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Hara BBegenus - 2017-07-01
Mpepaucnosue

1 PABPABOTAH ®denepanbHbIM OIOKETHBIM yUpEKIACHUEM "Bceepoccuiickuit
Hay4YHO-HCCIICIOBATEIIbCKUI MHCTUTYT JMOKyMeHToBeneHus u apxuBHoro aema" (BHUNIAI) denepanbHOTo
apXUBHOTO areHTCTBA

2 BHECEH Texuunueckum komuteToM 1o cranmaptusanuu TK 191 "Hayuno-texHuueckast nHGopManus,
OUOIMOTEYHOE U M3/IaTeIbCKOE 0"

3 YTBEPXJIEH U BBEJEH B JIEMCTBUE IIpukazom PenepanibHOr0 areHTCTBA MO TEXHHYECKOMY
peryiIMpoBaHUIO U MeTposioruu ot 8 nexadpst 2016 . N 2004-ct

4 B HacTodIleM cTaHAapTe peaau3oBaHbl HOpMBI DenepanbHbiX 3akoHOB OT 27 utons 2006 . N 149-D3
"O6 unpopmanuu, WHPOPMANMOHHBIX TEXHOJOTHSIX M O 3amuTe uHpopmarmu', ot 22 okrsaops 2004 r. N
125-®3 "O6 apxuBHOM aene B Poccuiickoit denepanyn”

5 BBAMEH I'OCT P 6.30-2003

[IpaBuna mpuMeHEHUs HACTOSIIETO0 CTaHAApTa yCTAaHOBIEHBI B cTarbe 26 denepanbHOro 3akoHa oT 29
uionst 2015 ©. N 162-®3 "O crangaptuzanuu B Poccuiickoit @enepauun". Mudopmarus 06 M3MEHEHUSIX K
HACTOSIIEMY CTaHAAapTy MyONHKyeTcs B €XerogHoM (MO0 COCTOSHUIO Ha 1 sHBaps TEKyLIero Troja)
nHpOopMaMOHHOM yKa3areie "HamuoHanbHble cTaHmapThl', a oQUIHATBHBIA TEKCT U3MEHEHHH U MPaBOK - B
eXKeMecIYHOM HMH(pOpMalMOHHOM Yyka3zaTene "HanuonansHbie cTanmapThl'. B ciiydae mepecmorpa (3aMeHbI)
WIK OTMEHBI HACTOAIIETO CTaHAAapTa COOTBETCTBYIOIIECE YBEIOMIICHHE OyIeT OmyOIMKOBaHO B OnvkaiiieM
BBIITYCKE €XKEMECAYHOTO HH(pOpManuoHHOTO Yykazatenss "HamwonanbHbie craHaapthl'. COOTBETCTBYIOIIAS
nH(pOopMaIs, YBEIOMICHHUE U TEKCThI pa3MEIaroTCs B MH()OPMAIMOHHON CUCTEME OOIIEro MoJib30BaHUs - Ha
odunmansHoMm caiite denepanbHOr0 areHTCTBA MO TEXHUYECKOMY DPETYIMPOBAHHIO U METPOJIOTMH B CETH
HNurtepuer (www.gost.ru).

Hactosimuii cranmapr He MOXeT ObITh MOJHOCTHIO WM YaCTUYHO BOCIPOU3BEACH, TUPAKUPOBAH U
pacmpocTpaHeH B KadecTBe OQUIIMAIBHOTO Wu3MaHus 0Oe3 paspemieHus DenepanbHOrO areHTCTBa IO
TEXHUYECKOMY PETYIMPOBAHUIO U METPOJIOTHH




1 O6nacTb NnpuMeHeHus

Hacrosmuii cranmapt pacnpocTpaHseTcsl Ha OpraHU3aIl[MOHHO-PACTIOPSAUTENbHBIC JOKYMEHTHI: YCTaBhI,
IMOJIOKCHU, IIpaBUJIa, HHCTPYKIUH, PEIIIAMCHTBI, IMMOCTAHOBJICHUA, PACIOPAKCHUA, IIPHUKa3bl, PCIICHHA,
MIPOTOKOIIBI, IOTOBOPHI, aKThl, MHChMA, CIIPaBKU M JIp. (Zajee - JOKYMEHTHI), B TOM uucie BkItoueHHble B OK
011-93 "O6mepoccuiickuii kiaccudukarop ynpasieHdeckort nokymentanuu" (OKYI), kmacc 0200000.

HacTosmuii ctangapT ompenenseT COCTaB PEKBU3UTOB JOKYMEHTOB; MpaBuiia UX OGOPMIICHHS, B TOM
Yucjac ¢ NpUMCHCHHUEM I/IH(bOpMaHI/IOHHI)IX TGXHOHOFI/Iﬁ; BHU/IbI 6J'IaHKOB, COCTaB PCKBU3UTOB 6J'IaHKOB, CXEMBbI
pacIoIOKEeHUsT PEKBU3UTOB HA JOKYMEHTE; 0Opa3ibl OJAHKOB; MpaBWJIa CO3JaHHs TOKYMEHTOB. [lonoxeHus
HACTOSIIECTO CTaHAAPTA PACIIPOCTPAHSIIOTCS Ha IOKYMEHTHI Ha OyMa)KHOM U DJIEKTPOHHOM HOCHTEIISIX

2 HopmaTuBHbIe CChINKU

B HacTosiem ctangapTe UCHOIb30BaHbl HOPMATHUBHBIE CCHUIKHM HA CIIEIYIOIINE CTaHAAPThI:

I'OCT P 7.0.8 Cucrema crangaptoB 1o uH(MOpPMAIUW, OWOIUOTEYHOMY U H3IATCIILCKOMY JICTy.
J1enonpou3BOACTBO U ApXUBHOE JIeJI0. TEPMHUHBI U OTIPEICICHUS

I'OCT P UCO 15489-1 Cucrema craHaapToB 1o WHGOpMAIUHU, OMOITHOTCYHOMY U M3IATEIIBCKOMY JICTTY.
VYnpasnenue nokymentamu. O61ue TpeGoBaHUs

[Ipumeuanne - Ilpu TNONB30BAaHMHM HACTOSIIIMM CTAaHIAPTOM IIEJI€CO00pa3HO MPOBEPUTH JACHCTBUE
CCBUIOYHBIX CTaHAAPTOB B HMH(POPMAIMOHHON CHCTEME OOINEro IMOJb30BaHUA - Ha O(HIIMAIBPHOM CaiTe
®denepadbHOTO areHTCTBA MO TEXHUYECKOMY PETYJIUPOBAHMIO W METPOJIOTMM B ceTu VHTepHET Wi 1o
eXKerogHoMy HH(}OpMalMOHHOMY YKa3zarento "HamuoHanbHble CTaHAapThl", KOTOPBI OMYyOJUKOBAaH 110
COCTOSHMIO Ha | SIHBaps TEKyIIETo Toja, W IO BBITYCKAM EXKEMECSIHOrO HH(DOPMAIMOHHOTO YKa3aTels
"HauuvonaneHble crangaptbl" 3a TeKywuid rog. EciM 3aMeHeH CChUIOYHBIA CTaHAApPT, Ha KOTOPBIM JaHa
HEJaTUPOBAaHHAS CChLIKA, TO PEKOMEHIyEeTCSl HCIOIb30BaTh JICUCTBYIOINIYIO BEPCUIO 3TOTO CTaHAapTa C y4eTOM
BCEX BHECCHHBIX B JIAHHYIO BEPCHIO M3MEHEHHU. EciiM 3aMEHEH CCBhIIOYHBIM CTaHIApT, Ha KOTOPBIM JaHa
JATUPOBAHHAS CChUIKA, TO PEKOMEHAYETCS MCIIOJIb30BaTh BEPCHUIO ATOTO CTAHJAPTa C YKa3aHHBIM BBIIIE TOIOM
yTBepkAeHUs (MpuHATHSA). Ecnm mocrne yTBep»AeHHS HACTOSIIETO CTaHAapTa B CCBHUJIOYHBIA CTaHIApT, Ha
KOTOPBI JaHa JaTUPOBAHHAs CChLJIKA, BHECEHO W3MEHEHHE, 3aTparuBaroliee MOJOXKEHUE, Ha KOTOPOE JaHa
CCBIJIKA, TO ATO TOJIO)KCHHE PEKOMEHIYETCS NMPUMEHATh 0e3 ydeTa JaHHOTO M3MEHEHHUs. Ecim CChIIOYHBIM
CTaHJapT OTMEHEH 0e3 3aMEHbI, TO TOJIOKEHHE, B KOTOPOM JIaHa CChUIKA Ha HETO, PEKOMEHAYETCS IPUMEHSTH B
YacTH, HE 3aTParuBaroIIeH 3Ty CChUIKY.

3 O6wme TpebOBaHUA K CO34aHMIO AOKYMEHTOB

3.1 JIokyMeHTHI MOTYT CO37[aBaTbcs Ha OyMa)KHOM HOCHUTENIC W B DJIEKTPOHHOH (opMe ¢ coOIroneHueM
YCTaHOBJICHHBIX MPaBUI 0OPMIICHHS TOKYMEHTOB.

3.2 Ilpu co3maHuM OOKyMEHTa Ha JIByX M 0ojee CTpaHHUIaX BTOPYIO M TOCIEAYIOUINE CTPaHHIIBI
HYMEpPYIOT.

Homepa cTpanui] mpocTaBisioTCa MOCEPEIMHE BEPXHErO MOJs JOKyMEHTa Ha paccTossHUM He MeHee 10
MM OT BEpPXHETo Kpas JIMCTa.

Jlomyckaercsi co3naHue JOKYMEHTOB Ha JIMLEBOW M 00OpOTHOW cTOpoHax smcTa. IIpu aBycropoHHEM
CO3/IaHUU JIOKyMEHTOB IIMPHUHA JIEBOTO IOJISI HAa JIMIEBOM CTOPOHE JIMCTAa M IMPaBOro Mojs Ha 0OOPOTHOM
CTOPOHE JIMCTA JIOJIKHBI OBITH PAaBHBI.

3.3. ns co3maHusl JOKYMEHTOB HEOOXOIUMO HCIONb30BAaTh CBOOOAHO paclpoCTpaHseMble OecIiaTHbIE
HPUQTHL.

s opopmiieHus: JOKYMEHTOB PEKOMEHIyeTCsl MCII0Ib30BaTh pasMepsl mpudToB N 12, 13, 14.

[Tpu cocTaBieHnH TaOIUI] IOMYCKAETCs UCTIONB30BaTh MPH(TH MEHBIINX Pa3MEpOB.

(m. 3.3 B pen. Msmenenns N 1, yrB. [Ipuka3zom Poccranmapra ot 14.05.2018 N 244-cT)

3.4 AG3anHBIl OTCTYH TEKCTa TOKyMeHTa - 1,25 cm.

3aroJ0BKU pa3zesioB U MOAPA3/IeiIoB MeyaTatoTcs ¢ ab3alHbIM OTCTYIIOM WX IIEHTPUPYIOTCS MO LIUPUHE
TEKCTA.

MHorocTpoyHble pPEKBU3UTHI [EYATAIOTCS Yepe3 OJUH MEKCTPOUHBIM HMHTEpBaJ, COCTaBHbIE YacTH
PEKBU3HUTOB OTIETISIOTCS IOMOJIHUTEIbHBIM UHTEPBAJIOM.

Texkcr nokyMeHTa niedyaraercs yepes 1 - 1,5 MexXCTpOUHbIX HHTEpBAA.

Ecin 1OKyMEHT TOTOBUTCA ISl M3JaHUS C yMEHbIIEHHWEM MacmTada, TEKCT IedaTaeTcsl 4epe3 JABa
WHTEpBaa.

