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®EAQEPAINIBHOE ArEHTCTBO NO TEXHUWYECKOMY PEIYIIMPOBAHUIO
N METPOJIOITMA

HALUMOHANbHbIA CTAHOAPT POCCUACKON ®EOEPALIUN
FOCT P 7.0.97-2025

CUCTEMA
CTAHOAPTOB NO UH®OPMALIMN, BUBJITMOTEHYHOMY U UBOATENNIbCKOMY OENY

OPrAHU3ALUUOHHO-PACNOPAOUTENIbHAA OOKYMEHTALIUA
TPEBOBAHUA K O®OPMJTIEHUIO AOKYMEHTOB
System of standards on information, librarianship
and publishing. Organizational and administrative
documentation. Requirements for presentation of records
[arta BBegeHus - 2025-08-18

Mpeancnosue

1 PA3PABOTAH Bcepoccuinckum Hay4yHO-UCCreaoBaTENbCKMM  UHCTUTYTOM  [JOKYMEHTOBEOAEHUS U
apxuBHoro gena (BHUMOAL)

2 BHECEH TexHunyeckum komuTeToM no ctaHgaptudauum TK 191 "HayuyHo-TexHunyeckas nHdbopmMaums,
BubnuoteyHoe n n3gaTenbckoe Aeno, ynpasneHve JokymeHTamn"

3 YTBEPXOEH W BBEJEH B OEWNCTBME [pukasom ®PenepanbHOro areHTCTBa MO TEXHUYECKOMY
perynupoBaHuio 1 MeTposnoriun ot 26 utoHs 2025 r. N 622-ct

4 BBAMEH [OCT P 7.0.97-2016

MpaBuna NpMMeHeHMs1 HACTOALWEro CTaHgapTa YCTaHOBMEHbl B cTatbe 26 PepepanbHOro 3akoHa oT 29
mioHa 2015 r. N 162-®3 "O crangaptmsaumm B Poccuiickon Pepepaummn”. MHdopmaums o6 nM3MEHeHusIX K
HacTosileMy cTaHgapTy nybnvkyeTca B exXerogHom (Mo CcocTosHuio Ha 1 dAHBaps Tekywero roga)
WHpopMaLMOHHOM yKasaTerne "HaunoHanbHble cTaHaapThl”, a ouumManbHbIi TEKCT M3MEHEHUIA 1 MOMPaBoK - B
eXeMeCA4YHOM MHOPMaLMOHHOM yka3aTene "HaunoHanbHble cTaHaapThl". B cnyyae nepecmoTpa (3aMeHbl) nnm
OTMEHbI HAacCTOSALEro cTaHaapTa COOTBETCTBYOLLEE yBeAoMIeHne OyaeT onyOGnmkoBaHo B Gnvkaiem Bbinycke
eXeMeCA4YHOro MHPOpMaLMOHHOro ykasartensi "HaumoHanbHble cTaHgapTbl". CooTBeTCTBYOWAs MHGOpMauus,
yBEOOMIIEHNE W TEKCTbl pasMeLlaloTCcs Takke B MH(OPMaUUOHHOW cucTeMe oOLero nonb3oBaHus - Ha
oduymnansHoMm cante PepepanbHOro areHTCTBa MO TEXHUYECKOMY PEryrnMpoBaHUIO U METPOSIorMM B CeTU

WHTepHeT (www.rst.gov.ru)

1 O6nacTb NnpuUMeHeHUs

Hactosiwun ctaHgapT pacnpoCcTpaHAETCa Ha OpraHM3auuoHHO-pacnopsaanTesibHble JOKYMEHTbI: yCTaBhbl,
NOMnoXeHusl, npaBuna, WHCTPYKUUW, pernaMmeHTbl, MOCTaHOBMEHUS, PaCMOpshKEHUs, MNpUKasbl, peLleHus,
NPOTOKOSbI, AOrOBOPbI, aKTbl, MMCbMa, CNPaBkM U Ap. (Aanee - JOKYMEHTbl), B TOM yucne BkrtoveHHble B OK
011-93, knacc 0200000.

HacTtosiwuin ctangapT onpegensieT COCTaB PEKBU3MTOB [OKYMEHTOB, MpaBura uMx oopMIieHUsi, B TOM
yucne ¢ NPUMEHEHNEM WHMOPMALMOHHbLIX TEXHOMOMA; Buabl GnaHKoB, COCTaB PEKBU3UTOB OGaHKOB, CXeMbl
pacnonoXeHnsi PeKBM3UTOB Ha [JOKYMeHTe; obpasubl OnaHKOB; npaBuna co3fgaHus OOKYMEHTOB. [MonoxeHus
HacCTOSILLIEro cTaHAapTa pacnpoCcTPaHSTCS Ha AOKYMEHTbI Ha GyMaHOM M 3NEKTPOHHOM HOCUTENSIX.

2 HopmatuBHbIe CCbISIKK
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B HacTosawem CTaHOapTe UCMNOoJ1b30BaHbl HOPMaTUBHbIE CCbIJTKM Ha cneayrwne JOKYMEHTbI:

COCT P 51511 lMeyvatn ¢ BocnpounsBegeHmem ocyaapcTBeHHoro repba Poccuiickon ®enepaumn. dopma,
pasmepbl U TeXHUYecKne TpeboBaHus

[OCT P UCO 15489-1 Cuctema ctaHgapToB Mo MHopmauun, Gnbnmote4yHoMy 1 M3gaTtenbCcKoMy geny.
MHpopmaums n gokyMmeHTauus. YnpasneHue gokymeHTamu. Yactb 1. NMoHATNA n npuHUmnnbI

OK 011-93 (OKY[1) O6LepocCcMrCcKuin knaccudukaTop ynpasneH4eckon JOKyMeHTauum

lMpumeyvanne - [lpy nNONb30BaHWM HACTOSALWMM CTaHOAPTOM Lenecoobpas3Ho NpoBepUTb OeNcTBue
CCbIFTOYHbIX CTaHAapToB (KnaccudukaTopoB) B MH(OPMaUMOHHOW cucTeMe obLlero nonb30BaHMsA - Ha
omumansHom cante degepanbHOrO areHTCTBa MO TEXHWYECKOMY PEerynmpoBaHuIO U MEeTporiormm B ceTu
WHTepHET unu no exerogHoMy WHOPMaUMOHHOMY YkasaTtenio "HauuoHanbHble cTaHgapTol, KOTOPbIN
onybrnmkoBaH No COCTOsIHWMIO Ha 1 AHBapsA Tekyllero roga, U no BbiMyCkaM eXeMeCAYHOro MHOPMaLNOHHOro
ykasaTens "HauuoHanbHble cTaHaapTbl" 3a Tekywui rod. Ecnv 3aMeHeH CCbINOYHbIA JOKYMEHT, Ha KOTOPbIN
JaHa HeJaTMpOBaHHAas CCbIfika, TO PEKOMEHOYEeTCHA MCMoNnb30oBaTb AENCTBYIOLLYIO BEPCUMIO 3TOrO OOKYMEHTA C
Y4eTOM BCEX BHECEHHbIX B AAHHYH BEPCUIO U3SMEHEHUIN. ECriv 3aMeHEH CCbINOYHbIN AOKYMEHT, Ha KOTOPbIN AaHa
AaTMpoBaHHas CCbifika, TO PeKOMEeHAYeTCS UCMOoNb30BaTbh BEPCUIO 3TOr0 AOKYMEHTa C YKa3aHHbIM Bbllle rogom
yTBEpXaeHusa (NpuHaTus). Ecnv nocne yTBepXOEeHWUs HacToswero craHgapTa B CCbUIOYHbIA JOKYMEHT, Ha
KOTOpbIN [daHa AaTupoBaHHas CCblfika, BHECEHO W3MEHEHWe, 3aTparvsarollee MoroXeHne, Ha KoTopoe AaHa
CCbifika, TO 3TO MOMOXEHWe pPEeKOMeHOyeTcs MpUMEeHsITb 6e3 yyeTa [JaHHOro uaMeHeHusl. Ecnv ccbinoyvHbIv
OOKYMEHT OTMeHeH 6e3 3amMeHbl, TO MONMOXEHNE, B KOTOPOM [aHa CCbIfIka Ha Hero, pekoMeHayeTCs NPUMEHSATb B
4YacTu, He 3aTparmBatoLLen 3Ty CCbInkKy.

3 O6wme TpeboBaHUsA K CO30aHUIO JOKYMEHTOB

3.1 [JokyMeHTbl MOryT cO3[aBaTbCsl Ha OyMaHOM HOcWUTENe U B 3NEKTPOHHON dhopme ¢ cobrnogeHnem
YCTaHOBMEHHbIX MNpaBuil oPOpMIIEHNS OOKYMeHTOB. [ns co3gaHuss [OKYMEHTOB MOryT UCMOMb30BaTbCs
ANEKTPOHHbIE LWAabnoHbl 6r1aHKOB AOKYMEHTOB U 3NIEKTPOHHbIE LWAabMnoHbl JOKYMEHTOB.

3.2 lNpu co3gannm JOKyMeHTa Ha ABYX U Bonee cTpaHuuax BTOPYH M NocnenyloLlme cTpaHuLbl HYyMepYIoT.
Homepa cTpaHuL, NpoCTaBnsATCS NocepeavHe BEPXHEro nonsi AoKyMeHTa Ha pacctosiHum 10 MM OT BEpXHEro
Kpas nucTa.

[onyckaetca co3gaHue OOKYMEHTOB Ha nuueBon M OBOpOTHOM CTOpoHax nucta. [pu OBYCTOPOHHEM
CO30aHMM LOKYMEHTOB LUMPWHA NEBOrO MOJIA Ha NMLEBOM CTOPOHE NUCTa U NPaBOoro nosisi Ha 060POTHOM CTOPOHE
nmcTa JOSMKHbI ObITb pPaBHbI.

3.3 MapHuTypa 1 pasmepsbl WpudgTa, UCNOMb3YEMOro OpraHusalmen, ycTaHaBnMBalTCss B HOPMaTUBHBLIX
aKTax opraHu3auuu.

[ns odopmneHns JOKYMEHTOB pekoMeHAyeTCs Ucnosib3oBaTtb pasmepsbl wpndgptos N 12, 13, 14.

Mpu coctaBneHun Tabnuuy m npu odopmneHun peksuanToB 08 n 25 (cm. pasgen 4) ponyckaeTtcs
NCnonb3oBaTh LWPUQTLI MEHBLLUNX Pa3MepPOB.

3.4 AG3auHbI OTCTYN TeKCTa AOKyMeHTa - 1,25 cwm.

3aronosku pa3genoB M noapas3fgesnioB nedyartarTcd C absauHbIm OTCTYNnOM WUINN UEHTPUPYKTCA 6e3
absauHoro OTCTyna no wupuHe TekcTa.

MHOroCTpoUYHble PEeKBU3UTbI NevyaTalTcs Yepe3 OAWH MEXCTPOYHbIA WMHTEepBar, COCTaBHble 4YacTu
PEKBU3WUTOB OTAENSAOTCHA AOMONHUTENBHBIM MHTEPBAIIOM.

CTpOKM MHOFOCTPOYHbIX PEKBU3WTOB BbIPAaBHMBAKOTCA MO MEBOMY Kpakw 3aHMMaeMoW VMU 30Hbl UMK
LEHTPMPYIOTCSA OTHOCUTESNbHO CaMOWn OFMHHOWN CTPOKM.

TekcT gokymeHTa nevartaetcs Yepes 1 - 1,5 MeXCTPOUHbLIX UHTepBana.
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Ecnnm QoOKyMEHT roToBMTCS AN M3OaHUs C yMeHblueHMeM Maclutaba, TeKCT nevataeTcs Jepe3 ABa
WHTepBana.

WHTepBan mexay 6yksamu B CrioBax - OObIYHBIN.
WHTepBan mexay crioBamu - oavH npoben.

3.5 TekcT AOoOKyMeHTa BblpaBHMBaeTCd MO LWMPMHE nucTa (N0 rpaHuuam feBoro M MnpaBoro Moneu
OOKyMeHTa).

OnvHa camon ANVHHOW CTPOKM peKBU3MTa Npu YrinoBOM PacronoXeHN peKBU3NTOB - He Gonee 8 cwm.
[nvHa camow ANVMHHOW CTPOKWN PEKBU3NTA NPU NPOAOSNIBHOM PACMONOXEHNM PEKBU3UTOB - He 6onee 12 cm.

