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[IpaBuia npuMeHEHHs HACTOSAIIETO CTaHJapTa YCTaHOBIIEHBI B cTaThe 26 DenepanbHOro
3akoHa oT 29 ntoHs 2015 r. Ne 162-®3 "O crannapruzaunuu B Poccuiickoit @eneparun’.
WNudopmanust 00 M3MEHEHUAX K HACTOSIIEMY CTaHIApTy MyOJIUKYeTCs B €KEroTHOM (110
COCTOSIHMIO Ha 1 sTHBaps TEKYILEro roja) MHGopMaoHHOM yKkasarene "HarmoHanbHble
cTanzapThl", a OQUIIHATEHBIA TEKCT U3MEHEHUN U IIPABOK - B €KEMECIYHOM
nHpopMaMOHHOM yka3zaTene "Hamnuonanbhele cTanaapTsl”. B ciyuae nepecMmoTpa
(3aMeHbI) WM OTMEHBI HACTOSIIETO CTaHAAaPTa COOTBETCTBYIOIIEE YBEJOMIICHUE OyIeT
OITyOJIMKOBAHO B OJIMKAMIIIEM BBIITYCKE €XKEeMECSIHOr0 HHPOPMALIMOHHOTO yKa3aTes
"HarmonanbHeie cranaapThl". COOTBETCTBYIOMIAS HH(OPMALIKS, YBETOMIICHUE U TEKCTHI
pa3MeniaroTcs B ”HGOPMAITMOHHOM crcTeMe OOIIero MmoIb30BaHus - Ha O(pUIMaILHOM
caiite denepanbHOrO areHTCTBA M0 TEXHUYECKOMY PETYJIMPOBAHHUIO U METPOJIOTHH B
cetu UuTepHeT (Www.gost.ru).

Hacrosimuii cTangapT He MOXKET OBITh ITOJIHOCTHIO MIJIM YaCTHYHO BOCIIPOU3BEJIEH,
TUPAXUPOBAH U PACHPOCTPAHEH B KaUeCTBE O(UIMATIBHOTO U3AaHUs 0e3 pa3pelieHus
denepalbHOTO areHTCTBA N0 TEXHUYECKOMY PETYJIMPOBAHUIO U METPOJIOT MU

1 O6nacTb MpUMEHEHHS

Hacrosimmii cTangapT pacnpocTpaHseTcsi Ha OpraHU3allMOHHO-PACTIOPSIIUTENbHbIC
JOKYMEHTBI: YCTaBBbl, OJIOKEHHS, TIPaBUiIa, MHCTPYKIIMH, PETJIaMEHTHI, TOCTAaHOBIICHUS,
pacropspKeHHs, IPUKa3bl, PEIeHHs, TPOTOKOJIBI, I0TOBOPHI, aKThI, TUChMa, CIIPABKU U
ap. (manee - TOKyMeHTBI), B ToM uncie BkIroueHHbie B OK 011-93 "O6mepoccuiickuit
kiaccugukatop ynpasieHueckoi nokymenranuu" (OKY 1), kmace 0200000.

Hacrosiuuii ctannapT onpenensieT cocTaB peKBU3UTOB JOKYMEHTOB; IIPaBHJIa UX
o(opMIIeHHS, B TOM YHUCIIE C TPUMEHEHHEM HH(POPMALIMOHHBIX TEXHOJIOTUIA; BU/IbI
0JIaHKOB, COCTaB PEKBU3UTOB OJIAHKOB, CXEMBbI PACIIOJI0KEHHUS PEKBU3UTOB Ha
JIOKYMEHTe; 00pa3iibl OJTaHKOB; MpaBUIIa CO3/IaHMsI TOKYMEHTOB. [lonosxenus
HACTOSIIEr0 CTaHJapTa paclpoCTPAHIIOTCS Ha JOKyMEHTH Ha OyMa)KHOM H
AJIEKTPOHHOM HOCHUTENSAX

2 HopMaTHUBHBIE CCBHUIKU

B nHacrosmeM crannapTe UCoJb30BaHbl HOPMATUBHBIE CCBUIKY HA CIEAYIOLIHE
CTaHJAPTHI:

I'OCT P 7.0.8 Cucrema cranaapToB Mo HHPOpMAIH, OHOIHOTEUHOMY U U3AaTEIbCKOMY
nemny. J1enonpon3BoACTBO U apXUBHOE J1eN0. TepMHUHBI U OTIpE/IEICHUS

I'OCT P UCO 15489-1 Cucrema cTranaapToB 1o HHGpOpMAaLUHU, OUOIHOTEUHOMY U
U3JAaTeIbCKOMY Jieny. YTpaBieHue jokyMeHTamMu. Oomie TpeGoBanus

[Tpumeuanue - [Ipu NOIH30BAHUN HACTOSIIUM CTAHIAPTOM LIEIECO00PA3HO MTPOBEPUTH
JeWCTBUE CCHIOYHBIX CTAHIAPTOB B MH(OPMAIIMOHHOM cucTeMe 00IIero Nojab30BaHus -
Ha o¢puransHOM caiite deneparbHOro areHTCTBA MO TEXHUYECKOMY PEryJIMPOBAHUIO U



METPOJIOTUH B CeTH VIHTEpHET UM IO €XKEeroJHOMY HH(POPMALMOHHOMY YKa3aTelto
"HanmoHanbHble CTaHAAPTHI", KOTOPBIH OMYOJUKOBAH MO0 COCTOSIHUIO Ha 1 sTHBaps
TEKYIIEro T0/1a, U MO BBIITYCKaM €XEeMECSYHOTO HH()OPMAITMOHHOTO yKa3aTes
"HanumonanbHble cTranapThl" 3a TEKyLUi roj. Eciiv 3aMeHEH CChIJIOUHBINA CTaHAAPT, Ha
KOTOPBIH JaHa HEaTUPOBAaHHAs CCBLIKA, TO PEKOMEHAYETCS UCIOJIb30BaTh
JEUCTBYIOLTYIO BEPCUIO 3TOTO CTAHAapTa C YIETOM BCEX BHECEHHBIX B JaHHYIO BEPCHIO
n3MeHeHU|. Ecny 3aMeHeH CChUIOYHBIN CTaHIapT, HA KOTOPBIN JaHa JaTUPOBAaHHAs
CCBLJIKA, TO PEKOMEHTyeTCsl UCII0JIb30BaTh BEPCHUIO 3TOT0 CTAHIApTa C YKa3aHHBIM BBIIIIE
roJIOM yTBepkAeHUs (MpuHATH). Ecin nocine yrBepk1eH!s HaCTOSLIEr0 CTaH1apTa B
CCBIJIOUHBIN CTaHAAPT, HA KOTOPBIN JaHa JaTUPOBAHHAs CChLIIKA, BHECEHO U3MEHEHHUE,
3aTparuBarolliee MoJI0KEHNE, Ha KOTOPOE J1aHa CChUIKA, TO 3TO IMOJIOXKEHUE
PEKOMEH/yeTCsl IPUMEHATH 03 yueTa JaHHOTO U3MeHEeHHs. Eciu cChtouHbIi cTaHaapT
OTMEHEH 0e3 3aMEHbI, TO MOJIOKEHHE, B KOTOPOM JJaHa CChUIKA HA HEr0, PEKOMEHIyeTC s
IIPUMEHSATH B YAaCTH, HE 3aTParuBaroIlel 3Ty CChUIKY.

3 O6uue TpeboBaHUS K CO3/IaHUIO IOKYMEHTOB

3.1 JIOKyMEHTBI MOTYT CO3/1aBaThCsl HA OYMa)KHOM HOCHUTEJIE U B JJIEKTPOHHOHU (hopme ¢
COOJIIOJICHUEM YCTaHOBJICHHBIX MPABUII OPOPMIICHUS JOKYMEHTOB.

3.2 TIpu co3ganuu TOKYMEHTa Ha JIByX M 0oJiee CTpaHUIaX BTOPYIO M MOCIIEAYIOIINE
CTpPaHULIbl HYMEPYIOT.

Howmepa cTpanui npocTaBiIsitOTCs OCEPEINHE BEPXHETO NOJIS JOKYMEHTA Ha
paccrossHuM He MeHee 10 MM OT BepXHEro Kpas JIMCTa.

JlommyckaeTcst co3JaHue JOKYMEHTOB Ha JIMIEBOW U 000pOTHOH cTopoHax iucra. [Ipu
JBYCTOPOHHEM CO3JIaHUU JOKYMEHTOB IIMPUHA JIEBOTO I0JI HA JIULEBOM CTOPOHE JINCTA

Y TIPABOTO MOJIsl Ha 00OPOTHON CTOPOHE JIUCTA JOJDKHBI OBITH PaBHBI.

3.3 IIpennoyYTHTENbHBIMHI FAPHUTYPAMH U pa3MepamMu HIpU(TOB Ui PEKBU3UTOB
JOKYMEHTA SIBIIFOTCS:

Times New Roman Ne 13, 14;

Arial Ne 12, 13;

Verdana Ne 12, 13;

Calibri Ne 14 u npuOnmKeHHbIE K HUM.

[Tpu coctaBieHnH TaOIUI] IOITYCKAETCS UCIIOIb30BaHUE MIPU(TOB MEHBIIUX PA3MEPOB.

3.4 AG3aiHbIi OTCTYI TEKCTa JOKyMeHTa - 1,25 cm.



3aroI0BKH pa3/eNioB U MOJPa3/IeioB MeYaTaroTCs ¢ a03aI[HBIM OTCTYIIOM HITH
LEHTPUPYIOTCS 10 IUUPUHE TEKCTA.

MHOFOCTpO‘IHBIe PCKBU3UTHI IICYATAOTCA UCPE3 OJAUH MG)KCTpO‘IHBIﬁ HUHTCPBAJ,
COCTaBHBIC YaCTHU PCKBU3UTOB OTACIAIOTCA JOMOJIHUTCIIbHBIM UHTCPBAJIOM.

TekcT nokymeHTa nevaraercs yepes 1 - 1,5 MeXXCTpOUHBIX MHTEpBaa.

Ecnu 1oKyMeHT roTOBUTCA Ul M3aHUS C YMEHbIICHUEM MaciuTada, TEeKCT Ie4aTaeTcs
4yepes J1Ba MHTEpBaJa.

WuTepBan Mex 1y OykBaMu B CJIOBax - OOBIYHBIN.
HHTepBan Mexy ClIOBaMH - OJMH ITPoOe.

3.5 TekcT noKyMeHTa BbIpaBHUBAETCS 110 LIMPHUHE JIMCTA (TI0 TPaHULaM JIEBOTO U
IIPaBOro IMOJIEH JOKYMEHTA).

JliiHa caMOU IJIMHHOM CTPOKU PEKBU3UTA IIPU YIVIOBOM PACIIOJIOKEHUU PEKBU3UTOB HE
6omee 7,5 cM.

JlnHa caMOU IJIMHHOM CTPOKU PEKBU3UTA IIPHU IIPOJOJIBHOM PACIIOJIOKEHUN PEKBU3UTOB
He Gozee 12 cm.

3.6 HopMaTHBHBIMH MTPaBOBBIMU aKTaMH OPTaHU3AIUH MOKET OBITh IPEIYCMOTPEHO
BBIJICJIEHUE PEKBU3UTOB "azpecar”, "3aro0BoK K TEKCTY" WK "MOANKCH", a TaKKe
OTJENBHBIX (PparMeHTOB TEKCTA MOTYKUPHBIM IIPUPTOM.

