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OEOEPAJIbBHOE ArEHTCTBO NO TEXHUYECKOMY PETYJIMPOBAHUIO
N METPOJIOTA

HALUMOHAIbHbIA CTAHOAPT POCCUUCKON ®EQEPALIUN
FOCT P 7.0.97-2016

CUCTEMA
CTAHAOAPTOB NO UHPOPMALIUN, BUBJTMOTEYHHOMY
N USOATEJNIbCKOMY AENY

OPIrAHU3ALUNOHHO-PACNOPAOUTENIbHAA AOKYMEHTALIUA
TPEBOBAHUA K O®OPMJIEHUIO JOKYMEHTOB

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

Crucox N3MCHAIOMINX JOKYMCHTOB

(B pen. U3menenus N 1, yr. IIpukasom Poccrannapra
ot 14.05.2018 N 244-cr)

Koncynbranrllntoc: npumedanue.
ITpukazom Poccranmapra ot 25.05.2017 N 435-ct nmara BBeneHuss B jaelicTBue HarpoHaibHOTO
craanapra PO 'OCT P 7.0.97 - 2016 nepenecena Ha 1 utons 2018 rona.

Jlata BBemenus - 2017-07-01
Npeaucnosune

1 PA3PABOTAH denepanbHbIM O10/KETHBIM YUPEKICHUEM "Beepoccuiickuii
HAYYHO-MCCJICIOBATEIbCKUI WHCTUTYT JOKYMEHTOBEACHUST U apxuBHoro jgena" (BHUUIOA)
®denepanbHOTO ApXUBHOTO areéHTCTBA

2 BHECEH Texnudyeckum komuteroM 1o crangaptusaimuu TK 191 "Haywno-TexHudeckas
uHpopMmanus, OUOINOTEUHOE U U3AaTENbCKOE J1eN0"

3 VTBEPXJEH M BBEJEH B JENCTBHUE Ilpukasom @enepanbHOrO AareHTCTBA 11O
TEXHUYECKOMY PEryIHpOBaHUIO U MeTposioruu oT 8 nekadbps 2016 r. N 2004-ct

4 B HacrosiieM CTaHIapTe peaan3oBaHbl HOpMbI DenepanbHbIX 3aKOHOB OT 27 mrons 2006 r. N
149-®3 "0O6 undpopmanuu, HHGOPMAIMOHHBIX TEXHOJOTHAX U O 3amuTe nHpopManuu', oT 22 OKTAOps
2004 r. N 125-®3 "O6 apxuBHOM gaene B Poccuiickoit denepanun’

5 BBAMEH I'OCT P 6.30-2003

[TpaBua NpUMEHEHHUsI HACTOSIIETO CTaHIapTa YCTAaHOBIIEHBI B cTaThe 26 PenepanibHOro 3akoHa OT



29 wmrons 2015 r. N 162-®3 "O crammapruzanuu B Poccuiickoit ®@enepanuu”. WMHpopmams o6
U3MCHEHHSIX K HACTOSIIEMY CTaHAapTy IYOJHKYyeTcs B €XerogHoMm (IO cocTosHuI0 Ha 1 siHBaps
TEKyIIero rojaa) WHGpOpMAMOHHOM YyKaszarene 'HarnuoHanmbHbIE CTaHIAPTHI', a OQUIMAIBLHBIA TEKCT
M3MEHEHHMH U MPaBOK - B €KeMEeCIYHOM MH(POpPMALMOHHOM yKazaTene "HanumonanbHble cTangapTsl . B
ciydae mepecMoTpa (3aMeHbI) MM OTMEHBI HACTOSIIEr0 CTaHJapTa COOTBETCTBYIOLICE YBEIOMIICHHE
Oyzner omyOAMKOBaHO B OMIDKAiIIeM BBITYCKE €XKEMECSYHOTO HH(POPMAIMOHHOTO  yKa3aTels
"HammonaneHble ctangapthl”. COOTBETCTBYIOIIAsA HH(POPMAIHS, YBEIOMIIEHHE M TEKCThI pa3MEIaloTcs B
MH(POPMALMOHHOM cUcTeMe OOIIETO MOIB30BaHUs - Ha O(UIMATILHOM caiite deepaibHOTO areHTCTBA T10
TEXHHYECKOMY PETyJIMPOBAaHUIO U METpoJioruu B ceTu MHTepHeT (WWwW.gost.ru).

Hacrosimuii cranaapT He MOXKET ObITh MOJHOCTHIO MM YaCTUYHO BOCIIPOM3BEICH, THPAXKUPOBAH U
pacrpocTpaHeH B KadecTBEe OQHIMAIBHOTO M3ZaHus 0e3 paspemeHus denepasbHOTO areHTCTBA IO
TEXHUYECKOMY PEryJIupOBaHUIO U METPOJIOTUHU

1 O6nactb NpUMMeHeHuA

Hacrosimuii cranmapT pacmpocTpaHseTcs Ha OpraHU3alMOHHO-PACHOPSIUTENbHBIE JTOKYMEHTHI:
YCTaBBbl, TOJIOKEHUS, NPaBUJIa, WHCTPYKLMHU, PETIaMEHTHI, OCTAaHOBJICHUS, PACIOPSHKCHUS, MPUKA3bI,
pELICHUS, MPOTOKOJIBI, IOTOBOPHI, aKThl, MMChbMA, CIIPABKH U Ip. (majee - JOKYMEHTHI), B TOM YHCIe
BkitoyeHHele B OK 011-93 "OOmepoccuiickuii kimaccuukaTop yrnpaBlIeHYeCKOH JOKyMeHTauuu"
(OKVY 1), xmacc 0200000.

Hacrosimuii craHaapT onpezesnsieT COCTaB PEeKBU3UTOB JIOKYMEHTOB; NpaBWiIa MX OGOpPMIICHHS, B
TOM YHCJIE€ C NPUMEHEHHEM HH(GOPMAIIMOHHBIX TEXHOJIOTUH, BHJIBI OJAHKOB, COCTaB PEKBU3UTOB
OJIAHKOB, CXEMbI PACIOJIOKEHUS PEKBU3UTOB Ha JOKYMEHTE; 00paslbl OJaHKOB; MpaBWJIA CO3JaHHS
TOKYMEHTOB. [loJIO’KeHHMs HACTOSIEro CTaHAapTa paclpoCTPAHSAIOTCS Ha JOKYMEHTHI Ha OyMaXHOM H
AJIEKTPOHHOM HOCHUTEISIX

2 HopMmaTuBHbIe CCbINKU

B HACTOSIIEM CTaHAAPTEC MCIOJIb30BAHBI HOPMATHUBHBIC CCHUIKHM HA CIICAYIOIIWUE CTAaHAAPTHI.

I'OCT P 7.0.8 Cucrema crangapToB 1o uHpopManuu, OMOIMOTEYHOMY U HU3ATENbCKOMY JAETY.
JleTonpon3BOICTBO U apXUBHOE J1e710. TepMUHBI U OTIpeIeIICHUS

I'OCT P NCO 15489-1 Cuctema cranaapToB o uH(popMauu, OUOITUOTEUHHOMY U M3AATEIbCKOMY
neny. YrpasieHue qokymentamu. OOmue TpeboBaHus

[Tpumeuanue - Ilpu Monb30BaHMM HACTOSIIKMM CTaHAAPTOM LIEIECOO0pa3HO MPOBEPUTH JeHiCTBHE
CCBUIOYHBIX CTaHJApTOB B MH(POPMALMOHHOM CHCTeMEe OOIIEro MOJIb30BaHUS - Ha O(UIIMAIILHOM caiite
@enepanbHOrO areHTCTBA M0 TEXHUYECKOMY PEryJMpPOBAaHUIO U METPOJIOruu B cetu MHTepHeT mnmm 1o
eXerogHoMy MH(OpMalMoOHHOMY yka3zaTento "HamuoHanbHbIE CTaHIAPTHI', KOTOPHIH OIYOJMKOBAaH MO
COCTOSIHMIO Ha 1 sIHBaps TEKYIIEero roja, U Mo BBITyCKaM €XKEMEeCSYHOro MH(OPMAIIMOHHOTO yKa3aTels
"HarmoHansHbIe CTaHAApPTHI" 3a TEKYIIUW rof. Eciu 3aMeHeH CChIIOYHBIA CTAaHAAPT, HA KOTOPBIA JaHa
HEJAaTUPOBAaHHAs CCHUIKA, TO PEKOMEHIYETCs MCIIOJIb30BaTh JEHCTBYIOLIYIO BEPCUIO 3TOr0 CTaHJApTa C
Y4E€TOM BCEX BHECEHHBIX B JAHHYI0 BEPCHUIO M3MEHEHUU. Eciau 3aMeHEH CCBUIOYHBIM CTaHAApT, Ha
KOTOPBI JaHa JaTUPOBAHHAs CCBUIKA, TO PEKOMEHAYETCS HMCIIOJIb30BaTh BEPCHUIO0 ATOrO CTaHIApTa C
yKa3aHHBIM BBIIIE TOJ0M YTBepKAeHus (npuHsaTHs). Eciin mociie yrBep KIeHNsT HACTOSIIETO CTaHIapTa B
CCBUIOYHBIM CTaHAAPT, Ha KOTOPBIM JaHa NAaTUPOBAHHAs CCBLIKA, BHECEHO M3MEHEHHUE, 3aTparuBarollce
MI0JIOKEHHE, Ha KOTOPOE JIaHa CChLIKA, TO ATO MOJIOKEHHE PEKOMEHAYETCSl IPUMEHSTh Oe3 ydyera JaHHOTO
n3MeHeHust. Eciu cchUIoYHbIN cTaHAapT OTMEHEH 0e3 3aMeHbl, TO MOJIOKEHHE, B KOTOPOM JlaHa CChUIKa



Ha HCTO, pCKOMCHAYCTCA NNPUMCHSATDH B 4aCTH, HC 3anaFHBaIOH16ﬁ OTY CCBIIIKY.
3 O6wme TpeboBaHUA K CO3AaHUIO AOKYMEHTOB

3.1 JIoKyMeHThl MOTYT CO3JaBaTbcsi Ha OyMaKHOM HOCHTEJIE M B DICKTPOHHOH Qopme c
COOJIIOJICHHEM YCTaHOBJICHHBIX MPaBMI 0)YOPMIICHHUS TOKYMEHTOB.

3.2 Ilpu co3naHuM NTOKYMEHTa Ha ABYX U OoJjiee CTpAaHHUIIAX BTOPYIO M MOCIEAYIOIIUE CTPAHHUIIBI
HYMEPYIOT.

Howmepa cTpaHull IpOCTaBISIOTCA MOCEPEANHE BEPXHETO MOl JOKYMEHTA Ha PACCTOSIHUU HE MEHEee
10 MM OT BepXHEro Kpas JHcTa.

JlomyckaeTcs CO3JaHME€ JOKYMEHTOB Ha JIMIEBOW U 00OpoTHOW crTopoHax djwucra. Ilpu
JBYCTOPOHHEM CO3JJaHUH JTOKYMEHTOB LIMPHHA JIEBOTO II0JIs HA JIMIEBOM CTOPOHE JIMCTA U IIPABOI0 OIS
Ha 000POTHOM CTOPOHE JIMCTA JIOJKHBI OBITH PAaBHBI.

3.3. ns co3maHus JOKYMEHTOB HEOOXOJWMO UCIOJIb30BaTh CBOOOJHO paclpoCTpaHsieMble
OecruiaTHbIE IPUQTEHIL.

Jlnst opopMIiIeHus: JOKyMEHTOB PEKOMEH/IyeTCs HCII0JIb30BaTh pasmepsl mpudTos N 12, 13, 14.