3.6 JlokanbHbIMM HOPMATUBHLIMKM aKTaMu MOXET OblTb MPegyCMOTPEHO BblAENEHMEe OTAENbHbIX
pekBn3nToB BnaHka, a Takke hparMeHTOB TEKCTA MNOMYXUPHBIM LLUPUTOM.

3.7 MHOrocTpaHu4Hble [OOKYMEHTbl MOryT odOopMAATECA C  TUTYMbHbIM JIMCTOM. TUTYMbHBLIA FIACT
OOKyMeHTa 0popMIsieTCs B COOTBETCTBUU C NMPUITOXKeHEM A.

4 PeKBU3NUTbI AOKYMEHTa
Mpw noaroToBke 1 0hopMMEHNM JOKYMEHTOB UCMONb3YHOT CneaytoLmne pekBU3nNTbI:

1 - rep6 (FocymapcteeHHbI repb Poccuiickon ®epepauun, repd cybbvekta Poccuiickon depepauun, repd
(repanbauyeckuit 3Hak) MyHUUMNanbHOro obpasoBaHus);

2 - ambnewma;

3 - ToBapHbIN 3HaK (3HaK 0bCcnyXnBaHus);

4 - xoq (bOpMbl JOKYMEHTA;

5 - HaMmeHoBaHWe opraHusauuu;

6 - HaumeHOBaHMe CTPYKTYPHOro nogpasgeneHus;

7 - HaMMeHoBaHWe AOMKHOCTY;

8 - cnpaBo4HbIe AaHHbIe 06 opraHv3auny;

9 - HaMeHOBaHWe BMAA AOKYMEHTA;

10 - gaTta JOKyMeHTa;

11 - perncTpaumnoHHbIN HOMEP OOKYMEHTA;

12 - cCbifika Ha pPerucTpaunoHHbIN HOMEP N AaTy NOCTYNUBLUETO JOKYMEHTA;
13 - MecTo cocTaBneHus (M3gaHus) JOKYMEHTa;

14 - rpnc (nomeTka) 06 orpaHNYeHMM OCTYNa K JOKYMEHTY;
15 - agpecar;

16 - rpud yTBEPXKOEHMS OOKYMEHTA;

17 - 3aronoBoOK K TEKCTY;

18 - TekcT AOKYMEHTa;
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19 - oTMeTKa O NPUNOXEHUM;

20 - rpud cornacoBaHUsi JOKYMEHTa;

21 - BU3a;

22 - noanuce;

23 - oTMeTKa 00 3M1EKTPOHHOM MOANUCH;

24 - nevartb;

25 - oTMeTka 06 ucnonHuTene;

26 - oTMeTKa 0 3aBEpPEeHUn Konuu;

27 - oTMeTKa O NOCTYNfEeHN JOKYMEHTa;

28 - pesontouus;

29 - 0OTMeTKa O KOHTpPOre;

30 - oTMeTKka 0 HanpaBneHnn JOKyMeHTa B 4en0;

31 - wrpmx-kog (QR-koa) OOKyMeHTa.

5 OchopmneHne peKBU3UTOB JOKYMEHTOB

5.1 T'ep6 (MTocymapcTBeHHbIn repb Poccuinckon ®egepaunn, repb cyobekta Poccuiickon ®epepaumm, repb
(repanbguyeckuin  3HaK) MyHUUMNanbHOro obpa3oBaHusl) BOCMPOM3BOAMTCA Ha OnaHkax [OOKYMEHTOB B
cooTBeTcTBMM C [1], 3aKkOHOAATENBHLIMU U UHBIMW HOPMAaTUBHLIMM MPaABOBLIMM akTaMu CyObLEKTOB Poccumnckom
degepaumun n MyHMUMNANbHbIMU NPABOBLIMW aKTaMu.

MN3obpaxeHne repba (locygapctBeHHoro repba Poccuinckonn ®epepauun, repba cybbekta Poccumnckon
depepaumun, repba (repanbOMyecKoro 3Haka) MyHUUMMANbHOro o06pa3oBaHMs) MNOMELLaeTcsl nocepeauHe
BepxHero nonsi 6naHka OOKyMEHTa Hag pPeKBM3UTaMu OpraHm3auum OOKymeHTa Ha pacctosHum 10 mm ot
BEPXHEro Kkpas nucTa.

3anpelyaeTcst 04HOBPEMEHHOE pa3meLLeHne Ha bnaHke JOKyMeHTa:

- NocypmapcteeHHoro repba Poccuiickon @epepaumm n repba cydbekra Poccuinckon degepaumy;

- NocypapctBeHHoro repba Poccuinckon ®enepauun [repba cybvekrta Poccuinckon ®epepauun, repba
(repanbgun4eckoro 3Haka) MyHMUUNanbHOro obpa3oBaHnsi] 1 amGriembl opraHM3auum.

5.2 Ombnema opraHusauum, paspaboTtaHHas n yTBepXKAeHHasa B yCTaHOBNEHHOM NOpsiAke, pasMeLlaeTcs B
COOTBETCTBMM C HOPMaTMBHLIMM MPaBOBbLIMM akTamMu Ha OnaHKax [OKYMEHTOB: dedeparnbHbiX OpraHoB
rocygapCTBEHHOM BMactu (3a MCKIIOYEHWEM Cry4vaeB, NpedycMaTpyBaloLUX WUCMOSb30BaHNE M300paXkeHus
lFocypnapctBeHHoro repba Poccuiickon ®Pepepaummn, repba cybbekta Poccuiickon ®egepauun, repba
(repanbguyeckoro 3Haka) MyHMUMManbHOro obpas3oBaHusl), TeppuTopUuanbHbIX OpraHoB deaeparbHbIX OpraHoB
rocygapCTBEeHHON BMacTW, roCyAapCTBEHHbIX W HErocygapCTBEHHbIX opraHusauun. W3obpaxeHne ambnembl
nomMeLlyaeTcs nocepeamHe BepxHero nons énaHka 4OKyMeHTa Haf pekBu3MTamu opraHusaumm, Ha pacctosHum 10
MM OT BEPXHEro Kpasi nucra.

Ha pokymeHTax, usgaBaeMbiX OBYMSI WU HECKOMBKMMMW OpraHu3auusiMu, LOMycKaeTcs pasMelleHue
ambnem BCcex opraHusauni.

5.3 ToBapHbI 3HaK (3HaK OOCNYXMBaHWS), 3apPErMCTPUPOBaHHbLIA B YCTAHOBIEHHOM 3aKOHOLATENbLCTBOM
nopsiake, BOCMPOWM3BOAMTCSA Ha OmnaHkax opraHuM3auMin B COOTBETCTBMM C YCTaBOM (nonoxeHuwem 06
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opraHusaumn). N3o6pakeHne ToBapHOro 3Haka (3Haka 06CnyxmBaHusl) NoMelLaeTcs nocepeanHe BEpXHero noss
GnaHka [OOKyMeHTa Hag pPeKBM3UTaMu OpraHusauuMu WM crieBa Ha YpOBHE HaUMEHOBaHWS opraHusauuu
(monyckaeTcs 3axBaTbiBaTb YacTb JIEBOTO MOSIS).

Ha OOKYMeHTax, usgaBaeMblX ABYMA WM HECKOJIbKUMW OpraHu3aumamMmun, OonyckaeTtca pas3mMelleHune
TOBApPHbIX 3HAKOB BCEX OpFaHMSGHMﬁ.

Hapsgy ¢ ToBapHbIM 3HAKOM (3Hakom o6CnyXuBaHus) Ha OnaHkax [OOKYMEHTOB MOXET YyKasbiBaTbCsH
KoMMepyeckoe 0603HaYeHNE PUANYECKOTO NULa.

5.4 Koa popMbl AOKYMEHTa NpOCTaBnsieTcs Ha YHUPUUUMPOBaHHLIX dopMax JOKYMEHTOB B COOTBETCTBUU C
OK 011-93 wnu nokanbHbIM KnaccudukaTtopoMm, pacriofiaraeTcss B NpaBoM BepxHeM Yriy pabouvero nons
OOKyMeHTa, cocTouT 13 cnos "®opma no" (HammeHoBaHue knaccudurkaTopa) u LngpoBoro koga.

Mpumep

®opma no OKY[ 0211151

5.5 HawnmeHoBaHue opraHuM3aumm Ha OnaHke [OOKyMEeHTa [OJPKHO COOTBETCTBOBATb HaMMEHOBaHWIO
IOpMaNYECKOro Nuua, 3aKpPEenneHHOMY B €ro ydpeauTenbHbiX AOKYMeHTax (ycTaBe unu nonoxeHuu). Mo
HaMMeHOBaHWEM opraHu3auum B ckobkax ykasblBaeTCsi COKpalleHHOe HavMeHOBaHWE OpraHuM3aumu, €crit OHO
npeaycMOTPEHO YCTaBOM (MONOXEHNEM).

Hap HavmeHoOBaHMeM oOpraHm3auuMyM yKasblBaeTCsl MOMHOE MMM COKpalleHHOe HauMeHOBaHue
BblLLECTOSLLEN opraHu3aLmm (Mpy ee Hanu4um).

Ha OOKYMeHTax, wu3aaBaeMblX OBYyMA MWW HECKONbKMMW opraHn3aunamu, B 3arofloBOYHOM 4YacTu
NpoCTaBNATCA HAMMEeHOBaHNA BCEX OpFaHI/I3aLLI/Il7I.

5.6 HaumeHoBaHMe CTPYKTypHOro nogpasgerneHuss (B TOM uuicre  dwunvana, OTAeneHus,
npeacTaBUTENbCTBA, KOJNerMaribHoOro, CoBeLLaTeNbHOro UM MHOTO opraHa) ucnosibayeTcst B GraHkax nvcem u
GnaHkax KOHKPETHbIX BWAOB [OKYMEHTOB COOTBETCTBYIOLIMX MoApasgeneHwin (opraHoB) B COOTBETCTBUMM C
noKarnbHbIMWM HOPMAaTMBHbLIMU aKTaMU 1 yKasbiBaeTcs NoJ HaMMeHOBaH1eM opraHvM3aLum.

5.7 HaumeHoBaHvMe [OIMKHOCTM MCMonb3yeTcs B OnaHKax AOMKHOCTHBIX MWL, W pacnornaraetcs nog
HaMMEeHOBaHMEM OpraHu3auunm unM HauMMeHoBaHmem cybbekta Poccuickon Pepepauumn (kpasi, obnactu,
aBTOHOMHOV obnactu u fgp.), ecrnM OOKYMEHT mM3gaeT pyKoBOAMTENb OpraHa Briactu cybbekta Poccumnckon
depepaumm, mMyHuuMnanbHoro obpasoBaHusi. HaumeHoBaHWE [OMKHOCTU YKa3blBaeTCss B COOTBETCTBUU C
HaMMeHOBaHWEM, NPUBELEHHbLIM B pacnopsaanTenbHOM AOKYMEHTE O HadHa4YeHUW Ha OOMKHOCTb.

5.8 CnpaBoyHble AaHHble 06 opraHM3aumm yKasbiBaloTCsl B GriaHKax MMCEM U BKIOYAOT: MOYTOBbLIA agpec
opraHusaumm, Homep TenegoHa, gakca, agpec aNeKTPOHHOW NoYThbl, agpec canta B ceTn "UHTepHeT".

B cocTtaB cnpaBOYHbIX AaHHbIX, 32 UCKIKOYEHNEM BNaHKOB JOKYMEHTOB OPraHoB rocy4apCTBEHHON BMNACTH,
OpraHoB MECTHOTO CaMOYMpaBfieHUs], BKITIOYAOTCA: kof opraHmsauum no OOLEpPOCCUMINCKOMY KraccudukaTopy
npeanpusatuin u opranHusauun (OKIMO), OCHOBHOW rOCy4apCTBEHHbIA PErncTpaLUMOHHbI HOMEP OpraHu3aumnm
(Or'PH) » noeHTUMUKALMOHHBIA HOMEpP HaroronnaTenbLimMka/koa MPUYUHBI MOCTAaHOBKM Ha HaroroBbi y4veT
(MHH/KTT).

5.9 HaumeHoBaHvWe BuOa [OOKYMEHTa YyKasblBaeTCA Ha BCEX AOKYMEHTax, 3a WCKIYEeHUMEM [AerloBbIX
(cny>keBHbIX) NMceM, pacnonaraeTcs Nog PEKBU3UTaMK COCTaBUTENS AOKYMEHTa (HaMMEHOBaHUEM OpraHu3aLuu,
HanuMeHOBaHMEM CTPYKTYPHOTO noApasaesieHnsi, HAMMeHOBaHWeM JOJKHOCTU) (CM. pucyHok B.6).