WuTtepBan Mexy OyKBaMH B CIIOBax - OOBIYHBIN.




WHTepBasl MEXy CIIOBAMHU - OJIUH NPOOEI.

3.5 Texct noxkymMeHTa BBIpAaBHHUBAETCS IO HIMpPUHE JHUCTa (1O IpaHULAM JIEBOTO M IPaBOro mnojei
JIOKYMEHTA).

JlnuHa caMoil JIMHHOM CTPOKM PEKBU3UTA IIPU YIIIOBOM PACIIONIOKEHUU PEKBU3UTOB He Oosee 7,5 cM.

JlinHa caMoif JUTMHHOM CTPOKH PEKBU3UTA MPH MTPOI0JILHOM PACIONIOKEHHH PEKBU3UTOB He Oosee 12 oM.

3.6 HopmaTuBHBIMU MpaBOBBIMH AaKTaMH OpraHMU3AaIlMM MOXET OBbITh IpPEeIyCMOTPEHO BBIJIEICHHUE
pekBu3nTOB "ampecar”, "3aroloBOK K TeKCTy" WiM "HOANMUCH", a TakkKe OTIENbHBIX ()ParMEHTOB TEKCTa
MOJTY>KUPHBIM HIPUPTOM.

3.7 HopmatuBHBIE MPABOBBIC aKThl OPraHU3AIUM, a TAKKe MHbIE MHOT'OCTPAaHHYHBIE JOKYMEHTBHI MOTYT
opopMISATECS C THUTYNBHBIM JIHCTOM. THTYIBHBIA JIUCT JOKyMeHTa O(OpMIISeTCss B COOTBETCTBHU C
MPUIIOKEHUEM A.

4 PeKBU3UTbI AOKYMEHTa

[Ipu mnomrotoBke u O(GOPMIECHUH JOKYMEHTOB HCIHONB3YIOT PEKBU3UTHI, OMPEICNICHUS KOTOPBIX
npusenensl B [OCT P 7.0.8

01 - rep6 (T'ocymapctBennsiii rep6 Poccuiickoit denepanuu, repd cyobekra Poccuiickoit @enepammu,
rep0 (repaabIUYeCKHid 3HAK) MyHHUIIMITAILHOTO 00pa30BaHUs ),

02 - smbOneMa;

03 - ToBapHBIi 3HaK (3HAK OOCITYKUBaHUS);

04 - xon hopMBI TOKYMEHTA;

05 - HauMeHOBaHKE OpraHU3AIH - AaBTOPA JIOKYMEHTA;

06 - HanMeHOBaHHEe CTPYKTYPHOTO MO/Ipa3AesieHus - aBTOpa JIOKyMEHTa;

07 - HauMeHOBaHWE JOKHOCTH JIMIIA - aBTOPA JOKYMEHTA;

08 - cipaBOoYHBIE JaHHBIE 00 OpPraHU3alINY;

09 - HaumeHOBaHWE BUJIa JOKYMEHTA;

10 - nara noxymeHTa;

11 - perucTpaliliOHHBIN HOMEP TOKYMEHTA;

12 - cchliika HA PEerUCTPALlMOHHBIN HOMED U AaTy MOCTYIMHUBIIETO TOKYMEHTA;

13 - mecTo cocTaBiieHus (U31aHM) TOKYMEHTA;

14 - rpud orpanmydeHus A0cTyna K 10KyMEHTY;

15 - appecar;

16 - rpud yTBEpKICHHS TOKYMEHTA;

17 - 3aro0BOK K TEKCTY;

18 - TeKCT TOKYMEHTa;

19 - oTMeTKa 0 NPUIIOKEHUU;

20 - rpuc cormacoBaHusl JOKYMEHTA,

21 - Bu3a;

22 - IOJMHCE;

23 - oTMeTKa 00 AIEKTPOHHOH MOIIHCH;

24 - meyars;

25 - oTMeTKa 00 UCIIOIHUTEIE;

26 - OTMETKa O 3aBEPEHUU KOIIHH;

277 - OTMETKA O MOCTYIUICHUU JOKYMEHTA;

28 - pesosonus;

29 - oTMeTKa O KOHTPOJIE;

30 - oTMETKAa O HANpaBJICHUU JOKYMEHTA B JIEJO.

5 OchopmneHue peKBU3NTOB [OKYMEHTOB

5.1 T'ep6 (T'ocymapctBennslii rep6 Poccuiickoit denepanum, repd cyonekra Poccuiickoit deneparuu, repo
(repanbAMYECKUN 3HAK) MYHHUIIMIIAJLHOTO OOpa30BaHUs) BOCIPOW3BOJAUTCS Ha OJaHKaX JOKYMEHTOB B
cootBeTcTBUM ¢ DenepanbHbIM KOHCTHTYIIMOHHBIM 3akOHOM OT 25 nexadbps 2000 . N 2-®K3 "O
T'ocynapctBennom repbe Poccuiickoit @eaepanmu'", 3aKOHOAATEILHBIMA M MHBIMA HOPMaTHUBHBIMHU TTPAaBOBBIMHU
akTaMu CcyOBbekToB Poccuiickoit denepanii ¥ HOPMATUBHBIMH IPABOBBIMHU AaKTaMHU OPTaHOB MECTHOTO
caMOyTpaBJIeHHUS.

Nzob6paxenne repda (I'ocymapctBeHHoro, cyonekta Poccuiickoit Denepaiuu, repba (repaibIudecKoro




3HaKa) OpraHa MECTHOTO CaMOYIIPAaBJICHHUs) MOMEIIAETCS M0 CepeIHEe BEpXHEro Mojs OlaHKa JOKyMEHTa Haj
PEKBU3UTaMH OpPraHU3alliy - aBTOpa JOKYMEHTa, Ha paccTosHUU 10 MM OT BEpXHETO Kpas JHCTa.

5.2 DMbnema opraHusanuu, pa3padoTaHHasS U YTBEP)KJICHHAS B YCTAHOBJICHHOM IOPSIIKE, pPa3MellaeTcs B
COOTBETCTBUM C HOPMAaTHBHBIMHU IPAaBOBBIMU aKTaMU Ha OJlaHKaxX: JOKyMEHTOB (enepaibHbIX OpPraHoB
TOCYAapCTBEHHOW BIACTH (32 MCKIIOYEHHEM CIIy4aeB, MPeayCMaTPUBAIONIMX HCIOJNb30BaHUE H300pakeHus
TocynapctBennoro repba Poccuiickoit ®enepanuu), TEppUTOPUAIBHBIX OPraHOB (elepalbHbIX OpPraHOB
TOCYIapCTBEHHOW BJIACTH, TOCYJApPCTBEHHBIX M HETOCYHApCTBEHHBIX OpraHuzanuid. M3o0paskeHue sMOIEMBbI
MOMEIIAETCsl 10 CepelMHE BEpXHEro mojsi OJiaHKa JOKyMEHTa HaJl PEeKBU3UTaMHM OpraHMU3alMM - aBTOpa
JOKyMEHTa, Ha paccTossHUU 10 MM OT BEpXHEro Kpast JTUCTa.

5.3 ToBapHbIif 3HaK (3HAK OOCITYKHUBaHUA), 3aPETUCTPUPOBAHHBIN B YCTAHOBICHHOM 3aKOHOJATEIILCTBOM
MOpsKE, BOCHPOM3BOAUTCA Ha OJNlaHKaxX OpraHU3aluii B COOTBETCTBHH C YyCTaBOM (IOJIOKEHHEM 00
opranm3anuu). M300pakeHne TOBapHOTO 3HAKA (3HAKa OOCITYy)KWBaHHWsS) TOMEIIACTCS MO0 CEPEIUHE BEPXHETO
monsi OJaHKa [OKYMEHTa HaJ PEKBU3UTAMHU OpraHM3alld - aBTOpa JOKYMEHTa, WIH CclieBa Ha YPOBHE
HAaMMEHOBAHUS OpraHU3alMy - aBTOpa IOKyMEHTa (JI0IyCKaeTcs 3aXBaTbIBaTh YaCTh JIEBOTO MOJIS).

Hapsiny ¢ ToBapHBIM 3HaKkoM (3HaKOM OOCIYKHBaHHWA), Ha OJaHKaX JOKYMEHTOB MOXKET YKa3bIBaThCS
KOMMepUeckoe 0003HaYeHNE IOPUINUECKOTO JIUTIA.

5.4 Kon popmbl TOKyMeHTa MPOCTaBIsieTCs HA YHUDUIIUPOBAHHBIX (POPMax TOKYMEHTOB B COOTBETCTBUU
¢ OOmepoccuiickuM  Kinaccuduraropom yrparieHdeckoi mokymeHrtanuun (OKVY]l) wim  10OKambHBIM
KIacCU(pUKATOPOM, pacroyiaraeTcsi B MPaBOM BEpXHEM YIIy pabouero mosis JOKyMEHTa, COCTOUT W3 CJIOB
"®opma no" (HauMeHoBaHUE KiIaccupUKaTopa) U HUGPOBOTO KOJA.

[Tpumep - @opma no OKVY/] 0211151.

5.5 HamMeHoBaHME OpraHU3allMM - aBTOpa JOKyMEHTa Ha OJaHKe JOKyMEHTa JOJIKHO COOTBETCTBOBATH
HAUMEHOBAHUIO IOPUIMYECKOTO JIUIA, 3aKPEIJICHHOMY B €ro y4peAuTeIbHBIX JOKyMEHTax (ycTaBe WIH
nojoxeHun). Ilonm HanMEHOBaHMEM OpTaHU3allMM B CKOOKaX YKa3bIBACTCS COKPALICHHOE HAaWMEHOBAHHE
OpraHM3alliH, €CJIU OHO MPEAYCMOTPEHO YCTABOM (TIOJIOKEHUEM ).

Han HamMeHoBaHMEM oOpraHu3alMi - aBTOpa JOKyMEHTa YKa3bIBa€TCsl IIOJHOE MJIM COKpAalLICHHOE
HAaMMEHOBAHME BBIIIECTOSIIECH OpraHu3aliy (IIPHU ee HATUYUH).

5.6 HaummeHOBaHWE CTPYKTYpHOTO TIOZIpAa3NeeHUs] - aBropa JOKyMEHTa (B TOM 4wHcie (¢uinana,
OTJENeHUs, TMPEACTaBUTEIbCTBA, KOJUIETHAIBHOTO, COBEHIATEILHOTO WJIM HMHOTO OpraHa) HUCHOJb3yeTcs B
OnaHKax muceM M OJlaHKaX KOHKPETHBIX BUAOB JOKYMEHTOB COOTBETCTBYIOIIMX ITONpa3lesieHuil (OpraHoB) B
COOTBETCTBHUH C JIOKAJIbHBIMH HOPMaTHUBHBIMU aKTaMHU M YKa3bIBa€TCs M10J] HAUMEHOBAaHUEM OpraHU3allNu.

5.7 HaumeHoBaHHE JOJDKHOCTH JIMIIA - aBTOpPA JOKYMEHTA HCIIOJIb3YeTCs B OJIaHKaX JTOMKHOCTHBIX JIHII U
pacmoiaraercss IMOJ HaWMMEHOBAaHMEM OpraHM3allMd WJIM HAUMEHOBAaHUEM TeppuTOopuH (Kpas, oOmacTw,
ABTOHOMHOHM 00NacTH W JZIp.), €CJIM JOKYMEHT HW3aeT PYKOBOAWTEIh OpraHa BJIACTH CyObekTa Poccuiickoit
Oenepanyy, MYHHUILUINAIBLHOTO oOpa3oBaHus. HaummeHOBaHHWE MJODKHOCTH JIMIA - aBTOpa JIOKyMEHTa
YKa3bIBaeTCsI B COOTBETCTBMM C HAMMEHOBAaHUEM, IPUBEICHHBIM B PACIOPSAUTENIBHOM JOKYMEHTE O
HA3HAYEHUU HA JIOJKHOCTb.

