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MOJIOKEHUE
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1. OBIIME ITOJIOXKXEHUA

1.1. Egunbie TpeOoBaHus K OGOPMIICHHIO  OpPraHU3ALMOHHO-PACIIOPSAIUTEIHHOMN
nokymeHTanuu (nanee — TpebGoanus) B ['ocymapcTBeHHOM OrOKETHOM TPOodecCHOHATbHOM
00pa3oBaTeIbHOM yupekaeHUH MOCKOBCKOI 00macTi «JIyXOBUIIKHIA aBUAITMOHHBIN TEXHUKYM)
(manmee — TexHukyMm) pazpabotanbl Ha ocHOBe HarmonampHOro crangapra Poccuiickoit
@eneparun 'OCT P 7.0.97-2016 «Cuctema cranmaptoB mo uHpopmamu, 6MOIMOTEYHOMY U
u3zaTenbckoMy neny. OpraHu3zallMOHHO-paclopsiIUTeNbHas JOKyMeHTauusa. TpeGoBaHus K
oopMIIeHHIO JOKYMEHTOB» (yTB. mpuKazoM @DenepalbHOTO areHTCTBA IO TEXHUYECKOMY
perynupoBanuio U Mmerposorun ot 08.12.2016 r. Ne 2004-cT).

1.2. Hacrosmue TpeboBanus pacnpoCTpaHAIOTCA Ha OpPraHHU3aLMOHHO-
pacnopsiAMTENbHbIE IOKYMEHTHI, pa3padaTbiBacMble B TeXHUKYME: YCTaB, [I0JIOKEHHUS, IIPaBUIIa,
MHCTPYKLMHU, PETJIaMEHThI, IIOCTAHOBJICHUS, PACHOPSIKEHUS, IPUKa3bl, PELICHUs, MPOTOKOIIBbI,
JIOTOBOPBI, aKThl, IUCbMA, CIIPABKU U JAp. (J1anee — JOKYMEHTBHI).

1.3. Hacrosmue TpeOoBaHHs ONMPEACTSIOT COCTAB PEKBU3UTOB JJOKYMEHTOB, ITPABHIIA UX
opopMIIEHHS, B TOM YHCIE€ C MPUMEHEHHEM HH(OPMALMOHHBIX TEXHOJIOTUW; BHUJIbI OJIAHKOB,
COCTaB PEKBU3UTOB OJIAHKOB, CXEMBl PACIOJOXKECHHUS PEKBU3UTOB Ha JIOKYMEHTE; OO0pa3Ilbl
0JIaHKOB; MTpaBUJIa CO3AAHUS TOKYMEHTOB.

1.4. Tlonoxxenus: Hactosiux TpeOoBaHHWI pPACHPOCTPAHSIOTCS HA JOKYMEHTHI Ha
OyMa)KHOM U AJICKTPOHHOM HOCHUTEJISIX.

2. OBIIUE TPEBOBAHUSA K CO3JAHUIO JIOKYMEHTOB

2.1. JIokyMEeHTBI MOTYT CO3/JaBaThCsl HA OyMa)KHOM HOCHTENC M B 3JICKTPOHHOH (hopme ¢
COOJIIOZICHHEM YCTaHOBJICHHBIX MPaBUI 0(OPMIICHHS IOKYMEHTOB.

2.2. Tlpu co3maHuy JTOKYMEHTa Ha JIBYX M 0oJiee CTpPaHHIAX BTOPYIO U TOCICAYIOIIHE
CTpaHUILIbI HYMEPYIOT.

Homepa cTpaHull npoCTaBiSIOTCS IOCEPEIUHE BEPXHEro ImoJs JOKyMEHTa Ha
pacctosiHuu He MeHee 10 MM OT BEpXHEro Kpasi JIucTa.

JlomyckaeTcsi co3/laHue JOKYMEHTOB Ha JIMIEBOM M 00OpOTHOH cropoHax jucta. IIpu
JIBYCTOPOHHEM CO3/IaHWU JOKYMEHTOB IIIMpPWHA JIEBOTO TMOJS HA JIHMIIEBOW CTOPOHE JHCTAa U
MPaBOTO TOJIT HA 0OOPOTHOM CTOPOHE JIMCTA JIOJKHBI OBITH PABHBI.

2.3. Ins CO3/IaHHUA  JOKYMEHTOB  HEOOXOAMMO  HCIOJh30BaTh CBOOOTHO
pacrpocTpaHseMble OeCIIaTHBIC IPUQTHI.

s opopmiieHus: TOKYMEHTOB PEKOMEHIYETCS UCIONIb30BaTh pa3Mepsl mpupToB Ne 12,
13, 14.

[Ipu cocTaBiennn TabIUI] TOMYCKAETCS UCMOB30BaTh MIPU(TH MEHBIITNX Pa3MEPOB.

2.4.  AO03amHbI OTCTYI TEKCTA JOKyMeHTa — 1,25 cMm.

3arooBKH pa3feNioB M IOAPA3JEIOB TIeYaTaloTCs C a03alHbIM OTCTYIIOM WJIH
LIEHTPUPYIOTCS 110 MINMPUHE TEKCTA.

MHoOrocTpouHble PEKBH3UTHI TMEYATAIOTCSA Yepe3 OJIWH MEXKCTPOUHBIM HHTEpBAll,
COCTaBHBIC YaCTHU PEKBU3HUTOB OTACIIAIOTCA JOIMOJIHUTCIIBHBIM NHTCPBAJIOM.

TekcT nokymenTa nevaraercs yepes 1-1,5 MeKCTpOUHBIX HHTEpBAA.

Ecmu JOKYMEHT I'OTOBUTCA JIA U3JJaHUSA C YMCHBIICHUCM MacmTa6a, TEKCT II€4aTacTCs
4yepes JBa HHTEepBaa.

HHuTepBan mexay OyKBaMH B CIIOBAaX — OOBIYHBIH.

WHTepBan MeXIy ClIOBaMH — OIMH Ipooe.

2.5. TekcT MOKyMEHTa BBIPAaBHUBACTCS IO IIUPHHE JMcTa (IO TpaHUIIAaM JIEBOTO U
IIPABOro MOJIEH JOKYMEHTA).

JlnuHa caMoil ITTMHHOW CTPOKHM PEKBHU3UTA MPHU YIJIOBOM PACIOI0KEHUU PEKBU3UTOB HE
oomee 7,5 cM.

JlnuHa camoil JJIMHHOW CTPOKH PEKBU3UTA MIPU MPOJOJIBHOM PACIIOI0KEHUN PEKBU3UTOB
He Oonee 12 cm.



2.6. PexBU3HUTHI «aapecaTy, «3aroJioBOK K TEKCTY» I «IIOAIMHKCH», a TAKKE OTACIbHbIE
(bparMeHThI TEKCTa MOTYT OBITH BbIIEJICHBI OTYKUPHBIM HIPUPTOM.

2.7. JlokanpHBIE HOPMATHUBHBIE aKThl TEXHHKyMa, a TaK)KE WHBIE MHOTOCTPAHUYHBIC
JOKYMEHTBI MOTYT OQOpPMISTHCS C THUTYJIbHBIM JUCTOM. TUTYJIBHBIA JUCT JOKyMEHTa
odopmisiercs B coorBercTBUM ¢ [Ipunoxenuem 1.

3. COCTAB PEKBHU3UTOB 1OKYMEHTOB

3.1. [Ipu mnoaroroBke u OQGOPMIICHHH JOKYMEHTOB HCIIOJIb3YIOT —CIIEIYIOIIne
PEKBU3HTHI:

01 — rep6 (I'ocynmapctBennsiit repd Poccuiickoii denepanuu, repd cydonekra Poccuiickoit
®denepanun, repd (repaabIuYecKuii 3HaK) MyHHIIUIAIBHOTO 00pa30BaHus);

02 — >m0aeMma;

03 — ToBapHbIii 3HAK (3HAK OOCTYKHUBAHUS);

04 — xox GopMBI TOKYMEHTA;

05 — HauMEeHOBaHUE OpPraHU3aIlly - aBTOpA TIOKYMEHTA;

06 — HauMEeHOBaHUE CTPYKTYPHOTO TIOJPa3ICIICHUS - aBTOPA JJOKYMEHTA;
07 — HauMeHOBaHUE JTOJHKHOCTH JIMIIA - aBTOPA TOKYMEHTA;
08 — cnpaBouHkbIe 1aHHBIC 00 OpPraHU3aIUy;

09 — HauMeHOBaHUE BHUJIA IOKYMEHTA,

10 — nara goKymeHTa;

11 — perucTpanuoHHbBII HOMEP JTOKYMEHTA;

12 — ccplika Ha PETUCTPAIMOHHBIN HOMEP U 1aTy MOCTYMUBIIETO TOKYMEHTA;
13 — mecTo coctaBneHus (U3/1aHUA) JOKYMEHTA;

14 — rpu¢ orpannveHus 10cTyna K JOKYMEHTY;

15 — anmpecar;

16 — rpu¢ yrBepkaeHUs JOKYMEHTA;

17 — 3aronoBOK K TEKCTY;

18 — TeKCT TOKyMEHTa;

19 — oTMeTKa 0 MPUITOKEHHH;

20 — rpu¢ cornacoBaHus JOKYMEHTA,;

21 — Bu3a;

22 — MOIIHUCEH;

23 — oTMeTKa 00 2JEKTPOHHOU MOAIHUCH;

24 — neyarts,

25 — oTMeTKa 00 UCIIOIHUTEIIE;

26 — oTMEeTKa 0 3aBEPEHHUH KOIUH;

27 — 0TMETKa O TIOCTYIIJICHUU IOKYMEHTA;

28 — pe3omonus;

29 — 0TMETKA O KOHTPOIIE;

30 — oTMeTKa 0 HaINpaBJIEHUH JOKYMEHTA B JIEJIO.