5.10 JaTa JokymeHTa COOTBETCTBYET [aTte MoAnucaHusi (YyTBEPXKAEHWs!) OOKYMEeHTa unu gate cobbiTus,
3aMKCUPOBaHHOIO B OOKYMeHTe. [JOKyMeHTbl, U3aaHHble ABYMS unu Gonee opraHu3auusimu, OOJDKHbI UMETb
ofHy (eguHyto) AaTy, COOTBETCTBYIOLLYIO AaTe NOANUCAHUA [OKYMEHTA NOCNeqHUM OOMKHOCTHBIM MULIOM.

[aTty [okymeHTa 3anucbiBaloT B MOCNEeAOBaTENbHOCTU: AeHb Mecsua, Mecsil, rof OAHMM K3 OBYX
cnocoboB:
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apabckumuy umdpamu, pasgeneHHoiMy Toukon: 05.06.2024;
CnoBecHo-UudpoBbIM criocobom: 05 mioHsa 2024 .

5.11 PerucTtpauMoHHbIi HOMEp AOKYMeHTa - UudpoBoN unmM OyKBEHHO-LMPOBON UMAOEHTUUKATOP
OOKYMeHTa, COCTOSILLUMI U3 MOPSAKOBOrO HOMepa AOKYMEHTa, KOTOPbIA, MO YCMOTPEHMUIO OpraHm3auum, MOXeT
OOMOMHATLCA  UMAPOBLIMM MM BYKBEHHbIMK  KOodamMu  (MHOEKCaMu) B COOTBETCTBUM C  MCMOSb3yeMbIMU
knaccudukatopamm (MHOEKCOM Aena Mo HOMeHKnatype Aen, KOOOM KOppecnoHAEHTa, KOAOM AOMMKHOCTHOro
niua v ap.).

Ha p[okymeHTe, COCTaBMeHHOM COBMeECTHO [ABymMs U 6onee opraHu3auusiMyM, MpOCTaBRsoTCA
PErMcTpauUnoHHble HOMepa [AOKYMEHTa, MPUCBOEHHbIE KaXXgoW M3 opraHmsauuin. PerncrpauuoHHble Homepa
oTAENsTCA APYr OT Apyra KOCOW YepToN M NPOCTaBMSTCA B MOPSAKE yKasaHWs OpraHvM3auuii B 3arofloBOYHOM
4yacTu unu npeambyrne JOKYMeHTa.

5.12 Ccbinika Ha perncTpaunoHHbIn HOMep 1 gaTy NOCTYNMBLUErO AOKYMEHTA BKITOYAET PerncTpaunoHHbIN
HOMep M AaTy BXxoadlero UHMUMaTuBHOro AOoKyMmeHTa, Ha KOTOprVI AaeTcsa oTBeT.

5.13 MecTo cocTaBneHus (M3gaHus) LOKYMEHTa yKasblBaeTCs BO BCEX [AOKYMEHTax, KpoMe AenoBbiX
(cnyxebHbIX) nMcem, a Takke  OOKNadHblX,  CNYXeOHbIX  3anMCcCoK M OPYIMX  BHYTPEHHUX
NHOPMALIMOHHO-CNPaBOYHbIX JOKYMEHTOB.

MecTto cocTtaBneHus (I/I3JJ,3HVI$-|) OOKYyMeHTa He YyKa3blBaeTCA B TOM Cliyyae, ecnim B HaMMeHOBaHUU
opraHm3aumm npuCyTCcTByeT YyKa3aHne Ha MeCTO €€ HaXOXOEeHUA. MecTo cocTaBneHus (VI3,EI,aHVIﬂ) LOOKYMEeHTa
YKa3blBaeTCA B COOTBETCTBUU C NPUHATBIM aAMUHUCTPATUBHO-TEPPUTOPUASIbHBIM AEeNTeHUeM.

5.14 Tpud (nomeTtka) 06 orpaHMYeHUM OOCTyna K AOKYMEHTY MpOCTaBnsieTCs B MPaBOM BEPXHEM Yrny
MepBOro nucTa [JOKyMeHTa (npoeKkTa [OOKYMEeHTa, COMpOBOAWTENBbHOrO MMCbMa K [OKYMEHTY) Ha rpaHuue
BEPXHero nofns npu Hanuunui B AOKYMEHTe WHdOopMaumu, AOCTYN K KOTOPOW OrpaHnyeH B COOTBETCTBUM C
3akoHodaTenbcTBoM Poccuickon deaepaumm.

Buapbl ncnonbsyembix B opraHuMsaLmm rpudoB (MOMETOK) orpaHnyeHns AocTyna AOMKHbI COOTBETCTBOBATL
3aKoHoOaTenbHbIM M MHbIM HOPMaTMBHLIM NpaBoBbIM akTam Poccuiickon ®Pepepaumm M JOMKHbI ObITb
3aKpennieHbl B fOKanbHbIX HOPMAaTMBHbIX akTax. B coctaB rpudpa (momeTkn) ob orpaHuMdeHum goctyna K
OOKYMEHTY BXOAWUT orpaHuumutenbHas Hagnucb ("Ons cnyxebHoro nonb3oBaHus", "Kommepueckass TamHa",
"KoHdmaeHumaneHo" munu gp.), AONOfHsieMasi HOMEPOM 3K3eMmnisipa LOKYMEHTa M OpyruMu CBEeAEHUsIMU B
COOTBETCTBMM C 3akoHoAaTensCcTBOM Poccuiickon ®eaepaunn.

Mpumep

Ansa cnyxe6Horo nonb3oBaHUs
k3. N 2

5.15 Appecat wucnonb3dyetca npu odopMIeHMM OenoBbiX  (CNyXebHbIX) MNUceMm, BHYTPEHHUX
NHOPMALIMOHHO-CNPaBOYHbIX AOKYMEHTOB (QOKNaAHbIX, CAyXebHbIX 3anvMcok n ap.).

A,u,pecaTOM OOKYMEeHTa MOXeT ObITb opraHu3auua, CTPYyKTypHOe nogpasaernieHne opraHusadumu,
AOJHXHOCTHOE Unn (bVI3I/I‘-IeCKO€ nngo.

PekBunant "agpecat" npocTaBnsieTcd B BEpXHEM MpaBOM 4acTu [OKyMeHTa (Ha OnaHke ¢ yrnoBbiM
pacnonoXeHWeM peKkBM3UTOB) MMM ChpaBa nog peksusutamu OGnaHka (NpyM NPOAOMbHOM  PACMONOXKEHUM
peksusnmToB 6naHka). CTpoku pekBu3uTa "agpecaT" BblpaBHMBAKTCA MO FEBOMY Kpal UMM LEHTPUpYITCS
OTHOCUTENBHO CaMOW ANMHHOW CTPOKMU.

Mpv agpecoBaHUM JOKYMEHTa PYKOBOAMTENIO (3aMECTUTEN0 PYKOBOAMUTENS) OpraHnsaumn ykasoliBaeTcsi B
AaTenbHOM MNajexe HauMeHOBaHWe [OOMKHOCTM PYKOBOAMTENs (3amMecTUTEns PYKOBOAWUTENs), BKMo4valollee
HanMeHOBaHWe opraHM3aunmn, PaMUNMIo, MHMLMAarnbI A0MMKHOCTHOrO nuua.
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Mpumep

Pykosogutenio ®egeparnbsHoro
apXVBHOrO areHTCcTBa
damunua N.0.

I'Ile agpecoBaHnn nnMcbmMa B OpraHM3auunio yKasblBaeTcqa ee MnoJjiHoe Ui CokpalleHHOoe HanmeHoBaHue B
MMEeHUTENTbHOM NMagexe.

Mpumep
denepanbHoOe apxXuBHOE
areHTcTBO
nnn
Pocapxue

Mpy agpecoBaHUM OOKYMEHTa B CTPYKTYpHOe MNOApasdeneHue opraHusaumm B pekBusute "agpecaT”
yKa3blBaeTCs B VMEHUTENbHOM Madexe HavMeHOBaHWEe OpraHu3auuu, HWxe - HauMeHOBaHWEe CTPYKTYPHOro
noapasaeneHus.

Mpumep

denepanbHoe apxuBHOe
areHTCTBO

OTaen rocygapCTBeHHOW Cnyxobl,
KagpoB W Harpag

Mpy agpecoBaHUM NCbMa PYKOBOAMTENIO CTPYKTYPHOro noapasfenieHns ykasbiBaeTcsi B UMEHUTENbHOM
nagexe HaMMeHOBaHWe opraHu3auuu, HUXKe - B AaTerlbHOM Nafexe HauMeHOBaHWe OOIMKHOCTU PYKOBOAMTENS,
BKITlOYaloLLIee HaMMEHOBaHME CTPYKTYPHOIo noapasaeneHus, haMmunmio, MHMUmarbi.

Mpumep

AO "Mpodurb"

Pykosoautenio
O0roBOPHO-NPAaBOBOro oTAena
damunua N.0.

Mepen pammnuen QOMKHOCTHOrO nuua gonyckaeTcs ynotTpebnsats cokpalleHue "r-Hy" (rocnoguHy), ecnu
agpecat My>4uHa, unm "r-xe" (rocnoxe), ecnu agpecar XeHLUnHa.

Mpumep

r-ny ®amunus N.0.
unm

r-xe ®amunusa N.0.

Mpu paccbifike QOKYMEHTa rpynne opraHu3auuini ogHOro TMNa Unu B CTPYKTYpPHble noapasgeneHnst ogHoM
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OopraHusaumn agpecart yKka3blBaeTca 0606LLEHHO.

Mpumep

PykoBoautensm go4epHmx
obuwecte AO "lMpoduny"

mnnn

PykoBoauntensam ynpasneHun
Pocapxusa

Mpu paccbinke AOKyMEHTa He BCEM OpraHusaumsiM UNu CTPYKTYPHbIM NoapasfaernieHusiM nog PeKBUM3NTOM
"Appecat” B ckobkax ykasbiBaeTcs: "(Mo cnmcky)".

Mpumep

PykoBoaoutensm go4epHmx
ob6wects AO "MNpocuns"
(no cnncky)

B ogHom pokymeHTe He domkHO ObiTb Bonee 4yeTblpex agpecatoB. Cnoso "Konua" nepen BTOpbIM,
TpeTbMM, YeTBEPTBLIM agpecaTaMum He ykasbiBaeTcs. [pu 6onbLuem konMyecTse agpecaToB COCTaBMSETCS CUCOK
(nmcT, ykasaTenb) pacCblKM AOKYMEHTa, Ha KaXaoM [OKyMeHTe ykasblBaeTCcs OAMH agpecaTr wunu agpecat
odopmrisieTcst 0606LLEHHO.

B cocrtaB pekBusmta "Agpecat” MOXeT BXOAUTb MNOYTOBLIA agpec. OnemMeHTbl MOYTOBOro agpeca
yKa3sblBaloTCS B NocneoBaTenbHOCTU, YCTaHOBNEHHOM [2].

Mpumep

Bcepoccunckuin
Hay4YHO-UccregoBaTenbCKNUin
MHCTUTYT OOKYMEHTOBEAEHUNA U
apXMBHOro gena

MpodcotosHasa yn., a. 82, Mockea,
117393

MouToBbLIN afapec MOXeT He YyKa3blBaTbCA B OOKYMEHTaXx, HanpaendeMbiX B BbICLLUME OpraHbl BNacTy,
BbilLlecTodlne opraHmsagun, noaBeaoMCTBEHHble OpraHun3aunm UnU NOCTOAHHLIM KOppecnoHOEeHTaM (38
MCKINK4YeHneM HanpasrieHnA nMcemM ykasaHHbIM agpecaTtaM B KOHBepTax C npo3pavyHbiMn OKHaMM).

Mpn agpecoBaHnn JOKYMEHTa (hU3N4eCKoMy NULy yKasbiBaloTCcsa: dhaMunus, MHUMUMarnbl, MOYMTOBbLIN agpec.

Mpumep

damunua N.0.

yn. CagoBas, . 5, kB. 12, T.
JTro6epubl, MockoBckas 06n.,
301264

Mpu oTnpaBke NMCbMa MO 3NEKTPOHHOW MoYTe UM MO haKCUMUIIbHOW CBSA3W (6e3 LOCLIIKM Mo noyTe)
NnoyToBbIM afgpec He ykasbiBaeTcs. lMpu HeobxoOMMOCTM MOXET ObiTb ykasaH SMNeKTPOHHbI agpec (Homep
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TenedoHa/akca).

