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Mpeancnoeue

1 PASPABOTAH BcepoccuiickuM Hay4yHO-UCCNENOBATENbCKMUM WMHCTUTYTOM [OKYMEHTOBEOAEHUA WU
apxueHoro gena (BHUWOAL)

2 BHECEH TexHu4eckum komuteToM no ctaHaaptusauun TK 191 «HayyHo-TexHuYeckas MHopmauus,
BubnuoTeyHoe 1 M3gaTenbcKoe Aeno, ynpaBrneHue JOKYyMeHTaMu»

3 YTBEPX/EH W BBEJEH B JEWCTBWE MMpukazom denepanbHOro areHTCTBA MO TEXHWUYECKOMY
perynupoBaHnio 1 metponorum ot 26 uoHa 2025 r. Ne 622-ct

4 B3AMEH roCT P 7.0.97—2016

MNpasuna npumeHeHUss Hacmosweao cmaHdapma ycmaHoeneHbl 8 cmamse 26 @edepansHO20 3aKOHA
om 29 uwoHsa 2015 a. Ne 162-03 «O cmandapmusauyuu e Pocculickol ®edepayuu». MHgopmayusa ob u3-
MeHeHUSaX K HacmosuwieMy cmaHdapmy rybrukyemcs 6 exezs00HOM (10 COCMOSAHUK Ha 1 AHeaps meKyuwieao
2o00a) uHghopMayuoHHOM yKazamene «HayuoHanbHble cmaHOapmeiy, a oghuyuanbHbil MmeKecm uamMeHeHul
U MONPasoKk — 8 EXEeMEeCcHYHOM UHOPMAaUUOHHOM ykazamene «HauyuoHanbHeie cmaHOapmel». B cnyyae
rnepecMmompa (3aMeHbl) Uunu ommMeHbl Hacmosuje2o cmaH@apma coomeemcmeyouwiee ygedomMneHue bydem
onybnukoeaHo 8 bruxaliweM 6bINyCKe eXeMeCsYyHO20 UHGHOPMAaUUOHHO20 ykaszamens «HayuoHanbHble
cmaHOapmsi». Coomeemcmayou,as UHGopmayus, yeedoMeHUe U mMeKcmbl pa3Mewalomcs makxe 6 UH-
hopmayuoHHOU cucmeme obue2o nob3o8aHus — Ha oguluansHoM calime @edepanbHo20 azeHmemeaa rno
MexHUYecKkoMy peaynupoeaHuro U Mempoaoauu 8 cemu MHmepHem (www.rst.gov.ru)

© OdpopmneHue. ®IBY «MHcTUTYT cTaHgapTuaayuuy», 2025

HacToawwmin ctaHgapT He MOXeT ObITb MOMHOCTLIO UMK YACTUYHO BOCMPOU3BEOEH, TUPaXXMNPOBAH U pac-
NnpoCcTpaHeH B Ka4vecTBe ocbmu,uaanoro n3gaHus tes pas3pelieHna dJe,qepaanoro dreHTCTBa no TexHu4de-
CKOMY perynmnpoeaHu N MeTponornn
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HAUMWOHANBbHBIA CTAHOAPT POCCUUCKON OEOEPALUMN

Cuctema cTaHgapToB no uHgopmauumn, 6UGNMOTEYHOMY U U3gaTenbCKoMy Aeny
OPTAHU3ALUMOHHO-PACNOPAOUTENBbHAA OOKYMEHTALMNA
TpeboBaHusa K 0hOPMNEHUIO AOKYMEHTOB
System of standards on information, librarianship and publishing.

Organizational and administrative documentation.
Requirements for presentation of records

Oarta BeepeHna — 2025—08—18

1 O6bnacTb NnpUMeHeHuns

Hactoawmn CTaHOapT pacnpocTpaHAeTCA Ha opraHn3aunoHHO-pacnopAgnuTenbHble OOKYMEHTbI: yCTa-
Bbl, NONOXEHWNA, NpaBuna, UHCTPYKUWW, pernamMeHTbl, NOCTaHOBITEHWA, paCnopAXeHWd, Npukaabl, pelleHnd,
NPOTOKONbI, AOTrOBOPLI, aKkThl, NMCbMa, CNpaBKKn 1 OpP. (,D,anee — ,D,OKyMEHTbI), B TOM 4uCrne BKIMH4YeHHbIE B
OK 011-93, knacc 0200000.

HacTtoauwmn CTaHOapT onpenendeT COCTae PEKBU3UTOB OOKYMEHTOB, Npaeuna mx Od‘.)OpMJ'IeHMH, B TOM
Yyncne ¢ nppuMeHeHnem MHCbOpMaLI,I/EOHHbEX TEXHOMOrMA; BUAbI bnaHkoB, cocTas PEKBU3NTOB 6]'faHKOB, CXeMbl
pacnonoXeHnA pekBM3UTOB Ha OOKYMEHTE; 06pa3u,b| 6naHkoB; npasuna co3gaHnAa JOKYMEHTOB. [MonoxeHunsa
HacCToALWero CtaHgaprta pacrnpoCcTpaHAKTCA Ha JOKYMEHTbI Ha 6yMa)KHOM N BNEeKTPOHHOM HOCUTENAX.

2 HopmaTuBHbIE CCbINKH

B HacToslweMm cTaHgapTe UCNONb30BaHbl HOPMATUBHLIE CChINKK HA cnefylolme JOKYMEHThI:

FOCT P 51511 lNeyaTn c BocnpouaeegeHnem [ocynapcteeHHoro repba Poccuiickon ®enepauumn. Gop-
Ma, pasmepbl U TeXHUYeckue TpeboBaHUA

OCT P MCO 15489-1 CwucTtema ctaHOapToB No MHGopMaunu, bubnvotedyHoMy 1 3gaTenbckoMy aeny.
MHpopmMauma n gokymeHTauusa. YnpaeneHuwe gokyMmeHtamu. Hactb 1. NoHATUA ¥ NPUHLMbI

OK 011-93 (OKY[) O6Lwwepoccuiickuid KnaccuukaTop ynpaBneH4Yeckon JOKYMeHTaLUum

MpumedaHue — [lpu NONL30BAHWK HACTOALWMM CTaHAAPTOM LenecoobpasHo NpoBEpPUTE AelCTBUE CCbINoM-
HbIX CTAHOAPTOB (KNaccuuKaTopos) B MHQOPMaLMOHHOW cucTeme obLyero nonb3oBaHusa — Ha oduluansHoM canTe Pe-
AepanbHOoro areHTCTBa No TEXHUYECKOMY PEryNMPOBaHMID U METPOMOTMW B CeTU VIHTEPHET UNK Mo exerogHomy nHgopma-
LUMOHHOMY yKasaTeno «HauunoHanbHele CTaHOapThI», KOTOPbIA 0nyBnnkoBaH No COCTOAHUIO Ha 1 AHBapA TekyLlero roga,
1 MO BbINMYCKaM EXeMeCAYHOro MHOPMaLMOHHOro yKasaTtens «HaunoHanbHsle cTaH4apThl» 3a Tekywuia roga. Ecnu same-
HEH CChINOYHbLIA AOKYMEHT, Ha KOTOPLIA AaHa HedaTWPOBaHHAA CChbiNKa, TO PEKOMEHAYETCH NCMNOMNL30BaTE AEACTBYIOLLYO
BEPCUIO ITOrO AOKYMEHTA C YHETOM BCEX BHECEHHbIX B AaHHYHO BEPCUIO U3MEHEHWIA. ECN 3aMeHEH CChINOYHBIA JOKYMEHT,
Ha KOTOpbLIW AaHa AaTMPOBaHHaA CCbinka, TO PEKOMEHAYETCH UCNONB30BaTh BEPCUIO 3TOM0 AOKYMEHTA C yKa3aHHbIM Bbille
roaoM yTBepaeHus (MpuHATUS). Ecnn nocne yTBepaeHWsA HAcTOSALLEro CTaHAapPTa B CCbINOYHbIA JOKYMEHT, Ha KOTOPbIN
[aHa 0aTUpOBaHHas CCbifKka, BHECEHO M3MEHeHWe, 3aTparvBaloLlee rnonoXeHne, Ha KOTopoe JaHa Ccbinka, TO 3T0 no-
noXeHne pekoMeHayeTca NpuMeHaTb 6e3 yyeTta AaHHOro M3aMeHeHWs. Ecnu ceblNoYHbIi AOKYMEHT OTMeHeH 6e3 3aMeHbl,
TO NOMOXeHWe, B KOTOPOM JaHa CChIfKa Ha Hero, pekoMeHayeTcs NPUMEHsSITe B YacTy, He 3aTparvBatoLlei 3Ty CCbImKy.

MapaHune ochbuumnansHoe
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3 O6wue TpeboBaHMUA K CO3AaHNIO AOKYMEHTOB

3.1 [OokymeHTbl MOryT co3gaBaThCcsl Ha BYMaxXHOM HocuTene W B 3NeKTpPoHHOW hopme ¢ cobnoge-
HWEM yCTaHOBMNEHHbIX NpaBun oopMneHns JOKYMeHTOB. [1Ns co3gaHust JOKYMEHTOB MOTYT UCMOMb30BaTLCA
3MEeKTPOHHble WabnoHbl 6NaHKOB 4OKYMEHTOB W 3NEKTPOHHbIE LWabnoHbl 4OKYMEHTOB.

3.2 Mpu co3gaHnn OOKyMeHTa Ha AByx M Doree cTpaHvLax BTOPYO W NocreayoLline cTpaHvlbl HyMe-
pyloT. HoMepa cTpaHuLl, NpoCcTaBnawTCs NocepeanHe BEPXHEro norns AoKyMeHTa Ha pacctoaHud 10 MM oT
BEpPXHEro Kpas nucra.

[onyckaeTcsi co3faHue OOKYMEHTOB Ha NMUUEBOW M 0bOpOTHOW cTopoHax nucTta. [Mpyu ABYyCTOPOHHEM
CO3[1aHWUW AOKYMEHTOB LUMPUHA MEBOr0 Monsi Ha NULEBON CTOPOHE NMCTa M NpaBoro nons Ha 06opoTHON CTo-
poOHEe NUCTa A0MKHbI BbITh PaBHbI.

3.3 MapHuTypa 1 pasmepsbl WpudTa, NCNONMbL3YEMOTO OpraHn3aunen, ycTaHaBnMBaTCa B HOPMaTUBHbIX
akTax opraHuasaLuu.

Onga odhopMmneHus AOKYMEHTOB peKOMeHayeTcs UCnonb3oBaTh pa3mepbl wpudTos Ne 12, 13, 14.

Mpw coctaBneHuu Tabnuy u npu opopmneHnn pekemauTtor 08 n 25 (cm. pasgen 4) gonyckaeTcsl UCNONb-
30BaThb WPUMTEI MEHbLLUUX PAa3MEpPOB.

3.4 AbzauHbli OTCTYN TekcTa JokymeHta — 1,25 cMm.

3aronoBku pa3genos M Nogpasgenos nevaTalTcs ¢ ab3alHbIM OTCTYNOM iKW LeHTpupytoTesa 6es absau-
HOro OTCTYNa Mo WUpUHe TeKcTa.

MHOrocTpoYHble PEKBU3UTLI NEYATAOTCH Yepes3 OQWH MEXCTPOUYHLIA MHTEepBarn, COCTaBHbIE YacTu pek-
BU3WTOB OTAENSKTCA AONOMHUTENBHLIM NHTEPBANOM.

CTpOKM MHOTOCTPO4HLIX PEKBU3UTOB BbIPABHUBAKOTCSH MO JIEBOMY KpPak 3aHUMAeMON UMW 30HbI UMK LEH-
TPUPYHTCH OTHOCUTEINbLHO CaMOW ANUHHOW CTPOKM.

TeKcT gokyMeHTa nedyartaercs Yyepes 1—1,5 MeXCTPOYHbIX UHTEpBana.

Ecnu okyMeHT roToBMTCA ANSt M34aHUS C YMeHbLleHneM Maclutaba, TeKCT nevataeTcs Yyepes OBa WH-
Tepeana.

WHTepean mexay BykBamu B crnoBax — OBbIYHLIA.

WHTepean mexay cnoBaMmu — ofuH npoben.

