Jlexnusa 2.
CTAHIAAPTU3ALUA TPOUECCA JOKYMEHTUPOBAHUSA

Bonpocsr:

1.06mme TpeGoBaHUS K CO3/IaHHUIO JJOKYMEHTOB

2. TpeGoBanus K OPOPMIICHHIO PEKBU3UTOB YIIPABICHYECKUX JTOKYMEHTOB
3. biaHku JOKyMEHTOB

1.00mme TpeOGOBaAHUSA K CO3AHUIO JOKYMEHTOB

JlokyMeHTHupOBaHUE Kak OCHOBa JIEJIONPOU3BOICTBA COCTOUT
IpeXxae Bcero B (PUKCAIMM YIPABICHUYECKOTO PEUICHHs Ha OyMaKHOM HOCHUTENe MM JPYTruX
HOCHUTENSX WHGOpMAlMU 10 YCTAaHOBJIEHHBIM JJs KaXJIOTr0 BHJA JIOKYMEHTOB IpaBujaM,
o0ecTeYnBaOIUM €ro IOPUANYECKYIO CUILY. HmenHo Omaronaps CTpOroMy
CJIEJOBAHMIO 3TUM IPaBHUJIaM CO3/1aBa€Mbl€ JOKYMEHTHI MPHOOPETAIOT IOPUAMYECKYIO CHITY, T.C.
CBOHCTBO O(HIMATIBHOTO JIOKyMEHTa OBITh TMOJIMHHBIM CBHJETEIBCTBOM, JIOKA3aTeIbCTBOM
OMpeNeCHHBIX (PAKTOB, COOBITHHA, JEUCTBUH. OTHM CBOWCTBOM JIOKYMEHT HAJEISIOT
JeWCTBYIONIEE 3aKOHOJATEIbCTBO, KOMIIETCHIIMS U3/IaBLIETO €r0 OpraHa, a TakKe yCTaHOBJICHHBIH
MOPSIIOK €r0 OPOopMIICHUSI.

CoBpeMeHHble TpeOOBaHUS K OGOPMIICHUIO JTOKYMEHTOB 3aJI0KEHBI B TOCYIAapPCTBEHHBIX
CTaHJapTax, MPEJCTABIAIOMINUX COOO0W YHUPHUIMPOBAHHBIE CUCTEMbI JOKYMEHTAIMH, KOTOpbIE
YCTaHABIIMBAIOT JJIEMEHTHI O(OPMIICHUS JOKYMEHTAa — PEKBH3UTHI, a TakKe  30HBI U
MOCJIEZI0BATEIBHOCTh UX Pa3MEIICHUs Ha JOKYMEHTE.

TpeboBanust Kk 0OPMIIECHUIO OPTaHN3ALUOHHO-PACHOPSAUTEIBHON JTOKYMEHTAIIUU CO/IEPIKATCS
B HarmoHanbHOM crangapre PO I'OCT P 7.0.97—2016, (pen. ot 14.05.2018) «HaumoHambHbII
crangapt Poccuiickoit ®enepanuu. Cucrema CTaHIapToB MO WHGOpMANUU, OHMOIMOTEYHOMY H
uznatenbekomy Aeny. OpraHu3allMOHHO-PACIIOpSIUTENbHAsT —~ JOKyMeHTauus. TpeOoBaHUS K
oopMIIeHHIO JTOKYMEHTOB» pa3zpaboTaHHOM BcepoccuiickuM Hay4dHO- HCCIEI0BATEIbCKIM
WHCTUTYTOM JOKyMeHToBeneHus u apxuBHoro aena (BHUWMJIAJ]) denepanpbHOro apXmBHOTO
areHTCTBa M  YTBEpXJAECHHOM mpHukazoMm dDexepanbHOr0 areHTCTBA IO  TEXHHUUYECKOMY
perynupoBanuto U Metposorur ot 08.12.2016 Ne 2004-ct. HamomHuM, 4TO AEHCTBOBABIIMM 10
storo momenta 'OCT P 6.30—2003 yrparun cuiy.

TpedoBanus T'OCT P 7.0.97—2016  pacmpocTpaHarOTCs Ha  OpPraHU3aIMOHHO-
pacnopsaauTeabHbIe JOKYMEHTBI, OTHOCAILINECS, K Y HU(PHUIIMPOBAHHONW CHCTEME OpPraHU3allMOHHO-
pacmopsiiuTeNIbHOW  ToKyMeHTaruu, BiiatodeHHbie B OK  011—93  «OO6mepoccuiickuii
kinaccupukarop ympamieHdeckod gokymeHtauumm» (OKVY]) (xmacc 0200000). Crangapt
YCTaHaBIMBAET COCTAaB PEKBU3UTOB JOKYMEHTOB M MpaBWia uX OGOpMIEHHS, B TOM YHUCIE C
NPUMEHEHHEM WH()OPMAIIMOHHBIX TEXHOJIOTUI; CXEMBI PACTIONOXKEHHUS PEKBU3UTOB Ha JOKYMEHTE,
BUJbI U 00pa3iibl OJaHKOB; MpaBHJia CO3AaHUS TOKYMEHTOB. [loy0keHusl HacTOSIEero cTaHaapTa
pactpoCTpaHsIOTCS Ha JOKYMEHTHI Ha OyMa)XHOM H 3JIEKTPOHHOM HOCUTEJISIX.

®denepanbHbIE OpraHbl HCIIOJHUTEIBLHOM BIIACTH HA OCHOBE noctaHoBieHus [IpaBurensctBa PO
or 15.06.2009 Ne 477 «O06 ytBepxkaeHuu llpaBui aenonpou3BoACTBA B (heAepalbHBIX OpraHax
ucnomHUTeNbHOW Biactu» (pex. ot 01.02.2020) mo coriacoBaHuio ¢ ¢eAepalbHBIM OPraHOM
UCTIOJTHUTEJILHOW BJIACTH B O0JIACTH apXMBHOTO Jejia U3al0T MHCTPYKIUH 110 JIeJIONPOU3BOICTBY,
cojepxarire TpedoBaHus K opopMIICHUIO CyIeOHBIX TOKYMEHTOB.

JIOKyMEHTBl MOTYT CO37aBaTbCsi Ha OYMa)XKHOM HOCHTENE M B 3JEKTPOHHOU Qopme ¢
COOJI0ZICHHEM YCTAaHOBJICHHBIX MPaBUi 0(hOPMIICHHUS TOKYMEHTOB.

[Tpu co3nanum JOKYMEHTa Ha JBYX M 0ojee CTpaHHUIax BTOPYIO M MOCIEAYIOIINE CTPAHUIIBI
HYMEpPYIOT.

Homepa cTpanuil IpoCTaBiIsIOTCS NOCEPEINHE BEPXHETO MOl JOKYMEHTA Ha PACCTOSIHMM He
MeHee 10 MM OT BEpXHEro Kpasi JIUCTa.

JlonmyckaeTcsl CO3JaHHe JIOKyMEHTOB Ha JHMIIEBOM M 00OpOTHOW cTopoHax sucta. [lpu
JIBYCTOPOHHEM CO3/IaHUU TOKYMEHTOB HIMPHHA JIEBOTO MOJISI Ha JIMIEBOI CTOPOHE JIMCTA U MPaBOro
10JIs1 HA 00OPOTHOW CTOPOHE JIMCTA JOJKHBI OBITH PABHBI.

Jlisg co3gaHus JOKYMEHTOB HEOOXOAMMO HCHOIb30BaTh CBOOOJHO paclpocTpaHsieMble
OecrutaTHbIC MWPHQTEHI.

Jlst opopMIteHHsT TOKYMEHTOB PEKOMEHIYETCSl MCIOIb30BaTh pazMepsl mpudtoB N 12, 13,



14.

[Tpu cocTaBiieHUH TAOIUI] TOMYCKAETCS UCTIOIBb30BaTh MIPU(TH MEHBIIUX Pa3MEPOB.

AOG3arHbIi OTCTYI TEKCTa TOKYMeHTa - 1,25 cMm.

3aroJ0BKH Pa3/IeNioB U MOAPA3ENOB MeyaTaloTcs ¢ ab3alHbIM OTCTYIIOM HJIM LIEHTPUPYIOTCS
10 IIUPUHE TEKCTA.

MHOrocTpouHble PEKBU3UTHI N1€YATAIOTCS YEPE3 OAMH MEXKCTPOUHBIM MHTEpBAJl, COCTaBHBIE
YaCTH PEKBU3UTOB OTIEISAIOTCS IONOJHUTEIBHBIM HHTEPBATIOM.

TekcT nokymeHra nevaraercs yepes 1 - 1,5 MeXCTpOUHBIX MHTEpBaia.

Ecnu noxymeHT roToBUTCS ISl U3JJaHUS C YMEHbILIEHUEM MacilTaba, TeKCT IiedaTaeTcsl yepes
JIBa MHTEpBaJa.

HHuTepBan mexay OyKBaMH B CIIOBaxX - OOBIYHBIN. IHTEpBall M@Ky CIOBAMH - OJIUH MPOOeT.

Tekct noKyMeHTa BBIpaBHHBAETCS IO IIHMPHUHE JHCTa (10 TPaHUIaM JIEBOTO U MPABOTO MOJIEH
JIOKYMEHTA).

JUMHa camMoOi JJIMHHOM CTPOKM PEKBU3UTA IIPU YIJIOBOM DACIIOJNOKECHUU PEKBU3UTOB HE
6onee 7,5 cM.

JlniHa caMoO¥ JJIMHHOM CTPOKH PEKBHU3UTA IIPU IIPOJOJIBHOM PACIIOJIOKEHUU PEKBU3UTOB HE
6omee 12 cm.

HopmaTuBHBIMH IIPaBOBBIMU aKTaMU OPTaHU3AIMH MOXET OBITh MPETYCMOTPEHO BBIJCICHHE
pekBu3uTOB "aapecar”, "3arosoBOK K TEKCTY" WM "MOANMUCH", a TaKKe OTACIbHBIX (ParMeHTOB
TEKCTAa MOIY>KUPHBIM IPUPTOM.

HopmaTtuBHBIE TpaBOBBIE aKThl OPraHU3ALMH, a4 TAKKE UHbIE MHOTOCTPAHUYHBIE JOKYMEHTBI
MOTYT O(OPMIATBCS C THUTYJIBHBIM JIMCTOM. THTYIBHBIA JHCT JOKyMEHTa O(opMisieTcss B
COOTBETCTBUU C PUCYHKOM 1.

PACMONIOXKEHMUE PEKBUSUTOB HA TUTYJ/IbHOM JINCTE JOKYMEHTA

HammveHoOBaHMe opraHM3aLuMn
I'pnd corsacoBaHmMsa IOOKyMeHTa T'pud yTBepXIOeHMS HOOKYyMEeHTa

HamMeHOBaHMe BMIA IOOKYMeHTa
3aroJIOBOK K TEKCTY

I'pnd corsacoraHmsa IOOKyMeHTa

MecTo cocTaBJieHMs (M3OaHMa) OOKyMeHTa — IOl M3OaHMa IOKyMeHTa

PUcyHOK 1 - PacnonoskeHune pekBUM3NTOB Ha TUTY/IbHOM INCTE AOKYMEHTA

2. TpeboBanusi K 0pOpMIIEHHI0 PEKBU3UTOB YIIPABJIeHYECKUX JOKYMEHTOB

[Ipu moarotoBke M OQOPMICHHH JOKYMEHTOB WCIOIB3YIOT PEKBHU3UTHI, OMPEICICHUS
kotopeix mpuBenaeHsl B 'OCT P 7.0.8-2016 (pex. ot 14.05.2018) «HamwmoHanbHBIN cTaHgapT
Poccuiickoit @eneparuu. Cucrema cragaapToB 1o uHpopManuy, OUOTUOTEYHOMY U
u3zaTenbeckoMy neny. OpraHu3zallMOHHO-pAcloOpsIUTENbHAsT ~ JOKyMeHTanus.  TpeOoBaHus K
0(OPMIICHHIO TOKYMEHTOBY.