Mpumep

Bcepoccunckui
Hay4HO-MCCrneaoBaTenbCKUM
WHCTUTYT LOKYMEHTOBEAEHUS U
apxvMBHOro agena

mail@vniidad.ru

5.16 Tpud yTBEPXKOEHUSI MPOCTABMSETCS HA OOKYMEHTE NPW €ro yTBEPXAEHUW OOIMKHOCTHLIM JIULIOM,
pacnopsanTenibHblM OOKYMEHTOM (MOCTaHOBMEHUEM, PELUEHUEM, MPUKA30M, PaCMOPsPKEHUEM) UMK peLLeHneM
KonnervanbHOro opraHa.

Mpudh yTBEPXKOEHMS pa3MeLLaeTcs B MpaBoOM BEpPXHEM Yrily NepBOro nvcta AokyMeHTa. CTpOKM pekBuanTa
BbIPABHMBAIOTCS MO JIEBOMY KPat UMW LEHTPUPYIOTCS OTHOCUTENBHO CaMOI ANMHHOW CTPOKM.

Mpu yTBEpPXOEHUM OOKYMEHTa AOMKHOCTHBIM NMLLOM rpud yTBepXaeHus coctouT U3 criosa YTBEPXXOAKO
(nevaTaeTcsa nponucHbiMK BykBamu 6e3 KaBbl4EK), HAUMEHOBAHMSA OOJPKHOCTM MWL, YTBEPXKAAIOLWErOo JOKYMEHT,
€ro noanucu, MHAUManoB, amunumn n gatbl yTBEPXKOEHUS.

Mpumep
YTBEP>XOAKO
PykoBoantene ®efepanbHOro apxmBHOro
areHTcTBa
Mognucb nN.0. damunusa
Hata

Mpn yTBEPXKAEHMM OOKYMEHTa pacnopsamuTeribHbIM AOKYMEHTOM rpud yTBEpXOeHWss COCTOMT M3 CroBa
YTBEPXIOEHO, HaumeHoBaHMs1 pacnopsaguTenbHOro AOKYMEHTa B TBOPUTENbHOM nagexe, ero gatbl, Homepa.
Cnoso YTBEPXXOEHO ponyckaeTca cornacoBbiBaTb C HaMMEHOBaHWMEM BMAa YTBEpXAaemoro AOKyMeHTa
(YTBEPXOEHA, YTBEPXOEHbI nnn YTBEP>XXOEHO).

Mpumep
(PernameHrT) YTBEPXOEH
npukasom AO "Tpocumnb"
ot 15 anpena 2025 . N 82
nnm

(Mpasuna) YTBEPXOEHbI
npukasom AO "lMpocuns"
ot 15 anpensa 2025 r. N 83

Mpwv yTBEPXXOEHUN OOKYMEHTA KonnerManbHbIM OpraHoM, peLleHust KOTOPOro OUKCUPYHOTCSA B MPOTOKONeE, B
rpudoe yTBEpXKAEHUS YKa3blBalOTCH HaMMEHOBaHWe opraHa, pelLleHWeM KOTOpPOro YTBEPXKAEH AOKYMEHT, AaTta u
HOMep npoTokona (B ckobkax).

Mpumep
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(MonoxeHwe) YTBEPXIOEHO
CoBeTOM AMpPEKTOPOB
AO "Mpoduns"
(npotokon ot 15.04.2025 N 12)

Mpwy yTBEPXKAEHUN HECKONBbKUMW OOMMKHOCTHBIMU NULAMU FpUddbl YTBEPXKOEHUS pacnofnaratoTcs Ha O4HOM
YpOBHe crpaBa W crieBa. Ecnv uncrno yTBepXKOaaloLmx OOKYMEHT OOMMKHOCTHLIX NWL, MpeBbiluaeT ABa, rpudbl
yTBEPXKAEHUSA pasmeLLaloTca Apyr Nog ApYroMm.

5.17 3aronoBoK K TEKCTY - KpaTkoe cofepXaHve OOKYMeHTa. 3aronoBOK K TeKCTy chopmynupyeTcsa C
npegnorom "O" ("O0") 1 oTBe4vaeT Ha Bonpoc "o 4yem?":

npukas (0 4em?) o cosgaHuy aTTecTaLMOHHON KOMUCCUU;
npuvkas (0 4em?) 06 yTBEpXOEHMWN LUTATHOIO pacnucaHus;
nNMCcbMO (0 YeM?) 0 npedocTaBneHun MHopMaLmu.

3aronoBokK K TeKCTy opopmnseTcs noj peksusMTamy 6naHka cresa, OT rpaHuvubl ieBoro nons. B ykasax,
MOCTaHOBMEHMWAX, PELUEHNAX, NPUKasax, n3gaBaeMbiX OpraHamy BnacTu Ha MpPoAoribHbIX BrnaHkax, 3arofioBoK K
TEKCTy MoOXeT OdOopMNATLCA Hafd TEeKCTOM nocepeauHe pabodero nons AOKYMeHTa W LeHTpupoBaTbCs
OTHOCUTENBHO CaMOW ANMHHOW CTPOKMU.

5.18 TekcT OOKyMeHTa COCTaBfsieTCA Ha pPYCCKOM fA3blke Kak rocygapCTBEHHOM £3blke Poccuiickon
depepaumn. B opraHax rocygapCTBEHHOW BRacTW, OpraHax MECTHOro CaMOyrnpaBrieHUsl, roCcy4apCTBEHHbIX
YUpeXaeHuax pecnyonuk Hapsigy C rocygapcTBeHHbIM si3bikoM Poccuiickon depepauumn mMoryT ynotpednstbes
rocyapCTBEHHbIE S3bIKM pecnybnuk.

B TekcTte OOKyMeHTa, noArotoBjieHHOM Ha OCHOBaHUM 3akoHOAATellbHbIX WM UHbIX HOPMAaTUBHbIX
NpaBoOBbIX aKTOB, paHee W3OaHHbIX pacnopAaAguTesibHbIX OOKYMEHTOB W J1OKallbHbIX HOPMAaTUBHbIX aKTOB,
YKa3bIBalOTCA UX PEKBU3UTDI.

- HauMeHoBaHMe Buaa OOKyMeHTa, HamMmeHOoBaHWe opraHusauumn, garta AOOKyMeHTa, perMCTpaLl,I/IOHHbIIZ
HOMEP OOKYMEHTAa, 3aroJyioBOK K TEKCTY;

- HaVMeHOBaHWEe OpraHu3aLMn UM OOMKHOCTHOMO Nuua, yTBepAMBLUEro OOKYMEHT, AaTa YTBEpPXKAEeHUS
OOKyMeHTa.

TeKkCT 4OKYMEHTa MOXET cofepaTb pasfensl, nogpasaenbl, NyHKTbl, NOANYHKTLI, HYMepyeMble apabckumm
undpamn. YpoBHen pybpukaLmm TeKCTa He AOMMKHO ObiTb Bonee yeTbIpex.

B npurkasax TeKCT nsnaraetcs oT NepBoro nuua eauHCTBEHHOro Yucna ("npukassisato”).

B pokymeHTax KonnerManbHbiX W COBeLllaTeNbHbIX OpraHoB TEKCT u3faraetcsa OT TpeTbero nuvua

e[MHCTBEHHOro yncna ("konnerus... nocraHosnsaet", "cobpaHue... pewmnno”).

TekcT npoTokona uanaraeTcs OT TpeTbero nvua MHOXecTBeHHoro uucrna ("cnywanu”, "BbicTynunun”,

"noctaHoBunun", "pewmnnun").

B OOKYyMeHTaXx, yCTaHaBnMBarwLwmnx npaea u 0643aHHOCTK OpFaHI/ISaLI,MVI, NX CTPYKTYPHbIX nop,pas,u,eneHMPl
(I'IOJ'IO)KeHMe, I/IHCprKLI,I/IFl), a TaKXe cojgepxalmx onucaHue CVITyaLI,l/II7I, aHannsa (*)aKTOB nnn BbIBOAbI (aKT,
cnpaBKa), NCnosfb3yeTcd (bopma N3NoXeHna TeKCTa OT TpeTbero nuua e€aunHCTBEHHOro Ui MHOXXEeCTBEHHOro

uncna ("oTaen ocywlecTBnsAeT yHKUMK...", "B COCTaB ynpaBreHus BXodar...", "KoMnccus nposeria npoBepky...").

B coBMeCTHbIX AOKYMEHTax TEeKCT m3naraeTcs OT NepBoro nvua MHOXecTBeHHoro vucna ("npukassisaem",
n n
pewmnn").

B genosbix (cryebHbIX) MMCbMax UCNOMb3YTCH (HOPMbl UMOXKEHNS:
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- OT NEPBOro NMLUa MHOXECTBEHHOIO Yncrna ("NpocyM HamnpaeuTb...", "NpeacTaBnsemM Ha paccMoTpeHue...");

- OT TpeTbero nuua eauHCTBEeHHoro uYucna ("MMHUCTEPCTBO He Bo3paxaerT...", "obLliecTBo cuuTaeT
BO3MOXHbIM...");

- OT NepBOro nuua eaMHCTBEHHOrO Yncrna ("cunTato HeobxoammbiMm...", "Npeanara paccmoTpeTb..."), ecnu

NMCbMO NOArOTOBMNEHO Ha BnaHke JOMMKHOCTHOrO Nuua.

B TekcTax [OOKYMEHTOB YynoTpebnsloTcs ToNbko OOWEnpuHATbIE abbpeBuaTtypbl U rpaduyeckue
COKpaLLeHWsI.

Mpu ynoTpebneHumn B TekcTe dpamMunmim nuy, nHMumuansl ykasblBatoTcsa nocne gammnuu.
B goenoBbix (crykebHbIX) NTMCbMax MOXET MCMOSb30BaTbCH:
- BCTynuTenbHoe obpalleHune:

YBaxaembl rocnoanH npegcenatens!

YBaxaembIvi rocnoguH Npoxopos!

YBaxkaemas rocnoxa 3axaposal

YBaxaembin Hukonanm Metposny!

YBaxaemas Onbra HukonaesHa!

YBaxaemsle rocnogal

- 3aKniounTenbHas aTuKeTHas dpasa:

C yBaxeHuem,

B obpalweHnn no damunuy vHUUManbl Nuua He YykasblBaloTcs. 3aknouutenbHas aTvKkeTHas dpasa
Ha4yMHaeTCs C MPOMUCHON OYKBbI U 3aKaHYMBaETCS 3ansTON.

BCTyI'IMTeJ'IbHOG o6pau.|,eH|/|e N 3aKn4vnTernbHaa 3TUKETHaA cbpasa (neanaeTc;l OT rpaHuubl NeBoro ﬂOJ'IH)
oTAENAKTCA OT TEKCTA UITN OTMETKN O NPUNOXEeHNN AONOJIHUTENTbHBIM MEXCTPOYHbIM UHTEPBAJioOM.

5.19 OTmeTKa O NPUNOXEHUN COOEPXKUT CBEAEHMS O JOKYMEHTe (AOKyMeHTax), npurnaraeMomMm K OCHOBHOMY
OOKYMEHTY (conpoBoauTenbHOMY MUCbMY, MPETEH3MKU, akTy, CrpaBke U ApYrMM MHAPOPMaLMOHHO-CMPaBOYHbLIM
AoKymeHTaMm). PacnopsiautenbHble JOKYMEHTbI, MOMNOXEHWs, npaBuna, UHCTPYKLUW, OOroBOPbI, NMaHbl, OTYeThl
OTMETKM O NPUIOXEHUN HE UMEIOT.

B conpoBoAuTEMbHBLIX MUCbMax W APYrMX WMHMOPMALMOHHO-CNIPABOYHbIX [OKYMEHTax OTMeTka O
NpUNoxeHnnM oPopMIsieTcs Nog TEKCTOM OT rpaHuLbl NTIEBOrO MNorns creayowmm obpasom:

- eCnn NpunoXxeHune Ha3BaHO B TEKCTe:

MpunoxeHwne: Ha 2 n. B 1 3K3.

