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CoenacHo nucbMmy MuHrocma P® om 4 anpernsa 2003 e. N 07/3276-K0/] nocmaHosneHue loccmaHdapma P®
om 3 mapma 2003 e. N 65-cm He Hyx0aemcs e 2ocydapcmeeHHOU peaucmpauyuu (UHhopmayus onybriukoeaHa
8 bronnemeHe MuHucmepcmea rocmuyuu P® 2003 e. N 5)

1 O6nacTb NnpMMeHeHuUA

HactoAwmn crtanHgapT pacnpocTpaHseTcd Ha  OpraHu3auuoHHO-pacnopsiauTenbHble  JOKYMEHTHI,
OTHOCSALWMEC K YHUPULMPOBAHHON CUCTEME OpraHuM3aunoHHO-pacnopsauTensHon gokyMmeHTaumm (YCOP[), -
MOCTaHOBIEHNS, PACNOPSKEHUS, NPUKasbl, pPeLleHns, NPOTOKOMbl, aKTbl, MMCbMa M Ap. (fanee - 4OKYMEHThI),
BkrtodeHHble B OK 011-93 "O6Lwepoccuickmin knaccudmkatop ynpaeneHyeckorn gokymeHtauun" (OKY[) (knacc
0200000).

HacTosawmn ctaHgapT ycTaHaBnMBaeT: COCTaB PEKBM3UTOB AOKYMEHTOB; TpeboBaHUst kK 0DOpMIIeHUIo
PEKBU3MTOB [OOKYMEHTOB; TpeboBaHMA K OnaHkam [OOKyMEHTOB, Bktoyas OnaHku [OOKYMEHTOB C
BocnpouseeaeHnem FocygapctBeHHoro repba Poccuiickon ®eaepauun.

CxeMbl pacnonoXeHusi pPeKBM3UTOB [AOKYMEHTOB MpuBedeHbl B npunoxeHun A; obpasubl GnaHkos

OOKYMEHTOB - B MPUJT0XXEHUN b.
TPGGOBaHMﬂ HacTodulero craHgapTa ABnArnTCA peKkoMeHOQyeMbIMU.

2 CocTaB peKBU3UTOB [JOKYMEHTOB

Mpn noaroToBKke M OPOPMIEHUN AOKYMEHTOB UCMOMNb3YIOT Crieaytolne pekBU3nTbI:
01 - N'ocypapcTteeHHbIn repb Poccuiickon depepaumu;

02 - repb cybbekTa Poccuickon depepaumu;

03 - ambnema opraHm3aumm Unn ToBapHbIN 3HaK (3HaK 0BCnyXnBaHus);
04 - xop, opraHusauum;

05 - OCHOBHOW rocyAapCTBEHHbIV perncTpaunoHHbii Homep (O PH) topmamndeckoro nuua;
06 - naeHTMKaLNOHHLIN HOMEP HanoronnaTenbLLnKa/Kog NPUYMHBI MOCTaHOBKM Ha yyeT (MHH/KMIM);
07 - kog OpMbl JOKYMEHTA;

08 - HaMMmeHoBaHWe opraHmnsauuu;

09 - cnpaBo4HbIE AaHHblE 00 opraHusaunu;

10 - HaMMeHOoBaHWe B1aa AOKYMEHTa;

11 - pata OOKyMeHTa;

12 - pernctpaumoHHbIN HOMEpP OOKYMEHTa;

13 - ccbinka Ha perncTpaLmoHHbIN HOMEP 1 AaTy AOKYMEHTa;

14 - mecCTO cocTaBneHnsa Unn n3gaHna JOKyMeHTa;

15 - agpecar;

16 - rpud yTBEPXKOEHUS JOKYMEHTA;

17 - pesonioums;

18 - 3arofioBOK K TEKCTY;

19 - oTMeTKa O KOHTpOne;

20 - TEeKCT AOKYMEHTa;

21 - oTMeTKa O HanM4mMm NPUIOXKEHNS;

22 - nognuce;

23 - rpud corrnacoBaHUsA JOKYMEHTA;

24 - BU3bI COrMacoBaHns JOKYMEHTa;

25 - OTTUCK nevaTy;

26 - OTMEeTKa 0 3aBEPEHUN KOMUMU;

27 - oTmeTka 06 ncnonnHuTerne;

28 - oTMeTka 06 MCMONHEHMN JOKYMEHTa U HanpaBreHun ero B Aeno;
29 - oTMeTKa 0 NOCTYNIIEHUN JOKYMEHTa B OpraHn3aumio;

30 - ngeHTNMKaTOP ANEKTPOHHON KONUN JOKYMEHTA.

3 TpeboBaHusi K 0hOPMNEHUIO PEKBU3UTOB JOKYMEHTOB

3.1 TocypapctBeHHbIn Trepb Poccuiickon depgepaumm nomewawT Ha OnaHkax [OOKYMEHTOB B
cooTBeTcTBMM C PegepanbHbIM  KOHCTUTYLMOHHLIM 3akoHoM "O [ocymapctBeHHoMm repbe Poccuiickon
depepaummn” (Cobpanne 3akoHogatenbcTBa Poccunckon ®epepauun, 2000, N 52, yacts I, c1.5021).



3.2 'epb cybbekta Poccuickon Penepauumn noMelaroT Ha GnaHkax OOKYMEHTOB B COOTBETCTBUM C
npaBoBbIMK akTaMu cybbekToB Poccuiickon deagepauun.

3.3 OMmOGnemy opraHu3auum WM TOBapHbIM 3HaK (3HaK obcnyxuBaHUS) nomellaoT Ha 6GnaHkax
opraHu3aumi B COOTBETCTBUM C YCTaBOM (MonoxeHnem ob opraHu3auum).

3.4 Kopg opraHusaumm npocrtaenstoT no OOuwepoccuiickomy knaccudukaTopy npegnpuatuia u
opraHusauui (OKIO).

3.5 OcHOBHOM rocygapCTBEHHbIN perncTpaunoHHbln Homep (OPH) ropnanyeckoro nyuua npocTasnsioT B
COOTBETCTBMU C JOKYMEHTaAMU, BbldaBaeMbIMW HANOroBbIMM OpraHamu.

