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Ipumeuanue: Ilpuxazom Poccmanoapma om 25.05.2017 N 435-cm 0ama 6sedenust 6 Oeticmsue
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Jlara BBenenns - 2018-07-01
MNMpeaucnosue

1 PA3PABOTAH ®enepanbubiM  OrO/DKETHBIM — yupexaeHueM "Bceepoccuiickuii  HayuyHO-
UCCIIEIOBATENLCKUI WHCTUTYT JTOKYMEHTOBeaeHus u apxuBHoro aena" (BHUMJIAI) denepanbHOro
ApXMBHOI'O areHTCTBA

2 BHECEH Texnuueckum komuteToM 10 cranaaptuzamuun TK 191 "HayuHo-TexHuueckas
nH(popmalys, OMOIMOTEUHOE U U3/1aTEIbCKOE J1eJI0"

3 VTBEPXJEH U BBEJIEH B JIEWCTBUE [Ipukazom @enepasbHOTO areHTCTBa I10
TEXHUYECKOMY PETyJIHpPOBaHMIO U MeTposoruu ot 8 aexadps 2016 r. N 2004-ct

4 B HacTosIIeM CTaHapTe pealn30BaHbl HOPMBI (esiepaibHbIX 3aKOHOB 0T 27 utong 2006 r. N 149-
@3 "O6 undopmaryu, THGOPMAITMOHHBIX TEXHOJIOTUAX U 0 3amuTe nHdopmanun", ot 22 okta0ps 2004 r.
N 125-®3 "O6 apxuBHOM zene B Poccuiickoit @eneparun”

5 BBAMEH I'OCT P 6.30-2003

6 U3JJAHUE (uronb 2018 1.) ¢ U3menenuem N 1, yrBepkaenusiM B Mae 2018 r. (MY C 7-2018) <*>

<*¥> Hacrosiiee u3nanue 3aMeHsIET BCe OpeAbIAYIIUC U3JaHUA JaHHOI'O CTaHdapTa.

[TpaBuiia mpuMEHEHMS HACTOSALIETO CTaHAApTa YCTAaHOBJIEHBI B cTaThe 26 PeaepanbHOro 3aKoHa OT
29 urons 2015 r. N 162-®3 "O cranaaptuzanuu B Poccuiickoit @enepaunu”. Mudopmarus 06 n3MeHEHHUSIX
K HACTOALIEMY CTaHJAapTy MyOJIMKYeTCs B €XKEeroJHoM (IO COCTOSIHHIO Ha | siHBapsi TEKyLIEro roja)
nH(popMaloHHOM yKazarene "HanuonanbHble cTaHAapTh", @ 0ULIHATBHBINA TEKCT U3MEHEHUH U MPaBOK
- B eXeMecsayHOM MH(pOpMalMOHHOM Yyka3zarene "HaumonanmbHble cranaapTel'. B ciaydae mepecmorpa
(3aMeHBI) MJIM OTMEHBI HACTOSILEro CTaHAapTa COOTBETCTBYIOLIEE YBEJOMIIEHHE OyeT OMyOJNKOBAHO B



OJ>KalIlieM BBITYCKE €XeMEeCTYHOro HHGOpMaIMoHHOTo ykaszatens "HamwoHanmbHble cTaHmapTh'.
CootBercTByIOImas MH(POpMAIHs, YBEJOMICHUE U TEKCThl pPa3MEIIaloTCsi B MHPOPMALMOHHONW CHCTEME
o0miero mojb30BaHUsA - Ha oduuuambHoM caiite denepasbHOr0 AareHTCTBAa IO TEXHUYECKOMY
PEryJIMpOBaHMIO U METPOJIOTUH B ceTu HTEpHET (Www.gost.ru).

HacTosammii cranaapT He MOXKET OBbITh MOJHOCTHIO MIJIM YaCTUYHO BOCIIPOU3BEACH, THPAKUPOBAH U
pacrpocTpaHeH B KadecTBe OQHUIMAIbHOrO W3JaHus Oe3 paspemienus DepepaabHOrO areHTCTBa IO
TEXHUYECKOMY PETYJIUPOBAHUIO U METPOJIOTUHI

1 O6nacTtb NnpMMeHeHus

Hacrosmuii crangapT pacnpocTpaHseTcsl Ha OpraHU3alMOHHO-PACTIOPAAUTENBHBIC JOKYMEHTHI:
YCTaBbl, MOJIOXEHUS, MPAaBWUIA, UHCTPYKIMH, PETIAMEHTHI, MOCTAHOBJICHHUS, PACIIOPSDKEHUS, MPUKA3bI,
peuIeHus], MPOTOKOJIBI, JOrOBOPHI, aKThl, MMMChbMA, CIIPABKH U JIp. (Jajee - JOKYMEHTHI), B TOM YHCIIE
BkimtoyeHHele B OK 011-93 "OOmepoccuiickuii  kimaccuukaTtop yrIpaBIeHUECKOW IJOKyMEHTAIH"
(OKY D), xmacc 0200000.

Hacrosimuii craniapt onpeaenseT CoCTaB PeKBU3UTOB IOKYMEHTOB, ITPaBUiIa MX 0(OPMIICHHS, B TOM
quciae ¢ NpUMEHEHHEM HH(POPMALMOHHBIX TEXHOJOIMH; BUIbI OJAHKOB, COCTaB PEKBU3UTOB OJIAHKOB,
CXEMBI PacIOJIOKEHHSI PEKBH3UTOB Ha JOKYMEHTE; 00pa3ibl OJAaHKOB; MpaBWIIa CO3/IaHUS JOKYMEHTOB.
[TonoxkeHus: HACTOALIETO0 CTaHAAPTa PACHPOCTPAHAIOTCA HAa JOKYMEHTHI Ha OyMa)KHOM M 3JIEKTPOHHOM
HOCHUTEISX.

2 HopmaTtuBHbIe CCbINKU

B HACTOAIICM CTAaHAAPTE UCIIOJIBb30BaAHbBI HOPMATHBHBIC CCBHIJIKH Ha CJICAYIOMUEC CTaHAAPThI:

'OCT P 7.0.8 Cucrema ctanmapToB 1no uHpopManuu, OUOIMOTEUHOMY U H3/1aTEIbCKOMY JeIy.
Jlenonpou3BOACTBO U apXUBHOE Aesi0. TepMUHBI U OonpeIeIeHUs

I'OCT P UCO 15489-1 Cucrema cranaapToB 1o uHGpopmaiuu, 6UOIMOTEYHOMY U U3JATEIbCKOMY
neny. YopasieHue nfokyMmentamu. OO0mue TpeOoBaHus

[Tpumeuanue - IIpu Mosb30BaHMM HACTOSILIMM CTaHAAPTOM LEIeco0Opa3HO MPOBEPUTH JIeHCTBHE
CCBUIOYHBIX CTaHAApPTOB B MH(OPMALIMOHHOW cucTeMe OOLIEro MOoJIb30BaHUS - Ha OQUIIMAILHOM caiiTe
@DenepallbHOTO areHTCTBA M0 TEXHUYECKOMY PETYJIMPOBAHUIO U METPOJIOTMM B ceTH MHTepHET win 1o
eXerogHomMy uHdOpMarmoHHOMY ykazaTento "HarnuonanpHbIe CTaHAApTHI", KOTOPBIA OMYyOJIMKOBaH MO
COCTOSIHMIO Ha | sIHBaps TEKYILEro rojia, v Mo BBITyCKaM €XEeMEeCSYHOT0 MH(OPMAIIMOHHOTO YKa3aTels
"HanumonaneHble cTaHAapThl" 3a TeKymui roj. Eciu 3aMeHeH CChIIIOYHBIA CTaHAApT, Ha KOTOPBIM JaHa
HEJATUPOBAaHHAs CCBUIKA, TO PEKOMEHAYETCSl MCIOJIb30BaTh JEHCTBYIONIYI0 BEPCUIO 3TOTO CTaHJApTa C
Y4ETOM BCEX BHECEHHBIX B JJAHHYIO BEPCUIO U3MEHEHUH. ECIIM 3aMEeHEH CChUIOYHBIN CTAHAAPT, HA KOTOPBIN
JlaHa JAaTUPOBAHHAs CCBUIKA, TO PEKOMEHIYETCs MCIIONIb30BaTh BEPCHIO ITOrO CTAHJApTa C yKa3aHHBIM
BBIIIIE€ [OJIOM YTBep:KJieHus (mpuHsaTus). Eciu nocne yTBep:k/1eHNs HaCTOSILEro CTaHAapTa B CChIIOYHBIN
CTaHJapT, Ha KOTOPBIH JlaHa 1aTUPOBAHHAs CCBUIKA, BHECEHO M3MEHEHUE, 3aTparuBarolllee NoJ0KEeHNE, Ha
KOTOpO€ JIaHa CChUIKA, TO 3TO IOJIOKEHUE PEKOMEHIyeTCsl IPUMEHATh 0e3 yuyeTa JAHHOIO M3MEHEHHMS.
Ecnu ccbutouHblil CTaHAApT OTMEHEH 0e3 3aMeHbl, TO MOJO0XEHHE, B KOTOPOM JlaHa CChUIKAa Ha HETo,
PEKOMEHIyeTCsl IPUMEHSThH B YaCTH, HE 3aTparuBarollel 3Ty CChUIKY.

3 O6wue TpebOBaHUA K CO3AaHUIO AOKYMEHTOB

3.1 JIoKyMeHTBI MOTYT CO3/1aBaThCsi Ha OyMa)XHOM HOCHUTENIE W B DJIEKTPOHHOW ¢opme ¢
COOJTIOICHHEM yCTaHOBJICHHBIX MPaBWI 0(OPMIICHHS TOKYMEHTOB.

3.2 [Ipu co3znaHuM JOKyYMEHTa Ha JBYX U Oojee CTpaHHLaX BTOPYIO M IMOCIEAYIOIIUE CTPaHHIIbI
HYMEpPYIOT.

HOMepa CTpaHHUI] ITPOCTABIAIOTCA MMOCECPEANHE BEPXHETO IMOJIA JOKYMCHTA HAa PACCTOSIHHUN HC MCHEC



10 MM OT BEpXHETO Kpasi JIUCTA.

JlomyckaeTcs co3anue JOKYMEHTOB Ha JIMIIEBOW M 000pOTHOM cTopoHax jucta. [Ipu aABycTopoHHEM
CO3JIaHMM JIOKYMEHTOB IIUPHHA JEBOT0O MOJIS Ha JIMLEBOM CTOPOHE JIMCTA U MPABOro M0JI1 Ha 000POTHOM
CTOPOHE JIMCTA JI0JKHBI ObITH PABHBI.

3.3. Jlng co3maHus JOKYMEHTOB HEOOXOIUMO HCIOJNB30BaTh CBOOOJHO pacrpocTpaHsIeMble
OecrutaTHbIe WPUQTEHI.

st opopMmiieHust JOKyMEHTOB pEKOMEH/IYETCSI MCITOIb30BaTh pa3Mepsl mpudToB N 12, 13, 14.
[Tpu coctaBiieHnU TaOIUI TOMYCKAETCS UCIOIB30BaTh MIPUPTHI MEHBIIINX Pa3MEPOB.

(U3menennas penakmus, M3m. N 1).
(n. 3.3 B pen. Usmenenus N 1, ytB. [Ipukasom Poccrannapra ot 14.05.2018 N 244-cT)

3.4 AG3anHbIi OTCTYII TEKCTA JOKyMeHTa - 1,25 cM.

3aroJIOBKHM Pa3JesioB M IOAPA3/EIOB MEUaTalTCs ¢ ab3alHBIM OTCTYNOM MM LIEHTPUPYIOTCS IO
[IUPUHE TEKCTA.