3.5 TekcT gOKyMeHTa BbipaBHMBAETCHA MO LWMPWHE nvcTa (Mo rpaHuuam feBoro M MnpaBoro nomnew
OOKYMeHTa).

[nvHa camoi ANMHHOM CTPOKW peKBU3nTa Npu yrioBOM pPacronoXeHun pekBusmTos — He Honee 8 cwm.

OnvHa camoi ONWHHOM CTPOKKU PEKBU3UTA MPU NPOLONBHOM PaCMnOSIOXEHUN PEKBU3MTOB — He bonee
12 cm.

3.6 JlokanbHbIMW HOPMaTWMBHLIMUW aKkTamu MOXeT ObiTb NPEaYCMOTPEHO BhlAENeHWe OTAeNbHbIX PEKBU-
3uTOB OnaHka, a Takke oparMeHTOB TeKCTa NONYXUPHbIM LW PUTOM.

3.7 MHoroctpaHuyHble OOKYMEHTbl MOryT OOPMNATLCA C TUTYMNbHBIM TNUCTOM. TUTYINbHBLIA NACT
OOKYMeHTa ohopMIISIETCSH B COOTBETCTBUN C NPUITOXKEHMEM A.

4 PeKBU3UTbI JOKYMEHTA

[Mpw nogroToBke U 0QOPMIEHUN AOKYMEHTOR UCMNOML3YOT CNEAYLINE DEKBU3UTLI:

01 —repb (TocynapcTteeHHbIN repb Poccuiickon ®enepauum, repb cybbekta Poccuinckon ®enepavuim,
repb (repanbguyecknii 3Hak) MyHULMNANsHoOro obpasoBaHus);

02 —ambnema;

03 — ToBapHLIf 3HaK (3HaK 0BCNyXMBaHUS);

04 — xkog chopMbl JOKYMEHTA;

05 — HaMMeHOBaHWe OpraHu3auuu;

06 — HaMMeHOBaHWe CTPYKTYPHOTO nogpasfeneHuns;

07 — HanMeHoBaHWe OOSMKHOCTH,

08 — cnpaBoYHble AaHHble 06 opraHM3auuu;

09 — HavMeHOBaHWe BMAA AOKYMEHTa;

10 — paTta QOkyMeHTa;

11 — perncrTpaunoHHbIA HOMEpP OOKYMEHTa;

12 — ccbinka Ha perncTpauuoHHbIA HOMEP U 4aTy NOCTYMUBLLUENO JOKYMEHTA;
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13 — mecTo cocTaBneHns (M3gaHna) LOKYMEHTA;
14 — rpudp (nomeTka) 06 orpaHuYeHun gocTyna K AOKYMEHTY;
15 — agpecar;

16 — rpud yTBEPHKOEHNA OOKYMEHTA;

17 — 3arofnoBOK K TEKCTY;

18 — TeKCT OOKYMeHTa;

19 — oTMETKa 0 NPUNOXKEHUN;

20 — rpudh cormacoBaHWa OOKYMEHTA;

21 — BK3a;

22 — noanunce;

23 — oTMeTKa 06 aneKTPOHHOW NOAMUCH;

24 — neyartb;

25 — oTmeTKa ob vcnonHuTene;

26 — OTMEeTKa 0 3aBEepPeHNU KoMuu;

27 — OTMEeTKa 0 NOCTYNMEeHUN JOKYMEHTA;

28 — pesonwuus;

29 — OoTMeTKa O KOHTpone;

30 — oTMeTKa 0 HanpaBneHWW OJOKYMEHTa B OENO;
31 — wrpux-kog (QR-kog) AokymeHTa.

5 OcopmneHne peKBU3IUTOB AOKYMEHTOB

5.1 T'epb (FocymapctBeHHbIM repb Poccuiickon ®enepauunn, repb cybbekta Poccuiickon ®enepaumu,
repb (repanbawWyeckuii 3Hak) MyHWUMnansHoro obpasoBaHusl) BOCMPOU3BOAUTCS Ha BnaHkax LOKYMEHTOB B
cooTBeTcTBMM ¢ [1], 3aKoHOOATEeNbHBIMW W UHBIMA HOPMaTUBHLIMKW MPaBOBLIMU akTaMu cybbekToB Poccuin-
ckoin ®egepaln U MyHULMNANbHBIMWA MPABOBLIMK aKTamu.

W3obpaxeHue repba (FocygapcteerHoro repba Poccuiickon ®Pegepaunm, repba cybvekta Poccuiickon
®egepaunun, repba (repanbAWHecKOro 3Haka) MyHuumMnanbHoro obpasoBaHWsA) NomellaeTcsd nocepeguHe
BEepxHero nons 6naHka QOKyMeHTa HaJ peKkBn3vTaMuy opraHn3auum JokyMeHTa Ha pacctosaHun 10 MM oT Bepx-
Hero Kpas nncra.

3anpelyaeTcs OQHOBPEMEHHOE pa3melleHne Ha bnaHke JoKyMeHTa:

- TocypapcTteeHHoro repba Poccunckon ®Penepaumu v repba cybwekra Poccuinckon degepaunu;

- lNocypapctBeHHoro repba Poccwuiickoin ®egepauunn [repba cybbekta Poccuiickon ®Pegepaunn, repba
(repanbAM4ecKoro 3Haka) MyHuumnansHoro o6pasoBaHus] 1 amBnems! opraHusaLum.

5.2 3mbnema opraHusauuu, pazpaboTaHHas v yTBepXAeHHas B YCTaHOBMNEHHOM Nopsaake, pasmellaeT-
Csi B COOTBETCTBMMW C HOPMaTUBHbIMW NPaBOBLIMM akTaMK Ha GnaHkax AOKYMEHTOB: dhefgepanbHbix OpraHoB
rOCyLapCTBEHHON BMNAacTW (3a WCKMIOYEHWEM Cry4Yaes, NpeaycMaTpuBatLlLMX UCNoNb30BaHue M3obpaxeHus
lNocymapcteeHHoro repba Poccuinckon ®epepauun, repba cybbvekta Poccuinckon ®epepaumu, repba (repans-
OMYECKOro 3Haka) MyHULMnansHoro obpasoBaHns), TEpPUTOPUAnbHBLIX OPraHoB defepanbHbIX OpraHoB rocy-
LapCTBEHHON BRacTW, rocyapCTBEHHBIX M HEroCYQAapPCTBEHHbLIX OpraHu3auuin. M3obpaxeHue ambnemsbl no-
MeLllaeTcsl nocepeanHe BepxHero nonsi 6naHka OOKYMeHTa Haj peKkBU3UTaMK opraHvM3auny, Ha paccTosiHUK
10 MM OT BepxHero kpas nucra.

Ha pokymeHTax, n3naBaembiX ABYMS UM HECKONbKUMMW OpraHn3aumammn, JONyCKaeTcs pasMeLleHme am-
tnem Bcex opraHu3auunii.

5.3 ToBapHbI 3HaK (3HaK OBCNYXMBaHWS), 3apErUCTPUPOBaHHLIA B YCTAHOBNEHHOM 3aKOHOoOaTelb-
CTBOM MOpsiAike, BOCNPOU3BOAMTCS Ha BnaHkax opraHusauui B COOTBETCTBMM C YCTaBOM (NonoxeHuem o6
opraHmnsauun). MaobpaxeHue TOBapHOro 3Haka (3Haka obcnyKuBaHWsA) NOMeLLaeTcst NOCepeauHe BEPXHErO
nons 6naHka QOKYMEHTa Haf PeKBU3UTaMM OpraH13aumny Uiv criesa Ha YypoOBHE HaUMMEHOBaHUS opraHu3aumnn
(monyckaeTtcsi 3axBaTbiBaTh YacTb NIEBOroO Nons).

Ha gokymeHTax, n3gaBaemMblx ABYMS UMM HECKOMBKMMW OpraHn3aunsiMv, ONYyCcKaeTea pasMelleHmne To-
BapHbIX 3HAKOB BCEX OpraHM3aLuWiA.

Hapsigy ¢ ToBapHbIM 3HaKkoM (3HakoM obcnyxuBaHWA) Ha BnaHkax OOKYMEHTOB MOXET yKa3biBaTbCs
KoMMep4deckoe 0603HaYeHne puauYecKoro nuua.
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5.4 Kog dopmbl AOKyMeHTa MpocTaBnsercs Ha yHUULMPOBAHHbLIX hopMax OOKYMEHTOB B COOTBET-
ctBun ¢ OK 011-93 unu nokanbHbIM Knaccudmukatopom, pacnonaraeTtca B NpaBoM BEpPXHeM yriy paboyero
nons JOKYMeHTa, cOCTOWUT U3 croB «Popma no» (HanMmeHoBaHWe KnaccudukaTopa) v uMgpoBoro koaa.

TMpumep

®opma no OKY[ 0211151

5.5 HaumeHoBaHne opraHuszauun Ha BnaHke OOKYMEHTa [OMXHO COOTBETCTBOBAThL HAWMEHOBaHMWIO
HOPUAMYECKOrO NNLA, 3aKPENeHHOMY B €ro y4peauTenbHbIX JOKYMeHTax (yctase unu nonoxenunu). MNog Hau-
MEHOBaHUEM OpraHM3aunn B CKODKax yKasblBAETCA COKpalleHHOEe HaMMEeHOBaHWe OpraHvM3auun, ecriv OHO
NpPegycMOTPEeHO ycTaBoM (MONoXKeHUeM).

Hap HanmeHoBaHWeM opraHu3aLuy yKasblBaeTCcs NONHOe UMM COKpalleHHOe HalMeHOBaHWE BbILLECTO-
Aller opraHmsauuu (Npy ee HanNU4uwn).

Ha pokymeHTax, n3gaBaemMblX OBYMS UMW HECKOMbKUMUW OpraHusauusmu, B 3arofioBOYHOM YacTu Npo-
CTaBMATCA HAMMEHOBAHUA BCEX OpraHn3aumni.

5.6 HaumeHoBaHWe CTPYKTYpHOro nogpasgeneHvs (B ToM 4ucne cdwnuana, otoeneHus, npeactaBu-
TenbCTBa, KOMnerManHOoro, CoOBeLLaTensLHOoro M MHOro opraHa) ucnonb3yeTcs B BnaHkax nucem v bnaHkax
KOHKPETHbIX BUAOB JOKYMEHTOB COOTBETCTRYHOLLUX NOAPA3AENEHWA (OpraHoB) B COOTBETCTBMU C NOKAIbHbIMU
HOPMAaTUBHbBIMKW aKTaMW 1 yKa3bIBAETCA MOA HAaMMEHOBaHMEM OpraHu3auuu.

5.7 HaumeHoBaHWe OOMKHOCTU UCMOMb3yeTcA B BnaHkax OOMKHOCTHLIX MWL, U pacrnonaraeTcs Mog
HavMeHOBaHWEM OpraHu3auuM WU HaumeHoBaHweM cybwekta Poccuiickoin ®epepaummn (kpas, obnactw,
aBTOHOMHOW obracTu W ap.), ecnv QOKYMEHT W3f4aeT pyKOBOAWTEeNb OpraHa Bnactu cybbekta Poccuiickon
degepaumm, MyHUUMNanbLHoro obpasoBaHusa. HammeHoBaHWe [OMKHOCTM YKasbiBaeTCs B COOTBETCTBUM C
HauMeHOBaHWEM, NPUBEAEHHLIM B pacnopaguTeNsHOM JOKYMEHTE O HA3HAYEHUUW HA OOITKHOCT.

5.8 CnpaBouyHble gaHHble 0D opraHM3auuu ykasblBaloTca B OnaHKax MMCEM W BKMHOYAKT: MOYTOBLINA
afpec opraHuM3auuu, HoMep TenedoHa, dakca, agpec 3NeKTPOHHON NoYTLI, agpec canTa B CeTU «MHTepHeT».

B cocTtaB cnpaBoO4HbIX AAHHBIX, 38 NCKIIOYEHWEeM BriaHKOB JOKYMEHTOB OpraHoB rocy4apCTBeHHOM BNa-
CTW, OPraHOB MECTHOIo caMOoynpaBlieHuUs, BKINOYaTCA: Ko opraHuzaumMm no OBLLepocCcUinckoMy Knaccudgm-
KaTopy npeanpuaTuia n opradmauuin (OKIMO), ocHOBHOWM rocyaapCTBEHHbIN perncTpaLMoHHbIA HOMEP OpraHu-
3aumm (OM'PH) 1 naeHTUOUKALMOHHBIA HOMEDP HanoronnaTtensLUKa/Kog NPUYMHBEI MOCTAHOBKW HA HanoroBLIn
yuet (MHH/KMMM).

