OEJTEPAJIBHOE APXUBHOE ATEHTCTBO

®EJIEPAJIBHOE BIO/’KETHOE YUPEXJEHUE
"BCEPOCCUUCKUH

HAYYHO-UCCJEJIOBATEJBCKUN UHCTUTYT

JTOKYMEHTOBEJIEHUS U APXUBHOI'O JIEJIA"

METOANYECKHUE PEKOMEHJALIUA 11O
IHPUMEHEHUAIO I'OCT P 7.0.97-2016 "CUCTEMA
CTAHJAPTOB I1O UH®OPMAIIUNU,
BUBJINOTEYHOMY U U3JATEJABCKOMY JIEJIY.
OPI'AHUBALNOHHO-PACIIOPAAUTEJ/IBHASA
JOKYMEHTAILIIUA. TPEBOBAHUA K O®OPMJIEHHUTIO
JOKYMEHTOB"

MeToandeckue peKOMEHAAIMHN Pa3bsACHAIOT nmojoxkenus cragaapra [OCT P 7.0.97-2016, conepxkar
METOJIMKY WX TPAKTUYECKOTO WCIOIb30BaHUSI OpPraHAMH TOCYIApCTBEHHOW BJIACTH, OpraHAMH
MECTHOTO CaMOYIPABIICHHS, OpPraHU3alMsIMU IPH PEAU3alUU MPOIECCOB JTOKYMEHTAIIHOHHOTO
oOecrieueHns yIpaBlIeHUs, B TOM YHUCJIe B pabOTe TI0 CO3aHMIO JIEKTPOHHBIX JOKYMEHTOB, a TAKXKE
npu pa3paboTKe U BHEAPSHUH CUCTEM IIEKTPOHHOTO IOKYMEHTO000pOoTa.

Mertonnueckne pPEeKOMEHIAIMU TPEIHA3HAYEHBl 11 MPUMEHEHHUS OpraHaMy TOCYyAapCTBEHHOM
BJIACTU U TOCYNApCTBEHHBIMH OpPraHU3alUsIMM, a TaKXKEe OpraHU3alusIMU  Pa3JIUYHBIX
OpraHU3aIMOHHO-TIPaBOBBIX (HOpPM U (POpM COOCTBEHHOCTH. METOIUYECKHE PEKOMEHIAIMH MOTYT
HCIIONIb30BATHCS TAKXKE B Mpoliecce 00yueHus: CTYJEHTOB MO COOTBETCTBYIOUIUM JTUCITUTUTMHAM.

1. OBIIUE HHOJIOKEHUA

1.1. Meroaunueckue pekomenaauuu no npumerenuto 'OCT P 7.0.97-2016 "Cuctema ctannapToB
no uHpopManuy, OUOIMOTEUHOMY M H3JaTeiabckoMy Jeny. OpraHu3alliOHHO-pACOpsIUTeNbHAas
nokyMmeHTanus. TpeboBaHus K opopMieHn o JOKyMeHToB" (anee - MeToquueckue peKoOMeHalnn)
pa3pabOoTaHbI B [ENAX ONPECTICHUS:

- mopsika npumererus moyioxkernii TOCT P 7.0.97-2016 (nanee - Ctanaapr);

- IIOCJIEA0BATEIbHOCTU ACHCTBUM 110 OopraHu3anuvu €ro MPpUuMCHCHUA.

1.2. MeTtonuyeckue peKOMEHIAUU pa3padoTaHbl B COOTBETCTBUU ¢ DenepanbHbIM 3aKOHOM OT 29
uoHa 2015 r. N 162-®3 "O cranmaptuzaunu B Poccuiickoit depepanmu" <1>, a Takxe B
COOTBETCTBUU C 3aKOHOJATEIbHBIMU W WHBIMA HOPMATHUBHBIMH TPAaBOBBIMU aKTaMH B cdepe
nH(pOpMalUU U J1eT0MPOU3BO/ICTBA.
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<1> ®enepanbubiii 3ak0H OT 29 wutonHg 2015 r. N 162-®3 "O crangaptuzauuu B Poccuiickoit
Oenepannn" (Cobpanune 3akoHoaarenbctBa Poccutickoit @eneparum 2015 N 27, ct. 3953; 2016, N
15, cT. 2066; N 27, ct. 4229).

1.3. Meroauveckrue peKOMEHIAlUK Oy IyT CIIOCOOCTBOBATh MPUMEHEHHUIO MojiokeHnid CtaHmapra B
OpTaHM3AIMAX PA3THYHBIX OPTaHU3AIMOHHO-TIPABOBBIX (POPM.

1.4. [Tonoxenust Meroanyeckux peKOMEHIALUN pacIpOCTPAHAIOTCS Ha JOKYMEHThI Ha OyMakHOM
Y DJICKTPOHHOM HOCHUTEJISX.

1.5. ®enepanbubiM 3akoHOM OT 29 mions 2015 r. N 162-®3 "O cranpaptuzanuu B Poccuiickoit
denepanun" <2> ycTaHOBIIEH NPUHLHUI 100POBOJIILHOCTH IPUMEHEHUS CTaHAapPTOB.

<2> [lyskT 1 crareu 26 @enepanbproro 3akoHa ot 29 utons 2015 r. N 162-®d3 "O cranmapruzanum
B Poccuiickoit ®denepanun" (Cobpanue 3akoHonarenbctBa Poccuiickoit deneparuu 2015 N 27, cr.
3953; 2016, N 15, ct. 2066; N 27, ct. 4229).

[Tpumenenue Crangapra npeanosaraer:

- TPUBEACHHUE JIOKAJBHBIX HOPMATHUBHBIX AaKTOB OpraHu3allud, YCTAHABJIMBAIOUIUX IIpaBUiIA
oopMIIEHHUS JOKYMEHTOB, B cOOTBeTCTBUE cO CTaHAapTOM (MHCTPYKIHUS MO JEIOMPOH3BOACTBY,
CTaHJapT OpraHu3aluu, IpaBmiIa padoTel ¢ fokyMeHTamu B COJ1);

- pa3paboTKy OJaHKOB M AJICKTPOHHBIX IIA0JIOHOB JIOKYMEHTOB B COOTBETCTBUHU C TOJIOKCHUSIMU
Cranpapra.

1.6. B cootBeTcTBUU €O CTpYKTypoil CTaHmapTa, a TakKe B CBA3U C HEOOXOIUMOCTBIO ONPEACIICHUS
MOpsIIKa €ro NpuMeHeHus1, MeToinueckre peKOMEH1allui UMEIOT CIIEIYIOLIUE Pa3aebl:

1. O0mre NOI0KCHHS;

. TepMuUHBI U ONpeEIICHNUS;

. O6mmue TpeGoBaHMS K CO3/IaHUIO0 JOKYMEHTOB;
. ObopmieHne peKBU3UTOB TOKYMEHTOB;

. IloaroToBKa TEKCTOB JOKYMEHTOB;

. bilanku 1OKyMEHTOB;

U ) WV, N - S B\

. OcobeHHOCTH MMOATOTOBKH JJICKTPOHHBIX TOKYMCHTOB.

2. TEPMHUHBI U OITPEJIEJTEHUA

bnank ngokymenta <3> - gjMcT OyMard WIM 3JEKTPOHHBIM MIAOJOH C pEeKBU3UTaMH,
UACHTUPHUIHUPYIOIIMMHU aBTOpa OPHUIIMATIBHOTO IOKYMEHTA;

<3> [yskr 48 I'OCTa P 7.0.8-2013 Cucrema cranapToB Mo HHpopManuu, OMOIMOTEUYHOMY U
U3aTeNbCKOMY Jely. [lemonpons3BOACTBO M apXuBHOE 1eio. TepMuHBI M ompeneneHus. - M.:
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Cranpaptundopm, 2014.

JokymeHT <4> - oduIUaNbHBIA TOKYMEHT, CO3[JaHHBIA TOCYAapCTBEHHBIM OpPraHOM, OPraHOM
MECTHOTO CAMOYIpPABICHUs, IOPUIUYECKUM WIA (PU3HMUECKUM JUIOM, O(GOpPMIICHHBIH B
YCTAaHOBJICHHOM TMOpPSAKE W BKJIIOYEHHBIH B JOKYMEHTOOOOPOT (enepanpHOro opraHa
VCIIOJIHUTENIbHOM BJIACTH;

<4> [NoanyHkT 4 nynkTa 2 [IpaBun mpemonpousBoaAcTBa B GeepaabHbIX OpraHax HCIOJHUTEIbHOU
Biactu (yrBepxkaeHsl [loctanoBnenuem IlpaBurensctBa Poccuiickoit denepaunn ot 15 urons 2009
r. N 477) (Cobpanue 3akoHonarensctBa Poccuiickoit ®eneparuu 2009, N 25, ct. 3060; 2011, N 37,
cT. 5263; 2016, N 18, ct. 2641).

JlokymeHTHpoBaHue <5> - (pukcanus HHPOPMALUU Ha MATEPHUATLHBIX HOCHTEISIX B YyCTAHOBJICHHOM
HOPsLIIKE;

<5> Tam xe.

Konust mokymeHnta <6> - MOKYMEHT, MOJHOCTHIO BOCIPOU3BOIALINK WHGOPMAIUIO MOUIMHHUKA
JIOKYMEHTA ¥ €r0 BHEIITHWE MTPU3HAKHU, HE UMEIOLTUH IOPUIUIECKOM CHUIIBI;

<6> Tam xe.

HauuonaneHbli cTanaapt <7> - JOKYMEHT 10 CTaHJapTU3alluK, KOTOPbIH pa3paboTaH y4acCTHUKOM
WIM y4YaCcTHMKaMH pabOT MO CTaHAapTU3allM{, IO pe3yjbTaTaM 3KCHEPTU3bl B TEXHUYECKOM
KOMUTETE IO CTaHAAPTH3ALUU WM IPOEKTHOM TEXHUYECKOM KOMMTETE IO CTaHJIapTHU3aLUH
yTBEpkAeH (efepalbHbIM OPraHOM HCIOJHUTENIBHON BIAacTH B cdepe CTaHgapTU3alld U B
KOTOPOM JUIsl BCEOOINEro NPUMEHEHHUs YCTaHABIMBAIOTCS OOIIME XapaKTepUCTUKU OOBEKTa
CTaHJapTU3alUH, a TAKXKE MpaBuia U 001Me MPUHIUIBI B OTHOLIEHUH 00BEKTa CTaH1apTH3aLIH;

<7> IIyHKT 5 crathu 2 OenepanpHoro 3akoHa ot 29 uroHs 2015 r. N 162-D3 "O crangapTuzanuu B
Poccuiickoit @enepanun" (Cobpanue 3axkoHonarensctBa Poccuiickoit @enepanuun 2015 N 27, cr.
3953; 2016, N 15, cT. 2066; N 27, cT. 4229).

Odopmienune nokyMeHTa <8> - MPOCTABJICHUE HA IOKYMEHTE HEOOXOIUMBIX PEKBU3UTOB;

<8> Hynkr 52 'OCTa P 7.0.8.-2013 Cucrtema cranaapToB 1o MHPOpMaLUHU, OMOIMOTEUHOMY U
U3aTeNbCKOMY Jely. [lemonpons3BOACTBO M apXuBHOE 1eno. TepMuHBI M ompeneneHus. - M.:
Cranpaptungopm, 2014.

ITognucanue (,Z[OKYMCHTa) <9> - BBIPAXKCHUC OTBCTCTBCHHOCTU 34 COICPKAHHUC JOKYMCHTA
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MOCPEACTBOM 3aBEPEHHUS €ro COOCTBEHHOPYYHOH MOIMKUCHIO JTOJDKHOCTHOTO WU (PU3UIECKOTO
1A,

<9> [1yHKT 57, Tam xe.

[Mogmuce <10> - peKBU3UT, COAEPXkKALIMH COOCTBEHHOPYYHYIO POCIHCH JOJDKHOCTHOTO HIIH
¢du3nveckoro nuIa;

<10> ITyHkT 58, Tam xe.

Perucrparnmonnslii HoMep JOKyMEHTa (PEeruCTPaIllMOHHBIM HMHIEKC MoKymeHTa) <11> - nudposoe
Wi OyKBEHHO-IIM(PPOBOE 0003HAYCHUE, IPHCBANBAEMOE JIOKYMEHTY IIPU €r0 PETUCTPALIHH;

<11> [lyskT 85, TaM xe.

PexBmsur moxkymenta <I12> - 3ieMEHT JOKyMEHTa, HEOOXOAMMBIH aisi ero o(OpMICHUS H
OpraHu3anuu paboThl ¢ HUM;

<12> Ilynkr 4 IlpaBun Aenonpou3BOACTBa B (heAepalibHBIX OpraHax HCIIOJHUTEILHOW BIACTH
(yrBepxkaens! Ilocranosnenuem IlpaBurenscrBa Poccuiickoit @enepanuu ot 15 urons 2009 r. N
477) (Cobpanue 3akonoaarensctBa Poccuiickont ®eneparnuu 2009, N 25, ct. 3060; 2011, N 37, cr.
5263; 2016, N 18, ct. 2641).

OneKkTpoHHas moAanuch <13> - uHpOpManus B IEKTPOHHOH (opMme, KOTOpas MPUCOEAMHEHA K
Ipyroil uHGoOpManuu B 3JIEKTPOHHON (opMe (MOANMUCHIBaEMON MHPOpPMAIIMK) WX UHBIM 00pa3oM
CBi3aHAa C Takoil wMHpopMamuell u KOTOpas HCHOJb3yeTCs Uil  ONpeleNeHHs JuIa,
MOAMUCHIBAIOIIETO HH(OpMAIIHIO;

<13> Ilynukr 1 crateu 2 ®dexnepanpHoro 3akoHa oT 6 ampens 2011 r. N 63-®3 "OO0 snekTpoHHON
noamucu" (CoOpanue 3akoHoaarenbcTBa Poccuiickoit @enepanuu, 2011, N 15, ct. 2036; 2011, N
27, ct. 3880; 2012, N 29, ct. 3988; 2013, NN 14, cT. 1668, N 27, ct. 3463, N 27, c1. 3477; 2014, N
11, ct. 1098, N 26 (u. 1), cT. 3390; 2016, N 1 (4. 1), cT. 65, N 26 (u. I), cT. 3889).

OJEeKTPOHHBIH JOKYyMEHT <14> - JOKyMEHTUpOBaHHas HWHQOpMaLus, TMpeIcTaBleHHas B
AIIEKTPOHHOM (OopMe, TO €CTh B BHJIE, IPUTOHOM IS BOCHPUSITUS YEIIOBEKOM C HUCIIOJIb30BAaHHEM
AIIEKTPOHHBIX BBIUUCITUTENBHBIX MallliH, a TaKxe ISt nepeaavu o

MH(}OPMaLMOHHO-TEJIEKOMM YHUKAIIMOHHBIM CETAM WM 00pabOTKH B HH()OPMALIMOHHBIX CUCTEMAX.

<14> [omnyukr 11.1 crateu 2 ®PenepanmbHoro 3akoHa ot 27 wutons 2006 r. N 149-03 "OO6
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uHpopManuy, HWHPOPMAIMOHHBIX TexXHOJOrusax u o 3ammre wuHbopMmanuu" (Cobpanue
3akoHoarenscTBa Poccutickoit deneparuu, 2006, N 31, ct. 3448; 2010, N 31, ct. 4196; 2011, N
15, ct. 2038, N 30, ct. 4600; 2012, N 31, ct. 4328; 2013, N 14, ct. 1658, N 23, c1. 2870, N 27, cT.
3479, N 52, ct. 6961, 6963; 2014, N 19, ct. 2302, N 30, ct. 4223, N 30, ct. 4243, N 48, ct. 6645;
2015, N 1, cr. 84, N 27, ct. 3979, N 29, cr. 4389, N 29, cr. 4390; 2016, N 26, ct. 3877, N 28, cT.
4558, N 52, ct. 7491, N 52, ct. 7491; 2017, N 18, c1. 2664, N 24, ct. 3478, N 25, ct. 3596, N 27,
ct. 3953, N 31, cT. 4825, 4827, N 48, ct. 7051; 2018, N 1, ct. 66; N 18, ct. 2572; N 27, ct. 3956; N
30, ct. 4546).

VHble TOHATHUS UCTIONB3YIOTCS B MeTOANYEeCKHX PEKOMEHIAIUAX B 3HAUYCHHH, COOTBETCTBYIOIIEM
I'OCT P 7.0.8-2013 "Cucrema CcTaHIapTOB MO OMOIMOTEUHOMY W H3JATEIBCKOMY JCIY.
Jlenonpoun3BoACTBO U apXUBHOE 11€510. TepMUHbI U onpeneneHus” <15>.

<15> TOCT P 7.0.8-2013 Cucrema craHgapToB Mo wuHPOpMAIUK, OHOIUOTEYHOMY U
U3JaTeIbCKOMY Jieny. Jlemonpon3BOACTBO M apXWBHOE fAeno. TepMHuHBI u omnpeaeneHus. - M.:
Crangaptundopm, 2014.

3. OBIIUE TPEBOBAHUA K CO3JJAHUIO JOKYMEHTOB

3.1. JlokyMeHTBI MOTYT CO3JaBaTbCsi Ha OYMa)KHOM HOCUTENE M B 3JCKTPOHHOI ¢opme c
COOJTIO/ICHHEM YCTAaHOBJICHHBIX MPABUII OPOPMIICHHS JJOKYMEHTOB.

3.2. JlomyckaeTcsi cOo3JaHUE€ JOKYMEHTOB Ha JMIEBOW M 00OpOTHOH cropoHax usucra. [lpum
JIByCTOPOHHEM I€4aTaHUM JOKYMEHTOB LIMpUHA JIEBOTO IOJII HA JIMLEBOM CTOpPOHE JHCTa U
MPaBOTO TOJII HA 0OOPOTHON CTOPOHE JIMCTA JIOJKHBI OBITH PABHBI.

[lpu co3gaHuMu JOKyMEHTa Ha JBYX M OoJyiee CTpaHHMIIAX BTOPYIO M IOCIEAYIOIIME CTPaHUIIbI
HYMEpPYIOT.

Howmepa crpanuil mpoCTaBIIsAIOTCS NOCEPEIUHE BEPXHEro MO JOKYMEHTa Ha PaCCTOSIHUM HE MEHEe
10 MM OT BEpxXHEro Kpas JINCTa.

[Tpu oopmiieHUN JOKYMEHTa, 3aHUMAIOLIET0 HECKOJIBKO JINCTOB, HAa OJaHKe O()OPMIISETCS TOJIBKO
IIEPBBII JIUCT.

3.3. JInst M3roToBIEHMsI JOKYMEHTOB HCHOJIB3YIOTCS CBOOOJHO paclpocTpaHseMble HIPUQPTHI 110
BbIOOPY OpraHu3aliy, BXOSAIINE B CTAHAAPTHBINA aKeT 0(PUCHOrO MPOrpaMMHOTO OOecTieueHusl.

Pa3zmep mpudta - N 12 - 14,

[Tpu coctaBiaeHun TaOIUI] AOMYCKAETCs MCIOJIb30BaHUE MIPU(PTOB MeHbIIUX pasmepoB (10 N 10,
11).

B UHcTpykIMM 1o enonpou3BOJICTBY PEKOMEHAYETCS YCTAaHOBUTH €IMHYIO TapHUTYpPY IIpUQTa
JUTSL BCEX OPraHU3allMOHHO-PACTIOPSAUTEIbHBIX TOKYMEHTOB.

3.4 Tabnuupl ¥ Tpa@uKH MOTYT pacIojlaraThCsl Ha JHUCTE OyMaru ¢ MCIOJIb30BaHHEM allbOOMHOM
OpUEHTAIH CTPAHUIIBI.

3.5. AG3anHbIit OTCTYN TEKCTa JOKyMeHTa - 1,25 cm.

3aronoBku pa3aciioB U NoApasaciioB MEUATAOTCA C a63aI_IHBIM OTCTYIIOM HWJIM HNCHTPUPYIOTCA I1O
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LIMPUHE TEKCTA.

3.6. MHOrocTpoYHble PEKBU3UTHI [E€YATAIOTCSl YEPE3 OJMH MEKCTPOYHBIH HMHTEPBaJ, COCTaBHBIE
YaCTU PEKBU3UTOB MOT'YT OTAENIATHCA JOIOIHUTEIbHBIM HHTEPBAIIOM.

JmHa caMOl JTMHHOM CTPOKHM PEKBU3UTA MPH YIJIIOBOM PACIOJIOKEHUH PEKBH3UTOB HE Oosee 7,5
CM.

JnmuHa camMol JUTMHHOM CTPOKH PEKBU3HUTA MPHU MPOJIOJIEHOM PACTONOKEHUH PEKBU3UTOB HE OoJjiee
12 cMm.

CTpoKH pPEKBU3HUTOB BBIPABHUBAIOTCS IO JICBOM TIPAHMIIE 30HBI PACIOJIOKECHHS PEKBU3UTA WIN
LEHTPUPYIOTCSI OTHOCUTEIBHO CAMOM JUIMHHOW CTPOKHU.

3.7. PexBu3uthl "moanuce" u/unm "rpud coraacoBaHus" ITOJDKHBI TOMENIATHCS HA OJHOW CTPaHHIIC
C TeKCTOM JIoKyMeHTa. He momyckaercs mepeHoc 3TUX PeKBU3UTOB JOKYMEHTA Ha OTIENIbHBIN JHCT
<16>.

<16> Uckmouenuem siBisiercs JIuct cornacoBanus, ohopmMisieMblii Ipu HaTu4Iuu 6osee 4-x rpudos
COIJIACOBaHUS.

3.8. TekcT mOKyMeHTa BBIPAaBHUBACTCS IO IIMPUHE JUCTA (TI0 TPaHMIIaM JIEBOTO M MPABOTO MOJEH
JIOKYMEHTA) U nevaraercs yepes 1 - 1,5 MexcTpOoYHbIX HHTEpBAIA.

Ecnu 1oxyMeHT rotoBUTCs Ui U3JJaHUA C YMEHbIIEHHEM MacluTada, TEKCT IedaTaeTcsi yepes /iBa
MHTEpBaa.

WuTepBas Mexx1y OyKBaMu B CIIOBaX - OOBIYHBIH.
WHTepBasl MeXy CIIOBaMHM - OJMH IPooe.

3.9. JlokanbHBIMU HOPMATHUBHBIMU aKTaMU OPraHU3allud MOXKET ObITh MPEAYCMOTPEHO BBIJEIICHUE
OTJIENIbHBIX PEKBU3UTOB, a TAKXKE (PparMEHTOB TEKCTA MOTYKUPHBIM HIPUPTOM.

[Tpu oopmiieHUN TOKYMEHTOB HE PEKOMEH/yeTCsl UCIOIb30BaTh HauepTaHue mpudta "Kypcus" u
MOYEPKUBaHHUE TEKCTA.

3.10. HopMaTuBHBIE aKThl OpraHU3allMy, a TAK)KE€ HMHBIE MHOIOCTPAHUYHBIE JOKYMEHTHI MOTYT
oopmitsaThes ¢ TUTYIbHBIM JicToM ([Tpunoxenue N 1).

Ha tutynpHOM NHCTE TOKYMEHTa HOMEpP CTpPaHMIIbl HE yKa3bIBa€TCs, HO YUUTHIBAeTCs MpHU oOLIei
HyMEpALUKU CTPAHHII.

3.11. JIokyMeHTBI, Kak JJIEKTPOHHbIE, TaK M Ha OyMa)XHOM HOCHTEJE, MOTYT CO3]1aBaThCs C
UCIIOJIb30BAaHUEM TPOIPAMMHOI0 OO0ECIEYEeHUsI - TEKCTOBBIX, TAOJMYHBIX PEAAKTOPOB, CHUCTEM
ANIEKTPOHHOTO JIOKyMeHTooOopoTa (mamee - CDJI), obecneumBaromux Cco3JaHuE, MPOCMOTP U
pellakTUpOBaHHE JOKYMEHTOB - C COOII0IeHUEM MoJiokeHni CranaapTa.

B opranmzanmm MOryT HCHOJB30BaThCSA JJIEKTPOHHBIE KOMHWU JOKYMEHTOB, IIOJIy4aeMbIE B
pe3ynbraTe OUU(POBKU (Hampumep, CKaHMPOBAHMS) JOKYMEHTOB Ha OyMa)XHOM HOCHTEJE.
OJEeKTpOHHAs KOMUS JOKYMEHTa JIOJDKHAa OBbITh YHMTAaeMOH, HE CoJepXaTbh IepeBEpHYTHIX
M300paXeHUH CTpaHMIl, HE HAPYLIaTh HYMEPALUIO CTPAHMUII.

J1s 5IeKTPOHHBIX KOMHIA JOKYMEHTOB pEKOMEHAyeTCs Ncnoib3oBathk ¢popmar PDF.
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4. OPOPMJIEHUME PEKBU3UTOB IOKYMEHTOB

OpraHu3allMOHHO-PacIOPAIUTEIbHbIE JOKYMEHTBl JOJDKHBl HMETh YCTAHOBJIEHHBIH COCTaB
PEKBU3UTOB U MpaBMiia NX 0)OPMIICHUSI.

DJEeKTPOHHBIE JOKYMEHTHI JTOJKHBI ObITH O(OpPMIICHBI IO OOLIMM IpaBHJIaM JIEJIONPOU3BOJCTBA H
UMETh PEKBH3HTHI, YCTAHOBJIICHHBIC /ISl AHAJOTMYHOTO JOKYMEHTa Ha OyMaXHOM HOCHTENe, 3a
uckimoueHneM peksusuta "[‘ocynapcrBennsiii repo Poccuiickoit deneparmu” <17>.

<17> Iynkr 38 IlpaBun nenomnpousBojcTBa B (pepepaabHbIX OpraHax HCIOJHUTEILHOW BJIACTH,
YTBEPXKACHHBIX nocTaHoBileHueM lIpaBurenscrBa Poccuiickoit @enepauuu ot 15 utons 2009 r. N
477 (Cobpanue 3axkoHomarenbcTBa Poccutickoit @enepanmu 2009, N 25, cr. 3060; 2011, N 37, cr.
5263; 2016, N 18, cT. 2641).

CocraB u odopmieHHEe pPEeKBU3UTOB YycTaHaBiuBaroTcs CrangaproM. CocTaB pPEKBU3UTOB
KOHKPETHOT'O JOKYMEHTA OIPEeseTCs €r0 BUJIOM U Pa3HOBUAHOCTHIO.

CraHjapT ycTaHaBIMBAET CIEAYIOLIUMNA COCTaB PEKBU3UTOB OPraHU3ALMOHHO-PACHOPAIUTEIbHBIX
JIOKYMEHTOB:

01 - rep6 (TocymapctBennsiii repd Poccuiickoit ®enepauuu, repd cydobekra Poccuiickoii
®Oeneparun, repod (TepaabAUYeCcKHi 3HaK) MYHHUIIMITAIHHOTO 00pa30BaHUsA);

02 - >M0eMa;

03 - ToBapHbIi 3HAK (3HAK 0OCTY>KUBaHU);

04 - xon hopMBI JOKYMEHTA;

05 - HanMeHOBaHWE OpPTraHU3AIMU - aBTOpPA IOKYMEHTA,

06 - HaMeHOBaHKE CTPYKTYPHOTO TIOPA3ICIICHUS - aBTOPA JOKYMEHTA;
07 - HauMeHOBaHME TOMKHOCTH JIMIIA - aBTOPA TIOKYMEHTA;

08 - cripaBouHBIE JaHHBIE 00 OPTaHU3AIINH;

09 - HanMeHOBaHME BHJIa JOKYMEHTA,

10 - nara qOKyMeHTa;

11 - peructpailnoOHHBI HOMEP TOKYMEHTA;

12 - ccplka Ha pEerucTPaIMOHHBIN HOMED U AaTy MOCTYNUBIIErO JOKYMEHTA;
13 - mecTo cocraBieHUS (M31aHUS) JOKYMECHTA,

14 - rpu¢ orpaHnuueHus A0CTyMNa K JOKYMEHTY;

15 - appecar;

16 - rpu¢ yrBepkaeHUs JOKYMEHTA;

17 - 3aronoBOK K TEKCTY;
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18 - TekcT KOKyMeHTa;

19 - oTMeTKa O MIPUIIOKESHUH;

20 - rpud cornmacoBaHus TOKYMEHTA;

21 - Bu3a;

22 - TIOIINCh;

23 - oTMeTKa 00 3JIEKTPOHHOH MOAIHUCH;
24 - meyaTts;

25 - oTMeTKa 00 UCHOHUTEIIE;

26 - OTMETKa O 3aBEepEeHUH KOIHH;

27 - OTMETKa O TIOCTYIUICHUH JIOKYMCHTA,
28 - pe3oronus;

29 - oTMETKa O KOHTPOJIE;

30 - oTMeTKa O HAaPaBIICHUH JTOKYMEHTA B JIEJIO.

