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®EAOEPAJIbHOE ArEHTCTBO NO TEXHUYECKOMY PEIYJIMPOBAHUIO
M METPOJNOIv

HALUMOHAIBbHbIA CTAHOAPT POCCUUCKOW ®EQEPALIMA
FOCT P 7.0.97-2016

CUCTEMA
CTAHOAPTOB NO AHPOPMALUU, BUBJTTMOTEYHHOMY
N USOATEJIbCKOMY OENY

OPIrAHN3ALUUNOHHO-PACMNOPAOUTENIbHAA OOKYMEHTALUUA
TPEBOBAHUA K OPOPMJIEHUIO NOKYMEHTOB

System of standards on information, librarianship
and publishing. Organizational and administrative
documentation. Requirements for presentation
of documents

CrucoK U3MEHSIONIMX TOKYMEHTOB
(B pen. Usmenenus N 1, yrB. [Ipukazom Poccrangapra
ot 14.05.2018 N 244-crt)

Koncynprantlnroc: mpumedanue.
IIpukaszom Poccranmapra ot 25.05.2017 N 435-ct nmara BBeneHus B jaelictBue HanmoHaabHOTO
crangapta PO I'OCT P 7.0.97 - 2016 nepenecena Ha 1 utons 2018 roxa.

Hata BBenenus - 2017-07-01
NMpeaucnosune

1 PA3PABOTAH denepaabHbIM OI0IKETHBIM YUpEKICHUEM "Bcepoccuiickuit
Hay4YHO-UCCJEIOBATEIbCKUA HMHCTUTYT JOKyYMEeHTOoBeAeHHss u apxuBHoro jgena" (BHUUIA)
®denepanbHOr0 ApXUBHOTO areHTCTBA

2 BHECEH Texuuuyeckum komuteroM 1m0 cranaaptuzamuu TK 191 "Hayuno-texnuueckas
nHpopManus, OMOIMOTEIHOE U U3AaTEIbCKOE Je0"

3 VTBEPXJEH W BBEJEH B JENCTBUE Ilpuxazom ®enepanbHOro areHTCTBA IO
TEXHUYECKOMY PETyJINPOBaHMIO U MeTposoruu oT 8 aexadps 2016 r. N 2004-ct

4 B HacrosmeM craHiapre peanu3oBaHbl HOpMbl DenepanbHbix 3akoHOB 0T 27 mrong 2006 r. N
149-®3 "O6 uHpopmanuu, HHOOPMAITMOHHBIX TEXHOJOTHSIX M O 3amuTe nHopMarmu”, oT 22 OKTIOps
2004 r. N 125-®3 "O6 apxuBnom faene B Poccuiickoit denepannn”
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5 BBAMEH I'OCT P 6.30-2003

[IpaBuiia mpuMeHEHHs HACTOALIETO CTaHAApPTa YCTAHOBJIECHBI B cTaThe 26 DenepanbHOro 3aKoHa OT
29 wmrons 2015 . N 162-®3 "O cranmaptuzaiuu B Poccuiickoit ®@enepamuu". Nudopmanus o6
M3MEHEHUAX K HACTOALIEMY CTaHAapTy NyOJUKyeTcss B €KerogHoM (10 COCTOSHHI0O Ha | sHBaps
TEKyIIero rojaa) mHGOpMalMOHHOM ykazartene "HaruoHanbHbIE CTaHAAPTHI", a OQUIIMATBHBIA TEKCT
W3MEHEHUH M TPABOK - B eXeMecsdyHOM uHpopmanmoHHOM ykasarene "HammonaneHble ctanmaptel”. B
cllydae IepecMOTpa (3aMEHbl) MJIM OTMEHBbl HACTOSALIEr0 CTaHJIapTa COOTBETCTBYIOILEE YBEIOMIIEHHE
Oynaer omyOIMKOBAaHO B OyidKaillieM BBIIYCKE €XKEMECSYHOTO HWH(OPMALMOHHOTO — yKa3aTems
"HanmonaneHbie cTangapThl”. COOTBETCTBYIOMAs HHPOPMALUS, YBEIOMICHUE U TEKCTHI pa3MEIIaloTCs B
MH(OPMALIMOHHON CUCTEME OOIIEro MOJIb30BaHUS - HAa OPHUIIMATIEHOM caiite PenepalbHOrO areHTCTBa Mo
TEXHUYECKOMY PETYJIIMPOBAHUIO U METPOJIOTUH B ceTu MHTepHeT (Www.gost.ru).

HacTosmmii cranaapT He MOXKET OBITh MOJTHOCTHIO WIIM YaCTUYHO BOCIIPOU3BEACH, TUPAXKHUPOBAH U
pacrpocTpaHeH B KadecTBe OQHUIMAIBHOrO W3JaHus 0e3 paspemieHuss DenepaabHOro areHTCTBa II0
TEXHUYECKOMY PETYIUPOBAHHUIO U METPOJIOTUU

1 O6nacTb NnpMMeHeHuns

Hacrosimmuii craHaapT pacnpocTpaHseTcs Ha OpraHU3alMOHHO-PACIOPSAAUTENbHBIE JOKYMEHTHI:
YCTaBbl, MOJIOKEHUS, IPaBUa, HHCTPYKLUHU, PErJaMEHTbI, [TOCTAHOBJICHUS, PACIIOPSDKEHUS, MPUKA3bI,
peleHusl, IPOTOKOJIbI, JOrOBOPBI, aKThl, MUCbMa, CIIPaBKU U Jp. (Aajee - JOKYMEHTHI), B TOM YHUCIIE
BiioueHHple B OK 011-93 "OOmepoccuiickuili knaccudukaTop yHOpaBlIeHYECKOW TOKyMeHTauuu'"
(OKY ), knacc 0200000.

Hacrosiuii crangapt ornpenensieT cocTaB PeKBU3UTOB JOKYMEHTOB; IpaBHiia UX o(opmiieHus, B
TOM YHCJIE€ C NPUMEHEHHEM HH(GOPMAIMOHHBIX TEXHOJOIWH; BHJIBI OJAHKOB, COCTaB PEKBU3UTOB
OJIaHKOB, CXEMBbI PACIONI0KEHUS PEKBU3UTOB Ha JOKYMEHTE; 0Opa3libl OJaHKOB; INpaBHJa CO3JaHMS
NOKyMeHTOB. IlojoeHHs HacTOsIEero craHaapTa pacnpoCTPaHSAIOTCS Ha JOKYMEHThl Ha OyMakHOM U
AIEKTPOHHOM HOCHUTENISIX

2 HopmaTuBHbIe CCbINKU

B HACTOAIICM CTaHAAPTC MCITIOJIb30BAaHbl HOPMATUBHBIC CCBIJIKHM Ha CIICAYIOIINEC CTAaHAAPThI:

I'OCT P 7.0.8 Cucrema crangapToB Mo HH(pOpManuu, OUOINOTEYHOMY M HU3AATENbCKOMY JAETy.
Jlenonpou3BOACTBO U apXUBHOE J1€510. TepMUHBI U ONPEACICHUS

['OCT P UCO 15489-1 Cucrema crannapToB 1o uHpopMauu, OHOIMOTEUHOMY U M3/1aTEILCKOMY
neny. Yopasienue nokyMmentamu. O0mue TpeOoBaHus

[Tpumeuanue - [lpu mMoNb30BaHUM HACTOSIIMM CTAaHAAPTOM IelIecoo0pa3HO MPOBEPUTH JICUCTBUE
CCBUIOYHBIX CTaHAApPTOB B MH(OPMALIMOHHOW cucTeMe OOIIEro MoJib30BaHMs - HAa OQUIHMAILHOM caiiTe
@denepanbHOrO areHTCTBAa MO TEXHUYECKOMY PETYIMPOBAHUIO M METPOJIOTHM B ceTH MHTepHeT uiu mo
exerogHomMy uHMOpMarMoHHOMY yKasarento "HarmoHanbHbIE CTaHIAPTHI", KOTOPBIM OMyOJWKOBAaH IO
COCTOSIHMIO Ha | sSHBapsl TEKYIIEro rojia, M MO BBITYCKaM €KEeMECSYHOTO MH()OPMAIIMOHHOTO YKa3aTems
"HarmonanbeHble cTanaapThl" 3a TeKymuil rol. Eciy 3aMeHeH CChUIOYHBIA CTaHAApT, HA KOTOPBIM JaHa
HEJaTUPOBAHHAsl CChUIKA, TO PEKOMEHYETCSl MCIOJIb30BaTh JECUCTBYIOIIYIO BEPCUIO 3TOIO CTaHAApTa C
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Y4ETOM BCEX BHECEHHBIX B JIAHHYIO BEPCUI0 M3MEHEHMW. ECiIM 3aMEHEH CCBUIOYHBIM CTaHIapT, Ha
KOTOpBIM JaHa AATUPOBAHHAs CCBUIKA, TO PEKOMEHIYETCS HCIIOIb30BaTh BEPCUIO 3TOTO CTaHAapra ¢
YKa3aHHBIM BBIILIE€ TOJIOM YTBEpPXKACHUS (MpUHATHA). Eciau nocne yTBepKIeHNs HACTOSIIEr0 CTaH1apTa B
CCBUIOYHBIM CTaHJApT, Ha KOTOPBIM JaHa AATHPOBAHHAs CCBUIKA, BHECEHO M3MEHEHHE, 3aTparuBarollee
MOJIOKEHHE, Ha KOTOPOE JIaHa CChLIKA, TO 3TO MOJIOKEHUE PEKOMEHAYETCS MIPUMEHATh 0e3 yueTa JaHHOTO
u3MeHeHMs. Eciau cChUIOYHBIN cTaHIapT OTMEHEH 0€3 3aMEeHBbl, TO MOJIOKEHUE, B KOTOPOM JlaHa CChLIKA
Ha HEro, pEeKOMEHyeTCsl IPUMEHSATh B YaCTH, HE 3aTPAaruBaIOIEH Ty CCBLIKY.

3 O6wme TpebGoBaHUA K CO3AaHUIO JOKYMEHTOB

3.1 JIoKkyMeHTBI MOTYT CO3/1aBaThbCsi Ha OyYMa)XHOM HOCUTEJE U B DJCKTPOHHOU Qopme ¢
COOJTIOICHHEM YCTaHOBJICHHBIX MTPaBWII O(OPMIICHHS TOKYMEHTOB.

3.2 [lpu co3znaHuM JOKYMEHTa Ha JABYX U Oojiee CTpaHMLAX BTOPYIO M MOCIEAYIOLIUE CTPaHUIIbI
HYMEpYIOT.

Howmepa cTpanuil npocTaBisitoTcs MOCEPEIUHE BEPXHETO M0JI JOKYMEHTA Ha PACCTOSIHUU HE MEHEe
10 MM OT BEpXHEro Kpas JucTa.

Jlomyckaercsi co3laHWe JOKYMEHTOB Ha JIMLIEBOM M 00OpOTHOH cropoHax usmcta. [lpm
JBYCTOPOHHEM CO3JJaHUU JJOKYMEHTOB IIMPHHA JIEBOI'O MOJIS Ha JIMIEBOW CTOPOHE JINCTA U NPABOT0 MO
Ha 00OPOTHOM CTOPOHE JINCTA JIOJDKHBI OBITH PaBHBI.

3.3. Jlnsg co3maHus JTOKYMEHTOB HEOOXOJIMMO UCIOJIb30BaTh CBOOOJHO pacnpocTpaHseMble
OecryaTHbIE MPUQTHI.

s opopmiieHns: JOKYMEHTOB PEKOMEHAYeTCsl UCTIOIb30BaTh pa3Mepsl mpudros N 12, 13, 14.

[Tpu coctaBieHnu TabIUI] TOMYCKAETCS UCIOIb30BaTh MIPUPTHl MEHBIINX Pa3MEPOB.
(m. 3.3 B pen. Usmenenus N 1, yrB. IIpukazom Poccrangapra ot 14.05.2018 N 244-cT)

3.4 AO3auHbIi OTCTYI TEKCTa TOKyMeHTa - 1,25 cM.

3aroJ0BKM Pa3/ieNoB M MOJPA3JENIOB MeYaTaroTcs ¢ a03alHbIM OTCTYIIOM WJIM LEHTPUPYIOTCS 10
LIMpPUHE TEKCTAa.