3.7 HopmaTuBHBIE IPABOBBIE aKThl OpPraHU3aL1H, @ TAK)KE NHbIE MHOTOCTPAHUYHbIE
JTOKYMEHTBI MOTYT O(POPMIIATHCS C TUTYJABHBIM JINCTOM. TUTYNBHBIA JTUCT JOKYMEHTA
odopmIIsieTcs B COOTBETCTBUH C IPUIIOKEHUEM A.

4 PexBU3UTHI JOKYMEHTA

[Tpu noarotoBke u 0(HOPMIICHUU TOKYMEHTOB UCTIONB3YIOT PEKBU3HTHI, OTIPE/ICICHUS
koTopbix npuseneHsl B 'OCT P 7.0.8

01 - rep6 (I'ocymapctBenHslii rep6 Poccuiickoit deneparuu, repd cyobekra Poccuiickoii
denepanun, repd (repalibIUUecKuii 3HaK) MyHHUIIUITATLHOTO 00pa30BaHus);

02 - omOnema;
03 - ToBapHbIi 3HAK (3HAK OOCTY)KUBAHUSA);

04 - ko1 hOopMBI TOKYMEHTA;



05 - HaMeHOBaHKE OPraHU3aIMU - aBTOPA TIOKYMEHTA;

06 - HaMeHOBaHKE CTPYKTYPHOTO IOIPa3/ICICHHUs - aBTOpa IOKYMEHTA;
07 - HaMeHOBaHKE JOJDKHOCTH JIMLIA - aBTOPA IOKYMEHTA;
08 - cipaBouHBIC TaHHBIE 00 OPraHU3AIINH;

09 - HaMeHOBaHKE BU/1a JOKYMEHTA;

10 - nata nOKyMeHTa;

11 - perucTpanOHHBIA HOMEP JOKYMEHTA;

12 - ccpuika Ha PEerucTPAMOHHBIA HOMED U JIaTy MOCTYNHUBIIETO JOKYMEHTA;
13 - MecTo cocTaBiieHus (M3AaHUS) JOKYMEHTA;

14 - rpud orpannyeHHs AOCTyNA K JOKYMEHTY;

15 - appecar;

16 - rpud yrBEep>KICHHUS JOKYMEHTA;

17 - 3aroyioBOK K TEKCTY;

18 - TekcT JOKyMEHTa;

19 - oT™MeTKa O IPUIIOKEHHH;

20 - rpud cormacoBaHus TOKYMEHTA;

21 - Bu3a;

22 - IO INCH;

23 - oTMeTKa 00 3JIEKTPOHHON TOIHCH;

24 - reyarts;

25 - oTMeTKa 00 HCIIOIHUTEIIE;

26 - OTMETKA O 3aBEPEHUH KOIIUH;

27 - OTMETKA O TIOCTYIUICHUH JOKYMEHTA;



28 - pe3oronus;

29 - OTMETKa O KOHTPOJIE;

30 - oTMeTKa 0 HarpaBJIEHUH JOKYMEHTA B JIEJO.
5 OdopmieHne peKBU3UTOB JOKYMEHTOB

5.1 T'ep6 (I'ocynapctBennsrii repd Poccuiickoii @enepanuu, repd cyonrekra Poccuiickoit
Odenepanun, rep0d (repalibIUUecKuii 3HaK) MyHUIIUITATLHOTO 00pa30BaHus)
BOCIPOU3BOIUTCA Ha OJIaHKaX JJOKYMEHTOB B COOTBETCTBHHU ¢ DerepaabHbIM
KOHCTUTYLIMOHHBIM 3aKOHOM 0T 25 nexadps 2000 r. Ne 2-®K3 "O I'ocynapcTBeHHOM
rep6e Poccuiickoit @eneparuu’, 3aKOHO1aTEILHBIMUA M UHBIMA HOPMAaTUBHBIMU
NIPaBOBBIMHU aKkTaMu cyObekToB Poccuiickoii denepaiiii 1 HOPMATUBHBIMU TIPABOBBIMHU
aKTaMHU OpraHOB MECTHOI'O CaMOYIIPABJICHUS.

N3o6paxenue repda (I'ocymapcTBenHoro, cyonsekra Poccuiickoit @deneparuu, repba
(repasibIM4ECKOr0O 3HaKa) OpraHa MECTHOTO CAMOYIIPaBJIEHMsI) TOMEAETCS 10 CEPEIUHE
BEPXHETO I0Jisl OJIaHKa IOKYMEHTa HaJl PEKBU3UTAMU OPraHU3aI|K - aBTOPaA JTIOKyMEHTA,
Ha paccTosiHUM 10 MM OT BEpXHETO Kpas JHUCTA.

5.2 DmOnema opranuszaiuy, pa3paboTaHHas U yTBEPXKIACHHAS B YCTAHOBJICHHOM MOPSIKE,
pasmeIaeTcs B COOTBETCTBUU C HOPMATUBHBIMM MPAaBOBBIMU aKTaMM Ha OJaHKax:
JOKYMEHTOB (peJiepalbHbIX OPraHOB rOCyIapCTBEHHOM BIACTH (32 UCKITIOUCHHEM
cllyyaeB, IpeaycMaTPUBAIOLINX HCIIOJIb30BaHue n300pakeHus ['ocymapcTBeHHOTO Tepba
Poccuiickoit @enepanun), TEppUTOPUAIEHBIX OPraHoOB (eepaTbHBIX OPraHOB
rOCyAapCTBEHHOM BJIACTH, TOCYJaPCTBEHHBIX U HEFOCYAAPCTBEHHBIX OPraHU3aLU.
N306pakenue sMOJIeMbl TIOMEIIACTCS 110 CePEJMHE BEPXHETO IM0JIs OJlaHKa IOKYMEHTa
HaJ pEKBU3UTaMH OpPraHU3alluy - aBTOpa JOKYMEHTA, Ha paccTOssHUU 10 MM OT BEpPXHETO
Kpas JIUCTa.

5.3 ToBapHBIii 3HaK (3HAK 0OCTYKUBAHUs), 3apETUCTPUPOBAHHBII B YCTAHOBJICHHOM
3aKOHOJIATEIILCTBOM MOPSIJIKE, BOCIPOU3BOIUTCS Ha OJaHKaxX OpraHu3alui B
COOTBETCTBHUH C YCTaBOM (TI0JI0KEHUEM 00 opranuzaiuu). M3o00paxkeHre TOBapHOTO
3HaKa (3HaKa 00CIyKMBaHM) TIOMEIIAETCS [0 CEPEAMHE BEPXHETO MOJIs OJIaHKa
JOKYMEHTA HaJl pEKBU3UTAMU OpraHU3alluy - aBTOpa JOKYMEHTA, UJIU CJIEBA HA YPOBHE
HAaMMEHOBAaHMS OPraHU3alliy - aBTOpa JOKYMEHTA (JIOIyCKAeTCs 3aXBaThIBATh YacTh
JIEBOTO TIOJISA).

Hapsiny ¢ ToBapHBIM 3HaKOM (3HaKOM OOCTY)KMBaHUs), HAa OJaHKaX TOKyMEHTOB MOKET
YKa3bIBaThCsl KOMMEpUECKoe 0003HaUeHUE IOPUANIECKOTO JIUIIA.

5.4 Kox popmbl TOKyMeHTa MPOCTaBISETCS HAa YHU(PUIUPOBAHHBIX (POpPMax JOKYMEHTOB
B COOTBETCTBUU ¢ OOLIEPOCCUNHCKUM KITACCU(PUKATOPOM YIPABICHYECKON
nokymenTtanuu (OKY 1) mim TokanbHBIM KITaCCU(PHKATOPOM, PacIioyiaraeTcsi B IpaBoM



BEpPXHEM YTIIy pabodero moJisi JOKyMeHTa, COCTOUT U3 ciioB "dopma mo" (HauMeHOBaHUE
KIaccugukaTopa) U muGpoBOTo KOJa.

ITpumep - ®opma mo OKY /[ 0211151.

5.5 HaumeHoBaHME OpraHU3alluy - aBTOPA JOKYMEHTA Ha OJIaHKE TIOKYMEHTa JOJKHO
COOTBETCTBOBATh HAUMEHOBAHUIO IOPUIUYECKOIO JIUIA, 3aKPEIUICHHOMY B €r0
YUpEAUTEIBHBIX TOKYMEHTAX (yCTaBe WIH NoJIokeHun). [lo HauMeHoBaHuEM
OpraHu3aluy B CKOOKAxX yKa3bIBaeTCsl COKpAIIEeHHOE HAMMEHOBAHNWE OPraHU3aI[|H, €CITN
OHO IIPEYCMOTPEHO YCTaBOM (II0JIOXKEHHUEM).

Han HaumMeHOBaHMEM OpraHu3alyy - aBTOpa JOKYMEHTA YKa3bIBAETCs MOJIHOE WU
COKpallleHHOE€ HAaUMEHOBAHUE BBILLIECTOSIIEH OpraHu3aiuy (pu €€ HATUYUN).

5.6 HaumeHOoBaHUE CTPYKTYPHOTO MOAPA3IENECHUS - aBTOPA JOKYMEHTA (B TOM UYHCIIE
¢wimana, oTAEICHNS, TPEACTABUTENBCTBA, KOJIJIETHAIBHOTO, COBEIIATEILHOTO WITH
MHOTO OpPTaHa) UCHOJb3yeTCs B OIaHKaxX MUCeM U OJJaHKaX KOHKPETHBIX BHJIOB
JOKYMEHTOB COOTBETCTBYIOLIUX MTOAPA3IEII€HN (OpPraHOB) B COOTBETCTBHUH C
JIOKaJIbHBIMU HOPMATUBHBIMU aKTaMU M YKa3bIBA€TCS 110l HAUMEHOBAHUEM
OpraHH3aIHy.

5.7 HaumeHoBaHME OIHKHOCTH JIMIIA - aBTOPA JOKYMEHTA MCIIOJIb3YETCsl B OJlaHKax
JOJKHOCTHBIX JIMI] M pacriosiaraercs 1noJj HAMMEHOBaHUEM OpraHU3aluu WIn
HAaMEHOBAaHHEM TePPUTOPHUH (Kpast, 001acTH, aBBTOHOMHOM 00J1aCTH U JIp. ), €CIH
JOKYMEHT U3/J]aeT PyKOBOJHUTENb OpraHa BiacTu cyobekTa Poccuiickoit denepanuu,
MYHUIIUNIATBHOTO 00pa3oBanus. HaumeHoBaHME JODKHOCTH JIUIIA - aBTOPA JOKYMEHTA
YKa3bIBa€TCsl B COOTBETCTBUU C HAUMEHOBAHUEM, IIPUBEICHHBIM B PACIOPAIUTEILHOM
JOKYMEHTE O Ha3HAYCHUU Ha JI0JKHOCTb.

5.8 CripaBouHbIe TaHHBIE 00 OPraHU3ALUHU YKA3bIBAIOTCA B OJIaHKAX MHCEM U BKJIIOYAIOT:
MIOYTOBBIH aJjpec OpraHu3alyu (JIOTMOJHUTEIFHO MOXKET YKa3bIBaThCs aJpec MecTa
HAXO0KJCHUS IOPUINYECKOTO JIUI[A, €CJIM OH HE COBIAAET C IOYTOBBIM aJIPecoM); HOMED
tenedoHa, pakca, aapec IMEKTPOHHOM MOYTHI, CETEBOM ajpec.