01 - rep6 (I'ocymapctBennbiii repd Poccuiickoit denepannn, repd cyonekra Poccuiickoi
®deneparny, rep0O (repaabIUUecKil 3HAK) MyHUITUIAIEHOTO 00pa30BaHMUs);

02 - smbaeMma;

03 - ToBapHBI 3HAK (3HAK OOCTYKUBAHUS);

04 - xox GpopMbI TOKYMEHTA,

05 - HauMeHOBaHKE OpPraHU3aIluy - aBTOPa JOKYMEHTA;

06 - HauMeHOBaHKEe CTPYKTYPHOI'O IOJIpa3AesieHus - aBTOpa JOKYMEHTA;

07 - HauMeHOBaHME OKHOCTH JIUIIA - aBTOPA JJOKYMEHTA;

08 - cipaBouHbIC TaHHBIE 00 OpPraHU3aIny;

09 - HauMeHOBaHKE BHJIA TOKYMEHTA,

10 - maTa fOKyMeHTa;

11 - peructpanroOHHBI HOMEP TOKYMEHTA,
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12 - ccpinKa HA PEerHCTPAIIMOHHBIN HOMEP U JaTy MOCTYIUBIIETO JOKYMEHTA,
13 - mecTo cocTaBneHus (M3AaHMs) JOKYMEHTA;
14 - rpud orpaHnyeHUs JOCTYIA K TOKYMEHTY;
15 - agpecar;

16 - rpud yTBEpKICHUS TOKYMEHTA;

17 - 3aronoBOK K TEKCTY;

18 - TekcT TOKyMEHTa,

19 - oTmMeTKa 0 MPHUITIOKEHHH;

20 - rpu cormacoBaHus TOKYMEHTA;

21 - Bu3a;

22 - TIOMNCE;

23 - oTMeTKa 00 AJIEKTPOHHON TOIHCH;

24 - meyarts;

25 - oTMeTKa 00 UCIIOIHUTEIIE;

26 - oTMETKa O 3aBEPCHUH KOIUH;

27 - OTMETKa O TIOCTYIUICHUHU JTOKYMEHTA,

28 - pe3oorus;

29 - oTMETKa O KOHTPOJIE;

30 - oTMeTKa O HanpaBJIEHUH JOKYMEHTA B JCIIO.

I'ep6 (I'ocymapctBennsiii repd Poccuiickoit ®enepanmu, repd cyobekta Poccuiickoi
Oenepanyn, repd (repanbIUYecKHii 3HAK) MYHUIIMIAILHOTO O0pa30BaHMs) BOCIPOU3BOAMUTCS Ha
OJlaHKax JOKYMEHTOB B COOTBETCTBHH ¢ DeepanibHbIM KOHCTUTYIIMOHHBIM 3aKOHOM OT 25 aexadps
2000 r. N 2-®K3 "O TI'ocynapctBenHoMm repbe Poccuiickoit ®enepanun’’, 3aKOHOIATETbHBIMU U
WHBIMU HOPMAaTHBHBIMH TIPABOBBIMH aKTaMU CyObeKTOB Poccutickoii denepaiu 1 HOpMaTUBHBIMHU
MIPABOBBIMU aKTaMH OPTaHOB MECTHOTO CaMOYTIPABIICHUSI.

Nzobpaxkenue repba (I'ocymapcTBenHoro, cyOnekrta Poccuiickoii ®enepanuu, repbda
(repanbIu4ecKoro 3Haka) opraHa MECTHOTO CaMOYMPAaBJICHHUsI) TOMEIIAETCS TI0 CepPeJMHE BEPXHETrO
noJisi OJlaHKa TOKyMEHTa HaJ PEeKBU3UTaMM OpPraHU3alliu - aBTOpa IOKyMEHTa, Ha paccTosHuu 10
MM OT BEPXHET0 Kpasi JINCTA.

JdMOJieMa OpraHuzalud, pa3padoTaHHAs U YTBEPXKIEHHAs B YCTAHOBJICHHOM TOpSIKE,
pasMeniaeTcss B COOTBETCTBHMHM C HOPMAaTUBHBIMH TPAaBOBBHIMH aKTaMW Ha OJaHKaX: JOKYMEHTOB
denepanbHBIX ~ OpraHOB  TOCYNAapCTBEHHOW  BilacTW (3@ HCKIIOYEHUEM  CIIy4aes,
npeycCMaTpUBAIOIINX HCMOJNb30BaHUE u300pakeHus [ocymapctBenHoro rep6a Poccuiickoit
Oenepaniv), TEPPUTOPHAIBHBIX OPraHoB (¢eAepalbHbIX OpPraHOB TOCYJAapCTBEHHOW BJACTH,
TOCY/IapCTBEHHBIX W HETOCYNapCTBEHHBIX Oopranu3aiuii. M3o0paxkeHnrne sMOIeMbl TOMEIIAeTCs TI0
cepeauHe BEpXHEro MoJjsl OiaHKa JOKyMEHTa HaJ PeKBU3UTAMHU OpraHU3alluy - aBTOpa TIOKYMEHTa,
Ha paccTosHUM 10 MM OT BEpXHETO Kpas JIMCTA.

ToBapublii 3Hak (3HaK OOCTY)XKHUBaHUS), 3apETUCTPUPOBAHHBIH B YCTaHOBJICHHOM
3aKOHOJATENILCTBOM TOPSJIKE, BOCIPOM3BOAMUTCS Ha OJaHKaX OpPTaHHW3AIMii B COOTBETCTBUU C
ycTaBoM (MOJI0KeHHEeM 00 opraHuzamnuu). M3o00pakeHre TOBapHOTO 3HaKa (3HaKa OOCTYKUBAHMS)
MOMEIIAETCS 10 CepeUHE BEPXHETo Mojs OlaHKa JOKYMEHTa HaJl PEeKBHU3UTAMU OpPTaHMU3AINH -
aBTOpa JIOKYMEHTa, WJU CJieBa Ha YPOBHE HAMMEHOBAHUS OpraHM3alMM - aBTOpa JIOKYMEHTa
(tomyckaeTcsl 3aXBaThIBATh YaCTh JIEBOTO TOJIS).

Hapsiny ¢ ToBapHBIM 3HAKOM (3HAaKOM OOCTY)XKHBaHHWsA), Ha OJaHKaX JTOKYMEHTOB MOJKET
yKa3bIBaThCSl KOMMEpUECKoe 0003HaUeHUE IOPUANIECKOTO JINIIA.

Kon ¢opmbl nokymeHTa mpocraBiseTcs Ha YHUGHUIMPOBAHHBIX (QopmMax JOKYMEHTOB B
cOOTBEeTCTBUHN ¢ OOLIEPOCCUIHCKUM Kiaccu(uKaTopoM yrpasieHuecko nokymentanuu (OKY )
WIM JIOKAJbHBIM KJIACCU(UKATOPOM, paclioyiiaraeTcss B IPaBOM BEpXHEM Yriy pabodero mos
JIOKYMEHTa, COCTOUT U3 cioB "dopma no" (HamMeHoBaHUe Kiaccupukaropa) u nudpoBoro Koja.

[Tpumep - ®opma mo OKVY /I 0211151.

HaumeHoBaHHMe oOpraHu3alMu - aBTOpa JOKyYMEHTa Ha OJlaHKEe JOKYMEHTa JOJIKHO
COOTBETCTBOBATh HAWMEHOBAHUIO IOPUIAMYECKOTO JIMIA, 3aKPEIJICHHOMY B €ro Y4YpeAUTEIbHBIX
JIOKyMEeHTax (ycTaBe Wi moJioskeHun). [1og HauMeHOBaHUEM OpPTaHU3AINH B CKOOKAX yKa3bIBACTCS
COKpaIIEHHOE€ HAUMEHOBAHHUE OPTaHU3aIUH, €CIIM OHO MPEAYCMOTPEHO YCTABOM (TIOJ0KEHHEM).

Hag wamMeHOBaHWEM OpraHm3alii - aBTOpa JIOKYMEHTa YKa3bIBaeTCS TIOJHOE WU
COKpAIIEHHOE€ HAUMEHOBAHUE BBIIIECTOSIIEH OpraHu3aiy (IIpH €e HAIUYUN).
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HaumeHoBaHHe CTPYKTYpPHOr0 MOJApa3JejieHUsl - aBTOpa JOKyMEHTa (B TOM 4YHCIIe
dbunmana, oTAeNEHUs, MPEACTABUTEILCTBA, KOJJIETHATHHOTO, COBEIIATEIIFHOTO WIHM UHOTO OpraHa)
UCIIONIb3YeTCsl B OJaHKaxX MUceM M OJaHKaX KOHKPETHBIX BHJIOB JOKYMEHTOB COOTBETCTBYIOIIMX
noipa3jieliecHuii (OpraHoB) B COOTBETCTBUU C JIOKATHHBIMA HOPMATHBHBIMU aKTaMH U YKa3bIBACTCS
0]l HAUMEHOBAHUEM OpTaHHU3aIUH.

HaumeHoBaHHMe JOJLKHOCTH JIMIIA - aBTOpa JOKYMEHTa WCIOJb3yeTcs B OJiaHKax
JOJKHOCTHBIX JIMII M pacrojiaraeTcsi MoJ HAauMEHOBAaHHMEM OpraHM3ali WM HauMEHOBaHHEM
TeppuTopuu (Kpasi, o0acTu, aBTOHOMHOM 00JacTH | JIp.), €CIH JOKYMEHT U3JAeT PYKOBOIUTENb
opraHa BiacTu cyowsekta Poccuiickoit Denepannn, MyHUIIUITAIEHOTO 00pa3oBaHusi. HanMeHoBaHme
JOJDKHOCTH JIMI[a - aBTOpa JOKYMEHTa YKa3bIBA€TCSI B COOTBETCTBUUM C HAaUMEHOBAHHEM,
MPUBEICHHBIM B PACHOPSAUTEILHOM JOKYMEHTE O Ha3HAUYEHUU HA JJOJIKHOCTb.

CnpaBoyHble JaHHbIE 00 OPraHM3alMM - YKA3bIBAIOTCS B OJIAHKAX MUCEM W BKIIOYAIOT:
MOYTOBBIA agpec OopraHu3aluu (AOMOJHUTEIBHO MOKET YKa3bIBaThCS aJpec MecTa HaXOXKICHUs
IOPUAMYECKOTO JIUIA, €CIM OH HE COBIMAJACT C IMOYTOBBIM ajapecoM); HoMep TenedoHa, (akca,
aJIpec IEKTPOHHOM MOYTHI, CETEBOM aJipec.

B cocraB cmnpaBoOYHBIX JAaHHBIX, 3a HWCKIIOYEHHUEM OJIAHKOB JOKYMEHTOB OpTraHOB
rOCy/IapCTBEHHOW BJIACTH, OPraHOB MECTHOTO CaMOYIIPAaBJICHHS, BKJIIOYAIOTCS: KOJI OpraHHU3allH
no OO6mepoccuiickoMy kiaccupukaropy npeanpustiuii u opranuzanmuii (OKIIO), ocHoBHOM
rOCYJIapCTBEHHBIN peructpanmoHHbiii HoMmep opranuzanuu (OI'PH) u nuaeHTHduKamoHHbI HOMEp
HAJIOTOIUIATEIBIINKA/KO IPUYHUHBI TOCTAaHOBKHU HA HanoroBeii yuer (MHH/KIIIT).

