KJIACCUDUKALIMA U
CTPYKTYPA
OPTAHU3ALIMOHHO-
PACIIOPSJIUTEJIBLHBIX
JTOKYMEHTOB.

FOCT P 6.30-2003



OPTAHU3AITMOHHO-
PACITOPSI AU TEJIBHBINA JJIOKYMEHT

By mUCbMEHHOTO JIOKYMEHTA, B
KOTOPOM  (DMKCHUPYIOT  PEIICHHE
aJIMUHUCTPATUBHBIX )|
OpPraHU3alMOHHbIX  BOIIPOCOB, A
TAKXXE  BONPOCOB  VIIPaBIICHUA,
B3aUMOJECHCTBUA, OOecIeueHus1 u
PETYIUPOBAHUS NEATEIbHOCTH
OpPraHoB  BJIACTH,  YYPEKJICHUM,
NPEANPUATHN, OpraHu3ali, uX
MOAPA3ACAECHUN UM JOJKHOCTHBIX
JIALL.




OYHKIAU:

Co3gaHue OpraHu3anuu, IPEAITpPUsITUS;
Peopranu3zanyst opranusamnuu, IpeanpusaTUs;
JInkBuIanusa opraHu3aluu, IpearnpusaTrs;

I IprBaTu3anus rocyqapCTBEHHbBIX 1 MYHHUIIATIAILHBIX
OpraHu3alu, IpeaAnpUusITUH;

PacriopsaaurenbHas n1€ATeIbHOCTh OpraHUu3alnu,
NpEANPUATHSA,

OpraHu3aliMOHHO-HOPMAaTHBHAS PETYIUPOBAHUE
NEATEIILHOCTH OpPraHU3aiuu, IPEanpUsITUs;

OneparTuBHO-UH()OPMAILMOHHOE PEryIUPOBAHUE
ACSITEILHOCTU OpraHU3alluU, IIPECATIPUSITHUS.



[ PYIIIbI:

OPIAHU3AILITMOHHAA;

NHOOPMAILIMOHHO-C
[1O JINYHHOMY COCTAI

PACIIOPAJINTEJIbHAA;

IPABOYHAA;

3Y.



OPIAHU3ALIMOHHBIE IOKYMEHTDI

KOMILJICKC B3aMMOCBS3aHHBIX JOKYMEHTOB,
PEIIIaMEHTUPYIOIINX CTPYKTYpPY, 3aJadyd u
GYHKIMKA TOPEANPUITUS, OPraHU3alMI0 €ro
pa0doTHI, npana, 00513aHHOCTH I/I
OTBETCTBEHHOCTD PYKOBOJICTBA u
CIICLIMAIMCTOB MPEAIPUITHUS.



OPITAHU3AILIMOHHBIE JIOKYMEHTDI

YcraB;

JloroBop;

CTpyKTypa U IITaTHAas YUCICHHOCTh PA0OOTHHUKOB;
[llTarHOE pacricanue;

IIpaBuiia BHYTPEHHETO TPYAOBOIO pacoopsaKa
(IIOJIOKEHUS O EPCOHAIIEC);

IlomoxkeHns 0 CTPYKTYPHBIX MTOAPA3ACTICHUAX;
JIOJKHOCTHBIE HHCTPYKIIMM PAOOTHHKAM.



PACIIOPAAMWTEJIbHBIE JIOKYMEHTDBI

OUKCUPYIOT pEIICHUs AAMUHUCTPATUBHBIX U
OpPraHU3aIMOHHBIX BOIIPOCOB JEIATEILHOCTH
OpraHu3alluu;

Perynupyror 1 KOOpAMHUPYIOT AE€ATEIbHOCTb,
ITO3BOJISIFOT OPraHy yIpaBICHUS 00€CICYNBATh
pEeaAIN3aIMIO IIOCTABJICHHBIX IIEPET HUM 3aj1a4.



PACITOPSIIUTEJBHBIE JIOKYMEHTBI:

[ Ipukassr;
YKazaHus;
Pemenus;
IlocTaHoBIIECHUS;
PacnopsixkeHusl.