B cocraB cipaBOYHBIX JaHHBIX, 32 UCKIIOYEHHUEM OJIaHKOB JOKYMEHTOB OPraHOB
rocylapCTBEHHON BJIACTH, OPraHOB MECTHOTO CAMOYIIPABJIEHHUS, BKJIFOUAIOTCS: KO
opranu3zaiuu 1o O0IepocCuicKoOMY KJIacCU(PHUKATOPY MPEANPUITUN U OpraHu3alui
(OKIIO), ocHOBHO TOCYIapCTBEHHBIN perucTpaoHHbIil Homep opranuzanuu (OI'PH)
U UICHTHU(PHUKALMOHHBIM HOMEP HaJIOTOIUIATEIBIINKA/KOJ] IPUYMHBI TOCTAHOBKU Ha
Hasorossiit yuet (MHH/KIIIT).

5.9 HanmeHoBaHue BUa TOKyMEHTA yKa3bIBACTCS HA BCEX IOKYMEHTaX, 3a
MCKITIOYCHHUEM JIEIOBBIX (CIIY)KEOHBIX) IMHCEM, PACIIONaraeTcs moj peKBU3UTaMH aBTOpa
JTOKyMEHTa (HAMMEHOBAaHUEM OPTaHU3AINH, HANMEHOBAHUEM CTPYKTYpPHOTO
MoJpa3esieHnsl, HAMMEHOBaHUEM J0JHKHOCTH) (cM. puc. B6).



5.10 [laTa toKyMeHTa COOTBETCTBYET JaTe NOANUCAHUS (YTBEPKIACHHS) TOKyMEHTA WUIH
nare coOBITHS, 3a(UKCUPOBAHHOTO B JOKyMeHTE. JIOKyMEHTHI, U3JJaHHbIEC ABYMS HITH
0oJiee OpraHu3aIsIMHy, J0JDKHBI HIMETh OJIHY (€AMHYIO) AAaTy.

JlaTa TOKyMEHTa 3alMChIBAECTCS B MOCIEA0BATENBHOCTH: JEHD MECSLA, MECSL, TOJ1 OJJHUM
U3 JIBYX CIOCOOOB:

apabckuMu 1udpamu, pasaeraeHHbIME Toukoii: 05.06.2016;
CIIOBECHO-IU(POBBIM criocobom, Hanpumep: 5 utoHs 2016 .

5.11 PeructpanoHHblif HOMEp JOKyMEHTa - IUPPOBOH MK OyKBEHHO-IIU(DPOBOI
UACHTU(PHUKATOP TOKYMEHTA, COCTOSIIMN U3 TOPSIIKOBOTO HOMEpa JOKYMEHTA, KOTOPBIH,
10 YCMOTPEHHIO OPraHU3aluy, MOKET JOTIOJIHATHCS HU(PPOBBIMU WM OYKBEHHBIMU
KoJiamMH (MHJEKCaMH) B COOTBETCTBHUH C UCTIONh3YeMbIMHU KJIaccu(PHKATOpaAMU (MHICKCOM
7iesia IO HOMEHKJIAType A€, KOAOM KOPPECIIOHIEHTA, KOJOM JOJKHOCTHOTO JIUIA U Ip.).

Ha noxymeHTe, cOCTaBIEHHOM COBMECTHO JABYMsI U 0OJiee OpraHu3aIisIMH,
IIPOCTABJIAIOTCS PETUCTPALIMOHHBIE HOMEPA JOKYMEHTA, [IPUCBOCHHBIE KaXKI0U U3
opraHusanuil. PerucrpannonHeie HOMepa OTAEIAITCA IPYr OT Apyra KOCOM 4epToi U
MIPOCTABJISIOTCS B MOPSAJKE YKA3aHUS aBTOPOB B 3ar0JIOBOYHOMN YaCTH WM ITpeaMOyie
JOKYMEHTA.

5.12 Ccpliika Ha perucTpaliMOHHBIA HOMEP U 1aTy MOCTYIUBLIETO JOKYMEHTA BKIIIOUAET
pErUCTPallMOHHBIM HOMED U AAaTy BXOAAIIEr0 HHUIIMATUBHOTO TOKYMEHTA, Ha KOTOPBII
JaeTcs OTBET.

5.13 Mecto coctaBiieHus (U34aHNs) JOKYMEHTA YKa3bIBaeTCs BO BCEX JOKYMEHTAX,
KpOMe JIETIOBBIX (CIyKeOHBIX) THUCEM, a TAKXKE JIOKJIQJHBIX, CIIyKEOHBIX 3aIHCOK U
JIPYruX BHYTPEHHUX WH(OPMAIIIOHHO-CIIPABOYHBIX JOKYMEHTOB.

Mecto coctaBiieHus (U34aHNs) JOKYMEHTA HE YKa3bIBA€TCs B TOM CIIydae, €Cli B
HaVMEHOBAHUM OPraHU3aLMU IIPUCYTCTBYET YKa3aHUE HAa MECTO €€ HaX0xXkKAeHUs. MecTo
COCTaBJIeHUs (M3/1aHUs) JOKYMEHTA YKa3bIBa€TCsl B COOTBETCTBUM C IIPUHITHIM
aJMUHUCTPATUBHO-TEPPUTOPHUAIILHBIM JCIICHUEM.

5.14 I'pud orpanmdeHus AOCTyMa K JOKyMEHTY MTPOCTABIISIETCS B IPABOM BEPXHEM YTy
MIEPBOTro JUCTA JOKYMEHTa (ITPOEKTa JOKYMEHTa, COMTPOBOIUTEIHHOTO TUChMa K
JOKYMEHTY) Ha TPAaHUIIE BEPXHETO MOJIS MPU HATMYUH B JOKyMEHTE MHPOpMAIIUH,
JOCTYII K KOTOPOM OIPAHUYEH B COOTBETCTBUHM C 3aKOHOIATEILCTBOM Poccuiickoit
denepanuu.

Bunpl ucnonb3yeMbIX B OpraHu3aluy rpu(oB orpaHHUeHHs JOCTYNa JTOJIKHBI
COOTBETCTBOBAThH 3aKOHOIATEILHBIM U MHBIM HOPMATUBHBIM IIPABOBBIM AKTaM
Poccuiickoit @enepanuu 1 JOKHBI OBITh 3aKPETUICHBI B JTIOKATbHBIX HOPMATUBHBIX
akTax. B cocTaB rpuga orpannueHus 10cTyna K J0KyMEHTY BXOJUT OTpaHUYUTENbHAS



Haanucsk ("t coyxe6Horo nons3zoBanud”, "Konpuaennmansno", "Kommepueckas
TaiiHa" UK JIp.), KOTOpask MOXKET JOTIOJIHATHCSI HOMEPOM IK3EMILIspa JOKyMEHTa U
JPYTUMH CBEICHUSMHU B COOTBETCTBUU C 3aKOHOIaTeNbCTBOM Poccuiickoit denepannu.

MMpuMep - KoMmMepdecHad TalHAa.
Srs. N Z

5.15 Anpecat ucnonb3yercs npu 0(hopMIICHUH IETOBBIX (CIY)KEOHBIX) TTHCEM,
BHYTPEHHUX UH(POPMAIIMOHHO-CITPABOYHBIX TOKYMEHTOB (JIOKIAIHBIX, CITYKEOHBIX
3aMCOK U Ap.).

AnpecaToM JOKYMEHTa MOXKET OBITh OpraHHu3aIys, CTPYKTYPHOE TI0Ipa3aelicHue
OpraHM3aIuy, JOJHKHOCTHOE WITH (PU3UIECKOE JIHIIO.

PexBu3ut "angpecar" npocrasisieTcs B BEpXHEH MpaBoil yacTu JOKyMeHTa (Ha OJiaHKe C
YIJIOBBIM PacIoJIOKEHUEM PEKBU3UTOB) HITH CIIpaBa MO peKBU3UTaMU OaHKa (Tpu
MPOJI0JIBHOM PacIoJIOKEHUH PeKBU3UTOB Onanka). CTpoku pekBu3mTa "agpecar"
BBIPABHUBAIOTCS 10 JIEBOMY KPalO UJIU LIEHTPYIOTCSI OTHOCUTEIBHO CaMOW JUIMHHOM
CTPOKH.

IIpu anpecoBaHun JOKYMEHTA PYKOBOIUTEINIO (3aMECTUTEINIO PYKOBOIUTENS)
OpraHM3alMM YKa3bIBalOTCS B JAaTEIbHOM Ma/Ie’Ke HAUMEHOBAaHUE I0JDKHOCTH
PYKOBOJUTEINS (3aMECTUTEINS PYKOBOAMUTES ), BKIIOUAIOLIEE HAUMEHOBAaHNE
OpraHu3aluu, U GaMuiIHs, THULHAAIBI TOJDKHOCTHOTO JIUIIA.

Mpuuepn -
PYHOBOOMTEINN degepallbHODO

ApXMBHODD ADeHTCTEA
damMuaua M. 0.

HpI/I aApCCOBaHWU MMKUCbMA B OPraHU3alui0 YKAa3bIBACTCA €€ ITOJIHOC UJIM COKPAILICHHOC
HAaMMCHOBAaHHUEC B MMCHUTCIBHOM IIaACKCE.

ITpumepsr

1 denepanbHOE apXUBHOE ar€HTCTBO

2 Pocapxus

IIpu anpecoBaHun JOKyMEHTA B CTPYKTYPHOE NOJIpa3AeieHUE OPraHu3ali B PpEKBU3UTE

"agpecaT" yKa3bIBae€TCsl B UMEHUTEIIBHOM I13]1€)K€ HAMMEHOBaHUE OpraHU3alluu, HUXKE -
HAauMEHOBAHHUE CTPYKTYPHOTO IOIpa3AcICHUS.



MpMMep -
benepallbHOS APXMEBHOES
ANEeHTCTREO

CTOeN DoCyYIapCTEeHHOM
CHY#0H, HaOpoBR M HaDpam

IIpu anpecoBanuy nucbMa pyKOBOJIUTENIO CTPYKTYPHOIO NOJIpa3AeieHUs yKa3bIBacTCs B
MMEHUTENBHOM I1a/1€KE€ HAMMEHOBAHUE OpPraHU3alliy, HUKE - B IaTEIbHOM AJeKe
HAauMEHOBAaHUE JJOJDKHOCTU PYKOBOJUTEINS, BKIIFOUAIOILIEE HAMMEHOBAHUE CTPYKTYPHOTO
noJipasienenusi, paMuiInio, MHULIAAIBL.

[pHMep -
20 "Tpodunae"

PyYROBOOMTENN OODOBODHO-
Npabobolo OTOEIIS
damnama MO,

Iepen pamunueit 1OHKHOCTHOTO JIMIIA JOMYCKAETCS YIOTPEOIATh COKpalieHue "T-Hy"
(rocmioiuHy), eciiu agpecat My>K4uHa, Win "r-xe" (TOCIoXKe), eClIn aJpecaT KCHIIUHA.

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

IIpu paccelike JOKyMEHTa rpyNIe OpraHu3alvii OJHOTO TUIIA WU B CTPYKTYPHBIE
MOJIpa3/IeIeHusl OJJHOM OpraHu3aliy, ajpecaT yKazbiBaeTcs 0000IIEeHHO.