3.6 VgeHTndunkaLMoHHbLIM HOMepP HanoronnaTtensLmka/koa npudrHel noctaHoBkM Ha yveT (MHH/KIIMMT)
NPOCTaBNSAIOT B COOTBETCTBUMN C JOKYMEHTaMW, BblJaBaeMbIM/ HAMOroBbIM1U OpraHamu.

3.7 Kog cdopmbl gokymeHTa npoctaensoT no ObLiepoccurickomy knaccudukaTopy ynpasrneH4ecKkon
AokymeHTauum (OKY[).

3.8 HaumeHoBaHve opraHusauuu, SABNSOLWENCA aBTOPOM [AOKYMEHTa, AOJPKHO COOTBETCTBOBATb
HauMeHOBaHWIO, 3aKPENNEeHHOMY B €€ yYpeauTerbHbIX JOKYMEHTax.

Hag HavmeHOBaHWeM oOpraHu3auuu yKasblBalOT COKpalleHHoe, a Mpu ero OTCYTCTBUMWM - MOSHOEe
HauMeHOBaHWE BbILLECTOSALLEN OpraHM3aLmn (Mpu ee Hanm4mu).

HanmeHoBaHust  opraHmsauuin  cyobektoB  Poccuiickor  Pegepaumn, WMeOWUX  Hapsgy
rocyaapcTBeHHbIM A3bikoM Poccuiickon ®enepaumm (pyCCkum) rocyfapCTBEHHbIN A3blk CybbekToB Poccuiicko
depepauum, nevaTaloT Ha ABYX A3blKaXx.

HanmeHoBaHWe opraHusaumm Ha rocyaapcTBeHHOM sA3bike cybbekTta Poccuiickon ®enepaumm unm MHoOM
A3bIKEe pacnonaratT HbKe UK cnpaBa OT HAaMMEHOBaHMWSA Ha rocy4apCTBEHHOM A3blke Poccuiickon ®enepaunm.

CokpallleHHOe HaMMeHOBaHME oOpraHuM3auMu NpUBOASIT B TEX CRny4vasdx, Korga OHO 3akpensieHo B
yupeaunTernbHbIX AOKYMeHTax opraHusauun. CokpalleHHoe HanMeHoBaHue (B CKObKax) NomeLLaloT HUXe MNOSTHOro
Unn 3a HUM.

HanmeHoBaHve dunuana, TeppuUTOpUanbHOrO OTAENEHUsi, NpeacTaBUMTENbCTBA YKasbiBalOT B TOM
cryyae, ecrnv OHO SABNSETCS aBTOPOM AOKYMEHTA, U pacrnonaratT HUKe HaMEeHOBaHWUsi OpraHm3aLuu.

3.9 CnpaBoyHble faHHble 06 opraHu3auuM BKNIOYalOT B cebs: NOYTOBLIV agpec; Homep TenedoHa u
Apyrme cBefdeHus Mo YCMOTPEHUIO oOpraHu3aumm (Homepa akcoB, Tenekcos, cveToB B OaHke, agpec
3NEKTPOHHON NOYTLI 1 Ap.).

3.10 HammeHoBaHve Buaa OOKYMEHTa, COCTaBMIEHHOMO WU M3AAHHOrO opraHm3aunen, AOMKHO ObiTb
onpegeneHo ycrtaBoMm (nonoxeHvem 00 opraHuM3aumM) M OOMKHO COOTBETCTBOBATb BMAAM [OKYMEHTOB,
npegycmoTpeHHbiM OKY/[] (knacc 0200000).

3.11 [JaTon OOKyMeHTa sBnsieTCs garta ero nognucaHusa unu yTBepXXAeHus, Ansi npoTokona - gaTa
3acegaHns (NpUHATUS pelleHnst), And akta - gaTta cobbitvs. [JoKyMeHTbl, M3gaHHble AByMSA unu Gonee
opraHm3aumsiMmn, OIKHbI UMETb OAHY (€4QuHyo) aaTy.

[aty nokymeHTa ocpopmnsaoT apabeckumn umdpamm B NocnegoBaTenbHOCTU: AE€Hb Mecsla, Mecsl, rog.
[eHb mMecsaua n Mecsal oopmMmIsT ABYMS napamu apabcknx umdp, pasgeneHHbiIMU TOYKOW; rof - YeTbipbMs
apabckumm Lmdpamu.

Hanpumep, gaty 5 niona 2003 r. cnegyet odhopmnaTe 05.06.2003.

[onyckaetcsa cnoBecHo-LudpoBon cnocob odopmnennss gatel, Hanpumep 05 uioHa 2003 r., a Takke
odopMrieHne gatbl B NOCeaoBaTenbHOCTU: rod, Mecsu, AeHb Mecaua, Hanpumep: 2003.06.05.

3.12 PerncrpaumoHHbIn HOMEP AOKYMEHTa COCTOUT M3 €ro nopsigkoBOro Homepa, KOTOpbiA MOXHO
OOMOMHATL MO YCMOTPEHWUIO OpraHu3auMum WHOEKCOM ferna Mo HOMeHknaType pgden, uHdgopmauuen o
KOppecnoHAEeHTe, UCNOMHUTENSAX 1 Ap.

PervctpaumoHHbin HOMEp OOKYMEHTa, COCTaBEHHONO COBMECTHO OBYMSA W 6Gonee opraHusauusimu,
COCTOUT 13 PEMMCTPALMOHHBIX HOMEPOB JOKYMEHTA KaXKO4O0WM M3 3TMX OpPraHu3aLmin, NpocTaBisieMblX Yepes KOCYHo
YepTy B NOpsAKe yka3aHUsi aBTOPOB B AOKYMEHTE.

3.13 Cchbinika Ha perncTpauuoHHbIi HOMEpP W faTy AOKYMEHTa BKM4aeT B cebs perncTpaumoHHbIN
HOMep 1 JaTy AOKYMEHTa, Ha KOTOpbIN AOMKeH ObiTb AaH OTBET.

3.14 MecTo cocTaBneHuss Nnn usgaHus JOKyMEHTa ykasblBalOT B TOM Criyyae, ecrnu 3aTtpyaHEHO ero
onpeneneHne no pekensnMtam "HanmeHoBaHue opraHmsaummn” n "CnpaBoyHble AaHHble 06 opraHusaumn”. Mecto
COCTaBMEHNSA WM U30aHNS YKa3biBalOT C Y4ETOM NPUHATOrO agMUHUCTPATUBHO-TEPPUTOPUANBHOIO AENeHus,
OHO BK/OYaEeT B ceOS TOMbKO OOLLENPUHSITLIE COKPALLEHNS.

