®EOEPAJIbHOE APXUBHOE ATEHTCTBO

®EOEPAJIbHOE BIOOXETHOE YYPEXXOEHUE
"BCEPOCCUNCKUN HAYYHO-UCCIIEAOBATENbCKUN UHCTUTYT
AOOKYMEHTOBEOEHUA U APXUBHOI'O OENA"

METOAMYECKUE PEKOMEHOALNA
NO NPUMEHEHUIO TOCT P 7.0.97-2016 "CUCTEMA CTAHOAPTOB
no NUHPOPMALIMN, BUBJTMOTEYHOMY U U3LOATEJNIbCKOMY AEIY.
OPIrAHU3ALUNOHHO-PACNOPAOUTENIbHAA OOKYMEHTALUA.
TPEBOBAHUA K O®OPMJIEHUIO AOKYMEHTOB"

MeTogunyeckne pekomeHaaunmn pasbAacHAOT nonoxenus ctadHgapta FOCT P 7.0.97-2016,
cogepxat METOAMUKY MX MPaKTUYECKOro MCMonb30BaHUS OpraHamu rocygapCTBEHHOW BNacTw,
opraHamMm MeCTHOro caMoOynpaBfieHusl, OpraHusauusaMm npu peanusauum npoLeccoB
AOKYMEHTaUNoHHOro obecnevyeHns ynpaeneHnsa, B TOM 4ucne B paboTe Mo CO3gaHuio
3MIEKTPOHHbLIX OOKYMEHTOB, a Takke Mnpu paspaboTke M BHEAPEHUN CUCTEM INEKTPOHHOMO
AOKyMeHToobopoTa.

MeToandeckme  pekomMeHOauuu npegHasHayeHol AN NPUMEHEHWS  opraHamu
rocyaapCTBEHHOM BriacTV M roCy4apCTBEHHbIMU OpraHm3aumsiMn, a Takke OpraHu3auusmu
pasnU4YHbIX OpraHM3aunoHHO-NPaBoBbiX ¢opM K ¢opMm cobcTBeHHOCTU. MeTtoandeckme
pekoMeHZauun MOryT WCNoNb30BaTbCA Takke B npouecce 0O0y4vyeHus CTyOeHTOB Mo
COOTBETCTBYHOLLMM OUCUUNITUHAM.

1. OBLLUME MNMOJNTOXKXEHWUA

1.1. Metogunyeckne pekomeHgauuum no npumeHeHnto NOCT P 7.0.97-2016 "Cuctema
cTaHOapToB no MHdopMauuu, 6mbnmnoteyHomy n n3gatenbcKkomy aeny.
OpraHunsaunoHHo-pacnopsignTenibHass  OOKyMeHTauus.  TpeboBaHus K 0dpOpMIIEHMIO
AOKymMeHTOB" (ganee - Metognyeckme pekomeHgaumm) paspaboTtaHbl B LLENAX onpeaeneHuns:

- nopsigka npumeHeHunsa nonoxexnnn FOCT P 7.0.97-2016 (panee - CtaHaapT);

- NocrnenoBaTenbHOCTN AEWUCTBU MO OpraHn3aumm ero NPUMEHEHMS.

1.2. MeTognyeckne pekomeHgauum paspaboTaHbl B cooTBeTcTBUM C PegepanbHbiM
3akoHOM OT 29 moHsa 2015 r. N 162-d3 "O ctangaptusaumm B Poccunckon degepaumn” <1>, a

TaKKe B COOTBETCTBMM C 3aKOHOAATENbHLIMA U MHBIMW HOPMAaTUBHLIMU MPaBOBLIMU aKTaMu B
cdhepe MHdOpMaLMM 1 Aenonpon3BoACTBa.

<1> depepanbHbii 3akOH OT 29 umoHa 2015 r. N 162-®3 "O craHgapTu3aumm B
Poccuiickon ®epepaummn” (CobpaHne 3akoHopatensctBa Poccuiickon ®epepaumm 2015 N 27,
cT. 3953; 2016, N 15, c1. 2066; N 27, cT. 4229).

1.3. MeTtoaunyeckme pekomeHaauuMm OyayT cnoco6CTBOBaTb MPUMEHEHUIO MONOXKEHUN
CTtaHaapTa B opraHvM3aumax pasnmyHbIX OpraHM3aLoHHO-NPaBOBbIX POPM.



1.4. MonoxeHns MeToaM4eCcKUX pPeKoMeHAALUA pacnpoCTPaHSIOTCA Ha LOKYMEHTbI Ha
BYyMa)KHOM M 3NEeKTPOHHOM HOCUTENSIX.

1.5. ®epepanbHbiM 3akoHOM OT 29 utoHs 2015 r. N 162-®3 "O craHgaptMsauun B
Poccuiickon ®depepaumn” <2> yCcTaHOBMEH NPUHUUN  OOOBPOBOMBHOCTU  MPUMEHEHMS
CTaHOapToB.

<2> TlyHkT 1 ctatbn 26 PepepanbHoro 3akoHa oT 29 wmwoHa 2015 r. N 162-d3 "O
craHgapTtu3aumm B Poccunckon depepaummn” (Cobpanue 3akoHogaTenbctBa Poccuiickomn
depnepaumm 2015 N 27, ct. 3953; 2016, N 15, cT. 2066; N 27, cT. 4229).

MpumeHeHne CtaHgapTa npegnonaraet:

- npuBEOEeHWEe noKasnbHbIX HOPMAaTUBHbLIX aKTOB OpraHuMsauumn, YyCTaHaBAMBaKOLNX
npasuna ogOpPMIEHNs AOOKYMEHTOB, B cooTBeTcTBME co CTtaHgapToM (MHCTPyKUuMS Mo
AEenonpon3BOACTBY, CTaH4ApPT OpraHu3aumm, npasuna paboTsl ¢ AgokyMmeHTamu B CO[);

- paspaboTky OnaHKOB M 3MEKTPOHHbLIX LWAaBNOHOB [AOKYMEHTOB B COOTBETCTBUM C
nonoxexHnamu CtangapTa.

1.6. B cootBeTcTBUM CO CTpyKTyponm CTaHaapTta, a Takke B CBA3N C HEOOXOAMMOCTbIO
onpeaeneHus nopsiaka ero npuMmeHeHusi, Metoguyeckme pekomeHgauun MMerT crieayowme
pasgensi:

1. O6wme nonoxeHus;

. TepMuHbI 1 onpeaenexHns;

. Obwme TpeboBaHmNA K CO30aHNIO0 JOKYMEHTOB;
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4. OhopMneHne pekBU3NTOB JOKYMEHTOB;
5. MNogroToBKa TEKCTOB AOKYMEHTOB;
6. BrniaHkn JOKYMEHTOB;
7. OcoBeHHOCTN NOArOTOBKMN 3NIEKTPOHHbIX AOKYMEHTOB.

2. TEPMWUHDbI U ONPEOENEHUA

BnaHk gokymeHta <3> - nuct Gymar unuv SMNEKTPOHHbIA WabfioH C peksuanTamu,
naeHTUUUMpyroLWnMM aBTopa opmumnansHOro JOKYMEHTa;

<3> T[lynkt 48 TOCTa P 7.0.8-2013 Cwucrema cTaHgapTtoB nNo WMHGopMauuu,
6mbnmnoteyHomMy U m3gatenbckoMy geny. [enonpovsBoaCcTBO M apXUMBHOE Aeno. TepMuHbl 1
onpeaenenus. - M.: CtangaptuHdgopm, 2014.



HokymMeHT <4> - odumumnanbHbIi OOKYMEHT, CO3[aHHbIA rOCy4apCTBEHHbIM OpraHomM,
OpraHOM MEeCTHOro CamoyrnpaBfieHUs, LPUANYECKUM UNN (PU3NYECKUM NNLOM, OPOPMIEHHbIV
B YCTaQHOBMEHHOM MOPSAKE W BKIKYEHHbIM B [OKYMEHTOOOOpOT hbeaepanbHOro opraHa
NCMONHUTESNTbHOW BNacTw;

<4> [lognyHkT 4 nyHkta 2 [lpaBun pgenonpou3BoacTBa B deaeparibHbIX OpraHax
ncnonHutTenoHon Bnactu (yTBepxaeHbl [loctaHoBneHmem [lpaButensctBa Poccunckon
depepaumm ot 15 umoHa 2009 r. N 477) (CobpaHue 3akoHogaTenbcTBa Poccuiickon
®epepaumm 2009, N 25, ct. 3060; 2011, N 37, cT. 5263; 2016, N 18, cT. 2641).

[lokymeHTupoBaHme <5> - cukcaumss MHdoOpMaUMM Ha MaTepuarnbHbIX HOCUTENSX B
YyCTaHOBITEHHOM MOPSAKE;

<5> Tam xe.

Konus pokymeHTa <6> - [OKYMEHT, MOMHOCTbIO BOCMNPOM3BOASALLMI MHOPMaLUIO
MOANMHHMKA AOKYMEHTA U €ro BHELUHME MPU3HaKN, HE UMEILLIIA FOPUANYECKOW CUTbI;

<6> Tam xe.

HaumoHanbHbIM cTaHaapT <7> - OOKYMEHT MO CTaHAapTu3auun, KoTopbid paspaboTaH
YYaCTHMKOM WM y4YacTHUKamu paboT no ctaHgapTMsauuu, No pesynbTataM 3KCnepTu3bl B
TEXHUYECKOM KOMUTETe MO CTaHAapTM3auun UMM MNPOEKTHOM TEeXHUYECKOM KOMUTETe To
CTaHOapTM3auun yTBepXxaeH deaepanbHbiM OpraHoM WCMOMHUTENBHOW Bnactn B cdepe
CTaHOapTM3auuMnm M B KOTOPOM ANl BCEOOLWEro npUMEHeHUs1 ycTaHaBnuBakoTcs o0Luine
XapakTepucTMkn oObekTa cTaHgapTM3auMu, a Takke npaBuna W obwue npuHUMNbl B
OTHOLLEHUM OGbEKTa cTaHAapTU3aLnK;

<7> TyHkT 5 cTtatbm 2 PepepanbHoro 3akoHa oT 29 wmoHa 2015 r. N 162-3 "O
ctaHgapTtusaumm B Poccunckon depepaummn” (CobpaHue 3akoHogaTenbctBa Poccuiickon
depnepaumm 2015 N 27, ct. 3953; 2016, N 15, cT. 2066; N 27, cT. 4229).

OdbopmrieHne gokyMeHTa <8> - npocTaBrieHne Ha JOKYMeHTEe HEOBXOAMMbIX PEKBU3UTOB;

<8> TMyukt 52 TOCTa P 7.0.8.-2013 Cwucrema cTaHgapToB MO WHGoOpMauuu,
6mbnmnoteyHomMy 1 musgatenbckoMy Aeny. [enonpousBoACcTBO U apXUBHOE Aerno. TepMuHbl U
onpeaenenus. - M.: CtangaptuHdopm, 2014,

MoanucaHne (OOKymeHTa) <9> - BblpaXeHue OTBETCTBEHHOCTU 3a cogep)KaHue



AOKyMEHTa NocpeacTBOM 3aBepeHusi ero cCO6CTBEHHOPYYHOM MOAMUCHID AOSHKHOCTHOMO UK
domsnyeckoro nuua;

<9> MyHKT 57, Tam xe.

Moanucbk <10> - pekBM3uT, cogepXawmnn cOBCTBEHHOPYYHYIO POCAUCL OOSMKHOCTHOIO
nnn rsnyeckoro nuua;

<10> lyHKT 58, Tam xe.

PernctpaunoHHbIn HOMep AOKYMeHTa (PerMcTpaumMoHHbIN MHOEKC AOKyMeHTa) <11> -
undpposoe unu BykBeHHO-UMPpPoBOe 0003HavYeHMe, npucBaMBaemoe [OOKYMEHTY Mpu ero
pervcTpauuu;

<11> lyHKT 85, Tam xe.

PekBn3nT gokymeHTa <12> - aneMeHT 4OKYMeHTa, HeobXxoauMbIN A5t €ro 0POPMAEHUS U
opraHusaummn paboTbl C HUM;

<12> TlyHkT 4 [MpaBun genonpousBoacTBa B doefepanbHbIX opraHax MCNONHUTENbHON
Bnactu (yreepxaeHol [NoctaHoBneHunem lNpasutensctea Poccuiickon degepaumm ot 15 mioHs
2009 r. N 477) (CobpaHue 3akoHopaTtenbctBa Poccunckon ®egepaumm 2009, N 25, cT. 3060;
2011, N 37, c1. 5263; 2016, N 18, cT. 2641).

OnekTpoHHaa nognucb <13> - wuWHQoOpmauuss B 3NEKTPOHHOM opme, KoTopas
npucoeavHeHa K Opyrod WHgopmMaumm B 9nekTpoHHon dopme  (noanvcbiBaemom
MHdOpMaUUKn) UM MHbIM 06pPa3oM CBsi3aHa C TaKOW MHpOPMaUMEN N KOTopas UCNONb3yeTcs
Ans onpegeneHns nuua, NoAnucbiBatoLLEero MHopmMawuio;

<13> lMyHkT 1 cTtatbn 2 degepanbHoro 3akoHa ot 6 anpens 2011 r. N 63-03 "O6
anekTpoHHon noanucu" (CobpaHue 3akoHoaaTenbcTBa Poccuinckon denepaumm, 2011, N 15,
cT. 2036; 2011, N 27, cT. 3880; 2012, N 29, cT. 3988; 2013, NN 14, cT1. 1668, N 27, cT. 3463, N
27, ct. 3477; 2014, N 11, c1. 1098, N 26 (u. 1), cT. 3390; 2016, N 1 (4. 1), cT. 65, N 26 (4. I), cT.
3889).

ONEKTPOHHbLIN AOKYMEHT <14> - OOKYMEHTUpOBaHHAA MHGOpMaums, npeacTtaBreHHas B
3NEeKTpoOHHOM dopme, TO ecTb B Buae, MNPUrOAHOM [ANS  BOCMPUATUA YEerIOBEKOM C
NCNONb30BaHMEM SNEKTPOHHbLIX BbIMUCAUTENbBHbLIX MalUWH, a Takke And nepegaym no
MH(POPMALNOHHO-TENEKOMMYHUKALMOHHBIM  CEeTSIM  Unn  06paboTtkm B  MHEAOPMaLMOHHbIX
cucremax.



<14> MNMoanyHkKT 11.1 ctatbn 2 PenepanbHoro 3akoHa ot 27 mnonsa 2006 r. N 149-03 "O6
MHdopMauuKn, MHEPOPMALMOHHBIX TexHonormsax m o 3awute uHdopmaumn" (CobpaHue
3akoHopatenbcTBa Poccunckon depepaumn, 2006, N 31, ct. 3448; 2010, N 31, cT1. 4196;
2011, N 15, c1. 2038, N 30, ct. 4600; 2012, N 31, c1. 4328; 2013, N 14, c1. 1658, N 23, cT.
2870, N 27, ct. 3479, N 52, cT. 6961, 6963; 2014, N 19, c1. 2302, N 30, cT. 4223, N 30, cT.
4243, N 48, cT. 6645; 2015, N 1, cT. 84, N 27, c1. 3979, N 29, cT. 4389, N 29, cT. 4390; 2016,
N 26, cT. 3877, N 28, cT. 4558, N 52, c1. 7491, N 52, cT. 7491; 2017, N 18, cT1. 2664, N 24, cT.
3478, N 25, c1. 3596, N 27, cT. 3953, N 31, cT1. 4825, 4827, N 48, cT. 7051; 2018, N 1, CT. 66;
N 18, c1. 2572; N 27, cT. 3956; N 30, cT. 4546).

NHble noHATMS wucnonb3yloTca B MeToamMyeckux pekoMeHZauusix B 3HaYeHuw,
cootBeTcTtBytowem [OCT P 7.0.8-2013 "Cuctema cTtaHgapTtoB no 6ubnuotevyHoMmy w
n3gatensckomy geny. [enonpomsBoaCcTBO U apxuBHOe Aeno. TepMuHbl M onpegeneHns”
<15>.

<15> TOCT P 7.0.8-2013 Cuctema ctaHgapToB N0 MHGOpMaLMM, BGUOBNMOTEYHOMY U
nsgatenbckomy geny. [1enonpomsBoACcTBO M apxMBHOE Aeno. TepMuHbl 1 onpegenenus. - M.:
CtaHgapTtuHdpopm, 2014.

3. OBLUME TPEBOBAHUA K CO3OAHUIO AOKYMEHTOB

3.1. [lokyMeHTbl MOryT co3gaBaTbCsl Ha BYMaXHOM HOCUTENe U B 3NEKTPOHHOW dhopme ¢
cobnogeHmem ycTaHOBNEHHbIX NpaBuni 0hOPMIeHNst 4OKYMEHTOB.

3.2. [lonyckaeTcs co3fgaHne AOKYMEHTOB Ha NULIEBOW M 060POTHON cTopoHax nucTa. MNpu
[IBYCTOPOHHEM MevyaTaHny [OKYMEHTOB LLUMPWMHA NEBOro MNons Ha NULEBON CTOPOHE nucta u
npaBoro nons Ha 06opPOTHOWN CTOPOHE NUCTA AOMKHbI ObITb PaBHBbI.

Mpy co3gaHWM OOKyMeHTa Ha [OByX M 0Oonee cTpaHuuax BTOpYyl M rnocregyowme
CTpaHuLbl HYMEpPY!HOT.

Homepa cTpaHuL nNpoCcTaBnawTCA MocepeavHe BepxXHero nons [OOKyMeHTa Ha
paccTosHUM He MeHee 10 MM OT BEpPXHEro Kpas nucra.

Mpn odopmneHMn [OOKYMEeHTa, 3aHMMAaloLWero HecKonbKo fUCTOB, Ha OGnaHke
odopmMnAeTcAa TOMbKO NepBbI JIUCT.

3.3. Ona wu3rotoBneHuss OOKYMEHTOB WCMOMb3ylTCcs CBOOOOHO pacnpoCTpaHsieMble
LWPM@TbI N0 BbIGOPY OpraHn3auuun, BXogsLWmMe B CTaH4APTHbIA NakeT 0UCHOro NPOrpamMmMHOro
obecne4veHus.

Pasmep wpndpta-N 12 - 14,

Mpw cocTaBneHun Tabnuy OonyckaeTcsl UCMoNb3oBaHWe LWPUEDTOB MEHbLLUMX pa3MepoB
(mo N 10, 11).



B WMHcTpykumMmn no oenonpovs3BOACTBY PEKOMEHAYETCS YCTaHOBUTb €OUHYK TapHUTYpY
WwpndTa ANs BCEX OPraHM3aLMOHHO-pacnopsanTenbHbIX JOKYMEHTOB.

3.4 Tabnuubl 1 rpacdmkn MoryT pacnonaraTbCs Ha nucte GymarM C UCNONb30BaHUEM
anb60MHON OpUeHTauun CTpaHuLbI.

3.5. AG3auHbI OTCTYN TEKCTa AOKyMeHTa - 1,25 cm.

3aronoBku pasgenoB w1 nopgpasgesioB ne4vyatarwTcAa C ab3auHbim OTCTYyrnomMm wInn
LEHTPUPYIOTCA NO LUMPUHE TEKCTA.

3.6. MHorocTpoyHble pPeKBU3UTbI MNevyaTalTcsa 4Yepe3 OOMH MEXCTPOYHbLIM WHTepBan,
COCTaBHbl€ YaCTN PEKBU3NTOB MOTYT OTAENATHCH AOMNOMHUTENBHBIM UHTEPBAsIOM.

[AnvHa camon OfIMHHOW CTPOKW PEeKBU3UTa MpWU YriiOBOM PacrofiOXXeHUN PEKBU3UTOB He
Gonee 7,5 cm.

[nvHa camon ANMHHOM CTPOKW peKBU3UTa Npu NPOAONIbHOM PacrnofiOXXEeHUN PeKBU3NTOB
He bonee 12 cm.

CTpOKM peKBU3NTOB BblpaBHMBAKOTCS MO FIEBOW rpaHuLe 30HbI PACTONOXEHUS peKBU3MTA
UNn LLeHTPUPYIOTCSt OTHOCUTENBbHO CaMOW ANIMHHOW CTPOKM.

3.7. PekBunauntbl "nognuck” n/mnu "rpud cornacoBaHmnsa" OofmKHbI MOMELWATLCS Ha OOHON
CTpaHuue C TEeKCTOM AOKyMeHTa. He gonyckaeTcs nepeHoC 3TUX PEKBU3UTOB AOKYMEHTa Ha
OTAENbHbIN NNCT <16>.

<16> WcknioueHunem sensietca JINct cornacoBaHusi, oopMnsieMbld Npu Hanuyum donee
4-x rpucoB cornacoBaHus.

3.8. Tekct OOKYMEHTa BblpaBHMUBAETCA MO LWUPpUHE JIUCTa (I'IO rpaHmnuam Jriesoro um
npaBoro nonemn ﬂ,OKyMeHTa) N nevyartaeTcd 4yepes 1-1,5 MEeXCTPOYHbIX MHTEpPBasa.

Ecnu fOKyMEHT roToBUTCA AN U3[aHUS C YMeHblUeHneM maclutaba, TEKCT nevyaTaeTcs
yepes ABa MHTepBana.

NHTepBan mexay 6ykBamu B CrioBax - OObIYHbIN.
NHTepBan mexay cnosamu - oguH npoben.

3.9. JlokanbHbiMK HOPMAaTMBHbIMU aKTaMi OpraHmn3aunnm MoXeT ObITb npegycMmoTpeHo
BblaesieHne oTaeribHbIX PEKBU3SNTOB, a TaKXe (bpaFMeHTOB TEKCTa NONTY>XUPHbIM UJpI/I(*)TOM.

Mpn ocopMneHnn OKYMEHTOB HE pPeKkoMeHAYyeTCs UCMOoMb30oBaTbh HayepTaHue wpudTa
"KypcuB" 1 nogyepkmBaHue TekcTa.

3.10. HopmaTuBHblEe aKkTbl OpraHuM3auuu, a Takke MHble MHOroCTpaHW4YHblE LOKYMEHThI
MOryT 0odPOpMIIATLCA € TUTYNbHbIM NicToM (MpunoxeHne N 1).



Ha TuTynbHOM nucTe OOKYMEHTa HOMep CTpaHuubl He YKasblBaeTCsl, HO YYUTbIBAETCS
npu obLien Hymepaumm CTpaHul,.

3.11. [JOKyMEHTbI, KaK 3fIEKTPOHHbIE, TaK U HA ByMaKHOM HocuTene, MOryT Co3gaBaTbCs
C WCMONb30BaHNMEM MNPOrpamMMHOro obecnedyeHnss - TEKCTOBbIX, TabnunyHbIX penakTopoB,
CUCTEM 3NEKTPOHHOro AoKymeHToobopoTa (ganee - C3[1), obecneumBarolmx co3gaHue,
NpPOCMOTP 1 pefakTupoBaHMe LJOKYMEHTOB - ¢ cobntogeHnem nonoxeHun CtaHgapTa.

B opraHmnsauum mMoryTt ncnonb3oBaThbCs 3MEKTPOHHbIE KOMUM AOKYMEHTOB, NOfyYaeMble B
pesynbTaTe oundpoBKM (Hanpumep, CKaHMPOBaHMS) OOKYMEHTOB Ha OGyMaXXHOM HocuTene.
OneKTpoHHas Komusi OOKyMeHTa [ofbkHa OblTb 4MTaeMol, He coaepxaTb MnepeBepHYTbIX
N306pakeHni CTpaHuL, He HapyLlaTb HyMepauuio CTpaHuL,

[na 9NeKTPOHHbIX KONUK AOKYMEHTOB pekoMeHayeTcs ucnons3osatb goopmat PDF.

4. O®OOPMJIEHMUE PEKBU3UTOB NOKYMEHTOB

OpraHusaLnoHHo-pacnopsanTenbHble  JOKYMEHTbl  OOMKHbl  UMETb  YCTaHOBIEHHbIV
COCTaB PEKBM3UTOB U NpaBuna nx opopmreHus.

ONEeKTPOHHbIE  [OOKYMEHTbl AOMMKHblI  ObiTb  OcopMneHbl nNo  obwym  npasunam
Aernonpon3BOACTBa U UMETb PEKBU3UTBI, YCTAHOBIEHHbIE AN aHaNoOrM4YHOro JOKYMeHTa Ha
OymMaxHOM HocuTene, 3a UCKNoYeHnem peksuanTa "locyaapctBeHHbIn repb Poccuickon
depnepaumn” <17>.

<17> lMNyHkTt 38 lNpaBun genonponsBoAcTBa B hedeparbHbiX opraHax UCMONMHUTESTbHON
BnacTn, yTBepXAeHHbIX noctaHoBneHuem [lpasutenbctBa Poccunckon depepaumm ot 15
nioHa 2009 r. N 477 (CobpaHue 3akoHogaTenbctBa Poccuinckon ®egepaumm 2009, N 25, cT.
3060; 2011, N 37, cT. 5263; 2016, N 18, cT. 2641).

CoctaB 1 ochopmneHne pekBnsnToB yctaHaenueatoTca CtaHgaptoMm. CocTaB peKBU3NTOB
KOHKPETHOro JOKyMeHTa onpeaensercs ero BUAOM U pa3HOBUAHOCTLIO.

CTaH,D,apT yCTaHaBIMBaeT Cﬂeﬂ,yI-OLIJ,I/II7I COCTaB PEKBU3NTOB
opraHun3aumMoHHO-pacnopAagnTesribHbIX JOKYMEHTOB!

