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®ENEPAJIbHOE ArEHTCTBO NO TEXHUYECKOMY PErYJINPOBAHUIO
U METPOINOInn

HALMOHAINBbHbIA CTAHOAPT POCCUUCKOWN ®EOEPALUA
FOCT P 7.0.97-2016

CUCTEMA
CTAHOAPTOB NO UH®OPMALUN, BUBJITMOTEYHOMY
N UBOATEJNIbCKOMY AOENY

OPIrAHU3ALUMNOHHO-PACNOPAOUTENIbHAA OKYMEHTALUA
TPEBOBAHUA K OPOPMJIEHUIO NOKYMEHTOB

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

Crnucok n3MEeHSIONMX T0KYMEHTOB
(B pen. smenenus N 1, ytB. [Ipukazom Poccrangapra
ot 14.05.2018 N 244-cT)

Koncynbrantllntoc: npumeuyanue.
IIpuxazom Poccranpapra or 25.05.2017 N 435-ct nata BBeneHus B aelictBue HarumonanbHOro
crangapra PO I'OCT P 7.0.97-2016 nepenecena Ha | urons 2018 rona.

Hata BBenenus - 2018-07-01
MNpeaucnoBue

1 PA3PABOTAH ®denepaabHbIM OIO/DKETHBIM YUPEKICHUEM "Bcepoccuiickuiil
HAay4YHO-HUCCIICJIOBATEIbCKUM HMHCTUTYT JIOKYMEHTOBelAeHus U apxuBHoro gena" (BHUMIA/)
®denepaabHOr0 apXHUBHOI'O Ar€HTCTBA

2 BHECEH Texuuueckum komuteroM Mo ctangaptuzanuu TK 191 "HayuHo-texnuueckas
uHopMalys, 6MOINOTEeYHOE U U3AATENBCKOE AeN0"

3 VTBEPXJIEH U BBEJEH B JEWCTBHUE Ilpuxasom @enepanbHOr0 AareHTCTBA IO
TEXHUYECKOMY PETYJIMPOBAHUIO U MeTposioruu oT 8 aexadps 2016 r. N 2004-ct

4 B HacTosIEM CTaHAapTe peaju30BaHbl HOPMbI (helepabHbIX 3aKOoHOB OT 27 utons 2006 r. N
149-®3 "O6 urdpopmanuu, HHOOPMAMOHHBIX TEXHOJOTUSIX U O 3amuTe HHPopMamuu", oT 22 OKTIOps
2004 r. N 125-®3 "O6 apxuHOM aene B Poccutickoit @enepanmn’
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5 BBAMEH I'OCT P 6.30-2003

6 U3BJAHUE (uronb 2018 1.) ¢ M3menenunem N 1, yrepxkaeHubiM B mae 2018 r. (MY C 7-2018) <*>

<EF> Hacrosee nu3ganue 3aMeHSIET BCe NpeAbIAYIINEC U3MaHUA JAHHOI'O CTaHAapTa.

[IpaBuia npuMeHEeHUs HACTOSIIETO CTAHIapTa YCTAHOBJIEHBI B cTaThe 26 DenepabHOro 3aKOHA OT
29 wurons 2015 r. N 162-®3 "O cranmaptuzanuu B Poccuiickoit ®enepammu". Mudopmarms 06
M3MEHEHHUAX K HACTOAIIEMY CTaHIapTy MYyOJUKYeTCs B €XKErogHoM (10 COCTOsSHHUIO Ha | stHBaps
TEKyIero roja) WHPOpMAIMOHHOM YykaszaTene "HamwmoHanbHble cTaHAapThl', a O(UITHAIBHBIA TEKCT
W3MEHEHUN M TPABOK - B €XKEMECSIYHOM MHPOpPMAIMOHHOM ykasatene "HammonaneHble ctanmaptel’. B
cilyyae IepecMoTpa (3aMeHbl) WJIM OTMEHbl HACTOSIIEr0 CTaHAAapTa COOTBETCTBYIOULIEE YBEAOMIICHHE
Oyzmer omyOJMKOBaHO B ONMDKAWIIIEM BBITYCKE E€XEMECSYHOTO HWH(GOPMAIIMOHHOTO — yKa3aTess
"Hanmonanbubie cTannapTel”. COOTBETCTBYOIIAS HHPOpMAIKs, YBEJOMIICHHE U TEKCTHI pa3MeIIaTcs B
UH(POPMAIIMOHHON crcTeMe 00IIEeTOo MOJF30BAHUS - Ha OUIIHAIEHOM caiite deepanbHOTO areHTCTBA 110
TEXHUYECKOMY PEryJMpPOBaHUIO U METPOJIOTUHU B ceTu HTepHeT (WWw.gost.ru).

HacTosmuii cranaapT He MOXKET ObITh MOJHOCTBIO MIJIM YACTUYHO BOCIIPOM3BENICH, TUPAXKUPOBAH U
pacrpocTpaHeH B KauecTBE OQUIMAIBHOTO u3aHus 0e3 paspemieHus DenepanbHOro areHTCTBA IO
TEXHUYECKOMY PETYJIMPOBAHUIO U METPOJIOTUU

1 O6nacTb npumeHeHUA

Hacrosmmii cTtanmapT pacnpocTpaHSETCss Ha OpraHU3allMOHHO-PACTIOPSAUTEIbHBIE JTOKYMEHTHI:
YCTaBbl, MOJIOXKEHUS, IPaBWIA, UHCTPYKIUU, PErJIAMEHTHI, ITOCTAHOBJIEHMS, PACIIOPSKEHUs, MPHUKa3bl,
pelleHys], TPOTOKOJbI, TOTOBOPBI, aKThl, IUCbMa, CIPaBKU U Jp. (Aajee - JOKYMEHTHI), B TOM 4YHCIE
BkitoyeHHble B OK 011-93 "OOmepoccuiickuii  knaccudukaTop ymnpaBlIeHYECKOH JOKymMeHTauuu'"
(OKVY 1), xkace 0200000.

HacTosmmii cranaapT omnpenensier coCTaB PEeKBU3UTOB JOKYMEHTOB, IpaBuiIa UX o(opmieHus, B
TOM 4YHCIIEé C NPUMEHEHHEM HH(OPMAIIMOHHBIX TEXHOJOIHii; BHABI OJAHKOB, COCTaB PEKBU3HUTOB
0JIaHKOB, CXEMBI PACIOJIOKEHHSI PEKBU3UTOB Ha JOKyMEHTE; oOpa3lbl ONAaHKOB; IMpaBHJa CO3JaHUS
JNOKyMeHTOB. Iloi0kKeHHsI HAaCTOAIIEro CTaHAAapTa PACHPOCTPAHSIOTCS HAa JOKYMEHTHl Ha OyMaKHOM U
AJIEKTPOHHOM HOCHUTEISX.

2 HopmaTuBHbIe CCbINIKN

B HACTOAIICM CTaHAAPTC UCITOJIb30BaHbI HOPMATUBHBIC CCHIJIKU Ha CICAYIOINNUE CTaHAapPThI:

I'OCT P 7.0.8 Cucrema ctanmapToB mo WH(popManuu, OMOIHMOTEYHOMY M HM31aTEIIbCKOMY JICIy.
Jenonpon3BoACTBO U apXUBHOE /1€710. TepMUHBI U ONpeeeHus

I'OCT P UCO 15489-1 CucremMa cTaHmapToB 1O WHPOPMAIIUK, OMOINOTCUHOMY U H3IATEITHCKOMY
neny. Ynpasienue fokymeHTamu. OOmme TpeOoBaHus

[Mpumeuanue - [Ipu mMoNb30BaHWK HACTOSIIIUM CTAHIAPTOM LEIECOO0pPa3HO MPOBEPHUTH JCHCTBUE
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CCBUIOYHBIX CTaHAAPTOB B MH(POPMAILIMOHHON cUCTeME OOIIEro MoJb30BaHUS - Ha O(ULMAIBHOM CalTe
@esiepalIbHOTO areHTCTBA MO0 TEXHUYECKOMY PEryJIMpPOBAaHUIO MU METPOJIOTUU B CETH VIHTEpHET Wiu 1o
€KeroJHOMY MH(OpPMAIIMOHHOMY yKazaTeto "HarmoHanbHbIe CTaHAAPTHI"', KOTOPBIM OMyOJUKOBAH IO
COCTOSIHMIO Ha | sIHBaps TEKYyILEro roja, v Mo BBITYCKaM €KEMECSYHOro MH()OPMALMOHHOTO yKa3aTels
"HanunoHnanbHble cTaHIapThl" 3a TeKyIIUid rof. Eciau 3aMeHeH ccbUIOYHBIN CTaHAAPT, HA KOTOPBIN JaHa
HeJIaTUPOBAaHHAsS CChUIKA, TO PEKOMEHAYETCS MCIOJIb30BaTh JCHCTBYIOILIYIO BEPCHIO ATOTO CTaHAApTa C
Y4E€TOM BCEX BHECEHHBIX B JAaHHYIO BEpPCUI0 M3MEHEHMH. Eciau 3aMEHEH CCBhUIOYHBIM CTaHIApPT, HA
KOTOpBIA JaHa JaTUpOBAaHHAs CChUIKA, TO PEKOMEHJYETCSl HCIOJb30BaThb BEPCUIO 3TOTO CTAaHJApTa C
yKa3aHHBIM BBIIIIE TOJIOM yTBepKAeHus (mpuHATHs). Eciu mocne yTBep K AeHns HACTOSILEro CTaHIapTa B
CCBUIOYHBIN CTaHAApT, Ha KOTOPBIM JaHa JATHPOBAHHAS CCHUIKA, BHECEHO M3MEHEHHUE, 3aTparuBarollee
MOJIOKEHHE, Ha KOTOPOE JIaHa CCBUIKA, TO 3TO MOJIOKEHUE PEKOMEHIyeTCs IPUMEHATh 0€3 ydeTa JaHHOTO
u3MeHeHMsl. Eciiu cChUTIOYHBIN cTaHAApT OTMEHEH 0€3 3aMeHBbl, TO MOJIOKEHUE, B KOTOPOM JJaHa CChUIKA
Ha HEro, pPEKOMEHAYETCS IPUMEHATh B YaCTH, HE 3aTparuBaroLIei 3Ty CCBUIKY.

3 O6wue TpeboBaHUA K CO3AAHUIO AOKYMEHTOB

3.1 JIoKyMEeHTBI MOTYT CO3/1aBaThCsi Ha OYMaKHOM HOCHUTEJIIE W B OJIIGKTPOHHOW (opme ¢
COOJTIOICHNEM YCTAHOBIICHHBIX MPAaBUI 0OPMIICHHUS TOKYMEHTOB.

3.2 Ilpu co3maHMM AOKYMEHTa Ha JIBYX U OoJjiee CTpaHUI@AX BTOPYIO M IMOCJEAYIOIIUE CTPAHULIBI
HYMEpPYIOT.

Homepa cTpanuil MpOCTaBIAIOTCS MOCEPEMHE BEPXHETO MO JOKYMEHTA Ha PACCTOSHUM HE MEHee
10 MM OT BEepXHETO Kpas JIMCTA.

Jlonmyckaercs co3qaHue JIOKYMEHTOB Ha JIMLEBOM U 000poTHON cTopoHax Jjucta. Ilpu
JIBYCTOPOHHEM CO3JaHHM JTOKYMEHTOB IIMPHHA JIEBOTO OJI HAa JIMLEBOW CTOPOHE JIUCTA U MPABOTO OIS
Ha 00OPOTHOI CTOPOHE JIMCTa TOJKHBI OBITh PABHBI.

3.3. Jlns co3maHusi JOKYMEHTOB HEOOXOIMMO HCIIONB30BaTh CBOOOTHO pAacIpoCTpaHseMbIe
OecriaTHbIC MPUQTHI.

Jns ohopMiteHHs JOKYMEHTOB PEKOMEHIY€eTCsl HCIIOIb30BaTh pasMepsl mpudToB N 12, 13, 14.
[Ipu cocTaBnenuu TabIUL AOMYCKAETCS UCIIOJIb30BaTh MIPUQPTHI MEHBIIUX Pa3MEPOB.

