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[IpenucnoBue

1 PABPABOTAH ®enepanbHbiM 0101KeTHBIM yupekeHueM "Beepoccuiickuii HaydHO-
UCCIIeI0BaTeIbCKII HHCTUTYT JOKyMEHTOBeleHHs U apxuBHoro nena" (BHUMIA)
®denepaabHOrO0 ApXUBHOTO ar€HTCTBA

2 BHECEH Texuunueckum komureToM 1o cranfaptuzauuu TK 191 "HayuHo-
TeXHU4YecKas HHPpopmalus, OUOIMOTEUHOE U U31aTeNIbCKOE ei10"

3 YVTBEPXJIEH U BBE/IEH B ILEfICTBI/IE [Tpukazom deaepabHOTO areHTCTBA MO
TEXHUYECKOMY PETYJIMPOBAHUIO U METPOJIOTUH OT &8 nekadps 2016 r. Ne 2004-ct

4 B HacTos11eM CTaHJapTe peaqu30BaHbl HOpMbl PesiepaabHbIX 3aKOHOB OT 27 HIOJIs
2006 1. Ne 149-@3 "O0 unpopmainuu, UHPOPMAIIMOHHBIX TEXHOJOTUAX U O 3aIIUTE
uHpopmanuu", ot 22 okTs6ps 2004 r. Ne 125-03 "O6 apxuBHOM fene B Poccuiickoit
Oenepanun"

5 BBAMEH I'OCT P 6.30-2003



[IpaBuia mpruMeHEeHUs HACTOSIIETO CTaHIapPTa YCTAHOBJICHBI B CTaThe 26 DeneparibHOTO
3akoHa OT 29 utons 2015 1. Ne 162-®3 "O crannaptuzanuu B Poccuiickoit denepannn’.
HNndopmanus 00 M3MEHEHUSIX K HACTOSILEMY CTaHAApTy MyOIUKyeTCs B €KEroJHOM (110
COCTOSIHMIO Ha | ssHBaps TEKyIIero roja) nHGpopMalnoHHOM ykazartese "HarmonanbHbie
cTaHnapThl", a OPUIMATBHBINA TEKCT U3MEHEHUH U MPABOK - B €KEMECSIIHOM
uH(popmamoHHoM yka3zatene "HamronansHbie ctanmaptel”. B cinydae nmepecmoTpa
(3aMeHBI) WK OTMEHBI HACTOSIIETO CTaHAapTa COOTBETCTBYIOIIEE YBEJOMIICHHE Oy IeT
OITy0JINKOBAHO B OJMDKaNIIEM BBIITYCKE €KEMECIYHOT0 HH(DOPMALIMOHHOTO yKa3aTess
"HarmonanbHbie cTanaaptel”. COOTBETCTBYIOMIAS HHPOPMAITHS, YBEIOMIECHUE U TEKCTHI
pa3MenarTcsl B UHPOPMAITMOHHON CUCTeME OOIIETo MOJIb30BaHUS - Ha O(PHUITHAITBHOM
caiite denepaabHOrO areHTCTBA M0 TEXHHYECKOMY PETYIMPOBAHHUIO M METPOJIOTUU B
cetu uTepHeT (Www.gost.ru).

Hacrosiuii ctaniapt He MOKeT ObITh MOJTHOCTBIO WIIM YaCTUYHO BOCIIPOU3BEJIEH,
TUPAXXMPOBAH U PacpOCTPaHEH B KaueCTBE OPHUIIMAIBHOTO U3/1aHUs 03 pa3pereHus
denepanbHOro areHTCTBA 0 TEXHUYECKOMY PETYJIIMPOBAHUIO U METPOJIOTUU

1 O6nacTh MpUMEHEHHS

Hacrosmuii cranaapT pacnpocTpaHsieTcss Ha OpraHU3alMOHHO-PACTIOPSIIUTEIbHbIE
JOKYMEHTBI: YCTaBbI, TOJIOKEHHS, IPABUIIa, HHCTPYKIIUH, PETIIAMEHTHI, [TOCTAHOBIICHHS,
pacnopshKeHUs, IPUKa3bl, PEICHNs, IPOTOKOJIbI, IOTOBOPHI, aKThI, MUChbMa, CIIPABKU U
1p. (manee - JOKyMeHTBI), B ToM uncie BkiatodeHHbie B OK 011-93 "OGmepoccuiickuit
knaccudukarop ynpasineHueckoi qokymenrauu” (OKY 1), kimace 0200000.

Hacrosiumii ctanaapt onpenensieT COCTaB peKBU3UTOB IOKYMEHTOB; PAaBUIIA UX
odopMIIEHHS, B TOM YHCIIC C TPUMEHEHHEM HH(POPMAITMOHHBIX TEXHOJIOTUIA; BUIBI
OJIaHKOB, COCTaB PEKBU3UTOB OJIAHKOB, CXEMBI PACTIONIOXKEHHS PEKBU3UTOB Ha
JIOKYMEeHTe; o0pa31bl OJIaHKOB; MpaBUIIa CO3AaHMsl TOKyMEHTOB. [lonoxxenus
HACTOSIIETO CTaHIapTa PACTIPOCTPAHSIIOTCS Ha TOKYMEHTHI Ha OyMa)KHOM U
3JIEKTPOHHOM HOCHUTEJISIX

2 HopMaTuBHBIE€ CCHUIKU

B nHacrosieM crangapTe UCIOIb30BaHbl HOPMATUBHBIE CCHUIKU Ha CIIEAYIOLINE
CTaHJaPThI:

I'OCT P 7.0.8 Cucrema crannapToB no uHGopMaiuu, OMOINOTEYHOMY U U3ATEIIHCKOMY
neny. Jlenonponu3BoCTBO U apXUBHOE J1e10. TepMUHBI U OonpeaeneHuUs

['OCT P UCO 15489-1 Cucrema ctanaapToB 1o HHGOPMAITHH, OUOTMOTEYHOMY H
U37aTeNbCKOMY Jieny. YpaBieHnue qokyMmeHTaMu. O0mue TpeboBaHus

[Ipumeuanue - [1py N0IH30BAHUU HACTOSALIMM CTAHJAPTOM LEJIECO00OPa3HO NPOBEPUTH
JeICTBHE CCHUIOYHBIX CTAaHAAPTOB B UH(DOPMALIMOHHON CHCTEME OOILEro MoJib30BaHus -
Ha opunranbHoM caiite denepanbHOro areHTCTBA M0 TEXHUYECKOMY PETYJIHPOBAHUIO U



METpPOJIOTHH B ceT MHTepHET WK 1O eXKEeTOAHOMY MH(DOPMALIMOHHOMY YKa3aTelto
"HammonansHbIe CTaHIAPTHI", KOTOPBIN OIMyOJIMKOBAH MO COCTOSTHUIO HA | sTHBaps
TEKYIIETO ToJa, U MO BBITYCKaM €KEeMeCIYHOr0 HH()OPMAIIMOHHOTO yKa3aTems
"HammonaneHble cTaHIapThl" 3a TEKYyIIMi ToJ. Eciu 3aMeHeH CChITOUHBIN cTaHAapT, Ha
KOTOPBIN JJaHA HEAATUPOBAHHASI CCLIIKA, TO PEKOMEH/IyETCSl UCIIOJIb30BATh
JIEHCTBYIOILYIO BEPCHIO 3TOr0 CTaHAAPTA C YYETOM BCEX BHECEHHBIX B JAHHYIO BEPCHUIO
n3MeHeHul. Eciii 3aMeHeH CChUIOYHBIN CTaHapT, Ha KOTOPBIN JaHa JaTUPOBAaHHAs
CCBIIIKA, TO PEKOMEHAYETCS UCIOIb30BATh BEPCHUIO 3TOrO CTAHJAPTA C YKA3aHHBIM BBIILIE
TOJIOM yTBEpKIeHUs (MpUHsTHS). EClii mocie yTBep:KIeH!s HACTOSIIETo CTaHAapTa B
CCBUIOYHBIN CTaHJAPT, HA KOTOPBIN JaHa JATUPOBAHHAs CCHUIKA, BHECEHO U3MEHEHME,
3aTparuBarollee MoJ0KEeHHEe, Ha KOTOPOE JaHa CChLIKA, TO 3TO MOJIOKEHUE
pEeKOMEHIyeTCsl MPUMEHATH 0€3 yueTa JaHHOTO U3MeHeHus. Eciu cChUI0YHbIN CTaHaapT
OTMEHEH 0e3 3aMeHbI, TO MOJIOKEHUE, B KOTOPOM JaHa CChLIKA HA HETO, PEKOMEHIYEeTC S
IIPUMEHSATH B YAaCTH, HE 3aTParuBaroOlIe ATy CChUIKY.

3 O6mue TpeOoBaHUS K CO3/1aHUI0 JOKYMEHTOB

3.1 JIokyMEeHTBI MOTYT CO31aBaThCsl HA OYMa)KHOM HOCHTEJIC U B AJICKTPOHHOU (hopme ¢
COOJIIOZICHHEM YCTaHOBJICHHBIX MPaBWI 0POPMIICHHS TOKYMEHTOB.

3.2 [lpu co3panum TOKyYMEHTa Ha IBYX U 00Jiee CTpaHUIaX BTOPYIO U MOCIICTYIOITHE
CTpaHULBI HYMEPYIOT.

Howmepa cTpaHun npocTaBiIrOTCs IOCEPEAUHE BEPXHETO MO JOKyMEHTa Ha
paccTtosinuu He MeHee 10 MM OT BepXHero Kpas JIUCTa.

JlonyckaeTcs co3iaHue JOKyMEHTOB Ha JIMLIEBOM U 000pOTHOM cTopoHax aucrta. [Tpu
JIBYCTOPOHHEM CO3aHUU TIOKYMEHTOB IIMPHHA JIEBOTO MOJIS Ha JIMLIEBON CTOPOHE JINCTA

U TIPaBOTO TOJIsl HA 00OPOTHON CTOPOHE JIMCTA JIOJKHBI OBITH PABHBI.

3.3 [IpeanovTuTeIbHBIMU TAPHUTYPAMHU U pa3MepaMu IPHU(TOB 17151 PEKBU3UTOB
JOKYMEHTA SBIIAIOTC:

Times New Roman Ne 13, 14;

Arial Ne 12, 13;

Verdana Ne 12, 13;

Calibri Ne 14 1 mpuGnuKeHHbIE K HUM.

[pu cocTaBieHnn TaOIUI JOMYCKAETCS HCIOIb30BaHNE MPU(PTOB MEHBIINX Pa3MEPOB.

3.4 AGzanHbBIN OTCTYI TEKCTA TOKyMEeHTa - 1,25 cM.



3aro0BKY pa3AeNioB M MOAPA3/LIOB MEYATAIOTCS ¢ a03aIIHBIM OTCTYIIOM WIIH
LHEHTPUPYIOTCA IO IIUPHUHE TEKCTA.

MHOFOCTpO‘-IHI)IC PEKBU3UTHI MIEYATAIOTCA 4€PE3 OANH Me)I(CTpO‘IHI)II;'I HHTCPBAJI,
COCTAaBHBIC YaCTH PCKBU3UTOB OTACIAIOTCA JOIMMOJIHUTCIBHBIM HHTCPBAJIOM.

TekcT gokyMeHTa nedaraercs yepes 1 - 1,5 MeXCTpOoUHbIX MHTEpBAa.

Ecmm JOKYMCHT I'OTOBUTCA IJIA U3JaHUA C YMCHBIICHUEM MacmTa6a, TCKCT II€4YaTacTCsa
qepe3 ABa HHTCPBAJIA.

HuTepBan Mex 1y OyKBaMHu B CJIOBax - OOBIYHBIH.
WHTepBas MexIy ClIOBaMU - OUH IPoOell.

