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PerieH3eHTHI: 1011eHT KadeIpbl MEHEKMEHTA, MPEANTPUHUMATEIHCTBA U
skoHOMH4Yeckor O0e3omacHocTH B AIIK, k.3.H. ITonosa 1.B.

[Tporokon Ne 5 3acemanust meroanueckoi komuccun UDVYIIN ot «21» depans
2019 .

CocraButens Oxiamuuk C.A. IlpaBuiaa o¢opmwiieHHsi PEKBU3NTOB
paokymenta mo I'OCT P 7.0.97-2016. Meroauueckue yKa3zaHUs IS
CaMOCTOATENLHON U MPAKTUYECKON pabOoThl MO AUCIHUILUIMHE «J{OKyMEHTHpOBaHUE
YOPaBIECHYECKOW JESTEIbHOCTU» ISl CTyIeHTOB crnenuanbHoctd 38.05.01
«OxoHOMHUYEcKas O6e3omacHocThy. — UpkyTek: Upkytckuit [AY, 2019. — 35 c.
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BBenenue

C 1 mrons 2018 roxa Beenen 'OCT P 7.0.97-2016 «Cucrema cTaHaapToB 10
uHbopMaluy, OHOTMOTEYHOMY U HU3JAaTeNbCcKOMy Jeny. OpraHu3alnuoHHO-
pacniopsauTeabHas JOKyMeHTanus. TpeOoBaHusa K 0(pOPMIICHUIO TOKYMEHTOBY.

Cranmapt  pazpaboran  DemepanbHbIM  OIODKETHBIM  YUPEKICHUEM
«Bcepoccuiickuii Hay4HO-UCCIIEIOBATEIIbCKUM WHCTUTYT JIOKYMEHTOBEICHUS U
apxuBHoro paema" (BHUNAJ]) denepaiibHOTO apXWBHOTO areHTCTBA, BHECEH
TexHnueckum komutTeToM Mo cranaaptusamuu TK 191 "Haydno-texHuueckas
uHdopmanusi, OUOIMOTEYHOE W M3JATEIbCKOE JI€JI0», YTBEPXKIEH U BBEICH B
nericreue [Ipukazom deaepabHOTO areHTCTBA MO TEXHUYECKOMY PETYJIUPOBAHUIO
u metposioruu ot 8 nexadpst 2016 r. N 2004-ct. B3AMEH I'OCT P 6.30-2003.

B nHacTtosimem cranpaprte peann3oBaHbl HOpMbI DenepanbHbIX 3aKOHOB OT 27
utoiis 2006 r. N 149-®3 "O06 unpopmanuuu, HOOPMATUOHHBIX TEXHOJOTUAX U O
3amute uHGopmanuu", ot 22 okTabps 2004 r. N 125-®3 "O6 apxuBHOM Jienie B
Poccuiickoit @enepanun’

[IpaBuna mpuMEHEHUsI HACTOSIIErO CTaHJAAapTa YCTAHOBIICHBI B CTaTbe 26
®enepanbHoro 3akoHa ot 29 wutons 2015 r. N 162-®3 «O cranmapTtuzanuu B
Poccuiickoit ®enepanun». HWHpopmanus 00 U3MEHEHMSIX K HACTOAIIEMY
CTaHJApPTy MYOJIMKYETCS B €XEroJHOM (TI0 COCTOSIHUIO Ha 1 sTHBaps TEKYILETro
roga) wuHbOpMAllMOHHOM  yKazarene  «HanuoHanbHble — CTaHAAPTHDY, a
opUITMATBHBIA TEKCT U3MEHEHUN M MPABOK - B €KEMECSYHOM HH(POPMAIIMOHHOM
ykazatene «HamumoHanbHble cTaHAapTh». B cimydae mepecmoTpa (3aMeHbl) WU
OTMEHBl HACTOSIIIIETO CTAaHJIAapTa COOTBETCTBYIOIIEE YBEJAOMJICHUE OyaeT
OIMyOJIMKOBAHO B OJIIDKAWIlIEeM BBITYCKE €XKEMECSYHOTO HH()OPMAIMOHHOTO
ykazatenss «HamuonaneHbie ctangaptel»y. CooTBeTcTByOIIas WHMOpMaIus,
YBEJIOMJICHUE M TEKCThl pa3MemnaroTcsi B HMHPOPMAIMOHHON CcucTeMe OOIIero
NOJIb30BaHUsI - Ha oduuuagbHoM caidte @enepallbHOrO areHTCTBa 10
TEXHUYECKOMY PETYJIUPOBAHUIO U METPOJIOTUU B ceTu MHTepHeT (WwWWw.gost.ru).

Hacrosmuii CTaHAapT pacupoCTpaHseTCA Ha OpPTraHU3alMOHHO-
pacropsiAuTEIbHbIE JOKYMEHTBHI: YCTaBbl, MOJOXEHUS, MpaBWUila, WHCTPYKILHH,
pErJIaMEHThI, TOCTAHOBJIEHUS, PACIOPSKEHUSI, MPUKA3bl, PEUICHUS, MPOTOKOJIBI,
JIOTOBOPBI, aKThI, MUChbMA, CIPaBKU W Ap. (danee - JTOKYMEHThI), B TOM 4YHCIIE
BitoueHHble B OK 011-93 «OO6miepoccuiickuii kiaccuukaTop yrnpaBieHYECKON
nokymenTauu» (OKVY 1), kmacc 0200000.

Hacrosiimumii cranmgapt onpenenseT cocTaB peKBU3UTOB JIOKYMEHTOB; TIpaBUiia
ux ohopmIICHHS, B TOM YHCJIE C MPUMEHEHHUEM WH(OPMAITMOHHBIX TEXHOJIOTHI;

BUJIbI 6J'IaHKOB, COCTaB PCKBU3UTOB 6HaHKOB, CXCMBI PACIIOJIOKCHUA PCKBU3UTOB
4



Ha JIOKYMEHTE; 00pa3ilbl OJaHKOB; MpaBWja CO37aHUsl JOKYMEHTOB. [lomoxeHus
HACTOSIIIET0 CTaHJapTa paCIpOCTPAHAIOTCS Ha JOKYMEHThI Ha OyMakKHOM U
ANEKTPOHHOM HOCHUTENSAX

B mHacTosmieM craHmapTe UCHOJIb30BaHbl HOPMATHBHBIE CCBUIKM Ha
CJIEAYIOIIMNE CTAaHAAPTHI:

I'OCT P 7.0.8 Cucrema crapmapToB mno uHpopManuu, OUOIMOTEUHOMY U
M3JATEIbCKOMY Jeny. Jlelmonpon3BOACTBO W apXUBHOE JieJI0. TepMHUHBI H
ONPEIECIICHUS

I'OCT P HCO 15489-1 Cucrema craHgapToB 1o uHGOpMAIKH,
OMOMMOTEUHOMY M M3JIaTENbCKOMY JIeNy. YTpaBiieHHe JToKymMeHTamu. OOrmiue
TpeOOBaHUS

[Ipy mnonab30BaHUM HACTOSAIIMM CTaHIAPTOM 11€7IeCO00pa3HO MPOBEPUTH
JIEUCTBUE CCBUIOYHBIX CTAaHAAPTOB B HMHGOPMAIMOHHONW CHCTEME OOIIEero
NOJIb30BaHUsI - Ha opuuuaabHoM caite @enepalibHOrO areHTCTBa 10
TEXHUYECKOMY PETYJHPOBAHUID M METPOJOTMM B ceTh VHTepHET wWiu 1o
eXerogHoMy HMHGOPMAIIMOHHOMY  yKazatento «HarmoHanbHble CTaHIapThDY,
KOTOpbIN OMyOJMKOBAaH IO COCTOSIHMIO Ha | siHBaps TEKyIIero rojaa, W IO
BBIITYCKaM  €XeMecsiYHoro uH(opManmonHoro ykazatens «HanuoHanbHbIe
CTaHIAPTHD) 3a TEKYIIMH roj. Eciin 3aMEHEH CChUIOYHBIM CTaHAAPT, HA KOTOPBIA
JlaHa HEJATUPOBAHHASA CCBUIKA, TO PEKOMEHIYETCSl MCIOJb30BATh JICHCTBYIOLIYIO
BEPCUI0 3TOTO CTaHJAApTa C YYETOM BCEX BHECEHHBIX B JAaHHYIO BEpPCHIO
n3MeHeHnii. Ecim  3aMEHEH CCBhUIOYHBIA CTaHAApT, Ha KOTOPBIM JaHa
JIaTUPOBAHHAS CCHUIKA, TO PEKOMEHIYETCSl UCTOb30BaTh BEPCHUIO 3TOTO CTAHIAPTA
C YKa3aHHBIM BBIIIE TOJIOM yTBepkaeHus (mpuHatus). Eciau mocie yTBepxKaeHus
HACTOSILETO CTaHAApTa B CChUIOYHBIN CTaHAApT, HA KOTOPBIM JaHa HaTHPOBAHHAs
CCBUIKA, BHECEHO WM3MEHEHME, 3aTParuBarollee IIOJO0KEHHWE, Ha KOTOpOE JaHa
CChUIKA, TO JTO TIOJIOKEHUE PEKOMEHIYyeTCS MPUMEHITh 0€3 ydeTa JaHHOTO
u3MeHeHus. Eciu cChIIOUHBIA CTaHIApT OTMEHEH 0€3 3aMEHbI, TO TMOJIOKEHUE, B
KOTOPOM [laHa CCBUIKA HA HEro, PEKOMEHIYETCS NPUMEHSATh B YacTH, HE
3aTParuBarOIICH 3Ty CChUIKY.



1. O0mue TpedOBaHMS K CO3IaHUIO JOKYMEHTOB

3.1 JIokyMeHTBI MOTYT CO3/aBaTbCsi Ha OYMaXHOM HOCHUTEIE U B
AIIEKTPOHHOK (opMe C COOJIOACHHEM YCTAHOBIEHHBIX MpaBuUil odopmiieHus
JIOKYMEHTOB.

3.2 Ilpu co3maHuM JTOKyMEHTa Ha JABYX W 0OoJjiee CTpaHHUIaX BTOPYIO M
MOCJEAYIOIINE CTPAHULIBI HyMEPYIOT.

HomMmepa cTpaHul mpocTaBIisIOTCS MTOCEPEANHE BEPXHETO MO TOKYMEHTA Ha
paccTostHUM He MeHee 10 MM OT BEpXHEro Kpasi JIKCTA.

JlommyckaeTcsi co3AaHue JOKYMEHTOB Ha JIMIIEBOW M OOOPOTHOM CTOpPOHAx
mucta. Ilpu ABYCTOPOHHEM CO3/1aHUM JOKYMEHTOB UIIMPHUHA JIEBOIO MOJS Ha
JULEBOM CTOPOHE JMCTa U MPaBOTo MOoJisl HA 0OOPOTHOM CTOPOHE JUCTA JOJHKHBI
OBITH PaBHBI.

3.3. ng co3gaHusi JOKYMEHTOB HEOOXOAMMO MCHOJIb30BaTh CBOOOIHO
pacnpocTpaHsieMble OecriaTHbIe HIPUTHI.

Jist opopmieHus AOKYMEHTOB PEKOMEHJYETCS HCIOJIb30BaTh pPa3Mephl
mpudToB N 12, 13, 14.

[Ipu cocraBineHnu TaOIUL AOMYCKAETCS HMCHOJIB30BATh MIPU(PTHI MEHBIINX
pasmepoB (. 3.3 B pen. Mamenennss N 1, yrtB. Ilpukaszom Poccrangapra ot
14.05.2018 N 244-cr).

3.4 AG3anHbIil OTCTYN TEKCTa JOKyMeHTa - 1,25 cwm.

3aroyioBKM pa3ieioB U MOJAPA3/eNIOB MeyaTatoTcs ¢ a03alHbIM OTCTYIIOM WM
LEHTPUPYIOTCA 10 MIMPUHE TEKCTA.

