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MNMpeaucnoBune

1 PABPABOTAH BcepoccuitckKMM HayyHO-MCCMefoBaTeNbCKAM WHCTUTYTOM [OOKYMEHTOBEAEHWUS U
apxueHoro gena (BHAWOAL)

2 BHECEH TexHu4eckum komuTeToM no ctaHgaptusaumm TK 191 «Hay4yHo-TexHu4yeckasn nHdopmauus,
BbrubnunotevyHoe 1 n3gatenbcKoe Aeno, ynpaBneHue AOKYMEHTaMmU»

3 YTBEPXOEH W BBEJEH B OEWCTBUE Mpukazom denepanbHOro areHTCTBA MO TEXHUYECKOMY
perynupoBaHunio U MeTponorum ot 26 nwoHs 2025 . Ne 622-ct

4 B3AMEH IOCT P 7.0.97—2016

lMpasuna npumeHeHUss Hacmosweao cmaHdapma ycmaHoeneHbl 6 cmamee 26 ®edepanbHO20 3aKOHa
om 29 utwoHa 2015 a. Ne 162-®3 «O cmaHOapmu3sayuu 8 Pocculickoli @edepayuu». ViHhopmayus 06 us-
MeHeHUSIX kK Hacmosiwemy cmandapmy nybrukyemcs 8 exe200HOM (10 cocmosiHu Ha 1 SHeaps mekyueao
eo0a) uHghopMmayuoHHOM ykaszamene «HayuoHanbHbie cmaHdapmbi», a oghuyuanbHbil mekcm U3MeHeHul
U ronpaeok — 8 eXemMecsYHOM UHGhOPMayuOHHOM ykazamene «HayuoHanbHble cmaHOapmbi». B cnyvae
nepecMompa (3aMeHbl) UU OmMMeHbl Hacmosweao cmaHdapma coomaeemcemeayruee yeedoMmneHue bydem
onybnukosaHo & bnuxaluwem 8biflyCKe eXeMeCAYHO20 UHOPMayUuOHHO20 ykaszamens «HayuoHanbHbie
cmaHOapmabi». Coomeemcemeyrowjas uHgopmayus, yeedoMIeHUe U MeKCcMbl pasMewarmces makxe 6 UH-
hopmayuoHHOU cucmemMe obuiea0 NMonb308aHuUss — Ha oghuluansHoM calime @edepanbHo20 azeHmemea rno
MexXHUYeCcKoMy peayuposaHuo u Memponoauu 8 cemu MHmepHem (www.rst.gov.ru)

© Odpopmnenne. IBY «NHCTUTYT cTaHgapTuzauuny, 2025

Hactoawmnn CTaHOdapT HE MOXeT BbITb NONMHOCTLIO UMW YaCTUYHO BOCMNpowun3BeneH, TMpaxmposaH 1 pac-
NMpocTpaHeH B Ka4ecTBe OCbVILI,MEU'IbHOFO n3gaHunA bes paspelweHns <De,£|,epaanoro dreHTCcTBa Nno TexHu4ye-
CKOMY perynuposaHuUi 1 MeTponorum
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HAUMWOHANBbBHBIA CTAHOAPT POCCUMNUCKON ®EQOEPALUNMU

Cuctema cTaHgapToB no uHgopmauuu, 6MbNMoTe4HOMY M N3gaTenbCKOMY Aeny
OPrAHU3AUWOHHO-PACNOPAOUTENbHAA OOKYMEHTALUA
Tpe6boBaHuA kK 0ochopMNEHMNIO JOKYMEHTOB
System of standards on information, librarianship and publishing.