[Tpu cocraBieHUH TaOIUI] IOMYCKAETCS UCIIOJIb30BATh MIPUQPTHI MEHBIINX Pa3MEpPOB.
(m. 3.3 B pen. U3menenus N 1, yrs. [Ipukazom Poccrannmapra ot 14.05.2018 N 244-cr)

3.4 AG3aiHbIi OTCTYI TEKCTa JOKyMeHTa - 1,25 cMm.

3aroIoBKHM pa3fesioB W MOAPA3eiioB MeUYaTaroTCs ¢ ab3aIlHBIM OTCTYIIOM HIIM IEHTPUPYIOTCS T10
LIMPUHE TEKCTA.

MHOFOCTpO‘IHBIG PCKBU3UTHI NICYATAIOTCA YCPE3 OJUH MC)KCTpO‘IHBIﬁ HHTCPBAJI, COCTAaBHLIC YaCTU
PCKBU3UTOB OTACTIAKOTCA OOMOJIHUTCIBHBIM NHTCPBAJIOM.

TexcT noxymeHTa nedaraercs uyepes 1 - 1,5 MexkCTpoUHbIX HHTEpBAIA.

Ecnu 10KyMEHT roTOBUTCS ISl M3AaHUS C YMEHBIIEHUEM MacIiTada, TeKCT MevaTaeTcs depes JBa
MHTEpBaJIA.

WuTepBan Mex 1y OyKBaMu B CJIOBAX - OOBIYHBIIA.
WHTepBan Mexy CIOBaMH - OJMH PooOe.

3.5 TekcT nOKyMEeHTa BBIPABHMBACTCS 10 INUPUHE JHCTa (IO TpaHMIlaM JIEBOTO M MPABOTrO MOJEH
JTOKYMCHTA).

JlnuHa caMO# JUIMHHOW CTPOKM PEKBHM3HUTA IPH YIIOBOM PACIOJIOKEHUHM PEKBU3UTOB HE Ooiiee 7,5
CM.

JlnuHa caMO# JUIMHHOW CTPOKM PEKBU3MTA MPH MPOJIOIBHOM PACIOI0KEHUN PEKBU3UTOB He Ooiiee
12 cm.

3.6 HopmaTHBHBIMH MPaBOBBIMU aKTaMH OPIaHU3AIMM MOXKET OBITh MPEIYCMOTPEHO BBIJEICHUE



peKkBU3UTOB "anpecar’, '3aroJOBOK K TEKCTY' WJIM "MOANUCH, a TAaKXKE OTAEIbHBIX (ParMEHTOB TEKCTa
MOJTYXKUPHBIM IIPUPTOM.

3.7 HopMaTHBHBIC NpaBOBbIE aKThl OPraHMU3ALUH, a TaKKe MHBIE MHOTOCTPAHHYHBIC JTOKYMEHTHI
MOTYT O(POPMIISATHCS C THUTYIBHBIM JIMCTOM. TUTYIIBHBIA TMCT JOKyMEHTa 0(OPMIIIETCS B COOTBETCTBUH C
IIPUIOKEHUEM A.

4 PeKBU3UTbI AOKYMEHTa

[Ipn moarotoBke W OQOPMIICHUU TOKYMEHTOB HCIOIB3YIOT PEKBHU3UTHI, OMPEACICHHS KOTOPBIX
npuseaensl B [OCT P 7.0.8

01 - rep6 (ocymapctBenubiii repd Poccuiickoit ®eneparnuu, repd cyObekra Poccuiickoi
deneparyn, repod (repaibandeckuii 3HaK) MyHUIIUIAILHOTO 00pa30BaHusl);

02 - om0Onema;

03 - ToBapHBbIif 3HAK (3HAK OOCTY)KUBAHHS);

04 - ko1 hopMBI TOKYMEHTA,

05 - HanMeHOBaHME OPraHU3alliK - aBTOPA JOKYMEHTA,

06 - HauMeHOBaHKE CTPYKTYPHOTO TOIpa3ACTCHUS - aBTOpa JOKYMCHTA;
07 - HauMeHOBaHME JTOJHKHOCTH JIUIIA - aBTOPA JOKYMEHTA;

08 - cipaBouyHBIEC JaHHBIE 00 OPraHU3AINIH;

09 - HanMeHOBaHME BHJIa JOKYMEHTA,

10 - naTa MOKyMeHTa,

11 - perucTpaninOHHbIN HOMEP TOKYMEHTA,

12 - cchuTKa HA pETUCTPAIIMOHHBIN HOMED U ATy MOCTYIMUBIIEro JOKYMEHTA,
13 - mecTo cocraBieHus (M3MaHKs) JOKYMEHTA;

14 - rpud orpaHuyeHHs AOCTYNA K JOKYMEHTY;

15 - angpecar;

16 - rpud yrBEepKICHHUS JOKYMEHTA,

17 - 3aroNI0BOK K TEKCTY;

18 - TeKCT NTOKyMEHTa;

19 - oT™MeTKa O IPUTIOKEHNH;

20 - rpud cornacoBaHHs JOKYMEHTa,



21 - Bu3a;

22 - IOIINCE,

23 - oTMETKa 00 3JIEKTPOHHOU MOIHCH;
24 - neyarsn;

25 - oTMeTKa 00 MCIIOIHUTEIIE,

26 - OTMETKa O 3aBepEHUU KOIIHH;

27 - OTMETKA O TIOCTYIJICHUH IOKYMEHTA;
28 - pe3oronus;

29 - oTMETKa O KOHTPOJIE,

30 - oTMeTKa 0 HalpaBJICHUH JOKYMEHTA B JIEJIO.
5 OdbopmMneHne peKBU3UTOB AOKYMEHTOB

51 Tep6 (IocymapctBennbiii repd Poccuiickoit ®enepanuu, repd cydbekta Poccuiickoi
®eneparun, repd (repaibIUUECKHil 3HAK) MYHHUIMIAIBHOTO OO0pa30BaHMs) BOCIPOU3BOIAMTCS Ha
0JaHKaX JOKYMEHTOB B COOTBETCTBHH ¢ DenepaibHbIM KOHCTUTYIIMOHHBIM 3aKOHOM 0T 25 nexabpst 2000
r. N 2-®K3 "O TocynmapctBenHom repbe Poccuiickoit ®enepanuu’”, 3aKOHOIATEIBHBIMH M HHBIMH
HOPMaTHBHBIMU IPABOBBIMHU aKTaMH cyObekToB Poccuiickoit dexepanny 1 HOPMATUBHBIMU MPaBOBBIMU
aKTaMH OPraHOB MECTHOT'O CAaMOYIPABJICHHUS.

Nzo6paxxenue rtepba ([ocymapctBenHoro, cyoOwbekta Poccuiickoii  ®enmepanuu, repbda
(repasbIM4ecKoTo 3HaKa) OpraHa MECTHOTO CaMOYIPABJICHHUSI) MOMEIIACTCS M0 CEPeIUHE BEPXHETrO MOJIs
OlaHka NOKYMEHTAa HaJ PEKBU3UTAMH OpPTaHHM3allMH - aBTOpa JOKYMEHTa, Ha paccrosHuud 10 mMm or
BEPXHEro Kpasi JIUCTA.

5.2 DwmOnema opraHu3anuu, pa3pabOTaHHAas M YTBEPXKICHHAs B YCTAHOBIEHHOM IOPSJIKE,
pasmeriaercs B COOTBETCTBHM C HOPMAaTHBHBIMU TIPaBOBBIMHM aKTaMW Ha OJaHKax: JOKYMEHTOB
(eneparbHBIX OPraHOB TOCYJapCTBEHHON BIIACTH (32 WCKIIOYEHHEM CIIydaeB, MPeAyCMaTpPUBAFOIIMX
UCIIOJIb30BaHUe HM300paxkeHus: ['ocynmapctBeHHoro repba Poccuiickoit denepanuu), TeppUTOpUAIBHBIX
OpraHoB (enepasbHBIX OPraHOB TOCYAApPCTBEHHOM BJIAcTH, TOCYIApCTBEHHBIX U HETOCYIapCTBEHHBIX
opranu3zanuii. zo0pakeHne sMO1eMbl TOMEIIAETCS 110 CepelMHe BEpXHEro MoJist OJaHKa TOKYMEHTa Hall
PEKBU3UTAMH OPraHU3aIUH - aBTOPA JOKyMEHTa, Ha paccTosiHMM 10 MM OT BepXHEro Kpas JIuCTa.

5.3 ToBapublii 3Hak (3HaK OOCITY)KMBaHHA), 3aPETUCTPUPOBAHHBIH B  YCTaHOBJICHHOM
3aKOHOJATEIbCTBOM IOPSIKE, BOCIPOM3BOAMUTCS Ha OJIaHKAaX OpPraHU3alldil B COOTBETCTBHU C YCTaBOM
(monoxenueM 00 opranuzanun). M300pakeHue TOBApHOTO 3HAKa (3HaKa 0OCITY)KUBAHHS) TIOMEIIACTCS IO
cepelMHEe BEpXHEro MoJjsi OliaHKa JOKYMEHTa HaJ PEeKBU3UTAMM OpPraHU3aIllUM - aBTOPA JOKYMEHTA, WM
clieBa Ha ypOBHE HAaMMEHOBAHHS OPraHM3aIlMM - aBTOpA JOKYMEHTa (JOIyCKAaeTCsl 3aXBaThIBATh 4YacTh
JICBOT'O TIOJIST).

Hapsimy ¢ ToBapHbIM 3HakoM (3HAaKOM OOCTY)XMBaHHSA), Ha OJlaHKaxX JOKYMEHTOB MOJKET
YKa3bIBaThCsl KOMMEpUYeCcKoe 0003HaYCHNE I0PUIMYECKOTO JIULIA.



5.4 Kox ¢opmbl IOKyMEHTa MPOCTaBIseTCs Ha YHU(DUIIMPOBAHHBIX (opMax JTOKYMEHTOB B
cootBeTcTBUH ¢ OOIIEpPOCCUIICKMM KilacCU(pHUKAaTOpoM ympanieHdeckoi nokymeHTauun (OKY) wmm
JIOKaJIbHBIM KJIACCU()MKATOPOM, pacIoyiaraeTcsi B MPaBOM BEpXHEM YTy pabodero moist AOKyMEHTa,
coctouT U3 cioB "dopma no" (HanMeHOBaHHE KiIaccupuKaTopa) u H(poBOro Koja.

[Tpumep - ®opma mo OKY /] 0211151.

5.5 HawumeHoBaHMe opraHu3aldd - aBTOpa JOKyMEHTa Ha ONaHKe JOKyMEHTa JOJDKHO
COOTBETCTBOBaTb HAWMEHOBAHMIO IOPUIMYECKOIO JIMLA, 3aKPEIUVIEGHHOMY B €ro Y4peAUTEIbHBIX
nokymeHTax (ycraBe wiM mnojoxkeHuu). [1oJ] HaMMEHOBaHMEM OpPraHU3allMd B CKOOKaX YKa3bIBacTCs
COKpAIICHHOE HAUMEHOBAaHHE OPraHU3allUuK, €CJIH OHO MPEAYCMOTPEHO YCTaBOM (IIOJI0KEHHEM).

Han nanMmeHoBaHMeM opraHu3alvy - aBTOpa JOKYMEHTA YKAa3bIBAECTCS MOJHOE WJIM COKpALIEHHOE
HAaMMCHOBAHKE BBIMICCTOSIICH OpraHu3anuy (Ipy e¢ HaTuIHH).

5.6 HamMeHOoBaHME CTPYKTYpHOI'O MHOApa3jelieHHs - aBTopa JOKyMeHTa (B TOM 4uMclie (uinaia,
OTHEJICHUSI, TPEICTABUTEIbCTBA, KOJUIETHAILHOTO, COBEINATEIHHOTO MM WHOTO OpPraHa) MUCIIOJIb3yeTCs B
OnmaHkax mnuceM M OJaHKaX KOHKPETHBIX BHJOB JOKYMEHTOB COOTBETCTBYIOIIUX IOJpa3ae/ieHUN
(opraHoB) B COOTBETCTBUH C JIOKAJbHBIMH HOPMATHBHBIMU aKTaMH M YKa3bIBACTCSI M0JI HANMEHOBAaHHEM
OpTaHu3aIH.