01 - rep6 (FlocynapctBeHHbI repd Poccuickon ®epepaunn, repb cybvekta Poccuimnckon
depepaumm, repb (repanbanyeckuii 3Hak) MyHUUmnanbHoro obpasoBaHuns);

02 - ambnema;

03 - ToBapHbIN 3HaK (3HaK 06CnyxmMBaHUs);

04 - kog opMbl AOKYMEHTA;

05 - HaMmeHOBaHWe opraHn3aumm - aBTopa AOKYMEHTA;

06 - HaumeHoBaHWe CTPYKTYPHOro nogpasaeneHund - aBTopa AOKYMEHTA,



07 - HauMeHoBaHMe JOMKHOCTM NULA - aBTopa LOKYMEHTA;
08 - cnpaBo4YHble AaHHbIE 006 opraHmn3auuu;

09 - HanmeHoBaHWe BMOa AOKYMEHTA;

10 - paTa OOKYMEHTa;

11 - perucTpaumoHHbI HOMEP LOKYMEHTA;

12 - ccbinka Ha perncTpaunoHHbIi HOMEpP 1 AaTy NOCTYNUBLLETO LOKYMEHTA;
13 - MecTO cocTaBneHns (M3gaHns) AOKYMEHTa;
14 - rpud orpaHnyeHnss JocTyna K JOKYMEHTY;
15 - agpecar;

16 - rpud yTBEPXKOEHUS AOKYMEHTA;

17 - 3aronoBOK K TEKCTY;

18 - TeKCT AOKYMEHTa;

19 - oTMETKa 0 NPUNOXEHWUHU;

20 - rpud cornacoBaHsa JOKYMEHTa;

21 - BM33a;

22 - NoAnuch;

23 - oTMeTKa 06 3NeKTPOHHOW NoanNucK;

24 - nevartb;

25 - otmeTka 06 ncnonHuTene;

26 - OTMETKa 0 3aBEPEHUN KOMUK;

27 - oTMETKa 0 NOCTYNfIeHUN JOKYMEHTA;

28 - pesonoums;

29 - oTMETKa O KOHTpOne;

30 - oTMeTKa 0 HanpasneHnn JOKYMeHTa B Aero.

41. Tep6 (FocymapctBeHHbIn repb6 Poccunckon depepauun, repd cybbekTa
Poccunckon ®epepauum, repb (repanbAnveckni 3Hak) MyHULMNanbLHOro oopasoBaHus)



'ep6 (MocymapcTtBeHHbIn repb Poccuinckon Pepepaummn, repd cybbekta Poccumnckon
depnepaumm, repb (repanbanyecKknin 3Hak) MyHUUMNanbHOro ob6pasoBaHns) BOCNPON3BOAUTCSA
Ha GnaHkax JOKYMEHTOB B COOTBETCTBUM C PeaepanbHbiM KOHCTUTYLIMOHHBIM 3aKOHOM OT 25
aekabpss 2000 r. N 2-®K3 "O TlocypapctBeHHOM repbe Poccunckon depepaummn” <18>,
3aKoHoAaTeNbHbIMA M MHbIMM HOPMAaTMBHBLIMW MPaBOBbLIMW akTaMu CybGbeKkToB Poccuinckomn
depepaunmn, yctaBamm U HOPMaTUBHLIMW NPABOBbLIMM akTaMu MpeacTaBUTENbHbBIX OpraHoB
MyHULUMNanbHbIX 0Opa3oBaHUi.

<18> ®depepanbHbIi KOHCTUTYUMOHHbLIN 3akoH OT 25 pgekabpst 2000 r. N 2-©K3 "O
locygapctBeHHoM repbe  Poccunckon  ®depepaunn” (CobpaHve  3akoHopaTenbCcTBa
Poccuinckon ®egepaunn, 2000, N 52, ct. 5021; 2002, N 28, ct. 2780; 2003, N 27, cT. 2696;
2009, N 46, c1. 5417; 2010, N 1, cT. 1; 2013, N 30, cT. 4022; 2014, N 11, cT. 1088).

N3obpaxeHne repba (lFocypapctBeHHoro repba Poccuinckon Pepepaumm, repba
cybbekta Poccuinckon ®epepauunmn, repba (repanb4uMyeckoro 3Haka) MyHMLMNarbHOro
obGpas3oBaHusl) nomewaeTcsa nocepeanHe BepxHEro nons ©OnaHka AOOKymMeHTa Hapg
PEKBM3UTaMM OpraHu3auumn - aBTopa AOKYMEHTa, Ha paccTtosHunm 10 MM OT BEPXHEro Kpas
nucta <19>.

<19> TlonyXupHbIM LWPUPTOM B TekcTe MeToanyeckux pekoMeHLauun BblOENAKTCS
nseneveHuns n3 Ctangapra.

BapuaHt  wm3obpaxeHna  [ocygapcTBeHHoro  repba  Poccuickon — ®epepaunmn
onpeaensieTcsl BUAOM AOKYMEHTa M CTaTyCOM U34atoLLEero ero opraHa B COOTBETCTBUM CO CT. 3
degepanbHOro KOHCTUTYUMOHHOrO 3akoHa OT 25 pgekabpa 2000 r. N 2-0K3 "O
MocypnapctBeHHOM repbe Poccuinckon degepaumn” <20>.

<20> Ctatba 3 ®degepanbHOro KOHCTUTYUMOHHOIO 3akoHa oT 25 gekabpst 2000 r. N
2-®K3 "O lNocygnapctBeHHoM repbe Poccunckon Pepepauun” (CobpaHme 3akoHogaTenbCcTBa
Poccuinckon ®egepaunn, 2000, N 52, ct. 5021; 2002, N 28, ct. 2780; 2003, N 27, cT. 2696;
2009, N 46, c1. 5417; 2010, N 1, cT. 1; 2013, N 30, cT. 4022; 2014, N 11, cT. 1088).

epbbl cybbekToB Poccuiickon deaepaumm ycTaHaBNMBaOTCA UX 3aKOHaMW.

epObl (repanbanyeckne 3Hakn) MyHUUMNanbHbIX 06pas3oBaHUn yTBEPXKOAKTCS yCTaBaMm
COOTBETCTBYHOLUMX MyHMUMMANbHbIX 0Opa3oBaHW UMM NPaBOBbIMW akTamMn (peLueHUaMM,
NOCTaHOBMNEHNSIMWN) MpPeACcTaBUTENbHbLIX OpraHoB MyHWUUMNanbHbIX obpasoBaHuW. B yctasax
UM MOCTAHOBIEHUAX  (pelleHnsiX) MpeacTaBuUTENbHbIX  OpPraHoB  MyHUUMNANbHbIX
obpasoBaHu (coBeToB, CcOOpaHui) OroBapMBaeTCA COCTaB BWMAOB [OOKYMEHTOB C
BocnpousBegeHmeMm repba (repanbOudecKoro 3Haka) W BapuaHT  BOCMNPOW3BEAEHMS
(oQHOLBETHBIN UM MHOTOLBETHbIN).

4.2. dmbnema



Ombnema, paspaboTaHHas 1 yTBEpXXOEeHHas B YCTAaHOBMEHHOM MOpsiAKe, pa3MeLLaeTcs B
COOTBETCTBUN C HOPMATUBHbLIMU NMPABOBLIMM akTamMn Ha GriaHKax U SMNEKTPOHHbIX LWabnoHax
AOKYMEHTOB:

- cbe,u,epaanblx opraHoB FOcyﬂ,apCTBeHHOIZ BNacTH;
- TepputTopunarnbHbliX opraHoB cbe,u,epaanblx opraHoB rocyuapCTBeHHoM BNacTH;
- rocyaapCTBEHHbIX N HEToCyaapCTBEHHbIX Opl'aHVI3aLI,VIl7I.

N3o06paxkeHne ambnembl nomellaeTcsa nocepeamHe BepxHero nongd 6raHka AOKyMeHTa
HaZ pPeKBM3MTaMM OpraHM3auun - aBTopa AOKYMEHTA, Ha paccTosHMn 10 MM OT BEPXHEro kpas
nucta. B 6GnaHkax € yrnoBbiM pacnofioKEHWEM PEKBM3UTOB M300paxeHne amMbnembl
nomeLlaeTcsa nocepeanHe BEPXHEro rnonsi 30Hbl, 3aHATON pekBM3nTamm bnaHka.

4.3. ToBapHbI1 3HaK (3HaK o6cnyXXxuBaHus)

ToBapHbIN 3HaK (3HaK 0BCNY>XMBAHWS), 3apPErMCTPUPOBAHHbBIA B YCTAHOBAEHHOM Nopsake
<21>, BOCNpomn3BOANTCA Ha BnaHkax opraHu3auuin B COOTBETCTBUM C YCTABOM (MONOXEHNEM
06 opraHusauum). MN3obpaxeHne TOBApHOrOo 3HaKa (3Haka oO6CnyXMBaHUSA) MNoMeLlaeTcs
nocepeavHe BepxHero nons 6naHka AOKYMeHTa Hah pekBu3uTaMu opraHu3aumm - aBTopa
AOKyMeHTa Ha pacctosHum 10 MM OT BEpxXHero Kpas nucta Wnu crneBa Ha YpPOBHe
HaMMeHOBaHWS OpraHuM3auuu - aBTopa AOKyMeHTa (QonyckaeTcsl 3axBaTtbiBaTb YacTb f1€BOro
nons).

<21> Ctatbsa 1503 4yeTBepTOM YacTu [paxkgaHckoro kogekca Poccurckon degepaunm ot
18 pekabpsa 2006 r. N 230-93.

N3o6paxkeHne TOBapHOro 3Haka (3Haka obcnyXxmBaHWSA) PErucTpupyeTcs B MNOpsiake,
YCTaHOBJIEHHOM HOpPMaTMBHbIMU MpaBoBbiMM akTamu Poccuinckon depepaumn. ToBapHbIn
3HaK n3obpaxaeTtcs (BOCNPOM3BOAMTCSH) HA AOKYMEHTaxX B COOTBETCTBMM CO CBMAETENBbCTBOM
Ha TOBapHbIM 3HaK (3HakK obcnyxuBaHWs). ToBapHbIM 3HAK MOXeT ObiTb pasmelleH Ha
AOKyMeHTauumn, CBsI3aHHOW C BBEAEHMEM TOBapOB B rpaxgaHCkum obopoT <22> - nucbmax,
HaknagHbIX 1 ap.

<22> Ctatbs 1484 yeTtBepTON Yactu ['paxgaHckoro kogekca Poccurickon degepaumm ot
18 nekabps 2006 r. N 230-3.

Hapsigy ¢ ToBapHbIM 3HaKoM (3HakOM 0b6CnyxmBaHWs), Ha BnaHkax OOKYMEHTOB MOXET
yKasblBaTbCsl KOMMepYyeckoe obo3HayeHue opugmyeckoro nuua. Kommepyeckoe 0603HaqeHmne
He sBnseTCAa (OUPMEHHBbIM HAaMMEHOBAHMEM M HE NOLNEXUT 06A3aTeNlbHOMY BKITHOMEHUIO B
ydpeanTernbHble JOKYMEHTbI U € ANHbIN rOCY4apCTBEHHbIV PEeecTp Hpnanyecknx nuy <23>.




<23> CtaTtbs 1538 yeTBepTon Yactu [paxxgaHckoro kogekca Poccurickon degepaunm ot
18 pnekabps 2006 r. N 230-P3.

4.4. Kon bopMbl AOKYMeHTa

Kog cdopmbl fokymeHTa npocTaBnsieTcs Ha YHUULMPOBaHHLIX dOpMax AOKYMEHTOB B
cootBeTcTBUN C OBLLEPOCCUNCKUM  KIacCUUKaTOPOM  ynpaBreHYeckon [OKYMeHTauum
(OKY) wnn nokanbHbIM KnaccudpukaTtopoMm, pacnosiaraetca B MNPaBOM BEPXHEM Yrny
paboyero nonsa JOKYMeHTa, COCTOUT 13 croB "dopma no..." (HaMmeHoBaHWe KnaccudukaTopa)
N UMpoBoro Koaa.

Hanpumep:

®opma no OKY[] 0211151

[onycTMmMo opopMnNATL PEKBU3UT CriedyoLLMM 0Gpasom:

OKy[ 0211151

Ecnn koo dopmbl [OKYMEHTa yCTaHaBnMBaEeTCsA KrnaccuuKaTopoM opraHumsauumu,
yKa3blBaeTCHA ero Ha3BaHue.

4.5. HanmeHoBaHue opraHunsauuum - aBTopa AOKYyMEeHTa

HanmeHoBaHne opraHusdaumun - aBTOpa AOKYMeHTa BKM4YaeTcd B GraHk JOKyMeHTa B
COOTBETCTBUM C HAMMEHOBAHWEM OPUONYECKOro N1La, 3aKpenreHHbIM B ero yYpeauTernbHbIX
AOKyMeHTax (ycTaBe UIn NoroXeHun).

Mog HaumeHoBaHWeM opraHuM3auum B ckobkax  ykasblBaeTcsl — COKpalleHHoe
HaVMeHOBaHWe opraHM3aumu, eCiiu OHO NPeAYCMOTPEHO YCTAaBOM (MONOXKEHUEM).

Hag HaumeHoBaHMEM opraHu3auuMn - aBTopa [OKYMeHTa YKasblBaeTCs MNOSHOEe WM
COKpaLLleHHOe HavMeHOBaHWe BhILLECTOSILLEN OpraHn3auum (Mpu ee Hanuyum).

Hanpumep:

MwuHkomcBA3b Poccun
depeparnbHoOe rocyaapCTBEHHOE YHUTAPHOE NpeanpusTme
"CBA3b - besonacHocTb"

HavmeHoBaHne  cunuana, TepputopuanbHo  060COGNEHHOro  noapasaeneHus,
npeacTaBMTENbCTBA YKasbiBaeTCs, €CNN OHO ABMAETCH aBTOPOM [OKYMEHTa, U pacrnonaraeTcs
HUKE HaVMEHOBaHWNA opraHu3aLum.

HanmeHoBaHue OpraHmn3auumn BKro4aerT:



- HasBaHMe OpraHusaunoHHo-npaBoBon  ¢opMmbl  (hbeaepanbHoe  OroaxeTHoe
yuypexneHme, akumoHepHoe obLLecTBo, 06LWEeCTBO C OrpaHNYEHHON OTBETCTBEHHOCTLIO U Ap.);

- cobcTBEHHOE HanMeHoBaHue opraHmsaumm (Bcepoccumckun
Hay4HO-MccnenoBaTeNbCKUA MHCTUTYT JOKYMEHTOBEAEHUSA N apXMBHOIO Aena).

BknoyeHMe B HaMMEHOBaHME HOPMOMYECKOro nunua oduumanbHOro HauMeHOBaHUSA
"Poccunckaa depepaums” wunm  "Poccus", a Takke CnoB, MNPOM3BOAHbLIX OT 3TOro
HauMeHOBaHWA, OOMYyCKaeTCa B criydasx, NpeayCMOTPEHHbIX 3aKOHOM, ykasamu [NpeaungeHTta
Poccunckon depepaunm unm noctaHosneHmsmn [lNpaButensctea Poccuiickon depepauum,
nmMbo Ha OCHOBaHWMM paspeLleHusi, BbiAaHHOMO B NMopsiake, yCTaHOBNEHHOM [1paBUTensLCTBOM
Poccunckon ®epepaunn <24>.

<24> TyHkT 1 ctaTtbn 54 yactn nepson [paxagaHckoro kogekca Poccuickon ®epepauyunu
oT 30 HosBpsa 2004 r. N 51-93.

HanmeHoBaHusa opraHudaumi cybbektoB Poccunckon degepaumm, MMeLWmMX Hapsay C
rocyaapcTBeHHbIM A3blkoM Poccuiickon ®efepaumm rocygapCTBEHHbIN A3blK pecnybnuk B
coctaBe Poccuiickon ®enepaumm, neyatatoT Ha ABYX Unu BGonee s3blkax: rocygapCTBEHHOM U
HaumoHanbHoM(bIX). HanmeHoBaHMe opraHM3aummn Ha rocygapCTBEHHOM S3blke pecnybnuku B
coctaBe Poccurckon ®Pepepauum pekoMeHOyeTCca pacrnonaratb HWKe wunuM cnpasa oOT
HaMMeHOBaHNA Ha PYCCKOM A3blke <25>.

<25> JT1a pekomeHngaumsa snepsble BknoveHa B TOCT P 6.30-2003 B pa3suTtue craTen
16 n 17 depepanbHoro 3akoHa oT 25 oktabps 1991 r. N 1807-1 "O asbikax HapoaoB
Poccunckon ®depepauun” (Begomoctn CHO n BC PCOCP, 12, 1991, N 50, ct. 1740;
CobpaHue 3akoHogaTenbcTBa Poccuinckon ®egepaumm, 1998, N 31, ct. 3804; 2002, N 50, cT.
4926; 2013, N 27, c1. 3477; 2014, N 11, cT. 1094).

Ecnu OOKYMEHT noAarotaBnmMBaeTcd COBMECTHO OBYMA WU Gonee opraHmsauunamMmm, TO
HanMmeHoBaHNA OpFaHI/I38LI,Ml7I cnegyetr neyatatb Ha 4YUCTOM  JIUCTE 6ymar|/|. |_|pl/l
CUCTEMaTUYECKOM MOArOTOBKE COBMECTHbIX OOKYMEHTOB OJ14 HUX MOXEeT MU3rotaBJIMBaTbCA
OnaHk. HanmeHoBaHus opraHmsau,Mﬁ pacnonaratoT Ha O4AHOM YypPOBHE.

4.6. HanmeHoBaHMe CTPYKTYpPHOro noapasaesieHust - aBTopa AOKyMeHTa <26>

<26> PekBu3nT Bnepsble BBeaeH CTaHgapToOM.

HanmeHoBaHWe CTPyKTypHOro mnogpasgeneHvs - aBTopa AOKyMeHTa (B TOM 4uchne
dwvnvana, otaeneHusl, NPeAcTaBUTENbCTBA, KONNernanbHOro, CoBellaTenbHOro WM MHOro
opraHa) ucnonb3yetcss B OnaHkax nucemM M OnaHKax KOHKPETHbIX BWMAOB [OOKYMEHTOB
COOTBETCTBYIOLLMX NoapasaeneHnin (opraHoB) B COOTBETCTBUM C JTIOKaTNbHbIMW HOPMAaTUBHBLIMU
aKTamu 1 ykasblBaeTcsl NoJ HaumMeHOBaHUEM OpraHM3aLmun.



PeweHne 06 ncnonb3oBaHMn GNaHKOB CTPYKTYPHBLIX NogpasaeneHnii (o genernpoBaHum
CTPYKTYPHOMY NoApasgenieHnio npaBa camMoCTOSiTENIbHO BECTU NMEPENUCKY C opraHv3aumsimm
Ha cobCcTBeHHOM OnaHke wnuM u3gaBaTb pacrnopsauTenbHble  [OKYMEHThbl) MpUHUMaeT
PYKOBOAMTENb OpraHu3aumm Unn MHoe YNoSTHOMOYEHHOE UM NULIO.

4.7. HanmeHOBaHMe OOJIKHOCTYU NMLUA - aBTOpa AOKYMeHTa <27>

<27> PekBun3nT Bnepsble BBeaeH CtaHgapToM.

HanmeHoBaHMe OOMKHOCTM nnua - aBToOpa AOKyMeHTa MUCMNOoJIb3yeTCH B GnaHkax nucem n
pacnopagunTenbHbIX JOKYMEHTOB 1 pacrnofiaraeTcd nog HamMeHoBaHeM opraHu3aunn.

HanmeHoBaHWe OOMKHOCTU NnMua - aBTopa AOKYMEHTA YyKasblBaeTCs B COOTBETCTBUM C
HaMMeHOBaHWEM, MpPUBEOEHHbIM B pacnopsiAMTeNlbHOM [OOKYMEHTE O HasHayeHun Ha
JOJTKHOCTb.

HanmeHoBaHMe OOMKHOCTU nuua - aBTopa AOKYMEHTa pa3MeLlaeTca Takke Ha braHkax
pacnopsanTenbHblX AOKYMEHTOB (pacrnopsiKeHun, NpuKasos), M3gaBaeMbiX PYKOBOAUTENAMMU
cybbvektoB Poccuiickon degepaumm M rnaBamMyv  MyHuuMnanbHbiXx obpasoBaHun (6GnaHku
pacrnopsbkeHun rybepHaTopos, rfaB ropof4os, panoHoOB U1 Ap.).

PekBM3nT npuMeHsoT Takke B OnaHkax nucem u pacnopsautenbHbIX OOKYMEHTOB
PYKOBOAUTENEN CaMOCTOATESbHbIX CTPYKTYPHbIX MOApPasfdeneHnin opraHusauun, ecnu
PYKOBOAUTENb CTPYKTYPHOro NoapasaeneHns HageneH Takum npaBom.

4.8. CnpaBoYHble AaHHble 06 opraHusauum

CnpaBoyYHble OaHHble 006 opraHu3aumM ykasbiBalTCA B OnaHkax MMCEM U BKMoYawoT
cBeAeHusi, Heobxoanmble Ansi ocyLecTBNeHUs UHPoOPMaLUNOHHOro obmeHa:

MOYTOBLIN aApec opraHuM3aumy (OOMONHUTENbHO MOXET YyKasblBaTbCA adpec MecTa
HaxoXaeHWs oPMANYECKOro NLa, ecrin OH He COBMagaeT C NOYTOBbLIM aapecoMm);

HoMep TenedoHa, dpakca, aapec NEKTPOHHOW NoYThI, CETEBOW afpec.

,D,J'IFI BCeX OpFaHI/I3aU,I/IIZ, KpomMme opraHoB FOCWJ,apCTBeHHOﬁ BNnactn n opraHoB MeCTHOro
caMoynpaBlieHNA, TakKKe yKa3blBaeTCA:

Kog opraHmdaumm no OBLLEepoCcCcMnCcKoMy KnaccudukaTopy npeanpuaTmin n opraHmM3aumm
(OKMO), ocHoBHOW rocygapCTBEHHbIN PEMMCTPaLMOHHbBIN HOMep opraHnsauumn (OMPH);

NOEHTUMUKALNOHHBIN  HOMEp  Hanoronnatenblunka/kog NPUYMHBI  NOCTAHOBKM  Ha
Hanorosbln yyeT (MHH/KIIM).

MouToBLIN agpec ykasbiBaeTCs B COOTBETCTBMM C [MpaBMnammn okasaHusa ycryr noYToBOW
CBA3N <28>.




<28> TyHKT 22 [lpaBun okasaHusa yCryr NoOYTOBOW CBSI3W, YTBEPXAEHHbIX MPUKa3oM
MwuHUCTEpCTBa CBA3N M MacCOBbIX KOMMYHUKaunin Poccunckon ®egepaunmn ot 31 nona 2014
r. N 234 (BapeructpupoBaH B MuHuctepctee toctuumm Poccuiickon depepaumm 26 gekabps
2014 r. N 35442) c nameHeHnsiMn, BHECEHHbIMU NpUKa3oM MuHUCTEepCTBa CBSA3M U MACCOBbIX
KomMmyHukaumn Poccunckon depepaumm ot 13 cespana 2018 r. N 61 "O BHeceHuu
U3MeHeHnn B npukad MuHUCTEepcTBa CBSA3M U MAcCCOBbIX KOMMYHuKauumnm Poccunckon
®epepaumm ot 31.07.2014 N 234 "O6 yTBepxaeHum NpaBun okasaHus ycrnyr no4YToBomn cea3n”
(3apernctpmpoBaH B MuHuctepctee toctnuumn Poccuiickon ®epepaunn 28 mapta 2018 r. N
50545).

Homep TenedoHa (tpakca) ykasbiBaeTca rpynnamu umdp depes tupe. Ko ropopa
3akntoyaeTtca B ckobku: (495) 421-11-65.

MepeyeHb [AaHHbIX, BKMYEHHBIX B PEKBU3UT, He SBMNSIeTCA ucvepnbiBarowmm. [pu
ocbopMNEHMN ITOrO pPEKBU3MTA TaKKe MOryT yKasblBaTbCs OOMOSNHUTENbHblE CBeAeHus (O
NUUEH3UsX, NaTeHTax u ap.).

4.9. HaumeHoBaHue Buaa AOKyMeHTa

HaumeHoBaHMe Buaa OOKYMEHTa ykasbiBaeTCsl Ha BCEX AOKYMEHTaX, 3a WUCKMYEHUEM
AenoBbIX (CNyebHbIX) nucem.

Buabl opraHu3auMoHHO-NPaBOBLIX W  pacnopsaUTENbHbIX [OOKYMEHTOB, W3[daBaeMblX
opraHusauuen, ycTaHaBnMBaOTCA B 3aKOHOAATENbHbIX W WMHbIX HOPMAaTUBHbLIX MPaBOBbIX
aKkTax, B ycTaBe opraHusauun (MonoxeHun ob opraHmsaummn), MHbIX NoKanbHbIX HOPMATUBHBIX
aKTax.

Bua pnokymeHTa pacnonaraeTcsl nog pekBM3nTaMu aBTopa AOKYMEHTa (HaMMeHOBaHWEM
opraHusauum, HauMeHoBaHMEM CTPYKTYPHOrO MoapasfeneHns, HaMMeHOBaHWeM OOMKHOCTW)
1 nevyaTaeTcs NPOMUCHbIMU BykBaMM.

HanmeHoBaHWe B1aa OKyMeHTa AonyckaeTcsi iMcaTb CIIMTHO UMW BPaspsiakKy.

Hanpumep:

depepanbHoe rocygapcTtBeHHoe yHuTapHoe npeanpusatue "lMovra Poccnn®
(®ryr "Mouta Poccumn")
NMPUKAS

01.02.2018 N 12

MockBa

depeparnbHoe rocygapcTtBeHHoe yHuTapHoe npegnpusitue "Moyta Poccun'
(®ryr "Moyra Poccumn")
AKT
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4.10. ata AOKyMeHTa

[lata goKymMeHTa COOTBETCTBYET Aate nognucaHus (yTBepXXaeHus) 4OKyMeHTa (npukas,
pacnopsikeHue, NMCbMO) Unn gate cobbITUS, 3adOMKCUPOBAHHOIO B AOKYMEHTE (MPOTOKON).

