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IIpeaucnosue

1 PABPABOTAH ®enepanbHbiM O10JDKETHBIM yupexaeHuem "Bceepoccuiickuil HaydHO-
UCCJIEIOBATEIbCKUA HMHCTUTYT JOKYMEHTOBeneHus U apxuBHoro nena" (BHUMIAN)
®denepallbHOTO apXUBHOIO areHTCTBA

2 BHECEH Texuauueckum komuteroM no crangaptusanuu TK 191 "HayuHo-TexHuueckas
uHpopManus, ONOINOTEUHOE U U3/1aTeNIbCKOE J1e10"

3 YVTBEPXJEH N BBEJ/IEH B ﬂEﬁCTBI/IE [Tpukazom @enepasbHOr0 areHTCTBA IO
TEXHUUYECKOMY PETyJINPOBAHUIO U MeTposoruu ot 8 aexadps 2016 r. N 2004-ct

4 B HacroslIIeM cTaHAapTe peann3oBaHbl HOpMbI DenepanbHbIX 3aKOHOB 0T 27 utonst 2006
r. N 149-®3 "O06 undopmanmu, MHPOPMALIMOHHBIX TEXHOJOTHSIX U O 3amuTe nHdpopmanuu", ot
22 okTs6ps 2004 . N 125-®3 "O6 apxuBHoM aene B Poccuiickoit ®enepammn”

5 BBAMEH I'OCT P 6.30-2003

[IpaBmiia mprMeHEHUs1 HACTOSIILEr0 CTaHJapTa YCTAHOBIIEHBI B cTaTbe 26 denepaabHOro
3akoHa OoT 29 wmroHsa 2015 r. N 162-®3 "O crangaptuzauun B Poccuiickoin ®enepanun'.
Nudopmarius 00 M3MEHEHUSAX K HACTOSAIMIEMY CTaHIAPTy NYOJIMKYyeTCs B €XErogHoMm (o
COCTOAHMIO Ha | sHBaps TeKymero roga) uHpopManuoHHOM YyKazartene "HamnmoHanmbHbIC
cTtaHfapThl”, a OQHUIIMATBHBIA TEKCT U3MEHEHHUH U TIPABOK - B €KEMECIYHOM MH(POPMAITMOHHOM
ykazarene "HauumonanbHble craHaapTel'. B ciydae nepecMoTpa (3aMeHBI) MM OTMEHBI
HACTOSIIIETO CTaHJAapTa COOTBETCTBYIOIIEE YBEIOMJICHHE OyneT OomyOJIMKOBAaHO B OJvKauIiem
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BBIITYCKE  €XKEMECSYHOro HMH(POpMalMOHHOro ykaszarens "HamuonaneHble cTaHmapThl'".
CootBeTcTBYIOIIas MHPOPMALUSA, YBEAOMIEHHE U TEKCThl pa3MEIalTcs B MH(POpMALMOHHON
cucteMe OOIIEero Mojb30BaHMS - Ha oduiuaabHOM caiite denepanbHOro0 areHTCTBa IO
TEXHUYECKOMY PEryJIMpPOBAHUIO U METPOJIOTUH B ceTu MHTepHeT (Www.gost.ru).

Hacrosmuii crangapT He MOXeT OBITh IOJIHOCTBIO WJIM YaCTHYHO BOCIIPOU3BEIICH,
TUPOKUPOBAH M PpACHPOCTpaHEH B KadecTBe OQGUIMAIBHOIO H3JaHus 0e3 paspelieHus
®enepalIbHOTO areHTCTBA 10 TEXHUYECKOMY PETYJIUPOBAHUIO U METPOJIOTUU

1 OGnacth npyUMeHEHUS

Hacrosmuii  craHgapT pacmpoCTpaHsSeTCss Ha  OpPraHU3aIllMOHHO-PACTIOPSIUTEIILHEIC
JIOKYMEHTBI: yCTaBbl, IIOJIOKEHHUs, IPaBWJIA, WHCTPYKLIHH, PErJIaMEHTBI, ITOCTaHOBJICHHUS,
pacTopsKeHUs, MPHUKA3bl, PEIICHHs], MPOTOKOJbBI, JOTOBOPHI, aKThl, NMUChMA, CIPAaBKU U Jp.
(manee - mokymeHThl), B ToM uyucie BikiaodeHHole B OK 011-93 "OO6wmepoccuiickuit
knaccuukarop ynpasiendeckor gokymenrtamun” (OKY 1), kimacec 0200000.

Hacrodmmuii craHpapTt onpeaenseT cocTaB PpPEKBU3UTOB JOKYMEHTOB; IIpaBMia HX
oopmieHHs, B TOM YHCIEe C NMPUMEHEHHEM HH(OPMAIMOHHBIX TEXHOJIOTHH; BUABI OJAHKOB,
COCTaB PEKBU3UTOB OJIAHKOB, CXEMbI PACIIOJIOKEHUSI PEKBU3UTOB Ha JIOKYMEHTE; 00pasiibl
O/laHKOB;  MpaBWJa  CO3JaHMs  JOKyMEeHTOB.  [loyokeHuss — HacTosAllero  cTaHjaapra
PacIpOCTPAHSIOTCS HA TIOKYMEHTBI Ha OYMa)KHOM U 3JIEKTPOHHOM HOCHTEIISIX

2 HopmatuBHbBIE CCHUIKT

B mHacrosmiem cTaHmapTe HUCHOIB30BaHbl HOPMATHUBHBIE CCBHUIKM Ha  CIEAYIOLIUE
CTaHJapPTHI:

I'OCT P 7.0.8 Cucrema craHaapToB 1o HHPOpMALUU, OMOIMOTEUHOMY U HU3/1aTEILCKOMY
neiny. [lenonpon3BoACTBO U apXUBHOE J1€710. TepMUHBI U ONIpeeIcHUS

I'OCT P MCO 15489-1 Cucrema cranaapToB no uHpopManuu, OUOIMOTEYHOMY U
U3JaTeIbCKOMY JeTy. YpaBieHnue JokyMmeHTaMu. OO0rmue TpeboBaHus

[Ipumeuanue - [Ipu MoOIB30BAaHMM HACTOSIIMM CTaHAAPTOM LEIE€COO00pa3HO MPOBEPUTH
JieicTBUE CCBIJIOYHBIX CTaHJApTOB B MH(OPMAIMOHHOW cHucTeMe OOIIEero MOJb30BaHUS - Ha
opuianbHoM caite @enepaNbHOrO areHTCTBAa 10 TEXHUYECKOMY pPETyJIHpPOBaHUIO U
METpPOJIOTHM B ceTu VHTepHET WM 1O €XerogHoMy HWH(POPMALMOHHOMY YyKa3aTelto
"HanmoHanbHble CTaHAAPTHI", KOTOPHINA OIMYOJMKOBAH IO COCTOSIHMIO Ha 1 sIHBapsi TEKYILEro
rofja, W MO BBIIYCKaM €XEMEeCSIYHOro HHGOpMAIMOHHOrO Yykaszarens "HamnuoHanbHble
cTaHzapTsl" 3a TeKyumui roa. Ecin 3aMEeHEH CCBhUIOYHBIM CTaHAApPT, HA KOTOPBIM JaHa
HEJATUPOBAHHAS CCBUIKA, TO PEKOMEHIYETCS MCIIONb30BaTh JICHCTBYIOIIYI0 BEPCHIO JTOTO
CTaHJapTa C Y4E€TOM BCEX BHECEHHBIX B IaHHYIO BEPCUIO U3MEHEHUI. ECiM 3aMEHEH CChUIOYHBIN
CTaHJapT, HA KOTOPBIN JaHa JAaTUPOBAHHAS CCBUIKA, TO PEKOMEHIYETCS HCIIOIb30BATh BEPCHUIO
3TOr0 CTaHJapTa C YKa3aHHbIM BBIIIE TOJOM yTBepxkJeHHs (mpuHatusi). Ecim mocne
YTBEP>KJICHHSI HACTOSILIErO CTAH/IapTa B CCHUIOYHBIA CTaHAAPT, HA KOTOPBIN JaHA TaTHPOBAaHHAs
CCBbLIIKa, BHECEHO M3MEHEHME, 3aTparuBarollee IO0JIOKEHUE, HAa KOTOPOE JaHa CChUIKA, TO 3TO
MOJIO)KEHNE PEKOMEHAYeTCsl MPUMEHSITh 0e3 ydera JaHHOro u3MeHeHus. Eciu ccbulouHbIi
CTaHJapT OTMEHEeH 0e3 3aMeHbl, TO TIOJOXEHHE, B KOTOpPOM JlaHa CChUIKa Ha HEro,
PEKOMEHIyeTCsl IPUMEHSATh B YaCTH, HE 3aTPArUBAOLIEH ATy CCBUIKY.

3 O6mue TpeOoBaHUsI K CO3AAHUIO JOKYMEHTOB
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3.1 JIokyMeHTBI MOTYT cO3/aBaThCsi Ha OYMa)KHOM HOCHUTENIE M B 3JIEKTPOHHOU (opme ¢
cOOJII0ZICHHEM YCTaHOBJICHHBIX MPaBUJI 0(OPMIICHHS TOKYMEHTOB.

3.2 Ilpu co3gaHuMu JOKYMEHTa Ha JBYX M 0Ojee CTpaHMLaX BTOPYIO M IOCIEIYIOIIUE
CTpaHHULIbl HYMEPYIOT.

Homepa ctpanuil npocTaBisitoTcs MOCEPeIMHE BEPXHETO MO TOKYMEHTa Ha PaCCTOSHUU
He MeHee 10 MM OT BEpXHEro Kpas JucTa.

JlonmyckaeTcsi co3JaHue JOKYMEHTOB Ha JIMIEBOH M 0OOPOTHOH cropoHax mmcra. [lpu
JIBYCTOPOHHEM CO3/IaHUU JOKYMEHTOB LIMpPUHA JIEBOI'O IOJs Ha JIMLIEBOM CTOpOHE JUCTa U
IIPaBOTo 110JIs1 Ha 00OPOTHOM CTOPOHE JIUCTA JOJKHBI OBITH PaBHBI.

3.3 IlpeanodTuTenbHBIMH TapHUTYpaMH M pa3MepaMud MMPUGTOB A PEKBU3UTOB
JIOKYMEHTA SABIIAIOTCS:

Times New Roman N 13, 14;

Arial N 12, 13;

Verdana N 12, 13;

Calibri N 14 u npuGinXeHHbIC K HUM.

[Ipu cocTtaBienun TabIUI] 1OMYCKAETCS UCIOIB30BaHNE MPU(PTOB MEHBIIIUX PA3MEPOB.
3.4 AG3auHblif OTCTYI TEKCTA AJOKyMeHTa - 1,25 cM.

3aroyloBKM pa3fenioB M IOJApA3JeNoB IIeYaTaloTcs C  a03alHbIM  OTCTYNOM  WJIHU
LHEHTPUPYIOTCS MO LIMPUHE TEKCTA.

MHOFOCTpO‘-IHBIG PEKBU3UTHI TII€YATAIOTCA YCPE3 OJUH MC)KCTpO‘IHI:IfI HHTEPBAJI,
COCTaBHBIC YaCTHU PEKBU3HUTOB OTACIAIOTCA JOIMOJIHUTCIIbHBIM HHTCPBAJIOM.

Tekct JAOKYMCHTA MICYaTaACTCA Y€pPEe3 1- 1,5 MCKCTPOYHBIX UHTCpPBAja.

