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®EOEPAJIbHOE ArEHTCTBO NO TEXHUYECKOMY PEIrNYJ1IMPOBAHUIO
N METPONOINU

HALUMOHANBbHbLIX CTAHOAPT POCCUACKOWU ®EOEPALUA
FOCT P 7.0.97-2016

CUCTEMA
CTAHOAPTOB NO UHPOPMALIUU, BUBJTMOTEHHOMY
N USOATENIbCKOMY OENY

OPIrAHU3ALUNOHHO-PACNOPAOUTENIbHAA OOKYMEHTALIUA
TPEBOBAHUA K OPOPMJIEHUIO NOKYMEHTOB

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

CHOUCOK U3MEHSIONNX JOKYMEHTOB
(B pen. U3smenenus N 1, yrB. [Ipukazom Poccrangapra
ot 14.05.2018 N 244-crT)

Koncyaprantlnroc: mpuMedyaHue.

[Ipukazom Poccranpapra ot 25.05.2017 N 435-cT nata BBeaeHus B aeiictBue HannoHansHOTO cranmapra
P® I'OCT P 7.0.97 - 2016 nepenecena Ha 1 urons 2018 roxa.

Hara BBegenus - 2017-07-01
MNMpeaucnoBue

1 PA3PABOTAH ®denepanbHbIM O10/1KETHBIM YUpEKICHUEM "Beepoccuiickuii
Hay4YHO-HCCIIEA0BATEIbCKUN MHCTUTYT JOKyMeHToBeaeHus u apxuBHoro nena" (BHUNIAL) denepanbHoro
aApXUBHOTO areHTCTBa

2 BHECEH Texuuueckum komuteToM 10 crangaptuzanqun TK 191  "HayuHo-TexHuueckas
uHpopmanus, OnOINOTEYHOE U U3AATENbCKOE J1eN10"

3 YTBEPXX/IEH U BBEJIEH B JEMCTBUE Ilpukasom deaepatbHOr0 areHTCTBA MO TEXHHIECKOMY
peryiupoBaHuio U MeTpoJioruu ot 8 nexadbps 2016 r. N 2004-ct

4 B HacrosIieM cTanaapTe peaan3oBaHbl HOpMbl DenepanbHbix 3aKoHOB OT 27 utosist 2006 r. N 149-D3
"O6 uHbopMaIy, HHPOPMAIMOHHBIX TEXHOJOTHIX W O 3amuTte uHpopmaruu", oT 22 oktsaops 2004 r. N
125-®3 "O6 apxuBHoM aene B Poccuiickoit @eneparyu”

5 BBAMEH I'OCT P 6.30-2003
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[TpaBuia mpyMeHEHHsI HACTOSAIIEr0 CTaHJapTa YCTaHOBIIEHBI B cTaThe 26 deaepalbHOrO 3akoHa OT 29
utoHs 2015 r. N 162-®3 "O crangaptuzauuu B Poccuiickoit ®eneparnun”. Madopmarus 06 U3MEHEHUAX K
HACTOSIIIEMY CTaHAApTy IyOJUKYeTCsS B EXKErogHoM (II0 COCTOSHHIO Ha | sHBaps TEKyIIero roza)
nHpOpMaMOHHOM yKa3aTene "HannonanbpHble cTaHAapTH", a OPHUIMANTBHBIA TEKCT H3MEHEHUH U MPaBOK - B
eXeMecsIYHOM MH(pOpMaIMOHHOM yka3atene "HanumonanpHble cTanzaptel'. B ciydae mepecMmoTpa (3aMeHbI)
WIN OTMEHBI HACTOSIIETr0 CTaHIAapTa COOTBETCTBYIOLIEE YBeAOMIIEHHE OyAeT OmyOJIMKOBaHO B Oirkaiiiiem
BBIITYCKE €KEeMECSYHOro HH(popMalMoHHOro ykaszarens "HaruonaneHble ctanmapthl". COOTBETCTBYOLIAS
nHpopMals, yBeJOMJICHUE U TEKCThI pa3MeIIaloTcsi B MHPOPMALIMOHHOM cucTeMe 0OIIero MoJib30BaHus - Ha
opunmansHoM caiite denepanbHOr0 areHTCTBA MO TEXHUYECKOMY PETYIMPOBAHHIO M METPOJOTMU B CETH
HNurtepuer (www.gost.ru).

HaCTOSIHH/Iﬁ CTaHAapT HC MOXCET OBITH TOJIHOCTBIO WX YaCTUYHO BOCIIPOMU3BCIACH, TUPAXUPOBAH U
paciIpoCTpaH€H B KadC€CTBE O(bI/ILII/IaJ'IBHOFO U3JaHus 0e3 pasp€icHus (DellepaJ'II)HOFO arcHTrcTBa IIO
TEXHUYCCKOMY PETYJIUPOBAHHUIO U MCTPOJIOTHHN

1 O6nacTtb npuMeHeHuns

Hacrosmuit ctannapT pacnpocTpaHseTcs Ha OpraHu3alluOHHO-PACIIOPAIUTENIbHbBIE JOKYMEHTBI: YCTaBhl,
IIOJIOXKEHHUs, NPaBUIA, WHCTPYKIMHU, DPErVIAMEHTBI, ITOCTAHOBIICHMS, PACIOPSKEHMs, NPUKA3bl, pPELICHU,
IPOTOKOJIBI, TOTOBOPBI, aKThI, MMCbMA, CIIPABKU U JIp. (Hajiee - JOKYMEHTHI), B TOM yHciie BKItoyeHHble B OK
011-93 "Obmepoccuiickuii knaccuduxarop ynpasieHudeckoit nokymenraun" (OKY /1), kirace 0200000.

Hacrosimuii ctanmapt onpeaesnser COCTaB PEKBH3UTOB JOKYMEHTOB; MpaBHia UX O(OpPMIICHUS, B TOM
qrcie ¢ MPUMEHEHHEeM MH()OPMAIMOHHBIX TEXHOJIOTHI; BUIBI OJIAHKOB, COCTAB PEKBU3UTOB OJIAHKOB, CXEMBI
pacrojoKeHus] PeKBU3UTOB Ha JOKYMEHTe; 00pa3libl OJIaHKOB; MpaBuia co3aaHus T0KyMeHTOB. [lonoxxenus
HACTOSALIET0 CTaHapTa PACIPOCTPAHIIOTCS Ha TOKYMEHTHI Ha OYMa)KHOM U 3JIEKTPOHHOM HOCHTEJISIX

2 HopmaTtuBHbIE CCbINKU
B HACTOAIICM CTAaHAAPTE UCIIOJIb30BaAHbBI HOPMATHUBHBIC CCHIJIKH Ha CICAYIOIUEC CTAHOAPThI:

I'OCT P 7.0.8 Cucrema cranmapToB 1o WH(pOpManuu, OWOIMOTEYHOMY W H3IATEIBCKOMY JCIy.
Jlenorpoun3BoICTBO U apXUBHOE J1eJI0. TEepMUHBI M OTIPEICITICHHUS

['OCT P UCO 15489-1 Cuctema ctanaapToB 1o MH(GopMaiuu, 6MOIMOTEYHOMY U U3JAaTEIbCKOMY JIEITy.
VYnpasienue nokymentamu. O0uiue TpedoBaHus

[Tpumeuanue - Ilpu TONB30BaHWM HACTOSIIUM CTAaHAAPTOM IIEJIECOOOPA3HO TMPOBEPUTH JIEHCTBUE
CCBUIOYHBIX CTaHJAPTOB B HMH(DOPMAIMOHHOW CHCTEME OOINero IMOJh30BaHUS - Ha OQHUIIMAIBHOM CcanTe
®denepanbHOTO areHTCTBa MO TEXHHUYECKOMY PETyJIHPOBAHUIO M METPOJIOTHMH B ceTH VHTEepHET WU 1o
eXerogHomMy uHpopManmoHHOMY yKazaTento "HammoHanbHbIE CTaHIAPTHI', KOTOPBIM OIMyOJWKOBAaH I10
COCTOSTHMIO Ha | siHBaps TEKyIIero roja, W MO BBIMYCKaM €XEeMECSYHOTr0 HMH(OPMAIMOHHOTO yKaszaTess
"HaunonaneHble cTaHmapThl" 3a Tekymuid roia. Eciau 3aMeHEH CChUIOYHBIM CTaHAApT, Ha KOTOPBIM JaHa
HEJJaTUPOBAHHAsl CCBLIKA, TO PEKOMEHIYETCSl HCIOJIb30BaTh JEHCTBYIOIIYI0 BEPCHUIO ITOTO CTaHJapTa ¢
YYETOM BCEX BHECEHHBIX B JAHHYIO BEpCHIO M3MEHEHUMU. Eciii 3aMEHEH CChUIOYHBIA CTaHIApT, HA KOTOPBIA
JlaHa TaTUPOBAHHAs CChUIKA, TO PEKOMEHYETCS UCIIOIh30BaTh BEPCUIO ATOTO CTAaHJApTa ¢ YKA3aHHBIM BBIIIIE
roJoM yTBepxkaeHus (mpunstus). Eciu nocie yTBepkKIeHUs HACTOSIIEr0 CTaHapTa B CChUJIOYHBIN CTaHIapT,
Ha KOTOPbIN JaHa JaTUPOBAaHHAs CChLIKAa, BHECEHO M3MEHEHHE, 3aTparuBarollee MoJI0KEeHNne, Ha KOTOpPOoe JlaHa
CCBIJIKA, TO 9TO MOJIOKEHHE PEKOMEHYeTCsl MPUMEHATh 0e3 ydera NaHHOTO M3MEHEHHs. Ecnu cChUIOYHBIN
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CTaHAApT OTMCHCH oe3 3aMCHBI, TO ITOJIOKCHUC, B KOTOPOM JlaHAa CCbUIKA HAa HECTO, pPCKOMCHAYCTCA TPUMCHSITH
B 4aCTH, HC BanaFI/IBaIOH_[eﬁ 9TY CCBUIKY.

3 O6wme TpeboBaHUA K CO30aAHUIO JOKYMEHTOB

3.1 JIokyMeHTBhI MOTYT CO3J1aBaThCsl HA OYMa)XHOM HOCUTEJE U B 3JEKTPOHHOU (hopme ¢ cobioIeHueEM
YCTaHOBJICHHBIX MPaBUJI 0OPMIICHHS TOKYMEHTOB.

3.2 Ilpu co3maHuM JOKYMEHTa Ha JBYX W 0Oojiee CTpaHHUIAX BTOPYIO M TOCIEAYIOUIME CTPAHUIIBI
HYMEpPYIOT.

Howmepa cTpanull npocTaBisitoTCa NOCEPEANHE BEPXHETo MOJIs TOKyMEHTa Ha paccTOsIHUM He meHee 10
MM OT BEPXHETO Kpasi JINCTA.

JomyckaeTrcsi co3laHue TOKyMEHTOB Ha JHMIIEBOW U 00OpPOTHOM cropoHax sucra. [Ipu nBycTOpOoHHEM
CO3/IaHUM JOKYMEHTOB IIMPHHA JIEBOTO TOJS Ha JUIEBOM CTOPOHE JIUCTAa M MPABOTO MOJs Ha 00OPOTHOM
CTOPOHE JINCTa JOJKHBI ObITh PABHBI.

3.3. Jlng cozmaHus JOKyMEHTOB HEOOXOIUMO HCIIOIB30BaTh CBOOOIHO PaclpoCTpaHsieMble OecIIaTHbIC
mpu@THIL.

st obopMiieHHs TOKyMEHTOB PEKOMEHIyeTCsl UCIIOb30BaTh pa3mepsl mpudros N 12, 13, 14.

ITpu coctaBieHuy TabIUL] JOMTYyCKAETCs UCIIOJIb30BaTh IPU(THI MEHBIIUX Pa3MEPOB.
(m. 3.3 B pen. M3amenenus N 1, ytB. [Ipukazom Poccrannapta ot 14.05.2018 N 244-cT)

3.4 AG3a1Hbli OTCTYN TEKCTa JOKyMeHTa - 1,25 cMm.

3aroJIoBKM pPa3JesoB M IOAPA3/IeNIOB MEUaTaloTCsl ¢ a03alHBIM OTCTYIOM WM LEHTPUPYIOTCS IO
LIMpPUHE TEKCTA.