MHOroCcTpoUHble PEKBU3UTHI TMEYATAIOTCS Yepe3 OAUH MEKCTPOUYHBIM
WHTEpBaJ, COCTAaBHBIE YacCTH PEKBU3UTOB OTIEISIOTCA JIOMOJHHUTEIbHBIM
MHTEPBAJIOM.

TekcT nokymeHTa neyaraercs uepes 1 - 1,5 MexXCTpOUHbIX HHTEpBAJa.

Ecnu 10KyMEHT roTOBUTCS JUIsl M3/1aHUSl C YMEHbILIEHHEM MaciTada, TEeKCT
reyaTaeTcs 4yepes3 Ba NHTEpBaJa.

WuTepBan mexy OyKBaMH B CJIOBaX - OOBIYHBIN.

WNHuTepBan Mex1y cliOBaMH - OIMH MPoOed.

3.5 TekcT AOKYMEHTAa BBIPABHHUBAETCS MO ILIMPUHE JiKcTa (IO TrpaHUlaM
JIEBOTO U MPABOTO MOJEH TOKYMEHTA).

JInuHa caMoW JUJIMHHOM CTPOKH PEKBU3UTA IPU YIJIOBOM PACIOJIOKEHUU
PEKBHU3UTOB HE Oosee 7,5 cM.

JInvHa caMOW JJIMHHOW CTPOKH PEKBU3MUTA IPHU IMPOAOJBHOM PaCHOJIOKEHUU
PEKBU3UTOB He Oomee 12 cm.



3.6 HopmaTuBHBIMH TpaBOBBIMU aKTaMU OpraHU3aldd MOXET OBITh
MPElyCMOTPEHO BBIICJICHUE PEKBU3UTOB "ajapecar’, "3arojoBOK K TEKCTY' WU
"moAnuch", a TakKe OTAEIbHBIX (PParMEHTOB TEKCTA MOIYKUPHBIM HIPUPTOM.

3.7 HopmaTuBHBIE TpPABOBBIE aKThl OpraHMW3allMHd, a TaKXKE HWHBIC
MHOTOCTPAHUYHBIE JOKYMEHTHI MOTYT OQOPMISITHCS C THUTYJIBHBIM JIUCTOM.
TUTynbHBIN TUCT JOKYMEHTa 0(OPMIISIETCS B COOTBETCTBHHU C IPUTIOKEHUEM A.

2. PekBH3UTHI TOKYMEHTA

[Ipu moxarotoBke W OGOPMIICHUH TOKYMEHTOB HCIOJB3YIOT PEKBH3UTHI,
onpeznenenus Kotopsix npuseaeHsl B 'OCT P 7.0.8

01 - rep6 (I'ocymapctBennsiii repd Poccuiickoit deaepannn, repd cyoObekTa
Poccuiickoit ®enepanuu, T1ep0 (repalbIUYECKUid 3HAK) MYHHUIMIAIBHOTO
oOpa3oBaHus);

02 - sm0Oema;

03 - ToBapHbIi 3HAK (3HAK OOCITYKHUBaHU);

04 - ko GopMBI TOKYMEHTA;

05 - HauMeHOBaHUE OPTaHU3AIIUN - ABTOPA TIOKYMEHTA,;

06 - HanMeHOBaHHE CTPYKTYPHOTO TOPA3ACIEHUS - aBTOpa JOKYMEHTA,;

07 - HauMeHOBaHUE JIOHKHOCTH JIMIIA - aBTOPa JIOKYMEHTA;

08 - cripaBouHBIE TaHHBIC 00 OpPraHU3alINH;

09 - HauMeHOBaHUE BUA JOKYMECHTA;

10 - nara nOKyMeHTa;

11 - perucTpallMOHHBIN HOMEP TOKYMEHTA;

12 - cchuTKa Ha PETUCTPAIIMOHHBIN HOMEP U AaTy MOCTYIHUBIIETO TOKYMEHTA;

13 - MecTo cocTaBiieHUs (M3MaHUS) TOKYMEHTA,;

14 - rpud orpaHryeHus 1OCTYIA K TIOKYMEHTY;

15 - anpecar;

16 - rpud yTBEpKIACHUS JOKYMEHTA,

17 - 3ar010BOK K TEKCTY;

18 - TekcT TOKyMEHTa,

19 - oTmMeTKa 0 MPUIIOKEHUU;

20 - rpud cornacoBaHusl JOKYMEHTA,

21 - Bu3a;

22 - TIOJMNUCE;

23 - oTMeTKa 00 JIEKTPOHHOU MOITUCH;

24 - neyarn;

25 - oTMeTKa 00 MCIIOJIHUTEIE;

26 - OTMETKA O 3aBEPEHUH KOIIHH;



27 - OTMETKA O TIOCTYIUUICHUH IOKYMEHTA;

28 - pe30TIoLHS;

29 - oTMETKa O KOHTPOJIE;

30 - oTMeTKa O HamlpaBIEHUH TIOKYMEHTA B JIEJO.

3. OdopMiieHne peKBU3UTOB JOKYMEHTOB

1. T'ep6 (T'ocymapcrBenHblii repd Poccuiickoit PDenepauumu, repod
cyobekta Poccmiickoii  ®Degepaumu, repd (repajbauvyecKMid  3HAK)
MYHHUIMIIAJIBHOTO 00pa3oBaHMsl) BOCIPOU3BOAUTCS Ha OJaHKaX JOKYMEHTOB B
cooTBeTcTBUM ¢ DemepanbHBIM KOHCTUTYITMOHHBIM 3aKOHOM OT 25 mekabps 2000
r. N 2-OK3 "O TocynapctBeHHom Trepbe Poccuiickoit dDenepamuu',
3aKOHOJIATEIbHBIMA W WHBIMA HOPMATUBHBIMU IIPABOBBIMH aKTaMH CYOBEKTOB
Poccuiickoit ®enepaniii ¥ HOPMATUBHBIMU TPABOBHIMU aKTaMH OpPTaHOB
MECTHOT'O CaMOYIIPABIICHUSI.

N3obpaxenne repda (I'ocymapcrBeHHoro, cyobekra Poccutickoit deneparuu,
repba (repajibAMYEeCKOro 3Haka) opraHa MECTHOTO CaMOYIIPABJICHUS) TTOMENIAETCs
M0 Cepe/IMHE BEPXHEro MoJis OJlaHKa TOKYMEHTa HaJl peKBU3UTaMH OpPTaHU3alNH -
aBTOpa JOKYMEHTa, Ha paccTosiHUM 10 MM OT BepXHEro Kpasi JIMCTa.

2. DJMOJemMa opraHM3andu, pa3pa0oTaHHass W YTBEPXKICHHAas B
YCTAHOBJICHHOM TIOPSIIKE, Pa3MENIaeTcs B COOTBETCTBUM C HOPMATUBHBIMU
MpPaBOBBIMM aKTaMU Ha OJaHKax: JOKyYMEHTOB (elepalbHBIX OpPraHOB
roCyJapCTBEHHOM BIAacTU (32 HCKIIOYEHHEM CIIy4aeB, MPEyCMaTPUBAIOIINX
ucnojs3oBanue  uzoOpaxenus  [ocymapctBenHoro  repba  Poccuiickoi
denepauun), TEPPUTOPHUATBHBIX OpraHoOB (benepanbHbIX OpraHoB
roCcyJIapCTBEHHOM BJIACTH, TOCYJAPCTBEHHBIX U HETOCYAapPCTBEHHBIX OpTraHU3aIU.
N3o0paxkeHne HSMOJIEMbI TMOMEIIACTCS IO CEpPEeAMHE BEPXHEro TMojs OJiaHKa
JIOKyMEHTa HaJl PeKBU3UTAMU OpraHU3alluu - aBTOpa JOKYMEHTa, Ha PacCTOSHUU
10 MM OT BepXHETro Kpas JUCTa.

3. ToBapublii 3HaK (3HAK O00CHY:KUBAHHS), 3aPETHUCTPUPOBAHHBIN B
YCTAHOBJICHHOM 3aKOHOJIaTE€JIbCTBOM TIOPSIIKE, BOCIPOM3BOAMTCS Ha OJaHKaxX
OpraHu3aliii B COOTBETCTBUM C YCTaBOM (TOJIO)KEHUEM 00 OpraHu3aIumn).
N300pakeHre TOBApPHOTO 3HAKA (3HAKA OOCITYKMBAaHMS) TOMEILAETCA MO CepeuHe
BEpXHEro moJig OJjaHKa JIOKYMEHTa HaJ PEKBU3UTAMHU OpraHu3allid - aBTopa
JIOKyMEHTa, WM CJeBa Ha YypOBHE HAWMCHOBAHUS OpTraHMU3aIllMUd - aBTOPA
JIOKYMEHTa (JIOMyCKAETCs 3aXBaThIBaTh YaCTh JIEBOTO MOJIA).

Hapsimy ¢ ToBapHbiM 3HaKoM (3HaKOM OOCTy>KHMBaHHs), Ha OJIaHKax
JIOKYMEHTOB MOJKET YKa3bIBaThCi KOMMEpYECKOe O0003HAYEHHE HOPUAUYECKOTO
JIULA.



4. Koa ¢opMbl J0KyMeHTa TPOCTaBIsIeTCs Ha YHHUPHUIIMPOBAHHBIX (hopmax
JOKYMEHTOB B COOTBETCTBUM ¢  OOmepoccHiickuM  Kiaccu(uKkaTopom
ynpaBinendeckoi gokymeHTauud (OKY]l) wmm JoKambHBIM KIIACCU(PHUKATOPOM,
pacrionaraercsi B IpaBoM BEpPXHEM yIriIy pabodero moss JOKyMEHTa, COCTOUT W3
cioB "®opMma mo" (HauMeHoBaHUe KiaccudukaTopa) u MU pPoBOro Koja.

Hpumep: ®opma no OKY]J[ 0211151.

5. HamMeHOBaHUE OpPraHM3aIlUM - AaBTOPA JOKYMEHTA Ha OJIaHKE JOKYMEHTa
JIOJKHO COOTBETCTBOBATh HAMMEHOBAHUIO IOPUIUYECKOTO JIUIA, 3AKPENJIEHHOMY B
€ro YUpeIUTEIbHBIX TOKyMEHTax (ycTaBe uiu mnojoxkenuu). [log HanMeHoBaHnEM
OpraHu3allii B CKOOKAaX YKa3bIBAETCSl COKpAIIEHHOE HAMMEHOBAHUE OPTraHHU3alluH,
€CJIM OHO MPETYCMOTPEHO YCTABOM (TIOJIOKEHUEM ).

Han nanmeHoBaHueM opraHu3anuu - aBTopa JOKYMEHTa YKa3bIBA€TCS MOJIHOE
WJIU COKpallleHHOE HAMMEHOBAHUE BBINIECTOAIICH OpraHu3auu (IIpyu €€ HaJTU4KH ).

6. HaumeHoBaHNe CTPYKTYPHOIO MoJpa3jejieHusi - aBTOpa JOKYMEHTa (B
TOM 4ucie (Quinuana, OTAENEHUs, MPEACTaBUTEIbCTBA, KOJUICTHAIBHOIO,
COBENIATENILHOTO UM MHOTO OpraHa) UCHOJIb3yeTcd B OJIaHKaxX MHUCEM U OJIaHKaX
KOHKPETHBIX BUJIOB JJOKYMEHTOB COOTBETCTBYIOIIMX MOJpa3eieHHil (OpraHoB) B
COOTBETCTBUM C JIOKAJIbHBIMM HOPMATHUBHBIMHU aKTaMW W YKa3bIBACTCS MO
HaUMEHOBAHUEM OpraHU3aIuu.