4.  TPEBOBAHUA K OPOPMJIEHHUIO PEKBU3UTOB JOKYMEHTOB

4.1. DMbnema opraHuzanuy, pazpaboTaHHass M YTBEP)KICHHAas B YCTAaHOBJICHHOM
HOps/IKe, Pa3MEIIaeTCsl B COOTBETCTBUM C HOPMATHBHBIMH IPABOBBIMM aKTaMH Ha OJaHKax



Texnukyma. HM3o0paxeHne 5MOIEMBbl TMOMEIIAETCS IOCEpEINHE BEPXHEro Mol OJlaHKa
JOKYMEHTa HaJl peKBU3UTaMH TeXHHKyMa-aBToOpa.

4.2. HauMmeHOBaHNME OpraHM3allMU-aBTOpa JOKYMEHTa Ha OJaHKEe JOKYMEHTa OJDKHO
COOTBETCTBOBaTh HAMMCHOBAHUIO TeXHHMKyMa, 3aKpEIUICHHOMY B €r0 y4peOUTEIbHBIX
JNOKyMeHTax (ycTaBe wWiM TmoJoxeHuu). [log HanMeHOBaHMEM OpraHM3aluM B CKOOKax
YKa3bIBa€TCs COKPAIlCHHOE HauMEeHOBaHKe TeXHuKyma, IpeyCMOTPEHHOE Y CTaBOM.

Ha):[ HAUMCHOBAHUCM OpraHUu3alMu-aBTOpPa JOKYMCHTA YKAa3bIBACTCA IIOJIHOC WJIA
COKpallCHHOC HAUMCHOBAHHUC BBIH_ICCTOSIH_IGI;’I OopraHu3aluu.

4.3. HaumMeHoBaHHWE OJKHOCTH JIMIAa-aBTOpa JOKYMEHTa HCIOJIB3yeTcs B OJlaHKax
JOJDKHOCTHBIX JIMII M pacroJjlaraercsl I0J HauMEHOBaHUEM opraHuzauuu HaumeHnoBaHue
JIOJDKHOCTH  JIMIA-aBTOpa JOKYMEHTA YKa3bIBa€TCA B COOTBETCTBUM C HAaMMEHOBAHHUEM,
IIPUBEACHHBIM B PACIIOPSAIUTEIIBHOM JOKYMEHTE O Ha3HAYEHUH Ha JIOJKHOCTb.

4.4. CnpaBouHble JaHHBbIE 0 TeXHHMKyMe YKa3bIBalOTCS B OJIaHKaX MHCEM M BKIIOYAIOT:
IOYTOBBIN aapec TGXHI/IKYMa (I[OHOJIHI/ITGJH)HO MOKECT YKa3bIBATHCA aJpeC MCCTAa HAXOKIACHUA
IOPUAMYECKOTO JIMIIA, €CJIM OH HE COBIAJAaeT C MOYTOBBIM aJpecoMm); HoMep TenedoHa, Qakxca,
aJIpec IEKTPOHHOM MOYThI, CETEBOM aJpec.

45. B coctaB CHOpaBOYHBIX  JIaHHBIX  BKJIIOYAIOTCS: KOJA  TeXHUKyMa IO
Ob6mepoccuiickomy kinaccudukaropy mpennpustuii u  opranuzauuid  (OKIIO), ocHoBHOIA
TOCY/IapCTBEHHBIA perucTpanuoHHbii HOMep opranusamuu (OI'PH) m mmeHTHhUKAIMOHHBIN
HOMEp HaJIOTOIUIAaTEeNbIINKA/KOI MPUUMHBI TIOCTAHOBKH Ha Hasorosblit yuet (MHH/KIIIT).

4.6. HaumeHoBaHue BUJa OOKYMCHTA YKa3bIBACTCA Ha BCCX HNOKYMCHTAX, 34
HCKIIFOYCHHUEM JCIOBBIX (CJ'IY)KC6HI>IX) MMUCEM, pacnojaracrCsa I1moJ PpPCKBU3UTAMU aBTOpa
JAOKYMCHTa (HaI/IMCHOBaHI/IeM opraHu3an, HAUMCHOBAHUEM CTPYKTYPHOI'O NOAPA3ACIICHUA,
HaMMCHOBaHUCM I[OJ'I)KHOCTI/I).

4.7. [lata nOKyMEHTa COOTBETCTBYET JAaTe MOANHCAHUA (YTBEPXKACHUS) TOKYMEHTA WU
nate coObITHs, 3aUKCUPOBAHHOTO B JIOKyMEHTe. JlOKyMEeHTBHI, M3JaHHble ABYMS WU Oojee
OpraHu3alUsIMU, TOJKHBI UMETh OJHY (€IMHYI0) /1aTy.

4.8. Jlata MOKyMEHTa 3aIllMCHIBAETCS B IMOCIEOBATEILHOCTU: JIEHb MECSIa, MECAI, TOJ
OJIHUM U3 JIBYX CIIOCOOOB:

apabckumu nudpamu, pazaeneHHbIME TouKoi: 05.06.2016;
CJIOBECHO-LIU(POBBIM criocobom, Hanpumep: 5 utons 2016 r.

4.9. PerucTpanlMOHHBIH HOMEp JIOKyMeHTa — LH(ppoBoil wnu OykBeHHO-IM(POBOI
UJICHTUPUKATOP JOKYMEHTA, COCTOSAIIMA W3 TOPSIKOBOIO HOMEpa JOKYMEHTa, KOTOPBIH, IO
ycMoTpeHHio TexXHMKyMa, MOMKET JIOMOJHATHCS UHU(PPOBBIMH WM OYKBEHHBIMH KOJaMHU
(MHIIeKcaMK) B COOTBETCTBUHU C MCHOJIb3YeMbIMU KilaccupukaropaMu (MHAEKCOM Jena IIo
HOMEHKJIaType Jiell, KOJIOM KOPPECTIOHIEHTa, KOJOM JTOJHDKHOCTHOTO JIMILA U JIp. ).

4.10. Ha nokymeHTe, COCTaBIeHHOM TeXHUKYMOM COBMECTHO C JPYTUMH OpraHU3alMsIMy,
MIPOCTABIISIFOTCSL PETMCTPALIMOHHBIE HOMEPA TOKYMEHTA, IPUCBOCHHBIEC KaX/10W U3 OPraHU3aLlNN.
Perucrpanmonnele HOMEpa OTACIAIOTCA APYr OT APYra KOCOM 4YepTOM U IMPOCTABISAIOTCA B
MOpsAJIKE yKa3aHUsl aBTOPOB B 3ar0JIOBOYHOM YaCTH WM MpeaMmOyJIie JOKYMEHTa.

4.11. Ccpliika Ha pEerucTpalMOHHbBIN HOMEpP U JaTy MOCTYNMBILErO JOKYMEHTa BKIIIOYAET
PErUCTPALIMOHHBIN HOMEDP M ATy BXOJSILIET0 MHUIMATUBHOIO JIOKYMEHTA, Ha KOTOPBIA JaeTcs
OTBeT.

4.12. Mecto cocrtaBiieHHs] (M3JaHUs) JOKYMEHTa YKa3blBaeTCs BO BCEX JOKYMEHTaX,
KpOME JEJIOBBIX (CIYKEOHBIX) MUCEM, a TaKKe JOKJIAIHBIX, CIYXKEOHBIX 3allMCOK U JIPYTuX
BHYTPEHHUX WH(POPMAIIMOHHO-CIIPABOYHBIX JOKYMEHTOB.

4.13. MecTo cocTaBieHUs (M3AaHUS) JOKYMEHTA HE YKa3bIBaeTCs B TOM cCllydae, €Clih B
HAaMMCHOBAHUHN OPraHU3aluy NpUCYTCTBYCT YKAa3aHUC Ha MCCTO €€ HaXOXJICHUS.



MecTto coctaBiieHus (U34aHNs) JOKYMEHTa yKa3biBaeTcs I. JIyXoBHIIbL.

4.14. Anpecar ucnonb3dyercss mpu  O(QOPMIICHHH JENOBBIX  (CIyXKeOHBIX) TIHCEM,
BHYTPEHHUX HH(OPMAIMOHHO-CIIPABOYHBIX JOKYMEHTOB (JOKJIAJHBIX, CIYKEOHBIX 3aIMCOK U
ap.).

AnpecaTtoM JIOKyMEHTa MOXXET OBITh OpraHu3anys, CTPYKTYpHOE IOJpa3/ieieHue
OpraHu3aluy, JOPKHOCTHOE MM (PU3UUECKOE JIULIO.

PexBu3ut "ampecat" mpocTtaBisieTcss B BEpXHEH MpaBOil 4acTH JTOKYMEHTa (Ha OJaHKe C
VIJIOBBIM ~ PACIONOXKEHUEM pPEKBU3UTOB) WM CIOpaBa TMOJ pPEKBU3UTaMU OiiaHka (mpu
MPOJIOJIBHOM ~ pAacCIlOIOKEHWHU  peKBU3UTOB  Omanka). Crpoku  pekBusura "aapecar"”
BBIPABHUBAIOTCS 10 JIEBOMY KPalO WJIU IEHTPYIOTCS OTHOCUTEIBHO CAMOM JITTMHHOM CTPOKH.

