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OEAOEPAJIbHOE ArEHTCTBO NO TEXHUYECKOMY PEIYJINPOBAHUIO
N METPOJIOINA

HALUMOHANBbHbLIW CTAHOAPT POCCUACKOW ®EOEPALIUA
FOCT P 7.0.97-2025

CUCTEMA
CTAHOAPTOB NO UHPOPMALIUN, BUBJITMOTEYHHOMY U USOATEJIbCKOMY AOENY

OPTAHU3AUUOHHO-PACNOPAAUTENIbHAA OOKYMEHTALIUA
TPEBOBAHUA K OPOPMJIEHUIO AOKYMEHTOB

System of standards on information, librarianship
and publishing. Organizational and administrative
documentation. Requirements for presentation of records

Jara BBeaeHus - 2025-08-18
Mpeaucnosue

1 PABPABOTAH Bcepoccuiickum HayyHO-HCCIIE0BATEIbCKUM MUHCTUTYTOM JTOKYMEHTOBEIECHUS U
apxusHoro nena (BHUUA)

2 BHECEH Texnuueckum komuteTroM 1o craaaptuzauuu TK 191 "HayuHo-TexHuueckas
nH(opmarusi, OMOINOTEYHOE U U3/IATEIBCKOE JIETI0, YIIPaBICHUE TOKyMEeHTaMu"

3 YTBEPXJIEH 1 BBEJIEH B I[EﬁCTBHE [Ipuxazom denepaibHOroO areHTCTBA [0 TEXHUYECKOMY
PErylIMpOBaHUIO U METposioruH oT 26 utoHs 2025 . N 622-cT

4 BBAMEH I'OCT P 7.0.97-2016

IIpaBuna nprMeHEHMs HACTOSLIETO CTaHapTa YCTAHOBJIEHBI B cTarhe 26 denepanbHOro 3aK0Ha OT
29 nrons 2015 . N 162-D3 "O cranpaptuzanmu B Poccuiickoit @enepanun”. Mapopmarust 00 n3MeHeHUIX
K HacCTOSIIEMY CTaHIapTy MYyOJUKyeTCsl B €XKErogHOM (IO COCTOSHHIO Ha | sSHBapsl TEKyLIEero roja)
uHpopMallmOHHOM YyKa3atene "HauumoHanbHble cTaHaapThl', a oQHUUIMATIBHBI TEKCT H3MEHEHUHl u
MONPAaBOK - B €XEeMeCsYHOM HH(pOpManuMoHHOM ykazarene "HamumonanpHble cranpaptel’. B ciydae
nepecMoTpa (3aMeHbl) WJIM OTMEHBl HACTOAIIETO CTaHAapTa COOTBETCTBYIOIEE YBEIOMJICHHE Oyaer
OIyOJIMKOBAaHO B OJIMKailllleM BBIMYCKE €XeMecSyHOro MH(GOpManuMoHHOro ykasarens "HamuonaiabHbie
crangaptsl". CooTBeTCTByIOIIAs HWHGPOpPMAIUs, YBEAOMIEHHE M TEKCThl pPa3MEIIAIOTCA Takke B
MH(OPMAIIMOHHON CUCTEME OOILEro MoJIb30BaHus - Ha OpHUIMaIbHOM caiite denepanbHOro areHTCTBa Mo
TEXHUUYECKOMY PEryJIMPOBAHUIO U METPOJIOTHH B ceTu MHTEpHET (WwWw.Tst.gov.ru)

1 O6nacTb npumMeHeHus
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Hacrosmumii crangapt pacnpocTpaHseTcss Ha OpPTraHU3alMOHHO-PACIIOPSAUTENbHBIE JOKYMEHTHI:
YCTaBbl, IMOJOXXEHUS, MPaBWIA, WHCTPYKIIUHU, PEIVIaMEHTHI, IMOCTAHOBJICHUS, PACIIOPSIKCHUS, MPUKA3BI,
pelieHus, MPOTOKOJIbI, JIOTOBOPHI, aKThl, MUCbMa, CIOPABKA U Ap. (Hanee - JOKYMEHTHI), B TOM YHCIE
pximodeHHbie B OK 011-93, xmacc 0200000.

Hacrosimuii ctaniapt onpeaesnsier cocTaB peKBU3UTOB JOKYMEHTOB, ITpaBuiia UX ohopMiIeHus, B TOM
quciae ¢ NPUMEHEHUEM HMH(OPMAallMOHHBIX TEXHOJOIHM; BHJbl OJIAHKOB, COCTaB PEKBU3UTOB OJIAHKOB,
CXEMBbI PaCIIONIOXKEHHsI PEKBU3UTOB Ha JOKYMEHTE; 00pa3lbl OJAaHKOB; MpaBWIa CO3JaHMS JOKYMEHTOB.
ITonoxeHus: HACTOSILEro CTaHJapTa paclpoCTPaHIIOTCS Ha JOKYMEHTbl Ha OyMa)KHOM M 3JIEKTPOHHOM
HOCHTEJISX.

2 HopmaTuBHbIe CCbINKH

B HaCcTOAIIEM CTAaHAAPTC UCITIOJIB30BaHbl HOPMATUBHLBIC CCHUJIKKW Ha CIICAYIOIHNE JOKYMCHTDI:

['OCT P 51511 Ileuaru ¢ BocnpousBenenueM locymapcrBenHoro rep6a Poccuiickoit @enepanuu.
dopma, pa3Mepbl 1 TEXHHYECKHE TPCOOBaHUS

['OCT P UCO 15489-1 Cucrema crangaptoB no uHdopManuu, OMOIMOTEUHOMY U U3aTeIbCKOMY
nery. Uudopmarus u JokyMeHTanus. YnpasieHue 1okyMenTaMu. Yacte 1. [IOHSITHS ¥ IPUHIIAIIBI

OK 011-93 (OKVY[) Obmepoccuiickuii K1acCU(pUKATOP YIpaBICHUYECKOI TOKyMEHTAIlUU

[Tpumeuanue - [Ipu monb30BaHMM HACTOSIIMM CTAaHIAPTOM Ielecoo0pa3HO MPOBEPUTH AEHCTBHE
CCBUIOYHBIX CTaHIAPTOB (Ki1accu(ukaropoB) B MHGOPMAIIMOHHON crcTeMe OOIero Mmojb30BaHUS - Ha
opunmansHOM caiite PenepansbHOTO areHTCTBA MO TEXHUYECKOMY PETYINPOBAHUIO U METPOJIOTHUH B CETH
WuTepHer unm no exeronHomy MH(OpMalmoHHOMY yKaszarento "HamuoHanbHbIe cTaHIapThI", KOTOPHIHA
ONyOJIMKOBAaH 10 COCTOSHHUIO Ha 1 sHBaps TEKylIero rojia, M IO BBIIYCKaM €XEMECSYHOIO
nHpopMalmoHHOro yka3arens "HaruonanbHble cranaapThl” 3a Tekyluit rox. Ecinu 3aMeHeH cchbUTOYHbII
JIOKYMEHT, Ha KOTOPBIM JaHa HEJaTHUPOBAHHAs CCBLJIKA, TO PEKOMEHYETCsl UCIOIb30BaTh JAEHCTBYIOIIYIO
BEPCHUIO ITOTO JOKYMEHTA C YYETOM BCEX BHECEHHBIX B JIaHHYIO BEpCHIO M3MEHEHMH. Ecnm 3ameHeH
CCBUJIOYHBIN TOKyMEHT, Ha KOTOPBIN J1aHa TaTUPOBAHHAS CChLIKA, TO PEKOMEHIYETCsl HCIIOIb30BaTh BEPCUIO
3TOr0 JIOKYMEHTa C YKa3aHHBIM BBIIIE TOJOM YTBepXKAeHus (mpuHsATHsA). Ecnu mocne yTBepxaeHus
HACTOSIIIETO0 CTaHAAapTa B CCHUIOYHBIM JOKYMEHT, Ha KOTOPbIM JaHa JaTMpOBaHHAsl CChLIKA, BHECEHO
U3MEHEHHUE, 3aTParuBaroliee IMOJ0KEHNE, Ha KOTOPOE JJaHa CCBUIKA, TO 3TO IMOJIOKEHUE PEKOMEHIYETCs
NPUMEHTh 0e3 yuyeTa AAHHOTO M3MeHeHus. Eciu cchbUTOYHBIA JTOKYyMEHT OTMEHEH 0e3 3aMeHbl, TO
IIOJIOKEHHUE, B KOTOPOM JIaHA CChUIKA HA HETO, PEKOMEHyeTCsl IPUMEHSTh B YAaCTH, HE 3aTParuBaroIlei 3Ty
CCBUIKY.

3 O6wue TpeboBaHMA K CO3AAHUIO JOKYMEHTOB

3.1 JIokyMEHTBI MOT'YT CO3/1aBaThCs HA OyMa>KHOM HOCHUTEJIE U B DJIEKTPOHHOH (hopme ¢ COOTI0OIeHIEM
YCTaHOBJICHHBIX MpPaBUI 0GOPMIICHHUS JOKYMEHTOB. lJis cO3/aHus TOKYMEHTOB MOTYT HCIHOJb30BaThCS
OJICKTPOHHBIC 1a0JIOHEI OJIaHKOB JOKYMCHTOB U 3JICKTPOHHEBIC 1a0JIOHEI JOKYMCHTOB.

3.2 Ilpu cozmaHuu MOKyMEHTa Ha ABYX W Oojiee CTpaHHUIIaX BTOPYIO U MOCIEAYIOUINE CTPaHUIIBI
HyMmepyloT. HoMmepa cTpaHuI] MPOCTaBISIOTCS MTOCEPEANHE BEPXHETO MO JOKYMEHTa Ha paccTosHuu 10
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MM OT BCPXHECI'O Kpad JIMCTA.

JlomyckaeTcs cozjaHue JOKyMEHTOB Ha JIMLIEBOM 1 000pOTHOM cTopoHax nucta. [Ipu nBycropoHHem
CO3JJaHUU JIOKYMEHTOB LIMPHHA JIEBOTO TOJISA HA JIMIIEBOM CTOPOHE JIMCTA U MPABOTO IOJII HA 0OOPOTHOM
CTOPOHE JINCTA JOJKHBI ObITh PAaBHBL.

3.3 Tapautypa u pasmepbl mpudra, HCIONTB3YEMOTO OPTraHU3ANMCH, YCTAaHABIUBAIOTCS B
HOPMAaTHBHBIX aKTaX OpraHU3alliH.

st opopmiteHust JOKyMEHTOB pEKOMEH/IyeTCs HCIIONIb30BaTh pasMepsl mpudros N 12, 13, 14.

[Ipu cocraBneHun Tabmui ¥ pu odpopmiieHnd pekBu3uToB 08 M 25 (cM. pasmen 4) Jomyckaercs
HCIONB30BaTh MIPU(THI MEHBIIIUX PA3MEPOB.

3.4 AG3anHblii OTCTYI TEKCTa JOKyMEHTa - 1,25 cwm.

3aroIoBKM pas3zesioB M MOAPA3/esIoB MEYaTaroTCsl ¢ a03alHBIM OTCTYIIOM MIIM HEHTPUPYIOTCs 0e3
a03aIiHOro OTCTYIA MO IIUPUHE TEKCTA.

MHOFOCTpO‘IHI)Ie PEKBU3HUTHI IICHATAIOTCA YCPEC3 OAWH Me)KCTpOLIHI)II\/JI HHTCPBAJI, COCTABHBIC YaCTHU
PCKBU3HUTOB OTACIAIOTCA JOMOJHUTCIIbHBIM HHTCPBAJIOM.

CTpOKI/I MHOT'OCTPOYHBIX PEKBU3HUTOB BBIPABHHUBAIOTCA 110 JICBOMY Kparo 3aHUMAaeMOM MMH 30HBI UJIH
HECHTPUPYIOTCA OTHOCHUTCIIBHO caMou I[J'IPIHHOﬁ CTPOKH.

Tekcr nokymeHTa nedaraercs yepes 1 - 1,5 MeXCTpOUHbIX UHTEpBAJIA.

Ecnu 1oKyMeHT roTOBUTCS JUIsl M3/1aHHs ¢ YMEHBIIEHUEM MaciuTada, TeKCT IeJaTaeTcss yepes JBa
MHTEpBaa.

WuTepBan Mexx1y OyKBaMH B CJIOBaxX - OOBIUYHBIM.
WHTepBasl MEKIy CIIOBAMHU - OJIUH MPOOEIL.