MHOFOCTpO‘IHI)Ie PEKBU3UTHI IICYATAOTCA 4CPE3 OAUH MG)KCTpO‘-IHI:Iﬁ HHTCPBAJI, COCTaBHBIC YaCTU
PCKBU3HUTOB OTACIAIOTCA AOIIOJIHUTCIIbHBIM HHTCPBAJIOM.

TekcT nokymeHTa rneyaraercs yepes 1 - 1,5 MeXCTpOUHBIX UHTEpBaJa.

Ecny 10KyMeHT roTOBHUTCS JAJIs M3/1aHUS C YMEHBIICHWEM MaciiTada, TeKCT IedaTaeTcs yepes J1Ba
MHTEpBaa.

WuTepBas Mexxay OyKBaMu B CJIOBAX - OOBIYHBIH.
WHTepBasl MEXIy CIIOBAaMM - OJUH IIPOOE.

3.5 TekcT moKyMeHTa BBIPAaBHUBAETCS MO IIHUPHUHE JIMcTa (TI0 TPaHUIIaM JIEBOTO M MPABOTo MoJieH
JIOKYMEHTA).

JlnnHa camMo# JUIMHHOM CTPOKHM PEKBU3UTA IPHU YIJIOBOM PacIlOIOKEHUN PEKBU3UTOB He Oonee 7,5
CM.

JlnuHa camoi ITMHHOW CTPOKHU PEKBHU3UTA MPH MPOJOJILHOM PACHOJIOKEHUH PEKBU3UTOB HE Ooliee
12 cm.

3.6 HopMaTuBHBIMM aKTaMHM OpPraHU3aLUU MOXXET OBbITh MPETYCMOTPEHO BbIAEICHHE PEKBU3UTOB
"anpecat", "3aroJ0BOK K TEKCTY" WM "MOANKCE", a TAK)KE OT/IEIbHBIX (PArMEHTOB TEKCTA MOITYKUPHBIM
mpUPTOM.

3.7 HopmatuBHbIE aKThl OpraHU3allMd, a TAKXK€ HHbIE MHOIOCTPAHHYHBIE JOKYMEHTHI MOTYT
oopMIIATbCA C TUTYJIBHBIM JIUCTOM. THUTYJIBHBIM JHMCT JOKyMEHTa O(GOpPMIISETCS B COOTBETCTBUU C
MIPUIIOKEHUEM A.

4 PeKBU3NTbI AOKYMEHTa

[Tpn moaroroBke u O(GOPMIICHUH ITOKYMEHTOB HCIIOJB3YIOT PEKBU3UTHI, OMPEACTICHHS KOTOPBIX
npusenensl B 'OCT P 7.0.8

01 - rep6 (TocymapctBennbiii repd Poccuiickorri denepanuu, repd cyobekta Poccuiickoit
®denepanuu, repod (repanbAMUecKuil 3HaK) MyHHUIIUIIATLHOTO 00pa30BaHus);

02 - oMmOneMma;



03 - ToBapHBI 3HAK (3HAK OOCTY)KUBAHUS);

04 - xox (hOpMBI JOKYMEHTA;

05 - HaMMEHOBAaHUE OPTraHU3aLMH - ABTOPA TOKYMEHTA;

06 - HanMeHOBaHMUE CTPYKTYPHOIO IIOJIpa3/IeJICHNUs - aBTOpa JOKYMEHTa;
07 - HauMeHOBaHMe TOJKHOCTH JIMIIA - aBTOPA TOKYMEHTA;
08 - cnpaBouYHBIE TaHHBIE 00 OpPraHU3aINH;

09 - HauMeHOBaHME BUJIA IOKYMEHTA;

10 - nara qoKymeHTa;

11 - perucTpaniiOHHbBIA HOMEP JTOKYMEHTA;

12 - ccblIka Ha perucTpalliOHHBIN HOMEP U ATy MOCTYINHBIIETO TOKYMEHTA;
13 - MecTo coctaBneHus (M3JaHMs) JOKYMEHTA;

14 - rpud orpannveHus qocTyna K J0KyMEHTY;

15 - agpecar;

16 - rpud yTBEp)KIACHUS TOKYMEHTA;

17 - 3aroi0BOK K TEKCTY;

18 - TeKCT JOKYyMEHTAa;

19 - oTMeTKa O NPUIOKEHUY;

20 - rpud cornacoBaHUs JOKYMEHTA;

21 - Bu3a;

22 - MOAINCE;

23 - oTMeTKa 00 2NEKTPOHHOM MOIMKCH;

24 - meyarts;

25 - oTMeTKa 00 UCTIOTHUTETIE;

26 - OTMETKA O 3aBEpEHUU KOMHH;

27 - OTMETKA O MOCTYIUICHUH T0KYMEHTA;

28 - pe3omonus;

29 - oTMETKa O KOHTPOJIE;

30 - oTMeTKa 0 HapaBJICHUH JTOKYMEHTA B JIEJIO.
5 OchopmneHne pekBM3UTOB A,OKYMEHTOB

5.1 Tep6 (TocymapctBennbiii repd Poccuiickoit ®enepanuu, repd cyoOwekta Poccuiickoit
®denepanun, repod (repanbAMUECKUil 3HaK) MyHHUIIUIIAILHOTO 00pa30BaHus) BOCIIPOU3BOIUTCS Ha OIaHKaX



JIOKyMEHTOB B COOTBETCTBUH ¢ DeepaabHbIM KOHCTUTYIIMOHHBIM 3aKOHOM OT 25 nekadps 2000 r. N 2-
®K3 "O TocymapctBenHom Trepbe Poccuiickoit ®enepanuu", 3aKOHOAATETBHBIMA W HWHBIMHU
HOPMATHBHBIMHU TIPAaBOBBIMU aKkTaMu CyObekTOoB Poccuiickoit deneparun U HOPMAaTUBHBIMU aKTaMU
OpraHOB MECTHOT'O CaMOYIIPaBIICHUS.

N3obpaxkenne repba (I'ocymapctBenHoro repba Poccuiickoit ®Penepanum, repda cyObekTa
Poccuiickoit @eneparun, repda (repaibIuuecKoro 3Haka) MyHHIUIAIBHOTO 00pa30BaHMs) TOMEIIACTCS
IOCEepEeIMHE BEPXHEro Mo OJlaHKa JOKYMEHTa HaJl peKBU3UTAaMHU OpraHM3alUy - aBTOPa JIOKyMEHTa Ha
paccrosiHuu 10 MM OT BEpXHEro Kpas JIMCTa.

5.2 DOmbnema opraHusanuu, pa3spabOTaHHas M YTBEP)KJIEHHAs B YCTAHOBJIEHHOM IIOpSJIKE,
pasMemacTCsa B COOTBCTCTBHMUM C HOPMATUBHBIMH IIPABOBBIMU AKTAMH Ha OJaHKax: JOKYMCHTOB
(benepanbHBIX OpPraHOB TOCYJApPCTBEHHOW BIACTHU (32 MCKIIOYEHUEM CIIy4yaeB, MPEeayCMaTPUBAIOIIUX
ucnoibp3oBanue n3obOpaxenus ['ocynapcreHHoro repda Poccuiickoit denepanyn), TeppUTOPHATBEHBIX
OpraHoB (eiepajibHbIX OPraHOB T'OCYIAPCTBEHHOM BIACTH, TOCYJAapCTBEHHBIX U HErOCYAapCTBEHHBIX
opranuzanuii. Mzo0paxenue 3MOJIeMbl IIOMELIAETCS IOCEPEUMHE BEPXHEro NoJIst OaHKa JOKyMEHTa Hajl
PEKBU3UTAMM OpraHU3alluy - aBTOPA JOKYMEHTA, Ha paccTosiHuU 10 MM OT BEpXHETO Kpast JIUCTA.

5.3 ToBapublii 3HaK (3HaK OOCITYy)XMBaHUS), 3apPETUCTPHUPOBAHHBIA B  yCTAaHOBJICHHOM
3aKOHOAATEIHCTBOM MOPSIKE, BOCIIPOU3BOIUTCS Ha ONaHKaX OpraHU3aluii B COOTBETCTBUU C YCTaBOM
(monoxkenrem 00 opranuzanuu). M300pakeHre TOBApHOTO 3HaKa (3HAKA OOCIIYKHUBaHUS) MOMEIIACTCS
MOCepeIMHE BEPXHETro MoJjis OJlaHKa JOKYMEHTa HaJl pEKBU3UTAMH OPTaHU3alUU - aBTOPA JOKYMEHTa WU
ClieBa Ha YPOBHE HaMMEHOBAaHUSI OPraHHM3alM{ - aBTOpa JOKYMEHTa (JIOMyCKAeTCs 3aXBAaThIBATh YacCTh
JIEBOTO TTOJISA).

Hapsy ¢ ToBapHBIM 3HAKOM (3HAKOM OOCTY)KHBaHUsI) Ha OJIAHKAaX JIOKYMEHTOB MOXKET YKa3bIBAThCSI
KOMMepueckoe 0003HaueHHe IOPUANYECKOTO JINIA.

5.4 Koxm ¢opmbl IOKyMEHTa IpOCTABIACTCS Ha YHHUPHUIMPOBAHHBIX (OopMax TOKYMEHTOB B
cootBeTcTBUM ¢ OOuiepoccuiickum kinaccudukaropoM yrpasieHueckoil gokymenrtanuu (OKY]) wnm
JIOKaJIbHBIM KJIACCH(PUKATOPOM, pacrioyiiaraeTcsi B IPaBOM BEpXHEM YIIIy pabodyero mojsi JOKYMEHTa,
coctouT u3 cioB "®opma no" (HauMeHoBaHHe KilaccupuKaTopa) U HUPPOBOro Koja.

IIpumep

®opma o OKY /[ 0211151

5.5 HaumeHoBaHHMe OpraHuM3allid - aBTOpa JOKyMEHTa Ha OJlaHKe JOKyMEHTa JOJKHO
COOTBETCTBOBATh HAMMEHOBAHMIO IOPUIMYECKOrO JIMIA, 3aKPEIVIECHHOMY B €ro Yy4peIuTesIbHbIX
JoKyMeHTax (ycTaBe WM mnojokeHuu). [lon HauMMeHOBaHHMEM OpraHM3allMd B CKOOKaxX yKa3bIBaeTcs
COKpaIllEHHOE HAUMEHOBAaHUE OPraHU3alliu, €CJIM OHO MPETYCMOTPEHO YCTaBOM (TIOJI0KEHUEM).

Han HaMeHOBaHMEM OpPraHM3alld - aBTOpAa JOKYMEHTA YKa3bIBA€TCs IOJHOE UM COKPAILEHHOE
HAaMMEHOBAHME BBIIIECTOSIIECH OpraHu3aliy (IpH €€ HAIUYUH).

5.6 HaumeHoBaHME CTPYKTYPHOIO MOJpa3JesieHHs - aBTOpa JOKyMEHTa (B TOM uucie ¢uimania,
OTJEJICHUS], IPEACTaBUTEIbCTBA, KOJUIETHAIbHOI0, COBEIIATEIBHOTO WIM MHOTO OpraHa) UCIOJIb3yeTCs B
OJaHKax MuceM U 0JIaHKaX KOHKPETHBIX BUI0B JOKYMEHTOB COOTBETCTBYIOIIUX MOJpa3IesieHHH (OpraHoB)
B COOTBETCTBUU C JIOKAJIbHBIMH HOPMATHBHBIMH aKTaMU U YKa3bIBAaeTCsl II0JI HAaUMEHOBAHHEM
OpraHH3alMH.

