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Hauuonanwhsiii crangapt P® I'OCT P 7.0.97-2016
"CucremMa cTaHIAPTOB 10 MH(OPMAIIUU, OUOJINOTEYHOMY M U31ATEJIbCKOMY JIeJIy.
Oprann3annoHHoO-pacnopsanuTebHast JoKyMeHTanus. TpeGoBanus Kk 0popMJIeHUIO JOKYMEHTOB'"
(yTB. nnpukazoMm PeepajbHOI0 AareHTCTBA M0 TEXHUYECKOMY PeryJ1HpOBaHUI0O U MeTPOJIOTHH OT 8
nexadps 2016 r. N 2004-cT)

C u3MeHeHHMSIMH U IOMIOJITHEHUSIMHU OT:

14 masg 2018 r.

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

Jara BBegenus - 1 urons 2018 1.
Bzamen I'OCT P 6.30-2003
TAPAHT:

Cwm. CpaBuuteabnsblii anamn3 ['OCT P 6.30-2003 u TOCT P 7.0.97-2016 Ha opraHu3airoOHHO-
pacropsIUTEIbHYIO JTOKYMEHTAIIHIO

IMpuka3zom Poccrangapra ot 25 mast 2017 N 435-ct nara BBenenus Hacrosiiero 'OCTa nepenecena c 1
utosist 2017 r. va 1 urons 2018 .

IIpenucnosue

1 PaszpaGoran denepanbHbIM  OMO/KETHBIM  yupexaeHuem "Bcepoccuiickuit  HaydHO-
UCCJIEIOBATEIbCKUA MHCTUTYT JOKyMeHToBeneHus U apxuBHoro aena" (BHUUIAJ]) denepanbHOro
aApXMUBHOT'O areHTCTBA

2 Buecen Texuuuyeckum komuteToM Mo cravgaptuzauud TK 191 "Haywyno-texHuueckas
uH(popMalus, OUOIMOTEUHOE U U3/1aTeNbCKOE 10"

3 VTBepkneH U BBelEH B JelcTBUE Npukazom DenepalbHOrO areHTCTBa MO TEXHUYECKOMY
PEryIMpOBaHUIO U METpoJoruu oT 8 aexadps 2016 r. N 2004-ct

4 B HacTosAlEM cTaHAApTE peann3oBaHbl HOpMbI PenepaibHbIX 3aK0HOB 0T 27 s 2006 r.
N 149-®3 "OO6 wunbpopmanmu, WHGHOPMAIIMOHHBIX TEXHOJOTUSIX W O 3ammuTte uHpopmamuu", ot 22
okTsi0pst 2004 r. N 125-@3 "O6 apxuBHoM nene B Poccuiickoit deneparun’

5 B3amen 'OCT P 6.30-2003
1 Ob6s1acTh NPUMEHEHHUA

Hacrosimuii cTtanmapT pacnpocTpaHseTcss Ha OpraHHU3allMOHHO-PACHOPSAAUTENbHbIE JTOKYMEHTHI:
yCTaBbl, MOJIOKEHUS, NMPaBUJa, MHCTPYKILHUHU, PErJIaMEHThI, MOCTAHOBJIECHHS, PACHOPSKEHMs], MPUKA3bI,
pelIeHusi, MPOTOKOJIbI, JOTOBOPHI, AKThl, MUCbMa, CIPAaBKH U Ap. (anee - JOKYMEHTHI), B TOM YHCIE
BiitoueHHele B OK 011-93 "OOmepoccuiickuii  kinaccudukatop yrnpaBieHUYECKONH JTOKyMeHTauuu"
(OKVY II), xmacc 0200000.

Hacrosimuit ctangapT onpenenseT coCTaB peKBU3UTOB JOKYMEHTOB; MpaBUia UX OQOPMIICHHS, B
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TOM YHUCJIC C IPUMCHCHHUEM I/IH(i)OpMaI_II/IOHHBIX TGXHOJIOI‘PIﬁ; BUbI 6JIaHKOB, COCTaB pCKBU3UTOB 6HaHKOB,
CXEMBI PACIIOJIOKCHUA PEKBU3HUTOB Ha JOKYMCHTEC, O6pa3I_II>I 6J'IaHKOB; nmpaBujia CO3aaHUA JOKYMCHTOB.
Ilonoxenus HACTOALICTO CTaHAapTa pacClpOCTPAHAIOTCA Ha AJOKYMCHTHI Ha 6YMa)KHOM " 3JICKTPOHHOM
HOCUTCIIAX

2 HopMaTuBHBIE CCBLIKH

B Hacrosiimem craHaapTe UCoiIb30BaHbl HOPMATHBHBIE CCHUIKH Ha CIIEAYIONINE CTAHIAPTHI:

I'OCT P 7.0.8 Cucrema cranaapToB no wH(GpOpMAIK, OUOITHOTEYHOMY W M3JATCILCKOMY JIETy.
Jlenorpon3BOACTBO U apXUBHOE JIEJI0. TEpMUHBI U ONIPECIICHHS

I'OCT P UCO 15489-1 Cucrema ctaHaapTOB 10 HHPOPMAIUH, OUOIHMOTEYHOMY U H3IATEIBLCKOMY
neny. YrpasieHue qokyMmeHTaMu. O0mume TpeboBaHus

IIpumeuanue - [Ipu monbp30BaHUKM HACTOSIIIUM CTaHJAPTOM LIEIECOOOPA3HO MPOBEPUTH JCUCTBUE
CCBUIOYHBIX CTaHJApTOB B MH()OPMAIIMOHHON CHCTEME OOIIETO IMOJIBb30BaHUS - Ha O(UIIMAIBLHOM caiiTe
@DenepallbHOTO areHTCTBA MO TEXHUYECKOMY PEryJIHpPOBAHUIO U METPOJIOTUU B ceTH VHTEpHET WM 1o
eXerogHomMy MHGOpPMaIMOHHOMY YyKazaTento "HanuoHanbHble CTaHAAPTHI', KOTOPBIM OMyOJIMKOBAaH IO
COCTOSTHUIO Ha | sSHBaps TEKYILEro rojia, U Mo BBIMYCKaM €KEeMEeCSYHOro MH(GOPMAIMOHHOTO yKa3aTems
"HanuoHanbpHble cTaHaapThl" 3a TEeKyIIMH roa. Eciau 3aMeHeH cChUIOYHBIN CTaHAApT, HAa KOTOPBIA JaHa
HEJATUPOBAHHAS CCBHUIKA, TO PEKOMEHIYeTCSl MCIOJIb30BaTh JEHCTBYIOIIYI0 BEPCHIO 3TOTO CTaHAapTa C
YU4E€TOM BCEX BHECEHHBIX B JAHHYIO BEpCHI0 M3MEeHeHuil. Eciiv 3aMeHeH CChUIOYHBIM CTaHAapT, Ha
KOTOpBI JaHa JaTUPOBaHHAs CChUJIKA, TO PEKOMEH]YEeTCS HCIIOJIb30BaTh BEPCHIO ATOrO CTaHAApTa C
YKa3aHHBIM BBIIIE TOJJOM yTBepxAeHUs (npuHATus). Ecinu mocne yTBep)kKIeHusl HaCTOSIIEro CTaHAapTa B
CCBIJIOYHBIA CTaHIApT, HAa KOTOPBIM JaHAa NaTHUPOBaHHAs CCbUIKA BHECEHO M3MEHEHHE, 3aTparuBarolice
M0JIO’KEHHE, HA KOTOPOE J1aHa CChUIKA, TO 3TO MOJI0KEHUE PEKOMEHIyeTCs MPUMEHATh 0e3 ydueTa JaHHOTO
u3MeHeHUs. Eciu ccbtouHbIi CTaHIapT OTMEHEH 0e3 3aMeHbI, TO MOJIOKEHHE, B KOTOPOM JIaHa CChUIKA Ha
HEro, peKOMEHAYyeTCsl IPUMEHSATh B YaCTH, HE 3aTparuBarollel 3Ty CChUIKY.

3 O0mme TpeOOBAHNS K CO3AAHMI0 JOKYMEHTOB

3.1 JloKyMeHThl MOTYT cO37aBaTbCsi Ha OyMa)XHOM HOCHUTEJIE M B DJJIEKTPOHHOM Qopme ¢
COOJIIOZICHHEM YCTaHOBJICHHBIX MPaBUJI 0(OPMIICHHS TOKYMEHTOB.

3.2 Ilpu co3naHuu JOKYMEHTa Ha JIBYX U OoJyiee CTpaHMIaX BTOPYIO U MOCIEAYIOIINE CTPaHUIIbI
HYMEPYIOT.

Homepa cTpaHuIl MpOCTaBISIOTCS MOCEPEAMHE BEPXHEro MOojs JOKyMEHTa Ha pPAacCTOSHHUU He
MeHee 10 MM OT BEpXHEro Kpasi JIMCTa.

JomyckaeTcsi co3gaHue JOKYMEHTOB Ha JIMIIEBOM H OOOpOTHOW cTopoHax Jjucra. I[lpum
JIBYCTOPOHHEM CO3JaHUU JTOKYMEHTOB IIMPHHA JIEBOTO IMOJIS HA JIMIIEBOM CTOPOHE JINCTA U MPABOTO OIS
Ha 000POTHOM CTOPOHE JINCTA JOJKHBI OBITh PaBHBI.

Wndopmarys 06 M3MEHEHHSAX:
Ilynxkm 3.3 uzmenen c 1 uronsn 2018 2. - H3menenue N 1

Cm. npedvloyuiyio pedakyuro
3.3 Jlns co3maHusi JTOKYMEHTOB HEOOXOJMMO HCIOJIb30BaTh CBOOOJHO paclpoCTpaHsieMble
OecriaTHbIe MIPUQTHI.
s opopMiieHHs: JOKYMEHTOB PEKOMEHAYeTCsl UCTOIb30BaTh pa3Mepsl mpudros N 12, 13, 14.
[Ipu coctaBiennn TaOIUI] JOMYCKAETCS UCTIOIB30BATh MIPU(THI MEHBIIINX Pa3MEPOB.
3.4 AG3amHbIi OTCTYI TEKCTA JOKyMeHTa - 1,25 cm.
3aroj0BKM pa3esioB M MOAPA3/ENOB MeYaTaloTCs ¢ a03alHbIM OTCTYIIOM MM LIEHTPUPYIOTCS IO
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HIMPUHE TEKCTA.

MHOroCTpOUYHbIE PEKBU3UTHI MIEYATAOTCS YEPE3 OJUH MEKCTPOUHBII MHTEpPBAJl, COCTABHBIEC YaCTH
PEKBU3UTOB OTAEISIOTCS JONOJHUTEIBHBIM UHTEPBAJIOM.

TekcT gokymeHTa nedaraercsa yepes 1 - 1,5 MeXCTpOUHbIX HHTEpBAJIA.

Ecnu 1oKyMeHT rOTOBUTCA JJIsl M3JaHHUS C YMEHBIICHHEM MaciTada, TeKCT MeJaTaeTcsl yepes JiBa
WHTEpBaja.

WuTepBan Mexxay OyKBaMu B CIIOBaX - OOBIYHBIH.