5.9 HaumeHoBaHWe BuOa OOKYMEHTA YKa3bIBAETCA HA BCEX JOKYMEHTAX, 33 WUCKIKYEHWEM OENOBLIX
(cnyxebHbIX) NUcem, pacnonaraeTcd Nog pekBnanTamu CoCTaBUTeNs AOKYMeHTa (HaMeHOBaHWeM OpraHun3a-
LMK, HaMMEHOBaHMEM CTPYKTYPHOIO NogpasaeneHns, HauMeHoBaHWeM SOMKHOCTM) (CM. pucyHok B.6).

5.10 [darta gokymeHTa COOTBETCTBYET Aare noanvucaHuns (YTBepXAeHWs) JOKYyMeHTa unu gate cobbiTus,
3ahUKCMPOBAHHOIO B AOKYMEHTE. [lOKyMEHTbI, U3AaHHble ABYMSA UNn Bonee opraHn3aunsmu, OMKHbI UMETb
0oaHYy (eOQuvHY0) oaTy, COOTBETCTBYHOLLYI0 faTe NOANMCAHUA JOKYMEHTa NOCnegHUM OMKHOCTHLIM MULIOM.

[aTy fokymMeHTa 3anuchiBaKOT B NOCNeaoBaTensHOCTU: AeHb Mecsua, Mecsl, rog OOHUM U3 OBYX CMo-
coboB:

apabckumn undpamm, pazaeneHHsiMmn Todkon: 05.06.2024;

crnoBecHo-UudpoBbIM cnocobom: 05 nioHa 2024 T.

5.11 PeructpalMOHHLIA HOMEP AOKYMeHTa — UnpoBoi nnn BykBeHHO-LM(PoBOA naeHTudukaTop 4o-
KYMEHTA, COCTOSALLMA N3 NOPSAKOBOr0 HOMEpa AOKYMEHTa, KOTOPbIA, MO YCMOTPEHWUIO OpraHn3aumm, MoxeT
OOMOMHATLCA LUGPOBLIMKA UMK BYKBEHHLIMW KO4aMU (MHOEKCAMUW) B COOTBETCTBUM C UCMOMNb3YEMbIMWU Knac-
cvdmkaTopaMmm (MHOEKCOM Jena no HoOMeHKnaType gern, KoAoM KOppecnoHAeHTa, KoAOM AOMKHOCTHOMO nvua
nap.).

Ha pokymeHTe, coCTaBNeHHOM COBMECTHO OBYMSA U Donee opraHnsaumamun, NpocTaBnsawTCA perncrpa-
LMOHHLIE HOMEpa O0KYMEHTA, NPUCBOEHHbIE KaXd0W U3 opraHu3aunin. PermcTpauoHHbIe HOMEpa OTAENsAT-
Csl Apyr OT Apyra KOCOW 4epToi 1 NPOCTaBNAKTCA B NOPAAKE YKAa3aHWs OpraHM3aluui B 3arofloBOMHON 4acTu
unu npeam@yne OOKyMeHTa.

5.12 Cchbinka Ha permcTpaunoHHbIA HOMEP M AaTy NOCTYNUBLUETO OOKYMEHTAa BKIIHOHAET perncTpaumnoH-
HbI HOMEpP W 0aTy BXOAALEro MHULMATUBHOMO JOKYMEHTa, Ha KOTOPbLIA JAaeTcsl OTBET.

5.13 MecTo cocTaBneHus (M3gaHvs) JOKYMEHTa yKasbliBaeTcsl BO BCEX AOKYMEHTax, KpoMe OefnoBbixX
(cnyxebHbIX) NMcem, a Takxke OOKNaAHbIX, CyXebHbIX 3an1coK U ApYTMX BHYTPEHHUX MHOPMaLMOHHO-cnpa-
BOYHbIX JOKYMEHTOB.
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MecTo coctaBneHus (M3gaHusl) JOKYMEHTa He YKa3blBaeTCA B TOM Cry4yae, ecriv B HaUMEHOBaHUU op-
raHM3aunyM NPUCYTCTBYET yKasaHWe Ha MecTo ee HaxoxaeHwda. MecTo cocTtaBneHus (M30aHus) OOKYMeHTa
yKa3blBaeTCsl B COOTBETCTBUMW C MPUHATLIM aAMWUHUCTPATUBHO-TEPPUTOPUATBHBIM LENEHUEM.

5.14 Tpud (nomeTka) 06 orpaHUYeHUM SOCTYNa K JOKYMEHTY MPOCTABMNAETCA B MPAaBOM BEPXHEM yrny
nepBOro NUCTa AOKyMeHTa (MpoekTa JOKYMEHTA, CONPOBOAUTENBHOMO NMCBMA K OKYMEHTY) Ha rpaHuLle Bepx-
HEro Mons Npu HanM4un B JOKYMeHTe MHADOopMaLUu, OCTYN K KOTOPOW OrpaHUYeH B COOTBETCTBUMN C 3aKOHO-
parenbcTBoM Poccuiickon ®egepaunn.

Buapbl ucnonesyembix B opraHnsaumm rpudos (MOMETOK) orpaHnyeHnst 4ocTyna OOMKHbl COOTBETCTBO-
BaTb 3aKOHOAATeNbHbIM U UHLIM HOPMAaTUMBHLIM MPaBOBbLIM akTaM Poccuiickon ®edepaunn 1M OOMKHbI ObITh
3aKpenneHbl B NoKanbHbIX HOPMaTUBHLIX akTax. B coctae rpuda (nomeTku) o6 orpaHMdeHun gocTtyna K go-
KYMEHTY BXOOWT orpaHuuuMTensHas Hagnuck («[na cnyxebHoro nonb3oBaHua», «Kommepueckas TaiHa»,
«KoHthugeHunansHo» unM ap.), AONoAHAeMasi HOMepPOoM 3K3eMMnsipa AOKYMEHTa M APYrMMW CBEOEHUSMW B
COOTBETCTBMW C 3akoHogaTenscTBoM Poccuinckon ®epgepaunn.

Mpumep

Ons cnyxebHoro Nonb3oBaHus
JK3. Ne 2

5.15 Appecat ucnone3yetcsa npu opopMneHnun AenoBbix (CryxebHbix) NnucemM, BHYTPEHHUX UHopMa-
LWOHHO-CNPaBOYHELIX JOKYMEHTOB (4OKNaAHbIX, CIyXebHbIX 3anncok 1 ap.).

ApgpecaTtom JOKYMEHTa MOXeT OblTb OpraHu3aLuWs, CTPYKTYpHOE nogpasfeneHne opraHusauun, SomK-
HOCTHOE UNKU uandeckoe NUUO.

PekBn3uT «agpecart» NpocTaBnaeTcs B BEPXHEN npaBow YacTu 4OKYMeHTa (Ha BnaHke ¢ yrnoBbiM pac-
NOMNOXEeHNEM PEKBWM3WTOR) UMK Crpaea Nof pekBuauTamu bnaHka (Mpyv NpogonbHOM pPacnOnoOXeHUU PeKBU-
3uToB BnaHka). CTpoKM pekBuanTa «agpecaT» BbIpaBHUBAKOTCH MO NEBOMY Kpak UMW LIEeHTPUPYOTCS OTHOCK-
TenbHO CaMOWn ANWUHHOW CTPOKM.

Mpu agpecoBaHnM JOKYMEHTa PYKOBOOUTENIO (3aMeCTUTENt0 PYKOBOAUTENA) OpraHn3aLMmn YKasbiBaeTcs
B JaTenbHOM Najexe HavMeHOBaHMe OOMKHOCTM PYKOBOAMTENS (3aMecTUTenNs pyKOBOAMTENS ), BKMOYaloLLee
HauMMeHoBaHWe opraHusauunm, hamMmunuo, MHALKaNbL OMKHOCTHOrO Nuua.

Mpumep

Pykoeogutenio denepansHoro
apXMBHOTO areHTcTBa
damunua N.0.

[pn agpecoBaHMKM NMCbMa B OpraHM3aLnio YKa3blBa€TCHA €ee NonHoe i CoKkpaweHHoe HauMeHoBaHne
B MMEHUTENBHOM Majexe.

lMpumep
dPepepanbHOE apxMBHOE
areHTCTBO
unu
Pocapxwue

ﬂpw agpecoBaHMM OOKYMeEHTa B CTPYKTYpPHOE nogpasaeneHve opraHusauun B peEKBU3WUTE «agpecart»
YKa3blBA€TCA B MMEHWTENbHOM Najexe HaMeHOoBaHWUE OpraHn3aunmn, HWXKE — HaMuMeHOBaHWe CTPYKTYPHOro
nogpasneneHusa.

Mpumep

denepanbHOe apxMBHOE
areHTCTBO

OTaen rocynapcTBEHHOM
cnyx6bl, KagpoB U Harpag
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an agpecoBaHUn nNUCbMa PYKOBOOWTENHK CTPYKTYPHOrO nogpasgeneHunsa yKasbiBaeTCcAa B MMEHUTENNb-
HOM najexe HanmeHoBaHuWe opraHn3auum, HWxKe — B daTellbHOM najexe HanMeHOoBaHue OOJMKHOCTU PYKO-
BOOUTENA, BKNHOYHakwlwee HaMMeHOBaHWe CTPYKTYPHOIo nogpasgeneHus, CDEMVIJ'[VII-O, MHUUWanbl.

TMpumep

AO «Mpodunb»

PykoBoaouTenk OOroBOpHO-
npaBoBOro oTAena
®amunuma N.0.

Mepen hamunmen SOMKHOCTHOrO NUUa AoMyckaeTca ynoTpebnaTb CoKpalleHWe «T-Hy» (rocnoguHy),
ecnuv agpecaT MyX4YuHa, UNu «r-Ke» (TOCMoXe), ecny aApecarT }eHLiMHa.

Tpumep

r-Hy ®amunua N.0.
nnu

r-xe ®amunua N.0.

anI pPaccblyike OKYMEeHTa rpynne opraHmsauwﬂ OOHOro Tna nnn B CTPYKTYPHbIE nogpasgeneHns Of4HOM
opraHn3auvi agpecart YKa3blBaeTCA 0606LIJ,9HHO.

TMpumep

PykoBoouTensm govepHUX
obwectB AO «Mpodunb»

NI

PykoBogutenam ynpasneHui
Pocapxuea

Mpw pacceinke 4OKYMeHTa He BCeM OpraHn3aLusam Unm CTRYKTYPHLIM NoapasneneHnsaM Nof pekBu3nTom
«ApgpecaTt» B cKobKax ykasbiBaeTcs: «(Mo CrMCKy)».

Mpumep

PyKoBoguTensam go4epHux
obwects AO «Mpodunb»
(no cnwncky)

B ogHOM JoKymMeHTe He fomkHO BbiTh Gonee YeTbipex agpecatoB. CrnoBo «Konusi» nepeg BTOPbIM, Tpe-
TbUM, HETBEPTbLIM agpecatamu He ykasbiBaeTcs. [1py 6onbliem konu4ecTee agpecaToB COCTABMNAETCS CNUCOK
(nKucT, ykasaTenb) pacchifkn OKYMEeHTa, Ha KaxaoM OOKYMeHTe ykasblBaeTca OOMH ajpecaTt unu agpecat
odopmnseTca 060bLWeHHO.

B cocTtaB pekBuanta «Agpecar» MOXeT BXOAUTb MOYTOBLIA afpec. SneMeHThI NOYTOBOro agpeca yKasbl-
BalTCA B NocnegosBaTenbHOCTH, YCTaHOBMNEHHON [2].

Tpumep

Bcepoccuicknin Hay4Ho-
MccrnegoBaTenbCKUA MHCTUTYT
OOKYMEHTOBEAEeHNs U apXUBHOTO derna

[MpodpcotosHasn yn., A4. 82,
Mocksa, 117393

MoyToBLIK agpec MOXET He YKa3blBaTbCA B JOKYMeHTaXx, HarnpapBnAeMblX B BbICLLUME OpraHbl BNacTW, Bbl-
wecTtodume opradHn3aumnm, noaseJoMCTBEHHbIE OpraHi3auin M NOCTOAHHbBIM KOppecnoHAeHTamM (33 NCKINK4e-
HVEM HanpaeleHnAa nNMcem yKka3aHHbIM afpecaTaM B KOHBepPTax C Npo3pavdHbIMK OKHaMV‘I).

