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[Ipenucnosue

1 PABPABOTAH ®enepanbHbiM O101KEeTHBIM yupexieHueM "Beepoccuiickuii HaydHO-
HCCIIeIOBATeNbCKUI MHCTUTYT JOKyMEHTOBeIeHus U apxuBHoro nena" (BHUMJIA )
denepanbHOrO0 ApXUBHOTO areHTCTBA

2 BHECEH Texuuueckum komuteroMm 1o crasgaptuzanuu TK 191 "Hayuno-
TeXHUYecKass HHpopmanus, ONOINOTEUHOE U U3/1aTeNIbCKOe Je0"

3 VTBEPX/EH 1 BBEJIEH B JIEVICTBHE [Tpukazom @enepanbHOro areHTCTBa MO
TEXHUYECKOMY PEryJIMPOBaHUIO U METposIoruu oT § nexadps 2016 r. Ne 2004-ct

4 B HacTosIIeM CTaHJapTe peaqn30BaHbl HOpMbI DesiepaibHBIX 3aKOHOB OT 27 HIOJIS
2006 r. Ne 149-@3 "O0 unpopmannu, THPOPMAITMOHHBIX TEXHOJIOTUSX U O 3alUTe
uHpopmanun", ot 22 oktsa6ps 2004 r. Ne 125-D3 "O06 apxuBHOM zene B Poccuiickoii
Oenepanun"

5 BBAMEH I'OCT P 6.30-2003



[IpaBuna npruMeHEHUs1 HACTOSIIIETO CTaHAapTa YCTAaHOBJIECHBI B cTaThe 26 DenepanbHOro
3akoHa oT 29 utons 2015 r. Ne 162-®3 "O crannapruzauuu B Poccuiickoit @enepauun’.
Nudopmanus 06 N3MEHEHUSX K HACTOSIIEMY CTaHAAPTY MyOIMKYeTCsl B €KETOTHOM (I10
COCTOSIHMIO Ha | ssHBaps TEKyIero rojaa) nHpopmannoHHoM yka3zarese "HamuonanbHbie
cTannapThl”, a OPUIIMATBHBIA TEKCT U3MEHEHUH U MPABOK - B ©KEMECTIHOM
nHpopManmoHHoM yka3zaresne "HamronansHbie cTanaaptel”. B ciydae mepecMmoTpa
(3aMeHBI) WJIM OTMEHBI HACTOSIIIIETO CTAaHIapTa COOTBETCTBYIOIICE YBEAOMIICHUE Oy IeT
OMyOJIMKOBAHO B OJIMKAWIIIEM BBITTYCKE €KEMECSYHOTO HH(DOPMAITMOHHOTO YKa3aTes
"HarmmonaneHbie ctanaapThl”. COOTBETCTBYIOMIAS HH(GOPMAIIUS, YBETOMIICHUE W TEKCTHI
pa3MeIarTcs B HHOOPMAITMOHHOW CHCTeME O0IIeTo MOoJb30BaHus - Ha O(PHIIMATBHOM
caiite deepaibHOTO areHTCTBA MO0 TEXHUYECKOMY PEryJIUPOBAaHUIO U METPOJIOTHH B
cetu aTepHeT (Www.gost.ru).

Hacrosmuii crangapT He MOXKeET ObITh ITOJIHOCTBIO MJIM YaCTUYHO BOCIIPOU3BE/ICH,
TUPAXUPOBAH U PACIPOCTPAHEH B KAUeCTBE OPHUIIMAIHHOTO H31aHus 0e3 pa3pemeHus
denepanbHOro areHTCTBA 110 TEXHUYECKOMY PETYJIUPOBAHUIO U METPOJIOIUU

1 OGnacth npyUMEHEHUS

Hacrosmuii ctanmapt pacnpocTpaHseTcs] Ha OpraHU3alMOHHO-PACIIOPS TN TEITbHBIE
JOKYMEHTBI: YCTaBbl, OJOKEHUS, MPaBUIa, MHCTPYKIIMH, PETIIaMEHTHI, IOCTAHOBJICHHSI,
pacTopsHKCHHUSI, TPUKA3bI, PEIICHHUS, TIPOTOKOJIBI, IOTOBOPHI, aKTHI, TIChbMa, CIIPABKU U
ap. (manee - HOKyMeHTHI), B ToM uncie BkimodeHHble B OK 011-93 "OO6mepoccuiickuit
kiaccudukarop ymnpasieHdeckoi gokymentanuu’ (OKVY 1), kirace 0200000.

Hacrosiumii ctangapt onpenensieT cocTaB peKBU3UTOB TOKYMEHTOB; PABUIIA UX
oopMIIeHHs, B TOM YHCII€ C TPUMEHEHNEM HH(POPMAIIMOHHBIX TEXHOJOTHIA; BUIBI
OJIaHKOB, COCTaB PEKBU3UTOB OJIAHKOB, CXEMBI PACTIOIOKEHUS PEKBU3UTOB Ha
JOKYMEHTE; 00pa3iipl 0JIaHKOB; ITpaBUIIa CO3AaHMs TOKyMEeHTOB. [lonoxenus
HACTOSAIIET0 CTaHIapTa PacpPOCTPAHSIIOTCS Ha IOKYMEHTHI Ha OyMa)KHOM U
AJIEKTPOHHOM HOCHUTEISIX

2 HopMaTuBHBIE CCHUIKH

B HACTOAIICM CTAaHAAPTE UCIIOJIBb30BAHbI HOPMATHUBHBIC CCHIJIKH HAa CICAYIONINE
CTaHAapThI:

I'OCT P 7.0.8 Cucrema cranmapToB no uH(Gopmaimu, 6HOJIMOTEYHOMY U U3/1aTEITLCKOMY
neny. Jlenonpous3BOACTBO U apXUBHOE /1€710. TepMUHBI U ONIpEAeIICHUS

I'OCT P UCO 15489-1 Cucrema craHaapToB 10 HHPOPMALIUHU, OMOIMOTEUHOMY U
M31aTeNbCKOMY Aelly. YTpaBieHue nfokyMmentamu. O0rue TpeOoBaHus

[Tpumeuanue - [Ipu monb30BaHUK HACTOSIIMM CTAHIAPTOM I1€TIECO00Pa3HO POBEPUTH
JIEMCTBHE CCHUTOYHBIX CTAaHAAPTOB B MH(POPMAIIMOHHOM CUCTEME OOIIEro MOJIb30BaHUS -
Ha opunramsHOM caiite denepanbHOr0 areHTCTBA M0 TEXHUYECKOMY PETYJIUPOBAHUIO U



METpPOJIOTHH B ceT MHTepHET Wik 10 eKeroAHOMY WH()OPMAIIMOHHOMY YKa3aTellto
"HanmnoHaneHbIE CTaHAAPTHI", KOTOPHIH OMYOJIMKOBAH IO COCTOSIHUIO Ha 1 ssHBaps
TEKYIIETO T0JIa, U MO BBIITYCKaM €KEMECSIHOr0 HH()OPMAIIMOHHOTO yKa3aTelsI
"HarmonanbpHble cTaHAapThl" 3a TEKyIIMi ToJ1. Eciu 3aMeHeH CChIIIOUHBIN cTaHaapT, Ha
KOTOPBIN JJaHA HEAATUPOBAHHAS CCBIJIKA, TO PEKOMEHIYETCS UCII0Ib30BATh
JEUCTBYIOLYIO BEPCUIO 3TOTO CTAaHAAPTa C YUETOM BCEX BHECEHHBIX B JJAHHYIO BEPCHUIO
n3MeHeHul. Eciii 3aMeHeH CChUTOYHBIN CTaHIapT, Ha KOTOPBIN JaHa JaTUPOBAaHHAs
CCBUIKA, TO PEKOMEHAYETCS UCIIOIb30BaTh BEPCHUIO 3TOrO CTaHIapTa C YKa3aHHBIM BbIIIE
roJIoM yTBepkJaeHus (MpuHsATUs). Eciii mocie yTBepKAeHUsT HACTOSIIETO CTaH1apTa B
CCBUIOYHBIN CTaHIAPT, Ha KOTOPBIN JaHa JaTUPOBAaHHAs CChUIKA, BHECEHO U3MEHEHHE,
3aTparuBaroliee Moja0KeHne, Ha KOTOPOe JaHa CChLIKA, TO 3TO MOJI0KEHUE
PEKOMEHIyeTCsl IPUMEHSTH 0€3 yueTa JaHHOTO U3MeHeHus. Eciiu cChbUI0YHbIN CTaHaapT
OTMEHEH 0e3 3aMEeHBI, TO MOJIOKEHHE, B KOTOPOM J]aHa CChUIKA HA HETO, PEKOMEH/TYETCSI
MIPUMEHATH B YAaCTH, HE 3aTParuBarolei 3Ty CChUIKY.

3 O6mue TpeOoBaHMS K CO3/IaHUIO0 JOKYMEHTOB

3.1 JIokyMEHTBI MOT'YT CO3/1aBaThcs Ha OYMa)KHOM HOCHTEJIE B B 3JICKTPOHHOU (hopme ¢
COOJTIOICHHEM YCTaHOBJICHHBIX MPaBUII O(OPMIICHHS TOKYMEHTOB.

3.2 Ilpu co3nanuu JOKYMEHTa Ha JBYX U OoJiee CTpaHUIIaX BTOPYIO U MOCIEAYIOLINE
CTPaHHIIBI HYMEPYIOT.

Homepa cTpanull npocTaBiIsOTCS IOCEPEINHE BEPXHETO MOl JOKYMEHTa Ha
paccrosinuu He MeHee 10 MM OT BEpXHEro Kpas JIUCTa.

JlomyckaeTcs co3/laHue TOKyMEHTOB Ha JINLIEBON 1 000pOTHOM cTopoHax iucra. [lpu
JBYCTOPOHHEM CO3/IaHUU JTIOKYMEHTOB LIIMPHHA JIEBOTO IOJIS HA JINLIEBOM CTOPOHE JINCTA

Y TIPaBOTO MOJIsi HA 0OOPOTHOM CTOPOHE JIMCTA JIOJIKHBI OBITH PaBHBI.

3.3 IlpeanoYTUTENbHBIMUA FAPHUTYPaMH U pa3MepaMy IPUQTOB I PEKBU3UTOB
JIOKYMEHTA SIBJISIFOTCSL:

Times New Roman Ne 13, 14;

Arial Ne 12, 13;

Verdana Ne 12, 13;

Calibri Ne 14 u npuGnmnKeHHbIE K HUM.

ITpu cocTaBieHUN TaOIUI TOMYCKAETCS UCTIOJIb30BaHHE MIPU(PTOB MEHBIIIUX PA3MEPOB.

3.4 AG3amHbIi OTCTYI TEKCTa JOKyMeHTa - 1,25 cM.



3aroyIoBKH pa3zesioB U MOAPA3IeIOB MeYaTaloTcs ¢ a03aIlHbIM OTCTYIIOM WIIH
LHEHTPUPYIOTCS IO MHUPUHE TEKCTA.

MHOFOCTpOLIHBIe PEKBU3UTEI II€YATAOTCA 4EPE3 OANH Me)KCTpO‘IHHﬁ HHTCPBAJ,
COCTAaBHBIC YaCTH PCKBU3UTOB OTACIAIOTCA JOMOJIHUTCIIbHBIM NHTCPBAJIOM.

TekcT nokymeHTa neyaraercs yepes 1 - 1,5 MeXCTpOUHbIX HHTEpBAJIA.