3.5 TekcT moxkyMeHTa BBIpaBHHBAETCS MO IIMPHHE JKCTa (IO TPaHHIAM JIEBOTO U IMPABOTO IMOJeh
JIOKYMEHTAQ).

JimHa caMol JUIMHHON CTPOKM PEKBU3UTA ITPH YITIOBOM PaCIIOIOKEHUH PEKBU3UTOB - He Oosiee § cM.

JlnvHa caMoil ITMHHON CTPOKH PEKBU3UTA IPU MPOAOIHHOM PACIIOIIOKEHUN PEKBU3UTOB - HE OoJiee
12 cm.

3.6 JlokanpHBIMU HOPMATHBHBIMH aKTaMHU MOXET OBITh MPEAYCMOTPEHO BBIIEIEHHE OTIENIbHBIX
PEKBU3UTOB OJIaHKa, a TAKXKe (PparMEeHTOB TEKCTA MOIYKUPHBIM HIPUPTOM.

3.7 MHorocTpaHH4HbIE JOKYMEHTHI MOTYT OQOPMIIATHCA C TUTYJIBHBIM JUCTOM. TUTYIBHBIN JHCT
JOKyMEHTa 0(OpMIISIETCS] B COOTBETCTBUU C NMPHUIIOKEHHUEM A.
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4 PeKBM3UTbI AOKYMEHTA

[Tpu moaroToBke ¥ 0OPMICHUH JOKYMEHTOB UCIIOJIB3YIOT CIIEAYIOUINE PEKBU3UTHI:

1 - rep6 (I'ocymapcrBennsiii repd Poccuiickoit denepamuu, repd cyosekra Poccuiickoit deneparum,
rep0 (repanbInvecKuii 3HaK) MyHHIIMIIAIBHOTO 00pa30BaHMs);

2 - 3M0neMa;

3 - ToBapHBIH 3HAK (3HAK OOCITY>KUBAHMUS);

4 - xox GOpMBI TOKYMEHTA;

5 - HAaUMEHOBaHUE OpPraHu3ally;

6 - HAUMEHOBaHME CTPYKTYPHOTO HO/Apa3/IeICHNUS;

7 - HaMMCEHOBaHHUE TOJDKHOCTH,

8 - cripaBOYHbIC JTaHHBIE 00 OpraHU3aALUY;

9 - HauMeHOBaHUE B/ JOKYMEHTA;

10 - nara qokymeHra;

11 - perucTpalluOHHBIN HOMEP TOKYMEHTA;

12 - ccbulKka Ha PErUCTPALMOHHBIA HOMEP M J1aTy IMOCTYIHBILETO JOKYMEHTA;
13 - mecTo cocTaBiieHust (U31aHMS) TOKYMEHTA;

14 - rpud (momeTka) 00 OrpaHUYEHUH JOCTYIA K IOKYMEHTY;
15 - agpecar;

16 - rpud yTBEpKIEHHUS TOKYMEHTA,;

17 - 3aronoBOK K TEKCTY;

18 - TEeKCT NOKyMEHTa;

19 - oTMeTKa 0 MPUITOKEHUH;

20 - rpud cormacoBaHUs TOKYMEHTa;

21 - Bu3a;

22 - TIOJIITUCE;
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23 - orMeTKa 00 3IEKTPOHHOM MOAIHCH;

24 - rieyars;

25 - oTMeTKa 00 UCIIOIHUTEIE;

26 - OTMETKAa O 3aBEPECHUU KOIIUH;

27 - OTMETKA O MOCTYIJICHUU JOKYMEHTA;

28 - pe3omronusi;

29 - oTMeTKa O KOHTPOJIE;

30 - oTMeTKa O HAINPaBJICHUU JOKYMEHTA B JIEJIO;
31 - mrpux-xon (QR-xox) JOKymMeHTa.

5 OchopmneHue peKBU3UTOB JOKYMEHTOB

5.1 T'ep6 (T'ocynapcerBennsiii repd Poccuiickoit denepanuu, repd cyonsekta Poccuiickoit denepanmm,
rep6 (repaibAUYeCKUil 3HaK) MyHUIIUIAIBHOTO 00pa30BaHusl) BOCIIPOU3BOIUTCS HA OJIaHKAX TOKYMEHTOB
B COOTBETCTBHM C [l], 3aKOHOAATETbHBIMU M WHBIMH HOPMATHBHBIMHU IPABOBBIMH aKTaMH CYOBEKTOB
Poccuiickont @enepanyy U MyHULUMITAIIBHBIMU IIPAaBOBBIMU AKTAMM.

Nzob6paxenne rtepda ([ocymapcTBenHoro rtepba Poccuiickoii @Denmepammm, repda cyObekTa
Poccuiickoit ®@enepanuu, repda (repaibAUudecKoro 3HaKa) MyHHUIIMIAILHOTO 00pa30BaHusl) MOMEIIAeTCs
rocepenHe BEPXHETO Mo OJIaHKa IOKYMEHTa HaJl pEeKBH3UTAMHU OPTaHU3alluH JJOKyMEHTa Ha paCCTOSTHUU
10 MM OT BEpXHETro Kpast JUCTa.

3ampeniaercss OAHOBPEMEHHOE pa3MelleHUE Ha OJaHKe JOKyMEHTa:
- I'ocynapcrBenHoro rep6a Poccuiickoii @eneparuu u repba cyobekra Poccuiickoit denepannuy;

- TocynapctBennoro rep6a Poccuiickoit deneparuu [repba cyonrekra Poccuiickoit @enepanuu, repdba
(repanpa4ecKoro 3Haka) MyHHUIIUIAIBHOTO 00pa30BaHusi| U SMOIEMbI OpraHU3aIUH.

5.2 DOmbnema opraHuzanuy, pa3paboTaHHass M YTBEp)KIEHHAass B YCTAHOBJIEHHOM IOPSJIKE,
pa3melnaeTcs B COOTBETCTBUM C HOPMATHBHBIMHM IIPAaBOBBIMM aKTaMM Ha OlaHKax JIOKYMEHTOB:
(benepanbHBIX OPraHOB TOCYAAPCTBEHHOW BJIAacTH (3a HMCKIIOYEHUEM CIy4yaeB, MpeAyCcMaTpUBAIOLIUX
ucrnonb3oBanue uzoOpaxxkenus locynapcrtBeHHoro rep6a Poccuiickoit depepaunu, repba cyobekra
Poccuiickoit  ®enepanuu, repba (repanbJUYecKOro 3HaKa) MYHUIUIAIBHOIO  00Opa3oBaHus),
TEPPUTOPUATBHBIX OpPraHoB (heAepalibHBIX OpPraHOB TOCYJApCTBEHHOM BJIACTH, TOCYJapCTBEHHBIX H
HETroCyJIapCTBEHHBIX opraHu3anuil. M3oOpaxkeHne sMOneMbl MOMEIIAETCS MOCEPEIUHE BEPXHErO MO
O7aHKa JOKyMEHTa HaJ peKBU3UTAMH OpraHMU3alluy, Ha pacCTOSTHUU 10 MM OT BEpXHETo Kpasi JIUCTA.

Ha nokymeHTax, n3aBaeMbIX ABYMS WJIM HECKOJIBKUMU OpraHU3alUsIMU, JOMYCKAeTCS pa3MelieHHe
sMOJIeM BCeX OpraHu3alui.
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5.3 ToBapublii 3HaK (3HAK OOCITY)XHMBaHUS), 3apETUCTPUPOBAHHBIA B  YCTAaHOBJICHHOM
3aKOHOZATEIbCTBOM IOPS/IKE, BOCIIPOM3BOIAMUTCS Ha ONaHKaxX OpraHU3alMii B COOTBETCTBUU C YCTaBOM
(monoxxenneM 00 opraHuzanuu). M300pakeHne TOBapHOTO 3HAKa (3HAaKa OOCITY)KMBAHHS) MOMEIIACTCS
MOCepeInHEe BEPXHEro Mo OjlaHKa JOKYMEHTa Haj PEeKBU3UTAMU OpPraHH3alldy WM ClIeBa HAa YPOBHE
HAaMMEHOBAHHUS OPTaHU3AIMH (JIOITYCKAeTCsl 3aXBaThIBAaTh YacTh JIEBOTO TOJIA).

Ha JOKYMCHTAX, U3gaBaCMbIX JIBYMs WM HECKOJIBKUMH OpTraHHU3alsaIMHU, JOITYCKACTCA PasMCIICHUE
TOBAPHBIX 3HAKOB BCCX OpFaHH3aHHﬁ.

Hapsiny ¢ ToBapHBIM 3HaKOM (3HAKOM OOCTYKMBaHHs) Ha OJIaHKaX JOKYMEHTOB MOXKET yKa3bIBaThCs
KOMMepueckoe 0003HaYeHHE I0PUITIECKOTO JIUIIA.

54 Kox ¢dopmbl JOKyMEHTa IpOCTaBIAETCS Ha YHU(UUIUPOBAHHBIX (QOpMax IOKYMEHTOB B
coorBeTcTBUM ¢ OK 011-93 unu nokaibHBIM KJIAaCCU(PUKATOPOM, PACIIONAraeTcsl B IPaBOM BEPXHEM YITIY
pabouyero nosst JOKyMeHTa, COCTOUT U3 ciioB "Popma no" (HauMeHoBaHuUe Ki1accuukaropa) 1 LuppoBoro
KOZIa.

IIpumep

®opma o OKVY][ 0211151

5.5 HaumeHOBaHME OpraHu3alMy Ha OJIaHKE TOKYMEHTa JIOJDKHO COOTBETCTBOBATh HAMMEHOBAHUIO
FOPUIMYECKOTO JINIA, 3aKPEINIEHHOMY B €r0 YUPEIUTEIbHBIX TOKYMEHTaX (ycTaBe WM mojoxkeHun). [lox
HAMMCHOBAHUEM OPTaHU3aIluK B CKOOKAX YKa3bIBaCTCsl COKpAIECHHOEC HAMMCHOBAHHUE OPTaHU3alluH, €CITU
OHO TMPEAYCMOTPEHO YCTABOM (TIOJIOKEHUEM ).

Han HaumMeHOBaHMEM OpraHM3alMM YKa3blBae€TCs IIOJIHOE WJIM COKpAIIEHHOE HAauMEHOBaHUE
BBIIIIECTOSIIIIEN OpraHU3aly (IIPU €€ HATUYUN).

Ha JAOKYMCHTAX, U3aBACMbIX IABYMS WM HECKOJBKHMHU OPraHU3allUsIMH, B 3aroJ0BOYHOM YacTH
IMPOCTABJIAOTCA HAMMCHOBAHUA BCCX opraHmauHﬁ.

5.6 HaumMeHoBaHME CTPYKTYpHOIO TMoOjpa3jieieHuss (B TOM uucie Quiuana, OTIeNeHHUs,
IPEJCTaBUTENIbCTBA, KOJIETHAIBHOIO, COBEIIATEIbHOIO WJIM MHOTO OpraHa) MCIOJb3yeTcsl B OJIaHKax
nuceM M OllaHKaX KOHKPETHBIX BHJIOB JOKYMEHTOB COOTBETCTBYIOUIMX MOJpa3feleHui (opraHoB) B
COOTBETCTBHHU C JIOKAJIbHBIMM HOPMaTUBHBIMU aKTaMH M YKa3bIBA€TCs 110/ HAMMEHOBAaHUEM OpraHU3aIUH.

5.7 HaumeHoBaHM€e JOTKHOCTH HCIIONB3YeTCsl B OaHKaX MOHKHOCTHBIX JIMI[ M PACIIONaraeTcsl Mo
HaMMEHOBAaHHMEM OpraHW3allud WM HauMeHOBaHUeM cyOwnekTa Poccuiickoni deneparuu (kpas, o0macTH,
aBTOHOMHOM 00JIacTH U Ap.), €CIIU JOKYMEHT M3[aeT PYKOBOAUTENb OpraHa BIacTH cyobekTa Poccuiickoit
denepanuu, MyHUIIATIAIBHOTO 00pa3oBaHus. HanMeHOBaHME TOKHOCTH YKAa3bIBAETCS B COOTBETCTBUU C
HaWMEHOBAHHMEM, NIPUBEJICHHBIM B PACTIOPSAIUTEIBHOM JOKYMEHTE O Ha3HAYEHUHU Ha JOHKHOCTbD.

