Jlexnus 2.
CTAHIAAPTU3ALUA TPOUECCA JOKYMEHTUPOBAHUSA

Bonpocsr:

1.06mme TpeGoBaHUS K CO3/IaHHIO JJOKYMEHTOB

2. TpeOoBaHus K OPOPMIICHHIO PEKBU3UTOB YIIPABIECHYECKUX JTOKYMEHTOB
3. biaHku JOKyMEHTOB

1.00mme TpeOGOBaAHUSA K CO3AHUIO JOKYMEHTOB

JIOKyMEHTBl MOTYT CO3/1aBaThCsl Ha OyMa)XHOM HOCHUTENIE M B 3JEKTPOHHOH ¢opme c
COOJIIOJIEHHEM YCTaHOBJIEHHBIX IIPAaBUII OOPMIICHHS TOKYMEHTOB.

[Tpu co3nanumM JOKYMEHTa Ha JBYX M 0ojee CTpaHHUIax BTOPYIO M MOCIEAYIOIINE CTPAHUIIBI
HYMEPYIOT.

Howmepa ctpanul] npocTaBisioTCs IOCEPEANHE BEPXHETO MO JOKYMEHTA Ha PACCTOSIHUM HE
MeHee 10 MM OT BEpXHEro Kpasi JIUCTa.

JlonmyckaeTcst CO3JlaHHE JIOKyMEHTOB Ha JIHMIIEBOM M 00OpOTHOH cTopoHax sucta. [lpu
JBYCTOPOHHEM CO3/aHHH JOKYMEHTOB LUIMPUHA JIEBOTO IOJIsSI HA JIMLEBOM CTOPOHE JINCTA U ITPaBOrO
10J1s1 HA 00OPOTHOW CTOPOHE JIMCTA JOJKHBI OBITH PABHBI.

Jns co3gaHus JIOKYMEHTOB HEOOXOAMMO HCIOJIb30BaTh CBOOOJHO pPACHpOCTpaHsIEMbIe
OecrutaTHbIe IWPHQTEHI.

Jlnst opopMIteHHsT TOKYMEHTOB PEKOMEHIYETCSl MCIOIb30BaTh pazMepsl mpudtoB N 12, 13,
14.

ITpu cocraBieHuM TabIUL] JOMYCKAETCsl UCIOJIBb30BaTh IPU(THI MEHBIIUX Pa3MEPOB.

AO3a1HbIi OTCTYN TEKCTa TOKyMeHTa - 1,25 cM.

3aroJ0BKH Pa3/ieNioB U MOAPA3EIOB MeuaTaoTcs ¢ a03alHbIM OTCTYIIOM HJIM LIEHTPUPYIOTCS
10 IIUPHUHE TEKCTA.

MHOrocTpoUHbIE PEKBU3HUTHI II€YATAIOTCS YEPE3 OAMH MEXCTPOUYHBIM MHTEPBAJ, COCTABHBIC
YacTH PEKBU3UTOB OTAEISIOTCS JONOJHUTEIBHBIM HHTEPBAJIOM.

TekcT nokymeHTa nevaraercs yepes 1 - 1,5 MeXCTpOUHBIX MHTEpBAJIA.

Ecnu 1OKyMEHT TOTOBUTCS JJIsl M3aHHSI C YMEHBIIICHHEM MaciuTada, TeKCT IeyaTaeTcs 4epes
JIBa MHTEpBaJa.

WuTepBan Mexxay OyKkBaMu B CIIOBaxX - OOBIYHBIN. VIHTepBan MEXy CIIOBaMH - OJMH MTPOOEI.

Texct noxkyMeHTa BbIpaBHMBAETCS IO IIMPHUHE JKCTa (110 TPaHUIAM JIEBOTO U IIPABOTO MOJIEH
JIOKYMEHTA).

JnuHa camMoil JJIMHHOW CTPOKM PEKBU3UTA MPHU YIJIOBOM PACIOJOKEHUH PEKBU3UTOB HE
6omee 7,5 cM.

JUinHa caMOW JUIMHHOM CTPOKM PEKBU3MTA IIPH NMPOJOJIBHOM PACIIONIOKCHUH PEKBU3UTOB HE
6onee 12 cm.

HopMmaTuBHBIMH IIPaBOBBIMU aKTAMU OPTaHU3ALMHM MOXKET OBITh NMPETYCMOTPEHO BBIJCICHHE
pexBu3nuTOB "ampecat", "3arosoBOK K TEKCTY" WM "MOAMUCH", a TaKKe OTAEIBHBIX (ParMEHTOB
TEKCTa MOJYKUPHBIM HIPUPTOM.

HopMaTuBHbIE PaBOBBIE aKThl OpraHU3aLMM, a TAKKE MHbIE MHOIOCTPAaHUYHBIE JOKYMEHTBI
MOTYT O(OPMIISATECA € THUTYJIBHBIM JHMCTOM. THUTYIBHBIH JHMCT JOKyMEHTa O(OpMIseTcs B
COOTBETCTBUU C PUCYHKOM 1.

PACMNONOXEHNE PEKBUSUTOB HA TUTYJ/IbHOM JINCTE ALOKYMEHTA

HamMeHOBaHMEe OpPTaHMU3ALUM
T'pud corylacoBaHMa OOKYMEHTA T'pud yTBepXIeHMS IOOKYMEHTAa

HamMeHOBaHMe BMIA IOKYMEeHTa
3aro0JIOBOK K TEKCTY

Tpud coryacoBaHMS OOKYMEeHTa



MecTO cocTaBJieHUs (MBIOaHMA) IOOKYMeHTa - I'0ol M3IaHusa IOKYyMeHTa
PVICVHOK 1 - PacnonoxeHue PEKBU3SNUTOB Ha TUTYZIbHOM /IUCTE OOKYMEHTA
2. TpeboBanusi K 0pOpMIIEHUI0 PEKBU3UTOB YIIPABJIeHYECKUX JOKYMEHTOB

[Ipu moarotoBke M OQOPMIICHHH JOKYMEHTOB WCIOIB3YIOT PEKBHU3UTHI, OMPEICICHUS
kotopbix npuseaeHs B [OCT P 7.0.8

01 - rep6 (T'ocymapctBenHsiii Tepd Poccuiickoit denepanuu, repd cyobekta Poccuiickoit
®denepannn, repd (repaabIUYecKuil 3HaK) MyHHUITUTIATLHOTO 00pa30BaHMs ),

02 - >mOneMma;

03 - ToBapHBI# 3HAK (3HAK OOCITYKUBaHHUS ),

04 - ko hopMBI JOKYMEHTA;

05 - HaumMeHOBaHWE OpraHU3AIMH - aBTOPa JIOKYMEHTA,

06 - HauMeHOBaHKE CTPYKTYPHOTO TOIpa3ACIICHUs - aBTOpa JOKYMEHTA;

07 - HaumMeHOBaHWE JOJKHOCTH JIUIIA - aBTOPA TOKYMEHTA;

08 - cipaBouHBIC JaHHBIE 00 OPTaHU3AIINH;

09 - HaumeHOBaHWE BHUIa JOKYMEHTA,;

10 - nara nOKyMeHTa;

11 - perucTpaniOHHBIA HOMEP TOKYMEHTA;

12 - ccpinKka Ha pEerucTPAIMOHHBIN HOMED U JaTy MOCTYIHUBIIETO JOKYMEHTA;

13 - mecTo cocTaBieHus (M31aHUS) TOKYMEHTA;

14 - rpud orpannyeHus gocTyna K JOKyMEHTY;

15 - amgpecar;

16 - rpud yrBepkICHUS JOKYMEHTA,;

17 - 3aroJI0BOK K TEKCTY;

18 - TekcT TOKyMEHTa,

19 - oT™MeTKa O IPUIIOKEHHUH;

20 - rpud cormacoBaHus JOKYMEHTA;

21 - Bu3a;

22 - IOAINCE;

23 - oTMeTKa 00 AJIEKTPOHHON TOIHKCH;

24 - meyarts,

25 - 0TMeTKa 00 UCIOIHUTEIIE;

26 - OTMETKa O 3aBEepEHUH KOIHH;

27 - OTMETKA O TOCTYIUICHUH IOKYMEHTA;

28 - pe30oITonHS;

29 - oTMeTKa 0 KOHTPOJIE;

30 - oTMeTKa 0 HarpaBlIeHUHN JOKYMEHTa B JIEJO.

I'ep6 (FocynmapcrBennsiii Tepd Poccuiickoit ®eneparnuu, repd cyOwnekra Poccuiickoit
Oenepannn, repd (repaJbIUYecKHii 3HAK) MYHUIIUIIAILHOTO OOpa30BaHUs) BOCTIPOM3BOJMTCS Ha
OJlaHKax JOKYMEHTOB B COOTBETCTBHH ¢ DefepanbHbIM KOHCTUTYIIMOHHBIM 3aKOHOM OT 25 fexadps
2000 r. N 2-®K3 "O T'ocymapctBenHoMm repbe Poccuiickoit deneparnuu', 3aKOHOJATETFHBIMU H
MHBIMU HOPMaTHUBHBIMH IIPAaBOBBIMH aKTaMU cyObekTOB Poccuiickoit denepanuy 1 HOpMaTUBHBIMU
MIPaBOBBIMHU aKTaMH OPTaHOB MECTHOI'O CaMOYIPABJICHMUS.

Nzobpaxenue rtepdba (I'ocymapcTBeHHOro, cyObekTa Poccuiickoii ®enepanuu, repoda
(repanpbAMYecKOro 3HaKa) OpraHa MECTHOTO CaMOYIIPABIICHUS) TOMEIAETCS [0 CepeHE BEPXHETO
noJisi OJIaHKa TOKyMEHTa HaJ PEKBH3UTAMH OPraHU3allid - aBTOpa JIOKyMEHTa, Ha paccTosHuu 10
MM OT BEPXHETO Kpas JICTA.