Ecmu JAOKYMCEHT I'OTOBUTCA IJIA U3JaHHA C YMECHBIICHUEM MaCH_ITa6a, TCKCT I1€4aTacTCAa
4cpe3 ABa MHTCpBAJIa.

WuTepBan Mexy OyKBaMu B CIIOBax - OOBIYHBIN.
WHTepBan MeXy CIIOBaMH - OJMH IIPOOEI.

3.5 TekcT MOKYyMEHTa BRIPAaBHUBAETCS 110 IIUPHUHE JIUCTA (TI0 TPAHUIIAM JIEBOTO U
MIPaBOTO TMOJICH IOKYMEHTA).

JlnvHa caMOl JUIMHHOM CTPOKHU PEKBU3UTA IIPU YIVIOBOM PACIIOJI0KEHUHU PEKBU3UTOB HE
6onee 7,5 cM.

JlnvHa caMOol JUIMHHOM CTPOKU PEKBU3UTA IIPU NPOJOIBHOM PACIOI0KEHUHN PEKBU3UTOB
He Oonee 12 cMm.

3.6 HopmaTuBHBIMU IIPABOBBIMH aKTaMH OpTraHU3aIllMU MOXKET ObITh IPEAYCMOTPEHO
BBIJICJICHHE PEKBU3HUTOB "aapecar”, "3arojJoBOK K TEKCTY" WM "MOANKCH", a TAaK¥Ke
OTJIENbHBIX (PPArMEHTOB TEKCTA MOTYKHUPHBIM HIPUPTOM.

3.7 HopmaTuBHBIE PABOBBIEC aKThl OPTaHU3AINH, a TAK)KE HHBIE MHOTOCTPAHUYHBIC
JOKYMEHTBI MOTYT O()OPMIISITHCS C TUTYJIBHBIM TUCTOM. TUTYNBHBIN JIUCT TOKYMEHTA
o(opMIIIETCS B COOTBETCTBHUH C MPUIIOKEHUEM A.

4 PexBU3UTHI TOKYMEHTA

[Ipu moaroToBKe M 0OPOPMIIEHUN JOKYMEHTOB UCIIOIB3YIOT PEKBU3UTHI, OTIPEICICHUS
kotopbix npuseAeHsl B OCT P 7.0.8

01 - rep6 (I'ocymapcTBennsIii repd Poccuiickoit denepanuu, repd cyonsekTa Poccniickoit
®denepanun, repod (repaibIMUecKuil 3HaK) MyHUIIUIIATLHOTO 00pa30BaHus);

02 - smOneMma;
03 - ToBapHbIif 3HaK (3HAK OOCITY>KUBAHHUS);

04 - xox hopMBI JOKYMEHTA;



05 - HauMeHOBaHKE OpraHU3aIMH - aBTOPa JOKYMEHTA;

06 - HauMeHOBaHKE CTPYKTYPHOTO MOPA3ACICHUS - aBTOPa JOKYMEHTA;
07 - HauMeHOBaHKE JTOJKHOCTH JIMIIA - aBTOPA JJOKYMEHTA,;
08 - cnpaBouHbIe TaHHBIC 00 OpPraHU3aINY;

09 - HaumeHOBaHWE BHUJIa JOKYMEHTA;

10 - nara nOKyMeHTa;

11 - perucTpanroOHHBI HOMEP TOKYMEHTA;

12 - ccpika Ha pEeruCTPAIIMOHHBIN HOMED U AaTy MOCTYIUBIIETO JOKYMEHTA;
13 - mecTO coctaBneHus (U3AaHUS) JOKYMEHTA,

14 - rpuc¢ orpanuueHus AOCTyMa K JOKYMEHTY;

15 - angpecar;

16 - rpud yTBEepKICHHUS JOKYMEHTA;

17 - 3aroJI0BOK K TEKCTY;

18 - TekcT TOKyMeHTa,

19 - oTMeTKa 0 MPUTIOKEHUY;

20 - rpud coriacoBaHMs JOKYMEHTA,;

21 - Bu3a;

22 - IOAINCE;

23 - oTMeTKa 00 AJIEKTPOHHOMN TOIHCH;

24 - eyarts,

25 - oTMeTKa 00 UCIIOIHUTEIIE;

26 - oTMETKa O 3aBEPEHUU KOIIHH;

27 - OTMETKa O TIOCTYIUICHUH JIOKYMEHTA,



28 - pe30oITronHs;

29 - oTMETKa O KOHTPOJIC;

30 - oTMeTKa O HanpaBJIEHUU JTIOKYMEHTa B JIEJIO.
5 OdopmieHue peKBU3UTOB JTOKYMEHTOB

5.1 T'ep6 (I'ocynapctBennslil repd Poccuiickoit @eneparuu, repd cyonsekra Poccuiickoit
®denepanun, repod (repanbIMUECKUil 3HaK) MyHHIIMITATLHOTO 00pa30BaHus)
BOCIPOU3BOJMUTCS Ha OJIaHKAX JTOKYMEHTOB B COOTBETCTBUH ¢ DenepanbHbIM
KOHCTUTYLMOHHBIM 3aKOHOM 0T 25 nexadps 2000 r. Ne 2-®K3 "O 'ocynapcTBeHHOM
repOe Poccutickoit denepanuun', 3aK0HOIaTEILHBIMU M HHBIMH HOPMATHUBHBIMU
MIPaBOBBIMHU aKTaMu CyObeKToB Poccuiickoit denepaniy 1 HOPMATUBHBIMU TPABOBBIMHU
aKTaMU OPTaHOB MECTHOT'O CaMOYIPaBIICHUSI.

N3o6paxenue repba (I'ocymapcTennoro, cyonsekra Poccuiickoii @eneparum, repoa
(repasibINYECKOro 3HaKa) OpraHa MECTHOT'O CaMOYITPABJICHHUS ) IOMEIIAETCS 110 CEPeInHE
BCPXHCTO ITOJIA OJraHka AOKYMCHTA HaJ PCKBU3WTAMU OpraHu3alru - aBTOpa JOKYMCHTA,
Ha paccTosiHuU 10 MM OT BEpXHEro Kpas JIKCTa.

5.2 DMbniema opranu3anuu, pa3paboTaHHas U YTBEPXKAE€HHAs B yCTaHOBJICHHOM MOPSIIIKE,
pa3MeniaeTcs B COOTBETCTBUU C HOPMATUBHBIMU IPABOBBIMU aKTaMU Ha OJIaHKAX:
JOKYMEHTOB (peJiepabHbIX OPraHOB rOCYJapCTBEHHOM BJIACTH (32 UCKIIIOYEHUEM
CllydaeB, IIpelyCMaTpUBAIOLIUX UCII0JIb30BaHKE n300paxxeHus ['ocynapcrBeHHOro repba
Poccuiickoit @enepanun), TeppUTOPUAIBHBIX OPTraHOB (eiepaIbHBIX OPraHOB
roCy/1apCTBEHHOM BJIAacTH, TOCYIaPCTBEHHBIX M HETOCYIapCTBEHHBIX OpraHU3alni.
N300pakeHne sMOIeMbl MOMEIAeTCs 0 CepeAMHE BEPXHEro MmoJjis OJaHKa JOKyMEHTa
HaJ peKBU3UTaMH OpraHU3alluy - aBTOpa JJOKYMEHTA, Ha paccTOsTHUU 10 MM OT BEpXHETo
Kpas JIMCTA.

5.3 ToBapHblii 3HaK (3HaK 00CITYKUBaHUS), 3aPETUCTPUPOBAHHBIN B YCTAHOBICHHOM
3aKOHOJIaTEeILCTBOM MOPSAIKE, BOCIPOU3BOIUTCS Ha OJaHKaxX OpraHu3anui B
COOTBETCTBHUH C YCTaBOM (TI0JI0’K€HUEM 00 opranuzanuu). Mzo0paxkeHrne TOBapHOTO
3HaKa (3HaKa 00CIy)KMBaHHUs) IOMEIAEeTCs TI0 CepeIMHE BEPXHEro MoJjs OaHka
JTOKYMEHTa HaJl peKBU3UTaMH OpraHU3alliy - aBTOpa IOKYMEHTA, MU CJIeBa Ha yPOBHE
HaMEHOBAaHMS OPraHU3allUM - aBTOPA JOKYMEHTA (JOMyCKAETCs 3aXBaThIBATh YaCTh
JIEBOTO TIOJIS).

Hapsiny ¢ ToBapHBIM 3HAKOM (3HAKOM OOCTY>KHBaHUs ), HA OJaHKAaX JOKYMEHTOB MOYET
YKa3bIBaThCS KOMMEpYECKOe 0003HaUECHUE FOPUINIECKOTO JIHIIA.

5.4 Kox opMbl TOKyMeHTa pOCTaBiIsieTCsl HA YHU(DUIIUPOBAHHBIX (POpMax JTOKYMEHTOB
B COOTBETCTBUM ¢ OOLIEPOCCUICKUM KIIACCU(PUKATOPOM YIPaBIEHYECKON
nokymenrtaruu (OKY 1) unu nokanbHbIM KIacCU(pUKATOPOM, paclioyiaraeTcsi B IpaBoM



BEpPXHEM yTiIy pabodero moJyist JOKyMeHTa, COCTOUT U3 cioB "dopma mo" (HauMeHoBaHUE
kiaccudukaropa) u nudpoBoro kKoja.

[Tpumep - ®opma no OKY /[ 0211151.

5.5 HaumeHoBaHMe OpraHU3aIlUK - aBTOPA JOKYMEHTA Ha OJIaHKE TOKYMEHTa JOJKHO
COOTBETCTBOBATh HAMMEHOBAHUIO IOPUIUYECKOTO JIHIIA, 3aKPETJIEHHOMY B €T0
YUpENUTEIbHBIX TOKYMEHTAaX (ycTaBe Uiy nojoxeHuu). [Ton HaumeHoBannem
OpraHu3allK B CKOOKAX yKa3bIBae€TCsl COKpAIlEHHOE HAMMEHOBAHUE OpraHU3allu, eCiu
OHO MPEAYCMOTPEHO YCTAaBOM (TIOJIOKEHHUEM).

Ha):[ HAaNMMCHOBAHUCM OpraHU3alUU - aBTOpa JOKYMCHTA YKa3bIBACTCA IMMOJIHOC UJIN
COKpalll€HHOC HANMCHOBAHUEC BBIHICCTOHH.[C?I OpraHru3aluin (HpI/I € HaJ'II/I‘{I/II/I).

5.6 HaumenoBaHue CTpYKTYPHOTO MOIpa3elieHus - aBTOpa JOKyMEHTa (B TOM YHCIIe
¢bunmana, OTAEICHHS, PEICTABUTEIHCTBA, KOJUIETHAILHOTO, COBEIIATEILHOTO HIIH
WHOTO OpraHa) UCIOoJIb3yeTcsl B OJIaHKax MHCEeM U OJIaHKaX KOHKPETHBIX BUIOB
JIOKYMEHTOB COOTBETCTBYIOIIUX MOApa3ieieHui (OpraHoB) B COOTBETCTBUH C
JIOKAJIbHBIMU HOPMATHUBHBIMHU aKTaMU U YKa3bIBACTCS 110 HAMUMEHOBAHUEM
OpraHu3alyHy.