HaumeHoBaHHMe BH/a JOKYMEHTa - yKa3bIBaeTCs HAa BCEX JOKYMEHTaX, 3a MCKIIOYEHHEM
JENOBBIX  (CMy)KeOHBIX) TMHCEM, pacmojiaraeTcs TOJl PEKBU3UTaMH aBTOpa JOKYMEHTa
(HaMMEHOBAaHUEM OpraHM3allK, HAUMEHOBAHUEM CTPYKTYpPHOTO MOJpa3/aeieHusl, HANMEHOBaHUEM

JOJDKHOCTH) (PUCYHOK 2).
Pocapxus

demepasibHOE OHOIKXETHOE yUupexIeHUe
"BCepoOCCUMCKUM HAaYyYHO-MCCJIeNOBATEJIbCKUM MHCTUTYT
OOKYMEHTOBEIEHMUSA M apxMBHOTO neja"
(BHMMIATL)

[IPVIKA3

MockBa

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

JlaTa 1OKyMeHTa - COOTBETCTBYET JaTe MOJMUCAHUS (YTBEP)KACHHS) TOKyMEHTa WIN JlaTe
coObITHsI, 3a(UKCUPOBAHHOTO B JIOKyMEHTe. JIOKyMEHTbHI, u3JaHHBIE JBYMs WIH Oosee
OpraHu3alUsIMH, JOJDKHBI UMETh OJHY (SIUHYIO0) 1aTy.

Jlata 1OKyMeHTa 3alMCBIBAETCS B MOCJIEI0BATEIBHOCTH: JIEHb MecsIla, MECsll, IoJl OJHUM U3
JIBYX CIIOCOOOB:

apabckumu rudpamu, paszaeneHHbiMA TouKoi: 05.06.2020;

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

PerucTtpanuoHHblii HoMep JOKyMeHTa - T1udpoBo wmm  OyKBeHHO-IIM(PPOBOH
UJICHTU(PHUKATOP TOKYMEHTa, COCTOSIIMN U3 MOPSAKOBOIO HOMEpa JOKYMEHTa, KOTOPBIH, II0
YCMOTPEHHUIO OpTraHU3alluM, MOXET JOMOJHATHCA IU(GPOBBIMU WM OYKBEHHBIMH KOJAMH
(MHIEKCaMH) B COOTBETCTBUHM C HCIOJIB3YEMbIMH Kjaccu(pukaTopamMu (MHICKCOM Jiena 110
HOMEHKJIAType e, KOJIOM KOPPECIIOHAEHTAa, KOJAOM JOKHOCTHOIO JIUIIA U Ap.).

Ha nokymeHTe, COCTaBIEHHOM COBMECTHO JIByMs M 0oJjiee OpraHu3alMsMH, IPOCTABIISIOTCS
perucTpairoHHble HOMepa J0KyMEHTa, MPUCBOCHHbBIE KaXKI0M U3 opranu3anuii. Perucrpanmonsele
HOMEpa OTACISIOTCS APYT OT JIpyra KOCOW 4epTOi M MPOCTaBISAIOTCS B MOPSAKE yKa3aHUsS aBTOPOB
B 3aroJIOBOYHON YacTH WM npeamOyIie JOKYMEHTa.

CcbliIka HA pPerMcTPAlMOHHBIN HOMEP M ATy NMOCTYNUBIIEr0 JOKYMEHTA - BKIIIOYAaeT
pPEruCTpalOHHBI HOMEp U JaTy BXOJSLIEr0 WHULMATUBHOTO IOKYMEHTAa, Ha KOTOPBIN Jaercs
OTBET.

MecTo cocTtaBjieHUs (M31aHUSI) TOKYMEHTA - YKa3bIBAa€TCS BO BCEX TOKYMEHTaX, KpoMe



JIENOBBIX (CITY’)KEOHBIX) MUCEM, a TAaKXKe JOKIATHBIX, CIY)KEOHBIX 3aIMCOK U IPYTUX BHYTPEHHHX
UH(POPMALIMOHHO-CITPABOYHBIX JTOKYMEHTOB.

MecTto cocraBiueHus (M3IaHUs) JOKYMEHTa HE YKa3bIBaeTCsi B TOM cCjy4yae, €ClId B
HAaUMEHOBAHMM OpraHM3allUM TPUCYTCTBYET YyKa3aHWE Ha MECTO €€ HaxoxxiaeHus. Mecto
cocTaBlieHUs (M3/1aHUs1) JOKYMEHTAa YKa3bIBae€TCsl B COOTBETCTBUU C MPUHATHIM aAMHUHUCTPATUBHO-
TEPPUTOPUATIBHBIM JIETICHUEM.

I'pu¢d orpanuyeHusi goctyna K JOKYMEHTY - IPOCTaBJSeTCS B MPAaBOM BEPXHEM YTy
NEpBOr0 JHCTa JOKyMEHTa (IIPOEKTa JOKYMEHTa, CONPOBOJUTEIBHOIO MHChMAa K JTOKYMEHTY) Ha
IpaHULIE BEPXHETO MO MPHU HAIMYUK B JOKYMEHTE HH(OpMaIuu, JOCTyN K KOTOPOH OTpaHUYEH B
COOTBETCTBUU € 3aKOHOJATeNbCTBOM Poccuiickoin denepanuni.

Bunel  ucnonb3yemblx B OpraHu3aludd  rpudoB  OrpaHUYEeHHs] JOCTYyMa  JOJIKHBI
COOTBETCTBOBATh 3aKOHOAATEIbHBIM M HWHBIM HOPMAaTHUBHBIM IIPAaBOBBIM akTaMm Poccuiickoit
@enepalii ¥ JODKHBI OBITH 3aKpEIJIEHbI B JIOKAJbHBIX HOPMAaTUBHBIX akTax. B coctaB rpuda
OTpaHUYEHHUSl JOCTyNa K JOKYMEHTY BXOIUT orpaHuuutenpHas Haamuch (s ciyxeGHOTrO
nonp3oBanusa’, "Kondumenumaneno", "Kommepueckas TaifHa" wiM Ap.), KOTOpash MOXKET
JIOTIOJIHATBCSI HOMEPOM JK3EMIUIApa JOKYMEHTAa W JAPYTMMH CBEIEHUSMU B COOTBETCTBUU C
3akoHoJaTenbcTBOM Poccuiickoit denepanmu.

[Ipumep - Kommepueckas TaiiHa.
Ok3. N 2

AnpecaTt - uCHOJB3yeTCs MpH O(GOPMIICHUU NENOBBIX (CIyXEeOHBIX) MHCEM, BHYTPEHHHX
WH()OPMAITMOHHO-CITPABOYHBIX JOKYMEHTOB (JIOKJIAIHBIX, CITY)KEOHBIX 3aIUCOK U JIp.).

AnpecaTtoM JOKYMEHTa MOXET ObITb OpraHu3alus, CTPYKTYpPHOE MOJpa3/ieieHue
OpraHMu3aIy, JOJHKHOCTHOE WK (PU3NYECKOE JIUILIO.

PexBu3ut "ampecat" mpocTaBisieTcs B BepXHEW MpaBOM 4YacTH IOKyMeHTa (Ha OnaHKe C
YIJIOBBIM PAcCIMOIOXKEHUEM PEKBU3UTOB) WIIM CIIpaBa MOJ| PEKBU3UTaMU OyiaHKa (MPU MPOAOIHHOM
pacroyio)keHuN pekBU3UTOB OiaHka). CTpokM pekBu3HTa "ajpecar’ BBIPAaBHUBAIOTCA IO JICBOMY
Kparo WJIM LEHTPYIOTCS OTHOCUTENIBHO CAaMOM IJIMHHOM CTPOKH.

IIpu appecoBaHMM JOKYMEHTA PYKOBOJIUTENIO (3aMECTUTENIO PYKOBOJIUTENS) OpraHU3alUN
YKa3bIBAIOTCA B JaTelbHOM IaJie’)ke HAUMEHOBAaHUE JOJDKHOCTH PYKOBOAMTENS (3aMECTUTEINS
PYKOBOIUTENS), BKJIIOYAlOIee HAMMEHOBAaHME OpraHu3alud, W (aMWwins, WHHULIHAIBI
JOJIKHOCTHOTO JIUIIA.

ITpumep -
PykoBoautento denepanbHOro
apXUBHOT'O areHTCTBA

®amunus N.0.

[Ipu angpecoBaHuM NHCbMa B OpPraHM3AIMIO YKa3blBaeTCAd €€ IOJHOE WM COKpPAaILIEHHOE
HAaMMEHOBAHHE B UMEHUTEIHLHOM MaJIeKe.

IIpumepsl
1 ®epepasibHOE APXUBHOE ar€HTCTBO
2 Pocapxus

IIpn agpecoBaHMM IOKYMEHTa B CTPYKTYpHOE IIOAPA3JCICHHUE OPraHU3alliid B PEKBU3UTE
"ampecatr" yka3pIBaeTCS B HMMEHHUTEIBHOM TMaJIe)K€ HAMMEHOBAHHME OpraHU3allHd, HUXKE -
HAaMMEHOBAHHE CTPYKTYPHOTO MOApa3IeIeHHUS.

ITpumep -
®denepaabHOE apXUBHOE
arC¢HTCTBO

Otaen rocynapcTBEHHON
CITY»OBI, KaJIpOB ¥ Harpaj

[Ipu anpecoBaHMM NHCbMA PYKOBOJIUTENIO CTPYKTYPHOTO MOJpa3fefieHus YyKa3bIBaeTcs B
MMEHUTEIILHOM I13]1e’K€ HAMMEHOBaHUE OpraHu3allui, HUXKE - B JaTEIbHOM MaJeKe HAaMMEHOBaHUE
JOJKHOCTH ~ PYKOBOAMTENS, BKIIOUAIONIee HAUMEHOBAHHWE CTPYKTYPHOIO MOJpa3/eeHHUs,



baMuUIHI0, HHUITHATIBL.

[Tpumep -
AO "TIpodpumns"

PykoBoauTento JOroBopHo-
IIPaBOBOIO OTJeNa
®amunus N.0.
Ilepen ¢amunueil AOMKHOCTHOTO JIMIA JOMYCKAETCsl YINOTPeONsATh cokparieHue '"r-Hy"
(rocnoiMHy), €CIv afapecaT My»XIrHa, WK "T-ke" (ToCToXkKe), €ClI aapecaT KCHIIUHA.

[Tpumepsr

1 r-uy ®amunus 1.0.

2 r-xe @amumus 1.0.

[Ipu paccbuike JOKyMEHTa TpyMHIe OpraHu3alMii OJHOTO TUMNA WIA B CTPYKTYpPHBIE
noJipa3/iesieHusl OJIHOM OopraHu3aluu, ajipecaT yKa3bIBaeTcsi 0000IIEHHO.

[Tpumepsr
1 PykoBouTensiM JOUEpHUX
obmects AO "IIpoduis"
2 PykoBoauTensmM ynpasiieHUN
PocapxuBa

ITpu paccelake TOKyMEHTa HE BCEM OpraHM3alMsAM WIN CTPYKTYPHBIM HOJPA3/EIECHUsM TOA
pekBuzuToM "Anpecar" B ckoOKax yka3piBaeTcs: "(10 crucKy)".

ITpumep -

PykoBoauTensam 1ouepHIX

obmmectB AO "IIpodums"
(o criucky)

B omHom pokymeHTe He AOMKHO OBITH Ooiiee deTwhipex aapecatoB. Croso "Komus" mepen
BTOPBIM, TPETHUM, YETBEPTHIM aJIipecaTaMu He yKasbiBaeTcs. [Ipu OosblieM KOIUYECTBE apecaToB
COCTABJISIETCS CNMHMCOK (JIMCT, YyKa3aTeldb) pPAacChUIKM JOKYMEHTa, Ha KaXJIOM JIOKYMEHTE
yKa3bIBAETCs OAMH aJipecar WK ajipecaT ohopMisieTcsi 0000IEHHO.

