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®EAOEPAJIbHOE ArEHTCTBO NO TEXHUYECKOMY PEINYNIMPOBAHUIO
M METPOJNOIvn

HALUMOHANBbHbIX CTAHOAPT POCCUACKOWU ®EOQEPALINA
FOCT P 7.0.97-2016

CUCTEMA
CTAHAOAPTOB NO AHPOPMALUU, BUBJTMOTEHHOMY
N USOATEJIbCKOMY AOENY

OPIAHU3ALUMNOHHO-PACNOPAAUTENIbHAA OOKYMEHTALINA
TPEBOBAHUA K OPOPMJIEHUIO NOKYMEHTOB

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

Cnucok U3MEHSIOIINX TOKYMEHTOB
(B pen. Usmenenus N 1, ytB. IIpukazom Poccranmapra
ot 14.05.2018 N 244-cT)

KoncynprantlIntoc: npumedanue.
[Ipuka3zom Poccranmapra ot 25.05.2017 N 435-cTt mara BBenaeHus B jaeiicTBue HarnmonaabHOTO
crangapra PO I'OCT P 7.0.97 - 2016 nepenecena Ha 1 urons 2018 roxa.

Jlata BBegenus - 2017-07-01
NMpeaucnosue

1 PA3PABOTAH denepaabHbIM OI0JIKETHBIM yUpexICHUEM "Bceepoccuiickuii
HAy4YHO-UCCJIEIOBAaTEIbCKUIT MHCTUTYT JOKyMEHTOBelAeHuss | apxuBHoro gena" (BHUMIAMN)
denepabHOTO ApXUBHOTO areHTCTBA

2 BHECEH Texnuyeckum komuteToM no crapaaptusamuu TK 191 "Hayuno-texHuueckas
uHpopmanus, OnOINOTEYHOE U U3AATENbCKOE JIeN0"

3 VTBEPXJIEH MW BBEJEH B ﬂEﬁCTBI/IE [Ipukazom @enepayibHOTO areHTCTBa IO
TEXHUYECKOMY PETYJIMPOBAaHUIO U MeTposioruu ot 8 nekadps 2016 r. N 2004-ct

4 B HacTosIIEeM cTaHapTe pealn30BaHbl HOpMbI DenepanbHbIX 3aK0HOB OT 27 mronsg 2006 r. N
149-®3 "O6 undpopmanuu, MHOOPMAITMOHHBIX TEXHOJOTUSAX U O 3amuTe uHpopMauu”, oT 22 oKTIOps
2004 r. N 125-®3 "O6 apxuBHOM fene B Poccuiickoit @eneparun”

www.consultant.ru Crpannna 2 u3z 30
HaJeKHasA MPAaBOBasd MOAACPIKKA


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

"T'OCT P 7.0.97-2016. Hanmonanshslii cranaapt Poccuiickoit ®enepannu. Cucrema Jokyment npenoctasien Koncynsrantllmoc
CTaHJAapTOB MO HH(OPMALHK, OUONTHOTEYHOMY M M3/AT... JHara coxpanenus: 31.10.2019

5 BBAMEH I'OCT P 6.30-2003

[TpaBuiia mpuMEHEHHs HACTOSALIETO CTaHAAapTa YCTaHOBJIEHBI B CTaThe 26 PDenepalbHOrO 3aKOHa OT
29 wmrona 2015 r. N 162-®3 "O cranmaptuzauuu B Poccuiickori ®eneparnuu". Mubopmarms 06
M3MEHEHHMSX K HACTOALIEMY CTaHAApPTy IyOJMKYeTCs B €XKEroJAHoM (IO COCTOSHHIO Ha 1 siHBaps
TeKyIero roga) WHGOPMAIMOHHOM yka3zaTtene "HammoHanmpHble cTaHAapThl', a O(QHUIMAIBHBIA TEKCT
M3MEHEHHMI U MPAaBOK - B €XKEMECIYHOM MH(POPMALMOHHOM yka3zarene "HammonanmpHble cTangaptsl”. B
cllyyae mepecMoTpa (3aMeHbl) WJIM OTMEHBl HACTOAIIEr0 CTaHJapTa COOTBETCTBYIOIIEE YBEIOMJICHHE
Oyzer oOmyOJMKOBaHO B OJIDKAHIIEM BBIIYCKE €KEMECSYHOrOo HH(GOPMAIIMOHHOTO —yKa3aTess
"Haumonaneubie ctangaptel”. CoOTBETCTBYIOIIAS HHPOPMALIHSI, YBEIOMJICHUE U TEKCTHI pa3MEIIAtOTCs B
MH(POPMALMOHHOM cucTeMe OOIIero MOJIb30BaHUA - Ha OpHUIHATIBLHOM caiite deaepaibHOTrO areHTCTBA 110
TEXHHUYECKOMY PETYJIUPOBAHHUIO U METPOJIOTUH B ceTu MHTepHeT (Www.gost.ru).

Hacrosimuii cranaapt He MOXeT ObITh TOJTHOCTBIO MJIM YaCTHYHO BOCHPOHM3BEICH, TUPAKUPOBAH H
pacrpocTpaHeH B KadecTBe OQUIMAIbHOrO u3faHus Oe3 paspeuieHus DenepaabHOro areHTCTBa IO
TEXHUYECKOMY PEryJIMPOBAHUIO U METPOJIOTMHU

1 O6nacTb NnpMMeHeHuns

Hacrosituii  ctangapt pacmpocTpaHsSeTcs Ha OpraHU3alMOHHO-PACIIOPSIAUTENIbHBIE JOKYMEHTHI:
yCTaBbl, MOJIOKEHUS, TMpaBUia, UHCTPYKIUHU, PETJIAMEHTHI, TOCTAHOBJICHUS, PACIIOPSIKEHUS, MPHUKA3bI,
pelieHus, MPOTOKOJIbI, TOTOBOPHI, aKThl, MUChbMA, CHPABKUA MU Jp. (Jajiee - JOKYMEHTHI), B TOM YHCIIE
BkioueHHele B OK 011-93 "OOmepoccuiickuii knaccuduxkaTop yrpaBlIeHYECKOW TOKyMeHTanuu'"
(OKVY 1), xmace 0200000.

Hacrosimuit craniapt ompesenseT cocTaB peKBU3UTOB JOKYMEHTOB; IpaBUia UX O()OpMIIEHUs, B
TOM 4YHUCJIE C MNPUMEHEHHEM HWH(GOPMALMOHHBIX TEXHOJIOTMM; BHUIbl OJIAHKOB, COCTaB PEKBU3UTOB
OJTaHKOB, CXEMbl PACMOJIOKEHUS PEKBU3UTOB Ha JOKYMEHTE; oOpa3lbl OJaHKOB; MpaBHJa CO3JaHHS
NOKYMeHTOB. [looeHHsI HacTOSIEro CTaHaapTa paclpoCTPaHSIOTCS HAa JOKYMEHThl Ha OyMaKHOM H
JIEKTPOHHOM HOCHUTENSIX

2 HopmaTuBHbIE CCbINKU

B Hactosmem CTaHAApTC UCIIOJIB30BAHBI HOPMATHUBHBIC CCHIJIKU Ha CIICAYIOIINC CTAHAPThI:

I'OCT P 7.0.8 Cucrema craHgapToB mo WH(pOpMalu, OMOIMOTEYHOMY M HM3ATEIHCKOMY JCIy.
Jlenompon3BOACTBO U apXUBHOE AeN0. TepMHUHBI U ONIPEIeICHHUS

I'OCT P UCO 15489-1 Cucrema ctangaptoB 1o uHGOpMAINK, OMOIMOTEYHOMY U H3aTEIHCKOMY
neny. YmpasieHue fokyMmeHTamu. O0mme TpeOoBaHus

[Tpumeuanue - Ilpu mosb30BaHUM HACTOSAUIMM CTAaHAAPTOM LiedecooOpa3HO MPOBEPUTH JEHUCTBHE
CCBUIOYHBIX CTaHJApTOB B MH(POPMALMOHHOM cHcTeMe OO0Iero Mmojb30BaHMs - Ha OQHUIMAIBHOM caiTe
®enepalibHOTO areHTCTBA MO TEXHUYECKOMY PETyJIMPOBAHUIO U METPOJIOTUU B ceTh VMHTepHeT miu 1o
©XEroHoMy MH(OpPMaIMOHHOMY yKa3aTento "HaruoHanbHble CcTaHAAPTHI", KOTOPBIA OMyOJIMKOBaH IO
COCTOSIHMIO Ha 1 sSHBapsl TEKyLIEro rojia, U MO BbITYCKaM €XEMECSYHOT0 MH(GOPMAIMOHHOIO yKa3aTels
"HanmonaneHele cTaHAapThl" 3a TEKyIIMHA rof. Eciu 3aMeHEeH CChUIOYHBINA CTaHAApT, HA KOTOPBIM JaHa
HeJaTUPOBAHHAs CChUIKA, TO PEKOMEHAYETCSl MCIOJIb30BaTh JIEHCTBYIOIIYI0 BEPCHIO 3TOTO CTaHIapTa C
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Y4€TOM BCEX BHECEHHBIX B JaHHYIO BEpCHUI0 H3MeHeHHil. Eciau 3aMeHeH CChUIOYHBIA CTaHIapT, Ha
KOTOPBIA JaHa JaTUPOBAHHAs CCHUIKA, TO PEKOMEHAYETCS HCIIOJIb30BaTh BEPCUIO ATOTO CTaHIapTa ¢
YKa3aHHBIM BBIIIIE TOJIOM yTBepxkaeHUs (mpuHATHs). Eciu nocie yTBepkIeHHs HACTOSIIEro CTaHaapTa B
CCBUTIOYHBIA CTaHAAPT, HA KOTOPBIN JlaHa JaTUPOBAHHAS CChUIKA, BHECEHO M3MEHEHHE, 3aTparuBaroliee
MOJIOXKEHHE, Ha KOTOPOE J1aHa CChUIKA, TO 3TO MOJIOKEHHE PEKOMEHIYETCsI IPUMEHSThH 0€3 yueTa JaHHOTO
M3MEHEHHUs. Eclu CChUIOYHBINA CTaHIApPT OTMEHEH 0€3 3aMEHBI, TO MOJIOKECHHE, B KOTOPOM JIaHa CChUIKA
Ha HEero, peKOMEHIyeTCsl IPUMEHSTh B YaCTH, HE 3aTParuBarolleil 3Ty CChUIKY.

3 O6wme TpeboBaHUA K CO3AaHUIO AOKYMEHTOB

3.1 JlokyMeHTBHl MOTYyT cO37aBaTbCsi Ha OyMa)kKHOM HOCUTEIE U B JJIEKTpOHHOU (opme ¢
COOJIIOJICHHEM YCTaHOBJICHHBIX MPABMII OPOPMIICHHS JJOKYMEHTOB.

3.2 IIpu co3maHuu JOKYMEHTa Ha ABYX M 0ojiee CTpaHMIIaX BTOPYIO U IMOCIEAYIOIINE CTPAHUIIBI
HYMEPYIOT.

Howmepa cTpanul] NpocTaBisitoTCs OCEpeiInHEe BEPXHETO MOJIs JOKYMEHTA Ha PAacCTOSHUM HE MEHee
10 MM OT BepXHero Kpas JIUCTa.

I[OHYCKEIGTCH CO3JaHnuC JOOKYMCHTOB Ha J'IHI.ICBOﬁ n O60p0THOI‘/‘I CTOpOHAax JIUCTA. HpI/I
ABYCTOPOHHEM CO3AaHWHN JOKYMCHTOB IIHMPHHA JICBOI'O ITOJIA HA JINIIEBOM CTOPOHC JIMCTA U IIPAaBOI'0 IOJIA
Ha 060p0THOI>i CTOPOHEC JINCTA JOJI>KHBI OBITh PaBHBIL.

3.3. nga co3gaHusl JTOKYMEHTOB HEOOXOJUMO HCII0JIb30BaThb CBOOOJHO paclpocTpaHsieMble
OecruiaTHble MWPUPTEHI.

st opopmieHust JOKyMEHTOB PEKOMEHIYETCsl MCIIONIb30BaTh pazMepsl mpudToB N 12, 13, 14.