[laTta akta MOXeT sABNATbCS:

- gaton cobbiTnda, ecnn akT dUKCUupyeT OAHOMOMEHTHO COBepLlaemoe AencTeue
(Hanpumep, nepegadvy matepuasibHbIX LEHHOCTEN);

- [JaTto noanucaHusi OOKYMeHTa, ecnu cobbliTe Obifio pacTsHYyTO BO BPEMEHMU
(Hanpumep, NpoBepKa), a TEKCT akTa Oblf NPUHAT Ha 3aKNIOYUTENBHOM 3acefaHn KOMUCCUMN.
B aToM cnyyae nepvog NpoBepKM yKa3blBAaeTCsl B TEKCTE aKTa.

PekomeHoyeTca [OOKyMeHTaM, M3OaHHbIM ABYyMsi unu  6Gonee  opraHuMsauusivu,
npuceamBaTb OAHY (eAnHy0) AaTy.

B cnyyae npocTtaBneHnsa agatbl Kaxgow W3 CTOPOH, MOAMNMCaBLUMX [OOKYMEHT, AaTown
AOKyMeHTa aBnseTcs gata nocrnegHero noanvcaHus.

[lata OokymeHTa 3anucbiBaeTcs B MocrnefoBaTenbHOCTU: AeHb Mecsua, Mecsid, roa
OAHWM 13 ABYX CNocoboB:

apabckumun undpamm, pasgeneHHoimmn Toukon: 05.06.2016;

CNOBECHO-LUMAPOBLIM cnocobom, Hanpumep: 5 nioHa 2016 T.

[ata nognucaHusa unu yTBepXaeHna OOKyMeHTa npocTaBnsieTcss paboTHMKaMu cryxobl
Aernonpon3BOACTBa, KOTOpble PerncTpupyroT AOKYMEHTbl, NpU YCMOBUW, YTO perucrpauus
AOKYMEHTa U, COOTBETCTBEHHO, [aTUPOBaHME OCYLUECTBMSAKTCA B [AeHb MOANUCAaHUS

(yTBEPXKAEHNA) AOKYMEHTA UK Ha cnegyowmnn paboumin geHb, ecnv AOKyMEHT 6bin nognucaH
B KOHLIe paboyero gHs.

MecTto npocTtaBlieHnda Oatbl Ha OOKYMEeHTEe 3aBUCUT OT MUCMNOJIb3yeMOoro O6naHka n Buaa
OOKYMEHTa. [ata moxeTt NpoCcTaBnATbLCA Ha cneuunaribHO oTBeadeHHOM AA Hee MecCTe.

Hanpumep, Ha 6naHke nucbma:

17.03.2018 N 21/07-10

Ha B6naHke npukasa:

depepanbHoe rocyfapcTeeHHoe 6oaxeTHoe yypexaeHue
Hay4yHo-nccnegoBsatenbckum MHCTUTYT "Bocxon"



(®rBY HUW "Bocxoa”)
MPUKA3

16 anpena 2018 r. N 125

MockBa

B akrax, npoTtokonax, cnpaBkax MecTO [aTbl onpeaensercs pasMeTKon 3arosiloBOYHOM
YacTu OOKyMeHTa. [pn yrnoBomM pacnosnioXeHun gata npocTaBrisieTcs OT N1IEBOro nossi.

Hanpumep:

®epepanbHoe rocygapcTBeHHOe
OrooKeTHOE yupexaeHme
HayuHo-uccnegoBaTenbCKUii UHCTUTYT
"Bocxog" (#I'bY HAWN "Bocxon”)
AKT

02.03.2018 N 15

MockBa

B poknagHbIx, crny>kebHbIX, OObACHUTENBHbLIX 3anuckax BO3MOXHO NPOCTaBfieHne aaTbl
HWXe pekBu3uTa "noganucb".

4.11. PernctpaumoHHbIN HOMEpP AOKYMeHTa

PernctpaunoHHbIn  HOMep  AOKyMeHTa - uudpoBorM wunm  BykBEHHO-LMPOBON
noeHTUMKaTop OOKYMEHTa, COCTOSALWMA U3 MOPSAKOBOrO HOMepa OOKYMEHTa, KOTOpbIv, Mo
YCMOTPEHUIO OpraHu3aumm, MOXeT [OMNOSHATLCA UMAPPOBbIMA UM OYKBEHHBIMU KOAAMM
(MvHOekcamn) B COOTBETCTBMM C WUCMNOMb3yeMbiMU Kraccudukatopamm (MHOEKCOM fena no
HOMEHKNaType Aen, KO4OM KOppecnoHAEeHTa, KOAOM AOMKHOCTHOrO nuua n ap.)

Ha pokymeHTe, COCTaBfeHHOM COBMECTHO [AByMs W 0Oonee opraHusaumsmu,
NPOCTaBNATCA  PEerncTpauuMoHHble HOMepa [OOKyMEeHTa, TMPUCBOEHHble KaXaon w3
opraHusaumn. PernctpaumoHHble HOMepa OTAensTCcs Apyr OT Apyra KOCOW 4YepTon u
NPOCTaBNATCA B NOPSAKE YKa3aHWs aBTOPOB B 3arofilOBOYHON YacTu JOKYMEHTA.

PernctpaunoHHeIn HOMeEp npocTaBnsieTCcAa Ha LOKYMEHTe Mocne ero NOANUCaHus
(yTBEpPXOEHMS).

4.12. Ccbinika Ha perucTpauuoHHbIW HOMep U AaTy NOCTYNUBLUEro JOKYMEHTa
Ccbinka Ha perMcTpaumMoHHbIN HOMep U AaTy NOCTYNMBLUErO AOKYMEHTa BKIOYaeT ero
NCXOOALLMIA PEMMCTPALNOHHBIA HOMEP M COOTBETCTBYIOLLYIO AaTy NOCTYMNMBLUErO LOKYMEHTA,

Ha KOTOpbIN JaeTcs OTBET.

Ccbinka Ha peFMCTpaLlMOHHbIVI HOMEp 1 AaTy noctynmBLllero OKymMeHTa nomMmeuwiaeTca Ha
OnaHke oTBETHOro nucbMa. He peKkomMeHOyeTCAd BKIo4YaTb ee B TEKCT AOKYMEHTa.



4.13. MecTo cocTtaBneHus (M3aaHus) AOKyMeHTa

MecTto cocTaBneHus (M3gaHusi) OOKYMeHTa yKasblBaeTcsl BO BCEX AOKYMEHTaX, Kpome
AenoBblX (CnyxebHblX) nuMceM, a Takke [OKMagHblX, CNYXeOHbIX 3anuMcok W  Opyrux
BHYTPEHHUX MHOPMAaLMOHHO-CNPABOYHbIX JOKYMEHTOB.

MecTo cocTtaBneHus (VI3LI,aHM$I) OOKYyMeHTa He€ YKa3blBaeTCA B TOM Clly4ae, ecliin B
HanMeHoBaHUM opraHn3aunm NnpucyTCcTByeT yKa3aHne Ha MeCTO ee HaxoXaeHn4.

MecTo cocTaBneHus (M3gaHusl) JOKYMeHTa yKasblBaeTCsl B COOTBETCTBUWM C MPUHSITHIM
aAMUHUCTPATMBHO-TEPPUTOPUATbHLIM AeNEeHNEM.

Ecnn ykasaHue mecTta cocTtaBreHus (U3gaHud) AOKYMeHTa COLEPXXWUT HEeCKONbKO CroB,
aonyckaetca obosHavaTb ero wpudtamm pasmepos N 11 mnu N 10 n pasmewats B ABe
CTPOKM.

Hanpumep:

c. BepxHeHoBOKYTNyMOETLEBO,
MaTtBeeBckun p-H, OpeHbyprckasi obn.

Mpn ykasaHMm B Ka4vyecTBe MecCTa COCTaBneHusa (u3gaHus) [OKYMEHTa roponoB
denepansHoro 3HaveHna (Mockea, CaHkT-IleTtepbypr, Ceactonons) cnoso "ropog" B
COKpaLLeHHOM HanucaHuu ("r.") He ykasbiBaeTcs <29>.

<29> CrtaTtbs 65 KoHcTuTyumm Poccuinckon denepaumn.

CokpaweHune "r." He ykasblBaeTCsl Takke AN ropofos, B HA3BaHUM KOTOPbIX COOAEPXKUTCS
cnoso "ropoa": benropoa, KanunuHrpag, Hosropoga.

4.14. N'pnd orpaHnyeHnsa AocTyna K JOKYMEHTY

Mpud orpaHMyeHuss OocTyna K OOKYMEHTY MNpOCTaBnsieTcs B MpaBOM BEpXHEM Yyrny
nepBOro nucta AOKyMeHTa (MpoekTa AOKYMEHTa, CONMPOBOAUTENBHOMO MMCbMa K LOKYMEHTY)
Ha rpaHuue BEepxXHero Mons Npu Hanuuun B OOKYMeHTe MHdopmauuu, OOCTYyn K KOTOpOW
orpaHM4yeH B COOTBETCTBMM C 3aKoHOoAaTenbCTBOM Poccuiickon depepaumu.

Buabl ucnonb3yemblx B opraHvM3aumvM rpudoB  OrpaHUYeHus [OCTyna  AOMKHbl
COOTBETCTBOBaTb 3aKOHOAATENbHbIM U UHBIM HOPMAaTMBHbLIM MPaBOBbLIM akTam Poccuiickon
denepaunn 1 6biTb 3aKpeneHbl B rlokarnbHbIX HOPMaTUBHbIX akTax opraHu3auuu.

CocTtaB cBegeHUn OrpaHNYEeHHOro pacrnpocTpaHeHust onpeaeneH B Ykase [lpesnageHTa
Poccuinckon ®egepaunn ot 06 mapta 1997 r. N 188 <30>. K HUM oTHOCATCS:




<30> Yka3 [lpesngeHta Poccuinckon degepauum ot 6 mapta 1997 r. N 188 "O6
yTBepxaeHun  llepedyHa  cBegeHunm  koHdumaeHumanbHoro  xapaktepa"  (Cobpanwue
3akoHopatennctBa Poccunckon depepaumn, 1997, N 10, ct. 1127; 2005, N 39, crt. 3925;
2015, N 29, cT. 4473).

- cBegeHna o daktax, cobbiTMaX M 0BCTOoATENbCTBAX YAaCTHOW XU3HWU rpakaaHWHa,
no3BonsLwme naeHTnnunpoBaTb €ro IMYHOCTb (MepCoHanbHble AaHHbIE), 3a UCKNIOYEHNEM
cBefeHUN, noanexaluux pacrnpocTpaHeHUld B CpeacTBax MaccoBou UMHopmauum B
YCTaHOBMEHHbIX dhefepanbHbIMU 3aKOHaMM Cry4vasx;

- CBeeHus, COCTaBMnsoLLMe TalHy cneacTBusl U Cy4onpon3BoaCTBa;

- cnyxebHble cBeOeHUs, OOCTYN K KOTOPbIM OrpaHWYeH opraHamu rocyaapCTBEHHOM
BNacTu B COOTBETCTBUM C [pakgaHCKMM KOAEKCOM U dhefeparnbHbiMU 3akoHaMu (cnyxebHas
TanHa);

- CBefeHus, CBA3aHHble C NpodecCUOHanbHON OEeATeNbHOCTbIO, AOCTYN K KOTOPbIM
orpaHudeH B cooTBeTcTBUM C KoHcTuTyumenm Poccunckon Pepepauum mn deneparnbHbIMu
3akoHamn (BpayebHas, HoTapuanbHasi, agBOKaTCKas TanHa, TavHa nepenucky, TenedoHHbIX
neperoBopoB, MOYTOBbLIX OTNPAaBNEHNI, TenerpadHbIX UK NHbIX COOBLLEHNI 1 T.4.);

- CBEeleHMs1, CBSA3aHHblE C KOMMEPYECKON AEeATENbHOCTbIO, 4OCTYN K KOTOPbIM OrpaHnYeH
B COOTBETCTBUM C [paxgaHCKMM KogekcoM M degeparnbHbiMU 3aKoHaMK (KOMMep4eckas
TanHa);

- CBEEHMS O CYLLHOCTM N306peTeHmns, None3Hon Moaenu nnm NnpombiLneHHoro obpasua
A0 ochmumansHom nyénnkaumm MHOpMaLmMm O HUX.

HopmaTuBHbIMM npaBoBbiMM akTamu Poccuinckon depepauum onpeneneH nopsigok
ucrnonb3oBaHus rpuga "Kommepuyeckas TamHa" <31> u nomeTkn "Ona cnyxebHoro
nonb3oBaHusa" <32>. [ns AOOKYMEHTOB, coepXalwmx apyrve Buabl KOHMAEHUManbHOM
nHdopmauumn, gopma rpudpa onpegensetcs obnagarenem nHgopmaumm <33>.

<31> TyHkT 4 cTtaTbm 6 ®PepepanbHoro 3akoHa ot 29 uionsg 2004 r. N 98-®3 "O
kommepyeckon TanHe" (CobpaHne 3akoHopaTtenbctBa Poccuiickon ®epepaumm, 2004, N 32,
cT. 3283; 2006, N 6, 636; N 52, cT. 5497; 2007, N 31, cT. 4011; 2011, N 29, cT. 4291; 2014, N
11, cT. 1100; 2018, N 17, cT1. 2435).

<32> lyHkT 1.4 TonoxeHus o nopsigke obpauleHus co cnyxebHon nHdopmMaunen
OrPaHMYEHHOro pacnpocTpaHeHuss B doedeparnbHbIX OpraHax WCNOMHUTENbHOW BNacTw,
YNOfIHOMOYEHHOM  OpraHe  YMpaBfieHUs  UCNOSIb30BaHMEM  aTOMHOW  3Heprm  mn
YNOSTHOMOYEHHOM OpraHe No KOCMUYECKOW AEeSATENbHOCTU, YTBEPXKOEHHOrO NMOCTaHOBMEHNEM
MpaButenbctBa Poccuinckon ®depepaumm ot 3 Hos6pa 1994 r. N 1233 (CobpaHue
3akoHopartenbcTBa Poccunckon depepaumn, 2005, N 30, ct. 3165; 2012, N 31, cT1. 4368;
2016, N 9, cT. 1263; 2016, N 13, cT. 1833).

<33> O6napatenb WHdOPMaUUN - NMLO, CaMOCTOATENbHO CO3a4aBLUEEe WMH(OPMaLUIo



nnbo nonyymeLLee Ha OCHOBaHWUM 3aKOHa UMM JOroBopa NpasBo paspeLlaTb UNn orpaHnYMBaThb
AOoCTyn K WHopmaumn, onpegensieMon no Kakum-nnbo npusHakam (MyHKT 5 cTtatbn 2
depgepanbHoro 3akoHa oT 27.07.2006 N 149-®3 "O6 wuHdopmauum, MHEGPOPMALMOHHBIX
TexHonormsax wn o 3awute uHpopmaumn" (CobpaHune 3akoHopaTenbcTBa Poccuinckon
depepauunm, 2006, N 31, cT. 3448; 2010, N 31, cT. 4196; 2011, N 15, cT. 2038, N 30, cT. 4600;
2012, N 31, ct. 4328; 2013, N 14, ct. 1658, N 23, cT. 2870, N 27, cT. 3479, N 52, cT1. 6961,
6963; 2014, N 19, c1. 2302, N 30, cT. 4223, N 30, cT1. 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, cT. 3877, N 28, cT1. 4558, N 52, cT.
7491, N 52, c1. 7491; 2017, N 18, cT. 2664, N 24, c1. 3478, N 25, c1. 3596, N 27, cT. 3953, N
31, cT. 4825, 4827, N 48, c1. 7051; 2018, N 1, c1. 66; N 18, cT. 2572; N 27, cT. 3956; N 30, cT.
4546).

B cocTtaB rpuda orpaHudeHns 4ocTyna K JOKYMEHTY BXOOAUT OrpaHuyuTenbHas Haganucb
("Ona cnyxebHoro nonb3oBaHus", "KoHduaeHumanbHo", "Kommepuyeckas TanHa" vnu gp.),
KOoTOpasi MOXEeT [OMNOSMHATbCA HOMEPOM 3K3eMnnapa LOKYMEHTa, NOANUCHID U ApYrnMu
cBeleHnsAMU B COOTBETCTBUM C 3akoHoAaTernbCcTBOM Poccurckon ®enepaunu.

Hanpumep:

Ons cnyxebHOro nonb3oBaHNs
Ok3.N 2

B pOokymeHTax, coepxalimx CBeOeHUsA, COCTaBNALME KOMMEPYECKYD TaunHy, B
cootBeTcTBUN C DPenepanbHbiM 3akoHOM OT 29 mions 2004 r. N 98-03 "O kommepueckom
TarHe" Hapsay € rpudom ykasbiBaeTcs NofHOe HanMeHOBaHWe Ipuanyeckoro niua n Mecro
€ro HaxoXaeHus.

Hanpumep:

Kommepyeckas TanHa
AKUMOHEpHOEe 00LLECTBO
"MnTenunusect"
HoBosiceHeBckui npocn., 4. 12,
MockBa, 117574

Mpy NnonyyYeHnn BXOAALLEro AOKYMeHTa ¢ rpudOM orpaHMYeHns 4oCTyna pekoMeHayeTcs
NPOCTaBnATb HAa JOKYMEHTE rpud orpaHMYeHnst 4OCTyna, NPUHSTLIN B opraHm3aumn. Ecnu Ha
NMLIEBOV CTOPOHE NICTa HEAOCTAaTOYHO MeCTa, pekoMeHAyeTCs NpOCTaBnATb ero Ha obopoTe
NpaBoro BEPXHEro yrna AoKyMeHTa.

4.15. Appecar

AppecaT ucnonb3yetcs npu ocopmreHnn AenoBbiX (CryKebHbIX) nMcem, BHYTPEHHMX
NHOPMALIMOHHO-CNPABOYHbIX [AOKYMEHTOB (OOKNadHbIX, CryXeOHbIX 3anucok u  ap.).
AgpecaToM [OOKyMEHTa MOXeT OblTb opraHusauusi, CTPYKTypHOe mnoapasfeneHue
opraHusauun, 4OMKHOCTHOE MUK hranyeckoe Nuuo.

PekBunauT "agpecat" npoctaBnseTca B NpaBol BEPXHEN YacTn JOKyMeHTa (Ha 6naHke ¢



YrMOBbIM  PAcnofioXEHWEM PEKBU3UTOB) WNW ChpaBa Mno4 pekBuantamyn OnaHka (npwu
NPOAOSIbHOM PacCMONOXEHUN PEKBM3UTOB BnaHka).

Mpun Hanuunmn rpudpa orpaHnYeHns OocTyna K JOKYMEHTY "agpecaT" pa3mellaeTcs nog
HUM.

B cootBeTCcTBMK C peKomeH,u,auvleVl CTaH,u,apTa CTPOKUN pPEKBU3UTA NevHaTarTCA 4Yepel 1
nHTEpBAan. Bo3MOXHO oOTAeneHne COCTaBHbIX 4acTem peksn3nTta AOOonoJiHNTEeSIbHbIM
MHTEpPBAJIOM.

Ctpokn peksuauTa "agpecaT" BbipaBHMBAKTCA MO JIEBOMY Kpak WU LEHTPUPYIOTCS
OTHOCUTESIbHO CaMOW ASIMHHOW CTPOKM.

Hanpumep:
denepanbHOe apXMBHOE areHTCTBO
Codminckas Hab., g. 34, crtp. 1,
Mockea, 115035

nnm

depnepanbHoOe apXMBHOE areHTCTBO

Codmickas Hab., a. 34, cTp. 1,
Mocksa, 115035

MNpn appecoBaHMM  OOKYMEHTa  PYKOBOAMTEmNO  (3aMecTUTen  pykoBoaUTEns)
opraHusauuy HavMeHoBaHWe [OO/MKHOCTU pyKoBoAUTENs (3aMecTuTens pykoBoauTens),
BKMNIOYaloLLee HauMeHOoBaHMe opraHusauuu, amMmunus, WHMumManbl OOMKHOCTHOrO nuvua,
YKa3blBalOTCA B AaTeNbHOM Nagexe.

Hanpumep:

Ovpektopy BHUMOAL
KyHseBy H.H.

I'Ipm agpecoBaHuM nNnucbmMa B OpraHn3auunto yka3biBaeTCA €€ MNOoJIHOE UITN COKpalleHHoe
HanmeHoBaHNE B UMEHUTESTIbHOM MNagexe.

Hanpumep:

MWHNCTEPCTBO CENBLCKOro X0351MCTBa
Poccuinckon ®egepaunm

nnu



MwuHcenbxos Poccuu

[Mpn agpecoBaHUM OOKYMEHTA B CTPYKTYPHOE noapasaeneHne opraHmsaunmn B peKBU3nNTe
"agpecaTt" HaMMeHOBaHME oOpraHuM3auun YKasblBaeTCAd B MMEHUTENbHOM Majexe, Huxe -
HauMeHOBaHWe CTPYKTYPHOro noapasaeneHuns.

Hanpumep:

CnencTBEHHbIV KOMUTET
Poccunckon denepaunm
YnpaBneHne KOHTPons
3a crneacTBEHHbIMU opraHamu

Mpv agpecoBaHUM NMCbMa PYKOBOAMUTENO CTPYKTYPHOrO NoapasferieHnsl HaMMeHoBaHme
opraHM3auun ykasblBaeTCsl B MMEHWUTENbHOM nafexe, HWXKe - B AaTeNbHOM nagexe -
HaMMeHoBaHMe [OMKHOCTU PYKOBOAMTENS, BKMOYalOWEEe HaMMEHOBaHWe CTPYKTYPHOrO
nogpasaenennsi, hamunus, nHMLMansoi.

Hanpumep:

MwuHucTepCcTBO hnHAHCOB
Poccuinckon ®egepaunm
HuvpekTtopy [lenaptameHTa
yrnpasrieHus genamum
N KOHTPOSISA
AdpaHacbeBy A A.

npl/l agpecoBaHUMn nucbma crneunanncty ykasblBaetCA B UMEHUTEJIbHOM nagexe
HanMeHOoBaHne opraHun3auunmn, Hmxe - HanMeHoBaHWe CTPYKTYPHOro noapasgernieHnd, 3atemM B
gateribHoOM nagexe HammeHoBaHne [[OOJDKHOCTU crneunanncrta u - HWxe - cbamvmvm,
MHUUnanbl.

Hanpumep:

MwuHcenbxo3 Poccum
AOMWHUCTPaTUBHLIN AenapTamMeHT
MaBHOMY cneumnanucty
MBaHoBoM A.B.

Mpy paccbinke AOKYMeHTa rpynne opraHusauuid OOHOTO TUMa MINU B CTPYKTYpHbIe
noapasaeneHns o4HoW opraHM3auun agpecaT ykasbiBaeTcs 06006LLEHHO.

Hanpumep:



PykoBoantensam neyebHbIxX
yupexaeHum

Cnucok paccCbIJiIKn COCTaBIIAETCA UCNOJTHUTEITEM.

Mpw paccbinke OOKyMEHTa He BCEM OpraHu3auusM Unv CTPYKTYPHbIM NoApasfaerneHnsm
noa peksM3nToMm "agpecat” B ckobkax ykasbiBaeTcs: "(no crnmcky)".

B ogHOM AOKyMeHTe He AOoMmKHO BbITh Bonee YeTbipex agpecaTos.
Cnoso "Konus" nepea BTOpbIM, TPETbUM, YETBEPTLIM agpecaTtamMmu He yKasblBaeTCs.

B pekBusnte "agpecat" gonyckaetca ynotpebnate o6o3HayveHue "r-Hy" (rocnoguHy) mnm
"r-xe" (rocnoxe).

Hanpumep:

r-Hy Kosnosy B.A.

r-xxe Ceposown HO.[1.

B pekBusnte "agpecat" HMumnansl Bcerga ctaBaTcAa nocne oamununm.

B coctaB pekBuauTa "agpecat" MOXeT BXOAUTb NOYTOBLIN agpec. ANeMeHTbl MOYTOBOro
agpeca ykasblBaloTCA B MOCMeAoBaTENbHOCTU, yCTaHOBMEHHON [MpaBunamu okasaHus ycnyr
MOYTOBOW CBSI3W, YTBEPXAEHHbIMM npukasom MwuHUCTEpCcTBa CBS3M M MaCCOBbIX
KoMMyHuKaumi Poccumnckon depepaumm ot 31 nions 2014 r. N 234 <34>,

<34> [lyHkT 22 [MpaBun okasaHWs ycnyr nOYTOBOM CBA3W, YTBEPXKOEHHbLIX MNPUKa3oM
MuHucTepcTBa CBA3M U MaccoBbIX KOMMYHUKaunn Poccunckon ®egepaunn ot 31 nona 2014
r. N 234 (3apernctpuposaH B MuHuctepctee toctuumnm Poccuinckon ®epepaumm 26 aekabps
2014 r. N 35442) c nameHeHussMn, BHECEHHbIMU Npuka3oM MuHUCTEpPCTBa CBS3M U MaCCOBbIX
KoMMyHuKaumn Poccuiickon depepaumm ot 13 despana 2018 r. N 61 28.03.2018 "O
BHECEHUM N3MeHeHun B npuka3 MmnMHucTepcTea CBS3M U MacCOBbIX KOMMYHMKaLmn Poccnmnckom
depgepaumm ot 31.07.2014 N 234 "O6 yTtBepxaeHun [lpaBun okasaHusi yCnyr noYTOBOW
cBA3n" (3apeructpmpoBaH B MuHuctepcTse toctuumm Poccuiickon ®epepaumm 28 mapta 2018
r. N 50545).