(M3menennas pepakmus, Mzm. N 1).
(m. 3.3 B pen. U3menenus N 1, ytB. [Ipukazom Poccrangapra ot 14.05.2018 N 244-cT)

3.4 AG3arHbIil OTCTYN TEKCTa JOKyMeHTa - 1,25 cM.

3aroJOBKM pa3/iesoB U MOJPA3JENIOB MeYaTaroTcs ¢ ad3al[HbIM OTCTYIIOM WJIM LIEHTPUPYIOTCS IO
LIMPHUHE TEKCTA.

MHOFOCT’quHLIe PEKBU3UTHI I€YATAOTCA Y€PE3 OJAUH MG)KCTpO'—IHBIfI HUHTEPBAJI, COCTABHBIC YaCTU
PECKBU3UTOB OTACIIAIOTCS JOIMOJIHUTCIIbHBIM NHTCPBAJIOM.

TekcT noxkymeHTa reyataetcs uyepes 1 - 1,5 MeXCTpOUHBIX HHTEPBAJIA.
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Ecnu 10KyMEHT rOTOBUTCS JUISl U3/1aHUS C YMEHbIIEHHEM MaciluTala, TeKCT revyaTaeTcsl yepes JBa
UHTEpBaJIa.

HuTtepBan mexay OyKBaMH B CJIOBax - OOBIYHBIH.
WuTepBan Mexay clioBaMu - OAWH MpoOe.

3.5 TekcT AOKyMEeHTa BbIPaBHHMBAETCA MO LIMPUHE JHCTa (110 TPaHUIAM JIEBOTO U IIPaBOro IMOJIEH
JIOKYMEHTA).

JnuHa caMoil JUTMHHOM CTPOKM PEKBU3UTA MPH YIIIOBOM PACIHOJIOKEHUU PEKBU3UTOB HE Oonee 7,5
CM.

JlinHAa caMo# JUITMHHOM CTPOKHM PEKBU3WTA MPH MPOIOJILHOM PACIOJIOKEHUN PEKBU3UTOB HE Oojiee
12 cm.

3.6 HopMaTUBHBIMH aKTaMU OpPTraHU3AIMHd MOXXET OBITh MPEIYCMOTPEHO BBIIECICHUE PEKBU3UTOB
"anmpecat"”, "3aroJoBoOK K TeKCTY" WU "MOANKCH", a TAK)KE OTACIBHBIX (PparMEHTOB TEKCTA MOTYKHUPHBIM
mpuQTOM.

3.7 HopmaTuBHbIE aKThl OpPraHMU3allld, a TAaK)K€ HHbIE MHOTOCTPAHWYHBIE JOKYMEHTHl MOTYT
0oOpMIATECS ¢ TUTYJIBHBIM JIUCTOM. TUTYJNBHBIM JUCT JOKyMeHTa O(OpMIIsieTCs B COOTBETCTBHM C
IPWIOKEHHEM A.

4 PekBU3UTbI AOKYMEHTa

[Ipu monroroBke u OGOPMIICHHUH JTOKYMEHTOB HCIIONB3YIOT PEKBU3HUTHI, ONPEICICHUS KOTOPHIX
npuseaeHbl B ['OCT P 7.0.8

01 - rep6 (FocymapctBenuswiii Tepd Poccuiickoit ®Denepamuu, repd cyObekta Poccuiickoii
®enepanuu, repO (repajibIUuecKuil 3HaK) MyHULIMIIAIBHOTO 00pa30BaHus);

02 - smbnema;

03 - ToBapHBIi1 3HAK (3HAK 0OCITYKHBAHHUS);

04 - xox ¢popMbl JOKYMEHTA;

05 - HauMEeHOBaHUE OPTaHU3ALINH - ABTOPA JJOKYMEHTA;

06 - HauMeHOBaHUE CTPYKTYPHOTO MOAPA3ICIICHHS - aBTOPA TIOKYMEHTA;
07 - HauMeHOBaHME JOJDKHOCTH JIUIA - aBTOPA JIOKYMEHTA;

08 - cipaBouHbIe TaHHBIE 00 OpraHU3AIUY;

09 - HanMeHOBaHUE BU/Ia TOKYMCHTA;

10 - maTa HOKyMeEHTa;
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11 - perucTpalMOHHBI HOMEP TOKYMEHTA;

12 - ccpuika Ha PErUCTPAIIMOHHBIA HOMEP U JIaTy MOCTYIHUBILETO TOKYMEHTA;
13 - MecTo cocTaBieHus (M3MaHNS) JOKYMEHTA,
14 - rpud orpaHnyeHHs JOCTyNA K TOKYMEHTY;
15 - anmpecar;

16 - rpud yTBEpKICHHS TOKYMEHTA;

17 - 3aron0BOK K TEKCTY;

18 - TekCcT TOKyMEHTa,

19 - oTMeTKa 0 PUIIOKEHNUY;

20 - rpud cornacoBaHus JOKyMEHTA;

21 - Bu3a;

22 - IOAINCE;

23 - oTMeTKa 00 ANIEKTPOHHON TOIIHCH;

24 - neyarsp;

25 - oTMeTKa 00 UCIIOIHUTEIE;

26 - oTMETKa O 3aBepeHUH KOIINHY;

27 - OTMETKA O MOCTYIUICHUH JIOKYMEHTA;

28 - pe3oTonus;

29 - oTMETKa 0 KOHTPOJIC,

30 - oTMETKa O HANpaBJICHUU JIOKYMEHTA B JIEJIO.

5 OcphopmMneHune pekBM3NTOB AOKYMEHTOB

5.1 Tep6 (TocymapctBennbiii repd Poccuiickoit ®enepanuu, repd cyoObekTa Poccuiickoi
Oenepannn, repd (repaibIUUeCKUld 3HAK) MYHHIUIIAIBHOTO OOpa30BaHUs) BOCIPOU3BOAUTCS Ha
0JIaHKaxX JIOKYMEHTOB B COOTBETCTBHH ¢ DeepaibHbIM KOHCTUTYIIMOHHBIM 3aKOHOM OT 25 nekaops 2000
r. N 2-®K3 "O T'ocymapctBennom repbe Poccuiickoit denepanuu', 3aKOHOAATEIBHBIMH U WHBIMHU
HOPMAaTUBHBIMU IPaBOBBIMU aKTaMU cyObekToB Poccuiickoii ®denepanuu M HOPMATUBHBIMU aKTaMU
OpraHOB MECTHOT'O CAMOYTIPaBICHHUS.

Nzobpaxkenue repba (I'ocymapctBeHHoro repba Poccuiickoit denepanmm, repba cyObekTa
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Poccuiickoit @enepannu, repbda (repaibIu4eckoro 3Haka) MyHHUIMIIAJbHOTO 00pa30BaHus) MOMEIAEeTCs
MIOCEPEIMHE BEPXHEro MoJis OJlaHKa JOKYMEHTA HaJl peKBU3UTAMU OpraHU3alMM - aBTOpa JIOKyMEHTa Ha
paccrossHun 10 MM OT BEpXHET0 Kpas JIMCTa.

5.2 Dwmbnema opraHuzalnuy, pa3paboTaHHAasT W YTBEP)KJICHHAass B YCTaHOBJIEHHOM HOpSJKeE,
pa3memaeTcss B COOTBETCTBUM C HOPMATHBHBIMHM TIPAaBOBBIMH aKTaMH Ha OJIaHKax: JIOKYMEHTOB
denepanbHbIX OPraHOB T'OCYJIAPCTBEHHOW BJIACTH (3a MCKIIIOUEHHEM CIy4yaeB, IpeayCMaTpHUBAIOIIMX
ucnojb3oBaHue u3zoOpaxeHus I'ocynapcrBenHoro rep6a Poccuiickoii denepanyn), TeppUTOPHATBHBIX
OpraHoB (QelepajbHBIX OPTaHOB T'OCYNApPCTBEHHOW BIIACTH, T'OCYIAPCTBEHHBIX M HETOCYIApCTBEHHBIX
opranuzauuil. 3o0paxenue sM01eMbl MOMEIAETCs MOCEPEIMHE BEPXHETOo oSl OIaHKa JOKYMEHTa HaJl
PEKBU3UTAMU OpPraHU3allUU - aBTOpa JJOKYMEHTA, Ha paccTossHUU 10 MM OT BEpXHETO Kpas JIMCTA.

5.3 ToBapHublii 3HaK (3HaK OOCITY)XMBAaHHSA), 3aPETHCTPUPOBAHHBIA B  YCTAHOBJICHHOM
3aKOHOJIaTEILCTBOM TIOPSJIKE, BOCIIPOM3BOAUTCS Ha OJaHKAaX OpraHU3allMii B COOTBETCTBHH C YCTaBOM
(monoxenuem 06 opranuzanuu). M300paxkeHne TOBApHOTO 3HaKa (3HaKa OOCITYXHBaHHUS) MOMEIIACTCS
MOCEepeIMHE BEPXHETO MO OJJaHKa TOKYMEHTa HaJl PEKBU3UTAME OPTraHU3aIMH - aBTOPA JOKYMEHTA WIITH
cJieBa Ha ypOBHE HAaMMCHOBAaHHS OpPraHHM3allUM - aBTOpa JIOKYMEHTa (JOIyCKaeTCs 3aXBaThIBaTh YacCTh
JIEBOTO TTOJIS).

Hapsiny c¢ TtoBapHbIM 3HakoM (3HAaKOM OOCIyXKHUBaHMs) Ha OJaHKaX JOKYMEHTOB MOXKET
YKa3bIBaThCSl KOMMEpPUECKoe 0003HaUECHHE IOPUINYECKOrO JIUIIA.

5.4 Kon ¢opMbel JOKyMEHTa MPOCTAaBIsETCS Ha YHU(DHUIMPOBAHHBIX (OpMax JOKYMEHTOB B
cootBeTcTBUHM ¢ OOIIEPOCCUMCKUM KiaccuurkaropoM ympasieHdeckoil nokymentanuu (OKVY]) unu
JIOKAJIbHBIM KJIACCU(MKATOPOM, pacrojaraercs B IPAaBOM BEPXHEM yIiIy padoyero mois JOKYMEHTa,
coctouT u3 cioB "Popma no" (HauMeHoBaHUE KiIaccupUKaTopa) U HUPpPOBOro Koja.

[Ipumep

®opma o OKY [ 0211151

5.5 HaummeHoBaHWe oOpraHu3aldyd - aBTOpa JOKYMEHTa Ha OJaHKe JOKyMEHTa JIOJDKHO
COOTBETCTBOBATh HAWMEHOBAHMUIO IOPUJIMYECKOIO JIMIIA, 3aKPEIJIEHHOMY B €ro Y4peIUTeIbHBIX
JokyMeHTax (ycTraBe Wid mojoxeHuu). [lon HaMMeHOBaHMEM OpraHM3allUd B CKOOKaX YyKa3bIBaeTCs
COKpallleHHOe HaMEHOBAaHKE OpPraHU3alluu, €CITU OHO MPEAYCMOTPEHO YCTaBOM (TIOJIOKEHUEM).

Hanx HaumeHOBaHMEM OpraHM3alUyU - aBTOpa JOKYMEHTa YKa3blBae€TCs IOJHOE MM COKPAILICHHOE
HAaMMEHOBAaHUE BBIIIECTOSILEH OpraHu3aiu (IIpu €€ HAJIUYUN).

5.6 HanmeHOBaHME CTPYKTypHOTO MOJpas3iesieHusl - aBTopa JOKyMeHTa (B ToM uucie ¢umana,
OTJIEJICHUSI, NIPEJCTABUTEIBCTBA, KOJIETHAIbHOT0, COBEIIATEIbHOIO UJIM MHOTO OpraHa) MCIOJIb3yEeTCs B
OilaHKkax mUceM U OJlaHKaX KOHKPETHBIX BHUIOB JOKYMEHTOB COOTBETCTBYIOIIMX TOJpa3aeieHui
(opraHoB) B COOTBETCTBHH C JOKAJIbHBIMH HOPMATUBHBIMHU aKTaMH M yKa3bIBaeTCs 0] HAUMEHOBAHHEM
OpraHU3aluu.