5.7 HanMeHoOBaHHE TOJDKHOCTH JIUIIA - aBTOpa JOKYMEHTA UCIOJb3yeTcs B OJaHKaX JOKHOCTHBIX
JHIl U paclojiiaraercsi IMoJi HAaMMEHOBAaHMEM OpraHHM3allid WM HauMEHOBaHHEeM TeppuTopuu (Kpas,
00J1acTH, aBTOHOMHOMW OOJIAaCTH U JIp.), €CIIM JOKYMEHT U3JaeT PyKOBOJHTENb OpraHa BIAacTH CyObeKTa
Poccuiickoii denepannu, MyHUIUNAIBHOTO 0Opa3oBaHus. HanmMeHOBaHME NOJDKHOCTH JIMIIA - aBTOpPA
JOKYMEHTa YKa3bIBaCTCs B COOTBETCTBHM C HAMMEHOBAHHMEM, NPUBEACHHBIM B PaCIOPSAUTEIHHOM
JOKYMEHTE O Ha3HAYEHUH Ha JTOJDKHOCTb.

5.8 CnpaBouHble AaHHBIE 00 OPraHU3aIK YKa3bIBAIOTCS B OJIAHKAX MUCEM M BKIIIOYAIOT: TIOYTOBBIN
aapeC opraHuzannu (I[OHOJIHI/ITGJIBHO MOKCT YKAa3bIBATHCA aApeC MCECTAa HAXOXKACHHUA HOPUANYCCKOIO
JMIIa, €CJM OH HE COBMAJaeT C MOYTOBBIM aapecoMm); Homep TenedoHa, (akca, aapec IIEKTPOHHOMH
MOYTHI, CETEBOU aJIpec.

B cocTaB cripaBOYHBIX TaHHBIX, 32 UCKIIOYEHHUEM OJAHKOB JOKYMEHTOB OPraHOB rOCyIapCTBEHHON
BJIACTH, OPraHOB MECTHOTO CAaMOYIpaBJICHHUS, BKIIOYAIOTCS. KOJI opranuzauuu mno OOmiepoccuiickomy
kinaccudukatopy  npeanpusituii  u  opranmzauuii  (OKIIO), ocHOBHOW  TroCyHapCTBEHHBIH
pPEerucTpanvoOHHbIN HOMEP Oopra"u3anuu (OI'PH) u UICHTU(UKAITMOHHBIN HOMED
HAJIOTOTLIATEIIBIINKA/KO IPUYHHBI TOCTAHOBKYU Ha HaymoroBbIil yuer (MHH/KIIIT).

5.9 HanmeHoBaHue BHIa JOKYMEHTA yKa3bIBACTCS HA BCEX JIOKYMEHTAX, 33 UCKIIOUEHUEM JICTOBBIX
(cmyxeOHBIX) TIHMCEM, pacrojiaraeTcs TOJA pPEKBU3UTAMH aBTopa JOKyMeHTa (HauMEHOBaHUEM

OpraHHM3aluy, HAMMEHOBAHUEM CTPYKTYpPHOT'O MOJpa3JeicHus, HAMMEHOBAaHUEM JOJDKHOCTH) (CM. pHC.
B6).

5.10 Jlata nmoKyMeHTa COOTBETCTBYET Aare MOANMUCAHUS (YTBEpXICHHs) IOKYMEHTa WIIM JaTe
COOBITHS, 3a)UKCUPOBAHHOTO B JIOKYMEHTE. JJOKYMEHTBI, U3IaHHbIC JIBYMS WK 0OJiee OpraHU3alUsIMH,
JOJDKHBI UMETh OIHY (SIMHYIO) aTYy.

JlaTa 1OKyMEHTa 3alKChIBAETCS B MOCIEAOBATEIBHOCTH. JI€Hb MECALA, MECAL], I'OJ OJHUM U3 JABYX
CII0CO0OB:

apabckumu b pamu, pazaenenasivu Toukoii: 05.06.2016;



CJIOBECHO-IM(PPOBBIM criocoOoM, Hanpumep: S utons 2016 .

5.11 PeructpaiioHHbIii HOMEp JOKYMEHTa - IIU(PPOBON UM OYKBEHHO-LU(PPOBOK HIEeHTU(UKATOP
JOKYMEHTA, COCTOSIIMNA U3 MOPSAIKOBOTO HOMEpa JOKYMEHTa, KOTOPBIN, M0 YCMOTPEHUIO OpraHHU3aIlu,
MOXET JOTOJHAThCS UU(QPOBHIMH WM OYKBEHHBIMH KoJaMH (MHAEKCAMH) B COOTBETCTBUH C
UCTIOJIb3YEeMBIMH KJIAaCCU(HUKATOpaMH (MHAEKCOM Jielia IO HOMEHKJIAType e, KOJAOM KOPPECIIOHCHTA,
KOJIOM JIOJIXKHOCTHOTO JIUIIA U JIp.).

Ha nokymeHTe, COCTaBICHHOM COBMECTHO JBYMs W Oojee OpraHu3alHsMH, MPOCTaBISIOTCS
PEruCTpAallMOHHBIE HOMEPA JOKYMEHTa, IIPUCBOCHHBIE KaXXIO0M U3 opraHusauui. PerucrpanuonHsie
HOMEpa OTHEJSIOTCA APYr OT Apyra KOCOM 4epTOM M IPOCTABIAIOTCS B IOPAJKE YKa3aHUs aBTOPOB B
3aroJI0BOYHON YaCTH WJIH IpeaMOyIie JOKYMEHTA.

5.12 Ccpuika Ha PEruCTPAllMOHHBIA HOMEP M JaTy IOCTYNHUBLIET0 JOKYMEHTa BKIIOYAeT
pEruCTpallMOHHBIA HOMEP U 1aTy BXOSALIET0 MHUIIMATUBHOTO JOKYMEHTA, HA KOTOPBIN AAeTCs OTBET.

5.13 Mecro cocraBnenus (M31aHus1) TOKYMEHTA YKa3bIBAE€TCS BO BCEX JOKYMEHTaX, KPOME JICIOBBIX
(cayxeOHBIX) TIHCEM, a TaKkKe JIOKIAJHBIX, CIy)KEOHbIX 3alHUCOK W JPYyrHX BHYTPEHHHX
MH(POPMALMOHHO-CIIPABOYHBIX JOKYMEHTOB.

Mecro coctaBiieHust (M3aHUs) JOKYMEHTAa HE yKa3bIBaeTCsl B TOM Ciydae, €ClId B HAaMMCHOBAHHUU
OpraHu3aii TMPUCYTCTBYET YyKa3aHHWE Ha MECTO e¢ HaxOoaAeHus. Mecto cocraBieHus (W31aHMs)
JIOKYMEHTa YKa3bIBAETCSl B COOTBETCTBUU C MIPUHATHIM aJIMUHUCTPATUBHO-TEPPUTOPHUAILHBIM JICTICHUEM.

5.14 T'pud orpaHuueHHs IOCTyNa K JOKYMEHTY HPOCTaBISIETCA B MPABOM BEPXHEM YIIIy IEPBOTO
aucTa JOKyMeHTa (IpoeKTa IOKyMEHTAa, COMPOBOJUTENFHOTO MUCbMa K JOKYMEHTY) Ha TpaHHUIE
BEPXHETro MOJIsl MPU HATMYMU B JOKyMEHTE HH()OPMALIUHU, JOCTYIl K KOTOPOW OTpaHUYEeH B COOTBETCTBUH
¢ 3akoHOogaTesbCTBOM Poccuiickont denepanun.

Bunel ucnonb3yeMbIx B OpraHu3alnuu TpuQOB OTPaHUUYCHUS JOCTYIA TOJDKHBI COOTBETCTBOBATH
3aKOHOAATEIBHBIM M WHBIM HOPMATHBHBIM MPAaBOBBIM akTaM Poccuiickoii @enepanivi U JOHKHBI OBITH
3aKpeIJICHbl B JIOKAIBHBIX HOPMATHBHBIX akTax. B cocraB rpuda orpaHudeHus JOCTyMa K JTOKYMEHTY
BXOAWT orpaHnuurtenbHas Haanuch ("nst  cioyxebnoro mosb3oBanus”, "KoHpuaeHnuaibsHO",
"KomMmepyeckasi TaiiHa" WM Ap.), KOTOpask MOXKET JOTOJIHATHCS HOMEPOM JK3eMIUIspa JOKYMEHTa H
JPYTMMH CBEICHHUSIMH B COOTBETCTBUU C 3aKOHOAATENBCTBOM Poccuiickoit denepanmmu.

lIpuMep - Kommepdueckas TaMHa.
ox3. N 2

5.15 Apnpecar wucnosb3yercs Npu O(POPMIICHHUH JENOBBIX (CIYy)KEOHBIX) TMHCEM, BHYTPEHHUX
UH(OPMAaIIMOHHO-CIIPABOYHBIX TIOKYMEHTOB (JJOKJIaJHBIX, CIY>KEOHBIX 3aIUCOK U JIP.).

AnpecaToM JOKYMEHTa MOXET OBITh OpraHM3alus, CTPYKTYpHOE MOpa3JesieHHe OpraHu3aluH,
JOJKHOCTHOE WIIH (PU3UYECKOE JIUIIO.

PexBusut "ampecar” mpocraBiisieTcss B BEpXHEi NpaBOW 4acTH JOKyMeHTa (Ha OJaHKEe C YIrIOBBIM
pacnojoKeHHEeM PEKBU3UTOB) MJIM CIIpaBa I0J] PSKBH3UTAaMU OyiaHKa (IPU MPOJOJIBEHOM PaCIIOIOKECHUH
pekBU3UTOB OnaHka). CTPOKH peKBU3HTA "ajpecatr’ BBIPABHUBAIOTCS IO JICBOMY KPAK0 WM LEHTPYIOTCS
OTHOCHUTEJILHO CAMOW JUIMHHOU CTPOKHU.

[lpu agpecoBaHWM JOKYMEHTa pPYKOBOAUTENIO (3aMECTHTENIO PYKOBOAMTENS) OpraHu3alliu
YKa3bIBAlOTCS B JaTEIbHOM TaJie)Ke HAMMEHOBAaHHME JIOJDKHOCTH PYKOBOJAUTENS  (3aMecTUTEIs



PYKOBOJIUTEIISA), BKJIIOUAIOIIEC HAUMCHOBAHHME OpraHW3alud, W (HaMuius, WHUIUAIBI JIOJKHOCTHOTO
JaIa.

[lpumep -
Pykoromureswn denepalibHOT'O
APXMBHOTO areHTCTBa
dammaimsa M.O.

HpI/I aapceCOBaHMM IMCbMa B OpraHU3alMio YKa3bIBaCTCAd €€ TIIOJIHOC WM COKpPAIICHHOC
HAaMMCHOBAHHUC B UMCHUTCIIBHOM IIAaACXKE.

IIpumepsr
1 ®enepanbHOE apXUBHOE ar€HTCTBO
2 PocapxuB

IIpu anpecoBaHuM TOKyMEHTa B CTPYKTYPHOE IOJpa3/ie/IEHUE OpraHU3alui B PEKBU3HTE 'aapecar’
YKa3bIBAa€TCsi B MMEHMUTEIBHOM MaJeKe HAUMEHOBAHUWE OpraHU3allud, HM)KE - HaUMEHOBAHME
CTPYKTYPHOTO MOJPA3/IEICHHUS.

