dJeu,epaanoe ApXMBHOE areHTCTBO

SELEPANBHOE BHOMXETHOE YUPEXXOEHVE "BCEPOCCUNCKNI HAYYHO-
MCCNEAOBATETbCKMA UHCTUTYT JOKYMEHTOBEAEHMA N APXUBHOIO
AENA"

MeTtoandeckme pekomeHgauum no npumeHenutio FOCT P 7.0.97-2016 "Cuctema
CTaHOapTOB N0 uHdopmauun, 6mbnmotedyHoMY W mn3gatenbCKoMy Aeny.
OpraHu3salLmoHHO-pacnopsaanTenbHas AokyMeHTaums. TpeboBaHusa k ohopmMnieHuto
JOKYMeHTOB"

MeTogudeckme pekomMeHaauun pasbsCHAKT nonoxeHuss ctaHgapta [OCT P
7.0.97-2016, cogepxaT MeTOOMKY WX MNPaKTUYECKOro WUCMNOoSib30BaHUA OpraHamu
rocyaapCTBEHHOW BNacTW, opraHaMy MECTHOro CamMoynpaBfeHUs, opraHM3aunsamm
Npv peanusaumm NpoLeccoB AOKYMEHTaLMOHHOIO obecneyeHuns ynpaBreHusl, B TOM
yucne B paboTe no Co3aaHno SNEKTPOHHBIX JOKYMEHTOB, a TaKxe npu paspaboTke
N BHEOPEHNN CUCTEM 3MIEKTPOHHOIO AOKYMEHTOODOpOTA.

MeTogudeckne pekoMeHgauuu npegHasHavyeHbl Ons NPUMEHEHUS OpraHamum
rocydapCTBEHHOM BIlaCTM W TFOCYAAPCTBEHHLIMW OpraHusauusaMn, a Takxke
OpraHM3aunaMn  pPasfiMyHbIX  OpraHU3auMOHHO-MPaBOBbLIX  opM KN dopM
cobcTBeHHOCTU. MeToandeckne pekoMeHaauum MOryT UCMonb3oBaTbCHA Takke B
npouecce 0by4eHnsa CTyaeHTOB NO COOTBETCTBYOLLMM AUCLUMNIINHAM.

1. O6WwMe NonoxeHus

1.1. MeTtoaunyeckne pekomeHgaumm no npumeHenutio [OCT P 7.0.97-2016
"Cuctema ctaHgapToB No mMHdopmaumnm, 6MbnmoTte4yHoMy 1 n3gatenbckomMy Aeny.
OpraHu3almnoHHo-pacnopaanTenbHas AoKyMmeHTauuns. TpeboBaHma kK 0dhopMIeHuto
OokymeHToB" (nanee - Metogmyeckune pekomMeHgauuu) paspaboTaHbl B Lenax
onpeaeneHuns:

- nopsigka npumeHeHnst nonoxeHmn FOCT P 7.0.97-2016 (nanee - CtaHgapT);

- NocnegoBaTenbHOCTM OENCTBMIA NO OpraHn3annm ero NPUMEHEHMS.

1.2. MeTtogmyeckme pekomeHgauun paspabotaHbl B COOTBETCTBUM C
denepanbHbiM_3akoHOM OT 29 uioHa 2015 r. N 162-93 "O craHgapTtmsaumm B

Poccuickon Pepnepaummn”l, a Takke B COOTBETCTBMM C 3aKOHOAATESbHbIMU U
WHBIMA  HOPMaTMBHLIMW TMPaBOBbIMM akTamm B cdepe UHopMaLum U
[leronpou3BoacTBa.

I denepanbHbit 3akoH oT 29 mioHa 2015 r. N 162-93 "O ctaHgapTMsauunm B
Poccuiickon Pepepaumn” (CobpaHue 3akoHogaTensctea Poccunckon degepavuinm
2015 N 27, ¢T1.3953; 2016, N 15, c1.2066; N 27, cT.4229).
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1.3. MeTtoamyeckne pekomeHgaumm 6yayT cnocobCcTBOBaTb MNPUMEHEHMIO
nonoxeHun Ctangapta B OpraHM3auusix pasfnyHbIX OpraHM3auWoHHO-NPaBOBbIX

cpopm.

1.4. TllonoxeHns MeToOMYECKMX pPEKOMEHOAUUN pPacrnpoCTPaHATCA Ha
AOKYMEHTbI Ha BYMaXKHOM N 311IEKTPOHHOM HOCUTENSX.

1.5. ®egepanbHbiM 3akoHOM OT 29 mioHa 2015 . N 162-93 "O cTaHgapTumsauum

B Poccuiickont Penepaumnn” 2 ycTaHoBNEH NPUHLMN A06POBONBHOCTU NPUMEHEHUS
CTaHOapTOB.

4 MyHkT 1 cTaTbn 26 GenepanbHoro 3akoHa ot 29 moHa 2015 r. N 162-93 "O
cTaHgaptusaumm B Poccuiickon  Pepepaumn” (CobpaHve 3akoHogaTernscTBa
Poccuinckon depgepaumm 2015 N 27, ¢1.3953; 2016, N 15, ¢T1.2066; N 27, cT.4229).

NMpumeHeHne CTangapTta npegnonaraer:

- npuBeaeHne noKanbHbIX HOPMAaTUBHbIX aKToB opraHusauuu,
yCTaHaBnuBaowmx npasuna o0dopMIeHUs OOKYMEHTOB, B COOTBETCTBME CO
CTtaHgapTtoM (MHCTPYKUMS NO  Oenonpov3BOACTBY, CTaHOapT — oOpraHusauum,
npasuna paboTbl ¢ AokymeHTamu B CO[);

- pa3paboTKy 61aHKOB U ANIEKTPOHHbIX LWABIOHOB JOKYMEHTOB B COOTBETCTBUM
¢ nonoxeHunamun Ctangapra.

1.6. B cootBetcTBUM CO CTpyKTypon CTaHOapTa, a TakKke B CBSA3M C
HeoBOXOAUMOCTbIO onpeferieHMs nopsigka ero  npuMmeHeHusi, MeTtoguyeckune
pekomMeHOauun NMetoT criegyrolme pasaernbl:

1. O6Lwme nonoxeHus;

2. TepMuyHbI 1 onpeaeneHus;

3. O6wme TpeboBaHUsS K CO3A4aHUI0 AOKYMEHTOB;
4. OcpopmMreHne pekBU3NTOB JOKYMEHTOB;

5. MNMoaroToBKka TEKCTOB AOKYMEHTOB;

6. bnaHkn 4OKYMEHTOB;

7. OCOBEHHOCTM NOArOTOBKM 3NEKTPOHHBIX JOKYMEHTOB.

2. TepMuHbI M onpeaeneHnn

BnaHk goKymMeHTa? - nuMCT GyMary Unm aNeKTPOHHbIN LWABIOH C pekBU3UTaMM,
NAEHTUOULMPYIOLLYIMK aBTOpa OMLLManbHOrO LOKYMEHTA;
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3 MyHkT 48 TOCTa P 7.0.8-2013 Cuctema cTaHOapTOB MO _MHAOpMaLLUK,
omnbnruoTeyHoMy U umsgartensckomy ageny. J1enonpounsBoacTBO U _apXMBHOE AENO.
TepmuHbl 1 onpeaenexus. - M.: CtangapTtuHdgopm, 2014.

OokymeHT4 - odmumanbHblii [OOKYMEHT, CO3[4aHHbI rocyaapCTBEHHbIM
OpraHoM, OpraHoOM MECTHOro CaMOyrpaBIieHUs, PUONYECKUM UM M3NYECKUM
nmMUoM,  O(POPMISIEHHBIN B YCTAHOBJSIEHHOM  MOpSAKE W BKIMOYEHHbIN B
AOKYMeHTO0B60pOoT defeparnibHOro opraHa UCMONHUTENbHOM BiacTy;

4 MoanyHKT 4 nyHkTa 2 MpaBun OenonpovsBoAcTBa B deaepanbHbIX opraHax
NCMNOMHUTENbHOW  BAAaCTU (yTBepxaeHbl [loctaHoBneHvem  [paButenscrBa
Poccuiickon ®eaepaumm ot 15 nona 2009 r. N 477) (CobpaHure 3akoHogaTenbcTea
Poccuinckon ®epepaumnm 2009, N 25, ¢1.3060; 2011, N 37, cT1.5263; 2016, N 18,
CT.2641).

HNokymeHMpoBaHue * - dvkcaums MHGopMaL M1 Ha MaTepuanbHbIX HOCUTENSX
B YCTAHOBIEHHOM NOPSAKE;

> Tam xe.

Konus gookyMeHTa® - JOKYMEHT, MOMNMHOCTbIO BOCNPOU3BOAALLMI MHGOPMALINIO
NOASIMHHMKA OOKYMEHTa W ero BHELUHVE NPU3HaKW, He UMEeNLMN HpuanyecKou
CUINbI;

& Tam xe.

HauvoHanbHbIN cTaHOapT’ - [OOKYMEHT MO cTaHOoapTM3auun, KOTOpPbIN
paspaboTaH Y4aCcTHMKOM WM y4yacTHMKamMu paboT no cTaHgapTM3auuM, no
pesynbTataMm 3KCnepTusbl B TEXHUYECKOM KOMUTETE MO CTaHaapTusauun unm
MPOEKTHOM TEXHUYECKOM KOMUTETE NO CTaHAapTM3aLum yTBepxaeH denepanbHbim
OopraHoM WCMOSHUTENbHOM BriacTu B cdhepe cTaHAapTU3auMm U B KOTOPOM Ans
BCEOOLLEro nNpUMEHEHMS1 YCTaHaBMMBalOTCS oOLmMe XapakTepucTukm obbekTa
cTaHgapTusaumM, a Takxe npasuna M obume npuHUUNbI B OTHOLLEHUM 0ObekTa
cTaHgapTusauum;

7 MyHkT 5 cTatbun 2 PegepansHoro 3akoHa ot 29 moHg 2015 r. N 162-93 "O
ctaHgaptmsaumm B Poccunckon Pepepaumn” (CobpaHve 3akoHogaTenbCcTBa
Poccuinckon ®egepaumm 2015 N 27, ¢1.3953; 2016, N 15, ¢T1.2066; N 27, cT.4229).

OdopmMneHne [OKyMeHTa? - MpocTaBreHWe Ha [AOKYMeHTe HeoOXOAMMbIX
PEKBU3UTOB;
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2 MyHkT 52 TOCTa P 7.0.8.-2013 Cuctema cTaHOapToB MO MHAOpMaLLUK,
ounbnruoTeyHoMy U umsgartensckomy ageny. JlenonpousBoacTBO U _apXMBHOE AENO.
TepmuHbl 1 onpeaenexus. - M.: CtangapTtuHdgopm, 2014.

MoanucaHue (mokyMeHTa)? - BblpaxeHWe OTBETCTBEHHOCTU 3a coaepXKaHue
[OKYMEHTa MNOCpeACTBOM  3aBEpeHUss €ero  COOCTBEHHOPYYHOW  MOAMUCHIO
[OIPKHOCTHOIO Ui GM3N4YecKoro nnua;

® MyHKT 57, Tam xe.

MNognuck!l - pekBu3anT, coaepxaumii  COBCTBEHHOPYYHYO  POCMUCH
[OIMKHOCTHOIO Unu o3n4ecKoro nuua;

10 OyHkT 58, Tam xe.
PerncmpaumoHHbIn HOMep [AOKyMeHTa (perucrpaumMoHHbIn UHAEKC

aokymeHTa)ll - unudpoBoe wmrm  BykBeHHO-LMpPoBOe  06O3HaYEHMe,
npvcBanBaemoe JI0KYMEHTY Npu ero permcTpauum;

11 MyHkT 85, Tam xe.

PekBu3ntT pokymeHTal? - anemMeHT [OKyMeHTa, HeoOXoauMbIN Ans ero
ochopMIeHUs1 1 opraHM3aLumn paboTbl C HAM;

12 Mynkr 4 [paBun [enonpousBoAcTBa B dpeaepanbHbiX — opraHax
NCIMOMHUTENIbHOW _ BIacTu (yrBepxaeHbl [locTtaHoBneHnem  [NpaButenbcrea
Poccuickon ®eanepauum ot 15 mnioHa 2009 r. N 477) (CobpaHue 3akoHogaTenbLCcTBa
Poccuinckon depepaumnm 2009, N 25, ¢1.3060; 2011, N 37, cT1.5263; 2016, N 18,
CT.2641).

OneKTpoHHasa noanucbld - MHdopMauua B 3MEKTPOHHON dopme, KoTopast
npucoeguHeHa K Opyron nMHdopmauum B 3feKTPOHHOW ¢hopme (nognuchbiBaeMon
WHpopmaumm) unn nMHbIM obpa3oM CBsidaHa C TakoW WMHopmaumen n KoTopas
ncnonb3yeTcs AN onpeaeneH1s nuua, nogncbiBaroLwero MHopmaumio;
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13 MyHkt 1 cTaTtbm 2 PenepanbHoro 3akoHa ot 6 anpend 2011 r. N 63-93 "O6
anekTpoHHon noanucu” (CobpaHne 3akoHogaTenbcTBa Poccuiickon depepaumu,
2011, N 15, c1.2036; 2011, N 27, c1.3880; 2012, N 29, c1.3988; 2013, NN 14,
cT.1668, N 27, c¢1.3463, N 27, c1.3477; 2014, N 11, ¢1.1098, N 26 (4.l), cT1.3390;
2016, N 1 (u.1), c1.65, N 26 (u.1), cT1.3889).

OneKkTpoHHbIK  AOKYMeHT!4 - fnokyMeHTMpoBaHHas  MHdopmaL s,
npeacTaBneHHass B 9NeKTPOHHOM ¢opMme, TO eCTb B BuAe, MNPUroAHOM Anis
BOCMPUSATUS YENIOBEKOM C UCMOMb30BaHMEM SNEKTPOHHbIX BbIYUCIIUTENbHBIX
MalMH, a TaKxke ANna nepedadn no MHGopMaLNOHHO-TENEKOMMYHUKALMOHHBIM
ceTaAM Unmn ob6paboTkn B MHGOPMALIMOHHBIX CUCTEMAX.

14 MoanyHkT 11.1 ctatbu 2 PenepansHoro 3akoHa ot 27 vong 2006 r. N 149-
®3 "O6 uHdopMAaLIUN, UHAPOPMALIMOHHBIX TEXHOMOIMAX U O 3aumTe nHdopmaummn”
(Cobpanuve 3akoHopaTenbctBa Poccunckon ®Pepepaunn, 2006, N 31, c1.3448;
2010, N 31, ¢T1.4196; 2011, N 15, ¢T1.2038, N 30, c1.4600; 2012, N 31, cT1.4328; 2013,
N 14, c1.1658, N 23, cT1.2870, N 27, c1.3479, N 52, c1.6961, 6963; 2014, N 19,
cT1.2302, N 30, c1.4223, N 30, c1.4243, N 48, c1.6645; 2015, N 1, c1.84, N 27,
cT.3979, N 29, c1.4389, N 29, cT1.4390; 2016, N 26, c1.3877, N 28, c1.4558, N 52,
CT.7491, N 52, c¢T1.7491; 2017, N 18, cT1.2664, N 24, c1.3478, N 25, c1.3596, N 27,
cT.3953, N 31, cT1.4825, 4827, N 48, c1.7051; 2018, N 1, c1.66; N 18, cT1.2572; N 27,
c1.3956; N 30, c1.4546).

NHble noHATUSE ncnomnb3ytoTcs B MeToguyeckux pekoMeHOaumsax B 3Ha4YEHUW,
cootBetcTBytowem [OCT P 7.0.8-2013 "Cuctema ctaHgapToB no 6ubnmorevyHomy
n_unsnarensckoMy aeny. [1enonpov3BOACTBO W apXMBHOE Aeno. TepMuHbl U1

onpeaesnenunsa”l> .

15 TOCT P 7.0.8-2013 Cuctema cTaHgapToB Mo uHdopMaLmm, 61bnmoTeyHomy
N _usgartensckomy geny. [enonpovsBoacTBO U apxMBHOe Aenio. TepMuHbl U1
onpeaenenus. - M.: CtangapTtuHdopm, 2014.

3. O6wune TpebOBaHNA K CO3AAHNIO AOKYMEHTOB

3.1. JOKyMeHTblI MOryT co3aBaTbCs Ha BYMaXXHOM HOCUTENE U B 3MEeKTPOHHOM
dopme ¢ cobrnogeHeM yCTaHOBIEHHbIX NpaBui 0POPMIIEHNS [OKYMEHTOB.

3.2. [JonyckaeTcs co3faHne OOKYMEHTOB Ha fnMLLEBON M OBOPOTHOW CTOPOHAaX
mcTa. [pn OBYCTOPOHHEM rMevYaTaHun [OOKYMEHTOB LUMpUHA JIeBOro nons Ha
MLEBON CTOPOHE NUCTa M NPaBOro nosid Ha OOOPOTHOW CTOPOHE NINCTa OOIPKHbI
ObITb paBHbI.

Mpn cosgaHuMm [JOKyMeHTa Ha OByX W 6Honee cTpaHuuax BTOpPYHD W
nocriegyrowme CTpaHuL bl HyMepytoT.

Homepa cTpaHuy, nNpoCcTaBnsalTCA NOcCepennHe BEPXHEro nosnst JOKyMeHTa Ha
paccTosiHuM He MeHee 10 MM OT BepxHero Kpas nicra.

Mpy oopMneHnn OOKYMEHTa, 3aHMMAlOLLEro HEeCKOSbKO fMCTOB, Ha OnaHke
0dOpMIIAETCS TOSMLKO NEPBbIN NINCT.
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3.3. Ans N3roTOBIEHNS AOKYMEHTOB NCMOmMb3yoTCH cBoboaHO
pacnpocTpaHaemMble WpUgTbl NO BLIDOPY opraHn3auunn, BXxogswme B CTaHOAPTHLIN
nakeT odMCHOro NporpaMMHoro obecneveHus.

Pasmep wpudora - N 12-14.

MNpu coctasneHun Tabnuy OONycKaeTcs WUCMNOMb30BaHWE LUPUMTOB MEHbLLUNX
pa3mepos (ao N 10, 11).

B WHCTpykumMm no AenonpounsBOACTBY PEKOMEHOYETCH YCTaHOBUTb EAUHYHO
rapHUTYpYy LWpudTa A4na Bcex opraHn3aumnoHHO-pacnopsagmTeribHbIX JOKYMEHTOB.

3.4 Tabrmumubl u rpadwmknm MOryT pacnofiaratbCa Ha fmcte 6ymarm
NCrnorb30BaHNEM arbOOMHON OpUeHTaLUN CTPaHULbI.

3.5. Ab3aLHbI OTCTYN TEeKCTa AOoKyMeHTa - 1,25 cwm.
3aronoBKn pasgenos 1 noapasnernos nevararnTca ¢ ab3auHbIiM OTCTYNOM Ui
LLEHTPUPYHOTCS NO LUMPUHE TEKCTA.

3.6. MHOroCcTpouYHble pPeKBU3UTblI MeyaTalwTCHd Yepe3 OAUH MEXCTPOYHbLIN
WHTepBar, COCTaBHble YacTW PEKBU3UTOB MOTMYT OTAENATLCA AOMNOSHUTENbHBLIM
NHTEepBariom.

OrmHa camon ONMHHOW CTPOKM  peKkBU3UTa Mpu  YrIoBOM  PacnosioxXeHUn
pekBu3nToB He 6ornee 7,5 cm.

AnuHa camon ASMHHOW CTPOKM PEeKBU3UTa NpW NPOLOSIbHOM PaCnoSoXEHUM
pekBn3NTOB He Bornee 12 cm.

CTpPOKN pPEKBM3NTOB BbIPaBHUBAKOTCS MO fIEBOW PaHULLEe 30Hbl PacMONoXeHUs
PEKBU3UTA UM LIEHTPUPYIOTCHA OTHOCUTENBHO CaMOW SIMHHOW CTPOKMW.

3.7. PekBunauntbl "nognuncek" n/nmnn "rpmud cornacoBaHns" AOrMKHbI MOMELLATbLCS Ha
OOHOW CTpaHuUue C TeKCTOM [OOKyMeHTa. He [ponyckaeTcs MepeHoc 9Tux

PEKBN3IUTOB AJOKYMEHTA Ha OTAENbHbIN mmeTld

18 UckmoyeHnem aBnsietcs JIUCT cornacoBaHus, oopMsieMblil Npu HanMuum
Bonee 4-x rpndcoB cornacoBaHus.

3.8. TekCT AOKyMeHTa BblpaBHMBAETCS MO LUMPUHE NUCTA (MO rpaHuL.am NeBoro
1 NpaBoro nornew 4oKyMmeHTa) u nevartaetcs vyepes 1-1,5 MeXCTPOUHbIX MHTEpBara.

Ecrnm [OKyMeHT rotoButCca ANs M3gaHua C yMeHblueHveM Maclitaba, TekCT
neyaTaeTcs Yepes 4Ba UHTepBana.

NHTepBan mexay 6ykBamm B crioBax - OObIYHbIN.

NHTepBan mexay crioBamu - 0auH npobern.

3.9. JlokanbHbIMW HOPMAaTMBHBLIMWM akTamMu oOpraHusauun MoxeT 6biTb
NpenyCMOTPEHO BblAeneHne oTaerNbHbIX PEKBU3UTOB, a TakxXe (pparMeHTOB TeKkcTa
NONY>KUPHbBIM LLIPUCPTOM.

[Mpn odpopmMreHnn OKYMEHTOB HE peKoMeHOYyeTCHA UCMOfb30BaTbh HayepTaHue
lwpndpra "Kypcme" n nogyepknBaHne TekcTa.

3.10. HopmaTtuBHble akTbl opraHuM3auuuM, a TakXe WHble MHOroCTpaHUYHbIE
AOKYMEHTbI MOTyT OpopMIIATLCA C TUTYIbHbIM NICTOM ([Mpunoxenne N 1).

Ha TuTynbHOM nucTe [OKYMeHTa HOMep CTpaHuubl He YKasblBaeTCs, HO
y4UTbIBAETCS Npu 06LLEen Hymepaunum CTpaHuL.



3.11. [JOKyMeHTbl, KaK 9NIEeKTPOHHble, TaKk M Ha GyMaxHOM HocuTerne, MoryT
co3faBaTtbCs C MCMNOMb30BaHMEM MNpPOrpamMHOro obecneyeHnst - TEKCTOBbIX,
TabnMyHbIX pPenakTopoB, CUCTEM 3NIEKTPOHHOrO AOKyMeHToobopoTa (panee -
C3[l), obecnevmnBaroLmx cosgaHne, NPOCMOTP N pefakTUpOBaHME JOKYMEHTOB - C
cobntoaeHnem nonoxeHnn CtaHgapTa.

B opraHuMsauum MOryT WUCMNOMbL30BaTbCSA JNIEKTPOHHBLIE KOMUM [LOKYMEHTOB,
nony4yaemMble B pe3yrnbraTe oundpoBKy (HaNnpumep, CKaHNPOBAHUSA) AOKYMEHTOB Ha
BymaxxHoM HocuTene. ANeKTPOHHAsA KONUs OKYMeHTa AOoSmkHaA ObiTb YATaeMon, He
cogepxaTb NEepeBEepHYTbIX W300paXeHWn CTpaHul, He HapywaTb Hymepauuio
cTpaHuL,.

[ns 3NeKTPOHHbLIX KOMWUI AOKYMEHTOB pekoMeHOyeTCs Mcnonb3oBaTb dopmat
PDF.

4. OchopmneHne peKBM3UTOB AOKYMEHTOB

OpraHu3aunoHHo-pacnopsguTenbHble AOKYMEHTbI OOIDKHb NMETb
YCTaHOBSIEHHbI COCTaB PEKBM3UTOB U NMpaBumsia nx 0opMIIEHNSI.

ONEKTPOHHbIE AOKYMEHTbI AO0SMKHbI BbiTb OopMrieHbl Mo obwmM npasusiam
AenonponsBoACTBa U UMETb PEKBU3UTBbI, YCTAHOBIIEHHbIE AN aHariorM4yHoOro
AOKYMEeHTa Ha  OymaxHOM  HocuTerne, 3a  MCKIIOYEHMEM  peKBuUsuTa

"MocynapcTBeHHbIN repb Poccuiickon depepaummn"l? .

17 DOynukr 38 [paBun pgenonpousBoAcTBa B dedeparnbHbIX — opraHax
NCNOMHUTENbHON  BNACTW, yTBEPXOEHHbIX NOCTaHoBNeHnem [NpaButenscTea
Poccuiickon ®eneparinum ot 15 mioHa 2009 r. N 477 (CobpaHue 3akoHogaTenbcTBa
Poccuiickon ®epepaumm 2009, N 25, c¢1.3060; 2011, N 37, ¢1.5263; 2016, N 18,
cT.2641).

CocTaB 1 odopmrieHne pekBusnToB ycTaHaBnmBarTcsa CTtaHgapTom. CocTas
PEKBU3NTOB  KOHKPETHOTO  [AOKYMEHTa  onpedensietcs ero  BuOOM U
pPa3sHOBMOHOCTLH.