[Ipu agpecoBaHMM JOKYMEHTAa pPYKOBOIMTENIO (3aMECTHTENIO  PYKOBOJIUTEIIs)
OpraHu3allii YKa3bIBAlOTCSA B JATEIHHOM IMaJ)Ke HAUMEHOBAHHE JOJDKHOCTH PYKOBOIUTEIS
(3amMecTHTENsT PYKOBOJIUTENSI), BKIOYAIONICC HAWMEHOBAHWE OpraHW3aiuu, © (HaMuius,
WHUIIAAIBI IOJHKHOCTHOTO JIHIIA.

Ipumep -

Pyxopomutrenin demepalIbHOTO apxXMBHOIT'O aTeHTCTRBA

Qamvmyima M.O.

HpI/I aIp€COBaHNU IMHUCbMA B OPraHU3aAIMI0 YKA3bIBACTCA €€ IOJIHOC WJIM COKPAILCHHOC
HAaNMMCHOBAHHUEC B UMCHHUTCIIBHOM ITIaJICKE.

IIpumepsI

1 denepasibHOE aAPXMBHOE areHTCTBO

2 Pocapxus

[Ipu agpecoBaHnn JOKYMEHTA B CTPYKTYPHOE MOJAPA3ACICHUE OPraHnu3alid B PEKBU3UTE
"az[pecaT” YKa3bIBaA€TCA B HWMCHUTCIBHOM IMAJACKEC HAWUMCHOBAHUC OpraHu3allliv, HUKEC —
HAMMEHOBAHUE CTPYKTYPHOT'O TTOAPA3AECICHHUS.

IMpumep -

dernepallbHOE apXMBHOE aIl'€HTCTBO

OTnmes1 TOCymapCTBEHHOM

CIIyX%0OBl, KaIpOB M HaTrpan

HpI/I aApCeCOBAaHNU NMCbMa PYKOBOAUTCIIIO CTPYKTYPHOI'O MOAPA3ACIICHUA YKA3bIBACTCA B
HUMEHHUTEIIbHOM IIaJeXe HaMMEHOBAaHHE OpraHu3aluM, HIDKE — B JaTCIIbHOM MaJekKe
HAaUMCHOBAHUC NOJDKHOCTU PYKOBOAUTCIIAA, BKIHOYAOMICEC HAWMMCHOBAHUC CTPYKTYPHOTO
nojipaszziesieHus, GpaMuInio, HHUIHAIIBI.

IIpumep -

AO "Ipodunp"
PyxopomomTesro OOT'OBOPHO-
IIpaBOBOI'O OoTIHmeJia
dammimma 1. 0.
[Tepen dpamunmeit TOJPKHOCTHOTO JIMIIA JOMYCKAETCsl YHOTPeOIsATh COKpaimieHue "r-Hy"
(rocnonuHy), eciiv agpecar My>XKYuHa, WK "T-xke" (TOCIokKe), €ClI apecaT KeHILUHA.

Ipumepsi

1 r-ny ®avmnusa U.O.



2 1m—-xe ®ammnmga M.O.

[Ipu paccbuike AOKyMEHTa TpyIIe OpraHu3alfii OJHOTO TUNA WIH B CTPYKTYPHbBIE
MOJpa3IeIeHUs] OHOM OpraHu3alny, apecaT yKa3blBaeTcsi 0000IIECHHO.

Ipumepsi

1 PyKOBOIMTEJIAM IOUYEPHUX
obuwecTtre AO "Ilpoduip"

2 PyxOBOIMUTEJIAM yIIPaBJIEHUN
Pocapxuea

[Ipu paccbiike TOKyMEHTa HE BCEM OpPTaHM3alUsIM WA CTPYKTYPHBIM MOJApa3/IeICHUIM
o pekBu3uTOM "Anpecar” B CKoOKax ykasbiBaeTcs: (10 CIUCKY)".

Ipumep -

PykopoOouTesaM IOUYEPHUX
obmecTr AO "Illpodwmis"
(mo cnmcky)

B ogHOoM nokymMeHTe He AOKHO ObITh Oosee ueThipex aapecatoB. CinoBo "Komnusa" nepen
BTOPBIM, TPETHUM, YETBEPTHIM ajJpecaTaMu He yKaszbpiBaeTcs. [Ipu OojbiemM KOJIM4eCTBE
aJpecaToB COCTAaBISAECTCS CHUCOK (JIMCT, YKa3aTeldb) pACCBUIKM JIOKYMEHTa, Ha KaXXJIOM
JIOKYMEHTE yKa3bIBaeTCs OJMH aapecar WiH aapecat ohopmirseTcs 0000IIeHHO.

B cocraB pexBusuta "Agpecar” MOXKET BXOJAUTh MOYTOBBIN aapec. DIEMEHThI IOYTOBOTO
aZpeca yKa3bIBAIOTCS B IOCJEAOBATEIBHOCTH, ycTaHOBJIeHHOW [IpaBuimamu okazaHusi yciayr
MOYTOBOM CBSI3U, YTBEPKJAECHHBIMU MTPUKa30M MHUHHCTEPCTBA CBSI3M U MAaCCOBBIX KOMMYHUKALIMM
Poccuiickoit @enepanuu ot 31 uronst 2014 r. N 234.

IMpumep -

BcepocCUMCKUM Hay4dHO-—
MCCJIENOBATEJbCKNI MHCTUTYT
IDOKYMEHTOBEIEHMSI UM apxMBHOTO Heja
[IpodcowzHas ymn., n. 382,
Mockea, 117393
IToutoBbIi aip€C MOKCET HC YKa3bIBATBCA B JOKYMCHTAX, HAIPAaBJIACMbIX B BBICHINC
OpTraHbl BJIACTHU, BBIIICCTOAINUC OpraHrU3ali, MOABCAOMCTBCHHBIC OpraHrU3allii U MMOCTOAHHBIM
KOPPECTIOHIEHTaM (3a UCKJIIOUEHUEM HaIlpaBJIEHUs MUCEM YKa3aHHBIM aJpecaTaM B KOHBEPTax C
MPO3pAaYHBIMU OKHAMH).

[Ipu appecoBaHuu NOKyMEHTa (PU3NYECKOMY JIHMILY YKa3bIBAIOTCA: (paMIIIUS MHHUIIHAIIBI,
MMOYTOBBIN ajpec.

IIpumep -

Qammmma 1.O.

CagoBasd yJj., no. 5, kB. 12,

T. Jliobepur, MockoBckas ob6iy., 301264

[Ipu oTmpaBke MUChbMa MO 3NEKTPOHHOW IMOYTE WM MO (aKCUMUIBHON cBsizu (6e€3
JIOCBIJIKM IO IIOYTE) MOYTOBBIM ajpec He ykasbiBaeTcs. IIpm HEOOXOIMMOCTH MOXKET ObITh
yKa3aH 3JeKTPOHHBIN aapec (Homep Tenedona/pakca).

Ipumep -



BcepocCcuyCKUlM Hay4dHO—
ncciyiegopaTeJsIbCKUMM MHCTUTYT
JOKYMEHTOBEIOEHNMA UM aAPXMBHOI'O IOeJla
mail@vniidad.ru
4.15. I'pud yTBEp>KACHHUS MPOCTABISAETCS HA JOKYMEHTE B CIydae €ro YTBEp)KICHHS
JOJDKHOCTHBIM ~ JIMIIOM, PAacCHOpPSIUTENbHBIM JOKYMEHTOM (IIOCTAaHOBJICHHEM, pPELICHHUEM,
IIPUKA30M, PAaCIOPSKEHUEM) WIN PELLIEHUEM KOJIJIETHAIbHOTO OpraHa.

I'pud yrBepkaeHus pa3meniaeTcss B MpaBOM BEPXHEM YTy MEPBOTO JIUCTA JOKYMEHTA.
CTpoku peKkBHU3UTA BBIPAaBHUBAIOTCS IO JIEBOMY Kpar0 WJIM LIEHTPYIOTCS OTHOCUTEJIBHO CaMoO
JUIMHHOM CTPOKHU.

IIpu yTBEep)KIEHMM NOKYMEHTa IOJKHOCTHBIM JIMLIOM TpU( YTBEPXKICHHS COCTOUT W3
cnoBa YTBEPXAIO, nHaumeHOBaHUS JOJDKHOCTH JIMLA, YTBEPXKJIAIOLIErO JOKYMEHT, €ro
HOJNNCH, THULUAJIOB, (DaMWINU U JaThl YTBEP)KICHHSL.

Ipumep -

YTBEPXIAI
Pykosomuresic denepalibHOT'O
APXMBHOI'O areHTCTBa
Momnmuce N.O. dammiamda
ITaTa
IIpu yTBep)KIEHMM JOKyMEHTa DPACHOPSAUTENbHBIM JOKYMEHTOM TIpU(] yTBEp:KICHHS
COCTOMT U3 clioBa YTBep:keH (YTBepKaeHa, Y TBEPKACHbI WIH Y TBEPHKACHO), COINIaCOBAHHOTO
C HAaMMCHOBAHMEM BHJA YTBEPXKAAEMOIO JOKYMEHTa, HAUMEHOBAaHUS paCHOPSAUTEILHOTO
JIOKYMEHTA B TBOPUTEIILHOM IaJI€XKE, €r0 1aThl, HOMEpA.