6
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Mpu agpecoBaHuMM OOKYMeEHTa (PM3MYECKOMY Nuuy YKasbiBalTcs: hamunns, UHUUMANbI, NOYTOBLINA
agpec.

Mpumep

damunua N.0.

yn. CapoBas, 4. 5, k. 12,
r. 'lloGepubl, Mockoeckas obn.,
301264

[Mpu oTnpaBke NMCbMa MO IMEKTPOHHOW NoYTe MK No hakCMMKUIbHON cBA3M (6e3 AOCLINKW MO NoyTe)
MOYTOBBIA adpec He ykasbiBaeTcsA. [pu HeobxoguMOCTM MOXKeT ObiTh yKasaH 3MeKTPOHHbIN agpec (Homep
TenedroHa/dakca).

IMpumep

Bcepoccunckmnin HayyHo-
nccrneqoBaTenbCKUn MHCTUTYT
LOKYMEHTOBEAEHUS 1 apXMBHOTO Jena

mail@vniidad.ru

5.16 Tpudp yTBEPXKOAEHWUA NPOCTABMNSAETCA Ha AOKYMEHTE MpU ero yTBepKAeHUN OOMKHOCTHBLIM NULOM,
pacnopsaguTenbHbIM AOKYMEHTOM (NMOCTaHOBMEHMEM, PEeLUeHWeM, MPUKa30M, PacropsKEHWEM) UMK PeLleHN-
€M KOonnernanbHoro oprasa.

pud yTBEPKOEHWUS pa3MellaeTcsl B NPaBOM BEPXHEM YrNy NepBoro nucta AokyMmeHTa. CTpOoKU pekBU3n-
Ta BbIPAaBHUBAKOTCH MO NEBOMY Kpak UM LEHTPUPYHOTCH OTHOCUTENBHO CaMOW ANWHHON CTPOKN.

Mpwn yTBEpPXKOEGHWUM OOKYMEHTa OOIMKHOCTHLIM NULOM TPUd YyTBEPHOEHUSA COCTOUT K3 cnoea Y TBEPX-
OAKO (nevaTtaetcsa nponucHbIMK DykBamu ©e3 KaBbl4ek), HAaMMeHOBaHWA OOSHKHOCTM Nuua, YyTBEPXKAaloLwero
OOKYMEHT, ero nognucu, MHMLKanos, haMunum v Aatsl yTBEpXKOeHUs.

Mpumep

YTBEPXOAHK
PykosoguTens ®enepansHoro
apXWMBHOTIO areHTCcTBRa

Mognuck N.0. damunus
Oata

Mpw yTBEPXKOEHWU OOKYMEHTA pacnopsagnTensHbIM JOKYMEHTOM rpudd yTBEpKOEHUA COCTOUT U3 crnoBa
YTBEPXOEHO, HanmeHoBaHWS pacnopsanTensHOro JoKyMeHTa B TBOPUTENLHOM Najexe, ero Aatbl, HoMe-
pa. Cnoeo YTBEPXOEHO ponyckaeTcsi cornacoBblBaTh C HAMMEHOBaHVEM BUAA YTBEPXKOAEMOro JOKYMEHTA
(YTBEPXKOEHA, YTBEPXOEHbI nnn YTBEPXXOEHO).

Mpumep
(PernameHT) YTBEP>XOEH
npukasom AQO «lpodunb»
oT 15 anpena 2025 r. Ne 82
unu

(MpaBwuna) YTBEPXOEHbI
npukasom AQ «lpodune»
ot 15 anpena 2025 r. Ne 83

Mpw yTBEPKOEHUN AOKYMEHTA KOMMernanbHbIM OPraHoM, PeLLEHNs KOTOPOro MKCUPYTCHA B NPOTOKO-
ne, B rpudpe yTBEPXKAEHUA YKa3biBAlOTCS HAMMEHOBaHWe opraHa, pelleHUMeM KOTOPOro YTBEPXKAEH OOKYMEHT,
Jarta u HoMep npoTokona (B ckobkax).
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Tpumep

(MonoxeHune) YTBEPXIOEHO
CoBeTOM AMPEKTOPOB
AO «Mpodunb»
(mpoTokon ot 15.04.2025 Ne 12)

Mpy yTBEPKOEHUN HECKOILKMMU AOMKHOCTHBIMU NMUaMU rpudbl YTBEPXKOEHUSA pacnonaratTcsa Ha of-
HOM ypOBHE crpaBa W cneesa. Ecnn yncno yTBepxaawlmux OOKYMEHT OOMKHOCTHLIX MWL, NpeBbillaeT ABa,
rpudbl YTBEPXKOEHUS pasMeLlaoTcs Apyr No4 Apyrom.

5.17 3aronoBOK K TEKCTY — KpaTKOe cogepaHwe JoKyMeHTa. 3arofnoBoK K TEKCTY (POpMynupyeTcs ¢
npegnorom «O» («OB») n oTBEYaeT Ha BOMPOC «0 YeM?»:

npukas (o 4em?) 0 co34aHuKM aTTecTalMOHHON KOMUCCHK;

npukas (o 4em?) 06 yTBEpPKAEHUN LWITATHOIO PacnUcaHus;

NUCbMO (0 YemM?) 0 NnpefocTaBneHnn MHpopMaLun.

3aronoBokK K TekcTy odhopMnsaeTcs Nod pekBuavtamu brnaHka cneea, oT rpaHuLbl Neeoro nons. B ykasax,
NOCTaHOBMNEHUAX, pelueHnAX, NpuKasax, u3gaBaeMblX OpraHaMin BNnacTy Ha NPOAOonbHbIX BriaHkax, 3aronoBok
K TEKCTY MOXeT opopMnaTeCS Hag TeKCcToM nocepegunHe paboyero nons QOKYMeHTa U LeHTPMpOBaThLCH OT-
HOCWUTENBHO CaMORi ONUHHOW CTPOKM.

5.18 TekcT gokymeHTa COCTaBMseTCHA Ha PYCCKOM A3blKe Kak rocygapcTBeHHOM A3blke Poccuinckon Pe-
gepauun. B opraHax rocygapcTBeHHOM BNacTW, OpraHax MeCcTHOro CaMOyNpaBlieHus, rocyqapCTBEHHbIX Y4-
pexaeHvsx pecnybnuk Hapagy ¢ rocydapcTBeHHBIM A3blkoM Poccuiickoin ®egepauny MoryT ynotpebnaTecs
rocygapcTBeHHbIe A3bIKW pecnybnuk.

B TekcTe goKyMeHTa, NO4roTOBNEHHOM Ha OCHOBaHWKM 3aKOHOAATENbHbIX UMM UHBIX HOPMaTUBHLIX Npa-
BOBbIX aKTOB, paHee M34aHHbIX pacnopaguTenbHbiX AOKYMEHTOB W NOKanbHbIX HOPMAaTUBHBLIX aKTOB, YKasbl-
BaKTCA UX PEKBU3NTLI:

- HaMMeHOBaHWe BuJa OOKYMEeHTa, HaMMeHOBaHWe OpraHu3auuun, aata JOKYMEHTa, perncTpaLMoHHbIRA
HOMEp AOKYMeHTa, 3arofioBOK K TEKCTY;

- HaMMeHOBaHWe opraHM3auun UNKu JOMKHOCTHOIO NuUa, YTBepPAMBLIEro AOKYMEHT, AaTa yTBEPXKOeHNs
OOKYMeHTa.

TeKkCT AOKyMeHTa MOXEeT coAepxaTb pasfenbl, Noapasnenbl, NyHKTbl, NOAMNYHKTbI, HyMmepyeMble apab-
ckUMK Undppamn. YpoBHen pybpukalum TekcTa He AomKHO BbiTb Bonee YyeTbipex.

B npukasax TeKCT nanaraeTtca OT NEPBOro Nuua eAMHCTBEHHOTO YMcna («NpuKasbiBam» ).

B pokymeHTax KonnermanbHbIX U COBeLLaTeNbHbIX OPraHoB TEKCT ManaraeTcs OT TPpeTbero nuua eguH-
CTBEHHOIO YMUCra («KoMnnerns... NoCTaHoBMAET», «cobpaHue... pelumna»).

TeKCT nMpoTokona na3naraeTcsd OT TPETLEro NULa MHOXECTBEHHOTO Yucna («CnyLwanu», «BbICTYNUInY,
«MOCTAHOBUIMNY, «PELLUUY).

B nokymeHTax, ycTaHaBnuBawLLMX npasa 1 06A3aHHOCTU OpraHusaunii, MX CTPYKTYPHbIX NoapasgeneHun
(nonoxkeHne, MHCTPYKLMSA), a TaKKe cogepallux onnucaHne cuTyaunin, aHanma hakToB Unuy BbIBOAbI (aKT, cnpas-
Ka), ucnonb3yetcs oopMa U3NoXeHWsa TeKcTa OT TPEThero nuiia eaMHCTBEHHOrO UMM MHOXECTBEHHOMO YKucna
(«oTOen ocywecTBNSAeT (PYHKUMK...», B COCTAB YNpPaBleHUsl BXOOSAT...», «KKOMUCCUSI NPOBENa NpoBEPKY...» ).

B coBMeCTHbIX JOKYMEHTaX TEKCT M3anaraetcsa OT NepBoro Nuia MHOXECTBEHHOTO YMcna («npukasblBa-
em», «peLlnnmn»).

B nenosbix (cnyxebHbix) TMCbMax UCMONb3yHTCA OPMbl U3NOMKEHNSA:

- OT NepBOro nuLa MHOXECTBEHHOIO 4ncna («MpoCUM HanpaBuTb...», «NPEACTaBMNsSEeM Ha paccMoTpe-
HUE...»);

- OT TpPeTbero nNuLUa eQUHCTBEHHOIO YKUCrna (« MUHUCTEPCTBO HE BO3paXaeT...», «00LecTBO CYMTAET BO3-
MOXHBIM...»);

- OT MEpPBOro NuLa eQUHCTBEHHOTO YMcna («cunTal HeobxoouMbIM...», «rpefnarar pacCMOTPETb...»),
€CIu NMCbMO MOArOTOBNEHO Ha BnaHke OMKHOCTHOro nuua.

B TekcTtax gokymeHTOB ynoTpebnsatoTca Tonbko oblwenpuHaTbie abbpeBmaTtypbl U rpacuyeckue cokpa-
LeHus.

Mpw ynoTpebneHuu B TeKcTe haMUnunii NUL, UHULMANbLI YKa3blBAOTCA Nocne gamMmunuu.

B nenoBbix (cnyxebHbIX) NTMCbMAaX MOXET UCMNOMb30BaTLCA:

- BCTynuTenbHOe obpalleHune:

YBaxaeMbliA rocnoauH npegcenarens!
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YBakaeMblin rocnoguH lNpoxopos!

YBaxaemas rocnoxa 3axaposal

YBaxaemulin Hukonaw MeTpoeuy!

YBaxaemas Onbra HukonaesHa!

YBaxaemsble rocroaa!

- 3aKknyuTenbHas 3TMKeTHasa dgpasa:

C yBaxkeHuem,

B obpalweHun no chamunnun MHULKManbl NMLa He yKasblBatTcsa. 3akniounTenbHas aTukeTHasa dpasa Ha-
UMHAETCS C NPOMUCHOW BYKBLI 1 3aKaHYMBAETCS 3aNATON.

BcTtynutensHoe obGpalleHne W 3akniouMTensHas aTukeTHas dpasa (nedyaTtaeTca OT rpaHulbl NeBoro
nons) OTAEensITCA OT TEKCTa UMM OTMETKN O NMPUINOXKEHUU OOMOMHUTENBHLIM MEXCTPOYHLIM UHTEPBATNOM.

5.19 OTmeTKa 0 NPUIOKEHUN COOEPKNUT CBELEHMS O OOKYMEHTe (QOKyMeHTax), npunaraeMomM K OCHOB-
HOMY AOKYMEHTY (CONPOBOANTENbHOMY NMUCBMY, NPETEH3WMW, aKTy, CnpaBke U APYrMM MHOPMAaLNOHHO-Cpa-
BOYHbIM JOKYMeHTam). PacnopsiaMTerbHble OOKYMEHTbI, MONOXEHUs, NpaBuna, MHCTPYKLMK, 4OroBopbI, Nna-
Hbl, OTYEThEI OTMETKM O NMPUMNOXEHUN HE UMEIDT.