HuTepBan Mexay CI0BaMH - OJTMH IPOOeT.

3.5 Tekct nOKyMeHTa BBIpAaBHUBAETCS MO LIMPUHE JIMCTA (110 TpaHMIIaM JIEBOTO U IIPABOrO IOJIEH
JIOKYMEHTA).

JmHa caMoii JUIMHHOW CTPOKHM PEKBU3WTA TPH YITIOBOM PACIOJIOKEHHUU PEKBH3UTOB He Oolee
7,5 cM.

JlnirHa caMoil ITMHHON CTPOKHM PEKBU3UTA IIPU MPOJI0JIBHOM PACIONIOXKEHUH PEKBU3UTOB HE Ooee
12 cm.

3.6 HopMaTUBHBIMU MIPABOBBIMU aKTaMH OPTaHU3AIUH MOXET OBITh MPEITyCMOTPEHO BBIICICHUE
peKBU3UTOB "afpecat", "3aroJOBOK K TEKCTY" WM "MOAMUCH", a TaKKe OTIENbHBIX ()parMEeHTOB TEKCTa
HOJTYKHPHBIM IIPHPTOM.

3.7 HopMaTuBHbIE MPABOBBIE aKThl OPraHU3ALUU, a TAK)KE MHbIE MHOIOCTPAHUYHBIE JOKYMEHTHI
MOTYT O(OPMIISITHCS C TUTYJIBHBIM JIUCTOM. THTYIBHBIA JUCT TOKYMEHTa 0()OPMIIIETCSI B COOTBETCTBHH C
NPUJIOKEHUEM A.

4 PeKBU3UTHI JOKYMEHTA

[Tpu moxaroroBke M 0GOPMIIEHUH JTOKYMEHTOB HCHOJB3YIOT PEKBU3UTHI, ONpPENENeHUs] KOTOPhIX
npuseneHsl B 'OCT P 7.0.8
1 - rep0 (I'ocynapctBennslit repd Poccuiickoit denepannu, repod cyobekra Poccuiickoit denepaunu, repo
(repanbAMUECKUI 3HAK) MYHUIIUITAIBHOTO 00pa30BaHus);

2 - oM0JIeMa;

3 - TOBapHBIH 3HaK (3HAK 00CTYKUBaHUS);

4 - KoZ1 (hOpMBI JJOKYMEHTA;

5 - HAMMEHOBaHKE OpraHu3alluy - aBTOPa JJOKYMEHTA;

6 - HAMMEHOBAaHME CTPYKTYPHOI'O IIOJPA3ACIEHUS - aBTOPA JOKYMEHTA;
7 - HAMMEHOBaHME JTOJKHOCTH JIMLA - aBTOPa JOKYMEHTA;
8 - CIIpaBOYHBIE JIaHHBIE 00 OpraHu3ally;

9 - HAMMEHOBaHME BU/JIA IOKYMEHTA;

10 - 1aTta I0OKyMEHTA;

11 - PErUCTPAalMOHHBIA HOMEP JOKYMEHTA;

12 - CCBUIKA HA PETUCTPALMOHHBI HOMEP U JaTy NOCTYIHUBIIETO JOKYMEHTA;
13 - MECTO COCTaBJICHHS (M3aHUsI) JOKYMEHTA,

14 - Tpu¢ OrpaHUYEHUs JIOCTYIA K TOKYMEHTY;

15 - ajpecar;

16 - TpuG YTBEPXkKAECHUS TOKYMEHTAa,

17 - 3aTOJIOBOK K TEKCTY;

18 - TEKCT JIOKYMEHTA;

19 - OTMETKA O NIPWIOKEHUU;

20 - rpu COrIacOBaHUS IOKYMEHTA;

21 - BU34,

22 - TIOJITHCE;

23 - OTMETKa 00 JIEKTPOHHOM MOIIUCH;
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24 - 1I€YaTh;

25 - OTMETKA 00 MCIIOJIHHUTEIE;

26 - OTMETKA O 3aBEPEHUU KOIHH;

27 - OTMETKA O MOCTYIJIEHUH TOKYMEHTA;

28 - pe30IoLIHS;

29 - OTMETKA O KOHTPOJIE;

30 - OTMETKa O HaIlpaBJICHUU JOKYMEHTA B JIEJIO.

5 OgopmiieHne peKBU3UTOB 1OKYMEHTOB

5.1 T'ep6 (I'ocymapctBennbiii rep0 Poccuiickoit ®enepauuu, repd cyobekra Poccuiickoii
denepanun, repd (repaabIUUeCKUil 3HaK) MYHHUITUIIAILHOTO 00pa30BaHusI) BOCIIPOM3BOINUTCS Ha OJIaHKaX
JIOKYMEHTOB B COOTBETCTBUHU ¢ DeepaibHBIM KOHCTHUTYHHMOHHBIM 3aKOHOM oT 25 nexabpst 2000 r.
N 2-®K3 "O TocymapctBenHom repOe Poccuiickoii ®Pexnepanuu", 3aKOHOAATEIBHBIMA W HWHBIMU
HOPMaTUBHBIMM MPAaBOBBIMU akTaMH cyObekToB Poccuiickoit denepanuu 1 HOPMaTUBHBIMU IIPABOBBIMU
aKTaMU OPraHOB MECTHOT'O CaMOYIIPaBIICHUS.

Nzo6paxenne repba (['ocymapctBenHoro, cyowekra Poccuiickoit ®enepanuu, repbda
(repanbAMUECKOro 3HaKa) OpraHa MECTHOTO CaMOYIIPABJICHUS) TOMEUIAETCs 110 CEPEAMHE BEPXHETO MOJIs
OJlaHKa JIOKyMEHTa HaJ PEKBU3UTAMU OpraHu3allid - aBTOpa JOKyMEHTa, Ha paccTosHuud 10 MM oOT
BEPXHEro Kpas JIUCTA.

5.2 DOmbnema opraHuzauuu, paszpaboTaHHasi M YTBEp)KJIEHHAs B YCTAHOBJIEHHOM IOPSJIKE,
pa3Meniaercs B COOTBETCTBUM C HOPMATUBHBIMHM IPaBOBBIMU aKTaMU Ha OJIaHKax: JOKYMEHTOB
(denepanbHBIX OpPraHOB TOCYAApPCTBEHHOW BIAcTH (32 HMCKIIOYCHHEM CIy4aeB, MPELyCMaTpUBAIOIINX
UCTONIb30BaHue M300paxeHus I'ocymapctBeHHoro rep6a Poccuiickoit ®enepanuu), TEppUTOPUATBHBIX
OpraHoB (QeaepalbHbIX OPraHOB TOCYJApCTBEHHOM BIACTH, TOCYJApCTBEHHBIX M HETrOCyJapCTBEHHBIX
opranu3zaiuil. M3o06paxeHne sMOaeMbl MOMEUIAETCS [0 CepeIMHE BEPXHEro Mo OJlaHKa JOKYMEHTa HaJ
PEKBU3UTaMM OpraHU3alluu - aBTOpa JOKYMEHTA, Ha paccTossHUU 10 MM OT BEpXHEro Kpas JIUCTa.

5.3 ToBapHublii 3HaK (3HaK OOCTYXHBaHUS), 3apETUCTPUPOBAHHBIH B  YCTAHOBJICHHOM
3aKOHOJATEIBLCTBOM MOPSIKE, BOCIIPOU3BOJIUTCS Ha OJlaHKaX OpraHM3alMii B COOTBETCTBHM C YCTaBOM
(monoxenuem o0 opranuzanuu). M3o0paxeHre TOBapHOTO 3HaKa (3HaKa OOCITY>KWBAaHHUS) MTOMEIIAETCS O
ceperHe BEpPXHEro MoJisl OjlaHKa JIOKYMEHTa HaJl PeKBU3UTAMU OpPraHU3allid - aBTOpa JAOKYMEHTa, WIN
ClieBa Ha YpOBHE HAUMEHOBAHUS OpraHH3aIlMd - aBTOpa JOKYMEHTa (JIomycKaeTcs 3aXBaThlBaTh 4acTb
JIEBOTO T10JIfA).

Hapsiny ¢ ToBapHbIM 3HaKoM (3HAaKOM OOCITY)XHBaHHs), Ha OJaHKaX JOKYMEHTOB MOXET
YKa3bIBaThCSl KOMMeEpUYECKOe 0003HaAUEHUE FOPUINUYECKOIO JIHIIA.

54 Kox ¢opmbl TOKyMEHTa MPOCTABISETCS Ha YHU(PHUIMPOBAHHBIX (OpMax ITOKYMEHTOB B
cooTBeTcTBUM ¢ OOmepoccuiickuM Kiaccupukaropom yrpasieHueckol aokymeHtanuu (OKVY]) wnmm
JIOKAJIBHBIM KJIacCU(PHKATOPOM, pacIloiaraeTcsi B MPaBOM BEPXHEM YIIy paboyero mois JOKYMEHTa,
coctouT u3 cioB "@opma no" (HauMeHOBaHHE KJIacCUpUKaTOpa) U LU(PPOBOro Koaa.

IIpumep - ®opma mo OKVY /[ 0211151.

5.5 HawumeHoBaHue opraHu3aluud - aBTOpa JOKyMEHTa Ha OJaHKe JJOKyMEHTa JOJIKHO
COOTBETCTBOBATh HAMMEHOBAHUIO IOPUAMYECKOTO JIMLA, 3aKpEeIUIEHHOMY B €r0 yYpeIUTENbHbIX
ToKyMeHTax (ycTaBe WM MojokeHuu). [lol HaMMeHOBaHMEM OpTraHM3aIllid B CKOOKaX yKa3bIBaeTCA
COKpaIlleHHOE HAMMEHOBAaHUE OpPraHu3aliy, €CJIH OHO MPEAYCMOTPEHO YCTaBOM (TIOJ0KEHUEM).

Han HanMeHOBaHMEM OpraHM3alllU - aBTOpa JOKYMEHTa yKa3bIBae€TCs IMOJIHOE WM COKPAIEHHOE
HAaUMEHOBAHME BBIIIECTOSIIEN OpraHU3aiy (IIpU €€ HAIUYUH).

5.6 HammeHnoBaHWEe CTPYKTYPHOTO IOJPA3CICHHUS - aBTOpa JOKyMEHTa (B TOM 4Yucie (uiuana,
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OTJIEJIEHHUS], TIPEACTABUTENBCTBA, KOJIJIETHAIBHOIO, COBEIIATENBHOIO UM MHOTO OpPraHa) MCHOJb3yeTcs B
OsaHKax MUceM U OJaHKaxX KOHKPETHBIX BUOB JOKYMEHTOB COOTBETCTBYIOLIMX MOApa3eaeHUH (OpraHoB)
B COOTBETCTBHUM C JIOKQJIbHBIMM HOPMATHBHBIMM aKTaMHU M YKa3blBAaeTCsl I10J] HAaUMEHOBAHHEM
OpraHu3aluH.