MHOFOCTpO‘-IHBIC PEKBU3UTELI ICHATAKOTCA 4CPC3 OAUH MC)KCTpO‘{HBII‘;I HHTCPBAJI, COCTaBHBIC YaCTU
PEKBU3UTOB OTACIAOTCA OOIMOJTHUTCIbHBIM HHTCPBAJIOM.

Tekct AOKYMCHTA MICYATACTCA YCPE3 1- 1,5 MCKKCTPOYHBIX MHTCpBAJIA.

Ecmm AOKYMCHT T'OTOBUTCA JJIA U3JaHHUA C YMCHBIICHHUEM MacmTa6a, TEKCT IeYaTacTCAa 4€pe3 ABa
HHTCpBAJIA.

WuTepBan Mexy OyKBaMH B CIIOBax - OOBIYHBII.
WHTepBasl MeXIy CIIOBaMHM - OMH IPooe.

3.5 TekcT MOKyMEHTa BBIPABHHBAETCS IO IIUPHUHE JHUCTA (TI0 TpaHUIIAM JIEBOTO M TPABOTO TOJICH
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JIOKYMEHTA).

JnuHa camMoi AJTMHHOW CTPOKM PEKBU3UTA MPHU YIIIOBOM PACIOJIOKEHUH PEKBU3UTOB HE Oosee 7,5
CM.

JnuHa camMoi JJIMHHOW CTPOKHM PEKBU3UTA IIPH MPOJIOJIHFHOM PACIOJIOKEHUU PEKBU3UTOB HE OoJiee
12 cm.

3.6 HopMaTHBHBIMU NPAaBOBBIMH aKTaMU OPraHM3aIlMd MOXKET OBITh NMPEIYCMOTPEHO BBIICICHHE
pexBu3nTOB "ampecat", "3aroJ0BOK K TEKCTY" WM "MOAMUCH", a TaKKe OTHENbHBIX (PParMEHTOB TEKCTa
HOJTY>KUPHBIM IPUDTOM.

3.7 HopmaTuBHBIE IIPAaBOBBIE aKThl OpraHU3allMd, a TAK)KE€ MHBIE MHOTOCTPAaHUYHbIE JOKYMEHTBI
MOTYT O(hOPMIISITBCS C TUTYJIBHBIM JIUCTOM. TUTYNBHBIHN JUCT JOKYMEHTa 0(OPMIIIETCSI B COOTBETCTBUU C
IIPUIIOKEHUEM A.

4 PeKBM3NTbI JOKYMEHTa

[Tpu moxaroroBke W O(GOPMIICHUU JTOKYMEHTOB HCIOJB3YIOT PEKBH3UTHI, OMPEICICHHUS KOTOPBIX
npuBeaeHsl B 'OCT P 7.0.8

01 - rep6 (TocymapcrBennsiii rep0d Poccuiickoit ®Deneparuu, repd cyobekTa Poccuiickoit
®denepanuu, repod (repaibAMUECKU 3HAK) MyHUIIUIIATLHOTO 00pa30BaHus);

02 - >m0OeMa;

03 - ToBapHbIi 3HAK (3HAK OOCITYKUBAHUS);

04 - ko GOopMBI TOKYMEHTA;

05 - HaMeHOBaHUE OpPraHU3allMU - aBTOPA JIOKYMEHTA,

06 - HaMeHOBaHNE CTPYKTYPHOTO TIOPA3ICIICHUs - aBTOPA JOKYMEHTA;
07 - HaMeHOBaHUE JIOJDKHOCTH JIMIIA - aBTOPA JIOKyMEHTA,

08 - cripaBoUHBIC JaHHBIC 00 OPTAHU3AIINH;

09 - HaMeHOBaHUE BU/IA JIOKYMCHTA,

10 - nara qOKyMeHTa;

11 - perucTpanMoOHHBIA HOMEP JOKYMEHTA;

12 - cchuTKa Ha PETUCTPAIIMOHHBIN HOMEpP U JJaTy MOCTYIHBIIETO IOKYMEHTA,
13 - mecTo cocTaBneHus (U31aHUs) JOKYMEHTA;

14 - rpud orpanudeHUs AOCTyNA K JOKYMEHTY;
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15 - agpecar;

16 - rpud yTBEpKICHUS TOKYMEHTA,;

17 - 3aroj0BOK K TEKCTY;

18 - TeKCT TOKYMEHTa;

19 - oTMeTKa O MPUIIOKEHUH;

20 - rpud cornacoBaHus TOKYMEHTA;

21 - Bu3a;

22 - MIOMINUCEH;

23 - oTMeTKa 00 AIIEKTPOHHOH TOAINCH;
24 - neyaTts;

25 - oTMeTKa 00 UCIIOIHUTEIIE;

26 - OTMEeTKa O 3aBEPCHUU KOITUU;

27 - OTMETKa O TIOCTYIUICHUH JIOKYMEHTA,
28 - pe3omntonus;

29 - oTMETKa 0 KOHTPOJIE;

30 - orMeTKa 0 HaITpaBJICHUU JOKYMCHTA B ACJIO.
5 OchopmneHne peKBM3UTOB A,OKYMEHTOB

5.1 Tep6 (I'ocynapctBennsiii rep0 Poccuiickoit ®epepaunu, repd cyOwbekTa Poccuiickoit
Oenepanun, Tep0d (TepalbAUYECKUN 3HAK) MYHHUIIMIIAILHOTO OOpa3OBaHMs) BOCIPOW3BOJIUTCS Ha
OJaHKaX JJOKYMEHTOB B COOTBETCTBUH ¢ DesiepaabHbIM KOHCTUTYIIMOHHBIM 3aKOHOM OT 25 nexadpst 2000
r. N 2-®K3 "O TocynapctBennom repbe Poccuiickoit denepanuun’, 3aKOHOJATEIHPHBIMA U WHBIMU
HOPMAaTHBHBIMU TPABOBBIMH aKTaMH CyObeKTOB Poccuiickoit depepannuy 1 HOPMATUBHBIMU MPABOBBIMU
aKTaMHU OPTaHOB MECTHOI'O CaMOYIpPaBIEHUSI.

Nzo0paxenne repba ([ocymapctBenHoro, cyowbekta Poccwmiickoit  @enepammu, repbda
(repanpauUecKoro 3Haka) opraHa MECTHOT'O CaMOYIIPaBJICHHMsI) IOMEIIAETCS 110 CEPeIMHE BEPXHEro MoJis
OnmaHka JOKYMEHTa HaJ PEKBU3UTAMU OpPraHM3AIMH - aBTOpa JOKYMEHTa, Ha paccTtosHuu 10 MM oOT
BEPXHETr0 Kpasl JINCTA.

5.2 Dwmbnema opraHusanuu, pa3pabOTaHHAas M YTBEP)KICHHAas B YCTAaHOBJIEHHOM TOpSJIKE,
pasMmeniaercs B COOTBETCTBMM C HOPMAaTHBHBIMM IPaBOBBIMM AaKTaMU Ha OJaHKaX: JOKYMEHTOB
(benepanbHBIX OPraHOB TOCYIApPCTBEHHOW BIACTHU (32 MCKIIOYEHHUEM CIIy4yaeB, MpeAyCMaTpHBAIOIINX
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ucnoibp3oBanue u3zobpaxenus ['ocymapcrBeHHoro rep6a Poccuiickoit denepanun), TeppUTOPUATBEHBIX
OpraHos (eiepajibHbIX OPraHOB T'OCYAAPCTBEHHOM BIAcTH, OCYJAapCTBEHHBIX U HErOCYyJapCTBEHHBIX
opranuzanuii. M3o0paxxeHue sMO1eMbl TOMELIAETCS 110 CEPEANHE BEPXHETO MOt OJIaHKa JOKYMEHTA HaJ
PEKBU3UTAMM OpraHU3alUy - aBTOPA JOKYMEHTA, Ha paccTosiHuU 10 MM OT BEpXHETO Kpast JIUCTa.

5.3 ToBapublii 3HaK (3HaK OOCIy)KMBaHUs), 3apPETUCTPUPOBAHHBIH B  YCTAHOBJIECHHOM
3aKOHOAATEIbCTBOM MOPSIKE, BOCIIPOU3BOIUTCS Ha OJaHKAaX OpraHU3aluil B COOTBETCTBUU C yCTaBOM
(monoxeHuem 00 opranuzamnuu). M300pakeHrne ToBapHOTO 3HAKA (3HAaKa 00CITY>KUBAHUS ) TOMEIIAETCS 110
cepeliHe BepXHero mosjs OJaHKa JOKYMEHTa HaJl peKBU3UTAMU OpPTraHU3allUU - aBTOpa JOKYMEHTA, WIH
ClieBa Ha ypOBHE HAWMEHOBAHUS OpraHHU3allM{ - aBTOpa JOKYMEHTa (JOIYCKAaeTCs 3aXBaTbIBaTh 4acCTh
JIEBOTO TTOJISA).

Hapsgy ¢ ToBapHBIM 3HakOM (3HAKOM OOCTY)KHMBaHWs), Ha OJlaHKaX JOKYMEHTOB MOXET
yKa3bIBaThCSl KOMMEpYECKOe 0003HaUECHUE FOPUINIECKOTO JIHIIA.

5.4 Konm ¢opmbl IOKyMEHTa TPOCTABIACTCS Ha YHH(PHIMPOBAHHBIX (OpMax JTOKYMEHTOB B
cooTBeTcTBUM ¢ OOmiepoccuiickum kiaccupukaropom ymnpapieHueckor nokymentauuu (OKY]) umu
JIOKQJIbHBIM KJIaCCU(UKATOPOM, pacrojaraercsi B MPaBOM BEPXHEM YINIy paboyero mossi JOKYMEHTa,
coctouT U3 cnoB "@opma no" (HauMeHoBaHHE KiaccupuKaTopa) U uu(PpoBoro Koaa.

[Tpumep - @opma o OKY /] 0211151.

5.5 HaumeHoBaHHMe OpraHuM3allMd - aBTOpa JOKyMEHTa Ha OJlaHKe JOKYMEHTa JIOJIKHO
COOTBETCTBOBATh HAUMEHOBAHMIO IOPUIMYECKOrO JIMIA, 3aKPEIUICHHOMY B €ro Y4peIuTelbHbIX
JIOKyMeHTax (ycTaBe WiM mnojiokeHuu). [lon HaMMeHOBaHHMEM OpraHM3allMd B CKOOKaX yKa3blBaeTcs
COKpAIllEHHOE HAUMEHOBAHUE OPraHU3alluU, €CJIH OHO MPEAYCMOTPEHO YCTaBOM (TI0JI0KEHUEM).

Han HaMeHOBaHMEM OpPraHM3allM - aBTOpa JOKYMEHTA YKa3bIBA€TCS IOJHOE HIIM COKPAILEHHOE
HAaMMEHOBAHME BBIIIECTOSIIEH OpraHu3aluy (IpH €€ HAIUYUH).

5.6 HaumeHoBaHME CTPYKTYPHOTO MOJpa3JelieHus - aBTopa JIOKyMEeHTa (B TOM 4ucie (uimana,
OTJEJICHHUS], TIPEACTaBUTENLCTBA, KOJUIETHAIbHOIO, COBEHIATEIBHOTO MM UHOTO OPraHa) UCHOJb3yeTCs B
OnmaHkax muceM M OJaHKax KOHKPETHBIX BHJIOB JIOKYMEHTOB COOTBETCTBYIOIIMX TMOJpa3esIeHHUH
(opraHoB) B COOTBETCTBUU C JIOKAIbHBIMU HOPMATUBHBIMU aKTaMH U yKa3bIBaeTCs 110J] HAaUMEHOBAaHUEM
OpraHH3alMH.