5.7 HanMeHoOBaHue TOKHOCTH JIMIA - aBTOPA JOKYMEHTA UCIOJIb3YETCs B OJIaHKaX JOKHOCTHBIX
JUI ¥ pacrojiaraeTcs IOJ, HAUMEHOBAHHUEM OpraHU3allMM WM HaUMEHOBAaHUEM TeppUTOpUU (Kpad,
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o0acTi, aBTOHOMHOM 00JIacTH U Jp.), €CIM AOKYMEHT M3aeT PyKOBOJIUTEIb OpraHa BJIACTH CyObeKTa
Poccuiickoit denepannn, MyHUIIMIAIbHOIO oOpa3oBaHus. HaumeHoBaHME AOKHOCTH JMIA - aBTOpa
JIOKYMEHTa YKa3blBa€TCS B COOTBETCTBHM C HAaWMEHOBAHUEM, NPHUBEICHHBIM B DPAaCIOPSIAUTEIBHOM
JIOKYMEHTE O HA3HAYEHUU Ha JOJIKHOCTD.

5.8 CnpaBouHbIe JaHHBIE 00 OPTaHU3AINHN YKA3bIBAIOTCS B OJJaHKAaX MUCEM U BKITIOYAIOT: IOYTOBHIH
aZipec OpraHu3anvu (JIOTIOJHHUTEIBHO MOXKET YKAa3bIBAThCS aapec MecTa HaxXOXKICHHS FOPHINIECKOTO
JUIa, €CIU OH HE COBMAJaeT C IMOYTOBBIM ajapecoM); HoMep Tenedona, Qakca, aapec IIEKTPOHHOU
MOYTHI, CETEBOM aJpec.

B cocrtaB cripaBoYHBIX TaHHBIX, 32 UCKIIOUEHHEM OJJAHKOB JOKYMEHTOB OPI'aHOB rOCYJapCTBEHHOMN
BJIACTH, OPTaHOB MECTHOT'O CaMOYIIPABJICHHUS, BKIIIOUAIOTCA: KOJ opraHu3zanuu mo OOmepoccuiickomy
knaccupukaropy — npeanpustuii u opranmzammid  (OKIIO), OCHOBHOW  TroCyJapCTBEHHBIH
PETUCTPAITMOHHBIN HOMEP OpraHU3alNH (OI'PH) u WJIEHTU (D UKATTMOHHBIHA HOMED
HAJIOTOTIATENbIIIKA/KOJ] MPUYMHBI TOCTAaHOBKHU Ha HanmoroBsiid yuet (MHH/KIIIT).

5.9 HaumeHoBaHue BUJIa TOKYMEHTA yKa3bIBA€TCA Ha BCEX JIOKYMEHTaX, 32 UCKJIIOUCHUEM JIETOBBIX
(cmykeOHBIX) THCEeM, pacrojiaraercsi I0J pEeKBU3UTAMU aBTOpa JOKYMEHTa (HaMMEHOBaHHUEM

OopraHU3aliv, HAUMCHOBAHUCM CTPYKTYPHOI'O IOAPA3ACICHUA, HAUMCHOBAHUCM I[OJ'I)KHOCTI/I) (CM. pHuc.
B.6).

5.10 Jata moxkyMeHTa COOTBETCTBYET JaTe MOAMUCaHMs (yTBEPXKICHHS) JOKYMEHTAa WIH JaTe
coObITHSI, 3a()UKCUPOBAHHOTO B AOKyMEHTE. JIOKyMEHTbI, U3JaHHbIE IByMs WM 0oJiee OpraHU3alUsIMH,
JIOJDKHBI UMETH OJIHY (€MHYIO) JIaTy.

JlaTa TOKyMeHTa 3alHChIBAETCS B IOCIIEI0BATEILHOCTH - ICHb MECSIa, MECSIL, TOJ] - OJTHUM U3 JIBYX
CII0CO0O0B:

apabckumu mmdpamu, pasaesieHHbME Toukoid: 05.06.2016;
CJIOBECHO-ITU(PPOBBIM CITOcoO0M, Harpumep: 5 utons 2016 T.

5.11 PeructpanioHHBIIf HOMEp JTOKYMEHTA - HU(PPOBON WM OYKBEHHO-IIM(PPOBON HACHTU(DUKATOD
JOKYMEHTa, COCTOSIIMIA U3 TOPSIIKOBOTO HOMEPA TOKYMEHTa, KOTOPBIHA, M0 YCMOTPEHHUIO OpTaHU3AIIHH,
MOXKET JIOTIOJHATHCA IM(PPOBEIMU HMJIM OyKBEHHBIMH KoJaMu (MHIEKCaMH) B COOTBETCTBHU C
UCTIOJIb3YEMBIMU KJIaccH(HUKaTOpaMu (MHIEKCOM Jefla IO HOMEHKJIAType JAell, KOJIOM KOPpPECIOHACHTa,
KOJIOM JIOJDKHOCTHOTO JIUIIA U JIp.).

Ha noxymeHTe, cocTaBIeHHOM COBMECTHO IBYMsS U 0Ooyiee OpraHu3alusMH, MPOCTABISIOTCS
PETUCTPAIIMOHHBIE HOMEpa JOKYMEHTA, MPUCBOEHHBIE KaXIOW W3 OpraHu3aluil. PerucrpanmoHHbIE
HOMEpa OTHENISAIOTCS APYr OT JIpyra KOCOW YEPTOM M MPOCTABISIOTCS B MOPSAJKE yKa3aHUs aBTOPOB B
3aroJIOBOYHON YacTH WJIH MpeaMOyJie JOKyMEHTA.

5.12 Ccbulka Ha pErMCTPalMOHHBIM HOMEP W JaTy IOCTYNMBIIETO JOKYMEHTa BKJIHOYAeT
PETUCTPAIMOHHBIA HOMED U ATy BXOJAIIETO MHUIIMATUBHOTO JOKYMEHTA, HA KOTOPbIil 1aeTCsl OTBET.

5.13 MecTto cocTtaBieHus (M30aHKs) JOKYMEHTa YKa3bIBa€TCs BO BCEX IOKYMEHTAX, KPOME JIEJIOBBIX
(cmyxkeOHbIX) mHCeM, a TaKKe MJOKIAJHBIX, CIYy)KEOHBIX 3alHUCOK M JPYTUX BHYTPEHHUX

www.consultant.ru Crpanvua 8 us 32
HaAeXHasi NnpaBoBas NoaAepXKa


https://www.consultant.ru/
https://www.consultant.ru/

"FOCT P 7.0.97-2016. HaumoHanbHbIM cTaHaapT Poccuiickoit deaepaumu. [okyMeHT npegoctasneH KoHcynbTaHTInt0C
Cwncrema cTaHAapTOB Mo MHGopMaunn, 6UGIMOTEeYHOMY U U3aaT... [ata coxpaHeHus: 25.06.2023

I/IH(I)OpMaLII/IOHHO-CHpaBOqHLIX AOKYMCHTOB.

Mecto coctaBieHus (M3aHUsI) TOKYMEHTA HE YKa3bIBa€TCs B TOM CJIyyae, €CJIM B HAUMEHOBAaHUU
OpraHu3alliy TPHUCYTCTBYET YyKa3aHHME HAa MECTO €€ HaxOoXJeHHd. MecTo cocTaBieHHUs (U3TaHU)
JIOKYMEHTA YKa3bIBA€TCSI B COOTBETCTBUHU C MPUHATHIM aAMUHUCTPATUBHO-TEPPUTOPUATIBHBIM JECICHUEM.

5.14 I'pud orpaHuuUeHHs TOCTyNa K JOKYMEHTY MPOCTABISETCS B IPABOM BEPXHEM YIIIy HEPBOTO
JaucTa JOKyMeHTa (IPOEKTa JOKYMEHTa, COINpPOBOJUTEIBHOIO IMHUCbMa K JOKYMEHTY) Ha TIpaHMLE
BEPXHETO0 MOJIs IPU HAJMYMU B IOKyMEHTe HH(POpMAIMH, JOCTYI K KOTOPOW OrpaHUYEH B COOTBETCTBUU
¢ 3akoHOoarenscTBOM Pocculickon denepanuu.

Buapl ucnonb3yeMbIXx B OpraHu3alui T'pUQOB OrpaHUYEHUs AOCTyHa JOJKHBI COOTBETCTBOBATH
3aKOHOJIATeJIbHBIM U MHBIM HOPMAaTUBHBIM MpPaBOBBIM akTaM Poccuiickoit denepannu U JOIKHBI OBITh
3aKpeIUICHbI B JIOKAJILHBIX HOPMATUBHBIX akTax. B coctaB rpuga orpaHmueHUs: IOCTyNa K JOKYMEHTY
BXONUT orpanuunrtenbHas Haanuchk ("I cioyxeb6HOoro monb3oBanusa', "KonduneHmmansHo',
"KomMmepueckast TaiiHa" wiId JIp.), KOTOpask MOXET JIOMNOJHATHCS HOMEPOM HK3EMIUIIpa JOKyMEHTa H
JIPYTUMU CBEACHUSIMU B COOTBETCTBHH C 3aKOHOJATENbCTBOM Poccuiickoit denepaumu.

[Tpumep

Kommepueckas Talina
Ok3. N 2

5.15 Appecar wucnombzyeTcss npu O(OPMICHHH JEJIOBBIX (CITy')KeOHBIX) THCEM, BHYTPECHHUX
WH(pOPMaIIMOHHO-CITPABOYHBIX IOKYMEHTOB (JIOKJIAJIHBIX, CITYKEOHBIX 3aIHCOK H JIp.).

A,I[pecaTOM AOKYMCHTa MOXKCET OBITh opraHu3anus, CTPYKTYPHOC HNOJAPA3ACICHUC OpraHU3aluu,
JOJDKHOCTHOC UJIN (I)I/I?;I/I‘-ICCKOG JIUIIO.

PexBusut "agpecar" mpocTaBisieTCs B BEPXHEHW MpaBOil 4acTH JOKyMeHTa (Ha OJaHKe C yIJIOBBIM
pacroioKeHUeM PEeKBU3UTOB) WM CIpaBa MO PEeKBU3UTAMU OjaHKa (IIPH MPOAOIBHOM PACIIONI0KEHUU
pekBU3UTOB OnaHka). CTpoku pekBHU3MUTa "ajapecar’ BbIpaBHUBAIOTCS IO JEBOMY Kparo WM HEHTPYIOTCS
OTHOCHUTEIBHO CaMOM JJIMHHOMN CTPOKH.

IIpu angpecoBaHMM JOKYMEHTa PYKOBOIAUTENIIO (3aMECTUTENIO0 PYKOBOJIUTENS) OpTraHU3aUU
YKa3blBa€TCs B JAaTEJIbHOM MaJieK€ HAaWMEHOBAaHHE JOJDKHOCTH PYKOBOAMTENS (3aMECTUTEIS
PYKOBOJUTEIS ), BKIIFOYAOIEe HAMMEHOBAHUE OpPraHU3alnu, (PaMUIINIO0, THULIUABI TOJDKHOCTHOTO JIMIIA.

IIpumep

PyxoBoautento denepaibHOTO
apXHUBHOT'O areHTCTBA
Damumnsa 1.0.

HpI/I aJIp€COBAHUM IHUCbMAa B OpraHU3AlMI0 YKa3bIBACTCA €€ IIOJIHOC HJIM COKPALICHHOC
HanMCHOBAHHNC B MMCHHUTCIIBHOM IIAJICKCE.
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IIpumep
@PenrepanpbHOE apXUBHOE
Ar¢HTCTBO
1501050
Pocapxus

[Ipu angpecoBannu JOKyMEHTa B CTPYKTYpPHOE MOAPA3EICHUE OpraHu3alluy B pekBu3uTe "aapecat"
YKa3pIBa€TCs B HMEHHUTEIBHOM TMaJeXe HAWMEHOBAaHME OpraHu3alliyd, HI)XKE - HAWMEHOBAaHUE
CTPYKTYpPHOTO MOJpa3IeIeHUS.