[lpumep -
demepasibHOE aApXMUBHOE
areHTCTBO

OTHmesl TOCyHapCTBEHHOM
cJyx0OH, KaOpOB M HaTrpal

IIpu anpecoBaHMHM NUCbMAa PYKOBOJAUTENIO CTPYKTYPHOTO MOAPA3JEICHUS YKa3blBaeTCs B
MMEHUTEIIBHOM MaJIe’K€ HAaUMEHOBAHME OpraHu3allid, HIKE - B JATEJIbHOM MaJeXe HauMEHOBaHUE
JOJDKHOCTH PYKOBOJUTENS, BKIIIOYAIONEe HAMMEHOBAaHME CTPYKTYPHOTO TMOApa3JeNeHus, (aMHIIHIO,
WMHULMAJIBI.

[lpumep -
AO "'Tpodwmis”

PyxoBomomuTesro OOTOBOPHO-
npaBoBOTO OTOeJa
dammnma M.O.

Ilepen Qamunmelt JOHKHOCTHOTO JIMIA JIONYCKAETCS  YIMOTPEOISATh COKpamieHue 'T-Hy"
(rocmioiuHy), €Ciu ajpecat My)XK4urHa, Wwin ''T-xe" (rocroske), eclid agpecaT KeHIIUHA.

IIpumepsl
1 r-ny ®amumus 1.0.
2 r-xe @amunus U.0.

[Tpu pacchuike JOKyMEHTA TPYIIE OpraHu3aluii OAHOTO THIA WIH B CTPYKTYPHBIC MOAPA3ICIICHUS
OJIHO¥ OpraHu3aIvy, aipecar yKa3pBaeTcst 0000IMIEHHO.

[IprMepEr
1 PyxoBommuTesaMm IOUEPHUX
obuwecTs A0 "'Mpodmis"



2 PYyKOBOIMTEJIAM yIIPABJIEHUMN
Pocapxuea

[lpu pacchUike AOKyMEHTAa HE BCEM OpPraHU3AlMsAM WIM CTPYKTYPHBIM IOJIPA3JCICHUSM IO
pekBu3uTOM "Anpecar’ B ckoOKax ykaspiBaercs: (o crmcky)".

[lpumep -

PyKOBOOUTEJIIM LNOYEPHUX

obuwecTs A0 "'Mpodmis"
(oo cnomcky)

B onHOM nokymeHTe He 10JDKHO ObITh Ooiiee yeThlpex anapecatoB. Cioo "Konust" nepen BTopbiM,
TPEThUM, YETBEPTHIM aJpecaTaMu He ykasbiBaeTcs. [Ipu GosblieM KOJIWYECTBE alpecaToB COCTaBIIACTCS
CIIMCOK (JIMCT, yKa3aTellb) PACChUIKU JOKYMEHTA, Ha KaXKJJOM JOKYMEHTE yKa3bIBaeTCs OJWH aJpecar WiH
anpecaT oopmisieTcst 0000ILEHHO.

B cocraB pexkBusuta "Anpecar’ MOXET BXOAWUTH NMOYTOBBIM ajpec. DJIEMEHThl MOYTOBOTO ajapeca
yKa3bIBalOTCSl B IIOCIEA0BATEIbHOCTH, YCTaHOBJIEHHOHN IlpaBmiiaMu okas3aHMsl ycIyr IOYTOBOM CBSI3H,

YTBEPKACHHBIMU IIPUKa30M MUHHCTEPCTBA CBSA3U U MacCOBBIX KOMMYyHMKauui Pocculickonn denepanuu
ot 31 uronst 2014 r. N 234.

[lpumep -

BcepocCuMCkMM HaydHO-
MCCJIenoBaTeJNbCKUM MHCTUTYT
IOKYMEHTOBENEHUS U ApPXMBHOTO »esia
podbcowsuas yna., n. 82,
Mocksa, 117393

ITouTOBBIN agpec MOKET HE YKa3bIBAThCS B JIOKYMEHTAaX, HAIIPABJISIEMBIX B BBICILIME OPraHbl BIACTH,
BBILICCTOSIINE OPraHU3allH, MOJBEJIOMCTBECHHbIC OpPraHM3allMi W TOCTOSTHHBIM KOPpECIOHJeHTaM (3a
UCKITIOYEHHEM HalpaBJICHUS MTMCEM YKa3aHHBIM aJIpecaTaM B KOHBEPTaxX C MPO3pauyHbIMH OKHAMH).

ITpu agpecoBaHnM JOKYMEHTa (PU3NUYECKOMY JIMIYy YKa3bIBAIOTCA: (haMMIIMS MHULIMANB], TOYTOBBINA
azapec.

ITpumep -

®amunus U.0.

CanoBas yi., 1. 5, kB. 12,

r. JIroOepuel, MockoBckas 0611., 301264

[lpu oTmpaBKe MUCHbMa IO IEKTPOHHOW TOYTE WM 1O (PaKCUMHIBHOW CBsi3u (0€3 IOCBUIKH 1O
10YTe) IMOYTOBBIN aJIpec He yKa3bIBaeTcs. [Ipr HE0OXOJMMOCTH MOKET OBITh YKa3aH JJIEKTPOHHBIN apec
(Homep Tenedona/akca).

[lpumep -

BcepocCUMCKMM Hay4dHO-
VCCJIeNOBAaTEJILCKUM MHCTUTYT
IOOKYMEHTOBEIEeHMS M apXMBHOTO Iejia
mail@vniidad.ru

5.16 I'pud yrBepkaeHUS MPOCTABISIETCSA HA JOKYMEHTE B CIIydae €ro YTBEp)KICHHS JAO0JKHOCTHBIM



JIMIIOM, pacuopsAaAUTCIbHBIM HOKYMCHTOM (HOCTaHOBJIeHI/IGM, pCUICHUCM, IIPpUKA30M, paCHOpﬂ)KeHI/IeM)
HJIN pCIICHUCM KOJUICTHAJIBHOI'O OpraHa.

I'pud yrBepxkaeHUS pa3MeliaeTcss B MPaBOM BEPXHEM YINIy IHEpPBOTO JIMCTa JOKyMeHTa. CTpoku
PEKBU3HUTA BEIPABHUBAIOTCS 110 JIEBOMY KparO UJIM LIEHTPYIOTCS OTHOCUTENIBHO CaMOM IJTMHHON CTPOKH.

[Ipn yTBEpKICHUM MTOKYMEHTA JIOJKHOCTHBIM JHUIIOM Tpu( YTBEPKACHHUS COCTOMUT M3 CJIOBa
YTBEPXJIAK), HauMeHOBaHUS MJOJDKHOCTH JIMIIA, YTBEPKIAIOLIETO0 JOKYMEHT, €ro MOJIKUCH,
WHUIMATIOB, (DaMIUIUK U TaThl YTBEPKICHHUSI.

[lpumep -

YTBEPXIOAI
Pyxosomuresnp demepaliIbHOTO
APXMBHOT'O areHTCTBa
Mognuce M.O0. dammnms

TaTa

[Tpu yTBEp,AEHUM NOKYMEHTA PACIOpPSIIUTENbHBIM JTOKYMEHTOM IpU( YTBEPXKIECHHUS COCTOMT U3
cioa YTBEPX/IEH (YTBEPXJIEHA, YTBEPXJEHbI nim YTBEPXJ/IEHO), cormacoBanHoro c
HaUMEHOBAaHHEM BHUJA YTBEP)KIAEMOTO JIOKYMEHTA, HaUMEHOBAHHS PacIOpPSAUTENbHOIO JOKyMEHTa B
TBOPUTEIBHOM MAJIEKE, €r0 1aThl, HOMEpA.

[lpyuMeper -
1 (Permament) YTBEPXIEH
npukaszsom AO "Tpodusns"
or 5 anpens 2015 r. N 82
2 (lpaBumna) YTBEPXIEHH
npukaszsom AO "Tpodusns"
or 6 anpens 2015 r. N 83

[Mpu yTBEepKICHHUM JOKYMEHTa KOJUICTHAJIbHBIM OPraHOM, PEUICHUS KOTOPOTO (UKCHPYIOTCS B
POTOKOJIE, B TpH(de YyTBEPKICHUS YKa3bIBACTCS HAMMEHOBAHUE OPraHa, PelICHHEM KOTOPOTO YTBEPIK/ICH
JOKYMEHT, JlaTa ¥ HOMEp MpoToKoJia (B CKOOKax).

[lpumep -
(lonoxenne)
YTBEPXIOEHO

CoeroMm nupekTopoB A0 "Tpodwmis™
(nporoxon or 12.12.2015 N 12)

5.17 3aronoBOK K TEKCTY - KpaTKOe COAEp KaHHEe TOKYMEHTA. 3aroJOBOK K TEKCTY POpMYIHpyeTCs
¢ mpemiorom "O" ("O6") u oTBeuaer Ha Bompoc "'o uem?"'):

- mpuka3 (0 uemM?) 0 CO3JJaHUH ATTECTAIMOHHON KOMUCCHHY;
- mpuka3 (o uem?) 00 yTBEpKICHUU IITATHOTO PACIUCAHMUS;
- mucbMo (0 YeM?) 0 MPeOCTaBICHUN HH(POPMAIUH.

3aroyioBOK K TE€KCTy ohopMIIIeTcsl O peKBU3UTAMH OJaHKa cJeBa, OT TPaHMIBI JIEBOTO Mmojs. B
yKa3ax, IIOCTaHOBJICHUSX, PELICHUAX, NPUKA3aX, MU31aBACMBIX OPraHAMM BIIACTH, 3arOJOBOK K TEKCTY
MOXET OQOPMIIATECS HaJ TEKCTOM IOCepeIuHe paldoyero TMojs JOKYMEHTa U LEHTPUPYETCs
OTHOCHUTEJILHO CAMOW JUIMHHOU CTPOKHU.



3aroJIoBOK K TEKCTY MOKET HE COCTABIISATHCSA, €CIIU TEKCT JOKYMEHTA HE MPEBBIIAET 4 - 5 CTPOK.

5.18. TekcT JOKYMEHTa COCTaBIIIETCS HA PYCCKOM SI3bIKE KaK TOCY/IapCTBEHHOM si3blke Poccuiickoii
Qenepauuu. B opraHax rocygapCTBEHHOM — BJIaCTH, OpPraHax MECTHOIO  CaMOYIIPaBJICHMS,
rOCYJapCTBEHHBIX YUPESKICHUSAX pPECHyOiIMK Hapsay C TOCYIapCTBEHHBIM s3bIKOM Poccuiickoii
@enepanii  MOTYT — yIHOTPEOJATbCA  TOCYJAapCTBEHHBIE SI3BIKM  pecnyOnuk. B nesrenbHOCTH
rOCYJAApCTBEHHBIX OpPraHOB, OpPraHM3alui, NpeanpusaATHd U ydpexaeHud Poccuiickoir denepanuu
MCTOJIB3YIOTCS TOCYAapCTBEHHBIN s3bIK Poccuiickoit denepannu, rocyJapcTBEHHbBIE S3bIKM PECITYOJINK U
WHBIE SI3bIKM HAapoJ10B Pocculickoit deneparuu.

(B pen. Usmenenust N 1, yrB. [Ipukasom Poccrannapra ot 14.05.2018 N 244-ct)

B Tekcte JAOKYMCHTAQ, MOATOTOBJICHHOM Ha OCHOBAHHHU 3aKOHOAATCIIbHBIX MJIM MHBIX HOPMATUBHBIX
IIPaBOBLIX AKTOB, PAHCC M3JAaHHBIX PACIIOPAOUTCIIBHBIX TOKYMCHTOB, YKA3bIBAlOTCSA UX PCKBU3HUTHIL.

- HAUMCHOBAHUC JOKYMCHTA, HAUMCHOBAHUC OpTraHU3alluU - aBTOpa AOKYMCHTA, JaTa NOKYMCHTA,
peFHCTpaHHOHHBIﬁ HOMEpP JOKYMCHTA, 3aroJIOBOK K TCKCTY MJIM HAMMCHOBAHUEC BUAA NJOKYMCHTA,

- HAUMEHOBAHUE OpPraHu3alMyd WIA JOJDKHOCTHOIO JIMIA, YTBEPAMBILETO JOKYMEHT, ATy
YTBEPKIACHHUS JOKYMEHTA.

