[lokyMeHT npepocTtaBneH KoHcynbTaHTIINoC

®EAEPA/IbHOE APXUBHOE ATEHTCTBO

OENEPANNIbHOE BIOAXETHOE YYPEXEHUE
"BCEPOCCUMCKUIA HAYYHO-UCCNEOOBATE/IbCKUA UHCTUTYT
OOKYMEHTOBEAEHUA U APXUBHOIO OENA"

METOAUYECKUE PEKOMEHOALUU
No NPUMEHEHUIO FOCT P 7.0.97-2016 "CUCTEMA CTAHOAPTOB
no NH®OPMALUU, BUBJIMOTEHHOMY U USOATE/IbLCKOMY AENY.
OPTAHU3ALMNOHHO-PACNOPAAUTENBHAA JOKYMEHTALIUA.
TPEBOBAHUA K O®POPMJIEHMUIO AIOKYMEHTOB"

MeTtoan4yeckme pekomeH4aumMmn pasbACHAKT NoaoXKeHUA ctaHgapta FOCT P 7.0.97-2016, coaep»KaT
METOAMKY UX NPAKTUYECKOro MCMNOAb30BaHMA OpraHamM rocygapcTBEHHOW BAACTU, opraHaMm MecTHOro
CamMoynpaB/ieHMA, opraHMsauMaMM NPU peanmsaumm MNpoLeccoB AOKYMEHTaUMOHHOro obecneyeHus
ynpaB/ieHua, B TOM Ynce B paboTe No co34aHMI0 3N1EKTPOHHbIX LOKYMEHTOB, a TaKKe Npu paspaboTke u
BHEAPEHUWN CUCTEM I/IEKTPOHHOTO AOKYMEHTOObOopOTa.

MeToguyeckne pekomeHgauum npegHasHayeHbl oA NPUMEHEHUs opraHamu rocygapcTBeHHOM
B/TAaCTU W roCyAapCTBEHHbIMU OpPraHM3aUMsaMM, a TaKKe OpraHM3aUnAMN Pas3/INYHbIX OPraHU3aLNOHHO-
npaBoBbix Gopm 1 bopm cobCcTBEHHOCTU. MeToauyeckne peKoMmeHaaLMm MOryT MCNO/Ib30BaTbCA TaKKe B
npouecce oby4yeHMA CTYAEHTOB NO COOTBETCTBYOLLMM ANUCLMUMIUHAM.

1. OBLUME NONOXKEHUA

1.1. MeToaunyeckue pekomeHgaumm no npumeHeHunto FOCT P 7.0.97-2016 "Cuctema cTaHAApTOB Mo
nHbopmauunu, 6ubnmoteyHomy W u3gaTenbckomy ageny. OpraHWsaULMOHHO-pacnopsanTebHas
OOKymeHTaumA. TpeboBaHMA K opopmaeHuto AokymeHToB" (ganee - MeTogmyeckne pekomeHaaumm)
pa3paboTaHbl B LeNsAx onpeaeneHus:

- nopAgKa npumeHeHuaA nonoxenuii FTOCT P 7.0.97-2016 (panee - CtaHgapr);
- NOCNenoBaTeNbHOCTU AeNCTBUI NO OpraHM3aunmn ero NpMMeHeHus.

1.2. MeToauyeckme pekomeHaaLMn paspaboTaHbl B cooTBETCTBMU ¢ DesepasibHbiM 3aKOHOM OT 29
ntoHs 2015 r. N 162-®3 "O craHgapTusaumm B Poccuiickoit ®egepaumm’ <1>, a TakKe B COOTBETCTBUM C
3aKOHOZATeNbHbIMU M WMHbIMM HOPMAaTUBHbIMW MNPaBOBbIMW akTamn B chepe UHbOpmaLun U
AenonpounsBo/cTea.

<1> depepanbHbiii 3aKOH OT 29 uioHAa 2015 r. N 162-03 "O craHgaptu3aummn B Poccuickol
depepaunn" (CobpaHume 3akoHogaTenbcTa Poccuiickont degepaumnm 2015 N 27, c1. 3953; 2016, N 15, cT.
2066; N 27, cT. 4229).

1.3. MeToanyeckme pekomeHzaumm 6yayt cnocobcTBoBaTb MPUMMEHEHUIO NOIOXKeHUIM CTaH4apTa B
OpPraHU3aLMaX PasIMYHbIX OPraHU3aLMOHHO-NPaBOBbIX GOPM.

1.4. NonoxxeHna MeTogmMUecKnx peKomMeHZaLmMin pacnpoCcTPaHAKTCA Ha OKYMEHTbI Ha BymMaxkHOM
N 9N1EKTPOHHOM HOCUTENSAX.

1.5. ®epepanbHbiM 3akoHOM OT 29 utoHa 2015 r. N 162-d3 "O ctraHgapTmMsaumm B Poccuinckom



depepaunn” <2> ycTaHoBEH NPUHLMN A06POBONBHOCTM NPUMEHEHWA CTaHAAPTOB.

<2> MyHKT 1 cTaTbn 26 PegepanbHOro 3akoHa ot 29 nioHsA 2015 r. N 162-d3 "O ctaHaapTU3aumm B
Poccuiickoit Pepepaunn (CobpaHune 3akoHogaTenbcTBa Poccuiickoinnt ®epgepaumm 2015 N 27, cT. 3953;
2016, N 15, cT. 2066; N 27, cT. 4229).

MpumeHeHue CtaHagapTa Npegnonaraert:

- npuBeAeHWe JIOKa/NbHbIX HOPMATMBHbLIX aKTOB OpraHuM3auMu, YyCTaHaBAMBAOWMX Mpasuaa
odopmaeHNn LOKYMEHTOB, B cooTBeTcTBMe co CTaHAapTOM (MHCTPYKUMA NO 4enonpou3BoACTBY,
CTaHAaPT OpraHun3aumm, npasuna pabotsbl c goKymeHTamu B CO);

- pa3paboTKy 6/1aHKOB U 3NEKTPOHHbIX LWAabAOHOB AOKYMEHTOB B COOTBETCTBUMU C NOIOKEHUAMM
Crangapra.

1.6. B cooTBETCTBMM CO CTPYKTypoi CTaHAapTa, a TaKKe B CBA3U C HEOHXOAMMOCTbIO onpeseneHus
nopsAgKa ero npumeHeHuns, Metoguueckme pekomeHaaunumn UMeoT cieaytolime pasgenbl:

1. O6bwue nonoxeHus;

2. TepmuHbl U oNpegenexHmns;

3. O6uwme TpeboBaHMA K CO3AaHNI0 AOKYMEHTOB;
4. OdpopmneHne peKBU3NTOB AOKYMEHTOB;

5. MoarotoBka TeKCTOB A4OKYMEHTOB;

6. BhaHKM JOKYMEHTOB;

7. Ocob6eHHOCTN NOATOTOBKM 3IEKTPOHHbIX JOKYMEHTOB.
2. TEPMWHbI U ONPEOENEHUA

BnaHK poKyMeHTa <3> - auCT Bymarm MWAM  3NEKTPOHHbIA Wab/foH C  PeKBM3UTAMM,
NAEHTUOULMPYIOWMMK aBTOPA OPULMANBHOTO AOKYMEHT];

<3> [MlyHKT 48 TOCTa P 7.0.8-2013 Cuctema CTaHAApPTOB MO MHPopmauun, BUbanoTeyHomy wu
nsgatenbckomy pgeny. [enonpomsBoaCcTtBO M apxuMBHOe paeno. TepmuHbl U onpegeneHua. - M.:
CraHgaptuHdopm, 2014.

[JOKYMeHT <4> - opuUManbHbI AOKYMEHT, CO34aHHbIN rOCYAapCTBEHHbIM OPraHOM, OPraHoOM
MECTHOro CaMoynpaBAeHUA, PULANYECKUM NAU GU3NYECKMM IMLLOM, ODOPMJIEHHDBIN B YCTaHOBAEHHOM
NopsAZKe U BKNHOUYEHHbIN B OKYMeHTO060poT dpeaepanbHOro opraHa MCNONHUTENbHOM BAACTH;

<4> MopanyHKT 4 nyHKTa 2 MNpaBun genonponsBoacTsa B desepasibHblX OpraHax UCMOHUTEIbHOM
Bnactu (yreep:aeHbl NoctaHosneHnem Mpasutenncrsa Poccuitickoit deaepaumm ot 15 mioHs 2009 r. N
477) (CobpaHue 3akoHopaTenbcTBa Poccuinickon deaepaumm 2009, N 25, cT. 3060; 2011, N 37, cT. 5263;
2016, N 18, cT. 2641).

JoKkymeHTUpoBaHuWe <5> - puKcaumsa MHPOPMaLMM HAa MaTEPUASbHBIX HOCUTENAX B YCTAaHOBNEHHOM



nopAagke,;

<5> Tam e.

Konusa pokymeHTa <6> - fOKYMEHT, MOJIHOCTbIO BOCMPOU3BOAALMNI MHOOPMALMIO NOAJUHHUKA
[OKYMEHTA N ero BHELIHWE NPU3HaKN, HE UMEIOLLMIA IOPUANYECKON CUIbI;

<6> Tam e.

HauunoHanbHbIV CTaHAAPT <7> - LOKYMEHT NO CTaHAAPTM3auMK, KOTOPbIM pa3paboTaH y4aCcTHUKOM
WM y4aCTHMKamM paboT No CTaHAapPTM3aumMm, No pesynbTaTaM SKCNEePTM3bl B TEXHUYECKOM KOMUTETE MO
CTAaHAAPTU3ALMM MU NPOEKTHOM TEXHUYECKOM KOMUTETE MO CTaHAAPTM3auUN yTBepKaeH deaepasbHbim
OpPraHoOM UCMONHUTENBHOW BAAcTU B chepe CTaHAAPTU3ALMM U B KOTOPOM 411 BCEOBLEro npumeHeHns
YCTaHaBAMBAlOTCA OOLIME XapaKTEPUCTMKM ObOBEKTA CTaHZapTM3aLMKu, a TakKe npasuna M obwue
NPUHLUMNBI B OTHOWEHUWN 06beKTa CTaHAAPTU3aLNNY;

<7> MNyHKT 5 cTatbn 2 PeagepanbHOro 3akoHa ot 29 mioHAa 2015 r. N 162-d3 "O ctraHaapTM3aumm B
Poccuitckoit depepaumn” (CobpaHme 3akoHoaaTenbctsa Poccuitickort deaepaumm 2015 N 27, c1. 3953;
2016, N 15, cT. 2066; N 27, cT. 4229).

OdopmneHne 4OKYMeEHTa <8> - NPOCTaB/NeHNE Ha AOKYMEHTE HEOBXOANMbIX PEKBM3UTOB;

<8> MyHKT 52 TOCTa P 7.0.8.-2013 Cucrtema cTaHAapToB Mo MHPopmaLmn, GUBAMOTEYHOMY U
usgaTtenbCKomy peny. [lenonpousBoAcCTBO W apXWBHOE Aeno. TepMuHbl UM onpepenenva. - M.:
CranpgaptuHdopm, 2014.

MoanucaHne (OOKymeHTa) <9> - Bblpa)KeHMEe OTBETCTBEHHOCTM 3a COAEpP)KaHWe AOKYMeHTa
nocpeacTBOM 3aBepeHun ero Co6CTBeHHOPYUHOM NOAMMUCHI0 AOMKHOCTHOIO UAM GU3MYECKOro N1La;

<9> MNyHKT 57, Tam xe.

Moanuce <10> - pPEKBU3WUT, COAEPKAWMM COBCTBEHHOPYYHYIO POCMUCL AOJKHOCTHOTO WAU
du3nYecKoro Nmua;

<10> NyHKT 58, Tam xe.

PerMctpaumMoHHbIN HOMEpP AOKYMEHTa (perncTpaumoHHbIA MHAEKC A0KYMeHTa) <11> - umudposoe
nnn bykseHHo-UnppoBoe 0603HaUYEeHNE, NPUCBaAMBAEMOE AOKYMEHTY NPW ero perncTpaumnu;

<11> NyHKT 85, Tam xe.

PekBM3NUT [OKymeHTa <12> - 371eMeHT AOKYMeHTa, Heobxoaumbli ana ero opopmieHua w



OopraHunsauunun pa60TbI C HUM;

<12> TMyHKT 4 MMpaBun genonpousBoacTea B defepanbHbIX OpraHax MCNONHUTENbHOM BNACTU
(yrBepkaeHbl MoctaHoBneHnem lMpaBuTenbctBa Poccuitickon ®egepaumm ot 15 uioHa 2009 r. N 477)
(CobpaHue 3akoHogaTenbcTsa Poccuitckont Pepepaunm 2009, N 25, cT. 3060; 2011, N 37, cT. 5263; 2016,
N 18, cT. 2641).

DNIeKTPOHHas noanucb <13> - nHbopmaumnsa B 3NeKTPOHHON dopme, KOTopas MpUcCoednHEHa K
apyroii uHdopmauumM B 3NEKTPOHHON dopme (nognucbiBaemoit MHGOpMaLUM) UAN UHbIM 0Bpa3om
CBfA3aHa C Takol nHdopmaLmMeit M KoTopas UCNOo/b3yeTca AN onpenesieHus vua, noanucbiBatowero
nHpopmauumio;

<13> MyHKT 1 cTtatbn 2 degepanbHoOro 3akoHa oT 6 anpens 2011 r. N 63-3 "O6 3n1eKTPOHHOIM
nognucu" (CobpaHue 3akoHoaaTenbcTBa Poccuiickoit depepauymm, 2011, N 15, ct. 2036; 2011, N 27, cT.
3880; 2012, N 29, ct. 3988; 2013, NN 14, cT. 1668, N 27, cT. 3463, N 27, cT. 3477; 2014, N 11, ct. 1098, N
26 (4. 1), c1. 3390; 2016, N 1 (4. 1), cT. 65, N 26 (u. I), cT. 3889).

JNEKTPOHHbIA [OKYMeHT <14> - [OKYMEHTMpPOBaHHasa wHOpMauwWsa, nNpeacTaB/ieHHas B
3/1EKTPOHHOW dopme, TO ecTb B BUAE, NMPUTOLHOM A/1A BOCMPUATUSA YEJIOBEKOM C MCMOJIb30BAHMEM
SNEKTPOHHbIX  BbIYMCAUTENbHBIX MalMH, a TakkKe A4Ana  nepegaym no  MHGOpPMaLMOHHO-
TEeNIeKOMMYHMKAUNOHHbIM CETAM UM 06paboTKM B MHGOPMALMOHHbIX CUCTEMAX.

<14> MognyHKkT 11.1 ctatbm 2 depepanbHOro 3akoHa oT 27 wuona 2006 r. N 149-d3 "0O6
MHPOPMALNKN, MTHOOPMALMOHHbIX TEXHONOTUAX M O 3amuTe nHpopmaumnmn" (CobpaHme 3aKkoHoAaTENbCTBA
Poccuinckoit egepaumm, 2006, N 31, cT. 3448; 2010, N 31, cT. 4196; 2011, N 15, cT. 2038, N 30, cT. 4600;
2012, N 31, cT. 4328; 2013, N 14, c1. 1658, N 23, cT. 2870, N 27, cT. 3479, N 52, cT. 6961, 6963; 2014, N 19,
cT. 2302, N 30, cT. 4223, N 30, cT. 4243, N 48, 1. 6645; 2015, N 1, cT. 84, N 27, cT. 3979, N 29, cT. 4389, N
29, ct. 4390; 2016, N 26, cT. 3877, N 28, cT. 4558, N 52, cT. 7491, N 52, cT. 7491; 2017, N 18, cT. 2664, N
24, ct. 3478, N 25, cT1. 3596, N 27, cT1. 3953, N 31, cT1. 4825, 4827, N 48, cT. 7051; 2018, N 1, cT. 66; N 18,
CT. 2572; N 27, c1. 3956; N 30, cT. 4546).

MHble NoHATMA UCNoAb3ytoTcA B MeTogMyYecknx peKomeHaaumax B 3HaYeHUN, COOTBETCTBYIOLLEM
FOCT P 7.0.8-2013 "Cuctema cTaHAapToB No 6MbanoTedyHOMY M u3aatenbCcKkomy aeny. JenonponssoacrTeo
N apxmBHoe aeno. TepmuHbl M onpeaeneHunsa’ <15>.

<15>TOCT P 7.0.8-2013 Cucrtema ctaHAapToOB No MHbOpMaLUnn, bubanoTeyHomy 1 UsgatesibCKomy
aeny. LenonponssoaCcTBO M apXMBHOE Aeno. TepMUHbI U onpegenenusa. - M.: CtaHgaptuHdopm, 2014.

3. ObWME TPEBOBAHMA K CO3AAHUIO JOKYMEHTOB

3.1. [loKyMeHTbl MOryT cO034aBaTbCA Ha OyMaXXHOM HoOcuUTeNne M B 3NEKTPOHHON dopme C
cobt04eHNEM YCTAaHOBNEHHbIX MPaBUA 0GOPMIEHUS LOKYMEHTOB.

3.2. [onyckaeTca co3gaHue OOKYMEHTOB Ha J/iMUEBOM M O0BOOPOTHOM cTOpoHax aucta. Mpwm
ABYCTOPOHHEM nevyaTaHUWM AOKYMEHTOB LUMPUHA 1EBOTO MO/ Ha /IMLLEBOM CTOPOHE NMCTa M NPaBoro noss
Ha 060POTHOI CTOPOHE INCTA A0JXKHbl BbITb PABHbI.

Mpu co3gaHMM OOKYMEHTa Ha AByX M Dosiee CTpaHMLAX BTOPYHO WM Moc/iegytowme CTpaHWULbl



HYMepYIOT.

Homepa cTpaHUL, NpoCTaBAAIOTCA NOCEPEeANHE BEPXHETO NOAA AOKYMEHTA Ha PAacCTOAHUN HE MeHee
10 mm OT BepxHero Kpas AncTa.

Mpy obopMNeHNN LOKYMEHTA, 3aHMMAIOLLLErO HECKO/IbKO IUCTOB, Ha 61aHKe 0popPMANAETCA TONbKO
nepBbIA IUCT.

3.3. [na usrotoBneHmna AOKYMEHTOB WMCMOAb3ytOTCA CBOBOAHO pacnpocTpaHAemble WpudTbl No
BblOOPY OpraHu3aumm, Bxoaslime B CTaHAAPTHbIM NakeT opUCHOro NporpaMmmHoro obecnevyeHms.

Pasmep wpudta-N 12 - 14,

Mpu cocTtaBneHnn Tabauuy, AOMNYCKAaeTCA UCNONb30BaHMeE WPUPTOB MeHbNX pasmepos (ao N 10,
11).

B MHCTPYKUMM NO 4eN10NPOoM3BOACTBY PEKOMEHAYETCS YCTAaHOBUTbL 4UHYI0 TapHUTYPY WpudTa aAna
BCEX OpPraHM3aLnMoHHO-PaCNoOPAANTENbHbBIX AOKYMEHTOB.

3.4 Tabaunupl 1 rpadmKM MOryT pacrnonaratbca Ha aucte Gymaru € UCnosib3oBaHMEM aNbBOMHOM
OpUHeHTaLMN CTPaHWLIbI.

3.5. A63auHbIli OTCTYN TEKCTA AOKYyMeHTa - 1,25 cm.

3aronoBKku pa3genos 1 nogpasgenos nNevyatakoTca C a63aLl,HbIM OTCTYNOM MU UEHTPUPYIKOTCA NO
LNPUHE TEKCTA.

3.6. MHOrocTpoyHble PeKBM3UTbl MeyaTaroTca Yyepes O4MH ME)KCTpO‘-IHbIﬁ MHTEpBAN, COCTaBHbIE
4YaCTU PEKBU3UTOB MOTYT OTAENATLCA AOMNO/IHUTE/IbHbIM MHTEPBA/IOM.

[ONvHa camoi AIMHHOM CTPOKKU PEKBU3MTA MPU YII0BOM PACMOIOKEHUN PEKBU3NTOB He bonee 7,5
CM.

OnunHa camoli AIMHHOW CTPOKKU peKBU3UTa NPU NPOA0ALHOM PACNONOKEHUN PEKBU3UTOB He Bonee
12 cm.

CTPOKM PEKBU3NTOB BbIPAaBHMBAKOTCA MO JIEBOM FPaHULLE 30Hbl PACMOIOXKEHUA PEKBM3UTA UM
LEHTPUPYIOTCA OTHOCUTENIbHO CamMOM AJIMHHOW CTPOKM.

3.7. PekBu3autbl "noanuck" n/man "rpnd cornacosaHma" goKHbI NOMELLATLCA HA OAHOM CTPaHMLE
C TEKCTOM A0KYMeHTa. He flonyckaeTca nepeHocC 3TUX PEKBM3UTOB AOKYMEHTA Ha OTAE/bHbIN UCT <16>.

<16> MckntoueHnem asasetca JINCT cornacoBaHus, opopmasemMblit Npu Hannunm 6onee 4-x rpudos
COrNacoBaHus.

3.8. TeKCT LOKYMEHTa BblpaBHUBAETCA NO WWPUHE AncTa (Mo rpaHMLAmM JIEBOTO M NPaBOro noJsem
[OKYMeHTa) 1 neyataetca yepes 1 - 1,5 MeXCTPOYHbIX MHTEpPBasa.

ECcAn AOKYMEHT roToBUTCA ANA U34aHMA C yMeHblleHMeM maclTaba, TeKcT neyaTaeTca yepes ABa
WHTepBana.

NHTepBan mexkay 6ykBamum B C/10Bax - 0ObIYHbIN.

NHTepBan mexay choBamm - oguH npoben.



3.9. JloKanbHbIMW HOPMATUBHbIMM aKTaMM OpraHM3aLMmM MOXKET BbITb NPeAYCMOTPEHO BblaesieHue
OTAENbHbIX PEKBM3UTOB, a TaKKe pparMeHTOB TEKCTA MNONYKUPHbBIM LPUGTOM.

Mpu odopmMneHMM OKYMEHTOB HE PEKOMEHAYETCA UCNONb30BaTb HauyepTaHue WpnudTa "Kypcus" n
noAYepKMBaHME TEKCTA.

3.10. HopmaTuBHbIe aKTbl OpraHM3aLMu, a TaKXKe MHble MHOrOCTPaHUYHblE AOKYMEHTbl MOFyT
odopMAATLCA € TUTYNAbHbIM IMcToM (MpunoxkeHne N 1).

Ha TUTyNbHOM NMCTe AOKYMEHTa HOMEpP CTPaHMULbl He YKa3blBaeTCs, HO y4MTbiBaeTca npu obuiei
HyMepaLmn CTPaHWLL.

3.11. [loKyMeHTbl, KaK 3/IeKTPOHHblE, TaK M Ha ByMaKHOM HOCUTese, MOryT €034aBaTbhCA C
NCMONb30BaHMEM MNPOrpamMmMHOro obecneyeHns - TEeKCTOBbIX, TabAUYHbIX pPeaaKkTopoB, CUCTEM
3NEKTPOHHOIo JOKymeHToobopoTa (manee - C3[), obecneumsarowmx co3gaHue, MNPOCMOTP U
pefaKTUpPOBaHUeE AOKYMEHTOB - C cobatogeHnem nonoxkeHuii CtaHaapTa.

B opraHuMsaumMm MOryT MCNO/Ib30BaTbCA 3SNEKTPOHHbIE KOMWW [AOKYMEHTOB, MOJlyYaemble B
pesynbTaTe ouMPPOBKY (HanpUmep, CKAaHUPOBAHMA) LOKYMEHTOB Ha ByMaxKHOM HocuTene. DNEeKTPOHHas
KOMWUA AOKYMEHTA A0JIKHA ObiTb UNTAaEMON, HEe CoAepKaTb NepeBePHYTbIX N306parkeHUI CTpaHuL, He
HapyLlaTb HYMepaLuio CTPaHWL,

[NA 3NeKTPOHHbIX KOMWUI OKYMEHTOB peKoMeHAYyeTcs Ucnosib3oBaTb ¢opmaTt PDF.
4. OPOPMNEHUE PEKBU3UTOB JOKYMEHTOB

OpraH13aLMOHHO-pacnopaaMTe/ibHble  OOKYMEHTbl O0/IHbl WMMETb YCTaHOB/IEHHbIM COCTaB
PEKBM3UTOB U NpaBuaa Ux oGopMNeHMA.

DNEKTPOHHbIE AOKYMEHTbI A0MKHbI 6bITb 0GOPMAEHbI NO 06LWMM NpaBUaaM AEN0NPON3BOACTBA U
UMETb PEKBMU3WUTbI, YCTAaHOBNEHHblE A/ aHANOTMYHOrO [OKYMEHTa Ha OymaxkHOM HocuTene, 3a
NCKNtoYeHNEM pekBM3nTa "TocyaapcTBeHHbIN repb Poccuitckoit Pegepaunn' <17>.

<17> MNyHKT 38 Mpasun genonpousBoacTBa B deaepasibHbIX OpraHax UCNOJIHUTENbHOM BAacTy,
YTBEPXKAEHHbIX NocTaHoBAeHWeMm [paButenbctBa Poccuiickoit ®egepaumm ot 15 moHa 2009 r. N 477
(CobpaHune 3akoHogaTenbcTBa Poccuinickol ®epepaummn 2009, N 25, cT. 3060; 2011, N 37, cT. 5263; 2016,
N 18, cT. 2641).

CoctaB M odopmaeHMe PeKBU3MTOB YycTaHasauBatoTca CraHgaptom. CoCTaB  PEKBUM3WUTOB
KOHKPETHOro AOKYMEHTa OnpeaenseTca ero BU40M U pasHOBULHOCTbIO.