Hanpumep:

Bcepoccuinckui
Hay4HO-nccnenoBaTenbCKuii
WHCTUTYT OOKYMEHTOBELEHUS U
apXmBHOro gena
MpodcotosHaa yn., a. 82,
Mocksa, 117393




MoyToBbIA agpec MOXET He YKasblBaTbCA B [JOKYMEHTaX, HanpasfsieMblX B BbICLUME
opraHbl BNacTW, BbILLECTOsILLME OpraHvu3auun, NoaBedOMCTBEHHbIE OpraHu3auuMm, a Takxke
MOCTOSIHHbIM ~ KOPPECNOHAEHTaM (3@ WCKMYEHMEM HamnpaBrieHWst MNUCEM  yKasaHHbIM
agpecaTtam B KOHBepTax C Npo3paydHbIMU OKHaMM).

I'Ipl/l agpecoBaHnn OOKyMEeHTa C*)I/I3I/I‘-I€CKOMy MLy YKa3blBakOTCA: (bammnvm, nHUumanbl,
NOYTOBbLIN agpec.

Hanpumep:

WeaHoBy W.I1.
yn. Cagosas, 4. 5, k8. 12,
r. Jllo6epubl, MockoBckas obn.,
301264

HasBaHusa agMunHUCTpaTMBHO-TEpPUTOPUAribHbIX eanHULY (ropon,a, panoHa, nocerka,
ynmubl ¥ T.,D,.) YKa3blBalOTCA B COOTBETCTBUN C 0(*)VIL|,VIaJ'IbeIMVI HanmeHoBaHNAMMU,
pa3mMeleHHbIMK B COOTBETCTBYHOLLIMX CripaBO4YHUKaX.

Mpn oTnpaBke NUCbMa MO JMEKTPOHHOW MOoYTe UnM no akcumunbHon cBasu (6e3
AOCbINKM MO MoYTe) MOYTOBLIN agpec He ykasbiBaetcs. [Mpu HeobxogmMmocTn MoxeT ObiTb
yKa3aH 3MeKTPOHHbIN agpec.

Hanpumep:

Bcepoccuimnckui
Hay4HO-nccnenoBaTenbCKui
WHCTUTYT LOKYMEHTOBEAEHNS U
apxmBHoro gena mail@vniidad.ru

4.16. Npud yTBEpKACHUA AOKYMEHTA

Mpudcd yTBEPXKOEHMS MNPOCTABMSETCS HA [OOKYMEHTE B Crydae ero YTBEPXAEHWs
AOMMKHOCTHLIM  NULIOM, pacrnopsigMTernbHbIM  JOKYMEHTOM (MOCTAHOBMEHMEM, pPeLLUEHUEM,
NPUKa3oMm, pacnopsiKeHMEM) UIN PELLEHNEM KONNEerManbHoro opraxa.

[Mpn yTBEPXOAEHUN AOKYMEHTa OOSMKHOCTHBIM JMLOM FpuUd yTBEpPXOEHUs COCTOUT U3
cnosa "YTBEPXIOAKD", HanmeHOBaHUs OOSMKHOCTU nvua, yTBepXdawwero AOKYMEHT, ero
noanucn, MHULManoB, hamunnumn n gatbl yTBEPXKOEHWS.

Hanpumep:

YTBEPX[JOAKO
HOupexktop BHNMBK

Mognuckb A.l. MNMeTtpos



06.11.2018

MNpn yTBEPXAEHUN [OOKYMEeHTa pacrnopsaguTenbHbIM [OKYMEHTOM rpud yTBepXaeHUs
Bkntovaet cnoso YTBEPXIOEH (YTBEPXOEHA, YTBEPXOEHbLI wnu YTBEPXOEHO),
corriacosaHHoe C HavMeHoBaHWeM Buaa yTBEPXXAaeMoro JOKyMeHTa.

Hanpumep:
PernameHTt YTBEPXOEH
MpaBuna YTBEPXXOEHbI
WHcTpyKuma YTBEPXOEHA

Mpud yTBEPXKAEHNS BKMOYaET Takke HauMeHOBaHUE pacrnopsiAMTernibHOro OOKyMeHTa B
TBOPUTENbLHOM Najexe, ero aaty 1 HoMep.

Hanpumep:

PernameHT YTBEP>XJEH
npukasom BHUNOAL
ot 06.05.2018 N 125

Mpn yTBEPXAEHUM [OOKYMEHTa KONMervanbHbIM  OpraHoMm, peLleHUss  KOTOPOro
duKCHpyOTCs B NpOTOKONe, B rpude yTBEPXKAEHUS yKa3blBA€TCA HaUMEHOBaHWE opraHa,
peLleHneM KOTOPOro yTBEPXKAEH OOKYMEHT, AaTta M HOMepP NpoToKona (B ckobkax).

Hanpumep:

MonoxeHwne YTBEP>XOEHO

pelueHnem obLiero cobpaHus
akumoHepos MAO "CbepbaHk"
(npoTokon ot 06.05.2018 N 12)

Mpud yTBEPXKAEHMS pa3MeLLaeTcsi B NPAaBOM BEPXHEM Yriy NEPBOro nnucTta 4OKyMeHTa.

Mpyv HanuMuMn OBYX WNN HECKONbKUX FPUEOB YTBEPXKAEHUS OHM MOryT pacronaraTbCs
cnpaea v crneea OT HaUMEHOBaHUS BAa AOKYMEHTA, pa3MeLLaemMoro no LeHTpy.

CTpokn pekBm3nTa BblpaBHMBAKOTCA MO SIEBOMY Kpakto UMK LIEHTPUPYIOTCA OTHOCUTESbHO
camou ONIMHHOW CTPOKM.

MpuMepHbIN  nNepevyeHb [OOKYMEHTOB, noanexawux YTBEepXAeHuo, npuvBedeH B
npunoxeHun N 2.

4.17. 3aronoBOK K TEKCTY



3aronoBok K TEKCTY - KpaTKoe coaep>XXaHne OOKYMeHTa.

3aronoBok K TekcTy hopmynupyetcsa ¢ npegnorom "O" ("O6") n oTBeyaeT Ha Bonpoc "o
yem?":

npukas (0 4em?) 0 NpemMmnpoBaHMM PaboOTHUKOB OpraHn3auuu;

npukas (o yem?) 06 yTBepxaeHun VIHCTpyKuMmM No Aenonpon3BoacTBY;

nMCcbMO (0 YeM?) 0 NpeaoCcTaBeHU NHpopmaumm

3aronoBoK JOIMKEH COCTOATb U3 0gHOWN dopasbl.

3aronoBoOK K TEKCTY ohopmMIiseTcs nog peksusntamm 6naHka ot rpaHuubl nesoro nons. B
yKasax, MNOCTaHOBMNEHUAX, peLUeHUsAX, npukasax W ApyrMx [JOKyMeHTax C MNpogosSibHbIM
pacnosioXXeHneM PeKBM3UTOB 3arosyioBOK K TEKCTY OdOpMIISeTCs Haj TEKCTOM nocepenvHe

paboyero nons AoOKyMeHTa 1 LLeHTpupyeTCs.

3aronoBKn, COCTOSILLUME W3 HECKOSbKUX CTPOK, ne4yatarwT 4epe3 OoAuH MG)KCTpO‘-IHbIIZ
nMHTepBars. B KOHLe 3aronoBka To4Yka He CTaBUTCS.

3aronoBkM He 3aKryalTCs B KaBblYKM U HE NoayvepkmBaroTcs. Bo3aMoXXHO ux BbiaeneHne
MONYXXMPHbLIM LWPUTOM.

B ycnosusix npumeHeHns CO[] 3aronioBOK K TEKCTY (KpaTKoe coaep)kaHue LOKYMEHTA)
COCTaBnseTca Ans BCex LOKYMEHTOB M BHOCUTCS B MOfie perucrpauyoHHO-y4eTHOM (POpMbI
perncTpmpyemoro OKyMeHTa.

3aronoBoK K TEKCTY MOXET He COCTaBNATbLCS, €CNN TEKCT AOKYMEHTa He npeBbilaeT 4 - 5
CTPOK.

4.18. TeKcT AOKyMeHTa
O cocTtaBneHun TekcTa AOKYMeHTa cM. pasgen 5.
4.19. OTMeTKa O NPUNOXKEeHUMN

OTmMeTKa O NPUNOXEHUN COAEPXKUT CBEAEHMSA O AOKYMEHTe (OOKyMeHTax), npuriaraemom
K OCHOBHOMY AOKYMEHTY (B CONPOBOAUTENbHbLIX MUCbMaX, NPETEH3UsIX, akTax, CnpaBKax W
APYrMx MHGPOPMAaLMOHHO-CNPAaBOYHbIX LOKYMEHTax) MM O TOM, YTO OOKYMEHT sBnsietcs
NPUNOXEHNEM K OCHOBHOMY JOKYMEHTY (B LOKYMEHTaX - MPUIOXEHUSIX K pacrnopaanTenbHbIM
AOKYMEHTaM, MOMOXEHUAM, npaBuram, WMHCTPYKLMSM, OOroBopam, nnaHam, oTyetam u ap.
AOKyMEHTaMm).

B conpoBoantenbHbIX NUCbMax M APYrnMX WH(OPMAaLNOHHO-CMPaBOYHbIX AOKYMEHTax
OTMETKa O MPUMOXeHUM OPOPMASETCS NOoA TEKCTOM OT rpaHuubl JIEBOrO MONs criefylowmm
obpasom:

- €CJT11 NMpuUnoXxeHmne Ha3BaHO B TEKCTE!



MpunoxeHne: Ha 2 n.B 1 3K3.

- €CI1 NPUIIoXKeHNE He Ha3BaHO B TEKCTE, UMW NPUNOXEHUN HECKONBKO:

Mpunoxexne: 1. MNonoxeHne 06 YnpaBneHUn pernoHanbHOro KpeauMTtoBaHus Ha
5n.B1 3kK3.
2. CnpaBka O kKagpoBOM cocTaBe YNpaBfeHUs permoHasribHoro
KpeamTtoBaHus Ha 2 n. B 1 9K3.

- €CNY NPUMOXKEHMS1 COPOLLIOPOBaHbI:

MpunoxeHne: otyeT o HUP B 2 k3.

- eCnv OOKYMEHT, ABNAILMIACA NPUMNOXKEHNEM, UMEET NPUITOXEHME CaMOCTOATENbHOM
HymMepaumen CTpaHuL:

MpunoxeHne: nucbmo PocapxmBa oT 05.06.2018 N 02-6/172 n npunoxeHus K
HeMmy, BCero Ha 5 n.

- eCnu npurnoxeHnem sBnseTcss 060COBNEHHbIN ANEKTPOHHbLIM HOCUTENb (KOMMaKT-UCK,
usb-goneLu-HakonuTens 1 Aop.):

Mpunoxexne: CD B 1 k3.

Mpn 3TOM Ha BKNagbllle KOHBepTa, B KOTOPbLI MOMELlAeTcs HOCUTENb, YKasblBalOTCH
HavMeHOBaHMS JOKYMEHTOB, 3amnncaHHbIX Ha HOCUTENb, UMeHa ainoB, 06bemM JOKYMEHTOB B
nucTax.

OtmeTka o npunoXeHnn, 3aHMMaloWwada HEeCKOJIbKO CTPOK, nedyataeTcda 4epel3 OAunH
MEXCTPOYHbIN MHTEepBarn.

Ecnn ¢ ogHMM conpoBoauTENbHLIM MUCbMOM MNepecbifiaeTcs 6onblioe KONM4ecTBO
NPUIOXEHUI, MOXET ObITb COCTaBEHA ONUChb MPUINOXEHWUIA C NepeYncreHneM HaumMeHoBaHMUM
BCEX AOKYMEHTOB-MPUNOXEHUIA C YKa3aHMEM KONMUYECTBa NINCTOB U 3K3EMMMSAPOB KaXaoro u3
HUX, @ B OTMETKE O MPUIOXEHMUN AAETCS CCbIflKa Ha OMUCb NPUIOXEHUIA:

MpunoxeHne:  oNUCb NPUNOXEHUA Ha 2 . B 1 3K3.

B  pacnopsiguTenbHbix — OOKyMeEHTax  (MOCTAHOBMEHUSIX,  PELUEeHUsIX, NpuKasax,
pacrnopsbkeHNaX), OOroBopax, MOMOXEHMSX, NpaBunax, MHCTPYKUMSX M OPYrMX OOKYMeHTax
OTMEeTKa O NPUIOXEHUN 0PopPMIIsSieTCs CreayoLmMM o6pa3om:

- B TEKCTE AOKYMEHTa B KOHLIE NMYyHKTa, B KOTOPOM YNOMUHAETCH OOKYMEHT-MPUIIOXEHWE,
B CkoGKax ykasbiBaeTcs: (npunoxexue 1) unu (npunoxexHve N 1).



Ha nepsom nucte OOKYMEHTa-NMpunoXeHnd B rnpaBoM BEPXHEM YTy YKa3blBaeTCA:

MpunoxeHne N 2
K npukasy ®rby
HW "Bocxon"
oT 15.08.2018 N 112

Ecnn npunoxeHnem K pacnopsavTenbHOMY [OOKYMEHTY SIBMSIETCS HOPMaTUBHbIN
NPaBOBOM aKT WM WHOW [JOKYMEHT, YTBEPXAAEMblA [JaHHbIM  pacnopsauTerbHbIM
AOKYMEHTOM, Ha NEpPBOM JNCTE MPUIOXEHUS MPOCTABMNSAETC OTMETKa O MPUIIOXKEHUN.
MpunoxeHne sBNSIETCS HEOTHLEMIIEMOM YacTbio YTBEpPXAALero ero pacnopsauTernibHoro
AOKyMEHTa.

Ecnn 3aTem 4OKYMEHT 3aTeM usgaeTcs Tunorpadckum cnocobom BMecTe C NpuKasoMm, OH
COXpaHsieT OTMETKY O MPUMNOXKEHUN.

Ecnv OOKyMeHT usgaeTcs OTAeNnbHO OT YTBEPAMBLUErO €ro npukasa, npocraBnsercs
rpud yTBepXxaeHuns.

Hanpumep:

PEMMAMEHT YTBEPXOEH
npukaszom ®IreY HAM "Bocxog"
ot 18.05.2018 N 67

4.20. N'pucp cornacoBaHMA AOKYMeHTa

Mpud cornacoBaHWsi AOKYMEHTOB MPOCTABMNSETCA HA [OOKYMEHTaX, COrfacoBaHHbIX
opraHamy BnacTv, OpraHu3aumsiMi, [OOMKHOCTHbIMM nuuamu. [pud cornacoeBaHusi B
3aBMCUMOCTM OT BUAa AOKYMEHTA MOXET NPOCTaBMATLCS:

- Ha nepBoM JINCTE OOKYMEHTa (ecnm OOKYMEHT UmMmeeT TI/ITyJ'IbeII7I JINCT - HA TUTYJIbHOM
J'IVICTe) B J1IeBOM BeEpxXHEM Yyrily Ha YypOBHE rpuda yTBEpPXKOAEHNA Unn nog HanmMeHoBaHUEM
OOKyMEHTa onuxe K HUXHEMY MOS0,

- Ha nocnegHeM nNUCcTe JOKyMeHTa Nog TEKCTOM;
- Ha NUCTe cornacoBaHus, SABMSLWLEMCS HEOTbEMITIEMON YaCTbio JOKYMEHTA.
["pnchom cornacoBaHns AOKyMeHTa opopMnaeTcs:

- BHeEWwHee cornacosaHne AOOKyMeHTa - C oOpraHamMu Brnactu, oOpraHn3aundamMmm,
OOIMKHOCTHLIMW NNLAMN CTOPOHHUX OpraHu3auui;

- BHYTPEHHee cornacoBaHue C KonnernanbHbIMWU OopraHamMu OpraHusauuu - aBTopa
AOKYMEHTa.

Npnd cornacosaHus coctouT m3 cnoea COIMTIACOBAHO, gomkHOCTM nuvua, KOTOpbIM



cornacoBaH JOKYMEHT (BKoYash HAaMMeHOBaHME OpraHnsaumm) B UMEHUTENbHOM nagexe, ero
COOCTBEHHOPYYHOM NOAMNUCK, MHMLMANOB, (daMUNnK, AaTbl COrnacoBaHus.

Hanpumep:

COINMACOBAHO

HOupektop BHUAOAL
Mognuce H.H. KyHses

08.10.2018

Ecnu cornacoBaHue oCyLLECTBNSAETCA coBellaTenbHbIM OpraHoMm, B rpud)e CornacoBaHus
yKa3blBalOTCA cBefeHNss 06 opraHe, cornacoBaBLUeM [OKYMEHT, aTe U HoMepe NpoToKona, B
KOTOpOM 3adMKCUPOBaHO pelleHne O corracoBaHuMn. Ecnu cornacoBaHue ocyllecTBnsieTcs
AOKYMEHTOM, yKa3blBalOTCs: B AOKYMEHTa, opraHM3aums - aBTop AOKYMEHTa, gaTa U Homep
AOKyMEHTa.

HavmMeHoBaHWe cornacylollero opraHa Unu OOKyMeHTa YKasblBaeTcA B TBOPUTENbHOM
nagexe.

Hanpumep:

COINACOBAHO
PeweHnem LleHTpanbHoW
9KCNEepPTHO-NPOBEPOYHO
komuccum npu Pocapxuse
(npoTtokon ot N )

COI'MACOBAHO
nucbmom Pocapxusa
(ot N )

Ecnn B ookymMeHTe ABa rpuda corfacoBaHusl, TO OHU pacnonaralTcs Ha O4HOM YpPOBHE,
npu GorblUeM KONMMYecTBe MX pasMellalT OABYMs BepTuKanbHbIMKM psiaamu. Ha gokymeHTe
MOXeT ObITb pacnofiokeHo He Oornee 4YeTbipex rpudoB cornacoBaHus. bonblwee u4nucno
rpudoB cornacoBaHust ohOpMIISiETCSt HA OTAENBbHOM JMCTE COrflacoBaHusl, NpunaraeMoM K
[AOKYMEHTY.

Ecnn rpudbl cormacoBaHust oOpMNSAKTCA Ha OTAENbHOM JIMCTE COrfiacoBaHWsA, Ha
AOKYMEHTe B TOM MecCTe, rae A0SKHblI MPOCTaBNATLCA rPUdbI COrnacoBaHus, NPocTaBnaeTCcs
oTMeTKa:

"Ilnct cornacoBaHna npunaraetcs”.

4.21. Bu3sa

Busa cBMaeTenbLCTBYET O COrflacum UM Hecormacum AOMKHOCTHOrO nuua (paboTHuKa) ¢
cogepkaHMeMm MnpoekTa [OOKyMeHTa. Busoi odopmMnsieTcss BHYTpeHHee cornacoBaHue



AOKyMeHTa ¢ paboTHWKamMu opraHvM3aumm - aBTopa [OKyMeHTa. Busa BknyaeT [OMmKHOCTb
nvua, BU3MPYHOLLEro AOKYMEHT, MoAMNMCb, paclumMdpoBKy noanucu (MHuumansl, damunmio) um
AaTy BU3UPOBaHUSI.

Hanpumep:
PykoBoautensb IOPUANYECKOTO
otoena
MNognuck MeTtposa O.H.
07.11.2018

Busa moxeT ObITb Hane4yaTaHa UM NONHOCTLI0 HaNMcaHa BUMPYIOLLMM OT PYKU.
Busa ocopmnsieTcs cneayowmm o6pasom:

- eCNnn 3amMeYyaHun HeT:

3aB. oToenom KagpoB
MNoanuck A.lN. NBaHoOBa

02.03.2018

- NpUY Hann4ynmn 3amMeyvaHui:

3ameyvaHus npunaratTcs.
3aB. oTOenom KagpoB

MNognuck A.l. \BaHoBa

02.03.2018

Ecnn cneumanucT NOMHOCTLIO HE COrfaceH ¢ NPOEKTOM, BU3a ohopMnsieTcs Tak:

He cornacHa.
3aB. oToenom kagpoB

MNognuck A.l. \BaHOBa

02.03.2018

3ameyvaHus npunararoTcd K JOKYMEHTY Ha OTAEJNIbHOM JIACTE.

Ecnn 3amevaHne umeeT HeGonblioW OOLEM, €ro MOXHO W3MOXUTb Ha MNpPOeKTe
AOKyMeHTa criefytoLmm obpasom:



CuuTalo, yTO B cocTaB
PEBM3MOHHON KOMMUCCUW criegyeT
BKMOUMTL Takke A.V. MowknHy n
.M. Cepatokosa.

3aB. oTAEenom Kagpos

Mognuck A.l. \BaHOBa

02.03.2018

B ookymeHTax, NOASIMHHMKN KOTOPbIX XPaHATCSA B opraHvM3auun, BU3bl NPOCTaBMSAIOT:

- Ha nocriegHem nucTe JOKYMeHTa nog NOANUCHIO;

- Ha 06opoTe nocreaHero NMcTa NOASIMHHMKA JOKYMEHTA;

- Ha NNCTe cornacoBaHns (BU3MPOBaHWS), NpuUaraeMoM K AOKYMEHTY.

B ncxogswmx gokymeHTax (Hanpumep, B AEnOBbiX NMUCbMax) B 3aBUCMMOCTU OT TOrO,
HeoOXoaAMMO NV HanpaenATb MNOANIMHHMK MMUCbMa MO MOYTE WM [OCTATOYHO HanpaBUTb

NMUCbMO MO (PaKCUMUIBHOW CBA3M UMW MO SNEKTPOHHOW Mno4Te (B BUAE SNIEKTPOHHOMN KOI'IVIVI),
BW13bl NPOCTaABIIATCA:

- Ha KonMK NcbMa (BM3OBOM 3K3eMMIISipe), eCNM NOANMHHMK OTNPaBnsieTcs agpecaty no
noyTe;

- Ha obopoTe nocreaHero NucTa NOAMMHHUKA, eCni NMCbMO OTNpaBnseTca aapecary no
dhakcy MnM SNEeKTPOHHOW Mno4yTe (B 9TOM cryyae MNOANMHHMK OCTaeTcs B opraHv3auumn u
nomeLlaeTcs B Aero).

Jlnct cornacoBaHus (BU3MpoBaHUs) opopMnsdeTcs, ecnu cornacyrwmx nuy éonblue 5 -

Jiuct cornacoBaHusi (BU3MPOBaAHWSA) MPUKPENNSETCS K OOKYMEHTY W BMECTE€ C HUM
noALuMBaeTcs B Aeno.

Hanpumep:
JIncT Bu3upoBaHusa npukasa
BHUNOAL
oT 25.09.2018 N 125
3aM. gupektopa Mognucek E.A. PromuHa
01.11.2018
3aB. oToenom KagpoB MNoanuck E.N. XanpynuHa
31.10.2018




3aB. pPUanNYeCcKNM Mognucek M.H. ApupyHu
oTaenom
01.11.2018

Mo yCMOTPEHMIO OpraHn3aLum MoXeT NPUMEHATLCS NMONMCTHOE BU3MPOBaHNE AOKYMEHTa
N ero NpUNoXeHui - C NpocTaBneHMeM BM3bl HA 060OPOTE KaXKA0ro NiMcTa AOKyMEHTA.

B opraHusauusx, npumeHsiowmx C3[l, cornacoBaHuMe MOXeET MpoBOAUTBCA B
anekTpoHHou dhopme. Npu nepegaye AOKYMEHTOB Ha BymMaKHOM HOcuTere, cornacoBaHHbIX B
C3[l, B cTpyKkTypHOE nofpasfernieHve, OTBETCTBEHHOE 3a apXvB, CBEAEHUSA O cOrfnacoBaHuu
pacrneyaTbiBalOTCs Ha NIMCTE COrnacoBaHmS.

K nvuam, BU3MpyoLWNM NpOEKTbl JOKYMEHTOB, Kak NpaBuiio, OTHOCATCS:

- PYKOBOAMTENN CTPYKTYPHbIX NoapasfeneHnidi, OTBETCTBEHHbIE 3a MOArOTOBKY MpoeKTa
AOKYMEHTa;

- PYKOBOAUTEITN CTPYKTYPHbIX no,u,pas,u,eneHvlﬁ, MHTEepeCbl KOTOPbLIX 3aTparnBaeT NpoeKkT
OOKYyMEHTA;

- 3aMecTUTENb PYKOBOAUTENS OpraHM3aummn, KypupyoLwero CTpyKTypHoe noapasgenexue,
OTBETCTBEHHOE 3a NOArOTOBKY NPOEKTa JOKYMEHTA;

- pyKoBOAUTENDb OPUONYECKOro noapasgeneHuns (ecnun atoro Tpebyet BMA OOKYMEHTa U
ero cogepxaHue);

- pyKoOBOAUTESb CJ'Iy)K6bI genonpon3soacTsa.

Jlnua, He cornacHbele ¢ npennoxXeHnem, U3rnoxXeHHbiMm B OOKYMEeHTe, He MMEIOT MNnpaBa
OTKa3blBaTbCA OT BUSNPOBAHUA.

4.22. MNoanucb

Moanuch BKMOYaeT: HaMMeHOBaHWE AOMKHOCTM Nuua, NOANUCHIBAIOLLErO AOKYMEHT, ero
COGCTBEHHOPYYHYIO NOANUCH, paclunMdpoBKy noanucy (MHMumansl, paMmunus).

Hanpumep:

"eHepanbHbIN ANPEKTOP Mognuco M.M1. NMetpos

Ecnn pokymeHT odopmneH Ha 6GnaHke opraHu3auvu, B HaWMEHOBaHWM [OIIKHOCTM
HavMeHOoBaHMe opraHM3aunm He ykasblBaeTcs.