4.1.T'epd (I'ocynapcTBennblii repd Poccuiickoii @enepaunu, repod
cyobekTa Poccuniickoin @eaepannu, repod (repajibanvecKuid 3HAK)
MYHHMIUIIAJIBHOI0 00Pa30BaAHUA)

I'ep06 (I'ocynapctBennslii rep6 Poccuiickoit @enepanuu, repd cyobekra Poccuiickoit deneparum,
rep6 (repaibAMYECKUil 3HAK) MYHULMIAIBLHOIO 0O0pa3oBaHMs) BOCHPOM3BOJUTCS Ha OJaHKax
JIOKYMEHTOB B COOTBETCTBUHU ¢ DenepanbHbIM KOHCTUTYLMOHHBIM 3aKOHOM OT 25 aekaOps 2000 r.
N 2-®K3 "O TocymapctBerHoM TepOe Poccuiickort ®eneparuun” <18>, 3akoHOIATEIBHBIMU U
UHBIMH HOPMAaTHBHBIMU IPAaBOBBIMU aKkTaMu cyO0bekToB Poccuiickoit denepanum, ycraBamu u
HOPMAaTHUBHBIMM [TPAaBOBBIMU aKTaMU IPEICTaBUTENbHBIX OPraHOB MyHHIIMIIAJILHBIX 00pa30BaHUM.

<18> @enepanbHblii KOHCTUTYLMOHHBIM 3akoH OT 25 gekabps 2000 r. N 2-®K3 "O
I'ocynapctBenHom repbe Poccuiickoit ®@eneparuu” (CoOpanue 3akoHomarenbcTBa Poccuiickoit
O®enepanun, 2000, N 52, ct. 5021; 2002, N 28, ct. 2780; 2003, N 27, ct. 2696; 2009, N 46, cr.
5417; 2010, N 1, ct. 1; 2013, N 30, ct. 4022; 2014, N 11, ct. 1088).

Nzobpaxenne rtepdba (['ocymapctBennoro repba Poccuiickoii ®enepauun, repba cyObekTa
Poccuiickoit ®enepanuu, repba (repajibAMUecKOro 3HAKa) MYHUIUIAIBHOIO 00pa3oBaHus)
MIOMEIIAETCSl MOCEepEeIMHEe BEPXHEro Mojisi OJaHKa JOKyMEHTa HaJ PEeKBU3UTaMH OpraHM3alluu -
aBTOpa IOKYMEHTA, Ha paccTossHUM 10 MM OT BepxHero kpas aucra <19>.

<19> IMomyxupHBIM MIPHUPTOM B TEKCTe METOAMUYECKUX PEKOMEHAINI BBIIEISIFOTCS U3BJICUSHUS
n3 Cranpapra.
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Bapuant uzobpaxenust ['ocynapcrennoro repda Poccuiickoit @enepaiiuu onpeaensercs: BHIOM
JOKYMEHTa W CTaTyCOM M3JAIOLIEro €ro opraHa B COOTBETCTBUH cO CT. 3 dDenepanbHOro
KOHCTUTYIIMOHHOTO 3akoHa orT 25 pgekabps 2000 r. N 2-®K3 "O TocymapcTtBeHHOM Tepbe
Poccuiickoit ®enepanun' <20>.

<20> Cratbsa 3 denepanbHOTO KOHCTHUTYLMOHHOTO 3akoHa oT 25 nmekabps 2000 r. N 2-®K3 "O
I'ocynapctBenHom repbe Poccuiickoit ®@eneparuu" (CoOpaHue 3akoHomaTenbcTBa Poccuiickoit
@eneparun, 2000, N 52, ct. 5021; 2002, N 28, ct. 2780; 2003, N 27, cr. 2696; 2009, N 46, cT.
5417; 2010, N 1, ct. 1; 2013, N 30, ct. 4022; 2014, N 11, ct. 1088).

['epOb1 cyOBekTOB Poccuiickoii @enepaniuil ycTaHABIMBAIOTCS MX 3aKOHAMHU.

['epObl (repanbauyeckue 3HAKM) MYHHULUNAIBHBIX 00pa30BaHUM yTBEPXKIAKOTCS yCTaBaMH
COOTBETCTBYIOIIMX MYHHUIMIIATBHBIX 00pa30BaHWN WM TPABOBBIMH aKTaMH (pEIICHHSIMH,
IOCTaHOBJICHUSIMHU) TPE/ICTAaBUTEIbHBIX OPraHOB MYHUIMIAIBHBIX OOpa3zoBaHui. B ycraBax wim
MOCTAaHOBJICHUAX (pEIICHUSX) MPEICTaBUTEIBHBIX OpPraHOB MYHUIMMAIBHBIX  00pa30BaHUMA
(coBeToB, CcOOpaHMil) OroBapuBaeTCs COCTaB BHJIOB JIOKYMEHTOB C BOCHpPOM3BEAECHHEM Trepla
(repanpAMUECKOro 3HaKa) U BapUaHT BOCIPOU3BEICHUS (OHOLBETHBINA MM MHOTOL[BETHBIN).

4.2. Im0JIeMa

3M6J’I6Ma, pa3pa60TaHHa;1 U YTBCPXKACHHAA B YCTAHOBJICHHOM IOPAAKE, pPasMCIIacTCs B
COOTBCTCTBUHU C HOPMATHUBHBIMU IIPABOBBIMH aKTaMH Ha OJaHKax M SJICKTPOHHBIX mabJioHax
JOKYMCHTOB!:

- (perepaIbHBIX OPraHOB rOCYAAPCTBEHHOM BIACTH;
- TEPPUTOPHUATILHBIX OPraHoB (eIepaIbHBIX OPTraHOB TOCY/IapPCTBEHHOMN BIIACTH;
- TOCYZAApPCTBEHHBIX U HETOCYAAPCTBEHHBIX OPTaHU3ALUH.

N300pakeHre 5MOIeMbl TMOMEIIAETCS IOCepeMHE BEpXHEro Mnouiss ONaHKa JOKyMEHTa Haj
PEKBU3UTaAMH OpPraHU3AlMU - aBTOpa JOKYMEHTa, Ha paccTosHUM 10 MM OT BepxHero kpas jaucra. B
OaHKaX C YIJIOBBIM pAaclOJIOKEHUEM PEKBU3UTOB H300pakeHHe HMOJIEeMbl IOMENaeTcs
MOCEepEIMHE BEPXHETO IO0JIS 30HbI, 3aHIATON peKBU3UTaMH OJaHKa.

4.3. ToBapHbIH 3HAK (3HAK 00CJTyKMBAHUA)

ToBapHbIif 3HaK (3HaK OOCTYXUBaHUS), 3aPETUCTPUPOBAHHBIA B YCTAaHOBJIEHHOM MoOpsiake <21>,
BOCIIPOM3BOAMTCS Ha ONaHKaX OpraHU3alluii B COOTBETCTBUU C YCTAaBOM (IIOJIOKEHUEM 00
opranusanuu). MzobpaxeHne TOBapHOTO 3Haka (3HakKa OOCIYXMBaHUS) MOMEIIAETCS MOCEpeInHe
BEpPXHEro moJisg OJlaHKa JOKyMEHTa HaJ PEKBU3UTAMH OpraHM3allid - aBTOpa JOKyMEHTa Ha
paccrosiHuu 10 MM OT BepXHEro Kpas JIMCTa WM cjeBa Ha ypPOBHE HAUMEHOBAHUS OpraHU3alllu -
aBTOpa JOKYMEHTa (JIOMyCKaeTCsl 3aXBaThIBATh YaCTh JIEBOTO TMOJIS).

<21> Cratbsa 1503 derBeproii wactu ['paxmanckoro kojaekca Poccumiickori ®Denepanuu ot 18
nexadps 2006 r. N 230-D3.
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N3o0pakeHne TOBapHOro 3HaKa (3HaKa OOCIYXKHUBaHUS) PETUCTPUPYETCS B  TOPSIKE,
YCTaHOBJICHHOM HOPMaTUBHBIMU IIpaBOBbIMU akTaMu Poccuiickoit ®enepanuu. ToBapHbBI 3HAK
nu3zo0pakaercsd (BOCIPOM3BOAMTCS) HAa JOKYMEHTaX B COOTBETCTBUH CO CBHUJAETEIBCTBOM Ha
TOBAapHBIN 3HAK (3HaK oOciyxuBaHus). ToBapHBINA 3HAK MOKET OBITH pa3MelIeH Ha JOKYMEHTAIHH,
CBSI3aHHOM C BBEJICHHEM TOBApPOB B IPAKAAHCKUNA 000pOoT <22> - MUChbMAaX, HAKJIaIHBIX U JP.

<22> Cratbs 1484 uyerBeproil wactu I'paxkmanckoro koxekca Poccuiickoit ®eneparuu ot 18
nekabpst 2006 r. N 230-D3.

Hapsimy ¢ ToBapHBIM 3HAKOM (3HAaKOM OOCIY)KMBaHHs), Ha OJaHKaX JIOKYMEHTOB MOXET
YKa3bIBaThCSl KOMMepUeckoe o0o3HadeHue ropuandeckoro yumna. Kommepueckoe o0o3HaueHUE He
ABISIETCST  (PUPMEHHBIM HAMMEHOBAHMEM W HE TMOJUICKUT 00s3aTeIbHOMY BKIIOUEHHIO B
yupeauTeIbHbIe JOKYMEHTHI U €IMHBIN IrOCYAapCTBEHHBIN peecTp IOPUAUYECKUX UL <23>.

<23> Cratbs 1538 werBeproii wactu I'paxkmanckoro koxekca Poccuiickoit ®eneparum ot 18
nexabps 2006 r. N 230-D3.

4.4. Kox popmbl 1OKyMeHTA

Koxg ¢opmbl moxkymeHTa mpocTaBisieTcsi Ha YHUMUUIHMPOBAHHBIX (OpMax TOKYMEHTOB B
cooTBeTcTBUU ¢ OOIIEPOCCHIICKIM KJIacCUDUKATOpOM yrpaBieHuYeckor nokymentanuu (OKVY]I)
WIM JIOKAJIbHBIM KJIacCU(UKATOPOM, pacrojiaraeTcs B IPaBOM BEpXHEM yriay pabodero mosis
JIOKYMEHTA, COCTOUT U3 cjioB "®opma mo..." (HauMeHoBaHME Ki1accupukaropa) u HudpoBoro Koja.

Hanpuwmep:

| | dopma 1o OKYJ1 0211151]
JonyctumMo opopMIIATh PEKBU3UT CIEAYIOIIMM 00pa3oM:

| | OKVYJ1 0211151]
Ecnu xox popmbl TOKyMEHTa ycTaHaBIMBaeTCs Kilaccu(PUKATOpOM OpraHU3alluy, YKa3bIBa€TCs €ro
Ha3BaHMUC.

4.5. HaumeHOBaHUE OPTraHU3ALNH - AaBTOPA JOKYMEHTA

HauMeHnoBanue opranuzaiuu - aBTopa JOKyMEHTa BKJIIOYAaeTCs B OaHK JOKYMEHTa B COOTBETCTBHH
C HAMMEHOBAaHUEM IOPUIMYECKOTO JINIIA, 3aKPETUICHHBIM B €T0 YUPEAUTEIbHBIX JOKYMEHTaX (yCTaBe
WJTY TIOJI0KEHUN ).

HO}I HAaMMCHOBAHUCM OpraHu3alliu B CKOOKax YKa3bIBa€TCsA COKPAIICHHOC HAWMMCHOBAHUC
opraHu3aluu, €CJIvu OHO NPCAYCMOTPCHO YCTaBOM (HOHO)KCHI/ICM).

Han nanmmeHoBaHuMeM opraHu3alnuu - aBTOpa JOKYMEHTA YKA3bIBA€TCS IOJHOE WM COKPAILLEHHOE
HAaUMEHOBAHME BBIIIECTOSIIEH OpraHu3aiy (IIpH ee HAIUYUH).
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Hanpuwmep:

MunkomcBs3s Poccun
denepanbHOE TOCYIAPCTBEHHOE YHUTAPHOE PEANPUSATHEC
"CBA3b - 6e3omacHOCTh"
HanmvenoBanue ¢unmana, TEppUTOPHAIBHO 000COOJEHHOTO MOApa3AeieHUs, MPEACTABUTEIHCTBA
YKa3bIBa€TCs, €CJIIM OHO SIBJIACTCS aBTOPOM JOKYMEHTa, M pacIojaraercs HIKE HAMMEHOBAHUS
OpraHu3aIluy.
HaumenoBanue opranuzannu BKIIOYAET:

- Ha3BaHHWe OPraHU3alMOHHO-TPaBoBOW (Gopmbl ((demepanbHOoe OHOHKETHOE YUPESIKIACHHE,
aKIIMOHEPHOE 00IIECTBO, OOIIECTBO C OrPaHHUYECHHON OTBETCTBEHHOCTBIO H JIp.);

- CcOoOCTBEHHOE€ HauMMeHOBaHMe opranuzauuu (Bcepoccuiickuii Hay4HO-HCCIIEI0BATENbCKUM
UHCTUTYT JIOKYMEHTOBEICHHSI U apXUBHOTI'O JIeN1a).

BriroueHre B HaMMEHOBaHHE IOPUAMYECKOTO JUIAa OPUIIMAIIEHOTO HanMeHoBaHUS "Poccuiickas
Oenepauus” nnu "Poccus", a Takke €10B, IPOUM3BOJHBIX OT 3TOT0 HAMMEHOBAHUS, JOIYCKAETCS B
Clay4dasiX, NPEAyCMOTPEHHBIX 3aKoHOM, Yyka3zamu IIpesunmenra Poccuiickoin ®@epepanuu wWin
noctaHoBieHusamMu [IpaBurensctBa Poccuiickoit denepanun, 1100 HA OCHOBAHHHM Pa3pEIICHHS,
BBIJIaHHOTO B Mopsiike, ycraHoBiaeHHOM [IpaBurensctBoM Poccuiickoit denepannn <24>.

<24> Ilyskt 1 crateu 54 yactu nepBoi ['paxkmanckoro konekca Poccuiickoit ®enepauuu ot 30
HOs10pst 2004 1. N 51-®3.

Ocpuyuanvholii ucmouHUK I1EKMPOHHO20 OOKYMEHMA cooepiycum Hemounocms: I paxcoanckuii
koodekc Poccuiickon @edepayuu (wacms nepeasn) N 51-D3 6vin npunam 30.11.94.

HaumenoBanust opranmzauuii cyOpektoB Poccuiickoit ®enepanuu, HMEIOMMX Hapsay C
rocyJapCTBEHHBIM s13bIKOM Poccuiickoil deneparyiy rocyAapcTBEHHBIN S3bIK PeCIyOIMK B COCTaBe
Poccuiickoit ®enepanuu, TmeyaTaroT Ha JBYX MWIM Oojiee SI3bIKax: TOCYJAapCTBEHHOM U
HallMoHaNbHOM(bIX). HanMeHoBaHMe oOpraHM3allud Ha TOCYAApCTBEHHOM S3BIKE DPECIyOJIMKH B
coctaBe Poccuiickoii denepanin peKOMEHAYETCS pacioiaraTb HUKE WM CIIpaBa OT HAUMEHOBAHUS
Ha PYCCKOM $I3BbIKE <25>.

<25> Dta pexomennaius Brepsbie BrIrodeHa B [TOCT P 6.30-2003 B pa3sutue crateit 16 m 17
®enepanbHoro 3akoHa ot 25 okrabps 1991 r. N 1807-1 "O sas3sikax HapongoB Poccuiickoit
Oenepannn” (Bemomoctw CHJI u BC PC®CP, 12, 1991, N 50, cr. 1740; Cobpanue
3akoHoAarenscTBa Poccuiickoit ®enepamuu, 1998, N 31, cr. 3804; 2002, N 50, ct. 4926; 2013, N
27, ct.3477; 2014, N 11, cT. 1094).

B ceazu ¢ ympamoit cunvt 'OCT P 6.30-2003, ciedyem pyKkosoocmeosamucs RPUHAMBIM 63AMEH
TI'OCT P 7.0.97-2016.

Ecmm AOKYMCHT MMOATOTAaBJIMBACTCA COBMECTHO ABYMSA U Oouee oprannu3anuvsiMu, TO HAMMCHOBAHUA
OpFaHI/IBaHHﬁ CJICAYyCT IncHaTraTb Ha YHUCTOM JIMCTC 6YM8.1"I/I. HpI/I CHCTEeMaTHUYECKOI IIOATOTOBKE
COBMCCTHBIX OTOKYMCHTOB JJII HUX MOXXCT H3TOTaBJIMBATLCSA 6n1ank. HaumeHoBaHus OpFaHI/ISaHI/Iﬁ
pacmnojiararor Ha OJHOM YPOBHC.
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4.6. HammeHoBaHMe CTPYKTYPHOI'O OAPA3/Ae/ICHU - ABTOPA
AOKyMeHTa <26>

<26> PexBu3UT BriepBble BBeeH CTaHIapTOM.

HaumeHoBaHMe CTpPYKTYpHOrO MOJpa3JeieHus] - aBTOpa JOKyMeHTa (B TOM uucie (uiuana,
OTJENICHUS, TPEJCTABUTEIBCTBA, KOJUICTHAIBHOTO, COBEIIATEILHOIO WJIIM HMHOTO OpraHa)
UCIIONIb3YETCSl B OJIaHKaX MUCEM M OJaHKaX KOHKPETHBIX BHUJIOB JOKYMEHTOB COOTBETCTBYIOLIMX
nojpasjiesiecHuid (opraHoB) B COOTBETCTBUM C JOKAJIbHBIMH HOPMATUBHBIMU aKTaMH U YKa3bIBACTCS
110/1 HANMEHOBAHUEM OpTaHU3ALMH.

Pemenne 00 wucmonb3oBaHMM ONAHKOB CTPYKTYPHBIX —MOApasAeieHuid (0 JeNernpoBaHUH
CTPYKTYPHOMY IOJIpa3ieJICHUI0 IPaBa CaMOCTOSITEIbHO BECTH IEPENUCKY C OpraHM3alUsMU Ha
COOCTBEHHOM OJIaHKE WM W3/aBaTh PaCIOPSIUTEIbHBIE JOKYMEHTBI) MPUHAMAET PYKOBOJAUTEIND
OpraHu3alUK WIK HHOE YIIOJHOMOUYEHHOE UM JIMLIO.

4.7. HammeHoOBaHUeE JO/ZKHOCTH JIMLA - ABTOPA IOKyMeHTa <27>

<27> PekBu3uT BuepBbic BBeACH CTaHIAPTOM.

HanmMeHnoBaHue AOJDKHOCTH JIMIla - aBTOpa MJOKYMCHTa HUCIIOJB3YCTCA B OJaHKax IIMCEM H
PacCIopAAUTCIbHBIX TOKYMCHTOB M pacIiojiaracTcs noJJ HanMCeHOBAaHUEM OpPraHu3aluu.

HanmenoBanme AOJDKHOCTH JiMAa - aBTOpa JOKYMCHTaA YKa3bIBACTCA B COOTBETCTBUU C
HAaNMCHOBAHUCM, ITPUBCACHHBIM B PACIIOPAAUTCIBHOM JOKYMCEHTC O HA3HAYCHHUU Ha JOJIZKHOCTD.

HaumeHoBaHMe JODKHOCTM JMIIAa - aBTOpa JOKYMEHTa pa3MENIaeTcsl Takke Ha OJylaHKax
pacropsAUTENbHBIX JOKYMEHTOB (paclopsyKeHMH, MpPHUKAa30B), H3AaBAEMBIX PYKOBOIUTEISIMU
cyobekToB Poccuiickoit ®enepanuu W rnaBaMM  MyHUIMNAJbHBIX 0OOpa3oBaHuil (OmaHKU
pacropsikeHui Ty0epHaTOpOB, TJ1aB rOpPoJ0B, PAaHOHOB U Jp.).

PexBU3UT NPUMEHSIOT TakKe B OJaHKaX MUCEM U PacIOpsAAUTEIbHBIX TOKYMEHTOB PYKOBOAUTENIEH
CaMOCTOATENIBHBIX CTPYKTYPHBIX MOJPa3JeiIeHU OPraHu3aluid, €CIIM PYKOBOJINUTEIb CTPYKTYPHOTO
MOAPAa3AeIICHUs HAaIeJICH TAKUM IIPAaBOM.

4.8. CnipaBo4HbIe JaHHbIE 00 OPraHU3alNU

CrpaBouHble JaHHbIE 00 OpraHHW3aIlMM YKAa3bIBAIOTCS B OJIAHKaX MHCEM U BKIIOYAIOT CBEICHUS,
HEO0OXOAUMBIE VISl OCYIIECTBICHUS WH()OPMAITMOHHOTO OOMEHa:

MMOYTOBBIM aapeC OopraHu3alnun (,[[OHOHHI/ITCJ'IBHO MOKCT YKa3bIBATHCA aApeC MCCTAa HaAXOXICHUSA
IOPUINYECKOTO JIMa, €CJIXM OH HE COBIIAJAacT C MOYTOBBIM allpeCOM);

HOMep TeredoHa, pakca, apec NEKTPOHHOH OYTHI, CETEBOH alpec.

I[J'I}I BCEX OpFaHI/I3aI_II/II71, KpoOME€ OpraHoB FOCY,Z[apCTBCHHOP'I BJIaCTU MW OpraHoB MECTHOI'O
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CaMOYIPABJICHUS, TAKXKE YKA3bIBACTCS:

Koz opranm3anuu no Obmepoccuiickomy kinaccudukaropy npeanpusatuit u opranuzanuii (OKIIO),
OCHOBHOM rOCYJapCTBEHHBIN perucTpaimoHHbiii Homep opranu3anuu (OI'PH);

PII[CHTH(bHKaI.[HOHHBIﬁ HOMep HaJIOI‘OHJIaTeJIBIJ_[I/IKa/KOI[ HpI/I‘H/IHBI IIOCTAHOBKH Ha HaJIOFOBBIﬁ yqu
(MHH/KIIIT).

ITouToBnIi aapeC YKa3bpIBa€TCd B COOTBETCTBHUHU C H[Z&BI/IJ'I&MI/I OKa3aHuA yCiIyr IIOYTOBOH CBSI3U
<28>.

<28> Ilynkr 22 [IlpaBun oOKazaHWs YCIYr TIOYTOBOM CBSI3U, YTBEPKICHHBIX IPUKA30M
MuHucTepceTBa CBsI3U M MaccoBbIX KoMMyHuKauuil Poccuiickoit ®enepaunu ot 31 uronsg 2014 r. N
234 (3apeructpupoBaH B MunucTepcTBe roctuiuu Poccuiickoit ®@eneparnuu 26 nexadpst 2014 r. N
35442) ¢ n3MeHEeHUAMHU, BHECEHHBIMU NPUKa30M MUHUCTEPCTBA CBA3H U MAaCCOBBIX KOMMYHHUKAIUI
Poccuiickoit @eneparuu ot 13 deppans 2018 r. N 61 "O BHeceHMHM H3MEHEHUIl B MpHUKa3
MunucTepcTBa CBSI3M M MAacCOBBIX KoMMyHUKaiuii Poccuiickoit denepammu ot 31.07.2014 N 234
"O6 yrBepxkaeHuu [IpaBun okazaHusi yciayr mo4ToBoi cBsi3u" (3aperucTpupoBad B MUHHUCTEPCTBE
rocturmu Poccuiickoit deneparn 28 mapra 2018 r. N 50545).

Howmep Tenedona (dhakca) ykaspiBaeTcs rpymnmnamu 1udp depes tupe. Kox ropona 3akirouaercs B
cKoOKkH: (495) 421-11-65.

HepequL JaHHbIX, BKIIIOUCHHBIX B PCKBU3UT, HC SBJIACTCA HCUCPIIBIBAIOIIHNM. HpI/I O(l)OpMJ'IeHI/II/I
9TOI'0 PCKBU3HTA TAKIKC MOT'YT YKa3bIBATbHCA AOIIOJIHHUTCIBHBIC CBEACHUA (O JIMICH3UAX, ITIATCHTAaX U

ap.).

4.9. HaumeHoBaHue BHA JOKYMEHTA

HaumeHoBaHMe BHIa TOKyMEHTa YKa3blBaeTCS Ha BCEX JOKYMEHTaX, 3a MCKIIOYEHHEM JIETOBBIX
(ciy>keOHBIX) TTHCEM.

Buapl opraanzaiimoHHO-IPAaBOBBIX M PACIIOPSAAUTEIbHBIX TOKYMEHTOB, U3/1aBAEMbIX OpPTaHU3AIUEH,
YCTAaHABJIMBAKOTCA B 3aKOHOJATENIBHBIX M HHBIX HOPMATUBHBIX IIPABOBBIX aKTaX, B YCTaBe
opraHu3aIu (MoJ0KeHUH 00 OPraHU3alluN ), MHBIX JOKAIbHBIX HOPMAaTUBHBIX aKTaX.

BI/II[ AOKYMCHTa pacrnojiaractcsa 1mnoA pCeKBU3UTAMH aBTOpa HJOKYMCHTA (HaI/IMeHOBaHI/IeM
opraHu3ali, HAUMCHOBAHHWEM CTPYKTYPHOI'0 mOAPa3ACJICHUSA, HAUMCHOBAHHUEM )IOJ'DKHOCTI/I) u
neyaracTes MpoONnruCHbBIMU 6y1(BaMI/I.

Haunmenopanue Buga JAOKYMCHTA JOITYCKACTCA MUCATh CJIIMTHO WU BPa3pAaKYy.

Hampuwmep:
®denepalibHOE rocyapCcTBEHHOE yHUTapHOe npeanpustue "Iloura Poccun"
(®I'VII "Iouta Poccun")
I[TPUKA3
01.02.2018 N 12
MockBa
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®denepanbHOE rocynapcTBeHHOe yHUuTapHoe npeanpusarue "[loura Poccun"
(®I'VII "Ilouta Poccun")
AKT
01.02.2018 N 08

MockBa

4.10. JlaTa 1oKymMeHTA

Jara pJokymMeHTa COOTBETCTBYET JaTe MOANUcaHus (YTBEpXKACHHsS) JOKYMEHTa (IpHUKa3,
pacnopsbkeHue, TUChbMO) WIH JaTe COObITHS, 3aMKCUPOBAHHOTO B IOKYMEHTE (ITPOTOKOII).

I[aTa aKTa MOXCT ABJIATHCA:

- JaTol CcOOBITHS, €cau akT (UKCUPYET OJHOMOMEHTHO COBEpIIaeMoe JeHCTBUE (Harpumep,
nepeaayy MaTepHalbHbIX LIEHHOCTEH);

- JaToW TMOANUCAHMS JIOKyMEHTa, €CIM COOBITHE OBbUIO pPAcCTSIHYTO BO BpEMEHM (HaIpHUMep,
IPOBEPKA), a TEKCT aKkTa ObUI MPHHAT HA 3aKIIOYUTEIBHOM 3aceJaHUHM KOMHCCHU. B 3TOM cirydae
HEepUoJI IPOBEPKU YKa3bIBACTCS B TEKCTE aKTa.