3.5 TekcT mOKyMeHTa BEIPAaBHUBACTCS T10 IIMPUHE JUCTA (TI0 TPAHUIIAM JIEBOTO U
IIPaBoOro MOJIEH JOKYMEHTA).

JlnvHa camoii JJIMHHOM CTPOKH PEKBU3UTA MPH YTIIOBOM PACTIOJIOKEHUH PEKBU3UTOB HE
Ooitee 7.5 cMm.

JliiHa camMoii JUIMHHOW CTPOKH PEKBHU3UTA MPH IMPOJIOJIBHOM PACIIONIOKEHUN PEKBU3UTOB
He Ooiee 12 cm.

3.6 HopMaTuBHBIMM [TPABOBBIMU aKTAMH OPTaHU3ALUH MOXKET OBbITh IPEAYCMOTPEHO
BbI/IEJICHUE PEKBU3UTOB "azipecar”, "3arojoBoK K TEKCTY" WM "MOANUCH", a TaKke
OTJENbHBIX (PparMEeHTOB TEKCTA MOIYKUPHBIM IIPUPTOM.

3.7 HopmaTuBHBIE IPABOBbIE AKTHl OpraHU3allNH, & TAKKE UHbIE MHOIOCTPaHUYHbIE
JOKYMEHTBI MOTYT O(QOPMIISTHCS C TUTYJIBHBIM JINCTOM. TUTYJIBHBIHN JUCT JOKYMEHTA
oopmIIsieTCs B COOTBETCTBUU C NMPUIIOKEHUEM A.

4 PexBU3UTHI TOKyMEHTA

[Ipu noaroToBke U 0(hOPMIIEHUH TOKYMEHTOB UCIIOJIb3YIOT PEKBU3UTHI, OTIPEICICHUS
kotopeix npuseaeHsl B 'OCT P 7.0.8

01 - rep6 (I'ocynmapctBennsiii repd Poccuiickoit @enepanuu, repd cyobekTa Poccuiickoit
®eneparnyu, rep0d (repaibAMUECKUil 3HaK) MyHHUIMITATLHOTO 00pa3oBaHus);

02 - s>M0eMa;
03 - ToBapHBIH 3HAK (3HAK OOCITY)KUBaHHUS ),

04 - xox popMBI TOKYMEHTA;



05 - HauMeHOBaHUE OPraHU3AINH - ABTOPA JOKYMEHTA;

06 - HauMeHOBaHUE CTPYKTYPHOTO MOAPA3IEIEHHUS - aBTOPA IOKYMEHTA;
07 - HauMeHOBaHKe OJKHOCTH JIULIA - aBTOPA JJOKYMEHTA;
08 - cipaBoYHbIE JaHHBIC 00 OpPraHU3AINY;

09 - HaumeHOBaHWE BHJIa TIOKYMEHTA;

10 - nara moKyMeHTa;

11 - peructpanloHHBIN HOMEP TOKYMEHTA;

12 - cchlka Ha perucTpallOHHBIN HOMEP U AaTy MOCTYNHBIIETO JOKYMEHTA;
13 - MecTo cocTaBiieHus (M30aHMsI) JOKYMEHTA;

14 - rpud orpaHnyeHuUs JOCTyIA K IOKYMEHTY;

15 - aapecar;

16 - rpud yTBEpKIACHUS TOKYMEHTA;

17 - 3aroI0BOK K TEKCTY;

18 - TEeKCT JOKYMEHTA;

19 - oT™MeTKa 0 MPUIIOKEHUH;

20 - rpu coryracoBaHusl TOKYMEHTA;

21 - Bu3a;

22 - NOAINCK;

23 - oTMeTKa 00 3JEKTPOHHON MOIIHCH;

24 - meyarts;

25 - oTMeTKa 00 HCIIOJHUTEIIE;

26 - OTMETKa O 3aBEPEHUHU KOIUU;

27 - OTMETKA O MOCTYIUICHUH IOKYMEHTA;



28 - pe3ononusi;

29 - OTMETKA O KOHTPOJIE;

30 - oTMeTKa O HampaBlIeHUH TOKyMEHTa B JIEJIO.
5 OdopmieHue peKBU3UTOB JTOKYMEHTOB

5.1 T'ep6 (I'ocynapctBennsiii repd Poccuiickoit @enepanuu, repd cyobekTta Poccuiickoit
®deneparyn, repod (repajibAndecKuii 3HaK) MyHHUIMIIAIBHOTO 00pa30BaHus)
BOCIPOM3BOAMTCS Ha OJIaHKAX JIOKYMEHTOB B COOTBETCTBUH ¢ DeepaabHbIM
KOHCTUTYILIMOHHBIM 3aKOHOM OT 25 nekadbps 2000 r. Ne 2-OK3 "O INocynapcTBeHHOM
repOe Poccuiickoit deneparuu', 3aKk0HOIaTETLHBIMU U MHBIMH HOPMATHBHBIMU
NpaBOBBIMHU akTaMu cyObekToB Poccuiickoit denepanyy 1 HOpMaTUBHBIMU ITPABOBBIMU
aKTaMU OPraHOB MECTHOT'O CaMOYIIPaBJICHUSI.

N3obpaxenue repda (I'ocynapctBenHoro, cyobekra Poccuiickoii deneparmu, repda
(repanbAMYECKOro 3HaKa) OpraHa MECTHOTO CaMOYIIPABJICHUS ) TOMEIAETCS 110 CepeInHE
BCPXHETO IMOJIA OaHKa AOKYMCHTA HaJd PCKBU3HUTAMH OpraHu3alvu - aBTopa JOKyMCHTA,
Ha paccTostHAU 10 MM OT BEpXHEro Kpasi JIiCTa.

5.2 DMbnema opraHu3anum, pa3padoTaHHAs ¥ YTBEPKACHHAS B YCTAHOBIICHHOM TOPSIZIKE,
PasMeacTCAa B COOTBETCTBUU C HOPMATUBHBIMUA IIPABOBBIMU dKTAMU Ha 6HaHKaXZ
JIOKYMEHTOB (peiepaibHbIX OpraHOB roCyAapCTBEHHON BJIACTH (32 UCKIIOYEHUEM
CIIy4aeB, MPeIyCMaTPUBAIOIINX HCIIOIb30BaHUE N300paxeHus ['ocyaapcTBeHHoro repba
Poccutickoit deneparum), TeppUTOPUATHHBIX OPTraHOB (eepATbHBIX OPTAaHOB
rOCyJapCTBEHHOM BJIACTH, TOCYJaPCTBEHHBIX U HErOCYJaPCTBEHHBIX OpPraHU3aluil.
N3o00paskeHre 3MOIeMbI TOMEIIASTCS 10 CEPEIMHE BEPXHETO TMOJIsl OJaHKa TOKyMEHTa
HaJ| pEKBU3UTAMM OpPraHU3alluy - aBTOpa JOKYMEHTa, Ha paccTosiHUM 10 MM OT BEpXHETO
Kpas JIUCTA.

5.3 ToBapHbIii 3HaK (3HAK 00CTY>KUBaHUS), 3apPETUCTPUPOBAHHBIN B YCTAHOBJICHHOM
3aKOHOJIATEIbCTBOM IMOPSAIKE, BOCIPOU3BOIUTCA Ha OJaHKaxX OpraHu3alnuii B
COOTBETCTBHUH C YCTaBOM (I10JI0’KE€HUEM 00 opranuzanun). Mzo0paxxeHne ToBapHOTO
3HaKa (3HaKa 0OCITyXMBaHUs) MIOMEIIAeTCs MO CepeMHE BEPXHETro Mojs OlaHKa
JOKYMEHTa HaJl peKBH3UTaMHU OpraHU3aIliy - aBTOpa IOKYMEHTa, WM CJIeBa Ha YPOBHE
HaMMEHOBAHUS OPTaHU3AIMM - aBTOPA JJOKYMEHTa (JOMyCKaeTCs 3aXBaThIBATh YacCTh
JIEBOTO TIOJIS).

Hapsiy ¢ ToBapHBIM 3HAKOM (3HAKOM OOCITYy )KMBaHHMS ), HA OJaHKaX JOKYMEHTOB MOXKET
YKa3bIBaThCSl KOMMEpUYECKOe 0003HaUYEHUE IOPUINIECKOTO JTUIIA.

5.4 Kox hopMBI JOKyMEHTa MPOCTABIISIETCS. HA YHU(DUITUPOBAHHBIX (hOpMax JTOKYMEHTOB
B COOTBETCTBUH ¢ OOIIEPOCCUIICKIM KJIaCCU(UKATOPOM YIIPaBICHUECKOMN
nokymenTaruu (OKY []) wim mokaabHBIM KiIacCU(PUKATOPOM, pacIionaraeTcs B MpaBoM



BEpPXHEM yTiIy pabouero mois JOKYMEHTa, COCTOUT u3 ciioB "dopma mo" (HauMeHOBaHHE
Kkiaccudukaropa) u mudpoBoro Koja.

[Ipumep - ®opma mo OKY /] 0211151.

5.5 HaumeHoBaHWe OpraHu3aliy - aBTOpa JOKyMEHTa Ha OJaHKe JOKyMEHTA JTOJIKHO
COOTBETCTBOBATh HAMMEHOBAHUIO IOPUIUUECKOTO JIUIIA, 3aKPETJICHHOMY B €T0
YUpEAUTENbHBIX TOKYMEHTax (ycTaBe Wiu nojoxkeHuu). [Ton HaumeHoBaHneM
OpraHu3aIMM B CKOOKaX YKa3bIBaeTCs COKpAIlEHHOE HAMMEHOBAHUE OpraHu3allu, eciu
OHO TMPEAYCMOTPEHO YCTABOM (TIOJIOKEHHUEM ).

Han HanMeHOBaHMEM OpPTaHU3AIUY - aBTOPA TOKYMEHTA YKA3bIBAETCS MOJTHOE WIIN
COKpaIIeHHOE€ HAUMEHOBAHUE BBIILIECTOSIIEH OpraHu3aluy (Ipy ee HaJIn4IKH).

5.6 HaumeHoBaHUEe CTPYKTYPHOTO TOpa3/IeNICHUs - aBTOPa IOKyMeHTa (B TOM YHCIIe
dbunnana, oTAEIEHUS, IPEACTABUTENHCTBA, KOJUIETHAILHOTO, COBEIIATEILHOTO UITH
WHOTO OpraHa) UCTOJb3yeTcs B OJlaHKaX MUceM U OJTaHKaX KOHKPETHBIX BUJIOB
JIOKYMEHTOB COOTBETCTBYIOILIUX MOAPa3/IeieHuii (OPraHOB) B COOTBETCTBUU C
JIOKaJIbHBIMU HOPMATHWBHBIMH aKTaMH W YKAa3bIBACTCA IO HAMMCHOBAHUEM
OpraHU3aINH.

5.7 HaumeHoBaHMe TOJDKHOCTH JIMIIA - aBTOPA IOKYMEHTa UCTOJIb3yeTcsl B OJaHKax
AOJDKHOCTHBIX JIMI U pacriojiaractcsa noa HAaMMCHOBAHUCM OpraHU3allui U
HaMEHOBAaHUEM TEPPUTOPHH (Kpas, 001acTH, aBTOHOMHOU 00JIaCTH U Ap.), €CIH
JOKYMEHT U3J]aeT PyKOBOJUTEIh OpraHa BIacTu cyobekra Poccuiickoii Deneparum,
MYHHIIUIIATHHOTO 00pa3oBaHus. HauMeHoOBaHUE TOJKHOCTH JIMIIA - aBTOPA IOKyMEHTa
YKa3bIBA€TCA B COOTBCTCTBUMU C HAMMCHOBAHHUEM, ITPHUBCICHHBIM B paCIiopsAauTCIIbHOM
JOKYMEHTE O Ha3HaYeHHUH Ha JJOJHKHOCTb.