DOMbiema opraHu3anuu, pa3paboTaHHAsT W YTBEPXKACHHAS B YCTAaHOBICHHOM IMOPSIIKE,
pa3MeniaeTcs B COOTBETCTBMM C HOPMAaTHUBHBIMHM IPAaBOBBIMH aKTaMU Ha OJaHKaxX: JOKYMEHTOB
dbenepanbHBIX OpraHoB roCyJapCcTBEHHON  BJIacTH (32  UCKIIIOYEHHEM CIIy4aes,
MpeIyCMaTPUBAIOIINX HCIIONIB30BaHUE HW300pakeHus [ocymapcTtBeHHoro repba Poccuiickoii
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@Oenepanyiv), TEPPUTOPHAIBHBIX OpPraHoB (¢eAepalbHbIX OpPraHOB TOCYJAapCTBEHHOW BJACTH,
TOCY/IapCTBEHHBIX W HETOCYNapCTBEHHBIX Opranmu3aruii. M3o0paxkeHrne sMOIeMbl TTOMEIIAeTCs 10
cepeauHe BEPXHEro MoJjs OlaHKa JOKyMEHTa HaJ PeKBU3UTAMU OpraHU3alluy - aBTOpa TIOKYMEHTa,
Ha paccTosHUU 10 MM OT BEpXHETO Kpas JIMCTA.

ToBapublii 3HaK (3HaK OOCIY)XMBaHUS), 3apPETUCTPUPOBAHHBIM B  YCTAHOBJIECHHOM
3aKOHOJATEIILCTBOM TOPSJIKEe, BOCIPOM3BOAMUTCS Ha OJaHKaX OpPTaHHW3AIMi B COOTBETCTBUU C
ycTaBoM (MoJI0KeHHeM 00 opraHuzanuu). M3o00pakeHre TOBapHOTO 3HaKa (3HaKa OOCTY)KUBAHMS)
MOMEIIAETCS TI0 CepeUHE BEPXHETo Mojs ONaHKa JOKYMEHTa HaJl PeKBHU3UTAMU OpPTaHHU3AINH -
aBTOpa JIOKYMEHTa, WJM CJieBa Ha YPOBHE HAMMEHOBAHHS OpraHM3alMM - aBTOpa JIOKYMEHTa
(momyckaeTcs 3aXBaThIBaTh YacTh JIEBOTO TTOJIS).

Hapsiny ¢ ToBapHbIM 3HaKOM (3HaKOM OOCITY>KMBaHHs), Ha OJIAaHKaX TOKYMEHTOB MOKET
YKa3bIBaThCSl KOMMEpPUYECKOe 0003HaUECHUE IOPUINIECKOTO JIUIIA.

Kox ¢opmel mokymeHTa mpocTaBisieTcs Ha YHU(UIMPOBAHHBIX (opMax JOKYMEHTOB B
cootBeTcTBUU ¢ OOmepoccuiickum kiaccudukaropoM ymnpasieHueckor mokymeHntanuu (OKY]I)
WIH JIOKABHBIM KIACCH(UKATOPOM, pPAacCIioiaraeTcss B IPAaBOM BEpXHEM YIiy pabodero mois
JIOKYMEHTA, COCTOUT U3 coB "®opma no" (HammeHoBaHUE Kiaccudukaropa) u udpoBoro Koja.

[Tpumep - ®opma no OKY /] 0211151.

HaumenoBanue opraHusanuu - aBTOpa JOKyMEHTa Ha OJaHKe [AOKyMEHTa JOJIKHO
COOTBETCTBOBATh HAWUMEHOBAHUIO IOPUIAMYECKOTO JIMIA, 3aKPEIJICHHOMY B €r0 YYpeAUTEIbHBIX
JOKyMeHTax (ycTaBe uiu nojiokenun). [log HauMeHoOBaHUEM OpraHU3allK B CKOOKaxX yKa3bIBaeTcs
COKpAIlleHHOE HAMMEHOBAHUE OpPraHU3aIMU, €CIIH OHO MPEAYCMOTPEHO YCTaBOM (IIOJIOKEHHUEM).

Hag wamMmeHoBaHMeM opraHu3alii - aBTOpa JIOKYMEHTa YKa3blBaeTCs IIOJHOE WU
COKpAIllEHHOEC HAUMEHOBAHKE BHINIECTOSINEH OpraHu3aiy (IIPH €€ HATMYUH ).

HaumeHnoBanue cTpyKTypHOTO MOJpa3eieHus - aBTopa AOKyMEeHTa (B TOM uucie Quinania,
OTIICTICHHSI, TIPEJICTABUTEIIbCTBA, KOJJICTUATBHOTO, COBEMIATENILHOTO WM WHOTO OpraHa)
UCIONIb3YETCsl B OJaHKaxX MUceM M OJaHKaX KOHKPETHBIX BHJIOB JOKYMEHTOB COOTBETCTBYIOIIMX
nojipa3jieliecHuii (OpraHoB) B COOTBETCTBUU C JIOKATHHBIMA HOPMATHBHBIMU aKTaMH U YKa3bIBACTCS
0]l HAUMEHOBAHUEM OpTaHU3aIUH.

HamMeHoBaHMe [OMKHOCTH JHMIIA - aBTOpa JOKYMEHTAa HCIIONB3yeTcss B OJiaHKax
JOJKHOCTHBIX JIMII M pacrlojiaraeTcsi MojJ HAauMEHOBAaHHUEM OpraHM3ali WM HauMEHOBaHHEM
TeppuTopuu (Kpas, o0acTu, aBTOHOMHOIM 00JacTH | JIp.), €CIH JOKYMEHT U3JAeT PYKOBOIUTENb
opraHa BiacTu cyowsekta Poccuiickoit denepanuu, MyHUIIUITAIEHOTO 00pa3oBaHus. HanMeHoBaHme
JMOJKHOCTH JIMIIAa - aBTOpa JIOKYMEHTa YKAa3bIBAE€TCS B COOTBETCTBUM C HaWMEHOBaHHEM,
MPUBEICHHBIM B PACHOPSAUTEILHOM JOKYMEHTE O Ha3HAUYEHUU Ha JJOJIKHOCTb.

CrpaBouHble JaHHBIE 00 OpraHM3alMH YKAa3bIBAIOTCS B OJIAHKAX IMHCEM H BKIIOYAIOT:
MOYTOBBIA agpec OpraHu3aluu (AOMOJHUTEIBHO MOKET YKa3bIBaThCS aJpec MecTa HaXOXKICHUs
IOPUIMYECKOTO JIMIA, €CIM OH HE COBMAJaeT C MOYTOBBIM aJapecoMm); Homep TenedoHa, (dakca,
aJIpec IEKTPOHHOM MOYTHI, CETEBOM aJipec.

B cocraB cmnpaBoYHBIX JAaHHBIX, 3a WCKIIOYEHHUEM OJIAHKOB JOKYMEHTOB OpraHOB
rOCy/IapCTBEHHOW BJIACTH, OPraHOB MECTHOTO CaMOYIPAaBJICHHS, BKJIIOYAIOTCS: KOJI OpraHHU3aliH
no OO6mepoccuiickoMy kiaccupukaropy npeanpusatiuii u opranuzamuii (OKIIO), ocHoBHOM
TrOCYJIapCTBEHHBIN perucTpanmoHHbiii HoMep opranuzamnuu (OI'PH) u uaeHTrudukamoHHbii HOMep
HAJIOTOIUIATEBIINKA/KO IPUYHUHBI ITOCTAaHOBKHU HA Hanoroseii yuer (MHH/KIIIT).

HaumenoBanue Buaa JOKYMEHTa YKa3bIBae€TCSi Ha BCEX JIOKYMEHTaX, 3a HCKIIOYEHHEM
JENOBBIX  (CMYy>KeOHBIX) TMHCEM, pacmojiaraeTcs TOJl PEKBU3UTAaMH aBTOpa JOKYMEHTa
(HaMMEHOBaHUEM OpraHM3allK, HAUMEHOBAHUEM CTPYKTYPHOTO MOJpa3jaeicHusl, HANMEHOBaHUEM

JOJDKHOCTH) (PUCYHOK 2).
Pocapxus

demepasibHOE OHOIXETHOE yUupexIeHUe
"BCepOoCCUMCKUNM HAay4YHO-MCCJIeNOBATEJIbCKUM MHCTUTYT
OOKYMEHTOBEIEHM A M apxMBHOTO neja"
(BHMMIATL)

[IPVIKAS3
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MockBa

PucyHoK 2 - Obpa3sel, 6/1aHKa KOHKPETHOrO BUAA AOKYMEHTA OpraHM3aumnm

Jlara JOKyMEHTa COOTBETCTBYET HaTe MOANUCaHMS (YTBEP)KICHHSA) IOKYMEHTa WIM JaTe
coObITHsI, 3a(UKCUPOBAHHOTO B JIOKyMEHTe. JIOKyMEHTbHI, u3JaHHBIE JBYMs WiIH Oonee
OpraHu3alUsAMH, JOJDKHBI UMETh OJHY (SIUHYIO0) aTy.

Jlata OKyMeHTa 3alUCBIBAETCS B MOCJIEI0BATEIBHOCTH: JIEHb MecsIa, MECsll, IoJl OJHUM U3
JIBYX CIIOCOOOB:

apabckumu rudpamu, pazaeneHHbiMEA ToUKoi: 05.06.2020;

CIIOBECHO-LIM(POBBIM criocoOom, Hapumep: 5 utoHs 2020 r.

PerucrpannoHHblii HOMEp TOKyMEHTa - HH(POBOI MK OYKBEHHO-IIU(PPOBON MACHTU(DHUKATOD
JOKYMEHTa, COCTOSIIIMNA M3 TOPSAAKOBOTO HOMEpa JOKYMEHTa, KOTOPBIM, IO YCMOTPEHHUIO
OpraHu3allii, MOXKET JOMOJHATHCS NHU(PPOBHIMH MM OYKBEHHBIMH KOJaMH (MHIEKCAMH) B
COOTBETCTBUHU C HCIONB3YEMbIMHU KiaccuukaTopamMu (MHIEKCOM Jeja MO0 HOMEHKJIAType el
KOJ/IOM KOPPECIOHACHTA, KOJAOM JIOJKHOCTHOTO JIUIIA U JIp. ).

Ha noxymeHTe, cOCTaBIEHHOM COBMECTHO IBYMS U OoJjiee OpraHu3alysMU, MPOCTaBISIOTCS
pEerucTpaioHHble HOMEpa TOKyMEHTa, IPUCBOSHHBIE KaXI0M U3 OpraHu3ainuil. Perucrpannonnsie
HOMEpa OTHAEJSAIOTCS IPYT OT Apyra KOCOil 4epToil U MPOCTaBISAIOTCS B MOPSAIKE YKa3aHHs aBTOPOB
B 3ar0JIOBOYHOMN YaCTH WIH ITpeaMOyIe JOKYMEHTa.

Ccbulka Ha pErucTpallMoOHHBII HOMEp M JaTy TOCTYNMBIIETO JIOKyMEHTa BKJIIOYAET
PETUCTPAIIMOHHBIA HOMEP M JaTy BXOJINEro WHUIMATUBHOTO JOKYMEHTa, Ha KOTOPBIM JaeTcs
OTBeET.