[Tpu coctaBneHuyn TabIUI TOMYCKAETCS UCTIONB30BaTh MIPUGPTHI MEHBIIINX Pa3MEPOB.
(m. 3.3 B pen. Usmenenus N 1, yB. [Ipukazom Poccrangapra ot 14.05.2018 N 244-cT)

3.4 AG3amHbli OTCTYN TEKCTa JOKyMeHTa - 1,25 cm.

3aroj0BKH Pa3/ieNoB M MOJPA3JENIOB M€4aTalTCs ¢ a03alHbIM OTCTYIIOM MJIM LEHTPUPYIOTCS IO
LIMPUHE TEKCTA.

MHOFOCTpO‘IHI)Ie PEKBU3UTLI ICHATAKOTCA 4€PE3 OAUH MC)KCTquHBIﬁ HHTCPBAJI, COCTaBHBIC YaCTHU
PCKBU3UTOB OTACIAOTCA JOMMOJTHUTCIBHBIM HHTCPBAJIOM.

Texkcr nokymeHnTa nevaraercs yepes 1 - 1,5 MeKCTpOUHBIX MHTEpBAJIA.

Ecnu 1oOKyMeHT rOTOBHUTCS JAJISl M3/1aHUSI C YMEHBIICHWEM MaciiTada, TeKCT MevaTaeTcs yepes JiBa
WHTEpBaa.

WuTepBan Mexxay OyKBaMu B CJIOBAX - OOBIYHBIH.
WHTepBasl MeXIy CIOBaMH - OJMH IIPOOE.

3.5 Tekcrt AOKYMCHTA BBIPABHUBACTCA 110 IIHUPUHC JIMCTA (1'[0 T'paHHllaM JICBOT'O U IPaBOIro noueu
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JIOKYMEHTA).

JinHa caMOl JTMHHOM CTPOKHM PEKBU3UTA MPU YITIOBOM PACIOIOKEHUU PEKBU3UTOB HE Ooiee 7,5
CM.

JlninHa camMOi IJIMHHOW CTPOKHM PEKBHU3UTA IIPU IPOJOIBLHOM PACIIONIOKEHUHM PEKBU3UTOB HE OoJiee
12 cm.

3.6 HopMaTuBHBIMU TIPABOBBEIMH aKTaMH OPTaHU3AIMUA MOXKET OBITh MPEIYyCMOTPEHO BBIJICICHUE
pekBU3HTOB "aapecar”, "3arojJOBOK K TEKCTY" MM "MOANMUCH", a TAK)Ke OTACIbHBIX (ParMeHTOB TEKCTa
MOJTYKUPHBIM HIPUPTOM.

3.7 HopmatuBHBIE TIPABOBBIE aKThl OpraHU3allMU, a TaK)K€ WHBIE MHOTOCTPAaHUYHbBIE JOKYMEHTHI
MOTYT O()OPMIISITBCS C TUTYJIBHBIM JINCTOM. TUTYIBHBIN JIUCT JOKYMEHTa O(hOPMIISIETCSI B COOTBETCTBUU C
MpUJIOKEHUEM A.

4 PeKkBM3NTbI JOKYMEHTA

[Ipu moaroroBke M OQOPMIICHHH JOKYMEHTOB HCIIONB3YIOT PEKBU3HUTHI, ONPENEICHHS KOTOPBIX
npuseaensl B 'OCT P 7.0.8

01 - rep6 (FocynmapctBennsiii repd Poccuiickoit ®epepanuu, repd cyOwekra Poccuiickoit
®denepauuu, repod (repanbAUUecKuil 3HaK) MyHUIIUIIAJILHOTO 00pa30BaHus);

02 - smOneMa;

03 - ToBapHEIi 3HAK (3HAK O0CITY>)KUBaHUS);

04 - xon hopMBI JOKYMEHTA;

05 - HanMeHOBaHUE OPraHU3aIlNY - AaBTOPA JOKYMEHTA;

06 - HauMeHOBaHME CTPYKTYPHOTO MOIpa3/IeNIeHus - aBTOpa JOKYMEHTa;
07 - HanMeHOBaHME JTOJPKHOCTH JIMIIA - aBTOPA IOKYMEHTA;

08 - cipaBouHBIE JaHHBIE 00 OPTaHU3AIINH;

09 - HanMeHOBaHME BHJIa JOKYMEHTA;

10 - nara qOKyMeHTa;

11 - perucTpaunoHHBI HOMEP TOKYMEHTA;

12 - ccplka Ha pEerucTPaIMOHHBIN HOMEP U 1aTy MOCTYMHBIIETO JOKYMEHTA;
13 - mecTo cocraBieHUS (M31aHUS) JOKYMEHTA,

14 - rpu¢ orpannyeHus gocTyna K JOKyMEHTY;

www.consultant.ru Crpannna 5 u3z 30
HaJeKHasA MPAaBOBasd MOAACPIKKA


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

"T'OCT P 7.0.97-2016. Hanmonanshslii cranaapt Poccuiickoit ®enepannu. Cucrema Jokyment npenoctasien Koncynsrantllmoc
CTaHJAapTOB MO HH(OPMALHK, OUONTHOTEYHOMY M M3/AT... JHara coxpanenus: 31.10.2019

15 - agpecar;

16 - rpu¢ yTBEepKICHHUA JOKYMEHTA;

17 - 3aroi0BOK K TEKCTY;

18 - TekcT NOKyMEHTa,

19 - oTMeTKa 0 TPWIOKEHUY;

20 - rpud cornacoBaHus JOKYMEHTA;

21 - Bu3a;

22 - IOMINUCE;

23 - oTMeTKa 00 AJIEKTPOHHOMU MOIHKCH;
24 - neyaTs,

25 - oTMeTKa 00 MCHOHUTEIIE;

26 - OTMETKa O 3aBEpEHUH KOITHUH;

27 - OTMETKa O MOCTYIUICHUH JJOKYMEHTA;
28 - pe3omonus;

29 - 0TMETKa 0 KOHTPOJIE;

30 - oTMeTKa O HAaNpaBIICHUH JIOKYMEHTA B JIEJIO.
5 OchopmneHne pekBM3UTOB AOKYMEHTOB

5.1 Tep6 (TocymapctBennbiii repd Poccuiickoii ®enepanuu, repd cyodbekta Poccuiickoit
@enepanun, rep0d (repaJpAUUYECKUil 3HAK) MYHMIMIAIBHOTO OOpa3oBaHMs) BOCHPOM3BOJIUTCS Ha
OJlaHKax JOKYMEHTOB B COOTBETCTBUH ¢ DenepanbHbIM KOHCTUTYIIMOHHBIM 3aKOHOM OT 25 nekalps 2000
r. N 2-®K3 "O TocynapctBenHoMm repbde Poccuiickoii denepanuu”, 3aKkOHOAATENIbHBIMA U HWHBIMHU
HOPMAaTUBHBIMH MTPaBOBBIMU aKkTaMH cyObeKkToB Poccuiickoit denepanny 1 HOPMATUBHBIMHU NPABOBBIMU
aKTaMU OPTaHOB MECTHOI'O CaMOYIIPABJICHUSI.

N3o0paxkenne repba (I'ocymapctBenHnoro, cyoOwekra Poccmiickoit  ®Denmepanuu, repoda
(repanpIUYecKoro 3Haka) opraHa MECTHOTO CaMOYTPABJICHHsI) TIOMEIIAETCS 0 CePEANHE BEPXHETO OIS
O/laHKa JOKyMEHTa HaJ PeKBU3UTAMU OpraHM3allM - aBTOpa JOKYMEHTa, Ha paccTtosHuu 10 MM ot
BEPXHET0 Kpasi JINCTA.

5.2 Dwmbnema opraHuzanuu, pa3paOOTaHHas W YTBEp)KJIEHHAs B YCTAaHOBIIEHHOM IOPSIJIKE,
pa3Mmelniaercs B COOTBETCTBHMM C HOPMAaTHBHBIMHM IIPAaBOBBIMM AaKTaMHM Ha OJaHKaX: JOKYMEHTOB
(benepanbHBIX OpPraHOB TOCYAapCTBEHHOW BIIACTH (32 HMCKIIOYCHHEM CIIydaeB, NpPEayCMaTpPHUBAIOIINX
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ucrnoisb3oBanue uzobpaxenus ['ocynapcrsenHoro repba Poccuiickoit ®enepaunn), TeppUTOPUATBHBIX
opraHoB (eziepaibHBIX OPraHOB TOCYJAApCTBEHHOH BIACTH, TOCYJAapCTBEHHBIX U HETOCYAapCTBEHHBIX
opranuzanuii. 13o06paxkenue smM0aeMbl MOMENIAETCS IO CepeInHe BEPXHEro MoJist OJaHKa JOKyMEHTa HaJl
PEKBU3UTAMM OpraHU3alluy - aBTOPA JOKYMEHTA, Ha paccTossHUU 10 MM OT BEpXHETO Kpast JIUCTA.

5.3 TomapHblii 3HaK (3HaK OOCIYXKHBaHUS), 3apPETUCTPUPOBAHHBIA B  YCTAaHOBJICHHOM
3aKOHOAATEIBLCTBOM MOPSIKE, BOCIIPOU3BOIUTCS HA OJIAaHKAX OpPraHU3aldidi B COOTBETCTBUU C YCTAaBOM
(monmoskeHrem o0 opranuzaiuu). M300pakeHne ToBapHOTO 3HAKA (3HaKa 0OCTy>KMBaHUS) TTIOMEIIAETCS TI0
CepeIHe BEPXHETO IMOoJIs OJaHKa JTOKYMEHTA HaJl peKBHU3UTAMHU OpPTraHU3allid - aBTOpa JTOKYMEHTA, WIH
ClieBa Ha YPOBHE HAaMMEHOBAHMS OpPraHU3allMd - aBTOpa JOKYMEHTa (IOIyCKaeTcsl 3aXBaTbIBaTh 4acTb
JIEBOT'O TOJISA).

Hapﬂz[y C TOBApPHBIM 3HAKOM (3H8.KOM O6CJ'Iy)I(I/IBaHI/IH), Ha OJlaHKax AOKYMCHTOB MOXKCET
YKa3bIBATbCA KOMMCEPUYCCKOC 0003HaueHHE OPUINYCCKOTO JIMIa.

54 Kon ¢opmbl J0OKyMeHTa MPOCTaBIseTCS HA YHUPHUIMPOBAHHBIX (opmMax IOKYMEHTOB B
coorBeTcTBUM ¢ OOmepoccuiickuM kiaccudukaropom ympasieHueckoit pokymentamuu (OKY /D) wnmu
JIOKAJIbHBIM KJIacCU(UKATOPOM, pacrojiaraeTcsi B MPaBOM BEPXHEM YINIy paboyero moisi JOKYMEHTa,
cocrout u3 ciioB "®opma no" (HauMeHOBaHKE KJIACCU(PUKATOPA) M H(PPOBOTO KOJIA.

[Ipumep - Popma no OKY ][ 0211151.

5.5 HaumeHoBaHuWe OpraHM3aldyd - aBTOpa JOKyMEHTa Ha OJlaHKe JOKyMEHTa JIOJDKHO
COOTBETCTBOBATh HAWMEHOBAHUIO IOPUAMYECKOrO JIMIA, 3aKPEIJICHHOMY B €ro y4peIuTelbHBIX
nokyMeHTax (yctaBe wiau mosiokeHuH). [lo HamMeHOBaHHMEM OpraHM3allid B CKOOKaX YKa3bIBaeTCS
COKpallleHHOE HAUMEHOBAaHUE OpraHU3alll1, €CJIH OHO MPEAYCMOTPEHO YCTaBOM (TIOJI0KEHUEM).

Ha):[ HAaMMCHOBAHUCM OpTraHU3alvu - aBTOpa JOKYMCHTA YKa3bIBACTCA IMOJHOC WKW COKpAlICHHOC
HalMEHOBAHHUE BBIIIECTOSIICH opraHu3anun (HpI/I € HaJII/I‘{I/IPI).