5.7 HaumeHoBaHMe TOMKHOCTH JIMIIA - aBTOPA TOKYMEHTa UCTIOJb3YeTCs B OJaHKax
AOJDKHOCTHBIX JIMI U pacriojiaracTtcsa nmoa HAaMMCHOBAHUEM OpTraHHU3allui U
HAaUMEHOBAHHEM TEPPUTOPHUH (Kpas, 001acT, aBTOHOMHOM 00JaCTH U Jp.), €CIIH
JIOKYMEHT M3/Ia€T PYKOBOJIUTENb OpraHa BiacTH cyobekTa Poccuiickoii ®eneparum,
MYHHIIMITATEHOTO 00pa3oBanus. HanmMeHoBaHMEe JOKHOCTH JIUIA - aBTOpa JOKYMEHTA
YKa3bIBA€CTCA B COOTBECTCTBHU C HAMMCHOBAHUEM, MTPUBCACHHBIM B paCIIOPAJUTCIIBHOM
JOKYMEHTE O Ha3HAYE€HHH Ha JIOJKHOCTb.

5.8 CnpaBoyHbIe 1aHHbIe 00 OpraHU3alluu YKa3bIBAIOTCS B OJaHKaX MUCEM M BKJIIOYAIOT:
MTOYTOBBIN aJpec OPTaHU3aIMH (JOMOTHUTEIIFHO MOXKET YKa3bIBAThCS aJpec MecTa
HaXO0XJACHUS IOPUANYECKOrO JIUIIA, €CIIM OH HE COBIAJIAET C MMOYTOBBIM aJpPecoM); HOMEP
tenedona, dakca, aapec IEKTPOHHOM MOUYThI, CETEBOM ajpec.

B cocraB cripaBOYHBIX JJAHHBIX, 32 UCKIFOYEHUEM OJIaHKOB JIOKYyMEHTOB OPTaHOB
rOCyJapCTBEHHOH BJIACTH, OPraHOB MECTHOT'O CaMOYIPABIICHNUS, BKIIFOUAIOTCS: KOJ
opranuzauu no O61mepoccuiickomMy KiaccupuKaTopy NpeArnpUsITUN U OpraHu3anui
(OKIIO), ocHOBHOM TOCYIapCTBEHHBIIN perucTpaoHHblii Homep opranuzanuu (OI'PH)
Y UJIeHTU(UKALIMOHHBIM HOMEpP HAJIOTOIIATEIbINNKA/KO/] TPUYMHBI TTOCTAHOBKU Ha
Hanorosbiit yuer (MHH/KIIIT).

5.9 HanmeHoBaHME BHUIa TOKYMEHTA YKa3bIBAE€TCS HA BCEX TOKYMEHTAaX, 3a
HCKITIOUEHHUEM JIEOBBIX (CITy:KeOHBIX) IMHCEM, pacioyiaraeTcs Mo PeKBU3UTAMU aBTOpa
JIOKyMEeHTa (HaMMEHOBaHUEM OpraHU3allii, HAUMEHOBAHUEM CTPYKTYPHOTO
Mo/ipa3/ieNieHs, HANMEHOBaHUEM JIOJKHOCTH) (cM. puc. B6).



5.10 Mata noKyMeHTa COOTBETCTBYET aTe NOANUCAHUS (YTBEPKACHMS) JOKYMEHTA WIN
nate coObITHS, 3a()UKCUPOBAHHOIO B TIOKyMeHTe. JIOKYMEHTBI, U3[JaHHbIE ABYMS WU
0oJsee opraHu3ausIMu, TOJDKHBI UIMETh OJIHY (€IUHYIO) AaTy.

I[aTa JOKYMCHTA 3alIUChIBACTCA B IOCIICAOBATCILHOCTU: ICHb MECALa, MCCALl, 'Ol OAHHUM
3 IBYX cIoco0oB:

apabckumu rudpamu, paaeneHabiMu Toukoi: 05.06.2016;
CIIOBECHO-LIM(POBBIM criocoOoMm, Hampumep: S utoHs 2016 T.

5.11 PeructpaniioHHBIH HOMEp TOKyMEeHTa - (ppoBOi 1K OyKBEHHO-IIU(POBOI
UICHTH(UKATOP JOKYMEHTA, COCTOSIINI U3 MOPSIKOBOrO HOMEpa IOKYMEHTa, KOTOPBIH,
10 YCMOTPEHHIO OPTaHMU3aLNHU, MOKET TOTIOHATHCS HU(POBBIMU WM OYKBEHHBIMHU
KOJlaMH (MHIEKCaMH) B COOTBETCTBHH C UCIIOJIb3YEMBIMH KJIacCU(HKATOpaMU (MHAEKCOM
7ie7a IO HOMEHKJIaType Jell, KOJOM KOPPECIOH/IEHTa, KOJOM JOKHOCTHOTO JIUIA U JIp.).

Ha nokymenTe, cocTaBieHHOM COBMECTHO JBYMsI M 00Jiee OpraHU3aIUsIMH,
IIPOCTABJISIIOTCS PETUCTPALIMOHHBIE HOMEPA JOKYMEHTA, IPUCBOCHHBIE KaX 101 U3
opranuzainuii. Perucrpanmonnbsie HoMepa OTAEISIOTCS APYT OT Apyra KOCOi uepToil u
IIPOCTABJISIIOTCS B OPSAAKE YKa3aHUS aBTOPOB B 3ar0JIOBOYHON YacTH WK IIpeaMOyJie
JTIOKYMEHTA.

5.12 Ccrinka Ha peFHCTpaHHOHHLIﬁ HOMCEPp U AaTy MOCTYIIUBIICTO JOKYMCHTA BKIKOYACT
peFI/ICTpaHI/IOHHI)If/'I HOMCp U AaTy BXOJAICTO MHUIIUATHBHOTO JOKYMCHTA, HA KOTOpLIfI
HacTCs OTBET.

5.13 Mecto cocTaBieHus (M31aHKs) JOKYMEHTa YKa3bIBA€TCs BO BCEX JOKYMEHTAX,
KpOMe JIENOBBIX (CITy:KeOHBIX) MHCEM, a TAK)Ke JOKIIATHBIX, CTYKEOHBIX 3aMHCOK U
JIPYTUX BHYTPECHHUX WH(HOPMAITMOHHO-CIIPABOYHBIX JIOKYMEHTOB.

MecTto coctaBneHus (U34aHus) JOKYMEHTa HE YKa3bIBAa€TCsl B TOM Cllydae, €Cliid B
HaVMEHOBAHUM OpPraHU3alliy IPUCYTCTBYET yKa3aHUE HA MECTO €€ Haxox1eHus. Mecto
COCTaBJICHHS (M3J]aHUs1) JOKYMEHTA YKa3bIBAETCSI B COOTBETCTBUU C IPUHSATHIM
aJIMMHHUCTPATUBHO-TEPPUTOPHAIILHBIM JIETICHUEM.

5.14 I'pud orpaHnuyeHus 10CTyMNa K JOKYMEHTY MPOCTABIISIETCS B IPAaBOM BEpXHEM YTy
MEePBOTO JIMCTA IOKYMEHTa (ITPOeKTa TOKYMEHTa, COMPOBOIUTEIHHOTO MIUChMa K
JOKYMEHTY) Ha TPaHHIle BEPXHETO MOJISI MPU HATMYUU B JOKYMEHTE HH(pOpMAIIIH,
JIOCTYT K KOTOPOM OIpaHUYEH B COOTBETCTBUU C 3aKOHOJIaTeNIbCcTBOM Poccuiickoit
denepanuu.

Bupl ucnonp3yemMbix B opranu3aiiuu rpudoB OrpaHUueHUs TOCTYIA JOJKHBI
COOTBETCTBOBATh 3aKOHOJATEIbHBIM U UHBIM HOPMATUBHBIM IPABOBBIM aKTam
Poccutiickoit deneparuu 1 10HKHBI OBITH 3aKPEIJICHBI B JIOKAJTLHBIX HOPMATHBHBIX
akTax. B cocras rpuda orpaHndeHus 10cTymna K JT0KYMEHTY BXOJIUT OTrpaHUIUTEIbHAS



Haanucs (" cyxe6HOor0 nosip3oBanus”, "Konpuaenumansno", "Kommepueckast
TaiiHa" WM JIp.), KOTOpasi MOKET JIOMOJIHATHCSI HOMEPOM HK3EMIUIApa TOKYMEHTa U
JIPYTMMU CBEJECHUSAMU B COOTBETCTBHMHM C 3aKOHOAATenbCcTBOM Pocculickoit denepanun.

[puMep - KoMmMepueckasa TalHa.
Srs. N 2

5.15 Anpecat ucronb3yercs Mpu 0QHOPMIICHUU IETOBBIX (CIIY)KEOHBIX) THCEM,
BHYTPEHHUX MH(OPMAIIMOHHO-CIIPABOYHBIX JJOKYMEHTOB (JIOKJIQIHBIX, CITYKEOHBIX
3aMMCOK U JIp.).

AnpecaToM JOKYMEHTa MOKET ObITh OpraHu3allvs, CTPYKTYPHOE MOIpa3/iesieHre
OpraHu3aIlH, JODKHOCTHOE HITH (PH3HUECKOE JIUILIO.

PexBu3ut "anpecar” mpocraBiseTcsl B BEpXHEH MpaBOi 4acTH JOKyYMeEHTa (Ha OJlaHKe C
YTJIOBBIM PACHOJIOXKEHUEM PEKBU3UTOB) WM CIpaBa M0 peKBU3UTAMU OJlaHKa (TIpH
IIPOJIOJILHOM PacrojIOKeHUHU pekBU3UTOB Onanka). CTpoku pexkBusuTa "anpecar”
BBIPAaBHUBAIOTCS 110 JIEBOMY Kparo MM LIEHTPYIOTCS OTHOCUTEIBHO CaMON JJTMHHOMN
CTPOKH.

HpI/I aZIp€COBaHNU NOKYMCHTA PYKOBOAUTCIIIO (SaMCCTI/ITeJIIO pYKOBO,Z[I/ITeJ'IH)
oprann3alyi YKa3blBarOTCA B JATCIbHOM NACKEC HAMMCHOBAHUC JOJIDKHOCTHU
PYKOBOAUTEIIA (SaMeCTI/ITeHH pYKOBO,Z[I/ITeJISI), BKJIIOYAOCcC HAaMMCHOBAHHC
opranu3anvu, 1 q)aMI/IJII/ISI, MHUIKaJIbl JOJXKHOCTHOI'O JIMIIA.

MpumMep -
PYKROBOOMTENKD denepalbHODO

ApXMBHOI'O areHTCTeBa
dbammunmua M.O.

HpI/I aZIp€COBaHNU MMHUCbMaA B OPraHU3alUI0 YKA3bIBACTCA €€ IMOJIHOC UJIN COKPAILICHHOC
HaANMMCHOBAHUC B MUMCHHUTCIIbHOM ITaJACXKE.

ITpumepsl

1 ®enepanbHOE apXUBHOE areHTCTBO

2 Pocapxus

[Ipu agpecoBanuu 10KyMEHTa B CTPYKTYPHOE MOJpa3ieieHue OpraHnu3alliy B PEKBU3HUTE

"agpecat" yKa3bIBaeTCsl B UMEHUTEIBHOM I1a/1€)K€ HAMMEHOBAHNE OpraHu3aluu, HUXKE -
HauMEHOBAaHME CTPYKTYPHOT'O MOJIpa3esieHusI.



[MpuMmep -
degepanbHOE ApPXMBHOE
ANeHTCTEBO

OTmen nocCymapcTEeHHOMH
cnywOe, KagpoB M Harpapg

[Ipu agpecoBaHnyU MUChMa PYKOBOJIUTEIIO CTPYKTYPHOT'O TIOIPa3IelICHUs YKa3bIBACTCS B
HNMCHUTCIBbHOM ITAJIC)KEC HAMMCHOBAHUC OpI‘aHI/ISaHI/II/I, HHNXKEC - B 1aTCJIBHOM IT1aJIC)KE
HAaUMEHOBAHME JOJHKHOCTH PYKOBOIUTEIIS, BKIIIOYAIOIICe HANMEHOBAHUE CTPYKTYPHOTO
nojpasaesieHus, aMuIHI0, HUITAAITEL.