5.8 CnpaBo4HbIe JaHHBIE 00 OpPraHU3aIMK YKA3bIBAIOTCS B OJIAHKAX MUCEM U BKIIIOYAIOT:
MOYTOBBIN aZpec OpraHu3aluy (JOMOJTHUTEIHHO MOXKET YKa3bIBaThCs apec MecTa
HaXO0XJICHNS IOPUANIECKOTO JINIA, €CIIM OH HE COBIIA/IAeT C TOYTOBBIM aPECcCOM); HOMEp
tenedoHa, pakca, aApec IEKTPOHHON MOYTHI, CETEBOH asipec.

B cocraB cipaBOYHBIX JJAHHBIX, 32 UCKIIOYEHUEM OJIaHKOB JIOKYMEHTOB OPI'aHOB
TOCYAapCTBEHHOM BJIACTH, OPraHOB MECTHOTO CAMOYTIPABIICHHUS, BKJIFOYAIOTCS: KOJT
opranuzanuu 1o O6mepoccuiickomMy KiaccupuKaTopy NpeAnpUsITUI 1 OpraHu3alui
(OKIIO), ocHOBHOM TOCY1apCTBEHHBIHN perucTpaonHblii Homep opranuszanuu (OI'PH)
U UJICHTU(UKAMOHHBIA HOMEP HAJIOTOIIaTe bINKA/KOA IPUYMHBI IIOCTAHOBKHU Ha
Hanorosblil yuer (MHH/KTIII).

5.9 HaumeHoBaHuE BU/Ia TOKYMEHTA YKa3bIBAETCS HAa BCEX IOKYMEHTaxX, 3a
UCKJIIOYEHHEM JIEJIOBBIX (CITy:KeOHBIX) MHUCEM, pacloiaraeTcs Mol peKBU3UTaMu aBToOpa
JIOKyMEHTa (HAMMEHOBAaHUEM OpraHU3aIK, HANMEHOBAaHUEM CTPYKTYPHOTO
noJipa3iesieHusl, HAMMEHOBAaHUEM JIOJDKHOCTH) (cM. puc. B6).



5.10 lata noOKyMeHTa COOTBETCTBYET JaTe NOANUCAHMs (YTBEPKACHUS) JOKYMEHTa WU
Jate coObITHS, 3a()UKCUPOBAHHOIO B TIOKyMEHTE. JIOKyMEHTBI, U3aHHbIE ABYMS WU
0oJiee opraHu3alMsIMHU, JO0JDKHBI HIMETh OJHY (€IHHYI0) JaTy.

Jlata 10KyMeHTa 3alKChIBAETCS B OCIEI0BATEIbHOCTH: I€Hb MECSIa, MECSIL, TO/1 OJTHUM
U3 JIByX CIIOCOOOB:

apabckumu i pamu, pasaeneHasiMu Toukoii: 05.06.2016;
CJIOBECHO-LIM(POBBIM criocoOoM, Hanpumep: S uroHs 2016 .

5.11 PeructpanoHHbIi HOMEp TOKYMEeHTa - M} poBOil UK OYKBEHHO-LIIU(POBOI
UACHTU(UKATOP TOKYMEHTA, COCTOSIIIUN U3 MOPSAIKOBOrO HOMEPA JOKYMEHTA, KOTOPbIH,
[0 YCMOTPEHMIO OpTaHMU3alUuH, MOXKET JIOTIOJIHATHCS IU(POBBIMU WIIN OYKBEHHBIMU
KOJaMU (MH/AEKCAaMH) B COOTBETCTBUU C MCIIOJIb3YEMBIMH Ki1accu(uKaTopamMu (MHAEKCOM
Jienia 1o HOMEHKJIAType Jell, KOJOM KOPPECIIOHIEHTa, KOJIOM JOJPKHOCTHOTO JIMLA U Jp.).

Ha nokymenTe, cocTaBiieHHOM COBMECTHO JBYMsI U 0oJiee OpraHU3alUsIMU,
IPOCTABIISIFOTCS] pErMCTPallMOHHBIE HOMEPa JOKYMEHTA, IPUCBOCHHBIE KaXK101 U3
opranuzaiuii. Peructpanmuonsusie HoMepa OTAESIOTCS APYT OT Jpyra KOCOi 4yepToil u
NPOCTABJISIFOTCS B MOPS/IKE YKa3aHUs aBTOPOB B 3ar0JIOBOYHOM YacTH HITH MpeaMOyJie
JIOKYMEHTA.

5.12 Ccbuika Ha pEruCTpaIlMOHHBIA HOMEP U JaTy NOCTYNHUBIIErO JOKYMEHTA BKIIOYAET
per I/ICTpaI_II/IOHHLII‘& HOMCPp U AaTy BXOAIICTO MHUITUATHBHOTO JOKYMCHTA, HA KOTOpLIfI
JTaeTcsl OTBET.

5.13 Mecro coctaBieHus (M3aHuUs1) JOKYMEHTA YKa3bIBAETCS BO BCEX JIOKYMEHTAX,
KpPOME JICJIOBBIX (CITy:KeOHBIX) MHUCEM, a TaKKe JOKIATHBIX, CITYKEOHBIX 3aMCOK U
JIPYTHX BHYTPESHHUX WH(POPMAITMOHHO-CIIPABOYHBIX JOKYMEHTOB.

MecTto cocraBneHus (U34aHusA) JOKYMEHTA HE YKa3bIBA€TCs B TOM Cllydae, €Clid B
HalMEHOBAHUHU OpraHU3alMy MPUCYTCTBYET YKa3aHUE Ha MECTO €€ HaXOXXJeHHs. MecTto
COCTaBJICHUS (M3/1aHNUs1) JOKYMEHTA YKa3bIBA€TCS B COOTBETCTBUH C MIPUHATHIM
a/IMUHUCTPATUBHO-TEPPUTOPUATIBHBIM JIEICHUEM.

5.14 T'pud orpanuveHus A0CTyNa K JOKYMEHTY IMPOCTABIISIETCS B IPABOM BEPXHEM YTITY
MEePBOTro JUCTa JOKYMEHTa (ITPOEKTa JOKYMEHTa, COPOBOJUTENHHOTO MUChMA K
JIOKYMEHTY) Ha TpaHHIIe BEPXHETO MOJIs IPU HAJTMYUU B JJOKYMEHTE MH(POpMaIH,
JIOCTYN K KOTOPOM OIPAHUYEH B COOTBETCTBUU € 3aKOHOJATENbCTBOM Poccuiickon
denepanuu.

Buzpl ucnonp3yemMbix B Opranu3aiii rpudoB orpaHuueHus JOCTYIIA JOJKHBI
COOTBETCTBOBAaTh 3aKOHOJATEIbHBIM U MHBIM HOPMATHUBHBIM MPABOBBIM aKTam
Poccuiickoit deneparuu U JOHKHBI OBITH 3aKPEIJICHBI B JIOKAJTLHBIX HOPMATHUBHBIX
akTax. B cocTaB rpuda orpaHndeHus 10cTyna K JOKYMEHTY BXOJIUT OrpaHUYUTEIbHAS



Haanucs ("ist cayxeOHOro nonp3oBanus”, "Konpuaenumansno", "Kommepueckas
TaifHa" WIH JIp.), KOTOpast MOYKET JOTMOIHATHCS HOMEPOM IK3EMILIsIpa TOKYMEHTa U
JPYTHUMU CBEICHUSIMH B COOTBETCTBUU C 3aKOHOAATENBCTBOM Poccuiickon denepanuu.

MpuMep - KomMepdeckad TalHA .
Sps. N 2

5.15 Anpecat ucnionb3yercs mpu 0hOPMIICHHH JIENOBBIX (CITyKeOHBIX) MMHCEM,
BHYTPEHHUX WH(POPMAIIMOHHO-CITPABOYHBIX JJOKYMEHTOB (JIOKJIaTHBIX, CITYKEOHBIX
3aMHCOK U JIp.).

Az[pecaTOM JOKYMCHTA MOXKCT OBITh opranuszanys, CTpPYKTYPHOC MOAPA3ACICHUC
opraHnu3anyvu, JOJPKHOCTHOC UIIN (1)I/I3I/I‘~ICCKOC JINIIO.

PexBu3ut "agpecat" mpocTaBisieTcsl B BEpXHEH MPaBOil YacTH TOKyMeHTa (Ha OJiaHKe C
YIJIOBBIM PACIIONIOKEHUEM PEKBU3UTOB) WM CIpaBa Mo peKBU3UTAMU OJlaHKa (TIpH
IPOJIOJIEHOM PACIIONIOKEHUN PEKBU3UTOB Onanka). CTpoku pexBusuta "aapecar"
BBIPAaBHUBAIOTCSA O JIEBOMY Kparo MM LIEHTPYIOTCS OTHOCUTENIBHO CaMON JAJTMHHOM
CTPOKH.

IIpu anpecoBaHuu AJOKyMEHTa PyKOBOJIUTEIIO (3aMECTUTEINIO PYKOBOIUTENS)
OpraHu3alyy YKa3bIBalOTCs B AATEIbHOM Ia[eKe HAMMEHOBAHUE JOJKHOCTH
pyKOBOIUTENS (3aMECTUTENS PYKOBOAUTEIS ), BKJIIOUAIOIEE HAMMEHOBAHUE
OpraHu3anuy, 1 GaMuiIns, THULUAIbl JOJDKHOCTHOTO JIMLA.

MpHMep -
EYHOBOOMTENN $enepalbHODO
APXMBHODO aAleHTCTEAa
dammnua M.0.

HpI/I aZIp€COBAaHUM MMHUCbMaA B OPTraHU3allUI0 YKA3bIBACTCA €€ ITIOJIHOC UIIN COKPAIICHHOC
HaMMCHOBAHHEC B UMCHUTCIIBHOM ITaJICKC.

IIpumepsr

1 ®enepanbHOE apXUBHOE ar€HTCTBO

2 PocapxuB

[Ipu anpecoBaHnH JTOKyMEHTa B CTPYKTYPHOE MOJpa3eiIeHUE OpPraHU3alluy B PEKBU3HUTE

"agpecaT" yKa3bIBa€TCsl B MIMEHUTEIbHOM I1a/1€7K€ HAUMEHOBAHNE OPraHU3alMM, HUXKE -
HalMEHOBAHUE CTPYKTYPHOTO MOJIPA3/IEIECHUS.



MpHmMep -
denepalbHoe ApXMBHOS
ArNSHTCTEO

OTOeNl DoCyYIapCTBEHHOH
CIVAHOH, KaigpoB M HaDpam

IIpu agpecoBanuyu nucbMa pyKOBOJUTEIO CTPYKTYPHOIO NOpa3ACIeHUs YKa3blBacTCs B
HMCHUTCIIBHOM IMaACKEC HAMMCHOBAHUEC OpraHyu3allii, HUKC - B JaTCJIIbHOM IaJCKE
HaUMEHOBAaHUE JOJHKHOCTH PYKOBOJIUTENS, BKIIOUYAIOLIEE HANMEHOBAaHUE CTPYKTYPHOIO
nojipaszzaeneHusi, GpaMminio, HULUAIIBI.

MMpuMep -
20 "Tpoduias "

PYHOBOOUTENN IOODOBOPHO-
npaeobol' OTOEJIa
dammnmMa M. 0.

[epen Gpamunmeit 1OJKHOCTHOTO JIUIIA JOMTYyCKAETCS YIOTPEOIATh CoKpaleHue "r-Hy"
(rocmioMHYy), €CIH ajpecaT My>KUWHa, WK "T-)ke" (TOCTIokKe), €ClIA aapecaT KeHIIMHA.

