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Hanuonansnusiii crangapt PO I'OCT P 7.0.97-2016 "Cuctema ctanaapToB 110 HHGOpMAITUH,
OMOJIMOTEYHOMY M U3JIaTEIbCKOMY Jiey. OpraHu3alMOHHO-PACcCOPIUTENbHAs JOKYMEHTALIHS.
TpeboBanus k oopmieHUIO JOKYMeHTOB" (yTB. puka3zoMm dDeepanbHOro areHTCTBA M0 TEXHUYECKOMY
peryianupoBanuio u Merposoruu ot 8 aexadpst 2016 r. N 2004-ct) (¢ U3MEHEHUSIMU U JIOTIOJIHEHUSIMHU )

C u3MeHeHHMSIMH U IOMIOJTHEHUSIMH OT:

14 mas 2018 r.

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

Jara BBegenus - 1 urons 2018 1.
Bsameun [OCT P 6.30-2003
TAPAHT:

Cm. Meronunueckue pexomenaanuu no npumenerauto 'OCT P 7.0.97-2016 "Cucrema crangapToB IO

uHbopmanuy, OHOIMOTEYHOMY U M3JaTelibckoMy Jeny. OpraHu3alMOHHO-PACHOPSAUTENIbHAS
nokymeHnranus. TpeGoBanms Kk odopmieHuio nokymeHToB" (DexepanbHOEe apXHWBHOE AareHTCTBO,
BHUNIAL)

Cm. CpaautensHbiii  ananmuz [OCT P 6.30-2003 u TOCT P 7.0.97-2016 Ha
OpraHU3aIMOHHO-PACTIOPSAUTEIHLHYIO IOKYMEHTAIIHIO

[Tpuxazom Poccranmaprta ot 25 mas 2017 N 435-ct nata BBenenus Hacrosiiero ['OCTa nepenecena c 1
nrong 2017 r. va 1 urois 2018 r.

IIpexuciioBue

1 Pa3paboran ®denepanbHbIM O101KETHBIM YUpEKACHUEM "Beepoccuiickuii
HAY4YHO-MCCIIEJOBATEIbCKU  MHCTUTYT JOKyMEHTOBelIeHHss U apxuBHoro jena" (BHUMJIAL)
®denepanbHOrO0 APXUBHOTO areHTCTBA

2 Buecen Texuumuyeckum komutTeToM 1o cranmaptuzanuun TK 191 "Hayuno-texnuueckas
uHpopmManus, ONOIMOTEUHOE U U3/1aTeNIbCKOE J1e0"

3 VTBepkAeH W BBEACH B JelcTBUE TNpukazoMm DenepalbHOTO areHTCTBA MO TEXHUYECKOMY
peryaupoBaHuio U MeTpoJioruu ot 8 nekadbps 2016 r. N 2004-ct

4 B nHacTofleM cTaHAapTe pean30BaHbl HOpMbl DenepanbHbIX 3aKOHOB OT 27 umrons 2006 r.
N 149-@3 "O06 nnpopmanmu, HGOPMAIIMOHHBIX TEXHOJIOTUAX U O 3amuTe HHpopMmauuu", ot 22 okTs0ps
2004 r. N 125-®3 "O06 apxuBHOoM zene B Poccuiickoit deneparun’

5 Bzamen ['OCT P 6.30-2003
1 ObsacTh NpMeHeHUA

Hacrosimuii ctanmapT pacnpocTpaHseTcss Ha OpraHU3allMOHHO-PACHOPSAAUTENbHbIE TOKYMEHTHI:
yCTaBbl, IOJIOKEHUS, NPABWJIA, MHCTPYKLUH, PErJIAMEHTHI, ITOCTAHOBJICHMSI, PACIOPSKEHMsI, NPHUKa3bI,
pelIeHus, MPOTOKOIbI, JOTOBOPHI, aKThl, MUChMa, CIPAaBKU U Jp. (Jajnee - JOKYMEHTHI), B TOM 4YHCIIE
BkimoueHHele B OK 011-93 "OOmepoccuiickuii  kiaccu(pUKaTop ynpaBiIeHYECKOH JOKyMEHTaruu"
(OKY 1), xkmacc 0200000.
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Hacrosimuii cTanmapt ornpenenser coCTaB PeKBU3UTOB JOKYMEHTOB; IpaBMiia UX o(GOpMIICHUS, B
TOM YHCJIE C IPUMEHEHNEM MH()OPMALIMOHHBIX TEXHOJIOIMA; BU/Ibl OJIAHKOB, COCTaB PEKBU3UTOB OJAHKOB,
CXEMBI PACIOJIOKEHHUS PEKBH3UTOB HA JOKYMEHTE; 0Opasibl OJAHKOB; MpaBHUJa CO3/IaHUS JTOKYMEHTOB.
[TonoxeHus HACTOSILEro CTaHAApPTa PACHPOCTPAHSIOTCS HA JIOKYMEHTbl Ha OYMa)KHOM U 3JIEKTPOHHOM
HOCHUTEJIAX

2 HopMaTuBHbBIE CCHLJIKH

B nacrosiemM crangapTe UCIOIb30BaHbl HOPMATUBHBIE CCHUIKU Ha CIEAYIOIINE CTaHIapPThI:

['OCT P 7.0.8 Cucrema ctangapToB 1o WHGOpMALHK, OMOJIMOTEYHOMY M H3ATEIBCKOMY JCIY.
Jlenonpon3BoACTBO U apXUBHOE J€710. TEPMHUHBI U OIIPEIEIECHHUS

['OCT P MCO 15489-1 Cucrema cTanaapToB 1Mo HHGpopMauu, OUOIMOTEUHOMY M U3/1aTeIIbCKOMY
neiy. Ynpasienue qokyMmeHtamu. O0miue TpeboBaHus

IIpumeuanue - [Ipu Moab30BaHUM HACTOSIIUM CTAaHAAPTOM I1€JIECOOOPA3HO MPOBEPUTH JIEHCTBHE
CCBUIOYHBIX CTaHJAPTOB B MH(DOPMAIMOHHOW CHCTEME OOIEro IMOJb30BaHMSA - Ha O(UIIMAIEHOM caiTe
®denepanbHOrO areHTCTBA MO TEXHUYECKOMY PEryJIHPOBAHUIO M METPOJIOTHMH B ceTH MHTepHeT uinu 1o
eXerogHoMy MHQOpMAIMOHHOMY YyKa3zatento "HanuoHanbHble cTaHIapThI", KOTOPBIM OMYyOJMKOBAH IO
COCTOSIHMIO Ha | sSTHBapsl TEKYIIEro roja, U IO BBITYCKaM €XEMECSYHOTr0 MH()OPMAIMOHHOTO yKa3aTels
"HauuoHanpHble cTaHaapThl' 3a TEeKylui roja. Eciiv 3aMEHEH CChUIOYHBINA CTaHAApPT, Ha KOTOPbIM JaHa
HEJaTUPOBAHHAS CChLIKA, TO PEKOMEHJYETCSl MCIOJIb30BaTh JACHCTBYIOIIYIO BEPCHIO ITOTO CTaHIApTa C
YU4E€TOM BCEX BHECEHHBIX B JJaHHYIO BEpPCHIO HM3MEHEHHH. Eciu 3aMeHeH CChUIOYHBIA CTaHIapT, Ha
KOTOpPBI JlaHA JaTUPOBAHHAS CCBUIKA, TO PEKOMEHAYETCS HCIOJb30BaTh BEPCHIO ATOTO CTaHIapTa C
YKa3aHHBIM BBIIIE TOJOM yTBepxkAeHus (mpunstus). Eciau mocie yTBep)kIeHUs: HACTOSIIETO CTaHAapTa B
CCBUIOYHBIA CTAH/APT, HA KOTOPBIM JaHa JAATHPOBAHHAS CChUIKA BHECEHO HM3MEHEHHWE, 3aTparuBaroliee
MOJIO’KEHUE, HA KOTOPOE JIaHa CChLIKA, TO 3TO MOJO0KEHUE PEKOMEHIyeTCs MPUMEHSTh 0e3 ydyeTa TaHHOTO
n3MeHeHus1. Eciu cChlTouHbIN cTaHIapT OTMEHEH 0€3 3aMEeHBI, TO MOJI0KEHHE, B KOTOPOM JIaHa CChIJIKA Ha
HEro, PEKOMEHYETCs IPUMEHSTh B YaCTH, HE 3aTPAruBalOIIEH 3Ty CChUIKY.

3 O0mme TpeOOBAHNS K CO3AAHHIO JOKYMEHTOB

3.1 JlokyMeHTBI MOTYT CO3/1aBaThCsl Ha OyMaXHOM HOCHUTeNe W B DIEKTPOHHOH (opme ¢
cOOJII0ZICHUEM YCTAaHOBJIEHHBIX MPaBUJI 0(OPMIIEHHS TOKYMEHTOB.

3.2 Ilpu co3laHuM JTOKYMEHTa Ha JByX M OoJiee CTpaHHUIaX BTOPYIO U MOCIEAYIOIIUE CTPAHUIIBI
HYMEPYIOT.

Homepa cTpaHul] IPOCTaBISAIOTCSA ITOCEPEIMHE BEPXHETO IOJIA JOKYMEHTA Ha PACCTOSHUMU HE
MeHee 10 MM OT BEpXHEro Kpas JIMCTA.

Jlonmyckaercsi co3gaHue JIOKYMEHTOB Ha JIMLEBOM U 000poTHOM cropoHax jwucra. Ilpu
JIBYCTOPOHHEM CO3JaHUHU JOKYMEHTOB IIMPHHA JIEBOTO IOJIS HA JIMIIEBOM CTOPOHE JINCTA U MPABOTO ITOJIS
Ha 000POTHOI CTOPOHE JINCTA JOJKHBI OBITH PaBHBI.

Wudopmanust 00 U3MEHEHUIX:
Ilynkm 3.3 uszmenen c 1 uronsa 2018 2. - U3menenue N 1

CMm. npedvloyuyro pedaKyuio
3.3 Jns co3gaHus JTOKYMEHTOB HEOOXOAMMO HCIOJIb30BaTh CBOOOJHO paclpocTpaHsieMble
OecrutaTHbIe MWPHQTHI.
st obopMiieHHs TOKYMEHTOB PEKOMEHIyeTCsl HCIIONb30BaTh pa3mepsl mipudtos N 12, 13, 14.
[Tpu cocTaBieHUM TaOIUI] JOMYCKAETCS HCIIOJIb30BaTh PU(TH MEHBINX PA3MEPOB.
3.4 AO3auHbIi OTCTYI TEKCTa TOKyMeHTa - 1,25 cMm.
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3aroJ0BKM pa3/esioB M MOAPA3ZENOB MeYaTaloTcs ¢ ab3alHbIM OTCTYIIOM WM LIEHTPUPYIOTCS I10
IIMPHHE TEKCTA.

MHOroCTpOoUHbIE PEKBU3UTHI NIEUATAIOTCS Yepe3 OJUH MEKCTPOUHBIM MHTEPBaJl, COCTABHBIC YaCTH
PEKBU3UTOB OTIEIISAIOTCS IOMOJHUTEIBHBIM HHTEPBAJIOM.

TekcT nokymeHTa neyaraercs yepes 1 - 1,5 MeXCTpOUHBIX UHTEpBaa.

Ecnu 1oKyMeHT roTOBUTCS AJIs M3JIaHMsI C yMEHBIIEHHEM MaciuTaba, TeKCT IeyaTaeTcsl yepes /iBa
UHTEpBaJIA.

