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Mpegncnosue

1 PASBPABOTAH Bcepoccuiickum Hay4HO-UccnenoBaTesibCKMM  WUHCTUTYTOM [OKYMEHTOBEAEHUSA U
apxuBHoro gena (BHAWAAL)

2 BHECEH TexHu4yeckum KOMMUTETOM No cTaHdapTtmsauum TK 191 «HayuyHo-TexHuuyeckan nHgopmayms,
6ubnuoTteyHoe n n3gatenbckoe Aeno, ynpasneHne AOKyMeHTaMu»

3 YTBEPX/JEH W BBEJEH B JOEWCTBUE Mprvkasom ®epepasibHOr0O areHTcTBa MO TEXHUYECKOMY
perynnpoBaHunio U MeTposiorum ot 26 nwoHga 2025 . Ne 622-ct

4 B3AMEH IOCT P 7.0.97—2016

MpaBuna npuMeHeHMa HacTOSLLEro cTaHjapTa yCTaHOoB/EeHbl B CTaTbe 26 defepasibHOro 3akoHa
oT 29 moHs 2015 r. Ne 162-d3 «O cTaHgapTwusauun B Poccuiickoin ®egepaunmn». VMiHdopmauus 06 uns-
MEHEHUSIX K HacTosWeMy cTaHAapTy nNy6/mkyeTcsa B eXerogHom (Nno cCOCTOSHUIO Ha 1 sHBapsi TekyLwero
roga) MHPOpPMaLMOHHOM yKasaTene «HauvmoHaslbHble CTaHdapTbhi», a ohvuMasibHbI TEKCT VM3MEHEHWI
N NOMNpaBoK — B eXeMeCAYHOM WH(OpMaLMOHHOM yKasaTesne «HaumoHasibHble cTaHdapTbi». B cnydae
nepecMoTpa (3amMeHbl) UM OTMeHbl HACTOSALLErNO CTaHJapTa COOTBEeTCTBYlOLee yBefoMeHe byaeT
ony6/IMKOBaHO B G/MDKaMLLEM BbIMYCKE E€XEMECAYHOr0 MHADOPMALMOHHOIO ykasaTens «HaumoHabHble
CcTaHdapThl». COOTBETCTBYLWAA MHpopMauns, yBeJoOM/IeHUe N TEeKCTbl pa3MellaloTCcsa Takke B UH-
chopmaLMoHHO cucTemMe 06LLEro Nob30BaHUS -  Ha oduLMasibHOM caliTe defepasibHOro areHTcTBa Mo
TEeXHNYECKOMY PerynnpoBaHnio 1 MeTposiorum B ceTu MHTepHeT (www.rst.gov.ru)

© OdopmneHue. ®rbY «NHCTUTYT cTaHgapTmusaumm», 2025

HacTosiwuii ctaHAapT He MOXeT 6biTb MOJIHOCTBLI0 MM YaCTMYHO BOCMPOU3BEAEH, TUPAXMPOBAH U pac-
npocTpaHeH B kKauecTBe odyuuuManbHOro u3gaHus 6e3 paspeweHuss degepasibHOro areHTCcTBa Mo TeXHUYe-
CKOMY PerympoBaHuio 1 MeTposiorum
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HAUWOHANBbBHBLW CTAHAOAPT POCCUMCKOMN SGEAQLEPALUNMN

CucTtemMa cTaH4apToB Mo MHOopMaLun, 6UEANOTEYHOMY U M34AaTeNbLCKOMY Aeny
OPITAHN3ALUMNOHHO-PACIMOPAONTENBHAA AOKYMEHTALWA

Tpe6oBaHUA K OPOPMAEHNID AOKYMEHTOB

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

Jata BBegeHna — 2025—08—18

1 O6nactb NpUMeEHeEHUA

HacTtoawwmiA ctaHgapT pacnpocTpaHsieTCs Ha opraHn3aunoHHO-pacrnopsauTesibHble AOKYMEHTbI: ycTa-
Bbl, NOMIOXEHUS, NMPaBuna, WHCTPYKLMKU, pernaMeHTbl, NOCTAHOB/IEHUSl, pacnopshKeHUs, NpuKasbl, pelleHus,
NMPOTOKO/bI, AOTOBOPLI, aKTbl, MMCbMa, CMNpPaBKM U Ap. (Oanee — AOKYMEHTbI), B TOM 4YMC/iEe BK/OYEHHble B
OK 011-93, knacc 0200000.

HacTosawwnii ctaHgapT onpeAensieT coCTaB PEKBU3UTOB AOKYMEHTOB, NpaBusia UX OPOPMIEeHUs, B TOM
unucne ¢ NpUMeHeHneM MHMOPMALMOHHbIX TEXHOMOMNIA; BUAbl 61aHKOB, COCTAB PEKBU3UTOB G1aHKOB, CXEMbI
pacnosioeHnss peKBM3MTOB Ha AOKYMeHTe; o6pasubl 6/1aHKOB; NpaBuia CO34aHUs AOKYMEHTOB. Mos10XeHNs
HacTosALLero cTaHgapTa PacnpoCTPaHsTCA Ha AOKYMEHTbl Ha GYMaXHOM U 3/TeKTPOHHOM HOCUTENsX.

2 HopmaTuBHbIE CCbIJIKN

B HacTosAlwem cTaHAapTe UCNosb30BaHbl HOPMATUBHbLIE CCbINIKU Ha cnefylolmne JOKYMEHTbI:

FOCT P 51511 MMeuatun ¢ BocnpousBefeHnem ocygapcTBeHHOro repba Poccuiickoii ®epepauun. dop-
Ma, pasmepbl 1 TeXHu4Yeckne TpeboBaHus

FOCT P NCO 15489-1 Cuctema ctaHAapToOB Mo uHopmaymn, 6M6NNoTEeYHOMY N U3aaTesibCKOMY Aeny.
MHdopmaumna u gokymeHTauusa. YnpasneHme gokymeHtamu. Yacte 1. MoOHATUA 1 NPpUHLANGI

OK 011-93 (OKY[) Obuwepoccuiicknin knaccupukatTop ynpasieHYeCcKon foKyMeHTaumm

MprumevyaHne — [lpu NOIL30BAHUM HACTOSILIMM CTAHAAPTOM LiefiecoobpasHo NpoBepUTb AeNCTBUE CChIIoY-
HbIX CTaHAAPTOB (KaccuKaTopoB) B MHADOPMALIMOHHOI cucTeMe 06LLETO NO/b30BaHUA — Ha 0(hULIMaIbHOM caiite de-
[lepasibHOTo areHTCTBa N0 TEXHUYECKOMY PerynvpoBaHuio U METPOOMN B CETU VIHTEPHET WM NO eXerogHoMy MHopmMa-
LIMOHHOMY YKa3aTesnlo «HaunoHa/bHble CTaHAaPTbI», KOTOPbIA OMy6/IMKOBAH MO COCTOSIHMIO Ha 1 siHBapsi TEKYLLErO roga,
1 MO BbIMYCKaM eXeMeCsUYHOro MHGOPMaLMOHHOTO yKasaTesisi «HaumoHanbHble CTaHgapTbi» 3a Tekylmin rog, Ecnm 3ame-
HEH CCbUTOYHbIN JOKYMEHT, HA KOTOPbI AaHa HeJAaTMPOBAHHAS CCbUIKA, TO PEKOMEHAYETCS UCMO/b30BaTh AeCTBYIOLLYHO
BEPCYIO 3TOMO JOKYMEHTA C YHETOM BCEX BHECEHHbIX B JaHHYIO BEPCUIO U3MEHEHUIA. EC/M 3aMeHEH CCbITOYHbINA AOKYMEHT,
Ha KOTOPbI AaHa AaT!POBaHHas CCblfka, TO PEKOMEHAYETCS UCMO/Mb30BaTh BEPCUIO 3TOT0 JOKYMEHTA C YKa3aHHbIM Bbille
rofoM yTBepXAeHust (MpuHATKs). Ecniv nocne yTBepXAeHUs1 HACTOSILLEro CTaHAapTa B CCbIIOYHbIM JOKYMEHT, Ha KOTOpbIA
[laHa [aTypoBaHHasi CCbifka, BHECEHO M3MEHeHVe, 3aTparvBaiollee MosioKeHne, Ha KOTOpPOe AaHa CCblika, TO 3TO Mo-
NOXEHWE pekoMeHAYeTCs NPUMEHSTL 6e3 yueTa JaHHOr0 U3MEHeHVsl. ECnM cCbinouHbIli OKYMEHT OTMeHeH 6e3 3aMeHbl,
TO MOJIOXKEHME, B KOTOPOM Jj@Ha CChI/IKa Ha HEro, peKOMeHAyeTCsl NPUMEHSATL B YacTW, He 3aTparvBatoLLieli 3Ty cCbUIKy.

M3pgaHne odmumnanbHoe
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3 O6wue TpeboBaHNA K CO34aHUIO JOKYMEHTOB

3.1 [loKyMeHTbl MOryT co3gaBaTbCsd Ha GYMaHOM HOcuUTesne W B 3/1IeKTPOHHOW dopme ¢ cobnwoje-
HMeM yCTaHOB/IEHHbIX NMpasua 0YOPMIEHNA AOKYMEHTOB. [NA co3faHus LOKYMEHTOB MOTYT UCNO/b30BaThbCA
3/1IEKTPOHHbIE WabNoHbl 6/1aHKOB AOKYMEHTOB M 3N1EKTPOHHbIE WAa6/I0Hbl LOKYMEHTOB.

3.2 MMpu co3pgaHnn AOKYMEHTa Ha ABYX W 60nee cTpaHuuax BTOPYK M nocnepylowme cTpaHuubl Hyme-
pyloT. Homepa cTpaHuL, NPOoCTaBAATCA MNnocepefunHe BEPXHEro nona AOoKyMeHTa Ha pacctosHun 10 mMm ot
BEPXHEro Kpas sucTa.

[onyckaeTca co3faHue [OKYMEHTOB Ha NMUEBOW W 060POTHON cTOopoHax nucta. pu ABYCTOPOHHEM
CcO3JaHnn AOKYMEHTOB LIMPUHA /IEBOTO NOMSA Ha NMLEBOI CTOPOHE /iMcTa U NpaBoro nosas Ha 060pOTHON CTo-
poHe nucTa A0/MKHbI 6bITb PaBHbI.

3.3 lMapHuTypa u pasmepsbl WpudTa, MCNOSbL3YEMOro opraHmsayneii, yctaHaBNMBarTCA B HOPMATUBHbIX
aKTax opraHusaumu.

[Ona opopmieHnsa LOKYMEHTOB pekOMeHAyeTCA UCNob3oBaTh pasMepbl wpudtos Ne 12, 13, 14.

Mpwn cocTtaBneHun Tabnuy v npu ochopmaeHun peksusntos 08 n 25 (cm. pasgen 4) gonyckaeTcs UCMOSb-
30BaThb WPUATLI MEHbLIUX pPa3mepos.

3.4 A63auUHblil OTCTYn TekcTa gokymeHTa — 1,25 cwm.

3aronoBkM pasfenos 1 nogpasfesnoB neyartalTca ¢ ab3auHbiM OTCTYNOM WM LEHTpUpyoTca 6e3 ab3al-
HOro oTcTyna no LupuUHe TeKcTa.

MHOroCTpOUHble PEeKBM3WUTbLI MevyaTalTcs yYepe3 Of4UH MEXCTPOUHbIA UHTepBas, COCTaBHble 4acTu pek-
BU3WUTOB OTAENMAITCA LOMNOMHUTEIbHLIM MHTEPBAIOM.

CTpPOKM MHOFOCTPOUHbIX PEKBU3NTOB BbIPABHUBAKTCA MO JIEBOMY Kpak 3aHUMaemoli UMW 30Hbl WK LEeH-
TPUPYIOTCA OTHOCUTENBHO CaMOW A/IMHHOW CTPOKW.

TeKcT gokymeHTa neyataeTca yepe3 1— 1,5 MeXCTPOUHbIX NHTepBana.

Ecnv fOKYyMEeHT rotoBuTCA A1 U3[aHUA C YMeHblleHneM MaclTtaba, TEeKCT neyataeTcs yepes fABa WH-
Tepsana.

WHTepBan mexay 6ykBamMu B C10Bax — OObIYHbINA.