[Tpumep

@DenrepanbHOE aPXUBHOE
ar¢HTCTBO

Otaen rocy1apcTBEHHOM
CITykOBbI, KaJpOB U HarpaJ

[Ipu angpecoBaHMM MHCbMa PYKOBOAMTEIIO CTPYKTYPHOTO TMOApA3JCICHUS YKa3blBaeTCsi B
MMEHUTEJIBHOM NaJie’)ke HAaUMEHOBAaHME OpraHM3alluM, HUKE - B JATEIbHOM IAJe)Ke HAaUMEHOBAaHHUE
JOJDKHOCTH PYKOBOJMTENIS, BKIIIOYAIOIIEE HAaWMEHOBAHUE CTPYKTYPHOTO MOApa3AeieHHs, (aMHIIHIO,
WHUIUAJTIBL.

IIpumep

AO "TIpodup"

PykoBonuTento 1oroBopHo-
IIPaBOBOIO OTHENa
®amunus U.O.

n n

Ilepen damunueid MOMKHOCTHOTO JHIA JAOMYyCKaeTcs YMNOTpeOnsaTh COKpalieHue ''T-Hy
(rocrioauHy), €ciM aapecaT My>KuuHa, WK "T-xke" (rocrnoxe), eciu ajgpecar KeHIIMHA.

[Tpumep

r-uy ®amunus 1.0.
WIH

r-xe @amunug U.0.

IIpu pacchuike JOKyMeHTa Irpylie OpraHu3alyii OJHOTO THIAa UM B CTPYKTYpPHbIE HOJpa3ieieHUs
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OJTHOW OpraHu3aluy ajpecaT yKa3blBaeTcsi 0000IIEHHO.

[Ipumep

PykoBoauTensim qo4epHux
obmectB AO "IIpodumns"

HIJIN

PykoBonuTensMm ynpasieHUR
PocapxuBa

HpI/I PaCChIIKC OJOKYMCHTAa HE€ BCCM OpraHusalvdaM WA CTPYKTYPHBIM IOAPA3ACJICHUAM 1101
pekBu3nuToM "Anpecat” B CKOOKax ykasbiBaeTcs: (1o CIiucKy)".

IIpumep

PykoBomuTessiM I04epHUX
o6bmmectB AO "IIpopumns"
(o cnucky)

B onHOM OKyMeHTe He JTOJDKHO ObITh Oosiee ueThipex ajapecatoB. Ciaoso "Komus" nmepea BTOPbIM,
TPEThUM, YETBEPTHIM aJpecaTaMu He yKasbiBaeTcs. [Ipu GonblieM KOIMYECTBE apecaToB COCTAaBIISACTCS
CIIUCOK (JIUCT, yKa3aTellb) PAaCChUIKM JTOKYMEHTa, Ha KaX/JI0M JOKYMEHTE yKa3bIBaeTcsl OJUH ajpecaT WIn
aapecat opopmisieTcst 0600IIeHHO.

B coctaB pekBusuta "Anpecar”" MOXKET BXOAWUTH MOYTOBBIM ajpec. DJIEMEHTHl IIOYTOBOIO ajapeca
YKa3bIBalOTCS B IOCIEA0BATEIbHOCTH, YCTaHOBIEHHOW I[lpaBmiiaMu oka3zaHUs yCIyr IMOYTOBOHM CBSI3H,

YTBEPKACHHBIMU IIPUKa30M MUHUCTEPCTBA CBSI3U U MacCOBBIX KOMMyHUKalui Poccuiickoint Penepaunu
ot 31 urons 2014 r. N 234.

[Tpumep

Bcepoccuniickuii Hay4HO-
HCCIIEeI0BATEIbCKUIA HHCTUTYT
JOKYMEHTOBEJICHUS U ApPXUBHOI'O
Jena

[Mpodcoroznas ym., 1. 82,
Mocksa, 117393

IlouToBEII aJIpeC MOKCT HC YKA3bIBATHCA B JOKYMCHTAX, HAIIPABJISACMbBIX B BLICIIUC OPraHbl BJIACTH,
BBIIICCTOAIINE OpraHMU3aluu, IMOABECAOMCTBCHHBIC OpraHuU3allii W IMOCTOAHHBIM KOPPECIIOHACHTAM (33
HCKIOYCHHUEM HAITPABJICHUS ITUCEM YKA3daHHBIM aIp€CaTaM B KOHBCPTAX C MIPO3pAYHbIMU OKHaMI/I).

[Ipu appecoBaHuM JOKyMEHTa (PU3NUECKOMY JIMIYy YKa3bIBAIOTCS: (DaMUIIKs, MHUIHAJIBI, TOYTOBBINA
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azpec.

[Ipumep

damumnusa 1.0.

yn. Cagosas, 1. 5, KB. 12,

r. JItoOepiibl, MockoBckas 001.,
301264

[Ipu oTmpaBke MUCHbMA MO AIEKTPOHHON MOYTE WM MO (PaKCUMHIBHON CBsi3H (0€3 JOCBUIKH MO
MOYTE) TOYTOBBIN aapec He ykasbiBaeTcs. [Ipyu HeoOX0qMMOCTH MOXKET OBbITh YKa3aH 3JEKTPOHHBIH ajipec
(Homep TenedoHna/pakca).

[Ipumep

Bceepoccuiicknii Hay4HO-
HCCIIEI0BATEIbCKUM UHCTUTYT
JOKYMEHTOBEICHHS U aPXUBHOT'O
zena

mail@vniidad.ru

5.16 I'pud yTBep>KIeHMs TPOCTABIISICTCS HA JIOKYMEHTE B CIIy4ae €ro yTBEP>KICHUSI JOTKHOCTHBIM
JUIIOM, PACTIOPSIIUTENBHBIM JTOKYMEHTOM (TIOCTAHOBIEHUEM, PEIICHUEM, MPHKA30M, PACIOPSHKEHUEM)
WJIM PELIEHUEM KOJUIETHAJIBbHOTO OpraHa.

I'pud yTBepkneHus pa3meraeTcsi B MPaBOM BEpXHEM YTy HEpBOro jucta JokymeHta. CTpoku
PEKBU3UTA BEIPABHUBAIOTCS 1O JIEBOMY KPatO WA LEHTPYIOTCSI OTHOCUTEIBHO CAaMOM JTTMHHOM CTPOKHU.

[lpu yTBepKIEHMM JOKyMEHTa MOJDKHOCTHBIM JIMIIOM TPH( YTBEPXKICHHUS COCTOMT M3 CIIOBa
VYTBEPX/IAIO, HaumeHOBaHMUS JIOJDKHOCTH JIMIA, YTBEPXKAAIOMIETO JOKYMEHT, €ro MOJIHCH,

HWHHUIIHUAJIOB, q)aMI/IJ'II/II/I " JaThbl YTBCPKACHUS.

[Ipumep

YTBEPX/IAIO
PyxoBonurens @enepaabHOTO
apXMBHOI'O areHTCTBA

IMonmuce N.0. ®amunus
JlaTa

[Ipu yTBEepX)IeHUN JOKYMEHTAa PaCHOpPSAUTEIBbHBIM JOKYMEHTOM TpU(] YTBEPKICHHS COCTOUT W3
cioa YTBEPXJEH (YTBEPXJEHA, YTBEPX/EHbI wiun YTBEPXXJIEHO), cormacoBaHHOro ¢
HAaUMEHOBAaHUEM BHJA YTBEPXKJIa€MOr0 JOKYMEHTa, HAUMEHOBAHUS PACHOPAIUTEIBLHOTO JOKYMEHTa B
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TBOPHUTCJIBHOM ITAZICKE, €0 AaTbl, HOMCpA.

[Ipumep
(Pernamenr) YTBEPX/IEH
npukazoM AO "IIpodums"
ot 5 anpens 2016 r. N 82
WA

(ITpaBuia) YTBEPX/IEHbBI
npukazoM AO "IIpoduis"
ot 6 anpenst 2016 r. N 83

[Ipu yTBepXJIeHUU AOKYMEHTa KOJUIETMAIbHBIM OPraHOM, PEIIeHUS KOTOPOro (PUKCHUPYIOTCS B
MPOTOKOJIE, B Tpu(e YTBEPKICHUS YKa3bIBAIOTCS HAUMEHOBAaHUE OpraHa, peIICHUEM KOTOPOTo
YTBEPKJICH IOKYMEHT, aTa U HOMEp IMPOTOKOoa (B CKOOKax).

IIpumep

(TTonoxenne) YTBEPXJIEHO
CoBeToM AMpPEKTOPOB
AO "Ipodwis"
(mpotokoit ot 12.12.2016 N 12)

5.17 3arojoBOK K TEKCTY - KpPAaTKO€ COJEpKaHHE JTOKYMEHTA. 3aroJOBOK K TEKCTy (GOpMYIHpPYyeTCs
¢ mpeiorom "O" ("O6") u oTBewaeT Ha Borpoc "o yem?"):

npukas (0 yeM?) 0 CO3JaHUM aTTeCTAllMOHHONW KOMHCCHUUY;
npuka3s (0 yeM?) 00 yTBEp>KI€HUH IITATHOTO PacIMCaHUS;
MUCHMO (0 ueM?) 0 MpeI0CTaBICHUN WHPOPMAITUH.

3aroyioBOK K TEKCTy opopMIIsieTcsl TIOJ PeKBU3UTAMHU OJIaHKa CJIeBa, OT TPaHUIlBI JIeBOro mois. B
yKa3ax, MOCTAaHOBJICHUSAX, PEUICHUSX, MPUKa3aX, U3JABAEMbIX OpraHaMH BJIACTH, 3arOJOBOK K TEKCTY
MOKET OpOpPMIIATHCA HaJ TEKCTOM MOcepearHe pabodyero mojis JOKYMEHTa U IEHTPYETCS OTHOCUTEIHHO
CaMoOU JJIMHHOM CTPOKH.

3aroioBOK K TEKCTY MOXET HE COCTaBIISATBLCS, €CJIM TEKCT JOKyMEHTa HE IIPEBbILAET 4 - 5 CTPOK.

5.18. TekcT TOKyMEHTa COCTABIISIETCA HA PYCCKOM S3bIKE KaK FOCYyAapCTBEHHOM si3bike Poccuiickoit
®enepauv. B opramax rocyAapCTBEHHOM  BIIACTH, OpraHax MECTHOIO  CaMOYIIPaBIICHHS,
FOCYJApCTBEHHBIX YUPEKJICHHUSIX PECIyOJUK Hapsly C TOCYAapCTBEHHBIM sI3bIKOM Poccuiickoi
Qenepau  MOTYT  YNOTPEOIATBCA TOCYJApCTBEHHBbIE S3bIKM  pecnmyOnuk. B jmedrenbHoCcTH
TOCYIapCTBEHHBIX OpPraHOB, OpraHW3allUi, NpeanpuaTHd U yupexzacHui Poccuiickonn ®Penepauuu
UCIIOJIb3YIOTCSI TOCYJapCTBEHHBIN s13bIK Poccuiickoit @enepaliiu, rocy1apcTBEHHBIE S3bIKH PECITyOINK U

www.consultant.ru Crpannua 13 n3 32
HaAeXHasi NnpaBoBas NoaAepXKa


https://www.consultant.ru/
https://www.consultant.ru/

"FOCT P 7.0.97-2016. HaumoHanbHbIM cTaHaapT Poccuiickoit deaepaumu. [okyMeHT npegoctasneH KoHcynbTaHTInt0C
Cwncrema cTaHAapTOB Mo MHGopMaunn, 6UGIMOTEeYHOMY U U3aaT... [ata coxpaHeHus: 25.06.2023

UHBIE A3bIKM HaponoB Poccuiickon denepannu.
(B pen. Usmenenus N 1, ytB. I[Ipukasom Pocctanmapra ot 14.05.2018 N 244-cT)

B Tekcte JOKYMCHTA, IIOATOTOBJICHHOM Ha OCHOBAHHWH 3aKOHOAATCJIBHBIX WJIM MHBIX HOPMAaTUBHBIX
IMPAaBOBBLIX AKTOB, paAHCC U3JJAHHBIX PACHIOPAAUTCIIBHBIX JOKYMCHTOB, YKA3bIBAOTCS UX PCKBU3UTHI:

- HaNMMEHOBaHUE BHUJIA JOKYMEHTa, HAaUMEHOBAaHME OpraHMU3allMM - aBTOpa JOKYMEHTa, JaTta
JOKYMEHTA, peTUCTPALIMOHHBIN HOMEP TIOKYMEHTA, 3aT0JI0BOK K TEKCTY;

- HAUWMCHOBAHHC OpraHu3alliu WM JOJDKHOCTHOI'O JiMI@a, YTBCPAUBIICTO MOOKYMCHT, JaTa
YTBCPXKACHUA JOKYMCHTA.