5.6 HanMeHOBaHME CTPYKTYpPHOTO TOJpa3JeNieHUs - aBTopa JOKyMeHTa (B TOM 4YHCle (uinaia,
OTJIENICHUS, TPECTAaBUTENHCTBA, KOJUIETHAILHOTO, COBEIIATEIHHOTO I UHOTO OpTraHa) HCIOIb3yeTcs B
OiaHkax IMceM M OJlaHKax KOHKPETHBIX BHJIOB JOKYMCHTOB COOTBCTCTBYIOIIHMX HOI[paSI[eJ'[eHI/Iﬁ
(opraHoB) B COOTBETCTBUU C JIOKAJIBHBIMH HOPMAaTUBHBIMH aKTaMH U yKa3bIBAETCS M0J HAUMEHOBAHHEM
OpTaHU3aIH.

5.7 HaumeHoBaHM€e AOKHOCTH JIMIIA - aBTOPA TOKYMEHTa UCIONB3YeTCs B OJaHKaX JOMKHOCTHBIX
JUIl ¥ pacroJiaraeTcsi MOJI HAMMEHOBAaHWEM OpraHW3allud WM HAaWUMEHOBAHHEM TEPPUTOpPUHU (Kpas,
o0yacTu, aBTOHOMHOM 00acTd U Jp.), €CIIA TOKyMEHT M3JaeT PYKOBOJUTENh OpraHa BIACTH CyOBeKTa
Poccuiickoit deaepannn, MyHHIIMIATHAHOTO 00pa3oBaHus. HanMmeHOBaHME MOJDKHOCTH JIMIIA - aBTOpa
JIOKYMEHTa YKa3bIBA€TCA B COOTBETCTBUM C HAUMEHOBAaHUEM, IPUBEICHHBIM B PaCIOPAAUTEIBHOM
JOKYMEHTE O Ha3HAYEHUU Ha JOJLKHOCT.

5.8 CripaBouHbIe JaHHBIE 00 OpraHU3allMy YKA3bIBAIOTCS B OJIaHKAaX MUCEM U BKIIOYAIOT: TOUYTOBBIN
aZpec opraHu3aIuu (JIOMOJHUTEITFHO MOXKET YKa3bIBaThCS aJpec MeCTa HaXOXIEHHUS FOPUIUYECKOTO
JUIa, €CIM OH HE COBIAJaeT C MOYTOBBIM ajapecoM); Homep TenedoHa, (akca, aapec 3JIEKTPOHHON
MOYTHI, CETEBOM aJIpec.
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B cocTaB cripaBoYHBIX JaHHBIX, 332 UCKIIIOUEHUEM OJIaHKOB JIOKYMEHTOB OPraHOB T'OCY/IapCTBEHHON
BJIACTH, OPTaHOB MECTHOTO CaMOYIPAaBJICHMS, BKIIOYAIOTCA: KOJA opraHu3auuu no Oomepoccuiickomy
kinaccuukaropy  npemnpustaii  w - opranuzamuii  (OKIIO), oOCHOBHOW  rocyaapCTBEHHBIN
PErucTpanvOHHbIN HOMED OpraHu3anuu (OI'PH) 51 UICHTU(UKAITMOHHBII HOMED
HaJIOTOILIATEIbIIMKA/KO ] MPUYHNHBI TOCTAHOBKHU Ha HayoroBbidd yuet (MHH/KIIIT).

5.9 HaumeHoBaHue BUJIa JOKYMEHTA yKa3bIBA€TCsl HA BCEX JIOKYMEHTAaX, 3a UCKIIIOUEHUEM JIEJIOBBIX
(cmyxe0OHBIX) TMHCeM, pacrojaraeTcsi IOoJ pEeKBU3UTAMH aBTOpa JIOKyMEeHTa (HAaUuMEHOBAaHHEM
OpraHM3aliy, HaUMEHOBAHUEM CTPYKTYPHOTO IOJpa3zesieHusl, HAUMEHOBAaHUEM JOJDKHOCTH) (CM. puC.
B6).

5.10 Jlata nOKyMeHTa COOTBETCTBYET JAare MoinucaHusi (YTBEp)KIEHHUS) AOKYMEHTa WM Jare
COOBITHS, 3a(pUKCUPOBAHHOTO B JOKyMEHTE. JJOKyMEeHTbI, U3/1aHHbIE IByMs MU OoJjiee OpraHu3alMsIMy,
JOJKHBI UMETh OJIHY (€IMHYI0) JaTy.

Jlata TOKyMEHTa 3allMChIBACTCS B IMOCICI0OBATSIBHOCTU: JI€Hh MECSIA, MECSII, TOJ] OJHUM U3 JIBYX
CIIOCO0OB:

apabckumu nudpamu, pasaencHHbIME Toukoi: 05.06.2016;
CJIOBECHO-IIM(POBBIM criocobom, Hanpumep: 5 utons 2016 .

5.11 PeructpaliioHHbIi HOMEp TOKyMEHTa - HU(PPOBOM M OyKBEeHHO-IM(POBON MAECHTU(HUKATOP
JOKYMEHTA, COCTOSIIIUN U3 MOPSAKOBOrO HOMEpPA JOKYMEHTAa, KOTOPBIH, [0 YCMOTPEHUIO OpraHu3aluy,
MOXKET JIOMOJHATHbCA LU(POBBIMU MM OYKBEHHBIMH KOAAaMU (MHIEKCAaMH) B COOTBETCTBUU C
UCIOJIb3YEMBIMU KiIaccuukaTopamMu (MHIEKCOM Jefia 10 HOMEHKIJIAType Jiel, KOJIOM KOPpPECHOH/IEHTa,
KOJIOM JIOJDKHOCTHOTO JIMILIA U JIp.).

Ha nokymeHTe, cocCTaBlI€HHOM COBMECTHO JBYMs U 0oyiee OpraHM3alMsIMHM, IPOCTAaBIISIFOTCS
PEruCTpallMOHHBIE HOMEpPA JIOKYMEHTAa, IMPUCBOCHHBIE KaXXJIOHM W3 opraHusauuil. PerucrpanuoHHbie
HOMEpa OTACNSIIOTCSA APYT OT JApyra KOCOW 4YepTOW M MPOCTABIISIIOTCS B TOPSIIKE YKa3aHHS aBTOPOB B
3aroJIOBOYHOM YacTH WUJIH MpeamOyie JOKYMEHTa.

5.12 Ccpulka Ha pETrUCTPALIMOHHBIA HOMEpP M JaTy IOCTYIHBIIEro JOKYMEHTa BKJIIOYAET
PEruCTpallMOHHBINA HOMED U ATy BXOZAIIETO MHUIIMATUBHOIO JOKYMEHTA, HA KOTOPBIM 1aeTCs OTBET.

5.13 Mecto coctaBneHus (M31aHMs1) TOKYMEHTA YKa3bIBAETCS BO BCEX JJOKYMEHTaX, KpOME JEIOBBIX
(cmyxe0OHBIX) TmHCeM, a TakkKe JOKJIATHBIX, CIYyKeOHBIX 3alMCOK W JPYTHX BHYTPEHHUX
WH()OPMAIIMOHHO-CITPABOYHBIX JIOKYMEHTOB.

Mecto cocraBieHus (M3aHus) JTOKYMEHTA HE YKa3bIBa€TCS B TOM CJyyae, €ClIM B HAUMEHOBaHUHU
OpraHu3aliy TPUCYTCTBYET yKa3aHHWE Ha MECTO €€ HaXOXJAeHHs. MecTo cocTaBiieHUs (M3IaHUA)
JOKYMEHTA YKa3bIBa€TCsl B COOTBETCTBUU C IMPUHATHIM aIMUHUCTPATUBHO-TEPPUTOPUATIBHBIM JIEJIEHUEM.

5.14 T'pud orpanuyeHust 10CTyIa K JOKYMEHTY MPOCTABISETCS B MPABOM BEPXHEM YIIIy HEPBOIO
JUCcTa JIOKyMEHTa (TpOeKTa JIOKYMEHTa, COMpPOBOJUTENBHOIO MHChMa K JOKYMEHTY) Ha TpaHMIe
BEPXHETO MOJIs MPU HAIWYUH B TIOKYMEHTE HH(POpPMAINH, JOCTYI K KOTOPOIl OrpaHUY€H B COOTBETCTBUU
C 3aKOHOJAaTENbCTBOM Poccuiickon denepanuu.
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Bunel ucnonp3yemMblx B OpraHu3aluu rpudoB OrpaHUYeHHs] JOCTYIa JIOJDKHBI COOTBETCTBOBATH
3aKOHOAATEIBHBIM M MHBIM HOPMAaTHBHBIM IPAaBOBBIM akTaM Poccuiickoit denepanuu U JOKHBI OBITh
3aKpeIyIeHbl B JIOKAJIbHBIX HOPMATHBHBIX akTax. B cocraB rpuda orpaHuyeHust J0cTyna K JOKYMEHTY
BXOJIUT orpaHuuutenbHas Hagnuck ("I  cmyxkeOHOoro monp3oBanus”, "KoHduaeHuuanpHO",
"Kommepueckas TaiiHa" WM Ap.), KOTOpas MOXKET JOMOJHATHCS HOMEPOM 3K3EMIUISIpa JOKYMEHTa
JPYTMMU CBEJICHUAMU B COOTBETCTBHMHU C 3aKOHOAATenbcTBOM Poccuiickoit denepanun.

[IpuMmep - KomMmepueckas TaMHa.
9x3. N 2

5.15 Anpecar ucnoib3yercss npu OQGOPMIICHHH JIENOBBIX (CIyXeOHBIX) MHUCEM, BHYTPEHHUX
UH()OPMAIIMOHHO-CIIPABOYHBIX JOKYMEHTOB (JJOKJIAHBIX, CITy>KEOHBIX 3aIUCOK H Jp.).

AJnpecaToM JOKYMEHTa MOXKET ObITh OpraHu3alus, CTPYKTypHOE IOJpa3jeiieHuEe OpraHu3aluu,
JOJPKHOCTHOE WM (PU3UYECKOE JIHILIO.

PexBmsut "agpecar" mpocTraBiseTcsi B BEpXHEH IPaBOil 4acTH JOKyMeHTa (Ha OJlaHKe C yTJIIOBBIM
pacroyio’keHUeM PEKBU3UTOB) WM CIpaBa MOJ PeKBU3UTaMU OJiaHKa (TIPH MPOJOIbHOM PACIOI0KEHUU
pekBU3UTOB OsiaHka). CTPOKM peKBU3MTA "ajpecar’ BhIPAaBHUBAIOTCS IO JIEBOMY KPar0 MJIU LIEHTPYIOTCS
OTHOCHUTEJIBHO CaMOM JIJIMHHOM CTPOKH.

[Ipu anpecoBaHMHM JOKyMEHTAa PYKOBOJIUTENIO (3aMECTUTENIO PYKOBOAMTENSA) OpraHU3AINU
YKa3bIBAIOTCS B JIaTEIbHOM TMaJeke HaWMEHOBAHHE JIOJDKHOCTH PYKOBOJIUTENS (3aMeCTUTENS
PYKOBOJUTEIISI), BKIIIOYAIONIEC HAUMEHOBAHWE OPTaHW3alWd, W (aMIIvs, WHULUAIBI JTOJKHOCTHOTO
TUIa.

[Mpumep -
Pyxosomuremnn demepasibHOTO
ApPXMBHOT'O ar'€HTCTBAa
Qammaima MN.0.

HpI/I aapeCoOBaHMMU IHMCbMa B OpPraHu3alMilO YKa3bIBACTCA €€ IIOJIHOC WM COKpalICHHOC
HaAaNMMCHOBAHUC B UMCHHUTCIIbHOM ITaJACXKCE.

ITpumepsl
1 denepanbHOE apXUBHOE AT€HTCTBO
2 Pocapxus

[Ipu anpecoBanny TOKyMEHTA B CTPYKTYPHOE MOJIpa3IeICHUE OPraHu3alliy B pekBu3uTe "aapecat"
YKa3bIBa€TCsi B HWMEHUTEIBHOM TMaJIe’)K€ HAUMEHOBAaHUE OpraHu3allid, HMXKE - HauMEHOBaHUE
CTPYKTYPHOTO MOJpa3ieaeHHs.