5.8 CpaBo4HbIE TaHHBIC 00 OpraHU3aIMi YKA3bIBAIOTCS B OJaHKAX MHUCEM M BKJIFOUAIOT: TTOYTOBBIN
ajipec opraHu3aiuu, HoMmep tenedona, gakca, apec MEKTPOHHOM MOYTHI, apec caiita B cetu "MHTepHeT".
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B cocraB cripaBOYHBIX TaHHBIX, 32 UCKIIOUYEHHEM OJaHKOB JOKYMEHTOB OPraHOB TOCYAapCTBEHHOM
BJIACTHU, OPraHOB MECTHOTO CaMOYIpaBJICHHUS, BKJIIOUAIOTCA: KOA opraHu3zanuu mno OOuiepoccuiickomy
knaccuukaropy npeanpustuii 1 opranuzanuii (OKIIO), ocHOBHOI rocyapCTBEHHBIN peruCTpaliMOHHBIN
Homep opranumzanuu (OI'PH) w waeHTMGUKAIMOHHBIAH HOMEpP HAJIOTOIIATENbIINKA/KOJ TMPUYHHBI
MMOCTaHOBKY Ha Hanorobii yaetr (MHH/KIII).

5.9 HaumeHoBaHMe BUa JOKYMEHTA YKa3bIBACTCS HAa BCEX JIOKYMEHTAX, 32 MCKIIOUYCHUEM JIEJIOBBIX
(cmyxeOHBIX) MUCEM, pacHoiaraeTcs IoJ PEKBU3UTAMH COCTABHUTENS JOKyMEHTa (HaWMEHOBAHUEM
OpraHM3alH, HAaUMEHOBAHHEM CTPYKTYPHOTO IIOApA3ACICHUsl, HAUMEHOBAHHEM JOJDKHOCTH) (CM.
pucyHok B.6).

5.10 Jlata moKkyMeHTa COOTBETCTBYET JaTe MONANUCAaHUs (YTBEpXKACHUS) JOKyMEHTa WM Jare
COOBITHSA, 3aUKCUPOBAHHOTO B JOKyMEHTE. JIOKYMEHTBI, U3JaHHBIC ABYMS WM OOJIee OpraHu3alUsIMU,
JOJDKHBI UMETh OJHY (€IMHYIO) JaTy, COOTBETCTBYIOIIYIO Jare MOAMUCAHUS JOKYMEHTa MOCIEAHUM
JOJKHOCTHBIM JIULIOM.

JlaTy JOKyMEHTa 3allMChIBAIOT B MOCJECIOBATEIBHOCTU: JIEHb MeCsAIa, MECSI], TOJ OIHHUM M3 JABYX
CI10co00B:

apabckumu nudpamu, paszaeneHHbIMEA Toukoit: 05.06.2024;
CIIOBEeCHO-IIU(PPOBBIM criocodom: 05 mrorst 2024 .

5.11 PeructpanOHHBIH HOMEp JAOKYMEHTa - HU(GPOBOM WiIKM OyKBEeHHO-LIH(PPOBOM UIECHTHU(PUKATOP
JOKYMEHTA, COCTOSIIIUNA U3 MOPSAIKOBOIO HOMEpPA JOKYMEHTa, KOTOPBIM, M0 YCMOTPEHHIO OpraHU3aluHy,
MOXKET JIOTOJHATHCS UU(POBBIMU WM OYKBEHHBIMH KOJaMH (MHIEKCAaMH) B COOTBETCTBUU C
UCIOJIb3YEMBIMH Ki1accu(UKaTopaMu (MHIEKCOM Jielia 110 HOMEHKJAaType Jejl, KOJIOM KOpPECIOHJECHTA,
KOJIOM JOJPKHOCTHOTO JIMLIA U Ap.).

Ha nokymeHrte, cocTaBlieHHOM COBMECTHO JByYMs U 0Oojee OpraHU3alusMH, [POCTaBIISIOTCS
PEruCTpAallMOHHBIE HOMEpPA JOKYMEHTa, IMPUCBOEHHBIE KaXKIO0M W3 opranu3auuid. PerucrpanuoHHbIe
HOMEPA OTACINSIIOTCS IPYT OT JAPYyra KOCON YepTOi M MPOCTABISIOTCS B MOPSAKE YKA3aHUS OpPraHU3aIuid B
3aroJI0OBOYHOM YacTH WK MpeaMOyse TOKyMEHTa.

5.12 Ccpuika Ha pEerucTpalMOHHBII HOMEp M JaTy MOCTYNMBIIErO JOKYMEHTa BKJIIOYAeT
PEruCTPaLlMOHHBIA HOMED U JaTy BXOASAILEr0 MHUIIMATUBHOIO JOKYMEHTA, Ha KOTOPBIA 1aeTCs OTBET.

5.13 Mecto cocraBieHust (M31aHus1) JOKYMEHTA YKa3bIBAETCSl BO BCEX JOKYMEHTaX, KpOME JEIOBBIX
(cmy>keOHBIX) TTUCEM, a TaK)Ke JOKIATHBIX, CIYKEOHBIX 3alMCOK U IPYTHX BHYTPEHHUX MH(POPMALIMOHHO-
CIPAaBOYHBIX JOKYMECHTOB.

Mecrto coctaBieHusi (M31aHUsI) TOKYMEHTa HE YKa3bIBA€TCS B TOM Cily4ae, €CJIM B HAUMEHOBAHUU
OpraHu3alii TPUCYTCTBYET YKa3aHWE Ha MECTO €€ HaxXOXIeHus. MecTo cocTaBieHus (W3TaHus)
JIOKYMEHTA YKa3bIBAETCS B COOTBETCTBUM C IPUHATHIM aIMUHUCTPATUBHO-TEPPUTOPUAIIBHBIM JICJICHUEM.

5.14 Tpud (momerka) 00 OrpaHUYEHUH JOCTYIA K JOKYMEHTY MPOCTABIISIETCS B IPAaBOM BEPXHEM YTy
MIEPBOTO JIUCTA JIOKyMEHTa (MPOEKTa JOKYMEHTA, COIPOBOJUTEIHHOIO MUChbMa K JIOKYMEHTY) Ha TpaHULe
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BEPXHETO TOJIs IPY HATMYUH B IOKYMEHTE MH(GOPMAIINH, TOCTYI K KOTOPOM OTPaHUYEH B COOTBETCTBHUH C
3akoHozareabLcTBoM Poccutickoit denepanum.

Bunpsl ucnonb3yemblx B opraHu3andud TpuGoB (IIOMETOK) OrpaHHYEHHs] JOCTYNa JOJDKHBI
COOTBETCTBOBATh 3aKOHOAATENILHBIM U MHBIM HOPMAaTHBHBIM MpaBOBbIM akTaM Poccuiickoit deneparuu u
JOJDKHBI OBITH 3aKpeIyieHbl B JIOKAIBHBIX HOPMAaTUBHBIX akTax. B cocraB rpuda (momerku) o6
OrpaHUYEHUH JOCTYNA K JOKYMEHTY BXOAUT OrpaHuuMTeNbHas Haanuch ("1 ciayxeOHoro nosiab3oBaHus ",
"Kommepueckas taiina", "KoHpuaeHnpansHo" win ap.), TOTMOIHAEMass HOMEPOM dK3eMILIsIpa JOKYMEHTa
U IpYTMMU CBEJCHUSIMU B COOTBETCTBHM C 3aKOHOZATENIbCTBOM Poccuiickoit denepanuu.

[Tpumep

st city>keOHOTO TTOJIb30BAHUS
OKk3. N 2

5.15 Anpecar wucnonb3yeTcst Nmpu O(QOPMIICHUH JENOBBIX (CIYy)KEOHBIX) IHCEM, BHYTPEHHHX
MH(OPMALIMOHHO-CIIPABOYHBIX JIOKYMEHTOB (JOKJIaJHBIX, CIY)KEOHBIX 3aIIHCOK H Jp.).

AnpecaroM JOKYMEHTa MOXET ObITh OpraHM3allMsl, CTPYKTYpHOE MOApA3JEICHUE OpraHu3alluu,
JOJPKHOCTHOE WM (PU3UYECKOE JIHLIO.

PexBu3ut "anpecar" mpocraBisieTcss B BepXHEW MPaBOil 4acTh OKyMEHTa (Ha OJIaHKe C YIJIOBBIM
PAacIIONIOKEHUEM PEKBU3UTOB) MM CIpaBa MOJA PEKBU3UTAaMHU OJaHKa (IIPU MPOAOIBEHOM PACIIONOKESHUU
pekBU3UTOB OnaHka). CTpokH peKkBU3UTA "ajpecaT" BRIPAaBHUBAIOTCSA MO JIEBOMY KParO WJIH LIEHTPUPYIOTCS
OTHOCHUTEJIBHO CaMOM JJIMHHOM CTPOKH.

HpI/I aIp€CoOBaH JOKYMCHTa PYKOBOAHUTCIIIO (3aMeCTI/ITeHIO pYKOBO,Z[I/ITCJ'IH) OopraHu3anuun
YKa3plBa€TCd B  JATCJIBHOM IaJACKEC HAMMCHOBAHUC JOJDKHOCTH  PYKOBOAUTCIIA (3aMeCTI/IT€J'I$I
pYKOBOI[I/ITCJ'IH), BKJIFOYArOMCC HANMCHOBAHUC OpraHu3aluu, (1)8.MI/IJ'II/IIO, HMHHUIHWAJIbI JOJIZKHOCTHOI'O JIMIIA.

ITpumep

PykoBogurento ®@enepanbHOro
apXUBHOIO areHTCTBa
®amunusa 1.0.

HpI/I aaApeCoOBaHU IIMCbMa B OpPraHu3alluil0 YKa3bIBACTCA €€ IIOJIHOC WM COKPAIICHHOC
HaANMMCHOBAHNEC B UMCHUTCIIbHOM IIaJICXKCE.

[Tpumep

denepanpHOE apXUBHOE
areHTCTBO
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nim

Pocapxus

[Tpu anpecoBaHuM TOKyMEHTa B CTPYKTYPHOE IOJpa3/ieJieHue OpraHu3aluy B pekBu3ute "anpecar”
YKa3bIBAC€TCSl B UMEHUTEIHLHOM 11a/1€7K€ HAMMEHOBAHUE OpTraHU3allii, HUKE - HAMMEHOBAHUE CTPYKTYPHOTO
MOJpa3ieIeHHUS.

[Tpumep

denepanbHOE apXUBHOE
areHTCTBO

Otnen rocyapcTBEHHOM
CILy>kOBl, KaJJpOB U Harpas

HpI/I aIp€COBaHN IIMCbMa PYKOBOAUTCIIIO CTPYKTYPHOI'O HOAPA3ACIICHUSA YKAa3bIBACTCA B
HMCHUTCIIBHOM IIaACKEC HAMMCHOBAHUC OpraHu3aliivd, HHUKEC - B OATCJIBbHOM MaJCKEC HANMMCHOBAHUC
HAOJDKHOCTH PYKOBOAUTCIIA, BKIHOYANOMICEC HANMMCHOBAHUC CTPYKTYPHOTO IIOAPA3ACIICHUA, (1)8.MI/IJ'II/IIO,
WHUIMUAIBI.

IIpumep

AO "IIpodumns"

PykoBoguTento 10roBopHo-
IIPaBOBOIO OTAEIIA
®amunusa 1.0.

[Tepen Gpamunueit TOHKHOCTHOTO JUIIA JOMYCKAeTCsl yHOTPeOIsATh coKpaiieHue "r-uy" (ToCoanHy),
€CJIM aJipecar My>KUnHa, WiH "r-ke" (roCToXkKe), €ClId aapecar KeHIUHA.

[Tpumep

r-uy ®amunus 1.0.

nim

r-xe ®amunusa N.0.

[Tpu pacchuike JOKYMEHTa TpyIIe OpraHu3aluidi OJHOTO THIA WIH B CTPYKTYpPHBIE MOAPa3ACTICHUS
OJTHOM OpraHu3alliu aapecar YKa3bIBaeTcsl 0000IIEHHO.

[Tpumep
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PykoBoauTensim 1ouepHux
obmectB AO "ITpodup"

nim

PykoBoauTesnsiM ynpaBieHHUI
Pocapxusa

[Ipm pacceuike DOKyMEHTa HE BCEM OpPraHM3alUsM WM CTPYKTYPHBIM IOJpa3/eIeHUsIM IO
pexBu3nuToM "Azpecar” B ckoOkax ykasbiBaeTcs: (IO CIIUCKY)".