5.7 HaumeHoBaHMEe TOJHKHOCTH JIMIIA - aBTOPA JTIOKYMEHTA MCIIONB3YeTCsl B OJIaHKAX JTOJKHOCTHBIX
JMII W pacrojiaraercs I0J, HaMMEHOBAaHHMEM OpIaHM3allMM WM HAaUMEHOBaHMEM TEPPUTOpPUM (Kpas,
001acTH, aBTOHOMHOM O0JIACTH M Jp.), €CIH JOKYMEHT M3JIaeT PYKOBOAMTEIb OpraHa BJIAcTU CyOBEKTa
Poccuiickoii @enepanuy, MyHUIUNAIbHOro oOpa3oBaHus. HaumMmeHoBaHME AOJDKHOCTH JIMIA - aBTOPA
JOKYMEHTa YKa3blBa€TCd B COOTBETCTBUM C HAMMEHOBAHHUEM, IPUBEJICHHBIM B PacHOPAIUTEIEHOM
JOKYMEHTE O Ha3HAU€HHUH Ha JI0JIKHOCTb.

5.8 CnpaBouHble JaHHBIE 00 OpraHU3alMU YKa3bIBAIOTCS B OJIaHKAX IMHCEM W BKIIIOYAIOT:
IIOYTOBBIM a/ipec OpraHu3aluu (JOMOJHHUTEIbHO MOXKET YKa3bIBaThCS aJpec MecTa HaxOXIECHUs
IOpUINYECKOTO JIMIIA, €CJIM OH HE COBIIQJIa€T C IMOYTOBBIM ajpecoMm); Homep TeiedoHa, dakca, aapec
3JIEKTPOHHOMN IOYTHI, CETEBOH ajpec.

B cocTaB cipaBo4HbIX JaHHBIX, 3@ UCKJIIOUEHHUEM OJJAHKOB JOKYMEHTOB OPraHOB rOCYAapCTBEHHOM
BJIACTH, OPIaHOB MECTHOIO CaMOYIIpPaBJICHUs, BKIIOYAIOTCA: KOJ opraHuzauuu no Oobuepoccuiickomy
knaccudukaropy npeanpustuii u opranmzanuii (OKIIO), 0cHOBHO# TOCy1apCTBEHHBIN PEeruCcTPAIlMOHHBIN
HoMep opranuzauuu (OI'PH) u uneHTHM(UKALMOHHBI HOMEp HAJIOTOIUIATENbIINKA/KOA HPUYMHbI
NOCTAaHOBKH Ha Haioroseid yuet (MHH/KIIIT).

5.9 HaumeHoBaHME BHUJa JOKYMEHTa YyKa3blBae€TCsl Ha BCEX JOKYMEHTaX, 3a MCKIIOYEHHUEM
JIEJIOBBIX (CIIy’KEOHBIX) MHCEM, pacroyiaraercs IoJ PEKBU3UTAMU aBTOpa JOKYMEHTa (HaMMEHOBAaHHEM
OpraHu3ali, HaUMEHOBAaHUEM CTPYKTYPHOT'O IOJpa3/eieHNs, HAUMEHOBAHUEM JIOJDKHOCTH) (CM. pHC.
B.6).

5.10 Jlata nOKyMeHTa COOTBETCTBYET JaTe IMOANUCaHMs (YTBEpXKIEHHUS) JOKYMEHTa WM JaTe
coOBITHSI, 3a()UKCUPOBAHHOTO B JIOKyMEHTE. JIOKyMEHThI, U3JJaHHbIE ByMs WM Oojiee OpraHu3alUsMHu,
JIOJDKHBI UMETh OJIHY (€IMHYIO0) /1aTy.

JlaTa 1oKyMeHTa 3aliChIBaeTCs B MOCIIEI0BATENLHOCTH: J€Hb MECsIa, MECSI], TOJ OJHUM M3 JBYX
CIOCOOOB:

apabckumu nudpamu, pazaeneHHbIME TouKoi: 05.06.2016;

CJIOBECHO-LIU(POBBIM criocobom, Hanpumep: 5 utons 2016 r.

5.11 PeructpaninoHHblii HOMEp JOKYMEHTA - HU(GPOBOM MM OYKBEHHO-IIM(PPOBOH HIEHTU(DUKATOP
JIOKYMEHTA, COCTOSILIMI M3 MOPSJKOBOTO HOMEpPA JOKYMEHTA, KOTOPBIH, [0 YCMOTPEHHIO OpPraHU3alluy,
MOKET JOMNOJIHATHCA UU(POBBIMU WM OYKBEHHBIMM KOJaMu (MHIEKCaMH) B COOTBETCTBHUHM C
UCTIOJIb3YEeMBIMU KJIAaCCU(PHUKATOPaMHU (MHAEKCOM Jiesla TI0 HOMEHKJIAType Jell, KOJOM KOpPPECIOH/ICHTa,
KOJIOM JOJDKHOCTHOTIO JIMIIA U JIp.).

Ha noxymeHTe, COCTAaBJIEHHOM COBMECTHO JByMs M Oojee OpraHu3alMsMHU, MPOCTaBISIOTCS
perucTpaloHHble HOMEpa JIOKYMEHTa, MPHUCBOEHHBbIE KaXJOW M3 opraHuzauuid. PerucrpannoHHble
HOMEpa OTHEJISIOTCS APYr OT Jpyra KOCOHM 4YEepTOM M MPOCTABIIAIOTCS B IOPSAAKE yKa3aHUs aBTOPOB B
3aroJIOBOYHON YacTH UM MpeamMOyie JOKyMEHTa.

5.12 Ccplnka Ha pErucTpallMOHHBII HOMEP M JaTy NOCTYNMBLIETO JOKYMEHTa BKJIFOYAET
perucTpaloHHbIM HOMEP U 1aTy BXOSIEro HHUIIMATUBHOTO JJOKYMEHTA, Ha KOTOPBIM JaeTcsl OTBET.

5.13 Mecro cocraBineHus (M3JaHMs) JOKYMEHTa YyKa3blBae€TCsl BO BCEX JOKYMEHTaX, KpoMe
JENIOBBIX (CIyX EeOHbIX) MHCEM, a TaKKe JOKIAIHBIX, CIYXKEOHBIX 3alUCOK M JAPYrUX BHYTPEHHHUX
UH(POPMALIMOHHO-CITPABOYHBIX JIOKYMEHTOB.

Mecto cocraBienus (M3qaHus) JOKyMEHTA HE YKa3bIBAaeTCsl B TOM Ciydae, €Cii B HaUMEHOBAHUU
OpraHu3allii MPHUCYTCTBYET YyKa3aHME Ha MECTO €€ HaXOXIeHHA. MecTo cocTaBieHUs (W3IaHMs)
JIOKYMEHTA yKa3bIBaeTCs B COOTBETCTBUHU C IPUHATHIM aIMUHUCTPATUBHO-TEPPUTOPUATILHBIM JICJIEHUEM.

5.14 T'pu¢ orpanuyeHus: JOCTyIa K JOKYMEHTY MPOCTABJISIETCS B IPABOM BEPXHEM YIIIy MEPBOTO
JMcTa JOKyMEHTa (MPOeKTa JOKYMEHTa, COPOBOJUTEIBLHOIO MUChbMa K JIOKYMEHTY) Ha FPaHUIIE BEPXHETO
HOJsl MPH HAIWYMM B JIOKyMEHTe WH(pOpMAlMH, JIOCTYyIl K KOTOPOH OrpaHW4YeH B COOTBETCTBHH C
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3aKoHoarenbecTBOM Pocculickoit denepanumu.

Buael ucnonb3yeMbiXx B OpraHu3aliil rpu@oB OrpaHUYEHHUs JOCTYyINa JOJKHBI COOTBETCTBOBATH
3aKOHOJATEIFHBIM U MHBIM HOPMATHBHBIM NPAaBOBBIM akTam Poccuiickoit denepanuu U JODKHBI OBITH
3aKperyieHbl B JIOKAJbHBIX HOPMATHBHBIX akTaxX. B cocraB rpuda orpaHuyeHust I0CTyna K AOKYMEHTY
BXOMUT orpannuutensHas Haamuch ("as  cioyxebnoro monbs3oBanus", "KonduaennuaipHO",
"Kommepueckas TaiiHa" MW Ap.), KOTOpas MOXKET JOMOJHIATHCS HOMEPOM SK3EeMIUIApa JOKYMEHTa H
JIPYTMMU CBEJICHUSMH B COOTBETCTBUHM C 3aKOHOAATebcTBOM Poccuniickoit denepanun.

IIpumep - Kommepueckas TaiiHa,
Ok3. N 2

5.15 Appecar ucnosib3yercss npu O(QOPMICHMM [JEJIOBBIX (CIyKEOHBIX) IMHCEM, BHYTPEHHMX
UH(POPMALMOHHO-CITPABOYHBIX JJOKYMEHTOB (JIOKJIaHBIX, CITY’)KEOHBIX 3aITUCOK U JIp.).

AnpecaToM JOKyMEHTa MOXeET OBbITh OpraHM3aLUsl, CTPYKTYpHOE IOJpa3/eieHue OpraHu3aluH,
JOJPKHOCTHOE WIIN (PU3UYECKOE JIHLIO.

PexBu3ut "agpecar" mpocraBisercss B BepXHel IpaBoil 4acTu JOKyMeHTa (Ha OJaHKe C YIJIOBBIM
pacrojo)KeHUEM PEKBU3UTOB) WJIM CIIpaBa I0J PEKBU3UTaMU OjaHKa (IIPU MPOAOIBHOM PacCIOJIOKEHUU
pexBu3uTOB Osanka). CTpoku pekBu3MTa "ajgpecaT" BbIPAaBHUBAIOTCA I10 JIEBOMY Kpar0 WM LEHTPYIOTCS
OTHOCHTEJIBHO CaMOU JIJIMHHOM CTPOKH.

[lpu aznpecoBaHMM JOKYMEHTa PYKOBOJHUTEIIO (3aMECTHTENIO PYKOBOJMUTENS) OpraHU3alUuU
YKa3bIBAlOTCA B JATEIbHOM IMaJeK€ HAMMEHOBAHUE JIOJDKHOCTH PYKOBOAMUTENS  (3aMECTUTENS
PYKOBOJUTEIIS ), BKIIHOYAOIee HAMMEHOBAHHE OPraHU3aluu, U (GaMUIIUs, HMHULIUAJIBI 10JKHOCTHOTO JIUIIA.

IMpumep -

Pyxkopomurenw demepallbHOT'O apXMBHOI'O AT'€HTCTBA
Sammamsa M.O.

HpI/I aaApeCOBaHMU TIIMCbMA B OpraHU3alWdI0 YKa3bIBACTCA €€ TIIOJIHOC HWJIW COKPAIICHHOC
HaMMCHOBAHUEC B UMCHUTCIIbBHOM ITaICHKCE.

IIpumepsl
1 demepasyibHOE apPXMBHOE areHTCTBO
2 Pocapxus

IIpn anpecoBaHMHM JOKyMEHTa B CTPYKTYPHOE IIOAPA3/CIICHHE OpPraHW3alud B PEKBHU3UTE
"agpecaTr" yka3blBaeTCsi B MMEHMTEIBHOM MaJleKe HAMMEHOBAaHUE OpPraHM3allMM, HWKE- HaHMEHOBaHHE
CTPYKTYPHOTO NIOJIpa3/ICIICHNUS.