PekoMeHyercss TOKyMEHTaM, M3JaHHBIM JBYMs WA 0OoJiee OpraHU3alusMHU, MPUCBAMBATh OJIHY
(emuHyl0) maTy.

B ciydyae mpocraBiieHUsi JaThl KaXIOW W3 CTOPOH, MOANUCABIIAX JOKYMEHT, JaTOW TOKYMEHTa
SIBIISIETCS 1aTa [OCJIEIHErO MONIINCAHMS.

JlaTa mOKyMeHTa 3aluChIBaeTCs B MOCIEIOBATEILHOCTH: JIEHb MECsIa, MECAll, TOJ OJHUM M3 JBYX
CIIOCO0OB:

apabckumu nudpamu, pazaeneHHbIME ToUKoi: 05.06.2016;
CJIOBECHO-LIU(POBBIM criocoboMm, Hanpumep: 5 utons 2016 r.

Jata mnoamucaHust WIM YTBEPXKACHUS JIOKYMEHTa MpPOCTaBiseTcss paOOTHUKAMHU  CIYXKOBbI
JIEJIONPOU3BOJICTBA, KOTOPBIE PErHMCTPUPYIOT JIOKYMEHTBHI, MpPH YCIOBUHM, YTO pErucTparus
JIOKYMEHTa U, COOTBETCTBEHHO, JTaTUPOBAHUE OCYILIECTBISAIOTCS B ACHb MOJMUCAHUS (YTBEPKACHUS)
JIOKYMEHTa WJIH Ha CIeIyloIuid pabounii 1eHb, €Cau TOKYMEHT OblI MOJNUCaH B KOHIIE pabodero
JHSL.

Mecto IMPOCTaBJICHUA AaThbl HA JOKYMCHTC 3aBUCUT OT HUCIIOJIB3YyEMOI'O OJjaHKa U BUJa JOKYMCHTA.
I[aTa MOZKCT NPOCTABJIATHCA HA CIICLIUAJIBHO OTBEACHHOM JJISA HEC MCCTC.

Hanpumep, Ha 61aHKke nucema:

[17.03.2018 N 21/07-10 | |
Ha OlaHKe IpuKasa:

| desepanbHOE TOCYAAPCTBEHHOE OFOHKETHOE YUPEKICHHUE |



Hayuno-uccnenoBarenbckuii ”HCTUTYT "Bocxon"
(®I'bBY HMU "Bocxon")
ITPHKA3
16 ampenst 2018 r. N 125
MockBa
B axrax, mporokoisax, CHpaBKax MECTO JaThl OIpPEACNISIeTCS Pa3METKOM 3aroJIOBOYHOM YacTu
nokyMmeHTa. [Ipu yriioBoM pacmosioKeHHH 1aTa MPOCTABIISIETCS OT JICBOTO TOJIA.
Hanpumep:

denepanbHOE TOCYIAPCTBEHHOE OI0IKETHOE
yupexaeHue
HayuHo-uccnenoBarenbCKkuii MHCTUTYT
"Bocxoa" (®I'BY HUU "Bocxoxa")
AKT
02.03.2018 N 15
MockBa

B nmoxnmagHbIX, Ciy>)KEOHBIX, OOBSICHUTEIBHBIX 3alMCKaX BO3MOXKHO IPOCTABIICHUE HaThl HUKE
peKBU3UTA "OANHUCH".

4.11. PerucTpanuOHHBINA HOMEP JOKYMEHTA

PerucrtpanuoHnHbslii HOMep HOKyMeHTa - HU(pOBOM uimu OYKBEeHHO-IUGPPOBOH HAEHTU(DUKATOD
JIOKYMEHTa, COCTOSIIIMK W3 TMOPSAKOBOTO HOMEpa JIOKYMEHTa, KOTOPBIM, IO YCMOTPEHUIO
OpraHHu3ali, MOXET JOIMOJHATbCA HUPPOBBIMH WM OYKBEHHBIMH KOJAAaMH (MHIEKCaMHU) B
COOTBETCTBUHU C HCIOJIb3YEMBbIMH KiaccuukaTopamu (MHIEKCOM Jejla [0 HOMEHKIaType Jell,
KOZIOM KOPPECHOH/IEHTa, KOJJOM JOJKHOCTHOTO JIUIIA U Ap.)

Ha nokymeHTe, COCTaBI€HHOM COBMECTHO JABYMS M 0Oojiee OpraHu3alisMH, MPOCTaBISAIOTCA
perucTpaliiOHHbIE HOMEPA JTOKYMEHTA, MPUCBOCHHBIE KaXJA0W U3 OopraHu3anuii. PeructpanmonHbie
HOMEpa OTAENAIOTCS IPYT OT Apyra KOCOW YEPTOMl U MPOCTABIIAIOTCS B MOPSIIKE YKa3aHUsI aBTOPOB B
3aroJI0BOYHOM YaCTH JOKYMEHTA.

PGFI/ICTpaHI/IOHHHﬁ HOMCEDP IMPOCTABJIACTCA Ha JOKYMCHTC ITOCJIC €0 MOAITNCAHN (y'TBep)KI[eHI/I}I).

4.12. Ccbuika HA perucTPAMOHHBIA HOMEP M 1aTy NOCTYNMBIIET 0
NOKYMEHTA

Ccpbulka Ha pErMCTPALMOHHBIN HOMEP U JIaTy MOCTYIUBIIETO JOKYMEHTA BKIIIOYAET €r0 UCXOIAIIMNM
PErMCTPAlMOHHBIT HOMEP M COOTBETCTBYIOLIYIO ATy IOCTYNHMBUIETO JTOKYMEHTa, Ha KOTOPBIA
JIaeTCsl OTBET.

Cchlmka Ha PErUCTPAIMOHHBIA HOMEp M JaTy MOCTYIHBIIETO JOKYMEHTA MOMeIIaeTcs Ha OJaHKe
OTBETHOI0 nuchbma. He pekoMeHayeTCsl BKIIOUATh €€ B TEKCT JTOKYMEHTA.

4.13. MecTo cocTaBiieHusI (M31aHUS) JOKYMEHTA

Mecto cocraBieHusi (M3JaHMsA) JOKYMEHTa YKa3bIBAaeTCs BO BCEX JOKYMEHTax, KpOMeE JeNOBBIX
(cmyXeOHBIX) THCeM, a TakXe JOKJIAJHBIX, CIYXKEOHbIX 3alMUCOK W JPYIMX BHYTPEHHHX



UH(POPMALIMOHHO-CIIPABOYHBIX JOKYMEHTOB.

MecTo cocTaBiaeHUSI (I/I3I[aHI/I$I) AOKYMCHTA HC YKa3bIBACTCA B TOM Cliydac, €CJIM B HAMMCHOBAaHHUU
opraHu3alr IIPHUCYTCTBYET YKa3aHUC HAa MECTO €€ HaXOXACHU.

Mecto cocraBieHuss (M374aHMs) JOKYMEHTa YKa3blBa€TCi B COOTBETCTBUM C IIPUHATHIM
aJMUHUCTPATUBHO-TEPPUTOPUAIILHBIM JICIICHUEM.

Ecnm ykxazanue mecrta coctaBieHus (M34aHUs) JOKYMEHTa COJCPIKUT HECKOJIBKO CIIOB, JIOMYCKAeTCs
o0o3Hauath ero mpudramu pazmepoB N 11 wim N 10 u pazmeriars B 1Be CTPOKH.

Hanpumep:

c. BepxHeHOBOKYTITYyMOETHEBO,
MartseeBckuii p-H, OpeHOyprckasi o0I.
[lpu ykazaHuM B KayecTBE MECTa COCTABIICHHS (M3/aHUs) JOKYMEHTa TOpOJIOB (elepaabHOro
3Hauenus (Mocksa, Cankr-IlerepOypr, CeBactormnons) ciioBo "ropoa”" B COKpalieHHOM HaluCaHUU
("r.") He yka3bIBaeTCs <29>.

<29> Cratbs 65 Koncrutyiuu Poccuiickoit @eneparui.

Coxkpaiienue '"r." He yka3pIBaeTcs TakXe JUlsl TOPOJOB, B Ha3BAaHUU KOTOPBIX COJAEPKUTCS CIOBO
"ropon'": benropon, Kanununrpan, Hosropo.

4.14. I'pud orpanuyeHus JOCTYNA K JOKYMEHTY

I'pud orpaHnyeHus 1ocTyna K JOKYMEHTY MPOCTaBIISETCS B IPAaBOM BEpXHEM YTy NMEPBOTO JHCTa
JTIOKyMeHTa (ITPOeKTa JOKYMEHTA, COMPOBOAUTENHHOTO MMChMa K JIOKYMEHTY) Ha TPaHUIIC BEPXHETO
HOJISl IPU HAJIMYUM B JIOKYMEHTE MH(OpMaIUH, TOCTYNl K KOTOPOH OrpaHHuYEH B COOTBETCTBHUHU C
3aKoHoAarenbCcTBOM Poccniickoit denepanum.

BI/II[BI HCIIOJIB3YEMBIX B OpraHU3aluu l"pI/I(l)OB OrpaHHM4YCHUA AOCTYIla AOJIKHBI COOTBETCTBOBATH
3aKOHOJAATCJIBHBIM W HWHBIM HOPMATHBHBIM IIPABOBLIM dKTaM Poccuiickoit @e,uepaumzl U OBITh
3aKPCIUICHBI B JIOKAJIbHBIX HOPMATUBHBIX dKTaX OpraHu3aluu.

CocraB cBeIeHHI OIpaHUYEHHOTO pacTpoCTpaHeHus omnpezaeneH B Ykasze [Ipesunenta Poccuiickoit
®enepannn ot 06 Mmapta 1997 r. N 188 <30>. K HMM OTHOCSTCS:

<30> Vka3 Ilpesunenrta Poccuiickoit @enepanun or 6 mapra 1997 r. N 188 "O6 yrBepkIeHHH
[lepeunst cBenmenuii KoHbUAEHIMATLHOTO XapakTepa" (CoOpaHue 3akoHoOmaTenbcTBa Poccuiickoi
®eneparun, 1997, N 10, ct. 1127; 2005, N 39, ct. 3925; 2015, N 29, c1. 4473).

- cBelleHUsl 0 (hakTax, COOBITUAX U OOCTOSTENHCTBAX YACTHOW KU3HU T'pa)KTaHWHA, MO3BOJISIONINE
UIECHTU(OUIIMPOBATh €r0 JIMYHOCTHh (TMEpCOHANIBHBIC JIaHHBIE), 3a WCKIIOYCHHEM CBEIACHUH,
MOJJIEKANIUX PACHPOCTPAHEHUIO B CpPEACTBAX MAacCOBOM HMH(OpPMAIMM B YCTaHOBJICHHBIX
dbenepaTbHBIMU 3aKOHAMU CITy4asx;

- CB€ACHU, COCTaBJIAIONINEC TaﬁHy CJICACTBUA U CyJOITPOMU3BOJCTBA,
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- CIIly’)KeOHbBIE CBEICHHUS, JIOCTYNl K KOTOPbIM OTpPaHMYEH OpraHaMHM TOCYAAapCTBEHHOM BIacTu B
COOTBETCTBHUH C [ pakTaHCKUM KOJIEKCOM M (peiepaibHBIMH 3aKOHAMH (CITyKeOHas TaiiHa);

- CBEJICHUS, CBSI3aHHbIE C NPOPECCHOHATBHON AEATEILHOCTBIO, JOCTYIl K KOTOPBIM OTPaHUYEH B
coorBercTBUM ¢ Koncrurymmeir Poccuiickoit @enepanuu u dheaepalbHbIMU 3aKOHAMU (BpaueOHas,
HOTapuaibHas, aJBOKATCKas TaiHa, TailHa IEpenucKu, TeJePOHHBIX IEPEroBOPOB, MOYTOBBIX
OTIIpaBIICHHM, TeJerpadHbIX UM HHBIX COOOIICHUH | T.1.);

- CBEJCHHUA, CBSI3aHHBIE C KOMMEPUYECKOW JESTEIbHOCThbIO, JOCTYI K KOTOPBIM OIpaHUYEH B
COOTBETCTBUH € [ paskJaHCKMM KOJEKCOM M (heZiepabHBIMU 3aKOHAMU (KOMMepYecKast TaifHa);

- CBEIEHHUS O CYIIHOCTH H300pETEeHHUs, IMOJIC3HOW MOJENM WM MPOMBIILICHHOTO obpa3na 10
opuIMaTLHON MyOnuKauu HHPOPMALIUK O HUX.

HopmaTtusHbiMU npaBoBbeIMU akTamu Pocculickont denepanuu onpezeseH nopsaI0K UCIOIb30BaHUs
rpuda "Kommepueckas TtaitHa" <31> m mometku "Ilna ciayxeOHOro mosib3oBaHus" <32>. Jlns
JOKYMEHTOB, COJIEpXKaIluX Jpyrue BUIbl KoH(uOeHIManbHOW uHPopMmanuu, (opma rpuda
ompezensercs odnanareneM nHdopmanuu <33>.

<31> IlyHkt 4 crateu 6 PenepanpHoro 3akoHa oT 29 utong 2004 r. N 98-03 "O xommepyeckon
taiine" (CoOpanme 3akoHonaTenbcTBa Poccuiickoit ®eneparuu, 2004, N 32, cr. 3283; 2006, N 6,
636; N 52, ct. 5497, 2007, N 31, cT. 4011; 2011, N 29, cT. 4291, 2014, N 11, ct. 1100; 2018, N 17,
cT. 2435).

<32> IlynkT 1.4 [Tonoxenust o mopsiake odpalieHus co cnykeOHoi nHpopmalmei orpaHuYeHHOTO
pactipoctpaneHusi B (enepalibHbIX OpPraHax HMCHOJHUTEIBHOM BIIACTH, YIOJHOMOYEHHOM OpraHe
yIpaBiIeHUST UCIOJIb30BAaHUEM aTOMHOM SHEPrUM W YIOJIHOMOYEHHOM OpraHe M0 KOCMHYECKOM
JeSITeIbHOCTH, YTBEpKAEHHOTro noctaHoBieHueMm [IpaButenbctBa Poccuiickoit @enepauuu ot 3
HOs10pst 1994 1. N 1233 (Cobpanue 3akonomarenbctBa Poccuiickoit @enepanuu, 2005, N 30, cr.
3165; 2012, N 31, ct. 4368; 2016, N 9, ct. 1263; 2016, N 13, cT. 1833).

<33> OO6nanatens HMHGOPMALMU - JIHLO, CAMOCTOSTENBHO Cco3/aBliee HHPOpMaLU0 JTHO0
MOJTy4YHBIIIEe HA OCHOBAHWM 3aKOHA WJIM JIOTOBOpA MPABO pa3peniaTth WA OTPaHUYHMBATEH JOCTYI K
uHpOpMalny, onpeensieMoi no kakuM-1n6o npuszHakaM (IIyHKT 5 crateu 2 @enepaibHOro 3aKOHa
or 27.07.2006 N 149-®3 "O6 wunpopmanuu, WHOOPMAIMOHHBIX TEXHOJIOTHAX W O 3alIUTe
unpopmanun" (Cobpanue 3akoHoatenbcTBa Poceuiickoit deneparuu, 2006, N 31, cr. 3448; 2010,
N 31, ct. 4196; 2011, N 15, cT. 2038, N 30, cT. 4600; 2012, N 31, ct. 4328; 2013, N 14, cT. 1658, N
23, ct. 2870, N 27, ct. 3479, N 52, c1. 6961, 6963; 2014, N 19, ct. 2302, N 30, ct. 4223, N 30, cT.
4243, N 48, ct. 6645; 2015, N 1, ct. 84, N 27, c1. 3979, N 29, ct. 4389, N 29, ct. 4390; 2016, N 26,
ct. 3877, N 28, ct. 4558, N 52, ct. 7491, N 52, cTt. 7491; 2017, N 18, cT. 2664, N 24, ct. 3478, N
25, c1. 3596, N 27, ct. 3953, N 31, cr. 4825, 4827, N 48, ct. 7051; 2018, N 1, ct. 66; N 18, cr.
2572; N 27, ct. 3956; N 30, ct. 4546).

B cocraB rpuda orpanmdeHus noctyna K JOKYMEHTY BXOJOUT orpaHuuyuTenbHas Hagnuch ("Jlns
ciyxebHoro mnosb3oBanus", "Kondunenumansuo", "Kommepueckas TaiiHa" wid jp.), KoTopas
MOXET JOMOJHATHCS HOMEPOM 3K3EMIUIIpa JOKYMEHTAa, MOJANHUCHI0 M APYTMMHU CBEACHUSMH B
COOTBETCTBUU C 3aKOHOJATENBLCTBOM Poccuiickon denepannu.

Hampuwmep:
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J17151 CITy»K€OHOTO M0JIb30BaHMS
Ok3. N 2

B nokymenrax, colepxaliux CBEJEHHs, COCTABIIAIOLINE KOMMEPUYECKYIO TailHy, B COOTBETCTBUHU C
®enepanbHbIM 3aK0HOM 0T 29 mronis 2004 r. N 98-®3 "O kommepueckoii TaitHe" Hapsiay ¢ rpudom
yKa3bIBA€TCs MOJIHOE HAUMEHOBaHHE IOPUIMYECKOTO0 JIMIA U MECTO €r0 HAXOXKAECHUS.

Hanpumep:

KommMmepueckas TaliHa
IAKIIHOHEPHOE 00I11ECTBO
"UnTenuaBect"
HoBosiceneBckuii poct., 1. 12,
Mocksa, 117574

[Ipy moNydeHWH BXOJIAIIETO JOKYMEHTa ¢ TpuU(OM OrpaHUYCHHS JOCTyIa PEKOMEHIYETCS
MPOCTaBJIATh HAa JOKYMEHTe Tpud OrpaHUYEHUs JIOCTYIa, MPUHATHIM B opraHu3anuu. Eciom Ha
JUIEBOM CTOPOHE JIMCTa HEIOCTATOYHO MECTa, PEKOMEHIYETCs IPOCTABISITH €ro Ha obopore
MIPABOr'O BEPXHETO yria TOKyMEHTA.

4.15. Aapecar

Anpecar wucnonb3yercs Hpu  O(GOpPMIEHHMH JIeNOBBIX (CIIy)KEOHBIX) MHCEM, BHYTPEHHUX
MH(OPMaLlMOHHO-CIIPABOYHBIX JIOKYMEHTOB (AOKJIQHBIX, CIY’KEOHBIX 3alUCOK U Jp.). AJpecaTom
JIOKYMEHTa MOXXET OBbITh OpraHM3alus, CTPYKTYPHOE IOJpa3JieieHue OpraHU3aliH, JTOJKHOCTHOE
Wi GU3NIECKOE JIHIIO.

PexBusut "agpecar" mpocTaBisieTcss B MpaBOM BEPXHEW 4acTH JOKyMEeHTa (Ha OJaHKE C YIJIOBBIM
pacmojoKeHNeM pPEeKBU3WTOB) WM CIpaBa IMOJA pEKBU3UTAMU OnaHka (IpU MPOJOJIEHOM
PacroJIOKEHUU PEKBU3UTOB OJaHKa).

[Tpu Hanmuuuu rpuda orpaHudeHus A0CTyNa K JOKYMEHTY "ajipecat” pa3MelaeTcs Mo HUM.

B cooTtBeTcTBHU C peKOMCHI[aI_II/Ieﬁ CTaHga[gTa CTPOKH PCKBU3UTA NEUATAOTCA UCPE3 1 HUHTCPBAJI.
Bo3MokHO OTAEIeHIE COCTAaBHBIX YacTeH PEKBU3HTA JOMOJHUTCIIBHBIM HHTCPBAJIOM.

Crpoku pexBusnTa "anpecar" BBIPaBHUBAIOTCS 110 JIEBOMY Kparo WM LEHTPUPYIOTCS OTHOCUTEIBHO
CaMOM JUIMHHOM CTPOKH.

Hanpuwmep:
DenepanbHOE apXUBHOE ar€HTCTBO
Codwiickas HaO., 1. 34, ctp. 1, Mockaa,
115035

501041

DenepalibHOE apXUBHOE ar€HTCTBO
Codmiickas HaO., 1. 34, ctp. 1, Mockaa,
115035

[lpu anmpecoBaHWHM JOKYMEHTa PYKOBOIWTENO (3aMECTHUTENIO0 PYKOBOAWTENS) OpraHU3aluu
HAUMEHOBAHHME JIOJDKHOCTH  PYKOBOAWMTENS  (3aMECTUTENss PYKOBOJAUTENs), BKIOYAIOIICe
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HAaMMCHOBAHUC OpTraHu3alunu, (baMI/IJII/ISI, HHULIMAJIbL  JOJKHOCTHOIO JIMIA, YKA3bIBAIOTCA B
JATEIIBHOM ITaJIEXKE.
Hanpuwmep:

Jlupexropy BHUNJIA L
Kynsery H.H.

IIpu angpecoBaHMM MNHCbMa B OpPraHM3ALMIO0 YKa3blBACTCA €€ IOJHOE MM COKpAlllEHHOE
HalMEHOBAHHE B MIMEHUTEILHOM MaJIeXKe.

Hanpuwmep:

MUHHCTEPCTBO CEJIBCKOTO X035 CTBA
Poccuiickoit denepanuu

NI

| Mumncensxo3 Poccun
[Ipu aapecoBaHUU JOKYMEHTa B CTPYKTYpHOE MOjpa3jieleHle OpraHu3aluy B pekBusute "aapecar”
HANMMCHOBAHHC OpFaHI/ISaHI/II/I yKaSLIBaeTCSI B HMCHUTCIBHOM IIaACKE, HHUKC - HAUMMCHOBAHUC
CTPYKTYPHOT'O NOZIpa3ieIeHus.
Hanpuwmep:

CrencTBEHHBINH KOMUTET
Poccuiickoit @eneparuu
YIpaBieHue KOHTPOJIS

3a CJIEICTBEHHBIMU OpraHaMu
[Ipu angpecoBaHWM THMCHhMAa PYKOBOJIUTENIO CTPYKTYPHOTO TMOJpA3feeHUs HauMEHOBAaHUE
OpraHu3allMi yKa3bIBA€TCSI B UMEHUTEIBHOM NaJeKe, HUXKE - B IaT€IIbHOM MaJeXKe - HAMMEHOBAHUE
JIOJDKHOCTH PYKOBOJIUTEIIS, BKITIOYAIOIEEe HAMMEHOBAHUE CTPYKTYPHOTO TOApa3aesieHus, (aMuius,
WHUIAATEI.

Hanpuwmep:

MuHMCTEpCTBO (PUHAHCOB
Poccuiickoit enepanuun
Jlupexropy JlemapramMmeHnTa
YIIPABJICHUS AeIIaMU

1 KOHTPOJIS

AdanacpeBy A.A.

IIpn agpecoBaHuM NHUCbMa CIELMAIKUCTY YKA3bIBAE€TCA B MMEHUTEIBHOM IAJE€KE HAaUMEHOBAHUE
OpraHu3alyi, HUKE - HAMMEHOBAHUE CTPYKTYPHOI'O NOJPA3/EIEHUs, 3aTEM B JaTEIBHOM MAJEexKe
HalMEHOBaHUE JIOJDKHOCTH CHEIMAINCTA U - HHXKE - (aMUIIHsL, MHUIIHAIbI.

Hampuwmep:

| MuHnceapx03 Poccuu




AIMUHUCTPATUBHBIN JE€MapTaMEHT
['J1aBHOMY CIIEUAIUCTy
Banosoii A.B.

[Ipu pacchuike TOKyMEHTa Tpymie OpraHu3aluid OJHOTO TUIA WA B CTPYKTYPHBIC MOApaA3IeIeHUs
OJIHOW OpraHu3aIiy aJipecaT yKa3biBaeTcs 0000IIEHHO.

Hanpumep:

| |PyKOBO,Z[I/ITeJ'I$IM JICYCOHBIX YUPESIKICHUM
CnHcoK pacchbUIKM COCTABIISAETCS UCIIOTHUTEIIEM.
[Ipu pacchUiKe AOKYMEHTa HE BCEM OpraHu3alMsIM WU CTPYKTYPHBIM MOAPA3JEICHUSIM 0]
peKBH3UTOM "anpecar’ B CKOOKax yka3biBaeTcs: (10 CIHUCKY)".

B ogHOM HOKYMEHTE HE JJOKHO OBITH 00JIEe YETHIPEX aJpPEcaToB.
Cnoso "Konus" nepen BTOpbIM, TPETbUM, YETBEPTHIM aJIpecaTaMu HE YKa3bIBACTCA.

B pekBusute "agpecatr" momyckaercs ynoTpeOnsTh obo3HadeHue 'r-Hy" (rocmoauny) wid 'r-xke"
(rocrioxe).

Hampuwmep:

r-uy Kosnosy B.A.
r->xe Ceposoit 0. /1.
B pekBusute "aapecar" MHUIIMATIBI BCETa CTaBATCS MMOCIE (aMUIIHH.

B cocraB pexkBusuta "agpecar” MOXKET BXOAWUTH MOYTOBBIA aapec. DJIEMEHThI IIOYTOBOTO ajpeca
YKa3bIBAIOTCSA B IIOCJIEN0BATENbHOCTH, YCTAaHOBIEHHOW [IpaBmiaMy oOka3aHUs YCIyr IOYTOBOM
CBSI3U, YTBEPKJICHHBIMH ITPUKAa30M MUHHCTEPCTBA CBS3M U MAacCCOBBIX KOMMYyHuKanuil Poccuiickoit
Oenepanun ot 31 uronsa 2014 r. N 234 <34>.

<34> Ilymkr 22 IlpaBuyn oOKa3aHWs YCIAYr TOYTOBOM CBSI3M, YTBEPXKACHHBIX MPUKA30M
MuHucTepCTBa CBSA3M M MacCOBBIX KOMMYHMKanuid Poccuiickoit @eneparnuu ot 31 urong 2014 r. N
234 (3apeructpupoBaH B MunuctepctBe roctuiuu Poccuiickoit @eneparun 26 nexadps 2014 r. N
35442) ¢ u3MeHeHUsIMH, BHECEHHBIMU MTpHKa30M MUHHMCTEPCTBA CBSI3U U MaCCOBBIX KOMMYHHUKALUH
Poccuiickoit ®@enepannu ot 13 deppans 2018 r. N 61 28.03.2018 "O BHeceHWHM N3MEHEHHI B
npuka3 MuHHCTEpPCTBa CBA3M U MacCOBBIX KOMMyHMKaiuil Poccuiickoit @enepanuu ot 31.07.2014
N 234 "OO6 yrBepxaeHuu IIpaBui okasaHMsl yCIyr IOUYTOBOW CBA3H" (3apeTrMCTPUPOBAH B
Munucreperse octunuu Poceuniickoit @eneparyu 28 mapra 2018 r. N 50545).

Hanpumep:

Bcepocculickuii
HAYYHO-HCCIICIOBATEIbCKHI HHCTUTYT
ITOKYMCHTOBE/ICHHUS M apXUBHOTO Jlejia
[Tpodcoroznas yiu., a. 82,

Mocksa, 117393



https://normativ.kontur.ru/document?moduleid=1&documentid=332125#l3
https://normativ.kontur.ru/document?moduleid=1&documentid=332125#l26

ITo4TOBBIN agpec MOKET HE YKa3bIBaTbCA B JOKYMEHTAX, HAPABIIIEMBIX B BBICILIME OPraHbl BIACTH,
BBIIIECTOSAIINE OPraHMU3alMM, IOJBEJOMCTBCHHBIE OPraHM3allAA, a TaKKe IOCTOSHHBIM
KOPPECIOHJIEHTaM (32 MCKJIIOYEHHEM HaIpaBJICHUs IUCEM YKa3aHHBIM ajpecaraM B KOHBEPTaX C
IPO3paYHBIMU OKHAMM).