Mecto cocraBieHus (M3laHUS) JOKYMEHTa YKa3bIBaeTCs BO BCEX JOKYMEHTaX, Kpome
JIETOBBIX (CITY)KEOHBIX) MHUCEM, a TAKXKE JOKJIATHBIX, CIIY)KEOHBIX 3alMCOK W JPYTUX BHYTPEHHUX
UH(POPMALIMOHHO-CITPABOYHBIX JIOKYMEHTOB.

MecTto cocraBiueHus (M3aHUs) JOKYMEHTa HE YKa3bIBaeTCs B TOM Cjy4yae, €ClIM B
HalMEHOBAHWM OpPTaHM3aLUU NPUCYTCTBYET YyKa3aHHE Ha MECTO €€ HaxOoxXIeHHs. MecTo
cocTaBlieHUs (M3/1aHuUs1) JOKYMEHTAa YKa3bIBae€TCsl B COOTBETCTBUU C MPUHATHIM aAMHUHUCTPATUBHO-
TEPPUTOPUATHHBIM JICICHUEM.

I'pud orpanuuenuss AocTyna K JOKyMEHTY MPOCTABISETCS B IPABOM BEPXHEM YIIIy IEPBOIrO
JaucTa TOKyMeHTa (MPOEKTa JOKYMEHTA, CONPOBOAMTENBHOTO MUChMa K JOKYMEHTY) Ha TpaHHIe
BEPXHEro IMOJIA MpH HAIWYUK B JOKYMEHTEe HH(OpMalMH, JOCTYl K KOTOPOW OrpaHHyYEH B
COOTBETCTBUU C 3aKOHOJATeNbCTBOM Poccuiickoit denepann.

Bunel  ucnonb3yemblx B OpraHu3aludd  rpudoB  OrpaHUYEeHHs] JOCTYyNa  JOJIKHBI
COOTBETCTBOBATh 3aKOHOJATEIIbHBIM M HMHBIM HOPMAaTHBHBIM IIPaBOBBIM akTaMm Poccuiickoi
@enepaii ¥ JODKHBI OBITH 3aKPEIJIEHbI B JIOKAJbHBIX HOPMAaTUBHBIX akTax. B coctaB rpuda
OTpaHUYEHHUSI JOCTyNa K JOKYMEHTY BXOIUT orpaHuuutenpHas Haamuch ("t ciyxeGHOTrO
nonp3oBanusa’, "Kondunmennmaneno", "Kommepueckas TaitHa" wim Ap.), KOTOpas MOXKET
JIOTIONTHATHCS. HOMEPOM JK3EMIUIApa JOKYMEHTa W JPYTUMH CBEICHUSIMH B COOTBETCTBUU C
3akoHoJaTenbcTBOM Poccuiickoit denepanmu.

[Ipumep - Kommepueckas TaiiHa.
Ok3. N 2

Anpecar ucHojib3yercssi Npu OG(OPMIICHHUH JIEJOBBIX (CIY)KEOHBIX) IMHCEM, BHYTPEHHHX
WH()OPMAITMOHHO-CIPABOYHBIX JOKYMEHTOB (JIOKJIAIHBIX, CITY)KEOHBIX 3aIUCOK U JIp.).

AnpecatoM JOKYMEHTa MOXET ObITb OpraHu3alus, CTPYKTYpPHOE MOJpa3/ieieHue
OpraHu3aIy, JOJHKHOCTHOE WK (PU3NYECKOE JIUILIO.

PexBu3ut "ampecat" mpocTaBisieTcs B BepXHEW MpaBOil 4YacTH IOKyMeHTa (Ha ONaHKe C
YIJIOBBIM PAcCMOIOXKEHUEM PEKBU3UTOB) WIIM CIIpaBa MOJ| PEKBU3UTAMU OyiaHKa (MPU MPOAOIHLHOM
pacrnoyio)keHuN pekBU3UTOB Oianka). CTpokM pekBuU3HTa "ajpecar’ BBIPAaBHUBAIOTCA IO JICBOMY
Kparo WJIM HEHTPYIOTCS OTHOCUTENIBHO CAaMOU IJIMHHOM CTPOKH.

[Ipu angpecoBaHuM JOKYMEHTa PYKOBOJUTENIO (3aMECTUTENIO PYKOBOJIWTEISI) OpTaHU3AIUH



YKa3bIBAIOTCA B JAaTEIbHOM TaJeKe HAWUMEHOBAHHME JOJKHOCTH PYKOBOIUTENS (3aMECTUTENS
PYKOBOJUTENSA), BKIIOUAIONIEe HAMMEHOBAHHME OpraHu3anud, W (paMunus, WHUIHAIGI
JIOJDKHOCTHOTO JIAIIA.
ITpumep -
PykoBoautento denepanbHOro
apXHUBHOTO areHTCTBA
damvmmus N.0O.

[Ipun angpecoBaHuM NHCbMa B OpPraHM3AIMIO YKa3blBaeTCid €€ IOJHOE WJIM COKpPAIIEHHOE
HAaUMEHOBAHNE B UMEHUTEIILHOM IaJIexKe.

[Tpumepsl
1 denepanbHOE apXUBHOE areHTCTBO
2 Pocapxus

IIpu appecoBaHMM IOKyMEHTa B CTPYKTYpHOE MOJpA3JelIeHHUE OpPraHU3alUd B PEKBU3UTE
"agpecar" yka3pIBaeTCsl B MMEHUTEIBHOM IIaJIe’K€ HAMMEHOBAHUE OpraHu3alMM, HUXKE -
HalMEHOBAHUE CTPYKTYPHOTO MOJIPA3/IeICHUS.

[Tpumep -
®denepanbHOE apXUBHOE
areHTCTBO

Otnen rocy1apCcTBEHHOM
CITy’KOBI, KaJIpOB U HAarpa

[Ipu ampecoBaHMM MHChMA PYKOBOJIUTENIO CTPYKTYPHOTO TOJpa3felieHUs YKa3bIBaeTCs B
UMEHUTEIIEHOM TIa/Ie)Ke HaMMEHOBAHUE OpPTaHHU3AIlMK, HIDKE - B IATEIIBHOM I1aJIe)Ke HAMMEHOBAHUE
JTOJKHOCTH ~ PYKOBOAMTENS, BKIIOUAIONIEe HAMMEHOBAHHE CTPYKTYPHOTO TOJpa3/ecHHs,
(baMuITMI0, MHUITHAITHI.

[Tpumep -
AO "TIpodpumns"

PykoBoauTento JOroBopHo-
IIPaBOBOIO OT/eNa
®amunus N.0.
Ilepen ¢amunueil AOHKHOCTHOTO JIMIA JOMYCKAETCs YINOTPeONsATh cokparieHue '"r-Hy"
(rocnoMHy), €Clv aapecaT My»XKIrHa, WK "T-ke" (TOCTIokKe), €ClI aapecaT KCHIIUHA.

[Tpumepsr

1 r-uy ®amunus 1.0.

2 r-xe ®ammms 1.0.

[Ipu paccbuike JOKyMEHTa TpyHIEe OpraHu3alMvii OJHOTO THMNA WIA B CTPYKTYpPHBIE
NoJipa3/iesieHusl OJIHOM OpraHu3aluu, ajipecaT yKa3bIBaeTcsi 0000IIEHHO.

[Tpumepsl
1 PykoBouTensiM JOUEpHUX
obmects AO "IIpoduis"
2 PykoBoauTensimM ynpaBiieHUN
PocapxuBa

[Ipu pacchiike JOKYMEHTa HE BCEM OpraHU3alUsM WM CTPYKTYPHBIM MOJPa3esIeHUsIM MO



pekBusuToM "Anpecar" B ckoOkax ykaswiBaeTcs: "(I10 CIIUCKY)".

[Tpumep -

PykoBoguTensim nouepHux

obmects AO "TIpodup"
(o cHcKy)

B omHOM nokyMeHTe He HOJDKHO ObITh Oosiee uerhipex aapecaroB. Crmoo "Komms" mepen
BTOPBIM, TPETHUM, YETBEPTHIM aJipecaTaMu He yKa3biBaeTcs. [Ipu OosblIeM KOJIMYECTBE aapecaToB
COCTABJISIETCS CMHMCOK (JIMCT, YyKa3aTeldb) pPacChUIKM JOKYMEHTa, Ha KaXJIOM JIOKYMEHTE
yKa3bIBa€TCs OAMH aJipecar WK ajipecaT ohopMiseTcsi 0000IEHHO.

B cocraB pexBusnuta "Anpecar" MOXET BXOAWTH MOYTOBBIM ajapec. DIEMEHThI MOYTOBOIO
aZpeca YyKa3bIBAIOTCS B IOCJIEAOBATENBHOCTH, YCTaHOBJIEHHOW [IpaBunmamu okazaHusi yciayr
MOYTOBOM CBSI3M, YTBEPKICHHBIMHU MPUKa30M MHUHHCTEPCTBA CBSI3M M MACCOBBIX KOMMYHHKAIIHA
Poccwuiickoit @eneparuu ot 31 utonsg 2014 r. N 234.

ITpumep -
Bcepoccuiickuii HaydHO-
HCCIIEA0BATEIbCKUN HHCTUTYT
JIOKYMEHTOBECHUS U apXUBHOTO JieJia
[Mpodcorosnas yi., 1. 82,
Mocksa, 117393

ITouTOBBIN afpec MOXKET HE yKa3bIBaThCsS B JIOKYMEHTaX, HAlpaBJIAEMBIX B BBICIINE OpPIaHBI
BJIACTH, BBILIECTOSAIIME OPraHU3allUM, [OJBEAOMCTBEHHBIE OpraHM3alMd M IOCTOSHHBIM
KOPPECIIOHJIEHTaM (332 MCKJIIOYEHHEM HAIpaBJICHUs MHCEM yKa3aHHBIM aJipecaraM B KOHBEPTaxX C
IPO3pAaYHBIMU OKHAMH).

IIpu anpecoBaHum AOKyMeHTa (GU3NYECKOMY JIHMIy YyKa3blBalOTCSA: (DaMWINs WHULMAIIBL,
MMOYTOBBIN aapec.

IIpumep -

®amunus N.0.