CtangapTt ycTaHaBnmMBaeT CriedylLmMin COCTaB PEKBU3UTOB OpraHm3auNoHHO-
pacnopsianTenbHbIX JOKYMEHTOB:

01 - rep6 (locypnapctBeHHbIn repb Poccunckon ®enepauunn, repd cybbekTa
Poccuiickon ®epnepauunn, repd (repanbOuHecKUin  3HAK)  MyHULMNANbHOIO
obpasoBaHus);

02 - amMOnema;

03 - ToBapHbIN 3HaK (3HaK 0B CNyxMBaHUS);

04 - kog hopMbl JOKYMEHTA;

05 - HaumeHoBaHWe opraHnsaummy - aBTopa JOKYMEHTa;

06 - HaumeHoBaHMe CTPYKTYPHOro nogpasaesieHns - aBTopa AOKYMEHTA;
07 - HanmeHoBaHWe OOSPKHOCTU NinLA - aBTopa AOKYMEHTA;

08 - cnpaBo4Hble AaHHbIEe 06 opraHM3auuu;
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09 - HaumeHoBaHWe BUAA JOKYMEHTA;

10 - paTta JOKYMEHTa;

11 - perucTpaumOHHbIN HOMEP OOKYMEHTA;

12 - ccbifika Ha perncTpaunoHHbIN HOMEpP M AaTy NOCTYNUBLLENO LOKYMEHTA;
13 - MecTo cocTaBneHus (M3gaHns) AOKYMEHTA;
14 - rpud orpaHnyeHnsa JocTyna K AOKYMEHTY;
15 - agpecar;

16 - rpud yTBEPXKOEHUSA LOKYMEHTA;

17 - 3aronoBOK K TEKCTY;

18 - TEKCT OOKYMEHTa;

19 - oTMeTKa O NPUNoXeHuu;

20 - rpucp cornacoBaHnsa OKYMEHTA;

21 - Bu3a;

22 - noanucs;

23 - oTMeTKa 06 3MEeKTPOHHOW NOANUCY;

24 - neyarts;

25 - oTMeTKa 06 MCNOMHUTENE;

26 - OTMETKa 0 3aBepeHUM KONuu;

27 - OTMEeTKa 0 NOCTYNNEHNN JOKYMEHTA;

28 - pesonouus;

29 - OTMEeTKa O KOHTpPOrE;

30 - oTMeTKa 0 HanpaBfieHUM OKyMeHTa B Aero.

4.1.Tep6 (TocynapcTBeHHbIN repb Poccumnckon Pepepaunn, repob
cyb6bekta Poccunckon ®epgepauum, repob (repanbanyecKkMmn 3Hak)
MyHULIMNanbHOro o6pasoBaHus)



Mep6 (FocynapctBeHHbIN repb Poccuinckon Pepepaumm, repd cyobekTta
Poccunckon ®depepauumn, repb (repanbauyv4ecKkum 3HaK) MyHUUMNANbHOrro
obpa3oBaHusl) BOCNPOU3BOAUTCA Ha OnaHKax [JOKYMEHTOB B COOTBETCTBMU C
denepanbHblM_KOHCTUTYLIMOHHBbIM 3aKOHOM OT 25 aekabpsa 2000 r. N 2-®K3 "O

[ocyoapcTBeHHOM repbe Poccuiickon Pepepauun” 1, 3akoHopaTenbHbLIMUA U
WHbIMU HOPMaTMBHbLIMM NPaBOBbIMM akKTaMu cybbLekToB Poccuiickon
depepaumMm, ycTaBaMM U HOPMATMBHbIMM  NPaBOBbIMW  aKTaMM
npeacTaBUTeNbHbIX OPraHOB MyHMLMMNaNbHbIX 0Gpa3oBaHUMN.

12 depnepanbHbIi KOHCTUTYLIMOHHBIM 3aKOH OT 25 nekabpsa 2000 r. N 2-0K3 "O
[ocynapcteeHHoM repbe Poccunckon ®enepaumn” (CobpaHune 3akoHogaTenbcTaa
Poccuinckon ®epepaunn, 2000, N 52, ¢1.5021; 2002, N 28, cT1.2780; 2003, N 27,
cT.2696; 2009, N 46, cT1.5417; 2010, N 1, cT.1; 2013, N 30, c1.4022; 2014, N 11,
c1.1088).

N3ob6paxeHue repba (FlocynapctBeHHoro repb6a Poccunckon ®epnepaumm,
rep6a cyobekta Poccumckon ®epepauun, repba (repanbanyveckoro 3Haka)
MyHULMNanbHOro obpasoBaHusl) NomMellaeTcss nocepeauHe BepPXHero nons
OGnaHka AOKYMEHTa Hag peKBU3UTaMM OpraHusauuu - aBTopa AOKYMEHTa, Ha

pacctosiHum 10 MM OT BepxHero Kpasi nucral? .

1% MonyxupHbiM wpudgTom B TekcTe MeToguyeckux pekomeHaauun
BblAensitoTcsa nssnederHus n3 CtaHgapra.

BapuaHt unsobpaxeHus [locygapctBeHHoro repba Poccunckon ®Penepauum
onpegenseTca BWOOM [OOKYMEHTa M CTaTyCoOM M3[alowero ero opraHa B
cooTBeTCTBUM €O CT.3 PefepanbHOro KOHCTUTYLIMOHHOINO 3akoHa OT 25 aekabps

2000 r. N 2-®K3 "O lNocynapcteBeHHoM repbe Poccurickon Penepaumnmn”20

20 CraTtba 3 denepanbHOro KOHCTUTYLIMOHHOTO 3akoHa OT 25 aekabps 2000 .
N 2-OK3 "O TlocynapctBeHHom repbe Poccuiickon Pegepauunn” (CobpaHune
3akoHopgartenbctBa Poccuinckon depepaummn, 2000, N 52, ¢1.5021; 2002, N 28,
cT.2780; 2003, N 27, c1.2696; 2009, N 46, cT.5417; 2010, N 1, c1.1; 2013, N 30,
c1.4022; 2014, N 11, c1.1088).

"epbbl cybbekToB Poccunckon ®egepanmm ycTaHaBNMBaOTCA NX 3aKOHAMM.

[epbbl (repanbanyeckme 3HakuM) MyHULMNanNbHbIX 0Bpa3oBaHui yTBEPXOATCA
yCTaBamMn COOTBETCTBYHOLMX MyHMUMNANbHLIX 00pa3oBaHWi UMM NpPaBOBbIMM
akTamn  (peleHnsamMKn,  NOCTaHOBMEHUSMW)  MpenCTaBUTENbHbIX  OpraHoB
MyHULUMNAnNbHbIX 0Opa3oBaHuiA. B ycTaBax WM NOCTAHOBIEHMNAX (pPELLEHMSIX)
NpencTaBUTENbHBbIX OPraHOB MyHULMNAnNbHbIX 0Opa3oBaHuiA (COBETOB, COBpaHmMi)
OroBapmMBaeTCA COCTaB BMOOB [OOKYMEHTOB C BocnpousBegeHneMm repba
(repanbguyeckoro 3Haka) M BapvaHT BOCMpou3BeneHUs (OQHOUBETHbLIA WA
MHOIOLIBETHbIN).

4.2. dmMbnema
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Ambnema, paspabotaHHaa u yTBepXaeHHasi B YCTAaHOBNEHHOM nopsake,
pasmellaeTcas B COOTBETCTBMM C HOPMATMBHbLIMU MPaBOBbIMM aKTaMWU Ha
GraHKax U afIeKTPOHHbIX LWaGnoHax A0KYMeHTOB:

- pepeparnbHbIX OpraHoB rocyAapCTBEHHOM BIiacTy;

- TeppuTopuarnbHbIX OpraHoB doefieparbHbIX OpraHoOB rocyapCcTBEHHOM BracTy;

- FOCYAapCTBEHHbIX N HEroCYy4apCTBEHHbIX OpraHM3aL .

N3obpaxeHne 3smMbnembl nomMmellaeTcsl nocepeAuHe BepxXHEro nons
OnaHka AOKyMeHTa Hag peKBU3UTaMu opraHusauuu - aBTopa AOKYMEHTa, Ha
pacctosaHumn 10 MM OT BepxHero Kpass nucra. B 6naHkax C yrmoBbiM
pacnosioXeHeM pPeKkBU3UTOB M3obpakeHne ambremMbl NomellaeTcs nocepeguHe
BEPXHEro Nossi 30Hbl, 3aHATON pekBuauTamm 6raHka.

4.3. ToBapHbIN 3HaK (3HaK 06cnyXXnBaHusA)

ToBapHbIM 3HaK (3HaK OOCNyXMBaHUA), 3aperuMcTpMpoBaHHbIA B

YCTaHOBJIEHHOM nopsiake <1, BocnpousBoguTcsl Ha GraHkax opraHusauui B
COOTBETCTBMM C YyCTaBOM (nonoxeHuem o6 opraHusauuu). U3obpaxeHue
TOBapHOro 3Haka (3Haka obcnyxmuBaHusl) nomMellaeTcs nocepeanHe BepXHEro
nons 6naHka AOKyMeHTa Haj, peKBM3UTaMu opraHusaumm - aBtopa JOKYMeHTa
Ha pacctofaHuu 10 MM OT BepxHero Kpasi nMcta Wnu crieBa Ha YypoBHe
HaMMeHOBaHUs opraHu3auuu - aBTopa AOKYMEHTa (AonycKkaeTcA 3axBaTbiBaTb
YyacTb 5IeBOro nons).

2l Cratba 1503 yetBepTon 4Yactu [pakaaHckoro kopekca Poccuiickon
denepaumm ot 18 gekabps 2006 r. N 230-D3.

N306paxeHne ToBapHOro 3Haka (3Haka obCnyXxuBaHus) perucTpupyeTcs B
nopsiike, YCTAHOBMEHHOM HOPMaTMBHLIMW MpPaBOBbIMW akTamn Poccuimnckomn
®epnepaumun. ToBapHbI 3HaK U3obpaxaeTcs (BOCNPON3BOOMTCH) Ha OOKYMEHTax B
COOTBETCTBUM CO CBUOETENLCTBOM Ha TOBApHbIN 3HaK (3HaK obcnyxmBaHus).
ToBapHbIn 3HaK MOXeT OblTb pasMelleH Ha [OOKyMeHTauuW, CBSA3aHHOW C

BBelEHMEM TOBAPOB B rpaxxaaHCKumn O6OpOT22 - MMCbMax, HaknagHblX U ap.

22 Cratba 1484 yerBeproit yvactu [paxkaaHckoro koaekca Poccuiickoin
denepaumm ot 18 gekabps 2006 r. N 230-P3.

Hapsigy ¢ ToBapHbIM 3HaKoM (3HaKOM obCnyxmBaHus), Ha BraHkax JOKYMEHTOB
MOXET YyKasblBaTbCs KoMMep4yeckoe o0OO03Ha4YeHue topugumdeckoro  nuua.
Kommepueckoe o6o03HauyeHne He 4BnseTcs (UMPMEHHbIM HaMMEHOBaHMEM U He
noanexut obs3aTtensHoOMy BKIHOYEHUIO B yYpeauTerbHble AOKYMEHTbl U eAuHbIN

rocyqapCTBEHHbIN PEECTp PUANYECKUX ML, 23

23 Cratba 1538 uyetBeprton vactu [pakgaHcKkoro koaekca Poccuinckon
denepaumm ot 18 gekadbpa 2006 r. N 230-P3.

4.4. Kog chopMbl AOKYMeEHTaA
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Koa cdhopmbl AoKyMeHTa npocTaBnsieTcs Ha YyHUd MUMpoBaHHbIX ¢hopmax
AOKYMEHTOB B  cootBeTcTBUM € OOBLLIEPOCCUNCKMM _ KJIaCCUMKATOPOM
ynpasneH4yeckon aokymeHtauum (OKY[l) vnu nokanbHbIM Knaccud nkaTtopom,
pacnonaraeTcs B NpaBoOM BepXxHeM Yyriy paboyero nonsa OKyMeHTa, COCTOUT
u3 cnoe "®opma no.." (HaMumeHoBaHue Knaccudpukartopa) n uudcpoBoro
KoAaa.

Hanpumep:

dopma no OKY[1 0211151

[onycTnmMo odopMnaTb PEKBU3UT Crneayoumm obpasom:

OKY[1 0211151

Ecrm koa ¢opmbl  OOKYMEHTa yCTaHaBNMMBaeTCsl  KraccudukaTopom
OpraHu3aLum, yKasblBaeTCs ero Ha3aHue.

4.5. HammeHoBaHuMe opraHusauum - aBTopa JOKYMeHTa

HammeHoBaHMe opraHusauum - aBTopa AOKYMEHTa BKIlHO4YaeTcA B GnaHkK
AOKYMeHTa B COOTBETCTBMM C HauMMeHOBaHWEM HOPUAUYECKOro 1uvua,
3aKpenneHHbIM B €ro ydypeaAuTenbHbIX AOKYMeHTax (yctaBe wWnu
NoOnoXeHun).

NMoa  HaMmeHOBaHMEM  oOpraHusauMm B  CKODOKax  yKasbliBaeTcs
COKpalleHHOe HaMMeHOBaHuWe opraHusauum, ecriu OHO MNpPeaAyCMOTPEHO
yCTaBOM (NONOXeHuem).

Hag HaumeHOBaHMeM opraHusauum - aBTopa AOKYMeHTa YyKa3sbiBaeTcsl
NOJTHOE UM COKpalleHHOe HauMeHOBaH1e BblilleCTosILLe opraHmsaumm (npum
ee Hanu4um).

Hanpumep:

MuHkomcBa3b Poccum
deneparnbHoe rocyaapCTBEHHOE YHUTAPHOE npeanpusTme

"CBA3b - be3onacHocTb"
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HanmeHoBaHne dwmnuana, TepputopuansHo 000COoOneHHOro noapasgeneHus,
NpeacTaBUTENbCTBA YKa3blBAETCH, €C/IM OHO SBISIETCA aBTOPOM [LOKYMEHTa, U
pacnornaraeTcsl HWke HaMMEHOBaHUA OpraHn3aumu.

HanmeHoBaHve opraHM3aunmn BKIKOYAET:

- Ha3BaHWe oOpraHM3aunoHHO-NpaBoBoOM opMbl (depepanbHoe 6toaxeTHoe
yypexgeHme,  akuumoHepHoe — obwecTBo,  OOWECTBO C  OrpaHWYEHHOWN
OTBETCTBEHHOCTbIO U AAP.);

- cobCTBEHHOE HaMMeHoBaHWe opraHusaumm (Bcepoccuncknin  HayqHo-
nccnepoBaTenbCKUA MHCTUTYT AOKYMEHTOBELAEHNS U apXUBHOIO Aena).

BkrioyeHne B HauMMeHoBaHWE  OpUOMYECKOrOo  nmua  odomumanbHoro
HanmeHoBaHus "Poccunckaa ®Pegepaumnsa” wnm  "Poccus”, a Takke Cros,
MPOM3BOAHbLIX  OT  3TOr0  HAauUMEHOBaHWs,  OOMycKaeTcs B Cryyasi,
NpenycMOTPeHHbIX 3akOoHOM, ykasamu [pesngeHta Poccumnckon denepaunmn mnm
noctaHoBneHnamn lNpasutenbctea Poccuiickon depepaumm, nMbo Ha OCHOBaHWUM
paspelleHnsi, BblJaHHOTO B MOpsAKe, YCTaHOBIEHHOM  [lpaBuUTENbCTBOM

Poccuiickon degepauum <4

24 Myukt 1 ctatbu 54 yacTtu nepson [paxoaHckoro kopoekca Poccumnckon
denepaunm ot 30 HoaGpPsa 2004 r. N 51-03.

HanmeHoBaHus opraHusaumi cydbektoB Poccunckon depepaumn, MMEOLMX
Hapsagy C rocygapcTBeHHbIM A3blkoM Poccuinckon ®defepaumm rocyoapCTBEHHbIN
A3bIK pecnybnuk B cocTaBe Poccuiickon ®epepauumun, nevataroT Ha ABYX WIn
bornee 43blkax: rocygapCTBEHHOM UM HauuoHarnbHoM(blX). HaumeHoBaHue
opraHuM3auum Ha rocygapCTBEHHOM si3blke pecnybnumkm B cocTaBe Poccuickon
denepaunn pekomeHayeTCcs pacrnonaratb HXe UM cnpasa OT HAaMMEHOBaHUA Ha

PYCCKOM fA3blKe 27

23 3JTa pekomeHaaumsa Bnepsble BkMoveHa B F[OCT P 6.30-2003 B pa3Butue
cTtaten 16 n 17 PepepansHoro 3akoHa ot 25 oktabpa 1991 r. N 1807-1 "O asbikax
HapoaoB Poccunckon ®egepaumn” (Begomoctn CHO n BC PCOCP, 12, 1991, N
50, c1.1740; CobpaHne 3akoHogaTenbcTBa Poccunckon depepaumm, 1998, N 31,
c1.3804; 2002, N 50, ¢1.4926; 2013, N 27, c1.3477; 2014, N 11, cT.1094).

Ecrm  pokymeHT  noarotaBnuBaeTcsi  COBMECTHO AByma U1 6Gonee
opraHv3auusamm, TO HaUMEHOBaHWUSI OpraHv3auuin criegyet nedaratb Ha YMCTOM
mmcte 6ymarun. MNpu cuctemaTtnyeckon NOArOTOBKE COBMECTHbIX AOKYMEHTOB A5
HUX MOXET mM3rotaBnmBaTbCs 6rnaHk. HaumeHoBaHWs opraHMsauui pacnonaratot Ha
O4HOM YpOBHE.

4.6. HanmeHoBaHMe CTPYKTYpPHOro noapasaesieHus - apTopa
AOKYyMeHTa
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28 PekBu3nT Bnepsble BBeaeH CTaHOapTOM.

HaunmeHoBaHMe CTPYKTypHOro nogpasaerieHust - aBTopa 4OKYMeHTa (B TOM
uucne cwunuana, oTgeneHus, npeacTaBUTENbLCTBA, KonnernanbHOro,
coBelLaTeNiIbHOrO MMM MHOrO oOpraHa) ucnonb3yeTcA B GrnaHkax nucem u
6naHkax KOHKpPeTHbIX BMAOB AOKYMeHTOB COOTBE TCTBYIOLUUX
noapasfeneHnn (opraHoB) B COOTBETCTBMU C JTOKaNbHbIMU HOPMAaTUBHbLIMU
aKTaMu 1 yKasbiBaeTcsl Nog HaMMeHOBaHUEM OpraHusaumm.

PeleHne 06 wnCNoONb3oBaHWM OMAHKOB CTPYKTYPHbIX MoAapasaeneHnii (o
[enerMpoBaHnn CTPYKTYPHOMY MoApasferieHuio npaBa CaMOCTOSITENbHO BECTU
Nepenncky C opraHu3auusamMmM Ha CcobGCTBEHHOM OrnaHke WM u3gaBaTb
pacnopsanTenbHble JOKYMEHTbI) NPUHUMAaET PyKOBOAUTENb OpraHv3aLum unm nHoe
YMONTHOMOY€EHHOE UM NLO.

4.7. HammeHoBaHue AOIMKHOCTU NULA - aBTOpa AOKYMeHTa

4T PekBu3nT Bnepsble BBeaeH CTaHOapTOM.

HavmeHoBaHWe [OImKHOCTM 1L a - aBTOpa AOKYMEHTa Mcronb3yeTcs B GraHkax
MUCeM WU pacnopsiaMTenbHbIX AOKYMEHTOB WM pacnoraraeTcsl nof HaMmeHoBaHWeM
opraHu3aLumm.

HaumeHoBaHMe [oOnXHOCM NMuuUa - aBTOpa AOKYMEHTa yKasbiBaeTcsl B
COOTBETCTBMU C HaMMeHOBaHMEM, NpuUBeAEeHHbIM B pacnopsiauTeNbHOM
AOKYMEeHTe 0 HazHa4YeHMMU Ha [AOJKHOCTD.

HanmeHoBaHve QOMKHOCTU NMnLa - aBTopa AOKYMEHTa pasMeLLaeTcs Takke Ha
OGnaHkax  pacnopsauTenbHbIX — OOKYMEHTOB  (pacropsikeHW,  NpuKasos),
n3gaBaeMblx pykoBoauTensamm cyobektoB Poccuiickon degepaumm u rnaBamu
MYHULMNAnbHbIX  0Bpa3oBaHuin  (GnaHKKM  pacnopsbkeHun rybepHaTopoB, rnae
ropoaoB, panioHOB 1 Ap.).

PekBU3UT MNpUMEHsOT Takke B OraHkax nucem U pacnopsiauTerbHbIX
[IOKYMEHTOB PYKOBOAUTENEN CaMOCTOATENMbHbIX CTPYKTYPHbIX MoapasneneHumin
opraHv3auui, ecnvm pykoBOAMTENb CTPYKTYPHOro noapasferneHuss HageneH Takum
NPaBoOM.

4.8. CnpaBoYHble AaHHble 06 opraHu3auum
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CnpaBoyHble faHHble 00 opraHM3auuM ykasblBatoTCsl B OnaHkax nmcem u
BKNOYAKOT CBedeHusi, Heobxoaumble A9 OCYLWEeCTBeHNa MHGOPMaLNOHHOIo
obmeHa:

MOYMTOBbLIN afpec opraHM3auun (OOMNOSMHUTENIbHO MOXET YKasblBaTbCsA afapec
MecTa HaxOoXOeHWsa HpUONYecKoro nvua, ecrniv OH He coBnagaeT C MoYTOBbIM
agpecom);

HoMep TenedoHa, hakca, agpec dNIEKTPOHHOM NOYThbl, CETEBOWN apec.

[na Bcex opraHusauui, KpOMe OpraHoB rocy4apCTBEHHOM BIlaCTU M OpraHoB
MECTHOro CaMoyrpaBJieHns1, TakXke yKasblBaeTCs:

Kog opraHusauun no OB6LIEepOCCMUCKOMY KraccudmkaTopy NpeanpuaTui u
opranmsauunn (OKIO), OCHOBHOM roCcygapCTBEHHbIN PErMcTpPaLnoOHHbI HOMEpP
opraHusauumn (OMPH);

NOEHTUMKALMOHHbBIN HOMEP HanoronnaTenbLmKa/kod NpUYnHbI MOCTAHOBKM Ha
HarnoroBbIn yyeT (MHH/KTMT).

[MouyTOBbLIN agpec ykasblBaeTCs B COOTBETCTBUM C [IpaBunamu okasaHus YCnyr

NOYTOBOW CBS3N <2 |

22 [yHKT 22 MpaBun okasaHusa YCIyr NOYTOBOW CBA3U, YTBEPKAEHHbIX MPUKa30M
MuHUCTEpCTBA CBA3W U MacCoBbIX KOMMYHUKaunn Poccuinckon degepaunm ot 31
monsa 2014 r. N 234 (3aperucTtpupoBaH B MuHuUCTepcTBe toCTUUMKM Poccumnckom
®enepaunn 26 gekabps 2014 r. N 35442) ¢ nsmMeHeHUsIMU, BHECEHHBIMW [IPUKA30M
MuHUCTepcTBa CBA3W U MacCOBbIX KOMMYHUKaumn Poccuinckon degepaumm ot 13
deBpana 2018 r. N 61 "O BHeceHUn nameHeHuin B npukas MUMHUCTEPCTBA CBA3U U
MacCOBbIX KOMMYHuKauun Poccuiickon Pepepaumm ot 31.07.2014 N 234 "O6
yTBepxaeHun [lpaBun okasaHusa ycryr noyvToBOW CBaA3W" (3aperncTpupoBaH B
MuHncTtepcTBe rocTuumm Poccuiickon ®epepaunm 28 mapta 2018 r. N 50545).

Homep TenedoHa (hakca) ykasbiBaeTcsa rpynnamu uudp 4vepes Ttupe. Kog
ropofa 3akno4vaetcs B ckobku: (495) 421-11-65.

[MepeyeHb OaHHbIX, BKIMOYEHHbLIX B PEKBU3UT, HE SIBMAETCH UCHEPMbIBAKOLLMM.
Mpn odopMneHNM 3TOro pekBU3UTa Takke MOryT YyKasblBaTbCS LOMOSTHUTENbHbIE
cBefeHns (0 NMueH3unsax, naTteHTax n ap.).

4.9. HammeHoBaHMne Buaa AOKYMeHTa

HammeHoBaHMe BuMaa AOKYMEHTa yKa3bliBaeTCc Ha BCeX AOKYMeHTax, 3a
UCKITIOYEeHMEM AeNnoBbIX (CnyxeOHbIX) NUceM.

Bugbl  opraHvM3auMOHHO-NPaBOBLIX U pacrnopaguTeSibHbIX — JOKYMEHTOB,
n3gaBaemblX OpraHu3auuven, YCTaHaBMMBAKTCHA B 3aKOHOAATESbHbIX U UHbIX
HOPMaTMBHbIX MPaBOBbLIX akTax, B YycTaBe opraHu3auum (rnonoxeHun o6
opraHv3auunn), NHbIX JTOKarbHbIX HOPMATUBHbLIX aKTax.

Bug pokymeHTa pacnonaraetcsa nog pekBuM3MTamMu  aBTopa  OOKYMEHTa
(HaumeHoBaHMEM oOpraHusauuy, HauMeHOBaHWEeM CTPYKTYPHOro noapasgerneHus,
HauMeHOBaHUEM AOIMKHOCTU) N NevaTaeTcs NPonMCHbIMU ByKkBamu.

HavmeHoBaHve Byga AoKyMeHTa 40MnyCcKaeTCcsa NMcaTb CIMTHO UMW Bpaspsaaky.

Hanpumep:
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depnepanbHoe rocyaapcTBeHHOE YHUTapHoe npeanpusitue "lMoyta Poccun®
(®ryn"Moyra Poccun®)

NPNKA3

01.02.2018 N 12

MockBa

denepansHoe rocyaapcTBeEHHOE YHUTapHoe npeanpusitue "lMoyta Poccun®
(Pryn"Moyra Poccun")

AKT

01.02.2018 N 08

MockBa

4.10. [lata AOKYyMeHTa



[lata goKymeHTa COOTBETCTBYET AaTe noanucaHus (yTBepxaeHus) OKyMeHTa
(Npukas, pacnopsikeHne, nUCbMO) WM parte cobbiTus, 3adMKCUPOBAHHOIMO B
AOKYMEHTE (NPOTOKOI).