[MpumMmep -
AQO "lMpodunp"

PYROBOOMTENN OOMOBOPHO-
NpaepoBOro OTAENA
damMunua M.O0.

[epen pamunmeit TOIHKHOCTHOTO JIUIIA OMTYCKAETCS YHOTPEOIATh COKpaieHue "r-Hy"
(rocrioguny), eciu agpecat My»4rHa, WK "r-xke" (TOCHOXKeE), €CIU afpecaT KEHIHHA.

IIpumepsl
1 r-uy ®amunus 1.0.
2 r-xe @ammug 1.0.

[Ipu paccbuike JOKyMEHTA TPYHIE OPraHU3alui OJHOrO TUMA WA B CTPYKTYPHBIE
MO/Ipa3/JIeJIeHNs OJTHOM OpraHu3alnu, ajipecar yKa3blBaeTcsi 0000IIEHHO.

[IpMMeEpEI
1 PyropOOMTENAM OOYEpPHMX
obmecTe AO "lIpoduip"
2 PYKOBOOMTENAM YIpPABJIEHMI
Pocapxupa

[Ipu pacchiIke JOKyMEHTa HE BCEM OpTaHU3AIUsAM WIH CTPYKTYPHBIM MOAPA3ACIICHUSIM
oJ1 pekBU3UTOM "Anpecar” B ckoOKax ykasbiBaercs: (IO CIHCKY)".



MpumMep -

PYROBOOMTENAM OOUYEPHUX

obmecTe AO "lIpoduip"
(IO CHOMCRY)

B oxHOM 1OKYyMEHTE HE JOHKHO OBITh Oosiee yeThipex aapecaroB. CioBo "Komus" nepen
BTOPBIM, TPETHHUM, YETBEPTHIM aJIpecaTaMy He yKa3biBaeTcs. [Ipu OosblieM Kou4yecTBe
aJIpecaToB COCTABJISIETCS CIIMCOK (JIUCT, YKa3aTelb) PACChUIKH TIOKYMEHTA, Ha KaXKI0M
JOKYMEHTE YKa3bIBACTCS OJIMH aJipecaT WiH ajpecat opopmisieTcss 0000IIeHHO.

B cocrtaB pekBusuta "Agpecar" MOXET BXOAUTH MOYTOBBIN ajpec. DIEMEHThHI TOYTOBOTO
aJjpeca yKa3bIBalOTCA B IMOCJIEA0BATEILHOCTH, yCTaHOBIIEHHOM [IpaBuiamu okazanus
yCIIyT IOYTOBOM CBSI3H, YTBEPKACHHBIMU MPUKa30M MUHUCTEPCTBA CBS3U U MAaCCOBBIX
koMMyHuKauil Poccuiickoit @enepaunu ot 31 utons 2014 1. Ne 234,

[MpumMmep -

BCepoCCHUMCKMI Hay4dyHO-
MCCIEOOBATENECRMIT MHCTUTYT
OOKYMEHTOBEIeHMA M apxXMBHODNO Oena
[Mpodcow=Haa yn., g. 82,
Mockpa, 117393

IlouToBEIi aapeC MOKET HEC YKA3bIBAaTbCA B JOKYMCHTAX, HAIIPABJIICMbIX B BBICIINC
OpraHbl BJIACTHU, BRIIIECTOAIUC OpraHnu3alun, IoABECAOMCTBCHHBIC OpraHnu3alluu 1
IMOCTOSAHHBIM KOPPECIIOHACHTaAM (3a HCKIIIOYCHHUEM HallpaBJICHUA MMMCEM YKa3aHHBIM
aapecaTaM B KOHBEPTax € MMPO3pavuHbIMU OKHaMI/I).

[Tpu agpecoBanuu TOKyMEeHTa (PU3NIECKOMY JTUITY YKa3bIBAIOTCA: (DaMUITUS MHUIIHAIIBL,
MOYTOBBIN ajpec.

ITpumep -

®amunusa 1.0.

CanoBas yiu., 1. 5, xB. 12,

r. JIto6epribr, MockoBckas 00u1., 301264

[Ipu oTnpaBke nucbMa Mo 3JAEKTPOHHOM 1oUTe WK Mo (pakCUMIIBHOM cBsi3u (0e3

JOCBUIKH T10 TIOYTE) MOYTOBBIN aJpec He yKa3biBaeTcs. [Ipu HeoOX0IMMOCTH MOKET OBITh
yKa3aH JJIEKTPOHHBIN aapec (Homep TenedoHna/paxca).



MpuMep -

BCEPOCCHUCKMIT HAYYHO-
MCCIIENOBATENbCKMI MHCTHTYT
OOKYMEHTOBEOEHMA M apXMBHONO Jeia
mail@vniidad.ru

5.16 I'pud yTBEepIKIAEHUS MTPOCTABIISICTCS HA IOKYMEHTE B Cydae €ro yTBEePKICHHS
JOJDKHOCTHBIM JIUIIOM, PACTIOPSAUTEIBHBIM JJOKYMEHTOM (ITIOCTAaHOBJICHUEM, PEIICHUEM,
MIPUKA30M, PACIOPSHKEHUEM) WIIH PEIIEHUEM KOJIJIETHaJbHOTO OpraHa.

I'pud yrBepxkIeHUS pa3MeIacTcs B IPaBOM BEPXHEM YTy MEPBOTO JUCTA JOKYMEHTA.
CTpoku peKBU3MTa BBIPABHUBAIOTCS 110 JIEBOMY KPAO WIIM LEHTPYIOTCS OTHOCUTEIBHO
CaMOM JNIMHHOM CTPOKH.

[Tpu yTBEpKICHUH TOKYMEHTA JOKHOCTHBIM JIMIIOM TpU() YTBEPKICHUS COCTOUT H3
cinoBa YTBEPX/IAIO, HaumeHOBaHUs JOJKHOCTH JIMLA, YTBEPKAAIOIIETO IOKYMEHT,
€ro TIOJIITUCH, MHUITUAIOB, ()aMUJIMH U JaThl YTBEPKICHUSI.

[MpuMmep -

YTBEPXIAID
PYKROBOOMUTENE delepallbHOIO
ApXMBHOI'O aANeHTCTEA
[Mognuce M.O. daMMInA

HarTa

[Ipu yTBEpKIEeHNN JOKYMEHTA PACTIOPSAUTEIILHBIM JOKYMEHTOM TpHUd yTBEPKICHUS
cocrout u3 cioBa YTBEPXKJIEH (YTBEPXIEHA, YTBEPXJIEHbBI niu
YTBEPXJIEHO), coriiacoBaHHOTO ¢ HAUMEHOBAHUEM BUJIA YTBEPKIAEMOTO JOKYMEHTA,
HaWMEHOBAHUS PACTIOPSAIUTENBHOTO IOKYMEHTA B TBOPUTEIBHOM MAJIEXKE, €T0 AaThl,
HOMeEpa.

[IpuMepH -

1 {(PerjaMeHT) YTBEPXIEH
npurasoM AO "lpoduir "
or 5 anpena 2015 r. N 82

2 (lpapuna) YTBEPXAIEHEI
npurasoM AQ "lpodune "
oT 6 anpena 2015 p. N 83

IIpu yrBEpKAeHUN JOKYMEHTA KOJUIETHAIIbHBIM OPraHOM, PELIEHUs KOTOPOTro
(buKCUpYIOTCS B IPOTOKOJIE, B TpU(e YTBEPKICHUS YKa3bIBAETCSI HAUMEHOBAaHUE OpraHa,
pelIeHreM KOTOPOTo YTBEPXK/IEH TOKYMEHT, aTa 1 HOMep MPOTOKoja (B CKOOKaxX).



[MpumMep -
([TonoskeHKE )
YTBEPXIEHO
CopeToM OMpeRTOopoR AO "Ipoduip"
(npororon ot 12.12.2015 N 12)

5.17 3aronoBoK K TEKCTY - KpaTKO€ COAEpKaHHEe TOKYMEHTA. 3arojJoBOK K TEKCTY
dopmynupyercs ¢ npeiorom "O" ("O6") u oTBeuaet Ha Bompoc "o uem?"):

- mpuka3 (0 ueM?) 0 CO3/1aHUM ATTECTALIMOHHON KOMUCCHUU;
- npuka3 (0 yeM?) 00 yTBEpKIEHUH IUTATHOI'O PACIIUCAHUS;
- mIChbMO (0 YeM?) 0 IpeIoCTaBIeHUN HH(OpMaIUy.

3arojI0BOK K TEKCTY 0(pOopMIIseTCs 1101 PEKBU3UTaMu OJaHKa CJIeBa, OT TPaHULIbI JIEBOTO
nosist. B yka3ax, HOCTaHOBIICHHUSX, PEIICHUSX, IPUKA3ax, U3/1aBa€MbIX OpraHaMU BIIACTH,
3aroJ0BOK K TEKCTY MOKET 0(hOpMIIATHCS HaJl TEKCTOM ITocepeiuHe pabouero moss
JNOKYMEHTA U LICHTPUPYETCSI OTHOCUTEIIBHO CAMOW JUITMHHOU CTPOKHU.

3aroJ0BOK K TEKCTY MOXKET HE COCTABIISATHCS, €CIIU TEKCT JOKYMEHTA HE MpeBbIIacT 4 - 5
CTpOK.

5.18 TekeT HoKyMEHTa COCTaBIIIETCS HAa TOCYJapCTBEHHOM s3bIke Poccuiickoit
denepany WM rocyJapCTBEHHOM sI3bIKE (SI3bIKax) pecnyOnuk B coctaBe Poccuiickoit
®enepaniv B COOTBETCTBUH C 3aKOHOJIATEILCTBOM peciyOnk B coctaBe Poccuiickoit
denepanuu.

B tekcte AOKYMCHTA, TIOATOTOBJICHHOM Ha OCHOBAaHHUHU 3dKOHOAATCIIbHBIX UJIN UHBIX
HOPMATUBHBIX IMPABOBBIX AKTOB, PAHCC U3JAHHBIX PACIIOPAINUTCIBHBIX JOKYMCHTOB,
YKa3bIBAOTCA UX PECKBU3UTHI:

- HAUMCHOBAHUC NOKYMCHTA, HAUMCHOBAHUEC OPraHU3alluu - aBTOPAa JOKYMCHTA, AaTa
AOKYMCHTA, pGFI/ICT”paHI/IOHHI)IfI HOMCEPp JOKYMCHTA, 3aroJIOBOK K TCKCTY HUJIN
HaNUMCHOBAHUC BHJJa JOKYMCHTA,

- HAUMCHOBAHUC OpraHU3alluy WA JOJDKHOCTHOI'O JIWIa, YTBEPAUBUICTO JOKYMECHT, 1aTy
YTBCPKACHUA JOKYMCHTA.

TekcT ToOKyMEHTa MOKET COACpPKaTh pa3eibl, MOAPA3AeIbl, MYHKTbI, HOMYHKTHI,
HyMepyeMble apabckumu 1udpamu. YpoBHEH pyOpHUKaIlK TEKCTa HE TOJDKHO OBITh

OoJee yeThIpex.

B mpukazax TekcT n3naraeTcsi OT MepBOTo JUIa €AMHCTBEHHOTO Yrncia ("'mpukaspiBarn').