Ipumep -

demepalibHOE APXMBHOE aT'eHTCTBO

OTmesl TocyIoapCTBEHHOM
CIlyx0OBl, KaIOpOB M Harparn

[Ipu anpecoBaHMM NHUChbMA PYKOBOIUTENIO CTPYKTYPHOTO TOJAPA3/ENEHUS YKa3bIBACTCS B
MMEHUTEIFHOM TaJie’)ke HAaWUMEHOBAHHWE OPTaHW3allid, HUXKE - B JAaTeTbHOM TaJeke HaNMEHOBAHHUE
JOJKHOCTH PYKOBOAMTENS, BKIIIOYAIOIEE HAUMEHOBAHME CTPYKTYPHOrO TMOJpa3AeneHus, (HaMuinio,

HWHHUIUAJIBI.

Ipumep -
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AO "Illpodunp"

PykoBOoOouTesiio DOTOBOPHO-—
IpaBOBOI'O OTHeja
damvmmima U.O.

Ilepen damunmelt AOMKHOCTHOTO JIMIA JIOMYCKAeTCs yHOTpeOJATh COKpamieHue 'r-Hy"
(rocnoivHy), €ciy ajpecatr My )4uHa, Wid "T-xe" (TOCIoke), €Clid ajpecaT KeHILUHA.

IIpumeps!
1 r-ny Qammnusa M.O.
2 1m-xe Qammnmsa M.O.

IIpu paccelike TOKyMEHTa IrpyIIie OPraHu3aluid OJHOTO TUIIA UM B CTPYKTYPHBIE ITOAPA3/IEIICHUS
OJIHOW OpraHu3alMy, ajJpecaT yKa3biBaeTcs 0000IIEHHO.

IMpumepsbl

1 PyxoBOOMTEJIAM IOOUYEPHUX
obmecTe AO "IIpodmnap"

2 PyxoBOOMTEJNSAM yIpPaBJIEHUN
Pocapxusa

[Ipu pacceuike JOKyMEHTa HE BCEM OpraHU3alMsSM WA CTPYKTYPHBIM MOAPA3ACICHUAM O]
pekBU3UTOM "Anpecar” B ckoOKax ykaspiBaeTcs: (10 CIHCKY)".

IMpumep -
PykoBOoOuTennaM OOYEPHUX
obwecTte AO "IIpodusp"
(mo cnmcky)

B onHOM ToKyMeHTe He JTOJKHO ObITh OoJiee ueThipex aapecaroB. Cioo "Komnusa" nepen BTOpbIM,
TPETHUM, YETBEPTHIM ajpecaramMu He ykasbiBaeTcs. [Ipu OosibllieM KOJIMYECTBE aJpecaToB COCTABIISIETCS
CIUCOK (JIMCT, YKa3aTelb) PAaCChUIKU TOKYMEHTa, Ha KaXXIOM JIOKYMEHTE yKa3bIBaeTCsl OJIUH aJpecaT WU
aapecat ohpopmisieTcsi 0000IIEHHO.

B cocraB pekBusuta "Anpecar" MOXKET BXOJUThH MOYTOBBIM ajgpec. DIEMEHThl MOYTOBOTO aapeca
YKa3bIBalOTCA B IIOCJEN0BATEIBHOCTH, YCTaHOBICHHOW IIpaBmiaMu oOKa3aHHs ycIyr MOYTOBOM CBS3H,
YTBEPKACHHBIMHU NMPUKa30M MUHHUCTEPCTBA CBA3U U MAaCcCOBBIX KOMMYHHMKaMK Poccuiickon denepanuu
ot 31 mrona 2014 r. N 234.

Ipumep -
BcepoccuiiCKUl Hay4HO-—
MCCIIefOoBaTeJIbCKUM MHCTUTYT
IDOKYMEHTOBENEHUS UM ApPXMBHOTO Iejia
[IpodcowsHasa yia., n. 82,

MockmBa, 117393

[TouToBBIN agpec MOXKET HE YyKa3blBaTbCsl B JIOKYMEHTAxX, HANpPaBISEMBbIX B BBICIIHE OpraHbl
BJIACTH,  BBIIIECTOSIIIME  OpPraHM3allMM,  IOJABEJOMCTBEHHbIE  OpraHU3allid W TOCTOSHHBIM
KOPPECIIOHJIEHTaM (3a HCKJIIOUEHUEM HAIpaBICHMsI IHCEM YyKa3aHHBIM ajpecaTaM B KOHBEPTax C
MPO3pAaYHBIMU OKHAMH).

[Tpu agpecoBaHuu JOKyMEHTa (PU3MUECKOMY JIMIY YKa3bIBAIOTCS: (haMHIUS WHUIHAIBI, TOYTOBBINA
azpec.
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IMpumep -

Samvusima M.0.

Camomas ynu., n. 5, kB. 12,

T. Jlobepurr, MockoBckasa o6jy., 301264

[Ipu oTnpaBke MHCbMa IO AIEKTPOHHOU MOYTE WM MO (PaKCUMHUIBHON CBs3H (0€3 JOCBUIKH IO
II0YTE) MOYTOBBIN azpec He ykasbiBaeTcs. IIpu HeoOX0AMMOCTH MOXKET OBITh YKa3aH JIEKTPOHHBIN ajpec
(Homep Tenedona/daxca).

Ipumep -
Bcepoccumickui Hay4dHO-—
MCCJIeOOBATEJIbECKUY MHCTUTYT
IOKYMEHTOBENEHUSI M aAPXMBHOTO Jeja
mail@vniidad.ru

5.16 I'pud yTBepKACHUS MPOCTABIISICTCSA HA JOKYMEHTE B CIIydac €ro YTBEPKICHUS JOHKHOCTHBIM
JUIIOM, PaCIOPSAUTEIbHBIM JOKYMEHTOM (IIOCTAHOBJIGHHWEM, DELICHHEM, MPUKA30M, PACIOPSHKEHHUEM)
WJI PEUIEHUEM KOJUIETHAIBHOTO OpraHa.

['pud yTBepkIeHus pa3MeliaeTcsl B MIPaBOM BEPXHEM YTy MEPBOTO JUCTa JokyMeHTa. CTpoku
PEKBH3UTA BBIPABHUBAIOTCS 1O JIEBOMY KPa0 WIH LIEHTPYIOTCS OTHOCUTEIBHO CaMOM JUIMHHOM CTPOKH.

[Ipu yTBepkKIEHHWU TOKYMEHTa JOJDKHOCTHBIM JUIOM Tpu( YTBEPKICHHUS COCTOUT W3 CJIOBa
YTBEPXJAIO, HaumeHOBaHUS JOHKHOCTH JIUIIA, YTBEPKAAIOMIETO JOKYMEHT, €r0 MOIMUCH, HHUIIAAJIOB,
dbamMunuu U AaThl YTBEPKICHUS.

IMpumep -
YTBEPXIAI
PykoBomurenb denmepa’libHOT'O
APXMBHOTO aI'€HTCTBA
[Nognuce M.O0. dammunmsa
TaTa

[Tpu yTBepKIE€HUU AOKYMEHTa PaclopsIUTENIbHBIM JOKYMEHTOM I'pU(] YTBEPXKJIEHUS COCTOUT U3
cioBa YTBepxkaeH (YTBepxkaeHa, YTBEpkAE€Hbl WIM YTBEpPXKJIEHO), COTIACOBAHHOTO ¢ HAaMMEHOBAHHUEM
BHJIa YTBEPXKAAEMOr0 JOKYMEHTa, HAaWMEHOBAHMS PACHOPSAUTEIBHOIO JOKYMEHTa B TBOPUTEIBHOM
najexe, ero 1arbl, HOMepa.

IIpumepsr -
1 (PerjsameHT) YTBEepXIeH

npukasoM AO "Illpodnmp"

or 5 anpesnia 2015 r. N 82
2 (IlpaBuya) YTBepXIeHE

npukasoM AO "Illpodnmp"
or 6 anpens 2015 r. N 83

[Ipu yTBepkAE€HUU JOKYMEHTA KOJUIETMaJbHBIM OPraHOM, PEIIEHUs KOTOpPOro (GUKCUPYIOTCS B
IPOTOKOJIE, B TpH(eE YTBEPKIEHHUS YKa3bIBAaeTCs, HANMEHOBAaHHUE OpPIraHa, PEIIeHUEM KOTOPOro yTBEPKICH

JIOKYMEHT, J1aTa ¥ HOMEP MPOTOKoJIa (B CKOOKAX).

IHpumep -
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(IToJytoxeHMue)

YTBEPXIEHO
CoeeToM mmpekTopor AO "IlIpoduip"
(mpoTokos or 12.12.2015 N 12)

5.17 3aroioBOK K TEKCTY - KpaTKoe CoJepKaHue JOKYMEHTA. 3aroJIoBOK K TEKCTY (hopMyIupyeTcs
¢ mpeayioroMm "O" ("O06") u orBevaer Ha Borpoc "o uem?"):

- mpuka3 (0 yeM?) 0 CO3/IaHUU ATTECTALlMOHHON KOMUCCHUU;

- npuka3 (0 yeM?) 00 yTBEP)KICHUH MTATHOTO PACIIHCAHHS;

- TUCHMO (0 ueM?) O MPEeIOCTaBICHUH HH(DOPMAITHIH.

3aroyioBOK K TEKCTy opopMIIsieTcs MoJ peKBU3UTaMH OJaHKa clieBa, OT TPaHUIlbl JeBoro noysi. B
yKa3ax, TMOCTaHOBJICHUSX, PELICHUSAX, NPUKa3ax, W3JaBacMbIX OpPraHaMH BJACTH, 3aroJIOBOK K TEKCTY
MOKeT OQOpMISATHCS HaAJ TEKCTOM MocepeauHe pabodero mMojs JOKYMEHTAa U LEHTpPHUpYyeTcs
OTHOCHUTEJIBHO CaMOW JUIMHHOM CTPOKH.

3aro0BOK K TEKCTY MOKET HE COCTAaBIISITHCS, €CIIH TEKCT JOKYMEHTA He MPEBBIIAET 4 - 5 CTPOK.

Undopmaris 06 n3MEHEHUAX:

Ilynxkm 5.18 uzmenen c 1 urons 2018 e. - Hamenenue N 1

Cm. npedvloyuiyro pedakuyuio

5.18 TekcT JOKyMEHTa COCTaBIIIETCSI HA PYCCKOM fA3bIKE KaK roCy1apCTBEHHOM si3bike Poccuiickoit
@enepaunn. B opraHax rocylnapCTBEHHOW — BJAacTH, OpraHax MECTHOIO  CaMOYIIPaBJICHMS,
rOCYJapCTBEHHBIX YUPEKICHUAX PECHyOJIMK Hapsly C TOCyJapCTBEHHBIM sA3bIKOM Poccuiickoit
Qenepaii  MOTYT — YHOTPEOJATHCS  TOCYJApCTBEHHBIE SI3BIKM  pecnyOnuk. B nmestensHOCTH
rOCyJapCTBEHHbIX OPraHOB, OpraHM3alui, NOpeanpusTHid u yupexiaeHuil Poccuiickoit denepauun
UCIIOJIb3YIOTCSI TOCYIapCTBEHHBbIN A3bIK Poccuiickoit denepanuu, rocyAapCcTBEHHBIE S3bIKM PECIYONIUK U
WHBIE A3bIKA Hapo10oB Poccuiickoit denepanum.