IIpumepsI -

1 (PerjsameHT) YTBEepXIEH
npmkasoM AO "IIpoduip"
or 5 anpena 2015 . N 82
2 (IlpaBmia) YTBepXIOeHH
npukasoM AO "IIpoduip"
or 6 anpesga 2015 . N 83
HpI/I YTBCPXKIACHUKU OOKYMCHTA KOJUICTHAJBHBIM OpraHoOM, pPCIICHUA KOTOPOro
buKcupyoTcs B TPOTOKOJIE, B TIpude YTBEpXKICHUS YyKa3blBaeTCs, HAaMMEHOBAaHHE OpraHa,
pelieHrneM KOTOPOro YTBEPKACH JOKYMEHT, 1aTa U HOMep NMPOTOoKoa (B CKOOKax).

IIpumep -

(IToJytoxeHMe )

YTBEpPXIOEeHO
CoeeToMm nupexkTopoB AO "Illpodpnmip"
(mpoTokost or 12.12.2015 N 12)

4.16. 3arojloBOK K TEKCTy - KpaTKOE€ COJIep)KaHHE ITOKYMEHTAa. 3arojIoBOK K TEKCTY
dbopmymupyercs ¢ mpeasiorom "O" ("O6") u orBewaet Ha Borpoc "o yem?"):

- mpuka3 (0 ueM?) 0 CO3/1aHUM ATTECTALIMOHHON KOMUCCHUU;
- mpukas (0 ueM?) 00 yTBEp)KICHUH IITATHOTO PACIIHCAHUS;
- MUCHMO (0 YeM?) 0 IPEeIOCTaBICHUU HH(POPMAITHH.

3aroyioBOK K TEKCTYy OOpMIISIETCS TIOJI peKBU3UTAMH OJIaHKa CJIeBa, OT TPAHUIIBI JIEBOTO



noysi. B ykazax, MOCTaHOBIEHUSAX, pELICHUSX, MpHUKa3axX, H3[JaBA€MbIX OpraHaMH BIIACTH,
3arojIOBOK K TEKCTY MOXKET oQOpMIIAThCS HaJ TEKCTOM IMOcepeArHe padodero mois J0KyMeHTa
Y LEHTPUPYETCS OTHOCUTEIIBHO CaMOU ITTMHHOM CTPOKH.

3aroJ0BOK K TEKCTY MOXKET HE COCTABJISITHCS, €CJIM TEKCT JOKYMEHTA HE MpeBbIIaeT 4 - 5
CTpOK.

4.17. TekcT NOKyMEHTa COCTaBJISIETCS HA PYCCKOM SI3bIKE KaK TOCYIapCTBEHHOM SI3bIKE
Poccuiickoit @enepanuu.

B Texcre AOKYMCHTA, IOATOTOBJICHHOM Ha OCHOBAHMM 3aKOHOIATCJIBHBIX WJIIM HMHBIX
HOPMAaTUBHBIX IIpaBOBLIX aKTOB, paHee N3JaHHBIX pacnopsaauTCIIbHBIX AOKYMCHTOB,
YKa3bIBAOTCA UX PCKBU3UTHI:

- HaMMEHOBaHWE JOKYMEHTa, HAUMEHOBAHME OPraHU3allMU - aBTOpa JOKYMEHTa, JaTa
JIOKYMEHTA, PETUCTPAIIMOHHBIM HOMEP JTOKYMEHTA, 3aroJIOBOK K TEKCTY WJIM HAMMEHOBaHUE BUA
JIOKYMEHTA;

- HAMMEHOBAaHUE OPTaHMU3AIMH WU JOHKHOCTHOTO JINIA, YTBEPAUBILETO JOKYMEHT, AaTy
YTBEPKACHHS IOKYMEHTA.

TekcT OOKyMeHTa MOXET coepXkaTb pPas3Aeiibl, MOJPA3/Aeibl, MYHKThI, MOIMYHKTHI,
HyMepyemble apabckumu IudpaMu. YpoBHEH pyOpHKalMu TEKCTa HE JOJDKHO OBITH Oolee
YeThIpex.

B npukazax TekcT usnaraercs OT epBOro JIMa eAMHCTBEHHOT 0 uncia ("'mpukaspiBao").

B nokyMmeHTax KONJIETHATbHBIX M COBEIIATEIbHBIX OPraHOB TEKCT H3JIaraercs OT
TPETHETO JUIla €TUHCTBEHHOTO yucia ("KOIerus ... moctaHoBiseT", ""coOpanue ... pemuio").

TekcT mpoToOKoOJia M3JIaraeTcsi OT TPETHETO JIWIla MHOXKECTBeHHoro uucia ("cmymanu",
"BpicTynuin", "mocranoBuwin", "pemunu").

B nokyMmeHTax, yCTaHAaBIMBAWOIIMX TMpaBa M OO0S3aHHOCTH OpraHW3aluil, HX
CTPYKTYPHBIX TMOJApa3ieieHui (MOoN0XKEeHHe, MHCTPYKIHS), a TaKXkKe COJEpKalluX OMUCaHHe
CUTyallui, aHamu3 (DaKTOB WM BBIBOJIBI (KT, CIIPABKa), UCMOJIb3yeTcs (hOpMa U3II0KEHUS TEKCTa
OT TPEThEro JIMIA EIUHCTBEHHOTO WJIM MHOXECTBEHHOTO uucia ("OTAen OCYIIeCTBISIET
¢dbyHKIMK...", "B COCTaB ympaBlIeHUs BXOMAT...", "KOMHUCCHS TTPOBEIIa MPOBEPKY...").

B COBMECTHBIX TOKYMEHTAX TEKCT M3J1araeTcsi OT MEPBOTO JUIa MHOKECTBEHHOI'O UMCIIa
("mpukazpiBaeM", "permman").

B nenoBeix (ciy:ke0HBIX) MUCbMax UCTIONb3YIOTCS (POPMBI U3TT0KEHUS:

- OT MEPBOro JHI[a MHOKECTBEHHOTO uncia ("MpocuM HampaBUTh...", "MpeAcTaBiIsieM Ha

paccmoTpenue ...");

- OT TPEThETO JINIa EANHCTBEHHOTO 4yKcia ("MUHUCTEPCTBO HE BO3paxkaer...", "o0IIecTBo
CUUTAET BO3MOXKHBIM...");
- OT TEpPBOTO JHWIA €IWHCTBEHHOro uymcia (‘'cumrtaro HeoOXomuMbIM...", "mpemararo

paccMoTpeTh..."), eciu MUChbMO 0(hOPMIICHO Ha JOJDKHOCTHOM OJIaHKe.

B Tekcrax AOKYMEHTOB YHOTPEOJSIOTCS TOJIBKO OONICPUHATBIE aO0OpeBHATYpHI U
rpagudecKrue COKpaIieHusl.

[Tpu ynorpebiaennn B TekcTe aMHUIUI UL MHUIMAIB! YKA3bIBAIOTCS MOCTEe (PaMUIHH.
B nenoBwix (Cimy)e0HBIX) MTUChMax MOTYT MCIIOJIb30BaThCS:

- BCTYIUTENIbHOE O0palieHue:



VYBaxaewmslii rocnioguH Ilpencenarens!

YBaxaewmblii roctiouH ['yoeprarop!

YBaxkaeMblii rociogus [Ipoxopos!

VYBaxkaemast rocnioka 3axapona!

VYBaxaembiii Hukonaii [TerpoBuy!

VYBaxaemast Onpra Huxkonaesna!

YBaxaemble rocnonal

B o6paienny no 10KHOCTH HAMMEHOBAHUE JOKHOCTH MHILIETCS C MPOMUCHOM OYKBBHI,
B oOpailieHnu 1o (paMuINy MHULKMAJBI JINLA HE YKa3bIBAIOTCS.

- 3aKJIIOYUTEIIbHAS dTUKETHAs (paza:

C yBaxeHuew, ...

4.18. OT™MeTKa O TPUIIOKEHUU COACPKHUT CBEACHUS O JOKYMEHTEe (JIOKyMEHTax),
MPHJIaraéMoM K OCHOBHOMY JOKYMEHTY (B COTPOBOJUTENBHBIX MMHUCHMaX, MPETCH3USIX, aKTax,
CIpaBKax M JAPYruX HH(GOPMAIMOHHO-CIIPABOYHBIX JIOKYMEHTaX) HJIM O TOM, YTO JIOKYMEHT
SBIIICTCS TIPWJIOKCHHEM K OCHOBHOMY JOKYMEHTY (B JOKYMEHTaX - TNPHIOKEHUSX K
pacropsAUTEIbHBIM JTIOKYMEHTAM, MOJIOKEHHSIM, ITPABUIIAM, HHCTPYKIIUSM, JOTOBOpaM, IJIaHaM,
OTYeTaM U Jp. JOKYMEHTaM).

B conpoBoauTENbHBIX MHUChMAxX M JAPYTHX WH(POPMALMOHHO-CIIPABOYHBIX JTOKYMEHTaxX
OTMETKAa O TIPUJIOKEHUU OPOPMIISICTCS TIOJ] TEKCTOM OT TPAHUIIBI JICBOTO IOJS CIICTYFOIIHM
obpazoM:

- €CJIN IIPUJI0KEHUE HA3BAHO B TEKCTE:
[Ipunoxenue: Ha 2 1. B 1 2K3.