Ecmu JOKYMCEHT T'OTOBUTCA OJid U3JaHHUA C YMCHBIICHUCM MacmTa6a, TCKCT II€YaTacTCsa
qepe3 ABa UHTCpBAJIA.

NuTepBan mexy OyKBaMH B CI0Bax - OOBIYHBIN.
WHuTepBan Mexy ClI0BaMH - OJMH IIPOOEI.

3.5 TekcT MOKyMeHTa BBIPABHUBAGTCS IO MIUPHUHE JIMCTA (IO TPAaHUIIAM JIEBOTO U MPABOTO
MOJICH IOKYMEHTA).

JlnuHa camo¥ JUIMHHOW CTPOKHM PEKBHM3HMTA MPH YIIIOBOM PACHOJOXKCHHHU PEKBH3UTOB HE
oomee 7,5 cM.

JlnuHa caMo# JUIMHHOW CTPOKHM PEKBU3UTAa IPHU IPOJOJIBHOM PACIIOIOKEHUH PEKBU3UTOB
He Gonee 12 cm.

3.6 HopmaTuBHBIMH TNpPaBOBBIMH AaKTaMH OPTAHHU3AIMA MOXET OBITh MPETYCMOTPEHO
BBIICJICHHE PEKBU3HUTOB "aapecar”, "3aroioBoK K TEKCTY" WM "MOAMUCH", a TaKKe OTIAEIbHBIX
(GparMeHTOB TEKCTa MOJTY>KUPHBIM MIPUPTOM.

3.7 HopmaTuBHBIE MNpaBOBbIE AaKThl OpPraHU3alMU, a TaKXKe HHbIE MHOTOCTPAaHUYHBIE



JOKYMEHTBI MOTYT O(GOPMIISTBCS C THUTYJIBHBIM JIMCTOM. THUTYJNBHBIM JUCT JIOKYMEHTa
oopmIsieTcs B COOTBETCTBUM € IPUIIOKEHUEM A.

4 PekBU3UTHI JOKYMEHTA

[TIpu moaroroBke M o(opMIICHMH TOKYMEHTOB HCIOJNB3YIOT PEKBU3UTHI, ONPEACICHUS
koTopheIx npuseneHsl B [OCT P 7.0.8

01 - rep6 (I'ocymapctBenHsiii repd Poccuiickoit denepanun, repd cyobekra Poccuiickoit
Oenepany, rep0d (repaibAMUecKuid 3HaK) MyHHIIUITATILHOTO 00pa30BaHus);

02 - smbaeMma;

03 - ToBapHBI 3HAK (3HAK OOCTYKUBAHU);

04 - xon hopMBI JOKYMEHTA;

05 - HauMeHOBaHUE OpPraHU3alMK - aBTOPA JIOKYMECHTA,

06 - HanMeHOBaHNE CTPYKTYPHOTO TIOJPA3ICIICHUS - aBTOPA JTOKYMEHTA;
07 - HauMeHOBaHNE TOJHKHOCTH JIMIIA - aBTOpA IOKYMEHTA;
08 - cnpaBouHbIC TaHHBIC 00 OpPraHU3aIUY;

09 - HauMeHOBaHKE BHJIA JIOKYMCHTA,

10 - nara MOKyMeHTa;

11 - perucTpanlOHHBIA HOMEP TOKYMEHTA;

12 - cchuTka Ha PerUCTPAIIMOHHBIN HOMEpP | ATy IMOCTYIHBILIETO TIOKYMEHTA;
13 - MecTo cocTaBneHus (M3AaHUS) JOKYMEHTA,

14 - rpu¢ orpaHnyeHus A0CTyNa K JOKYMEHTY;

15 - angpecar;

16 - rpud yTBEepKICHHUS JOKYMEHTA;

17 - 3aroJI0BOK K TEKCTY;

18 - TekcT TOKyMEHTa,

19 - oTMeTKa O IPHIIOKEHHH;

20 - rpud coriacoBaHMs JOKYMEHTA,;

21 - Bu3a;

22 - TIOINCE;

23 - oTMeTKa 00 SJEKTPOHHOM MOANUCH;

24 - meyats;
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25 - oTMEeTKa 00 UCIOJIHUTEIIE;

26 - OTMETKa O 3aBEPEHUU KOIUU;

27 - OTMETKa O TIOCTYIUICHUH JIOKYMEHTA,
28 - pe3oonus;

29 - oTMeTKa 0 KOHTPOJIE;

30 - oTMeTKa O HaNpaBJIEHUU JTIOKYMEHTA B JIEJIO.
5 OdopmiteHne peKBU3UTOB TOKYMEHTOB

5.1 T'ep6 (I'ocymapctBenHsblii Tepd Poccmiickoit Denepanuu, repd cydonsekra Poccutickoit
®enepanuu, repd (TepalibIUUeCKHil 3HaK) MyHUIIUTIATHHOTO 00pa30BaHus) BOCIPOU3BOAUTCS Ha
OJlaHKax JOKYMEHTOB B COOTBETCTBHH ¢ DeiepanbHBIM KOHCTHTYIIMOHHBIM 3aKOHOM OT 25
nexkabps 2000 r. N 2-OK3 "O TocymapctBenHom repbe Poccuiickoit ®enepauun",
3aKOHOJATCIFHBIMA ¥ WHBIMH HOPMATHUBHBIMH TIPABOBBIMH aKTaMH CYOBEeKTOB Poccuiickoit
®enepalii © HOPMAaTUBHBIMH ITPABOBBIMU aKTaMU OPTaHOB MECTHOT'O CaMOYIIPaBIICHUSI.

N3o6paxenue repba (I'ocymapcrBeHHOTO, CyOBekTa Poccuiickoit ®enepammm, repbda
(repanpbAMUECKOro 3HaKa) OpraHa MECTHOTO CaMOYIIPaBJICHHS) IIOMEIIAETCSl 10 CEpeAuHe
BEpXHEro mouis OjlaHKa JOKYMEHTa HaJl PEKBH3MTaMH OpPTraHM3allMi - aBTOpa JOKYMEHTa, Ha
paccrosiHuu 10 MM OT BEpXHEro Kpas JIMCTa.

5.2 Dmbnema opranuzanuu, pa3paboTaHHas U yTBEPKJICHHAS B YCTaHOBJICHHOM MOPSIKE,
pasMEemacTca B COOTBECTCTBUU C HOPMATHUBHBIMU IIPABOBBIMU aKTaMH Ha OJaHKax: JOKYMCHTOB
denepanbHBIX ~ OpraHOB  TOCYJApCTBEHHOM  BIacTH (32  HCKIIOUYEHHEM  CIy4aes,
MpeayCMaTPUBAIOIINX HCIOIb30BaHHe H300pakeHus [ocymapctBeHHoro repba Poccuiickoi
®denepalyiv), TEPPUTOPUATILHBIX OpPraHOB (heepaabHBIX OPraHOB TOCYAApCTBEHHOW BIACTH,
TOCYJaPCTBEHHBIX W HErOCYyAapCTBEHHBIX opraHuzammii. M3o0paxeHue 3MOIeMbl MOMENAeTCs
M0 CepelHE BEpXHEro mojs OJlaHKa JNOKYMEHTa HaJ PEKBU3UTaMU OpraHU3allid - aBTOpa
JIOKYMEHTA, Ha paccTossHUU 10 MM OT BEpXHETO0 Kpast JTUCTA.

5.3 ToBapHblii 3HaK (3HaK OOCTY)XMBaHHUS), 3aPErMCTPUPOBAHHBIH B YCTAHOBJIEHHOM
3aKOHOJATENILCTBOM TOPSIIKE, BOCIPOU3BOJUTCS Ha OJlaHKAaX OpraHu3aluii B COOTBETCTBUU C
yctaBoM  (mosiokeHueM 00 opraHu3anuu). 3o0paxeHne TOBapHOTO 3Haka (3HaKa
o0cyXKUBaHUS) IOMENIAETCs 110 CEPeMHE BEPXHETo MoJis OJIaHKa IOKYMEHTa HaJl peKBU3UTaMU
OpraHM3aliy - aBTOpa JTOKYMEHTA, WU CJIE€BA HA YPOBHE HAMMEHOBAHUS OpPraHU3allMU - aBTOpPa
JIOKYMEHTA (JI0OMYyCKaeTCs 3aXBaThIBaTh YacTh JIEBOTO MOJIs).

Hap;my C TOBApPHBIM 3HAKOM (3HaKOM O6CJ'Iy>KI/IBaHI/I${), Ha OJaHKax AOKYMCHTOB MOKCT
YKa3bIBATHCSA KOMMCPUYCECKOC 0003HaUCHHE IOPUINYCCKOro Jinna.

5.4 Kox ¢popMbl TOKyMEHTa MPOCTABIIAETCS Ha YHUDUIUPOBAHHBIX (pOpMax JOKYMEHTOB B
cooTBeTcTBUM ¢ OOLIEpOCCUUCKUM  KJIACCU(PUKATOPOM  YIPABICHYECKOH JIOKYMEHTAalluu
(OKY /1) nnm noKanbHBIM KJIACCU(DPHKATOPOM, PACIIOIaraeTCsl B IPAaBOM BEPXHEM YIITy pabodero
HOJIS IOKyMEHTa, COCTOUT U3 cioB "Popma 1no" (HauMeHoBaHUE KiIaccu(ukaTopa) U HuGpoBOro
KoJa.

[Tpumep - ®opma no OKVYJ] 0211151.

5.5 HaumeHoBaHMe OpraHu3alMM - aBTOpa JOKYMEHTa Ha OJlaHKE JOKYMEHTa JOJKHO
COOTBETCTBOBATh HANMEHOBAHUIO IOPUIMYECKOTO JIMIA, 3aKPEINIEHHOMY B €r0 YYPEIUTEIbHBIX
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JTOKyMeHTax (ycraBe wuiu mojoxkeHuH). [lom HauMeHOBaHHWEM OpraHU3alul B CKOOKax
YKa3bIBACTCSl COKpAIIEHHOE HAMMEHOBAHWE OpTaHHW3alMH, €CIU OHO IMPEIyCMOTPEHO YCTaBOM
(MONOKEHUEM).

Han HauMeHoBaHMeM oOpraHu3allid - aBTOpa JOKYMEHTa YKa3bIBAaeTCs IIOJHOE WIIU
COKpAILIEHHOE HAUMEHOBAHUE BBIIIECTOSIILEH OpraHU3alUK (IIPU €€ HAIUYHUH).

5.6 HaumeHoBaHHE CTPYKTYpPHOIO MOApA3JEICHUS - aBTOpa AOKYMEHTa (B TOM 4HCIE
¢wimana, oTIAEeNEHHs, MPEICTABUTENBCTBA, KOJUIETHAIBHOTO, COBEHIATENIBHOTO MM HWHOTO
opraHa) HCHOJb3yeTcsl B OJaHKax muceM M OJaHKaX KOHKPETHBIX BHUAOB JOKYMEHTOB
COOTBETCTBYIOIIMX MOJIpa3/ieJeHuil (OpraHoB) B COOTBETCTBUH C JIOKAJbHBIMU HOPMATUBHBIMU
AaKTaMM M YKa3bIBAa€TCS 110/ HAUMEHOBAaHUEM OpraHU3ALINH.

