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Harmonanensiii ctanaapt PO I'OCT P 7.0.97-2016 "Cuctema crangapToB no uHbopMaiuu,
OUOIMOTEYHOMY U M3/1aTeNIbCKOMY Jieny. OpraHu3alMoHHO-PACIOPSAUTENbHAS TOKYMEHTAIIHS.
TpeboBanust k ohopmieHnI0 JoKyMeHTOB" (yTB. mpuka3zom deepaibHOro areHTCTBA M0 TEXHUYECKOMY
perynupoBaHuio u MeTpojoruu ot 8 nexadps 2016 r. N 2004-cT) (c U3MEHEHUSIMU U TOTIOTHCHUSIMH )

Haumonansubiii crangapt P® I'OCT P 7.0.97-2016
"Cucrema cTanIapToOB 0 MHGoOpMAaNKMH, OM0JIMOTEYHOMY U H31ATEJIbCKOMY AeJIy.
Oprasan3anoHHO-pacHoOpsiAUTeIbHAS JOKYMeHTanusA. TpebGoBaHusi K 0(p)OPMIIEHHIO IOKYMEHTOB"
(yTB. npukazom degepajibHOr0 AareHTCTBA 110 TEXHUYECKOMY PeryJIMpoOBAHUIO M METPOJIOTHH OT 8
nexadps 2016 r. N 2004-cT)

C u3MeHeHHSIMH H JAOIMOJIHEHUSAMMU OT:

14 mas 2018 r.

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

Jata BBenenus - 1 urons 2018 1.
Bzamen ['OCT P 6.30-2003
TAPAHT:

Cm. CpaBuurensubii ananuz [OCT P 6.30-2003 u T'OCT P 7.097-2016 =Ha
OpTraHU3aIMOHHO-PACTIOPSAUTEIBHYIO TOKYMEHTAIIUIO

[Tpuxazom Poccrangapta ot 25 mas 2017 N 435-ct narta BBenenus Hacrosuiero 'OCTa nepenecena ¢ 1
mronsg 2017 r. ma 1 uroist 2018 1.

IIpenucaoBue

1 Paspabotan ®denepalbHbBIM OIO/KETHBIM YUpEXKIEHUEM "Beepoccuiickuii
HAay4YHO-UCCIICIOBATeIbCKUH ~ WHCTUTYT JIOKyMeHTOBe[AeHuss W apxuBHoro jaena" (BHUUIAN)
®enepanbHOr0 ApXUBHOTO areHTCTBA

2 Bnecen Texnuyeckum kKomuTeroM 1o crangaptuzanuu TK 191 "Haydno-texHuueckas
uHopmanus, ONOINOTEUHOE U U3AATENbCKOE J1eN10"

3 VTBepkaeH U BBEAECH B JAeWcTBUE Ipuka3zoM @DenepallbHOrO areHTCTBa IO TEXHUUYECKOMY
peryaupoBaHuio U MeTpoJioruu ot 8§ pekadps 2016 r. N 2004-ct

4 B HacrofieMm craHgapTe peain3oBaHbl HOpMblI DenepanbHbix 3akoHOB 0T 27 wuross 2006 r.
N 149-®3 "O6 urdopmaru, HTHPOPMAITMOHHBIX TEXHOJOTUSIX U 0 3ammuTe uHpopmamuu", oT 22 oKTsI0ps

2004 r. N 125-®3 "O06 apxuBHoM pene B Poccuiickoit deneparun’”

5 Bzamen ['OCT P 6.30-2003
1 ObsacTb NpUMeHEHUS

Hacrosimuii ctanmapT pacnpocTpaHseTcss Ha OpraHM3alMOHHO-PACIOPSAUTENbHbIE TOKYMEHTHI:
YCTaBbl, IOJIOKEHUS, NPABWIIA, MHCTPYKLMUH, PEIVIAMEHTBI, NMOCTAHOBJICHUS, DPACHOPSDIKEHUS, MPUKA3BIL,
pelIeHusi, MPOTOKOJIbI, AOTOBOPHI, aKThI, MHUChMa, CIIPABKU W Jp. (Hanee - JOKYMEHTHI), B TOM 4YHCIe
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BkitoyeHHele B OK 011-93 "OOmepoccuiickuii  kmaccu(ukaTtop yrnpaBIeHYECKOH JOKyMEHTaluu'"
(OKVY 1), xmacc 0200000.

Hacrosimuii cTanmapt onpenenser coCTaB PeKBU3UTOB JOKYMEHTOB; MpaBMiia UX O(OpMIICHUS, B
TOM YHCJIE C IPUMEHEHNEM MH(POPMALMOHHBIX TEXHOJOTHH; BU/Ibl OJAHKOB, COCTaB PEKBU3UTOB OJIAHKOB,
CXEMBI PACIIONIOKEHHUSI PEKBU3UTOB Ha JOKYMEHTE; 00paslibl OJIaHKOB; MpaBHJa CO3JAHUS JOKYMEHTOB.
[TonoxeHus HaCTOSILEro CTaHAApTa PaclpOCTPAHSIOTCS Ha JOKYMEHThl Ha OyMa)XHOM M 3JIEKTPOHHOM
HOCHUTEIISX

2 HopMaTHBHBIE CCHLIKH

B HacTosimem crangapTe UCIIOJIb30BaHbl HOPMAaTHBHBIE CCHIIKM HA CIIETYIOIIHE CTaHIaPThI:

['OCT P 7.0.8 Cucrema cTaHmapToB Mo MHPOpMaluuu, OMOIHMOTEUHOMY M M3/1aTEIbCKOMY JEIy.
Jle7onpon3BOICTBO M apXUBHOE A€J10. TepMHUHBI U OTPE/ICICHHS

I'OCT P UCO 15489-1 Cucrema crangapToB 1o HHGOpPMALUU, OUOIMOTEYHOMY U U3JIaTENECKOMY
neny. YopasieHue jokymeHtamu. Oomue TpeboBaHms

I[Ipumeuanue - [Ipu monb30BaHUHM HACTOSIIIIUM CTAHJIAPTOM IIEIECOO0PA3HO MPOBEPHUTH JCHCTBHE
CCBUJIOYHBIX CTaHJIAPTOB B MH(POPMAIIMOHHOHN cHcTeMe OOILEero Mmojib30BaHUS - Ha O(DUIMAILHOM caiiTe
®denepanbHOro areHTCTBA M0 TEXHUYECKOMY PEryJIMPpOBAHUIO M METPOJIOTMU B ceTtu MHTepHET win 1o
exerogHomMy wHGOpMaImoHHOMY ykaszarento "HamwoHanmbHbIE cTaHIApTHI", KOTOPHIH OMyOJWKOBaH IO
COCTOSIHHIO Ha 1 SHBaps TCKYLICTO roaa, U Mo BBITYCKaAM €KCMECAYHOI'O I/IH(l)OpMaLII/IOHHOI“O yYKazaTersd
"HammmonanpHble cTaHaapThl" 32 TEKymui roa. Eciau 3aMeHeH CChUIOYHBIN CTaHAapT, Ha KOTOPBIM J1aHa
HEJaTUPOBAHHAs CChLIKA, TO PEKOMEH]IYETCSl MCIOJIb30BaTh ACHCTBYIOIIYIO BEPCHIO TOTO CTaHIApTa C
YU4E€TOM BCEX BHECEHHBIX B JIaHHYIO BepCHIO H3MeHeHuil. Eciv 3aMeHeH CChUIOYHBIM cTaHAapT, Ha
KOTOpPBIA JlaHA JaTUPOBAHHAS CChUIKA, TO PEKOMEHIYETCS HMCIOJb30BaTh BEPCUIO 3TOrO CTaHIapTa C
YKa3aHHBIM BBIIIE FOJIOM YTBEpKAeHUs (MpUHTHA). Eciau mocne yTBepKaeHHs HACTOAILIEr0 CTaHaapTa B
CCBUJIOYHBIA CTaHIApT, HA KOTOPBIM NaHa NaTHpPOBaHHAs CChLJIKA BHECEHO W3MEHEHHE, 3aTparuBaroliee
MOJIO’KEHUE, HA KOTOPOE JIaHa CCHLIKA, TO ATO TMOJO0KEHUE PEKOMEHIyeTCs IPUMEHATh 0e3 ydeTa JaHHOTO
n3MeHeHus. Eciiu cchlouHbIi cTaHaapT OTMEHEH 0€3 3aMEHBbI, TO MOJIOXKEHHE, B KOTOPOM JlaHa CChUIKa Ha
HEro, pCKOMCHAYCTCA MPUMCHATH B 4aCTHU, HC 3anaFHBaIOHleﬁ OTY CCBLIIKY.

3 O0mme TpeOOBAHNS K CO3IAHUIO JOKYMEHTOB

3.1 JlokyMeHTBI MOTYT CO3/aBaThCsl Ha OyMaXHOM HOCUTENlE W B JIJIEKTPOHHOH Qopme ¢
COOJII0ZICHHEM YCTaHOBJICHHBIX MPaBUiI 0(hOPMIICHHUS TOKYMEHTOB.

3.2 Tlpu co3maHuM TOKyMEHTa Ha JBYX M 0ojiee CTpaHUIaX BTOPYIO M TOCIEAYIOIINE CTPAHUIIBI
HYMEPYIOT.

Homepa cTpaHuIl MpOCTaBISIOTCS IMOCEPEANHE BEPXHEro MOJis JOKYMEHTa Ha PACCTOSHUM HE
MeHee 10 MM OT BEpXHETO0 Kpas JIUCTA.

JlomyckaeTcsi co3gaHue JOKYMEHTOB Ha JIMIIEBOM W 000poTHOWM cropoHax jmcta. [lpum
JIBYCTOPOHHEM CO3/IaHUH JOKYMEHTOB IIMPHHA JIEBOTO MOJIS HA JIMIIEBOM CTOPOHE JIMCTA U MPABOTO OIS
Ha 000POTHOM CTOPOHE JINCTA JIOJDKHBI OBITH PABHBI.

Wndopmariust 06 M3MEHEHHSX:
Ilynkm 3.3 usmenen c 1 utona 2018 a. - Usmenenue N 1
CMm. npedvioywyro pedaKyuio
3.3 Jlna co3maHusi TOKYMEHTOB HEOOXOJUMO HCIIONB30BaTh CBOOOJHO pacHpoCTpaHseMble

OecruraTHbIC TPUQTHL.
s opopMiieHns: JOKYMEHTOB PEKOMEHIYeTCsl CTIOIb30BaTh pasMepsl mpudros N 12, 13, 14.
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[Ipu cocraBneHuu TabIUI] TOIMYCKAETCs UCTIONB30BaTh MIPU(TH MEHBIINX PA3MEPOB.

3.4 AG3anHbIi OTCTYI TEKCTA TOKyMeHTa - 1,25 cM.

3aroJ0BKM pa3zesioB M MOAPA3JENIOB MeYaTaloTcs ¢ a03alHbIM OTCTYIOM MJIM IIEHTPUPYIOTCS IO
LIMPUHE TEKCTA.

MHOroCcTpoYHbIE PEKBU3UTHI II€UATAKOTCS YEPE3 OAMH MEXCTPOUHBIM MHTEPBAJI, COCTABHBIEC YAaCTH
PEKBU3UTOB OTAECISAIOTCS AOMOJHUTEIBHBIM HHTEPBAJIOM.

TekcT qokymMeHTa nevartaercsa yepes 1 - 1,5 MeXCTpOUHBIX HHTEpBaJIA.

Ecnu 1OKyMeHT rOTOBUTCA ISl M3aHHUsI C YMEHBIIEHHEM MaciuTada, TeKCT MeJaTaeTcsl yepes /1Ba
MHTEpBAJIA.

WuTepBan Mexy OykBaMH B CIIOBax - OOBIYHBIN.