WHTepBan mexgny cnosamu — oAuH npob6ern.

3.5 TekcT goKymMeHTa BblpaBHMBaeTCA MO WWpWHe nucTa (MO rpaHuMuam NeBOoro U npasoro nosei
LOKYMEHTa).

OnvHa camoli 4INHHON CTPOKM PekBM3nTa Mpu Yr/10BOM PacnosioXeHUNn PekBU3UTOB — He 6osiee 8 cMm.

OnvHa camoli 4INHHON CTPOKM pekBM3uTa Mpu NPOAO0JIbHOM PacnofiOXEeHWW PeKBU3UTOB — He 6onee
12 cm.

3.6 JlokasibHbIMW HOPMATUBHBLIMUW aKTaMy MOXEeT ObiTb NMPefyCMOTPEHO BblfefieHne OTAEesbHbIX PEKBU-
3UTOB 6/1aHKa, a TakkKe hparMeHTOB TeKCTa MONMYXUPHLIM LIPUATOM.

3.7 MHOrocTpaHW4yHble OOKYMEHTbl MOryT OQOPM/ATLCA C TUTY/NbHbIM JINCTOM. TWTYMbHbIA AUCT
OOKYMeHTa opopMnseTca B COOTBETCTBUU C NPUMTOXKEHNEM A.

4 PekBN3NTbl AOKYMeHTa

Mpu noarotoBke Y OPOPMAEHUN AOKYMEHTOB UCMONb3YIOT cCreayle pekBusnTbl:

01 — rep6 (FocypapcTBeHHbIV repb Poccuiickoit ®epepaunun, repb cybvekta Poccuiickoin degepaumm,
rep6 (repanbfuyecknini 3HaK) MyHULMNaNbLHOTO o6pa3oBaHus);

02 — smbnema,;

03 — ToBapHbIil 3HaK (3HaK 06CNYXNBaHUS);

04 — ko4 hOpMbl JOKYMEHTA;

05 — HaumeHOBaHwWe opraHnsayuu;

06 — HamMmeHOBaHWe CTPYKTYPHOro nojapasfeneHuns;

07 — HauMeHoBaHue A0/XHOCTY;

08 — cnpaBOYHble faHHble 06 opraHu3auuu;

09 — HaumeHOBaHMe BuAa AOKYMEHTA,

10 — parta fOoKyMeHTa;

11 — pernctpaunoHHbIli HOMEpP AOKYMEHTa;

12 — ccblfika Ha perucTpauyoHHbIA HOMep ¥ faty NOCTYNUBLUErO JOKYMEHTa;
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13 — mecTOo cocTaBneHus (U3gaHns) LOKYMEHTa;
14 — rpudp (nomeTka) 06 orpaHMYEeHUU A0CTyNa K LOKYMEHTY;
15 — apgpecar;

16 — rpud yTBEPXAEHUA LOKYMEHTA;

17 — 3arofioBOK K TEKCTY;

18 — TEeKCT AOKYMEHTA,;

19 — oTmeTKa 0 NPUNOXeHuu,

20 — rpud cornacoBaHuA LOKYMEHTa;

21 — Bu3a;

22 — nopgnuce;

23 — oTMeTKa 06 3/1eKTPOHHOW MoAnucwy;

24 — nevartb;

25 — oTmeTKa 06 ucnonHutene;

26 — OTMeTKa O 3aBepeHun Konuu,

27 — oTMeTKa 0 NOCTYN/IeHUN [OKYMEHTa,;

28 — pesonwoyus;

29 — OoTMeTKa O KOHTpOJiE,;

30 — oTMeTKa 0 HanpaB/IeHUWN LOKYMeHTa B Aefo;
31 — wrpux-koa (QR-koa) AOKYMEHTA.

5 OdgopmMsieHne PpeKBU3NTOB JOKYMEHTOB

5.1 T'ep6 (FocypapcTBeHHbIt rep6 Poccuiickoin ®epepaunn, repb cybbekta Poccuiickoii ®epepauun,
rep6 (repanbAnyveckuin 3HaK) MyHULMNanbHOro ob6pasoBaHKs) BOCMPOM3BOANTCA Ha 6/1aHKkax AOKYMEHTOB B
cooTBeTCTBUN C [1], 3aKOHOAATENbHLIMU U WMHBIMW HOPMATMBHbLIMK NPaBOBbIMW akTamu cybbekToB Poccuii-
CKol Pepgepaunm U MyHULUNANbHBIMU MPAaBOBbIMU akTaMu.

M3o06paxeHne repba (FocygapctBeHHoro repba Poccuiickoin depepauun, repba cybbekta Poccuiickoi
depepaunn, repba (repanbguyeckoro 3Haka) MyHMUMMOANbHOro o6pa3oBaHMA) nomeuwiaeTcs nocepeuHe
BEpXHero nons 6naHka 4OKyMeHTa Haj pekBusuTamum opraHumsauuny 4OKymeHTa Ha pacctosHum 10 MM OT Bepx-
Hero kpas nucra.

3anpewaeTcs O4HOBPEMEHHOE pa3melleHne Ha 6naHke fOKyMeHTa:

- TocypapctBeHHOro repba Poccuiickoin depgepauymn n repba cybbekta Poccuiickoin depgepauymnu;

- TocypgapctBeHHoro repba Poccuiickoin ®epgepaunn [repba cybbekta Poccuiickoii ®epepaunn, repba
(repanbpnyeckoro 3Haka) MyHuMUMnanbHOro o6pasoBaHums] n ambnembl opraHmsayuu.

5.2 Dmb6nema opraHusauuun, paspaboTtaHHas v yTBepXeHHas B yCTAHOB/IEHHOM NOpsgke, pasMellaeT-
CA B COOTBETCTBMM C HOPMATUBHbLIMW MPaBOBbIMM akTamMu Ha 6naHkax AOKYMeHTOB: dpefepasibHbiX OpraHoB
rocy,apCTBeHHON Bnactu (3a WCKIYEeHUeM cnyvaes, npepycmaTpuBaroLlnx MCNosib3oBaHue nsobpaxeHus
FocypnapctBeHHOro rep6a Poccuiickoin ®epepauunm, repba cybbvekta Poccuiickoin depepauymnm, repba (repasib-
ANYEeCcKOro 3Haka) MyHULMNanbHOro o6pasoBaHuns), TeppuTopranbHbiXx OpraHoB hegepanbHbiX OPraHoB rocy-
[AapCTBEHHOW BfiacTu, rocyfapCcTBEHHbIX U HErocyaapCTBEHHbIX OpraHusauuii. M3obpaxeHne samb6aeMbl No-
MellaeTca nocepeAuHe BEpXHero noss 6naHka AOKyMeHTa Haj peKkBM3MTaMy opraHusauuu, Ha paccTOsHWUW
10 MM OT BepxHero kpas nucra.

Ha gokymeHTax, nsgaBaemMblX 4BYMSA UM HECKOMIbKUMW OpraHusauunsimmu, AonyckaeTcs pasMelleHne sMm-
6n1em Bcex opraHusayuii.

5.3 ToBapHblii 3HaK (3HaK 06CAyxmBaHWA), 3aperncTpupoBaHHbI B yCTaHOB/IEHHOM 3akoHogaTesib-
CTBOM nopsgkKe, BOCNPOM3BOAMTCA Ha 6naHKax opraHu3auuii B COOTBETCTBMM C ycTaBOM (MOJSI0XeHWeM 06
opraHusauunn). N3o6paxeHne TOBAPHOro 3Haka (3Haka 06CNyXuBaHWS) NOMeLaeTcs NnocepeinHe BEPXHEro
nona 6naHka AOKyMeHTa Haj pekBM3MTaMu opraHvMsauuu Wau cneBa Ha ypoBHE HaMMeHOBaHWA opraHusauuu
(ponyckaeTca 3axBaTbiBaTb YacTb /IEBOTO MONS).

Ha pokymeHTax, nsgaBaeMbiX ABYMS WAW HECKONbKMMMW OpraHvM3aunsamm, fonyckaetcsa pasMelleHne To-
BapHbIX 3HAKOB BCEX OpraHu3aumii.

Hapsgy ¢ ToBapHbiM 3HakoM (3HaKOM 06CAYyXWBaHUSA) Ha 6naHKax AOKYMEHTOB MOXET yKa3blBaTbCs
KOMMepuyeckoe 0603HayYeHne puanYecKoro nmua.
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5.4 Kog cdopmbl AOKYyMeHTa MpOCTaBNSAETCSA Ha YHUUUMPOBAHHbLIX (hopMax LOKYMEHTOB B COOTBET-
ctBum ¢ OK 011-93 unm noKasbHbIM KaccugmkaTtopom, pacnonaraetcss B NpaBoM BepxHeM yray pabouyero
nons AOKYMeHTa, cCOCTOUT U3 cnoB «Popma no» (HanMeHoBaHMe Knaccugukatopa) n UMpoBOro Koga.

Mpumep

dopma no OKY[ 0211151

5.5 HammeHoBaHue opraHuMsauuy Ha 6naHke AOKYMEeHTa [O/DKHO COOTBETCTBOBATb HaMMEHOBAHMWIO
HPUANYECKOTO fMLa, 3aKpeneHHOMY B €ro yuypeauTesbHbIX 4OKyMeHTax (yctaBe nau nosioxeHuu). Mop Hau-
MeHOBaHMEeM opraHusaunn B CKOOKax yKa3blBaeTCHA COKpalleHHOe HaMMeHOBaHWe opraHu3auuun, ecsim OHO
npeAycMOTPEHO YCTaBOM (NOJIOXEHNEM).

Hap HanmeHOBaHMEM opraHuM3auuy yKkasbiBaeTCs MOJIHOE WM COKpalleHHOe HaMMeHOBaHue BbILWEeCTO-
auen opraHusaumm (Npyu ee Hanmuum).

Ha pokymeHTax, m3gaBaeMbiX ABYMS WM HECKOMIbKUMWU OpraHu3auusmMu, B 3aro/iIOBOYHON 4YacTu npo-
CTaBNATCA HAUMEHOBAHWUSA BCEX OpraHm3auunii.

5.6 HammeHoBaHue CTPYKTYpHOro nogpasgeneHus (B Tom yucne dwunvana, oTAeNeHus, npeacrasu-
TeNbCTBa, KOJ/IETManbHOro, CoBeLW,aTelbHOro WM MHOTo opraHa) Mcnosib3dyeTcs B 6/1aHKax NMcem u 6/1aHkax
KOHKPETHbIX BUAOB AOKYMEHTOB COOTBETCTBYIOLWMX NoApa3aeneHnii (opraHoB) B COOTBETCTBUM C JIOKasSIbHbIMY
HOpPMAaTMBHbLIMM akTamu 1 ykasblBaeTCs Noj HauMeHOBaHWeM OpraHusayunu.

5.7 HammeHOBaHue [O/MKHOCTW UCMO/Mb3yeTcAa B 6n1aHKax AO/HKHOCTHBIX /L, U pacnosiaraeTcs MNop,
HaVMeHOBaHMEM oOpraHusauum WNM HanmeHoBaHMeM cybbekTa Poccuiickoin depepauyun (kpasi, obnactu,
aBTOHOMHOI 0651acTy 1 Ap.), ecnu AOKYMEHT u3gaeT pyKoBOAMTENb OpraHa BAacTu cybbekTa Poccuiickoit
depepauum, MyHuUMnanbHoOro obpasoBaHus. HaumeHoBaHWE [O/KHOCTU yKa3blBaeTCs B COOTBETCTBUM C
HaMMeHOBaHUEM, NPUBEAEHHbIM B pacnopsAgMTeNbHOM AOKYMEHTE O Ha3HAYeHUN Ha AO/DKHOCTb.

5.8 CnpaBouYHble faHHble 06 opraHuM3auun ykasbiBalTCA B 6/1aHKax NMMCEM W BKKOYAlOT: NOYTOBLINA
afpec opraHusauumn, Homep TenedoHa, hakca, agpec 3/IeKTPOHHOWN NoYThl, agpec caiita B ceTn «/HTepHeT».