CTaHZapT YCTaHaBAMBAET CNeAyloLMiA COCTaB PEKBU3UTOB OPraHM3aLMOHHO-PACNOPAANTENBbHbIX
OOKYMEHTOB:

01 - repb (FocymapcTBeHHblt repb Poccuiickonn Pepepaumn, repb cybbekta Poccuinckol
depepaunu, repb (repanbamyecknii 3HaK) MyHULMNANbHOIO 0b6pa3oBaHuA);

02 - ambnema;
03 - ToBapHbIi 3HaK (3HaK 06CNYKMBaHMA);
04 - Kog, popMbl LOKYMEHT];

05 - HanmeHOBaHMe opraHM3aumn - aBTopa AOKYMEHTa;



06 - HaumeHOBaHMe CTPYKTYPHOrO NOAPa3AEeNEHMA - AaBTOPA AOKYMEHTa;
07 - HaumeHoOBaHMe OOMKHOCTU INLLA - AaBTOPA AOKYMEHTA;
08 - cnpaBoYHble gaHHble 06 opraHM3auunuy;

09 - HaMmeHoBaHME BUAA AOKYMEHT];

10 - paTta AOKYMEHTa;

11 - perncTpauMoHHbI HOMepP AOKYMEHT];

12 - ccbi/IKa Ha PerncTPaLMoHHbIN HOMEpP U AaTy NOCTYNMBLUErO AOKYMEHTa;
13 - mecTo cocTaB/ieHuna (U34aHUA) LOKYMEHT];

14 - rpnd orpaHMyeHua AOCTyNa K AOKYMEHTY;

15 - agpecar;

16 - rpnd yTBEPKAEHUA LOKYMEHTA;

17 - 3aronoBOK K TEKCTY;

18 - TeKCT OKYMEHTa;

19 - oTmeTKa O NPUNOXKEHUU;

20 - rpud cornacoBaHMA AOKYMEHTa;

21 - Bu3a;

22 - nognuce;

23 - oTmeTKa 06 3/IeKTPOHHOM noAanucy;

24 - nevartnb;

25 - oTMeTKa 06 UcnonHutene;

26 - OTMeTKa 0 3aBepeHUmn Konuu;

27 - OTMETKa 0 NOCTYNNEHUN AOKYMEHT];

28 - pesoawoums;

29 - OTMETKa O KOHTpOe;

30 - oTmeTKa o Hanpas/1eHUN AOKYMEHTa B AeN0.

4.1. Tep6 (lFocypapcTBeHHbI rep6 Poccuiickoii ®Pepepauun, repb cybbekra Poccuiickoi
depepauun, repb (repanbanueckuii 3Hak) mMyHuLUnNanbHoro obpasosaHua)

lepb (TocyaapcTBeHHbIN repb Poccuiickoin deaepaumun, repb cybbekTa Poccuitickoit depepaumm,
repb6 (repanbauMyeckuit 3HaK) MyHUUMNaAbHOro o6pa3oBaHMA) BOCNPOM3BOAMTCA Ha 6HaaHKax
[OKYMEHTOB B COOTBETCTBUM C PefiepasibHbIM KOHCTUTYLMOHHBIM 3aKOHOM OT 25 aekabps 2000 r. N 2-
®K3 "O TlocypmapctBeHHOM repbe Poccuiickonn ®Pepepaunn” <18>, 3aKoHOZATENABHBIMW U UHbLIMU
HOPMaTUBHbIMKW MPaBOBbIMW aKTamu CybbeKToB Poccuiickon deaepaumm, ycTaBaMu U HOPMATUBHbIMU



NPaBOBbIMU aKTaMU NpPeacTaBUTE/IbHbIX OPraHOB MyHUUKUNA/TbHbIX 06pa3OBaHMV1.

<18> PepepanbHbIN KOHCTUTYLMOHHbIN 3aKOH OT 25 gekabpsa 2000 r. N 2-©K3 "0 lNocygapcTBeHHOM
repbe Poccuiickoit depepauun” (CobpaHue 3akoHoaaTenbcTBa Poccuiickoit ®epepaunm, 2000, N 52, cT.
5021; 2002, N 28, ct. 2780; 2003, N 27, cT. 2696; 2009, N 46, ct. 5417; 2010, N 1, cT. 1; 2013, N 30, cT.
4022; 2014, N 11, ct. 1088).

N306parkeHne repba (FocymapcteeHHoro repba Poccuiickon @epepauuun, repba cybbekrta
Poccuitckoit Pepepaumnn, repba (repanbanyeckoro 3Haka) MyHULMNaAbHOro obpa3oBaHMA) NnomellaeTcs
nocepeanHe BepxHero nona 61aHKa LOKYMEHTA HAA, PEKBU3UTAaMM OPraHU3aLLMK - aBTOPA SOKYMEHTA, Ha
pacctoaHumn 10 mm OT BEpPXHEro Kpasa Ancta <19>.

<19> MonyxupHbIM WpPUPTOM B TeKCTe MeToANYECKMX PEKOMEHAALMIA BblAENAIOTCA U3BeYeHUA
n3 CraHgapra.

BapuaHT nsobpaxkeHus MocyaapcrtseHHoro repba Poccuiickoit Geaepaumm onpesensietcs BUAOM
OOKYMEeHTa W CTaTyCOM M34aloWero ero opraHa B cooTBeTcTBMM co CT. 3  deaepanbHoro
KOHCTUTYLIMOHHOIO 3aKoHa oT 25 aekabpa 2000 r. N 2-®K3 "O lNocygapctBeHHOMm repbe Poccuinckoit
depepaunn" <20>.

<20> CraTtba 3 depepanbHOro KOHCTUTYLUMOHHOrO 3akoHa oT 25 gekabps 2000 r. N 2-®K3 "O
locypapctBeHHom repbe Poccuiickont depepauumn” (CobpaHue 3akoHopatenbcTBa Poccuitckol
depepaumm, 2000, N 52, cT. 5021; 2002, N 28, cT. 2780; 2003, N 27, cT. 2696; 2009, N 46, cT. 5417; 2010,
N 1, ct. 1; 2013, N 30, cT. 4022; 2014, N 11, cT. 1088).

l'epbbl cybbekToB Poccuiickoli degepaumy yCTaHaBAMBAKOTCA MX 3aKOHAMM.

lepbbl (repanbanyeckMe 3HaAKM) MYHULMNANbHbLIX 06pPa3oBaHMI  YTBEPXKAAOTCA YyCTaBaMu
COOTBETCTBYIOLMX  MYHMUMMANbHbIX 06pPa3oBaHU  MAM  MPaABOBbIMM  aKTaMKu  (pelueHuaMH,
MOCTAHOBNEHUAMM) MPEeACTaBUTE/IbHbIX OPraHOB MYHWUUMMANbHbIX O6pa3oBaHMi. B ycTtaBax wau
MoCTaHOBNEHMAX (pelleHusax) NpeacTaBUTENbHbIX OPraHOB MyHMUMNaAbHbIX 06pa3oBaHMii (COBETOB,
cobpaHuii) oroBapuBaeTcA COCTaB BMAOB AOKYMEHTOB C BocnpoussegeHuem repba (repanbamMyeckoro
3HaKa) n BapuaHT BocnpounsseaeHma (0AHOLBETHbIA NN MHOTOLIBETHbIN).

4.2. dmbnema

3M6J’IeMa, pa3pa60TaHHaﬂ n yTBepXageHHaa B YCTaHOBJEHHOM nNopAdKe, pa3mMmellaeTca B
COOTBETCTBUMN C HOPMATUBHbIMU NPAaBOBbIMU aKTaMW Ha 6naHKax u 91IEKTPOHHbIX wabnoHax AOOKYMEHTOB:

- pesepanbHbIX OPraHOB rocyAapCcTBEHHOM BAACTH;
- TeppUTOpPUabHbIX OpraHoB denepasibHbIX OPraHoOB rocyAapCcTBEHHOM BAaCTy;
- TOCYAapCTBEHHbIX M HErOCYAapCTBEHHbIX OpraHn3aLUmii.

N306paxkeHne ambnembl nomelwaeTca nocepeguHe BepxHero noss 61aHKa AOKYMeHTa Hajg
PEKBU3NTAMM OPraHU3aLMM - aBTOPA AOKYMEHTA, Ha pacctosHuMM 10 mm OT BepxHero Kpas aucrta. B
61aHKax C yra10BbIM PACNO/IOKEHNEM PEKBU3UTOB M306paxKeHWe ambaembl NomeLaeTcs nocepeanHe
BEPXHEro Nos 30Hbl, 3aHATON peKkBU3UTaMM BaaHKa.



4.3. ToBapHbIA 3HaK (3HaK 06cnyXnMBaHUA)

ToBapHbIM 3HAK (3HaK 06CAYXKMBAHMSA), 3aPErMCTPUPOBAHHBIN B YCTAaHOBAEHHOM MNopaake <21>,
BOCMPOM3BOAUTCA HA B1aHKax OpraHM3aumii B COOTBETCTBMM C YCTaBOM (NosioxKeHMem 06 opraHunsaumm).
MN306parkeHne TOBapPHOro 3HaKa (3HaKa 06C/yKMBaHMA) NOMELLAETCA NnocepeauHe BepxHero noss bnaHka
AOKYMeHTa HaZ, peKBM3UTaMM OpraHM3aLmm - aBTopa SOKYMEHTa Ha paccTosiHMM 10 MM OT BEpPXHEro Kpas
JINCTa UK CNleBa Ha YPOBHE HAMMEHOBAHMA OpraHM3aumMm - aBTopa AOKYMeHTa (40onycKaeTcA 3axXBaThbiBaTb
YyacTb 1eBOro nons).

<21> CraTba 1503 yeTBepTOit YacTK MparkaaHcKoro Kogekca Poccuitckoit Pegepaumm ot 18 aekabpsn
2006 r. N 230-93.

M306paxkeHne TOBApHOro 3HaKa (3Haka o06CAyKMBaHMA) perncTpupyetca B NoOpAgKe,
YCTaHOB/NIEHHOM HOPMaTMBHbIMM MPABOBbIMKU aKTamu Poccuitickon ®degepaumu. ToBapHbIA 3HaK
nsobpakaeTtca (BOCNPOM3BOAMUTCA) Ha AOKYMEHTAX B COOTBETCTBMM CO CBUAETE/NbCTBOM Ha TOBApHbIiA
3HaK (3HaK obcayxuBaHMA). ToBapHbIA 3HaK MOXKeT 6biTb pasMelleH Ha AOKYMEHTaLMM1, CBA3aHHOW C
BBELEHVMEM TOBAPOB B rparK4aHCKMii 060poT <22> - MUCbMaX, HaKNAaAHbIX U 4p.

<22> CtaTbAa 1484 yeTBepToii yacTu IparkaaHcKoro Kogekca Poccuitckoit Pepepaumm ot 18 gekabpsn
2006 r. N 230-93.

Hapagy C ToBapHbiM 3HaKOM (3HaKOM 06CAYKMBaHMA), Ha 61aHKaX OOKYMEHTOB MOXKET
YKasblBaTbCA KOMmepuyeckoe 0603HayeHue topuamnyveckoro auvua. Kommepuyeckoe ob6o3HayeHue He
ABNAETCA GUPMEHHBIM HAMMEHOBAHNEM M HE MOANEKUT 0653aTe/IbHOMY BK/IOUYEHUIO B yupeamuTenbHble
AOKYMEHTbI M eAMHbIV rOCYAapCTBEHHbIN PEecTp IPUANYECKUX NNl <23>.

<23> CtaTbs 1538 yeTBepToi yacTu parkaaHcKoro kogeKkca Poccninickolt depepauunm ot 18 gekabpsn
2006 r. N 230-93.

4.4. Kog popmbl AOKYMEHTA

Kog ¢opmbl goKymeHTa nNpocCTaBAdAeTcs Ha YHUOUUMPOBAHHbIX ¢GopmMax [LOKYMEHTOB B
cooTBeTcTBMM € OBLLEPOCCMACKMM KnacCcMdUKAaTOPOM ynpaBaeHYeckon aokymeHTauum (OKYA) wau
JIOKaNbHbIM KnaccuduKaTopom, pacroniaraeTca B npaBoM BepxHem yray pabodero noss AOKYMEHTa,
cocTtouT u3 cnos "dopma no..." (HammeHoBaHMe KnaccuduraTopa) n UnMppPoBOro Koaa.

Hanpumep:

dopma no OKY/, 0211151

[onyctumo opopmMnsaTb PEKBUSUT CieaytoLMM 06pasom:

OKy[ 0211151

Ecnhn Kog d)OprI AOOKYMEHTa YCTaHaB/INBAETCA KﬂaCCMd)MKaTOpOM OpraHum3sauunun, ykasblBaeTcAa ero
Ha3BaHWe.



4.5. HammeHoBaHue opraHusauumn - aBTopa A0KYMEHTa

HaumeHoOBaHWe opraHn3alLMmM - aBTOPa AOKYMEHTa BKAtoYaeTcA B 61aHK JOKYMEHTa B COOTBETCTBUMU
C HaUMeHOBaHWeM PUANYECKOrO NLA, 3aKPENNEeHHbIM B €ro yYpeauTeNbHbIX AOKYMeHTax (ycTaBe nam
NoNoXKeHun).

MoA HauMmMeHOBaHMEM OpraHM3auuM B CKOBKax YKasblBaeTCA COKpalleHHOe HaumeHoBaHue
opraHunsauumn, eciv OHo NPeayCcMOTPEHO YCTaBOM (MONONKEHNEM).

Hag HaumeHOBaHMEM OpraHM3aLMK - aBTOpPa LOKYMEHTA YKa3blBAETCA NMOJIHOE UAWN COKPALLEHHOE
HaMMeHOBaHMe BbllLEecTosALLel opraHM3aUmm (Npu ee HaanuUM).

Hanpumep:

MwuHKomcBA3b Poccun
dPepepanbHOe rocyaapcTBEHHOE YHUTAPHOE npegnpuatme
"CBA3b - be3onacHocTb"

HanmeHoBaHue ¢puamana, TepputopmanbHo ob6ocobneHHoro nogpasgeneHus, NpeacTaBuTeNbcTea
YyKa3blBaeTCsa, eC/IM OHO SABAAETCA aBTOPOM [OKYMEHTa, M pacnosiaraertcs HUMe HaumeHoBaHuA
opraHusaumm.

HanmeHoBaHune OpraHun3auunn BKAOYaEeT:

- Has3BaHWe OpraHM3aLMOHHO-NPaBoBOi ¢opmbl (dedepanbHoe 6HOOKETHOE YyuperKaeHue,
aKLMOHepHoe 06LecTBOo, 06LLECTBO C OrpaHNYeHHO OTBETCTBEHHOCTLIO U Ap.);

- COobCTBEHHOE HaMMeHOBaHWe opraHusauMm (BcepocCUIiCKUMIA  HAy4YHO-UCCNen0BaTENbCKUIN
WNHCTUTYT OKYMEHTOBEAEHUA U apPXUBHOTO AENa).

BKkatoyeHWe B HaMMEHOBaHMe pUAMYECKOro Anua oduLManbHOro HaumeHoBaHuMA "Poccuiickas
depepaums" nnm "Poccua", a TakKe CNOB, NPOU3BOAHbLIX OT 3TOr0 HAMMEHOBAHWA, AOMNYyCKaeTcs B
Cny4yasix, MpeflyCMOTPEHHbIX 3aKOHOM, YKasamu [lpe3maeHta Poccuitickoit  depepauumn  mau
nocraHosneHuamm [lpaBuTtenbctBea Poccuiickot depepaunun, AMb60 Ha OCHOBAHWM pPaspeLleHus,
BblJaHHOIO B NopsKe, ycTaHoBAeHHOM lNpaBuTenbctBom Poccuitickolt eaepaumm <24>,

<24> MyHKT 1 ctatbm 54 yacTu nepBol paxkaaHCKoro Kogekca Poccuitckoit ®epgepaummn ot 30
Hos6pna 2004 r. N 51-3.

HanmeHoBaHusa opraHusaumini cybbektoB Poccuitckon dPegepaumu, MMeOWMX Hapsgy cC
rocygapcTBeHHbIM A3blIKOM Poccuiickoit Pepepaumnmn rocygapCTBEHHbIN A3bIK pecnybanK B cocTase
Poccuiickoit Pepepauuu, neyaTaroT Ha ABYX UAK Bonee A3blKax: rocyAapCTBEHHOM M HaLMOHaNbHOM(bIX).
HanmeHoBaHMe oOpraHusauMm Ha rocygapcTBEHHOM fA3blke pecnybankm B coctaBe Poccuiickolt
denepaunn pekoMeHAyeTcsa pacnosiaraTb HAXKE UAK CpaBa OT HAUMEHOBAHWUSA Ha PYCCKOM fA3blKe <25>.

<25> J1a pekomeHAaums snepsble BKkAtoYeHa B FTOCT P 6.30-2003 B passuTue cTatei 16 u 17
depepanbHoro 3akoHa ot 25 okTabpa 1991 r. N 1807-1 "O s3sbikax Hapoaos Poccuiickoinn depepauymmn”
(Begomoctn CHA wn BC PCOCP, 12, 1991, N 50, ct. 1740; CobpaHune 3aKoHoaaTenbctBa Poccuinckol
depepaumn, 1998, N 31, ct. 3804; 2002, N 50, cT. 4926; 2013, N 27, cT. 3477; 2014, N 11, cT. 1094).

Ecnm [OKYMEeHT NnoArotaBAMBaeTCA COBMECTHO ABYMA U bonee opraHnsaunAmMmn, TO HaMmeHOBaHUA



opraHM3au,m71 cneayer nedyatatb Ha YUCTOM  JIUCTE 6yrv\arv1. Mpwn cMcTeMaTUYeCcKom noAroToBke
COBMECTHbIX OOKYMEHTOB AO/1A HUX MOXET WU3rotaBinBaTbCA 6naHK. HammeHoBaHuA opraHM3au,m71
pacnonaratoT Ha O 4HOM YPOBHeE.

4.6. HanmeHoBaHMe CTPYKTYPHOroO nogpasaeneHus - aBTopa AOKYMeHTa <26>

<26> PekBn3unT Bnepsble BBegeH CTaHgapTOM.

HaumeHoOBaHME CTPYKTYPHOro NoApasfeneHus - aBTopa AOKYMeHTa (B Tom uucne oéwunavana,
oTAeNeHUs, NPeaCcTaBUTENbCTBA, KOMIErMaNbHOro, COBELLATE/IbHOTO UM MHOTFO OpraHa) UCNoJib3yeTcs B
61aHKax nMcem 1 61aHKax KOHKPETHbIX BUA0B AOKYMEHTOB COOTBETCTBYIOLMX NOoApa3aeieHuni (opraHos)
B COOTBETCTBMM C JIOKa/IbHbIMWM HOPMATMBHbIMU aKTaMM W YKasblBaeTcA MNog HaMMeHOBAHWEM
opraHu3aumm.

PeweHne 06 uncnonb3oBaHMM 6NAHKOB CTPYKTYPHbIX MNoApasaeneHuint (o aenerMpoBaHumn
CTPYKTYPHOMY MOApPa3feNeHnio NpaBa CaMOCTOATENbHO BECTM MEPenucky C OpraHM3auMammn Ha
cobcTBeHHOM 6/1aHKe MAM M34a@BaTb pacnopAauTeNbHble OOKYMEHTbI) MPUHUMMAET PYKOBOAWUTENb
OpraHn3aunm AN MHOE YNOJHOMOYEHHOE UM /IULLO.

4.7. HanmeHoBaHUWe AO/IKHOCTU NINLLA - aBTOPA AOKYMEHTa <27>

<27> PekBn3unt Bnepsble BBegeH CTaHgapToM.

HanmeHoBaHMe [O/KHOCTM Nuua - aBTopa AOKYMEHTa MWCMNOAb3yeTcA B 6naHKax nucem w
pacnopaanTebHbIX AOKYMEHTOB U pacnosiaraetca nog HanmeHoBaHMeEM OpraHMU3aLunn.

HanmeHoBaHMe [0O/MKHOCTM AMUQ - aBTOpa [LOKYMeHTa YKasblBaeTCcA B COOTBETCTBUU C
HanmeHoBaHUEM, npneeaeHHbIM B pacnopaanTesibHOM OKYMEHTE O Ha3HA4YeHUN Ha O0/1XKHOCTb.

HavmeHoBaHMe [O0/MKHOCTM /MLA@ - aBTOpPa AOKYMEHTA pPasMellaeTca TaKKe Ha bnaHKax
pacnopAguTenbHbIX 4OKYMEHTOB (pacnopaKeHui, NPUKa3oB), N34aBaemMblX PYKOBOAUTENAMM CYObEKTOB
Poccuitickoit  depepaumm M rnaBamMv  MyHULMNAAbHbIX 06pasoBaHui (61aHKM  pacrnopaXKeHui
rybepHaTopoOB, rNaB ropoios, PalioHOB K Ap.).

PeKBM3UT NPUMEHAIOT TaKXe B 61aHKax MMcem 1 pacnopsaamTesibHbIX LOKYMEHTOB pyKoBoauTenein
CaMOCTOATE/IbHbIX CTPYKTYPHbIX MNOAPA3AEeNeHUIn OpraHusaunii, ecim pPyKoBOAMTE/b CTPYKTYPHOro
noApasaeneHnn HaaeneH Takum Npasom.

4.8. CnpaBoyHble AaHHble 06 opraHusauum

Cl'lpaBO‘-IHbIe AaHHble 06 OpraHn3aulmMn yKasbiBalOTCA B 6naHKax nNUcem M BKAKOYAOT cBegeHun,
H606XO,CI,VIMbIe Aana ocywecrsneHnAa MHd)OpMaLI,MOHHOI'O obmeHa:

NoYTOBbIN aapec opraHM3aumu (LONONHUTENBHO MOMKET YyKa3blBaTbCA afpec MecTa HaxoXAeHus
IOPUANYECKOTO 1MLA, EC/IN OH HE COBMaAaeT C MOYTOBbIM a4pPEeCcoM);

Homep TenedoHa, pakca, apec 3/IEKTPOHHOM NOYTbI, CEeTEBOWN aZipec.

[na Bcex oOpraHWsaumii, Kpome OpraHoB rOCyAapCTBEHHOM BAacTM W OPraHOB MECTHOro
caMoynpaBAeHWA, TaKXKe yKa3blBaeTca:

Kog, opraHusaumm no Ob6uepoccuiickomy KnaccuduKkatopy npeanpuaTuii u opraHusaumin (OKNO),



OCHOBHOM roCy4apCTBEHHbIN PErMCTPALMOHHbIM HoMep opraHusauun (OTPH);

MAEHTMd)MKaLl,MOHHbIVI HOMep Hal'IOI'OI'I/'IaTe/'IbU.I,l/IKa/KOLI| NPUYNHbI NOCTAaHOBKU Ha Ha/I0roBbIM yyet
(MHH/KNN).

MouyTOBbIM aApPec YKa3blBAEeTCA B COOTBETCTBMM C [1paBMIaMM OKa3aHMA YCAYr NOYTOBOW CBA3U <28>.

<28> yHKT 22 MpaBuK/1 OKa3aHMA yCayr NOYTOBOM CBA3M, YTBEPKAEHHbIX NPMKazom MUHUCTEPCTBA
CBA3U M MacCOBbIX KOMMYHWKaUuii Poccuinckoit ®eaepaumm ot 31 utonsa 2014 r. N 234 (3apernctpmpoBaH
B MuHucTepctBe tocTuumm Poccuiickon depepaumn 26 aekabpa 2014 r. N 35442) ¢ MameHeHUsmM,
BHECEHHbIMM NPUKa3zoM MUHKUCTEPCTBA CBA3M M MACCOBbIX KOMMYHMKaLmin Poccuiickon ®Pepepaunn ot
13 ¢eBpans 2018 r. N 61 "O BHeceHMU M3MeEHEeHMN B MNpuKas MUHUCTEPCTBA CBA3M WU MaCCOBbIX
KOMMYHUKaumii Poccuinckoit depgepaunm ot 31.07.2014 N 234 "06 yTBepaeHum MpaBua okasaHua ycayr
noyToBoM cBA3Kn" (3apeructpupoBaH B MuHuctepctee toctnuumm Poccuinckon Pegepaunn 28 maprta 2018
r. N 50545).

Homep TenedoHa (pakca) ykasbiBaeTcsa rpynnamu umop yepes tupe. Kog roposa 3akaoyaeTcs B
CKOBKM: (495) 421-11-65.

MepeyeHb AaHHbIX, BKAOYEHHbIX B PEKBU3UT, HE ABAAETCA McyepnbiBaowmm. Mpu opopmaeHnn
3TOr0 PEKBU3NTA TAK¥Ke MOTYT YKa3blBaTbCA AONOJHUTENbHbIE CBEAEHUSA (O NMLLEH3UAX, MAaTEHTAX U Ap.).

4.9. HammeHoBaHUe BUAA AOKYMEHTA

HaumeHoBaHWe BMAA AOKYMEHTA YKa3blBaeTCA Ha BCeX AOKYMEHTax, 3a MCKAOYEeHUEeM [e0BbIX
(cny»kebHbIx) nnucem.

Bunapl OpraHM3auMOHHO-NPaBOBbIX n pacnopaanTenbHbIX AOOKYMEHTOB, n3aaBaeMbliX
opraHmsaumeﬁ, YCTaHaB/IMBAOTCA B 3aKOHOAATE/IbHbIX U UHbIX HOPMATUBHbIX MPaBOBbIX aKTaX, B yCTaBe
opraHunsauunun (I'IOJ'IO)'KeHMVI 06 OpI'aHM3aLI,MM), WUHbIX TOKa/IbHbIX HOPMATUBHbIX aKTaX.

Bua [OKymeHTa pacnosiaraetca noA pPeKBU3MTaMKM aBTopa [AOKYMeHTa (HaMmeHOBaHMEM
OpraHu3aumn, HanMMeHOBaHWEM CTPYKTYPHOro mnoApasfencHus, HaumeHOBaHMeM AONXKHOCTU) U
rnevyartaeTtcsa NPONUCHbIMMK ByKBamu.

HaumeHoBaHWe BUAA AOKYMEHTA AOMYCKAETCA MUCATb CIMTHO UK BPA3PALKY.

Hanpumep:

depepanbHOe rocyaapcTBeHHOE YHUTapHoe npegnpustue "Moyta Poccun”
(ryn "Noura Poccun")
MPUKA3

01.02.2018 N 12

MocKsa

depepanbHoe rocygapcTBEHHOE YHUTapHoe npeanpuaTtue "Mouta Poccun®
(ryn "Moura Poccunn")
AKT

01.02.2018 N 08




MockKsa

4.10. lata AOKYMEHTa

[aTa [OKymMeHTa COOTBETCTBYeT JaTe noanucaHusa (yTBepyKAeHus) [OOKyMeHTa (npuKas,
pacnopsi*keHue, NMCbMO) UK AaTe cobbiTuA, 3aPUKCUPOBAHHOIO B AOKYMEHTe (NpoToKoN).