WHTepBasl MeXIy CIIOBaMH - OAMH IIPOOe.

3.5 Tekct nOKyMeHTa BBIpAaBHUBAETCS MO LIMPUHE JIMCTA (110 TpaHHIaM JIEBOTO U MIPaBOTO IOJIEH
JIOKYMEHTA).

JlinHa caMoil JUIMHHOW CTPOKHM PEKBU3WTA MPHU YIJIOBOM PACHOJIOKEHHUU PEKBH3UTOB He Oolee
7,5 cMm.

JlinHa caMoi UTMHHOM CTPOKM PEKBU3UTA MPH IPOJIOJIEHOM PACIIONIOKEHUH PEKBU3UTOB He Oolee
12 cm.

3.6 HopMaTUBHBIMU IIPABOBBIMU aKTaMHU OPIaHU3aLMU MOXKET OBbITh MPEIyCMOTPEHO BbIAEICHUE
pexBu3nuTOB "aapecar”, "3aroJoBOK K TEKCTY" WM "MOAMHUCH", @ TaKkKe OTAEIbHBIX (PparMEeHTOB TEKCTa
MTOJTYKUPHBIM MIPUPTOM.

3.7 HopMaTuBHBIE NIPABOBBIE aKThl OPraHU3allMU, a TAKXXE MHbIE MHOIOCTPAaHUYHBIE JOKYMEHTBI
MOTYT OQOPMIISITECS C TUTYJIBHBIM JIUCTOM. TUTYJBHBIHN JIUCT JOKyMEHTa O(hOPMIISIETCS B COOTBETCTBHH C
IPUIIOKEHUEM A.

4 PeKBHM3HMTBI JOKYMEHTA

[Tpu noaroroBke W 0GOPMICHUH JOKYMEHTOB MCIIOJNb3YIOT PEKBU3UTHI, OMpPENeiIeHHs] KOTOPBIX
npuseneHsl B [OCT P 7.0.8
1 - rep6 (I'ocynapctBennsiit rep0 Poccutickoit deneparuu, repd cyobekta Poccuiickoit @eneparuu, repo
(repanbauvecKkuii 3HaK) MyHULIUIIAIBHOTO 00pa30BaHus);

2 - sMOJIeMa;

3 - TOBapHBIN 3HAK (3HAK 0OCITY>KUBAHUSA);

4 - Ko OpMBI TOKYMEHTA,

5 - HAMMEHOBAHHE OPTaHU3AIMH - aBTOPA JOKYMEHTA;

6 - HAUMEHOBAHUE CTPYKTYPHOTO MOAPA3IEICHUS - aBTOPa TOKYMEHTA;
7 - HAMMEHOBAHKE JIOJDKHOCTH JIMIA - aBTOPA JTOKYMEHTA;

8 - CIIpaBOYHBIE JaHHbIE 00 OpraHU3aINH;

9 - HAUMEHOBAHUE BU/IAa JJOKYMEHTA;

10 - 1aTa JOKYMEHTA;

11 - PETUCTPAILMOHHBIA HOMEP JOKYMEHTA;

12 - CCBIJIKA Ha PETUCTPALIMOHHBIN HOMEpP U JaTy IMOCTYIHBILETO TOKyMEHTa;
13 - MECTO COCTaBJIEHUS (M3IaHUs) TOKYMEHTA;

14 - rpu¢ OrpaHUYEHUs IOCTYIA K JJOKYMEHTY;

15 - aapecar;

16 - rpu¢ yTBEp>KACHUS JTOKYMEHTAa,

17 - 3aroJI0BOK K TEKCTY;

18 - TEKCT IOKYMEHTA;

19 - OTMETKA O MPUJIOKEHUU;

20 - rpu coTyiacOBaHUs TOKYMEHTA;
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21 - BU3Q;

22 - TIOJITINCH;

23 - OTMETKa 00 3JIEKTPOHHOM MOJAMUCH;

24 - TIeYaTh;

25 - OTMETKA 00 MCIIOIHHUTEINE;

26 - OTMETKA O 3aBEPEHHUU KOIHH;

27 - OTMETKA O MOCTYIJIEHUH TOKYMEHTA;

28 - PE30JIoLIHS;

29 - OTMETKA O KOHTPOJIE;

30 - OTMETKa O HaIlpaBJICHUU JOKYMEHTA B JEJIO.

5 OgopmiieHne peKBU3UTOB TOKYMEHTOB

5.1 Tep6 (TocymapctBennsiii rep0d Poccuiickoit ®enepanuu, repd cyoOwvekra Poccuiickoit
denepannn, repd (repalibINUECKU 3HAK) MYHHUITMIIATLHOTO 00pa30BaHus) BOCIIPOU3BOIUTCS Ha OlaHKax
JOKYMEHTOB B COOTBETCTBUHM ¢ DejepaibHbIM KOHCTUTYLIMOHHBIM 3akoHOM OT 25 nekabps 2000 r.
N 2-®K3 "O TocymapctBennom repbe Poccuiickoit ®eneparuu, 3aKOHOAATETHHBIMA W WHBIMH
HOPMATHBHBIMHU TIPABOBBIMHU aKTaMHu CyObekTOB Poccuiickoit denepanun 1 HOPMATHBHBIMHU MTPABOBBIMHU
aKTaM{ OPTaHOB MECTHOT'O CaMOYITPABIICHUS.

N3obpaxenne rtepba (['ocymapctBenHoro, cyoOwekta Poccuiickori ®enepamuu, rep0Oa
(repanbAMYecKOro 3HaKa) OpraHa MECTHOTO CaMOYIPaBJICHHS) TTOMEIIAETCS MO CepeIUHE BEPXHETO MO
OlaHKa JOKyMEHTa HaJl PEeKBU3UTaMHM OpraHM3alluM - aBTOpa JOKyMEHTa, Ha paccTtossHuu 10 MM OT
BEPXHET0 Kpasi JINCTA.

5.2 DmOinema opraHusamnuu, pa3padOTaHHAs W YTBEpPXKICHHAS B YCTAHOBJICHHOM IOPSIJIKE,
pasMeniaeTcss B COOTBETCTBUM C HOPMATHBHBIMH TIPAaBOBHIMH aKTaMH Ha OJlaHKax: JOKYMEHTOB
denepanbHBIX OPraHOB TOCYJApCTBEHHOM BJAcTH (3a MCKIIIOUEHHUEM CIIy4aeB, IMpeayCcMaTpUBAIOIINX
UCIoNb30BaHue m3o0paxeHus [ocymapctBeHHoro repba Poccuiickoit depepanun), TeppPUTOPHUATBHBIX
OpraHoB (QeAepaTbHBIX OPraHOB TOCYJAPCTBEHHON BIIACTH, TOCYNApPCTBEHHBIX W HETOCYAapCTBEHHBIX
opranuzanuii. 3o6paxenue am0OaeMbl TOMEIaeTcs Mo cepeHe BEPXHEro Mojs OJaHKa JOKYMEHTa HaJ
PEKBH3UTAMH OpPTraHU3alMH - aBTOPA JJOKYMEHTA, Ha paccTossHuU 10 MM OT BEpXHEro Kpas JIUCTa.

5.3 ToBapubiii 3Hak (3HaK OOCTYy)XMBaHUS), 3apETUCTPUPOBAHHBIA B  YCTAaHOBJICHHOM
3aKOHOJATEILCTBOM TIOPSAKE, BOCIIPOM3BOAUTCA Ha OJIaHKaX OpraHU3alliii B COOTBETCTBUHU C YCTaBOM
(monmoskeHreM 00 opranuzamum). M3o0pakeHre TOBapHOTO 3HaKa (3HaKa 0OCITy>KMBaHUS) IIOMEIIAETCS 110
cepeauHe BEPXHEro MmoJjs OJlaHKa JTOKYMEHTa HaJl PEKBH3UTAMH OPTaHU3AIMH - aBTOpa JOKYMEHTA, WU
ClieBa Ha YpOBHE HAMMEHOBaHUs OpraHU3alluu - aBTOpa JAOKYMEHTa (JomycKaeTcs 3aXBaThlBaTh YacTb
JIEBOT'O TIOJIST).

Hapsimy ¢ ToBapHbIM 3HaKoM (3HaKOM OOCTYXMBaHUs), Ha OJaHKaX JIOKYMEHTOB MOXET
YKa3bIBAaThCSl KOMMEpPUYECKOe 0003HaUeHUE IOPUINYECKOTO JIUIIA.

54 Kox ¢opmbl TOKyMEHTa MPOCTABISETCS Ha YHUQPUIIUPOBAHHBIX (OpMax ITOKYMEHTOB B
cootBeTcTBUU ¢ OOmepoccuiickuM KiaccupukaTopoMm ympasieHueckor aokymeHtamuu (OKVY]) wmum
JIOKQJIBHBIM KJIacCH(PHKATOPOM, pacCIoiaraeTcsi B MPaBOM BEPXHEM YUy pabodero moJyis JOKYMEHTa,
coctout u3 cyioB "dopma mo" (HauMeHOBaHME KiTaccupuKaTopa) u ¢ poBOro Koja.

IIpumep - @opma nmo OKY /[ 0211151.

5.5 HauMmeHoBaHHME OpraHu3alid - aBTOpa JOKyMEHTa Ha OJaHKe JOKyMEHTa JOJIKHO
COOTBETCTBOBaTh HAMMEHOBAHUIO IOPUAMYECKOTO JIMIA, 3aKPEIUICHHOMY B €ro y4peIuTelbHBIX
nokyMmeHTax (yctaBe uiu mosiokeHun). [lomx HaMMEHOBaHWMEM OpraHHW3allMud B CKOOKaxX YKa3bIBaeTCs
COKpaIlleHHOE€ HAUMEHOBAHHUE OPTaHU3aIUH, €CIIM OHO MPEAYCMOTPEHO YCTABOM (TIOJOKEHHUEM).

18.02.2019 Cucrema TAPAHT 4/23


http://internet.garant.ru/document?id=82788&sub=0

Hammonansaseiii crangapt PO 'OCT P 7.0.97-2016 "Cuctema ctannapToB 1mo uHGopMaruu, 0MOIHOTESIHOMY H. ..

Han HaumeHOBaHHMEM OpraHu3alliyl - aBTOpPa JOKYMEHTA YKa3bIBA€TCS MOJHOE MM COKPAILIECHHOE
HAaUMEHOBAHUE BBIIIECTOSIIENH OpraHu3aiy (IIpHU ee HATUYUH ).

5.6 HanMeHoBaHUE CTPYKTYpPHOTO IMOJApa3AeieHUs - aBTOpa JOKyMEHTa (B TOM 4Hcie ¢uinania,
OTJIEJIeHHUs], TIPEACTaBUTEIHCTBA, KOJIJIETHATIBHOIO, COBEIIATENHHOIO UM MHOTO OpraHa) UCHOJb3yeTcs B
OnaHKax MUceM U OJlaHKaX KOHKPETHBIX BUJOB JOKYMEHTOB COOTBETCTBYIOILINX MOApPa3AesIeHII (OPraHOB)
B COOTBETCTBHHM C JIOKQJIbHBIMA HOPMATHBHBIMH aKTaMH U YKa3blBaeTCAd II0JI HAMMEHOBaHUEM
OpraHu3aIiH.