B tekcre noxymeHTa, HOJrOTOBICHHOM Ha OCHOBAaHMH 3aKOHOJIATEJIbHBIX MM UHBIX HOPMATHBHBIX
IIPABOBBIX aKTOB, PAHEE U3JaHHBIX PACIIOPAIUTEIbHBIX JOKYMEHTOB, YKa3bIBAIOTCS UX PEKBU3UTHI:

- HaMMEHOBaHME JOKYMEHTAa, HAMMEHOBaHHE OpraHU3al[My - aBTOpa JOKYMEHTa, JaTa JOKYMEHTa,
PETUCTPALIMOHHBIA HOMEP TOKYMEHTA, 3ar0JIOBOK K TEKCTY WJIM HAUMEHOBAHME BUJIA JOKYMEHTA,

- HAUMEHOBAHHWE OpraHM3allMd WIH JOJDKHOCTHOTO JIMIA, YTBEPAMBLIETO JOKYMEHT, JaTy
YTBEPKACHUS TOKYMEHTA.

TekcT TOKyMEHTa MOXET COJEp)KaTh pa3/ieibl, MOApPa3ieibl, MyHKThI, MTOJIYHKTbI, HyMEpyeMble
apabckumu udpaMu. YpoBHEH pyOpuKaluu TeKCTa He T0JKHO ObITh 0oJiee YeThIpeX.

B npukazax TekcT u3yaraeTcst OT MepBOro JUlla €AMHCTBEHHOTo uncia ('mpukas3siBai').

B nokyMeHTax KoJIerHanbHBIX M COBEIIATEIbHBIX OPraHOB TEKCT M3JIaraercsi OT TPETHEro JIMIa
€IMHCTBEHHOT0 uucina ("KoJulerus ... mocraHosiuser", "cobpanue ... pemmio”).

TexkcT mpoTOoKoJNia WH3NIaraercs OT TPEeThero JMIA MHOXECTBEHHOro uwucna ("cnymanu",
"BpicTynuin", "nocranosuwin”, "pemmnn”).

B nokymeHTax, ycTaHaBIMBAIONIMX IpaBa U OOS3aHHOCTH OpraHM3alMi, HUX CTPYKTYpPHBIX
noJpasiesieHuil (1MoyioskeHne, HHCTPYKIM), a TakKe COJEpKallluX OMUCAHWEe CUTyallud, aHamu3 (pakToB
WIM BBIBOJIBI (AKT, CIIpaBKa), UCHOJIb3yeTcsa (popma MU3JI0KEHUS TEKCTa OT TPEThEro JIMLa €IMHCTBEHHOTO
WIA MHOXECTBEHHOro ymcia ("oTnmen ocymecTBiseT (yHKUMU...", "B COCTaB YMNpaBICHUS BXOMAT...",
"KOMHCCHSI TIpOBeJia IPOBEPKY...").

B CcOBMECTHBIX JOKyMEHTax TEKCT H3JIaraercsi OT IMEPBOrO JHIla MHOYKECTBEHHOIO 4YHCIa
("mpuka3zpiBaem", "pemman").

B nenoBbIx (ciy>keOHBIX) MUChMaX UCTONb3YIOTCS (POPMBI U3II0KEHHS:

- OT TMEepBOro JHWIla MHOXXECTBEHHOro uucia ("IpocMM HarpaBUTh...'
paccMoTpeHnue ...");

- OT TPETHETo JHIAa €IUHCTBEHHOTO yncia ("MUHUCTEPCTBO HE BO3paXkaer...'
BO3MOXHBIM...");

, ''IpencTaBisieM Ha

, "0OIIIECTBO CUHTAET
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- OT IMepBOro Jjula eAUHCTBEHHoro uucna ("cumrtaro HeoOXoaumsIM...", 'mpemmnararo
paccMoTpeTh..."), eciIu MUCbMO OPOPMIIEHO Ha TOJMKHOCTHOM OJIaHKeE.

B Tekcrax MOKYMEHTOB yMOTPEOISIFOTCS TOJIBKO OOIICTIPUHATHIE aOOpeBHATYphl M rpaduueckue
COKpAILEHUSI.

[Tpu ynorpebienuun B TekcTe (GaMUIIHIA JIMI MHULIHAIB! YKA3bIBAIOTCA Mocie (paMumnu.

B nenoBeix (cmy:ke0HBIX) MUCbMax MOTYT HCIOIb30BaThCS:

- BCTYIIUTENbHOE OOpaIlieHue:

VYBaxkaembiii rocnionuH IIpeacenarens!

YBaxkaembiii roctionuH ['ydbepHaTop!

VYBaxkaemblii rocioauH [Ipoxopos!

VYBakaemas rocrioka 3axapona!

VYBaxxaembiii Hukonait [lerpoBuy!

YBaxaemas Onbra HukonaesHa!

YBaxaemble rocrojal

B oOpamennn mo MOMKHOCTH HAMMEHOBAHWE JOJDKHOCTH IHINETCS C MPONHCHON OYKBBHI, B
oOpaitieHuu 1o (haMUINKM UHULIMANBI JINLA HE YKa3bIBAIOTCS.

- 3aKJIIOYMTENIbHAS ATUKETHAs (pa3a:

C yBaxkeHHEM, ...

5.19 OtMmeTka O NPUITIOKEHUU COJIEPKUT CBEIEHUS O JIOKYMEHTE (JOKYMEHTax), MpUIaraéMoM K
OCHOBHOMY JOKYMEHTY (B CONPOBOAMTENBHBIX IMHCbMAaxX, MPETEH3USX, aKTaxX, CIOpaBKaX U JAPYTUX
UH(POPMALIMOHHO-CIIPABOYHBIX JOKYMEHTaX) WJIM O TOM, 9YTO JOKYMEHT SBJISIETCS HPUIIOKCHHUEM K
OCHOBHOMY JIOKYMEHTY (B JTOKYMEHTaX - MPUIOKECHHUSIX K PACIOPSAUTEIbHBIM JOKYMEHTAM, MOJI0KEHUSM,
IpaBUiIaM, HHCTPYKIUSAM, JOTOBOpaM, IJIaHaM, OTYETaM U JIp. TOKYMEHTaM).

B conpoBoauTenbHBIX MUCbMaX U APYTUX WHGOPMALMOHHO-CIIPABOYHBIX JOKYMEHTaX OTMETKa O
NPUIIOKEHNU 0(YOPMITSIETCS TIO] TEKCTOM OT TPAHHUIIBI JIEBOTO TIOJIS CIIEAYIONTIM 00pa3oM:

- €CJI TPUJIOKEHUE HAa3BaHO B TEKCTE:

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

- €CJIM IPUJIOKEHHE HEe HAa3BaHO B TEKCTE MJIU €CIIH NMPHIIOKEHUH HECKOJIBKO, YKa3bIBAIOT HA3BaHUS
JOKYMEHTOB-TIPHIIOKEHHH, KOJIMIECTBO JIMCTOB U IK3EMIUIIPOB KaXIOTO MPHIIOKCHHS

[Tpunoxenue: 1. ITonoxenue 06 YnpaBiaeHUN perMOHAILHOIO KPeIUTOBAaHUS Ha 5 J1. B 1 9K3.

2. CnpaBka 0 KaJ[pOBOM COCTaBe YTPaBJIEHUS PETHMOHAIHLHOTO KPEAUTOBAHMS Ha 2 J1. B
1 5K3.

- €CJIM MPUIIOKEHHE (IPUIIOKEHUS) COPOLITIOPOBAHBI:

IIpunoxenue:

otuet 0 HUP B 2 7k3.

- €ClIM JOKYMEHT, SIBIISIOUIMICA NPUIOKEHUEM, HMEET MPUIIOKEHHS C CaMOCTOSTEIbHON
HyMEpAaLKel CTpaHHUIL:

IIpunoxenue:

nucbMo PocapxuBa ot 05.06.2015 N 02-6/172 u npusnoxeHust K HEMY, BCETO Ha 5 JI.

- €CIM TPHUJIOKEHHEM SBISETCS 000COOJCHHBIN 3JEKTPOHHBI HOCHTENb (KOMIAKT-IUCK, usb-
(brenr-HaKomUTeNb U JIp.):

[Tpunoxxenue: CD B 1 3k3.

[lpu »TOM Ha BriIazgpe (KOHBEPTE), B KOTOPBIA MOMEMNIACTCS HOCHTENb, YKA3bIBAIOTCS
HalMEHOBAHHUS JOKYMEHTOB, 3allMCAHHBIX HA HOCUTEIb, UIMEHA (PaiisioB.

B pacnopsauTenbHBIX JHOKyMEHTaX (TIOCTAHOBJICHUSX, PEUICHUSX, MPUKa3ax, PACIOPSIKEHHSX ),
JIOTOBOpAaX, MOJOXEHUSAX, MpPaBUJIaX, MHCTPYKIMSIX M JIPYTUX JOKYMEHTaX OTMETKa O MPUIOKEHUHU
odopmIIIeTCs CAEAYIOIIIM 00pa3oM:

- B TEKCTE JOKYMEHTa IIPU MIEPBOM YIOMUHAHUM JJOKYMEHTA-IPUIIOKEHUS B CKOOKaX YKa3bIBaeTCs:
...(mpuoxenue) wid... (mpuiokeHue 1); mepenq HOMEPOM MPHUIIOKEHUS JIOMYCKAeTCS CTaBUTh 3HAK
HOMepa.... (mpunoxenue N 2);
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- Ha MEPBOM JIUCTE JIOKYMEHTA-IIPUIIOKEHHUS B IIPABOM BEPXHEM YTy YKa3bIBACTCS:
[Tpunoxenue N 2
k npukazy AO "lIpodumns"
ot 15.08.2015 N 112.

CTpoku peKBH3UTA BBIPABHUBAIOTCS IO JIECBOMY KparO MM HEHTPUPYIOTCS OTHOCHTEIIBHO CamMou
JUTMHHOW CTPOKH.

Ecnu nmpuiioxkeHueM K pacnopsauTeIbHOMY JIOKYMEHTY SIBJISIETCSI HOPMATHBHBIM MPaBOBOM akT
WIM WHOM JOKYMEHT, YTBEp>KIaeMbld JAHHBIM paCHOPSAUTENbHBIM JOKYMEHTOM, Ha IIEPBOM JIUCTE
MPHUIOKEHHUS MPOCTABIISETCS OTMETKA O MPUWIOKEHUH (0€3 CCHUIKM Ha PaclopsSIUTEIbHBIN JOKYMEHT) H
rpud yTBEp)KICHHS, B KOTOPOM YKa3bIBalOTCS JAHHBIE PACHOPAIUTENHHOTO JOKYMEHTa, KOTOPBIM
YTBEPKJIEH IOKYMEHT-IIPUIIOKEHUE.