IIpumep

PykoBoauTensiM gouepHUX
obmectB AO "TIpoduip"
(o cnucky)

B omHOM H0OKyMEHTE HE JHOKHO OBIThH Oojiee yeThipex aapecaroB. Cinoso "Komwus" mepen BTOpbIM,
TPEThUM, YETBEPTHIM ajpecaraMu He ykasbiBaeTcs. [Ipu OoJbliieM KOJUYECTBE aJpecaroB COCTABIIAECTCS

CIHCOK (JIUCT, yKa3arellb) PacChUIKU JOKYMEHTA, Ha KaXKIOM JJOKYMEHTE YKa3bIBACTCS OJIMH aJIpecar UiIH
aapecar opopmiseTcst 0000IIEHHO.

B cocraB pekBuzuTa "Agpecar" MOXKET BXOAWTH MOYTOBBIM ajpec. DIEMEHThI MOYTOBOIO ajpeca
YKa3bIBAIOTCS B MOCIIEA0BATEILHOCTH, YCTAHOBIICHHOH [2].

IIpumep

Bcepoccniicknii HayqHO-
MCCIIEZIOBATENIbCKUI HHCTUTYT
JOKYMCHTOBCIACHUA U
apXUBHOIO JIe1a

[Tpodcorosnas yi., a. 82,
Mockaa, 117393

[ToutoBEIi aZIpeC MOXKCT HC YKA3bIBATHCA B NOKYMCHTAX, HAIIPABJIACMbBIX B BBICIIHWE OpTraHbl BJIACTH,
BBIICCTOANIME OpraHu3anuu, IMOABCIOMCTBCHHBIC OpraHHU3allMd W IIOCTOSHHBIM KOPPCCIIOHACHTAM (33
HUCKIIIOUCHUCM HAITPABJICHUSA THNCEM YKA3aHHBIM aApeCaraM B KOHBEPTAX € NPO3pavYyHbIMU OKHaMI/I).

[Tpu agpecoBaHUM TOKyMEHTa (GU3NYECKOMY JIMILY YKa3bIBAIOTCS: (paMUIIUS, MHULIMAJIBI, IOYTOBBIN
azapec.

ITpumep
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damumua U.0.

yi. CagoBas, 1. 5, kB. 12, I.
JIro6epubl, MockoBckas o011,

[Tpu oTipaBKe NUCHMA IO JEKTPOHHOM MOYTE WK 110 (PaKCUMHUIILHOH CBSI3HU (0€3 TOCHUIKH IO TI0YTE)
MOYTOBBIN aJIpec He yKa3biBaeTcs. [Ipr HEOOXOMMMOCTH MOXKET OBITh YKa3aH SJICKTPOHHBIN ampec (HoMep
tenedona/daxca).

IIpumep

Bcepoccuniickuii Hay4HO-
UCCIIeI0BATENIbCKUN MHCTUTYT
JOKYMCHTOBCIACHUA U
apXHMBHOTO Jiena

5.16 Tpud yrBepxkAeHUS MPOCTABISAETCA HA JTOKYMEHTE MPH €r0 YTBEP)KIECHUU OJKHOCTHBIM
JIUIOM, PaCOPSAUTEIBHBIM IOKYMEHTOM (IIOCTAaHOBIIEHUEM, PEILICHUEM, TPUKA30M, PACTIOPSHKEHUEM ) WITH
peLIeHHuEM KOJUIETHAJIBHOIO OpraHa.

I'pud yTBepkaeHuUs pa3MmeliaeTcs B IPaBOM BEPXHEM YINIY IEpBOro Jucta AokymeHTa. CTpoku
PEKBU3UTA BHIPAaBHUBAIOTCS 110 JIEBOMY Kparo WM LIEHTPUPYIOTCS OTHOCUTEIBHO CaMOM IJTMHHON CTPOKH.

[Tpu yTBep)KAEHHWU AOKYMEHTa JODKHOCTHBIM JIMIIOM Ipu( YTBEPXKAEHUS COCTOUT M3 CIIOBa
YTBEPXJAIO (neuaraercsa nponucHbIMH OykBamMM O€3 KaBbIYEK), HAUMEHOBAHUS JOJDKHOCTH JIMILIA,
YTBEPKIAIOIIETr0 JOKYMEHT, €ro MOANNUCH, UHUINAJIOB, ()aMUIIUH U AaThl YTBEPKACHUS.

ITpumep

VTBEPXJIAIO
PykoBoauTens @enepaibHOro
apXMUBHOTO areHTCTBA

[loanuce N.0. ®amunus

[ara

[Tpu yTBepXkAeHUM JOKYMEHTa PacHoOpSAUTENbHBIM JOKYMEHTOM TpH(} YTBEPKIEHHUS COCTOUT U3
cioa YTBEPXJIEHO, HanMeHOBaHMsI pacHOpSAUTENBHOIO JOKYMEHTA B TBOPUTEIBHOM MAJEXKE, €ro
narel, Homepa. CnoBo VYTBEPXJIEHO pomyckaercst coriiacoBbIBaTh C HAaWMEHOBAaHHEM BHJIA
yrBepxkaaemoro nokymenta (YTBEPXK/IEHA, YTBEPXEHBI unu YTBEPXJIEHO).
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IIpumep

(PermameHnT) YTBEPXJIEH
npukazom AO "IIpoduis"
ot 15 anpens 2025 . N 82

nim

(ITpaBuita) YTBEPXJIEHbBI
npukazom AO "IIpoduis"
ot 15 ampens 2025 . N 83

[lpu yTBEepKIEHHH TOKYMEHTa KOJUICTHAJIbHBIM OpPraHOM, PEIICHHS KOTOPOTO (HKCHPYIOTCS B
MIPOTOKOJIE, B rpude yTBEPKACHUS YKa3bIBAIOTCSI HAMMEHOBAHHE OPTaHa, PEIICHHEM KOTOPOTO YTBEPKICH
JIOKYMEHT, JlaTa 1 HOMEp IIPOTOKOJIa (B CKOOKax).

IIpumep

(ITono>xenue) YTBEPXJIEHO
CoBeToM AUPEKTOPOB
AO "TIpodpuns"
(mpotokomn ot 15.04.2025 N 12)

[Tpu yTBepKA€HUN HECKOIBKUMU JOKHOCTHBIMU JIUIIAMU TPU(BI YTBEPKICHUS pacIiojlararoTcsi Ha
OZIHOM YpOBHE CIpaBa M cjeBa. Eciu 4uciio yTBep)KIaroluX JOKYMEHT JOJDKHOCTHBIX JIMIL ITPEBBIIIACT
1Ba, rpU(BI YTBEPKJIEHUS Pa3MEILLAIOTCs APYT MO IPYTOM.

5.17 3aronoBoK K TEKCTY - KpaTKOe Co/ep>KaHue JOKYMEHTA. 3aroJIoBOK K TEKCTY (OPMYIHPYETCs C
npemtorom "O" ("OG6") u oTBevaet Ha Bompoc "o uem?":

npukas (0 yeM?) 0 CO3[aHUU aTTeCTallMOHHON KOMUCCHH;
npuka3 (0 uem?) o0 yTBEp)KJIE€HUH IITAaTHOTO PACIIUCAHUS;
nuchMo (0 yem?) 0 mpeAoCTaBICHUH UH(OpPMAIUH.

3aroyioBOK K TEKCTy O(QOpMIISIETCSl MO PEKBU3UTAMH OJIaHKa CJeBa, OT TPAaHMIIBI JIEBOTO mojsi. B
yKa3ax, MOCTAaHOBIEHUSX, PEIICHUSX, TPHKA3aX, U3JaBAEMbIX OpPraHaMH BJIACTH Ha MPOJIOJIbHBIX OllaHKaX,
3aroJIOBOK K TEKCTY MOXET OQOPMIISTHCS HaX TEKCTOM IOocepeinHe pabodyero moys JOKyMEHTa |
[EHTPUPOBATHCS OTHOCUTEIIBHO CaMOM JITMHHOUW CTPOKH.

5.18 TekcT MOKyMEHTa COCTAaBISAETCS HAa PYCCKOM SI3bIKE KaK rOCYHapCTBEHHOM si3blke Poccuiickoi
®enepanuu. B opranax rocynapcTBeHHON BIACTH, OpraHaX MECTHOTO CAMOYTIPABIICHHUS, TOCYIapCTBEHHBIX
VUPEKICHUSAX PECNyOIuK Hapsay C TOCYIapCTBEHHBIM s3bIKOM Poccuiickoit ®denepanmuui MOTyT
YIOTPEONATHCS TOCYTIAPCTBEHHBIC SA3BbIKH PECITYONHUK.
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B tekcte AOKYMCHTA, NOATOTOBJICHHOM Ha OCHOBAaHHWH 3aKOHOAATCJIIbHBIX HMJIM MHBIX HOPMATHUBHBIX
IIPaBOBBIX aKTOB, PaHCC U3JAHHBIX paCIOPAIUTCIIBHBIX JOKYMEHTOB U JIOKAJIbHBIX HOPMATHBHLBIX 4KTOB,
YKa3bIBarOTCA UX PCKBU3UTHI:

- HalMMEHOBaHWE BHJA JOKYMEHTa, HAaWMEHOBAaHHWE OpraHu3alud, Jara JOKYMEHTa,
PEruCcTpallMOHHBIA HOMEP JOKYMEHTA, 3ar0JIOBOK K TEKCTY;

- HaMMEHOBAaHME OpraHU3alMM WM JOJDKHOCTHOIO JIMIA, YTBEPAMBIIETO JOKYMEHT, Jara
YTBEPKICHHUS TOKYMEHTA.

TekcT MOKyMEHTa MOXET COIEpKaTh pasieibl, MOJpPAa3/eiibl, IMyHKTHI, TOAIYHKTHI, HyMepyeMbIe
apabckumu U pamu. YpoBHEH pyOpUKaIIUU TEKCTa HE JIOJDKHO OBITH 0OJiee YeThIpeX.

B mpukazax TekcT uznaraercsi oT IepBOro JIMIa eIMHCTBEHHOTo yncna ('mpuka3biBai').

B nokyMeHTax KOJIJIErHaJIbHBIX M COBEIIATEIBbHBIX OPraHOB TEKCT M3JIaraeTcsi OT TPEThEro JuIia
€IMHCTBEHHOTO Yncia ("KOJIJIEr ... MocTaHoBIsAeT", ""coOpaHue... penrmio').

TexcT mpoToKoJIa U3IaraeTcs OT TPETHETo JIMIa MHOKECTBEHHOTO uncia ("cimymanu", "BeicTynuim",
"mocranoBuin", "pemmn’).

B nmokymeHTax, ycCTaHaBIMBAIONIMX IpaBa W OOA3aHHOCTH OpraHU3ALMKA, HX CTPYKTYPHBIX
noapasieieHui (MoMoKeHNe, NHCTPYKIIKA), a TaKXKe COAEpKallNX OMHCAaHHE CUTYyallui, aHaiu3 (QakToB
WJIM BBIBOJIBI (QKT, CIIpaBKa), UCHOJb3yeTcs (hopMa M3JI0KEHHS TEKCTa OT TPEThEro JIMIA €AMHCTBEHHOTO
WIN MHOXeCTBeHHoro uyucna ("oraen ocymecTBiseT (yHKIHH...", "B COCTaB YIpaBICHUS BXOAAT...",
"KOMHCCHS TTpOBEJia MIPOBEPKY...").

B coBMecCTHBIX JOKyMEHTaxX TEKCT M3JIaraeTcsi OT IMEepBOTo JMIA MHOKECTBEHHOIO YHCIIA
("mpuxazpiBaem", "pemnan").

B nenoBbIx (caykeOHBIX) MUCbMaX UCHOIB3YIOTCS (POPMBI H3JI0KEHUS:
- OT NEepBOro JHIIa MHOXECTBEHHOro uucia ("mpocuM HampaBuTh...", "NpeacraBisieM Ha
paccMoTpeHue...");

n

- OT TPETHETO JHIla €IUHCTBEHHOro yucia ("MUHHUCTEPCTBO HE BO3pakaer...", "00IiecTBO cuuTaer

BO3MOKHBIM...");

- OT TIEPBOTO JIUIIA €IMHCTBEHHOTO uKcia (''cuntaro HeoOX0auMBIM...", "Ipeararo pacCMOTPETh..."),

CCJIM ITMCbMO ITOATOTOBJICHO Ha OraHke JOJDKHOCTHOTIO JIMIIA.