5.7 HammeHoBaHWe NOHKHOCTH JIMIIA - aBTOPA JOKYMEHTA HUCIIOIB3YyeTCs B OJaHKAaX JTOHKHOCTHBIX
JUI] U pacrmojiaraeTcsl Ioj HAaUMEHOBAHMEM OpraHW3allud WM HauMEHOBaHHEM TEeppUTOpuH (Kpasd,
00J1acTH, aBTOHOMHOM 00JIaCTH U JIp.), €CIH TOKYMEHT M3AaeT PYKOBOJIUTENIh OpraHa BJIACTH CyOBEKTa
Poccuiickoit denepannu, MyHUIIUNAILHOTO 00pa3oBaHus. HamMeHOBaHME NOJDKHOCTH JIUIA - aBTOpa
HOKYMGHTa YKaBI)IBaeTCﬂ B COOTBCTCTBHH C HAMMCHOBAHUEM, HpI/IBe}IeHHBIM B pacnopsumTeanOM
JOKYMEHTE O Ha3HAYEHUH Ha JIOJKHOCTb.



5.8 CnipaBouHbIe TaHHBIC 00 OpraHU3alMK YKA3bIBAIOTCS B OJaHKaX MHUCEM U BKIIOYAIOT: TTOUYTOBBIHN
aapecC opraHu3anuunu (I[OHOHHI/ITCHBHO MOZKCT YKA3bIBATHCA aApCC MECTAa HAXOKACHUA FOPUANYCCKOT0 JIMIa,
€ClIi OH HE COBIIAJaeT C MOYTOBBIM aJpecoM); Homep TenedoHa, dakca, aapec 3IEKTPOHHON MOYTHI,
CETEeBOM azpec.

B cocTaB cripaBoYHBIX JaHHBIX, 32 UCKIIFOUEHUEM OJIaHKOB JIOKYMEHTOB OPraHOB T'OCY/1apCTBEHHON
BJIACTH, OPTaHOB MECTHOTO CaMOYIPAaBJICHMS, BKIIOYAIOTCA: KOJA opraHu3auuu no Oobmepoccuiickomy
kiaccudukaropy npennpusatuii u opranuzanuii (OKI1O), ocHOBHOM TroCy1apCTBEHHBIN PETUCTPAIIMOHHBIN
Homep opranmzaimu (OI'PH) u wuneHTHduUKanmMOHHBI HOMEp HAJOTOIUIATENBIINKA/KO MPUYHHBI
MOCTaHOBKH Ha Hajorosbii yuet (MHH/KIIIT).

5.9 HaumeHoBaHue BUJIa JOKYMEHTA yKa3bIBA€TCsl HA BCEX JIOKYMEHTAX, 3a UCKIIFOUEHUEM JIEJIOBBIX
(cmyxe0HBIX) TMHCeM, pacloyiaraeTcsl TIOJ pPEeKBU3UTaMU aBTOpa JOKyMEeHTa (HauMEHOBAaHHUEM
OpraHM3aliy, HaUMEHOBAaHUEM CTPYKTYPHOI'O IOJpAa3/AeieHUsl, HAMMEHOBAHUEM JOJDKHOCTH) (CM. pHC.
B.6).

5.10 Hdara noxymeHTa COOTBETCTBYET JaTe mojnucanus (yTBEp>KIEHHUS) JOKYMEHTA WM JaTe
COOBITHSA, 3a(UKCUPOBAHHOTO B JTOKyMeHTE. JIOKYMEHTHI, U3/IaHHbIE IBYMs WM OoJiee OpraHu3alusIMu,
JOJKHBI UMETh OJIHY (€IMHYIO0) JaTy.

Jlata TOKyMEHTa 3allUChIBACTCS B MIOCIICAOBATEILHOCTH - JICHb MECSIIIa, MECSIII, TOJl - OTHMM U3 IBYX
CIIOCO0OB:

apabckumu nudpamu, pasaeneHHbIME Toukoi: 05.06.2016;
CJIOBECHO-IU(POBBIM criocobom, Hanpumep: 5 utons 2016 .

5.11 PeructpaiiioHHbIi HOMEp TOKyMEHTa - HU(PPOBO Wi OyKBEeHHO-IIUGPOBON UIEHTU(HUKATOP
JIOKYMEHTA, COCTOSIIIUN U3 MOPSAKOBOIO HOMEpPA JOKYMEHTa, KOTOPBIH, IO YCMOTPEHUIO OpraHu3alluy,
MOXKET JIOMONHAThCS UU(PpPOBBIMU WM OyKBEHHBIMH KoJamH (MHAEKCAaMH) B COOTBETCTBUU C
UCTOJIB3YyEeMBIMU Kilaccu(uKaTopaMu (MHACKCOM Jejia TI0 HOMEHKIAType Jell, KOJOM KOPPECIOH/ICHTa,
KOJIOM JIOJDKHOCTHOTO JIMIIA U Ap.).

Ha nokymeHTe, cocTaBli€eHHOM COBMECTHO JByMs U 0oJjiee OpraHu3alMsIMH, IPOCTaBIISIFOTCS
PEruCTpallMOHHBIE HOMEpPA JIOKYMEHTAa, IMPUCBOCHHBIE KaXXJIOHM W3 opraHu3auuid. PerucrpanmoHHbie
HOMEpa OTACNSIIOTCSA APYT OT JApyra KOCOW 4YepPTOW M MPOCTABISIIOTCS B TMOPSIKE YKa3aHHsS aBTOPOB B
3aroJIOBOYHOM YacTH WUJIH MpeamOysie JOKYMEHTa.

5.12 Ccpulka Ha pETrUCTPALIMOHHBIA HOMEpP M JaTy IOCTYIHBIIEro JOKYMEHTa BKJIIOYAET
PEruCTpallMOHHBINA HOMED U JaTy BXOZAIIETO MHUIIMATUBHOIO JOKYMEHTa, Ha KOTOPBIM 1aeTCs OTBET.

5.13 Mecto coctaBneHus (M31aHMs) TOKYMEHTA YKa3bIBACTCS BO BCEX JIOKYMEHTAX, KpOME JCIIOBBIX
(cmy>xe0HBIX) MHCEM, a TaK)Ke JOKIATHBIX, CITYKEOHBIX 3alMMCOK U APYTUX BHYTPEHHUX HHPOPMAIIMOHHO-
CIPaBOYHBIX JOKYMEHTOB.

MecTto coctaBneHus (M34aHMs) JOKYMEHTa HE yKa3bIBaeTCs B TOM Ciydae, eCll B HAaUMEHOBAaHUU
OpraHu3aly TPUCYTCTBYET YyKa3aHHE Ha MECTO €€ HaXxOXJeHHs. MecTto cocraBiieHus (U3IaHUs)
JIOKYMEHTA YKa3bIBA€TCsl B COOTBETCTBUU C MPUHATHIM aIMUHUCTPATUBHO-TEPPUTOPUATIBHBIM JIEJIEHUEM.

5.14 I'pu¢ orpanmdenus 10CTyna K JOKYMEHTY IPOCTaBISIETCS B IIPaBOM BEPXHEM YTy MEPBOTO
JHCTa TIOKyMEHTa (IPOeKTa JOKYMEHTA, COPOBOIUTENBHOTO MUChMa K JOKYMEHTY) Ha TPaHMIIE BEPXHETO
MoJis TMpU HAJTUYUU B JOKYMEHTEe HHQOpPMAIMH, JOCTYNl K KOTOpPOH OrpaHHMYeH B COOTBETCTBUHU C
3aKoHOaTenbCcTBOM Poccutickon denepanu.

Bunel ucnonbs3yemMblx B OpraHu3aluy rpu(oOB OrpaHUYEHHs JOCTYMa JIOJKHBI COOTBETCTBOBATH
3aKOHOJIATEeJIbHBIM U MHBIM HOPMATHUBHBIM INPaBOBBIM akTaM Poccuiickoit denepanuu 1 J0JKHBI OBITH
3aKpeIyIeHbl B JIOKAJIbHBIX HOPMAaTHBHBIX akTax. B cocraB rpuda orpannyeHust JocTyna K JOKYMEHTY
BXOJUT orpaHuuMrtenbHas Haanuch ("  ciayxeOHoro momb3oBanusa", "Kondunaenumansho",



"Kommepueckas TaiitHa" wim Ap.), KOTOpask MOXKET JOMOJHATHCS HOMEPOM 3K3EMIUIIpa JTOKYMEHTa M
JPYTHUMU CBEICHUSIMH B COOTBETCTBUU C 3aKOHOJATENLCTBOM Poccuiickon denepannu.

[Tpumep

Kommepueckas TaitHa
Ok3. N 2

5.15 Anpecar ucnoib3yercss mpu OQOPMIECHHHM MIENOBBIX (CIyXeOHBIX) MHCEM, BHYTPEHHHX
MH(POPMAIMOHHO-CIIPABOYHBIX JTOKYMEHTOB (JOKJIaIHBIX, CITy>KEOHBIX 3aIIMCOK U JIP.).

AJnpecaToM TOKYMEHTa MOKET ObITh OpraHu3alus, CTPYKTypHOE IMOApa3/iejieHHe OpraHu3alui,
JOJDKHOCTHOE WK (PU3UUECKOE JIHIIO.

PexBusut "agpecar" mpocTaBisieTcsl B BEpXHEHW IMpaBOM 4acTH JOKyMeHTa (Ha OJaHKE C yTJIOBBIM
pacroyiokeHNeM PEKBU3UTOB) WIIM CIIpaBa MOJ PEKBU3UTaMM OyiaHKa (TIPH MPOJOIBHOM PACIIOI0KEHUU
peKkBU3UTOB OsiaHka). CTpOKH pekBU3HTA "ajpecatr’ BHIPABHUBAIOTCS IO JIEBOMY Kparo WU IEHTPYIOTCS
OTHOCHUTEJIBHO CaMOW JJIMHHOM CTPOKH.

HpI/I AApeCOBaHUU JOKYMCHTA PYKOBOJUTCIIIO (SaMeCTI/ITeJ'H-O pYKOBOI[I/ITeHﬂ) OpraHu3anuu
YKa3bIBA€TCsA B  AATCIBHOM IAaJACKEC HAMMCHOBAHUC JOJDKHOCTH PYKOBOAMTCIIA (3aMCCTI/ITCJI$I
pyKOBOI[I/ITeHH), BKIIOYAIOMICC HAMMCHOBAHNEC OpraHu3alnu, (1)aMI/IJ'II/IIO, HMHHUIHAJIBI AOJIXKHOCTHOI'O JIMIIA.

IIpumep

PyxoBomurento denepanbHOro
ApXUBHOI'O areHTCTBA
damummsg U.0.

HpI/I aaApeCoOBaHMM IIMCbMAa B OpraHu3alyio YKa3bIBaCTCAd €€ TII0JHOC WM COKpallCHHOC
HAaMMCHOBAHHUEC B UMCHUTCIIBHOM IIaJCKE.

IIpumep
®denepanbHOE apXUBHOE
areHTCTBO
W
Pocapxus

[Ipu agpecoBaHny JOKYMEHTa B CTPYKTYpPHOE MOApa3AesieHne OpraHu3aliy B pekBu3uTe "aapecar"
yKa3bIBaeTCsl B HMEHUTEIBHOM TMaJie)ke HAaUMEHOBAaHHE OpraHM3alliy, HIDKE - HaWuMEHOBaHHE
CTPYKTYPHOTO TTOJIpa3/IeICHU.

IIpumep

denepanbHOE apXUBHOE
areHTCTBO

Otaen rocy1apcTBEHHOMN
CITY’KOBI, KaIpOB M Harpa

IIpn anpecoBaHMM NMCbMa PYKOBOJIUTENIIO CTPYKTYPHOIO TOAPA3NACICHUSA YKa3bIBAae€TCAd B



MMEHHUTEIIBHOM MaJIe)K€ HAMMEHOBAaHUE OPraHM3allud, HUKE - B JATEIbHOM Ia[eKe HAUMEHOBAaHUE
JOJDKHOCTH PYKOBOJUTENS, BKIIIOYAIOIIEEC HAUMEHOBAaHHE CTPYKTYPHOTO MOJpa3JeneHusi, (haMuiuio,
WHHLAAJIBL.