5.7 HaummeHoBaHME IOJDKHOCTH JIMIA - aBTOpa JOKYMEHTa HCHOJB3yeTcs B OJlaHKax
AOJDKHOCTHBIX JIMI W pacriojgaracrcsd I1moJ HauMCHOBAHHWEM OpraHHU3alH WM HAMMCHOBAHUCM
TeppUTOpUH (Kpasi, 06JacT, aBTOHOMHON 00JIaCTH U Jp.), €CIIU JTOKYMEHT U3/1aeT PyKOBOJIUTEINb
opraHa BjacTu cyOwbekra Poccuiickoit ®enepanuy, MyHHIMIAILHOTO 00pa30BaHUS.
HaumeHoBaHMe MOKHOCTM JIML@ - aBTOpa JOKYMEHTa YKa3bIBaeTCsi B COOTBETCTBUU C
HaNMMCHOBAHUCM, IPUBCACHHBLIM B PACIIOPAAUTCIBbHOM NJOKYMCHTC O HA3HAYCHHWU HA JOJIKHOCTD.

5.8 CnpaBouHble JaHHBIE 00 OpraHM3AIMK YKa3bIBAIOTCS B OJIaHKAaX MUCEM M BKJIIOYAIOT:
TTOYTOBBIHN aapec opraHuv3anunu (IIOHOJIHI/ITGJH)HO MOKCT YKaA3bIBATHCA aApPEC MECTa HAXOXKIACHUSA
IOPUAMYECKOTO JIMIIA, €CJIM OH HE COBIMAJAEeT C MOYTOBBIM aJpecoMm); HoMep TenedoHa, ¢akca,
aJIpec IEKTPOHHOM MOYThI, CETEBOM aJpec.

B coctaB cmpaBOYHBIX JaHHBIX, 33 MCKJIIOYEHHEM OJaHKOB JIOKYMEHTOB OpIaHOB
rOCyJapCTBEHHOM BJIACTH, OPraHOB MECTHOT'O CaMOYIIPABJIEHUs, BKIFOYAKOTCA: KOJI OPTraHU3alun
no O6mepoccuiickomy kinaccudukaropy npennpuatuii u opranuzauuii (OKIIO), ocHoBHOI
rOCy/IapCTBEHHBI perucTpauvoHHblii Homep opranuzauuu (OI'PH) u uneHTudukannoHHBIN
HOMEp HaJIOTOIUIATEeNbIINKA/KOI TPUUMHBI TOCTAHOBKH Ha Hanorosslit yuet (MHH/KIIIT).

5.9 HaumenoBaHue BUJIa TOKYMEHTA YKa3bIBA€TCS HA BCEX JOKYMEHTAaX, 332 UCKIIOUECHHUEM
JIENOBBIX  (CIIyKEOHBIX) TIMCEM, pacrojlaraeTcsi TMOJ PEKBU3UTaMU aBTOpa JIOKYMEHTa
(HaMMEHOBaHUEM OpraHu3alui, HalMEHOBAHHEM CTPYKTYPHOTO MoApa3AesIeHuUs,
HaMMEHOBAHHUEM JIOJDKHOCTH) (cM. puc. B6).

5.10 Jlata nOKyMeHTa COOTBETCTBYET JaTe MOAMMCAaHUs (YTBEP)KACHUS) TOKYMEHTa WIH
nate coObITHsI, 3a(UKCUPOBAHHOTO B JOKyMeHTe. JIOKyMEHThI, M3JaHHble JByMS WU Ooiee
OpraHM3alsAMU, TOJKHBI UMETh OJHY (€IMHYI0) 1aTy.

Jlata IOKyMEHTa 3alKChIBACTCS B MOCIICIOBATEIBHOCTH: JIEHh MECSIA, MECSIl, TOJ OJHUM
U3 JBYX CIIOCOOOB:

apabckumu rudpamu, pazaeneHHbiMA TOUKO0: 05.06.2016;
CJIOBECHO-LIU(POBBIM criocoO0M, HampuMmep: 5 utons 2016 r.

5.11 PeructpallioHHBI HOMEp JOKyMEHTa - IU(PpOBOH MM OyKBEHHO-IIM(PPOBOI
UJCHTUPHUKATOP JAOKYMEHTA, COCTOSIIMI U3 MOPSIKOBOTO HOMEpa JOKYMEHTa, KOTOPBIH, IO
YCMOTPEHHUIO OpraHMU3alllHi, MOXXET JOMOJHATbCS LHUPPOBBIMU WM OYKBEHHBIMH KOJaMU
(MHIEeKcaMH) B COOTBETCTBMM C HCHOJb3YyeMBIMU KiaccupUKaTOpaMu (MHIEKCOM Jena Io
HOMEHKJIaType J1el, KOJIOM KOPPECIIOHIEHTA, KOJOM JOKHOCTHOTO JIMLA U JP.).

Ha ngokymeHTe, COCTaBIEHHOM COBMECTHO JBYMs © 0Oojiee  OpraHu3alUsIMH,
MIPOCTABIISIFOTCS PETUCTPALIMOHHBIE HOMEpa JOKYMEHTA, IPUCBOCHHBIE KAKIOM U3 OpraHU3alni.



Perucrpanmonnele HOMEpa OTACIAIOTCA OPYr OT Apyra KOCOM 4epTOM M IMPOCTAaBIAIOTCS B
HOpsi/IKE yKa3aHMs aBTOPOB B 3ar0JI0BOYHON YaCTH WM NpeaMOysie JOKYMEHTa.

5.12 Ccpuika Ha perucTpallMOHHBIA HOMEp M ATy MOCTYNMBILErO JOKYMEHTa BKJIIOYAET
pErucTpaliMOHHbI HOMEp U J1aTy BXOJSILEro MHULMATUBHOIO JOKYMEHTa, Ha KOTOPbIM Jaercs
OTBET.

5.13 Mecro coctaBieHus (M3JaHus) TOKYMEHTa YKa3bIBae€TCS BO BCEX JOKYMEHTaX, KpOMe
JIENOBBIX (CITY>KEOHBIX) MHCEM, a TAK)XKE JJOKIIAJIHBIX, CITyKEOHBIX 3aIHCOK U IPYTUX BHYTPEHHUX
UH()OPMAIIMOHHO-CIIPABOYHBIX JOKYMEHTOB.

Mecro cocraBieHus (M31aHMs) JOKYMEHTa HE YyKa3blBaeTCs B TOM Cilydae, €ClId B
HAaUMEHOBAHMM OpraHM3allMM IPUCYTCTBYET yKa3aHWE Ha MECTO €€ HaxoiaeHus. Mecro
coCTaBJIeHUsl  (M34aHuUs) JIOKyMEHTa  YyKa3blBaeTCs B  COOTBETCTBUHM C  INPHHSATHIM
aJMUHHCTPATUBHO-TEPPUTOPUAIIBHBIM JIEJICHUEM.

5.14 I'pud orpanuyeHust AOCTyNa K JOKYMEHTY IPOCTaBJSE€TCA B MPAaBOM BEPXHEM YTy
IIEPBOIO JINCTA JOKYMEHTA (IIPOEKTa TIOKYMEHTA, COPOBOAUTEIHLHOIO MUCbMa K IOKYMEHTY) Ha
IpaHUIIE BEPXHEro IMOoJii IpU HAIUYUK B JIOKyMEHTe HH(pOpMAlMM, AOCTYN K KOTOpOH
OTPaHUYEH B COOTBETCTBUU C 3aKOHOAATENILCTBOM Poccuiickont denepanuu.

Bunel ucnonp3yemblx B OpraHuzanud TpudoB OTpaHHUYEHHUS JIOCTyHa JOJKHBI
COOTBETCTBOBATh 3aKOHOJATEIHbHBIM W WHBIM HOPMATHBHBIM MPaBOBBIM akTaM Poccuiickoi
@Denepalliil ¥ JTOJDKHBI OBITH 3aKpEIICHbl B JIOKATbHBIX HOPMATUBHBIX akTax. B coctas rpuda
OTpPaHHWYCHUS JIOCTYNa K JOKYMEHTY BXOJUT orpaHudurenbHas Hammuch (" ciryxeGHOTrO
nonb3oBanusa”, "KondunenumaneHo", "Kommepueckas TaitHa" wim Ap.), KOTOpas MOXET
JOTIONTHATBCSI HOMEPOM JK3eMIUIsApa JOKYMEHTa M JAPYTMMH CBEICHUSIMH B COOTBETCTBUHU C
3akoHoaresnbcTBoM Pocceuiickoit denepanuu.

ITpumep - Kommepueckas TaiiHa.
Ok3. N 2

5.15 Anpecat ucnomab3yeTcs mpu opOPMIIEHUH AETOBBIX (CIYKEOHBIX) MUCEM, BHYTPEHHUX
UH(POPMALIMOHHO-CITPABOYHBIX JTOKYMEHTOB (JIOKJIaJHBIX, CIIY>K€OHBIX 3alIUCOK U JIp.).

AJlpecaToM JTOKYMEHTa MOXET OBITh OpraHu3aius, CTPYKTYPHOE TMOIpa3ciiCHUe
OpraHu3aIiy, JOJKHOCTHOE WIH (PU3NUECKOE JINILIO.

PexBu3ut "agpecar”" mpocTaBiseTcsi B BEpXHEH NpaBod YacTH JOKyMeHTa (Ha OJaHke ¢
VIJIOBBIM  PAcMOJIOKEHHEM PEKBU3UTOB) WM CIIpaBa IMOJ pEeKBU3UTaMHU OnaHka (Tpu
IPOJOJIBHOM  PacHOJOXKEHUHM  peKBU3UTOB  Onanka). CTpoku  pexkBusuta  "ajpecat”
BBIPABHUBAIOTCSI 110 JIEBOMY KParO UM LIEHTPYIOTCSI OTHOCUTENBHO CaMOMN JJIMHHOM CTPOKH.

IIpu anpecoBaHny TOKyMEHTa PYKOBOAMUTEIIO (3aMECTUTENIO PYKOBOAUTENS) OPraHU3alun
YKa3bIBAIOTCS B JATEJIBHOM IaJeK€ HAUMEHOBAHUE JIOJDKHOCTH PYKOBOJIUTENS (3aMECTHTENS
PYKOBOAMTENS), BKJIIOYAIOIIEe HAaMMEHOBaHHWE OpraHu3auud, W GaMuwins, HWHALUAIBI
JOJKHOCTHOTO JINLA.

ITpumep -
PykoBoautento denepanbHOro
apXMUBHOT'O areHTCTBa
damvmmus U.0O.

[Ipn appecoBaHuM MHCbMa B OpPraHHU3AIMIO YKA3bIBAETCS €€ IMOJIHOE WM COKpAIIeHHOE



HalMEHOBAHNE B MIMEHUTEIHLHOM MaJIeXKe.
[Tpumepsi
1 ®enepanbHOE apXUBHOE areHTCTBO
2 Pocapxus

[Tpu agpecoBaHWM HOKYMEHTa B CTPYKTYPHOE MOApA3JelieHUEe OpraHU3allid B PEKBU3UTE
"agpecatr" yka3pIBae€TCs B HMEHHUTEIBHOM IIaJIeK€ HAWUMEHOBAHHE OpraHU3allh, HUXKE -
HaMMEHOBAHUE CTPYKTYPHOTO MOJIPA3ICIICHUSI.

[Tpumep -
®denepanbHOE apXUBHOE
areHTCTBO

Otaen rocynapcTBEHHON
CI1y>kOBbI, KaJIpOB U Harpaji

[Ipu ampecoBanuu muchbMa PyKOBOJMUTENIO CTPYKTYPHOTO IMOIPA3ICICHHS YKa3bIBACTCS B
MMEHUTEIIbHOM TaJie’)ke HAMMEHOBAaHWE OpraHu3allid, HUXKE - B JaTelIbHOM IMaJexe
HAaMMEHOBAHHME JIOJDKHOCTH PYKOBOJUTENS, BKIIOYAIOIICE HAMMEHOBAHUE CTPYKTYPHOTO
nojipazzenenus, GaMuInio, MHUIUAIBL.