[pMMeE PH
1l PYHOBOOMTENAM OOUSpHMH
ofmecTs AOD "TpodMiae "
2 PYHOBOOMTENAM YIPaBJISHMM
PocapxmMea

[Ipu paccblike TOKyMEHTa HE BCEM OPraHU3alUsIM WU CTPYKTYPHBIM MOpa3ICICHUSIM
moJ peKkBU3UTOM "Anpecatr” B ckoOkax ykaswiBaercs: "(10 CIUCKY)".



[puMep -

PYEOBOOMUTEIAM OOUSpPHME

obmecTe AD "IpodMias "
(IO COMCEY)

B oHOM OKyMEHTE He JJOJDKHO OBITh OoJiee ueThipex aapecaroB. Cnoso "Konus" nepen
BTOPBIM, TPETHUM, YETBEPTHIM a/IpecaTaMy He ykasbiBaeTcs. [lpu GosblieM konnyecTBe
aJipecaToB COCTABISETCS CHUCOK (JIUCT, yKa3aTellb) PACCHIIKU IOKYMEHTA, Ha KaXKJOM
JOKYMEHTE yKa3bIBaeTCs OJIMH aJipecaT Wi ajpecat opopmisieTcs 0000IIeHHO.

B cocraB pexBuzuta "Aznpecar" MOXKET BXOJUTh OYTOBBIN aipec. DJIEMEHTHI IOUYTOBOTO
azipeca yKa3blBalOTCsl B MIOCJIEI0BATEILHOCTH, YCTaHOBIEHHOM [IpaBuiiamMu oka3zanus
yCIIyT IOYTOBOM CBSI3H, YTBEPKACHHBIMU IPUKa30M MUHHCTEPCTBA CBSI3U M MACCOBBIX
koMMyHHKaiuil Poccuiickoit ®enepannu ot 31 nrons 2014 r. Ne 234.

[pHMep -

BCepoCcCHHCKEMH HayuHO-
MCCNeoBATENECEMH MHCTHTYT
OOKYMeHTOBEOSeHMA M apxXHBHOTOC [Oela
Mpodcom=Had Yi., O. BZ,
Mockea, 117393

[TouTOBBI agpec MOXKET HE YKa3bIBATHCS B IOKYMEHTAX, HAlIPABIISIEMbIX B BBICIIHE
Oprasbl BJIacTH, BBIILIECTOSIIME OPraHU3alu1, I0IBEOMCTBEHHbIE OPraHU3alluu U
IIOCTOSIHHBIM KOPPECIIOHAIEHTaM (32 UCKJIFOUEHUEM HalpaBJI€HUS MHCEM yKa3aHHBIM
azipecataM B KOHBEPTaX € IPO3payHbIMU OKHAMM).

[Tpu agpecoBanum TOKyMEHTa (U3NYECKOMY JIMIY YKA3bIBAIOTCA: (DaMUIINSI MHULIAAIIBI,
IOYTOBBIN aJpec.

ITpumep -

®amunus U.0.

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

r. JIroOepubl, MockoBckas 0611., 301264

[Tpu oTripaBKe MUchMa 1o 3IEKTPOHHOM MOYTE WM N0 (haKCUMHIIBHOMU CBs3U (0e3

JOCBUIKH TI0 TIOYTE) MOYTOBBIN ajpec He yKa3biBaeTcs. [Ipu HeoOX0MMOCTH MOKET OBITh
yKa3aH 3JIeKTPOHHBIN aapec (Homep Tenedona/pakca).



MpMMep -

BoepoCCHHCKEMH HayuHO-
MCCIEOoBaTElbCRMI MHCTHTYT
OORYMEHTORENEeHMA M ApXMBHODO O&Na
mail@vniidad.ru

5.16 I'pud yTBEepKICHUS MPOCTABIISETCS HA JOKYMEHTE B CIIy4ae €ro YTBEP)KICHHS
JOJIKHOCTHBIM JIMLIOM, PAaCIOPSAIUTENBHBIM IOKYMEHTOM (IIOCTAaHOBJIEHUEM, PEILIEHUEM,
IIPUKA30M, PaCIOPSKEHUEM) WM PEIIEHUEM KOJUIETHAJIbHOTO OpraHa.

I'pud yrBepxaeHUS pa3MeIIaeTcs B IPAaBOM BEPXHEM YTy IEPBOTO JIUCTA JOKYMEHTA.
CTpoKM peKBU3UTa BBIPAaBHUBAIOTCS 110 JIEBOMY KPar0 WJIA LIEHTPYIOTCSI OTHOCUTEIBHO
CaMOM JJIMHHOU CTPOKH.

[Tpu yTBepKICHUH TOKYMEHTA JOJKHOCTHBIM JTUIIOM TpU() YTBEPIKICHUSI COCTOUT M3
cinoa YTBEPXJIAIO, HaumeHOBaHUS JOJDKHOCTH JIMIIA, YTBEPKJAIOLIETO JOKYMEHT,
€ro TOJIMUCH, MHULIUATIOB, ()aMUJIMH U IaThl YTBEPKICHUSI.

Mpuuep -

YTRBEPEIAL
PyropoOuTent denspalbHODO
ApXMBHOIC ATNSHTCTERA
Mognouce M.O. ©aMMIMA

HaTa

[Tpu yTBEp>KICHNN JOKYMEHTA PAaCIOPSAUTEbHBIM JOKYMEHTOM I'pu( YTBEPKIACHUS
cocrout u3 cnosa YTBEPXK/JIEH (YTBEPXKX/IEHA, YTBEPXX/IEHbBI nnun
YTBEPXJIEHO), corinacoBaHHOro ¢ HAaMMEHOBaHUEM BHJIa YTBEPIKIAEMOTO TOKYMEHTA,
HAaMMEHOBaHUS PAaCHOPSAAUTEIBHOTO IOKYMEHTA B TBOPUTEIBHOM IAJEKE, €T0 aThl,
HOMeEpa.

[pUMEpH —

1 (PepmamMmeHT) YTEEPEIEH
npueasoM AC "Mpodunas "
oT 5 anpend 2015 p. N BZ

2 (Ipaeuna; YTEEPEIEHE
npueasoM A0 "Ipoduias "
oT 6 anpena 2015 p. N 83

IIpu yTBEpKAEHUM TOKYMEHTA KOJUIETHAIbHBIM OPraHOM, PELIEHUSI KOTOPOTO
(bUKCHPYIOTCS B IPOTOKOJIE, B rpHde yTBEPKIACHUS YKa3bIBaeTCsI HAMMEHOBAaHHE OPraHa,
peleHrneM KOTOPOTo YTBEPXK/IEH JTOKYMEHT, JlaTa U HOMEp MPOTOKoJIa (B CKOOKAX).



[puMep -
(TTonoeHMe)
YTEBEPAIEHO
CoReToM OMpeRTOopoB AOC "TMpodMiab "
{OpoTopon o7 1. 12,2015 N 12)

5.17 3aronoBox K TEKCTY - KpaTKO€ COAEPKaHUE JOKYMEHTA. 3arojoBOK K TEKCTY
dopmymupyercs ¢ npempiorom "O" ("O6") u orBevaet Ha Bonpoc "o uem?"):

- IpuKa3 (0 4eM?) 0 CO3/1aHUH aTTECTAIMIOHHON KOMUCCHUU;
- ipuKa3 (0 uemM?) 00 yTBEpkI€HUH IITATHOTO PACIIMCaHMS;
- MACHMO (0 YeM?) O IPEIOCTABICHUU UH(POPMAITUH.

3aroJIoBOK K TEKCTY 0(hOpMIISIETCS IO PEKBU3UTAMHU OJIaHKa CJIeBa, OT TPAHHIIBI JIEBOTO
noss. B yka3ax, IOCTaHOBJICHUSX, PEILICHUSX, ITPUKA3aX, U3/1aBA€MbIX OPraHaMH BJIACTH,
3aroJIOBOK K TEKCTY MOKET 0(hopMIISThCS Hall TEKCTOM MOCepeinHe pabovero mos
JOKYMEHTA U LEHTPUPYETCSI OTHOCUTEIILHO CaMOW JUIMHHOU CTPOKH.

3aroJIoBOK K TEKCTY MOKET HE COCTaBIIATHCS, €CJIM TEKCT IOKYMEHTa HE MPEeBhIIIaeT 4 - 5
CTpPOK.

5.18 Teker JOKyMEHTa COCTaBIISIETCS Ha TOCYJapCTBEHHOM si3bIke Poccuiickoit
denepany UM rocyIapCTBEHHOM S3bIKE (S3bIKax) peciyOnnk B cocraBe Poccuiickoii
denepanyu B COOTBETCTBUH C 3aKOHOIATEIBCTBOM peciyOnK B cocTaBe Poccuiickoit
denepanuu.

B tekcte AOKYMCHTA, IOATOTOBJICHHOM Ha OCHOBAHUHW 3dKOHOJATCIIbHBIX HJIM UHBIX
HOPMATHUBHBIX IIPABOBLIX dKTOB, paHCC U3JAHHBIX PACTIOPAAUTCIIBHBIX JOKYMCHTOB,
YKa3bIBalOTCA UX PCKBU3UTHI:

- HAUMCHOBAHHC JOKYMCHTA, HAUMCHOBAHWEC OpraHu3alu - aBTOpa JOKYMCHTA, AaTa
AOKYMCHTa, peFHCTpaHHOHHBIﬁ HOMCPp AOKYMCHTA, 3aroJIOBOK K TCKCTY HUJIN
HanMCHOBAaHHC B a NJOKYMCHTA,

- HAUMEHOBAHUE OPraHU3aluy WIKA JOJDKHOCTHOIO JIMIA, YTBEPAUBILETO JOKYMEHT, JaTy
YTBEPXKACHUS JOKYMEHTA.

TekcT JOKyMEHTa MOXET COJIepKaTh pa3Aeibl, MOIPa3/Aebl, ITHKTHI, TOAMYHKTHI,
HyMepyeMble apaObCcKuMu IudpamMu. Y poBHEH pyOpUKaIlui TeKCTa HE JOJKHO OBITH

0oJiee yeThIpex.

B npukazax TeKCT u3naraercs OT IEPBOTO JIMLA EAMHCTBEHHOTO yKcia ('pukaspiBaro”).



B moxyMmeHTax KoJUIeTHATbHBIX M COBEIIATEIBHBIX OPTaHOB TEKCT M3JIaracTcs OT
TPETHETO JIUIA €AUHCTBEHHOTO yncia ("KOJUIeTHsl... MOCTaHoBMsAeT", ""coOpaHue...
pemmio").

TekcT npoTokoa u3naraercs OT TPETHETO JIMLA MHOKECTBEHHOTO yKcia ('cmymanu",
"BpICcTynMiIM", "mocTanoBuiIN ", "pemmin").

B moxyMmeHTax, ycTaHaBIMBAIOIIUX MPaBa U 00sS3aHHOCTH OpraHU3alui, HX
CTPYKTYPHBIX TOJIpa3AeTeHUH (TI0I0XKEHHIE, MHCTPYKITHUS ), a TAKXKE COJIEPIKAIIIX
OTIMICAHWE CUTYaIlNii, aHamu3 (JaKTOB WIJIM BBIBOJBI (KT, CIIPAaBKa), UCIONB3YyeTcs popma
M3JI0KEHUS TEKCTA OT TPETHETO JIMIA €AUHCTBEHHOTO WJIM MHOKECTBEHHOTO YHCIa
("oTmen ocymectBisier QyHKIUU...", "B COCTaB YIpaBIEHUS BXOAT...", "KOMUCCHS
IIpOBeJia MPOBEPKY...").