TexcT moKyMeHTa MOXKET COAEPXKATh Pa3Aeibl, MOJPA3/eibl, MMyHKTHI, IMOAMYHKTB, HyMEpyeMble
apabckumu muppamu. YpoBHEH pyOpHUKaIMu TEKCTa HE JOJDKHO OBITh 00Jiee YeThIpeX.

B npukasax TekCT u3naraercs OT MepBOro JMIa €AMHCTBEHHOT0 yucia ("'mpukasbiBan').

B nokymMeHTax KoJIeTHaJbHBIX M COBEINATEIHHBIX OPraHOB TEKCT HM3JIAraeTcsi OT TPEThEro JIMIIA
€IMHCTBEHHOTO YKcia ("KoJuerus... moctaHoBiseT", "coOpanue... pemuno").

TexcT mnporokosa wu3naraercs OT TPEThEro JiMla MHOXKECTBeHHoro uwucina ("ciymanu",
"BpicTynuin", "moctanoBunu", "pemmnu").

B nmokymeHTax, yCTaHaBIWBAIOIIMX IIpaBa M OOS3aHHOCTU OpraHU3alUd, HX CTPYKTYPHBIX
nozipazzesieHnit (MoJoKeHne, UHCTPYKLHKA), a TaKKe COAEpKAIIUX ONMUCAHHE CUTyallui, aHamu3 (akToB
WM BBIBOJBI (aKT, CIIpaBKa), UCMONb3yeTcs (popMa M3TI0KEHUS TEKCTa OT TPEThEro JUIA €TUHCTBEHHOTO
WIH MHOXeCTBeHHOro umucia ("ormen ocymiectBisieT GyHKIuuU...", "B COCTaB yHpaBIICHUS BXOIAT...",
"KOMHCCHS TPOBEIa MPOBEPKY...").

B coBMECTHBIX JOKYMEHTaX TEKCT H3JIaraercs OT IIEPBOTO JIMIA MHOXKECTBEHHOTO YHCIIa
("mpukasbiBaeM", "pemman").

B nenoBbIx (city>keOHBIX) TUCHhMAX UCIOJB3YIOTCS (POPMBI U3JI0KEHHUS:

- OT NepBOro JHIAa MHOXECTBEHHOTo uucia ("OpocuM HampaBUTh...", "NpeAcTaBiIsieM Ha
paccmotpenue...");

- OT TPETHEro JINIA €AMHCTBCHHOTO YKcia ("MUHUCTEPCTBO HE BO3pakaeT...", "00IIecTBO CUuMTaeT

BO3MOXKHBIM...");

- OT NEepBOro Juua eJUHCTBEHHOro uyucna ("cuuraro HeoOXoauMeIM...", "mpemararo
paccMoTpeTh..."), eclii TUCbMO 0(OPMIICHO Ha JIOJDKHOCTHOM OJIaHKeE.

B Texcrax JOKYMEHTOB YNOTpPEOJSIOTCS TOJBKO OOLIENpUHAThIE aO0OpeBHATyphl U Tpaduueckue
COKpaLICHHUS.

[Ipu ynotpebaeHuu B TeKcTe PaMUIINI JIUIl MHUIHAIBI YKa3bIBAIOTCS MOCe (haMUIIHH.

B nenoBbIx (CJ'Iy)Ke6HBIX) IMHUCbMax MOTYT HUCIIOJIb30BATbCA:
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- BCTyIHUTEIbHOE OOpalieHHe:
YBaxaeMslii rocrionus Ipencenarens!
YBaxkaemsiii rocioguH ['y6epHaTop!
VBaxkaemslii rocnonu [Ipoxopos!
VYBaxkaemas rocroxa 3axapona!
VYBaxaewmsbiii Hukomnaii [letpoBuy!
VBaxkaemas Onbra HukonaesHa!
YBaxaeMsle rocroja!

B O6paH_IeHI/II/I 10 AOJDKHOCTHM HAMMCHOBAHHC JOOJDKHOCTHM ITMHICTCA C HpOHHCHOﬁ 6YKBBI, B
06paH_IeHI/II/I 1o (baMI/I.HI/II/I HWHUIUAJIBI JIMIA HC YKAa3bIBAIOTCA.

- 3aKJIIOYNTEIbHAS ITUKETHAS (pasa:
C yBaxxeHuem, ...
(M3menennas penakuus, M3m. N 1).

5.19 OtMeTka O IPWIOKEHUH COIACPKHUT CBEACHHUS O JOKYMEHTE (IIOKYMEHTax), MpUIaraeMoM K
OCHOBHOMY JOKYMEHTY (B CONpPOBOJUTENBHBIX MHUChMAaxX, MPETEH3USAX, aKTaX, CIpaBKax M JPYTHX
UH(POPMAIIOHHO-CIIPABOYHBIX JOKYMEHTaX) WM O TOM, YTO JOKYMEHT SBIISETCS TNPHIOKEHHEM K
OCHOBHOMY JOKYMEHTY (B JOKyMEHTaX - NPWIOKEHUAX K pacIOpsSIUTENbHBIM JIOKyMEHTaM,
MOJIOKEHUSIM, ITPaBUIIaM, HHCTPYKIUSM, I0TOBOpaM, IIaHaM, OTYeTaM U Ap. TOKYMEHTaM).

B compoBoauTENBHBIX MUCHMaX M JAPYTHX MHPOPMAIIMOHHO-CIIPABOYHBIX TOKYMEHTAaX OTMETKa O
HNPUIIOKEHUN 0(OpPMIIETCS O TEKCTOM OT I'PaHUIIbI JIEBOTO MOJIS CIELYIOIIUM 00pa3oM:

- CCJIM MPUJIOKCHUC HA3BAHO B TCKCTC:

[Tpunoxenue: Ha 2 1. B 1 2Kk3.

- €CJIM MMPUJIOKCHUEC HC HA3BAHO B TCKCTC HUJIM CCJIA HpI/IJIO)KCHI/Iﬁ HCECKOJIbKO, YKAa3bIBAOT Ha3BaHUA
,I[OKYMGHTOB'HpI/IJ'IO)KeHI/II\/'I, KOJIMYCCTBO JIMCTOB U SK3CMILIAPOB KAXKAOTO ITPHUITOKCHHUS:

IIpunoxenue: 1. Ilonoxenne 06 YrpaBieHUH PETHOHATIBHOTO KPeIUTOBAaHUS Ha 5 1. B |
IK3.

2. CpopaBka O KaJpOBOM COCTaBe YTPABICHUS PETHOHAIBHOIO
KpeIUTOBaHUs Ha 2 J1. B 1 3K3.
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- €CJIM MPHJIOKEHHE (TIPHIIOKEHUST) COPOIIIOPOBAHO:

[Tpunoxenue: otuet 0 HUP B 2 k3.

- €CJIh JOKYMCHT, HBJISIIOH_[I/II\/JICSI NPpUIIOKCHUCM, HMCECT TMPUIOKCHUA C CaMOCTOSITCILHOM
HyMepauuen CTpaHMII:

IIpunoxenue: nucekMo PocapxuBa ot 05.06.2015 N 02-6/172 n npunoxeHus K Hemy,
BCEro Ha 5 IL.

- eClM TPUIOKCHHEM SBISCTCS O00OCOOJCHHBIM AICKTPOHHBIA HOCHTENb (KOMIAKT-IHCK,
usb-duen-HakonuTe b U Ap.):

IIpunoxenue: CD B 1 7k3.

[Ipu »sTOM Ha BkJazabile (KOHBEPTE), B KOTOPHIA IMOMEINAETCS HOCUTENb, YKa3bIBAIOTCA
HaUMEHOBaHUS IOKYMEHTOB, 3alIUCAaHHBIX HAa HOCUTEIb, UMEHA (ailioB.

B pacnopsauTenbHbIX JOKYMEHTax (IOCTAaHOBJICHMSX, PEILEHUSX, IpPHUKa3aX, paclopsDKEHUsX),
JIOTOBOpax, IMOJOKEHUAX, MPaBHIAX, MHCTPYKLUAX M APYTUX JOKYMEHTaX OTMETKA O IIPHUIIOKEHUU
oopmiseTcs ciaeayomuM 00pa3oM:

- B TEKCTE JIOKYMEHTA TpU MEPBOM YIIOMHHAHUN JOKYMEHTA-TIPHIIOKEHUS B CKOOKaX yKa3bIBaeTCs:
... (mpunoxxenue) wiM ... (mpuitokeHue 1); mepen HOMEPOM TPHIIOKEHHS JOMYCKAeTCsl CTaBUTh 3HAK
HOMepa: ... (mpuiiokenue N 2);

- Ha NICPBOM JIUCTC NOKYMCHTA-IIPUIIOKCHUA B IIpaBOM BEPXHCM YTy YKa3bIBACTCS:

[Tpumep

[Tpunoxxenne N 2
k nmpukazy AO "IIpopunp"
ot 15.08.2015 N 112

CTpoku pEKBHU3UTA BBIPABHUBAIOTCS IO JIEBOMY Kpar0 WM LEHTPYIOTCS OTHOCUTEIBHO CaMOM
JUIMHHOU CTPOKH.

Ecnu npunoxkenneM K pacnopsIuTeIbHOMY JOKYMEHTY SIBJISIETCS. HOPMATUBHBIM ITPAaBOBOM aKT WIH
WHOW JOKYMEHT, YTBEP)KIA€MbI [aHHBIM pacHOPSAOUTEIbHBIM JOKYMEHTOM, Ha IIEPBOM JIMCTE
IPUIIOKEHUS IPOCTABISIETCS OTMETKA O MPHUIIOKEeHUH (0e3 CChUIKM Ha pacHopsAUTENIbHBINA JTOKYMEHT) U
rpu¢ yTBEpXKAEHHUS, B KOTOPOM YKa3bIBAIOTCS JaHHBIE PACHOPSAUTENIEHOTO JOKYMEHTa, KOTOPBIM
YTBEPKIEH TOKYMEHT-IIPUIIOKEHUE.

IIpumep
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[Ipunoxenue 1

YTBEPXJIEHO
npukazom AO "IIpodumns"
ot 18.05.2015 N 67

5.20 I'pud cormacoBaHus TOKyMEHTa MPOCTABIACTCS HA JOKYMEHTaX, COrJIACOBAHHBIX OpraHaMu
BJIACTH, OpTraHMU3AlMsAMH, AODKHOCTHBIMU nunaMu. ['pud cormacoBaHuss B 3aBUCHMOCTH OT BHUIA
JOKYMEHTa U OCOOCHHOCTEH ero opOopMIICHHSI MOYKET ITPOCTaBISTHCS:

- Ha IICPBOM JIMCTE JOKYMCHTA (GCJ'II/I JOKYMCHT UMCCT THTy.]'IBHBIﬁ JIUCT - HA TUTYJIbHOM J'II/ICTe) B
JIEBOM BEpXHEM YIJIy Ha ypoBHe rpu¢a yTBEp>KIACHHUS WIN MOJ HaUMEHOBAHHUEM JOKyMEHTa OJMKe K
HUKHEMY TI0JII0);

- Ha MOCJCAHEM JIUCTC JOKYMCHTA IO TCKCTOM;
- Ha JIMCTC COorjaCcoOBaHus, ABIAIOIICMCS HEOTBhEMJIEMOI YaCTbhIO AOKYMCHTA.