[Tpu anpecoBanuu TOKyMeHTa (PU3NYECKOMY JIMIYy YKa3bIBAIOTCS: (paMUiIMs, MHUIIUAIIBI, TIOYTOBBIN
azapec.

Hanpuwmep:

MBanosy W.I1.

yn. CamoBas, a. 5, kB. 12,

r. JIroOepubl, MockoBckas 0611., 301264
Ha3BaHus agMUHUCTPAaTUBHO-TEPPUTOPHATIBHBIX €AMHUL] (TOpoja, pailoHa, ocenka, yiaulbl U T.1.)
YKa3bIBAlOTC B COOTBETCTBMM C O(QUUUAIbHBIMU HAUMEHOBAaHUSIMH, pa3MEIICHHBIMU B
COOTBETCTBYIOLMX CIPABOYHHKAX.

ITpu oTnpaBke HmUChbMa MO 3JIEKTPOHHOW IOYTE WM MO (PaKCUMUIBHOW CBs3U (0€3 OCBUIKU IO
IIOYTE) MOYTOBBIN ajjpec He yKasbiBaeTcs. [Ipy HE0OX0AUMOCTH MOXKET OBITh YKa3aH 3JIEKTPOHHBIN
azpec.

Hanpuwmep:

Bcepoccutickui
HAay4HO-UCCIIEI0BATEIbCKUN HHCTUTYT
ITOKYMEHTOBEACHUS U apXUBHOIO JIea
mail@vniidad.ru

4.16. I'pud yrBep:kIeHUsS JOKYMEHTA

I'pud yTBepxkIeHUS MPOCTABISETCS Ha JIOKYMEHTE B CIydae €ro yTBEpP)KICHHs TODKHOCTHBIM
JUIOM,  pacHopsSAMTEIbHBIM  JIOKYMEHTOM  (IIOCTAaHOBJIEHMEM,  pEIlIEHUEM,  IPHUKa3oM,
pacnopsKEHUEM) WIIN PEIIEHUEM KOJUIETHAIBHOTO OpIaHa.

[Ipu yTBepXKIEHUM JOKYMEHTA IOJKHOCTHBIM JIUIIOM Tpud YTBEPKACHHUS COCTOUT U3 CIIOBA
"VTBEPXIAIO", nHaumeHoBaHUs JOKHOCTH JIMIA, YTBEPHKIAIOMIETO JTOKYMEHT, €ro TOJIKCH,
WHUIIAIOB, (aMIIIUU U 1aThl YTBEPKIACHHUS.

Hanpuwmep:

YTBEPXIAIO

/Tupexrop BHUNBK

[Tonnuce A.IT. Tlerpos
06.11.2018

[Tpyu yTBEp>AEHUU TOKYMEHTa pPACHOPSAUTENBHBIM JOKYMEHTOM TpH(] YTBEpXKIEHHUS BKIIOYAET
cinoo YTBEPXJEH (YTBEPXJIEHA, YTBEPXJIEHBI unu YTBEPXX/IEHO), cornacosanHoe ¢
HAaUMEHOBAHHUEM BHJIA YTBEP)KIAEMOTO JOKYMEHTA.

Hampuwmep:




Pernmament YTBEPX/EH

[IpaBuna YTBEPXJIEHbBI

NHucrpykuns YTBEPX/IEHA
I'pud yTBepxkAeHHA BKIIOYAET TaKKe HAUMEHOBAaHUE PACMOPAIUTENILHOTO JIOKYMEHTa B
TBOPUTEIBLHOM MNAJEKE, €r0 1aTy U HOMEP.
Hanpuwmep:

PernamenT YTBEPXJIEH
npukazom BHUNIA ]
ot 06.05.2018 N 125
[Ipu yTBepKIeHMH JOKYMEHTa KOJUICTHAIBHBIM OpPraHOM, PEIIEHUS KOTOPOTO (PUKCHUPYIOTCS B
MPOTOKOJIE, B Tpude YTBEPKICHUS YyKa3blBACTCS HAUMEHOBAHHE OpraHa, PEHICHHEM KOTOPOTO
YTBEPXKACH TOKYMEHT, 1aTa U HOMEp MPOTOKOIa (B CKOOKaxX).

Hanpuwmep:

[lonoxxeHue YTBEPXJIEHO

pereHreM o0IIero coopanus aKIMOHEPOB
ITAO "Coepbank"

(mporokoi ot 06.05.2018 N 12)

I'pud yrBEpKICHHS pa3MENIAETCS B IPABOM BEPXHEM YIIIY IIEPBOTO JIMCTa JOKYMEHTA.

[Ipy HaMMYUU JABYX WIM HECKOJBKHX TPU(OB YTBEPKIECHHS OHM MOTYT PACIojaraThCs CIpaBa H
ClieBa OT HAMMCHOBAHMS BH/IA JOKYMEHTA, Pa3MEIIaeMOro 1o [HEeHTPY.

CTpoku peKkBU3NTa BBIPABHUBAIOTCS MO JIEBOMY Kpar WM LIEHTPUPYIOTCS OTHOCHUTEIBHO CaMOM
JUIMHHOW CTPOKHU.

[TpuMepHBIii IepeYeHb JOKYMEHTOB, TIOUIeKANNX YTBEPKACHUIO, TIPUBE/ICH B prutoskeHun N 2.

4.17. 3aro/10BOK K TEKCTY
3aroJ0BOK K TEKCTY - KpaTKOe CO/IepKaHue JOKYMEHTA.
3aronoBok K Tekcty dhopmynupyercs ¢ npeayiorom "O" ("O6") u orBevaet Ha Bompoc "o uem?":
npurkas (0 yem?) 0 IpeMHPOBAHNUN paOOTHUKOB OpraHU3aINH;
npukas (0 yem?) 00 yrBep:kaeHH NHCTPYKIIMK MO 1€T0NPOU3BOJICTBY;
nucbMo (0 yem?) 0 MpefocTaBiIeHUH HH(OpMaLUU
3aroyIoBOK JI0JKEH COCTOSITh U3 OJHOU (hpa3bl.

3aroJ0BOK K TEKCTY OGOpMIIeTCs 1MOJ PEKBU3UTaMHU OJaHKa OT I'paHMIIbI JIeBoro nojis. B ykazax,
MOCTAHOBJICHUSIX, PEIICHUSX, MPUKa3ax M APYTUX JTOKYMEHTax C MPOJOJIbHBIM PACIONIOKEHHEM
PEKBU3UTOB 3aroJIOBOK K TEKCTY 0(OpMIIIETCS HaJl TEKCTOM IocepeinHe pabodero moist JOKyMeHTa
U [IEHTpUpYyeTCsl.

33.1"OJ'IOBI(I/I, COCTOAIUC U3 HECCKOJIBKUX CTPOK, MCUATAKOT YCPE3 OAUH MC)KCTpO‘-IHLIﬁ HHTCPBAJI. B



KOHIIC 3arojJIOBKa TO4YKa HC CTaBHUTCA.

3arojioBKM HE 3aKJIIOYAIOTCS B KaBBIYKM W HE MOAYEPKUBAIOTCA. BO3MOXHO HUX BBIJIEICHUE
MOJTY>KUPHBIM HIPUGTOM.

B ycnoBusix npumenenuss CDJ] 3arojioBOK K TEKCTy (KpaTKoe CoOJEpXKaHUE JOKYMEHTA)
COCTaBIsieTCsl JUIsl BCEX JIOKYMEHTOB M BHOCUTCS B II0JIE PErHMCTPAllMOHHO-YYETHOU (HOPMBI
PErUCTPUPYEMOTO JIOKYMEHTA.

3aro0BOK K TEKCTY MOKET HE COCTaBJIATHCSA, €CIIU TEKCT JOKYMEHTA HE MPEBbIIIAcT 4 - 5 CTPOK.

4.18. TekcT JOKyMeHTA

O cocraBieHUM TEKCTa JOKYMEHTa CM. pa3ael S.

4.19. OT™MeTKA 0 IPUJTIOKEHUH

OTMeTKa o IMPUITOKCHUN COACPIKUT CBCACHUA O HJOKYMCHTC (I[OKYMCHTaX), npujiaracMoM K
OCHOBHOMY JOKYMCHTY (B COIIPOBOAUTCIIbHBIX MHUCbMAX, NPCTCH3UAX, AKTaX, CIIPpaBKaxX W APYIrux
I/IH@OpMaHHOHHO-CHpaBO‘lHHX ,Z[OKYMCHTaX) HJIIX O TOM, YTO OOKYMCHT SBJISICTCA MNPUIIOKCHHUEM K
OCHOBHOMY JOKYMCHTY (B AOKYMCHTAX - IMPUIOXKCHUAX K PpaClnopAdAUTCIIBHBIM JOKYMCHTAaM,
MMOJIOKCHUAM, ITpaBUJIaM, MHCTPYKIHAM, JOI0OBOpPaM, IJIaHaM, OTYCTaAM U JP. ,Z[OKYMGHTEIM).

B conpoBonuTenbHBIX MUCbMax U APYrUX MUHMOPMALMOHHO-CIIPABOYHBIX JOKYMEHTaX OTMETKa O
NPUI0KEHUU 0(hOPMIISIETCS 11O/ TEKCTOM OT IPAHHUIIBI JIEBOTO MOJIS CIEAYIOLIMM 00pa3oM:

- €CJIU IMPUJIOKCHUC HA3BAHO B TCKCTC!:

|HpHn0>KeHHe: Ha 2 1. B 1 9K3. |
- €CJIM MPUJIOKEHUE HE Ha3BaHO B TEKCTE, MITU MPHIIOKEHUH HECKOJIBKO:

[ [punoxxenue: 1. [Tonoxxenne 00 YpaBieHUU peruoHaIbHOIO KpEeAUTOBAaHUS Ha 5 1. B |
9K3.
2. CrpaBka 0 KaJpoBOM COCTaBe YIpaBJI€HUs pETrHOHAIBHOTO
KpeIuTOBaHus Ha 2 1. B | 3K3.

- €CJIM MIPUJIOKEHUS COPOIIIOPOBAHBI:

|HpI/IJ'IO)KeHI/ICI oryer 0 HUP B 2 ok3. |
- €CIIM JOKYMEHT, SIBJISIONIMICS IPUIIOKEHUEM, UMEET NPUIIOKECHUE CAMOCTOATEIbHON HyMepannuen
CTPaHUIL:

[Tpunoxenue: nucbMo PocapxuBa ot 05.06.2018 N 02-6/172 u npuitoskeHus K HEMY,
BCEIro Ha S JI.

- eClIi TPUJIOKEHUEM SBIsAETCS 000COOJEHHBIH HSJIEKTPOHHBIM HOCHUTENb (KOMMIAKT-AMCK,

usb-genr-HakonuTeNb U ap.):




Mpunoxenue: CD B 1 3k3. |
HpI/I 9TOM Ha BKJIAJbIIIC KOHBCPTA, B KOTOpBIﬁ NOMCHIACTCA HOCHUTCIIb, YKA3bIBAIOTCH
HAaUMEHOBAHUS JIOKYMEHTOB, 3allUCAaHHBIX Ha HOCHTENb, UMeHa (aiaoB, 00beM HTOKYMEHTOB B
JIUCTax.

OTMmeTKa O MPUIIOKEHUM, 3aHUMAIOIIAs HECKOJIBbKO CTPOK, [IEYaTaeTcsl yepe3 OJUH MEXCTPOUHBIN
UHTEpBaJL.

Ecmu ¢ OOAHHUM COIIPOBOAUTECIIbHBIM IHMCBMOM IIEPECHLIACTCA OOJIBIIIOE KOIHMYECTBO HpHJ’IO)K@HPIfI,
MOKET OBITh COCTaBJIEHA OIIMCh HpI/IJIO)KCHI/Iﬁ C INICPCUUCICHUCM HAaMEHOBAaHUM BceX
,I[OKYMGHTOB-HpI/IJIOX(eHI/Iﬁ C YKa3aHHUEM KOJIMYECTBA JIMCTOB U J3K3CMILIAPOB KaXAO0T'O U3 HHUX, a4 B
OTMCTKC O NPUJIOKCHHUU NACTCA CChIJIKa Ha OIIUCh HpPIJIO)KGHPIﬁZ

|Hp1/mo>1<eHHe: OIKChH NMPHJIOKEHUH Ha 2 J1. B | 3K3. |
B pacnopsautenbHbIX TOKyMEHTax (IIOCTAHOBICHHSX, PELICHUSIX, MpPUKa3aX, PacloOpsKEHUsX),
JIOTOBOPAaX, MOJOXKECHUAX, IPABUIAX, HHCTPYKIUAX U JPYTUX JOKYMEHTaX OTMETKA O MPUIOKEHUH
odopmIIsieTcs ClIeIyIOIIM 00pa3oM:
- B TEKCTE JJOKYMEHTa B KOHIIE ITYHKTa, B KOTOPOM YIIOMUHAETCs JOKYMEHT-TIPUIIOKEHHE, B CKOOKaxX
ykasbiBaercs: (npuitokerue 1) min (npunoxenue N 1).

Ha IEPBOM JIUCTC JOKYMCHTA-IIPUJIOKCHUS B [IPABOM BECPXHEM YTIJIY YKA3bIBACTCA:

[Tpunoxenune N 2

K npukaszy ®I'bY
HUU "Bocxox"

ot 15.08.2018 N 112
Ecnu npunoxeHneM K pacnopsiiUTEIbHOMY JOKYMEHTY SIBJISIETCS HOPMATUBHBINA MPAaBOBOM aKT WM
WHOW JIOKyMEHT, YTBEP)KIAcMblH IaHHBIM PacCHOPSAMTEIbHBIM JTOKYMEHTOM, Ha IIEPBOM JIMCTE
NPWIOKEHUSI TMPOCTABISETCSl OTMETKAa O NpuiokeHuu. llpuiokeHue sBisieTcs HEOTbEMIIEMON
YaCTBIO YTBEPKIAAIOLIETO €0 PaclopsIAUTEIbHOTO JOKYMEHTA.

Ecnu 3areM JOKYMEHT 3aTeM M37aeTcs TUOrpapCKUM CriocoO0M BMECTE C IMPUKA30M, OH COXPAHSIET
OTMETKY O ITPHJIOKEHHUH.

Ecin 1oKkyMeHT wu3gaercd OTAENbHO OT YTBEPAMBIIErO €ro IpuKasza, MpOCTaBiseTcss Ipud
YTBEPKICHHUS.

Harpumep:

PEIJTAMEHT YTBEPXJIEH
npukazom ®I'bBY HUU "Bocxoxn"
or 18.05.2018 N 67

4.20. I'pud cornacoBanusi JOKyMeHTA

rpI/I(I) CorjylaCoBaHusd HOKYMCHTOB IIPOCTABJILACTCA Ha AJOKYMCHTAX, COINIACOBAHHBIX OpraHaMu
BJIaCTHU, OpraHU3alusAMU, OOJIKHOCTHBIMHU JIMIIAMH. FpI/I(b corjiaCoBaHus B 3aBHCHMOCTH OT BHJa
JAOKYMCHTA MOKCT MMPOCTABJIATHCA:



- Ha IIEPBOM JINCTE AOKYMEHTA (€CIM JOKYMEHT UMEET TUTYJIbHBII JIUCT - Ha TUTYJIbHOM JIUCTE) B
JIEBOM BEpPXHEM YIJly Ha yYpoBHE rpuda yTBEp:KIEHUS WU [0] HAUMEHOBAHHUEM JIOKYMEHTa OJInxKe
K HIKHEMY T10JIIO;

- Ha IIOCJIEIHEM JIUCTE JJOKYMEHTA M0J] TEKCTOM;
- Ha JINCTE COTJIACOBAHUS, SIBJISIFOIIEMCS HEOThEMJIEMON YacThIO IOKYMEHTA.
['pucom cornacoBanusi TOKyMeHTa OQOPMIISIETCS:

- BHCHIHCC COIVIaCOBAHMEC IOOKYMCHTA - C OpraHaMd BJIACTH, OpraHu3aluiaiMH, JOJIZKHOCTHBIMU
JMoaMu CTOPOHHHUX OpFaHHSaHHﬁ;

- BHYTPCHHEC COrjiaCOBAaHUE C KOJUICTHAJIBHBIMUA OpraHaMK OpraHu3ali - aBTOpa JOKYMCHTA.

I'pud cornacoBanus cocrout u3 cinosa COI'JTACOBAHO, nomkHOCTH JHIIa, KOTOPBIM COTJIACOBAH
JOKYMEHT  (BKJIOYas HANMEHOBAaHHE OpraHW3allid) B  HMEHHUTEIBHOM  MAJeXe, ero
CO6CTB€HHOpy‘~IHOﬁ moanucCu, MHUIaJIoB, q)aMI/IJ'II/II/I, JaThbl COIJIaCOBAHU.

Hanpuwmep:

COT'JIACOBAHO
Hupexkrop BHUMIA L
[Hognuce H.H. KynsieB

08.10.2018
Ecnu cormacoBaHue OCYIIECTBIISIETCS COBELIATENIbHBIM OpraHoM, B TpHude COTIacoBaHUS
YKa3bIBalOTCA CBEJEHUs OO0 OpraHe, COIrJacoBaBIIEM JOKYMEHT, JaTé M HOMEpE NpPOTOKOjIa, B
KOTOpOM 3adUKCUPOBAHO pEIIEHUE O corjacoBaHuu. Ecim cormacoBaHHe OCYIIECTBISETCS
JIOKYMEHTOM, YKa3bIBAIOTCS: BUJ JOKYMEHTA, OpPTaHM3allds - aBTOp JOKYMEHTa, JaTa U HOMEp
JIOKYMEHTA.

HaumenoBanme coriacyoomiero opraia win JOKyMEHTa YKa3bIBa€TCS B TBOPUTEITLHOM TAICKeE.

Hanpuwmep:

COT'JTACOBAHO
Pemenuem LlenTpansHoi
JKCIIEPTHO-TIPOBEPOYHO
komuccnu npu Pocapxuse
(IpOTOKOI OT N_ )

COT'JTACOBAHO
nucbMoM PocapxuBa
(ot N_ )
Ecmu B nmokymeHTe nBa TpHda COTIacoBaHWs, TO OHH PACIONATalOTCs Ha OJHOM YpPOBHE, TpH
0OJIBIIIEM KOJIMYECTBE X Pa3MENIAIOT IBYMs BEPTHUKAIbHBIMU psigamu. Ha 1okyMeHTe MOKET OBbITh
pacmnosioxkeHo He Oosiee deThipex rpudoB corjacoBaHus. bombinee uncio rpudoB corizacoBaHuUs

odopmIIsieTcs Ha OTJEIBHOM JINCTE COTJIACOBAHUS, PUIIATAEMOM K TOKYMEHTY.
Ecmu rpudsr cormacoBanus oQoOpMIISIOTCS HA OTACTHHOM JIMCTE COTJIAaCOBAaHUS, HA JIOKyMEHTE B




TOM MCCTC, I'’IC JOJIZKHBI ITPOCTABJIATHCA FpI/I(I)BI CorjiacoBaHus, MPOCTABJISICTCA OTMCTKA!:

"JIucT cornacoBaHus mpuaraercs'.

4.21. Bu3a

Buza cBuperenbCTBYeT O COTJACHHM WU HECOTJIACHHM  JIOJDKHOCTHOTO Jnia (paboTHUKA) C
coJlep’KaHUEeM IMPOeKTa JOoKyMeHTa. Bu3oil opopmiisercs BHyTpeHHEE COTJIaCOBaHME JIOKYMEHTa C
pabOTHUKAMHU OpraHU3alUU - aBTOpa JOKYMEHTa. Bu3a BKIIIOYAET JOKHOCTH JIMIA, BUSUPYIOIIETO
JIOKYMEHT, MOJIUCh, paciin(poBKy noanucu (MHUIHAIBI, (HaMUJIHIO) U JaTy BUSUPOBAHHUSL.

Hanpuwmep:

PykoBouTE b IOPUANIECKOTO OT/IETA
[Toamuce ITerposa O.H.
07.11.2018

Buza moxet ObITh HanieyaTaHa WM MOJHOCTHIO HAMMCaHA BU3UPYIOLIUM OT PYKH.
Bwuza odopmitsercs crieayromum oOpa3om:

- €CJIA 3aMEYaHUuU HET:

3aB. OTJEJIOM KaJIpOB
Iloamuce A.Il. UBanoBa
02.03.2018

- IIPY HAJIM4YUU 3aMEYaHUM:

3amMeuaHus MpUIaraloTCcs.

3aB. OTJIEJIOM KaJpOB

Iloamuce A.Il. UBanoBa
02.03.2018

Ecnu cnenmanuct NoIHOCTRIO HE COTJIACEH C IMPOCKTOM, BU3a O(I)OpMHSIeTCSI TakK:

He cormacHa.

3aB. OT/IEJIOM KaJIpOB

[Toammce A.Il. IBanosa
02.03.2018

3ameuaHus PUJIAraloTcs K JOKYMEHTY Ha OTJICIIbHOM JIHCTE.

Ecnmu 3ameuanune umeer HEOONBIION 00BEM, €ro MOXHO H3JOKUTh Ha TPOCKTE TOKYMEHTa
CJIETYIOIIUM 00pa3oM:

CuuTalo, 4TO B COCTaB PEBU3MOHHOM

KOMHUCCHH CIIeYeT BKIIOYUTH TAaKKe
.M. Momxkuny u ILIT. Ceparokosa.

3aB. OTZIEJIOM KaJpOB

[Toamnuce A.Il. UBanoBa



02.03.2018 |
B AOKYMCHTAX, MOJJIMHHUKU KOTOPBIX XPAHATCA B OpraHu3alv, BU3bl IPOCTABJIAIOT:
- Ha IOCJICAHEM JIMCTEC JOKYMEHTA 110 IIOAIHCHIO,

- Ha 000pOTE MOCJIEAHEr0 JIHCTa [IOUINHHUKA JTI0KYMEHTa,
- Ha JINCTE COIIacCOBaHUs (BU3MPOBAHMUS), IPUIAraéMoM K TIOKYMEHTY.

B ucxoasmux fokymMeHTax (Harpumep, B IEJIOBBIX MUChMax) B 3aBUCHMOCTH OT TOTO, HEOOXOUMO
U HaNpaBJSITh MOJUIMHHUK THUCbMa MO TMOYT€ WM JOCTaTOYHO HAaNpaBUTh MHUCHBMO 110
(bakCUMUIIBHOW CBA3M WM 1O JJIEKTPOHHOM Tmo4yTe (B BHJE JJIGKTPOHHOM KOMHH), BHU3bI
IIPOCTABIISIFOTCSL:

- Ha KOIHMH MKHChMa (BU30BOM HK3EMIUISIPE), €CIH MOJTMHHUK OTIPaBISETCs afpecary Mo MoyTe;

- Ha 000pOTE MOCIEAHETr0 JIMCTA MOJJIMHHUKA, €CIIU MMChMO OTIIpaBIsieTcs aapecary 1o (axkcy uiu
AJIEKTPOHHOM NOYTE (B 3TOM Cily4ae MMOJAJUHHUK OCTAETCsl B OPraHU3alMK U IOMELAETCS B JIEN0).

Jluct cornmacoBanus (BU3HPOBaHUS) 0QOPMIISETCS, €CITH COTIACYIOMUX JUI Oosbie 5 - 6.

JIucT cornacoBaHus (BI/IBI/IPOBaHI/Iﬂ) MMPUKPCIIIACTCA K JOKYMCHTY U BMECTC C HUM IOJAUINBACTCS B
pI(SAI (O

Hanpuwmep:

UTucTt BU3MpOBaHMS pUKa3a

BHUNIAL
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3am. 1upekTopa [Toamnuce E.A. Promuna
01.11.2018

3aB. OT/IEJIOM KaJIpOB IToanuce E.N. Xaipynuna
31.10.2018

3aB. ropuauueckum otaenom  Iloamuce M.H. Apupyuau
01.11.2018

[To ycMOTpeHUIO0 OpraHu3alyyd MOXET MPUMEHSTHCS IMOJIMCTHOE BU3UPOBAHHE TOKYMEHTA U €ro
NPUIIOKEHUH - C IPOCTABIEHUEM BU3bI HA 000pOTE KAXKJI0TO JIMCTA TIOKYMEHTA.

B opranuzanusx, npumensitomux C3/], cormacoBanrne MOXET MPOBOJAUTHCS B AJIEKTPOHHOU (opMme.
[Ipn nepemaye TOKYMEHTOB Ha OyMa)XHOM HocuTene, coriacoBaHHbix B COJI, B cTpykTypHOE
noJipa3fielieHue, OTBETCTBEHHOE 3a apXUB, CBEJCHHUS O COIJIACOBAHMM PACIedyaThIBAIOTCS Ha JIMCTE
COIIACOBaHUS.

K JMIaM, BUBUPYIOUIUM ITPOCKThI JOKYMCHTOB, KaK IMIpaBUJIO, OTHOCATCA:

- PYKOBOJMTENIN CTPYKTYpPHBIX MOAPA3ACICHUN, OTBETCTBEHHBIE 3a IIOATOTOBKY IPOEKTA
JIOKYMEHTA,;

- PYKOBOJHWTENW CTPYKTYPHBIX TIOAPA3IACICHUM, HWHTEPECHl KOTOPBIX 3aTParuBaeT MPOEKT
JIOKYMEHTA,;

- 3aMECTUTENIb PYKOBOAMTENS OpraHu3allid, KYpPHUPYIOLIETO CTPYKTYpPHOE TOJpa3/ieiIcHUE,
OTBETCTBEHHOE 3a MOJrOTOBKY ITPOEKTa JOKYMEHTA;

- PYKOBOAUTCIIb HOPHUAUYCCKOTIO IMOAPA3ACICHUA (CC.III/I 9TOro Tpe6yeT BUJ HJOKYMCHTa H Cro



coJiepKaHue);
- PYKOBOJHTEIb CIYKObI EIIONPOU3BO/ICTBA.

.HI/IHa, HE COI'IaCHBIC C MPCAJTOKECHUCM, N3JTI0KCHHBIM B JOKYMCHTEC, HE UMCIOT IIpaBa OTKa3bIBATHCA
OT BU3BHMPOBAHUA.

4.22. lloagnuck

[logmuce BKIIOYAeT: HAWMEHOBAHWE JIOJDKHOCTH JIMIIA, IOJIMCBHIBAIOIIErO JOKYMEHT, €ro
COOCTBEHHOPYYHYIO OIHChH, PACIIA(POBKY MOAMUCH (MHULHAIIBI, (PaMUIHA).