[laTa akTa moKeT ABNATLCA:

- paTtoi cobbITMA, ecnn akT GUKCUPYeT OAHOMOMEHTHO COBepluaemoe AelcTBue (Hanpumep,
nepezayy maTepuasnbHbIX LEHHOCTEN);

- ,CI,aTOﬁ noanncaHnA AOOKyMeHTa, eCiun cobbiTne 6bls0 PacCTAHYTO BO BpPEMEHMU (Hanpmmep,
npOBepKa), a TEKCT aKTa 6bin NPUHAT Ha 3aK/II0YUTENIbHOM 3aceaHnM KOMUCCUK. B aTom cnyyae nepuog,
NPOBEPKU YKa3biBa€TCA B TEKCTE aKTa.

PekomeHayeTcA AOKYMEHTaM, U34aHHbIM ABYMA UK Bonee opraHusauMamM, NpUCcBanMBaTb OA4HY
(eannyto) aarty.

B cnyyae npoctaBneHus AaTbl KaskAoW M3 CTOPOH, NMOAMUCaBLUMX AOKYMEHT, AaTON AOKYMEHTa
ABNAeTCcA AaTa nocseAHero noanucaHums.

[aTa gOKyMeHTa 3anmncbiBaeTca B NocneA0BaTeIbHOCTU: AeHb MecALa, MecAl, rof OAHUM U3 ABYX
cnocobos:

apabckumum umudpamu, pasgeneHHbimm Toukol: 05.06.2016;
CNoBeCHO-UMdPOBbIM CNOCcobom, Hanpumep: 5 nioxs 2016 .

[aTa noanuvcaHWa WKW YTBEPNKAEHUA [OOKYMEHTa npocTaBnsferca paboTHUKaMU  CayxK6bl
AeNnonpounssoAcTBa, KOTOpble PErmcTPUPYIOT AOKYMEHTbI, MPU YCN0BUW, UTO PErUCTPaLMA AOKYMEHTa U,
COOTBETCTBEHHO, A4aTUPOBaHME OCYLLECTBAAOTCA B AeHb NoANNCaHUA (YTBEPKAEHMA) AOKYMEHTa AU Ha
cneayowmin paboumnii AeHb, ecin A0KYMeHT Bbla noanucaH B KoHLe paboyero aHs.

MecTo npocTaBieHnA AaTbl HA AOKYMEHTe 3aBUCUT OT UCNOJIb3YyeMOro 6naHKa 1 BnAa OOKYMEHTaA.
[aTa moXKeT NpoCTaB/ATLCA Ha CneuyasibHO OTBEAeHHOM A1 Hee MecTe.

Hanpumep, Ha 61aHKe nucbma:

17.03.2018 N 21/07-10

Ha 6naHke NpuWKa3sa:

denepanbHoOe rocygapcTBeHHOE BIOAKETHOE yupexaeHue
HayuyHo-uccnepgoBatenbckuii MHCTUTYT "Bocxoa”
(dreY HAM "Bocxoa")
MPUKA3

16 anpena 2018 . N 125

MockKsa

B aKTax, NpoToKo/ax, cnpaBKax MecTo AaTbl onpejenaetca paBMETKOVI 3aroN0BOYHOM 4acTu
DOKYyMeHTa. [1pn yrnoBom pacnonoXeHnu gata NpoCcTaB/AeTcA OT 1€BOro NoAA.



Hanpumep:

depepanbHoe rocyaapcTBeHHoe 61oaKeTHoe
yypexaeHune
Hay4yHo-nccnepoBaTenbckuin MHCTUTYT "Bocxon"
(PreY HAM "Bocxoa")
AKT

02.03.2018 N 15

MocKsa

B AOKNagHbIX, CAYKeBHbIX, 06bACHUTE/IbHBIX 3aMMCKaxX BO3MOXHO MNPOCTaBAeHWE AaTbl HUXKE
pekBM3nTa "nognuck".

4.11. PernctpauMoHHbI HOMep AO0KYMEHTA

PerMctpaumMoHHbIn HOMEP AOKYMeHTa - UndbpoBON UM BYKBEHHO-UUGDPOBOKN MAEHTUDUKATOP
[OKYMEHTa, COCTOALLMIA U3 NOPALKOBOrO HOMepa AOKYMEHTa, KOTOPbIN, MO YCMOTPEHUIO OpraHu3auuu,
MOEeT [OMONHATbCA UMPPOBLIMM MAM  OYKBEHHBIMM KOAaMW (MHAEKCAMW) B COOTBETCTBUM C
NCMNoNb3yeMbIMK KnaccudrKaTopamm (MHAEKCOM Aena No HOMEHKAAType AN, KOAOM KOPPeCnoHAEHTa,
KOLOM LONKHOCTHOrO nLa U Ap.)

Ha OoKymeHTe, cOCTaBAeHHOM COBMECTHO ABymAa UM 6bonee opraHWsauusamu, MNpPOCTaBAAOTCA
PerncTpaumoHHble Homepa AOKYMEHTa, MPUCBOEHHbIE KasKOOW U3 opraHu3auuii. PerncrpaumoHHble
HOMepa OTAENAOTCA APYr OT Apyra KOCOW 4epToi M MPOCTaBAAIOTCA B MNOPALKE yKa3aHMA aBTOPOB B
3aro/10BOYHOM YacTN AOKYMEHTa.

PerncrpaumoHHbIiA HOMEpP NPOCTaBAAETCA Ha AOKYMEHTE Noc/e ero nognucaHmsa (YyTBepaeHus).
4.12. Ccbl/IKa Ha PErMCTPALMOHHDBIA HOMEpP M AaTy NOCTYNUBLUEro AO0KYMEHTa

CcblnKa Ha perMCTpaLI,MOHHbIﬁ HOMep U AaTy NOCTynuBLUEro JOKYMEHTa BK/IKOYaAET ero MCXOAFILLI,MI‘;I
perMCTpaLI,MOHHbIVI HOMEpP M COOTBETCTBYHOLWYIO OaTy NOCTynuMBLUEro AOKYMEHTa, Ha KOTOprﬁ AaeTcAa
OTBET.

Ccblnka Ha pEI'MCTpaLI,MOHHbIﬁ HOMEpP U OaTy noctynuBwero AOKyMeHTa NOMeLWLaeTCcA Ha 6naHKe
OTBETHOro NUcbma. He pekomeHAyeTca BK/OYaTb €€ B TeKCT 4OKYMEHTa.

4.13. MecTto cocTaBneHua (U3gaHnA) OKyMeHTa

MecTo cocTaBneHusa (M3aaHMA) AOKYMEHTa YKa3blBaeTCA BO BCEX AOKYMEHTaX, Kpome Aes0BbiIX
(cny»kebHbIX) N1ceM, a TaKkKe AOKAALHbIX, CYKEeDOHbIX 3aNnCoK U APYrUX BHYTPEHHUX MUHGOPMALMOHHO-
CNPaBOYHbIX JOKYMEHTOB.

MecTo coctaBneHus (M34aHnA) AOKYMEHTa He YKa3blBaeTca B TOM C/lydYae, ecnu B HaMMeHOBaHUM
OpraHn3aumm NPUCYTCTBYET YKa3aHUE Ha MECTO €€ HaXOXKAEeHUA.

Mecto cocTaBneHus (MB,D,aHMH) AOKYMEHTA YKa3blBaeTCA B COOTBETCTBMM C TNPUHATbIM
AAMUHUCTPATUBHO-TEPPUTOPUNANbHBIM AeNEHUEM.

Ecnv yKasaHWe mecTta cocTaBneHma (M3faHunA) LOKYMEHTA COLEPKMUT HECKO/IbKO C10B, A0NYCKAeTCA
obo3HauaTb ero wpndpTtamu pasmepos N 11 nam N 10 u pasmeLatb B ABe CTPOKM.

Hanpumep:



c. BepxHeHoBOKyTNIyMbETHEBO,
MaTBeeBCcKui p-H, OpeHbyprckas o6.1.

Mpy yKasaHWW B KayecTBe MecTa COCTaB/leHMA (M34aHuA) OOKYMEeHTa ropoAoB denepasbHoro
3HavyeHus (Mocksa, CaHKT-MeTepbypr, CeBacTononb) cnoBo "ropoa" B cokpalleHHom HanucaHuu ("r.") He
YyKa3sblBaeTca <29>.

<29> Cratba 65 KoHcTutyumm Poccuiickoit Peaepaumu.

CokpalyeHue "r." He yKasblBaeTCsA TaK»Ke A9 ropoAoB, B Ha3BaHWUM KOTOPbIX COAEPHKMUTCA CNOBO
"ropoa": benropog, KanvHuurpaa, Hosropoga,

4.14. Tpud orpaHuyeHunn A0CTyna K AOKYMEHTY

lpnd orpaHnYeHMa 4oCTyna K AOKYMEHTY NPOCTaBAfETCA B NPaBOM BEPXHEM Yray NepBOro JncTa
OOKYMeHTa (NpoeKTa AOKYMEHTa, CONPOBOAUTENIbHOIO NUCbMa K JIOKYMEHTY) Ha rpaHuLLEe BEPXHero nons
npu HaaAMuMM B [OKyMeHTe WHOOPMAUMKM, [OCTYN K KOTOPOM OrpaHWMYeH B COOTBETCTBUM C
3aKoHoZaTenbCcTBOM Poccuiickoi ®eaepauymu.

Bugbl Mcnonbsyemblix B opraHuMsauuun rpndoB orpaHUYeHus [ocCTyna AOJIXKHbl COOTBETCTBOBATb
3aKOHOAATEeNIbHbIM M WMHbBIM HOPMAaTMBHbIM MNPaBOBbIM aKTam Pocculickoli degepauum u 6biTb
3aKpensieHbl B NOKa/IbHbIX HOPMATMBHbIX aKTax OpraHu3auuu.

CocTaB cBefeHMN OFpaHMYEHHOrO pacnpocTpaHeHma onpeaeneH B YKase MNpe3snaeHTa Poccuinckoit
depepaunn ot 06 mapta 1997 r. N 188 <30>. K HUM oTHOCATCA:

<30> Yka3 lMpe3ngeHTta Poccuitckonn ®epepaumm ot 6 mapta 1997 r. N 188 "O6 yTBep:kaeHUU
MepeuHs cBedeHUlt KoHbUAeHUManbHoro xapaktepa" (CobpaHue 3akoHopaTenbCTBa Poccuitckol
depepaumu, 1997, N 10, cT. 1127; 2005, N 39, c1. 3925; 2015, N 29, cT. 4473).

- cBegeHus o dakTax, cobbiTUAX N 0OCTOATENBbCTBAX YAaCTHOM KU3HU FpaXKkaaHMHA, No3BoAsAOLWME
NAEHTUPULMPOBATL Ero IMYHOCTb (MepcoHasibHble AaHHbIe), 33 UCKAOUYEHUEM CBEAEHUIN, NoANeKallnX
pacnpocTpaHeHuto B cpeacTBax MaccoBOl MHGOPMALMKM B YCTAaHOBAEHHbIX defepanbHbIMU 3aKOHaMU
cny4yasx;

- cBeaeHwumA, coctasnaowme TaﬁHy cneancTesmAa n cygonponssoncTea;

- cnyKebHble cBeAEHUs, JOCTYN K KOTOPbIM OrPaHWYeH opraHamu rocyAapCTBEHHOW BAacTU B
COOTBETCTBUM C [PaXKAAaHCKMM KOAEKCOM U defepanbHbiMU 3aKoHaMK (cny>kebHan TaliHa);

- CBefleHusA, CBA3aHHble ¢ NpPodeccMoHaNbHON AeATeNbHOCTbIO, AOCTYN K KOTOPbIM OFpaHUYeH B
cooTBeTcTBMM C KoHcTutyumen Poccuiickon depepaunmn n degepanbHbiIMU 3aKkoHamu (BpadebHas,
HOTapuanbHas, afABOKATCKaA TaWHa, TaliHa nepenuckn, TenepoHHbIX MNeperoBopoB, MOYTOBbIX
oTnpasBieHui, TenerpadHbIX UK UHBIX COOBLLEHWNI N T.4.);

- CBeaeHunA, CBA3aHHble C Kommepqecxoﬁ AeATENbHOCTbIO, AOCTYyNn K KOTOPbIM OrpaHU4YeH B
COOTBETCTBUM C PaXKAaHCKNUM KO4EKCOM n d)ep,epaanblmm 3aKOHamu (KOMMepLIECKaFI TaﬁHa),‘

- CBeAeHWa O CYLWHOCTU M306peTeHus, NnosesHoi MoAenn WUaM MPOoMbIWIeHHOro obpasua Ao
odpuumManbHoM Ny6AMKaLMM MHPOPMaLUK O HUX.



HopmaTtuBHbIMM  nNpaBoBbiIMM  aKTamu  Poccuiickoli  depepaunmn  onpegeneH  nopagok
ncnonb3oBaHuA rpuda "Kommepueckan TaiHa" <31> n nomeTkun "Ana cny*KebHoOro nosib3oBaHua" <32>.
ONnAa [OKYMEHTOB, cogeprKalwmx apyrne Buabl KOHPUaeHumanoHol wHPopmaunn, dopma rpuda
onpeaenserca obnagatenem MHoopmaumm <33>,

<31> MyHKT 4 cTatbn 6 PegepanbHOro 3akoHa ot 29 mona 2004 r. N 98-93 "O KommepyecKoi
TanHe" (CobpaHue 3aKoHoaaTenbcTBa Poccuiickon denepaumm, 2004, N 32, cT. 3283; 2006, N 6, 636; N
52, c1. 5497; 2007, N 31, cT. 4011; 2011, N 29, cT. 4291; 2014, N 11, cT. 1100; 2018, N 17, cT. 2435).

<32> MyHKT 1.4 MNonoxeHuns o nopaake obpalleHns co cnyxebHon nHdopmaument orpaHUYeHHOro
pacnpocTpaHeHns B deaepanbHbiX OpPraHax WCMNOAHUTENbHOM BAACTU, YMNOJIHOMOYEHHOM OpraHe
yNpaBAeHMA WCNOAb30BaHMEM ATOMHOM 3HEPrMM U YNOJIHOMOYEHHOM OpraHe Mo KOCMWYECKOM
OeATeNbHOCTU, YTBEePKAEeHHOro noctaHoBneHnem MpaButenbcrtsa Poccuiickon Pegepaumm ot 3 HosbpA
1994 r. N 1233 (CobpaHue 3akoHoaaTenbcTBa Poccuiickon deaepauum, 2005, N 30, cT. 3165; 2012, N 31,
cT. 4368; 2016, N 9, cT. 1263; 2016, N 13, cT. 1833).

<33> QO6nagaten MHPopMaLMM - NULO, CaMOCTOATENbHO co3gaBliee WHboOpmauuo nnbo
NnojlyuyMBlIEE HAa OCHOBAHWM 3aKOHa WM [0roBopa NPABO paspellaTb MAM OrpaHUYMBaATb AOCTYN K
nHpopmauum, onpeaenaemont No Kakum-anbo npusHakam (MyHKT 5 ctatbn 2 egepanbHOro 3aKoHa oT
27.07.2006 N 149-®3 "O6 nHpopmaumn, MHPOPMALMOHHbLIX TEXHONOTUAX U O 3awmTe MHPopmaumn"
(CobpaHue 3akoHogaTenscTea Poccuiickoit ®epgepaumm, 2006, N 31, cr. 3448; 2010, N 31, cT. 4196; 2011,
N 15, ct. 2038, N 30, cT. 4600; 2012, N 31, cT1.4328; 2013, N 14, cT1. 1658, N 23, cT1. 2870, N 27, cT. 3479, N
52, cT. 6961, 6963; 2014, N 19, cT. 2302, N 30, cT. 4223, N 30, cT. 4243, N 48, cT. 6645; 2015, N 1, cT. 84, N
27, cT. 3979, N 29, cT. 4389, N 29, cT1. 4390; 2016, N 26, c1. 3877, N 28, cT1. 4558, N 52, cT. 7491, N 52, cT.
7491; 2017, N 18, cT. 2664, N 24, cT. 3478, N 25, cT. 3596, N 27, cT. 3953, N 31, cT. 4825, 4827, N 48, cT.
7051; 2018, N 1, cT. 66; N 18, cT. 2572; N 27, cT. 3956; N 30, cT. 4546).

B coctaB rpuda orpaHuMyeHna AOCTYyNa K AOKYMEHTY BXOAMT OrpaHuuMTenbHas Haanuce ("Ona
cnyxebHoro nonbsoBaHusa", "KoHpuaeHumanbHo", "Kommepueckaa TaliHa" MaM ap.), KoTopas MOMKeT
AOMNONHATLCA HOMEPOM 3K3eMMNIApa AOKYMEHTA, MOANUCHI0O U APYIMMU CBEAEHUAMU B COOTBETCTBUM C
3aKoHogaTenbcTBOM Poccuiickoit Peaepaumn.

Hanpumep:

[ns cny»kebHOro nonb3oBaHMA
9K3. N2

B LOKymeHTax, coeprKallmx CBeeHMA, COCTaBAAIOLLME KOMMEPYECKYIO TallHYy, B COOTBETCTBUM C
depepanbHbiMm 3aKoOHOM OT 29 uiona 2004 r. N 98-d3 "O kommepuyeckon TalHe" Hapaay c rpudom
YKa3bIBaeTcA NOJIHOE HAaMMEHOBAHME LOPUAMYECKOTO NLA U MECTO €ro HaXOXKAEeHUA.

Hanpumep:

KommepuecKas TaitHa
AKUMOHepHOEe 06LLecTBO
"MnTennHeect"
HoBosceHeBckuii npocn., 4. 12,
Mocksa, 117574

MpM NONYYEHUWM BXOAALLEr0 AOKYMeHTa C rpudomM OrpaHMyYeHMa [OCTyna pPeKomMeHayeTca
NPOCTaBAATb Ha AOKYMEHTEe rpud orpaHuyeHMsa AocCTyna, NPUHATLIA B opraHM3auuun. Ecan Ha anuesoi



CTOpPOHE NNCTa HEAJOCTATOYHO MeCTa, peKomeHAYyeTCA NPOCTaBNATbL €ro Ha o60p0Te NnpaBoro BepxHero
yrna AOKyYMeHTa.

4.15. Appecart

Appecat ucnosnb3yetca nNpu  0GOPMIEHUM  [eNoBbIX  (CAYKEeOHbIX) NUCEM, BHYTPEHHMUX
MHPOPMALMOHHO-CNPABOYHbIX AOKYMEHTOB (AOKNAAHbIX, CAYXKeOHbIX 3anuMcok M Ap.). AgpecaTom
OOKYMEHTa MOXeT b6bITb opraHM3aLmsa, CTPYKTYpPHOe noapasfeneHme opraHmM3aunm, 40NXKHOCTHOE UK
dun3nyeckoe nmLO.

PekBu3uT "agpecat" npoctaBnAseTcsa B NpaBoOi BEPXHEW YacTu AOKYMeHTa (Ha 61aHKe ¢ yrnoBbim
PacnosioXeHnem PeKkBU3UTOB) MK CripaBa Noa PpeKksusntTamm 61aHKa (Mpy NPoa0/IbHOM PACMONOMKEHNM
pPeKBU3NTOB BnaHKa).

Mpu Hanuuum rpuda orpaHMUeHMa AOCTyna K 4OKYMeHTy "agpecat” pasmellaeTcs nog HUM.

B cooTBeTcTBUM C peKomer,aumeﬁ CraHgapTa CTPOKKU peKkBM3UTa neyaTatoTca vyepes 1 nHTepsan.
B0O3MOXHO OoTAeneHue COCTaBHbIX yacre PEKBU3NTA AONO/IHUTE/IbHBIM NHTEPBA/IOM.

CTpoku pekBu3nTa "agpecat” BbIpaBHUBAIOTCA NO IEBOMY KPAto UM LLEHTPUPYIOTCA OTHOCUTENIBHO
CamMoW AJIMHHOM CTPOKMW.

Hanpumep:
depnepasibHOE apPXMBHOE areHTCTBO
Codwuinckaa Hab., a. 34, ctp. 1, Mocksa,
115035

um

dJe,u,epaanoe dAPXUBHOE areHTCTBo

Codwnitckan Hab., 4. 34, ctp. 1, MockKsa,
115035

Mpy appecoBaHUM AOKYMEHTA PYKOBOAMTENO (3aMecTUTENO PYKOBOAMTENA) OpraHusauuu
HauMeHOBaHWe AO/IKHOCTU PYKOBOAUTENA (3aMeCcTUTeNA PYKOBOAMTENA), BKAIOYAOLEE HAMMEHOBAHME
opraHusaumn, Gammans, MHULMaNbI AONKHOCTHOIO ML, YKa3biBatOTCA B AaTe/IbHOM NagerKe.

Hanpumep:

Onpektopy BHUNOAL

KyHsaesy H.H.

Mpn appecoBaHUM nNMCbMa B OpPraHU3aUMIO YKa3blBaeTcA €€ [MOoJHOe WAM COKpalleHHoe
HanmeHOoBaHMNe B UMEHUTE/IbHOM Nagexe.

Hanpumep:

MUWHNCTEPCTBO CENbCKOTO X03AKNCTBa




Poccuiickoit ®eaepaumm

Nz

MwuHcenbxo3 Poccumn

Mpu agpecoBaHWM A[OKYMEHTa B CTPYKTypHOe noAgpasgeneHve OpraHusaumm B PEKBUSUTE
"agpecat" HaMMeHOBaHME OPraHN3aLMM YKa3bIBAETCA B UMEHUTENLHOM MaAEXKe, HUKE - HAMMEHOBaHMWe
CTPYKTYPHOrO noapasaeneHus.

Hanpumep:

CnepncTBeHHbIN KOMUTET
Poccuiickon ®eaepauymm
YnpaB/iieHWe KOHTPOS
33 CNeacTBEeHHbIMM OpraHamu

Mpn apgpecoBaHMM nNMCbMa PYKOBOAMTENIO CTPYKTYPHOro nogpasgeneHnAa HanmeHoBaHue
OpraHnsaunn yKasbiBaeTCcA B UMEHUTENIbHOM NajeXe, HUXKe - B AaTe/IbHOM Nagexe - HaMMeHoBaHue
AO/IXKHOCTU pyKoBOAUTENA, BKAOYaOWee HAaMMEHOBAHUE CTPYKTYPHOro nogpasaeneHuA, d)ammnm,
nHUnUmnanbl.

Hanpumep:

MuHUCTEPCTBO GUHAHCOB
Poccuitckoit deaepauymm
OunpekTopy [lenaptameHTa
ynpaBaeHuA fenamm
M KOHTpOANA
AdaHacbesy A.A.

Mpun agpecoBaHnM NMCbMa CrneumannucTy yKasbiBaeTcA B UMEHUTEeIbHOM Najexke HanmeHoBaHue
OopraHunsauunn, HuXxe - HaumeHOoBaHWE CTPYKTYPHOro noapasgeneHuada, 3atem B OaTe€/IbHOM nNagexxe
HanmeHoBaHMe JONKHOCTU cneunanncrta n - HAXe - d)amvmvm, nHUUmnanbl.

Hanpumep:

MwuHcenbxos Poccnmn
AZLMUHUCTPATUBHBIV AenapTaMeHT
FnasHoOMy cneunanmcry
MBaHoBoWM A.B.

Mpu paccblike AOKYMeHTa rpynre opraHu3aLmii 0gHOro TUNa UAK B CTPYKTYPHbIE NogpasaeneHus
O/HOW OpraHn3auny agpecart yKasbiBaeTca 0606LweHHO.

Hanpumep:

PykoBoanTeENsIM NedyebHbIX yuperkaeHui




Cnucok PaCCbIZIKMN COCTaBNAETCA NUCMONTHUTENEM.

Mpy paccblke AOKYMEHTA He BCEM OPraHM3auMsAM WMAU CTPYKTYPHbIM MoApasgeneHuam nog
pekBM3MTOM "agapecat” B CKoOHbKax yKasbiBaeTca: "(no cnucky)".

B 04HOM AOKYyMeHTe He A0/MKHO BbiTb Bonee YeTbipex agpecaTos.
Cnoso "Konua" nepefn BTOpbIM, TPETbUM, YETBEPTLIM aApecaTamm He YKasblBaeTcA.

B pekBusute "agpecat" gonyckaetca ynotpebnatb obosHaveHue "r-Hy" (rocnoguHy) mam "r-xke"
(rocnoxke).

Hanpumep:

r-Hy Kosnosy B.A.

r-ke Ceposoii t0.[.

B pekBusuTe "agpecat” MHUUMANbI BCcerga cTaBATca nocae bamuanu.

B coctaB peKkBu3suTa "agpecat’ mMoXKeT BXOAMTb MOYTOBbIA afApec. deMeHTbl NOYTOBOro aapeca
YKa3bIBalOTCA B MOC/AeA0BaTeNIbHOCTM, YCTaHOBAEHHOW [paBMAamMm OKasaHMA YCIyr NMOYTOBOM CBA3M,
YTBEPXKAEHHBIMWN NPUKa3oM MUHUCTEPCTBA CBA3M U MACCOBbIX KOMMYHUKauuit Poccuiickon Peaepaumm
oT 31 niona 2014 r. N 234 <34>.

<34> NyHKT 22 MNpaBun oKazaHWA yCAyr NOYTOBOM CBA3MU, YTBEPKAEHHBIX MPMKazom MuH1cTepcTBa
CBA3U M MaCcCOBbIX KOMMYHMKauui Poccuinckoit ®eaepauymm ot 31 utonsa 2014 r. N 234 (3apernctpmpoBaH
B MuHucTepctBe tocTuumm Poccuiickon depepaumn 26 aekabpa 2014 r. N 35442) ¢ M3meHeHUsmuM,
BHECEHHbIMM NPUKa3zom MUHUCTEPCTBA CBA3M M MACCOBbIX KOMMYHWKaLMI Poccuiickoit ®epepaumm ot
13 dpeBpansa 2018 r. N 61 28.03.2018 "O BHECEHUUN U3MEHEHMI B NPUKa3 MUHUCTEPCTBA CBA3U U MaCCOBbIX
KOMMYHUKaumii Poccuinckoit @epgepaunm ot 31.07.2014 N 234 "06 yTBepaeHum MpaBua okasaHua ycayr
noytoBol cA3n" (3apernctpmposaH B MuHuctepcree toctuummn Poccuinckont ®epepaumm 28 mapta 2018
r. N 50545).