WuTepBas Mexx1y OyKBaMu B CIIOBAaX - OOBIYHBIH.

WuTepBasl MeXIy CIIOBaMH - OIHH IPOOe.

3.5 TekcT NOKyMEHTa BbIPAaBHMBAETCS 10 IIMPUHE JKCTa (110 FPAHUIAM JIEBOTO U IPABOro IMoJeH
JIOKYMEHTA).

JlinHa caMol JUIMHHON CTPOKHM PEKBU3UTA MPH YIJIOBOM PAaCIOIOKEHUU PEKBU3UTOB HE OoJiee
7,5 cMm.

JlinHa caMoil JUTMHHOM CTPOKM PEKBU3UTA MPH MPOJIOJILHOM PACIIONIOKEHUH PEKBU3UTOB HE Ooiee
12 cm.

3.6 HopMaTUBHBIMU IIPAaBOBBIMU aKTaMHU OpPIaHU3ALMM MOXET OBbITh MPEeIyCMOTPEHO BbIIEICHUE
pexBu3nuTOB "aapecar”, "3arosoBOK K TEKCTY" WM "HOANHCH", a TakKe OTIACIBHBIX ()ParMEHTOB TEKCTa
HOJIYXHUPHBIM IIPUPTOM.

3.7 HopmaTuBHBIC NPaBOBBIE aKThl OPraHMU3AlWHU, & TAKXKE WHBIE MHOTOCTPAHWYHBIC JOKYMEHTHI
MOTYT O(OPMIISATBHCS C TUTYIBHBIM JIUCTOM. TUTYJIBHBIA JUCT TOKYMEHTa 0(OPMIIETCSI B COOTBETCTBUU C
IIPUWIOKEHUEM A.

4 PekBH3HMTHI TOKYMEHTA

[Tpu monroroBke u OOPMIIEHUH JOKYMEHTOB HCIOJB3YIOT PEKBHU3HTHI, OMPEACTICHHUS KOTOPBIX
npuseneHsl B ['OCT P 7.0.8
1 - rep6 (I'ocynapctBennslii rep6d Poccuiickoii @enepanuu, repd cyowrekra Poccuiickoit denepannu, repod
(repanbauyecKkuii 3HaK) MyHULIUIIAIBHOTO 00pa30BaHus);
2 - sMOIIEMa;

3 - TOBApHBIH 3HAK (3HAK OOCITYyKUBaHUS);

4 - KOJ ()OpMBI TOKYMEHTA;

5 - HAMMEHOBAaHME OpPraHU3aliy - aBTOPA JOKYMEHTA;

6 - HAMMEHOBaHKE CTPYKTYPHOI'O MOJIpa3ieNIeHHs - aBTOpa JOKYMEHTA;
7 - HAMMEHOBaHME JJOJDKHOCTH JINLA - aBTOPA JOKYMEHTA;

8 - CIIpaBOYHbBIE JaHHbIE 00 OpraHU3allNH;

9 - HAMMEHOBAHME BUJIA IOKYMEHTA;

10 - 1aTa TOKYMEHTa;

11 - PETUCTPALIMOHHBIA HOMEP TIOKYMEHTA;

12 - CCBUIKA Ha PETUCTPALMOHHBIN HOMEP U 1aTy MOCTYIUBIIErO JOKYMEHTA;
13 - MECTO COCTaBJIEHUS (U3aHMs1) JOKYMEHTA;

14 - rpu( orpaHUYEHHUS JOCTYIA K IOKYMEHTY;

15 - aJipecar;

16 - rpu( yTBEpKACHUS TOKYMEHTA;

17 - 3ar0JIOBOK K TEKCTY;

18 - TEKCT TOKYMEHTA;

19 - OTMETKA O IIPUJIOKEHUU;

20 - rpud coriacoBaHUs JOKYMEHTa;

21 - BU34;

22 - TIOJINIACH;
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23 - OTMETKa 00 3JIEKTPOHHOM MOITUCH;

24 - TIe4aTh;

25 - OTMETKa 00 UCIOIHHTEIIE;

26 - OTMETKA O 3aBEPECHUU KOIHH;

27 - OTMETKa O MOCTYIJICHUU JJOKYMEHTA;

28 - pE30ITIOLIHS;

29 - OTMETKA O KOHTPOJIE;

30 - OTMETKa O HaIlpaBJCHUHU JOKYMEHTA B JIETIO.

5 OgopmiieHne peKBU3UTOB JOKYMEHTOB

5.1 Tep6 (I'ocymapctBennbiii tep0 Poccuiickoii ®enepanuu, repd cyobekta Poccuiickoii
®enepanyu, repd (repaabIUUecKuil 3HaK) MyHULMIIAIBLHOTO 00pa30oBaHMsl) BOCIIPOU3BOAUTCS Ha OlaHKaxX
JOKYMEHTOB B COOTBETCTBUU ¢ DejepanbHbIM KOHCTUTYIIMOHHBIM 3akoHOM OT 25 gexabps 2000 r.
N 2-®K3 "O TocymapcrtBennom repbe Poccwmiickoit ®enepanuu", 3aKOHOAATCIBHBIMA W HWHBIMU
HOPMATHUBHBIMU IIPABOBBIMU aKTaMH cyObekToB Poccuiickoit ®enepauu 1 HOPMATUBHBIMU IIPABOBBIMU
aKTaMU OPraHOB MECTHOI'O CaMOYIIPABJICHUS.

Nzobpaxenne repba (I'ocymapctBenHnoro, cyowekra Poccuiickoit ®enepauuu, repbda
(repanpaMUecKOro 3HaKka) OpraHa MECTHOTO CaMOYIIPaBJICHUs) IOMELIAETCSl 110 CEPEAMHE BEPXHETO IOJIS
O/aHKa JOKyMEHTa HaJl PEKBU3UTAMU OpraHU3allMd - aBTOpa JOKYMEHTa, Ha paccTosHuM 10 MM oT
BEPXHEro Kpas JIUCTA.

5.2 DOwmbOnema opraHu3auuu, pa3paOOoTaHHas M YTBEpXJAEHHAash B YCTAHOBJICHHOM IIOpSJIKE,
pa3Meniaercs B COOTBETCTBUM C HOPMATHBHBIMH IPAaBOBBIMM aKTaMU Ha OJaHKaX: JOKYMEHTOB
(benepanbHBIX OpPraHOB TOCYAApPCTBEHHOW BIAcTH (3a MCKIIOYEHHEM CIIy4yaeB, IpelycMaTpUBAIOLIMX
UCIIOJIb30BaHuEe u300paxkeHust ['ocymapctBeHHoro repba Poccuiickoit ®enepanuu), TeppUTOPUATBbHBIX
OpraHoB (¢eaepagbHbIX OPraHOB TOCYAAPCTBEHHOW BIIACTH, TOCYIAPCTBEHHBIX M HETOCYAAapCTBEHHBIX
opranusanuil. 3o0paxenne smM0aeMbl MOMENIaeTCs M0 CEpeAHE BEPXHEro Mo OIaHKa JOKYMEHTa Haj
PEKBU3UTAMU OpPTaHU3aINK - aBTOPA JOKYMEHTA, Ha paccTossHUM 10 MM OT BEpXHEro Kpas JIMCTa.

5.3 ToBapHblii 3HaK (3HaK OOCHYXHUBaHUS), 3aPETUCTPUPOBAHHBIH B  YCTAHOBJICHHOM
3aKOHOJIaTeILCTBOM MOPSIZIKE, BOCIPOU3BOAUTCA Ha OJaHKAaX OpraHU3aliii B COOTBETCTBUU C YCTaBOM
(monoxenuem o0 opranuzauun). M3o0paxeHne TOBApHOTO 3HaKa (3HaKa 0OCIy)KMBAaHUS) MIOMEIIAETCs 110
cepeiMHEe BEpPXHEro moJjs OjaHKa JOKyMEHTa HaJl PEeKBU3UTAMU OpPraHU3allMU - aBTOpa JIOKyMEHTa, WU
clieBa Ha YpOBHE HAUMEHOBaHUS OpraHU3allMy - aBTOpa JOKYMEHTa (JIomycKaeTcs 3axBaTblBaTh 4acTb
JIEBOTO TIOJIS).

Hapsiny ¢ ToBapHbIM 3HakoM (3HaKOM OOCTY>KHWBaHHs), Ha OJaHKaX JOKYMEHTOB MOXET
yKa3bIBaThCSl KOMMeEpUecKoe 0003HaueHNEe IOPUANIECKOTO JIUIIA.

54 Kox ¢opmbl TOKyMEHTa NpPOCTABISAETCS Ha YHU(PUUIUPOBAHHBIX (hOpMax JOKYMEHTOB B
coorBercTBUM ¢ OOmepoccuiickuM kiaccudukaropoM ympasieHueckoil aoxkymentauuu (OKVY]) umu
JIOKAJIbHBIM KJIacCU(PHUKATOPOM, pacrioiaraeTcsi B MPaBOM BEPXHEM YINy paboyero mojs JOKYMEHTa,
coctouT u3 cioB "dopma no" (HauMeHOBaHUE KJIacCU(PHUKATOPa) U HUPPOBOTO KOAA.

ITpumep - ®opma o OKY [ 0211151.

5.5 HaumeHoBaHuE OpraHM3alldd - aBTOpa JOKyMEHTa Ha OJlaHKe JOKYMEHTa JIOJKHO
COOTBETCTBOBATh HAMMEHOBAHUIO IOPUJIMYECKOTO JIMIA, 3aKpeIJIECHHOMY B €ro y4peIuTeNbHbIX
JOKyMeHTax (ycTaBe WM NoioxeHuH). [lon HauMeHOBaHMEM OpraHM3allMd B CKOOKaX yKa3bIBaeTCs
COKpAIlleHHOE HAMMEHOBAHUE OPraHU3alliy, €CJIM OHO MPEAYCMOTPEHO YCTaBOM (TI0JI0KEHUEM).

Han nanmeHoBaHMEM OpraHM3ali - aBTOpa JOKYMEHTA yKa3bIBa€TCsl MOJIHOE WM COKPAILlEHHOE
HAaUMEHOBAHUE BBIIIECTOSIIENH OpraHu3aiy (IIpH €€ HATUYUH).
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5.6 HanMeHoBaHUE CTPYKTYpPHOTO IMOJpa3AeieHHus - aBTOpa JAOKyMEHTa (B TOM 4yHcie ¢uinania,
OTJeNICHUs], NIPEJICTABUTENbCTBA, KOJUIETHAIBHOIO, COBEIIATEILHOTO MM MHOTO OpraHa) UCHOJb3yeTCs B
OnaHKax MUceM U OJaHKaxX KOHKPETHBIX BUOB JOKYMEHTOB COOTBETCTBYIOIIMX MOAPa3eIeHH (OpraHoB)
B COOTBETCTBMM C JIOKQJIbHBIMH HOPMATHBHBIMU AaKTaMM M YKa3bIBaeTCs I10J, HaUMEHOBAHHEM
OpraHH3alIiHU.

5.7 HaumeHoBaHME TOJDKHOCTH JIMIIA - QBTOpA JIOKYMEHTA UCIIOJb3YeTCsl B OJIaHKaX JIOJKHOCTHBIX
JUI] U pacrojaraercss I0J, HauMEHOBAHHWEM OpraHM3alMM WM HAaUMEHOBAaHUEM TEPPUTOpPUM (Kpas,
001acTH, aBTOHOMHOM 00JIaCTH M Jp.), €CIAM JAOKYMEHT W3J1aeT PYKOBOAMTEIb OpraHa BIAacTU CyOBeKTa
Poccuiickoit ®@enepannu, MyHHIUMNAIBHOTO 0Opa3oBaHus. HamMmeHOBaHHME MODKHOCTH JIMIA - aBTOpPA
JOKYMEHTa YKAa3blBA€TCAd B COOTBETCTBMM C HAMMCHOBAaHUEM, IPUBEICHHBIM B PaCHOPSIAUTEIBHOM
JOKYMEHTE O Ha3HaY€HUH Ha JOJDKHOCTD.