B Texkctax JOKYMEHTOB YMOTPEOJSIOTCS TOJNBKO OOLIEMPHUHSATHIE a0OpeBHAaTyphl U rpaduyecKue
COKpaIllCHHUSI.

[Tpu ynotpeOiennu B TeKCTe (pamMIIIUNA JIUIl MHUIUANBI YKa3bIBAIOTCA MOCIe (haMUIHH.

B nenosrix (CJ'Iy)KC6HLIX) IHUCbMax MOXXCT HMCIIOJIb30BaTbCs:
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- BCTYIHUTEIbHOE OOpalieHue:
VYBaxxaemblil rOCIIOANH NIpeAceaareib!
VYBaxkaemblil rocioguH [Ipoxopos!
VYBaxkaemas rocrnoska 3axapona!
VBaxxaemblii Huxomnaii IlerpoBuy!
VYeaxxaemas Onbra HukomaeBHa!
VYBakaemble rocrozal

- 3aKJIIOYUTENbHAS dTUKETHAs (pasa:
C yBaxeHuewm,

B o6pamiennu no ¢pamMuiany MHULMAIBL JIMIA HE YKa3bIBAlOTCA. 3aKIIOUUTENbHAs STUKETHas ¢pasa
HAYMHAETCS C MPOIMCHOM OYKBBI M 3aKaHUYMBACTCS 3aISATOM.

BCTyTII/ITeJ'IBHOC 06pameHHe M 3aKIIOYUTCIbHAA 5TUKCTHAsA cbpa3a (neanaeTCH OT I'PaHHUIIBI JICBOT'O
HOJISI) OTACIIAIOTCA OT TCKCTA UJIX OTMETKHU O MPUIIOKCHHUU JOITOJIHUTCIIBHBIM MCKCTPOYHBIM MHTCPBAJIOM.

5.19 OTMmeTKa O MPWIOKEHUU COACPKHUT CBEACHUS O TOKYMEHTE (IOKYMEHTaX), MPHJIaraéMoM K
OCHOBHOMY JOKYMEHTY (CONpPOBOAMUTEIBHOMY IHCbMY, IpPETEH3UHU, aKTy, CIpPaBKE U JPyruM
MH(OPMAIMOHHO-CIIPABOYHBIM JOKyMeHTaM). PacmnopsiaurenbHble TOKYMEHTHI, MOJOXKEHUS, MpaBuia,
MHCTPYKLUH, I0TOBOPBI, IUIAHbI, OTYETHl OTMETKH O MPUI0KEHUN HE UMEIOT.

B CONMPOBOAUTCIIBHBIX MHCbMAaX W APYTHUX I/IHq)OpMaI_[I/IOHHO-CHpaBO‘{HHX AOKYMCHTAX OTMCTKa O
IMPHUITOKCHUN O(i)OpMHS[GTC?[ o4 TEKCTOM OT I'paHHUIIbI JICBOI'O ITOJIA CICAYIOIUM 06pa30M:

- €CJIM IPHUJIOKCHUC HAa3BaHO B TCKCTEC:

[Ipunoxenue: Ha 2 1. B 1 2K3.

- €CJIM MPUIIOKCHHUEC HC HA3BAHO B TCKCTC WJIN C€CIIU HpI/IJ'IO)KeHI/Iﬁ HCCKOJIbKO, YKa3bIBAIOT HA3BAHUSA
ﬂOKYMeHTOB-HpHHO)KCHHﬁ, KOJIMYCCTBO JIMCTOB U SK3CMINIAPOB KaKJA0I'0 IMPUITTOKCHUA:

[Ipunoxenus: 1. IonoxeHue 06 YpaBieHUN perHOHATBHOTO KPEAUTOBAHUS Ha 5 1. B 1 9K3.
2. CripaBKa 0 KaIpOBOM COCTaB€ YIPAaBIEHUS PETHOHAIIBHOTO KPEAUTOBAHUS
Ha 2 1. B 1 oK3.

- €CJIM IPUJIOKEHUE (MIPUIIOKEHHS) COPOLIIOPOBAHO:
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[Tpunoxenue: otuetr 0 HMP B 2 7Kk3.

- CCJIM IOKYMCHT, HBHHEMHﬁCH IMPUITIOKCHUEM, UMCCT ITPUIIOKCHUS C CaMOCTOSTEIbHOM HyMepauHeﬁ
CTpaHHuIl:

[Tpunoxenue: nucbMo PocapxuBa ot 15.04.2025 N 02-6/172 u npuiaoxeHuss K HEMY,
BCETO Ha 5 JI.

- €CJIM IMCbMO HAIpaBJIACTCA HECKOJIBKHUM aJgpecaraM, a IIPHUJI0KEHUEC TOJIBKO B HepBBIfI ajipec:

[Ipunoxenue: AKT IpOBepKHU... Ha 5 1. B 1 3K3. TOJIBKO B MEPBBIH ajpec.

- €CJIM IPUJIOKECHUEM SIBIISIETCSI 000COOICHHBIHN 3EKTPOHHBIA HOCHTENb (KOMIAKT-TUCK, usb-pemn-
HaKOIIUTEIb U JIp.):

[Ipunoxenue: CD B 1 3Kk3.

[Tpu »TOM BKIIajBINIE (KOHBEPTE), B KOTOPBIN IMOMEIIASTCS HOCUTEINb, YKa3bIBAIOTCS HAMMCHOBAHUS
JOKYMEHTOB, 3allMCAaHHBIX Ha HOCUTEIb, UMEeHa (PaiiyioB, UX 00bEM B JIHCTaX M MerabaiTax (KumiobanTax):

Otuer 1o Teme "MOHMTOPMHI MPOLECCOB JOKYMEHTOOOpa3oBaHMs U 00BEMOB
JOKYMEHTO000pOTa B (pe/iepabHbIX OpraHax UCIONMHUTENbHON BiacTu" Ha 250 1., 91 KGaiT.

CrnoBo "mpuinoxeHue" mevyaraeTcsi B €IMHCTBEHHOM WJIM MHOXXECTBEHHOM YHCIIE B COOTBETCTBHH C
KOJTMYECTBOM MPUIIOKECHHIA.

B pacnopsautensHbIX TOKyMeHTax (IIOCTAaHOBJICHMSX, PEUICHMSX, MPUKA3ax, PaCHOPSKEHUSX),
JOTOBOpax, IIOJIOKEHUAX, IpaBUIIAX, WHCTPYKLUAX M APYIMX JOKYMEHTax CBEIEHUsS O HAJIW4YUU
MPUII0KEHUS 0(OPMIISIOTCS CIETYIOIUM 00pa3oM:

- B TEKCTE JJOKyMEHTa IIPU MEPBOM YIIOMHUHAHUU JOKYMEHTA-IIPUIOKEHHS B CKOOKAX yKa3bIBACTCH: ...
(npunoxeHue) Wi ... (mpuioxenue 1); nepex HOMEPOM IPUIIOKEHUSI TOIYCKAaeTCsl CTaBUTh 3HAK HOMEpa:
... (mpunoxxenue N 2);

- Ha TEpBOM JIMCTE JIOKYMEHTa-IPWJIOKEHUS B IIPaBOM BEPXHEM YIIy I[I€4aTaeTcsl CJIOBO
"ITpunoxenue" (Mpu HATUYUK YKa3bIBAETCS €r0 HOMEP) U MPUBOJIATCS HAMMEHOBaHKE BU/IA, 1aTa U HOMEP
JIOKYMEHTA, K KOTOPOMY TOKYMEHT SIBJISIETCS TPHIIOKEHUEM:

[Ipunoxenue N 2
K nmpukazy AO "IIpoduis"
or 15.04.2025 N 112
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CTpoku peKBU3HTA BBIPABHUBAIOTCS MO JIEBOMY Kpar0 WM LEHTPUPYIOTCS OTHOCHUTEIBHO CaMOM
JUTMHHOW CTPOKH.

JIOKyMEHT (MHCTPYKLUS, PElIAaMEHT WM Jp.), YTBEPXKACHHBIN pacnopsAUTEIbHBIM JOKYMEHTOM,
ABJIAETCS HEOTHEMIIEMOM YacTbIO PaCHOPSOUTEIIBHOTO JOKYMEHTa M MMEET B IIPAaBOM BEPXHEM YLy
COOTBETCTBYIOILIYIO OTMETKY.

[Ipu KOMMPOBAHUHU YTBEPIKACHHOTO JOKYMEHTA JJIsl JOBEICHHS €ro J0 MOJbh30BaTelIei CBEICHHS O
ero craryce opopMIIIOTCS CISIYIOIIMM 00pa3oM:

- IIpY KONIMPOBAHUU YTBEPXKICHHOM MHCTPYKIMM, PENIAMEHTA M TaK Jajiee BMECTE C IPHUKA30M,
YTBEP)KJAIOIIUM 3TOT JOKYMEHT, YTBEPKACHHBINA JTOKYMEHT COACPKUT O(OPMIIEHHYIO B YCTAaHOBJICHHOM
MOPSIKE OTMETKY O TOM, UTO OH SBJIACTCS MPUIIOKEHUEM:

[Ipunoxenue N 1
k npukazy AO "Ilpo¢uis"
ot 15.05.2025 N 185

- €CIM MHCTPYKIMS, pPerlaMeHT M TaK Jajnee Komupyercs: 0e3 IMpHKas3a, yTBEP)KIAIOIEro 3TOT
JOKYMEHT, TEpPBBIA JIMCT YTBEPXKIEHHOTO JIOKYMEHTa IIeperevyarsiBaeTcsl ¢ yKa3aHHEM TOJBbKO rpuda
YTBEPXKICHMUS:

(PermamenT) YTBEPXJIEH
npukazom AO "TIpodumns"
or 15.04.2025 N 185

5.20 Tpud cornmacoBanus TOKyMEHTa MPOCTABISIETCS Ha JOKYMEHTaX, COIVIACOBAaHHBIX OpraHaMH
BJIACTH, OpraHU3aLMUSAMH, JOJDKHOCTHBIMM JuuaMu. ['pud corracoBaHus B 3aBHCHMOCTH OT BHJA
JOKYMEHTa U 0COOEHHOCTEN ero opopMIIEHUSI MOXKET MTPOCTABISATHCS:

- TIPU COTJIACOBAHMM JOKYMEHTAa CTOPOHHEH OpraHu3aluell - Ha MEepBOM JIHCTE JOKYMEHTa (eciu
JOKYMEHT MMEET TUTYIbHBIN JIUCT - HAa TUTYJIbHOM JIMCTE) B JIEBOM BEPXHEM YINIy Ha ypOBHE rpuda
YTBEPKIACHHUS;

- IPY COMIACOBAHMUHU JIOKYMEHTA KOJUIETHAJIbHBIM OPraHOM, BXOJSIIMM B CTPYKTYpPY OpraHU3aluH, -
Ha MIOCJIEHEM JIMCTE JOKYMEHTA 10/ TEKCTOM OT JIEBOTO IOJIS JOKYMEHTA;

- Ipu OOJIBIIIOM YMCIIe COoTTIacyromux CTOpPOH - Ha JIMCTC COIMIaCOBaHUA, ABJIAIOIICMCA HEOTHEMIICMOM
YaCTbO JOKYMCHTA.

I'pu¢ cormacoBanus cocrout u3 ciosa COITTACOBAHO, HanucaHHOTo NpONUCHBIMU OyKBaMu 6e3
KaBbIUEK, JIOJDKHOCTH JIUIIA, KOTOPBIM COIVIACOBAH JOKYMEHT (BKJIIOUasi HAMMEHOBAHUE OpraHU3alin), €ro
COOCTBEHHOPYYHOU MOJANUCH, UHULIUAJIOB, (DaMUJIMH, JaThl COITIACOBAHUSI.

Cnoso COTJIACOBAHO nonyckaeTcsi corliacoBbIBaTh C HAMMEHOBAHUEM BUJIA JOKYMEHTA:
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WNucrpykuus - COTJITACOBAHA
Permament - COI'JTACOBAH
ITonoxeunue - COI'JTTACOBAHO

[Tpumep

COITTACOBAHO
Hupexrop BHUNJIAL

(moamucek) N.0. Gamunus
Hara

Ecnu coracoBanue OCyIIECTBISIETCS KOJUICTHAILHBIM OPTaHOM, B rpude coriacoBaHMsI YKa3bIBAOT
CBEZICHUS 00 OpraHe, COIIaCOBABIIEM JIOKYMEHT, JaTeé U HOMEpPE MPOTOKOJA, B KOTOPOM 3a(pUKCUPOBAHO
peleHue o cornacoBanuu. Eciiu cortacoBaHMe OCYIIECTBIISCTCS IUChbMOM, YKa3bIBAIOT: BHJl JJOKYMEHTA,
HaAaMMCHOBAHUC OpTraHHU3alnu, comlacoBaBIIIEH AOKYMCHT, 1aTy XU HOMCP IMUCbMa.