Tekcr noKymMeHTa MOXET CoJepXKaTh pasfesibl, MOApa3aesbl, MyHKTHI, MOAMYHKTHI, HyMEpyeMble
apabckuMu 1dpamu. YpoBHEH pyOpHKaIMK TEKCTa HE JOJDKHO ObITh O0Jiee YeThIpeX.

B npuka3zax TeKCT uznaraercsi OT IEPBOTO JIUIA €IUHCTBEHHOTO ncia (“'TpukasbiBaro’).

B noxyMeHTax KOJUIETHMaJbHBIX U COBELIATENIBHBIX OPraHOB TEKCT M3JIaracTcsl OT TPETHErO JIMIa
eIMHCTBEHHOTO 4ncia (“'KoJuierus... moctaHoBisiet”, "'coOpanue... permio”).

TexkcTt mnpoTOoKONa W3NAraeTcss OT TPEThEro JMIa MHOXKeCTBeHHoro uwmcna (“ciymanu”,
"BpicTynuin'", "noctanoBmim”, "permmm'”).

B 1okyMmeHTax, yCTaHaBIMBAIOIIMX IpaBa W OOSI3aHHOCTH OpraHU3alMid, HMX CTPYKTYPHBIX
nojpasaeieHuil (IoJI0KeHNe, WHCTPYKIIMS), a TakKe COACpIKalX ONHCAaHUE CUTYyalui, aHamu3 (akToB
WK BBIBOJIBI (@KT, CIIpaBKa), HCHOJb3YyeTCs (hopMa M3JIOKEHUS TEKCTa OT TPETHEro JIHIA CIUHCTBCHHOTO
WM MHOXKecTBeHHoro ymcna (“orTmen ocymiecTBiseT (yHKOuH...", "B COCTaB yIpaBJICHUS BXOMAT..."
"KOMHUCCHS TIPOBEIa MPOBEPKY...").

B coBMeCTHBIX JOKyMEHTaX TEKCT WH3JaraeTcs OT NEpPBOro JHIA MHOXXECTBEHHOTO YHCIa
("mpuxasbiBaeM", "pemun’).

B nenoBeix (ciry’keOHBIX) MUCbMaX HCIIOIB3YIOTCS (DOPMBI H3JI0KCHUS:

- OT TEpBOro JiMIla MHOXKECTBEHHOro umcna ("mpocuM HampaBuThb...", 'mpencrarisem Ha
paccmoTpenue...");

- OT TPETHEro JIMIAa CIUHCTBEHHOrO 4Kcia ('MHHHUCTEPCTBO HE BO3pakaeT...", "0OIIECTBO cUMTaeT
BO3MOXKHEIM...");
- OT TMepBOro JWia eAMHCTBeHHOro uucia (‘'cuumrTaro HEOOXomUMBIM...", "Mpemiararo

paccMoTpeTh..."), eciau mucbkMoO 0OpMIIEHO Ha TOJKHOCTHOM OJIaHKe.

B Tekcrax MOKYMEHTOB YNOTpPEOJSIOTCS TOJBKO OOIIENpUHATHIE aOOpeBHATYpbl U TrpaduuecKue



COKpAILIEHUSI.
[Tpu ynorpebnenuu B TeKcTe (paMUITUI JTUI MHULMAIBI YKa3bIBAIOTCA Mocie (paMuinu.
B nenoBeix (Ciy>keOHBIX) MHCbMaX MOTYT HCITOJIb30BAThCS
- BCTYIUTENbHOE OOpaleHue:

VYBaxaewmslii rocnionuH [Ipeacenarens!
VYBakaembli rocrionuH ['yGepHarop!
YBaxaemslii rocnionuH IIpoxopos!
VYBaxaemast rocrnoxa 3axaposa!
VYBaxkaemblii Hukomaii [lerpoBuu!
VYBaxaemast Onbra HukonaesHa!
VBaxkaemsble rocnozal

B oOpamenun 1o J0MKHOCTM HAaWMEHOBAHHE JODKHOCTH TNHIIETCS € HPONHCHONW OYyKBBI, B
oOpaiieHny o paMUINH HHUIMAJIBI JTUIA HE YKA3bIBAIOTCH.

- 3aKJTFOYUTENIbHAS dTUKETHas (pa3a:
C yBaxkeHuew, ...

5.19 OrmeTka 0 MPUIOKEHHU COJIEPKHUT CBEACHUS O JOKyMEHTE (JOKyMEHTax), NMpHIaraeMoM K
OCHOBHOMY JIOKYMEHTY (B CONpPOBOJUTEIBHBIX IMUChbMaX, NPETCH3USX, aKTaxX, CIpaBKax M JPYrHX
UH()OPMAIIMOHHO-CIIPABOYHBIX JOKYMEHTaX) WMJIM O TOM, 4YTO JOKYMEHT SIBIISICTCS MPUIOKEHHEM K
OCHOBHOMY JOKyMEHTY (B JOKyMEHTaX - WPWIOKCHHAX K PpaCIOPSAUTEIBHBIM JIOKYMEHTaM,
MOJIOXKEHUSIM, TPaBHIaM, HHCTPYKIIHSIM, JIOTOBOpaM, TJIaHaM, OTYETaM U JIp. JOKyMEHTaM).

B comnpoBoauTenbHBIX MUChbMAxX U JAPYTUX MH(POPMAIIMOHHO-CIIPABOYHBIX JTOKYMEHTAaX OTMETKa O
NPUII0OKEHUH 0OPMIISIETCS IO TEKCTOM OT T'PaHMIIBI JIEBOTO TOJIS CIEAYIOIINM 00pazoM:

- €CJIM IPUJIOKEHUE HAa3BaHO B TEKCTE!
[Tpunoxenwue: Ha 2 1. B 1 9K3.

- €CJIM IMPUJIOKCHUEC HC HAa3BAHO B TCKCTC WUJIM CCJIU HpI/IJ'IO)KeHI/II\/JI HCCKOJIBKO, YKAa3bIBAIOT HA3BAHUA
,Z[OKyMeHTOB-HpI/IJIO)KeHI/If/'I, KOJIMYCCTBO JIMCTOB M 3K3CMILIIPOB KAXKIOI0 MPUTIOKCHHU .

Npunoxenue: 1. TojoxeHre o060 YNpPaBJEeHUU PETMOHAJIBHOTO KPEeOMTOBAHUS Ha
5 n. B 1 3xs3.
2. CnpaBka O KampOBOM COCTaBe YIpPaBJIEHUS PErMOHAJIBHOTO
KpemmMToBaHusa Ha 2 Jj. B 1 2k3.

- eclii npwiokeHue (MpUIoKeHus) COPOIIIOPOBAHBI:

[Ipunoxxenue:



otyer o HUP B 2 7ks3.

- €CIM JOKYMEHT, SBILIIOIIMKICS IPUJTIOKEHUEM, HMEET IMPUIOKEHUS C CaMOCTOSTEIIbHOU
HyMepanuen CTpaHuLl;

[Ipunoxenue:
nrcbMo PocapxuBa ot 05.06.2015 N 02-6/172 u npuinoxeHust K Hemy, BCero Ha 5 J.

- €CId TPHIOKCHHEM SIBISICTCS 00OCOOJCHHBIN 3JEKTPOHHBIA HOCHUTENb (KOMITAKT-IHCK,
usb-grern-HaKOMUTENb U Ip.):

[Ipunoxxenue:
CD B 1 sk3.

[lpu »ToM Ha Bkuangeimie (KOHBEPTE), B KOTOPBIA IOMEIIACTCS HOCUTENb, YKa3bIBAIOTCS
HAaMEHOBAHMs JJOKYMEHTOB, 3allMCAaHHbIX Ha HOCUTEINb, UIMeHa (paiiiIoB.

B pacnopsauTenbHbIX JOKyMeHTax (IIOCTaHOBJICHMSIX, PEIICHHSX, IpHUKa3ax, pPaclopsHKCHUsX),
JOTOBOpAxX, IOJOKECHUAX, IPABWIAX, MHCTPYKLUUAX U APYTMX JOKYMEHTaX OTMETKAa O IIPWIOKCHUHU
oopmitseTcs cinenyomum oopasom:

- B TEKCTE JOKYMEHTA TPH NIEPBOM YIIOMUHAHHUHU JOKYMEHTA-TIPHIIOKEHUS B CKOOKAX yKa3bIBaeTCS:
... (mpunoxenue) wiy ... (mpuiaokeHue 1); mepen HOMEPOM IMPHIOKEHUS JTOMYCKAEeTCsl CTaBUTh 3HAK
HOMepa: ... (mpuioxenue N 2);

- Ha MIEPBOM JIMCTE TOKYMEHTA-TIPUIIOKEHHUS B IIPABOM BEPXHEM YTy YKa3bIBAETCS:
[Mpunoxenne N 2
k pukazy AO "IIpodumns"
ot 15.08.2015 N 112.

CTpOoKM peKkBH3UTa BBIPAaBHUBAIOTCS I10 JIEBOMY KpalO WM LIEHTPUPYIOTCSI OTHOCUTEIBHO CaMOil
JUIMHHOU CTPOKHU.

Ecnu npunoxenueM K paciopsAUTEIbHOMY JOKYMEHTY SIBJISE€TCS HOPMATHUBHBIN IIPAaBOBOM aKT WM
WHOM JIOKYMEHT, YTBEP)KJAE€MbI JaHHBIM paCHOPSAUTEIBHBIM JOKYMEHTOM, Ha IIEpBOM JIMCTE
NPUIOKEHHSI TIPOCTABIISICTCS OTMETKA O MPUIIOKEHNUHU (0€3 CChUIKHM Ha PaCIOPSAMTENLHBIN JOKYMEHT) H
rpud yTBEp)KICHUS, B KOTOPOM YKAa3bIBalOTCA MJAaHHBIC PaCIOPAIUTEIBHOTO JIOKYMEHTa, KOTOPBIM
YTBEPKJIEH JOKYMEHT-IIPUIOKEHUE.

ITpumep -

[Tpunoxenue 1
YTBEPX/IEHO
npukazoM AO "TIpodumns"

ot 18.05.2015 N 67



5.20 I'pu¢ cormacoBaHusi TOKyMEHTa MPOCTABISETCS HAa JOKYMEHTaX, COTJIACOBAHHBIX OpraHaMu
BJIACTH, OPTraHM3ALUAMH, JOJDKHOCTHBIMH JHIAMH. ['pud coriacoBaHusi B 3aBUCUMOCTH OT BHJA
JOKYMEHTa H 0COOCHHOCTEH ero 0(popMIICHNS MOXKET MIPOCTABIATHCS

- Ha TIEPBOM JIMCTE JOKyMeHTa (€CiM JTOKYMEHT UMEET TUTYJIbHBIH JINCT, - Ha TUTYJILHOM JIUCTE) B
JIEBOM BEPXHEM YIIIy Ha ypOBHE rpuda yTBEpKICHHUS HIH I0]] HAMMECHOBAHHEM JIOKyMEHTa OJXKe K
HI)KHEMY TI0JTI0);

- Ha NIOCJIEIHEM JIMCTE JOKYMEHTA MO/ TEKCTOM;
- Ha JIMCTE COTJIACOBAHUS, SIBJSIOMIEMCA HEOThEMIIEMOM YaCThIO TOKYMEHTA.

I'pud cornacoanus cocrout u3 cinoBa COI'JIACOBAHO, nomkHOCTH TUIla, KOTOPHIM COTJIacOBaH
JOKYMEHT (BKJIIOYas HaWMMEHOBAHWE OPraHU3allih), €ro COOCTBEHHOPYYHOHM TMOAMKMCH, WHHIIMAJIOB,
(dbamunn, JaThl COTIACOBAHUSI.