[Tpumepsr
1 r-ny @ammnus 1.0.
2 r-xe @ammua 1.0.

[Tpu pacchiike TOKyMEHTa rPyIIIe OpraHUu3alfii OJTHOTO TUIA WK B CTPYKTYPHBIC
HOJIpa3/ieNieH sl OJTHON OpraHU3alliH, afpecaT YKa3blBaeTCss 0000IICHHO.

[pHMepE
1 PyHOROOMTENAM OOYepHME
obmecTs AO "Mpodurs "
2 PYROBOOMTENAM YIpABJIEHMI
PocapxKbea

[Ipu paccelike JOKyMEHTa HE BCEM OpraHU3aLUAM WIM CTPYKTYPHBIM IIOAPA3ACICHUIM
o1 pekBU3UTOM "Anpecatr” B CkoOKax ykaspiBaeTcs: "(Io CrucKy)".



[MpuMep -

PYROBOOUTENAM OOUYSpHME

ofmecTs AOC "MpodMie "
(10 CHOMCHY)

B ogHOM nokymeHTe He T0JDKHO OBITh OoJiee ueThipex aapecatoB. CinoBo "Komnust" mepen
BTOPBIM, TPETHUM, YETBEPTHIM aJpecaTaMu He ykas3biBaeTcs. [Ipu 6ombleM KommuecTBe
a/IpecaToB COCTABIISIETCS CIIMCOK (JIUCT, YKa3aTelb) PACCHUIKH TOKYMEHTA, Ha KaKIOM
JOKYMEHTE yKa3bIBaeTCs OJMH ajpecaT Win aapecaT odopmisieTcs: 0000IIEHHO.

B coctaB pekBuzuta "Aapecatr’ MOXKET BXOAUTH MOYTOBBIN afpec. IJIEMEHThI TOYTOBOIO
ajZjpeca yKa3bpIBaIOTCA B MOCIEAOBATEIIbHOCTH, yCTaHOBIIEHHOH [IpaBunamMu okazaHus
YCIIyT MOYTOBOM CBS3H, YTBEP)KIACHHBIMU MPUKa30M MUHHUCTEPCTBA CBSA3H U MACCOBBIX
komMmyHuKanuit Poccuiickoit ®@enepanuu ot 31 urons 2014 r. Ne 234.

[puMep -

BoepooCHHCRMH HAYUHO-
MCCIEeTOBATENECKEMI MHCTHTYT
OOKRYVMEeHTOBSNeHMA M apXMBEHODO O&ma
MpodconsHad vi., O. 82,
Mockea, 117393

[TouTOBBII agpec MOKET HE YKA3bIBATHCS B JIOKYMEHTAX, HAIIPABIISIEMBIX B BBICIITHE
OpraHbl BJIACTH, BBIIIECTOSAIINE OPraHU3allii, TIOBEJIOMCTBEHHbIE OpraHU3aIluu 1
MOCTOSIHHBIM KOPPECTIOHIEHTaM (32 UCKJIIOYCHUEM HAIPaBJICHUS TUCEM yKa3aHHBIM
ajZipecaTaM B KOHBEpPTaX C MPO3PAYHBIMU OKHAMH).

[Ipu anpecoBannu AJOKyMeHTa (PU3NUECKOMY JIMILY YKa3bIBAIOTCA: (PaMUITUS MHULIUATIBI,
IIOYTOBBIN aapec.

ITpumep -

®amunus N.0.

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

r. JIto6epubl, MockoBckas 061., 301264

[Ipu oTmipaBKe MUChbMa IO IEKTPOHHON MOYTE WK O (PaKCUMMIIBHOM CBsI3M (0e3

JOCBUIKH MO IT0YTE) MOYTOBBIN ajjpec He yKa3biBaeTcs. [Ipr He0OOXOMMOCTH MOKET OBITh
yKa3aH 3JeKTPOHHBIN ajipec (Homep Tenedona/pakca).



MpHuMep -

BoepoCCHHCKEMH HaydHO-
MCCHIeIOBRATENbCRMI MHCTHTYT
OOEYMeHTOBSOSHMA M ApXMBHODO Oela
maill@vniidad.ru

5.16 I'pud yTBepkaeHUs MPOCTABIISIETCS HA IOKYMEHTE B CITydae €ro YTBEPKICHHS
JOJKHOCTHBIM JIMIIOM, PAaCIOPSIUTENbHBIM IOKYMEHTOM (TIOCTAaHOBIICHUEM, PEIICHUEM,
MPUKA30M, PACTIOPSHKEHUEM ) UITH PEIICHUEM KOJIJIETHAIbHOTO OpraHa.

I'pud yTBepx)aeHus pa3MemaeTcs B IPaBOM BEpPXHEM YTITy MIEPBOTO JIMCTA JOKYMEHTA.
CTpoku peKBU3MTa BBIPAaBHUBAIOTCS II0 JIEBOMY KPArO UM LEHTPYIOTCS OTHOCUTENIBHO
CaMOM JJINHHOM CTPOKH.

[Ipu yTBEp)KIeHUN JOKYMEHTA JIOJHKHOCTHBIM JIMLIOM I'pU( YTBEP>KACHUS COCTOUT M3
cinoBa YTBEPXK/IAKO, HauMeHOBaHUA TOTKHOCTH JIUIA, YTBEPKIAIOIIETO JTOKYMEHT,
€ro nmoAItMcu, HHUNMajaIoB, (I)aMI/IJII/II/I 1 JaThbl YTBCp)K,Z[eHI/I}I.

[puMep -

YTBEPEIAL
EYROBOOMTEIE PeldepalbHODC
ApXMBHODD ADSHTCTEA
MMopnuce M.O. daMMImMAa

OaTa

[Tpu yTBEp>KAeHUM JOKYMEHTA PACIIOPAIUTENIbHBIM TIOKYMEHTOM T'pu( yTBEPKACHUS
cocrout u3 cnosa Y TBEPX/IEH (YTBEPXIEHA, YTBEPXJIEHbI wiu
YTBEPXJIEHO), coritacoBaHHOT0 ¢ HAUMEHOBAaHUEM BHJIA YTBEPKIAEMOTO JJOKYMEHTA,
HaMMCHOBAaHUA paCropAgUuTCIIbHOTO JOKYMCHTA B TBOPHUTCIIBHOM MMAaZACKE, €TI0 AAaThl,
HOMeEpa.

[pUMEpH —
1 (PepmameHT) YTEEPEIEH
NpHEasoM AQ "Mpoduis "
oT 5 anpena 2015 p. N BZ
2 (IMpaepuna) ¥TEEPEIEHE
npueasoM A0 "Ipoduias "
oT 6 anpena 2015 p. N 83

[Ipu yTBEpKAEHUN JOKYMEHTA KOJJIETHAIbHBIM OPraHOM, PEIIEHUsI KOTOPOTo
(UKCHPYIOTCS B IPOTOKOJIE, B Tpude YTBEPKACHUS YKa3bIBaeTCs HAMMEHOBAHUE OpraHa,
pelIeHreM KOTOPOro YTBEPKIEH TIOKYMEHT, AaTa U HOMep MPOTOKoa (B CKOOKax).



[MpMMep -
(TTonokeHMe)
YTBEPEIEHO
CopeToM IMpeRTopobB AC "TMpodMias "
{OpoTopos o7 12.12.2015 W 12)

5.17 3aronoBoOK K TEKCTY - KpaTKOe COJIep>KaHue JOKYMEHTa. 3aroioBOK K TEKCTY
dbopmymupyercs ¢ peaiiorom "O" ("O6") u orBewaer Ha Borpoc "o uem?"):

- mpuka3 (0 ueM?) 0 CO3/IaHUM ATTECTAlIMOHHON KOMHUCCHUU;
- mpuKka3 (0 yemM?) 00 yTBEpKIECHUH IITATHOTO PACIIUCAHUS;
- UchbMO (0 ueM?) 0 MpeoCTaBICHUU HH(POpMAITUH.

3aroJ0BOK K TeKCTy 0(opMIIsieTCsl 110/l PEKBU3UTaMu OJaHKa CJIeBa, OT TPAHMULIbI JIEBOTO
noJisd. B yka3ax, NOCTaHOBIIEHUSX, PEIICHUAX, IPUKA3aX, U31aBAEMBbIX OpraHaMy BJIACTH,
3aroJ0BOK K TEKCTY MOKET O(hOPMIISITHCS HaJl TEKCTOM IocepeinHe pabodero moss
JOKYMEHTA U LIEHTPUPYETCSI OTHOCUTEIIBHO CAMOW JIMHHOM CTPOKH.

3aroJjI0BOK K TEKCTY MOXKET HE COCTABJIATHCS, €CITM TEKCT JOKYMEHTA HE MPeBbIIIacT 4 - 5
CTPOK.

5.18 TekcT nOKyMeHTa COCTaBIsETCS HAa TOCYAapCTBEHHOM si3bike Poccuiickon
®denepary UIM rocyJapCTBEHHOM sI3bIKe (s13bIKax) peciyOink B coctaBe Poccuiickoi
®denepalyiv B COOTBETCTBUH C 3aKOHOIATEILCTBOM pecityOuK B coctaBe Poccuiickoit
denepauuu.

B Tekcte AOKYMCHTA, IOATOTOBJICHHOM HAa OCHOBAHUHN 3aKOHOJAATCIIbHBIX WJIN UHBIX
HOPMAaTHUBHBLIX IIPABOBBLIX AKTOB, PaAHCC U3AAHHBIX PACIOPAAUTCIIBHBIX JOKYMCHTOB,
YKa3bIBAOTCA UX PCKBU3UTHI:

- HAUMCHOBAHUEC TOKYMCHTA, HAUMCHOBAHHUE OpraHu3aliu - aBTopa JOKYMCHTA, AaTa
AOKYMCHTa, pCFI/ICTpaI_[I/IOHHHﬁ HOMCP NOKYMCHTA, 3aroJIOBOK K TCKCTY HJIN
HanMMCHOBAaHHNEC BUJAa JOKYMCHTA,

- HAUMCHOBAHUEC OpraHU3alv WKW JOJDKHOCTHOI'O JIMlla, YTBEPAMBIICTO JOKYMCHT, ATy
YTBCPIKACHUA JOKYMCHTA.

TekcT JOKyMeHTa MOXKET COAepKAaTh Pa3Iebl, OIPA3/Iebl, TyHKTbI, MOMYHKTHI,
HyMepyemble apabckumu nudpamu. YpoBHEH pyOpHKaIMK TEKCTa HE TOJDKHO OBITh

OoJiee YeThIpeX.

B mpukazax TeKCT uznaraeTcs oT IMepBOro JUla eAMHCTBEHHOTO Yrcia ("'mpuka3biBan").



B AOKYMCHTAX KOJUICTUAJIBHBIX U COBCHIATCIILHBIX OPraHOB TCKCT U3JIaracTtcs OT
TPETHETO JUIA SAMHCTBEHHOTO YKciia ("KOJIJIErHsl... MocTaHOBsIeT", ""coOpaHue...
pemmio").

TekcT mpoToKoJIa U3IaraeTcsi OT TPETHETo JIMLA MHOXKECTBEHHOTO uucina ("ciymanu",
"BpicTynuin", "mocranoBuwin", "pemmnn").

B moxymeHTax, yCTaHABIIMBAIOIINX MMPaBa U 00S3aHHOCTH OpraHU3aIui, HX
CTPYKTYPHBIX MOJIpa3AesieHuil (MoNoKeHne, MHCTPYKIUS ), a TAKKE COAEPIKAIIUX
OTMCaHWe CUTyaIui, aHamu3 ()akTOB WM BBIBOJEI (KT, CIIPaBKa), UCIOJB3yeTCs hopma
U3JI0’KEHUS TEKCTa OT TPETHETO JINIA €AUHCTBEHHOTO UM MHOXKECTBEHHOTO YHCIIa
("oTmen ocymecTrisier pyHKIUU...", "B COCTaB ynpaBlIeHUs BXOIAT...", "KOMHUCCHS
MIpOBEJIa MPOBEPKY...").