Ipumep -
IpunoxeHue 1
YTBEPXIEHO
IPMUKa30M

AO "lpodunp"

or 18.05.2015 N 67

5.20 I'pud cornacoBaHusi JOKYMEHTa IPOCTABISIETCA HA JOKYMEHTaX, COTJIAaCOBAaHHBIX OpraHaMu
BJIACTH, OpPTaHM3ALMSAMH, JOJDKHOCTHBIMH JHIaMu. [pu¢ coriacoBaHuss B 3aBUCUMOCTH OT BHIA
JIOKYMEHTa 1 0COOEHHOCTEN ero 0(OpMIICHHSI MOKET MPOCTABIIATHCS:

- Ha MEePBOM JIMCTE JOKYMEHTaA (€C/IU TOKYMEHT UMEET TUTYJbHBIN JIUCT, - HETUTYJIBHOM JIUCTE) B
JIEBOM BEpXHEM YIJy Ha ypOBHE Ipuda YTBEp)KACHUS WIM O] HAaMMEHOBAHHEM JOKyMEHTa OJike K
HWDKHEMY TOJII0);

- Ha TIOCJIETHEM JIMCTE JOKYMEHTA MOATEKCTOM;

- Ha JIUCTE COIJIACOBAHUS, SBIIIONIEMCS HEOTHEMIIEMOM YacThIO JOKYMEHTA.

I'pud cormacoBanuss cocroutr u3 ciosa COI'JIACOBAHO, nomxHOCTH IuIa, KOTOPBIM
COrIacoBaH JOKYMEHT (BKJIOYas HAaMMEHOBAHHE OpraHu3allu), €ro CcoOCTBEHHOPYYHOM IOJIHUCH,
UHUIIMATIOB, (aMUIIMH, 1AaThl COTJIACOBAHUS.

IMpumep -

COTJIACOBAHO

HupexTop BHUUIAIL
(mognmucob) M.O0. dammnamga
Hara

Ecnu cormacoBanmne OCYHIECTBIACTCA KOJUICTHAJIIBHBIM OpraHoM, B FpI/I(be corjiacoBaHus
YKa3bIBalOT CBCIACHUA 00 OopraHe, COrjlacoBaBIICM JOKYMCHT, HAaTC U HOMCPEC IPOTOKOJIa, B KOTOPOM
Sa(bl/IKCI/IpOBaHO PEIICHUEC O COTJIaCOBAHHHU. Ecmu cormacoBanmne OCYHICCTBIACTCA MUCbMOM, YKa3bIBarOT
BUJ NOKYMCHTA, OpraHu3aluro - aBTopa JOKYMCHTA, JaTy U HOMCP MU CbMa.

IIpumepsl

1 COIIACOBAHO

CoBeTOM IOVMPEKTOPOB

AO "Illpodunp"

(mpoTokOJ OT N )

2 COIJIACOBAHO
nucbMoM Pocapxupa
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oT N

5.21 Bu3za cBUAETEILCTBYET O COIJIACHU WJIM HECOTJIACHU JIOJDKHOCTHOTO Jinia (paboTHHKA) C
CoJiepKaHWeM TPOeKTa JToKyMeHTa. Bu3oi odopmisiercs BHyTpeHHEE COTracoBaHHME JIOKyMeHTa. Buza
BKJIIOYAET JOJKHOCTh JIMIA, BU3HPYIOIIETO JOKYMEHT, MOJMUCH, paciiu@poBKY MOIMUCH (MHUIHAIIBI,
dbaMWIHIO) U JaTy BUUPOBAHHUS.

Ipumep -

PyKOBOOUTENb OPUONYECKOTO OTIOeta
lNomnuce M.O0. dammiimsda

ITaTa

[Tpu HanmMUuu 3amMevaHuil "TOKYMEHTY BU3Y OPOPMIISIOT CIEAYIOIIMM 00pa3oM:

IMpumep -

SaMeduaHra NpuiaranTcH.
PYKOBOIMTEJNL OPUOMYECKOTO OTHejia
HNognmuce M.0. dammnmusa

HaTa

B opranuzanusx, OpUMEHSIOIUX CUCTEMbI 3JEKTPOHHOIO JOKYMEHTOOOOpOTa, COIIacOBaHME
MOYET MTPOBOJUTHCS B AIeKTpoHHOH popme, cornacao 'OCT P UCO 15489-1.

B noxkyMeHTax, NO/UIMHHUKM KOTOPBIX XpPaHATCS B OpraHU3allid, BU3bl IMPOCTABISIIOT Ha
IIOCJIEIHEM JIMCTE TOKYMEHTA M0 NOAMKUCHI0, Ha 000pOTE IOCIEIHETO IUCTa TOAJUHHUKA JOKYMEHTA WU
Ha JIMCTE COIJIaCOBaHUS (BU3MPOBAHUS), IPUIIAraeMoM "JIOKYMEHTY.

B ucxonsgmux TOKyMEHTax BH3BI MPOCTABISIOTCS HA SK3EMIUISIpax JOKYMEHTOB, MOMENIAEMbIX B
JEI10.

[To ycMOTpeHHIO OpraHU3aIli MOXET MPUMEHSTHCS TOJIMCTHOE BH3MPOBAHUE TOKYMEHTA M €ro
MIPUIIOKEHUN.

5.22 Tloanuce BKJIKOYAET: HAUMEHOBAHME JOJDKHOCTH JIMIIA, MOJIMUCHIBAIOIIETO JOKYMEHT, €ro
COOCTBEHHOPYYHYIO OJIKCh, PacIU(POBKY MOANUCH (MHULMAIBI, (PaMUIns).

Ipumep -

T'eHepaJIbHEI OUPEKTOP [Momnmce n.0. dammnma

Ecin noxkymeHT odopmieH He Ha OilaHKe, B HAUMEHOBAHHME JIOJDKHOCTU BKJIIOYAETCS
HAauMEHOBAHME OpraHu3anuu. [lonmyckaercs: HEHTpOBaTh HAMMEHOBAHME JOJDKHOCTH JIMLA, TOANUCABLIETO
JIOKYMEHT, OTHOCUTEIBHO CAMOM JUIMHHOW CTPOKHU.

Ipumep -
T'eHepalsIbHEM OUPEKTOP

AO "Illpodumiup" [Tognuce n.0. dammnmusa

[Tpu opopmieHnn 10KyMeHTa Ha OJaHKe JOJKHOCTHOTO JIMIA AOHKHOCTh ATOTO JIMILA B MOANMKUCH
HE YKa3bIBAETCA.

ITpumep - [loamucy N.0. Gamunus
IIpn moamucaHuM AOKYMEHTA HECKOJIBKMMH JOJDKHOCTHBIMHU JIMLIAMH, 3aHUMAIOLIUMU Pa3HOE

MOJIOKEHUE, UX TMOJIMUCH PaCIojaraloTcsl OJHa IOJ APYrol B MOCIEA0BATEIBHOCTH, COOTBETCTBYIOIIEH
HepapxXuu 3aHUMAEMBbIX JTOJKHOCTEH.
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IMpumep -
IMPEeKTOP MHCTUTYTAa [lonnmcse n.o0. dammnma
T'yapHEM OyxTajTep ITopnmce n.0. damMmiimda

HpI/I moANMMCaHUM JOKYMCHTA HECKOJbBKHMHU JIMOaMHU PaBHBIX ,Z[OJ'DI(HOCTCfI X 1oAnucCu
pacmojararoTcsa Ha OJHOM YPOBHC.

Ipumep -

3aMecTUTesNIb OUPEeKTOopa II0

brHaHCOBEIM BOIPOCaM ITopnmce n.0. dammnmsda
3aMecTUTesNb OUPEeKTOopa II0

AIMMHMCTPAaTUBHEIM BOIIpPOCaM ITopnmce n.0. dammnmsda

B AOKYMCHTAax, COCTAaBJICHHBIX KOMHCCHCﬁ, B IIOAIIMCHU YKa3bIBACTCA CTATyC JiMIa B COCTaBC
KOMUCCHH.

Ipumep -

[lpencenaTesyib KOMUCCUM [Momnmce n.o. dammnma

UJIEHBEI KOMMCCUU llonnuce n.o0. dammimga
INonnmce n.o. dammimga
ITognmuce n.o0. dammimsa

[lpy moxmucaHMu AOKYMEHTa JIMLOM, HCHOJHSAIOLUM OOS3aHHOCTH PYKOBOJIUTENS, MOIMHUCH
oopmirsieTcs ¢ ykazaHHEeM CTaTyca JODKHOCTHOTO JIMIA B COOTBETCTBUHU C IIPUKA30M (PacropsHKEHHEM).

Ipumep -

V.o0. TeHepaJIbHOTO IMpEeKTopa [Momnmce n.0. dammnma
VIJIN ¢

Vcnonuaomyi O0A33aHHOCTHU

T'eHepaJIbHOT'O IOMpeKTopa [Momnmce n.0. dammnma

[Ipy mnoanucaHuym JOKyMEHTa JIMIIOM, WMEIOIIMM IMpaBO MOANUCHA B CIIy4yae BpPEMEHHOIO
OTCYTCTBHSI PYKOBOJUTEIS, UCIPABICHUS B HaUMEHOBaHHE TOJKHOCTU M pacmiu@poBKy (HaMUIUU YKe
MOATrOTOBJIIEHHOTO W COTJIACOBAHHOTO MPOEKTAa JIOKYMEHTa BHOCATCS OT PYKH WM C HCIOJIb30BAHUEM
COOTBETCTBYIOIIMX IITaMnoB. He 1omyckaeTcs CcTaBUTh KOCYK 4epTy, Haanuch '3a" mepen
HaNMMEHOBAHUEM JOJKHOCTH JIMIIA B MTOAIMCH, €CJIA TOKYMEHT NOAMUCHIBAET HHOE TOJIKHOCTHOE JIUIIO.

5.23 Ormerka 00 DSJEKTPOHHOW TMOAMHMCH WCIOJB3YeTCS NPHU BHU3yalU3alUU AIEKTPOHHOTO
JIOKYMEHTA,TTOIMMUCAHHOTO YJIEKTPOHHOM MOITUCKHIO, C COOJIOACHUEM CIICTYIONTUX TPeOOBAHUMN:

a) MECTO pa3MeIleHUs OTMETKH 00 DIEKTPOHHOW MOMAMUCH JIOJDKHBI COOTBETCTBOBATH MECTY
pa3MenIeHnsi COOCTBEHHOPYYHOU MOIMHUCH B AHAIOTMYHOM JOKYMEHTE Ha OyMa)>KHOM HOCHUTEJIE;

0) PIIeMEHTHl OTMETKH 00 AJIEKTPOHHOW MOAMKMCH JOJDKHBI ObITh BUJUMBIMA U YUTAEMBIMHU TIPH
OTOOpaXeHUH IOKYMEHTa B HaTypaJIbHOM pa3Mepe;

B) JIEMEHTHI OTMETKH 00 DJIEKTPOHHOM MOAMKICH HE JIOJKHBI MIEPEKPHIBATHCS WJTH HAKJIAIbIBATHCS
ApYT Ha Apyra,

I') 2JEMEHThI OTMETKH 00 SJEKTPOHHOW IMOINMUCH HE OJDKHBI MEPEKPHIBATh JJIEMEHTHI TEKCTa
JOKYMEHTa U IPyTrue OTMETKU 00 AJIEKTPOHHON MOIMUCH (TIPH HATTUYUN).