5.7 HammeHoBaHWE NOHKHOCTH JIMIIA - aBTOPA JOKYMEHTA MCIIOIB3YEeTCsl B OJJaHKAX JTOHKHOCTHBIX
JMII ¥ pacrojaraercs I0jJ HaWMEHOBAaHHUEM OpraHu3alMd WM HauMEHOBAHUEM TEeppUTOpUH (Kpas,
o0acTy, aBTOHOMHOM 00JacTy U JIp.), €CIU TOKYMEHT H3/1aeT PYKOBOAMTENh OpraHa BJIACTU CyOBeKTa
Poccuiickoit denepanyy, MyHUIIUNAIBHOTO oOpa3oBaHus. HanmMmeHoBaHME JOKHOCTH JIMIIA - aBTOpa
AOKYMCHTA YKa3bIBa€TCA B COOTBETCTBMM C HAUMCHOBAHHWEM, IIPUBCACHHBIM B pPaCloOpAaAUTCIIbHOM
JOKYMEHTE O Ha3HauU€HHUH Ha JIOJKHOCTb.

5.8 CripaBouHbI€ TaHHBIC 00 OPraHU3AIMH YKA3bIBAIOTCS B OJIAHKAX MTUCEM W BKJIIOYAIOT: MTOYTOBBIN
aJipec opraHu3anuu (JIOTOJHUTETFHO MOXET YKa3bIBaThCs aapec MeCTa HaXOXKICHHs HOPUINYECKOTrO
JUIa, €CIM OH HE COBIAJaeT C MOYTOBBIM aapecoM); HoMep TenedoHa, (axca, aapec >JIeKTPOHHOMN
MOYTHhI, CETEBOM aJIpec.
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B cocraB cripaBOUHBIX JaHHBIX, 32 UCKJIIOUEHUEM OJIaHKOB JIOKYMEHTOB OPTaHOB I'OCYIapCTBEHHON
BJIACTH, OPTraHOB MECTHOI'O CaMOYIpPAaBIIEHUS, BKIIOYAIOTCS: KOJ opranuszanuu no OOmepoccuiickomy
knaccupukaropy  npeanpustuii u opranuzanuii  (OKIIO), OCHOBHOW  TOCYIapCTBEHHBIH
pErucTpalMOHHBIN HOMEpP OpraHu3aluu (OI'PH) u UIECHTU(DUKAITTOHHBIH HOMEp
HAJIOTOTIIATEIIbINNKA/KO IPUYHHBI TIOCTaHOBKH Ha Hanorobli yuet (MHH/KIIIT).

5.9 HanmeHnoBaHue BUJIa JOKYMEHTA yKa3bIBAETCs HAa BCEX JIOKYMEHTaX, 3a UCKJIIOUEHHUEM JIEJIOBBIX
(cmy)xe0OHBIX) TMHCEM, paclojaraeTcss TOJ PEKBU3WTAMHU aBTOpa JOKyMEHTa (HAaMMEHOBAaHHUEM
OpraHu3aliy, HauMEHOBAaHHUEM CTPYKTYPHOIO MOJpa3zefieHusi, HAMMEHOBaHUEM JOJHKHOCTH) (CM. pHC.
B6).

5.10 Jlata nOKyMeHTa COOTBETCTBYET Jare MOAMHCcaHus (YTBEp)KICHHS) JAOKYMEHTa WIM Jare
COOBITHS, 3aUKCUPOBAHHOTO B JIOKYMEHTE. JIOKYMEHTBI, U3JIJaHHBIC IBYMS WM 0OJiee OpraHU3alUsIMH,
JOJKHBI UMETh OAHY (€IMHYI0) JaTy.

JlaTa MOKyMEHTa 3aIllMChIBACTCS B MOCIICOBATEILHOCTH: JICHh MECSIA, MECSII, TOJ[ OJJHUM H3 JIBYX
Coco00B:

apabckumu udpamu, pasaeneHabivu Toukoi: 05.06.2016;
ci0BecHO-IU(PPOBBIM criocoOoM, Hanpumep: S5 utons 2016 T.

5.11 PerucrpaiiioHHBI HOMEp TOKYMEHTa - HUPPOBOM M OyKBEHHO-UU(POBON MAEHTU(DUKATOD
JOKYMEHTA, COCTOSAILIMN U3 MOPSIKOBOTO HOMEpPA TOKYMEHTa, KOTOPbIM, [0 YCMOTPEHUIO OpraHU3allNH,
MOXET JOTOJHATHCS UHUPPOBHIMA WM OyKBEHHBIMU KOJaMU (MHAEKCAMH) B COOTBETCTBUH C
UCIONIb3YEeMBbIMU KiIaccuukaTopamu (MHIEKCOM JeNia M0 HOMEHKJIAType JIel, KOJIOM KOPPECIOH/IEeHTa,
KOJIOM JIOJDKHOCTHOTO JIMIIA U JIp.).

Ha nokymeHTe, COCTaBJIEHHOM COBMECTHO JBYMsI M 0ojiee OpraHM3alUsIMH, MPOCTABISIOTCA
PErCTpallMOHHBIE HOMEpPA JOKYMEHTa, IPUCBOCHHBIE KAXKJIOM W3 opraHusanuid. PerumcrpanuoHHbie
HOMEpa OTACNAKTCA APYr OT Apyra KOCOM 4YEpTOM M IPOCTABIIAIOTCA B IMOPSAKE yKa3aHWS aBTOPOB B
3aroJIOBOYHOM 4acTH WJIH NpeamOyIie JOKYMEHTa.

5.12 Ccpulka Ha pErUCTPALlMOHHBIA HOMEp M JaTy MOCTYNHBIIET0 JOKYMEHTa BKJIHOYAeT
PErUCTPalMOHHBIA HOMEpP U J1aTy BXOJASAIIEr0 MHUIIMATUBHOTO JOKYMEHTA, Ha KOTOPBIN JaeTcs OTBET.

5.13 Mecto cocTtaBieHus (U3/1aHUs) JOKYMEHTa yKa3bIBaeTCs BO BCEX JOKYMEHTaX, KPOME JIETOBBIX
(cmyxeOHBIX) TMHCEM, a TakkKe JOKJIAIHBIX, CIYKEeOHBIX 3allMCOK U JAPYrUX BHYTPEHHHUX
MH(POPMAIMOHHO-CITPABOYHBIX JTOKYMEHTOB.

Mecto coctaBiieHus (M3aHUs) JOKYMEHTa HE YKa3bIBACTCS B TOM CiIy4yae, €CJd B HAMMEHOBAaHUU
OpraHM3alii TPUCYTCTBYET YKa3aHHE HAa MECTO €€ HaxOoXIeHHs. MecTo cocraBlieHus (W3IaHus)
JIOKYMEHTa YKa3bIBA€TCSI B COOTBETCTBUU C MPUHATHIM aJIMUHUCTPATUBHO-TEPPUTOPUATILHBIM JIEJICHUEM.

5.14 T'pud orpanmdenust 10CTyna K IOKYMEHTY MPOCTABISIETCS B IIPABOM BEPXHEM YTy IEPBOTO
JUCTa JOKYMEHTa (MPOEKTa JOKYMEHTa, COMPOBOIUTEIBHOTO MHChMa K JOKYMEHTY) Ha TpaHHUIIC
BEPXHETO MOJIs IPU HAIWYMU B JOKYMEHTE MH(POPMALIUH, JOCTYI K KOTOPOH OrpaHUYEH B COOTBETCTBHU
C 3aKOHOAATENLCTBOM Poccuiickoit denepanuu.
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Bunbl ucnons3yemMblx B OpraHU3alMyd TPUQPOB OTPAHUUYEHUS JOCTYIMA JIOJDKHBI COOTBETCTBOBATH
3aKOHOJIaTEeJILHBIM U MHBIM HOPMAaTHBHBIM NPABOBBIM akTaMm Poccuiickori denepanuu v AOJKHBI OBITh
3aKpeIJICHBl B JIOKAJIILHBIX HOPMATHBHBIX akTax. B cocraB rpuda orpaHuyeHus q0CTyma K JOKYMEHTY
BXOAWT orpaHuunTenbHas Hagnuchk (" cimyxeOHoro monb3oBanusa', "KondwuueHumanbHO',
"KommMmepueckas TaiiHa" Moy Jp.), KOTOpask MOKET JOMNOJHATHCS HOMEPOM JK3EMILIIpa JAOKyMEHTa U
JIPYTUMU CBEJICHUSMH B COOTBETCTBHH C 3aKOHOAATeIbcTBOM Poccuiickoit deneparuu.

[IpuMmep - KomMmepueckasa TaMHa.
9x3. N 2

5.15 Appecar wucnonb3yercs npu OGOPMIICHHH [ENOBBIX (CIIy:KEOHBIX) MHCEM, BHYTPEHHHX
MH(POPMAIIMOHHO-CIIPABOYHBIX JJOKYMEHTOB (JIOKJIaHBIX, CITY>)KEOHBIX 3aITUCOK U JIp.).

4AﬂpecaT0M AOKYMCHTa MOJKET OBITH opranusanus, CTPYKTYPHOC MNOAPA3ACICHHUEC OpraHu3aluu,
JOJIDKHOCTHOC MJIN (i)I/IBI/I‘ICCKOG JIUIIO.

PexBu3ut "anmpecar" mpocTaBisieTcss B BEpXHEH MpaBoil 4acTu OKyMEHTa (Ha OJaHKE C YIIOBBIM
pacroyio’keHNeM PEKBU3UTOB) WIIM CIIpaBa MO PEKBU3UTaMH OyiaHKa (TIPU MPOJIOJIBEHOM PACIOJIOKEHUU
peKBU3UTOB OsiaHka). CTPOKM peKBU3HTA "agpecatr’ BHIPABHUBAIOTCS IO JIEBOMY KPalO WU LEHTPYIOTCS
OTHOCHTEJIBHO CaMOW JJIMHHOM CTPOKH.

IIpH AApeCOBaHUU JOKYMCHTA PYKOBOIAUTCIIIO (SaMeCTHTeHK) pyKOBOHHTCHﬂ) OpraHu3ann
YKa3bIBAlOTCA B AAaTCJIbHOM IAJACKE HAWMMCHOBAHUC OOJDKHOCTH PYKOBOAWTECIIA (BaMCCTI/ITCHﬂ
pYKOBO,I[I/ITeJIH), BKJIFOYAOMIe€ HAMMCHOBAHUC OpTraHU3alllin, U (1)8.MI/IJ'II/I5{, HMHUI WAl OOJKHOCTHOTIO
JIUIA.

[Mpumep -
Pyxosomouremnn demepasibHOTO
APXMBHOT'O ar'€HTCTBAa
Qammaima MN.0.

HpI/I aaApeCOBaHUU IIMCbMa B OpraHu3alli0 YKa3bIBACTCA €€ TIIOJHOC MM COKPAIICHHOC
HaANMMCHOBAHUC B MUMCHHUTCIIbHOM ITaACXKCE.

ITpumepsl
1 ®enepanbHOE apXUBHOE areHTCTBO
2 Pocapxus

ITpu anpecoBaHnn JOKYMEHTa B CTPYKTYPHOE IOJIpa3JelIeHNE OpraHu3aluu B peKBU3MTe "anpecat”
yYKa3bIBae€TCs B HMMEHMUTEIBHOM TIa/Ie)K€ HAUMEHOBAHWE OpraHu3allid, HUXE - HauMEHOBaHUE
CTPYKTYPHOTO NOAPA3IEICHHUSL.

[Mpumep -
demepasibHOE ApPXMBHOE
aTreHTCTBO

OTnesl ToCyHmapCTBEHHOM
Cylyx0Bl, KaIpOB M Harpaz
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[Ipu agpecoBaHMM TUChbMAa PYKOBOJIUTENIO CTPYKTYPHOTO TMOApA3JEICHUs] YKa3blBaeTcs B
MMEHHUTEJIbHOM TM1a/Ie’)K€ HAaMMEHOBaHUE OpraHu3allid, HWKE - B JIaT€JILHOM IMaJIeKe HauMEHOBAHHUE
JOJDKHOCTH PYKOBOJUTENS, BKJIIOYAIOIIEe HAUMEHOBAHUE CTPYKTYPHOTO MOApasjeNieHus, (aMuInio,
WHUIIAAIIBI.