5.8 CmopaBouHble JaHHBIE 00 OpraHu3allMM YKa3bIBalOTCd B OJIaHKaX IMCEM M BKJIHOYAIOT:
IIOYTOBBI aJApeC OpraHu3aluM (JOMOJHUTEIBHO MOXKET YKa3bIBaTbCsl aJpec MECTa HaXOXKACHUS
IOPUJIMYECKOT0 JIMIA, €CIM OH HE COBMAJAeT C MOYTOBBIM ajpecoM); HoMep TenedoHa, daxca, aapec
ANEKTPOHHOM MOYTHI, CETEBOM aJIpec.

B cocraB cripaBOYHBIX JaHHBIX, 3@ UCKIOYEHUEM OJIaHKOB JIOKYMEHTOB OPIaHOB rOCY/1apCTBEHHON
BJIACTHU, OPIaHOB MECTHOTO CaMOYIIPaBJICHUs, BKJIIOYAIOTCSA: KOJA opranuzanuu no OOiepoccuiickomy
knaccudukaropy npeanpuatuit u opranuzanuii (OKIIO), ocHOBHOI rocy1apCTBEHHBIN perucTpaliiOHHbIHN
Homep opramm3anuu (OI'PH) w waeHTH(UKAIMOHHBIA HOMEpP HAJIOTOIUIATEIBIIUKA/KO MPHYUHBI
MOCTaHOBKHU Ha HanoroBslid yuet (MHH/KIIIT).

5.9 HaumeHnoBaHue BuJa JOKYMEHTa YKa3blBa€TCi Ha BCEX JOKYMEHTaxX, 3a MCKJIIOUYEHHUEM
JIeNIOBBIX (CIIy)KEOHBIX) MHUCEM, paclojiaraeTcst Moj PeKBU3UTAMHU aBTOpa JOKYMEHTa (HaMMEHOBAHHUEM
OpraHu3ani, HAMMEHOBAaHUEM CTPYKTYpPHOTO IOJpa3ziefieHusl, HAaMMEHOBAHUEM JOJKHOCTH) (CM. puc.
B.6).

5.10 [ara noKyMeHTa COOTBETCTBYET JaTe MOANHUCaHUs (YTBEPXKIEHHUS) JOKYMEHTA WM Jare
coOBITHS, 3a(PUKCUPOBAHHOIO B JIOKyMeHTe. JIOKyMEHTbI, U37aHHble IBYMs WK Oojiee OpraHu3alsIMH,
JTIOJDKHBI UMETH OJIHY (€IUHYIO) JaTy.

JlaTa mOKyMeHTa 3alliChIBAETCs B MOCIIEI0BATENIBHOCTH: JEHb MECSIA, MECSL, T'OJ] OTHUM M3 JBYX
CIOCOOOB:

apabckumu nudpamu, pasaeaeHHbIMA Toukoit: 05.06.2016;

CJI0BECHO-LIU(POBBIM criocoboM, Hanpumep: 5 utoHs 2016 T.

5.11 PeructpanoHHbIif HOMEp TOKYMEHTa - HU(POBOH UM OyKBEHHO-IIM(PPOBON UAECHTHPHUKATOD
JIOKYMEHTA, COCTOSILINI M3 MOPSAJKOBOTO HOMEpa JIOKYMEHTA, KOTOPBIH, [0 YCMOTPEHHIO OpraHu3alluHy,
MOXET JIOMOJHATbCS UU(PPOBBIMU WM OyKBEHHBIMM KOJaMH (MHIEKCaMHM) B COOTBETCTBHM C
UCIIOJIb3YEMBIMU KJIacCU(UKaTOpaMu (MHIEKCOM Jiela 10 HOMEHKJAType JeJ, KOJOM KOPpPECIOH/IEHTa,
KOJ/IOM JIOJDKHOCTHOTO JIMLIA U JIp.).

Ha noxymMmeHTe, cOCTaBI€HHOM COBMECTHO JBYMS W 0Oojiee OpraHM3alUsIMU, MHPOCTABIISIOTCS
pPETUCTPALIMOHHBIE HOMEpa JNOKYMEHTa, INPUCBOCHHBIE KaKJI0M W3 opraHusauuil. Permcrpanuonssie
HOMEpa OTHENSIOTCS APYr OT JApyra KOCOW 4YepTON M IPOCTABIISIIOTCS B MOPSAJIKE YKa3aHHS aBTOPOB B
3aroJI0BOYHOM YacTH WU NpeaMOysie JOKYMEHTa.

5.12 Ccpinka Ha pEerucTpalMOHHBI HOMEpP M JaTy IIOCTYNHBIIETO JOKYMEHTa BKJIFOYAET
PETUCTPALIMOHHBIA HOMEpP M J1aTy BXOJAIIET0 MHUIIMATUBHOIO JOKYMEHTA, HA KOTOPBIM JAeTCs OTBET.

5.13 Mecro cocraBieHus (U3gaHMs) JTOKYMEHTa YKa3bIBaeTCs BO BCEX JOKYMEHTaX, Kpome
JIeNOBBIX (CIY)KEOHBIX) IMUCEM, a TaKXKe MOKIATHBIX, CIY)KEOHBIX 3alHCOK W JPYrUX BHYTPEHHHUX
MH(OPMaLMOHHO-CIPABOYHBIX JOKYMEHTOB.

Mecto coctaBieHus (MU31aHMs) JOKYMEHTa HE YKa3bIBaeTCs B TOM Cllydae, €Ciii B HAMMEHOBAaHUH
OpraHM3ali TMPUCYTCTBYET YKa3aHME Ha MECTO €€ HaXOXJIeHus. MecTo cocTaBieHHs (U3/1aHus)
JIOKYMEHTA yKa3bIBa€TCsA B COOTBETCTBUU C MPUHATHIM aJMUHUCTPATUBHO-TEPPUTOPUATIBHBIM JCIIEHUEM.

5.14 I'pud orpaHuyeHHs J0CTyNa K JTOKYMEHTY IPOCTABIISIETCA B IPAaBOM BEPXHEM YIUIy IEPBOTO
JMcTa JOKYMEHTa (TMPOeKTa JOKYMEHTA, CONPOBOJUTEIHLHOIO MUChMa K JIOKYMEHTY) Ha IpaHUIIe BEPXHETO
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MoJisi TPU HAIWYUU B JOKyMeHTe wuH(Opmaruu, AOCTYN K KOTOPOH OrpaHUYEeH B COOTBETCTBUU C
3aKoHOJaTenbCcTBOM Poccuiickoit denepanni.

Bunbl ucronb3yeMbIX B OpraHW3allii TPUQOB OTPAHUYCHHUS JOCTYIMA JOJKHBI COOTBETCTBOBATH
3aKOHOJIaTEeILHBIM M MHBIM HOPMATHBHBIM INPaBOBBIM akTam Poccuiickoit denepanuu U JOKHBI OBITH
3aKpeIUICHbl B JIOKAJIBHBIX HOPMATUBHBIX akTax. B cocTtaB rpuda orpaHuueHusi AOCTyMa K JOKYMEHTY
BXOJWT oOrpanuuutensHas Haamuch ("us  ciayxkebnoro mons3oBanus”, "Konduaennuanbao',
"Kommepueckas TaiiHa" WM 1p.), KOTOpas MOXET JOIOJHSITHCS HOMEPOM 3K3EMIUISIpa JOKYMEHTa U
JIPYTUMU CBEJICHUSIMH B COOTBETCTBHH C 3aKOHOAaTelbcTBOM Poccuiickoit deneparumu.

IIpumep - Kommepueckas Talina,
Ok3. N 2

5.15 Anpecar wucmonb3yercs mnpu OGOPMIICHHH JETOBBIX (CIYy>KEOHBIX) MHUCEM, BHYTPEHHHX
UH(POPMALOHHO-CIIPABOYHBIX JIOKYMEHTOB (JIOKJIAJHBIX, CIIY>K€OHBIX 3aIIUCOK U JIp.).

AnpecaToM JOKyMEHTa MOKET OBbITh OpraHu3alusi, CTPYKTYpHOE IOJpa3felieHuEe OpraHu3alliH,
JOJDKHOCTHOE WK (PU3UYECKOE JIUILIO.

PexBusur "angpecar" npocrapiisieTcss B BEpXHEW MpaBoW 4acTU JOKyMEHTa (Ha OJIaHKE C YIJIOBBIM
pAacIIoNIOKEHHEM PEKBHU3UTOB) WJIM CIpaBa I0J PEeKBU3UTaAMM OjlaHKa (MPH MPOAOJIBHOM PACIOI0KEHUU
pexBu3uTOB OnaHka). CTpokMu pekBU3UTa "ajpecatr’ BbIPAaBHUBAIOTCA 110 JEBOMY Kparo WM LEHTPYHOTCS
OTHOCHUTEJIBHO CaMOH JJIMHHOM CTPOKHU.

IIpu anpecoBaHuMM JOKyMEHTa PYKOBOJIUTENIO (3aMECTUTENI0 PYKOBOAMTENS) OpraHu3aluu
yKa3bplBAlOTCA B JaTeIbHOM IMAaJeKe HAUMEHOBaHME JIOJDKHOCTH PYKOBOAMTENS (3aMeCTUTENs
PYKOBOJIUTEIS), BKIIOYAIOIEE HAMMEHOBAHNE OPTaHN3aLUH, U (PaMHITUS, MHUIHAJIBI JTIOJDKHOCTHOTO JIUIIA.

Ipumep -

Pykosomuresio demepalibHOT'O apXMBHOTO areHTCTBA
Sammamg M.O.

HpI/I aaApeCOBaHMMU TITMCbMAa B OpraHu3alydIi0 YKa3bIBACTCA €€ IOJHOC MWW COKpPAIICHHOC
HaMMCHOBAHHUEC B UMCHUTCIIbBHOM ITaCKC.

IMpumepsl
1 denmepasibHOE apxXMBHOE aT'€HTCTBO
2 PocapxuB

[Ipu agpecoBaHMM TOKYMEHTa B CTPYKTYpPHOE TMOJpa3/ejieHHe OpraHu3allii B PEKBU3HUTE
"agpecatr" yka3bIBae€TCs B MMEHUTEIHHOM I1aJIeKE€ HAaWMMEHOBAHHE OpraHU3AIMH, HW)XKE- HAaWMEHOBAHHE
CTPYKTYPHOTO MOJpa3ieIeHUs.

Ipumep -

demepasibHOE APXMBHOE AT'€HTCTBO

OTmeJs rocynapCTBEHHOM
CJIyxOBl, KaOpOB M Harpam

[Ipu anpecoBaHuM THCbMa PYKOBOAMUTENIO CTPYKTYPHOIO TIOApA3/IElCHHs] yKa3bIBaeTcs B
MMEHUTENIbHOM TMaJie)keé HAaUMEHOBAHME OpraHM3alliM, HUXKE - B JaTelIbHOM IIa/ie’Ke€ HAaUMEHOBaHUE
JOJDKHOCTH  PYKOBOJUTENS, BKJIIOYAIOIIEe HAaMMEHOBAaHHE CTPYKTYpHOTO TOJpa3JeNeHus, (paMUIIHio,
WHUIIHATIBL.
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Ipumep -
AO "Ilpoommnp"

PykoBOoOmuTeJII0 OOTOBOPHO-
IIPaBOBOT'O OoTIOejia
dammima 1. 0.
[lepen ¢amunueil JOMKHOCTHOTO JIMIA JIONMYCKAeTCS YHOTPEONATh COKpameHue 'r-Hy'
(rocrioiuHy), €ciiu ajipecar MyKuuHa, WK "r-xe" (rocrnoxe), ey aapecar KEeHIIHHA.