5.8 CnpaBouHbIe JaHHBIE 00 OPraHM3aIlNH YKa3bIBAIOTCS B OJIaHKAX MUCEM U BKJIFOYAIOT: MOYTOBBIN a/Ipec
OpraHu3alyy (JIOMOTHUTEILHO MOXKET YKa3bIBaThCs a/IpeC MECTa HaXOKIEHUS IOPUAMYECKOTO JIUIA, €CITH OH
HE COBMAJIAET C IOYTOBBIM aJIpecoM); HoMep Tenedona, pakca, aapec IMEKTPOHHON MOUTHI, CETEBOH aapec.

B cocrtaB crpaBOYHBIX JAaHHBIX, 32 HCKJIIOUEHHEM OJIAHKOB JOKYMEHTOB OpPraHOB TOCYIapCTBEHHOMN
BJIACTH, OpPraHOB MECTHOIO CaMOYIIPABJICHHUS, BKJIIOYAIOTCSA: KOI opraHuzauuud no OOmepoccuiickomy
kinaccudukaropy npennpustuii u opranuzanuii (OKIIO), ocHOBHOH TroCymapCTBEHHBIN PEruCTPAlMOHHBIN
Homep opranmzaiuu (OI'PH) u uneHTHPUKAITMOHHBIN HOMEp HAJOTOIIATEIbIINKA/KOX TPUIUHBI TIOCTAHOBKH
Ha HajoroBerid yueT (MHH/KIIIT).

5.9 HaumeHoBaHuE BHJa JTOKYMEHTa YKa3bIBAa€TCS Ha BCEX JOKYMEHTaX, 3a MCKIIOYEHHEM JEJIOBBIX
(cmy>keOHbBIX) THCEM, pacloyiaraeTcsl MoJl PeKBU3UTAMHU aBTOpa JOKYMEHTa (HaMMEHOBAaHUEM OpraHU3allUu,
HAaUMEHOBAHHUEM CTPYKTYPHOIO IOJIpa3/ieeHUs], HANMEHOBaHUEM JIOJDKHOCTH) (cM. puc. B6).

5.10 lara mOKyMeHTa COOTBETCTBYET Jare MoAnucaHusi (yTBEpXkACHUS) JOKYMEHTA WM JaTe COOBITHS,
3a(hUKCUPOBAHHOTO B JIOKyMeHTE. JIOKyMEHTBI, M3aHHBIE IBYMS WM 0Ojiee OpraHMu3alusMU, JOJDKHBI UMETh
OJIHY (€IMHYIO0) Aary.

Jlara 1OKyMEHTa 3alMCBIBAETCS B IIOCJEAOBAaTEIbHOCTH: JEHb MECALA, MECAll, IoA OAHUM M3 JIBYX
CHOCO0OOB:

apabckumu rudpamu, pazaeneHHbMUA Toukoi: 05.06.2016;

CJIOBECHO-IM(POBBIM CITOCOOOM, Hanpumep: 5 utoHs 2016 T.

5.11 PeructpanoHHBIA HOMEp NIOKYMeHTa - IH(poBOHl uian OyKBEHHO-IIU(PPOBON HIAESHTHPHUKATOD




JOKYMEHTA, COCTOSIIIIMNA U3 MOPSAKOBOTO HOMEpa JOKYMEHTA, KOTOPBIH, 10 YCMOTPEHHUIO OPTaHU3ALMH, MOXKET
JIOTIONIHATBCA IUGPOBBIMU WM OYKBEHHBIMHU KOAaMM (MHIEKCaMH) B COOTBETCTBUU C HCHOJIb3YyEMbIMU
KjaccuukaTopaMu (MHIEKCOM Jiefla 0 HOMEHKJIAType Jejl, KOJOM KOPPECHOHAEHTa, KOJIOM JOKHOCTHOTO
JUa 1 ap.).

Ha nokymeHTe, COCTaBIEHHOM COBMECTHO JByMs M Oojee OpraHu3alMsMH, MPOCTaBIIAIOTCS
perucTpanoHHble HOMEpa JOKYMEHTa, NMPUCBOCHHBIE KaXKJOW W3 opraHu3auui. PerucrpannoHHble HOMEpa
OTAEJSIOTCS JPYr OT Jpyra KOCOil 4epToi M MPOCTaBIAIOTCS B MOPSAKE YKa3aHUS aBTOPOB B 3aroJIOBOYHOM
YaCTH WIH NpeaMOyiie TOKyMEHTA.

5.12 Ccpulka Ha pEruCTPAllMOHHBIH HOMEpP M JaTy [OCTYNHUBIIErO JOKYMEHTa BKJIHOYAeT
pEerucTpanoHHbIM HOMEP U J1aTy BXOJAIIEr0 MHULIMATUBHOTO JOKYMEHTA, Ha KOTOPBIM JaeTCsl OTBET.

5.13 Mecto coctaBneHus (M3aHMs) JTOKYMEHTa YKa3bIBaeTCs BO BCEX JIOKYMEHTax, KpOME JIeNOBBIX
(cmyxeOHBIX) MHCEM, a TakXKe JOKIAAHBIX, CIYKEOHBIX 3allUCOK M  JPYTUX  BHYTPEHHHX
MH(POPMALIMOHHO-CIIPABOYHBIX JOKYMEHTOB.

Mecto coctaBieHMsl (M30aHUS) JAOKyMEHTa HE yKa3blBaeTcsi B TOM Cllydyae, €CiId B HAUMEHOBaHUU
OpraHu3alMM MPUCYTCTBYET yKa3aHUE HAa MECTO €€ HaXOKJIeHHs. MecTo cocTaBieHHUs (M31aHUs) TOKYMEHTa
YKa3bIBAa€TCSl B COOTBETCTBUM C IPUHATHIM aIMUHUCTPATUBHO-TEPPUTOPUATIHHBIM JECIICHUEM.

5.14 T'pud orpaHunyeHust JOCTyIa K JOKYMEHTY MPOCTaBISETCS B MIPAaBOM BEPXHEM YINIy IIE€PBOIO JIMCTA
JOKyMeHTa (IMpoeKTa JOKYMEHTa, COIPOBOAUTEIBHOIO MUChMa K JOKYMEHTY) Ha TPaHUIIE BEPXHETO MOJIsl U
HaJIMYMM B JIOKYMEHTe MH(OpMAIMH, JOCTYIl K KOTOPOH OrpaHMYeH B COOTBETCTBUU C 3aKOHOAATEIHCTBOM
Poccuiickoit @enepanuu.

Buasl ucnone3yeMblx B OpraHusanuu rpudoB OrpaHUYEHHUS JOCTYINA JOJKHBI COOTBETCTBOBATH
3aKOHOJIATEIBHBIM W HMHBIM HOPMAaTUBHBIM NpaBOBBIM akTaMm Poccuiickoii denepanmuy W JOIKHBI OBITH
3aKpeIUIeHbl B JIOKAJIbHBIX HOPMAaTHUBHBIX akTax. B cocTtaB rpuda orpaHndeHus 10CTyna K JOKYMEHTY BXOJIUT
orpanuuutenbHas Haanuck ("ns ciyxe6Horo nonb3oBanus”, "Konpunenunansno", "Kommepueckas TaiiHa"
WIH Jp.), KOTOpas MOXET JOMOJIHATBCS HOMEPOM OJK3eMIUIApa JOKyMEHTa M JPYI'MMHU CBEICHHUSMHU B
COOTBETCTBHHU C 3aKOHOZAATeNbCcTBOM Pocculickoit denepanun.

[Ipumep - Kommepueckas TaMHa.
9x3. N 2

5.15 Anppecar wucnonb3yeTcs npu  O(GOPMICHHHM JETOBBIX (CIY)KEOHBIX) TMHCEM, BHYTPCHHHX
MH(pOPMAITMOHHO-CITPABOYHBIX IOKYMEHTOB (JTOKJIAAHBIX, CIIY>KEOHBIX 3aITUCOK U JIp.).

AnpecatoM JOKyMEHTa MOXET OBITh OpraHu3alusi, CTPYKTYpPHOE MOJpasJeliecHHe OpTraHU3aIiH,
JOJHKHOCTHOE UM (PU3UYECKOE JIHIIO.

PexBuzur "agpecatr" mpocTaBisieTcsl B BEpXHEH NpaBOW YacTH JOKyMeHTa (Ha OJaHKe ¢ YIIOBBIM
pacmojoKeHUeM pPEKBU3UTOB) WM ClpaBa IOJ PEKBU3UTaAMU OjaHKa (MPU MPOIOJIBHOM PACHOJIOKEHUU
pexBU3UTOB Onanka). CTpoku pekBu3uTa "azpecar" BBIPABHUBAIOTCS IO JIEBOMY Kpar WM LEHTPYHOTCS
OTHOCHUTEIBHO CaMOl JJIMHHOMN CTPOKH.

[Tpu agpecoBaHnU JOKYMEHTa PYKOBOAUTEIIO (3aMECTUTEINIO PYKOBOIUTENISI) OPraHU3aLMU YKa3bIBAIOTCS
B JaT€JIbHOM IaJIe’K€ HAaUMEHOBAHME TOJKHOCTH PYKOBOJIUTENS (3aMECTHUTENSI PYKOBOAMTENS), BKIIOUAIOIIEE
HaMMEHOBAaHKE OpraHU3aly, U (paMuiIns, HHULUAJbBI JOHKHOCTHOTO JIMLIA.

[Ipmmep -
Pyxkosoguresno denepalibHOT'O
APXMBHOT'O areHTCTBa
damvmma M.0.

[Tpu anpecoBaHMM MHCbMa B OpPraHU3ALMIO YKAa3bIBAETCS €€ MOJHOE WIIM COKPAllEHHOE HAaUMEHOBAaHHUE B
MMEHUTEIIBHOM IaJIEXKE.

ITpumepsl

1 ®enepanbHOE apXUBHOE ar€HTCTBO

2 Pocapxus

IIpu appecoBaHMM NOKyMEHTAa B CTPYKTYpHOE NOApAa3JelCHHE OpPraHu3allid B peKBU3UTE "aapecar"
YKa3bIBAa€TCs B MMEHUTEJIBHOM MaJie’Ke HaUMEHOBaHHE OpraHu3allid, HW)KE - HAUMEHOBaHHE CTPYKTYPHOIO
MIOJPA3EICHMUS.

[Ipumep -
denmepasibHOE ApPXMBHOE




AT'€HTCTBO

OTmesl IroCymapCTBEHHOMU
CIlyXOBl, KaIOpOB M Harpan

IIpu agpecoBaHuu NHUCbMa PYKOBOAUTEIO CTPYKTYPHOIO ITOAPA3JAECICHUS YKA3bIBACTCS B UMEHUTEIBHOM
naJie’ke HAMMEHOBAaHUE OpraHU3alliy, HUKE - B IAaTEIbHOM IaJeKe HAMMEHOBAaHUE TOJDKHOCTH PYKOBOIUTEII,
BKJTIOYAIOIIee HAMMEHOBAHNE CTPYKTYPHOTO TOIpa3IeeHus], (paMuiinio, MHULIAABL.

[Ipmmep -
AO "Ilpodwuip"

PyxkoBomouTesio DOTOBOPHO-
IpaBOBOI'O OTIesa
Sammmma M.O.