[Tpumep -
AO "TIlpodus"

PykoBoauTento 10roBopHoO-
[IPaBOBOIO OTAEIA
®amunus N.0.

[lepen damunueil JOMKHOCTHOTO JIMIA JOMYCKAeTCsl YHOTPeOJsATh COKpauleHue "Tr-Hy"
(rocnioiuHy), €ClK ajipecat My KuuHa, WK "T-xe" (Tocrnoxe), eciy aapecar KEeHIIHHA.

[Ipumepsr
1 r-ny ®amunus 1.0.
2 r-xe @ammna 1.0.

[Ipm pacceuike JQOKyMEHTa TpYIIE OpraHU3alMii OJHOIO0 THUMA WM B CTPYKTYPHBIE
NOJpa3JiesIeHus OJHOM OopraHu3aluy, apecaT yKa3blBaeTcsi 0000IIEHHO.

ITpumepsl
1 PykoBoauTensm 1ouepHUX
obmiects AO "Ipoduins"
2 PykoBoauTensiM ynpaBiieHUN
PocapxuBa

[Ipu pacceiike MTOKyMEHTa HE BCEM OPTaHM3AIUAM WA CTPYKTYPHBIM TOJApa3/IeICHUSIM
noJi pekBU3UTOM "Afpecat” B ckoOKax ykasbiBaeTcs: (IO CIIUCKY)".

ITpumep -
PyxoBogurensam nouepHux



obmmectB AO "IIpodumns"
(o criucky)

B ogHoMm mokymeHTe He AOKHO ObITH Oosiee ueThipex aapecaroB. Cimoso "Komusa" nepen
BTOPBIM, TPETHHM, YETBEPTHIM aJpecaraMd He yKa3biBaerca. [Ipu OosblIeM KOJIHYECTBE
aZpecaToB COCTAaBIACTCS CHMCOK (JIMCT, YKa3aTelb) pACChUIKM JOKYMEHTa, Ha KaXIOM
JIOKYMEHTE yKa3bIBaeTCs OJMH aapecar Win aapecaTt ohopmiiseTcs 0000IIeHHO.

B coctaB pexBusuta "Agpecar" MOXET BXOJUTh MOYTOBBIA aApec. DJIEMEHThI TOYTOBOTO
aJpeca yKa3bIBAIOTCSA B MOCIEAOBATEIIBHOCTU, YCTaHOBJIEHHOHN [IpaBmiamu okazaHus yciayr
MOYTOBOM CBSI3U, YTBEPKICHHBIMHU MTPUKa30M MHUHHUCTEPCTBA CBSA3H M MACCOBBIX KOMMYHHUKAITUN
Poccuiickoit @enepanuu ot 31 urons 2014 r. N 234.

IIpumep -
Bcepoccuiickuii Hay4HO-
HCCIEA0BATEIBCKUN HHCTUTYT
JIOKyMEHTOBE/ICHHS U apXUBHOTO JIej1a
[Ipodcorosnas yi., 1. 82,
Mocksa, 117393

[TouToBBI azpec MOKET HE YKa3bIBaTbCsl B JOKYMEHTaX, HANpaBISIEMbIX B BBICILHE
Oprasbl BJIACTH, BBILIECTOSALINE OPraHU3ALMH, I0ABEIOMCTBEHHbIE OPraHU3ALUN U IIOCTOSIHHBIM
KOPPECIIOHIEHTaM (3a UCKJIFOUEHUEM HalpaBJICHUs IIMCEM YKa3aHHBIM ajjpecaTaM B KOHBEpTax ¢
IIPO3pAaYHBIMU OKHAMH).

[Ipu appecoBanuu AOKyMeHTa (U3MUECKOMY JIUIly YKa3bIBAIOTCA: (paMUIIMS HWHHUIIMATIBL,
MOYTOBBIN aapec.

ITpumep -

®amunus N.0.

Canosas yi., 1. 5, kB. 12,

r. JIto6epiibl, MockoBckas 00:1., 301264

ITpu oTmpaBke nMuchbMa 1o MEKTPOHHON MOYTE WK MO (PaKCUMIIIBHOU CBSI3U (0€3 TOCBUIKH
MO TIOYTE) IMOYTOBBIA ajpec He ykasbpiBaeTcs. [Ipm HEOOXOIUMOCTH MOXKET OBITH YKa3aH
ANIEKTPOHHBIN aapec (Homep TenedoHa/daxca).

ITpumep -
Bcepoccuiicknii Hay4HO-
HCCIIEI0BATENbCKUNA HHCTUTYT
JIOKYMEHTOBE/ICHUS U apXUBHOTO JIefia
mail@vniidad.ru

5.16 TI'pud yTBepkAeHHS NPOCTABIsETCA HAa JOKYMEHTE B CIydae €ro YTBEp)KICHHS
JOJKHOCTHBIM ~ JIULIOM, PACIOPSIAUTENbHBIM JTOKYMEHTOM (IIOCTAaHOBJICHHEM, pEIICHUEM,
MPUKA30M, pacTOpsHKEHUEM) WIIH pellICeHHEeM KOJIJIETHAIbHOTO OpraHa.

I'pud yrBEepkaeHUs pa3memiaercss B MPaBOM BEPXHEM YTy MEPBOTO JHCTa JOKYMEHTA.
CTpOoKH pEeKBU3UTA BBIPABHHUBAIOTCS IO JIEBOMY Kpar WM LEHTPYIOTCS OTHOCUTEIBHO CaMOu
JUIMHHOW CTPOKH.
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[Ipu yTBepkIeHMH JOKYMEHTa MOJDKHOCTHBIM JIMIIOM TpuU( YTBEPKIEHUS COCTOUT W3
cioBa YTBEPXAIO, nauMeHOBaHUSA AOJKHOCTH JIMIIA, YTBEPKAAIOMIETO TOKYMEHT, €ro
noanucu, MHUIaJIoB, q)aMI/IJII/II/I " OaThbl YTBep)KI[CHI/ISI.

ITpumep -
YTBEPXJIAIO
PykoBogurens @enepaabHOrO
apXHUBHOTO areHTCTBA
[Toanmuce N.0. @amums
JHara

[Ipy yTBepkAE€HUU [TOKyMEHTa PaCHOPAIUTENBHBIM JOKYMEHTOM Tpud yTBEPKICHHS
cocrout u3 cioa YTBEPX/IEH (YTBEPXIEHA, YTBEPX/EHbBI unu YTBEPXJIEHO),
COTJJaCOBAaHHOTO C HAaUMMEHOBAaHMEM BHUJA YTBEPKIAEMOI'O JIOKYMEHTa, HAaMMEHOBaHUS
pacropsIANTEIILHOTO IOKYMEHTa B TBOPUTEIILHOM TAJIeKe, €ro aThl, HOMepa.

IIpumepsl -

1 (PernamenT) YTBEPX/IEH
npukazom AO "IIpoduis"
oT 5 anpens 2015 r. N 82

2 (ITpaBuiia) YTBEPXIEHbI
npukazom AO "Ilpodpuis"
ot 6 anpena 2015 r. N 83

HpI/I YTBCPKIACHUU JOKYMCHTa KOJIJICTHAJIbHBIM opraHom, PCICHUA KOTOpOro
buKcupyroTcs B TNPOTOKOJE, B TpUde YTBEpXKJAECHUS YyKa3blBaeTCsl HAUMEHOBAHUE OpraHa,
pelIeHreM KOTOpOro YTBEPKIEH IOKYMEHT, AaTa U HOMEp MPOTOKoja (B CKOOKax).

IIpumep -
(ITonoxenmue)
YTBEPX/IEHO
Coserom nupexropoB AO "IIpodumns"
(mpotoxou ot 12.12.2015 N 12)

5.17 3aronoBoK K TEKCTy - KpaTKOe€ COJACp)KaHWE JOKYMEHTA. 3arojioBOK K TEKCTY
dopmynupyercs ¢ npeanorom "O" ("O6") u oTBedaet Ha Borpoc "o yuem?"):

- mpuka3 (0 ueM?) 0 CO3/JaHUH aTTECTAIIMOHHON KOMUCCHUH;
- mpuka3 (0 yem?) 00 YTBEpXK/IEHUH ILITATHOTO PacluCaHMs;
- MUCHMO (0 YeM?) 0 IPeIOCTaBICHUN HH(POPMAIIHH.

3aroyioBOK K TEKCTY O(opmiIseTcs Moj peKBU3UTaMHU OJlaHKa clieBa, OT T'PaHUIbI JIEBOTO
nonsi. B yka3zax, MOCTaHOBJICHUSX, DPEIICHUSX, MpPUKa3aX, M3/1aBaeMbIX OpraHaMU BIIACTH,
3arojIOBOK K TEKCTY MOXeT OQOpPMIISIThCS HaJl TEKCTOM IMOcepeuHe pabodyero mnosyis JOKyMEHTa
Y HEHTPUPYETCS OTHOCUTEIBHO CaMOU JITTMHHOM CTPOKH.

3aroj0BOK K TEKCTY MOKET HE COCTABJISITHCS, €CITM TEKCT JIOKYMEHTa He MpeBbIIaeT 4 - 5
CTpOK.

5.18 TekeT JOKyMEHTa COCTaBISETCSl HAa TOCYAapCTBEHHOM s3bike Poccuiickoit denepanun
W TOCYAapCTBEHHOM S3bIKEe (s3bIKax) pecnyOnmuk B coctaBe Poccmiickoit ®enepanvu B
COOTBETCTBHUH C 3aKOHOJATEIbCTBOM peciyOiHK B coctaBe Poccuiickoii deneparum.



B Tekcre AOKYMCHTA, IIOATIOTOBJICHHOM Ha OCHOBAaHHMHU 3aKOHOAATCJIIBHBIX MWW HWHBIX
HOPMATUBHBIX IIPaBOBBIX AaKTOB, PpPaHEC H3JAHHBIX pPaCHOpAIWUTCIBHBIX JOKYMCHTOB,
YKa3bIBAOTCA UX PCKBU3UTHI:

- HaMMCHOBaHHME JOKYMCHTA, HaMMEHOBAaHWE OpraHW3allMM - aBTOpa JOKYMEHTa, JaTa
JIOKYMEHTA, PETUCTPAIlMOHHBII HOMEP JOKYMEHTA, 3ar0JI0BOK K TEKCTY WJIM HAMMEHOBAaHUE BHUIA
JIOKYMEHTA,

- HAUMEHOBaHWE OPraHU3alMU WU JOJDKHOCTHOIO JIUIA, YTBEPAMUBIIETO JOKYMEHT, JATy
YTBEPKACHUS IOKYMEHTA.

Tekct MOKyMeHTa MOXET COAEP)KaTh pas3Aeibl, MOJAPa3JeNbl, ITYHKTBI, IOAMYHKTHI,
HyMepyemble apabckumu mudpaMu. YpoBHEH pyOpHKamMuM TEKCTa HE JOJDKHO OBITh Oolsee
YEThIpEeX.

B npukazax TekcT usnaraercs OT epBOro JIMIA €IMHCTBEHHOro uncina ("'mpukasbiBaro’).

B moxyMeHTax KOJUIETHalIbHBIX U COBEINATEILHBIX OPraHOB TEKCT M3JIaraeTcsi OT TPEThEro
JUIa eIUHCTBEHHOTO yrcia ("KoJuierns... moctaHoBiser", "coOpanue... pemmuio™).