[laTa akTa MOXeT ABNATbCS:

- pgaton cobblTus, ecrnm akT UKCUpyeT OAHOMOMEHTHO COBepLUaemMoe
Aencteune (Hanpumep, nepegadvy MatepmanbHbIX LLEHHOCTEN);

- AaTon nognucaHusa OOKYMeHTa, ecrin cobbiThe Bbifio pacTsHYTO BO BPEMEHU
(Hanpumep, NpoBepka), a TEKCT akTa Oblf NPUHAT Ha 3aKMYUTENBHOM 3acefaHun
Komuccuun. B aTom cnyyae nepnog NnpoBepKn ykasbiBaeTCs B TEKCTE aKkTa.

PekomeHayeTca OoKymeHTaMm, usgaHHbIM OBYMS UM 6ornee opraHu3aumnsmu,
npucBanBaTb OAHY (eQuHyto) oary.

B cnyyae npocTaBneHunst gatbl KaXgon M3 CTOPOH, MOAMNUCAaBLUMX OOKYMEHT,
AaToW JOKYMEHTa SABMSETCA AaTa nocrnegHero nognucaHus.

[ata nOoKyMeHTa 3anucbiBaeTcs B NocrieaoBaTesibHOCTU: AeHb Mecsua,
MecsL, rog 0O4HMM U3 ABYX CMOCOOOB:

apabckmumu und pamum, pasgeneHHbIMu Toukon: 05.06.2016;

cnoBecHO-UUc poBbLIM CIOCOOOM, Hanpumep: 5 nroHa 2016 r.

[aTta nognucaHus unn yTBepxaeHus JOKYMEHTa npocTaBndeTcsa paboTHMKaMm
cnyx6bl 4enonpon3BoOACTBa, KOTOPbLIE PErnMCTPUPYOT AOKYMEHTbI, MpU YCIOBUW,
YTO permcTpaums LOKYMEHTa U, COOTBETCTBEHHO, AAaTUPOBAHME OCYLLECTBIISIOTCS B
AeHb NoanucaHuns (YTBEepXOeHus) JOKYMEHTa UK Ha crneaylowmn paboymn aeHb,
€Cnv LOKYMEHT OblNn nognmcaH B KoHUe paboyvero gHs.

MecTo npocTaBneHusa gatbl Ha OKYMEHTEe 3aBUCUT OT Ucnonb3yemoro 6rnaHka
N BMAa AoKyMeHTa. [laTa MOXeT NpoCTaBnATbLCA Ha cneymanbHO OTBEAEHHOM A4S
Hee MecTe.

Hanpumep, Ha 6naHke nucbma:

17.03.2018 N 21/07-10

Ha 6naHke npuKasa.

depnepanbHoe rocyaapcTBEHHOE BOOKETHOE yUpeXaeHNe
Hay4Ho-uccrnegosatensckun MHCTUTYT "Bocxon"
(®reY HAN "Bocxoa")

NPNKA3

16 anpens 2018 .
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R
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MockBa




B aktax, nporokonax, crnpaBkax MeCTO [faTbl onpegensercs pa3MeTKon
3arofloBOMHOM  YacTM  [OKyMeHTa. [lpu  yrmoBoM  pacnonioxeHui  para
npocTaBnseTcs OT JIeBOro nors.

Hanpumep:

deneparnbHoe rocygapCTBeHHOe
GroaKeTHOE yupexaeHune
Hay4yHo-uccrnenoBaTenckum NHCTUTYT
"Bocxog" (PrbyY HAU "Bocxoa')

AKT

02.03.2018 N 15

MockBa

B poknagHblx, CnyxebHblX, OOBACHUTENMbHbLIX 3anuUckax  BO3MOXHO
NpoCTaBSfieHNe aaTbl HUXe pekBu3suTa "nognucek".

4.11. PeructpaumoHHbIW HOMEP AOKYMEHTa

PeructpauMoHHbIn HOMEp AOKYMeHTa - uudpoBoM unNu OyKBEHHO-
unc poson naeHMGp MKaTop JOKYMEHTa, COCTOSILLMIA U3 NOPAAKOBOro Homepa
AOKYMEeHTa, KOTOpPbIA, NO YCMOTPEHUIO OpraHu3aumu, MOXeT AOMNOSIHATLCA
uMdppoBbLIMM UNU OYKBEHHbIMM Koaamu (MHOEeKcamMu) B COOTBETCTBMM C
ucnonb3yeMbiMU Krnaccudukatopamm (MHOEKCOM Aerla NoO HOMEeHKnartype
Aen, KogoM KoppecnoHAeHTa, KOAOM A0MXHOCTHOro nvua u ap.)

Ha poKkymeHTe, coOcCTaBfleHHOM COBMECTHO ABYMA W Oonee
opraHusauusiMmy, nNpoOCTaBfIAOTCA perucTtpaumMoHHble HoOMepa [AOKYMEHTa,
NPUCBOEHHbIE KaXaouW U3 opraHusaumn. PerncipauvoHHble HoMmepa
oTAENATCA APYr OT Apyra KOCOM 4YepToM M NPOCTaBNATCA B Nopsake
yKa3aHusi aBTOPOB B 3arofiloBOYHOM YacTM [JOKYMEHTA.

PerMcTpauuoHHbIA  HOMEpP MpOCTaBfsieTCA Ha [OOKYMEHTE Mocre ero
noanucaHus (yTeepxaeHus).

4.12. Ccbifika Ha permcTpaumMoHHbIN HOMEp 1 AaTy NOCTYNMBLLUEro
AOKYyMeHTa

Ccbinika Ha perMcTpauMoHHbIM HOMEP U AaTy NOCTYNUBLUEro AOKYMeHTa
BKJ1IOYaeT ero UCXoAsilyi perucTpauuoHHbIN HOMEpP M COOTBETCTBYHOLLYHO
AaTy NOCTYNUBLLETro AOKYMeHTa, Ha KOTOpPbI AaeTcs OTBET.

Ccbifika Ha perMcTpauMoHHbLIA HOMep WM AaTy MOCTYNMBLLErO [OKYMEeHTa
nomewaeTca Ha GrnaHke OTBETHOro nucbma. He pekomeHayeTcs BKMoyaTb ee B
TEKCT JOKYMEHTA.



4.13. MecTo cocTaBneHus (M3aaHnsl) AOKYMeHTa

Mecto cocrtaBneHusa (M3paHusl) [OKYMEHTa YKasblBaeTcsi BO BCeX
AOKYMEeHTax, KpoMme pAerioBbiX (CNyXebHbIX) nMceM, a TaKXe AOKNaAHbIX,
CNYKeOHbIX 3arMUCOK U APYrMX BHYTPEHHUX WHG OpMaLMOHHO-CNPaBOYHbIX
A OKYMEHTOB.

MecTo coctaBneHus (U3naHus) AOKYMeHTa He yKa3biBaeTCs B TOM cry4ae,
ecnu B HaMMEeHOBaHMM OpraHusauuu NMpPUCYTCTBYET yKasaHMe Ha MecTo ee
HaxoXaeHus.

MecTo cocTaBrieHus (M3gaHus1) OOKYMEHTa YKa3blBaeTCs B COOTBETCTBUMU C
NPUHATBIM a4MUHUCTPATUBHO-TEPPUTOPUArbHBIM JEeNeHNEM.

Ecnm ykasaHMe wmecTa coOCTaBneHus (M3gaHusl) [OOKYMEHTa COoOepXuT
HeCKOSIbKO CroB, AonyckaeTtca obo3HayaTb ero wpudgramm pasmepos N 11 um N
10 1 pasmellaTb B ABE CTPOKMW.

Hanpumep:

c.BepxHeHoOBOKYTNyMGETHEBO,
MaTtBeeBckuii p-H, OpeHOyprckasi ob.

Mpy ykasaHunM B Ka4ecTBe MeCTa COCTaBfieHns (M3gaHus) JOKYMEHTa ropoaoB
denepancHoro 3HadeHus (MockBa, CaHkT-lNeTepbypr, CeBacTonosb) CrioBO

"ropoa" B cokpalleHHOM HanucaHum ("r.") He ykasbiBaeTcs<? .

28 Crtatba 65 KoHcTutyumum Poccuiickon degepaumm.
CokpalleHune "r." He ykasblBaeTCs TakXe AN ropodoB, B Ha3BaHUU KOTOPbIX
copepxutca crnoso "ropoa”: benropopn, KanvHuHrpaz, Hosropos.

4.14. N'pncp orpaHnyeHns [OCTyna K AOKYMEHTY

Npnud orpaHuyeHna poctyna K AOKYMEHTy MPOCTaBrisieTCA B MNpPaBOM
BEpXHeEM Yyriy nepBOoro Jiucrta [AOKYMeHTa (npoekTa [OOKYMEeHTa,
CONpPOBOAMUTESNILHOIO MUCbMa K AOKYMEHTY) Ha rpaHuue BepXHero noss npu
HanMYMM B [OOKYMeHTe WH¢popmMauuu, AOCTYyNn K KOTOPOM OrpaHuyeH B
COOTBETCTBUM C 3aKoHoaaTenbCTBOM Poccunckon ®enepauun.
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Buabl ucnonb3yeMbiX B OpraHusauuu rpucoB orpaHuMuYeHusi gocTtyna
AONXHbI COOTBETCTBOBaTL 3aKoOHoA4aTelNlbHbIM U  MHbLIM  HOPMaTUBHbLIM
npaBoBbIM akTaM Poccuiickon ®Pegepaumm n OblTb 3aKpensieHbl B
NoKanbHbIX HOPMaTUBHbLIX aKTax OpraHM3auum.

CocTaB CBEAEHWA OrpaHMYEHHOro pacrnpocTpaHeHus onpeneneH B Ykase

MpeangeHTa Poccuickon Pepepaumm ot 06 mapta 1997 r. N 18830, K Hum
OTHOCSITCS:

30 Ykas MNpesugeHta Poccuiickon Penepaunm o1 6 mapta 1997 r. N 188 "O6
yTBepxaeHun [lepeyHsa cBefeHWn KoHdwmaeHumanbHoro xapakrtepa” (CobpaHue
3akoHopgartenbctBa Poccuinckon depepauunn, 1997, N 10, c1.1127; 2005, N 39,
cT.3925; 2015, N 29, c1.4473).

- cBedeHuss 0 duakTax, COoObITMAX W OBCTOATENLCTBAX YaCTHOM KMU3HU
rpaxgaHuHa, no3Bonswme MAeHTUMUMPOBaTb €ro NIMYHOCTL (NepcoHarbHbIE
AaHHble), 3a WCKIMIYEHNEM CBeLEeHUW, TMOASieXalmx pacrnpocTpaHeHUo B
cpencTeax MacCoOBOW MHGOPMaLMM B YCTaAHOBIIEHHbIX doefeparibHbIMU 3akOHaMu
cnyJasx;

- CBeeHNd, COCTaBnsoLLMe TanHy CneacTsusa 1 CyaonponsBoacTBa;

- cnyxebHble cBedeHud, [OOCTYyNn K KOTOPbIM OFpaHWYEeH oOpraHamu
rocyqapCTBEHHOM BNacTu B COOTBETCTBUM  C [paaaHCKMM KOOEKCOM W
denepaneHbIMU 3aKkoHamu (cnyxebHasa TarHa);

- CBedEeHMusl, CBsA3aHHble C npodeCCUoHanbHOM LeATenbHOCTbIO, OOCTYN K
KOTOpPbIM OrpaHunyeH B cooTBeTCTBUM C KoHcTuTyumen Poccuimckon degepaunun u
deieparnbHbIMM 3aKOHaMu (BpadvebHasi, HoTapuarnbHasi, agBokaTcKasa TanHa, TanHa
nepenucku, TenedoHHbIX NeperoBopoB, NOYTOBLIX OTNPAaBIIEHNA, TenerpadHbIX U
WHbIX COObLEeHNn 1 T.4.);

- CBeAEeHus, CBSA3aHHbIE C KOMMEPYECKOWN AeATENbHOCTbIO, AOCTYN K KOTOPbIM
OrpaHMYeH B COOTBETCTBMM C [paxkaaHCKMM KooeKkcoM 1 dpeaepanbHbIMU 3akOHaMun
(koMmmepyeckast TanHa);

- CBEEHNs1 O CYLLUHOCTM M300peTeHns], MONe3HOM MogEeNM UM NPOMbILLIEHHOIO
obpasua 4o ogmumanbHor Nyénkaumm nHgopmasm o HUX.

HopmaTuBHbIMM NpaBoBbIMM akTamn Poccuiickon ®Pegepaumm onpeneneH

nopsaaok ucrnonb3oBaHusa rpuda "Kommepueckaa TaHa"3l un nometkn "Ons

cnyxeGHoro nonb3oBaHua"3< . [na [OOKYMEHTOB, COAepXalmx Apyrne Buabl
KOHpmaeHumnansHon uHdopmMauun, dopma rpudpa onpegenserca obrnagarenem

nHcbopmau 2

31 MyHkT 4 cTatbun 6 PenepanbHoro 3akoHa ot 29 mona 2004 r. N 98-93 "O
kommepyeckon TanHe" (CobpaHune 3akoHogaTenbcTBa Poccuiickon depepaumnm,
2004, N 32, ¢1.3283; 2006, N 6, 636; N 52, c1.5497; 2007, N 31, c1.4011; 2011, N
29, ¢1.4291; 2014, N 11, c1.1100; 2018, N 17, c1.2435).

32 MyHkT 1.4 MonoxeHus o nopanke obpallieHnsa co cnyxebHo nHdopmalimei
OrPaHNYEHHOro pacnpocTpaHeHusa B dpefeparbHblX opraHax MCNOMHUTENbHOW
BJIACTU, YNOTHOMOYEHHOM OpraHe ynpaBlieHUS UCMNOSIb30BAHNEM aTOMHOW SHEPIrUu
N _YNONHOMOYEHHOM OpraHe Mo KOCMWYECKOW OEATENbHOCTU, YTBEPXKAEHHOro
noctaHoBniennem lNpaButenbctea Poccuickon Peneparimm ot 3 Hoa6pa 1994 r. N
1233 (Cobpanue 3akoHogaTensctBa Poccunckon ®degepaunn, 2005, N 30,
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c1.3165; 2012, N 31, c1.4368; 2016, N 9, ¢1.1263; 2016, N 13, c1.1833).

33 O6napatens WHdoOpMaUUM - JNMLO, CaMOCTOATENBHO CO34aBliee
MHcopMaLmio NGO NoMnydMBLLEE HA OCHOBaHWM 3aKOHa WM OoroBopa MpasBo
paspewaTtb UK orpaHu4mMBaTb AOCTYN K MHGOpPMaLMK, onpeaendemMon no Kakum-
nmbo npusHakam ([yHKT 5 cTaTtbu 2 PeagepanbHoro 3akoHa o1 27.07.2006 N 149-93
"O6 wHdopmaunm, MHAOPMALIMOHHBLIX TEXHOMOMMAX M O 3aumTe uHdopmaumm"
(CobpaHune 3akoHopaTtenbctBa Poccunckon depepaumn, 2006, N 31, c1.3448;
2010, N 31, ¢T1.4196; 2011, N 15, c1.2038, N 30, c1.4600; 2012, N 31, c1.4328; 2013,
N 14, c1.1658, N 23, cT1.2870, N 27, c1.3479, N 52, c1.6961, 6963; 2014, N 19,
c1.2302, N 30, c1.4223, N 30, c1.4243, N 48, c1.6645; 2015, N 1, c1.84, N 27,
c1.3979, N 29, c1.4389, N 29, c1.4390; 2016, N 26, c1.3877, N 28, c1.4558, N 52,
cT.7491, N 52, cT1.7491; 2017, N 18, c1.2664, N 24, c1.3478, N 25, c1.3596, N 27,
c1.3953, N 31, c1.4825, 4827, N 48, c1.7051; 2018, N 1, cT.66; N 18, c1.2572; N 27,
c1.3956; N 30, cT.4546).

B cocTaB rpudpa orpaHnyeHnsa 4ocTyna K JOKYMEHTY BXOAUT OrpaHU4uUTernbHas
Hagnuch ("[Ona cnyxebHoro nonb3oBaHusa", "KoHdmaeHumnansHo", "Kommepyeckas
TanHa" um gp.), Kotopas MOXeT AOMNOMHATLCS HOMEPOM 3K3eMnsipa LOKYMEHTA,
NOAMUCBLIO W AOPYrMMU CBEAEHWSIMA B COOTBETCTBMM C 3aKOHO4ATENbCTBOM
Poccuinckon depnepavmu.

Hanpumep:

[nsa cnyxebHoro Nonb3oBaHus
Ok3. N2

B ookymeHTax, cogepalmx CBeL4EeHUS, COCTaBMAIOLLME KOMMEPYECKYIO TalHy,
B cooTBeTcTBMM C PenepanbHbiM 3akoHoM oT 29 uona 2004 r. N 98-¢3 "O
KOMMepYeCcKon TamHe" Hapsgy C rpudoM ykasbiBaeTCsd MNOMHOEe HauMeHOBaHue
OPUANYECKOTO NNLLA U MECTO €ro HaXOXOEHWSI.

Hanpumep:

Kommepuyeckas TanHa
AKLMNOHEpPHOE 06LLECTBO
"MHTennueecTt"
HoBosiceHeBckum npocn., 4.12,
MockBa, 117574

[Mpn nonydeHnn BxoOAWEro AOKYMeHTa C rpudOM OrpaHuyeHna [ocTyna
pPEKOMeHOYeTCs TMpOCTaBfATb Ha [OOKYMEHTe rIpudd OrpaHuyeHna [ocTyna,
NPVHATBIA B OpraHu3aumi. Ecnm Ha nnuueBon CTOPOHE NnCcTa He4oCTaTOYHO MeCTa,
pekoMeHayeTCs NPOCTaBNATbL ero Ha 06opoTe NPaBOro BEPXHEro yrra LOKYMEHTa.

4.15. Agpecart
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Anpecart ucnonb3yeTcs nNpu ocpopmneHun AenoBbIX (CnyxeobHbIX) nucem,
BHYTPEHHMUX WH( OPMALUOHHO-CMPABOYHbLIX [OOKYMEHTOB (OOKNagHbIX,
CnyXebOHbIX 3anMCoK u Ap.). AapecatoM [AOKYMeHTa MOXeT ObITb
opraHusauusi, CTPYKTypHoe noppasaesieHme opraHusaumm, O0MKHOCTHOe UMK
¢ usmnyeckoe nuuo.

PekBu3ut "agpecar” npocraBnsieTcs B NpaBon BepPXHEeW 4YaCTm AOKYMEHTa
(Ha GnaHKe c yrnoBbIM pacnosfioXeHueM peKBM3UTOB) UNKU cnpaBa noj
pekBM3uTamMm OnaHka (NpM nNpPoAOSIbHOM PacrnofioXXeHUU pPeKBU3UTOB
O6naHka).

Mpn Harmmuum rpudpa orpaHudeHna [ocTyna K OOKyMeHTy ‘“"agpecar”
pasmeLlaeTcs Nog HUM.

B cooTBeTcTBUM C pekomMeHaaumen CTaHaapTa CTPOKN peKBU3UTA nevaTaloTcs
yepes 1 wWHTepBan. BoO3MOXHO oOTOeneHMe COCTaBHbIX YacTel pekBu3uTa
AOMONHUTENBbHBIM MHTEPBArioM.

CTtpokn pekBusuta "agpecar” BbIpaBHMBAKOTCS MO JIEBOMY Kpaw Wiu
LLEHTPUPYHTCS OTHOCUTENBHO CaMOW OSIMHHOW CTPOKM.

Hanpumep:
depepanbHoe apxMBHOE areHTCTBO
Codwmimmckaa Hab., Aa.34, cTp.1,
MockBa, 115035

nnm

deneparnbHoe apXMBHOE areHTCTBO

Codwmnckaa Hab., Aa.34, c1p.1,
MockBa, 115035

[Mpn agpecoBaHUM OOKYMEHTa PYKOBOAMUTEMIO (3aMeCcTUTeNto pykoBOOMTENS)
OopraHMsauum  HauMMeHOoBaHVWe  OOSDKHOCTWM  pykoBogutens  (3amectutens
pyKOBOOMTENS), BKMOYaloLlee HauMeHOBaHWe opraHusauun, dammnmug, MHuLuansl
AOJPKHOCTHOrO N, YKa3blBalOTCS B JaTeNbHOM nagexe.

Hanpumep:

HOvpektopy BHAWOAL

KyHsieBy H.H.
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[Mpn agpecoBaHMM MMCbMa B OpraHM3auuilo yKasblBaeTCs €€ MNOSIHoe WIn
COKpaLLEHHOE HaMEHOBaHNE B UMEHUTENBHOM Nagexe.
Hanpumep:

MWHUCTEPCTBO CEMbCKOro X034nCTBa
Poccuinckon ®epepauunm

nnn

MuHcenbxo3 Poccuun

[Mpn agpecoBaHUM OOKYMeEHTa B CTPYKTYpHOe nogpasgesieHve opraHusaumm B
pekBu3nTe "agpecar” HauMeHoBaHMe oOpraHM3aunn ykasblBaeTCca B UMEHUTENbHOM
nagexe, HWKe - HaMMeHOBaHNE CTPYKTYPHOro nogpasaesieHust.

Hanpumep:

CnencTBEHHbIN KOMUTET
Poccuinckon denepavmm
YnpasneHne KOHTPOrs

3a crneacTBEHHbIMM OpraHamMmm

Mpn agpecoBaHMM nNUCbMa PYKOBOAUTEMIO CTPYKTYPHOro noppasneneHus
HavMeHOBaHWe opraHuM3auun yKasblBaeTCA B UMEHUTESIbHOM nagexe, HWwxe - B
AaTenbHOM nagexe - HaMMeHoBaHue [OOSMKHOCTU PYyKOBOOMTENS, BKIOYawLlee
HaVMeHOBaHWe CTPYKTYPHOro noapasaeneHuns, damunms, nHuymani.

Hanpumep:

MuHucTEpCTBO (MHAHCOB
Poccuinckon ®epepauunm
HAupekTopy [enaptameHTa
yrnpaBreHns aenamm

N KOHTPONS

AdpaHacbeBy A A.

Mpn agpecoBaHuUM nUCbMa CneuuanucTy YKasblBaeTCs B MMEHUTENIbHOM
nagexe HaMMeHOBaHWe opraHu3auum, HWxe - HauMeHOBaHue CTPYKTYPHOro
nogpasfeneHusi, 3aremM B [[aTeflbHOM nagexe HauMeHoBaHue [OOSPKHOCTU
cneymanucTa u - HWke - gaMmunms, nHILmarnbl.

Hanpumep:



MnHcenbxo3 Poccun
AOMUHUCTPATUBHBLIN AenapTamMeHT
[maBHOMY crneuuanucTy
MBaHoBoun A.B.

[Mpn paccbinke [OOKYMEeHTa rpynne opraHu3aumi OfHoro Tuna wurM B
CTPYKTYpHble noapasfeneHus O4HOW  opraHu3auum agpecaT  yKkasblBaeTcd
0000 LWeHHO.

Hanpumep:

Pykosogutensm nevyebHbIX
yypexageHum

Cnncok pacchbifiku COCTaBNSAETCA UCMOSHUTENEM.

[Mpn paccbifike [OOKYMEHTa He BCEeM OpraHusauusMm WnM  CTPYKTYPHbIM
nogpasgeneHuaM noA pekBuM3uTtoMm “"agpecat" B CKOOKax ykasbiBaeTcs: "(no
Cnucky)".

B ogHOM oOKyMeEHTe He 40SPKHO ObiTb Bornee YeTbipex agpecaToB.

Crnoso "Konus" nepen BTOpbIM, TPEeTbUM, YETBEPTbIM agpecatamun He
yKa3blBaeTCS.

B pekBusnte "agpecat" ponyckaeTtca ynotpebnatb o6o3HadeHue "r-Hy"
(rocnogmHy) unn "r-xe" (rocnoxe).

Hanpumep:

r-Hy Kosnosy B.A.

r-xe Ceposon 0. [.




B pekBusute "agpecat” numumansl Bcerga ctaBaTcs nocne gamunm.

B cocTtaB pekBuauTa "agpecat” MOXET BXO4UTb MOYTOBbLIN afgpec. ANEMEHTbI
MOYTOBOrO ajgpeca YyKasblBalOTCA B MNOCNeaoBaTeNnlbHOCTW, YCTaHOBIEHHOW
[lpaBunamuv _okasaHud YCIyr MNO4YTOBOW CBA3M, yTBEpPXXOEeHHbIMW NPUKa30oM
MuHUCTepCcTBa CBA3W U MacCOBbIX KOMMYHUKaumnn Poccuinckon Pegepaunm ot 31

nons 2014 r. N 23434

34 [Mywkt 22 [paBun oOkasaHWsi yCnyr MOYTOBOW CBSA3W, YTBEPXOEHHbLIX
npukasoMm MuHMUCTEpCTBA CBSA3WM U MAacCOBbIX KOMMYHMKaLWW Poccumnckon
®enepaummn ot 31 wmona 2014 r. N 234 (3aperucTtpupoBaH B MuHuCTepcTBe
tocTuymm Poccuiickon Penepaunn 26 aekadpa 2014 r. N 35442) ¢ nsmeHeHusMu,
BHECEHHbIMW Npuka3oMm MMHUCTEPCTBA CBA3WM UM MAacCOBbIX KOMMYHUKALIWN
Poccunckon Penepaumnm ot 13 deBpang 2018 r. N 61 28.03.2018* "O BHeceHuu
M3MEHEHUN B Npuka3s MWHUCTEPCTBA CBSA3W W MAacCCOBbIX KOMMYHUKALIUK
Poccuiickon epepaumm ot 31.07.2014 N 234 "O6 yrBepxaenun NpaBmn okasaHus
ycnyr no4ToBou cBasn” (3apermctpupoBaH B MHuUcTepcTBe oCcTUL MM Poccumnckon
denepaunn 28 mapta 2018 r. N 50545).

* TeKCT OOKYMEHTa COOTBETCTBYET opurnHany. - NpumeyaHue u3rotoButens
©a3bl AaHHbIX.