/. HammeHoBaHUe NOJKHOCTH JIMIA - aBTOpA JOKYMEHTA HCIOJB3yeTCs B
0JIaHKax JOJDKHOCTHBIX JIMI] M pacroJiaraeTcsl ol HauME@HOBAaHUEM OpTaHU3aluU
WM HaUMEHOBAHHEM TEPPUTOPUU (Kpasi, 00JIacTh, aBTOHOMHOW OOJIaCTH WU Jp.),
€CIM JIOKYMEHT H3/aeT PYKOBOAMUTENb OpraHa BiacTH cyObekTra Poccuiickoit
denepanyy, MyHUIIMIAIBHOTO 00pa3oBaHus. HanMmeHoBaHME MOJDKHOCTH JMIA -
aBTOpa JOKYMEHTAa YKa3blBa€TCd B COOTBETCTBMM C HANMEHOBAHHEM,
MPUBEJICHHBIM B PACHIOPSIAUTEIHHOM JTOKYMEHTE O HA3HAYCHUH Ha JOJIKHOCTb.

8. CnnpaBo4YHbI€e JaHHbIE 00 OPraHU3AIMM YKA3bIBAIOTCS B OJIaHKAX MMHACEM H
BKJIIOUYAIOT: MOYTOBBIM ajpec OpraHu3aiuu (JOMOJTHUTEILHO MOXET YKa3blBaThCS
apec MeCTa HaXOXKJCHHUS IOPUANYECKOro JIMIA, €CIM OH HE COBMAJAET C
MOYTOBBIM ajipecoM); Homep TenedoHa, Qakca, aapec SICKTPOHHOW IOYTHI,
CETEBOU ajpec.

B coctraB cnpaBOYHBIX MAaHHBIX, 32 HCKIIOYEHHEM OJIAaHKOB JOKYMEHTOB
OpPraHoB TOCYJAapCTBEHHOW BJIACTH, OPraHOB MECTHOTO CaMOYIIPaBJICHUS,
BKJIIOUAIOTCS: KoJ opraHu3auuu 1o OOmepoccuiickoMy  KiacCu(UKATOPY
npeanpusatdid  u opranuzamuii  (OKIIO), OCHOBHOW  rocynapCTBEHHBIN
peructpannonHsiii HoMmep opranuzaiuu (OI'PH) u unenTudukanmoHHpiii HOMEp
HAJIOTOTIATEIBIINKA/KOT TPUYMHBI TOCTAHOBKHU Ha Hanorossiid yuet (MHH/KIIIT).



9. HammeHoBaHMe BH/Aa JOKYMEHTA yKa3bIBAaeTCs Ha BCEX JOKyMEHTax, 3a
UCKJIIOYEHHEM JIEJIOBBIX (CIYKEOHBIX) MUCEM, pacIoJiaraeTcs IMoj peKBU3UTaAMU
aBTOpa  JIOKyMEHTa  (HAaUMEHOBAaHMEM  OpraHW3alud,  HaWUMEHOBaHUEM
CTPYKTYPHOTO NOAPA3EIeHNs, HAUMEHOBAHUEM JOJDKHOCTH) (cM. puc. B6).

10. [lata noKyMeHTa COOTBETCTBYET JaTe MOAMUCAHUS (YTBEPKIACHUA)
JIOKYMEHTa WU JlaTe COOBITHS, 3a(UKCUPOBAHHOTO B JOKyMEHTE. JIOKYMEHTHI,
U3JlaHHbIe ABYMs WM Ooyiee OpraHu3alUsIMH, TOJDKHBI UMETh OJHY (€AMHYIO)
JaTy.

Jlata TOKyMEHTa 3alMChIBAETCS B MOCIEN0BATEIBHOCTHU: JIEHb MECSLA, MECSI],
roJl OJHUM M3 JIBYX CIIOCOOOB:

apabckumu 1udpamu, pazaeneHHbIME Toukoit: 05.06.2016;

CJIOBECHO-LIU(POBBIM cIOCOOOM, Harpumep: 5 utons 2016 r.

11. PerucrpanmoHHbIii HOMep AOKyMeHTa - LUU(POBOM WM OyKBEHHO-
nu(ppoBOil MAECHTU(DUKATOP TOKYMEHTA, COCTOSIIMNA M3 MOPSAIKOBOrO HOMEpa
JIOKyMEHTa, KOTOpBI, MO YCMOTPEHHIO OpPTaHU3ALMH, MOXET JOMOJHATHCA
nU(GpPOBBIMU UM OYKBEHHBIMH KOJaMU (MHIEKCaMH) B COOTBETCTBUU C
UCIOJIb3YEMBbIMU KJIacCU(PUKaTOpaMu (MHIAEKCOM [iela MO HOMEHKJIAType Hel,
KOJIOM KOPPECHOHIEHTa, KOJOM JOKHOCTHOTO JIMIA U Ap.).

Ha nokxymeHTe, COCTaBI€EHHOM COBMECTHO JIBYMs M Oojiee OpraHu3alusMU,
IIPOCTABIIAIOTCS PETUCTPALIMOHHBIE HOMEPA JIOKYMEHTA, IPUCBOEHHBIE KAXI0H U3
opranuzaiui. PerncrpallMoHHBIE HOMEpa OTHACNSIOTCA APYr OT Jpyra KOCOH
YepTOM M MPOCTABIIAIOTCS B MOPSIKE YKa3aHHs aBTOPOB B 3arojOBOYHOM 4YacTu
WM npeaMOyJie TOKyMEHTA.

12. CcbliIka HAa PperucTpallMOHHBI HOMEpP M JaTy MNOCTYNHUBIIEro
JOKYMEHTA  BKJIKOYAeT PETUCTPALMOHHBIA HOMEP M JaTy  BXOJSAILErO
WHULMATUBHOIO JOKYMEHTA, HA KOTOPBIN JA€TCs OTBET.

13. MecTo cocTaBjieHuss (U3JaHHMA) JOKYMEHTAa YKa3blBaeTCsi BO BCEX
JIOKYMEHTaX, KpOM€ JEJOBBIX (CIy»KEOHBIX) IHCEM, a TakXKe JOKJIAIHBIX,
CIIy’)KEOHBIX 3alMCOK M JIPYTUX BHYTPEHHHX HWHPOPMALUOHHO-CIPABOYHBIX
JIOKYMEHTOB.

Mecto cocraBieHus (M30aHUsI) JOKYMEHTa HE YKa3bIBaeTCs B TOM ClIydae,
€CJIM B HAMMEHOBAaHWM OpraHu3alMy NPHUCYTCTBYET YKa3aHHE Ha MECTO €€
HaxoxaeHus. Mecto cocraBiieHus (M31aHMsI) JOKYMEHTa YKa3bIBAe€TCS B
COOTBETCTBHHU C MPUHATHIM aIMUHUCTPATUBHO-TEPPUTOPUATBHBIM JIETICHUEM.

14. T'pud orpaHuveHHMs A0CTYNA K JOKYMEHTY MPOCTAaBISETCA B MPAaBOM
BEpXHEM  yIjly  MEepBOro  JHUCTa  JOKyMeHTa  (IIpoeKTa  JIOKYMEHTa,
CONPOBOJMUTENIBHOIO MHCbMAa K JOKYMEHTY) Ha TPAaHMIIE BEPXHEro MOJS IpH
HAIMYUM B JOKyMeHTe UHPOpMalWu, JOCTyn K KOTOPOW OrpaHWYeH B

COOTBETCTBHHM C 3aKOHOJATENBCTBOM Poccuiickon denepanuu.
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Bupl ncnonp3yemMbix B OpraHu3aiiuy rpu()oB OrpaHUUCHHSI TOCTYyTA JOHKHBI
COOTBETCTBOBAaTh 3aKOHOJATEIbHBIM M HMHBIM HOPMATHUBHBIM MPAaBOBBIM aKTaM
Poccuiickoit denepariuu W JOJDKHBI  OBITh  3aKpEIUICHBI B JIOKAJIBHBIX
HOpPMAaTUBHBIX akTaxX. B cocraB rpuda orpanuyeHus 10CTyma K JOKYMEHTY BXOJIUT
OTrpaHUYUTEIbHAS HaJIMUCh (" os CITy’K€OHOTO MOJIb30BaHUA",
"Konpunennuansno", "Kommepueckas TaitHa" wuiau Jp.), KOTOpash MOXKET
JIOTIOJIHSITEC HOMEPOM  JIK3EMIUISIpa JOKYMEHTa W JPYTMMHU CBEICHUSIMU B
COOTBETCTBHHM C 3aKOHOJATENBCTBOM Poccuiickoit denepanumu.

Ipumep: Kommepueckas TaiiHa
Ok3. N 2

15. Aapecat ucnosb3yercs npu 0hOpPMIICHUN JCIIOBBIX (CIIy>KEOHBIX) TTUCEM,
BHYTPEHHHUX UH(OPMAITMOHHO-CITPABOYHBIX JIOKYMEHTOB (IOKIaIHBIX,
CITY>KE€OHBIX 3alHUCOK U JIp.).

AnpecaToM  JIOKyMEHTa MOXET OBbITh  OpraHu3alMs, CTPYKTYpPHOE
no/ipa3/ieJIeHue OpraHu3aln, JOJHKHOCTHOE WIH (PU3NYECKOE JIMIIO.

PexBuszut "aapecar" mpocTaBisieTcsl B BEpXHEU MpaBoOM 4acTH JIOKYMEHTa (Ha
OJIaHKe C YIJIOBBIM PACIIOJIOKEHHEM PEKBU3UTOB) WM CIIpaBa O] PEKBU3UTAMHU
OnaHka (MpuU TMPOJOJBHOM PACIIOJNIOKEHUU PEKBU3UTOB OnaHka). CTpoku
pekBu3uTa "agpecar' BBIPABHHMBAIOTCS [0 JIEBOMY Kparw WIM UEHTPYIOTCS
OTHOCHUTEJIBHO CAMOM JNIMHHOW CTPOKH.

[Ipu agpecoBaHUM TOKYMEHTa PYKOBOJIUTENIO (3aMECTUTENIO PYKOBOAUTEIIS)
OpraHu3allid YKa3bIBAIOTCS B JIaTE€JIbHOM TNaJeKe HAUMEHOBAHUE JTOJKHOCTH
PYKOBOIUTENSL (3aMECTUTENS] PYKOBOJMUTENS), BKIIOYAIOIIEE HAWMEHOBAHHE
opraHu3anuu, u GaMuius, UHUIUAIBI JOJKHOCTHOTO JIMIIA.

Ipumep:
PykoBoaurento @enepanbHOro
apXHWBHOTO areHTCTBA
®amuius 1.0.

[Ipu agpecoBaHMu THCbMa B OPTraHU3AIMIO YKA3bIBACTCA €€ TOJIHOE WU
COKpallleHHOE HAaUMEHOBAHUE B UMEHUTEJILHOM Ta/IeKe.

IIpumepsr:

1 denepanbHOE ApXUBHOE Ar€HTCTBO

2 PocapxuB

[Ipu anpecoBaHnu JOKyMEHTa B CTPYKTYpPHOE MOJIpa3/ieJIeHHe OpraHu3alid B
pekBu3uTe "agpecar" yKa3plBaeTCsl B WMEHHUTEJIBHOM TNaJeKe HAWMEHOBaHUE
OpraHu3alliy, HUKE - HAUMEHOBAHHUE CTPYKTYPHOT'O MOAPa3ICICHUS.
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IIpumep:
denepanbHOE APXUBHOE
areHTCTBO

OTtaen rocyaapcTBEHHOM
CIIyObl, KaJIpOB U Harpaj

[Ipu anpecoBaHuM mNHUCbMA PYKOBOIUTENIO CTPYKTYPHOIO MOJIPa3/ICIICHUs
yKa3bIBaeTCs B UMEHUTEIBHOM TMajie)ke HAaMMEHOBAaHWE OpPraHMu3allid, HIKE - B
JATEIbHOM TaJIeK€ HAWMEHOBAaHUE JOJDKHOCTH PYKOBOIUTENS, BKIIOYAIOIIEE
HAaMMEHOBAaHUE CTPYKTYPHOTO Moipa3iejeHus], (paMUINIO, HMHUITUATIBL.