TekcT mpoTokoja M3maraercs OT TPEThEro JiMla MHOKeCTBeHHoro uucna ("cmymamu",
"BpicTynuin", "mocranoBuin", "pemunu").

B nokyMeHTax, ycTaHaBIUBAIONUX MpaBa U 00SI3aHHOCTU OPTaHU3AlNN, HX CTPYKTYPHBIX
nojipaszziesieHui (MoJI0KeHNe, MHCTPYKIUS), a TAK)KE COAEepKAIIUX OMUCAHUE CUTYallui, aHaIu3
(aKTOB MM BBIBOJIBI (AKT, CIIPaBKa), UCHOIB3YETCs (popMa M3II0KEHHS TEKCTA OT TPETHETO JIUIa
€MHCTBEHHOTO WJIM MHOKecTBeHHoro uucina ("otmen ocymectBiseT (yHKuuu...", "B cocraB
YIpaBJICHUS BXOJAT...", "KOMUCCHS MTPOBENa MPOBEPKY...").

B coBMeCTHBIX JOKyMEHTaX TEKCT M3JIaraercs OT MEepBOro JIMIa MHOXXECTBEHHOTO 4Hcia
("mpuxa3zpiBaem", "pemnan").

B nenoBbIx (ciyeOHBIX) MUChbMaX HCTOJIB3YIOTCS (POPMBI H3TIOKEHHUS:

- OT MEpBOro JIMIA MHOKECTBEHHOro 4ucia ("mpocuM HampaBuTh...", "IipeacTaBisgeM Ha
paccMmoTpenue...");

- OT TPEThEro JIMIAa €AMHCTBEHHOTO uncia ("MUHHCTEPCTBO HE BO3paxaer...", "o0IiecTBo
CUUTACT BO3MOXXHBIM...");
- OT MEpBOTO JHIA €IWHCTBEHHOro uwucia (‘'cumraro HeoOXoAuMbIM...", "Mpeanararo

paccMoTpeTh..."), ecu MUChbMO 0OPOPMIICHO Ha OMKHOCTHOM OJaHKeE.

B Tekcrax JOKYMEHTOB YHOTPEOJIAIOTCS TOJNBKO OOIICIPUHATHIE ab0peBUATypbl U
rpaduuecKre COKpaeHms.

[Ipu ynorpebaenuu B TekcTe haMuInil UL HHUIMAIIBI YKA3bIBAIOTCS TOCTe paMIIINU.
B nenoBbIx (cimykeOHBIX) MUChbMaxX MOTYT UCIOJIb30BATHCS:

- BCTYIUTENIbHOE O0paleHue:

VBaxaeMbiii rocioauH IIpeacenarens!

YBakaemblii TocrioguH ['yoepnarop!



VYBaxkaeMblii rocioauH [Ipoxopos!
YBaxkaeMasi rocrioxa 3axapona!
YBaxaewmsiii Hukomnaii I[letpoBuy!
VYBaxaemast Onbra HukosaesHa!
VBaxkaemsble rocrnojal

B obpatennu mo JODKHOCTH HAUMEHOBAHUE JIOJDKHOCTH MHIIETCS ¢ TPOIMCHOM OyKBBI, B
oOpatieHny 1o GaMUIMU UHULMAIIB] JIMLA HE YKa3bIBAIOTCS.

- 3aKJIFOUUTENIbHAS STUKETHAs (ppasa:
C yBaxxeHueM, ...

5.19 Ormerka O MPUIOKEHUU COAEPKUT CBEIEHUS O JIOKyMEHTE (JIOKYMEHTax),
IpUIaraeMoM K OCHOBHOMY JIOKYMEHTY (B CONMpPOBOJIUTENBHBIX MUChMAax, NMPETCH3UAX, aKTaX,
CrpaBKax M JPYrux HH(OPMALMOHHO-CIIPABOYHBIX JOKYMEHTaX) WJIM O TOM, YTO JOKYMEHT
SBISICTCA TPHJIOKEHHEM K OCHOBHOMY JIOKYMEHTY (B JOKYMEHTax - TPHWIOKEHUSX K
PacHoOpSIUTENBHBIM JOKYMEHTAM, ITOJIOKESHUSM, IIPABUIIaM, HHCTPYKLIUSAM, JOTOBOPaM, IUIaHaM,
OTYeTaM U Jp. JOKYMEHTaM).

B compoBoIUTENBHBIX MUCHMAX M APYIHMX HH()OPMAIMOHHO-CIIPABOYHBIX JTOKYMEHTAX
OTMETKa O TPWIOKEHUU OPOPMIISETCS TOJ TEKCTOM OT TPAHUIBI JICBOTO IOJIS CIEAYHOIIUM
o0OpazoM:

- €CJIM TMPUJIOKEHHE Ha3BaHO B TEKCTE:
[Tpunoxxenue: Ha 2 1. B 1 9K3.

- CCJIM MMPUIIOKCHUEC HE HA3BAHO B TCKCTC WUJIM €CIIN HpI/IJ'IO)KeHI/Iﬁ HECKOJIBKO, YKAa3bIBAIOT
Ha3BaHUs ﬂOKYMeHTOB'HpHHOX(CHHﬁ, KOJINUYCCTBO JIMCTOB W  JK3CMIUIAPOB  KAXKAOTO
MMPUITTOKCHUA:

[Tpunoxxenue: 1. [lonoxxenne o0 YnpaBieHUN pErHOHAIBHOIO KPEIUTOBaHMS Ha
5 1.8 1 3Ks3.
2. CrpaBKa 0 KaJIpOBOM COCTaBe YIpaBJI€HUs PETHOHAIBHOTO
KpeIuToBaHus Ha 2 1. B 1 3K3.

- €CJIM MPUIIOKeHHe (IPUIT0KEHUs) COPOIITIOPOBAHBI:
[Ipunoxenue:
otyet 0 HUP B 2 7Kk3.

- €CJIM JOKYMCHT, SIBJ'ISIIOHIHIZCH MPUITOKCHUEM, UMECT IPHUIIOKCHHUA C CaMOCTOSITETbHOH
HyMepaluen CTpaHuIl:

[Ipunoxenue:
nucbMo PocapxuBa ot 05.06.2015 N 02-6/172 u npusio>xeHust K HeMy, BCEro Ha 5 1.

- €CITH TIPHUIOKEHHEM SIBJISETCS 000COOICHHBIN AIICKTPOHHBIA HOCHTENh (KOMITAKT-AUCK,
usb-genr-HakomuTeNb U Ip.):



[Tpunoxenue:
CD B 1 3k3.

IIpu 3TOM Ha BKJIaJbIIIE (KOHBEPTE), B KOTOPBIM IOMEIIAETCS HOCHUTENb, YKa3bIBaKOTCS
HalMEHOBAaHUA JOKYMEHTOB, 3alIMCaHHbIX HA HOCUTEJIb, UMEHA (ailioB.

B pacnopsautenpHbIX ~— JAOKyMeHTaX  (IIOCTAaHOBJIEHHSAX, pELICHMAX, IpUKa3ax,
pacnopsDKEHUAX), TOrOBOpax, IOJIOKEHUAX, MpaBUiIaxX, MHCTPYKLUSAX U APYTHUX JOKYMEHTax
OTMETKA O MPUII0KEHUU 0OPMIIETCS CIETYIOIUM 00pa3oM:

- B TEKCTE JOKYMEHTa NpU IEpBOM YINOMHHAHWU JOKYMEHTA-TIPUIIOKEHUS B CKOOKax
yKa3bpIBaeTCS: ... (NMPWIOKEHHWE) WK ... (TpHiIokeHWe 1); mepes HOMEPOM MPHIIOKCHHS
JIOTYCKAEeTCsl CTAaBUTh 3HAK HOMepa: ... (mpuioxenue N 2);

- Ha MIEPBOM JIUCTE JIOKYMEHTA-TIPHIIOKEHHUS B IPAaBOM BEPXHEM YTy YKa3bIBAaCTCS:
[Tpunoxxenue N 2

k pukazy AO "lIpodums"

or 15.08.2015 N 112.

CTpOKI/I PEKBU3UTA BBIPABHUBAIOTCA 110 JICBOMY KparOo WKW HCHTPUPYIOTCA OTHOCHUTCIBHO
CaMOM JUIMHHOM CTPOKH.

Ecnu npuinoxeHneM K pacliopsIuTeIbBHOMY JOKYMEHTY SIBJISIETCS HOPMATUBHBIN IIPABOBOM
aKT WIA UHOU JTOKYMEHT, YTBEPKIAEMbIN JaHHBIM PAaCIOPSAUTEIBHBIM TOKYMEHTOM, HAa IEPBOM
JHMCTE TMPUIIOKEHUS TPOCTABIISIETCS] OTMETKA O MPUIIOKEHUH (0€3 CChbUIKM Ha PacHOpsAUTEIbHBIN
JOKYMEHT) U TpU(} YTBEPKIACHHS, B KOTOPOM YKa3bIBAIOTCSA JAaHHBIE DPACIOPSIUTEIBHOIO
JIOKYMEHTA, KOTOPBIM YTBEPXKICH JOKYMEHT-IIPUIOKEHHUE.

[Tpumep -

[Tpunoxenne 1
YTBEPXIEHO
npukazom AO "IIpo¢puns"
or 18.05.2015 N 67

5.20 Fpmb COTJIaCOBAHUSA NOKYMCHTA MPOCTABIACTCA Ha HOKYMCHTAX, COTJIACOBAHHBIX
opraHaMu BJIaCTH, OpraHu3alusaAMH, AJOJDKHOCTHBIMU JIMIIAMH. FpI/I(i) corjifaCoBaHusa B
3aBUCUMOCTH OT BUAA NOKYMCHTA U 0COOEHHOCTEH ero O(I)OpMJ'IeHI/IH MOZKET IPOCTABJIATHCA:

- Ha TEPBOM JIUCTE JTOKYMEHTa (€CHM JTOKYMEHT MMEET TUTYJIbHBIN JUCT, - Ha TUTYJIBHOM
JUCTE) B JIEBOM BEPXHEM Iy Ha YpoBHe rpuda YTBEpKISHHUS WIH IOJ HaUMEHOBaHHUEM
JIOKyMEHTa OJIMKe K HIDKHEMY TI0JTIO);

- Ha MOCJICAHCM JIUCTC JOKYMCHTA 1101 TCKCTOM;,
- Ha JIMCTC COIJ1aCOBAaHU, ABJIAIOIICMCA HEOTHEMJIEMOM YaCThIO AOKYMCHTA.

I'pud cornmacoanus cocrout u3 cioBa COI'JIACOBAHO, nomkHOCTH nHIA, KOTOPHIM
COTJIaCOBaH JIOKYMEHT (BKJIIOYass HAaWMEHOBAHHE OpraHuU3alluu), €ro CcoOCTBEHHOPYYHOMH



MOJMMCH, HHUIIAAJIOB, (DaMUJIHH, JaThl COTJIACOBAHUSI.
[Tpumep -
COI'JTACOBAHO
Hupextop BHUMJIA]
(monmucek) N.0. Oamumnus
Hara

Ecmu cornacosanue OCYHECTBIACTCA KOJUICTHAJIBHBIM OpPraHoOM, B FpI/I(be corjiaCoBaHusa
YKa3bIBalOT CBCIACHUSA 00 opraHe, CorjiacoBaBHIEM AOOKYMEHT, AaT€ W HOMEPE IIPOTOKOJIA, B
KOTOpOM 33(1)I/IKCI/Ip0BaHO pemicHue O COorjiaCoBaHUM. Eciu cornacoBanue OCYIICCTBIIAACTCA
MMUCbMOM, YKa3bIBAOT BUIA MJOKYMCHTA, OpraHHU3allUI0 - aBTOpPa AOKYMCHTA, JaTy W HOMCEP
nucbMa.