IIpumep

AO "TIpodunp"

PykoBoauTento 10roBopHO-
MPaBOBOTO OT/IETa
damunna N.0.

[Tepen hamuuinei JOIKHOCTHOTO JIUIIA TOTYCKAETCs YIIOTPEOIATh COKpalieHue "r-Hy" (rocrmoauny),
€CJIM aJipecaT My>KUuHa, WiK "r-xe" (rocroxe), eciu ajpecaT >KeHIIUHA.

[Tpumep

r-uy ®amunus 1.0.

HIJIN

r-xe ®amunusa N.0.

[Tpu pacchbuike JOKYMEHTa IpyIIe OpraHu3anuil OHOrO THUIIA WM B CTPYKTYPHBIE MOAPA3IeICHUs
OJTHOW OpraHU3aIMH aJpecaT YKa3blBaeTcs 0000IIEHHO.

[Tpumep

PykoBogurensam nouepHux
obmmectB AO "IIpodumns"

HIJIN

PykoBoaurensaMm ynpasieHHit
Pocapxusa

[Ipu paccbulke JOKyMEHTa HE BCEM OpraHM3alMsIM WU CTPYKTYPHBIM MOJpa3esieHUusM IOJ
pexBu3nuTOM "Anpecar” B ckoOKax ykasbiBaeTcs: "(110 CIUCKY)".

[Tpumep

PykoBoauTensm g04epHUX
obmects AO "lIpodunp"
(Mo crucKy)

B ogHOM NOKyMeHTe He AOJKHO ObITh Ooiiee yeThipex anpecatoB. Cinoso "Konus" mepen BTOpbIM,
TPETbUM, YETBEPTHIM ajJjpecaTaMu He ykas3biBaeTcs. [Ipu OonblieM KOJIWYECTBE apecaToB COCTAaBISIETCS
CIHCOK (JIUCT, yKa3aTellb) PacChUIKHM JTIOKYMEHTA, Ha KaX/10M JIOKYMEHTE YKa3bIBAaeTCs OJMH ajpecaT WIu
aapecat odopmiseTcsi 0000IIEeHHO.

B cocraB pexBuszuta "Anpecar" MokeT BXOJIWUTb MOYTOBBIM aJipec. DJIEMEHTbl MOYTOBOTO ajpeca
YKa3bIBalOTCSl B IMOCIEI0BATEIBHOCTH, YCTAaHOBICHHON [IpaBuiamMu Oka3zaHuWsl yCIyr MOYTOBOM CBS3H,
YTBEPKICHHBIMU IPUKa30M MHUHUCTEPCTBA CBSA3M M MACCOBBIX KOMMYyHUKauui Poccuiickon ®denepanuu



oT 31 uronsa 2014 r. N 234.

IIpumep

Bceepoccuiickuii HayuyHO-
HCCIIEA0BATEIbCKUN UHCTUTYT
JIOKYMEHTOBEACHHS U apPXUBHOTO
Jena

[Ipodcoroznas yiu., a. 82,
Mocksa, 117393

ITouToBEIi aapeCc MOKET HC YKa3bIBATHCA B JOKYMCHTAX, HAlIPpaBJII€MbIX B BBICIIHUE OPraHbl BJIACTH,
BBIICCTOANIME OpraHu3aluu, MOABCAOMCTBCHHBIC OPraHMU3allMi U IOCTOAHHBIM KOPPCCIIOHACHTAM (321
HUCKIIIOYCHHUEM HallpaBJICHUA IIMCEM YKa3aHHBIM aape€caTaM B KOHBEPTAX C IMIPO3padHbIMU OKHaMI/I).

[Tpu agpecoBaHun TOKYMEHTa (U3UUYECKOMY JIUILY YKA3bIBAIOTCS: (haMHIIUS, MHULIUAIbI, TTOYTOBBINA
azapec.

IIpumep

damunua U.0.

yn. Caznosas, 1. 5, KB. 12,
r. JIroOepitbl, MockoBCKast 00I.,
301264

[Tpu oTrIpaBKe MUCHMA IO SIEKTPOHHOM MOYTE WK 10 (PaKCUMIIIBHOMN CBsI3U (0€3 JTOCBUIKH 110 TIOUTE)
MOYTOBBIH ajpec He yKa3piBaeTcs. [Ipr HEOOXOAMMOCTH MOXKET OBITh YKa3aH 3JEKTPOHHBIH aapec (Homep
tenedona/pakca).

ITpumep

Bcepocculickuit Hay4HO-
HCCIEA0BATEIbCKUN UHCTUTYT
JIOKYMEHTOBECHHS U ApPXUBHOTO
Jena

mail@vniidad.ru

5.16 erI(I) YTBCPKACHUA IPOCTABIACTCA HA JOKYMCHTE B CIIy4dac €ro YTBCPXKACHUA JOJKHOCTHBIM
JIMIOM, paCopsAaAuTCIbHBIM JOKYMCHTOM (HOCTaHOBHGHI/IGM, PEIICHHUEM, ITPUKA30M, pacnomeeHHeM) NI
PEHICHUECM KOJUICTUAJIBHOTO OpraHa.

['pud yTBepkAeHHS pa3MeniaeTcsi B IpaBOM BEPXHEM Iy MEpPBOro jucra JokymeHTa. CTpoku
PEKBU3UTA BBIPAaBHUBAIOTCS 110 JIEBOMY KparO MIIM LEHTPYIOTCS OTHOCUTEILHO CAMOU JUIMHHOU CTPOKHU.

[Ipu yTBep)KIEHUM [TOKyMEHTa JOJKHOCTHBIM JHMIIOM Tpu( YTBEPKACHHUS COCTOUT U3 CJIOBa
YTBEPXAIO, HanMeHOBaHMsI JOIKHOCTH JIMLA, yTBEPKAAIOIIET0 TOKYMEHT, €70 ONNUCH, UHUIUAJIOB,

(dbaMuIMK U AaThl YTBEPKICHUS.

IIpumep



VTBEPXIAIKO
PykoBoautens denepaibHOro
apXI/IBHOFO arcHTCTBA

Ilonnuce N.0. ©amunus
Jara

[Tpu yTBep)ACHUH AOKYMEHTa PacHOPSAUTEIbHBIM JOKYMEHTOM TpU( YTBEPKICHHUS COCTOHT U3
cnmoBa YTBEPXJIEH (YTBEPXIEHA, YTBEPXJIEHbBI nin YTBEPXIEHO), cormacoBanHOro ¢
HaMEHOBAHHEM BHJAa YTBEPKIAEMOTO JOKYMEHTAa, HAMMECHOBAHHS PACHOPSIUTEILHOIO JOKYMEHTA B
TBOPUTEIBHOM MAaJIekKe, €ro JaThl, HOMEPA.

[Tpumep
(Pernamenr) VYTBEPX/EH
npukazom AO "lIpodums"
ot 5 ampesnst 2016 . N 82
W

(ITpaBuna) YTBEPX/IEHbBI
npukazom AO "IIpodumns"
ot 6 anpenst 2016 r. N 83

[lpu yTBEepKICHHM JOKYMEHTa KOJUICTHAJIbHBIM OPraHOM, PEIICHUS KOTOPOro (PUKCHPYIOTCS B
MIPOTOKOJIE, B Tpr(e YTBEPIKICHHUS YKA3bIBAIOTCS HAMMEHOBAHKE OPTaHa, PEIICHHEM KOTOPOTO YTBEPIKIACH
JOKYMEHT, J1aTa 1 HOMep MPOTOKoJIa (B CKOOKax).

IIpumep

(ITonmosxenwue) YTBEPXJIEHO
CoBeToM IUpPEKTOPOB
AO "IIpodunp"
(mpotokon ot 12.12.2016 N 12)

5.17 3aroyioBOK K TEKCTY - KpaTKOE COJIEpKaHNE JJOKyMEHTA. 3arojIoBOK K TEKCTY (POPMYIIHPYETCS ¢
npeniorom "O" ("OG6") u oTBeuaet Ha Bompoc "o uem?"):

npukas (0 4em?) 0 Co37aHUMU aTTECTAIMOHHOW KOMHUCCHH;
npukas (0 yem?) 00 yTBEp:KJI€HUH LITATHOTO PACHUCAHUS;
nuceMo (0 yem?) 0 MpeAoCTaBICHUH HHDOPMALINH.

3aroj0BOK K TEKCTy ohopMIIeTCs MO peKBU3UTaMH OJlaHKa clieBa, OT TPaHMILBI JIeBOro mnois. B
YKasax, IOCTAaHOBJICHUAX, PCHICHUAX, MpPUKaA3ax, U3JaBaACMBIX OpraHaMu BJIACTH, 3aroJiOBOK K TCKCTY
MOXET 0(pOpPMIIATHCSA HaJl TEKCTOM MOCepeHE paboyvero Mo J0KyMEHTa U LEHTPYETCs OTHOCUTEIHHO
CaMO IJIMHHOM CTPOKH.

3aroioBoK K TCKCTY MOKCT HC COCTABJIAITLCA, CCJIIM TCKCT JOKYMCHTA HC MTPCBLIIIACT 4-5 CTPOK.

5.18. TeKCT TOKyMEeHTa COCTaBIISIETCS HAa PYCCKOM SI3bIKE KaK TOCYJIapCTBEHHOM si3bIke Poccuiickoi
@®enepaunn. B opraHax rocyJapCTBEHHOM  BJIaCTH, OpraHax MECTHOIO  CaMOyIpaBJEHUS,
rOCy/IapCTBEHHBIX YUPEXKACHUAX pecnyOiauK Hapsay ¢ TOCYJapCTBEHHBIM s3bIkoM Poccuiickoit



@denepanli  MOTYT  yHOTPEOISAThCS TOCYIApCTBEHHbIE SI3bIKM  pecryonuk. B nmedrensHOCTH
rOCyJapCTBEHHBIX OpPraHoOB, OpraHM3alui, OpeanpusaTuid u yupexaeHun Poccuiickoir denepanuu
WCIIONB3YIOTCS TOCYAApCTBEHHBIN s3bIK Poccutickoit deneparinu, rocy1apcTBEHHBIE S3BIKH PECITyOJIUK 1
MHBIE s3bIKM HapoaoB Poccuiickoit denepanun.

(B pen. smenenus N 1, ytB. [Ipukazom Poccranmapta ot 14.05.2018 N 244-cT)

B Tekcte JOKYMCHTA, MIOATOTOBJICHHOM Ha OCHOBAHHHU 3aKOHOAATCIIbHBIX HWJIM MHBIX HOPMATUBHBIX
IIPAaBOBBIX AKTOB, PAHCC U3JAHHBIX PACTIOPAANUTCIbHBIX TOKYMCHTOB, YKA3bIBAOTCA UX PEKBU3UTHI:

- HAMMCHOBAHUC BHJA JOKYMCHTA, HAMMCHOBAHUC OpraHu3allud - aBTOpa [JOKYMCHTA, OaTa
AOKYMCHTa, peFI/ICTpaHI/IOHHBIﬁ HOMEP JOKYMCHTA, 3aroJIOBOK K TEKCTY,

- HaMMEHOBAaHWE OpraHu3alMd WKW JIOJDKHOCTHOTO JIMIA, YTBEPJMBILErO JOKYMEHT, Jara
YTBEPKICHUS IOKyMEHTA.

TekcT AOKyMEHTa MOXKET COJEp)KaTh Pa3/elbl, MOAPA3JeIbl, MyHKTHI, MOAMYHKTHI, HyMEpyeMbIe
apabckumu 1udpamu. YpoBHEH pyOpHUKaIiiy TEKCTA HE JOJIKHO OBITh O0JIee YeThIpeX.