MHO®OPMAIIMOHHO-CITPABOYHBIE
JTOKYMEHTBI -

TOKYMEHT, CO3JIaBacMbIU B OpraHU3aluU
WIA  IOCTyHaroIMki B  HEE  M3BHE,
coAepKamui HHQOpMALUID O (PAKTHYECKOM
MMOJIOKEHUM JIeJ1 B JAaHHOM WM JPYIUX
OpraHu3aIyaX, CIyXKaluh OCHOBAHUEM JUIA
M3YUYEHHUSA PACTIOPSIIUTEIBHBIX JOKYMEHTOB.



MH®OPMAIIMOHHO-CITPABOYHBIE
JIOKYMEHTHBI:

JlokJ1agHas 3anmncKa;
Ciy:xeOHas 3aIKCKa;
OO0BsAcHUTEILHAS 3aMINCKA;

[ Ipotokou;

Ilucema;
TenerpamMmel;

TenedhonorpaMmel;
AKT ...



JIOKYMEHTDI 110 JIMHHOMY COCTABY -

NOATBEPKAAIOIIME MECTO M CTa)X pPaOOThI
rpakgjad HM  HMCIOIIHE IIEPBOCTECIECHHOE
3HAYCHHUE IS KaXKJ0Tro paOOTHHKA (DUPMBEI
npu 0(pOPMIICHHUH IIEHCUHU U BO BCEX CIIyYasix,
TpEeOYIOIUX IOATBEPKACHUS CTa)ka M MeCTa
pPaOOTHI.



JTIOKYMEHTBI [1O JITUHOMY COCTABY:

I Ipuka3sel 110 JINUHOMY COCTAaBY,
3asBIICHUA,

JIM4HBIE KAPTOUKHU,

CripaBKHu,

ABTOOHOrpadumu,
XapakTEepUCTUKH,

Pesrome. ..



I'OCT. P.6.30- 2003. YHUDPUILINUPOBAHHBIE CUCTEMDbI
JOKYMEHTAIIUNU. YHUOUIIUPOBAHHAA CUCTEMA
OPTAHM3AIIMOHHO-PACIIOPSAUTEJABHOH
JOKYMEHTAIINNU. TPEBOBAHHUA K O©OPMJIEHUTIO
JOKYMEHTOB

CocTaB pEKBU3UTOB JOKYMEHTOB;

TpeOoBanus K 0POPMIICHUIO PEKBU3UTOB JIOKYMEHTOB;
TpeOoBaHus K O1aHKaM JOKYMEHTOB, BKJItO4ast OJIaHKH
JOKYMEHTOB C BOCIPOHM3BEACHUEM TOCYIaPCTBEHHOIO
rep0a poCCUMCKOM (peeparvm.



['OCT 6.10.4-84 «YHU(DUIIMPOBAHHBIC CUCTEMBI JOKYMECHTALMH.
[Ipuganue OPpUANYECKON CHIIbI JOKYMEHTAM Ha MAaIllMHHOM
HOCHUTEJIC U MalllMHOTPaMME, CO31aBa€MbIM CpPEICTBaMM
BBIYMCIIUTEIbHON TEXHUKU. OCHOBHBIC TTOJI0KCHMS

O0s13aTeabHEIE DCKBU3UTHI DJICKTPDOHHbIX JIOKYMCHTOB.

KOI[ M HAMMCHOBAHHUC OPI'aHU3AITUHN-CO3JATCIIsSI JOKYMCHTA,

MecToHax0XKACHUE OpraHU3alluu OpraHu3auu-Co3aaTes
JIOKYMEHTA WJIM IOYTOBBIN aJpEC;

Kox (opmbl 1OKYMEHTA;
Ha3paHue JOKyMEHTA,;
Jlara moanucanus JJOKYMEHTA;

KonoBoe HauMeHOBaHUE IUIa, OTBETCTBEHHOIO 3a
M3IOTOBJICHHE JIOKYMEHTA.