[Tepen damunueit AOKHOCTHOTO JHUIA JTOMYCKAETCS YMOTPEONsATh cokpamieHue "r-Hy" (TOCHOAWHY),
€CITu ajipecar My)XKurHa, WiH "T-ke" (TOCIoXKe), €CJIi aapecaT KeHIIMHA.

[Tpumepsl

1 r-ny ®amunus 1.0.

2 r-xe ®amunua N.0.

[Tpu paccpuike TOKYMEHTa TPYIIEe OpraHU3aliii OJHOTO TUIIA WK B CTPYKTYPHBIC TIOAPA3ACTICHUS OJHON
OpraHM3alliy, afpecar yKa3plBaeTcs 0000IIEeHHO.

[IpuMepEr
1 PyKOBOIMTEJISAM INOYUEPHUX
obumecTts AO "llpodmiap"
2 PYKOBOIMTEJIAM YyIIpPaBJIEHUN
Pocapxusa

[Tpu pacchuIKe JOKYMEHTa HE BCEM OpPTaHH3AIUSAM WU CTPYKTYPHBIM MOIPA3ACICHUSAM IOl PEKBU3UTOM
"Anpecar" B ckoOkax ykasbiBaeTcs: "(1o crucky)".

[lpumep -

PyKOBOIMTEJIAM OOYUEPHMUX

obmecTtB AO "llpodpmmnp"
(o cnmcky)

B omHOoM nokymeHTe He AOKHO OBITh Oojiee udeThipex azapecaroB. CioBo "Komus" mepen BTOPBHIM,
TPETbUM, YETBEPTHIM ajpecaraMd He YykasbiBaeTcs. IIpu OombllieM KOIMYECTBE aJpecaToB COCTAaBIISAETCS
CIMCOK (JIUCT, yKa3aTellb) pacChUIKM JOKYMEHTA, Ha KaXKIOM JIOKYMEHTE YKa3blBaeTCs OAMH ajpecar WIu
aapecar ohopmisieTcsi 0000IIEHHO.

B cocraB pexBusuta "Apnpecar" MOXKET BXOAMTH IOYTOBBIA ajpec. DIEMEHTHl IOYTOBOIO ajpeca
YKa3bIBalOTCSA B IOCJICIOBAaTECIbHOCTH, YCTaHOBICHHOW IIpaBmiamMm oOKa3aHMsl yCIyT IIOYTOBOW CBSI3H,
YTBEPXKACHHBIMU ITPHUKa30M MUHHUCTEPCTBA CBA3M U MAacCOBBIX KOMMYHMKaumi Poccuiickoit @enepanuu ot 31
ntonst 2014 . N 234,

[Tpumep -

Bcepoccumckuyl HaydHO—
MCCJIeNOBATEJIbCKUM UMHCTUTYT
IOOKYMEHTOBENEHUS U aAPXMBHOT'O Heja
[lpobcow3xHas yia., n. 82,
Mockea, 117393

[TouTOBBIN ampec MOXKET HE YKa3bIBAThCSA B JIOKYMEHTAaX, HAIPABISEMBIX B BBICIIHE OpraHbI BIACTH,
BBIIIICCTOSIIIINEG OPTraHW3alliM, TTOJABEAOMCTBCHHBIC OpTraHM3allMd M TIOCTOSHHBIM KOPPECHOHACHTaM (3a
WCKITIOYCHUEM HaTpaBJICHUS MICEM YKa3aHHBIM aJipecaraM B KOHBEPTaX ¢ MPO3PauHbIMU OKHAMU).

ITpu anpecoBannm TOKyMeHTa (HPU3UIECKOMY JIMITY YKa3bIBAFOTCS: (DaMIIIUS MHUIHAIIBI, TIOYTOBBIN apec.

[Ipumep -

damvuans U.0.

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




r. JIro6epirsl, MockoBckast o0i., 301264
[Ipu oTnpaBke MucbMa MO AIEKTPOHHOM MoYTe WM MO (PAaKCUMUIBHON CBA3M (0€3 JOCBUIKM MO IOYTE)

MOYTOBBIN afgpec He ykas3biBaeTcs. [Ipu HEOOXOAMMOCTH MOXKET OBITh yKa3aH SIIEKTPOHHBIN ajipec (HoMmep
tenedona/daxkca).

[Ipumep -

BcepocCUMCKUIM HaydHO-—
MICCJIEOOBATEJIbLCKUM MHCTUTY'T
OOKYMEHTOBEIEHUS M apXMBHOIT'O IHeja
mail@vniidad.ru

5.16 Tpud yTBepx)AeHHUS TPOCTABISETCS HA JOKYMEHTE B CIy4yae €ro YTBEP)KIEHHUS JIOJKHOCTHBIM
JIUIIOM, PACTIOPSAIUTEIBHBIM JOKYMEHTOM (ITIOCTAHOBJIECHUEM, PEIICHUEM, MPUKA30M, PACTIOPSHKEHUEM) HIIH
pELLIEHHEM KOJUIETMAJIbHOTO OpraHa.

['pud yTBep)KACHHS pa3MeniaeTcs B MPaBOM BEPXHEM YTy IEPBOTO JUCTA TOKyMeHTa. CTPOKH PEKBU3HUTA
BBIPAaBHUBAIOTCS 1O JIEBOMY KParo WM LEHTPYIOTCSI OTHOCUTEIBHO CAMOU JJIMHHOM CTPOKH.

[Ipu yTBepX)IeHUU AOKYMEHTA JOJDKHOCTHBIM JIMIIOM TpHU(} YTBEPXKIEHUS COCTOMT W3 CJIOBa
YTBEPXJIAK, HanMmeHOBaHMUS IOJKHOCTH JIMIA, YTBEPKIAIOIIETO JOKYMEHT, €ro MOJINKUCH, WHUIMAJIOB,
(haMuIMH 1 JaThl YTBEPKICHUS.

[Ipumep -

YTBEPXIAIO
PyxkoBogurene demepalsibHOTO
APXMBHOT'O areHTCTBAa
Nognmce M.O. dammnma

IDaTa

[Tpu yTBEepKIEeHUM TOKYMEHTa PaclopsIUTEIbHBIM JOKYMEHTOM TpH(] YTBEPXKAECHUS COCTOUT U3 CIOBA
YTBEPXJEH (YTBEPXIEHA, YTBEPXXJAEHbBI win YTBEPXK/IEHO), cormacoBaHHOTO ¢ HAMMEHOBaHHEM
BHJIa YTBEPXKAAEMOIO JOKYMEHTa, HAUMEHOBAHUS PACHOPSIUTEIBHOIO JOKYMEHTAa B TBOPUTEIBHOM IMAIEiKe,
€ro J1aThl, HOMEPA.

[IpyMepsl -
1 (PerjameHT) YTBEPXIEH
npukasoM AO "Ilpodwmip"
or 5 ampens 2015 r. N 82
2 (IlpaBuia) YTBEPXIEHH
npukasomM A0 "Ilpodwuis"
or 6 ampens 2015 r. N 83

[Tpu yTBEpkA€HUU JOKYMEHTA KOJIJIETHAJIbHBIM OPraHOM, PELIEHHsI KOTOPOTro (PMKCUPYIOTCS B IPOTOKOJIE,
B rpude yTBep>KACHUS YKa3bIBaeTCs HAMMEHOBAHUE OpraHa, pelIeHHeM KOTOPOTo YTBEPXKICH JOKYMEHT, JaTa U
HOMEp MPOTOKOJa (B CKOOKaX).

[Ipnmep -
(IToJioxeHMe)
YTBEPXIEHO
CoeerToM mupekTopoB AO "IIpogumip"
(mpoTokojy or 12.12.2015 N 12)

5.17 3aroioBOK K TEKCTy - KpaTKoe COfEp)KaHUE TOKyMEHTa. 3arojloBOK K TEKCTy (opMmymnupyeTcs ¢
npemsiorom "O" ("OG") u oTBevaet Ha Bompoc "o uem?"):

- mpuka3 (o0 yem?) 0 CO3JJaHHUU aTTeCTAllMOHHON KOMUCCHH;

- ipuKa3 (0 yem?) 00 yTBEpKACHUU IITATHOTO PaclUCaHMUs;

- MUCHMO (0 ueM?) 0 IPeqOCTaBICHUN UH(POPMAITHH.

3arojoBOK K TEKCTy oopMIIsieTCsl O]l peKBU3UTaMu OJIaHKa clieBa, OT IPaHULIbl JeBoro nois. B ykazax,
IIOCTAHOBJICHUSIX, PEIICHUSX, NpPUKa3aX, W3JaBAEMbIX OpraHaMHM BJAacTH, 3arojOBOK K TEKCTY MOXKET
oopMIISITECS HAJ TEKCTOM TOCEpenuHe Padovero Imoiisi JOKyMEHTa W HEHTPUPYETCS OTHOCHUTEIFHO CaMOn
JUITMHHOW CTPOKH.

3arojoBOK K TEKCTY MOXKET HE COCTABIISIThCS, €CIIU TEKCT JOKYMEHTa HE MPEBBILIAET 4 - 5 CTPOK.

5.18. TekcT NOKyMEHTa COCTaBIIIETCSI Ha PYCCKOM Sf3bIKE KaK TOCYyAapCTBEHHOM s3blke Poccuiickoii




@®enepaunu. B opraHax rocynapcTBEHHOM BJIACTH, OpraHax MECTHOTO CAaMOYNPAaBIICHHUS, TOCYJapCTBEHHBIX
YUpeXKICHUAX pecnyOlIMK Hapsily ¢ TOCYIapCTBEHHBIM sA3bIkoM Poccuiickoit denepaiuu MOryT ynoTpeOnsTbes
rOCyAapCTBEHHBIE S3bIKU PECIYONUK. B nesTenbHOCTH rocy1apcTBEHHBIX OpraHOB, OpraHU3aINi, IPeTPHUITHIA
n yupexaeHnid Poccuiickoit @enepanu MCHONB3YIOTCS TOCYIAapCTBEHHBIN s13bIk Poccuiickoit denepanum,
rOCyIapCTBEHHBIC S3BIKU PECITYONIUK U UHBIE S3bIKU HapoaoB Poccuiickoit deneparuu.

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

B TekcTe AOKyMeHTa, MOATOTOBJIEHHOM HAa OCHOBAaHUHM 3aKOHOAATEIBHBIX WJIM HHBIX HOPMAaTHBHBIX
IIPaBOBBIX aKTOB, paHEE U3/IaHHBIX PACTIOPSIUTENbHBIX JOKYMEHTOB, YKa3bIBAIOTCS UX PEKBU3UTHI:

- HaMMEHOBAaHME JOKyMEHTa, HaWUMEHOBAaHHE OpraHu3allid - aBTOpa JOKYMEHTa, Jara JOKyMEHTa,
perucTpanoHHbIM HOMEp JOKYMEHTA, 3aroJ0BOK K TEKCTY WM HaMMEHOBAaHME BUJIA IOKYMEHTA;

- HaMMEHOBAaHHE OPTaHM3allMHd WU JOKHOCTHOTO JIUIA, YTBEPAUBILIErO JOKYMEHT, ATy YTBEPKICHUS
JIOKYMEHTA.

TekcT JOKyMEHTa MOXET COAep:KaTh pas3felbl, MOApa3leNbl, MYHKTHI, MHOAMYHKTBI, HyMepyeMmble
apabckumu udpamMu. YpoBHEH pyOpUKaIlMU TEKCTa HE JOJDKHO OBITh 0oJiee YeThIpeX.

B mpukazax TekcTt uznaraercs oT MepBOro JIMA €AMHCTBEHHOTO yKcna ('mpuka3biBai').