IMpumepsbl
1 r-ny Qammnusa ".O.
2 v-xe Qammnmsa M.O.

[Tpu pacchiIke JOKYMEHTA TPYIIE OpraHU3alfii OHOTO THIIA WK B CTPYKTYPHBIC MOApa3ACICHUS
OJIHOW OpraHu3allfy, aipecaT yKa3biBaeTcsa 0000IIEHHO.

IIpumepsl

1 PyKOBOIMTEJIAM HNOUEPHUX
obmecTre AO "Illpodumnp"

2 PYyKOBOIMUTEJISAM yIIpaBJIEHUM
Pocapxusa

[lpm paccbuike JDOKyMEHTa HE BCEM OpraHH3alMsAM WM CTPYKTYPHBIM IOIPA3JICICHHUSM TOA
pexBu3uToM "Anpecar” B ckoOkax ykazbiBaeTcs: (10 cucKy)".

Ipumep -
PyxoBOIMTEJAM IOYEPHUX
obmecTtre AO "IlIpoduip"
(mo cnmcky)

B onHOM noxkymeHTe He 10JKHO ObITh Oosiee ueThlpex aapecaroB. Cinoso "Komnus" nepen BTopbiMm,
TPEThUM, YETBEPTHIM ajpecaTaMu He ykas3biBaeTcs. [Ipu OoiiblieM KOJIMYECTBE aJpecaToB COCTABISETCS
CIMCOK (JIMCT, yKa3aTellb) PACCHIIKM JOKYMEHTA, Ha Ka)KJJOM JIOKyMEHTE yKa3bIBaeTCsl OJIUH ajpecar WIN
azapecat oopmiisieTcs 0000IIEHHO.

B cocraB pexBusura "Aznpecar" MOKeT BXOIUTbH MOYTOBBIA agpec. DIEMEHThI [TOUYTOBOrO ajpeca
YKa3bIBAIOTCS B IIOCJIEOBATEIbHOCTH, YCTAHOBJIEHHOMN IlpaBunamyu okasaHMs yCIyr NOYTOBOHM CBSI3H,

YTBEPKJIECHHBIMH NprKa3oM MHHHCTEPCTBA CBSI3M M MAacCOBBIX KOMMYyHUKanui Pocculickonn denepanuun
ot 31 urons 2014 r. N 234.

Ipumep -
BcepoccuyCKUM HaydHO-—
MCCJIeNOBaATEJbCKUY MHCTUTYT
IOOKYMEHTOBEIIEHUS UM apXUBHOT'O Iejia
lIpodcowzHas yn., n. 82,

Mockea, 117393

[TouToBBI agpec MOXKET HE yKa3bIBaTbCsl B JIOKYMEHTAX, HANpPaBIsSEMBbIX B BBICHINE OpraHbl
BJIACTH,  BBIIIECTOSIIME  OpPraHM3allMM,  IOJABEJOMCTBEHHBIE  OpraHM3allud M IOCTOSHHBIM
KOpPpPECHOHJIeHTaM (3a HCKJIIOUEHHEM HalpaBieHMs] MHCEM YyKa3aHHBIM ajpecaTaM B KOHBEpTax C
IIPO3paYHbIMU OKHAMH).

[Tpu agpecoBaHuM NOKyMEHTa (GU3MYECKOMY JIUIY YKa3bIBAtOTCS: (paMUIUS WHULUAIBI, TOYTOBBIN
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azpec.

Ipumep -

Sammnima M.O.

Capgomasg yJj., O. 5, xB. 12,

T. Jobepurl, MockoBckas obiyi., 301264

[lpu oTnpaBke MHUCHMa IO AJIEKTPOHHOW MOYTE MM MO (aKCUMHIIBHOU CBS3H (0€3 JOCBUIKH MO
MOYTE) MOYTOBBIN aJipec He yKa3biBaeTcs. [Ipy He0OX0IMMOCTH MOXKET OBITh yKa3aH AJIEKTPOHHBIN aJipec
(HoMep Tenedona/dakca).

IMpumep -
BcepoccuyCKUll Hay4dHO—
UCCJIeNOBATEJbCKUM MHCTUTYT
IOOKYMEHTOBEINEHMSS M APXMBHOTO nejia
mail@vniidad.ru

5.16 I'pud yTBepkaeHMS TPOCTABIAETCA HA JOKYMEHTE B CIIy4dae €ro YTBEepKIEHUS JOHKHOCTHBIM
JUIIOM, PACIOPSAIUTEIBHBIM JOKYMEHTOM (IIOCTAHOBJICHUEM, PEIICHHEM, MPHUKA30M, PACIOPSHKCHHEM)
WJIM PEIIEHUEM KOJUIETHAJIbHOTO OpraHa.

['pud yTBepkneHus: pa3MmeniaeTcsi B MpaBOM BEPXHEM YIUIy MEPBOro JiMcra AoKymeHTa. CTpoku
PEKBU3UTA BHIPABHUBAIOTCS 110 JIEBOMY KParO UM HEHTPYIOTCSI OTHOCUTEIBHO CAMOW JYIMHHOM CTPOKHU.

[Ipu yTBEepKIECHWU JTOKYMEHTA JIOJDKHOCTHBIM JIUIIOM TpU( YTBEPKICHUS COCTOMT M3 CJIOBA
YTBEPXJAIO, HauMeHOBaHUS AOHKHOCTH JIMLA, YTBEPKAAIOLIETO JOKYMEHT, €ro NOAMNUCH, MHULIAAJIOB,
(dbaMWIHK U AaTHl YTBEPKICHUSI.

Ipumep -
YTBEPXIAI
PyxosomuTesb demepaliIbHOTO
APXMBHOIT'O aAaI'€HTCTBA
[Nognuce M.O0. dammnmsa
DaTa

[Tpu yTBepKIeHUU AOKYMEHTa PacCMOpPSIUTENbHBIM JOKYMEHTOM I'pu( YTBEP)KIEHUS COCTOUT U3
cioBa YT1BepxkaeH (YTBepxkaeHa, YTBEpKIACHBI WA Y TBEPKIACHO), COTIACOBAHHOTO C HAaMMEHOBAaHHEM
BUJIa YTBEPXKAAEMOI0 JOKYMEHTa, HAaMMEHOBAHMS PACHOPAIUTEIBLHOTO JOKYMEHTa B TBOPHUTEIBHOM
nazie’xe, ero JaThl, HOMepa.

IIpumepsr -
1 (PerJjameHT) YTBEPXIOEH

npukasoMm AO "llpodunp"

or 5 amnpensa 2015 . N 82
2 (IlpaBuna) YTBEepXIeHE

npukasoMm AO "llpodunp"
or 6 anpensa 2015 r. N 83

HpI/I YTBCPKACHUNU NOKYMCHTA KOJUICTUAJIBHBIM OpPraHoOM, PCIICHHA KOTOPOTO (I)I/IKCI/IPYIOTCH B

IIPOTOKOJIE, B Tpu(e YyTBEPKACHUS YKa3bIBA€TCs, HAMMEHOBAHKHE OpraHa, peleHHeM KOTOPOro YTBEPKIEeH
JIOKYMEHT, J1aTa U HOMEp MPOTOKOJA (B CKOOKaX).
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Ipumep -
(IToJoxeHMe)
YTBEPXIOEHO
CoeeToM nupexkTopoB AO "Illpodunp"
(mpoTokos oT 12.12.2015 N 12)

5.17 3aroioBOK K TEKCTY - KpaTKoe COJIepKaHne JOKYMEHTA. 3aroJIOBOK K TEKCTY (GOpMYITUpPYeTCs
¢ mpemiorom "O" ("O6") u oTBevaer Ha Bompoc "o yem?"):

- mpuka3 (0 yem?) 0 CO3JIaHUH aTTECTAIIHOHHONW KOMUCCHH;

- mpuka3 (0 yem?) 00 yTBEp:KIEHHH IITATHOTO PACIHCAHUS;

- MUChbMO (0 YeM?) 0 IpeIoCTaBICHUN HH(OPMAITUH.

3aroJ0BOK K TEKCTY O(GOpPMIIETCS MO/ PEKBU3UTaMU OJaHKa CJIeBa, OT TPAHMILIBI JEBOTo mossi. B
yKa3aX, TMOCTAaHOBJICHUSX, PEIICHUSAX, NMPUKa3ax, W3JaBacMbIX OpPraHAMH BJIACTH, 3aroJIOBOK K TEKCTY
MOXET O(pOpPMIIATHCS HaJ TEKCTOM IOcepeauHe pabodero moJsi JOKYMEHTa U ICHTPHPYETCs
OTHOCHTEJIBHO CaMOW JUTMHHON CTPOKH.

3aroJ0BOK K TEKCTY MOXKET HE COCTABIJIATHCS, €CITH TEKCT JOKYMEHTA HE MPEBBIIALT 4 - 5 CTPOK.

Wudopmarus 06 H3MEHEHHSIX:
Ilynkm 5.18 usmenen c 1 urons 2018 2. - U3menenue N 1

CMm. npedvloywyro pedaKyuio
5.18 TekcT qoKyMeHTa COCTABIISIETCS HA PYCCKOM SI3bIKE KaK TOCY/IapCTBEHHOM si3bike Poccuiickoit
Qenepani. B opraHax rocygapcTBEHHOH — BIACTH, OpraHax MECTHOTO  CaMOYIpaBlieHUS,
rOCY/IapCTBEHHBIX YUPEXKIEHUSAX PpECHyOIuK HapsAy C TOCYJapCTBEHHBIM s3bIKOM Poccuiickoit
Qenepallii  MOTYT  YHNOTpEONATHCA TOCYJApCTBEHHBIE S3BIKM  pecnyOnuk. B nestenbHOCTH
rOCYJapCTBEHHBIX OpPraHOB, OpraHW3alWd, NpeanpuaTHid u yupexiaeHuil Poccuiickor ®Penepannu
UCIIONIB3YIOTCSl TOCYIapCTBEHHBbIN sA3bIK Poccuiickoii Denepaliiy, rocy1apcTBEHHbIC S3bIKH PECIYONIUK U
UHBbIE s13bIKH HaponoB Poccuiickoit denepanun.

B Tekcre 1OKyMeHTa, MOArOTOBJIEHHOM Ha OCHOBAHMH 3aKOHOJATEIBHBIX WM NHBIX HOPMAaTHUBHBIX
IIPABOBBIX aKTOB, PaHEE U3JaHHBIX PACIOPSATUTENBHBIX JOKYMEHTOB, YKa3bIBAIOTCS UX PEKBU3UTHI:

- HAMMEHOBAaHME JOKYMEHTa, HAMMEHOBaHHE OpraHU3allMy - aBTOpa JOKYMEHTa, AaTa JOKYMEHTAa,
perucTpaloHHbI HOMEp JOKYMEHTA, 3aroJIOBOK K TEKCTY MM HAUMEHOBAaHUE BU/IA JOKYMEHTA;

- HAaUMEHOBAHMWE OpraHM3allMd WIA JOJDKHOCTHOTO JIMIA, YTBEPAUBLIETO JOKYMEHT, JaTy
YTBEPKACHUS IOKYMEHTA.