Hpumep:
AO "ITpodup"

PykoBoaurento 1OroBopHo-
IIPaBOBOTO OTAENA
®amunus U.0.

[lepen damwmnmeir JOMKHOCTHOrO  JMIIA  JIOMYCKAeTCs  YMOTPEOIsATh
cokpaienue "r-Hy" (rocrojuny), eciii aapecaT My X4uHa, Wi "r-xe" (Tocrnoxe),
€CJIM aJipecaT KEeHIUHA.

IIpumepsni:

I r-ny ®@amunusa 1.0.

2 r-xxe @ammius 1.0.

IIpu pacceuike AOKYMEHTa TpyIIlie OpraHu3aldii OJHOTO THUIA WU B
CTPYKTYpHbIE TIOApA3ACICHUs OJHOW OpraHu3aluy, aapecaT YKa3bIBaeTCs
0000LIEHHO.

IIpumepsbi:
1 PyxoBoguTensiM 1o4epHUX
obmects AO "I[Tpoduiip"
2 PykoBOOUTENSAM YIIPABICHUM
Pocapxusa

[Ipu pacchuike AOKYMEHTa HE BCEM OpPraHU3alUsAM WIM CTPYKTYPHBIM
nojApa3fejeHusM I10oj pekBuU3uTOM "Agnpecar" B ckoOkax ykasbiBaeTcs: (1O
CIHUCKY)".

IMpumep:
PykoBoaurensm nouepHux

obmrects AO "ITpoduip"
(o crucky)
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B onHOM nOKyMeHTe HE JIOJDKHO OBbITh Ooisiee deTbipex aapecatoB. CiloBO
"Konus" nepen BTOpbIM, TPETbUM, YETBEPTHIM aJpecaraMu He ykasbiBaeTcs. IIpu
OOJIbIIIEM KOJMYECTBE aJ[pECaTOB COCTABJISIETCA CHUCOK (JIUCT, YyKa3aTeshb)
pPacChUIKH JOKYMEHTA, Ha KaXXJIOM JIOKYMEHTE YKa3bIBaeTCi OJIMH aJpecar WU
aapecat opopmisgeTcss 0000IIEHHO.

B cocrtaB pexBusuta "Axapecar’ MOXKET BXOJUTh MOYTOBBIN ajipec. DJIEMEHTHI
MOYTOBOTO aJipeca YKa3bIBAIOTCS B MOCIEAOBATEIIBHOCTH, YCTAaHOBJICHHOU
[IpaBunamMu oOKa3aHUs YCIOYr TOYTOBOM CBS3U, YTBEPXKICHHBIMU MPUKA30M
MuHucTepCTBa CBA3M U MAacCOBBIX KOMMyHUKanui Poccuiickon ®@enepanuu ot 31
utost 2014 r. N 234,

Hpumep:
Bceepoccuniickuit HayyHO-
HCCIIEA0BATEIBCKUN NHCTUTYT
JIOKYMEHTOBECHUS U apXUBHOTO JIeJa
[Ipodcoro3nas yi., 1. 82,
Mockaa, 117393

[TouToBBII agpec MOXKET HE YKa3bIBaThCsA B JOKYMEHTAX, HANpaBISIEMBIX B
BBICIIME OpPraHbl BIIACTH, BBIIIECTOAIINE OPTaHU3ALMHU, IOJIBEIOMCTBEHHbBIC
OpraHU3allid U TOCTOSIHHBIM KOPPECHOHJICHTaM (32 UCKIIIOUEHUEM HaIlpaBIICHUS
MHMCEM YKa3aHHBIM ajjpecaTaM B KOHBEPTaX C MPO3PAYHBIMU OKHAMH).

[Ipu anpecoBanuun AOKyMEHTa (PU3MUECKOMY JIMIYy YKa3bIBArOTCS: (haMuIHs
WHUILIMAJBI, TOYTOBBIN aJipec.

IMpumep:

®amunus 1.0.

CapnoBas yi., A. 5, kB. 12,

r. JIro6eprsl, MockoBckas 00i1., 301264

[Ipu oTmpaBke mrucbMa MO AJIEKTPOHHON MOYTE WK 1O (DAKCUMUIIBHOM CBSI3U
(6€3 JOCHUIKM MO MOYTE) MOYTOBBINA ajipec He yKa3biBaeTcs. [Ipu HE0OX0AMMOCTH
MOXET OBITh YKa3aH JIEKTPOHHBIN asipec (Homep TenedoHna/pakca).

Hpumep:
Bceepoccuiickuil Hay4HO-
MCCIIEIOBATEILCKUM HHCTUTYT
JOKYMEHTOBEAECHUS U apXUBHOTO JIeJia
mail@vniidad.ru

16. I'pud yTBepikaeHMs] TPOCTABIACTCS HAa JOKYMEHTE B CIlydae €ro
YTBEPXKACHUS  JOJDKHOCTHBIM  JIMIIOM,  PacCHOPSIAUTEIbHBIM  JIOKYMEHTOM
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(IOCTAaHOBJIEHUEM, PEIICHUEM, MPUKA30M, PACHOPSAKEHUEM) WU PEIICHHEM
KOJUJIErMaJIbHOTO OpraHa.

['pud yTBepx)aeHUS pa3MellaeTcs B MPaBOM BEPXHEM YTy MEPBOrO JIMCTA
nokyMeHTa. CTpOKM pEKBU3WTA BBIPABHUBAIOTCS 110 JIEBOMY Kpaw WIIHU
LHEHTPYIOTCSI OTHOCUTEIIBHO CaMOM JIJIMHHOW CTPOKH.

[Ipu yTBepXKIeHMHM MOKYMEHTa IOJDKHOCTHBIM JIUIIOM TpuU( yTBEpKIEHUS
cocroutr wu3 cinoBa YTBEPXJIAI, wnamMeHoBaHUS HODKHOCTH — JIWIIA,
YTBEP)KIAIOMIETO JOKYMEHT, €ro TMOANUCH, WHUIHAAIOB, (aMmwimu ¥ JaThl
YTBEPKICHUS.

IIpumep:
YTBEPXJIAIO
PykoBonurens denepanbHOTO
apXUBHOI'O areHTCTBA
[Toamuce N.0. Gamunus
JlaTa

[Ipu yTBepxkAeHUU JOKYMEHTA paCHOPSAUTEIbHBIM JOKYMEHTOM TIpud
yTBepxkaeHuss  cocroutr w3 cinoBa  YTBEPXJIEH  (YTBEPX/IEHA,
YTBEPX/JEHbI i YTBEPXJIEHO), cornacoBaHHOro ¢ HamMEHOBAaHHEM BHJIa
YTBEPKAAEMOI0 JOKYMEHTA, HAaWMMEHOBAHUs PACHOPSIAUTEIIBHOTO JOKYMEHTa B
TBOPUTEIBLHOM MaJEeXKe, €ro AaThl, HOMEpA.

IIpumepsbi:

1 (PernamenT) YTBEPX/IEH
npukazom AO "IIpodup"
ot 5 anpenst 2015 r. N 82

2 (ITpaBuiia) YTBEPXJIEHbI
npukazom AO "IIpodup"
ot 6 anpens 2015 r. N 83

[Tpu yTBepKIeHUH JOKYMEHTa KOJUICTHAIbHBIM OPTaHOM, PEIICHUSI KOTOPOTO
buKCHpYIOTCS B MPOTOKOJIE, B Tpru(de YTBEPKICHUS YKa3bIBACTCS HAUMCHOBAHHE
Oprana, pemeHueM KOTOPOTO YTBEPXKACH OKYMEHT, JaTa U HOMEp MPOTOKoJa (B
CKOOKax).

IHpumep:
(ITonoxenue)
YTBEPXJIEHO
Coserom aupextopoB AO "lIpodumns"
(mpotokoi ot 12.12.2015 N 12)
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17. 3aronoBoOK K TEKCTYy - KpaTKOE€ COJEpKaHUE JTOKYMEHTa. 3aroJIoBOK K
TekcTy (opmynupyercs ¢ npemiorom "O" ("OG6") m orBeuaeT Ha Bompoc "o
gem?"):

- IpuKa3 (0 4em?) 0 CO3JaHUM ATTECTAIMOHHON KOMUCCHUUY;

- ipuka3 (0 yem?) 00 yTBEPKACHUHU IITATHOTO PACIIHCAHMUS,

- muchMoO (0 ueM?) o TIpeaoCTaBIeHNN HH(OPMAITUH.

3arooBOK K TEKCTy O(OpMIISETCS TMOJ PEKBU3UTAMMU OJaHKa ClieBa, OT
TPaHMIIBI JIEBOTO MOJs. B ykKa3zax, NOCTaHOBIEHUSX, PELICHUSX, IpHUKa3ax,
U3/1aBa€MbIX OpraHaMU BJACTH, 3ar0JIOBOK K TEKCTY MOXET O(OPMISATHCS Hal
TEKCTOM IOCEpPEANHE padoyero o JOKyMEHTa M LUEHTPUPYETCS OTHOCUTEIBHO
CaMOM JIJIMHHOW CTPOKH.

3arojoBOK K TEKCTY MOKET HE COCTaBISATHCA, €CIM TEKCT JIOKYMEHTa HE
IpeBbIIacT 4 - 5 CTPOK.

18. Teker [AOKYMeHTa COCTaBISIETCS HAa  PYCCKOM  SI3BIKE  Kak
rocynapcTBeHHOM s3blke Poccuiickoit denepannn. B opranax rocyaapCTBEHHOU
BJIACTH, OPraHax MECTHOIO CaMOYIPABJICHMS, IOCYJAPCTBEHHBIX YUYPEKICHUAX
pecnyOiMK Hapsily ¢ rocyJapCTBEHHBIM si3bIKoM Poccuiickoit denepaiuii MoryT
ynoTpeOasAThCS  TOCYJNAapCTBEHHbIE  SI3bIKM  pecnyOonuk. B gesrtenbHOCTH
rOCYJJapCTBEHHBIX OPTraHOB, OpraHU3alUN, NPEANPUATHR U YUPEKICHUU
Poccuniickont @enepanuy UCIONB3YIOTCS TOCYIApCTBEHHBIM A3bIK Poccuiickon
®denepauny, TOCYIAPCTBEHHbBIE S3bIKM PECNYOJUMK W UWHBIE SA3BIKM HapOIOB
Poccuiickoit ®enepaunu (B pea. Usmenenus N 1, ytB. [Ipukasom Poccrangapra ot
14.05.2018 N 244-cr).

B Tekcre 1oKymMeHTa, OATOTOBIEHHOM Ha OCHOBAaHWU 3aKOHOJATEIbHBIX WIIN
VWHBIX HOPMAaTUBHBIX IIPABOBBIX AKTOB, PAHEE W3JAHHBIX PaCHOPSIUTEIBHBIX
JNIOKYMEHTOB, YKA3bIBAIOTCSI UX PEKBU3UTHI:

- HAaMMEHOBaHWE JIOKYMEHTa, HAaMMEHOBAaHHME OpraHu3alMd - aBTOpa
JIOKYMEHTA, JaTa JTOKYMEHTa, PErUCTPalMOHHBIA HOMEP JTOKYMEHTa, 3aroJioBOK K
TEKCTY WM HAMMEHOBaHUE BUJA TOKYMEHTA;

- HAaUMEHOBAHWE OpPraHM3alUM WIM JOHKHOCTHOTO JIMIA, YTBEPAMBILIETO
JIOKYMEHT, 1aTy YTBEPKIAEHUS JOKYMEHTA.