B noxyMeHTax KoIernaibHBIX U COBEIIATENbHBIX OPraHOB TEKCT U3JIaraeTcs OT
TPETHEro JUIla €AMHCTBEHHOTO Yucia (""KoJUIerus... moctaHoByset", ""coOpanue. ..
permio”).

TekcT npoTokoia u3naraercs OT TPEThETO JIMIa MHOKECTBEHHOI0 uncia ("'cirymanu",
"BpicTynun", "mocranoBuin", "pemmian').

B nmokyMmeHTax, yCTaHaBIMBAIOIINX MPaBa U 00S3aHHOCTH OpTraHU3aIui, UX
CTPYKTYPHBIX TOJIpa3AeseHul (MoI0KEeHHEe, UHCTPYKIHS ), & TAKKE COACPKAIIUX
OIHMCaHUE CUTYAINi, aHanu3 ()aKTOB WX BBIBOJIBI (KT, CIIpaBKa), UCTIOIb3yeTcs (hopma
W3JI0’KEHUS TEKCTa OT TPETHEro JIMIA AMHCTBEHHOTO MJIM MHOKECTBEHHOTO YHcia
("otmen ocymiecTBisier GyHKIUU...", "B COCTAaB yIpaBlIeHUs BXOIAT...", "KOMUCCHS
MpoBeEIa MPOBEPKY...").

B coBMecTHBIX JOKyMEHTaX TEKCT M3JIaraeTcsi OT MEPBOTO JIHIA MHOYKECTBEHHOTO YHCIIa
("mpuxaspiBaem", "permmnan").

B nenoBbix (ciry’keOHBIX ) MUCbMAX HCIIONB3YIOTCS (POPMBI U3IT0KECHUS

- OT IIEPBOTO JIMIIa MHOYKECTBEHHOT0 uncia ("poCHM HampaBHTh...", "IpeACTaBIsIeM Ha
paccMmoTpenue...");

- OT TPETHETO JIMIIA €IMHCTBEHHOTO uncia ("MUHHCTEPCTBO HE BO3paxkaer...", "001ecTBo
CUHMTAaeT BO3MOKHBIM...");
- OT TIEPBOTO JIMIIA €IMHCTBEHHOTO uncia ("'cuuTtaro HeoOXoauMBbIM...", "ipeaiaraio

paCCMOTpeTL..."), €CJIM ITUCBbMO Oq)OpMJ'IeHO Ha JOJZKHOCTHOM Onanke.

B TekcTax 10KyMEHTOB yNOTPEOISIOTCS TOJIBKO OOLIETPUHATHIE a00peBHaTyphl U
rpaduyecKkue COKpaIieHus..

[Ipu ynorpeOnaeHuu B TekcTe (haMuiInil IUI HHULMAJIB] YKa3bIBAIOTCS Tocie GaMUINU.
B nenoBbIX (ciykeOHBIX) MUCbMaX MOT'YT HCHOJIb30BATHCS:

- BCTYIUTENIbHOE O0palleHue:

VYBaxaewmslii rocnioguH IIpencenarens!

YBaxaemslit rocniouH ['yOepHarop!

YBaxkaemslii rocriogus IIpoxopos!

YBakaeMast rocrioxa 3axapona!

VYBaxkaemblii Hukomnaii [lerpoBuy!



VBaxaemas Onsra Hukosmaesua!l
VBaxkaemsble rocroaal

B O6paH_[€HI/II/I 10 JOJPKHOCTH HAMMCHOBAHUE JOJDKHOCTH ITHUIIIETCA C HpOHHCHOfI 6YKBBI,
B 06paLueH1/m 1o q)aMI/IJII/II/I HHULIKAJIBI JIMIIAa HC YKAa3bIBAIOTCH.

- 3aKJIFOYUTEIIbHAS ATUKETHAs (pa3za:

C yBaxkeHueM, ...

5.19 OTMeTKa 0 MPUIIOKEHUH COACPIKUT CBEJICHUS O JOKYMEHTE (JOKYMEHTaX ),
MpuIaraéMoM K OCHOBHOMY JIOKYMEHTY (B CONPOBOJAUTENIbHBIX MUChbMaX, MPETEH3USIX,
aKTax, CIpaBKax U JpYrux MHGOPMAIMOHHO-CIPABOYHBIX JOKYMEHTAaX) UM O TOM, UYTO
JIOKYMEHT SIBJISIETCSI TPUIJIOKEHUEM K OCHOBHOMY JIOKYMEHTY (B IOKYMEHTAX -
MIPUJIOKEHUAX K PACTIOPSTUTEIBHBIM TOKYMEHTaM, TIOJIOKEHUSIM, TIPaBUIIaM,
WHCTPYKIUSAM, TOTOBOPaM, IJIaHaM, OTYETaM U JIp. TOKYMEHTaM).

B comnpoBouTENBHBIX MUCEMAaX B IPYTUX WHPOPMAITMOHHO-CIIPABOYHBIX JJOKYMEHTAaX
OTMETKA O MPUIOKEHUH 0POPMIISIETCS IO TEKCTOM OT T'PaHUIIbI JIEBOTO MOJIs
CIIeTyIOIUM 00pa3oMm:

- €CJIM NPUJIOKEHHE HAa3BaHO B TEKCTE:

[Ipunoxenue: Ha 2 1. B 1 7K3.

- €CIIM IPUJIOKEHNE HE HA3BaHO B TEKCTE WM €CIIU MPWIOKEHUN HECKOJIBKO, YKa3bIBAIOT
Ha3BaHUA JOKYMEHTOB-TIPUIOKEHUH, KOJIMYECTBO JIMCTOB U SK3EMILISIPOB KaXO0TO

MIPUITOKCHUSA:

Mpunoxenue: 1. lNonoxeHue o6 YnpaBNeHMM PErMOHANBHOINO KpPEeAMTOBAHMA Ha
S n. B 1 2ks.
2. CnpaBka O KagpoBOM COCTaBe YNpaBJIEHUS pPerMOHaNbHONO
KpPenMTOBAHMA Ha 2 JN. B 1 3K3.

- €CJIM IpUJIoKeHue (MIPUII0KEHUS) COPOIIIOPOBAHBI:
IIpunoxenue:
otuet 0 HUP B 2 k3.

- €CJIM IOKYMEHT, SIBJISIOUIUIICS MPUIIOKEHUEM, UMEET NMPUIIOKEHHSI C CAMOCTOSITEIbHON
HyMepaluei cTpaHuLl;:

[Ipunoxenue:

nuceMo Pocapxusa ot 05.06.2015 Ne 02-6/172 v npuiokeHus K HeMy, BCEro Ha 5 J1.



- €CJIM MPUJIOKEHHUEM SIBIISIETCS 000COOJICHHBIN AJICKTPOHHBIA HOCHTEh (KOMITAKT-TUCK,
usb-duem-HaKomUTeIb U Ap.):

[Tpunoxenue:
CD B 1 k3.

[Ipu 3TOM Ha BKIIabIlIE (KOHBEPTE), B KOTOPBIH NOMEILAETCSI HOCUTEIb, YKa3bIBAIOTCS
HaUMEHOBAaHUA JOKYMEHTOB, 3alIMCaHHbIX HA HOCUTEJIb, UMEHA (ailsioB.

B pacniopsauTenbHbIX JOKyMEHTax (IIOCTaHOBJIECHUSX, PEIIEHUX, IPUKa3ax,
pacnopsKeHUsIX ), T0Or0BOpax, MOJI0KEHUSAX, IPaBUIIaX, MHCTPYKIMSX U APYTUX
JOKYMEHTaX OTMETKa O IPUII0KEHUU 0(OPMIIETCS CIEIYIOIUM 00pa3oM:

- B TEKCTE JJOKYMEHTa IPU TIEPBOM YIIOMHHAHUH TOKYMEHTA-IIPUIIOKEHHS B CKOOKax
yKa3bIBaETCH: ... (IPUIOKEHUE) UIH ... (IpuiIoKkeHue 1); nepes HoMepoM MPUIIOKEHUS
JIOIYCKAeTCsl CTaBUTh 3HAK HOMeEpa: ... (IpriioxkeHue Ne 2);

- Ha TIEPBOM JIMCTE JOKYMEHTA-TIPUIIOKEHHS B IPABOM BEPXHEM YTJIy YKa3bIBACTCS:
[Ipunoxenne Ne 2

k npukaszy AO "IIpodumns"

ot 15.08.2015 Ne 112.

CTpokH pekBU3UTa BBIPABHUBAIOTCS 110 JIEBOMY KPAK0 WM LIEHTPUPYIOTCS OTHOCUTEIIBHO
CaMOi INIMHHOM CTPOKH.

Ecnn npuinoxxeHrem K pacopsauTeIbHOMY JOKYMEHTY ABJISETCS HOPMAaTUBHBIN
IIPAaBOBOM aKT MJIM MHOW JTOKYMEHT, YTBEPKIAEMBII JTAHHBIM PACIIOPSIAUTEIbHBIM
JOKYMEHTOM, Ha [IEPBOM JIUCTE NPUIIOKEHUS IIPOCTABIIAETCSA OTMETKA O NPUIIOKEHUU
(0e3 cchUIKM Ha pacropsiIMTENbHbBIN TOKYMEHT) U TpU(Q YTBEPKJIEHUS, B KOTOPOM
YKa3bIBAKOTCS JAHHBIE PACIIOPSAAUTEIBHOIO JOKYMEHTa, KOTOPBIM YTBEPXKIEH JOKYMEHT-
MIPUIIOKEHUE.

[Tpumep -
[Tpunoxenue 1
YTBEPXIEHO

npukazoM AO "IIpoduis'

ot 18.05.2015 Ne 67



5.20 I'puc cormacoBanust JOKYMEHTA MPOCTABISETCS HA IOKYMEHTAaX, COTJIACOBAHHBIX
OpraHaMi BJIaCTH, OpraHU3aIUSAMU, TOJDKHOCTHRIMU Jullamu. ['pud cornacoBanus B
3aBHCHUMOCTH OT BHJIA IOKYMEHTa U OCOOCHHOCTEH ero 0(hOpMIICHUSI MOXKET
MIPOCTABJIATHCS:

- Ha IIEPBOM JIMCTE JOKYMEHTA (€C/IM JOKYMEHT UMEET TUTYJIbHBIH JIUCT, - HA TUTYJIbBHOM
JMCTE) B JIEBOM BEPXHEM YIIIy Ha yPOBHE rpHuda yTBEp KACHHUS WIH 0] HAUMEHOBaHUEM
JIOKyMEHTA OJIMKEe K HIPKHEMY TI0JIIO);

- Ha IIOCJIEZIHEM JIUCTE JOKYMEHTA I10]] TEKCTOM;

- Ha JINCTE COIJIACOBAHUs, SIBJISIOLIEMCSI HEOThEMIIEMON YacThIO IOKYMEHTA.

I'pud cornmacosanus cocrout u3 cimoa COI'JTACOBAHO, momkHOCTH JIHIIa, KOTOPBIM
COTJIACOBaH JIOKYMEHT (BKJIIOUasi HAMMEHOBAHHUE OPTaHHU3AIMH ), €0 COOCTBEHHOPYYHOU
MTOJINMCH, HHHUITUAJIOB, (DaMUITNH, TAThI COTIIACOBAHUSI.