B noxkyMeHTax KoOJUIETHMAJbHBIX W COBELIATEJBHBIX OPraHOB TEKCT U3Jaraercs OT TPEThEro Juila
€AMHCTBEHHOTO uncia ("Koyierus... mocranosiser", "cobpanue... pemuiao").

TexkcT mpoToKoNa M3araeTcsi OT TPEThEro JMLa MHOXecTBeHHoro uucia ("ciaymanu", "BeicTynuin',
"mocranoBwin", "pernmm").

B noxymMmeHTax, ycTaHaBIMBAIOLIUX [IpaBa U 0043aHHOCTU OPraHU3AlMM, UX CTPYKTYPHBIX OAPA3/IeIeHUM
(monokeHre, MHCTPYKIHMSI), a TaKKe COAEp)KAIUX OMHCAHME CUTyalui, aHanu3 (akToB WM BBIBOIBI (AKT,
CTpaBKa), UCTIONB3yeTcs (hopMa M3II0KEHUS TEKCTa OT TPETHETo JIMIA €IWHCTBEHHOTO MM MHOXKECTBEHHOTO
gucna ("ormen ocyumiecTBisgeT (GyHKOMH...", "B cOCTaB ympaBieHHs BXOAAT...", "KOMHCCHsS TMpoBeia
MPOBEPKY...").

B coBMECTHBIX JIOKyMEHTax TEKCT U3Jlaraerca OT TMEepBOro JHUIla MHOXECTBEHHOTO 4Hcla
("mpuxa3piBaem", "permnian").

B nenoBbix (ciy:ke0HBIX) MUChMaX UCHONIB3YIOTCS (POPMBI U3IOKECHHS:

- OT TepBOro JMIA MHOXECTBEHHOro uwucia ("mpocuM HampaBuThk...", '"HmpeacTaBiseM Ha
paccMoTpenue...");

- OT TPEThEro JHIla EAMHCTBEHHOTO 4uciia ("MUHUCTEPCTBO HE BO3pakaer...'
BO3MOXKHBIM...");

- OT MEpBOTO JIMIA €IUHCTBEHHOro uucia ('cuuTaro HEOOXOAMMBIM...", "Mpeasiaralo paccMOTpPETh..."),
€CJIH MUChMO O0(hOPMIIEHO Ha JOJKHOCTHOM OJIaHKe.

B Tekcrax JOKYMEHTOB YHOTPEOISIOTCS TOJNBKO OOMIENpUHATEIE ab0peBUATypbl W rpaduueckue
COKpAIIEeHUS.

[Ipu ynotpebaennun B TekcTe (paMuiIHii JIUIl MHULUAIBI YKa3bIBAIOTCS TIOcie (haMuinu.

B nenoBeix (ciy:ke0HBIX) MUChMaX MOTYT MCIIOJIb30BaThCS:

- BCTYIIUTENBHOE O0palieHue:

VYBaxxaemsiil rociogus [Ipencenarens!

YBakaemsbiit rociogus ['ybeprarop!

VYBaxxaemsiil rociogus [Ipoxopos!

VYBaxkaemas rocmnoxa 3axapona!

VYBaxxaemsiii Hukomnait [lerpoBuu!

VYBaxxaemasa Onbra Hukonaeshal!

VBaxxaeMmele rocronal

B obpamenun no JOKHOCTH HAaMMEHOBAHWE JOJDKHOCTH HMHILIETCS C MPOMUCHON OyKBBI, B 0OpaleHuH
1o (paMHUIINU MHUIIMAJIBI JTUIA HE YKa3bIBAIOTCS.

- 3aKJIIOYMTENIbHAS STUKETHAS (pasa:

C yBak€HHUEM, ...

5.19 OtmeTka O NPUIOKEHUU COACPKHUT CBEICHHUS O JOKYMEHTE (JIOKYMEHTax), NpHJIaraéMoM K
OCHOBHOMY JIOKYMEHTY (B CONpPOBOJIMTENbHBIX MHUChbMaX, TMPETEH3UsAX, aKTax, CHOpaBKax U JAPYTUX
MH(POPMALMOHHO-CIIPABOYHBIX JIOKYMEHTAX) MJIM O TOM, YTO JJOKYMEHT SIBIISICTCS] IPUIIO)KEHUEM K OCHOBHOMY
JNOKYMEHTY (B JOKYMEHTax - MPWIOKEHHUSIX K PACIOPAIUTENBHBIM JTIOKYMEHTaM, IOJIOKEHUSM, MpaBUiaM,
MHCTPYKLHUSM, JOTOBOpaM, IJIaHaM, OTYETaM U JIp. TOKyMEHTaM).

B compoBoauTenbHBIX NUCHhMAaxX M APYTUX HH(DOPMALMOHHO-CHPABOYHBIX JOKYMEHTaX OTMETKa O
NPUIIOKEHUH 0(OPMIISETCS IO TEKCTOM OT TPAaHUIIBI JIEBOTO TOJS CIETYIOLUMM 00pa3oM:

', "OOIIeCTBO CYHUTAET




- €CJIM MPUJIO)KEHUE HAa3BaHO B TEKCTE:
[Tpunoxxenue: Ha 2 11. B 1 7K3.
- €CIIM MPUJIO)KEHUE HE HA3BaHO B TEKCTE WJIM €CIU IMPUJIOKEHUH HECKOJIbKO, YKa3bIBAalOT Ha3BaHMS
HOKYMCHTOB-HPHHO)KCHHﬁ, KOJIMYCCTBO JIMCTOB U SK3CMILIAPOB KaXKI0I0 MPHUITOKCHUA:

MpunoxeHue: 1. IlosoxeHre o6 VYHOpabJIEHUM PETMOHAJIBHOI'O KpPeOuTOBaHUA Ha
5 1. B 1 3K3.
2. CnpaBkKa O KaIpOBOM COCTaBe YINPaBJIEHUS PEIMOHaJIBHOT'O
KpeOuTOoBaHMa Ha 2 Jj. B 1 5K3.

- €CJIM TIPUJIOKEHUE (TIPUITOKEHHUS) COPOLITIOPOBAHBI:

IIpunoxenue:

otruer 0 HUP B 2 3k3.

- €CIM JOKYMEHT, SBJISIOIIUNCS NPUIOKEHUEM, UMEET NMPUIOKEHUS C CaMOCTOSTENIbHON HyMmepauuen
CTpaHUIL;

IIpunoxenue:

nucbMo PocapxuBa ot 05.06.2015 N 02-6/172 u npunoxeHus: K HeMy, BCEro Ha 5 J1.

- eclli TpPWIOXKEHHUEM  ABIseTcs OOOCOONEHHBIM  AIEKTPOHHBI  HOCHTENb  (KOMITAKT-IHCK,
usb-den-HakomUTENb U 1. ):

IIpunoxenue:

CD B 1 3k3.

ITpu sTOoM Ha BKIazbllle (KOHBEPTE), B KOTOPBII NOMEUIAETCS] HOCUTENb, YKA3bIBAIOTCSI HAMMEHOBAHUS
JIOKYMEHTOB, 3allMCAaHHBIX HA HOCUTEJNb, UMEHA (ailsioB.

B pacnopsauTenbHbIX JTOKYMEHTax (IIOCTAHOBIICHUSX, PELICHMSX, IpHKa3axX, PpaclopsKEHUX),
JIOTOBOPAX, TIOJIOKEHUSAX, MpaBWIaX, HHCTPYKUHUAX M JPYrHMX JOKYMEHTaX OTMETKa O NPUIIOKEHUH
oopmitsieTcs creayIomuM 00pazom:

- B TE€KCTE JOKyMEHTa MpHU NEPBOM YINOMHHAHUU JOKYMEHTA-NPUIOKEHUS B CKOOKAaxX YKa3bIBA€TCA: ...
(mpunoxkeHue) Uiy ... (mpuiokenue 1); mepes HOMEPOM MPHUIIOKEHUS TIOMYCKAETCS CTaBUTh 3HAK HOMEDPA: ...
(mpunoxxenue N 2);

- Ha IIEPBOM JIUCTE TIOKYMEHTA-IIPUJIOKEHUS B IIPABOM BEPXHEM YINIy YKa3bIBAETCA:

[Tpunoxenue N 2
K mpukazy AO "IIpoduis"
ot 15.08.2015 N 112.

CTpoKM peKBHU3MUTA BBIPAaBHUBAIOTCS 110 JIEBOMY KParO WJIN LEHTPUPYIOTCS OTHOCUTENIBHO CaMOW JJIMHHOM
CTPOKHU.

Ecnu npunoxeHueM K pacrnopsauTesIbHOMY JTOKYMEHTY SIBIISE€TCS HOPMATUBHBIN IIPABOBOM aKT WIM HHOU
JOKYMEHT, YTBEpXkJAaeMblil JaHHBIM paCHOPSAUTEIbHBIM JOKYMEHTOM, Ha IIEPBOM JIHCTE MPUIOKECHUS
MIPOCTABIISIETCS. OTMETKA O MPUJIOKEeHUH (0€3 CChUIKM Ha PacropsAUTENbHbIN JOKYMEHT) U TPUQ YTBEpKIACHUS,
B KOTOPOM  YyKa3bplBalOTCSl  JaHHbIE  pPaclOpPAOUTENIbHOTO  JIOKYMEHTa,  KOTOPbIM  YTBEP)KIEH
JOKYMEHT-IIPUIIOKEHNUE.

ITpumep -

[Tpunoxenue 1

YTBEPXIEHO

npukazom AO "IIpoduis"

ot 18.05.2015 N 67

5.20 I'pu¢ cormacoBanusi TOKyMEHTa MPOCTABISETCSA HA JIOKYMEHTaX, COIVIACOBAaHHBIX OpraHaMy BIIACTH,
OpraHM3alusIMH, JODKHOCTHBIMM JHIaMH. [pud cornacoBaHus B 3aBHUCHUMOCTH OT BHJA JOKyMEHTa HU
oco0eHHOCTel ero 0(hOpMIICHHSI MOXKET TIPOCTABIISATHCS:

- Ha MEePBOM JIUCTE JIOKYMEHTa (€ClIU TOKYMEHT UMEET TUTYJIbHBIN JIUCT, - Ha TUTYJILHOM JIUCTE) B JIEBOM
BEpPXHEM YyTIIy Ha YpOBHE rpuda yTBEep>KICHUs WIN TO/1 HANMEHOBAHUEM JIOKYMEHTA OJIMKE K HUYKHEMY T10JIIO);

- Ha TIOCJIEZIHEM JIMCTE JOKYMEHTA MO/ TEKCTOM;

- Ha JINCTE COMIACOBAHMS, ABJISAIOLIEMCSI HEOThEMJIEMON 4acThIO IOKYMEHTA.

I'pud cormacoBanuss cocrout uz cinoa COITIACOBAHO, nomxHOCTH JuIa, KOTOPHIM COIVIAaCOBaH
JOKYMEHT (BKJIIOYasi HAUMEHOBAaHUE OpraHU3alllK), ero COOCTBEHHOPYYHOU MOJMHMCH, HHULIUAIOB, (haMUIUH,
JIaThl COITIaCOBaHUSI.

ITpumep -

COIJIACOBAHO




Hupexrop BHUNJIA L

(moamuce) 1U.0. damunus

Jlara

Ecnmu cormacoBanne OCYIIECTBISICTCS KOJJIETHANBHBIM OPraHOM, B TpPH(E COITaCOBAHUS YKa3bIBAIOT
CBelIeHHs 00 opraHe, COIVIACOBaBIIEM JOKYMEHT, JaTe€ W HOMEpEe MPOTOKONIA, B KOTOPOM 3a(HUKCHPOBAHO
pemieHre O coracoBaHuM. EciiM cormmacoBaHWE OCYIIECTBISIETCS THCHMOM, YKa3bIBAalOT BHJl JOKYMEHTa,
OpraHM3aIIHIo - aBTOpa IOKyMEHTa, AaTy U HOMep MHUChMa.