TexkcT HOKYMEHTa MOXET COAEpXkaThb pas3lieibl, NOApa3Jaeibl, ITYHKTHI,
MOMITYHKTHI, HyMepyeMble apaOckumu 1udpaMu. YpoBHEH pyOpUKaIlMy TeKCTa HE
JOJKHO OBITh O0JIee YeThIpeX.

B npukazax TeKCT wu3naraercs OT MEpBOro JIMLA EIWHCTBEHHOTO YHCIIa
("mpukaspiBaro").

B nokyMeHTax KOJUIErMaJIbHBIX U COBEIIATEIbHBIX OPTaHOB TEKCT M3J1araercs
OT TPEThEro JiMla E€JUHCTBEHHOTro uucia ("KoJulerus... IOCTaHOBIsET",

"coOpanue... pemmuio").
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TekcT mpoToOKOJa H3JAraeTcs OT TPEThEro Jihila MHOKECTBEHHOIO 4YHUCia
("cmymanm", "BeicTynun", "moctanoBuiK", "pemman').

B nmoxymeHTax, ycTaHaBIMBAIOIIMX MpaBa U OOSI3aHHOCTH OpPTraHM3alUi, MX
CTPYKTYPHBIX MOJpa3AesieHnil (TI0JI0KEHHE, WHCTPYKIIHUS), a TaKXKE COIEpKaIUX
ONMCAHWE CUTYyaIlHi, aHaM3 (DAaKTOB WM BBIBOJABI (KT, CIPaBKa), UCIOJIB3yETCS
dbopmMa UW3IOKEHHS TEKCTa OT TPEThEro JIMIa CAWHCTBEHHOTO  WJIU

"

MHOXecTBeHHOTO umncia ("ormen ocymectsiser ¢yHKnuu...", "B cocTaB
yIpaBJeHUs BXOJAT...", "KoMuUCCcHUsl MpoBelia MPoOBEpKY...").

B coBMecTHBIX [OKYMEHTax TEKCT H3JlaraeTcsi OT T[EpBOro JiMia
MHOKeCTBEeHHOTO uncia ("mpukaspiBaem", "permim").

B nenoBbix (city>keOHBIX) MUCbMaX UCTIONIB3YIOTCS (DOPMBI U3II0KEHUS:

- OT TEpBOro JIMIlAa MHOXECTBEHHOTO uwucia ("mpocuM HampaBuTh...",
"mpeacTaBisieM Ha pacCMOTpEHHE...");

- OT TPETHETO JIUIla EIUHCTBEHHOTO yucia ("MUHHCTEPCTBO HE BO3paXKaeT...",
"0OIIECTBO CYUTACT BOBMOXKHBIM...");

- OT TNEpBOro JMla E€IUHCTBEHHOro uucia (''cuutard HEOOXOIUMBIM...",
"Mpeuiaraio paccMOTPETh..."), €Cli MUChbMO 0(OPMIICHO Ha IOKHOCTHOM OJIaHKeE.

B Tekcrax  JOKYMEHTOB  yHOTPEOJSIOTCS  TOJBKO  OOILIECHPHUHSTHIC
ab0peBUaTypbl U TpaUueCKUe COKPAILLEHUS.

[Ipu ynotpebieHuu B TeKcTe (paMUIuil JIMI MHUIMATBI YKa3bIBAIOTCS MOCIIE
bamunuu.

B nenoBbix (city>keOHBIX) MUCbMaxX MOTYT UCIOJIb30BAThCA:

- BCTYIIUTEIHLHOE O0pallieHue:

VYBaxkaemsbiii rocnioqiuH [Ipencenarens!

VYBakaembIit rocriouH ['ybepHartop!

YBaxaemslii rocnioauH [Ipoxopos!

YBaxaemas rocrnoxa 3axapona!

YBaxxaembiit Hukomaii [letpoBuu!

YBaxaemas Oinbra Hukonaesna!

YBaxkaeMsble rocnojal

B oOpamenun 1o JOMKHOCTH HAWMMEHOBAHHWE JOJDKHOCTH THIIETCS C
MIPOMUCHON OYKBBI, B 00paIieHnu 1o GaMuIny HHUITHABI JIUIA HE YKa3bIBAIOTCA.

- 3aKJTIOYUTENbHAS ATHKETHas (pasa:

C yBaxkeHueM, ...

19. Ormerka 0 NPWJIOKEHMH COJEPKUT CBEICHHUS O JOKYMEHTE
(mIOKyMeHTax), MpujaracéMoM K OCHOBHOMY JOKYMEHTY (B COMPOBOJUTEIIBbHBIX
MUChbMax, MPETEH3UX, aKTaX, CIpaBKax W JPYrux WH(DOPMAIMOHHO-CIPABOYHBIX
JIOKYMEHTaxX) WJIA O TOM, YTO JIOKYMEHT SIBJIIETCSl MPUIIOKEHUEM K OCHOBHOMY

JOKYMEHTY (B JIOKYMEHTaxX - MPHJIOKEHUSIX K PacHOpPSIAUTENbHBIM JOKYMEHTaM,
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MOJIOKEHUSIM, TpaBHJIaM, HHCTPYKIUSM, JOrOBOpaM, IUIaHaM, OTYeTaM M Jp.
JIOKYMEHTaMm).

B compoBoguTeNbHBIX THChMAaxX W APYTUX HHOOPMAIMOHHO-CIIPABOYHBIX
JOKYMEHTaX OTMETKa O MPHJIOKEHUH OQOPMIISIETCS IMOJ TEKCTOM OT TPAHUIIBI
JIEBOTO TOJIS CIACAYIOUIIM 00pa3oM:

- €CJIM MPUJIOKEHHUE HA3BAHO B TEKCTE:

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

- €CJIM TPUJIOKEHNE HE HAa3BAHO B TEKCTE WJIM €CJIH MPUIIOKEHUI HECKOIbKO,
YKa3bIBAIOT HAa3BaHWs JIOKYMEHTOB-TIPHJIOKCHUW, KOJHMYECTBO JIUCTOB W
IK3EMILTSPOB KKIOTO MPUIIOKCHHS

[Ipunoxenue: 1. Ilonoxkenue 06 YpapieHUM PErHOHAIBHOIO KPEAUTOBaHHA Ha 5 1. B 1 9K3.
2. CnpaBka o KaJpoBOM cOocTaBe Ha 2 J1. B 1 3Kk3.

- €CJI1 MpUJI0KeHue (TIPUIIOKEHUS) COPOITIOPOBAHBI:

[Ipunoxenue:

otuet 0 HUP B 2 3k3.

- €CIIM JOKYMEHT, SBIAIOIIMUCS MPUIIOKEHUEM, HMEET MPUIOKECHHUS C
CaMOCTOSITETIbHOM HyMepalue CTpaHHII;

[Ipunoxenue:

nucbMo PocapxuBa ot 05.06.2015 N 02-6/172 v npusioxkeHus K HEMy, BCETO
Ha 5 .

- €CIIH TPHUJIOKEHUEM SBJISIETCS O0O0O0COOJIEHHBIN JJIEKTPOHHBIM HOCHUTEINb
(KOMIaKT-JUCK, Usb-(uien-HakomuTeb 1 JIp.):

[Ipunoxenue:

CD B 1 3k3.

[Ipu sTomM Ha BkIambiie (KOHBEPTE), B KOTOPBIH IMOMEMIACTCS HOCHUTEIb,
YKa3bIBAaIOTCS HAWMEHOBAHUS JOKYMEHTOB, 3allMCAHHBIX HA HOCUTENb, MMEHA
(baiinos.

B pacniopsauTenbHbIX JOKyMEHTax (MMOCTAHOBJICHUSX, PEIICHUSX, MPUKa3aX,
pPacCHoOpsDKEHHUSX), JTOTOBOpax, MOJIOKEHUSX, MPAaBWIAX, UHCTPYKIUAX U JAPYTUX
JIOKyMEHTaX OTMETKA O MPUJIOKEHUH 0(hOPMIISIETCS CIISTYIOIITNM 00pa3oM:

- B TEKCTE JOKYMEHTa NP MEPBOM YINOMHHAHUU JTOKYMEHTA-NPUIIOKEHUS B
CKOOKax yKa3bIBaeTCs: ... (MPUJIOKEHNE) WK ... (MpujIokeHue 1); mepen HoMepom
MIPUJIOKEHUS JOIMYCKAETCS CTaBUTh 3HAK HOMepa: ... (mpuioxkenue N 2);

- Ha TIEPBOM JIUCTE JIOKYMEHTA-TPUJIOKEHUS B IIPaBOM BEPXHEM YTy
yKa3bIBaeTCS:

[Tpunoxenue N 2
k npukazy AO "[Ipoduis"
ot 15.08.2015 N 112.
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CTpoku peKBH3UTA BBIPABHHMBAIOTCA IO JIEBOMY Kpar WM LEHTPUPYIOTCS
OTHOCHUTEJILHO CaMOl JIMHHOM CTPOKH.

Ecin mnpunoxeHneM K  pacHoOpsSAMTEIbHOMY  JOKYMEHTY  SIBJISIETCS
HOPMATUBHBIM TPaBOBOM aKT WJIM HMHOW JIOKYMEHT, YTBEP)KIAaE€MbIM JaHHBIM
pacnopsAIuTEIbHBIM JTOKYMEHTOM, Ha NIEPBOM JIMCTE MPUIIOKEHHS MPOCTABISAETCS
OTMETKa O MPUIOKEHUH (0€3 CChUIKM Ha PacHOPSAUTEIbHBIA TOKYMEHT) U TPHUP
YTBEPKJICHUS, B KOTOPOM YKa3bIBalOTCS JAHHBIE PACHOPAIUTEILHOTO JOKYMEHTA,
KOTOPBIM YTBEPK/JEH JOKYMEHT-IIPUJIOKEHNUE.

IIpumep:

[Tpunoxenue 1

YTBEPXIEHO

npukazom AO "[Ipoduip"

ot 18.05.2015 N 67

20. I'pu¢ corsiacoBanusi JOKYMEHTA IIPOCTaBISETCS HA JTOKyMEHTax,

COrJIaCOBaHHBIX OPraHAMM BIIACTH, OpPraHU3alUsIMHU, JOJDKHOCTHBIMH JIUIIAMHU.
I'pud cormacoBaHuss B 3aBUCUMOCTH OT BHJA JOKYMEHTa MU OCOOEHHOCTEH €ro
0(OpMIICHUSI MOKET IPOCTABIATHCS:

- Ha NIEPBOM JIUCTE JOKYMEHTa (€CIM JOKYMEHT UMEET TUTYJIbHBII JIUCT, - Ha
TUTYJIBHOM JIMCTE) B JIEBOM BEPXHEM YTy Ha YpPOBHE Ipuda yTBEpKICHUS WIH
110J1 HANMEHOBAHUEM JIOKYMEHTa OJIMKE K HUKHEMY TOJIIO);

- Ha [TOCJIETHEM JIMCTE JIOKYMEHTA IO/ TEKCTOM;

- Ha JIUCTE COIJIACOBAHMS, SIBJISIOIEMCS HEOThEMIIEMON YacThIO JJOKYMEHTA.

I'pud cornacoBanus cocrout u3 ciioBa COI'JTACOBAHO, nomxHocTH JM1a,
KOTOPBIM COTJIacOBaH JOKYMEHT (BKJIIOYas HAMMEHOBAHWE OPraHHU3alluu), €ro
COOCTBEHHOPYYHOM MOANUCH, HTHULIUAJIOB, (DaMUIINH, JAaThl COTJIACOBAHUSI.