[Mpumep -
demepasibHOE aApPXMBHOE
aTreHTCTBO

OTnes1 TOCyHOapCTBEHHOM
Cciyx0Bl, KaIpOB M Harpasg

www.consultant.ru Crpannna 9 u3z 30
HaJeKHasA MPAaBOBasd MOAACPIKKA


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

"T'OCT P 7.0.97-2016. Hanmonanshslii cranaapt Poccuiickoit ®enepannu. Cucrema Jokyment npenoctasien Koncynsrantllmoc
CTaHJAapTOB MO HH(OPMALHK, OUONTHOTEYHOMY M M3/AT... JHara coxpanenus: 31.10.2019

IIpu axgpecoBaHMM NIUCbMa PYKOBOJIUTENIO CTPYKTYPHOTO IIOAPA3JEICHUS YKa3blBaeTCs B
MMEHUTEIIBHOM NaJIe’)Ke HaUMEHOBAHME OPIraHMU3allMM, HUXKE - B JIaTENIbHOM IaJeKe HAMMEHOBaHHUE
JOJDKHOCTH PYKOBOJMTENS, BKIIIOYAIOIEE HAUMEHOBAaHHME CTPYKTYPHOTO MOApa3leNieHusi, (HhaMHUIuio,
VHULUAJIBL.

Mpumep -
AO "lpoduiup"

PykoBoOomTeslo OOT'OBOPHO-
npaBoBOT'O OTHeja
damvmmma 1.0.

[lepen dammnmeil ITOKHOCTHOTO JIMIA JOIYCKAaeTcss yHOTpeOdsTh CokpamieHue '"r-Hy'
(rocioguHy), €ciu ajfpecatr My>KuuHa, Uiy "r-xe" (rocroxe), eciiy ajgpecar KeHIIUHA.

[Tpumepsr
1 r-ny ®amunus 1.0.
2 r-xe G®amunusa N.0.

[Tpu pacchuike JOKYMEHTa rpyIie opraHu3aluil OHOr0 TUIA WK B CTPYKTYpPHBIE [TOAPA3eIICHUs
OJTHOM OpraHu3al|H, ajipecaT yKa3biBaeTcs 0000IIEHHO.

[TprMe sl
1 PyxoBOOUTEJNAM IOOYEPHUX
obmwecTs AO "Ilpodpumip"
2 PyxoBOOMTEJISAM yIpaBJIeHUN
Pocapxusa

[Ipu paccbulke JOKyMEHTa HE BCEM OpraHM3alUsM WM CTPYKTYpHBIM MOAPA3JEICHUIM 0]
pexBu3nuTOM "Anpecar” B ckoOKax ykasbiBaeTcs: "(110 CIIUCKY)".

[Mpumep -

PykoBomuTenaM IOYEPHUX

obmwecTs AO "Ilpodpumip"
(mo cnmucky)

B ogHOM noOKyMeHTe He AOJKHO ObITh Ooiiee yeThipex anpecatoB. Cinoso "Komus" mepen BTOpbIM,
TPETbUM, YETBEPTHIM ajJjpecaTaMu He yKkas3biBaeTcs. [Ipu OonbllieM KOJIWYEeCTBE apecaToB COCTABISETCS
CIHUCOK (JIUCT, yKa3aTellb) PacChUIKHM JIOKYMEHTA, Ha KaXX/10M JIOKyMEHTE YKa3bIBAaeTCs OJMH ajpecar UiH
aapecat odopmiseTcsi 0000IIEHHO.

B cocraB pexBuszuta "Anpecar" MoKeT BXOJIWUTb MOYTOBBIM aipec. DJIEeMEHThl MOYTOBOTO ajapeca
YKa3bIBalOTCSl B IMOCIEI0BATEIBHOCTH, YCTaHOBIEHHON [IpaBWiiaMu Oka3zaHWsl yCIyr MOYTOBOM CBA3H,
YTBEPKICHHBIMU IPUKa30M MHUHUCTEPCTBA CBSA3M M MACCOBBIX KOMMYyHUKauui Poccuiickon Penepanuu
ot 31 mronsa 2014 r. N 234.

[Mpumep -
BcepoccCuyCKUlM Hay4dHO-—
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MCCJIeOJOBaATEJIbCKUM UHCTUTYT
IOOKYMEHTOBEIEHUS U apxXMBHOTO mOeJia
lIpodcowszHas yiu., n. 82,
MockmBa, 117393

ITo4TOBBIN agpeCc MOKET HE YKA3bIBaThCSA B IOKYMEHTAaX, HAIIPABJISIEMBIX B BBICILIME OPraHbl BIACTH,
BBILLIECTOSIME OpPraHU3allK, MOJBEIOMCTBEHHbIE OPraHU3alMM U IMOCTOSHHBIM KOPPECIOHJEHTaM (3a
HCKJIIOUEHUEM HAIIPaBJICHUs [TMCEM YKa3aHHBIM aJjpecaTaM B KOHBEPTaX € IPO3pAaYHbIMU OKHAMH).

[Tpu agpecoBaHuU HOKyMEHTa (PU3MUECKOMY JIUIYy YKa3bIBalOTCA: (paMUIIUST MHHUIMAIIBI, TOYTOBBIN
azpec.

[Tpumep -

®Gamunus N.0.

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

r. JlroGepub1, MockoBckast 00:1., 301264

[lpu oTmpaBKe MuUChbMa IO 3JICKTPOHHOW IMOYTE WM MO (PaKCUMUIBHOHM cBs3u (0€3 TOCBUIKU TIO
M0YTe) TOYTOBEIN ajipec He yKa3biBaeTcs. [Ipu HE0OX0MMOCTH MOKET OBITh YKa3aH JICKTPOHHBIN aapec
(HOMep Tenedona/dakca).

[pumep -

Bcepoccumickuyl HaydHO—
VCCJIENOBRATEJNIbCKUY MHCTUTYT
IOOKYMEHTOBEIEHMS ¥ aAPXMBHOTO HeJia
mail@vniidad.ru

5.16 I'pud yTBepkaeHMs IPOCTABISIETCS HA JJOKYMEHTE B CIIy4ae €ro YTBEPKIACHHS JTOJDKHOCTHBIM
JUIOM, PaCHOPSATUTENEHBIM JOKYMEHTOM (TIOCTAaHOBIIEHUEM, PEIICHUEM, MPHUKA30M, PACIIOPSIKEHUEM )
WJIM PEIIEHUEM KOJUIETHAJIBHOTO OpraHa.

I'pud yTBepxkaeHus pa3MeliaeTcss B MPaBOM BEPXHEM YIUIy MEpBOro jucTa JAoKyMmMeHTa. CTpoKH
PEKBHU3UTA BHIPABHUBAIOTCS 10 JIEBOMY KPAr0 WJIM [IEHTPYIOTCS] OTHOCUTEIBHO CaMOM JUIMHHOM CTPOKH.

[Ipu yTBepKIEHUM MOKYMEHTa IOJKHOCTHBIM JHUIIOM Tpu( yTBEpKIEHHS COCTOMT U3 CJIOBa
YTBEPXJIAIO, nHauMeHOBaHUS JOHKHOCTH JIMIA, YTBEPXKIAIOMIETO JIOKYMEHT, €ro MOMAIHCH,
WHUIUAIOB, ()aMIUIUU U 1aThl YTBEPKICHHUSI.

[lpumep -

YTBEPXIA
Pyxopomuresnp demepasibHOTO
APXMBHOT'O aI'€HTCTBAa
lomnnuce M.O0. dammnamsa

DaTa

[Ipu yTBEepKIeHUU NTOKYMEHTa PACTOPSIUTEIHHBIM JOKYMEHTOM TpU( YTBEPKICHUS COCTOHWT U3
cnoBa YTBEPXJIEH (YTBEPXIEHA, YTBEPXJIEHbBI win YTBEPX/EHO), coriacoBaHHOro c
HaWMEHOBAHHEM BHJa yTBEPKIA€MOTO JOKYMEHTAa, HAMMEHOBAHHS PACHOPSIUTEIHLHOTO JOKYMEHTa B

www.consultant.ru Crpannna 11 uz 30
HaJeKHasA MPAaBOBasd MOAACPIKKA


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

"T'OCT P 7.0.97-2016. Hanmonanshslii cranaapt Poccuiickoit ®enepannu. Cucrema Jokyment npenoctasien Koncynsrantllmoc
CTaHJAapTOB MO HH(OPMALHK, OUONTHOTEYHOMY M M3/AT... JHara coxpanenus: 31.10.2019

TBOPUTEIIBHOM IMaACKE, €I0o JaThl, HOMEpA.

[IpumMmepsr -

1 (PerjameHT) YTBEPXIEH
npukasoM AO "lpodwuip"
or 5 anpensa 2015 r. N 82

2 (IlpaBuna) YTBEPXIEHEL
npukasoM AO "Illpodmap"
or 6 ampensa 2015 r. N 83

[lpu yTBEepKIEHHM IOKYMEHTa KOJUIETHAIBLHBIM OPIaHOM, PEUICHHS KOTOPOro (UKCUPYIOTCS B
MIPOTOKOJIE, B TpU(e YTBEPKICHUS YKa3bIBACTCS HAMMEHOBAHUE OPTraHa, PEIICHUEM KOTOPOTO YTBEPKIACH
JOKYMEHT, J1aTa M1 HOMep MPOTOKoIa (B CKOOKax).

[Mpumep -
(ITontoxeHMe)
YTBEPXIOIEHO
CoeeTroMm nupekTopob AO "lpodwmiue"
(mporokos or 12.12.2015 N 12)

5.17 3aronoBOK K TEKCTY - KPaTKOE COJIEpKAHHUE TOKYMEHTA. 3aroJIOBOK K TEKCTY (hOpMyITUpyeTcs
c npeasiorom "O" ("O6") u oTBeuaet Ha Bompoc "o yem?"):

- mpuka3 (0 yeM?) 0 CO3/IaHUM ATTECTALIMOHHON KOMUCCHUH;
- mpuka3 (0 yem?) 00 yTBEpKIEHUH LITATHOTO PACHUCAHUS;
- IUCBMO (0 yeM?) 0 peaoCTaBICHUH UH(POPMAaLUH.

3aroj0BOK K TEKCTy ohopMiIseTcsl MOJ peKBU3UTaMH OJlaHKa clieBa, OT T'PaHMIIbI JieBoro noiis. B
yKa3ax, IIOCTAHOBJICHMSX, PELICHUAX, MPUKA3ax, W3/1ABAEMBIX OpPraHAMH BIJIACTH, 3aroJIOBOK K TEKCTY
MOXET O(QOPMIATECS HaJ TEKCTOM IocepeinHe pabodero Moy JAOKyMEHTa M IEHTPUpYeTcs
OTHOCHTEJIBHO CaMOW JIJTMHHOM CTPOKH.

3aroioBoK K TCKCTY MOKET HE COCTABIIATHCA, CCJIIM TCKCT NOKYMCHTA HE MTPCBLIIIACT 4-5 CTPOK.

5.18. TekcT moKyMeHTa COCTABIISIETCSl Ha PYCCKOM SI3bIKE KaK rOCy/IapCTBEHHOM s3bIke Poccuiickoit
@Qenepauyu. B opraHax rocynapcTBEHHOM — BJIAcTH, OpraHax MECTHOIO  CaMOYIIPaBJICHHS,
rOCy/IapCTBEHHBIX YUPEXKACHUAX pecnyOiauK Hapsay ¢ TOCYJapCTBEHHBIM sI3bIkoM Poccuiickoit
denepanii  MOTYT  YIOTPEOJATBCS  TOCYJApCTBEHHBbIE SI3BIKM  pecnyOnuk. B nestenbHOCTH
rOCyJapCTBEHHBIX OpPraHoOB, OpraHW3alUi, NpeanpuaThd u yupexaeHuid Poccuiickoit ®enepanun
UCTOJB3YIOTCS TOCYIapCTBEHHBIN s13bIK Poccuiickoit denepariiy, rocy1apcTBEHHbIE S3bIKU PeCIyOInK U
WHbIE SI3bIKH Hapo10B Poccuiickoit @epepanuu.