TekcT TOKyMEHTa MOXET COAEp)KaTh pa3lieibl, MOAPa3Aeibl, IYHKThI, MOJIYHKTBI, HyMEpPYyEMbIE
apabckumu nudpamu. YpoBHEH pyOpHUKaIliy TEKCTA HE JOJKHO OBITH O0Jiee YeThIpeX.

B npukazax TekcT u3saraeTcst OT MepBOro JUIa eAUNHCTBEHHOT0 yucia ("mpukaspiBai').

B noxymeHTax KOJUIETMAJIBHBIX M COBEILATENBHBIX OPraHOB TEKCT M3JIaraeTcsl OT TPEThEro Juia
€MHCTBEHHOTO yucia ("KOJIerus ... MocTaHoBIsAeT", ""coOpaHue ... pemmusio").

TexkcT mTpoTOKONA W3/IAraeTcsi OT TPEThEro Jula MHOXKecTBeHHoro uyucia ("cimymanu",
"BpicTynuin", "mocranoBuin", "pemmnn").

B nokymeHTax, yCTaHaBIMBAIOIIMX IpaBa M OOS3aHHOCTHM OPTraHU3AIMM, HX CTPYKTYPHBIX
nojpasaesieHnii (IMOoJ0KEeHUe, HHCTPYKIINS), a TaK)Ke COACpKalUX ONMUCAHWE CUTYyalui, aHaau3 (aKkToB
WIN BBIBOJBI (aKT, CIpaBKa), UCMOIb3yeTCsl (OopMa U3JI0KEHUSI TEKCTa OT TPEThEro JIMIa eAMHCTBEHHOTO
WM MHOXXECTBEHHOTO umcia ("ormen ocymiecTBiseT (QyHKIuu...", "B COCTaB yHpaBJICHHS BXOHAT...",
"KOMUCCHS IPOBEJIAa IPOBEPKY...").

B coBMecTHBIX JOKYMEHTaX TEKCT H3Jaraercsi OT IEepBOro JIMIa MHOXKECTBEHHOIO 4YHCia
("mpukasbiBaeM", "permman").

B nenoBeix (cmy:ke0HBIX) MUCbMaxX UCIIONB3YIOTCA (POPMBI U3T0KEHUS:

- OT TMEepBOrO JMIIA MHOXXECTBEHHOro uucia ("mpocuM HampaBHTh...", "NpelrcTaBiisieM Ha
paccMmoTpenue ...");

- OT TPEThEro JIUIa €ANHCTBEHHOT0 yKcia ("MUHHCTEPCTBO HE BO3paXkaer...'

, "0OIIIECTBO CUHUTAET
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BO3MOXHBIM...");

- OT TepBOTrO JHIa eauHCcTBeHHoro uucia ("cuumrtaro HeoOXoauMbIM...", '"mpesiararo
paccMoTpeTsb..."), eclii MTUCHhbMO O(POPMIICHO Ha TOKHOCTHOM OJIaHKeE.

B Tekcrax TOKYMEHTOB YHOTPEONSIOTCS TOJNBKO OOLIENpUHSATHIE aO0peBUaTypbl U rpaduiecKue
COKpAILLEHUS.

[Tpu ynotpebiaeHnu B TekcTe haMUINil UL HHULIMAJIBI YKa3bIBAIOTCS MOce paMIIINU.

B nenoBbIx (city:ke0HBIX) MMCbMaX MOTYT UCIIOJIb30BaThCA:

- BCTYNIHTENIbHOE OOpallleHue:

YBaxaewmslii rocnionuH Ilpencenarens!

YBaxkaemblii TocriofuH I'yoeprarop!

YBaxaewmslii rocniouH IIpoxopos!

VYBakaemas rocroxa 3axapona!

YBaxaemsiii Hukomnaii [lerpoBuy!

VYBaxkaemas Onbra Hukonaesna!

YBaxaemble rocnojial

B oOpamennn mo AOMKHOCTH HAaWMEHOBAaHHE JOJDKHOCTH THILETCS C IMPOMUCHON OyKBBI, B
oOpamieHny 1o (paMITIN WHUIHAIIBI I HE YKa3bIBAIOTCS.

- 3aKJTI0UMTENIbHAs 3TUKETHas (hpasa:

C yBaxXeHHEM, ...

5.19 OTMeTKa O MPUJIOKEHUU COAEPKUT CBEIEHUS O JOKYMEHTE (JOKYMEHTAax), MPHJIaraéMoM K
OCHOBHOMY JOKYMEHTY (B CONpPOBOAMTEIbHBIX IMHCbMAax, MPETEH3UsAX, aKTax, CIpaBKax U APYTrux
UH(GOPMAIMOHHO-CIIPABOYHBIX JOKYMEHTAaX) WJIM O TOM, 4YTO JOKYMEHT SBISETCS HPUIOKEHUEM K
OCHOBHOMY JIOKYMEHTY (B JOKYMEHTaX - PUJIOKEHUSIX K PaCHOPSAUTEIbHBIM JOKYMEHTAM, ITOJI0XKEHUSM,
MpaBuUJiaM, HHCTPYKIIUSIM, IOTOBOpaM, IJIaHAM, OTYETaM U Jp. TOKYMEHTaM).

B compoBoauTeNnbHBIX MUCHMAX M IPYTUX MH()OPMAIIMOHHO-CIIPABOYHBIX JOKYMEHTaX OTMETKa O
MPUIIOKEHUU 0POPMIIIETCS TIOJT TEKCTOM OT TPAHMUIIBI JIEBOTO MOJIS CIEAYIOIIUM 00pa3oM:

- €CJIM MPUJIOKEHHE Ha3BaHO B TEKCTE:

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

- €CJIM MPUJIOKEHNE HE Ha3BaHO B TEKCTE WJIM €CJIU MPUIIOKEHUN HECKOJIBKO, YKa3bIBalOT Ha3BaHUS
JIOKYMEHTOB-TIPUJIOKEHUH, KOJTMYECTBO JINCTOB U AK3EMIUIIPOB KaXKIOTO MPUIIOKECHHUS:

[Tpunoxxenue: 1. [lonoxxenne 00 YpaBieHUN peruoHaIbHOIO KpEAUTOBAaHUS Ha 5 1. B 1 9K3.

2. CrpaBKa 0 KaJpOBOM COCTaBe YIIPaBJIECHHs PETMOHAIBHOIO KPEAUTOBAHUSA Ha 2 JI. B
1 7k3.

- €CJIU IpUIIoKeHue (MIPUII0KEHUS) COPOIIIOPOBAHBI:

IIpunoxenue:

otuet 0 HUP B 2 3Kk3.

- €CIOM JOKYMEHT, SBIAIOIIMNCA MPHJIOKEHUEM, HMEET MPWIOKEHUS C CaMOCTOSTENIbHON
HyMepalueil CTpaHuIL:

[Ipunoxenne:

nuckMo Pocapxusa ot 05.06.2015 N 02-6/172 u npuiioxkeHus K HeMy, BCero Ha 5 1.

- €ClIM TPWIOKEHHEM SBJISETCS 000COOJEHHBIM 3JIEKTPOHHBIN HOCHUTENb (KOMITAKT-IUCK,
usb-¢enr-HakonuTeNb U Jp.):

[Tpunoxenne: CD B | 3k3.

IIpu sToM Ha BKkiIaApille (KOHBEPTE), B KOTOPBHI IIOMELIAETCS HOCUTENb, YKa3bIBAaIOTCS
HAaUMEHOBAHUS TOKYMEHTOB, 3alIMCAHHBIX Ha HOCUTENb, UMEHa (ailyioB.

B pacnopsauTenbHbIX JOKYMEHTaX (IOCTAaHOBJICHHUSX, PELICHUSAX, MpHKa3aX, PacHOpsLKEHUSX),
JIOTOBOpax, MOJIOKEHUSAX, TMpaBWiIaX, MHCTPYKIUSAX U JPYTUX JOKYMEHTaX OTMETKa O NpUII0KEHUU
oopmIsieTcs cieayonmmM o0pa3om:

- B TEKCT€ JJOKYMEHTa IIPH MEPBOM YIIOMHUHAHUU JOKYMEHTA-IIPUIIOKEHHUS B CKOOKaX YKa3bIBAETCA:
...(IpusokeHne) WiaM... (MpuiokeHue 1); mepea HOMEpPOM NPUIIOKEHHUS JOMYCKAeTCs CTaBUTh 3HAK
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HOMepa.... (mpunoxenue N 2);

- Ha MIEPBOM JIUCTE JOKYMEHTA-IPUIIOKEHUS B IIPABOM BEPXHEM YIJIy YKa3bIBACTCS:
[Ipunoxenne N 2
k npuka3y AO "[Ipoduis"
ot 15.08.2015 N 112.

Crpoku peKBHU3HTa BBIPAaBHUBAIOTCA 110 JICBOMY Kpar0 WM LIEHTPUPYIOTCS OTHOCUTENBHO CaMOM
JUIMHHOM CTPOKH.

Ecnu npunoxeHueMm K pacnopsAUTENbHOMY JAOKYMEHTY SIBJISE€TCS HOPMATHUBHBIA IPABOBOM aKT
WIM WHOM JOKYMEHT, YTBEP)KIA€Mblil JAaHHBIM paCHOPSAUTEIbHBIM JOKYMEHTOM, Ha IE€PBOM JIUCTE
IPUIIOKEHUS MIPOCTABIIAETCS OTMETKA O MPUIIOKEHUHU (0€3 CChUIKM Ha PacHOpsAUTENbHBIA JOKYMEHT) U
rpu¢ YTBEpXKACHHUS, B KOTOPOM YKa3bIBAIOTCS MAHHBIE DPACHOPSAUTEIBHOTO JTOKYMEHTa, KOTOPBIM
YTBEP)KJEH JOKYMEHT-IIPUIIOKEHHUE.

IMpumep -
NpunoxeHue 1
YTBEPXIEHO
IpMKa30M

AO "llpodunp"

or 18.05.2015 N 67

5.20 I'pud cormacoBaHus JOKYMEHTa MPOCTaBISIETCS HA JOKYMEHTaX, COTJIACOBAHHBIX OpraHaMH
BJIACTH, OpPTaHM3AlMSMH, JOJDKHOCTHBIMH JHIaMu. [pud coriiacoBaHuss B 3aBUCUMOCTH OT BHIA
JIOKYMEHTa ¥ OCOOCHHOCTEH ero 0(OPMIICHHSI MOKET MPOCTABIISATHCS:

- Ha TIEPBOM JIMCTE JOKYMEHTA (€CJIM JIOKyMEHT UMEET THTYJbHBIN JIUCT, - HETUTYJIBHOM JIKCTE) B
JIEBOM BEpXHEM YTy Ha ypOBHE TpHuda YTBEP)KACHUS WIM O] HAMMEHOBAHHEM JOKyMEHTa OJIKe K
HUKHEMY TIOJII0);

- Ha TTOCJICTHEM JINCTE JOKYMEHTA TIOJTEKCTOM;

- Ha JIUCTE COIJIACOBAHUS, SIBIIAIOLIEMCS HEOThEMJIEMOH YacThi0 JOKYMEHTA.

I'pud cormacoBanust cocrout u3 cinoBa COIJIACOBAHO, npomkHOCTH JHIA, KOTOPBIM
COIJIACOBAaH JOKYMEHT (BKJIOYas HAaMMEHOBaHHME OPraHM3allMH), €ro COOCTBEHHOPYYHOM MOJIHCH,
WHHUIIAATIOB, ()aMUJIMH, TaThl COTJIACOBAHUSI.