Hanpuwmep:

Bcepoccunckumn Hay4HO-
nccnegoBaTenbCKUn NHCTUTYT
AOKYMEHTOBEEHNs U apXMBHOIO Aena
Mpodocoto3Hasa yn., 4.82,

MockBa, 117393

[Mo4TOBbIN agpec MOXET He yKasblBaTbCS B [LOKYMEHTaX, HanpaBfsieMblX B
BbiCLUME OpraHbl BflACTW, BbIWECTOSALLME OpraHM3auun, noaBEAOMCTBEHHbIE
opraHuM3auun, a TakkKe MNOCTOSHHbIM KOPPECNOHAEHTaM (3a WCKMOYEHUEM
HarpaBrieHNss MNUCeM YKa3aHHbIM agpecaTtaM B KOHBepTax C Mpo3padHbiMU
OKHamw).

[Mpn agpecoBaHUM OOKYMEHTa (M3MYECKOMY nuvuy YKasbiBalTCH: hamunms,
WHULMarbl, NOYTOBLIN afpec.

Hanpumep:

WeaHosy W.T1.
yn.CagoBas, 4.5, kB.12,
r.JlioGepubl, MockoBckass  0b6n.,

301264
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HasBaHnss agMuWHUCTpaTMBHO-TEppUTOPUAaribHbIX efuHuy  (ropogda, pawnoHa,
nocenka, ynuubl W T.4.) YyKasblBalTCA B COOTBETCTBUM C OdmuManbHbIMU
HaMMEeHOBaHUAMM, pa3MeLLEHHbIMU B COOTBETCTBYIOLLMX CMPaBOYHUKAX.

[Mpn oTnpaeBke NMCbMa MO 3MEKTPOHHOW MOYTEe UM NO (PaKCUMUITBHOW CBS3M
(6e3 gocbIKM NO NoYTE) NOYTOBLIN agpec He ykasbiBaeTcs. [pn HeobxogmMmocTu
MOXeET ObITb YKa3aH 3f1eKTPOHHbIN agpec.

Hanpumep:

Bcepoccunckumn Hay4HO-
nccnegoBaTenbCKUn NHCTUTYT
AOKYMEHTOBELlEHMS N apXMBHOro gena
mail@vniidad.ru

4.16. Npud yTBEpXKAEHUA OOKYMEHTa

lpucp ymBepxaeHMA npoctaBnsAeTcA Ha OOKYMEHTe B Criyyae ero
yTBEePXAEHUA [AOSKHOCTHBIM HNUUOM, pacnopsauTesibHbIM [AO0KYMEHTOM
(noctaHOBRNEeHMeM, pelieHMeM, NPUKa3oM, pacnopsikeHMeM) Unu pelueHuem
KonservanbHOro opraHa.

Mpwu ytBe pXAEHUM AOKYMEHTa AOMMKHOCTHbLIM FIULIOM rpucp yTBe pXXaeHUs
coctout u3 cnosa "YTBEPXOAK", HaumeHOBaHMA [OOMXHOCTM NMuUa,
yTBepXAawlero AOKYMEHT, ero nognucu, nHuuuanos, chamunum un patbl

yTBE PXXAEeHUS.
Hanpumep:

YTBEPXXOAKO

Aunpektop BHANBK

[Modnuck A.ll.NeTpoB

06.11.2018

Mpu ymBepxaeHUU AOKYMeHTa pacrnopaauTesibHbIM AOKYMEHTOM rpud
yTBe pXaeHus BKI1o4aeT CrnoBso YTBEPXOEH (YTBEPXOEHA,
YTBEPXOEHbI vnu YTBEPXOEHO), cornacoBaHHOoe C HaMMeHOBaHWEM
BuAa yTBe pXxaaeMoro OoKyMeHTa.

Hanpumep:



PernameHTt YTBEPXOEH

MNpasuna YTBEPXOEHbI

NHcTpykums YTBEPXOEHA

P yTBEpXKOEHUA BKMKOYAET TakKke HauMeHOBaHWe pacrnopsauTesisHOro
AOKYMEHTa B TBOPUTESbHOM nagexe, ero aty n HoMep.
Hanpumep:

PernameHT YTBEPXOEH
npukasom BHNNOAL
ot 06.05.2018 N 125

Mpn yTBEPXOEHUN AOKYMEHTA KonnervanbHbIM OpraHoM, peLleHusi KOTOpPOro
dwmKcupytoTCsl B NPOTOKONe, B rpude yTBEepKOeHUs yKasblBaeTCcs HauMeHOoBaHue

opraHa, pelleHMeM KOTOPOro YTBepXOeH AOKYMEHT, AaTta M HoMep npoTokona (B
cKobkax).

Hanpumep:

MNonoxeHwne YTBEPXOEHO

peweHnem  obuwero  cobpaHus
akumoHepos NMAO "CbepbaHk"
(npotokon ot 06.05.2018 N 12)

pud yTBEPXKOEHUSI pa3MeLlaeTCsi B NPaBOM BEPXHEM YIIy MepBOro mcta
[AOKYMEHTA.

Mpy HamMumMm [OBYX WM HECKOMbKUX TrpudoB  YTBEPXKOEHUS OHM  MOTyT
pacrnonaratbCsl CcnpaBa W creBa OT HaWMMeHOBaHUsI BuOa [AOKYMEHTa,
pa3MELLAEMOrO MO LiEHTPY.

CTpOKVI pekBn3nTa BblpaBHMBAKOTCA MO JIEBOMY Kpaiko WM UEeHTPUPYTCA
OTHOCUTENBbHO CaMon OJIMHHOW CTPOKMW.

[MpyMepHbIN NepevyeHb OOKYMEHTOB, Nosexalmx yTBEpPXOeHUo, npusedeH B
npunoxeHun N 2.

4.17. 3aronoBOK K TEKCTY

3aronoBoOK K TEKCTY - KpaTkoe copepKaHue AOKYMEHTA.



3aronoBoK K TeKcty chopmynupyetcs ¢ npeagnorom "O" ("O6") n otBevaeTt
Ha Bonpoc "o yem?":

npukas (o 4yem?) o npeMMpoBaHNUN PabOTHUKOB OpraHN3aLumu;

npukas (o 4em?) o6 yrBe pxxgeH1Mn MHCTpyKLmMm no Aenonpou3BoacTBY;

nucbMo (0 4YemM?) o0 npeaocTaBrie HUU UH opmaLumn

3arofioBOK [ OMMKEH COCTOATL U3 oAHOM ¢hpasbl.

3aronoBOK K TeKCTy ochopMnsieTcA non peKBM3uTaMmu OGnaHka OoT rpaHuubl
nesoro nonsf. B ykazax, NnoCTaHOBNEeHUAX, pelUeHUsX, NpuUKasax u [pyrux
AOKYMEHTax C NpoAONbHbLIM PacrnosioXXeHMeM pPeKBU3UTOB 3arosioBOK K
TeKCTy ochopMmnsieTcsi Ha4 TEKCTOM NnocepeauHe pabo4vyero nonsa AOKyMeHTa u
LleHTPMpYeTCA.

3arofnoBkK, COCTOSILME M3 HECKOSIbKMX CTPOK, MevyatalT 4Yepe3 OAuH
MEXCTPOYHbIN UHTepBar. B KOHLe 3arofioBka TO4YKa He CTaBUTCS.

3arofioBKN He 3aKryarTCs B KaBblYKM U He noayvyepkmBaloTcs. Bo3aMOXHO nx
BblaeneHne NonyXpHbIM LWPUJITOM.

B ycnoBusx npumeHeHus CO[ 3arofioBOK K TEKCTY (KpaTKoe copepXaHue
AOKYMEHTa) COCTaBnseTca [N BCeX [OOKYMEHTOB W BHOCUTCA B none
perncTpaLMoOHHO-Y4EeTHOM GhOPMbl PEMMCTPUPYEMOTO LOKYMEHTA.

3arofioBOK K TEKCTY MOXeT He COCTaBNSITLbCS, €CfM TeKCT JOKYMEHTa He
npeBbiWaeT 4-5 CTPOK.

4.18. TeKCT AOKYMeHTa
O cocTaBrneHun TekcTa 4OKYMEHTa CM. pasgen 5.
4.19. OTMeTKa O NPUNOXKEeHUN

OTmeTKa O NPUIOXEeHUN COAE PXKUT CBEAEHNA O AOKYMEHTe (4OKYMeHTax),
npunaraeMomM K OCHOBHOMY AOKYMEHTy (B conpoBoAUTesNbHbIX MUCbMaXx,
npeTeH3usX, akTax, crnpaBKax W A[APYrUX MHEOPMALMOHHO-CNPaBOYHbIX
AOKYMEHTax) MnM O TOM, YTO [AOOKYMEHT SsiBnsieTcs MNpPUNOXeHUeM K
OCHOBHOMY [JOKYMEHTY (B AIOKYMEHTaX - NPUNOXEeHUAX K pacnopaauTenbHbIM
AOKYMEeHTaM, MOJIoXeHUSAIM, nNpaBunamM, UHCTPYKUUSIM, JOroBopam, nraHam,
oTyeTaMm U Ap. AOKYMEHTam).

B conpoBoauTenbHbIX nNUMCbMax W ApyrUx  MHGOPMaLMOHHO-CNPaBOYHbIX
AOKYMEHTax OTMeTKa O MNpUIioXxeHun odoopMIseTcs Mnof TEKCTOM OT rpaHuLbl
NeBOro nons criegyrowmm obpasom:

- €CIV NPUIIoXeHne Ha3BaHO B TEKCTE:



[MpunoxeHue: Ha 2 n. B 1 9Ka3.

- €CIN NPUSIOXKEHNE HE Ha3BaHO B TEKCTE, UM MPUNOXKEHNIN HECKOSbKO:

[MpunoxeHwue: 1. TlonoxeHne 06  YnpaBneHun  pernoHanbHOro
KpeauToBaHua Ha 5 n. B 1 ak3.

2. CnpaBka O KagpoBOM CcoOCTaBe YnpaBrieHus
pEerMoHanbHOro KpeamMToBaHua Ha 2 n. B 1 ak3.

- eCnv NpuUnoXxeHns copPoLLIPOBaHBI:

[MpunoxeHue: oT4yeT 0 HAP B 2 3ka.

- eCNM [OOKYMEHT, SBMSWMNCA MNPUMOXKEHUEM, WUMEET  MNPUNoXeHue
CaMOCTOATESTIbHOM HyMepaLunen CTpaHuL:

[MpunoxeHue: nmcemo PocapxvBa ot  05.06.2018 N 02-6/172 w
NPUIOXEHNS K HEMY, BCEro Ha 5 n.

- eCnM npuroxeHvem SBMSETCA OOO0COBMNEHHbIN 3MEKTPOHHbBIA  HOCUTENb
(komnakT-guck, usb-gnew-HakonuTenb 1 4gp.):

[MpunoxeHue: CD B 1 3ks.

[Mpy 3TOM Ha BKNagbllle KOHBepTa, B KOTOPbIA MOMELAETCss HOCUTESb,
yKasblBalOTCA HaMMEHOBaHUA [OKYMEHTOB, 3aruMcaHHbIX Ha HOCUTErNb, WMeHa
dannos, 06bEM JOKYMEHTOB B NIUCTaX.

OTmeTKka O NpunoXeHun, 3aHMMAaKLAs HECKOSbKO CTPOK, neyaTtaeTcs yepes
OLVH MEXCTPOYHbIN MHTEepBar.

Ecrm ¢ ogHum conpoBoguTenbHbIM MUCbMOM nepecbinaetcs  6orbluoe
KONMMYECTBO MNPUIIOXKEHUW, MOXeT ObiTb COCTaBfeHa OnUCb MPUIIOXEHUA C
nepevyncrieHneM HaMMEHOBaHUN BCEX [OOKYMEHTOB-MPUMOXEHUN C  YyKasaHWeM
KONMM4YeCcTBa JIMCTOB N 3K3EMMMSAPOB KaXdoro u3 HUX, a B OTMETKE O MPUNOXeHUA
AaeTcs CChlfika Ha ONUCh MPUTOXEHNI:



[MpunoxeHue: ONUCb NPUIOXeHW Ha 2 1. B 1 3Ka3.

B pacnopsiantenbHbIX AOKyMeHTax (MOCTaHOBMEHWUSX, PeLLeHUsiX, Mnpukasax,
pacnopsiXeHnsax), OOoroBopax, MONOXeHUsX, npaBunax, WHCTPYKUMAX W OpYyrux
AOKYMeHTax OTMeTKa O NPUIioXeHun odhopmMnseTcs crnegyowmm obpasom:

- B TEKCTe OOKYMEHTa B KOHLe MyHKTa, B KOTOPOM YNOMWHAETCHA OOKYMEHT-
NpunoxeHune, B ckobkax ykasblBaeTcs: (npuroxerve 1) nnm (npunoxerve N 1).

Ha nepBoM rnncte [JOKYMEHTa-MPUIIOXEHUS B NPaBOM BEPXHEM  yrry
yKa3blBaeTCcs:

[MpunoxeHune N 2

K npukasy ®Irby
HUW "Bocxon"

oT 15.08.2018 N 112

Ecnu npunoxeHnem K pacnopsianTernbHOMY JOKYMEHTY SABNSEeTCA HOPMaTUBHbIN
NPaBOBOM aKT UMW MHOW OOKYMEHT, YTBEPXKOaeMbli AaHHLIM pacrnopsauTesibHbIM
AOKYMEHTOM, Ha MNEepBOM IUCTE MNPUIIOXEHUA MNPOCTaBMNgeTCs OTMeTKa o
npunoxeHun. MNpunoxeHne ABNSETCHA HEOTHEMIEMON YacTbiO YTBEPXOAoLLEro ero
pacnopsaanTensHOro JOKyMeHTa.

Ecnu 3atem OokyMeHT 3aTeM u3gaeTtcs Tunorpadgpckmm cnocobom BMecCTe C
MPUKa30M, OH COXpPaHSeT OTMETKY O MPUITOXKEHNN.

Ecnm pokymeHT wu3gaeTca OTAeNnbHO OT  YyTBepaMBLUErO ero  npukasa,
npocTaBnseTcs rpud yTeepXKaeHus.

Hanpumep:

PEIMAMEHT YTBEPXOEH
npukasom by HAW "Bocxoa™
oT 18.05.2018 N 67

4.20. N'pnd cornacoBaHuAa AOKYMEHTa



Npnd cornacoBaHus [OOKYMEHTOB MpOCTaBNAeTCA Ha [AOKYyMeHTax,
COrflacoBaHHbIX OpraHamuM BRnacT, OpraHusauusamMu, OOJMKHOCTHbIMU
nuuamun. N'puc cornacoBaHusi B 3aBUCUMOCTU OT BuAa AOKYMEHTa MOXeT
NPOCTaBNATLCS:

- Ha NepBOM fiucTe AOKYMeHTa (eCnu AOKYMEeHT uMeeT TMTYNbHbIN JIUCT -
Ha TUTYNbHOM NIUCTE) B JIEeBOM BepPXHEM yrny Ha ypoBHe rpudya yree p>xaeHus
Wnu noa HaMMeHOBaHMEM AOKYMeHTa 6nuke K HWKHe My Nosiio;

- Ha nocneaHeM JfINCTe OKYMeHTa Noj TeKCTOM;

- Ha JuCTe COrflacoBaHusA, SABNAKOWEMCA HEOTbEeMJIEMOW YacTbio
AOKYMEHTa.

["'pndpom cornacoBaHusa SOKYMeEHTa OpOpMNSAETCA:

- BHELLHee corfiacoBaHve [OKYMEHTa - C opraHamu BriacTW, opraHusauusimu,
AOSDKHOCTHBIMU ML, @MU CTOPOHHUX OpraHu3aLui;

- BHYTPEHHee corfiacoBaHMe C KosfernanbHbIMXU OpraHamym opraHuv3aumm -
aBTOpa LOKYMEHTA.

pncp cornacosanua coctout m3 cnosa COIMTIACOBAHO, gorpkHOCTM nuua,
KOTOpPbIM CcOrfiacoBaH [JOKYMEHT (BKSo4as HauMeHOBaHWe opraHu3auuv) B
NMEHUTESNbHOM nagexe, ero cobCTBEHHOPYYHOM MOANUCHK, UHULMANOB, hamunuu,
AaTbl corracoBaHus.

Hanpumep:

COIMACOBAHO

Hvpexktop BHAVOAL
lMoonuck H.H.KyHsaeB

08.10.2018

Ecrnn cornacoBaHne oOcCyLeCTBRSIeTCA coBellaTesilbHbiM OpraHoMm, B rpude
COrnacoBaHUsl yKasblBalOTCs cBedeHust 06 opraHe, COrfacoBaBLUEM OOKYMEHT,
Aate 1 HoMmepe NpoTOoKosia, B KOTOPOM 3adMKCUPOBAHO pELLEHNE O COrracoBaHUN.
Ecnu cornacoBaHune ocyLlecTBNAeTCHA AOKYMEHTOM, YKa3blBalOTCA: BUL AOKYMEHTA,
opraHusauus - aBTop LOKYMEHTa, faTa U HOMep LOKYMEHTa.

HanmeHoBaHMe cornacylowero opraHa WM [OOKYMeHTa yKasblBaeTca B
TBOPUTENBLHOM Nnagexe.

Hanpumep:

COIMACOBAHO
PeleHnem LleHTpanbHom
9KCNEePTHO-NPOBEPOYHHON
Komuccum npu Pocapxuse
(npoTokon ot N )




COIMACOBAHO
nncbMmom PocapxuBa
(ot N )

Ecnn B gokymeHTe aBa rpudpa cornacoBaHusi, TO OHM pacnosaratoTcs Ha OgHOM
YPOBHe, npu 60nbLIeM KONMYECTBE X pasMeLLatoT ABYMS BEPTMKAmbHbIMU psigamMu.
Ha pokymeHTe wMmoxeT OblTb pacnonoxeHo He 6onee 4eTbipex rpudgos
cornacoBsaHus. bornbliee 4mucno rpudoB cornacoBaHust  odopMnsieTca  Ha
OTAENbHOM NIMCTE COrfacoBaHusl, NpunaraeMoM K LOKYMEHTY.

Ecnm rpudobl cornacoBaHmnst ohopMIsloTCA Ha OTAENbHOM NINCTE COrfacoBaHus,
Ha OOKYMEHTe B TOM MecTe, e AOSMKHbl NPOCTaBNATLCA rpudhbl cornacoBaHus,
NpoCTaBnsieTcsa oTMeTKa:

"IlucT cornacoBaHus npunaraetcs”.

4.21. Busa

Bu3a cBuaeTenbLCTBYET O COrnacum Unu Hecornacum AOoSmKHOCTHOro nuua
(pabotHMKa) ¢ copepxaHueM npoeKkTa AOKyMmMeHTa. Busonm odopmnseTca
BHYTPEeHHee corflacoBaHMe AOKYMeHTa ¢ paboTHMKamMum opraHuM3aumm - aBTopa
AOKyMeHTa. Busa BKNnrYaeT AOMKHOCTL NvuA, BU3MPYIOLLETrO AOKYMEHT,

noanucb, pacwucgpoBKy noanucu (MHUMUManbl, damunui) U  party
BM3NPOBaHUA.

Hanpumep:

PyKOBOLI, nTenb rpngn4eckoro otaena

lNodnuck MeTtposa O.H.

07.11.2018

Busa MoxeT ObiTb HameyaTaHa WM MOMHOCTbIO HanucaHa BU3UPYOLLMM OT
PYKMU.

Busa ocopmnisieTcs cnenytowmm obpasom:

- €CIN 3aMeYaHunin HeT:



3aB. OTAesioM Kagpos

[Noonuck A.ll./\BaHOBa

02.03.2018

- NP HanNn4nMn 3amMeyaHuin:

3ameyaHus npunaratoTcs.
3aB. oTAEenom Kagpos

[Todnuck A.ll./iBaHOBa

02.03.2018

Ecrnmn cneuumanucT NonmHOCTbIO HE COrMaceH C MPOeKTOM, Bu3a odopMIiseTcs
TakK:

He cornacHa.
3aB. oTAenom Kagpos

[Toonuck A.l'.\BaHOBa

02.03.2018

3ameyvaHusa npunaralTcs K JOKYMEHTY Ha OTAENbHOM JIUCTE.
Ecrm 3ameyaHne nmeeT HeGONbLLOW 0O6beM, Ero MOXHO U3NOXUTbL HA NMPOEKTE
[AOKYMEHTa creaytoLwmm o6 pa3om:



Cuutato, 4TO B COCTaB PEBU3NOHHOM
KOMUCCUWN crefyeT BKIOYUTb Takxke
AW .MowkuHy u IN.MN.Cepatokosa.

3aB. oTOEernom Kagpos

[Todnuck A.ll./iBaHOBa

02.03.2018

B [OoKkymeHTax, NOASIMHHUKN KOTOPbIX XPaHATCA B oOpraHuv3auun, BU3bl
NPOCTaBISAOT:

- Ha nocnegHeM nNUCcTe AOKYMeHTa nog NOANUChIo;

- Ha 06opoTe nocneaHero nMcTa NOASIMHHMKA AOKYMEHTA;

- Ha NMCTE CornacoBaHus (BM3MPOBaHWS), NpunaraeMomM K AOKYMEHTY.

B ncxogawmx gokymeHTax (Hanpvumep, B 4enoBbiX NMCbMax) B 3aBUCUMOCTU OT
TOro, Heob6xoAMMO N HaMnpaBnATb MNOASMHHMK NUCbMa MO MOYTe UM AOCTaTOYHO
HanpaBUTb NMUCbMO NO YAKCUMMUITLHOW CBA3WN U MO 3NIEKTPOHHOW no4Tte (B Buae
3NEKTPOHHOW KOMuK), BU3bl NPOCTaBMAKTCS:

- Ha Konun nucbma (BM3OBOM 3K3EMNSIAPE), €CrvM NOASMHHUK OTNpaBnsieTCs
agpecary no noyre;

- Ha obopoTe nocnegHero nuMcTa NoAsIMHHUKA, eCnv NMUCbMO OTNPaBNSETCS
agpecarty no ¢akcy unm 3NeKTPOHHOM noyvte (B 3TOM cryyae NOASMHHMK OCTaeTcs
B OpraHusauuu n nomeLlaeTcd B 4ero).

Jinct cornacoBaHusa (BU3MpOBaHUS) OGOPMIISIETCS, €CrM Corfacyrowmx iy
OonbLue 5-6.

Jlnct cornacoBaHus (BU3MPOBaHWS) NPUKPENNSETCA K AOKYMEHTY U BMECTe C
HUM NOJLLUMBAETCSA B Aer0.

Hanpumep:



JInct Bn3mnpoBaHua npukasa

BHUWOAL
o1 25.09.2018 N 125

3am. gupekTopa lNodnuck E.A PiomuHa

01.11.2018

3aB. OT4ENOM KagpoBs [lodnuck E.N. XanpynuHa

31.10.2018

3as. topyanyeckum  odnucek M.H.ApupyHu
oTaernom

01.11.2018

Mo yCMOTPEHMIO OpraHn3aunn MOXET MPUMEHATLCSA MOSIMCTHOE BU3MPOBaHWE
AOKYMEHTA 1 ero NpuUroXeHnn - ¢ NPocTaBneHMeM BM3bl Ha 000POTE Kaxaoro nucTa
AOKYMEHTa.

B opraHunsauyusix, npumeHsiowmx C3O[L, corracoBaHne MOXeT NPOBOAUTLCS B
3neKkTpoHHOW cpopme. [lpn nepenade LOOKYMEHTOB Ha 6ymaxHoM HocuTerne,
cornacoBaHHblx B C3O[], B CTPYKTYypHOE NoAapasneneHe, OTBETCTBEHHOE 3a apXmB,
CBEeOEHNs O cornacoBaHMM pacneyaTtbiBaloTCs Ha NIMCTE COrnacoBaHus.

K nuuam, BU3mnpyowmm NpoeKTbl OKYMEHTOB, Kak NpaBurio, OTHOCATCS:

- pyKOBOAUTENM CTPYKTYPHbIX NogpasfenieHnin, OTBETCTBEHHbIE 3a NOATOTOBKY
NpoeKTa AOKYMEHTa;

- pyKOBOOUTENW  CTPYKTYPHbIX MOApasfeneHnn, WHTepecbl  KOTOPbIX
3arparmBaeT NPoeKT AOKYMEHTA;

- 3aMecTuTeNnb pPYKOBOAUTENHA OpraHmMsauuu, Kypupyrowlero CTPYKTypHoe
noapasgeneHne, OTBETCTBEHHOE 3a NOATOTOBKY NPOEKTa JOKYMEHTa;

- pyKoBOOMTEMb HOPUOMYECKOro noAapasaeneHus (ecnm atoro TpebyeT BuAa
AOKYMEHTAa 1 ero coaepxaHue);

- pykoBoauTEmNb CNyObl 4ENnonponM3BoaCcTBa.

Jlnya, He cornacHble ¢ npeasioXeHneM, U3NOXKEHHbIM B LJOKYMEHTE, HE UMEKOT
npaBa 0TKa3blBaTbCHA OT BU3MPOBAHUSI.

4.22. MNognucok

Moanuckb BKITIOYaeT: HaMMeHoBaHue AONXHOCTU nuvua,
noanucbiBawLWEro  AOKYMEHT, €ero COOCTBEHHOPYYHYO  NOAMNUCH,
pacwmd poBKYy nognucu (MHuUmanol, pammnus).

Hanpumep:



["eHepanbHbIN OUPEKTOP lNodnuck M.rN.Metpos

Ecnn pokymeHT ocphopmMneH Ha GnaHke opraHusauum, B HAUMeHOBaHUU
AOJIXHOCTM HAMMeHOBaHMe opraHu3auumn He yKasbiBaeTcA.