ITpumepsl

1 COITTACOBAHO

CoBeToM AMPEKTOPOB

AO "IIpouns"

(TpOTOKOJI OT N )

2 COTJIACOBAHO

nucbMoM Pocapxusa

oT N

5.21 Bwu3za CBHUAETENBCTBYET O COIIACHMM WM HECOIIACHU JOJDKHOCTHOTO JHma (paboTHUKA) ¢
coliepKaHMeM TMpoeKTa JOKyMeHTa. Bu3oil odopmisercs BHYTpeHHEE COIIACOBaHUE [OKyMeHTa. Buza
BKJIIOYAET JIOJDKHOCTH JIMIA, BHU3UPYIOIIETO JOKYMEHT, IIOAMUCH, Ppaciu(ppOBKY TOANUCH (MHUIUAIIBL,
(dbamMuInio) U AaTy BU3UPOBAHUS.

ITpumep -

PykoBonuTenb OpUIMYECKOTO OTea

[Monmucs N.0. Gamuinus

Jlara

[Tpu HaMMUHMK 3aMEYaHHI K TOKYMEHTY BH3Y O(OPMIISIOT CIICTYIOIIHM 00pa3oMm:

[Tpumep -

3ameyaHusl IPUIIararoTCs.

PykoBonuTenb IOpUIMYECKOTO OTea

[Monmucs N.0. Gamuinus

Jara

B opranmzanusx, TpUMEHSIOIUX CHUCTEMBI BJIEKTPOHHOTO JTOKYMEHTOOOOPOTa, COINIACOBAHUE MOXKET
MIPOBOJUTKCS B AnekTpoHHOU (hopme, cormacHo [OCT P MCO 15489-1.

B noxymeHTax, MOMJIMHHUKH KOTOPBIX XPAHATCS B OpPraHM3ALMU, BU3bI MPOCTABISIOT HA IOCIEIHEM
JUCTEe JOKyMEHTa MOJ TMOANKCHI0, Ha 000pOTE MOCIETHEro JUCTa MOJIMHHHMKA JOKYMEHTa WM Ha JIUCTE
COIIaCOBAaHMUS (BU3MPOBAHMSI ), IPUIATAaEMOM K IOKYMEHTY.

B ucxonsmux JoKyMeHTaX BU3bI MPOCTABISIOTCS Ha SK3eMILIApax JOKYMEHTOB, TOMEIIAaeMbIX B JIENO.

[lo ycMmMoOTpeHHIO OpraHM3allid MOXET TPHUMEHSATHCS TOJIHCTHOE BHU3UPOBAHME [OKYMEHTa M €ro
MPUITOKEHUH.

5.22 Tlomnmuch BKIIIOYACT: HAMMEHOBAHWE JOJDKHOCTH JIMIA, MOJIMHUCHIBAIOMIETO JOKYMEHT, €ro
COOCTBEHHOPYYHYIO MOANHKCH, paciu(POBKY MOANUCH (MHUITAATIBI, (DaMIITHS).

[lpumep -
T'eHepallbHEM IUPEKTOP [Mopnmce n.0. dammnma

Ecmm noxymeHT odopmiieH He Ha ONaHKe, B HAMMEHOBAHHWE JIOJDKHOCTH BKIIFOUAETCS HAaWMEHOBAaHHE
OpFaHI/I3aLII/II/I. I[OHyCKaeTCSI I_[CHTpOBaTB HAauMMCHOBAHUC JOJDKHOCTH IJIMIA, ITOAIIMCABIICTO I[OKYMGHT,
OTHOCHUTEIIBHO CaMOl JJIMHHOM CTPOKH.

[Mpnmep -
T'eHepallbHEM IUPEKTOP
AO "llpodwunp" [loonmce n.0. dammnmsa

ITpu odopmiieHun TOKyMeHTa Ha OJIaHKE JODKHOCTHOTO JIMLA JOJDKHOCTh 3TOTO JIMLA B IOJIIUCH HE
YKa3bIBaeTCs.

[Ipumep - [Moonmce n.0. dammimsa
HpI/I noANnMCaHn AOKYMCHTA HCCKOJBKUMH OOJDKHOCTHBIMU JIMOAMH, 3aHUMAIOIIMMH Pa3HOC
IIOJIOKCHHUE, HX IIOAIIMCH pacrojaralorcsa OaHa IIoA npyroﬁ B TIOCJIICOOBATCIILHOCTH, COOTBeTCTByHHHeﬁ




HEpapXrH 3aHUMACMBIX JIOJDKHOCTEH.

[Ipumep -
IVpexTop MHCTUTYTAa [Momnmce n.0. dammnmsa
T'naBHEM OyxTajTep [Iomnuce n.0. dammnma

HpI/I MNOANMMCAaHUHN JOKYMCHTA HECKOJIBKMMHU JIMIIAMU paBHBIX ,ZIOJ'DKHOCTGfI HX IOAIIHUCH pacCriojiararoTrcs Ha
OIHOM YpPOBHE.

[Ipumep -

3aMecTuUTesIb IMPpeKTopa [0 (MHAHCOBEIM BOIIPOCaM [Momnuce N.O0. dammimsa

3aMecTuTeslb OMPEeKTOopa IO aIMMHUCTPaTUMBHEM BoIpocaM [lomgnmuce M.O. dammima

B JOKYMCHTAaX, COCTAaBJIICHHBIX KOMI/ICCI/Ief/'I, B ITIOAITUCH YKAa3bIBACTCA CTATYC JIMIIa B COCTaB€ KOMUCCHH.

[Tpumep -

[lpencenmaTesyib KOMMUCCUM [Mopnmce n.0. dammnma

UJjIeHBl KOMMCCUM [loonmce n.0. dammnmsa
oonmce n.0. dammnmsa
I[Nopnuceb n.0. dammnmsa

[Ipn mnoamucaHuy AOKyMEHTA JUIIOM, WCHONHSIONIMM OOS3aHHOCTH PYKOBOAUTENS, TOAMHUCH
odopmiisercs ¢ ykazaHHEeM cTaTyca JOKHOCTHOTO JIMIIA B COOTBETCTBUU C MPUKA30M (PaclopsHKEHUEM ).

[Tpumep -

M.o. reHepasibHOTO mupekTopa Illomnmce n.0. dammnma
VJIN

VicnonHA©IMM 00Sa3aHHOCTHU

TeHepaJIbHOTO IOMPEKTOopa [Mopnuce n.0. dammnma

[Ipy nmoamucaHuu AOKyMEHTa JIMIIOM, MMEIOLIMM IPaBO MOAMNHMCU B CIIyd4ae BPEMEHHOIO OTCYTCTBUS
PYKOBOJIUTENS, UCTIPABJICHUS B HAMMEHOBAHUE JIOJDKHOCTU U PAcHIM(PPOBKY (haMHUIIUH YK€ TIOATOTOBIEHHOTO U
COIVIACOBAHHOIO MPOEKTa JOKYMEHTa BHOCATCS OT PYKH WM C UCIIOJIb30BAHUEM COOTBETCTBYIOIIUX IITaMIIOB.
He pomyckaercst cTaBUTh KOCYIO 4€pTy, HaJIMUCh "3a" mepes HaMMEHOBaHUEM JOJLKHOCTH JIMIA B IOJIHUCH,
€CJIM JOKYMEHT MOJIIICHIBAET HHOE JOJKHOCTHOE JIULIO.

5.23 OtmeTKka 00 3JIEKTPOHHON MOANUCH MCHOJB3YETCsl MPH BHU3yaJM3alldM 3JIEKTPOHHOTO JOKYMEHTA,
MOJNUCAHHOTO AJIEKTPOHHOM MOANUCHIO, C COONIIOACHUEM CIIETYIOIINX TPEOOBAHUINA:

a) MECTO pa3MeILIeHHUs OTMETKH 00 3JIEKTPOHHOMN MOAIHMCH JIOJKHBI COOTBETCTBOBATH MECTY pa3MeICHHS
COOCTBEHHOPYYHOM MOJMUCH B aHAJIOTUYHOM JIOKYMEHTE Ha OyMa>KHOM HOCHUTEJIE;

0) D2JEMEHThl OTMETKM OO0 3JIEKTPOHHOW TMOIMUCH JOJDKHBI OBITh BUAMMBIMH M UYUTaeMbIMH IpH
0TOOpakeHUH JOKYMEHTa B HaTypaJbHOM pa3Mepe;

B) DJIEMEHTBHI OTMETKU 00 3JIEKTPOHHON MOIMMCU HE JOJDKHBI NEPEeKPBIBAThCS MM HAKJIabIBaThCS APYT
Ha JIpyra;

I') 3JIEMEHTBI OTMETKH 00 3JIEKTPOHHOM MOJMHMCH HE OJKHBI EPEeKPhIBAaTh 3JIEMEHTHI TEKCTa JJOKYMEHTa
U Apyrue OTMETKU 00 3JIEKTPOHHOM MoAnucy (Mpy HAIUYUH).

OTtmeTka 00 SJIEKTPOHHOW MOJMHMCH B COOTBETCTBMM C 3aKOHOJATenbcTBOM Poccuiickoit @eneparuu
BKIoUaeT (Pppaszy "JlOKyMEHT MoAmMcaH AJIEKTPOHHOHN MOAMHUCHIO", HOMEp cepThu(dHKaTa KIto4a IEKTPOHHON
noAnucy, (amunuioo, MM, OTYECTBO BIaJeNbla cepTu(dUKaTa, CpPOK JeMcTBUS cepTHU(HKAaTa KiIHo4ya
ANEKTPOHHON moanucu. OTMeTKa 00 AIEKTPOHHOU MOAMUCH MOXKET BKJIIOYATh M300pakeHue repoa, SMOIeMbl
opraHa BIacTH (OpraHM3aluu), TOBAPHOTO 3HAKa (3HaKa OOCIY>KMBaHMS) OpraHU3allMd B COOTBETCTBUH C
JEHCTBYIOUINM 3aKOHOATEIBCTBOM.

ITpumep -
SMbJe - IOOKYMEHT IIOIINMCAH
Ma SJIEKTPOHHOM MOINNVCHIO
HamMeHOBaHMe | opraHa
OOJDKHOCTM | BJIACTU H.H. HuxoJjaesn

Cepruduxkar 1alllaaa000000000011
Bnameseu HukojsiaeB Hukojsiamm HukojaeBuu
IericrBuTened ¢ 01.12.2012 nmo 01.12.2017

5.24 Tleuats 3aBCPACT MOAJIMHHOCTBL MOAINMUCHU JOJKHOCTHOTO JIMId Ha JOKYMCHTAX, YAOCTOBCPAOIINX




npaBa Jull, GUKCUPYIOMUX (aKThI, CBSI3aHHBbIE ¢ (PMHAHCOBBIMH CPEACTBAMHM, a TAK)KE€ HA MHBIX JIOKyMEHTaXx,
MpEeIyCMaTPUBAIOIINX 3aBEPEHUE TOANMUCH T€YaThi0 B COOTBETCTBUM C 3aKOHOJATeNbcTBOM Poccuiickoit
denepanun.

JIokyMeHTBI ~ 3aBepsIOT  TedaTblo  opraHu3anuu. l[lewaTh  mpocTaBisieTcs, HE  3axBaThIBas
COOCTBEHHOPYYHOH MOJMUCH JIMIIA, MOAMUCABIIEro JOKYMEHT, Win B Mecte, obo3HaueHHOM "MII" ("Mecto
neqatu").

