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IIpenucnosue

1 PABPABOTAH BcepoccuiickuM Hay4HO-UCCIEA0BATEIBCKUM HHCTUTYTOM JOKYMEHTOBEACHUS U
apxuBHoro nena (BHUMJIA L) ®enepanbHoil apxuBHOH city»kK0b1 Poccun.

BHECEH Hayuno-TexnuueckuM yrpanienueM ['occtangapra Poccun.

2 [IPUHST 1 BBEJEH B JIEMCTBUE Iocranosnennem ['occranmapra Poccuu ot 3 mapra 2003 T.
N 65-cr.

3 BBEJIEH BIIEPBBIE

© UIIK UzparenscTBO cTangaptos, 2003

Hacrosimuii ctanaapT He MOXKET OBITh MOJTHOCTHIO FJTH YaCTHYHO BOCIIPOU3BE/ICH, THPAXKUPOBAH H
pacrpocTpaHeH B kKadecTBe ouiimanbHoro n3ganus 6e3 paspemenus ['occrannapra Poccun

II
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TOCYIAPCTBEHHBI CTAHJAPT POCCHUHUCKOMH
OPEJEPALIUHU

YHuuduuupoBaHHbIe CUCTEMbI JOKYMEHTALIUMA

YHAPUIIUPOBAHHASI CUCTEMA
OPI'AHU3AIIMOHHO-PACIIOPAIAUTEJIBHOU JOKYMEHTALIUN

TpeboBanus kK 0()OpMIIEHUIO JOKYMEHTOB

Unified systems of documentation.
Unified system of managerial documentation.
Requirements for presentation of documents

Hara BBegenns 2003-07-01

1 ObsacTs NnpuMeHeHN st

Hacrosmmii  crangapT  pacnpoCTpaHsieTcss Ha  OpraHUM3alllOHHO-pacHopsIUTEIbHBIE
JOKYMEHTBI, OTHOCAIINECS K YHH(PHUIMPOBAHHON CHCTEME OpraHM3allMOHHO-PACTIOPSIUTEIBHOM
nokymentarmu (YCOP/), - mocTtaHOBIEHHS, PacHOPSIKCHUS, MPHUKa3bl, PEIICHUs, MPOTOKOJIBI,
aKThl, MUChbMa W JAp. (mamee - MOKyMeHTHI), BKiaroueHHeie B OK 011-93 "OOGmepoccuiickuit
kinaccudukarop ynpasneHueckoi gokymentranuu" (OKY D) (xmace 0200000).

Hacrosmumii cranmapt ycTaHaBIMBAaeT: COCTaB PEKBU3UTOB JOKYMEHTOB; TpeOOBaHHUS K
0(pOpPMIICHUIO PEKBU3UTOB JOKYMEHTOB; TpeOOBaHUs K OJlaHKaM JOKYMEHTOB, BKJIOYas OJIaHKU
JIOKYMEHTOB ¢ Bocnpou3BenenueM ['ocynapcrBennoro repda Poccuiickoit denepanun.

CxeMbl pPacrooKeHusi PEeKBU3UTOB JTOKYMEHTOB MpPHUBEACHBI B MPHIOKEHHH A; 00pa3iibl
0JIaHKOB JIOKYMEHTOB - B IpuiioskeHuu b.

TpeboBaHus HACTOSAIIETO CTAaHAAPTA SIBISAIOTCS PEKOMEH Yy EMbIMH.

2 CocTaB PeKBHU3HUTOB JIOKYMEHTOB

[Tpu moaroroBke U 0hopMIEHHH JOKYMEHTOB HCIIOJIB3YIOT CIEAYIOIINE PEKBU3UTHI:

01 - T'ocynapctBennsiii repd Poccuiickoii @enepannu;

02 - rep6 cyonekta Poccutickoit @enepanuu;

03 - smOnema opraHu3allvy WU TOBAPHBIM 3HAK (3HAK 0OCTYKUBAaHHUS);

04 - ko opranu3zanuy;

05 - ocHOBHOI1 rocyaapcTBeHHbIH peructpanuonssiii Homep (OI'PH) ropuanueckoro nuna;

06 - naeHTH(UKAITMOHHBIN HOMEpP HAJOTOIJIATEbIINKA/KOI IPUYNHBI TOCTAHOBKH HA yYET
(MHH/KIIIT);

07 - xox pOpMBI TOKYMEHTA;

08 - HauMeHOBaHUE OpraHU3aLUY;

09 - cipaBouHbIE JaHHBIE 00 OpraHU3AINY;

10 - HauMeHOBaHUE BUJA TOKYMEHTA;

11 - naTa MTOKyMeHTa;

12 - perucTpaniuOHHbII HOMEP TOKYMEHTA;

13 - ccbliIka Ha peruCTPallMOHHBIA HOMEp U JaTy JOKYMEHTA;

14 - MecTO cocTaBJIeHUS UJIU U3IAHUS JOKYMEHTA;

15 - anmpecar;

16 - Tpud yTBEpKIECHUS JOKYMEHTA;

17 - pe3omtonusi;

18 - 3aro0BOK K TEKCTY;
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19 - oTMeTKa 0 KOHTpOJIE;
20 - TeKCT JOKYMEHTA;

HN3nanne opuumanbHoe
21 - oTMeTKa O HATUYUH TPUIOKEHHUS;
22 - IOJIINCE;
23 - rpud coriacoBaHus JOKYMCHTA,
24 - BU3BI COTJIACOBaHUS JOKYMEHTA;
25 - OTTHCK MeYaTy;
26 - OTMETKA O 3aBEPEHUH KOMHH;
27 - oTMeTKa 00 UCIIOJTHUTEE;
28 - oTMeTKa 00 UCTIOJIHEHUU JJOKYMEHTA W HANPABJIECHUU €T0 B JIEJI0;
29 - oTMeTKa O MOCTYIUIEHUHU JOKYMEHTA B OPTaHU3aLUIO;
30 - naeHTUUKATOP ITEKTPOHHON KOMMU JJOKYMEHTA.