MHOFOCTquHBIe PEKBU3UTHI IICHATAKOTCA YCPE3 OJUH MG)KCTpO‘IHI)II\/'I HHTCPBAJI, COCTAaBHBIC YaCTH
PEKBU3UTOB OTACIAOTCA AOIMOJHUTCIBHBIM HHTCPBAJIOM.

Tekct nokymeHTa neyataercs yepes 1 - 1,5 MeXCTpOUHbIX HHTEpBaIa.

Ecnu 1OKyMEHT TOTOBHTCS JUIs M3JaHUS C YMEHBIICHHWEM Maciutaba, TeKCT IeyaTaeTcsl 4yepe3 JiBa
HHTEpBaJIa.

WuTepBan Mexy OyKBaMHu B CIIOBaX - OOBIYHBIH.
WHTepBan MeXay cI0BaMH - OJIUH ITPOOEIT.

3.5 TekcT MOKyMEHTa BBIPAaBHHMBACTCSA IO MIUPHHE JKCTa (IO T'paHUIAM JIEBOIO W IPaBOro IoJiei
JIOKYMEHTA).

JlinHa caMoii ATMHHOM CTPOKU PEKBU3HTA MPHU YTTIOBOM PACIOI0KEHUU PEKBU3UTOB He Ooiee 7,5 cM.

JinHa caMoil JUTMHHOW CTPOKM PEKBH3HUTA IPH MPOJOIHHOM PACIOJIOKEHUN PEKBH3UTOB He Oonee 12
CM.
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3.6 HopMmaTuBHBIMH MpPAaBOBBIMHU AaKTaMU OPIaHU3aLUM MOXET OBbITh NPEIyCMOTPEHO BbIACICHHUE
pekBu3nTOB "ampecat', "3aroloBOK K TeKCTy" MM "MOANMUCH", a TakXKe OTIENbHBIX (parMeHTOB TEKCTa
MOy KUPHBIM HIPUPTOM.

3.7 HopmatuBHbIE NPAaBOBbIE aKThl OPraHU3aLlMU, a TAKKE UHbIE MHOIOCTPAHUYHBIE JOKYMEHTBI MOTYT
oQOpMIIATECS C TUTYJBHBIM JUCTOM. THUTYJNBHBIA JHUCT JOKyMeHTa O(OpMIIsieTcsi B COOTBETCTBUU C
MPUIIOKEHUEM A.

4 PeKBU3UTbI JOKYMEHTa

[Ipu moxnroroBke u OGOPMIIEHUH JOKYMEHTOB HCIIONB3YIOT PEKBHU3HTHI, ONPEACTCHUS KOTOPBIX
npusenensl B 'OCT P 7.0.8

01 - rep6 (I'ocynapctBennsiii repd Poccuiickoii @enepamuu, repd cyobekra Poccuiickoit deneparum,
rep0 (repanbANYecKuil 3HaK) MyHHUIIMIIAILHOTO 00pa30BaHusl);

02 - sm0OeMa;

03 - ToBapHbIif 3HaK (3HAK OOCITYKUBAHUS);

04 - ko1 popMBI TOKYMEHTA;

05 - HauMeHOBaHME OPraHU3ALMHY - ABTOPA TOKYMEHTA;

06 - HaMMEeHOBaHUE CTPYKTYPHOI'O NOJPA3ICIICHUS - aBTOPA JOKYMEHTA;
07 - HauMeHOBaHUE TOJKHOCTH JIMLIA - ABTOPA JOKYMEHTa;

08 - cipaBoYHBIE TaHHBIE 00 OpraHU3aIUHY;

09 - HaumeHOBaHUE BUJIA JOKYMEHTA;

10 - nara moKymeHTa;

11 - perucrpaninoHHBI HOMEDP TOKYMEHTA;

12 - ccbuIKa Ha PeruCTPAMOHHBIA HOMEP U J1aTy IOCTYIUBIIErO JOKYMEHTa;
13 - mecTo cocTraBneHus (M31aHUS) JOKYMEHTA;

14 - rpud orpaHnueHHs JOCTYIIA K JIOKYMEHTY;

15 - appecar;

16 - rpud yTBEp)KICHUS TOKYMEHTA;

17 - 3aroI0BOK K TEKCTY;

18 - TEeKCT JOKYMEHTa;
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19 - oTMeTKa O PUIIOKEHUU;

20 - rpud cornacoBaHHs TOKYMEHTA;

21 - BH3a;

22 - NOAINCE;

23 - oTMeTKa 00 3JIEKTPOHHOM MOANNCH;

24 - meyath;

25 - oTMeTKa 00 UCTIOTHUTETE;

26 - OTMETKA O 3aBEPEHUU KOIUU;

27 - OTMETKA O MOCTYIUICHUH IOKYMEHTA;

28 - pe3oIoIus;

29 - oTMETKa O KOHTPOJIE;

30 - oTMeTKa O HampaBlIEHUH TIOKyMEHTa B JIEJIO.
5 OchopmneHne peKBU3UTOB AOKYMEHTOB

5.1 T'ep6 (I'ocynmapctBennsiii Tepd Poccmiickoit denepanuu, repd cyobekra Poccuiickoit deneparnumy,
rep0 (repaJbIunYecKuii 3HaK) MYHHUIIMTIATHFHOTO 00pa30BaHMs) BOCIIPOU3BOJAUTCS Ha OJaHKaxX JOKYMEHTOB B
coOTBeTCTBUU ¢ DenepanbHBIM KOHCTUTYIIMOHHBIM 3aKoHOM oT 25 npekadbps 2000 r. N 2-®K3 "O
locynapctBennom repOe Poccuiickoii ®Dexepanuu, 3aKOHOAATETBHBIMU W WHBIMH HOPMATHBHBIMU
MPaBOBBIMU aKTaMH CyOBeKTOB Poccuiickoit denepannu ¥ HOPMATUBHBIMU TMPABOBBIMH aKTaMU OPTaHOB
MECTHOI'O CaMOYTPABJICHHUSI.

N3o6paxenue repba (I'ocymapcTBeHHoro, cyonrekta Poccuiickoit @eneparuu, repba (repaibIndecKkoro
3HaKa) OpraHa MECTHOTO CaMOYIPaBJICHNUsI) TIOMEIIASTCS TI0 CEpeIMHE BEPXHETO IMOJIs OJIaHKa JOKYMEHTa HaJl
PEKBU3UTAMH OPTaHU3AIIUY - aBTOPA JOKYMEHTA, Ha paccTOsSTHUK 10 MM OT BEpXHETO Kpasi JINCTA.

5.2 Dmbnema opraHu3zaiuy, pa3padoTaHHas U YTBEP)KICHHAS B YCTAaHOBJICHHOM MOPSJIKE, pa3MelaeTcs
B COOTBETCTBMM C HOPMATHUBHBIMHU IPABOBBIMU AaKTaMU Ha OJIaHKax: JOKYMEHTOB (hefepallbHbIX OpPIraHOB
roCyJapCTBEHHOHN BJIACTH (3a MCKIIOYEHUEM CIy4aeB, IPEJyCMaTPUBAIOIIMX HCIOIb30BAHUE M300paKeHUs
Tl'ocynapctBennoro rep6a Poccuiickoit ®Depepanuu), TeppUTOPUAIBEHBIX OPraHOB (heepanbHBIX OpraHoOB
roCy/IapCTBEHHOW BJIACTH, FOCYAAPCTBEHHBIX W HETOCYAAPCTBEHHBIX opraHuzanuil. M3obpaxenue s3mOIeMbl
IIOMEIIAeTCsl 10 CEepeUHE BEpPXHEro IoJisi OjlaHKa JOKYMEHTa HaJl PEKBH3UTAMU OpraHu3allM - aBTOpa
JIOKYMEHTa, Ha paccTossHUM 10 MM OT BEepXHEro Kpas JIUCTa.

5.3 ToBapublii 3HaK (3HaK  OOCTY)KUBaHUs), 3apPETUCTPUPOBAHHBIN B  YCTAaHOBJICHHOM
3aKOHOAATEIBCTBOM TMOPSIIKE, BOCIPOU3BOIUTCS Ha OJIAaHKaX OpPraHW3allii B COOTBETCTBHHM C YyCTaBOM
(monoxenuem o0 opranuzaiuu). M3o0pakeHrne TOBapHOTO 3HAKa (3HAKa OOCITY)KWBAHHS) IOMEIIASTCS 10
CepeIMHe BEPXHETO MMOJIs OJTaHKa JJOKYMEHTa HaJl peKBH3UTAMH OPTaHU3aIliN - aBTOpa JOKYMEHTA, WIIH CJIeBa
Ha YpOBHE HAUMCHOBAHHS OPTaHU3aIlUH - aBTOPA JOKYMEHTA (JIOITyCKAaeTCs 3aXBaThIBATh YaCTh JICBOT'O TIOJIS).
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Hapsmy C TOBApPHBIM 3HAKOM (3HaKOM O6CJ'Iy>KI/IBaHI/I$I), Ha OJaHKax AOKYMCHTOB MOJXKCET YKa3bIBATbCHH
KOMMCPYCCKOC 0003HaucHUE HOPUINYICCKOTO JIMIA.

54 Kox ¢dopMbl JOKyMEHTa TMPOCTABIACTCS Ha YHU(QUIMPOBAHHBIX (OpPMAX JTOKYMEHTOB B
cootBeTcTBUM ¢ OOmepoccuiickuM  KiaccupukatopoM yrpasieHdeckoi nokymentamun (OKY/) wmm
JIOKaJbHBIM KJIacCH(UKATOPOM, PACIIoNiaraeTcsi B IPaBOM BEPXHEM YTy pabodyero mojs JOKYMEHTa, COCTOUT
u3 cioB "dopma no" (HaumeHoBaHUE KiaccudukaTopa) U udpoBOro Koja.

[Ipumep - @opma no OKY ][ 0211151.

5.5 HaumeHoBaHue opraHu3aIiy - aBTOpa JOKyYMEHTa Ha OJaHKe TOKyMEHTa JOJKHO COOTBETCTBOBATh
HaMMCHOBAHUIO HOPHUIHUYCCKOIO JIMIA, 3aKPCIJICHHOMY B €TI0 YYPCAUTCIIbHBIX AOKYMCHTAX (yCTaBe 1501048
HOJ'[O)KGHI/II/I). HOIL HaMMCHOBAaHHUECM OpraHu3alu B CKOOKax YKa3bIBA€TCA COKpPAIICHHOC HAWMCHOBAHHC
OpraHU3aIMH, €CIIU OHO MPEAYCMOTPEHO YCTABOM (TIOJIOKCHHUEM).

Haz[ HaMMCHOBAaHUECM OpraHu3aldi - aBTOpa AOKYMEHTA YKAa3bIBACTCsA IIOJIHOC HIIM COKPAIICHHOC
HaMEHOBAHUE BHILIECTOSIICH OopraHu3anuu (HpI/I €C HaJ'II/I‘-II/II/I).

5.6 HaummeHoBaHHME CTPYKTYpPHOTO NOJpa3felieHHs - aBTOpa JOKyMeHTa (B TOM uucie ¢uiuana,
OTJEIICHNs, IPEICTABUTENIBCTBA, KOJUIETMAIbHOIO, COBEILATEILHOTO MM HMHOIO OpraHa) HUCIOJb3YyeTCs B
OylaHKax muceM U OJaHKaX KOHKPETHBIX BHUJIOB JTIOKYMEHTOB COOTBETCTBYIOIIMX MOApa3/eieHU (OpraHoB) B
COOTBETCTBUH C JIOKAJIbHBIMH HOPMATUBHBIMHU aKTaMH U YKa3bIBA€TCS M0J] HAUMEHOBAaHUEM OpPTaHU3alHH.