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

r. JIto6epribl, MockoBckas 00u1., 301264

[Tpu oTnpaBke NMHCbMa MO AJIEKTPOHHON MOYTE WM MO (PaKCUMUIBHOM CBS3H (0€3 JTOCBHUIKH
M0 TI0YTE) TIOYTOBBIM ajapec He ykaszbpiBaeTcs. [Ipm HE0OXOIMMOCTH MOXKET OBITh yKa3aH
ANIEKTPOHHBIN anapec (Homep TenedoHna/daxca).

ITpumep -
Bcepoccuiickuii HaydHO-
HCCIIEA0BATEIbCKUN UHCTUTYT
JIOKYMEHTOBEICHUS U apXUBHOTO JIeJia
mail@vniidad.ru

I'pud yrBepKAcHHS MPOCTABISETCS HA JOKYMEHTE B CIIy4ae €ro YTBEPKICHUS JOHKHOCTHBIM
JUIOM,  PACTIOPSAIUTENBHBIM  JIOKYMEHTOM  (IIOCTAaHOBJICHHEM,  pCIIEHWEM,  IPHUKa30M,
pacmopshKCHHEM) WM PEIIeHHeM KOJUIETHAIBHOTO opraHa. ['pud yTBep»KIACHHS pa3MeliaeTcs B
MPaBOM BEPXHEM YIUIy MEpPBOro Jucta JoKyMeHTa. CTPOKH PEKBU3UTA BHIPABHUBAIOTCS IO JIEBOMY
Kparo WIXA LHEHTPYIOTCS OTHOCUTEIIBHO CaMOU JJIMHHOM CTPOKH.

[Ipu yTBepKIeHUM NOKYMEHTa TOJDKHOCTHBIM JIMIIOM T'PpHQ YTBEPKICHUS COCTOUT U3 CIIOBA
YTBEPXJAIO, nauMeHOBaHMS [TOJDKHOCTH JIMIA, YTBEPKIAIOLIETO0 JOKYMEHT, €ro MOIIUCH,
WHULAAJIOB, (haMUJTUU U AaThl YTBEPKICHHUS.

[Tpumep -
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YTBEPXIAIO
PykoBogurens @enepanbHOro
apXMBHOT'O areHTCTBA
[Moamuce N.O. @amunus
Jara

[Ipu yTBepkIeHUU AJOKYMEHTa PacOPSAIUTEIbHBIM TOKYMEHTOM I'pr( YyTBEP>KICHHS COCTOUT
u3 cinosa YTBEPXJIEH (YTBEPXJEHA, VYTBEPXJIEHblI wm VYTBEPXJIEHO),
COIJIACOBAaHHOTO C HAaMMEHOBAHMEM BHJAa YTBEPXKJAEMOro JIOKYMEHTa, HaUMEHOBaHUS
paciopsSAUTENHLHOTO IOKYMEHTA B TBOPUTEIBHOM Ma/IeXkKe, €ro JaThl, HOMEpa.

[Tpumepsr -

1 (PernamenT) YTBEPX/JEH
npukazom AO "[Ipoduis"
ot 5 ampens 2020r. N 82

2 (ITpaBuuia) YTBEPXJIEHbI
npukazoM AO "TIpodumns"
ot 6 anpens 2020 . N 83

[Tpu yTBepKIeHUN NOKYMEHTAa KOJUICTHAJIBHBIM OPTraHOM, PEIICHUS KOTOPOTO (hPUKCHUPYIOTCS
B IMIPOTOKOJIE, B Tpude yTBEpkKACHHS YKa3bIBACTCS HAUMEHOBAaHHE OpraHa, PEUIeHHEM KOTOPOTo
YTBEP)KJICH IOKYMEHT, JIaTa U HOMEp MPOTOKOJIA (B CKOOKaX).

[Tpumep -
(ITonoxenwue)
YTBEPX/IEHO
Cogerom nupexropoB AO "IIpodums"
(mpotokoi ot 12.12.2020 N 12)

3aroyioBOK K TEKCTY - KpaTKOE COJep>KaHue JOKYMEHTA. 3arojOBOK K TeKCTy hopMylupyercs
¢ mpemiorom "O" ("O6") u oTBevaet Ha Bompoc "o yem?"):

- mpuka3 (0 ueM?) 0 CO3/IaHUH aTTECTAIIMOHHON KOMHUCCHUH,

- mpuka3 (0 yem?) 00 YTBEpK/AECHUH IITATHOTO PaCIUCaHMUS;

- mIChbMO (0 YeM?) 0 IpeIOCTaBIeHNN HH(POpMAITUH.

3aroioBOK K TEKCTY 0OPMIISETCS IO PEKBU3UTAMK OJIaHKA CIIEBa, OT TPAHUIILI IEBOTO MOJISL.
B yka3ax, NOCTaHOBIJICHHSIX, PELICHUAX, MPUKA3ax, U3/1aBAEMbIX OpPraHaMH BIIACTH, 3aroJOBOK K
TEKCTY MOXKET 0POPMIISITHCSI HaJl TEKCTOM MOCEPEANHE padOUYero moiis JOKyMEHTa U LIEHTPUPYETCs
OTHOCHUTEIIBHO CaMOW IJIMHHOM CTPOKH.

3aroj0BOK K TEKCTY MOXET HE COCTaBJIATHCSA, €CJIM TEKCT JOKYMEHTa He MpeBblimaer 4 - 5
CTpOK.

TekeT ToKyMeHTa COCTaBIISICTC Ha PYCCKOM SA3BIKE KaK rOCYJapCTBEHHOM s3bIke Pocculickon
®enepauun. B opranax rocygapCTBEHHOM BJIACTH, OpraHax MECTHOIO CaMOYIpPaBJICHUS,
TOCY/IapCTBEHHBIX YUPEKICHHUSAX PECIYOJIMK HApsAAy C TOCYAapCTBEHHBIM SI3BIKOM Poccuiickoii
@enepaliii  MOTYT YHNOTPEONATbCS TOCYIApCTBEHHbIE S3bIKM pecnyOnuk. B gesrensHOCTH
rOCYJapCTBEHHBIX OPraHOB, OpraHU3aLMK, NPEeINpUATUN U yupexxaeHud Poccuiickon denepanuun
HCTIONIB3YIOTCS TOCYAapCTBEHHBIM A3bIK Poccuiickoit ®enepaunv, rocylIapCTBEHHbIC SI3BIKU
pecnyOIHMK ¥ WHBIE SI3BIKU Hapoa0B Poccuiickoii denepariui.

B Tekcre noKyMeHTa, NOATOTOBIEHHOM HAa OCHOBAHMM 3aKOHOAATENbHBIX WM HWHBIX
HOPMATHBHBIX MPABOBBIX aKTOB, PAaHEE M3JIAHHBIX PACIOPSAUTEIbHBIX JOKYMEHTOB, YKAa3bIBAIOTCS
WX PEKBU3UTHI:

- HaMMEHOBaHUWE [OKYMEHTa, HAaMMEHOBAaHME OpraHM3allMd - aBTOpa JOKYMEHTa, JaTa
JIOKYMEHTA, PETMCTPAllMOHHBI HOMEp JOKYMEHTA, 3arojJOBOK K TEKCTY MJIM HAaUMEHOBaHHE BUIA
JIOKYMEHTA;

- HAMMEHOBaHWE OpPraHU3alMM WIN JOJDKHOCTHOIO JIMIA, YTBEPAMBIIErO TOKYMEHT, JATy



YTBEPKACHUS IOKYMEHTA.

TekcT JOKyMEHTa MOXKET COJEpXKaTh pa3feNbl, MOJApa3feNbl, MYHKTHI, MOAMYHKTHI,
HyMepyeMble apaOckumu IdpamMu. YpOBHEW pyOpHKalMM TEKCTa HE JOJDKHO OBbITh Oosee
YEeThIPEX.

B npukazax TekcT u3naraeTcst OT MepBOro Julla eAMHCTBEHHOTO yucia ("'mpukaspiBar').

B nmokyMeHTax KOJIJIETHATbHBIX M COBEIIATEIHHBIX OPTaHOB TEKCT HM3JIaraeTcsi OT TPEThEro
JUIa €AMHCTBEHHOTO yKcia ("KoJuierus... moctaHosiset", "coOpanue... pemuino™).

Texkct mporokona wu3jaraercs OT TPEThETO JIMIIA MHOXXECTBEHHOro umcia ("cmymann",
"BpicTynmn", "moctanoBuan"”, "pemman").

B nokymeHTax, ycTaHaBIIMBAIOIIMX IpaBa M OOSI3aHHOCTU OpraHU3alUd, UX CTPYKTYPHBIX
nojipa3ieNieHnit (TOJ0KEHUE, HHCTPYKIIHS), a TaKKe COJEPIKAIlIUX OMUCAHWE CHUTYaIlMil, aHaIu3
(GbakTOB WM BBIBOJBI (KT, CIIpaBKa), UCIOJb3yeTcs (hopMa U3JI0KEHHUST TEKCTa OT TPEThETo JIMIa
€IMHCTBEHHOTO WM MHOXXECTBeHHOro umucna ("oraen ocymiectsiser (yHkiuu...", "B cocraB
YIpaBJICHUS BXOJAT...", "KOMUCCHS MTPOBEa MPOBEPKY...").

B COBMECTHBIX JOKYMEHTax TEKCT H3JIaraeTcs OT MEPBOrO JIMIIA MHOKECTBEHHOTO YHCIIa
("mpukaseiBaem", "pemman").

B nenoBbix (cimy:ke0HBIX) MUCbMAaX MCTIOIB3YIOTCS (POPMBI U3ITOKECHUS:

- OT TMEpPBOro JINIIAa MHOXXECTBEHHOTO 4YHcia ("MpocuM HampaBUTh...'
paccMmoTtpenue...");

- OT TPEThEro JHIla €IWHCTBEHHOTO uucia ("MUHHUCTEPCTBO HE BO3paxkaer...'
CUUTAET BO3MOXKHBIM...");

- OT TMEepBOro JMIa eauHCTBeHHoro uwucia ("cumrtaro HEOOXomWMBIM...", 'mpenararo
paccMoTpeThb..."), eciy TUChbMO 0(OPMIIEHO Ha TOJDKHOCTHOM OJIaHKe.

B Tekcrax JOKYMEHTOB YIOTPEOJAIOTCS TOJBKO OOMENpUHAThIE ab0peBUaTypbl U
rpadu4ecKre COKpaeHHs.

[Ipu ynorpebaeHuu B TekcTe (paMuInii ML HHULHMAIBI YKA3bIBAIOTCS TOCTe (GaMIIINU.