Hanpuwmep:

|FeHepaanbll71 JUPEKTOP Ilognuce ILII Ilerpos
Ecnu noxymeHT odopmileH Ha OiiaHKe OpraHU3alfy, B HAUMEHOBAHUU JIOJDKHOCTH HAaMMEHOBAHHE
OpraHM3aly HE YKa3bIBaCTCs.
Ecnmu noxymeHT ohopmiieH He Ha OiiaHKe, B HAUMEHOBAHUE JIOJDKHOCTH BKIIIOYAETCS HANMEHOBAHNE
OpraHu3aLuu:

[ eHepaIbHBIN TUPEKTOP IToanuce ILII Ilerpos
AO "Nutenunsect”

[Tpu odopmieHnn HOKyMeHTa Ha OJIaHKE JOJDKHOCTHOTO JIMLA JOJDKHOCTH TOTO JIMIA B TOIIMHCH
HE YKa3bIBaeTCA:

| ITonnuce ILII. Ilerpos |
IIpy noanucaHuM ITOKYMEHTa HECKOJIBKMMHU JOJDKHOCTHBIMM JIMLAMH, 3aHHMAIOLIUMU DPa3sHOE
NOJIOXKEHHWE, MX TIOANMCH PpaCIoNararoTcs OJHa II0J JpPYroM B  IIOCIEN0BATEIbHOCTH,
COOTBETCTBYIOILEN UEPAPXUH 3aHUMAEMBIX JOJKHOCTEMN:

[ eHepaIbHBIN TUPEKTOP IToanuce ILII ITerpos
[ 1aBHbII Oyxranrep IToanuce A.H. Turosa
IIppy mnoanmucaHWyM JOKYMEHTAa HECKOJBKMMH JIMIAMH DPAaBHBIX JOJDKHOCTEH UX IMOAIUCH
pacroJiararoTcs Ha OJHOM YPOBHE:

3am. mupekTopa no (puHAHCOBBIM BOIIpOcaM  3aM. TUPEKTOpa MO aIMUHUCTPATUBHBIM
BOIIpOCaM

ITonmmce A.IL IletpoB ITonmmce E.A. Mapwmenanos

B nokyMeHTax, COCTaBIEHHBIX KOMHUCCHUEW, B MOINUCU YKa3bIBAETCA CTATYC JHIA B COCTaBE

KOMHCCHU:

[Ipencenarens KOMUCCUU IToamnuce ILII Ilerpos
UreHBI KOMHCCHM: ITonmmce M.M. Mummunnaa
Iloanuce A.E. Tlonropaukas

JIoKyMEeHT MOKET OBITh TIOJIMUCAH TOJIBKO TEM JIMIIOM, JOJDKHOCTH M (haMUJIUsI KOTOPOTO yKa3aHa Ha



JIOKYMEHTE.
[Tognmucanue AOKyMEHTa APYTHM JIUIIOM C TPOCTABICHHUEM KOCOW 4YepThl WM HAANUCH
HEJOMYCTHUMO.

n

3a"

[Tpu noanucaHuy TOKyMEHTa JUIOM, HMEIOLUM IIPABO MOAINKCH B CIIy4ae BPEMEHHOIO OTCYTCTBUS
PYKOBOIMTENS, HWCIpPABIEHUS B HAMMEHOBAaHUE JOJDKHOCTH U paciiupoBKy (GaMmIUK YxKe
NOJArOTOBIEHHOIO M  COIVIACOBAHHOI'O IIPOEKTa JOKYMEHTa BHOCSATCS OT pYyKHM HIM C
MCIIOJIb30BaHHUEM COOTBETCTBYIOIIMX INTaMIOB. Eciau paGOTHUK OpraHu3alydy MPUKA30M Ha3HAYeH
UCTIOJTHSAIONINM 00S3aHHOCTH PyKOBOAUTEIISA, TIOAMHUCH O(hOPMIISIETCS CIIEAYIOIIUM 00pa3oM:

|I/I.o. re€HEepaJbHOr0 IUPEKTOpa IToanuce C.H. Ap6y3oB
R0
M cronasaronuii 00s13aHHOCTH IToamuce C.H. Ap6y3oB

FeHEPAIbHOIO AUPEKTOpa
[Tpu odopmiaeHnn NOANMUCH HAMMEHOBAaHUE JIOPKHOCTH HAYMHAETCS OT JIEBOI'O IOJIS, a MOCIEeIHASA
OyKkBa (haMIIINU OKa3bIBACTCS HA TPAHUIIE TPABOTO TOJIS.
[Tpy HamM4MM HECKONBbKMX NOJMMCEH MO TpaHUIE MPaBOro IOJs pacroiaraercst camas JJIMHHas
(damuusl, a ocTalbHbIE BBIPABHUBAIOTCSA 110 MHULIMAIAM.

I[onycxaeTcsI OCHTPHUPOBATH HAUMMCHOBAHHWEC OOJDKHOCTH JIMIA, IIOANHMCABIICTO OOKYMCHT,
OTHOCHUTEJIBHO CaMOM ,Z[JII/IHHOﬁ CTPOKH.

[Ipy HAMMEHOBAaHWUUW JOJDKHOCTH, 3aHMMAIOIIEM HECKOJIBKO CTPOK, pacHM(ppoBKa IOIIUCH
MeYaTaeTcs Ha YpOBHE HUKHEH CTPOKH.

4.23. OT™MeTKa 00 3JIEKTPOHHOU moAnUucH <35>

<35> PexBu3sur BriepBbie BBelleH CTaHIapTOM.

OtmeTKa 00 AIEKTPOHHON MOJNMCH MCHOJIB3YETCSl MPHU BU3YaIM3alUU 3JEKTPOHHOTO JOKYMEHTA,
MOANKMCAHHOTO 3JIEKTPOHHOM MOIUCHIO.

OtmeTKa 00 371eKTPOHHON MOJIMUCH BKIIIOYAET:

¢dpa3zy "JlokyMeHT moAMKCaH JIEKTPOHHOM MOMUCHI0";
HOMep cepTu(UKaTa KJitoya 3IeKTPOHHON MOIIHCH;
dbamMunno, UM, OTYECTBO BIAAENbIa CepTUHUKATA;

CPOK JIEUCTBUS cepTH(HUKATA KITFOYA JIEKTPOHHOM MO IITUCH.

OtmeTKka 00 STEKTPOHHOU MOAMHMCH MOKET BKJIIOYATh M300pa)KeHHE SMOJIEMBI, TOBAPHOTO 3HAKa
(3HaKa 0OCITY)KUBaHMsI) OPTaHU3AIIMN B COOTBETCTBUH C JICHCTBYIOIINM 3aKOHOJATETHCTBOM.

Hupektop |3M6neMa JOKYMEHT IIOATIMCAH [L.II. ITetpoB


https://normativ.kontur.ru/document?moduleid=9&documentid=318120#l0

oprammanun  DJIEKTPOHHOM OITHUCHIO
Ceptudukar 1a111aaa000000000011

Bianenen Ilerpos Ilerp [lerpoBuu

[letictBurenen ¢ 01.01.2017 mo 31.12.2018
OtmeTKa 00 3JEKTPOHHOM MOJMHUCH, KaK MpaBuio, oQopMiseTcs Uisl JOKYMEHTOB, MOAMHCAHHBIX
YCUJICHHOU 3JIEKTPOHHOM ITOJIIUCHIO.

[Ipu BHyTpeHHEM OOMEHEe TOKyMEHTaMHU U Mpu OOMEHE C OpraHu3alMsIMH HMapTHEPaMH, €CIU 3TO
IIPEYCMOTPEHO COTJIAILIEHUEM MEXY CTOPOHAMH, OPraHU3alMM MOT'YT MCIOJIb30BaTh YCUJICHHBIE
HEKBaJU(UIUPOBAHHBIE U TPOCTHIE AIEKTPOHHBIE MOIHICH.

OtmeTrka 00 AJIEKTPOHHOW MOANKCH PACIONaraeTcsi Ha TPAJUIIMOHHOM MECTe COOCTBEHHOPYYHOMU
MOJIMKUCHU: MEX1y HAUMEHOBAaHUEM JOKHOCTH MOAMMCHIBAIOIIETO JIMIA U paciii(pPOBKOM MOAMKUCH.
Ecnu snekTpoHHBIH TOKyMEHT odopmisiercs Ha OjaHKe ODKHOCTHOTO JIMIA, YKa3aHUs Ha
HAaUMEHOBAaHUE JOJHKHOCTH JIMIA, TOAMKUCHIBAIOLIETO JOKYMEHT, HE TpeOyeTcs.

4.24. IleuaTn

[Teuarp 3aBepsA€T MOJIMHHOCTH MOANUCH JAOJPKHOCTHOIO JIMIA HA JOKYMEHTAaX, YAOCTOBEPSIOIIUX
npaBa Ui, GUKCUPYIOMUX (aKThl, CBsI3aHHbIE C ()MHAHCOBBIMU CPEJICTBAMH, a TaKkKe Ha HMHBIX
JIOKYMEHTaX, IMPEIyCMAaTPUBAIOIIMX 3aBEPEHHE IMOJNHUCH Ie€4aTbl0 B  COOTBETCTBUH C
3aKkoHoJiaTenbcTBOM Poccuiickoit denepainu.

I[OKYMGHTI)I 3aBCPAIOT II€YATBIO OpraHv3alHuu. IleuaTs IMPpOCTAaBJIICTCA, HEC 3axBaThbIBas
COOCTBEHHOPYYHOH MOJIKCH JIMIIA, MTOJIMHUCABIIET0 JOKYMEHT, WM B MecTe, o0o3HaueHHOM "MIT"
("Mecto neuaru").

Hanpuwmep:

3aM. reHepabHOTO IUPEKTOpa IToanuce A.P. l'opsiueB
[ maBHBIN Oyxrantep IToanuce A.B. MopryHosa




IIpuMepHBIii IIepedeHb AOKYMEHTOB, Ha KOTOPBIE CTAaBUTCS II€4aTh OpPraHU3alud, IIPUBEICH B
npunoxenun N 3.

4.25. OT™MeTKAa 00 HCIIOJIHUTEJIE

Otmerka 00 ucnogHuTenae oGOpMIISIeTCS Ha HYDXKHEM I10JIE€ JIMIEBOW CTOPOHBI MOCIEIHEro JIUCTa
JOKYMEHTa OT TPaHUIIBI JIEBOTO IOJISL MITH, TIPU OTCYTCTBUU MECTa, - HA 00OPOTHOH CTOPOHE BHU3Y
cleBa.

OtrMeTka 00 HCMOJNHUTENE BKIHOYAeT (HAMHJIMIO, UMS M OTYECTBO HCIIOJIHUTENS, HOMEp €ro
TenedoHa.

Hanpuwmep:

A6puxocoB AnbOept [lerpoBuu
7(495) 924-45-67

OTtmerka 00 HCIIOJHUTENE MOXKET JOMOJHATHCS HAUMEHOBAaHUEM JIOJDKHOCTH, CTPYKTYPHOI'O
IIOAPA3/AEIICHUS U AJIEKTPOHHBIM aIPECOM UCIIOIHUTES.

Hampumep:

A6puxocoB Anb0ept [lerpoBuu, KonrponsHoe ynpasieHue,
BeTyIIMIA crienuanuct, +7(495) 924-45-67, Abrikosov@gov.ru
OtmeTka 00 MCHOTHHUTENE MOXKET OQOPMIIATHCS KaK HIDKHUM KOJIOHTUTYIN U MeYaTaThCsl MpUPTOM
MEHBILEro pa3mepa.

4.26. OT™MeETKA 0 3aBepPEeHUM KONTUHU

OTMmeTKa 0 3aBepeHMH KOMHMHM OQOopMIIsieTcs Ul MOATBEPXKIAECHUS COOTBETCTBHS KOIMUM JTIOKYMEHTa
(BBIMUCKU U3 JIOKYMEHTA) MOJIMHHUKY JOoKyMeHTa. OTMETKa O 3aBepeHUM KOMHH IPOCTaBIISIETCS
O]l PEKBM3UTOM '"moAmuchk" (OTMETKa 00 3JIEKTPOHHOM MOAMKCH) U BKIOYAeT: ciioBo "BepHo";
HAaUMEHOBAHUE JIOJKHOCTHU JIMIA, 3aBEPUBLIETO, €r0 COOCTBEHHOPYUHYIO MOAMKCH; PacIn(ppOBKY
noanucy (MHUIUAaNbl, aMUIIUIO); ATy 3aBepeHHs KOMUH (BBIMUCKU U3 TOKYMEHTA).

Hanpumep -

Bepno

ucnektop cinyxO0bl kaapoB [loamwuch M.M. Mamikuna
07.09.2018

Ecnu komnus BblAaeTcs Uil NMPEACTABIEHUS B APYTyH0 OpraHU3alUI0, OTMETKA O 3aBEPEHUM KOIHH
3aBepsieTCs MevYaThbio OpraHu3auy (Mpu ee HaJIU4uuu), a Takxke (Mpu HeoOXOIUMMOCTH) JOTIOIHSIETCS
HA/MUChI0 O MECTE XpaHEHHs JIOKYMEHTa, ¢ KOToporo Obuta m3rotoieHa komus ("IlommmHHUK
JIOKyMEHTa HaXOJIUTCs B (HaMMEHOBaHMe opranmu3aiuun) B aene N... 3a... rox").

Jl1s mpocTaBiIeHNs] OTMETKHU O 3aBEPEHUU KOITMHM MOXKET UCIIOJIb30BATHCS IITAMII.

Kommun OJICKTPOHHBIX JOKYMCHTOB, CO3JaHHBIC Ha 6YMa}KHOM HOCHUTCIIC, 3aBCPAIOTCA B
YCTAaHOBJICHHOM IIOPSAOKE.

3J'ICI(TpOHHLIC KOIIMKU TOKYMCHTOB Ha 6YM8.)KHOM HOCHUTCJIC 3aBCPAOTCA 3HeKTp0HHOﬁ noAnucCerO, B



NOpsIIKE, YCTAHOBJICHHOM HOPMAaTHUBHBIMU IIPAaBOBBIMU akTamu Poccuiickont denepannu.

4.27. OT™MeTKA 0 MOCTYIJICHUU JOKYMEHTA

OTMeTKa 0 IMOCTYINNICHUH JOKYMCHTA CIIYXHUT AJId IIOATBEPIKACHHUA (baKTa IMOCTYILUICHHUA JOKYMCHTA
B OpraHu3alurio U BKJIKOYACT AATy IMOCTYIUJICHHUA U BXOSIIUH peI‘I/ICTpaI_II/IOHHbe/’I HOMCP AOKYMCHTA.
HpI/I H606XO,Z[I/IMOCTI/I OTMCETKAa O IIOCTYIUICHHMH MOXCET JOIIOJHATBCA YKAa3aHUEM BpPEMCHU
MOCTYILJICHHUA U criocoba AO0CTaBKU JOKYMCHTA.

OTMeTKa 0 IMOCTYINNICHUH JOKYMCHTA MOXKET ITPOCTABJIATHCA C IIOMOIIBIO IITaMIIa.

[Ipu orcyrcTBMM MecTa JUIsl HPOCTAaBICHHUS OTMETKHM O IIOCTYIUIEHMHM Ha JIMIEBOH CTOpPOHE
MOCTYIUBIIETO JOKYMEHTa OTMETKA CTaBUTCSL HA 0OOPOTHOM CTOPOHE JIUCTA.

4.28. Pe3oJronus

Pe3omionusa comepKUT yKa3zaHMS IO WCIOJHEHHMIO JIOKyMeHTa. Pesomronns odopmisiercss Ha
CBOOOJHOM MecTe paboyero mOJs JOKYMEHTa, Ha OJIaHKe pe30JIIOLMU MM  BHOCHUTCS
HEMOCPEACTBEHHO B CHCTEMY AJIEKTPOHHOI'O JJOKYMEHTO000pOTA.

Pesomionuss  BritouaeT: ¢GaMuwiIMiO, MHULMAIBI HCHOJHUTENS (UCHOJIHUTENEH), MOpYyYEeHHE IO
JOKYMEHTY, CPOK UCIIOJIHEHUS, [TOJITUCh JIMLIA, BBIHECILIETO PE30JIIOLUI0, 1aTy PE30JIIOLUH.

Hanpuwmep:

BanoBy A.A.

[Ipoiry moAroTOBUTH MPEIOKEHUS K
10.11.2018.

TTonmmce

07.10.2018

Cpoxk UCHOJTHEHHS TOpY4YEHHs HE YKa3bIBaeTCs, €CIM OH Ha3BaH B TEKCTE MOCTYIHUBIIETO
JIOKYMEHTa ¥ pyKOBOJIUTEIb HE CUMTAET HEOOXOAUMBIM U3MEHUTD €T0.

[Tpu ykazaHWM HECKOJIbKMX HCHOJHHUTENEH (amMuiiisg OTBETCTBEHHOI'O HCIIOJHMTENS YKa3bIBAETCs
NIEPBOM, WINA OAYEPKUBACTCS.

Harpumep:

BanOBYy A.A.

[TerpoBy B.H., Cunoposy I'.P.
[Iporry npencTaBUTh MPEIOKEHUS
10.11.2018.

Tloamuce

07.10.2018

Ecnu ykasaHMs 1O HCHOJHEHHUIO COJAEPXKATCs B TEKCTE JOKYMEHTAa, TO PE3OJIOIHS COICPKUT
yKa3aHHe Ha MCITOITHUTEIIS, TTOIMTUCH JIMIIA, BBIHECIIIETO PE3OITIOIUIO U JATY PE3OITIOIUH.

Jist pe3ononuu MOXeT ObITh NPelyCMOTPEH creluaibHbIi Onank popmata AS nmu AG.




B pesomtornuio, ohopMICHHYI0O Ha OTACIBHOM OJIaHKE, TaKKe MOTYT BKIIIOUAThCS CBEICHUS O
JIOJDKHOCTH €€ aBTopa.

Pe3ouoniust mpuKperisiercs: K JOKYMEHTY U BMECTE C HUM IOAIIUBACTCS B JIEO.
Odopmnenue pesomonuu B CIJ] 10JKHO COOTBETCTBOBATh YKa3aHHBIM TPEOOBAHHSIM.

Pesomonus, opopmnennas B COl s JoKyMeHTa Ha OyMa)XHOM HOCHTENE, CO CPOKOM XPaHCHHS
BpeMeHHbIM (Oonee 10 7eT) WIM TOCTOSHHBIM, MpPH HANpaBICHUH JIOKYMEHTa B JIEJO0
pacreyaTbhlBaeTCs U IIOMELIAETCS B J1€JI0 BMECTE C IOKYMEHTOM.

4.29. OT™MeTKA 0 KOHTPOJIEe

OTMeTKa 0 KOHTPOJE CBHJIETEIHCTBYET O MOCTAHOBKE JIOKYMEHTa Ha KOHTPOJIb, MPOCTABIIACTCA
mtamnioM "KoHTposib" Ha BepXHEM 10Jie TOKYMEHTA.

[Tpu mocraHOBKE HAa KOHTPOJIb JOKyMeHTa B CDJ] B perucTpaliiOHHO-y4eTHYIO (HOpMY 3aHOCITCS
CBeJCHUS 00 3TOM.

Hactpoiika CO/] mpou3BoauTcs TakuM 00pa3oM, 4TOObI COTPYAHUK, OCYIIECTBISIOMINUNA KOHTPOIb,
Y UCTIOJHUTEh MOTJIM IMOJy4YaTh aBTOMAaTUYECKHE YBEAOMJICHUS O MPUOTUKEHUU KOHTPOJIBHBIX
CPOKOB.

4.30. OT™MeTKa 0 HANIPABJICHNH JOKYMEHTA B /1€J10

OTMeTKa O HampaBJICHMH JOKYMEHTa B JIEJI0 ONpEAEIsIeT MECTO XpPaHeHHs JOKyMEHTa I0Cie
3aBCPUICHUA pa6OTBI ¢ HuM. OTMETKa TaKKe CBUIACTCIILCTBYCT 00 HCIIOJIHEHNH AOKYMCHTA U CHATHUU
€ro ¢ KOHTPOJISL.

OtMeTka BKJIIOUYaeT: cioBa "B neno", uHAeKC ena mo HOMEHKIIAType A€, B KOTOPOe MOMeENIaeTcs
JIOKYMEHT Ha XpaHEHHE, C YKa3aHWEM T0Ja, JOJDKHOCTH JIUIA, OOPMHUBIIETO OTMETKY, MOIIUCH,
naTty.

Hanpuwmep:

B nemo N 01-18 32 2016 T.

3aB. OTJI€JI0OM KOPIIOPATUBHBIX TPOEKTOB
[Toammce

10.12.2018

OTMeTKa O HamNpaBJICHUH JOKYMEHTAa B JEJIO MOXKET JOMOJHATHCA KPATKUMH CBEACHUSMU O
XapakTepe HCIOJIHEeHHsI TOKyMmeHTa, Hampumep: "Hampasnen oteer (mara), (N)", "IIpoBenmena
KOHCynbTamusi 1o Ttenedony (marta)", "YareHo mpu pazpabotke mpoekrta" u ap. CeeneHus
YKa3bIBAIOTCS B HA4YaJle OTMETKH.

Hampuwmep:

Otet HanpasieH 04.05.2018 N 05-06/12
B neno N 05-06 32 2018 T.

3aB. OT/IETIOM KOPIIOPATHBHBIX MPOESKTOB
ITonmmce




110.06.2018
ITpu ucnonpzoBanuu COJl OTMETKY OONYyCKAaeTCsl HE CTAaBUTh, NPU 3TOM CIENYET YYUTHIBATH
HeoOxoaumocTh ¢GopmupoBanus B CDJ[ cBeneHuid o pe3yiabTaTe M BPEMEHU HCIOJHCHHS
JOKYMCHTA, O TOM K KaKOMY ACITY OTHOCHUTCA NOKYMCHT, I'IC XPAHUTCA ANCI0, KTO OTBCTCTBCHCH 3a
3aBCPIICHUEC €TI0 UCIIOJHCHUA U ITIOMCIIICHUE B ACTIO.

5. MIOAT'OTOBKA TEKCTOB JOKYMEHTOB

TekcT AOKyMEHTa COCTaBJISIETCSl Ha PYCCKOM SI3bIKE KaK TOCYIapCTBEHHOM si3bike Poccuiickoii
®denepauuu.

B opranax rocynapCTBEHHOW BJIAacTH, OpPraHaX MECTHOIO CaMOYIPAaBIEHUS, TOCYIapCTBEHHBIX
yupexaeHusx pecnyonuk Poccuiickoit @enepanmuu  Hapsay C TOCYJapCTBEHHBIM  SI3BIKOM
Poccuiickoit ®enmeparuu  MOTYT  yImOTpPEOJIATHCS TOCYAApCTBEHHBIC S3BIKM pecnyoiauk. B
JIEATEIbHOCTH TOCYIAPCTBEHHBIX OPraHOB, OPraHU3ALMM, NPEIIPUATUN U ydpexaeHuil Poccuiickon
@denepany UCHOJIB3YIOTCA T'OCYNApCTBEHHBIN s3bIK Poccuiickoil denepanuu, rocynapcTBEHHbIE
SI3BIKM PECIYOJIMK U MHBIC S3bIKK Hapo10B Poccuiickoit @enepannu <36>.

<36> IlyHkt 2 cratbu 3 DexpepanbHoro 3akoHa oT 25 oktsaOps 1991 r. N 1807-1 "O s3sikax
HaponioB Poccuiickoii @eaepauun" (Benomoctu CHJl u BC PCOCP, 12, 1991, N 50, ct. 1740;
Cobpanue 3akoHomaTenbcTBa Poccuiickoit @enepanun, 1998, N 31, cr. 3804; 2002, N 50, ct. 4926;
2013, N 27, ct. 3477; 2014, N 11, ct. 1094).

5.1. Pycckuii s13bIK B 00513aT€IbHOM MOPSAIKE HUCIIOIb3YETCS:

- B IIEPENUCKE MEXKIAy TIOCYJAapCTBEHHbIMM OPraHaMH, OpPraHU3alUsMH, NPEINPUATHIMH,
yupexaeHusmu cyorektos Poccuniickoit @enepannu c agpecaramu B Poccuiickoit denepannu;

- B IEPENHUCKE C NPEINPHUIATHSIMM, OPraHU3alUsMH, HE HaXOJAIIMMHUCA B BEICHUM JAHHOTO
cyobekta Poccuiickoii ®enepanuu WM pacrloiIOXKEHHbIMA Ha TEPPUTOPUU JPYTUX CYOBEKTOB
Poccuitckoit denepanuu;

- 1Opu OQOPMIIEHHH JIOKYMEHTOB, YJOCTOBEPSIOIIMX JIMYHOCTh TpaxkaaHuHa Poccuiickoit
Ddeneparun, 3anuceil akToB rpa)IaHCKOTO COCTOSTHUS, TPYAOBBIX KHH)KEK, a TaKXkKe JOKYyMEHTOB 00
00pa3oBaHUM | JIp.

Pycckuii s3pik M s13bIKk  pecnyOnuku B coctaBe Poccuiickoit ®enepanuu  0JHOBPEMEHHO
MIPUMEHSIOTCS!

- B JICJIONPOU3BO/ICTBE CYACOHBIX U MPABOOXPAHUTEIbHBIX OPTaHOB;

- B cpepax MPOMBIIIJIEHHOCTH, CBA3H, TPAHCIIOPTA U SHEPIeTUKH Ha Bcel Tepputopun Poccuiickoit
denepannu;

- B chepe 0OciykKMUBaHHSI U KOMMEPUECKOH 1eaTeIbHOCTH <37>.

<37> Tam xe, craThs 22.

5.2. B Tekcre AOKYMCHTA, HOATOTOBJICHHOM Ha OCHOBAHUWHU 3aKOHOAATCJIBHBIX WX HWHBIX


https://normativ.kontur.ru/document?moduleid=1&documentid=12411#l560
https://normativ.kontur.ru/document?moduleid=1&documentid=12411#l621

HOPMATUBHBIX NPABOBBIX AKTOB, PaHCC HU3JAHHBIX PACIOPAAUTCIIBHBIX NJOKYMCHTOB, YKa3bIBACTCA
HAaNMMCHOBAHHUEC BUJa JOKYMCHTA M 3aroJIOBOK K TEKCTY, a4 TAKKE€ UX PEKBU3UTHI:

- HAUMCHOBAaHHEC OpraHu3aliy - aBTOpa AOKYMCHTA, AaTa JOKYMECHTA, peFI/ICTpaHI/IOHHHﬁ HOMEDP
JOKYMCHTA, 3ar0JIOBOK K TCKCTY,

- HaUMEHOBAaHME OpraHU3allMd WIM JOJDKHOCTHOIO JIMIA, YTBEPAMBILErO JOKYMEHT, JaTa
YTBEPKJICHHS TOKYMEHTA.

Hanpumep:

Bo ucnonaenune npukasa Pocapxupa ot 23 nekabps 2009 r. "OO6 yTBepKIeHHN
MeToanuecKX PeKOMEH AL M0 pa3paboTKe HHCTPYKIIUIA IO JEIONPOU3BOJCTBY B
(denepabHBIX OpraHax UCIIOTHUTEIBHOM BiIacTh"....

12005

Ha ocnoBanuu [lonoxenus o ciyx0e AeT0npon3BOACTBa, yTBepxkAeHHOTO [Iprukazom
BHUMJIAL ot 25 centsops 2018 . N 146...

[Ipu ccbuike Ha 3aKOHOAATENbHBIE W HMHBIE HOPMATHUBHBIE IIPABOBBIE AaKThl YKa3bIBACTCS
opunmanbHelii KUCTOYHMK uX omybOnukoBanusi (CoOpanue 3akoHOAaTenbecTBAa Poccuiickoi
Oenepanyy, bronneTeHb BEIOMCTBEHHBIX HOPMATHUBHBIX aKTOB, HH(OPMAIMOHHBIA MOpTal
http://www.pravo.gov.ru, wusmanust cyobekToB Poccuiickoit demepaiiui ¥ OpPraHoB MECTHOI'O
caMOYIpaBIICHU).

Hanpuwmep:

Denepanbublii 3akoH oT 22.10.2004 N 125-®3 "O6 apxuBHOM nene B Poccuiickoit
Denepanun" (CoOpanue 3akoHogaTenscTBa Poccuiickoit @eneparnuu, 2004, N 43, ct. 4169;
2006, N 50, ct. 5280; 2007, N 49, ct. 6079, N 20, ct. 4034; 2010, N 19, cT. 2291, N 31, cT.
4196; 2013, N 7, ct. 611; 2014, N 40, ct. 5320; 2015, N 48, c1. 6723; 2016, N 10, ct. 1317,
N 22, ct. 3097; 2017, N 25, ct. 3596);

5.3. TekcT JHOKyMEHTa MOXET COJEp)KaThb paslenbl, IOApa3JeNbl, IyHKTHI, IOAIYHKTHI,
HyMmepyemble apabckumu nudpamu. Beiienenue 6osee dyeTblpex ypoBHEH pyOpHKaluu TEKCTa He
PEKOMEHIYETCS.