B conpoBoguTenbHbIX MMCbMax U ApYrux MHOpMaLUOHHO-CNPAaBOYHbIX JOKYMEHTax oTMeTKa 0 Npuno-
}eHUM oopMIAeTCs nof TeKCTOM OT rpaHuLlbl NeBoro Nong cneayolwum obpasom:

- eCNnu NPUoXeHne Ha3BaHo B TEKCTE:

[MpunoxeHune: Ha 2 n.B 1 3kKa.

- eCnn NpunoXxeHne He Ha3BaHO B TEKCTE UNK ecnun I'IpMJ'IO}KEHVII}"I HEeCKOMNbKO, YKa3blBakOT Ha3BaHWA 00~
KyMEHTOB—I’IpMJ’IO}KEHMF’I, KONM4eCTBO NCTOB U 3K3eMNMNAPOB KaXOoro npunoXeHus:

Mpunoxennsa: 1. MNonoxeHue 06 YnpaBneHWn pernoHansHOro KpeanToBaHua Ha 5 n. B 1 aka.
2. CrnpaBKka 0 KagpOBOM COCTaBe YNpaBMneHWs PerMoHanbHOro KpeauToBaHusa Ha 2 Nn. B
1 3Kas.

- ecnu NpunoxeHne (NpunoxeHns) cbpoLLpPoBaHO:

MpunoxeHne: ot4yeT 0 HUP B 2 aka.

- €CI OOKYMEHT, ABMAWMWNACA NPUNOXKEHNEM, UMEET NMPUIONKEHUA C CAMOCTOATENbHOW Hymepau,weﬂ
cTpaHuy:

MpunoxeHnuve: nuceMo Pocapxusa ot 15.04.2025 Ne 02-6/172 n npunoxeHns K HeMy, Bcero Ha 5 n.

- eCnv NMCbMO HanpaBnseTca HECKOMbKUM afpecartam, a NpUnoxeHue TonbKO B NepBbiA agpec:

MpunoxeHne:  AKT NpoBepKM ... HA 5 n. B 1 3K3. TONLKO B NepBbiM agpec.

- ecnu NpunoXeHuem sBnsetca 060cobNeHHbI 3NeKTPOHHBIM HocUTeNb (KOMMakT-AucK, usb-dneww-
HakonuTens W ap.):

MpunoxeHne: CD B 1 aka.

Mpy aTom Ha BKNagblwe (KOHBEPTE), B KOTOPLIA MOMELLAETCA HOCUTENb, YKa3blBAOTCA HAUMMEHOBaHNA
LOKYMEHTOB, 3amnMCcaHHbIX Ha HocUTenb, MMeHa ainos, ux o6beM B nucTax u Merabaintax (kunobaitax):

OTtyeT no Teme «MOHWMTOPUWHT NpoLeccoB oKyMeHTOoBpasoBaHus 1 06beMoB fokyMmeHToobopoTa B dene-
panbHbIX OpraHax UCNonHUTENbHOW BnacTu» Ha 250 n., 91 Kbanr.

CnoBo «npunoxeHue» nevyataeTcs B e4MHCTBEHHOM WMW MHOXECTBEHHOM YMCME B COOTBETCTBUM C KO-
MMYECTBOM NPUNOKEHUIA.

B pacnopsagutensHbix JOKYMEHTaxX (MOCTAaHOBMEHUSIX, PELLEHUsX, NPUKa3aX, PacnopsiKeHUsx), LOroBo-
pax, NOMOXEHUSAX, NPaBUMNax, MHCTPYKUUSIX U OPYTMX OOKYMEHTAX CBEAEHUSI O HANMWYMK NPUNOXeHUs opopM-
nawTea cnegywwmuM obpasom:

- B TeKCcTe AOKyMeHTa Npu MepBoM YNOMWHAHWW OOKYMEHTA-MPUNOXEHMS B ckoBKkax ykasbiBaeTca:
... (NpunoxeHune) unu ... (npunoxeHne 1); nepes HOMePOM MPUINOXKEHUA AOMNYCKAeTCA CTaBUTb 3HAK HOMepa:
... (npunoxeHune Ne 2);
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- Ha nepBOM NNCTE JOKYMEHTA-NMPUNOXeHUA B NpaBOM BEpPXHEM YyITly nedyataeTcda CnoBo «I'Ipmnome—
HUe» (I'IDI/E Hann4nm yKa3biBaeTCA ero HOMED) 1 NpuBOOATCA HauMeHOBaHUe BMaa, garta u HOMep JOKYMeHTa,
K KOTOPOMY OOKYMEHT ABINASTCA NPUINOXXEeHUeM:

MNpunoxeHune Ne 2
k npukasy AO «lMpodunb»
ot 15.04.2025 Ne 112

CTpOKM pEKBM3UTa BLIPABHUBAKTCSA M0 NTEBOMY KPatko UM LEHTPUPYIOTCA OTHOCUTENBHO CamMOr ANMMHHOW
CTPOKM.

LOKYMEHT (MHCTPYKUMSA, pernamMeHT 1 ap.), YTBEPXAEHHbIA pacnopaauTenbHeIM JOKYMEHTOM, ABNSAETCS
HEOTLEMIIEMOM YacTbK pacnopaduTenbHOro JOKYMEHTa U MMEET B MPaBOM BEPXHEM YTy COOTBETCTBYHOLLYIO
OTMETKY.

Mpu KONMPOBaHUM YTBEPXAEHHOTO JOKYMEHTa AN AOBeAeHUs ero Ao nonb3oBaTteneil cBegeHus o ero
cTatyce ohopMNSOTCS crieayowum obpasom:

- MpKW KONWPOBaHWUM YTBEPXKAEHHON MHCTPYKLMKW, pernamMeHTa U Tak fanee BMecTe C NPUKa3oM, YTBEpX-
AarLLMM 3TOT OKYMEHT, YTBEPKAEHHbIA JOKYMEHT COOEPXUT OhOPMMEHHYHD B YCTAHOBNEHHOM MOPSAKE OT-
METKY O TOM, YTO OH ABMSIETCA NPUMNOKEHUEM:

MpunoxeHue Ne 1
k npukasy AO «lpodunb»
o1 15.05.2025 Ne 185

- eCnn MHCTPYKUWA, pernamMeHT M TaK ganee KonmpyeTtca bes npuKasa, yTeepxgarwero 3ToT JOKYMEHT,
NepebIn CT yTBepXOeHHOro JOoKyMeHTa nepenedartblBaeTCcA C YKa3daHUeM TONbKO rpucpa yTBepXOeHUd:

(PernameHT) YTBEPXOEH
npukazom AO «lMpocunb»
o1 15.04.2025 Ne 185

5.20 puch cornacoBaHUs OOKYMEHTa MPOCTABMAETCS HA LOKYMEHTAX, COMMacoBaHHbIX OpraHamu Bna-
CTW, OpraH13aumnsiMu, LOMKHOCTHBIMKU nuuamu. [pud cornacoBaHMsA B 3aBUCMMOCTW OT BMAA OOKYMEHTA M
ocobeHHoCcTer ero ohopMIeHUsa MOXET MPOCTaRMNATLCS:

- MpW COrmacoBaHuM JOKYMEHTa CTOPOHHEN OpraHu3aLneil — Ha NepBoM NUCTe JoKyMeHTa (ecnu SokKy-
MEHT UMEET TUTYNbHbIN NUCT — HAa TUTYJIEHOM NCTE) B NEBOM BEPXHEM YTy Ha YPOBHE rpuda yTBepKaeHus,

- MpW cornacoBaHUK SOKYMEHTa KonnernanbHeIM OpraHoM, EXOAALWMM B CTPYKTYPY OpraHu3auum, — Ha
nocnegHeM NUcTe AOKYMEHTa Nof TEKCTOM OT FIeBOro Nosis AOKYMEHTa;

- npu GoONbLIOM YMCHE COrMacyoLnX CTOPOH — Ha JIMCTE COrMacoBaHus, ABNAIOLWEMCS HEOTHLEMIEMOWN
4YacTblo JOKYMEHTA.

pudp cornacoBaHust coctouT U3 cnoea COMACOBAHO, HanucaHHoro nponucHeiMu bykBamu 6e3 ka-
BblYeK, AOMKHOCTKM MULA, KOTOPbLIM COrMAacoBaH AOKYMEHT (BKMOUYasi HAaMMeHOBaHWe opraHu3auun), ero cob-
CTBEHHOPYYHOW MOANUCK, MHALKANOR, haMunnu, 4aTel COrMacoBaHms.

Cnoso COMMACOBAHO ponyckaeTcs cornacoBbiBaTb C HAMMEHOBaHMEM BUAA AOKYMEHTA:

WHctpykunss — COTTTIACOBAHA

Pernament — COIMACOBAH

MonoxexHne — COIMACOBAHO

Mpumep

COIMACOBAHO
Oupektop BHUMOAL

(mnognuck) N.0. damunus
Hata

Ecnu cornacosaHue OCYyLLeCTBNAETCA KonnernarbHblM OpraHoMm, B rpmcpe cornacoBaHWA YKasblBakOT
ceBefeHuA 06 OopraHe, cornacoesaBweM OOKYMEHT, OaTe W HOMepe MPOoTOoKOora, B KOTOPOM BBCIJVIKCMDOBaHO
pelweHune O cornmacoBaHUN. Ecnun cornacoeaHue OCyLleCTBNAETCA MMCbMOM, YKa3blBaKT: BUA OKYMEHTa, Hau-
MeHOBaHWe opraHn3auunn, cornacoepasLUen AOKYMEHT, oarty h HoMmep nucbma.
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lpumep

COIMmMACOBAHO NonoxeHue
CoBeToM AMPEKTOPOB
AO «lMpodunb»

(npoTokon oT Ne )
MUnm
COIMACOBAH PernameHT
nucsmom Pocapxnsa
oT Ne

Mpw cornacoBaHny OKYMEHTA HECKOMbKUMMW OpraHn3aunsaMm rpudbl COrMacoBaHns pacrnonaratTcs Ha
oZHOM ypoBHe. Ecnu cornmacyolmx opraHusaumin Gonblue OBYX WK €CNi eCTb Tpud yTBEPKAEHWUS, rprdbl
cormacosaHusl pacnonaratTcs ApYr nog Apyrom.

5.21 Buaa CBMAETENbLCTBYET O COMMacuy WUINK HECOTMAcKM QOMKHOCTHOIO nnua (paboTHMKa) ¢ coaep-
aHvneM npoekTa JoKymeHTa. Buaoih ohopMnaeTcs BHYTpeHHee cormacoBaHue OoKyMeHTa. Buaa BknovaeT
LAOIMKHOCTb NWUa, BUSUPYHOLWEro JOKYMEHT, Noanuch, pacluMgpoBKy NOANUCK (MHULMANbI, haMUNin) 1 gaty
BU3NPOBAHNSA.

lpumep

PyKOBO,EI,VETEJ'II: npunan4yecKoro otaena

(nognuch) N.0. damunus
[ata

[Npn HanU4YMK 3amedaHnin K OOKYMEHTY BU3Y ohopmnaT cnegyrwuwmm OGDBSOMZ

Mpumep

3ameyaHusn npunararnTcA.
PyKOBO,EI,VITEJ'Ib ropungn4yecKoro otaena

(nognucek) n.0. damunus
[ata

B opraHmsauusx, npuMeHSALWMX CUCTEMbl 3MEKTPOHHOIO AOKyMeHToobopoTa, cormacoBaHue MOXeT
NPOBOAUTLCSA B 3NeKTPoHHOM hopme cornacHo MOCT P MCO 15489-1.

B mokymeHTax, NOAMVHHMKU KOTOPEIX XPaHATCA B OpraHn3aumnun, Buabl MPOCTABMSAOT HA NOCNEAHEM NU-
cTe JOKyMeHTa noj noanucbio, Ha 0bopoTe nocnegHero nucTa NognvMHHKMKa JOKYMEHTa Unu Ha NucTe corna-
COBaHU1S (BM3MPOBAHWSA), NPUNaraemomM K JOKYMEHTY.