Hanpumep:

BcepoccuMincKkuii Hay4yHO-UCCef0BaTENbCKMI
WHCTUTYT LOKYMEHTOBELEHUA U apXMBHOTO
aena
MpodcotosHas ya., 4. 82,

Mocksa, 117393

MouTOBbIN agpec MOXKET He YKa3blBaTbCA B OKYMEHTaX, HanpaBAseMblX B BbICLUME OpraHbl BNACTH,
BblLECTOAWME  OpraHM3auuu, NOABEAOMCTBEHHbIE  OpraHM3auMKM, a  TaKXKe  MOCTOAHHbLIM
KOppecnoHAeHTam (3a MCKAIOYEHMEM HaMnpaBAeHWA MUCeM YKa3aHHbIM afpecaTam B KOHBepTax ¢
NPO3payYHbIMU OKHaMM).

Mpun agpecoBaHNN JOKYMeHTa GM3MYECKOMY /IULLY YKa3blBatoTCA: GaMUANA, MHULMAbI, MOYTOBbIN
aapec.

Hanpumep:



UeaHosy WN.I.
yn. Capgosasn, 4. 5, k.. 12,
r. Jllobepubl, MockoBcKasa 06., 301264

HasBaHMA agMMHUCTPATUBHO-TEPPUTOPMANBHBIX €4ANHUL, (ropoaa, palioHa, NocenkKa, yauupl 1 T.4.)

YKa3bIBalOTCA B COOTBETCTBUM C OPULMANbHBIMU HAMMEHOBAHUAMM, Pa3MELLEHHbIMU B COOTBETCTBYIOLLUX
CMpPaBoOYHMKaX.

Mpu oTnpaBKe MMCbMa MO 3/1EKTPOHHOW noute MaM no GpakCMMUAbHON cBA3KU (6e3 A0CbIAKM No
noyTe) NOYTOBbIN aAPEC He YKasbiBaeTcA. [1pn HeoH6Xo0AMMOCTU MOXKET ObITb YKa3aH 3NEKTPOHHbIN agpec.

Hanpumep:

BcepoccMncKMin Hay4HO-MCCNeA0BaTEeIbCKUMN
WUHCTUTYT LOKYMEHTOBELEHUSA U aPXMBHOTO
nena mail@vniidad.ru

4.16. T'pud yrBepKACHUA AOKYMEHTA

Mpud yTBEPNKAEHMA NPOCTABAAETCA HA LOKYMEHTE B C/y4yae ero yTBepXAeHWs OO0J/IKHOCTHbIM

NUOM, pacnopagnTesibHbIM AOKYMEHTOM (I'IOCTaHOBJ'IeHVIeM, peweHnem, NpnKasom, pacnopm«eHmeM)
U pewleHnem KonnermnaabHoro opraHa.

Mpu yTBEPKAEHUU AOKYMEHTA AO/MKHOCTHbIM /IMLUOM FpuUd yTBEPKAEHMA COCTOMT U3 CNOBA
"YTBEPXKOAID", HauMmeHOBaHMA LOOMKHOCTM AULUA, YTBEPKAAOLWETO LOKYMEHT, €ro noanucu,
WHWUUManoB, GamMuanmn u gatbl yTBEPKOEHMUA.

Hanpumep:

YTBEPXKOAIO
Anpektop BHUMBK

Noanuce A.l. MeTpos

06.11.2018

Mpy yTBEPXKAEHUU OAOKYMEHTa pacrnopsAuTe/ibHbIM AOKYMEHTOM rpud yTBepKAeHUA BKAOYaeT
cnoso YTBEPXAEH (YTBEPXAEHA, VYTBEPXAEHbl wnan YTBEPXAEHO), cornacoBaHHoe ¢
HaMMeHOBaHMEeM BMAa YTBEPXKAAEMOro AOKYMeHTa.

Hanpumep:
Pernament YTBEPXEH
MNpasnna YTBEPXAEHbI
UHCTpyKumA YTBEPXOEHA

I'pMd) yTBEPHKAEHUNA BKIHOYAET TaKXe HaMMeEHOBaHUE pacnopAgnTeNbHOro AOKYMEHTa B
TBOPUTENBHOM Nagexe, ero Aaty h HOmep.

Hanpumep:



PernameHnT YTBEPXIEH
npukasom BHUNOAL,
ot 06.05.2018 N 125

Mpy yTBEPXKAEHUN OOKYMEHTa KOJ/IErMasibHbiM OPraHOM, PELUeHUs KOTOPOoro ¢uKCUpyloTca B
npoTtokone, B rpude YTBEPKAEHUS YKa3blBAeTCs HAMMEHOBAaHWE OpraHa, peleHUMem KoToporo
YTBEPXKAEH AOKYMEHT, AaTa U HOMep NPOTOKo/a (B cKoBbKax).

Hanpumep:

MonoxeHne YTBEP}AEHO
pelleHnem obuiero cobpaHms akLMOHEpPOoB
MAO "CbepbaHK"
(npoTokon ot 06.05.2018 N 12)

Mpnod yTBEPKAEHMA pa3MeLLAeTCcA B MPaBoOM BEPXHEM YI/y MePBOro INCTa AOKYMEHTa.

MpX HaANMYMK OBYX WUAU HECKOJIbKUX TPUGPOB YTBEPNKAEHUSA OHM MOTYT pacnosiaratbCca cnpaBa u
cneBa OT HAUMEHOBAHUA BUAA JIOKYMEHTA, pa3melllaemMoro no LeHTpy.

CTPOKM peKBM3UTA BbIPaBHWUBAIOTCA MO JIEBOMY Kpato WM LEHTPUPYIOTCA OTHOCUTENIbHO Camoi
ONVHHOM CTPOKMU.

MprmepHbI NepeyeHb AOKYMEHTOB, NoAAEXKALUMX YTBEPHKAEHUIO, NpUBEAEH B NpuaoxeHun N 2.
4.17. 3aronoBOK K TEKCTY

3aro/IoBOK K TEKCTY - KpaTKoe coaepraHue AOKYMEHTa.

3aronoBoK K TeKcTy popmynnpyetca ¢ npeanorom "0O" ("06") u oTBeyaeT Ha Bonpoc "o yem?":
npuKas (o Yem?) o npemmnpoBaHMM paboTHUKOB OpraHnsaLmm;

npukas (o Yyem?) 06 yTeep:KaAeHUM MHCTPYKLUUN NO AeN0NPON3BOACTBY;

n1cbmo (0 Yem?) o NnpeaocTaBaeHUU MHOPMaL UK

3aro/IoBOK 0/1XKEeH COCTOATb M3 0AHOW ¢pasbl.

3aro/IoBOK K TeKcTy opopmMaseTca nog pekBnsntamm 6aaHKka OT rpaHuMLbl 1EBOTO NoJA. B yKkasax,
NOCTAaHOBNEHUAX, PELUEHUAX, NPUKA3ax W [PYrMX LOKYMEHTax C NpPoAo0J/bHbIM PaCcno/ioKeHUem
PEKBU3UTOB 3aro/I0BOK K TEKCTY opopmMAaAeTcA Hag TEKCTOM nocepeauHe paboyero nons LOKYMEHTA U
LeHTpUpyeTcs.

3aronoBKK, COCTOALLME N3 HECKONIbKNX CTPOK, neyaTaloT 4yepe3 oaAunH Me)-KCTPO‘-IHbIﬁ WHTepsan. B
KOHLEe 3aroz10BKa TO4YKa He CTaBUTCA.

3aro/IoBKM He 3aKNOYalOTCA B KaBbl4KM W He MNOAYEPKMBAIOTCA. BO3IMOXMHO WX BblaesneHue
NONYXUPHBbIM LWPUPTOM.

B ycnosusax npumeHeHus CO/[1 3aronoBOK K TEKCTY (KpaTKoe cofiepiKaHue AOKYMEHTa) COCTaBAAETCA
ONA BCeX [AOKYMEHTOB W BHOCWUTCA B MOJie PEerucTpaumMoHHO-y4eTHON ¢GOopMbl PerncTpupyemoro
JOKYMeHTa.

3aronoBoK K TEKCTY MOXKET He COCTaB/IATbCA, eCNN TEKCT AOKYMeHTa He npesbiwaeT 4 - 5 CTPOK.



4.18. TeKCcT AOKYMEHTa
O cocTaBneHnn TeKCTa AOKYMEHTa CM. pa3gen 5.
4.19. OTmeTKa 0 NPUNOKEHUMN

OTMeTKa O NPUNOXKEHUM COLEPHKUT CBEAEHMA O AOKyMeHTe (4OKyMeHTax), npuaaraemMom K
OCHOBHOMY [AOKYMEHTY (B COMPOBOAMUTE/NIbHbIX MUCbMaxX, MPETEH3UAX, aKTax, CrpaBKax W ApPYyrux
MHPOPMALMOHHO-CNPABOYHbIX AOKYMEHTaX) MM O TOM, YTO AOKYMEHT ABJAETCA MPUIOXKEHUEM K
OCHOBHOMY [AOKYMEHTY (B [OOKYMEHTax - TMPUIOXKEHUAX K pPacnopsaguTesibHbiM AOKYMEHTaM,
MONOXKEHUAM, NPaBUIaM, MHCTPYKLUUAM, IOrOBOPaM, NaaHam, OTYETaM U ApP. AOKYMEHTaM).

B conpoBoguTenbHbIX MMCbMax U APYrux MHPOPMaLMOHHO-CNPABOYHbIX AOKYMEHTaX OTMETKA O
npuaoXKeHnn obopMaseTca Nog TEKCTOM OT rPaHWULbl IEBOTO NOJIA CAeayowmm obpasom:

- €C/In NpUNoXKeHNe Ha3BaHO B TEKCTE:

MpunoxeHue: Ha 2 n. B 1 3Ks.

- €C/In NpUNOoKeHNe He Ha3BaHO B TEKCTE, NN I'IpVIfIO)KeHVI[;I HECKOJIbKO:

MpunorkeHune: 1. NonoxeHne 06 YnpaBaeHUN perMoHanbHOro KpeanToBaHna Ha 5 n. B 1 aKs.
2. CnpaBKa 0 KaapoOBOM cocTaBe YNpaB/ieHMA PErMOHAIbHOTO KpeamMToBaHMA Ha
2n.813K3.

- €C/ZIN NPUNOXKEHUA C6pOLLHOpOBaHbIZ

Mpunoxexue: otyet 0 HUP B 2 3K3.

- eCAN  [OKYMEHT, SBAAOWMIACA TMNPUIOKEHUEM, UMEET MPUNONKEHME CaMOCTOATEIbHOM
Hymepaumen CTpaHuLL:

MpunoxkeHue: nucbmo Pocapxmea ot 05.06.2018 N 02-6/172 1 NpuAOKEHNA K HEMY, BCEro Ha
5n.

- €C/IN NPUJIOKEHNEM ABASAETCS 060CO6NEHHbIN 3NEKTPOHHbIA HOCUTE/Tb (KOMNAKT-AUCK, Uusb-pneLu-
HaKkonutenb U Ap.):

MpunorkeHue: CD B 1 3Ks.

Mpn sTOM Ha BKAagblwe KOHBepTa, B KOTOprﬁ nomeuwlaeTcA HOCUTENIb, YKa3blBalOTCA
HanMeHOBaHNA OOKYMEHTOB, 3aNMNCaHHbIX Ha HOCUTE/Ib, UMEHA d)aﬁnos, obbem AOKYMEHTOB B JINCTax.

OTmeTKa o NPUNOKEHUHN, 3aHNMAOLWAA HECKOJ/IbKO CTPOK, NevyaTaeTca yepes oaAunH ME)KCTpOLIHbIﬁ
NnHTEpBAanN.

Echm c ogHMM conpoBoanTeNbHbIM NMUCbMOM MepecblaeTca 60nblLIOEe KONMYECTBO ﬂpMﬂOHEHMﬁ,
MOXeT ObITb COCTaB/ieHa OMNMUCb Flle'IO)KEHMﬁ C nepevyuncneHmnem HaMMEHOBaHUIN BCex AOKYMEHTOB-
I'IpVIﬂO)KGHVIVI C YKa3aHmem Ko/sim4yectBa JZINCTOB U 3K3eMNNAPOB KaXAoro M3 HUX, a B OTMeETKe O



NPUNOXKEHUN OAETCA CCbl/IKA Ha OMUCbL I'IpMI'IO)KeHMl\;IZ

MpunoxeHue: OMUCb NPUIONKEHWNI Ha 2 n. B 1 9K3.

B pacnopaguTenbHbiXx AOKYMeHTax (NOCTaHOBMEHUAX, PEeLeHMAX, MPUKasax, PacrnopAMKeHUsXx),
OOroBoOpax, MNONOXEHWUAX, MPaBUAaX, MHCTPYKUMAX WU APYrMX LOKYMEHTax OTMETKA O MPUIONKEHUU
odopmnseTcs cnegyowmm obpasom:

- B TEKCTE AOKYMEHTA B KOHLLE NYHKTa, B KOTOPOM YNOMMUHAETCA OKYMEHT-MPUIOKEHME, B CKOBKaX
yKasbiBaeTca: (npunoxenue 1) unm (npunoxkeHune N 1).

Ha nepBom nncte AOKYMEHTa-NMPUAOKEHNA B MPABOM BEPXHEM YI/y YKa3blBaeTCA:

MpunoxkeHune N 2
K npuKasy ®rey
HWUWN "Bocxoa"
o7 15.08.2018 N 112

Ecnv npunoxeHnem K pacnopagutesibHOMy SOKYMEHTY SBAAETCA HOPMATMBHbIV MPaBOBOM aKT Uau
WHON [OKYMEHT, YTBEP)KAAEeMblt AaHHbIM pPacrnopsauTeNbHbIM LOKYMEHTOM, Ha MepBOM JIUCTE
NPUIOXKEHNA NMPOCTABAAETCA OTMETKa O NPUAoKeHUN. MpUNoKeHNe ABAAETCA HEOTbEMIEMOM YacCTbio
YTBEPKAAIOLLETO €ro PacnopaaAnTENIbHOTO AOKYMEHTA.

Ecnu 3aTtem gOKYMeHT 3aTem usgaeTtca TMI'IOFpad)CI-(MM cnocobom BmecTe C NPUKA30M, OH COXpaHAEeT
OTMETKY O NPUNOHKEHUN.

Ecnn [OKYMEHT u3gaeTcs OTAe/bHO OT YTBEpAMBLUEro ero npuKasa, npoctasaseTtca rpud
YTBEPKAEHMUS.

Hanpumep:

PErTMTAMEHT YTBEPXIEH
npukasom ®rey HUU "Bocxoa"
ot 18.05.2018 N 67

4.20. N'pud cornacoBaHUa JOKYMEHTA

lpnd cornacoBaHMA [OKYMEHTOB MNPOCTABAAETCA HA [LOKYMEHTaX, COr/acoBaHHbIX OpraHamMwu
BNACTW, OPraHU3auMsamM, LOKHOCTHbIMM Aunuamu. Fpud cornacoBaHMs B 3aBUCMMOCTM OT BMAA
JOKYMEHTa MOXKET NPOCTaBAATLCA:

- Ha NepBOM JIUCTE AOKYMEHTa (eC/N AOKYMEHT UMEET TUTY/IbHbIN IUCT - Ha TUTYIbHOM JINCTE) B
JIeBOM BEPXHEM YI/ly Ha YPOBHe rpuda yTBEPKAEHUA UK NOoL4 HaMMEHOBaHMEM AOKYMeHTa baunxke K
HUXXHEMY NOI0;

- Ha nocnegHem NCTe AOKYMEHTA Mo TEKCTOM;
- Ha INCTE COrNacoBaHuUsA, ABNAIOLWEMCA HEOTbEMIEMOW YacTblo AOKYMEHTA.
lpmdom cornacosaHmna AOKYMeHTa 0POPMIAETCA:

- BHeLLHee COrnacoBaHWe AOKYMeHTa - C OpraHamu BAacTW, OPraHW3auUAMM, AOMKHOCTHbIMU
JIMLLAMM CTOPOHHWUX OpraHM3auni;



- BHYyTpeHHee cornacoBaHume C KonnaernaabHbiMmm opraHamum opraHM3auunn - aBTopa AOKYMeEHTa.

lpnd cornacosaHma coctout ns cnosa COMNMMACOBAHO, AonXHOCTM NnLa, KOTOPbIM COr/1lacoBaH
OOKYMEHT (BKNOYas HaMMeHOBaHME OpraHu3aLuMu) B UMEHUTENbHOM Mafere, ero co6cTBEHHOPYYHOM
nognucu, HMUManos, bammanm, AaTbl COrNACOBaAHUA.

Hanpumep:

COIrNACOBAHO
Ovpektop BHUMOAL
MNognuce H.H. KyHAaes

08.10.2018

Ecnn  cornacoBaHuWe OCyLEeCcTBASETCA COBeLWaTe/NbHbIM OpraHom, B rpude cornacosaHus
yKa3sblBatoTcA ceBefeHnn ob opraHe, COrNacoBaBLUEM AOKYMEHT, AaTe U HOMepe NPOTOKO/1a, B KOTOPOM
3adMKCMPOBaAHO pelleHMe O cornacoBaHun. Ecam  cornacoBaHue OCYLLECTBASAETCA [AOKYMEHTOM,
YKa3blBalOTCA: BMA AOKYMEHTA, OpraHn3aLma - aBToOp AOKYMEHTa, 4aTa U HOMEP AOKYMEHTA.

HanmeHoBaHWe cornacyroLwero opraHa UamM OKYMEHTa yKa3blBaeTCA B TBOPUTE/IbHOM NajexKe.

Hanpumep:

COrNACOBAHO
PeweHunem LleHTpanbHoOM
3KCMepPTHO-NPOBEPOYHO
Komuccmm npu Pocapxuee
(npoTtokon ot N_ )

COIMNACOBAHO
nnucbmom PocapxuBa
(ot N_ )

Echn B pOKymeHTe AaBa rpMd)a cornacoBaHuA, T0 OHWM pacnosiaralotcA Ha OAHOM YPOBHE, Npwu
b6onblem Konuyectse UX pasmelaloT ABymMA BEPTUKAJZIbHbIMU pAOaAMUA. Ha AOKYMEHTE MOXKET 6bITb
PacnoNnoXeHo He bonee yeTbipex I'pMd)OB cornacosaHua. bosblwee 4yucno Fqu)OB cornacoBaHuA
Od)OpMﬂFlETCﬂ Ha OTAE/IbHOM TUCTE COrNnacoBaHUA, NpunaaraeMom K OKYMEHTY.

Ecan I'qu)bI cornacoBaHuA O(I)OpMﬂﬂI'OTCﬂ Ha OTAE/IbHOM /IUCTE COrNacoBaHUA, Ha JOKYMEHTE B TOM
mecTe, rae gO/1XKHbl NPOCTaBATLCA Fpl/ld)bl cornacoBaHuA, NPOCTaBAAETCA OTMETKA:

"/lnct cornacosaHus npuaaraetca”.
4.21. Busa

Busa cBuAeTeNbCTBYET O COracMM WAM HecornacuuM AO0MKHOCTHOrO /vua (paboTHMKa) ¢
coaepKaHMeM npoeKTa AOKyMeHTa. Busoit odopmnsetca BHyTPeHHee cornacoBaHWe AOKYMEHTa C
paboTHMKaMM oOpraHuM3auMM - aBTOpa AOKYMEHTa. BM3a BK/AOYAET AO/KHOCTb /IMLA, BU3MPYIOLLETO
AOKYMEHT, NOANMUCh, PacluMPpPOBKY nognucu (MHUUMaNbI, GaMUanIO) U AaTy BU3MPOBAHMA.

Hanpumep:

PykoBoauTenb vopmanyeckoro otaena



Moanuce Metposa O.H.

07.11.2018

Bu3a MoXKeT 6bITb HaneyaTaHa UM NOSHOCTBIO HAaMMCaHa BU3MPYIOLLMM OT PYKM.
Busa opopmnserca cneayowmm obpasom:

- €C/IY 3aMeYaHui HeT:

3aB. OTAENI0M KaapoB
Mognucok A.l. MBaHOBa

02.03.2018

- NpU HaAn4mmn 3aMeYaHuit:

3ameuaHua npunaratoTcs.
3aB. 0TAE/NIOM KaapoB

Mognuce A.lN. NBaHoOBa

02.03.2018

Ecnv cneumanmct NoAHOCTbIO HE COTIaceH C MPOEKTOM, BU3a 0hOpPMASAETCA Tak:

He cornacHa.
3aB. oTAEN0M KaapoB

Moanuce A.lN. NBaHoOBa

02.03.2018

3ameyaHuns npunnaratoTcAa K 4OKYMEHTY Ha OTAEe/IbHOM JIUCTE.

Ecnn 3ameyvaHne umeeT HebO/bLWON 06BEM, €ro MOMKHO WM3N0XUTb Ha MPOEKTe AO0KYMEHTa
cneayrowmm obpasom:

CunTalo, 4TO B COCTaB PEBM3MOHHOM
KOMMUCCUU CiegyeT BKAOUUTDL TaKkxe A.U.
MowkunHy u I.1N. Cepatokosa.

3aB. oTAEN0M Kaapos

Moanuce A.lN. NBaHoOBa

02.03.2018

B OOKYMeHTax, MOAJMHHMKN KOTOPbIX XPaHATCA B OpraHM3aLmu, BU3bl NPOCTaBAAIOT:
- Ha nocfiegHemM NCTe AOKYMEHTa Nog NOANMUCHIO;

- Ha obopoTe nocneaHero ANCTa NOAJIMHHUKA AOKYMEHTa;



- Ha /INCTe COoracoBaHmA (BU3MPOBAHMA), MPUNAraEMOM K SOKYMEHTY.

B ncxoaawmx JOKymeHTax (HaanN\ep, B OENOBbLIX I'IMCbMaX) B 3aBUCMMOCTU OT TOTO, HeOGXOAMMO
M HanpasaATb NOA/IMHHUK MUCbMa NO noyte UaAM O0CTATOYHO HaNpaBuUTb NMUCbMO NO d)aKCMMVIﬂbHOﬁ
CBA3N nan no BHEKTpOHHOﬁ noyre (B Bunae 3I'IEKTpOHHOI7I KOI'IMVI), BU3bl NPOCTAaBAAKOTCA:

- Ha KON nncbma (BVI3OBOM 3K3EMFI}'IF|DE), €C/I NOANTMHHUK OTNPaBAAETCA agpecaTy No NoyTe,;

- Ha 06opoTe nocnefHero NMCTa NOANMHHMKA, eCIM MMCbMO OTNPaBAAETCA agpecaTy no dakcy uam
3NEKTPOHHOM MoyTe (B 3TOM c/ly4ae Nog/IMHHUK OCTAaeTCca B OPraHn3aummn 1 NnoMelLLaeTca B 4eno).

JNnct cornacoBaHus (BM3nMpoBaHMa) obopmMAaseTca, eCin cornacyowmx aul 6onbuie 5 - 6.

JlncT cornacosaHus (BM3MPOBaHMNA) NPUKPENAAETCA K AOKYMEHTY U BMeCTe C HUM MoALINBaeTCA B
aeno.

Hanpumep:
JlucT BU3MpoBaHMA NpMKasa
BHUNAOAL,
ot 25.09.2018 N 125
3am. gupekTopa MNoanuce E.A. PtomunHa
01.11.2018
3aB. OTAENI0M KaapoB Mognuce E.W. XapynunHa
31.10.2018
3aB. LOPUOMYECKUM OTAEN0M Mognuce M.H. ApupyHu
01.11.2018

Mo yCMOTpeHMIO OpraHu3aumMn MoXKeT MPUMEHATbCA MOJINCTHOE BU3MPOBAHUE AOKYMEHTa U ero
I'IpM/'IO)KEHMVI - C NpoCTaB/aeHNEM BU3bl Ha o6op0Te KaXX40ro MCta JOKyMeHTa.

B opraHusaumax, npumeHsaowmx CIM, cornacoBaHWe MOMKET NPOBOAMTLCA B 3/1EKTPOHHON dopme.
Mpu nepepaye [OKYMEHTOB Ha OymarKHOM HocuTene, coriacoBaHHbix B C3[, B CTPYKTypHOe
noapasgenieHne, OTBETCTBEHHOE 3a apXuB, CBEAEHMS O COI/IaCOBaHUM PACMeyYaTbiBalOTCA Ha JiMCTe
COrnacoBaHms.

K nnuam, BUSNPYyRLWUM NPOEKTblI AOKYMEHTOB, KaK npaBunio, OTHOCATCA:

- PYKOBOOMTENN CTPYKTYPHbIX MOAPA3AENeHN, OTBETCTBEHHble 3a MNOArOTOBKY MpOEeKTa
OOKYMEHTa;

- PYKOBOAWUTENW CTPYKTYPHbIX MOAPAa3feNeHuid, WHTepecbl KOTOPbIX 3aTparMBaeT MPOEKT
OOKYMEHTa;

- 3aMeCTUTe/llb PYKOBOAMTENA OpraHuM3auMu, KypupYIOWEro CTPYKTypHOe MoApasgeneHue,
OTBETCTBEHHOE 3a NOArOTOBKY NPOEKTa AOKYMEHTa;

- PYKOBOAMTENb HOPUOMYECKOTO nogpasgeneHvsa (ecnv atoro TpebyeT BMA AOKYMEHTA M ero
cofepaHue);

- pyKoBOAUTENb CNYKObI A€N10NPOU3BOACTBA.

Jlnua, He cornacHble C npeanoXKeHnem, U3N0XKeHHbIM B JOKYMEHTe, He MMeloT NpaBa OTKa3blBaTbCA



OT BU3UPOBaAHUA.

4.22. NMNognucb

MoAnucb BK/AKOYAET: HAaMMeHOBaHWE AOMKHOCTM /vua, NOAMUCHLIBAIOWErO OOKYMEHT, €ro
cob6CTBEHHOPYYHYIO NOANUCH, PacliMPOBKY Nognncy (MHUUManbI, Gamunms).

Hanpumep:

FeHepanbHbIN ANpPEKTOP Noanuce MN.Mn. NMetpos

Echn pokymeHT od)omeeH Ha 6naHke opraHunsauunun, B HaMMeHOoBaHUU AO0/IXKHOCTU HAMMEHOBaHUe

OpraHn3aunn He yKa3blBaeTCA.