3 TpeGoBanus kK 0pOpPMJICHHIO PEKBU3UTOB JOKYMEHTOB

3.1. TocynapcTBennsiii repd Poccuiickoit @enepanuu moMeniaroT Ha OJIaHKaX TOKYMEHTOB B
cooTBeTCTBUM ¢ DefepanbHbIM KOHCTUTYLHMOHHBIM 3akoHOM "O TocynapcTBeHHOM repbOe
Poccuiickoii ®deneparnuu" (CobOpanue 3akoHomarenbcTBa Poccutickoit ®deneparuu, 2000, N 52,
gacts I, cT. 5021).

3.2 Tep6 cyoObekta Poccuiickoit denepamuu mnomenialoT Ha OJaHKax JJOKYMEHTOB B
COOTBETCTBHH C IMPABOBBIMU aKkTaMu cyObeKkToB Poccuiickoii denepanmm.

3.3 DMOnemMy opraHu3alii Wik TOBapHBINA 3HaK (3HAK 0OCTY>KMBAaHMS) IOMENIAIOT Ha OJIaHKax
OpraHM3anui B COOTBETCTBHH C YCTaBOM (TIOJIOKEHHEM 00 OpTaHU3alNN).

3.4 Kon oprarm3anuu nmpocTaBisitoT mo O0mepoccuiickoMy KITacCH(PUKATOPY MPEIIPHITHH 1
opranuzauuii (OKIIO).

3.5 OcHOBHOI rocyaapcTBeHHbIN peructpanuonHsii Homep (OI'PH) ropuaunueckoro nmna
IPOCTABIISAIOT B COOTBETCTBUHU € JOKYMEHTAMM, BbIJaBAEMbIMU HAJIOTOBBIMU OpTraHaMHU.

3.6 UnentuduxanmoHHBIH HOMEp HAJOTOIUIATENbIIMKA/KO MPUYMHBI MOCTAHOBKM Ha y4eT
(MHH/KIIIT) npocTaBisiioT B COOTBETCTBHM C JOKYMEHTAMM, BBIJJABAEMBbIMU HaJOTOBBIMHU
OopraHami.

3.7 Konm d¢opmbl pokymeHTa mpocTaBisitor 1o OOmepoccuiickoMy KiacCHPUKATOPY
ynpasieHueckoil fokymenranuu (OKY [I).

3.8 HaumeHoBaHWe  OpraHu3aluM, SBIAIOIIEHCS  aBTOPOM  JOKYMEHTa,  JIOJDKHO
COOTBETCTBOBATh HAMMEHOBAHUIO, 3aKPEIIJIECHHOMY B €€ YUPEIUTENIbHBIX TOKYMEHTaX.

Han nHammeHoBaHMeM oOpraHu3allMM YKa3bplBalOT COKpAIlEHHOE, a MNpPU €ro OTCYTCTBUM -
M0JIHO€ HAMMEHOBAHUE BBIILIECTOSIIEH OpraHu3auu (Mpu ee HaIUYum).

HanMeHnoBanus opranusanmii cyObekToB Poccuiickoii ®denepanuu, HMEIOIIMX HapSIy C
rocygapcTBeHHbIM  si3bIkOM  Poccuiickoii  ®enepanuu  (pycCKMM) TOCYAapCTBEHHBINM — A3BIK
cyowrekToB Poccuiickoit denepannu, neyaTaroT Ha ABYX A3bIKaX.

HaunmMeHnoBanue opranuzanuu Ha TOCYJAapCTBEHHOM si3bike cyObekTa Poccuiickoit @enepanuu
WM MHOM SI3bIKE pacIojiaraloT HUYKE WM CIpaBa OT HAUMEHOBAHMS Ha TOCYJAApCTBEHHOM SI3BIKE
Poccuiickoit @enepanuu.

CokpanieHHOe HauMEHOBAaHUE OPTaHMU3aLUU NIPUBOIAT B TEX CIydasx, KOrJa OHO 3aKPEIUIEHO
B YYpEIOHUTEIbHBIX JOKyMeHTax opranu3anuu. CokpalleHHOe HanMMEHOBaHHE (B CKOOKax)
MOMEIAI0T HUKE MOJIHOT'O WUJIU 33 HUM.

HaumenoBanue ¢unmana, TeppUTOPHAIBHOTO OTIENIECHUS, MPEACTABUTENbCTBA YKa3bIBAIOT B
TOM cilyyae, €Clid OHO SBIJISIETCS aBTOPOM JOKYMEHTa, M paclojlaraloT HHUKE€ HaMMEHOBAaHMS
OpraHu3alNH.

3.9 CnopaBouHble JaHHble 00 OpraHU3allMd BKIIOYAIOT B ceOs: MOYTOBBIA ajapec; HOMEp
TenedoHa U Jpyrue CBEIEHUs M0 YCMOTPEHUIO opraHu3anuu (Homepa (hakcoB, TEJIEKCOB, CUETOB B
OaHKe, aapec AMEKTPOHHOU MOYTHI U JIp.).
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3.10 HaumeHnoBanue BUAa JOKYMEHTA, COCTaBIEHHOTO WJIM M3/IaHHOTO OpraHU3aIueil, TOMIKHO
OBITH OIpENeIeHO YCTaBOM (ITOJIOKEHHEM 00 OpraHu3alui) U JODKHO COOTBETCTBOBATh BHIAM
JIOoKyMeHTOB, nnpeaycmorpeHHsiM OKY /1 (kiace 0200000).

3.11 Hdaroit nokymMeHTa sIBISETCS JaTa ero MOANMMCAHUS WIA yTBEPXKACHUS, A IPOTOKOIA -
JaTta 3acefaHus (IPUHSTHS PEIIeHUs), IJIs aKTa - JaTa coObITUA. JJOKYMEHThI, U3JaHHbIE ABYMS
nin 0osiee OpraHu3alusMu, J0HKHBI UMETh OJIHY (€IMHYIO0) AaTy.

Haty noxkymeHnTta oopmifioT apabCKuMu LU(paMu B IMOCIIEI0BATEIbLHOCTH: JEHb Mecdlla,
mecsl, roa. JleHp Mecana u Mecsi oQpOopMIISIOT AByMs MapamMH apaOCKux IUdp, pazaeleHHbIMU
TOUYKOH; TOJ1 - 4YEThIpbMs apaOCKUMU IHUppaMu.

Hampumep, naty 5 utons 2003 r. ciexyet opopmisats 05.06.2003.

