPOK, B
KOTOpble BHOCUTCH MaLUMHOMUCHBLIVA TEKCT, AOMXHbI pacnonaratbCs Ha pacCTOSHUW, KPaTHOM
MEXCTPOYHOMY UHTEpPBany NULLYLLMX MaLLVH.

2.14. OrpaHnunTEenbHbIE OTMETKWN AN MONEN N OTAENbHbLIX PEKBM3UTOB HAHOCATCS Ha OnaHk B
BMUAE YrofKoB Unu Apyrux 0603Ha4YeHni. [lonyckaeTcsi HAHOCUTL Ha OnaHKM OTMETKM Ans
danbLOoBKM 1 ANS NPpoOUBKN OTBEPCTUI ObIPOKONaMN.

2.15. MNpwv co3gaHnMm JOKYMEHTa Ha HECKOIbKMX A3blkax PEKBM3NUTLI GrnaHka A0MmKHbI ObiTb
npoaybnmpoBaHbl Ha 3TUX A3blKax.

3. TpeboBaHus K TeKCTaM AJOKYMEHTOB

3.1. TekCT opraHM3aLMOHHO-pacnopsaNTENbHbIX AOKYMEHTOB 0QOPMIISIOT B BUAE aHKEThI,
Tabnuubl, CBA3HOrO TEKCTA, a TaKKe B BUAE COeAUHEHMS 3TUX POpM.

3.2. Npwu cocTaBneHnn TeKCTa B BUAE aHKeTbl HAMMEHOBAHMWS NMPU3HAKOB AOSKHbI ObITb
Bblpa)Ke€Hbl UMEHEM CYLLECTBUTENbHLIM B UMEHUTENBHOM Nagexe Unv CrioBOCOYETAHUSIMU C
rnarofioM BTOPOro fnvua MHOXECTBEHHOrO Yncna HacTosiLero unu npoweawero sBpemexu ("obinun”,
"Haxogmnuce", "umeeTe", "BnageeTe"). XapakTepuCTUKN, Bblipa)KeHHbIE CITOBECHO, JOSTKHbI

rpaMmmMaTmnyeckn cornacoBbiBaTbCA C HaMeHOBaHUAMU NPU3HAKOB.

3.3. 'padbl 1 CTpOKM TabnMLbl AOSMKHBbI UMETb 3arosyiIoBKW, BblpaXKEHHbIE MMEHEM
CYLLIECTBUTENBbHBLIM B UMEHUTENbHOM Nagexe. [Moasaronosku rpad 1 CTPOK rpaMMaTyecku
JOMKHBbI ObITb COrnacoBaHbl C 3aronoBkamMmu.

Ecnn tabnuuy nevartatot 6onee Yem Ha OAHOM CTpaHuue, rpadbl Tabnuubl 4OMMKHbI ObiTh
NPOHYMepPOBaHbI U Ha CreaylLmMX CTpaHULax neyartaroT TONbKo HoMepa rpad).

3.4. Ecnu cnnoLwHOM CBA3HLIN TEKCT COAEPXKUT HECKOMbKO PELLEHWI, BbIBOAOB U T.4., €70
cnepyet pa3buBatb Ha pasgernbl, Nogpasaensl, NyHKTbI, KOTOPbIE HYMEPYIOT apabckumm Lumdpamu.



3.5. B pacnopsauTenbHbIX JOKYMEHTax opraHusaumi, 4eACTBYIOWMX Ha NpuHUmne
e[IMHOHavanus, a Takke B JOKYMeHTaX, afpecoBaHHbIX PYKOBOACTBY, hopMa U3NMOXKEHNS TeKCcTa
AOMkHa ObITb OT MEePBOro Nuua eaAnHCTBEHHOro Ymcna ("npukassiBako”, "npegnarato”, "npoiuy").

3.6.B pacnopaanTenbHbIX AOKYMEeHTaXx KosriermarbHbIX OpraHoB TEKCT U3naratoT OT TpeTbero

nvua eguMHCTBEHHOro Yucna ("nocraHosnget", "pewmn”).