Mpumep -
AO "lpoduup"

PykoBoOomTeslo OOT'OBOPHO-
npaBoBOT'O OTHeja
damvmnmsa 1.0.

" "

[lepen Qamunmeld TOHKHOCTHOTO JIMIA JIOIYCKAeTCs YIOTPEONATh COKpalieHue ''r-Hy
(rocrioiuHy), €ciy ajzipecar MyKuuHa, Win "r-xe" (rocroxe), eciy ajpecar )KeHIIHHA.

IIpumepst
| r-ny ®amunus 1.0.
2 r-xe @amunusa 1.0.

[Tpu pacchuike TOKyMEHTa IpyIIe OpraHu3alui OJHOTO THIIA MM B CTPYKTYPHBIE MOPA3ICICHUS
OJIHOW OpraHU3aIlfH, aJipecaT yKa3bIBaeTCs 0000IIEHHO.

[TprMe sl
1 PyxoBOOUTEJNAM OOYEPHUX
obwecTs AO "Ilpodpumip"
2 PyxoBOOMTEJISAM yIpaBJIeHUN
Pocapxusa

[Tpu pacchbulke JOKYMEHTa HE BCEM OpraHU3alMsM WIA CTPYKTYPHBIM HOJpPA3JENIEHUsIM 0.
pexBu3uTOM "Anpecar” B ckoOKax yka3piBaeTcs: (10 CHHCKY)".

[Mpumep -

PykoBOOMTENAM HOYEPHUX

obmwecTs AO "Ilpodpumiap"
(mo cnmcky)

B onHOM AOKyMeHTe He JIOJKHO ObITh Oosiee ueThipex aapecatoB. Cinoso "Komusa" mepen BTOpbIM,
TPEThUM, YETBEPTHIM ajJjpecaTaMu He ykasbiBaeTcs. [Ipu GonbliieM KOIMYeCTBE aapecaToB COCTaBIISAETCS
CIHMCOK (JIUCT, yKa3aTellb) PaCChUIKU JOKYMEHTA, Ha KaKIOM JOKYMEHTE yKa3bIBaeTCs OAMH ajpecaT WU
anpecat opopmisgercss 0000I1EeHHO.

B cocraB pekBu3uta "Agpecar" MOXKET BXOIWUTh MOYTOBBIM aApec. DJIEMEHThl MOYTOBOrO ajapeca
YKa3bIBaIOTCS B IIOCJIEAOBATEIILHOCTH, YCTaHOBICHHOW IIpaBunamu oka3aHus yCIyr IOYTOBOW CBS3H,
YTBEPKICHHBIMH ITPUKa30M MUHHCTEPCTBA CBS3M U MAacCOBBIX KOMMYyHHMKanuii Pocculickoin ®@enepannn
ot 31 urons 2014 r. N 234.

MpumMmep -
BcepoCCUMCKHUM Hay4dHO-—
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MCCJIeJOBaATEJIbCKUM UHCTUTYT
IOOKYMEHTOBEIEeHUS U apxXMBHOTO HeJia
lIpodcowszHas yiu., n. 82,
MockmBa, 117393

ITouToBEIi aapeC MOXKET HE YKa3bIBAThCA B JOKYMCHTAX, HAlIPaBJIAC€MbIX B BEICIIHUE OPraHbl BJIACTH,
BBIICCTOANIME OpraHUu3anu, MoABCAOMCTBCHHBIC OpPraHu3allii U IHNOCTOAHHBIM KOPPCCIIOHACHTAM (33,
HUCKIIIOYCHHUEM HallpaBJICHUA IIMNCEM YKAa3aHHBIM aape€caTaM B KOHBEPTax € IIPpO3pavyHbIMU OKHaMI/I).

[Tpu anpecoBaHnM JOKyMEHTa (PU3UUYECKOMY JIUIYy YKa3bIBAIOTCS: (paMHUIINS MHUIHAIBI, TIOYTOBBIN
azapec.

ITpumep -

®amunus N.0.

Canosas yiu., 1. 5, kB. 12,

r. JIro6epuib1, MockoBckas 00u1., 301264

[Ipu ormpaBke MuchbMa IO 3JICKTPOHHOM MOUYTE MM MO (PaKCUMUIBHON CBS3HM (0€3 ITOCBUIKH MO
II0YTe) MOYTOBBIN ajjpec He yKasbiBaeTcs. IIpu He06X0ANMOCTH MOXKET OBITh yKa3aH 3JEKTPOHHBIN ajapec
(romep Tenedona/daxca).

[Mpumep -

Bcepoccumickuml HaydHO—
VCCJIENOBRATEJNIbCKUY MHCTUTYT
IOOKYMEHTOBEIEHMUS ¥ aAPXMBHOTO HeJia
mail@vniidad.ru

5.16 I'pud yrBepkaeHHS NPOCTABISETCS HAa JOKYMEHTE B CIIydae €ro YTBepXKIEHHs JOKHOCTHBIM
JIUIIOM, PacHOpSAIUTENbHBIM JOKYMEHTOM (TIOCTAHOBJIEHUEM, PELIEHUEM, MPHUKA30M, PACIIOPSIKEHUEM)
WIH PELICHUEM KOJUIETHAJIbHOTO OpraHa.

I'pu¢ yrBepxaeHUS pa3MellaeTcsi B MpPaBOM BEPXHEM YIJIy IMEpBOro Jncra AokyMeHTa. CTpoku
PEKBHU3UTA BBIPABHUBAIOTCS 110 JIEBOMY KPAX0 WJIM LIEHTPYIOTCS OTHOCUTENBHO CaMOM JJIMHHOM CTPOKH.

[Ipu yTBep>KIEHUM JTOKyMEHTa AODKHOCTHBIM JIMIIOM Tpu( YTBEpKAECHHUS COCTOMT U3 CJIOBa
YTBEPXIAI, HaumMeHOBaHMSI MJOJDKHOCTH JIMLA, YTBEPXKAAIOIIEIO JIOKYMEHT, €ro IOJINUCH,
MHUIUANIOB, (aMIIIUU U 1aThl YTBEPKICHHUS.

[lpumep -

YTBEPXIA
Pyxopomuresnp demepasiIbHOTO
APXMBHOT'O aAaI'€HTCTBAa
lomnnuce M.O0. damMmamsa

ODaTa

[Tpu yTBepX /I€HUU JOKYMEHTa paclopsIUTeIbHBIM JOKYMEHTOM Ipu( YTBEpXKIEHHUS COCTOUT M3
cioa YTBEPXJIEH (YTBEPX/IEHA, YTBEPXIAEHBI nmu YTBEPXJ/IEHO), cormacoBaHHOro c
HAaUMEHOBAaHMEM BHJA YTBEPKAAEMOI0 JOKYMEHTA, HAUMEHOBAaHUS PACHOPSAUTEIBHOTO JOKYMEHTa B
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TBOPUTCIIBHOM IMaACKE, €T0 JaThl, HOMCpA.

[IpumMmepsr -

1 (PerjameHT) YTBEPXIEH
npukasoM AO "lpodwuie"
or 5 anpensa 2015 r. N 82

2 (IlpaBuna) YTBEPXIEHEL
npukasoM AO "Illpodwmap"
or 6 ampensa 2015 r. N 83

[Ipu yTBEp)XIEHWH AOKYMEHTa KOJUIETHAJIbHBIM OPraHOM, pEIICHUS KOTOPOro (PHKCHPYIOTCS B
NPOTOKOJIE, B rpu(e YTBEP)KACHUS YKa3bIBACTCs HAMMEHOBAHUE OpraHa, pelIeHueM KOTOPOTrO YTBEPIKICH
JOKYMEHT, JlaTa 1 HOMEp MPOTOKOIIa (B CKOOKaXx).

[Mpumep -
(ITontoxeHMe)
YTBEPXIOIEHO
CoeeToMm nupekTopob AO "lpoduip"
(mporokos or 12.12.2015 N 12)

5.17 3arojoBoOK K TEKCTY - KpaTKOE COJIepKaHHUe TOKYMEHTA. 3arojoBOK K TEKCTY GopMylupyercs
¢ mpenyorom "O" ("O6") u orBevaer Ha Bompoc "o uem?"):

- mpuka3 (0 yem?) 0 CO3/1laHUM aTTECTALMIOHHON KOMUCCHH;
- ipuKa3 (0 yem?) 00 yTBEpKACHUU IITATHOIO PACIIUCAHUS;
- MUCBHMO (0 ueM?) 0 MpeIoCTaBICHUH UH(OPMAIIH.

3arooBOK K TEKCTY O(QOpMIISE€TCs MOJI PEKBU3UTaMH OJIaHKa CJIeBa, OT TPAHMUIIBI JIEBOTO Mojis. B
yKa3ax, MOCTAaHOBJICHUSAX, PEIICHUSX, MPUKa3aX, W3/1aBa€MbIX OpPTaHaMU BIIACTH, 3arOJIOBOK K TEKCTY
MOXXeT Oo(OpMIIATECS HaAJ TEKCTOM TIoceperHe padodero TMoJis JOKYMEHTAa | IEHTPUPYETCS
OTHOCHUTEIILHO CaMOl ITMHHON CTPOKHU.

3aroI0BOK K TEKCTY MOKET HE COCTaBJISATHCSA, €CITM TEKCT JOKYMEHTA HE MPEBHIIIAET 4 - 5 CTPOK.

5.18. TekcT JOKyMEHTa COCTaBIISIETCS HAa PYCCKOM S3bIKE KaK rOCy1apCTBEHHOM sA3bIke Poccuiickoit
Oenepanun. B opraHax rocynapCTBEHHOW  BJIAcTH, OpraHax MECTHOTO  CaMOYIPABJIEHUS,
TOCYJIapCTBEHHBIX YUPEXKJEHHUSIX PpEeCIyOJMK Hapsily ¢ TOCYJapCTBEHHBIM sI3bIKOM Poccuiickoit
@enepanii  MOTYT  YHOTPeOJATHCS TOCYIAapCTBEHHbIE S3bIKM  pecnyOnuk. B gesrensHOCTH
rOCYZAApCTBEHHBIX OPraHoB, OpraHM3alUi, NpeanpuaTud u ydpexaeHun Poccuiickoir dPenepanuu
HCIOJIb3YIOTCSl TOCYAApCTBEHHBIN A3bIK Poccuiickoit @enepaniii, TocyJapCTBEHHBIE S3bIKH PECITYOINK U
MHBIE A3bIKM HapoaoB Poccuiickoit denepanuu.

(B pen. M3menenus N 1, yrB. [Ipukazom Poccrangapra ot 14.05.2018 N 244-cT)

B Tekcte JOKYMCHTA, IIOATOTOBJICHHOM HAa OCHOBAHWU 3dKOHOAATCIIbHBIX WJIM MHBIX HOPMATHBHBIX
IMPAaBOBBIX aKTOB, PAHCC U3JJAHHBIX PACTIOPAAUTCIIBHBIX JOKYMCHTOB, YKAa3bIBAIOTCA UX PCKBU3UTHI:

- HAUMCHOBAHWC JOKYMCHTA, HAUMCHOBAHUC OpTraHU3alluU - aBTOpa AOKYMCHTA, AaTa JOKYMCHTA,
peFI/ICTpaHI/IOHHHﬁ HOMCEpP JOKYMCHTA, 3aroJIOBOK K TCKCTY WJIKM HAMMCHOBAHWEC BUJa JOKYMCHTA,
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- HAMMEHOBAaHHWE OpTraHM3alMKd WM JOJDKHOCTHOTO JIMIA, YTBEPIAMBIIErO JIOKYMEHT, JaTy
YTBEPKACHUS IOKYMEHTA.