OtMeTrka 00 DJIEKTPOHHOW TIOJANUCH B COOTBETCTBHH C 3aKOHOJATENHCTBOM Poccuiickoit
Oenepanyn BiodaeT Qpazy "JOKyMEHT MOAMKMCAH SIIEKTPOHHOW MOAMKCHIO", HOMEp cepTudukara
KJII04a JJICKTPOHHOW TMOAMKMCH, (aMUIMIO, MMs, OTUYECTBO BJajeiblla cepTU(dHKaTa, CPOK IEHCTBHS
ceprudukaTa Kio4ya SIEKTPOHHOW mnoamucu. OTMETKa 00 SIEKTPOHHOW MOINMUCH MOXKET BKIIOYATh
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n3o0pakeHue repba, sMOIEMBI OpraHa BiacTu (OpraHU3alMy), TOBAPHOTO 3HAaKa (3HaKa OOCITYKUBaHMS)
OpraHMU3aI1H B COOTBETCTBUU C JICUCTBYIOIINM 3aKOHOIaTEIbCTBOM.

Mpumep -
Smbne- ACKYMEHT NMOanucaH
Ma BNEKTPOHHOW NOANMCHID
HaumeHopaHuwe OpiaHa
BracT H.H. Hukanaes
AOIMAHHOCTH Ceprwibuxar 1a111aaab00000000011
Brageney Huwonase Hukonad Hukonaesw
Nedcreutenes ¢ 01.12.2012 no 01.12.2017

5.24 Tleuath 3aBepseT MOUIMHHOCTb MOJMUCH JOHDKHOCTHOTO JIMIA Ha JIOKYMEHTax,
yIIOCTOBEPSIOUINX TpaBa JHI, GUKCUPYIOMUX (DaKThI, CBI3aHHBIC C (PMHAHCOBBIMU CPEICTBAMH, a TAK)KE
HA UHBIX JIOKYMEHTax, NpeIyCMaTPUBAIONIMX 3aBEPEHHE TMOJMUCH TI€4aThi0 B COOTBETCTBHH C
3aKoHoAarenbcTBoM Pocculickoit denepanuu.

JIOKyMeHTBl 3aBepsIOT TMeuyaThlo opranuzanuu. [leyaTh mpocTaBisercs, HE 3axBaTbIBas
COOCTBEHHOPYYHOW TMOANKMCH JUIA, IMOANKMCABIIETO JIOKYMEHT, WJIM B MecTe, o0o3HaueHHOM '"MII"
("Mecro nevaru").

5.25 Ormerka 00 HCIONHUTENIC BKIIOUYACT (PaMUJIMIO, UM MU OTYSCTBO HCIIOJIHHUTENS, HOMEP €ro
tenedona. OTMeTka 00 UCHOTHUTENE MOXET JOMOJHATHCS HAUMEHOBAHHUEM JOJKHOCTH, CTPYKTYpPHOTO
NOJIpa3/iesIeHus U 3JIEKTPOHHBIM aJJpECOM UCIIOIHUTEIS.

OtmeTka 00 ucnoaHuTene ohopMisieTcsl Ha JHUIEBOW CTOPOHE MOCIEIHEro JUCTa JOKYMEHTa OT
TPaHUIIBI JIEBOTO TOJIS WU, TIPU OTCYTCTBHHM MECTa, - Ha 0OOPOTHOM CTOpOHE BHH3Y cieBa. Hampumep:
3ab6enun MBan AmnzapeeBud, KoHTposnbHOE ymnpaBieHue, Beayliuil crneuuanuct, +7(495) 924-45-67,
Zabelin@gov.ru

OTmeTka 00 UCIIOTHUTENE MOKET O(POPMIIATHCS KaK HYDKHUI KOJIOHTUTYII U MedaTaThes MpudTom
MEHBIIIETO pa3Mepa.

5.26 OrmeTka O 3aBepeHMM KOMUU OGOpMIISIETCS Ul TOATBEPKJIEHHS COOTBETCTBUS KOIUHU
JOKyMEHTa (BBIIUCKM M3 JOKYMEHTA) TMO/UIMHHUKY JOKyMeHTa. OTMeTka O 3aBEepeHHH KOIUHU
MPOCTABIISIETCS] MO PEKBU3UTOM '"MOAMMCH" M BKIKOYAET: cloBO "BepHo"; HaMMEHOBaHHME AOKHOCTH
JUIa, 3aBEPUBIIETO KOMUIO; €r0 COOCTBEHHOPYUHYIO MOJNHUCH; paciin(poBKY MNOANUCH (MHULUAIBI,
(bamuimio); n1aTy 3aBepeHus KOMUM (BBIMUCKU U3 IOKYMEHTA).

IMpumep -

BepHo

VHCIneKTOp CJyXOBl KaIOpOB [Toonmce n.0. damMmima
HaTa

Ecnu konust BblaeTcs A7 MPEACTaBICHUS B JPYTYIO0 OpPraHU3alllio, OTMETKA O 3aBEpEeHUM KOIHUU
JOTIOJIHSIETCS HAAMHUCBIO O MECTE XpPaHEHHsS JOKYMEHTa, C KOTOpOro Obula M3rOTOBJIEHAa KOMHS
("TlogIMHHKUK TOKyMEHTa HaXOAUTCS B (HaUMEHOBaHME opranuzanum) B aesne N... 3a ... Toa") u 3aBepsercs
M€YaThi0 OPraHU3aALUH.

Jlnis mpocTaBieHns OTMETKH O 3aBEPEHUH KOITUH MOKET UCIOIb30BaThCs IITAMII.

5.27 OTrMeTka O MOCTYIJICHUH JOKYMEHTa CIY)KUT JJsl MOATBEPKIEHUs (akTa MOCTYIICHUs
JIOKYMEHTa B OpPraHM3alMI0 W BKIIOYAET JATy IOCTYIUICHHS M BXOISIIMHA PETUCTPAlMOHHBIM HOMeEp
nokyMmeHTa. [Ipm HeoOXoIMMOCTH OTMETKa O TOCTYIUIEHUH MOXKET JONOJHATHCS YKa3aHHEM BpPEMEHH
MOCTYIUIEHHUS B Yacax U MUHYTaX U CIoco0a JOCTaBKU JTOKYMEHTA).

OTMeTKa 0 MOCTYMJICHUH JOKYMEHTa MOXKET MPOCTABIIATHCS € IIOMOLIBIO IITAMIIA.

5.28 Pe3omonusi COAEPKHUT yKazaHHE IO MCIOJIHEHUIO JOKyMeHTa. Pesomtonus odopmisiercss Ha
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CcBOOOIHOM MecTe pabodero moiis JOKYMEHTa, Ha OJaHKe Pe30JIIOIUU WM BHOCUTCS HETIOCPEICTBEHHO B
CHUCTEMY DJICKTPOHHOT'O JJOKYMEHTO000POTA.

Pezomionust  BrirOYaeT: (GpamMuiIMiO, WHULUAIBI WCHONHUTENS (HUCIOJIHUTENEH), TOpyYeHUE II0
JIOKYMEHTY, TPH HEOOXOAMMOCTH - CPOK MCIIOJIHCHHS, TOJIUCH JIMIIA, BBIHECIIETO PE30JIIOLHI0, JaTy
PE30ITFOITHH.

Ipumep -

Qamvuniua M.O.

[Ipouly MNOATOTOBUTL NpenjoxeHmsa k 10.11.2016.
[lomnmcse

ITaTa

529 OtMmerka O KOHTpOJIE CBUJIETENBCTBYET O IIOCTAHOBKE JIOKYMEHTa Ha KOHTpOJIb,
npoctasisierca mramnoM "KoHTposs" Ha BepXHEM MoJe T0KyMEHTA.

5.30 OtMmeTKa 0 HampaBJICHUU JTIOKYMEHTA B JI€JI0 ONPEIEsSeT MECTO XpaHeHHsI JOKYMEHTa [ocie
3aBepuIeHMs pabOThl ¢ HUM M BKIIIOYaeT: ciaoBa "B aeno", nHaekc faena no HOMEHKJIAaType /1, B KOTOpoe
IIOMEIIAeTCsl JOKYMEHT Ha XpaHeHHEe, ¢ YKa3aHHeM rojia, JOJDKHOCTH JUIA, O(GOPMHUBIIETO OTMETKY,
HIOJIIIHCH, 1aTHI.

IIpumep -

B meyo N 01-18 =a 2016 1.

3aB. OTHEeJIOM KOPIOPATUBHEIX MNPOEKTOB
INlognmuce ITaTa

OtMmeTKa 0 HaIllpaBJICHUKW MJOKYMCHTA B JCJI0 MOXKCT OOIOJHATBCA KPATKHUMU CBCACHUAMHU O
XapaKTEepe UCIIOJIHCHUA TOKYMCHTA.

6 bi1aHKH 10KYMEHTOB

6.1 JIna msroroBieHus OiaHkoB JokyMeHTOB, corimacHo I'OCT P 7.0.8, ucnonb3yercs Oymara
dopmaroB A4 (210 x 297 mm), AS (148 x 210 MM); Jy1st U3TOTOBIICHUS OJTAHKOB PE30JIIOIIMI UCTIONB3yeTCs
Ooymara opmaroB AS (148 x 210 mm), A6 (105 x 148).

Kaxapiit nuct qokymeHTa, opopMiIeHHBIN Ha OJaHKe WK 0€3 HEero, T0JKEH UMETh I10JIsl HE MEHee:

20 MM - JI€BOE;

10 MM - mpaBoe;

20 MM - BEpXHee;

20 MM - HUXKHEE.

JlokyMeHTBI IMTeNbHBIX (CBbIIIEe 10 JIeT) CpOKOB XpaHEHUs JOJDKHBI UMETh JIEBOE 110JI€ HE MEHee
30 mm.

6.2 OpraHu3alnuy HCIONIB3YIOT OJIAHKM JTOKYMEHTOB, M3TOTOBJIEHHBIE Ha OyMa)KHOM HOCHTEINE
(OmaHkum JOKYMEHTOB (belepalbHBIX OpraHoB TOCYJAapCTBEHHOW BJACTH C BOCIPOU3BEIACHHEM
locynapctBennoro  repb6a  Poccuiickoit ~ dexepanyuu  WM3roTaBIMBAIOTCS  MOJIUIPadUYECKUMHU
NPEINPUATHIMU, UMEIOIMMU CEPTU(PHUKATHI O HATMYUU TEXHUYECKUX U TEXHOJIOTMYECKUX BO3ZMOXKHOCTEMN
JUIS KAYECTBEHHOT'O M3TOTOBJICHHS YKa3aHHOTO BUA MPOIYKIIMN) U/UIH 3JEKTPOHHBIE Ta0I0HBI OJIaHKOB.
brankn Ha OyMa)XHOM HOCHUTENIE W DJICKTPOHHBIC MAOJOHBI OJIAHKOB JOJDKHBI OBITh HICHTUYHBI TI0
COCTaBYy PEKBHU3UTOB, MOPSAJIKY UX PACIIONIOKEHHS, FapHUTYpaM mpudra.

bnanku JoKymMeHTOB Ha OyMaXHOM HOCHUTEJIE U  JJIEKTPOHHbIE IIA0JIOHBI  OJIaHKOB
M3TOTaBIIMBAIOTCA HA OCHOBAaHMHM MAKETOB OJIaHKOB, YTBEPK/Ia€MbIX PYKOBOAMUTEIEM OpPraHU3alINH.

bnaHku TOKyMEHTOB ClIeyeT 3rOoTaBIMBATh Ha Oenoii Oymare miu Oymare CBETJIBIX TOHOB.