B nenoBbix (cimy:ke0HBIX) MUCbMaX MOTYT UCTIOIB30BAThHCS:

- BCTYNHTEIBbHOE OOpaIieHue:

VYBaxaemslii rocniouH Ilpencenarens!

YBaxkaemblii TocriofuH ['yoeprarop!

VYBaxkaemblit rocriogus [Ipoxopos!

YBakaeMmast rocrioxa 3axapona!

YBaxaemsiit Hukomnaii Iletposny!

YBaxkaemas Onbra HukonaesHa!

VYBaxkaemble rocrozal

B oOpamiennn no n0KHOCTH HAMMEHOBAaHUE JTOJDKHOCTU MHILETCS ¢ MPOMUCHON OYKBBI, B
oOpateHny 1o (paMUITNM MHULIAATIBI JINIA HE YKA3bIBAOTCSI.

- 3aKJII0YMTENbHAs 3TUKETHas (pa3a:

C yBaxxeHHUeM, ...

OTMmeTKa O MPUIIOKEHUH COJEP>KUT CBEIECHHUS O JOKYMEHTE (JIOKyMEHTax), MpHjiaraeMoM K
OCHOBHOMY JIOKYMEHTY (B CONPOBOJMTEIBHBIX MUChMaX, MPETEH3UAX, aKTaX, CIIPaBKaxX U JIPYTHX
MH(OPMaLIMOHHO-CIIPABOYHBIX TOKYMEHTAX) WM O TOM, YTO JOKYMEHT SIBJISETCS MPUJIOKEHHUEM K
OCHOBHOMY JIOKYMEHTY (B JOKYMEHTax - NPUIOXKEHHUSX K PaCHOPSAUTEIHHBIM JOKYMEHTAM,
MOJIO’KEHUSAM, TIPaBUJIaM, HHCTPYKIIHM, TOTOBOpaM, IJIaHaM, OTYETaM U JIp. TOKyMEHTaM).

B compoBomuTENpHBIX MHChMAX W JAPYTUX HHPOPMAIMOHHO-CIIPABOYHBIX JIOKYMEHTaX
OTMETKa O TNPUIOKEHUH O(GOpPMISETCS IMOJA TEKCTOM OT TpaHHIlbl JIEBOIO MOJS CIEAYIOIIUM
obpa3zom:

- €CJIM IPUJIOKEHHE Ha3BaHO B TEKCTE:

IIpunoxenue: Ha 2 1. B 1 3K3.

- €CIIM IPUJIOKEHHE HE HA3BaHO B TEKCTE WM €CIM NPUIIOKEHUN HECKOJIbKO, YKa3bIBAIOT
HA3BaHUS JOKYMEHTOB-TPUIIOKEHHUH, KOJTUYECTBO JINCTOB U SK3EMILIIPOB KAXKIOTO MPUIIOKEHHUS:

, 'IpencraBisieM Ha

, "00IIecTBO

[Mpunoxenue: 1. [Tonoxenrne 06 YpaBleHUU PerHOHATHLHOTO KPEAUTOBAHUS HA
5 1. B 1 2K3.



2. CnpaBka 0 KaIpOBOM COCTaBe YpPaBJICHUS PETMOHAIBHOTO
KpeIuTOBaHuA Ha 2 JI. B 1 3K3.

- €CJIM PUIIOKEHUE (MIPUII0KEHUS) COPOIIIOPOBAHBI:

[Tpunoxenue:

otruer 0 HHUP B 2 3k3.

- €ClIi JOKYMEHT, SIBJISIOLIUICS MPHJIOKEHUEM, UMEET NPUJIOKEHHUS C CaMOCTOSATEIbHOU
HyMepaLuen CTpaHuII:

[Tpunoxenue:

nucbMo PocapxuBa ot 05.06.2015 N 02-6/172 u npuno>xeHust K HeMy, BCEro Ha 5 1.

- €CIIM IPUJIOKEHUEM SIBJISIETCS 000COOICHHBIN JIEKTPOHHBIA HOCUTEINH (KOMITAKT-IHCK, usb-
(brenr-HaKoOmUTENb U JIP.):

[Ipunoxenue:

CD B 1 Kks.

[Ipu sTomM Ha BKIajblLe (KOHBEPTE), B KOTOPHI IMOMEIIAETCS HOCUTENb, YKa3bIBAIOTCS
HAaUMEHOBAHUSI TOKYMEHTOB, 3alIUCAHHBIX Ha HOCUTEJb, UMEHa (hailyIoB.

B pacnopsamuTenpHBIX  JOKyMEHTax  (IIOCTAaHOBJEHHUSX,  pEIIeHUsAX,  IpHKa3ax,
pachopsiKeHHsIX), JIOTOBOpaxX, IOJIOKEHUSAX, TMpaBUIAX, MHCTPYKIMSIX U JAPYrUX JOKYMEHTaX
OTMETKA O TPUIIOKEHUHU 0(OPMIIETCS CIAETYIOIUM 00pa3oM:

- B TEKCTE [OKyMEHTa IMpU TMEepBOM YINOMHUHAHUU JOKYMEHTA-TIPHJIOKEHHUS B CKOOKax
yKa3pIBaeTcs: ... (IpWIOXKeHWE) Wik ... (mpuioxeHue 1); mepes HOMEPOM MPUIOKCHHS
JIOTTYCKAEeTCsl CTABUTh 3HAK HOMepa: ... (mpunoxenue N 2);

- Ha TIEPBOM JIUCTE JOKYMEHTA-NIPUIIOKEHHUS B TIPABOM BEPXHEM YIITy YKa3bIBACTCS:
ITpunoxenue N 2
k npukazy AO "IIpodums"
ot 15.08.2020 N 112.

CTpoku peKBHU3HMTa BBIPABHMBAIOTCS IO JIEBOMY Kpal0 WIH LEHTPUPYIOTCS OTHOCHUTEIBHO
CaMOW JIJTMHHOU CTPOKH.

Ecnu npunokxeHueM K pacrnopsauTeIbHOMY AOKYMEHTY SIBISICTCS HOPMATHUBHBIM NPaBOBOM
aKT WIM MHOW JTOKYMEHT, YTBEP)KIAeMblil JaHHBIM PacCHOPSAUTEIbHBIM JOKYMEHTOM, Ha MEPBOM
JHMCTE MPUIIOKEHHS TMPOCTABIAETCS OTMETKA O MPUJIOkKEHUU (0€3 CCBUIKM Ha PacHOpsAUTEIbHBINA
JOKYMEHT) W Tpud yTBEpKACHHUS, B KOTOPOM YKa3bIBAIOTCA JaHHBIE pPaCHOPSAUTEIHLHOTO
JIOKYMEHTa, KOTOPBIM yYTBEP)KACH JOKYMEHT-TIPUIIOKEHUE.

[Tpumep -

[Tpunoxenue 1

YTBEPXIEHO

npukazoM AO "IIpodumns"

ot 18.05.2020 N 67

I'pud cormacoBaHusi TOKYMEHTa MPOCTABISAETCS HAa JOKYMEHTaX, COrJIACOBAaHHBIX OpraHaMH
BJIACTH, OpPraHM3AlMsIMH, JOHKHOCTHBIMU JHLAMU. ['pud corimacoBaHus B 3aBUCHUMOCTH OT BHJa
JIOKYMEHTa U 0OCOOCHHOCTEH ero 0(OpMIICHHS MOXKET MPOCTABIATHCS:

- Ha MEpPBOM JIUCTE JTOKyMEHTa (eclii JOKYMEHT UMEET TUTYJbHBIM JIUCT, - HA TUTYJIbHOM
JUCTE) B JIEBOM BEpPXHEM YIJy Ha YpOBHE TIpHda YTBEpXKACHUS WIA I0J HaUMEHOBAaHHEM
JIOKyMEHTA OJIMKEe K HIDKHEMY TIOJIIO);

- Ha MOCJICHEM JIUCTE JOKYMEHTA O] TEKCTOM;

- Ha JIUCTE COTJIACOBaHUs, BJISIOUIEMCS] HEOThEMIIEMOM YacThIO TOKYMEHTA.

I'pud cornmacoBanus cocroutr u3 cinosa COIJTACOBAHO, nomxHOCTH IUIa, KOTOPHIM
COTJIacoBaH JOKYMEHT (BKJIIOYas HaMMEHOBAaHHE OpraHU3alliH), €ro COOCTBEHHOPYYHOU MOAMMUCH,
WHHUIIMAIOB, ()aMUIIMH, AaThl COTJIACOBAHUSI.

[Tpumep -

COI'NTACOBAHO

Hupexktop BHUMJIA ]

(moamucek) N.0. damumnus

Hara



Ecnu cornacoBanue oOCyIIECTBISIETCS KOJUIETHAIbHBIM OpraHoM, B Tpude coriacoBaHus
yKa3bIBaIOT CBE/ICHUS 00 OpraHe, COrjlacoBaBIIeM JOKYMEHT, 1aTe U HOMEpE MPOTOKOJIA, B KOTOPOM
3a(pUKCUPOBAHO pElIeHHEe O COorlacoBaHUU. Ecnu coriacoBaHue OCYIIECTBISETCS HUCHBMOM,
YKa3bIBAIOT BUJ] IOKYMEHTA, OPTaHU3AIUIO - aBTOPA JOKYMEHTA, 1aTy U HOMEp MUChMa.

[Tpumepsr

1 COI''TACOBAHO

CoBeToM AUPEKTOPOB

AO "IIpodumns"

(mpoToko OT N )

2 COI'JTACOBAHO

nucsMoM Pocapxusa

OT N

Buza cBujeTenbCcTBYEeT O COTJIaCHMM WIIM HECOTJIaCHUU JIOJDKHOCTHOTO JHIa (paboTHHMKA) C
coJlep’kaHuEeM TpoeKkTa JoKyMeHTa. Buzoil odopmiisieTcss BHyTpeHHEE COTIacOBaHUE JTOKYMEHTA.
Buza BKJIIOYAaeT JOKHOCTH JIMIA, BU3HPYIOIMIETO AOKYMEHT, MOJAIMKCH, PACIIH(PPOBKY IMOIITUCH
(vHUIMATBI, (HaMUIIAIO) U ATy BU3UPOBAHUS.

IIpumep -

PykoBouTeNnb 0pUIN4ECcKOro oTea

[oanuce N.O. ®amunus

Hara

[Tpu HanM4YMK 3aMeYaHuil K TOKYMEHTY BH3Y OPOPMIISIOT CIEAYIOIUM 00pazoMm:

[Tpumep -

3ameuaHusl IPUIIAraroTCsl.