5.7 HaumeHOBaHMEe TOJKHOCTH JIMIIA - aBTOpA TIOKyMEHTa MCIIOJIb3yeTcs B OJaHKax JOJDKHOCTHBIX
JUIl U pacrojiaraercs IMoJI HAaUMEHOBAHHWEM OpraHHW3allMd WM HAUMEHOBAHHEM TEPPUTOPUU (Kpas,
001acTH, aBTOHOMHOM OOJIACTH M JIp.), €CIM JOKYMEHT M3/1aeT PYKOBOJUTENb OpraHa BJIACTH CyObeKTa
Poccuiickoit deneparnun, MyHHIIUTIATILHOTO oOpa3oBaHms. HammeHOBaHWE MOJDKHOCTH JIMIIA - aBTOpa
JIOKYMEHTa YKa3bIBAaeTCd B COOTBETCTBMM C HAHMMEHOBAaHMEM, IPHBEICHHBIM B DPACHOPSAUTEIBHOM
JOKYMEHTE O Ha3HaYeHUH Ha JJOJKHOCTb.

5.8 CmpaBouHble JaHHBIE 00 OpraHu3alMM YKa3bIBAIOTCS B OJaHKax IHCEM M BKIIOYAIOT:
MOYTOBBIA aZpec OpraHu3aluu (JIOMOJHUTEIFHO MOXKET YKa3blBaThCAd aJpec MecTa HaXOXKJIEHUs
IOPUJIMYECKOTO JIMIA, €CTM OH HE COBMANACT C TMOYTOBBIM aJpecoM); HoMmep TenedoHa, ¢akca, aapec
AJIEKTPOHHOU ITOYTHI, CETEBOU aJpec.

B cocrtaB cripaBOUHBIX JaHHBIX, 32 UCKJIIOUEHHEM OJIAHKOB JOKYMEHTOB OPTraHOB rOCYJapCTBEHHOM
BJIACTH, OPIaHOB MECTHOTO CaMOYIPaBJICHUS, BKIIOYAIOTCA: KOJ opraHuzanuu mno OO0mepoccuiickomy
knaccudukaropy npeanpusitaii u opranuzanuii (OKIIO), ocHOBHOM roCy1apCTBEHHBINA PETUCTPAIIMOHHBII
HoMmep opranumzauuu (OI'PH) u waeHTHHUKAIMOHHBI HOMEp HAJOTOIUIATENBUINKA/KOJl MPUYHUHBI
nmocTaHOBKM Ha Hajorosbii yuet (MHH/KIIIT).

5.9 HaummeHoBaHue BHJa JOKYMEHTa YKa3blBae€TCs HA BCEX JOKYMEHTaX, 3a HCKIIOYEHHEM
JIETOBBIX (CITY)KE€OHBIX) MHCEM, PAcIojaraeTcsl Mmoj PEKBH3UTAMU aBTOpa JTOKyMEHTa (HaMMEHOBaHUEM
OpraHu3allii, HAMMEHOBAaHHEM CTPYKTYPHOTO MOJpa3/eleHusl, HAUMEHOBAHUEM JIOJDKHOCTH) (CM. pHC.
B.6).

5.10 Jlara moxymeHTa COOTBETCTBYET Jare MOAMUCAHUs (YTBEP)KICHHUS) MOKYMEHTA WM JaTe
coOBITHS, 3a(PUKCUPOBAHHOTO B JIOKyMeHTe. JJOKyMEHTBI, U3JJaHHbIe JABYMs WK OoJjiee OpraHU3aIMSIMH,
JIOJDKHBI UMETH OJIHY (€IMHYIO) JaTy.

JlaTa TOKyMEHTa 3alMChIBA€TCS B TIOCIEOBATEIBHOCTU: JIEHb MECSIIA, MECSI], TOJ OAHUM U3 JABYX
CIOCO0O0B:

apabckumu 1udpamu, pasaeaeHHbIMA Toukoit: 05.06.2016;

CJII0BECHO-ITU(PPOBBIM criocoOoM, Hanpumep: S5 utons 2016 T.

5.11 PeructpanoHHbIii HOMEp TOKyMEHTa - HU(GPOBOM UiIH OYKBEHHO-IIM(PPOBOI UACHTHPHUKATOD
JOKYMEHTA, COCTOSLINI W3 MOPAIKOBOTO HOMEpPA JOKYMEHTa, KOTOPBIHA, M0 YCMOTPEHHUIO OpPraHU3allHH,
MOYET JIOMOJMHATHCS UU(GPOBBIMA WM OyKBEHHBIMH KoOJaMH (MHIOEKCAaMHM) B COOTBETCTBHHM C
UCTIOJIb3YyEeMBIMU KJIaCCU(HUKATOPaMU (MHAEKCOM Jiela TI0 HOMEHKJIAType JieN, KOJIOM KOPPECIOHIEHTA,
KOJIOM JOJDKHOCTHOTO JIMLIA U Ap.).

Ha nokymeHTe, cOCTaBI€HHOM COBMECTHO JABYMs M 0oJyiee OpraHU3alUsIMH, MPOCTABISIOTCS
perucTpalyoHHble HOMEpa JIOKYMEHTa, IPHUCBOEHHbIE KaXXAOW M3 oOpraHusauuid. PerucrpannoHHbIe
HOMEpa OTJIEINIAIOTCSA APYr OT ApYyra KOCOM 4YepTOil M MPOCTABISAIOTCS B MOPSJAKE YKa3aHUS aBTOPOB B
3aroJIOBOYHOM YacTH WJIHM NpeamOyie JOKyMEeHTa.

5.12 Ccplnka Ha pErucTpallMOHHBIA HOMEP M JAaTy IOCTYNMBLIETO JOKYMEHTA BKJIHOYAET
pEerucTpaloHHbIM HOMEP U ATy BXOASILEro HHUIIMATUBHOTO JOKYMEHTA, Ha KOTOPBIM JaeTcsl OTBET.

5.13 Mecrto cocraBieHus (U3gaHMs) IOKYMEHTa YKa3blBa€TCsi BO BCEX JOKYMEHTax, KpOMe
JIENOBBIX (CIY)KEOHBIX) THCEM, a TaKXKe JOKIAJHBIX, CIY)KEOHBIX 3allMCOK W JPYTUX BHYTPEHHUX
MH(OPMaLMOHHO-CIPABOYHBIX JOKYMEHTOB.

Mecto coctaBieHus (U31aHKs) JOKYMEHTa HE YKa3bIBaeTCs B TOM CiIydae, €CIM B HAUMEHOBAHUHU
OpraHM3aly TMPUCYTCTBYET YKa3aHHE Ha MECTO €€ HaxOoxJAeHusd. MecTto cocraBieHHs (WU31aHUA)
JIOKYMEHTa yKa3bIBA€TCSI B COOTBETCTBUU C MPUHATHIM a/IMUHUCTPATUBHO-TEPPUTOPUATIHHBIM JEJICHUEM.
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5.14 T'pud orpaHuyeHHs IOCTyNa K JOKYMEHTY IMPOCTABISIETCS B MIPABOM BEPXHEM YIITy TIEPBOTO
JUCTa JOKyMeHTa (IPOeKTa JOKYMEHTa, COIPOBOIUTENILHOTO MIUChMa K JOKYMEHTY) Ha TPAHHIIE BEPXHETO
MoJisi TPU HaJWMYMu B JOKyMEHTe HH(OpMamuu, AOCTYNl K KOTOPOH OrpaHWYeH B COOTBETCTBUU C
3akoHoJaTeNnbcTBOM Poccuiickoit denepanmu.

Bunbl ucnonb3yeMbIX B OpraHU3alliu TpUGOB OTPaHUYCHHS TOCTYINa TOJDKHBI COOTBETCTBOBATH
3aKOHOJIaTeLHBIM M MHBIM HOPMATHBHBIM MPaBOBBIM akTam Poccuiickoit deaepanuu U JODKHBI OBITh
3aKpETUICHBl B JIOKAJBLHBIX HOPMATHUBHBIX akTax. B cocraB rpuda orpaHmdeHus AocTyna K JTOKYMEHTY
BXOMUT orpannuutensHas Haamuch ("t cmyxkebHoro monb3oBanus', "KoudbuneHnumamsHO",
"Kommepueckas TaitHa" Wid 1p.), KOTOpas MOXKET JOTOJHITHCS HOMEPOM JK3EMIUIspa JOKYMEHTa U
JIPYTUMU CBEJICHUSIMU B COOTBETCTBHUM C 3aKOHOAaTelbcTBOM Poccuiickoit denepanuu.

ITpumep - Kommepueckast TaiiHa,
Ok3. N 2

5.15 Anpecar wucrnonp3yercss npu O(GOpPMIICHHH JEIOBBIX (CIY)KEOHBIX) MHCEM, BHYTPEHHHUX
UH(POPMALIMOHHO-CITPABOYHBIX JTOKYMEHTOB (JIOKJIaJHBIX, CITY’)KEOHBIX 3aIUCOK U JIp.).

AnpecatoM JOKyMEHTa MOXET OBITh OpraHM3alus, CTPYKTYpHOE IMOApa3iefieHHe OpraHHu3alluy,
JOJDKHOCTHOE W (PU3UYECKOE JIMILIO.

PexBusut "agpecar" mpocTaisieTcss B BEpXHEH MpaBoil yacTu JOKyMeHTa (Ha OJIaHKEe C YIIIOBBIM
pacroyioKeHUEM PEKBU3UTOB) WM CIIpaBa IOJ, PEKBU3UTaMU OlaHKa (MPHU MPOJOJILHOM PaCIOIOKEHUN
pekBu3nuToB OnaHka). CTpoku pekBU3UTa "ajnpecatr” BBIPABHUBAIOTCS IO JICBOMY KpPalO WM LEHTPYIOTCS
OTHOCHUTEJIBHO CAMOW IJIMHHOM CTPOKH.

[Ipn anpecoBaHMM JOKYMEHTa pPYKOBOAMTENIO (3aMECTUTENI0 PYKOBOJIUTENS) OpraHU3aluu
yKa3plBAIOTCS B  JaTe€IbHOM MaJie)K€ HAUMEHOBAaHHE JOJDKHOCTH PYKOBOIUTENS  (3aMECTHTEINs
PYKOBOJIUTEIIS), BKIIIOYAIOIIee HAUMEHOBAaHUE OpraHU3alyu, U (PaMuIns, HHALTUAIIBI JJOJPKHOCTHOTO JIMLA.

IHpumep -

Pykosomuresio demepalibHOT'O apXMBHOTO areHTCTRA
Qamvuniua M.O.

[Ipn appecoBanuM mnHcbMa B OpPraHU3alMI0 YKa3bIBae€TCS €€ IIOJIHOE WIM COKpalleHHOE
HalMEHOBAHNE B MIMEHUTEILHOM Ia/IeXKe.

IIpumepsl
1 depmepasbHOE APXMBHOE aTE€HTCTBO
2 Pocapxus

[Ipu agpecoBaHMM JIOKyMEHTa B CTPYKTYpHOE MOJpa3[eieHUEe OpraHu3alluid B PEKBU3HUTE
"ampecar" yka3bIBae€TCd B MMEHUTEJIBHOM MaJeKe HAUMEHOBAHHWE OPTraHU3allud, HHM)KE- HaUMEHOBAHHE
CTPYKTYPHOTO TOJIpa3/IeNICHUs.

Ipumep -

demepayibHOE APXMBHOE AT'€HTCTBO

OTnesi rocyIapCTBEHHOM
CIyx0OBl, KaIPOB M Harpan

IIpu anpecoBaHMM ©IMCbMA PYKOBOJUTEII CTPYKTYPHOIO IIOAPA3ACIICHUS YKa3bIBacTCS B

MMEHUTEIIBHOM TNaJeKe HAaMMEHOBAHWE OPraHU3allMM, HIDKE - B JATeIbHOM IaJeKe HaMMEHOBAHHUE
JOJDKHOCTH  PYKOBOJUTENS, BKJIIOYAIOLIEe HAWMEHOBAaHUE CTPYKTYPHOTO TOApa3JesieHus, (aMUIIHIo,
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HWHHUIIUAIBI.