ONeKTpoHHble  IIa0NOHBl  OJAaHKOB  JOKYMEHTOB  JOJDKHBI ~ OBITh  3alllMIIEHBl  OT
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HECaHKIIMOHUPOBAHHBIX U3MEHEHUH.

6.3 bianku nokymeHTOB odopmisitorcs B cooTBeTcTBUH ¢ [lpuiokennem b. OpueHTHpOBOYHBIE
TPaHUIBl 30H pACIOJIOKEHUS PEKBU3UTOB O0O3HAYeHBI MYyHKTHpOM. Kakmas 30Ha ompenensercs
COBOKYITHOCTBIO BXOJISIINX B HEE PEKBU3UTOB.

6.4 B 3aBucMMOCTH OT pacloJIOKEHUS PEKBU3UTOB YCTaHAaBJIMBAETCs JiBa BapuaHTa OJaHKOB -
yraoBoit (pucynok b.1) u npononbHbiii (pucyHok b.2).

6.5 PexBusutsl 01, 02, 03 pacrosaratoTcsi Ha BEpXHEM IOJI€ AOKyMEHTa Haj pekBusuToM 05 1o
Cepe/IMHe 30HbI, 3aHATONW ITUM PEKBU3UTOM.

PexBusut 03 MokeT pacnosiaraTtbCs cieBa Ha ypoBHE pekBu3uta 05.

PexBuzutel 05, 06, 07, 08, 09, 13, orpanuuurtesnbHbie OTMETKU Al pekBusutoB 10, 11, 12 B
npezenax rpaHyll 30H PacloyIOKEHUs] PEKBU3UTOB Pa3MEIIAlOTCs OTHUM M3 CIIOCOOO0B:

- LEHTPOBAHHBIM (HAYaJI0 U KOHELl KaX0M CTPOKM PEKBU3UTOB PAaBHO yJaJIEHbl OT I'PaHMIl 30HbI
PacroJIOKEeHUsI PEKBU3UTOB);

- (bnaroBbIM (KaXkiasi CTpOKa PEKBU3UTOB HAYMHAETCA OT JIEBOM TPAHUIBI 30HBI PACHOIO0KEHUS
PEKBHU3UTOB).

6.6 YcTaHaBIMBAIOTCS CIEAYIOIINE BUAbI OJTaHKOB JJOKYMEHTOB OpraHU3aLUN:

- 001U OJIaHK;

- OJIaHK ITHCHMA;

- OJIaHK KOHKPETHOTO BU/1a JOKYMEHTA.

HopmaTuBHBIMH NpaBOBBIMH AaKTaMU OpraHU3allMd yCTaHABIMBAKOTCS BHJbl IPUMEHSIEMbIX
OMaHKOB W WX pa3HOBUAHOCTH (OJaHK MUChbMAa CTPYKTYPHOTO TMOApa3feieHus, OJaHK MNUChbMa
JOJDKHOCTHOTO JIMLA, OJTaHK MPUKa3a, OJJaHK pacropsbKeHHsl, OJ1aHK MPOTOKOJIa U Ap.).

O06pa3ipl 6J1aHKOB JOKYMEHTOB IPUBEICHBI B NpuJIokeHun b.

6.7 OOuMii 6J1aHK UCHOJIB3YETCs Ul U3TOTOBJICHUS JIIOOBIX BHJIOB JOKYMEHTOB, KPOME JIEJIOBOI'O
(cmy>xeOHOT0) TMChMA.

OOumii GnaHK B 3aBUCHUMOCTH OT YUYPEIUTEIbHBIX JOKYMEHTOB OpPraHM3allUd M JOKaJIbHBIX
HOPMATHBHBIX akTOB BKI04YaeT pekBu3uTHl 01 (02 wmm 03), 05, 06, 07, 13 u orpaHUYUTEIHHBIE OTMETKH
s pexsuszutos 10, 11, 16, 17.

bnank nuceMa B 3aBUCMMOCTH OT YYPEAMTEIbHBIX JOKYMEHTOB OpraHM3alud M JIOKAJIbHBIX
HOPMAaTUBHBIX akTOB BKItouaeT pekBu3uTel 01 (02 mmm 03), 05,08, orpaHUUYUTENIBHBIE OTMETKH JUIS
pexBusuToB 10, 11, 12, 15, 17. biank nucbMa CTpyKTYpHOTO MOAPAa3/IeAeHHs TOMOIHUTEIBHO BKIIOYAET
pexBu3uT 06, 6J1aHK MHUChMa JOHKHOCTHOTO JIMIIA - peKBU3UT 07.

bnaHk KOHKpPETHOro BHUAA JOKYMEHTa, KpOME IHChbMa, B 3aBUCHUMOCTU OT YYpPEIUTENbHBIX
JIOKYMEHTOB OpraHM3aliy 1 JJOKAJIbHBIX HOPMATHBHBIX IPABOBBIX aKTOB BKItoUaeT pekBu3uThl 01 (02 min
03), 05, 09, 13 u, npu HEOOXOAMMOCTH, OTPAHUYUTEIILHBIE OTMETKH JUIsl TPAHHI] 30H PACIIOJIOKECHUS
pexBusuroB 10, 11, 16, 17. biaHk KOHKpETHOro BHJA JOKYMEHTa CTPYKTYPHOIO HOJPA3ACICHUS
JIOTIOJTHATEIHLHO BKJTFOUaeT pekBU3UT (06, OJIaHK TOKHOCTHOTO JIUIA - peKBU3UT (7.

Wndopmarys 06 M3MEHEHHSX:
Ilynxkm 6.8 usmenen c 1 uronsa 2018 2. - H3menenue N 1

Cm. npeodvloyuiyio pedakyuro

6.8 B opranax Biactu M opraHuzanusax pecnyonuk Poccuiickoil @enepaiiuu, MCHONb3YIOMIMX
HapsAly C PYCCKUM SI3bIKOM KaK IOCYIapCTBEHHBIM s3bIKOM Poccuiickoit denepannu rocyaapCTBEHHBIN
A3BbIK (TOCY/IapCTBEHHBIE SI3BIKHM) PECIYOJUK, MCIIOJB3YIOTCS OJIAaHKU JTOKYMEHTOB Ha PYCCKOM SI3bIKE M
rOCy/IapCTBEHHOM sI3bIKE€ (TOCYIAapCTBEHHBIX SI3bIKaX) pECIyOJUK: YrijoBble (PEKBU3UTHI OlaHKa
pacroiararoTcs Ha OJHOM YPOBHE: Ha PYCCKOM S3bIKE - CJIEBa, Ha TOCYHApPCTBEHHOM SI3bIKE
(rocyaapCTBEHHBIX SI3bIKaxX) PeCHyOJuK - clpaBa) WM IMPOJOJIbHBIE (PEKBU3UTHI OJIaHKa Ha PYCCKOM
S3BIKE - CBEPXY, PEKBU3UTHI OJIaHKA HAa TOCYAAPCTBEHHOM SI3bIKE (TOCYJApCTBEHHBIX A3BIKAX) PECIyOIHK -
HIUKE);

JUis mepenucku ¢ MHOCTPAHHBIMU KOPPECIIOH/IEHTAMU HCIOJBb3YIOT OJaHKM Ha JIBYX SI3BIKAX -
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PYCCKOM U aHTJIMKUCKOM (npuJioxkenne B.8) Wi HHOM HHOCTPAHHOM SI3BIKE.
TAPAHT:

[To-BuauMoMy, B TEKCTE MpEAbIAyIIero adb3ama JaomnyiieHa onevyarka. Bmecto cinoB "mpunoxenue B.8"
cieayert untath "'Pucynok B.8"

MpunoxeHune A
(cnpaBo4HoOe)
Pacnmososkenne PE€KBHU3UTOB HA TUTYJILHOM JIUCTE TOKYMEHTA

HaumeHoEAHKE OPraHvaaLEKn

[ PHE EOrNACO0a1IHA DOKYMENITS MEMd yTOEOKAEHAR A0 WEITS

HaumeHoBaHne Brga QoK MEHTE
3aronoBoK K TEKETY

TPy cornacoBaHu GokyMEHT

MesTo cotTARNSeHNA (MAMEHKA | 0Ky RMEHTE — rog WIGAHAH DORYMEHTA

PI/IcyHOK A.1 - Pacnionoxxenue PCKBU3UTOB Ha TUTYJIbHOM JIMCTC JOKYMCHTA

MpunoxeHne b
(cnpaBo4HoOe)

Cxembl PaCmoJa0KCHUs PEKBU3UTOB T10KYMECHTOB
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(cnpaBo4HoOeE)

OoOpa3ubl 0J1aHKOB TOKYMEHTOB

Pocapxue

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

(BHUAWOAL)

Macksa

Pucynoxk B.1 - O6pazer oOmero 6;1anka opraHu3aiiu

Pocapxvs

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

{(BHAI A

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

WMHH/AKTN 7708033140/7 71001001
Mg

Ha Mo o7

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

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

Mpodrcowanas yn., g. 82, Mockea, 117393

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

Ne

Ha Ne oT

Pucynoxk B.3 - O6pazern mpo10ibHOTO OJ1aHKA MUCbMa OpTaHU3alluN

Pocapxune

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

(BHAMIOAL)

AVPEKTOP

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

N2

Ha MNe o7

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

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

(BHUAAL)

OTPACNEBOW LIEHTP MOBLIWEHMS KBANUGUKALIUA

Mpodrecoicanan yn., g. 82, Mockea, 117393

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

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

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

Ha Ne oT

Pucynok B.5 - OGpazer nmpoaonbHOro 6j1aHka muchbMa CTpyKTYPHOTO MOApa3IesieHus

Pocapxus

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

(BHWMOAL)

MPUKASZ

Mockea

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

Pocapxue

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

(BHADAR)

AWPEKTOP

PACMOPAXEHWE

Mocoxaa
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Pucynox B.7 - O6pa3zer 6;aHka KOHKPETHOTO BUJIA JOKYMEHTA JTOJDKHOCTHOTO JIMIIA

Pocapxue

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

{BHWNOAL)

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

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

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

Ne

Ha Ne oT

Pucynok B.8 - O6pazen npooabHOro 0j1aHka MucbMa OpraHu3alluy Ha IByX S3bIKaxX
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