B cocTaB cnpaBOYHbLIX AAHHbIX, 32 UCK/IOYEHNEM G/1aHKOB AOKYMEHTOB OpPraHOB rocyfapcTBEHHON Bna-
CTW, OpraHoB MECTHOr0 camoynpaB/ieHVs, BKAOYATCA: KoL opraHm3aumm no O6wepoccninckomy knaccndu-
Katopy npeanpuaTtuii u opraHmsaymuii (OKMO), 0CHOBHOW rocyfapCTBEHHbIN PerncTpayyoHHbIli HOMEp OpraHu-
3auuun (OTPH) n ngeHTUdKaLMOHHbIA HOMEP HanoronaartenblmKa/kos NPUYNHbI MOCTAHOBKM Ha HaoOroBbli
yueT (MHH/KMM).

5.9 HammeHoBaHMe BMAa AOKYMEHTa yKa3blBaeTCA Ha BCEX AOKYMEHTaX, 3a WCK/IIYEHMEM [e/10BbIX
(cnyxe6HbIX) Nnucem, pacnonaraeTcsa noj pekem3MtTamy coCTaBUTeNSA AOKYMeHTa (HAaUMeHOBaHWEM OpraHusa-
UUKN, HaMMeHoBaHNeM CTPYKTYPHOro nofpasjefnieHns, HanMeHoBaHWeM [LOJ/DKHOCTU) (CM. pUCyHOK B.6).

5.10 [aTta AOKYMeHTa COOTBETCTBYET gaTe nognucaHus (yTBEpPXAEHUS) AOKYMEHTa uUnun gaTte cobbiTus,
3a(pUKCUPOBAHHOIO B AOKyMeEHTE. [JoOKyMeHThI, N3[aHHble ABYMS UM 60siee opraHu3ayusimum, LOMKHbI UMETb
ofHy (egvHylo) Aaty, COOTBETCTBYIOLLYIO AaTe NoANMCaHMA AOKYMeHTa Moc/iegHUM AO/MKHOCTHBLIM SIMLLOM.

[aTty gokymeHTa 3anucbiBalOT B Noc/fefoBaTe/IbHOCTU: AeHb Mecsua, Mecsl, rog OAHUM U3 ABYX CMO-
co608B:

apabckumn undpamu, pasgeneHHbiMu Toukoi: 05.06.2024;

CcrioBecHO-LMdppoBbiM cnocobom: 05 utoHa 2024 .

5.11 PerumcTpauuoHHbI/Ai HOMEpP OOKYMEHTa — UM pPOBOA Unn 6yKBEeHHO-LU(poBO/ ngeHTudumnkaTop 40-
KyMeHTa, COCTOALWMA 13 NOPALKOBOrO HOMepa AOKYMeHTa, KOTOpbI/, N0 YCMOTPEHUI0 OpraHm3auum, MOXeT
[ONOMHATLCA LUPPOBbIMU MM BYKBEHHBIMU KOAamMu (MHAEeKcaMWu) B COOTBETCTBUU C UCMOIb3YEMbIMU Kac-
cudmkatopamu (MHAEKCOM fefna no HOMEeHKNaType Aefl, KOAOM KOppecnoHAeHTa, KOAOM AO/DKHOCTHOTO nivua
nap.).

Ha foKymeHTe, cocTaB/IEHHOM COBMECTHO ABYMS 1 60/nee opraHuM3ayusimu, NpocTaBAsTCA perucrpa-
LUMOHHbIE HOMEpPA AOKYMEHTA, NPUCBOEHHbIE KaXAol U3 opraHmsauunii. PeructpaynoHHble HoMmepa OTAeNsaT-
Csl Apyr OT Apyra KOCOW 4yepToii M NpOCTaBMSAOTCA B MOPsSiAKE yKasaHWs opraHuM3auunii B 3aroslI0BOYHOI YacTu
unu npeambyne AOKyMeHTa.

5.12 Ccblnika Ha perncTpaynoHHbIAi HOMEp 1 gaTy NOCTYNMBLUEro AOKYMEHTa BK/KOYaeT perncrpaymoH-
Hblli HOMEp 1 AaTy BXOAALLEro MHULMATUBHOIO AOKYMEHTA, Ha KOTOPbIA AaeTcsA OTBeT.

5.13 MecTo cocTaBfieHus (U3gaHus) AOKYMeHTa yKa3blBaeTCA BO BCeX AOKYMEHTax, KpoOMe Aefl0BbiX
(cnyxe6HbIX) NUCEM, a TaKXe A0KNaAHbIX, CYXEOHbIX 3aNMCOK U APYTMX BHYTPEHHUX UHOPMaLUOHHO-Ccnpa-
BOYHbIX JOKYMEHTOB.
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MecTo cocTaBfieHuss (M3faHusA) AOKYMEHTa He yKasblBaeTcsa B TOM C/lyyae, ecfii B HAaUMeHoBaHWUW op-
raHm3auumy npucyTCTBYET yKasaHMe Ha MecTo ee HaxoXgeHusi. MecTo cocTaBfeHus (U3gaHus) LOKyMeHTa
yKa3biBaeTCsl B COOTBETCTBUU C MPUHATBIM aAMUHUCTPATUBHO-TEPPUTOPUASIBHBIM Le/IeHNEM.

5.14 pudp (NomeTka) 06 orpaHMyeHun [oCTyna K AOKYMEHTY NpOoCTaB/isieTCs B NPAaBOM BEPXHEM YI/y
nepBoOro iMcTa foKymMeHTa (NpoekTa AO0KyMeHTa, CONPOBOAUTENBHOIO NCbMa K OKYMEHTY) Ha rpaHnue Bepx-
Hero nons Npu HaJnymm B AOKYMEHTe MHGopMaLMu, 4OCTYN K KOTOPOW orpaHuyYeH B COOTBETCTBUM C 3aKOHO-
[aTenbCTBOM Poccuiickoii degepauuu.

Buabl ucnonb3yembix B opraHusauuy rpucoB (MOMETOK) OrpaHuyeHust gocTyna LOJ/IKHbl COOTBETCTBO-
BaTb 3aKOHOAATENIbHbIM U MHbIM HOPMaTWBHbLIM MPaBOBbLIM akTam Poccuiickoli ®egepaumnm 1 AOMKHbI ObiTb
3aKpensieHbl B /IOKa/ibHbIX HOPMAaTUBHbLIX akTax. B cocTaB rpuda (NomeTkn) 06 orpaHMyYeHumn gocTyna K 4o-
KYMEHTY BXOAWUT OrpaHuuYnTenbHass Hagnuchk («[0s cnyxeb6HOro nosb3oBaHua», «Kommepueckas TaiHa»,
«KoHhuaeHumanbHo» unu Ap.), AONoJIHSeMass HOMEPOM 3K3eMnsipa AOKYMeHTa U APYTMMK CBeAeHUsIMU B
COOTBETCTBUM C 3aKOoHOAaTeNbCTBOM Poccuiickoii deaepayunm.

Mpumep
[na cnyxe6Horo nonb3oBaHns
Ok3. Ne 2
5.15 AgpecaT ucnosib3yetcs npyu opopMaeHun aenoBbiX (CNYXeOHbIX) NMMcemM, BHYTPEHHUX NMHGOpMa-

LLMOHHO-CMPaBOYHbIX JOKYMEHTOB (A0KNaAHbIX, CMYXeBHbIX 3anucoK 1 ap.).

AfpecaTtom AOKYMeHTa MOXEeT OblTb opraHusauus, CTpYKTypHOe nogpasfaeneHue opraHusauuu, Aosx-
HOCTHOEe unu ousmyeckoe nuLo.

PekBM3NT «agpecaT» NpoCcTaBNseTcAa B BEPXHEN NpaBoil YacTu fokymeHTa (Ha 6naHKe C YrnoBbIM pac-
NOMOXEHNEM PEKBM3WUTOB) WU cnpaBa nof peksuautamu 6naHka (Npy NPoAo/bHOM pPacrnofloXeHUU PekBu-
3UTOB 6/1aHKa). CTPOKM peKkBM3UTa «ajpecaT» BblpaBHMBAKTCSA NO SIEBOMY Kpaw WU LEHTPUPYHOTCS OTHOCHU-
Te/IbHO Camoli ANIMHHO CTPOKMU.

Mpu afpecoBaHUK AOKYMEHTaA PYKOBOAUTESIO (3aMECTUTE/I0 PYKOBOAUTENA) OpraHmM3aunn ykasblBaeTcs
B faTeNbHOM Mnajexe HaumeHoBaHWe AO/IXHOCTU pyKoBoAuTens (3amecTuTesns pykoBoauTens), BkAwvatwuee
HaMMeHOBaHMWe opraHusaumu, daMmuan, nHULnanbl 4O/HKHOCTHOIO nuua.

Mpumep
Pykosogutenio depepanbHoro

apXUBHOrO areHTcTBa
damununga LN.0.

Mpu agpecoBaHUy NMCbMa B OpraHM3auuio ykasbiBaeTcs ee NofIHoe WM COKpallleHHOe HavMeHOBaHue
B UMEHUTE/IbHOM Najexe.

Mpumep
depepasibHOe apxMBHOe
areHTcTBO
unun
Pocapxus

MNpu apgpecoBaHUM [OKYMEHTa B CTPYKTYpHOe nofpasfesfieHue opraHu3auuy B pekBU3NTe «agpecaT»
yKa3blBaeTcs B UMEHUTE/IbHOM Najexe HauMeHOBaHWe OpraHu3auuuv, HUXe — HaVMeHOBaHUe CTPYKTYPHOro
noapasfeneHus.

Mpnmep
denepanbHoe apxuBHoe

areHTCcTBO

OTpen rocygapCTBEHHOM
CNyXO0bl, KagpoB M Harpag
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Mpv agpecoBaHWy NUCbMa PYKOBOAMTENO CTPYKTYPHOro nogpasfeneHus ykasblBaeTcsi B UMEHUTelb-
HOM Mafexe HauMeHoBaHWe OpraHu3auuun, HWKe — B AaTes/IbHOM Majexe HanMeHOoBaHWe A0/HKHOCTU pPyKo-
BOAMTENS, BK/OYalOLLee HaMMeHOBaHWe CTPYKTYPHOro nogpasgeneHus, gaMmuainio, MHUUnans.l.

Mpumep

AO «Mpocunb»

PykoBoauTeno [0OroBOpHO-
npaBoBOro otaena
damnnuna N.0.

Mepen hamunueli AO/MKHOCTHOIO AuUa AOMNyckaeTcs ynoTpebnsaTb CoKpaweHue «r-Hy» (rocnoguHy),
ecnu agpecart MyX4ynHa, UnnM «r-xe» (rocnoxe), ecnu agpecar XeHLWmHa.

Mpumep

r-uy ®amununa N.0.

nnn

r-xe ®amunua N.0.
Mpwn paccbinke gOKYMeHTa rpynne opraHMsaynii 04HOro Tuna Uan B CTPYKTYPHble nogpasfesneHns ofgHoM
opraHusauun agpecart ykasbiBaeTcs 0606LEHHO.

Mpumep

PykoBoguTtenam Ao4epHUx
o6uectB AO «Mpodunb»

nnn

PykoBoauTensam ynpasneHui
Pocapxusa

MMpy paccbinke 4OKYMEHTa He BCEM OopraHusaunam Uam CTpYKTypHbIM nogpasgeneHnam nog peksnsntom
«AppecaT» B CKOO6Kax ykasblBaeTca: «(Mo CMUCKy)».

Mpumep

PykoBoguTensam fovepHux
obwectB AO «Mpochunb»
(no cnucky)

B ogHOM JOKYMeHTe He J0/KHO 6biTh 60nee yeTbipex agpecaToB. Cnoso «Konusi» nepen BTOPbIM, Tpe-
TbMM, YeTBEPTbIM afpecataMu He ykasbiBaeTcs. [pu 60nblueM KOMYecTBe agpecaToB COCTaBAAETCA CNUCOK
(nueT, ykasaTenb) pacchlsIkM SOKYMeHTa, Ha KaXAoM [OKYMeHTe ykasbiBaeTcs OAWH agpecaT uau agpecart
ogpopmnseTcs 0606LLeHHO.

B cocTaB pekBu3nTa «Agpecar» MOXET BXOAUTb NOYTOBLIA agpec. D/1ieMeHTbl NOYTOBOrO agpeca ykasbl-
BalOTCA B NocsiefoBaTeNbHOCTU, YCTAHOBIEHHO [2].