Echm  poKymeHT Od)OpMI'IeH He Ha 6I'IaHKe, B HanMmeHOBaHWE [OONXKHOCTU BK/IKOYAETCA

HanmeHoBaHWMe opraHnsaunun:

leHepanbHbI gUPEKTOP

AO "WHTenuHsect" Mognucb M.M. Netpos

Mpwn Od)OpMI'IEHMM AOOKYMEHTa Ha 6naHkKe AO/MKHOCTHOIo Aanua A0/1KHOCTb 3TOro nMua B noanncum

He YKa3blBaeTCA:

MN.Mn. NMetpos

Moanucek

Mpy NoAnNMCaHUU [AOKYMEHTa HECKOJIbKMMU AO/IKHOCTHBIMU NMLAMK, 3aHUMAIOLWMMK pa3Hoe
MONOMKEHMNEe, UX NOANUCK PaAcnoNaraloTca oAHa noj APYroi B NOCNeA0BaTe/IbHOCTM, COOTBETCTBYOLLEN

nepapxmmn saHnMmaembix LI,Oﬂ)KHOCTel‘/JIZ

leHepa/ibHbIM ANPEKTOP MNoanucb MN.Mn. NMetpos

A.H. Tutosa

[NaBHbIN Byxrantep MNoanuce

Mpu noAnuMCaHUM AOKYMEHTa HECKONbKMMWU /ML @MU PaBHbIX [OJ/KHOCTEA UX noAanucu

pacnosaratoTca Ha O4HOM YPOBHE:

3am. aupekTopa no GMHaHCOBLIM BONPOCAM 3am.  gupeKkTtopa No0  agMWHUCTPATMBHbIM
BOMNpoOCam
Mognucok A.l. MeTpos Mopanuco E.A. Mapmenagos

B [OKymeHTax, COCTaBJIeHHbIX KOMUCCUEN, B noaAnNUCKU yKasblBaeTCcA CTaTyC /2inla B COCTaBe

KOMMUCCUMN:
Mpeacenatenb KoMmuccum Moanucob MN.Mn. NMetpos
YneHbl Komuccum: Moanuce M.M. MuwmnHa

Moanucob A.E. Nontopaukan




JOoKymeHT moxeT 6bITb noanncaH TOZIbKO TeM TINMLLOM, JONTHKHOCTb U d)aMM/'IMFI KOTOPOro yka3aHa Ha
AOKYMeEHTE.

NoanucaHne OOKYMEHTa APYrMM JIMLOM C MPOCTaBAEHUEM Kocom 4yepTbl UAKU HagNMUCU 3a
HeAONYCTUMO.

Mpu nognucaHMmM AOKYMEHTa INLOM, UMEIOLLLMM MPABO NOLNUCK B C/ly4ae BPEMEHHOTO OTCYTCTBUA
pPyKOBOAMTENA, WCMPaB/NEHMA B HaMMEHOBaHME [O/MKHOCTM M pacwmnbpoBKy damuamm  yxe
NoAroTOBAEHHOrO M COM1IAaCOBAHHOMO MPOEKTA AOKYMEHTa BHOCATCA OT PYKM WAWM C UCMONb30BaAHUEM
COOTBETCTBYIOLMX LWTaMnoB. Ecan paboTHUK oOpraHusauMM MNpPMKasoM Ha3HayYeH WCMOJHAWUM
06s3aHHOCTM pyKoBOAUTENSA, NOANUCL OPOPMAAETCA cneayowmnm obpasom:

W.0. reHepanbHOro gMpeKTopa MNoagnucob C.H. Apbysos

nnn

NcnonHaowmin 06a3aHHOCTH
reHepanbHOro gMpeKkTopa MNoanuck C.H. ApbysoB

Mpu opopmaeHnn NoaANUCU HaMMEHOBaHME A0/IKHOCTU HaYMHAETCA OT /IeBOro NOASA, a NoCAeAHAA
6ykBa GaMUANK OKA3bIBAETCA HA rPaHMLEe NPaBoro nons.

Mpn HaNNYNUM HECKONIbKUX I'IOAI'IMCEVI Nno rpaHnue nNpaBoro nNoaAa pacnosiaraetca camaa O/IMHHAaA
d)aMVIIWIFl, a OCTa/ibHbl€ BblPpaBHMUBAKOTCA NO UHULUMANAM.

JonyckaeTca UeHTpMpOBaTb HAMMEHOBAHWE AOJ/IKHOCTM J/iMUa, NOANUCABLIErO AOKYMEHT,
OTHOCUTENIbHO CamMol AJIMHHOMN CTPOKM.

MpM HaMMEHOBAHUM [OO/IKHOCTM, 3aHMMAIOLLEM HECKO/IbKO CTPOK, paclindpoBKa noamnucu
rneyataeTca Ha YPOBHE HUMKHEN CTPOKU.

4.23. OTmeTKa 06 3n1eKTpoHHOoI nognucu <35>

<35> PeKkBu3uT Bnepsble BBegeH CTaHaapTOM.

OtmeTKa 06 3I'IEKTpOHHOl7I noannucn ncnonb3yeTca nNpu BUsyanndaunm 3NEKTPOHHOIO OOKYMEHTaQ,
nognncaHHoOro 3J'IEKTpOHHOl7I nognucolo.

OTmeTKa 06 3/1eKTPOHHOW NOANUCKU BK/IOYAET:

¢dpasy "[oKymMeHT nognmcaH 3/IeKTPOHHOM noAnucbio”;
HOMep cepTUOMKATA KNOYa SNEKTPOHHOMN NOANMUCH;
bammnnio, Ums, oTHECTBO BNAZENbLA CEPTUPUKATS;

CPOK AencTBUA cepTUdMKaTa KNtoUa SNEKTPOHHOMN Noanucy.

OTMeTKa 06 3NeKTPOHHOM NOAMMUCK MOKET BKIOYATL M306paskeHne smbiembl, TOBAPHOTrO 3HaKa
(3HaKa 0bcnyKnBaHUA) opraHM3aL MM B COOTBETCTBUM C AEMCTBYIOLLMM 3aKOHOAATEe/IbCTBOM.

OunpekTtop Imbnema AJOKYMEHT NO4NMUCAH MN.rn. Netpos



opraHuMsauum SNEKTPOHHOW NOANUCHIO
Ceptuoukat 1a111aaa000000000011
Bnageney, MNetpos MNetp MeTposuy

OevictButener ¢ 01.01.2017 no 31.12.2018

OtmeTKa 06 3I'IEKTpOHHOI71 noanncun, Kak npasuino, Od)OpM/'IﬂETCH Ana AOKYMeHTOB, NOANNCAaHHbIX
yCMﬂeHHOﬁ 3ﬂeKTpOHHOI7I noanuncblo.

Mpyu BHYTpeHHeM 0bMeHe AOKYMeHTaMM UM Npu 0BMeHe C OpraHn3aunamMm NapTHeEPaMU, eciv 3To
NpPeAyCMOTPEHO COrflalleHUEM MEXKAY CTOPOHaMW, OpraHM3auMm MOTyT WMCMOJ/Ib30BaTb YCWUJIEHHbIEe
HEKBaNUGULMPOBAHHbIE U NPOCTbIE 3NEKTPOHHbIE MOAMUCH.

OtmeTKa 06 31eKTPOHHOM NoANUCK pacnonaraeTcs Ha TPAAUUMOHHOM mecTe cOBCTBEHHOPYYHOM
noAnMcU: Mexay HaMmMmeHOBaHMEM A0/IKHOCTU NOANUCLIBAOLLErO NLA U paclundpoBKoi noanucu. Ecau
3/1eKTPOHHbIN AOKYMEHT 0popMAaneTc Ha BnaHKe AO/KHOCTHOTO /MLA, YKasaHMA Ha HauMeHOoBaHue
OO/MKHOCTM NLA, NOANMUCHIBAIOLLETO AOKYMEHT, He TpebyeTcs.

4.24. NevyaTb

MeyaTb 3aBepseT NOAJUHHOCTb NOAMNUCU AOMKHOCTHOIO NMLA HA AOKYMEHTaX, YA0CTOBEPAOLLIMUX
npasa auu, GUKcUpyowmnx ¢aKTbl, CBA3aHHble C (GUHAHCOBLIMKM CPeACTBaMM, a TaKMKe Ha WHbIX
OOKYMeHTax, npeaycmaTpmBaloLMx 3aBepeHmne NoAnucKu nevyaTtbio B COOTBETCTBUM C 3aKOHOAATE/1bCTBOM
Poccuitckoit depepaumu.

JOKYMeHTbl 3aBepAloT MeyaTbio oOpraHusaumun. [leyaTb nNPOCTaBNAETCA, He 3axBaTblBas
CcObCTBEHHOPYYHON MoAnuMcU Nuua, NOAMUCABLLEro AOKYMEHT, UAM B MecTe, obo3HayeHHom "MIM"
("MecTo neuatn").

Hanpumep:
3am. reHepasibHOro AnpekTopa MNoanucb A.P.Topaues
[NaBHbIN Byxrantep Noanuce A.B. MopryHoBa

MpumepHbIA NepevyeHb AOKYMEHTOB, Ha KOTOpble CTaBUTCA MevyaTb OpraHM3auuu, NpuvBeneH B
npuaoxexHnm N 3.

4.25. OTmeTKa 06 ucnonHurtene

OtmeTKa 06 ncnonHutene O(I)OpMJ'IﬂeTCﬂ Ha HUXHEM Mnose I'IMLI,EBOf;i CTOpPOHbI nocneaHero nCTa
AOKYMEHTA OT rpaHuLbl 1IEBOro nona nnn, npun oTCcyTtCTtBMnN mecTta, - Ha O60pOTHOm CTOpOHE BHU3Y C/sieBa.



OtTmeTKa 06 uUcnosHUTENe BKAOYaeT GaMUANIO, UMA W OTYECTBO MWCNONHUTENA, HOMEpP €ero
TenedoHa.

Hanpumep:

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

OTmeTKa 06 uUcCNoNHUTENE MOXKeT AONONMHATLCA HaumeHOoBaHUMeM AO0/IXKHOCTU, CTPYKTYPHOroO
noapasageneHna n aNeKTPOHHbIM aApeCcoM UCNONTHUTENA.

Hanpumep:

AbpuKkocos AnbbepT MeTpoBuy, KOHTpoAbHOE ynpaBaeHue,
BeAyLWwMmi cneunanmuct, +7(495) 924-45-67, Abrikosov@gov.ru

OTtmeTKa 06 ucnonHutene moxetT oGopMAATLCA KaK HUMKHUIA KONOHTUTYN U NevaTaTbea WpndTom
MeHbLIEro pasmepa.

4.26. OTmeTKa 0 3aBepeHnUMn Konum

OTMeTKa 0 3aBepeHMM Konuu opopmaseTca ana NoaTBepPKAeHNA COOTBETCTBUA KOMUN AOKYMEHTa
(BbINMCKM M3 AOKYMEHTa) NOANUHHUKY AOKymMeHTa. OTMETKa O 3aBepeHWM KONuM MpOoCTaBaseTca nog,
pekBuautom "nognucek” (oTMeTKa 06 3N1EeKTPOHHOM noanucu) UM BKAOYaeT: cnoBo "BepHo;
HaMMeHOBaHWEe AO0/KHOCTM NMua, 3aBepuBLLEro, ero CobCTBEHHOPYYHYID MOAMMCh; paclmndpPoBKyY
noanucu (MHUuMansl, pamunanio); AaTy 3aBepeHns Konum (BbINUCKU U3 AOKYMEHTaA).

Hanpumep -

BepHo

NHcneKTop cny»bbl
Kagpos Moanucoh M.M. MawkKunHa

07.09.2018

Ecnn Konusa BblaaeTca ANnA NpeacTaBAeHUA B APYTyH0 OpraHM3aLmnio, OTMETKa O 3aBepeHumn Konuu
3aBepAeTcA MedyaTbio OpraHM3aumMu (Npu ee HaaMuMK), a Takxe (NpU HeobxoaMmOCTM) AoNoAHAETCA
HaZMMCbIO 0 MecTe XpaHeHUA AOKYMEHTa, C KoToporo 6bina usrotosaeHa Konus ("MoaNMHHUK 4OKYMEHTa
HaxoauTca B (HaMmeHoBaHMe opraHunsaumm) B gene N... 3a... rog").

[na npoctaBsieHMA OTMETKM O 3aBePEHUN KONMUKU MOXKET MCNOb30BaTbCA WTamn.

Konuu 3aneKTPOHHbIX [AOKYMEHTOB, CO34aHHble Ha 6ymMa)XHOM HocuTesne, 3aBepaloTcA B
YCTaHOBAEHHOM nopAgKe.

INEKTPOHHbIE KOMWUM AOKYMEHTOB Ha BYMaXKHOM HOCUTE/Ie 3aBEPAIOTCA 3/IEKTPOHHOM NOANMUCHIO, B
nopsgKe, ycTaHoBAEHHOM HOPMaTMBHbIMM NPaBOBbIMK aKTammn Poccuitickoit depepaumm.

4.27. OTMeTKa 0 NOCTYN/IEHNN AOKYMEHTA

OTmeTKa 0 NOCTYyNNAEeHUN OOKYMEHTA CNYXKUT ONA NoATBEPKAEHUA d)aKTa noCTynneHnA OOKYMEHTa
B OpraHn3auunto U BKAKOYaET 4aTy NOCTYyNn/1eHUA n BXOAHLLI,MI;I peI'MCTpaLI,MOHHbIVI HOMep AOKymeHTa. Mpu



HeO6XOAVIMOCTM OTMETKa O NMOCTYN/IEHUN MOXKET AOMOSIHATbCA YKa3aHMemM BpemMeHU MNOoCTynaeHunAa u
cnocoba AOCTaBKMN AOKYMEHTaA.

OTmeTKa 0 NOCTYyNNeHUN AOKYMEHTA MOXET NPOCTaB/IATbLCA C NTOMOLLbIO WWTamna.

Mpy OTCYTCTBMM MecCTa ANA NPOCTaBAEHUA OTMETKM O MOCTYMN/eHWW Ha JIMLEBON CTOPOHE
MOCTYNMBLUEro LOKYMEHTa OTMETKa CTaBUTCA Ha 060POTHOM CTOPOHE /iuCTa.

4.28. Pesontouus

Pesonouma cogepXmuT yKasaHWA MO MCMONHEHMIO AOKymeHTa. Pesosouma odopmaserca Ha
cB060AHOM MecTe paboyero Nons 4OKYMeHTa, Ha 61aHKe pe3oioLumMm MAK BHOCUTCA HEMOCPEACTBEHHO B
CUCTEMY 3/IEKTPOHHOrO AOKYyMeHToobopoTa.

Pesontouma BKAOYaeT: d)aMM/'IMPO, MHUUMaNbl UCNONHUTENA (MCI'IO/'IHVITEJ'IGVI), nopyyeHue no
AOKYMEHTY, CPOK UCNOJNIHEHWA, NOANNCb ZINLUQa, BbIHECLWLETO pe3oatouunto, AaTy pe3oaounn.

Hanpumep:

MBaHoBy A.A.

Mpowy noAarotoBUTb NpPegNoOXKeHua K
10.11.2018.

Mognuce

07.10.2018

CpOK MCNOJIHEHUNA NOPYYEHUNA HE YKa3bIBAETCA, €C/IM OH Ha3BaH B TEKCTE NOCTYNMUBLUEro AOKYMEHTA
N pyKoBOAUTEIb HE CHUTAET HEO6XOAMMbIM N3MEHUTL ero.

MpWn yKasaHUN HECKONbKUX UCNONHUTENeNn damMnans OTBETCTBEHHOro MCMOIHUTENA YKasblBaeTcA
nepBon, AN NoAYEepPKUBaeTcA.

Hanpumep:

MBaHoBy A.A.

Metposy B.H., Cupgoposy I'.P.
Mpowy npeacTaBuTb NpeanoxeHns
10.11.2018.

Mognuce

07.10.2018

Ecan yKasaHMA MO UCNONHEHWUIO COAEpPrKaTCA B TEKCTe AOKYMEHTa, TO pe30/louuA COAEPHKUT
YKa3aHue Ha ucnoaHutenda, noganumcob 11ua, BbiIHeCWwero pes3osiloynio n Aaty pesoaruynn.

Ona pe3onoumm MoKeT bbITb MPeaycMOoTpPeH cneuunanbHbii 61aHk popmata A5 nnm A6.

B pesontoumio, opopmaeHHYI0 Ha OTAe/IbHOM O/aHKe, TaKKe MOryT BK/OYaTbCA CBEAEHUA O
OOJIKHOCTM ee aBTopa.

Pesonouma NpuKpenaseTcsa K AOKYMEHTY M BMECTE C HUM NOALLIMBAETCA B 4ENO.
OcdopmneHme pesontoumm B CI/L, 0MKHO COOTBETCTBOBATL YKa3aHHbIM TpeboBaHMAM.

Pesontoumns, opopmneHHaa B C3/[1 ana AOKYMEHTa Ha BymaxKHOM HOCUTE/NIE, CO CPOKOM XPaHEeHUs



BPEMEHHbIM (6onee 10 /'IeT) NN NOCTOAHHbIM, NPU HanpaBaeHNN AOKYMEHTa B €10 pacneyvyaTbliBaeTca U
nomeulaeTcAa B Ae/10 BMeCTe C 4OKYMEHTOM.

4.29. OTmeTKa 0 KOHTpone

OTMeTKa O KOHTpoJie CBMAETE/NbCTBYET O MOCTAaHOBKE AOKYMEHTA Ha KOHTPO/b, MPOCTaBAsfeTcA
wramnom "KoHTposib" Ha BEpXHEM MOJie OKYMEHTA.

Mpn NOCTaHOBKE Ha KOHTPO/Ib AOKyMeHTa B C3/[l B perucTpaumoHHO-y4eTHyt0 dopmy 3aHoCATCA
cBegeHus 06 sTom.

HacTtpoiika C3/1 nponsBoamMTCA TakKMm 06pa3om, YTOObl COTPYAHMUK, OCYLLECTBAAIOWMIA KOHTPOb, U
MCMONIHUTE/Ib MOT/IN MOJY4aTb aBTOMATUYECKNE YBEAOMIEHMSA O NPUBAUKEHUN KOHTPOIbHBIX CPOKOB.

4.30. OTmeTKa 0 HanpaB/ieHUU AO0KYMEHTA B AeN0

OTmeTKa o Hanpas/ieHNUN OOKyMeHTa B AeN10 onpeaender MeCto XpaHeHUA AOKYMEHTa nocne
3aBepuieHunA pa60TbI € HUM. OTMEeTKaA TaKxke cBMnAEeTenbCTByeT 06 UcnonHeHun AOOKYMEHTA U CHATUU ero
C KOHTpOAA.

OTmeTKa BKtoYaeT: cnosa "B geno", MHAeKc Aena Nno HOMeHKAaType [en, B KoTopoe nomellaeTca
[OKYMEHT Ha XpaHeHue, C yKasaHWem roga, A0/KHOCTb Mua, 0opOpPMUBLIETrO OTMETKY, MOAMMUCH, AaTy.

Hanpumep:

B neno N 01-18 3a 2016 .

3aB. OTAE/IOM KOPNOPATUBHbIX MPOEKTOB
Mognuce

10.12.2018

OTMeTKa O HanpaBAeHUW OOKYMEHTa B Ae/0 MOXKeT AOMONHATbCA KPaTKUMWU CBeAeHUAMU O
XapaKTepe WCNOAHEHUs [AOKyMeHTa, Hanpumep: "HanpasneH oteet (pata), (N)", "MposeaeHa
KOHcynbTauua no tenedoHy (aara)", "YuteHo npu paspabotke npoekta" un ap. CBegeHuMa yKasbiBatoTCsA B
Hayane OTMETKMU.

Hanpumep:

Otset HanpassieH 04.05.2018 N 05-06/12
B aeno N 05-06 3a 2018 r.

3aB. OTAE/IOM KOPNOPATUBHbIX MPOEKTOB
Mognuce

10.06.2018

Mpu wncnonb3osaHmum CI[l OTMETKY AOMYCKAeTca He CTaBWTb, NPW 3TOM CAeAdyeT Y4YuTbiBaTb
HeobxoaMmocTb popmmnposaHus B CI/1 ceeaeHNn 0 pe3ynbTaTe U BPEMEHU UCMONHEHUA AOKYMEHTa, O
TOM K Kakomy Aefly OTHOCUTCA AOKYMEHT, rAe XPaHWTCA AeN0, KTO OTBETCTBEHEH 3a 3aBeplieHne ero
NCMNOSIHEHWNA U MOMELLEHWNE B AENO.

5. NMO0ArOTOBKA TEKCTOB JOKYMEHTOB

TeKCcT AOKYMEHTa COCTaBAAETCA Ha PYCCKOM s3blKe KaK rocyaapcTBeHHOM nA3blke Poccuiickoi
depepaunm.



B opraHax rocyaapCTBeHHOW BAacTW, opraHax MEeCTHOro CamMoynpaBAeHMWs, FoCyAapCTBEHHbIX
yupexkaeHuax pecnybamnk Poccuiickoint depepaumm Hapagy C rocyAapCTBEHHbIM A3bIKOM PoccuitcKol
degepaunmn  Moryt  ynotpebnaTbCA  rocy4apCTBEHHble A3bIKM  pecnybamk. B peAaTenbHOCTU
rocyfapCTBEHHbIX OPraHOB, OpraHW3aumin, NpPeanpuaTUA U yupexgeHui Poccuiickon depepaunu
MCNONb3YIOTCA rOCYAapCTBEHHbIN A3bIK Poccuitickoi deaepaumm, rocyfapcTBeHHbIE A3bIKM pecnybivK u
MHble A3bIKM HapoaoB Poccuitickol depepaumm <36>.

<36> MyHKT 2 cTaTtbk 3 GeaepasbHOro 3akoHa ot 25 okTAbpAa 1991 r. N 1807-1 "O A3bikax Hapo4oB
Poccuitckoit depepaumnn” (Bepomoct CHAO u BC PCOCP, 12, 1991, N 50, ct. 1740; CobpaHue
3aKoHogaTenbcTBa Poccuiickot ®epepaumm, 1998, N 31, ct. 3804; 2002, N 50, cT. 4926; 2013, N 27, cT.
3477; 2014, N 11, cT. 1094).

5.1. PyccKuii a3blK B 0653aTe/IbHOM NopAAKe UCNOb3yeTca:

- B Nepenucke Mexay TrocyaapCTBEHHbIMW OpraHamMu, OpraHuM3auMamMK, MNPeanpPUATUAMM,
yupexgeHunamm cybbektoB Poccnitickolt egepaumm c agpecatamm B Poccuiickon deaepaunu;

- B Nepenucke ¢ nNpeanpuaTUAMK, OPraHU3aUMAMM, He HAXOAALMMUCA B BEAEHWUW AAHHOrO
cybbeKkTa Poccuiickon ®epepalm An pacnosioKEHHbIMUW HA TEPPUTOPUN APYTNX cybbeKkToB Poccuinckom
depepaumy;

- npy oPOpPMAEHUN [OKYMEHTOB, YAOCTOBEPAIOWMX JIMYHOCTb rpaxaaHuMHa Poccuinckoit
denepaunn, 3anmnceit akTOB FParKAAHCKOTO COCTOAHMSA, TPYAOBbLIX KHUMKEK, a TaKKe LOKYMEeHTOB 06
obpasoBaHuu 1 ap.

Pycckuii A3blk M A3bIK pecnybivMku B cocTaBe Poccuiickon Peapepauunm oAHOBPEMEHHO
NPUMEHSAIOTCA:

- B AenonponssBoacrtsee Cy,EI,EGHbIX M NPaBOOXPaAHUTE/IbHbIX OPraHOB;

- B chepax NPOMbILNEHHOCTH, CBA3K, TPAHCNOPTA U SHEPTETUKN HA BCEW Tepputopmn Poccminckoit
depepaumy;

- B cpepe 06cnyKMBaHUA U KOMMEPUYECKON AeaTenbHOCTM <37>,

<37> Tam ke, cTaTbA 22.

5.2. B Tekcte AOKYMeHTa, NnoArotoBieHHOM Ha OCHOBAHUWM 3aKOHOAQATE/IbHbIX WU  UHbIX
HOPMATUBHbIX MPABOBbIX aKTOB, paHee W34aHHbIX pacnopAauTe/IbHbIX AOKYMEHTOB, YKa3blBae€TCA
HanmeHOoBaHME Bnaa AOKYMEHTA U 3aroJIoBOK K TEKCTY, a TaKXKe UX PEKBU3UTDI:

- HAMMEHOBaHMEe OpraHM3aLnKM - aBTOpPa AOKYMEHTa, AaTa AOKYMEHTa, PerMcTpauuoHHbIN HoMmep
[OKYMEHTa, 3aro/I0BOK K TEKCTY;

- HaumeHoBaHWe opraHun3aunnm wan AONXKHOCTHOINO /nnua, yreepauMBllero AOKYMEHT, AaTa
yTBEPHKAEHNA JOKYMEHTA.

Hanpumep:

Bo ucnonHeHne npmkasa PocapxmBa oT 23 aekabpa 2009 r. "O6 yrBepaeHnun MeToamyecknx
pekomeHZauuMii no pas3paboTKe WMHCTPYKUMIA MO Aenonpous3Boactsy B depepanbHbiX OpraHax




NCNONHUTENbHOW BRacTn"....

nnum

Ha ocHoBaHuu MonoxeHua o cay»xbe AenonponsBoACcTBa, yTBepKaeHHoro MNpukasom BHUNOAL
oT 25 ceHTabpna 2018 r. N 146...

Mpu ccblnke Ha 3aKoHOAATeNbHble M WHble HOPMATMBHblE MPABOBblIE aKTbl YKa3blBaeTCA
oduLUMaNbHbIN UCTOYHUK MX onybamkoBaHusa (CobpaHue 3akoHogaTenbcTBa Poccuiickon depepauumu,
BtonneTeHb BEAOMCTBEHHbIX HOPMATUBHbIX aKTOB, MHGOPMaLMOHHbIN nopTan http://www.pravo.gov.ru,
n3ngaHus cybbekToB Poccuitickolt deaepalmm u opraHoB MECTHOIO CamoynpaB/ieHusn).