(B pen. Usmenenns N 1, ytB. [Ipukasom Poccranngapra ot 14.05.2018 N 244-c1)

B Tekcte JOKYMCHTA, MOATOTOBJICHHOM Ha OCHOBAHHHU 3aKOHOJATCIIBHBIX WJIM MHBIX HOPMATUBHBIX
IMPaBOBLIX AKTOB, PAHCC U3JJAHHBIX PACTIOPAAUTCIIBHBIX TOKYMCHTOB, YKA3bIBAOTCA UX PCKBU3UTHI:

- HAUMCHOBAHWEC JOKYMCHTA, HANMCHOBAHUC OpraHHU3alli - aBTOpa AOKYMCHTA, AaTa JOKYMCHTA,
peFI/ICTpaI_II/IOHHHﬁ HOMCp JOKYMCHTA, 3ar0JIOBOK K TCKCTY UJIM HAMMCHOBAHUC BU/JId TOKYMCHTA,
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- HAUMEHOBAaHUE OPraHM3alUU WU JOJDKHOCTHOIO JIMIA, YTBEPAUBIIErO JOKYMEHT, JaTry
YTBEPXKACHUS JOKYMEHTA.

TekcT MOKyMEHTa MOMKET COJAEPIKaTh pasfelibl, MOJPAa3/eibl, MyHKTHI, MOAIYHKTHI, HyMEpyeMbIe
apabckuMu U pamu. YpoBHEH pyOpUKaIMK TEKCTa HE JJOJHKHO OBITH 00JIee YEThIPEX.

B mpukazax TekcT uziaraercs OT epBOro JIMIa eIMHCTBEHHOT 0 uncia ("'mpukaspiBan").

B nokyMmeHTax KoJUIeTHaJbHBIX U COBEUIATENILHBIX OPraHOB TEKCT M3JIaraeTcsi OT TPETHEro JuIa
€AMHCTBEHHOTO yKcia (""KoJuierus... mocraHosiser", "cobpanue... pemmio”).

TexkcT mNpoTOKOJa H3JIaraercd OT TPETbEro JIMLA MHOXECTBEHHoro uuciaa ("ciymanu",
"BoicTynuian", "moctanoBuin", "pemmnu").

B 1mokymeHTax, yCTaHaBIMBAIOMUX IpaBa M OOS3aHHOCTH OpraHU3alliid, HMX CTPYKTYPHBIX
nojpasiesieHuit (MoJI0XKeHHe, HHCTPYKIHUS), a TAKKE COACpKAIIUX OMUCAHUE CUTYyallHid, aHau3 (PaKToB
WJIM BBIBOJIBI (KT, CTIpaBKa), UCIOJIb3YyeTCsl (hopMa M3II0KEHHUS TEKCTa OT TPETHETO JIMIA ¢IMHCTBEHHOTO
WM MHOXeCTBEHHOro uucna ("oraen ocymecTBiseT (GyHKUuU...", "B COCTaB ympaBleHUS BXOMAIT...",
"KOMHCCHS TTPOBEJia MPOBEPKY...").

B COBMECTHBIX JOKyMEHTaX TEKCT H3JaraeTcsi OT MEepBOro JHMIA MHOXXECTBEHHOTO 4YHCIa
("mpukasbiBaem", "permman").

B nenoBbix (cimy>ke0HBIX) MUCbMaX UCIONB3YIOTCS (POPMBI U3TOKEHUS:

- OT HEepBOro JHIla MHOXECTBEHHOro uucia ("mpocuM HampaBuTh...", "IpeACTaBiseM Ha
paccMoTpenue...");

- OT TPETHETO JHUIA €AMHCTBEHHOTr0 yncia ("MUHHCTEPCTBO HE BO3paxkaer...", "0o0IIecTBO cuyuTaeT
BO3MOKHBIM...");

- OT TepBOro Jula eauHcTBeHHoro uucia ("cumrtaro HeoOXoaumbIM...", '"mpejyiararo
paccMoTpeTh..."), ecliu TUChbMO O(OPMIIEHO Ha TOJKHOCTHOM OJIaHKe.

B TekcTax MOKYMEHTOB yMOTPEOJSIFOTCA TOJIBKO OOIIENpHHSAThIE abOpeBUATYpHI M TpapuUecKue
COKpallleHHS.

[Tpu ynotpebneHun B TekcTe (haMUIuil UL HHUIMAJIBI YKA3bIBAIOTCS MOCIe (paMIIINU.
B nenoBbIx (ciy>keOHBIX) MUChMaX MOTYT MCIIOJIB30BaThCA:

- BCTyIHUTENIbHOE OOpalleHue:

YBaxaewmslii rocnionuH Ilpencenarens!

YBakaemblii TocrioguH ['yoeprarop!

VYBaxkaemslii rocnioguH [Ipoxopos!
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VYBakaemas rocroxa 3axapona!
YBaxaewmsiii Hukomnaii I[lerpoBuy!
VYBaxxaemas Onbra HukosaeBHa!
YBaxkaemble rocmojal

B O6paH_IeHI/II/I II0 MOOJDKHOCTH HAMMCEHOBAHHE JOJI’KHOCTH IHIICTCA C HpOHHCHOfI 6YKBBI, B
O6paH_IeHI/II/I o (baMI/IJII/II/I HWHULKAJIBI JIMAa HC YKAa3bIBArOTCH.

- 3aKJIIOYMTENbHAS ATUKETHAs (paza:
C yBaxXeHHEM, ...

5.19 OTmeTKa O MPUIIOKEHUU COJCPKUT CBENIEHUS O JOKYMEHTE (JIOKyMEHTax), MpUIaraéMoM K
OCHOBHOMY JIOKYMEHTY (B COINPOBOJMTENIBHBIX MHCHbMAaX, IMPETEH3HSIX, aKTax, CHpaBKaxX M APYTUX
MH(OPMALIMOHHO-CIIPABOYHBIX JOKYMEHTaX) WM O TOM, YTO JOKYMEHT SIBJISETCS MPHIOKEHHEM K
OCHOBHOMY JOKYMEHTY (B JOKYMEHTAaX - TMPUIOXKEHHUSIX K PacCHOPSAUTEIbHBIM JIOKYMEHTaM,
MOJIOKEHUSM, TIPaBUIIaM, HHCTPYKIIUSAM, IOTOBOpaM, IJIaHAM, OTYETaM U JIp. TOKyMEHTaM).

B compoBoauTEeNBHBIX MUCHMAX U JIPYTHX HH(OPMAIIMOHHO-CIPABOYHBIX JOKYMEHTaX OTMETKA O
HPUIIOKEHUU 0(OPMIISIETCS IO TEKCTOM OT T'PAHMULIBI JIEBOT'O MOJIS CIEAYIOLUIMM 00pa3oM:

- €CJIU IPUJIOKEHUE HAa3BAHO B TEKCTE:
[Tpunoxenune: Ha 2 1. B 1 3K3.

- €CJIM MPHUJIOKCHUEC HEC HA3BAHO B TCKCTC HUJIN €CJIN HpI/IJ'IO)KeHI/Iﬁ HECKOJIBKO, YKAa3bIBAOT HA3BAHUA
I[OKyMGHTOB-HpHHO)KCHHfI, KOJIMYCCTBO JIMCTOB U SK3CMILIAPOB KAXKIOTO IMPUITOKCHUA:

Npunoxexnue: 1. IojoxeHre o0 VYINpaBJIeHMM PEeIMOHAaJIbHOTO KPEeIMTOBAHMA Ha
5 1. B 1 3k3.
2. CnpaBka O KaIPOBOM COCTape YINpPaBJIEHMS PEeTMOHAJIbHOI'O
KpeIUTOBaHMA Ha 2 J. B 1 2k3.

- €CJIM MPUIIOKEHHE (IPUII0KEHUS) COPOIIIOPOBAHBI:
IIpunoxenue:
otuet 0 HAP B 2 5k3.

- €CIM JOKYMEHT, SBISIOIIMKUCS IIPUIOKEHHEM, HUMEET IMPWIOKEHUS C CaMOCTOSATENbHOU
HyMeparuen CTpaHMIL:

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

- CCJIKM TPHIIOKCHUCM  ABJIACTCA 000C0O0ICHHBIH BHCKTpOHHBIﬁ HOCUTCIIb (KOMH&KT-I{I/ICK,
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usb-duem-HaKomUTeNb U Ap.):
IIpunoxenue:

CD B 1 oks.

IIpu »TOoM Ha BKiIajbllle (KOHBEPTE), B KOTOPBIM IOMELIAETCS HOCHUTENb, YKa3bIBaIOTCA
HaMEHOBAaHMS JOKYMEHTOB, 3alIMCaHHBIX HA HOCUTEINb, UMEHA (ailsioB.

B pacnopsauTenbHbIX JIOKYMEHTax (IMOCTAHOBJICHUSX, PEHICHUSX, MPUKA3aX, PACIOPSHKEHUSX),
JIOTOBOpPAaX, MOJOXEHHUSIX, MpaBHIaX, MHCTPYKIUAX M IPYTUX JOKYMEHTaX OTMETKa O TMPHIOKECHUH
odopmIIseTcs CIeIyOIIM 00pa3oM:

- B TEKCTE JIOKyMEHTA TIPH MEPBOM yYIIOMHUHAHUH JOKYMCHTA-TIPUIIOKEHUSI B CKOOKAX YKa3bIBaCTCS:
... (mpwnoxenue) unu ... (mpuwioxeHnue 1); mepea HOMEPOM MPHIIOKEHHUS JIOMYCKAETCS CTaBUThb 3HAK
HOoMepa: ... (mpuitoxkeHue N 2);

- Ha TIEPBOM JIUCTE JOKYMEHTA-IIPUIIOKEHHUS B TIPABOM BEPXHEM YTy YKa3bIBACTCS:
[Tpunoxenue N 2

k mpukazy AO "IIpodus"

ot 15.08.2015 N 112.

CTpoku peKBU3HWTA BBIPABHHUBAIOTCS 1O JIEBOMY Kpal WIIA LIEHTPUPYIOTCS OTHOCHUTEIBHO CaMOM
JUIMHHOW CTPOKH.

Ecnu npuitoxkeHneM K pacnopsauTeIbHOMY JTOKYMEHTY SIBJIIETCSI HOPMAaTHBHBIA MPABOBOW AKT MJIN
WHOM JIOKYMEHT, YTBEPKIAa€MbI JaHHBIM paCHOpPSIAUTEIBHBIM JOKYMEHTOM, Ha IIEpBOM JIUCTE
MIPUJIOKEHUS TIPOCTABIISIETCS OTMETKA O MPUJIOKEeHUU (0€3 CChIIKM Ha pacHopsSAUTENbHBIM JOKYMEHT) U
rpud yTBEpXKICHHs, B KOTOPOM YKAa3bIBAIOTCS JAaHHBIE PAaCIOPSIIUTEIBHOIO JOKYMEHTa, KOTOPBIM
YTBEPXKICH TOKYMEHT-ITPHUIIOKEHHE.

ITpumep -

[Tpunosxenue 1
YTBEPX/IEHO
npukazom AO "[Ipodumns"
ot 18.05.2015 N 67

5.20 T'pud cornmacoBaHusi JOKyMEHTa MPOCTABISAETCS Ha JOKYMEHTAaX, COTJIACOBAHHBIX OpPTraHaMH
BIIACTH, OPTraHM3AIMAMH, JODKHOCTHBIMU IuiamMu. ['pud cormacoBaHuss B 3aBUCHMOCTH OT BHJA
JIOKyMEHTAa U 0COOEHHOCTEH er0o 0(hOpMIICHHUST MOXKET MPOCTABIATHCS:

- Ha IICPBOM JIMCTC JOKYMCHTA (eCJ'II/I AOKYMCHT UMCCT TI/ITy.TIBHLII\/'I JIMCT, - HAa TUTYJIbHOM J'II/ICTC) B
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JIEBOM BEpXHEM YIJIy Ha ypoBHE rpu(a yTBEp)KACHHUS WIM 110 HAMMEHOBAHUEM JIOKYMEHTa OJIMKE K
HUKHEMY TI0JII0);

- Ha IIOCJICAHEM JIMCTC NOKYMEHTA I10J] TECKCTOM;
- Ha JIMCTEC COTJIaCOBAHU, ABJIAIOIICMCA HEOTHEMJIEMOM YaCThIO JOKYMCHTA.