- eClin npunoxeHme He Ha3BaHO B TEKCTe unm ecnu I'IpVIJ'IO)KBHI/IVI HECKOJ1bKO, YyKa3blBalOT Ha3BaHUA
,EI,OKyMeHTOB-I'IpVIJ'IO)KeHVIVI, KOJTN4eCTBO JIUCTOB U 3K3EeMIIIAPOB KaXXa0ro npunoXeHma:

Mpunoxenus: 1. NonoxeHne 06 YnpaBneHun permoHanbLHOro kpeanTosaHms Ha 5 n. B 1 aks.
2. CnpaBka 0 kagpOBOM cocTaBe YnpaBneHus perMoHanbHOro KpeauToBaHus Ha 2
n. B 1 aka.
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- eCnv NpUNoXeHue (NPUNOXeHNs) COPOLLIOPOBAHO:

MpunoxeHwne: otyeT 0 HUP B 2 aka.

- €CNV [OOKYMEHT, SIBMSAOLUMIACS MPUMOXKEHWEM, UMEET MPUIOXKEHUSI C CaMOCTOSITENbHOW HyMepauueit
CTpaHUL:

MpunoxeHwne: nncbmo PocapxmBa o1 15.04.2025 N 02-6/172 n npunoxeHust K Hemy, BCEro Ha
5n.

- €CIn NNCbMO HanpaenaeTCcA HeCKOJIbKMM agpecaTtaMm, a NpunoxeHne TonbKo B I'IepBbIIZ agpec:

MpunoxeHwne: AKT npoBepku... Ha 5 . B 1 9K3. TONbKO B NEPBbIA agpec.

- ecrnu  NpuUnoXeHvem  SBNseTCA  000CODOMEHHbIN  SNMEKTPOHHBIA  HOCUTEMNMb  (KOMMAaKT-OWCK,
usb-conew-Hakonutens 1 ap.):

Mpunoxexue: CD B 1 aka.

Mpn atom BKkNagpiwe (KOHBEpPTE), B KOTOPbI MOMELLAETCss HOCUTEMb, YKa3biBalOTCS HaMMEHOBaHWUSA
OOKYMEHTOB, 3anucaHHbIX Ha HOCUTenNb, MMeHa annos, nx o6beM B nnctax U MerabanTax (knnobamTax):

OT14eT no Teme "MOHUTOPUHT NPOLIECCOB AOKYMEHTOOOpa3oBaHus 1 06bEMOB LOKYMEHTOOO0OpOTa B
dregepanbHbIX OpraHax ucnonHuTenbHom Bnactn" Ha 250 n., 91 K6anT.

Cnoeo "npwnox(eHMe“ neyataetcaA B €AMHCTBEHHOM WM MHOXeCTBEHHOM 4uUClie B COOTBETCTBUU C
Konn4yecTtesom I'IpI/IJ'IO)KeHI/IIZ.

B pacnopsiauTenbHbIX AOKYMeHTax (MOCTAHOBMNEHUAX, PELLUEHUSIX, NPpUKa3ax, pacrnopsikeHusix), LoroBopax,
NONOXEHUSIX, NMPaBUNax, UHCTPYKUUSIX U APYrMX OOKYMEHTaX CBEAEHMWSI O Hanmuyum npunoxeHusi ogopmMmsiioTcs
creayowmm obpasom:

- B TEKCTe OOKyMEeHTa Mpu NepBOM YNOMUHAHUW AOKYMEHTa-MpUNnoXeHus B Ckobkax ykasblBaeTcs:
(npunoxenue) unu ... (NpunoxeHve 1); nepea HOMEPOM MPUIOXKEHUS OOMYCKaeTCa CTaBUTb 3HaK HoMmepa: ...
(npunoxenue N 2);

- Ha NepBOM NUCTE AOKYMEHTa-NpUIoXeHNa B NpaBOM BEpPXHEM yriny neyataetcda cnoso "lMpunoxeHune"
(Mpn HanmuumMM ykasblBaeTCA €ro HoMmep) U MPUBOAATCA HaMMeHOBaHuWe BuAaa, Aata M HOMep OOKYMeHTa, K
KOTOPOMY OOKYMEHT ABNAETCA NPUNoXeHnem:

Mpunoxexune N 2
k npukasy AO "lMpodunb"
oT 15.04.2025 N 112

CTpOKM peKkBu3nTa BblpaBHMBAIOTCA MO NIEBOMY Kpak UMM LIEHTPUPYIOTCS OTHOCUTENBHO CamMol OSIMHHOA
CTPOKMU.

JOKYMEHT (MHCTPYKUMS, pernameHT 1 Op.), YTBEPXAEHHbIA pacnopsauTenbHbIM LOKYMEHTOM, SIBNSETCH
HEOTHLEMIIEMON YacTblO PaCMOPSAMTENBHOIO AOKYMEHTA M MMEET B MPaBOM BEPXHEM YrIy COOTBETCTBYIOLLYIO
OTMETKY.

Mpu KOMMPOBaHUM YTBEPXKAEHHOIO AOKYMEHTa ANA AOBEAEHWUs ero Ao nosfib3oBaTenelt cBeaeHus o ero

www.consultant.ru CrpaHvua 12 u3 29
HafeXHasa npaBoBan noaaepXxka


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

"IrOCT P 7.0.97-2025. HaumoHasnbHbIi cTaHaapT Poccuiickoin
®epnepaumu. Cuctema CTaHAapPTOB NO MHMOPMaLuK,
61bnMoTeUHOMY U U3aaT...

[okyMeHT npegoctasneH KoHcynbTaHTlNtoc
[ata coxpaHeHus: 02.08.2025

cTatyce ohopMnalTCa cnegyowmm obpaszom:

- NPV KOMWPOBaHWM YTBEPXKOEHHOW WHCTPYKLMM, perfamMeHTa W Tak [Janee BMeCcTe C NpuKasom,
YTBEPXAAIOLLMM 3TOT AOKYMEHT, YTBEPKAEHHbIN JOKYMEHT COOAEPKUT ODOPMIIEHHYHO B YCTAHOBIIEHHOM MOPAOKE
OTMETKY O TOM, YTO OH ABMNSAETCA NPUMNOXKEHNEM:

Mpunoxexue N 1
k npukasy AO "lMpodunb"
oT 15.05.2025 N 185

- €CIM WHCTPYKUMS, perfaMeHT 1 Tak ganee konupyeTtcs 6e3 npukasa, yTBep)Kaatollero 3ToT JOKYMEHT,
MepBbI NIUCT YTBEPXKOAEHHOrO AOKYMEHTa NnepeneyaTbiBaeTcs C yka3aHWeM TONbKO rpudpa yTBepKaeHUs:

(PernameHT) YTBEPX[OEH
npukasom AO "Mpocumnb"
oT 15.04.2025 N 185

5.20 Npnd cornacoBaHusa OOKyMEHTa NPOCTaBMSIETCS Ha LOKYMEHTaX, COrfacoBaHHbIX opraHamu BnacTw,
opraHmsaumsmMu, LOMMKHOCTHbIMM nuuamn. [pud cornacoBaHuMs B 3aBUCUMOCTM OT BuMAa [OKYMEHTa W
ocobeHHOCTEN ero oopMIIEHNS MOXET NPOCTaBNSATLCS:

- MpU COrnacoBaHMM JOKYMEHTa CTOPOHHEN OpraHu3aumen - Ha NepBOM NMCTE JOKYMEHTA (eCnu OKYMEHT
UMeeT TUTYIbHBIA MUCT - Ha TUTYNIBHOM NUCTE) B NIEBOM BEPXHEM YITy Ha YPOBHE rpuda yTBEPXAEHUS;

- Npu cornacoBaHn OOKyMeHTa KosyiernalibHbiM OpraHom, BXOoAdAWUM B CTPYKTYpy opraHu3auuun, - Ha
nocnegHem nnucTte JoKyMeHTa nod TeKCTOM OT J1eBOro nosfid AOKyMeHTa,;

- npu oonblioM yucrne cornacyroumx CTOpoOH - Ha NUCTE cornacoBaHuA, ABnAroLlemMcd HeoTbLeMIIEMOM
4YacCTblO AOKYMEHTa.

pnd cornacosaHunss coctout m3 cnosa COITIACOBAHO, HanucaHHOro nponucHbiMu GykBamu ©6e3
KaBbl4eK, OOJDKHOCTU nuua, KOTOPbIM cornacoBaH AOKYMEHT (BKJ'IIO‘-IaH HanMeHoBaHue opraHmaaLu/m), ero
CcOBCTBEHHOPYYHOW NOAMNUCH, MHALMANOB, (damMunnm, aTbl COrnacoBaHuUs.

Cnoso COIMMACOBAHO pgonyckaeTcsi cornacoBbiBaTb C HAUMEHOBaHMEM BUaa OOKYyMEHTa:

UHcTpykums - COMNTTACOBAHA

PernamenT - COINMTACOBAH

MonoxeHne - COMNMACOBAHO

Mpumep

COIMACOBAHO
Oupektop BHUNOAL

(mognwucek) N.0. damunus
[ata

Ecnu cornacoeaHue OCYLLECTBNSIETCS KOmferManbHbIM OpraHoM, B rpudpe COornacoBaHUs YKasblBaloT
cBefeHus o6 opraHe, cornacoBaBlUeM [OOKYMEHT, gaTe W HoMepe NpoToKofa, B KOTOPOM 3adMKCMPOBAaHO
pelleHMe O cornacoBaHun. Ecnm cormacoBaHue OCYLLECTBISIETCS MUCbMOM, YKasblBalOT: BWA [OOKYMEHTAa,
HaVMeHOBaHWe opraHM3aLum, cornacoBaBLUe AOKYMEHT, 4aTy U HOMepP nNucbma.

Mpumep
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COIMACOBAHO MonoxeHne
CoBeTOM AMpeKTopoB
AO "Mpodunp"
(npotokon ot N )

nnn

COIMACOBAH PernameHt
nucbMom Pocapxuea
oT N

lMpu cornacoBaHUM OOKYMEHTa HECKONbKUMW OpraHusaumsmmn rpudbl COrmacoBaHMs pacrornararTcs Ha
ogHoMm ypoBHe. Ecnu cornacyowmx opraHusauun Gonblle OABYX UMW €cnu ecTb rpud yTeepxaeHus, rpudbl
cornacoBaHus pacnonaratloTcsa Apyr nog Apyrom.

5.21 Bwusa cBuaeTenbCTByeT O COrflacum WM Hecornacum OOMMKHOCTHOro nuua (paboTHuka) ¢
cogepxxaHvem npoekTa JoKyMeHTa. Buson ocopmnseTcs BHYTPEHHee cornacoBaHue JOKyMeHTa. Busa Bknovaet
OOSDKHOCTb NMLA, BUSMPYIOLLEro AOKYMEHT, MoAnMChb, paclumdpoBKy MOAMMCK (MHUUMAnbI, amMunuio) n gaty
BU3MPOBaHWS.

Mpumep

PyKOBO/J,I/ITeJ'Ib ropngn4eckoro otgena

(noanucek) n.0. damunuga
[ara

Mpu HaNU4YMKU 3aMeydaHuii K JOKYMEHTY B3y OQOPMIISIIOT CreayHoLLMM 06pasoMm:

Mpumep

3amevaHus npunararoTcs.
PykoBoauTtens ropManyeckoro otaena

(mognwucek) N.0. damunus
[ata

B opraHusaumsax, NPUMEHSIIOWMX CUCTEMbI 3NEKTPOHHOTO AOKYMeHToobopoTa, cornacoBaHue MOXeT
NPOBOAMTbLCS B 3NeKTpoHHON hopme cornacHo TOCT P UICO 15489-1.

B ookymeHTax, NOANMHHUKMA KOTOPLIX XPaHATCSA B OpraHusauuy, BU3bl NPOCTaBMAOT Ha NocriegHeM nucTe
[OKyYMeHTa noJ NoAnucbio, Ha 06opoTe NocrneaHero nucTa NnoasiMHHMKa OOKYMEHTa UMK Ha NMCTe CornacoBaHus
(BM3MpPOBaHWMSA), MpUIIAaraeMoMm K JOKYMEHTY.

B ncxogsauwmx OOKYyMeHTax BM3bl NPOCTaBNATCA HaA 3K3eMnidapax AOKYMEHTOB, NoOMellaeMbIX B 4e0.

Mo yCMOTpEHUIO OpraHu3auMnm MOXET MNPUMEHATBCA MONMUCTHOE BU3MPOBaHME [OKYMEHTa W ero
NPUIOXEHNNA,

5.22 TMMopnucb BKMOYaET: HaUMeHOBaHWe [OMKHOCTY Ivua, NOANMUCHIBAIOLLEro AOKYMEHT, ero
COBCTBEHHOPYYHYH NOANUCH, paclumndpoBKY NoanucK (MHULManbI, haMunus).