5.25 OtmeTka 00 UCHONHUTENE BKIOYaeT (PaMHINIO, UMS W OTYECTBO HCIIOJHUTENS, HOMEpP ero
tenedona. OTMeTka 00 HCHOTHUTENIE MOXKET JOIMOJHATHCS HAMMEHOBAHUEM JIOJDKHOCTH, CTPYKTYPHOTO
MOJpa3IeICHHs U AIIEKTPOHHBIM aIpECOM UCIIOTHUTEIIS.

Otmetka 00 ucmonHuTENe 0POPMIISETCS Ha JIMLEBOW CTOPOHE MOCIIEIHEr0 JUCTA JOKYMEHTA OT TPaHUIIbI
JIEBOTO TIOJSI WM, TIPH OTCYTCTBHM MECTa, - Ha 00OpPOTHOM cTopoHe BHM3Y ciieBa. Hampumep: 3abenun MBan
AnnpeeBnd, KoHTposbHOE yripaBiieHHe, BEAYIIHNA CIICTUANTHCT, +7(495) 924-45-67, Zabelin@gov.ru

OtmeTka 00 HUCHOJTHHUTENE MOXET O(GOPMIIATHCA KaK HUKHHUM KOJOHTUTYNI M TIe4ararbCs MIPUPTOM
MEHBUIETO pa3mepa.

5.26 OTMmeTKa 0 3aBepeHHH KOMUU OGOpMIISIETCS AJSl MMOATBEPKICHUS COOTBETCTBHUS KOIMU JTOKYMEHTA
(BBIMUCKA W3 JIOKYMEHTA) MOJIMHHHUKY JOKyMeHTa. OTMETKa O 3aBEpEHHUH KOMHUHU MPOCTABISETCS IOJ
PEKBU3UTOM "TIOANUCH" M BKIOYAET: cl0BO "BepHo"; HAMMEHOBaHME JOKHOCTH JIMIA, 3aBEPUBILIETO KOIHUIO;
€ro COOCTBEHHOPYYHYIO TIOAINHKCH;, Pacmu(POBKY TOAMMCH (MHUIUAIBI, (PaMIIINIO); ATy 3aBEPCHUS KOTIHH
(BBIMKUCKH U3 TOKYMEHTA).

[lpumep -

BepHo

VHCHeKTOp CJyXOB KaIpoB [Mopnuce n.0. dammnma
HaTa

Ecnn xomust BblmaeTcst JUisi MPEACTABICHHUS B APYTryl0 OpPraHU3alMio, OTMETKAa O 3aBEPEHHUU KOIHHU
JIOTIONIHAETCSA HAAMKMCHhI0 O MECTE XpaHEHHUs JOKYMEHTa, ¢ KoToporo Obuia usroronineHa konus ("IlommuHHMK
JIOKyMEHTa HaxoAWTCs B (HaUMEHOBaHUE oOpraHu3auuu) B gene N ... 3a ... roA") U 3aBepsercs Iedyarbio
OpraHu3aLMH.

st mpocTaBiieHHsI OTMETKH O 3aBEPEHHUH KOITMU MOXKET HUCIIOJIb30BAThCS IITAMII.

5.27 OTMeTKa 0 MOCTYIJICHUH JOKYMEHTA CIIY>KUT JJIs MOATBEPKACHHS (paKTa MOCTYIICHUS TOKyMEHTA B
OpraHU3alMI0 W BKJIIOYAET JaTy MOCTYIUICHUS U BXOISALIMN PErHMCTPALlMOHHBIA HOMEp AokyMeHTa. [lpu
HEO0OXOJMMOCTH OTMETKAa O MOCTYIUICHUHM MOXKET JOTOJIHATHCA YKa3aHMEM BPEMEHHU IMOCTYIUICHHs B yacax U
MUHYTaX U C11oco0a TOCTaBKH JOKYMEHTA.

OTMeTKa 0 MOCTYIUIEHHH JOKYMEHTA MOYKET IPOCTABIIATHCS C IOMOIIBIO IITAMIIA.

5.28 Pe3omonus CONEpXKUT yKa3aHHE IO HCIOJIHEHUIO JOKyMeHTa. Pesomronms odopmiisercs Ha
cBOOOTHOM MecTe paboyero mojs JOKYMEHTa, Ha OJaHKe PEe30JIIOLMU WJIM BHOCHUTCS HEMOCPEICTBEHHO B
CHCTEMY JIEKTPOHHOI'O IOKYMEHTOO00POTA.

Pe3omonus BkItO4aeT: (pamMuinio, HHALUAIbI UCTIONHUTENS (MCIOIHUTENEH), MOpYYeHHE IO JOKYMEHTY,
IIPU HEOOXOTUMOCTH - CPOK MCTIOHEHHSI, TIOATNHUCH JIUI[A, BEIHECIIETO PE30IIOLHNIO, 1aTy PE30JIIOLNH.

ITpumep -

®amunus N.0.

IIpomry nogrorosuts npemnoxenus k 10.11.2016.

IToanuce

Jara

5.29 OTmeTKa O KOHTpOJIE CBUAETEIBCTBYET O IOCTAHOBKE JOKYMEHTAa HAa KOHTPOJb, MPOCTABISAETCS
mramioM "KoHTposs" Ha BepxXHEM IoJIe JOKyMEHTa.

5.30 OrMmeTka O HampaBICHMM IOKyMEHTa B JEJIO ONPEAEIAeT MECTO XpPaHEHHWs IOKyMEHTa IoCie
3aBepIICHUs] pabOThl ¢ HUM W BKJIIOYAeT: ciioBa "B meno", mHAEKC Aena 1Mo HOMEHKJIAType Nel, B KOTOpOoe
MIOMEIIAeTCs JOKYMEHT Ha XpaHeHHeE, C YKa3aHUEeM Tojia, JOJKHOCTH JIMLA, OOPMHUBIIETO OTMETKY, MOAIHUCH,
JaThl.

[lpumep -

B meso N 01-18 za 2016 .

3aB. OTHOEJIOM KOPIIOPATUBHBEIX [IPOEKTOB
[loonmce DaTa

OTMeTKa 0 HarpaBJICHUHW JOKYMCHTA B JACJI0O MOXCET AOIIOJIHATBHCA KPATKUMHU CBCACHUAMH O XapaKTCpPC




HCIIOJIHCHUA JOKYMCHTA.

6 bnaHkn AOKyMeHTOB

6.1 Jlns nsroroBneHus: 6naHkoB AoKymMeHTOB, cortacHo 'OCT P 7.0.8, ucnons3yercs Oymara ¢popMaToB
A4 (210 x 297 mm), A5 (148 x 210 MM); s U3TOTOBIIEHHUs OJAHKOB PE3ONIOLMN UCIOIb3yeTcs Oymara
dopmaroB AS (148 x 210 mm), A6 (105 x 148).

Kaxxaplit tuct 1oKkymMeHTa, 0opOpMIICHHBIH Ha OJaHKe Wik 06e3 HeTo, J0JDKEH UMETh TOJIsl HE MEeHee:

20 MM - JIEBOE;

10 MM - paBoe;

20 MM - BepXHEE;

20 MM - HUXKHEE.

JlokyMeHThI JuinTenbHbIX (CBbiie 10 j1eT) CpOKOB XpaHEHUs T0JKHBI UMETh JIeBOE Tojie He MeHee 30 MM.

6.2 OpraHuzaiy HCIONb3YIOT OJaHKKW AOKYMEHTOB, M3TOTOBJICHHBIE HA OyMakHOM Hocutene (O1aHKu
JTOKYMEHTOB (pefiepaibHbIX OPraHOB TOCYJapCTBEHHOM BIACTH C BOCIpou3BeaeHueM [ocynapcTBeHHOro repba
Poccuiickoit depepanuu U3roTaBIUBaAIOTCS MOMUTPAPUUSCKUME TPEATPUITUIMH, UMEIOIIUMHU CEPTU(DUKATHI O
HaJIMYUU TEXHUYECKUX M TEXHOJOTMUECKHUX BO3MOXXHOCTEH /I Ka4eCTBEHHOTO HM3TOTOBIICHUS YKa3aHHOTO
BUJIA TPOMYKIMU) W/HUIW 3IEKTPOHHBIE I1a0NOHBI ONaHKOB. bianky Ha OyMa)KHOM HOCHUTENE M IIEKTPOHHBIE
mabnoHbl  OJAHKOB JIOJDKHBI OBITh HWACHTHYHBI TI0 COCTAaBYy PEKBU3UTOB, MOPSIKY WX PACIOJIOKCHHUS,
rapHuTypam mpudTa.

brnanku nOKyMEHTOB Ha OyMa)>KHOM HOCHTEJIE M 3JIEKTPOHHBIC IIa0JIOHBI OJAHKOB M3TOTABIMBAIOTCS HA
OCHOBaHUHU MAaKETOB OJIAHKOB, YTBEPKAAEMbIX PYKOBOAUTEIEM OpPTraHU3alINU.

bnanku 10KyMEHTOB ciielyeT U3roTaBIuBaTh Ha Oesoi Oymare uiau OymMare CBETJIBIX TOHOB.

DJeKTpOHHBIE IIa0JIOHBI OJAHKOB JOKYMEHTOB JOJDKHBI OBITh 3allUIIEHBl OT HECAHKIMOHMPOBAHHBIX
W3MEHECHUH.

6.3 bnanku 10KyMeHTOB 0hOopMIISIOTCS B cooTBeTCTBHH ¢ [Iprnoxkennem b. OpueHTHPOBOYHBIE TPAHUIIBI
30H pacIOJIOXKEHMsS] PEKBU3UTOB O0O3HaueHbl NYHKTHpOM. Kaxaas 30Ha ompenensercs COBOKYIHOCTBIO
BXOJIAIIUX B HEE PEKBU3UTOB.

6.4 B 3aBHCHMOCTH OT pacIIOJIOKECHUSI PEKBU3UTOB YCTAHABIMBAETCS JBAa BapHaHTa OJAHKOB - YIIIOBOW
(pucynok b.1) u mpononbubIi (prcyHoK b.2).

6.5 PexBuzutel 01, 02, 03 pacnonaratoTcsi Ha BEpXHEM I0JIe JOKyYMEHTa HaJl pekBu3utoM 05 mo cepennne
30HBI, 3aHATON STUM PEKBU3UTOM.

PexBusut 03 MoxeT pacnonararbcs ciieBa Ha ypoBHE pekBusuta 05.

PexBuszutsr 05, 06, 07, 08, 09, 13, orpannunTenbHble OTMETKU A pekBuzutoB 10, 11, 12 B mpeaenax
TPaHMII 30H PACIIOJIOKEHUS PEKBU3UTOB Pa3MEIIAIOTCS OTHUM H3 CIIOCOOOB:

- LIEHTPOBAHHBIM (HA4Yal0 M KOHEI| Ka)XJOH CTPOKH PEKBU3UTOB PABHO YHAJI€HBI OT TPaHUI] 30HBI
PacCIOJIOKEHUSI PEKBU3HUTOB);

- ¢umaroBpIM (Kaxkaas CTpOKa PEKBU3UTOB HAYMHAETCA OT JIEBOM TPaHUIBI 30HBI PACIONIOKEHUS
PEKBU3UTOB).

6.6 YcTaHaBIMBAIOTCS CIEAYIOUINE BH/IbI OJIaHKOB TOKYMEHTOB OPTaHU3AINU:

- 001Ut ONaHK;

- OJIaHK MHCHbMa;

- OaHK KOHKPETHOTO BHUJIA JIOKyMEHTA.