Mpumep

Bcepoccuiticknini Hay4Ho-
nuccnepoBaTenbCKuUii HCTUTYT
[OKYMeHTOBeAEeHNS 1 apXMBHOTO gena

Mpodycoto3Hasa yn., 4. 82,
MockBa, 117393

MouToBLI/i agpec MOXET He yKa3blBaTbCA B OKYMEHTax, HanpaBAseMbiX B BbICLUWE OpraHbl BAacTH, Bbl-
WwecToslmMe opraHnsanmnmn, NnoLBeA0OMCTBEHHbIE OpraHn3aLnm n NOCTOSIHHbIM KOppecnoHeHTam (3a uckaye-
HMEM HanpaB/ieHUA MUCEM yKalaHHbIM agpecaTtam B KOHBepTax C Npo3payvHbiMU OKHaMMK).

6
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MNpn afpecoBaHUMM [OKYMeHTa (QU3NYECKOMY MWLy yKasbiBalTCHA: (haMuins, UHWLMASbI, NOYTOBbINA
agpec.

Mpumep
damunua N.0.

yn. Capgosasd, 4. 5, kB. 12,
r. To6epuybl, MockoBckasa 061.,
301264

Mpn oTnpaBke NMUCbMa MO 3/1IEKTPOHHONM NoYTe MM Mo pakCMMUIbHOW cBA3M (6e3 AO0CHLISIKA Mo noyTe)
NnoYTOBLIA ajgpec He ykasbiBaeTcs. [pn HeobXoAMMOCTM MOXeT OblTb yKasaH 3/1EKTPOHHbLIN agpec (Homep
TenedgoHal/akca).

Mpumep
Bcepoccuiickuii Hay4Ho-
nccnenosaTtesibCKUA MHCTUTYT
OOKYMEHTOBEIEHNA N apXMBHOTO Aena
mail@ vniidad.ru
5.16 Fpudy yTBEPXKAEHUSA NPOCTABNAETCA Ha JOKYMEHTE NPW ero yTBepXAeHUN LO/MKHOCTHbLIM /INLOM,

pacnopaguTenbHbiM AOKYMEHTOM (NOCTAHOBJIEHWEM, PELIEHVWEM, NMPUKa3oM, PacrnopsHXeHNeM) WUIn peLleHun-
€M KoJl/ierMasibHoro opraHa.

Mpud yTBEPXAEHNA pa3MellaeTca B MPaBoOM BEPXHEM YI/1y NepBOro nucra fokymeHTta. CTPOKM pekBu3n-
Ta BbIPAaBHMBAKTCA MO JIEBOMY Kpal WU LEHTPUPYIOTCA OTHOCUTENIbHO CaMOW L/IMHHON CTPOKW.

Mpu yTBEPXAEHUN OOKYMEHTA AO/HKHOCTHBIM /INLOM TpUd yTBEPXAEHUA COCTOMT U3 cnosa YTBEPXK-
OAKO (nevaTtaetcsa nponucHbiMu BykBamu 6e3 KaBblyeK), HauMeHOBaHUA AO/DKHOCTU Nnua, yTBepxXaaloLero
[JOKYMEHT, ero nofnucu, WHUUManoBs, amuanm n gatel yTBEPXKAEHUS.

Mpnmep

YTBEPXJAIO
PykoBoauTens ®eaepasbHoOro
apXxMBHOIO areHTcTBa

Mognuce N.0. damunnunsa
Jarta

Mpu yTBEPXAEHUN AOKYMEHTA pacnopaauTesibHbIM AOKYMEHTOM TpUg yTBEPXAEHUSA COCTOUT K3 croBa
YTBEPXAOEHO, HanmeHOBaHMUA pacnopsaguTesibHOro AOKYMeHTa B TBOPUTE/IbHOM Najexe, ero gatbl, HoMe-
pa. Cnoso YTBEPXXAEHO pgonyckaeTtcs cornacosbiBaTb C HAaUMeEHOBaHUEM BUa YTBEPXAAeMOro AOKyMeHTa
(YTBEPXAEHA, YTBEPXAEHbI nnn YTBEPXAEHO).

Mpumep
(PernameHT) YTBEPXAEH
npukaszom AO «Mpodusnb»
ot 15 anpensa 2025 r. Ne 82
nnn

(Mpasnna) YTBEPXX/EHbI
npukaszom AO «[Mpocdunnb»
ot 15 anpens 2025 r. Ne 83

Mpv yTBEPXAEHUUN AOKYMEHTa KOJ/iernasibHbiM OpraHoM, pelleHust KOTOporo UMKCUpyrTCsl B NMPOTOKO-
ne, B rpudpe yTBEPXAEHNS YKa3biBAOTCS HAMMEHOBaHWEe opraHa, pelweHneM KOTOPOro YTBEPXAEH AOKYMEHT,
farta n HoMep npoTtokona (B ckoGkax).
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Mpumep

(MonoxeHne) YTBEPXOEHO
CoBeTOM AMPEKTOPOB
AO «Mpodunb»
(npoTtokon oT 15.04.2025 Ne 12)

Mpn yTBEPXAEHUN HECKOJIbBKAMMW AO/MKHOCTHLIMU NULaMmn rpudbl yTBEPXAEHNS pacnonaralwTcsa Ha oa-
HOM ypOBHe cnpasBa W cnesa. Ecnu uncno yTeBepxiarowmnx AOKYMEHT AO/MKHOCTHbLIX ML, NpeBblllaeT ABa,
rpudobl YTBEPXAEHNSA pasmeLlalnTcsa ApYyr nog ApYrom.

5.17 3aronoBOK K TEKCTYy — KpaTKoe cofepXaHue LOKyMeHTa. 3aroslioBOK K TEKCTY dhopmynupyetcs C
npeanorom «O» («O6») N oTBeYaeT Ha BOMPOC «O YEM?»:

npukas (o 4em?) 0 co3gaHum aTTrecTauMoOHHON KOMUCCUN;

npukas (0 4em?) 06 yTBEPXAEHMM LITATHOrO pacnucaHus;

nMcbMo (0 YeM?) 0 NpefocTaB/ieHUN UHoOpMaLnn.

3aroqioBOK K TEKCTY ohopmMmsieTcs Nof peksmsantamu 6naHka cnesa, OT rpaHuubl NeBoro nons. B ykasax,
NOCTAaHOBJ/IEHUAX, PELIEHUAX, NpUKasax, M3fgaBaeMblX OpraHaMu BAacTuM Ha MPOLOJIbHbLIX G/1aHKax, 3aro/0BOK
K TEKCTY MOXeT ohopMnATbCA Haj TEKCTOM nocepefuHe paboyero nons AOKYMEHTa W LeHTpupoBaTbCsa OT-
HOCUTE/IbHO CaMOW ANIMHHON CTPOKW.

5.18 TeKCT AOKYMEHTa COCTaB/ISETCA Ha PyCCKOM f3blke Kak rocyfapcTBeHHOM fsi3bike Poccuiickoin de-
Aepauunn. B opraHax rocygapCTBEHHOW BfacTu, opraHax MecTHOro camoynpaBfieHUsl, TOCY[apCTBEHHbIX Yu-
pexaeHnsax pecny6ank Hapagy € rocygapCTBeHHbIM A3blkOM Poccuiickon degepaumm MOryT ynotpebnstbcs
rocyfapCTBEHHbIE A3bIKU pecnyb6uk.

B TekcTe fOKyMeHTa, NOATOTOB/IEHHOM Ha OCHOBaHWMW 3aKOHOAATE/IbHbIX UM UHbIX HOPMAaTUBHbIX Mpa-
BOBbIX aKTOB, paHee M34aHHbIX PacnopsAuTeNbHbIX AJOKYMEHTOB W /IOKasIbHbIX HOPMATMBHbLIX akToOB, yKa3bl-
BalOTCA X PEKBU3UTHI:

- HaMMeHOBaHuWe BMAa AOKYMEHTa, HauMeHOBaHWe opraHuMsauuu, gata AOKYMEeHTa, perncTpaunoHHbIi
HOMep AOKYMeHTa, 3arofI0BOK K TEKCTY;

- HaMMeHOBaHWe opraHusauun AN SO/MKHOCTHOTO Nuua, YTBEPAUBLUETO OKYMEHT, AaTa YTBEPXAEHUS
LOKYMeHTa.

TeKkcT AOKYMeHTa MOXeT cofepxaTb pasfenbl, nogpasfesibl, NyHKTbl, NOANYHKTbI, HyMepyemble apab-
CKMMU uundpamun. YpoBHe pybpukaunm Tekcta He AO/DKHO 6biTb 6osiee yeTbipex.

B npukaszax TeKCT nanaraeTcsa OT NepBOro Auua egMHCTBEHHOTO yncna («npukasbiBal»).

B fooKkymeHTax KonnervasbHbiX U COBellaTeNlbHbIX OPraHoOB TEKCT u3naraeTcs OT TpeTbero fvua efuH-
CTBEHHOTO uymncna («Konserus... NoCTaHoBNAET», «cobpaHue... peLwnno»).

TekcT nNpoToKosa u3naraetcsa OT TPeTbero Anua MHOXECTBEHHOro yucna («cnaywanun», «BbICTYNUAN»,
«MOCTAHOBUAN», «PELLUUN»).

B nokymeHTax, ycTaHaB/IMBawLW X npaBa U 06593aHHOCTU OpraHM3aunil, nx CTPYKTYpHbIX NoApasgeneHunii
(nonoxeHne, MHCTPYKUKSA), a TakKe codepxalnux onmcaHme cutyaumin, aHanns ¢aktos nam BblBoAbl (akT, cnpas-
Ka), ucnonb3lyetcsa popmMa U3NOXEHUS TeKCTa OT TpeTbero Nuua eAUHCTBEHHOTO0 UMW MHOXECTBEHHOro yucna
(«oTAen ocyuwecTBNAET PYHKLMN...», «B COCTaB yNpaBfeHNs BXOAST...», «KOMUCCUS MPOBea NPOBEPKY...»).

B COBMECTHbIX fOKYMEHTax TeKCT n3naraeTcsa OT MepBOro fMua MHOXECTBEHHOro ynucna («npukasbiBa-
emM», «peLnIn»).

B nenoBbix (Cnyxe6HbIX) MMCbMax UCNO/b3yTCA DOPMbl N3NOXEHUS:

- OT NMepBOro nua MHOXECTBEHHOIo yucna («NpocuM HanpaBuTb...», «NpeacTaB/sieM Ha paccMmoTpe-
HUue...»);

- OT TPeTbero nMua eANHCTBEHHOrO Yncnia (KMUHUCTEPCTBO HE BO3paXxaerT...», «06LecTBO cUnTaeT BO3-
MOXHbIM...»);

- OT NepBOro Anua eAUHCTBEHHOrO yYucna («cumtal HeobXOAUMBIM...», «npejsarald pacCcCMoTpeTh...»),
€Cc/n MNCbMO NOAFOTOB/IEHO HA 6/1aHKe AOJ/DKHOCTHOrO nmua.

B TekcTax AOKYMEHTOB YyNOTPebAATCA TONbKO 06l enpuHaToie abbpeBnaTypbl 1 rpacuyeckme cokpa-
LeHns.

Mpu ynoTpebneHnn B TekcTe haMuanii ny, MHULKMANbl yKasbiBalTCA nocne gpammaunum.

B genoBbix (CNyxebHbIX) NMMCbMax MOXeT MCNO/Ib30BaTbCA:

- BCTYNuUTeNbHOe obpalleHune:

YBaxaeMblli rocnoguH npegceparens!
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YBaxaeMblli rocnoguH MNpoxopos!

YBaxaemas rocnoxa 3axaposa!

YBaxaemsblii Hukonaii Metposuy!

YBaxaemasa Osnbra HukonaesHal

YBaxaemble rocrnoga!

- 3aknwunTenbHas aTukeTHas gpasa:

C yBaxeHunem,

B obpaweHun no hamunum nHuymansl nuua He ykasbiBalTca. 3aknounTenibHas aTukeTHas ¢pasa Ha-
YMHaAeTCA C MPOMUCHOI OYKBbI M 3aKaHYMBAETCHA 3ansATO.

BcTynutenoHoe obpalieHne u 3akiwunTenbHas 3aTukeTHas dpasa (neyataeTcs OT rpaHuLlbl N1€BOro
nons) OTAENATCA OT TeKCTa WM OTMETKU O NPUIOXEHUN AONOMHUTENbHBIM MEXCTPOUYHbIM WUHTEPBAsIOM.