[Tpumepsr

1 COI'NTACOBAHO

CoBeToM JUpPEKTOPOB

AO "IIpodunp"

(mpoTokoI OT N )
2 COT'JIACOBAHO

nucbMoM PocapxuBa

oT N

5.21 Bwusza CBUAETENBCTBYET O COMNIACMM WM HECONVIACMM JOJDKHOCTHOIO  JIMIIA
(paboTHHMKA) ¢ coaep)KaHUMEM MIpoeKTa JOKyMeHTa. Buzoil odopmisercss BHyTpeHHee
COIJIACOBAHME JIOKYMEHTAa. Bu3a BKIIOYAeT JODKHOCTh JIMI@A, BHU3HPYIOLIETO JOKYMEHT,
HOJNKCh, pacIn(POBKY MOANMUCH (MHULMAIIBI, (aMUIHIO) U 1aTy BU3UPOBAHMUSL.

[Tpumep -

PykoBoguTens FOpUANYECKOTO OTAEIa

IToamuce N1.0. ®amuinusg

Hara

[Tpu HanM4yMK 3aMedaHuil K TOKYMEHTY BU3Y O(OPMIISIOT CIEAYIOIUM 00pazoMm:
[Tpumep -

3ame4aHus IPUIArarTCs.

PykoBoguTens FOpUANIECKOrO OTaeIa

IToamuce N1.0. ®amunusa



Hara

B opraHmzanusx, TPUMEHSIOIMX CHUCTEMBI  3JEKTPOHHOTO  JIOKYMEHT000O0pOTa,
COIJIACOBAHUE MOXKET MPOBOAMUTHCS B 2NIEKTPOHHOH popme, cormacuo 'OCT P UCO 15489-1.

B AOKYMEHTAX, INOJIMHHHUKKW KOTOPBIX XPaHATCA B OpraHHU3alliy, BU3bI IIPOCTABJIAOT HaA
MOCJICAHEM JIMCTC AOKYMCHTA I10J MOAIHMCBHIO, Ha 060pOT€ IOCICAHECTrO JIHMCTa IOJJIMHHHKA
JOKYMEHTA UJIKM Ha JIUCTE COrjiaCOBaHUsA (BI/I3I/IpOBaHI/IH), ImpujaaraéMom K JOKYMCHTY.

B HCXOOAIINX HOKYMCHTAX BHU3bI IIPOCTABJIAKOTCA HaA JSK3CMILUIAPpAX HOOKYMCHTOB,
nomMemacMabIX B I€JI0.

IIo ycMOTpeHuIo opraHu3anuy MOXET IIPUMEHATHCS NOJUCTHOE BU3MPOBAHUE TOKYMEHTA
U €ro IIPUJIOKEHUH.

5.22 Ilonnuch BKIIKOYAET: HAUMEHOBAHHE JIOJDKHOCTH JIMLA, TOJMHUCHIBAIOIIETO JOKYMEHT,
€ro COOCTBEHHOPYYHYIO MOAIUCH, PACITU(PPOBKY MOIMUCH (MHULUAIIBL, (DaMIITHS).

IIpumep -
I'enepanbHbIi IUPEKTOP [Tonmuce N.0. ®amunus

Ecau HAOKYMCHT O(l)OpMJ'IeH HEC Ha 6HaHKC, B HaAMMCHOBAHHUC AOOJKHOCTH BKIIHOYACTCA
HAaMMCHOBAHUC OpraHu3aluu. I[OHyCKaeTCH HOCHTPOBAaTb HAMMCHOBAHHWEC MOOJDKHOCTH JIMIA,
noAnucaBIICro JOKYMCEHT, OTHOCHUTCIIBHO camMou ,HHHHHOﬁ CTPOKH.

[Tpumep -
I'enepanbHBIN AUPEKTOP
AO "ITpodpuis" [Toanuce N.0. ®amunus

HpI/I Oq)OpMJ'IeHI/II/I JAOKYMCHTA Ha OnaHke JOJDKHOCTHOT'O JIMIIa AOJIDKHOCTH OTOrO JIMila B
MOAIIMCHU HE YKA3bIBACTCA.

IIpumep - [Tognuce N.0. ®amunus
[Ipn nmoamucaHuy JOKYMEHTa HECKOJbKUMHU JOJDKHOCTHBIMU JIMIIAMM, 3aHUMAIOLIUMU

pa3HOE MOJIOKEHNE, UX MOAMMUCU PACIOJIAraroTCs OAHA IOJ JIPYrod B IOCIEA0BATEIBHOCTH,
COOTBETCTBYIOLIEH HEPAPXUH 3aHUMAEMBIX JTOJIKHOCTEH.

ITpumep -
JlupexTop HHCTUTYTA IToamnuce N.0. ®amunus
['maBHbI Oyxranrep IToamuce N.0. ®damunus

HpI/I MNoANMUCAaHUN NOKYMCHTA HCCKOJIbKUMH JIMIIAMHU PaBHBIX JOJDKHOCTEH MX MHOIIHMCH
pacmnojiararorcda Ha OJJHOM YpOBHE.

ITpumep -
3amecTHTeNb qUpeKTopa 1o ¢puHancoBbM BonpocaMm  [loamuces M.0O. Gammus

3aMecTUTENb AUPEKTOPA IO AAIMUHUCTPATUBHBIM BoripocaMm [Toamuce N.0O. @amunus

B JOKYMCHTAax, COCTaBJICHHBIX KOMHCCI/Ieﬁ, B IMOAIMMCHU YKA3bIBACTCA CTATyC JiMIa B
COCTaB€ KOMHCCHH.

ITpumep -
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[Ipencenarens koMmuccuu [Moanuce N.0. Gamunus

YeHbl KOMUCCUH Ioamuce HN.0. ®amunus
Iloamuce N.0. damunus
Tloamuce N.0. ®amnnus

[lpy momnMCcaHWU JOKYMEHTA JIMIIOM, HWCHOJHSIOIUM OO0S3aHHOCTH PYKOBOIUTEIIS,
noanuch opopMIIsieTcs: C yKazaHHEM CTaTyca JOHKHOCTHOTO JIMIA B COOTBETCTBUU C MPUKA30M
(pacriopspkeHHEM ).

[Tpumep -

N.o. renepanbHoro aupekropa I[loanucs N.0. ®amunus
WU

Hcnomustonuii 0053aHHOCTH

TeHEPAIBLHOI0 JUPEKTOpa [Tonnuce N.0. ®amunus

[Ipu nmoanucaHuM JOKYMEHTa JIMIOM, MMEIOUIMM IPaBO MOJIHUCH B Cllydyae BPEMEHHOTO
OTCYTCTBUSl PYKOBOJUTENS, HCIPABICHUS B HAaUMEHOBAaHHE JOJDKHOCTH M pPacmu(pOBKY
(bamMuIuK yXe MOATrOTOBIEHHOIO U COTJIACOBAaHHOI'O MPOEKTa TIOKYMEHTA BHOCATCS OT PYKH WU
C HCIOJb30BaHUEM COOTBETCTBYIOLIMX IuTamnoB. He nomyckaercs CTaBUTh KOCYIO ueprTy,

n n

HaAInucCh 3a nepeq HanMCHOBAHUCM MNOJDKHOCTH JIMIa B IMOANHCH, C€CIM HOKYMCHT
NOoANMUCHIBACT HHOC JOJIZKHOCTHOC JIMIIO.

5.23 OtmeTtka 00 37€KTPOHHOM MOJMMCH UCIIONB3YETCs NMPU BU3YaJIN3aLUHU HJIEKTPOHHOIO
JOKYMEHTA, IIOANNCAaHHOI'O 3JIEKTPOHHOM MOIHUCHIO, C COOIIOACHUEM CIIEIYIOIUX TPeOOBaHUI:

a) MECTO pa3MelIeHHs] OTMETKH 00 S3JIEKTPOHHOM MOIMUCH IOJKHBI COOTBETCTBOBATH
MECTY pa3MeIIeHHs] COOCTBEHHOPYYHOUW TOAMUCH B aHAJOTUYHOM JIOKYMEHTE Ha OyMa)KHOM
HOCHUTEIIE;

0) 2JIEeMEHTBI OTMETKH 00 JIEKTPOHHOM MOAMUCH JOJIKHBI OBITh BUTUMBIMU U YATAEMBIMU
MIPU OTOOPAKEHUU JOKYMEHTA B HATypaJTbHOM Pa3MepeE;

B) JJIEMEHTHl OTMETKH 00 OHJIEKTPOHHOM IOAMUCH HE JOJDKHBI TEPEKPhIBATHCS HIIH
HAaKJIaJIbIBaThCS APYT HA IpYTa;

I') 2JE€MEHThl OTMETKH 00 3JIEKTPOHHOM IMOANMUCH HE JOJDKHBI HEpeKpbIBaTh JIEMEHTHI
TEKCTa JOKYMEHTa U JPyrue OTMETKHU 00 3JIEKTPOHHOM noAnucy (py HAIUYUH).

OTmeTka 00 3JEKTPOHHOM MOJIMCH B COOTBETCTBHM C 3aKOHOJAATENbCTBOM Poccuiickoi
Oeneparun  BKiItoyaeT ¢pazy "J[OKyMEHT MOJMUCAH »AJIEKTPOHHOM MOAINUCHIO", HOMEp
cepTUUKaTa KIIOYa DIEKTPOHHOH MOANMCH, (aMIIIMIO, WMs, OTYECTBO BIaJeNbla
cepTudHKaTa, CpOK JAEHCTBHS cepTuduKaTa Kioya 3JEKTpoHHOM mnoamucu. OTMmerka 00
AIIEKTPOHHOM TOJMUCH MOXET BKJIIOYATh H300paxxeHue repOa, 3MOJeMbl OpraHa BIacTH
(opraHu3anuu), TOBApHOTO 3HAKa (3HaKa OOCITYXHBAHMSA) OPraHU3AIMM B COOTBETCTBUU C
JEMCTBYIOIINM 3aKOHO/IaTEIIECTBOM.

ITpumep -

Ombne- JJOKYMEHT ITOAIINMCAH |
mMa  DJIEKTPOHHOW MOJMUCHIO |
HanmenoBanue | opraHa |
JOJDKHOCTH |BJIaCTI/I | H.H. Hukomnaes



Cepruduxar 1al11aaa000000000011 |
Bnanenen HukomaeB Hukonai HukomaeBny
HeiictBurenen ¢ 01.12.2012 mo 01.12.2017 |

5.24 Ilewarp 3aBepseT NOMJMHHOCTH MOANKCH JOLKHOCTHOTO JIMLA Ha JIOKYMEHTaXx,
YIIOCTOBEPSIOUINX MpaBa JIUL, GPUKCUPYIOMUX (PaKThl, CBI3aHHBIE ¢ (PUHAHCOBBIMU CPEICTBAMH,
a TaKkKe Ha MHBIX JOKYMEHTaX, IPEAyCMaTPUBAIOIIMX 3aBEPEHUE IOANNCU II€YaThlO B
COOTBETCTBUU C 3aKOHOJATENLCTBOM Poccuiickon denepanuu.

JIOKyMEHTBI 3aBEpsIFOT Ie4aThio opraHm3anuu. [ledaTs mpocraBisieTcsi, HE 3aXBaTbIBas
COOCTBEHHOPYYHOUW MOAMKCH JIMIA, TOJIMUCABIIETO JOKYMEHT, HJIHM B MecTe, 0003HAYCHHOM
"MII" ("Mecro nevaru").