Ipumep -
AO "Ilpoommnp"

PykoBOOuUTEJNI0 OOTOBOPHO—
IpaBOBOI'O OTHeJa
damvmnima U.O.

Ilepen ¢damunuelt MOMKHOCTHOTO JHMIA JOMYCKaeTcs yHNoTpeOnsaTh cokparieHue 'r-Hy"
(rocnoiMHy), €Clv aapecaT My»XKIuHa, Win "T-ke" (TOCTIokKe), €CJIM apecaT KeHIIUHA.

IIpumepsl
1 r-ny Pammima M.O.
2 r—xe OQamvmmimsa MN.O.

IIpu pacceuike JOKYMEHTa TPYIIE OpraHU3aluil OJHOIO TUIIA WIHA B CTPYKTYPHBIE MOApa3eICHUs
OJIHOW OpraHu3aIlfH, aJpecaT yKa3biBaeTcs 0000IIEHHO.

IIpumepsl

1 PyKOBOIMUTEJIAM NOUEPHUX
obwecTre AO "IlIpodmmap"

2 PykoBOomUTeJNIAM yIpaBJIEHUMN
Pocapxusa

IIpn paccbulke NOKYMEHTa HE BCEM OPraHM3alUsAM HIU CTPYKTYPHBIM IOAPA3JAEICHUSM IO
pexBusuTOM "Anpecar" B ckoOkax ykaspiBaeTcs: "(I10 CIIUCKY)".

IHpumep -
PyKOBOIUTEJIAM INOUYEPHUX
obwecTre AO "IIpodunp"
(mo cnmcky)

B oxgHOM oKyMeHTe He T0JDKHO OBITh Oosee yeThipex aapecatoB. CioBo "Konus" nepesn BTOPbIM,
TPETbUM, YETBEPTHIM ajjpecaTaMu He ykas3biBaeTcs. [Ipu OosblieM KOJIMUYECTBE aIpecaToB COCTABISAETCA
CIIMCOK (JIMCT, YKa3aTelb) PacChUIKM JTOKYMEHTA, Ha KaKIOM JOKYMEHTE yKa3bIBaeTCsl OJUH ajpecaT WU
aapecat ohopmisieTcsi 0000IIEHHO.

B cocraB pexBusura "Aznpecar" MOXKET BXOAWUTH MOYTOBBIM agpec. DIEMEHTHI [TOUYTOBOrO ajapeca
YKa3bIBAIOTCA B IOCJIEOBATEIbHOCTH, YCTAHOBJIIEHHOHN IlpaBuiamu okasaHHs yCIyr MOYTOBOHM CBSI3H,

YTBEPKJICHHBIMU TPHKa30M MUHHCTEPCTBA CBS3M U MAcCOBBIX KOMMYHHMKanui Poccuiickoit @enepanun
ot 31 urons 2014 . N 234.

Ipumep -
BcepoCcCHUMCKMY Hay4dHO-—
MNCCJIeOOBATENbCKUM VMHCTUTYT
IOOKYMEHTOBEHNEeHMS M apXMBHOTO OeJja
[IpodcowszHas yi., n. 82,

MockBa, 117393

ITouToBBIi aapeC MOXKET HE YKaA3bIBATHCA B JOKYMCHTAX, HANPaBIACMBIX B BBICHIMC OPraHbI

BJIACTH,  BBIIIECTOAILLME  OpPraHMU3allMd,  I[OJABEAOMCTBEHHBIE  OpPraHU3allMd W MOCTOSIHHBIM
KOpPpECHOHJIeHTaM (3a HCKIIIOUEHUEM HalpaBieHHs] MHCEM YKa3aHHBIM aJpecaraM B KOHBEpTax ¢
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IIPO3pAaYHBIMU OKHAMH).
ITpu agpecoBanuu JOKyMEHTa (PU3MUECKOMY JIMLY YKa3bIBAIOTCS: (DaMMINs MHUIUAIIBI, TOYTOBBIH
azpec.

Ipumep -

Qamvunia M.O.

Camomas yinu., n. 5, kB. 12,

r. Jlobepur, MockorBckas obosn., 301264

[Ipy oTnpaBke MHCHMa IO AIEKTPOHHOW TOYTE MM MO (aKCUMIIIBHON CBs3H (0€3 JDOCBUIKH 10
MoYTe) MOYTOBBIN aJipec He yKas3biBaeTcs. [Ipyn HEOOXOIMMOCTH MOKET OBITh yKa3aH dJICKTPOHHBIN aJipec
(Homep Tenedona/dakca).

IHpumep -
BcepocCcuUMCKMM Hay4dHO-—
MCCJIeOOBATEJIbCKUY MHCTUTYT
OOKYMEHTOBEIEeHMS M apxXMBHOTO Ieja
mail@vniidad.ru

5.16 I'pud yTBepKACHUS MPOCTABISIECTCS HA JOKYMEHTE B CIy4ae ero YTBEP KICHHUS JOIKHOCTHBIM
JUIIOM, PACTIOPSIUTEIBHBIM JOKYMEHTOM (TIOCTAHOBJIEHHWEM, pEIICHHUEM, MPUKA30M, PACIIOPSIKEHUEM)
WJIM PeIIeHNEM KOJIJIETHAIbHOTO OpraHa.

I'pud yrBepkaeHHs pa3MemiaeTcs B MMPaBOM BEpXHEM YTy HEpBOro Jmcra JokyMeHTa. CTpOKH
PEKBHU3UTA BBIPABHUBAIOTCS I10 JICBOMY KPAO WJIM IIEHTPYIOTCS OTHOCHTEIIBHO CaMO# JUTMHHOW CTPOKH.

[Ipu yTBepX AE€HUU IOKYMEHTA OJDKHOCTHBIM JIMIIOM TpH(] YTBEpKAECHUS COCTOMT M3 CJIOBA
YTBEPXAIO, nanmeHoBaHMS JOJKHOCTH JIMIIA, YTBEPKIAFOIIETO IOKYMEHT, €ro MOMKUCH, THULIUAJIOB,
(bamMHUINK 1 1aThI YTBEPKICHUS.

Ipumep -
YTBEPXIAIO
PykoBomuresib demepalibHOT'O
APXMBHOT'O aI'€HTCTBA
Mognuce M.O0. dammnmda
ITaTa

[Tpu yTBep:kJIeHUU AOKYMEHTa PACIOPAIUTEIbHBIM JOKYMEHTOM TpU} YTBEPHKACHUS COCTOUT U3
cioBa YT1BepxkieH (YTBepxkaeHa, YTBEpKIEHbI WIH Y TBEPKIEHO), COTJIACOBAHHOIO ¢ HAaWUMEHOBAaHUEM
BHUJIa YTBEPXKIAAEMOI0 JOKYMEHTa, HAaWUMEHOBAHUS PACHOPSAUTEIBHOIO JOKYMEHTa B TBOPUTEIBHOM
najexe, ero 1arbl, HOMepa.

IIpumepsI -
1 (PerJjaMeHT) YTBEepXIEeH

npmkaszom AO "Illpoowunp"

or 5 anpensa 2015 . N 82
2 (IlpaBuya) YTBepXIeHE

npmkaszom AO "Ilpoowunp"
oT 6 anpeya 2015 . N 83

[Ipu yTBep>KAEHUU NOKYMEHTa KOJUIETMaJbHBIM OpPraHOM, PEIICHUS KOTOPOro (HUKCHPYIOTCS B
MPOTOKOJIE, B Tpude yTBEP>KIACHHS YKa3bIBaeTCs, HAMMEHOBaHUE OpPTraHa, pelieHuEM KOTOPOTo YTBEPKIeH
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JOKYMEHT, J1aTa U HOMep MPOTOKoJa (B CKOOKax).

Ipumep -
(IToJoxeHMe)
YTBEepPXOEeHO
CoeeToM mumpexkTopor AO "IlIpoduip"
(mpoTrokos or 12.12.2015 N 12)

5.17 3aroyioBoK K TEKCTY - KpaTKOE COJIepKaHUE JOKYMEHTA. 3aroJioBOK K TEKCTY (GOPMYIUPYyeTCs
¢ mpeiorom "O" ("O6") u oTBevaet Ha Bompoc "o yem?"):

- mpukas (0 4eM?) 0 CO3/IaHUH aTTECTAIIMOHHON KOMHCCHUU;

- ipuka3 (o uemM?) 00 yTBEp>KACHUH ILITATHOTO paclyCaHMs;

- mIchbMO (0 YeM?) 0 IpeIoCTaBIeHUN HH(pOopMaIuy.

3aroyioBoK K TEKCTy opopMIIsieTcsl 1o peKBU3UTaMH OJIaHKa cjieBa, OT TPaHUIlbI jJeBoro mnosys. B
yKa3ax, MOCTAHOBIICHUSX, PEIICHUSX, MPUKA3aX, M3AaBAEMBIX OpraHaMHU BJIACTH, 3aroJOBOK K TEKCTY
MOKeT OGOpMISATHCS HaJ TEKCTOM TMocepenrHe pabodyero TOJs JOKYMEHTa U LEHTPUpPYETCs
OTHOCHUTEJIBHO CaMOW JJIMHHOM CTPOKH.

3aroyioBOK K TEKCTY MOKET HE COCTaBIIATHCS, €CIM TEKCT JOKYMEHTa HE MPEeBbIIaeT 4 - 5 CTPOK.

Wndopmariust 06 M3MEHEHHSX:
Ilynkm 5.18 uzmenen c 1 uronsn 2018 2. - Usmenenue N 1

Cm. npeodvloyugyio peoakyuro

5.18 TekcT JOKYMEHTa COCTaBIISIETCS] HA PYCCKOM SI3bIKE KaK IOCYJapCTBEHHOM si3blke Poccuiickoii
®enepauun. B opraHax rocymapcTBEHHOW  BJAacTH, OpraHax MECTHOTO  CaMOYIIPaBJICHMS,
TOCYJapCTBEHHBIX YUPESKICHHUAX pPECcHyOIMK Hapsily C TOCYAapCTBEHHBIM sI3bIKOM Poccuiickoii
Qenepallii  MOTYT  YNOTpPeOJIATbCS  TOCYNAapCTBEHHbIE SI3bIKM  pecnyOnuk. B nmedrenbHocTH
FOCYJapCTBEHHBIX OpPraHOB, OpraHU3alMi, IpeanpuaTuii u ydpexaeHuil Poccuiickonn ®enepanuu
HCIIONIB3YIOTCSI TOCYIAPCTBEHHBIN s13bIK Poccuiickoit deaepainnu, rocyJapcTBEHHBIE SI3BIKH PECITYOJIHK U
UHBIE s3bIKU HapoaoB Poccuiickoit denepanun.

B tekcre nokymeHTa, OATOTOBIEHHOM Ha OCHOBAaHMM 3aKOHOJATENbHBIX UM MHBIX HOPMAaTHUBHBIX
IIPaBOBBIX aKTOB, PAHEE U3/IAHHBIX PACIIOPSIAUTENBHBIX TOKYMEHTOB, YKa3bIBAKOTCS UX PEKBU3HTHI:

- HaMEHOBAaHHUE JOKyMEHTAa, HAUMEHOBAaHUE OPraHU3alluy - aBTOpa JOKYMEHTa, AaTa JOKYMEHTAa,
PErUCTPALIMOHHBI HOMEDP TOKYMEHTA, 3ar0JIOBOK K TEKCTY WJIM HAUMEHOBAHUE BUJA JTOKYMEHTA;

- HAauMMEHOBAaHME OpraHM3alMM WIM JODKHOCTHOIO JIMLA, YTBEPAMBLIETO JOKYMEHT, JaTy
YTBEPKJICHHS TOKYMEHTA.