Ecnu OOKYMEHT Od)OpMJ'IeH He Ha OnaHke, B HaMMeHOBaHWE [OOSMKHOCTU BKOYaeTcA
HanmeHoBaHMe opraHmn3auunin.



"eHepanbHbIN ANpEKTOpP
AO "NHTenunusect" Mognuck M.MN. NMeTpos

Mpu odopMneHnn AoOKyMeHTa Ha GnaHke AOMKHOCTHOMO fvua AOMKHOCTb 3TOro nuua B
MOAMMUCHK He yKa3blBaeTcs::

MNoanuceb M.r. fetpos

|_|pl/| noanuncaHnm AOOKyMeHTa HECKOJIbKMMU OOJPKHOCTHbIMKU nnuamMu, 3aHUMakWwnMn
pa3Hoe nonoxeHune, nx noanncn pacnonarartcda ogHa non ,D,pyr0|71 B nocrieaoBaTesibHOCTH,
COOTBeTCTBy}OU.leVI nepapxmm saHMMaeMbIX JOIMKHOCTEN:

"eHepanbHbIN ANPEKTOP Mognucob M.M1. NMeTpos

maBHbIN Byxrantep Mognuce A.H. TutoBsa

Mpn nognucaHnyM OOKYMEHTa HECKOMbKMMM NLAMK PaBHbIX AOJHKHOCTEW MX Moanucu
pacnonaralTcsi Ha OHOM YpPOBHe:

3am. ONpeKTopa no d)I/IHaHCOBbIM 3am. AOnpeKkTopa no agMMHUCTpaTUBHLIM
BOnpocam BOnpocam

Moanuck A.lN. MNeTpoB Moanucek E.A. Mapmenagos

B [OokymeHTax, COCTaBNEHHbIX KOMWUCCMEW, B MOAMUCK YyKasblBaeTcsl cTaTyc nvua B
cocTaBe KOMUCCUN:

Mpencepatens kKoMuccun MNoanuck M.M1. Metpos
UneHbl KoMuccuu: Moanuchk M.M. MuwinHa
Mognucb A.E. MNonTtopaukas

[lokyMeHT MoXeT ObiTb MOANUCAH TOMbKO TeM NULOM, AOMKHOCTb U daMUIIMs KOTOPOro
yKasaHa Ha JOKYMEHTe.

MoanucaHve AOKyMeHTa OpYrMM NUUOM C NPOCTaBEHMEM KOCOW YepTbl MW HaanMcu
"3a" HegoMycTUMO.

Mpu nognucaHuM OOKYMEHTa NULIOM, UMEHLMM NpaBo MoAnNucu B criydae BPeMEHHOro
OTCYTCTBUSI PYKOBOAWUTENS, WUCMpaBneHWss B HaMMeHOBaHWEe [LOMMKHOCTUM M pacluMdpOoBKy
damunun yxxe NoAroTOBNEHHONO U COrMAacoBaHHOIO MPOEKTa [AOKYMEHTa BHOCSTCS OT PYyKu
WUNKN C UCNONb30BaHMEM COOTBETCTBYIOLLMX LITAaMNoB. Ecnn paGoTHWK opraHn3aumm npmukasom
Ha3Ha4YeH UCMONHSLWNM 0653aHHOCTN PYKOBOAMTENS, MOANMUCL OPOPMIISAETCS CreayoLmM
obpasowm:



W.0. reHepanbHoro gupektopa [Mognuck C.H. ApGy3oB

nnn

McnonHsawowmn o6s3aHHOCTH
reHeparnbHOro gMpekropa Mognuce C.H. ApbysoB

npl/l O(*)OpMJ'IeHI/Il/I noanncn HaMMmeHoBaHMe OOJMKHOCTU HaYMHaAEeTCA OT J1eBOro nonsd, a
nocnegHAAa 6y|<Ba CbaMI/IJ'II/II/I OKa3blBaeTCA Ha rpaHuue rnpasoro nons.

|_|pl/| HaNM4YNMN HECKOSbKMX nognucen no rpaHunue npaBoro nosjia pacnofnaraeTtcAa camad
ANVHHaA bamMunus, a octanbHble BbipaBHUBAKOTCA MO MHMLMANam.

[onyckaeTcsa LeHTpnpoBaTb HAMMEHOBAHME LOSMKHOCTM Nnua, NOANUCABLUENO LOKYMEHT,
OTHOCUTESIbHO CaMOW ASIMHHOW CTPOKM.

Mpn HaMMeHOBaHMM [OIMKHOCTU, 3aHMMAlOLLEM HECKONMbKO CTPOK, paclunmdgpoBka
noagnucy nevyaTaeTcs Ha YPOBHE HUXKHEN CTPOKW.

4.23. OTmeTKa 00 3neKTpoHHOM noanucu <35>

<35> PekBu3nt Bnepsble BBeaeH CtaHgapToM.

OtmeTka 06 SﬂeKTpOHHOﬁ noanncn MCrNonb3yeTcda npun BU3yann3aunn I3NEeKTPOHHOro
OOKyMeHTa, noanmncaHHoro SJ'IeKTpOHHOIZ noanncblo.

OTmeTKa 06 3NeKTPOHHOM NOANUCK BKIIOYaET:

dpasy "[okyMeHT nognmcaH 3neKTpoHHON NoANUCHID";

HOMep cepTudumKaTa Krova 3NeKTPOHHOW Noanucy;

damunuio, nMsi, 0TYECTBO Bnagesbla ceptudukara;

CPOK AeNCcTBUSA cepTudmkaTa Knroya aneKTpoHHON Noanucu.

OTtmeTKa 06 aNEeKTPOHHOM NOANNCU MOXET BKNYaTb n3obpaxeHne ambriembl, TOBApHOro

3HaKa (3Ha|<a O6CJ'Iy>KVIBaHVI$I) opraHun3auunm B COOTBETCTBUU Cc D,GVICTBWOLLI,MM
3aKoHOOaTeJIbCTBOM.

Smbnema [OKYMEHT NOAMVCAH
opranHudauun JJIEKTPOHHOW MOoANnCbIO
RvpekTop CepTudpukat 1a111aaa000000000011 M.N. Nerpos

Bnapgeney lNMeTtpos lNeTp NMeTpoBuny



Hevicteutened ¢ 01.01.2017 no 31.12.2018

OtmeTka 00 3MEKTPOHHOW MNoAMUCKU, Kak npaBusio, odopmnsieTca Ond LOKYMEHTOB,
NOAMNCAHHBIX YCUTEHHOW 3NIEKTPOHHOMW MOANUCHIO.

Mpy BHyTpeHHEM obMeHe OOKyMeHTaMu 1 nNpu oOMeHe C opraHu3auusMy napTHepamu,
€ecnum 3TO NpeaycMOTPEHO  COrfalleHMeM MeXay CTOpPOHaMu, OpraHusauum  MoryT
NCMNONb30BaThb YCUMEHHblEe HEeKBaNNMULNPOBAHHbLIE N NPOCTbIE 3NEKTPOHHbLIE NMOANMUCH.

OtmeTka 06 3MeKkTpOHHOM MOAMMCK pacronaraeTcs Ha TpaguuMOHHOM  MecTe
COBCTBEHHOPYYHOM NOAMUCU: MEXAY HauMEeHOBaHMEM AOSMKHOCTU MOANUCHLIBAKOLWEro nuua m
pacwmdppoBkon nognucn. EcCnv  9NeKkTPOHHbIM  OOKYMEHT odopmMmnsieTca Ha OGnaHke
AOIMDKHOCTHOIO NiMua, YKasaHUs Ha HauMMeHOBaHue [OIHKHOCTW nuua, noAnvcbiBaloLero
AOKYMEHT, He TpebyeTcs.

4.24. NevaTtb

MeyaTb 3aBepsieT NOAMMHHOCTL MOAMUCU LOMMKHOCTHOrO fmua Ha [OKYMEHTax,
yOOCTOBEPSAOLWMX nNpaBa nuy, @UKCUpYOWKMX (akTbl, CBA3aHHble C (UHAHCOBLIMU
cpeacTtBaMu, a Takke Ha WHbIX OOKyMeHTax, npedycMaTpuBalolLUMX 3aBepeHue noanucu
nevyaTblo B COOTBETCTBUM C 3akoHOAaTenbCcTBOM Poccurckon ®enepauuu.

[loKyMeHTbl 3aBepsAT nevatbio opraHmsaumn. evatb NpocTaBnseTcs, He 3axBaTbiBas
CcOBCTBEHHOPYYHON NOANUCK Nvua, NOANMCABLUEro OOKYMEHT, UM B MecTe, 0603Ha4eHHOM
"MM" ("MecTto nevatn").

Hanpumep:
3aM. reHeparnbHoro MNoanuceb A.P. lopayes
AnpekTopa
maBHbIN ByxranTtep Mognuce A.B. MopryHoBa

[MpyMepHbIN nNepeyYeHb [OOKYMEHTOB, Ha KOTOpble CTaBUTCA MevyaTb OopraHu3auum,
npusegeH B npunoxeHun N 3.

4.25. OTmeTKa 006 ncnonHuTene



OTmeTka 06 ucnonHuTene ogOpPMIAETCA Ha HWKHEM TMofe JMUEeBO CTOPOHbI
nocregHero nucta AOKyMEHTa OT rpaHulbl NIEBOro Mons Unu, nNpy OTCYTCTBUMU MeECTa, - Ha
06OpOTHOW CTOPOHE BHU3Y CreBa.

OTtmeTka 06 ncnonHuTene BKIOYaeT PaMUNnIo, UMsi U OTYECTBO MCMNONTHUTENSA, HOMEpP
ero tenedoHa.

Hanpumep:

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

OtmeTka 006 wuvcnonHuTene MOXeT AOMONHATbLCA HaMMEHOBaHMEM  AOJTHKHOCTH,
CTPYKTYpPHOIro noapasaeneHna N 3rIeEKTPOHHbIM apeCcOoM UCNOJTHUTENA.

Hanpumep:

AbpukocoB AnbbepT MNeTpoBud, KoHTponbHOE ynpaBneHue,
BeayLwmmn cneunannct, +7(495) 924-45-67, Abrikosov@gov.ru

OTtmeTka 06 ncnonHutTene MoxeT 0POPMAATLCH KaK HYXKHWA KONOHTUTYN M nevataTbes
LUPUATOM MEHbLLENO pasmepa.

4.26. OTMeTKa 0 3aBepeHUN Konuum

OTmeTka 0 3aBepeHUn Konum ocopMnAeTca ANd NOoATBEepPXOAEHUS COOTBETCTBMSA KOMUK
AOKYMEHTa (BbIMUCKM M3 OOKYMEHTa) NOANUHHWUKY AoKymeHTa. OTMeTka O 3aBepeHun Konum
NPOCTaBnseTCa Nog PeKBM3NTOM "nognuck” (oTMeTka 06 3NEKTPOHHOM MOAMNCK) N BKITHOYAET:
cnoso "BepHO"; HaMMmeHOBaHME [LOSMKHOCTU Nuua, 3aBepuBLUErO, ero CO6CTBEHHOPYYHYIO
noanuch; pacwmdpoBKy noagnucu (MHUunanel, aMmunuio); gaTy 3aBepeHUs Konuu (BbINUCKK
13 JOKyMeHTa).

Hanpumep -

BepHo

MHcnekTop
cnyx6bl kagpos  Nognuco M.M. MawkunHa

07.09.2018

Ecnn konua BblgaeTcs Ona NpeacTaBrneHuss B APYryl0 OpraHu3auuio, OTMeTKa o
3aBEPEHNN KOMUU 3aBEPSIETCHA MevaTblo opraHu3auuun (Npy ee Hanuyum), a Takke (npwu
HeobXxoaMMOCTIN) AOMOMHAETCS HAAMUCLID O MEecTe XpaHeHUsi JOKYMEeHTa, C KOToporo Obina
narotoeneHa konusa ("MoANWMHHUK OOKYyMEHTa HaxoauTcs B (HaMMeHoBaHMe OpraHusauuun) B
aene N... 3a... rog").

,D,J'IFI npocTtaBlieHnA OTMETKN O 3aBEepPEeHNN KOMNUN MOXKET UCMOJ1Ib30BaTbCA LUTAMI.



Konun anekTpoHHbIX JOKYMEHTOB, CO3[aHHble Ha OymMaXHOM HocuTerne, 3aBepsitoTCs B
yCTaHOBIEHHOM MNopsiaKe.

OnNeKTPOHHbIE KOMUM OOKYMEHTOB Ha OyMakHOM HocuTene 3aBepsitoTCs 3NEKTPOHHOM
noanucblo, B MOpsiaKe, YCTAHOBNEHHOM HOPMAaTMBHLIMW MNPaBOBbIMM akTamu Poccumnckon
depepayum.

4.27. OTMeTKa O NOCTYNJIeHUN AOKYMEHTa

OTmMeTKa O NMOCTYNNEHNN OOKYMEHTA CMAYXWUT ANs NOATBEPXKAEHMA ¢pakTa MOCTynfeHus
AOKYMEHTa B OpraHu3auuio 1 BKOYaeT faTy MOCTYNNEeHUa U BXOAAWMNA PermcTpaumOHHbIN
HOomMep AokymeHTa. [Mpy HeobxoAMMOCTM OTMETKa O MOCTYMSEHUN MOXET OOMONHATLCS
yKasaHmeM BpeMeHu NocTynneHnst n cnocoba AOCTaBKM AOKYMEHTA.

OTmeTKa 0 NOCTYNNeHUM JOKyMEHTa MOXET NPOCTaBMATbCS C NOMOLLLIO LWTamna.

Mpw OoTCyTCTBMM MecTa Ansi NPOCTaBEHNS OTMETKN O MOCTYMNSIEHUN Ha NTMLLEBOWN CTOPOHE
NOCTYNUBLLETO AOKYMEHTa OTMeTKa CTaBUTCA Ha 06OpPOTHOM CTOPOHE nucTa.

4.28. Pe3onwouun
Pesontouunsa cogepXuT ykasaHus no UCMNONHEHUI0 JoKyMeHTa. Pesontouunsa ocdopmnsietca
Ha cBobogHOM MecTe paboyero nons AOKyMeHTa, Ha OGnaHke pes3ontouun UNuM BHOCUTCS

HenocpeaCcTBEHHO B CUCTEMY SNEKTPOHHOIO AOKyMeHToobopoTa.

Pesontouns BkntovaeT: haMunuio, HMumarnbsl UCNONHUTENS (UCNOMHUTENEN), NopyYeHne
Mo OOKYMEHTY, CPOK MCMOSTHEHMS, NOANMCH N, BbIHECLLErO Pe3onioLmio, AaTy Pe3osoLun.

Hanpumep:

MBeaHoBy A.A.

[Mpowy noaroToBUTbL NPEANnoXeHUs K
10.11.2018.

MNoanuck

07.10.2018

CpOK MCMNOJTHEHUA NOPYYEHNA HE YKa3blBaeTCA, €CliM OH Ha3BaH B TEKCTE MNMOCTynneLlero
OOKyMEHTa U pyKoBOOUTESb HE CHUTaET HeobxoANUMbIM N3MEHUTL ErO.

Mpy yKaszaHUM HECKONbKUX WCMONHUTENEN (aMunust OTBETCTBEHHOIO WCMOSHUTENS
yKasblBaeTCs NePBOW, UNWN NoagvYepKkmBaeTcs.

Hanpumep:

MBaHoBy A.A.

Metposy B.H., Cugoposy I'.P.
Mpowy npeacraBnTb NPeanoXeHus



10.11.2018.
MNoanuck
07.10.2018

Ecnv ykasaHus no WCNOMHEHW0 coaepXaTca B TeKCTe [OKYMeHTa, TO pes3oniouus
COAEPXKUT YKasaHWe Ha MWCNOMHUTEeNs, NoANUCb Nuua, BbIHECLLErO pe3onioumio KU gaTty
pesornounu.

[Ansa pe3ontounn MOXeT ObiTb NPegyCMOTPEH crneumanbHbin 6naHk doopmata A5 nnm A6.

B pesoniounio, odOpMMEHHYl0 Ha OTAenbHOM OnaHke, Takke MOryT BKMOYaTbCH
CBeZleHNs1 0 AOIMKHOCTU ee aBTopa.

Pesontoumnsa npukpennseTcs K JOKYMEHTY U BMECTe C HUM noLmnBaeTcs B 4erO.

Odbopmnenune pesontounmn B C31 4OMKHO COOTBETCTBOBATL YKa3aHHbIM TpeboBaHMAM.

Pesontoums, opopmneHHaa B C3 ana aokymeHTa Ha ByMaHOM HOCUTeENe, CO CPOKOM
XpaHeHusi BpeMeHHbIM (6onee 10 neT) unm NOCTOAHHbLIM, MPU HanpaBfeHUM OOKYMEHTa B
Aeno pacne4vartbiBaeTcs 1 NOMeLLaeTcs B 4en0 BMECTE C JOKYMEHTOM.

4.29. OTMeTKa O KOHTposne

OTMeTka O KOHTpONe CBUAETENbCTBYET O [MOCTAHOBKE [OOKyMEHTa Ha KOHTPOfb,
npoctasngeTcs wramnom "KoHTponb" Ha BepxXHeM norne JOKyMeHTa.

[Mpy noctaHoBke Ha KOHTpoOnb AokymMeHTa B C3[ B perncrpaumoHHO-y4eTHyH ¢opmy
3aHocATCS cBefieHMs 06 3ToM.

HacTtponka C3[] npom3BoauTcs Takum oBpasom, 4ToObl COTPYAHWUK, OCYLLECTBIIAIOLLMIA
KOHTPOSb, U UCNOMHUTENb MOIMK MoflyvyaTb aBTOMaTU4YEeCKMEe YBELOMIEHUS O MPUBNMKEHNN
KOHTPOMbHbIX CPOKOB.

4.30. OTMeTKa 0 HanpaBrfieHUM AOKYMeHTa B Aerno

OTmeTka O HanpaBneHun OOKYMeHTa B [eNio onpefdenser MecTo XpaHeHuUst JOKyMeHTa
nocrne 3aBepleHnss pabotbl ¢ HUM. OTMmeTKa Takke CBUAETENbCTBYET 00 MCNOMHEHUU
AOKYMEHTa N CHATUWN €ro C KOHTPOns.

OTtmeTka BkntovaeT: cnoea "B geno”, nHaoekc gena no HomeHknatype Aen, B KOTOpoe
nomewlaeTca OOKYMEHT Ha XpaHeHue, C yKasaHuem roga, AOSMKHOCTb Nuua, odhopMUBLLETO
OTMETKY, Nognucb, aaTy.

Hanpumep:

B neno N 01-18 3a 2016 r.
3aB. OTAENOM KOpNopaTMBHbIX NPOEKTOB

Moanucb
10.12.2018




OTmeTKa 0 HanpaBneHUN JOKYMEHTA B 4eNI0 MOXET AOMNOMHATLCA KpaTKMMU CBEAEHUAMMN
O XapakTepe WCMNONHEHUA AOOKyMeHTa, Hanpumep: "HanpasneH oteeT (gata), (N)",
"lMpoBegeHa KoHcynbTauusa no TenedoHy (aarta)’, "YureHo npu paspaboTtke npoekta" v Ap.
CBeaeHuns ykasblBaloTCs B Havarne OTMETKM.

Hanpumep:

OtBeT HanpasneH 04.05.2018 N 05-06/12
B aeno N 05-06 3a 2018 .

3aB. 0TOENOM KOPNopaTUBHbLIX NPOEKTOB
MNoanucb

10.06.2018

Mpn wucnonb3oBaHun C3[ OTMETKY [OMycKaeTCa He CTaBuTb, MpuM 3TOM cregyet
yunTbiBaTb HeobxoaumocTb ¢opmupoBaHus B COL cBefeHun o pesynbtaTte U BpeMEHMU
NCMNONHEHNA OOKYMEHTA, O TOM K KaKkOMy [eny OTHOCUTCSA LOKYMEHT, r4e XpaHuTcs 4eno, KTo
OTBETCTBEHEH 3a 3aBEPLUEHMNE Er0 UCMOMHEHNS N NOMELLEHME B AENO.

5. N10ANOTOBKA TEKCTOB JOKYMEHTOB

TekcT [OKyMeHTa COCTaBMnsieTCA Ha pPYCCKOM N3blke KaK rocygapCTBEHHOM s3blKe
Poccunckon ®epepaunn.

B opraHax rocygapCTBEHHOM BfacTW, oOpraHax MECTHOro CcamoyrnpaBfeHus,
rocyAapCTBEHHbIX  ydpexaeHusax pecnybnuk Poccunckon  degepaumm  Hapsgy C
rocyaapcTBeHHbIM s13bIkOM Poccuiickon ®enepauumn Moryt ynotpebnartbes rocygapCTBEHHbIE
A3bIKK pecnydbnuk. B aeaTenbHOCTU rocyfapCTBEHHbIX OPraHoOB, OpraHu3aLumm, npeanpusaTum n
yupexaeHun Poccuiickon defepaumm MCNosb3yoTCs rocyaapcTBEHHbIM A3blk Poccuickomn
depgepaumm, rocyaapcTtBeHHble $A3bIKM pecnybnmk U WHble 4A3blkM HapogoB Poccuiickon
depepaumm <36>.

<36> lyHkT 2 ctatbn 3 PepepanbHOro 3akoHa oT 25 oktabpsa 1991 r. N 1807-1 "O
a3blkax HapogosB Poccuickon ®egepauun” (Begomoctn CHO n BC PCOCP, 12, 1991, N 50,
ct. 1740; CobpaHue 3akoHogatenbcTBa Poccunckon ®eagepaumn, 1998, N 31, ct. 3804; 2002,
N 50, cT. 4926; 2013, N 27, cT1. 3477; 2014, N 11, cT. 1094).

5.1. Pycckuin a3bIk B 06513aTenbHOM Nopsiike NCNOMb3yeTcs:

- B Nepenncke mexay rocyaapCTBEHHbIMM OpraHaMu, opraHusaumsiMn, nNpeanpusTusaImMm,
yypexgeHmsamn cybbektoB Poccunckon ®depepaumm ¢ agpecatamum B Poccuickon
depepauuuy;

- B nepenuncke C NpeanpusTUSMK, OpraHu3auusmMu, He HaxogAWUMUCH B BeAeHUU
AaHHoro cybbekta Poccunickon degepaumm unm pacnonoXeHHbIMU Ha TeEppUToOpuUn Opyrmux
cybbekToB Poccunckon denepaunm;



- Npy ohopMMAEHUN OOKYMEHTOB, yOOCTOBEPSIIOLLMX NIMYHOCTb rpaxaaHuHa Poccuickon
depepaunn, 3anncen akToOB TPaXAAHCKOTO COCTOSAHMS, TPYOOBbIX KHWXKEK, a Takke
AOKyMeHTOB 06 o6pasoBaHmm n ap.

Pycckui s3bik 1 A3blk pecnybnukn B coctaBe Poccunckon degepaumm ogHOBPEMEHHO
NPUMEHSIOTCS:

- B genonpon3soacrtee Cyﬂ,e6HbIX N NpaBoOXpPaHUTESIbHbIX OPraHoB;

- B cdpepax NPOMBbILLNIEHHOCTM, CBSI3WU, TPAHCMNOpPTa U SHEPreTUKM Ha BCEW TeppuUTopun
Poccunckon ®epepaunu;

- B cepe 0b6Cny>XMBaHUsS 1 KOMMEPYECKON AEATENBbHOCTM <37>.

<37> Tam xe, ctaTtbsa 22.

5.2. B TekcTe OOKyMeHTa, noAroToBfieHHOM Ha OCHOBaHUWU 3aKOHOAATESIbHbIX UIMN NUHbIX
HOPMaTMUBHbIX MpPaBOBbIX aKTOB, paHee Wn3gaHHbIX pacnopaanuTesibHbIX OOKYMEHTOB,
YKa3blBa€TCA HanMeHoBaHMEe Baa AOKYMEHTa U 3aroJioBOK K TEKCTY, a TakKKe UX PEKBU3UTDI:

- HaMMeHoBaHWe opraHu3aLun - aBTopa AOKYMEHTA, AaTa AOKYMEeHTa, pernMcTpaumOoHHbIN
HOMep JOKYMEeHTa, 3arofioBOK K TEKCTY;

- HaMMeHOBaHMe opraHmn3aummn nnn OOorKHOCTHOroO Nnnua, yreepamBLllero JOKYMEHT, OaTa
yTBEPXKOAEHUNA OOKYMEHTA.

Hanpumep:

Bo ncnonHeHne npukasa Pocapxma ot 23 gekabpa 2009 r. "O6 ytBepxaeHum
MeToguyeckmx pekomeHgaumm no paspaboTke MHCTPYKLMIA NO 4enonpon3BoAcCcTBY B
doeaepanbHbIX OpraHax UCNOSTHUTENBHOW BiacTu'....

nnm

Ha ocHoBaHun [lonoxeHnss o cnyx6e [OenonpousBOACTBa, YTBEPXKOEHHOro
Mpukasom BHUWOAL ot 25 ceHTabpa 2018 r. N 146...

[Mpwn ccbinke Ha 3akoHOoAATENbHbIE U MHbIE HOPMATMBHLIE MPABOBbLIE aKTbl YKa3biBaeTCs
oduumanbHbli UCTOYHUK KX onybnukoBaHus (CobpaHue 3akoHopaTtenbcTtBa Poccuiickon
depepaumnmn, bronneteHb BEOOMCTBEHHbLIX HOPMATUBHbLIX akTOB, MH(OPMAUMOHHbLIN nopTan
http://www.pravo.gov.ru, nsgaHmsa cybbektoB Poccuickon degepaumm M opraHoB MECTHOro
camoynpasneHus).