B npukasax TeKCT u3naraeTcsi OT NEpBOIo JIMLA EAMHCTBEHHOI 0 uncia ("'pukasbiBai”).

B n0okyMeHTaxX KOJUIETHAIbHBIX M COBEHIATEIBHBIX OPraHOB TEKCT M3JIAracTcs OT TPEThEro JIHIa
€IMHCTBEHHOTO Yncia (""KoJUIeTHs... MocTaHoBsieT", "codpanue... perrmio").

nmn

TekcT mpoToKOIa U3MaraeTcs OT TPETHETO JINIa MHOKECTBEHHOT0 uncia ("ciymanu", "BelcTymim",
"mocranoBuin", "pemman").

B dokyMeHTax, yCTaHaBIMBAIOMIMX TIpaBa M OOSI3aHHOCTU OPraHMU3alMi, HX CTPYKTYPHBIX
moipa3ielIecHni (TIOJI0KESHHIE, WHCTPYKIIUS), a TAKXKE COACPIKAIIUX ONMUCAHUE CUTYallul, aHau3 (PaKToB
WJIHM BBIBOJIBI (KT, CIpaBKa), UCIOJIb3yeTcsl popMa U3T0KEHUSI TEKCTa OT TPETHEro JIMIA eTUHCTBEHHOTO
WM MHOXKeCcTBeHHOro yucia ("oraen ocymecTBiseT (GyHKOWU...", "B COCTaB yNpaBICHUS BXOJMSIT...",
"KOMHCCHS TIpOBena MPOBEPKY...").

B coBMecTHBIX JOKYMEHTax TEKCT H3Jaraercsi OT IEepBOr0 JUIAa MHOXECTBEHHOIO uucia
("mpukassiBaem", "pemunn").

B nenoBbIx (city>ke0HBIX) MHUCbMAaX UCIOIB3YIOTCS (POPMBI U3JI0KEHUS:

- OT IMEepBOr0 JIMIA MHOXXECTBEHHOro uucia ("mpocuM HampaBuTh...", "HOpeiacTaBisieM Ha
paccMmoTpenue...");

- OT TPCTHEIrO Jina €AUHCTBECHHOI'O YHUCJIa ("MI/IHI/ICTepCTBO HC BO3pPaXkKacT... ', "O6IJ_ICCTBO CUHUTacT

BO3MOXXHBIM...");

n"non

- OT MIEPBOTO JIUIIA MHCTBEHHOTO yucia ("'cunTaro He0OX0AUMBIM...", "Ipeara paccMOTpeTh..."),
€CJIM MIUChMO 0(DOPMIICHO Ha JOJIKHOCTHOM OJIaHKe.

B Tekcrax NTOKYMEHTOB YHOTPEOJISIOTCS TOJBKO OOINEHpPUHATHIE aOOpeBHATYphl U rpadudeckue
COKpAIICHHS.

[Tpu ynotpebnaenun B TekcTe GaMUINA UL MHUIHMAIBI YKa3bIBAIOTCS Mocie (paMuiInu.
B nenoBeix (cimyke0HBIX) MUCbMax MOTYT UCTIOJIb30BaThCSI:

- BCTYIIUTENIbHOE O0OpaleHue:

YBaxaemblii rocioguH [Ipeacenarens!

YBaxkaembiii rocrionuH ['yoepuaTop!



VYBaxaemblii rocioans [Ipoxopos!
VYBaxkaemasi rocrioka 3axapona!
VYBaxaemblii Hukonaii [TerpoBuy!
VYBaxkaemas Onbra Hukosnaesna!
VBaxkaemsble rocrnonal

B oOpamenun 1o A0DKHOCTH HaWMEHOBAaHHE OJDKHOCTH MHINETCS C IMPOMUCHON OYyKBBI, B
oOpalieHny 1o paMUIMY HHULHMAJIBI JINIA HE YKa3bIBAIOTCSL.

- 3aKJIIOYHUTEIIbHAS ATUKETHAsS (paza:
C yBaxeHHUem, ...
(U3menennas penakius, M3m. N 1).

5.19 OTmeTKa O HMPUIOKEHUU COJEPKUT CBEICHHUS O JOKYMEHTE (JIOKyMEHTax), MpHUJaraeMoM K
OCHOBHOMY JIOKYMEHTY (B COINPOBOJMTEIIbHBIX MHUCHbMAaX, MPETEH3USIX, aKTaX, CIpaBKax U JAPYTUX
MH(OPMALIMOHHO-CIIPABOYHBIX JOKYMEHTaX) WJIM O TOM, YTO JOKYMEHT SBJISIETCS MPUIOKEHHEM K
OCHOBHOMY JIOKYMEHTY (B JJOKyMEHTaX - MPUIIOKEHUSIX K PACTIOPSAUTEIBHBIM JOKYMEHTAM, MTOJIOKEHUSM,
MpaBWJIaM, HHCTPYKIUSAM, IOTOBOpaM, IJIaHaM, OTYETaM U Jp. TOKYMEHTaM).

B compoBoauTeNbHBIX MUCHMAX U IPYTHX WH(GOPMAIMOHHO-CIPABOYHBIX JOKYMEHTaX OTMETKA O
HPUIIOKEHUU 0(hOPMIISIETCS IO TEKCTOM OT T'PAHMULIBI JIEBOT'O MOJIS CIEAYIOLUIMM 00pa3oM:

- €CJIU IMPUJIOKCHUC HA3BAHO B TCKCTC!:

[Tpunoxenue: Ha 2 1. B 1 9K3.

- €CJIM MPUJIOKCHUC HEC HA3BAHO B TCKCTC HUJIU €CJIU HpI/IJ'IO)KeHI/Iﬁ HCCKOJIbKO, YKAa3bIBAIOT HA3BAHUA
HOKYMGHTOB-HPHHOX(GHHﬁ, KOJMYCCTBO JIUCTOB U SK3CMILIAPOB KAXKIOTO IMPUITOKCHUA:

[Tpunoxenue: 1. ITonoxenue o0 YnpaBlieHUH PETUOHAIBHOTO KpeAUTOBaHUA Ha 5 J1. B 1
IK3.

2. CopaBka 0 KaJpOBOM COCTaBe YTPaBJIEHUS PErHOHAIBHOIO
KpeIuTOBaHus Ha 2 1. B | 3K3.

- €CITU TIpIIIOXKeHne (TIPUII0KEHUS) COPOIIIOPOBAHO:

[Ipunoxenue: otuet 0 HUP B 2 3k3.

- €CJIA IOKYMEHT, SIBJISIFOLIUICS PUIIOKEHUEM, UMEET IPUIIOKEHUS C CAMOCTOSITEILHON HyMepalneu
CTpaHUIL:

[Ipunoxenue: nucbMo PocapxuBa ot 05.06.2015 N 02-6/172 u npuioxeHuss K HEMY,
BCEro Ha 5 J1.

- €CJIM MPUJIOKEHHUEM SIBJIIETCS 000COOIEHHBIIN 3JIEKTPOHHBIM HOCUTENb (KOMITAKT-IUCK, usb-piern-
HAKOMUTEIb U JIp.):



ITpunoxxenue: CD B 1 3Kk3.

[Ipu »TOM Ha BKIagbilie (KOHBEpTE), B KOTOPBIA IIOMENIAETCS HOCUTENb, YKa3bIBAIOTCS
HAaUMEHOBAHHUSI IOKyMEHTOB, 3aITUCAHHBIX Ha HOCUTEJh, IMEHA (DaliyIoB.

B pacnopsimuTenbHBIX JOKYMEHTaxX (TIOCTAHOBJICHUSX, PEIICHHSX, MPHKa3aX, PaCIOPSIKCHUSX ),
JIOTOBOpaxX, IMOJIOKCHHSIX, MPABUIAX, WHCTPYKIUAX U JPYTUX JOKYMEHTaX OTMETKa O MPHIOKCHHH
oopMIIeTCs CASAYIOIIMM 00pa3oMm:

- B TEKCTE JIOKyMEHTA TP IMEPBOM yIIOMHUHAHUU JOKYMEHTA-TIPUIIOKEHUS B CKOOKAaX YKa3bIBaCTCS:
... (mpunoxenue) unu ... (mpuwioxkeHue 1); mepea HOMEPOM MPUIIOKEHHS JOMYCKAETCS CTaBUTh 3HAK
HoMepa: ... (mpunoxkeHue N 2);

- Ha ICPBOM JIMCTC JOKYMCHTA-IIPHUJIOKCHUA B IIPABOM BCPXHEM YIIY YKA3bIBACTCA:

[Tpumep

[Tpunoxenue N 2
k npukaszy AO "[Ipoduns"
ot 15.08.2015 N 112

CTpoKu peKBU3HTa BBIPABHMBAIOTCS IO JIEBOMY Kpar WM LIEHTPYHOTCSI OTHOCHTEIBHO CamoOu
JUIMHHOU CTPOKHU.

Ecin npuioxeHneM K pacropsIuTeIbHOMY JTOKYMEHTY SIBJISE€TCS HOPMAaTUBHBIN PAaBOBOM aKT WX
WHOM JOKYMEHT, YTBEP)KIA€MbI JaHHBIM pPaCHOPSIUTEIBHBIM JOKYMEHTOM, Ha IIEpBOM JIUCTE
IPUIIOKEHUS IPOCTABIISIETCA OTMETKA O MPHIIOKEHUH (0€3 CChUIKM Ha paclopsIUTENbHbINA TOKYMEHT) U
rpud yTBEPXKICHHS, B KOTOPOM YKAa3bIBAIOTCS JaHHBIC PACIOPSAIUTEIBHOTO IOKYMEHTa, KOTOPBIM
YTBEPKIEH JOKYMEHT-IIPUIIOKECHHE.

IIpumep

[Ipunoxenune 1

YTBEPXJIEHO
npukazoM AO "IIpoduis"
or 18.05.2015 N 67

5.20 T'pu¢ cornmacoBaHusi JOKYMEHTa MPOCTaBIsIETCS Ha JOKYMEHTaX, COIVIACOBAHHBIX OpraHaMu
BJIACTH, OpraHMU3alMsIMH, JOLKHOCTHBIMU Jmuamu. ['pud cormacoBaHuss B 3aBUCHUMOCTH OT BHJA
JOKyMEHTa 1 0COOEHHOCTEH ero 0pOpMIICHUS MOKET MTPOCTABIIATHCS:

- Ha TEPBOM JIUCTE JTOKYMEHTa (€CIM JTOKYMEHT MMEET TUTYJbHBINA JUCT - Ha TUTYJIBHOM JIUCTE) B
JIEBOM BEpPXHEM YTy Ha YpOoBHE Trpu(a YTBEpkACHUS WIH O] HAaUMEHOBAHHEM JOKYMEHTa OJrke K
HUKHEMY TOJIIO);

- Ha MOCJEIHEM JIUCTE JOKYMEHTA MOJI TEKCTOM;

- Ha JIUCTE COTJIACOBAHUS, SIBJISIIOIIEMCS HEOThEMJIEMON YacThIO IOKYMEHTA.

I'pucd cormacoBanus cocrout u3 cioBa COI'JTACOBAHO, nomxHOCTH JHIIa, KOTOPBIM COTJIaCOBaH
JOKyMEHT (BKJIIOYash HAMMEHOBAaHWE OPTaHM3aIlih), €ro COOCTBEHHOPYYHOW TOIIMUCH, WHHUIHAJIOB,

(baMI/IJ'II/II/I, JaThbl COTJIaCOBaHUA.