I'pud cornmacoanus cocrout u3 cinosa COI'JTACOBAHO, nomKkHOCTH JIMIIa, KOTOPBIM COTJIaCOBaH
JOKYMEHT (BKJIIOYasi HAMMEHOBaHUE OpraHu3aluu), €ro COOCTBEHHOPYYHOW MOJIMUCH, HHUIMAJIOB,
dbamunnu, JaThl COrIaCOBaHUS.

ITpumep -
COT'JTIACOBAHO
Hupexrop BHUN A /L
(moamuch) N.O. Gamunus
[ara

Ecnu cornacoBanme oCyIiecTBISIETCS] KOJUIETHAILHBIM OPTaHOM, B TPU(E COTIIACOBAHHS YKA3bIBAIOT
cBeneHus 00 opraHe, COTJIaCOBABILEM JOKYMEHT, JJaTe U HOMepe MPOTOKOJIa, B KOTOPOM 3a(pUKCHPOBAHO
pelieHue o coriiacoBaHuu. Eciiu coriacoBaHue OCYIIECTBIISETCS MUCHbMOM, YKa3bIBAIOT BHJ IOKYMEHTA,
OpTaHU3aIMIo - aBTOPA JOKYMEHTA, 1aTy ¥ HOMep MHChMa.

ITpumepsl

1 COI'JTACOBAHO

CoBeToM IUpEKTOPOB

AO "TIpoduip"

(IpOTOKOI OT N )
2 COI'JTACOBAHO

nucbMoM Pocapxusa

oT N

5.21 Bu3za CBHIETENBCTBYET O COIJIaCMM WJIM HECOTJacHM JOJDKHOCTHOTO Jnia (paboTHHKA) ¢
COJIepKaHUEM IpOoeKTa JOKyMeHTa. Busoll odopmisgeTcss BHyTpEeHHEE COIIacOBaHME JAOKyMeHTa. Busa
BKJIIOYAET JIOJDKHOCTH JIMIA, BUBHUPYIOLIETO JOKYMEHT, MOIMUCH, paciin(poBKY MOAMUCH (MHUIMAIIB,
(dbaMuIMIO) U AaTy BUSUPOBAHUS.

ITpumep -

PykoBoauTenbh IOpUANYECKOTO OTAEa
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IMoamuce N.0. ®amunusa

[ara

[Tpu HanMUuM 3aMeYaHUi K JOKYMEHTY BH3Y O(POPMIISIOT CIAEAYIOIMIMM 00pa3oMm:
ITpumep -

3amevaHus IPUIIaratoTCcsl.

PykoBonuTens I0pUIMYECKOTO OTIea

IMoxmuce N.0. ®amunus

[ara

B opranuzanusix, NPUMEHSIONIMX CHUCTEMbI AJIEKTPOHHOTO JOKYMEHTOOOOPOTa, COTJIacOBaHHUE
MOJKET IPOBOJAMUTHCS B AIeKTpoHHOU (hopme, coritacHo 'OCT P CO 15489-1.

B AOKYMCHTAX, IMOJJIMHHUKH KOTOPBIX XPaHATCA B OpraHHU3allli, BU3bI IIPOCTABJIAOT HA IMOCIICAHECM
JIMCTC NJOKYMCHTA IO IMOAIKUCHI0, HA 060p0Te MOCJICAHET O JIMCTA MMOAJIMHHUKA JOKYMCHTA UJIM HaA JIUCTC
corjiaCoBaHusa (BI/I3I/IpOBaHI/I$I), npujaaraéMom K JOKyMCHTY.

B ucxopsmmx moKyMeHTaX BH3bI MPOCTABISIOTCS Ha JK3EMIUIAPAX JTOKYMEHTOB, TTOMEIIAEMBIX B
JIENIO.

IIo yCMOTpeHHIO OpraHu3alMKi MOKET NMPUMEHATHCSA IOJIMCTHOE BU3MPOBAHUE JOKYMEHTA U €r0
MIPUIIOKEHUH.

5.22 Tloanuch BKIIIOYAET: HAUMEHOBAHHME JOJDKHOCTH JIMIA, TOANKCHIBAIONIETO TOKYMEHT, €ro
COOCTBEHHOPYYHYIO NOJNKCh, paciIn(POBKY MOANUCH (MHULIMAIBI, (paMuiIns).

[Mpumep -
T'eHepaJIbHE IOUPEKTOP [Nognuce n.0. dammnmusa

Eciu AOKYMCHT O(I)OpMJ'IeH HC Ha 6J'IaHKe, B HAMMCHOBAHUEC JOJIZKHOCTHU BKJIIFOUACTCA HAMMCHOBAHUC
opraHu3anuvu. I[OHyCKaeTCSI HECHTPOBAThH HAMMCHOBAHUC OOJDKHOCTH JIMIA, MOANMMCABIICTO AOKYMCHT,
OTHOCHUTEIBHO CaMOH ,HHHHHOﬁ CTPOKH.

[lpumep -

T'eHepaJlbHEIM IUPEKTOP
AO "IIpodwunp" INlomnuce n.0. damumnmsa

[Tpu odopmieHnn AOKyMeHTa Ha OJaHKe JOJKHOCTHOTO JIMIA JOKHOCTH 3TOTO JIMIA B MOIMHCH
HE yKa3bIBaeTcs.

[Mpumep - [Nomnmcse n.0. dammnma

HpI/I noANMMCaHUM NOKYMCHTAa HCECKOJBKHUMU [JOJDKHOCTHBIMU JIMIAMH, 3aHHUMAIOMIUMHU Pa3HOC
IMOJIOKCHHUEC, UX MOANUCH pacCIliojiararoTCda oJHa IoJ I[perﬁ B ITOCJICOOBATCIIBHOCTH, COOTBGTCTBYIOHlefI
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HUECpapXuu 3aHNMACMbIX ,Z[OJI)KHOCTeﬁ.

Mpumep -
IMPEeKTOp MHCTUTYTAa [Moonmce n.o0. dammnma
I'mapHEM OyxTajnTep Iloomnmce n.0. damumnmsa

IIpH noArnmuCaHu AOOKYMCHTAa HCECKOJBbKHMMHU JIMOAaMHU PpaBHBIX HOHXGHXHEﬁ nx MnoAIINCH
pacmnoJiararorcda Ha OJHOM YPOBHC.

[Ipumep -
3aMecTUTEeNb OUpPpeKTopa O OGOMHAHCOBEIM BOIPOCAM Homnuce M.O0. damMmnumsa
3aMecTUTEeNb OMPEeKTOopa IO aIMMHMCTPATMBHEM Bomnpocam Illognmce M.O0. dammnmsa

B HAOKYMCHTAaX, COCTABJIICHHBIX KOMHCCHeﬁ, B IMNOANHCHU YKa3bIBACTCAd CTATYC JIMa B COCTaBC
KOMUCCHH.

[IpuMep -

[lpencenmaTesyib KOMUCCUN [Momonmce n.0. dammnmsa

YJieHBE KOMMUCCUU Illoonmce n.0. damumnmsa
Nognmchb n.0. damunmsa
Nognmchb n.0. damunmsa

[lpy nmoamMcaHuM JOKyMEHTA JIUIIOM, HCHOJHSIOIUM OOS3aHHOCTH PYKOBOAMTENS, MOANUCH
oopmiIseTcs ¢ yKa3aHUEM CTaTyca JODKHOCTHOTO JIMIA B COOTBETCTBUU € MPUKA30M (PACHOPSIKEHUEM).

[lpumMep -

M.o0. reHepalbHOI'O mupekTopa Illommnmcse n.0. dammnmsa
VI :

VcnonHaommMy 00S3aHHOCTHU

TeHepaJbHOT'O IMPEeKTOopa [Noonmce n.0. dammnma

[Tpu noxnMcaHuyu JTOKyMEHTa JIUIIOM, UIMEIOLIUM MPaBo MOJIHUCH B CIy4ae BPEMEHHOTO OTCYTCTBHUS
PYKOBOJIMTEINS, WCIPAaBIECHUS B HAWMMEHOBAHWE JIOJDKHOCTH H  pacIUPpOBKY (QaMHUIHH  YyXKe
MOJITOTOBJICHHOTO M COTJIACOBAHHOTO MPOEKTa JOKYMEHTa BHOCATCS OT PYKHM WM C HCIOJIb30BaHUEM
COOTBETCTBYIOIIMX IITaMmnoB. He nomyckaercs cTaBUTh KOCYIO 4epTy, Haamuch '3a" mepen
HaMEHOBAHHUEM JIOJDKHOCTH JIMIIA B TIOAINMKCH, €CIIH JOKYMEHT MOANUCHIBAET HHOE JTOJHKHOCTHOE JIUIIO.

5.23 Otmerka 00 53JIEKTPOHHOM TMOANMCH MCHOJIB3YETCSI NPU BU3YAIM3ALMH AJIEKTPOHHOIO
JOKYMEHTA, MOANMCAaHHOTO 3JEKTPOHHOM MOJIIHUCHIO, C COOIIOACHNUEM CIeIyIOIUX TpeOOBaHNUI:

a) MECTO pa3MeIleHUsT OTMETKH OO0 HIIEKTPOHHOM MOJIMUCH JOJKHBI COOTBETCTBOBATH MECTY
pa3merneHust COOCTBEHHOPYYHOM MOAMUCH B aHAJIOTUYHOM JIOKYMEHTE Ha OYMa)>KHOM HOCHUTEIIE;

0) 2JeMEHTBl OTMETKH 00 SJEKTPOHHOW MOAMHUCU JTOJKHBI OBITh BUIUMBIMU W YUTAEMBIMH TIPU
0TOOpaXeHUH JOKYMEHTa B HATYPaJlbHOM pa3Mepe;

B) 3JIEMEHTBI OTMETKHU 00 3J'ICKTp0HHOI71 noArnucHu HE JOJIZKHBI IICPCKPBIBATLCA HUJIM HAKJIAAbIBATHCA
APYT Ha Jpyra,

]ﬁ SJIEMEHTBI OTMETKH 00 BHCKTpOHHOﬁ noArnMrCHh HE MNOJIKHBI IEPCKPBIBATH 3JIEMCHTBI TCKCTA
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JOKYMEHTA U JIpYyTrue OTMETKU 00 3JIEKTPOHHOM MOAMUCH (ITPU HAJIHYUN).

OtmeTka 00 >JEKTPOHHOH MOAMUCH B COOTBETCTBUU C 3aKOHOATEILCTBOM Poccuiickoit deneparuu
BKIoYaeT ¢pasy "JIOKyMEHT MOJmucaH OJJIEKTPOHHOW TMOAMHUCHIO", HOMEp cepTu(dUKaTa KiIroda
3JIEKTPOHHOHN MOJMHCH, (PaMUIIHIO, UMSI, OTYECTBO BIaJesblia cepTuduKara, Cpok IeicTBHs cepTuuKaTa
KJIf0Ya 3JEKTPOHHOM moamucu. OTMeTKa 00 3JIEKTPOHHOM MOAMHCH MOXKET BKJIIOYATh H300pa)KeHHe
repOa, SMOJIEMbI OpraHa BIACTH (OpraHU3alliy ), TOBAPHOTO 3HAKA (3HaKa 0OCTYKUBAHUS) OPTaHU3AINH B
COOTBETCTBHUH C JICHCTBYIOIINM 3aKOHO/IATEIbCTBOM.

ITpumep -
SMBIte— IOOKYMEHT IMONIMCAH
Ma SJIEKTPOHHOM MOINUCHIO
HaumenoBaHUe OopTraHa
IOJIXXHOCTU | BJIACTU H.H. HukxoJsaer

Ceptuduxar 1alllaaa000000000011
Brnamesneln HukojsaeB Hukosam HukosiaeBuu
IOemcreuTreyged ¢ 01.12.2012 nmo 01.12.2017

524 [TIlewarp 3aBepsieT NO/UIMHHOCTh MOANUCH JOJDKHOCTHOIO JIML@ HAa JOKyMEHTax,
YAOCTOBEPSIONINX TIPaBa JIUII, PUKCUPYIOMNX (aKThI, CBI3aHHBIC C (PMHAHCOBBIMU CPEICTBAMH, a TAKKE
Ha MHBIX JIOKyMEHTaX, IpelyCMaTpUBAIOUIMX 3aBEpPEHUE IOANUCH I[1€4aThl0 B COOTBETCTBUMU C
3aKkoHoarenbcTBOM Pocculickoit denepanuu.