B coBMeCTHBIX JOKyMEHTaX TEKCT M3JIaraeTcs OT MEPBOTO JHUIA MHOYKECTBEHHOTO YHCIIA
("mpukaspiBaem", "pemrunn").

B nenoBbIx (ciy>keOHBIX) MUChbMAaX MCTIONIB3YIOTCS (POPMBI H3TI0KEHUS:

- OT TIEPBOTO JIMIa MHOKECTBEHHOTO uncia ("MpocHM HampaBuTh...", "MpeacTaBiIseM Ha
paccMmoTtpenue...");

- OT TPETHETO JIUIA €AMHCTBEHHOTO uncia ('"MHHHUCTEPCTBO HE Bo3paxaer...", ""00I11IecTBo
CUHTAET BO3MOXKHBIM...");

- OT TIEPBOTO JIMIIAa €IMHCTBEHHOTO uncia ('cunTaro He0OXouMBbIM...", "ipeyiarato
paccMoTpeTh..."), ecu mMucbMO 0(pOpMIIEHO Ha JOHKHOCTHOM OJIaHKe.

B Tekcrax JOKYMEHTOB yIOTPEOIISIOTCS TOIBKO OOLIETTPUHSATEIE a00peBUaTypHI U
rpaduuecKrue COKpameHus.

[Ipu ynotpebneHnu B TeKCTe (paMIITUi TUI] MHUIHAIBI YKA3bIBAIOTCS MOCIIE (DaMUIIHH.
B nenoBbIx (ciyke0HBIX) MUCbMaX MOTYT UCHIOTB30BAThCS:

- BCTYIUTENIbHOE OOpalleHHe:

YBaxaemblii rocioauH [Ipeacenarens!

YBakaemblii rocriofanH ['yoepnarop!

YBakaemblii rocrioguH [Ipoxopos!

VYBaxkaemas rocrioka 3axapona!

YBaxaewmsiii Hukomnaii I[letposny!



VBaxaemasa Onbra Hukonaesua!
VYBaxkaemsble rocrnojal

B O6paH_IeHI/II/I 10 AOJKHOCTH HAMMCHOBAHHNEC JOJIZKHOCTHU ITMIICTCA C HpOHHCHOﬁ 6YKBBI,
B 06pameH1/m oo q)aMI/IJII/II/I HWHUILIKAJIBI JIMAa HE YKAa3bIBAOTCA.

- 3aKJTIOYMTEIbHAS dTUKETHas (pa3a:

C yBaxkeHueM, ...

5.19 OTmeTKa O MPUIIOKEHUHU COJIEPKUT CBEACHUS O TIOKyMEHTe (JOKYMEHTax),
NpUIaraeMoM K OCHOBHOMY JIOKYMEHTY (B COMPOBOIMTENBHBIX MHCbMaX, MPETEH3MSIX,
aKTax, CIpaBKax U Jpyrux MHPOPMAIIMOHHO-CIIPABOYHBIX JOKYMEHTaX) WA O TOM, YTO
JIOKYMEHT SIBJISIETCSI IPUJIOKEHHEM K OCHOBHOMY JIOKYMEHTY (B IOKyMEHTaX -
MPUIIOKEHUSX K PACMIOPATUTENBHBIM TOKYMEHTaM, TIOJIOKEHUSIM, paBujiaMm,
UHCTPYKLUSM, IOTOBOPaM, TJIaHAM, OTYETaM H Jp. TOKYMEHTaM).

B conpoBoauTENbHBIX MUCEMAaX U IPYTHX WHPOPMAITMOHHO-CIIPABOYHBIX JOKYMEHTaX
OTMETKA O MPUIOKEHUH 0(OPMIISIETCS MO TEKCTOM OT T'PaHUIIbI JIEBOTO MOJIs
CIEIYIOIIUM 00pa3zoMm:

- €CITM MPUJIOKEHHNE HAa3BaHO B TEKCTE:

[Ipunoxxenue: Ha 2 1. B 1 2K3.

- €CJIM MPUJIOKEHHE HE HA3BaHO B TEKCTE WUJIM €CIIU MPUIIOKEHUH HECKOIBbKO, YKa3bIBAIOT
Ha3BaHUS IOKYMEHTOB-TIPUIIOKEHUH, KOJTMYECTBO JIMCTOB U AK3EMILISPOB KaXKIOTO

IIPUITOKCHUS:

Npunowedue: 1. [onoxedde of YOpapneHWHM PEMMOHANBHONO HPeOMTOBAHMA HA
5n. B 1 3r3.
2. Cnpaeka o KagpoBOM COCTAaBe YNpAaBJNeHWd penWoHaNBHODO
KpenMTOBAHMA Ha 2 N. B 1 2K3.

- €CJIM IPUJIOKEHHUE (MIPUII0KEHHUS1) COPOIIIOPOBAHBI:
[Ipunoxxenue:
otruet 0 HUP B 2 3Kk3.

- €CIIM TOKYMEHT, SIBJISIOIIUICS NMPUIOKECHUEM, UMEET MPUIIOKECHHS C CaMOCTOSATEIIBHON
HyMepalnuen CTPaHMII;:

[Ipunoxxenue:

nucbMo PocapxuBa ot 05.06.2015 Ne 02-6/172 w nmpuiokeHUsI K HEMY, BCEro Ha 5 1.



- €CITU MPUJIOKEHHUEM SIBJIIETCS 000COOICHHBIN SJIEKTPOHHBIA HOCUTENh (KOMITAKT-TUCK,
usb-¢nem-makonuTens u ap.):

[Ipunoxenue:
CD B 1 3Kk3.

[Ipu 3ToM Ha BKIIagbIlIEe (KOHBEPTE), B KOTOPBIH TOMEIIAETCSI HOCUTEID, YKa3bIBAIOTCS
HaVMEHOBAHUS JOKYMEHTOB, 3alIMCAHHBIX HA HOCUTEIb, UMEHa (DaiiioB.

B pacnopsauTenbHbIX TOKyMEHTaxX (MIOCTAaHOBJIEHUSX, PEILICHUSX, TPUKa3ax,
pacTopsKEHUAX ), TOTOBOPaX, MOJOKEHUSX, TPaBUIIaX, MHCTPYKIUIX U IPYTHUX
JIOKyMEHTaX OTMETKa O MPHIOKEHUU 0POPMIIAETCS CIEIYIOIIIM 00pa3oM:

- B TEKCTE JOKYMEHTa IPU TIEPBOM YIIOMHUHAHUH JIOKYMEHTA-IIPUIOKEHHUS B CKOOKaX
YKa3bIBAETC: ... (IPUIIOKEHNE) UIH ... (IpUIIoKeHue 1); mepe; HoMepoM MPUII0KEHUS
JIOTTYCKAeTCsl CTABUTh 3HAK HOMepa: ... (mpuiioxenue Ne 2);

- Ha TIEPBOM JIMCTE JIOKYMEHTA-IIPUII0KEHHUS B TIPABOM BEPXHEM YTIIIy YKa3bIBACTCS:
[Ipunoxenne Ne 2

k npukazy AO "[Ipoduis"

ot 15.08.2015 Ne 112.

CTpokH peKBU3UTa BHIPABHUBAIOTCS IO JIEBOMY KParo WU LIEHTPUPYIOTCS OTHOCUTEIBHO
CaMOM JJIMHHOM CTPOKH.

Ecin npuioxeHueM K pacropsIuTeIbHOMY JOKYMEHTY SIBJISIETCS HOPMAaTUBHBIN
IIPAaBOBOM aKT WJIM UHOW JOKYMEHT, YTBEPKAACMBINM JaHHBIM PACIIOPSAIUTEIIBHBIM
JIOKYMEHTOM, Ha IIEPBOM JIUCTE MPUIIOKEHH IIPOCTABIIAETCA OTMETKA O IIPUIIOKECHUU
(0e3 cChUIKM Ha pacHOpsSIIUTENbHBINA JOKYMEHT) U TPU(] yTBEPKIEHHS, B KOTOPOM
YKa3bIBalOTCS JaHHBIC PACIIOPSAUTEIIBHOIO JOKYMEHTa, KOTOPBIM YTBEPKIEH JOKYMEHT-
IIPUWIOKECHUE.

ITpumep -
[Ipunoxenne 1
YTBEPX/IEHO

npukazom AO "[Ipoduis'

ot 18.05.2015 Ne 67



5.20 I'pud cormacoBaHusi JOKyMEHTA MPOCTABISAETCS HA IOKYMEHTAaX, COTJIACOBAHHBIX
OpraHaMHy BJIACTH, OpraHU3alUsAMH, TOJDKHOCTHRIMU uiiamu. ['pud cornacoBanus B
3aBHCUMOCTH OT BHJIA IOKYMEHTa U 0COOEHHOCTEN ero 0(hOpMIICHUS] MOXKET
MPOCTABIIATHCA:

- Ha MIepBOM JIMCTE JJOKYMEHTA (€CIM IOKyMEHT UMEET TUTYJIbHBIN JIUCT, - HA TUTYJIbHOM
JUCTE) B JIECBOM BEPXHEM YIITy Ha YpOBHE Tpu(a yTBEpKACHUS WIH 101 HANMEHOBAaHHEM
JIOKYMEHTa OJInKe K HHKHEMY T10JI10);

- Ha MOCJIEIHEM JIUCTE JOKYMEHTA O]l TEKCTOM;

- Ha JIUCTE COTJIACOBAHUs, SBJIIOIIEMCS] HEOThEMJIEMOM YacThIO JOKYMEHTA.

I'pud cornacosanus cocrout uz cnosa COI'JTACOBAHO, nomxHOCTH H1Ia, KOTOPHIM
COTJIaCOBaH JOKYMEHT (BKJIIOYasi HAMMEHOBAHHUE OpraHU3aI1H), €ro COOCTBEHHOPYYHOU
MOJIMTUCH, HTHUILIUATIOB, (DaMUJINH, JaThl COTJIACOBAHUSI.

[Tpumep -

COT'JIACOBAHO

Hupexrop BHUNJIA ]

(monmucek) N.0. Gamumnus

JlaTa

Ecnu cornmacoBanue ocymiecTBIseTCs] KOJJIETHANBHBIM OPTaHOM, B TpH(e COracoBaHUS
YKa3bIBaIOT CBEJCHMSI 00 OpraHe, CorjiacoBaBIlIeM JOKYMEHT, 1aTeé U HOMEpE MPOTOKOJIa,
B KOTOPOM 3a(pMKCUPOBAHO pellIeHHe 0 cornacoBaHuu. Ecim cornacoBanue
OCYIIECTBIISIETCS MUCbMOM, YKa3bIBalOT BUJ JOKYMEHTA, OPraHU3allkIo - aBTOpa
JIOKyMEHTA, 1aTy U HOMEp MUChMA.

[Tpumepsl

1 COT'JTACOBAHO

CoBeToM TUPEKTOPOB

AO "TIpodpuns"

(mpoToKoa OT Ne )

2 COI'JTACOBAHO

IIHUCBbMOM POC&pXI/IBa



oT No

5.21 Bu3a cBUIETENBCTBYET O COIIACUN MIIM HECOTJIACHH JOJKHOCTHOTO JIUIA
(paboTHUKA) C cofepKaHUEM MPOEKTa TOKyMeHTa. Bu3oit opopmiisercss BHyTpeHHEe
COIIaCOBaHMUE JNOKyMEHTA. BU3a BKIIO9aeT JOKHOCTS JIMLA, BUBUPYIOLLETO JOKYMEHT,
HOJITUCH, paCIM(PPOBKY MOAIUCH (MHULUAIIBI, ((aMUIIUIO) U 1aTy BUSUPOBAHUSI.
ITpumep -

PykoBoauTens opuau4ecKoro otTaena

[Hoamuce N.O. ®amunus

Jara

[Tpy Hanmuuuy 3amMeyaHuil K JOKYMEHTY BU3Y O(DOPMIISIIOT CIIEeIYIOLUM 00pa3oM:
[Tpumep -

3aMeuaHus NpUIararTCs.