[Tpumep



COI''TACOBAHO
Hupexrop BHUNJIA ]

(monmuce) N.0. Gamunus
Hara

Ecnu cornmacoBanue oCyIIecTBISIETCS KOJUIETHAIBHBIM OPIaHOM, B Ipu(e COTJIAaCOBAaHUS yKa3bIBAIOT
cBesleHUs 00 opraHe, COIJIacOBAaBILIEM JOKYMEHT, aTe U HOMepe IPOTOKOJIa, B KOTOPOM 3a(MKCHUPOBAHO
peleHue o cornacoBaHuu. Eciiu cornacoBaHue OCylIeCTBISIETCS MUCbMOM, YKa3bIBAIOT: BUJL IOKYMEHTA,
OpraHM3alMIo - aBTOPa JOKYMEHTA, 1aTy U HOMEp IHUChMa.

[Tpumep 1

COI''TACOBAHO

CoBeToM TUPEKTOPOB

AO "IIpodpuns"

(TIpoToKOoII OT N )

[Tpumep 2

COTI'JTACOBAHO
nuceMoM PocapxuBa
oT N

5.21 Buza cBHAETENBCTBYET O COTJACHHM WM HECOTJIACUHU JOJDKHOCTHOTO Juna (pabOTHHKA) C
CoJiep’KaHuEM IpOeKTa JOKyMeHTa. Bu3oil odopmisieTcs BHyTpeHHEE corllacoBaHHE JOKyMeHTa. Buza
BKJIIOYAET JIOJDKHOCTH JIUIA, BU3UPYIOLIETO JAOKYMEHT, MOAMKUCH, paciiu(ppoBKy MOANUCH (MHUIUAIIBI,
(dbamMuITUI0) U AaTy BUSHPOBAHUSI.

ITpumep

PykxoBoauTenb I0OpUANYECKOTO OTAETIA

Tloanuce N.0. Gamunus
ara

[Tpu HamuuMu 3aMeYaHui K JOKYMEHTY BU3Y OQOPMIISIOT CIeIyIOIUM 00pa3oMm:

IIpumep

3aMevaHus NpuiIararoTcs.
PykxoBoauTenb I0OpHANYECKOTO OTAETA

Tloanuce N.0. damunusa
Hara

B opranm3zanusx, mpuMEeHSIOIUX CHCTEMBI DJIEKTPOHHOTO TIOKYMEHTOO0OPOTA, COTIIACOBAHNE MOKET
IpOBOJUTHCA B AyieKTpoHHOH popme cornacHo 'OCT P UCO 15489-1.

B AOKYMCEHTAX, MOJJIIMHHUKHW KOTOPBIX XPAHATCA B OpTraHHU3allvH, BU3bI IIPOCTABJIAIOT HA IMOCIICAHEM
JIUCTEC NOKYMCHTA IOJ IMOAIKUCHI0, HA 060p0Te MOCJICOHETO JIMCTAa MOAJIMHHUKA JOKYMCHTA WUJIKW HA JIUCTC



COIJIacoBaHUs (BU3MPOBAHUSA), IPUIIATAEMOM K JOKYMEHTY.

B HUCXOOAIINUX I[OKyMeHTaX BU3bI HpOCTaBHHIOTCH Ha 3K3eMHHHan I[OKYMGHTOB, IIoMcuIacMbIX B
IIeIo.

[lo ycMOTpeHHI0 OpraHu3ali MOKET MPUMEHSTHCS IMOJMCTHOE BU3UPOBAHUE JOKYMEHTA U €ro
MIPUIIOKEHUH.

5.22 Tloamuch BKJIIOYAET: HAUMEHOBAHHWE JOJDKHOCTH JIUIA, MOJMHCHIBAIONIETO JOKYMEHT, €ro
COOCTBEHHOPYYHYIO MOJIUCH, PACIIH(PPOBKY MOANUCH (MHUITAAIIBI, (DaMIIINS).

IIpumep

['enepanbpHbIl TUPEKTOP [Toanuce N.0O. Gamunus

Ecmu JOKYMCEHT 0(1)OpMJ'IeH HC Ha 6J'IaHKe, B HAUMCHOBAHUEC NOJI?’KHOCTHU BKJIIOHYACTCA HAMMCHOBAHUC
opraHu3anuvu. I[OHyCKaeTCSI HCHTPOBAaTh HAMMCHOBAHUC MHOJDKHOCTH JiMIA, MOAINUMCABHICTO AOKYMCHT,
OTHOCHUTEIBHO CaMOH I[.]'II/IHHOI‘/'I CTPOKH.

IIpumep

['eHepanbHbII JUPEKTOP
AO "IIpodpuns" [Tonmnuce N.0. ®amunus

[Tpu opopmieHnu 1oKyMeHTa Ha OJIaHKe JTO0JKHOCTHOT'O JIMIA JOJDKHOCTh 3TOTO JIMIA B OJIHUCH HE
YKa3bIBaCTCSl.

[Tpumep

IToamuce N.0. ®amunug

IIpn moanucaHuM JOKYMEHTa HECKOJIBKMMM JOJDKHOCTHBIMU JIMIAMH, 3aHUMAIOIIMMH Pa3HOE
MIOJIOXKEHUE, UX TOANKCH PacCIoIaratroTcs OJHA IO APYrOH B IOCIENOBATEIBHOCTH, COOTBETCTBYIOLIEH
HEpapXUU 3aHUMAEMBIX JOJKHOCTEM.

ITpumep
JIupexTop MHCTUTYTA IToanuce N.0. ®amunus
['maBHBIN Oyxrantep [Toanuce N.0. Gamunus

HpI/I noArnvuCaHuM AOOKYMCHTAa HECKOJBbKHMMU JIMOAMHU PpPaBHBIX HOH)KHOCTefI nx IIoAIIHUCHU
pacnojrararoTcsa Ha OJHOM YPOBHC.

[Tpumep
3amecTuTeNnb AUPEKTOpa Mo 3amMecTuTeNb TUPEKTOpa Mo
(hMHAHCOBBIM BOITPOCAM aIMUHUCTPATUBHBIM BOTIpOCaM
Tloanuce N.0. Gamunus Iloamucek N.0. Gamunus

B HAOKYMCHTAaxX, COCTAaBJICHHBIX KOMI/ICCI/ICI‘/JI, B MNOANHCHU YKaA3bIBACTCA CTATYC JIMla B COCTAaBC
KOMUCCHH.



[Tpumep

[Ipencenarens koMmuccuu [Toanuce N.0. Gamunus
YeHbl KOMUCCUH IToamuce N.0. ®amunusg
IMoamuce HN.0. ®amunus
IToamuce N.0. ®amunusg

HpI/I noArnuCaHu AJOKYMCHTa JIMOOM, HCIIOJITHAOIINM 0053aHHOCTHU PYKOBOOHUTECIIA, IIOAINHNCH
O(bOpMJ'I?IeTCSI C YKa3aHMEM CTaTyCa JOJPKHOCTHOI'O JIMIda B COOTBETCTBHUH C ITPUKA30M (paCHOPH)KeHI/IeM).

IIpumep
H.o. renepanbHOTO IUpPEKTOpA [Toanuce N.0O. ®amunus
Wi
Ucnonnstomuii 06s13aHHOCTH TeHepanbHoro| [loanuce N.0. Gamunus
IUpEeKTOpa

HpI/I moANMrMCaHu JOKYMCHTA JIMIIOM, UMCHOIIIHUM IIPAaBO NOANKMCH B CIIydac BPEMCHHOI'O OTCYTCTBUSA
PYKOBOOUTCIISA, HUCIPABICHUA B HAUMCHOBAHUC HOOJDKHOCTH H pacmmprBKy (1)aMI/IJ'II/II/I YKC
IMOATOTOBJICHHOTO M COIIAaCOBAHHOI'0 IMPOCKTAa AJOKYMCHTA BHOCATCA OT PYKH UM C HUCIIOJB30BAHUCM

Moot

COOTBCTCTBYIOIIHUX IITAMIIOB. He AOIYCKACTCA CTAaBUTh KOCYHO 4YEpTy, HAAIUCH 3a nepena
HAaMMCHOBAHUCM OOJKHOCTH JIMLA B IOAIMKUCH, CCIIM JOKYMCHT NOANMCBIBACT HHOC JOJDKHOCTHOC JIMIIO.

5.23 Ormerka 00 »3JIEKTPOHHOW TMOJANMUCH MCIOJIB3YeTCsl MPU BU3YyaIM3alMU 3JIEKTPOHHOI'O
JTOKYMEHTA, TOMHCAHHOTO IEKTPOHHON MOAIHUCHIO, C COOIOACHUEM CIIETYIONINX TPeOOBAHHIA:

a) MECTO pa3MELIEHUs] OTMETKHM 00 3JIEKTPOHHON MOANUCH JOJKHO COOTBETCTBOBATb MECTY
pa3MenieHtsi COOCTBEHHOPYYHON MOJNUCH B aHAJIOTUYHOM JJOKYMEHTE Ha OyMa)KHOM HOCHUTEIIE;

0) 9JeMEHTbl OTMETKH 00 SJEKTPOHHOUW MOAMHUCU JOJKHBI OBITh BUIUMBIMH U YUTAEMBIMH TpPU
0TOOpaXeHUH JOKYMEHTa B HATYPaJlbHOM pa3Mepe;

B) 3JIEMEHTBI OTMETKH 00 3J'IeKTp0HH01>i MMOATIUCHU HE HOJIKHBI IEPCKPLIBATHCA HMJIM HAKJIAAbIBATHCH
APYT Ha Jpyra,

I') 2JIEMEHTHl OTMETKH 00 3JEKTPOHHOM IMOJIMUCH HE JOJDKHBI NEepeKpbIBaTh 3JEMEHThl TEKCTa
JOKYMEHTA U JIpyTriue OTMETKU 00 3JIEKTPOHHOM MOAMUCH (ITPU HAJIUYUN).

OTtmeTKa 00 2NIEKTPOHHOH MOJMICH B COOTBETCTBUU C 3aKOHOIaTeNbCTBOM Poccuiickoit denepanyu
BioyaeT ¢paszy "JlOKyMEHT mMOAamucaH »dJIEKTPOHHOW TMOAMHUCKHIO", HOMEp cepTuduKara Kiroda
ANEKTPOHHON MOMAMUCH, PaMHIINIO, UM, OTYECTBO BIaAeNbla cepTudrKara, CpoK IeicTBHS cepTudukara
KJIF0Ya 3JIeKTpOHHOU noanucu. OTMeTka 00 3JIEKTPOHHOM MOANKCH MOXKET BKIIOUaTh H300paxeHue repoa,
SMOJIEMBI OpraHa BiIAacTH (OpraHu3alliy), TOBAPHOTO 3HaKa (3HaKa OOCIY)XMBaHHS) OpraHHU3aINH B
COOTBETCTBHUH C JICUCTBYIOIINM 3aKOHOAATEIILCTBOM.

ITpumep

JOKYMEHT IIOIIVCAH
SJIEKTPOHHONM IMOJINMCEIO
HammvenoBaHme
OOJDKHOCTU Ceprudpmxar 1alllaaa000000000011 H.H. Huxojaes



Brnanesnen HukojsiaeB Hukosam HukostaeBuu
HOenicrBuTrejyed ¢ 01.12.2012 mo 01.12.2017

5.24 TIlewarp 3aBepseT MNOJJIMHHOCTh TMOJMUCH JIOJDKHOCTHOTO JIMIIa Ha JOKyMEHTax,
YIOCTOBEPSIONINX MpaBa JHI], GUKCUPYIOMHKX (aKThl, CBI3aHHBIC ¢ ((MHAHCOBBIMHU CPEJICTBAMH, a TAK)KE
Ha HUHBIX JIOKYMEHTaX, NPeayCMaTpUBAIOIIMX 3aBEPEHUE MOJAMKUCH TIeYaTbl0 B COOTBETCTBUU C
3akoHoJaTeNbcTBOM Poccuiickoit denepanmu.