Organizational and administrative documentation.
Requirements for presentation of records

Oata BBegeHnsa — 2025—08—18

1 O6nacTb NpUMeHeHUs

HacTogawuin CTaHOapT pacnpocTpaHAeTCcd Ha opraHn3auuMoHHO-pacnopaanTeribHble JOKYMEHThI: yCTa-
Bbl, MNOJIOXXEHWUA, NpaBuna, MHCTPYKUWW, perfiaMeHTbl, NOCTaHOBMNEHWA, PacnopAaAXeHWA, NpukKasbl, pellieHnA,
NPOTOKOJbI, A0OrOBOpPLI, aKTkl, NMMCbMa, cnpaBkn U Op. (,qanee == ,D,OI(YMG‘HTE‘::I), B TOM 4YuClie BKIK4YEeHHbIe B
OK 011-93, knacc 0200000.

HactoAawunn CTaHOapT onpenendeTr CoCTaB PeKBU3UTOB OOKYMEHTOB, npaBuia nx OCbOpMJ'IEHI/IH, B TOM
Yyucne ¢ npyuMeHeHunem VIHCbOpMaLI,MOHHbIX TEXHOMOrnIA; BUAbI 6ﬂaHKOB, COCTaB PeKBU3NTOB 6]'iaHKOB, CXeMbl
pacnonoXeHuAa pekBU3nMTOB Ha OOKYMEHTE, 06paau,b| 6]'IaHKOB; npasuna co3faHuA JOKYMEHTOB. MNonoxeHunsa
HacToALWero craHgaprta pacnpocTpaHAKTCA Ha OJOKYMEHTbI Ha GyMa)KHOM 1 3NTEKTPOHHOM HOCKUTENAX.

2 HopmaTtuBHbIE CCHINKK

B HacTodLeM cTaHgapTe MCNONb30BaHbl HOPMATUBHbIE CChINKM HA cnefyllwmMe JOKYMEHThI:

FOCT P 51511 lNMeyatn ¢ Bocnpou3segeHnem ocynapcrteeHHoro repba Poccuinckon ®egepaumn. dop-
Ma, pasMepbl U TEXHUYECKMe TpeboBaHKuA

MOCT P NCO 15489-1 Cucrema cTaHOapToOB No MHopMaLuu, BUBNMOTEYHOMY U M30ATENLCKOMY Oeny.
Mudopmauma n gJokymeHTaums. YnpaeneHue gokymeHtamu. Hactb 1. NoHATHA 1 NpUHLMNGLI

OK 011-93 (OKY[) O6wepoccuitckunii knaccuukaTop ynpasneH4Yeckon JoKyMeHTaLmum

MpumevyaHune — [lpyn NONb30BaHWM HACTOALLMM CTaHAapPTOM LienecoobpasHo NpOBEPUTL AEWCTBUE CCbINOY-
HbIX CTaHOapTOB (KnaccugukaTtopoB) B MHOpPMaLMOHHOW cucTeMe 0bLLero nonb3oBaHnsa — Ha odmumansHoM caite Pe-
JeparnsHOro areHTCTBa Mo TEXHUYECKOMY PEryNUPOBaHUI0 U METPONOMMW B ceTH MIHTepHET unm no exerogHomy uHdopma-
UMOHHOMY yKkasaTenio «HauuoHansHble cTaHgapThi», KOTOpbIA onyBrnMkoBaH No COCTOAHWIO Ha 1 AHBapA TeKyLLero roaa,
1 MO BbINYCKaM eXemMeca4yHOro MHopMaLUNOHHOrO yKkasaTens «HaunoHanbHble cTaHaapTbl» 3a Tekywuii roa. Ecnv same-
HEH CCbINMOYHbIA JOKYMEHT, Ha KOTOPLIN AaHa HeAaTUPOBaHHAA CCbINKa, TO PeKOMEHAYETCH UCMONb30BaTh AEACTBYHOLLYIO
BEPCUI0 3TOM0 AAOKYMEHTA C YYETOM BCEX BHECEHHbIX B AaHHYI0 BEPCUI0 N3MEHEHWNIA. ECrn 3aMEHEH CCbINOYHbINA JOKYMEHT,
Ha KOTOphI JaHa AaTMpPOBaHHAsA CCbINKa, TO PEKOMEHAYETCH MCMOMNb30BaTh BEPCUIO0 3TOM0 AOKYMEHTA C YKa3aHHbLIM Bbille
roooM yTeepxaeHus (NpuHATug). Ecnun nocne yTBepXaeHWA HacTOSALLEro CTaHA4apTa B CCbINOYHbIA JOKYMEHT, Ha KOTOPLINA
JaHa AaTMpoBaHHasi CChINKa, BHECEHO M3MEHEHWe, 3aTparvBalollee MonoXeHue, Ha KOTOpoe AaHa Ccbinka, To 3To Mo-
noXeHre pekoMeHayeTcs npuMeHaTs 6e3 yyeta AaHHOro 3MeHeHUs. Ecnm cebinoyHbIi JOKyMEHT OTMEHEH Ge3 3aMeHsl,
TO MONOXeHWe, B KOTOPOM [laHa CChifNka Ha HEro, PEKOMEHYETCs NPUMEHATE B YacTW, HE 3aTparmBatoLLEei 3Ty CCbISKY.