Paznensl u moapasnensl MOTYT MMETh 3arojOBKH. 3aroJIOBKM pa3fesioB MUIIYTCS C MPOIMUCHOM
OykBbl. JlomyckaeTcs HamucaHHMe 3arojIOBKOB pa3fiesloB NpomnucHbIMH OykBamu. IlonzaronoBku
NUOIYTCSL € TPONMCHON OYKBBI CTPOYHBIMHU. 3arojOBKU pa3fesioB JOIYCKAaeTCs BbIICNATD
HOJYXHUPHBIM IIPUPTOM.

B Texcrax 1OKYMEHTOB yHnoTpeOsitoTCA TOJIbKO OOIIENPUHSTHIE TEPMHUHBI, a TaKke ab0peBUaTypsl
U rpaduyeckre CoKpalieHusl.

[Tpu ynotpebnennu TepMuHa uiu abOpeBuaTypbl, KOTOpbIE MOTYT ObITh HEITOHATHBI YUTATEINI0, OHU
pacinpoBBIBAIOTCS MPU MEPBOM yIoTpedsieHnu. Eciy Takux JeKCHYecKuX eIMHUI] B TEKCTE MaJlo
(1o 4-x), pacmuppoBKM MOXXHO JaBaTh B TMOJCTPAaHUYHBIX CHOCKax. Ecmum wux Oomblie,
PEKOMEHIyeTCsl COCTaBUTh pazaen "Tepmunsl u onpenenenus’ u "[lepedens cokpareHmit'.

HpI/I y1'IOTp66.HCHI/II/I B TCKCTC (I)aMI/IJ'II/Iﬁ U MHUIIUAJIOB MHUIIHUAJIBI YKA3bIBAIOTCA MTOCJIC (I)aMI/IJ'II/II/I.

5.4. Tekct JAOKYMCHTA MOKCT HU3JIaraTbCd B BHUIC Ta6J'II/II_U>I, AHKCTBI UJIKM I'PpaMMATUYICCKU CBA3HOI'O
TCKCTA.


https://normativ.kontur.ru/document?moduleid=1&documentid=147913#l0
https://normativ.kontur.ru/document?moduleid=1&documentid=100186#l0

AHKeTa - TEKCT JOKYMEHTa, XapaKTepU3YIOIIeT0 OAWH OOBEeKT Mo Ha0opy NPU3HAKOB H
MOCTPOEHHBIN B BUJIE BOIIPOCOB U OTBETOB <38>.

<38> Ynpasinenue nokymeHTaMu. Tepmunsl u onpenenenus. Ciosaps. - M., 2013, c. 13.

Tabmuna - TEKCT JOKyMEHTa, MMEIOIIMHA YIPOLIEHHYIO JIOTMKO-CHHTAKCUYECKYIO CTPYKTYpY H
MPOCTPAHCTBEHHYIO OPraHMU3alMI0 U MO3BOJSIONIMNA COMOCTABUTH MPEIMETHI, SBJICHHS, MPOIECCHI
0 ONpEeIEIICHHOMY HAObOpy MpU3HAKOB <39>.

<39> Tam ke, c. 82.

['pammaTruecku CBSI3HBIN TeKCT <4(0> - TEKCT JOKYMEHTA, COXPAaHSIOIIMM JIOTHKO-CUHTAKCUYECKYIO
CTPYKTYpPY U IIPOCTPAHCTBEHHYIO OPraHU3aLMI0 €CTECTBEHHOTIO SA3bIKa.

<40> Tam xe, c. 25.

B Texcre aHKeThl MOXET COJEp)KaThCs Kak CIOBecHas, Tak u I1udpoBas uHbopMmanus. [lpu
MOCTPOCHUU AaHKETHl BOIPOCHI BBIPAKAIOTCS CYIIECTBUTEIBHBIMU B HWMEHUTEIHLHOM IAJIEXKeE,
Harpumep: "bammmms", "ums", "0oT4eCTBO"; UK CIIOBOCOYETAHHUSIMH, OIIOPHBIM CIIOBOM B KOTOPBIX
SBJISICTCSl CYIIECTBUTEIIBHOE, HampuMep: 'CTPYKTypHOE mojpaszieneHue”, 'mocieaHee MecTo

paboTsl", "pe3yabTaT BHIOMHEHHS MIaHa", "MPUYMHA OTCYTCTBHS .

BOHpOCBI AHKETBI U OTBCTHI HA HUX T'PaAMMATUYCCKH COIJIAaCOBBIBAKOTCA.

TabnuuHbBIC TEKCTHI MPUMCHAIOTCA B TaKMX AOKYMCHTAX, KaK CTPYKTypa W HITaTHAA YHUCJICHHOCTD,
ITaTHOC PAaCIIMCaHHUC, TIJIaH pa6OTBI, TEXHUYCCKOC 3aIaHUC, HCKOTOPBIC BUJBI OTUCTOB, MEPCUHU U

Ap.

Harpumep:
ITEPEYEHb IOKYMEHTOB CO CPOKAMU XPAHEHUM A
N craTbu Bun nokymenTa Cpok XpaHeHHUs [Ipumeuanus
1 2 3 4

Tabnuiel UMEIOT /Ba YPOBHS YJICHEHHS TEKCTa: BEPTHKAIBHBIN - Tpadbl U TOPHU3OHTAIBHBIN -
ctpoku. OOO0OIICHHBIE HAWMEHOBAaHMSI TPU3HAKOB B TaOJMIE COCTABJISIOT 3aroJIOBKU U
MO/I3aroJIOBKU Tpad, a HauMEHOBaHHsS OOBEKTOB - 3arOJIOBKH U IOJA3aroJIOBKH CTPOK TaOJIHIIBI,
pacmoJioKeHHBIE B KpaitHel JIeBoit rpade.

Hanpumep:

CIIPABKA O 3AOJDKEHHOCTHU 110 IVIATEXKAM B BYOJUKET U
BHEBIOJ/IDKETHBIE ®OHJIBI B 2017 T'.
3agomxennocts | Henonmka | 3amomkensocts | Ilenn py6. | Iltpapsr | O6uias cymma




pyo. 10 HAJIOTOBBIM pyo. 3aJI0JDKEHHOCTH

aTexxam pyo. pyo.
1 2 3 4 5 6
['opoxnckoii
OFOKET
DenepanbHbIi
OFOKET

3aronoBkd rpad M CTPOK MHUIIYTCS € MponucHor OykBbl. Ilog3aronoBku - co CTPOYHOM.
[TonzaronoBku rpag u CTPOK rpaMMAaTHYECKH COTTIACYIOTCS C 3ar0JIOBKAMHU.
5.5. [locTpoeHnue rpaMMaTHYECKU CBSI3BHOTO TEKCTa 3aBUCUT OT BUAA JOKYMEHTA.

TekcT pacnopsIUTENbHBIX JTIOKYMEHTOB M3JjlaraeTcss oT | juna en. uucna: "mpukasbiBar" uiau (B
pEIIEHUsX KOJUIETHAIbHBIX OPraHOB): OT 3 JHUIa €AMHCTBEHHOI'O YMCIia: "KOJUIETHUS TOCTAaHOBISET",
"yueHslil coBeT pemit”. TeKCT pacropsHKeHUs PacoPSAUTEIbHON (HOPMYITBI HE UMEET.

B CcOBMECTHBIX MOKYMEHTaxX TEKCT H3JIaraeTcs OT IMIEPBOrO JIMIIA MHOXKECTBEHHOTO YHCIIa
("mpukaseiBaeMm", "pemman').

Texkcr pacnopsauTENbHONO JOKYMEHTAa COCTOMT M3 JBYX 4YacTed: KOHCTaTUPYIOLIEH U
pacopsiAUTEIbHOM.

B koHcratupyromeid uyactu jgaeTcsi 0OOCHOBaHME pacloOpAIUTENIbHBIX JedcTBUi. B kadecTe
000CHOBaHHUS JEHCTBUI MOXKET BBICTYIIATh!

HOPMAaTUBHBIM IIPaBOBOM aKT BBILIECTOSALIETO OpraHa WIH PacHOpPSIUTENIBHBIN JOKYMEHT, pPaHee
W3/IaHHBINA OpraHu3aluei;

dbopMyIMpoOBKa LEJeH W 3a7ad, CTOSIIMX IEepe/ OpraHu3aIei, onucaHue (paKkToB WM COOBITHIA,
MOCTY)KMBIIUX TPUYMHOMN U3JIaHUSI ITPHKA3a.

Hanpuwmep:

B 1en1sx coBepIIeHCTBOBAHUS JOKYMEHTAIIMOHHOTO 00ecieueH s YIpaBIeHHUs OpraHu3aliuu
[TPUKA3BIBAIO

B cootBerctBum ¢ npukazom BHUMJIAJL ot 25 centsiopst 2018 r. N 125 "O noBsimeHun
MCITOJTHUTENIbCKOW TUCUUIIIIUHBL"

[TPMIKA3BIBAIO:

Koncratupyromeid yactu MOKeT He ObITh, €CIHM TMPEANHCHIBAEMbIC ICHCTBUS HE HYXKIAIOTCS B
000CHOBaHHUHU.

PacniopsimutenbHas cioBecHas ¢opMyna: "TpuKaspiBar" TeYaTaeTCs MPOMUCHBIMU OYKBaMH
(ITPUKA3BIBAIO) 0e3 pa3psaku ¢ HOBOW CTPOKHM OT a03alia Wik CTPOYHBIMU OyKBaMU Bpa3psiIKy
(mpuKa3piBal0) B MPOJOIKEHHE MpPeaMOYibl, C BBIJCICHUEM IONYXUPHBIM MpudToM wiam 0Oe3
BBIJICJICHHUSI, C IPOCTABICHUEM JBOCTOUHSI.

CrnoBo "mocTaHoBIsET" MULIETCS B MPOJIOJDKEHUE TPeamMOyIIbl BPa3psIKy.
TexcT pacnopsiKeHus: pacoOPsIAUTEILHON CIIOBECHOH (OPMYIBI HE UMEeT.

P acrnopaanuTeiibHasA 4aCTb COCTOUT U3 ITYHKTOB, B KOTOPBIX U3JIAratOTCA YIIPABJICHUCCKHUC PCILICHU.



Ecnmu  pemenue  sBnsercss  opranu3audoHHbiM  ("yrBepauth", "co3mate'), B IYHKTE
pacropsaUTeNbHON YacTu npukasa GopMyaupyercs caMo pelieHre 0e3 ykazaHus UCIOJIHUTENEH U
CpPOKOB ucnojiHeHus. OpraHu3alMOHHBIE PEIICHHs] BCTYNAKOT B CWIIY C JaThl MOANMCAHUS U
perucTpanuy npuKasa.

Ecnu nyHKT popMynupyer nopyyeHue, B HEM yKa3blBaeTCs:
- IOPYYEHUE;

- HCIIOJIHUTEND (MCIIOJHUTEIN);

- CPOK UCIIOJIHEHUS TOPYUYCHMSL.

Ecmu IIPOCKT PaCHOpAAUTCIIBHOIO OOKYMEHTA OTMCHSCT IIOJHOCTBIO MHJIM YaCTHYHO pPaAHEC
HU3JJAaHHBIC AOOKYMCHTBI, TO B HNPCAINOCICIHEM IIYHKTC IIPOCKTA pacClopsAgUTCIbHOIO0 JOKYMCHTA
HCOGXOI[I/IMO HX yKa3aThb.

Hanpuwmep:

3. Ilpu3HaTh yTpaTHBIIUM CUITY pacnopsbkeHue oT 25 centsaops 2014 r. "O06 yrBepxaeHun
[IpaBuiI BHYTPEHHEr0 TPYAOBOTO pacnopsiika'.

B nocinenHemM myHKTE pacnopsIUMTENbHOIO JAOKYMEHTAa YKa3blBae€TCsi HAaMMEHOBAHUE JOJKHOCTH
JIM1a, OTBETCTBEHHOTO 33 €r0 UCIOJHEHUE, C yKa3aHHeM (haMUJIMU U HHUIUAJIOB.

Hanpuwmep:

4. KoHTpomb 32 NCTIOJHEHHEM MTPHKAa3a BO3JIOKUThH Ha 3aMECTUTENS] TEHEPATLHOTO
mupexTopa VBanosa A.A.

[Tpumep odopmiteHus: pacopsIIUTENbHBIX TOKYMEHTOB JaH B mpuinokeHusx N 4 u N 5.
5.6. K opraHu3aiioHHbIM JOKYMEHTaM OTHOCATCS JIOKaJbHbl€ HOPMATHBHBIE aKThl OpraHHU3aIUH,
yCTaHABIMBAIOIIME  TIpaBa, OOS3aHHOCTH, TOPSAAOK  (YHKIIMOHUPOBAHUSA  CTPYKTYPHBIX
Mo/pa3IesIeHUN UITH TIOCIEI0BATEIbHOCTD OCYIIIECTBIICHUS KAKUX-TTHO0 EHCTBUM (Omeparuii).

B nokanmpHBIX HOpPMAaTHBHBIX aKTaX, YCTAHABJIMBAIOUIMX MpaBa W O0S3aHHOCTH OpraHU3alMil, WX
CTPYKTYPHBIX MOJApa3feieHui (M0JI0KeHHe, MHCTPYKIHS, PErjlaMeHT) TeKCT (GopMyinupyercs oT
TPETHETO JIUIA €IMHCTBEHHOT0 MJIM MHOKECTBEHHOT0 umcia ("oTaen ocymecTBiseT QyHKkuuu...", "B
COCTaB yIPAaBIEHUS BXOJAT...").

Texct OpTraHHU3allMOHHBIX JOKYMCHTOB BCETAA ACIUTCA HAa ITYHKTBI (HOJIHYHKTI)I) B COOTBETCTBHU C
00BEKTOM periiamMmeHTaluu.

B nonoxenun o CTpyKTYpHOM MOAPa3eIICHUN:

- 00IIMe TTOJI0KCHUS,

- CTPYKTYypa (€ciu moapas3aeieHue UMEET CTPYKTYPY);
- 3a/1a4H;

- pynkuMuy;

- TIpaBa;

- OTBE€TCTBCHHOCTD,



- B3aUMOOTHOIIICHHUSI.
B 10/KHOCTHOM MHCTPYKLIHH:

- o011IME TTOJIOKEHH,

- pyHKIIUY;

- TOJKHOCTHBIC 00S3aHHOCTH;

- IIpaBa;

- OTBETCTBEHHOCTb;

- B3aUMOOTHOIICHHUSI.

Pazensl Bcera uMEIOT 3ar0JIOBKH, HAIEYaTAHHBIE C TPOITUCHON OYKBBI.

B Tekcre MOKyMEHTOB, pErfiaMEHTUPYIOIINX KaKOW-THOO MPOIECC, JOHKHBI Y€TKO MPOCIICKUBATHCS
MPUYMHHO-CJIEICTBEHHBIE CBA3M MEXKy HOpMaMu, IpaBUiiaMH, TPeOOBaHUSMU.

B Ttekcre Takmx JAOKYMCHTOB Hpeo6ﬂa11a}0T OIMPCACIICHHBIC THUIBI MOAAJIBHBIX 3Ha‘~I€HI/If/'I,
nepeaaBacMbIC OIIPCACIICHHBIMU BbIPAXKCHUAMM:

- mo3BouieHue ("pazpemaercs", "Moxer", "umeer npaso", "Brnpase", "pekomenayercsa" u ap.);
- o0si3p1Banme ("momkHb", "00s3anHb1", "HE0OX0AMMO", "cieayet");
- 3anper (""3amnpemtaercs”, "He pa3pemaerca’, "He qomyckaetcs'”, "He cienyet").

Ob6pazen ohopmienus [TonoxxeHus o CTpyKTYpHOM HOJIpa3efieHuu MpeICTaBiIeH B mpuiokeHuun N

6.

5.7. IIpoTokosnbel 0QOPMIISIIOTCS Ha ClielUalbHOM OJaHKE MPOTOKOJIA WIM Ha CTaHAAPTHOM JIMCTE
Oymaru.

B IMPAKTUKE YIIPABJIICHUA OpTraHU3alAMU ITPUHATHI ITIOJTHBIC U KPATKUC IMTPOTOKOJIBI.

[lonHBIA NPOTOKOJI COAEPKUT TOBECTKY JHSA, YKa3aHUE IPUCYTCTBYIOIIMX, 3aIllUCh BCEX
BBICTYIIJICHUH Ha 3aCE€AaHMHU, BOIPOCHI, BHICTYIUICHUS JIUL, IPUHABIIMX Y4acTHe B OOCYXIEHUH, U
IIPUHSATHIE PELICHUS.

Kpatkuii mpoTOKOJ BKIIOYAET TEMY BBICTYIUICHUS, ()aMHJIMU BBICTYIIUBIIUX (MOXKET OBITh KpaTKas
3aMych BBHICTYIUICHUS ), IPUHATHIE PEIICHNUS.

Pemenne o ¢opme mnpoTokoida MNPUHUMAET PYKOBOAMTENL (BO3MOXKHO IpeABapUTEIbHOE
00CyX/IeHHE 3TOr0 BOMPOCa C MapTHEPAMH).

TekCcT mpoTOKOJIa COCTOUT U3 JBYX YAaCTEH: BBOJHOW M OCHOBHOM.

Bo BBOJHOM yacTH yka3bIBatoTcs: (pamuinuu npenaceaarens (IpeaceaTeabCTBYIONIEr0) U ceKpeTaps
3aceaHus; JOKHOCTH U (DaMUJIMK YYaCTHUKOB U TIPUTIIANICHHBIX JIUI]; TIOBECTKA JTHSI.

Ecin yuyacTHMKOB 3acemaHus Ooyee 15 yenoBek, B MPOTOKOJIE yKa3bIBaeTcs o0OIlee Yucio
YYaCTHUKOB, a CIHUCOK TPUCYTCTBYIONIMX C YKa3aHHEM JIOJDKHOCTeH W (aMunmii sBiseTcs
MPUJIOKEHUEM K TPOTOKOIY. B 3TOM citydae Bkitouaercs cienyromas GopMyIupoBKa:

|HpI/IcyTCTBOBaJII/II YICHBI KOMUCCHUHU U MPUTTIAIICHHBIC B KOJIMYCCTBEC 30 ugemn. (CHI/ICOK




Inpunaraercs). |
Jluua, KOTOPBIX MPUIJIACKIM HA 3aceaHHe B KAayeCTBE JKCIIEPTOB WM 3aMHTEPECOBAHHBIX JIUII,
nepeuncisaroTces: mocie ciaoa "[lpurmamenssie:" ¢ ykazaHHEeM WX JOKHOCTEH M MecTa paloThl,
€CJIM OHHU SBJISIFOTCS MPEACTABUTEISIMU APYTUX OpTraHU3aIHil.

B mnoBecTke qHS 3aceiaHus yKa3bIBaIOTCS BOINPOC WM BONPOCHL, OOCY>KIaeMble Ha 3aceaHHH.
JIOmKHOCTD ¥ paMIITUsL TOKIIAUYMKA MOTYT HE YKa3bIBAThCSI.

Ecnmu BOmpocoB HECKOJIBKO, OHM HYMEPYIOTCS apaOCKUMHU IU(GpaMH M PaCIIoNararoTcs B MOPSIKE
00CyXICHUSI.

Bormpocsr moBecTku AHs cTpostes mo Gopmyse "o uem?".

CrnoBocoyeranue "moBecTKa AHA" PEKOMEHyeTCsl MCaTh IPOMUCHBIMU OYKBaMU U pacnojaraTh 110
HEeHTpY. Borpock! moBecTKH AHS (€M UX HECKOJIBKO) CIIEAYET MoMeyaTh apadCKuMH udpamu.

Hanpuwmep:

[IOBECTKA JIHAI:

1. O dopmupoBanuu riana padbots! Ha 2018 .
Jloxiamuuk - 3aM. nupekTopa MBanosa A.A.

2. O noAroToBKE COOPHUKA TPYIOB UHCTUTYTA.
Jloxstaquuk - 3am. nupekropa [leryxos M.I1.
TexcT OCHOBHOM 4acTU IMPOTOKOJIA COCTOUT U3 OTIEIBHBIX Pa3/eiOB MO YUCITY BOMPOCOB IMOBECTKU

JHS, KQXKIbIM U3 KOTOPBIX CTPOUTCS IO CXEME:
1. CJIVIOAJIN:

BBICTVYIINJIU: (ecnu oopmiisieTcst HOTHBIA TPOTOKOI)
PEHIWJIN: (nau [IOCTAHOBWJIN:)

[Tocne cnosa "CJIVIIAJIN": B UMEHUTENbHOM TNajeke yKa3bIBaeTcs (aMuius AOKIAAuuKa |
u3JaraeTcs TemMa Jgokiaga. Ecim mMeercs TeKCT nokiaaa, mociie haMuInd JAOKJIaIuuKa JeNaeTcs
orMmetka: "TekcT noknana npuinaraercs'.

B paznene "BbICTYIIMJIN": nocnenoBarenbHO yKa3bIBAIOT (aMIINU JIMLI, IPUHSBIIUX y4acTHE B
00CYX/IeHUH JOKJa/la, U BbICKa3aHHble UMW MHEHUs. DaMuinu BBICTYNMBIIUX U COJEpKaHUE UX
BBICTYIUICHUH 3allUChIBAlOTCS B (Qopme 3 JuIa €IMHCTBEHHOTO WM MHO>KECTBEHHOTO YHCIA:
"cuyuraer”, "npeiaraer" wim "cunrarotr”, "npeyararor”.

HpI/I H€O6XOI[I/IMOCTI/I B O39TOM K€ pasgcyic MpOTOKOJIa (I)I/IKCI/IPYI-OTCSI BOIIPOCHI, 3aJaHHBIC
JOKJIAAYHUKY, U €0 OTBCTHI.

B paznene "PEHINIIN": ("TIOCTAHOBWJIN") 3anuchiBaeTCs MPUHATOE PEIICHHUE.

[TpunsTeie pemieHus (QOPMYIUPYIOTCS B HeompeneneHHoW ¢opme rmarona: "mopaboraTs...",
"ono0puTs...", "mponHdopMupoBaTs...".

[To ogHOMY BOTIPOCY MOXKET OBITh MPUHATO HECKOJIBKO PEIIEHUH, B 3TOM Clydae OHU HyMEpPYIOTCS
apaOckumMu nudpamu.

[Tpy HEOOXOAMMOCTH HapsIy C pEIICHHEM YKa3blBAalOTCS PEe3yJIbTaThl TOJIOCOBAHMS: KOJIUYECTBO

roJiocoB, MoAaHHBIX "3a", "mpoTuB", "Bo3mep:kaBmIUXCs', a TakKe, €CIHU TOJIOCOBAaHHE OBLIO
TalHBIM, - KOJTUYECTBO BBIJIAHHEIX OIOJJIETCHEMH.



Ecnu oauH U3 y4acTHHUKOB 3acelaHusi HE COTJACeH C PEIICHUEM, OH MOXET MPEeICTaBUTh 0c000e
MHEHHE IO MPHUHATOMY pemeHuio. OHO M3araercss Ha OTAEIbHOM JIUCTE M IMPUCOEAMHSIETCA K
IPOTOKONy. B 3TOM ciyyae B NpOTOKOJIE MOCIE 3aIMCH COOTBETCTBYIOLETO PEILIEHUS JENaeTcs
3amuck: "Ocoboe mHeHue [letpoBa A.Il. nmpunaraercs".

[Tpumep odopmieHust mpoTokona nax B npuiaoxenuu N 7.

5.8. Ilpu cocraBiieHUH [JENOBBIX (CIYXKEOHBIX) NMHUCEM PEKOMEHAYETCS YUUTBIBATH CIIEAYIOLIUE
IpaBuiIa:

- THUCBMO [IOJDKHO OBITh TIIOCBSIIEHO OJHOMY Bompocy. JlBa Bompoca u 0ojee MOryT
paccMaTpuBaThCs, €CIIM OHHM OTPAXalOT CTOPOHBI OJHOTO OOINEro BOMpOCa M 10 HUM OyneT
NPUHUMATBCS OJTHO PEIICHUE;

- MACHMO HE JOJDKHO OBITH OOJIBIIUM 1O 00beMy (OONBIIMHCTBO MUCEM - JO OJHON CTPaHUIIBI
TEKCTa M JIMIIb B HCKIIOYMTEIBHBIX CIydasX, TPEOYIONUX JCTAJLHOTO OIMCAHUS M aHAJIN3a,
MMUCBMO MOXET COJICPIKATh 0 TISATH CTPAHUI] TEKCTA).

B ACJIOBBIX MHUCbMax HUCIIOJIB3YIOTCA (1)OpMI)I N3JI0KCHUA:

- OT TEpBOro JHIla MHOXECTBEHHOTro uucia ("MpocuM HampaBuTh...", "NpeACTaBIseM Ha
paccMmoTtpenue...");

- OT TPETHEro JHIla eINHCTBEHHOr0 uncia ("MUHUCTEPCTBO HE BO3paxaer...", "oOIecTBO cUuTaeT

BO3MOKHEIM...");

- OT TMepBOro Jmmma endHcTBeHHoro uwcna (cuuraro HeoOXomuMbIM...", 'mpesyiararo
paccMoOTpeTh..."), €Clii MUCbMO O0(OPMIICHO Ha OJIaHKE JIOJDKHOCTHOTO JIUIIA.

B nenoBbIX nHMCbMax MOXKET MCIIOJIb30BAThCS - BCTYNUTEIbHOE OOpalleHue:
YBaxaewmslii rocnionuH I[Ipencenarens!

YBakaembli rocniogus ['yoepnarop!

YBaxaewmslii rocnionuH IIpoxopos!

VYBakaemas rocnoka 3axapona!

VYBaxaemsbiii Hukomnaii [lerpoBuy!

VYBaxaemas Onbra HukonaesHa!

YBaxaemsle rocnional

B O6paH_IeHI/II/I mo MOOJDKHOCTH HAWMMCHOBAHHUC MOOJDKHOCTH ITHIICTCA C HpOHHCHOﬁ 6YKBBI, B
06pau1eHI/m Io (baMI/IJ'II/II/I HWHUIIKMAJIBI JIMa HE YKa3bIBAIOTCA.

B nuceMe MOXET HCIIOJIB30BaThC TAKXKE 3aKIIOUNTEIbHASI STUKETHAS (bpa3a:

IC yBaxcenuew, ... |
BerynurensHoe oOpaliieHue pacrojaraercsi HajJl TeKCTOM IHCbMa IMOCEpelMHE M 3aBepIIaeTcs
BOCKJIMIIATEIIbHBIM 3HAKOM. 3aKIIOUMTENbHasl 3TUKETHas (paza pa3Mmeliaercs OT JIEBOTO IO U
3aBepIIAETCA 3aISITOM.

Texkcr nucbMa MOYKET COCTOATH:




- U3 OJIHOW YaCTH, €CITH OCHOBHOE COJIepKaHue MuchMa (Ipock0a, cooOIeHne HaTOMUHAHUE U JIP.)
He TpeOyeT 000CHOBaHUS;

Hanpumep:

[Tpurnamaem Bac npuHATh yuactie B ceMuHape "TeXHOIOrMYecKre U MPaBOBbIE ACIIEKTHI
3aIUTHl KOMMEpYeCcKoi nHpopmaruu', KOTopblid coctoutes 13 nekadbps 2018 r. B
[IEHTPaJILHOM O(HCE HAIIETO areHTCTBA (CXEMy Mpoe3/ia IpuiiaraeM).