5.25 Otrmerka 00 HCIHOJIHUTENE BKIOYACT (PAMIIIMIO, UM M OTYECTBO WCIIOTHHTEIIS,
HoMep ero TtenedoHa. OTMeTKa OO0 WCIOJHUTEIE MOXET JOMOJHIATHCS HAMMEHOBAaHUEM
JOJKHOCTH, CTPYKTYPHOT'O TIOJIpa3elICHUs ¥ 3JICKTPOHHBIM aJpeCOM HCIIOTHHUTEIIS.

Otmerka 00 wucnonHMTeNne OGOPMISETCS Ha JIMIEBOH CTOPOHE MOCIEAHEro JINCTa
JOKYMEHTa OT T'PaHHIIBI JIEBOTO TIOJISI WJIM, TIPH OTCYTCTBUM MECTa, - Ha OOOPOTHOH CTOpOHE
BHU3Y cineBa. Hampumep: 3abenun MBan AnpapeeBuu, KoHTposibHOE ympaBieHHE, BEIyLIUI
crenuanuct, +7(495) 924-45-67, Zabelin@gov.ru

OtmeTka 00 MCTIONHUTENE MOXKET O(POPMIIATHCA KaK HIDKHHA KOJOHTHUTYNI M TeYaTaTbCs
HIpUGTOM MEHBLIETO pa3Mepa.

5.26 OtmeTka O 3aBepeHUU KOMHMHU OQOpMIISIETCS Ji MOJATBEPXKIEHUS COOTBETCTBHS
KOMHMU JOKYMEHTa (BBIMUCKUA U3 JTOKYMEHTA) MOMJUHHHMKY JOKyMeHTa. OTMETKa O 3aBEepeHUuU
KOIIUU IPOCTABIISIETCA 1101 PEKBU3UTOM "TIOJNUCH" U BKIIIOYAET: c10BO "BepHo"; HauMeHoBaHuE
JIOJDKHOCTH JIMLIA, 3aBEPUBIIETO KOIMHIO; €ro COOCTBEHHOPYUHYIO MOAMMUCH; PaclIM(PpPOBKY
NOJANUCH (MHULKAIBI, (JaMIIINIO); ATy 3aBEPEHMsI KOTIUHU (BBIMUCKH U3 IOKYMEHTA).

IIpumep -

BepHo

Wucnekrop ciyxO0bl kaapoB  [loanuch N.0. ®amunus
JlaTa

Ecnu konus BbAaeTcs A NPeICTaBlICHUs B IPYTYIO0 OPraHU3alUI0, OTMETKA O 3aBEPEHUH
KOITUU JIOTIOJTHSIETCSI HAIMUCHI0O O MECTe XPaHEHUS JTOKYMEHTa, ¢ KOTOPOTO ObLIa M3TOTOBJIEHA
kornus ("TloTMHHKUK TOKyMEHTa HAaXOJUTCS B (HAMMEHOBaHUE OopraHu3aiuu) B gene N ... 3a ...
roa") v 3aBepsieTCs MeYaThbi0 OPraHU3alUu.

21.]'[5{ MMPOCTABJICHUSA OTMETKHU O 3aBEPCHUHN KOIINU MOXKET UCITIOJIB30BATHCS HITAMII.

527 OTMerka O TOCTYIUIEHMM JOKYMEHTa CIY)XKUT [ TOATBEepXKIeHHUs (akra
MOCTYIJIEHUSI JOKYMEHTa B OpraHM3allii0 M BKIIOYAET JaTy IMOCTYIUICHUS M BXOJSAIIUI
PETUCTpaAllMOHHBI HOMEp JOKyMeHTa. I[Ipm HeoOXOAMMOCTH OTMETKAa O MOCTYIUIGHUH MOXKET
JIOTIOHATHCST yKa3aHHMEM BPEMEHM IOCTYIJIEHUS B yYacaXx M MHUHYTaX M CHocoba IOCTaBKU
JIOKYMEHTA.

OTMmeTKa 0 MOCTYINICHUH NOKYMEHTA MOXET IMPOCTABJIATHCA € IIOMOIIBIO IITaMIIa.

5.28 Pezontonms COACPKUT yKa3aHWE MO MCHOJHEHUIO JOKyMEHTa. Pe3omouus
odopmisieTcss Ha CBOOOJHOM MecTe pabodero Mojsi JOKYMEHTa, Ha OJIaHKE PE30JIOLUU WU



BHOCHTCS HETIOCPEJCTBEHHO B CUCTEMY JIEKTPOHHOTO JTOKYMEHTO000POTA.

Pe3omtonus BriIrO4aeT: GpaMuiInio, MHUIMAIB UCTIOTHUTENs (MCIOJIHUTENEH), TOpyUeHue
MO0 JOKYMEHTY, MpU HEOOXOJUMOCTH - CPOK HCIHOJIHEHHMs], TMOINUCH JIMIA, BBIHECIIETO
PE30IIIOLIHIO, TATy PE3OJIOLIUH.

IIpumep -

®amunus N.0.

[Ipomy moaroroButh npemyoxenus k 10.11.2016.
Iloamuce

Hara

5.29 OrMeTka O KOHTPOJE CBUACTEILCTBYET O IIOCTAHOBKE JOKYMEHTa Ha KOHTPOJb,
npoctasisiercs mramnoM "KoHTposs" Ha BepXHEM 10JIe TOKYMEHTA.

5.30 OT™MeTKka 0 HaIpaBIEHUHU JOKYMEHTA B JIEJI0 OMpEeIseT MECTO XpaHeHHs JOKYMEHTa
MOCJIe 3aBEpIICHUsI padOTHl C HUM M BKJIIOYAeT: ciioBa "B geno", uHaekc nena mo HOMEHKIaType
Jiell, B KOTOpOE IMOMeENIaeTcsl JOKYMEHT Ha XpaHCHHe, C yKa3aHHEeM rojia, JOJDKHOCTH JIMIA,
Oq)OpMI/IBHIGFO OTMCTKY, ITOAIIMCH, JATHhI.

ITpumep -

B neno N 01-18 3a 2016 .

3aB. OT/JIEJIOM KOPIIOPATHUBHBIX MTPOCKTOB
IToamuce ara

OtmMmeTKa o HaIlpaBJICHUU NOKYMCHTA B ACJIO MOKET AOIOJIHATHCA KPATKUMHU CBECACHUSAMU O
XapaKTEpeC UCIMOJIHCHUA TOKYMCHTA.

6 branku 1OKyMeHTOB

6.1 Jlna wmsroromieHus: O6JaHKoB JOKymMeHTOB, coriacHo ['OCT P 7.0.8, ucnonb3yercs
oymara ¢gopmatoB A4 (210 x 297 mm), A5 (148 x 210 mMm); I HU3rOTOBIEHUS OIAHKOB
pe3odonuii ucnoiszyercs oymara popmatoB AS (148 x 210 mm), A6 (105 x 148).

Ka)K,[[BIfI JIMCT NJOKYMCHTA, O(l)OpMJ'ICHHBIfI Ha OnaHke miu 0e3 HECTO, JOJKCH UMCTD II0JIA
HC MCHEC!

20 MM - JIeBOE;
10 mm™ - paBoe;
20 MM - BepxHee;
20 MM - HUXKHEE.

JIOKyMeHTBI JUTUTENbHBIX (CBhIIIE 10 JeT) CPOKOB XpaHEHUSs JOKHBI UMETh JIEBOE T0JIe HE
menee 30 MM.

6.2 OpraHuzaly HUCHONB3YIOT OJaHKKM JIOKYMEHTOB, H3TOTOBJIEHHbIE Ha OyMa)kKHOM
HocuTene (ONaHKM JOKYMEHTOB (pefiepalibHBIX OpPraHOB TOCYJAApCTBEHHOM BIAacTh ¢
BocmpousBenieHneM ['ocymapcTtBeHHoro repba Poccuiickoit ®enmepanuu  M3roTaBIWBAIOTCS
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NOJIUrpagpUUecKUMH TPEANPHUATASIMH, UMEIOIIUMH CEepPTU(PUKATHI O HATMYUHM TEXHUYECKUX U
TEXHOJOTUYECKUX BO3MOXKHOCTEH Ui KAueCTBEHHOTO M3TOTOBJICHUS YKa3aHHOTO BHJA
OPOAYKIMH) W/WIN DIIEKTPOHHBIE MMAa0IOHBI OnaHKOB. braHku Ha OyMa)kHOM HOCHUTENE U
JIEKTPOHHBIE IA0TOHBI OJIAHKOB JOJDKHBI OBITh MAEHTHYHBI 110 COCTaBY PEKBH3UTOB, HOPSIKY
UX PAcCIONIOKEHHSI, TapHUTYpaM mpudra.

bnanku JOKYMCHTOB Ha 6YMa}KHOM HOCHUTCJIE W DJJICKTPOHHEBIC 1a0JIOHBI 0JIaHKOB
HU3roTaBJIMBAOTCA Ha OCHOBAHHHW MAaKCTOB 6HaHKOB, YTBCPKAACMBIX  PYKOBOIUTCIICM
OpraHu3aiuu.

bnanku 1OKyMEHTOB cieqyeT HM3roTaBIMBaTh Ha Oeyoil Oymare miam Oymare CBETJIBIX
TOHOB.

DNeKTpOHHBIE MIA0NOHBI OJAHKOB JOKYMEHTOB JOJDKHBI OBITh  3allMIIEHBI  OT
HECAHKIIMOHUPOBAHHBIX U3MEHEHUH.

6.3 bnanku noxkymeHTOB odopmisitorcs B cooTBeTcTBUM ¢ [Ipunoxenuem b.
OpueHTHPOBOYHBIE TPAHUIIBI 30H PACIIOJIOKEHHS PEKBU3UTOB 0003HaUEHBI MyHKTUPOM. Kaxkas
30HAa ONPENENAETCS COBOKYITHOCTBIO BXOJSIINX B HEE PEKBU3UTOB.

6.4 B 3aBUCHMOCTH OT pAcCIOJOXCHHUS PEKBU3UTOB YCTAaHABIMBACTCS JBAa BapUaHTa
0J1aHKOB - yrioBoii (pucyHok b.1) u mpononbublil (pucyHok b.2).

6.5 PexBusursl 01, 02, 03 pacrosiaratoTcsi Ha BEpXHEM I10JI€ JJOKYMEHTa HaJl PEKBU3UTOM
05 mo cepenuHe 30HBI, 3aHATON 3TUM PEKBU3UTOM.

PexBusut 03 MokeT pacnonaratbcs cieBa Ha ypoBHE pekBusuta 05.

PexBusutser 05, 06, 07, 08, 09, 13, orpannunTenbHBIE OTMETKH 7151 pekBU3uTOB 10, 11, 12 B
mpeJienax TPaHul] 30H PAcTONI0KEHHUS PEKBU3UTOB Pa3MEIIAt0TCs OJJHUM U3 CIIOCO00B:

- [IGCHTPOBAHHBIM (HA4aj0 U KOHELl KaKJJOM CTPOKH PEKBU3UTOB PaBHO YAaJI€HbI OT I'PAaHUI]
30HBI PaCIOJIOKEHUSI PEKBU3UTOB);

- (rnaroBelM (Kakaas CTpPOKa PEKBU3MTOB HAYMHAETCS OT JIEBOW TIpaHMIIBI 30HBI
PacIoJIOKEHUsI PEKBU3UTOB).