B cocraB pexBusuta "Anpecar" MOXET BXOAWTH MOYTOBBIM ajapec. DIEMEHThI MOYTOBOIO
aZpeca YyKa3bIBAIOTCS B IOCJIEAOBATENBHOCTH, YCTaHOBJIEHHOW [IpaBunmamu okazaHusi yciayr
MOYTOBOM CBSI3M, YTBEPKJICHHBIMH MPUKa30M MHUHHCTEPCTBA CBSI3M M MAaCCOBBIX KOMMYHHUKAIIHA
Poccuiickoit @enepanuu ot 31 utonsa 2014 r. N 234.

ITpumep -
Bcepoccuiickuii HayqHO-
HCCIIEA0BATEIIbCKUN UHCTUTYT
JIOKYMEHTOBECHUS U apXUBHOTO JIeJia
[Mpodcorosnas yi., 1. 82,
Mocksa, 117393

ITouTOBBIN afpec MOXKET HE YKa3bIBaThCsS B JIOKYMEHTaX, HAalpaBJIAEMBIX B BBICIINE OpPIaHBI
BJIACTH, BBIIECTOSAIIME OPraHU3allUM, IOJBEAOMCTBEHHBIE OpraHM3alMd M IOCTOSHHBIM
KOPPECIIOHIEHTaM (332 MCKJIIOYEHHEM HaIpaBICHUs MHCEM yKa3aHHBIM aJpecaraM B KOHBEPTaxX C
IIPO3pAaYHBIMU OKHAMH).

IIpu angpecoBaHum AOKyMeHTa (GU3NYECKOMY JIMIYy YyKa3blBalOTCA: (DaMWINS WHULMAIBL,
MMOYTOBBIN aapec.

ITpumep -
damumna U.0.


consultantplus://offline/ref=338DE46F8943427756106E3EE1A75E2C23EE0AFD657EFF2CD3F445F762E41438220DD4CE6738258A5FDB4CFF34418B2ECCCBFFD1409169D3h1j7H

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

r. JltoOepubl, MockoBckas 0611., 301264

[Tpu oTmpaBke MHUCHMa TIO AJIEKTPOHHON MOYTE WK MO (PaKCUMUIIBHOM CBSI3H (0€3 JTOCHUIKH
M0 TIOYTE) TIOYTOBBIA angpec HE yKa3biBaeTcs. llpu HEOOXOAMMOCTH MOXKET OBITh yKa3aH
AJICKTPOHHBIN agpec (Homep Tenedona/dakca).

[Tpumep -
Bcepocculickuii Hay4HO-
UCCIIEIOBATENbCKUM HHCTUTYT
JAOKYMCHTOBCACHUA U apXUBHOT'O ACJIa
mail@vniidad.ru

I'pud yrBepikaeHMsi - TPOCTaBIsSCTCA Ha JOKYMEHTE B CJydae €ro YTBEpXKIACHUS
JOJDKHOCTHBIM JIMIIOM, paCHOp}II[I/ITeJILHBIM I[OKYMGHTOM (HOCTaHOBHeHI/IeM, pemeHHeM, HpI/IKaSOM,
pacropspKeHUEM) WJIM PEIICHUEM KOJIIETHAIbHOTO opraHa. ['pud yTBepkIeHHsS pa3MemiaeTcs B
IIPAaBOM BEPXHEM YIJIy IIEPBOIO JINCTA JOKyMEHTa. CTPOKHM PEKBU3UTA BHIPABHUBAIOTCS 110 JIEBOMY
Kparo WJIM HEHTPYIOTCS OTHOCUTENIBHO CAMOU IJIMHHOM CTPOKH.

[Tpu yTBEpKOCHUM JOKYMEHTA JOJDKHOCTHBIM JIMIIOM TpU( YTBEP>KACHUS COCTOUT M3 CIIOBA
YTBEPXIAIO, nHauMeHoBaHHS MOMKHOCTU JIMIA, YTBEPKAAIOIMIEr0 JOKYMEHT, €ro IOJIKCH,
WHUIIAIOB, ()aMIIUU U 1aThl YTBEPIKICHHUSI.

ITpumep -
YTBEPXIAIO
PykoBogurens @enepanbHOro
apXUBHOTO areHTCTBa
[Mognuce N.0. Gamunus
Jara

[Ipu yTBepKIeHUU AJOKYMEHTa PacCOPSAIUTENIbHBIM TOKYMEHTOM I'pr( YyTBEP>KICHHS COCTOUT
u3 cinosa YTBEPXJIEH (YTBEPXJEHA, VYTBEPXJIEHblI wm VYTBEPXJIEHO),
COIJIACOBAaHHOTO C HAMMEHOBAHMEM BHJA YTBEPXKJAEMOrOo JIOKYMEHTa, HaUMEHOBaHUS
pacropsiANTENILHOTO IOKYMEHTAa B TBOPUTEIILHOM MAJIeXKE, €T0 1aThl, HOMEpa.

IIpumepsr -

1 (PernamenT) YTBEPX/IEH
npukazoM AO "TIpodumns"
ot 5 anpens 2020r. N 82

2 (ITpaBuia) YTBEPX/IEHbBI
npukazom AO "[Ipoduis"
ot 6 anpens 2020 r. N 83

[Tpu yTBep)KIeHUN AOKYMEHTA KOJUIETHAJIbHBIM OPraHOM, PEIIEHUS KOTOPOro (PUKCUPYIOTCS
B IIPOTOKOJIE, B TpU(e yTBEPKACHHs YKa3bIBaeTCs HAaMMEHOBAaHME OpraHa, pEeIIeHHUEM KOTOpPOTro
YTBEP)KIEH JOKYMEHT, AaTa 1 HOMEp MPOTOKoJa (B CKOOKaxX).

ITpumep -
(ITonmoxenwme)
YTBEPXIEHO
CosetroMm qupektopoB AO "IIpoduis"
(mpotokoi ot 12.12.2020 N 12)

3aroJIoBOK K TEKCTy - KpaTKoe COJAEpKaHHe JOKyMEHTa. 3arojloBOK K TEKCTY
dbopmymupyercs ¢ mpemsiorom "O" ("O6") n oTBevaeT Ha Bompoc "o yem?"):

- mpuka3s (0 ueM?) 0 CO3/1aHUH ATTECTALIMOHHON KOMHUCCHUH;

- mpuka3 (0 yeM?) 00 yTBEp)KJICHUH IITATHOTO PACIIHCAHUS;

- MUCHMO (0 YeM?) 0 IPEeIOCTaBICHUU HH(POPMAITHH.

3aroyioBOK K TEKCTY 0OopMIIsieTCsl IO pEKBU3UTaMU OJaHKa CJIeBa, OT TPAHULIbI JIEBOTO MOJISL.



B ykazax, mocTaHOBJIEHUSX, PELICHUAX, MPUKa3aX, U3aBAEMbIX OpPraHAMH BJIACTH, 3aroJIOBOK K
TEKCTY MOXKET OPOPMIISIThCSI HaJl TEKCTOM MOCEPEANHE padOUYero moiis JOKyMEHTa U LIEHTPUPYeTCs
OTHOCHUTEIIBHO CaMOW IJIMHHOM CTPOKH.

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

TexkeT MOKyMeHTa - COCTaBJISIETCS HAa PYCCKOM S3bIKE KaK TOCYJAPCTBEHHOM  S3BIKE
Poccuiickoit  ®enepanmu. B opraHax rocylnapCcTBEHHOW  BJAcTH, OpraHax MECTHOTO
CaMOYTIPaBIIEHUSI, TOCYJAPCTBEHHBIX YUPESKICHUSX PECIyOIUK Hapsiay C TOCYAapCTBEHHBIM
s3bIKkOM Poccuiickoit deaepannu MOTYT YHOTPEOISAThCS TOCYJAapCTBEHHBIC SI3bIKM pecnyOnuk. B
JEATETbHOCTH TOCYJApCTBEHHBIX OpPraHOB, OpraHu3alui, MNPEANpUATAR H  YUpexKIACHUIN
Poccuiickoit ®enepaniu  UCHNONB3YIOTCA TOCYAApCTBEHHBIM sI3bIK  Poccuiickont ®Denepanuu,
rOCyJapCTBEHHBIC SA3BIKM PECIyOJIMK U MHBIE SI3bIKKA Hapo10B Poccuiickoit denepannu.

B Tekcre nOKyMmMeHTa, MOJArOTOBIEHHOM HAa OCHOBAaHMM 3aKOHOAATEIbHBIX WM HHBIX
HOPMATHBHBIX MPABOBHIX AKTOB, PaHEE M3JAHHBIX PACIOPSAUTENbHBIX JOKYMEHTOB, YKAa3bIBAIOTCS
UX PEKBU3UTHI:

- HaMMEHOBaHUE [OKYMEHTa, HAaMMEHOBAaHME OpraHM3allMd - aBTOpa JOKYMEHTa, JaTa
JIOKYMEHTa, PETUCTPALMOHHBIA HOMEp JAOKYMEHTAa, 3arojIOBOK K TEKCTY MM HauMEHOBaHHE BUIA
JIOKYMEHTA;

- HauMMEHOBaHHE OpraHU3allMy WU JOJDKHOCTHOTO JIMIA, YTBEPAMBIIETO JOKYMEHT, JaTy
YTBEPKJICHUS IOKYMEHTA.

TekcT gOKyMeHTa MOXKET COJEep’KaTh pasfenbl, MOoJApa3fenbl, MYHKTbI, MOAMYHKTHI,
HyMepyemble apaOCKumMu LudpaMu. YpoBHeH pyOpHKamMu TeKcTa HE JOJDKHO ObITh Oosee
YeThIPEX.

B nmpukazax TEKCT u3naraercs OT IEpBOTo JIMLA €AMHCTBEHHOT0 uncia ("'mpukaspiBaro”).

B nmokymeHTax KOJIJIETHAlbHBIX M COBEIIATEIbHBIX OPraHOB TEKCT HM3J1araerTcsi OT TPETHEro
T €MUHCTBEHHOTOo yrcia ("Koyierns... moctaHoBiser", "cooOpanue... pemmio™).

Texecr mpoTokoia wW3maraeTcs OT TPETHEro JHUIa MHOXKeCTBeHHoro uwucia ("ciymamm",
"BpicTynuin", "nocranoBuin", "pemmnn").

B nokymeHTax, ycTaHaBIIMBAIOIIMX IpaBa M OOSI3aHHOCTU OpraHU3alUd, UX CTPYKTYPHBIX
nojipa3ieNieHnit (TOJ0KEHUE, HHCTPYKIIHS), a TakKe COJEpIKallNX OMUCAHHE CHUTYAIlMil, aHaIu3
(GakTOB MM BBIBOJBI (KT, CIIpaBKa), UCIOJb3yeTcs (hopMa U3II0KEHHUST TEKCTa OT TPEThETo JIMIa
€IMHCTBEHHOTO MM MHOXXECTBeHHOro uucna ("oraen ocymiectsiser ¢(yHkmuu...", "B cocraB
YIpaBJICHUS BXOJAT...", "KOMUCCHS MTPOBEIa MPOBEPKY...").

B coBMecTHBIX JOKYMEHTaX TEKCT H3JIaraercs OT MEePBOro JIMIa MHOXXECTBEHHOTO 4HCIIa
("mpukaseiBaem", "permman").