Homyckaercst cnoBecHo-M(ppoBoii crtocod odopmiterus natel, Hanpumep 05 wrons 2003 ., a
Takke OQOpMIIEHHE JaThl B TIOCIENOBATENBHOCTU: TOJ, MECAL, JEHb Mecsla, Harlpumep:
2003.06.05.

3.12 PeructpauvoHHBI HOMEP JOKYMEHTa COCTOMT M3 €ro HOPSAKOBOIO HOMEpa, KOTOPBIN
MOXXHO JIOTIOJNHATH MO YCMOTPEHHIO OpTraHM3alMd HWHAEKCOM Jella MO HOMEHKIaType Jed,
uH(popMaIme 0 KOppecrnoHACHTE, UCTIOTHUTEIAX U JIp.

PerucrpanyonHslii HOMEp [JOKYMEHTa, COCTaBJICHHOIO COBMECTHO JAByMs M Ooiee
OpraHM3allUIMU, COCTOMT U3 PErucTPallMOHHBIX HOMEPOB JIOKYMEHTa KaXJOW M3 ITHX
OpraHM3alMl, IPOCTABIIAEMBIX Yepe3 KOCYIO YepTy B MOPSAIKE yKa3aHUS aBTOPOB B JOKYMEHTE.

3.13 Cchutka Ha perucTpallMOHHBIA HOMEpP H JaTy JOKyMEHTa BKIIOYaeT B ce0s
PETUCTPALIMOHHBIN HOMED U AaTy JOKyMEHTa, Ha KOTOPBIH JJOJHKEH OBITh 1aH OTBET.

3.14 MecTto cocCTaBleHHMS WM U3JIaHHUs JIOKYMEHTa YKa3blBalOT B TOM ClIy4yae, €clH
3aTPyAHEHO €ro ompenaeneHue no pexksuzutraMm "HaumenoBanue opranuszanuu” u "CrpaBodHble
naHHble 00 opraHu3anuu". MecTo COCTaBICHHS WM H3aHUS yKa3bIBAIOT C YYETOM MPUHSATOTO
aIMUHUCTPATUBHO-TEPPUTOPUATIBHOTO JEJIEHHUS, OHO BKJIIOYAeT B ce0S TOJBKO OOIIEPUHATHIE
COKpAIICHHUS.

3.15. B kadectBe ajapecaTa MOTYT OBITb OpPraHM3allud, UX CTPYKTYpHbBIE MOApa3aeieHUs,
JOJDKHOCTHBIE MM (usuueckue nuna. Ilpu aapecoBaHMM JOKyMEHTa JOJDKHOCTHOMY JIMILY
MHUIMAIBl YKa3blBalOT mepen ¢ammineil. HaumeHoBaHHME OpraHu3alud U €€ CTPYKTYPHOI'O
HOJpa3/ieNIeHus] YKa3bIBAalOT B HMMEHHUTEIbHOM manexe. Hampumep (3meck M nanee mpuMeEps
HAaMEHOBAHUS OPTaHM3ALNHN, NX CIIPABOYHbIEC TaHHBIC U JIP. SBJISAIOTCSA YCIOBHBIMU):

Munroct Poccun

HenapramenTt nHpopmaTH3anun
1 HAYYHO-TEXHUYECKOTO
oOecreueHus

JIOJIKHOCTB JIMLIa, KOTOPOMY aJpECOBaH JOKYMEHT, YKa3bIBalOT B JaTEIbHOM Ha/eXKe,
Hanpumep:
I'enepanbHOMY JUPEKTOPY

OAO "CesepHble peruoss!"
B.A Jlarynuny

WU AQ "DnexTpoueHTpoMOHTax"
['maBHOMY OyXTanrtepy
B.M.KouetoBy

Ecnu nokyMeHT OTHpaBisiOT B HECKOJBKO OJHOPOIHBIX OpPraHW3alliii WM B HECKOJBKO
CTPYKTYPHBIX TOJpa3lAeieHnid OJHOW OpraHWU3alHMHh, TO HMX CIEIyeT yKa3bplBaThb 00O0OIIEHHO,
HarpuMep:

AJIMMUHUCTpaLMu paloHOB
MockoBCKO# 001acTi

Jlomyckaetcst IEHTpUPOBaTh KAXAYIO CTPOKY peKBH3UTa "Alpecatr’ 1o OTHOMIEHUIO K CaMOM
JIUIMHHOM cTpoke. Hampumep:

['maBHOMY penakTopy
W3narensckoro noma
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"Meauagom"
H.B.Cemunoin

JIoKyMeHT He JOJIKEH cojepaTh Oosiee ueTbipex ajapecaToB. Cinoso "Konus" nepen BTOPBIM,
TPEThbUM, YETBEPTHIM ajJpecaTaMu He yKas3biBatoT. Ilpu OosblieM yucie aapecaToB COCTABISIOT
CIIMCOK PacChUIKH JIOKYMEHTA.

B cocraB pekBuszuta "Axapecar" MoOXeT BXOIUTh IMOYTOBBIM ajapec. DJIEMEHThI MOYTOBOIO
ajzipeca yKa3blBalOT B [10CJIE€JI0BATEIBHOCTH, YCTAHOBICHHOHN IpaBUIaMH OKa3aHUS yCIIyT TOYTOBOH
CBSI3U.

[Ipn anpecoBaHuM nucbMa B OPraHU3ALMIO YKA3bIBAIOT €€ HaMEHOBAaHUE, 3aT€M IOYTOBBIN
azpec, HalpuMep:

I'ocynapcTBeHHOE yUpexKICHUE
Bceepoccuiickuii HaydHO-UCCIEI0OBATENBCKUN
WHCTUTYT IOKYMEHTOBEACHHS U apXUBHOTO
nena
[Ipodcoroznas yiu., 1.82, Mocksa, 117393

IIpu aznpecoBaHMu [MOKyMEHTa (HU3UUYECKOMY JIHMIY YKa3bIBAIOT (aMHIUI0 M WHHUIIHAJIBI
[oJIy4aTesis, 3aTeM II0YTOBBIN aJpec, HallpuMep:

O6pasuosy O.I1.
yn.Canosas, 1.5, kB.12,
r.JIunku, Kupeesckuii p-H,
Tynbckas 00:1., 301264