5.7 HauMeHOBaHNE JODKHOCTH JIMIA - aBTOPA JIOKYMEHTa UCHOJIb3yeTcsl B OJaHKaX JOPKHOCTHBIX JIMILL
U pacrnojaraercs IoJl HauMEHOBaHMEM OpraHu3allMM WM HAaUMEHOBaHUEM TeppuTopuu (Kpas, obiactw,
aBTOHOMHOM 00JIacTH U JIp.), €CIM JOKYMEHT M3JaeT PyKOBOJMTENb OpraHa BIacTH cyObekTa Poccuiickoit
Qdenepanuy, MyHUIMNATBHOTO oOpa3oBanus. HanMmeHoBaHMe [OMKHOCTH JIMI]Aa - aBTOpa JOKyMEHTa
YKa3bIBa€TCs B COOTBETCTBUM C HAMMEHOBAHWEM, IPUBEJIEHHBIM B PpacCHOPAIUTEILHOM JIOKYMEHTE O
Ha3HAYEHUH Ha JOJDKHOCTb.

5.8 CnpaBouHble JaHHBIE 00 OpraHM3allMU YKa3bIBAIOTCS B OJIAaHKAX MUCEM W BKJIFOYAIOT: TOYTOBBIN
aJipec OpraHu3aIK (JIOTIOJIHUTEIFHO MOXKET YKa3bIBaThCs aJIpeC MECTa HaXOXKIEHHs FOPHIUYECKOro JIHIIA,
€CIIM OH HE COBIAJACT C IMOYTOBBIM aJpecoM); HoMep TeledoHa, (hakca, aapec MIEKTPOHHOH MOUYTHI, CETEBOM
azpec.

B cocrtaB crpaBOYHBIX NTaHHBIX, 32 WCKJIIOYEHHEM OJAHKOB JOKYMEHTOB OPTraHOB TOCYJIapCTBEHHOM
BJIACTH, OpPraHOB MECTHOI'O CaMOYIpaBleHHs, BKIIOYalOTCA: Koj opranuzanuu no OOmiepoccuiickomy
kinaccuukaropy npeanpustuii u opranuzanuii (OKIIO), ocHOBHOW TOCYIapCTBEHHBIH PETHUCTPAIIMOHHBIN
Homep opranmzanuu (OI'PH) u uneHTHdUKaMOHHBIN HOMEP HAJIOTOIUIATEIbIINKA/KOI TPUUKUHBI TOCTAHOBKHU
Ha HanoroBsIit yuet (MHH/KIIIT).

5.9 HaumeHoBaHnue BHJa JOKYMEHTa yKa3bIBa€TCS Ha BCEX IOKYMEHTaX, 34 HMCKIIOYCHHEM JEJOBBIX
(cmy»eOHBIX) TIHCEM, pacIojiaraeTcsi TOoJ] PEeKBU3UTAMU aBTOpA JOKYMEHTa (HAMMEHOBAaHHEM OpTaHH3allvH,
HaMMEHOBAHHMEM CTPYKTYPHOT'O TIOJpa3/iefieHNs, HAUMEHOBaHUEM JIOJKHOCTH) (cM. puc. B6).

5.10 Jlara 1OKyMEHTa COOTBETCTBYET Jare MOANUCcaHus (YTBEPIKICHUA) TOKYMEHTA WM JIaTe COOBITHS,
3a(pUKCUPOBAHHOTO B IOKyMeHTe. JIOKYMEHTBI, M3IaHHbIC TBYMS HJIM OOJiee OpraHU3aIlUusIMHK, TOJKHBI UMETh
OIIHY (€MHYI0) AaTy.
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Jlata JOKyMEHTa 3alMCBIBACTCSA B IOCIIEAOBATEILHOCTH: JE€Hb MeECsIla, MECAI, TOJ OJHUM H3 IBYX
CIOCO0O0B:

apabckumu 1 pamu, pazaeneHHsIMU Toukoit: 05.06.2016;
CJIOBECHO-LIM(POBBIM crIocoO0M, Hanpumep: 5 uroHs 2016 r.

5.11 PeructpaunoHHBIE HOMEp NOKyMeHTa - LU(POBOW MM OYKBEHHO-IUGPOBON HACHTU(PHUKATOD
JIOKYMEHTa, COCTOALIMM M3 MHOPSAKOBOrO HOMEpa JOKYMEHTa, KOTODPbIH, 1O YCMOTPEHHMIO OpraHU3aluH,
MOYKET JIOTIOJIHATHCS U(POBBIMU UM OYKBEHHBIMH KOJJaMU (MHJIEKCAMH) B COOTBETCTBUHU C UCTIOJIb3YEMBIMU
Kkiaccudukaropamu (MHJIEKCOM Jiejia 0 HOMEHKJIAType Jiel, KOJIOM KOPPECIIOHIEHTa, KOJIOM JOJKHOCTHOTO
JUa u 1p.).

Ha nokymeHTe, COCTaBIE€HHOM COBMECTHO JByMs M 0ojiee OpraHu3alMsIM{, IPOCTABISAIOTCS
PEruCTpallMOHHBIE HOMEpa JIOKYMEHTa, IPUCBOCHHBIE KaKJOW M3 OopraHu3anuil. PerncrpanmoHHbsle HOMEpPA
OTIEJISIFOTCS. APYT OT Ipyra KOCOM 4epTOW M IPOCTAaBJIAIOTCS B MOPAJNKE YKa3aHHUsS aBTOPOB B 3ar0JIOBOYHOMN
YacTH WM NpeaMOyJsie JOKyMEHTa.

5.12 Ccpuika Ha pPETUCTPALMOHHBIA HOMEP U JaTy IOCTYNHMBLIETO JOKYMEHTa BKJIIOYAET
pErucTpalMOHHBI HOMEP U 1aTy BXOJSILEr0 HHUIIMATUBHOIO JOKYMEHTA, Ha KOTOPBIN JaeTcs OTBET.

5.13 Mecto cocTaBieHus (M34aHUs) TOKyMEHTa yKa3bIBae€TCsi BO BCEX JOKYMEHTax, KpOMeE JAENOBBIX
(cmyxeOHBIX) THCeM, a TakXe JOKJIAJHBIX, CIyXKEeOHbIX 3alMCOK M  JPYIMX BHYTPEHHHX
MH(OPMAMOHHO-CIIPABOYHBIX JJOKYMEHTOB.

MecTo cocTaBlIeHHS (I/ISI[aHI/IH) JAOKYMCHTa HC YKa3bIBACTCA B TOM CJIy4dac, €CJIM B HAMMCHOBAHUU
opraHu3al NpUCYTCTBYCT YKAa3aHUC HA MECTO €€ HAXOKACHUS. MecTo cocTaBleHHUS (I/IBIIaHI/IH) AOKYMCHTa
YKa3bIBACTCA B COOTBECTCTBUU C IPHUHATHIM aAMUHUCTPATUBHO-TCPPUTOPHUATIBHBIM JCICHUCM.

5.14 I'pud orpanmdeHust 1OCTyNa K JOKYMEHTY MPOCTABJISETCS B IPAaBOM BEPXHEM YIIIy IEPBOTO JIHCTA
JTOKyMeHTa (TTPOeKTa JOKYMEHTa, COMPOBOIUTEILHOTO MUChMa K JIOKYMEHTY) Ha TPAHHIIC BEPXHETO TOJISI TIPH
HAJIMYMHA B JIOKYMEHTE MH(GOPMAIMH, JOCTYIl K KOTOPOW OIPaHUYEH B COOTBETCTBUM C 3aKOHOJIATEIHLCTBOM
Poccuiickoit deneparuu.

Bunel wucmonb3yeMbIX B OpraHW3aluu TpUGOB OTPpaHUYCHHS [OCTyHa JOJDKHBI COOTBETCTBOBATh
3aKOHO/IATeIbHBIM M WHBIM HOPMAaTHUBHBIM IpaBOBbIM akTaM Poccuiickoit denepanuu v JOMKHBI OBITH
3aKpEIICHBI B JIOKATBHBIX HOPMATHBHBIX akTaX. B cocraB rpuda orpaHudeHHs T0CTyIa K JOKyMEHTY BXOJIUT
orpannuutenbHasg Haanuck ("ns cmyxe6Horo nons3zoBanus", "KonpuaenuuansHo", "Kommepueckas Taitna"
WIK Jp.), KOTOpas MOXET JIOTOJHATHCS HOMEpPOM OJK3eMIUIsIpa JOKYMEHTa M JAPYTMMH CBEICHUSMH B
COOTBETCTBUU € 3aKOHOJATENbCTBOM Poccuiickont denepaunu.

Ipumep - KoMmmepueckas TalMHa.
9x3. N 2

5.15 Appecar wucnons3yercs npu OGOPMIIEHHM JI€NOBBIX (CIyKEOHBIX) MHCEM, BHYTPEHHHUX
UH(POPMALMOHHO-CIIPABOYHBIX TOKYMEHTOB (JIOKJIAJHbIX, CITY>KEOHBIX 3aIMCOK U Ip.).

A;[pecaTOM JAOKYMCHTA MOXKCT OBITh opranuszanus, CTPYKTYPHOC IIOAPA3ACICHUC OpraHu3alnu,
JOJDKHOCTHOC HMJIN (1)I/I3I/I‘ICCKO€ JINIO.
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PexBusur "ampecat" mpocTaBisieTcs B BepXHEW MNpaBoOil yacTM JOKyMeHTa (Ha OJaHKe C YIJOBBIM
pacroyio)keHHeM PEKBU3UTOB) WJIM CIIpaBa IOJ PEKBU3UTAMH OjaHKa (IIPU MPOJOIBHOM PACHOJIOKEHUU
pexBu3nuToB Onanka). CTpoku pekBu3uTa "aapecar" BBIPAaBHUBAIOTCS IO JEBOMY Kparo MM LEHTPYIOTCS
OTHOCHUTEJIBHO CaMOM JJIMHHOM CTPOKH.

[Ipu amgpecoBaHmu JOKyMEHTa PYKOBOAHWTENIIO (3aMECTUTENI0 PYKOBOJIWTENS)  OpraHU3aIiu
YKa3bIBAIOTCS B JaTEIbHOM Ma/Ie’Ke€ HaMMEHOBaHHUE JOHKHOCTH PYKOBOAMTENS (3aMECTUTENS PyKOBOIUTEINS),
BKJIIOYAIOI[ee HAMMEHOBaHUE OpraHu3aluu, U (paMuIus, HHULKUAIB! JOKHOCTHOTO JIHIIA.

Ilpumep -
Pykopomutresnwn demepalibHOT'O
ApPXMBHOT'O ar'eHTCTBAa
damvmnma U.O.

HpI/I AAPCCOBAHNU NMMCbMa B OpPraHU3allui0 YKAa3bIBACTCA €€ MOJHOC WM COKpAICHHOC HAMMCHOBAHUC B
MMCHUTCIIBHOM ITaJICXKC.

IIpumepsl
1 denepanbHOE apXUBHOE Ar€HTCTBO

2 Pocapxus

IIpu agpecoBaHHMU JOKyMEHTa B CTPYKTYpHOE MOApa3fefieHHe OpraHu3aluu B pekBu3uTe "ajapecat"
YKa3bIBAa€TCSl B MIMEHUTEIBHOM I1aJIe)K€ HAaMMEHOBAaHNUE OPraHU3allii, HU)KE - HAMMEHOBAaHUE CTPYKTYPHOIO
IINERI(S: 175

[Ipumep -
denepasibHOE apxMBHOE
areHTCTBO

OTmesl IOoCymapCTBEHHOM
ciyx0bl, KaOpoB M HaTrparn

[Ipu agpecoBaHMuM THUChbMa PYKOBOJIUTENIO CTPYKTYPHOTO  IOAPA3JEICHUS  yKa3bIBaeTcs B
UMEHUTENFHOM TaJie’)ke HAMMEHOBAaHUE OpraHU3allid, HWXKE - B JaTeNbHOM TMaJeke HAaUMEHOBAaHUE

JOJDKHOCTH PYKOBOAMWTCIIS, BKIIOYAKOIICC HAWMCHOBAHHUC CTPYKTYPHOTO MOAPA3ACIICHHUA, q)aMI/IJ'II/IIO,
MHUIMUAJIbI.