Hanpumep:

depepanbHbiit 3aKoH 0T 22.10.2004 N 125-d3 "0O6 apxuBHOM aene B Poccuinckon Peaepaunmn
(CobpaHue 3akoHomaTenbcTBa Poccuinckont denepaumm, 2004, N 43, c1. 4169; 2006, N 50, cT. 5280;
2007, N 49, ct. 6079, N 20, cT. 4034; 2010, N 19, cT. 2291, N 31, cT. 4196; 2013, N 7, cT. 611; 2014, N
40, cT. 5320; 2015, N 48, cT. 6723; 2016, N 10, cT. 1317, N 22, cT. 3097; 2017, N 25, cT. 3596);

5.3. TeKCT [OOKYMeHTa MOXKET CoAepKaTb pasgenbl, noapasfenbl, MyHKTbl, MNOALMNYHKTbI,
Hymepyemble apabckumn umbpamun. BolageneHne 6Honee 4yeTblpex YypoBHeN pybpuKauuM TeKcTa He
pekomeHayeTcs.

Pasgenbl M noapasgesnibl MOTYyT MMETb 3aro/IoBKW. 3aro/ioBKM PasAenos MULWYTCA C NPOMMCHOWM
6yKBbl. [lonyckaeTca HanMcaHMe 3aro/I0BKOB Pa3genos NPonUcHbiMM 6ykBamu. MoA3aron0BKM NUWYyTCA
C NPONUCHOM BYKBbI CTPOUYHBIMU. 3ar0/I0BKM Pa3AeN0B AOMNYCKAETCA BblAeNATb NOAYXKMPHbIM WPUDTOM.

B TeKcTax LOKYMEHTOB ynoTpebsatoTcsa TONbKO O6LWENPUHATbIE TEPMUHDI, @ TaKKe abbpesnaTypbl
U rpaduyecKme CoKpaLleHus.

Mpu ynotpebaeHnn TepmmHa nam abbpesmaTypbl, KOTOPbIE MOTYT BbITb HENOHATHbI YNTATENHO, OHU
pacwmdpoBbIBaOTCA NPU NepPBOM ynoTpebaeHnn. Ecam Takmx nekcmyecknx eguHuL, B Tekcte mano (4o 4-
X), paclwnMdpOBKM MOXKHO AaBaTb B NOACTPAHMYHbIX CHOCKaX. Ecnun nx 6osblie, peKoMeHAyeTcs COCTaBUTb
pasgen "TepMmuHbl n onpegeneHns” n "MepedyeHb cokpaweHnin",

Mpu ynoTpebneHnn B TEKCTE pamnanii U MIHULMANOB MHMLMANBI YKa3bIBalOTCA nocie damuamm.

5.4. TeKcT AOKYyMeHTa MOXKeT U3naratbCA B BUAE Ta6}'IVILl,bI, dHKETbI AN rpaMmaTU4eCKnN CBA3HOTO
TEeKCTa.

AHKeTa - TEKCT LOKYMEHTA, XapaKTePU3YIOLWEro oAnH 06bEKT N0 Habopy NPU3HAKOB U MOCTPOEHHbIN
B BUAE BOMPOCOB M OTBETOB <38>.

<38> YnpasneHune gOKyMmeHTamu. TepMmuHbl 1 onpeaeneHna. Cnosapb. - M., 2013, c. 13.

Tabnanua - TEKCT OOKYMEHTA, MMEIOLWMIA YNPOLLEHHYIO JIOTMKO-CMHTAKCUYECKYIO CTPYKTYpY W
NPOCTPAHCTBEHHYIO OPraHU3aumMio M MO3BOMAIOWMI CONOCTaBMTb MPEAMETbI, ABAEHUA, MPOLECCHI MO
onpeaeneHHomy Habopy NpnsHakos <39>.

<39> Tam e, c. 82.

lPamMmMaTUYECKM CBA3HbIN TEKCT <40> - TEKCT AOKYMEHTA, COXPaHAIOWMI TOTMKO-CUHTAKCUYECKYH0



CTPYKTYPY M NPOCTPAHCTBEHHYIO OPraHM3aLMIo eCTeCTBEHHOIO A3bIKa.

<40> Tam e, c. 25.

B TeKcTe aHKeTbl MOXET COAEPrKaTbCA KaK c/ioBecHad, Tak U uudposas uHbopmaums. Mpwu
NOCTPOEHUMN aHKETbI BOMPOCHI BblPaXKatoTCA CYLLECTBUTENIbHBIMU B UMEHUTEIBHOM MajerKe, Hanpumep:
"dammana", "uma", "oTtyectBo"; MAM CcAOBOCOYETAHUSMM, OMOPHbIM CAOBOM B KOTOPbIX ABAAETCA

nmn

cywecTsmTeibHOe, Hanpumep: "CTPYKTypHOe nogpasaeneHme”, "nocnegHee mecto pabotbl”, "pesynbraT
BbINOJIHEHUA N1aHa", "npuyunHa oTcyTcTBmA".

BOI'IpOCbI dHKeTbl N OTBETbl Ha HUX F§PaMMaTUYECKK COrnacoBbIBatoTCA.

TabnnyHble TEKCTbI NMPUMEHAIOTCA B TaKUX OOKYMEHTAX, KaK CTPYKTypa U WTaTHAA YNCNEHHOCTD,
WTaTHOE pacnucaHune, naaH paGOTbI, TEXHUYECKOE 3a4aHNe, HEKOTOpPbIE BUAbl OTYHETOB, NepeyvyHn n ap.

Hanpumep:
MEPEYEHb
OOKYMEHTOB CO CPOKaMM XpaHeHuA
N cTtaTtbu Buna noKymeHTa CpOK xpaHeHuA MpumeyaHua
1 2 3 4

Tabanubl MMeloT ABa YPOBHA Y/NEHEHUS TeKCTa: BePTMKaibHbIA - rpadbl U FOPU3OHTANIbHLIA -
CTpOoKK. 0606 EHHbIE HAMMEHOBAHMA NPU3HAKOB B TabauLe COCTaBAAOT 3aro/IoBKM U NMOA3aroN0BKU
rpadp, a HaMmeHoBaHMA OBBEKTOB - 3aro/IOBKM M MOA3aro/IOBKM CTPOK Tab/auubl, pPacnosioXKeHHble B
KpaliHel neBoli rpade.

Hanpumep:
CNPABKA
O 3340/KEHHOCTU MO naaTeXXam B brogkeT
1 BHeboaKeTHble poHapbl B 2017 T.
3a40/1KEeHHOCTb Hepounmka 3aponKeHHocTb | MeHu pyb. Wrpadbl Ob6uwan cymma
py6. Nno Ha0roBbIM py6. 3a40/1KEHHOCTH
nnatexam py6. py6.
1 2 3 4 5 6
lfopopckoi
6roaxer
depepanbHbIn
broakeT

3arosioBkM rpad M CTPOK MULIYTCA C MNPONUCHOM OyKBbl. [10A3aro/IoBKM - CO CTPOYHOIN.
Mopa3arosoBKM rpad M CTPOK FPAaMMATUYECKU COFNACYHOTCA C 3ar0/I0BKaMM.

5.5. MocTpoeHne rpammaTUHYecKn CBA3ZHOMO TEKCTA 3aBUCUT OT BMAA AOKYMEHTA.



TeKCT pacnopsauTenbHbiX AOKYMEHTOB M3naraetcs oT 1 anua ea. ymcna: "npukasbiato” maum (s
peLeHnax KOAMerManbHblX OpPraHoB): OoT 3 NMUA eAMHCTBEHHOrO 4ucna: "Konnerva nocrtaHosaset”,
"yyeHbIi coBeT pewmnn. TEKCT pacnopakeHUa pacnopsaanTenbHo Gopmybl He UMEET.

B COBMECTHbIX [AOKYMEHTax TeKCT W3/araetcs OT MNepBOro /IMUa MHOMKECTBEHHOTo 4ucaa
("npuKasbiBaem", "pewnnn").

TeKCT pacnopAgUTeNbHOro [AOKYMEHTA COCTOMT M3  ABYX YacTel: KOHCTaTupylowen w
pacnopaguTenbHON.

B KoHcTaTupytowen 4vactu paetca obocCHOBaHMe pacnopaguTesnbHbliXx AeWcTBuid. B Kauectse
060CHOBAHMA AEACTBUIN MOXKET BbICTYNATb:

HOPMaTUBHbI NPaBOBOMN aKT BbILLECTOALLErO OpraHa WAM PacnopsAAUTENbHbIA AOKYMEHT, paHee
W34aHHbIN OpraHM3auuei;

bopMyNMpPOBKa Lenei U 3adad, CTOALWMX Nepes, opraHusaumnel, onucaHne GakToB UAn cobbITU,
MOCAYKMBLIMX MPUYMHON M3OaHMA NMPUKa3a.

Hanpumep:

B Lensax coBepLIeHCTBOBAHUA AOKYMEHTAUMOHHOro obecneyeHns ynpasaeH1sa opraHnsaumm
MPUKA3bLIBAIO

B cootBeTtctBuM c npukasom BHUWUOAL ot 25 ceHTabpa 2018 r. N 125 "O noBblweHUK
WUCMONHUTENbCKOM ANCUMNANHBI"
MPUKA3bIBALO:

KoHcTaTupylowein 4actu moxKeT He bbiTb, ecnn npeanucbiBaemble AeNCTBUA He HYyXXAaloTcsa B
0b60CHOBaHUMN.

PacnopagutenbHaa cnosecHasa ¢opmynaa: "npukasbiBato" neyataetca NPOMUCHbIMKM ByKBamu
(MPUKA3bIBAKD) 6e3 pa3pagKu c HOBOM CTPOKM OT ab3aua unamn cTpoYHbiMKM ByKkBaMu BpaspsaaKy (Mp MK a
3 bl B @ 10) B NpOg0/IKeHMe npeambynbl, C BblgeNeHneM NONYRUPHbIM WPNUGTOM Mn 6e3 BblgeneHus, ¢
NpOoCTaB/NeHNEM L,BOETOUMSA.

CnoBo "noctaHoBAseT" NULLETCA B NPOA0/IKEHNE NPeambynbl BPa3psaaKY.
TeKcT pacrnopsKeHUs pacnopaguTesibHOl CnoBecHON Gopmy bl He UMEeET.
PacnopagutenbHaa 4acTb COCTOMT U3 NMYHKTOB, B KOTOPbIX M3/1aratoTca yrnpasaeHYecKne pelleHus.

Echm  peweHue aBnsaetca  opraHusaumoHHbim  ("yTBepautb', "cospmaTb'), B  NyHKTe
pacnopaguTenbHOM YacTu NpuKasa Gopmy/npyeTca camo pelleHve 6e3 yKasaHuAa UCMoNHWUTeNnen u
CPOKOB MCMNosiHeHWA. OpraHM3aLMoHHbIE PELEHUA BCTYNaloT B CUAY C AaTbl NOANUCAHUA U PerucTpaumum
npu1Kasa.

Ecnv NyHKT dopmynnpyeT nopyyeHre, B HEM YKa3blBaeTCs:
- NOpY4eHUE;
- UCMONHUTENb (UCNONHUTENN);

- CPOK UCMOJZTHEHUNA NOPYYEHUA.



EcAn nNpoekT pacnopsauTeNbHOro [AOKYMEHTa OTMEHSeT MNOJHOCTbIO MM YacTUYHO paHee
M3gaHHble AOKYMEHTbl, TO B Npeanoc/efHEM TYHKTE NPOEKTa pPacnopaauTeNbHOro AOKyMeHTa
HeobXx04MMO MX YKa3aTb.

Hanpumep:

3. Npu13HaTb yTpaTUBLIMM CUNY pacriopaxkeHne oT 25 ceHTabpa 2014 r. "O6 yteepxkaeHun Mpasun
BHYTPEHHEro TpyA0BOro pacnopaaka'.

B nocnegHem nyHKTe pacnopAaAuTesIbHOro AOKYMEHTa YKa3blBaeTCA HauMeHOBaHWe A0JIXKHOCTU
nua, OTBETCTBEHHOIO 3a €ro UcnosiHeHMe, C yKasaHhem d)amvmmm N nHNUmnanos..

Hanpumep:

4. KOHTPO/b 33 UCMOJHEHNEM MPUKA3a BO3NOKUTb HA 3aMeCcTUTeNA reHepasnbHOro AMpeKTopa
MBaHoBa A.A.

Mpumep odbopmaeHns pacnopaanTeNbHbIX AOKYMEHTOB AaH B npuaoxKeHuax N 4 u N 5.

5.6. K opraHM3aLMoHHbIM AOKYMEHTAaM OTHOCATCA JIOKa/ibHble HOPMaTMBHbIE aKTbl OpraHM3aLmu,
yCTaHaBAMBaloOlWMeE NpaBa, 0683aHHOCTM, NOPAAOK GYHKLMOHMPOBAHMA CTPYKTYPHbIX NOApasAeneHui
WM NOCNeA0BaTENbHOCTb OCYLWECTBAEHUA KaKNX-1Mb0 aeicTeuin (onepauni).

B NOKa/NbHbIX HOPMAaTUBHbIX aKTax, YCTaHaB/NMBAOWMX NpasBa M 06A3aHHOCTU OpraHM3auun, ux
CTPYKTYPHbIX NogpasaeneHuii (NonoskeHume, MHCTPYKUMSA, PpernameHT) TeKCT GopmyanpyeTca oT TpeTbero
NULUA eAUHCTBEHHOTro WAN MHOMecTBeHHoro umucna ("otaen ocyuwecrensetr ¢yHKumu...", "B cocTtas
ynpasaeHua BxogaT...").

TeKCT opraHM3auMoHHbIX AOKYMEHTOB BCErAa AeUTCA Ha MYHKTbl (MOAMYHKTbI) B COOTBETCTBUM C
06bEKTOM perfiameHTaumu.

B N0/10XKEeHUM O CTPYKTYPHOM NoApa3ae/ieHuu:
- 0bwue nosoXKeHus;

- CTPYKTypa (ecnu nogpasgeneHme MMeeT CTpYKTYpy);
- 3343u4u;

- GyHKUMY;

- NpaBa;

- OTBETCTBEHHOCTb;

- B3aMMOOTHOLLEHMUS.

B [LONKHOCTHOM MHCTPYKUUMK:

- obuiMe NonoXKeHus;

- GyHKUMY;

- AO/IKHOCTHbIE O6F|3aHHOCTVI;



- NnpaBga;
- OTBETCTBEHHOCTb;

- B3aMMOOTHOLLEHMA.

Pasgenbl Bceraa MMeIOT 3aro/IoBKM, HarnevaTaHHble C NPOMMCHOM BYKBbI.

B TEKCTe LOKYMEHTOB, PErN1amMeHTUPYHOLLMX KAaKOW-IMB0 npouece, A01XKHbl YETKO NPOCEXKMBATLCA
NPUYNHHO-CNEACTBEHHbIE CBA3M MEXAY HOPMAMM, NpaBuaamm, TpeboBaHUAMM.

B TekcTe TaKUX [AOKYMeEHTOB npeo6na,a,a|0T onpegeneHHble TUMNbl MOAANIbHbLIX 3HaYeHUN,
nepegasaemblie onpegeneHHbIMU BblpaXKeHNAMU:

- posBoneHue ("paspewaertca”, "moxet", "umeet npaso", "Bnpase", "pekomeHayetcs" n ap.);

- 0basbiBaHue ("ponxHbl", "obasaHbl", "Heobxoamumo", "cneayet");

- 3anpert ("3anpewaetca”, "He pa3peluaetca”, "He aonyckaetca", "He cheayet").

O6paseL, opopmaeHuns MoNoKeHUA 0 CTPYKTYPHOM NoapasgeneHnn NpeacTaBaeH B NPUAOKEHUN
N 6.

5.7. MNpoTokonbl opopmAaatoTca Ha cneumansbHoM baaHKe NPOTOKO/a UM Ha CTaHAAPTHOM NUCTe
bymaru.

B NPaKTUKe ynpassieHnAa opraHn3aumaMmm NpuUHATLI MNOJIHbIE U KPaTKME NPOTOKO/1bl.

MOSIHBIN NPOTOKO COAEPKUT NOBECTKY AHA, YKa3aHMe NPUCYTCTBYIOLWMX, 3aNNCb BCEX BbICTYNAEHUI
Ha 3aceZaHnK, BOMPOCHI, BbICTYMN/IEHUA UL, NPUHABLUMX YYacTMe B OBCYKAEHWUN, U MPUHATbIE PELLUEHUS.

KpaTKuit NpoTOKO/ BKAKOYAET TEMY BbICTYNAEHMA, GaMUANKN BbICTYNUBLUNX (MOXKET BbiTb KpaTKas
3anuncb BbICTYNNEHMUSA), NPUHATbIE PELIEHUA.

PeweHne o ¢dopme nNpoToKONa MNPUHUMAEET pPyKoBoAMTENb (BO3MOMKHO MpeaBapuTesibHoe
obcyKaeHne 3Toro Bonpoca c naptTHepamu).

TeKCT NPOTOKOa COCTOUT M3 ABYX YacTei: BBOAHOW U OCHOBHOM.

Bo BBOAHO 4acTK yKa3sbiBatoTca: bamuanm npeacenaTens (npeaceaaTenbCTBYOWEro) U cekpetapsa
3acefaHnaA; LOMKHOCTU M GaMUANKM YYACTHUKOB M MPUTAALIEHHbIX ML, NOBECTKA AHA.

Ecnm yuyacTHMKOB 3acefaHua 6onee 15 yenoBek, B NPOTOKONEe YKasbiBaeTca obuiee yucio
YYaCTHWMKOB, @ CMMCOK NPUCYTCTBYHOLMX C YKAa3aHMEM LO/IKHOCTEN U GaMUANIA ABNAETCA NPUNOKEHMEM K
NPOTOKOY. B 3TOM C/lyyae BKAlOYaeTca cneaytolan GopmyanpoBKa:

MpucyTcTBOBANU: YNE€HbI KOMUCCUU U NPUTNALLEHHbIE B KOANYecTBe 30 uen. (CI'IVICOK npmnaraeTCﬂ).

Jlnua, KoTopbIX NPUINacuaM Ha 3acefaHue B KayecTBe SKCMepTOB WM 3aUHTEPEeCOBaHHbIX /UL,
nepeumcantoTca nocne csiosa "MpurnaweHHble:" ¢ ykasaHUemM UX AOMKHOCTEN U MecTa paboTbl, eC/IN OHU
ABNAOTCA NPEACTaBUTENAMMU APYIUX OPTraHMU3aLLUNA.

B noBecTKe AHA 3acefaHMA YKasblBAlOTCA BOMPOC WX BOMPOCHI, o6cy>1<p,aelv\b|e Ha 3acegaHunn.
JonXKHOCTb U d)ammnvm AOKNaAg4YNKa MOryT He YKa3blBaTbCA.

Ecnv BONPOCOB HECKONbKO, OHW HYMEPYHOTCA apabcknumm umMdpamm 1M pacnosaratotca B nopaake



obcyKaeHus.
Bonpocbkl NOBECTKU AHA CTpoaTcA no dopmyne "o yem?".

CnoBocoveTaHue "NoBecTKka AHA" peKkomeHayeTca nucaTb NPONUCHbIMKM ByKBaMuK M pacnonaraTb No
LeHTPY. Bonpocbl MOBeCTKM AHA (€C/IM X HECKONLKO) cneayeT nomeyatb apabcknumm undpamu.

Hanpumep:

MOBECTKA AHA:

1. O dopmmpoBaHUM NnaHa paboTbl Ha 2018 T.
JoKknaguumk - 3am. ampeKktopa MeaHosa A.A.

2. O noaroToBKe COOpPHUKA TPYA0B UHCTUTYTA.
JoKknaguumk - 3am. ampektopa lMetyxos U.11.

TeKcT OCHOBHOM YacTu NPOTOKO/1a COCTOUT U3 OTAE/IbHbBIX Pa3aesioB No YMCny BOMPOCOB NOBECTKU
AHA, Ka)l-(p,blﬁ M3 KOTOPbIX CTPOUTCA NO CXeme:

1. CYWANN:.
BbICTYMWUNN: (echn opopmnaeTca NoAHbIA NPOTOKON)
PELLWNN: (van NMOCTAHOBUNN:)

Mocne cnosa "CNYLWA/IN": B MMeHUTENbHOM Najerke yKasbiBaeTcs Gamunaunsa [oKNagumka m
nsnaraetca Tema goKnaga. Ecnm mmeetca TeKCT goKknaga, nocae daMuamu AoKNaduvMKa fenaetcs
oTmeTKa: "TeKcT goknaga npunaraerca”.

B pasgene "BbICTYMU/IN": nocnenosaTeNibHO yKa3biBaloT pamuanmn anl, NPUHABLUMX yYacTue B
obCyKAeHUN A0KNaAa, U BbiCKasaHHble UMW MHeHMA. PamuamMm BbICTYNMMBLUMX U COAEPKaHUe UX
BbICTYN1E€HMI 3anucbiBatoTca B dopme 3 nLa eAMHCTBEHHOIO MW MHOXECTBEHHOrO Yyncna: "cumtaet",
"npegnaraet” unum "cumtarot", "npeanaratot”.

Mpwn HEO6XOAMMOCTM B 3TOM XXe pas3gene npoTtokona d)MKCVIpyIOTCFI BONMpPOCHbI, 3aAdaHHblE
AOKNaA4YnKy, N ero oTBeThbI.

B pasgene "PELLNNN": ("MOCTAHOBWU/IN") 3anucbiBaeTca NPUHATOE peLleHune.

MpuHATble peleHna GopMyIMPYIOTCA B HeonpeaesieHHol d¢opme rnarona: "gpopaborats...",

"on06puTh...", "NnponHpopmuposats...".
Mo ogHOMY BOMPOCY MOXET 6bITb NPUHATO HECKO/IbKO PEeLleHKt, B 3TOM C/lyYae OHU HyMepytoTcs
apabckmumum undpamu.

Mpy HeobXxoAMMOCTU HapAdy C pPelleHWEM YKasblBalOTCA pe3y/bTaThl rON0COBAHMUA: KONUYECTBO
ros0coB, NogaHHbix "3a", "npoTmne", "Bo3gep:KaBLIMXCA", a TaKKe, ecau ronocoBaHue 6bl10 TaliHbIM, -
KO/IMYECTBO BblAaHHbIX BloneTeHe.

EcAm 0AMH U3 y4aCTHUKOB 3acefaHUA He COMIaceH C pelleHneM, OH MOXKET NpeacTaBuTb ocoboe
MHEHWe No NPUHATOMY pelleHmnto. OHO U3naraeTca Ha OTAEe/IbHOM JINCTE U MPUCOEANHSETCA K MPOTOKONY.
B aTom cnyyae B MPOTOKOJIe MOCAe 3anMCU COOTBETCTBYIOWLEro pelleHuA aenaetca 3anuck: "Ocoboe
MHeHwue MeTposa A.M. npunaraetca”.

Mpumep obopmneHns NPOToKoNa AaH B NpuaoKeHun N 7.



5.8. Mpu coctaBneHMn AenoBbiX (CayKebHbIX) MMceM pPeKoOMeHAYeTcs y4yuTbiBaTb caeayolme
npasuna:

- NMUCbMO A0XKHO 6bITb nocseAaweHo ogHomy Bonpocy. [lea Bonpoca wu bonee MoryT
paccmaTpunBaTbCA, €CNN OHU OTPAXKAKT CTOPOHbI O4HOIO 06u.|,ero BOMPOCa N NO HUM 6y,a,eT NMPUHUMATbLCA
O4HO pelleHune;

- MUCbMO He A0/IKHO bbiTb 601bLWNMM MO 06bemy (60/IbLLIMHCTBO MUCEM - 10 OAHOM CTPAHWULbI TEKCTA
M Wb B UCKIOHYUTE/IbHBIX Caydanx, TPebylowmx AeTasbHOro OnMcaHWUA U aHanau3a, MUCbMO MOXKeT
coAep’KaTb A0 NATM CTPaHUL, TeKCTa).

B fienoBbIX MMCbMax UCNOb3YIOTCA GOPMbI U3/IOKEHUSA:

- OT NepBOro /nuUa MHOXecTBeHHoro uucna ("npocum HanpaeuTb...", "npeacrtasndem Ha
paccmoTpeHue...");

- OT TPETbero nMua eaAnNHCTBEHHOrO Yncna ("MMHUCTEPCTBO He Bo3parkaer...", "obwecTBo cumTaeT
BO3MOXHbIM...");

- OT MNepBOro /uua eguHCTBeHHoro u4ucna ("cumtaro  Heobxogumbim...", "npegnarato
paccmoTpeTsb..."), ecam nMcbmo odpopmaeHo Ha 61aHKe AOMKHOCTHOrO AnLa.

B 4en0BbIX NMCbMAX MOXET UCMO/Ib30BATLCA - BCTYNUTEbHOE o0bpalleHue:
YBarkaemblii rocnogmH MNpeacepatens!

YBarkaemblii rocnogmH NybepHatop!

YBarkaemblit rocnogmH MNpoxopos!

YBarkaemas rocrnor<a 3axaposa!

YBaxaembii Hukonaii Metposuy!

YBarkaemas Onbra HuKonaesHa!

YBarkaemble rocrnoga!

B obpaleHnn no AOMKHOCTM HAaMMeEHOBAHWE LOJIKHOCTM MNUWEeTCA C MPOMUCHOM OYKBbl, B
obpaleHMn no GamuaMM MHULMAbI INLA HE YKa3blBalOTCS.

B nncbme moXKeT MCNO/Ib30BaTbCA TaKXKe 3aKNUMTeIbHAA STUKETHAA d)pa3a:

C yBaxeHuem, ...

BctynutenbHoe obpalleHue pacrnofniaraetca Hag TEKCTOM MMCbMa nocepeguHe WM 3aBepluaeTca
BOCK/IMUATENIbHBbIM 3HAKOM. 3aK/lounTenbHaas 3TMKeTHaa ¢pasa pasmelaeTca OT JeBOro nond u
3aBeplIaeTcs 3anaTou.

TeKCT NMCbMa MOXKET COCTOATb:

- U3 OHOW YacTu, eC/IM OCHOBHOE coAieprKaHuMe nucbma (npocbba, cooblleHNe HanomMmMHaHKe 1 ap.)
He TpebyeT o6ocHOBaHMUS;

Hanpumep:



Mpurnawaem Bac npuHATL y4acTve B cemuHape "TexHoorMyeckme U NpaBoBble acneKTbl 3aWuThbl
Kommepueckoit nHbopmaummn", Kotopbin coctontca 13 aekabpa 2018 r. B ueHTpasbHomM oduce
Hallero areHTCcTBa (Cxemy npoesaa npuaaraem).