3.15 B kayecTBe agpecarta MoryT ObiTb OpraHu3aLmmn, X CTPYKTYpPHbIE NOAPAa3AeneHusl, JOMKHOCTHbIE
unu cusnyeckne nuua. MNpu agpecoBaHUM AOKYMEHTa LOSDKHOCTHOMY NULY WHMLMAnbl yKasblBalOT nepen
hamunueinn. HanveHoBaHne opraHuM3aunm U ee CTPYKTYPHOro noapasferieHnsl yKkasblBalT B UMEHUTENbHOM
nagexe. Hanpumep (3gecb v ganee npumepbl HAMMEHOBAHWUS OpraHU3aLui, WX CrpaBOYHbIE AaHHbIE U Op.
SABNSAOTCA YCNOBHBIMW):

c
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MuHOCT POCcum



IJenapTaMeHT MHOOpMaATU3ALUN
¥ HAY4YHO-TEXHUYECKOI'O oObecledeHUs

[ormxHocTb nuua, KOTOPOMY afjpecoBaH AOKYMEHT, YKa3blBalOT B AaTellbHOM nagexe, Harnpmumep:

T'eHepalJIbHOMY IUPEKTOPY
OAO "CepepHHE pPEeIr'MOHH"
B.A. JlaryHuUHyY

nnn

AO "3OJIeKTPOLEHTPOMOHTAaX"
I'mapHOMy Oyxranrepy
B.M. KoueToBy

Ecnu OOKYMEHT OoTnpaBndalT B HECKONIbKO OOHOPOAHbIX opraHmsauMﬂ NN B HECKOJIbKO CTPYKTYPHbIX
ﬂOﬂpGSﬂeﬂeHMﬁ oAHoMn opraHudauumn, To nx crnegyeT ykasblBaTb O606LLI.€HHO, Hanpumep:

AIMMHMCTPaUMM PaMOHOB
MoCKOBCKOM oOOJlacTu

[onyckaeTca LeHTpUpoBaTb Kaxayk CTPOKy pekBuauTa "Agpecat" no OTHOLUEHWO K CamMOn ANWHHOMN
cTpoke. Hanpuwmep:

T'staBHOMY penaxkTopy
VI3maTesIbCKOT'O JoMa
"Menouanmom"

H.B. CeMmmHOMN

[lokymeHT He gomkeH cogepxatb 6onee yeTbipex agpecatoB. Croso "Konua" nepen BTOpbIM, TPETLUM,
4YeTBEPTbIM agpecatamu He ykasbiBaloT. [Mpu GonblleM uyucne agpecatoB COCTaBNSAT CMMCOK PaCChbINKu
OOKyMEHTA.

B coctaB pekBuauta "Agpecat’ MOXeT BXOO4WUTb MOYTOBbIA agpec. JreMeHTbl NOYTOBOro agpeca
yKasblBaloT B NOCMNeL0BaTENbHOCTW, YCTAHOBIEHHOW NpaBuiamm oka3aHusi yCryr noyYToBOW CBA3M.

Mpn agpecoBaHMM MUCbMa B OpPraHM3aLMI0 yKa3blBalOT €€ HauMeHOBaHWe, 3aTeM MOYTOBbIN agpec,
Hanpumep:

T'ocynmapCcTBeHHOE yUpexIeHMe

BcepocCcuyCKUIM Hay4HO-MCCJIENOBATEJIbCKUM
MHCTUTYT OOKYMEHTOBEIEHMSA M apxXMBHOTO Oeja
Ipodbcow3uas yiu., n.82, Mockma, 117393

Mpu agpecoBaHUM OOKyMeHTa (OU3MYECKOMY FULY YKasblBalOT pamMunuio M MHULMAnNbI nony4vatens,
3aTeM NMoYTOBbLIN agpec, Hanpuvep:

Obpaszuory O.II.
yn.Cagosasd, m.5, xB.l1l2,
r.JIunky, KupeeBCKMM pP-H,
Tynbckasa obis., 301264

3.16 [dokyMeHT yTBepXOaeTcs OOIPKHOCTHbIM JMLUOM (OOMKHOCTHBIMM FMUaMKW) WM cneuunanbHo
n3gaBaemblM JOKYMEHTOM. [Npu yTBEPXKAEHUN AOKYMEHTA AOMKHOCTHBLIM FMLOM rpudd YTBEPXKAEHUS [OKYMEHTA
OOImKeH coctosATb 13 crioBa YTBEPXKOAHR (6e3 kaBblvek), HAMMEHOBaHUSA AOMMKHOCTU Nuua, yTBEPXKOAKLLEero
OOKYMEHT, ero noAnucu, MHULMarnoB, haMmunum n aatbl YyTBEPXKAEHUS, Hanpumep:

YTBEPXIIAI

[IpesunenT 3A0 "PocTexcTuib"
Jinunasg nomnuceh B.A. CTenaHOB
TaTa

Honyckaetca B peksusute "[puUd yTBEpPXKAEHUA OOKYMEHTa" LeHTpUpoBaTb 3NeMeHTbl OTHOCUTENBHO



camMoW ONMMHHOW CTPOKKU, Hanpumep:

YTBEPXIIAK
T'eHepaJlbHEY IUPEKTOP
AQO "3DJIeKTPOHHEE TexHOoJioTmm"
JIuuHasa nomnuchk JI.B. KysHeuos
ITaTa

Mpn yTBEPXKOEHUN AOKYMEHTA HECKONbKAMWU LOMMKHOCTHBIMM NUUaMuM UX NOAMMCKU pacronaraloT Ha
OZIHOM YpPOBHE.

Mpn yTBEPXOEHUM [OOKYMEHTa MOCTAHOBMEHUEM, pelleHMeM, MPUKa3oM, MPOTOKONIOM rpud
yTBepxaeHus coctout u3 cnosa YTBEPXXOEH (YTBEPXIOEHA, YTBEPXOEHbI wnu YTBEPXXOEHO),
HaMMeHOBaHUA yTBePXAatoLLEero AOKYMeHTa B TBOPUTENBHOM Nagexe, ero aaTel, HoMepa. Hanpumep:

YTBEPXIEH
peueHreM obmero cobpaHusa
akuuoHepos oT 05.04.2003 N 14

nnn

YTBEPXIEHO
npmukasomM BHUUIATL
or 05.04.2003 N 82

"pudh yTBEPXKOEHMA OOKYMEHTa pacrnonaratoT B NPaBOM BEPXHEM YrIy JOKYMEHTa.