IIpumep -
AO "Mpodwuip"

PyxopogmuTesno JOTOBOPHO—
npaeoBOTIO oTmesa
daMuIma n.0.

ITepen dbamunuelr TOJDKHOCTHOTO JIMIIA JOIYCKAETCS YIMOTPEOJIATh cokpamieHue "r-Hy" (rOCnoauHy),
€CJIM aJjpecaT My»X4MHa, WK "T-ke" (TOCMOoXKe), ecliu aJpecart KEHIIUHA.

ITpumepsl

1 r-ny ®amunus 1.0.
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2 r-xe Gamunug U.0.

[Tpu pacchuike JOKyMEHTa TpyIIe OpraHu3aluii OJHOTO THIA WX B CTPYKTYPHBIC MOAPA3JICICHHUS
OJTHOM OpraHu3allny, aJipecar yKa3bIBaeTcs 00OOIICHHO.

ITpyMepsl
1 PykoBOOMTEJNSAM INOUEPHUX
obmecTts AO "lIpoduip"
2 PykOBOIUTEJIAM YyIPaBJIEHUMN
PocapxuBa

[Ipu paccelike JOKyMEHTA HE BCEM OpraHM3alUsM WM CTPYKTYpHBIM MOJpPA3JEICHUSIM T0]
pexBu3nuToM "Anpecar” B ckoOKax ykasbiBaeTcs: (10 CIIUCKY)".

Ilpumep -

PyKOBOOMTEJISAM OOUEPHUX

obmecTts AO "llpoduip"
(rmo cnmcky)

B omHOM nmOKyMeHTe HE NOJKHO OBITH Oonee deTsipex aapecatoB. Cinoro "Komms" mepex BTOPBIM,
TPETbUM, YETBEPTHIM aJpecaTaMu He yKas3biBaeTcs. Ilpu OosbleM KOJIMYECTBE aipecaToB COCTABIIAETCS
CIMCOK (JIMCT, yKa3aTellb) PacChUIKM JOKYMEHTAa, Ha KaXKIAOM JIOKYMEHTE YKa3bIBaeTCs OJMH aJpecaT WU
aapecat oopmisieTcs: 0000IIEHHO.

B cocraB pexBusura "AgnpecaT' MOMKET BXOAWTH IOYTOBBIM ajgpec. DJIEMEHTHI IOYTOBOIO ajapeca
YKa3bpIBalOTCA B IIOCIENOBATEIbHOCTH, YCTAaHOBJICHHOW IIpaBumiiamu oOka3aHMsl YCIyr IIOYTOBOM CBSI3H,
YTBEPKICHHBIMU MPHUKa30M MMHHCTEPCTBA CBA3M M MACCOBBIX KOMMYyHHKauui Poccuiickoit @enepanuu ot
31 urons 2014 . N 234.

IIpumep -

BcepoccumMckmii HaydHO—
MCCJIeNOBATEJILCKUM MHCTUTYT
IOOKYMEHTOBELNEHMSI M apxXMBHOTO Ieja
Ipodcow3zuasg ymn., n. 82,
MockBa, 117393

IlouToBEIl aZIpeC MOXKCT HC YKA3bIBATHCA B HOKYMCHTAX, HAIIPABIISICMBIX B BBICIHIMC OPraHbl BJIACTH,
BBIIICCTOAINME OpraHru3alri, MITOABCAOMCTBCHHLIC OpraHu3alviid MW IOCTOAHHBIM KOPPECIHOHACHTAM (3a
HCKIIIOYCHHUEM HallpaBJICHUA IMTMCEM YKAa3aHHBIM aapecaTaM B KOHBCPTAX C MMPO3pPavYHbIMU OKHaMI/I).

[Ipu agpecoBaHuM AOKyMeHTa (DU3MUECKOMY JIMIY YyKa3blBaloTCA: (aMWIMsg WHUIMAIbI, MOYTOBBIN
azapec.

[Tpumep -

®amunus 1.0.

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

r. JIroOeprter, MockoBckas 00:1., 301264

[Ipu oTnpaBke mucbMa MO AIEKTPOHHOW MOUTE WK MO (HaKCUMHMIBHOM CBSI3U (0€3 JOCBUIKH IO MOYTE)
IIOYTOBBIN azipec He ykasbiBaercs. [Ipy HE0OXO0AMMOCTH MOXKET OBbITh yKa3aH 3JIEKTPOHHBIN ajapec (HoMep
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tenedona/akca).

Ilpumep -

Bcepoccuiickuii Hay4dHO-
MCCJIeNOBaTeNbCKUM MHCTUTYT
OOKYMEHTOBEIEHUS M apXMBHOTO Hejia
mail@vniidad.ru

5.16 I'pud yTBepKIeHHs MPOCTABISETCS HA JTIOKYMEHTE B CIy4dae €ro YTBEp)KICHHUS JOJDKHOCTHBIM
JUIIOM, PACTIOPSIAUTENbHBIM JOKYMEHTOM (TIOCTAaHOBIEHUEM, PEIICHHEM, MPUKA30M, PACIOPSHKEHUEM) WU
pelIeHueM KOJUIETHAIBLHOTO OpraHa.

I'pud yTBepxkaeHus pasMelniaeTcss B IPAaBOM BEPXHEM YIUNIy IEPBOro JHcTa JoKymeHTa. CTpoku
PEKBU3HTA BBIPABHUBAIOTCS 110 JIEBOMY KParO WM LEHTPYIOTCS OTHOCUTEIBHO CAMOW JJIMHHOW CTPOKHU.

[Ipu yTBepkACHUM JOKyMEHTa JOJDKHOCTHBIM JIMIIOM Tpu( YTBEpKIEHUS COCTOMT W3 CJIOBa
VYTBEPXJAIO, nanmeHoBaHMs AOJKHOCTU JIMIIA, YTBEPXKAAOIIETO JOKYMEHT, €ro MOANUCH, UHUIMAJIOB,
(haMuIMK U AaThl YTBEPKICHUS.

Ilpumep -

YTBEPXIAN
Pyxkopogmurens denmepalibHOI'O
apPXMBHOT'O ar'€HTCTBa
Noonucek M.O0. damMunus

DaTa

[Tpu yTBEp ) /IeHUN JOKYMEHTA PacIOPSIUTEIBHBIM JOKYMEHTOM TPH(} yTBEPKICHHUS COCTOUT U3 CIIOBA
YTBEPXIAEH (YTBEPXIAEHA, VYTBEPXIEHbBI wm VYTBEPXJIEHO), cornacoBanHoro c¢
HAaUMEHOBAaHHMEM BHJA YTBEPKIAEMOIO JOKYMEHTa, HAUMEHOBAaHUsA pPACIOPSALUTEIBHOIO JIOKyMEHTa B
TBOPUTEJILHOM I1aJI€kKeE, €T0 AAThl, HOMEPA.

IIpuMepsl -

1 (PerjamMeHT) YTBEPXIEH
npukasom AO "IlIpodpunp"
or 5 ampesia 2015 r. N 82

2 (IlpaBuna) YTBEPXIEHH
npukasom AO "IlIpodpunp"
or 6 ampesiga 2015 . N 83

[Ipu yTBepKACHUH MOKYMEHTa KOJUIETHAIBHBIM OPraHOM, PELICHUS KOTOPOTO (UKCUPYIOTCS B
MPOTOKOJIE, B Tpude YTBEPKICHUS YKa3bIBa€TCS HAUMEHOBAHHME OPraHa, PEIICHHEM KOTOPOTO YTBEPIKICH
JIOKYMEHT, J1aTa 1 HOMEP MPOTOKoJIa (B CKOOKAX).

Ilpumep -
(IlonoxeHme)
YTBEPXIEHO
CoeeToMm gupexTopoB AO "Ilpoduip"
(mpoTokoy or 12.12.2015 N 12)

5.17 3aromoBOK K TEKCTYy - KpPaTKOE COJCpXKaHHUE TOKYMEHTA. 3arojioBOK K TEKCTy (OpMYIHPYETCs C
npemiorom "O" ("O6") u orBewaer Ha Borpoc "o uem?"):

- mpuka3 (0 yeM?) 0 CO3/IaHUU aTTEeCTAIIMOHHON KOMHUCCHUH;

KoHcynbTaHTINOC

www.consultant.ru Crpanuua 10 u3 28
HaeXHas npaBoBas noaaepXxkKa



http://www.consultant.ru
http://www.consultant.ru
http://www.consultant.ru
http://www.consultant.ru

"T'OCT P 7.0.97-2016. HaumoHanbHbI cTaHaapT Poccuiickol
®epepaumn. CuctemMa CTaHAapToOB MO MHMOPMaUMK, JokymeHT npepoctasneH KoHncynbtaHTtIaroc
61bnmMoTeYHOMY M U3AaT... [lata coxpaHeHus: 31.08.2018

- mpuka3 (0 yem?) 00 yTBEp:KI€HHH HITATHOIO PACIHCAHUS;
- MUCHMO (0 ueM?) 0 PeJOCTaBICHUHN UH(OPMAIIHH.

3aroyioBOK K TEKCTY 0(OpMIISIETCS MO peKBU3UTaMH OJIaHKa ClIeBa, OT TPAHUIIBI JIEBOTO moJisl. B ykazax,
TOCTAHOBJICHUSIX, PELIEHUSAX, MpPHKa3aX, M3AaBAEMbIX OpPraHaMH BJACTH, 3aroJIOBOK K TEKCTYy MOJXKET
0hOpMITATBCST HaJl TEKCTOM TIOCEpeHE pabodero mojis JOKYMEHTa W IIEHTPHUPYETCS OTHOCHUTEIBHO CaMOu
JUTMHHOM CTPOKH.

3aroJIoBoK K TEKCTY MOKET HE COCTABJIAITLCA, CCJIIN TCKCT JOKYMCHTA HC IPEBLIIACT 4-5 CTPOK.

5.18. TekcT NOKYMEHTa COCTABIIETCS Ha PYCCKOM SI3BIKE KaK TIOCYJAapCTBEHHOM si3blke Poccuiickoit
®enepaunn. B opraHax rocy1apCTBEHHOM BJIACTH, OPraHaX MECTHOI'O CAMOYIIPABJIEHUS, TOCYIAPCTBEHHBIX
YUPEXKJIEHUSAX PpeclyOJuK HapsAay ¢ TOCyJapCTBEHHBIM si3bIkoM Poccuiickoit  ®enepaunn Moryt
yHOTpeOIAThCS TOCYJapCTBEHHBIE S3bIKM peclyOsiuK. B gesTensHOCTH TrocyAapCTBEHHBIX OpraHOB,
OpraHu3alui, NpeanpusITUi U yupexaeHuid Poccuiickoit @eaepanuy UCHOIb3YIOTCA TOCYIapCTBEHHBIN S3bIK
Poccwuiickoit ®enepaiinu, TOCYIapCTBEHHBIE SI3BIKM PECIyONUK W HWHBIE S3BIKHM HapoloB Poccuiickoit
denepanuu.

(B pen. U3menenus N 1, yTB. IIpukasom Poccrangapra ot 14.05.2018 N 244-c1)

B Ttexcte JOKYMCHTA, IOATOTOBJICHHOM Ha OCHOBAHHMU 3aKOHOJATCIIBHBIX HJIM HWHBIX HOPMATUBHBIX
IIPaBOBLBIX aKTOB, PAHCC U3JJAHHBIX PACTIOPAANUTCIIBHBIX JOKYMCHTOB, YKa3bIBAKOTCA UX PCKBU3UTHI:

- HaMMCHOBAaHHEC JOKYMCHTA, HAMMCHOBAHHUEC OpraHu3allvid - aBTOpa JOKYMCHTa, JaTa JOKYMCHTA,
pCFI/ICTpaI_[I/IOHHHﬁ HOMCEp JOKYMCHTA, 3aroJIOBOK K TCKCTY WJIM HAMMCHOBAHUEC BUJld JOKYMCHTA,

- HAMMEHOBAHME OPTraHU3alMU WU JIOJXKHOCTHOTO JIUIIA, YTBEPMBILETO JOKYMEHT, JaTy yTBEPKICHUS
JIOKyMEHTA.