- €CJIM MPUJIOKECHUC HC HA3BAHO B TCKCTEC HUJIU €CJIN HpI/IJ'IO)KGHI/Iﬁ HECKOJIBKO, YKa3bIBAIOT
Ha3BaHUs )IOKyMeHTOB-HpI/IJ'IO)KeHI/II\/JI, KOJIMYCCTBO JIMCTOB HW  OK3CMILIAPOB KaxXJa0ro
MMPUITTOKCHUA:

[Tpunoxenue: 1. [Tonoxxenue 06 YnpaBieHUN perHOHAIBHOIO KPEAUTOBAaHUS Ha 5 J1. B 1
IK3.

2. CnpaBKa 0 KaZIpOBOM COCTaBC praBJ’ICHI/IH PErUOHAJIBHOT'O KPCAUTOBAHUS HaA 2mB1
9K3.

- €CJIM TIPUIIOKEeHHE (IPUIIOKEHNUS) COPOLITIOPOBAHBI:

[Ipunoxenue:

otuet 0 HAP B 2 3Kk3.

- €CJIM JOKYMEHT, SBJISIOIIUNCS MPUIOKEHUEM, UMEET PUIIOKEHHUS C CAMOCTOSTEIbHON
HyMepaluen CTpaHuIl:

[Ipunoxenue:

nucbMo PocapxuBa ot 05.06.2015 N 02-6/172 u npusio>keHus: K HEMy, BCEro Ha 5 1.

- €CIIU MPUJIOKEHHUEM SIBJISIETCSI 000COOICHHBIN 3JIEKTPOHHBIN HOCUTENb (KOMIAKT-IUCK,
usb-dureni-HaKonUTENb U Ip.):

ITpunoxxenue: CD B 1 3k3.

[Ipu »TOM Ha BKianblie (KOHBEPTE), B KOTOPHIN MOMENIAETCS HOCUTENb, YKa3bIBAIOTCS
HAUMEHOBAHUS JOKYMEHTOB, 3aITMCAHHBIX HA HOCUTENb, UMEHA (haliiIoB.



B pacnopsnurenbHbIX ~ JOKyMEHTaX  (TIOCTAHOBIEHUSAX, pEUICHUSAX, IMpHUKa3ax,
pacmopsDKEHUSX), JOTOBOpaX, MOJIOKEHHUAX, MPABUIAX, MHCTPYKIMSIX U APYTUX JOKYMEHTax
OTMETKA O MPUJIOKEHUHN 0(QOPMIISIETCS CAEAYIOUUM 00pa3oM:

- B TEKCTE JOKYMEHTa MpH TEPBOM YIOMHUHAHUU JOKYMEHTA-TIPUJIOKEHUSI B CKOOKax
yKa3bpIBaeTCs: ...(OpHWIOKEHUE) Wiu... (OmpuwiokeHue 1); mepea HOMEPOM NPHIOKEHUS
JIOTTyCKAEeTCsl CTAaBUTh 3HAK HOMeEpa.... (mpuioxenue N 2);

- Ha TIEPBOM JIUCTE JOKYMEHTA-TIPUIIOKECHHS B IPABOM BEPXHEM YTJIy YKa3bIBACTCSL:
[Tpunoxenue N 2

k pukazy AO "Ipoduas"

or 15.08.2015 N 112.

CTpoKH peKBU3UTA BBIPABHUBAIOTCS 110 JIEBOMY KPAl0 WIN LIEHTPUPYIOTCSI OTHOCUTENIBHO
CaMOM JUIMHHOM CTPOKH.

Ecnum npunoxxkeHneM K pacHoOpsAMTEIIBHOMY JIOKYMEHTY SIBJISIETCS HOPMATHBHBIN
IIPAaBOBOM AKT WJIM MHOM JOKYMEHT, YTBEPKIAEMbIA JaHHBIM PacCHOPSAUTEIBHBIM JOKYMEHTOM,
Ha IEpPBOM JIMCTE MPHIOKEHHUsS IMPOCTABIAETCS OTMETKa O MNPWIOKEHUH (0e3 CChUIKM Ha
pactopsSAUTENbHBIM JOKYMEHT) W Tpu( YTBEPXKIEHHUS, B KOTOPOM YKa3blBalOTCS JlaHHBIE
PacroOpAIUTEIBHOIO JOKYMEHTA, KOTOPBIM YTBEPXKACH JOKYMEHT-IIPUIIOKEHHUE.

Ipumep -

[IpunoxeHue 1
YTBEPXIEHO
IpMKa30M

AO "Ipodumap"

or 18.05.2015 N 67

4.19. I'pud cormacoBaHusi JOKYMEHTa HPOCTaBISAETCS Ha JOKYMEHTaX, COIJIACOBAaHHBIX
OopraHaMM BJIaCTH, OpTaHU3alUsSMHU, JOJDKHOCTHBIMM Juuamu. ['pud cormacoBaHust B
3aBHCHUMOCTH OT BHJIA IOKyMEHTa U 0COOEHHOCTEH ero ohopMIIeHUsI MOXKET IPOCTABIATHCS:

- Ha NIEpBOM JIUCTC JOKYMCHTA (eCJ'II/I JAOKYMCHT UMCCT TI/ITy.]'ILHHﬁ JINCT, - HCTUTYJIbBHOM

JHMCTE) B JIEBOM BEPXHEM YINy Ha ypoBHE rpu¢a YyTBEp)KACHUS WIM MOJ HAMMEHOBAHHEM
JIOKYMEHTa OJIMKe K HIPKHEMY T10JTIO);

- Ha MOCJICAHEM JIMCTC JOKYMCHTA IIOATCKCTOM;

- Ha JIUCTEC COT1aCOBAaHUs, ABJISIOIICMCA HEOTHEMIIEMOM YaCThIO JOKYMCHTA.

I'pud cormacoBanus coctout uz cioBa COI'JTACOBAHO, momxHOCTH JHIA, KOTOPBIM
COTJIaCOBaH JIOKYMEHT (BKJIOYass HAWMEHOBAHHME OpPTaHU3AIMH), €ro COOCTBEHHOPYYHOU
MOJIMWCH, HHUIIAAJIOB, (DaMUJINH, JaThl COTJIACOBAHUSI.

Ipumep -

COTJIACOBAHO

IvpexkTop BHUMIAT

(momnmuce) M.O0. damMmnmsa

HaTa

Ecnu cornmacoBaHue OCyIIECTBIISETCS KOJUIETHAIBHBIM OPraHOM, B TpUQE COTIacoBaHU
YKa3bIBaIOT CBEJICHUS 00 OpraHe, COTJIAaCOBaBIIEM IOKYMEHT, JaTeé WU HOMEpE MPOTOKOJIA, B
KOTOpOM 3a(1)I/IKCI/IpOBaHO pemieHUC O COIrJIaCOBAHUWMU. Ecim cornacoBanue OCYHICCTBJIACTCA
MMUCbMOM, YKAa3bIBalOT BUJ JNOKYMEHTA, OPraHU3alMI0 - aBTOpa AOKYMEHTA, NaTy U HOMEp



MUCHMA.
Ipumepsi

1 COIJIACOBAHO

CoBeTOM IOMPEKTOPOB

AO "Ilpodmip"

(MpOTOKOJI OT N )
2 COIJIACOBAHO

nycbMoOM PocapxuBa

oT N

4.20. Buza CBUAETENBCTBYET O COTJACHMM WM HECOTJIACHMHM JOJDKHOCTHOTO — JIUIIA
(paboTHUKA) C coJIep)KaHHMEM TpOoeKTa JOKyMeHTa. Buzoit odopmisieTrcs BHyTpeHHee
corjacoBaHue JOKyMeHTa. Busza BKIIOYaeT JOJKHOCTh JIMILIA, BU3HUPYIOILIETO JOKYMEHT,
MOJIMUCH, pAaCHIM(PPOBKY MOIIUCH (MHUIUAIIBI, (PaMUITUIO) U 1aTy BUSHPOBAHUSI.

Ipumep -

PykoBOOMTEJb KPUINYECKOT'O OTIhejia
MNopnmce M.O0. dammnamusa
IaTa

[Tpu Hamuuuu 3amMeyaHuil "TOKYMEHTY BH3y OOPMIISIOT CIICTYIOIUM 00pa3oMm:
IMpumep -

3aMeuaHud npuiaranTcHd.
PykOoBOIMTEJNb HPUONYUECKOTO OoTresa
MNognmuce M.O0. damMmnmsa

IDaTa

B opraHmzanusax, NOPUMEHSIONIMX CHUCTEMBl 3JEKTPOHHOTO JOKYMEHTO00OpOTa,
COTJIaCOBaHUE MOYKET MPOBOJUTHCS B ANIeKTpoHHOH popme, cornacHo ['OCT P MCO 15489-1.

B nokymeHTax, nNOMIMHHMKM KoTOpbiXx XxpaHsarcs B OPIAHM3AILIMU, Busel
IPOCTABISAIOT HA MOCJIEIHEM JHCTE JOKYMEHTa MO MOAMUCHI0, Ha 000pPOTE MOCIEAHEro JIUCTa
NO/UIMHHUKA JIOKYMEHTa WJIM Ha JIHCTE COIJacoBaHMWs (BU3UPOBAHUSA), MpPUIAracMoMm
"TOKyMEHTY.

B ucxomdmmx JOKyMEHTaxX BM3bl IIPOCTaBISIOTCS Ha DSK3EMIULIpaX JOKYMEHTOB,
MOMEIAEMBIX B JIENO.

MokeT IpUMEHATHCS MOJMCTHOE BUSHMPOBAHUE JOKYMEHTA U €T0 MPUIIOKEHHH.