Ecnn pokymeHT opopmMneH He Ha 6naHke, B HAUMeHOBaHUEe AOJIKHOCTU
BKJ1HOMaeTCA HAUMeHOBaHUe OpraHu3auuu:

["eHepanbHbI AUPEKTOP
AO "MHTennHBecT" lNodnuck M.MN.NMetpos

Mpu odopmneHMn AOOKYMeHTa Ha OnaHke [OOMKHOCTHOroO nwuua
AOJIKHOCTL 3TOro Nvua B NOANMUCU He yKa3blBaeTCA:

lNodnuck M.rN.NMetpos

Mpu noanuMcaHuM [OOKYMEHTa HEeCKOSIbKMMWU AOJKHOCTHbIMM JMLaMu,
3aHUMaKLWMMM pa3Hoe NOoNoXeHue, X NoAMUCU pacrnoriaraloTca ogHa nop
ApPYyrou B nocrnenoBaTtesibHOCTU, COOTBETCTBYHOLLEN MepapXUM 3aHMMae MbIX
OOJIKHOCTEN:

["eHepanbHbIN OANPEKTOP lNodnuck M.MN.MNetpos

[maBHbIN Byxrantep [Todnuck AH.TutoBa

Mpu noanncaHnn AOKYyMeéHTa He CKOJIbKUMU NMnuamMmum paBHbIX OONXHOCTEWN
nx nognucu pacnonararotcsd Ha ogHOM ypOBHe:

3am. aupektTopa Mo dwHaHCOBbIM  3aMm. AUPEKTopa No agMUHUCTPATUBHBLIM
BOMpocam BOMpocam

lModnuck A.lllNetpos [Modnucsk E.A.Mapmenagos

B AOKYMEHTaX, COCTaBJIEHHbIX KOMUCCHEN, B NOAMUCHK yKa3blBae€TCA CTaTyC
JimLia B CoCTaBe KOMUCCUN:



[Mpencenartens kKoMuccum [Nodnuck M.MN.Netpos

UneHbl Komuccum: lModnuck M.M.MuwmHa

lNodnuck A.E.lonTopaukas

[OoKyMeHT MoxeT ObITb NOANUCaH TOSMbKO TEM JINLLOM, LOIMKHOCTb U dhamMunns
KOTOPOro ykasaHa Ha [JOKyMEHTe.

MMognucaHue gokymeHTa OpyrMM NULOM C MPOCTaBfIEHWEM KOCOW YepTbl Unu
Hagnucm "3a" HegonycTMUMO.

MMpy nognucaHMn JOKyMeHTa nvuoM, MMEKLWMM npaBo MOAMNWCU B Criydae
BPEMEHHOIo OTCYTCTBUSA PYKOBOAMUTENNA, UCNPABEHNs B HAMMEHOBaHWE 0SPKHOCTH
N pacwmnpoBKy amMunnum yxe MOArOTOBIEHHOIO W COrflacoOBaHHOIO MpoeKkTa
AOKYMEHTa BHOCATCS OT PYKU UM C UCMNOSIb30BaHMEM COOTBETCTBYIOLLMX LLUTAMIMOB.
Ecnm paboTHMK opraHu3aumm npukasoM HasHadYeH WCMOSHAWMM 0093aHHOCTHU
pyKoBOAUTENS, NOANUCH ochopMiseTca cregyowymm o6 pasom:

A.o. reHepanbHoro  [lodnuck C.H.Apby3oB
avpekTopa

nnm

NcnonHaowmmn

0b6sa3aHHOCTK reHepanbHoro  [lodnuck C.H.Apby30B
avpekTopa

[Mpn odpopmreHnn nognucu HamMeHoBaHMe OOSPKHOCTU HauyMHaeTCsa OT JIeBOro
nons, a nocneaHsisi 6yksa amunnm okasblBaeTCs Ha rpaHuL,e NpaBoro noss.

[Mpn HaNM4YUM HECKONbKUX NOAMNUCEN NO rpaHuLEe NPaBOro Noss pacnonaraeTcd
camas AnMHHasa haMunus, a octasbHble BbipaBHUBAOTCS MO UHULManam.

[onyckaeTca LeHTpupoBaTb HaMMeHOBaHWEe OOSMKHOCTM nvua, nognucasLiero
AOKYMEHT, OTHOCUTESTbHO CaMOM AJSIMHHOW CTPOKMW.

[Mpy HAMMEHOBaHUKN JOIMKHOCTU, 3aHMMAIOLLEM HECKOSbKO CTPOK, pacLlumgpoBKa
NOANUCK NeYaTaeTCs Ha YPOBHE HWDKHEN CTPOKMU.

4.23. OTMeTKa 006 3aNeKTPOHHOU NoanNucKu



33 PekBu3nT BnepBble BBeAeH CTaHOapToOM.

OmveTKka 06 3NEKTPOHHOM MOAMUCUA UCNOSb3yeTCsl NMPU BU3yanusauuu
3MEeKTPOHHOro AOKYMeHTa, NoANUCAHHOro 3J1e KTPOHHOW NOANUCHIO.

OTmeTKa 00 9NEKTPOHHOM NOAMMUCKY BKITHOYAET:

Jopasy "[oKyMeHT nognucaH anekTPOHHOW NoAnucL”,

HOMep cepTudmKaTa Kroya 3N1eKTPOHHOW MOANUCY;

doamununio, UMs, 0OTYECTBO Bragesnbua cepTugukara;

CPOK AENCTBUA cepTudmkara Knrova 3aneKTPOHHON NOANUCH.

OTmeTka 00 3MEeKTPOHHOW MOAMUCU MOXET BKIoYaTh U3obpaxeHne ambremsl,
TOBApHOrO 3Haka (3Haka obcnyxvMBaHWs) opraHMsaumm B COOTBETCTBUM C
AENCTBYIOLMM 3aKOHOAATENbCTBOM.

AunpekTop Ombnema OOKYMEHT MOAMNCAH || T.IMN.MNetpos
opraHusaLum ANEKTPOHHOW
noanmcbio

Ceptndmkat 1a111aaa000000000011

Bnapeney MNMetpos lNeTp lNeTpoBny

JencteuteneH ¢ 01.01.2017 no 31.12.2018

OTtmeTka 06 93neKTPOHHOW noAnucK, Kak npaBwuno, odopMmnaeTcs Ans
AOKYMEHTOB, MOAMNUCAHHbIX YCUITEHHOWN 3S1IEKTPOHHOW NOAMNUCHIO.

[Mpn BHYTPEHHEM OOMEHE OOKYMEHTamMu M Npu OOMEHe C opraHu3aunsmm
napTHepaMu, €ecrim 3TO MPedyCMOTPEHO COorfaweHnemM Mexgy CTOpPOHaMMU,
opraHvM3auum MoryT Ucnosib30BaTh YCUIEHHbIE HEKBaNMMMLMPOBAHHbIE U NPOCTbIe
3NEKTPOHHbIE NOAMUCH.

OTmeTKka 06 3MEeKTPOHHOW MOAMNUCK pacnofiaraeTcd Ha TpaguLMOHHOM MeCTe
CcobCTBEHHOPYYHOW noanucu: mMexay HaMMEHOBaHMEM [ OIPKHOCTM
nognMCbiBaloLLEro nuua u paclumdpoBkon nognucu. ECnnm anekTpoHHbIN JOKYMEHT
odopmnsieTca Ha OnaHke OOMKHOCTHOrO Inuua, yKasaHUa Ha HaMMEHOBaHWe
AOSDKHOCTY Nnua, NOANUCHIBAOLLIErO JOKYMEHT, He TpebyeTcs.

4.24. NMNevaTb
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Meuyats 3aBepsieT MNOANIMHHOCTL NOANUCU AOJDKHOCTHOrO JiMua Ha
AOKYMEeHTax, YyAoCTOBepAWMX npaBa nuy, dukcupyrowmx dQakTbl,
cBfizaHHble C (pUHAHCOBLIMM CpefcCTBaMU, a TaKXXe Ha UHbIX AOKYMEeHTaXx,
npeaycMmatpMBaroWmx 3aBepeHuMe Mnoanucu ne4vyatblo B COOTBETCTBMU C
3aKoHoparenbCcTBOM Poccunckon ®epnepaumm.

[ OKyMeHTbI 3aBepsArT Nnevyatbio opraHmsauuun. Nevats npocraBnsieTcs, He
3axBaTbiBasi COOGCTBEHHOPY4YHOM MOANMUCU Nuua, NOANUCABLUEro AOKYMEHT,
uwnu B mecte, o6o3HavyeHHom "MIM" ("MecTto neyam").

Hanpumep:
3awm. reHepanbHoro  [lodnuck A.P.l'opsiueB
avpekTopa
[MaBHbIN Byxrantep [Moonucek A.B.MopryHoBa

MpuUMepHbIA  NepedeHb [OOKYMEHTOB, Ha KOTOpble CTaBUTCS MNevaTb
opraHusaumu, npveeaeH B npunoxeHun N 3.

4.25. OTmeTKa 006 ncnonHurtene

OTtmeTka 06 ucnonHutene ogopMIIAETCA Ha HWKHEM Mosie NULEBON CTOPOHDI
nocrieqHero nucta OOKYMeHTa OT rpaHuubl JIeBOro Mons unm, npu OTCYTCTBUU
MecCTa, - Ha 06OPOTHON CTOPOHE BHWU3Y CrieBa.

OTmeTka 06 ncnonHuTene BKoYaeT amMUnmio, UMsi U OTYECTBO UCMOSHUTENS,
HOMep ero TeriedpoHa.

Hanpumep:

AbpukocoB AnbbepT MeTpoBuy
7(495) 924-45-67

OTtmeTka 06 ucnonHuTene MoXeT OOMOSHATLCA HAaUMEHOBaHMEM AOJPKHOCTM,
CTPYKTYPHOIo noapasaeneHns U 9NeKTPOHHbIM aapecoM UCMONHUTENS.
Hanpwumep:



AbpukocoB AnbbepT lNeTpoBuy, KoHTponbHoe ynpasrieHuve,
Beayuwmn cneumanucT, +7(495) 924-45-67, Abrikosov@gov.ru

OTmeTka 06 ucnonHuTene MoxeT 0OPMIATLCH KaK HWKHWUIA KOMOHTUTYN WU
nevyaTaTbCs LWPMGTOM MEHbLLETO pasmMepa.

4.26. OTMeTKa 0 3aBepeHnUMn Konuu

OmveTka O 3aBepeHMM Konuum ocdopMnseTca ANA NoATBE PXAOEeHUA
COOTBETCTBUA KOMWUM [OKYMeHTa (BbINMUCKM U3 [OKYMEHTa) NOANIMHHUKY
AoKymeHTa. OTMeTKa O 3aBepeHUn KONuUU npocTaBnsieTcsl noa peKBU3UTOM
"nognucb” (oTMeTKa 00 3NMEeKTPOHHOW noAnMCU) U  BKIIKOYaeT: CrOBO
"BepHo"; HanMeHoOBaHue OOJMKHOCTU nuua, 3aBepuBLUEro, ero
COOCTBEHHOPYYHYO nNoAnuUCb; pacwmcppoBKY nognucu  (MHUMLMan.bI,
cdamunuio); aaty 3aBe peHUA Konum (BbIMUCKU U3 JOKYMEHTA).

Hanpumep -

BepHo

NHcnekTop
Ccnyx0bl kagpoB  [Todnuck M.M.MaLukuHa

07.09.2018

Ecnn konua BolgaeTcsa Ana npeacTaBnieHns B Apyryto opraHM3aunio, oTMeTKa o
3aBepeHun Konun 3aBepsieTCs neyaTbio opraHusauuun (Npy ee Hanmuum), a Takxe
(Mpn HeobxoAMMOCTM) OONOMHAETCH HAANMUCBbID O MECTe XpaHeHUs OOKYMEHTa, C
KoToporo Obina wuarotoBneHa konua ("MognmMHHUMK OOKYMEHTa HaxoauTca B
(HanmmeHoBaHue opraHusaumm) B gene N... 3a... rog").

[na npocTaBrieHNss OTMETKM O 3aBEPEeHUU KOMUM MOXET WUCMOoNb30oBaTbCH
LTamn.

Konnm 3nekTpoHHbIX [OKYMEHTOB, CO3[aHHble Ha OymaxHOM HocuTterne,
3aBepsIlOTCA B YCTAHOBMEHHOM MOpsAKe.

ONIEKTPOHHbIE KOMWW  [OKYMEHTOB Ha OyMaxHOM HocuTene 3aBepstoTcd
3MIEKTPOHHOW MOANUCHLIO, B NOPsiAKe, YCTAHOBIEHHOM HOPMAaTUBHbLIMU MPaBOBbLIMM
akTamu Poccuinckon ®egepaumn.

4.27. OTMeTKa 0 NOCTYMNNEeHUN JOKYMEHTa



OTmeTKa O NOCTYNNeHUn [OKYMEHTa CNYXUT ANA noaTBepXaeHust ¢pakTa
NOCTyNIIeHUs1 [OKYMEHTa B OpraHu3saumio M BKIHOYaeT AaTty NocTynneHusa m
BXOASALMA pPerucipauuoHHbin Homep AokyMeHTa. lpu HeoGxogumocm
oTMeTKa O MNOCTYN/IeHUN MOXeT [OOMNONHATLCA YKasaHueM BpeMeHMU
NOCTYNNeHusi n cnocoba AoCTaBKU JOKYMEHTa.

OTMeTKa O MOCTYNNEeHUU [OKYMEHTa MOXET MPOCTaBMNATLCA C MOMOLLBbIO
LTamMna.

Mpn OTCYyTCTBMM MecTa ANA MPOCTaBMEeHUss OTMETKM O MOCTYMNNEeHUN Ha
NMALLEBON CTOPOHE MOCTYNUBLLErO [OKYMEHTa OTMETKa CTaBUTCHA Ha OOOPOTHOM
CTOPOHE nucTa.

4.28. Pe3sonouus

Pezonouma coaepXuT YyKasaHUsi NO  WUCNOSIHEHUIO  OOKYMEHTa.
Pesonwouna ocgopmnsietca Ha cBobogHOM MecTte pabo4yero nons
AOKYMeHTa, Ha OrnaHke pe30ofilouuM UNU BHOCUTCA HENOCpPeACTBEeHHO B
CUCTEMY 3NTIeKTPOHHOIO [ OKYMeHTOO60poTa.

Pe3ontouus BKNnoYvyaetT: ¢amunuio,  vHUUManbI ucnonHuTens
(vcnonHuTenen), nopy4yeHne Mo A[OKYMEHTY, CPOK MUCMNOSIHEHUA, NOANUCbL
nuua, BblHeCLUEero pe3onouuio, AaTty pe30soLuum.

Hanpumep:

MBaHoBy A.A.

Mpowy noarotoBUTb NpeariokeHus K
10.11.2018.

lModnuck

07.10.2018

CpoK MCMOSMHEHNs1 NOpYyYeHUS1 He YyKasblBaeTCs, eCfin OH Ha3BaH B TeKCcTe
MNOCTYNUBLLEro AOKYMEHTa U PYKOBOAUTENMb HE CYUTaeT HeoDXOOAUMbIM U3MEHUTb
ero.

[Mpy yKasaHUM HECKOSIbKMX  UCMorHuUTenen damMuma  OTBETCTBEHHOMo
NCMONHUTENA yKasbliBaeTCHA NepBOn, U NoavyepKknBaeTCs.

Hanpumep:

MBaHoBy A.A.

MeTpoBy B.H., Cvgoposy I".P.

[Mpowly npeacTaBuUTb NPEASIOXKEeHNS
10.11.2018.

lModnuchk

07.10.2018




Ecnm ykasaHMss no WCMNOMHEHMIO coaepXaTcsl B TEKCTe [AOKyMEeHTa, TO
pe3onioums COAEepHUT yKasaHue Ha MCNOMHUTEensl, Nognucb fuvua, BbIHECLUEro
pe3onioumIio U aaTy pe3ontounn.

[na pesonoumm MOXeT ObITb NPeaycCMOTPEH cneumanbHblin BriaHk dopmaTta AS
nnn AG.

B pesontounto, 0bopMneHHy0 Ha OTAENbHOM BriaHKe, TakKe MOryT BKIOYaTbCS
CBeAEeHNs O JOIPKHOCTH ee aBTopa.

Pesonounsa npukpennaeTcss K JOKYMEHTY U BMECTe C HMM MNoALIMBaEeTCs B
Aaerno.

Odpopmnenne pesonoummn B C3[ [OMKHO COOTBETCTBOBAaTb YKa3aHHbLIM
TpeboBaHWAM.

Pesontounsa, ocbopmnenHas B CO[ Ana ookyMmeHTa Ha BymaxHoOM HocuTerne, co
CPOKOM XpaHeHusi BpemMeHHbIM (6onee 10 neT) unm NoCTOAHHBLIM, MPU HanpaBeHUK
AOKYyMeHTa B [erio pacnedatbiBaeTca M MoMewgeTcda B [Aefio BMecTe C
AOKYMEHTOM.

4.29. OTMeTKa O KOHTpone

OTMeTKa O KOHTpoOJsie CBMAETENbCTBYeT O MNOCTAHOBKE [AOKYMEeHTa Ha
KOHTpONb, npocTtaBnsietca wramnoMm "KoHTponb"” Ha BepxHemM none
AOKYMeHTa.

[Mpy nocTaHOBKE Ha KOHTPOSb AoKymeHTa B C3[l B perMcTpauuoHHO-y4YETHYHO
dopMy 3aHOCATCSA cBeAeHUSA 06 3TOM.

Hactponka C3[l npousBogutcs Takum o06pa3oM, 4YTOObl COTPYLHMK,
OCYLLECTBIIAOWMA KOHTPOSb, U UCMNOSHUTENL MO MNofyyYaTb aBTOMaTuU4eckune
yBEeIOMITEHNS O NPUBMKEHUN KOHTPOSIbHBLIX CPOKOB.

4.30. OTmMeTKa 0 HanpaBJfieHUN AOKYMeHTa B Aeno

OTmeTka O HanpaBfieHUM OOKYMEHTa B Oerno onpegensieT MecTO XpaHeHus
AOKYMEHTa nocre 3aBepleHnsa paboTtbl ¢ HUM. OTMETKa Takxe CBMAETENbCTBYET
06 MCNONHEHNN AOKYMEHTA U CHATUWN E€r0 C KOHTPOSS.

OtveTka BKnlo4yaeT: cnosa "B geno”, uHaekc aena no HOMeHKnartype
Aen, B KOTopoe nomMmeljaeTca AOKYMEHT Ha XpaHeHue, C yKasaHueM ropaa,
AONXHOCTL Nuua, o OpMUBLLETO OTMETKY, MOANUCH, AaTy.

Hanpumep:

B neno N01-18 3a 2016 .

3aB. 0TAENoM KoprnopaTmMBHbIX MPOEKTOB
[MTodnuck
10.12.2018




OTmeTKa O HanpaBneHun OOKYMEHTa B AEeN0 MOXEeT LOMOSHATLCS KpaTKUMM
CBEAEHMSIMM O XapaKTepe UCMNOSHEHUA OOKYMEHTa, Hanpumep: "HanpaBneH oteet
(oata), (N)", "lNpoBegeHa KOHCynbTauus No TenedoHy (parta)', "YuyTeHo npwu
paspaboTke npoekTa" n ap. CeegeHns ykasblBalOTCA B Ha4ane oTMETKN.

Hanpumep:

OTBeT HanpasneH 04.05.2018 N 05-06/12
B neno N 05-06 3a 2018 .

3aB. 0TAEnom KoprnopaTmBHbIX MPOEKTOB
[Nodnuck

10.06.2018

Mpn wncnonb3oBaHum CIL OTMETKY [OryckaeTcs He CTaBUTb, MNpU 3TOM
cnegyet yumtbiBaTb HeobxogumocTb popmmpoBaHms B C3[1 cBegeHun o
pesynbrate U BPpEMEHN UCMNOMHEHUS JOKYMEHTa, O TOM K KakoMy Aefly OTHOCUTCS
AOKYMEHT, r4e XpaHUTCA Oerno, KTO OTBETCTBEHEH 3a 3aBepLUEeHNe ero NCNOSTHEHNUS
N NoMeLLEHVe B Aero.

5. MNoarotoBka TeKCTOB AOKYMEHTOB

TeKCT AOKYMeHTa COCTaBNseTCA Ha PYyCCKOM fi3blKe KaK rocyaapCTBe HHOM
A3bike Poccuinckon ®enepauun.

B opraHax rocygapcTtBeHHOM BfacTu, opraHax MeCTHOro camoyrnpaBreHusl,
rocyaapCTBeHHbIX y4vpexaeHusax pecnyonuk Poccuiickon Pepepauumn
Hapsaay C rocyaapCcTtBeHHbIM s3blkom Poccunckon ®epepauum Moryr
ynoTtpebnATLCA rocyaapcTBeHHble S3blKM pecnyonuk. B pesatenbHocm
rocynapCTBeHHbIX OpPraHoOB, OpraHuM3auvn, npeanpuATIN U y4peXXaeHun
Poccuinckon @epgepaumm  UCNOMb3YIOTCA  roCyAapCTBEeHHbIM  A3bIK
Poccunckon ®depepauum, rocyaapCtBeHHble SA3blKM pPecnydoriuk M UHble

A3bIKn HapoaoB Poccuiickon ®enepauumn it ,

36 MyHkT 2 cTaTtbn 3 PenepanbHoro 3akoHa ot 25 okta6pa 1991 r. N 1807-1 "O
a3blkax Hapoaos Poccunckon d®enepaumn” (Begomoctn CHO n BC PCOCP, 12,
1991, N 50, cT1.1740; CobpaHue 3akoHogatenbcTBa Poccuiickon ®egepaumm, 1998,
N 31, c1.3804; 2002, N 50, ¢T1.4926; 2013, N 27, cT1.3477; 2014, N 11, cT.1094).
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5.1. Pycckun a3bik B 06513aTE€NbHOM NOpsiAKe UCMOSb3yeTCs:

- B [Mepenucke wmexay rocygapCTBEHHbIMKM OpraHamn, OpraHMsauusimu,
npeanpuaTusaMy,  ydpexaeHuamm  cydbektoB  Poccuiickon  ®epepauum  C
agpecatamu B Poccurckon ®egepaunm;

- B repenucke C npegnpuaTusaMu, opraHu3aumnsMn, He HaxooswmMucs B
BeAeHUn gaHHoro cybbekTa Poccunckon degepaumm mnm pacroriokeHHbIMU Ha
TeppuTopun apyrmx cydobekToB Poccunckon ®epepaumu;

- Np1 OpOpMIIEHNN [OOKYMEHTOB, YOOCTOBEPSIOWMX JIMYHOCTb rpaxgaHnHa
Poccuinckon ®denepaumn, 3anvcen akToOB rPaXdaHCKOro COCTOSAHUS, TPYOOBbIX
KHWXEK, a TaKkxe JOKyMeHToB 06 obpasoBaHuv 1 gp.

Pycckuin Aa3blk 1 a3blk pecnybnmkn B cocTaBe Poccuiickon degepauimm
OOHOBPEMEHHO MPUMEHSATCS:

- B A€Nonpon3BoaCcTBE CyaeOHbIX U NPaBOOXpPaHUTESTbHbIX OPraHoB;

- B cdepax MpOMbILLIEHHOCTN, CBSA3W, TPaHCMOpTa W 3HEPreTUKN Ha BCEeW
Tepputopun Poccuinckon depepauuu;

- B cdpepe ob6CnyXBaHNsA 1 KOMMEPYECKON AeATENbHOCTU 3!

3T Tam xe, ctatbsa 22.

5.2. B TekcTte gokymeHTa, NnogroTOBSIEHHOM Ha OCHOBaHUMM 3aKoHoAaTeslbHbIX
UM UHBbIX HOPMAaTMBHbLIX MPaBOBbIX aKTOB, paHee WU3JaHHbIX PacnopaguTerbHbIX
AOKYMEHTOB, YKa3blBaeTCH HaMMEeHOBaHWe Buaa AOKYMEHTA U 3arorioBOK K TEKCTY,
a TaKkxe NX PEKBU3UTDI:

- HauMMEeHOBaHWe opraHusauuu - aBTopa [OKYMeHTa, [JaTa [JOKYMEHTa,
perncTpaumoHHbIN HOMepP LOKYMEHTa, 3arofioBOK K TEKCTY;

- HauMEHOBaHWe OopraHus3auun WM OOSPKHOCTHOro fuvua, YyTBEpAUBLLErO
AOKYMEHT, faTa YTBEepPXOeHNA JOKYMEHTA.

Hanpumep:

Bo wucnonHeHne npukasza PocapxvBa oT 23 paekabps 2009 r. "O6
yTBepXaeHun MeTtogmyeckux pekomMeHgauun no paspaboTke WMHCTPYKUMKA Mo
AEenonpon3BOACTBY B heaeparnbHbIX opraHax UCNOSMHUTENbLHON BNnacTu'....

nnm

Ha ocHoBaHuu [MonoxeHus o cnyxbe OenonponsBOACTBa, YTBEPXKOAEHHOro
Mpukazom BHUWVOAL ot 25 ceHTabpsa 2018 . N 146...

[Mpyn ccbinke Ha 3akoHodaTesflbHble U MHble HOPMaTWUBHbLIE MPAaBOBblE aKThbl
yKkasblBaeTcss  odmuMmanbHbii  UCTOYMHUMK  uX  onybrnkoBaHust  (CobpaHue
3akoHopartenoctBa Poccuickon depepaunn, bronneteHs BeOOMCTBEHHbIX
HOPMaTUBHbIX aKTOB, MHGXOPMaLMOHHBIM nopTan http://www.pravo.gov.ru, nsgaHus
cyb6bekToB Poccuickon ®egepaunm n opraHoB MECTHOIO CamMoyrpaBrieHus!).