IIpumep -

COI'JTACOBAHO

Hupextop BHUMJIAJ]

(monmucek) N.0. Gamumnus

[Hara

Ecnu cornacoBanue ocymiecTBIsSeTCs KOJUIETHANIbHBIM OPraHOM, B TpU(E COrIaCOBaHMS
YKa3bIBalOT CBEJICHUS 00 OpraHe, COrjiacoBaBIIeM JJOKYMEHT, AaTe€ U HOMEpe MPOTOKOIIA,
B KOTOpOM 3adUKCUPOBAHO pelieHue o cornacoBanuu. Eciu cornacoBanue
OCYILIECTBIISIETCS MMCbMOM, YKa3bIBalOT BUJ JOKYMEHTA, OPraHU3allHIo - aBTOpa
JOKYMEHTa, 1aTy U HOMEp MHUChMa.

ITpumepsl

1 COI'NJTACOBAHO

CoBeToM IUpPEKTOPOB

AO "IIpodup"

(mpoTokoI OT Ne )

2 COI'JTACOBAHO

IIMCbMOM PocapXHBa



oT Ne

5.21 Bu3za cBUAETENBCTBYET O COMIACHH HJIM HECOTJIACUU JOJIKHOCTHOTO JIUIIA
(paboTHHUKA) C conep kaHUEM ITPOEKTa TIOKyMeHTa. Bu3oit opopmisieTcss BHyTpeHHEE
COTrJIacOBaHUE JOKYMEHTA. BH3a BKIIOYAET TOKHOCTD JIMLA, BUBHPYIOLIETO JOKYMEHT,
MOAMKCH, pacu(GPOBKY MOANMKUCH (MHUIMAIIBI, (aMUIIMIO) U 1aTy BUSUPOBAHMS.
ITpumep -

PykoBoauTens ropuan4eckoro otaena

Ioanuce N.0. Gamunus

Hara

[Tpu Hanuuuu 3aMeyaHuil K JOKYMEHTY BU3Y O(DOPMIISIOT CIEeIYIOIINM 00pazom:
ITpumep -

3ameuyaHusl IPUIIAratoTCsl.

PykoBoauTens 1opuan4ecKoro oTaena

Ilomgnuce U.0. ®amunus

ara

B opranuzanusx, IpUMEHSIOIUX CUCTEMBI JIEKTPOHHOIO JOKYMEHT0000pOoTa,
COTJIACOBAHUE MOXKET MPOBOIUTHCS B 3JIEKTPOHHOM popme, cornacHo 'OCT P NCO
15489-1.

B noxymMmeHTax, MOATMHHUKN KOTOPBIX XPAHSITCS B OpraHU3allii, BU3bl IPOCTABISAIOT Ha
MOCJIeTHEM JIMCTE TOKYMEHTA 10/ HOAMKIChI0, Ha 000pOTe MOCIEHETo JIUCTa
MOJJIMHHUKA JIOKYMEHTA WJIN Ha JIUCTE COTIacoBaHus (BU3MPOBAHMUS ), IPUIAraeMOM K
JOKYMEHTY.

B ucxoasmux JAOKYMCHTAX BU3bI IPOCTABIIAOTCA HA DK3CMILIAPAX JOKYMCHTOB,
IIOMCIIAEMBIX B JICJIO.

Ilo YCMOTPCHHUIO OpraHUu3allui MOXKET NPUMCHATHCS IMOJIUCTHOC BUSUPOBAHNC
JOKYMCHTA U €T0 HpHJ’IO)KCHPIfI.

5.22 Iloanucek BKIIIOYAET: HAMMEHOBAHNE NOJDKHOCTH JIMIIA, TOAIIMCHIBAIOIIETO
JIOKYMEHT, €r0 COOCTBEHHOPYYHYIO MOJIIMHUCH, PACIIH(PPOBKY HOITUCH (MHUIIUABI,
bamunus).



MpuMep -
T'eHepaJbHE OUPERTOD [Mopnuce M.0. damMunmda

Ecnu noxymeHT odopmileH He Ha O1aHKe, B HAUMEHOBAaHHUE JJOJDKHOCTU BKITFOUACTCS
HaMMEHOBaHME opraHu3aiuu. Jlomyckaercs HEHTPOBAaTh HAUMEHOBAHUE JIOJDKHOCTH
JM1a, MOANKUCABIIETO JOKYMEHT, OTHOCUTEIBHO CAaMOM JAJIMHHOM CTPOKH.

MpumMep -
T'eHEpAJBHE JUPEKTOP
AO "Tpoduns " Mognuce M.O. damMmnmna

HpI/I O(l)OpMJ'IeHI/II/I JOKYMCHTA Ha OnaHKe JOJDKHOCTHOI'O JIMa JOJIPKHOCTB 3TOI'O JIMIIA B
IOATIMCHU HC YKAa3bIBACTCA.

[pumMep - Mognuce M.O0. daMuIma

HpI/I MNoANMUCaHUN JOKYMCHTA HECKOJIbKMMHU JOJDKHOCTHBIMU JIMIIAMU, 3aHUMAar0OIIUMHU
Pa3HOC IIOJIOKCHUEC, UX IMMOAIKMCHU PACIIOIararoTCAa OJHa 101 z[pyroﬁ B
IOCICI0BAaTCIBHOCTH, COOTBeTCTBYIOHIGﬁ HCPpaAPXUHU 3aHNMACMBIX l[OJDKHOCTGfI.

IpuMep -
JUperTop MHCTUTYTA Mognuce M.O. damMmMnmua
TUapHElT Oyxranrep [ognuce M.0. daMMImua

HpI/I noANMUCaHNN JOKYMCHTA HECKOJIBKUMU JIMIIAMU PaBHBIX I[OH)I(HOCTCﬁ HUX IIOAIINCHU
pacnojrararoTcsa Ha OJHOM YPOBHC.

MpuMep -
BaMecTUTEeNb OUPEKTOpa MO OMHAHCOBHEM BONpPOCAM Mognuck M.O. damunnsa
BaMecTHTEeN: OMPEKTOpa MO agMMHMCTPaTMBHEM Bonpocam loamuck M.O. damunns

B JOKYMCHTAX, COCTaBJICHHBIX KOMI/ICCI/ICI\/’I, B IIOATIMCHU YKa3bIBACTCA CTATYC JIMIA B
COCTaB€ KOMUCCHHMU.

MpuMmep -

[pegcegaTesbk KOMMCCHM Mognuce M.0O. daMuiamna

UJIeHE KOMMCCHM TMognuce M.O. daMmMama
MMognuce M.0O. daMuamnda
Moonuce M.O. damMunmd

[Tpu moanricaHuM TOKYMEHTA JIUIIOM, UCTIOHSIONINM O0S3aHHOCTH PYKOBOIHTEIIS,
MOJIIUCh OPOPMIISETCS C YKa3aHUEM cTaTyca JIOJHKHOCTHOTO JIMIA B COOTBETCTBHUH C
MIPUKA30M (pacropsKEHUEM ).

Mpumep -
M.0. reHepanbHONO AMpeKrTOopa Iloamuch M.0. dammnmsa
WMITN

McnonHaomuit 06a3aHHOCTH
NeHepallbHOI'O OUpeKkTopa NMognMuce M.O. daMunma



[Ipu noanurcanum 1OKyMEHTa JUIOM, UMEIOIIUM IIPABO MOJIUCH B CI1y4yae BPEMEHHOTO
OTCYTCTBHUSI pyKOBOJUTEIS, UCIIPABIICHUSI B HANMEHOBAaHUE JI0JDKHOCTH U pacInpoBKy
(bamMuIuM y)xe MOArOTOBJICHHOTO U COrJIACOBAaHHOTO MPOEKTA JOKYMEHTA BHOCSATCS OT
PYKH WU C HCTIOJIb30BAaHUEM COOTBETCTBYIOIIMX IITaMIoB. He nomyckaercsi cTaBUTh
KOCYIO 4epTy, HAAMKUCh "3a" nepe; HAMMEHOBAHUEM JTOJDKHOCTH JIMIIA B TIOJIUCH, €CITH
JOKYMEHT MOJIUCHIBAET HHOE JOIKHOCTHOE JIHIIO.

5.23 OrmeTtka 00 37EKTPOHHOM MOIMUCH UCIIOJIBb3YETCs MPU BU3yaTTU3aI[uu
3JIEKTPOHHOTO JTOKYMEHTA, ITOIMUCAHHOTO JIEKTPOHHON MOIHCHI0, C COOITI0IEHUEM
CJIEYIOIUX TPEeOOBaHUM:

a) MECTO pa3MeIIeHUs] OTMETKH 00 3JIEKTPOHHOM IMOANUCH JTOJIKHBI COOTBETCTBOBATh
MECTy pa3MeIeHHss COOCTBEHHOPYYHOH MOINCH B aHAJTOTHYHOM JOKYMEHTE Ha
OyMa)KHOM HOCHUTEIIE;

0) 2JIEMEHTBI OTMETKH 00 3JIEKTPOHHOU MOANKCH JOKHBI OBITh BUAUMBIMU H
YUTAEMbIMH MPU 0OTOOPAKEHUH TOKYMEHTA B HATYPaJbHOM pa3Mepe;

B) DJIEMEHTHI OTMETKH 00 3JIEKTPOHHOM MOJAINUCH HE JOJKHBI IEPEKPHIBATHCS WIIN
HAKJIaJbIBAaThCS APYT HA APYra;

T') SJIEMEHTHI OTMETKHU 00 3JIEKTPOHHOM MOMICH HE JIOJKHBI IEPEKPBIBATH AIEMEHTHI
TEKCTa JIOKYMEHTa U JPYTUe OTMETKHU 00 3JIEKTPOHHOU MOAMKCH (MIPU HATHYUH).

OtMmeTKka 00 3JIEKTPOHHOM MOJIMKUCH B COOTBETCTBUHU € 3aKOHOIaTeIbCTBOM Poccuiickoit
®enepanun BitoyaeT ¢ppasy "JloKyMeHT NOJAMKMCaH 3JIEKTPOHHOM MOAMUCHI0", HOMEp
cepru(uKara Kjiroya 3JeKTPOHHOMN noAnucH, (paMuinio, UMs, OTYECTBO BIIaAEbIa
cepTH(HKaTa, CPOK JIeHCTBUS cepTUUKATA KIF0YA JIEKTPOHHON noanucu. OTmeTka 06
AJIEKTPOHHON MOJIUCU MOXET BKJIIOYATh N300pakeHue repOa, 3MOIeMbl OpraHa BjIacTu
(opranu3anun), TOBapHOTO 3HaKa (3HaKa 0OCITY)KHBaHUS) OPTraHU3aLUU B COOTBETCTBUU C
JEHCTBYIOINUM 3aKOHOIATEIbCTBOM.

IMbne- IOOKYMEHT TMONIMUCAH
Ma SNEKTPOHHON MOAMMUCHED
HauMeHOBaHue | opraHa
AOOJXHOCTH | BJllac™ H.H. Huronaes

Ceprudurar lalllaaa000000000011
Bnageney Huronaeep Hukonai HMronaeBuu
ledicreurenes ¢ 01.12.2012 mo 01.12.2017

5.24 TleuaTp 3aBepsAeT NOMIUHHOCTD MOANUCH JOJKHOCTHOTO JIMIA HAa TOKYMEHTaX,
yIIOCTOBEPSIOIIUX MIpaBa JIUIl, PUKCUPYIOMNX (DAKTHI, CBI3aHHBIE C (PUHAHCOBBIMHU
CpPEeACTBAMH, a TAK)KE Ha MHBIX TOKYMEHTAaX, IPEAyCMaTPUBAOIIUX 3aBEPEHUE MTOMUCH
I€YaThi0 B COOTBETCTBHUM C 3aKOHOAATENBCTBOM Pocculickon denepauuu.