I'pud cormacoanus cocrout u3 ciosa COI'JTACOBAHO, nomKkHOCTH M1, KOTOPBIM COTJIACOBAaH
JOKYMEHT (BKJIIOYash HAMMEHOBAaHHWE OPraHHW3alH), €ro COOCTBEHHOPYYHOH ITOANNCH, HHHUIMAJIOB,
(damminm, 1aThl COrJacoBaHUS.

[Ipumep

COI'NTACOBAHO
Hupexrop BHUNIAL

(moamuck) N.0. Gamunus
Jara

Ecnu cormacoBanue oCymecTBISIETCSI KOJUIETHAIBHBIM OPraHOM, B rprde corjiacoBaHMsI YKa3bIBAIOT
CBeJICHHsI 00 opraHe, COrjacoBaBIIeM JOKYMEHT, IaTe M HOMEpEe MPOTOKOJa, B KOTOPOM 3a(pUKCHPOBAHO
peleHre o corjlacoBaHuu. Eciin coriacoBaHHe OCYIIECTBISETCS MUChbMOM, YKa3bIBAIOT: BUJI JIOKYMEHTA,
OpTraHU3aIMIo - aBTOPA JIOKYMEHTA, ATy ¥ HOMEP MUChMAa.

[Tpumep 1

COI'NTACOBAHO

CoBeToM AUPEKTOPOB

AO "Ilpoduip"

(mpoToko OT N )

[Ipumep 2
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COI''TACOBAHO
nuceMoM Pocapxusa
oT N

5.21 Bwuza CBUACTENHCTBYET O COIJIACHM WJIM HECOIVIACHM JOJDKHOCTHOTO JHIa (paboTHHKA) ¢
CoZIep)KaHWEM MpOeKTa JOKyMeHTa. Bu3oit oopmisiercs BHyTpeHHee corilacoBaHHMe NOKyMeHTa. Buza
BKJIIOYAET JOJKHOCTh JIMIA, BU3UPYIOIIETO JTOKYMEHT, MOJIMUCH, paciiupOBKY MOIMUCH (MHUIUAIDI,
(dbaMuUINI0) U ATy BUSUPOBAHMUSL.

[Ipumep

PyxoBoauTesns 10OpuaIn4eCcKoro oTaesna

Iloanuce N.0. ®amunus
Jarta

[Ipu Hanu4YMK 3aMevaHuil K TOKYMEHTY BU3Y OpOPMIISIOT CIIeIyIOIIUM 00pa3oM:

[Ipumep

3ameyaHus pUIIAraroTCsl.
PykoBoauTens HOpUANYECKOrO OTAETA

IHoanuce N.0. ®amunus
Jlata

B opranuzamnusix, NPUMEHSIOMIMX CHUCTEMBI 3JIEKTPOHHOTO JOKYMEHTOOOOpOTa, COTJIaCOBAHHUE
MOJKET MPOBOAMTHCS B ANIeKTpoHHOH (hopme corsacHo ['OCT P CO 15489-1.

B AOKYMCHTAaX, MOJJIMHHHUKHN KOTOPBIX XpPaHATCA B OpraHu3alii, BU3LI IIPOCTABJIAIOT HA IMMOCJIICIHEM
JIMCTE NJOKYMCHTA MMOJ IMOAINMUCHIO0, HA 060p0T€ MOCJICAHCTO JIMCTAa MOAJIMHHHNKA JOKYMCHTA WJIM HA JIUCTEC
COorjiaCcoBaHUA (BI/I3I/IpOBaHI/I${), IprujIaracMom K 10KyMCHTY.

B HUCXOOAIIUX I[OKYMCHTaX BU3bI HpOCTaB.HSIIOTCH Ha 3K3€MHJI$Ian I[OKYMGHTOB, IIOMECIIAaCMBbIX B
biS ()

IIo ycMOTpeHHIO OpraHM3alUyd MOXKET IPUMEHATHCA IOJUCTHOE BU3MPOBAHHUE JOKYMEHTAa U €r0
MIPUIIOKECHUHN.

5.22 Tloanuchk BKJIIOYAET: HAMMEHOBAHUWE JOKHOCTH JIMIA, MOAMUCHIBAIOIIETO JOKYMEHT, €ro
COOCTBEHHOPYYHYIO MOJMUCH, pPAaCIIM(PPOBKY MOAMUCH (MHULIMABI, (PaMUTTHS).

IIpumep

['eHepanbHbBINA TUPEKTOP [Moanuck N.O. ®amunus
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Ecnu moxymeHT odopMiieH He Ha OJlaHKe, B HAMMEHOBAHKE JTIOJDKHOCTH BKJITIOYACTCSI HANMEHOBaHUE
opranuzanuu. Jlomyckaercs EHTPOBaTh HAMMEHOBAHHME JOJLKHOCTH JIMIIA, MOJNUCABIIETO JTOKYMEHT,

OTHOCHUTEIBHO CaMOM JIIMHHOMN CTPOKH.

[Ipumep

I'enepanbHbIl JIUPEKTOP

AO "Ipodumip" [lonmnuce

N.0. ®amunus

HpI/I O(I)OpMJICHI/II/I AOKYMCHTA Ha OnaHKe JOJDKHOCTHOI'O JIMIIa AOJXKHOCTBh 3TOI'O JIMIa B IIOAIIMCHU

HC YKa3bIBaCTCA.

[Ipumep

Tloamuce

N.0. ®amunus

HpI/I MNOANMNCaHNN HOKYMCHTA HCECKOJBKUMH JOJKHOCTHBIMU JIMOAMHU, 3daHUMAKOIIHMMHU PA3HOC
MOJIOKCHHUEC, UX MOAIMKUCHU pacCIOIararoTCsa OJHa MO I[perﬁ B IIOCJICAOBATCIIBHOCTH, COOTBCTCTBYIOH_IGI\/’I

HepapXuM 3aHUMAEMBbIX JTOJDKHOCTEH.

IIpumep
JupekTop HHCTUTYyTA [Moanuce
['maBHbBINA OyxranTep [Moanuce

N.0. ®amunus

N.0. ®amunus

HpI/I noArnuCaH JOKYMCHTa HCCKOJIBKMMU JIMIIAMU PaBHBIX I[OH)I(HOCTeﬁ X TII0AIIMNCH

pacmojiararoTcsa Ha OJHOM YPOBHC.

IIpumep

3amecTUTeNbh IUPEKTOpA MO
(brHaHCOBBIM BOIIPOCAM

IMoamuce 1.0. ®amunus

3aMecTUTeIb JUPEKTOpa 10
aJIMUHUCTPATUBHBIM BOIIPOCaM

TToamuce N.0. ®amunus

B JOKYMCHTAax, COCTAaBJICHHBIX KOMHCCI/IefI, B IOANKUCH YKa3bIBACTCA CTATyC JiMIa B COCTaBC

KOMUCCHH.

IIpumep

[Ipencenarens KoMUCCUU Tloamuce

N.0. ®amunus
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YeHsl KOMUCCHUU TTonmuce N.0. ®amunus

Iloamuce N.0. ®amunus

Tlonmuce 1.0. damunus

[Ipy moamwcaHuM JOKYMEHTa JHWIIOM, HCIIONHSIONUM OO0S3aHHOCTH PYKOBOIMTENS, TMOIIUCH
oopMIIsIETCSI ¢ YKa3aHUEM CTaTyca JOJKHOCTHOTO JIMIA B COOTBETCTBUHM € MIPUKA30M (PACTIOPSKEHUEM).

[Tpumep
N.0. reHepanbHOro AUPEKTOpA [Moanuce N.0. ®amunus
W
Wcnonnstomuii 06s13aHHOCTH TeHepanbHoro [loamuce N.O. Gamunus
JUpeKTOpa

[Ipu noanucanuy JOKyMEHTA JIMIIOM, UMEIOIIMM IPABO MOAMKCH B CIydyae BPEMEHHOTO OTCYTCTBUSA
PYKOBOJMTENS, WCHpPABICHUS B HAUMEHOBAHHWE [OJDKHOCTH U pacmmppoBKy GaMuIdd —yxe
MOATOTOBJIEHHOTO M COTJIACOBAHHOTO MPOEKTa JOKYMEHTAa BHOCSTCS OT PYKH WJIM C HUCMOJIb30BAHHEM
COOTBETCTBYIOIIMX INTaMmoB. He gomyckaeTcss CTaBUTh KOCYHO dYepTy, Haamuch '"3a" Tmepen
HalMEHOBAaHUEM JIOJXKHOCTH JIMLA B IOANKUCH, €CITU JOKYMEHT MOMUCHIBAET HHOE JIOJKHOCTHOE JIULIO.

5.23 OrmeTka 00 D3JEKTPOHHON MOANKUCH MCHOJB3YETCS NPHU BU3YyAIM3ALMH AIIEKTPOHHOIO
JOKYMEHTA, TIOAITMCAHHOTO 3JIEKTPOHHOI MOJIIHCHIO, ¢ COONIOICHNEM CIEAYIOINX TPeOOBAHMIHA:

a) MECTO pa3MeIlEHUs] OTMETKM OO0 JJIEKTPOHHOH NOJMKMCH JODKHO COOTBETCTBOBATb MECTY
pa3MmelneHus: COOCTBEHHOPYYHOI MOANMCH B aHAJIOTUYHOM JIOKYMEHTE Ha OyMa)KHOM HOCHTEJIE;

0) 2JIE€MEHThl OTMETKH 00 3JIEKTPOHHOHN MOAMHUCH AOHKHBI OBITh BUIMMBIMH W YHUTA€MBIMHU TPH
0TOOpakKeHUU TIOKYMEHTA B HATypaJbHOM pa3Mepe;

B) 9JIEMEHTBI OTMETKH 00 BHGKTpOHHOﬁ noArnucHr HE JOJIKHBI IEPCKPBIBATHCA HMJIM HAKJIaAbIBATHCSA
ApYyTr Ha apyra,

I') JIEMEHTHl OTMETKH 00 SJIEKTPOHHOW MOJINHCH HE NOJDKHBI MEPEKPBIBATh 3JIEMEHTHI TEKCTa
JOKYMEHTA U IPyTHe OTMETKHU 00 IEKTPOHHON MOANUCH (TIPY HAJIMYUH ).

OtmeTKa 00 3JEKTPOHHOM MOJIIMKUCH B COOTBETCTBUH C 3aKOHOIATEILCTBOM Poccuiickoit deneparun
BKItouaeT ¢pa3y "JIOKyMEeHT MOAMHMCAH 3JICKTPOHHOW TMOAMUCHIO", HOMEp cepTH(UKaTa KIroYa
AIIEKTPOHHOM NOJANUCH, (aMUIINIO, UM, OTYECTBO BiIaJielblla cepTudrKaTa, CpOK IeHCTBUS cepTU(UKaTa
KJIFOYa 3JIEKTPOHHOW moxanucu. OTtMeTka 00 3JIEKTPOHHOH IMOIMUCH MOMKET BKJIIOYATh H300pa’keHHE
repba, SMOJIeMbI OpraHa BIacTH (OpraHU3alliy ), TOBAPHOTO 3HAKa (3HaKa OOCTYKHWBaHUS) OPraHU3AIINH B
COOTBETCTBUH C JICUCTBYIOIIUM 3aKOHOIATEIIHCTBOM.

[Tpumep
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IOOKYMEHT IIOOIMCAH
SJIEKTPOHHOM TIOOINMCEIO
HamMeHOBaHME
IOOJDKHOCTHU Cepruduxar 1alllaaa000000000011 H.H. Huxojaes
Bnanmesen HukosiaeB Hukojamt HukoJjaeBmu
IevicreuTreyied ¢ 01.12.2012 nmo 01.12.2017

5.24 TIleuats 3aBCpACT MNOJIMHHOCTHL MOANUCH  OOJDKHOCTHOI'O JIMIIda Ha  OOKYMCHTaXx,
YIOCTOBEPSIOLIMX IpaBa JHL, PUKCUPYIOMNX (aKThI, CBI3aHHbIE ¢ (PUHAHCOBBIMU CPEICTBAMH, a TAK¥Ke
Ha HWHBIX HAOOKYMCHTAX, MNPpCAyCMATPHUBAIOIINX 3aBCPCHUC IMOAMNUCHU IIC€UYATbIO B COOTBCTCTBHUU C
3aKoHOAATeNbCTBOM Poccuiickoit @enepanun.