B pacwwncpoBke nognucu mexagy uvHuumanamu m damunuen genaetcs npoben. Mexagy wvHuumanamm
npoben oTcyTCTBYET.
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Mpumep

[eHepanbHbIN OUPEKTop Mognuck n.0. damunus

Ecnu pokymeHT odopmrieH He Ha GraHke, B HaMMEHOBAHWE AOIDKHOCTWU BKIIOYAETCS HaMMeHOBaHMWe
opraHusauuu. [lonyckaeTcsi LEHTpPUpPOBaTb HaMMEHOBaHME [OSDKHOCTM Nuua, NOANUCABLUEro [AOKYMEHT,
OTHOCUTENBbHO CamMOKn ANIMHHOW CTPOKMW.

Mpumep

["eHepanbHbIA ANPEKTOP Moanucek N.0. damunuga
AO "Mpodunp"

I'Ipvl O(bOpMJ'IeHI/IM OOKYMeHTa Ha OnaHKke [OOMKHOCTHOIO NUUAa AOMKHOCTb J3TOro nuua B noAarnuncu He
YKa3blBaeTCA.

Mpumep

Moanucb N.0. damunusa

Mpy noanuMcaHumM OOKyMEeHTa HECKONIbKUMMW OOJDKHOCTHBIMU NMLUAMK, 3aHUMAaOLWMMN Pa3HOe MOJIoXEHME,
UX noanMcu pacrnonaralTcsa odHa nog Apyron B MOCNefoBaTeNnbHOCTM, COOTBETCTBYHLLEN Mepapxum
3aHMMaeMblX OOJTKHOCTEN.

Mpumep
HuvpekTop Moanuck N.0. damunuga
[maBHbIN Byxrantep Moanuck N.0. damunuga

Mpu nognuMcaHUn SOKYMeHTa HECKOSIbKMMU NMULaMK PaBHbIX OOMKHOCTEN MX MOANMCU pacronaraloTcs Ha
O[HOM YpOBHE.

Mpumep
3amecTutenb ampekTopa 3amecTutenb anpekTopa
no oMHaHCOBLIM BONpoOcamM no agMUHUCTPaTUBHbLIM BOMpPOCaMm
Mognucb N.0. damunusa MNoanucb n.0. damunusa

B OOKYMeHTaXx, COCTaBJ1€HHbIX KOMMUCCUKEN, B NOANUCH YKa3blBaeTCa CTaTyC Jimua B COCTaBe KOMUCCUWN.

Mpumep
Mpeacepatens koMmmMccun Moanucb N.0. damunus
YneHbl komuccun Moanuckb n.0. damunus
Moanucb N.0. damunus
Moanucb N.0. damunus

Mpu nognucaHnyM OOKYMEHTa NMLOM, UCMONHSAIOWUM 0683aHHOCTM pyKOBOAUTENS, NoAnUch odopMnseTcs
C yKa3aHueM ctaTtyca AOMKHOCTHOrO NiLia B COOTBETCTBUM C NMPUKa30M (pacropsikeHnem).

www.consultant.ru CrpaHvua 15 wu3 29
HafeXHasa npaBoBan noaaepXxka


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

"IrOCT P 7.0.97-2025. HaumoHasnbHbIi cTaHaapT Poccuiickoin
®epnepaumu. Cuctema CTaHAapPTOB NO MHMOPMaLuK,
61bnMoTeUHOMY U U3aaT...

[okyMeHT npegoctasneH KoHcynbTaHTlNtoc
[ata coxpaHeHus: 02.08.2025

Mpumep
M.0. reHepanbHOro gMpekropa Mognucb n.0. damunus
unm
McnonHsowmn obasaHHoCTH MNognucb nN.0. damunus
reHeparbHOro gupekropa

I'IpM nognncaHnm pAOKyMeHTa nuuom, MMewwumm npaBo noanncm B Cliydae BpeMEeHHOro OTCYTCTBUA
pykoBoautend, ncnpasneHna B HauMeHoBaHue OOJDKHOCTU U pacmmcbposky cbammnmm yXe noarotoBlieHHOro u
cornacoBaHHOro npoeKkTa AOKyMeHTa BHOCATCA OT PYKMU UK C UCNOJIb30OBaHMEM COOTBETCTBYHOLWMX LLTAaMMNOB. He
0O0MnyCckaeTCd CTaBUTb KOCYH 4epTy, Haanucb "3a" nepeg HammeHoBaHMemM [OOJDKHOCTU Nnuua B noanncun, ecrin
OOKYMEHT noanncbliBaeT MHOEe OO0JIKHOCTHOE NNUO.

5.23 OTtmeTtka 06 SMEKTPOHHOM MOAMUCKM MCMONb3yeTca NpW BU3yanunsaumym 3NEKTPOHHOIO OOKYMEHTa,
NMOANUCAHHOIO 3NEKTPOHHON NOANMUCHIO, C cobnioaeHeM criegyomx TpeboBaHNiA:

a) MeCTO pasMeLLEHNS OTMETKM 06 3MEKTPOHHOW MOAMNMCU LOIHKHO COOTBETCTBOBATbL MECTY pa3MelLeHust
cob6CTBEHHOPYYHON MOANUCY B @aHANOMMYHOM JOKYMEHTE Ha BYMaXKHOM HOCUTene;

6) 3NeMeHTbl OTMeTKM 00 SJ'IeKTpOHHOIZ noanncu [OOMKHbl ObiTb BMAMMBIMU U YMTAEMbBIMU npu
OTO6pa)KeHVII/I OOKYMEeHTa B HaTypalibHOM pa3mepe;

B) 9NeMeHTbl OTMETKN 06 3MEeKTPOHHON NOAMUCKU He AOMKHbI NepeKpbIBaTLCA UNWN HaKNaabiBaTbca APYr Ha
Aapyra;

r) 3MeMeHTbl OTMETKM 00 3NEKTPOHHON MOAMMUCH HE OOMMKHbI NepeKpbiBaTh 3MIEMEHTbI TEKCTa AOKYMEeHTa U
ApYyrve peKkBu3nTbl JOKYMEHTa.

OTtmeTka 06 ycuneHHonm KBanMUUUPOBAHHOM W YCUINEHHOW HEKBANUMULMPOBAHHON 3NEKTPOHHOM
nognucu BkntovaeT pasy "[JoKyMeHT nognucaH 3neKTPOHHOW MOoAnuCbio”, HoMep cepTudukaTa Knoda
3MEKTPOHHOW noanucu (Onsi YCUNEHHOW HeKBanMUUMpOBaHHOW noanMcu - MNpyu Hanumuum ceptudukarta),
damunuio, UMA, 0TYECTBO BnagenbLla cepTudukaTa, CpoK AeNCTBUA cepTudmKaTa Krtoya SNeKTPOHHOW nognucu.

OTtmeTka 06 SﬂeKTDOHHOVI noanncnM MOXeT BKIO4YaTb M306pa>|<eHv|e rep6a, ambnembl OopraHa BJactTu
(OpFaHM3aLI,VIVI), TOBApPHOIro 3Haka (3Ha|<a O6C.I'Iy)KI/IBaHl/IFI) opraHunsaunmm B COOTBETCTBUMN C ﬂeVICTByIOU_LVIM
3akoHOo4aTesIbCTBOM.

B Ccny4yae, eClnn 3NeKTpoHHaA noAnnucb COOepPXUT METKY AOBEPEHHOro BpeMeHn, OTMeTKa 06 3J'IeKTp0HHOIZ
noaonncn OOJPKHa BKIHOYaTb Mchopmau,mo O fate M BpeMeHu nognnmcaHuna 3INEeKTPOHHOro [OOKYMEHTa
SﬂeKTpOHHOVI noanucblo, BHELLHWA BUA METKM 0OBEpPEeHHOro BpeMeHu YCTaHaBIIMBaeTCA JlOKallbHbIMU
HOPMAaTUBHbLIMU aKTaMu, NPUHATbIMAU B OpraHmn3auun Uinm no cornawieHnto CTOpoH.

Mpumep
AOKYMEHT MNOAMNMMCAH
QNEKTPOHHOM NMOANMMNCbLIO
HanmeHoBaHue Ceptuncpukat 1a111aaa000000000011 H.H. Hukonaes
OOJTKHOCTU Bnapeney Hukonaes Hukonan Hukonaesuy
HenctButeneH ¢ 01.12.2023 no 01.12.2024
[ata n Bpemsa nognucanms 01.06.2024 15:00
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B cnyyae npuMeHeHus NpoCTOM 3MEKTPOHHOM NOAMUCK BHELLUHUIN BUO OTMETKU 06 3MEeKTPOHHOW Moanucu
yCTaHaBNMBaeTCA NoOKanbHbIMU HOPMATMBHBIMW akKTamu, MPUHATLBIMU B OpraHusauuu, uUnu fno CormnalleHuto
CTOPOH.

5.24 Te4vaTb 3aBepsieT NOASIMHHOCTb MOLMUCK OOIPKHOCTHOMO Nnuua Ha OOKYMEHTaX, YAOCTOBEPSIOLLMX
npaea nuu, UKCUpyrLnX dakTbl, CBA3aHHblIE C PMHAHCOBbLIMU CPEeACTBaMMU, @ TakKkKe Ha MHbIX OOKYMEHTaXx,
npegycMmaTtpuBaloLlLnX 3aBepeHMe MNoanucu nedatbid B COOTBETCTBMM C 3aKoHOAaTenbCTBOM Poccuickon
degepauum.

OpraHusaumu, nmetoLme npaso UCnonb3oBaTb repbosble nevaTu, PyKOBOACTBYIOTCA NPU UX U3rOTOBMEHUN
COCT P 51511.

Mevatb npocTaBndeTcAa Ha cBOOOAHOM OT TeKCcTa MecTe, MMM 3axBaTbiBasi 4YacTb HaMMEHOBaHUS
OOJDKHOCTM, Tak 4TOObI OCTaBanuCb BWOHbI WMMEKLLIMECS Ha neyaTu Hagnucu wu VI306pa)KeHVIFI. MeyaTb
npocTaBnAaeTcsd, He 3axBaTbiBas CO6CTBeHHOpy'~IHOI7I nognucu nuuda, nognmucasLlero JOKyMeHT.

HonyckaeTtcst 0603Ha4YaTb MECTO 4118 NeYaTn Ha oKymeHTe oTMmeTkon "MIMN" ("MecTto neyatun").

5.25 OTmeTKa 06 ncnonHuTene BKNYaeT PaMmnmio, UM U OTYECTBO UCNOMNHUTENS, HOMEpP ero TenedoHa.
OTtmeTka 06 ucnonHUTene MoXeT OO0NONHATECA HauMeHOoBaHMeM CTPYKTYPHOro nogpasaeneHuma n OOJMKHOCTW,
3NEKTPOHHBLIM aApecoM UCTOMNHUTENS.

OTmeTka 06 ucnonHuTene oopmMIsieTcs Ha NULEBOM CTOPOHE MOCHEAHEro NUCTa AOKYMEHTa OT FpaHuLibl
NeBOro Moss Unu, NMpu oTCYTCTBUM MecTa, Ha 060POTHOW CTOPOHE NCTa BHU3Y CrieBa.

Mpumep

3abenuH NBaH AHOpeeBnY, KOHTPOSLHOE yNpaBneHve, BeayLwnin cneunanmnct
+7(495) 924-45-67, Zabelin@gov.ru

OTMeTka 006 WCMOMHUTENE MOXET OQOPMIATLCA KakK HWKHWUIA KOMOHTUTYN M nedyataTbCs LpUdTOM
MeHblLero pasMepa. B cnyyae odgopmreHust pekBu3uTa LWPUEGTOM MEHLLLIErO pasMepa PeKoMeHOyeTcs
MCnonb3oBaHWE Kerns Ha ABa MyHKTa MEHbLUEro pa3Mepa, YeM OCHOBHOW TEKCT.

5.26 OTmeTKka O 3aBepeHMM Konuu ohopMIISieTcs Ans NOATBEPXKAEHMSI COOTBETCTBUS KOMUU JOKYMEHTa
(BBINUCKM N3 AOKYMEHTA) NOANMHHUKY AoKyMeHTa. OTMeTKa O 3aBepeHUN KONUM NPOCTaBRAeTCs Nog, PEKBU3NTOM
"nognuck" u BKNoYaeT: croBo "BepHo"; HaumMeHOBaHME OOMKHOCTU nNuua, 3aBEepUBLLErO KOMUIO, ero
COOCTBEHHOPYYHYIO MOANMUCH; paclmdpoBKY Noanucu (MHuumansl, hammnuio); gaTy 3aBepeHust konun (BbIMUCKN
13 AOKyMEHTA).