Ipumep -

COTJIACOBAHO

InpexTop BHUNMIAN
(nognuceb) M.O0. dammnmg
aTa

Eciu cornmacoBanue OCYHICCTBJIACTCA KOJUICTHUAJIBHBIM OpPraHOM, B l"pI/I(l)e corjiacoBaHusd
YKa3bIBalOT CBCACHUA 00 opraHe, COorjiacoBaBIIEM JOKYMCHT, AaT€ WM HOMECPE IIPOTOKOJA, B KOTOPOM
Sa(I)I/IKCI/IpOBaHO pemCHUC O COIJIaCOBAaHHU. Ecnu cormacoBanue OCYHICCTBIIACTCA NMHCbMOM, YKa3bIBArOT
BUJ JOKYMCHTA, OpraHMU3anuro - aBTopa JOKYMCHTA, JaTy U HOMEP MMM CbhMaA.

IIpumepsl

1 COIJIACOBAHO

CoBeTOM IOMPEKTOPOB

AO "IlIpodmip"

(mpoToOKOJI OT N )

2 COIJIACOBAHO
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nmuceMoM Pocapxmea
oT N

5.21 Bu3za cBUAETEILCTBYET O COIJIACHU WJIM HECOIJIACHU JIOJDKHOCTHOTO Jiia (paboTHHKA) C
coJiepKaHueM TPOeKTa JOoKyMeHTa. Bu3oil odopmisiercss BHyTpeHHEe COrjlacOBaHHE JOKyMeHTa. Busa
BKJIIOYAET JOJKHOCThH JIMIA, BU3HPYIOIIETO JOKYMEHT, MOJMUCH, paciiu@poBKY MOIMUCH (MHUIHATIBI,
dbaMUIHIO) U JaTy BUUPOBAHHUSL.

Ipumep -

PyKOBOOUTENb OPUOMYECKOTO OTIOeta
Homnuce M.O0. dammimsa

HaTa

[Tpu Hanuuuu 3amMevanuil "TOKyMEHTY BU3Y O(DOPMIISIOT CIAEAYIOIIUM 00pa3oMm:

IMpumep -

SaMeduaHra NpuiaranTcHd.
PyKOBOIMTEJNL HPUOMYECKOI'O OTHeJa
HNognmuce M.0. dammnmsa

HaTa

B opranuzanusx, NOpUMEHSIONMX CHCTEMBI 3JEKTPOHHOIO JIOKYMEHTOOOOpOTa, COIJIaCOBaHHE
MO>KET MPOBOAMTHCS B AMEKTpOHHOH (hopme, corstacao ['OCT P MCO 15489-1.

B nokyMmeHTax, NO/UIMHHUKM KOTOPBIX XpaHATCS B OpraHU3alyd, BU3bl IPOCTABISAIOT Ha
MOCIIEAHEM JIMCTE JOKYMEHTA MO/ IOIUCHI0, Ha 000POTE MOCIEIHEro JIMCTa MOIIMHHUKA IOKYMEHTA WIH
Ha JINCTE COTJIACOBAHMS (BU3MPOBAHUSA), IPHIIATAEMOM "TOKYMEHTY.

B ucxondmux DOKyMEHTaxX BH3bl MPOCTABIISIOTCS HA 3K3EMIUISPAaX JOKYMEHTOB, IIOMEUIAEMBIX B
JIENO0.

ITo ycMOTpeHHIO OpraHM3aliyd MOXKET MPUMEHATHCS MOJIMCTHOE BU3MPOBAaHUE JOKYMEHTA M €ro
MIPUIIOKEHU .

5.22 Iloanuce BKJIHOYAET: HAUMEHOBAHME JIOJDKHOCTH JIMIA, TMOJIMCHIBAIOLIETO JTOKYMEHT, €ro
COOCTBEHHOPYUHYIO MOJIUCH, paCIIU(PPOBKY MOANUCH (MHUIHAIIBL, (HaMUITHS).

Ipumep -

T'eHepaslbHEIM OUPEKTOP Mognmuce n.o. dammnma

Ecin noxkymeHT odopmieH He Ha OilaHKe, B HAUMEHOBAHHME JIOJDKHOCTU BKJIIOYAETCS
HalMEHOBAHUE OpPraHu3aluu. JJonyckaercs EHTPOBATh HAUMEHOBAHUE JOJKHOCTH JIMLA, TTOAIUCABILIETO
JIOKYMEHT, OTHOCUTEJIBHO CaMOM JUTMHHON CTPOKH.

Ipumep -

T'eHepalsIbHEIM OUPEKTOP

AO "Illpodumiup" [Tognuce n.0. damwmnmusa

[Tpu odpopmieHnn noKyMeHTa Ha OGJIaHKe JOHKHOCTHOTO JIMIA JIOJKHOCTD 3TOTO JIMLA B MOANUCH
HE YKa3bIBAETCA.

ITpumep - [loamucy N.0O. Gamunus

HpI/I MNoANMUCaAHUN OOKYMCHTAa HCCKOJIbKUMH IOOJDKHOCTHBIMH JIMIAMU, 3aHUMAIOMIUMHU PAa3HOC
IMMOJIOKCHHUE, UX IMOMAIMUCH pPacCIIojararoTCsa OJHa II0[] ,ZIperﬁ B 1IOCJICOOBATCIIBHOCTH, COOTBCTCTBy}OHIefI
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UepapXuu 3aHUMAEMBIX JOJKHOCTEM.

Ipumep -
IVMPpEeKTOpP MHCTUTYTAa Iomnmce n.0. dammnmsa
T'JaBHBEM OyxTaliTep lomnmce n.0. dammnmsa

HpI/I noanmruCaHuM JOKYMCHTA HCCKOJBKHMHU JIMIAMH PpPaBHBIX I[OHH(HOCTCﬁ nux 1MnoAInrucCHu
pacimojiararorcda Ha OJHOM YpPOBHE.

IMpumep -

3aMecTUTesNb OUPEeKTOopa II0

GMHaAHCOBEIM BOIIPOCAaM lomnmce n.o. dammnma
3aMecTUTesNIb OUPEeKTOopa II0

AIMMHUCTPATUBHEIM BOIPOCaM omnmce n.o0. dammnma

B JOKYMCHTAax, COCTaBJICHHBIX KOMI/ICCHCﬁ, B IMOANMUCHU YKa3bIBACTCA CTATyC JiMa B COCTaBC
KOMHCCHU.

IMpumep -

[lpencenmaTesyib KOMUCCUU lTopnmce n.0. dammnmsa

UJieHBl KOMMCCUU I[Tognuce n.o0. dammimsa
ITognmuce n.o0. dammimsa
INonnmce n.o. dammnma

HpI/I nmoAnmruCaHuM JOOKYMCHTA JIMIIOM, HCIIOJIHAOIIUM 0053aHHOCTH PYKOBOAUTCIIA, MNOANHCH
O(i)OpMJ'IHeTCSI C YKAa3aHUCM CTaTyCa JOJIZKHOCTHOI'O JIMLA B COOTBETCTBHUU C ITPUKA30OM (paCHOpH)KeHI/ICM).

IMpumep -

M.0. TeHepaJIbHOTO IOMpeKTopa Topgnmce n.0. dammnmsa
VI :

VcnonHaomyi O0S3aHHOCTHU

TeHepaJIbHOT'O IOMpeKTopa Topgnmce n.0. dammnmsa

[lpy noamucaHuM JOKYMEHTa JIMLOM, HMMEIOLUIMM MpPaBO IMOAMUCH B clydae BPEMEHHOIO
OTCYTCTBUSI PYKOBOJUTEIISl, HCIIPABIICHUS B HANMEHOBAaHUE JOJDKHOCTH M PAacHIM(PPOBKY GaMHINH yiKe
HOJTrOTOBJICHHOTO U COIVIACOBAHHOT'O MNPOEKTa JOKYMEHTa BHOCATCS OT PYKH WMIIM C HCIOJIb30BAHHUEM
COOTBETCTBYyIOIIMX IuTtamnoB. He gomyckaercss CcTaBUTh KOCYK 4epTy, Haamnuch "3a" mepen
HalMEHOBAHUEM JIOJDKHOCTH JIMLA B MOATHNCH, €CIIU JOKYMEHT MOANUCHIBAET HHOE JOHDKHOCTHOE JIULIO.

5.23 Ormerka 00 D3JEKTPOHHOM TMOANMCH HCIOJIB3YeTCS NPU BHU3YyaJU3alUU AIIEKTPOHHOI'O
JIOKYMEHTA,IOMMCAHHOTO 3JIEKTPOHHOM MOAIMUCHIO, C COOJIIOICHUEM CIIEAYIOIINX TPEOOBaHUIA:

a) MECTO pa3MENIeHHs OTMETKH 00 3JEKTPOHHOW TOIIMHMCH OJDKHBI COOTBETCTBOBATH MECTY
pasMeleHust COOCTBEHHOPYYHOU MONKMCH B aHAJIOTHYHOM JIOKYMEHTE Ha OyMa)kHOM HOCHUTEIIE;

0) 2JeMEHTBI OTMETKH 00 SJIEKTPOHHOU MOJIMCH JOJDKHBI OBITh BHIUMBIMH W YUTACMBIMH TPH
0TOOpaKeHNH JJOKYMEHTa B HATypaJlbHOM pa3Mepe;

B) DJIEMEHTBI OTMETKH 00 3JIEKTPOHHON MOANUCH HE JOJKHBI IEPEKPBIBATHCS WIIM HAKIIAIbIBATHCS
ApyT Ha Apyra,

I') 2JEMEHThl OTMETKH 00 3JIEKTPOHHOH MOAMUCH HE JOJDKHBI MEPEeKphIBaTh 3JIEMEHTHI TEKCTa
JIOKYMEHTA U JIpyriue OTMETKH 00 3JIEKTPOHHOM MOANUCH (ITPU HAJIUYUN).

OTtmeTka 00 OSJEKTPOHHOW TMOMMUCH B COOTBETCTBMM C 3aKOHOJATEIbCTBOM Poccuiickoi
Oenepannn BKIOYaeT ¢pa3y "JIOKyMEHT MOANUCAaH JJIEKTPOHHOM MOANMUCHIO", HOMEp cepTudukara
KJII04a DJIEKTPOHHOM MOJINUCH, (aMMUIIMIO, UMs, OTYECTBO Biajenblia cepThdukara, CpoK AEUCTBUS
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ceprudukaTa KIo4Ya SIEKTPOHHOW mnoamucu. OTMETKa 00 SIEKTPOHHOW MOINMUCH MOXKET BKIIOYATh
n3o0pakeHue repba, IMOJIEMbl OpraHa BiacTH (OpraHU3allMK), TOBAPHOTO 3HaKa (3HaKa OOCTy)KMBaHUS)
OpTraHHU3aIH B COOTBETCTBUU C JICHCTBYIOIINM 3aKOHOATEIIECTBOM.

Mpumep —
Smbne- JOKYMEHT NOaNUcAaH
Ma SNEKTPOHHOW NOANWCEID
HaumeHopaHue oprana
BNacT H.H. Hukanaee
ACIKHOCTH Ceprvdrxat 1a111aaal00000000011
Bnagenay Hukonase Hukonadl Hukonaaamy
Oecreurened ¢ 01.12.2012 no 01.12.2017

5.24 TIleuath 3aBepseT MOUIMHHOCTb MOJNUCH JODKHOCTHOTO JIML@ Ha JIOKYMEHTax,
YIOCTOBEPSIONIUX IpaBa UL, GUKCUPYIOUUX (DaKThI, CBI3aHHBIE C (PUHAHCOBBIMU CPEJICTBAMH, a TAKKe
Ha UHBIX JIOKYMEHTax, NpPEeIyCMAaTPUBAIOLUIMX 3aBEPEHHME IOJIUCH II€4aTbl0 B COOTBETCTBUU C
3aKoHoJ1aTesbcTBOM Poccuiickoit deneparumu.