3.17 Pesontouus, HanucaHHasa Ha AOKYMEHTEe COOTBETCTBYHOLLUMM AOSXHOCTHBIM NULOM, BKMOYaeT B
cebsa hamunun, MHUUManbl UCNONHUTENEN, coaepXKaHue nopydeHns (Npyu HeOBXOAMMOCTM), CPOK UCNOMHEHUS,
NOANUCL 1 AaTy, Hanpumep:

Mopozorom H.B.

denmoceeBom H.A.

[Ipomy HOOTOTOBUTH MNPOEKT

noroBopa ¢ KoHCaANTMHTOBOM TPYIIION
"TEPMMKA" x 05.10.2003

JInyHasa nomnmchb

ITaTa

[onyckaeTcsa ohopmMneHne pe3onioLmm Ha OT4eNbHOM fnCTe.

3.18 3aronoBoK k TEKCTY BKIOYaET B cebs kpaTkoe cogep)kaHne OOKYMeHTa. 3aronoBoK AOMKEH ObiTb
cornacoBsaH ¢ HaMMEHOBaHNEM BMAa AOKYMEHTA.

3aronoBoK MOXeT OTBeYaTb Ha BOMPOChI:

0 yem (0 KOM)?, Hanpumep:

Mpuka3s o0 co3gaHum aTTeCTaLMOHHOW KOMUCCUN;

yero (koro)?, Hanpuwvep:

[omKHOCTHas MHCTPYKUMSA BegyLlero akcnepra.

K TekcTy 4OKyMEHTOB, 0hOpMIeHHbIX Ha GriaHkax dpopmaTa A5, 3aronoBoOK JOMyCKaeTCcs He yKasbiBaTb.

3.19 OTmMeTKy O KOHTPOSie 3a UCNONHEHMEM JOKyMeHTa obo3HavaloT bykson "K", cnoBom unu wrammnom
"KoHTponb".

3.20 TekCT AOKyMeHTa COCTaBMnSAT Ha rocygapcTBeHHOM s3blke Poccuiickon depepaummn unu Ha
rocygapcTBeHHbIX A3blkax cyobektoB Poccuickon ®degepauum B COOTBETCTBMM C  3aKOHOOATENbCTBOM
Poccunckon ®enepaummn n cydbektoB Poccunckon ®egepauun.

TeKkcTbl LOKYMEHTOB OChOPMIISIOT B BUAE aHKETbl, Tabnuubl, CBA3HOIO TEKCTA N B BUAE COEAUHEHUS
3TUX CTPYKTYP.

lMpn cocTtaBneHun TeKcTa B BUOE aHKETbl HaMMEHOBaHWUsSI MPU3HAKOB XapakTepudyemoro obbekTa
OOIMKHbI ObiTb BblpaXXeHbl MMEHEM CYLLECTBUTENIbHBIM B UMEHWUTENIbHOM Magexe WnvM CIOBOCOYETAHWEM C
rnaroyioM BTOPOro fvLa MHOXXECTBEHHOIO YMCIa HAaCTOSILLEro Unu npoLuegLlero Bpemenu ("nveete”, "Bnageete”
unu "6einn", "Haxogunuce" 1 T.4.). XapakTePUCTUKX, BblPaXKEHHbIE CITOBECHO, AOMKHbI ObITb COrnacoBaHbl C
HaMMEHOBaHUAMM NPU3HAKOB.

l'pacbu N CTPOKU Tabnuubl OOIMKHbI MMETb 3arosioBKM, BblpaXXeHHble MMeHeM CyLleCTBUTElIbHbIM B



nMeHuTenbHoM nagexe. lNoasaronoBku rpad U CTPOK AOMXKHbI ObITb COrMacoBaHbl C 3arofioBkamu. Ecnim
Tabnuuy nevartatoT 6onee Yyem Ha OAHOW CTpaHuue, rpadbl Tabnuubl AOMKHbI ObiTb NPOHYMEPOBaHbl U Ha
crnegyroLmx cTpaH1uax AOmKHbl ObITe HaneyaTaHbl TONbKO HOMepa 3ThX rpad.

CBA3HbIN TEKCT, kak MpaBwuro, COCTOMT M3 ABYX 4acTel. B nepBoi yacTu ykasblBalOT MPUYUHBI,
OCHOBaHU4, LEenW COCTaBMeHWs OOKYMEHTa, BO BTOPOW (3aKmouuTenbHOM) - peLleHus, BbiBOAbl, MPOCkObI,
NpeanoxeHus, pekomergaumn. TeKCT MOXET cogepXaTb OAHY 3aKMYUTENbHYIO YacTb (Hanpumep, npukasbl -
pacnopaauTenbHyo YacTb 6e3 KOHCTaTMPYIOLLEN; MMCbMAa, 3asiBneHns - NpocbOy 6e3 NosicCHeHNs).

B TekcTe foKymMeHTa, MOArOTOBMEHHONO Ha OCHOBaHUM AOKYMEHTOB APYrnx OpraHv3auuvi unmn paHee
N3aHHbIX JOKYMEHTOB, yKa3blBaloT UX PEKBU3UTLI: HAUMEHOBaHWe OOKYMEHTa, HaMMeHOBaHWe opraHnsauumm -
aBTopa AOKYMeHTa, AaTy JOKYMEHTa, PErMcTpPauMOHHbIN HOMEP OOKYMEHTa, 3arofoBOK K TEKCTY.

Ecnu TekcT coaepXut HEeCKOMNbKO peLleHui, BbIBOAOB U T.4., TO €r0 MOXHO pa3buBaTb Ha pasgens,
nogpaszaensl, NyHKTbl, KOTOPblE HYMEPYIOT apabckumu undpamm.

B pokymeHTax (npukas, pacrnopsbkeHue W T.4.) OpraHusauun, AenCTBYIOWMX Ha MpuHUMnax
eJMHOHa4anus, a Takke JOKyMeHTax, agpecoBaHHbIX PyKOBOACTBY OpraHv3auuu, TEKCT uanaralT OT NepBoro
nvua eguMHCTBEHHOro Yucna ("npukassisato”, "npegnarato”, "npotuy”).