TeKcT AOKYMEHTa MOXET COJEp)KaTh Pa3Aeibl, MOAPA3/CNbl, MYHKTHI, MOANYHKTH, HyMEpYyeMbIe
apabckumu 1udpamu. YpoBHEH pyOpUKaIiuy TEKCTa HE JOJIKHO OBITh O0JIee YeThIpeX.

B npukasax TekcT uznaraercs OT IepBOTro JIMLA €AUHCTBEHHOT0 uncia ("mpukassiBao’).

B moxymMeHTaxX KOJJIETHAILHBIX M COBEHIATENBHBIX OPTaHOB TEKCT M3JIAracTcs OT TPEThEro Juia
€AMHCTBEHHOrO yncia (""Koyuierus... mocranosisier", "coOpanue... pemmio').

Teker mpoTokona W3Maraercs OT TPEThEro JHIa MHOXecTBeHHoro uwucia ("cimymramm",
"BpicTynmu", "nocranoBuin", "pemmnn’).

B nokyMeHTax, ycTaHaBIMBAIOUIMX I@IpaBa W OOS3aHHOCTH OpraHU3allMi, HMX CTPYKTYPHBIX
nojApasaesieHu (MoJI0KEHUE, HHCTPYKIIUS ), a TAaKXKE COJIepKAIUX ONMUCAaHUE CUTYyallui, aHanu3 (pakToB
WJIHM BBIBOJIBI (KT, CIpaBKa), UCIOJIb3YyeTcsl (popma U3M0KEHUSI TeKCTa OT TPETHETro JIUIA €AUHCTBEHHOTO
WM MHOKecTBeHHoro uucia ("ormen ocymiectBiser (QyHkiuu...", "B coCTaB yrpaBieHUs BXOHAT...",
"KOMHUCCHS TIPOBENa MPOBEPKY...").

B COBMECTHBIX JOKYMEHTaX TEKCT H3JaraeTcsi OT IePBOTO JUIla MHOXECTBEHHOTO YHCIIa
("mpukaszbeiBaeM", "permim").

B nenoBbIx (city’ke0HBIX) MUCbMAaX UCTOIb3YIOTCS (POPMBI U3II0KEHUS:

- OT IMEepBOr0 JIMIA MHOXXECTBEHHOro uucia ("mpocuM HampaBuThb...", "IpeacTaBisieM Ha
paccMoTpenue...");

- OT TPCTHEIO Jinna €AUHCTBECHHOI'O YHUCJIa ("MI/IHI/ICTepCTBO HC BO3paXKacrT... ', "O6IJ.I€CTBO CUHUTACT

BO3MOXHBIM...");

- OT TMepBOro Iuia eAuWHCTBeHHOro uyucna ("cuutaro HeoOXoauMBIM...", 'mpesaraio
paccMOTpeTh..."), eciau MUChbMO OPOPMIIEHO HA TOJDKHOCTHOM OJIaHKe.

B Tekcrax IOKYMEHTOB YIOTPEOJSIOTCS TOJBKO OOIIEHpPUHATHIE aOOpeBHATyphl U rpaduveckue
COKpAIICHHS.

[Tpu ynorpebienuu B TekcTe haMUITUI JIMI MHUIMAIB! YKa3bIBAIOTCS MOCie (paMUIH.
B nenoBeix (cny:ke0HBIX) MHCbMax MOTYT HCIOIb30BaThCSI:

- BCTYIIUTENbHOE OOpalleHue:

VYBaxaemblii rocioguH [Ipeacenarens!

YBaxkaemblii rocrionuH ['ydbepHaTop!

VYBaxaemblii rocioans [Ipoxopos!
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VYBakaemas rocrioka 3axapona!
VYBaxxaembiii Hukonait [lerpoBuuy!
VYBaxkaemas Onbra Hukosnaesna!
VBaxkaemsble rocrnoaal

B oOpamenun mo I0JDKHOCTM HAaMMEHOBAHME JIOJDKHOCTU IHUUIETCS C INPONMCHON OYKBBI, B
oOpalieHny 1o paMUIMY HHULMAJIBI JIMIA HE YKa3bIBAIOTCS.

- 3aKJIFOUUTENbHAS STHKETHas (hpasa:
C yBaxkeHHEM, ...

5.19 OTmeTKa O NPUIIOKEHUU COJECPKUT CBEIEHUS O JOKYMEHTE (JOKYMEHTax), IPUJIaraéMoM K
OCHOBHOMY JIOKYMEHTY (B CONpPOBOJHTENBHBIX IUCbMaX, NPETEH3USX, aKTaxX, CIpaBKax M JPYrux
MH(POPMALIMOHHO-CIIPABOYHBIX JIOKYMEHTAaX) WJIM O TOM, YTO JOKYMEHT SBIISICTCS HPUIOKEHHEM K
OCHOBHOMY JOKYMEHTY (B JOKyMEHTaxX - MPWIOKEHHAX K PACHOPAJUTENBHBIM JIOKyMEHTaM,
TIOJIOKCHHSM, TIPABUIIaM, HHCTPYKIHMSM, JTOTOBOpaM, IUIaHaM, OTYETaM H JIp. JOKYMEHTaM).

B COIMPOBOAUTCIIbHBIX IMUCbMAX U APYTIHUX I/IH(bOpMaLII/IOHHO'CHpaBO‘IHBIX AOKYMCHTax OTMETKaA O
IMPUIIOKCHUU OCI)OpMJI)ICTC?[ noa TCKCTOM OT I'paHUIBI JICBOT'O ITOJIA CICAYIOIIUM 06pa30M:

- €CJI TPUJIOKEHUE HAa3BaHO B TEKCTE:
[Tpunoxenue: Ha 2 1. B 1 3K3.

- €CJIM MPUJIOKCHUC HEC HA3BAHO B TCKCTC UJIU €CJIU HpI/IJ'IO)KeHI/Iﬁ HECKOJIBKO, YKa3bIBAOT HA3BaHUA
HOKW@HTOB'HPHHO)KGHHﬁ, KOJMYCCTBO JIUCTOB U SK3CMILIAPOB KAXKAOTO IMPUITOKCHUA:

Npunoxenue: 1. IojoxeHre o0 VYHNpaBJeHMM PEeIMOHAaJIbHOTO KPEeIMTOBAHMA Ha
5 1. B 1 sk3.
2. CnpaBka O KaIpOBOM COCTaBe YINpPaBJIEHMS PeTMOHAJIBHOI'O
KpeIMTOBaHMA Ha 2 J. B 1 2k3.

- €CJIM IPUIIOKEeHHE (TPUITI0KEHUs) COPOIITIOPOBAHBI:
IIpunoxenne:
otyeT 0 HUP B 2 7k3.

- €CIIh JIOKYMEHT, SIBJSIOUIMICS MpPHJIOKEHUEM, HMEET TMPWIOKEHHs] C CaMOCTOSATEIbHOU
HyMepauuei cTpaHull;

IIpunoxenne:
nuceMo Pocapxusa ot 05.06.2015 N 02-6/172 u npuiioxkeHus K HeMy, Bcero Ha 5 1.

- eClli TIPUWIOKEHHEM SBJsieTcs OO0OCOOJIEHHBIM 3JIEKTPOHHBIM HOCUTENb (KOMITAKT-AUCK,
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usb-duien-HaKoMUTeNb U Ap.):
[Tpunoxenue:
CD B 1 k3.

[Ipu »TOoM Ha BKiIagbilie (KOHBEPTE), B KOTOPBIM MOMENIAETCS HOCUTENb, YKa3bIBAIOTCS
HAaUMEHOBAHHMSI JOKYMEHTOB, 3aITUCAHHBIX HAa HOCUTENb, UMEHA (hailiioB.

B pacnopsinuTenbHbIX JOKyMEHTaxX (IIOCTAHOBIICHHUSAX, PEIICHUAX, MPHKA3aX, PaCHOPsHKEHUSX),
JIOTOBOpPAX, TMOJOXKECHUSIX, MPaBWIAX, MHCTPYKUUSIX U JPYrUX TOKYMEHTaX OTMETKAa O MPHJIOKEHUH
odopmIseTcs CIeIyIoIMUM 00pazoM:

- B TCKCTC NJOKYMCHTA IIpHU IICPBOM YIIOMHUHAHUN JOKYMCHTA-IIPHUIJIOKCHHA B CKO6KaX YKa3bIBaCTCA:
... (mpunoxeHue) win ... (MpuiiokeHue 1); mepen HOMEPOM MPHIIOKEHHS JIOMYCKAETCS CTaBUTh 3HAK
HOoMepa: ... (mpuinoxenue N 2);

- Ha TIEPBOM JIUCTE JOKYMEHTA-TIPUIIOKEHHS B IIPABOM BEPXHEM YTy YKa3bIBa€TCS:
[Tpunoxenue N 2

k npukaszy AO "IIpoduns"

ot 15.08.2015 N 112.

CTpoku peKBU3NTa BBIPABHUBAIOTCA 10 JIEBOMY KpPal0 WM LEHTPUPYIOTCS OTHOCUTENIBHO CaMou
JUIMHHOW CTPOKHU.

Ecnu npuiioxkeHneM K pacnopsaauTeIbHOMY JOKYMEHTY SIBJII€TCS HOPMATUBHBINA IPABOBOW aKT WUJIU
WHOM JIOKYMEHT, YTBEPKJIA€MbI JaHHBIM paCHOPSJAUTEIBHBIM JOKYMEHTOM, Ha II€pBOM JIUCTE
MPUIIOKEHUS TIPOCTABIISIETCS OTMETKA O MPHIIOKEHUH (0€3 CCBUIKM Ha pacropsIUTeNbHbINA TOKYMEHT) U
rpud yTBEp)KIEHHUS, B KOTOPOM YKAa3bIBalOTCS JaHHBIE PACHOPSIUTENBHOTO JOKYMEHTAa, KOTOPBIM
YTBEPKIEH JOKYMEHT-TIPUIIOKECHHE.

ITpumep -

[Tpunosxenue 1
YTBEPXJIEHO
npukazoM AO "IIpoduis"
ot 18.05.2015 N 67

5.20 Fpnq) COTJIaCOBAHUS NOKYMCHTA MPOCTABJIACTCA HAa AOKYMCHTAX, COTJIACOBAHHBIX OpPraHaMu
BJIaCTH, OpraHu3alusiMH, IJOJDKHOCTHBIMHU JIMIaMU. FpI/I(b corjiaCcoBaHuss B 3aBUCHMOCTH OT BHAA
AOKYMCHTa U 0COOEHHOCTEH ero O(I)OpMJ'ICHI/ISI MOKCT MPOCTABJIATHCA:

- Ha MEPBOM JIMCTE JOKYMEHTA (€C/Id JOKYMEHT UMEeEeT TUTYJbHBIHN JHUCT, - Ha TUTYJIBHOM JIUCTE) B
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JIEBOM BEpPXHEM YTy Ha ypoBHE rpuda yTBEpKIACHHS WU T0J] HAUMEHOBAaHUEM JIOKyMEHTa OJMKE K
HIDKHEMY TI0JII0);

- Ha IOCJICAHEM JIMCTC JOKYMCHTA IO TCKCTOM;,
- Ha JIUCTEC COIJIaCOBaHUs, ABJIAIOIICMCA HEOTHEMJIIEMOM YacCThIO JOKYMCHTA.

I'pud cormacoBanus cocrout u3 cioBa COI'JTACOBAHO, nomkHOCTH JTUIIa, KOTOPBIM COTJIACOBAH
JTOKYMEHT (BKJIIOYasi HaMMEHOBAHHE OpPraHU3allMM), €ro0 COOCTBEHHOPYYHOH IOJINNCH, HHUIMAJIOB,
(dbamMunmm, JaThl COTIACOBAHUS.