5.19 OTmeTKa 0 NPUNOXEHNN COAEPXUT CBEAEHNSA O AOKYMEHTE (AOKyMeHTax), npuiaraeMom K OCHOB-
HOMY OOKYMEHTY (CONpoBOAUTENIbHOMY MUCbMY, NPEeTeH3uUn, akTy, cnpaske U Apyrum nHopmMaLuoHHO-cnpa-
BOYHbLIM A0KYMeHTaM). PacnopsagutesnibHble AOKYMEHTbI, NOMOXEHUS, NpaBuna, UHCTPYKLUK, AOTOBOPLI, nia-
Hbl, OTYETbl OTMETKU O NPUJTIOXKEHUUN HE UMEIT.

B conpoBoagnTeNbHbIX MUCbMaXxX U APYrMx MHPOPMAaLNOHHO-CNPAaBOYHbIX JOKYMEHTax oTMeTka O npuno-
XeHnn ochopmnseTca noj TEKCTOM OT rpaHuLbl 1€BOr0 NoNAs crefywlimm obpasom:

- eC/iM NpuaoXeHne Ha3BaHO B TEKCTE:

MpunoxeHne: Ha 2 n. B 1 3k3.

- €C/ZIn nNpunnoxXxeHne He Ha3BaHO B TEKCTE WK eCnn I'IpVII'IO)KEHI/If/'I HECKOJ1bKO, yKa3blBalOT HasBaHUA A0-
KyMeHTOB-I'IpMI'IO)KeHVIVI, KONMN4YeCTBO JINCTOB M 3K3EMMNNAPOB KaXAoro npuioxXeHuna:

MpunoxeHus: 1. NMonoxeHne 06 YnpaBneHUn pernoHasbHOro KpegnToBaHua Ha 5 n. B 1 ak3.
2. CnpaBka 0 KafpOBOM cOcCTaBe Ynpas/ieHUA pernoHasbHOro KpegutoBaHMa Ha 2 1. B
1 3K3.

- eCcnn npunoxeHue (NPUIOXEHUs) COPOLIOPOBAHO:

MpunoxeHne: oTtyeT 0 HUP B 2 3k3.

- eC/X OOKYMEHT, AB/MSIOUNACA NPUNOXEHNEM, UMeEeT MPUIOXKEHUA C CAMOCTOATENIbHON Hymepauuei
cTpaHuL;:

MpunoxeHne: nucbemo Pocapxma oT 15.04.2025 Ne 02-6/172 v npuioxXeHUsa K HeMy, BCero Ha 5 .

- €C/ZIn NNCbMO HanpaB/iAeTCA HEeCKOJIbKMM aapecatam, a NpusioXxeHne To/ibKO B I'IepBbe/'I agpec:

MpunoxeHne: AKT npoBepku ... Ha 5 n. B 1 3k3. TO/IbKO B NepBbIil agpec.

- eCnin MPUNOXEeHNEM $BNAETCA 060CO6/EHHbIi 3MEKTPOHHbLIA HOocuTenb (KOMMakT-AUCK, ush-gpnew-
HakonuTenb n ap.):

MpunoxeHne: CD B 1 9kK3.

Mpn aTom Ha BKNapgbiwe (KOHBEpPTE), B KOTOPbIA NOMeLLaeTCcsa HOCUTESb, YKa3blBAOTCA HaMMEHOBaHWA
[OKYMEHTOB, 3anMcaHHbIX Ha HOCUTeslb, UMeHa haiiioB, nx o6bem B nucTax U merabanTtax (kmnobaitax):

OT4yeT no TeMe «MOHUTOPMHT NPOLLECCOB AOKYMEHTOO6pa3oBaHusa n 06bLEMOB AOKYMEHTOO60pOTa B these-
panbHbIX OpraHax UCMONIHUTEeNbHOM BnacTu» Ha 250 n., 91 K6air.

CnoBO «npuaoxeHue» neyaraetcs B e4UHCTBEHHOM WM MHOXECTBEHHOM 4ucC/ie B COOTBETCTBUU C KO-
NINYECTBOM MPUNOXEHWNIA.

B pacnopagnTenbHbiX 4OKyMeHTax (MOCTaHOBEHUSAX, PELIEeHNsX, NpuKasax, pacnopshHKeHusx), 4oroBo-
pax, NoONOXeHUAX, NpaBuaax, UHCTPYKUUAX N APYTUX AOKYMEHTax CBeAEeHUS O Hannmunum npunoxeHus ogopm-
nsawTCca cnepylowmum obpasom:

- B TEKCTE AOKyMeHTa npu MNepBOM YNOMWUHAHWU [OKYMEHTa-nNpuoXeHWs B CKobKax ykasblBaeTCs:
... (NfpunoxexHue) nan ... (NnpunoxeHue 1); nepes HOMEPOM NPUIOXKEHMNS [ONYCKaeTCa CTaBUTb 3HAK HOmepa:
... (NnpunoxeHune Ne 2);
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- Ha MepBOM NUCTe AOKYMEHTA-NPUNIOXKEHWUS B NPaBOM BEpPXHEM Yy nedataeTcs C/ioBo «[punoxe-
HVue» (MPU HaAM4YMKU ykasblBaeTCcs ero HoOMep) 1 NPUBOASITCA HaMMeHOBaHMe BuUAa, AaTa U HOMep AOKYMEHTa,
K KOTOPOMY AOKYMEHT ABMsieTCs NPUIoXKEHNEM:

MpunoxeHue Ne 2
K npukasy AO «[lMpodunnb»
oT 15.04.2025 Ne 112

CTpOKM pekBM3NTa BbIpaBHUBAIOTCA MO IEBOMY Kpak WU LLEeHTPUPYHTCSA OTHOCUTENIbHO caMoli A/TIMHHOM
CTPOKMU.

LJOKYMeHT (MHCTPYKUUS, pernameHT u Ap.), YTBEPXAEHHbI pacnopsanuTenbHbIM JOKYMEHTOM, ABNseTcs
HEOTbEM/IEMOI YacTbi0 PacnopsiAnuTeIbHOro AOKYMEHTA U MMEET B NMPaBOM BEPXHEM YI/ly COOTBETCTBYHOLLYIO
OTMETKY.

Mpu KONMPOBaHMW YTBEPXAEHHOrO AOKYMEHTa ANs AOBEAEHMA ero Ao nosib3oBaTeneit cBegeHns o ero
cTatyce opopMasATCA criegylowmnum obpasom:

- MpPU KONMMPOBAHWUWN YTBEPXAEHHON MHCTPYKLMK, pernaMmeHTa v Tak fasiee BMecTe C NpukasoM, YyTBEPX-
[aloWnM 3TOT JOKYMEHT, YTBEPXAEHHbIN AOKYMEHT COAEPXMT OPOPMNEHHYIO B YCTAHOB/IEHHOM MOpPSsiiKe OT-
MeTKy O TOM, YTO OH SIBASIETCSA NPUSIOKEHUEM:

MpunoxeHne Ne 1
K npukasy AO «[lMpodunb»
oT 15.05.2025 Ne 185

- €CJZIN NHCTPYKUKNA, pernamMeHT n Tak gasiee Konmpyetcs 6e3 npukasa, yrsepxgarowero 3Tot 4OKYMEHT,
I'IepBbIVI NNCT yTBEPXAEHHOIO AOKYMEHTaA nepenevyarbiBaeTCA C yKadaHMeM TOJIbKO rpmq:)a yTBEPXAEHNA:

(PernameHT) YTBEPXAEH
npukaszom AO «MNpodunib»
ot 15.04.2025 Ne 185

5.20 Mpndh cornacoBaHns [OKyMeHTa MPOCTaBAAeTCHA Ha AOKYMeHTax, COrnacoBaHHbIX opraHamu Bna-
CTW, OpraHu3auusMun, AO/MKHOCTHbIMU nuuamu. Fpud cornacoBaHMs B 3aBUCUMOCTU OT BuAa LOKYMEHTa ”
0co6eHHOoCTeli ero 0QOpMAIEHUA MOXET MPOCTABNATLCS:

- Npu cornacoBaHun fOKyMeHTa CTOPOHHEN opraHm3aumein — Ha NepBoM NiMcTe AoKyMmeHTa (ecnu foky-
MEHT UMEET TUTY/IbHbI/ NNCT — Ha TUTY/IbHOM JIUCTE) B /IEBOM BEPXHEM YI/1y Ha YPOBHE rpuca yTBEPXAEHUS;

- Npy cornacoBaHuUy AOKYMEHTa KOonnernasnbHbiM OpraHoM, BXOAAWMUM B CTPYKTYpY opraHu3alum, — Ha
nocnegHem nucte AOKYMeHTa nof TEeKCTOM OT JIEBOr0 NO/s LOKYMEHTa,;

- nNpu 60/1bLIOM YKC/IE COrNacyLMX CTOPOH — Ha JINCTE COr/lacoBaHus, AB/SIOLLEMCSA HEOTbEM/IEMOIA
4yacTblo AOKYMeHTa.

F'pud cornacosaHmsa coctout m3 cnosa COMJTACOBAHO, HanMcaHHOro nNponucHbiMu GykBamMu 6e3 Ka-
BblYEK, AO/DKHOCTM Mua, KOTOPbIM COr/lacOBaH AOKYMEHT (BK/IO4Yas HaMMeHOBaHue opraHusauunun), ero cob-
CTBEHHOPYYHOW NoANuCK, MHULMANO0B, damMunaumn, aatbl COrnacoBaHus.

Cnoso COIMMACOBAHO ponyckaeTcsa cornacosbiBaTb C HaMMeHoBaHMeM Buaa LOKYMeHTa:

MHuctpykuna — COINTACOBAHA

PernameHt — COIJTACOBAH

MonoxeHne — COIMMACOBAHO

Mpumep
COINACOBAHO
Oupektop BHUNAAL

(noanwuce) n.0. damunns
Jata

Ecnu cornacoBaHve OCYLLECTBASETCA KOJSierManbHbiM OPraHoMm, B rpuche COrlacoBaHWs ykasbiBaloT
cBefleHUss 06 opraHe, cor/flacoBaBLUEM [OKYMEHT, AaTe W HOMepe MpoTOoKosa, B KOTOPOM 3addMKCUMPOBAHO
peuwieHne o cornacoBaHuun. Ecim cornacoBaHme oCyWecTBSeTCA NMUCbMOM, YKa3blBaloT: BUA A0KYMEHTa, Hau-
MeHoBaHue opraHusauun, cornacoBaslleli JOKYMeHT, AaTy ¥ HoMep nucbMa.
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Mpumep

COIrMACOBAHO MonoxeHue
CoBeTOM ANPEKTOPOB
AO «Mpocunb»

(‘npoTtokon ot Ne )
nnu
COI'MACOBAH PernameHTt
nucemMom PocapxuBa
oT No

Mpu cornacoBaHUn fOKYMEHTA HECKO/IbKUMU OpraHnusauuMsaMn rpudbl cornacoBaHusa pacnosaraioTca Ha
04HOM ypoBHe. Ecnu cornacywouwmx opraHusauunin 6onble ABYX WAU €CNu ecTb rpudd yTBEpPXAEeHUs, rpudbl
corfiacoBaHusa pacnonaralnTca gpyr noj Apyrom.

5.21 Busa cBugeTenbLCTBYeT O COrlacun WaM Hecornacum AO/MKHOCTHOro nuua (paboTHuka) ¢ cogep-
XaHuem npoekTa AOoKymMeHTa. Busoi odopmnseTcs BHyTpeHHee corfacoBaHue JOKymeHTa. Busa Bkawuaer
[O/DKHOCTb nua, BU3NPYIOLWEro AOKYMEHT, NOANUCH, paclwndpoBKy nognucy (MHMUuansl, damunui) n gaty
BU3MpPOBaHMA.

Mpumep

PykoBoauTeNb HOPUANYECKOTO OTAENA

(noanuce) n.0. damunus
Jata

Mpyn HanMuMn 3aMeyvaHnin K 4OKYMeEHTY BU3Y O0hOopMASAIT criegyowmm o6pa3om:

Mpnmep

3ameyaHus npunarakwTcs.
PykoBoauTens opugnyeckoro otgena

(noanuce) n.0. damunus
Jata

B opraHusaunsax, NPUMEHSAILWMNX CUCTEMbl 3/1EKTPOHHOIO [LOKYMeHToo60poTa, cornacoBaHue MoxeT
NPOBOAUTLCA B 3/1EKTPOHHON hopme cornacHo NOCT P MCO 15489-1.