IMpumep:

COI''TACOBAHO

HNupexrop BHUN AL

(moanucek) N.0O. Gamunus

Jlara
Ecnu cornacoBanue OCYIIECTBISIETCA KOJUIETHAJIBHBIM OpPraHoM, B Tpude

COTJIACOBAHUS YKa3bIBAIOT CBEJICHUS 00 OpraHe, COrIaCOBABIIEM JIOKYMEHT, 1aTe U
HOMEpE MPOTOKOJIa, B KOTOPOM 3a(pMKCHPOBAHO PEUICHHE O corjiacoBaHuu. Ecim
COIIACOBAHUE  OCYIIECTBIISICTCS  MHChMOM, YKa3bIBAIOT BHUJ  JOKYMEHTA,
OpTraHM3AIMIO - aBTOpPA JOKYMEHTA, IaTy U HOMEp IMHChMA.
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IIpumepsi:

1 COI'NTACOBAHO

CoBeToM JUPEKTOPOB

AQO "lIpodunp"

(TIpOTOKOJI OT N )
2 COI'NJTACOBAHO

nucbMoM PocapxuBa

oT N

21. Bu3a CBUIECTEIBCTBYET O COTJIACHUU WJIM HECOTJIACHUU JTOJKHOCTHOTO JIMIIA
(paboTHUKA) C coJepKaHHMEM TMPOeKTa JOKyMeHTa. Buzoil odopmisercs
BHYTPEHHEE COIJIACOBAHME JOKyMeHTa. Bu3a BKIIIOYaeT MJOJKHOCTh JIUIIA,
BU3HPYIOIIETO JOKYMEHT, MOAMNKNCh, paclu(poBKYy MNOANUCH (MHULHUAIDI,
dbaMuuio) U AaTy BUSUPOBAHMUS.

IMpumep:

PykoBoguTenb IOpUINYECKOTO OTAEIA

IHogmncrs N.0. ®amnansg

JlaTa

[Ipu Hamuuuu 3aMeyaHUM K JOKYMEHTY BHU3Y O(DOPMIISIOT CIEAYIOIIUM
obpazom:

IMpumep:

3ameuaHus MpUIararTCs.

PykoBoguTenb IOpUANYECKOTO OTAEIA

IHoagnucrs N.0. ®amnang

JlaTa

B OpraHu3alusIX, MIPUMEHSIOIIHNX CUCTEMBI ANEKTPOHHOTO
JIOKYMEHTOO0O0pOTa, COTJIACOBAaHUE MOYKET MPOBOJIUTHCSA B AJIEKTPOHHOM (opme,
cornacio 'OCT P CO 15489-1.

B nokymeHTax, MOIJMHHHMKKA KOTOPBIX XPaHATCS B OpPraHU3allMH, BU3bI
IPOCTABIIAIOT HA TMOCJIEAHEM JHCTE JOKYMEHTAa IOJl IMOJIHUCHIO, HAa 000poTe
MOCJIEHEr0 JIMCTa TMOJUIMHHMKA JOKYMEHTa WM Ha JIMCTE COIrJacOBaHUS
(BU3MPOBaAHUS), IPUIIATAEMOM K JJOKYMEHTY.

B ucxomsmmx JOKyMEHTaX BH3bl MPOCTABJISIOTCS HAa  AK3EMIUIApax
JOKYMEHTOB, IOMEIIAEMBIX B JIENO.

IIo ycMOTpeHuUI0 OpraHu3aliyd MOKET IPUMEHSATHCS NOJIUCTHOE BU3UPOBAHUE
JIOKYMEHTA U €T0 NMPUJIOKECHUM.

22. Illoanuck BKIIIOYAET: HAUMEHOBAHME JTOJDKHOCTH JIMIIA, ITOMHUCHIBAIOIIETO
JIOKYMEHT, €ro COOCTBEHHOPYUHYIO MOJIMUCH, PACIIM(PPOBKY MOAMUCH (MHULIUAATIBI,
bamumnus).
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IIpumep:

['eHepanbHBIN AUPEKTOP [Toxnuce N.O. Gamunms

Ecmu pgoxymeHT odopmiieH He Ha OJlaHKE, B HAMMEHOBAaHWE OJDKHOCTH
BKJIIOYAETCSI ~ HAaMMEHOBaHUE  opraHusanuu.  Jlomyckaercs  IIEHTPOBAaTh

HaNMEHOBAHHE JTOJDKHOCTH JIMLA, TIOANNACABIIETO TOKYMEHT, OTHOCUTEIBHO CaMOU
JUTMHHOM CTPOKHU.

IIpumep:
['enepanbHBIN AUPEKTOP
AO "TIpodpuns" [Toanuce N.0. ®amunus

HpI/I O(i)OpMJIGHI/II/I JOKYMCHTA Ha OaHKe JOJDKHOCTHOT'O JIMIa AOJIZKHOCTB
9TOI'0 JIMIa B IIOAIINCHU HC YKAa3bIBACTCA.

Ipumep: [Toamnuce N.0. Gamunms

HpI/I IMOAIMUCAHNN JOKYMCHTA HCCKOJBKHMMH OOJDKHOCTHBIMH JIMIIAMU,
3aHUMAarOMUMH Pa3HOC IMOJOKCHUC, UX ITOAIKMCH PACIIOIararoTCa OJHa Imoa I[perﬁ
B ITOCJICA0OBATCIIbHOCTH, COOTBCTCTByIOIl[eﬁ HNCPAPXUN 3aHUMACMBIX I[OH)KHOCTeﬁ.

Hpumep:
JIMpEeKTOp MHCTUTYTA [Toanuck N.0O. ®amunus
['aBHBIN Oyxrantep [Tonnuce N.0. Gamunus

HpI/I noaAnrMCaHuM JOKYMCHTA HCCKOJIbBKUMHU JIMIaMKU PAaBHBIX I[OJ'DKHOCT@fI 50,4
MMOAIMCH pacCliojararorcss Ha OAHOM YPOBHE.

Hpumep:
3aMeCTUTEIb T€HEPATBHOTO TUPEKTOPA [Tonnuce N.0. Gamunus
3aMeCTUTEeNIb TeHEpaIbHOro Aupekropa  lloanuce N.0. Gamunus

B JOKYMCHTAaX, COCTAaBJICHHBIX KOMHCCHGI?I, B IIOAIMHNCHU YKa3bIBACTCA CTATyC
JIU1a B COCTaBC KOMUCCHH.

IHpumep:

IIpencenarens komuccun Iloanuce N.0O. Gamunus

YJieHbl KOMUCCHUU [Toanuck N.0. ®amunus
IToamuce N.0O. damunus
IToamuce N.0O. damunus

[Ipy mnoamucaHuu AOKYMEHTa JIMIOM, HCIOJHSAIONUM  00sS3aHHOCTH
PYKOBOAMTEIISA, MOJMUCH OPOPMIISIETCS C YKa3aHUEM CTaTyca JOHKHOCTHOTO JIMIA
B COOTBETCTBUU C MIPUKA30M (PaCIOPSHKEHUEM).
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IIpumep:

N.o. renepanbHOTO Iupekropa Iloamuce N.0. ®amunus
WJIN:

Wcnonasitonuii 00s3aHHOCTH

reHepanbHOro nupekropa  Iloanuck N.0O. ®amunus

[Ipu nmoanucanuu TOKyMEHTa JHUIIOM, UMEIOIIMM IpPaBO MOJIUCU B Clydyae
BPEMEHHOTO OTCYTCTBHUSI PYKOBOJUTENS, WCIPABICHUS B HAWMEHOBAHUE
JOJDKHOCTH M pacmii(poBKy (pamMummm yxe MOATOTOBICHHOTO U COTJIACOBAHHOTO
MPOEKTa TOKYMEHTA BHOCSTCSA OT PYKH WJIM C UCIIOJIb30BAHUEM COOTBETCTBYIOIIUX

" "

mramnoB. He pgomyckaeTcs CTaBUTh KOCYHO 4epTy, Haamuch '"3a" mepen
HaMEHOBAHUEM JOJDKHOCTH JIUIA B MOJIUCH, €CIIU JOKYMEHT MOJNKUCHIBAET UHOE
JOJKHOCTHOE JIULIO.

23. OT™MeTKa 00 3J1€eKTPOHHON MOANMUCH KCIIONB3YETCS MPU BUIyaTU3AIUU
AIEKTPOHHOTO  JOKYMEHTA, MOJANHCAHHOTO  BJEKTPOHHOM  MOAIHUCHIO, C
cOOJIIOICHUEM CIIETYIONIUX TPeOOBaHUM:

a) MECTO pa3MelIeHUs] OTMETKH 00 SJIEKTPOHHOW MOJMUCH JOJIKHBI
COOTBETCTBOBaTh ~ MECTY  pa3MEIICHUSI COOCTBEHHOPYYHOM  MOJANHUCH B
aHAJIOTUYHOM JIOKyMEHTE Ha OyMa)KHOM HOCHUTEJIE;

0) 2JIEMEHTBI OTMETKHU 00 3JIEKTPOHHOM MOJMUCH JIOJKHBI OBITh BUIUMBIMHU U
YUTAEMBIMH NPU OTOOPAKEHUU JOKYyMEHTA B HATYpPaJIbHOM pa3MepeE;

B) 2JIEMEHTHI OTMETKH 00 SJIEKTPOHHOW MOJIMUCH HE JOJKHBI IEPEKPHIBATHCS
WJIU HAKJIQIBIBAThCS IPYT Ha JPYra;

') 2JIEMEHThl OTMETKU 00 SJIEKTPOHHOW MOJMUCU HE JOJDKHBI MEePEKpPhIBATh
AJIEMEHTHI TEKCTa IOKYMEHTa W JIPyTHe OTMETKH 00 AJIEKTPOHHOU moanucu (mpu
HAJTUYHHN).

OtMmeTka 00 3JEKTPOHHOW MOAMHCH B COOTBETCTBUHU C 3aKOHOJIATEIHLCTBOM
Poccuiickoit ®@enepanuu BiiItoyaeT ¢pasy "JoKyMEHT MOMANMUCAH AJIEKTPOHHOMN
MOJMUCHIO", HOMEp cepTU]PUKaTa KIt0Ua JIEKTPOHHON MOAMKUCH, (PaMUIIHIO, UMS,
OTYECTBO BIaJeNblla cepTudUKara, CpoK JeUCTBUSA cepTUdUKaTa KIIroua
ANEKTpOHHON mnoanucu. OTMeTka 00 AJIEKTPOHHOM MOIIMUCH MOXKET BKIHOYATh
n3o0paxeHue repdba, sMOJIeMbl OpraHa BJIacTH (OpraHu3alluy), TOBAPHOTO 3HAKa
(3Haka OOCIY)KMBaHHUS) OpraHU3allMd B COOTBETCTBUM C JICHCTBYIOIIMM
3aKOHOAATEIHCTBOM.
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Ipumep:

Smbiie— IOOKYMEHT IIOOIIMCAH
Ma SJIEKTPOHHOM IMOONUCHI)
HammMmeHOBaHMe | OpTraHa
OOJIKHOCTHM |BJIaCTHU H.H. HuxoJjaes

Cepruduxar 1alllaaa000000000011
Brnaneneu HukojsiaeB Hukosay HukosaeBuu
IemcreuTresged ¢ 01.12.2012 nmo 01.12.2017

NI

HayanbHWK ynpaeneHus A.A.HecTepoB

e g JOKYMEHT MOTACAH
) SJIEKTPOHHOM IOIHCHIO

Ceprudurar 18C6C00500040000B4D8
Baanenen Hecrepos Anekceil AnaToabeBad

Tleiicteutenes ¢ 12.09.2017 mo 12.12.2018

24. IleuyaTh 3aBepsieT MNOMJIUHHOCTH MOAMUCH JOJDKHOCTHOTO JIHMIIA Ha
JIOKyMEHTaX, YIOCTOBEPAIONINX IMpaBa Jinil, GUKCUPYIONTUX (aKThl, CBSI3aHHbBIE C
(bMHAHCOBBIMU CPEJICTBAMH, a TAK)KE Ha MHBIX JOKYMEHTAX, IMPeyCMaTPHBAIOIINX
3aBEpEHUE TOIMNUCHU NEYaThl0 B COOTBETCTBUM C 3aKOHOJATEILCTBOM Poccuiickoit
denepanum.