TekcT TOKyMEHTa MOXET COAEp:KaTb Pa3/eibl, MOAPA3AEibl, MYHKTHI, NOANYHKThI, HyMEPYEMBIE
apabckumu nudpamu. YpoBHEH pyOpHKaIUKA TEKCTa HE TIOJDKHO OBITH 00JIee YEThIpeX.

B npukasax TekcT uznaraercs OT IEPBOro JIMLA EAMHCTBEHHOI O yKcia ('mpuka3piBaio”).

B nokymeHTax KOJUIETMAJbHBIX M COBEIIATEIbHBIX OPraHOB TEKCT M3JIAraeTcsl OT TPEThEro JMIa
€IMHCTBEHHOTO0 yncia ("KOJUIeTus ... MocTaHoBseT", "coOpanue ... pemio').

TekcT mpoTokosia wH3Naraercs OT TPETbEro JMIAa MHOXeCTBEHHoro uwucia (“cmymann",
"BpicTynmn", "mocranoBuan", "pemmnn').

B nokymeHTax, yCTaHaBIMBAIOIIMX IpaBa M OOS3aHHOCTH OPraHU3alUi, HUX CTPYKTYPHBIX
nozipaszziesieHuil (IoJoKeHue, HHCTPYKIHUS), a TaKKe COJEprKallluX OMUCAHHE CUTYalluil, aHaiu3 (pakToB
WIN BBIBOJIBI (AKT, CIIPaBKa), UCIONIB3YeTCsl (popMa U3JIOKEHUS TEKCTa OT TPETHETO JIMLA €TUHCTBEHHOTO
WM MHOXECTBEHHOTro umcia ("oTmen ocymiecTBiser (yHKIUH...", "B COCTaB YIpaBIEHUS BXOIAIT...",
"KoMHCCHsI IPOBEJa POBEPKY...").

B COBMECTHBIX JOKYMEHTAaX TEKCT H3Jaraercsa OT MEepBOr0 JMIA MHOXECTBEHHOI'O YHCIa
("npuka3zpiBaem", "pemmnn").

B nenoBbIx (ciy>keOHBIX) MUChMaX UCTIONB3YIOTCS (POPMBI U3JI0KEHUS:

- OT TEepBOr0O JIMIla MHOXKECTBeHHOTro uwmcia ("'mpocuMm HampaBuTh...", "HIpeicTaBiaseM Ha
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paccMmoTtpenue ...");

- OT TPEThETO JHIIA EAMHCTBEHHOTO uncia ("MUHUCTEPCTBO HE BO3PAXKAET...
BO3MOKHBIM...");

- OT TepBOrO JHIla eAuHCTBeHHOro 4uwcia ("cunraro HeoOxXomumbIM...", 'mpemsararo
paccMoTpeTsb..."), eciii TUChbMO 0OPMIICHO Ha IOJDKHOCTHOM OJIaHKe.

B TekcTax MTOKYMEHTOB ymOTPEOJSIIOTCA TOJBKO OOIIEHPHHSAThIE a00peBUaTyphl U Tpaduueckue
COKpAIICHHUSI.

[Ipu ynotpebnennu B TekcTe HaMIIUI UL MHULHAIIBI YKa3bIBAIOTCS MOCIIE (haMUITHH.

B nenoBwIx (ciykeOHBIX) MUChMaX MOTYT MCTIOIB30BaThCS:

- BCTYNUTENIbHOE O0OpalieHue:

VYBaxaemblid rocioguH [Ipencenarens!

YBaxaewmsiii rocrionuH ['ydbepHaTop!

VYBaxaemblii rocioans [Ipoxopos!

YBaxkaemasi rocrioka 3axapona!

YBaxaemblii Hukonaii [TerpoBuy!

VBaxkaemas Onbra HukonaeBna!

VYBaxkaemble rocmnojal

B oOpamennn mo JOMKHOCTH HAaWMEHOBAaHUE JOJDKHOCTH THILETCS C IMPOMUCHON OYyKBBI, B
oOparteHny 1o (paMUINM MHUIIUATIBI JIUIIA HE YKA3bIBAIOTCS.

- 3aKJIIOYMTENIbHAS ATUKEeTHAsl (ppaza:

C yBaxxeHHEM, ...

5.19 OtMeTka 0O MPHUIIOKEHUH COJEPKHUT CBEICHUSI O JOKYMEHTE (JOKyMEHTaX), MpHjaracéMoM K
OCHOBHOMY JOKYMEHTY (B COINPOBOAMTENBHBIX TNHChbMAX, MPETEH3USAX, aKTax, CIpaBKax M JPYTUX
MH(OPMALIMOHHO-CIIPABOYHBIX JOKYMEHTAaX) WJIM O TOM, 4YTO JOKYMEHT SBJISIETCS MPHJIOKEHHEM K
OCHOBHOMY JIOKYMEHTY (B IOKYMEHTaX - MPUIOKECHHUSIX K PACTIOPSAUTEILHBIM JOKYMEHTAM, TIOJIOKEHUSIM,
IpaBuUJiaM, HHCTPYKIUSAM, IOTOBOpaM, IJIaHaM, OTYETaM U Jp. TOKyMEHTaM).

B conpoBoauTenbHBIX MUChMaX U IPYIHMX HH(OPMALMOHHO-CIIPABOYHBIX JOKYMEHTaX OTMETKA O
MPIIOKEHUU 0POPMIIIETCS TIOJT TEKCTOM OT TPAHMUIIBI JIEBOTO TOJIS CIEAYIOIUM 00pa3oM:

- €CJIM TMPUJIOKEHHNE Ha3BaHO B TEKCTE:

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

- €CJTU MPUJIO’KEHUE HEe Ha3BAHO B TEKCTE UJIM €CIIU MPHIIOKEHUH HECKOJIbKO, YKa3bIBAIOT HA3BAHUS
JOKYMEHTOB-TIPUIIOKEHHH, KOJTUYECTBO JIUCTOB U AK3EMILISIPOB KAXKIOTO MPUITOKCHHS:

[Tpunoxenue: 1. [lomoxxerune 00 YpaBieHHH perHOHAIBHOTO KPEAUTOBAHMS Ha 5 71. B 1 9K3.

2. CnpaBka 0 KaJIpOBOM COCTaBe YTMPABICHUS] PErMOHAIBHOTO KPEAUTOBAHUS HA 2 J1. B

, "OOIIIECTBO CUHUTAET

1 oK3.

- €CJIM pUJIOKEeHHUE (TIPHIIOKEHHST) COPOIITIOPOBAHBI:

[Ipunoxenue:

otuer 0 HUP B 2 5k3.

- €CIM JOKYMEHT, SBJISIIOLIMICS TPUIOKEHUEM, HMEET NPUIIOKEHUS C CaMOCTOSTENbHOMN
HyMepaluen CTpaHull;

[Ipunoxenue:

nrucbMo PocapxuBa ot 05.06.2015 N 02-6/172 u npunoxeHust K HEMY, BCETO Ha 5 JI.

- eClIi TIPWIOXKEHUEM SBJSIETCS O00O0COOJIEHHBIM DJIEKTPOHHBI HOCUTENb (KOMIAKT-TUCK,
usb-denr-HakonuTeNnb 1 Ap.):

[Ipunoxenne: CD B 1 3k3.

[Ipu sToM Ha BKIazblle (KOHBEPTE), B KOTOPHIH IIOMELIAETCS HOCUTENb, YKa3bIBAIOTCS
HAaUMEHOBAaHUSI TOKyMEHTOB, 3aIIMCAaHHBIX Ha HOCUTEJIb, UMEHA (hailioB.

B pacnopsauTenbHbIX JOKYMEHTaX (IIOCTAaHOBJIEHMSX, PELIEHUSAX, MPHUKA3axX, PacHOpsSKEHUsX),
JIOTOBOpax, MOJIOKEHUAX, MpaBUiIaX, MHCTPYKIUSAX M JPYIHMX JOKYMEHTaX OTMETKa O MPHJIOKEHUU
odopmisiercs cieayoummM o0pa3oMm:
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- B TEKCTE JIOKyMEHTA IPH IEPBOM YIIOMHUHAHUH JTOKYMEHTA-IIPUIIOKEHNS B CKOOKAaX yKa3bIBACTCS:
...(nmpunoxxenue) wid... (IpwiokeHue 1); mepen HOMEPOM MPUIIOKEHHS JOMYCKAETCS CTaBUTh 3HAK
HoMepa.... (mpunoxenue N 2);

- Ha MIepPBOM JIMCTE JJOKYMEHTa-MPUJIOKEHUS B IPAaBOM BEPXHEM YTy YKa3bIBaeTCS:

[Ipunoxenne N 2
k npuka3zy AO "[Ipoduns"
ot 15.08.2015 N 112.

CTpoku peKBHU3UTA BBIPABHUBAIOTCS IO JIEBOMY Kpar0 WM LEHTPUPYIOTCS OTHOCUTEIBHO CaMOM
JUTMHHOU CTPOKH.

Ecnu npuwioxkeHueM K pacnopsIUTEIbHOMY JOKYMEHTY SIBJIS€TCS HOPMATUBHBIA IPAaBOBOM aKT
WIM WHOM JOKYMEHT, YTBEp)KIaeMbli JAHHBIM PpaCHOPSAIUTENbHBIM JOKYMEHTOM, Ha TEpBOM JIMCTE
NPUIOKEHHUS MIPOCTABIISAETCS OTMETKA O MPUJIOKEHUHU (0€3 CChUIKM Ha PACHOPSAUTENbHBIM TOKYMEHT) U
rpud yTBEp)KIEHHS, B KOTOPOM YKa3bIBAIOTCA JaHHbIE DPACIOPSIUTEIBHOIO JOKYMEHTa, KOTOPBIM
YTBEPXKIAEH NJOKYMEHT-IIPHIIOKEHUE.

Ipumep -
NpunoxeHue 1
YTBEPXIEHO
IpMKa30M

AO "Ipodumnp"

or 18.05.2015 N 67

5.20 I'pu¢ cornmacoBaHusl TOKYMEHTa MPOCTABJISETCA HA JOKYMEHTaX, COTJIAaCOBAHHBIX OpPTaHAMH
BJIACTH, OpraHU3alUsAMHU, AOKHOCTHBIMU junamu. ['pud cormacoBanusi B 3aBUCHMOCTH OT BHJA
JIOKYMEHTa M OCOOCHHOCTEN ero 0(pOopMIICHHS MOXKET MPOCTABIATHCS:

- Ha TEepPBOM JIUCTE JOKYMEHTA (€CM JOKYMEHT UMEET TUTYJIbHBIN JIUCT, - HETUTYJIHHOM JIMCTE) B
JIEBOM BEpXHEM YIJy Ha ypoBHE Tpuda YTBEp)KIACHHS WIM I0J HAUMEHOBAaHMEM JOKyMEHTa ONMKe K
HIDKHEMY TI0JIIO);

- Ha MIOCJIETHEM JIUCTE JOKYMEHTa OATEKCTOM;

- Ha JIUCTE COTJIaCOBaHUs, SBJISIOLIEMCS] HEOThEMJIEMOM YacThiO IOKYMEHTA.

I'pud cornacoBanus coctoutr u3z cimoa COIJTACOBAHO, nomxHOCTH JMIA, KOTOPBIM
corjacoBaH JOKYMEHT (BKJIIoYas HaWMEHOBaHHE OpraHU3alllH), €ro COOCTBEHHOPYYHOH MOJIHUCH,
WHHUIIMAJIOB, ()aMUJIMH, AaThl COTJIACOBAHUSI.