- W3 JIByX 4YacTeil: 00OCHOBaHHE U 3aKJIIOUEHHUE, - IMPEACTABICHHBIX B BHUAE OJHOTIO IPOCTOrO
IIPEJIOKEHUS.

Hanpuwmep:

B cBs31 ¢ HEOOXOIMMOCTBIO PACCMOTPEHHS PsAIa IKOHOMUYECKUX MTPOEKTOB IPOCUM
Barmrero cornacus Ha IpOBEICHUE B TEKYILEM MeCsIE COBEIaHNus B MOCKBE ¢ ydacTueM
[IpECTABUTENEH MUHUCTEPCTB U BETOMCTB.

- U3 TpeX YacTel: BCTyIUIEHNE, 000CHOBAHUE, 3aKII0UYEHHUE.

Hampuwmep:

B cootBercTBUH ¢ [lI1aHOM Hay4YHO-HMCCIIE0BATENBCKUX PA0OT HAILIEMY OTAETY OpyYeHa
TeMa..... CO CPOKOM BBITTOTHEHUS B Jekadpe 2017 .

B cBsi3u ¢ TeM, 4TO B TEKYLIEM I'O/ly YHUCJIO COTPYIHUKOB HAIIEro OT/eIa COKpaTHiIoch 10 10
YEJIOBEK U BBIIIOJIHEHUE Pa0OThI B CPOK HE MPEACTABISAETCS BO3MOXKHBIM, TPOCUM
[IPOU3BECTH KOPPEKTUPOBKY CPOKA BBIIIOJIHEHUS TEMBI.

Bo Bcrymnenun Qopmynmpyercs TemMa NHChbMa, OOBACHSIONIAS MPUYUHBI €ro HANHCAHMS.
Berymuienne MoXeT coliepikarh: CCbUIKY Ha JOKYMEHT WJIH €r0 OT/EIbHbIE MYHKThI, OCTY>KUBIINE
IOPUAMYECKUM OCHOBAaHHMEM WIJIM TOBOJAOM Ui THChbMa; KOHCTartanuio ¢akra, CcoObITHS,
CJIOKUBILIEHCS CUTYaLUH.

OcHOBHOE coJep)KaHHE TMHCbMa COCTABIAIOT OINMCAHUE COOBITUS WM CUTYyallMd, UX aHalu3 U
PUBOJUMBIE JJOKA3aTEJIbCTBA.

3akiTroueHre MpecTaBisieT co00M BBIBOJBI B BHJIE MPEAJIOKEHHI, MHEHUM, TpeOOBaHUI, TIPOCKO,
0TKa30B, HAIOMHHAHHMIA.

[Tpu cocTaBieHMH ETOBBIX MUCEM PEKOMEHIYETCSl UCII0JIb30BaTh KiHIIE (ClIoBa U (POPMYITHPOBKH,
4acTo yNnoTpedsieMble s BRIPAXKEHUS OIPEISIEHHOIO CMBICIIA).

HaHpHMep, HCKOTOPBIC KIIMIIC - 000CHOBaHUS:

B cBs31 € IPOU3BOICTBEHHON HEOOXOIUMOCTHIO. .

B coorBercTBUM ¢ pemenneM CoBera AupeKkTopoB (mpoTokon ot N _ );
Bo ncnonnenue pacnopsbkenus Mapa MockBei ot N ;

B nopsiake okazaHus TEXHUYECKOM ITOMOIIH. ..

B 1ensx yCHJICHHs OXPaHBbL...;

B noareepkacHUE HAIIEW TOTOBOPEHHOCTH. ..

B coOTBETCTBUU C MJIAHOM O0YYEHHSL...;

[To coxmepxkaHMI0O W HA3HAYEHUIO MMChbMAa MOTYT THOJPA3JENATHCS HA: MUCHbMA-IPOCHOBI,




NUCbMa-3alPOChl, HCbMAa-OTBETHl, MUCbMA-U3BEUICHUS, TapaHTUHHBIE, WH(POPMALMOHHEIE,
peKJIaMHble, KOMMEpYECKHE, TIChbMa-TIPUTJIAIeHs U Ap.
Kaxnp1ii Buj muchMa UMeeT ONpeieeHHYI0 (pOopMyInpOBKY OCHOBHOM MBICIH:

- MUCBMO-TIPOCHOa (3ampoc) - MPOCHM, MpoITy (Ha TOJDKHOCTHOM OJIaHKe);
- MIChbMO-COO00IIEeHHE - coo0IIaeM (cood1ar);

- CONPOBOJIUTEIIEHOE MTUCHMO - HATPABIISIEM, TPE/ICTABISIEM, BBICHIIIACM;

- MUCHMO-TIPEJIOKECHHE - TTPeJIaracM;

- MIACHMO-TIPUTIIAIIICHHE - TIPUTIIAIIACM;

- MUChbMO-HAIIOMHHAHUE - HATIOMHHAEM;

- IPETEH3US - BBIpAXKaeM, MPEIbSIBIISCM, 3asIBJIIEM PETCH3HIO,

- MUChMO-TpeboBaHue - TpeOyeM, IPOCUM (B JEIIOBOM MEepenucKe cloBoO "mpocuM", 0OpanieHHOe K
JWIly, HAPYUIMBIIEMY YCIIOBHS JOTrOBOpa, IO O0O0s3aTeNbHOCTH BBITIOJIHEHUS PABHO CIIOBY
"Tpedyem").

TekcT muchMa JMOJDKEH OBITh HANHMCAH JCIOBBIM CTHJIEM, KOTOPBIM 00JaJaeT COBOKYITHOCTBIO
MPU3HAKOB, XapaKTEPU3YIOIIUX €ro ¢ TOYKH 3peHUsi OTOOpa JEKCUYECKUX CPEICTB S3bIKa,
MMOCTPOEHUS CIIOBOCOYETAHUM, MPEITIOKEHNUN U TEKCTOB B IIEJIOM.

K OCHOBHBIM CTHJIEBBIM Y€PTaM JICJTIOBOM pEYU OTHOCATCS:
HEUTPAJIbHBIM TOH U3JI0KCHUS,

TOYHOCTD U SICHOCTh M3JI0KEHUS;

JTAKOHUYHOCTh M KPATKOCTh TEKCTa.

5.9. TekcT akTa, MOATBEPXKIAIOIIETO JeicTBUE WK COOBITHE (HAallpUMep, Nepeaady OT OJJHOTO JHIa
JIpYroMy MaTepHalbHbIX EHHOCTEMN), COCTABIISETCS JIIOIbMH, OCYIIECTBISIOIIMMU 3TOT MPOILIECC.

Ecnu cozmanuio akta mpemiiecTBOBaia, HalpuMep, MPOBEPKA, TO OH COCTABISETCS HECKOJIbKHUMH
TuaMu (KOMHUCCHEH ).

TekcT akTa MOXKET COCTOATh U3 JABYX YacTeil: BBOJHOW M OCHOBHOM (KOHCTaTHPYIOIIEH).

Bo BBOmHOI wacTm akTa YKa3bIBACTCA paCHOpﬂI[I/ITeJ'II)HHﬁ JOKYMCHT, Ha OCHOBAaHHMHU KOTOPOI'O0 aKT
CO31acTCd, €ro HOMEp MU naara. Ecnu takoro AOKYMCHTa HC 6BIJ'IO, nepBast 4aCTb OITYCKACTCA. Bo
BBOI[HOI\/JI YaCTHU Ha3bIBAKOTCA COCTABUTCIIM aKTa (GCJ'II/I aKT COCTAaBJISIICS KOMHCCHEH - npeaceaareiib
" YJICHBI KOMI/ICCI/II/I).

[Ipy mnepedncieHUH JUI, Y4YaCTBOBABIIMX B COCTABICHHUU aKTa, YKa3bIBAIOTCS HAMMEHOBAaHUS
NOJDKHOCTEH, damunuu ¥ MHULManbl. [lepBbIM  yka3bplBaeTcsl mpejcenaTeslb KoMmHuccuu. B
HEOOXOIUMBIX CIIy4asX IOIYCKaeTCs yKa3blBaTh HAUMEHOBAaHHE OpraHu3aiuu (Mmecra paloThl),
CBEICHMSI O JOKYMEHTaX, YAOCTOBEPAIOIIMX JHMYHOCTb, IOJHOMOYMS JIMI, Y4YacTBOBaBIIMX B
COCTaBJICHUM aKTa, U UX ajipeca.

damMuIuu YIEHOB KOMHCCHU pacrojiararorcs B andaButHoM mopsiake. CrnoBa "OcHoBanue",
"Ilpeacenarens", "Ynensl komuccun", "[IpucyTcTBOBaNN" MUIIYTCS ¢ MPOMMCHONW OYKBBI OT ab3aria.

B ocHOBHO# YacTH akTa H3JIararoTCs YCTAaHOBJICHHBIC q)aKTI)I, a TaKXX€ BbIBOJAbI M 3aKJIIOUYCHHA.
TekcT akTa 3aKaHYMBAETCS CBCACHUSAMU O KOJIMYCCTBE DK3CMILIAPOB dKTd U MCCTC UX HAXOXKIACHHA.



KonunuectBo SK3CMIIIEIPOB  aKTa OIPCACTIACTCA KOJIMYCCTBOM 3aWMHTCPCCOBAHHBIX CTOPOH HIIN
HOPMAaTUBHBIMHU JOKYMCHTAMU, PEIIIAMCHTUPYIOIIIUMHU COCTABJIICHHUEC aKTa.

Hanpumep:

CocraBiieH B 2-X 3K3eMIUIIPAX:

1-i1 sx3eMIuLsp - OyXranrepus,

2-1i PK3EMILISIP - KOMMEPUYECKHH OT/EN.

[Tpumep coctaBieHus akTa npejacrapieH B npuioxeHuu N 8.

5.10. /Inst mOArOTOBKU JOKYMEHTOB, COCTaBJIEHHbBIX 11O OJJHOTUIIHBIM, IOBTOPSIFOIIMMCS CUTYaLUsIM
(mpHKa3bl IO JMYHOMY COCTaBY, JOTOBOPHI O Mepeiaue JOKYMEHTOB Ha TOCYAapCTBEHHOE XpaHEHHE,
aKThl 00 YHHUYTOXXEHHMH JOKYMEHTOB), PEKOMEHIYyEeTCs pa3padarbiBaTh MIa0JIOHBI C TpadapeTHbIM
TEKCTOM.

6. bJIAHKN JTOKYMEHTOB

Jlnist u3roToBieHus OJaHKOB JOKYMEHTOB UCIONb3yeTcs Oymara gopmaroB A4 (210 x 297 mm), A5
(148 x 210 MM); I U3rOTOBJICHUS OJAHKOB PE30JIIOIMI HUCToNb3yeTcst Oymara popmaros A5 (148
X 210 mm), A6 (105 x 148).

braHku TOKYMEHTOB ClIeyeT M3roTaBJIMBaTh Ha Oenoii Oymare wiu Oymare CBETIBIX TOHOB. DOH
AJIEKTPOHHBIX MAOJIIOHOB JOKYMEHTOB JIOJDKEH OBITH OEJIOro IBEeTA.

Kaxnp1ii muct nokymeHTa, opOpMIICHHBIH Ha OJaHKe nin 0e3 Hero, T0JKEH UMETh MOJIsl He MeHee:
20 MM - J1€BOE;

10 MM - mpaBoe;

20 MM - BepXHee;

20 MM - HUXKHEE.

6.1. JlokyMeHThI JUIMTeNbHbIX (cBbIMIEe 10 J€eT) CPOKOB XpaHEHUS U JOKYMEHTh ¢ oTMeTKoi DIIK
JOJKHBI MMETh JieBoe moisie He MeHee 30 mMM. Bce nmcThl 0HOTO JOKyMEHTa JOJIKHBI MMETh
OJIMHAKOBBIE pa3Mephl MOJIEN.

VYka3aHnue pasMepsl TOJE€M JOKYMEHTOB M pa3Mepbl MOJEH [UIsl KaKIOro OTAEIbHOrO BHIA
JOKYMEHTa YyCTaHaBJIMBAIOTCS JIOKAJbHBIM HOPMAaTUBHBIM IPAaBOBBIM aKTOM OpraHU3alUU
(MHCTpYKIMEH 1O AETOMPOU3BOICTRY).

OpraHu3anuy UCIONb3yIOT OJIAHKH JOKYMEHTOB, U3TOTOBJICHHBIC HA OyMakKHOM HocHTele (OJIaHKH
JOKYMEHTOB  ()eIepaIbHBIX ~ OpPraHOB  TOCYAapCTBEHHOW BIACTH C  BOCIPOHU3BEICHHEM
['ocynapctBennoro rep6a Poccuiickoit @enepaliui M3roTaBauBaioOTCs noaurpaduyeckumMu <41>)
W/WJH SJIEKTPOHHBIE MIa0TOHBI OJTAHKOB.

<41> TlocranoBnenue [IpaButensctBa Poccuiickoit deneparuu ot 27 gexadpst 1995 r. N 1268 "O6
VIOPSAOYCHUH U3TOTOBIICHUS, MCIIONBb30BAHUS, XPAHEHUS M YHHUUTOXKEHHUs TMedareid U OJaHKOB C
Bocripom3BenenneM  [ocymapctBenHoro  repb6a  Poccuiickoit  ®enepammun”  (Cobpanwme
3akoHOAaTenscTBa Poccuiickoit @eneparuu, 1996, N 2, cr. 123; 2001 N 24, ct. 2461; 2006, N 52,



ct. 5587).

bnanku Ha OyMa)KHOM HOCHUTEJIE U JIEKTPOHHBIE 1a0I0Hb! OJaHKOB JIOJKHBI ObITh MACHTUYHBI 110
COCTaBy PEKBHU3HMTOB (3a HCKIIOUEHHEM HCIIONb30BaHus | ocynapcTBeHHOro repba Poccuiickoit
Ddenepanun), HOPsIKY UX PaCIONIOXKEHUs, FTApHUTYpaM HIpUQTa.

6.2. bnaHku JOKYMEHTOB Ha OyMa)XHOM HOCHUTEJIE W OJJIEKTPOHHBbIC IIAOJOHBI OJIAHKOB
U3rOTaBJIMBAIOTCS HA OCHOBAHUU MAaKETOB OJIAHKOB, YTBEPKAAEMbIX PYKOBOAUTEJIEM OpraHU3aLHH.

:‘)J'IeKTpOHHBIG 1a0JIOHBI OJ1aHKOB JOKYMEHTOB JOJIDKHBI OBITh 3allUIICHBI oT
HCCAHKIIMOHUPOBAHHBIX W3MEHEHUH.

bnanku nokymentoB odopmisitorcs B coorBerctBuu ¢ Ilpunoxenuem b k  Crangapry.
OpueHTHPOBOYHbIE TPAHUILIBI 30H PACIOJIOKEHUS PEKBU3UTOB 0003HAUEHBI ITYHKTHPOM, YKa3aHHBIC
pa3Mepbl OPUEHTHPOBOYHBIX TPAHUI] 30H MPEICTABISIOT HHPOPMAIMIO O JOMYCTUMBbIX
MUHUMAaJIbHBIX pa3Mepax 30H. Kakgas 30Ha omnpeaensieTcsi COBOKYIHOCTBIO BXOISLIMX B Hee
PEKBU3UTOB.

B 3aBucuMocCTH OT pacroyio’keHHsl PeKBU3UTOB YCTaHABIMBAETCS JiBa BapHaHTa OJIAHKOB - YIJIOBOM
Y IIPOJIOJIBHBIN.

6.3. YcraHaBnuBaroTCs CIEAYIOIUE BUAbI OJaHKOB JOKYMEHTOB OpraHU3alluu:
- 001 OJIaHK;

- OJIaHK IIHChMA;

- OJTaHK KOHKPETHOTO BU/Ia JOKYMEHTA.

JlokanbHBIMM HOPMATHBHBIMHU AaKTaMH OpraHU3allMd MOTYT YCTAaHABJIMBATHCSA: OJaHK MHUCbMa
CTPYKTYPHOTO MOJIpa3/ieieHUs, OJaHK MMCbMa JOJLKHOCTHOTO JIMLA U JIp.).

CocraB PEKBU3HUTOB OJ1aHKOB ONpPECACIIACTCA JTOKAJIbHBIMHU HOPMATUBHBIMHU aKTaMW OpraHu3alnu.

OOmuii ONMaHK MCHOJB3YeTCsA ISl M3TOTOBJICHUS JFOOBIX BHIOB JOKYMEHTOB, KpOME IEOBOTO
(cmy>keOHOT0) TMChMa, U BKJIFOYAET CIEAYIOIINE PEKBU3UTHI:

01 - rep6 (TocymapctBenHblii TepO Poccuiickoit ®Denmepammm, Tepd cyObekTa Poccuiickoii
Oenepanu, rep0d (repaibAUUeCcKUii 3HaK) MyHHIIUIIATFHOTO 00pa30BaHus);

i 02 - smOnema nnu 03 - TOBapHBIN 3HAK (3HAK OOCITY’KHBAHHUS), a TAKKE
05 - HanMeHOBaHWE OpPTraHU3aIMX - aBTOpPA IOKYMEHTA,

13 - mecTo cocTaBneHus (U3AaHUS) JOKYMEHTA.

[TpocTaBistoTCS TakkKe OrpaHUYUTEIbHbIE OTMETKHU JJISl PEKBU3UTOB:

10 - nara qOKyMeHTa;

11 - perucTpalMoHHbIH HOMEp qoKyMeHTa (cM. npuioxenue N 9).

bnank nucbeMa BKITIOYAET PEKBU3UTHI:

01 - rep6 (I'ocymapctBennsiii repd Poccuiickoit ®enepaunu, repd cyowekra Poccuiickoii
®enepanuu, rep6 (repaibAUUecKUil 3HaK) MyHUIIUIIAILHOTO 00pa30BaHusl);

i 02 - smOnema unu 03 - ToBapHBIN 3HAK (3HAK 0OCTYKUBaHUA);
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05 - HaMeHOBaHKE OPTaHU3AINH - AaBTOPA JOKYMEHTA,

08 - cnpaBoYHBIE TaHHBIE 00 OpraHU3ALINH.

BkitrovaroTcest Takke OrpaHUYUTEbHBIC OTMETKH ISl PEKBU3UTOB:

10 - maTa TOKyMeHTa,

11 - peructpaninoHHbIN HOMEP TOKYMEHTA;

12 - cchutka Ha perUCTPAIIMOHHBINA HOMEpP U JaTy MOCTYIHBILETO IOKYMEHTA;
15 - agpecar;

17 - 3aro0BOK K TEKCTY.

biiank nuckMa CTPYKTYpHOTO MOAPA3/CICHUs JOMOJHUTEIHLHO MOXKET TAaK)Ke BKIIIOYATh PEKBU3UT
06 - HanMeHOBaHME CTPYKTYPHOT'O MOJIpa3esieHus - aBTOpa MHUChMa;

OJIaHK MHUChbMA JIOJDKHOCTHOTO JHIA - pekBH3UT 07 - HAMMEHOBaHME JOJDKHOCTH JIMIA - aBTOpa
nokymenTa; (mpuioxenust N 10 u N 11).

bnank KOHKPETHOTO BHIAa JOKYMCHTA (KpOMe HI/ICBMa) B 3aBUCUMOCTH OT YYPCAUTCIIbHBIX
JOKYMCHTOB OpraHu3aly U JIOKAJIbHBIX HOPMATUBHBIX IIPABOBBIX dAKTOB BKJIIOYACT PCKBU3UTHI:

01 - rep6 (TocymapctBenHubiii Tepd Poccmiickoit ®Denmepammm, Tepd cyObekTa Poccuiickoii
®enepanuu, rep0d (repaibIUUecKuii 3HaK) MyHHIIUTIAIBHOTO 00pa30BaHUs);

i (02 - sm6siema unu 03 - ToBapHBIN 3HAK (3HAK 0OCIYKUBAHNUA);
05 - HanMeHOBaHKE OpPTraHU3AIMU - aBTOPA IOKYMEHTA,
09 - HauMeHOBaHKE BU/IA IOKYMEHTA,

13 - MecTo cocraBicHUS (I/I3)18.HI/I$I) AOKYMCHTA U, IIpU HCO6XOI[I/IMOCTI/I, B 3aBUCHMMOCTH OT BHJA
JOKYMCHTA, - OTPAaHUYUTCIIBHBIC OTMCTKU IJI I'PAHUI] 30H PACIIOJIOKCHHA PEKBU3UTOB!

10 - nara qOKyMeHTa;

11 - perucTpanuoHHBIA HOMEP JOKYMEHTA;
16 - rpud yrBepKIeHUS JOKYMEHTA;

17 - 3aronoBok Kk Tekcty (mpuioxenue N 12).

bnaHKk KOHKPETHOTrO BHJa JOKYMEHTAa CTPYKTYPHOIO MOJPA3AEICHMS JONOJHUTEIBHO BKIIOYACT
pexBu3uT 06 - HaMMEHOBAaHHWE CTPYKTYPHOIO THOJpa3AeieHHs, OJIaHK JOKHOCTHOIO JIMIA -
pexBu3uT 07 - HANMEHOBaHUE JIOJKHOCTH JIMIIA - aBTOpA TIOKYMEHTA.

s obecrnieueHust ydera OJNaHKOB MPOCTABISIFOTCS TUIOTPAPCKUM CIMOCOOOM WIH CIHEHHATbHBIM
HYMEpaTOpOM YYETHBIE MOPSAKOBBIE HOMEPA. DTH HOMEpPA JOMYCKAETCS MPOCTABJIATH HAa MPABOM,
JICBOM M HUKHEM TIOJISAX, a TAaKXKE Ha IPYrod cBOOOMHOM TuIomaay OJaHKa ¢ TEeM YCIOBHEM, YTOOBI
Ha HUX BIIOCJIC/ICTBUH HE HAKJIAIBIBAJIUCh TEKCT TOKYMEHTA U APyTHe 0QOPMILSIONTNE PEKBU3UTHI.

6.12. B opranax BiacTu M opraHMzaunusx pecnyonuk Poccuiickoit ®enepanuu, MUCIONb3YIOMIUX
HapsAly C TOCYIapCTBEHHBIM s3bIKOM Poccuiickoii @enepanuu TroCyIapCTBEHHBIM  SI3BIK
(rocynapcTBEHHBIE SA3BIKH) PECIyOIMK, UCTONB3YIOTCS OJIaHKH JIOKYMEHTOB Ha PYCCKOM SI3BIKE U
roCy/IapCTBEHHOM $3bIKE (TOCYIaPCTBEHHBIX S3bIKAX) pecyOHK:



- YIJIOBBIE (PEKBU3HUTHI OJIaHKA PACIHoNaraloTcsi Ha OJHOM YPOBHE: Ha PYCCKOM SI3BIKE - CJIEBa, HA
SI3bIKE (SI3BIKAX) PECITYOJIMKY - CTIPaBa);

- IPOJOJIbHBIC (PEKBU3HUTHI OJaHKA HA PYCCKOM SI3BIKE PACIHOJIATAlOTCsl CBEPXY, S3bIKE (S3bIKaX)
peciryOIHKH - HIDKE).

Hanpuwmep:
MUHUCTEPCTBO TATAPCTAH PECITYBJIMKACBIHBIH
3/IPABOOXPAHEHUSA CIJIAMOTI/IEK CAKJIAY
PECITYBJIMKHU TATAPCTAH MUHUCTPIBITBI
ITPUKA3 BOEPBIK
Ne

r. Kazaunp

I[J'IH NEpCUCKNU C MHOCTPAHHBIMU KOPPCCIIOHACHTAMU HCIIOJIBb3YHOTCA OJaHKH Ha ABYX SA3BIKax -
PYCCKOM U MHOCTPAHHOM S3BIKE.

[Tpumep OnaHKa 1)1 EPENUCKH C UHOCTPAHHBIMU KOPPECIIOHIEHTaMMU:

Pocapxus
denepanbHOE OIOIKETHOE YUPESKICHHUE
"Beepoccniickuil Hay4HO-MCCIIEN0BATENBCKUI MHCTUTYT JOKYMEHTOBEICHNS U apXUBHOTO
nena"
(BHUUOAL)
[Ipodcorosnas yiu., a. 82, Mocksa, 117393
Ten./dbakc (495) 718-78-74; e-mail: mail@vniidad.ru; http://www.vniidad.ru
OKIIO 02842708; OT'PH 1027700380795; MHH/KIIII 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
[Tpu nepenucke ¢ MHOCTPAaHHBIMU KOPPECHIOHICHTAMH, aJpEC B PEKBU3UTE "CIIpaBOYHBIE JaHHBIE 00
opranu3aruu” oGOpMIIIETCS B COOTBETCTBHMU C lIpaBWiamMu oOKa3aHUS YCIYT TOYTOBOM CBSI3U
Poccuiickoit ®@enepanun <42>, pekBu3uT "aapecar” opopmisieTcs B COOTBETCTBHH C IMpaBHIAMH
0 OopMIIEHHS MTOYTOBBIX a/IPECOB TOM CTPaHbI, B KOTOPYIO OH HAINIPaBJISIETCS.

<42> Ilynktr 22 [IlpaBun oOKazaHus YCAYr T[OYTOBOM CBSI3M, YTBEPKIEHHBIX IPUKA30M
MuHucTepCcTBa CBS3M U MAacCOBBIX KoMMyHUKanuii Poccutickoit @enepanuu ot 31 urons 2014 r. N
234 (3apeructpupoBaH B MunuctepctBe roctuiu Poccuiickoit @eneparun 26 gexadps 2014 r. N
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35442) ¢ n3MEeHEHNUAMHU, BHECEHHBIMU NTPUKa30M MUHUCTEPCTBA CBA3M U MACCOBBIX KOMMYHHUKAIUI
Poccuiickoit ®@enepamn ot 13 despans 2018 r. N 61 "O BHeceHMM HW3MEHEHUW B TMPHUKA3
MuHucTepceTBa CBsI3U U MaccoBbIX KoMMyHuKauuil Poccuiickoit ®enepanunu ot 31 urons 2014 r. N
234 "OO yrBepxaenuu IlpaBun oka3zaHusl YCJIYr TIOYTOBOM CBSI3U" (3aperUCTPUPOBAH B
Munucreperse roctuiinu Poccuiickoit deneparuu 28 mapra 2018 r. N 50545).

7. OCOBEHHOCTH ITOAT'OTOBKMU 2JIEKTPOHHBIX
JOKYMEHTOB

7.1. Opranuszanuu MOTYT CO3/1aBaTh JOKYMEHTHI, CO3/IaHHE, XPAaHEHUE U UCIIOJIb30BAHUE KOTOPBIX
ocyliecTBisieTcsi B (opme 5SIEKTPOHHBIX JOKyMEHTOB. (COCTaB TakuX JIOKYMEHTOB MOXET
YCTaHaBJIMBATbHCA HepequM AOKYMCHTOB, CO3JaHUC, XPAaHCHHC W MHCIIOJIB30BAHUC KOTOPBIX
OCYIIECTBIISIIOTCA ~ UCKIIOYUTENbHO B (opMe 3JIEKTPOHHBIX JIOKYMEHTOB, YTBEP>KIAEMbIM
PYKOBOAMTENIEM OpraHu3anuu <43>,

<43> Ilynkt 39 IlpaBun nenonpousBoJCTBa B (elepaibHbIX OpraHax HCIOJIHUTEIbHOM BIacTd
(yrBepxkaens! Ilocranosnenuem IlpaBurenscrBa Poccuiickoit @enepanuu ot 15 urons 2009 r. N
477) (Cobpanue 3akonomarenbctBa Poccutickori @eneparnuu 2009, N 25, ct. 3060; 2011, N 37, cr.
5263; 2016, N 18, cT. 2641).