PykoBoauTens opuau4ecKoro oTaena

oamuce N.O. ®amunus

Jara

B opranunzanusx, IpUMEHSIOIUX CUCTEMBI AIEKTPOHHOIO JOKYMEHTO000pOTa,
COI'JIACOBAHUE MOXKET MPOBOAMUTHCS B 3JEKTpOoHHOM hopme, cornacno [OCT P UCO
15489-1.

B noxymeHTax, MoAJIMHHUKN KOTOPBIX XPaHIATCS B OpraHu3allii, BU3bI IPOCTABIISAIOT Ha
HOCJIETHEM JIMCTE TOKYMEHTA M0/ OMHUChI0, Ha 000pOTe MOCIETHETO JHCTa
NOJUIMHHMKA IOKYMEHTAa WM Ha JIUCTE COTJIACOBaHUS (BU3MPOBAHNS), IPUIIATaeMOM K

JIOKYMEHTY.

B HCXOOAMUX JOKYMCHTAX BHU3bI IIPOCTABJIAIOTCA HA 9K3CMILIAPAX JOKYMCHTOB,
nmomMemacMabIX B I€J10.

[To yemoTpeHuto opranuzanuu MOXKET PUMEHSATHCS TIOJIMCTHOE BUBUPOBAHUE
JIOKYMEHTA U €T0 MPUJIOKEHUH.

5.22 [Toanuce BKIIIOYAET: HAUMEHOBAHUE JIOJDKHOCTH JIMIIA, TIOMUCHIBAIOIIETO
JOKYMEHT, ero COOCTBEHHOPYUHYIO MOJAIUCH, PACIIM(PPOBKY NOINNCH (MHULIUAIIBI,
bammus).



MpuMep -
T'eHepalbHHRE OHPEeRTOD [IoomHuCE M.O. $aMuImMa

Ecmu JAOKYMCHT O(I)OpMJ'ICH HC Ha 6J'I8.HK€, B HAUMCHOBAHHC JOJIXKHOCTH BKIIOYACTCA
HAaNMMCHOBAHUEC OpraHU3alnu. HOHyCKaeTCﬂ OECHTPOBATh HAMMCHOBAHHUE JOJPKHOCTHU
Jijna, moAnucaBmero J0KyMEeHT, OTHOCHUTCIIBHO camMoi )IJ'II/IHHOI\/'I CTPOKH.

[pHuMep -
TeHepalbHHE OMpeRTOR
BO "Mpodmae " [Mognmce .0, daMunMa

HpI/I O(bOpMJ'IeHI/II/I JAOKYMCHTA Ha OnaHke JOJIDKHOCTHOI'O JIMIa AOJIZKHOCTB 3TOI'O JIMIIa B
IMOAIKUCHU HE YKA3bIBACTCA.

Mpumep - Mognmcek M.0O. damunma

[Ipu moanucanuu JOKyMEHTa HECKOJIbKUMU JOHKHOCTHBIMU JIMIIAMH, 3aHUMAIOITIMHU
pa3Hoe MOJIOKEHUE, UX MOIUCH PACTIONATaloTCs OJIHA MO IPYTOH B
MOCJIEIOBATEIBbHOCTH, COOTBETCTBYIOILEH HEPAPXUU 3aHUMAEMBIX JOJIKHOCTEH.

[pMMep -
OHperTOp MHCTHTYTA Moonuce M.O. damMunma
TNABHHI SYxDanTep [MoonHce MO, daMunMsa

HpI/I NOoANMUCaHUN JOKYMCHTA HECKOJIbKMMU JIMIIAMHU paBHBIX ,Z[OJ'DKHOCTGI\/'I UX IMoAIrucu
pacnojiararoTcsa Ha OATHOM YPOBHC.

MpuMep -
BaMecTUTEN:E OMPERTOPa MO PMHAHCOBEM BOMNpPOCAM Moanuce M.0. PaMMIMA
SamecTHTEn: OMpSKTORa MO 4OMMHMCTPATMEHEM Bonpocam lloanuck M.O. daMunmMa

B JOKYMEHTAaX, COCTaBJICHHBIX KOMHCCHeP’I, B IIOAIINCH YKa3bIBACTCA CTATYyC JIMIIA B
COCTaB€ KOMHCCHH.

[puMep -

[pencenaTenb HOMMCCMM Moanuchs M.C. damunmKa

UNeHH KOMMCCHK MNognuce M.O. damunmna
[Moanuce M.O. damMMnmdg
[MognMch M.O. damMunmda

[Ipu noanyrcanuy TOKYMEHTA JHUIIOM, UCTIOIHSIOUIUM O0S3aHHOCTH PYKOBOIUTEIS,
HOANHUCH OOPMIIIETCS C YKa3aHHEM CTaTyca JOJDKHOCTHOTO JIMIIA B COOTBETCTBHH C
MIPUKA30M (PaCTIOPSKECHUEM ).

MpuMep -

M.o. DeHepalbHODO OMpeRTOpa [IOAMMCH M.O. daMuIMa
MM

MCTIONHALMKE 0BASaHHOC TH

MeHepalbHONG OUPEKTOpa MoAnMCh M.0O. daMuIMa



[Ipu noanuvcanuu 1OKyMeHTa JULOM, UMEIOLIUM MPaBO MOJIMUCH B CIIy4yae BPEMEHHOIO
OTCYTCTBHSI pyKOBOJIUTEIS, UCIIPABIICHUS B HAUMEHOBAaHUE JOJKHOCTH U paciiu(poBKY
damMuIuu yke OrOTOBICHHOTO M COTJIACOBAHHOTO MPOEKTa JOKYMEHTA BHOCSATCS OT
PYKH WK C UCTIONBb30BAaHUEM COOTBETCTBYIOIIMX IITaMIoB. He nomyckaeTcst cTaBUTh
KOCYIO UepTy, HaJamuch "3a" nepe] HAMMEHOBAHUEM JIOJKHOCTH JIMIIA B TIOJIIIUCH, €CIIU
JOKYMEHT MOJIMUCHIBAET HHOE JOJKHOCTHOE JIMILIO.

5.23 OTmeTka 00 3JeKTPOHHOM MOANKMCH UCIIOB3YETCs MPU BU3yAIU3alMU
3JIEKTPOHHOI'0 JIOKYMEHTA, MOJIMUCAHHOTO JIEKTPOHHON MOANUCKIO, C COOTI0IEHUEM
CIEIYIOMUX TPeOOBAHUIA:

a) MECTO pa3MeIIeHUs] OTMETKH 00 AJIEKTPOHHOM MOATNUCH JIOJIKHBI COOTBETCTBOBATh
MECTY pa3MeIeHHsI COOCTBEHHOPYYHOM MOJINCH B aHAJIOTHYHOM JOKyMEHTE Ha
OyMa)KHOM HOCHUTEIIE;

0) JIIEMEHTBI OTMETKH 00 3JIEKTPOHHOU MOAMKUCU JOJKHBI OBITh BUAUMBIMU H
YUTAEMBIMH TIPH 0TOOpaXKEHUHU JOKYMEHTA B HATYPAIbHOM pa3Mepe;

B) 9JIEMEHTBI OTMETKH 00 C)J'IeKTpOHHOI\/'I MMOAINKUCHU HE NOJIKHBI IICPEKPBIBATHCA HIIN
HaKJIaAbIBATHCA APYT HA ApYyTra,

T') 3JIEMEHTBI OTMETKHU 00 3JIEKTPOHHOM MOAMKUCH HE JTOJKHBI IEPEKPHIBATH AIIEMEHTHI
TEKCTa IOKYMEHTa U APYrue OTMETKH 00 3JIEKTPOHHOM noAnucu (pu HAJIUYHUK).

OTtMmeTKa 00 3NIEKTPOHHOM MOAMKMCH B COOTBETCTBUU C 3aKOHOJATENLCTBOM Poccuiickoit
®denepanuu BKItoyaeT ¢pasy "J{oKyMeHT MoANKCcaH 3JIEKTPOHHOM MOAMUCHI0", HOMED
cepruduUKara Kiroya dJIeKTPOHHON MOAMHUCH, (PaMUITHIO, UMS, OTYECTBO BIAJAEIbIA
ceptuduKara, CpoK ACHUCTBUS cepTUdUKaTa KITF04a dJIEKTPOHHOU noanucu. OTMeTka 00
9JIEKTPOHHOM MOAMUCH MOXKET BKJIIOYaTh H300paxkeHue repda, sMOIeMbl OpraHa BIacTu
(opranu3zanuu), TOBApHOTO 3HAKA (3HAKA OOCITY)KHMBAHHUS) OPTaHU3AIMH B COOTBETCTBHH C
JEMCTBYIOIMM 3aKOHO/1aTEIIbCTBOM.

Smbne- OOKVMEHT MONMMCAH
Ma ANEKTPOHHON MOAMMCHE
HauMeHOBaHME | OpraHa
OOMEHOCTH | BRAcTH H.H. Huronase

Ceprudurar lalllaaa000000000011
Bnageney Huronaes Huronali Huronaepud
Nedicreurensd ¢ 01.12.2012 no 01.12.201%7

5.24 I1evatp 3aBepseT NOUIMHHOCTD MOANKUCH JOJDKHOCTHOTO JIMIA HAa JOKYMEHTaX,
yIOCTOBEPSIOLIUX [IpaBa JIUL, GUKCUPYIOIIUX (PAKTHI, CBA3aHHBIE C (PMHAHCOBBIMU
CpEICTBaMHU, a TAK)KE Ha MHBIX JOKYMEHTaX, [IPelyCMaTPUBAIOIIUX 3aBEPEHUE TIOITUCH
ME€YaThli0 B COOTBETCTBHUH C 3aKOHOAATENBCTBOM Poccuiickoit denepanuu.



I[OKYMGHTBI 3aBCPAIOT NICUATHbIO OpTraHU3allu. IleuaTs MIPOCTABJIACTCA, HC 3aXBaTbhIBaA
COOCTBEHHOPYYHOM MOJIIHCH JIMIIA, TOIMHCABIIET0 JOKYMEHT, UIIH B MECTE,
o6o3nauennom "MII" ("Mecro nmeuatu").

5.25 OTmeTKa 00 UCTIOTHUTENE BKIIOYAeT (haMUIHIO, UMS U OTYECTBO UCTIOTHUTES,
HOMep ero Tenedona. OTMeTka 00 UCTIOIHUTENIE MOXKET JOTOTHATHCS HAUMEHOBAHUEM
JOJKHOCTH, CTPYKTYPHOTO TOJIpa3AeNieHus] U DIEKTPOHHBIM aIpecoM UCTIOTHHUTEIIS.

OtmeTka 00 ucnonHuTesne 0GopMIISeTCs Ha JTUIEBOW CTOPOHE MOCIEIHET0 JTUCTa
JIOKyMEHTA OT TPAHMIIBI JIEBOTO MOJIS WK, TIPU OTCYTCTBUU MECTA, - HA 00OPOTHOM
cTopoHe BHU3Y cieBa. Hanmpumep: 3a6enun iBan AnnpeeBud, KonTponbsHoe
yrpaBlieHUEe, BeIyIInui crienuanuct, +7(495) 924-45-67, Zabelin@gov.ru

OTmeTka 00 HCTIONHUTENE MOXKET O(OPMIIATHCS KaK HIKHUM KOJIOHTUTYJ U I1€4aTaThCs
mpu(TOM MEHBIIIETO pa3Mepa.