TexkcT MOKyMEHTa MOKET COJAEpX aTh pa3Aelibl, MOAPA3eibl, MYHKTBI, MOAIMYHKTBI, HyMepyeMbIe
apabckumu rudpamu. YpoBHEH pyOpHUKaIIuy TEKCTA HE JOJKHO OBITh O0JIee YeThIpeX.

B mpukazax TekcT uznaraercs OT epBOro Jula eInHCTBEHHOro yucia ("mpuKa3bBai').

B 1okymMeHTax KOJJIETHAIbHBIX M COBEHIATENBHBIX OPraHOB TEKCT H3JIAraeTcss OT TPEThEero JIHIa
€IMHCTBEHHOTO uncia (""Koierus... moctanosiseT", "cobpanue... penruio").

TekcT MpoTOKOJIa M3JIaraeTcsi OT TPEThEro JIMlla MHOXECTBeHHOro uucia ("ciaymanu", "BeICTynuin",
"moctanoBuwin", "pemmnn").

B nmokymeHTax, ycTaHaBIMBAIOUIMX TMpaBa U OO0SI3aHHOCTH OpraHU3alui, UX CTPYKTYPHBIX
noJpasaesieHui (IoI0XKeHne, HHCTPYKINA), a TAKKE COAEPIKAIMX ONMMCAHUE CUTYyali, aHaau3 (aKkToB WU
BBIBOZIBI (AKT, CIIpaBKa), UCHOJb3yeTcsl popMa M3JI0KEHHsI TEKCTa OT TPEThEro JIMLA €AUHCTBEHHOTO WU
MHOecTBeHHOro yucna ("ornen ocyuecTsiser GyHKIuM...", "B COCTaB ynpaBleHHUs BXOAAT...", "KoMuccus
MpoBeJIa MPOBEPKY...").

B coBMecTHBIX JOKyMEHTaX TEKCT W3JIaraeTcs OT TMEepBOTO JIMIAa MHOXECTBEHHOTO YHCIIa
("mpukazbiBaem", "permman").

B nenoBwIx (City»eOHBIX) MUChMaX HUCTIOIB3YIOTCS (hOPMBI U3II0KCHUS:
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- OT TMEepBOro JHIA MHOXECTBEHHOro uucia ("IpocuM HampaBWTh..", "TpeacTaBiseM Ha

paccmotpenue...");

- OT TPEThEro JIMla €IUHCTBEHHOro 4uciia ("MUHUCTEPCTBO HE BO3paxaerT...", "OOIIEeCTBO cUHUTaeT

BO3MOXXHBIM...");
- OT MEPBOTO JIMIA €IUHCTBEHHOro 4yucia (''cunTard HeOOXOIUMBIM..."
€CJIM TMCHbMO 0(OPMIICHO Ha JIOJDKHOCTHOM OJIaHKeE.

, 'ipeqyiarar0 pacCMOTpPETh..."),

B Tekcrax MOKyMEHTOB YyHOTPeOISIOTCS TOJMBKO OOMIETpUHATHIE ab0peBUATyphl W TpaduyecKue
COKpAILEHUS.

[Tpu ynotpebneHnu B TeKCTe (HhaMUIUI JTUI] MHUIIHAIBI YKA3BIBAIOTCS TTOCIe (haMIIIHH.

B nenoBbix (city>ke0HBIX) MHCbMax MOTYT UCIOJIb30BaThC:

- BCTYNHUTENIbHOE oOpaIieHue:

VYBaxkaeMmbiii rocnionuH IIpeacenarens!

VYBaxkaemblit rocrionuH ['yGepHaTop!

VYBaxkaemblii rocniogus [Ipoxopos!

VYBakaemas rocrioxka 3axapona!

VYBaxkaemblii Hukomnaii [lerpoBuy!

YBaxkaemas Onbra HukonaesHa!

VBaxkaemsble rocrnonal

B O6paH_IeHI/II/I 110 JOJI?’KHOCTHM HAMMCHOBAHHUEC JOJDKHOCTH IMHUIICTCA C HpOHHCHOﬁ 6YKBBI, B O6paIJ_[eHI/II/I
110 (I)aMI/I.HI/II/I HWHHUIIKAJIBI JIMIIa HC YKA3bIBAIOTCH.

- 3aKJTFOYMTEIbHAS dTUKETHAs (hpasa:

C yBaxkeHueM, ...

5.19 OrmeTka O MPHIOKEHUU COJEPKUT CBEACHHUS O JOKyMEHTE (JOKYMEHTax), MpuilaraéMoMm K
OCHOBHOMY JIOKYMEHTY (B CONpPOBOJMTENbHBIX IHCbMaX, IPETEH3UsX, aKTaxX, CIpaBKaXx M JpYyrux
MH(POPMALMOHHO-CIIPABOYHBIX JTOKYMEHTaX) HJIM O TOM, YTO TOKYMEHT SIBJII€TCS PUIIOKEHHUEM K OCHOBHOMY
JOKYMEHTY (B JIOKYMEHTaxX - NMPHJIOKEHHUSIX K PacloOpsIUTEIbHBIM JIOKYMEHTaM, MOJOKEHHUSM, MpaBUIIaM,

HMHCTPYKLHAM, AOIOBOpaM, IUIaHaM, OTYETaM U Jp. JOKYMEHTaM).

B compoBoaMTeNbHBIX THCBMax M JPYrHX HH(POPMAIMOHHO-CIPABOYHBIX JOKYMEHTaX OTMETKa O
MPUIIOKEHUN 0(YOPMIISIETCS IO TEKCTOM OT T'PAHHUIIBI JIEBOTO MOJIS CIEAYIOLUIMM 00pa3oM:

- €CJIM IPUJIOKEHUEC HA3BAHO B TCKCTE!:
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[Ipunoxenue: Ha 2 1. B 1 3K3.

- €CJIM TPUIIOKCHUEC HC HA3BAHO B TCKCTC HJIM CCJIA HpI/IJIO)KeHI/Iﬁ HCCKOJIbKO, YKa3bIBAIOT HAa3BAHUA
I[OKyMeHTOB-HpI/IJIO)KeHI/If/’I, KOJIMYCCTBO JIMCTOB U SK3CMILIAPOB KAXKIOT'0O NPUIIOKCHHUA:

Ipunoxenue: 1. IllojoxeHMe 00 YNPaBJIEHUM PETMOHAJIBHOT'O KpPeIMTOBaHMS Ha
5 1. B 1 3K3.
2. CnpaBka O KaIpOBOM COCTaBe YIpaBJlIeHUS PEeTMOHaJIbHOTO
KpeOIuTOoBaHMsa Ha 2 JI. B 1 BK3.

- €CJIM MpUIIOKEeHHE (IPUITI0KEHUS) COPOLIIOPOBAHBI:
[Ipunoxenne:
otuet 0 HUP B 2 3k3.

- €CJIM JOKYMCHT, SIBJISIIOIIMICS MPUITOKCHUCM, UMECT IPUITTOKCHUSA C CaMOCTOSITEIbHOM HyMepauHeﬁ
CTpPAaHUIL:

IIpunoxenue:
muceMo Pocapxusa ot 05.06.2015 N 02-6/172 u npwiiokeHHs K HEMy, BCero Ha 5 1.

- eClli TPWIOKEHHEM SBISIETCd  00OCOONEHHBIH  3JEKTPOHHBIM  HOCUTENb  (KOMIAKT-IHCK,
usb-Gemn-HaKkonuTeNb U ap.):

[Ipunoxenue:
CD B 1 3k3.

ITpu 3TOM Ha BKIajbllIEe (KOHBEPTE), B KOTOPBIM MOMEIIAETCS HOCUTENb, YKa3bIBAIOTCSI HAUMEHOBAHUS
JIOKYMEHTOB, 3allMCAaHHBIX HAa HOCUTENb, IMEHA (haiiioB.

B pacnopsauTenbHbIX JOKYMEHTaxX (IIOCTAHOBJCHMSX, pELIEHUSX, IpPUKa3aX, pPaCIOpPsKEHUsX),
JOTOBOpax, IIOJOKEHUAX, IPABWIAX, HHCTPYKLUUAX M JPYIHX JOKyMEHTaX OTMETKa O MPWIOKECHUU
oopmIsieTcs cieayommuM o0pa3om:

- B TeKCT€ JOKyMEHTa IpPU MEPBOM YIIOMHHAHUM JOKYMEHTA-IIPUIIOKEHHUS B CKOOKaX yKa3bIBaeTCs: ...
(npunoxeHue) wiu ... (IpUJIoKeHue 1); nepea HOMEPOM IPUIIOKEHUS JIOIYCKAETCS CTaBUTh 3HaK HOMEpA! ...
(npunoxenue N 2);

- Ha IEPBOM JIMCTE JOKYMEHTA-TPUIIOKEHHSI B IPABOM BEPXHEM YIIy yKa3bIBaeTCs:

[Tpunoxenue N 2
k npukazy AO "IIpoduis"
or 15.08.2015 N 112.

CTpokM peKBU3WUTA BBIPABHMBAIOTCS IO JIEBOMY Kpar WM LEHTPUPYIOTCA OTHOCHUTEIBHO CaMOi
JUITMHHOW CTPOKHU.
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Ecnu mpusoxeHneM K pacHopsiAUTENIbHOMY JOKYMEHTY SIBJISIETCS HOPMAaTHUBHBIM NMpPaBOBOM aKT WM
WHOU JOKYMEHT, YTBEP’KAaeMbI JaHHBIM PACIOPAAUTEIbHBIM JOKYMEHTOM, Ha IEPBOM JIUCTE MPUIOKECHHUS
MPOCTABISETCS OTMETKa O NpPUIOKEHHH (0e3 CChUIKM Ha PACHOPSAUTENbHBIA JTOKYMEHT) U Tpud
YTBEPKACHUS, B KOTOPOM YKa3bIBalOTCSl JIaHHBIE DPACIOPSIUTENBHOIO JIOKYMEHTA, KOTOPBIM YTBEPKIEH
JIOKYMEHT-TIPUJIOKEHUE.

[Tpumep -

[Ipunoxenue 1

YTBEPXXAEHO

npukazoM AO "IIpoduis"

or 18.05.2015 N 67

5.20 TI'pud cormacoBaHus AOKYMEHTa MPOCTABIISIETCS Ha JOKYMEHTAX, COTJIACOBAHHBIX OpraHaMH
BJIACTH, OpraHU3aLUSIMU, TOJDKHOCTHBIMU JIMAaMu. ['pud corinacoBaHusi B 3aBUCUMOCTH OT BHJIa JOKYMEHTa U
0COOEHHOCTEH ero 0(OPMIICHHSI MOKET MTPOCTABISTHCS:

- Ha TIEPBOM JIUCTE JOKYMEHTA (€ClIi JOKYMEHT UMEET TUTYJIbHBIN JIUCT, - Ha TUTYJIBHOM JICTE) B JICBOM
BEpPXHEM YIJy Ha ypoBHE rpuda yTBep:KIEHHs HJIM 0] HAaMMEHOBAHHWEM JOKYMEHTa ONMKe K HIDKHEMY
TIOJTIO);

- Ha TIOCTIEIHEM JICTE JOKYMEHTA TO0J] TEKCTOM;

- Ha JIUCTE COIJIACOBAHUS, SBIIAIOLIEMCS HEOTHEMIIEMOM YacThIO JOKYMEHTA.

I'pud cormacosanus cocroutr u3 cioBa COI'JTACOBAHO, nomxHOCTH JHIa, KOTOPBIM COIJIACOBaH
JOKYMEHT (BKJIIOYasi HAUMEHOBAHUE OPTaHU3aIMK), €ro COOCTBEHHOPYYHO! MOJAMUCH, MHUITUATIOB, (haMUIIHH,
JIaThl COIJIACOBAHUS.