[Tpumep -
COT'JTACOBAHO
Hupexrop BHUMIAL
(moamucek) N.O. ®amunus
JlaTa

Ecnu cormacoBanme OCYHCCTBIACTCA KOJUICTUAJIBHBIM OpPraHoM, B Fpn(be COorjiaCoBaHMsd yKa3bIBarOT
CBCACHUA 00 opraHe, CorjiiacoBaBlICM NJOKYMCHT, JaTC U HOMEPC IIPOTOKOJIA, B KOTOPOM 3a(1)I/IKCI/IpOBaHO
pEIICHUC O COrJIaCOBAHUH. Ecnu cormacoBanme OCYHICCTBIACTCA MUCbMOM, YKA3bIBAIOT BUA NOKYMCHTA,
OpraHu3anuvio - aBTopa IOKYMCHTA, 1aTy U HOMEp IMUcCbMa.

ITpumepst

1 COI'JTACOBAHO

CoBeToM ITUpEeKTOPOB

AO "Tlpodpuis"

(mpoTOKOI OT N )
2 COI''TACOBAHO

nucbMoM PocapxuBa

oT N

5.21 Bu3za CBUIETENBCTBYET O COTJIACHU WM HECOTJACHUU JTOJDKHOCTHOTO JHIa (pabOTHHKA) C
COJIep’)KaHUEM TMPOEKTa JOKyMeHTa. Bu3oil odopMisieTcs BHYTpeHHEE COrlIacOBaHUE NOKyMeHTa. Buza
BKJIIOYAET JIOJDKHOCTH JIMIA, BU3UPYIOLIETO JOKYMEHT, MOAMKUCH, paciin(poBKYy MOAMHUCH (MHUIHAIIBI,
(dhaMuIHIo) U JaTy BU3UPOBAHUS.

[Tpumep -

PykoBoauTens 10pUaUYECKOro OTAEIa
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[Toanuce N.0O. @amunms

JHara

[Tpu HanTMYKUY 3aMEYaHUH K TOKYMEHTY BU3Y O(DOPMIISIOT CISIYIOIIIM 00pa3oM:
[Tpumep -

3aMeuaHus NpUIaraoTcs.

PyKOBOAUTEIb IOPHINIECKOTO OT/IENA

[Toamuce N.0O. @amunmms

JlaTa

B opranmzanusx, TpUMEHSIONIMX CHUCTEMBbI 3JEKTPOHHOTO JIOKYMEHTOOOOpOTa, COTJIacCOBaHUE
MOJKET IPOBOAUTHCA B eKTpoHHOHU (hopme, corsacHo ['OCT P UCO 15489-1.

B noxymeHTax, NOJUIMHHUKHM KOTOPBIX XPaHATCS B OpraHU3alliH, BU3bl IPOCTABJISIOT HA MOCIEIHEM
JMCTE JOKYMEHTA I0J1 MOANUCHI0, Ha 000pOTEe MOCIEIHEro JINCTA MOAJIMHHUKA JOKYMEHTA WK Ha JIUCTE
COIJIacOBaHUs (BU3UPOBAHUSA), IPUIIATaEMOM K JOKYMEHTY.

B ucxomsmmux JOKYMCHTAX BU3bI MPOCTABJIIAAIOTCA HAa 3K3EMIUIAPAX AOKYMCHTOB, ITOMCHIACMBIX B
J€J10.

IIo ycMOTpeHHIO OpraHu3alMu MOKET NMPUMEHATHCSA IOJIMCTHOE BU3UPOBAaHUE JOKYMEHTA U €r0
MIPUIIOKEHUHN.

5.22 Tloanuch BKIKOYAET: HAUMEHOBAHUE JOJDKHOCTH JIMIA, IOJIMCBHIBAIOLIETO JOKYMEHT, €ro
COOCTBEHHOPYUYHYIO MOJIHUCH, paclin(PpoBKY MOANKUCH (MHULHAIIBI, (HaMUIIHS).

[Mpumep -
T'eHepaJIbHE IOUPEKTOP Nognuce n.0. dammnmsa

Ecnu nokymeHT oopmiieH He Ha OJaHKe, B HANMEHOBAHUE JIOJDKHOCTH BKIJIFOUAETCSl HAMMEHOBaHUE
opranusanyu. Jlomyckaercs LEHTpOBaTh HAMMEHOBAHUE JOJDKHOCTU JIMILA, MOANMCABIIETO JOKYMEHT,
OTHOCHTEJIBHO CaMOM JIJTMHHOMN CTPOKH.

[lpumep -

T'eHepaJlbHEIM IUPEKTOP
AO "IIpodwunp" INomnuce n.0. damumnmsa

[Tpu odopmieHnn TOKyMeHTa Ha OJaHKE JOHKHOCTHOTO JIMIIA JOJIKHOCTH ATOTO JIMIIA B MOANUCH
HE yKa3bIBaeTcs.

[Mpumep - [Nomnmceb n.0. dammnma

HpI/I moANMMCAaHUKU OOKYMEHTA HCECKOJBbKHMMH JOJDKHOCTHBIMU JIMIAMH, 3aHHMArOOIUMH Pa3HOC
IMOJIOKCHHUC, UX MOANUCHU pacCIliojlararoTcd OoJHa I1oJ prTOﬁ B HOCHCHOB&TGHLHOCTH,COOTBGTCTByKHHCﬁ
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HEpapXUU 3aHUMAEMBIX JOJIKHOCTEM.

Mpumep -
IMPEeKTOp MHCTUTYTA [Moonmce n.o0. dammnma
I'mapHEM OyxTajnTep Iloomnmce n.0. damumnmsa

HpI/I MnoANMUCaHuM HOOKYMCHTAa HCCKOJBKHMU JIMOAMHU PpPaBHBIX I[OJDKHOCTGI;'I nx IoAIMcu
pacmojiararorcsa Ha OJHOM YPOBHE.

[Ipumep -
3aMecTUTEeNb OUpeKTopa IO OGOMHAHCOBEIM BOINPOCAM Homnuce M.O0. damMmnmsa
3aMecTUTeNb OUMPEeKTOopa [0 aIMMHMCTPaTMBHEIM Bompocam llomnmuchk M.O0. damMmnmsa

B JOKYMCHTAax, COCTAaBJICHHBIX KOMHCCHCﬁ, B TIOAIHMCH YKA3bIBACTCA CTATYC JIMIa B COCTaBC
KOMUCCHHU.

[lpumMep -

[lpencenmaTesyib KOMUCCUN [Momnmce n.0. dammnmsa

YJIeHBE KOMMUCCUU Illoonmce n.0. damumnmsa
Nognmchb n.0. damunmsa
Nognmchb n.0. damunmsa

HpH MnoAnUCaHur AJOKYMCHTa JIMIOOM, HCIIOJIHAOIUM 00s13aHHOCTH PYKOBOOUTCIIA, IIOAIHNCH
O(bOpMHHGTCH C YKa3aHHUEM CTaTyCa JOJKHOCTHOIO JIMLAa B COOTBETCTBHUU C ITPUKA3Z0OM (paCHOpH)KeHI/ICM).

[Ipumep -

M.o0. reHepalbHOI'O mupekTopa llomnmcse n.0. dammnmsa
VI :

VcnonHaomMy 00S3aHHOCTHU

TeHepaJbHOT'O IMpPEeKTOopa [Noonmce n.0. dammnma

HpI/I MmoATMMCAaHUN JOKYMCHTA JIMIIOM, UMCIOIIMM ITPAaBO MOANKCH B CJIyda€ BPEMCHHOI'O OTCYTCTBUSA
PYKOBOOAUTCIIA, HUCIPABICHUA B HAWUMCHOBAHUC TOJDKHOCTH H paCI_HI/I(I)pOBKy (I)aMI/IJ'II/II/I YKe
IMOATOTOBJICHHOTO M COIIAaCOBAHHOI'O IMPOCKTAa JOKYMCHTA BHOCATCA OT PYKH WX C HUCIIOJbB30BAHHUEM

[[FONT]

COOTBCTCTBYIOIIIUX IITAMIIOB. He JOITYCKaCTCA CTAaBUTb KOCYHO UYCPTY, HAAIHNCH 3a nepeng
HAaNMMCHOBAHUECM OOJKHOCTH JIMIIA B IOAIMKUCH, €CIIM JOKYMCHT MOAIMCBIBACT MHOC TOJIKHOCTHOC JIMIIO.

5.23 Ormerka 00 OHIEKTPOHHON MOAMUCH HCIOJB3YEeTCsS MPH BU3YaTU3alUH SJIEKTPOHHOTO
JOKYMEHTA, MOAMMCAHHOTO 3JIEKTPOHHOM MOANKCHIO, C COOMIOACHUEM CIIETYIOMINX TPeOOBaHMIA:

a) MECTO pa3MEUIeHHUs OTMETKHM OO0 DJIEKTPOHHOH MOANUCH JIOJKHBI COOTBETCTBOBAaTb MECTY
pa3MenieHusi COOCTBEHHOPYYHOM MOJIUCH B aHAJIOTHYHOM JIOKYMEHTE Ha OyMa)KHOM HOCHTEJIE;

6) 3JIEMEHTBI OTMETKH 00 BHCKTPOHHOI‘;I HOAIIMUCH JOJIZKHBI OBITH BUJUMBIMU U YHUTACMBIMH IIpHU
OT06pa)KeHI/II/I AOKYMCHTA B HATYPAJIbHOM pasMepe;

B) DJIEMEHTHI OTMETKU 00 BHGKTPOHHOﬁ MmoAINKrCHU HE JOJIKHBI IMEPEKPBIBATHECA HUJIM HAKJIAaAbIBATbCA
APYT Ha JApyra;

Iﬂ DJIEMEHTBI OTMETKH 00 3H€KTpOHHOﬁ IoAINKUCHU HE MOJDKHBI IEPCKPBLIBATH JJIEMCHTBI TEKCTa
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JIOKYMEHTA U IPYTrUe OTMETKH 00 3JIEKTPOHHOM NoAnucH (Ipy HAJIUYUK).

OTtmeTKa 00 3JIEeKTPOHHOM MOJIMICH B COOTBETCTBUU C 3aKOHOIaTeNIbeTBOM Poccuiickoit denepanumn
BKIIOYaeT ¢pazy "JloKyMeHT mMoAnucaH »3JIEKTPOHHOW MOAMMCHIO", HOMEp cepTuuKara Kioya
AIEKTPOHHON MOJANUCH, PaMHIINIO, UM, OTYECTBO BIIaJieNblia cepTuduKara, Cpok IeicTBUS cepTudukara
KIII0Ya BJIEKTPOHHOM moanucu. OTMeTrka 00 3JIEKTPOHHOH IMOAMMCH MOXKET BKJIIOYATh HM300pa)keHue
rep0a, ’MOJIEMBbI OpraHa BJIaCTH (OpraHu3alIliy ), TOBAPHOTO 3HaKa (3HaKa 0OCITy)KMBaHUS) OpraHU3aIuU B
COOTBETCTBHH C JICHCTBYIOLINM 3aKOHOIATEILCTBOM.

[Tpumep -
SMbie— IOOKYMEHT IIOHONMCAH
Ma SJIEKTPOHHOM MOINUCHIO
HaumenoBaHUe OpTraHa
OOJIKHOCTU |BJIACTU H.H. HukoJjaes

Ceptuduxar 1alllaaa000000000011
Brnamesnen HukojsaeB Hukosam HukosiaeBuu
IOemcrBuTresged ¢ 01.12.2012 nmo 01.12.2017

5.24 Tlewarp 3aBepsA€T MOJJIMHHOCTH MOJANUCH JIOJDKHOCTHOTO JIMIIa Ha JOKYMEHTax,
yIIOCTOBEPSIOLINX MpaBa JUIl, (GUKCUPYIOMHUX (PAKTHI, CBA3aHHBIE ¢ (PMHAHCOBBIMH CPEJCTBAMHU, a TAKXKE
Ha WHBIX JOKYMEHTAax, MpEIyCMAaTPUBAIOIIMX 3aBEPEHUE TMOJMKHCH I[€YaTbl0 B COOTBETCTBUU C
3akoHoarenbcTBOM Pocceuniickont denepanum.

I[OKYMGHTI)I 3aBCPAIOT II€YATBIO OpraHu3anuu. ITeuaTs MMPOCTaBJIACTCA, HE 3aXBaTbIBas
COOCTBEHHOPYYHOM MOJMUCH JIMIA, MOJMMCABLIETO JOKYMEHT, WJIM B MecTe, obOo3HayeHHoM "MII"
("Mecto nevaru").