4.21. Ilognmuchk BKIIOYAET: HaMMEHOBAaHHWE [OJDKHOCTH JIMIA, IIOMIHCHIBAIOIIETO
JIOKYMEHT, ero COOCTBEHHOPYUYHYIO MOJAIMHUCH, PACHIM(PPOBKY NOAMUCH (MHULIUAIIBI, (DaMIITUS).

Ipumep -

T'eHepaJIbHEN IOUPEKTOP [omnmce n.0. dammnmsa

Ecnu noxymeHT odopmiieH He Ha OnaHKe, B HAaMMEHOBaHHE JODKHOCTH BKIIIOUAETCS
HAaMMEHOBaHME oOpranuzanuu. Jlomyckaercss LEeHTpPOBATh HAMMEHOBAHUE JOJHKHOCTHU JIUIIA,
MOJMUCABIIETO TOKYMEHT, OTHOCUTEJIbHO CAMOM IJTMHHOU CTPOKH.

IIpumep -



I'eHepaJsIbHB IOMPEKTOP
AO "Illpodmip" [loponuce n.0. damMmnmsa

ITpu odopmiennn 1oKyMeHTa Ha OJaHKE JOKHOCTHOTO JIMIA AOJDKHOCTh 3TOTO JIMIA B
HOJIKUCHU HE YKa3bIBACTCH.

Ipumep - [loanuce N.0. Gamunus

[Ipy nmoanmucaHuy AOKYMEHTA HECKOJIBKUMHU JOJKHOCTHBIMM JIMIIAMH, 3aHUMAIOIIUMU
pa3HOEe MOJIOKEHHWE, MX IMOJIUCH PACIONararoTcs OfHA IMOJ JAPYroi B IOCIEAOBATEIBHOCTH,
COOTBETCTBYIOLIEH HEPAPXHUH 3aHUMAEMBIX JOJIKHOCTEH.

Ipumep -
INPEeKTOP MHCTUTYTa [lononmcse N.0. dammnma
T'nmaBHEM OyxTajTep [lognmce N.0. dammnmsa

HpI/I noANMrMCaHu JOKYMCHTA HCCKOJIbBKMMHU JIMAaMU PAaBHBIX IIOJDKHOCTCI71 UX IOAIMCH
pacinojiararorcd Ha OJHOM YpPOBHEC.

Ipumep -
3aMecTuTeslb OMPpeKTOopa 10
OMHaHCOBEIM BOIPOCAaM [Momnmce nN.0. dammima
3aMecTuTeslb OMPpEeKTOopa 10
AIMMHMCTPATUBHEIM BOIIPOCaM [ognmce N.0. damumimsa

B AOKYMCHTAaX, COCTaBJICHHBIX KOMI/ICCI/IGI\/’I, B IIOANHCH YKa3bIBACTCA CTATyC JiMIAa B
COCTaB€ KOMHCCHH.

IMpumep -
[lpencenmaTesyib KOMMCCUM [Tomnmce N.0. dammimsa
UJIeHBEl KOMMCCUM IlNognmce n.0. damMmnmsa
[Tognmuce n.0. dammamsa
[Toonmce n.0. dammausa

HpI/I noANnMUCaHur JOKYMCHTaA JIMIOM, HWCIOJHAIOIINM 0053aHHOCTH PYKOBOOHUTEIIA,
noanuch oopmisieTcs ¢ ykazaHMEM cTaTyca JOHDKHOCTHOTO JIMIIA B COOTBETCTBUU C MPUKA30M
(pacniopsiKeHHEM).

IIpumep -
MN.0. T'eHepalJIbHOT'O IOMPEeKTOopa [lognmce n.0. dammimsa
VLTIV &
VcnoyHaommMM 00S3aHHOCTHU
TeHepaJIbHOTO IMpeKTopa [lognmce n.0. dammimsa

HpI/I IIOAITMCAaHU U JIOKyMeHTa JIMIIOM, UMCHOIIIUM npaBo IIOAIINCHU B cnyqae BpeMeHHOFO
OTCYTCTBHSI PYKOBOAWTENS, HWCIpPABICHHS B HAWUMEHOBAHHE JODKHOCTH U pacuiu(poBKYy
dbaMuIMn yKe MOATOTOBICHHOTO M COTJIACOBAHHOTO MPOEKTA JOKYMEHTA BHOCSTCS OT PYKU HIIH
C HCIIOJIb30BAaHUEM COOTBETCTBYIOIIMX IITaMnoB. He gomyckaeTcss CTaBUTh KOCYIO 4YeEpTY,
Haanuch '"3a" mepeq HaMMEHOBAHMEM JOJDKHOCTH JIMIa B TMOANWCH, €CIU JTOKYMEHT
MOJINCHIBACT HHOE JTOJKHOCTHOE JIUIIO.

4.22. OtMeTka 00 DJIEKTPOHHOW TMOAMKMCHA  HUCHONB3YETCS TMPU  BU3YaIH3alUU
AJNIEKTPOHHOTO  JIOKyMEHTa, TOJIMCAHHOTO O3JEKTPOHHOW TOIMIHCBI0, C  COOJIIOJCHHEM
CJICAYIONINX TPEOOBAHMIA:

a) MECTO pa3MeIIeHUs] OTMETKM 00 3JEKTPOHHOW IMOAMUCH JOJDKHBI COOTBETCTBOBATH
MECTy pa3MeLIeHHs COOCTBEHHOPYYHOH MOJINUCH B AHAJOTHYHOM JOKYMEHTE Ha OyMaKHOM



HOCUTEIIC;

0) DJIeMEHTBI OTMETKH 00 OJJIEKTPOHHOW TOMIMUCH JOJDKHBI OBITh BUIUMBIMA U
YUTAEMBIMH IPU OTOOPAKCHUH TOKYMEHTA B HATYPAILHOM pa3Mepe;

B) DJIEMEHTHl OTMETKU OO0 3JIEKTPOHHON MOANMHUCH HE JOJKHBI HEPEKPHIBATHCS WU
HAKJIa/IbIBAThCS APYT Ha JIPYTa;

') DJIEMEHTHI OTMETKH 00 3JCKTPOHHOW MOJIMUCH HE JOJDKHBI MEPEKPBIBATH AJIEMEHTHI
TeKCTa JOKYMEHTa U JPyrue OTMETKH 00 3JEKTPOHHOM noAnucu (Ipy HAIUYUH).

OtmeTka 00 3JEKTPOHHOU MOANKMCH B COOTBETCTBUH C 3aKOHOAATEIHCTBOM Poccuiickoii
Oenepannn  BrIoyaeT ¢pasy "J[oKyMeHT TmOAMMCaH 3JIGKTPOHHOM TOANMUCHIO", HOMEp
cepTUdUKaTa KIIOYa DIEKTPOHHOH MOANMUCH, (aMHIUIO, HWMS, OTYECTBO BIIAJEIbIA
ceprudukaTta, Cpok JeHCTBUS cepTU(dUKaTa Kitoua 3IIEKTpOHHOM moamucu. OTMeTka 00
AIIEKTPOHHOM TMOJIUCH MOXET BKIIOUaTh M300paxenue repda, smoiemsr OPIAHU3ALINU, B
COOTBETCTBUHU C JICUCTBYIOIIMM 3aKOHOJATEIbCTBOM.

Mpumep -
Smbne- OOKYMEHT NOoaNWUCaH
Ma SNEKTPOHHOW NOANWCEID
HaumeHopaHwe OpfaHa
RnacTh H.H. Hukonaee
AOIHHOCTH Ceprwibuxar 1a111aaab00000000011
Bnageney Huwkonasse Hukonad Hukonaaam-y
Nedcreurenes ¢ 01.12.2012 no 01.12.2017

4.23. Tleuatp 3aBepsieT MOJUIMHHOCTH IOANUCH JOJDKHOCTHOIO JIMIIA Ha JIOKYMEHTax,
YIOCTOBEPSIOLIUX IPaBa JIKL, (PUKCUPYIOMUX (PaKThI, CBSI3aHHbIE C (PMHAHCOBBIMH CPEJICTBAMU,
a TakkKe Ha MHBIX JOKYMEHTaX, IpEAyCMaTPHUBAIOIIMX 3aBEPEHUE IOANNUCH II€YaThlO0 B
COOTBETCTBUU C 3aKOHOJATENBCTBOM Poccuiickoit denepannu.

JIOKYyMEHTBI 3aBEpSIFOT TMeYaThlo OpraHu3anuu. lledats mpocTaBisieTcs, HE 3axXBaThIBas
COOCTBEHHOPYYHON MOANUCH JIUIA, MOAMUCABIIETO JOKYMEHT, WIM B MecTe, 0003HAYEHHOM
"MIT" ("Mecro neuatu").

4.24. OtMeTka 00 HWCIIOJIHUTENE BKJIIOYACT (aMUIHIO, UM M OTYECTBO WCIIOTHHUTEIIS,

HOMEp C€Tro TCJ'IG(I)OHa. OTrMeTKa 00 MCIOJHHUTEIC MOXKET JAOIIOJIHATBCA HAWMMCHOBAHUCM
JOJDKHOCTH, CTPYKTYPHOI'O IOAPA3ACIICHUA U DJICKTPOHHBIM aAPpECOM HCITOJTHUTEIIA.