5.26 OTmeTKa 0 3aBepeHuH KOMUU 0opMIIsieTCs Il TOATBEPAKACHUS COOTBETCTBUS
KOIMHU JOKYMEHTA (BBIMHMCKU U3 JOKYMEHTA) MMOJUIMHHUKY JOoKyMeHTa. OTMeTKa o
3aBEpEHUU KOMHUH MPOCTABIISAETCS MOJ PEKBU3UTOM "TIOJNUCH" U BKIIIOYAET: CIIOBO
"BepHO"; HaMMEHOBaHUE NOJKHOCTH JIMIA, 3aBEPUBILIETO KOMHIO; €TO
COOCTBEHHOPYUHYIO MOJIHUCH; paCIM(PPOBKY NOJNUCH (MHULMAIIBI, (PAMUITUIO); 1aTy
3aBepPEeHUs] KOMMHU (BBIITUCKU U3 JOKYMEHTA).

MpuMep -

BepHO

HMHCchOekrTop chay#DE Eagpob [Mognuce M.O. daMuMamMa
Hara

Ecnu komust BeIIaeTCs A7 IPEJICTABICHHSI B IPYTYIO OpPraHU3aInio, OTMETKA O
3aBCPCHUHN KOIIMU AOIIOJHACTCA HAAIMMCBIO O MECTC XpPaHCHHUA JOKYMCHTA, C KOTOPOIo
Obuta u3rotossicHa konus ("[1oTMHHUK JOKyMEHTa HAXOAUTCS B (HAMMCHOBAHHE
opranuzanuu) B nene Ne ... 3a ... roa") u 3aBepseTCs MeYaThIO OPraHU3alUU.

I[.H}I MPOCTABJICHUA OTMCTKHU O 3aBCPCHUHN KOIINU MOKCT UCIIOJIb30BATHCA IITAMII.

5.27 OT™MeTKa O MOCTYIUIEHUH TOKYMEHTA CIIY>KUT JUIsl TOATBEPKACHUS (aKTa
MOCTYIUIEHUS JOKYMEHTA B OPIaHMU3alMIO U BKJIIOYAET ATy MOCTYIJICHUS M BXOASIIUI
perucTpanoHHbIi HoMep AoKyMeHTa. [Ipu Heo6X0AMMOCTH OTMETKA O MOCTYIIICHUN
MOJKET JOTOJIHATHCS yKa3aHUEM BPEMEHHU MOCTYIUICHHUS B Yacax U MUHYTaX U crocoba
JIOCTAaBKH JIOKyMEHTA.

OTMeTKa 0 MOCTYIUIEHUH JOKYMEHTA MOKET MPOCTABIIATHCS C TOMOLIBIO ILITAMIIA.
5.28 Pe3outronus COEPKUAT yYKa3aHUE IO UCIIOJTHEHUIO JOKyMEHTa. Pe3omtonus

odopmitsieTcss Ha CBOOOHOM MecTe pabodero moiist JOKYMEHTa, Ha OJIaHKe PEe30IIIOIUN
WITH BHOCUTCS HETIOCPEICTBEHHO B CUCTEMY JICKTPOHHOTO IOKYMEHTOO00POTA.



Pesomronus BkItoyaeT: GamMiiinio, MHUIHABI UCTIONHUTENS (MCTIOTHUTENEH ), TOpydeHre
0 TOKYMEHTY, TP HEOOXOIUMOCTH - CPOK MCIIOJTHEHHUS], MOANUCH JIHIIA, BEIHECILIETO
PE30JII0LINIO, ATy PE3OJIIOIUH.

ITpumep -

®amummus N.0.

[Tpomry moarotoButs npeanoxenus k 10.11.2016.

ITonmmce

Hara

5.29 OTmeTKa 0 KOHTPOJIE CBUJETENBCTBYET O IIOCTAHOBKE IOKYMEHTA HAa KOHTPOJIb,
npocTasisercs mramnoM "KoHTposs'" Ha BEpXHEM MoJie TOKYMEHTA.

5.30 OTmeTKa O HaPaBJIEHUH JTOKYMEHTA B JIEJIO ONPEAEISeT MECTO XPaHEHUS
JIOKyMEHTa T0CJIe 3aBeplleHHs padoThl ¢ HUM U BKJIIOYaeT: cioBa "B neno", uuaekc nena
110 HOMEHKJIaType JeJl, B KOTOpOe IMOMEIIaeTcs JOKYMEHT Ha XpaHEHHe, C yKa3aHueM
rojia, AOJDKHOCTH JIMIA, O(OPMUBIIETO OTMETKY, OMNCH, 1aThI.

MpuMep -
B geno M 01-18 =a 2016 p.

{4k . OTOeNoM KOpIOpaTHMBEHHXE OPOSKTOE
[MoOnMch IaTa

OtMmeTKa 0 HaIllpaBJICHUU JOKYMCHTA B JACJI0 MOKECT AOMOJHATHCA KPAaTKUMH CBECACHHUAMUA
0 XapaKTepeC UCIIOJIHCHUA JOKYMCHTA.

6 bianku 1OKyMEHTOB
6.1 Jlnsa uzroroBynenus 6;J1aHKOB TOKyMeHTOB, coriacHo ['OCT P 7.0.8, ucnonb3yetcs
oymara gopmatoB A4 (210 x 297 mm), AS (148 x 210 MM); 17151 U3TOTOBIICHUS OJIAHKOB

pe3omronuii ucmoias3yercst Oymara popmatoB AS (148 x 210 mm), A6 (105 x 148).

Kaxp1it muct 1okymenTa, opopMIICHHBIH Ha OJlaHKe Wi 0e3 Hero, T0JKEH UMETh OIS
HE MCHEeE:

20 MM - I€BOE;
10 MM - mpaBoe;

20 MM - BepXHEE;



20 MM - HUKHEE.

JIoOKyMeHTBI JUTeNbHBIX (CBbINIe 10 J1eT) CpOKOB XpaHEHHsI TOJKHBI UMETh JIEBOE TOJIe
He meHee 30 MMm.

6.2 OpraHu3anuy UCTIONB3YIOT OJaHKH JOKYMEHTOB, U3TOTOBIICHHBIE HA OYMaKHOM
HocuTese (OJIaHKH JJOKyMEHTOB (peJiepaibHbIX OPTraHOB rOCYAapCTBEHHOM BIACTH C
BocTpou3BeneHreM [ocynapcTBenHoro repba Poccuiickoit deneparym
M3TOTaBJIMBAIOTCS MOJIUTPAaQUUECKUMU MPEANPHUSITUSIMH, HIMEIOIIUMH CepTH(UKATHI O
HAJIMYMAY TEXHUYECKUX U TEXHOJIOTUYECKHX BO3MOKHOCTEH JIJIsl KAaU€CTBEHHOTO
M3TOTOBJICHHS YKAa3aHHOTO BHJA MIPOIYKIINH) W/UITH JIEKTPOHHBIE Ia0IOHBI OJIaHKOB.
bnanku Ha OyMa)KHOM HOCHUTENIE M AJIEKTPOHHBIE MAOIOHBI OJIAHKOB JIOJIKHBI OBITH
UJICHTUYHBI IO COCTABY PEKBH3UTOB, MOPSAAKY MX PACIOIOKEHHs, TApHUTYpaM MpuQTa.

brnanku 1OKyMeHTOB Ha OyMa>KHOM HOCHUTEJNE M SJICKTPOHHBIC MA0JIOHBI OJJAHKOB
HN3roTaBJIMBAOTCA HAa OCHOBAHNU MAKCTOB 6HaHKOB, YTBCPIKAACMBIX PYKOBOJUTCIICM

OpraHU3aIHH.

bnanku 10KyMEHTOB cieyeT U3roTaBiIuBaTh Ha Oenoil Oymare i Oymare CBETIIbIX
TOHOB.

:‘)J'IGKTpOHHBIe 11a0JIOHBI OJIAHKOB JAOKYMCHTOB OOJI’KHBI OBITH 3allMIICHBI OT
HCCAHKIIMOHHWPOBAHHBIX H3MEHCHU.

6.3 bnanku 1oKyMeHTOB 0hopMIIsIIOTCs B cCOOTBETCTBHH ¢ punoxenuem b.
OpreHTUPOBOYHBIE IPAHUIIBI 30H PACHOI0KEHUS PEKBU3UTOB 0003HAYEHBI ITyHKTHPOM.

Ka)KI[aSI 30HaA OMMPCACIACTCA COBOKYITHOCTBIO BXOAAINX B HEC PCKBU3HUTOB.

6.4 B 3aBUCMMOCTH OT PacroJIOKEHUS PEKBU3UTOB YCTaHABIIMBAETCS JjBA BapHaHTa
0J1aHKOB - yryI0BoM (prcyHOK b.1) u npononbHblii (pucyHok b.2).

6.5 PexBusutel 01, 02, 03 pacnosaratroTcst Ha BEpXHEM I10JI€ JOKYMEHTA HaJl PEKBU3UTOM
05 mo cepenrHe 30HBI, 3aHITON ATUM PEKBU3UTOM.

PexBusut 03 MoxeT pacrosnaraTbcs clieBa Ha ypoBHE pekBusuTa 05.

PexBusuTts 05, 06, 07, 08, 09, 13, orpaHnyuTeIbHBIE OTMETKH 1711 pekBu3uTOB 10, 11, 12
B IIpeJIeIax TPaHUI] 30H PACTIONO0KEHHS PEKBU3UTOB Pa3MEIIAIOTCs OJJHUM U3 CIIOCOOO0B:

- LIEHTPOBAHHBIM (HAaYaJl0 U KOHELl KaXJI0M CTPOKH PEKBU3UTOB PABHO YIAJIEHBI OT
IPaHUL] 30HbI PACTIONOKEHHS PEKBU3UTOB);

- (pmaroBbIM (KaXKAast CTPOKa PEKBU3UTOB HAUMHAETCS OT JIEBOM IPAHUIIBI 30HbBI
PaCIOJIOKEHUST PEKBU3UTOB).

6.6 YcraHaBIMBaIOTCS CIIEAYIOIINE BUbI OJIaHKOB JJOKYMEHTOB OpraHU3alluu:



- 00t OJIaHK;
- OJIaHK MTHCHhMa;
- OJJaHK KOHKPETHOTO BUIa JOKYMEHTA.

HopMaTuBHBIMH MPaBOBBIMH aKTaMU OPTaHHU3AIMH YCTAHABIINBAIOTCS BHIbI
MPUMEHSIEMbBIX OJTaHKOB M UX PA3HOBUAHOCTH (OaHK MHChMA CTPYKTYPHOTO
nojipasiesieHus1, OJIaHK TUChMa JOJDKHOCTHOTO JIMIIA, OJIaHK TpHUKa3a, OJaHK
pacnopsiKeHHsl, OJIaHK MPOTOKOJIA U JIP.).

OO6pa31pl 6J1aHKOB JJOKYMEHTOB NPHUBEIEHBI B IPUIIOKEHUH b.