Hanpumep:
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denepanbHbii 3akoH oT 22.10.2004 N 125-&3 "O6 apxvBHOM Aene B
Poccuinckon  depepaunn” (CobpaHne 3akoHogaTenbcTBa Poccumrckon
depepauun, 2004, N 43, c1.4169; 2006, N 50, cT1.5280; 2007, N 49, cT1.6079, N
20, ¢1.4034; 2010, N 19, c1.2291, N 31, c1.4196; 2013, N 7, cT.611; 2014, N 40,
cT.5320; 2015, N 48, c1.6723; 2016, N 10, c1.1317, N 22, c¢1.3097; 2017, N 25,
cT.3596);

5.3. TeKCT AOKyMeHTa MOXeT coaepxaTb pasgenbl, noapasgenbl, MYHKThb,
NOANYHKTbI, Hymepyemble apabckumn uudppamu. BbigeneHne 6onee 4eTtbipex
YpOBHeN pybpukaumm TekcTa He pekoMeHayeTCs.

Pasgenbl v nogpasgensl MOryT WMETb 3arofioBKW. 3arofioBKM pa3genos
NUWYTCSA C nponucHon Oykebl. [lornyckaeTcd HanucaHwe 3arofioBKOB pasferios
nponucHbIMM B6ykBamu. Moa3aronoBKu NULLYTCA C MNPONUCHON GYKBbI CTPOYHbLIMW.
3aronoBKu pasgenos 40MyCKaeTCs BblAENSATb MOMY>XAPHbLIM LLPUTOM.

B TekcTax OOKYMEHTOB ynoTpebnsTcs TOMbKO OBLEenpuHATLIE TEPMUHBI, a
TaKkxe abbpeBmaTypbl U rpadmyeckne cokpaLleHus.

Mpyn ynoTpebneHnn TepmuHa wunn abbpeBuaTypbl, KOTOpble MOryT OblTb
HEMOHSTHbI YMTaTEeNo, OHU pacLUMAPOBbLIBAKOTCA Npy NEpPBOM ynotpedneHmn. Ecrin
TaKMX NeKCUYECKNX eanHUL, B TEKCTEe Marno (80 4-x), paclumdpoBkn MOXHO AaBaTb
B MOACTPaHU4YHbIX CHOCKax. Ecrnm ux 6onblue, pekoMeHayeTcs COCTaBuTb pasgen
"TepMuHbl 1 onpegeneHnsa” u "lMepeveHb cokpalleHnn".

MMpn ynoTpebneHnn B TekcTe damMunnii 1 MHALWAroB UHULKAmbl YKa3blBalOTCHA
nocrne pammnun.



5.4. TekCT OOKyMEHTAa MOXET u3naratbCsi B Buae TabnMubl, aHKeTbl Win
rpamMmaTMYEcKm CBA3HOIO TekcTa.
AHKeTa - TEeKCT [OOKYMEeHTa, XapakTepu3yllwero OauvH 006BbekT no Habopy

NPU3HAKOB U MOCTPOEHHbLIN B BUAE BOMNPOCOB U OTBETOB 38

3% YnpaBneHue AokymeHTamu. TepMuHbl 1 onpedeneHus. Crnoeapb. - M., 2013,
c.13.

Tabnmua - TeKCT SOKYMEHTA, MMEHOLLMA YNPOLLEHHYO FIOMMKO-CUHTaKCUYECKYHO
CTPYKTYPY W NPOCTPAHCTBEHHYK OpraHmMsauuio M MO3BOMSIOWMIA COMNOCTaBUTb

NpeaMeTbl, ABMNEHUs, MPOLLECCHI MO onpeaeneHHoMy Habopy npusHakos3# .

39 Tam xe, c.82.

MpaMmmMaTmyeckn cBA3HbIN TeKcT 4 - TeKCT AOKYMEeHTa, COXPaHSHOLLMIA NOMUKO-
CUHTaKCUYECKYID CTPYKTYPY WM MPOCTPAHCTBEHHYID OpraHvM3auuid eCTeCTBEHHOro
A3blKa.

40 Tam xe, c.25.

B TekcTe aHKeTbl MOXET coaepxaTbCsl Kak CoBecHasi, Tak U LudpoBas
MHdpopMamsi. Mpwn NOCTPOEHUN aHKeTbl BOMPOCHI BblpaXatoTCs
CYLLECTBUTENMbHLIMXW B WMEHUTENbHOM nagexe, Hanpumep: "damunmg”, "uma”,
"OT4ecTBO", WM CNOBOCOYETAHUAMM, OMOPHBLIM CFIOBOM B KOTOPbIX SBSETCSH
CyLLeCTBUTENbHOE, Hanpumep: "CTPYKTypHOe noapasaernieHune”, "nocnegHee MecTto
paboTbl", "pe3ynbTaTt BbINOHEHUSA NNaHa", "npuinHa oTcyTCcTBUs".

Bonpochkl aHKeTbI M OTBETHI HA HUX rPaMMaTUYEeCKM COrfiacoBbIBaOTCS.

TabnuyHble TEKCTbl MPUMEHSAITCA B TakMX LOKYMEHTax, Kak CTpyKTypa u
LUTaTHasi 4YUCIIEHHOCTb, LITATHOe pacnucaHue, nnaH paboTbl, TEXHUYEcKoe
3agaHue, HEKOTopble BUAbl OTYETOB, NEPEYHU 1 ap.

Hanpumep:

NMEPEYEHD
[IOKYMEHTOB CO CPOKaMu XpaHeHus!

N Bug aokymeHTta CpoK xpaHeHus [MpymevaHns
cTaTby




Tabnuubl MMEKT ABa YPOBHA YfeHEHMs1 TeKcTa: BepTUKamnbHbIM - rpadbl U
FOPU3OHTanbHbIN - CTPOKN. OBO6LIEHHbIE HAaMMEHOBaHUA MpuU3HakoB B Tabnuue
COCTaBIiAOT 3arofloBKM WM MNoA3arorioBkn rpad, a HauMeHOBaHUA OOBLEKTOB -
3arofioBKM M Noa3arofioBKM CTPOK Tabnuubl, pacrornioXeHHble B KparHewn neBow
rpacpe.

Hanpumep:

CIMNPABKA
O 3ag0/mKkeHHOCTHM Mo NnaTexam B OroaxeT
n BHeBGoOXeTHble hoHabl B 2017 T.

3agomkeHHocTb || Hepoumka || 3agormkeHHocTb || Menn || WTpadw || Obwaa cymma

py6. No HamnoroebiM || pyo. pyo. 3a0SPKEHHOCTH
nnarexam pyo6. pyo.
1 2 3 4 5 6

"opoackon
Orooxet

denepanbHbIN
OrogxeTt

3aronoBku rpac M CTPOK MULYTCA C MNponucHon GykBbl. Moa3arornoBku - co
CTpodHoW. [log3aronoBku rpap M CTPOK rpaMmaTU4ECKM COrfacyrTcs C
3arosfioBKamu.

5.5. NocTpoeHre rpammMmaTyeckn CBA3HOIO TeKCTa 3aBUCUT OT Buaa LOKYMEHTa.

TekcT pacnopsauTenbHbIX OOKYMEHTOB Wu3naraetcsa oT 1 nvua ep.ducna:
"npukasbiBad” wmm (B pelleHusX KosuerManbHbIX OpraHoB): oT 3 rfmua
€QUVHCTBEHHOrO yucra: "Konnernss noctaHoBnseT", "y4yeHbln coBeT pewwmn”. TekcT
pacrnopsKeHNs1 pacnopsanTenbHON opMyIibl HE UMEET.

B cOBMeCTHbIX [OOKyMeHTax TeKCT u3fnaraeTtcsa OT nepBoro snvua
MHOXeCTBEHHOrO Yucna ("npukasbiBaem”, "peumnn”).

TekCcT  pacnopsauTenbHOro  OOKYMeHTa  COCTOMT M3 OBYX  YacTeu:
KOHCTaTUPYIOLLEN N pacnopaguTeribHON.

B KoOHCTaTupylolwen 4Yactm paetca obOOCHOBaHWe pacnopsguTesibHbIX
aencteun. B kayecTBe 060CHOBaHMA OENCTBUA MOXET BbICTYNaThb:

HOPMAaTUBHBIN MPaBOBOM aKT BbILLECTOSLLEro opraHa WM pacnopsauTenbHbIN
AOKYMEHT, paHee U3aHHbIN opraHnsaunen;

doopmynupoBKa uernen v 3agad, CTOoAWMX nepeq opraHusauuen, onucaHuve
GakTOB UMK COBbITUIA, NOCNYKMBLUMX NPUYNHOM U34aHNS NpuKasa.

Hanpumep:



B uensx COBepLUEHCTBOBaHMSA  [OKYMEHTAUMOHHOIO  obecneveHus
ynpaBneH1s opraHm3aunm
NMPNKA3bIBAKO

B cooteBetctBUM C npukazom BHUWOAL ot 25 ceHts6psa 2018 r. N 125 "O
NOBbILLEHUN UCNONHUTENBCKOW AUCLMNNIUHBLI"
MPUKA3bLIBAIO:

KoHcTaTupytoLlen 4yacTu MOXeT He ObITb, eCcriv NpeanucbiBaeMble 4eNCTBUSA He
HygarTcs B 060CHOBaHWM.

PacnopagutenbHaa crnoBecHas dopmyna:  "npukasbiBatd”  nevaTtaeTcs
nponucHbiMu 6ykBamu (NMPUKASBIBAKD) 6e3 paspsgku ¢ HOBOW CTPOKM OT ab3aua
UM CTpoYHbIMM BykBamm Bpas3psaky (M p M K a 3 bl B a 10) B NPOOOIPKEHNE
npeamObynbl, C BbIAENEHNEM MOMYMPHbIM LpUdTOM UM 6e3 BblgeneHus, C
NPOCTaBMEHNEM 4BOETOUUS.

CrnoBo "nocTaHoBRAEeT" NULIETCS B NPOAOIDKEHME NpeamMOyrbl Bpa3psaky.

TekcT pacnopseHust pacnopsguTesisHON CIOBECHOW pOpMyribl HE UMEET.

PacnopsgutenbHaa 4acTb COCTOMT M3 MYHKTOB, B KOTOPbIX W3naratTcs
yrpaBrieH4YeCcKMe peLLleHns.

Ecnm pewenne gaBnsietcs opraHusaumoHHbiM ("yTBepauTth", "cosgatb"), B
NYHKTE pacnopsauTenbHON YacTu npukasa opMmynmpyeTca camo pelleHne 6e3
yKasaHusi MCMNOSIHUTENEeN U CPOKOB UCMONHeHus. OpraHu3aumoHHbIE peLleHUs
BCTYNaroT B CUry C AaTbl NoANUCaHNs U permctpaunm npmukasa.

Ecnu nyHKT popmynupyeT nopyyeHne, B HEM yKa3blBaeTCs:

- NOpy4YeHue;

- UICNOSHUTENb (UCMOMHUTENN);

- CPOK UCTMONHEHNS MOpYyYEeHUS.

Ecrm npoekT pacnopsguTernibHOro [OKYMeHTa OTMEHSIeT MOSIHOCTbI WUIn
YaCTUYHO paHee u3faHHble OOKYMEHTbl, TO B npegnocregHeM MyHKTe npoekTa
pacnopsanTensHOro JOKyMeHTa Heobxoanmo nx ykasaTb.

Hanpumep:

3. MNMpusHaTtb yTpaTuBLLMM CUny pacnopsikeHne ot 25 ceHTabps 2014 r. "O6
yTBEpXaeHun [NpaBun BHyTpPEeHHero Tpy4oBOro pacnopsaka”.

B nocrnegHem nNyHKTE  pacnopsguTenbHOro  JOKYMEHTa  yKasblBaeTcs
HaMMeHOBaHWe [OO/MKHOCTM fMua, OTBETCTBEHHONO 3a €ero UCMOfHeHune, ¢
yKasaHnem haMmnmm n MHULMarsos.

Hanpumep:



4. KOHTpoOnb 3a WCMNOSIHEHMEM nNpUKasa BO3MOXUTb Ha 3aMecTuUTens
reHepanbHoro aupektopa MeaHosa A A.

[Mpumep odpopmeHns pacnopsauTenbHbIX JOKYMEHTOB AaH B npunoxeHusx N 4
nN>S.

5.6. K opraHusauuoHHbIM OOKYMEHTaM OTHOCSATCS JlOKarlbHble HOpMaTMBHbIE
aKTbl  OpraHu3auuu, YyCTaHaBnuBawwme npaBa, 006A3aHHOCTW,  NOPSAOK
PYHKLUMOHNPOBaHNS  CTPYKTYPHbIX NogpasfeneHni wunm  nocriefoBaTesisHOCTb
OCYLLUECTBIIEHNST KaKNX-NMOO AencTBuin (onepaumn).

B nokanbHbIX HOPMaTUBHLIX akTax, YyCTaHaBnMBaloLLMX npasa u 06A3aHHOCTU
OpraHmMsauun, ux CTPYKTYPHbIX nogpasgeneHnii  (MosiokeHne, WHCTPYKUMS,
pernameHT) TeKCcT opMynMpyeTcss OT TpeTbero nvua €eAWHCTBEHHOro Wnu
MHOXeCTBEHHOro Yucrna ("otaen ocywecTBnseT yHKUmMK...", "B coOCTaB ynpaBreHus
BXoOAT...").

TekcT opraHM3aUNOHHbIX AOKYMEHTOB BCerga AenUTCs Ha NyHKTbI (NOANYHKTbI)
B COOTBETCTBUMN C OO BEKTOM perfameHTauunn.

B nonoxxeHun o CTPyKTYpHOM NoApasgaeneHunn:

- 06LLMe nonoxeHuns;

- CTPYKTYpa (ecnv noapasgeneHne MMeeT CTPYKTYPY);

- 3agauu;

- oyHKLMW;

- NpaBa;

- OTBETCTBEHHOCTb;

- B3aMMOOTHOLLIEHUS.

B 0OMKHOCTHOM MHCTPYKLIUNA:

- 06LLMe nonoxeHus;

- oyHKLW;

- OOJDKHOCTHbIE 06A3aHHOCTU;

- NpaBa;

- OTBETCTBEHHOCTb;

- B3aMMOOTHOLLIEHUS.

Pasgenbl Bcerga uMetoT 3arofiloBkuy, HanevaTtaHHble ¢ NPonMCcHOM ByKBbl.

B TekcTe [OKYMEHTOB, pernamMeHTUpPYLMX KakoW-nMbo npouecc, LOSKHbI
YEeTKO MNPOCHEeXMBaTbCs MPUYUHHO-CMNELACTBEHHbIE CBS3M  MeXay HopMamu,
npasunamu, TpebosaHAMM.

B TekcTe Takmx OOKYMeHTOB npeobnagatoT onpefeneHHble TUMbl MogarnbHbIX
3HavYeHUNn, NepegaBaemMble onpeaesieHHbIMU BblPaXeHUSAMMU:

- possoneHne ("paspewaetrcs”, "moxet", "mmeeTr npaso’, "Bnpase",
"pekomeHgyetcsa" n ap.);

- obs3biBaHue ("gorkHbl", "obsa3aHbl”, "Heobxoaumo", "cneayet");

- 3anperT ("3anpelaetcs”, "He paspellaeTcsa”, "He gonyckaetcsa", "He criegyet”).

O6pasey  odopmneHuss [onoxeHnss O  CTPYKTYPHOM  MoApasgeneHun
npenctaeneH B npuroxeHun N 6.



5.7. TpoToKonbl OGOPMIIAOTCA Ha cneuyuanbHOM OraHke NpoToKona WM Ha
cTaHAapTHOM fmMcte Bymarn.

B npakTuke ynpaeneHWss opraHusauuaMn MPUHATBE MOSHble UM KpaTkue
MPOTOKOSbI.

[MonHBLIM MPOTOKON COAEPHUT MOBECTKY [HS, YyKasaHue MpUCyTCTBYIOLLMX,
3annuCb BCEX BbLICTYNSIEHWA Ha 3acedaHuu, BOMNPOCHl, BbICTYMMEHUS Nuu,
MNPUHABLLMX y4acTune B 06CYKOEHUN, U MPUHATBIE PeLLEHNS.

KpaTkuii NpOTOKON BKMOYAET Temy BbICTYMNSIEHMS, baMUIMM  BbICTYNMUBLUMX
(MoxeT 6bITb KpaTKasi 3anncb BbICTYMNNEHUS), NPUHATLIE PELLEHUS.

PeweHve o0 dopme npoTokona npuvHUMaeT pykoBoauTENb  (BO3MOXHO
npenBaputensHoe obCcyXaeHre 3Toro Bonpoca ¢ naptTHepamu).

TeKCT NpoToKosia COCTOUT U3 ABYX YacTen: BBOAHOW 1 OCHOBHOW.

Bo BBOAHOW yacTu yKa3blBalOTCA: drammnmu npegcenarens
(NpencenatenbCTBYIOWEr0) M CekpeTaps 3acefaHusi; AOSDKHOCTM U chaMminm
YY4aACTHMKOB W MpUrNaLLeHHbIX fnL,; NOBECTKA HS.

Ecnm yyacTtHukoB 3acepaHus Gonee 15 yenosek, B MPOTOKOSME yKa3blBaeTCS
obLee YMCNo y4aCTHUKOB, a CMNCOK MPUCYTCTBYIOLLMX C YKa3aHWEeM OOIPKHOCTEN U
damunuin aBnNSeTCa NpUrnoXeHWem K npotokorny. B aTom crniyvyae Bknovaetcs

crenywowas opmynmpoBkKa:

[MpucyTcTBOBaNM: 4neHbl KOMUCCUW U MNpurnaweHHole B KonmnyecTtse 30 yen.
(cnucok npunaraetcs).

Jlnua, koTopbIX NpUrnacunM Ha 3acefaHve B KavecTBe 3KCNEepTOB WM
3aMHTEepPeCcOBaHHbIX UL, MepeymcnatTca nocne crosa “lMpurnaweHHsle:” ¢
yKas3aHMeM WX [JOIPKHOCTEM UM MecTa paboTbl, €CnM  OHW  SABNSOTCSA
npeacTaBUTENSMN OPYrMX opraHn3aLun.

B noBectke [OHA 3acedaHna  yKasblBalOTCA  BOMPOC WM BOMPOCHI,
obcyxaaemble Ha 3acedaHun. [OrMKHOCTb U dpaMunua  goknagyvka MoryT He
yKasblBaTbCS.

Ecnv BOMpoCOB HECKONbKO, OHW HyMepylTca apabckmmn  undppamm  u
pacnonaratoTcs B Nopsiike obcyxaeHus.

Bonpockl NoBeCcTKn AHA CTpoATcs no hopmyrne "o yem?".

CrnoBocoyeTaHne "noBecTka [AHA" pekoMeHAyeTcss nucaTb NPOMUCHBIMU
OGykBamu 1 pacnonaraTb no LeHTpy. Bonpockl noBecTkn AHA (ECIN UX HECKOSbKO)
creayet nomeyaTb apabckumm Lndpamm.

Hanpumep:



NMOBECTKA OHA:

1. O cbopmumpoBaHum nnaHa paboTbl Ha 2018 T.

[okrnagyuk - 3am. aupektopa MeaHosa A A.

2. O nogrotoBke COOpPHUKA TPYAOB MHCTUTYTA.

Hokrnagyuk - 3am. gupektopa lNetyxos U.I1.

TeKCT OCHOBHOM YacTu NPOTOKOSa COCTOUT U3 OTAESbHbLIX pa3aernos o vyucny
BOMNPOCOB MOBECTKN OHSA, KaXObIN N3 KOTOPLIX CTPOUTCS MO CXEME:

1. CIIYWAJA:

BbICTYTUIIN: (ecrnn odopmnfaeTca NOMHbIM NPOTOKOST)

PELWAIIN: (nnn MOCTAHOBWJIN:)

Mocne crnosa "CJIYLWAJTIN": B MmeHUTeNbHOM Nagexe ykasblBaeTcs hamunmng
JoKnagvnka n mnsnaraetca tema goknaga. Ecnn nmeetcsa TekcT goknaga, nocrne
dramunnmn gokagymka genaetca otMmeTka: "TekCcT gokaga npvnaraetcs”.

B pasgene "BbICTYIUIIN": nocnepoBaTenbHO YyKasblBalT aMmunmMm nu,
NPVHABLUMX Yy4YacTue B OOCYXOEHUW AOoKnaga, WM BbICKa3aHHblE VMW MHEHMS.
damMnnuun BbICTYNUBLLUX U cogepXXaHne UX BbICTYMMEHUN 3annucbiBaoTca B oopme 3
nMua eguMHCTBEHHOrO UMM MHOXECTBEHHOro 4Yucna: "cuutaet”, "npegnaraet” wnm
"cuntatoT", "npegnaratot".

[Mpn HeobxoAMMOCTM B 3TOM Xe pasferne NpoToKora (MKCUpYTCA BOMNPOCHI,
3agaHHble 4oKNag4uKy, N ero OTBETHI.

B pasperne "PEWWUIIN". ("MOCTAHOBWJIN") 3anucbiBaeTcsa MpUHATOE
peLueHve.

[MpuHATbIE peleHna OpMyNMPYIOTCA B HeonpeaesieHHoM dopme  rnarona:
"nopabotatb...", "ogobputb...", "nponHdopMmnpoBaTh...".

Mo ogHOMY BOMPOCY MOXET BbITb MPUHATO HECKOSTBbKO PELLEHN, B 3TOM Cllydae
OHW HyMepYyHTCS apabckumn Lndpamu.

[Mpn HeobxoAMMOCTM Hapsay C peLleHMEM YKasblBalOTCS  pe3ynbTaTbl
royfloCoOBaHWSA: KONIMYECTBO rofiocoB, NModaHHbiX "3a”, "npotme", "Bo3gepxasLumxcs”,
a Takxe, eCnv roriocoBaHne 6bIfo TarHbIM, - KONMMYECTBO BblAaHHbIX OHONNeTeHEeN.

Ecrm ogvH 3 y4aCcTHMKOB 3acefaHus He COrfaceH C peLleHueM, OH MOXeT
npeactaButb ocoboe MHeHMe Mo MpPUHATOMY peleHnto. OHO u3naraetcss Ha
OTAENBHOM fIUCTE U NPUCOEANHAETCS K NPOTOKOMY. B aTOM criydae B NpoOTOKOse
nocre 3anucu COOTBETCTBYIOLLErO peleHnsa genaetcsa 3anuck: "Ocoboe MHeHue
lNetpoBa A.l. npunaraetca”.

[Mpumep odhopmrieHns NPoToKoNa AaH B npunoxeHun N 7.



5.8. lpu cocTtaBneHun p[enoBbiX (CryXeOHbIX) MNUCEM PEKOMEHAYETCS
Y4uTbIBaTb Criegyowme npasuna:

- MNCbMO OOSMKHO 6bITb NOCBALLEHO ofgHOMY Borpocy. [1Ba Bonpoca un 6onee
MOryT paccMaTpuBaTbCS, €CIN OHWU OTPaXarT CTOPOHbLI OAHOro obLero Bonpoca u
No HUM ByaeT NPUHMMATbLCS O4HO PeLLEHNE;

- MNCbMO HE AOSPKHO ObITb 60MbWMM Mo 06bemMy (6OMBbLUMHCTBO NUCEM - OO0
OOHOM CTpaHuUbl TEKCTa U JfMWb B WCKIOYMTENbHBIX Cryyasax, Tpebyrowmx
AeTanbHOro OonNucaHmsa M aHanusa, NMMCbMO MOXET cogepXaTb 40 MATU CTpaHuu
TeKkcTa).

B nenoBbix nMcbMax MCNoSb3yHTCSA POPMbI U3NOXKEHUS:

- OT nNepBOro smua MHOXeCTBEHHOro u4ucna ("npocum HanpasBuTb...",
"npeacTaBnigemM Ha pacCMOTpeHKe...");

- OT TPETbEro nMua eguHCTBEHHoro Yncna ("MMHUCTEPCTBO HE BO3paxaerT...",
"06LLEeCTBO cUUTAET BO3MOXHbIM...");

- OT nepBOro snvua eguHcTBeHHoro uucna ("cumtard HeobxogumbiMm...",
"npeagnarao paccMoTpeTb..."), ecnm NMCbMO 0POPMIEHO Ha BraHKe AOIMKHOCTHOIO
nua.

B nenoBbIx nMCbMax MOXET MCMNOSb30BaTbCS - BCTYNUTENbHOE obpalleHme:

YBaxaembln rocnoguH lNpeaceparens!

YBaxaeMbli rocnoguH N'ybepHatop!

YBaxaembii rocnoauvH Npoxopos!

YBaxaemas rocrnoxa 3axaposal

YBaxaemblit Hiukonan MNetposuny!

YBaxaemas Onbra HukonaesHal

YBaxaemble rocnoaal

B obpalueHnm no AOIMKHOCTM HaUMMEHOBaHNE OOMKHOCTM MULLETCS C NPONMMUCHON
OyKBbl, B 06paLeHnn no daMmmnmm nH1Lmarnsl fvua He ykasblBatoTCS.

B nucbme MOXeT MCnonb30oBaTbCs TaKXe 3aKioynTeNbHas aTUKEeTHas dopasa:

C yBaxeHvewm, ...

BcTynutenbHoe obpalleHre pacnonaraeTcs Hag TEKCTOM NMCbMa nocepeanHe
N 3aBepLiaeTcs BOCKMUATENbHLIM 3HAKOM. 3aknouutenbHass aTUKeTHasa dopasa
pa3mMeLlaeTcs OT NIEBOro Nnons 1 3aBepLuiaeTcs 3ansaTon.

TeKkCT nMcbMa MOXET COCTOSATb:

- U3 OOHOW YacTu, eciim OCHOBHOE copepxaHue nucbma (npocbba, coobLueHne
HanoMmnHaHue n ap.) He TpebyeT 00OCHOBaHUS;

Hanpumep:

Mpurnawaem Bac npuHATL y4acTne B cemuHape “"TexHorornyeckue u
npaBoOBble acnekTbl 3alMTbl KOMMEPYECKON MHdopMaLmn”, KOTOPbIN COCTOUTCS
13 aekabpsa 2018 r. B LeHTpanbHOM ogmce Hallero areHTcTBa (Cxemy npoesga
npuraraem).