JlokyMeHTBl ~3aBepsilOT IeyaThio opraHu3anuu. lledars mpocTaBisieTcsi, HE 3axBaTbIBas
COOCTBEHHOPYYHOW TOMAINMCH JIMIA, IMOIMHCABIIETO JOKYMEHT, WIM B MecTe, oOo3HauyeHHOM "MII"
("Mecro neuaru").

5.25 OrmeTka 00 UCHONHUTENE BKIOYACT (haMWINIO, UM U OTYECTBO MCIIOJHUTENS,, HOMEP €ro
teneora. OTMeTKa 00 MCIOTHHUTENE MOXKET JOMOIHATHCS HAMMEHOBAHUEM JIOJDKHOCTH, CTPYKTYPHOTO
MIOJIPA3/IeIeHUs U AIEKTPOHHBIM a/IpeECOM UCIIOTHUTEIIS.

Otmerka 00 ucnosnHutene odopmisieTcs Ha JIMIEBOM CTOPOHE IOCIEIHETO JINCTA JOKYMEHTa OT
I'PaHMIIBI JIEBOTO MOJIS MJIH, IPU OTCYTCTBUHU MECTa, Ha 0O0OPOTHOM CTOPOHE BHU3Y CIIEBA.

IIpumep

3abenun MBan AnapeeBud, KoHTponbHOE yripaBiieHHEe, BEAYIINN CIIEIUAATNACT
+7(495) 924-45-67, Zabelin@gov.ru

OTmeTka 00 UCTIOHUTENE MOKET OPOPMIIATHCS KaK HIDKHUIM KOJIOHTUTYJI U ME€YaTaThCsl MPUPTOM
MEHBILEro pa3Mepa.

526 Otmerka O 3aBepeHUHM KOMUU OdopMisieTcss Al MOATBEPKIEHHUS COOTBETCTBHS KOIUHU
JOKyMeHTa (BBIIUCKM M3 JIOKyMEHTa) IOJUIMHHUKY JOKyMeHTa. OTMeTKa O 3aBepeHHHM KOIUHU
MPOCTABJISIETCS] TIOJT PEKBU3UTOM "TOANHUCH" W BKIIOYAET: ciioBO "BepHo'"; HauMeHOBaHUE JOHKHOCTHU
JIMIIA, 3aBEPUBIIETO KOMHUIO; €ro COOCTBEHHOPYUHYIO IOAINMUCH; PacIM(pOBKY MOANUCH (MHHUIHAIIBL,
(bamMunio); 1aTy 3aBepeHuss KOMUU (BBITUCKU U3 JTOKYMEHTA).

ITpumep

Bepno
WHcnekTop ciy>x0bl KaapoB IToamnuce N.0. ®damunus
[ara

Ecimu xonus BBLAACTCA IJId OPCACTABJICHUA B JAPYIr'yIO OpraHu3annio, OTMCTKAa O 3aBECPCHUUN KOIINHU
JIOTIONHSIETCA HAAMUCBI0O O MECT€ XpaHEeHHs JOKYMEHTa, C KOTOpOro Oblla HM3rOTOBJEHA KOIMHS
("TlopmMHHMK TOKYMEHTa HaXOUTCS B (HAMMEHOBaHUE opraHu3aiun) B ese N ... 3a ... roa") U 3aBepsiercs
MeYaThi0 OPraHu3aluu.

21.]'[5[ IMPOCTABJICHUA OTMCTKHU O 3aBEPECHUN KON MOXKET UCITIOJIB30BAaTbCA HITAMII.

5.27 OtmeTka 0 MNOCTYIUICHUN HOOKYMCHTA CJIYXKUT Ui HNOATBCPIKIACHHUA (I)aKTa MOCTYIJICHHUA
AOKYMCHTA B OpPraHU3allMi0O W BKIOYACT JAaTy MNOCTYIUJICHHA U BXO)ISIH_[I/Iﬁ peFI/ICTpaHI/IOHHblf/'I HOMEDP
HAOKYMCHTA. HpI/I HCO6XOIII/IMOCTI/I OTMCTKAa O MOCTYIUICHUU MOKCT HOIOJHATLCA YKa3aHUCM BPCMCHU
IMOCTYIUICHHUA B Hacax U MUHYyTax U crocoba JOCTaBKH JOKYMCHTA.

OtMmeTKa o MOCTYIUICHUU NOKYMCHTA MOKET ITPOCTABJIATHCA C TIOMOIIBIO IITAMIIA.

5.28 Pezomonus coAepKUT yKa3aHHWE IO UCHOJHEHHIO JOKyMeHTa. Pesomonus odopmisercs Ha
CBOOOJTHOM MecTe paboyero Mo JOKYMEHTa, Ha OJIaHKe PEe30JIOIMH MM BHOCUTCS HETIOCPEICTBEHHO B



CHCTEMY DJIEKTPOHHOTO JIOKyMEHTO000pOTA.

Pezomioniust  BKItOUaeT: (Gamuiidio, WHUIMAIBI HCIOJHUTENS (MCHONHUTENEH), MOpYy4YeHHe 10
JOKYMEHTY, NP HEOOXOAMMOCTH - CPOK HCIOJIHEHUS, MOJMUCH JIMIA, BBHIHECIIErO PE30JIIOLNI0, NaTy
PE30IIOLHH.

[Tpumep

Gamunus N.0.

[Ipomy noaroroButh npemyoxenus k 10.11.2016.
IToamuce

Hara

5.29 OTmeTKa 0 KOHTPOJIE CBUJIETEILCTBYET O TOCTAHOBKE JOKYMEHTA Ha KOHTPOJIb, IPOCTABIIAETCS
mramnoM "KoHTposns" Ha BepxHeM moJie JOKyMEHTa.

5.30 OTMeTKa 0 HampaBJICHUU JOKYMEHTA B JIEJIO OINPEIENIeT MECTO XPaHEHHs JIOKyMEHTa IOCiie
3aBepIICHHs padOThI C HUM M BKJIIOYAeT: cioBa "B nmeno", mHIeKc nemna mo HOMEHKIIAType Ael, B KOTOpOoe
MOMEIIAETCs JIOKYMEHT Ha XpaHCHHE, C YKa3aHHWEM To/a, JIOJDKHOCTH JIMIa, O(pOPMHUBIIETO OTMETKY,
IIOAIIMCH, JAaThl.

[Tpumep

B nemo N 01-18 3a 2016 1.
3aB. OT/IEJIOM KOPIIOPATUBHBIX MPOCKTOB

Ilonnuce Jlara

OtMmeTKa 0 HaIlpaBJICHUKW OOKYMCHTA B [JCJIO MOKCT JOIOJIHATBCA KPATKHUMU CBCACHUAMH O
XapaKTePEC UCIIOJIHCHUA JOKYMCHTA.

6 bnaHkn AOKyMeHTOB

6.1 JIns usrotoBieHus OnaHkoB JokyMeHTOB coryacHo ['OCT P 7.0.8 wucnomb3yercs Oymara
dbopmatoB A4 (210 x 297 mm), AS (148 x 210 MM); JUTs1 U3TOTOBJIEHUS OJIAHKOB PE30JIOIMI UCTIOIB3YETCS
oymara opmaroB A5 (148 x 210 mm), A6 (105 x 148).

Kaxxapiit nuct qokyMeHTa, opopMiIeHHBIN Ha OJaHKe WK 0e3 HEeTo, T0JIKEH UMETh I10JIsl HE MEHee:
20 MM - J1€BOE;

10 MM - paBoe;

20 MM - BEpXHEE;

20 MM - HUXKHEE.

I[OKyMCHTBI JJIIATCIIBHBIX (CBBI]J_IC 10 J'ICT) CPOKOB XpaHCHUA OOJIKHBI UMEThD JICBOC ITOJIC HEC MCHEC 30
MM.

6.2 OpraHuzallid WCHONB3YIOT OJaHKH JOKYMEHTOB, H3TOTOBJICHHbIE Ha OyMa)KHOM HOCHUTEIE
(bmanku  JTOKYMEHTOB (pemepaibHBIX OPraHOB TOCYJApPCTBEHHOM BJIACTH C BOCIHPOU3BEICHUEM
l'ocynapctBennoro  repba  Poccuiickoii  @enmepanyii  U3rOTaBIUBAIOTCA  MOJHUTPAPUUESCKHUMHU
MPEANPUITHAMHI, HUMEIOITUMHU CEPTUPHUKATHI O HATTMYUHA TEXHUIECKUX M TEXHOJIOTHYECKUX BO3MOKHOCTEH
JUTS KAY€CTBEHHOTO M3TOTOBJICHHSI YKa3aHHOTO BUIA MPOAYKIINH ), U/WIIH SJICKTPOHHBIE MIA0IOHBI OJTAHKOB.
brnanku Ha OyMa)kHOM HOCHUTEJIE U JIEKTPOHHBIE IIA0I0HBI OJJTAHKOB JJOJKHBI OBITh UIEHTUYHEI TIO COCTaBY
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PEKBU3UTOB, OPSAIKY UX PACIOJIOKEHHUS, TApHUTYpaM LIpUPTa.

bnanku 1oKyMeHTOB Ha OyMa)KHOM HOCHUTENE U JIEKTPOHHBIE MA0IOHBI OJIAaHKOB H3TOTABIUBAIOTCS
Ha OCHOBAaHUM MAKeTOB OJIAHKOB, YTBEPKIAEMbIX PYKOBOJUTEIEM OpraHU3aLlUH.

bnaHku TOKyMEHTOB ClIeyeT U3rOTaBIMBATh Ha Oenoil Oymare mim Oymare CBETJIBIX TOHOB.

DNIeKTpOHHBIE MIa0J0HBI 0JIaHKOB JIOKYMEHTOB JIOJDKHBI OBITh 3alITUIIIEHBI OT HECAHKITMOHUPOBAHHBIX
U3MEHEHUH.

6.3 branku AOKyMEHTOB OGOPMIISIOTCS B COOTBETCTBUHU C MpuiiokeHueM b. OpHeHTHpOBOYHbBIE
TpaHUIBl 30H PACIOJIOKECHUS PEKBU3UTOB O0O3HAYEHbI NYHKTHpOM. Kaxknmas 30Ha ompenensiercs
COBOKYITHOCTBIO BXOJSIIIUX B HEE PEKBU3UTOB.

6.4 B 3aBUCHMOCTH OT PACIIONOXKCHHS PEKBU3UTOB YCTAHABIMBACTCS JBa BapuaHTa OJaHKOB -
yriioBo# (pucyHok b.1) u nmpogonbsHbli (pucyHok b.2).

6.5 PexBusursl 01, 02, 03 pacrnonaratoTcsi Ha BEpXHEM I0J€ JOKYMEHTa Haja pekBU3UTOM 05
HOCepeIMHE 30HbI, 3aHATOW ITUM PEKBU3UTOM.

PexBusut 03 MOKeT pacrmosiaraTtbCs ciieBa Ha ypoBHE pekBuzuta 05.

PexBuzutsi 05, 06, 07, 08, 09, 13, orpanu4yuTeabHble OTMETKH JIst pekBu3uToB 10, 11, 12 B mpeaenax
TPaHMI] 30H PACIIONIOKEHUS PEKBU3UTOB Pa3MEIAlOTCs OJTHUM U3 CIIOCOOOB:

- IICHTPOBAHHBIM (HAYAJIO M KOHEI[ Ka)XJ0H CTPOKU PEKBU3UTOB PAaBHO yNaJ€HbI OT TPAHUI] 30HBI
PaCIOJIOKEHUSI PEKBU3UTOB);

- (maroBeIM (Kakaasi CTpOKa PEKBU3UTOB HAYMHAETCS OT JIEBOW TI'PAHMIBI 30HBI PACIIOIOKEHHS
PEKBU3UTOB).