B OokymeHTax komnnernanbHbIX OpPraHoB TEKCT u3naraloT OT TpeTbero nuua eguMHCTBEHHOro 4ucna
("noctaHoBnget", "pewnn”).

B coBMeCTHbIX JOKYMEHTax TEKCT u3naratoT OT NepBoro nuua MHoXecTBeHHoro yncna ("npukassisaem",
"pemnnun”).

TekcT npoTokona wmanarawT OT TPeTbero nvua MHoXecTBeHHoro yucna ("cnywanu", "BbiCTynunun",
"nocraHosunun”, "pewumnun").

B OokymeHTax, ycTaHaBnuBawoLWMx npaBa W 0OS3aHHOCTUM OpraHuMsauun, UX CTPYKTYPHbIX
nogpasgeneHni (NoNoXeHne, MHCTPYKLUKUA), @ TakKe codepKallmx onmncaHmne, oLeHKY hakToB UK BbIBOAbI (aKT,
crpaBska), UCMOoNb3YT HOPMY U3NOXKEHUSA TEKCTA OT TPETbEro Nuua eaANHCTBEHHOIO N MHOXECTBEHHOIO Ynucna
("oTaen ocywecTtenseT yHkuun", "B coctaB 06beanHeHusa BxoaaT", "kommcens yctaHosuna").

B nucbmax ncnonb3yloT cneayoLme opMbl U3NOXKEHUS:

- OT NEPBOro LA MHOXECTBEHHOTO Ymcna ("npocum HanpaeuTh", "HanpaBnsieM Ha paccMoTpeHme");

- OT NepBoro nuua eanHCTBEHHOro Yncna ("cumTato HeobxoanmbeiM", "NpoLuy BolaenuTs");

- OT TpeTbero nuua eauHcTBeHHoro uucna ("mMuHucTepcTBo He BospaxaeT', "BHUWOAL cuutaer
BO3MOXHbIM").

3.21 OTMEeTKy O Hanuyuu MPUMOXKEHMUS, HA3BaAHHOrO B TEKCTE MNUCbMa, OGOPMIISIOT CregyLwnM
obpasom:

MpunoxeHwne: Ha 5 n. B 2 3K3.

Ecnu nuceMo nmeeTt npunoxeHue, He Ha3BaHHOE B TEKCTE, TO YKasbiBAKT €ro HaumeHoBaHWe, YNCMo

FIUCTOB M YNCIIO IK3EMMIISAPOB; NPU HaNMU4YMM HECKOMbKUX MPUINOXKEHUIA UX HYMEPYIOT, Hanpumep:

[Ipunoxernmue: 1. IlojoxeHMe OO YHNPaBJEHUM PETIMOHAJIBHOTO KPEeAMTOBaHMS Ha 5 JI.
B 1 5k3.
2. IlpaBuijia NOLOT'OTOBKU n odopmIIeHMs HOOKYMEHTOB YIPaBJIEHUS
PETMOHAJIbHOTO KpeaMTOBaHMUA Ha 7 JI. B 2 BK3.

Ecnu npunoxeHusi copoLLIopoBaHbl, TO YUCIO JIMCTOB HE YKa3bliBatoT.
Ecnu Kk AOKYMEHTY npunaratoT ApYroh OOKYMEHT, Takke UMEHLMIA NPUIOXKEHNE, OTMETKY O Hanmyimm
NPUNOXeHNs1 0POPMIIAIOT CrieaytoLmMm obpasom:

MpuioxeHre : nucbMo PocapxmBa oT 05.06.2003 N 02-6/172 u npuiiokeHUe K
HeMy, BCero Ha 3 JI.

Ecnu npunoxeHve HanpaensoT HE BO BCe YKka3aHHble B JOKYMEHTE afgpeca, TO OTMETKY O ero Hanmymm
0hOpMNSAIOT criegyroLmm obpasom:

[Ipuyioxenme: Ha 3 JI. B 5 »K3. TOJNBKO B I[IEPBHI ampec.

B npunoxeHumn kK pacnopsgutenbHOMY AOKYMEHTY (MOCTaHOBIEHUS], NPMKasbl, PaCNopshKEHNs], NpaBuna,
WHCTPYKLUUW, NMOMOXEHUS, PELLEHMS) HA MEPBOM €ro nN1cTe B NpaBoM BepxHeM yrny nuwyT "MNpunoxeHne N " ¢
yKa3aHMeM HavMEHOBaHWSI pacnopsauTENbHOrO JOKYMEHTa, ero Aatbl U PErMCcTpaLnoHHOro HoMepa, Hanpumep:

[IpunoxeHre N 2
K npmkasy PocapxuBa
or 05.06.2003 N 319



Honyckaetcs BoipaxeHue "TIPUNTOXXEHME N " neyatatb nponncHbiMn OykBamu, a Takke LeHTPUpoBaThb
3TO BblpaXeHue, HaMMeHOBaHWe [OKyMeHTa, ero faTy W perncTpaumoHHbIA HOMep OTHOCUTENbHO CaMOWn
OTNVHHOW CTPOKK, Hanpumep:

IIPMIJIOKEHUE N 2

K npuKasy MuH3IOpaBa Poccun
or 05.06.2003 N 251

3.22 B coctaB peksumsuta "lMognuck” BXOAAT: HaUMEHOBaHWE [OOIDKHOCTW Ivua, noanucasLllero
OOKYMEHT (MornHoe, ecrnv AOKyMeHT odopmieH He Ha OnaHke OOKYMeHTa, M COKpalleHHOe - Ha OOKYMEeHTe,
odhopmneHHOM Ha BriaHke); NMYHas NoANUCh; paclumndpoBka Nnognucy (MHuumansl, damunms), Hanpumep:

Bunie-npesmuoeHT AccouMalumn
PEeTrMOHAJIbHEIX NPeNpuaTU JIMuHaa nomnmce A.A. Bopwmucos

nnu Ha bnaHke:
Bune-npesmuoeHT JIMuHaa nomnmce A.A. Bopwmucos

HonyckaeTtca B peksuaute "lMognunce” LeHTpUpoBaTb HaUMEHOBaHWE OOMKHOCTU nua, NoANMcaBLUEero
OOKYMEHT, OTHOCUTENbHO CaMou ASIMHHON CTPokU. Hanpumep:

VICIOJIHUTEJIbHEIM OUPEKTOP
BA0 "IllapTHep" JIMuHasa nomnnmchb H.A. denopos

Mpn ohopmneHnn [okymeHTa Ha GnaHke OOSMKHOCTHOMO fvua OOMKHOCTb 3TOr0 nuua B NOgNUCK He
yKasblBaloT.