- U3 ABYX YacTten: oboCHOBaHME W 3aKYeHune, - NpenCcTaBlieHHbIX B Buae
OLHOro NPOCTOro NPeasIoKEHs.
Hanpumep:

B cBs31 ¢ HEOBXOANMOCTBIO PAaCCMOTPEHUS psiAa 9KOHOMUYECKNX MPOEKTOB
npocum Balero cormacusi Ha NpoBedeHWe B TeKylleM Mecsle COBELIaHus B
MockBe C y4yacTveMm npencraBuTenent MMHUCTEPCTB N BEAOMCTB.

- N3 Tpex YacTeun: BCTynneHne, oboCHOoBaHWe, 3aKroyeHve.
Hanpumep:

B cooteBetctBUM C [lnaHoM Hay4yHO-UccriegoBaTenbCKMX paboT Halwemy
oTAeny nopy4yeHa Tema..... Co CPOKOM BbINOfiHeEHUS B gekabpe 2017 r.

B cBs3M C¢ Tem, YTO B TEKYLUEM roA4y YUCIIO COTPYAHMKOB Hallero otaena
cokpaturiocb Ao 10 4enoBek W BbINOfHEHMEe paboTbl B CPOK  He
NpeacTaBnaAeTcs BO3MOXHbIM, MPOCUM MPOU3BECTU KOPPEKTUPOBKY CpoKa
BbIMOSTHEHUS TEMbI.

Bo BcTynneHun dopmynupyetcs Tema nucbMa, ob6bsiCHAKOLWAS MPUYUHBI €ero
HanucaHuda. BCTynneHne MOXeT coaepXaTb: CCbIKY Ha [OOKYMEHT Wnn  ero
oTAenNbHbIE MYHKTbI, NOCYXUBLLUKE HOPUONYECKMM OCHOBAHMEM UMM NOBOAOM ANA
NMCbMa; KOHCTaTauuo pakTa, cobbITUS, CIIOXKMBLLENCSA CUTYaLUN.

OcHoBHOE cogepXaHMe NUCbMa COCTaBMAKT OnMuMCaHue CcobbITUs WK
cuTyauum, Ux aHanus u NpMBoAnMbIE JOKa3aTeNbLCTBAa.

3aknoveHrne npeactaenser cobor BbiBOOAbI B BUAE NPEONOXEHUA, MHEHUN,
TpeboBaHui, NPoCcb6, OTKA30B, HAMOMUHAHWIA.

[Mpn cocTaBneHUn [enoBbiX MUCEM PEKOMEHOYETCA WCMOoNb3oBaTh KrMLe
(cnoBa 1 popmMynMPOBKK, YacTo yrnoTpednaemble ONS BblpaXXeHUsl onpeneneHHoro
CMbIcna).

Hanpumep, HekoTopble Knnwe - 060CHOBaHUS:

B cBA3n ¢ npon3BoaCTBEHHON HEOOXOANUMOCTBIO. ..

B cootBeTtcTBUM C pelweHvem CoseTa AupekTopoB (npotokon oT N
_ )

Bo ncnonHeHue pacnopsibkeHust Mopa Mockeel o1~ N ;

B nopsiake okasaHust TEXHUYECKOW NOMOLLIN...

B uensix ycuneHusa oxpaHbi...;

B noaTteepxaeHne Hallen 40oroBOPEHHOCTMW. ..,

B cootBeTcTBMM C NNaHoOM obydeHus...;




Mo copoepxaHuio N Ha3HaYeHU0 NMCbMa MOTYT MOAPa3aAenAaTbCA Ha: NUCbMa-
npocbbbl, NMCbMa-3anpochbl, NMMCbMa-OTBETbI, MMCbMa-U3BELLEHWS, FapaHTUIHbIE,
MH(POPMaLMOHHbIE, peKSlaMHble, KOMMepYecKne, MMCbMa-NpurnaLieHns u ap.

Kaxabin BUA NMCbMa MMeET onpeaeneHHyo hopMynmpoBKY OCHOBHOW MbICIIN:

- NncbMo-npocbba (3anpoc) - Npocum, npowly (Ha OIPKHOCTHOM BaHke);

- NMNCbMO-Cco0bLLEHME - coobLiaem (coobuato);

- CONpOBOAUTENBHOE NMUCBbMO - HanpaBnseM, NPeACcTaBsieM, BbiCbINIaeM;

- MMCbMO-NpeasIoKeHne - Npeasiaraem;

- MMCbMO-NpUrNaLleHne - NpurnaLwaem;

- MUCbMO-HaNoOMWHaHWe - HaNOMUHaeM;

- NPETEH3Us - BblpaXxaeM, NpeabsaBrseM, 3asBrigeM NpeTeHs3unio;

- nucbMo-TpeboBaHue - Tpebyem, npocum (B AENOBOW MNEPENUCKE CIIOBO
"npocum”, obpalleHHOe K nuly, HapyLmBLUEMY YCMOBMS  OOroBopa, Mo
06a3aTenbHOCTY BbINONHEHNST paBHO CrioBy "Tpebyem").

TekcT nucbma OormkeH OblTb HanMcaH AefioBbIM CTUNEM, KOTOpbI obnagaet
COBOKYMHOCTbIO MNPU3HAKOB, XapaKTepu3yllwmx €ero C TOYKM 3peHuss oTbopa
NEKCUYECKUX CpPedCTB $A3blKa, MOCTPOEHUSI CIOBOCOYETaAHWUNA, NPEOSIOKEHUA U
TEKCTOB B LIESIOM.

K OCHOBHbIM CTUMEBLIM YepTaM AEeNOBOWN pedn OTHOCHATCS:

HEeNTpanbHbIA TOH N3IOXEHWS;

TOYHOCTb U ACHOCTb U3MOXEHUS;

NAKOHMYHOCTb M KPaTKOCTb TeKcTa.



5.9. TekcT akTa, nogTeepXxgawLwero genctene wumm cobbiTve (Hanpumep,
nepegadvyy OT OOHOrMO fvua APYroMy mMartepuanbHbIX LLEHHOCTEW), COoCTaBrseTcs
NOAbMU, OCYLLECTBAOLLMMMN 3TOT NpoLecC.

Ecrm cosgaHnio akTa npewecTBoBarna, Hanpumep, MpoBepka, TO OH
COCTaBIIAETCS HECKOMbKUMU nvL,amm (KoMUCCHEN).

TekCT aKkTa MOXeT COCTOATb W3 [OBYX YacTen: BBOAHOM U OCHOBHOW
(koHCTaTUpyoLLEen).

Bo BBOAHOW 4YacTuM akTa YyKasblBaeTCHA pacnopsiauTeribHbli OOKYMEHT, Ha
OCHOBaHMM KOTOPOroO aKT CO3[aeTcs, ero Homep n aata. Ecnm Takoro JOKyMeHTa He
ObIfo, nepBasd YacTb OnyckaeTcd. Bo BBOQHOM YacTU Ha3blBAOTCS COCTaBUTENU
aKkTa (ecnm akT COCTaBrAsiCsa KOMUCCHEN - Npeacenaterb U YSieHbl KOMUCCUN).

[Mpn nepevncneHmn nuy, yd4acTBOBaBLUMX B COCTaBSfIEHUMW aKTa, yKasblBalOTCHA
HaUMEHOBaHUA [OOfpKHOCTEN, daMuiMnM M MHUMUKanbl. [lepBbiM  yKa3biBaeTcs
npegcenartenb kKommccun. B HeobxoguMbix criydasix [OMyCcKaeTcsl ykasblBaTb
HaMMeHoBaHWe opraHuM3aumm (mecta paboThbl), CBegeHus O [AOKyMEeHTax,
YAOCTOBEPSOLLMX JIMYHOCTb, MOSIHOMOYMS UL, y4acTBOBaBLUMX B COCTaBfIEeHUU
akTa, 1 ux agpeca.

dammnmmn 4neHoB KOMUCCUKM pacrnornaralTca B andgaBuTHoOM nopsagke. Crosa
"OcHoBaHue", "Mpencenatens”, "YneHbl kommuccumn", "MpucytTcTBoBanM" NULWYTCA C
nponucHon 6ykebl OT ab3aua.

B ocHOBHOM YacTu akTa uanararoTCs YCTaHOBSIEHHbIE (JaKTbl, @ TaKxe BblBOAbI
N 3akmoyeHusi. TekKCT akTa 3akaHyMBaeTCA CBedeHUsIMU O KOnu4ecTBe
3K3EeMNNSAPOB aKTa U MecTe MX HaxoxaeHusi. KonmyecTBO 3K3eMNSpOB akTa
onpenenseTca KOnMMYeCcTBOM 3aMHTEPECOBAHHbIX CTOPOH WM HOPMAaTMBHbLIMU
AOKYMEHTaMW, perfnaMmeHTUpYHLLMMM COCTaBIIEHNE akTa.

Hanpumep:

CocTaBreH B 2-x aKk3eMnnsipax:

1-n ak3emnnsap - Byxrantepus,

2-1 3K3eMNSIAp - KOMMEPYECKNIA OTAEN.

[Mpumep cocTaBneHus akTa npeacTasrieH B npunoxeHun N 8.

5.10. [Ona noarotoBKM [OOKYMEHTOB, COCTaBfIEHHbIX MO  OOHOTUMHBIM,
NOBTOPSAKOWMMCH CUTyaunam (Npukasbl MO JIMYHOMY COCTaBy, AOroBOpPbl O
nepegavye OOKYMEHTOB Ha roCygapCTBEHHOE XpaHEeHWe, akTbl 00 YHUUTOXEHWU
OOKYMEHTOB), pekoMmeHOyeTca paspabatbiBaTb WabnoHel ¢  TpadapeTHbIM
TEKCTOM.

6. bnaHkn oOKymeHTOB

Ona wnsrotoBneHns OnNaHKOB [OOKYMEHTOB WcCnonb3yeTca Oymara
¢opmatoB A4 (210 x 297 mm), A5 (148 x 210 mm); AnA U3roToBreHMa 6NaHKoB
pe3onoumn ucnonb3lyetca 6ymara popmaroB A5 (148 x 210 mm), A6 (105 x
148).

BnaHkun nOKyMeHTOB crneayeT U3rotaBnMBaTtb Ha 6enou 6ymare unu bymare
CBeTNbIX TOHOB. ®OH 3NEKTPOHHbIX LWAGNOHOB AOKYMEHTOB AOIMKEH ObITb
6enoro uBeTa.



Kaxablh nucTt fokymeHTa, ochOpMIieHHbIM Ha OnaHke wnu 6e3 Hero,
OONMXeH nMeTb Nons He MeHee:

20 MM - neBoE;

10 mm - npaBoe;

20 MM - BepxHee;

20 MM - HUXHee.

6.1. JJokyMmeHTbl AnuTtenbHbiX (CBbiwe 10 fieT) CPOKOB XpaHEHUSA N LOKYMEHTbI C
otmeTkon IlK gomkHbl MMeTb nesoe norne He meHee 30 mm. Bce nmcTbl ogHoro
AOKYMEHTa A0SPKHbI UMETb OAMHAKOBbIE pa3mepbl Noren.

YKasaHne pasmepbl nosien OOKYMEHTOB W pasmepbl MNofien Ans Kaxgoro
OTOENbHOro BWOAa [AOKYMEHTa YCTaHaBfMBAKTCSA FOKalbHbIM  HOPMaTUBHbLIM
NPaBOBbIM aKTOM OpraHu3auuu (MHCTPYKLMEN No 4enonpon3BoacTBy).

OpraHusauum wucnonb3yrT OnaHKU OOKYMEHTOB, MU3roToBfieHHble Ha
OoymaxHOoM Hocutene (6naHKM [OOKYMeHTOB <peaepanbHbIX OpraHoB
rocynapCtBeHHOW Bracm c BocrnpousBeaeHuem locygapctBeHHoOro repba

Poccuiickon depepauuu umsrotaBnusarTcs nonurpadpudeckumu ) n/unm
3NEeKTPOHHbIe WabnoHbl ONaHKoB.

41 [MocTtaHosnexve MpaButensctea Poccunckon Penepaunm ot 27 gekabps
1995 r. N 1268 "O6 ynopssaoyYeHun M3roTOBIIEHUS, UCMONb30BaAHUA, XPaHEHUS U
YHUYTOXEHUNA neYaTten n 6rnaHKoB ¢ BOcnpoudBeaeHneM [ocyaapcTBeHHoro repba
Poccunckon ®Penepaumn” (CobpaHune 3akoHogaTensctea Poccuickon ®enepavimum,
1996, N 2, c¢1.123; 2001 N 24, c1.2461; 2006, N 52, cT.5587).

BnaHkm Ha OGymaXXHOM HocuTesnie U 3MeKTPOHHble WabfoHbl GnaHkoB
AONXHbl OblTb MAOEHTMYHbI NO COCTaBYy PEKBM3UTOB (3a MCKIIOYEeHUeM
ucnonb3oBaHua [ocygapctBeHHoro repb6a Poccuickon depepauun),
NOpsiAKY UX PacnonoXeHus, rapHUTypam wpud Ta.



http://docs.cntd.ru/document/9015272

6.2. bnaHKn OOKYMEHTOB Ha OyMaKHOM HOCUTEeNie U 3feKTPOHHbIE LLABGMOHbI
OfaHKOB M3roTaBfMBalOTCA Ha OCHOBaHMM MaKeToB OfaHKoB, YTBeEpPXOaeMblX
pyKoBOAUTENEM OpraHn3auun.

OJNIEKTPOHHbIE WabsoHbl 6raHKOB OOKYMEHTOB [OPKHbI ObiTh 3almileHbl OT
HeCaHKLMOHNPOBAaHHbIX U3MEHEHUN.

BnaHkn OOKYMEHTOB OQuopMIIAOTCS B COOTBETCTBUM C [punoxeHnem B K
CtaHoapty. OpUEeHTUPOBOYHbLIE TPaHULbl 30H PacnosioKeHUs1 PEKBU3UTOB
0603Ha4yeHbl MYyHKTUPOM, YyKasaHHble pa3Mepbl OPUMEHTUPOBOYHLIX MPaHWUL, 30H
NpeacTaBnaAlT UHopMaL Mo 0 4ONYCTUMbIX MUHUMAarbHbIX padMmepax 30H. Kaxaas
30Ha onpefernaeTcs COBOKYNHOCTbIO BXOAALMX B HEE PEKBU3UTOB.

B 3aBucuMOCTM OT pacrornioXeHWss pPeKBU3UTOB YCTaHaBfMBaeTCA [Ba
BapuaHTa 6GnaHKOB - YrNOBOW U NPOAOSbHbIN.

6 . 3. YctaHaBnuBalOTCA cneaywowue Buabl ONaHKOB [OKYMEHTOB
opraHusauuu:

- OOLWMN OnaHK;

- OnaHK nucbMma;

- BnaHK KOHKpeTHOro Buaa AoKyMeHTa.

JlokanbHbIMM HOPMAaTUBHLIMM aKTaMn OpraHM3auMuM MOryT YyCTaHaBIMBATbLCS:
GnaHK NucbMa CTPYKTYPHOro nogpasaeneHuns, 6naHk nucbMa AOSMKHOCTHOMO finua u
Ap.).

CocTaB pekBM3NTOB OMNaHKOB oOnpeaensdeTcs nokanbHbIMM HOPMaTUBHbIMMU
aKTamun opraHuM3auum.

O6umin 6GnaHk UCNomb3yeTcs Ans M3roToBMEHUs NMOObLIX BUOOB AOKYMEHTOB,
Kpome OenoBoro (CnyxebHoro) nucbma, U BKIIOYaET CreaytoLme PeKBU3NUTDI:

01 - rep6 (locymapcTtBeHHbIM repd Poccuickon dPepepauun, repb cybbekTa
Poccuinckon depepaumnn, repb (repanbOuMyecKuUn  3HaAK)  MyHULMNANbHOMO
obpa3oBaHus);

nnm 02 - ambnema nnm 03 - ToBapHbIN 3HaK (3HaK 06 CnyxmMBaHKs), a Takxe

05 - HanuMeHoBaHVe opraHn3aLumy - aBTopa JOKYMEHTa;

13 - MecTo cocTaBneHust (U34aHns) OOKYMEHTA.
MpoCTaBnATCA Takke orpaHUYUTENbHbIE OTMETKMN AN PEKBU3UTOB:

10 - paTa OOKYMEHTa;

11 - perMcTpaumOoHHbIN HOMEP AOKYMeEHTa (CM. npunoxeHne N 9).
BnaHk nucbma BKItoYaeT PEKBU3UTDI:

01 - rep6 (locypoapctBeHHbln repd Poccunckon ®enepauunn, repd cybbekTa
Poccunckon depepaumnn, repb (repanbOuMyecKuUn  3HaAK)  MyHULMNANbHOMO
obpasoBaHus);

nnm 02 - ambnema nnm 03 - ToBapHbIN 3HaK (3HaK obcnyxuBaHKs);

05 - HaMMeHOBaHVe OpraHM3aLIun - aBTOPa JOKYMEHTA;

08 - cnpaBo4Hble AaHHble 06 opraHM3auunn.
BkrtoyaroTcs Takke orpaHNYnUTENbHbIE OTMETKN ANt PEKBU3UTOB:
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10 - paTa OOKYMEHTa;

11 - perMcTpaLMOHHBbIN HOMEpP AOKYMEHTa;

12 - cchbifika Ha perncTpaunoHHbIN HOMEpP 1 AaTy NOCTYNUBLLENO LJOKYMEHT3;
15 - appecar;

17 - 3aronoBOK K TEKCTY.

BriaHk nucbma CTPYKTYpHOro noApasfeneHusi OOMOSHUTENbHO MOXET Takxe
BKNoYaTb pekBu3nT 06 - HaMMeHOBaHMEe CTPYKTYPHOro noapasnerneHust - astopa
NNCbMa;

BGnaHK NMcbMa AO0MKHOCTHOMO Nnua - pekBusnt 07 - HaMMeHoBaHWe LOIMKHOCTU
nvua - aBTopa gokymeHTa; (npunoxeHna N 10 u N 11).

BnaHk KOHKpeTHOro Bmaa [OKYMeHTa (KpoMe nucbma) B 3aBUCUMOCTU OT
yypeauTenbHbIX JOKYMEHTOB OpraHv3auun 1 riokarbHbIX HOPMAaTUBHBLIX NMPaBOBbIX
aKTOB BKIHOMAET PEKBUSUTDI:

01 - rep6 (locymapctBeHHbIM repd Poccuickon dPepepaunn, repb cybbekTa
Poccuinckon depepaumnn, repb (repanbOuMyecKuMn  3HaAK)  MyHULMNANbHOMO
obpa3oBaHus);

nnm (02 - ambnema nnm 03 - ToBapHbIN 3HAK (3HaK OOCNyxMBaHUSA);

05 - HanMeHoBaHWe opraHn3aLumy - aBTopa JOKYMEHTa;
09 - HanMeHoBaHVe BUAa AOKYMEHTS;

13 - MecTo cocTaBneHus (M3gaHvs) AOKYyMEeHTa W, npu HeobXoaumocTu, B
3aBUCMMOCTM OT BuAA OOKYMEHTA, - OrPaHUYMUTENbHbIE OTMETKU AN rpaHuL, 30H
pacnornoXeHnsi PEKBU3UTOB:

10 - paTta JOKYMEHTa;
11 - perncTpaumOHHbIN HOMEP OOKYMEHTA;
16 - rpud yTBEPKOEHUA LOKYMEHTA;

17 - 3aronoBok K TekcTy (npunoxeHue N 12).

BnaHk KOHKpeTHOro Bmaa [OKYMEHTa CTPYKTYPHOrO nogpasneneHus
AOMOMHUTENbHO  BKMoYaeT pekBuant 06 - HavMMeHoBaHMe CTPYKTYPHOrO
noapasgeneHus, OnaHKk OOIPKHOCTHOro nvua - pekBu3umT 07 - HavMeHoBaHue
AOSDKHOCTY NULa - aBTopa AOKYMEHTA.

[na obecneveHnss yueta 6naHKOB NPOCTaBATCA TUNorpadckum crnocobom
UnM cneunanbHbIM HyMepaTopoM Y4YeTHble MOpPSAKOBble HOMepa. JTW HoMmepa
A0oMycKaeTcsa NPOCTaBNSATbL HAa NPaBOM, JIEBOM M HDKHEM MOMSX, @ TaKXe Ha Apyrom
cBobogHon nrowaan 6rnaHka ¢ TemM yCrioBMEM, YTOObI Ha HWUX BMOCMELCTBUN HE
HaKnagblBanMCb TEKCT JOKYMEHTa M apyrme ohopMnsioLme pekBu3nThbI.



6.12. B opraHax BnacTu 1 opraHudaumsx pecnybnuk Poccunckon depepaumm,
NCNOMNb3YLWMX Hapsgy C rocygapcTBeHHbIM A3blkoM Poccuiickon ®depepaunm
rocyfapCTBEHHbIN A3blK (rOCY4apCTBEHHbIE A3bIKW) pecnybnuk, UCMonb3yTcH
OnaHkn [OOKYMEHTOB Ha pPYCCKOM fA3blkeé W rOCYyAapCTBEHHOM  A3blKe
(rocynapcTBEHHbIX A3blkax) pecnybnuk:

- yrroBble (PekBM3nTbl BriaHka pacnoraraloTCs Ha O4HOM YPOBHE: Ha PYyCCKOM
A3blKe - CreBa, Ha A3blke (A3blkax) pecnybruvkn - crnpasa);

- NPoAonbHbIE (PeKkBU3NUTLI BriaHka Ha PYCCKOM SA3blke pacnoraraloTcsi CBepXY,
A3bIKe (A3blKax) pecnybrvKku - HUXe).

Hanpumep:
MHHHCTEPCTBO TATAPCTAH PECIIYBJIHKACBIHBIH,
JIPABOOXPAHEHHA COJIAMOTIIEK CAKJIAY
PECIIYBJIHKH TATAPCTAH MHHHCTPIBITbI
[MPHKA3Z BOEPHIK

r. Kaiane

[na nepennckn ¢ MHOCTPaHHbIMW KOPPECTNOHOAEHTaMN MCMOSb3YTCSA OnaHku
Ha OBYX A3blKaX - PyCCKOM W MHOCTPaHHOM S3bIKe.
Mpumep 6naHka 4ns Nepennuckn ¢ MHOCTPaHHLIMU KOPPECNOHAEHTaMMU:



Pocapxvs

denepanbHoe 6IoaXETHOE yupexaeHue
"Bcepoccumnckun Hay4yHO-UccneaoBaTelbCKUA MHCTUTYT LOKYMEHTOBEeOEeHUS U
apxmsHoro gena"

(BHAMOAL)

[MpodycotosHaga yn., .82, Mocksa, 117393
Ten./cpakc (495) 718-78-74; e-mail: mail@vniidad.ru; http://www.vniidad.ru
OKIIO 02842708; OI'PH 1027700380795; MHH/KIMM 7708033140/771001001

Rosarchiv

The Federal Budget Institution

"The All-Russian Scientific and Research Institute for Archives and Records
Management"

(VNIIDAD)

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

Ha N oT

MMpn nepenucke C WMHOCTPaHHbLIMW KOPPECMNOHAEHTaMW, agpec B peKkBuUsnUTe
"CnpaBoYHble [faHHble 00 opraHu3aunn” odoopMrseTcss B COOTBETCTBUM C

MpaBunamu okasaHus YCryr NoYToBow cBA3n Poccuiickon Penepaummn2 | peksusut
"apgpecat" odopmMmnseTcs B COOTBETCTBUM C MpaBuriaMmu OOPMIIEHUS MOYTOBbIX
aQpecoB TOW CTpaHbl, B KOTOPYK OH HanpaBnsieTCs.

4 Mynkt 22 [paBwn okasaHWsi yCcnyr MNOYTOBOW CBA3KW, YTBEPXKOEHHbLIX
npukasomMm MuHUCTepcTBa CBS3W WM MacCOBbIX KOMMYHUKauUun Poccumnckomn
®enepaummn ot 31 umona 2014 r. N 234 (3aperucTtpupoBaH B MuHucTepcTBe
tocTuymm Poccuiickon Pepepaunn 26 aekadbpa 2014 r. N 35442) ¢ nameHeHusMu,
BHECEHHbIMW Npuka3oM MUHUCTEPCTBA CBA3M U MAaCCOBbIX KOMMYHUKALIUW
Poccuiickon Penepaumm ot 13 depang 2018 r. N 61 "O BHecCeHUM n3amMeHeHun B
npukas MMHMCTEpPCTBa CBA3N U MacCOBbIX KOMMYHUKaLWW Poccuinckon Peapeparimm
or 31 mona 2014 r. N 234 "O6 yrBepxaeHun [NpaBun okasaHua ycnyr noYToBOW
cBasn” (3apeructpuposaH B MuHuctepctee toctuumm Poccuinckon depepaumm 28
mapTa 2018 r. N 50545).
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7. Ocob6eHHOCTU NOArOTOBKN 3NMEKTPOHHbIX 4OKYMEHTOB

7.1. OpraHusaumm MoryT cosfgaBaTb [JOKYMEHTbl, CO3JaHue, XpaHeHne U
MCNONb30BaHNE KOTOPbIX OCYLUECTBNSIETCS B (DOPME 3NEKTPOHHbLIX [OOKYMEHTOB.
CocTaB Takux [OKYMEHTOB MOXET YycTaHaBnMBaTbCs [lepeyHeM [OKYMEHTOB,
co3faHue, XpaHeHre 1 UCMNOoNb30BaHMEe KOTOPbIX OCYLLECTBATCS UCKITOYUTENBHO
B oOpMe 3MEeKTPOHHbIX JOKYMEHTOB, YTBEPXOaeMblM PyKOBOAUTENEM OpraHM3aLmm
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4 NOyukr 39 [MpaBun genonpov3BoAcTBa B dheaepanbHbIX — opraHax
NCMNOMHUTENbHOW  BAACTU (yrBepxaeHbl [locTaHoBneHnem  [NpaButenscrea
Poccuiickon ®eagepaumm ot 15 noHa 2009 r. N 477) (CobpaHune 3akoHogaTenbcTea
Poccuinckon ®epepaumnm 2009, N 25, ¢1.3060; 2011, N 37, cT1.5263; 2016, N 18,
cT.2641).