B gokymeHTax, MOA/IMHHUKA KOTOPbIX XPaHATCA B OpraHu3auuu, BU3bl NPOCTaB/AT Ha nocnegHemMm nu-
CTe AOKYMeHTa noj noAnucelo, Ha 060poTe nocsefHero nucta NoAJ/IMHHMKA OOKYMeHTa WaW Ha iucte corna-
coBaHuA (BM3MpOBaHUA), NpunaraemMom K LOKYMEHTY.

B ncxogauwmx 4okyMeHTax BU3bl MPOCTaABAAIOTCA Ha 3K3eMnasapax AOKYMEHTOB, MOMeLLaeMblX B Aefo.

Mo ycMOTpeHW0 opraHmMsaunm MoxeT NPUMEHATbCHA MOSIMCTHOE BU3MPOBaHWE AOKYMEHTa W ero npuso-
XEHUA.

5.22 Moanvchb BKAOYAET: HAaMMEHOBaHMe AO/HKHOCTM Nnua, NoAgnucbiBalLWero AOKYMeHT, ero co6CcTBeH-
HOPYYHYIO NoANUCb, paclwngpoBKy noanucu (MHULKManNbl, pamMmunus).

B pacwwngpoBke nognucu mexagy uHuunanamv u amunvein genaetca npoben. Mexay uHuumnanamu
npo6en oTCcyTCTBYET.

Mpumep

FeHepasibHblli AUpeKTop Mopgnucek nN.0. damunnna

Ecnu goKyMeHT ohopM/IEH He Ha 6/1aHke, B HaMMeHOBaHWE AO/HKHOCTW BK/OYAeTCA HauMMeHOBaHue
opraHusauun. flonyckaeTca LeHTpupoBaTb HaMMeHOoBaHWe [O0/HKHOCTU nuua, nognucaBllero AOKYMeHT, OT-
HOCUTE/NIbHO CaMOi A/IMHHON CTPOKM.
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Mpumep

eHepasibHbIli ANPEKTOP Moanuck n.0. damununsa
AO «[pochnnb»

Mpy ocopMaeHUn AOKYyMeHTa Ha GraHKe AO/HKHOCTHOTO fuua AOJ/HKHOCTb 3TOro fiMua B MOANUCK He
yKasblBaeTcs.

Mpumep

Moanuce N.0. damnnung

lMpn nognucaHun AOKYMEHTA HECKONIbKMMU LO/HKHOCTHBIMU /inLamMn, 3aHMMalLWwmnUmMn pasHoe nosioxe-

HMe, UX NoAnucy pacnonaralTcs ogHa Noj ApPYroi B nocnenoBaTesibHOCTU, COOTBETCTBYIOLEN nepapxun 3a-
HUMaeMblIX AO/HKHOCTEN.

Mpumep
OnpekTtop Moanucek N.0. damunnunsa
naBHbI Byxrantep Mopnuck n.0. damunusa

Mpu nognucaHun [OKYMeHTa HEeCKONbKUMU NMLaMu paBHbIX LO/HKHOCTEN Mx moanucy pacnosaratTcs
Ha O4HOM YpPOBHE.

Mpumep
3amecTuTenb gupekropa 3amecTuTens gupekrtopa
no oMHaAHCOBbLIM BOMpocam no agMWHUCTPaATUBHbLIM BOMpocam
Mopgnucek nN.0. damunnus Moagnucok n.0. damnnusa

B fokymeHTax, coCcTaB/NIEHHbIX Komuccuei, B noanncu ykasbiBaeTca ctaTyC nvua B COCTaBe KOMUCCUN.

Mpumep
Mpepcepnartens komuccumn Moanuce nN.0. damunnusa
YneHbl KoMmuccumn Moanuck n.0. damununsa
Moanuck n.0. damununsa
Moanuchb N.0. damunnunsa

Mpu nognucaHun JOKYMEHTa NINLOM, UCMOJIHAKWMM 0653aHHOCTU PYKOBOAMTENS, NOANUCL OhOPMIIS-
eTCsl C ykasaHueM craTyca [JO/HKHOCTHOrO /inuua B COOTBETCTBUM C NPUKA30M (pPacnopsikeHuem).

Mpumep

M.0. reHepasibHOro AnMpekTopa Moanuce n.0. damununsa
nnn

McnonHsawwmii 06553aHHOCTH Moanuce n.0. damunusa

reHepanbHOro gMpekTopa

lMpn nognucaHum [OKYMeHTa NuMuoM, MMEKLWNM npaso Nognucu B ciiy4ae BPEMEHHOIO OTCYTCTBUA py-
KoBogutend, ncnpaBsneHnda B HauMeHoBaHME OOJIXKHOCTU U paCLUVICprBKy (*)aMVII'II/IVI yXe noarotoBa€HHOIo n
cornacoBaHHOIo npoekta AOKYMeHTa BHOCATCA OT PYKU nUanm C ncnonb3oBaHnem COOTBETCTBYHOLWNX WTaMNOB.
He ponyckaeTca CTaBUTb KOCYH 4epTy, HaAnucb «3a» nepej HammMeHOBaHUEM AO0/IKHOCTM nuua B NoAnucwy,
ec/qin AOKYMEHT nognncbiBaeT MHOE AO0J/IXHOCTHOE nuo0.

5.23 OTMeTKa 06 3/1€eKTPOHHOI MoAnNUcU UCToNb3yeTcs Npu BU3yanusaumm 37eKTPOHHOTo LOKYMEHTA,
NoANMCaHHOIO 3/IEKTPOHHOI NoANMChio, C CO6MIAEHUEM CeayoLInX Tpe6oBaHuii:
a) MEeCTO pasmelleHUsl OTMeTKM 06 3/1eKTPOHHOI NoANMCY AO/HKHO COOTBETCTBOBATb MECTy pasmelle-

HWSI COGCTBEHHOPYYHOI MOAMNMCK B aHANOTMYHOM [OKYMEHTe Ha GYMaXHOM HocuTene;
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6) 2N1eMeHTbl OTMETKM 06 3/1EKTPOHHOW MOANMUCU AOMKHbI 6biITb BUAUMBIMKU M YNTAEMbIMUK MNpPU O0TOGPa-
XEHUW LOKyMeHTa B HaTypa/ibHOM pasMepe;

B) 3/IEMEHTbl OTMETKMN 06 3/1IeKTPOHHO NOANMUCK He AO/KHbI NMEPEKPbLIBATLCA WM HaKnaAblBaTbCsA 4pyr
Ha Apyra;

) 3/1eMEHTbl OTMETKN 06 3/IEKTPOHHOW MOANMUCU He AO/KHbI NEepeKpbiBaTh 3/IEMEHTLI TEKCTA JOKYMEHTa
N Apyrve pekBM3nTbl AOKYMEHTA.

OTmeTKa 06 YyCUIEHHOI KBANM(UUUPOBAHHOW U YCUNEHHON HeKBanMMULUPOBAHHOW 3/IEKTPOHHOW nog-
nucy BkYaeT dpasy «[OKYMEHT noAnucaH 3/eKTPOHHOW NoAMMCbIO», HOMep cepTudukata kawya anek-
TPOHHOI nognucu (ANs YyCUIeHHON HekBaAMMUUMPOBAHHOW NOANUCU — NpPU Hanuyum ceptudukara), hamm-
nno, UMA, 0TYECTBO Bnagesnbla cepTudukata, Cpok 4elNcTBMA cepTudurKkaTa Kioda 3/1eKTPOHHOW nognuciy.

OTMeTKka 06 3/1€KTPOHHOI MOAMMCKM MOXET BKAKYaTb M3obpaxeHue repba, amb6semMbl OopraHa B/iacTu
(opraHusayuun), TOBapHOro 3Haka (3Haka 06CnyXuWBaHUA) opraHM3auunm B COOTBETCTBUM C AENCTBYHLMM 3a-
KoHOAAaTeNbCTBOM.

B cnyyae, ecnv anekTpoHHas NOANUCb COLEPXMUT METKY JOBEPEHHOrO0 BPEMEHMW, OTMeTKa 06 3/1eKTPOH-
HOli nognucu A0J/HKHA BKAYaTb MHOpMaLWUlo O gaTe U BPeEMEHU NoAMMCaHUs 31EeKTPOHHOTO LOKyMeHTa
3NEeKTPOHHOI NoANUCHIO, BHEWHWI BUA METKM AOBEPEHHOIO BPEMEHW yCTaHaBNMBAETCS /IOKaNbHbIMU HOpMa-
TUBHbIMW akTaMu, NPUHATbLIMK B OpraHnu3auum UM no cornalleHunto CTOPoH.

Mpnmep
[OKYMEHT MOAMUCAH
SNEKTPOHHOM MOAMUCHIO
H
anmenosarne CepTuchnkat 1a111aaa000000000011 H.H. Hukonaes
AO0JIKHOCTH

Bnapgeneuy Hukonaes Hukonaiht Hukonaesuny
OelictButenex ¢ 01.12.2023 no 01.12.2024
Jdata n Bpemsa nognucaHmna 01.06.2024 15:00

B cnydyae NpuMeHeHWst NPOCTOI 3MEKTPOHHOW NoAnucy BHELWHWI BUA OTMETKM 06 3/1eKTPOHHON nognu-
CU ycTaHaBNMBAETCS JIOKa/IbHbIMW HOPMATMBHBIMU akTamu, NPUHSTLIMWU B OpraHn3auun, uam rno coriaeHunto
CTOPOH.

5.24 MeuaTb 3aBepsieT MNOA/IMHHOCTb MOAMNUCKU AO/IKHOCTHOTO NMLa Ha AOKYMEHTax, YAOCTOBEepPsoLmnX
npasa nuL, (UKCUpYOWMX akTbl, CBSI3aHHble C (PUHAHCOBLIMU CPeACTBaMU, a TaKXe Ha WMHbIX ALOKYMEHTax,
npefycMaTpuBaloLLIMX 3aBEpPEHME MOAMNUCK MeyvyaTblo B COOTBETCTBUM C 3aKOHOAATE/NIbCTBOM Poccuiickoit de-
aepauuu.

OpraHusayum, umerolne nNnpaBo MCNosab3oBaTh rep6oBble neyaT, PyKOBOACTBYKOTCA NpU MX U3rOTOB/E-
Hum FOCT P 51511.

MeuyaTb NpoOCTaB/seTCS Ha CBOOOAHOM OT TEKCTa MecTe, UMK 3axBaTbiBas YacTb HAVMMEHOBAHUS O0/XK-
HOCTM, Tak YTo6bl OCTaBa/NCb BUAHbI MMEIOLLMECS Ha neyaTun Haanucu u nsobpaxeHus. MeyaTb nNpocTass-
eTcsl, He 3axBaTbiBasi COGCTBEHHOPYYHOI moanucu nuua, nognvMcaBlIEero AOKYMEHT.

JonyckaeTcs o603HaYaTb MECTO A/ MeyaTu Ha JOoKyMeHTe OTMeTKoih «MM» («MecTo nedatm»).

5.25 OTmeTka 06 ucrnosiHuTesie BKAOYaeT hamMuaunio, MMs U OTYECTBO WUCMONIHUTENs, HOMep ero Te-
negoHa. OTMeTka 06 UCMOJSIHATESIe MOXET AOMNOJ/IHATLCS HauMeHOBaHWEM CTPYKTYPHOro nogpasfaefnieHvs u
[O/MKHOCTU, 9NEKTPOHHbLIM afpecoM MCMOMHUTENS.

OTmeTKa 06 ncnosnHMTene oopMsIsieTCcsl Ha NULEBOI CTOPOHE MOCAeAHEro ncTa A4OKYMeHTa OT rpaHu-
bl JIEBOrO MOAS WM, NPU OTCYTCTBUM MecTa, Ha 060POTHOW CTOPOHE SIMCTa BHU3Y CrieBa.