IHpumep -

COTJIACOBAHO

HupexkTop BHUNIAIL
(mognmucob) M.O0. dammimg
HaTa

Ecnmu cornmacoBaHuWe OCYIIECTBISIETCS KOJUIETHATBHBIM OpraHOM, B Tpude CcoriacoBaHUs
YKa3bIBAIOT CBEIEHHUS 00 OpraHe, COTJIaCOBaBIIEM JOKYMEHT, JaTeé W HOMEpE MPOTOKOJIa, B KOTOPOM
3a()MKCUPOBAHO PEIICHHE O COTJIACOBAaHMH. ECIU COTNIacOBaHME OCYIIECTBISETCS MHUCHMOM, YKa3bIBAIOT
BUJ TOKYMEHTa, OPTaHU3aIHIO - aBTOPa JOKYMEHTA, ATy H HOMEp MHChMa.

IIpumepsl

1 COIJIACOBAHO

CoBeTOM IOMPEKTOPOB

AO "llpodumnp"

(mpoTokOJ OT N )
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2 COTJIACOBAHO
nrMcbMOM PocapxmuBa
oT N

5.21 Bwuza cBUIETENBCTBYET O COIVIACHHM WJIM HECOTJIACHH JIOJDKHOCTHOTO Jinia (paOOTHHUKA) C
CoJlep’KaHUEM MPOeKTa JOKyMeHTa. Bu3oii odopmisiercs BHyTpeHHEE COTJacoBaHHE NOKyMeHTa. Busa
BKJTIOYAET JOJDKHOCTD JIUIA, BH3UPYIOIIETO AOKYMEHT, MOMAIHUCH, PAacHM(pPOBKY MOMMUCH (MHUITUAIIBI,
(damMuInio) U 1aTy BUBUPOBAHUS.

Ipumep -

PykoBOOUTENE KPUONYECKOTO OTIOeJa
lNoonuce M.O. dammnmsda

Iara

[Tpu Hanmuuu 3amMevdanuil "TOKyMEHTY BU3Y O(QOPMIISIOT CICTYIOITIM 00pa3oM:

IHpumep -

SaMeduaHrda NpuilaranTcHd.
PykoBomouTeslb KPUIONYECKOT'O OThesia
Homnmuce M.O0. dammnmsa

HaTa

B opranuzanusx, TpUMEHSIOMIUX CHCTEMBI 3JIEKTPOHHOTO JOKYMEHTOOOOpOTa, COTIaCOBAaHUE
MOKET MPOBOAMUTHCS B AeKTpoHHOU (hopme, cormacHo [[OCT P UCO 15489-1.

B nokyMeHTax, TOUIMHHUKH KOTOPBIX XPAaHATCSA B OpraHU3allid, BH3bI MPOCTABISIOT Ha
MOCJIEAHEM JIUCTE JOKYMEHTA MOl MOMUCKI0, HA 000pOTe MOCIEAHETO JUCTA MOAJTMHHUKA JOKYMEHTA WIN
Ha JINCTE COIJIACOBAHMS (BU3MPOBAHUS ), IPUIIATa€MOM "IOKYMEHTY.

B ucxopdmux AOKyMeHTaX BH3bl IMPOCTABISIOTCS Ha IK3EMIUISIpax TOKYMEHTOB, TOMEIIAEMBIX B
JEII0.

[To ycMOTpeHHMIO OpraHM3aMi MOKET MPUMEHSTHCS MOJUCTHOE BU3WPOBAHUE HOKYMEHTA U €ro
MIPUIIOKEHUH.

5.22 Tloamucek BKIIOYAET: HAUMEHOBAHHME JODKHOCTH JIUIIA, TOJIMUCHIBAIOIIETO JOKYMEHT, €ro
COOCTBEHHOPYYHYIO MOJIINCH, PACIIH(PPOBKY MOAMUCH (MHUITAATIBI, (DaMUIINS).

IHpumep -

T'eHepalsIbHEIL OUPEKTOP ITomgnmce n.0. dammnmga

Ecmm  noxkymeHnT odopmiieH He Ha OJlaHKe, B HAWMEHOBAaHHE JOJDKHOCTH BKJIIOYACTCS
HalMEHOBAaHMWE OpraHu3aiuu. Jlomyckaercs 1IEHTpPOBaTh HAMMEHOBAHUE JIOJKHOCTH JIMIIA, TTOAIUCABIIETO
JIOKYMEHT, OTHOCUTEIBHO CaMOM JJIMHHOW CTPOKH.

Ipumep -

T'eHepaJIbHEM IOUPEKTOP

AO "Ilpodwmip" [Nomnmce n.0. dammnmga

ITpu oopmiennn nokymeHTa Ha OJaHKe JOJDKHOCTHOTO JIUIA JOJDKHOCTH ATOTO JIMIA B MOAMUCH
HE yKa3bIBAaeTCs.

IIpumep - [loanucy U.0. @amunus
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[Ipy moamucanuu JOKYMEHTAa HECKOJBKUMH JOJKHOCTHBIMHM JIMI[AMH, 3aHUMAIOIIMMHU Pa3HOE
MOJIOKEHUE, UX TMOJIMUCH PaCojaraloTcsl OJIHA MOJ APYroll B MOCIEIOBATEIBLHOCTH, COOTBETCTBYIONIEH
HepapxXur 3aHUMAEMBIX JOJIKHOCTEH.

Ipumep -
IVpPEeKTOp MHCTUTYTAa [Tomnmce n.0. dammnmsa
T'mapHE OyxTajTep [Homnmcse n.0. dammimga

HpI/I nmoAMMCaHuM JOKYMEHTA HCECKOJBKHMMH JIMIIAMH PaBHBIX I[OJ'I)KHOCTCﬁ HUX TIIOAIIHCH
pacnojiararoTcs Ha OAHOM YPOBHC.

Ipumep -

3aMecTmUTesIb OUPEKTOopa II0

GMHaAHCOBEIM BOIIPOCAM [Tomgnmce nN.o0. dammnma
S3aMecTUTeNlb OUPEeKTOopa IIo

AIMMHMCTPATMBHEIM BOIIpOCaM I[Tomnmce n.0. dammnmsd

B JOKYMCEHTAax, COCTaBJICHHBIX KOMHCCHeﬁ, B IOAIMCH YKa3bIBACTCA CTATyC JIMIA@ B COCTaBE€
KOMUCCHH.

Ipumep -

[lpencenmaTesyib KOMUCCUU [Tomgnmce nN.o0. dammnma

UJjIeHBl KOMMCCUU I[lognuce n.0. dammimsa
I[lognuce n.0. dammimsa
I[lognuce n.0. dammimsa

[Ipy moanmucaHuM AOKYMEHTA JIMLOM, HCIOJHSIOIIMM OOS3aHHOCTH PYKOBOJUTEINS, MOINKCH
odopMIIsIETCS ¢ yKa3aHUEM CTaTyca IOJDKHOCTHOTO JIMIA B COOTBETCTBUH C MIPUKA30M (PACTIOPSKEHHUEM).

Ipumep -

MN.0. TeHepaJZIbHOTO IOMpeKTopa I[Tomgnmce n.0. damMmnmsd
VI ¢

Vcnonuaomyil O0A3aHHOCTHU

TeHepaJIbHOT'O IMpeKTopa I[Tomgnmce n.0. damMmnmsd

[Ipy mnoxanucaHuM JIOKyMEHTA JIMIIOM, HMEIOIIMM MpPaBO MOANHCH B ClIy4a€ BPEMEHHOTO
OTCYTCTBHSI PYKOBOJUTEIISI, UCTIPABIICHUSI B HANMEHOBAHUE JIOJDKHOCTU M pacmu(poBKy pamumuu yxe
MOATOTOBJICHHOTO U COTJIACOBAaHHOTO MPOEKTAa JOKYMEHTa BHOCSTCS OT PYKH WU C HMCHOJIb30BAHHEM
COOTBETCTBYIOIIMX MmTamMnoB. He pgomyckaercsi cTaBUTh KOCYKO 4YepTy, Haanuch '"3a" mepen
HAaMMEHOBAHHMEM JIOJXKHOCTH JIMIA B TOANKUCH, €CITU TOKYMEHT MOJIMUCHIBAET MHOE JIOJKHOCTHOE JIULIO.

5.23 OtmeTka 00 DJJEKTPOHHOW TMOJMUCH HCIOIB3YETCS TMPH BHU3YyAIH3AIUU DJIECKTPOHHOTO
JIOKYMEHTA,TIOIMTUCAaHHOTO AJIEKTPOHHON MOJIITUCKIO, C COOITIOIEHUEM CIIEAYIONMUX TPEOOBAHU:

a) MECTO pa3MeIleHHs OTMETKH 00 3JIEKTPOHHOM MOANUCU JOJKHBI COOTBETCTBOBATH MECTY
pa3MenieHus: COOCTBEHHOPYYHOW MOMIKCH B aHAIIOTUYHOM JJOKYMEHTE Ha OyMa>kHOM HOCHUTEIIE;

0) 2JIeMEHTHl OTMETKH 00 AJIEKTPOHHOW MOJIUCH JOJIKHBI ObITh BUIAWMBIMH U YUTAEMBIMU IPU
OTOOpaXEHHUH IOKYMEHTa B HATYpPaJIbHOM pa3Mepe;

B) 2JIEMEHTHI OTMETKH 00 3JIEKTPOHHOM MOJIMUCU HE OJIKHBI MEPEKPHIBATHCS MIIM HAKIIAIbIBATHCS
ApYT Ha pyTa,

T') DJIIEMEHThI OTMETKH 00 AJICKTPOHHOW TOJIMUCH HE JIOJDKHBI MEPEKPHIBATh JJIEMEHTHI TEKCTa
JIOKYMEHTA U IPYTHE OTMETKH 00 AJIEKTPOHHOMN MOAMUCH (TIPU HATMYNH).

OtmeTka 00 DIEKTPOHHON TONIMUCH B COOTBETCTBHHM C 3aKOHOJATENbCTBOM Poccuiickoit
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Qeneparun BkiIoyaeT (pasy "J[OKyMEHT NOAMKMCAaH 3JEKTPOHHOM MOAMMCHIO", HOMEp CepTH(HKaTa
KJII0Ya D3JIEKTPOHHOM MoAanucH, (amMuidio, UMs, OTYECTBO Biajenblia cepTudukaTa, CpoK IeHCTBUSA
cepTUdUKaTa KJI0Ya 3JIEKTPOHHOM moamucu. OTMeTKa 00 3JIEKTPOHHOW TMOANKCH MOXKET BKIIIOYATh
n3o0pakeHue repba, AMOJIEMbI OpTraHa BJacTH (OpraHU3aIMK), TOBAPHOTO 3HAKa (3HaKa OOCTy>KMBaHUS)
OpraHu3alliy B COOTBETCTBUU C JEHCTBYIOIIUM 3aKOHOAATEIbCTBOM.

Mpumep -
Smbne- AOKYMEHT NOaNucaH
Ma SNEKTPOHHOW NOANWCEID
HaumeHopaHue DpraHa
BRacTh H.H. Hukanaee
ACIKHOCTH Ceprwdpuxar 1a111aaal00000000011
Bnagenay Hukonase Hukonadl Hukonaaamy
Nedcreurene+ ¢ 01.12.2012 no 01.12.2017

5.24 TIleuatp 3aBepseT MNOUIMHHOCTb MOJANUCH JOJDKHOCTHOTO JMIIAa Ha JOKYMEHTaXx,
YIOCTOBEPSIOLIUX IpaBa JIML, GUKCUPYIOIUX (PaKThl, CBS3aHHbIE ¢ (DMHAHCOBBIMU CPEICTBAMU, a TAKXKe
Ha UHBIX JIOKYMEHTax, IpelyCMAaTPUBAIOLIMX 3aBEPEHHE IIOJIMCU I€4aTbl0 B COOTBETCTBUM C
3akoHoJaTenbcTBOM Poccuiickoit denepanmu.