7.2. DNEeKTpOHHBIE JOKYMEHTBI JOJDKHBI HWMETh YCTAHOBJICHHBIM COCTaB pPEKBU3UTOB, UX
pacnoyioxkeHue u opopmiaeHue <44>,

<44> Tlynkr 5 IlpaBun nenonpou3BOACTBA B (eepalbHBIX OpraHax HCIOJHUTEIbHON BJacTu
(yrBepxnens! Ilocranosnenuem IlpaButensctBa Poccuiickoit ®@enepamun ot 15 utons 2009 r. N
477) (Cobpanue 3axkononarenbctBa Poccuiickont ®eneparnuu 2009, N 25, ct. 3060; 2011, N 37, cr.
5263; 2016, N 18, ct. 2641).

PexBU3UTHI 371EKTPOHHBIX IOKYMEHTOB OOPMIISIFOTCS] B COOTBETCTBUHU ¢ TpeboBaHusiMu CTaHaapTa.

OJEeKTPOHHBbIE JOKYMEHThI MOTYT CO3/aBaThCSl C HCIOJIb30BAHMEM HJIEKTPOHHBIX MIA0JIOHOB.
Anb00M 3JIEKTPOHHBIX 1IA0JOHOB YTBEPKIAETCS PYKOBOJAUTEIEM OpraHU3alllu.

7.3. Ilpu TmOArOTOBKE, COIIACOBAaHUM M JOPAOOTKE JJIEKTPOHHBIX JOKYMEHTOB MOTYT
UCIIOJIb30BaThCsl TEKCTOBBIE M TaOJIMUYHBIE PEJAKTOPbI, MOAACPKHUBAIOIIME (DYHKIUU CO3TaHUS
IIpUMEYaHUH K JOKYMEHTY U OTCIICKUBAHUS U3MEHEHUHN B HEM.

HpI/I nepeaayc JOKYMCHTA Ha NOANMCAHUC (yTBCp)K)IeHI/IC) BCC IMPUMCYAHUA W 3allUCU 00
HN3MCHCHUAX U3 DJICKTPOHHOI'O IOKYMCHTA YIAJIAIOTCH.

[lpu mepemaye SIEKTPOHHOTO [OKYMEHTa Ha TIOANMKMCH M €ro PETHUCTPAIlMA PEKOMEHIYETCs
UCIIOJIb30BaTh (OPMAT IEKTPOHHBIX JOKyMeHToB PDF.

7.4. DNEeKTpOHHbIE TOKYMEHTHI MOAMUCHIBAIOTCA SJIEKTPOHHON MOANUCHIO. YCIOBUS TPU3HAHUSA
DIIEKTPOHHBIX  JOKYMEHTOB, TOJMUCAHHBIX YCHJICHHOM KBaIM(UIMPOBAHHON 3JIEKTPOHHOU
MOAMKUCHIO, PABHO3HAYHBIMHU  JIOKYMEHTaM Ha  OyMaXHOM  HOCHTENe, IOIMUCAHHBIM
COOCTBEHHOPYYHOU MOJMKUCHIO, YcTaHaBIUBarOTCs denepanbHbiM 3aKk0HOM OT 6 ampens 2011 r. N



https://normativ.kontur.ru/document?moduleid=1&documentid=186609#l122
https://normativ.kontur.ru/document?moduleid=1&documentid=186609#l114
https://normativ.kontur.ru/document?moduleid=9&documentid=318120#l0
https://normativ.kontur.ru/document?moduleid=1&documentid=282848#l0

63-®3 "O06 snexTpoHHOMN moamUCcH" <45>.

<45> Cratbsa 6 enepansHoro 3akona ot 6 anpeins 2011 r. N 63-03 "O6 snekTpoHHON moamucy"
(Cobpanue 3akonomatenbctBa Poccuiickoit ®enepanuu, 2011, N 15, ct. 2036; 2011, N 27, cr.
3880; 2012, N 29, cr. 3988; 2013, N 14, ct. 1668, N 27, ct. 3463, N 27, ct. 3477; 2014, N 11, cT.
1098, N 26, ct. 3390; 2016, N 1, cT. 65, N 26, ct. 3889).

7.5 PexBHU3UTBHI 3JIEKTPOHHOI'O JIOKYMEHTA, BBICTYNAIOIIME B KauecTBEe IpaMuecKux 3IEMEHTOB
<46> (nmata JOKYMEHTa, PETUCTPALMOHHBIA HOMEp JMAOKYMEHTa, U Jp. - IO YCMOTPEHHIO
OpraHu3aliM), JOJDKHBI BOCHPOU3BOAUTHCS HAa JOKYMEHTE C BBIIOJHEHHEM  CIEIYIOLIUX
TpeOOBaHMI:

<46> I[aHHbIe, KOTOPBIC BHOCATCA B 1rabJIoH IIpu COCTABJICHUHU DJICKTPOHHOI'O JOKYMCHTA, a TAaKKC
B HOI{I‘OTOBJIGHHHﬁ BHCKTpOHHBIﬁ AOKYMCHT IIpH €ro NOANMUCaHNHN U PETrUCTpaluu.

- Fpa(bI/IqGCKI/Ie OJICMCHTBI OOJDKHBI pacriojlaraTbCd Ha MCECTC COOTBCTCTBYIOIIHMX PEKBU3WUTOB
AOKYMCHTA, YKA3aHHBIX B CTaHZ!a[!TC;

- rpaduueckue OdIEMEHThl JOJDKHBI OBITh BHUIUMBIMU U YHTAEMBIMH TpPU OTOOpPAKEHUU
(BOCTIpOM3BEACHUH) SJIEKTPOHHOTO JJOKYMEHTA;

- I‘pa(bI/I‘IGCKI/Ie OJIEMCHTBI HC JOJIKHBI ICPCKPBIBATHCS WJIIW HAKIIAABIBATHCA APYT HA ApYyra;

- n300pakeHne rpaguuecKuX 3JEMEHTOB HE JTOJDKHO MEPEeKphIBATh 3JEMEHThI TEKCTa TIOKYMEHTa U
JIPYrU€ peKBU3UTHI.

I'padguueckue 31eMEHTHl PEKBU3MTOB, MPEANOJAraloIuX COOCTBEHHOPYUHYIO MOANUCH (Ipud
COIIacoBaHUsl JOKyMEHTa, Ipud yTBEpXKIEHHUS JOKYMEHTa, OTMETKa O 3aBEPEHMM KOIIUH),
0(OPMIISIOTCS ¢ UCTIOIB30BAaHMEM OTMETKHU 00 3JEKTPOHHOM MOJIIHCH.

7.6. Jlna  opraHuM3alMM  Ipolecca  BU3MPOBAHMSI  IEKTPOHHBIX  JOKYMEHTOB B
peructpanioHHo-y4etHoil ¢opme CDOJ] noKHBI OBITH NPEAYCMOTPEHBI TOJS, COJAEpIKalue
CBEJIEHUS O JIOJDKHOCTH JIMLA, BU3UPYIOIIETO JOKYMEHT, ero (paMuiIuM M MHHULMANIAX, aTe BU3BI,
pe3yabTaTe pacCMOTPEHUS (COINIACOBAHO, COMIACOBAHO € 3aMEYaHUSIMM, HE COIVIACOBAHO), a TAKXKe
TI0JIE /111 BHECEHUS 3aMEYaHUM 10 dJIEKTPOHHOMY JIOKYMEHTY.

Jlns  BHeceHUs PE30JIIOLIMM B PEruCTpallMOHHO-ydeTHyro ¢opmy C3OJ]  nomkHbl  OBITH
IPEIYyCMOTPEHBI TOJs PE30JIOIHMH, BKIIOYAIOIIME IOJIs JUIsl BHECEHHs CBEJCHMHA O (paMuinu,
WHUIMAJIaX HCIIOJHUTENS (MCIOJMHUTENEH), MOPYYEHUH IO JAOKYMEHTY, CpPOKE HCIIOIHEHHUS,
JNOJDKHOCTH, (aMWIMM W MHUIMANaX JIMIA, BBIHECIIEr0 pe30JIONUI0, JaTe PEe3O0JIOLUH.
JlomonHUTENBHO MOTYT BKJIFOUATHCS MOJISA, COJEPIKaIINe CBEEHUS O JOHKHOCTH HCTIOIHUTES.

7.7. OpraHu3ainuu, OCYIIECTBIISIONINE COBMECTHYIO JESITEIBHOCTh B KakOW-muOO obOiactu, s
obOecrieueHHss KaueCTBEHHOro oOMeHa uH(popMaIueil MOTryT peryiaupoBaTh (opMaT, MOPSI0K
06MeHa 3J'I€KTpOHHI>IMI/I JIOKYMCHTaMI/I n T.O. l'IOCpe)ICTBOM 3aAKJIFOUYCHUS COFJ'IaHIeHI/Iﬁ Me>1<)1y
CTOpOHAMHU.

1IPHJIO’KEHUA
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Ipunooicenue N 1

kn 3.9

Pocapxus

®denepanbHOE OI0DKETHOE yupekacHue "Becepoccuiickuii HayqYHO-UCCIeI0BATEIbCKUI HHCTUTYT
JIOKYMEHTOBEJICHUS i apXUBHOTO jera"

(BHUMNIOAL)
YTBEPXJIAIO
Hupexrop BHUNIA L
[Toanuce H.H. Kynses
01.03.2018

NMHCTPYKLMA 1O AEJIOITPOU3BOACTBY
OO6pa3zer; TUTYJIBHOTO JTUCTA TOKYMEHTA

Ipunoscenue N 2

kn. 4.16.

MPUMEPHBII MEPEYEHL JJOKYMEHTOB,
MOJJEXAIIUX YTBEPKJIEHUIO

1. AKTBI (mpoBepok u peBU3Ui; IpHeMa 3aKOHUYEHHBIX CTPOUTENBCTBOM 00BEKTOB, 000PY10BaHUS;
DKCIEPTU3BL; IEPEAUM JEIT; TUKBUIAUN OPTaHU3alnd, YIPEXKACHUN, TPEAIPUITAN U T.1.).

2. 3AJJAHUA (Ha npoekTHpoBaHHE OOBEKTOB, TEXHUYECKUX COOPYKEHHUH, KalmUTaJIbHOE
CTPOUTENIBCTBO; HA IIPOBEACHHE HAyYHO-HUCCIIEN0BATENIBCKUX, MPOEKTHO-KOHCTPYKTOPCKUX H
TE€XHOJIOTHYECKHUX pabOT; TEXHUUYECKUE U T.[1.).

3. UHCTPYKIMU (mpaBuia) (IOJDKHOCTHBIE, IO JEIOMPOU3BOJICTBY; TEXHHUKE OE30MaCHOCTH;
BHYTPEHHETO TPYJOBOTO paCTIOPSAKA U T.1.).

4. METOIUMYECKHUE PEKOMEHIAILIMNY, METOAMYECKUE YKA3AHN L.
5. HOMEHKIJIATYPA JAEJI OPI'AHU3AILIN

6. HOPMbI 1 HOPMATUBBI (pacxona chIpbsi, MaT€pUaIOB, AIEKTPOIHEPTUH; TEXHOIOTUIECKOTO
MIPOEKTUPOBAHMUS; YUCICHHOCTH PAaOOTHUKOB U T.1.).

7. OIIMCHU nen (moctossHHOTO, BpeMeHHbIX (cBbilie 10 JIeT) CPOKOB XpaHEHUS U MO JHUYHOMY
COCTaBy).



8. OTYETDI (o mpou3BOACTBEHHON NEATENBHOCTH, KOMAHIMPOBKAaX, HAYYHO-HCCIIEI0BATEIbCKUX
paboTtax u T.1.).

9. IIEPEYHU (nomxHOCTEH pabOTHUKOB C HEHOPMHUPOBAHHBIM PabOYUM JTHEM; MPEANPUATHHA, HA
KOTOpPbIE PacCHpOCTPaHSIOTCS OIPEACICHHbIE JIbIOTHI; TUIIOBBIX JIOKYMEHTAJIbHBIX MaTepUalioB,
0o0pa3yromuxcsi B ACSITEIbHOCTY MHHHCTEPCTB, BEJOMCTB M APYTUX OpraHU3alui, ¢ yKazaHHEM
CPOKOB XpaHEHHUS MATEPUAJIOB U T.1.).

10. TIJTAHBI (npou3BOACTBEHHBIC, CTPOUTEIBHO-MOHTAXXHBIX, IPOCKTHO-U3bICKATEIbCKHX,
HAyYHO-UCCIIEIOBATEIILCKUX PAa0O0T; BHEAPECHUS HOBOW TEXHUKH, paclpeAcsieHUs MPOAYKIUU TIO0
YCTaHOBJICHHOW HOMEHKJIAType; JOXOJIOB M0 JKWIMIIHO-KOMMYHAQJIBHOMY PEMOHTY; pabOThbI
KOJUIETMH, HAyYHO-TEXHUUYECKOTO COBETA, yYEHOI'O COBETA U T.J.).

11. TIOJIOXXEHU A (06 opranusanuu; 0 CTpyKTypHOM MOAPA3JIEIEHUN; O IPEMUPOBAHUU U T.11.).
12. TIPABUJIA

13. TIPOI'PAMMUBI (mpoBenenus paboT u MEPONPHUATHIL; KOMAHTUPOBOK U T.1.).

14. PETJIAMEHTUHI (B T.4. pernaMeHThl OM3HEC-TIPOLIECCOB).

15. CMETDI (pacxonoB Ha cojiep)kaHue anmapara yrnpaBieHUs, 3AaHUN, TOMELEHUN, COOPYKEHU;
UCIIONIb30BaHUS CpeACTB (poHIA MPEANpPHATHS; Ha MOATOTOBKY M OCBOEHHE IPOU3BOJICTBA HOBBIX
U3JIeNNi; Ha KaUTaJIbHOE CTPOUTEIBCTBO U T.1.).

16. CTAHIAPTDHI (rocynapcTBeHHbIe, HAIlMOHATbHBIEC, OPraHU3AIHH, OTPACIICBEIE).
17. CTPYKTYPA 1N LITATHAA YNCJIIEHHOCTD.

18. YHUOUITMPOBAHHBIE ®OPMbI JIOKYMEHTOB

19. YVCTABBGIL.

20. IITATHBIE PACIIMCAHUS n uamMeHeHus K HUM.

Ipunosxcenue N 3

xkn 4.24

NPUMEPHBIA NEPEYUEHb JOKYMEHTOB, HA
KOTOPBIE CTABUTCHA ITIEYATDHb OPI'AHU3AIINUA

1. AKTBI (mpuema 3aKOHYEHHBIX CTPOUTEIBCTBOM 0OBEKTOB, 000PY/I0BaHHUS, BBIOJIHEHHBIX padoT;
CIIUCaHMsI; SKCIIEPTU3bI U T.J.).

2. APXUBHBIE CITPABKMH.

3. JIOKyMEHTBI HAJIOTOBOM OTYETHOCTH.

4. 3AKJIFOYEHN A 1 OT3bIBBI Ha aBTOpedepatsl.

5. BASIBJIEHUS (na akkpeauTuB; 00 OTKa3e OT aKIenTa u T.1I.).
6. UCITIOJIHUTEJIBHBIE JINCTBI.

7. HOPMBI pacxona.



8. OBPA3LIbl orTuckoB medaTel W moamucedl pabOTHUKOB, HMMEIOUIMX IPABO COBEPIICHHUS
(hMHAHCOBO-XO35MCTBEHHBIX OIEpaIluii.

9. IMCBbMA rapanTuiinbie (Ha BBITIOJIHEHHE pa0dOT, YCIIYT).

10. TTopyuenus (OromKkeTHBIC, OAHKOBCKHE, MEHCHOHHBIC, TUIATE)KHBIC, MHKACCOBBIE B OaHK Ha
MOJTYYCHUE MHBATIOTHI CO CYETOB, IIEPEBO/T BATIOTHI).

11. TIPEJCTABJIEHUA u xonmaraiicTBa (0 HarpakJIeHWHM OpPACHAMH W MEIAISIMU; MPEMUSIMH U
T.J.).

12. PEECTPHI (uekoB, mopy4deHu, mpeicTaBIseMbIX B OaHK).

13. CMETHI pacxonoB (Ha coaep’kaHHe ammapara yIpaBJICHHs; Ha KaJbKYJISAIUIO K JOTOBOPY
T.J.).

14. COI'JTAILEHMA.

15. CIIPABKU (numuTHBIE, O BBIIUIATE CTPAXOBBIX CYMM; OO WCIOJB30BAaHUHM OIOKETHBIX
ACCUTHOBAHUU Ha 3apIuiaTy; O HaUMCIECHHOW U IpUYHUTAaroIIelcs 3apIiare u T.11.).

16. CIIELHUOUKAILINU (u3aenuit, pOAYKIUHU U T.1.).
17. TUTYJIBHBIE CITMCKMU.

18. YAOCTOBEPEHNMA.

19. YCTABDBI opranuzauuii.

Ipunoowcenue N 4

kn 5.5

OEJIEPAJIBHOE T'OCYJAPCTBEHHOE YHUTAPHOE ITPEJAITPUATUE
"9KOCEPBUC"
(®I'VII "Okocepsuc")
I[MTPUKA3
23 centsiOps 2018 r. N 210
Mocksa

Ob OPTAHM3ALIMU PABOT I10 ITPOTPAMME "3KOJIOI'MA POCCUN"

B cBsi31 ¢ HEOOXOTUMOCTBIO peau3aly nporpammsl "Ikonorus Poccun" npukassiBaio:

1. PykoBomurento Vmpasnenus dxonoruu 02.10.2018 mnpencraBuTh KaJeHOApHBIM IUIaH
MEPONPUITHH IO BBIITOJIHEHUIO IPOIPAMMBI;

2. PyxoBomuremo ®unancoBoro ympasineHus 10.10.2018 mnpexncraButh cmeTy 3arpar 1o
BBIMIOJTHEHHUIO POTPaMMBbI.



3. ...

4. KoHTpONb MCTIOTHEHHS TIPUKAa3a OCTABIISIO 32 COOOIA.

PykoBoauTenn IMoamuce N.A. Panymikun

O6pa3zern odopmiieHUs MpUKa3a

Ipunooicernue N 5

kn 5.5

AKIIMOHEPHOE OBIHIECTBO "MHTEJIMHBECT"
I'enepanbHbBII AUPEKTOP
PACITIOPA’KEHUE
06.11.2018 N 108-p
Mocksa

O IOJArOTOBKE K ITPA3THOBAHUIO 70-11 T'OOBILMHBI IIOBE/IbI B BEJIMKOU
OTEYECTBEHHOU BOMHE

B cBs3u ¢ npubnmxenrem npasnHoBaHus 70-i rogoBuiuHbl [lo6ensr B Bennkoit OTedecTBeHHOM
Boine:

1. PykoBomutento J[lemapramenrta mnportokoia (OpnoBy A.A.) 10.04.2015 npencraBuTh miaH
Mpa3AHUYHBIX MEPOIPUITHH.

2. PykoBoguTensiM CTPYKTYypHBIX noapasnenenuil 12.04.2015 nmpencraBuTh CHOUCKH paOOTHHUKOB,
BBIJIEJICHHBIX JIJIS1 IOJTOTOBKH K IPa3/IHOBAHUIO.

3

4. KoHTposib 3a HCHOJHEHHEM pACHOPSDKEHUS BO3JIOXKUTh Ha pykoBoautens Cekperapuara
(Cunnuxuny B.1.).

IToamnuce N.A. Kyponarkus
O6pasen oopMIIeHHS pacCTIOPSHKEHUS

Ipunooscenue N 6

xn 5.6.



AKIHOHEpPHOE 00IIECTBO YTBEPXIAIO

"KOMIUIEKCHBIE CUCTEMBI" PykoBoauTens opranuzamnuu
ITOJIOJKEHUE

O cimyx06e T0KYMEHTallHOHHOTO TToamuce O.B. anoB
o0ecrieueHus yrpaBIeHUS Hara

1. OO1ue moJI0XKEeHU

1.1. Cmyx0a MOKyMEHTAlMOHHOTO oOecrmedeHus yrpamicHus (manee - ciyx6a JOY) sBusercs
CaMOCTOSITEIIbHBIM CTPYKTYPHBIM TOJpa3IeIECHUEM OPTraHU3aIiU, OCYIIECTBISIONIMM OpTaHU3AIHIO
paboThI ¢ JOKYMEHTaMH.

1.2. Cayx6a JIOY co3gaercs ¥ IUKBUIUPYETCSA MPUKA30M PYKOBOJIUTENSI OpraHU3aINH.

1.3. Cnyx6y JOVY Bo3rnaBiser 3aBeAyroIIMd Ciy:kOOH, Ha3HayaeMblii Ha JOJKHOCTb U
0CBOOOKJaeMbIil OT JOJHDKHOCTH MPUKA30M PYKOBOAMTENS OPraHU3aIUH.

1.2. Cnyx6a JOY B cBoOeil AEATETLHOCTH PYKOBOJCTBYETCS 3aKOHOMATEIHCTBOM Poccuiickoi
Qenepaniit B chepe HHPOpPMAIMK, TOKYMEHTAllMW, TOCYJAapCTBEHHBIMH CTaHIApTaMU Ha
AJOKYMCHTBI, HOPMATUBHBIMH W  MCTOJUYCCKHUM JOKYMCHTaAMU POC&pXI/IBa mo BOIpocCaM
OpraHu3any paboThl C JTOKYMEHTAMH W apXUBHOTO XpaHEHMsI, 3aKOHOAATEILCTBOM O TPYIE H
oxpaHe Tpyna Poccuiickoii ~@enepauuu, yCTaBOM  OpPraHM3allM{, HMHCTPYKLHEH 11O
JIOKYMEHTAIlMOHHOMY OOECIEUYEHHUI0 AESITeNbHOCTH OpPraHU3alllU, MPUKA3aMH U PACHOPSIKEHUSIMU
PYKOBOOUTEIA OPraHu3aniuv, HaCTOAIIUM IMOJIOKCHUCM.

B rnexmponnom 0okymenme nymepayus nynKnog coomeemcmaeyem opuyuaibHomy
UCMOYHUKY.

O6pazen opopMIIEHHUS MTOJIOKEHUSI O CTPYKTYPHOM IO/Ipa3IesIeHun

Ipunooswcenue N 7

kn 5.7

AKITMOHEpHOE 00II1eCTBO
"KOMIIJIEKCHBIE CUCTEMBI"
ITPOTOKOJI BACEJAHUA TUPEKIIMN
5 mas 2018 r. N I13C-5
MockBa
[Ipeacenarens - IletpoB A.A.



Cekperapb - Makcumoa M. M.

[TpucyrcTBoBanu: 15 yenoBek (CIMCOK MpUIIAraeTcs)

[NOBECTKA JIHA:

n

1. O mepax no peanuzanyu Nporpammsl "......... .
Hoxnan 3amecturens nupekropa Konelikuna .11

1. CJIVIIAJIA:

Koneiikuna N.I1. - TeKCT goKIaga mpuiaraeTcs.
BBICTYITNJIN:

[ankuit 2.4. - kpaTkas 3aMUCh BBICTYIUICHUSI.

Kyuxun U.C. - kpaTkas 3a11uch BbICTYILICHUS.

PELINJIA:

1.1. Ono6puTs I1nan paGoTel O peaanu3auy MPOTPaMMBI.

1.2. PykoBonurento duHaHcoBOro ymnpapieHUs NOAroToBUTh U CMETy pacxoj0B IO peau3aluu
POTrPaMMBl.

IIpencenarens IToanuce A.A. Iletpos
Cekperapb IToanuce M.M. MakcumoBa

O6pazen odopMiIeHHs TPOTOKOIIA

Ipunosxcenue N 8

kn 5.9

AKIHOHEpHOE 00IIeCTBO
"KOMIUIEKCHBIE CUCTEMBI"
AKT
IIpoBepku opraHu3an XpaHeHUs
JOKYMEHTOB
N
Mocksa
OcHoBanue: npuka3 pykoBoautenst oT 21.01.2017 N 25 "O npoBeneHuN MpOBEpKU OpraHU3AIMH
XpaHEHUs JOKYMEHTOB OpraHu3anuu’.
AKT cOCTaBJIeH KOMUCCHEM:




[Ipeacenarens komuccun - UBanos A.A..;
Cekperapp komuccuu - [Itnukuna O.IL;
Unensl komuccuu: Apoy3oB O.H., bouapos H.A., Mynepman D.A.

C 15.02.2017 mo 02.03.2017 komuccuel mNPOBOAUIACH MPOBEPKA OpPraHU3alMU XPaHCHUS
JIOKYMEHTOB OpraHU3aII1H.

1. BriBoabr:

1.1. HOpH,I[OK XpaHEHUA JOKYMCHTOB B OpraHu3aliikd B IECJIOM COOTBETCTBYCT IIpaBHJIaM,
YCTAaHOBJICHHBIM JIOKAJIbHBIMHA IIPABOBBIMU aKTaAMH.

L
2. 3aMevaHus:
2.1........
2.2,
IIpencenarens komuccuu Iloxnuce A.A. UIBaHoB
CexpeTtapb KOMHCCUHI [Toanuce O.I1. IITnukuna
YJ1eHBI KOMUCCHH:
[Toamnuce O.H. ApOy308B
IMoamuce H.A. Bouapos
[Toamnuce 2.A. Mynepman

O6pa3zer; opopmileHUs aKTa

Ipunosxcenue N 9

Kn. 6.3
Pocapxus

®EJIEPAJIBHOE BIOJDKETHOE VYPEXIEHUE "BCEPOCCHUIACKUI
HAYYHO-UCCJIEJOBATEJILCKUN MHCTUTYT JOKYMEHTOBEAEHMS U APXUBHOI'O
JIEJIA"

(BHUMJIAT)
N
MockBa

Obpa3zers o61ero G1aHKa opraHu3auu



Pocapxus
OEJNEPAJIBHOE BIOIPKETHOE
YUYPEXJIEHME "BCEPOCCUMCKUI
HAV‘-IHO-I/ICCHEILOBATEHBCKI/IPI
HMHCTUTYT JOKYMEHTOBEJIEHWA 1
APXMBHOI'O JIEJIA"
(BHUUJIAT)
[Tpodcoro3nas yi., 1. 82, Mocksa, 117393
Ten./akc (495) 718-78-74
e-mail: mail@vniidad.ru;
http://www.vniidad.ru
OKIIO 02842708; OI'PH 1027700380795;
WHH/KIIIT 7708033140/771001001
N

Ha N oT

O6p33€l_[ YrijioBoro OJaHKa MUchMa OpraHu3anu

Pocapxus
OEJNIEPAJIBHOE BIOJIXKETHOE
YUYPEXJIEHUE "BCEPOCCUUCKHUH
HAY‘{HO-I/ICCHEI[OBATEHBCKI/HZ
MHCTUTYT JOKYMEHTOBEJAEHWA 1
APXMBHOI'O JAEJIA"
(BHUMJIA )
ITpodcoroznas yi., a. 82, Mocksa, 117393
Ten./daxc (495) 718-78-74; e-mail:
mail@vniidad.ru; http://www.vniidad.ru
OKTIO 02842708; OI'PH 1027700380795;
WMHH/KIIIT 7708033140/771001001
N

HaN oT

Ipunooicenue N 10
Kn. 6.3

Ipunoocenue N 11
Kn. 6.3



O6pa3zerr mpo10IbHOTO OJ1aHKA MUChMa OPTaHU3aIUN

Ipunooxcenue N 12
K n. 6.3.

Pocapxus

®EJIEPAJIGHOE BIOJDKETHOE YUPEXK/IEHHUE "BCEPOCCUICKUI
HAYUYHO-UCCJEJOBATEJILCKUI MHCTUTYT JOKYMEHTOBEJIEHUS I APXUBHOI'O
JIEJIA"

(BHUHUJIA )
[TPUKA3
N
MockBa

O6pazen odopmieHus OnaHka MpuKasza