JIOKyMEeHTBl 3aBepsIoT MeuyaThlo opraHuzanuu. [lewats mnpocraBisercs, HE 3axBaTblBas
COOCTBEHHOPYYHOM MOAMMCH JUIA, MOAMKMCABILIEr0 IJOKYMEHT, WM B MecTe, oOo3HaueHHoM "MII"
("Mecro nevaru").

5.25 Otrmerka 00 HCIIOJNHHUTENE BKIOYAeT (aMUIMIO, UMS U OTYECTBO HCIIOJIHUTENS, HOMEp €ro
teneona. OTMeTKka 00 UCIIONHUTENE MOXKET JIOTOJIHATHCS HAUMEHOBAHHEM JIOJDKHOCTH, CTPYKTYPHOTO
MoJIpa3ieNieHus: U JIEKTPOHHBIM aJJpeCOM UCIIOIHUTEIIS.

Otmerka 00 ucnonHuTeNne oQpopMIIsieTCss Ha JUIIEBOH CTOPOHE MOCIETHETO JINCTa JTOKyMEHTa OT
TPaHUILIBI JIEBOTO TOJSI WK, P OTCYTCTBUU MECTa, - Ha 0OOPOTHOI CTOpOHe BHHM3Y clieBa. Hampumep:
3abenun VBan AmnnpeeBud, KoHTposibHOE ympaBieHHE, BEAyIIMA crenuaimuct, +7(495) 924-45-67,
Zabelin@gov.ru

OtmeTKa 00 UCTIONIHUTENE MOXKET OQOPMIIATHCS KaK HUKHHUM KOJIOHTUTYJI U Me4YaTaTbes WpUPTOM
MEHBIIIETO pa3Mepa.

5.26 Otmerka O 3aBepeHUM KOmUU O(oOpmIIeTcs A HOATBEP>KIEHUS COOTBETCTBHS KOIHHU
JOKYMEHTa (BBIMMCKM M3 [JOKYMEHTa) MOJUIMHHUKY JOKyMeHTa. OTMeTka O 3aBepeHHM KONHHU
MPOCTABIISIETCS] MO/, PEKBU3UTOM 'TOAMKCH" M BKIOYAET: cioBO "BepHo'"; HauMeHOBaHUE JOHKHOCTU
JMIIa, 3aBEPHUBILErO KOMHUIO; €ro COOCTBEHHOPYUHYIO MOJNMCH; PacIIM(PPOBKY MOANUCH (MHHUIIMAIBI,
(bamMunnio); 1aTy 3aBepeHus KONMUU (BBIMUCKH U3 IOKYMEHTA).

Ipumep -

BepHo

VHCIIeKTOp CIHyXOB KaIpOB [Noonmcso n.0. dammnma
HaTa

Ecan xomms BBIIACTCA I NPCACTABJICHUA B JPYTI'YIO OpraHU3aluio, OTMETKA O 3aBEPCHUN KOITHU
JIOTIONTHSAETCA HAJIIMChI0 O MECTe XpaHeHHsS JOKYMEHTa, C KOTOpPOro Oblja M3rOTOBJIEHA KOMHUS
("TTonIMHHYUK JOKYMEHTa HaXOIUTCs B (HAMMEHOBaHKe opraHu3anuu) B ene N... 3a ... roa'") u 3aBepsiercs
HeyaThlo OpraHU3alHH.

21.]'[5[ IMPOCTABJICHUA OTMCTKHU O 3aBCPCHUN KOIIMU MOXKET UCITIOJIB30BAaThHCA IITAMII.

5.27 OTMeTka O TOCTYIUIGHHH JOKYMEHTA CIYKUT JJIs MOJATBEPXKJIEHHUsS (akTa MOCTYIUICHUS
JOKYMEHTa B OpPraHU3alMI0 M BKJIIOYAET JATy IOCTYIUIEHUS M BXOJSAIINNA PETUCTPALMOHHBIA HOMED
nokyMmeHTa. IIpu HE0OOXOOUMOCTH OTMETKa O TOCTYIUIGHMH MOJKET JONOJHATHCA YKa3aHHUEM BpPEMEHHU
MOCTYIJIEHHUS B Yacax U MUHYTaX U croco0a JOCTaBKH JIOKYMEHTA).

OTMeTKa 0 MOCTYIJICHUU IOKYMEHTa MOKET MPOCTABIATHCS C ITOMOIIBIO IITaMIIA.
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5.28 Pe3oumonusi CONEPKHUT yKazaHHE 10 MCIOJIHEHUIO JOKyMeHTa. Pe3omtonus odopmisiercs Ha
CBOOOZHOM MecTe pabodero Imojs JOKYMEHTa, Ha OJaHKe PE30JIIOLMH WM BHOCHUTCS HETOCPEICTBEHHO B
CHCTEMY JIEKTPOHHOT'O JOKYMEHTO000pOTA.

Pesonronmst Bkirouaer: (amMHIMIO, WHHUIUATIBI HMCIIOMHUTENS (MCHOJHHUTENEH), MOpYYEHHE I10
JOKYMEHTY, TpU HEO0OXOAMMOCTH - CPOK HCIIOJIHEHUS, MOJMHCH JIUIA, BBIHECIIETO DPE30JIONHIO, ATy
PE30ITIOIHH.

IMpumep -

dammyma M.O.

[Ipouy HOATOTOBMUTHL NpenjoxeHus xk 10.11.2016.
I[Toonmuce

HDaTa

529 OrMerka O KOHTPOJE CBUAETEILCTBYET O IIOCTAHOBKE JOKYMEHTa Ha KOHTPOJIb,
npocrasisiercs mwraMnoM "KoHTposp'" Ha BEpXHEM I0J1€ T0KYMEHTA.

5.30 OTmeTKa O HampaBiICHUM JOKYMEHTA B JIEJNO ONpEAEsieT MECTO XPAHEHUs JOKYMEHTa I0ciie
3aBepuIieHus paboThl ¢ HUM M BKIIIOYaeT: cioBa "B meno", mHAEKC Jena no HOMEHKIAType JIel, B KOTOpoe
MOMEIIAeTCsl JOKYMEHT Ha XpaHeHHe, ¢ yKa3aHHeM rojia, JODKHOCTH JUIA, O(GOPMHUBIIETO OTMETKY,
MOJIITUCH, JIATHI.

IMpumep -

B mesno N 01-18 3a 2016 r.

3aB. OTIEJIOM KOPIOPATUBHEIX MPOEKTOB
I[Toonmce TaTa

OTMeTKa o0 HaIllpaBJICHUKU MOOKYMCHTA B JCJIO0 MOKCET HOOIOJHATBCA KPATKHUMU CBCACHUSIMHU O
XapaKTEpeC UCIIOJTHCHUA TOKYMCHTA.

6 bi1aHKH TOKYMEHTOB

6.1 JIns usroroBneHusi O1aHKOB JOKyMeHTOB, corsacHo ['OCT P 7.0.8, ucnonb3yercs Oymara
dopmatoB A4 (210 x 297 mm), AS (148 x 210 MM); A7t U3TOTOBJICHHS OJAHKOB PE30IOIUI UCTIOTIB3YeTCS
O6ymara opmaroB AS (148 x 210 mm), A6 (105 x 148).

Kaxnplii 1uct 1oKkymMeHTa, opOopMIICHHBIHN Ha OJaHKe nin 6e3 Hero, 10JKeH UMETh MOoJIsl He MEeHee:

20 MM - JI€BOE;

10 MM - mpaBoe;

20 MM - BepxHee;

20 MM - HUXKHEE.

JlokyMeHThI nnuTenbHbIX (cBble 10 jieT) CpOKOB XpaHEHHs! JOJKHBI UMETh JIEBOE I10JIE HE MEHEE
30 MMm.

6.2 OpraHu3aluy HCHONB3YIOT OJAaHKKU JOKYMEHTOB, M3TOTOBJICHHbIE Ha OyMa)XKHOM HOCHTEJE
(Omanku JOKYMEHTOB (hefiepalibHBIX OpPraHOB TOCYAAPCTBEHHOM BIIACTHM C  BOCHPOHM3BEACHUEM
l'ocynapctBenHoro  repb6a  Poccuiickoit ~ ®denepaud  HM3rOTaBIMBAIOTCS — MOJUTPadUUECKUMHU
OPEANPUATHIMU, UMEIOIUMHI CEPTUPHUKATHI O HATUYMHM TEXHUYECKHX U TEXHOJIOTHUYECKUX BO3MOXKHOCTEH
JUISL KAUECTBEHHOTO M3TrOTOBJICHUS YKa3aHHOTO BUJA POAYKLIUN) U/WIIH 3JEKTPOHHBIE MIa0JIOHBI OJIAHKOB.
bnankun Ha OyMa)KHOM HOCHTEJE M AJIEKTPOHHBIE IAOJOHBI OJAHKOB JOJDKHBI OBITH MJIEHTHYHBI IO
COCTaBY PEKBU3UTOB, MOPSJIKY UX PACTIONOKEHHS, TApHUTYpaM MpudTa.

bnanku JokymMeHTOB Ha OyMa)XHOM HOCHUTEJIE€ U  JJIEKTPOHHbIE IIA0JIOHBI  OJIAaHKOB
U3rOTaBJIMBAIOTCS HA OCHOBAHUU MAaKeTOB OJIAHKOB, YTBEPKIaEMbIX PYKOBOAUTENIEM OpraHU3alHH.

bnanku JOKYMEHTOB cieyeT U3roTaBiIuBaTh Ha 0esoil Oymare win Oymare CBETJIBIX TOHOB.
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OneKTpoHHbIE  [A0JIOHBI  ONAHKOB  JIOKYMEHTOB  JOJDKHBI  OBITh  3alUIIEHBl  OT
HECaHKIIMOHUPOBAHHBIX U3MEHEHHIHA.

6.3 brianku TOKYMEHTOB O(QOPMIISIOTCS B cOOTBETCTBUU ¢ [Ipmiiokennem b. OpueHTHPOBOYHBIE
TPaHULBI 30H PACIOJIOKEHUS PEKBU3UTOB O00O03HAUECHbI MYyHKTUpOM. Kaxkmas 30Ha ompenensercs
COBOKYITHOCTBIO BXOJSIINX B HEE PEKBU3UTOB.

6.4 B 3aBuCMMOCTH OT pacHoOJIOKEHUS PEKBU3UTOB YCTaHABJIMBAETCS JIBa BapHaHTa OJAHKOB -
yraoBo# (pucyHok b.1) u npogonbHslii (pucyHok b.2).

6.5 PexkBusutel 01, 02, 03 pacnosiaratoTcsi Ha BEpXHEM I0JI€ TOKYMEHTa Haja pekBu3uToM 05 110
CEpEIUHE 30HbI, 3aHATONU ITUM PEKBU3UTOM.

PexBuzut 03 MoxeT pacnonararbcs ciieBa Ha ypoBHE pekBusuTa 05.