JIOKyMEHTBI ~ 3aBEepsSIIOT MedYaThi0 OpraHW3anuu. [ledaTh mpocTaBiseTcs, HE 3aXBaThIBas
COOCTBEHHOPYYHOW MOANUCH JMIA, MOANUCABIIETO JOKYMEHT, WIM B MecTe, 00o3HaueHHOM "MII"
("Mecto nevaru").

5.25 OrmeTtka 00 HCIOMHUTENE BKIIOYAeT (aMUIINIO, ML U OTYECTBO HCIOJIHMTENS, HOMEDP €ro
tenepoHa. OTMeTKka 00 HCIIOTHUTENE MOXKET JOMOJHATHCS HAMMEHOBAaHHEM JOJDKHOCTH, CTPYKTYPHOTO
MOPA3ACIICHUS U DJIEKTPOHHBIM aIPECOM UCIIOJIHUTEIIA.

OtMmeTka 00 ucnoiHuTene opopMiIseTcsl Ha JIUIEBONH CTOPOHE IOCJENHEro JHUcTa JOKYMEHTa OT
T'PaHUIIBI JIEBOTO TOJIS WM, IIPH OTCYTCTBUHM MECTa, HA 0OOPOTHOM CTOPOHE BHU3Y CJIEBA.

[Tpumep

3abenun MBan Anapeesud, KontponsHoe ynpaBieHue, BeAyInil CIICIUAINUCT
+7(495) 924-45-67, Zabelin@gov.ru

OtMeTKa 00 UCTIOTHHUTENIE MOXKET OQOPMIIATHCS KaK HUKHUN KOJIOHTUTYJI U TIeUaTaThCsl MPUGTOM
MEHBIIEr0 pa3mepa.

5.26 OrmeTKa O 3aBepeHUM KONMUU odopmisercs Ui MOATBEPKICHUS COOTBETCTBUS KOMUU
JOKYMEHTa (BBIIMCKM U3 JOKYMEHTA) IOJIMHHUKY J0KyMeHTa. OTMeTKa O 3aBEpEeHUH KOIUHU
MIPOCTABIISIETCS TOJT PEKBU3UTOM '"TOAMUCH" M BKIIOUYAET: cJoBO "BepHO"; HanMeHOBaHUE JOHKHOCTH
JUIa, 3aBEPHUBILETO KOIMHIO; €r0 COOCTBEHHOPYYHYIO MOJIMKCH; paclM(poBKY MOAMHCH (MHUIUAIDI,
(damMmInio); 1aTy 3aBEPEHUS KOMUU (BBIIHCKH U3 JOKYMEHTA).

[Ipumep

Bepno
WNucnexrop ciyx0bl KapoB [Moanuce N.O. ®amunus
JlaTa

ECHH:KOHHE:BHﬂaeTCHlDHIHp@ﬂCT&BHGHHH]BﬂpyryK)OpFaHHBaHHHL OTMCTKaA O 3aBCPCHUU KOIINH
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JIONIONTHSACTCS HAJIINHCBI0O O MECTe XpaHEHUs JOKyMEHTa, C KOTOpPOro ObUIa H3rOTOBJIEHA KOMMSA
("IlonMMHHUK MOKyMEHTa HaXOAWTCA B (HAMMEHOBaHWE opraHusanuu) B gene N ... 3a .. roa') u
3aBePSIETCS TIEUYaThIO0 OPraHU3AIHIH.

I[J'I}I IMPOCTABJICHHUA OTMCTKH O 3aBCPCHUU KOIINU MOXKCET UCIIOJIb30BATHCA IITAMII.

5.27 OTMeTKa O TOCTYIUICHMH JIOKYMEHTa CIIY)KHT JUIS TOATBEpPKAEHUS (DakTa MOCTYIUICHHS
JOKyMEHTa B OPTraHU3alMI0 M BKJIIOYAET JaTy MOCTYIUICHHS W BXOJSIIMHA PETUCTPALIMOHHBIA HOMED
nokymeHTa. Ilpu HEo0X0AMMOCTH OTMETKAa O MOCTYIJIEHUH MOXET JOMOJHATHCS yKa3aHHUEM BPEMEHHU
MOCTYIJICHHS B 4YacaX U MUHYTaxX M croco0a I0CTaBKH JOKYMEHTA.

OtMmeTKa o IMOCTYINICHUU JOKYMCHTA MOXKET ITPOCTABJIATECA C IOMOIIBIO IITaAMIIA.

5.28 Pesomronus colepKHUT yKazaHHE IO HCIOJHEHHIO JOKyMeHTa. Pesomonus odopmiisercs Ha
CBOOOHOM MecTe pabodero Mol JOKYMEHTa, Ha ONaHKe Pe30JIIOIUH UM BHOCUTCS HEIIOCPEICTBEHHO B
CHCTEMY 3JIEKTPOHHOTO JJOKYMEHTOO00pOTA.

Pe3omronust BKIIIOYAET: (I)aMI/IJ'II/IIO, MHHUIMAJIbl HCIIOJHHUTCIIA (I/ICHOJIHI/ITCHGI‘/’I), MOpy4yCHUC 110
JOKYMCHTY, IIpH H606XOI[I/IMOCTI/I - CPOK HMCIIOJHCHHUSA, MOAINUCH JIMIA, BBIHCCIICTO PC30JOIHIO, ATy
PE30JIOINM.

IIpumep

®amunus U.O.

[Tpomry noarorosuts npeanoxenus k 10.11.2016.
IToamuce

Jarta

5.29 OTMeTKa 0 KOHTpOJIE CBUJETENILCTBYET O MMOCTAHOBKE JOKYMEHTAa Ha KOHTPOJIb, IPOCTABIISAETCS
mramioM "KoHTposb" Ha BEpXHEM M0JI€ TOKYMEHTA.

5.30 OrmeTKa O HAIpaBIEHUU JOKYMEHTA B JEJIO OIPENEISIET MECTO XPAHEHUS TOKYMEHTA I1OCIIE
3aBepIleHUs pabOThl C HUM U BKJIIOYAET: clioBa "B neno", nHIeKC Aelia Mo HOMEHKIIAType JIell, B KOTOpOe
MoMeIaeTcss JOKYMEHT Ha XpaHEHHe, ¢ YKa3aHHMeM roja, JOJDKHOCTH JIHIA, O(QOPMHBILETO OTMETKY,
HOJIKCH, AATHI.

[Ipumep

B memo N 01-18 3a 2016 .
3aB. OTJEJIOM KOPIIOPATUBHBIX TPOCKTOB

[Tonmnuck JlaTa

OrMmeTka © HampaBJICHUNU JOKYMCHTA B HACJIO MOXKCT HOIOJHATHCA KpPATKUMU CBCIACHUSAMU O
XapaKTepC UCIIOJIHCHUS JOKYMCHTA.

6 bnaHkn AOKyMeHTOB
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6.1 Jlis wmsroroeneHuss OmaHkoB nokymMeHTOB coryacHo ['OCT P 7.0.8 wucmonmb3yercst Oymara
dopmatoB A4 (210 x 297 mm), AS (148 x 210 mm); uid HM3roTOBIEHUS OJAHKOB PE3OJIIOLMMA
ucnoib3yercs Oymara gpopmaros AS (148 x 210 mm), A6 (105 x 148).

Kaxxaprit mucT nokymenTa, oopMIICHHBIN Ha OaHKe Wik 0e3 HeTO, TOJDKEH UMETh IOl HE MEHee:
20 MM - JIeBOE;

10 mM™ - paBoe;

20 MM - BepxHee;

20 MM - HUXKHEE.

JlokyMeHTbl AynTenbHbIX (CBbllEe 10 JI€T) CPOKOB XpaHEHUs JOJDKHBI UMETH JIEBOE I10JIE HE MEHEE
30 Mm.

6.2 OpraHu3ali HWCTONB3YIOT OJaHKH JOKYMEHTOB, M3TOTOBJICHHBIE HAa OyMa)kHOM HOCHTEIE
(OmaHKM JOKYMEHTOB (peliepalbHbIX OPraHOB TOCYJApPCTBEHHOW BIIACTH C BOCIHPOM3BEIECHUEM
['ocynapctBenHoro  repb6a  Poccuiickoii ~ @enepalii  M3rOTaBIMBAIOTCS  MOJUTPAPUUECKUMHU
OPEANPUATHSIMY, HMMEIOIMIUMH CEPTU(PHUKATEI O HAJIMYUM TEXHUYECKHMX M TEXHOJOTHYECKHX
BO3MOXKHOCTEH JJIsi Ka4eCTBEHHOI'O M3TOTOBJICHUS YKa3aHHOI'O BHJA MPOIYKIUH), W/UIH SJIEKTPOHHBIC
11a010Hbl 6y1aHKOB. biiaHkM Ha OyMa)KHOM HOCHTEJE U 3JIEKTPOHHBIE A0JOHBI OJAHKOB JOKHBI OBITH
UJICHTUYHBI IO COCTAaBY PEKBU3HUTOB, MOPSAAKY MX PACIIONIOKECHHS, TAPHUTYPaM Ipu@Ta.

brnanku 10KyMeHTOB Ha OyMa)XHOM HOCHUTEJIE M AJIEKTPOHHBIE MIA0JOHBI OJIaHKOB M3rOTaBINBAIOTCS
Ha OCHOBAaHHU MAaKETOB OJIAaHKOB, YTBEPKAAEMbBIX PYKOBOJUTENIEM OPraHU3allUHU.

bnanku JAOKYMCHTOB CJICAYCT U3rOTaBJIMBATH HA Oesoi 6yMare Ui 6YMaFC CBCTJIBIX TOHOB.

DJeKTpOHHbIE  IAOJOHBI  OJAHKOB  JIOKYMEHTOB  JIOJDKHBI ~ OBITh  3aIUMIIEHBI  OT
HECAHKIIOHUPOBAHHBIX U3MEHEHMUII.

6.3 biaanku JAOKYMCHTOB O(l)OpMJ'I}II-OTCH B COOTBCTCTBUU C IPUIIOKCHUEM b. OpI/IeHTI/IPOBO‘lHBIe
T'paHUIBI 30H PaCIlOIOKCHUA PCKBU3UTOB 0003HAYCHEI IMIYHKTUPOM. Kaxpgas 3onHa ONpeCaACIACTCA
COBOKYIIHOCTBIO BXOJAINNX B HCC PCKBU3UTOB.

6.4 B 3aBHCHUMOCTH OT pacIOJIOKEHHUS PEKBU3UTOB YCTAHABIMBAETCS JIBa BapuaHTa OJAHKOB -
yraoBo#i (pucyHok b.1) n npononbHbli (pucyHok b.2).

6.5 PekBuszutel 01, 02, 03 pacrnosararoTCs Ha BEpXHEM IMOJi€ JOKYMEHTa HaJ peKBU3UTOM 05
MOCEPENHE 30HbI, 3aHATON 3TUM PEKBU3UTOM.

PexBusut 03 MoxkeT pacronaraTbcs clieBa Ha ypoBHe pekBusuta 05.

PexBusuter 05, 06, 07, 08, 09, 13, orpaHuuuTesbHbIE OTMETKU i pekBuzutoB 10, 11, 12 B
npeaenax rpaHull 30H PACHOJIO0KEHUS PEeKBU3UTOB Pa3MEIIAt0TCs OAHUM U3 CIIOCOOOB:
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- LICHTPOBaHHBIM (HAayaJlo M KOHEL KaX/JI0H CTPOKH PEKBU3UTOB PABHO YJAJIEHBI OT TPAHUILL 30HBI
PacIoyIOKEeHNs PEKBU3UTOB);

- (maroBeIM (KakJas CTpOKa PEKBH3UTOB HAYMHAETCS OT JICBOW TI'PAHUIIBI 30HBI PACHOJIOKCHHS
PEKBU3UTOB).