3.16 JloKyMeHT YyTBEpXKIaeTcsl JOHKHOCTHBIM JUIOM (JOMKHOCTHBIMHU JIMIIAMH) WA
CIICIMAIPHO W3/JaBaeMbIM JOKyMEHTOM. [Ipu yTBepKIeHWH JOKyMEHTa JAOJKHOCTHBIM JIUIIOM
rpud yTBEepX ACHHUS JOKyMEHTa I0JukeH cocTosTh u3 cioBa YTBEPXIIAK (6e3 kaBbluek),
HAUMEHOBAHUs JIOJDKHOCTH JIMIA, YTBEP)KIAIOMIETO JIOKYMEHT, €ro TOJINUCH, WHHUIIHAAJIOB,
(dbaMuINK U 1aThl YTBEPXKACHUS, HATIPUMED:

YTBEPX/IAIO

[Ipesuaent 3A0 "PoctekcTuinp"

JIngaHas moanuck
B.A.Ctenanos

Jara

Homyckaercs B pekBu3utTe "I'pud yTBepxkaeHUs HAOKyMEHTa" LEHTPUPOBATH HIIEMEHTHI
OTHOCUTEJIBHO CaMOM JUIMHHOM CTPOKH, HallpuUMep:

YTBEPXJAIO
I'enepanbHbI AUPEKTOP
AOQO "DaekTpoHHbIE TEXHOJIOTHUN"
JInynas noanuce JL.B.Ky3HenoB
Hara

HpI/I YTBCPXKACHUHU JOKYMEHTA HCCKOJbKUMH NOJDKHOCTHBIMU JIMHAMWU KX MOANHUCHU
pacroJjiararoT Ha OJJHOM YpPOBHE.

[Ipu yTBepKIAeHUM TOKYMEHTa MOCTAaHOBIICHUEM, PEIICHHEM, NMPUKA30M, MPOTOKOJIOM Tpud
yTBepknenus cocroutr u3 cimoBa YTBEPXJ/IEH (YTBEPXIEHA, YTBEPXIEHBI wmu
YTBEPXJ/IEHO), HamMmeHOBaHHS YTBEp)KIAIOIIETO TOKyMEHTa B TBOPHUTEIHHOM TaJeke, €ro
naTel, Homepa. Hampumep:

YTBEPXJIEH
pelICHHEeM O0IIero COOpaHms
akruoHepos ot 05.04.2003 N 14
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15RI0 YTBEPXJIEHO
npukazom BHUNJIAJ]
ot 05.04.2003 N 82

I'pud yTBEepkIeHUS TOKyMEHTa PACIioaraloT B IPaBOM BEPXHEM YTy JOKYMEHTA.

3.17 Pe3omronus, HamucaHHas Ha JOKYMEHTE COOTBETCTBYIOIIMM JOJDKHOCTHBIM JIMIIOM,
BKJIIOYaeT B ce0s QamMuiuy, WHUIHAIBl UCIOJIHHUTENEH, coJepXKaHue nopydeHus (mpu
HE0OXO0IMMOCTH), CPOK UCIIOJIHEHHUS], TOAHUCH U J1aTy, HallpUMep:

Mopo3zosoit H.B.
degoceesoit H.A.

[Ipoiry moaroToBUTE IPOEKT
noropopa ¢ KoncanTuHroBoi rpynmnoit
"TEPMHKA" k 05.10.2003

JInuHas moanucy

Jara

JormyckaeTcst ohopMIIeHHE PE3OTIOIUHN HAa OTIAEIHHOM JIUCTE.
3.18 3aroi0BoOK K TEKCTY BKJIFOYAET B ce0s1 KpaTKOE COJIepKaHUE TOKYMEHTa. 3aroJioBOK
JIOJIKEH OBITh COTJIacOBaH C HAMMEHOBAHMEM BUA IOKYMEHTA.

3aroj0BOK MOKET OTBEYaTh Ha BOIPOCHI:

0 yeM (0 KOoM)?, HarpuMep:

[Ipuka3 o cozmanum aTTECTAIIMOHHON KOMHUCCHUU;

yero (Koro)?, HarmpuMmep:

JIOJIKHOCTHAss HHCTPYKLUS BEYIIEr0 3KCIEPTA.

K Texcty mokyMeHTOB, odopMIleHHBIX Ha OnaHKax (opmara AS, 3aroJ0BOK JIOMyCKaeTCs HE
YKa3bIBaTh.

3.19 OTMeTKy O KOHTpOJIE 32 HCIIOJIHEHHUEM JOKyMeHTa 00o3HavyatoT OykBoi "K", c1oBom mim
mrramiioM "Kontpons".

3.20 TekcT NOKyMEHTa COCTaBJISIIOT Ha FOCYIapCTBEHHOM sA3bIKe Poccuiickoil @enepanuu win
Ha TOCYJapCTBEHHBIX s3bIKax CcyObekToB Poccuiickoit ®enepauuu B COOTBETCTBUU C
3akoHo/arenbcTBOM Poccuiickoit denepanuu u cyovektoB Poccuiickoit deneparum.

TekcTbl TOKYMEHTOB O(QOPMIISIOT B BUIE AHKETHI, TAOJHIIBI, CBSI3HOTO TEKCTa WJIH B BHJE
COCIMHEHHUSI 3TUX CTPYKTYP.

IIpn cocraBieHMH TekcTa B BHJE AHKETHl HAaMMEHOBAHUS IPHU3HAKOB XapaKTEPHU3yEeMOI'O
00BEeKTa MOJKHBI OBITH BBIPRKEHBI MMEHEM CYIIECTBUTEIBHBIM B HMMEHUTEIBHOM IaJeKe HWIN
CJIOBOCOYETAaHHEM C TJIarojioM BTOPOTO JIMIIA MHOXXECTBEHHOIO YHCIA HACTOALIErO WU
npomeamero Bpemenu ("ummeere", "Bmageere" wim "Obumn", "Haxomwiuch' W T.I.).
XapaKkTepUCTHKHU, BBIPAKEHHBIE CIOBECHO, IOJKHBI OBITh COTJIACOBAHBI C HAWMMEHOBAHHSIMH
MPU3HAKOB.