B ncxoosawmx QoKyMeHTax BM3bl MPOCTABMSAKTCSA HA 3K3eMMMsipax AOKYMEHTOB, NMOMeLLlaeMblix B AeNO.

Mo ycMOTpeHWo opraHn3aumuy MOXET NPUMEHSTLCSA MONMMCTHOE BU3MPOBaHWE AOKYMEHTa W ero npurno-
KeHWN.

5.22 TMNopnuck BKNOYAET: HAMMEHOBaHWE OOMKHOCTY NMLUA, NOANKUCHIBAOLLErO JOKYMEHT, ero CobCTBeH-
HOPYYHYH NOAMNWUCH, pacliMdpoBKY nognucu (MHULKansl, amMmunmsa).

B pacwudpoBke nognucu mexay vuHuynanamu v hamunuen genaetca npoben. Mexay vHvuManamm
npoben oTCyTCTBYET.

Mpumep

[eHepanbHbIA gUpeKTop Mognuce n.0. damunus

Ecnu OOKYMEHT OCbOpMHE.‘H He Ha bnaHke, B HaUMeHOBaHue AOCIKHOCTU BKINKO4YaeTCcA HauMeHOBaHUe
opraHun3auunin. ,D,OI'IyCKBETCFl LUEeHTPpUpOBaTb HAMMEHOBaHWE OOMKHOCTW nuua, noanvcasLllero JOKYMEHT, OT-
HOCUTENbHO CaMOn ANTMHHOW CTPOKW.

11

GostExpert.ru
https://GostExpert.ru/gost/gost-7.0.97-2025



https://gostexpert.ru?utm_source=pdf&utm_medium=70274
https://gostexpert.ru/gost/gost-7.0.97-2025?utm_source=pdf&utm_medium=70274&utm_term=page

FOCT P 7.0.97—2025

Tpumep

[eHepanbHbIM OMPEKTOP Mognucek M.0. damunus
AQ «Mpocune»

Mpn odopmneHnn LOOKYMEHTa Ha OnaHke LOMKHOCTHOrO Nuua AOMKHOCTb 3TOr0 NWuUa B MOAMUCK He
YKa3blBaeTcA.

lpumep

Moonuck nN.0. damunusa

an noanncaHun JOKYMEHTa HEeCKONMbKMMW OOIMKHOCTHLIMW NnuuamMy, 3aHMMarnLWnMKU pa3Hoe nonoxe-
HWe, X NoONnCK pacnonararTca ogHa nog ,El,perI;l B NocnenoBaTelnibHOCTH, COOTBETCTByI-OLIJ,Eﬂ nepapxmum 3a-
HUMaeMbIX JOMKHOCTEN.

lpumep
OunpekTop Moanucek K1.0. ®damunus
[MmaBHbIA Byxrantep Mognucek N.0. damunuga

I'IpM noanncaHnn OOKyMeHTa HEeCKOITbKUMUW NMUuuaMn paBHbIX OOMKHOCTEN WX NOAMUCK pacnonararTca
Ha OQHOM YpPOBHe.

Tpumep
3amecTutens gMpekTopa 3amecTuTenb AMpekTopa
no hMHaHCOBLIM BOMpocam no agMWHUCTPaTUBHBLIM BOMPOCaM
Moanuck 1.0. damunus Mognucb M.0. Pamunus

B OOKYMeHTaX, COCTaBNEeHHbIX KoOMWUCCUER, B NOANUCH YKa3bliBaeTCd CTaTyC lnhnua B COCTaBe KOMWUCCUN.

Tpumep
[Npeacepatens KOMMCCUK Mognuckb n.0. damunusa
YneHbl KoMuccumn Mognuckb nN.0. damunus
Mognuck M.0. bamunusa
Mognuchk 1.0. damunusa

Mpw nognucaHum OOKYMeHTa nuuom, NCNonHAKLW UM 006A3aHHOCTK PYKOBOOMUTENA, NOOANUCH odopmnga-
eTCA C yKazaHieM cTaTtyca O0IMKHOCTHOIO nuua B COOTBETCTBMKW C NMPUKasoMm (pEICI'IOpﬂ}KEHVIEM).

TMpumep

M.0. reHepanbHOro gupekTopa Mognucek 1.0. damunusn
nnu

McnonHsaowmnin obsazaHHOCTU Mognucb N.0. ®amunusa

reHeparnbHOro gupexkTopa

Mpwn nognucaHnum OOKyMeHTa NnuuoM, MMerLWKnM npaeo NoanncK B cny4ae BPeMeHHOro OTCyTCTBMA pPYy-
KOBOAWTENA, ncnpaBneHna B HAMMeHOBaHMe OOIMKHOCTU U pacs.uucbposicy cpammnwm yXe noaroToBIIeHHOIo n
cornacoBaHHOro NpoekTa AOKYMEeHTa BHOCATCA OT PYKU UMK C NCMOJTb30BaHWEM COOTBETCTBYHOLKUX LUTAMMNOB.
He O0nycKkaeTcda CTaBUTb KOCYH 4epTy, Haanucb «3a» nepen HamMeHoBaHWeM OOJPKHOCTU nuua B noarnvcuy,
eClin AOKYMEHT noAnncblBaeT MHOE OOJIKHOCTHOE NMMUO.

5.23 OtmeTka 00 BMNEKTPOHHOW MOANUCHK MCNOJIIb3YETCA MNMPU BU3YalnnM3auMn 3NEKTPOHHOIO OJOKYMEHTA,
noanMcaHHoro aNeKTPOHHOW NOAMUCKEID, C CO6]'!I0,EI,8HMEM cneywwmnx TpeﬁOBaHVEPII

EI) MeCTO pasMelleHNA OTMEeTKN 0b SHEKTDOHHOPi noannucu OOIMKHO COOTBETCTBOBATE MECTY pa3mMmelrle-
HWA COﬁCTBEHHOpy‘-!HOﬁ noannucu B aHanorm4HoOM OKymMmeHTe Ha 6yMa)KHOM HOCWTENE;
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6) anemeHTbl OTMEeTkM 0B 3MeKTPOHHOW NOANUCY AOMKHbI BbITh BUOWMBIMKU U YNTAEMbIMW NpK 0Tobpa-
XeHUM JOKyMEeHTa B HaTypansHOM pasmepe;

B) 3reMEeHThLl OTMEeTKM 06 3NeKTPOHHON NoAMNUCH He OOIMKHEI NMepPEeKPLIBATLCA UMW HAKNaAbIBATLCA OPYT
Ha apyra;

r) anemeHTbl OTMETKM 06 3NEeKTPOHHON NMOANVCU He JOMKHbI MEPEKPLIBATL 3MEMEHThI TEKCTA AOKYMEHTa
1 Apyrue pekBU3anTbl AOKYMEHTA.

OTtmeTka 06 ycuneHHoW KBanupuuMpoBaHHON M YCUNEHHOW HEKBANMMULMPOBAHHOW 3MEeKTPOHHON Noa-
nucK BknovaeT dpasy «[JokyMeHT nognucaH aNeKTPoHHOW nognucklo», HOMep cepTudmMkaTta Knya anek-
TPOHHOW Moanucu (Ans ycUuneHHon HekBanuUUMPOBaHHOW NOANUCK — MpUK HanU4yuu ceptudurkaTa), damm-
NI, UM, OTHECTBO Bragensua cepTudurkaTa, Cpok AeNCTBUS cepTUdMKaTa Knova 3aNeKTPOHHOW Nognucu.

OTtmeTka 06 3NeKTpPOHHOW MOANMCKU MOXET BKMYaTh n3obpaxeHue repba, ambnembl opraHa Bnactu
(opraHusaunu), TOBapHOTO 3Haka (3Haka obcnyKuBaHUS) opraHM3auuu B COOTBETCTBUM C AENCTBYIOLWUM 3a-
KOHOOAaTEeNbLCTBOM.

B cnyyae, ecnu anekTpoHHasi NOANMCb COOAEPXUT METKY JOBEPEHHOIrO BpeMeHU, 0TMeTKa 00 aneKTpoH-
HOW NOAMWCK OOMKHA BKMOYaTb MHOpMaUWo O gaTe M BpeMeHW MoanuMcaHusi 3NeKTPOHHOro AOKyMeHTa
3NEeKTPOHHOW MNOAMNUCHI0, BHELUHWI BUA METKM JOBEPEHHOI0 BpeMeHW YyCTaHaBNMBaeTCs NoKanbHbLIMW HOpMa-
TUBHBIMW aKkTaMW, NPUHATEIMW B OpraHmn3aumy v no cornaweHuno CTOPOH.

lpumep
OOKYMEHT NOANMWMCAH
ANEKTPOHHOW NOANMCEIO

HAMMERSESNAR Ceptudumkart 1a111aaa000000000011 H.H. Hukonaes
[OMKHOCTK o

Bnapeney Hukonaee Hukona Hukonaesuy

Oewncteutener ¢ 01.12.2023 no 01.12.2024

Harta n Bpemsa nognucanua 01.06.2024 15:00

B cnydae npumeHeHUst NPOCTOR 3NeKTPOHHON NOAMNWCH BHELUHUA BUL OTMETKM 06 NeKTPOHHOR Noanu-
CW yCTaHaBMMBaETCA NOoKanbHLIMW HOPMATUBHLIMKM aKTamu, NPUHATLIMU B OpraHn3aumnmn, UKn no cornaweHuo
CTOPOH.

5.24 TeuyaTb 3aBepsieT NOANMHHOCTL NMOANUCK AOMKHOCTHOTO NLE Ha AOKYMEHTaX, YA0CTOBEPSIOLLMX
npaga nuu, UKCUPYHOLLMX haKTbl, CBSI3aHHbIe ¢ (QMHAHCOBLIMW CPEACTBAMU, 8 TAKKEe Ha UHLIX JOKYMEHTAX,
npedycmaTpuealoLmnx 3aBepeHre NognucK neyatbio B COOTBETCTBUM C 3aKoHo4aTenbCTBOM Poccuitckoil de-
Jepauuu.

OpraHuzauuu, MMerLw e NpaBo NCnonb3oBaTk repboBble NevYaT, PYKOBOACTBYOTCS NPU UX M3roTOBNe-
Hum TOCT P 51511,

MeuyaTk NpocTasBnaeTcs Ha ceoboAHOM OT TEKCTa MecTe, UMK 3aXBaTbiBas YacTb HAMMEHOBaHWS O0MX-
HOCTW, TaK YTOObLI OCTaBanMCh BUOHLI UMELMECS HA NedYatu Haanucu u nsobpaxkeHus. MNevyats npocTaens-
eTcsl, He 3axBaTbiBasi COBCTBEHHOPYYHOW NOANKMCK NLA, NOAMMCaBLUEro JOKYMEHT.

HonyckaeTcs 0603Ha4aTh MecTo Ans nevyaTu Ha JokymeHTe oTMeTKON «M[» («MecTo ne4yaTtu»).

5.25 OTmeTka 06 ucnonHuTene BkMovaeT aMUNn, UMA U OTYECTBO UCMONHUTENS, HOMep ero Te-
nedoHa. OTMeTka 06 MCrnonHUTENe MOXeT LOMNOMHATLCS HAaVMEeHOBAHWEM CTPYKTYPHOro noapasfeneHus i
[OOMKHOCTM, 3MNEeKTPOHHbLIM aApecoM UCTMONHUTENS.

OTmeTka 06 ncnonHuTene ohopMIseTca Ha NMUEBOR CTOPOHE NMOCMNeaHero NMcTa AoOKyMeHTa OT rpaHu-
Libl TEBOrO MONSA UMK, NPX OTCYTCTBUKW MecTa, Ha 0B0POTHOW CTOPOHE NUCTa BHWU3Y Cresa.

MMpumep

3abenwvH MBaH AHgpeeBuWY, KOHTPONbLHOE yrNpaBrieHue, BedyLWwuid crneunanuct
+7(495) 924-45-67, Zabelin@gov.ru

OTmeTka 06 ucnonHUTEne MoXeT OhOPMMATLCA KaK HWKHUA KONMOHTUTYN U nedaTaThes WpUdToM MeHb-
Wwero pasmepa. B cnyyae oopMmneHns peksmanTa WpHHTOM MeHbLLIEro pasMepa pekoMeHayeTCst UCMNOoNb3o-
BaHWe Kernsi Ha ABa MyHKTa MeHbLUEero pasmepa, 4YemM OCHOBHOM TEKCT.