B nenoBbix (cimy:ke0HBIX) MUCbMAaX HCTIOIB3YIOTCS (POPMBI U3ITOKECHUS:

- OT TMEpPBOro JIMIIa MHOXXECTBEHHOTO 4YHcia ("MpocuM HampaBUTh...'
paccMoTtpenue...");

- OT TPEThEro JHIla €IWHCTBEHHOTO uucia ("MUHHUCTEPCTBO HE BO3paxaer...'
CUYUTAET BO3MOXKHBIM...");

- OT TMepBOro JMIa eauHCTBeHHoro uwucia ("cumrtaro HEOoOXomWMBIM...", 'mpenararo
paccMoTpeThb..."), eciu NUChbMO 0(OPMIIEHO Ha TOJDKHOCTHOM OJIaHKe.

B Tekcrax JOKYMEHTOB YIOTPEOJAIOTCS TOJIBKO OOMIENpUHAThIE ab0peBUaTyphl U
rpadu4ecKrue COKpaIeHHs.

[Tpu ynorpebaeHuu B Tekcte (paMuInil ML HHULHMAIBI YKA3bIBAIOTCS TOCTe (GaMIIINU.

B nenoBbix (ciy:ke0HBIX) MUCbMaX MOTYT UCTIOJIB30BAThHCS:

- BCTYNHTEIbHOE OOpaIieHue:

VYBaxaemslii rocnouH Ilpencenarens!

YBaxkaemblii Tocriofaus ['yoepHarop!

VYBaxkaemblit rocrioguH [Ipoxopos!

YBakaeMas rocrioxa 3axapona!

YBaxaemsiii Hukomnaii IletpoBny!

YBaxkaemas Onbra HukonaesHa!

VYBaxkaemble rocrozal

B oOpamiennu no I0KHOCTH HAaMMEHOBAaHUE JIOJDKHOCTU MHILETCS ¢ MPOMUCHON OYKBBI, B
oOpateHny 1o (paMUITNY MHULIAATBI JINIA HE YKA3bIBAOTCS.

- 3aKJII0YMTENbHAs 3TUKETHas (pa3a:

, "'MpencraBisieM Ha

, "00IIecTBO



C yBaxxeHueM, ...

OTMeTKa 0 IPUJIOKEHUH - COACPIKUT CBEACHMS O JOKYMEHTE (HJOKyMEHTax), IpHjlaracMoM
K OCHOBHOMY JIOKYMEHTY (B COIIPOBOJMUTENBHBIX MUCbMaXx, MPETEH3MSX, aKTaxX, CIPAaBKax U APYrHX
UH(POPMALIMOHHO-CITPABOYHBIX JTOKYMEHTAX) UM O TOM, YTO JOKYMEHT SBISICTCS MPUIIOKECHUEM K
OCHOBHOMY [JOKYMEHTY (B JOKYMEHTaxX - HPUIOKEHUAX K pPACHOPSAUTENBHBIM JIOKYMEHTaM,
MI0JIO’KEHUSAM, IIPaBUJIaM, MHCTPYKLMSM, JOTOBOpaM, IJIaHaM, OTYETaM U JIp. TOKYMEHTaM).

B compoBoauTeNbHBIX NHCbMax MU JPYTHX HMH(OPMAIMOHHO-CIPABOYHBIX JOKYMEHTaX
OTMETKa O TPHJIOXKEHUH O(GOpPMIISETCS TOJ TEKCTOM OT TPAHUIBI JIEBOTO IMOJS CIEAYIOIIUM
obpazoM:

- €CJIM NIPUJIOKEHHNE HAa3BaHO B TEKCTE:

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

- €CIIM IPUJIOKEHUE HE HA3BaHO B TEKCTE WM €CIM NPUIIOKEHUN HECKOJIBKO, YKa3bIBAIOT
Ha3BaHUS JOKYMEHTOB-TIPUIIOKEHUH, KOJIMYECTBO JIUCTOB M SK3EMIUISIPOB KayKA0T0 MPUII0KEHUS:

[Tpunoxenue: 1. [lonoxxenne 06 YnpaBlieHHH PErHOHAIBHOTO KPEIUTOBAHUS Ha
51 81 3K3.
2. CrpaBka 0 KaIpOBOM COCTaBe YNPaBJICHUS PETHOHAIBHOTO
KpeIuTOoBaHus Ha 2 JI. B 1 3K3.

- €CJIM PUIIOKEHHUE (MIPUII0KEHHS) COPOIIIOPOBAHBI:

[Tpunoxenue:

otruer 0 HUP B 2 3k3.

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

[Tpunoxenue:

muckMo Pocapxusa ot 05.06.2015 N 02-6/172 u npuiioxeHus K HeMy, BCero Ha 5 1.

- €CJIA MPHUJIOKEHUEM SIBJISIETCSI 000COOJICHHBIN JIEKTPOHHBIA HOCUTENb (KOMITAKT-IUCK, ush-
¢uern-nakonuTeNb U ap.):

[Tpunoxenue:

CD B 1 3Kk3.

IIpu sToM Ha BKjIanbllie (KOHBEPTE), B KOTOPHIA MOMEIIAETCS HOCUTENb, YKA3bIBAIOTCS
HAUMEHOBAHHUS JOKyMEHTOB, 3aITUCAHHBIX Ha HOCUTEJh, UMEHA (haiiiIoB.

B pacnopsinuTenbHBIX  JOKyMEHTaX  (IIOCTAHOBIIGHUSX,  pEIIEHUsX,  IpHKa3ax,
pacmopsDKeHHSIX), JTOTOBOpAaxX, MOJIOKEHUSAX, MPABWIAX, HHCTPYKIHSIX U JAPYrUX JOKYMEHTaX
OTMETKA O MPUIIOKEHUH O(POPMIISETCS CISTYIOMUM 00pa3oM:

- B TEKCTE JOKyMEHTa TpU TEPBOM YINOMHHAHUU JOKYMEHTA-TIPHIIOKEHHUS B CKOOKax
yKa3bIBaeTCs: ... (MPWIOKEHWE) WU ... (MpUIIOKEeHHWE 1); mepes HOMEpPOM TMPUIIOKCHUS
JIOITYCKAeTCsl CTABUTh 3HAK HOMepa: ... (mpuioxeHue N 2);

- Ha IEPBOM JIMCTE JOKYMEHTA-TIPUJIOKEHUS B TIPAaBOM BEPXHEM YIIIy YKa3bIBAETCA:
[Ipunoxenne N 2
k npuka3zy AO "[Ipodums"
or 15.08.2020 N 112.

CTpoKHM pekBH3UTa BBIPABHUBAIOTCSA IO JIEBOMY KpaiO0 WJIM LEHTPUPYIOTCS OTHOCHUTEIHHO
CaMOM JJIMHHOU CTPOKH.

Ecnu mpuiioxkeHneM K pacnopsAMTEIbHOMY JOKYMEHTY SIBJISIETCS HOPMATHBHBIA MPaBOBOMN
aKT WJIM WHOW JOKYMEHT, YTBEP)KIAeMBbIil JaHHBIM PACHOPSAUTENBHBIM JOKYMEHTOM, Ha TIEPBOM
JUCTE TPUITIOKEHUS MPOCTABISETCS OTMETKA O MPHJIOKEHUU (0€3 CChUIKM Ha pacHopsaUTeNbHbIH
JOKYMEHT) W Tpud VyTBEPKACHHUS, B KOTOPOM VYKAa3bIBAIOTCA JaHHBIC PaCIOPSAUTEIHLHOTO
JIOKYMEHTa, KOTOPBIM YTBEPK/IE€H JOKYMEHT-PUIOKEHHE.

IIpumep -

[Tpunoxenue 1

YTBEPXIEHO

npukazom AO "TIpoduns"

ot 18.05.2020 N 67

I'pu¢d cornacopanusi AOKyMeHTa - TMPOCTaBIsieTCS Ha JOKYMEHTaX, COTJIacOBAaHHBIX
OpraHaMH BIIACTH, OPTaHHU3AIUSAMU, TOKHOCTHRIMU JHIlaMu. ['pud coriacoBaHus B 3aBUCUMOCTHU
OT BH/JIA IOKYMEHTa U 0COOEHHOCTEH ero 0(hOpMIICHHUS MOXKET MPOCTABISATHCS:



- Ha NEPBOM JIUCTE JOKYMEHTa (eClIM JOKYMEHT MMEET THUTYJIbHBIH JIUCT, - Ha TUTYJIBHOM
JUCTE) B JIEBOM BEpPXHEM YIJy Ha YpOBHE TIpHda YTBEpXKACHUS WIA I0J HaUMEHOBAaHHEM
JIOKyMEHTA OJIMKEe K HIPKHEMY TIOJTIO);

- Ha IOCJIEAHEM JIMCTE JOKYMEHTA 0]l TEKCTOM;

- Ha JINCTE COTJIACOBaHUs, SBJISIOUIEMCS] HEOThEMIIEMOM YacThIO TOKYMEHTA.

I'pud cornmacoBanust cocroutr u3 cinosa COIJTACOBAHO, nomxHOCTH IUIa, KOTOPHIM
COTJIacOBaH JOKYMEHT (BKJIIOYas HaMMEHOBAHHE OpraHU3alliH), €ro COOCTBEHHOPYYHOU MOAMMUCH,
WHHUIIMAIOB, ()aMUJIMH, JaThl COTJIACOBAHUSI.

[Tpumep -

COI'NTACOBAHO

Hupextop BHUMJIA ]

(moamucek) N.0. damunus

Hara

Ecnu cornmacoBaHue OCYILECTBISETCS KOJUIETMAJIbHBIM OPraHoM, B Tpude COTIacoBaHUS
YKa3bIBAIOT CBEJCHUS 00 OpraHe, COrjiacoBaBIlIeM JOKYMEHT, 1aTeé M HOMEpe MPOTOKO0JIa, B KOTOPOM
3a(pUKCUpPOBAHO peIIeHHE O COrjacoBaHMM. EciM corjacoBaHHE OCYIIECTBISAETCS IHCbMOM,
YKa3bIBAIOT BU/J] IOKYMEHTA, OPTraHU3aIUIO - aBTOPa JOKYMEHTA, 1aTy U HOMep MHUchMa.

IIpumepsl

1 COI'JTACOBAHO

CoBeToM IUpPEKTOPOB

AO "Ilpodup"

(mpoTOKOI OT N )

2 COI'JTACOBAHO

nucbMoM Pocapxusa

OT N

Bu3a - cBUIETENBCTBYET O COIVIACHM WJIM HECOIJIACHU JOJDKHOCTHOTO Jiuia (paboTHHKA) C
coJlep’KaHuEeM TpoeKkTa JoKyMeHTa. Buzoil odopmiisieTcs BHyTpeHHEE COTIacOBaHUE JTOKYMEHTA.
Buza BKIIIOYaeT MODKHOCTH JIMIA, BU3UPYIOIIETO JTOKYMEHT, MOJIMHCH, PaclIu(ppOBKY MOIIHCH
(vHUIMATBI, (HAMUIIAIO) U ATy BU3UPOBAHUS.

IIpumep -

PykoBouTeNnb IOpUINUYECKOrO OTAEa

[oanuce N.0O. ®amunus

Hara

[Tpu HaNM4YMK 3aMeYaHuil K TOKYMEHTY BH3Y OPOPMIISIOT CIEAYIOIUM 00pazoMm:

[Tpumep -

3ameuaHus IPUIIAraroTCsl.

PykoBouTeNnb IOpUINIECKOrO OTIEa

[oanuce N.O. ®amunus

Hara

B opranmnzanusx, NpuMEHSIOIUX CUCTEMBI JIEKTPOHHOT'O JOKYMEHTOO0OPOTA, COrJIacCOBaHUE
MOKET MPOBOAUTHCS B AeKTpoHHOU (hopme, cormmacao [[OCT P UCO 15489-1.