Hanpumep:

depepanbHbii 3akoH oT 22.10.2004 N 125-03 "O6 apxumBHOM pgene B
Poccunckon degepaunn” (CobpaHune sakoHogatenbctsa Poccuiickon degepauum,
2004, N 43, cT. 4169; 2006, N 50, cT. 5280; 2007, N 49, cT1. 6079, N 20, cT1. 4034;



2010, N 19, ct. 2291, N 31, c1. 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 AOKyMeHTa MOXET coaepkaTb pasfenbl, noapasfernbl, NyHKTbl, NOAMYHKThI,
HymMepyemble apabckumu uugpamu. BelgeneHne 6onee YeTblipex ypoBHEN pybpukaLmm TekcTa
He pekoMeHayeTcs.

Pasgenbl v nogpasgenbl MOryT MMETb 3arofioBkM. 3arofioBkM pasgenoB MULLYTCS C
nponucHon GykBbl. [lonyckaeTcsi HanmMcaHWe 3arofioBKOB pasfenioB MpOMnUCHbIMKU GykBamu.
Moa3aronoBky MULLYTCA C NPOMUCHONM GYKBbI CTPOYHLIMWU. 3arofoBKU pas3nenoB AornycKkaeTcs
BbIAENSATb NOMYXUPHBIM LUPUATOM.

B TekcTtax OOKYMEHTOB ynoTpPebNAlTCs TONbKO OOLLENPUHSTbIE TEPMUHbI, a TakKke
abbpeBnaTtypbl U rpadmyeckme cokpalleHus.

Mpn ynoTpebrneHun TepmuHa mnn abbpeBuaTtypbl, KOTOpPble MOryT ObiTb HEMOHSTHbI
yuTaTento, OHM pacMdpPOBbLIBAOTCA NpY NepBOM ynoTpebneHun. Ecnn Takux nekcmyeckux
eauHUY, B TeKkcTe Mano (o 4-x), pacwmdpoBKM MOXHO faBaTb B MOACTPaAHMYHbLIX CHOCKaX.
Ecnn ux 6Gonblwe, pekomeHOyeTCA cocTaBuTb pasgen "TepMuHbl u  onpegeneHus” wu
"lNepeyeHb cokpalleHun".

Mpn ynotpebneHun B TekcTte paMunnuii U MHULMANOB WMHULUMAnNbl yKasblBalOTCS Mocne
damunuu.

5.4. Tekct OOKYMEHTa MOXeT mn3naratbCd B BUAe Tabnuubl, aHKeTbl UNK rpamMmmMmaTn4ecKkun
CBA3HOIO TEKCTAa.

AHKeTa - TEKCT QOKYMEHTa, XapakTepuayrowlero ogmH obbekT no Habopy MNpu3HaKoB u
NOCTPOEHHbIN B BUAE BOMNPOCOB N OTBETOB <38>.

<38> YnpaBneHune gokymeHTtamu. TepMmuHbl 1 onpegenerns. Cnosapsb. - M., 2013, c. 13.

Tabnuua - TeKCT JOKYMEHTa, UMEIOLLNA YNPOLLEHHYHO NTOMMKO-CUHTaKCUYECKYHO CTPYKTYPY
N MPOCTPAHCTBEHHYHD OpraHu3auuio 1 MO3BONSAIOWMM COMOCTaBUTb MNpeaMeTbl, SBIEHWS,
npouecchl No onpeaeneHHoMy Habopy npuaHakos <39>.

<39> Tam xe, c. 82.

pammaTnyeckm CBA3HbIM  TeKCT <40> - TeKCT [JOKYMEeHTa, COXpaHsaoLWwmmn
FNIOMMKO-CUHTAKCUYECKYIO CTPYKTYPY M MPOCTPAHCTBEHHYH OpraHmM3aunio eCTECTBEHHOMO A3blKa.

<40> Tam xe, c. 25.

B TekcTe aHkeTbl MOXET coaepXaTbCs Kak CrioBecHasi, Tak U umndpoBas MHPopMaLuus.



MpM NOCTPOEHUM aHKeTbl BOMPOCHI BbIPaXaKTCH CYLWECTBUTENbHBIMA B UMEHUTEITbHOM
nagexe, Hanpumep: "damunnga”, "umga", "oTyecTBO", MNMU CNOBOCOYETAHUSIMU, OMOPHbLIM
CITOBOM B KOTOPbIX SIBNSAETCA CyLLeCTBUTENbHOE, Hanpumep: "CTPyKTypHOe nogpasgenieHune",
"nocnegHee mecto paboTbl", "pe3ynbTaT BbINOMHEHMS NnaHa", "npuymMHa oTcyTcTBmns"”.

BOI'IpOCbI adHKeTbl 1 OTBETbI Ha HUX rpaMMaTU4eCK COorfiacoBbIiBakOTCA.

TabnuuyHble TEKCTbl NPUMEHSIIOTCA B TakUMX [OOKYMEHTax, Kak CTPyKTypa U LiTaTHas
YUCIEHHOCTb, LUTAaTHOE pacnucaHue, nnaH paboTbl, TEXHMYECKOE 3aJaHne, HEKOTopble BUAbI
OTYETOB, NEPEYHN U Ap.

Hanpumep:
NMEPEYEHb
AOKYMEHTOB CO CPOKaMW XpaHeHus
N Bua pokymeHTta Cpok xpaHeHus MpumeyaHus
cTatbu
1 2 3 4
Tabnuubl WMeKT [gBa YPOBHA UNEHEHMs TeKCTa: BepTuKanbHbin - rpadbl un

roOpu3oHTanbHbIN - CTPokn. O606LEHHbIE HAMMEHOBAHMS NMPU3HAKOB B Tabnvue COCTaBnsOT
3arosioBKM M NOA3arosioBkM rpady), a HaMMeHoBaHUA OOBLEKTOB - 3arofioBKM M NO43arosioBKU
CTPOK Tabnuubl, pacnonoXXeHHble B KpanHen nesoun rpade.

Hanpumep:

CMNPABKA
O 3ag0mKeHHOCTM NOo NnaTtexam B broaxeT
n BHEGHOXKETHbIE hoHabl B 2017 T.

3apgomkeHHo | Hegounmka | 3agomkeHHo MNeHn Wrpadbl | Obwasa cymma
CTb pyo. CTb Mo pyb6. pyo. 3a40JKEHHO
HarnoroBbIM cTn pyo.
nnartexam pyo6.
1 2 3 4 5 6

"opoackon

oooxeT

depnepanbHbIn

oooxeT

3aronoBku rpacg U CTPOK MULLIYTCS C NPOMUCHOW OykBbl. [oa3aronoBKn - CO CTPOYHON.
MonasaronoBku rpad 1 CTPOK rpamMmmaTMYECKN COrMacyoTCcs C 3arofioBKamMum.



5.5. lNMocTpoeHne rpaMmmaTnyecKkn CBA3HOIO TEKCTa 3aBUCUT OT BUAA OOKyMeEHTAa.

TekcT pacnopaguTeribHbIX JOKYMEHTOB mnanaraetca ot 1 nuua ef. yucna: "npukasoiBaro”
unn (B peLleHuax KommnernanbHbIX OpraHoB): OT 3 nuua eaMHCTBEHHOro 4ucna: "Konnerus
nocraHoBnget", "y4yeHbl coBeT pelwumn”. TekcT pacnopsxkeHuss pacnopsaguTenbHon opmMyrbl
HE NMeeT.

B coBmMeCTHbIX OOKYMEHTaX TeKCT u3ltaraetcd OT nepBoro fimua MHOXXeCTBEHHOro 4ucna

("npukasbiBaeM", "peumnn”).

TekcT pacnopsiguTenbHOro OOKYMEeHTa COCTOUT U3 [ABYX YacTeW: KOHCTaTupylowen u
pacnopsanTensHON.

B KoHcTaTupylowen 4actm faetca 0OOOCHOBaHWE pacnopsaauTenbHbiX Aenctsuin. B
KayecTBe 060CHOBaHNA AENCTBUA MOXET BbICTyNaTh:

HOPMaTMBHbI NPABOBOW aKT BbILIECTOSLLEro opraHa unm pacnopsanTesibHbIN AOKYMEHT,
paHee n3gaHHbIN opraHusaumen;

dopmynmpoBKa Lenen 1 3agad, CToAWmMxX nepen opraHmsaumen, onncaHne (oaktos mUnu
COBbITUI, NOCAYXUBLUMX MPUYNHOW U3AAHUS NpUKasa.

Hanpumep:

B uensix coBepLUeHCTBOBaHMS OOKYMEHTAUMOHHOro obecneyveHusi ynpaBreHus
opraHusauum
NMPUKA3bBIBAIKO

B cootBetctBumn ¢ npukazom BHUWOAL ot 25 ceHtss6pa 2018 r. N 125 "O
NMOBbLILLEHUN UCMONHUTENBCKOM ANCUMNINHBLI"
MPUKA3BIBAIO:

KoHcTaTupylowen 4actm MoOXeT He ObiTb, €ecnv npeanucbiBaemble LENCTBUS He
Hy>XgatTca B 060CHOBaHUM.

PacnopsgutenbHas cnoBecHas dopMyna: "npukasbiBatro” nedataetcs nponmucHbIMA
oyksamu (MPUKASBLIBAID) 6e3 pa3psakm ¢ HOBOWM CTPOKK OT ab3aua unm cTpovHbIMKU BykBamm
Bpaspsaky (N p M K a 3 bl B a 10) B NpogormkeHre npeambynbl, ¢ BblAeNeHNEM NOMY>XXUPHbIM
WpndTOM Mnu 6e3 BbiaeneHus, ¢ NPOCTaBNeHNEM LBOETOUMS.

CnoBo "noctaHoBnseT" nMweTcsa B NPOAOIHKEHNE npeaMbyrbl BpaspsiakKy.

TeKCT pacnopsikeHust pacnopsaguMTenbHOM CrIoBECHON hOPMYribl HE UMEET.

PaCI'IOpFI,EI,I/ITeJ'IbHaFI 4YacCTb COCTOUT U3 MYHKTOB, B KOTOPbLIX U3narartTcAa ynpaBrieH4eCKkmne
peweHna.

Ecnn peweHne gaBnsetcs opraHusdaumoHHbiM ("yTBepauTb", "coagatb"), B MyHKTE



pacrnopsiaMTenbHOM 4YacTu npukasa opMynupyeTcs camo pelleHne 6e3 ykasaHus
NCMNONMHUTENEN U CPOKOB UCToNHeHNs. OpraHM3auUnoHHble peLLeHNst BCTYNaKT B CUMIy C AaThbl
noanucaHusa 1 perucTpaumm npmkasa.

Ecnn nyHKT hopmynvpyeT nopyyeHue, B HEM YKa3blBaeTCS:
- NOpyYeHue;

- UCMONHUTESb (MCNOMHUTENN);

- CPOK UCMNOSNHEHNS MOPYYEHUS.

Ecnun npoekT pacnopsaantenbHOro Ao0KyMeHTa OTMEHSIET NOMHOCTLIO UMM YaCTUYHO paHee
n3gaHHbIe JOKYMEHTbI, TO B NPEeANnocneqHeM NyHKTE NPOeKTa pacnopsanTenbHOro AOKyMeHTa
HeobxoanMOo 1X ykasaTb.

Hanpumep:

3. MNpusHaTtb yTpaTMBWWUM cuny pacnopsbkeHme ot 25 ceHtsbpa 2014 r. "O6
yTBepxaeHun NpaBun BHyTpEeHHEro Tpy4oBoro pacnopsgka”.

B nocnegHem NyHKTE pacnopAaguTesibHOro AOKyMeHTa YyKa3blBae€TCA HaunMeHOBaHue
OOJDXHOCTU nnua, OTBETCTBEHHOIO 3a €ro UCrnoJiHeHne, C ykadaHnem CbaMI/IJ'II/IVI N NHMUmnanos.

Hanpumep:

4. KOHTpOnb 3a WCNOMHEHMEM rpuKkasa BO3NOXUTb Ha 3amMecTuTens
reHeparnbHoro gupekropa MeaHosa A.A.

[Mpumep odpopmMneHns pacnopaguTenbHbIX JOKYMEHTOB AaH B npunoxeHnax N4 n N 5.

5.6. K opraHu3auuoHHbIM [OKYMEHTaM OTHOCATCSA JloKalibHble HOPMAaTMBHbIE aKThl
opraHusaumn, YycTaHaBnvBawwue npaBa, O0O0s3aHHOCTM, NOPSAAOK  (PYHKLUMOHMPOBAHUS
CTPYKTYPHbIX nogpasgeneHun unu  nocrneaoBaTenbHOCTb  OCYLIECTBNEHUA  Kakux-nmbo
Aencteum (onepaumn).

B nokanbHbiX HOPMAaTUBHbIX akTax, YCTaHaBnMBawLWMX MpaBa W 06s3aHHOCTU
opraHun3auu, ux CTPYKTYPHbIX NOApasaeneHuii (NonoxXeHne, MHCTPYKLUMS, perfameHT) TEKCT
dopmMynvpyeTcss OT TpeTbero nvua eOuHCTBEHHOTO WM MHOXecTBeHHoro uucna ("otgen

ocyLecTBndAeT pyHKumMK...", "B cOCTaB ynpaBneHnsa BxogaT...").

TeKkCcT opraHM3auMOHHbIX [OKYMEHTOB BCerga [AenuTcst Ha MNyHKTbl (MOAMNYHKTbI) B
COOTBETCTBUM C OOBLEKTOM pernameHTauum.

B nonoxeHuun o CTPYKTYPHOM noApasaeneHnin:
- oOLme NonoXxeHus;

- CTPYKTYypa (ecnv nogpasgeneHme nMeeT CTPYKTYpY);



- 3aja4v;

- PYHKUMM;

- Npasa;

- OTBETCTBEHHOCTb;

- B3aUMOOTHOLLEHMS.

B OOMKHOCTHON MHCTPYKLUMMK:

- 06LLMe NONOXeHNs;

- PYHKUMM;

- DOIMKHOCTHbIE 06A3aHHOCTY;

- NpaBa;

- OTBETCTBEHHOCTb;

- B3aMMOOTHOLLEHMS.

Pasgenbl Bcerga UMEKOT 3arosfioBkW, HanevyataHHble C NPONUCHON ByKBbI.

B TekcTe [OOKYMEHTOB, pernameHTUpPYLWMX Kakom-imbo npouecc, AOSMKHblI YeTKO
NpoCnexmBaTbCA  MPUYUHHO-CNEACTBEHHbIE  CBA3M  MeXAy HOopmamu,  npaBunamu,

TpeboBaHNAMM.

B TekcTe Takux OOKYMEHTOB npeo6na,u,a+0T onpegeneHHble TUunbl MOAalrbHbIX 3Ha4YeHUn,
nepegaBsaemMbie ornpenerneHHbIMN BblpaXXeHNAMI:

- possosneHue ("paspelwsaetca”, "MoxeTt", "umeeTt npaso", "Bnpase", "pekomeHayeTcs" u
Ap.);

- 0653bIBaHMe ("gormkHbl", "0bs3aHbl", "Heobxoaumo”, "cneayet”);

- 3anper ("3anpewaeTtca”, "He pa3pelwlaeTtca”, "He gonyckaetcs", "He cnegyet").

Ob6pasey odopmneHusa MonoxeHnss 0 CTPYKTYpHOM nogpasgeneHun npeactaBneH B
npunoxeHun N 6.

5.7. TMpoTokonbl 0MOPMMAIOTCA Ha creuuanbHoM 6naHke npoTokona WM  Ha
cTaHoapTHOM nucte Gymaru.

B npakTuke ynpaBrneHus opraHn3aumsiMm NpUHAThI NOSHbIE U KpaTK1e NPOTOKONbI.

MONHbLIN NPOTOKOS COAEPXKUT MOBECTKY AHS, yKasaHue MpUCYTCTBYHOLLMX, 3anUCb BCEX
BbICTYMMEHUA Ha 3acefaHuu, BOMPOCHI, BLICTYMMEHUS §uL, MNPUHSBLUMX Yy4acTue B



06Cy>KJJ,eHVIVI, N NMPUHATbIE peLUeHnA.

KpaTkuin npoToKkon BKMOYaeT TEMY BbICTYNIEHMS, (DaMUIMK BbICTYNMBLUMX (MOXET ObiTb
KpaTkasi 3anvcb BbICTYMMEHUSI), NPUHATLIE PELLUEeHUS.

PeweHune o oopme npoTokona npuMHUMaeT pykoBoauTenb (BO3MOXHO NpeaBapuTernbHoe
obcyxaeHne 3Toro Bonpoca ¢ napTHepamu).

TeKCT npoToKona COCTOUT U3 ABYX YacTen: BBOAHOM Y OCHOBHOW.

Bo BBOAHOW YacTu ykasbiBaloTcA: dhamMmunum npeacenartens (npeacenartensCTBYIOLLEro) U
cekpeTapsa 3acefaHust; OMKHOCTM U (daMUMKU YYACTHUKOB U MPUrMaLLeHHbIX NUL; NoBecTka
[HS.

Ecnn yyactHukoB 3acepmaHust 6onee 15 4yenoBek, B NPOTOKOMe ykasbiBaeTcs obuiee
YMCMNO YYaCTHMKOB, a CMUCOK MPUCYTCTBYIOLWNX C YyKa3aHMEM [ODKHOCTEN U hamunuin
ABMSETCA NPUIOXeHneM K npoTtokony. B aTomM cnyyvyae Bkhw4aeTca cnegyowas
dopmynupoBska:

MpucyTcTBOBaNW: YneHbl KOMUCCUM W MpurnaweHHole B konuyectse 30 4en.
(cnucok npunaraeTcs).

Jnya, KOTOPbIX npurrnacunm Ha 3acegaHune B Ka4yecTtBe 9KCnepToB NIn
3anHTepecoBaHHbIX 1L, MEepPevYncnAarTCcA nocrie crioBa "rlpI/IFJ'IaLIJeHHbIeZ" C YKasaHunem Wux
OOMMKHOCTEN N MecTa pa60TbI, €CJTN OHU ABNAKTCA npeacrtaBuTeENnAMn Opyrnx OpFaHI/ISGLI,I/IIZ.

B noeecTtke OHA 3acenaHus YKa3blBalOTCA BOIMNPOC W BOMNpPOCHI, o6cy>KuaeMb|e Ha
3acegaHuun. [JomKHOCTb U d)aMVIJ'IVIFI AOKInag4nka MOoryTtT He yKa3blBaTbCA.

Ecnu BOnpocoB HECKONbKO, OHWM HyMepyTcst apabckumn umdpamm n pacnonaraiTcs B
nopsiake obcyxaeHus.

Bonpockl NOBECTKM OHA CTPOATCA No hopmyre "o yem?".

CnoBocoyeTaHne "noBecTka OHA" pekoMeHOyeTCA nucaTb MNpPonucHbiMM OykBamu U
pacnonaraTb MO UeHTpy. Bonpockl noBecTkn AHA (ECNM UX HECKONbKO) cnefyeT nomeyaTb
apabcknumm unpamum.

Hanpumep:

NMOBECTKA OHA:

1. O bopmmpoBaHumn nnaHa pabotel Ha 2018 r.
[oknaguuk - 3am. anpektopa MBaHosa A.A.

2. O nogrotoBke COOPHMKa TPYAOB MHCTUTYTA.
Hoknagyuk - 3am. aupektopa lNetyxos W.IT.

TeKCT OCHOBHOW YacTu NPOTOKOMa COCTOUT M3 OTAENbHbIX pa3genoB No YMcry BONPOCOB



NOBECTKMN OHS, KaXAbI U3 KOTOPbIX CTPOUTCSH MO CXEME:
1. CNYLWANN:
BbICTYTUIN: (ecnn ochopmnsieTca NOSHbINM NPOTOKON)
PEWWIN: (nnn NMOCTAHOBWINN:)

Mocne crosa "CJIIYWAJIN": B uMeHUTENbHOM najexe YykasblBaetca amunusa
Aoknagyuka n uanaraetca Tema goknaga. Ecnu nmeetcs TekcT goknaga, nocne damuinum
AOoKnagvuka genaetcsa oTMeTka: "TekcT goknaga npunaraetcs”.

B pasgene "BbICTYTMUIIN": nocnegoBaTenbHO yKasbiBalT hamunmn nuu, NPUHABLLMX
yyactne B 0b6CyXOeHMM OOoKnaga, U BbICKa3aHHble UMW MHEHUsi. damunmm BbICTYMNMBLUNX W
cogep)xaHne ux BbICTYNNEHUW 3anucbiBaloTcsd B opme 3 nuua eguHCTBEHHOIO UK

MHOXECTBEHHOro uncna: "cumtaet", "npeanaraet" unm "cumtatoT", "npegnaratot”.

|_|pl/| HeoOXoANMOCTN B 3TOM Xe pa3gerne npoTokona (*)I/IKCI/IpleTCFI BOMNpPOCLI, 3aaHHblE
OOKInag4unky, n ero oTBeThl.

B pasgene "PEWNIIN": ("TTOCTAHOBWJIN") 3annckiBaeTcst MPUHATOE PELLEHME.

MpuHATbIE  pelieHns  opMynUpyTCA B HeonpederieHHon dopme  rnarona:
nn nn

"nopaboTtaTb...", "ogobpuTs...", "nponHpopmmnpoBaTs...".

Mo ogHOMy BOMpPOCY MOXET ObiTb MPUHATO HECKOMbKO PeLleHWUA, B 3TOM Crlydae OHMU
HyMepyoTCa apabcknmm unpamu.

Mpn HeobXxoaMMOCTM Hapsidy C peLlleHMeM YyKasblBaloTCs pes3yfbTaTbl FOSI0OCOBAHUA:
KONMMYeCcTBO [rOSfI0COB, ModaHHbIX "3a", "npoTtue", "Bo3gepxasluxcs", a Takke, ecnu
ronocoBaHne 6610 TanHbIM, - KONTMYECTBO BblAaHHbIX OronneTeHen.

Ecnu ogmH 13 yyacTHMKOB 3aceaHus He COrfnaceH C peLleHneM, OH MOXEeT NpeacTaBuTb
ocoboe MHeHMe no npuHATOMY peweHnto. OHO u3naraeTcs Ha OTAENbHOM fnUCTe U
npucoeaunHsieTcst K NpoTokony. B aTom criydyae B NpOTOKOMe nocrne 3anMcu CoOOTBETCTBYHOLLErO
pelweHna genaetcs 3anuco: "Ocoboe MHeHue MeTpoBa A.l. npunaraetca”.

Mpumep odpopmneHus npoTokona gaH B npunoxeHmn N 7.

5.8. Mpu cocTtaBneHnn [enoBbixX (CnyXebHbIX) MMceM peKkoMeHOyeTCs Y4uMTbiBaTb
cnepytoLwime npasuna:

- NMUCbMO [OOMMKHO ObiTb MOCBSILLEHO oAHOMY Bomnpocy. [1Ba Bornpoca u Gonee MoryT
paccmaTpuBaTbCsl, €CMM OHU OTPaXkakT CTOPOHbI OAHOro 0bLLero Bonpoca u no HUM GyaeT
NPUHUMATBLCS OHO PELUEHUE;

- NMMCbMO HE [OO0SMKHO ObiTb 6onbwnM No obbemy (6OMBLIMHCTBO MMCEM - OO OOHOW
CTpaHuLbl TEKCTA U NULLb B UCKINIOYUTENbHbIX Cry4vasx, Tpebyrwmnx geTanbHOro onMcaHns u
aHanusa, NCbMO MOXET coepXaTb A0 NATU CTPaHUL, TEKCTA).

B penoBbix nucbmax MCNOJIb3YHTCA (bOprI N3NOXEHUA:



- OT NepBOro nmua MHOXeCTBEHHOro yucna ("npocum HanpaeuTb...", "NpeacTaBnsem Ha
paccMoTpeHue...");

- OT TPEeTbEro nmua eguMHCTBEHHOro Yncna ("MMHUCTEPCTBO He Bo3pakaeT...", "obLecTBo
cynTaeT BO3MOXHbIM...");

- OT NepBOro nuua epuHcTBeHHoro 4ucna ("cumtar HeobxogumbiMm...", "npegnarato
paccMoTpeTb..."), ecnn NMCbMO 0hopMIeHO Ha BraHke AOSMKHOCTHOrO nuua.

B genoBbIx NnCbMax MOXeT UCNONb30BaTbCA - BCTYNUTENbHOE obpalleHue:
YBaxaembin rocnoauH lNpeaceparens!

YBaxaembin rocnogunH N'ybepHaTtop!

YBaxaembin rocnoaunH Npoxopos!

YBaxaemas rocrnoxa 3axaposal!

YBaxaembin Hukonau MNetposuy!

YBaxaemasa Onbra HukonaesHa!

YBaxaemble rocnoaal

B obpaleHnn no 4OMKHOCTU HaMMEHOBAHME AOMKHOCTM NULLIETCS C NPOMUCHON OYKBbI, B
obpalleHnn no hamunum MHUUManbl Nuua He ykasblBatoTCs.

B nncbmMe MOXeT MCnonb30BaTbCs Takke 3akniounTenbHaa 3TUKETHas (bpasa:

C yBaxeHuewm, ...

BcrynutensHoe ob6palleHne pacnonaraeTcs Ha TeKCTOM MucbMa nocepeauHe W
3aBepLuaeTcs BOCKNMUATENbHBIM 3HAKOM. 3aknounTenbHas aTukeTHas dpasa pasMellaeTcs
OT NeBOro Nnossi 1 3aBepLuaeTcs 3ansToun.

TeKkCT NcbMa MOXET COCTOSTb:

- M3 OAHOM YacTu, ecnm OCHOBHOE coaepXaHue nucbMa (npocbba, coobuieHne
HanoMuvHaHue n op.) He TpebyeT 06OCHOBAHUS;

Hanpumep:

Mpurnawaem Bac npuHATL yyacTne B ceMmnHape "TexHonorn4yeckune n npasoBble
acnekTbl 3aWMTbl KOMMeEpYeckon MHpopmaumn”, KoTopbi coctoutca 13 aekabps
2018 r. B LeHTpanbHOM odurce HaLlero areHTcTBa (CxeMy npoesga npunaraem).