IIpumep -
COTI'JTJACOBAHO
Hupexrop BHUNJTAL
(mommuce) U.0O. damumnus
JlaTta

Ecnu cornacoBanue OCyIECTBIISETCS KOJUIETHAIBHBIM OPraHoM, B TpU(E COTIaCOBAHUS YKa3bIBAIOT
cBeseHUst 00 opraHe, COTJIacOBaBIIEM JOKYMEHT, AaTe U HOMepe MPOTOKOJIa, B KOTOPOM 3a(pUKCHPOBAHO
pEellIeHne O corjacoBaHUU. Eciay cornacoBaHUE OCYILECTBISETCS NMHCbMOM, YKa3blBalOT BUJI JOKYMEHTA,
OpraHM3alMIo - aBTOpa JOKYMEHTA, JaTy U HOMEp MHUChMa.

IIpumepsl

1 COI'JTACOBAHO

CoBeToM TUPEKTOPOB

AO "Tlpodpuns"

(mpoTOKOI OT N )
2 COI'JTACOBAHO

nucbMoM PocapxuBa

oT N_

5.21 Bu3a CBHJETECIBCTBYET O COIJIaCHMM WJIM HECOTJACHUU JIOJDKHOCTHOrO Jiuia (paboTHHUKA) C
COJIep’)KaHUEM TMPOEKTa JOKyMeHTa. Bu3oil odopmiisieTcs BHyTpEeHHEE COTJIacoBaHHME NOKyMeHTa. Bmza
BKJIFOYAET JOJDKHOCTH JIMIA, BU3UPYIOIIETO JOKYMEHT, MOIMKHCH, paciinpoBKY MOAMUCH (MHUIHAIBI,
(bamMHUIIUIO) U 1aTy BUSHPOBAHMUS.

ITpumep -



PykoBouTens 10puAMIECKOrO OTAENA

[Moanuce N.O. ®amunus

laTta

[Tpu HanU4YMK 3aMeYaHuM K TOKYMEHTY BU3Y O(DOPMIISIIOT CIETYIOLTMM 00pa3oM:
ITpumep -

3ameuaHus IPUIIAraroTCsl.

PykoBouTens 10pUAMIECKOTO OTAENA

[Moanuce N.O. ®amunus

JlaTta

B opranmzanmusax, NPUMEHSIONIMX CHUCTEMBI 3JIEKTPOHHOTO JIOKYMEHTOO0OpOTa, COTJacoBaHHE
MOJKET MPOBOAUTHCS B ANEeKTpoHHOU popme, cornacHo ['OCT P UCO 15489-1.

B noxymeHTax, NOATMHHUKN KOTOPBIX XPAHATCS B OPraHU3alluK, BU3bI IIPOCTABIISIOT HA MOCIICTHEM
JMCTE JTOKYMEHTA TOJI TIOAMUCHI0, HA 000POTE MOCIIEAHET0 JICTA MOUIMHHNKA JJOKYMEHTA WIIM Ha JINCTE
corjlacoBaHusi (BUBMPOBAHUS), IIPUIIAraeMOM K JIOKYMEHTY.

B HUCXOAAIUX AOKYMCHTAX BU3bI MPOCTABIAIOTCA HA 3K3CMILIAPAX JOKYMCHTOB, IMOMCIIACMBIX B
IS (O

[Io ycMOTpeHMIO OpraHU3alvu MOKET IPHUMEHATHCS IOJHUCTHOE BU3UPOBAaHUE NOKYMEHTA U €ro
IIPUIIOKECHUN.

5.22 Tlomnuch BKIIIOYAET: HAaUMEHOBAHHE JOJDKHOCTH JIMIA, TMOAMHUCHIBAIOLIETO JIOKYMEHT, €ro
COOCTBEHHOPYYHYIO MOJIIKCH, paciii(poBKY MOANUCH (HHUIHAIBI, (DaMUITHS).

[lpumep -
T'eHepaJlbHE OUPEKTOP [omnmce nN.0. dammnusa

Ecnu noxymeHT oopmiieH He Ha OJaHKe, B HANMEHOBAHME JODKHOCTH BKIIIOYAETCS HAMMEHOBAHUE
opraHusanuu. Jlomyckaercs LEHTpOBAaTb HAUMEHOBAHUE JOJDKHOCTU JIMLA, MOANMCABIIETO JOKYMEHT,
OTHOCHUTEJILHO CAMOW JUIMHHOU CTPOKHU.

[lpumep -
T'eHepaJIbHBI OUPEKTOP

A0 "'Mpodwunp" INonmuceb N.0. dammnug

[Tpu odopmieHnn JOKyMeHTa Ha OJIaHKE JOJHKHOCTHOTO JIMIIA JOJDKHOCTBH 3TOTO JIMIA B MOAHUCH
HE yKa3bIBaETCs.

[Ipymep - [lomnuce n.0. dammnud

HpI/I NoANMUCaHUM ANOKYMCHTA HCCKOJBKMMU JOJDKHOCTHBIMHU JIMOAMH, 3aHUMAKOIIWUMH Pa3HOC
IMOJIOKCHHUEC, UX NOAIUCH pacCIlOJIararoTCsa OoJHa oI ﬂpyTOﬁ,B HOCHQHOB&T@HLHOCTH,COOTBCTCTByKHHCﬁ
HUCPpaAPXUHN 3aHNUMACMBIX I[OJDKHOCTQIE.



[lpumep -
IVpexKTop MHCTUTYTa [Moonmco n.0. dammnmsa
TyaBHEM OyxTajiTep INloonmce n.0. dammnus

IIpH noAnMCaHuM NOKYMCHTA HCCKOJBKMMH JIMIAMU PpPaBHBIX IKHDKHOCTeﬁ X MnoAInucu
pacmnoJararoTcsa Ha OJHOM YPOBHC.

[lpumep -
3aMecTUTeNlb IUPEKTOopa 10 (QMHAHCOBBIM BOIPOCAM Homnmce M.O0. dammima
3aMecTuUTeslb IUPEKTOopa 10 aIMMHUCTPATMBHBEIM BonpocaM llognuce M.O. dammima

B JOKYMCHTAX, COCTaBJICHHBIX KOMMCCHeﬁ, B TOANHCHU YKa3bIBACTCAd CTATYC JIMda B COCTaBC
KOMUCCHH.

[lpumep -

[lpencenaTesib KOMUCCUMA [omnmce N.0. dammnusa

UJIeHBE KOMMCCUM Iloonmce n.0. dammnus
INloonmce n.0. dammnus
I[loonmce n.0. dammnus

[Ipn moamucaHuu AOKYMEHTA JUIIOM, HUCHOJHSIONINM OOS3aHHOCTH PYKOBOAMTENS, TOAIMHKCH
odopMiIsieTcs ¢ yKa3aHHEM CTaTyca JODKHOCTHOTO JIMIA B COOTBETCTBHHU C MPUKA30M (PaCHOPSKEHUEM).

[lpumep -

.o. reHepasibHOTO mnupekTopa Illognmuce nN.0. dammnusa
VI

VicnonHgomMi 0D0sA3aHHOCTHU

T'eHepaJIbHOTO IOMpeKTopa [Nomnmce nN.0. dammnusa

IIpu nognucaHuy JOKYMEHTA JIMLIOM, UMEIOIIUM IIPaBO MOJIUCH B CIIy4a€ BPEMEHHOI'O OTCYTCTBUS
PYKOBOJAWTEINSA, UCIPABICHUS B HAMMEHOBAHHE JIOJDKHOCTH M paclMPpoBKy (aMMInu yxe
MIOATOTOBJICHHOTO U COTJIACOBAHHOI'O IPOEKTA JOKYMEHTa BHOCSTCS OT PYKHU WM C UCIOJb30BaHHUEM
COOTBETCTBYIOIIMX IITaMIoB. He pomyckaercs CTaBUTh KOCYIO uepTy, HaJAIMCh '3a IHepend
HAaMMEHOBAHUEM JOJDKHOCTH JIMLA B IIOJIUCH, €CIM JOKYMEHT IOJAINNCHIBAET HHOE JOKHOCTHOE JIUILIO.

5.23 OtmeTka 00 ODJIGKTPOHHON TMOMAMHUCH WCIOJB3YeTCS MPU BU3YATU3ALUU JIIEKTPOHHOTO
JOKYMEHTA, TIOAMMCAHHOTO AJIEKTPOHHOU MOAMKCHIO, ¢ COOTIOCHUEM CIISIYIOIINX TPEOOBAHMIA:

a) MeCTO pa3MEIIeHHs OTMETKH OO0 3JIEKTPOHHOW NOAINMUCH IOJDKHBI COOTBETCTBOBATH MECTY
pasMeleHust COOCTBEHHOPYYHOM MOAIKMCH B aHAJIOTHYHOM JIOKyMEHTE Ha OyMa)KHOM HOCHUTEIIE,

0) BJIeMEHTBI OTMETKH 00 DJICKTPOHHOM IMOJIHMCH IOJDKHBI OBITh BHIUMBIMH M YHTAEMBIMH TIPU
0TOOpaKEHUH JOKYMEHTa B HaTypaJbHOM pa3Mepe;

B) 2JIEMEHTBI OTMETKU 00 DJICKTPOHHOH MOIKCH HE JIOJDKHBI MEPEKPHIBATHCS WM HAKIAIbIBAThCS
Apyr Ha Jpyra,

r) SJIEMEHTBI OTMETKH 00 3JIGKTPOHHOW MOJIMKMCH HE JOJDKHBI MEPEKPhIBATH AJIEMEHTHI TEKCTa
JOKYMEHTa M JPYTUe OTMETKH 00 3JICKTPOHHOM MoANUCH (IIpH HAJTUYHK).

OtmeTka 00 3NIEKTPOHHO MOAMKUCH B COOTBETCTBUM € 3aKOHOAATEIHCTBOM Poccuiickoit @enepariun
BKIIIO4aeT ¢pa3zy "JIOKyMEHT MOANUCAH 3JIEKTPOHHONW TMOAMMUCHIO", HOMEp cepTUUKaTa KIoYa
AIIEKTPOHHOU MOJIMUCH, (aMIIINIO, UM, OTYECTBO BIaAeNbIa cepTu(dUKaTa, CpoK IeHCTBUS cepTuduUKaTa



KJIF0Ya DJIEKTPOHHOM moanucu. OTMeTka 00 3JICKTPOHHOW TMOANMMCH MOXKET BKIIIOYATh HM300pakeHUEC
rep06a, sMOIeMbl opraHa Biactu (OpraHu3allim), TOBAPHOTO 3HaKa (3HaKa OOCITYy)KUBAHUS) OpPraHU3AIUH B
COOTBETCTBHUH C JICHCTBYIOIIUM 3aKOHOIATEIIHCTBOM.

ITpumep -
SMmbJie- OOKYMEHT IIOINMCAH
Ma SJIEKTPOHHOM MOONNCHI0
HamMeHOBaHMe | OpraHa
OOJIKHOCTM |BJIaCTU H.H. Hukojiaes

Cepruouxar 1lalllaaa000000000011
Bnaneseu Hukojslaer Hukojam HukoJiaeBuu

Hemtcreurenen ¢ 01.12.2012 no 01.12.2017

5.24 Tlewarp 3aBepsieT NOUIMHHOCTH TMOJMUCH JOJDKHOCTHOIO JIMIA Ha JOKyMEHTaX,
YIIOCTOBEPSIONINX MpaBa JUL], (GUKCUPYIOUINX (PaKThl, CBI3aHHBIC ¢ (UHAHCOBBIMU CPEICTBAMH, & TAKKE
Ha HHBIX JOKYMEHTax, IIPEeAyCMaTpPUBAIOIIUX 3aBEPCHUE IOANKMCHU II€4aTbl0 B COOTBETCTBUU C
3aKoHOaTenbCTBOM Pocculickon denepannu.