I'padpr w cTpoku TaOAUIBl JOJDKHBI HMMETh  3arojIOBKH, BBIPQKEHHBIE HMEHEM
CYIIECTBUTENHFHBIM B HWMEHHUTEIbHOM mazaexe. llom3aronoBku rpad U CTPOK AODKHBI OBITh
corjacoBaHbl ¢ 3arosioBkamu. Ecnmu Tabnuily medararor Oosiee 4yeM Ha OJHOW cTpaHuIe, Tpadbl
TaOJIHIIBI JOJKHBI OBITH TPOHYMEPOBAHBI U HA CIEAYIONINX CTPAHUIAX JODKHBI OBITh HarledaTaHbl
TOJIBKO HOMepa 3THX Tpad.

CBSI3HBIM TEKCT, KaKk MPaBWIO, COCTOMT M3 JBYX dYacTed. B mepBol uacTh yKa3bIBaIOT
IPUYMHBI, OCHOBAHMS, LIEIM COCTABJIEHUS JTIOKYMEHTA, BO BTOPOH (3aKIIOUUTEIBHON) - pelIeHMs,
BBIBOJBI, TPOCHOBI, TMPENJIOKEHHsS, PEKOMEHJAIMH. TEeKCT MOXKET COJepKaTh  OJHY
3aKJIIOYUTENBHYIO YacTh (HAapUMep, IPUKa3bl - PACIIOPSIUTENbHYIO YaCTh 0€3 KOHCTaTUPYIOMICH;
MMChMa, 3asIBJIEHUS - MPOCKOY 0e3 MOsSCHEHU).

B tekcTe 10KyMeHTa, MOATOTOBIEHHOIO Ha OCHOBAaHUU JOKYMEHTOB JPYTUX OpraHU3aluil Win
paHee W3MaHHBIX JOKYMEHTOB, YKa3blBalOT HMX pEKBU3UTHI: HAWUMEHOBAaHHE JIOKYMEHTa,
HAUMEHOBAaHWE OPTaHM3AIlMU - aBTOpa JOKYMEHTa, NaTy JOKYMEHTa, PETHCTPAIlMOHHBIA HOMEp
JIOKyMEHTA, 3aT0JIOBOK K TEKCTY.
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Ecin TekcT comepKHUT HECKONBKO PelIeHHH, BHIBOJOB M T.O., TO €r0 MOXXHO pa30HBaTh Ha
pazaensl, MoApa3essl, MyHKTHl, KOTOPbIE HyMEPYIOT apaOCKuMH mudpamu.

B nokymenrtax (mpukas, pacnopsbkeHue W T.J.) OpraHu3aluil, JeHCTBYIOIMX Ha MpUHIMIAX
€MHOHAYalMsl, a TAaKXkKe JOKYMEHTaX, aJipeCOBAaHHBIX PYKOBOJACTBY OpraHU3allMM, TEKCT U3J1araioT
OT MEPBOTo JHIla eIMHCTBEHHOro yncia ("mpukasbiBa”, "mpeqiaraw”, "npomry").

B noxymeHTax KoJUIErHaJbHBIX OPraHOB TEKCT M3JIaraloT OT TPEThEro JUla €IWHCTBEHHOIO
yucina ("mocranoniset", "pemnn").

B coBMecTHBIX [TOKyMEHTaxX TEKCT H3JaraioT OT IIEpPBOrO JIMIa MHOKECTBEHHOT'O 4YHCIa
("mpuxa3zpiBaem", "pemnian").

TexcT TpOTOKONA W3JIAralOT OT TPEThETO JIMIIA MHOXECTBEHHOro uwmcna ("caymamm",
"peicTynuiun", "mocranoBunu"”, "pemmnn").

B nokymeHTax, yCTaHaBIMBAIOIMX MpaBa M OO0S3aHHOCTH OpraHU3alUi, WX CTPYKTYPHBIX
noJpa3ieneHuii (MoN0KeHne, HHCTPYKIUS), @ TAaKXKe COJIEPKAIINX ONMHCAaHUE, OIICHKY (aKTOB WIIN
BBIBOJIBI (2KT, CITPAaBKa), HCIIOJIB3YIOT (POPMY M3IIOKEHUS TEKCTa OT TPETHETro JIUIA €IMHCTBEHHOTO
WU MHOKECTBeHHOTO uncia ("oTaen ocymecTsiseT GyHKIMU", "B cocTaB 00beAMHEHUS BXOIAT",
"koMuccus yctaHoBUiIa").

B nucbmax ucnonb3yroT cienytonme GopMbl H3T0KEHUS:

- OT MEepBOro JIMI@ MHOXXECTBEHHOro uuciaa ("OpocuM HampaBuTh", "HampaBiseM Ha
paccmotpenue");

- OT TIEPBOTO JINIIA AUHCTBEHHOTO Yrcia ("'cunTaro HeoOXoAuMBbIM", "POIITy BRIIETUTS");

- OT TPEeThero JMIa eANHCTBeHHOro uwcia ("mMuHuctepctBo He Bozpaxaer", "BHUMIAL
CUNTACT BO3MOKHBIM").

3.21 OTMmeTKy O HaJIWYUH TPHUIOXKEHHS, HA3BAHHOTO B TEKCTE MHCHbMa, O(OPMISIOT
cienyouuM o0pa3om:

[Ipunoxenue: Ha 5 1. B 2 3K3.

Ecnu nuceMo umeeT nmpuiiokeHne, He Ha3BaHHOE B TEKCTE, TO YKa3bIBAIOT €ro HAMMEHOBAHUE,
YHCJIO JIMCTOB M YHUCJIO HK3EMIUISIPOB; MPH HATMYMM HECKOJBKHX MPHIOKEHHH HX HYMEpYIOT,
HaInpuMep:

[Mpunoxenue: 1. [Tonoxenue o0 YnpaBieHHH periOHATLHOTO KPEAUTOBaHMS Ha 5 1. B 1 9K3.
2. IlpaBuna TOATOTOBKM U  OQOpPMIIEHUS JOKYMEHTOB  YTIpPaBJICHHS
PErMOHAJIBLHOrO KPEAUTOBAHUS HA 7 JI. B 2 3K3.