JlokyMeHTBl 3aBepslOT TMeyaThlo opranuzauuu. lledarb mnpocTaBisieTcsi, HE 3axBaThIBas
COOCTBEHHOPYYHOM TOMAIMUCH JIMIIA, TOAMHCABIIETO JOKYMEHT, WIH B MecTe, oOo3HauyeHHOM "MII"
("Mecro neuaru").

5.25 OtrmeTka 00 UCIIOJHHUTENEC BKIIOYACT (PaAMUIMIO, UMS U OTYECTBO HCIIOJHUTEIS, HOMEP €ro
tenedgoHa. OTMeTKa 00 HCIIOIHUTENE MOXKET JOMOTHATHCS HAaMMEHOBAHHWEM JOJKHOCTH, CTPYKTYPHOTO
MOJIpa3/ICIICHUS ¥ 3JIEKTPOHHBIM aJIPECOM HCIIOTHUTEIIS.

Otmerka 00 ucronHUTENe OQOpPMIISETCS Ha JIUIEBOM CTOPOHE MOCIETHEro JINCTa JOKYMEHTa OT
TPaHMIIBI JIEBOTO TOJISI WITH, TIPH OTCYTCTBUM MECTa, - Ha 0OOPOTHOHM CTOpOHE BHU3Y cieBa. Hampuwmep:
3abenun MBan AmnjapeeBud, KoHTposibHOE yIpaBieHMe, BeOyUIMi crneuuanuct, +7(495) 924-45-67,
Zabelin@gov.ru

OTmeTka 00 UCTIOHUTENE MOXKET O(OPMIIATHCS KaK HU)KHUN KOJOHTHUTYJ M TIeUaTaTbes mpudrom
MEHBIIIETO pa3mepa.

5.26 OtMeTka O 3aBepeHUU KOMUU OQGOpMISIETCS IJs TMOATBEPXKIEHUS COOTBETCTBUS KOIUU
JOKyMeHTa (BBIMUCKH U3 JIOKYMEHTA) TMOJUIMHHUKY JgoKyMeHTa. (OTMeTka O 3aBEpeHHH KOIUHU
MPOCTABIISIETCS] TIOJI PEKBU3UTOM "MOMMHUCH" M BKIIOYAeT: cioBO "BepHo"; HaMeHOBaHUE HOJIKHOCTH
JUIa, 3aBEPUBILErO KOIHIO; €ro COOCTBEHHOPYYHYIO IOANMKCH; pacIM(PpOBKY MOANUCH (MHULIKAIBI,
(bamMunio); 1aTy 3aBepeHuss KOMUH (BBIMUCKU U3 TOKYMEHTA).

[lpumep -
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BepHoO
VHCIIeKTOpP CJyX0Obl KaIpOoB [Momnmce n.0. dammnmsa
HaTa

Ecnu xonust BeIgaeTcst AJis MPEACTABICHUS B IPYTYI0 OpPraHU3aliio, OTMETKA O 3aBEPEHUH KOMHUHU
JIOTIOJTHSICTCS HAJIMUCBI0O O MECT€ XPaHCHHs JOKYMEHTa, C KOTOpOro Obljla M3rOTOBJICHA KOIIHS
("TloqmMHHUK JOKYMEHTAa HaXOAuTCs B (HaMMEHOBAaHHE opraHu3aiuu) B aeine N ... 3a ... ron") wu
3aBepsIETCs MeYaThl0 OpraHu3aIliu.

I[J'ISI IIPOCTABJICHUSA OTMCTKH O 3aBEPECHUHN KOIIMHU MOXKET UCIIOJIB30BAaThCA HITAMII.

5.27 OrMmeTKa O MOCTYIUICHHMM JOKYMEHTA CIYXXHUT AJsl MOATBEPKACHUS (aKTa MOCTYIUICHUS
JOKyMEHTa B OpPTraHH3alUI0 M BKIIOYAET JaTy NOCTYIUICHHS M BXOISIIMH PErHCTPAallMOHHBI HOMEp
nokymenTa. [Ipu HEOOXOOMMOCTH OTMETKA O TMOCTYIUIEHMH MOXKET JOTONHATHCS yKa3aHHEM BPEMEHHU
MOCTYIUICHHS B YacaX U MUHYTaX M Coco0a JOCTaBKU JIOKYMEHTA.

OtMmeTKa 0 MOCTYIUICHUHN OOKYMCEHTA MOKET ITPOCTABJIATHCA C ITIOMOIIBIO IITaMIIa.

5.28 Peszomonus COACPKUT YyKa3aHHC IO UCIIOJIHCHHUIO JOKYMCHTA. Pezomonus O(l)OpMJ'ISIeTCH Ha
CB060[[HOM MCECTC pa60qer0 IoJIs1 JOKYMCHTA, Ha OnaHKe PE30JIIOINHU UJIIM BHOCUTCA HCIIOCPCACTBCHHO B
CHCTCMyBHGKTpOHHON)HOKYMCHTOO60pOT&

Pezomronst  BKIOWaeT: (paMmimio, MHULIMAIBI WCHOJIHUTENS (MCIIONHUTENCH), MOpPY4YEeHHE 10
JOKYMEHTY, MpU HEOOXOAMMOCTU - CPOK MCIIOJHEHMsI, MOJIUCH JIMIA, BBIHECIIErO PE30NIOLMI0, JaTy
PE30IIIOLUH.

ITpumep -

®Gamunus N.0.

[Ipomry moaroroButs npeanoxenus k 10.11.2016.
ITonmmce

JlaTa

5.29 OTMmeTKa 0 KOHTPOJIE CBUIETENBCTBYET O IOCTAHOBKE JOKYMEHTA Ha KOHTPOJIb, TPOCTABIISIETCS
mramnoM "KoHTposs" Ha BEpXHEM M0JI€ JOKYMEHTA.

5.30 OTmeTKa O HaIpaBJICHUU JOKYMEHTa B JIEJIO OMPEAEIISET MECTO XPAHEHUs JTOKYMEHTa IOCIe
3aBeplIeHHs padOThI C HUM M BKJIIOYAeT: cjoBa "B nmeno", uHaeke nena mo HOMEHKIAType Ael, B KOTOpoe
MOMENIaeTCsl JOKYMEHT Ha XpaHEeHHE, C yKa3aHWeM Tojia, MOJDKHOCTH JIKIa, O(OPMUBIIETO OTMETKY,
MOAMMCH, J1aThI.

[lpumep -

B mesmo N 01-18 =3a 2016 1.

3aB. OTHOEJIOM KOPIOPATUBHBEIX [NPOEKTOB
IToonucoe HaTa

OTMeTKa 0 HaIllpaBJICHUU OOKYMCHTA B [JC€JIO0 MOXKCT JOIOJHATHCA KPAaTKUMHU CBCACHUSIMU O
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XapakKTepE UCIIOJIHCHHUA JOKYMCHTA.
6 bnaHkn AOKyMeHTOB

6.1 Jlna wmsroromieHust OyaHkoB AokymeHToB, coriiacHo ['OCT P 7.0.8, ucmonws3zyercs Oymara
dopmatoB A4 (210 x 297 mm), AS (148 x 210 mm); ansd W3rOTOBJICHUs OJAHKOB PE3OJIOLUN
ucronb3yercst Oymara opmatoB AS (148 x 210 mm), A6 (105 x 148).

Kaxnp1ii muct n1oKymenTa, opOopMIICHHBIH Ha OJaHKe nin 0e3 Hero, I0JKEH UMETh MOJIsl He MeHee:
20 MM - 1€BOE;

10 MM - paBoe;

20 MM - BepxHee;

20 MM - HUXKHEE.

JIOKyMEHTBI JTUTENbHBIX (CBbIIe 10 JIeT) CPOKOB XpaHEHHUS JODKHBI HMETh JICBOE I0JIe HE MEHEe
30 mM.

6.2 OpraHuzalyy HCHOJB3YIOT OJaHKKM JOKYMEHTOB, M3TOTOBJICHHBIE Ha OYMa)XHOM HOCHUTEIEe
(6manku  JTOKYMEHTOB (peiepaibHBIX OPraHoOB TOCYJApPCTBEHHOM BJIACTH C BOCHPOU3BEIACHUEM
l'ocynapctBennoro  repba  Poccuiickoii  @enepaliii  W3rOTaBIMBAIOTCA  MOJIUTPapUUECKUMHU
OPEINPUATHSIMHA, HMEIONIMMUA  CePTH(UKATEI O HATMYMU TEXHUYECKUX U  TEXHOJIOTUYECKHUX
BO3MOKHOCTEH Ul KauyeCTBEHHOI'O M3TOTOBJIEHMS YKA3aHHOTO BUAA MPOAYKLUUHU) W/WIN 3IIEKTPOHHBIE
1ma0aoHbl Oj1aHKOB. biiaHku Ha OyMa)XHOM HOCHTENE U AJIEKTPOHHbIE 1IA0JIOHBI OJIAHKOB JOJKHBI OBbITH
UJCHTUYHBI [T0 COCTAaBY PEKBU3UTOB, MOPSJIKY X PACIIONIOXKEHUS, TApHUTYpaM HIpUPTA.

bnanky JOKyMeHTOB Ha OyMa)KHOM HOCHUTEJIE U 3JIEKTPOHHBIE 11a0JIOHBI OJJAHKOB M3rOTAaBIUBAIOTCS
Ha OCHOBAaHUM MAKeTOB OJIAHKOB, YTBEPKIA€MbIX PYKOBOJIUTENIEM OpraHU3aLUu.

bnaHky JOKYMEHTOB clieyeT U3roTaBiIuBaTh Ha 0enoil Oymare mwin Oymare CBETIIBIX TOHOB.

QHCKTpOHHHe 1a0JIOHBI OJ1aHKOB JOKYMCHTOB JOJIDKHBI OBITh 3alllUIICHBI oT
HCCAHKITMOHUPOBAHHBIX W3MEHCHHIA.

6.3 bmanku JOKYMCHTOB O(bOpMJ'IHIOTCH B COOTBETCTBHU C HpI/IJ'IO)KCHI/ICM b. OpI/IeHTI/IpOBO‘-IHBIC
rpaHviibl 30H PACIOJOXKCHHUA PCKBU3UTOB 0003HaYEHEI ITYHKTUPOM. Ka)KJIaFI 30Ha ONpEACIACTCA
COBOKYITHOCTBIO BXOAAIIUX B HCC PCKBU3UTOB.

6.4 B 3aBucMMOCTH OT pPAacIONOXKEHHsS] PEKBU3UTOB YCTAHABIMBAETCS JiBa BapuaHTa OJAHKOB -
yraoBo# (pucyHok b.1) u npogoneHslii (pucyHok b.2).

6.5 PexBuzuter 01, 02, 03 pacronararoTcsi Ha BEpXHEM IOJIe JOKYMEHTa HaJ pekBu3uToM 05 1o
CEpENHE 30HBI, 3aHATON ATUM PEKBU3UTOM.

PexBuzut 03 MoxkeT pacnonararbcs cieBa Ha ypoBHE pekBuznTa 05.
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PexBuzutel 05, 06, 07, 08, 09, 13, orpaHuuMTelbHbIE OTMETKH Mg pekBu3uToB 10, 11, 12 B
mpejiesax TpaHul] 30H PacIoIOKEHUsST PEKBU3UTOB PA3MEIIAIOTCS OJJHUM U3 CIIOCOOO0B:

- IICHTPOBAHHBIM (HAYaJO M KOHEI KaXJ0H CTPOKU PEKBU3UTOB PABHO yJAJEHBI OT TPaHUI] 30HbBI
PacCIoJIOKEHUSI PEKBU3UTOB);

- (pmaroBeIM (Kakmas CTpOKa PEKBU3UTOB HAYMHACTCS OT JIEBOM I'PAHHIBI 30HBI PACIIOJIOKCHHS
PEKBU3UTOB).