Otmerka 00 wucnonHutene odopmiseTcs Ha JMIEBOH CTOPOHE IOCIETHEro JIUCTa
JIOKYMEHTA OT TPAHUIIBI JIEBOTO TOJISI MWW, TIPU OTCYTCTBHH MECTa, - HA OOOPOTHOM CTOpOHE
BHM3Y ciieBa. Hampumep: TpudonoBa EBrenmss MuxailioBHa, 3aBEayrONIUN KaHICISIpUCH, ,
+7(496) 635-91-82, latav@mail.ru

OtMeTka 00 UCTIOTHUTENE MOXKET OOPMIIATHCS KaK HIDKHUM KOJIOHTHTYJ U TTeYaTaThCs
mIpru(TOM MEHBIIIETO pa3Mepa.

4.25. OT™MeTKa O 3aBEepeHHH KOMUH OQOpMIISIETCS I TOATBEPKIACHHS COOTBETCTBUS
KOIUU JOKYMEHTa (BBIMMCKU U3 JOKYMEHTA) MOUIMHHUKY JOKyMeHTa. OTMeTKa O 3aBepeHUU
KOIUU MPOCTABJISAETCS MO PEKBU3UTOM "MOANMUCH" U BKIIIOYAET: clIOBO "BepHo"; HanMeHOBaHMe
JIOJDKHOCTH  JIUIIA, 3aBEPHBIIETO KOMHIO; €r0 COOCTBEHHOPYYHYIO MOAMHUCH; paciuu@poBKY
MOJANMUCH (MHULIUABI, (PaMIIINIO); ATy 3aBEPEHHS KOTMUHU (BBIMUCKH U3 IOKYMEHTA).

Ipumep -
BepHo

VHCIIEKTOP CJIyXObBl KaIpoOB [Tognmce n.o0. dammnmsa
HaTa



Ecnn xomusa Belmaercs s NPEACTaBICHUS B JIPYTyK0 OpraHu3aluio, OTMETKa O
3aBEPEHUM KOIWHU JIOTIOJHSACTCS HAAMKMCHI0O O MECTE XpaHEHUs TOKYMEHTa, ¢ KOTOpOoro Oblia
nsrotorneHa komus ("IlojyIMHHMK NTOKYMEHTa HaXOJUTCsA B (HAaMMEHOBAHHWE OpPraHU3allMH) B
nene N... 3a ... roa") u 3aBepseTCs IMeYaThi0 OPraHU3aIuH.

JIy1st mpocTaBiIeHUsI OTMETKU O 3aBEPEHUU KOIMMHU MOXKET MCIOJIb30BaThCS IITAMII.

4.26. OTMeTKa O TOCTYIUICHHUHM JOKYMEHTAa CIY)KHT JJisi TOATBEpKICHUs (akTa
NOCTYIUICHUsSI JIOKYMEHTa B OPraHW3allMi0 M BKIIOYACT JaTy IOCTYIUICHUS W BXOSIIUI
PETUCTPAIIMOHHBIA HOMEpP MOKyMeHTa. [Ipu HEeoOXOAMMOCTH OTMETKAa O TOCTYIUICHUU MOKET
JIOTIONTHATHCS YKa3aHUEM BPEMEHH IIOCTYIUICHHMS B YacaX M MHUHYTaX M crocoda JOCTaBKU
JIOKYMEHTA).

OTMeTKa O MOCTYIUICHHH JOKYMEHTA MOXET IMPOCTABIISATHCS C IIOMOIIBIO ITaMIIa.

4.27. Pe3omonnss  CONEPKUT YKa3aHWE IO HCIIOJIHCHUIO JIOKyMEHTa. Pe3ororms
odopmisiercs Ha cBOOOJAHOM MecTe pabodero mojs JOKYMEHTa, Ha OJlaHKe pPe30JIOIUN WIH
BHOCHTCSI HEITIOCPEJCTBEHHO B CUCTEMY 3JIEKTPOHHOI'O JOKYMEHTO000pOTA.

Pe3omtonus BritouaeT: paMuinio, MTHULMAIIBI UCTIOJIHUTENS (MCIIOJIHUTENEH), TOpyYeHue
O JIOKYMEHTY, IpH HEOOXOJMMOCTH - CPOK HCIIOJIHEHUs, MOJNMCh JIUIA, BBIHECIIETO
PE30JIIOLUIO, 1aTy PE30JIIOLIUY.

Ipumep -

Qamvmnma M.O.

[Ipowy MOOTOTOBUTE HpenjoxeHus k 10.11.2016.

I[Toonmcob

IDaTa

4.28. OT™MeTKa O KOHTPOJIE CBHIETEIBCTBYET O IIOCTAHOBKE JIOKyMEHTa Ha KOHTPOJIb,
npocTasisiercd mramnoM "KoHTposs" Ha BepXHEM 10JI€ TOKYMEHTA.

29. OT™MeTKa O HamnpaBlICHUU JOKYMEHTa B JIENO OIpeleNsieT MECTO XpaHEHUs
4.29.0

JIOKYMEHTAa I0CJIe 3aBeplleHusl paboThl C HUM U BKJIIOYAeT: cioBa "B neno", uHnekc nena mo
HOMEHKJIaType Jiell, B KOTOpO€ IOMELIaeTcsl JOKYMEHT Ha XpaHEHHue, C YKa3aHueM Troja,
JOJDKHOCTH JIUTA, O()OPMHUBIIIETO OTMETKY, TOJITUCH, JTaTHI.

IMpumep -

B meso N 01-18 =a 2016 1.

3aB. OTHEJIOM KOPIOPATUBHEIX IPOEKTOB

I[Toonmcob ITaTa

OTMCTKa O HAIIpaBJICHUU NOKYMCHTA B JACJIO MOKCT JOIOJIHATHCA KPATKUMU CBCIACHUAMUA
0 XapaxkTepe UCIIOIHEHNS TOKYMEHTA.

4.30.

5.  TPEBOBAHMUSA K O®OPMJIEHUIO PEKBU3UTOB TOKYMEHTOB

5.1. Ina wm3roToBieHUss OJaHKOB JOKyMeHTOB, cormacHo ['OCT P 7.0.8-2013,
ucnones3yercst 6ymara gopmatoB A4 (210 x 297 mm), AS (148 x 210 mMm); 11 U3TOTOBJICHHUS
0JIAaHKOB PE30JTIOINH HcToNb3yeTcs Oymara popmaroB AS (148 x 210 mm), A6 (105 x 148).

Kaxnplif muct nokymeHTa, opopMIIeHHBIN Ha OJlaHKe WK 0e3 Hero, J0JKEH UMETh MO
HE MEHee:

20 MM - 1I€BOC;

10 MM - mpaBoe;

20 MM - BepXHeEe;

20 MM - HUXKHEe.



JIoKyMeHTBI AnuTeNbHbIX (cBbliie 10 J1€T) CPOKOB XpaHEHUs AOJKHBI UMETH JIEBOE T10JIE
He MeHee 30 MM.

5.2. TeXHUKYM HCIOJIb3YeT ONAHKH JOKYMEHTOB, H3TOTOBJICHHbIE Ha OyMaKHOM
HOCUTENIC W/WIN 3JIEKTPOHHbIE 1Ia0NoHBl OslaHKOB. biaHku Ha OyMakHOM HoOcCUTeNe U
AIIEKTPOHHBIE MAOIOHBI OJIAHKOB JTOJKHBI OBITh MIEHTHYHBI IO COCTaBY PEKBH3UTOB, MOPIIKY
UX PACIOJIOKEHMsI, TapHUTYpaM pudra.

bnanku JOKyMEHTOB Ha OyMa)XHOM HOCUTENIE W JJIEKTPOHHBbIC IIa0JIO0HBI OJIAHKOB
U3rOTaBIMBAIOTCS HA OCHOBAHMUM MAKETOB OJIAHKOB, YTBEPXKIAE€MbIX PYKOBOJIUTENIEM
OpraHH3aIiy.

bnaHku NOKyMEHTOB cielyeT M3roTaBiMBaTh Ha Oejol Oymare miau Oymare CBETJIBIX
TOHOB.

ONeKTpOoHHble I11a0JIOHBI OJAHKOB JOKYMEHTOB [JOJDKHBI OBITh  3alllMINEHBl OT
HECaHKIMOHUPOBAHHBIX U3MEHEHUH.

5.3. bnanku nmokymeHTOB odopmisitorcs B cooTBeTcTBUM ¢ llpmnoxkenuem b.
OpHeHTUPOBOYHBIE TPAHUILIBI 30H PACIIONIOKEHHS PEKBU3UTOB 0003HAYEeHBI MyHKTHpOM. Kaxas
30HA OMPEACIACTCS COBOKYITHOCTHIO BXOSIIINX B HEE PEKBU3UTOB.

5.4. B 3aBUCHUMOCTH OT pAaCIOJIOKEHHUS PEKBU3UTOB YCTAaHABIMBAeTCS JBa BapUaHTa
0J1aHKOB - yriioBoi (pucyHok b.1) u npononbHblil (pucyHok b.2).

5.5. PexkBuzuter 01, 02, 03 pacnonaraloTcss Ha BEpXHEM II0JIe JOKYMEHTa HaJ
pexBusuToM 05 10 cepelnHe 30HbI, 3aHATOW ITUM PEKBU3UTOM.

PexBuzut 03 MoxkeT pacnoniaratbcs cieBa Ha ypoBHE pekBuzuta 05.