Mpumep

3abenvH MBaH AHApPEEBMNY, KOHTPONIbHOE yNpaB/ieHne, Beaylmnii cneunanmcT
+7(495) 924-45-67, Zabelin@gov.ru

OTMeTKa 06 UCMOMHUTENE MOXET OPOPMIATLCA KAK HUXHMWIA KONOHTUTYN 1 neyaTaTbCs WPUPTOM MEHb-
wero pasmepa. B cnyyae opopMIeHUss PEKBM3UTA LIPUPTOM MEeHbLUIero pasmepa pekoMeHAyeTCcsl UCMNosib30-
BaHMe Kerfs Ha [Ba MyHKTa MeHbLUero pasmMepa, YemM OCHOBHOI TEKCT.

5.26 OTMeTKa O 3aBepeHun Konuu oopmaseTcs A8 NOATBEPXAEHUSA COOTBETCTBUA KOMWUW [OKY-
MeHTa (BbIMUCKA W3 AOKYMEHTA) NOAJIMHHUKY AOKyMeHTa. OTMeTKa O 3aBepeHun Konuu npocTaBfsieTcs nof
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PEKBU3UTOM «MOAMUCL» U BKNHOYAET: CNIOBO «BepHO»; HaMMeHOBaHMe AO/KHOCTM Nnua, 3aBEPUBLLETO KOMWUIO;
€ro COOGCTBEHHOPYYHYI MNOANUCH; pacwmndpoBKy nognucu (MHUUKnanbl, hamMmnaunio); gaty 3aBepeHus Konuu
(BbINMCKN U3 JOKYMEHTA).

Mpumep

BepHo
MHcnekTop cnyx6bl KaapoB Mopnuck N.0. damunnuna
Jata

Ecnn konus BblgaeTcs AN npeactaBneHVs B APYryl opraHu3auuio, OTMeTka O 3aBepeHuu Konuu fo-
NOMIHAETCHA HaAMWCbID O MecTe XpaHeHWs AOKYMeHTa, C KOTOporo 6bina msrotoBneHa konus («MognuvHHKK
[OKYMeHTa HaxoguTcsa B (HaMMeHOBaHue opraHusauuun) B gene Ne .. 3a ... ro4») 1 3aBepseTcsa nevatbl op-
raHusayum.

[nsa npocTtaBneHns OTMETKM O 3aBEPEHUM KOMUU MOXET MCNOMb30BaTbCA LITaMN.

5.27 OTmeTKa 0 NOCTYM/JIEHUN AOKYMEHTa CAYXWUT ANSA NOATBEPXAEeHUs hakTa NOCTyn/eHUss AOKYMEH-
Ta B OpraHuM3ayuio 1 BKOYaeT AaTy MOCTYN/EHUS U BXOAAWMA perucTpauuoHHbIil HoMep JokymeHTa. [Mpu
Heob6XxoAMMOCTM OTMEeTKa O NOCTYM/IEHUN MOXET LOMOMHATLCA yKa3aHMeM BpemMeHW NOCTYN/eHus B yacax U
MWHYTax 1 cnocoba AOCTaBKM AOKYMeEHTA.

[ns npocTaBfeHUss OTMETKM O MOCTYN/IEHUM AOKYMEHTA MOXET MCMNOJ/Ib30BaTbCA LWITaMM.

5.28 Pe3onouusi COAEPXNUT yKazaHUe Mo UCMOMHEHUIO AOKyMeHTa. Pe3ontoumss opopmasieTcsa Ha CBO-
604HOM MecTe paboyero noss JOKyMeHTa, Ha 6/1aHKe pe3osTouumn UM BHOCUTCA HEMOCPEACTBEHHO B CUCTEMY
3/1EKTPOHHOI0 AOKYMeEHTo0b6opoTa.

Pesontouusa BkawyaeT: dhamunnio, MHULManbl UCNOAHUTENS (MCNOTHUTENER), NopyYeHne No AOKYMEHTY,
npyv Heo6X0ANMMOCTM — CPOK UCMOJSIHEHUSA, MOANUCH NNLA, BbIHECLLIErO Pe30Lumio, AaTy pe3oiiymu.

Mpumep

damunna N.0.

Mpowy noArotoBuUTb NpegnoxeHna Kk 15.04.2025.
Moanuce

Jata

5.29 OTMeTKa 0 KOHTpOJie CBUAETEeNbLCTBYET O NOCTAHOBKE [JOKYMEHTA Ha KOHTPO/b, MPOCTaBiseTcs
WTamMnom «KoHTPOsib» Ha BepXHeM MNosie AOKYMeHTa U/MaM BHOCUTCA HENOCPEACTBEHHO B CUCTEMY 3/IEKTPOH-
HOr0 A0KYMEeHTo060poTa.

5.30 OTMeTKa 0 HanpaBfieHUW AOKYMeHTa B Ae/0 onpefenseT MecTo XpaHeHUs JOoKyMeHTa nocse 3a-
BepLleHNs paboThbl C HUM U BKIOYAET: cfioBa «B Aeno», UHAeKC gena no HoMeHknaType Aen, B KoTopoe Mo-
MeliaeTca AOKYMEHT Ha XpaHeHue, C yKkazaHuem roda, AO/HKHOCTM Nvua, opopMUBLIEro OTMETKY, MOAMUCH,
AaTbl.

Mpumep

B peno Ne 01-18 3a 2024 .
3aB. 0TAENOM KOpPNOopaTUBHbIX MPOEKTOB

Moanuce [Jata

OTMeTKa 0 HanpaB/ieHUN LOKYMeHTa BAEeN0 MOXeT AONONHATLCA KpaTKUMU CBeAeHUAMN O pesybTaTax
MNCNOJIHEHNA [OOKYMEHTA.

531 WTpuxkog (QR-koA) AOKYMeHTa pasmelialnT B NPaBOM HUXHEM Yrny NepBOro aAucTta AOKYMEHTa,
a npu oTcyTCcTBUM CBOGOAHOrO MecTa — B MPaBOM BEPXHEM YI/y WX Ha ApYyroM cBO6OAHOM OT TEKCTa mecTe
LOKYMeHTa AN aBToMaTv3auuy novcka AOKyMeHTa B MH(hopMaLnoHHOW cucteme.

14



FOCT P 7.0.97—2025

6 bBbnaHkKn AOKYMEHTOB

6.1 Ana NnoAroToBKM AOKYMEHTOB OpraHu3aumnn ucnosb3ylT 6/1aHKy yCTaHOBEHHOro obpasyua v unctble
nucTbl Bymaru.

Ona wu3rotoBneHma 6n1aHKOB [OKYMEHTOB ucnonb3yetca 6ymara dgopmatoB A4 (210 * 297 wmwm),
A5 (148 x 210 wmMm); p[nAa  M3roToBsieHWs 6GAaHKOB pe3oniounii  ncnonb3lyerca OGymara dopmMaTtos
A5 (148 x 210 mm), A6 (105 x 148).

Mpu n3gaHuM [OKYMEHTOB ABYMSA unu 60siee opraHusauusamu, ucnonbdyetca dymara popmarta A4, Ha
KOTOPOW BOCNPOU3BOAATCA PEKBU3UTbLI BCEX OpraHun3auuii, NoArOTOBUBLLNX AOKYMEHT.

Ha 6naHke un3rotaenMBaeTca nepsas cTpaHuua (NUCT) AOKYMeHTa, nocnefylime cTpaHuubl (INCTbI)
N3rotTaB/INBalOTCA Ha Gymare cOOTBETCTBYHOLWEro opmara.

Kaxablil NUCT OoKyMeHTa, OoOpPM/IEHHbIA Ha 6n1aHke uanm 6e3 Hero, AO/MKEH UMeTb MOMS He MeHee:

20 MM — neBoe€;

10 Mmm — npaBsoe;

20 MM — BepxHee;

20 MM — HUXHee.

JOKyMeHTbl AnuTenbHbiX (CBbie 10 NeT) CPOKOB XPaHEeHUA [O0/KHbl MMEeTb /ieBOe MoJie He MeHee
30 mwm.

6.2 OpraHusaunm Ucnonb3yT 61aHKN AOKYMEHTOB, WU3rOoTOBJ/IEHHbIE Ha 6yMaXHOM HocuTesne (6naHku
[OKYMEHTOB dhefiepanbHbiX OpraHoB rocyfapCTBEHHON BnacTu ¢ BOCnpousBegeHneM FocyaapCTBEHHOrO rep-
6a Poccuiickoli degepauum n3rotaBamealTCca nonaurpaguyeckumy npegnpuaTuaMu, UMeLwWwumMmn ceptudmka-
Tbl O HA/INYMMN TEXHUUYECKNX U TEXHOTOTNYECKNX BO3MOXHOCTEN 4151 KAYeCTBEHHOr0 M3roTOB/IEHUA YKa3aHHOro
BMAa Npoaykuumn), U/Mnn anekTpoHHble WwabsoHbl 6/1aHKOB. BnaHknm Ha 6yMaXHOM HOcUTEeNe W 3/1eKTPOHHbIE
WwabnoHbl 61aHKOB AO/MKHbI 6bITb UAEHTUYHBI MO COCTaBY PEKBU3UTOB, MOPSAAKY UX PACMONOXEHUSA, FApPHUTY-
pam wpudTa.

BnaHkn 0OKYMEHTOB Ha 6yMaXHOM HOCUTENEe U 3/IEKTPOHHbIE Wab/ioHbl 6/1aHKOB M3roTaB/INBAOTCA Ha
OCHOBaHWUM MakeToB 6/1aHKOB, YTBEPXAAEMbIX PYKOBOAMTENEM OpraHusaluu.

BnaHkn fOKyMeHTOB crefyeT u3rotaBnuBaTtb Ha 6esnoii 6ymare unn 6ymare cBeT/ibix TOHOB. Bymara, Ha
KOTOpOI n3roTaBnAuBakTCA 6NaHKM AOKYMEHTOB WM BTOPOW M nocnegyrouime ANCTbl AOKYMeEHTa, A0/KHA 6biTb
OAVHaKOBOro KayecTBa.

ONeKTPOHHble WabnoHbl 6/1aHKOB AOKYMEHTOB W 3/IEKTPOHHbIE Wab/ioHbl AOKYMEHTOB [O/IKHbI ObITb
3alimuLeHbl OT HECAHKLMOHMPOBAHHbIX U3MEHEHWA.

6.3 BriaHkn AOKYMEHTOB OOPMAITCA B COOTBETCTBUM C npusioxeHnem Bb. OpueHTUpPOBOYHbIE Tpa-
HULbI 30H PAcnosioXeHUa pPekBM3UTOB 0603HaYeHbl NYHKTUpPOM. Kaxaaa 30Ha onpefenseTcsa COBOKYMHOCTbIO
BXOAALWMNX B HEEe PEKBU3NTOB.

6.4 B 3aBMCMMOCTU OT pacrnofioXeHUs PeKBU3UTOB yCTaHaBNMBaeTCs [Ba BapuaHTa 6/1aHKOB — Yr/o-
BOin (pucyHok B.1) u npogonbHbiii (pucyHok B.2).

6.5 Peksusntbl 01,02, 03 pacnosiaraloTca Ha BEpXHEM Nose fOoKyMeHTa Hafg peksusutom 05 nocepenu-
He 30Hbl, 3aHATON 3TUM PEKBU3UTOM.

PekBun3ut 03 MOXeT pacnonaratbCa cfieBa Ha ypoBHe pekBusuta 05.

Peksusntbl 05, 06, 07, 08, 09, 13, orpaHunyMTesibHble OTMETKU AnA peksusutos 10, 11, 12 B npegenax
rpaHuL, 30H pacrnonoXeHUss PekBM3NTOB pasmeLlatTcsa O4HUM M3 CNOCOO6OB:

- UEeHTpMpOBaHHbIM (Hayasno ¥ KOHeL, KaxJOh CTPOKM PEeKBU3UTOB PaBHO yAasieHbl OT rpaHul, 30Hbl pac-
NONOXEHNA PEKBU3UTOB);

- hbnaroBbIM (Kaxgas CTpoka PeKBU3NTOB HauMHaeTCs OT /IeBOI rpaHuLbl 30Hbl PACMNOJIOXKEHUA PEKBU-
31TOB).

6.6 YcTaHaBnunBawTCA cnefyolme Buabl 6/1aHKOB LOKYMEHTOB OpraHusauunu:

- o6WMmiA 6naHk;

- 6N1aHK nucbma;

- 6/1aHK KOHKpETHOro BuAa AOKYMeHTa.