6.7 OO01uit GJIaHK MCIONIB3YETCs TSl H3TOTOBJICHHS JTIOOBIX BUIOB JOKYMEHTOB, KpOME
JIEJIOBOTO (CITY)KEOHOT0) MHChMA.

OO01muii 6;1aHK B 3aBUCHMOCTH OT YUPEIUTEIbHBIX JOKYMEHTOB OPTaHU3alUU U
JIOKaJIbHBIX HOPMATUBHBIX aKTOB BKJIt0OYaeT pekBu3uTh 01 (02 umu 03), 05, 06, 07, 13 u
OTrpaHUYMUTENIbHbIE OTMETKHU 1S pekBuszuTos 10, 11, 16, 17.

biiank nmuceMa B 3aBUCMMOCTH OT YUPEIUTENbHBIX JOKYMEHTOB OpraHU3alluy U
JIOKAJIBHBIX HOPMATUBHBIX aKTOB BKJItOYaeT pekBU3uTH 01 (02 umu 03), 05, 08,
OTpaHUYUTENIbHbIE OTMETKHU JuIsl pekBu3utoB 10, 11, 12, 15, 17. bnank nuceMa
CTPYKTYPHOTO TIOJIpa3/IeJICHUs JOTIOJHUTENBHO BKITIOUaeT pekBU3UT 06, OJ1aHK MHcChMa
JIOJKHOCTHOTO JIMIIA - peKBU3UT 07.

bnank KOHKpETHOTO BUJa TIOKyMEHTa, KpPOME MUChMa, B 3aBUCUMOCTHU OT YUPEAUTEIHHBIX
JIOKYMEHTOB OpPTaHU3allMY U JIOKAaJbHBIX HOPMATUBHBIX IPABOBBIX AKTOB BKJIFOYAET
pexBusuthl 01 (02 nnm 03), 05, 09, 13 1, mpu HEOOXOAUMOCTH, OTPAHUYHUTEIILHbBIE
OTMETKH sl TPAHHULL 30H pacioioskeHus pekBu3utoB 10, 11, 16, 17. biank KOHKpeTHOTO
BUJIA IOKyMEHTa CTPYKTYPHOTO TOpa3AeTeHHs TONOTHUTENHHO BKIIOYaeT pekBu3uT 00,
0JIaHK JOJKHOCTHOTO JIUIA - peKBU3UT (7.

6.8 B opranax Binactu u opranuzanusx cyorektoB Poccuiickoit deneparum,
WCITOJIB3YIOIIUX HAPSAY C PYCCKHUM SI3bIKOM KaK rOCYIapCTBEHHBIM s3bIKOM Poccuiickoit
denepaluy rocy1apCcTBEHHBIHN SA3bIK (TOCYapCTBEHHBIE S3bIKM) PECITyOIHK B COCTaBE
Poccuiickoit deneparuu, UCTOIB3YIOTCS OJIAaHKH JOKYMEHTOB Ha PYCCKOM SI3BIKE U
rOCyJJapCTBEHHOM sI3bIKE (s3bIKax) pecnyOink B coctaBe Poccuiickoit deneparum:
YTJI0BbIE (PEKBU3UTHI OJIaHKA PacloaraloTCs Ha OJJHOM YPOBHE: Ha PYCCKOM SI3BIKE -
CJIeBa, Ha TOCYJIApCTBEHHOM S3bIKE (SI3bIKaxX) peciyOiuk B coctaBe Poccuiickoit
®denepanuu - CripaBa) WIK MPOA0IbHBIC (BCE PEKBU3UTHI OJIaHKa HA PYCCKOM SI3BIKE -
CBEpXY, HUXKE - BCE PEKBU3UTHI OJIaHKA HA TOCYAAPCTBEHHOM SI3BIKE (S3BIKAX) PECITyOIHK
B coctaBe Poccuiickoit @enepanum).

I[J'ISI NEPCIHUCKHU C NHOCTPAHHBIMU KOPPCCIIOHACHTAMHA UCIIOJIB3YIOT OJaHKY Ha ABYX
SA3BbIKaxX - PyCCKOM U AHTJIMHACKOM (HpI/IHO)KCHI/Ie B8) W1 THOM MHOCTPAHHOM SA3BIKC.



[Ipunoxenne A
(cpaBOUHOE)

PacnonoxeHue PEeKBU3NTOB Ha TUTYJIbHOM JNIUCTEe OOKYMEHTa

HauMeHOBaHNE OpPaHMSAaLMM
I'pud conrnacoBaHMAa ACKYMEHTA T'pud yTeepRAeHMA [ORYMESHTA

HauMeHOBaHHS BMAA ACRYMEHTA
SaronoBor R TERCTY

I'pud cornacobaHMA AOKRYMEHTA

MecTo cocTaBneHMA (MSOaHMA) HDOKYMEHTa - MOJ M3HAHMA AOKYMEHTa

Pucynok A.1 - PacnonoxeHue peKBU3UTOB HA TUTYJIbHOM
JIMCTC JOKYMCHTA

[Ipunoxenue b

(cpaBouHOE)



CxeMbl pacnonoxeHuda PpeKBU3NTOB AOKYMEHTOB
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Pucynok b.1 - Pacnionoxxenne peKBU3UTOB U IPaHMILIbI 30H
Ha hopmaTe A4 yrioBoro OraHka
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Pucynok b.2 - PacnonoxkeHnrue peKBU3UTOB U TPaHULIbI 30H
Ha Gopmare A4 mpooIBHOTO OJIaHKa

[Ipunoxxenue B

(cpaBOUHOE)



O6pa3ubl 651aHKOB AOKYMEHTOB

Pocapxue

defepantHoe COOESTHOS VUpeRAeHHe
"BCepoCCHMCKME HayUHO-HCCNENobaTeNbCRME HHCTHTYT
NOKYMEHTORSOEHMS M apxXuBHODO gena'
{BHMMIAL)

Mockea

Pucynox B. 1 - O6pazen o61miero 61aHka opraHu3aiu

Pocapime

degepaneHoe CHO®STHOS YUpekgeHHE
"BCEpOCCHHCKMA HayuHO-
MOCASOOBATENECHMA MHCTHTYT
ROEYMEHTOBSOSHKA X apxXHBHOMO Rena”
(BHMMIAI)

NMpodcorsHaa yo., g. 82, Mocmea, 117393
Ten./parc (495) T18-T78-74
e-mail:mail@vniidad.cu; http:/ v vniidad.cu
OKIMO 02842708: OPPH 1027700380795;
MHH/KON 77T08033140/771001001

N

Ha N o7

Pucynok B.2 - O6pa3zer yriioBoro 01aHka mucbMa OpraHU3aIiun
Pocapxus

denepanbHOE OIOKETHOE YUPEKICHUE
"Bceepoccuiickuii Hay4YHO-UCCIEe10BATEIbCKUIM HHCTUTYT
JOKyMeHTOBeieHus 1 apxuBHoro nena" (BHUWIAJL)

[Ipodcorosnas yiu., a. 82, Mocksa, 117393
Ten./paxc (495) 718-78-74 e-mail:mail@vniidad.ru;
http://www.vniidad.ru
OKIIO 02842708; OT'PH 1027700380795;
WHH/KTIIT 7708033140/771001001

Ne
Ha Ne oT

Pucynok B.3 - OGpa3zer] mpo1oibHOTO OJ1aHKa MUChMa OpraHu3alun



Pocapxus

denepanbHOE OFOKETHOE yUPEXKICHNE
"Bcepoccuiickuii Hay4YHO-HCCIIE10BaTENbCKIUIT HHCTUTYT
JIOKYMEHTOBE/IEHUs U apXUBHOTO jena”
(BHUMJJAL)

JUPEKTOP

[Tpodcoros3nas yi., 1. 82, Mocksa, 117393
Ten./pakc (495) 718-78-74 e-mail:mail@vniidad.ru;
http://www.vniidad.ru
OKITIO 02842708; OI'PH 1027700380795;
WHH/KIIIT 7708033140/771001001

Ne
Ha Ne oT

Pucynok B.4 - O6pa3er npooiapHOro 0JaHKa MUChbMa JOHKHOCTHOTO JIMIA
Pocapxus

denepanbHOE OFOKETHOE yUPEXKICHNE
"Bcepoccuiickuii Hay4YHO-UCCIIE10BAaTENbCKIUIT HHCTUTYT
JIOKYMEHTOBE/IEHUs 1 apXUBHOTO jena”
(BHUMJJAL)

OTPACJIEBOU LIEHTP ITOBBILIEHU S KBAJIM®UKAITN

[Tpodcoros3nas yi., 1. 82, Mocksa, 117393
Ten./pakc (495) 718-78-74 e-mail:mail@vniidad.ru;
http://www.vniidad.ru
Ten./dakc (495) 718-79-38; e-mail:ocpk@vniidad.ru
OKIIO 02842708; OI'PH 1027700380795;
WHH/KIIIT 7708033140/771001001

Ne
Ha Ne oT

Pucynok B.5 - O6pazer npo1oibHOTO 06J1aHKa TUChMa CTPYKTYPHOTO MOApa3esIeHuUs



PoOCapEHE

degepanbHoe DOENETHOS yUpeWOSHHE
"BCepOCCHHCRME HAYUHO-MCCNEAOBATENECHME MHCTHTYT
NOKYMEHTCORSOSHHMA M apXMBHOMO gena”
(BHMMIAL)

MEMFEAS

Mockea
Pucynok B.6 - O6pa3zer 6;1aHka KOHKPETHOTO BUJIAa JOKYMEHTA OpPTaHU3aIlun

Pocapxue

denepancHoe COEReTHOS YUpemgeHue
"BCepPOCCHACKM HAYUHO-UCCHAEfoBaTENbCKUA MHCTUTYT
HORYMEHTOBENEHMA M apXuMBHOPO gena”
(BHMMORT)

IUPEKTOP

PACTIOETXEHUE
Mockea

Pucynok B.7 - O6paser 0:;1aHKa KOHKPETHOTO BUAA JOKYMEHTA JIOJDKHOCTHOTO JIUIIA
Pocapxus

denepanbpHOE OFOKETHOE YUPEXKICHNE
"Bcepoccuiickuii Hay4YHO-MCCIIE10BATENbCKIIT HHCTUTYT
JOKyMEHTOBEJICHHSI 1 apXUBHOTO jaena
(BHUMJJALN)

[Tpodcoros3nas yi., 1. 82, Mocksa, 117393
Ten./pakc (495) 718-78-74 e-mail:mail@vniidad.ru;
http://www.vniidad.ru
OKIIO 02842708; OI'PH 1027700380795;
WHH/KIIIT 7708033140/771001001

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

Profsoyuznaya ul., 82, Moscow, 117393
Tel./Fax (495) 718-78-74; e-mail:mail@vniidad.ru;
http://www.vniidad.ru



Ne
Ha Ne oT

Pucynoxk B.8 - O6pa3zer nmpooibHOTro O1aHKa MMChMa OpraHu3allii Ha JBYX S3bIKaxX

YK 006.35.034(470+571):{005.92:002.1]:006.354 OKC 01.140.20 Te62
KitoueBble cioBa: opraHu3alMOHHO-PACTIOPSIIUTENbHAS TOKYMEHTaus, 0(hOpMIICHUE
JOKYMEHTa, OJIaHK JOKYMEHTA, PEKBU3HUT JOKYMEHTA



	ФЕДЕРАЛЬНОЕ АГЕНТСТВО ПО ТЕХНИЧЕСКОМУ РЕГУЛИРОВАНИЮ И МЕТРОЛОГИИ
	НАЦИОНАЛЬНЫЙ СТАНДАРТ РОССИЙСКОЙ ФЕДЕРАЦИИ
	ГОСТ Р 7.0.97-2016
	СИСТЕМА СТАНДАРТОВ ПО ИНФОРМАЦИИ, БИБЛИОТЕЧНОМУ И ИЗДАТЕЛЬСКОМУ ДЕЛУ
	ОРГАНИЗАЦИОННО-РАСПОРЯДИТЕЛЬНАЯ ДОКУМЕНТАЦИЯ
	ТРЕБОВАНИЯ К ОФОРМЛЕНИЮ ДОКУМЕНТОВ
	System of standards on information, librarianship and publishing. Organizational and administrative documentation. Requirements for presentation of documents
	Расположение реквизитов на титульном листе документа
	Схемы расположения реквизитов документов
	Образцы бланков документов