ITpumep -

COI''TACOBAHO

Hupexrop BHUNIA /L

(mogmuce) N.O. Gamunus

JlaTa

Ecnu cormacoBanue OCYIIECTBISIETCS KOJUJIETHAIBHBIM OPraHOM, B TpH(E COracOBaHUS YKa3bIBAIOT
CBe/IeHUsI 00 OpraHe, COTJIaCOBABIIEM TOKYMEHT, JaTeé W HOMEpE MPOTOKOJA, B KOTOPOM 3a(HKCHPOBAHO
pelieHre o coryiacoBaHuM. Eciu coriiacoBaHue OCYIIECTBISETCS MHCbMOM, YKa3bIBalOT BUJ JOKyMEHTAa,
OpraHu3alMIo - aBTOPA JOKYMEHTA, 1aTy ¥ HOMEp MHUChbMa.

[Tpumepsl
1 COI'JTACOBAHO
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CoBeToM JUpPEKTOPOB

AO "TIpodpuis"

(mpoTokoI OT N )
2 COI'JTACOBAHO

nuceMoM PocapxuBa

oT N

5.21 Bwuza cBuAETENbCTBYET O COTJIACHU WIJIM HECOTJIaCHMM JOJKHOCTHOTO Juia (paboTHUKA) C
CoJlep’)KaHHWEM TMPOeKTa JOKyMeHTa. Bu3oil odopmisercs BHYTpEHHEE COTJacOBaHHME [OKyMeHTa. Buza
BKIIIOYAET JOJDKHOCTh JIUIA, BU3HPYIOMIETO JOKYMEHT, MOJIHUCH, pacim(poBKy MOANMUCH (MHUIIUAAIGI,
(haMUIHIO) U AaTy BUSUPOBAHHUS.

[Tpumep -

PykoBonuTeNnb IOpUANYECKOrO OTaeNa

IMoamuce N.0. Gamunus

JlaTa

[Tpu HanMUMK 3aMeYaHUH K TOKYMEHTY BU3Y O(DOPMIISIOT CIEIYIONIIM 00pa3oM:

ITpumep -

3ame4aHus IPUJIararTCs.

PykoBonuTeNnb IOpUANYECKOro OTaeNa

IMoamuce N.0. damunus

JlaTa

B opranu3zanusx, NpUMEHSIOUIMX CHUCTEMBI 3JEKTPOHHOTO JTOKYMEHTOO0OOpOTa, COTJIACOBAHUE MOXKET
MIPOBOAUTHCS B 31eKTpoHHOU (hopme, cornacHo ['OCT P CO 15489-1.

B JOKYMCHTAX, INOAJIMHHUKH KOTOPBIX XPAHATCA B OpraHMU3aliyd, BHU3bI IMPOCTABJIAIOT HaA IMOCICIHEM
JIUCTC JOKYMCHTA IIOA IIOAIIMCBIO, Ha o60p0Te MMOCJICOHEr0 JUCTa INOAJIMHHHUKA AJOKYMCHTA WJIM Ha JIMCTC
corjiaCoBaHus (BI/I3I/IpOBaHI/IH), InpuiaaraéMom K J0KyMCHTY.

B ucxogsamux JOKYMCHTAX BU3bI IPOCTABJIAKOTCA HA SK3CMILIAPAX JOKYMCHTOB, IIOMCIIACMBIX B JCJIO.

IIo ycMOTpeHMIO OpraHu3alidyd MOKET IPUMEHATHCA IOJHUCTHOE BU3MPOBAaHUE JIOKYMEHTAa U €ro
MIPUIIOKEHUMN.

5.22 Tloamuch BKJIKOYAET: HAMMEHOBAHUE [OJLKHOCTH JIMIA, MOANUCHIBAIONIETO JIOKYMEHT, €ro
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COOCTBEHHOPYUHYIO TOJMUCH, paciiu(poBKYy MOAMHCH (MHUIHAIBI, (HaMUTTHS).

Ilpumep -
T'eHepPaJIbHBEI IOUPEKTOP Nopnuce n.0. dammnmsa

Ecmm JOKYMCHT O(bOpMJ'IeH HE Ha 6J'IaHKe, B HAMMCHOBAHHEC IJOJIXKHOCTH BKJIHOYACTCA HAMMCHOBAHUC
OopraHu3aluvu. I[OHYCKEICTCH HCHTPOBAaTb HAMMCHOBAHUEC MNOJDKHOCTU JIMIA, TIOAINHNCABIICTO MOOKYMCHT,
OTHOCHUTEJIBHO CaMOM JJIMHHOMN CTPOKH.

IIpumep -
T'eHepaJIbHEI OVPEKTOP
AO "IIpodmap" I[Toonucoe n.0. dammimsa

[Ipu odopmiieHnn ToKyMeHTa Ha OJaHKE JTOJKHOCTHOTO JIMIIA JOJDKHOCTH 3TOTO JIMIA B MOJIUCH HE
yKa3bIBaeTCsl.

Ilpumep - Nonnuce n.0. dammnma

IIpn mnoamucaHuu JOKYMEHTa HECKOJIBKMMH JOJDKHOCTHBIMH JIMLIAMM, 3aHUMAIOIIMMHU DPAa3HOE
MIOJIOKEHUE, MX IOJIUCH PaCIIoNararoTcs OfHa I0J APYrOM B IIOCIENOBATEIBHOCTH, COOTBETCTBYIOILLEH
HEpapXUU 3aHUMAEMBIX JOJIKHOCTEM.

Ilpumep -
IVPEeKTOPp MHCTUTYTAa Monnuce n.0. dammnmsa
T'yaBHBL OyxTIajiTep Nopnuce n.0. dammnmsa

HpI/I MMoANMMCaHUN JOKYMCHTAa HCCKOJBKHMHU JIMIIAMH paBHBIX I[OJ'I)KHOCTCﬁ HX IMOAIIUCHU pacCIoJIararoTcAa
Ha OJHOM YpPOBHEC.

Ilpumep -
3aMecTUTeNIb IMPEKTOopa NO (OMHAHCOBEIM BOIPOCaM Homnuce M.O. damMmamsa
3aMecTUTellb OMPEKTOopa IO aIMMHMCTPaTMBHEIM Bomnpocam Ilomnuce M.O. dammimsa

B JOKYMCHTAax, COCTAaBJICHHBIX KOMI/ICCI/IGﬁ, B IIOAITMCH YKA3bIBACTCA CTATYC JIMIIa B COCTAaBE€ KOMHCCHHU.

Ilpumep -

IlpencenarTesyib KOMMCCUN [Moonuce n.0. dammnmsa

UJIEHEl KOMUCCUN Homnmuce n.0. dammnma
Nomonuce n.0. dammnmsa
Homnuce n.0. dammnmsa

IIpy mnoamucaHuM JOKyMEHTA JIMIIOM, MCIOJNHSIOIMM OOS3aHHOCTH PYKOBOJUTENS, IOJIUCH
oopmiIsieTcs ¢ yKa3aHHEM CTaTyca JOKHOCTHOTO JIMIA B COOTBETCTBUH C TIPHKA30M (PACHIOPSKECHUEM).

Ilpumep -

J.o0. TeHepalJlbHOTO OupekTopa lloOonmce n.0. dammnmsa
VIV 2

VicnonHgomMM 00S3aHHOCTHU

TeHepaJIbHOT'O IMPEKTOpa [Moonuce n.0. dammnmsa

HpI/I MMOoANMUCaHUM NOKYMCHTA JIMIOM, UMCIOIIHUM IIpaBO IMOAIIMCHU B CilIyda€ BPEMCHHOI'O0 OTCYTCTBUA
PYKOBOOMUTEIIA, UCTIPABJICHUA B HAMMCHOBAHUEC JOJDKHOCTHU U paCIHI/I(prBKy (1)aMI/IJ'II/II/I YKE€ IMOATrOTOBJIICHHOI'O
U COrJIaCOBAHHOTO IMPOCKTa JOKYMCHTA BHOCATCA OT PYKH HIIHM C HCIOJB30BAHHEM COOTBETCTBYIOIIHX
mramMnoB. He AO0IMYCKA€TCA CTaBUTh KOCYIO UEPTY, HAAIIUCH "3a" nepea HaMMCHOBAHHUEM JTOJDKHOCTH JIMIIAa B
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MoANUCH, €CJIN JOKYMCHT IMOAIIUCBIBACT NHOC JOJDKHOCTHOC JIMIIO.

5.23 OrMeTka 00 3JEKTPOHHOW MOAMKMCH WCTONB3YETCs TIPU BU3yalU3alliy AJICKTPOHHOTO JOKYMEHTA,
MOJIMMCAHHOTO AJIEKTPOHHON MOAIHUCKIO, C COOTIOIEHUEM CIIEIYIONNX TPEOOBAHMIA:

a) MECTO pa3MeIIeHHs] OTMETKM OO0 DSJIEKTPOHHON TMOAMUCH JIOJDKHBI COOTBETCTBOBATH MECTY
pa3MenIeHusi COOCTBEHHOPYYHOU MOJIIKACH B aHAJIOTUYHOM JIOKYMEHTE Ha OyMa)KHOM HOCHUTEJIE;

0) 2JIeMEHTbl OTMETKM 00 3JIEKTPOHHOW NOJNHMCH JOJDKHBI OBbITh BUAMMBIMM M UYUTAEMbIMH HpHU
0TOOpaKeHUH JOKYMEHTa B HaTypaJlbHOM Pa3Mepe;

B) 3JICMEHTBI OTMETKH 00 BHCKTpOHHOﬁ NOATIMCHU HC HOJDKHBI IICPCKPBIBATHCA UJIN HAKJIAABIBATHCA APYT
Ha apyra,

I') 2JIEMEHTBI OTMETKH 00 3JIEKTPOHHOM MOAMNKUCH HE JOKHBI IEPEKPBIBATH AIEMEHThI TEKCTa JJOKYMEHTA
U ApyTre OTMETKH 00 3JIEKTPOHHON MOJAMUCH (TIPU HATTUYHH).

OtMmeTka 00 SJEKTPOHHOM TOJIKCH B COOTBETCTBHHU C 3aKOHOAATENbCTBOM Poccuiickoit denepanun
BKItouaeT (pasy "JlokyMeHT MmoAnucaH 3IEKTPOHHON MOAMUCKHIO", HOMep cepTU(UKaTa KITH4a IEKTPOHHON
MoANUCH, (GaMHUIUIO, WMs, OTYECTBO BIaJAeNblla cepTH(HUKATa, CPOK JACHCTBHS cepTHUdHKaTa KIoya
IMeKTpoHHOU moamucu. OTMeTKa 00 AJIEKTPOHHOHN MOJAMMCH MOXKET BKIIIOYATh H300pakeHue repoa, IMOIeMbl
oprana BiacTd (OpraHW3aIMi), TOBAPHOIO 3HAKa (3HaKa OOCTY)KWBaHWS) OPraHW3aIMd B COOTBETCTBHH C
JIEHCTBYIOIIUM 3aKOHOIaTEITHCTBOM.

[Tpumep -
OmOJie— IOOKYMEHT IIOHIMCAH
Ma SJIEKTPOHHOM TOIIUCKI0
HamMeHOBaHMe | opraHa
IOOJIXHOCTM |BJIACTU H.H. Hwukosmaer

Ceprudmxar 1alllaaa000000000011
Branesiey Hukojiaer Humkojamt HukoJiaeBUY
IencreuTtesied ¢ 01.12.2012 mo 01.12.2017

5.24 Tleyatp 3aBepseT MOATMHHOCTH MOJMUCH TOJDKHOCTHOTO JIMIA HAa TIOKYMEHTAX, YIOCTOBEPSIOIINX
mpaBa Jull, GUKCUPYIOMUX (DAKTHI, CBSI3aHHBIC ¢ (PMHAHCOBBIMHU CPEACTBAMH, a TAKXKE HA MHBIX JOKYMEHTAaX,
MpelyCMAaTPUBAIOIIMX 33aBEPEHUE MOJAMNMUCU IE€YAThbI0O B COOTBETCTBHM C 3aKOHOJATEILCTBOM Poccuiickon
denepauuu.