IIpumep

COIJIACOBAHO [Tonoxxenue
CoBeToM AMPEKTOPOB
AO "TIpodumns"
(TIpoToKOI OT N )

nJIn

COI'TTACOBAH Permmament
nuckMoM PocapxuBa
oT N

I[Tpu cornacoBaHuu TOKYMEHTA HECKOJIBKMMHU OpPTaHU3aMsIMUA TPUQBI COITACOBAHUS paCIOIaratoTcs
Ha ofgHOM ypoBHe. Ecnu commacyromux opraHu3anuil OoJsblie AByX WM €ClIM €CTh Tpu¢ yTBEpXKIACHUS,
rpudBbl COITIACOBaHMS PACIIONIAraloTCs IPYT HOA JPYTOM.

5.21 Buza CBUJETENBCTBYET O COIVIACMU WJIM HECOIVIaCHMH JOKHOCTHOTO Jinia (paOOTHHKA) C
cofiepaHHeM IMPOeKTa JOKyMeHTa. Bu3oil odopmisieTcss BHyTpeHHEe COTliacOBaHHME JOKyMeHTa. Buza
BKJIIOYAET JIOJKHOCTD JIMIA, BU3UPYIOIIETO JOKYMEHT, MOJNUCH, PaclIM(GpPOBKY MOAMUCH (MHUIHAIIBI,
(dbaMuIHio) U AaTy BUSUPOBAHUS.

ITpumep

PykoBoguTenbs 1OpUANYECKOTO OTIETa
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(moamucek) N.0. Gamunus
Hara

[Tpn HanMU4UK 3aMEYaHU K TOKYMEHTY BU3Y O(DOPMIISIOT CICAYIOIUM 00pa3oM:

IIpumep

3amMeyaHMs IPUIArarTCs.
PykoBoguTens 1OpUAMYECKOrO OTAEIa

(Tmonmuce) N.0. Gamunus
Hara

B opranuzanusx, npuMEeHSIIOIUX CUCTEMBI JIEKTPOHHOTO JOKYMEHTO000POTa, COTJIACOBAHNUE MOXKET
MPOBOJUTHCS B AnekTpoHHOU (hopme cormacHo ['OCT P MICO 15489-1.

B noxkyMeHTax, OIJIMHHUKY KOTOPBIX XPaHATCS B OpraHU3alMM, BU3bI IIPOCTABIISIIOT HA ITOCIEAHEM
JHMCTe TOKYMEHTA I0J] MOJNUChI0, HA 000pPOTe MOCIETHEro JIMCTa NOAJUHHHUKA IOKYMEHTa MM Ha JIMCTe
COIVIaCOBaHUs (BU3UPOBAHMS), IPUIAraeMOM K TOKYMEHTY.

B ucxomsmmx JOKYMCHTAaX BHU3bI IIPOCTABIAIOTCA Ha IJK3CEMILIAPAX AJOKYMCHTOB, ITOMCIIACMLBIX B
J€J10.

[To ycMOTpeHuI0 OpraHu3aliyd MOXKET IPUMEHSATHCA MOJIMCTHOE BU3MPOBAHHUE TOKYMEHTA U €ro
MIPUIIOKECHUM.

5.22 lloanuch BKIIIOYAET: HAMMEHOBAHUE JOJKHOCTU JIMLA, MOANUCBHIBAIOLIETO JOKYMEHT, €ro
COOCTBEHHOPYYHYIO MOANUCH, PACHIM(POBKY NOANUCH (MHULHAIIBL, (haMUIIHs).

B pacummdpoBke moanucu Mexay MHUIIMaIaMu U paMuineid genaetcs npoden. Mexay nHUInanaMu
po0eJ OTCYTCTBYET.

IIpumep

I'eHepanbHbIi TUPEKTOP [Toanuce N.0. Gamunus

Eciu JAOKYMCHT OCI)OpMJ'ICH HC Ha 6J'IaHKC, B HAMMCHOBAHHEC NOJDKHOCTH BKIHOYACTCA HAMMCHOBAHUC
opraHu3anuu. I[OHyCKaCTCﬂ HECHTPUPOBATH HAMMCHOBAHHUE NOJDKHOCTH JIMIA, TOANIMCABIICTO JOKYMCHT,
OTHOCUTEJIBHO caMOM HHHHHOﬁ CTPOKH.

ITpumep

['eHepanbHbIl TUPEKTOP [Tognuce N.0. ®amunus
AO "Ilpoduns"
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[Tpu opopminennn nokymeHTa Ha OaHKe TOJKHOCTHOTIO JIMIA JOJKHOCTh 3TOTO JIMIA B TOANNCH HE
YKa3bIBa€TCSL.

IIpumep

Ilonmuce N.0. ®amunus

IIpn noamucaHuu JOKYMEHTA HECKOJIBKMMHU JIOJDKHOCTHBIMHU JIMI@AMH, 3aHUMAIOIIMMM DPA3HOE
IIOJIOKEHHUE, UX IOANUCH PaCIOiararTCs OIHA IO IPYrod B IOCIENOBAaTEIbHOCTH, COOTBETCTBYIOLICH
HEpapXUU 3aHUMAEMBIX JOJKHOCTEM.

IIpumep
Hupekrop [Toanuce N.0. ®amunus
['maBHbBIt OyxTantep [Toanuce N.0. ®amunus

HpI/I MNOoAIMMCAHUN HNOKYMCHTA HCCKOJIbKUMH JIMIAMH PaBHBIX JOJDKHOCTEM HX MOAIMCH
pacrojiararoTrcd Ha OAHOM YPOBHC.

IIpumep
3aMecTUTENb AUPEKTOPA 3aMecTUTENb IUPEKTOpa
1o (UHAHCOBBIM BOIIPOCAM M0 aIMUHUCTPATUBHBIM BOTIPOCaM
Iloanuce N.0. ®amunus IHoamuce N.0. ®amnnus

B AOKYMCHTAaX, COCTAaBJICHHBIX KOMHCCHGﬁ, B INOANMHCHU YKa3bIBACTCA CTATyC JiMlda B COCTaBEC
KOMUCCHH.

ITpumep
[Ipencenarens komMmuccun IMonnucey 1.0. ®amunusa
YiieHbl KOMUCCUHA IHoamuce N.0. Gamunus
Ilognuce N.0. ®amnnus
IHoamuce N.0. Gamunus

HpI/I MNOANMMUCAaHUN AJOKYMCHTaA JIMIOM, HWCIIOJIHAIOIIHM 0053aHHOCTHU PYKOBOAUTEIA, IIOAIUCH
O(bOpMJ'IﬂCTCSI C YKAa3aHUCM CTaTyCa JOJZKHOCTHOTO JInlla B COOTBETCTBUH C TPHUKA30M (paCHOPﬂ)KCHI/ICM).

ITpumep
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H.o. renepanbHOTrO JUpEKTOpa [Toanuce N.0O. ®amunus

1503051
Hcnomasarommuii o0s3aHHOCTH IMoanuce N.0. ®amnnus
TEHEPaJIBbHOIO TUPEKTOpa

[Tpu nognucanuyu JOKyMEHTA JIUIIOM, UMEIOLIUM IIPaBO HOAMKCH B CIIy4ae BPEMEHHOIO OTCYTCTBUS
PYKOBOIUTENS, UCIpaBICHUS B HAUMEHOBaHHWE [OJDKHOCTH W pacmu@poBKy (amMmmmu  yxe
HOJTOTOBJIEHHOTO M COINIACOBAHHOTO IPOEKTa JOKYMEHTA BHOCSTCS OT PYKH WM C MCIOJIb30BAHUEM
COOTBETCTBYIOLIMX 1ITaMIOB. He nonmyckaercs cTaBUTh KOCYIO YEPTY, HAANKCH 32" nepey HAMMEHOBAHUEM
JOJPKHOCTH JIMLA B MTOJIMCH, €CIIU JOKYMEHT MONUCHIBAET MHOE TOJDKHOCTHOE JIULIO.

5.23 Ormerka 00 OSJIEKTPOHHOW NOJMMCH HCHOJB3YEeTCAd IPU BHU3YyalIM3aLUU 3SJIEKTPOHHOI'O
JTOKYMEHTA, MOANMCAHHOTO IEKTPOHHOM MOAMKICHIO, C COOTIOICHUEM CIITYIONIUX TPEOOBAHHNA:

a) MECTO pa3MEUICHUS OTMETKH 00 3JIEKTPOHHOW TOANKMCH JOJDKHO COOTBETCTBOBATh MECTY
pa3MerieHnsi COOCTBEHHOPYUHOI MOANKUCH B aHAJIOTMYHOM JJOKYMEHTE Ha OyMaskHOM HOCHUTEIIE;

6) DJIEMEHTEl OTMETKU 00 BHGKTpOHHOﬁ MNOAITMCHU JOJIXKHBI OLITH BUJIUMBIMU U YHUTACMBIMU IIpU
OTO6pa)KeHI/II/I JAOKYMCHTA B HATYPAJIbHOM pa3MeEpe,

B) 3JICMCHTBI OTMCTKHU 06 3JICKTpOHHOI>'I IIOAIINCHU HE OOJIKHBI HeperI)IBaTI)CFI HUIJIN HaKJIaIabIBAThCA
ZIpYT HA JIpyTa;

I') 2JIEMEHTBl OTMETKH 00 3JEKTPOHHOM IMOANUCH HE JOJKHBI MEPEKphIBaTh 3JIEMEHTbl TEKCTa
JOKYMEHTA U IPYrue PeKBU3UTHI TOKYMEHTA.

OtmeTka 00 yCHJIEHHOH KBaJIM(UIIMPOBAHHON M YCHJIEHHON HEKBAJIU(HUIIMPOBAHHON 3JIEKTPOHHOM
MOJNUCH BKJIOUaeT gpasy "JIoKyMeHT MOANKCcaH 3IEKTPOHHON MOANUCHIO", HOMEp cepTu(dukara Kiroda
ANIEKTPOHHON NOANUCH (JUIsl YCHUIIEHHON HeKBaIU(ULIMPOBAHHOMN MOANUCH - IPU HAJTUYUK cepTU]UKaTa),
(dbamunmio, UMs, OTYECTBO BIaJeNblia cepTu(uUKaTa, CpOK JAEHCTBUS cepTUdHKaTa KIIH04a 3JIEKTPOHHOU
MOJIIHUCH.

OTtMmeTKa 00 3JEKTPOHHOM MOANKCH MOXKET BKJIIOUaTh U300pakeHue repOa, sMOIeMbl OpraHa Bi1acTu
(opranu3anun), TOBapHOTO 3HAKA (3HaKa 0OCTY)KMBaHUS) OPTraHU3AIMHM B COOTBETCTBUH C JACHCTBYIOLIUM
3aKOHOZIATEIbCTBOM.

B ClIydac, €CJIMU OJJICKTPOHHAaA IOANNCH COACPKUT MCETKY HJOBEPCHHOTO BPEMCHH, OTMCTKA 00
BHGKTpOHHOﬁ MNOAIMINCHU AOJI?KHA BKJIIHOYATh I/IH(bOpMaIII/II-O 0 J1ar€ U BpPpCMCHU MOANMNCAHHA JSJICKTPOHHOIO
HAOKYMCHTA BHCKTPOHHOﬁ oA ChIO, BHEIITHUM BUJ MCTKH JOBCPCHHOI'0O BPCMCHU YCTAHABIMUBACTCA
JIOKaJIbHBIMH HOPMAaTUBHBIMU aKTaMU, IPUHATBIMHA B OPraHUu3aluy UK IO COITIAIICHHUIO CTOPOH.

[Tpumep
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AOKYMEHT ITOAIIMCAH
SJIEKTPOHHOMU ITOAIINCBHIO

HaumenoBanue |Ceprudukar 1all1aaa000000000011 H.H. Huxounaes
OJKHOCTHU Bnanenen Hukomaes Hukonait Hukonaesuu
HetictBurenen ¢ 01.12.2023 o 01.12.2024
Hara u Bpems noanucanus 01.06.2024 15:00

B cinydyae npuMmeHeHHs NMPOCTON 3JEKTPOHHOM MOANMCHU BHEIIHUNW BUJ OTMETKH 00 3JIEKTPOHHOM
IIOJIUCH YCTAHABIUBACTCS JIOKAJIBHBIMU HOPMAaTUBHBIMU AKTAMHM, NPUHATBIMA B OPraHU3allud, WIH I10
COIVIAILIEHUIO CTOPOH.