I[OKYMQHTBI 3aBCPAIOT ICUATHIO OpTaHU3allN. ITeuaTn IIPOCTABJIACTCS, HC 3aXBaThIBAsA
COOCTBEHHOPYYHOM IOJITHACH JIUIIA, TOIACABIIEI0 JOKYMEHT, UIIU B MECTE,
o6o3nauennom "MII" ("Mecto neuatu").

5.25 OtMmeTKa 00 UCTIOTHUTENE BKITFOYAeT (PaMHUITUIO, UMSI M OTYECTBO UCTIOTHHUTETIS,
HOoMep ero Tenedona. OTMeTKa 00 UCTIOTHUTEIIE MOYKET JIOTIOTHATHCS HAMMEHOBAHUEM
JOJDKHOCTH, CprKTypHOFO HO[[pﬁBI[CJICHI/ISI nu 3JICKTpOHHbIM aﬂpeCOM HUCIIOJTHUTCIIA.

Otmetka 00 ucnonHuTene oGopMIIsSeTcs Ha JTUIEBOM CTOPOHE MOCJIETHETO JINCTA
JOKYMEHTA OT TPAHUIIBI JICBOTO IMOJIS UJIH, IPH OTCYTCTBUU MECTA, - HA 00OPOTHOM
cTopoHe BHU3Y cieBa. Hampumep: 3a6enun MBan AnnpeeBud, KonTponasHoe
yIpaBJIcHUE, BEAYIIUN CrienuanucTt, +7(495) 924-45-67, Zabelin@gov.ru

OTmeTKa 00 UCTIOTHUTENIE MOKET OPOPMIISATHCS KaK HUKHHUM KOJIOHTUTYJ U I1eYaTaTbCs
HIpU(GTOM MEHBLIETO pa3Mepa.

5.26 OTmeTKa 0 3aBepeHUU KoUK 0hOpMIISIETCS ISl TOATBEPKICHHS COOTBETCTBUSA
KOITWH JIOKYMEHTA (BBIMMCKYU U3 JOKYMEHTA) NOUTMHHKUKY JOKyMeHTa. OTMeTKa O
3aBEpEHUU KOMHH MIPOCTABISAETCS MO PEKBU3UTOM "TIOAMKCH" ¥ BKIIOYAET: CJIOBO
"Bepno"; HauMeHOBaHKE JOJDKHOCTH JIUIIA, 3aBEPUBIIETO KOMUIO; €T0O
COOCTBEHHOPYUYHYIO MOIUCH; pacCIIU(PPOBKY HOIMUCH (MHUIUANBI, (aMHUITUIO); ATy
3aBepeHUs KOIUM (BBIIUCKU U3 JOKYMEHTA).

[pumMep -

BepHO

MHCHerTOop CayxOH Ragpop Mognuchk M.0. damMuamnsa
laTa

Ecnu komus BbinaeTcs As NpeaCTaBICHUsS B PYTYIO OPraHU3aIfio, OTMETKA O
3aBEPEHUU KOTIHMH JIOTIOTHICTCS HAIIMICHIO0 O MECTE XPAHCHUS JOKYMEHTA, C KOTOPOTO
Obu1a n3rotopneHa komus ("[loATMHHUK TOKYMEHTa HAXOAUTCS B (HAMMEHOBaHUE
opranu3amum) B nene Ne ... 3a ... roa") v 3aBepsieTCs MeYaThi0 OPraHU3alnH.

I[J'ISI MMPOCTaBJICHUSA OTMETKHU O 3aBCPCHUHN KOIINU MOXKET UCIIOJIb30BATHCA HITAMII.

5.27 OTMmeTKa 0 MOCTYIUIEHUH JJOKYMEHTA CIYKUT JJIs HOATBEpKAeHus (hakTa
MIOCTYIUIEHUS JOKYMEHTA B OPTaHU3ALMIO U BKJIFOYAET ATy MOCTYIIJIEHUS U BXOASAIIUN
perucTpalMoHHbI HOMep JoKyMeHTa. [Ipr HeoOX0IMMOCTH OTMETKA O MOCTYINIEHUU
MOJKET JIOTIOJIHATHCS YKa3aHHUEeM BPEMEHH MOCTYIUIEHHS B Yacax U MUHYTax U crocoba
JIOCTaBKH JIOKYMEHTA.

OTMeTKa 0 OCTYIIJIEHUU JOKYMEHTa MOKET MPOCTABIISTHCS C MOMOUIBIO IITAMIIA.
5.28 Pe3ontonus cOAEPKUT yKa3aHUE MO UCIIOTHEHUIO JOKyMeHTa. Pe3omtonus

odopmIIsieTcss Ha CBOOOTHOM MecTe pabodero moJist TOKyMeHTa, Ha OJJaHKe Pe30JTIOIHH
WJIM BHOCUTCSI HETIOCPEICTBEHHO B CUCTEMY AJIEKTPOHHOTO TOKYMEHTO000pOTA.



Pe3omronus BkItouaeT: paMuinio, MHUIHAIBI UCIIOHUTENS (MCIIOTHUTENEH ), TOpydeHne
0 IOKYMEHTY, TP HEOOXOAUMOCTH - CPOK UCIIOJIHEHUS, TIOIHUCH JIUIA, BBIHECIIETO
PE30ITIOLNIO, 1aTy PE3OJIIOLIUN.

ITpumep -

®amumus N.0.

[Ipomy moaroroButh npemyoxenus k 10.11.2016.

Tloamuce

[ara

5.29 OTmeTKa 0 KOHTpPOJIE CBUIETENILCTBYET O IOCTAHOBKE JOKYMEHTA Ha KOHTPOJIb,
npocrasisiercs mwraMnoM "KoHTposs'" Ha BEpXHEM I10J1€ TOKYMEHTA.

5.30 OtMmeTKa 0 HanpaBJIEeHUH JOKYMEHTA B JIEJI0 OIIpeeIisieT MECTO XpaHEeHUs
JOKYMEHTa TI0CJIe 3aBepIIeHHs paboThI ¢ HUM U BKJIO4aeT: ciosa "B nemo", nHaexc nemna
110 HOMEHKJIaType JIeJl, B KOTOPOE IOMEeNIaeTcs JOKYMEHT Ha XpaHEeHHUe, C yKa3aHueM
roja, JOJDKHOCTH JIUIA, O(OPMHUBIIETO OTMETKY, TIOIIIHICH, 1aTHI.

MpuMep -
B geno N 01-18 =a 2016 p.

3ap. OTHENOM KOPINOPATHMBHHEX IPOEKTOB
[Tonnuceb lara

OtMmeTKa o HaIpaBJICHUU JOKYMCHTA B ACJI0 MOXKCET JOIMOJIHATECA KPATKUMU CBCACHUAMU
0 XapaKTepeC UCITOJIHCHUSA JOKYMCHTA.

6 brianku TOKyMEHTOB

6.1 lns u3rorosneHus 61aHKOB JokyMeHTOB, coriacHo ['OCT P 7.0.8, nucnonb3yercs
oymara opmatoB A4 (210 x 297 mm), AS (148 x 210 Mm); 17151 UBTOTOBJICHHS OJIAHKOB
pe3ounonuii ucronb3yetcs Oymara gopmaroB AS (148 x 210 mm), A6 (105 x 148).

Kaxnpiit nmuct qokymenTa, opopMieHHBIN Ha OJaHKe WK 03 Hero, TOJIKEeH UMETh MOoJIs
HE MEHee:

20 MM - JIEBOE;
10 mM™ - paBoe;

20 MM - BepxHee;



20 MM - HI)KHEE.

JIoKyMeHTBI JUITeNbHBIX (CBbIlIe 10 J1eT) CPOKOB XpaHEHUS 10JIKHBI UMETH JIEBOE 110J1€
He MeHee 30 MM.

6.2 Opranu3aiyy UCTONb3YIOT OJaHKH JOKYMEHTOB, U3TOTOBJIEHHBIE HA OYMa)KHOM
HocuTene (OJIaHKU JOKYMEHTOB (e/iepabHbIX OPraHOB rOCYAapCTBEHHOM BIACTH C
BocnpousseeHueM I'ocynapctBenHoro repba Poccuiickoii @enepanuu
M3TOTABIMBAIOTCS MOMUTPAGUUSCKUMU MPEIIPUATUIMEI, UMEIOLIMMHI CEPTUPHUKATHI O
HAIMYUH TEXHUYECKUX U TEXHOJIOTMYECKHX BO3MOKHOCTEH JIJIsl KAUECTBEHHOTO
M3TOTOBJICHHS YKa3aHHOTO BH/A MIPOXYKIIMH ) W/HITH JIEKTPOHHBIE Ma0IOHbI OJIAHKOB.
bnanku Ha OyMa)>KHOM HOCHUTENIE U AJIEKTPOHHBIE MAOIOHBI OJIAHKOB JIOJKHBI OBITH
UJICHTHYHBI [10 COCTAaBY PEKBH3HUTOB, MOPSAIKY MX PACIIOJIOKEHUS, TApHUTYPaM MpUQTa.

bnanku AOKYMCHTOB Ha 6YM8.)KHOM HOCHUTCJIC H DJICKTPOHHBIC 11a0JIOHBI OJJaHKOB
MU3TO0TaBJIMBAIOTCA HA OCHOBaAHHWH MAaKETOB 6HaHKOB, YTBCPIKAACMBIX PYKOBOAUTCIIEM

OopraHu3aluu.

bnanku AOKYMCHTOB CJICAYCT U3rOTABJINBATH HA Genoit 6yMare U1 6YM8.F€ CBCTJIBIX
TOHOB.

3J'IeKTp0HHBIe 111a0JI0HBI OJIaHKOB JAOKYMCHTOB JOJIKHBI OBITE 3allIUIIICHBI OT
HCCAHKIITUOHUPOBAHHBIX H3MEHCHHIA.

6.3 BiraHKu TOKYMEHTOB 0OPMIISIFOTCSI B cCOOTBeTCTBUU C [Ipuioxkenuem b.
OpHeHTHPOBOYHBIE TPAHUIIBI 30H PACIIONIOKEHUS PEKBU3UTOB 0003HAYECHBI ITYHKTHPOM.

Ka>1<)1a$1 30Ha oNpeAcCIaCTCsA COBOKYITHOCTBIO BXOAAINX B HEC PCKBU3HUTOB.

6.4 B 3aBUCUMOCTH OT pacroJIOKEHUSI PEKBU3UTOB YCTaHABIMBACTCA 1B BapHAHTA
0J1aHKOB - yrioBoi (pucyHok b.1) u npononbubli (pucyHok b.2).

6.5 PexBusutsl 01, 02, 03 pacriosaratoTcsi Ha BEpXHEM I10JI€ JOKYMEHTA HaJl PEKBU3ZUTOM
05 o cepenuHe 30HBI, 3aHATON 3TUM PEKBU3UTOM.

PexBusnt 03 MokeT pacnosiaratbcs cieBa Ha ypoBHE pekBusuta 05.

PexBusutsr 05, 06, 07, 08, 09, 13, orpaHuduTeIbHBIE OTMETKH T pekBu3uToB 10, 11, 12
B IIpejieax TPaHuI] 30H PACIOI0KEHHUS PEKBU3UTOB Pa3MEIIAt0TCs OJHUM U3 CIIOCO0O0B:

- LIEHTPOBAHHBIM (HAa4YaJI0 U KOHEL[ KaX/10i CTPOKH PEKBU3UTOB PABHO YAAJIEHBI OT
IPaHUIl 30HbI PACTIONOKEHHS PEKBU3UTOB);

- raroBeIM (Kaxaasi CTpOKAa PEKBU3UTOB HAYMHAETCS OT JIEBOW TPAHUIIBI 30HBI
PacIoJIOKEHUsI PEKBU3UTOB).