- U3 ABYX YacTei: 060CHOBaHME U 3aK/OYEHWE, - MPeSCTaBNeHHbIX B BMAE OLHOMO MPOCTOro
npeaaoXKeHus.

Hanpumep:

B cBA3M C HEOBXOAMMOCTbIO PacCMOTPEHUA PAAAa SKOHOMMUYECKMX MPOEKTOB npocum Balero
corfiacva Ha nposedeHune B TeKyllem mecAlle cosellaHna B MOCKBe € yyacTmem npeacrasurtenei
MWHUCTEPCTB U BEAOMCTB.

- n3 Tpex yacrein: BCTYyn/ieHue, O6OCHOBaHVIe, 3aKnko4yeHune.

Hanpumep:

B cooTBeTcTBUM C [1AaHOM Hay4YHO-UCCNEA0BATENBCKUX PAabOT HallemMy OTAe/ly NopyYeHa Tema.....
CO CPOKOM BbIMOJIHEHMA B AeKabpe 2017 r.

B cBA3KM C Tem, YTO B TEKyLLeM rofy YMCNO COTPYAHUKOB Hallero otgena cokpatunocb o 10
yenoBeK M BbiNOSHeHME PaboTbl B CPOK He MPeACTaBAAETCA BO3MOMKHbLIM, MPOCMM MPOU3BECTU
KOPPEKTUPOBKY CPOKA BbIMOJHEHUA TEMBI.

Bo BcTynneHuu ¢opmynvpyetcs Tema MUCbma, OBDBACHAIOWAA MPUYMHBI €ro HamnucaHus.
BcTynneHnMe moOXeT cofepykaTb: CCbIIKY Ha AOKYMEHT WM ero OTAE/bHble MyHKTbl, MOCAYXKUBLLME
IOPUAMYECKMM OCHOBAHMEM MM NOBOLOM ANA MUCbMa; KOHCTaTaumio ¢aKkTa, cobbiTuA, CNOXKUBLLIENCS
CUTYauum.

OcHoBHoOe cogepxaHmne nnmcbma COCTaBAAKOT ONUCaHme cobbITUA nam CUTYauunn, X aHaams wu
npueogunmble AOKa3aTe/ibCTBa.

3aknto4eHne npeacrasnfeT coboli BbIBOAbI B BUAE NPeaosKeHUi, MHeHWI, TpeboBaHuit, Npochb,
OTKa30B, HANOMUWHaHWUNA.

Mpu cocTaBneHUn fenioBbiX NMCEM PEKOMEHOYETCA UCNOb30BaTb Kinwe (cnosa n (I)OpMynVIpOBKM,
4acTto yﬂOTpGGﬂﬂEMble ANA BblpaxKeHnAa onpegeneHHoro CMbICl]a).

Hanpumep, HekoTopble Kaulle - 06oCHOBaHUA:

B cBA3M C NPOM3BOACTBEHHOM HEOBXOAMMOCTbIO. .

B cooTtBeTcTBUM C peweHnem CoBeTa AupeKTopos (NpoTokonor N
Bo vcnonHeHue pacnopsaxeHna Mapa MockebloT N
B nopagKe oKasaHMA TEXHNUYECKOM NOMOLUM. ..

B uenax ycuneHma oxpaHsil...;

B noaTeeprKaeHWe Halwen fOroBOPEHHOCTH...;

B cootBeTcTBMM C NAaHOM 0byyeHus...;

J

Mo coaepKaHWio U Ha3HAYeHWIO NUCbMa MOTYT NOAPA3AENATLCA Ha: MUCbMA-NPOCLBbLI, NUCbMA-
3anpocbl, MNWCbMa-OTBETbI, MUCbMa-U3BELLEHWUA, TrapaHTUHble, WHOOPMALMOHHbIE, PEeKAaMHble,
KOMMepYecKne, NMcbMa-npurnaleHns 1 ap.

Kaskabiii BUA NCbMa UMeeT onpeaeneHHyo ¢opmyaMpoBKY OCHOBHOM MbIC/K:



- nMcbMo-Npockba (3anpoc) - npocum, npotly (Ha A0MKHOCTHOM B1aHKe);
- NIMCbMO-coobLLeHMe - cooblaem (coobuato);

- conpoBoAUTeNbHOE NMUCbMO - Hanpasadaem, NpeacTaBAfaem, BbiCblNnaem;
- NTUCbMO-NPEAJIOXKEHME - Npeanaraem;

- NMUCbMO-NPUTAAaLLEHME - MPUrNaLLIaem;

- MUCbMO-HaNOMMHaHME - HaNOMUHaeM;

- NPeTeH3us - Bbipaxaem, NpeabaABasem, 3aaBAeM NPeTeH3uIo;

- nMcbmo-TpeboBaHuMe - Tpebyem, Nnpocum (B A4enoBoW nepenncke cnoso "npocum”, obpalleHHoe K
Ny, HapyLwmnBLIEMY YCI0BMA AOroBopa, Mo 0683aTeNbHOCTU BbINOAHEHUA PaBHO cnoBy "Tpebyem").

TeKcT nucbma O0MXeH 6blTb HanucaH AefoBblM CTU/AEM, KOTOpbli 06/1a4aeT COBOKYMHOCTbIO
NPV3HAKOB, XapaKTepm3yloLLMX ero C TOYKM 3peHns oTOopa NEeKCMYECKUX CPeACTB A3blKa, MOCTPOeHMA
C/I0BOCOYETAHWNI, NPeaNOKEHUA U TEKCTOB B LLE/IOM.

K OCHOBHbIM CTU/IEBbIM YepTam Ae/10BON peYn OTHOCATCA:
HENTPaNbHbIN TOH U3/I0XKEHUS;

TOYHOCTb U ACHOCTb U3/I0XKEHMUSA;

NIaKOHUYHOCTb U KPaTKOCTb TEKCTa.

5.9. TeKcT akTa, NOATBEPKAAOLLLErO AeNCTBUE UK cobbiTUe (Hanpumep, nepeaadyy oT 0AHOro 1La
OPYyromy matepuasnbHbIX LEHHOCTEN), COCTaBAAETCS N0AbMU, OCYLLECTBAAIOWMMM 3TOT NpoL,ecc.

Ecnn cos3paHuio akTa npeALlecTBoBana, Hanpumep, NPoBepKa, TO OH COCTaBAAETCA HECKO/IbKMMU
nmuamn (Komuccueir).

TeKCT aKTa MOMKET COCTOATb U3 ABYX YacTell: BBOAHOW M OCHOBHOW (KOHCTaTUpYloLwen).

Bo BBOAHOW YacCTW aKTa yKa3blBaeTCA pacnopAaUTe/bHbIA AOKYMEHT, Ha OCHOBaHMM KOTOPOTO aKT
cospaercs, ero Homep v gata. Ecav Takoro gokymeHTa He 6b110, MepBas YacTb onyckaetca. Bo BBoaHoOM
YyacTu Ha3blBalOTCA COCTaBUTENM aKTa (eC/M aKT COCTaBAAACA KOMMUCCMEN - npeaceaatesib U UfieHbl
Komuccumn).

Mpn nepeyncneHnn AuL, Y4aCTBOBABLUMX B COCTaBJIEHMM aKTa, YKa3biBAlOTCA HaMMeHOBaHMWA
,CI,O}'I)KHOCTem, d)aMM}'IMM M MHMUManbl. MNepBbiM yKasbiBaeTca npeacesaresib Kommccmu. B HEO6XO,£I,VIMbIX
C/ly4aAx A0NYCKaeTCA YKa3blBaTb HAMMEHOBAHWE OpraHn3aunn (MECTa pa60TbI), cBegeHnAa O JOKYMEHTAX,
y4ocToBepArWnMX TMYHOCTb, MOJTHOMOYNA NTNL, Y4aCTBOBABLLUUNX B COCTAaB/IEHNN aKTa, U UX agpeca.

damunnn yneHoB Komuccuu pacnonaratotca B andasutHom nopagke. Cnosa "OcHoBaHue",
"Mpeacepatens", "YneHbl Komuccuun", "MpucyTtcTeoBanun" NULyTca ¢ NponncHon bykebl oT ab3aua.

B ocHOBHOI YacCTu aKTa U3/1araroTcs YCTaHOBJ/IEHHbIE d)aKTbI, a TaK»Ke BbIBOAbI M 3aKto4YeHnA. TeKcT
aKTa 3aKaHYMBaAeTCA CBEAEHUAMM O KOAMYECTBE IK3EMMAAPOB aKTa N MecTe UX HaxoXaeHua. Konmyectso
9K3eMnnApoB aKTa onpegenaeTrcA KoOJM4YeCTBOM 3aMHTEpPeCOBaHHbIX CTOPOH WAU HOPMATUBHbIMU
AOKYMEHTAaMMU, PErnameHTUpPyrowmnmm CoCtaBieEHNE aKTa.

Hanpumep:

CocTaBneH B 2-x aK3emnaapax:



1-1 ak3emnanap - byxrantepus,
2-1 3K3eMNAsAp - KOMMEPYECKUI oTaen.
Mpumep cocTaBNeHUA aKTa NpeacTaBAeH B npuaoxKeHun N 8.

5.10. lnA noaroToBKM AOKYMEHTOB, COCTaBAEHHbIX NO O4HOTUMHbBIM, MOBTOPSAIOWMMCA CUTYALUAM
(MprKasbl N0 AMYHOMY COCTaBY, AOrOBOPLI O Nepesaye 4OKYMEHTOB HA rOCYAapCTBEHHOE XpaHEeHMWeE, aKTbl
06 YHUUTOXKEHMU JIOKYMEHTOB), peKomeHayeTca pa3pabaTbiBaTb Wab0OHbI C TpadapeTHbIM TEKCTOM.

6. B/IAHKMN JOKYMEHTOB

[Ons nsrotosneHMAa 6NaHKOB AOKYMEHTOB Ucnonb3yeTca bymara popmatos A4 (210 x 297 mm), A5
(148 x 210 mm); ans M3roToBNeHUA 6NAHKOB pe3onoLmMii ncnosiblyeTtca bymara popmaTtos A5 (148 x 210
mm), A6 (105 x 148).

BnaHKM AOKYMEHTOB c/iefyeT U3roTas/nMBaTb Ha 6enon 6ymare nnn 6ymare CBeT/bIX TOHOB. POH
INEKTPOHHbIX wabnoHoB AOKYMEHTOB A0/1KEH 6bITb 6enoro LBeTa.

Kaxkabi AUCT AOKYMeHTa, obopMIeHHbI HA BaaHKe uan 6e3 Hero, A0JIKeH MMETb NONSA He MeHee:
20 mm - neBoe;

10 mm - NpaBoe;

20 mm - BepxHee;

20 MM - HUXKHee.

6.1. [lokymeHTbl gaunTenbHbix (cBbiwe 10 IeT) CPOKOB XPaHEHUA U AOKYMEHTbl ¢ oTMeTKon IMK
OO/KHbI UMETb fIeBoe nosie He meHee 30 mm. Bce AnCTbl 04HOIO AOKYMEHTA AOMKHbI UMETb O4MHAKOBbIe
pasmepbl noneun.

YKasaHue pasmepbl Nosielt AOKYMEHTOB M pasmepbl Monen Aas Kaxgoro oTAeNbHOro Buaa
OOKYMEHTa yCTaHaB/IMBAOTCA SIOKa/IbHbIM HOPMATMBHbBIM MPABOBbIM aKTOM OPraHM3aumu (MHCTPYKLMeNn
no A4enonpon3BOACTBY).

OpraHunsaumnm Ncnonb3yroT 61aHKM JOKYMEHTOB, M3roTOBAEHHbIEe Ha BymaxkHOM HocuTene (bnaHku
OOKYMeHTOB defiepabHbIX OPraHOB rocyAapcTBEHHOM BAACTU C BocnpoussegeHnem focyaapcTBeHHOro
repba Poccuitckoin Pepepaumm M3rotaBamMsaloTca noanrpapuueckummn <41>) n/vam 3NeKTPOHHbIe
WwabnoHblI 6N1aHKOB.

<41> MNoctaHoBneHue MpaBuTtenbcTea Poccuiickoit Pegepauunm ot 27 aekabps 1995 r. N 1268 "06
yrnopAAoYEHUN W3rOTOBMEHMA, WUCNOMb30BAHUA, XPAHEHUA UM YHUUTOXEHMA Medvaten U ONAHKOB C
BocnpousBeseHmem locyaapcTBeHHoro repba Poccuiickoit ®epepaumn” (CobpaHme 3aKkoHoAaTeNbCTBA
Poccuitckoit depepaummn, 1996, N 2, ct. 123; 2001 N 24, cT. 2461; 2006, N 52, cT. 5587).

BnaHKM Ha BymaXKHOM HOCUTENE U INEKTPOHHbIE WabnoHbl 61aHKOB A0MKHbI BbITb MAEHTUYHbI MO
COCTaBy pPEKBM3UTOB (33 MCK/AOYEHMEM MCMONb30BaHWA [ocyaapcTtBeHHoro repba Poccuiickoi
denepaumnn), NOPALKY UX PACNONOKEHUA, FAPHUTYPam wpndTa.

6.2. BbnaHku AOKYMEHTOB Ha 6yMa)KHOM HOCUTENne W 3SNEKTPOHHbIE wabnoHbl 6naHKoB
M3rotTaB/iMBatdTCA Ha OCHOBaHWN MaKeTOoB 6!'IaHKOB, yTBEpPXKOaeMbIX pyKoBoAUTENEM OPraHU3aunn.

DNEeKTPOHHbIe WwabnoHbl 6n1aHKoB OOKYMEHTOB OO/1KHbI 6bITb 3almiLeHbl oT



HECaHKUMOHNPOBAHHbIX N3MEHEHUN.

BnaHkM poKymMeHTOB 0dOpmMAAlOTCA B cooTBeTCTBMM C [lpunoxeHuem b K CraHgapTy.
OpUEeHTUPOBOYHbIE TPAaHWLbI 30H PACMNOOMKEHUA PEKBMU3UTOB 0OO3HAUYEHbl MYHKTUPOM, YKasaHHble
pasmepbl OPMEHTUPOBOYHBIX MPAHWL, 30H NPEeACTaBAAT MHGOPMALMIO O AOMYCTUMbIX MUHUMAJbHBIX
pasmepax 30H. Kaxkaan 30Ha onpeaenserTcs COBOKYNHOCTbIO BXOAALLMX B HEE PEKBU3UTOB.

B 3aBMCMMOCTM OT PacnoOKEeHUA PEKBU3UTOB YCTaHAB/AMBAETCA ABa BapuaHTa 61aHKOB - Yr10BOW
N NPOAO/bHbIN.

6.3. YcTaHaBmBalTCa cnegytowme suabl 61aHKOB JOKYMEHTOB OpraHu3aumm:
- 06Wnit BnaHK;

- BNaHK NNUCbMa;

- BNIaHK KOHKPETHOTO BMAA AOKYMEHTA.

JToKanbHBbIMM HOPMATMBHbLIMM aKTaMM OpPraHW3aLuMM MOTyT YyCTaHaBAMBaTbCA: O/1IaHK NMCbma
CTPYKTYPHOro nogpaszaeneHus, 61aHK nncbma AOMXKHOCTHOIO Anua U ap.).

Cocras pPeKBU3INTOB 6naHKoB onpeaenAaeTca N10KaJibHbIMU HOPMATUBHbIMU aKTaMW OpraHn3auunun.

O6bwuin 6naHK UCNONb3yeTCa ANA U3roToBAeHMA No6biX BUOOB AOKYMEHTOB, KpOMe [e/10BOro
(cnykebHoro) nnucbMa, M BKAOYAET Caeaytolme PeKBU3UTbI:

01 - repb6 (FocymapcTBeHHblt repb Poccuiickon Pepepaumn, repb cybbekta Poccuintckolit
depepauumn, repb (repanbgnueckmii 3HaK) MyHULMMNANIbHOTO 06pa3oBaHus);

nnu 02 - smbnema nam 03 - ToBapHbIN 3HaK (3HaK 0B6CAYKMBaHUSA), a TaKKe
05 - HaMmeHoBaHMeE OpraHMn3aLLmnm - ABTOPA AOKYMEHT];

13 - mecTo cocTaBNeHUsA (U34aHUNA) LOKYMEHTA.

MpocTaBnAOTCA TaKkKe OrPaHUYUTENIbHbIE OTMETKM A1 PEKBU3UTOB:

10 - paTa AOKYMEHTa;

11 - perncTpaunoHHbI HoMep A0KyMeHTa (cm. npunoxkeHue N 9).

B/1laHK MMCbMA BK/IOYAET PEKBU3UTDI:

01 - repb6 (FocymapcTBeHHblt repb Poccuiickon Pepepaumn, repb cybbekta Poccuinckolt
depepaunu, repb (repanbgmyecknini 3HaK) MyHULMNANbHOTO 06pa3oBaHmA);

unmn 02 - ambnema nam 03 - ToBapHbI 3HaK (3HAK 06CNYKMBaAHUSA);
05 - HaMmeHoOBaHWE OpraHn3aUum - aBTopa AOKYMEHTa;

08 - cnpaBOYHble AaHHble 06 opraHU3auunK.

BKtOYAOTCA TaKKe OrpaHUUnUTENIbHbIE OTMETKM 419 PEKBUSUTOB:
10 - paTa AOKYMEHTa;

11 - perncTpauMoHHbI HOMEpP AOKYMEHTa;



12 - ccbliKa Ha PErncTPaLMOHHbIM HOMEP W AaTy NOCTYMUBLUETO AOKYMEHTA;
15 - agpecar;
17 - 3aronoBOK K TEKCTY.

BnaHK NUcbMa CTPYKTYPHOro noApasaeneHna ONONHUTENbHO MOXKET TaKMKe BKAKYATb PEeKBU3UT
06 - HanmeHoBaHWe CTPYKTYPHOro nogpasaeneHuns - aBTopa NUCbMa;

671aHK NMUCbMa AO0/MKHOCTHOTO AMLUA - pekBu3uT 07 - HaMMeHOBaHWe AO0/KHOCTU AMua - aBTopa
OOKYMeHTa; (npunoxenna N 10 u N 11).

BnaHK KOHKpeTHOro BuAa [OOKYMeHTa (KpOMe I'IMCbMa) B 3aBUCMMOCTU OT Yy4dpeaUuTeNbHbIX
AOKYMEHTOB OpraHn3aunn n 10KaZIbHbIX HOPMAaTUBHbIX MPABOBbIX aKTOB BK/IIOYAET PEKBU3UTDI:

01 - rep6 (FocymapcTBeHHblt repb Poccuiickon Pepepaumn, repb cybbekta Poccuinckolt
depepaunn, repb (repanbamyecknin 3HaK) MyHULMNAAbHOIO 06pa3oBaHmA);

unm (02 - ambnaema unm 03 - TOBapHbI 3HaK (3HAK 06CNYKMBaAHMUA);
05 - HaMmeHoBaHMeE OpraHmn3aLmUmM - AaBTOPA AOKYMEHT];
09 - HaumeHoOBaHMe BNAA AOKYMEHT];

13 - mecTo cocTaBneHun (M34aHUA) AOKYMEHTa U, NPU HeobXxoaMMOCTU, B 3aBUCUMOCTA OT BUAA
JOKYMEHTa, - OrPaHMYnNTEe/IbHbIE OTMETKM A1 FPaHWLL, 30H Pacro/IOKEHUA PEKBU3MTOB:

10 - paTa AOKYMEHTa;

11 - perncTpauMoHHbIA HOMepP AOKYMEHTa;
16 - rpud yTBEPKACHUA AOKYMEHT];

17 - 3aronoBokK K Tekcty (npunoxkexHme N 12).

BNlaHK KOHKPETHOro BMAa AOKYMEHTA CTPYKTYPHOro noApasaeneHuns AONOAHMTENbHO BKAOYaeT
peKkBM3uT 06 - HAMMEHOBaHWE CTPYKTYPHOrO noapasaeneHuns, 6a1aHK 4OMKHOCTHOrO iMua - peksusut 07
- HAMMeHOBaHMe A0/IKHOCTU INLA - aBTOPA AOKYMEHTa.

Ona obecneyeHuna yyeta 61aHKOB NPOCTABAAOTCA TUNOrpadCcKMM cnocobom uaM cneumasibHbIM
HYMepaToOpOM y4YeTHble NOPSAAKOBbIE HOMePa. 3T HOMepa AONYCKAETCA NPOCTaBAATb Ha MPABOM, IEBOM
M HUXKHEM MONAX, @ TaKXKe Ha Apyroi cBobogHoM naowagm 61aHKa C TeM YCNOBUEM, YTODbI HA HUX
BNOC/NEACTBUMN HE HAaKNALbIBAIUCh TEKCT OKYMEHTA U Apyrne opopmasioLme peKBU3UTLI.

6.12. B opraHax BnacTM M opraHusauuax pecnybamk Poccuiickoit ®egepaumnn, MCNONb3YHOLLMX
HapAL4y C rocyAapcTBeHHbIM A3bIKom Poccuiickolt Pesepaumm rocyaapCTBEeHHbIN A3biK (roCcyAapCcTBEHHble
A3bIKK) pecnybanK, UCNob3yoTCA 61aHKM LOKYMEHTOB HA PYCCKOM fA3bIKE U rOCYyAapCTBEHHOM A3blKe
(rocygapcTBeHHbIX A3blKax) pecnybank:

- yrioBble (PEKBU3UTbI 61aHKa PacnosiaraloTcs Ha OAHOM YPOBHE: Ha PYCCKOM f3blKe - C/1eBa, Ha
A3blKe (A3blKax) pecnybaunKuM - cnpasa);

- NPoAo/bHble (PeKBM3UTbLI BNaHKa Ha PYCCKOM A3blKe pacno/fiaraloTcs CBepxy, A3blke (A3blKax)
pecnybanKu - HUXKe).

Hanpumep:



MUHHUCTEPCTBO TATAPCTAH PECITYBJIHKACBIHBIH
3JIPABOOXPAHEHHUSA CIJIAMOTIUIEK CAKJIAY
PECIIYBJIMKH TATAPCTAH MHUHHUCTPIBIT'BI
IMPHKA3 BOEPBIK
Ne

r. Kazann

[Ons nepenuckn ¢ MHOCTPaHHbIMW KOPPECNOHAEHTAMM UCMOb3YOTCA B1aHKM Ha ABYX A3blKax -
PYCCKOM Y MHOCTPAHHOM A3bIKE.

Mpumep 6raHKa AN1A NEPENUCKU C MHOCTPAHHbIMU KOPPECNOHAEHTAMMU:

Pocapxus

denepanbHoe blOAKETHOE yuperKaeHne
"BcepoccMCKMiM HayYHO-UCCNe0BaTeIbCKUI MHCTUTYT AOKYMEHTOBEAEHMUS U apXMBHOTO Aena"
(BHUMLOAL)

MpodcotoszHasn yAa., 4. 82, Mocksa, 117393
Ten./dakc (495) 718-78-74; e-mail: mail@vniidad.ru; http://www.vniidad.ru
OKMNO 02842708; OIPH 1027700380795; MHH/KNN 7708033140/771001001

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

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

N
Ha N oT

Mpwn nepenncke ¢ MHOCTPAHHBIMW KOPPECNOHAEHTAaMM, afpec B PeKkBM3nTe "cnpaBoyHble AaHHble
06 opraHuzaumn" odopmasetrca B COOTBETCTBMM C [lpaBMaamm OKas3aHUA YCAyr MOYTOBOM CBA3U
Poccuiickoit ®epepaummn <42>, pekBusuT "agpecat’ odopmaseTrca B COOTBETCTBMM C MNpaBuIamu
0dOpM/IEHNS MOYTOBbIX a4PECOB TOM CTPaHbI, B KOTOPYIO OH HanpaBAseTCs.

<42> MyHKT 22 MpaBKA OKa3aHMA yCayr NOYTOBOM CBA3M, YTBEPKAEHHbIX NPMKazom MUHUCTePCTBA
CBA3W M MaCcCOBbIX KOMMYHWKauUui Poccuinckoit ®eaepauymm ot 31 utonsa 2014 r. N 234 (3apernctpmpoBaH
B MuHucTepctBe tocTuumm Poccuiickon depepaumn 26 gekabpa 2014 r. N 35442) ¢ M3mMeHeHUsmM,
BHECEHHbIMM NPUKa3zoM MUHMUCTEPCTBA CBA3M M MACCOBbIX KOMMYHMKaLMn Poccuiickon degepaunn ot
13 ¢eBpansa 2018 r. N 61 "O BHeceHUW M3MEHEHMUK B MNpUKas MUHUCTEPCTBA CBA3M WU MaCCOBbIX
KOMMYHUKauuin Poccuiickoit Peagepaunm ot 31 utona 2014 r. N 234 "O6 yreepkaeHnm MNpaBun okasaHus
YCAyr noytoBoi cBA3un" (3apernctpupoBaH B MUHUCTepCTBE ocTULMKM Poccunitickoit deaepaumm 28 mapTa
2018 r. N 50545).

7. OCOBEHHOCTU NOATrOTOBKN NEKTPOHHbLIX AOKYMEHTOB



7.1. OpraHu1saummn mMmoryT co3aaBaTb AOKYMEHTbI, CO34aHNE, XPaHEHME U UCNOb30BaHUE KOTOPbIX
ocyLecTBAeTcs B GOPME 3/IEKTPOHHbIX 4OKYMEHTOB. COCTaB TaKUX JOKYMEHTOB MOXKET yCTaHaB/IMBATbLCA
MNepeyHem [OKYMEHTOB, CO34aHWEe, XpaHEHWEe U UCNONb30BaHME KOTOPbIX OCYLLECTBAAOTCA
WCKNIOUNTENBHO B POPME 3/IEKTPOHHbIX AOKYMEHTOB, YTBEPKAAEMbIM PYKOBOAUTENEM OPraHU3aumumn
<43>,

<43> MyHKT 39 Mpasun genonpousBoactsa B dedepasibHbiX OpraHax MCNOAHUTEIbHON BAacTu
(yTBepaeHbl MocTtaHoBneHUem MMpasuTenscta Poccuiickon ®Peaepauum ot 15 uioHa 2009 r. N 477)
(CobpaHue 3akoHoaaTenbcTBa Poccuitckoit ®epepaummn 2009, N 25, cT. 3060; 2011, N 37, cT. 5263; 2016,
N 18, cT. 2641).