HopMaTMBHbIMU akTamu opraHuM3auuy ycTaHaBIUBaKTCA BUAbl NPUMEHAEMbIX 6/1aHKOB U UX pa3HOBUA-
HocTu (6/1aHK MMCbMa CTPYKTYPHOro nogpasfgeneHvs, 671aHk nucbMa AO/MKHOCTHOTO Auua, 6naHk npukasa,
61aHK pacrnopshkeHus, 6n1aHK npoTokona u gp.).

O6pa3subl 6/1aHKOB OKYMEHTOB NpUBEAEHbI B NPUIOXEHUN B.

6.7 O6wwniA 61aHK MCNOMb3yeTCcs ANA W3rOTOBMAEHMA NbbiX BMAOB AOKYMEHTOB, KpOMe [ef0BOro
(cnyxe6Horo) nucbma.
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O6uwMmii 6naHK B COOTBETCTBMM C y4ypeauTeslbHbIMW AOKYMEHTaMW OpraHusauun u fokanbHbIMU HOp-
MaTMBHbIMW akTamu BkAwYaeT pekBuautbl 01 (02 unm 03), 05, 06, 07, 13 u orpaHNYUTE IbHbIE OTMETKN AN
peksusutos 10, 11, 16, 17.

BnaHk nucbma B 3aBUCUMOCTU OT yYypeAuTeNbHbIX LOKYMEHTOB OpraHu3auunM u nokKanabHbIX HOpMaTUB-
HbIX akTOB BkatoyaeT pekBuanTtbl 01 (02 nnm 03), 05, 08, orpaHMunTEeNbHbIE OTMETKM Ans peksm3nTtoB 10, 11,
12, 15, 17. bnaHKk NucbMa CTPYKTYPHOro nogpasgeneHnsa 4onoNHUTENbHO BKAoYaeT pekBu3nT 06, 61aHK NUCb-
Ma L0O/DKHOCTHOro nuua — pexksusnt 07.

BnaHk KOHKpeTHOro Buga AOKYMeEHTa, KpOMe nucbMa, B 3aBUCUMOCTM OT yupeauTesibHbIX LOKYMEHTOB
opraHmM3aumnm n noKaabHbIX HOPMaTUBHbLIX aKkTOB BKAtOYaeT pekBu3ntbl 01 (02 nam 03), 05, 09, 13 u, npu He-
06X0AMMOCTM, OTPaHNYNTENbHbIE OTMETKM AN TpaHuL, 30H pacnosioxeHuns peksusutos 10, 11, 16, 17. bnaHk
KOHKPETHOro BuAa AOKYMeHTa CTPYKTYPHOro nogpasfesieHus AONOJSIHUTENbHO BkAoYaeT pekBuanTt 06, 61aHk
OOJ/IKHOCTHOrO nuua — peksnsut 07.

6.8 B opraHax BnacTtu u opraHusauunax pecny6nuk Poccuiickon ®egepauun, MCNonb3yLWwmux Hapsaay ¢
PYCCKMM f13bIKOM Kak rocygapcTBeHHbIM 5i3blIkoM Poccuiickoii degepauunm rocygapcTBeHHbIN s3blK (rocyaap-
CTBEHHbIE A3bIKW) pecnyb6vK, NCNOMb3YITCA 6N1aHKn LOKYMEHTOB Ha PYCCKOM fA3blKe W roCyapCTBEHHOM SA3bl-
Ke (rocyfapCTBEHHbIX f3blkax) pecny6auk: yrnoBble (PeKBM3UTbl HnaHka pacnosaralTcs Ha O4HOM YPOBHE:
Ha PYCCKOM f3blke — C/ieBa, Ha rocygapcTBeHHOM s3blke (roCyfapCTBEHHbIX A3blkax) pecnyb/uk — cnpasa)
NN NpofonbHble (PeKBU3UTLI 6/1aHKa Ha PYCCKOM A3blke — CBEepXy, PeKBM3WUTbl 61aHKa Ha rocygapCTBEHHOM
A3blke (fOCYy[apCTBEHHbIX A3blKax) pecnyb6/uk — HUXeE).

[na nepennckn ¢ MHOCTPAHHbIMW KOPPECNOHAEHTaMW UCNO/b3YIT 6/1aHKN Ha ABYX A3blKax — PYCCKOM
N aHrAniickom (PMCyHOK B.8) nam MHOM MHOCTPAHHOM £I3bIKe.
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MpunnoxeHue A
(cnpaBo4HOE)

PacnonoxeHne pekBU3NTOB Ha TUTY/IbHOM JINCTE AOKYMeHTa

HanmeHoBaHVe opraHusaumm

Mprth cornacoBaHnst 4OKYMeHTa Mpunch yTBEPKAEHWST [OKYMEHTa

HaumeHoBaHMe BUaa AOKYMEHTa

3aronoBOK K TEKCTY

MecTo cocTaBneHvst (M38aHNsA) 0KYMeHTa — rof, U3aHns AOKyMeHTa

PucyHok A. 1— PacnonoxeHve pekBus3nToB Ha TUTYIbHOM NIUCTE JOKYMEHTa
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PucyHok B.1 — PacnonoxeHvne pekBM3UTOB W rpaHnLpbl 30H Ha dpopmate A4 yrioBoro 6/1aHka
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PucyHok B.2 — PacnofnioxeHue pekBu3UTOB 1 rpaHuLibl 30H Ha doopmate A4 NpofosibHOro 6n1aHka
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MpunoxeHve B
(cnpaBo4yHOE)

O6pasubl 6/1aHKOB AOKYMEHTOB

Pocapxus

depepanbHoe GKUPKETHOE yUupexaeHne
«Bcepoccuiicknii Hay4yHo-UccnegoBaTebCKNii UHCTUTYT
[IOKYMEHTOBE/IEHUS 1 apXMBHOIO Aena»
(BHUUOAL)

MockBa

PucyHok B.1 — O6pasel, obuiero 61aHka opraHMsaumm
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Pocapxvs

denepanbHOEe GHOMKETHOE yUpexaeHune
«Bcepoccuincknii Hay4Ho-
nccnefoBaTelbCKUA UHCTUTYT
[OKYMEHTOBeeHUS U apXUBHOTO Aenax»
(BHUUAAL)

MpodpcorosHas yn., 4. 82, Mockea, 117393
Ten./coakc: (495) 718-78-74;
e-mail: mail@vniidad.ru; http:/mmw.vniidad.ru
OKIMO 02842708; OI'PH 1027700380795;
MHH/KMMN 7708033140/771001001

Ha Ne oT

PucyHok B.2 — O6pasel, yrnoBoro 671aHka niucbmMa opraHusaumm
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PocapxuB

denepanbHoe 6GOOXKETHOE yUpexaeHune
«Bcepoccuiickuii HayuHo-UccneaoBaTeNbCKUA UHCTUTYT
OOKYMEHTOBEAEHUS U apXNBHOIO Aesia»
(BHUNIAL)

MpodcotoszHaa yn., a. 82, Mocksa, 117393
TenYdakc: (495) 718-78-74; e-mail: mail@vniidad.ru; http:/Mmwww.vniidad.ru
OKIMO 02842708; OFPH 1027700380795; MHH/KMM 7708033140/771001001

Ha Ne oT

PucyHok B.3 — O6paseL, NpoaoibHOro 61aHka nucbma opraHusaumm
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Pocapxus

denepanbHOe GHOMKETHOE yUpexaeHune
«Bcepoccuiickuii Hay4yHo-uccnenoBaTesIbCKUii UHCTUTYT
OOKYMEHTOBeeHUs1 1 apXUBHOTO Aena»
(BHUWOAL)

SAMECTUTENDb OVNPEKTOPA

MpodcotosHasn yn., 4. 82, MockBa, 117393
Ten./dbakc: (495) 718-78-74; e-mail: mail@vniidad.ru; http://www.vniidad.ru
OKMO 02842708; ON'PH 1027700380795; MHH/KMM 7708033140/771001001

Ha Ne oT

PucyHok B.4 — O6pa3sey, npofonsHoro 6s1aHka nucbMa AO/MKHOCTHOrO Sinua
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Pocapxus

denepanbHoe GHOMKETHOE yUpexaeHune
«Bcepoccuiickunii Hay4yHo-uccnefoBaTelbCkNin MHCTUTYT
NOKYMEHTOBEAEHNS 1 apXMBHOIO Jena»
(BHUNIAL)

OTPAC/IEBOW LIEHTP MOBbILWEHUA KBANDUKALNMN

MpodpcotosHas yn., a. 82, MockBa, 117393
Ten./dakc: (495) 718-78-74; e-mail: mail@vniidad.ru; http://www.vniidad.ru
OKMO 02842708; OrPH 1027700380795; NHH/KMNMN 7708033140/771001001

Ha Ne oT

PucyHok B.5 — O6pasel, NpofosibHoro 6/1aHka nucbMa CTPYKTYPHOTO NoapasaesieHus
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Pocapxus
depepanbHoe 6IO4KETHOE yUupexaeHne
«Bcepoccnincknii HayyHo-nccefoBaTeslbCkUin MHCTUTYT
[OKYMEHTOBEEHNA N apXUBHOIO Aesla»
(BHNWNAOAL)

MPUKAS

MockBa

PucyHok B.6 — O6pasel, 6/1aHKka KOHKPETHOTO BiAa AOKYMEHTa opraHusaumm
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PocapxuB

desepanbHoe 6IO4KETHOE yUpexaeHune
«Bcepoccuiickuii Hay4yHo-UccneaoBaTeIbCKUn MHCTUTYT
[OKYMEHTOBEAEHUSI 1 apX1BHOIO fena»
(BHUUOAL)

3AMECTUTE/Ib OANPEKTOPA

PACIMOPAXEHUWE

MockBa

PucyHok B.7 — O6pasel, 611aHka KOHKPETHOTO BUAA AOKYMEHTA AO/MKHOCTHOTO ivua
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Pocapxus

denepanbHOe GOMKETHOE yUpexXaeHe
«Bcepoccuiickuii Hay4HO-MccnegoBaTebCKUin
WHCTUTYT LOKYMEHTOBEEHUS 1 apXMBHOIO fena»
(BHUUAAL)

MpodpcorosHas yn., 4. 82, Mocksa, 117393
Ten./dakc: (495) 718-78-74; e-mail: mail@vniidad.ru; http:/www.vniidad.ru
OKMO 02842708; OrPH 1027700380795; NHH/KMNMN 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://iwww.vniidad.ru

Ha Ne or

PucyHok B.8 — O6paseL, Npofo/ibHOro 6/1aHka NMcbMa OpraHM3aumm Ha AByX f3blKax
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Pocapxvs

depepanbHOe BIOMKETHOE yUpexgeHue
«Bcepoccuiicknii Hay4Ho-
nccnenoBaTesibCkUii UHCTUTYT
OOKYMEHTOBeZIeHNS U apXMBHOTO Aena»
(BHNMNAAL)

MpodcotosHasa yi., 4. 82, MockBa, 117393
Ten./pakc: (495) 718-78-74;
e-mail: mail@vniidad.ru; http://www.vniidad.ru
OKIMO 02842708; OFPH1027700380795;
WHH/KMNMN 7708033140/771001001

Ha Ne oT

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:/mww.vniidad.ru

PucyHok B.9 — O6pa3seL, yrioBoro 6/1aHka NucbMa opraHn3almm Ha ABYyX S3blkax
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Bubnnorpadusa
[1] PefepasibHbIii KOHCTUTYLIMOHHbIN 3akoH 0T 25 aekabps 2000 r. Ne 2-®K3 «O ocygapcTBeHHOM repbe Poccuiickol
depepaunn»
[2] MpaBuna okasaHusl yCryr MOYTOBOM CBSA3W, YTBEPXKAEHHbIE NprKazom MuHUCTEpCTBa LUMAPOBOro pasBuTUsi, CBSA3U

N MaCcCoBbIX KOMMYHUKauuii Poccuiickoin degepaumm ot 17 anpens 2023 r. Ne 382
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YAK 006.35.034(470+571):[005.92:002.1]:006.354 OKC 01.040.20

KntoueBble cfioBa: OopraHM3alMOHHO-pacrnopsiguTenibHas AOKYMeHTauusi, ogopmieHne [OKyMeHTa, 6/aHk
[OKYMEHTa, PeKBU3UT JOKYMEHTa
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