Mpn nognucaHnmM gOKyMeHTa HECKOMBbKUMW AOMMKHOCTHBIMU NLaMM UX NogMNucK pacrnonaratoT ogHy nog
Opyron B nocrnegoBaTenbHOCTU, COOTBETCTBYHOLLEN 3aHMMAEMOW AOSIKHOCTU, Hanpumep:
IVpeKTop MHCTUTYTAa JInuHasa nomnmchb M.B. JlapuH

I'nmaBHEM OyxTajnTep JIMuHasa nomnmchb 3.B. Mapbsdamw

Mpy noanucaHUn JOKyMEHTa HECKOMbKAMU NULAMK PaBHBIX JOIMKHOCTEN UX NMOAMMCH pacronaratoT Ha
0HOM YpOBHE, Hanpuvep:

3aMecTUTelNb IOUpeKTopa 3aMecTUTelNb IOUpeKTopa
IO HayudHOM pabore 10 HayudHOM pabore
JImyHasg noanmchb I0.I'. IeMmooB JImyHasg noanmchb K.M. VMrHaTebeB

Mpn nognucaHnmM COBMECTHOro JOKyMEHTa NepBbIn NMUCT 0popMAAT He Ha GriaHke.
B OokymeHTax, CoCTaBNEHHbIX KOMUCCUEN, YKa3bIBalOT HE AOMKHOCTU NIL, NOAMNUCHIBAOLLNX JOKYMEHT,
a nx 06513aHHOCTM B COCTaBE KOMWCCUM B COOTBETCTBUM C pacnpedeneHnem, Hanpumep:

[lpencenmaTesyib KOMUCCUN JIMuHasa DomOnmMchb B.II. BaHacokeBnu

YJIeHEl KOMMUCCUUA JIMuHasa DomOnmMchb A.H. CokoBa
JImunasa nonnmce A.C. KpacaeuH
JInuHasa nomnmchb O.M. PreICKOB

3.23 Npuch cornacoBannst fokymeHTta coctout n3 cnosa COMMTACOBAHO, gomkHOCTU nuua, ¢ KOTOpbiM
cornacoBaH [OKYMEHT (BKMYasi HaMMeHOBaHWEe opraHu3auuu), NUYHOW MOoANUCK, pacluMdPOBKM MOANUCH
(MHMLManoB, hamunumn) 1 gaTbl COrNacoBaHuKs, HanpuMep:

COIJIACOBAHO
PexTop OMHAHCOBOM akaleMUU

npu llpaBuTenbCcTBe PoccuMckoM dermepalumnn

JIMuHaa DomOnmchb A.T'. T'pasHoOBa



DaTa

Ecnu cornacoBaHue OCYLLECTBMAIOT NUCLMOM, NPOTOKOMOM W Ap., rpuUd cornacoBaHuss oopMnSIT
crneayoLmm obpasom:

COTJIACOBAHO

[ImceMO PoccumckoM akaleMuU
MEOULIMHCKMX HAaYK

or 05.06.2003 N 430-162

nnn

COTJIACOBAHO

[IpoTokOJ 3acenaHus IllpaBjeHUs
Poccuymckoy I'OCyHOapCTBEHHOM
CTpaxoBoM koMIaHum "Pocroccrpax"
or 05.06.2003 N 10

3.24 CornacoBaHne [OKyMeHTa OQOPMMSIOT BU30W COrfacoBaHUA [OOKyMeHTa (ganee - Busa),
BKNtovarLllen B cebs noanucb M AOMKHOCTb BU3MPYIOLLEro OOKYMEHT, paclumdpoBKy nognvcu (MHuumansl,
hamunuio) n gaty nognucaHuns. Hanpuwvep:

PyKOBO,HM’I‘eJ’H: PPEMINYEeCKOI'O oTHmeJia
JIMuHasa nonnmch A.C. OpJios
DaTa
Mpy HanMuYun 3amevaHnn K JOKYMEHTY BU3Y 0hOopMAsOT criedyroLum obpasom:
3aMedaHusa npuilaramnTcs
PyKOBOILI/ITe.Hb PPMINYECKOI'O oTImeJia

JInuHasa nomnmchb A.C. OpJsios
IHaTa

3amevaHusa usnararT Ha OTAENbHOM NMCTE, NOANUCHIBAIOT U NpUaratoT K JOKYMEHTY.

[na gokymeHTa, NOANMHHMK KOTOPOro OCTaeTCcs B OpraHusaumu, BM3bl NPOCTABMAT B HKHEN YacTu
000OpPOTHOM CTOPOHLI NOCHEAHErO NUCTa NOoASMHHMKA AOKYMEHTA.

[na nokymeHTa, NOANMHHUK KOTOPOro OTNPAaBIAIOT M3 OpraHn3aunm, BU3bl MPOCTABMSAOT B HXKHEN YacTuh
NNLEBOI CTOPOHbI KOMUWM OTNPaBNSAEMOro AOKyMEHTa.

Bo3amoxxHO odhopmneHne BM3 JOKYMEHTA Ha OTAENbHOM JINCTE COrnacoBaHus.

JonyckaeTtcs, N0 yCMOTPEHUIO OpraHM3aunm, NONIMCTHOE BM3NPOBaHNE JOKYMEHTA U ero NpuIioXeHus.

3.25 OTTnck nevatn 3aBepsdeT MOLJSIMHHOCTbL MOAMMCUM AOMMKHOCTHOrO nvua Ha [OOKyMEeHTax,
yOOCTOBEPSIOLWMNX NpaBa nuu, OUKCUpyowmnx akTbl, CBA3aHHble ¢ (OMHAHCOBBIMM CPeACTBaMM, a Takke Ha
WHbIX JOKYMEHTax, NpegycMaTp1BaloLLUX 3aBepeHne NogIMHHOM NOAMMCH.

[okyMeHTbI 3aBepSA0T NevaTbio OpraHusaunm.