PykoBouTeNnb I0pUIN4ECcKOro oTaea

[Hoanuce N.O. ®amunus

Hara

B opranuzanusax, IpUMEHSIOIUX CUCTEMBI JIEKTPOHHOT'O JTOKYMEHTOO0OPOTA, COrJIaCOBaHHUE
MOKET MPOBOAMUTHCS B eKTpoHHOU (hopme, cormmacao [[OCT P UCO 15489-1.

B nmokymeHTax, MOUIMHHUKH KOTOPBIX XPAHATCS B OpraHU3allid, BU3BI MPOCTABISIOT HA
MOCNIEIHEM JIUCTE JIOKyMEHTa IOJl MOAMHMCHhIO, HAa 000pOTE TMOCIEIHEro JUCTa MOAJUHHHUKA
JIOKYMEHTA WJIA Ha JINCTE COTJIACOBAHUS (BU3UPOBAHUS), PUIIATAEMOM K TOKYMEHTY.

B ucxomdummx JOKyMEHTaX BH3bl IPOCTaBISIOTCS Ha OJK3EMIUIIpax JIOKYMEHTOB,
MOMEIAEMBIX B JIENO.

[To ycMOTpeHHIo OpraHu3aiii MOXKET MPUMEHSATHCS MOJUCTHOE BU3UPOBAHUE JOKYMEHTa U
€ro NpUJIOKECHUM.

[loanuch BKIIOYAET: HAaUMEHOBAHME MOJDKHOCTH JIMIIA, IMOANUCHIBAIOIIETO JOKYMEHT, €ro
COOCTBEHHOPYUYHYIO TIOJITUCH, paCIIU(PPOBKY MOAMUCH (MHUIHAIBI, (HaMUITHs).

ITpumep -
['enepanbHbIi TUPEKTOP [Toanuce N.0. ®amunus

Eciu nokymeHnT odopmiieH He Ha OiaHke, B HAaMMEHOBAaHHUE JOJDKHOCTH BKJIIOYAETCS
HAaMMEHOBaHME opraHu3auuu. Jlomyckaercs LEHTpPOBaTh HAMMEHOBAHWE JIOJDKHOCTH JIUIIA,
MOJMUCABIIETO IOKYMEHT, OTHOCUTEIBHO CaMOM JJIMHHOM CTPOKH.

[Tpumep -
I'enepanbHbIil JUPEKTOP

AO "TIpodwnp" [Toamuce N.0. Gamunus

[Ipu odopmieHun AOKyMeHTa Ha OJIaHKE JODKHOCTHOTO JIMIA JOJDKHOCTh ATOTO JIMIA B
MOJAMKUCH HE YKa3bIBACTCSI.

ITpumep - ITogmnuce N.0. ®damunus
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[Ipu nonnmucanny JOKyMEHTa HECKOJIBKUMH JOHKHOCTHBIMU JIUIIAMH, 3aHUMAIOIIUMH Pa3HOe
MOJIOKCHUEC, HUX NOANHNCH paclojararorcd oaHa I10[J I[perI\/'I B IIOCJICAOBATCIBHOCTU,
COOTBETCTBYIOLIECH HEPAPXHUH 3aHUMAEMBIX JOJKHOCTEH.

[Tpumep -
Jlupekrop HHCTUTYTA ITognuce N.0. ®amunus
['maBHBIN OyxTrantep [Toanucs N.0O. Gamunus

[lpr momnucaHWU MOKYMEHTa HECKOJBKHMH JIMIIAMH PAaBHBIX JOJDKHOCTEH WX IOMIUCH
pacrioyiaratrotTcst Ha OJTHOM YPOBHE.

[Tpumep -
3aMecTuTeNh TUPEKTOpa 1Mo (UHAHCOBBIM BOIIPOCAM [oanuce N.0O. Gamunus
3aMecTUTeNb AUPEKTOPA IO aAMUHUCTPATUBHBIM Borpocam [loanuce N.0. ®amunus

B AOKYMCEHTAax, COCTaBJICHHBIX KOMI/ICCI/ICI\/'I, B IMOAIKCHU YKa3bIBACTCA CTATYC JiMIa B COCTAaBC
KOMUCCHH.

ITpumep -

[Ipencenarens koMmuccuun IMoamuce HN.0. Gamumnus

YieHb KOMUCCHH IToanuce N.0. Gamunms
Iloamuce HN.0. Gamunus
IToanuce N.0. Gamunms

[Tpu moxnmMcaHuU AOKYMEHTA JIMIIOM, HCIIOJHSIONIMM OOS3aHHOCTH PYKOBOAMTEINS, MOIIHUCH
oopmisieTcs ¢ yKazaHHMEM cTaTyca JOJDKHOCTHOTO JIMIA B COOTBETCTBHM C IPUKA30M
(pacriopsKeHHEM).

ITpumep -

N.o0. renepanbHoro qupektopa I[loanuck N.0O. ®amunus
WJIN:

Hcnonustonuii 0053aHHOCTH

T€HEPAIBHOTO JUPEKTOpa [Toanuce N.0. ®amunus

[Ipu mognmucaHuu NOKyMEHTa JIMLIOM, MMEIOIIMM MpaBO MOAMKHCH B Cllydae BPEMEHHOIO
OTCYTCTBHSI PYKOBOJUTEJIS, UCTIPABIICHUSI B HAMMEHOBAHUE JIOJDKHOCTU U paciiu@poBKy Gamiium
yK€ TMOATOTOBJICHHOTO W COTJIaCOBAHHOTO IMPOEKTa JOKYMEHTa BHOCATCA OT PYKH WU C
HCIIOJIb30BAaHUEM COOTBETCTBYIOIIMX IITamMnoB. He gomyckaercs cTaBUTh KOCYIO 4EpTYy, HAJIHUCH
"3a" mepen HaMMEHOBAHMEM JOJDKHOCTH JIMIA B MOJIUCH, €CIIM JOKYMEHT IMOIIMUCHIBAET UHOE
JTIOJIKHOCTHOE JIULIO.

OTtmeTka 00 DSIEKTPOHHON TMOANMHMCH WCHONB3YEeTCS MPU BHU3YAIU3AIHUHU AJIEKTPOHHOTO
JIOKYMEHTA, MOJAIMCAHHOTO JIEKTPOHHOMN MOJIHUCHIO, C COOIIO/IEHUEM CIEAYIOUX TPEOOBaHUI:

a) MECTO pa3MeIeHUsI OTMETKU 00 AIEKTPOHHOU MOAMUCU JOJIKHBI COOTBETCTBOBATH MECTY
pa3MenieHus: COOCTBEHHOPYYHOU MOJANKCH B aHAJIOTUYHOM JJOKYMEHTE Ha OyMa)kHOM HOCHUTEIIE;

0) 27MeMeHTBl OTMETKH 00 JIEKTPOHHOUN MOAMKMCH JOKHBI ObITh BUJUMBIMU M YUTACMBIMHU
IpHU 0TOOPaKEHUU TOKYMEHTA B HaTypaJIbHOM pa3Mepe;

B) DJIEMEHTHI OTMETKM 00 DJJIEKTPOHHOW TMOANMHUCHA HE JOJDKHBI TEPEKPBIBATHCS HIIU
HaKJIaJbIBaThCS APYT HA IpYyra;

T') JIEMEHTBI OTMETKU 00 AIEKTPOHHOU MOIMUCH HE JOJKHBI MEPEKPBIBATH JIEMEHTHI TEKCTA
JIOKYMEHTA U IPYTHE OTMETKH 00 AJIEKTPOHHOUN MOAMUCH (TTPU HATHYNH).

OtmeTka 00 SJIEKTPOHHOW MOAMKMCH B COOTBETCTBUU C 3aKOHOAATEIHCTBOM Poccuiickoi
Oenepannn  BKIoyaeT ¢pazy "JIokyMeHT TmoAmHcaH 3JIEKTPOHHOM TOMMUCHIO", HOMEP
cepTUdUKaTa KJII0Ya AIEKTPOHHON MOINHUCH, (paMIIINIO, UMS, OTYECTBO BIIaJeblla cepTudukara,
CPOK JedcTBHsI cepTUdUKaTa KIIF0OYa AJIEKTPOHHON moanucu. OTMeTKa 00 3JIEKTPOHHOW MOAMHUCH



MOXXET BKJIIOUATh M300pakeHue repOa, IMOJIeMbl opraHa BiIacTH (OpraHU3aIiM), TOBAPHOTO 3HAKA
(3HaKa 00CTy)KMBaHUs1) OPraHU3ALUU B COOTBETCTBHH C ICHCTBYIOIIMM 3aKOHOIATEILCTBOM.

[leyatp 3aBepsieT MOUIMHHOCTH MOANUCH JOJDKHOCTHOTO JIMLA Ha JOKYMEHTax,
yIIOCTOBEPSIOLINX MpaBa JIUL, (PUKCUPYIOUINX (aKThl, CBI3aHHBIC C (PUHAHCOBBIMU CPEICTBAMH, a
TaKk)Ke Ha MHBIX JOKYMEHTaX, MPeJyCMaTPUBAIOIINX 3aBEPEHHE MOJMUCH NEYaThi0O B COOTBETCTBUHU
¢ 3aKkoHOaTenbCcTBOM Pocculickon denepanumu.

JIOKyMEeHTBI 3aBepsloT IMedarbio opraHu3zauud. lledaTe mnpocTaBisercs, HE 3axBaTbIBas
COOCTBEHHOPYYHOU MOAMKCH JIUIIA, MTOANMCABIIETO JOKYMEHT, WIH B MecTe, o003HaueHHOM "MIT"
("Mecro nevaru").

OtmeTka 00 MCHONHUTENE BKIOYAeT (GaMUINIO, UM U OTYECTBO UCIOJHUTEINS, HOMEP €ro
tenepona. OTMmerka 00 UCIONHUTENE MOXKET JOMOJHATHCS HAUMEHOBAaHHEM JOJDKHOCTH,
CTPYKTYPHOTO MOpPa3IeICHUS U 3JIEKTPOHHBIM aAPECOM HUCIIOJIHUTENS.