7.2. JNEeKTPOHHble [OOKYMEHTbl [O/Hbl WMETb YCTAHOB/MEHHbI COCTaB PEKBU3UTOB, WX
pacnonoxeHue n opopmneHune <44>.

<44> TyHKT 5 MpaBun genonpomsBoacTea B defepanbHbIX OpraHax MCNONHUTENbHOM BNACTU
(yrBepkaeHbl MoctaHoBneHnem lMpasutenbctBa Poccuitickon ®egepaumm ot 15 uioHa 2009 r. N 477)
(CobpaHue 3akoHogaTenbcTsa Poccuiickont Pepepaumnm 2009, N 25, cT. 3060; 2011, N 37, cT1. 5263; 2016,
N 18, cT. 2641).

PeKBM3UTbI 31€KTPOHHbIX AOKYMEHTOB 0hOPMAAIOTCA B COOTBETCTBUM C TpeboBaHuamm CtaHgapTa.

DNEeKTPOHHble A0KYMEHTbl MOTyT C0343BaTbCA C WCMO/Ib30BAaHMEM 3/IEKTPOHHbIX WwabsoHOoB.
Anbbom 9NNEKTPOHHbIX wabnoHoB yTBEPXKAAETCA pyKoBOAUTENIEM OPraHU3aLUUN.

7.3. Mpn nNoarotoBke, COrfacoBaHUM W p,opa60TKe 9NIEKTPOHHbLIX AOKYMEHTOB MOTYT
MCMONb30BaTbCA TEKCTOBble M TabauyHble penakTopbl, noagaepxusakwue d)yHKLI,MVI co3aaHuA
npmmeanMﬁ K AOKYMEHTY U OTC/NIEXKMBAHUA M3MEHEHWN B HEM.

an nepegadye OOKyMeHTa Ha noanucaHue (YTBep)-K,D,EHVIe) BCe NnpummedaHuna un 3anncum 06
N3IMEHEHUAX U3 INNEKTPOHHOIO AOKYMEHTA yAa/TAOTCA.

Mpn nepepaye 3/1EKTPOHHOrO AOKYMEHTA Ha NOAMUCbL U ero perucTpauum pekomeHayetcA
MCno/sib3oBaTb GOPMAT 3/1IEKTPOHHbIX A0KYyMeHTOB PDF.

7.4. DNeKTPOHHbIEe AOKYMEHTbl NMOAMUCLIBAIOTCA 3/IEKTPOHHOM NoAMnUCbio. Yc/i0BMA MpPU3HaAHUA
3NEKTPOHHbIX LOKYMEHTOB, MOAMMUCAHHBIX YCUIEHHON KBAa/NMPULMPOBAHHON 3/1IEKTPOHHOM NOAMNUCHIO,
PaBHO3HAYHbIMKW AOKYMEHTaM Ha ByMaxKHOM HocuTesne, NognNUCcaHHbIM COBCTBEHHOPYYHON NOAMMUCDHIO,
ycTaHaBamBatotca deaepanbHbiM 3aKoHOM OT 6 anpens 2011 r. N 63-®3 "0O6 anekTpoHHoW nognucu"
<45>.

<45> Ctatbs 6 ®egepanbHoro 3akoHa ot 6 anpensa 2011 r. N 63-®3 "O6 aneKkTpoHHOM noanucu"
(CobpaHue 3akoHoaaTenbcTBa Poccuiickoit depepaumm, 2011, N 15, ct. 2036; 2011, N 27, cT. 3880; 2012,
N 29, cT. 3988; 2013, N 14, cT. 1668, N 27, cT. 3463, N 27, cT. 3477; 2014, N 11, cT. 1098, N 26, cT. 3390;
2016, N 1, ct. 65, N 26, cT. 3889).

7.5 PEKBU3UTbI 3/1EKTPOHHOIO AOKYMEHTA, BbICTYNAIOLLME B KAaYeCcTBe rpaduyeckmx 31emMeHToB <46>
(maTa AOKYyMeHTa, PerncTpaumoHHbIN HOMepP AOKYMEHTa, U Ap. - MO YCMOTPEHMUIO OpraHM3aLmm), A0MXKHbI
BOCMPOMN3BOANTLCA HA AOKYMEHTE C BbINMOJAHEHMEM CAeAyIoWNX TPe6oBaHMI:




<46> [JaHHble, KOTOpble BHOCATCSA B WAab/A0H NPU COCTaBAEHUM INEKTPOHHOIO AOKYMEHTA, a TaKXKe
B NOArOTOBNEHHbIN 3/IEKTPOHHbIN AOKYMEHT NPU ero NoANMCaHUN U perncTpauum.

- rpad)quCKme /1EMEHTbl AO0J/IXKHbl pPacnosiaratbCA Ha MecCTe COOTBETCTBYHOWMUX PEKBUSUTOB
AOKYMEHTAQ, YKa3aHHbIX B CTaHp,apTe;

- rpaduyeckne snemeHTbl AO0MKHbI 6biTb BUAMMBIMU M YUTAEMbIMU MPU  OTOBpPaXKEHUU
(BOCnpON3BEAEHMN) SNEKTPOHHOIO AOKYMEHT];

- rpaduyecKme 31eMeHTbI He A0/XHbI NePEeKPbIBATLCA MAN HAKNAAbIBATLCA APYr HA APYra;

- u3obpaxkeHne rpadpuyecknx 31IeMeHTOB He A0/IKHO NEPEKPbLIBATb 3/1IEMEHTbI TEKCTA AOKYMEHTA U
ApYyrve peKkBUsnTbI.

lpadmueckne 3snemMeHTbl PEKBM3UTOB, Npeanosiaralowmx cobCTBeHHOPYYHYO noanuch (rpud
COTrNacoBaHMA SOKYMEHTa, rpud yTBEPKAEHUA AOKYMEHTa, OTMETKA O 3aBepeHnn Konuu), opopmasatoTca
C UCMNO/Ib30BaHMEM OTMETKM 06 3N1EKTPOHHOM Nognucy.

7.6. Ana opraHWsauuu npouecca BU3NPOBAHMA 3MEKTPOHHbIX AOKYMEHTOB B PerMcrpaumoHHo-
yyeTHo dpopme CI[, A0/MKHbI BbITb MPEAYCMOTPEHbI NOJIA, COAEPNKALLME CBEAEHMA O AOKHOCTU NnLa,
BM3MPYIOLLErO AOKYMEHT, ero ¢amuauM W WHUUManax, gate Bu3bl, pesy/abTaTe pPacCMOTPEeHMs
(cornacosaHo, cornacoBaHo € 3aMeYaHUAMM, HE COrIaCoOBaHO), a TaKKe noJsie A1A BHECEHUA 3amedaHunit
MO 31EKTPOHHOMY JOKYMEHTY.

[na BHeceHUs pe3osiloLMn B PErNCTPaLMOHHO-yYeTHY0 dopmy CI/[, A0MKHbI ObITb NPeAyCMOTPEHbI
nona pesoniloumm, BKAOYAKOLWME NOAA ONA BHECEHMA CBeAEHUM O paMuanK, UHULMANAX UCNONHUTENA
(ucnonHuTeneit), NoOpy4YeHMM NO AOKYMEHTY, CPOKE UCNOAHEHMUA, AOMKHOCTM, GAaMUANUU U UHULMANAX
Nnua, BblHecwero pesontouuto, gate pesonwoumn. [ONOAHUTENbHO MOFYT BKAOYATbCA MOASA,
cofepKalime ceeeHuna 0 JONKHOCTU UCMONHUTeNA.

7.7. OpraHusauuu, OCYLLECTBAAIOWME COBMECTHYIO AeATe/bHOCTb B KaKol-nnbo obnactu, gns
obecneyeHns KayecTBeHHOro obmeHa MHbOpMaUMen moryT peryanmposaTb ¢opmaT, NopagoK obmeHa
SNEKTPOHHbIMU AOKYMEHTAaMU U T.4,. MOCPEACTBOM 3aK/IHOUYEHMA COTNALLEHNIN MEXKAY CTOPOHAMMU.

MPUNOMEHNA

MpunoxeHne N 1
K n. 3.9.

Pocapxus

depepanbHoe blogKeTHOE yuperKaeHne
"Bcepoccuiicknin HayyHo-Mccnen0BaTeNbCKUN UHCTUTYT
[OKYMeHTOBeAEeHMA U apxmMBHOro gena”
(BHUNOAL)

YTBEPKIOAIO
Ovpektop BHUMOAL

Moanuce H.H. KyHAaes



01.03.2018

NMHCTPYKL WA
no AENONPON3BOACTBY

O6paseL, TUTY/IbHOTO INCTA SOKYMEHTA

MpunoxexHune N 2
Kn.4.16.

NMPUMEPHbIA NEPEYEHDb
JNOKYMEHTOB, NOANEXALLMX YTBEPKAEHMIO

1. AKTbl (npoBepOK 1 peBM3KiA; NpUema 3aKOHUEHHbIX CTPOUTENLCTBOM 06bEKTOB, 060pYyA0BaHNUSA;
3KCNepTU3bl; Nepeaayn Aen; MMKBUOALMMU OpraHU3aLmii, yYpeskaeHuin, NpeanpuaTiin u 1.4.).

2. 3AOAHUA (Ha nNpoeKkTMpOBaHME OOLEKTOB, TEXHUYECKUX COOPYXKEHWUN, KanuTalbHoe
CTPOUTENBbCTBO; Ha MpOBeAEeHWEe  HayvyHO-UCCNeaoBaTeNbCKUX,  MPOEKTHO-KOHCTPYKTOPCKUX U
TEXHONOTNYECKUX PaboT; TEXHUYECKue 1 T.4,).

3. UHCTPYKUWMWN (npaBuna) (AONKHOCTHblE; NO [EeN0NpPOM3BOACTBY; TexHUKe 6e3onacHocTy;
BHYTPEHHEro TPYA0BOro pacnopsajKka 1 T.4.).

4. METOOAMYECKUE PEKOMEHOAUMWN, METOOUYECKUE YKASAHWUA.
5. HOMEHK/NATYPA AE1 OPTAHU3ALNNA

6. HOPMbl 1 HOPMATWBbI (pacxoaa cbipbsi, MaTepManos, 3/IEKTPOIHEPINU; TEXHONOTNYECKOro
NPOEKTUPOBAHUSA; YUC/IEHHOCTU PAaBOTHUKOB U T.A4.).

7. ONUCK pen (nocTosiHHOTrO, BpemeHHbIX (cBbie 10 NeT) CPOKOB XpaHeHMA U MO JANYHOMY
cocTasy).

8. OTYETbI (o npou3BOACTBEHHON AEeATEeNbHOCTU, KOMaHAMPOBKAaX, Hay4HO-UCCNEeA0BaATENbCKMX
paboTtax u T.4.).

9. MEPEYHW (monKHocTel pabOTHUKOB C HEHOPMMPOBAHHbLIM Pabounm gHem; NpeanpuUATURN, Ha
KOTOpble PACMpPOCTPAHAIOTCA OnpefesieHHble JIbroTbl; TUMOBbLIX AOKYMEHTasIbHbIX MAaTepuasnos,
0b6pasyowmxcsa B AeATENbHOCTY MUHUCTEPCTB, BEAOMCTB U APYrMX OPraHU3auuii, C yKasaHMeM CPOKOB
XpaHeHUs maTepuanos n T.4.).

10. N/1AHbI (npon3BOACTBEHHbIE; CTPOUTENbHO-MOHTAXKHbIX, MPOEKTHO-U3bICKATEbCKMUX, HAayYHO-
nccneaoBaTeibCkux paboT; BHEAPEHMA HOBOWM TEXHUKM; pacnpeseneHuns NpoayKLumMm No YCTaHOBAEHHOM
HOMEHKNAType; [AOXOAOB MO KUIMLLHO-KOMMYHA/NIbHOMY PEMOHTY; paboTbl KOAMEerMu, HayyHo-
TEXHMYECKOro COBETa, YYEHOTO COBETA U T.A4.).

11. NONNOXEHUA (06 opraHM3aumnm; o CTPYKTYPHOM NoApasaeneHnm; o NPeMMPoOBaHNN U T.4,).
12. NPABUNA

13. MPOTPAMMDI (npoBeaeHns paboT u MeponpuATUIA; KOMaHANPOBOK U T.4.).



14. PETNAMEHTDI (B T.4. pernameHTbl 6U3HeC-NpoL,eccos).

15. CMETbI (pacxonoB Ha cogeprkaHue annaparta ynpasaeHus, 34aHni, NOMeLLEHUIA, COOPYKEHUN;
ncnonb3oBaHMA cpeacts doHAaA NpegnpuATMA; Ha NOATOTOBKY W OCBOEHME MNPOU3BOACTBA HOBbIX
n3aenuii; Ha KanuTaabHOE CTPOUTENbCTBO U T.4,).

16. CTAHOAPTbI (rocygapcTBeHHble, HAUWMOHA/bHbIE, OPraHM3aLMK, OTpac/ieBbIe).
17. CTPYKTYPA U LUTATHAA YACNEHHOCTb.

18. YHUOULIUPOBAHHbBIE ®OPMbl OKYMEHTOB

19. YCTABBbI.

20. LWUTATHbIE PACNMNCAHUA 1 nameHeHUA K HUM.

MpunoxeHue N 3
Kn.4.24

NPUMEPHbIA NEPEYEHD
AOKYMEHTOB, HA KOTOPbIE CTABUTCA NEYATb OPTAHU3ALIUA

1. AKTbl (nprema 3aKOHUYEHHbIX CTPOUTENLCTBOM 06HEKTOB, 060pYA0BaHMA, BbIMNOJIHEHHbIX PaboT;
CMUCaHUSA; IKCNEPTU3bI U T.4.).

2. APXVBHbBIE CMPABKMW.

3. [JoKyMeHTbl Ha/I0rOBOM OTYETHOCTHU.

4. 3AK/TIOYEHUA U OT3bIBbl Ha aBTOpedepaTsbl.

5. 3AABNEHUA (Ha akkpeauTne; 06 0TKase OT akuenTa 1 T.4.).
6. NCMOJTHUTE/IbHBIE TUCTHI.

7. HOPMbI pacxoaa.

8. OBPA3Lbl oTTMcKoB neyaten M nognuceit paboOTHMKOB, MMEOLWMX MPaBO COBepLUEHMUS
dUHAHCOBO-X035MCTBEHHbIX ONepauunii.

9. MNCbMA rapaHTUitHble (Ha BbiNnoAHEHWe paboT, ycayr).

10. MNopydyeHus (broaxeTHble, BAHKOBCKME, MEHCUOHHbIE; NaaTeXHble, UHKaccoBble B BaHK Ha
noJiydeHre MHBaNIOTbI CO CYETOB, NepeBos BaatoThl).

11. NPEACTAB/IEHUA u xogaTalcTBa (0 HarpaXaAeHUM opaeHaMn U meganaMmm; NPeMUamMmm 1 T.4.).
12. PEECTPbI (4ekoB, nopy4eHuid, npeacTaBasiemblX B 6aHK).
13. CMETbI pacxonos (Ha coaeprkaHue annapaTta ynpasaeHuns; Ha Ka/ibKyasaLUMIo K 40roBopy U T.A4.).

14. COrNALWIEHNA.



15. CMPABKW (nMmuTHbIE; O BbiNAaTe CTPaxOBbiXx CYMM; 06 WCMOAb30BaHUU BHOAKETHbIX
aCCUTHOBAHMI HA 3apnaaTy; O HAYMCAEHHOM U NPUYUTALOLLENCA 3apnaaTe U T.4.).

16. CNEUNDPUKALNU (n3pgennin, npoaykumm n 1.4,).
17. TUTYJIbHbIE CMTUCKMW.
18. YOOCTOBEPEHWA.

19. YCTABbI opraHusauymi.

MpunoxeHune N 4
Kn.55

desepanbHOe rocyAapcTBEHHOE YHUTApHOe
npeanpusatne "Ikocepsuc”
(eryn "sxkocepsuc")
MPUKA3

23 ceHTAbpA 2018 r. N 210

MockBa

06 opraHusaummu paboT no nporpamme

"3Kkonorua Poccun"

B cBA3K c HEOBXOAMMOCTbIO peannsaumnm nporpammsl "Ikonorma Poccumn®
MPUKA3bIBALO:

1. Pykosoautento YnpasneHua 3sKonormm 02.10.2018 npeacTaBuUTb KaneHZapHbIA niaH
MepPOMPUATUI MO BbINOSIHEHUIO NPOrPaMMbI;

2. Pykosogutento ®dwuHaHcosoro ynpasneHua 10.10.2018 npepctaButb CMeTy 3aTpaTt Mo
BbINOJ/IHEHWNIO NPOrPaMMbl.

3.

4. KOHTPOJIb UCNOJIHEHUS NMPUKA3a OCTaBAA 3a coboii.

PykoBoautenb Mognuce N.A. PAnywKuH

Obpaseu, opopmneHma npuKasa

MpunoxeHne N 5
Kn.5.5



AKUMOHepHOoe 06LLecTBO
"MHTENUHBECT"
FeHepabHbIN ANPEKTOP
PACMOPAXEHUE

06.11.2018 N 108-p

MocKsa

O noaroToBKe K npasgHoBaHuto 70-1
rogoswmHbl Mobeabl B Bennkon

OTevecTBeHHOM BoliHe

B cBA3M ¢ npubankeHnem npasgHosBaHus 70-i rogoswmHbl Mobeapl B Bennkoit OTevecTBeHHOM
BoliiHe:

1. Pykosoautenio [lenaptameHTta npotokosna (Opnosy A.A.) 10.04.2015 npeactaButb nnaH
npasgHUYHbIX MePONpPUATUIA.

2. PykoBOANTENIAM CTPYKTYPHbIX nogpasaeneHmnin 12.04.2015 npeactaBuTb CNUCKU PabOTHUKOB,
BblAe/IeHHbIX A8 NOATOTOBKU K NPa3AHOBAHMIO.

3

4. KOHTpOAb 33 WCNOJHEHMEM PacCMoOPAXKEHUA BO3/OXUTb Ha pyKkoBoguTena CekpeTapuata
(CvHUYKKMHY B.U.).

Mognuce N.A. KyponaTKkuH

ObpaseL, opopmaeHUsa pacnopsKeHus

MpunnoxeHune N 6
Kn.5.6.

AKUMOHepHOe 06bLwecTBO

"KOMNNEKCHbIE CUCTEMbI" YTBEPXOAHKO
NONOXEHUNE PykoBoauTenb opraHM3sauunm
O cny»be AOKyMeHTaUuMoHHoro obecneveHnsa Moanuch 0O.B. MBaHoB
ynpasneHua
[ata

1. O6buwue nonoxeHusn

1.1. Chy»kba AOKymeHTauMoOHHOro obecneveHus ynpasneHus (panee - cayxkba [0Y) asnsetca

CaMOCTOSTE/IbHbIM CTPYKTYPHbIM MOAPA3Ae/NEeHMEM OPraHU3aLMuM, OCYLLECTBAIOWMM OpraHM3aLmio
paboTbl C AOKYMEHTaMMU.



1.2. Cnyxkb6a [1OY co3paeTca U IMKBUAMPYETCA MPUKA3OM PYKOBOAUTENA OpraHM3aumu.
1.3. Cnyx6y [0OY Bo3rnaenset 3aBeayloWMin cayxKb0i, HasHayaembli Ha AOMKHOCTb U

OCBO6O)K,D,aEMbII7I OT AO0/IXKHOCTU NPUKAa3oOM pyKoBOAUTENA OpraHn3aunn.

KoHcynbTaHTlAOC: NpumeyaHue.
Hymepauma nyHKTOB AaHa B COOTBETCTBUM C OPULIMANbHBIM TEKCTOM AOKYMEHTA.

1.2. Cnyxk6a OOY B cBoeill AeATeNbHOCTU PYKOBOACTBYETCA 3aKOHOAATENbCTBOM PoccuiicKkown
depepaumn B chepe MHGOPMaALUM, LOKYMEHTALMM, FOCYAAPCTBEHHbIMM CTaHAAPTAaMMN HA LOKYMEHTHI,
HOPMaTUBHbBIMW M METOAMYECKMM AOKYMeHTamu PocapxuBa no BOMPOCAaM OpraHM3auuu paboTbl C
OOKYMEHTaMM WM apXMBHOTO XPaHEHWA, 3aKOHOAATE/NbCTBOM O TpyAe W oxpaHe Tpyaa Poccuitckoi
depepaLmn, ycTaBOM OpraHU3aLLMm, MHCTPYKLMEN MO OKYMEHTaLMOHHOMY obecrneyeHmto AeaTeNbHOCTH
OpraHu3aLmmn, NPMKa3aMm 1 PacnopANKEHUAMMU PYKOBOAMUTENA OPraHM3aLUM, HACTOALLMM NONOKEHNEM.

O6paseL, odopMneHMA NONOKEHNA O CTPYKTYPHOM NogpasaeneHmm

MpunoxerHne N 7
Kn.5.7.

AKuMOHepHoe 0bLecTso
"KOMMNNEKCHbIE CUCTEMbI"

MPOTOKON
3aceflaHuA AUpeKLUn

5 man 2018 . N M3C-5

MockKsa

Mpeacepatens - MNetpos A.A.
CekpeTtapb - Makcumosa M. M.
MpucytcTBoBanu: 15 yenoBekK (CNUCOK NpuiaraeTca)

MOBECTKA [IHS:

1. O mepax no peanusauum nporpammel "......... .
Joknag 3amectutens anpektopa KonerkuHa U.M.
1. ChYWANN:

KonelikuHa W.M. - TeKCT AOKNaga npunaraeTcs.

BbICTYNMNAN:



LWaukmi 3.4. - KpaTKas 3anuncb BbICTYM/IEHUA.

KyukmH W.C. - KpaTKaa 3anucb BbICTyNAeHMUA.

PELLNAN:

1.1. Ono6puTb MNnanH paboTbl No peanmsaumm NPOrpaMmmbi.

1.2. PykoBogutento ®rMHAHCOBOro ynpas/ieHua NoAroToBuTb U CMeTy pacxo4oB Mo peanmsauumm
nporpammel.

MNpeacepatens Mopgnucok A.A. MNeTpos

CekpeTapb Noanuce M.M. Makcumosa

O6paseL, odopmneHMsa NPoToKoNa

MpnnoxeHune N 8
Kn.59

AKUMOHepHOe 0bLwecTBO
"KOMMNNEKCHbIE CUCTEMbI"
AKT
MpoBepKn opraHM3aLUnmn XpaHeHUA JOKYMEHTOB
N
MockBsa

OcHoBaHue: npukas pykosoautens ot 21.01.2017 N 25 "O npoBegeHUM NPOBEPKN OpraHM3aLmnm
XpaHeHUs LOKYMEHTOB OpraHu3aummn'.

AKT cOCTaB/IEH KOMUCCUEN:

MNpeacepatens Komuccnm - MeaHos AA..;

CekpeTapb Komuccum - MNtudkmnHa O.1.;

YneHbl Komuccum: Apbysos O.H., Boyapos H.A., MynepmaH 3.A.

C 15.02.2017 no 02.03.2017 Komuccuel NpPoOBOAMACE NPOBEPKA OPraHU3auMKM XpaHeHwus
OOKYMEHTOB OpraHu3aumu.

1. BoiBOAbI:

1.1. MNopAdOK XpaHeHMA [AOKYMEHTOB B OpraHu3auuMm B LeJOM COOTBETCTBYeT MnpaBuiam,
YCTaHOB/ZIEHHbIM NOKAa/IbHbIMU MPABOBbIMU aKTaMU.

1.2
2. 3amevyaHus:

2.1........



2.2.....

Mpeacenatens Komuccnm Moanucok A.A. VIBaHoB
CeKkpeTapb KOomuccum Mognuce O.M. NTMYKKMHa

YneHbl KOMUCCUU:

Moanuce O.H. Apby3os
MNoanuck H.A. bouapos
MNognuce 3.A. MynepmaH

Obpaseu, opopmieHNs aKTa

MpunoxeHne N 9
Kn.6.3

Pocapxus

depepanbHoe blogKeTHOE yuperKaeHne
"BCEPOCCMIUCKNIN HAYYHO-UCCNef0BaATENbCKUIA UHCTUTYT
[OKYMeHTOBeAEeHMA U apxmMBHOro gena”
(BHUWMAOAL)

MockBa

O6pasey, obuiero 61aHKa opraHM3aumnm

Mpunnoxkenne N 10
Kn.6.3

Pocapxus

denepanbHoe B0KETHOE yUpeKaeHue
"BcepoCccHMMCKMIA Hay4HO-MCCeA0BaTe/IbCKUIN
WUHCTUTYT OKYMEHTOBELEHUA U aPXMBHOTO
nena"
(BHUMLOAL)

MpodcotosHas ya., A. 82, Mocksa, 117393
Ten./daxc (495) 718-78-74



e-mail: mail@vniidad.ru;
http://www.vniidad.ru
OKIMO 02842708; OrPH 1027700380795;
MHH/KNN 7708033140/771001001

N
Ha N oT

O6paseL, yrnoBoro 671aHKa NMcbMa OpraHusaumm

Mpunoxenne N 11
Kn.6.3

Pocapxus

depepanbHoe blOAKETHOE yuperKaeHne
"BcepoccUiicKNin HayyHO-MCCNef0BaTENbCKUIN UHCTUTYT
[OKYMeHTOBeAEeHMA U apxmMBHOro gena”
(BHUMOAL)

MpodcotosHasn yAa., 4. 82, Mocksa, 117393
Ten./dakc (495) 718-78-74; e-mail: mail@vniidad.ru; http://www.vniidad.ru
OKMNO 02842708; Or'PH 1027700380795; MHH/KNMN 7708033140/771001001

N
Ha N oT

O6pasel, NpoaoabHOro 61aHKa NMCbMa opraHn3aLmm

Mpunoxenne N 12
Kn. 6.3.

Pocapxus
depepanbHoe H60AKETHOE yUpeKaeHMe
"BCcepoCcCUMCKMI HayYHO-UCCNEeA0BATENBCKUA MHCTUTYT
OOKYMEHTOBeZEeHUA U apxuBHoro aena"

(BHUMAOAL)

MPUKA3

MockBa



O6pasew, odopmneHmsa 61aHKa NpUKasa