6.6 YcTaHaBIMBaIOTCA CIEAYIOUIME BU/IbI OJIAaHKOB IOKYMEHTOB OPraHU3alMN:
- 00Ul ONaHK;

- OJIaHK MMUCHMa;

- OJIaHK KOHKPETHOTO BUJA JJOKYMEHTA.

HopmaTuBHBIMU aKTamMH OpTraHHW3allMd YCTAHABIWBAIOTCS BHUIbl TMPHUMEHSEMBIX OJaHKOB M HX
pa3HOBUAHOCTH (OJaHK MHUCbMa CTPYKTYPHOT'O MOJpa3JesieHus, OJIaHK MHCbMa JOJDKHOCTHOTO JIMIIA,
OJ1aHK TIpUKa3a, OJaHK pacropspKeHHs, OJaHK MPOTOKOJA U Ap.).

O06pas3iibl 0TaHKOB TOKYMEHTOB IIPUBEICHBI B MpUIIoKeHuu b.

6.7 OOmuit 6IaHK MUCTONB3YEeTCs ISl M3TOTOBICHUS JOOBIX BUJOB JOKYMEHTOB, KPOME JIEJIOBOTO
(cimy»’e0HOTO0) TIHChMa.

OOumii O6maHK B 3aBUCHMOCTH OT YYPEOUTENbHBIX JIOKYMEHTOB OpPraHM3allid W JIOKAJIbHBIX
HOPMATHUBHBIX akTOB BKiIto4YaeT pekBu3uThl 01 (02 umum 03), 05, 06, 07, 13 u orpaHU4UTENbHBIE OTMETKH
nst pekBusuToB 10, 11, 16, 17.

brnank muceMa B 3aBHUCHUMOCTH OT YUYPEAUTEIbHBIX JOKYMEHTOB OpraHM3alMd M JIOKAJbHBIX
HOPMAaTUBHBIX akTOB BKJtO4aeT pekBu3uThl 01 (02 wim 03), 05, 08, orpaHMYHUTENIbHBIE OTMETKH ISt
pexkBu3utToB 10, 11, 12, 15, 17. biiank nuckMa CTPYKTypPHOTO MOAPA3ACIICHUS JOMOJHUTEIBHO BKIIOYAET
pexBu3uT 06, 61aHK MHUCbMa JOHKHOCTHOTO JIHIA - peKBU3UT 07.

biank KOHKpeTHOro BHUJAa JOKYMEHTa, KpPOME IIHMCbMa, B 3aBUCHUMOCTH OT YUpPEIUTEIbHBIX
JIOKYMEHTOB OpTraHM3aIli{ M JOKaJbHBIX HOPMATUBHBIX aKTOB BKJItoUaeT pekBu3uThl 01 (02 mmm 03), 05,
09, 13 u, npu HEOOXOIUMOCTH, OTPAHUIUTEIFHBIE OTMETKHU JJISl TPAHHI] 30H PACIIOJIOKEHHS PEKBU3UTOB
10, 11, 16, 17. brank KOHKPETHOro BUAA JAOKYMEHTa CTPYKTYPHOT'O MOJpa3leieHUsl TOMOJHUTEIHLHO
BKJIFOYAET peKBU3UT 06, O1aHK TOJDKHOCTHOTO JIUIA - peKBU3UT 07.

6.8. B opranax BmactM M opraHuzanusax pecnyOnuk Poccuiickoil ®enepanuu, MCHOIB3YIOMMX
Hapsly C PYCCKHM S3BIKOM KaK FOCYAAapCTBEHHBIM sI3bIKOM Poccuiickoin @enepanuu rocyaapCTBEHHbBIN
S3bIK (TOCYZIAPCTBEHHBIC SI3BIKM) PECIyOUK, UCIOIB3YIOTCS OJaHKH JOKYMEHTOB Ha PYCCKOM SI3BIKE U
roCy/IJapCcTBEHHOM sI3bIK€ (TOCYJApCTBEHHBIX S3bIKaX) pecnyONMK: YrioBble (PEKBHU3UTHI OJlaHKa
pacroyiaratoTcsi Ha OJHOM YpOBHE: Ha PYCCKOM $3bIKE - CJI€BA, Ha TOCYJApCTBEHHOM S3bIKE
(rocy1apCTBEHHBIX f3bIKaX) peCHyOJIMK - COpaBa) WM MPOJOJIbHBIC (PEKBU3UTHI OJJaHKA HAa PYCCKOM
S3BIKE - CBEPXY, PEKBU3UTHI OJlaHKa HA TOCYJApCTBEHHOM S3bIKE (TOCYAAPCTBEHHBIX A3bIKAX) PECIYOIHK
- HUXeE).

JInis mepenucKku ¢ WHOCTPaHHBIMU KOPPECMOHJEHTAMH MCHOJb3YIOT OJNIaHKM Ha ABYX f3bIKAX -
PYCCKOM U aHTTUHCKOM (PUCYHOK B.8) MM HHOM MHOCTPAaHHOM SI3bIKE.
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(M3menennas penakmms, M3m. N 1).
(m. 6.8 B pen. Msmenenus N 1, ytB. [Ipukazom Poccranmapta ot 14.05.2018 N 244-cT)

[Ipunoxenune A

(cnpaBo4HOE)

PACMONOXEHUE PEKBUSUTOB HA TUTYJIbHOM JIUCTE JIOKYMEHTA

HammMeHOBaHME OpPTaHMBALUN
T'pud corylacoBaHMa IOKYMEeHTa T'pud yTBepXIeHMS IOKYMEeHTa

HamMmeHOBaHME BMIA IOOKYyMEeHTa
3aroJIoOBOK K TEKCTY

I'pnd corslacoBaHMsa IOOKYMEHTA

MecTO cocTaBJieHMsa (M3OaHMS) OOKyMeHTa - I'OI M3IOaHMSa IOOKyMeHTa

Pucynok A.1 - PacnionosxeHre peKBU3UTOB Ha TUTYJIbHOM
JUCTE JOKYMEHTA

IIpunoxenue b

(ctipaBo4HOE)

CXEMBI PACITIOJIOXKEHWA PEKBU3UTOB IOKYMEHTOB
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Pucynok b.1 - Pacnionoxenue peKBU3UTOB U TPAHUIIBI 30H
Ha (hopmare A4 yrimoBoro OJlaHKa
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Pucynok b.2 - PacnionoxeHnue peKBU3UTOB U TPAHUIIbI 30H
Ha Gopmare A4 mpoI0TBHOTO OIaHKa

[Ipunoxenue B

(cnpaBo4HOE)
OBPA3LbI BJIAHKOB NOKYMEHTOB
Pocapxus
denepalsibHOEe BOIXETHOE yUpexIeHMre
"BCepoCCUMCKUY HAYUYHO-MCCJIENOBATEJIECKUMA MHCTUTYT
IOOKYMEHTOBEIEHMUSA M apxXMBHOTO meja"
(BHUMIAIL)
N
Mockea
Pucynok B.1 - O6pa3zer obmiero 6ranka opraHu3aIuu
Pocapxus
denepalibHOE OOIXETHOE yUpexIeHue
"BcepoCCUMMCKUIM Hay4dHO-—
MCCJIeNOBATEJIbCKUY MHCTUTYT
IOOKYMEHTOBEIEHMA M apxMBHOTO meja"
(BHUMIAL)
lIpodcowzHag yua., n. 82, Mockma, 117393
Ten./daxc: (495) 718-78-74;
e-mail:mail@vniidad.ru; http://www.vniidad.ru
OKIIO 02842708; OI'PH 1027700380795;
VIHH/KIO 7708033140/771001001
N
Ha N oT
Pucynok B.2 - O6pa3er yrioBoro 6jJaHKa MucbMa OpraHU3aiu
Pocapxus
depepanbHoe GHOKETHOE yUupexaeHue
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"BcepoCCMMUCKMIN Hay4YHO-UCCNefoBaTeNlbCKUM MHCTUTYT
AOKYMEHTOBeAEeHUA N apxuBHoro gena"

(BHUMAOAQ)

MpodcorosHasn yn., A. 82, Mocksa, 117393
Ten./dakc: (495) 718-78-74; e-mail:mail@vniidad.ru;
http://www.vniidad.ru
OKIMO 02842708; OIr'PH 1027700380795;
MHH/KIM 7708033140/771001001

N

Ha N oT

Pucynok B.3 - O6pa3zern nmpo1osibHOTO O1aHKa MUCbMa OpPTaHU3alUH

Pocapxus

depepanbHoe 6rOAXKETHOE yYpexaeHue
"BcepoCCMNUCKMIN Hay4YHO-UCCNeaoBaTeNlbCKUM MHCTUTYT
AOKYMEHTOBeAEeHUA N apxuBHoOro gena"

(BHUMOAL)
OVPEKTOP

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

Ha N oT

Pucynok B.4 - O6pa3ern nponoasHOro 6JaHKa mickMa
JIOJDKHOCTHOTO JINIA

Pocapxus

®depepanbHoe GHOMQKETHOE yUupexaeHue
"BcepoCCMUCKMIN Hay4YHO-UCCNeaoBaTeNlbCKUM MHCTUTYT
AOKYMEHTOBeAEeHUA N apXxuBHOro gena"
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(BHUMOAL)
OTPACJIEBOW LLEHTP MOBbIWEHNA KBATTU®UKALIUN

MpodpcorosHasn yn., A. 82, Mocksa, 117393
Ten./¢akc: (495) 718-78-74; e-mail:mail@vniidad.ru;
http://www.vniidad.ru
Ten./¢akc (495) 718-79-38; e-mail:ocpk@vniidad.ru
OKINO 02842708; OrPH 1027700380795;
MHH/KNN 7708033140/771001001

Ha N oT

Pucynok B.5 - O0pasen npoaoiabpHOro GiiaHka nucbMa
CTPYKTYPHOTO IOJIpa3IeIICHUs

Pocapxus

demepallbHOe ONIXeTHOE yupexIeHNe
"BCEpPOCCUMCKUN HAYUYHO-MCCJIEOOBATEJIbCKUM MHCTUTYT
IOOKYMEHTOBEIEHUSA M aAPXMBHOTO mesa'
(BHUMIAL)

[IPVKA3

MockBa

Pucynok B.6 - O6paser 61aHka KOHKPETHOT'O BUJIA
JIOKYMEHTa OpraHu3aIuu

Pocapxus
denepanbHOEe ONIXETHOE yuUpexXIeHMUe
"BCEepPOCCUMCKUN HAYUYHO-MCCJIEOOBATEJIbLCKUM MHCTUTYT
IOOKYMEHTOBEIEHMA M apxXMBHOTO nmejya"
(BHMMIAL)
IVNPEKTOP

PACIIOPAXEHUE

MockBa
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Pucynok B.7 - O6pa3en 61aHKa KOHKPETHOTO BUJIa TIOKYMEHTA
JOJDKHOCTHOTO JIUIIA

Pocapxus

denepanbHoe GlOQKETHOE yUupexaeHue
"BcepoCCMUCKMIN Hay4YHO-UCCnefoBaTeNlbCKUM MHCTUTYT
AOKYMEHTOBeAEeHUA N apxuBHoOro gena"

(BHUMAAQ)

MpodcorosHasn yn., Aa. 82, Mocksa, 117393
Ten./¢akc: (495) 718-78-74; e-mail:mail@vniidad.ru;
http://www.vniidad.ru
OKIO 02842708; OrPH 1027700380795;
MHH/KMNMN 7708033140/771001001

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

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

N

Ha N oT

Pucynok B.8 - O6pasen npomoipHOro 6j1aHKa MMcbMa OpraHu3alun
Ha JIByX f3bIKaX

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

KroueBrle crnoBa: OpTaHU3aAlUOHHO-PACIIOPAAUTCIIbHAA JOKYMCHTAUA, O(I)OpMJ'IeHI/Ie
AOKYMCHTA, OnaHK JOKYMCHTA, PCKBU3UT JOKYMCHTA
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