7.2. aﬂeKTpOHHble OOKYMEHTblI [OOJDKHbl WUMETb yCTaHOB.I'IeHHbIVI COCTaB

PEKBU3NTOB, X pacroroXxeHue 1 odopmneHne .

4  Myskr 5 [MpaBun pOenonpovsBoAcTBa B duedepanbHbiX — opraHax
NCMOMHUTESIbHOW _ BIacTu (yTBepxaeHbl [locTtaHoBneHnem  [NpaButenbcrea
Poccuickon ®enepauum ot 15 noHa 2009 r. N 477) (CobpaHue 3akoHogaTenbCcTBa
Poccuinckon ®epepaumnm 2009, N 25, ¢1.3060; 2011, N 37, cT1.5263; 2016, N 18,
CT.2641).

PekBU3NTbI 3NIEKTPOHHBIX JOKYMEHTOB OJOpMIIAOTCH B COOTBETCTBUM C
TpeboBaHusmn CTaHaapTa.

ONEKTPOHHbIE  [OKYMEHTbl  MOMyT co3faBaTbCs C  UCMOMb30BaHUEM
9MEKTPOHHbIX  LWABNoHOB. AnbOOM  3MEKTPOHHLIX LWABMOHOB  yTBEpXOaeTcH
PYyKOBOAUTENEM OpraHn3aLun.

7.3. lNMpwn nogrotoske, cornacoBaHUn 1M AopaboTKe SMEKTPOHHbBIX OOKYMEHTOB
MOIyT MUCNOSMb30BaTbCH TEKCTOBble M TabrnuMuHble pefakTopbl, NogaepxuBaroLume
yHKL MM CO3aaHNS NPUMEYAHUIA K AOKYMEHTY N OTCIIEXMBAHUS U3MEHEHUI B HEM.

Mpy nepepade OOKYMeHTa Ha nognucaHve (yTBepxaeHue) Bce npumedaHus um
3anucu 06 M3MEHEHNSIX U3 NIEKTPOHHOIO AOKYMEHTa yaandtoTCs.

Mpyn nepenave 3MEeKTPOHHOMO AOKYMEHTa Ha NognucCb M ero perncrpaumm
peKoOMeHOYeTCH UCNOoMb30BaTh hopmaT dNEKTPOHHbIX AoKyMeHToB PDF.
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7.4. OnNeKTPOHHble [OOKYMEHTbl MNOLMUCLIBAIOTCS 3fIEKTPOHHOW MOAMNUCHIO.
YcrnoBusi NpU3HaHWS  3MEKTPOHHbIX  LOKYMEHTOB, MNOAMUCAHHbLIX YCWUIIEHHOW
KBanMuUMpoBaHHOM 3NEKTPOHHOW MOANUCHID, PaBHO3HAYHbIMM LOKYMEHTaM Ha
OyMaKHOM HocuTene, noanucaHHbIM CcOBCTBEHHOPYYHOM NoanuChbIo,
ycTaHasnmBatwTca PegepanbHbiM 3akoHoM oT 6 anpend 2011 r. N 63-&3 "O6

3NEeKTPOHHOW noanucu"4> .

45 Cratba 6 PenepanbHoro 3akoHa ot 6 anpena 2011 r. N 63-®3 "O6
anekTpoHHon noanucu” (CobpaHue 3akoHopatenbcTBa Poccurckon depepaunn,
2011, N 15, ¢T1.2036; 2011, N 27, c¢1.3880; 2012, N 29, ¢T1.3988; 2013, N 14, cT.1668,
N 27, c1.3463, N 27, c1.3477; 2014, N 11, c1.1098, N 26, c1.3390; 2016, N 1, cT.65,
N 26, cT.3889).

7.5 PekBuanthl AJIEKTPOHHOIO OOKyMeHTa, BbICTynawowpme B KadecTBe

rpadmyecknx anemeHToB#  (gata [OOKyMeHTa, PerucTpauuoHHbIA  HOMEP
AOKYMEHTa, M Ap. - N0 YCMOTPEHUIO OpraHn3aumm), 4oSMKHbI BOCMPOM3BOAUTHCS Ha
AOKYMEHTE C BbINOMHEHNEM criegyowmx TpeboBaHUn:

46 [laHHble, KOTOpble BHOCATCSA B LIAGIMOH NPV COCTaBIIEHWMN 3NEKTPOHHOIO
[OKYMEHTa, a TaKke B TOArOTOBMEHHbIA 3NEKTPOHHBLIN [AOKYMEHT MNpu €ro
noanMcaHumn 1 permcTpauum.

- rpadpmyeckme aneMeHTbl JOMMKHbI pacroraraTbCsl Ha MecTe COOTBETCTBYHOLLIMX
PEKBU3WUTOB AOKYMEHTA, yKa3aHHbIX B CTaHOoapTe;

- rpadmyeckue SnNeMeHTbl AOIMkHbl ObiTb BUAMMBIMKM U YUTaEeMbIMU MPU
oTOOpaXeHUn (BOCNpon3BeaeHUN) 3NEKTPOHHOIO JOKYMEHTA;

- rpagmyeckne anemMeHTbl He OOSDKHbI MepeKkpbiBaTbCA WM HaknadblBaTbCs
[IpYr Ha Apyra;

- n3obpaxeHne rpadmyeckmx 3NEMEHTOB He OOMMKHO NEPEKPbIBaTb 3MEMEHTbI
TeKcTa JOKYMEHTa U Apyrve peKBUSUTDI.

Mpadmyeckne anemMeHTbl PEKBU3UTOB, Npearonaralolmx COOCTBEHHOPYYHYH
noanuch (rpud cornacoBaHns OKYMEHTa, rpud YTBEPXKOEHMS [OKYMEHTa, OTMeTKa
0 3aBepeHun Konum), odopMIIStOTCS C UCMONb30BaHMEM OTMETKN 00 3NEKTPOHHOM
noanmcu.

7.6. Onsa opraHu3auuv npouecca BU3MPOBAHUA SIIEKTPOHHLIX LOKYMEHTOB B
permcTpaumoHHo-y4eTHon copme CO[I AormkHbl ObiTb NPeaycMOTPEHbl Mo,
cogepxalpe cBefieHUs 0 AOMKHOCTY Nvua, BU3MPYIOLLEro AOKYMEHT, ero hammnmm
N nHUumManax, aate Bu3bl, pesynstarte pacCMOTPeHuUs (corracoBaHo, COrnacoBaHo
C 3amMevaHusiMK, He COrfacoBaHo), a Takxke nosie Ons BHECEHUA 3ameyvaHun no
3IIEKTPOHHOMY [OKYMEHTY.

[ns BHeCeHnsa pesosnouun B perycTpaunoHHo-ydeTHyto dopmy CIL0 OOmKHbI
OblTb NPedycMOTPeHbl NOMs pPesorniouuKn, BKMOYalWMe Mons And BHEeCEeHUs
cBefeHn O haMuun, MHULManax UCnonHUTens (UCMorHUTEnen), nopy4eHun no
AOKYMEHTY, CPOKE WCMOSIHEHUSA, [OOIDKHOCTH, dhaMunuM M uHALManax rnvua,
BblHECLLEro pesonouuno, gare pesonouun. [JOononHUTENbHO MOryT BKIOYATbCS
nons, coaepxalume CBeeHNst 0 JOIPKHOCTU UCTOSNHUTENS.
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7.7. OpraHusaumm, oCyLLECTBSIOLLME COBMECTHYH AEATENbHOCTb B KaKOW-NNGo
obnactu, AOns obecnedyeHns KayecTBEHHOro obmeHa WHdopmauuen moryT
perynupoBaTb dopmaT, MopsaoK OOMeHa SNEeKTPOHHbIMW [OKYMeHTamu U T.4.
NOCPEACTBOM 3aKIHOYEHUS CormalleHUiA MeXay CTOPOHaMM.

NMpunoxeHunsa

NMpunoxeHune N 1.

MpunoxeHune N 1
Kn.3.9

Pocapxus

depnepanbHoe 6IoaXETHOE yUYpexaeHue
"Bcepoccuickuin HaydHo-uccrnegosaTenlbCKUn MHCTUTYT
AOKYMEHTOBEEHNS U apXMBHOro gena"

(BHUMDAL)
YTBEPXOAKO
Hupektop BHANOAL
[Moonuck H.H.KyHsaeB
01.03.2018
NMHCTPYKUWNA
Mo AENONMPOM3BOACTBY

OGpa3seL TMTYNbLHOrO NUCTa A OKYMEeHTa



MNMpunoxeHune N 2. NpumepHbIN NepevYeHb AOKYMEHTOB,
noanexawmx yTeepXxaeHuio

MpunoxeHune N 2
K n.4.16

1. AKTbl (nNpoBepok ” peBU3UK; MNpUEMa 3aKOHYEHHbIX CTPOUTENLCTBOM
o6 bekToB, 060PYyAOBaAHUSA; SKCNEPTU3bI; Nepeaayun Aen; MMKBngaunum opraHmsawumn,
yupexaeHun, NpeanpuaTnuia u 1.4.).

2. 3AOAHMA (Ha npoekTMpoBaHME OOBHEKTOB, TEXHUYECKMX COOPYKEHUMN,
KanutanbHoe CTPOUTENbCTBO; Ha MNpPOBedEHVMEe HayyYHO-UCCrenoBaTerbCKuX,
MPOEKTHO-KOHCTPYKTOPCKUX N TEXHONOMMYECKUX paboT; TEXHNYECKUe 1 T.4.).

3. MHCTPYKUNW (npaBuna) (AOSPKHOCTHLIE, NO OENONPOU3BOACTBY; TEXHUKE
6e30nacHOCTU; BHYTPEHHEro TpyA0BOro pacnopsigka u 1.4.).

4. METOONYECKUWE PEKOMEHOALIMA, METOONYECKUNE YKASAHUA.
5. HOMEHKJIATYPA OEN OPIAHN3ALINA

6. HOPMbl 1 HOPMATUWBbI (pacxoga cbipbsi, MatepuasioB, 351eKTPO3Hepriu;
TEXHOMOrMYEeCKoro NPOEKTUPOBAHUS; YACTIEHHOCTN PabOTHMKOB U T.4.).

7. OMNCW pen (NOCTOSIHHOIO, BpeMeEHHbIX (CBbiwe 10 feT) CPOKOB XpaHeHUs U
MO NINYHOMY COCTaBYy).

8. OTYUETbI (0 Npon3BOACTBEHHON AEATESNIbHOCTW, KOMaHOMPOBKaX, Hay4YHO-
nccrnegoBaTenbCckmx pabortax n 1.4.).

9. NMEPEYHU (gorkHocTen pabOTHUKOB C HEHOPMMPOBAHHBbIM paboymM gHEM;
NpeanpuaTUA, Ha KOTOpblE PacnpOCTPaHAKTCA onpeferieHHble NbroTbl; TUMOBbIX
AOKYMEHTarnbHbIX MaTtepuarnoB, obpasylolmxcss B AeATENbHOCTU MWHUCTEPCTB,
BEAOMCTB M OPYrMX OpraHu3auuin, C yKasaHMEM CPOKOB XpaHEHWs MaTtepuarios u

T.4.).

10. TUIAHbl (NPOM3BOACTBEHHLIE; CTPOUTENIBbHO-MOHTaXHbLIX, MPOEKTHO-
N3blCKaTENbCKMX, Hay4HO-UCCeqoBaTeNlbCKMX paboT; BHELPEHUA HOBON TEXHUKW;
pacrnpegeneHs npoaykumm no YCTaHOBSIEHHOM HOMEHKNAType; [OOXO40B MO
XUIMULLHO-KOMMYHaNbHOMY PEMOHTY; paboTbl  Komnermm, Hay4yHO-TEXHUYECKOro
COBEeTa, Y4EHOro coBeTa 1 T.4.).

11. TIOJIOXKEHNA (06 opraHusauuun; O CTPYKTYPHOM noapasneneHuun; o
NpeMmpoBaHun 1 17.4.).

12. TIPABUNA

13. MPOI'PAMMbBI (npoBeaeHus paboT 1 MeponpusaTUin; KOMaHAUPOBOK U T.4.).



14. PEIMMAMEHTbI (B T.4.pernameHTbl 613Hec-npoLeccos).

15. CMETbI (pacxogoB Ha cogepxaHue annapata ynpasreHus, 34aHuN,
MOMELLIEHNA, COOPYXEHWUN; WCMONb30BaHUA cpeacTs oHaa npeanpuaTvs; Ha
MOArOTOBKY M OCBOEHWE TMpPOM3BOACTBA HOBbIX UW34ENUA; Ha KanutanbHoe
CTPOUTENBLCTBO U T.4.).

16. CTAHOAPTbI (rocyoapCTBeHHble, HauMOHamnbHble,  OpraHu3auum,
oTpacrieBble).

17. CTPYKTYPA U WUTATHAA YWACIIEHHOCTb.
18. YHNONLIMPOBAHHBIE ®OPMbl JOKYMEHTOB
19. YCTABBbI.

20. IUTATHBIE PACTMIMCAHNA 1 nameHeHust K HUM.

NMpunoxeHune N 3. NpumepHbIN NepevYeHb AOKYMEHTOB, Ha
KOTOpble CTaBUTCA Ne4vyaTb OpraHM3auumu

MpunoxeHune N 3
K n.4.24

1. AKTbl (npuema 3aKOHYEHHbIX CTPOUTENLCTBOM OOBLEKTOB, ODOPYyAOBaHUA,
BbINOMHEHHbIX paboT; cNMcaHuns; aKCNepTu3bl U T.4.).

2. APXVBHBIE CTPABKW.

3. [JoKyMeHTbI HarnoroBom OTY4ETHOCTM.

4. SAKJTIOYEHNA N OT3bIBbl Ha aBTOpedepaThI.

5. SAABJIEHNA (Ha akkpeouTme; 06 oTKase OT akuenTta u T.4.).

6. NCMNONHUTENBbHBLIE NNCTHI.

7. HOPMbI pacxoga.

8. OBPA3UbI oTtTuckoB nevatenn n noanucen pabOTHUMKOB, MMEKOLMX MpaBo
coBepLleHns1 MHAHCOBO-XO3ANCTBEHHbIX OrnepaLun.

9. NMMCbMA rapaHTuUnHbIE (Ha BbINOMHEHWE paboT, ycryr).

10. TlopyyeHus (OrogxkeTHble, OaHKOBCKME, MNEHCUOHHbIE, MraTeXHble,
MHKaccoBble B 6aHK Ha Nosy4eHne MHBankoTbl CO CHETOB, NEPEBOL BantoThl).

11. TNPEOACTABJIEHAA wn xopaTanctBa (O HarpaxgeHuu opgeHamm  um
MegansaMu; npeMmmsamMm u T.4.).

12. PEECTPbI (4ekoB, nopyyeHuin, npeactaBnsemMbiX B 6aHK).



13. CMETbI pacxogoB (Ha cogepxaHue annapata ynpasreHUs; Ha KanbKynsuunio
K 0OroBopy 1 T.4.).

14. COITALLEHNA.

15. CINPABKW (nMMuTHbIE; O BbINnate CTPaxoBbiXx CyMM; 06 MCMONb30BaHUK
OIOKETHLIX aCCUrHOBaHUM Ha 3apnnarty; O HaYUCIEHHOM U NpUYUTaoLLENCs
3apnnate nt.4.).

16. CMEUNPUKALUNWU (n3penvi, npoaykumm n T.4.).
17. TUTYJbHbIE CTINCKW.
18. YOOCTOBEPEHUA.

19. YCTABbI opraHusauumn.

NMpunoxexune N 4

MpunoxeHune N 4
Kn.5.5



denepanbHoe rocyaapcTBeHHOe
YHUTapHoe npeanpusitue
"OkocepBunc"

(Pryn "skocepsuc")

NMPUKAS

23 centabpa N 210
2018 .

MockBa

06 opraHusauum pabot no
nporpamme
"Qkornorua Poccun"

B cBs3M ¢ HEOBXO0AUMOCTBIO peanu3almm nporpammbl "Akonorns Poccun”
NMPUNKASBIBAIO:
1.  PykoBogutento  YnpaeneHus  akorormm  02.10.2018 npeactaButb
KaneHgapHbIN NiaH MeponpuUsITUA MO BbINOIHEHWUIO NMPOrpaMMbl;

2. Pykosogutento duHaHcosoro ynpasrneHunss 10.10.2018 npenctaBuTb CMETY
3arpar o BbINOSIHEHMIO MPOrpaMMbl.

3. ...

4. KOHTpOrsb UCMOMHEHMS NMprKasa OCTaBIsio 3a CO60M.

PykoBogurtenb [Moonuck N.A.PAanyLwkunH

O6pasey ochopmneHns npukasa



NMpunoxeHune N 5

Kn.b5.5



AKLIMOHepHOe 06LeCTBO
"MHTEJTMHBECT"

["eHeparnbHbIN aMpeKkTop

PACIMOPAXXEHWE

06.11.2018 N 108-p

MockBa

O noarotoBKke K npaszgHoBaHuio 70-1
rogoBLLMHbI MNobeabl B Benukon
OTeyecTBEHHON BonHe

B cBasn ¢ npubnmxkeHnem npasgHoBaHus 70-n rogoBwmHbl [lobeabl B
Bennkon OTeyecTBEHHOW BOVHE:
1. PykoBogutenio [enaptameHta npotokona (Opnosy AA.) 10.04.2015
npeacTaBUTb NiiaH NpPa3gHUYHbIX MEPONPUATUN.

2. PykoBoauTenam CTPYKTYpHbIX nogpasgenednn 12.04.2015 npenctaBuTtb
CNNCKM paboTHNKOB, BblAENEHHbIX 4151 NOArOTOBKM K Npa3aHOBaHNIO.

3. e

4. KOHTpOmMb 3a MWCMOMHEHMEM PaCMopsKEHWUS! BO3MOXUTb Ha pyKoBOOMTENS
Cekpetapuarta (CuHnukuHy B.U.).

[Moonuck N.A.KyponaTkuH

OGpasey ochopmneHns pacnopske HUs



NMpunoxeHne N 6

Knb5.6

AKLMOHEPHOE 0BLLECTBO YTBEPXOAKO
"KOMIMNMEKCHBIE CUCTEMbI"

PykoBoauTenb opraHnsauum
MONOXEHUE

O cnyx6e OOoKyMEHTaLNOHHOrO [lodnuck O.B.MBaHoB
obecrnevyeHuns ynpasreHus

[arta



1. OOwWwme nonoxeHus

1.1. Cnyxba AOKYMeHTaUMOHHOro obecneveHnst ynpaesneHus (ganee - cnyxba
AOY) saBnsetca  camMoOCTOATENbHbIM  CTPYKTYPHbIM  noApasgesieHMem
OopraHun3aLum, OCYLLIECTBIAIOLLMM OpraHn3aunto paboTbl C OKYMEHTaMM.

1.2. Cnyxba [OOY cosgaetcsa n nMKBMOUPYETCS MNPUKA3oOM PYyKOBOAUTENS
opraHmsauun.

1.3. Cnyx6y OOY BosrmaBnser 3aBeaylolmin cryxbon, HaszHavYaeMbli Ha
OOIPKHOCTE M OCBOOOXOaeMbld OT  [OSPKHOCTU MPMKaA3oM  PYKOBOAUTENS
opraHmsauun.

1.2.* Cnyxba [OOY B CBOEM [OeATernbHOCTU PYKOBOACTBYETCS
3akoHopartensctBoM Poccunckon depepaumm B cepe  nHGopMauum,
AOKYMeEHTauuu, rocya4apCTBEHHbIMW  CTaHAapTamu Ha  [OOKYMEHTbI,
HOPMAaTMBHbIMM W MeToauMYecKMM [JoKyMeHTamu PocapxuBa no Bonpocam
opraHmsauum  paboTbl C  OOKYMEHTaMM U apXMBHOMO  XpaHeHus,
3aKoHOOaTeNnbCTBOM O Tpyae W oxpaHe Tpyda Poccuickon ®epepauumn,
YyCTaBOM OpraHusauun, WHCTPYKLMEN MO [OKYMEHTALMOHHOMY OGecnevyeHuio
OEATENbHOCTN OpraHusauuu, npukasaMmm M pacropskeHUs MU PyKoBOAUTENA
opraHu3auum, HaCTOALLMM MOSTOXKEHWEM.

* Hymepaumsi cCooTBETCTBYET opuriHany. - lNprumeyaHve narotosutens 6asbl
[AaHHbIX.

O6pas3eu ochopmneHUs NONTOXKEHUSA O CTPYKTYPHOM noapasaesieHum



NMpunoxeHne N 7
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AKLIMOHepHOe 06LLeCTBO
"KOMIMIEKCHBIE CUCTEMbI"

MPOTOKON
3acegaHvs AnpeKkLum

5 maa 2018 . N NM3C-5

MockBa

MNMpencepatens - [Netpos A A.
CekpeTapb - Makcumosa M.M.
MpucytcTBoBanu: 15 4Yenosek (CNUCOK NpuraraeTcs)

NOBECTKA OHA:

1. O Mepax no peanusauum nporpamMmmsl "......... :
Hoknag samectutensa anpektopa KonenkuHa W.I1.
1. CITYWAIN:
KonenknHa W.I.- TekcT goknaga npynaraeTcs.
BbICTYTUIN:
Wauknn 3.4. - KpaTKas 3anncb BbICTYMNNEHWS.
KyukuH U.C. - kpaTkas 3anncb BbICTYMNNEHUS.
PELLNIIN:
1.1. OpobpuTtb MNnaH paboTbl N0 peanusauum NPorpaMmmbI.
1.2. Pykosoauteno ®PuHAHCOBOrO YynpasrieHWss nogrotoButb u CmMmeTty
pacxo4oB no peanu3alum nporpammb.

Mpencepnarens [Nodnuck A.A.lleTpos

CekpeTapb [Nodnuck M.M.MakcumoBa

O6paszey ochopmneHns NpoTokona



NMpunoxeHne N 8
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AKLIMOHepHOe 06LLeCTBO
"KOMIMIEKCHBIE CUCTEMbI"

AKT

MpoBepkM opraHu3auun XpaHeHus
[IOKYMEHTOB

MockBa

OcHoBaHue: npukas pykosBogutens ot 21.01.2017 N 25 "O nposegeHun
NPOBEPKN OpraHn3aLmn XpaHeHnst OKYMEHTOB opraHmnsauum”.

AKT cocTaBneH KOMUCCHUEN:

lNpenceparens komuccun - MieaHos A A

CekpeTtapb kommccum - MNrudkuna O.I1;;

UneHbl kommnccummn: Apbysos O.H., Bouapos H.A., MynepmaH 3.A.

C 15.02.2017 no 02.03.2017 komuccmen npoBogunacb MNpoBepKa
opraHM3aunn XpaHeHns1 JOKYMEHTOB OpraHu3aumu.

1. BbiBOAbI:

1.1. Tlopspgok XxpaHeHus [OOKYMEHTOB B oOpraHuM3auumm B LIeSsioM
COOTBETCTBYET NpaBuram, yCTaHOBIIEHHbIM JTIOKaSlbHbIMW NPaBOBbLIMU aKTaMu.

1.,

2. 3amevyaHus:

21........

22
Mpenceparens komuccumn lMoonuck A.A.iBaHOB
CekpeTapb Kommccum lNodnuck O.IN.MTrnyknHa

UneHbl KOMUCCUK:

[Nodnuck O.H.Apby30B



lModnucek H.A.Bo4apos

[Modnuck 3.A.MynepmaH

O6pasey ochopmneHnsa akta

MpunoxeHne N9

Kn6.3

Pocapxvs

®epeparnsHoe BogXeTHOE ydpexaeHue
"Bcepoccuickun HaydHo-uccnegosaTenlbCKUn MHCTUTYT
AOKYMEHTOBEEHNSI 1 apXMBHOro gena”

(BHUMOAL)

MockBa

O6paseu obLlero 6naHka opraHmsauum

MpunoxexHne N 10

Kn.6.3



Pocapxus

denepanbHoe GloakeTHOE  yupexaeHue

"Bcepoccumckun Hay4HO-
nccnenoBaTenbCKUm NHCTUTYT
AOKYMEHTOBELEHNSI U apXUBHOro aena"
(BHNLOAL)

[Mpodpcoto3Hag yn., A4.82, Mocksa, 117393
Ten./dbakc (495) 718-78-74

e-mail: mail@vniidad.ru;
http://www.vniidad.ru

OKIIO 02842708; OI'PH 1027700380795;
WHH/KIMM 7708033140/771001001

Ha N oT

O6paseuy yrnoBoro 6naHka nucbma opraHusauum

NMpunoxexHne N 11

Kn6.3


http://docs.cntd.ru/document/1200000447

Pocapxus

depnepanbHoe BOAXETHOE yupexaeHve
"Bcepoccuickuin HaydHo-uccrnegosaTelsCKUN MHCTUTYT
AOKYMEHTOBeOEeHMS U apXuBHOro gerna"

(BHAMOAL)

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

Ha N oT

OGpasey npoaonbHOro 6y1aHka NMCbMa opraHusauum

MpunoxexHne N 12

MpunoxeHne N 12
K n.6.3


http://docs.cntd.ru/document/1200000447

Pocapxus

depepansHoe 6rogXeTHOE yupexaeHue
"Bcepoccumncknin HaydHO-UccneoBaTenbCKUN UHCTUTYT OOKYMEHTOBELEHUA U
apxmsHoro gesna"

(BHANOAL)

NPNKA3

MockBa

O6pasey ochopmneHns 6naHka npmkKasa

ONEKTPOHHbBIN TEKCT JOKYMEHTa
nogrotosneH AO "Kogekc" n ceepeH no:
odmumanbHbIM canuT Pocapxvea
www.archives.ru

no coctosaHuio Ha 09.04.2019
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