B coBMeCTHBIX TOKyMEHTaxX TEKCT M3JIaracTcsi OT MEPBOTO JIMLA MHOKECTBEHHOTO YUCIIa
("mpuxasbiBaeM", "permmin").

B nenoBbIx (Ciry»eOHBIX) MUChMaX HCIONb3YIOTCS (POPMBI U3JI0KEHUS:

- OT MEPBOTO JIMLIAa MHOYKECTBEHHOTO uncia ("MpocuM HanpaBuTh...", "MpeAcTaBIsEM HA
paccMoTpeHue...");

- OT TPETHETO JINIIA €AMHCTBEHHOTO uncia ("MHUHHCTEPCTBO HE Bo3pakaerT...", "o0IiecTBo
CUMTAET BO3MOXKHBIM...");
- OT MIEPBOTO JIMIIA €AMHCTBEHHOTO uncha ("'cunuTaro HeoOXouMbIM...", "ipeaararo

paccMoTpeTh..."), eclii MUChbMO 0(OPMIICHO Ha TOJDKHOCTHOM OJIaHKeE.

B TekcTax TOKyMEHTOB yIMOTPEOISIOTCS TOJIBKO OOLIEpUHATHIE a00peBHaTyphl U
rpaduuecKue COKpamieHusl.

[Tpu ynotpebaenuu B TekcTe haMHUIUI UL HHULMAIBI YKA3bIBAIOTCS MOCIe (PaMUITHH.
B nenoBbIx (CiryeOHBIX) MUChMaX MOTYT UCIOJIb30BAThC:

- BCTYIUTENIbHOE OOpaleHue:

VYBaxkaemblii rociouH [peacenarens!

YBaxaewmslii rocrionuH ['ydbeprarop!

VYBaxkaemblii rocniouH [Ipoxopos!

YBaxkaemast rocrosxa 3axapona!

VYBaxxaembiii Hukounaii [lerposuy!



VBaxaemasa Onbra Hukomnaesua!
VBaxaemsble rocroaal

B oGpamennn 1o J0HKHOCTH HAMMEHOBAHUE TOJDKHOCTHU MHUILIETCS C TIPOIUCHON OYKBBI,
B oOpatieHny 1o paMUINU UHUIMAIIBI JILA HE YKa3bIBAIOTCS.

- 3aKJIIOYUTEIbHASE STUKETHAs (pasa:

C yBaxxeHHUEM, ...

5.19 Or™MeTka 0 PUIIOKEHUH COIEPIKUT CBEACHUS O JOKYMEHTE (JOKyMEHTaX),
MpPUIIAraéMoM K OCHOBHOMY JIOKYMEHTY (B COIIPOBOJUTEIBHBIX TUCbMAX, IPETEH3MUIX,
aKTax, ClpaBKax U JAPYrux WH(OOPMAITMOHHO-CIPABOYHBIX JOKYMEHTAX) WA O TOM, 4TO
JOKYMEHT SIBJISIETCS IPUIJIOKEHUEM K OCHOBHOMY TOKYMEHTY (B JOKYMEHTax -
MPUIIOKEHHUSX K PACTIOPSIUTENBHBIM JOKyMEHTaM, MOJIOKEHUSAM, TPaBUIIaM,
MHCTPYKLHUSAM, JOTOBOpaM, IUIaHaM, OTYETaM U JIp. JOKYMEHTaM).

B conpoBoauTENBbHBIX MHCbMaX U IPYTUX UH(OPMAIIMOHHO-CIIPABOYHBIX JJOKYMEHTAaX
OTMETKA O TPUIIOKEHUH 0(OPMIISIETCS 101 TEKCTOM OT T'PAHHUIIBI JIEBOTO TTOJIS
CIIETYIOIIUM 00pa3zoMm:

- €CIIY NIPUJIOKEHNE HAa3BaHO B TEKCTE:!

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

- €CJIM IPUJIOKEHUE HEe HA3BaHO B TEKCTE WJIM €CITU NMPHJIOKEHUH HECKOIIBKO, YKa3bIBAIOT
Ha3BaHUs IOKYMEHTOB-TIPUIIOKEHUH, KOJIMYECTBO JIUCTOB U SK3EMILISIPOB KaXK0T0

IIPUJIOKEHHUS:

Npunomenne: 1. MonoweHne of YNpabBleHMM DENMOHANBHONO HKpPEeOMTOBAHMA Ha
5n. 8 1 ars.
2. CnpaBka O KaOpOBOM COCTAaBe YNPABNeHHMA perMoHANBHODO
KpeOMTOBaHMA Ha 2 M. B 1 ZK3.

- €CJIM IPUJI0KEeHUE (MTPUII0KEHNS) COPOIIIOPOBAHBI:
IIpunoxenue:
otuer 0 HUP B 2 3k3.

- €CJI JOKYMEHT, SIBJISAIOLIUNCS IPUTIOKEHUEM, UMEET IIPUIIOKEHUS C CAMOCTOSTEIIbHOU
HyMEpaLUel CTPaHHULL:

IIpunoxenue:

nmuckMo PocapxuBa ot 05.06.2015 Ne 02-6/172 u npunoxeHus K HEMy, BCEro Ha 5 1.



- €CITH TIPHJIOKECHHUEM SIBIISIETCSI 000COOICHHBIH AICKTPOHHBINA HOCUTEINb (KOMITAKT-/IUCK,
usb-guemni-nakonurens u ap.):

IIpunoxenue:
CD B 1 3k3.

IIpu 3ToM Ha BKIaplIe (KOHBEPTE), B KOTOPBIN MOMENIAETCS] HOCUTEIND, YKa3bIBAKOTCS
HAaMEHOBAHMs JOKYMEHTOB, 3allMCAaHHBIX HA HOCUTEINb, UMEHa (ailsioB.

B pacnopsauTenpHbIX TOKyMEHTax (IIOCTAaHOBIIEHUSX, PELLIEHUAX, IPUKA3aX,
pacnopsKeHHsIX), 10T0OBOPAX, MOJIOKEHUSIX, PABUIaX, MHCTPYKIUAX U APYTUX
JOKYMEHTaX OTMETKa O MPUJIOKEHUU 0(POpMIISIeTCs CIIEAYIOIUM 00pa3oM:

- B TEKCTE JJOKYMEHTA IPU NIEPBOM YIIOMUHAHUU JTOKYMEHTA-TIPUIOKEHUS B CKOOKaX
YKa3bIBAETCH: ... (IPUIIOKEHNUE) UIH ... (IPHIIOKEHUE 1); mepel HOMEPOM MPHIIOKEHHUS
JOTIyCKaeTCsl CTaBUTh 3HAK HOMEpa: ... (mpuiioxkeHue Ne 2);

- Ha [IEPBOM JIMCTE JOKYMEHTA-IPUIIOKEHHUS B IIPABOM BEPXHEM YIUIy YKa3bIBACTCSA:
ITpunoxxenne Ne 2

k pukazy AO "IIpodums"

ot 15.08.2015 Ne 112.

CTpoKH pekBU3UTa BBIPaBHUBAIOTCS 110 JIEBOMY KPAr0 WJIM LEHTPUPYIOTCS OTHOCUTENBHO
CaMOM JJIMHHOU CTPOKH.

Ecaun npunokeHueM K pacliopsiAUTEIbHOMY JOKYMEHTY SBJISIETCS. HOPMATUBHBIM
IIPAaBOBOM aKT MJIM UHOW JNOKYMEHT, YTBEPKAAEMbIN JAHHBIM PACIOPSIAUTEIbHBIM
JOKYMEHTOM, Ha IIEPBOM JIMCTE IIPUIOKEHUS IIPOCTABIISAETCA OTMETKA O IPUIIOKECHUU
(0e3 cChUIKM Ha pacHOpSAUTENLHBINA JOKYMEHT) U TPU(Q YTBEPXKICHHS, B KOTOPOM
YKa3bIBaIOTCA JaHHBIE PACIIOPAIUTEIBLHOIO JOKYMEHTA, KOTOPBIM YTBEPKIECH JOKYMEHT-
IIPUIIOKEHHUE.

ITpumep -
[Tpunoxenue 1
YTBEPXJIEHO

npukazoM AO "IIpoduis'

ot 18.05.2015 Ne 67



5.20 I'pu¢ cormacoBaHus JOKyMEHTA IMPOCTABISIETCS HA JOKYMEHTAaX, COTJIACOBAHHBIX
OpraHaMH¥ BIIACTH, OpPraHU3allMsIMU, TOJDKHOCTHBIME JTUamMu. ['pud cormacoBanus B
3aBHCHUMOCTH OT BHJIA IOKyMEHTa U 0COOEHHOCTEH ero 0(hoOpMIICHUS MOXKET
IIPOCTaBIIATHCS:

- Ha MEPBOM JIUCTE JOKYMEHTA (€CJIH TOKYMEHT UMEET TUTYJIbHBIN JIUCT, - HA TUTYJIbHOM
JUCTE) B JIEBOM BEPXHEM YTy Ha YPOBHE rprda YTBEPKICHUS WM 10l HANMEHOBaHUEM
JIOKYMEHTa OJIIKe K HIDKHEMY TI0JII0);

- Ha [IOCJIEHEM JIUCTE TIOKYMEHTA M0J{ TEKCTOM;

- Ha JIUCTE COTJIaCOBAHUS, ABISIOLIEMCS HEOTHEMIIEMOM YACThIO JOKYMEHTA.

I'pud cornacoBanus cocrout u3 cioa COI'JTACOBAHO, momkHOCTH M1, KOTOPBIM
COTJIaCOBaH JOKYMEHT (BKJIIOYasi HAMMEHOBAaHUE OPTaHU3alliH), €r0 COOCTBEHHOPYYHOM
MOANKCH, HHUIMATIOB, (PaMUITUU, TaThl COTTIACOBAHUSI.

ITpumep -

COI''TACOBAHO

Hupexrop BHUNJIALL

(moamucek) N.0. Gamunus

Harta

Ecnu cornacoBanue oCyIecTBISETCS KOJUIETHATBHBIM OpPraHoM, B Ipr(e COriacoBaHUs
YKa3bIBaIOT CBEACHUS 00 OpraHe, COrjiacoBaBIIEM JOKYMEHT, JaTeé M HOMepe MPOTOKOJIa,
B KOTOPOM 3a(pMKCHPOBAHO peIIeHUEe O coriacoBaHuu. Eciu cornacoBanue
OCYILIECTBIISIETCS] MUCbMOM, YKa3bIBalOT BUJ JOKYMEHTA, OPraHU3alMIO - aBTOPA
JOKYMEHTA, 1aTy U HOMEpP MUChMa.