5.26 OTMeTKa O 3aBepeHuWU Konuu oopMnseTca ANA NMOATBEPXOEHWMA COOTBETCTBUS KOMWUM LAOKY-
MeHTa (BbIMUCKW U3 JOKYMEHTa) MOANMHHUKY AokymeHTa. OTMETKa O 3aBepeHUM KOMuUW NpocTaBnaeTcs nog
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pPEeKBM3UTOM «MOAMMCHY 1 BKIOYaeT: croBo «BepHo»; HauMeHoBaHWe LOMKHOCTY NLa, 3aBEPUBLLETO KOTKIO;
ero cob6CTBeHHOPYYHYH MOAMWCH; paclM@pPoBKy noanucu (MHWUKManbl, haMunnio); 4aTty 3aBepeHns Komnuu
(BbINWUCKM U3 OOKYMEHTA).

TMpumep

BepHo
WHcnekTop cnyxbbl kagpos Mognucek M.0. damunus

Oata

Ecnu konus BbigaeTca AnNA NpeAcTaBrneHust B APYrylo OpraHu3auunto, OTMEeTKa O 3aBepeHun KOnuM [4o-
MOMHAETCA HAAMUCbID O MECTEe XpaHEeHWst JOKYMEeHTa, C KOToporo Obina marotoBneHa konus («MognuHHMK
LOKYMEHTa HaxoguTcs B (HaumeHoBaHWe opraHusaumu) B gene Ne ... 3a ... roa») v 3aBepaeTcs nevaTblo op-
raHusaumu.

Ons npocTtaBneHUs OTMETKU O 3aBePEeHMM KoMK MOXKET MCMONb30BaTLCA WTaMn.

5.27 OTmeTka 0 NocTynneHun JOKYMeHTa CNyXUT AN NoATBepXAeHWs dpakTa NocTynneHus JOKYMeH-
Ta B OpraHv3auuid 1 BKMYaeT Jarty NoCTYMNMNeHWss M BXOAALMWA PErMCTPaLWOHHBLIN HOMep AokyMmeHTa. [pw
HeobxoQMMOCTN OTMETKA O MOCTYNMEHWN MOXET AOMNOMHATLCH yKa3aHMem BPeMEeHW NMOCTYNNeHus B Yacax u
MUHYTax 1 cnocoba gOCTaBKM JOKYMEHTA.

[ns npocTaBneHusa oTMETKU O NOCTYMMNEHUN JOKYMEHTa MOXET UCNONb30BAaTLCS LUTaMI.

5.28 Peszontouuns codepxuT yKazaHue no UCNofHeHW gokymeHTa. Pesoniouma odpopmnsieTcs Ha cBO-
booHoM MecTe paboyero nona AoKyMeHTa, Ha bnaHke pe3onoLUnm UMM BHOCUTCA HENOCPEACTBEHHO B CUCTEMY
3MEeKTPOHHOIO AOKyMeHToobopoTa.

Pesontouuna BknoYaeT: haMunuio, MHALKWaNbl UCNOMHUTENS (MCNoNHUTeNen), NopyyYeHue no GOKYMEeHTY,
npy HeoBXo4MMOCTM — CPOK UCNOSIHEHWSA, NOANUCH NMLA, BbIHECLLEro Pe3orioLMio, 4aTy PE30TIOLUHN.

lMpumep

®amunua N.0.

Mpowy noarotoBuTh NpegnoxeHusa K 15.04.2025.
Mognuck

Hata

5.29 OTMeTKa O KOHTpONe CBMAETENbLCTBYET O MOCTaHOBKE AOKYMEHTA Ha KOHTPOIb, MpOCTaBnseTcs
LWTaMnom «KOHTPONb» Ha BEpXHEM More A0OKyMeHTa W/UnM BHOCUTCS HeMoCcpedCcTBEHHO B CUCTEMY SMEKTPOH-
Horo gokymeHTooBopoTa.

5.30 OTmMeTKa 0 HanpaBneHun JOKYMEHTa B Aerno onpeaenseT MecTo XpaHeHus OOKyMeHTa nocne 3a-
BepLueHUs paboTbl C HUM U BKIOYaeT: cnoea «B feno», MHOekc Jena no HOMEHKNaType Jen, B KoTopoe no-
MeLlaeTca OOKYMEHT Ha XpaHeHue, C yKasaHueM roa, JOMKHOCTU Nuua, ohOpMUBLLETO OTMETKY, NMOOMWCH,
Oarbl.

Tpumep

B neno Ne 01-18 3a 2024 r.
3aB. 0TAENOM KOpNopaTUBHbBIX NMPOEKTOB

MNoanucek Hara

OTmMeTKa 0 HanpasneHun JOKYMEeHTa B eN0 MOXeT LONOMNHATLCS KpaTKUMK CBeAeHWAMK O pesyrbraTax
UCMOMHEHUS OOKYMEHTA.

5.31 Wrpuxkoa (QR-kog) JOKYMEHTA pasMellalT B NpaBoM HUKHEM YImy NepBOro NMcTa AOKYMEHTa,
a npu oTcyTCTBMM cBOBOOHOrO MecTa — B MPaBOM BEPXHEM YrIy Wiu Ha ApyroM cBoboaAHOM OT TEeKCTa MecTe
[LOKyMeHTa [N aBToMaTKU3aLun NoMcKa JOKYMEHTa B MH(OPMALMOHHOM cUCTEME.
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6 BbnaHKu AOKYMEHTOB

6.1 [Onsa noaroToBKM AOKYMEHTOB OpraHM3al My UCNonb3yoT BnaHky yCTaHOBNEHHOro obpasua 1 YncTble
nucTbl Bymaru.

Ons wnarotoBrneHuss 6naHKoB OOKYMEHTOB wcnonb3yetca Gymara dgopmatoB A4 (210 x 297 mm),
A5 (148 = 210 mm); [ns wW3roToBrneHuss OnMaHKoB pesoniouuin  ucnone3yetcs Oymara dopmaTtoB
A5 (148 x 210 mm), A6 (105 x 148).

[Mpy M3gaHMKM OOKYMEHTOB ABYMSA UNW Bonee opraHusauusamu, ucnonsayetcsa bymara gopmata A4, Ha
KOTOPOW BOCNPOU3BOAATCA PEKBU3UTHLI BCEX OpPraHmn3aunii, NOAroTOBUBLINX OOKYMEHT.

Ha bnaHke narotaBnMBaeTCcA nNepsasi CTpaHWLa (NUCT) OKYMeHTa, nocneaywlme cTpaHuubl (MACTbI)
M3roTaBnuBalTcs Ha Bymare cooTBeTCTBYyloLero hopmMarta.

Kaxpgpiih nucT AoKyMeHTa, 0hOopMIeHHbIA Ha BnaHke nnu 6e3 Hero, JOMKeH MMEeTh MoMa He MEHee:

20 MM — neBoe;

10 MM — npaBoe;

20 Mm — BepxHee;

20 MM — HUXHee.

[okymeHTbl anuTenbHbix (cBbiwe 10 neT) CPOKOB XpaHeHUs OOMKHbI MMEeTb JieBoe Mnofie He MeHee
30 mm.

6.2 OpraHm3auun UCnonb3yT OraHKM JOKYMEHTOB, U3roTOBMEHHbIe Ha ByMaHOM HocuTene (BraHkum
OOKYMEHTOB (befiepanbHbIX OpPraHoB rocygapcTBEHHOM BNAcTU C BOCNPOU3BEAeHEM [OCyaAapCTBEHHOIO rep-
6a Poccuiickon ®epepauymm narotaenuBatoTes nonurpadonyeckumMm NnpeanpusaTusaMm, UMeELLIMMN cepTUdmKa-
Thl O HAMUYUN TEXHUYECKUNX U TEXHOMOIMYECKUX BO3MOXHOCTEN ANSA KaYeCTBEHHOIO M3rOTOBIEHMSA YKA3aHHOIO
BMAa MPOAYKUWK), /MMM 3NeKTPOoHHbIe WabnoHbl 6naHkoB. bnaHkn Ha OymaXHOM HOCUTene 1 3NeKTPOHHbIe
WwabnoHbl BraHKoB OOMKHBI ObiTe MOEHTWUYHbLI MO COCTaBY PEKBU3WTOB, MOPSAOKY MX PACMONOXEHWSs, TapHUTY-
pam wpudgTa.

BnaHkn 0OKyMEHTOB Ha ByMaXXHOM HOCUTENE W SMNEKTPOHHbIE WabnoHbl BNaHKoB M3roTaBNMBAKTCA Ha
OCHOBaHUW MakeToB OnaHKoB, YTBEP¥AAEMbIX PYKOBOAUTENEM OpPraHu3aLnn.

BnaHku gokyMeHTOB crnefyeT u3rotaBnueath Ha 6enon Bymare unu Bymare ceeTneix TOHOB. bymara, Ha
KOTOPOI M3roTaBnueatoTcs BnaHKM JOKYMEHTOB M BTOPOW M MOcnegytoune NMcTbl AOKYMeHTa, JOMMKHA ObiTh
O[MHaKOBOro Ka4yecTBa.

OneKkTpoHHble WabnoHbl 6aHKOB OOKYMEHTOB M 3MEeKTPOHHbIe WabnoHbl JOKYMEHTOB OOMKHbBI ObiTh
3aLMLLEHBI OT HECAHKLWOHUPOBAHHLIX M3MEHEHWN.

6.3 BnaHku JOKYyMEHTOB OChOPMMSKOTCH B COOTBETCTBUWM C npunoxeHuem b. OpueHTUpOBOYHbIE rpa-
HWULbI 30H pPacnonoXeHns pekBu3nMToB obo3HaqYeHbl NyHKTUPOM. Kaxkaas 3oHa onpefensaercsa COBOKYMHOCTbIO
BXOJSILLMX B HEE PEKBU3UTOB.

6.4 B 3aBMCMMOCTW OT pacnofnoXeHWs PeKBU3MTOB yCTaHaBNMBAaEeTCs ABa BapuaHTta brnaHKoB — yrmno-
BOI (pucyHok B.1) n npogonbHbIiA (prcyHOK B.2).

6.5 Peksuautel 01, 02, 03 pacnonaratwTcs HA BEPXHEM Morne AJokyMeHTa Haf peksuanTom 05 nocepegu-
HE 30Hbl, 3aHATOW 3TUM PEKBU3UTOM.

Peksuant 03 MoxeT pacnonaratbcs criesa Ha ypoBHe pekBuauTa 05.

Peksuauntel 05, 06, 07, 08, 09, 13, orpaHuunTenbHble OTMETKM AN pekeuanTtos 10, 11, 12 B npegenax
rPaHnL 30H pacnonoXeHNs PEKBU3MTOB pa3MeLLanTCca OgHUM U3 cnocoboB:

- LUEHTPUPOBaHHbIM (Ha4arno v KOHeL, KaXa0M CTPOKW PEKBM3WUTOB paBHO yAarneHbl OT rpaHuL 30Hbl pac-
NONOXEHUA PEKBU3UTOB);

- bnaroBbIM (Kaxaas CTpPOKa PEKBM3UTOB HAYMHAETCH OT JIeBOWM rpaHuLbl 30HbI PACMONOXEHWS PEKBU-
3MTOB).

6.6 YcraHaBnuearTca cnegytowme Buabl 61aHKkoB AOKYMEHTOB OpraHv3aunm:

- oBWw K BnaHk;

- BnaHK nucbMma;

- BnaHK KOHKpPEeTHOro BUAa OOKYMEHTa.

HopmaTnBHbIMKM aKkTaMu OpraHu3auuy ycTaHaBnNMBaKTCH BUAbl NPUMeHAeMbIX BrnaHKoB 1 MX pa3HOBUA-
HOCTK (BnaHk nucbMa CTPYKTYpPHOro nogpasgeneHus, 6rnaHk nMcbMa OOMKHOCTHOro nuua, bnaHk npukasa,
©naHk pacnopskeHusi, GnaHk npoTokona u ap.).

O6pa3subl 6naHKoB JOKYMEHTOB MpuBeAeHbl B NpunoxeHun b.