Otmetka 00 ucnoiHuTesne 0hOpMIIIETCS Ha JUIEBOM CTOPOHE MOCIEIHEro JIUCTa TOKyMEHTa
OT TPaHMILIBI JIEBOTO MOJIS WJIH, MPU OTCYTCTBHUHM MECTa, - Ha OOOPOTHOI CTOpPOHE BHHU3Y CIIEBA.
Hanpuwmep: 3a6enun MBan AnnpeeBud, KoHTponsHOE yripaBiieHHe, BEAYLIHHA crieruanict, +7(495)
924-45-67, Zabelin@gov.ru

OtMeTka 00 HCIOJHUTENE MOXET O(GOPMIATbCA KAaK HIKHMHA KOJOHTUTYJI M TEYaTaThCs
mpu¢TOM MEHBIIIETO pa3Mepa.

OTMeTKka O 3aBEpPEHUH KOMUU OQOPMISETCS JUISl TOATBEP)KICHHUS COOTBETCTBHUS KOIHUH
JOKyMEHTa (BBIMHMCKU W3 JOKYMEHTA) MOJJIMHHUKY AOKyMeHTa. OTMeTKa O 3aBepeHUH KOMHH
MPOCTABIISIETCSl MOJ PEKBU3UTOM '"MOAMMCH" M BKJIOYaeT: cioBo "BepHo"; HaumMeHOBaHMe
JOJIKHOCTH JIMIIA, 3aBEPUBLIETO KOMHIO; €ro COOCTBEHHOPYUHYIO MOIKUCH; paciii(poBKy MOIAIUCH
(MHUIMATBI, (PAMUITHIO); ATy 3aBepEHHsI KOMTUH (BBIITUCKU U3 JTIOKYMEHTA).

ITpumep -

Bepno

WNucnekrop ciayx0b1 kaapoB  Iloanuck N.0. Gamunus
Jara

Ecnu xonus BblgaeTcs A MPEACTABICHUS B IPYTYIO OpraHHM3aIUIo, OTMETKA O 3aBEpEeHUU
KOMUU JIOTIOJTHSIETCS HAAMUCHI0O O MECTe XpaHEHHUsS TOKYMEHTa, ¢ KOTOPOro ObLIa M3rOTOBJICHA
korusi ("TloaTMHHUK JDOKYMEHTa HaxOAWTCS B (HaMMEHOBAaHWE OopraHu3aiuu) B geine N ... 3a ...
roa") ¥ 3aBepseTCs IeYaThlO0 OpraHU3aL|HU.

Jljis mpocTaBieHHs] OTMETKHU O 3aBEPEHUHU KOMUH MOYKET UCIOJIb30BATHCS HITAMII.

OTMeTKa O TOCTYIUICHWW JOKYMEHTA CIIYXKHUT JUIsi MOATBEPXKACHUS (aKTa TOCTYILICHUS
JIOKYMEHTa B OpPraHU3allMI0 U BKJIIOYAET JaTy MOCTYIUICHHUS U BXOSAIINHM pEerucTpaliiOHHbIN HOMEp
nokymeHTa. [Ipy HEoOXOOUMOCTH OTMETKAa O TMOCTYIUIGHHHM MOXKET JOMOJHSATHCS YKa3aHHEeM
BpPEMEHHU MOCTYIUICHHSI B YacaX U MUHYTax M Criocoda I0CTaBKU JOKYMEHTA.

OTMeTKa 0 OCTYIIJICHUU JOKYMEHTa MOKET MPOCTABIISITHCS C MOMOUIBIO LITAMIIA.

Pe3omtonust copepKUT yka3zaHue IO WCIOJHEHUIO TOoKyMmeHTa. Pesomiouus odopmisercs Ha
CBOOOJHOM MecTe palouero 1moJisi JOKyMEHTa, Ha ONaHKe pe30JIONUH WJIM BHOCHUTCA
HEMOCPEJICTBEHHO B CHCTEMY 3JIEKTPOHHOTO IOKYMEHTO000pOTAa.

Pe3omonus BiIOYaeT: (haMUIHIO, MHUIIMAIBI UCIIOJIHUTENS (MCIIONHUTENECH), TOpyUEeHUE TI0
JIOKYMEHTY, MPH HEOOXOAMMOCTH - CPOK HCIOJIHEHUS, MOJANUCH JIULA, BHIHECIIETO PE30JIOLHUIO,
JIaTy PE30JIIOLHH.

[Tpumep -

Oammus N.0.

[Tpomry moaroroButs npeaioxenus k 10.11.2020.

IToamuce

Hara

OTMeTka O KOHTpOJIE CBHUACTEIBCTBYET O TIOCTAHOBKE JIOKYMEHTa Ha KOHTpOIIb,
npocTasiigeTcs mraMnom "KoHTpoiib" Ha BEpXHEM MOJIE JOKYMEHTA.

OTMeTKa 0 HampaBJICHUU JOKYMEHTA B JIEJ0 OMpPENeNsieT MECTO XpaHEHUs JOKYMEHTa Mocie
3aBepIIeHusi paboOThl ¢ HUM W BKJIIOYAeT: cioBa "B geno", mHAEGKC Jema mo HOMEHKIAType e, B



KOTOpOE MOMEIIAETCsl JOKYMEHT Ha XpaHeHHe, ¢ YKa3aHUEM roJia, JOJKHOCTH JTUIa, 0(hOpPMHUBILIETO
OTMETKY, MOJMUCH, AaThl.

ITpumep -

B neno N 01-18 32 2020 1.

3aB. OT/IE€JIOM KOPIOPAaTUBHBIX POEKTOB
IMoamuce Hara

OTmeTKa 0 HampaBlIE€HUU JOKYMEHTA B JIEJIO0 MOXET JOMOJHATHCA KPATKUMH CBEJACHUSIMU O
XapakTepe UCIOIHEHUsI TOKYMEHTA.

3. Ba1aHKH 10KyMEHTOB

Jlst m3roToByieHusi Oy1aHKoB AokymeHToB, cornmacHo ['OCT P 7.0.8, ucnonb3yercst Oymara
dopmatoB A4 (210 x 297 mm), AS (148 x 210 mMMm); Ui U3TOTOBJICHHS OJIAHKOB PE30JIOIUI
ucrnonb3yercs Oymara ¢popmatoB AS (148 x 210 mm), A6 (105 x 148).

Kaxnplif auct gokymeHnTa, opOpMIICHHBII Ha OJaHKe Uiau 0e3 Hero, JOJDKEH UMETh IOJis He
MeHee:

20 MM - 1€BOE;

10 MM - npaBoe;

20 MM - BepxHee;

20 MM - HUXKHEE.

JIOKyMEHTBI JUINTENbHBIX (cBbIme 10 JIeT) CpOKOB XpaHEHUS JOJDKHBI UMETh JIEBOE MMOJIE He
MeHee 30 MM.

OpraHu3anuy UCHOJIb3YIOT OJaHKU TOKYMEHTOB, W3TOTOBJIEHHBIE Ha OYMa)KHOM HOCHTEJE
(OmaHKu AOKYMEHTOB (peiepalIbHbIX OPraHoB TOCYJApCTBEHHOI BJIACTH C BOCHPOU3BEIIEHUEM
l'ocynapctBennoro rep6a Poccuiickoit ®enepanyv  HM3roTaBIMBAIOTCS  MOJIUTPaQUISCKUMU
OPEINPUATHIMH, HMEIOIUMU CepTU(UKATHI O HaJIMUYUKM TEXHUYECKUX M TEXHOJOTHYECKHX
BO3MOXKHOCTEH 11 KAayeCTBEHHOTO M3TOTOBJICHMS YKa3aHHOTO BHUJAA TMPOAYKLIWH) W/WIK
3JICKTPOHHBIC MIA0JOHBI OJlaHKOB. biaHku Ha OyMa)XHOM HOCHTENIC U DJEKTPOHHBIC IIa0JIOHBI
ONaHKOB JOJDKHBI OBITh MICHTUYHBI II0 COCTaBY PEKBU3UTOB, MOPSAKY HMX PAaCHOJIOKEHHUS,
rapHuTypam mpudra.

bnankun 1OKyMEHTOB Ha OyMa)XHOM HOCHTEIE U DJIEKTPOHHbIE MIa0JIOHBI OJIAHKOB
M3TOTABIIMBAIOTCS HA OCHOBAaHUU MAaKETOB OJIAHKOB, YTBEPKAAEMbIX PYKOBOJUTEIIEM OpraHU3aIIH.

bnanku TOKyMEHTOB ClIeyeT U3roTaBIMBaTh Ha Oenoil Oymare mim Oymare CBETJIBIX TOHOB.

DNeKTpOHHbIE  [AOJOHBI  OJIAHKOB  JOKYMEHTOB  JOJDKHBI ~ OBITh  3alUIIEHbl  OT
HECAHKIIMOHUPOBAHHBIX U3MEHEHUH.

OpHUEeHTHPOBOYHBIE TPAHUIBI 30H PACHOJIOKEHUS PEKBU3UTOB O0003HAUYEHBI ITYHKTHPOM.
Kaxnast 30Ha onpenensieTcs COBOKYITHOCTHIO BXOSIIUX B HEE PEKBU3UTOB.

B 3aBucumocTH OT pacmoyioKeHUs PEKBU3UTOB YCTAHABIMBAETCS J[Ba BapHaHTa OJaHKOB -
YIIJIOBOH (PUCYHOK 3) M IPOJIOIBHBIH (PUCYHOK 4).

CXEMbI PACMO/TOXKEHNA PEKBU3SNTOB AOKYMEHTOB


consultantplus://offline/ref=338DE46F8943427756106E3EE1A75E2C21EA0FF06279FF2CD3F445F762E41438300D8CC2673D3B8A5CCE1AAE71h1jDH
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Pucynok 3 - PacnonoxeHnne peKBU3UTOB U I'PaHUIIBI 30H Ha opmare A4 yriaoBoro OjaHKa
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Pucynok 4 - PacnionoxeHnne peKBU3UTOB U T'PaHMLBI 30H Ha opmaTe A4 poJoJapHOro OlaHKa



PexBuzutel 01, 02, 03 pacnonararoTcsi Ha BEpXHEM IOJIE JHOKyMEHTa Haja pekBuzuToMm 05 mo
CepeauHE 30HbI, 3aHATON ITHM PEKBU3UTOM.

PexBusut 03 MoxeT pacrionaraThcs ciieBa Ha ypoBHE pekBusuTa 05.

PexBuzuter 05, 06, 07, 08, 09, 13, orpanuunTenbHble OTMETKH 1751 pekBu3uToB 10, 11, 12 B
npeJienax TpaHull 30H PacloIoKeHHUs! PEKBU3UTOB pa3MelIatoTCsl OJHUM U3 CIIOCO00B:

- IIEHTPOBAHHBIM (HAYaJI0 U KOHEIl KaXKJI0M CTPOKU PEKBH3UTOB PABHO YAAJIEHBI OT T'PAHHUIL
30HBI PACIIOIOKEHHS PEKBU3UTOB);

- (naroBeiM (Kaxkmas CTPOKa pEKBHU3UTOB HAYMHACTCS OT JIEBOM TPAHUIBI 30HBI
PacCIOIOKEHUST PEKBU3UTOB).