Ecnu npunoxenus cOpouItopoBaHbl, TO YUCIIO JUCTOB HE YKa3bIBAIOT.
Ecnu k 1oKkyMeHTy mpuiiaratoT JIpyroil TOKyMEHT, TaKKe UMEIOLIUN MPUI0KEHNE, OTMETKY O
HAJIMYUU MPUIOKEHUS OPOPMIISIOT CIASAYIOIUM 00pa3oM:

ITpunosxxenue: nucsmo Pocapxusa ot 05.06.2003 N 02-6/172 u npusnoxeHue K HeMy, BCEro Ha
3

Ecnu npuitosxeHre HanpaBiIsIFOT HE BO BCE YKa3aHHBIC B JIOKYMEHTE aJjpeca, TO OTMETKY O ero
HATHYUA 0QOPMIISIOT CIEAYIOIHUM 00pa3oM:

[Ipunoxxenue: Ha 3 1. B 5 3K3. TOJIBKO B TIEPBBIN ajpec.

B npunoxeHun K  pacnopsAMTENbHOMY  JTOKYMEHTY  (IIOCTAaHOBJIEHHsS, IpPUKa3bl,
pacnopsbKeHus, MpaBuiia, UHCTPYKLNHU, MOJIOKEHHUS, PEIIEHUs1) HAa NEPBOM €ro JIUCTE B MPAaBOM
BepxHeMm yriy numyT "[lpunoxenune Neo" ¢ ykazaHuMeM HaMMEHOBAHMSI PaCHOPAIUTEIBHOTO
JIOKYMEHTa, €T0 J1aThl U PErUCTPAallMOHHOTO HOMEpa, HallpUMep:

[Ipunoxenue Ne 2
K npukasy Pocapxusa
ot 05.06.2003 N 319
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Homyckaercst Beipaxkenue "[IPUJIOKEHUE Ne" mewatath mpomucHbIME OyKBamu, a TaKkxke
[EHTPUPOBAThH 3TO BBIPAKEHUE, HANMEHOBAHHME JOKYMEHTA, €ro AaTy M PETUCTPALMOHHBIN HOMED
OTHOCHUTEIBHO CaMOM JUIMHHOW CTPOKHU, HAIIpUMED:

[NPMJIOXKEHMUE Ne 2
K npuka3sy Mun3npasa Poccun
ot 05.06.2003 N 251

3.22 B cocraB pekusuta "llognmuce" BXOAAT: HAWMEHOBaHWE JOJKHOCTH JIMIIA,
HOJIMUCABIIEr0 JOKyMEHT (IOJIHOE, eClM JOKyMEeHT oQopmiieH He Ha OjaHKe JOKYMEHTa, U
COKpaIlleHHOE - Ha JOKyMeHTe, OpOpMJIECHHOM Ha OJilaHKe);, JUYHas TMOJINHUCH; paciudpoBKa
NoNUCH (MHUIMAIBL, (PaMUIINA), HAIPUMED:

Bune-npesunent Accornuanuu
PETHOHATBHBIX MPEANPUATHN JIndnas moanuce A.A.Bopucos

IV Ha OJIaHKE:

Buune-npe3uaent JInunas noanuce A.A.bopucos

Honyckaercss B peksusute "l[logmuce" 1EeHTpUpOBaTh HAMMEHOBAHHE JIOJKHOCTH JIMIIA,
MOJIMUCABIIETO TOKYMEHT, OTHOCUTEIIBHO CaMOW JUIMHHOM cTpoku. Hampumep:

HcnonHuTenbHBIA TUPEKTOP
3A0 "[lapTHep" JInynas nmoanuck H.A.Denopon

[Mpu odopmieHnn AOKyMeHTa Ha OJaHKE JOJDKHOCTHOTO JIMIA JOJDKHOCTH ATOTO JIMIA B
MOJNUCH HE YKa3bIBAIOT.

[Ipy noamMcaHuM JOKYMEHTa HECKOJbKHUMH JOJUKHOCTHBIMH JIMIIAMH HUX MOJANUCH
pacronaraloT OJHY IO JApPYrol B IOCIENOBATEIbHOCTH, COOTBETCTBYIOLIEH 3aHMMaeMoOM
JOJDKHOCTH, HalIpUMeED:

JIupexTop MHCTUTYTA JInunas nognuce M.B.Jlapun
['maBHBIN OyxTanTep JInunas moanuce 3.B.Mapssim

HpI/I MNOoANMMCAaHUU HOOKYMCHTa HCCKOJBKHMHU JIMIIAMU PpPaBHBIX I[OJ'I)KHOCTCﬁ nx noamnucCu
pacnojiararoT Ha OJJHOM YpPOBHE, HAIIPpUMEDP:

3aMeCTHUTEIb JUPEKTOPa 3aMeCTHUTEIb JUPEKTOpa
110 HAay4yHOU paboTe 110 Hay4yHOU paboTe
JInyHas noanuck 10.I". lemMuioB JInyHas nmoanuck K.U.Urnatben

HpI/I noAINMMCaHu COBMECTHOIO IOKYMCHTA HCpBHﬁ JIUCT O(bOpMHHIOT He Ha OlaHKe.
B JOKYMCHTaxX, COCTAaBJICHHBIX KOMI/ICCI/ICI‘/JI, YKa3bIBalOT HE AOJDKHOCTH JIUL, IMMOAMNMUCBIBAIOIINX
JOKYMCHT, a UX 0053aHHOCTH B COCTaBE KOMHMCCHH B COOTBETCTBHUH C pacnpeacicHueM, HalIlpuMeEp:

Ilpencenarens KoMuUCCUU Jluunas moanuck B./l.banactokeBu4

UneHbl KOMUCCUU Jluunas moanucek A.H.CoxoBa
JInunas moamnuce A.C.KpacaBun
JIngyHasa moamnuce O.U.PrickoB
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3.23 I'pud cormacoBanusi nokymenTta coctout u3 cioBa COI'JTACOBAHO, nomkHOCTH NTHTIA,
C KOTOPBIM COTJIaCOBAaH JOKYMEHT (BKJIIOYash HAaMMEHOBAHHE OpTaHHU3alMH), JUYHOW IOJIHCH,
pacmupoBKY MOANKUCH (MHULIUATIOB, ()aMUIINK) U IaThl COTJIACOBAHUS, HAIIPHUMED:

COI''TACOBAHO
Pextop ®unaHCcOBOM akageMuu
npu [IpaButensctBe Poccuiickoit @eaepannu

Jluunas moanuck A.T' T'psazHoBa

JHara

Ecnn cornmacoBaHue OCYIIECTBISIOT THCBMOM, MPOTOKOJIOM H Jp., TpU( COTIACOBaHUs
0(hOPMIISIOT CIAEAYIOMIUM 00pa3oM:

COI'TACOBAHO
[Tucemo Poccuiickoii akagemMun

MEIUIMHCKHUX HAyK
ot 05.06.2003 N 430-162

nin

COI'JTACOBAHO

ITporokon 3acenanus IlpaBienns
Poccuiickoit rocy1apcTBEeHHON
cTpaxoBoit kommanuu "Pocroccrpax’
ot 05.06.2003 N 10

'

3.24 CornacoBaHue JOKyMeHTa OQOpPMIISIOT BU30M COTJIaCOBaHMS JOKyMEHTa (Iajiee - BU3a),
BKJIIOYAONIeH B ce0s MOMIHCh M JODKHOCTh BU3UPYIOMIETO JOKYMEHT, pacmi(poBKy HOANUCH
(vaunmansl, pamunmo) u gaty noanucanus. Hanpumep:

PykoBOIUTENb IOPUAUYECKOTO OT/IEIa
Jlnunas moanvch A.C.Opnos

JHara

IIpu Hanuuuy 3aMedaHuil K JOKYMEHTY BU3y O(OPMIISIOT CIIEIYIOIUM 00pa3oM:
3aMedaHHus IPUIAraroTCs

PYKOBOI[I/ITGJ'IB OPUANYCCKOro oTaciia

JInynas nmoamnuch A.C.Opnos

Hara

3amedaHus U3JaraloT Ha OTACIbHOM JIHUCTE, MOAMUCHIBAIOT U MPUIATaoT K JOKYMEHTY.

Jist noxyMeHTa, MOJJIMHHUK KOTOPOT0 OCTaeTCsl B OpraHu3allii, BU3bI IPOCTABIIAIOT B
HUKHEH YacTh 000POTHON CTOPOHBI MOCIIETHETO JUCTA MOUIMHHUKA JOKYMEHTA.

Jist moxymMeHTa, MOTMHHUK KOTOPOTO OTIPABIISIOT U3 OpraHU3allii, BU3BI IPOCTABIISIOT B
HUKHEH 4acTu JUIEBOM CTOPOHBI KOMTUU OTIPABIISEMOTO JOKYMEHTA.

Bo3moxxHO oopmieHre BU3 TOKyMEHTa Ha OTAEIBHOM JIHCTE COTJIACOBAHUS.

Jlomyckaetcsl, 10 yCMOTPEHHUIO OpraHU3alHH, TOJIMCTHOE BUSUPOBAHUE JOKYMEHTA U €r0
IPHIOKEHHUS.

3.25 OTTHCK nIedaTy 3aBepsieT NOUIMHHOCTD MOAMKUCH TOJPKHOCTHOTO JIMIA HA JOKYMEHTax,
YIOCTOBEPSIONIMX MpaBa JIHLl, GUKCUPYIOUINX (AKThI, CBI3aHHBIE C (UHAHCOBBIMU CPEACTBAMH,
TaK)Ke Ha MHBIX JJOKYMEHTAaX, IpelyCMaTpUBAIOUINX 3aBEPEHHE MOUTMHHON MOAMHUCH.

10
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JIOKyMEHTBI 3aBEpSIOT MeUaThl0 OPraHNU3aIINN.

3.26 IIpu 3aBepeHUN COOTBETCTBUS KONMUH JOKYMEHTA MOUIMHHUKY HUKE PEKBH3UTA
"l[Moanuce" MPOCTaBISIOT 3aBEPUTEILHYIO HAAMKUCK: "BepHO"; TOJKHOCTD JKIA, 3aBEPUBIIETO
KOIHIO; JINYHYIO MOJIMUCH; PACIIH(PPOBKY MOAMHUCH (HHULIKATBI, (aMHIIUIO); 1aTy 3aBEpeHUs,
HaInpumep:

Bepno
WNHcnexkTop ciy>k0bl KapoB JInunas noanuce T.C.JIeBueHko

Hara

JloryckaeTcst KOTHIO JOKYMEHTA 3aBEPSATh MeUaThio, ONMPEACIIeMOl IO YCMOTPEHHUIO
OpraHu3aIlvi.

3.27 Otmerka 00 HMCHOJHUTENE BKIOYAET B ceO WHHUNHMANB UM (PaMUIUIO HUCTIOJHUTEIS
JTOKyMeHTa U HoMep ero Tenedona. OTMeTky 00 HCIOJHUTENE paclojaraloT Ha JUIEBOW WU
000pOTHOI CTOPOHE MOCIEIHEr0 JIMCTA JOKYMEHTA B JIEBOM HUKHEM YTy, HAlIPUMEp:

B.A . XyxoB
924 45 67

3.28 OTtmerka 00 WMCHONHEHHWH JOKYMEHTa M HalpaBlIEHUH €ro B JIeJIO BKIOYAaeT B cels
CIeAyloUulue [aHHBIE: CCBUIKY Ha JaTy M HOMEP JOKYMEHTa, CBHUAECTEIbCTBYIOILIETO O €ro
WCIIOJIHEHUHU, WU TPU OTCYTCTBUHM TaKOTO JOKYMEHTa KpaTKue CBEJIEHUs 00 HCIOJHEHUH; CIOBa
"B neno"; nomep nena, B KOTOPOM OyAeT XpaHUTHCS JOKYMEHT.

OTtmeTka 00 HCHOJHEHWHM [OKyMEHTa W HallpaBJICHHH €ro B JIeN0 TOJNUCHIBACTCS U
JaTUPYEeTCS MCHOJHUTEIEM JIOKYMEHTa WM PYKOBOJMTENEM CTPYKTYPHOTO TNOJApa3AesieHus, B
KOTOPOM HCIIOJIHEH JOKYMEHT.

3.29 OTtmeTKa 0 MOCTYIUICHUH JOKYMEHTA B OPTaHU3AIUIO COACPKUT OUEPETHOMN MOPSIKOBBIN
HOMEp M JaTy MOCTYIUICHHUS TOKyMeHTa (TP HEOOXOANMMOCTH - YaChl U MUHYTHI).

JlomyckaeTrcst OTMETKY O MOCTYIUIEHHHM JOKYMEHTa B OPraHM3alUI0 IPOCTaBIAThH B BHUJE
HITaMIIA.