5.25 Ormerka 00 HCHONHUTENE BKIIOYAeT (aMHIIUIO, UM U OTYECTBO HCIIOJHUTENS, HOMEP €ro
tenegoHa. OTMeTKka 00 UCIIOIIHUTENE MOXKET JOMOJHATHCS HAaUMEHOBAHUEM JOJIKHOCTH, CTPYKTYPHOTO
MOJIPA3/IeIeHUs U AIEKTPOHHBIM a/IpECOM UCIIOTHUTEIS.

OtMeTrka 00 ucnosHUTENe OPOPMIISETCS Ha JUIEBOM CTOPOHE MOCIEIHETO JIUCTa JIOKYMEHTa OT
TPaHUIIBI JIEBOTO TOJS WU, TPU OTCYTCTBHM MECTa, - Ha 000POTHOI CTOpOHE BHHM3Y cieBa. Hampumep:
3abemma MBan Amnjapeesnd, KoHTponbHOE ymnpaBlieHWe, BEIyIIUN crienuanuct, +7(495) 924-45-67,
Zabelin@gov.ru

OtmeTKa 00 UCIIOTHUTENE MOXKET OPOPMIISITHCS KaK HHXKHUN KOJIOHTUTYII M Ie4aTaTbcs MpUupTOM
MEHBIIIErO pa3Mepa.

5.26 OtMeTka O 3aBepeHUU KOMUU OQopMIsieTcs s MOATBEPXKJIEHUS COOTBETCTBUS KOIUU
JOKyMEHTa (BBIIMCKM M3 JOKYMEHTa) MO/UIMHHUKY JoKyMeHTa. OTMeTKa O 3aBepeHHH KOIUHU
MPOCTABIISIETCS MOJ] PEKBU3UTOM "MOAMUCH" M BKIIOYAET: cI0BO "BepHO'; HaMMEHOBaHUE TOJLKHOCTH
JIMIIA, 3aBEPUBIIETO KOIHUIO; €ro COOCTBEHHOPYUHYIO MOAMMUCH; PACHIM(POBKY MOAMHMCH (MHUIIUAIIBL,
(bamMunio); 1aTy 3aBepeHus: KOMUH (BBITUCKU U3 TOKYMEHTA).

[lpumep -
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BepHoO
VHCIIeKTOp CJyX0Obl KaIpOoB [Momnmce n.0. dammnmsa
HaTa

Ecnu xomust BeImaeTcst 1Sl TIPEACTABICHUS B IPYTYIO OpPTaHU3aIMI0, OTMETKA O 3aBEPCHUU KOIIHU
JIOTIOJTHSICTCS HAIIMUCBI0 O MECT€ XpaHCHHsI JOKYMEHTa, C KOTOpOro Oblla HM3rOTOBJICHA KOIHS
("[lommMHHUK JOKYMEHTAa HaXOoAuTCs B (HaMMEHOBaHHME opraHu3aiuu) B jaeine N ... 3a ... ron") u
3aBepsIeTCs TIeYaThi0 OpraHU3aIHH.

I[JISI MMPOCTABJICHUA OTMCTKHU O 3aBCPCHUN KOIIMU MOKCT UCIIOJIb30BATHCA IITAMII.

5.27 OrMmeTKa O MOCTYIUICHMM JOKYMEHTa CIY)KUT Uil MOJATBEpXkAEHUS (PakTa MOCTYIUICHUS
JOKYMEHTa B OPraHM3allMi0 W BKJIOYACT JAaTy INOCTYIUIEHUS M BXOJSIIUN pPErucTpallMOHHBIA HOMEp
nokymeHTa. [Ipn HEOOXOJMMOCTH OTMETKAa O MOCTYIUICHMM MOKET JIONOJHATHCS YKa3aHHEM BPEMEHH
MIOCTYIUIEHHUS B Yacax U MMUHYTaX U crloco0a JOCTaBKH JIOKYMEHTA.

OTMeTKa 0 IMOCTYINICHUU NOKYMCHTA MOKCET IIPOCTABJIATHCA C IIOMOIIBIO IITaMIIa.

5.28 Pesonronust COAEpKHUT yKa3aHWE 1O HMCIOTHEHHIO JOKyMeHTa. Pezomonms odopmiisiercss Ha
CBOOOJHOM MecTe paboyero noiis JOKyMEeHTa, Ha OJIaHKe PEe30JIIOLMH MM BHOCUTCS HEIIOCPEICTBEHHO B
CHCTEMY IEKTPOHHOTO JOKYMEHTO000pOTa.

Pesomonnst  BrirOYaeT: (haMWINIO, WHUIUAIIBI UCIIOJIHUTENS (MCIONHHUTENICH), MOPYYEeHUE I10
JTOKYMEHTY, MPH HEOOXOAMMOCTH - CPOK HCIIOJHEHHS, MOJIIMUCH JIUIA, BBIHECIIETO PE30JIOIHI0, IaTy
PE30ITIOLIUH.

ITpumep -

®ammna 1.0.

[Tpoury noaroroButs npeanoxenus k 10.11.2016.
IToamuce

Jara

5.29 OTMmeTKa 0 KOHTPOJIE CBUIETENBCTBYET O IOCTAHOBKE JOKYMEHTA HAa KOHTPOJIb, IPOCTABIISIETCA
mramnoM "KoHTpons" Ha BepxHEM 1OJIe JOKYMEHTA.

5.30 OTmeTKa O HampaBlIE€HUU JTIOKYMEHTA B JIEJO ONpPEAEISIeT MECTO XPaHEHUsl JIOKYMEHTa IOCIe
3aBepIIeHus pabOThI C HUM U BKJIFOYAeT: cyioBa "B neno", nHIeKC aena 1mo HOMEHKIAType Jie], B KOTOPoe
MOMEIIaeTcsl JOKYMEHT Ha XpaHEHHe, ¢ YKa3aHWeM rojia, JOJDKHOCTH JIHIA, O(OPMHUBIIETO OTMETKY,
IIOAIIMCH, JAaTHhI.

[lpumep -

B meso N 01-18 =3a 2016 1.

3aB. OTIOEJIOM KOPIOPATUBHBEIX [NPOEKTOB
IToonmcoe TaTa

OTMeTKa o HaIllpaBJICHUKU OOKYMCHTA B [JCJIIO MOKCT JOIOJJHATBCA KPAaTKUMH CBCACHHUAMU O
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XapakTepe UCIOIHEHUS JOKYMEHTA.
6 bnaHkn AOKyMeHTOB

6.1 JIns m3rotoBneHus OnmaHkoOB aokymeHTOB, corimacHo ['OCT P 7.0.8, ucnoms3yercs Oymara
dopmatoB A4 (210 x 297 mm), AS (148 x 210 mm); I HM3rOTOBJCHUS OJIAHKOB PE3ONIOIUN
ucnoib3yercs Oymara popmatoB AS (148 x 210 mm), A6 (105 x 148).

Kaxxapiit muct gokymenTa, ohopMiIeHHBIN Ha OiaHKe WM 6€3 HEero, JOJKeH UMETh T10J1s He MeHee:
20 MM - JI€BOE;

10 MM - paBoe;

20 MM - BepxHee;

20 MM - HUXKHEE.

JlokyMeHThl AyinTenbHbIX (CBbIle 10 J€eT) CpoKOB XpaHEHUs JOJKHBI UMETh JIEBOE 110JI€ HE MEHEE
30 mm.

6.2 OpraHuzanuy HCIOJB3YIOT OJaHKH JTOKYMEHTOB, M3TOTOBJICHHBIE HAa OyMa)KHOM HOCHTEIE
(Onmanku JOKYMEHTOB (pelepanbHBIX OpPraHOB TOCYJApPCTBEHHON BJIACTH C  BOCIPOU3BEACHUEM
l'ocynapcrBennoro  repba  Poccuiickoii  @enepaliii  M3rOTaBIMBAIOTCA  MOJIUTPapUUECKUMHU
OPEeANPUATHIMH, HWMEIOIUMH  CepTU(UKATRI O HaJMYUKM TEXHHYECKMX U  TEXHOJIOTHYECKHX
BO3MOXXHOCTEH JIJI1 KaYECTBEHHOTO W3TOTOBJICHHS YKAa3aHHOTO BHJIA TPOAYKIIMH) W/WIH SJICKTPOHHBIC
mabaoHb! 071aHKOB. bianku Ha OyMa)KHOM HOCHTENE U AJIEKTPOHHBIE MIA0IOHBI OAHKOB JOKHBI OBITH
UJICHTHYHBI [T0 COCTaBY PEKBU3HUTOB, TIOPSAKY WX PACTIONIOKEHUS, TapHUTYpaM mipudra.

bnanku AOKYMCHTOB Ha 6YMa)KHOM HOCHUTCJIC U 3JICKTPOHHBIC a0JIOHBI 0JJaHKOB U3TOTABIIMBAIOTCS
Ha OCHOBAaHHWH MAaKETOB 6J'IaHKOB, YTBCPIKAACMBIX PYKOBOAUTCIIEM OpraHu3aliuu.

bnanku HAOKYMCHTOB CJICAYCT U3IrOoTaBJIMBATh HA oenoi 6YM8.FC nIn 6yMare CBCTJIBIX TOHOB.

DIIeKTPOHHBIE 1abJIOHBI OJIAaHKOB JIOKYMEHTOB JTOJIKHBI OBITH 3aIUIIEHBI oT
HECAaHKIIMOHUPOBAHHBIX U3MEHEHU.

6.3 bianku noxkymeHTOB odopmisitorcs B coorBeTcTBUU C [Ipmnoxennem b. OpueHtupoBouHbIe
TPaHMIIBI 30H pAaCIOJIOKEHUS] PEKBU3UTOB O00O3HA4YeHbl NYyHKTHUpoM. Kakmas 30Ha ompenensercs
COBOKYITHOCTBIO BXO/SIIIUX B HEE PEKBU3UTOB.

6.4 B 3aBUCUMOCTH OT DPACIOJIOKEHHS PEKBU3UTOB YCTAHABIMBAETCS JBAa BapuaHTa OJIAHKOB -
yraoBo# (pucyHok b.1) u npononbHslii (pucyHok B.2).

6.5 PexBusutel 01, 02, 03 pacnonararoTcs Ha BEpXHEM II0JI€ TOKYMEHTa Haja pekBuzutom 05 mo
CepeIHe 30HbI, 3aHATON ATUM PEKBU3UTOM.

PexBuzut 03 moseT pacnosaratbes cieBa Ha ypoBHE pekBuzuta 05.
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PexBuszuter 05, 06, 07, 08, 09, 13, orpanuuurtenbHbie OTMETKU Mg pekBu3utoB 10, 11, 12 B
mpejiesax IPaHul] 30H PacloIOKEHUS PEKBU3UTOB Pa3MEIatOTCs OJJHUM M3 CIIOCOOO0B:

- LICHTPOBAHHBIM (HAYaJO M KOHEI KaX/J0H CTPOKU PEKBU3UTOB PAaBHO yJaJ€Hbl OT I'PAHUL] 30HbBI
pacIoyioKeHMs! pEKBU3UTOB);

- ¢uraroBeiM (KakJasi CTPOKAa PEKBHU3UTOB HAYMHAETCS OT JICBOW T'PAHUIIBI 30HBI PACIIONOKEHUS
PEKBUBHTOB).

6.6 YcraHaBIMBAIOTCS CIICAYIONIME BB OJJAHKOB JOKYMEHTOB OpraHU3alllu:
- 001 OJIaHK;

- OJIaHK IIHChMA;

- OJIaHK KOHKPETHOT'O BUJIa JIOKYMEHTA.