JIokyMeHTBI ~ 3aBepsIOT  TMe4YaThl0  OpraHm3anuu. lledarpb  mpocTaBisieTcsi, HE  3axBaThIBas
COOCTBEHHOPYYHOM IOJITUCH JIUIA, TTOAMKUCABIIETO JOKYMEHT, WM B MecTe, o6o3HaueHHoM "MII" ("Mecto
neyatu").

5.25 Ormerka 00 HCHONHHUTENE BKIIOYAaeT (DaMMWIIMIO, UM M OTYECTBO HCIIOJHHUTENS, HOMEp €ro
teneona. OTMeTka 00 HCIOIHUTENE MOMKET JOIMOJHATHCS HAMMEHOBAHHWEM JOJDKHOCTH, CTPYKTYPHOTO
MOJIPA3/IEICHUS U YIEKTPOHHBIM aIpeCOM UCIOJHUTEISL.

OtMmerka 00 wucnosgHHUTENE OPOPMIISETCS Ha JIMIEBOH CTOPOHE IOCIETHEro JIMCTa JOKYMEHTa OT
I'PaHMIIBI JIEBOTO IOJIS WJIM, NMPU OTCYTCTBUM MECTa, - Ha OOOpOTHOH CTOpoHe BHU3Y ciieBa. Hampumep:
3abenun VBan AmnzapeeBud, KoHTponbHOe ympaBieHue, Beayliui crneuuanuct, +7(495) 924-45-67,
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OTMeTka 00 HUCIIOJHUTENIE MOXKET O(QOPMIIATHCS KaK HIDKHUN KOJOHTHUTYJ M TI€YaTaThCsl HIPUGTOM
MEHBIIETO pa3Mmepa.

5.26 OTMmeTKa 0 3aBEpEHUU KOMTUH OQOPMIISETCS IS TTOITBEPKACHUS COOTBETCTBUS KOIUU TOKYMEHTA
(BBIMUCKA W3 JOKYMEHTA) MOJJIMHHHUKY JIOKyMeHTa. OTMeTKa O 3aBEepeHUM KOMUU IPOCTABIISICTCS TIOJ
PEKBHU3UTOM "MOANMUCH" M BKJIKOYAET: CJIOBO "BepHo"; HamMeHOBaHUE TOKHOCTH JIMIIA, 3aBEPUBLIETO KOIHUIO;
€ro COOCTBEHHOPYYHYIO MOJMKUCH; paciiupoOBKY MOAMUCH (MHHUIMAIBI, (aMHUINIO); ATy 3aBEPeHHs] KOMUU
(BBIMMUCKH U3 TOKYMEHTA).

IIpumep -

BepHo

JMHCIIEKTOpP CJyXOb KaIpoB [Nomnmce n.0. dammnmsa
HaTa

Ecin xonus BblOaeTcst JUisl NMPEACTaBIEHUS B JPYTyH0 OpPraHM3alldio, OTMETKA O 3aBEPEHUU KOIUU
JIOTIOJTHSIETCS HAANKCHIO O MECTE XpaHEeHUs JOKYMEHTa, ¢ KOToporo Oblia n3rorosieHa konus ("IloxmuHHMK
JIOKyMEHTa HAaXOAWTCS B (HaMMEHOBaHMWE opraHu3amuu) B jaene N ... 3a ... roa") W 3aBepseTcs MEYaThIo
OpraHu3alyH.

Jliis mpocTaBieHNs OTMETKH O 3aBEPEHUM KOITUHM MOKET MCIIOJIb30BaThCs MITAMII.

5.27 OT™MeTKa 0 MOCTYIUIEHUH JIOKYMEHTA CIY>KUT JUIsl MOATBEP)KACHUA (DaKkTa MOCTYMICHUS JOKYMEHTa
B OpraHU3allMI0 U BKJIIOYAET AATy NOCTYIUIEHUS W BXOJSALIMI pEerucTpalMOHHBbINM HOMep nokymeHTa. [Ipu
HE0OXOIMMOCTH OTMETKA O MOCTYIIJIEHMH MOXKET JOIOJIHATHCSA YKa3aHUEM BPEMEHHU MOCTYIUIEHUS B yacax U
MHUHYTAaxX M c1oco0a J0CTaBKU JOKYMEHTA.

OTMeTKa 0 NOCTYIJIEHUHU I0KYMEHTa MOKET MPOCTABIIATHCS C IOMOILBIO HITaMIIa.

5.28 Peszomionust COAEPKUT YyKa3aHUE [0 MCIOJHEHHMIO JOKyMeHTa. Pesomtonus odopmisercs Ha
CBOOOJHOM MecTe pabouero mojs JOKyMEHTa, Ha OJIaHKe PE30JIONMU WIM BHOCHTCS HEMOCPEICTBEHHO B
CUCTEMY DJIEKTPOHHOT'O IOKYMEHTO00OPOTA.

Pesomonnst  Brimrouaer: (aMWINIO, WHUIMAIBl HMCIOMHUTENS (UCIIONHUTENEH), TMOopydeHue Io
JOKYMEHTY, NpU HEOOXOJUMOCTU - CPOK MCIIOJIHEHHUS, MOJINUCH JIMIA, BBIHECIIETO PE30IIOLUI0, AaTy
PE30IIIOLUH.

[Tpumep -

®amunus 1.0.

[Tpoury noaroroButh npemioxenus k 10.11.2016.

IToamuce

Jata

5.29 OtrMeTka O KOHTPOJIE CBUJIETEIbCTBYET O IOCTAHOBKE JIOKYMEHTAa Ha KOHTpPOJb, IPOCTABISAETCA
mramnoM "KoHTpoup" Ha BepXHEM MOJe JOKYMEHTA.
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5.30 OTmeTka o HaIllpaBJICHUU AJOKYMCHTa B [JCJIO ONPCACIIEICT MECTO XpPAaHCHUA OOKYMCEHTa IIOCJIC
3aBCPUICHUA pa6OTLI C HAM M BKIIOYacT: ciaoBa "B I[eJ'IO", HHACKC AcJIa IO HOMCHKJIATYpPC JCJI, B KOTOPOC
noMelmacTCd MAOKYMCHT Ha XpaHCHHUEC, C YKa3daHUCM TIOJd, AJOJDKHOCTHU JIvla, O(bOpMI/IBIJ_IeI‘O OTMCTKY,
noAIMrCHu, aJaThl.

Ilpumep -

B meyjo N 01-18 =3a 2016 r.

3aB. OTIEJIOM KOPNOPAaTMBHBIX [NPOEKTOB
ITognuce IaTa

OtMmeTKa 0 HaIpaBJICHUU TOKYMCHTA B ACJIO MOXET AOIOJHATHECA KPATKHUMHU CBECACHUAMU O XapPaKTCPE
HCIIOJTHCHUA TOKYMCEHTA.

6 bnaHku oOKyMeHTOB

6.1 Jlns usrorosnenus O1aHKoB 10KyMeHTOB, coritacHo 'OCT P 7.0.8, ucnonb3yercsa 6ymara ¢popMaToB
A4 (210 x 297 mm), AS (148 x 210 MM); ans U3roTOBJIEHHs OJAaHKOB PE30IIONUI HCMONb3yeTcs Oymara
dbopmatoB AS (148 x 210 mm), A6 (105 x 148).

Kaxnplii muct nokymeHTa, opopMIIeHHbIN Ha OaHKe WK 6e3 Hero, 10JHKEeH UMETh TOJIsl He MEeHee:

20 MM - JIEBOE;

10 mM™ - mpaBoe;

20 MM - BepxHee;

20 MM - HIDKHEE.

JokyMeHThl 1nuTenbHbIX (cBbiie 10 JeT) CpOKOB XpaHEHHUs TOJKHBI UMETh JieBoe moisie He MeHee 30
MM.

6.2 OpraHu3anuu HCIOJIB3YIOT OJIaHKU JTOKYMEHTOB, M3TOTOBJICHHbBIE HA OYMaXHOM HocuTelne (OlaHku
JOKYMEHTOB (peepanbHbIX OpPraHOB TOCYAAPCTBEHHOM BJIACTH C BOCIPOM3BEICHHEM [ 0CynapcTBEHHOTO
repba Poccuiickoli denepanuu M3roTaBIWBAIOTCS MOJUTPAPUUECKUMH  TPEANPUATHIMA, HMEIOIIMMA
cepTu(UKaTBl O HAJIMYMU TEXHUYECKUX U TEXHOJIOTMYECKUX BO3MOXKHOCTEH [UIsi KaueCTBEHHOTO
U3rOTOBJICHUS YKa3aHHOTO BHJA MPOAYKLIMHU) W/UIIU 3JIEKTPOHHbIE 11a0JI0OHbI 0J1IaHKOB. biiaHku Ha GyMaxHOM
HOCHUTEJIE U JIEKTPOHHBIE 11a0JIOHBI OJaHKOB JOJKHBI OBITh MJCHTUYHBI 110 COCTaBY PEKBU3UTOB, MOPIIKY UX
PAacIoyIoKeHUs], TapHUTYpaM mmpudra.

bnanku 71OKyMEeHTOB Ha OyMa)KHOM HOCHUTEJIE U 3JICKTPOHHbIE MIA0JIOHBI OJIAHKOB M3TOTABIMBAIOTCS HA
OCHOBaHUU MaKeTOB OJaHKOB, YTBEPKIAEMbIX PYKOBOJUTEIEM OpraHU3al|H.

brnanky JOKyMEHTOB ciieyeT U3roTaBiIuBaTh Ha Oenoil Oymare win OyMare CBETJIBIX TOHOB.

DNEeKTpOHHBIE MA0JIOHBI OJAHKOB JOKYMEHTOB JIOJDKHBI OBITH 3aIUIIEHBI OT HECAaHKIIMOHUPOBAHHBIX
U3MEHEHUH.

6.3 bnanku AOKYMCHTOB O(I)OpMHSIIOTC}I B COOTBCTCTBUU C HpI/IHO)KeHI/IeM b. OpI/IeHTI/IpOBO‘{HHe
T'paHUllbl 30H PpacCloJIOKCHUA PCKBHU3UTOB 0003HaYEHBI ITYHKTUPOM. Kaxngas 30Ha OMpCACIIACTCA
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COBOKYITHOCTBIO BXOIAMIINUX B HCC PECKBU3HUTOB.

6.4 B 3aBUCMMOCTH OT PacHOJIOXKEHUsI PEKBU3UTOB YCTAHABIMBAETCS JBA BapHaHTa OJAHKOB - YIJIOBOU
(pucynok b.1) u npogonpHslii (pucyHok b.2).

6.5 PexBusutsl 01, 02, 03 pacnonaraiorcs Ha BEpXHEM IOJ€ JOKyMEHTa HaJ pekBuzutoM 05 1o
CepeIMHE 30HBI, 3aHATOW ITUM PEKBH3HTOM.

PexBuzut 03 MoxeT pacrnosiararbcs ciieBa Ha ypoBHe pekBusuta 05.

PexBusutsel 05, 06, 07, 08, 09, 13, orpaHnuuTenbHble OTMETKH I pekBu3uToB 10, 11, 12 B mpenenax
TPaHUI] 30H PACTIONIOKEHUSI PEKBU3UTOB Pa3MEIAIOTCS OJJHUM U3 CIIOCOOOB:

- LIEHTPOBAHHBIM (HAa4yaJl0 M KOHEIl KaXJOW CTPOKH PEKBU3UTOB PABHO YAAJEHbl OT TpaHMI] 30HBI
PacroJIoKeHUs! PEKBU3UTOB);

- (¢naroBeiM (KaXJaas CTPOKa PEKBU3UTOB HAYMHACTCS OT JICBOM TPAHUIBI 30HBI PACIIOIOXKCHHS
PEKBU3HUTOB).

6.6 YCTaHaBJIMBAIOTCS CJICAYIONINE BUIbI OJTAHKOB JIOKYMEHTOB OpTaHU3aIlUH:
- 00mIuUii OJaHK;

- OJIaHK IIHCHhMa;

- OJTaHK KOHKPETHOTO BHJIa JJOKYMEHTA.