JIOKyMeHTBhI 3aBepsitoT TMeuyaThlo opraHuzauuu. lledyaTe mpocTaBisieTcs, HE 3axBaThIBas
COOCTBEHHOPYYHOH MOAMUCH IWIA, TOJIMUCABIIET0 TOKYMEHT, WIH B MecTe, oOo3HaueHHoM "MII"
("Mecro nevaru").

5.25 OtmeTka 00 UCHONHUTENE BKIOYAeT (PaMUIIMIO, UM U OTYECTBO MCIIOJHUTENS, HOMEpP €ro
tenegona. OTMeTka 00 MCHOJIHUTENIE MOXET JOMOJIHATHCS HaMMEHOBAaHHEM JOJIKHOCTH, CTPYKTYPHOTO
NOJIpa3eJICHUs U 3JIEKTPOHHBIM aIpECOM HCTIOTHUTES.

OtmeTka 00 ucnomgHuTene ohopMiIsieTcsl Ha JUIEBOM CTOPOHE MOCIEIHEro JUCTa AOKYMEHTa OT
TpaHUIIBI JIEBOTO TOJIS WM, IPU OTCYTCTBHHM MECTa, - Ha 00OPOTHOH CTOpoHe BHH3Y cieBa. Hampumep:
3abenmun MBan AmnnapeeBud, KoHTposbHOE ympaBieHWe, Benylui crenuanuct, +7(495) 924-45-67,
Zabelin@gov.ru

OtmeTka 00 UCTIOTHHUTENE MOKET O(hOPMITATHCS KaK HIDKHUM KOJIOHTUTYII U Me4aTaThes mpudTom
MEHBIIIETO pa3Mepa.

5.26 OrMmeTka O 3aBepeHHHM KOMHMHU O(opMIIsieTcs sl MOATBEPXKACHUS COOTBETCTBHUS KOIHH
JOKyMEHTa (BBIMUCKA U3 JOKYMEHTAa) NOJUIMHHHMKY JOoKyMeHTa. OTMeTKa O 3aBEepeHHH KOIUHU
MPOCTABIISIETCS] MO, PEKBU3UTOM '"MOAMMCH" M BKIIOYAET: clIOoBO "BepHO'; HauMeHOBaHUE OJKHOCTHU
JUIa, 3aBEPUBLIETO KOIHUIO; €ro COOCTBEHHOPYUHYIO MOJIHUCH; PaCHIM(PPOBKY MOAMHCH (MHHUIIHAIIBL,
(amunmio); naTy 3aBepeHus KOMUH (BBIMUCKU U3 JTOKYMEHTA).

Ipumep -

BepHO

VHCHIEeKTOP CJHyXOH KaIpOB [Tognmuce n.0. dammnmga
HaTa

Ecnu xonus BblaaeTcs AJis MPEACTaBIEHUS B IPYTYI0 OpraHU3aIiIo, OTMETKA O 3aBEPEHUU KOMHHU
AOMOJIHACTCA HAAIIUCBIO O MCECTC XpaHCHHUA [JOKYMCHTA4, C KOTOPOTO 6131na HU3IroTOBJICHA KOIINA
("TTomTMHAMK JOKYMEHTa HAXOAUTCS B (HAaMMEHOBAaHUE OpraHu3aiuu) B aene N... 3a ... roa'") u 3aBepseTcs
Me4YaTbr0 OpraHu3aluu.

Jlst mpocTaBieHus] OTMETKU O 3aBEPEHUHU KOMHH MOYKET UCIIOJIb30BAThCS IITAMII.

5.27 OTMeTka O TOCTYIUIGHUU JOKYMEHTA CIIYXXHUT JJIsl TOATBEPXKICHUs (DaKTa IOCTYIUICHUS
JIOKYMEHTa B OpPraHU3aLMI0 M BKIIOYAET ATy IOCTYIUIEHHS W BXOIAIIMI PETUCTPALMOHHBIA HOMEpP
nokymeHTa. [Ipm HeoOXOIMMOCTH OTMETKa O MOCTYIUIGHHH MOYKET JOTOJHSTHCS yKa3aHWEM BpEMEHU
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NOCTYIUICHHUS B YacaX U MUHYTaxX U Croco0a IOCTaBKM JOKYMEHTA).

OTMeTKa 0 MOCTYIUIEHUH JTOKYMEHTA MOKET MTPOCTABIATHCS € IIOMOIIBIO ITaMIIA.

5.28 Pezountonusi CONEPKHUT yKa3aHUE IO MCIOJIHEHUIO JOKyMeHTa. Pesomonus odopmisercs Ha
CBOOOZHOM MecTe pabodero mojsi JOKyMEHTa, Ha OJaHKe pe30JIONHMU MIM BHOCHTCS HEMOCPEICTBEHHO B
CHCTEMY 3JIEKTPOHHOTO JOKYMEHTO000pOTa.

Pesomronmst Bkirouaer: (amMHIMIO, WHHIUAIBl HCIIOMHHUTENS (MCHOJHUTENEH), MOpy4YeHHe 10
JOKYMEHTY, TP HEOOXOAMMOCTH - CPOK HMCHOJHEHUS, MOJIKCH JIMIA, BHIHECHIETO PE30JIONHUI0, AaTy
PE30IIOLHUN.

Ipumep -

Qamvunia M.O.

[Ipoury MHOAOTOTOBUTL NpenjoxeHmsa k 10.11.2016.
[Tomnmcse

HaTa

5.29 OtrMeTka O KOHTpPOJI€ CBHUJETEIBCTBYET O IIOCTAHOBKE JIOKYMEHTa Ha KOHTPOJIb,
npocTasisiercsd mramnoM "KoHTposs" Ha BEpXHEM 10JIe JOKYMEHTA.

5.30 OTMeTKa 0 HampaBJIEHUH JOKYMEHTA B JIEJIO OMPENEIIeT MECTO XPAaHEHUSI JOKYMEHTA MOcCiie
3aBepIleHHs padOThl C HUM M BKJIIOYAET: ciioBa "B neno", nHaeKc aena mo HOMEHKIIAType Jell, B KOTOpoe
MOMEIAeTCsl TOKYMEHT Ha XpaHEeHHe, C YKa3aHHeM TroJia, JOJDKHOCTU JIMIA, O(QOPMHBIIETO OTMETKY,
HOJINCH, 1aThl.

Ipumep -

B mesno N 01-18 3a 2016 1.

3aB. OTHEJIOM KOPIOPATUBHEIX IPOEKTOB
I[Toonmce ITaTa

OtMmeTKa o HampasJICHUU JOKYMCHTa B JACJI0O MOXKCET OOIOJHATHECA KPAaTKUMH CBCACHUAMH O
XapaKTCpeC UCIIOJTHCHUA JOKYMCHTA.

6 bi1aHKH 10KYMEHTOB

6.1 Jlns m3roroBneHus OnaHKOB MOKyMeHTOB, cornacHo ['OCT P 7.0.8, ucnonp3yercs Oymara
dopmatoB A4 (210 x 297 mm), AS (148 x 210 MM); A7t UBTOTOBJICHHS OJTAHKOB PE30IOIUN UCTIOTB3YETCS
Ooymara popmaTtoB AS (148 x 210 mm), A6 (105 x 148).

Kax b1t muct nokymenTa, opopMIIeHHBIH Ha OJlaHKEe WK 0€3 HEero, JOJDKEH UMETh I0JIsl He MeHee:

20 MM - 1€BOE;

10 MM - paBoe;

20 MM - BepxHeE;

20 MM - HUXKHEE.

JlokyMeHTBI AnuTeNnbHbIX (cBblmIe 10 j1eT) CpoKOB XpaHEHUS JOJIKHBI UMETh JIEBOE MOJIe HE MEHEe
30 mm.

6.2 OpraHu3anyy HCIONIB3YIOT OJIaHKH JOKYMEHTOB, M3TOTOBIICHHBIE Ha OyMa)KHOM HOCHUTEIe
(OmaHkuM JOKYMEHTOB (pelepalbHbIX OpraHoB TOCYAapCTBEHHOW BJIAcTH C BOCIPOHU3BEICHHEM
locynapctBennoro  repba  Poccuiickoit ~ denepanuui  M3rOTaBIMBAIOTCA — MOJUTPAPUUSCKUMHU
OPEINPUATHIMHI, UMEIOIIUMU CEPTU(PHUKATHI O HATMYNN TEXHUYECKUX U TEXHOJOTHUYECKUX BO3MOXKHOCTEH
JUTSI KAYECTBEHHOTO U3TOTOBJICHUS YKa3aHHOTO BHJIA IPOAYKIIMH) W/WITH SJICKTPOHHBIC MAOIOHBI OJIAHKOB.
bnanky Ha OyMa)XHOM HOCHUTENE W 3JIEKTPOHHbIE MIA0JIOHBI OJAHKOB JOJKHBI OBITH WICHTUYHBI IO
COCTaBY PEKBU3UTOB, MOPSJIKY UX PACTIOJIOKEHUS, TApHUTYpaM pudTa.

brnanku JOKyMEHTOB Ha OyMaXHOM HOCHTEJIE€ M DJEKTPOHHBIC IIAa0JOHBI  OJIAHKOB
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U3rOTaBJIMBAIOTCS HA OCHOBAHUM MAaKETOB OJIAHKOB, YTBEPKIAEMbIX PYKOBOIUTEIEM OpraHU3aIUH.
bnanku JOKyMEHTOB clieyeT U3roTaBINBaTh Ha 6enoil Oymare win GyMare CBETIIBIX TOHOB.
DOneKTpoHHbIE  [IA0JOHBI  ONAHKOB ~ JIOKYMEHTOB  JOJDKHBI  OBITh  3allUIIEHBl  OT

HECaHKIIMOHUPOBAHHBIX U3MEHEHUIA.

6.3 bianku TOKyMEHTOB O(GOpPMIISIOTCS B cOOTBETCTBUU ¢ [Ipuioskennem b. OpueHTHpPOBOUYHBIE
IPaHULBI 30H PAcCMOJIOKEHHUs] PEKBU3UTOB 0003Ha4ueHbl NyHKTHpoM. Kaxkmas 3o0oHa ompenensercs
COBOKYITHOCTHIO BXOJISIIIIUX B HEE PEKBU3UTOB.

6.4 B 3aBUCHMOCTH OT pacIlOJIOKEHUS PEKBHU3UTOB YCTAHABJIMBAETCS JBa BapuaHTa OJAHKOB -
yraoBoit (prucyHok b.1) u mpoaoneHbIi (prcyHok b.2).

6.5 PexBusutel 01, 02, 03 pacrosararoTcsi Ha BEpXHEM I0JI€ JOKYMEHTa Haja pekBusuToM 05 1o
CepeIuHEe 30HbI, 3aHATON ATUM PEKBU3UTOM.

PexBusut 03 MokeT pacronaratbcs ciieBa Ha ypoBHe pekBusuta 05.

PexBuzutsr 05, 06, 07, 08, 09, 13, orpanuuurtenbHble OTMETKU s pekBu3utoB 10, 11, 12 B
npezenax rpaHyll 30H PacloyIOKEHUs] pEKBU3UTOB Pa3MEIAIOTCs OTHUM M3 CIIOCOOO0B:

- LIGCHTPOBAHHBIM (HAYaJIO U KOHEIl KaXKJI0i CTPOKH PEKBU3UTOB PAaBHO YIalIeHbl OT TPaHUI] 30HbI
pacIoyioxKeHUs: PEKBU3UTOB);

- (pmaroBeIM (Kakmas CTpOKa PEKBH3HTOB HAYMHAETCS OT JIEBOW TI'PAHMIIBI 30HBI PACIIONIOKEHHS
PEKBU3HTOB).

6.6 YcTaHaBIMBAIOTCS CIEAYIONINE BUABI OJaHKOB JOKYMEHTOB OpraHHU3aluu:

- 001U OJIaHK;

- OJIaHK IIHCHMA;

- OJJaHK KOHKPETHOTO BUJa JOKYMEHTA.