3.26 [pu 3aBepeHWM COOTBETCTBUS KOMUW [OKYMEHTA MOASIMHHWKY Hke pekBusuTta "lMognuce”
NPOCTaBNAT 3aBepUTENbHYIO Hagnuck: "BepHO"; OOMKHOCTbL Nnuua, 3aBepuBLLEro KOMUI0; FMNYHYIO NOAMUCH;
pacLmMgpoBKy nognucy (MHMLmansl, aMmnnuio); gaTty 3aBepeHusi, HanpumMep:

BepHo
VHCleKkTOp CJyX0ObBl KaIpOoB JImyHasga nonnmchb T.C. JleBUEHKO
HaTa

,D,OI'IyCKaeTCFI KOMMIo OOKYMEHTa 3aBepATb NeYyaTtblo, onpeaensemMon no YCMOTpPEHUIO opraHmnsauun.



3.27 OtmeTka 06 ucronHuTene BKroYaeT B ceba nHUumMansl 1 daMmunmnio UCNoNMHUTENSA JOKYMeHTa U
Homep ero TenedoHa. OTMeTKy 06 WCMonHUTEne pacronaraloT Ha nMUEeBOM WM 0BOPOTHOW CTOpOHE
nocnegHero nucTa 0KyMeHTa B TEBOM HWKHEM YITy, Hanpumep:

B.A. Xykos

924 45 67

3.28 OTmeTKka 06 MCMONHEHNM OOKYMEHTa W HamnpaBneHun ero B Aerno BKMYaeT B ceba cregyove
AaHHbIE: CCbINKY Ha gaTy U HOMep AOKYMeHTa, CBMOETENbCTBYIOLWErO O €ro UCMOMTHEHUM, UMK, NPU OTCYTCTBUK
TaKoro [OKYMEeHTa, KpaTkve cBegeHuss o6 mcrnonHeHuw; crioBa "B geno"; Homep aena, B KoTopom Oyaet
XPaHUTbCH OOKYMEHT.

OTmeTka 06 UCMOMHEHUW OOKYMEHTA W HarnpaBfeHun ero B Aeno MNOANUCbIBaeTCst M gaTtvpyeTcs
UCnonHUTeNnem AoOKyMeHTa Unu pykoBOAUTENEM CTPYKTYPHOrO NoApasaeneHus, B KOTOPOM UCMOMHEH AOKYMEHT.

3.29 OTmeTKa O NOCTYNMEHNN JOKYMEHTA B OPraHU3auuio CoaepXuT odepeHon nopsakoBbld HOMEP U
AaTy NnocTynneHnst 4JOKyMeHTa (Mpu HeoBXOAMMOCTM - Yacbl 1 MUHYTbI).

JonyckaeTcs 0OTMETKY O NOCTYMMEHUN AOKYMEHTa B OpraHM3aumio NpocTasnaTb B BUae wWramna.

3.30 WVpgeHTudukaTopom 3NEKTPOHHOM KOMUM OOKYMEeHTa SBNAeTcsa OTMeTKa (KOMOHTUTYN),
npocTaBnsemMas B IeBOM HUKHEM YITy KaXKOOW CTpaHuLbl JOKYMEHTa U coaepallas HaMMeHoBaHue daina Ha
MaLLMHHOM HOocuTene, AaTy 1 Apyrue nouckoBble AaHHbIE, yCTaHaBMMBaeMble B OpraHusaL .

4 Tpeb6oBaHusA K 6r1aHKaM AOKYMEHTOB

4.1 [JokyMeHTbl M3roTaBnusatoT Ha GnaHkax.

YcTaHaBnuBaloT ABa cTaHAapTHbIX popMaTa bnaHkoB AokyMeHToB - A4 (210 x 297 mm) n A5 (148 x 210
MM).

Kaxgbli nUCT OKyMeHTa, OhOpMIEeHHbIN Kak Ha BraHke, Tak u 6e3 Hero, JOMKeH UMEeTb MONSA He MeHee:

20 MM - neBoe;

10 MM - NpaBoe;

20 MM - BEpXHEE;

20 MM - HXHee.

4.2 bnaHkn OKYMEHTOB CrnegyeT u3rotaenmeaTb Ha 6enon Gymare nnm Gymare CBeTbIX TOHOB.

4.3 bnaHkn oKyMeHTOB OhOpMIISOT B COOTBETCTBUM C nNpunoxeHnem A. OpMeHTUPOBOYHLIE FPaHULbI
30H PacnoOnOXeHUss PeKBU3UTOB 0003HayeHbl MNyHKTUpOM. Kaxgas 30Ha onpegenseTcd COBOKYMHOCTHHO
BXOASILLUX B HEE PEKBU3NTOB.

4.4 B 3aBUCMMOCTM OT PacrosiOXXeHMs1 PEKBU3NTOB YCTaHaBMMBalOT ABa BapuaHTa GnaHKoOB - yrioBon
(pucyHok A.1) n NpoAonbHbIN (pUCYHOK A.2).

4.5 Peksnaunt 01 (02 nnn 03) pacnonaratoT Hag cepeaunHon peksusmTa 08. PekBuant 03 gonyckaertcs
pacnonaratb Ha ypoBHe peksusmTa 08.

Peksunantel 08, 09, 10, 14, orpaHnuymTenbHble OTMETKM onst peksusntoB 11, 12, 13 B npegenax rpaHuy,
30H pacnosnioXKeH!s1 PEKBU3UTOB pa3MeLLaloT O4HUM 13 CNoCOOOB:

- LUEHTPUPOBaHHbIM (Ha4ano M KOHEL, KaXdoW CTPOKM PEKBU3UTOB paBHO yAaneHbl OT FpaHuL, 30Hbl
pacnonoXeHNsi PEKBU3UTOB);

- (pnaroBblM (Kaxgas CTpoKa PEKBM3UTOB HAYMHAETCA OT NEBOW rpaHuubl 30HbI PACMONOXeHUs
PEKBU3UTOB).

4.6 [Ons opraHusauumn, ee CTPYKTYpPHOro nodpasgerneHusi, OOIDKHOCTHOro Iimua ycTaHaBnuBalT
cneaywowme Buabl 6r1aHKOB JOKYMEHTOB:

- 06K 6bnaHk;

- BriaHKk NMcbMma;

- BnaHK KOHKPETHOro BMaa OOKyMeHTa.