ITpumepsr

1 COI''TACOBAHO

CoBeToM TMpPEKTOPOB

AO "Tlpodpuis"

(IpoTOKOI OT Ne )

2 COI'JTACOBAHO

nucsMoM Pocapxusa



oT Ne

5.21 Bu3a cBUAETENBCTBYET O COTJIACUH MJIM HECOTJIACUH JOJKHOCTHOTO JIMLIA
(paboTHHKA) C coiep)KaHUEM ITPOEKTa TOKyMeHTa. Bu3oii odopmiiseTcst BHyTpeHHEee
COTJIACOBAaHME JOKYMEHTA. Bu3a BKIIOYAEeT JOJKHOCTB JIMLA, BU3UPYIOLIErO JOKYMEHT,
MOJMUCH, pacIM(PPOBKY MOANMCH (MHUIIUAIIBI, (PaMUITUIO) U 1aTy BU3UPOBAHUSL.
ITpumep -

PykoBoauTens 10puau4ecKkoro orTaena

[Moanuce N.O. Gamunus

Hara

[Tpu HanU4YMK 3aMevaHuil K TOKYMEHTY BU3Yy O(POPMIISIOT CIIEIYIOUIIM 00pa3oMm:
ITpumep -

3ameuaHusl IPUIIAraroTCs.

PykoBoauTens 10puau4ecKkoro orTaena

[Moanuce N.O. ®amunus

Hara

B opranuzanusx, IpuMEHSIOIUX CUCTEMBI SJIEKTPOHHOTO JIOKyMEHTO000pOoTa,
COTJIACOBAHME MOXKET MPOBOJUTHCS B DIIEKTPOHHOM (popme, cormaco I'OCT P UCO
15489-1.

B AOKYMCHTAaX, MOJJIMHHUKH KOTOPBIX XPAHATCA B OpraHu3alii, BU3bI IIPOCTABJIAIOT HA
MOCJICAHEM JIMCTC NOKYMCHTA 11O/ IMOATNINCBIO, Ha 060p0Te MOCICOHETO JIUCTAa
MNOJJIMHHUKA JOKYMCHTA WJIK Ha JIMCTC COIrJIaCOBAHU A (BI/IBI/IpOBaHI/IH), npujiaracMoMm K

TOKYMEHTY.

B HUCXOOAIIUX JOKYMCHTAX BU3bI ITPOCTABJIAIOTCA HAa SK3CMILIApax JOKYMCHTOB,
nIoMEmacMbIX B JI€IIO.

ITo ycMOTpeHHIO OpraHu3auuy MOXKET IPUMEHSTHCS IOJIMCTHOE BUSUPOBAHUE
JOKYMEHTA U €r0 IPWIOKCHUH.

5.22 Tloanuck BKIIIOYAET: HAMMEHOBAHUE JIOJHDKHOCTH JIUIA, MOIMTUCHIBAIOIIETO
JTOKYMEHT, €ro COOCTBEHHOPYUYHYIO MOJITUCH, PACIIM(PPOBKY HOIIUCH (MHULIUAIIBI,
bamunus).



Ipumep -
T'eHepANBHHNE OMPERTOD [Iognuch M.O. daMunmMA

Ecnu noxymeHT oopmiieH He Ha OlaHKe, B HANMEHOBAHUE JIOJHKHOCTH BKITFOUACTCS
HaMMEHOBaHUE opranu3auuy. [lomyckaercs LEeHTpOBAaTh HAMMEHOBAHUE TOJLDKHOCTH
JIULA, TOANKUCABIIETO JOKYMEHT, OTHOCUTEIIBHO CaMOM JJIMHHON CTPOKH.

Mpuuep -
T'eHepalbHEH OMPEeRTOoR
AO "Mpodunae " Mognuce M.o. daumunma

[Tpu ohopmieHnN TOKyMeHTa Ha OJaHKE JOHKHOCTHOTO JIMIA IOJKHOCTh ATOTO JIMIIA B
MOJITUCH HE YKA3bIBAETCA.

MpuMmep - TNognmuchk H.0O. damunma

[Ipu noanyrcaHny TOKYMEHTa HECKOJBKUMU JOJKHOCTHBIMHU JIML[AMU, 3aHUMAIOLIUMU
Pa3HOE IMOJIOKEHUE, UX MTOAIUCH PACIIOJIAralTCs OJHA IO APYyroi B
[IOCJIE0BATEIBHOCTH, COOTBETCTBYIOILIEH HEPAPXUH 3aHUMAEMBIX TOJDKHOCTEH.

Mpumep -
IMperTOp MHCTHTYTA Moamnnch M.0O. dammnmua
TMABHHE ByXDanrtep Moanuch M.0O. daMmMnua

HpI/I NOoANMMCAaHUN JOKYMCHTA HCCKOJIbKUMU JIMI[AMH PABHBIX HOH)KHOCTeﬁ HUX MOAIIMUCHU
pacmnoJjararorcsa Ha OATHOM YPOBHC.

IpHMep -
SaMmecTUTen: IMpeKTOpa Mo (MHAHCOBEM BONPpOCAM Moanucek M.O. damMunns
SaMecTHTens IMpeKTOopa Mo aAMMHMCTpaTHBHEM Bonpocam loanuce M.O. damunus

B AOKYMCHTAaX, COCTAaBJICHHBIX KOMI/ICCI/IGI‘/JI, B IIOAIHMCH YKA3bIBACTCA CTATYC JIMIIA B
COCTaBC KOMHCCHH.

Mpunep -

[pegcenaTelt KOMMCCHMK [Moanuch WM.O. daMHMIMA

UNeHH BOMMCCHK [Mognuce H.O. daMunma
[Moanuch WM.CO. ®aMuMIMA
Mognuce W.O. daMunma

[Tpu moanucanuu JOKYMEHTA JIUIIOM, UCTIOJTHSIONUM 00sS3aHHOCTH PYKOBOUTEIIS,
MOAMHUCH 0POPMITSIETCS C YKa3aHUEM CTaTyca JOJKHOCTHOTO JIUIA B COOTBETCTBHH C
MPUKA30M (paCTIOPSHKEHUEM).

[MpuMep -

M.0. DPeHepalbHOMO OMpeRTOopa [OAMHCh M.0. daMunmua
MITH

MCHOoMHARIME ODASaHHOCTH

reHepalbHODO OUpeKTOopa MognuCE M.0. damMmunmna



[Ipu noanucaHuu TOKYMEHTa JUIOM, UMEIOLIUM MIPABO MOJIMKUCH B CIIy4ae BPEMEHHOIO
OTCYTCTBHSI pPYKOBOJUTEISI, UCIIPABIICHUS B HAMMEHOBAHHE JIOJHDKHOCTH U paciiu(poBKy
(bamMunuH yxe MOATOTOBICHHOTO U COTJIACOBAHHOTO MPOEKTa JOKYMEHTAa BHOCSTCS OT
PYKH WM C UCHOJIb30BaHUEM COOTBETCTBYIOIIMX IITaMnoB. He nomyckaeTcsi CTaBUTH
KOCYIO 4epTy, HAAMKUCh "'3a" 1epe] HAMMEHOBAHUEM JIOJKHOCTH JIMIIA B TIOJIITUCH, €CITH
JOKYMEHT HOJAMUCHIBAET HHOE JOJIKHOCTHOE JIUIIO.

5.23 Otmetka 00 >JEKTPOHHOM MOAMUCH UCTIOIB3YETCsI IPH BU3YaU3aIllul
AIIEKTPOHHOTO JOKYMEHTA, MOAMUCAHHOTO IEKTPOHHON MOIIHCHIO, C COOMI0ACHUEM
CIIEYIOIIUX TPEOOBAHMUIA:

a) MECTO Pa3MEIICHUsI OTMETKH 00 3JIEKTPOHHOM MOANUCH JTOJDKHBI COOTBETCTBOBATh
MECTY pa3MeIleHusi COOCTBEHHOPYYHOH MOANUCH B aHAJIOTUYHOM JJOKYMEHTE Ha
OyMa)KHOM HOCHTEIIE;

0) AJIIEMEHTHI OTMETKHU 00 3JIEKTPOHHOH MOMHICH JOJHKHBI OBITh BUAMMBIMU U
YUTAEMBIMU TIPU OTOOPAKECHUH TOKYMEHTA B HATYPAILHOM pa3Mepe;

B) DJIEMEHTBI OTMETKH 00 3JIEKTPOHHOM MOIUCH HE JOJDKHBI IEPEKPBIBATHCS HITH
HAaKJIaJ(bIBaThCA IPYr Ha APYra;

T') 2JIEMEHTBI OTMETKU 00 3JIEKTPOHHO MOAMUCH HE JTOJIKHBI IEPEKPHIBATH JIEMEHTHI
TEKCTa JOKYMEHTA U APYrHe OTMETKU 00 3JIEKTPOHHOM MoanucH (Ipu HAJIMYUH).

OtmeTKa 00 AIIEKTPOHHOM MOJITICH B COOTBETCTBUU C 3aKOHOIATENIbCTBOM Poccuiickoit
®enepanun BrmoyaeT (ppaszy "JloKyMEeHT MOAMUCAH AIIEKTPOHHOM MOANHUCKHIO", HOMEp
cepTH(HKaTa KIH04a IEKTPOHHON MOAMHUCH, (PaMUIIHIO, UM, OTYECTBO BIIAJIEIbIIa
cepTudHKaTa, CpOK ACHCTBUS cepTU(UKaTa KIIF0Ya AIEKTPOHHON noanucu. OTMeTka 00
AIIEKTPOHHOU TIOJIMCH MOXET BKIIIOYaTh H300pakeHne repda, 3MOIeMbl OpraHa BIacTH
(opraHuzanmu), TOBApHOTO 3HAKA (3HAKA OOCITY>)KMBAHWS) OPTaHU3AIIUU B COOTBETCTBHH C
NEUCTBYIOUIUM 3aKOHOATEIbCTBOM.

Smbne- JOEYMEHT TOOMMCAH
Ma ANEKTPOHHOM MOAMMCED
HauMeHOBAHKE | OpraHa
AODEHOCTH | BRacTH H.H. Huronase

Ceprudurar lalllaaa000000000011
Bnapgeneyn Huronaes Huronai Huromaeeuy
Neticreurened ¢ 01.12.2012 mo 01.12.2017

5.24 TleuaTsb 3aBepsieT MOJIMHHOCTD MOMHUCH JOJDKHOCTHOTO JIMIA HA JIOKYMEHTAX,
YIIOCTOBEPSIONIUX MPaBa JIUL, PUKCUPYIOIIHNX (PAKTHI, CBSI3aHHbIE ¢ (PUHAHCOBBIMHU
CpeACTBaMHU, a TaK)Ke Ha UHBIX JTOKyMEHTAaX, IPeTyCMaTPUBAIOIINX 3aBEPEHUE TTOANUCH
[€YaTh0 B COOTBETCTBUU C 3aKOHOAATENBCTBOM Poccuiickoit @enepanuu.



I[OKYMCHTBI 3aBCPAIOT ICUATHIO OpTraHrU3alliuu. ITeuats MMPOCTABJIAICTCA, HC 3aXBATbIBAsA
COOCTBEHHOPYYHOU MOMKCH JUIA, TOAMUCABIIETO JOKYMEHT, UJIH B MECTE,
ob6o3nagerroM "MIT" ("Mecro neuatu").

5.25 OrMeTka 00 UCTIOTHUTEINE BKIIIOYACT (PaMIIIUIO, UMS M OTYECTBO UCTIOTHUTEIIS,
HoMmep ero Tenedona. OTMeTka 00 UCMIOIHUTENIE MOYKET JOMOJHATHCS HAUMEHOBAHUEM
JOJ>KHOCTH, CTPYKTYPHOTO TTOAPA3AEIEHUS U JIEKTPOHHBIM aPECOM UCIIOJTHUTEIIA.