PexBusuTtsi 05, 06, 07, 08, 09, 13, orpannunTenbHble OTMETKH AJis pekBu3uToB 10, 11, 12
B IIpeJIeax TPaHuI] 30H PACIIONI0KEHHS PEKBU3UTOB Pa3MEIIAt0TCs OJJHUM M3 CIIOCOOO0B:

- IICHTPOBAHHBIM (HAYaJI0 W KOHEI[ KaXJOW CTPOKHM PEKBU3UTOB PABHO YJaJ€HBI OT
TPaHUIl 30HBI PACTIONOXKEHHS PEKBU3UTOB);

- (rnaroBeIM (KaXaas CTpOKa PEKBU3UTOB HAYMHAETCS OT JIEBOM TPAHMIIBI 30HBI
pacIOI0KEHUS PEKBU3UTOB).

5.6. YcTaHaBIMBAIOTCS CIICIYIONINE BUIBI OJJAHKOB JIOKYMEHTOB OpTaHH3AIIH:

- o0mIUii OJIaHK;

- OJIaHK ITHCHMA;

- OJIaHK KOHKPETHOTO BHJIa JOKYMEHTA.

HopmaTuBHBIMH  NpaBOBHIMH  aKTaMW  OpPraHM3alldd  YCTAHABIMBAIOTCS  BUJIBI
MPUMEHSIEMBIX OJTaHKOB M UX Pa3HOBUIHOCTU (OJAHK MUChMa CTPYKTYPHOTO TMOJpa3/ecHUs,
OJlaHK MHCbMa JIOJKHOCTHOTO JIIa, OJaHK MpHKa3a, OJIaHK pacropsKeHusi, OJJaHK MPOTOKOJIA U
Ap.).

O06pa3ibl 6J1aHKOB JOKYMEHTOB ITPUBEACHBI B PUIIOKeHUH b.

5.7. O6muii 61aHK UCTIONB3YETCs IS U3TOTOBJICHHS JTIOOBIX BHJIOB JTIOKYMEHTOB, KpOMeE
JIeTI0BOTO (CIy>KeOHOTO) TUChMA.

OOmuii OmaHK B 3aBUCUMOCTH OT YYPEOUTENBHBIX JOKYMEHTOB OpTraHH3aluu |
JIOKaJbHBIX HOPMATUBHBIX akTOB Bkiro4daeT pekBu3uThl 01 (02 wmum 03), 05, 06, 07, 13 u
OTpaHUYUTENbHBIE OTMETKHU J1s pekBu3uToB 10, 11, 16, 17.

brnank mmchkMa B 3aBHCHUMOCTH OT YYPEIUTEIBHBIX JOKYMEHTOB OpTraHHU3aIlluud |
JIOKAJIbHBIX ~HOPMATUBHBIX aKTOB BkmodaeT pekBusutel 01 (02 wm  03), 05,08,
OTpaHUYMUTEIbHBIE OTMETKH JI1si pekBu3utoB 10, 11, 12, 15, 17. biank nuckma CTpyKTYpHOTO
Moipa3/ielieH sl JOMOIHUTENBHO BKIItOUaeT pekBu3uT 06, OJaHK MUChMa TOKHOCTHOTO JIMIA -
pekBu3utT 07.

biank KOHKpeTHOro BHJ@a JIOKYMEHTa, KpOME€ TMChbMa, B 3aBUCUMOCTH OT
YUpEIUTEIbHBIX JOKYMEHTOB OpraHMU3allid W JIOKAJbHBIX HOPMATHBHBIX IPAaBOBBIX aKTOB
BkitouaeT pekBu3uTh 01 (02 wmm 03), 05, 09, 13 u, mpu HEOOXOAUMOCTH, OTPAHUYUTEIHHBIC
OTMETKH JUIsl TPaHUI] 30H pacnosiokenus: pexkpuzutoB 10, 11, 16, 17. bnank KkoHKpeTHOro BUIa
JOKYMEHTa CTPYKTYPHOTO TOJpa3/IeieHUs JONMOTHUTENBHO BKIOYaeT pekBm3uT 06, OmaHk



JIOJKHOCTHOTO JIIIA - peKBU3UT (7.



[Ipunoxenne A
(cipaBouHOE)

Pacnonoxenue PEKBM3UTOB HAa TUTYJIBHOM JIMCTE IOKYMEHTA

HammeroBaHue OPraHnas UEuen

[ P COMACOaIME DAIMENITa (P YTBERIKAEHAR AOIGWEHTS

HaumeHoBaHnE BrAE QUKYMEHTA
JAronosoK K TEKCTY

TpH COMMACOEaHHA QURYMEHTS

MacTo CoBTARNEHWA [HAZAHWA ) IOEYRMEBHTA — 1o WASAHUA JOKYMEHTA

PI-’.[(“_-!HOK A.1 - PacmonoeHne PEKBH3MTOB Ha THTYIbHOM JTHCTE JOKYMEHTA



CxeMbl PacIIoMoMKeHMA PEKBM3MTOE JOKYMEHTOB
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IIpunoxenue b
(cipaBouHOE)

Pucynok B.1 - PacnonoweHye peKEM3UTOR M TPAHMLE! 30H Ha dhopmaTe A4 yrnosoro Gnaxka
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IIpunoxenue B
(cipaBouHOE)

O6pasLibl 61aHKOB JOKYMEHTOB

Pocapes

Defepaieuoe GoLme THos yDeRnEHme
A it ¥ TENRCKAR MHCTHTYT
ADCYMEHTORENEHANR A ACXMASOID 8 NA
(BHAMAAL)

Mackua

Pucyriok B.1 - O8pasew; obuiero Gnanka oprannsanum

Pocapxwe

PbegepansHoe GoKeTHOR yupexgenne
«BCapoccHNEKNI HAYYHG-
WCCneaosaTenbeKMi WHCTUTYT
AOKYMEHTOBSASHMA W ApXUBHOID Acnay
(BHAVOAL)

Mpodpcoroanas yn., 3. B2, Mockea, 117393
Ten.pake (495) 718-78-74
e-mail:mail@vniidad.ru; http:/www.vniidad.ru
OKIMO 02842708; OM'PH 1027700380795:

WMIHH/KNN 7708033140/771001001
Ne

Ha Ne or

Pucyrok B.2 - OBpasew yrnosoro B71aHKa MHCbMa OPraHMsaLmum

Pocapxus

DdepepansHoe BlogKeTHOe yypexaeHue
«BCepocCUMCKMIn HayyYHO-MCCNeaoBaTenbCkuilt UHCTUTYT
NOKYMEeHTeBeASHUA 1 apxusHoro Aenay (BHUWOAR)

Npodcoioanas yn., a. 82, Mockea, 117393
Ten./thakc {495) 718-78-74; e-mail:mail@vwniidad.ru; http://www.vniidad.ru
OKMC 62842708, OrPH 1027700380795: UHH/KNM 7708033140/771001001

N2

Ha Ne oT

PucyHok B.3 - O8pasew npogonbHOro 6nakka micbMa OpraHi3aumm
Pocapxus

degepansHoe BlogakeTHoe yupexkgeHue
«BCepOCCHMCKUA HAYUHO-UCCNEACBATENLCKUA HHETUTYT
AOKYM@HTOBEAeHWUs! U ApXUBHOMO fenan

(BHUWDAL)

ANPEKTOP
Npodcowanan yn., 4. 82, Mockea, 117393
Ten./daxc (495) 718-78-74; e-mail:mail@vniidad. ru, hitp/hwww.wniidad.ru
OKMO02842708; OFPH 1027700380795; MHHIKMN 7708033140/771001001

Ne

Ha Ne er

Pucynok B.4 - OBpasey npogonsroro GraHka MiceMa AOTKHOCTHOTD THLE



Pocapxue

DenepansHoe GHODKETHOS YIPaKAeHUE
sBcepoccHrckui HayYHO-UCCNeAoBaTENSCHMA MHCTUTYT
OOKYMEHTOBEAEHUA U apXMBHOIC genar

(BHULOAL)

OTPACNEBOW LIEHTP NOBLILWEHMS KBANMSUKALIMM

Mpotheowanan yn.. 4. 82, Mocksa, 117393
Ten./dbake (495) 718-78-74; e-mail:mail@vniidad.ru; hitp/Avww.vniidad.ru
Ten./thakc (495) 718-79-38; e-mall:ocpk@vniidad.ru
OKNO 02842708, OTPH 1027700380795; MHH/KMN 7708033140/771001001

Ha Ne o7

Pucyrok B.3 - OBpasen npogonkoroe GnaHka MicsMa CTPYKTYPHOTO NOAPAsAeNeH U

Pocapxus

depepancHoe BIOIKETHOE YYpeXAEHHe
«BcepoccHHeKuin HayYHO-MCCNBA0BATENLCKUA HHETUTYT
ACKYMEHTOBEAEHUS N apXWBHOTO Aenas

(BHAMOAN)

MNPUKA3

No
Mockea

Pucyrok B.6 - OOpasey Gn1akKka KOHKPETHOrO BIAA JOKVMEHTA OPraHH3aLmuK

Pocapxue

PenepansHoe GoMKeTHOS YMpaXaeHue
«BCepocCMMCKWA HAYYHO-UCCNeACBATEMSCRANR MHCTUTYT
LOKYMEHTOBEABHUA 1 APXMBHOIC Aenar

(BHUUOAN)

AVPEKTOP

PACNOPHAXEHWE

Ne

Mocksa

Pucyrok B.7 - Ofpasey G1arka KOHKPETHOMD BHAA AOKYMEHTA AOIKHOCTHOTS LA
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