YcTaHnaBnuBaroTCs cleayronue BUAbl OJJaHKOB JOKYMEHTOB OpraHU3alUu:

- 00muMii OJIaHK;

- 0J1aHK IUCHMA;

- OJTaHK KOHKPETHOTO BU/IAa JOKYMEHTA.

HopMaTuBHBIMHM TpaBOBBIMH aKTaMU OpPTaHH3al[MU yCTAHABIMBAIOTCS BHJIbI IMPUMEHSEMBIX
ONaHKOB M WX pPa3HOBHUIAHOCTH (OJIaHK MHChbMa CTPYKTYPHOTO TMOApasefeHus, OJaHK MHCbMa
JIOJDKHOCTHOTO JIMIIA, OJTaHK MpUKa3a, OJaHK pacropsoKeHusl, OJaHK MPOTOKOJIA U Ap.).

OBPA3L bl BJIAHKOB JOKYMEHTOB

Pocapxus

demepalibHOe ONIXEeTHOE yupexIeHUe
"BcepoCCHUMCKUM HAay4YHO-MCCJIeOOBATEJIbCKUM MHCTUTYT
OOKYMEHTOBEIEHMA UM apxXMBHOTO zmeja'"
(BHUMIAL)

MockBa

PucyHok 5 - Obpasel obuwero 6naHKa opraHu3aumm

Pocapxus

denepanibHOe OKNIXETHOE yuUpexXIeHUe
"BCcepoCCUMCKUN Hay4dHO-
MUCCJIenoBaTeJIbCKUM UMHCTUTYT
OOKYMEHTOBEIOEHMA M apXMBHOTO zmejya'
(BHUMIAL)

[lpobcowsuas ynu., m. 82, Mockra, 117393
Ten./dakc (495) 718-78-74
e-mail:mail@vniidad.ru; http://www.vniidad.ru
OKIIO 02842708; OI'PH 1027700380795;
VHH/KIIO 7708033140/771001001

N

Ha N oT

PucyHok 6 - ObpaseL, yrnosoro 61aHKa NMcbma OpraHu3aLmm
Pocapxus
depepanbHoe 6OAKETHOE yupexxaeHue
"BcepoCccMACKMIN HayYHO-UCCIeA0BaTENbCKUIA MHCTUTYT

DOKyMeHTOBeAeHUA 1 apxusHoro gena" (BHUUOAL)

MpodcotosHan ya., a. 82, Mocksa, 117393



Ten./dakc (495) 718-78-74 e-mail:mail@vniidad.ru;
http://www.vniidad.ru
OKNO 02842708; OIr'PH 1027700380795;
MHH/KNN 7708033140/771001001

Ha N oT

PucyHok 7 - O6pasel NpoAonbHOro 61aHKka NMcbMa opraHu3aLmm

Pocapxus

depepanbHoe 6loaXKeTHOe yupexxaeHune
"BcepoccUiACKMIA Hay4YHO-UCCNeA0BaTeNbCKUIA MHCTUTYT
AOKYMeHTOBe,eHUA U apxXuBHoro aena”
(BHUMAOARD)

AUPEKTOP

Mpodcoto3Han ya., a. 82, Mocksa, 117393
Ten./dakc (495) 718-78-74 e-mail:mail@vniidad.ru;
http://www.vniidad.ru
OKMO 02842708; OrPH 1027700380795;
MHH/KNN 7708033140/771001001

Ha N oT

PucyHok 8 - Obpasel, Npoao/ibHOro 6/1aHKa NMcbMa A0KHOCTHOIO AnLa

Pocapxus

depepanbHoe 6l0aKeTHOe yupexaeHue
"BcepoCcCUMCKMIA HAYYHO-UCCNEA0BaATENIbCKUIA UHCTUTYT
AOKYMEHTOBEAEHUA U apXUBHOro aena”

(BHUMOAL)

OTPAC/IEBOW LLEEHTP NOBbLILLUEHUA KBAIMOUKALIUN

Npodcoto3Has ya., a. 82, Mocksa, 117393
Ten./dakc (495) 718-78-74 e-mail:mail@vniidad.ru;
http://www.vniidad.ru
Ten./dakc (495) 718-79-38; e-mail:ocpk@vniidad.ru
OKNO 02842708; OrPH 1027700380795;
MHH/KNN 7708033140/771001001

Ha N oT

PucyHoK 9 - ObpaseL, NpoaonbHOro 61aHKa NMCbMa CTPYKTYPHOro noapasaeneHums



Pocapxus

demepalibHOe ONIXEeTHOE yupexIeHUe
"BCepOCCUMCKUM HAayUYHO-MCCJIeNOBAaTEJIbCKUM MHCTUTYT
OOKYMEHTOBEIEHMA M apxXMBHOTO zmeja"
(BHMMIOAL)

[IPUKA3

MockBa

PucyHok 10 - O6pasel, 61aHKa KOHKPETHOTO BUAA LOKYMEHTA OpPraHmn3aLLmm

Pocapxus
denepanibHOe OIIXETHOE YyUpexXIeHUEe
"BCepOCCUMCKUNM HAayUYHO-MCCJIeNOBATEJIbCKUM MHCTUTYT
IOOKYMEHTOBEIEHMSA M apxMBHOTO nmeja"
(BHMMIATL)
IVPEKTOP

PACIIOPAXEHNVE

MockBa

PucyHok 11 - O6pasel, 61aHKa KOHKPETHOMO BUAA AOKYMEHTA AO/IKHOCTHOIO LA

OO0t 611aHK MCTIONB3YETCs ISl U3TOTOBIICHHUS JIOOBIX BUAOB IOKYMEHTOB, KPOME JIEIIOBOTO
(cmy>keOHOT0) MHChMa.

OOmuit 01aHK B 3aBUCUMOCTH OT YYPEIUTENIbHBIX JOKYMEHTOB OpPTaHU3alMM U JIOKAJIbHBIX
HOPMATHBHBIX akTOB Bkito4aeT pekBu3uthl 01 (02 wmum 03), 05, 06, 07, 13 u orpaHUYUTENbHBIC
OoTMeTKH Jy1st pexkBuszuToB 10, 11, 16, 17.

brnank muchbMa B 3aBUCUMOCTH OT YUPEAUTEIHHBIX JOKYMEHTOB OpPTaHHM3AIMM U JIOKAIBHBIX
HOPMATHBHBIX akTOB BKItOUaeT pekBU3UTH 01 (02 nmum 03), 05, 08, orpaHUYMTETLHBIE OTMETKH IS
pexBusutoB 10, 11, 12, 15, 17. brnank nuceMa CTPYKTYpPHOI'O MHOJPa3AeiE€HUS IONOJHUTEIBHO
BKJIFOYaeT pekBU3UT 06, OJaHK MUChMa TOHKHOCTHOTO JIUIA - peKBU3HT (7.

briank KOHKpeTHOro BuIa JOKYMEHTAa, KpOME MUCbMa, B 3aBUCHMOCTH OT YUPEIUTEIbHBIX
JIOKYMEHTOB OpPraHU3alluy U JIOKAJIbHBIX HOPMAaTUBHBIX MPABOBBIX aKTOB BKJIIOYAeT PeKBU3UTHI 01
(02 wmm 03), 05, 09, 13 u, npu HEOOXOTUMOCTH, OTPAHUYUTEIHHBIE OTMETKH JUIsl TPAHUI] 30H
pacniosioxenusi pekBuzutoB 10, 11, 16, 17. biraHk KOHKPETHOrO BHJA JOKYMEHTAa CTPYKTYPHOTO
MoJIpa3ielieHusl TOMOTHUTENLHO BKIIOYaeT pekBU3UT 06, OJaHK TOMKHOCTHOTO JHIA - PEKBU3HT
07.

B opranax Bmactu m opraHmzanusx pecnyOnuk Poccuiickoit denepanuu, HCIOIB3YIOIIUX
HapsAly C PYCCKUM S3BIKOM KakK TOCYJapCTBEHHBIM si3bIkoM Poccuiickoit ®Denepanuu
TOCYIapCTBEHHBIA  SI3bIK  (TOCYJApCTBEHHBIE SI3BIKH) PECHYOJIMK, MCIOIB3YIOTCS  OJIaHKH
JOKYMEHTOB Ha PYCCKOM S3bIKE€ M TOCYJapCTBEHHOM $3bIKE€ (TOCYJApCTBEHHBIX SI3BIKAX)
pecnyOuK: yriioBble (PEKBU3HUTHI OJaHKA PACIIONIarar0TCs HA OJHOM YPOBHE: Ha PYCCKOM SI3bIKE -
CleBa, Ha TOCYAApPCTBEHHOM S3bIKE (TOCYJApPCTBEHHBIX SI3bIKAaX) PECIyOJIMK - CIpaBa) WIH
IpOJOJIbHBIE (PEKBU3UTHI OJIaHKa Ha pPYCCKOM S3bIKE - CBEpXY, pPEKBU3UTHl OJlaHKa Ha
TOCYZIaPCTBEHHOM SI3bIKE (TOCYApPCTBEHHBIX SI3bIKAX) PECIyOIUK - HUKE).

J1Jis IepenucKy ¢ MHOCTPAaHHBIMU KOPPECTIOHICHTAMU MCIONB3YIOT OJIAaHKH Ha JBYX S3bIKaX -
PYCCKOM M aHIJIMHCKOM (pHCYHOK 12) MM MHOM HHOCTPAHHOM SI3bIKE.



Pocapxus

depepanbHoe 6l0aKeTHOE yupexXaeHue
"BcepoCccUMACKMIA HayYHO-UCCIeA0BaTeNbCKUIA MHCTUTYT
OOKYMeHTOBeAeHUA U apXMBHOro gena"
(BHUMOAA)

MpodcotosHan yn., a. 82, Mocksa, 117393
Ten./dakc (495) 718-78-74 e-mail:mail@vniidad.ru;
http://www.vniidad.ru
OKMNO 02842708; OrPH 1027700380795;
MHH/KMNN 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

Ha N oT

PucyHok 12 - Obpa3sel, NpoaoabHOro 61aHKa NMcbmMa opraHu3anmm Ha ABYX A3blKax
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