6.7 OBwwui BnaHK Wcnonb3yeTcA AN WM3roToBneHusa Nobbix BWMAOB OOKYMEHTOB, KpOMeE [enoBOro
(cnyxebHoro) nucema.
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OBbwurii BnaHk B COOTBETCTBUM C YYPEAWUTEMNbHBLIMW JOKYMEHTaMW OpraHu3aunu U NoKanbHbIMU HOpP-
MaTUBHbIMKW akTamu BknwodaeT pekBuauntbl 01 (02 unm 03), 05, 06, 07, 13 n orpaHMuYNTENbBHBLIE OTMETKA ONA
peksuautoe 10, 11, 16, 17.

BnaHk nucema B 3aBUCUMOCTW OT yuYpeduTenbHbIX JOKYMEHTOB OpraHM3auun 1 nokKanbHbIX HOpMaTuB-
HbIX aKTOB BKMtovaeT pekeuauTsl 01 (02 unu 03), 05, 08, orpaHuyMTenbHble OTMETKM Ons pekeuautos 10, 11,
12, 15, 17. BnaHk nucbMa CTPYKTYPHOIO NoapasaeneHns ONoNHUTENBHO BKYaeT peksmsunT 06, GnaHk nmch-
Ma OOMKHOCTHOro nvua — pekerant 07.

BnaHk KoHkpeTHOro Buaa OOKYMEHTa, KpOME NUcbMa, B 3aBUCMMOCTK OT ydpeauTernbHbIX JOKYMEHTOB
OpraHu3aumnu U NoKanbHbIX HOPMAaTUBHLIX aKTOB BKM4aeT pekBuauTsl 01 (02 unm 03), 05, 09, 13 u, npu He-
06xoanMMOCTK, OrpaHUYNTENBHBbIE OTMETKU ANA rpaHul 30H pacnonoxeHusa pekeuautos 10, 11, 16, 17. BnaHk
KOHKpETHOro BMAa AOKYMEeHTa CTPYKTYPHOro nofApasfeneHus AONONHUTENBHO BKNovaeT pekeuant 06, GnaHk
JOMKHOCTHOTO Nuua — pekBuant 07.

6.8 B opranax Bnactu u opraHu3aumnsx pecnyonuk Poccuiickoin Pegepaunn, UCNONb3YOLWKX Hapsgy ¢
PYCCKUM $13bIKOM KaK rocygapcTBeHHbIM s3bikom Poccuitickon Pefepaummn rocynapcTBeHHbIA A3bIK (rocydap-
CTBEHHbIE A3bIKW) pecnybnuk, MCrnomnb3yTcsa BraHK1u 4OKYMEHTOB Ha PYCCKOM fA3LbIKE U rOCy4apCTBEHHOM SA3bl-
Ke (rocydapCTBEHHLIX fi3blKax) pecnybnuk: yrnoeble (pekBM3nTLl BnaHka pacnonarakwTcs Ha OJ4HOM YpPOBHE:
Ha pyCCKOM s13blKe — CINeBa, Ha rocyqapCTBEHHOM fA3bike (rOCyAapCTBEHHbIX A3blKax) pecnybnvk — cnpaea)
UNK NPoAonbHble (peKBM3NTLI BnaHka Ha PyccKOM A3blke — CBEPXY, PEKBU3WUTEI BnaHka Ha rocyaapCcTBEHHOM
A3blKe (roCy4apCTBEHHbIX A3blkax) pecnybrvk — HuxKe).

[na nepennckn ¢ MHOCTPaHHbLIMW KOPPECTNOHAEHTaMM UCNOMb3YHT BraHkM Ha ABYX 53blKax — PYCCKOM
W aHrmMunckoM (pucyHok B.8) unm nHoM MHOCTpaHHOM A3bIKe.
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MpunoxeHune A
(cnpaBo4Hoe)

PacnonoxeHwe peKBU3UTOB Ha TUTYNbHOM NMUCTEe OOKYMEHTa

HaumeHoBaHWe opraHU3aLMK

Ipuch cornacoeaHus aokymeHTa Ipudh yTBEPXKAEHNA AOKYMEHTA

HaumeHoBaHWe BUAA OOKYMEHTa
3aronoBok K TeKCTY

MecTo cocTarneHws (U30aHuA) OOKYMEHTa — rof, MaAaHNA OOKYMeHTa

PucyHok A.1 — Pacnonox)eHue pekBU3UTOB Ha TUTYIbHOM NNCTE AOKYMEeHTa
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Mpunoxenune b
(cnpaBo4Hoe)

CxeMmbl pacnonoXxeHuA peKBU3UMTOB JOKYMEHTOB
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PucyHok B.1 — PacnonoxeHue pekBM3WTOB U rpaHuLbl 30H Ha chopmate A4 yrnosoro bnaHka

18

GostExpert.ru
https://GostExpert.ru/gost/gost-7.0.97-2025



https://gostexpert.ru?utm_source=pdf&utm_medium=70274
https://gostexpert.ru/gost/gost-7.0.97-2025?utm_source=pdf&utm_medium=70274&utm_term=page

rOCT P 7.0.97—2025

80 80
il
101 02 03 =3 ~
: 14 04 |
""""""""""""""" H
106 07 o
108 09 “'
(10 11 12 13 T ‘S
e I e " """" 15 16 T
: ©
! N
............................. ;
17 28
=
£
P~
o
(4]
o
5!
i)
®
T
Rl |22 23 24
20 21 26 TToTTTTTTTTTTTTTmommTTmmTmmmmmTTTeo 31
P52 F30 F27 T
: : ~
: : 3
20 110 30 40 -
210

Pucyrok B.2 — PacnonoxeHue pekBU3UTOB W rpaHuLbl 30H Ha dopmate A4 npoaonsHoro brnaxka
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MpunoxeHune B
(cnpaBo4Hoe)

O6pa3subl 6MaHKOB 4OKYMEHTOB

Pocapxus

depnepansHoe BlogKeTHOE ydpexxaeHue
«Bcepoccuitckuii Hay4HO-UccneaoBaTenbCKUA UHCTUTYT
AOCKYMEHTOBELEHUA U apXUBHOrO fena»

(BHUWMOAR)
Ne

Mockea

PucyHok B.1 — O6paseu obwero bnaHka opraHvsauun
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Pocapxue

benepansHoe OIOMKETHOS YUpeXaeHUe
«Bcepoccuickuin Hay1Ho-
1cCnenoBaTenbLCKUA UHCTUTYT
DOKYMEHTOBeJeHUA ¥ apXUBHOIO Aenax

(BHUMOAL)

MpodcowsHan yn., a. 82, Mockea, 117393
Ten./hake: (495) 718-78-74,
e-mail: mail@vniidad.ru; hitp://Awww.vniidad.ru
OKNO 02842708; OrPH1027700380795;
WHH/KMN 7708033140/771001001

Ha Ne oT

Pwucyrok B.2 — OB6paseuy yrnosoro 6naHka nMceMa opraHvusagum

GostExpert.ru
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Pocapxus

denepancHoe 6HMKETHOE yupeXxaeHne
«Bcepoccuitckuin HayMHO-UCCNeaoBaTenbCKUA UHCTUTYT
AOKYMEeHTOBe/JeHUA U apXMBHOro aena»

(BHUMOAL)

MpodhcolosHan yn., 4. 82, Mockea, 117393
Ten./thakc: (495) 718-78-74; e-mail: mail@vniidad.ru; http://www.vniidad.ru
OKIMO 02842708; OrPH 1027700380795; MHH/KIMM 7708033140/771001001

Ha No oT

PucyHok B.3 — O6pazeLl npogonbHoro bnaHka nucbmMa opraHusaumm
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Pocapxus

depepanbHoe BHOMKETHOE YUpexaeHe
«Bcepoccuitcknia Hay4yHO-UCCneacBaTenbCKUi MHCTUTYT
JOKYMEHTOBeeHWA U apXMBHOIO gena»

(BHUMOAL)

3AMECTUTENb OUPEKTOPA
Mpodcotoaran yn., A. 82, Mocksa, 117393

Ten./cpakc: (495) 718-78-74; e-mail: mail@vniidad.ru; http://www.vniidad.ru
OKMO 02842708; OrPH 1027700380795; MHH/KIM 7708033140/771001001

Na

Ha Ne oT

PucyHok B.4 — OBpasey npogonsHoro 6rnaHka nuceMa AOMKHOCTHOMO nuua
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Pocapxue

®enepansHoe GIOMKETHOE yHpexaeHue
«Bcepoccuitckuia Hay4yHO-UccneaoBaTeNnbCKUA MHCTUTYT
OOKYMEHTOBEJeHMA W apXMBHOIO Aena»

(BHUMDAL)

OTPACNEBOW LIEHTP NOBbILEHWUA KBATTMGUKALINA

MpodcoiosHan yn., A. 82, Mockea, 117393
Ten./cpakc: (495) 718-78-74; e-mail: mail@vniidad.ru; http://iwww.vniidad.ru
OKMNO 02842708; OrPH 1027700380795; MHH/KIM 7708033140/771001001

Ne

Ha Ne oT

PucyHok B.5 — O6pasey npogoneHoro 6riaHka nuceMa CTPYKTYpPHOro nogpasneneHuns
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Pocapxus

PepepanbHoe GiopkeTHOe yupexaeHue
«Bcepoccuinckuin HayyHO-UCCnenoBaTenLCKMn UHCTUTYT
AOKYMEHTOBEOEHUA U apXuBHOIO genap

(BHMPAL)

MPUKA3
Ne

Mockea

Pucyrok B.6 — O6pasey 6naHka KOHKPETHOMO BuAa OOKYMEHTa opraHvsauun

GostExpert.ru
https://GostExpert.ru/gost/gost-7.0.97-2025
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Pocapxup

degepansbHoe 6loKeTHOE YUpeXeHWe
«Bcepoccuincknin Hay4HO-UccneaoBaTernbCKUii MHCTUTYT
AOKYMEHTOBEOEeHNA N apXUBHOIo gena»

(BHUWOAL)

SAMECTUTENb ANPEKTOPA
PACMNOPAXEHWE

Ne

Mockea

PucyHok B.7 — O6pasey bnaHka KOHKPETHOMO BLUAa OOKYMeHTa AOMKHOCTHOro nuua
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Pocapxup

denepansHoe BloKeTHOE yupexaeHue
«Bcepoccuitckuin Hay4HO-UccneaoBaTenbCKUii
WHCTUTYT JOKYMEHTOBEOeHUs U apXuBHOro Aena»

(BHUWWOAL)

MpodhcolosHan yn., 4. 82, Mockea, 117393
Ten./chbakc: (495) 718-78-74; e-mail: mail@vniidad.ru; hitp://mww.vniidad.ru
OKMO 02842708; OrPH 1027700380795; MHH/KMMN 7708033140/771001001

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

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

Ha Ne oT

PucyHok B.8 — O6paseu npogoneHoro briaHka nucbmMa opraHu3aunm Ha OBYX A3blKax

GostExpert.ru
https://GostExpert.ru/gost/gost-7.0.97-2025
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Pocapxup

®denepansbHoe GlopKeTHOS yypexaeHue
«BcepoccHincKknia Hay4HO-
nccneaoBarenbCKUi MHCTUTYT
JOKYMEHTOBEeAEeHWA U apXUBHOIO genan»

(BHAMTAL)

MpodhcorosHas yn., g. 82, Mockea, 117393
Ten./chake: (495) 718-78-74;
e-mail: mail@vniidad.ru; http://www.vniidad.ru
OKIMO 02842708; OrPH1027700380795;
WMHH/KNN 7708033140/771001001

Ne

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://iwww.vniidad.ru

PucyHok B.9 — O6paseu yrnosoro 6naHka nucbMa opraHvu3auunn Ha ABYX A3blkax
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Bubnuorpadcun

[1] PenepanbHblil KOHCTUTYLIMOHHBLIN 3aKoH oT 25 faekabpsa 2000 r. Ne 2-©K3 «O lMNocynapcTeeHHoM repbe Poccuiickon
denepauun»

[2] [Mpaeuna okasaHWs yCnyr NoYTOBOW CBA3WN, YTBERKAEHHbIE NpuKazoM MuHUCTepcTBa LMMPOBOro pazBUTUSA, CBA3N
1 MaccoBbIX KOMMYHUKaLM Poccuiickon ®enepaunu ot 17 anpensa 2023 r. Ne 382
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CoszpgaHo B eguMHM4HOM ucnonHeHun B IBY «MHCTUTYT cTaHgapTraaumu»
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