Otmetka 00 ucnoHUTENE 0(OPMIIIETCS HA JINLIEBOM CTOPOHE MOCIEIHEr0 JINCTA
JIOKYMEHTa OT TPaHHULIbI JIEBOTO TOJISI WM, TIPU OTCYTCTBUU MECTa, - Ha 000POTHOM
cropoHe BHM3Y cieBa. Hanpumep: 3a6enun MBan Aunpeesuy, KontposnbHoe
yIpaBJieHUE, BEIYIIHiA crieluanuct, +7(495) 924-45-67, Zabelin@gov.ru

OtmeTka 00 HCTIOHUTEINE MOKET O(OPMIIATHCSA KaK HIDKHUN KOJIOHTUTYJ M T1€4aTaThCs
mpu(pTOM MEHBLIETO pazmepa.

5.26 OTMeTKa 0 3aBepeHUH KoUK 0(opMIIsieTcs 171sl TOATBEPKICHUS COOTBETCTBUS
KOINHU JOKYMEHTA (BBIIUCKHU U3 JOKYMEHTA) MOAJUHHUKY TOKyMeHTa. OTMETKA O
3aBEPEHUHU KOIMH IIPOCTABIISAETCS MO PEKBU3UTOM "MOJNUCH" U BKIIIOYAET: CJIOBO
"BepHo"; HauMeHOBaHME JOJKHOCTH JIMLIA, 3aBEPUBILETO KOIIUIO; €r0
COOCTBEHHOPYYHYIO TIOJIIHCh; PACIIN(PPOBKY NOIMHCH (MHULUAIIBL, (PaMHIIUIO); ATy
3aBEpPEHUs KOMUU (BBITUCKU U3 JOKYMEHTA).

[puMep -

BepHO

MHCOeRTOp CAVHOH Hagpob TMoOnMch W.O. daMMIIMAa
Jara

Ecnu xonus BelaeTcs A1 NPEACTABIECHUS B IPYTYI0 OpraHU3aluio, OTMETKA O
3aBEPEHUN KOIMH JIOTIOIHAETCS HAIUCBIO O MECTE XpPaHEHUsI JOKYMEHTA, C KOTOPOTo
6bu1a n3rotosieHa konus ("[loMMHHUK JOKyMEHTa HaXOAUTCS B (HAUMEHOBaHHE
opranuzaium) B aene Ne ... 3a ... roa") u 3aBepseTcs MeYaThIO OPraHU3alUU.

I[JBI MMPOCTABJICHHUA OTMCTKHU O 3aBCPCHUHN KOIMMH MOXKCT UCIIOJIB30BATHCA IITAMII.

5.27 OT™MeTKa 0 MOCTYIUIEHUH TIOKyMEHTA CIIY)KUT JJIsl IOATBEepXKIeHUS (pakTa
MOCTYIUICHUSI JOKYMEHTA B OPraHU3aIMIO U BKJIIOYACT ATy MOCTYIUICHHUS U BXOIAIINN
perucTpanoHHbIii HoMep AokyMeHTa. [Ipr HeoOX0AMMOCTH OTMETKA O TOCTYILICHHH
MOJKET JIOTIOJIHATHCS YKa3aHHEM BPEMEHHU MOCTYIUICHHUS B Yacax U MUHYTaX U crocoda
JOCTaBKHU JIOKyMEHTA.

OTMeTKa O MOCTYIJICHUU JOKYMEHTa MOKET MPOCTABJISATHCS € MTOMOILBIO IIITAMIIA.
5.28 Pe3omionus COAEPKUT YKA3aHUE 0 UCTIOTHEHUIO TIOKyMeHTa. Pe3omonns

odopmisieTcss Ha CBOOOHOM MecTe pabodero moJst JOKyMEHTa, Ha OJTaHKe Pe30TFOIII
WJIM BHOCUTCS HEMOCPEICTBEHHO B CHCTEMY JIEKTPOHHOTO TJOKyMEHTOO0OpOTA.



Pe3osmronys BKITIO4aeT: (paMUITNIO, HHUIMAJIB! UCTIOJHUTENS (MCIIOIHUTENEH), TOpyYeHUe
10 JOKYMEHTY, IPU HEOOXOIMMOCTH - CPOK UCIIOJHEHHSI, IOIIHUChH JIMIIA, BBIHECILIETO
PE30ITIONHIO, 1aTy PE3OJIIOLHH.

ITpumep -

®amunus U.0.

[Ipomry noaroroButs npemnoxenus k 10.11.2016.

ITonnuce

Harta

5.29 Ot™MeTKa 0 KOHTPOJIE CBUIETENBCTBYET O IOCTAHOBKE JOKYMEHTAa Ha KOHTPOJIb,
npocrasisercs mramnoM "KoHTpouss" Ha BEpXHEM 110JIe JOKYMEHTA.

5.30 OT™MeTka 0 HanpaBJIEHUH JOKYMEHTA B JIEJI0 ONPEAEIIAET MECTO XPaHEHUS
JOKYMEHTA TIOCIie 3aBepIleHUs] padOTHI C HUM U BKJIIOYaeT: cioBa "B geno", mHaekc nena
110 HOMEHKJIAType JeJl, B KOTOPO€ MOMELIAETCsl JOKYMEHT Ha XpaHEHHE, C YKa3aHUEM
roJia, TOJDKHOCTH JIUIA, OOPMHUBIIETO OTMETKY, TIOJIITUCH, IAThL

[MpMMep -

B geno M 01-18 =a 2016 D.

Baep. OTOeNOM HOPHOOPATHMBHHE IPOSHTOR
Moonuche DaTa

OTMeTKa 0 HaIllpaBJICHUU JOKYMCHTA B ACJIO MOXKCT JOMMOJHATHCA KPATKUMHU CBCACHUAMU
0 XapaKTCPEC UCIIOJIHCHUA JOKYMCHTA.

6 biiaHku TOKyMEHTOB

6.1 JIng uzroroBneHus 6J1aHKOB TIOKyMeHTOB, corfiacHo 'OCT P 7.0.8, ucnons3yercs
oymara popmaroB A4 (210 x 297 mm), A5 (148 x 210 MM); 1151 U3TOTOBJICHUS OJIAHKOB
pe3oroIuii ucronb3yercst Oymara opmaroB AS (148 x 210 mm), A6 (105 x 148).

Kaxzp1ii muct qokymenTa, o(opMIIEHHBIH Ha OilaHKe Witk 0e3 Hero, J0JDKEH UMETh MOJIs
HE MEHee:

20 MM - 51eBOE;
10 MM - paBoe;

20 MM - BEpxHee;



20 MM - HUKHEE.

JIoKyMeHTBI JUINTENbHBIX (cBbIlIe 10 J1€T) CPOKOB XpaHEHHUS TOJIKHBI UMETH JIEBOE T10JIE
He MeHee 30 MM.

6.2 Opranu3aliy UCToIb3YIOT OJaHKH JOKYMEHTOB, U3TOTOBJIICHHBIE HA OYMakHOM
Hocutene (OaHKK JOKYMEHTOB (pefiepalibHbIX OPraHOB rOCYIapCTBEHHOM BIIACTH €
BocrpousBeneHueM ['ocygapcTBenHoro repba Poccuiickoii @eneparmn
M3TOTABJIMBAIOTCS TMOJIUTPAQUIECKUMU TPEATPUITUSMHU, UMEIOIIUMHU CEPTH(PUKATHI O
HAINYUU TEXHUYECKUX U TEXHOJIOTHUECKUX BO3MOKHOCTEH Il KAUeCTBEHHOTO
M3TOTOBJICHUS YKa3aHHOTO BUA MPOAYKIIMH) U/WITH 3JICKTPOHHBIE 11a0JIOHBI OJIAHKOB.
brnanku Ha OyMa)kHOM HOCHUTETIE U AJIEKTPOHHBIC MA0JIOHBI OJIAHKOB JIOJIKHBI OBITh
UJCHTUYHBI [0 COCTABY PEKBU3UTOB, MOPSAKY X PACIIOJI0KEHHUS, TAPHUTYpaM HIpu@Ta.

bnanku T0OKyMEHTOB Ha OyMa)kHOM HOCHTEJNE U 3JICKTPOHHbIE M1a0I0HBI OJaHKOB
M3TOTABJIMBAIOTCS HA OCHOBAaHMM MAKETOB OJIAHKOB, YTBEPKJAEMbIX PYKOBOUTEIEM

OpraHu3aLuu.

bnaHkM TOKYMEHTOB ClIeyeT U3rOTaBIMBATh Ha Oenoil Oymare mim Oymare CBETIBIX
TOHOB.

DNEeKTPOHHBIC MAOIOHBI OJAHKOB JOKYMEHTOB JIOJKHBI OBITh 3aIHUIIIEHBI OT
HECaHKIIMOHUPOBAHHBIX M3MEHEHUH.

6.3 biianku 10KyMeHTOB 0pOpMIISIOTCS B cOOTBETCTBUU C [Ipunoxenuem b.
OpueHTHPOBOYHBIE I'PAHUIIBI 30H PACHIOJIOKEHUS PEKBU3UTOB 0003HAYEHBI ITyHKTHPOM.

Kamuaﬂ 30Ha OMMPEACIACTCA COBOKYITHOCTBIO BXOAAIIIUX B HEC PCKBHU3UTOB.

6.4 B 3aBUCHMOCTH OT pacloJIOKEHUS PEKBU3UTOB YCTaHABIMBAETCS JIBa BapuaHTa
61aHKOB - yrioBo# (pucyHok b.1) u npononsHbli (pucyHok b.2).

6.5 PexBusutsl 01, 02, 03 pacnonaratoTcsi Ha BEpXHEM I0JI€ JOKYMEHTA HaJl PEKBU3UTOM
05 1o cepenuHe 30HBI, 3aHATOW 3TUM PEKBU3UTOM.

PexBusut 03 MOKeT pacrionaratbcs ciieBa Ha ypoBHE pekBusuTa 05.

PexBuszutsr 05, 06, 07, 08, 09, 13, orpaHuuuTenbHBIC OTMETKH [Tt pekBu3uToB 10, 11, 12
B IIpejieiaX TPaHUI] 30H PACIONIOKEHUSI PEKBU3UTOB Pa3MEMIAIOTCs OJTHUM U3 CIIOCOOOB:

- [ICHTPOBAHHBIM (HAa4YaJIO ¥ KOHELl KaXKJ0l CTPOKU PEKBU3UTOB PABHO yIAJIEHBI OT
I'PaHUL] 30HbI PACTIONIOKEHHUSI PEKBU3UTOB);

- (pmaroBbIM (KaXkIas CTpOKa PEKBU3UTOB HAUMHACTCS OT JICBOM IPAHHULIBI 30HBI
PacroJIOKEHUSI PEKBU3UTOB).

6.6 YcTaHaBIUBAIOTCA CIEIYIONINE BUIbI OJAHKOB JOKYMEHTOB OpraHU3aIHN:



- 00K OJIaHK;
- OJIaHK MHCHMA;
- OJIaHK KOHKPETHOTO BU/a JOKYMCHTA.