JIOKyMEHTBI ~ 3aBEpsIlOT Te4aTblo opraHu3zanuu. lledars mpocTaBisieTcsi, HE 3axBaTblBas
COOCTBEHHOPYYHOUW TOJMUCH JTUIA, TMOJMUCABIIET0 TOKYMEHT, WM B Mecte, oOo3HaueHHoMm MIT"
("Mecto neuatu").

5.25 OtmeTka 00 UCHONHHUTENE BKIIOYAET (HaMHIIMIO, UM U OTYECTBO HCIIOJHHUTENS,, HOMEP €ro
tenepona. OTMeTKa 00 UCHOJHUTENE MOXKET JOTONHATHCS HAMMEHOBAHUEM JIOJDKHOCTH, CTPYKTYPHOTO
MOJIpa3/IeJIEHUs ¥ ANEKTPOHHBIM aJIpeCOM HUCTIOTHUTEIS.

OtmeTka 00 ucmonHHUTENe OGOPMIISETCS Ha JIMIEBONW CTOPOHE MOCIEIHEro JHUCTa AOKYMEHTa OT
TPaHULIBI JIEBOTO TIOJISI WJIH, TIPU OTCYTCTBHHM MECTA, - Ha OOOPOTHOHM CTOpOHE BHU3Y clieBa. Hampumep:
3abenun MBan AmnzapeeBud, KoHTposibHOE ympaBieHue, Beayimuii crneuuanuct, +7(495) 924-45-67,
Zabelin@gov.ru

OTmeTka 00 MCHOJHUTENE MOXKET OOPMIIATHCS KaK HIDKHUN KOJIOHTUTYJ U MeYaTaThCsl MPUPTOM
MEHBILIETO pa3Mepa.

5.26 OtmeTka O 3aBepeHUH KOMUU O(OPMISETCS Ui IMOATBEPXKIEHHS COOTBETCTBHUS KOIUHU
IOKyMeHTa (BBIMMCKM M3 JOKYMEHTa) IOJJMHHHUKY JoKyMeHTa. OTMeTKa O 3aBepeHHMH KOIHUH
IIPOCTABJISIETCS MO/ PEKBU3UTOM 'TOANMCH M BKIIOYAET: CJIOBO 'BepHO", HAaMMEHOBAaHUE JOJKHOCTH
JMIA, 3aBEPHBIIECTO KOIHUIO; €ro COOCTBEHHOPYYHYIO MOAINKUCH; PaciupoBKY MOIMHUCH (MHUIHAIBI,
(aMunIo); nary 3aBepeHHs KO (BBIMUCKYU U3 JOKYMEHTA).

[lpumep -

BepHo

VHCIIeKTOpP CJyXObBl KaIpOoB [omnmce N.0. dammnusa
JaTa

Ecnu xorus BeIgaeTcs AJis MPEACTABICHUS B IPYT'YIO OPTaHU3aIMI0, OTMETKA O 3aBEPCHUU KOIHUU
JIOTIOJTHSCTCS HAJAMUChI0 O MECTE XpaHCHHMS JOKYMEHTa, C KOTOpOTO Oblla HW3rOTOBJICHA KOIIHSI
("TloyuHHUK AOKyMEHTa HaxoauTcs B (HamMeHoBaHue opranmsaiuu) B jgene N ... 3a ... rox”) u
3aBepsIeTCs TMeUaThio OpraHU3aIlnu.



I[JI)I MMPOCTABJICHUSA OTMCTKH O 3aBCPCHUHN KOIIMU MOIKET UCIIOJIB30BATHCA LI TAMII.

5.27 OtrMeTKa O TOCTYIJICHMH JOKYMEHTa CIYXUT JUIS TOATBEpKIEHHsS (hakTa IMOCTYIJICHUS
JOKYMEHTa B OPraHM3allMI0 U BKJIIOYAET ATy MOCTYIJIEHUS M BXOJAIIUN pPEruCTPallMOHHBIM HOMEp
nokymeHTa. IIpu HEOOXOIUMOCTH OTMETKAa O MOCTYIJICHHMH MOJKET JOTOJHATHCS YKa3aHHEM BpPEMEHH
MOCTYIUIEHHUS B 4acaX ¥ MUHYTaX M crioco0a JOCTaBKU JIOKyMEHTA.

OrmMmeTKa o MOCTYIICHUN JOKYMCHTA MOJKCT IPOCTABJIATHCA C IOMOIIBIO HITaMIIA.

5.28 Pe3onronusi COAEPKUT yKa3aHUE MO MCIOJIHEHUIO JOKyMeHTa. Pesomonus opopmisercs Ha
cBOOOJTHOM MecTe paboyero o JOKYMEHTa, Ha OJIaHKe Pe30JIIOIMH MM BHOCUTCS HETIOCPEICTBEHHO B
CHCTEMY HIEKTPOHHOTO JOKyMEHTO000poTa.

Pesonronust  BKJIHOUaeT: (GpaMuIMIO, WHHUIUAIBI UCHOJIHUTENS (MCIOTHHUTENCH), MOpydYeHHUE IO
JOKYMEHTY, MPU HEOOXOAMMOCTH - CPOK WCIOTHEHUS, MOANNCH JIMIA, BHIHECIIEr0 PE30IONUI0, ATy
PE30JIIOLIHN.

ITpumep -

®amunus U.0.

[Tpomry moaroroButs npeanoxenus k 10.11.2016.
[Tonnuce

laTta

5.29 OTMeTKa 0 KOHTPOJIE CBUIETEIBCTBYET O MOCTAHOBKE JJOKYMEHTA Ha KOHTPOJIb, IIPOCTABIISIETCS
mramnoM 'KoHTposs" Ha BEpXHEM MOJI€ TOKYMEHTA.

5.30 OTMeTka 0 HampaBICHUU JOKYMEHTa B JIEJIO OINpENeNsieT MECTO XpaHEHHs TOKYMEHTa Mocie
3aBepIeHHs paboThl C HUM U BKJIIOYAET: clioBa "B neno", MHaeKC /ena mo HOMEHKIAType e, B KOTOpoe
MOMENIAeTCsl JOKYMEHT Ha XpaHEHHUe, C YKa3aHWEeM ToJa, JOJDKHOCTH JIMIA, O(GOPMHUBIIETO OTMETKY,
MOATMNCH, JATHL.

[lpumep -
B mesio N 01-18 =a 2016 r.

3aB. OTHEJIOM KOPIOPaTMBHEIX IIPOEKTOB
I[loomnmce DaTa

OTMmeTKa O HalpaBJIEHMU JOKYMEHTa B [0 MOJKET MOIOJHATHCA KPAaTKUMHU CBEACHUAMH O
XapaKTepe UCIIOJIHEHUS JOKYMEHTA.

6 bnaHkn AOKyMeHTOB

6.1 JIna um3rotoBieHus OnmaHkoB JokymeHToB, cornacHo ['OCT P 7.0.8, ucmons3yercss Oymara
dopmaroB A4 (210 x 297 mm), A5 (148 x 210 mm); ans M3rOTOBICHHS OJAHKOB PE30JIFOIMN
ucnosb3yercs oymara ¢popmatoB A5 (148 x 210 mm), A6 (105 x 148).

Kaxpiii et 1okyMeHTa, opopMIICHHbIH Ha OJaHKe Win 6e3 Hero, 10JDKeH UMETh TOJIs HE MEHee!

20 MM - 11€BOE;



10 mm - paBoe;
20 MM - BepxHee,
20 MM - HIDKHEE.

JlokymeHThI AinuTeabHbIX (cBbime 10 jeT) CpoKOB XpaHCHHS JOJDKHBI MMETh JICBOE T0JIC HE MEHEee
30 mmM.

6.2 OpraHu3aiuy HCHOJB3YIOT OJaHKM TOKYMEHTOB, M3TOTOBJICHHbIE HAa OyMa)KHOM HOCHUTEINE
(Omanku JOKyMEHTOB (hefiepabHBIX OPraHOB TOCYNApCTBEHHOW BIIACTHM C  BOCIPOU3BEICHHEM
l'ocynapctBennoro  repb6a  Poccuiickoit ~ ®DenepamMy — M3rOTaBIMBAIOTCA — MOJUTpaduyecKkuMu
OPEANPUATHIMH, HMEIOUIMMU  CEepTU(UKATBI O HAJIMYUM TEXHHUUECKUX M TEXHOJOTHYECKHX
BO3MOXKHOCTEH JJIsi KQYeCTBEHHOTO W3TOTOBJICHHS YKAa3aHHOTO BHJA NMPOAYKIIMU) W/WIN JICKTPOHHBIC
1m1a0ioHs! O071aHKOB. biianku Ha OyMa)KHOM HOCHTEIIE M 3JIEKTPOHHBIE MAOIOHBI OJIAHKOB JOJKHBI OBITH
UJCHTUYHBI [I0 COCTABY PEKBU3UTOB, MOPSJIKY UX PACIIOJIOKEHHS, TapHUTYpaM mpudra.

bnanku 10KyMeHTOB Ha OyMa)>KHOM HOCHUTEJIE U 3JIEKTPOHHbIE M1a0JI0HbI OJIAHKOB M3TOTABIMBAIOTCS
Ha OCHOBAHUH MaKETOB OJIAHKOB, YTBEP)KJAEMbIX PYKOBOIUTEIEM OpraHN3aIUH.

bnaHky TOKYMEHTOB ClIeyeT U3rOoTaBIMBaTh Ha Oenoil Oymare win Oymare CBETJIBIX TOHOB.

DNEeKTPOHHBIE mrabioHsl  OJIAaHKOB JOKYMEHTOB JOJIKHBI OBITH 3allUIIEHL]  OT
HECaHKIIMOHUPOBAHHBIX H3MEHEHUM.

6.3 bnanku nokymMeHTOB odopMisitoTcss B cooTBeTcTBHM C [Ipmioxkennem b. OpueHTHpOBOUHBIE
TPaHUIIBl 30H pACIOJIOKEHUSI PEKBM3MTOB O0O3HA4YeHbl MyHKTHpoM. Kakmas 30Ha ompenensercs
COBOKYITHOCTBIO BXOJISIIIUX B HEE PEKBU3UTOB.

6.4 B 3aBHCHMOCTH OT pPacIOJIOKEHHsI PEKBH3UTOB YCTAHABJIMBACTCS [Ba BaphUaHTa OJAHKOB -
yrioBoit (pucyHok b.1) u mpomosibHbii (pucyHok b.2).

6.5 PexBusutel 01, 02, 03 pacronararorcsi Ha BEpXHEM I0Jie JOKYMEHTa HaJ pekBusuToM 05 mo
CepeIMHE 30HbI, 3aHATON ITUM PEKBU3HTOM.

PexBusur 03 MoxeT pacnosaratbes cieBa Ha ypoBHe pekBusuTa 05.

PexBuzuter 05, 06, 07, 08, 09, 13, orpanmuurenbHble OTMETKH ais peksusutoB 10, 11, 12 B
npeienax TPaHuI] 30H PACOI0KEHUSI PEKBU3UTOB PAa3MEIIAIOTCs OJJHUM M3 CIIOCOOO0B!

- [IGHTPOBAHHBIM (HAYaJl0 U KOHEL KaKIOH CTPOKH PEKBU3UTOB PAaBHO YIAJICHBI OT TPAHUIL 30HBI
PacnoJIoKeHHsI PEKBH3UTOB);

- ¢uaroBeiM (KaXKiasi CTpOKa PEKBU3UTOB HAYMHACTCS OT JIGBOM TPAHMUIIBI 30HBI PACIIOJIOKEHUS
PCKBU3UTOB).