6.6 YcTaHaBIMBAIOTCS CIIEAYIOIINE BUbI OIAHKOB JJOKYMEHTOB OpraHU3alllu:
- 00mmHii OJ1aHK;

- OJIaHK ITHChMa;

- OJTaHK KOHKPETHOTO BU/Ia JOKYMEHTA.

HopMaTuBHBIMY MpaBOBBIMH aKTaMH OpPraHU3allMK YCTaHABIUBAIOTCS BUJIbI IPUMEHSIEMBIX
0JIaHKOB M UX Pa3HOBUAHOCTH (ONaHK MHCbMa CTPYKTYPHOIO Mojpa3zesieHusi, OJlaHK MUchMa
JIOJDKHOCTHOTO JIMIIA, OJTaHK MpHKa3a, OJIaHK pacHopsbKeHHs, OJIaHK IPOTOKOJIA U Ap.).

OO6pa3iiel 0JaHKOB TOKYMEHTOB TIPUBECHBI B TPUIIOKEHHUH b.

6.7 OOumii OJaHK HWCMONB3yeTCs AJII W3TOTOBICHHS JIOOBIX BUAOB JOKYMEHTOB, KpOME
JIEJIOBOTO (CIYKEOHOT0) MIChMA.

OOmuit 6;1aHK B 3aBUCUMOCTH OT YUPEAUTEIbHBIX JOKYMEHTOB OpPraHU3alUU U JIOKAJIbHBIX
HOPMAaTHBHBIX akTOB BKiItovaeT pekBu3uthl 01 (02 umm 03), 05, 06, 07, 13 u orpaHuYUTENIbHBIE



OTMETKHU Jy1s pekBuszuToB 10, 11, 16, 17.

brnank nmucebMa B 3aBUCUMOCTH OT YYPEIUTENbHBIX JOKYMEHTOB OPTaHU3alUU U JIOKAJTbHBIX
HOPMATHBHBIX akTOB BKJtouaeT pekBu3uThl 01 (02 wm 03), 05, 08, orpaHuYUTENbHBIE OTMETKH
mns peksusuroB 10, 11, 12, 15, 17. bnaHk mnucbMa CTPYKTYpHOTO MOApa3/eIeHUs
JIOTIOTHATETFHO BKITIOYaeT peKBU3UT 06, OTaHK MUChMa JOHKHOCTHOTO JUIA - PeKBU3UT (7.

brnank KOHKpETHOrO BUJa JOKYMEHTa, KpOME MUChMa, B 3aBUCUMOCTH OT YUYpPEIUTEIbHBIX
JIOKyMEHTOB OpPTraHM3allMM U JOKAJIbHBIX HOPMATHUBHBIX IIPABOBBIX AKTOB BKJIIOUAET PEKBU3UTHI
01 (02 mmm 03), 05, 09, 13 u, npu HEOOXOAUMOCTH, OTPAHUYUTEIBHBIC OTMETKH JIJISl TPAHMI] 30H
pacnonoxenus peksusutos 10, 11, 16, 17. biaHk KOHKPETHOTO BHJ1a TOKYMEHTA CTPYKTYPHOIO
MoJipa3iesieHus JOIOJIHUTENBHO BKIIIOUaeT peKBU3UT 06, 651aHK JOIKHOCTHOTO JIMIA - PEKBU3ZHUT
07.

6.8 B opramax Bractu u opraHuzanuax cyowpekTtoB Poccuiickoii ®enepanuu,
UCIIOJIB3YIOUIUX HApsAy C PYCCKUM S3BIKOM KaK TOCYAapCTBEHHBIM sA3bIKOM Pocculickoi
Oenepaiii  TOCYAAPCTBEHHBIM  SI3BIK  (TOCYIApCTBEHHBIC SI3BIKH) PECIYOJIMK B COCTaBe
Poccuiickoit ®enepanuu, MCHOIB3YIOTCS ONaHKH JOKYMEHTOB Ha PYCCKOM SI3bIKE U
TOCY/IapCTBEHHOM SI3BIKE (SI3bIKaX) pecnyOnmk B coctaBe Poccuiickoit denmepamnuu: yrioBbie
(pexBU3UTHl ONaHKa pacrojarailTcs Ha OJHOM YypOBHE: Ha PYCCKOM sI3bIKE - CIlieBa, Ha
rOCY/IapCTBEHHOM sI3BIKE (SI3BIKaX) peciyOiuK B cocTaBe Poccuiickoii denepanuu - cripaBa) win
MPOJOTbHBIE (BCE PEKBU3HUTHI OJaHKAa Ha PYCCKOM SI3BIKE - CBEpPXY, HIKE - BCE PEKBH3UTHI
0J1aHKa Ha TOCYIapCTBEHHOM SsI3bIKe (s13bIKax) pecnyOsnk B coctaBe Poccuiickoit deneparun).

JUis mepenucku ¢ HMHOCTPAHHBIMU KOPPECHOHJEHTAMHU MCIOJB3YIOT OJIaHKM Ha JABYX
A3bIKaX - pyCCKOM M aHIJIMICKOM (IpuiioskeHre B.8) nir nHOM MHOCTPAHHOM SI3BIKE.

[Tpunoxenue A
(cipaBoYHOE)
PACITOJIOXKEHUE PEKBU3NUTOB HA TUTYJIBHOM JIMCTE JOKYMEHTA
HanmenoBanue opranuzanuu
I'pud cormacoBanms TOKyMeHTa I'pud yrBep)kaeHUs JOKyMEHTa

HanmenoBanune BHUJa TOKYMCHTA
3aroioBoK K TCKCTY

['pud cornmacoBaHus JOKyMeHTa
Mecto coctaBieHus (M34aHUs) TOKYMEHTA - FOJl U3AaHUS TOKyMEHTa

Pucynoxk A.1 - PacnionoskxeHne peKBU3UTOB Ha TUTYJIbHOM
JUCTE JOKYMEHTa



[Ipunoxenue b
(cipaBouHOE)
CXEMBI PACIIOJIOXKXEHMA PEKBU3UTOB IOKYMEHTOB
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Pucynok b.1 - PacnionoxeHnue pekBU3UTOB U I'PAHULIBI 30H
Ha popmate A4 yrioBoro OiaHka
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Pucynok b.2 - PacnionoxeHnne peKBU3UTOB U TPAHUIIBI 30H
Ha opmaTe A4 MPoaOIBLHOTO OJIaHKa




OBPA3IIbI BJIAHKOB TIOKYMEHTOB
Pocapxus

denepanbHOE OFOHKETHOE YUPEKICHHE
"Bcepoccuiickuil Hay4HO-HCCIEA0BATENbCKUI HHCTUTYT
JOKYMEHTOBEICHHS ¥ apXHBHOTO Jena"
(BHUMJAL)

MocxkBa

Pucynox B. 1 - O6pa3erns obiiero 6j1anka opraHu3aluu

Pocapxus

DenepanbHOE OIOIKETHOE YUPEKICHHUE
"Bcepoccniickuii Hay4HO-
HCCIEA0BATENbCKUN HHCTUTYT
JOKYMEHTOBEJIEHUS U apXUBHOTO Jiena”
(BHUNOALN)

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

Ha N oT

Pucynok B.2 - O6pa3en yrinoBoro 0j1aHka MuchbMa OpraHU3aluu

Pocapxus
denepanbHOE OFOKETHOE YUpEKICHHUE
"Bcepoccniickuii Hay4HO-UCCIIEI0BATEIbCKUI HHCTUTYT

JTOKyMeHToBeAeHus u apxuBHoro nena" (BHUUIAL)

[Tpodcorosnas yi., 1. 82, Mocksa, 117393

[Ipunoxenue B

(cipaBoYHOE)



Ten./daxc (495) 718-78-74 e-mail:mail@vniidad.ru;
http://www.vniidad.ru
OKIIO 02842708; OI'PH 1027700380795;
WHH/KIIIT 7708033140/771001001

N

Ha N oT

Pucynox B.3 - O6pa3zer; npoosibHOTO O1aHKA MMChMa OpraHU3aIuu

Pocapxus

denepanbHOE OFOKETHOE YUPEKICHHE
"Bceepoccuiickuii HaydHO-HCCIE10BaTENbCKUIT HHCTUTYT
JOKYMEHTOBEJICHHS 1 apXUBHOTO e
(BHUHUJAL)

JAUPEKTOP

[Tpodcoro3nas yi., a1. 82, Mocksa, 117393
Ten./daxc (495) 718-78-74 e-mail:mail@vniidad.ru;
http://www.vniidad.ru
OKIIO 02842708; OI'PH 1027700380795;
WMHH/KIIIT 7708033140/771001001

N

Ha N oT

Pucynok B.4 - O0pazen npoaoiabHOro 0j1aHka nucbMa
JOJPKHOCTHOTO JIMLIA

Pocapxus

denepanbHOE OHOKETHOE YUpEKICHHUE
"Bcepoccniickuii HaydHO-UCCIIEI0BATEIbCKUI HHCTUTYT
JIOKYMEHTOBE/ICHUS U apXUBHOTO Jiena”
(BHUMNIOAL)

OTPACJIEBOM LIEHTP ITOBBIIIEHU ST KBAJIU®UKAILIIN

[Tpodcoro3nas yi., 1. 82, Mocksa, 117393
Ten./daxc (495) 718-78-74 e-mail:mail@vniidad.ru;
http://www.vniidad.ru
Ten./daxc (495) 718-79-38; e-mail:ocpk@vniidad.ru
OKIIO 02842708; OI'PH 1027700380795,
WHH/KIIIT 7708033140/771001001
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Pucynox B.5 - O6pazern npoosbHOTro 01aHKa MMChMa
CTPYKTYPHOTO TOJIpa3/ieJICHuUs

Pocapxus

denepanbHOE OOKETHOE YUPEKICHHE
"Bcepoccuiicknii HayqHO-HUCCIIEI0BATELCKUI HHCTUTYT
JIOKYMEHTOBEICHUS U apXUBHOTO Jiena”
(BHUNJAL)

ITPUKA3

MockBa

Pucynok B.6 - O6pazer 01aHka KOHKPETHOTO BUAA
JTOKYMEHTA OpraHu3aluu

Pocapxus
®enepanibHOE OIOJKETHOE YUPEKACHHE
"Bcepoccuniicknii Hay4HO-HCCIIEN0BATENBCKUI HHCTUTYT
JIOKYMEHTOBEICHUS U apXUBHOTO Jiea"
(BHUMNIOAL)
JUPEKTOP

PACITIOPAKEHUE

MocxkBa

Pucynok B.7 - O6pa3er 61aHKa KOHKPETHOTO BUJIa TJOKYMEHTa
JOJPKHOCTHOTO JIMLIA

Pocapxus

denepanbHOE OIOHKETHOE YUPEKICHHE
"Bcepoccuiickuii Hay4HO-HCCIE10BaTENBCKIUIT HHCTUTYT



JIOKYMEHTOBEACHUS U apXUBHOTO Jiesa"
(BHUMJA)

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

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

Profsoyuznaya ul., 82, Moscow, 117393
Tel./Fax (495) 718-78-74; e-mail:mail@vniidad.ru;
http://www.vniidad.ru
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Pucynok B.8 - O0pa3zer; npoaoiabHOro 0jiaHka MMChMa OpraHUu3aliu
Ha JBYX SI3bIKaX
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KiroueBble cioBa: opraHu3aliMOHHO-PACHIOPSIMTENbHAs TOKyMEHTalus, 0hopMIIeHUE
JIOKYMEHTa, OJIaHK JOKYMEHTa, pEKBU3UT IOKYMEHTa