JIOKyMEHTBI 3aBepsAIOT TeuaTbio opranuzauuu. lleyaTs mpocTaBisiercs, He
3aXBaThIBasi COOCTBEHHOPYYHOU MOAMUCH JIUIIA, MOAMUCABIIETO JTOKYMEHT, WIH B
Mecte, o0o3HaueHHoM "MII" ("Mecrto negatu").

25. OrmeTrka 00 HMCHOJHUTeE BKIOYaeT (aMUIUIO, UMS M OTYECTBO
UCIIOJIHUTENS, HOMep ero Tenepona. OTmerka 00 HCIOTHUTENE MOXKET
JIOTIOJIHSITECSL HAMMEHOBAHMEM JOJDKHOCTH, CTPYKTYPHOTO TOApAa3CieHUss |
AIIEKTPOHHBIM aJPECOM UCITOJTHUTES.

OtMetka 00 ucmoJiHUTENe OPOPMIISIETCS HA JIMIEBOM CTOPOHE MOCIEIHETO
JUCTa JIOKYMEHTa OT T'paHUIIbl JIEBOTO TOJS WM, MPU OTCYTCTBUU MECTa, - Ha
000pOTHOI CTOPOHE BHU3Y CJICBA.

Hanpumep: 3a6enun HWBan AnapeeBuy, KoHTpoJIbHOe ympasiieHmue,
BeIyIIUi crienuaanct, +7(495) 924-45-67, Zabelin@gov.ru

OtMmeTka 00 HUCTIOTHUTENEC MOXKET O0QOPMIIATHCS KaK HUKHUN KOJOHTHUTYI U
neyaTaThcs MpU(TOM MEHBIIEro pa3Mepa.
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26. OTMeTKa 0 3aBepeHMHM KONMHM O(OpPMIISETCS M MOATBEPKIACHUS
COOTBETCTBHUSI KONUU JOKYMEHTAa (BBIIUCKM W3 JOKYMEHTa) MOJIMHHUKY
JOoKyMeHTa. OTMETKa O 3aBEPEHUM KONUU MPOCTABISIETCA MOJ PEKBU3UTOM
"moamuck" W BKIIOYAET: CJIOBO "BepHO"; HaMMEHOBaHUE JOJHKHOCTH JIMIIA,
3aBEpPUBIIETO KOIMUIO; €T0 COOCTBEHHOPYUYHYIO MOJIKUCH; paciIu(PpoBKY MOAMUCH
(uHHULIMATBL, (AMUIIHIO); ATy 3aBEPEHUS] KOMHUH (BBIMUCKU U3 TOKYMEHTA).

Ipumep:
Bepno
WucnexTop cinyx0bl kangpoB  [loamuch N.0. Gamunus

ata
Ecnu komus BbIIAaeTCA Uil MPEACTABJICHUS B JAPYryI0 OpraHM3alliio, OTMETKA O

3aBEPEHUM KOMHH JIOTIOJHSETCS HAAMKMChI0 O MECTE XpaHEHUs JOKYMEHTa, C
kKoTtoporo Obuia wusroroBiieHa komus ("TlogaMHHUK JOKyMEHTa HAaXOAMUTCS B
(HauMeHoBaHuEe opraHuzamnuu) B Aene N ... 3a ... Toa") U 3aBepsieTCsl MEYaAThIO
OpTraHU3aINH.

JIJist ipocTaBIIeHUsST OTMETKH O 3aBEPEHHHM KOMUU MOXET HCITOJIh30BATHCS
ITamIl.

27. OTMeTKAa 0 NOCTYIUIEHMH [TOKYMEHTA CIYKUT JJIS TOATBEPKICHUS
dakTa OCTYyIUICHUS] JOKyMEHTa B OPTaHU3AIMIO0 M BKJIIOYAET ATy MOCTYIICHUS U
BXOJISIIIIUNA PETUCTPALIMOHHBIN HOMEp nokyMeHTa. [Ipu HeoOXoaumMocT OTMETKA O
MOCTYIIJICHUH MOYKET JTOTIONHATHCS YKa3aHHMEM BPEMEHH TOCTYIUICHHS B Yacax U
MHUHYTaX # CIoco0a JOCTaBKU JOKYMEHTA.

OTMeTka O TOCTYIJICHWH JTOKYMEHTa MOJKET TPOCTABJSATHCS C ITOMOIIBIO
nITamina.

28. Pe3ooumMsi COJICPKHUT YKa3aHWE II0 MCIOJHEHUIO JIOKYMEHTA.
Pezomtonmst oopmiisieTcss Ha CBOOOJHOM MecTe paboyero mojs JOKyMeHTa, Ha
OJlaHKe PE30NIONMU HJIM BHOCUTCS HETMOCPEACTBEHHO B CHUCTEMY DJIEKTPOHHOTO
JIOKyMEHTO000pOTa.

Pezontonust BkIIO4aeT: haMUIINIO, MTHULIUAIBI UCITOJTHUTENS (MCTIOJIHUTEIIEH ),
MOPYYCHHUE TI0 JTOKYMEHTY, TIPH HEOOXOAMMOCTH - CPOK HCIOJHEHHS, MOJIUCH
JIM1A, BBIHECILIETO PE30IIOLHUIO, ATy PE30TIOLHUH.

Mpumep:

®amunus 1.0.

[Tpomy noaroroButh npemyioxenus k 10.11.2016.

IHoanuce

Jlara
29. OTMeTKAa 0 KOHTPOJIE CBUJCTEILCTBYET O IMOCTAHOBKE JIOKYMEHTa Ha

KOHTPOJIb, MPOCTaBIACTCA mITamMnoM "KoHTposib" Ha BEpXHEM TOJIE€ JOKYMEHTA.
30. OTrmeTka 0 HampaBJIEHMH JOKYMEHTAa B JIeJI0 OIpEIesieT MeCTO
XpaHEeHHUs JOKYMEHTa IOcje 3aBepIieHus paboThl ¢ HUM M BKJIIOYaeT: cioBa "B
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Jeno", MHIEKC Jiejia 0 HOMEHKIIATYpe /i€, B KOTOPOE MOMENIAETC JOKYMEHT Ha
XpaHEHHe, C YyKa3aHWeM ToJla, JOHKHOCTH JuIla, O(GOPMUBIIEIO OTMETKY,
IIOJIIINCH, TaTHI.

IIpumep:

B nmeno N 01-18 3a 2016 1.

3aB. OTZIEJIOM KOPIOPATUBHBIX MPOECKTOB
IHoamuce Jlata

OtMmeTKa 0 HarpaBJICHNHW OOKYMCHTA B ACJIO MOKCT OOIOJHATHCA KPATKUMU
CBCACHUAMM O XapPaKTCPC UCIIOJIHCHUA NOKYMCHTA.

4. BJaaHKH TOKYMEHTOB

1. Jlna wmsrotoBieHus OjaHKOB JaokymeHTOB, corjacho ['OCT P 7.0.8,
ucnoas3yercss Oymara ¢gopmaroB A4 (210 x 297 mm), A5 (148 x 210 mm); nms
U3rOTOBJICHUS OJAHKOB PE30JIIOLMK Hcmonb3yeTcss Oymara gopmaroB AS (148 x
210 mm), A6 (105 x 148).

Kaxxnpril muct nokymeHTa, opopMJIEHHBIN Ha OJlaHKe WM 0€3 Hero, JTOJKEH
UMETh MOJIsI HE MEHee:

20 MM - J1I€BOE;

10 mm - mpaBoe;

20 MM - BEpXHeE;

20 MM - HIXKHEE.

JIoOKyMeHThI JuTenbHBIX (cBBImIE 10 J1eT) CpOKOB XpaHEHUsS JOJDKHBI UMETh
neBoe nojie He MeHee 30 M.

2. OpraHu3alid HCMOJb3YIOT OJIAHKM JIOKYMEHTOB, W3TOTOBJICHHBIE Ha
OymaxxHoM  Hocutenae  (OJaHKM ~ JTIOKYMEHTOB  (eliepalibHBIX  OpTraHOB
rOCy/lapCTBEHHOM BJacTHM C BoclpousBeaeHueM [ocynapcTBeHHoro repoOa
Poccuiickoit @eaepanviv U3roTaBIMBAOTCS MONMUTPaPUUECKUMU MPEIIPUITHIMM,
UMEIONIUMH  CepTH(PHUKATBI O HAJIMYUK TEXHUYECKHMX M TEXHOJOTHYECKHX
BO3MOXKHOCTEH /I KAaUeCTBEHHOTO M3TOTOBICHHS YKa3aHHOTO BUIA MPOIYKIIHH)
W/WIU DJNEKTPOHHbIE 11a0MoHbl OjaHKOB. bilaHku Ha OyMa)kHOM HOCUTEJNE U
AJIEKTPOHHBIE TIA0JOHBI OJIAHKOB JIOJDKHBI OBITh HWIACHTHUYHBI IO COCTaBY
PEKBU3HUTOB, OPSAKY UX PACHOJIOKEHUS, TapHUTYpaM IpUPTa.

bnanku nokyMeHTOB Ha OyMa)XHOM HOCHUTENE U JJIEKTPOHHBIE IAOJIOHBI
OJJaHKOB H3rOTABJIMBAIOTCSI HAa OCHOBAaHUU MAaKETOB OJIAHKOB, YTBEP)KIAEMBIX
PYKOBOJHUTENIEM OpPTaHU3AIIHH.

brnanku TOKyMEHTOB cleAyeT M3roTaBiMBaTh Ha Oeyodl Oymare wiau Oymare
CBETJIBIX TOHOB.
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DNeKTpOHHBIC MAOIOHBI 0JAHKOB JOKYMEHTOB JIOJKHBI OBITH 3aIIUIIEHBI OT
HECAHKIIMOHUPOBAHHBIX U3MEHEHUM.

3. bnanku nokymMeHTOB odopmiisitoTcst B cooTBeTcTBUM ¢ [Ipunoxenuem b.
OpueHTUpPOBOYHBIC T'paHUIIBI 30H PACIOJOXKEHUS PEKBU3UTOB 0003HAYEHBI
nyHKTApoM. Kaxngas 30Ha ONpenenseTcs COBOKYITHOCTBIO BXOISIIMX B HeEe
PEKBHU3UTOB.

4. B 3aBUCHMOCTH OT pAacCHOJIOKCHHS PEKBU3UTOB YCTAHABIMBACTCS JBa
BapuaHTa 0JIaHKOB - YI10BO# (pucyHOK b.1) u npoonbHbIil (pucyHok b.2).

5. PexBuszutel 01, 02, 03 pacronararorcs Ha BEpXHEM TOJIe JOKYMEHTa Hajl
pexBu3uToM 05 10 cepeuHe 30HbI, 3aHATON ATUM PEKBU3UTOM.

PexBuzut 03 MoKeT pacrojiaraThCcs clieBa Ha ypoBHE pekBusuta 05.

PexBusuter 05, 06, 07, 08, 09, 13, orpaHMYUTENbHBIE OTMETKH IS
pekBusuToB 10, 11, 12 B mpememax rpaHull 30H PACHOJIOKEHUS PEKBU3UTOB
pa3MenarTcs OJTHUM U3 CIIOCOOOB:

- IEHTPOBAHHBIM (HAYAJ0O W KOHEI[ KaXIOH CTPOKH PEKBH3UTOB PaBHO
yAaJIeHbI OT TPAHMUII 30HbBI PACTIOJIOKEHUS PEKBU3UTOB);

- (pmaroBeiM (KaxkJasi CTpOKa PEKBU3UTOB HAYMHAETCA OT JIEBOM TPaHMUIIBI
30HBI PACIIOJIOKEHUSI PEKBU3UTOB).