524 [Ilewarp 3aBepseT MOAJIMHHOCTb IOANMCH JOJDKHOCTHOIO JIMLA Ha JOKYMEHTax,
VIAOCTOBEPSIOIINX MpaBa JUI, GUKCHPYIOMUX (DAKTHI, CBI3aHHBIC ¢ (PUMHAHCOBBIMH CPEIICTBAMHU, & TAKXKE
Ha MHBIX JOKYMEHTax, I[pelyCMaTpUBAIOIIUX 3aBEpeHHe IOJNMCH IIe4aTbl0 B COOTBETCTBUM C
3aKoHoAarenbcTBOM Poccuiickon denepanuu.

Opranuzanuy, HMMEIOIIME MPaBO HCIHOIb30BaTh TepOOBbIE I€UaTH, PYKOBOJCTBYIOTCS NpPHU HX
m3rorosiennu [[OCT P 51511.

Ileuarn IpOCTABJIACTCA Ha CBO60,I[HOM OT TEKCTa MCCTC, HMJIM 3aXBaTbiBasgd 4aCTb HAMMCHOBAHUA
JOJDKHOCTH, TaK 4TOOBI OCTABAIUCH BHUJHBI UMCIOIIMECA Ha IIC€YaTh HaAAIINCHU H I/1306pa)K€HI/I$I. Ileuats
IIPOCTABJIACTCA, HC 3aXBaTbIBas CO6CTBCHHOpy‘lHOI>i MOAINCH Jinla, NOAINNCABIICTO JOKYMCHT.

HomyckaeTcst 0003Ha4aTh MECTO ISl edaTH Ha nokymeHnTe ormetkor "MIT" ("Mecto neyaru").

5.25 OtmeTka 00 MCHONHHUTENE BKJIHOYaeT (aMHIIMIO, UM U OTYECTBO HCIOJHUTEINS, HOMEP €ro
tenedona. OTMeTKa 00 UCIOTHUTENIE MOXKET TOTOIHITHCSI HAMMEHOBAHUEM CTPYKTYPHOTO 1O/Ipa3AeieHus
U JIOJKHOCTH, SJIEKTPOHHBIM aJpeCcOM UCTIOIIHUTES.

OtmeTka 00 ucnonHuTene Oo(GOpMIISETCSl Ha JIUIEBOW CTOPOHE IMOCJIETHEro JUCTa JTOKYMEHTa OT
TPaHUIIBI IEBOTO OIS WK, TIPU OTCYTCTBUH MECTa, Ha OOOPOTHOM CTOpOHE JTUCTa BHU3Y CJIEBA.

ITpumep

3abenuH MBan AHzipeeBHUY, KOHTPOJIBHOE yIIpaBlieHUE, BEAYILUI ClIeUATUCT

OtmeTka 00 HCIIOMHUTEE MOXKET OPOPMIIATHCS KaK HMKHUN KOJIOHTUTYI M Ie4aTarhes mpudrom
MeHbIIero pazmepa. B cimyuae odopmiieHuss pekBu3uTa MIPUPTOM MEHBIIET0 pa3Mepa PEeKOMEH]yEeTCs
HCIIOJIb30BaHUE KEMIS Ha JIBa ITyHKTAa MEHBIIETO pa3Mepa, YeM OCHOBHOM TEKCT.

5.26 OrMeTrka O 3aBepeHUU KOMUU O(OPMIISIETCS IJIsi TOATBEPXKICHUS COOTBETCTBHUSI KOIUH
JOKYMEHTa (BBIMUCKM U3 JIOKyMEHTa) MOJIMHHHUKY JOKyMeHTa. (OTMEeTKa O 3aBepEeHUU KOIHHU
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MPOCTABJISIETCS MO/l PEKBU3UTOM "MOANUCH" W BKIIOYaeT: cioBo "BepHO"; HaMMeHOBaHUE JTOJKHOCTH
JUIa, 3aBEPHUBIIETO KOMHMIO; €r0 COOCTBEHHOPYUHYIO MOJIUCH; paciidu(pOBKY MOAMHUCH (MHUIUAIDI,
(bamunuio); nary 3aBepeHus KOMUU (BBIMUCKU U3 JOKYMEHTA).

IIpumep

Bepno
NHcnekTop cimykObI KaapoB [Toanuce N.0O. damunus

Hara

Ecan xonms BbLAACTCA JIA MPEACTABICHUA B APYTr'yIO OpraHHU3alnio, OTMETKA O 3aBCPCHUN KON
JOTOJHSACTCS HAANKCBI0O O MECTe XpaHeHUs MJOKYMEHTa, C KOTOpPOro ObLIa H3rOTOBJICHA KOMHS
("ITonmMHHUK TOKYMEHTa HaxoAUTCs B (HAMMEHOBaHKE opranu3anun) B aene N ... 3a ... rof") u 3aBepsieTcs
1eYyaTbio OpraHu3alky.

I[J'ISI IMPOCTABJICHUA OTMCTKHU O 3aBCPCHUMN KOIMUH MOKET MCII0JIb30BATHCA LITAMII.

5.27 OtMeTka O MOCTYIUIEHMM JOKYMEHTa CIY)KHUT JAJs IMOATBEpKIEHHsS (DakTa MOCTYIUICHUS
JOKYMEHTAa B OpPraHU3alMI0 M BKJIIOYAET JAaTy IOCTYIUICHHs M BXOMSIIAA PErMCTPALMOHHBIA HOMEpP
nokymeHTa. Ilpy HEOOXOIMMOCTH OTMETKa O MOCTYIUIEHHMH MOXKET JIOMOJHSATHCS yKa3aHHUEM BPEMEHU
MOCTYIIJICHUS B Yacax U MUHYTax M cllocoda JOCTaBKU JOKYMEHTA.

I[Hﬂ MMPOCTABJIICHUA OTMCTKHU O MOCTYIINICHUHU JOKYMCHTA MOXKCET M CII0JIb30BATHCA LITAMII.

5.28 Pesomonus COAECPKUT yKazaHUE 0 MCIOJIHEHHUIO JOKyMeHTa. Pesomionus odopmisercs Ha
CBOOOZIHOM MecTe pabouero nojst JOKyMEHTa, Ha OJaHKe PEe30JIIOLMH MIIM BHOCUTCS HEMOCPEICTBEHHO B
CHCTEMY AIIEKTPOHHOI'O IOKYMEHTOO00POTa.

Pesomronust  Bkitowaer: (aMuIMIO, WHUIMAIbl HCIOJHUTENS (MCIOJNHUTENEH), MOpPYYEHHE I10
JOKYMEHTY, IpU HEOOXOAMMOCTH - CPOK HCIOJHEHUS, MOANUCH JIMILA, BBIHECHIETO PE3OJIOIHI0, ATy
PE3OIIOLHH.

IIpumep

®amunus N.0.

[Ipoury noaroroButs npemioxenus k 15.04.2025.
Ilonmuce

Hara

5.29 OTMeTKa 0 KOHTPOJIE CBUJIETENBCTBYET O IIOCTAHOBKE JOKYMEHTA Ha KOHTPOJIb, IPOCTABIISAETCS
mramnoM "KoHTponp" Ha BepxHEM IoJie JOKYMEHTa W/WJIM BHOCUTCS HENOCPEACTBEHHO B CHUCTEMY
3IEKTPOHHOI'O JJOKyMEHTO00O0pOTA.

5.30 OTmeTKa O HampaBJIE€HUM JOKYMEHTA B JEJO0 OMNPENENIeT MECTO XPAaHEHUs JTOKYMEHTa IOCIie
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3aBepIIICHHS padOTHI C HUM U BKIIIOYAeT: clioBa "B geno", nHACKC aena Mo HOMEHKJIAType Jell, B KOTOPOe
MOMEIIAeTCsl JOKYMEHT Ha XpaHEHHE, C yKa3aHWEM Toja, JOJDKHOCTH JIHMIA, O(OPMHBILIETO OTMETKY,
IIOAIINCH, AATHI.

IIpumep

B neno N 01-18 322024 r.
3aB. OTJEJI0M KOPIIOPAaTUBHBIX TPOEKTOB

IToanuce Hara

OTMmeTKa O HampaBlIEHWU JOKYMEHTa B JEN0 MOXKET JOMOJHSITHCS KPATKUMU CBEIACHHUSIMH O
pe3yJbTarax UCIIOTHEHUS TOKYMEHTA.

5.31 Wrpuxkox (QR-kom) mOKyMeHTa pa3MellaloT B MPaBOM HIDKHEM YIVIy IEpPBOrO JIMCTa
JIOKYMEHTA, & TIPU OTCYTCTBUU CBOOOHOIO MECTa - B TIPABOM BEPXHEM YIJIy UJIM HA IPYTrOM CBOOOIHOM OT
TEKCTa MECTE JIOKyMEHTAa JJI1 aBTOMAaTU3aI[|H MMOUCKA TOKYMEHTa B MH()OPMAIMOHHON CHUCTEME.

6 bnaHku AOKYMeHTOB

6.1 Jlng noaroTroBKU JOKYMEHTOB OPTraHM3allMM MCHOJIb3YIOT OJaHKM YCTAaHOBJIEHHOTO oOpa3sla U
YHCTHIE JIUCTHI Oymaru.

Jiist m3roToBNEHMs OJAHKOB TOKYMEHTOB MCHOJB3yeTcs Oymara ¢popmaroB A4 (210 x 297 mm), AS
(148 x 210 MM); 1u1s U3rOTOBJICHUS OJAaHKOB PE3OIIIOLMIA HCTIoNb3yeTcst Oymara opmatoB AS (148 x 210
MM), A6 (105 x 148).

[Tpu M31aHUM JOKYMEHTOB JBYMsI WJIM Oojiee OpraHu3alMsIMy HCIob3yeTcs: Oymara popmara A4, Ha
KOTOPOI BOCIIPOU3BOJATCS PEKBU3UTHI BCEX OPTaHU3alMN, TOATOTOBUBIINX JOKYMEHT.

Ha Gnanke m3rotaBnuBaeTcs nepBas CTpaHuIla (JUCT) TOKYMEHTA, MOCIEAYIOUINe CTPAHUIIBI (JIUCTHI)
M3TOTABJIMBAIOTCS Ha OyMare COOTBETCTBYIOIIETO popMara.

Kaxxaplit muct JokymMeHTa, opOopMIIEHHBIN Ha OJlaHKe WK 0€3 HeTo, JOKEH UMETh IMOJI HEe MEHee:
20 MM - JI€BOE;

10 MM - paBoe;

20 MM - BEpXHEE;

20 MM - HUXKHEE.

JlokymeHThI AnuTenbHbIX (cBbiie 10 j1eT) cpokoB XpaHeHHs! JOJKHBI UMETh JIeBoe 1oJjie He MeHee 30
MM.

6.2 OpraHuzanuu HUCHONb3YIOT OJAaHKK JIOKYMEHTOB, W3TOTOBJIEHHbIE Ha OyMa)KHOM HOCHTEJE
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(bmaHKM JTOKYMEHTOB (eAepanbHBIX OPraHOB TOCYNAPCTBEHHOW BJIACTH C BOCIPOU3BEICHUEM
IocymapcTtBennoro  repba  Poccuiickoit ~ ®demepanu  M3rOTABIMBAIOTCS  MMOJHUTPAGHUCSCKUMHU
MPEIPUATHIME, UMEIOITUMH CEPTHU(PHUKATHI O HATMYUU TEXHUYIECKUX U TEXHOJIOTUISCKUX BO3ZMOKHOCTEH
JUTS. KaY€CTBEHHOT'O M3TOTOBJICHHUS YKa3aHHOTO BU/Ia TIPOIYKIIMH ), U/UJIH JIEKTPOHHBIC MA0I0OHBI OJIAHKOB.
bnanku Ha O6yMaXHOM HOCHTEJIE U JIEKTPOHHBIE TA0IOHBI OJJAHKOB JIOJDKHBI OBITH HIEHTHYHEI TIO COCTABY
PEKBH3UTOB, OPAIKY UX PACIIOJIOKECHHSI, FTApHUTYpaM MpuQTa.

branku 1OKyMEeHTOB Ha OyMa)KHOM HOCHTEJIE M 3JICKTPOHHBIC MA0IOHBI OJAHKOB U3rOTABIMBAIOTCS
Ha OCHOBAaHUY MAaKETOB OJAHKOB, YTBEPKIAEMbIX PYKOBOAUTEIEM OpraHU3aIUH.

bnaHku JOKYMEHTOB CleIyeT U3rOTaBIMBaTh Ha Oesioi Oymare min Oymare CBETIIBIX TOHOB. bymara,
Ha KOTOPOW U3rOTaBIMBAIOTCS OJIAHKH JOKYMEHTOB M BTOPOM M MOCJICAYIONINE JINCTHI JOKYMEHTA, JOJDKHA
OBITh OJIMHAKOBOI'O KAY€CTBA.