01 — I'ocynapctBeHHbIM repd Poccuiickon denepanuu;
02 — rep6 cyonekra Poccuiickont deaepanuu;

03 — sMOJicMa opra’u3alyy Wik TOBAPHbIM 3HAK (3HAK
00CTyKUBaHUS );

04 — xox opranu3alyu;

05 — OCHOBHOM IroOCy1IapCTBEHHBIA PETUCTPALIMOHHBIN HOMED
(OI'PH) ropuaryeckoro JauIa;

06 — naeHTU(PUKAIIMOHHBINM HOMEP HAJIOTOILIATEIIbIINKA / KOJI
npuduHkbI moctaHoBkU Ha yuét (MHH / KIIIT);

07 — ko1 (G OpMBI JOKYMEHTA;

08 — HaMMEHOBaHUE OPraHU3ALINY;

09 — cupaBo4YHbIC TaHHBIC 00 OpPraHU3aIUH;

10 — HaumMeHOBaHYE BHIA TOKYMEHTA;

11 — nara noKymMeHTa;

12 — perucTpailiOHHBIK HOMEDP JOKYMEHTA;

13 — cChlIKa HA pEruCTpaMOHHBIM HOMEDP U AaTy JIOKYMEHTA;
14 — mecTO cocTaBiIeHUA WM U3AAHUS TOKYMEHTA;



15 —anpecar;

16 — rpud yTBEpKICHUS JOKYMEHTA;
17 — pesontonus;

18 — 3aroJIOBOK K TEKCTY;

19 — oTmMeTKa 0 KOHTPOJIE;

20 — TEKCT NOKYMEHTA,;

21 — oTMeTKa O HAJIMYUY NIPUITOKEHUS;
22 — IOAMHNCH;

23 — rpu( contacoBaHUs JIOKYMEHTA;
24 — BU3BI COITIACOBAHMUA JOKYMEHTA;
25 — OTTHUCK II€YaTHu;

26 — OTMETKA O 3aBEPEHUHU KOIIUU;

277 — OTMETKa 00 MCIIOJTHUTEJIC;

28 — OTMETKa 00 MCITOJTHCHUM JJOKYMEHTA U HAIIPABJICHUH €TO0 B
NeJI0;

29 — oTMETKA O TTOCTYIUIEHUN JOKYMEHTA B OpTaHU3AIMIO;
30 — uaeHTU(PUKATOP SJICKTPOHHOM KOIMMHU JTOKYMEHTA.
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bJIAHKHW JIOKYMEHTOB -

CTaHAAPTHBIA JIMCT OyMaru c
HAHECCHHBIM Ha HEM HAa0OPOB
PEKBHU3UTOB, WJICHTU (PULUP YOI
aBTOpa O(PUIHAIBLHOIO MHUCHbMEHHOIO
TOKYMEHTA.



bJIaHKH MOT'YT OBITH OTIIEYATAHBI:

TUIIOTPa(QCKUM CIIOCOOOM, CPEICTBAMM
OIIEPaTUBHOM MOJUTPaADPUU;

KOMHBIOTCpHOfI TCXHHUKH HCIIOCPCIACTBCHHO
IIPHU U3TOTOBJICHHUHW JOKYMCHTA.



JIJ11 OPTAHU3AIINU, EE CTPYKTYPHEI

[TOIPARJIEJIEHUU, TOJIKH

YCTAHOBJIEHDBI C

OOIIIMH OJIaHK;

(OCTHOI'O JIN

S TYIONITT

OJIaHK ITHMCHMA;

C B,

1A

[ BJIA

HKOB:

OJIJaHK KOHKPETHOTO BUJIA JOKYMCHTA



[TPUMEPbLI OOOPMIIEHMA OBIIEI'O bJIAHKA.:

34KPEITOE AKITHOHEFPHOE OEI[ECTBO
"TEPM UK A"

Mockea

/\/

| B

SaKpBITOE aKITHOHEPHOE 0BIECTED
"TEPMHWEKA"

Mockea

/\/




[TPUMEPLI O©OPM

CHA BJIAHKA TTMCbMA.:

{ T l BaKpEITOE SKITHOHEPHOE

obirecreo "TEPLMMMEA"

¥n. Opmrormgmze, x. 11, Mocxza, 115412
Ten.: (425) 955-21-01 (rEororaHanEHEIF)
Faxc: (495) 234-18-92

http:/fararar terniika. ) e-mail: ido@termuka.m
OKIIO 29903212, OI'PH 1027732280427
HHH/EIIII 77150048245772501001

Mo

HaMe oT

—

e

BakprIroe aKIHMoHepHOe ofnrecTso
"TEPMHEKA"

YupaeneHue GHHAHCOE

¥n Opaxorxoozgmsze, x. 11, Mocxea, 115419
Ten.: (425) 956-21-01 (rEoro¥aHansHEIH)
P awc: (495) 234-18-92
hitp:fhararar texnuka.m ; e-mail fo@tennika.m
OKIIO 29903912, OT'PH 1027739280427
HHH/EIIII 7715004824/772501001

Mo
HaMe oT




[TPUMEPBLI OOOPMIJIEHMA BJIAHKA KOHKPETHOI' O
BUJA JOKYMEHTA.:

SAKFBITOE AFKI[HOHEFHOE OEI[ECTBO
"TEPM HKA"

[IPHUKAS
Mo
Mocxea
i
ZarpreIToe aKIIHOHEeEpHOe 05IECTED
"TEPMIF K A"

SrhnpaepiaeHHe PHHAHCOE
CIIPABE A
MNe

Mockea

- e




1PEDbUOBARHVIZI K Viol O10bJIEANIO, YHELY,

N CITOJIb30OBAHUIO 1 XPAHEHUIO BJIAHKOB C
BOCITPON3BEJIEHUEM I'OCYJAPCTBEHHOI' O T'EPFA
POCCHUNCKOU ®EJEPALINN, TEPFOB CYBFBEKTOB
POCCUNCKOU ®EJIEPALINN

IIpu nocTyrnieHuu 0JIaHKOB:
HanmenoBaHnue Buga repooBoro OJIaHKa;
Jlara nocTynieHus;

Homep corpoBOAUTEIILHOIO JOKYMEHTA;

HanMmeHoBaHne opraHu3aliu-II0CTaBIIMKa TePOOBBIX
OJIAHKOB;

KoJInuecTBO 3K3EMILISPOB;

Cepust 1 Homepa repOOBBIX OJIAHKOB.



TPEBOBAHM S K U3TOTOBJIEHUIO, YUETY, UCTTIOJIB30BAHUIO
1 XPAHEHUIO BJIAHKOB C BOCITPOU3BEJIEHUEM
FOCYAAPCTBEHHOTO FEPBA POCCHUCKOW EAEPALIMN,
I'EPBOB CYBBEKTOB POCCUNCKOU ®EJIEPALIIN

IIpu BbI1aUYe 0JIAHKOB:
HaumenoBaHue Buga repooBoro 0JIaHKa;
KosnuecTBo 3K3eMILISIPOB;
Cepust 1 HOMEpa repOOBBIX OJIAHKOB;

HauMeHoBaHUE CTPYKTYPHOI'O IIOAPA3ACIECHUA
opranu3amnuu, haMuIus 1 HHUIUAJIBI TOJDKHOCTHOIO
JIMIIA - IMoJIydaTesisi TepOOBBIX 0JIaHKOB;

Pacricka B noiaydeHuu;

[Ipumeuanne (0OTMETKa 00 YHUYTOKEHUHN U T.J.).