6.6 YcraHaBIMBAIOTCS CIICAYIOIINE BUBI OJIAHKOB JOKYMEHTOB OpPraHU3aliu:
- 001U OJIaHK;

- OJIaHK ITHCHMa;

- OJIaHK KOHKPETHOTO BHUJIa JOKYMEHTA.

HopmaTuBHBIMU NpaBOBbIMM aKTaMU OpraHU3allUd yCTAaHABIMBAIOTCS BUAbl IPUMEHSEMbIX
ONMaHKOB M HMX pa3HOBUAHOCTH (OJaHK mMHChMa CTPYKTYPHOTO TOApa3JesieHus, OJaHK MuchMa
JOJHKHOCTHOTO JIUIIa, OJIaHK MpUKa3a, OJIaHK paclopsbKeHUs, OJIaHK MTPOTOKOIA U JIp. ).

OO0pa3ipl 6J1aHKOB JOKYMEHTOB IPUBEICHBI B TPUIIOKEHNH b.

6.7 OO OJaHK MCIIONB3YETCS Uil U3TOTOBJICHHS JIFOOBIX BUIOB JJOKYMEHTOB, KPOME JICJIOBOTO
(cimy>xe0HOT0) HChMa.

OOmuii OjMaHK B 3aBUCHMOCTH OT YYPEAUTENbHBIX JOKYMEHTOB OpPTaHH3alMd U JIOKAbHBIX
HOPMAaTHBHBIX akTOB BKJtouaeT pekBu3uThl 01 (02 mwmm 03), 05, 06, 07, 13 u orpaHUYUTEIBHBIE OTMETKH
st pekBusuTos 10, 11, 16, 17.

bnank nucbMa B 3aBHUCHMOCTH OT YYpPEIAUTENIbHBIX JOKYMEHTOB OpraHW3alud U JIOKaJIbHBIX
HOPMAaTUBHBIX akTOB BKIO4aeT pekBU3UTHl 01 (02 umum 03), 05, 08, orpaHUYUTENbHBIE OTMETKU IS
pexBusutoB 10, 11, 12, 15, 17. bnank nucbMa CTpyKTYpHOTO MOAPA3JEICHUS JONOJHUTEIBHO BKIIIOYAET
pexBu3uT 06, 6J1aHK MHUChMa JOHDKHOCTHOTO JIMLIA - peKBU3UT 07.

bnaHKk KOHKpeTHOro BHAA JIOKyMEHTa, KpOME MHCbMa, B 3aBUCUMOCTH OT YUYpeIUTENbHBIX
JOKYMEHTOB OpPraHM3alli¥l M JIOKAIbHBIX HOPMATHUBHBIX MPABOBBIX akTOB BKIMO4aeT pekBu3uThl 01 (02
umu 03), 05, 09, 13 u, npu HEOOXOTUMOCTH, OTPAHUIUTEIBHBIC OTMETKH ISl TPAHUI] 30H PACIIOJIOKEHUS
pexBusutoB 10, 11, 16, 17. biaHk KOHKpPETHOro BHAA JOKyMEHTa CTPYKTYpPHOTO TOJpPAa3IEICHUS
JIOTIOJIHUTENBHO BKIIFOUaeT pekBU3UT 06, OJIaHK TOJKHOCTHOTO JIMIA - peKBU3UT 07.

6.8. B opranax Biactu M opraHuzanusax pecrnyonauk Poccuiickoit deneparuu, MCHOIb3YIOMMX
HapsAly C PYCCKHM SI3BIKOM KakK TOCYJapCTBEHHBIM si3bIKOM Poccuiickoit denepanu rocyaapCTBEHHbIN
A3BIK (FOCYJApCTBEHHBIE S3bIKH) PECITYOJIUK, UCIIONb3YIOTCS OJIAHKH JOKYMEHTOB Ha PYCCKOM SI3BIKE M
rOCy/IapCTBEHHOM sI3bIK€ (TOCYJapCTBEHHBIX S3bIKaX) pecnyOiHK: yIjoBble (PEKBU3HUTHI OylaHKa
pacrmojararoTcs Ha OJHOM YPOBHE: Ha PYCCKOM S3bIKE - CIJI€BA, Ha TOCYJapCTBEHHOM S3bIKE
(rocyapcTBEHHBIX SI3bIKax) pecrnyOSMK - CpaBa) WIM NPOAOJIbHBbIE (PEKBU3UTHI OJlaHKA HAa PYCCKOM
A3BIKE - CBEPXY, PEKBU3HUTHI OJIaHKA HA FOCYJApCTBEHHOM $sI3bIKE (TOCYJAapCTBEHHBIX S3BIKAX) PECIyOJInK
- HUXKeE).
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s mepenucku ¢ MHOCTPaHHBIMU KOPPECIOHJEHTAMU HCIOJB3YIOT ONIAaHKM Ha JIByX S3bIKAX -
PYCCKOM U aHTJIMKACKOM (Tpuiiokenue B.8) niam ”HOM HHOCTpaHHOM SI3bIKE.
(n. 6.8 B pen. M3menenus N 1, yB. [Ipukazom Poccrangapra ot 14.05.2018 N 244-cT)

[Ipunoxenue A

(cipaBoYHOE)

PACMNONOXEHUE PEKBU3NTOB HA TUTYJIbHOM JIMCTE AOKYMEHTA

HavMeHOBaHME OpTraHM3aLUN
T'pud corslacoBaHMsA IOOKyMeHTa T'pud yTBepXOeHMS HOOKYyMEeHTa

HamMeHOBaHMe BUIa IOOKYMEeHTA
3aroJIOBOK K TEKCTY

T'pud corsiacoBaHMA IOOKyMeHTa

MecTOo cocTaBJleHUSA (MBH&HMH) JOKYyMEHTAa — TI'OO M3IOaHMA OJOKYMEHTa

Pucynok A.1 - Pacnonoxenrne peKBU3UTOB Ha TUTYJIBHOM
JUCTE JOKYMEHTa

[Ipunoxenue b
(ctipaBOUHOE)

CXEMBI PACIIOJIOKXEHMA PEKBU3NTOB IOKYMEHTOB
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Pucynok b.1 - PacnionoxeHue peKBU3UTOB U I'PAHULIbI 30H
Ha popmate A4 yriioBoro GiaHka
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Pucynok b.2 - PacnionoxeHue peKkBU3UTOB U IPaHULIbI 30H
Ha popmaTe A4 nMpoaoaLHOTO OJIaHKa

[Ipunoxenue B

(cipaBoYHOE)

OBPA3LbI BJIAHKOB IOKYMEHTOB

Pocapxus

demepanbHOe OOOXETHOE yuUpeXIeHMe
"BCepoCCUMCKUM HAYyYHO-MCCJIeOOBATEJIbCKUM MHCTUTYT
IOOKYMEHTOBEINEHMUSA U apxXMBHOTO zmeja"
(BHUMIOAL)

MockBa

Pucynok B. 1 - O6pa3zer oOmiero 6;1aHka opraHu3aiium

Pocapxus

demepalibHOe ONIXEeTHOE yupexIeHUe
"BCepOCCUMCKUM HaydHO—
VCCJIENOBRATEJIbCKUY MHCTUTYT
IOOKYMEHTOBEIEHMUSA M apxXMBHOTO meja"
(BHUMIAL)

IpodcowszHasg yiu., n. 82, Mockma, 117393
Ten./daxc (495) 718-78-74
e-mail:mail@vniidad.ru; http://www.vniidad.ru
OKIIO 02842708; OI'PH 1027700380795;
VHH/KIIIO 7708033140/771001001

N

Ha N oT

Pucynoxk B.2 - O6pa3zer yrioBoro 6jaHka muchMa OpraHU3aIAH

PocapxuB
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CTaHAapTOB 110 MH(OPMALUH, OMOINOTCYHOMY U U3JAT...

depepanbHoe OroaXeTHOE yupexaeHue
"BcepoccUnNCKuin Hay4Ho-uccnenoBaTerilbCKUN UHCTUTYT
OOKyMeHTOBeAeHuA n apxuBHoro aena” (BHUNOAL)

Mpodcoro3Han yn., Aa. 82, Mockea, 117393
Ten./¢pakc (495) 718-78-74 e-mail:mail@vniidad.ru;
http://www.vniidad.ru
OKIMO 02842708; OrPH 1027700380795;
MHH/KNMN 7708033140/771001001

N

Ha N oT

Pucynok B.3 - O0pa3zer npoaonbpHOro 6j1aHka MuchMa OpraHu3aluu

Pocapxus

PenepanbHoe GroMKETHOE yUpexaeHue
"BcepocCcUNCKUA Hay4YHO-UCCnenoBaTeIbCKUN UHCTUTYT
OOKYMEeHTOBeAeHUA U apxuBHoro aena"

(BHUMAOAQ)
OVUPEKTOP

Mpodcoro3Has yn., a. 82, Mockea, 117393
Ten./¢pakc (495) 718-78-74 e-mail:mail@vniidad.ru;
http://www.vniidad.ru
OKIMO 02842708; Or'PH 1027700380795;
MHH/KNMN 7708033140/771001001

Ha N oT

Pucynok B.4 - O0pa3zen npoaonbHOro 6j1aHKa muchma
JIOJPKHOCTHOTO JIMIIA

Pocapxus

PenepanbHoe GroMKETHOE yUpeXxaeHue
"BcepoccuUncKkMn Hay4yHo-uccnenoBaTefibCKUM UHCTUTYT
OOKYMeHTOBeAeHUA U apXmBHOro gena'"
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(BHUMOAL)
OTPACTNEBOW LIEHTP MOBbILEHUA KBANTU®UKALIMK

Mpodcoro3Han yn., Aa. 82, Mockea, 117393
Ten./¢pakc (495) 718-78-74 e-mail:mail@vniidad.ru;
http://www.vniidad.ru
Ten./dpakc (495) 718-79-38; e-mail:ocpk@vniidad.ru
OKIMO 02842708; Or'PH 1027700380795;
MHH/KNMN 7708033140/771001001

Ha N oT

Pucynok B.5 - O6pa3sern npooinpHOTro 0JIaHKa MIChMa
CTPYKTYPHOTO MOJIpa3ieiCHHUs

Pocapxus

denmepasibHOe OHNIXEeTHOE yupexIeHMre
"BCepoCCUMCKUM HAYy4YHO-MCCJIeOOBATEJIbCKUM MHCTUTYT
IOOKYMEHTOBEIEHMUSA U apxMBHOTO zmeja"
(BHMMIAL)

[IPUKAS3

MockBa

Pucynok B.6 - O6pa3er 0;1aHKa KOHKPETHOTO BUAA
JIOKYMEHTa OpraHUu3aluu

Pocapxus
demepallbHOe OHIXeTHOE yupexIeHUe
"BCepOCCUMCKUM HayUHO-MCCJIENOBATEJIECKUY UHCTUTYT
IOOKYMEHTOBEIEHMUA M apxXMBHOTO meja"
(BHUMIATL)
IVNPEKTOP

PACIIOPAXEHUE

MockBa

www.consultant.ru
HaJeKHasA MPAaBOBasd MOAACPIKKA

Crpanunna 29 u3 30


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

"T'OCT P 7.0.97-2016. Hanmonanshslii cranaapt Poccuiickoit ®enepannu. Cucrema Jokyment npenoctasien Koncynsrantllmoc
CTaHJAapTOB MO HH(OPMALHK, OUONTHOTEYHOMY M M3/AT... JHara coxpanenus: 31.10.2019

Pucynox B.7 - O6pazern 61aHKa KOHKPETHOTO BHJa JOKYMEHTA
JOJDKHOCTHOTO JIUIIA

Pocapxus

depepanbHoe OOAXKETHOE yupeXxaeHue
"BcepoccUNCKuin Hay4HoO-uccnenoBaTeilbCKUN UHCTUTYT
AOOKYMEeHTOBeAeHUA U apxuBHoro aena"

(BHANOAL)

Mpodcoro3Has yn., A. 82, Mockea, 117393
Ten./dpakc (495) 718-78-74 e-mail:mail@vniidad.ru;
http://www.vniidad.ru
OKINO 02842708; OIN'PH 1027700380795;
MHH/KMM 7708033140/771001001

Rosarchiv
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