6.6 YcTaHaBIMBAIOTCS CJIETYIOIINE BUbI OJIaHKOB JJOKYMEHTOB OpraHU3aluu:



- 00wt OJIaHK;
- OJIaHK MHChMA;
- 0JIaHK KOHKPETHOI'O BH/Ia JOKYMEHTA.

HopMaTuBHBIMY IPaBOBBIMU aKTaMU OPIaHU3ALMK YCTAHABIUBAIOTCS BUJBI
MPUMEHSEMBIX OJIAaHKOB U UX Pa3HOBUAHOCTH (OJaHK MUChMa CTPYKTYPHOTO
1oJipa3ienenus, OJaHK MUCbMa JOJKHOCTHOTO JIMLA, OJIaHK ITpHUKa3a, OJaHK
pacrniopsbkeHus, 6JaHK MPOTOKOJIA U Ap.).

OO6pa31pl 6JaHKOB JJOKYMEHTOB IPUBEIEHBI B IPUIIOKEHUH b.

6.7 O0muit 01aHK UCIIOIB3YETCS ISl U3TOTOBJICHUS JIIOOBIX BUIOB JOKYMEHTOB, KPOME
JIEI0BOTO (CIy>KeOHOTO) MUChMA.

OOmuit 6;1aHK B 3aBUCUMOCTH OT YUPEIUTENbHBIX JOKYMEHTOB OpraHUu3aluu U
JIOKaJIbHBIX HOPMATUBHBIX akTOB BKJtoUaeT pekBu3uThl 01 (02 uimum 03), 05, 06, 07, 13 u
OTrpaHUYHUTENIbHBIC OTMETKHU s pekBuzuToB 10, 11, 16, 17.

briank nuceMa B 3aBUCHMOCTH OT YUPEIUTEIbHBIX JOKYMEHTOB OPTaHU3alluU U
JIOKaJbHBIX HOPMATUBHBIX akTOB BKJItoYaeT pekBU3uThI 01 (02 uiu 03), 05, 08,
OTpaHUYHUTENIbHBIC OTMETKHU JyIsl pekBu3utoB 10, 11, 12, 15, 17. biank nucema
CTPYKTYPHOTO MOApa3IeJeHHsI TOTOIHUTEIbHO BKIII0OYaeT pekBu3uT 06, OJaHK mrchbma
JOJDKHOCTHOTO JIUIIA - peKBU3UT 7.

biiaHk KOHKpPETHOTO BUJIa JOKYMEHTA, KpOME MHUChMa, B 3aBUCUMOCTHU OT YUPEIUTEIbHBIX
JIOKYMEHTOB OpPraHU3allMH U JIOKAJIHHBIX HOPMATHBHBIX MTPABOBBIX aKTOB BKJIFOUAET
pexkBu3uThl 01 (02 umm 03), 05, 09, 13 u, npu HEOOXOUMOCTH, OTPaHUIUTEIHHBIC
OTMETKH JUIsl TPAHUI 30H pacrojoxkenus pekBuzutos 10, 11, 16, 17. biank KOHKpeTHOTO
BHJIa TOKYMEHTA CTPYKTYPHOTO MOJApa3AeIeHUs JOMOIHUTEIBHO BKIIOYAaeT peKBU3UT 06,
0JIaHK JOJKHOCTHOTO JIUIA - peKBU3UT 07.

6.8 B opranax Biactu u opranuzanusx cyobektos Poccuiickoit denepanun,
HCIIOJIB3YIOUINX Hapsy C PyCCKUM S3BIKOM KaK TOCYJapCTBEHHBIM A3bIKOM Poccuiickoit
®denepaniv rocy1apCTBEHHBIN S3bIK (TOCYJapCTBEHHBIE SI3bIKK) PECIYOJIMK B COCTaBe
Poccuiickoit @enepaninu, HCHOIB3YIOTCS OJAHKH TOKYMEHTOB Ha PYCCKOM S3BIKE U
roCy/1IapCTBEHHOM SI3bIKE (S13bIKaX) peciyonuk B coctaBe Poccuiickoit denepanuu:
yTJIOBBIE (PEKBU3UTHI OJIaHKA pacroyiaratoTcs Ha OJHOM YPOBHE: Ha PYCCKOM SI3bIKE -
ClIeBa, HA TOCYJJAPCTBEHHOM SI3bIKE (sI3bIKax) pecnyOiunK B coctaBe Poccuiickoii
denepanui - cripaBa) WIK IpOI0JIbHBIE (BCe PEKBU3UTHI OJaHKA HA PYCCKOM S3BIKE -
CBEpPXY, HUXKE - BCE PEKBU3UTHI OJIaHKa Ha FOCYIapCTBEHHOM SI3bIKE (SI3bIKaX) PeCIyOIuK
B coctaBe Poccuiickoit denepanun).

HJ'ISI NEPCIMUCKH C MHOCTPAHHBIMU KOPPCCIIOHACHTAMUA NCIIOJIB3YIOT OJIaHKW Ha JABYX
SA3BbIKaX - PyCCKOM U aHTJIUMCKOM (HpI/IJ'IO)KCHI/IC BS) HJIKM THOM MHOCTPAHHOM A3LIKC.



[Ipunoxxenne A
(cpaBouHoOE)

PacnonoxeHue PEKBU3NTOB Ha TUTYJNIbHOM JINCTE OOKYMEeHTa

HauMeHOBaHMe opraHMsaumnyu
Tpud coryacoBaHua JORYMEHTa T'pud yTBepXRAcHUA NOKYMEHTAa

HauMeHOBaHMEe BUAA AOKYMEHTa
3arofoBOK K TEKCTY

T'pud connacopalMa JNORYMEHTa

MecTO cocTaBJIEeHMA (MSOaHMA) AOKYMEHTa - NOA M3JaHusa HAOKYMEHTa

Pucynok A.1 - PacnosioskeHne peKBU3UTOB Ha TUTYJIBHOM
JMCTE TIOKyMEHTa

[Ipunoxenne b

(cipaBouHOE)
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Pucynok b.1 - Pacnionoxenue peKBU3UTOB U TPAHUIIBI 30H
Ha popmate A4 yrioBoro OaHka
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Pucynok b.2 - PacnionoxeHue peKBU3UTOB U TPAHULIBI 30H
Ha (opmate A4 npoaoapHOTO OJIaHKa

[Tpunoxenue B

(crpaBOUHOE)



O6pa3ubl 651aHKOB AOKYMEHTOB

Pocapxus

denepanbHoe COLXETHOS yUpEXRASHNE
"BCEPOCCUICKUI HayHHO-MCCNENOBATENbCKUIA MHCTUTYT
NOKYMEHTOBEREHMA M apxusHOro pgena”
{BHMMIAL)

Mockea

Pucynox B. 1 - O6paser o61iero 6;1anka opraHU3alum

Pocapxue

dPenepanpHoe COOXETHOR YUpEAKASHME
"BCEpOCCHMUCKUN HaYy4HO-
MCCNEeNoBaTENbCKUA MHCTHTYT
ROKYMEHTOBENEHKA M apxupHOro pena”
(BHMMIAL)

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

N

Ha N oT

Pucynoxk B.2 - O6pa3zer yrioBoro 0j1aHka nuchbmMa OpraHu3aiiuu
Pocapxus

®denepanbHOE OIOHKETHOE YUPEKICHHE
"Bcepoccuiickuii HaydHO-HCCIE10BaTENbCKIUIT HHCTUTYT
JIOKyMEHTOBeIeHus 1 apxuBHoro aena" (BHUWIA/T)

[Tpodcorosnas yi., a. 82, Mocksa, 117393
Ten./daxc (495) 718-78-74 e-mail:mail@vniidad.ru;
http://www.vniidad.ru
OKIIO 02842708; OI'PH 1027700380795;
WHH/KIIIT 7708033140/771001001

No
Ha Ne oT

Pucynok B.3 - OGpazer] npoaoinpHOro 6J1aHKa MUChMa OpTaHu3aluu



Pocapxus

®denepanbHOE OIOIKETHOE YUPEKICHUE
"Bcepoccuiickuii Hay4YHO-HUCCIIEI0BATEILCKUI HHCTUTYT
JIOKYMEHTOBEACHUS U apXUBHOTO Jiesa"
(BHUNOAL)

JUPEKTOP

[Tpodcorosnas yi., 1. 82, Mocksa, 117393
Ten./daxc (495) 718-78-74 e-mail:mail@vniidad.ru;
http://www.vniidad.ru
OKIIO 02842708; OI'PH 1027700380795;
WMHH/KIIIT 7708033140/771001001

Ne
Ha Ne oT

Pucynok B.4 - O0pasen npoaoiabHOro 0s1aHKa MucbMa J0JKHOCTHOT'O JIMLIA
Pocapxus

®DenepaiibHOE OIOJHKETHOE YUPEKIACHHE
"Bcepoccuiickuii Hay4HO-UCCIIE10BATENbCKUI MHCTUTYT
JIOKYMEHTOBEACHUS U apXUBHOTO Jiesa"
(BHUMIOAL)

OTPACJIEBOM LIEHTP ITOBBILIEHU ST KBAJTU®UKAIN

ITpodcoro3nas yi., 1. 82, Mocksa, 117393
Ten./bakc (495) 718-78-74 e-mail:mail@vniidad.ru;
http://www.vniidad.ru
Ten./bakc (495) 718-79-38; e-mail:ocpk@vniidad.ru
OKIIO 02842708; OT'PH 1027700380795;
MHH/KIIIT 7708033140/771001001

Ne
Ha Ne oT

Pucynok B.5 - O6pa3en npo1oapHOro 6JaHKa MUChMa CTPYKTYPHOT'O MOApa3IeNeHHs



Pocapxue

denepanbHOe BOEXETHOE YUPESKASHME
"BCEePOCCHMUCKMI HAYUHO-UCCIEAOBATENLCKUIE MHCTHUTYT
JOKYMEHTOBENSHMA U apxMBHONO gena”
(BHMMIAL)

MPUKAS

Mockea
Pucynox B.6 - Obpa3zer 6;1aHKa KOHKPETHOTO BU/A JOKYMEHTA OpTraHU3aIlin

Pocapxus

®enepanbHoe OOIRETHOE yupesgeHue
"BCEPOCCUHCRUI HAYUHO-UCCNENOBATENbCKUI MHCTUTYT
NORYMEHTOBENEHUA M apxuBHOro pena”
(BHMMOAL)

AUPEKTOP

PACIIOPSTXEHUE

Mocksa

Pucynok B.7 - O6pa3ern 61aHKa KOHKPETHOTO BHA JOKYMEHTA JIOJDKHOCTHOTO JIUIA
Pocapxus

denepanbHOE OHOKETHOE YUpEKICHHUE
"Bcepoccuiickuii HayuHO-HCCIE10BaTENbCKUIT HHCTUTYT
JIOKYMEHTOBE/IEHUS U apXUBHOTO jena"
(BHUMUJAL)

ITpodcorosnas yi., 1. 82, Mocksa, 117393
Ten./bakc (495) 718-78-74 e-mail:mail@vniidad.ru;
http://www.vniidad.ru
OKIIO 02842708; OT'PH 1027700380795;
MHH/KIIIT 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
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Pucynok B.8 - O6pazer npomonbHOro 6j1aHka MuchbMa OpraHu3aliy Ha JBYX SI3bIKaxX
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AOKYMCHTA, OytaHK AOKYMCHTA, pCKBU3UT JOKYMCHTA