- U3 OBYyX yacTten: oboCHOBaHME W 3aK4veHue, - npegcrtassieHHbIX B BUAe OOHOro



NPOCTOro npeanoxxeHu4.

Hanpumep:

B cBsiau ¢ HEOOGXOAMMOCTbH) PACCMOTPEHUS pPsiAa IKOHOMUYECKMX MPOEKTOB
npocum Bawero cormacusi Ha npoBedeHME B TeKylleM Mecsile COBellaHus B
MockBe c y4acTMem npeacraButenein MMHUCTEPCTB U BEAOMCTB.

- U3 Tpex yacTen: BCTynJieHune, obocHoBaHue, 3aKnyeHne.

Hanpumep:

B cootBetctBUM C [MNaHOM HayyHO-MUcCregoBaTeNbCKMX paboT Hawemy oTgeny
nopyyeHa Tema..... CoO CPOKOM BbINOSHEHNA B Aekabpe 2017 .

B cBsA3M C Tem, 4TO B Tekywlem rogy 4MCro COTPYOHWUKOB Hallero otgena
cokpaTunocb 0o 10 4YenoBek U BbiNONHEHWE paboTbl B CPOK He MnpeAcTaBnsercs
BO3MOXHbIM, MPOCUM NPOU3BECTUN KOPPEKTUPOBKY CPOKa BbIMNOSHEHUSI TEMbI.

Bo BcTynneHun popmynunpyetcs Tema nnucbMa, obbscHs0LAas NPUYMHBI €ero0 HanMcaHus.
BcTynneHne MoXeT cofepaTb: CCbIIKYy Ha [OOKYMEHT WNW ero OTAenbHble MYHKThI,
MOCNY>XUBLUME HOPUAOMYECKMM OCHOBaHMEM WNU MOBOAOM ANS NUCbMA; KOHcTaTauuo dakra,
cObbITUS, CNOXUBLUEACA CUTYaLUMN.

OcHoBHoOe cogepXxaHne nmcbMa COCTaBIIAKOT OrnncaHue cobbITna mnnu cuTyauumn, ux
aHanma n npuBoaMMblie goKa3aTeslbCTBa.

3akntodeHne npeacTaBnseT cobon BbIBOALI B BUAE NPEANIOKEHUN, MHEHUI, TpeboBaHnN,
npocb0, OTKa30B, HANOMWUHAHWUNA.

Mpy cocTaBneHnn [enoBblX NUCEM PEeKOMEeHOYeTCsi MCMOoNb3oBaTb Kivwe (croea u
hopMynMpoBKK, YacTo ynoTpebrsiemble A5 BbipaXKeHWs ONpeaeneHHoro cMmblca).

Hanpl/lmep, HEKOTOpbIE KrnuLle - 000CHOBaHUSA:

B cBa3u ¢ npon3BoacTBEHHOM HEOOBXOAUMOCTLIO. ..

B cooTtBeTCcTBMM C pelieHnem CoBeTa ANPEKTOPOB (MPOTOKON OT N__ )
Bo ucnonHeHue pacnopskeHus Mapa MockeblOoT N __ ;

B nopsiake okaszaHusi TEXHUYECKON NMOMOLLIN...

B uensax ycuneHusa oxpansl...;

B noaTtBepxaeHue Hawen JOroBOPEHHOCTMH. .

B cooTBeTCTBMM C NNaHOM 0ByYeHus...;

Mo copepXaHWio M HasHa4YeHWIo MMCbMa MOTyT NoApa3nensiTbCsl Ha: NMcbMa-npockobl,
nMcbMa-3anpochkl, MUCbMa-OTBETbI, MUCbMa-U3BELLEHNs, FapaHTUlHbIe, WMH(OPMaLMOHHbIE,
peknamHble, KOMMepYeckme, NMMCbMa-npurnaweHus 1 ap.

Kaxgbin B nucbma nmeet onpegeneHHyo dopMynmpoBKY OCHOBHOW MbICIIN:



- NMcbMo-npockba (3anpoc) - Nnpocum, npoly (Ha AOSMKHOCTHOM BriaHke);
- NMCbMO-co0bLLeHME - coobLiaem (coobLiato);

- COMPOBOANTENBHOE NMUCLMO - HaMpPaBnNseM, NPeACTaBAsiEM, BbICbINTaeM;
- MNCbMO-NpeanoXeHNe - Npeanaraem;

- MNCbMO-NpUrnaLleHne - npurnallaem;

- MNCbMO-HaNoM1HaHue - HanoMMHaem;

- MPeTEeH3Ms - BblpaXkaeM, NpeabsBnseM, 3asBrsieM NpeTeH3uto;

- nNucbmo-TpeboBaHne - Tpebyem, npocum (B LAENOBOW MNepenucke crnoBo "npocum”,
obpalleHHOe K Ny, HapyLUMBLUEMY YCIOBMS LOroBOpa, Mo 00A3aTenbHOCTM BbINOMHEHUS
paBHoO crioBy "Tpebyem").

TekcT nucbma OormKeH OblTb  HanucaH AenoBbiM  CTUJIEM, KOTOprI7I o6na/:|,aeT
COBOKYIMNMHOCTbHO TMPU3HAKOB, XapaKTepusyrwwnx ero C TOYKMU 3peHUud 0T6opa JIEKCNYHECKNX
CpeacTB A3blka, NOCTPOEeHnA CITOBOCOYETaHUM, I'IpG,EI,J'IO)KeHMﬁ M TEKCTOB B LEJIOM.

K OCHOBHbIM CTMNEBBLIM YepTam AENOBOW pedn OTHOCATCS:
HenTpasribHbIM TOH U3NOXEHNS;

TOYHOCTb U ACHOCTb U3OXEHUS;

NaKoOHMYHOCTb U KPaTKOCTb TEKCTA.

5.9. TekcT akTa, nogTeBepxaatowero genctsne unum cobbiTue (Hanpumep, nepegadvy ot
ogHoro niuya apyromy MaTepuanbHbIX LEHHOCTEN), cocTaBngaeTcs nogbmu,
OCYLLECTBMAOLNMM 3TOT NpoLiecc.

Ecnn cospaHuio akta npepwectsoBana, Hanpumep, NpoOBepKa, TO OH COCTaBMseTCs
HEeCKOMbKMMU nuuamm (KoMUccunen).

TeKkcT akTa MOXeT COCTOATb M3 ABYX YacTen: BBOOHOW N OCHOBHOWM (KOHCTaTUPYIOLLEN).

Bo BBOAHOW 4acTu akTa ykasblBaeTCsl pacropsauTeNbHbIi AOKYMEHT, HAa OCHOBaHWUU
KOTOPOro akT co3daeTcsi, ero HoMmep u gaTta. Ecnu Takoro gokymeHTa He Obino, nepBasi YacTb
onyckaeTcsi. Bo BBOOHOW 4YacTu Ha3blBAlOTCS COCTABMTENW akTa (ecnu akT cocTaBnsncs
KOMUCCUeN - npeaceaaternb U YneHbl KOMUCCUMN).

I'Ipm nepeyvyncrneHnn Jnud, Yy4d4acTtBOBaBLUMX B COCTaBlI€EHUM aKTa, YKa3blBalOTCA
HaMMeHOBaAHUSA OOSMKHOCTEMN, (baMI/IJ'II/Il/I n nMHMUnanol. nepBbIM YKa3blBa€TCA fnpeacenartesib
komuccumn. B Heobxoanmbix cnydadax AOonyckaeTCd yKa3blBaTb HaMMeHOBaHWE oOpraHu3aunu
(MeCTa p360TbI), cBeeHnda O OOKyMeHTax, yaooCToBepArLWNX JIMYHOCTb, MOJIHOMO4YUA J1l,
y4aCTBOBaBLUMX B COCTaBJIEHUN aKTa, N UX agpeca.



damunun  4nNeHoB KOMWUCCUMM pacnonaralTca B - andasuTtHOM nopsgke. Cnosa
"OcHoBaHue", "MNpencenarens”, "YUneHsl komucenn”, "lMpucytTcrTeoBanu" NULWYTCA C NPONUCHOWN
OykBbl OT ab3aua.

B OCHOBHOM 4acTM akTa u3naralTCa YCTaHOBIEHHble (aKTbl, @ TakKKe BbIBOObl U
3akntoveHns. TeKCT akTa 3akaH4MBaeTCA CBEOEHUSAMM O KOMMYECTBE IK3EMMNSAPOB akTa u
MecTe WX HaxoxaeHus. KonmyecTBO SK3EMNMIAPOB akTa oOnpeaenseTcs  KonMyYecTBOM
3auHTEpPeCcoBaHHbIX CTOPOH WMAW  HOPMAaTUBHLIMU  [AOKYMEHTaMW, perfnameHTUpyowmmMmm
COCTaBreHue akTa.

Hanpumep:

CocTaBneH B 2-x ak3emMnngapax:

1-n ak3emnnap - byxrantepus,

2-1 9K3eMnNaIap - KOMMepYeCcKnn otaen.

[Mpumep cocTaBneHnsa akta npeacrasneH B npunoxexHun N 8.

5.10. [nsg noaroTOBKM [OKYMEHTOB, COCTaBIIEHHbIX MO OAHOTUMHbLIM, MOBTOPSOLLMMCS
cuTyaumam  (Npukasbl MO  NIMMHOMY COCTaBy, [OOroBOpbl O nepefade [LOKYMEHTOB Ha
rocyaapCTBEHHOE XpaHeHue, akTbl 00 YHUYTOXEHMM [OOKYMEHTOB), pPEKOMeHAyeTcs
paspabaTtbiBaTb WaGMOHbI C TpadapeTHbIM TEKCTOM.

6. BIAHK JOKYMEHTOB

[na narotoBneHnsa 6naHKoB LOKYMEHTOB MUcnonb3yeTtca bymara dpopmarto A4 (210 x 297
mmMm), A5 (148 x 210 mMm); ana wmaroToBreHns 6naHKoB pesonoumi ucnonb3yetcs BGymara
dopmaToB AS (148 x 210 mm), A6 (105 x 148).

BnaHkn gokymMeHTOB crnegyeT msrotaBnuBatb Ha 6ernon Gymare unum Gymare cBeTnbiX
TOHOB. POH 3MEKTPOHHbIX LWAabIOHOB AOKYMEHTOB A0SMKeH BbITb 6enoro LseTa.

Kaxxabih nnCT goKyMeHTa, opopMneHHbI Ha 6rnaHke unm 6e3 Hero, AOMMKEH MMETb Nons
He MeHee:

20 MM - neBoe;

10 MM - npaBoe;

20 MM - BEpXHee;

20 MM - HUXHee.

6.1. [JokymeHTbl gnuTenbHbiX (CBbilwe 10 neT) CPOKOB XpaHEHUst U OOKYMEHTbl C
otmeTkon JINK gomkHbl MeTb nesoe none He meHee 30 Mm. Bce nMCTbl 0QHOrO AOKYMEHTA

OOJIXHbl UMETb OAMHAKOBbIE pa3Mepbl nonen.

YkasaHue pa3mMepbl nonemn OOKYMEHTOB N pa3Mepbl nonen Ons Kaxgoro OoTAenbHOro



BMAa [JOKyMEHTa YCTaHaBMMBalOTCA  JIOKaflbHbIM  HOPMATMBHBLIM  NPAaBOBbIM  AKTOM
opraHusaummn (MHCTPYKUMEn No 4enonpon3BoacTBy).

OpraHusauumn ncnonb3yoT 6riaHkM AOKYMEHTOB, U3rOTOBIIEHHbIE HA ByMaXHOM HocuTene
(bnaHkn OOKyMeHTOB (beaeparbHbIX OpraHoB rocy4apCTBEHHOW BriacTu C BOCNPOU3BEAEHNEM
locynapctBeHHoro repba Poccuiickon ®efepaumm M3rotaBnuBaroTCs Nonurpaduyeckumm
<41>) n/unNun aNeKkTPoHHbIE WabroHbl Br1aHKoB.

<41> lNocTtaHoBneHue lNpaButensctBa Poccunckon ®epepaunm ot 27 gekabps 1995 r. N
1268 "O6 ynopsiao4eHUn N3roTOBNEHUS, UCNONb30BAHNA, XPAaHEHUST U YHUUTOXEHUSA nevaTen
n 6naHkoB C BocnpoudBegeHnem [ocygapctBeHHoro repba Poccuiickon ®epepaumn’
(CobpaHnue 3akoHogaTenbctBa Poccuickon ®epepaumm, 1996, N 2, ct. 123; 2001 N 24, crT.
2461; 2006, N 52, cT. 5587).

BnaHkn Ha GymMaXHOM HOCUTENe W SNEKTPOHHble LWabnoHbl 6naHKoB AOMKHbI ObITb
WOEHTMYHBI MO COCTaBY PEKBM3UTOB (3@ WCKIKOYEHMEM WUCMNONb30BaHUsA [TOCyaapCTBEHHOro
repba Poccuiickon ®egepaunmn), nopagky X pacnonoXeHus, rapHuTypam wpudTa.

6.2. bnaHku OOKYMEHTOB Ha 6yMa)KHOM HOCUTENE N IJNIEKTPOHHbIE WwabnoHbl 6naHkoB
N3roTaBnNMBalOTCS Ha OCHOBaHWMM MakeToB 6raHKoB, yTBEepXXAaeMblX pyKoBoAUTENEM
opraHnsauunin.

ONEKTPOHHble  WabnoHbl ©OnaHKOB [OOKYMEHTOB AOMMKHbl  ObiTb  3alUMLLEHbI  OT
HECaHKLMOHNPOBAHHbIX MU3MEHEHUN.

BnaHkn gokymeHTOB ohopmnsoTca B cootBeTcTBUM C [NMpunoxeHnem b k CtaHpapTy.
OpVEeHTUPOBOYHbIE TPaHULbl 30H PacnOfOXKEHUss PEKBUM3UTOB OBO3HAYEHbl MYHKTUPOM,
yKasaHHble pa3Mepbl OPUEHTUMPOBOYHLIX [paHWUL, 30H MpeacTaBnaAwT  MHGOpMauMi o
AOMYCTUMbIX MWHUMarbHbIX pasmepax 30H. Kaxpas 3oHa onpegensieTcs COBOKYMHOCTbIO
BXOOSALUNX B HEE PEKBU3UTOB.

B 3aBMCUMOCTU OT pacrnornoXeHnsl PEKBM3MTOB yCTaHABNMBAETCSA ABa BapuaHTa 6raHKoB
- YrMoBOW N NPOJOSbHbIN.

6.3. YcTaHaBnmBatoTcs cnegyowme Buabl 651aHKoB AOKYMEHTOB OpraHm3aumnu:
- 00LWKnM BnaHk;

- BnaHkK nucbma;

- 6r1aHK KOHKPETHOro BMaa AOKYMeEHTa.

JlokanbHbIMW HOPMATUBHBLIMW aKTaMy opraHuM3auun MOryT YycTaHaBnMBaTbCs: OnaHk
nMcbMma CTPYKTYPHOro nofpasaeneHusi, 6rnaHk nucbMa AomKHOCTHOro nuua u ap.).

CocTaB pekBM3UTOB OnaHKOB OMNpeaenseTcs rokanbHbiIMM HOPMaTUBHLIMU aKTamu
opraHusauuu.

O6wmnin BnaHk ncnonb3yeTtcd AnA U3rotoBJiIEHUA nobbIX BMAOB OOKYMEHTOB, Kpome



Aenosoro (CJ'Iy)Ke6HOFO) n1ncbMa, 1 BKIKO4YaeT creayrumne pekBu3nUTbI.

01 - rep6 (FocypapctBeHHbI repd Poccuickon ®epepaunn, repb cybvekta Poccumnckon
depepaumm, repb (repanbanyeckuii 3Hak) MyHUUmMnanbHoro obpasoBaHuns);

nnun 02 - ambnema nnu 03 - TOBapHbIV 3HaK (3HaK 06CNyXMBaHWS), @ Takke
05 - HanmeHOBaHWe opraHM3aunn - aBTopa JOKYMEHTa;

13 - MecTo cocTaBneHuns (M3gaHusa) AOKyMeHTa.

[MpocTaBnatoTcs Takke orpaHnynTeSbHbIE OTMETKU NS PEKBU3UTOB:

10 - pata JOKYMEHTa;

11 - perncTpaumoHHbI HOMEpP AOKyMeHTa (CM. npunoxeHue N 9).

BnaHk nucbma BknNoYaeT pekBU3NTbI:

01 - rep6 (FocymapctBeHHbIn repd Poccuinckon depepaumn, repb cybvekta Poccumckon
depepaumm, repb (repanbgnyeckuit 3Hak) MyHUUunansHoro obpasoBaHuns);

nnum 02 - ambnema nnu 03 - ToBapHbIN 3HaAK (3HaK 06CnyXMBaHUS);

05 - HanmeHoBaHWe opraHM3auumn - aBTopa LJOKYMEHTa;

08 - cnpaBo4YHble AaHHbIE 006 opraHn3auuun.

BkntoyaloTca Takke orpaHnYMTENbHbIE OTMETKM AN PEKBU3UTOB:

10 - gaTta JOKYMEHTa;

11 - perucTpaumoHHbI HOMEP LOKYMEHTA;

12 - ccbifika Ha perncTpaunoHHbIA HOMepP U AaTy NOCTYNUBLLETO LOKYMEHTA;
15 - agpecar;

17 - 3aronoBOK K TEKCTY.

bnaHk nucema CTPYKTYpPHOIro nogpasgeneHuna OONOJNTHUTENIbHO MOXET TaKXe BKIo4YaTb
PEKBUINT 06 - HanmeHoBaHWe CTPYKTYPHOro nogpasgerieHmd - asTopa nmcbma,

GnaHK nMcbMa OOMKHOCTHOro nuua - pekeuant 07 - HaMMeHoBaHME OOSMKHOCTM nvua -
aBTopa gokymeHTa; (npunoxeHnsa N 10 u N 11).

BnaHk KOHKpPeTHOro Buaa AokyMeHTa (KpoMe nMcbma) B 3aBUCUMOCTM OT ydpeauTenbHbIX
AOKYMEHTOB OpraHu3aumMm W JoKanbHbIX HOPMAaTMBHBLIX MNPaBOBbIX aKTOB  BKIOYaeT
PEKBU3UTDI:

01 - rep6 (FocymapctBeHHbIn repd Poccuinckon depepaumn, repb cybvekta Poccumckon



depepaumm, repb (repanbanyeckuit 3Hak) MyHuUmnanbHoro obpasoBaHuns);

nnu (02 - ambnema mnm 03 - ToBapHbIM 3HaK (3HaK 06CNyXnBaHns);

05 - HanmeHoBaHWe opraHM3auumn - aBTopa JOKYMEHTa;

09 - HanmeHoBaHWe BMOa AOKYMEHTA;

13 - MecTo cocTaBneHus (M3gaHust) JOKyMeHTa U, Npu HeobXxoaAMMOCTU, B 3aBUCUMOCTU
OT BMAA [AOKYMEHTA, - OrpaHuMyuTeNbHble OTMETKM ANA rpaHuL, 30H pPacnorfioXeHus
PEKBU3UTOB:

10 - pata JOKYMEHTa;

11 - perncTpaumoHHbI HOMEpP OOKYMEHTA;

16 - rpud yTBEPXKOEHUS AOKYMEHTA;

17 - 3aronoBoK K TekcTy (npunoxexve N 12).

BnaHk KOHKpeTHOro Bmaa OOKyMEHTa CTPYKTYPHOro nogpasgeneHvns AOMONHUTENbHO
BKMoyaeT peksnsnT 06 - HaMMeHOBaHWe CTPYKTYPHOro nogpasgerneHuns, 6naHk JOSmMKHOCTHOro
nuua - peksmsut 07 - HaMMeHoBaHMe OOMKHOCTU NnLa - aBTopa LOKYMEHTA.

[Ona obecneyeHnss y4veta OnNaHKOB NPOCTABMAKTCA TuUNorpadckum crnocobom wunu
crneuvanbHbIM HYMEpPATOPOM Y4YeTHble MNOpsOKOoBble HOMepa. 3T Homepa [onyckaeTcs
NpoOCTaBNATb Ha NPaBOM, JIEBOM M HWXKHEM MONNAX, a Takke Ha Apyron cBobogHom nrowagu
GnaHka c TeM ycnosmem, 4Tobbl Ha HUX BNOCNEACTBMM HE HaKMagblBannMCb TEKCT JOKYMEHTaA U
apyrue opopmnsoLLne peKBUSUTI.

6.12. B opraHax Bnactu u opraHmsauusax pecnybnuk Poccunckon ®Pepepauun,
MCNOMb3YyLWMX  Hapsgy C  rocygapctBeHHblM — A3blkoMm  Poccuinckon  ®epepaumn
rocyAapCTBEHHbIN A3blK (FOCY4apCTBEHHblE A3blkM)  pecnybnuk, ucnonb3ylTcs OnaHku
OOKYMEHTOB Ha PYCCKOM $3blke W FOCy4apCTBEHHOM $A3blke (FOCYAapCTBEHHbIX SA3blKaX)
pecnybnuk:

- yrnoBble (pekBu3nTbl BnaHka pacnonaralTcsi Ha OQHOM YPOBHE: Ha PYCCKOM Si3bIKe -
cneB.a, Ha fA3blke (A3blkax) pecnybnuku - cnpasa);

- npogonbHble (pekBu3nTbl GnaHka Ha pPyCCKOM S3blKe pacrnonaratoTCsi CBEpXy, A3blke
(A3blkax) pecnybnuku - HUxe).

Hanpumep:



MUHUCTEPCTBO TATAPCTAH PECITYBJIMKACBIHbIH

3/IPABOOXPAHEHMUS CIOJIAMOTIJIEK CAKJIAY
PECITYBJIMKU TATAPCTAH MUHHUCTPJIBIIBI
IMPHKA3 BOEPBIK
Ne

r. Kazanp

[ns nepennuckn ¢ MHOCTPaHHbLIMU KOPPECnoHAEHTaMu MCNOJ1b3YKOTCA OnaHkn Ha OBYyX
A3blKaX - pyCCKOM N MHOCTPAHHOM A3blKe.

Mpyvmep GnaHka ansi Nnepenmckn ¢ MHOCTPaHHbIMKU KOPPECMNOHAEHTaMMU:

Pocapxus

depnepanbHoe 6ogxeTHOE ydpexaeHue
"Bcepoccunckuin HaydHo-uccnenoBaTenbCkUui MHCTUTYT JOKYMEHTOBEAEHNS U
apxmBHoro gena"

(BHAVMOAL)

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

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

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

N
Ha N oT

[Mpn nepenucke ¢ MHOCTPAHHBLIMU KOPpPEeCcnoHAeHTaMn, agpec B pekBusnTe "cnpaBoydHble
AaHHble 06 opraHusauumn" odopMnsaeTca B COOTBETCTBUM C [lpaBunamu okasaHus ycnyr
noytoBon cBsA3n Poccuinckon ®epepauumn <42>, pekBu3uT "agpecaTt" odopmndetca B
COOTBETCTBUM C MpaBunamym ogopMIIEHMS MOYTOBbLIX a4pPEeCcOB TOW CTpaHbl, B KOTOPYIO OH
HanpasnseTcs.

<42> TlyHkT 22 [lpaBun okasaHWs ycrnyr NOYTOBOW CBA3W, YTBEPXAEHHbLIX MPUKa3oM
MuHKUCTEpCTBa CBSA3N U MaccoBbIX KOMMYHUKaunin Poccunckon degepaunmn ot 31 nona 2014



r. N 234 (3apeructpupoBaH B MuHuctepctee toctuumm Poccuiickon depepaumm 26 gekabps
2014 r. N 35442) c nameHeHusMn, BHECEHHbIMU NpuKa3oM MuHUCTEPCTBA CBS3M M MaCCOBbIX
KomMmyHukaumi Poccunckon depepaumm ot 13 despana 2018 r. N 61 "O BHeceHuun
n3MeHeHun B npukad MuHuCTepcTBa CBSA3M M MaAcCCOBbIX KOMMYHuKauun Poccunckon
®epepaunm ot 31 uona 2014 r. N 234 "O6 yteepxaeHun NpaBun okasaHusi ycrnyr no9YTOBOW
cBasun" (3apernctpuposaH B MuHuctepctee octuummn Poccninckon ®epepauumn 28 mapta 2018
r. N 50545).

7. OCOBEHHOCTU NOAIroOTOBKWU ANIEKTPOHHbLIX AOKYMEHTOB

7.1. OpraHnsauuu MoryT co3gaBaTtb LOKYMEHTbI, CO34aHne, XpaHeHne U UCMNosib3oBaHne
KOTOPbIX OCyLLeCTBNSeTCA B pOpPMe SNEKTPOHHbIX OOKYMeHTOB. CocTaB TakMx OOKYMEHTOB
MOXeT YyCTaHaBnuBaTbCa [lepevyHeM [OKYMEHTOB, CO3[aHuWe, XpaHeHue U UCNoNb30BaHue
KOTOPbIX  OCYLUECTBASIOTCA  UCKIOYUTENBHO B (QOPME  3NEKTPOHHbLIX  [AOKYMEHTOB,
yTBEpPXOaeMblM PpyKOBOAUTENEM OpraHnsaumm <43>.

<43> lyHkt 39 lNpaBun genonpousBoAcTBa B heaeparnbHbiX opraHax UCMOMHUTESTbHON
Bnactu (yreepxaeHobl [NoctaHoBneHuem lNpasutensctea Poccurickon degepaumm ot 15 mMoHs
2009 r. N 477) (CobpaHune 3akoHogaTtenbcTBa Poccunckon ®enepaumm 2009, N 25, c1. 3060;
2011, N 37, c1. 5263; 2016, N 18, cT. 2641).