PASMEIIEHUE PEKBU3UTOB 1 X B3FAUMHOE
PACITOJIOXKEHUE

BoceMb CTAaHIAPTHBIX MOJIOKEHMH TA0yasATOpA:

0 - rpaHuIIa I€BOTO I10JIS;

| - mociie S meyaTHbIX 3HAKOB OT TPAHUIIbI JIEBOTO MOJIS;
2 - mocye 16 rneyarHbix 3HAKOB OT TPAHUIIBI JIEBOTO I10JIS;
3 - mociie 24 1e4yaTHbIX 3HAKOB OT TPAHUILIBI JIEBOTO MOJIS;
4 - mociie 32 nmeYarHbiX 3HAKOB OT IPAHUIIbLI JIEBOTO MOJI;
S - mociie 40 meyaTHbIX 3HAKOB OT TPAHUIIBI JIEBOTO MOJIS;
6 - rtociie 48 neYaTHbIX 3HAKOB OT TPAHUIIBI JIEBOTO TMOJIS;
7 - Tmocyie 56 MeYarHbIX 3HAKOB OT TPAHMIIBI JIEBOTO MOJIA.



OT 0-I'O ITOJIOKEHU S
(CPAHULIA JJEBOT'O KPAS)

Ha3BaHue BUa 1OKYMEHTA;

JlaTy UCXOSIIEro JOKYMEHTA,;

CCBUIKY Ha MHIEKC BXOMSAIIETO JOKYMEHTA;
3arojgoBOK K TEKCTY;

Tekct (0e3 ab3areB);

OTMETKY O HATUYUHU NPUIIOKECHHUS;

HavmenoBaHus TOJKHOCTH B PEKBU3UTE KIOJMHCHY;
I'pud cornacoBanms;

daMUIINI0 UCHOJIHUTESA U HOMEP €ro Telie(oHa, 3aBEpPUTEIIbHYIO
Haamuch «BepHo»;

OT1MmeTKy 00 MCITIOJIHEHUH JIOKYMEHTA 1 HAIIPABJICHUH €0 B JIENO0;

ITPUKA3BIBAIO, IIPEJIJIATALO;
IToBecTKa HSA (B IPOTOKOIAX).



OT 1-1'0 ITOJIOKEHMA (5 3HAKOB)

Hauaso a03aiia;

OTMETKa O HAIIMYUU [TPUJIOKEHUS;
CJIYIIAJIN, BBICTYIIWJIA, PELLTNJINA.



OT 2-T'O TIOJIOXKEHM S (16 3HAKOB)

MHaeke ncxoasamero J0KyMEHTa;

Pacim(ppoBKa oanrucyu B IepBoM rpude
COIIACOBAHMS;

IIepemenHas nH(popMays BO BBOQHON 9aCTH
AKTOB M MPOTOKOJIOB;

Jlara B pekBu3uTe «(CChlIKA HA MHACKC U JaTy
BXOJIAIIETO JOKYMEHTA.



OT 3-T'0 MTOJIOKEHUS (24 3HAKA)

Ha3BaHue BHU1a JOKYMEHTA B IPOAOJIHHOM
IIITaMIIC,

PacimndpoBKka NOANNCH UCIIOJTHUTES B
peKBU3UTE «OTMETKA 00 NCIOIHCHUHU
OOKYMEHTA W HAIIPaBJICHUHU €r0 B JICTIOY.



OT 4-T'O TTOJIOKEHUS (32 3HAKA)

PekBusut «Angpecary;

Homep cTpaHuiibl B MHOTOCTPAHUYHOM
JTTOKYMEHTE.



OT 5-T'O TIOJIOXKEHM S (40 3HAKOB)

[’ prd yTBEepKICHUS;
BTopou rpu@ cormacoBaHus;

Haanuchk Ha IPUIIOKEHUH K JIOKYMEHTY C
yKa3aHUEM HOMEpA MPUIIOKECHUS;

M neHTH(DUKATOP 3IEKTPOHHON KOIMH
JIOKyMEHTA.



OT 6-T'0 TIOJIOKEHUS (48 3HAKOB)

PacmmdpoBka noanucu B pekBu3uTe «Ipud
YTBEPKICHUS;

PacimndpoBKa NOANNCH B PCKBU3UTE
«lloamucey;

OTMETKa O ITOCTYILUICHUN JOKYMEHTA;
OTMeTKa O KOHTPOJIE.



OT 7-TO TIOJIOXKEHM S (56 3HAKOB)

CaoBo «KOIIN Sy