HopmaTuBHBIMEH TpaBOBBIMH aKTaMU OpraHU3AllMU YCTAHABJIMBAIOTCS BUIbl MPUMEHSIEMBIX
OJJaHKOB W UWX pa3HOBUAHOCTH (OJIAHK TIMChMa CTPYKTYPHOTO TMOApa3feiieHusi, OJaHK MHCchMa
JIOJDKHOCTHOTO JIMIIA, OJaHK MpHKa3a, OJIaHK pacHopspKEHUs, OJIaHK IPOTOKOJIA U Ip.).

O06pa3ipl 6J1aHKOB JOKYMEHTOB NMPUBEICHBI B IIPUIIOKeHNH b.

6.7 O0muii 6JTaHK MCTIONB3YeTCs ISl U3TOTOBJICHUS JIFOOBIX BHUIOB IOKYMEHTOB, KPOME JIEJIOBOTO
(cmy>keOHOr0) mHChMa.

OOmuii O61aHK B 3aBUCUMOCTH OT YYPEAMTEIbHBIX JOKYMEHTOB OPraHU3allMd U JIOKAJbHBIX
HOPMATUBHBIX akTOB BKJItO4YaeT pekBU3UTHL 01 (02 mwnm 03), 05, 06, 07, 13 u orpaHMYUTENbHBIE OTMETKH
st pexsuszutoB 10, 11, 16, 17.

biank mucbMa B 3aBUCHMMOCTH OT YUYPEAMTENbHBIX JOKYMEHTOB OPTraHHM3allid U JIOKaJIbHBIX
HOPMATHBHBIX akTOB BKMo4YaeT pekBU3uThl 01 (02 wmmm 03), 05,08, orpaHWYMUTENbHBIE OTMETKU IS
pexBusuToB 10, 11, 12, 15, 17. bnank nucbMa CTpYKTYpHOTO HOJPA3AEIeHUs JONOJHUTENBHO BKIOYACT
pexBusut 06, 6J1aHK MUCbMa JIOJDKHOCTHOTO JIUIA - peKBU3HT (7.

biiank KOHKpeTHOro BHJA JOKYMEHTAa, KpOME€ IHUCbMa, B 3aBUCHMOCTH OT YYpPEIUTEIbHBIX
JIOKYMEHTOB OpPTaHU3alMH U JOKAJIbHBIX HOPMaTUBHBIX IIPABOBBIX aKTOB BKJItoUaeT pekBu3uThl 01 (02 win
03), 05, 09, 13 u, npu HEOOXOAMMOCTH, OTPAHUYHUTEIIBHBICE OTMETKH JIJIi TPaHHUI[ 30H PaCIOJIOKCHUS
pexBusuToB 10, 11, 16, 17. braHk KOHKpETHOro BMJA [IOKYMEHTAa CTPYKTYpHOTO IOApA3JEICHUS
JIOTIOJTHUTEILHO BKJIFOYaeT pekBU3UT 06, OJIaHK JOHKHOCTHOTO JIUIA - peKBU3HT (7.

Wndopmariust 06 M3MEHEHHSX:

Ilynxkm 6.8 usmenen c 1 utona 2018 a. - Usmenenue N 1

Cm. npeodvloyugyio peoakyuro
6.8 B opranax Biactu u opraHuzanusx pecnyonuk Poccuiickoit ®Denepanuu, MCHOIB3YIOUINX
HapsAly C PYCCKHUM S3bIKOM KaK TrOCYJapCTBEHHBIM sI3bIKOM Poccuiickoit @enepanuy rocy1apCTBEHHbBIN
S3BIK (TOCYIapCTBEHHBIE SI3BIKM) PECHYOJIMK, HCIIONIB3YIOTCS OJIaHKHU JOKYMEHTOB Ha PYCCKOM S3BIKE U
TOCYJapCTBEHHOM sI3bIKE (TOCYIAapCTBEHHBIX S3bIKaX) pECHnyOJuK: YrioBble (PEKBU3UTHI OJIaHKA
pacrosiaraloTcsi Ha OJHOM YpPOBHE: Ha pPYCCKOM S3bIKE - CJI€Ba, HA TOCYJApCTBEHHOM S3bIKE
(rocymapCTBEHHBIX SI3bIKax) PECIyOJIMK - CIIpaBa) WM MPOAOJbHBIE (PEKBU3UTHI OJlaHKa HAa PYCCKOM
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SI3BIKE - CBEPXY, PEKBU3UTHI OJIaHKa Ha TOCYIaPCTBEHHOM SI3BbIKE (TOCYAAPCTBEHHBIX SI3bIKAX) PECIYOIUK -
HUXE);
JIist epenucku ¢ MHOCTPAHHBIMU KOPPECIIOHACHTAMH HCIIONB3YIOT ONAaHKM HA JBYX S3BIKAX -
PYCCKOM M aHTJIMMCKOM (Tpuiiokenne B.8) nim HHOM HHOCTPaHHOM SI3bIKE.
TAPAHT:
[To-BuaguMoMy, B TEKCTE MPEbIAYIIETro ad3aia JIomyileHa oneyaTka. Bmecto cioB "mpunoxenue B.8"
cienyer yurath "PucyHok B.8"

MpunoxeHne A
(cnpaBo4HoOE)
PacmoJio:xxenune PEKBU3UTOB HA TUTYJ/IbHOM JIUCTE TOKYMEHTA

HaumeHoBAHKE OPraHvaaLEKn

[P EENAEO0A1RA DOKYMENITA MEMd yTOEOKAEHAR A0 WEITS

HanmeHoBanne Brga DoEy MEHTA
3aronoBoK K TEKETY

I pech COrNAacoBaHMA JUKY MEHTA

MecTo ot TARNSHNH (MAMEHKA | 0Ky RMEHTE — rog WIGAHIAH DORYMEHTA

Pucynok A.1 - PacnionoxkeHnrue peKBU3UTOB HA TUTYJIBHOM JILCTE JOKYMEHTA

MpunoxeHune b
(cnpaBo4HoOE)

CxeMbl pacnoJjioKeHUsl PeKBU3UTOB I0KYMEHTOB
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(cnpaBo4HoOe)

OO0pa3ubl 0J1aHKOB JOKYMEHTOB

Pocapxue

DonepankHoe BIOMHETHOS YIOaH 0 BHUE
iBoegocCUACKMA HEYYHO-HCCNEQ0BATENBCKAA MHCTUTYT
NOKYMEHTORENEHAR W ARXWBHGTO Janas

(BHAWMOAL)

Macksa

Pucynox B.1 - O6pa3ers o01iero 6;1anka opraHu3aIfuu

Pocapxue

PegepanpHOE DOQXETHOS yUPEXIeHne
«Bcapocc#ntcKniA HAYHHO-
nccnefoBaTeNnbCeKUin MHCTUTYT
ACKYMEHTOBEABHMA U apXUBHOrO aenay

{BHNMNOAL)

MMpodbcorcsnan yn., 8. 82, Mockea, 117393
Ten./dakc {495) 718-78-74
e-mail:mail@vniidad.ru; hitp:/f'www.vniidad.ru
OK{10 02842708, OI'PH 1027700380795,

WMHH/KMN 7708033140/771001001
Na

Ha Ne o7

Pucynox B.2 - O6pa3zer yrioBoro 6;j1aHKa MuchbMa OpraHU3aluu
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Pocapxus

PepepansHoe BlogKeTHOR yYpexaeHue
«BcepocCHACKUIA HayuHO-MCCNeAoBaTeNbCKUA UHCTATYT
AOKYMeHTeBeACHUA W apxueHore denay (BHUNOAL)

Mpodrcowanas yn., g. 82, Mockea, 117393

Ten./daxke {435) 718-78-74; e-mail:mail@vniidad.ru; http://www vniidad.ru
OKMO 02842708; Or'PH 1027700380795 MHHKIMI 7708033140/771001001

Ne

Ha Ne oT

Pucynok B.3 - O6pazer npoaoiapHOTro 0JiaHKa MMChMa OPTaHU3aIiH

Pccapxme

depepansHoe BlofkeTHOR yupekAeHWe
«BeepocCuiicknd HaYUHO-UCCNEeAoBaTENbCKUA MHCTUTYT
AOKYMEHTOBEfIEHUA U apXUBHOIC Aenan

(BHAWMOAL)

AVNPEKTOP

[podhcowanan yn., 4. 82, Mockea, 117393
Ten./dpaxc (495) 718-78-74; e-mailmail@vniidad. ru; hitp/hwww vniidad.qu
OKMO 02842708; OrPH 1027700380795; MHH/KIMN 7708033140/771001001

Ne

Ha Ne o7

Pucynox B.4 - O6pazern npoaoabHOro 01aHKa MMChMa JOJDKHOCTHOTO JIMITA
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Pocapxue

PefepanbHoe HOMKETHOS yUpexneHre
«BCepoccHncKril HayYHO-NCCNSA0BATSMECKMA MHCTUTYT
DOKYMEHTOBEAEHWA U apXUBHOIC denax

(BHAAAL)

OTPACNEBOW LIEHTP MOBLIWEHKMS KBANTWGUKALIMA

Mpodcoeanaa yn., 4. 82, Mockea, 117393

Ten.fipakc (4951 718-78-74; e-mail. mail@vniidad.ru; hitp/Awww.yniidad.ru

Ten fthake (495) 718-79-38; e-mail:ocpk@wvniidad.ru

OKNO 02842708, O PH 1027 700380795; MHH/AKTN 7708033140/771001007

Ha Ne oT

Pucynox B.5 - O6pazer npo101pbHOTO O1aHKA MUChbMa CTPYKTYPHOTO MOAPa3ACICHHS

Pocapxus

Ddepepanbroe GRAKETHOS yYpeXaeHUe
«BoepoccMACKUN HayYHO-UCCNEOORATENLCKIA WHCTUTYT
AOKYMEHTOBEAEHMNS W apXMBHOMO Aenax

(BHUMOAL)

MPKKAS

Mockea

Pucynok B.6 - O6pa3er 61aHKa KOHKPETHOTO BUJIa TOKYMEHTA OpraHu3allui

Pocapxue

defepansHoe SIBAKETHOS WpeKneHne
«BCepoccncKknia HayYHO-NGCNeACRATEMLCKMA MHCTUTYT
DOKYMEHTOBEeAEHWUS 1M apXUBHOIC denas

(BHADAR)

AWPEKTOP

PACMOPAXEHWE

Mooxaa
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Pucynox B.7 - O6pa3zer 6;1aHka KOHKPETHOTO BUJIA JOKYMEHTA JIOJDKHOCTHOTO JIMIIA

Pocapxue

denepanbHoe BIMKBTHOS yUpexXaeHue
«BCcepocCUCKUi HayYHO-UCCNeAoBaTeNbCKWIA MHCTUTYT
LOKYMEHTOBEAEHUA W apXKMBHOIC Aenay»

{BHWNOAL)

{MpocbcorozHan yn., 4. 82, Mockea, 117393
Ten.fchake (495) 718-78-74; e-mail:mail@vniidad.ru; hitp://www.vhiidad .su
OKNO 02842708; CrPH 1027700380795, MHH/KMM 7708033140/771601001

Rosarchiv
The Federal Budget Institution
«The All-Russian Scientific and Research Institute for Archives and Records Management»
{VNIIDAD)

Profsoyuznaya ul., B2, Moscow, 117393
Tel./Fax (495) 718-78-7T4; e-mail:mail@wvniidad.ru; http:/hwww.vniidad.ku

Ne

Ha Ne o7

Pucynox B.8 - O6paszern npogosbHOTro O1aHKa MMChMa OpraHr3aIiiy Ha ABYX S3bIKaX
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