7.2. ONEKTPOHHbIE OOKYMEHTbl OOITKHbI MMEeTb YCTaHOBIEHHbIN COCTaB PEKBU3UTOB, UX
pacrnonoxeHue n opopmneHne <44>,

<44> TlynkT 5 lNpaBun genonpousBoacTBa B dpefeparnbHbIX opraHax MCNONHUTENbHOW
Bnactu (yreepxaeHol [NoctaHoBneHuem lNpasutensctea Poccuiickon denepaumm ot 15 mioHs
2009 r. N 477) (CobpaHue 3akoHogaTtenbctBa Poccunckon degepaumm 2009, N 25, ct. 3060;
2011, N 37, c1. 5263; 2016, N 18, cT. 2641).

PeKkBM3UTbI 9NEKTPOHHbLIX AOKYMEHTOB OQOPMIISAKTCS B COOTBETCTBMM C TpeboBaHUAMM
CraHpaprTa.

OneKkTPOHHblE [OOKYMEHTbl MOryT CO3[4aBaTbCid C WCMOMb30BAaHMEM  3IIEKTPOHHbIX
lwabnoHoB. AnbOOM 3MeKTPOHHbIX LLABNOHOB YTBEPKAAETCS PYyKOBOAUTENEM OpraHv3aumm.

7.3. Mpwn noarotoBke, COrfacoBaHMM M O0paboOTKE 3MEKTPOHHbLIX AOKYMEHTOB MOryT
NCMNONb30BaTbCsl TEKCTOBbIE U TabNMYHbIE peaakTopbl, noaaepXxmeatoLme yHKUMK co3aaHms
NpUMEYaHNii K AOKYMEHTY M OTCINEXMBAHUS U3MEHEHUI B HEM.

Mpwn nepenave OOKyMeEHTa Ha nognncaHune (yTBepxq:LeHme) BCe rnpumMedvaHuna mn 3anmcu 06
M3MEHEHNAX N3 SNNIEKTPOHHOIo AOKYMEeHTa yaalrAatoTCA.

[Mpu nepegade anNeKTPOHHOrO AOKYMEHTa Ha NOANUCh U ero pernctTpaumm pekomeHayeTcs
ncrnonb3oBaTtb hopMaT 3MeKTPOHHbIX JoKyMeHToB PDF.

74. 3ﬂeKTpOHHbIe OOKYMEHTbl NoANMCbIBAOTCA SﬂeKTpOHHOVI noanucblo.  Ycnosus



NPU3HAHUA SNEKTPOHHbLIX [AOKYMEHTOB, MOAMUCAHHbLIX YCUMEHHOM KBanuduumpoBaHHON
9NEKTPOHHOM  NOAMUCHIO, PaBHO3HAYHbIMW  OOKYyMEHTaM Ha OymaxHOM HocuTene,
noanncaHHbIM COBCTBEHHOPYYHON NOANUCHI0, YCTaHaBnmBaloTca PegepanbHbIM 3aKOHOM OT 6
anpensa 2011 r. N 63-93 "O6 anekTpoHHOM nognucun" <45>.

<45> CrtaTtba 6 ®egepanbHoro 3akoHa oT 6 anpena 2011 r. N 63-03 "O6 anekTpoHHON
nognucn" (CobpaHune 3akoHopatenbctBa Poccuiickon depepaumm, 2011, N 15, c1. 2036;
2011, N 27, cT. 3880; 2012, N 29, cT. 3988; 2013, N 14, cT. 1668, N 27, cT1. 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 PeKkBU3NTbl SMNEKTPOHHOrO [OKYMEHTA, BbICTynawlme B KavecTBe rpadumyeckmx
anemMeHToB <46> (goata AOOKyMeHTa, PEerncTpaumoHHbIA HOMEp AOKYMEeHTa, M Ap. - Mo
YCMOTPEHUIO OpraHu3auuun), OOSMKHbl BOCMPOM3BOAUTLCA HA [OKYMEHTE C BbIMNOSIHEHUEM
cnegyowmnx TpeboBaHuni:

<46> [aHHble, KOTOpble BHOCATCA B WAGMOH nNpU COCTaBMEHUM INEKTPOHHOrO
AOKYMEHTa, a Takke B MNOArOTOBMEHHbIN 3NEKTPOHHbLIN AOKYMEHT MNpW ero nognucaHum u
peructpauuu.

- rpaduyeckme anemMeHTbl AOMKHblI pacnonaratbCd Ha MecTe COOTBETCTBYHOLUNX
PEKBU3NTOB AOKYMEHTA, ykasaHHbIx B CTaHaapTe;

- rpacbmqecme 3MEMEHTbI OOMMKHbI OblTb BUOMMBIMU U YATAEMbIMU npu 0To6pa>|<eH|/||/|
(BOCI'IpOVI3Be,EI,eHI/II/I) ONEKTPOHHOIo AOKYMEHTA;

- Fpa(bl/l‘-leCKMe ANeMeHTbl He [LOOJIXKHbl nepeKkpbiBaTbCA WM HaKnaabiBaTbCA OpYyr Ha
Apyra;

- n3obpaxeHne rpadnyeckmx 3NEMEHTOB He [OIMKHO MepeKpbiBaTb 3MEMEHThl TeKcTa
AOKYMEHTa 1 Apyrme pekBusmnTbl.

[pacduyeckne anemMeHTbl PEKBU3UTOB, Mpeanonarallmx CoB6CTBEHHOPYYHYHO MOAMNMUCH
(rpud cormacoBaHusi OOKYMeHTa, rpud YTBEPXKAEHUS OOKYMeHTa, OTMEeTKa O 3aBepeHuu
konumn), oPopMAATCS C UCTONb30BaHMEM OTMETKM 06 3NEKTPOHHOW NOAMUCH.

7.6. [Ona opraHuM3aumm npouecca BU3UPOBAHUSA IMEKTPOHHbIX [JOKYMEHTOB B
permcTpaunoHHo-y4yeTHon ¢opme C3IL AomkHbl BGbITb NpegyCMOTPEHbI MOMd, coaepxalime
CBEAEHNs1 O LOOIMKHOCTU IMLUA, BU3MPYHOLLErO AOKYMEHT, ero hammnmm M MHuumnanax, gate
BM3bl, pe3ynbTaTe pacCMOTPeHUs (cornacoBaHO, COrNacoBaHO C 3aMevYaHusMK, He
cornacoBaHo), a Takke rnone Ang BHeCEHUs1 3aMeYaHnin NO NEKTPOHHOMY LOKYMEHTY.

[na BHeceHus1 pes3oniouMM B pPerucTpaumoHHO-yyYeTHyto dopmy C3[ OomkHbl 6bITb
npeaycMoTpeHbl NONA Pe3ontounn, BKNOYaLWme nonsa Ana BHeCEHUS CBeAeHUn 0 hamMunuu,
MHUUManax MCnonHUTensa (MCNonHUTEnen), NOpyyYyeHUM Mno OOKYMEHTY, CPOKE WCMOSHEHWUS,
AOIDKHOCTM, haMunMM M MHULManax nuua, BblHECLLero pesoniouuio, faTe pesoniouunu.
[dononHutensHO MOryT BKMOYATbCA MONSA, coAepxauwme CcBedeHUss O  [OO0SDKHOCTU



NCNOJTHUTENA.

7.7. OpraHuMsaumn, OCYLLECTBNSAIOLWME COBMECTHYIO AEATENbHOCTL B Kakom-nmbo
obnactn, ans obecneyeHus KadeCTBEHHOro obmeHa uHopmauMen MOryT perynupoBaTb
dopmaT, nopsaok obmMeHa 3NEeKTPOHHbIMW AOKYMEeHTamMu M T.4. NOCPEeACTBOM 3aKIYeHUs
cornalleHun mexay CTOpoHaMMu.

MPUNOXEHNA

Mpunoxexne N 1
Kn. 3.9.

Pocapxus

depeparnbHoe BooKeTHOE ydpexaeHue
"Bcepoccuimnckmnn Hay4yHo-ucenenosaTenbCkum UHCTUTYT
AOKYMEHTOBEeLEHNA N apxXuBHOro gena”

(BHAWMOAL)

YTBEPXOAKO
Oupektop BHANOAL

MNognucb H.H. KyHsesB
01.03.2018

NHCTPYKLUWA
Nno AENONPOU3BOOCTBY

O6paseL, TUTYNbHOro NMcTa AOKYMeHTa

Mpunoxexne N 2
Kn.4.16.

NMPUMEPHbIW NEPEYEHb
AOKYMEHTOB, NOANEXALUNX YTBEPXXAEHUIO

1. AKTbl (npoBepok u peBu3Nn; Npuema 3aKOHYEHHbIX CTPOUTENbCTBOM OOBLEKTOB,
obopyaoBaHuMsA; SKCMepTu3bl; nepefaun gen; nuMKBugauun opraHuMsaumini, YYpexaeHun,
npeanpusaTui n 1.4.).



2. BAJAHNA (Ha npoekTnpoBaHne OBBHLEKTOB, TEXHUYECKMUX COOPYXEHWUMW, KanuTarbHoe
CTPOUTENBLCTBO; Ha NPOBEAEHME Hay4YHO-MUCCreaoBaTENbCKMUX, MPOEKTHO-KOHCTPYKTOPCKUX W
TEXHONOrMYecknx paboT; TEXHMYECKME U T.4.).

3. WHCTPYKUUWU (npaBuna) (QOSMKHOCTHbIE; MO  OEenonpou3BOACTBY; TEXHUKE
6e30nacHOCTUW; BHYTPEHHEro TPy40BOro pacnopsiaka u T.4.).

4. METOONYECKME PEKOMEHOALMN, METOONYECKME YKA3AHUA.
5. HOMEHKNATYPA OENT OPITAHN3ALINA

6. HOPMbl N HOPMATWBbI (pacxoma cblpbsi, MaTepuanoB, 3NEKTPO3HEPTUH;
TEXHOJTOTMYECKOro NPOEKTUPOBAHNS; YNCIIEHHOCTM PAabOTHMKOB U T.4.).

7. OMNCW pen (NoCTOsIHHOrO, BpeMeHHbIX (cBbllwe 10 feT) CPOKOB XpaHEeHUs U no
NIMYHOMY COCTaBY).

8. OTYETHI (o NPOM3BOACTBEHHOM JesTenbHOCTN, KoOMaHOupoBKax,
Hay4YHO-UccrnegoBaTenbCckux pabortax u 1.4.).

9. NMEPEYHWN (pomxkHocTen pabOTHUMKOB C HEHOPMMPOBAHHbIM pabounm OHEM;
NPeanpuATMA, Ha  KOTOpble  PacnpoCTPaHAKTCA  OnpedeneHHble  NbroThl;  TUMOBbIX
AOKYMeHTanbHbIX MaTepuanos, obpasyloLlmnxcs B AeATENbHOCTU MUHUCTEPCTB, BEAOMCTB U
APYrnx opraHn3auun, ¢ ykasaHmem CpOKOB XpaHEeHUsa maTepuanos 1 T.4.).

10. NMJTAHbI (Nnpon3BoACTBEHHbIE; CTPOUTESNTIbHO-MOHTaXHbIX, MPOEKTHO-U3bICKaTENbCKNX,
Hay4YHO-UccrnegoBaTenbCckux paboT; BHeAPEHUS HOBOW TEXHUKM; pacnpeneneHnsa npoaykumm
Nno yCTaHOBNEHHOW HOMEHKNAType; AOXOA0B MO XUMULHO-KOMMYHaNbHOMY PEMOHTY; paboTbl
KONnnernm, Hay4yHo-TEXHMYECKOro CoBeTa, y4eHOro copeta u 1.4.).

11. NMONOXXEHWUA (06 opraHusauun; o CTPYKTYpHOM nogpasgeneHum; o NnpemMmpoBaHmnm
nT.4g.).

12. NMPABUNA

13. MPOIMPAMMBbI (npoBegeHust paboT n MeponpusaTUn; KOMaHAUPOBOK U T.4.).

14. PETMAMEHTDbI (B T.4. pernameHTbl OM3HeCc-NpoLeccoB).

15. CMETbI (pacxopoB Ha cogepxaHue annapaTta ynpasfieHus, 30aHUK, NOMELLEHWUHN,
COOpPYXXEHUI; NCMONb30BaHUSA CPEeACTB (QOHAA NPeanpusiTUS; Ha MOArOTOBKY UM OCBOEHME
NPOU3BOACTBA HOBbIX M3AENWIA; Ha KanuTanbHOe CTPOMTENbCTBO U T.4.).

16. CTAHOAPTDI (rocygapcTBeHHble, HauMoHanbHble, OpraHnsauumn, oTpacrieBble).

17. CTPYKTYPA N WUTATHAA YACNEHHOCTb.

18. YHNONLMPOBAHHbBLIE ®OPMbl JOKYMEHTOB

19. YCTABbI.



20. WUTATHBIE PACTTMCAHUA 1 nameHeHUsa K HUM.

Mpunoxexne N 3
Kn. 4.24

NMPUMEPHbIWA NEPEYEHb
AOKYMEHTOB, HA KOTOPbIE CTABUTCA NEYATb OPTAHU3ALIUU

1. AKTbl (npuema 3aKOHYEHHbIX CTPOMTENLCTBOM OOBLEKTOB, 00OpyLOBaHMS,
BbIMOJTHEHHbIX PaboT; CNUcaHKs; 3KCNepPTU3bl 1 T.4.).

2. APXMBHbIE CINPABKW.

3. [JoOKyMeHTbl HarnoroBom OTYETHOCTM.

4. SAKITKOYEHNA N OT3bIBbl Ha aBTOpedepaThl.

5. BAABIEHNA (Ha akkpeauTue; 06 OTKase OT akuenTa u 1.4.).
6. NCMOJIHUTEJIbHBIE JINCTHI.

7. HOPMbI pacxoga.

8. OBPASLbl oTT1CKOB NevaTen n nognucen paboTHMKOB, UMEKOLLMX NPAaBO COBEPLUEHUS
(PMHaAHCOBO-X03ANCTBEHHbIX Ornepauunn.

9. MMCbMA rapaHTuiHble (Ha BbiNonHeHne paboT, ycnyr).

10. lNopy4yeHus (6rogxKeTHble, HGAHKOBCKME, MEHCUOHHbIE; MNNaTeXHble, MHKAcCoBble B
OaHK Ha nonyYeHne MHBarnTbl CO CYETOB, NEpPeBo, BantoThl).

11. MPEOCTABJIEHUA wn xopatanctBa (0 HarpaxgeHun opaeHamu v Megansamu;
npemMmsiMmn u T1.4.).

12. PEECTPBbI (4ekoB, nopy4eHui, npeacraBnseMbix B 6aHk).

13. CMETbIl pacxogoB (Ha cogepxaHue annapaTta yrpasfeHWUd; Ha KarbKynsauumio K
AOroBopy 1 T.4.).

14. COIMALLEHWA.

15. CIMMPABKW (nuMuTHbIE; O BbINNaTe CTPaxoBbiXx CyMM; 06 MCNONb30BaHUM BHOAXKETHbIX
aCCUrHOBaHWKM Ha 3apnnaTy; O HAYMCINEHHOM 1 NpUYMTaloLLIENCS 3apnniaTte n 1.4.).

16. CMEUNDPUNKALINN (n3penunin, npoaykumm n 1.4.).



17. TUTYJNIbHbLIE CIMNCKW.
18. YOOCTOBEPEHWA.
19. YCTABbI opraHmsauui.

Mpunoxexne N 4
Kn.55

depepanbHoe rocyaapcTBeHHOE
YHUTapHoe npeanpustme "dkocepsunc”
(®ryr "3dkocepsuc")
NMPUKA3

23 ceHTAb6psa 2018

N 210
r.

MockBa

06 opraHusaumm paboT no nporpamme

"Okonorua Poccun"

B cBs3M ¢ HEO6XO0OMMOCTBLIO peanu3auumn nporpaMmmsl "Okonorus Poccumn”

NMPUKA3bIBAIO:

1. PykoBogutento YnpasneHus akonorum 02.10.2018 npeactaBuTb KaneHgapHbIM nraH
MEpPOMpPUATUIA MO BbINOSTHEHNIO NPOrpamMMmBbil;

2. Pykoogutento ®uHaHcosoro ynpasnenna 10.10.2018 npegcraButb cmeTy 3aTpaT no
BbINOSHEHWIO NPOrpammbl.

3. ...

4. KOHTpOnb MCNONHEHUS NpuKasa ocTaBnsAlo 3a cobon.
PykosoauTtens Moanuce N.A. PanyLwikuH

O6pasey, odopmreHns npmkasa



Mpunoxexne N 5
Kn.55

AKuMOHepHoe obLecTBO
"MHTEJTMHBECT"
"eHepanbHbIN ANpeKTopP
PACIMOPAXXEHWNE

06.11.2018 N 108-p

MockBa

O noaroToBke k npasgHoBaHuto 70-i
rogoBLMHbI Mobeabl B Benukon
OTteyecTBEeHHON BonHe

B cBasn ¢ npubnmxkeHnem npasgHoBaHust 70-m rogoBlwmHbl [Nobegbl B Benukon
OTteyecTBeHHON BonHe:

1. PykoBogutento [denaptameHta npotokona (Opnosy A.A.) 10.04.2015 npencraButb
nnaH NpasgHNYHbIX MEPONPUATUIA.

2. PykoBoauTensMm CTPYKTYpHbIX nogpasgeneHun 12.04.2015 npeactaBuTb CRMCKU
pabOTHMKOB, BblAEMNEHHbIX A9 NOArOTOBKN K MpasgHOBaHUIO.

3 e

4. KoHTponb 3a WCMOMHEHWEM PACMOPSHKEHUA BO3MOXUTb Ha  PYKOBOAUTENS
CekpeTtapunaTta (CuHunukmHy B.WN.).

MNoanuceb MN.A. KyponaTknH

O6pasey, 0opMIEHNS pacrnopsiKeHUs

Mpunoxexne N 6
Kn.5.6.

AKUMOHEepHOoe 00LLEeCTBO
"KOMIMJNTEKCHbLIE CUCTEMbI" YTBEPXXOAKO
MNOJNTOXXEHWE PykoBoantens opraHusaumm



O cnyx6e AOKyMEHTALNOHHOIo Mopgnucek O.B. VBaHOB

obecneyeHnsa ynpaBneHus
[aTta

1. O6Lwme nonoxxeHus

1.1. Cnyxb6a [OKymMeHTauMOHHOro obecneveHus ynpasrneHus (ganee - cnyxba OOY)
saBnsieTcs CaMOCTOATENbHbIM CTPYKTYPHbIM noapasgeneHnem opraHusauum,
OCYLLECTBNALNM OpraHm3aunto paboTbl C JOKYMEHTaMM.

1.2. Cnyx6a [JOY co3gaeTtcsa v NMKBMANPYETCA NPUKAa30M PYKOBOAUTENS OpraHM3aunmn.

1.3. Cnyx6y OOY BosrnaBnsaeT 3aBeyloWmi cnyx6omn, HasHavyaembli Ha OOMKHOCTb U
ocBoboxaaemMbl OT AOMKHOCTM NPUKa30oM PyKOBOAMTENSA OpraHn3aLmu.

KoHcynbTaHTlntoc: npumedaHue.
Hymepauusa nyHKTOB faHa B COOTBETCTBMM C ObmumanbHbIM TEKCTOM AOKYMEHTA.

1.2. Cnyxba [OY B cBoen [OEATENBHOCTM PYKOBOACTBYETCA 3aKOHOA4ATENbLCTBOM
Poccuinckon ®epepaummn B chepe uHpoOpmMaumm, [OKYMEHTauun, rocygapCTBEHHbIMA
cTaHAapTaMyn Ha OOKYMEHTbl, HOPMATUBHBIMW U METOAMYECKUM AOKYyMeHTamu Pocapxusa no
BOMpocam opraHusauumn paboTbl C JOKYMEHTaMN U apXMBHOIO XpPaHEHWs!, 3aKOHOA4ATENbCTBOM
O Tpyae u oxpaHe Tpyaa Poccunckon ®egepauummn, yCctaBoM OpraHu3auumn, MHCTPYKUMEN Mo
AOKYMEHTaUMOHHOMY  obecneyeHuto  OeATeNnbHOCTM  OpraHusauun,  npukasamm  wu
pacnopsXXeHNAMN pyKoBOAUTENSA OpraHM3aLmm, HaCTOALLUM NOSTOXKEHNEM.

O6pasel, 0hopMeHUsI NONOXKEHUS O CTPYKTYPHOM noapasaeneHmm

Mpunoxexne N 7
Kn.5.7.

AKUMOHEepHOe 00LLECTBO
"KOMIMJIEKCHbLIE CUCTEMBbI"

MPOTOKOIN
3acefaHus aMpexkunm

5 masa 2018 r. N M3C-5

MockBa

Mpencenatens - lNetpos A.A.



CekpeTapb - Makcumosa M.M.

MpucytcTBOBanu: 15 yenosek (CNMCOK NpunaraeTcs)
MOBECTKA OHA:

1. O Mepax no peanusauuun nporpammsl "......... "

[oknapn 3amectutena anpekropa KonenkmnHa W.11.

1. CNYWANW:

KonenknHa W.I1. - TekCcT foknaga npunaraeTcs.

BbICTYMUIN:

Wauknin 3.4. - kpaTkas 3anucb BbICTYNNEHUS.

KyukuH WN.C. - kpaTkas 3anncb BbICTYMNNEHNUS.

PELLUNW:

1.1. OgobpuTtb NnaH paboTbl N0 peanusauun NPorpaMmmbl.

1.2. PykoBogutenio ®PuHaAHCOBOro ynpasreHus noarotoBut u CmMeTy pacxogoB Mo
peanusauun nporpaMmmbl.

Mpencepatens MNoanuceb A.A. lNeTpos

CekpeTapb Mognucok M.M. MakcnmoBa

O6pasey, odopmnieHmst npoTokona

MpunoxeHne N 8
kKn.5.9

AKUMOHepHoe 0bLLecTBO
"KOMIMJIEKCHBIE CUCTEMbI"
AKT
[MpoBepkn opraHmnsauumn XxpaHeHus
AOKYMEHTOB

MockBa



OcHoBaHue: npukas pykosoautens ot 21.01.2017 N 25 "O npoBeaeHUn npoBeEPKU
opraHu3aunmn xpaHeHnsa JOKYMEHTOB opraHusaumn”.

AKT cocTaBrneH KOMUCCUEMN:

Mpencepatens komuccun - MiBaHos AA..;

CekpeTtapb komuccum - MNrumykuHa O.11;

UneHbl komuccun: Apbysos O.H., boyapos H.A., MynepmaH 3.A.

C 15.02.2017 no 02.03.2017 komumccuen npoBoaniacb NpoBepKa opraHn3aunm XxpaHeHus
AOKYMEHTOB OpraH13aLmm.

1. BeiBOAbI:

1.1. MopsiaoK XpaHeHUs JOKYMEHTOB B OpraHM3aLun B LENOM COOTBETCTBYET NpaBuiam,
YCTaHOBIEHHbIM NOKarnbHbIMK NPaBOBLIMW akTaMW.

1

2. 3amevaHus:

21........

2.2...........
MNpencenatenb KoMuccun MNoanuceb A.A. /IBaHOB
CekpeTapb komuccum Mognucek O.M. MTnykmnna

YUneHbl KOMUCCUN:

MNoanuceb O.H. Apbysos
Mognuce H.A. Bo4apos
Mognuce 3.A. MynepmaH

Ob6pasel odopmeHus akta

Mpunoxexne N 9
Kn. 6.3

Pocapxwus

denepanbHoe GloKETHOE yupexaeHue



"Bcepoccuincknin Hay4yHo-ucenenosaTenbCkum UHCTUTYT
AOKYMEHTOBEeAEHNA N apxXuBHOro gena”

(BHAWMOAL)

O6pasey obLiero bnaHka opraHM3auum

Pocapxus

depnepanbHoe GIOOKETHOE yyYpexaeHne
"Bcepoccuimnckun

Hay4YHO-UCcneaoBaTeNbCKUN UHCTUTYT

AOKYMEHTOBEEHUS 1 apxuBHoro gena”

(BHUMOAL)

MpodpbcotosHas yn., 4. 82, Mocksa,
117393
Ten./cakc (495) 718-78-74
e-mail: mail@vniidad.ru;
http://www.vniidad.ru
OKINO 02842708; OIrPH

1027700380795;
MHH/KIIM 7708033140/771001001
N

Ha N oT

O6paseL, yrnosoro 6raHka NnMcbmMa opraHmsauum

MpunoxexHne N 10
kKn. 6.3

Mpunoxenne N 11
Kn. 6.3



Pocapxwus

depepanbHoe B0oKETHOE yypexaeHne
"Bcepoccnnckmin Hay4yHo-nceneaoBaTenbCkum NHCTUTYT
OOKYMEHTOBEeLEHNA U apXMBHOro gena"

(BHAVOAL)

MpodcotosHaa yn., a. 82, Mocksa, 117393
Ten./dakc (495) 718-78-74; e-mail: mail@vniidad.ru; http://www.vniidad.ru
OKMNO 02842708; OI'PH 1027700380795; MHH/KIM 7708033140/771001001

N
Ha N oT

O6pasel NpoaonibHOro 6raHka NMcbMa opraHmMsauum

MpunoxexHne N 12
Kn. 6.3.

Pocapxwus
depnepanbHoe 6ogxXeTHOE ydpexaeHue
"Bcepoccunckunin Hay4Ho-uccnegoBaTenbCkUum MHCTUTYT

[IOKyMeHTOBeleHMs1 U apX1BHoro aena"

(BHNMOAL)
MPVKA3

MockBa

O6pasey odopmneHus 6naHka npukasa
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