HopmaTuBHBIMU MPAaBOBBIMH aKTaMU OPTaHU3AIUH YCTAHABIUBAIOTCS BH/IBI
MPUMEHSIEMBIX OJIAHKOB U UX PA3HOBUIHOCTH (OJIAHK MUChbMa CTPYKTYPHOTO
nmopas/eNieHus, OJJaHK MUChMa JIOJDKHOCTHOTO JIKIa, OJaHK pHKa3a, OJIaHk
pacmopshKeHwsl, OJIaHK MPOTOKOJIA U Ap.).

OO0pa31pl 6JaHKOB JOKYMEHTOB IPUBE/ICHBI B IPUIOKEHUH b.

6.7 OO6muii 01aHK UCHOIB3YETCsl U U3TOTOBIICHUS JIIOOBIX BUIOB JOKYMEHTOB, KpOME
JIEIOBOTO (CIyKeOHOT0) MHChMa.

OOmuii 6;1aHK B 3aBUCHMOCTH OT YUPEIUTEIBHBIX JOKYMEHTOB OPTaHU3AINH U
JIOKaJIbHBIX HOPMATUBHBIX akTOB BKtouaeT pekBu3uthl 01 (02 unm 03), 05, 06, 07, 13 u
OTpaHUYUTENIbHBIE OTMETKH JUIs pekBu3uToB 10, 11, 16, 17.

brnank nmuckMa B 3aBUCUMOCTH OT YUPEAUTEIbHBIX JOKYMEHTOB OpraHu3aliii 1
JIOKaJbHBIX HOPMATUBHBIX akTOB BKJItOUaeT pekBu3uThl 01 (02 wnu 03), 05, 08,
OTpaHUYUTENIbHbIE OTMETKH JUIs pekBu3uToB 10, 11, 12, 15, 17. bnank nucbma
CTPYKTYPHOTO TIOIpa3IeJICHs TOTIOJTHUTEIHHO BKIIIOUaeT pekBU3UT 06, OJIaHK nrchMa
JOJKHOCTHOTO JUTA - pekBU3uT (7.

biiank KOHKpETHOTO BHUJIa JOKYMEHTA, KPOME IMHUChMa, B 3aBUCUMOCTH OT YUPEIUTEIbHBIX
JOKYMEHTOB OpraHU3ALMH U JIOKAJIbHBIX HOPMATUBHBIX MPABOBHIX AKTOB BKIIIOYAET
pexkBu3uThl 01 (02 wmu 03), 05, 09, 13 u, npu HEOOXOAMMOCTH, OTPAHUIUTEIHLHBIC
OTMETKH JUIsl TPAHMUIL 30H pacioiokeHus pekBu3uToB 10, 11, 16, 17. biank KOHKpeTHOTO
BHJIa JOKYMEHTA CTPYKTYPHOTO TOIpa3/IeJICHUs JOTIOJHUTEIBHO BKIIOUaeT pekBU3uT 00,
OJIaHK JOJKHOCTHOTO JIUTA - peKBU3HT (7.

6.8 B opranax Brnactu u opranuzanusx cyorektoB Poccuiickoit @enepanuu,
HCIIOJIBb3YIOLUX HAPALY C PYCCKUM SI3bIKOM KaK IOCYAApCTBEHHBIM SI3bIKOM Poccuiickon
denepaly rocyJapCTBEHHBIH S3BIK (TOCYAapPCTBEHHBIE S3bIKM) PECITyOIMK B COCTaBE
Poccuiickoit @enepannu, UCIOIB3YIOTCS OJaHKH JOKYMEHTOB Ha PYCCKOM SI3BIKE U
roCyJapCTBEHHOM S3bIKe (s3bIKax) pecnyOnuk B coctaBe Poccuiickoii @eneparun:
yrI0BbIe (PEKBU3UTHI OJTaHKA PACIIOJIAraloTCsl Ha OJTHOM YpPOBHE: Ha PYCCKOM S3BIKE -
ClIeBa, Ha TOCYAAPCTBEHHOM S3bIKE (SI3bIKaX) peciyOnuk B coctaBe Poccuiickoit
®enepany - cripaBa) WIKA IPOJ0JIbHBIE (BCE PEKBU3UTHI OJaHKA HA PYCCKOM SI3BIKE -
CBEpXY, HUXKE - BCE PEKBU3UTHI OJIJaHKa HA TOCYIapCTBEHHOM SI3bIKE (S3BIKAX) PeCIyOInK
B coctaBe Poccuiickoit denepaunn).

JUist IepenucKy ¢ HHOCTPAaHHBIMH KOPPECTIOHICHTAMU UCTIONB3YIOT OJaHKM Ha JIBYX
A3BIKaX - PyCCKOM U aHIJIMICKOM (IIpri1okeHre B.8) nim MHOM MHOCTPAHHOM SI3BIKE.



ITpunoxxenune A
(cnpaBouHO€)

PacnonoxeHune PEKBN3NTOB HA TUTYJIbLHOM JINCTe OOKYMEHTa

HauMeHOBaHNE OPPaHWSALMH
I'pud CcoOMNacoBaHMA NOKRYMEHTA I'pud yTBEPEASHWMA OOKRYMEeHTa

HaMMeHOBAHME BHMIA HORYMEeHTA
SarofoROR K TEKCTY

T'pud COPNMACOBAHMA AORYMEHTA

MecTo cocTaBNieHMA (M3SOAHMA) HORKYMESHTA - POA MSIOAHMA HAOKYMEHTA

Pucynok A.1 - PacrnosioskeHHe peKBU3UTOB Ha TUTYJIbHOM
JUCTE TOKyMEHTA

IIpunoxenue b

(cpaBouHO€)



CxeMbl pacnonoxeHmna peKBM3INToB JOKYMEHTOB
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Pucynoxk b.1 - PacnionoxeHune pekBU3UTOB U I'PaHULbI 30H
Ha ¢popmate A4 yrioBoro OlaHkKa
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Pucynox Bb.2 - PacnonoxeHne peKBU3UTOB U I'PAaHHIIBI 30H
Ha ¢opmare A4 mpooJILHOTO OJIaHKa

IIpunoxxenue B

(cpaBO4HOE)



O6pa3ubl 651aHKOB AOKYMEHTOB

Pocaprue

degepanbHoe CROIEEeTHOS YVUpeROEeHHE
"BoepoCCMMckME HayUHO-HCCNeNoBaTENECKME HWHCTHTYT
HNOKYMEHTOBEAEHUA M apxusHoro gena”
{BHMMIAL)

Mockea

Pucynox B. 1 - O6pa3zen o6miero 6i1aHka opraHu3aiiu

Pocapime

degepaneHoe CROEETHOS YUpekRgeHHEe
"BECEpOCCHHCKMH Hay4UHO-
HOCAeNoOBATENBCHMA MHOTHTYT
ROXYMEeHTOBSNEHMA M ApXMBHOMO Rena”
(BHMMIAL

NMpodcoxsHaa yi., 4. 82, Mockea, 117393
Ten./darc (495) 718-78-74
e-mail:mail@vniidad.cu; http:/ www.vniidad.cu
CEMO 02842708; O'PH 1027700380795:
MHH/KON T7080332140/771001001
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Pucynox B.2 - O6pa3en yrinoBoro 6j1aHKa MuchbMa OpraHu3aluu
Pocapxus

denepanbHOE OI0PKETHOE YUPESKICHNE
"Bceepoccuiickuii HAy4HO-UCCIIEA0BATENbCKUNA HHCTUTYT
JIoKyMeHToBeAeHus u apxuBHoro nena" (BHUNIAL)

ITpodcoro3nas yi., a. 82, Mocksa, 117393
Ten./dakc (495) 718-78-74 e-mail:mail@vniidad.ru;
http://www.vniidad.ru
OKITIO 02842708; OI'PH 1027700380795;
WHH/KIIIT 7708033140/771001001
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Pucynox B.3 - O6pa3er mpo10JbHOTO O6J1aHKa MUChMa OpraHu3alun



Pocapxus

denepanbHOE OI0PKETHOE YUPESIKICHNUE
"Bceepoccuiickuii Hay4HO-UCCIIEA0BATENbCKUN HHCTUTYT
JTOKYMEHTOBEJICHUSI U apXUBHOTO Jiena"

(BHUMIAL)

JIUPEKTOP

ITpodcoro3nas yi., a. 82, Mocksa, 117393
Ten./daxc (495) 718-78-74 e-mail:mail@vniidad.ru;
http://www.vniidad.ru
OKIIO 02842708; OI'PH 1027700380795;
WHH/KIIIT 7708033140/771001001
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Pucynox B.4 - O6pa3er npo10J5HOTO OJ1aHKa MUChMa TOJHKHOCTHOTO JIMIIA
Pocapxus

denepanbHOE OI0PKETHOE YUPESKICHNUE
"Bceepoccuiickuii Hay4HO-UCCIIEA0BATENbCKUNA HHCTUTYT
JTOKYMEHTOBEJICHUS U apXUBHOTO Jiena"

(BHUMIAL)

OTPACJIEBOM LIEHTP ITOBBIIIEHU S KBAJTU®UKAILTAN

ITpogcoro3nas yi., a. 82, Mocksa, 117393
Ten./daxc (495) 718-78-74 e-mail:mail@vniidad.ru;
http://www.vniidad.ru
Ten./dpaxc (495) 718-79-38; e-mail:ocpk@vniidad.ru
OKITIO 02842708; OI'PH 1027700380795;
WHH/KIIIT 7708033140/771001001
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Pucynox B.5 - O6pa3er mpo1opHOTO 6JaHKa MUChbMa CTPYKTYPHOTO MOApa3IeIeHHS



PoCapxMe

defepancHos CROASTHOS YUPSWOSHME
"BeepocCHiCkME HaYUHO-MCCNeAOBATENLCHME MHCTUTYT
OORYMEHTORSNSHHA M aApXMBHODO nena"
(BHMMIAL)

MEMKEAS

Mocrea

Pucynox B.6 - O6pazer 61aHKa KOHKPETHOTO BHUJa TOKYMEHTA OpraHU3allui

Pocapxup

denepanbHoe CoIMeTHOS YuUpexgeHue
"BoepocCHRCRMA HAyHHO-HCCNefoBaATENbCKHA MHCTHTYT
HORYMEHTOBENSHKMS M apXMBHOPO Aena”
(BHMMOAL)

IHMPEKTOFR

PACMOPAXEHUE

Mockea

Pucynox B.7 - O6pa3er 61aHKa KOHKPETHOTO BUA JJOKYMEHTA JIOJDKHOCTHOTO JIUI[A
Pocapxus

denepanbHOE OI0PKETHOE YUPESIKICHNE
"Beepoccuiickuii HAy4HO-UCCIIEA0BATENbCKUN HHCTUTYT
JTOKYMEHTOBEJCHUS U apXUBHOTO Jiena"

(BHUMIAL)

ITpodcoro3nas yi., a. 82, Mocksa, 117393
Ten./daxc (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
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Pucynok B.8 - O6pa3zer mpoaoapHOTo OJlaHKa MMChMa OPTaHU3aINK Ha ABYX S3bIKaX

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

KiroueBble c10Ba: OpraHu3aiMOHHO-PACHOPSAUTENbHAS TOKYMEHTaIus, 0(hopMIIeHHE
JIOKYMEHTa, OJJaHK TOKYMEHTa, peKBU3HUT JOKYMEHTA
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