Mpumep

BepHo
MHcnekTop cnyx6bl kagpoB Moanuck N.0. damunuga

[arta

Ecnn konua BbloaeTcs OnA NpeacTaBneHus B APYrylo opraHvMsaumio, OTMeTKa O 3aBepeHun Konuu
[OOMNOINHAETCA HaANUCbio O MECTe XpaHeHUs OOKyMeHTa, C KOToporo 6bina usrotoBrneHa konusa ("ToanvHHUK
OOKyMeHTa Haxogoutcsl B (HavMeHoBaHue opraHusauun) B gene N ... 3a ... rog") v 3aBepsieTcs nevyaTtbio
opraHusauumm.

Ons NnpocTaBJ/iEHNA OTMETKN O 3aBEPEHUN KOMUN MOXKET UCNOJ1b30BaTbCA LWTaMmm.
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5.27 OTMeTKa 0 MOCTYNfeHUN AOKYMEHTa CNyXWUT Ans NoaTBepXKaeHus dhakta NocTynieHusl JoKyMeHTa B
opraHusaumio M BKIOYMaeT AaTy MOCTYMNEHUS U BXOASLWMA PErucTpauMoHHbIA HOMep AokymeHTa. [lpu
HeobXxoaMMOCTM OTMETKA O MOCTYMNMEHUM MOXET AOMOSHATLCA yKa3aHWeM BPEeMeEHW MOCTYMNMeHust B vacax U
MUHYTax 1 criocoba 40CTaBKMN AOKYMEHTA.

Onsi npocTaBneHnst OTMETKU O MOCTYNIIEHUN JOKYMEHTa MOXET UCMONb30BaTbCS LUTamn.

5.28 Pesonouns copoepXWT YykazaHUMe MO WCMONHEHWIO AOKyMeHTa. Pesoniouusi odopmnsetcs Ha
cBobOZHOM MecTe pabouyero nons AOKYMeHTa, Ha GnaHke pes3oniouuuM WU BHOCUTCA HEMOCPEACTBEHHO B
CUCTEMY 3MEKTPOHHOTO [JOKYMEHTOOGOpOTA.

Pesontouuns BknoYaeT: haMmunuio, MHULMANbI UCMONHUTENS (MCNONHWUTENen), NnopyyeHne no OOKYMEHTY,
npu HEOBXOAMMOCTU - CPOK UCMONHEHMS, NOANWCh NULA, BbIHECLLETO Pe30niounio, aTy pe3oniounu.

Mpumep

damunusa N.0.

Mpowy nogrotoBuTb NpeanoxeHna k 15.04.2025.
Mognunck

Jata

5.29 OTmeTKa O KOHTpOrne CBMAETENbCTBYET O MOCTAHOBKE [AOKYMEHTA Ha KOHTPOIb, MPOCTaBMSieTCS
wramnom "KoHTponb" Ha BepxHEM Mone AOKyMeHTa U/Mnu BHOCUTCA HENOCPeACTBEHHO B CUCTEMY SIEKTPOHHOIO
[oKyMeHTooGopoTa.

5.30 OtmeTka O HanpaeneHWuM OOKyMEHTa B JeNo onpegensieT MecTO XpaHeHus OOKyMeHTa nocne
3aBeplueHus paboTbl C HAM K BKMYaeT: crnoBa "B geno", MHaekc gena no HOMEHKnaTtype ger, B KOTopoe
nomeLLlaeTcs JOKYMEHT Ha XpaHeHue, C yKasaHueM roga, JOIDKHOCTM nuua, 0opMUBLLENO OTMETKY, MOAMMUCH,
narbl.

Mpumep

B nperno N 01-18 3a 2024 .
3aB. 0TOEnoM KoprnopaTMBHBIX MPOEKTOB

Mognuck [ara

OTtmeTKka O HanpaBJfieHN OOKYyMEeHTa B AEeJ10 MOXKET OOMOJIHATbCA KPpaTKUMU CBEeOEHUAMU O pedylibTaTtax
MCMOJIHEHNUA OOKYMEHTa.

5.31 WTrpuxkog (QR-koa) AOKyMeHTa pasMellaloT B MPaBOM HWKHEM Yrny nepBoro nucra AOKYMeEHTa, a
npu OTCYTCTBMM CBOGOAHOrO MecTa - B NPaBOM BEPXHEM Yriy UMM Ha ApYroM cBOGOAHOM OT TekcTa MecTe
OOKyMeHTa Ans aBToMaTm3aLmmn noncka 4oKyMeHTa B MH(DOPMaLMOHHON cucteme.

6 BnaHku [OKYMeHTOB

6.1 [Ins noAroToBKM AOKYMEHTOB OpraHvM3auuy Ucnonb3ytoT 6naHkm yctaHoBneHHoro obpasua 1 4YncTble
nmcTbl Bymarm.

[na nsrotoeneHns 6naHKkoB AOKYMEHTOB mcnonb3yetcs bymara dopmatoB A4 (210 x 297 mm), A5 (148 x
210 mm); ang narotoBrneHus GrnaHKoB pe3onioumnn ucnonblyetca bymara popmatoB A5 (148 x 210 mm), A6 (105 x
148).

Mpn n3gaHnM OOKYMEHTOB ABYMS My Goree opraHusauusiMu mcnosnb3yetcss 6ymara dopmata A4, Ha
KOTOpOl7I BOCNPON3BOOAATCA PEKBU3NUTLI BCEX opraHm3au,v||7|, noaroToBmMBLLUNX OOKYMEHT.
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Ha 6naHke usrotaeBnuMBaeTcs nepBasi CTpaHuua (NIMCT) OOKYMeHTa, nocrefylolume CTpaHuubl (UCTbI)
M3roTaenMBaloTCs Ha Gymare COOTBETCTBYHOLLENO hopmaTa.

Kaxgbin nucT gokymeHTa, 0hOpPMIIEHHbIA Ha OnaHke unu 6e3 Hero, JOMKEH MMETb NONSA HE MEHeE:!

20 MM - neBoe;

10 MM - npaBoe;

20 MM - BepxHee;

20 MM - HUXHee.

[oKyMeHTbl AnuTenbHbIX (CBbilwe 10 NeT) CPOKOB XpaHEHUS AOSMKHbI UMETb JNleBoe nore He meHee 30 Mm.

6.2 OpraHmsauumn ncrnonb3yT GnaHku OOKYMEHTOB, M3roTOBMEHHblE HAa BymaHOM Hocutene (OnaHku
OOKYMEHTOB hefieparbHblX OpraHoB rocygapCTBEHHOM BnacTu ¢ Bocrnpou3BegeHnem focyaapctBeHHoro repba
Poccuinckon ®egepaummn nsrotaBnmBalTca nonvrpaduyeckummn npegnpusaTusiMyi, umMeLwmmMmn ceptndukaTel 0
HanMuMM TEXHWYECKUX U TEXHOJTOTMYECKUX BO3MOXHOCTEMN ANSl Ka4eCTBEHHOTO M3roTOBIIEHWUSI yKa3aHHOro BuAa
npoaykuum), n/vnn anekTpoHHble WwabnoHbl 6naHkoB. bnaHkn Ha ByMaKHOM HOCUTENE U 3NEKTPOHHbIE LaboHbI

©naHKoB A0MKHbI OblTb MAEHTWUYHbI MO COCTaBYy PEeKBU3UTOB, NOPALOKY MX PaCnonoXeHua, rapHUTypam LLIpM(*)Ta.

BrnaHkn OOKYMEHTOB Ha GyMakHOM HOCUTENE WU 3MEeKTPOHHbIE WabMoHbl 6/1aHKOB M3roTaBMMBAOTCA Ha
OCHOBaHUM MaKeToB Br1aHKoOB, YTBEPXKAAEMbIX PYKOBOAUTENIEM OpraHM3aLum.

BnaHku OOKYMEHTOB cnenyeT U3rotaBiiMBaTb Ha Oenown 6ymare nnn 6ymare CBETJ1bIX TOHOB. Eymara, Ha
KOTOpOVI n3rotaenuearoTca GnaHku LOOKYMEHTOB U BTOpOVI n nocnegywwmne nuctbl OOKyMeHTa, OOJIKHa ObITb
OQMNHAKOBOro Ka4vecTtBa.

SJ'IeKTpOHHbIe wabnoHbl GnaHkoB OOKYMEHTOB W J3J1eKTPOHHbIE LWabroHbI OOKYMEHTOB [AOJIKHbI ObITb
3aliniieHbl OT HeCaHKLUNOHNPOBAHHBbIX N3MEHEHNNA.

6.3 BrniaHkn fOKYMEHTOB O(hOPMIISIIOTCS B COOTBETCTBUM C NpuniokeHnem B. OprMeHTUPOBOYHbIE FpaHULibl
30H PAaCcMONOXEHUss PEeKBU3UTOB 0B603HaueHbl NyHKTMPOM. Kaxgas 30Ha onpedenseTcs COBOKYMHOCTbLIO
BXOASALLMX B HEEe PEKBU3UTOB.

6.4 B 3aBMCMMOCTU OT pPacnonOXeHUs1 PEKBU3NTOB YCTaHaBNMBAETCH ABa BapuaHTa GNaHKOB - YITIOBOM
(pncyHok B.1) n npogoneHbIv (pucyHok b.2).

6.5 Peksuautol 01, 02, 03 pacnonaraloTcs Ha BepxHeM none AoKymeHTa Haf peksuautom 05 nocepeauHe
30Hbl, 3aHATON 3TUM PEKBU3UTOM.

Peksunaunt 03 moxeT pacnonaratbCsa crieBa Ha ypoBHe pekBuauta 05.

Peksunantel 05, 06, 07, 08, 09, 13, orpaHmnyuTenbHble oTMETKM Anga peksuautoB 10, 11, 12 B npeagenax
rpaHnL, 30H PacnosioKeHNs PEKBU3NTOB pa3MeLLiaoTCsl O4HMM M3 CrOCOOOB:

- LUEeHTPpUpOoBaHHbIM (Haqano N KOHel Kaxaon CTPOKM PEeKBUIUTOB paBHO YyaalrieHbl OT rpaHul 3O0Hbl
pacnonoXxeHund peKBVI3I/ITOB);

- (naroBbiM (Kaxgasi CTpoka peKBM3UTOB HadvHaeTCsd OT MeBOW rpaHuubl 30Hbl  PAaCnONOXeHUs
PEKBU3NTOB).

6.6 YcTraHaBnueatoTcs criegytoLme Buabl 61aHKoB JOKYMEHTOB OpraHM3aumu:
- 00K BnaHk;
- bnaHK nucbMma;

- BnaHK KOHKPETHOro BMaa AOKYMEHTa.
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HopmaTvBHBIMM  akTamu OpraHuM3aumy YCTaHaBfMBAKTCA BuObl MNPUMEHSIEMbIX OMaHKOB UM UX
pasHoBMOHOCTM (OnaHk nmMcbMa CTPYKTYPHOro nogpasgenenusi, 6raHk nMcbMa LOMMKHOCTHOro nuua, 6naHk
npukasa, 6naHk pacnopsibkeHuns, 6naHk npoTokona u ap.).

O6pa3sLbl 6raHKOB AOKYMEHTOB NpvBeAeHb! B NpunioxeHun b.

6.7 Obwun 6naHk ucrnonb3yeTcsa ANs WU3roTOBNEHWS mNoObiX BUOOB AOKYMEHTOB, KpOME [AEroBOro
(cnyxebHoro) nucbma.

O6wwnii 6naHk B COOTBETCTBMM C Y4YpeOUTENbHbIMU LOKYMEHTaMW OpraHv3aumm W  foKanbHbIMM
HOpMaTUBHbLIMUK akTamu BkItodaeT pekemauTbl 01 (02 nnm 03), 05, 06, 07, 13 1 orpaHNYMTENbHBIE OTMETKM ANs
peksuautoB 10, 11, 16, 17.

BnaHk nMcbma B 3aBMCMMOCTU OT y4peamTenbHbIX JOKYMEHTOB OpraHvM3aumy 1 NoKarnbHbIX HOPMaTUBHbIX
akToB BKItovaeT pekBuauTbl 01 (02 unu 03), 05, 08, orpaHnumTenbHble oTMeTkM ans pekeuantos 10, 11, 12, 15,
17. brnaHKk nMcbMa CTPYKTYPHOro nogpasfenenHns AOMOSHMUTENbHO BkOYaeT pekBuauT 06, GnaHk nucbma
OOMKHOCTHOrO nuua - peksnsut 07.