B coBMECTHbIX pacnopagunTenbHbIX OOKYMEHTaX TEKCT n3naratoT OT nepBoro nuua

MHOXeCTBEHHOro 4ucna ("npukassisaem", "pewmnn”).

TeKCT NpoToKoNa nsnaratT OT TPETLENO NMLAa MHOXECTBEHHOrO Yncna ("cnywanu”,

"BbICTYNUNK", "noctaHosunn").

3.7. B gokymeHTax, ycTaHaBnMBatoLMX NpasBa 1 0653aHHOCTY (MONOXEHNE, UHCTPYKUMS), a
Takke coaepXallmx onMcaHne Unm oueHKy akToB (akT, cripaBka), UCMONb3yT (OPMY M3NOXKEHUS
TeKcTa OT TPETLEro NLIA eANHCTBEHHOIO UMM MHOXECTBEHHOro Yncna ("otaen ocylecTBnsaeT

dyHKUMK", "B coCcTaB 00beguHEHM BXOAAT", "KOMUCCUS ycTaHoBMMIa").

3.8. B nucbMax ncnonb3yT popMbl N3NOXKEHNUS:

OT NepBOro fnMua MHOXeCTBEHHOro ynucna ("npocum Hanpasute", "Hanpaensem Ha
paccmoTpeHne");

OT NEepPBOro fMua eguHCTBEHHOro Yncna ("cuntaro HeobxoanmeiM", "NpoLly BbIAENUTL");

OT TpeTbero nuua eauHCTBEHHOro Yncna ("MMHMCTEPCTBO He Bo3paxaeT", "locctaHaapt CCCP
CUMTaEeT BO3MOXHbIM").

4. TpeboBaHUA K AOKYMEHTaM, U3roToBnsieMbIM C
MOMOLLLIO NeYyaTaroLmx yCTPONCTB

4. TpeboBaHWs K AOKYMEHTaM, U3roTOBMSIEMbIM
C MOMOLLbIO NeYaTarLWwmnx YyCTPONCTB

4.1. TekCT JOKYMEHTOB Ha 6raHkax doopmaTa A4 nevaTatoT Yepes NosiTopa MEeXCTPOUYHbIX
WHTepBana, Ha 6raHkax oopmaTta A5 - Yepes OAMH MEXCTPOYHbIA MHTepBarn.

TeKcTbl LJOKYMEHTOB, MOArOTOBMSAEMbIX K TUMOrpadckoMy U3faHuo, gonyckaeTcst nevataTb
yepes ABa MEeXCTPOYHbIX MHTEpPBana.

4.2. PekBuanTbl (Kpome TeKCcTa), COCTOSILLME U3 HECKONBKUX CTPOK, NevaTalT Yepes OauH
MEXCTPOUYHbIN MHTepBarn. CocTaBHble YacTu peksmsnToB "Agpecat”, "lpud yTeepxaeHns",
"OTmeTKa 0 Hanuumm npunoxenns", "INpud cornacosaHna" otTaenaoT apyr ot gpyra 1,5-2
MEXCTPOYHbIMW MHTEPBanamMmu, Hanpumep:

COTJIACOBAHO
1,5

T'enepanpuelt gupekTop HIIO
1

"XuMmaBTOMaTHKA"
2

JI.M. IleTpos



4.3. PekBu3anTbl JOKYMEHTa OTAENAOT APYr OT Apyra 2-3 MeXCTPOYHbIMU MHTEpBanamu.
4.4. HasBaHuve B1aa AOKYMEHTa neyaTtarT NponncHeIMM DykBamu.

4.5. PacwmndpoBKy nognncu B pekeuante "noanvck” nevyaTtaroT Ha YpoBHE nocrieiHen CTPOKU
HavMeHOBaHMWS AOIMKHOCTM 6e3 npobena Mexay uHuumanamu n pamumnmuen.