HopmaTtuBHBIMU MPaBOBBIMU aKTaMU OpPraHU3allM{ YCTAHABIMBAIOTCS BUBI IPUMEHSEMbIX OIAHKOB U UX
pasHoBHUIHOCTH (OJaHK MUCbMa CTPYKTYPHOTO MOApas/eseHus, OJaHK MUChMa JTODKHOCTHOTO JIMIA, ONaHK
npuKa3a, OJaHK pacropsKeHHsI, OJJaHK MTPOTOKOJIA U JIp.).

OO6pa3ip! 671aHKOB TOKYMEHTOB IIPUBECHBI B IPHJIOKEHUH b.

6.7 OOumii OnaHK HMCHONB3YeTCs JUIS W3TOTOBJICHUS JIOOBIX BHUAOB JOKYMEHTOB, KpPOME JIEJIOBOTO
(cmy>ke0HOT0) MUCHMA.

OO6muii O1aHK B 3aBUCUMOCTH OT YUPEAUTEIbHBIX TOKYMEHTOB OPTaHU3AlUU U JIOKAJIbHBIX HOPMAaTUBHBIX
akToB BKJtoyaeT pekBu3uThl 01 (02 mumm 03), 05, 06, 07, 13 u orpaHMYUTENbHBIE OTMETKU ISl pEKBU3UTOB 10,
11, 16, 17.

bnank nucbMa B 3aBUCHMOCTHU OT YUPEIUTEIBHBIX JOKYMEHTOB OpraHU3aIliU U JIOKAITBHBIX HOPMATHBHBIX
akToB BKirouaeT pekBu3uThl 01 (02 wm 03), 05, 08, orpaHuvuTEeIbHBIE OTMETKH 11 pekBu3nuToB 10, 11, 12, 15,
17. bnank muchbMa CTPYKTYpHOTO TOApPA3/EICHUS JOMOIHUTEIBHO BKJIIOUAET pekBH3UT (06, ONaHK mHUcbMa
JIOJKHOCTHOTO JIMIA - peKBU3HT 07.

bnaHk KOHKpETHOTO BHJa JOKYMEHTa, KpOME MHCHhbMa, B 3aBUCUMOCTH OT YUYPEAUTEIHHBIX JOKYMEHTOB




OpraHM3alllK U JIOKAIbHBIX HOPMATHUBHBIX MPAaBOBBIX akTOB BKIOUaeT pekBu3uThl 01 (02 mmu 03), 05, 09, 13 u,
MpU HEOOXOAMMOCTH, OTPAHUYUTENIbHbIE OTMETKHU JUIsl TPaHUIl 30H pacroyiokeHus: peksusutos 10, 11, 16, 17.

bnank KOHKpPETHOTO BHJa AOKYMEHTa CTPYKTYPHOTO MOApAa3AeIeHHs AOMOIHUTENBHO BKIIOYaeT pekBu3uT 00,
OJTaHK JIOJDKHOCTHOTO JIMIIA - PeKBU3UT 7.

6.8. B opranax BrmacTu u opranmzanusax pecmnyonuk Poccuiickoit denepaiinu, UCONB3YIOMINX HAPSIY C
PYCCKMM  SI3BIKOM KaK TOCYJIapCTBEHHbIM s3bIKOM Poccuiickoin ®denepannu TroCyJapCTBEHHBIN S3BIK
(rocymapcTBeHHbIE SI3BIKM) pECHyONIMK, MCHONB3YIOTCS ONaHKM JIOKyMEHTOB Ha pPYCCKOM SI3bIKE H
TOCYIapCTBEHHOM $I3bIKe (TOCYAapCTBEHHBIX S3BIKAX) PECIyONUK: YITIOBbIe (PEKBH3HUTHI OJIaHKA PacIIONararoTcs
Ha OJHOM YpOBHE: Ha PYCCKOM S3bIKE - CJ€Ba, Ha TOCYIApCTBEHHOM S3bIKe (TOCYIapCTBEHHBIX SI3BIKAX)
peciyOuK - CrpaBa) WIH MPOJOJbHbIE (PEKBU3UTHI OJaHKA Ha PYCCKOM SI3bIKE - CBEPXY, PEKBU3UTHI OJIaHKa Ha
TOCYAapCTBEHHOM $I3bIKE (TOCYJApPCTBEHHBIX S3bIKAX) PECITYONUK - HIKE).

JIJist IepenucKe ¢ HHOCTPAHHBIMU KOPPECIIOHICHTAMH HCITONIB3YIOT OJIAHKH Ha JIBYX SI3bIKAX - PYCCKOM U
aHrmiickoM (punoxenne B.8) uiu H”HOM HHOCTPAHHOM SI3BIKE.

(. 6.8 B pen. Mamenenus N 1, yrB. [Ipuka3zom Poccranmapra ot 14.05.2018 N 244-cT)
[Ipunoxenune A

(cipaBo4HOE)

PACIMNONOXEHUE PEKBU3UTOB HA TUTYJIbHOM JIUCTE OOKYMEHTA

HammMmeHOBaHMe oOpraHm3alun
I'pud coryacoBaHMA HOOKYMEHTa I'pnd yTBEepXIOeHMA OOKyMEeHTa

HamMeHOBaHMe BMIA IOOKYMEHTAa
3aroJIOBOK K TEKCTY

Tpud corslacoBaHMs OOKYMEHTA

MecTo cocTaBJieHUsa (M3TaHMS) IOOKYMEeHTa - T'OI MBIaHusa IOOKyMeHTa

Pucynok A.1 - PacrionoxeHue peKBU3UTOB Ha TUTYIbHOM
JHCTE JOKYMEHTa

[Ipunoxenue b

(cipaBo4HOE)

CXEMBbI PACITOJIOKEHUA PEKBU3UTOB IOKYMEHTOB




75 75

o
29 ~
01 02 03 e
- o5 | 1
w
06 07 I I 15 16
08 09 } }
I
10 1 | |
g 12 13 I I
_______________ | |
17 B | 28
e O
_____________ l___ e ]
18
[ B
n| o
N N
(o]
8
19
o
N
22 23 24
20 21 26
25 | 30 _} 27 R
| | A
20 | 110 | ao B 40 o
210

Pucynok b.1 - PacnionoxeHne peKBU3UTOB U I'PaHULIbI 30H
Ha (opmare A4 yrinoBoro 61aHka
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Pucynok b.2 - PacnionoxeHue peKBU3UTOB U IT'PaHULIbI 30H
Ha (opmare A4 npoaoabHOrO OiIaHKa




IIpunoxenue B
(cipaBoYHOE)

OBPA3LbI BJTAHKOB JOKYMEHTOB

Pocapxus

denepanibHOE OOIXETHOE YyUpEeXIeHUEe
"BCepOCCUMCKUY HAYUHO-MCCJIENOBATEJIbCKUM MHCTUTYT
IOKYMEHTOBEIEeHMA M apxXMBHOTO zneja"
(BHUMIAT)

MockeBa

Pucynok B. 1 - O6pa3zert obuiero 61aHka opraHu3aluu

Pocapxus

demepasnibHOe O0IXETHOE YyUYpeXIeHME
"BCepOCCUMCKMM HAay4dHO—
MCCJIeOOBATENbCKUM MHCTUTYT
IDOKYMEHTOBENEHUs UM apxXMBHOTO nena"
(BHUMIOATL)

[Ipobcow3xwas yi., n. 82, Mockmea, 117393
Ten./daxc (495) 718-78-74
e-mail:mail@vniidad.ru; http://www.vniidad.ru
OKIIO 02842708; OI'PH 1027700380795;
VHH/KIIO 7708033140/771001001

N

Ha N oT

Pucynox B.2 - O6pa3ern yrioBoro 0;raHka muChMa OpraHUu3aIiuu

Pocapxus

depepanbHoe GHOAXKETHOE yupexaeHue
"BcepoccUMCKM Hay4YHO-UCCreAoBaTeNbCKUN UHCTUTYT
OOKyMeHToBeAeHus n apxusHoro gena" (BHUAOAL)

Mpodcoro3Hasn yn., A. 82, Mockea, 117393
Ten./dpakc (495) 718-78-74 e-mail:mail@vniidad.ru;
http://www.vniidad.ru
OKIO 02842708; OIr'PH 1027700380795;
MHH/KNN 7708033140/771001001

Ha N oT

Pucynox B.3 - O6pa3sern mpononbpHOro GJiaHKa MUCchMa OpraHUu3aIiH




Pocapxus

®depepanbHoe GHOAKETHOE yupexaeHue
"BcepoccUNCKNM Hay4HO-UccneaoBaTeNbCKUA UHCTUTYT
OOKyMeHTOoBeAleHUs1 U apxuBHoro gena"
(BHUMOALN)

AOUPEKTOP

Mpodcoto3Han yn., Aa. 82, Mocksa, 117393
Ten./dpakc (495) 718-78-74 e-mail:mail@vniidad.ru;
http://www.vniidad.ru
OKNO 02842708; OIN'PH 1027700380795;
MHH/KMM 7708033140/771001001

Ha N oT

Pucynok B.4 - O6paser] npogoapHOro 6JaHka nucbma
JOJDKHOCTHOTO JIUIIA

Pocapxus

depepanbHoe GrogKeTHOE yupexaeHue
"BcepoccUUCKM Hay4YHO-UCCreaoBaTeNIbCKUN UHCTUTYT
OOKyMeHTOBeAleHUs1 U apxuBHoro gena"
(BHUMOANO)

OTPACJIEBON LIEHTP NOBbILEHUA KBANU®UKALIUK

Mpodcoro3Hasn yn., A. 82, Mocksa, 117393
Ten./dpakc (495) 718-78-74 e-mail:mail@vniidad.ru;
http://www.vniidad.ru
Ten./cpakc (495) 718-79-38; e-mail:ocpk@vniidad.ru
OKIMO 02842708; OrPH 1027700380795;
MHH/KNMN 7708033140/771001001

Pucynox B.5 - O6pazer npomonpHOro 0raHka muchMa
CTPYKTYPHOTO MO/Ipa3IeICHUs

Pocapxus

denepasibHOE OHIXETHOE YyUpexXIeHUe
"BCEepPOCCUMCKUY HAYUHO-MCCJIENOBATEJIbECKUM MHCTUTYT
IOOKYMEHTOBEIEHMA M apXMBHOTO neja"
(BHMMIOATL)

[IPMKA3




Mockea

Pucynok B.6 - OGpa3zerr O:1aHka KOHKPETHOTO BHJIa
JIOKYMEHTa OpTaHHU3aIiH

Pocapxue
denepalsibHOE OOIXETHOE yUpexIeHMe
"BCepOCCUMCKUY HAYUHO-MCCJIENOBATEJIECKUM MHCTUTYT
IOOKYMEHTOBEIEHM M apXMBHOTO neja'"
(BHMMIATLL)
IVPEKTOP

PACIIOPAXEHVE

Mockea

Pucynok B.7 - O6pa3zers O;1aHka KOHKPETHOTO BHJIa JOKYMEHTa
JOJDKHOCTHOTO JIUIA

PocapxuB

®depepanbHoe GOAXKETHOE yupexaeHue
"BcepoCCUNCKNM Hay4YHO-UCCNeaoBaTeNbCKUM UHCTUTYT
AOKyMeHToBeAleHUs1 U apxuBHoro gena"
(BHUMOAN)

Mpodcoro3Han yn., A. 82, Mocksa, 117393
Ten./dpakc (495) 718-78-74 e-mail:mail@vniidad.ru;
http://www.vniidad.ru
OKIMO 02842708; OIrPH 1027700380795;
MHH/KNMN 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

Ha N oT

Pucynox B.8 - O6pa3zern mpomonpHOro GJiaHKa MUChMa OpraHUu3aINH
Ha IBYX A3BIKAX