6.6 YcTaHaBIMBaIOTCS CIEAYIOMINME BUABI OJIaHKOB TOKYyMEHTOB OpraHU3aLUH
- 00U OJIAHK;

- OJIaHK ITUCHMA;



- OJIaHK KOHKPETHOTO BUIa JOKYMEHTA.

HopMmaTHBHBIMM TpaBOBBIMH aKTaMH OpraHU3allid YCTAHABIMBAIOTCA BHUAbI IPHUMEHIEMBIX
OMaHKOB M WX pa3sHOBUAHOCTH (OJaHK NHUCbMa CTPYKTYPHOTO TOApa3zieieHus, OJIaHK IHChMa
JOJDKHOCTHOT'O JIMIIA, OJTaHK MpUKa3a, OJaHK pactopspKeHUs, OJJaHK MMPOTOKOJIA U . ).

OO6pa3ipl 6JaHKOB JJOKYMEHTOB MPHUBEICHBI B IPUIIOKEeHNH b.

6.7 OOmuii OIaHK KUCIIOJIB3YETCsl ISl U3TOTOBJICHUS JIIOOBIX BUAOB JIOKYMEHTOB, KPOME JIEJIOBOTO
(cyxe0HOTr0) mHChMa.

OOmuit O7aHK B 3aBUCUMOCTH OT YYPEIUTENBbHBIX JOKYMEHTOB OpTraHH3allMd M JIOKAJTbHBIX
HOpPMAaTHUBHBIX akTOB BKIto4YaeT pekBu3uThl 01 (02 uim 03), 05, 06, 07, 13 u orpaHUYUTEIbHBIC OTMETKH
s pexsusutos 10, 11, 16, 17.

bnank nucpbMa B 3aBUCHMOCTH OT YUPEIUTEIbHBIX JOKYMEHTOB OpPraHU3allMd U JIOKAJHHBIX
HOpMaTHUBHBIX akToB BKiIrOuaeT pekBu3utThl 01 (02 wnm 03), 05, 08, orpaHHUUMTEIBLHBIC OTMETKH JIJIS
pexBusutoB 10, 11, 12, 15, 17. briank nuckMa CTPYKTypHOTO TOpPAa3/IeeHHs JONOTHUTEIBHO BKIIOYACT
pexBu3uT 06, 6;1aHK MHCbMa JOJKHOCTHOTO JIUIA - peKBU3UT 07.

bnaHk KOHKpETHOTO BHJAA JOKYMEHTa, KpOME IHChMa, B 3aBHCUMOCTH OT YYPEAUTEIBHBIX
JOKYMEHTOB OpPTraHU3allMU M JIOKAJIBHBIX HOPMATHBHBIX MPABOBBIX akTOB BKiIto4aeT pekBusuthl 01 (02
wim 03), 05, 09, 13 u, npu HEOOXOIUMOCTH, OTPAHUYHUTEIILHBIE OTMETKH JJISl TPAHUILL 30H PACIIOJIOKEHHUS
pexBusutoB 10, 11, 16, 17. bnaHk KOHKPETHOrOo BHJAa IOKYMEHTa CTPYKTYPHOTO TMOIpa3/eieHHs
JOMOJTHUTEIBHO BKIIOUaeT pekBU3uT 06, 6JaHK TOHKHOCTHOTO JHNa - pekBU3uT 07.

6.8. B opranax Bmactu u opraHuzanuax pecrnyonuk Poccuiickoit ®enepariyu, MCHONb3YIOMIMX
HapsiZly C PyCCKMM SI3BIKOM KaK I'OCYJAapCTBEHHBIM s3bIKOM Poccuiickoil @enepanuu rocynapCcTBEHHbBIM
s3bIK (TOCYapCTBEHHBIE S3bIKH) PECITYOJIMK, UCIIOJIB3YIOTCS OJAHKU JOKYMEHTOB Ha PYCCKOM SI3BIKE M
TOCY/IapCTBEHHOM sI3bIKE (TOCYIApCTBEHHBIX S3bIKAX) pecHyOJIMK: yrioBble (PEKBH3UTHI OJaHKa
pacroyiaraloTcsi Ha OJHOM YpPOBHE. Ha PYCCKOM SI3bIKE - CJI€BA, Ha TIOCYJApCTBEHHOM  S3BbIKE
(rocyIapcTBEHHBIX $3bIKAaX) PECHYONMK - CIIpaBa) WM MPOAOJIBHBIC (PEKBU3UTHI OJIAHKAa HA PYCCKOM
SI3BIKE - CBEPXY, PEKBH3HTHI OJIaHKa HAa TOCYIAapCTBEHHOM s3bIKe (TOCYIapCTBEHHBIX SI3bIKAX) PECITyOIHK
- HIKE).

JUisi mepenuckd C WHOCTPAHHBIMU KOPPECHOHACHTAMH HCHOJIB3YIOT ONaHKM Ha JBYX SA3BIKAX -
PYCCKOM M aHIJIMHCKOM (npuiiokeHne B.8) nim mHOM MHOCTpaHHOM SI3BIKE.
(m. 6.8 B pen. U3menenus N 1, yrs. [Ipukazom Poccrannmapra ot 14.05.2018 N 244-cr)



[Tpunoxxenne A

(cripaBoYHOE)

PACIMNONOXEHUE PEKBU3UTOB HA TUTYJIbHOM JINCTE OOKYMEHTA

HammMmeHOBaHME OpraHM3alum
PpM@ COIJIaCOBaHMA IOOKYMEHTa PpM@ YTBEPXIOEHNMA IOKYMEHTAa

HamMeHOBaHMe BuIa IOOKyMEHTa
3aroJIOBOK K TEKCTY

Tpud corsacoBaHMSA OOKYMEHTa

MecTO CoOCTaBJIeHUA (MBﬂaHMH) JOKYyMEHTAa — I'OO M3IOaHMA IOOKYMEHTa

Pucynok A.1 - PacnonosxeHne peKBU3UTOB Ha TUTYJIbHOM
JIUCTE JOKYMEHTA



IIpunoxenue b
(cripaBoYHOE)

CXEMBbI PACITOJIOXKEHNWA PEKBU3UTOB JIOKYMEHTOB



75

75

01 04 03

29
14

04

17

05
06 07

51

15 16

08 09

10 11 |
12 13 |

22

17 28

18

18

120

19

20

22 23 24

20 21 26

257
297

17

20 110 30

40

210

Pucynok b.1 - Pacnionoxenne peKkBU3UTOB U IPaHULIbI 30H

Ha Gopmate A4 yrioBoro O1aHka
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Pucynok b.2 - PacnionoxeHnne peKBU3UTOB U TPAHULIBI 30H
Ha Gopmate A4 npooIBHOTO OTaHKa

IIpunoxxenue B

(cripaBOYHOE)



OBPA3LbIl BJIAHKOB [JOKYMEHTOB

Pocapxus

denepalibHOE OOIKETHOE yUpexXIeHMre
"BCepOCCUMCKUIM HAaYyUYHO-UCCJIEIOBATEIbECKMA UHCTUTYT
OOKYMEHTOBENEHUS U apXMBHOTO meja'

(BHUMTAL)

MockBa

Pucynok B. 1 - OGpa3zer obmiero 6anka opraHu3aiu

Pocapxus

dermepalibHOE OOIKETHOES yUpPEXICHUE
"BCcepoCcCUMCKM HaydyHO—
MCCHenoBaTeNbCKUM UHCTUTYT
IOKYMEHTOBENEHUS U apXMBHOTO nmesa'

(BHUMIAL)

podbcowsuaa yn., n. 82, Mockea, 117393
Ten.-/baxc (495) 718-78-74
e-mail:mail@vniidad.ru; http://www._vniidad.ru
OKIIO 02842708; orpH 1027700380795;
MHH/KMOIO 7708033140/771001001

N

Ha N oT

Pucynox B.2 - O6pa3en yriaoBoro 6j1aHKa MUChMa OPraHU3aLUH

PocapxuB

depepanbHoe 6IOAXKETHOE yUpexaeHue

"BcepoCcCUMNCKMIA Hay4YHO-UCCneaoBaTeNIbCKUN UHCTUTYT
AOOKyMeHTOBeAeHuA u apxusHoro aena" (BHUWOAL)



Mpodcoro3Has yn., A. 82, Mockea, 117393
Ten./¢pakc (495) 718-78-74 e-mail:mail@vniidad.ru;
http://www.vniidad.ru
OKNO 02842708; OIN'PH 1027700380795;
MHH/KMMN 7708033140/771001001

N

Ha N oT

Pucynok B.3 - O6pa3zer mpo101pHOTO OJIaHKa TUChMAa OpraHu3alun

PocapxuB

depepanbHoe 6IOAXKETHOE yUpexaeHue
"BcepoCcCUMNCKMIA Hay4YHO-UCCneaoBaTeNIbCKUN UHCTUTYT
AOKYMeHTOBeeHUsA U apXMBHOro gena“

(BHUMAAN)
OVPEKTOP

Mpodcoro3Han yn., A. 82, Mockea, 117393
Ten./¢pakc (495) 718-78-74 e-mail:mail@vniidad.ru;
http://www.vniidad.ru
OKNO 02842708; OINPH 1027700380795;
MHH/KMMN 7708033140/771001001

Ha N OoT

Pucynok B.4 - O6pa3zer npo10pHOTO OJaHKa THUChMa
JOJKHOCTHOTO JTUTA

Pocapxus

depepanbHoe 6IOAXKETHOE yUpexaeHue
"BcepoCcCUMNCKMIA Hay4YHO-UCCneaoBaTeNIbCKUN UHCTUTYT
AOKYMeHTOBeleHUsA U apXMBHOro gena“

(BHUNAOAL)
OTPACJIEBOW LIEHTP NOBbIWEHNA KBATIMOUKALINK



Mpodcoro3Has yn., A. 82, Mockea, 117393
Ten./¢pakc (495) 718-78-74 e-mail:mail@vniidad.ru;
http://www.vniidad.ru
Ten./¢pakc (495) 718-79-38; e-mail:ocpk@vniidad.ru
OKIMO 02842708; OrPH 1027700380795;
MHH/KMMN 7708033140/771001001

Ha N OoT

Pucynok B.5 - O6pazern npo1opHOTO O61aHKa THUChMa
CTPYKTYPHOTO MOJpa3IeICHU

Pocapxus

denepalibHOE OOIKETHOE yUpexXIeHMre
"BCepOCCUMCKUI HAaYyUYHO-UCCIIEIOBATEJbECKMA UHCTUTYT
OOKYMEHTOBENEHUS U apXMBHOTO meja'

(BHUMTIAL)

[IPVIKA3

MockBa

Pucynok B.6 - O6pazer 61aHka KOHKPETHOTO BUIA
JOKYMEHTa OpraHU3aIH

Pocapxus
demepanibHOE OIXETHOE yUpexXIeHUe
"BCepOoCCUMCKUIA HAYUYHO-UCCIIENOBATENECKUA UHCTUTYT

IOOKYMEHTOBENEHUS U apXMBHOTO meja'

(BHUMTAL)
IIMPEKTOP

PACIIOPAXEHNVE

MockBa



Pucynox B.7 - O6pa3er 01aHKa KOHKPETHOT'O BH/1a JOKYMEHTa
JOJKHOCTHOTO JIMIIA

PocapxuB

depepanbHoe 6IOAXKETHOE yUpexaeHue
"BcepoCcCUMNCKMIA Hay4YHO-UCCneaoBaTeNIbCKUN UHCTUTYT
AOKYMeHTOBeeHUsAA U apXMBHOro gena“

(BHUMOAL)

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

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

Profsoyuznaya ul., 82, Moscow, 117393
Tel./Fax (495) 718-78-74; e-mail:mail@vniidad.ru;
http://www.vniidad.ru
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Pucynok B.8 - O6pa3zer mpo1o1pHOTO OJ1aHKA TUChMa OpraHu3alun
Ha JBYX sI3BIKaX