HopMaTuBHBIMH NpaBOBBIMHM aKTaMU OpraHU3al[Ml yCTAHABIMBAIOTCS BHJIbI MPUMEHSEMbIX OJaHKOB U
UX Pa3HOBUAHOCTHU (OJaHK MUChbMA CTPYKTYPHOI'O MOApa3ieneH s, 6JaHK MMCcbMa J0JKHOCTHOTO JIUIA, OJIaHK
npuKasa, 6JaHK pacrnopskeHus, OJaHK MPOTOKOIA U JIp. ).

OO6pa3s1pl 6JaHKOB JOKYMEHTOB NPHUBEICHBI B TPUIIOKEHUH b.

6.7 OOmuii OIaHK HMCIONB3YeTCs Ui MU3TOTOBJICHHS JIOOBIX BUIOB JOKYMEHTOB, KPOME JEJI0OBOTO
(cmyxebHoro) nuchma.

OO6mmii OjaHK B 3aBUCHMOCTH OT YYPEIUTENBHBIX JIOKYMEHTOB OpraHHM3allid ¥ JIOKAJTbHBIX
HOPMATHBHBIX aKkTOB BKJtouaeT pekBu3uThI 01 (02 mmm 03), 05, 06, 07, 13 1 orpaHUYUTENBHBIC OTMETKH JIJIS
pexBusutoB 10, 11, 16, 17.

brank mnmMcbMa B 3aBUCHMOCTH OT YUYPEIWUTENbHBIX JOKYMEHTOB OpraHU3allid M JIOKAJIBHBIX
HOPMAaTUBHBIX akToOB BKItouyaeT pekBu3uThl 01 (02 wim 03), 05, 08, orpaHUYUTENIbHbIE OTMETKU MAJIs
pexBuzutoB 10, 11, 12, 15, 17. biank nucbMa CTPYKTYpHOTO MOJpa3AesieHUs] JOMOJHUTEIbHO BKJIHOYAET
pekBusnT 06, O1aHK MMChMa JTOJDKHOCTHOTO JIMIIA - PeKBU3UT 07.

briaHk KOHKpETHOTO BHJA JOKYMEHTa, KpOME IMUChMa, B 3aBUCHMOCTH OT YYPEIUTEIbHBIX JOKYMEHTOB
OpraHU3aIMK 1 JIOKAIbHBIX HOPMATUBHBIX MPABOBBIX aKTOB BKIto4aeT pekBu3uThl 01 (02 mnm 03), 05, 09, 13
Y, IPU HEOOXOIMMOCTH, OTPAHUYUTENbHBIE OTMETKH I TPAHUI] 30H pacroiiokeHus peksusutos 10, 11, 16,
17. biiank KOHKPETHOTO BUA JOKYMEHTA CTPYKTYPHOTO MOJIpa3Ie]IeHUs JOMOJHUTEIHHO BKIIOUAET PEKBU3UT
06, 6y1aHK TOHKHOCTHOTO JIHIa - peKBU3UT (7.
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6.8. B opranax Binactu M opranuzauusax pecnyonuk Poccuiickoit @enepaniuy, UCIONB3YIOMINUX HApSAAY €
PYCCKMM SI3bIKOM KaK TIOCYJapCTBEHHBIM s3bIKOM Poccuiickoii @eznepanuu ToOCyIapCTBEHHBIN  S3BIK
(rocymapcTBeHHBIE S3BIKM) pECIyOlMK, MCIOJNB3YIOTCS OJIAHKM JOKYMEHTOB HA pPYCCKOM S3bIKE U
rOCy/IapCTBEHHOM  sI3bIK€ (TOCYJApCTBEHHBIX SI3bIKax) peclyOJIMK: YIJoBble (PEeKBU3UTHl OJaHKa
pacrosiaraloTcsi Ha OJHOM YpOBHE: Ha pYCCKOM s3bIK€ - ClieBa, Ha TOCYJapCTBEHHOM  S3BIKE
(rocymapCTBEHHBIX f3bIKaX) peciyOsMK - CIpaBa) WIM MPOJOJIbHbIE (PEKBU3HUTHI OJIaHKA HA PYCCKOM SI3bIKE -
CBEpXY, PEKBU3UTHI OJIaHKA HAa TOCYJJAPCTBEHHOM f3bIKE (TOCYIapCTBEHHBIX A3bIKAX) PECIYOJIUK - HUXKE).

Jlis mepenucky ¢ MHOCTPAaHHBIMU KOPPECTIOHIEHTAMHU MCIIONB3YIOT OJIAHKU Ha JIBYX SI3BIKAX - PYCCKOM
U aHTJIUICKOM (IIpuiioskeHue B.8) niyu nHOM MHOCTPaHHOM S3BIKE.
(. 6.8 B pen. U3menenus N 1, ytB. [Ipukazom Poccrannapra ot 14.05.2018 N 244-cT)

[Ipunoxenne A

(cipaBouHOE)

PACNOJIOXEHUE PEKBU3NTOB HA TUTYJIbHOM JIUCTE OOKYMEHTA

HauMeHOBaHMe OpTaHM3aLuumn
I'pud corslacoBaHMsa OOKyMeHTa I'pud yTBEepXIEeHMS HOOKYyMEeHTa

HamMeHOBaHMe BuIa IOOKyMeHTa
3aroJIOBOK K TEKCTY

T'pud corylacoBaHMsa IOOKYyMEHTa

MecTo cocTaBJieHMs (M3ODaHMda) IOKYMEHTa — IOl M3IOaHUSa OOKyMeHTa

Pucynok A.1 - PacnioniosxeHrne peKBU3UTOB Ha TUTYJIBHOM
JHCTE TOKyMEHTa

[Ipunoxenue b

(cipaBouHOE)

CXEMBI PACIIOJIOXEHMA PEKBU3UTOB IOKYMEHTOB
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Pucynok B.1 - PacnionoxeHne peKBU3UTOB U TPaHMIIBI 30H
Ha ¢popmaTe A4 yrioBoro Oj1aHKa
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Pucynok Bb.2 - PacnionoxeHne pekBU3UTOB U T'PaHMIIbI 30H
Ha Gopmare A4 mpooIBHOTO OJIaHKa

[Ipunoxenue B
(cipaBouHOE)

OBPA3LUbI BJIAHKOB IOKYMEHTOB

Pocapxus

demepalibHOEe OIXETHOE yUpexIeHMre
"BCepOCCUMCKMM Hay4YHO-MCCJIENOBATEJIECKUM MHCTUTYT
IOOKYMEHTOBEIEeHUA M apxXMBHOTO meja'
(BHMMIAL)

Mockea

Pucynok B. 1 - O6pa3zen ob1ero 6aHka opranu3aiim

Pocapxus

denepalibHOe ONIXETHOE yUpexIeHMe
"BCepOCCUMCKMI Hay4dHO—
MCCJIENOBATEJIECKUM MHCTUTYT
IOIOKYMEHTOBEIEHUA M apxMBHOTO nejya'
(BHUMIAL)

[lpobcowosHag yin., n. 82, Mockea, 117393
Ten./daxkc (495) 718-78-74
e-mail:mail@vniidad.ru; http://www.vniidad.ru
OKIIO 02842708; OI'PH 1027700380795;
VIHH/KIOIO 7708033140/771001001

N

Ha N oT

Pucynoxk B.2 - O6pa3zer yrioBoro 6j1aHka MmichMa OpraHU3aluu

Pocapxus

depepanbHoe OroaXeTHOE yupexaeHue
"BcepoCcCUNCKUNA Hay4YHO-UCCreaoBaTeIbCKUA UMHCTUTYT
OOKyMeHToBeAeHus u apxusHoro aena" (BHUMOAL)
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Mpodcoro3Han yn., A. 82, Mocksa, 117393
Ten./dbakc (495) 718-78-74 e-mail:mail@vniidad.ru;
http://lwww.vniidad.ru
OKIMO 02842708; Or'PH 1027700380795;
MHH/KNMN 7708033140/771001001

N

Ha N oT

Pucynoxk B.3 - O6pa3zer mpogoapHOTOo OJIaHKa TUChMa OpraHu3aIiu

Pocapxus

depepanbHoe OroaXeTHOE yupexaeHue
"BcepoCcCUNCKUA Hay4YHO-UCCreaoBaTeIbCKUA UHCTUTYT
OOKYMEHTOBeAeHUsl U apXuBHoOro gena"

(BHAMOAR)
OVPEKTOP

Mpodcoro3Han yn., Aa. 82, Mocksa, 117393
Ten./dbakc (495) 718-78-74 e-mail:mail@vniidad.ru;
http://lwww.vniidad.ru
OKNO 02842708; OIr'PH 1027700380795;
MHH/KNMN 7708033140/771001001

Ha N oT

Pucynok B.4 - O0pasen nposonbHOro 06jJaHka muchbma
JOJDKHOCTHOTO JIUIIA

Pocapxus

depepanbHoOe OroaXeTHOE yUupexaeHue
"BcepoCcCUNCKUNA Hay4YHO-UCCreaoBaTeIbCKUA UMHCTUTYT
OOKYMEHTOBeAeHUsl U apXuBHoOro gena"

(BHUMDOAL)
OTPACIEBOW LIEHTP NOBBILEHWSA KBANTM®UKALIMK

Mpodcoro3Han yn., Aa. 82, Mocksa, 117393
Ten./dbakc (495) 718-78-74 e-mail:mail@vniidad.ru;
http://www.vniidad.ru
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Ha N oT

Pucynok B.5 - O6pa3zern npoaoinbHOro 6j1aHKa MUChMa
CTPYKTYPHOTO TIOpa3IeTICHI

Pocapxus

demepalibHOEe OIXETHOE yUpexXIeHMe
"BCepOCCUMCKMM Hay4YHO-MCCJIENOBATEJIbCKUM MHCTUTYT
IOOKYMEHTOBEIEHMUSa M apxMUBHOTO neja"
(BHUMIAL)

IIPVKAS3

Mockea

Pucynok B.6 - O6pa3zer 61aHKa KOHKPETHOTO BUAA
JOKYMCHTA OpTraHHU3alnun

Pocapxus
demepalibHOE OIXETHOE yUpexXIeHMe
"BCepOoCCUMCKMM Hay4YHO-MCCJIENOBATEJIbCKUM MHCTUTYT
IOOKYMEHTOBEIEHMSa M apxuBHOTO neja"
(BHMUIALL)
INPEKTOP

PACIIOPAXEHVE

Mockea

Pucynok B.7 - OGpa3zer; 01aHKa KOHKPETHOTO BU1a JOKYMEHTA
JOJDKHOCTHOTO JIUIIA

Pocapxus

PenepanbHoe GromKeTHOE yupexaeHue
"BcepocCcUNCKUA Hay4YHO-UCcCneaoBaTeIbCKUA UHCTUTYT
AOKYMeHTOBeAeHUA U apXMBHOro gena"
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®epepaumn. CuctemMa CTaHAapToOB MO MHMOPMaUMK, JokymeHT npepoctasneH KoHncynbtaHTtIaroc
6ubnNMoTEeYHOMY U U3AaT... [ata coxpaHerms: 31.08.2018

(BHANOAL)

Mpodcoro3Han yn., A. 82, Mockea, 117393
Ten./dakc (495) 718-78-74 e-mail:mail@vniidad.ru;
http://www.vniidad.ru
OKIMO 02842708; ON'PH 1027700380795;
MHH/KIMM 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

N

Ha N oT

Pucynoxk B.8 - O6pazer mpogoapHOTro OJIaHKa MTUChMa OpraHu3aIuu
Ha JIBYX SI3bIKaxX

VYK 006.35.034(470+571):[005.92:002.1]:006.354 OKC 01.140.20 T62

KaroueBrle citoBa: OpraHnu3alluOHHO-PACIIOPAAUTCIIbHAA JOKYMCHTA WA, O(I)OpMJ'IGHI/Ie
AOKYMCHTA, OnaHk AOKYMCHTA, pCKBU3UT NOKYMCHTA
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