B nokymeHTax, MOJUIMHHUKMA KOTOPBIX XpaHATCS B OPraHU3allMH, BU3bI MPOCTABIAIOT Ha
MOCNIEAHEM JIUCTE JIOKyMEHTa MOJl MOAMHNCHhIO, HAa 000pOTE TMOCIEIHEro JUCTa MOAJUHHHUKA
JOKYMEHTA WM Ha JIMCTE COrJIacOBaHUs (BU3MPOBAHUS ), IPUIAraeMOM K IOKYMEHTY.

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

[lo ycMOTpeHHI0 OpraHu3ali MOXKET MPUMEHSATHCS MOJUCTHOE BU3UPOBAHUE JOKYMEHTAa U
€ro NPUJIOKECHUM.

IMoanuchy - BKIIOYAET: HAMMEHOBAHUE JOJDKHOCTHU JIMIA, MOANKCHIBAIONIETO JOKYMEHT, €ro
COOCTBEHHOPYUYHYIO MOJIHUCH, PACIIM(PPOBKY MOAMHUCH (MHULIUAIIBI, (haMUITHS).

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

Ecniu pgokymeHnT odopmiieH He Ha OiaHke, B HAaUMEHOBAaHHUE JOJDKHOCTH BKJIIOYAETCS
HAaMMEHOBaHME opraHu3auuu. Jlomyckaercs LEHTpOBaTh HAMMEHOBAHWE JIOJDKHOCTH JIUIIA,
MOJIMUCABIIETO IOKYMEHT, OTHOCUTEIBHO CaMOM JJIMHHOM CTPOKH.
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ITpumep -
['enepanbHbIi TUPEKTOP
AO "IIpodpuis" [Toanuce N.0. ®amunus

[Ipu odopmieHnn JOKyMeHTa Ha OJlaHKE JODKHOCTHOTO JIMIIA JOJDKHOCTH JTOTO JIMIA B
TOJIMUCH HE YKA3bIBAETCS.

[Tpumep - [Toanuce N.0O. ®amunus
[Ipu noanmucanny JOKyMEHTa HECKOJIBKUMH JOHKHOCTHBIMU JIUIIAMH, 3aHUMAIOIINMH Pa3HOe

MOJIOKCHUE, HUX NOANHNCH paclojiararorcd oaHa I10[J I[perI\/'I B IIOCJICAOBATCIBHOCTU,
COOTBETCTBYIOLIECH HEPAPXHUH 3aHUMAEMBIX JOJIKHOCTEH.

[Tpumep -
Jlupexrop HHCTUTYTA ITognuce N.0. ®amunus
['maBHBIN OyxTantep [Toanuce N.0O. ®amunus

HpI/I moANMMCAHUKU OOKYMCHTAa HCECKOJBbBKHMHU JIMIAMH pPaBHBIX I[O.]'I)KHOCTCﬁ UX IMOAINHNCH
pacmojararoTcCs Ha OAHOM YPOBHC.

ITpumep -
3amecTuTeNnh TUPEKTOpa Mo (PUHAHCOBBIM BOIIPOCAM [Toanuces N.0O. @amunus
3aMecTuTeNnb TUPEKTOpa 10 aAMUHUCTpaTUBHBIM BonpocaM [loamucs U.0O. damunus

B AOKYMCHTAx, COCTABJICHHBIX KOMHCCHCﬁ, B IMOANKUCHU YKA3BIBACTCA CTATYC JiMlla B COCTABC
KOMUCCHH.

[Tpumep -

[Ipencenarens koMuccuu [Honmuce N.0. Gamunus

YeHBI KOMUCCUU IToamuce HN.0. Gammnus
IToanuce N.0. Gamunms
IToamuce HN.0. Gamumnus

[Tpu moxmucaHuM AOKYMEHTA JIUIIOM, MCIIOJHSIONIMM OOS3aHHOCTH PYKOBOIMTEINSI, MOJIITHCH
opopmisieTcss € yKa3aHHMEM CTaryca JOJDKHOCTHOTO JIMIIA B COOTBETCTBUU C MPUKA30M
(pacriopspKeHHEM ).

[Tpumep -

H.o. renepansHoro nupekropa Iloamuce N.0. Gamunus
WIIH:

Ucnonusromuii 00s3aHHOCTH

resepanbHoro aupekropa  Iloanuce N.0O. ®amunus

[Ipn moanmucanuy OKyMEHTa JIMIIOM, MMEIOIIMM IPaBO MOJAMKMCH B ClIydae BPEMEHHOTO
OTCYTCTBHS PYKOBOJUTEIIS, UCTIPABIICHUSI B HANMEHOBAHUE JIOJDKHOCTH U pactimpoBKY GamMiiiu
y)K€ TIOATOTOBJICHHOTO W COTJIaCOBAaHHOTO IPOEKTa JOKYMEHTa BHOCATCS OT PYKH WU C
MCIIOJIb30BAHUEM COOTBETCTBYIOIIMX IITamMnoB. He gomyckaercss cTaBUTh KOCYIO 4YEpTY, HAJIMUCH
"3a" mepen HaMMEHOBAHMEM JOJDKHOCTHU JIMIA B TOJIIWCH, €CIU JOKYMEHT IMOJIUCHIBAET MHOE
JOJDKHOCTHOE JIUIIO.

OTmMeTKka 00 3JIEKTPOHHOM NMOANMMCH - MCIOJIB3YETCS MPU BU3YAIU3ALUU DJIEKTPOHHOTO
JIOKYMEHTA, MIOJITMCAHHOTO AJIEKTPOHHOMN MOJIMTUCHIO, C COOIOICHUEM CIIEAYIONUX TPEOOBaHUI:

a) MECTO pa3MeNIeHUsI OTMETKH 00 SJEKTPOHHOM MOJIUCH JTOJDKHBI COOTBETCTBOBATH MECTY
pa3MenieHus: COOCTBEHHOPYYHOU MOJAIUCH B aHAIIOTUYHOM JJOKYMEHTE Ha OyMa>kHOM HOCHUTEIIE;

0) PIEMEHTBI OTMETKHA 00 AJICKTPOHHOW TMOAMKCH JIOJDKHBI OBITh BUIUMBIMU M YWTA€MBIMHU
pU OTOOPAKEHUU TIOKYMEHTA B HATypAIbHOM pa3Mepe;

B) DOJEMEHThl OTMETKHM 00 OJJICKTPOHHOW TIOANUCU HE JOJDKHBI TEPEKPBIBATHCSA WIIN



HAKJIaIBIBAThCS APYT HA JIPYTQ;

T') JIEMEHTBI OTMETKU 00 AIEKTPOHHOU MONUCH HE JOJKHBI MEPEKPBIBATH JIEMEHTHI TEKCTA
JIOKYMEHTA U IPYTHE OTMETKH 00 AJIEKTPOHHOUN MOAMKUCH (TTPH HATHYNH).

OtmeTka 00 SJIEKTPOHHOW MOANMKMCH B COOTBETCTBUU C 3aKOHOAATEIHCTBOM Poccuiickoi
Oenepannu  BKIoyaeT ¢pazy "JIokyMeHT TmoAmHCaH 3JIEKTPOHHOM TOJMUCHIO", HOMEP
cepTUdUKaTa KJII0Ya 3JIEKTPOHHON MOANHUCH, (paMMIINIO, UMS, OTYECTBO BIIaJebla cepTudukara,
CPOK JeHcTBHsI cepTU(UKaTa KIIFO4a AIEKTPOHHON moanucu. OTMeTKa 00 3JIEKTPOHHOW MOAMHUCH
MOJKET BKJIIOYAaTh M300pakeHue repOa, SMOJIeMbl OpraHa BJIacTy (OpraHu3allvi), TOBAPHOTO 3HAKA
(3HaKa oOCITyKMBaHUs) OpraHU3alUU B COOTBETCTBUH C JCHCTBYIOIIUM 3aKOHO/1aTEIbCTBOM.

IleyaTrs - 3aBepsieT MNOMJIMHHOCTH TMOJNUCH JIOJDKHOCTHOTO JIMIIA Ha JOKYMEHTax,
YIOCTOBEPSIOLIUX TMpaBa Jnll, GUKCUPYIOMHUX (aKThl, CBSI3aHHBIE ¢ (PMHAHCOBBIMHU CPEICTBAMHU, a
TaK)K€ Ha MHBIX JIOKYMEHTaX, MPeAyCMAaTPUBAIOIINX 3aBEPEHHUE MOAMUCH M€YaThi0 B COOTBETCTBUU
¢ 3aKoHoJaTenbCcTBOM Poccuiickoi denepannm.

JIOKyMEeHTBI 3aBepsIlOT IeuyaThbio opraHu3auuu. l[leyaTs mnpocTaBiseTcsi, HE 3axBaThIBas
COOCTBEHHOPYYHOU TOAIMKCH JIUIIA, MOMMCABIIET0 JOKYMEHT, WK B MecTe, o0o3HadyeHHOM "MIT"
("Mecto nieuaru").

OtMeTKa 00 HCIIOJIHUTEJIE - BKIIOYAeT (paMIIINIO, UMSI U OTYECTBO UCIIOJHUTEIS, HOMEP €ro
tenepona. OTmeTka 00 WCMOIHUTENE MOXET JOTMOJTHATHCS HAMMEHOBAHHWEM JOJKHOCTH,
CTPYKTYPHOTO MOApPa3AeICHUS U 3JIEKTPOHHBIM aAPECOM HUCIIOJIHUTENS.

Otmetka 00 ucnoiHuTesne 0hOpMIIIETCS Ha JTUIIEBOM CTOPOHE MOCIEIHEr0 JIUCTa TOKyMEHTa
OT T'pPaHMILIBI JIEBOTO MOJIS WJIHM, MPU OTCYTCTBHUHM MECTa, - Ha OOOPOTHOI CTOpPOHE BHHU3Y CIIEBA.
Hanpuwmep: 3a6enun MBan AnnpeeBnd, KoHTponsHOE yripaBiieHHe, BEAYLIHHA crieruanict, +7(495)
924-45-67, Zabelin@gov.ru

OtmeTka 00 UCHOTHUTENE MOXKET O(QOPMIIATHCS KaK HUXHHUM KOJNOHTUTYN W TI€YaTaThCs
mpuQGTOM MEHBIIIETO pa3Mepa.

OTMeTKa 0 3aBepeHUH KOMUM - OPOpMIISIETCS ISl TIOATBEPKIACHUS COOTBETCTBUSI KOIHU
JOKyMEHTa (BBIMMCKU W3 JIOKYMEHTa) MOAJUHHUKY JOKyMeHTa. OTMeTKa O 3aBEpeHHH KOIHHU
MPOCTABIISIETCSl MOJ PEKBU3UTOM '"MOANMCH" M BKIOYaeT: cioBo '"BepHo"; HaumMeHOBaHMe
JOJIKHOCTH JIMIIA, 3aBEPUBLIETO KOMHIO; €ro COOCTBEHHOPYUHYIO MOIKUCH; paciii(poBKYy MOIAIUCH
(MHUIMATBI, (aMUIIUIO); ATy 3aBepEHHsI KOMUH (BBIITUCKU U3 JTIOKYMEHTA).

ITpumep -

Bepno

WNucnektop ciayx0b kaapoB  Iloanuck N.0. ®amunus
Jara

Ecnu xonus BblgaeTcs A MPEACTABICHUS B IPYTYIO OpraHHM3aIUIo, OTMETKA O 3aBEpEeHUU
KOMUU JIOTIOTHSIETCS HAAMUCHI0 O MECTe XpaHEHHUsS TOKYMEHTa, ¢ KOTOPOro ObUIa M3rOTOBJICHA
korusi ("TloATMHHUK JDOKYMEHTa HaxOAWTCs B (HaMMEHOBaHWE opraHu3aruu) B aene N ... 3a ...
roa") ¥ 3aBepsieTCs IeYaThl0 OpraHU3aL|HU.

Jjis mpocTaBieHHs] OTMETKHU O 3aBEPEHUHU KOMMH MOYKET UCIOJIb30BATHCS HITAMII.