3J'IeKTpOHHI>Ie 11a0710HEI OJIAHKOB JAOKYMCHTOB U 3JICKTPOHHBIC 11a0JI0HbI AOKYMCHTOB JOJI?KHbBI OBITH
3alMUIICHBI OT HCCAHKITMOHUPOBAHHBIX H3MCHCHHI.

6.3 branku AOKYMEHTOB OGOpPMIISIFOTCS B COOTBETCTBUU C mnpuiiokeHueM b. OpueHTUpOBOYHBIE
TPaHMIIBI 30H PACIOJIOKEHHUS] PEKBU3UTOB OOO3HAYCHBI MyHKTUpOM. Kaxkmas 30Ha ompenensiercs
COBOKYITHOCTBIO BXOJISIIIIUX B HEE PEKBU3UTOB.

6.4 B 3aBHCHMOCTH OT pAaCIOJIOKEHUSI PEKBU3UTOB YCTAaHABIMBACTCS JBAa BapuaHTa OJAHKOB -
yrinoBoii (pucynok b.1) u npononsHbiii (pucynok b.2).

6.5 PexBusutsl 01, 02, 03 pacnonaratoTcss Ha BEpXHEM IIOJ€ JIOKyMEHTa Haj pekBusutoM 05
MIOCEPEINHE 30HbI, 3aHATOH ITUM PEKBU3UTOM.

PexBusut 03 MoXkeT pacmosararscs cieBa Ha ypoBHE pekBusuta 05.

PexBusutsl 05, 06, 07, 08, 09, 13, orpannuuTenbHble OTMETKH Uit pekBU3nuToB 10, 11, 12 B mpenenax
TPaHMI] 30H PACIIOJIOKEHHS PEKBU3UTOB PAa3MEIAlOTCs OJHUM U3 CIIOCOOOB:

- IIGHTPUPOBAHHBIM (HAYasl0 ¥ KOHEI| KaXJI0M CTPOKU PEKBU3UTOB PaBHO yJaJIEHbl OT TPaHMIL 30HBI
pacroiaoKeH!s peKBU3UTOB);

- ¢uaroBeIM (KaxJas CTpOKa PEKBU3UTOB HAUMHAETCS OT JIEBOM I'paHMIIBI 30HBI PACIOJIOKEHUS
PEKBU3UTOB).

6.6 YcTaHaBIMBAIOTCS CIAEAYIOIINE BUJIbI OJIAHKOB IOKYMEHTOB OpPTraHU3aIIuN:

- o0mMii ONaHK;
OJIaHK ITHCHhMa;

- OJTaHK KOHKPETHOTO BHUJIa TJOKYMEHTA.

HopmaTtuBHBIME aKTaMy OpraHM3alliM YCTAHABIMBAIOTCA BUABI NMPUMEHSEMBIX OJIaHKOB MU HUX
Pa3HOBUAHOCTH (OJIaHK MHCbMa CTPYKTYPHOTO MOJIpa3/iefeH s, OJJaHK MUChMa TOJKHOCTHOTO JIMIIA, OTaHK
npUKa3a, 6JaHK pacropsKeHus, OJaHK MPOTOKOJIA U JP.).
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OO6pa31pl 6JaHKOB TOKYMEHTOB ITPUBECHBI B IPHIIOKEHUH b.

6.7 OOuMii OJAHK MCIONB3YETCS IS U3TOTOBJICHHUS JFOOBIX BHIOB JOKYMEHTOB, KPOME JICIOBOTO
(cmy»keOHOT0) MUChMa.

OOmuii GJIaHK B COOTBETCTBHM C YYPEAUTEIbHBIMH JOKYMEHTAMH OpPTaHU3AIlMU W JIOKAJbHBIMHU
HOPMAaTUBHBIMU akTaMu BKiIrouaeT pekBu3uThI 01 (02 unm 03), 05, 06, 07, 13 1 orpaHUUUTENbHBIE OTMETKH
st pexsuszutoB 10, 11, 16, 17.

brnank mnucbMa B 3aBHCHUMOCTH OT YUPEAUTENBHBIX JIOKYMEHTOB OpraHU3allid M JIOKaJIbHBIX
HOPMAaTUBHBIX akTOB BKIto4aeT pekBu3uThl 01 (02 mmm 03), 05, 08, orpaHMYUTENBHBIE OTMETKU JJIs
pexsusutoB 10, 11, 12, 15, 17. bnank nucbMa CTPyKTYPHOI'O MOAPA3AEIECHUs JONOJHUTEIBHO BKIIOYAET
pekBusut 06, OIaHK TUChMA JOHKHOCTHOTO JIUIA - peKBU3UT 07.

brnank KOHKpeTHOro BHJA JIOKYMEHTa, KpOME IHChbMa, B 3aBHUCHMOCTH OT YUpPEAUTEIIbHBIX
JOKYMEHTOB OpPraHU3aIMH U JIOKAIbHBIX HOPMATUBHBIX akTOB BKiItoyaeT pekBu3uThl 01 (02 umm 03), 05,
09, 13 u, nmpu HEOOXOAUMOCTH, OTPAHUYUTEIHHBIE OTMETKH JIJISl TPAHMI] 30H PACIIOJIOKEHUSI PEKBHU3UTOB
10, 11, 16, 17. biiaHk KOHKPETHOrO BUJA JTOKYMEHTa CTPYKTYPHOTO IOAPA3/AEICHUs AOMOIHUTEIBHO
BKJItOYaeT peKkBU3UT 06, 6J1aHK JOIKHOCTHOTO JIMIA - peKBU3UT 07.

6.8 B opranax BrnacTu u opranuzanusx pecnyonuk Poccuiickoit denepaiiuu, MCIONB3YIOMIMX HAPSIY
C PYCCKMM SI3bIKOM KaK TOCYIApCTBEHHBIM sI3bIKOM Poccuiickoii denepanuu rocylapCTBEHHBIN SA3bIK
(rocymapcTBEeHHBIE SI3BIKH) DPECIYOIHK, HCIONB3YIOTCS OJaHKKW JOKYMEHTOB HAa PYCCKOM SI3bIKE U
TOCYIapCTBEHHOM SI3bIKE (TOCYJApCTBEHHBIX SI3BIKAX) PECITYONUK: VYINIOBbIC (PEKBU3HTHI OJIaHKa
pacrnoyiararoTcsi Ha OJHOM YPOBHE: Ha pPYCCKOM S3bIKE - CJI€BA, Ha TOCYIapCTBEHHOM  SI3bIKE
(rocymapCTBEHHBIX SI3bIKAX) PECIYOIHK - CIIpaBa) WIH MPO0JIbHBIE (PEKBU3UTHI OJ1aHKA HA PYCCKOM SI3BIKE
- CBEpXY, PEKBU3HTHI OJaHKa Ha TOCYIapCTBEHHOM SI3bIKE (TOCYAapCTBEHHBIX SI3bIKAX ) PECIYONUK - HIDKE).

s mepenucku ¢ MHOCTPAHHBIMU KOPPECIIOHAEHTAMU HUCHOJb3YIOT OJIaHKM Ha JABYX fA3BIKAX -
PYCCKOM U aHIIIUICKOM (pucyHOK B.8) niar nHOM MHOCTpaHHOM SI3bIKE.

[Tpunoxenue A

(ctipaBOYHOE)

PACMOJNNIOXXEHUE PEKBU3UTOB HA TUTYJIbHOM JINCTE AOKYMEHTA

HanmeHnoBanue opranusanuu

I'pud cormacoBanus ToKymMeHTa I'pud yrBepkaeHus TOKyMEeHTa
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HanmenoBanune BrUJaa JOKYMCHTA

3aroioBOK K TCKCTY

MecTto coctaBnenus (M3AaHUs) JOKYMEHTA - TOJl U3aHHsI IOKyMEHTa

PucyHok A.1 - PacnonoxeHue peKBU3UTOB Ha TUTYNbHOM
nucTe AOKyMeHTa

[Ipunoxenue b

(cipaBovHOE)

CXEMbI PACMOJNIOXEHUA PEKBU3UTOB NOKYMEHTOB
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PucyHok B.2 - PacnonoxeHne peKkBU3UTOB U rPaHuULbl 30H
Ha chopmaTe A4 npoaonbHOro 6naHka

[Tpunoxenue B
(cipaBo4HOE)

OBPA3IIbI BIAHKOB IOKYMEHTOB

Pocapxus

denepanbHOE OIOKETHOE YUPESIKICHUE
"Beepoccuiickuii HaydHO-HCCIIEA0BaTEIbCKHI HHCTUTYT
JIOKYMEHTOBEJICHUS U apXUBHOTO jiena"
(BHUUOAL)

MockBa

Pucynok B.1 - O6pa3zers o6miero 61aHka opraHuzaiuu

Pocapxus

DenepanbHOE OIOPKETHOE YUPEKICHUE
"Bcepoccuiickuii HaydHO-HCCIE10BaTEIbCKUN
WHCTHUTYT JIOKyMEHTOBEICHUS i apXUBHOTO
nemna"

(BHUMJJAL)
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Pucynoxk B.2 - O6pa3zen yroBoro GiiaHka muchMa OpraHu3aluu

Pocapxus

denepanbHOE OIOIKETHOE YUPEKICHUE
"Bcepoccuiickuii HaydHO-MCCIEN0BATEIbCKUNA HHCTUTYT
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(BHUMNAAM)
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"Bcepoccuiickuii HaydHO-HUCCIIE0BATEILCKUIA HHCTUTYT
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Pucynok B.4 - OGpa3zer] npoosapHOro 6j1aHka nucbma
JIOJDKHOCTHOTO JIMIIA
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denepanbHOE OIOKETHOE YUPEKICHUE
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Pucynoxk B.5 - O6pazen npogonasHOro 6J1aHKa MrchbMa
CTPYKTYPHOTO MOJPa3ICICHUS

Pocapxus

denepanbHOe OIOKETHOE YUPEKICHUE
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(BHUMNOAN)
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Pucynok B.6 - O6pa3zen 6;1aHKa KOHKPETHOTO BHJ1a
JIOKYMEHTA OpraHu3aluu

Pocapxus

denepanbpHOE OIOIKETHOE YUPESKACHUE
"Bcepoccuiickuii HayuHO-MCCIE10BaTEIbCKUA HHCTUTYT
JTOKYMEHTOBE/ICHHS U apXUBHOTO Jena”
(BHUUJAL)

3AMECTUTEJIb JUPEKTOPA

PACITOPAXXEHUE

MockBa

Pucynoxk B.7 - O6pa3zen G1aHka KOHKPETHOTO BHJIA
JOKYMEHTA JIOJDKHOCTHOTO JIMIIA
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Pocapxus

DenepanbHOE OIOHKETHOE YUPEKICHUE
"Bcepoccuiickuii HayqyHO-
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Pucynox B.9 - O6pa3ern yrimoBoro OiaHka mucbMa

OpraHu3allui Ha ABYX A3BIKAX

BUBJINOIrPADPUA

®denepalibHbIIl KOHCTUTYLIMOHHBIM 3akoH oT 25 nekabps 2000 . N 2-®K3 "O

[ocynapctBenHoM repoe Poccuiickoit denepanun’

[IpaBuna okazaHus yciIyr IOYTOBOM CBS3HU, YTBEPKICHHbIE ITPUKa30M MUHKUCTEPCTBA
1M(POBOro pa3BUTHSL, CBA3H U MAacCOBBIX KOMMYyHUKanunii Poccuiickoit denepanuu ot

17 anpenst 2023 . N 382

YK 006.35.034(470+571):[005.92:002.1]:006.354

OKC 01.040.20
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