4.7 OB BraHK MCNonb3yloT ANs U3roTOBMNEeHUS MobbiX BUAOB AOKYMEHTOB, KpDOME NMMCbMa.

OOwun GnaHk B 3aBMCMMOCTU OT YYpEeOWTENbHbIX OOKYMEHTOB OpraHv3aumv Bkno4vaeT B cebs
pekeuantbl 01 (02 nnm 03), 08, 11, 14.

BbrnaHk nucbema B 3aBUCUMMOCTU OT y4peauTernbHbIX OOKYMEHTOB OpraHmsauum BKIOYaeT B cebs
pekeuautbl 01 (02 unu 03), 04, 05, 06, 08, 09 1, npn HEO6XOOUMOCTH, OrpaHNYNTENTbHBIE OTMETKN ANS BEPXHUX
rpaHuL, 30H pacnonoxeHunsa peksmamTtos 11, 12, 13, 14, 15, 17, 18, 19, 20.

BrnaHk KOHKpETHOro BMAa LOKYMEHTa, KpOMe MMCbMa, B 3aBUCMMOCTU OT YYpeanTesNibHbIX JOKYMEHTOB
opraHm3aumm BkrtodaeT B cebs peksnsmtel 01 (02 unu 03), 08, 10, 14 n, Np1 HEOBXOAMMOCTU, OrpaHNYMTENBHbIE
OTMETKM ANs rpaHnL, 30H pacnonoxeHus peksnantos 11, 12, 13, 18, 19.



4.8 [Onsa opraHusauun cybobektoB Poccuiickon Pepepaumn, MMeEOLWMX Hapsigy C rocyAapCTBEHHbIM
sa3blkom Poccuickon ®efepaummn rocygapCTBeHHbIN sa3blk cybbekta Poccuinckon ®enepauum, LenecoobpasHo
MCrnonb3oBaHWe NpogonbHOro GnaHka; npu atom peksusnTbl 08, 09, 14 nevaTaldT Ha OBYX A3blkax: PYyCCKOM
(cneBa) 1 HauMoHanbHOM (cripaBa) Ha OOHOM YPOBHE.

4.9 MNpn “3roToBNEHUN OOKYMEHTOB Ha ABYX M Gonee cTpaHuuax BTOPYH M nocrneaytolmne cTpaHulbl
HyMepYIoT.

Homepa cTpaHuy NpocTaBnsioT nocepeanHe BEPXHEro Nons nucra.



MpunoxeHue A

Cxembl pacnofioXxXeHnda PpeKBU3NToB OKYMEHTOB

20 73 88 10
+“—>| < > < > | 4—>
A
3]
v
A A 01 02 16 19
17 03
v
08 09 10 15
51 04 05 06 07
v
A 11 12 17
13
22 14
v
A 18
18
v
20
297
A 21 22 25
20
v
A 23 24 26
27
40
A |28 30 29
16 |
v v
A
20
v
210
PucyHok A.l - PacrnojioxeHre PEeKBM3UTOB M TPAHMIE 30H Ha dGopmaTe

A4 yrinoBoro OJjaHKa

(cnpaBo4HoeE)
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PucyHok A. 2 - PacHoJIoOXeHMe PEeKBUIUTOB M I'PaHMUEl 30H Ha Qopmare A4

NIpOonOoJIbHOTO 6ylaHka




IIpunoxenue B
(cnpaBouHOE)

O6pasisl 6j1aHKOB OOKYMEHTOB

POCAPXVB
TocynapCTBEHHOE yuUpexIeHMe
BCEepOCCUMUCKUI HAYUHO-MUCCIIENOBATENIbLCKUMA MHCTUTYT OOKYMEHTOBEIEHMS UM apXMBHOTO IeJia
(BHMUIOALT)

Mockea

Pucynok B. 1 - OOpaszen ofmero OjaHka oOpIraHM3aluu




POCAPXVB
T'ocymapCTBEeHHOE ydpexIeHUe
BcepoCCHUMCKMY HAYYHO-MCCJIENOBATEJIbCKUM MHCTUTYT
IOOKYMEHTOBEOEHMI M apXMBHOT'O IeJjia
(BHVMMIIAL)

[IpobcowsHasa ymu., n. 82, Mockea, 117393
Ten./daxc (095) 718-78-74
E-mail: mail@vniidad.ru
http ://www.vniidad.ru
OKHO 02842708, OI'PH 1027700380795,
VIHH/KII 7708033140/771001001

N

Ha N oT

Pucynok B.2 - Of6pasel yIjoBoro 6OjiaHka MNMCbMa OpPITaHM3alUMn




POCAPXVB
T'ocymapCTBEeHHOE YyUpexIeHMe

BCGpOCCMﬁCKVIﬁ HayYJHO—MCCﬂeﬂOBaTeHBCKVIﬁ VMHCTUTYT IHOOKYMEHTOBEIOEHMA UM aAPXMBHOI'O IOeJjla

(BHMMIOALT)
IpobcowsHasa ymu., n. 82, Mockea, 117393
Tesn./bakc (095)718-78-74. E-mail: mail@vniidad.ru

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

Ha

oT

Pucynok BE.3 - OOpaszel] NponojibHOTO OJjlaHkKa MNMCbMa OpITaHM3alun




POCAPXVB
T'ocymapCTBEeHHOE ydYpexIeHMe
BCEepOCCUICKUI HAYUHO-MUCCIENOBATENILCKUMA MHCTUTYT OOKYMEHTOBEINEHMS UM apXMBHOTO IeJia
(BHMMIOALT)
3aMeCcTuUTeNb OMpeKTopa
llpobcowzuas yi., n. 82, Mocka, 117393. Temn./daxc (095) 718-78-74. E-mail:
mail@vniidad.ru
OKIIO 02842708, OI'PH 1027700380795, MHH/KII 7708033140/771001001

N
Ha N oT

Pucynok B.4 - OOpaszel NpomoJibHOI'O OJlaHKa IIMCbMa IOJDKHOCTHOTO JIMLla




POCAPXVB
T'ocymapCTBEeHHOE ydYpexIeHMe
BcepoccumCkmy Hay4dHO-MUCCJIENOBATEJIbCKUM MHCTUTYT
JOKYMEHTOBEOEHMA M apPXMBHOI'O OeJjia
(BHMMIOALT)

I[IPUKA3

Mockea

Pucynok B.5 - OOpazsen 6jaHka KOHKPETHOI'O BUIA IOKyMEeHTa OpTaHM3aluu
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