HOpMaTI/IBHBIMI/I IMPaBOBBIMHU AKTaMH OpraHu3alyi YCTAaHABJIWMBAIOTCA BHUABI IMPUMCHACMBIX
ONaHKOB M HMX pa3HOBUAHOCTH (OJaHK MHChMa CTPYKTYPHOTO TOJApa3JeiicHus, OJaHK MHuchMa
JOJHDKHOCTHOTO JIMIIA, OJIAHK MPUKa3a, OJIaHK PacTopspKeHUs, OJIaHK IMTPOTOKOJIA U JIp. ).

O06pa3ipl 6J1aHKOB JOKYMEHTOB IIPUBEACHBI B PUIIOKEHUH b.

6.7 OOuuil O6JaHK MCHONB3YeTCs AJI U3TOTOBJIEHUS JIIOOBIX BHJIOB JOKYMEHTOB, KPOME JIEJIOBOTIO
(cmy>xe0HOr0) mIchMa.

OOmmit OjaHK B 3aBUCUMOCTH OT YYPEAUTEIbHBIX JOKYMEHTOB OpPraHU3aIlid M JIOKAIbHBIX
HOPMAaTUBHBIX akTOB BKJtouaeT pekBu3uThl 01 (02 mnm 03), 05, 06, 07, 13 1 orpaHUYUTENBHBIE OTMETKHU
it pekBuszuToB 10, 11, 16, 17.

bnank nucbMa B 3aBHCHMOCTH OT YYPEIAUTEIBHBIX JOKYMEHTOB OpPraHM3alMd M JIOKAJbHBIX
HOPMaTUBHBIX akTOB BKIto4aeT pekBU3UTHl 01 (02 mmm 03), 05, 08, orpaHUYUTENbHBIE OTMETKU IS
pexsusutos 10, 11, 12, 15, 17. bnank nucbMa CTpyKTYpHOTO MOJAPa3JeJICHUs TONOJHUTEIBHO BKIIIOUAET
pexBu3uT 06, 6J1aHK NMHCbMA JIOJKHOCTHOTO JIMIIA - peKBU3UT 07.

biiank KOHKpeTHOro BHJA JTOKYMEHTa, KpOME IHCbMa, B 3aBUCHMOCTH OT YUpPEAUTEIIbHBIX
JOKYMEHTOB OpPTraHW3allii U JOKaJIbHBIX HOPMATHBHBIX MMPABOBBIX aKTOB BKitoyaeT pekBu3uThl 01 (02
unu 03), 05, 09, 13 u, npu HEOOXOIUMOCTH, OTPAHUYUTETHHBIE OTMETKH JJII TPAHUI] 30H PACIIONIOKECHUS
pexBusuroB 10, 11, 16, 17. bimaHK KOHKpETHOrOo BHAA JOKYMEHTA CTPYKTYPHOTO IOJApAa3/IeNICHUs
JIOTIOJTHUTENHHO BKIIFOUaeT peKBU3UT 06, OJIaHK TOMKHOCTHOTO JUIA - peKBU3UT (7.

6.8. B opranax BimacTd W opraHu3anusax pecmyonmk Poccuiickoit deneparuu, HCIONB3YIONINX
HapsiIy C PYCCKUM SI3BIKOM KaK TOCYIapCTBEHHBIM s3bIkoM Poccuiickoit denepanuu rocyaapcTBEHHBIH
SI3BIK (TOCYJAPCTBEHHBIEC SI3BIKH) PECIYOINK, MCTOIB3YIOTCS OJaHKH JOKYMEHTOB Ha PYCCKOM SI3BIKE U
TOCy/IapCTBEHHOM SI3bIKE (TOCYJApPCTBEHHBIX SI3bIKaX) pECHyONMK: yriaoBble (PEKBU3HUTHI OliaHKa
pacrioiaraloTcsi Ha OJIHOM YypOBHE: Ha PYCCKOM sI3bIKE - CJI€Ba, Ha TOCYJapCTBEHHOM SI3BIKE
(rocynapCTBEHHBIX SI3BIKaX) PECIyONUK - CpaBa) WIH MPOAOIbHBIE (PEKBU3UTHI OJlaHKA HA PYCCKOM
SI3BIKE - CBEPXY, PEKBU3UTHI OJIaHKA HA TOCYIapCTBEHHOM S3bIKE (TOCYIapCTBEHHBIX SI3bIKAX) PECIyOIUK
- HIKE).
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JIisi TIepenucKy ¢ MHOCTPAHHBIMU KOPPECTIOHJCHTAMHU HWCIOJB3YIOT OJaHKM Ha JIBYX SI3BIKaX -
PYCCKOM W aHIIIMKACKOM (TIpuiioxeHne B.8) Ui HHOM WHOCTPaHHOM SI3BIKE.
(n. 6.8 B pen. U3menenus N 1, yrB. [Ipuxazom Poccrangapra ot 14.05.2018 N 244-cT)

[Tpunoxenne A
(cipaBouHOE)

PACIMNONOXEHUE PEKBU3NTOB HA TUTYJIbHOM JIMCTE JOKYMEHTA

HavMeHOBaHME OpTraHM3aLUN
T'pud corslacoBaHMA IOOKyMeHTa T'pud yTBepXOeHMS HOOKYyMEeHTa

HammMeHOBaHMe BUIa IOOKYMEeHTA
3aroJIOBOK K TEKCTY

T'pud corslacoBaHMA IOOKyMeHTa

MecTO cCcocCcTaBJIeHUSA (M3HaHMH) JOKYyMEHTAa — TI'OO M3IOaHMA OJOKYMEHTAa

Pucynok A.l - PacnosiosxeHne peKBU3UTOB HAa TUTYJIBHOM
JHCTE TOKyMEHTa

[Ipunoxenune b
(cipaBoYHOE)

CXEMBbI PACIIOJIOKEHMA PEKBU3UTOB JIOKYMEHTOB
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Pucynok b.1 - PacnonioxeHnne peKBU3UTOB U T'PAHUIIBI 30H
Ha ¢popmate A4 yrioBoro Oj1aHKa
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Pucynok b.2 - PacnionioxkeHnue peKBU3UTOB U T'PAHULIBI 30H
Ha Gopmare A4 nmpoaoIBHOTO OJaHKa

IIpunoxenue B

(cipaBouHOE)

OBPA3LbIl BJIAHKOB IOKYMEHTOB

Pocapxus

demepanbHOe ONOXETHOE yuUpexXIeHMe
"BCepoCCUMCKUM HAYyYHO-MCCJIeOOBATEJIbCKUM MHCTUTYT
IOOKYMEHTOBEINEHMUSA U apxXMBHOTO zmeja"
(BHUMIOAL)

MockBa

Pucynok B. 1 - O6pa3ernr obuiero 61anka opraHu3auu

Pocapxus

demepalibHOe OHIXETHOE yupexIeHUe
"BCepOCCUMCKUM HaydHO—
VCCJIEeNOBRATEJNIbCKUY MHCTUTYT
IOOKYMEHTOBEIEHMUSA M apxXMBHOTO meja"
(BHUMIAL)

IpodcowszHas yiu., n. 82, Mockma, 117393
Ten./daxc (495) 718-78-74
e-mail:mail@vniidad.ru; http://www.vniidad.ru
OKIIO 02842708; OI'PH 1027700380795;
VHH/KIIIO 7708033140/771001001

N

Ha N oT

Pucynok B.2 - O6pasern yrinoBoro 0jaHka muchbMa OpraHu3aluu

PocapxuB
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depepanbHoe GroaXeTHOE yupexaeHue
"BcepoccUNCKUM Hay4YHO-UccnenoBaTeIbCKUA UHCTUTYT
OOKyMeHTOoBeAeHUA n apxuBHoro aena” (BHUAOAL)

Mpodcoro3Han yn., A. 82, Mocksa, 117393
Ten./¢pakc (495) 718-78-74 e-mail:mail@vniidad.ru;
http://www.vniidad.ru
OKIMO 02842708; Or'PH 1027700380795;
MHH/KNMN 7708033140/771001001

N

Ha N oT

Pucynoxk B.3 - O6pazern nmpo101bHOT0 OJ1aHKA MUChbMa OpTaHU3alluN

PocapxuB

PepnepanbHoe GloMKeTHOE yupexaeHue
"BcepoccUNCKUM Hay4HO-UccnenoBaTerIbCKUN UHCTUTYT
OOKYMeHTOBeAeHUA U apxuBHoro gena"

(BHUMAOAL)
OVUPEKTOP

Mpodcoro3Hasn yn., A. 82, Mockea, 117393
Ten./¢pakc (495) 718-78-74 e-mail:mail@vniidad.ru;
http://www.vniidad.ru
OKIMO 02842708; Or'PH 1027700380795;
MHH/KNMN 7708033140/771001001

Ha N oT

Pucynok B.4 - OGpa3zer npoaoiapHOro 0J1aHKa MuchMa
JOJKHOCTHOTO JIUIA

Pocapxus

depepanbHoe OrogXeTHOE yupexaeHue
"BcepocCcUMNCKUM Hay4yHO-UccnenoBaTeNbCKUM UHCTUTYT
OOKYMEeHTOBeAeHUsA U apXMBHOro gena"
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(BHAMAAL)
OTPACJIEBOM LIEHTP NOBbILIEHNS KBATTU®UKALIMK

Mpodcoro3Han yn., A. 82, Mocksa, 117393
Ten./¢pakc (495) 718-78-74 e-mail:mail@vniidad.ru;
http://www.vniidad.ru
Ten./cpakc (495) 718-79-38; e-mail:ocpk@vniidad.ru
OKIMO 02842708; Or'PH 1027700380795;
MHH/KNMN 7708033140/771001001

Ha N oT

Pucynok B.5 - OGpa3zer npoaonbHOro 6j1aHka muchma
CTPYKTYPHOTO MOJpa3IeIICHUS

Pocapxus

denepanbHOEe OIIXETHOE yupexIeHUe
"BCepOoCCUMCKUNM HAYyYHO-MCCJIeNOBATEJIbCKUM MHCTUTYT
IOOKYMEHTOBEIEHUSA U apxMBHOTO zmeja"
(BHMMIAL)

[IPUKAS3

MockBa

Pucynox B.6 - O6pa3zer 6;1aHka KOHKPETHOTO BUIA
JIOKyMEHTa OpTaHu3aIiH

Pocapxus
demepalibHOe ONIXeTHOE yupexIeHUe
"BCepOCCUMCKUM HAayUHO-MCCJIENOBATEJIECKUY UHCTUTYT
IOOKYMEHTOBEIEHMUA M apxXMBHOTO meja"
(BHUMIATL)
IVNPEKTOP

PACIIOPAXEHUE

MockBa
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Pucynox B.7 - O6pazern 61aHka KOHKPETHOTO BHA JTOKYMEHTA
JOJKHOCTHOTO JIUIIA

PocapxuB

depepanbHoe OlOAKETHOE yupexaeHue
"BcepoccUNCKUM Hay4HO-UccnenoBaTeribCKUA UHCTUTYT
AOOKYMeHTOBeAeHUA U apxuBHoro gena"

(BHAMOAL)

Mpodcoro3Hasn yn., A. 82, Mockea, 117393
Ten./cpakc (495) 718-78-74 e-mail:mail@vniidad.ru;
http://www.vniidad.ru
OKINO 02842708; OIN'PH 1027700380795;
MHH/KMM 7708033140/771001001

Rosarchiv
The Federal Budget Institution
"The All-Russian Scientific and Research Institute for
Archives and Records Management"”
(VNIIDAD)

Profsoyuznaya ul., 82, Moscow, 117393
Tel./Fax (495) 718-78-74; e-mail:mail@vniidad.ru;
http://www.vniidad.ru

N

Ha N oT

Pucynok B.8 - O6pazern npooisHOro 6J1aHKa MUChMa OpraHu3aluu
Ha JIBYX fI3bIKax

VK 006.35.034(470+571):[005.92:002.1]:006.354 OKC 01.140.20 T62

KitoueBble ci10Ba: OpraHU3aliiOHHO-PACIOPSIAUTENIbHAS TOKyMEHTalus, ohopMIIeHHE
JIOKYMEHTa, OJTaHK JIOKYMEHTa, PEKBU3UT JOKyMEHTa
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