6. YcTaHaBIUBAIOTCS CIICIYIONTNE BUIBI OJTAHKOB JOKYMEHTOB OpTaHU3aIliH:

- 00wt OTaHK;

- OJIaHK TIHCHMa;

- 0J1aHK KOHKPETHOTO BHJIa JOKYMEHTA.

HopMaTuBHBIMU TIPaBOBBIMHM aKTaMH OPTaHHM3allMHM yCTAHABIWBAIOTCS BUJIBI
MPUMCHIEMBIX OJaHKOB W HMX Pa3HOBUAHOCTH (OJIAaHK THChbMa CTPYKTYPHOTO
nojApas3eiacHus, OJlaHK MHUChMa JIOJDKHOCTHOTO JMIla, OJIaHK TMpuKasza, OJIaHK
pacnopsbKeHus, OJIaHK TPOTOKOJIA | JIp. ).

OO6pas3iibl 61aHKOB IOKYMEHTOB IIPUBEJICHBI B MPUJIOKEHUU b.

7. OOmmii OjaHK UCHOJB3YETCS JUIsl U3TOTOBJICHHUS JIIOOBIX BHJIOB
JIOKYMEHTOB, KPOME JICJIOBOTO (CIIyKE€OHOTO) MHUChMa.

OOmmii 6;1aHK B 3aBUCUMOCTH OT yUPEAUTEIbHBIX JOKYMEHTOB OpPTaHU3aIuU
1 JIOKJIBHBIX HOPMATHUBHBIX aKTOB BKJtoUaeT pekBU3uThl 01 (02 umu 03), 05, 06,
07, 13 u orpanuyuTeNbHBIE OTMETKH 1151 pekBu3uToB 10, 11, 16, 17.

brnank nmucbMa B 3aBUCUMOCTH OT YUPEIUTEIHHBIX JTOKYMEHTOB OpraHU3alluu
Y JIOKQJIbHBIX HOPMATUBHBIX akTOB BKJItoYaeT pekBu3uthl 01 (02 wum 03), 05, 08,
OTpaHUYUTENIbHbIE OTMETKU 11 pekBuszutoB 10, 11, 12, 15, 17. brnank nucema
CTPYKTYPHOTO TIOJIpa3JIeJICHUsI JOTOJHUTEIRHO BKIItOYaeT pekBus3uT 06, OJlaHK
MUChbMa JTOJDKHOCTHOTO JIKIIA - peKBU3HT (7.

brnank KOHKpETHOTO BHIA JOKyMEHTa, KPOME MHChMa, B 3aBUCHMOCTH OT

YUPCANUTCIIbHBIX TOKYMCHTOB OpraHU3allui U JIOKAJIbHBIX HOPMATHUBHBIX ITPABOBLIX
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akToB BKItoYaeT pexkBu3uThl 01 (02 mmm 03), 05, 09, 13 u, npu HEOOXOIUMOCTH,
OTpaHUYUTENIbHBIE OTMETKH JJIsl TPaHMI] 30H pacrloiokeHus: pekBu3zutoB 10, 11,
16, 17. bnaHKk KOHKPETHOTO BHJIa JIOKYMEHTa CTPYKTYPHOIO TOJpa3ieiecHus
JOTIOJTHUTENBHO BKIIIOYaeT peKBU3UT 06, OJaHK JAOIKHOCTHOIO JIMIA - PEKBU3UT
07.

8. B opranax Brmactu u opranuzauusax pecmyonuk Poccuiickoit denepannu,
UCITOJIB3YIOIIMX HapsAAy C PYCCKUM SI3BIKOM KaK TOCYJAapCTBEHHBIM S3bIKOM
Poccuiickoit ®Denepanuu TOCyJapCTBEHHBIN SI3bIK (FOCYJapPCTBEHHBIE  SI3BIKH)
pecnyONiMK, HCIOJNB3YIOTCS OJIaHKM JIOKYMEHTOB Ha pPYCCKOM SI3bIKE U
rOCyAapCTBEHHOM sI3bIK€ (TOCYAApCTBEHHBIX S3bIKaX) PECHYOJIMK: YIJIOBBIE
(pEeKBU3UTHI OJIaHKA PACTOAraroTCs Ha OJHOM YPOBHE: Ha PYCCKOM SI3bIKE - CIIEBa,
Ha rOCY/IapCTBEHHOM S3bIKE (TOCYAapCTBEHHBIX SI3bIKAX) PECIYOJIUK - CIIpaBa) WK
IIPOJIOJIbHBIE (PEKBU3UTHI OJaHKa Ha PYCCKOM S3BIKE - CBEPXY, PEKBU3HUTHI OJaHKa
Ha TOCYIapCTBEHHOM $I3bIKE (TOCYIaPCTBEHHBIX A3BIKAX) PECIYOJIUK - HUXKE).

JUIsl mepenucKku ¢ MHOCTPAHHBIMH KOPPECHOHACHTAMH HMCHOJIb3YIOT OJIAaHKH
Ha JIBYX SI3bIKaX - PYCCKOM M aHIVIMHCKOM (mpuioxenue B.8) unu uHOM
MHOCTpaHHOM si3bIke (11. 6.8 B pex. M3menenus N 1, ytB. [Ipukazom Poccrannapra
ot 14.05.2018 N 244-cr).
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[Tpunoxenue A
(cipaBo4HOE)
PACHHOJOXEHUE PEKBU3UTOB HA TUTYJIBHOM JINCTE
JOKYMEHTA
HanmMeHnoBaHue opranuzanuu

['pud cormacoBanus TOKymMeHTa ['pud yrBepxkICHNUS TOKYMEHTA

HaumenoBanue B2 JTOKyMEHTa
3aroioBOK K TEKCTY

['pud cornacoBanus TOKymMeHTa
Mecto coctaBiieHus (M31aHus) JOKYMEHTA - TOJ1 U3/1aHUSI IOKYMEHTa

PI/ICYHOK A.l1 - Pacnonoxxenue PCKBHU3UTOB HA TUTYJIBHOM
JUCTC NOKYMCHTA
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[Ipunoxenue b
(cipaBo4HOE)

CXEMBI PACIIOJIOXKEHMA PEKBU3NTOB JJOKYMEHTOB

Pucynok b.1 - PacnionoxeHre peKBU3UTOB U I'PaHULIBI 30H
Ha (popmarte A4 yrioBoro OjlaHKa

Pucynok b.2 - PacrionoxeHue peKBU3UTOB U TPaHULIBI 30H
Ha (popmare A4 IpOJOJIBLHOTO OIaHKa
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IIpunoxenue B
(cipaBo4HOE)
OBPA3I1bl BJIAHKOB 1OKYMEHTOB
Pocapxus
denepanbHOE OOIKETHOE YUPEKICHUE
"Bcepoccuiickuil HayYHO-HCCIIE0BATENbCKUNA HHCTUTYT

JTOKYMEHTOBEJICHUS U apXUBHOTO jena”
(BHUUJAL)

MockBa

Pucynok B. 1 - O6pa3zer ob1iero 6;1aHka opraHu3alum

Pocapxus

denepanbHOE OIOIHKETHOE YUPEKICHUE
"Bcepoccuiickuii Hay4HO-
MCCIIEI0BATEIIbCKUI UHCTUTYT

JIOKYMEHTOBEJCHUS U apXUBHOTO Jiena”
(BHUMOAD)

[Ipodcorosnas yi., 1. 82, Mocksa, 117393
Ten./dakc (495) 718-78-74
e-mail:mail@vniidad.ru; http://www.vniidad.ru
OKTIO 02842708; OI'PH 1027700380795;
MHH/KIIIT 7708033140/771001001
N

Ha N oT

Pucynok B.2 - O6pa3zerr yriioBoro 0jaHka mucbMa OpraHu3aiuu
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Pocapxus

degepajibHOE 0KOIZKETHOE YUpeEKIeHUe
"BcepoccuiicKuii HAYyYHO-HUCCJIeI0BATEIbCKUIN HHCTUTYT
HOKyMeHTOBeeHusI U apxuBHoro neaa' (BHUUIA)

IIpogcoro3nas yJ., 1. 82, Mocksa, 117393
Tea./paxc (495) 718-78-74 e-mail:mail@vniidad.ru;
http://www.vniidad.ru
OKIIO 02842708; OI'PH 1027700380795;
MHH/KIIII 7708033140/771001001

N

Ha N oT

Pucynok B.3 - O6pa3zerr mpogoasHOro 0aHka mucbMa OpraHu3aiuu
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Pocapxus

denepajibHOE OKOI:KETHOE YUpeKIeHUe
"BcepoccuiicKuii HAYyYHO-HUCCJIeI0BATEIbCKUN HHCTUTYT
JOKYMEHTOBEICHHSI M APXUBHOTIO Jejia'
(BHUUNJALN)

JAUAPEKTOP

IIpogcoro3nasn ya., a. 82, Mocksa, 117393
Tea./daxc (495) 718-78-74 e-mail:mail@vniidad.ru;
http://www.vniidad.ru
OKIIO 02842708; OI'PH 1027700380795;
MHH/KIIII 7708033140/771001001

N

Ha N oT

Pucynox B.4 - O0pa3zen npoaoiasHOro 0jaHka nucbma
JOJKHOCTHOTO JIMLA
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Pocapxus

®eepanbHOE OI01KETHOE YUpeKIeHUEe
"Bcepoccuiicknii HAyYHO-HCCI€10BATEIbCKHA HHCTUTYT
AOKYMEHTOBeeHHUs M apXUBHOIO JeJa"

(BHUHJAT)

OTPACJIEBOM LIEHTP NOBBIIIEHUA KBAJIM®GUKALIUNA

IIpogcoro3nas yi., 1. 82, Mockna, 117393
Teu./pakc (495) 718-78-74 e-mail:mail@vniidad.ru;
http://www.vniidad.ru
Ten./paxc (495) 718-79-38; e-mail:ocpk@vniidad.ru
OKIIO 02842708; OI'PH 1027700380795;
WHH/KIIII 7708033140/771001001

N

Ha N oT

Pucynok B.5 - O6pasen npoaosbHOro 6j1aHKa MMchbMa
CTPYKTYPHOTO TIOApa3ieJICHUS

Pocapxus
denepaibHOE OIOKETHOE YUPEKICHUE
"Bcepoccuiickuii Hay4HO-HCCIEN0BATENBCKUI HHCTUTYT
JIOKYMEHTOBEJICHHS U apXUBHOTO Jiena’”

(BHUUJIA)

[TPUKA3

MockBa

Pucynox B.6 - O6pa3zen 01aHKa KOHKPETHOTO BHJIA
JIOKyMEHTa OpTaHU3aIuu
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Pocapxus
denepanbHOE OIOIKETHOE YUPEKICHUE
"Bceepoccuiickuii HaydHO-UCCIEA0BATENLCKUNA HHCTUTYT
JTOKYMEHTOBEJEHUS U apXUBHOTO Jiena”
(BHUMJAN)
JIMPEKTOP

PACIIOPAKEHUE

MockBa

Pucynox B.7 - O06pa3en 0;1aHKa KOHKPETHOTO BHJIa JJOKYMEHTa
JTOJKHOCTHOTO JIALIA
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Pocapxus

degepajibHOE 0KOIZKETHOE YUpeEKIeHUe
"BcepoccuiicKuii HAYyYHO-HUCCJIeI0BATEIbCKUIN HHCTUTYT
JOKYMEHTOBEICHHSI M APXUBHOTIO geja'
(BHUUNJALN)

IIpogcoro3nasn ya., a. 82, Mocksa, 117393
Tea./daxc (495) 718-78-74 e-mail:mail@vniidad.ru;
http://www.vniidad.ru
OKIIO 02842708; OI'PH 1027700380795;
WHH/KIIII 7708033140/771001001

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

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

N

Ha N oT

Pucynok B.8 - O6pa3zerr mpogoasHOro 6aHka MMcbMa OpraHu3aun
Ha JBYX SI3BIKaX
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