BnaHk KOHKpPeTHOro BMAa OOKYMEHTA, KPOMe MMCbMa, B 3aBUCUMOCTU OT YYpeauTENbHbIX AOKYMEHTOB
opraHM3aumMm M JoKamnbHbIX HOPMaTUBHbLIX akToB BkMtovaeT pekBuauTbl 01 (02 wnm 03), 05, 09, 13 u, npwu
HeobXxoQMMOCTH, OrpaHNYMTENbHBIE OTMETKM AN rPaHuL, 30H pacnonoxenusa peksusmTto 10, 11, 16, 17. bnaHk
KOHKPETHOro BMAa OOKYMEHTa CTPYKTYPHOro nogpasgeneHns OONOMHUTENbHO BKIOYaeT pekBuant 06, GnaHk
OOSMKHOCTHOrO nuua - pekamaut 07.

6.8 B opraHax Bnactu u opraHusaumsix pecnyonuk Poccunckon ®Pepepauum, MCMONb3yHOLWMX Hapsgy C
PYCCKMM S3bIKOM KaK roCygapcTBeHHbIM 4A3blkom  Poccunckon ®epepauumn  rocygapCTBEHHBIN  S3bIK
(rocypapcTBeHHble  s3blkM)  pecnybnuk, ucnonb3ylTcsa ©OnaHkM OOKYMEHTOB Ha PYCCKOM  SA3blke U
rocyapCTBEHHOM 43blke (rOCy4apCTBEHHbIX A3blkaxX) pecnybnuk: yrnoBble (pekBm3nTbl GnaHka pacrnonararTcs
Ha OAHOM YPOBHE: Ha PYCCKOM $3blke - CIeBa, Ha rocyJapCTBEHHOM $3blke (rOCy4apCTBEHHbIX A3blKax)
pecnybnuvk - cnpaBa) Unv NPOAOoSbHbIE (PEKBU3UTBI OraHKa Ha PYyCCKOM si3blke - CBEPXY, PEKBM3UTbI BnaHka Ha
rocyaapCTBEHHOM 5i3blke (rOCy4apCTBEHHbIX S13blKax) pecnyOruK - HUXe).

[ns nepenucku ¢ MHOCTPaHHbLIMKU KOPPECMOHAEHTaMU UCMONb3YIT BnaHkM Ha OBYX A3blkax - PYCCKOM U
aHrMUNCKOM (pUCYHOK B.8) nnu nHOM MHOCTPaHHOM SI3bIKE.

MpunoxeHne A

(cnpaBo4HoE)
PACNONOXEHUWE PEKBU3NUTOB HA TUTYJIbHOM JIUCTE AOKYMEHTA
HanmeHoBaHWe opraHusaumm
"pnc cornacoBaHus JOKYMeEHTa Mpnd yTBEPXKOESHUA OOKYMEHTA
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HanmeHoBaHue Buaa OOKYyMeHTa

3aronoBoK K TEKCTY

MecTo cocTaBneHus (I/ISD,aHVIﬂ) OOKyMeHTa - rog nsgaHna OKyMeHTa

PucyHok A.1 - PacnonoxeHne peKBU3UTOB Ha TUTYNIbLHOM
nucTe [OKYMeHTa

MpunoxeHne b
(cnpaBo4Hoe)

CXEMbI PACIMONOXEHUA PEKBUSUTOB OOKYMEHTOB
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PucyHok B.1 - PacnonoxeHue peKBU3UTOB U rpaHULbl 30H

Ha ¢hopmaTte A4 yrnoBoro 6naHka
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PucyHok B.2 - PacnonoxeHue peKBUM3UTOB U rPaHuULibl 30H
Ha ¢popmaTte A4 npoaosnibHOro 6raHkKa
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OBPA3LbI BJTAHKOB AOKYMEHTOB

MpunoxeHue B

(cnpaBo4HoE)

Pocapxvs

®epnepansHoe 6roaxeTHOe yupexaeHne
"Bcepoccuncknini Hay4yHo-ncernegoBaTenbCkU MHCTUTYT
OOKyMEHTOBEeAEeHUs U apxuBHoro gena”

(BHMMOAL)

MockBa

PucyHok B.1 - O6paseL obuwero 6naHka opraHnsaumm

Pocapxus

depepanbHoe GogKeTHOE yupexaeHme
"Bcepoccuincknii Hay4Ho-uccrnenoBaTenbCKUn
WMHCTUTYT JOKYMEHTOBEAEHMUS! U apXMBHOro aena"

(BHUMAAR)

MpodcotosHasn yn., a. 82, Mockea, 117393
Ten./dakc: (495) 718-78-74;
e-mail: mail@vniidad.ru; http://www.vniidad.ru
OKT10 02842708; OI'PH 1027700380795;
WHH/KIMIM 7708033140/771001001

Ha N oT

www.consultant.ru
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[okyMeHT npegoctasneH KoHcynbTaHTlNtoc

®epepaumn. CuctemMa CTaHAAPTOB MO MHMOPMaUMK, [laTa coxparerus: 02.08.2025

616AMOTEUHOMY M U3aaT...

PucyHok B.2 - O6pasel yrnoBoro 6raHka nMcbMa opraHnsaumm

Pocapxue

denepanbHoe G0oKETHOE yUpexaeHue
"Bcepoccnincknin Hay4Ho-ucernegoBaTenbCkUin UHCTUTYT
[OKYMEHTOBEZIEHMS U apXMBHOro aena"

(BHMMOAL)

MpodcotosHasa yn., A. 82, Mockea, 117393
Ten./dakc: (495) 718-78-74; e-mail: mail@vniidad.ru; http://www.vniidad.ru
OKIO 02842708; OI'PH 1027700380795; MHH/KIMIM 7708033140/771001001

Ha N oT

PucyHok B.3 - Obpasel, npogonbHoro 6naHka nucbMa opraHmsaumm

Pocapxwvs

dPepepanbHoe GIOOKETHOE yUpexaeHne
"BCepOCCUNCKMI HAaYy4YHO-UCCeA0BaTENbCKUN UHCTUTYT
JOKYMEHTOBeEeHUS U apXnBHoro gena"

(BHMMOAN)

SBAMECTUTENb ANPEKTOPA

MpodcotosHas yn., a. 82, Mockea, 117393
Ten./dakc: (495) 718-78-74; e-mail: mail@vniidad.ru; http://www.vniidad.ru
OKINO 02842708; OI'PH 1027700380795; MHH/KIIM 7708033140/771001001
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"TOCT P 7.0.97-2025. HaumoHanbHbI cTaHaapT Poccuitckoi
®epnepaumu. Cuctema CTaHAapPTOB NO MHMOPMaLuK,
61bnMoTeUHOMY U U3aaT...

[okyMeHT npegoctasneH KoHcynbTaHTlNtoc
[ata coxpaHeHus: 02.08.2025

Ha N oT

PucyHok B.4 - Obpasey, npogonbHoro 6naHka nucbma
[JOJIKHOCTHOrO nuua

Pocapxus

depepanbHoe GOoKETHOE yupexaeHme
"Bcepoccumnckmin Hay4Ho-ucecrnegoBaTenbCkUin UHCTUTYT
[OKyMEHTOBEAEHUSI U apXuBHoro gena”

(BHMMOAL)

OTPACJIEBOW LIEHTP MOBbIWEHWA KBATIMGUKALINA

MpodcotosHasa yn., a. 82, Mockea, 117393
Ten./dakc: (495) 718-78-74; e-mail: mail@vniidad.ru; http://www.vniidad.ru
OKT10 02842708; OIr'PH 1027700380795; MUHH/KIMI 7708033140/771001001

Ha N oT

PucyHok B.5 - Obpasey, npogonbHoro 6naHka nucbma
CTPYKTYPHOro noapasaeneHus
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"TOCT P 7.0.97-2025. HaumoHanbHbI cTaHaapT Poccuitckoi
®epnepaumu. Cuctema CTaHAapPTOB NO MHMOPMaLuK,
61bnMoTeUHOMY U U3aaT...

[okyMeHT npegoctasneH KoHcynbTaHTlNtoc
[ata coxpaHeHus: 02.08.2025

Pocapxvs

®epnepansHoe 6roaxeTHOe yupexaeHne
"Bcepoccuncknini Hay4yHo-ncernegoBaTenbCkU MHCTUTYT
OOKyMEHTOBEeAEeHUs n apxuBHoro gena”

(BHMMOAL)

MPUKA3

MockBa

PucyHok B.6 - Obpasey 6naHka KOHKpETHOro Buaa
OOKYyMeHTa opraHusauunu

Pocapxus

®epnepansHoe GroaxeTHOe yupexaeHne
"Bcepoccumncknini Hay4yHo-uccrnegoBaTenbCkUi MHCTUTYT
OOKyMEHTOBEeAEeHUs U apxuBHoro gena”

(BHMMOAL)

3AMECTUTEJSIb AUPEKTOPA

PACIMOPAXEHWE

MockBa
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"TOCT P 7.0.97-2025. HaumoHanbHbI cTaHaapT Poccuitckoi

[okyMeHT npegoctasneH KoHcynbTaHTlNtoc

®epepaumn. CuctemMa CTaHAAPTOB MO MHMOPMaUMK, [laTa coxparerus: 02.08.2025

616AMOTEUHOMY M U3aaT...

PucyHok B.7 - Obpasel, bnaHka KOHKpPEeTHOro Buaa
OOKyMeHTa JOJMKHOCTHOro nmua

Pocapxus

depepanbHoe GogKeTHOE yupexaeHme
"Bcepoccuiickuin Hay4Ho-mcenegoBaTensCkUi UHCTUTYT
[OKYMEHTOBEAEHNS U apXuBHOro gena”

(BHUMOAL)

MpodcotosHas yn., 4. 82, Mocksa, 117393
Ten./cakc: (495) 718-78-74; e-mail: mail@vniidad.ru; http://www.vniidad.ru
OKIO 02842708; OI'PH 1027700380795; MUHH/KIIM 7708033140/771001001

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

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

Ha N oT

PucyHok B.8 - O6paseL npogornbHoro 6naHka nucbma
opraHuMsaumm Ha OBYX A3blkax
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"IrOCT P 7.0.97-2025. HaumoHasnbHbIi cTaHaapT Poccuiickoin
®epnepaumu. Cuctema CTaHAapPTOB NO MHMOPMaLuK,
61bnMoTeUHOMY U U3aaT...

[okyMeHT npegoctasneH KoHcynbTaHTlNtoc
[ata coxpaHeHus: 02.08.2025

Pocapxue Rosarchiv
depepanbHoe GHOOKETHOE yUpexaeHue The Federal Budget Institution
"Bcepoccuincknii Hay4Ho-uccnenoBaTenbCKun "The All-Russian Scientific and
WHCTUTYT JOKYMEHTOBEAEHNS U apXuBHOro gena"” Research Institute for Archives
(BHNMOAL) and Records Management"
(VNIIDAD)
MpodpcorosHas yn., 4. 82, Mockea, 117393 Profsoyuznaya ul., 82, Moscow, 117393
Ten./dakc: (495) 718-78-74; Tel./Fax: (495) 718-78-74;
e-mail: mail@vniidad.ru; http://www.vniidad.ru e-mail:mail@vniidad.ru;
OKIO 02842708; OI'PH 1027700380795; http://www.vniidad.ru

WHH/KIMM 7708033140/771001001

Ha N oT

PucyHok B.9 - Obpasey yrnosoro 6naHka nucsma
opraHusaumm Ha OBYX A3blKax

BUBJIMOTPA®UA

[1 dPepnepanbHbil - KOHCTUTYLUMOHHBIM  3aKOH OT 25 pgekabps 2000 r. N 2-OK3 "O
locypapctBeHHom repbe Poccuinckon ®egepaumn”

[2] [MpaBuna okasaHWa YCnyr MO4YTOBOW CBSA3W, YTBEpPXAEHHble npukazoMm MuHucTepcTBa
LUMpoBOro pasBuUTUs, CBA3M M MacCcoBblX KOMMYyHuKauun Poccuinckon depepauumn ot 17
anpena 2023 r. N 382

YOK 006.35.034(470+571):[005.92:002.1]:006.354 OKC 01.040.20

KnioueBble crnoBa: opraHu3aLMoHHO-pacnopaamTenbHan AoKyMeHTauus, opopMreHne OOKyMeHTa,
GnaHK OOKyMeHTa, peKBM3NT OKYMeHTa
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