OTMeTKa 0 MOCTYILUIEHHHM JOKYMEHTA - CIY>KUT JUIsl TIONTBEPXKIEHUS (pakTa MOCTYIICHUS
JIOKYMEHTa B OpPraHU3allMI0 U BKJIIOYAET JaTy MOCTYIUJICHHUS M BXOSIIINM pEerucTpaliiOHHbIN HOMEp
nokymeHTa. [Ipym HEoOXOOUMOCTH OTMETKa O MOCTYIUIGHHHM MOXKET JOMOJHATHCS YKa3aHHEeM
BpPEMEHHU MOCTYIUICHHSI B YacaX U MUHYTaxX M Crlocoda I0CTaBKU JOKYMEHTA.

OTMeTKa 0 IOCTYIUICHUU JOKYMEHTa MOXKET MPOCTABISATHCS C IIOMOIIBIO IITaMIIa.

Pe3omtonust comepKUT yka3zaHue IO HCIOJHEHUIO TOKyMmeHTa. Pesomiouus odopmisercs Ha
CBOOOJHOM MecTe palouero ImoJisi JOKyMEHTa, Ha ONaHKe pe30JIONUH WM BHOCHUTCSA
HENOCPEJICTBEHHO B CUCTEMY 3JIEKTPOHHOTO IOKYMEHTO000pOTAa.

Pe3osonus - BxiIovaeT: (GaMUINIO, WHULMAIBI HUCTIOMHUTENS (MCIOIHUTENEH), TOpyIeHHe
M0 JOKYMEHTY, IPU HEOOXOIUMOCTH - CPOK HCIIOIHEHHUSI, MOMKICH JIMIIA, BBIHECIIETO PE30JIOLHIO,
JaTy PE30IIOLINH.

[Tpumep -

Oammus N.0.

[Tpomry moaroroButs npeaioxenus k 10.11.2020.

IToamuce

Hara



OTrMeTKka 0 KOHTpOJIE - CBUACTEILCTBYET O IIOCTAHOBKE JOKYMEHTa Ha KOHTPOJIb,
npocTasisiercd mramnoM "KoHTposs" Ha BepXHEM 10JIe JOKYMEHTA.

OTMeTKa 0 HAaNMpaBJeHUHN JTOKYMEHTA B /IeJI0 - ONpeeiieT MECTO XpaHEHMs JOKYMEHTa
MocJie 3aBepIICHHs] padOThl C HUM M BKIIOYaeT: ciioBa "B 1emo", WHIEKC Jena Mo HOMEHKIJIAType
Jell, B KOTOpOE MOMEIIaeTcsl JOKYMEHT Ha XpaHEHue, ¢ YyKa3aHUeM Troja, JODKHOCTH JIUIa,
0(opMHUBIIETO OTMETKY, MOJITUCH, AATHI.

ITpumep -

B neno N 01-18 32 2020 1.

3aB. OT/EJIOM KOPIOPAaTUBHBIX MPOEKTOB
IMonamuce Hara

OTMeTKa 0 HaIpaBJICHUU JOKYMCHTA B JCJIO0 MOXET AOIIOJHATHCA KPATKMMH CBCIACHUSAMU O
XapaKTCpC UCIIOJITHCHUA JOKYMCHTA.

3. BJ1aHKH 10KYMEHTOB

Jlnst m3rotoBneHust OaHKoOB JoKymeHToB, cornacHo ['OCT P 7.0.8, ucnonb3yercs Oymara
dopmaroB A4 (210 x 297 mm), A5 (148 x 210 mm); It U3TOTOBJIEHUS OJIAHKOB PE30JIIOIMMA
ucnonb3yercs Oymara ¢popmatoB AS (148 x 210 mm), A6 (105 x 148).

bnank oO0okymenma — gnuct Oymaru WIM OSJIEKTPOHHBIM IIA0JOH C PpEKBU3UTaMH,
UJACHTUDUIHPYIOIUMHI aBTOPa OPHUIIMATIBLHOTO JOKYMEHTA.

bnaHkyn NOKyMEHTOB M3roTaBiIMBalOT Ha Oenoil Oymare winm Oymare CBETJIBIX TOHOB U
opopMIIIIOT B  COOTBETCTBHM CO CXEMOW pAacloJOXEHUS PEKBU3UTOB JIOKYMEHTAa,
ycranosyieHHoit '[OC P 7.0.97.

Kaxnprii muct nokymeHTa, opopMIIeHHBIH Ha OnaHke Wian 0e3 HEero, J0JDKEH MUMETh MOJs He
MEHee:

20 MM - JIEBOE;

10 MM - npaBoe;

20 MM - BepxHee;

20 MM - HUXKHEE.

JIOKyMEHTBI JUINTENbHBIX (cBbIme 10 JIeT) CpOKOB XpaHEHUs JOJDKHBI UMETh JIEBOE IMOJIE He
meHee 30 MM.

OpraHu3anuy UCHOIB3YIOT OJaHKU JTOKYMEHTOB, M3TOTOBJIEHHBIE Ha OYMa)XKHOM HOCHTEJE
(OmaHKM JOKYMEHTOB (peliepajbHBIX OpPraHOB TOCYAAPCTBEHHOM BIACTH C BOCHPOU3BEICHHUEM
l'ocynapctBennoro rep6a Poccuiickoit ®enepanyu  HM3roTaBIMBAIOTCS  MOJIUTPahUIECKUMU
OPEANPUATHIMH, HMEIOIUMH CepTU(PUKATBI O HAINYMM TEXHUYECKUX U TEXHOJOIMUYECKUX
BO3MOXXHOCTEH 11 KAayeCTBEHHOTO M3TOTOBJICHMS YKa3aHHOTO BHUJAA TMPOAYKLIWHU) W/WIN
3JICKTPOHHBIC IMIAOJOHBI OJlaHKOB. biaHku Ha OyMa)XHOM HOCHTENIC U DJEKTPOHHBIC IIa0JIOHBI
ONAaHKOB JOJDKHBI OBITh MICHTUYHBI II0 COCTaBY PEKBU3UTOB, MOPSAKY HMX PAacCHOJIOKEHHUS,
rapHUTypaM IIpU(Ta, M3rOTABIMBAIOTCS HA OCHOBAaHMM MAaKETOB OJIAHKOB, YTBEP)KIAEMbIX
PYKOBOJIUTENIEM OpraHU3alHH.

ONeKTpoHHble [A0JOHBI  OJAHKOB  JIOKYMEHTOB  JOJDKHBI  OBITh  3all;UIIEHBI  OT
HECAaHKIIMOHUPOBAHHBIX U3MEHEHUI.

PexBusutel «rep6 (I'ocymapctBenHblii Tepd PD, repd cydowekra PD, repbd (repanmbaunyeckuii
3HAaK) MYHUIIUNAIBHOTO 00pa30BaHUs)», «IMOJIEeMay, «TOBAapHBIM 3HAK (3HAK OOCIYXHBaHMA)
pacrosiaratoTcss Ha BEpXHEM I0JIe JOKYMEHTa HaJ PeKBU3UTOM «HAMMEHOBAHHME OPraHU3aLUU —
aBTOpa JOKYMEHTay» MOCEPEINHE 30HbI, 3aHATONU 3TUM PEKBU3HTOM.

PexBU3UT «TOBapHBI 3HaK (3HAK OOCIY)KMBaHHU:A)» MOXKET TaKXKe pacloyararbCs cjieBa Ha
YPOBHE PEKBU3UTAa «HAUMEHOBAHUE OPTraHU3aIM1 — aBTOPA JTIOKYMEHTAay.

B 3aBucrMoOCTH OT pacnonoXeHus: peKBU3UTOB UCIOJIb3YIOT J1Ba BapuaHTa OJaHKOB — YIJIOBOM
U TponoNbHBIN (pucyHOK 3,4). IIpu mpoAOIBHOM pacloIOKEHUN PEKBU3UTOB HMX Pa3MEIIaloT
LIEHTPUPOBAHHBIM CIIOCOOOM (HAdalo M KOHEL KaXJIOW CTPOKUM PEKBH3UTOB PABHO YAAJICHBI OT
I'paHUI] 30HBI PACIOJIOKEHUS PEKBU3UTOB); MIPH YITIOBOM (KaXk[asi CTPOKa PEKBU3UTOB HAUMHACTCS
OT JIEBOM IPaHUIIbI 30HBI PACIIOJIOKEHUS PEKBU3UTOB).

Jlnst opraHuszaiyy, ee CTPYKTYPHOTO MOApAa3eNeHHs] WIH JOHKHOCTHOTO JIMIA YCTaHOBJICHBI
TpH BUJa OJIAHKOB:
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« 00muii 0JIaHK;

- OJaHK IUCHMAa;

« OJaHK KOHKPETHOIO BUJA IOKYMEHTA.

Ob6wuii__oaanK WCTIONB3YeTCs JUISl HM3TOTOBJIICHUS JIOOBIX BHUIOB OPraHU3alMOHHO-
pactopsAUTENbHOM JTOKyMEHTallMd, KpoMe TMuceM. B 3aBUCUMOCTH OT  yUpeAUTEIbHBIX
JOKYMEHTOB OPTaHU3AIMH OH BKJIIFOYAET B CEOSI CIEAYIONINE PEKBU3UTHL:

« 1ep0 (I"'ocynapcTBennsiii repd PD, rep6 cyonsekra PO, sMOaema miin TOBapHBIi 3HAK),

« HAMMEHOBaHWE OPTaHMU3AIMH — aBTOpPa JOKYMEHTA;

« MECTO COCTABJICHUS WJIM U3/IaHUS JJOKYMEHTA;

« OTMETKH JJIs IPOCTABJICHHS JaThl U HOMEpa JOKyMEHTa. biaHk nucbma B 3aBUCUMOCTH OT

YUPEAUTENIbHBIX JOKYMEHTOB;|
OpTaHHU3AINH BKJIIOYAET B CEOSI CIEAYIONTNE PEKBU3UTHI:

« 1ep6 (I'ocynmapctBenHslit repo PO, repd cyonekra PD. smOiema uim ToBapHBINA 3HAK);

« HaWMEHOBAHUE OPTraHU3AINU;

+ CIIpaBOYHBIEC JaHHBIE 00 OpraHU3aIH;

« OTMETKH AJIs MPOCTABJICHHSI JaThl U HOMEpa IOKYMEHTA, U TAKXKe PETHCTPAIIHIOHHOTO HOMEpa
U 1aThl IOKYMEHTa, Ha KOTOPBIH 1aeTCsl OTBET.

OpHUEHTUPOBOYHBIE TPAHUIIBI 30H PACIOJIOKECHHUS PEKBU3UTOB OO003HAYCHBI ITYHKTHPOM.
Kaxxnas 30Ha onpesensercss COBOKYIHOCTbIO BXOASIINX B HEE PEKBU3HUTOB.

baank konkpemnozo guda

JOKyMEHTa, KpOME MHChMa, B 3aBUCUMOCTH OT yYPEAUTEIbHBIX JOKYMEHTOB OpraHU3alNu
BKJIIOUAET B €01 pEeKBUBHTHI;

« 1ep6 (I'ocynapcrBennsiii repd P®, rep6 cyobekTa aM0O1eMa Wi TOBApHBIN 3HAK);

« HaWMEHOBaHHE OpTaHU3AIUU;

« HaMMEHOBaHHE BUJA JOKYMEHTA;

« MECTO COCTABJICHUS WU U3JIaHUS JOKYMCHTA;

« OTMETKa JJIsl IPOCTaBJICHUS JaThl U HOMEpa JOKYMEHTA.