3.30 UnentudukatopoM 3IEKTPOHHON KOMUU JOKYMEHTA SBJISETCS OTMETKa (KOJIOHTHUTYI),
npocTaBisieMasl B JIEBOM HIDKHEM YTy KaXJOHW CTpaHMIBI JOKYMEHTa U CoAeprKarias
HauMEHOBaHUEe (ailla Ha MAIIMHHOM HOCUTENe, JaTy U Jpyrue TIOUCKOBBIE JIaHHBIE,
yCTaHaBJIMBaeMble B OpraHU3alUu.

4 TpeOoBaHusi K 0JIaHKAM JJOKYMEHTOB

4.1 IoKyMeHTBI U3TOTABIMBAIOT Ha OJIAHKAX.

YcTaHaBnMBaIOT JBa CTaHIAPTHBIX GopmaTa OIaHKOB JOKYMeHTOB - A4 (210x297 mm) u AS
(148x210 mm).

Kaxnpiit muct qokymenTta, opopMIICHHBIN Kak Ha OJaHKe, Tak U 0€3 Hero, TOJKEH UMETh MOJIs
HE MEHee:!

20 MM - JIeBOE;

10 MM - mpaBoe;

20 MM - BEepXHeE;

20 MM - HUXKHEeE.

4.2 BnaHku JOKYMEHTOB CJIeIyeT H3rOoTaBiIMBaTh Ha Oejol Oymare winm Oymare CBETJIBIX
TOHOB.

4.3 braHKH TOKYMEHTOB O(OPMIISIIOT B COOTBETCTBHH C IpuioxkeHrHeM A. OpHueHTHPOBOYHBIC
TPaHUIBl 30H PACIONIOKEHHUS PEKBU3UTOB 00O3HAa4YeHBI MyHKTUpOM. Kaknmas 30Ha ompenensercs
COBOKYIHOCTBIO BXO/SIIIMX B HEE PEKBU3UTOB.
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4.4 B 3aBUCHUMOCTH OT PacIOJIOKEHUS PEKBHU3UTOB YCTAaHABIMBAIOT JIBa BapraHTa OJIAHKOB -
yTII0BOM (pUCYHOK A.1) ¥ IpOAOIBHBIN (PUCYHOK A.2).

4.5 PexBusut 01 (02 umm 03) pacnomararot Haj cepeawHoit pekBuzuta 08. Pexusur 03
JIOTTyCKAeTCs pacroJiarath Ha ypoBHE pekBu3uta 08.

Pexsuzutsl 08, 09, 10, 14, orpannyuTeabHbIe OTMETKH JIsl pekBu3uTOB 11, 12, 13 B mpenenax
TPaHUIL 30H PACIIONIOKEHUS PEKBU3UTOB Pa3MeENIaloT OJHUM U3 CITIOCOOOB:

- IICHTPUPOBAHHBLIM (HAYAJI0 M KOHEI| KaXJ0W CTPOKH PEKBU3UTOB PABHO YJAJICHBI OT TPaHUII
30HBI PACIIONIOKEHUS PEKBU3UTOB);

- ¢maroBeIM (Kakaast CTpOKa PEKBU3UTOB HAUMHAETCS OT JICBOM IPaHUIIBI 30HBI PACTIONOKEHUS
PEKBU3HUTOB).

4.6 Jlns opraHuzanub, €€ CTPYKTYpPHOTO TOJIpa3jielieHus, JOKHOCTHOTO  JIHIa
YCTaHABJIMBAIOT CJIEAYIONINE BUBI OJTaHKOB JOKYMEHTOB:

- 001IHMi OJaHK;

- OJIaHK IHChMa;

- 0JJaHK KOHKPETHOTO BHUa JJOKYMEHTA.

4.7 O0mumii 6J1aHK UCTIONB3YIOT IS M3TOTOBJICHUS JTIOOBIX BUIOB JOKYMEHTOB, KPOME MUChMA.

OOmuii 61aHK B 3aBUCUMOCTH OT yUPEIUTEIbHBIX JOKYMEHTOB OpPTaHU3aIMH BKIIOYAET B ceOs
pexBu3utel 01 (02 unum 03), 08, 11, 14.

brnank mucbMa B 3aBHCHMOCTH OT YYPEIUTEIBHBIX JOKYMEHTOB OpPTaHM3AIlMU BKJIIOYAET B
ce0s pexusuthl 01 (02 umm 03), 04, 05, 06, 08, 09 u, mpu HEOOXOTUMOCTH, OTPAHUIUTEIILHEIE
OTMETKH JJIsl BEpXHUX TPaHUIl 30H pacmnoiokeHus peksuzutoB 11, 12, 13, 14, 15, 17, 18, 19, 20.

brnank KOHKpEeTHOro BHJa NOKYMEHTa, KpOME MHUChMa, B 3aBUCUMOCTH OT YUYPEAUTEIbHBIX
JIOKyMEHTOB OpraHu3anuu BkitodaeT B cebOs pexBusuthl 01 (02 wm 03), 08, 10, 14 u, npu
HEOOXOJIMMOCTH, OTPAaHUIUTENHHBIE OTMETKH JIJIsl TPAHUI] 30H PACIOJIOXKEHUs] peKBU3UTOB 11, 12,
13, 18, 19.

4.8 Jlns opranuzamuii  cyobekTtoB Poccuiickoit ®enepanmu, HWMEIONIUX HApPSAYy C
TOCYy/apCTBEHHBIM si3bIkOM  Poccuiickoii  denmepannu TOCYJAapCTBEHHBIM SI3BIK  CyOBEKTa
Poccuiickoit  ®enepanuu, 1enecooOpa3HO MCIOIb30BaHHE MPOJOJBHOTO OJlaHKa; TMPU ITOM
pexBu3uThl 08, 09, 14 meuyaTtaroT Ha IBYX S3bIKaX: PyCCKOM (CJeBa) M HAIlMOHAJIBHOM (CIpaBa) Ha
OJTHOM YPOBHE.

4.9 Tlpu M3TOTOBJIICHWH AOKYMEHTOB Ha NIBYX M 0OJiee CTpaHHUIAX BTOPYIO U TOCIEIYIOIIHE
CTPaHUILIBl HyMEPYIOT.

Homepa ctpanuil npocTaBiisitoT mocepeuHe BEPXHETO MOJIs JINCTA.
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