PexBuszuter 05, 06, 07, 08, 09, 13, orpanuuuTensHble OTMETKH s pekBusuToB 10, 11, 12 B
npeJienax TpaHull 30H PacIoIOXKEHHUS PEKBU3UTOB pPa3MEIIatoTCs OJJHUM U3 CIIOCO00B:

- LIGHTPOBAHHBIM (Ha4yaJl0 M KOHELl KaKIOW CTPOKHU PEKBU3UTOB PABHO yJAAJE€HbI OT IPAHHULl 30HBI
PacIOI0XKEHHS PEKBU3UTOB);

- (bmaroBeIM (KaXkiasi CTpOKa PEKBU3UTOB HAYMHACTCSA OT JICBOM TPAHUIBI 30HBI PACIIOIOKECHUS
PEKBU3HUTOB).

6.6 YcraHaBIMBAIOTCS CIIEAYIONIME BUbl OJJAHKOB JOKYMEHTOB OpraHU3aluu:

- 001U OJIaHK;

- OJIaHK IIHChMA;

- OJIaHK KOHKPETHOTO BHJIa JOKYMEHTA.

HopmatuBHBIMM NpaBOBBIMM aKTaMM OpraHU3allMy yCTAHABIMBAIOTCS BUIbl NPUMEHSIEMbIX
OlaHKOB W MX pa3sHOBUIHOCTH (ONAHK WHUChbMAa CTPYKTYPHOTO ToJpa3felieHus, OJaHK mHUchbMa
JIOJDKHOCTHOTO JIMIIA, OJIAHK TTPUKa3a, OJaHK pacropsKeHUs, OJ1aHK TPOTOKOJIa U JIp. ).

O06pa3ipl 6J1aHKOB JOKYMEHTOB MPUBEACHBI B IIPUIIOKeHNN b.

6.7 OOmwmii 6J1aHK MCTIOIB3YETCS IS M3TOTOBICHHS JIIOOBIX BUJOB JOKYMEHTOB, KPOME J€IOBOTO
(cmy>keOHOr0) mUchMa.

OOmuii OiaHK B 3aBUCUMOCTU OT YUPEAUTEIbHBIX JIOKYMEHTOB OpraHU3alMd M JIOKaJbHBIX
HOPMATUBHBIX akTOB BKIOUaeT pekBU3UTHI 01 (02 umm 03), 05, 06, 07, 13 u orpaHUYUTENBHBIE OTMETKH
nist pexuzutoB 10, 11, 16, 17.

brnank nuceMa B 3aBUCMMOCTH OT YYPEIUTEIbHBIX JOKYMEHTOB OpraHU3allMM M JIOKAJbHBIX
HOPMAaTUBHBIX akTOB BKouyaeT pekBu3uThl 01 (02 wmmm 03), 05,08, orpaHnuuTenbHbBIE OTMETKH IS
pexBusuroB 10, 11, 12, 15, 17. bnank nuceMa CTpyKTYpHOTO MOAPA3JEIECHNS JOIOJIHUTEIBHO BKIIIOUAET
pexBu3uT 06, Gi1aHK MHUCbMa JOKHOCTHOIO JIMIIA - peKBU3UT 07.

bnaHKk KOHKpPETHOrO BHAA JOKYMEHTa, KpOME IHCHbMA, B 3aBUCUMOCTH OT YYPEAUTEIbHBIX
JIOKYMEHTOB OpPTaHU3allU{ U JIOKAJbHBIX HOPMATUBHBIX MPABOBBIX aKTOB BKJIOYaeT pekBU3UTHI 01 (02 nmm
03), 05, 09, 13 u, npu HEOOXOAMMOCTH, OTPAHUYUTENbHbIE OTMETKH MAJSi TPAHUIl 30H PACIOJIOKEHUS
pexBusutoB 10, 11, 16, 17. braHk KOHKpETHOro BHJA JIOKyMEHTAa CTPYKTYpHOTO IOApa3JeleHUs
JIOMIOJTHUTEBHO BKIIOYaeT pekBU3UT 06, 6J1aHK TOJKHOCTHOTO JIUIA - peKBU3UT 07.

Wudopmanust 06 U3MEHEHUIX:
Ilynkm 6.8 uszmenen c 1 urons 2018 2. - U3menenue N 1
CMm. npedvloyuyro pedaKyuio

6.8 B opranax BimacTM W opraHuzanusx pecnyonuk Poccuiickoit deneparuu, MCHOIb3YIOMIMX
Hapsly ¢ PYCCKUM SI3BIKOM KaK IOCYAAapCTBEHHBIM s3bIKOM Poccuiickoil deaepanuu rocyaapcTBEHHBIN
S3BIK (TOCY/TapCTBEHHBIE SI3BIKHM) PECIyOIUK, MUCIIONIB3YIOTCS OJaHKHA JOKYMEHTOB HAa PYCCKOM SI3BIKE U
rOCYyJapCTBEHHOM sI3bIKE€ (TOCYAAapCTBEHHBIX SI3bIKAX) pECHyONMK: YrioBble (PEeKBU3HUTHI OJlaHKa
pacmojaraloTcs Ha OJHOM YpPOBHE: Ha PYCCKOM $3bIKE - CIJIEBa, Ha TOCYIapCTBEHHOM SI3bIKE
(rocylapCTBEHHBIX SI3bIKaX) PECIyOJHMK - CIpaBa) WIM NMPOJOJbHBbIE (PEKBH3UTHI OJIaHKa HAa PYyCCKOM
A3BIKE - CBEPXY, PEKBU3UTHI OJIaHKA HAa TOCYJAapCTBEHHOM S3bIKE (TOCY/IapCTBEHHBIX S3bIKAX) PECHyONIHK -
HUXKE);
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JUis mepenucku ¢ MHOCTPAHHBIMU KOPPECIIOH/IEHTAMU HCIOJB3YIOT OJaHKM Ha JIBYX SI3BIKAX -
PYCCKOM U aHTIHICKOM (riprioskenre B.8) nin MHOM HHOCTPaHHOM SI3bIKE.
TAPAHT:
[To-BunuMoMy, B TeKCTE TpeabIayiero adb3ama gomnyiieHa oneyarka. Bmecro cioB "mpunoxenue B.8"
cienyer yurath "PucyHok B.8"

MpunoxeHune A
(cnpaBo4HoOe)
PacnoJio:xenune PE€KBU3UTOB HA TUTYJILHOM JIUCTE JOKYMEHTA

HaWmeHIEAHWE OPTEHWIALMK

I PHED COMMACOGATIMA LOKYMENTA MpHd yTOEKAEHMA SOKYMENTS

HanveHoBaHHE BrAa OOEYMEHTA
3AronoeoK K TEKCTY

e COrNacoEaHK GOKYMEHTA

MeTo oeTARNeHUA (MABEHKA | 0Ky RMEHTA — 1o WIGAHAH JOKYMEHTA

Pucynok A.1 - PacnionoxeHue peKBU3UTOB Ha TUTYJIBHOM JINCTE JOKYMEHTA

MpunoxexHune b
(cnpaBo4Hoe)

CxeMbl pacnoJjio’KeHUsl PeKBU3UTOB I0OKYMEHTOB
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(cnpaBo4HoOe)

OoOpa3ubl 0J1aHKOB TOKYMEHTOB

Pocapxue

PenepansHoe BIOIHETHOS YHoeHIeHWE
#BCegocCACKMN HEYYHO-HCCNEQ0BaTENLCHAR HHCTUTYT
MOy MEHTORENEHAR W ARXWUBHED O8Nas

(BHUAWOAL)

Macksa

Pucynox B.1 - O6pa3ers o01iero 6j1anka opraHu3alum

Pocapxvs

PegepaneHOe DHOQKETHOS yupexXaeHne
< BCapocCHNCKMIA HAYYHO-
necneoeaTeNbLCKUA MHCTUTYT
ACKYMEHTOBeARHMS U AP XUBHOTD genay

{(BHAI A

fpodbcotcatan yn., 4. 82, Mockea, 117393
Ten./dakc {495) 718-78-74
e-mail:mail@vniidad.ru; hitp:/fwww.vniidad.ru
QKO 02842708, CI'PH 1027700380795;

WMHH/AKTN 7708033140/7 71001001
Mg

Ha Mo o7

Pucynox B.2 - O6pa3zer yrioBoro 61aHka MmuchMa OpraHU3aIiH
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Pocapxus

PepepansHoe BlogKeTHOR yYpexaeHue
«BcepoccHUCKWA HayuHO-MCCNeAoBaTeNbCKUA UHCTATYT
OOKYMeHTeBeACHWA W apxueHore denay (BHUNMOAL)

Mpodrcowanas yn., g. 82, Mockea, 117393

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

Ne

Ha Ne oT

Pucynoxk B.3 - O6pazern nmpo10ibHOTO OJ1aHKA MUCbMa OpTaHU3alluN

Pocapxune

PegepancHoe BogKeTHOE YUpexXgeHue
«BCepocCUACKUHA HAaYUHO-UCCNeA0BATENLCKUA UHETUTYT
AOKYMeHTGBEeleHAs U apXUBHOre genan

(BHAMIOAL)

AVPEKTOP

MNpodhcowanana yn., 4. 82, Mockea, 117393
Ten./daxc (495) 718-78-74; e-mail:mail @vniidad. ru; hitp/hwww viiidad .vu
OKMO 02842708; OrPH 1027700380795; MHM/KIIN 7708033140/771001001

N2

Ha MNe o7

Pucynox B.4 - O6pazen npooabpHOTo OJIaHKa MTUChMa JOJIKHOCTHOTO JIAIIA
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Pocapxue

P®efepanbHoe HIODKETHOS yUpexneHre
«BCepoccrinckrin HayYHO-NCCNEA0BATS M CKMA MHCTUTYT
DOKYMEHTOBEAEHAA U apXUBHOIC denax

(BHUAAL)

OTPACNEBOW LIEHTP MOBLIWEHMS KBANUGUKALIUA

Mpodrecoicanan yn., g. 82, Mockea, 117393

Ten.fipake (495)718-78-74; e-mail. mail@vniidad.ru; hitp/Awww vniidad.ru

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

OKNO 02842708, O PH 1027700380795; MHH/KTN 7708033140/771001007

Ha Ne oT

Pucynok B.5 - OGpa3zer; npoaoiapHOro 6j1aHKa MUChMa CTPYKTYPHOTO MOAPA3IeICHUS

Pocapxus

PegepancHoe GIOQKETHOR yYpexaeHue
«BeepoccMACKMN HayYHC-NCCNEOORATENLCKIA AHCTUTYT
ACKYMEHTOBEAEHMS W apXMBHOMO Aenax

(BHWMOAL)

MPUKASZ

Mockea

Pucynok B.6 - O6pa3er 01aHKa KOHKPETHOTO BUJA JOKYMEHTA OpraHU3aliu

Pocapxue

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

(BHADAR)

AWPEKTOP

PACMOPAXEHWE

Mocoxaa
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Pucynox B.7 - O6pa3zer 6;1aHKa KOHKPETHOTO BUJA JOKYMEHTA JTOJDKHOCTHOTO JIMIIA

Pocapxue

denepanbHoe BIMKBTHOS yUpexXaeHue
«BcepocCUCKUi HayYHO-UCCNeAoBaTeNbCKWA MHCTUTYT
LOKYMEHTOBEAEHUA W apXKMBHOIC Aenay»

{BHWNOAL)

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

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

Profsoyuznaya ul., B2, Moscow, 1173983
Tel./Fax (495) 718-78-74; e-mail:mail@wvniidad.ru; http:/heww.vniidad.ku

Ne

Ha Ne oT

Pucynok B.8 - O6pazer npoaonbHOro 6J1aHka MuchMa OpraHu3aliy Ha JABYX SI3bIKaX
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