4.6. MakcmanbHas gnvHa CTPOKN MHOIFOCTPOYHbIX PEKBU3UTOB - 28 3HaKoB.

Ecnu 3aronoBok k TekcTy npesbiwaeT 150 3HakoB (5 CTpOK), ero gonyckaeTca Npoaneeartb 4O
rpaHuLbl NpaBoro nons. TOYKy B KOHLE 3arofioBka He CTaBAT.

4.7. MNpn nevyaTaHMM JOKYMEHTOB UCMOSb3YHOT BOCEMb CTaHAAPTHbIX MONOXEHUA TabynsaTopa:

0 - OT rpaHu1Lbl NEBOrO NMONSA ANs NeyYaTaHusa peksmanToB "3aronoBok k TekcTy", "TekcT" (6e3
absaues), "OTMeTKa 0 HanU4MM NpuUNoXxeHus", "Gamunusa NCNONTHUTENS 1 HOMep ero TenedoHa",
"OTmeTka 06 UCMOSNTHEHUN OOKYMEHTA U HanpaBnieHUn ero B Aefno", HAMMEHOBaHMSA OOJMKHOCTU B
peksusuTax "Mognuck" n "lNpud cornacosaHua", 3aBepuTenbHON Hagnucu "BepHo", a Takke cnos
"CITYWAJIN" "BbICTYNUNWN", "PEWLINNN", "MOCTAHOBUIN", "TIPUKA3BIBAIO", "MPEONATAIO";

1 - nocne 5 nevaTtHbIX 3HaKoB AN Havana ab3alues B TEKCTE;

2 - nocrne 16 neyaTHbIX 3HAKOB Afsl COCTaBNeHUs Tabnuuy 1 TpadapeTHbIX TEKCTOB;

3 - nocne 24 neyaTHbIX 3HAKOB A COCTaBneHus Tabnuu u TpadapeTHbIX TEKCTOB;

4 - nocre 32 nevaTHbIX 3HAKOB AN1A pekBM3uTa "agpecart”;

5 - nocne 40 nevaTHbIX 3HAKOB ANd pekBuanta "rpud yreepxxaeHmsa” n "rpud orpaHnyeHmns
A0CTyna K JOKyMeHTY";

6 - nocne 48 nevaTHbIX 3HAKOB ANd paclumMdpoBKM NOANMUCU B peKBU3NTE "Nognuck";

7 - nocne 56 nevaTHbIX 3HAKOB ANSA COCTaBNeHUs Tabnuy n TpadapeTHbIX TEKCTOB, a Takke Ans
npoctaHoBku kogos no OKIMO n OKY/[.

4.8. an/l Haln4nm HeCKOJIbKNX Fpl/l(bOB yTBEPXOEHUA U cornacoBaHnda nx pacnonaratot Ha O4HOM
YpoOBHE BepTUKalbHbIMU pAgaMn, Ha4nHaa oT 0-ro n 5-ro nonoxeHumn Ta6yn;|Topa.

4.9. Ecnun B TekCTe JOKYMEHTA UMEIOTCHA NPUMEYAHUS UIK BblAENEeHHasi B CAMOCTOSTENbHbIN
ab3ay ccbinka Ha JOKYMEHT, NOCIYXMBLLMIA OCHOBAHWEM K ero nsgaHuto, cnosa "lMpumedaHme” n
"OcHoBaHue" nevatatoT oT 0-ro NonoXxeHus Tadbynsaropa, a OTHOCALLMINCS K HUM TEKCT - Yepes OAuH
MEXCTPOYHbIV MHTEpBarn.

4.10. MNMpun ochopMneHnn JOKYMEHTOB Ha ABYX M Bonee cTpaHuuax BTopas U nocrneayowme
CTpaHu1Lpbl AOIMKHBI BbITb MPOHYMEPOBAHBI.

Homepa cTpaHuy gomkHbl ObITb NPOCTaBMEHbI NOCEPEANHE BEPXHErO MONs nMcta apabckumm
undpamm 6e3 cnoea "cTpaHmua" (CTp.) 1 3HAKOB NpPenuHaHus.

MNMpunoxeHue 1 (o6a3aTenbHoe). PacnonoxeHune u
pa3mepbl PEKBU3UTOB
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