6.6 YCTaHaBIMBAIOTCS CICAYIONINE BUIbI OJaHKOB JIOKYMEHTOB OpraHU3alliu:
- o0muii OJIaHK;

- OJIaHK TIHCHMa;

- OJTaHK KOHKPETHOTO BHUJIa JJOKYMEHTA.

HopmaTuBHBIMHM aKTaMM OpraHM3allMM YCTAHABIMBAIOTCS BHJbI MPHUMEHSEMBIX OJAHKOB U MX
Ppa3HOBUAHOCTH (OJIaHK MMCbMa CTPYKTYPHOT'O Io/ipa3ziesieHus1, OJlaHK MMChbMa JTOJKHOCTHOT O JIMIIA, OJIaHK
npHKa3a, OJJaHK pacHopsKEHUs, OJIaHK IPOTOKOJIA U p.).

O06pa3ipbl 6J1aHKOB JOKYMEHTOB ITPUBEACHBI B IPUJIOKEHUH b.

6.7 OOt 6IaHK KUCIONB3YeTCs AJI U3TOTOBJIEHHS JIIOOBIX BHJIOB JOKYMEHTOB, KPOME JI€JIOBOTO
(city»eOHOr0) MUChMa.

OOumii O7aHK B 3aBUCUMOCTH OT YYpEIUTENbHBIX JOKYMEHTOB OpraHM3allid W JIOKaJbHBIX
HOPMAaTUBHBIX akTOB BKJto4yaeT pekBU3uThl 01 (02 umum 03), 05, 06, 07, 13 1 orpaHUYUTENIbHbIE OTMETKH
st pekBusuTos 10, 11, 16, 17.

bnank nucbMa B 3aBHCHMOCTH OT YYpPEAUTENbHBIX JOKYMEHTOB OpraHH3aldd U JIOKAJIbHBIX
HOPMAaTUBHBIX akTOB BKmo4aeT pekBuU3uTHl 01 (02 mmm 03), 05, 08, orpaHMYMUTEIbHBIE OTMETKH IS
pexBusuros 10, 11, 12, 15, 17. bnank nuceMa CTpyKTYpHOTO MOJAPA3AEICHHS JOTOJHUTEIBHO BKIKOYAET
pexBu3uT 06, 6J1aHK MHUChMa JOHDKHOCTHOTO JIMLIA - peKBU3UT 07.

bnaHk KOHKpeTHOro BHJa JOKYMEHTa, KpOME IHChbMa, B 3aBUCHUMOCTH OT YYPEIUTEIbHBIX
JOKYMEHTOB OpTaHM3allMHU U JIOKAJbHBIX HOPMAaTUBHBIX akTOB BKItoYaeT pekBu3uTsl 01 (02 umm 03), 05,



09, 13 u, npu HEOOXOAUMOCTH, OTPAHUIUTEIIHPHBIC OTMETKH JIJIsi TPAHUIL 30H PACIIOJNIOKEHUS PEKBU3UTOB
10, 11, 16, 17. biaHk KOHKPETHOTO BHJA JOKYMEHTa CTPYKTYpPHOIO MOJpa3esieHUsl TOMOIHUTEIbHO
BKJTIOYAeT pekBU3HUT 06, OJaHK MTOJDKHOCTHOTO JIMIA - PeKBU3UT (7.

6.8. B opranax Biactu M opraHmzauusx pecrnyonauk Poccuiickoit deneparyn, MCIONb3YIOMIHMX
Hapsay C PYCCKHM SI3bIKOM KaK rOCyAapCTBEHHBIM sI3bIKOM Poccuiickoil @enepanuu rocynapcTBEHHbIN
SI3bIK (TOCYJIAPCTBEHHBIE SI3BIKM) PECIYOJIUK, UCIOIb3YIOTCS OJAaHKU JOKYMEHTOB Ha PYCCKOM SI3bIKE U
rOCy/IapCTBEHHOM SI3bIK€ (TOCYJApCTBEHHBIX SI3bIKaX) pPECIyOJIMK: YrioBble (PEKBU3UTHI OlaHKa
pacrnojararoTcs Ha OJHOM YPOBHE: Ha PYCCKOM S3bIK€ - CJIeBa, Ha TIOCYJapCTBEHHOM  SI3bIKE
(rocyIapCTBEHHBIX SI3bIKaX) PECIyOJIMK - CIIPaBa) UITU MIPOJOJIbHBIE (PEKBU3UTHI OJIaHKa HA PYCCKOM SI3bIKE
- CBepXY, PEKBU3UTHI OJIaHKA Ha TOCYAAPCTBEHHOM SI3bIKE (TOCYAaPCTBEHHBIX SI3BIKAX ) PECITYOIIHK - HUXKE).

Jis mepenucku ¢ MHOCTPaHHBIMU KOPPECHOHJEHTAMM HCHOJB3YIOT ONIaHKU Ha JIBYX f3BIKaxX -
PYCCKOM M aHTJIMHCKOM (pUCYyHOK B.8) M HHOM MHOCTPAHHOM SI3BIKE.

(U3menennas penakmus, M3m. N 1).
(n. 6.8 B pen. Usmenenus N 1, ytB. [Ipukasom Poccrannapra ot 14.05.2018 N 244-cT)

[Ipunoxenne A

(cipaBouHOE)

PACNOJIOXEHUE PEKBU3NTOB HA TUTYJIbHOM JIUCTE OOKYMEHTA

HamMeHOBaHMEe OpraHu3alumn
T'pud corslacoBaHMsA IOOKyMeHTa T'pud yTBepxneHMs HOOKYyMEHTA

HammMmeHoOBaHMUe BUIoa IOOKYMEHTaAa
3aroJIoBOK K TEKCTY

Tpud coryacoBaHMS HOOKYMEeHTa

MecTo cocTaBJieHMs (MB3OaHMs) IOKyMeHTa — T'OI M3IaHMsa IJOKYMeHTa

Pucynok A.1 - PacniosiokxeHne peKBU3UTOB Ha TUTYJIBHOM
JHCTE TOKyMEHTa

[Ipunoxenne b
(cipaBouHOE)

CXEMBbI PACTIOJIOKEHM A PEKBU3UTOB JOKYMEHTOB
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Pucynok b.1 - PacnosioxeHue peKBU3UTOB U TPaHUILBI 30H

Ha Gopmare A4 yrinoBoro Oj1aHka
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Pucynoxk b.2 - PacnosioxxeHue peKBU3UTOB U ITPaHUIIbI 30H
Ha (opmate A4 npooabHOro OJIaHKa

IIpunoxxenue B

(cpaBOUHOE)



OBPA3LUbI BJTIAHKOB JOKYMEHTOB

Pocapxus

demepasibHOE OOIXETHOE yupexIeHNue
"BCepoCCUMCKUM HAYyYHO-MCCJIeIOBATEJIbCKUM MHCTUTYT
OOKYMEHTOBEIEHM A M apxXMBHOTO meja"
(BHMUIAL)

MockBa

Pucynoxk B.1 - O6pa3err o01iero 6j1aHka opraHu3alum

Pocapxus

demepanbHOe ONOXETHOE yuUpeXIeHMe
"BCepOCCUMCKUNM Hay4dHO-—
MCCJIeNOBaTEeJNbCKMM MHCTUTYT
IDOKYMEHTOBENEHNS M apxXMBHOTO znesa"
(BHMUIAL)

[Ipodcow3zHas ymu., n. 82, Mockma, 117393
Ten./daxc: (495) 718-78-74;
e-mail:mail@vniidad.ru; http://www.vniidad.ru
OKIIO 02842708; OI'PH 1027700380795;
VIHH/KIIII 7708033140/771001001
N

Ha N oT

Pucynok B.2 - OGpa3ery yriioBoro 01aHka mucbMa OpraHU3aluu

Pocapxus

PenepanbHoe GrOMKETHOE yUpexaeHue
"BcepoCcCUNCKUA Hay4YHO-UCCeaoBaTeIbCKUN UHCTUTYT
AOKYMEHTOBeAeHUsA U apxuBHoro aena"

(BHUMOAL)

Mpodpcoro3Hasn yn., A. 82, Mocksa, 117393
Ten./dpakc: (495) 718-78-74; e-mail:mail@vniidad.ru;
http://www.vniidad.ru
OKNMO 02842708; ON'PH 1027700380795;
MHH/KMNMN 7708033140/771001001

N

Ha N oT

Pucynok B.3 - O0pa3zer npoaoiapHOro 0JiaHKa MMChMa OpTaHU3aIiH

PocapxuB



depepanbHoOe GHOAXKETHOE yUpexaeHue
"BcepocCUMNCKMI Hay4YHO-UccneaoBaTeNnbCKUM UHCTUTYT
AOKYMeHTOBeleHUs1 U apXuBHoOro gena"

(BHAMOAL)
OVPEKTOP

Mpodpcoro3Hasn yn., A. 82, Mocksa, 117393
Ten./dpakc: (495) 718-78-74; e-mail:mail@vniidad.ru;
http://www.vniidad.ru
OKMNO 02842708; ON'PH 1027700380795;
MHH/KMMN 7708033140/771001001

Ha N oT

Pucynok B.4 - OGpa3zer mpo1oibHOro 6J1aHKa muchma
JIOJDKHOCTHOTO JIUIia

Pocapxus

®depepanbHoe 6romKeTHOE yupexaeHue
"BcepoccUMNCKUN Hay4YHO-UCCneaoBaTeNbCKUMA UHCTUTYT
AOKYMeHTOBeleHUs1 U apXuBHoro gena"

(BHUMOAL)
OTPACTEBOW LIEHTP MOBbILWEHUA KBATM®UKALIMU

Mpodpcoro3Hasn yn., A. 82, Mocksa, 117393
Ten./dpakc: (495) 718-78-74; e-mail:mail@vniidad.ru;
http://www.vniidad.ru
Ten./dpakc (495) 718-79-38; e-mail:ocpk@vniidad.ru
OKIMO 02842708; Or'PH 1027700380795;
MHH/KMMN 7708033140/771001001

Ha N oT

Pucynok B.5 - O6pazern mpo1osibHOTO OJ1aHKA MUChbMa
CTPYKTYPHOTO MOJpa3ieIeHHs

Pocapxus

denepanpHOe OIXETHOE yuUpexIeHUe
"BCcepoCCUMCKUNM HAYyYHO-MCCJIeIOBATEJIbCKUM MHCTUTYT
IOOKYMEHTOBEIEHMUSA M apxXMBHOTO meja"
(BHMMIAL)

[IPUKAS




MockBa

Pucynoxk B.6 - O6pa3zer; 61anka KOHKPETHOTO BUA
AOKYMCHTA OpraHHu3alnun

Pocapxus
denepanibHOe OIIXETHOE yupexIeHue
"BCepoCCUMCKUM HAYyYHO-MCCJIeNOBATEJIbCKUM MHCTUTYT
OOKYMEHTOBEIEHMUA M apxXMBHOTO meja"
(BHMUIAL)
IVPEKTOP

PACIIOPAXEHUE

MockBa

Pucynok B.7 - O0pa3zer 61aHKa KOHKPETHOTO BUa IOKyMEHTa
IOJDKHOCTHOIO JIUIIa

Pocapxus

®depepanbHoe 6romKeTHOE yupexaeHue
"BcepoccUMNCKUN Hay4YHO-UCCreaoBaTeNbCKUMA UHCTUTYT
AOKYMeHTOBeleHUs1 U apXuBHoOro gena"

(BHANOAL)

Mpodcotro3Has yn., A. 82, Mockea, 117393
Ten./cbakc: (495) 718-78-74; e-mail:mail@vniidad.ru;
http://www.vniidad.ru
OKIMO 02842708; OIr'PH 1027700380795;
MHH/KIMNN 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

Pucynoxk B.8 - O6pazern nmpo10ibHOTO 01aHKa MMChMa OpTraHU3aIun
Ha JIBYX SI3bIKaX
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