B opranax BmacTM W opraHuzanuix cyObekToB P®, HCHOIB3YIOUIMX HapALy C PYCCKUM
S3BIKOM KaK TOCYJIapCTBEHHBIM sI3bIKOM P® rocymapcTBeHHBINH (-bI€) sA3BIK (-M) pecrnyOJuK B
coctaBe P®D, ncnonp3yroTcst OJIAaHKKW JOKYMEHTOB Ha PYCCKOM SI3BIKE U TOCYAApPCTBEHHOM (-BIX)
s3bIke (-ax) pecrmyOnauk. Ha yrinoBeix OiaHkaX peKBU3WUTHI PACcIOIaTalOTCsl HA OJHOM YPOBHE: Ha
PYCCKOM sI3bIKE — clieBa, Ha TOCYAapCTBEHHOM (-bIX) sI3BIKE (-aX) pecmyOlMK — cIipaBa, Ha
MPOJIOJIbHBIX OJIaHKaxX BCE PEKBU3UTHI HA PYCCKOM SI3bIKE pacIioiararoTcs BbIIIE PEKBU3UTOB Ha
rOCy/IapCTBEHHOM (-bIX) SI3bIKE (-aX) peCIyOJIUK.

Jljist mepenucku ¢ MHOCTPAHHBIMU KOPPECHMOHACHTAMU HCIIONIB3YIOT OJJaHKU Ha JBYX SI3bIKAX
— PYCCKOM U aHTJUHCKOM HJIM MHOM MHOCTPAHHOM SI3BIKE.




CXEMbI PACMO/TOXKEHNA PEKBU3SNTOB AOKYMEHTOB
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Pucynok 3 - PacnonoxeHnne peKBU3UTOB U I'PaHUIIBI 30H Ha opmare A4 yriaoBoro OjaHKa
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Pucynox 4 - PacrmoyioxkeHre peKBU3UTOB U TPAHUITHI 30H Ha (hopmare A4 IpoaoasHOTo OIaHKa

PexBuzuter 01, 02, 03 pacmnonararorcss Ha BEpXHEM II0JI€ JOKYMEHTa Haja pekBusuroM 05 1o
CepeuHE 30HbI, 3aHATON ATUM PEKBU3UTOM.

PexBusut 03 MoXkeT pacnosiaraTbCs cjaeBa Ha ypoBHE pekBu3uta 05.

PexBuzuter 05, 06, 07, 08, 09, 13, orpannuuTenbHble OTMETKU 17151 pekBu3uToB 10, 11, 12 B
npezenax rpaHyll 30H PacloyIOKEHUs] pEKBU3UTOB Pa3MEIAIOTCs OTHUM M3 CIIOCOOO0B:

- IEHTPOBAaHHBIM (HAaYyaJl0 U KOHEIl KaXXJI0M CTPOKU PEKBU3UTOB PABHO YAAJE€HBI OT IPAHMUIL
30HBI PACTIONIOKEHHS] PEKBU3UTOB);

- (naroBeiM (Kaxaas CTpOKa pEKBHU3UTOB HAUMHAETCS OT JIEBOM TpaHUIBl 30HBI
PacIoJIOKEHUsI PEKBU3UTOB).

YcTaHaBnuBaroTCs ciaeaAyronue BUAbl OJJaHKOB JOKYMEHTOB OpraHU3allUu:

- 00mIuMii OJIaHK;



- OJIaHK MHChMA;

- OJIaHK KOHKPETHOTO BU/a JOKYMEHTA.

HopmaTuBHBIME TTPaBOBBIMH aKTaMU OPTaHU3AIlMM YCTAHABIMBAIOTCS BHIBI NMPHUMEHSIEMBIX
OaHKOB M WX pPa3HOBUIAHOCTH (OJIaHK MUChMa CTPYKTYPHOTO TMOApasfefeHus, OJaHK MHCbMa
JIOJDKHOCTHOTO JIMIIA, OJTaHK TIpUKa3a, OJaHK pacropsoKeHus, OJaHK MPOTOKOJIA U Ap.).

OBPA3L bl BJIAHKOB JOKYMEHTOB

Pocapxus

demepalibHOe ONIXEeTHOE yupexIeHUe
"BCcepoCCHUMCKUM HAay4YHO-MCCJIeOOBATEJIbCKUM MHCTUTYT
OOKYMEHTOBEIEHMA UM apxXMBHOTO zmeja'"
(BHMMIOAL)

MockeBa

PucyHok 5 - Obpasel obuwero 6naHKa opraHu3aumm

Pocapxus

denepanibHOe OKNIXETHOE yuUpexXIeHUe
"BCcepoCCUMCKUN Hay4dHO-
MUCCJIenoBaTeJIbCKUM UMHCTUTYT
OOKYMEHTOBEIOEHMA UM 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 NnMcbMa opraHM3auum
Pocapxus

depepanbHoe 6l0aXKeTHOE yupexaeHue
"BcepoCccMACKMIN HayYHO-UCCIeA0BaTeNbCKUIA MHCTUTYT
DOKyMeHTOBeAeHUA 1 apxusHoro gena" (BHUULOAL)

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

Ha N oT

PucyHok 7 - O6paseL, NpoaonbHOro 61aHKa NMCbMa opraHM3aLmm



Pocapxus

depepanbHoe 6l0aXKeTHOE yupexXaeHue
"BcepoccUMMCKMIA Hay4YHO-UCCIeA0BaTeNbCKUIA MHCTUTYT
OOKYMeHTOBeAeHUA U apXMBHOro gena"
(BHUMOAA)

OUPEKTOP

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

Ha N oT

PucyHoK 8 - O6pasel, NpoaobHOro 61aHKa NMCbMa AOKHOCTHOrO /nLa

Pocapxus

depepanbHoe 6l04KETHOE yupexXaeHue
"BCcepoCcCMUCKMIA HayYHO-UCCNER0BATENbCKUIA MHCTUTYT
AOKYMEHTOBeA,eHUA U apXUBHOro aena”

(BHUMAAR)

OTPAC/IEBOWM LLEEHTP MOBbILEHNA KBAIMGUKALUN

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
OKIMO 02842708; OrPH 1027700380795;
MHH/KNN 7708033140/771001001

Ha N oT

PucyHok 9 - Obpa3seL, NpoaonbHOro 61aHKa NUCbMa CTPYKTYPHOro noapasgeneHums

Pocapxus

demepasibHOE OOIXETHOE yUupexXxIeHUe
"BCepOCCUMCKUM HAaYyYHO-MCCJIeNOBATEJIbCKUM MHCTUTYT
OOKYMEHTOBEIEHMUSA M apxMBHOTO neja"
(BHMMIATL)

[IPVIKA3

MockBa

PucyHok 10 - O6pasel, 6n1aHKa KOHKPETHOTO BMAa AOKYMEHTa OpraHmn3aLmm



Pocapxus
denepanibHOe OIIXETHOE YyUupexXIeHUEe
"BCcepoCCHUMCKUM HAay4YHO-MCCJIeOOBATEJIbCKUM MHCTUTYT
OOKYMEHTOBEIEHMA M apxMBHOTO neja"
(BHUMIAL)
IVNPEKTOP

PACIIOPAXEHNVE

MockBa
PucyHok 11 - O6pasel, 6/1aHKa KOHKPETHOTO BUAA AOKYMEHTa AONXKHOCTHOrO AnLa

OOuwmii G1aHK UCHOIB3YETCS ISl U3TOTOBJICHUS JIOOBIX BUIOB JOKYMEHTOB, KPOME JICJIOBOTO
(cmy>xeOHOT0) TTHChMA.

OOmuii 61aHK B 3aBHCHUMOCTH OT YYPEIUTEIbHBIX JOKYMEHTOB OpPTaHU3AIMH U JIOKAIBHBIX
HOPMATHBHBIX akTOB BKiMo4aeT pekBu3uThl 01 (02 mmum 03), 05, 06, 07, 13 u orpaHUYUTEIBHBIC
OTMETKHU Jy1s pekBuzuToB 10, 11, 16, 17.

bnank nucbma B 3aBUCUMOCTH OT YUPEIUTENbHBIX JOKYMEHTOB OpPraHM3alMH U JIOKAJIbHBIX
HOPMAaTHBHBIX akTOB BKJItOUaeT pekBU3UTHI 01 (02 unu 03), 05, 08, orpaHMYUTENbHBIE OTMETKHU IS
pexBuzuroB 10, 11, 12, 15, 17. brank nucbMa CTPYKTYpHOTO MOJpa3ACiCHUs JOMOJHUTEIHLHO
BKJTIIOYaeT pekBU3HT 06, G1aHK MUChbMa JOJDKHOCTHOTO JIMIA - peKBU3UT 07.

brnank KOHKpeTHOro BuAa JOKyMEHTa, KpOME MUChbMa, B 3aBHCHUMOCTH OT YYpPEIUTENbHBIX
JIOKYMEHTOB OpPraHU3allMK U JOKAIbHBIX HOPMATUBHBIX MPABOBBIX aKTOB BKJIIOYAET peKBU3UTHI 01
(02 umm 03), 05, 09, 13 u, mpu HEOOXOAUMOCTH, OTPAHUUYUTEIBHBIC OTMETKH IJisi TPaHUI] 30H
pacnionoxenus pexksuzutoB 10, 11, 16, 17. bnaHk KOHKPETHOTO BUJA JTOKYMEHTa CTPYKTYpPHOTO
NoJipa3/iesieHusl JTOMOJHUTENbHO BKIIOYaeT pekBU3UT 06, OJaHK TOMKHOCTHOTO JIHMIA - PEKBU3UT
07.

B opranax Bmactu u opranuzanusx pecrmyOosmk Poccuiickoit deneparinu, HCTOIB3YIOMNAX
HapsZly C PpYCCKHMM S3BIKOM Kak TOCYAAapCTBEHHBIM sA3bIKOM Poccuiickonn @Denepanuu
TOCYJApPCTBEHHBIN  S3BIK  (TOCYJApPCTBEHHBIC S3BIKHM) PECIyOJUK, HCIONB3YIOTCA  OJIaHKH
JOKYMEHTOB Ha PYCCKOM S3bIKE M TOCYJAapCTBEHHOM $3bIKE (TOCYJApCTBEHHBIX SI3BIKAX)
pecnyOnuK: yriioBble (PeKBU3UTHI OJIaHKA PacIojiararoTcsl Ha OJHOM YPOBHE: Ha PYCCKOM SI3bIKE -
ClIeBa, Ha TOCYIApCTBEHHOM sI3bIKE€ (TOCYIapCTBEHHBIX SI3bIKAX) pPECIyOJMK - clpaBa) WIH
NpOJOJbHbIE (PEKBU3UTHI OJaHKa Ha PYCCKOM $3BIKE - CBEpPXY, PEKBHU3UTHI OjaHKa Ha
rOCyJapCTBEHHOM SI3bIKE (TOCYAAPCTBEHHBIX S3bIKAX) PECITYOIHK - HIKE).

J1jig epenucKy ¢ MHOCTPAaHHBIMU KOPPECTIOHIEHTaMU UCIOJB3YIOT OJIaHKH Ha JBYX SI3bIKaX -
PYCCKOM U aHTJIMICKOM (PUCYHOK 12) MM HHOM UHOCTPAHHOM SI3bIKE.

Pocapxus

depepanbHoe 6loaxKeTHOe yupexaeHue
"BcepoccuMiiCKUiA Hay4HO-UCCeA0BaTENbCKUIT UHCTUTYT
OOKYMEHTOBEeAEHUA U apXUBHOro gena”
(BHUMOAR)

Mpodcoto3Hasn ya., a. 82, Mockea, 117393
Ten./dakc (495) 718-78-74 e-mail:mail@vniidad.ru;
http://www.vniidad.ru
OKMO 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 - O6pasel, Npoao/ibHOro 61aHKa NMcbMa OpraHM3auum Ha AByX A3blKax
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