W3paHue ochmumnanbHoe
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3 Obwme TpebOBaHUA K CO3[aHUIO AOKYMEHTOB

3.1 OokymMeHTbl MOryT co34aBaThCs Ha DYMaXHOM HOCWUTENe W B 3MeKTPOHHOW dhopme ¢ cobnwge-
HWEM YCTaHOBMEHHBIX NpaBun oopMmneHna AoKyMEeHTOB. [1na co3gaHus JOKYMEHTOB MOryT MCMNOMb30BaTLCA
3MNEKTPOHHbIE WabnoHbl 6raHKOB JOKYMEHTOB U 3NEKTPOHHbIE LWabrnoHbl JOKYMEHTOB.

3.2 lNpwu co3gaHuK JOKYMeEHTa Ha AByX W Dornee cTpaHuLax BTOPYK U nocrnegywuiMe CTpaHuLbl Hyme-
pytoT. Homepa cTpaHuy NpocTaBnslTCA NocepeavHe BepxHero nons AoKymeHTa Ha pacctofHun 10 mm ot
BEPXHEro Kpas nucra.

[onyckaeTcs co3gaHve OOKYMEHTOB Ha NMULIEBOW 1M 0BOpPOTHOW cTopoHax nucTa. MNpu OBYCTOPOHHEM
CO30aHUN OOKYMEHTOB LUMPUHA NEBOTO MOMs Ha NULEBON CTOPOHE NUCTa 1 NpaBoro nons Ha o6opoTHON CTo-
pOHE NUCTA A0MKHbI BbITb paBHbI.

3.3 MapHuTypa n pasmMepsbl LWpUEGTA, UCNOMNL3YEMOro OpraHu3aumneit, ycTaHaBNMBaKTCA B HOPMaTUBHbIX
aKTax opraHusaumu.

[Onsa ohopmneHns AOKYMEHTOB peKOMEeHOYETCs MCNoNb30oBaTh pasmepsb! wpudgTtos Ne 12, 13, 14.

Mpwu cocTaBneHun Tabnuy 1 Npu opopmnennn pekemantor 08 u 25 (cm. pasgen 4) gonyckaeTcs UCMNOMb-
30BaTh WPUAThI MEHbLUMX pasMepoB.

3.4 ABsauHblii OTCTYN TeKcTa JoKkymeHTa — 1,25 cm.

3aronoBkW pasgenos W Nogpa3aenos nevartarTcs ¢ ab3alHbIM OTCTYNOM UMW LieHTpupytoTcsa 6es ab3au-
HOro OTCTYyNa Mo LWMPUHE TeKcTa.

MHOrocTpoYHbIE PEKBU3UTLI NevYaTarTCa Yepe3 OWH MEXCTPOYHbLIA MHTepBarn, COCTaBHbIE YacTl pek-
BW3WUTOR OTAENSAKTCHA OOMNOMNHUTENBHBIM UHTEPBAOM.

CTpOKM MHOFOCTPOYHBIX PEKBU3UTOB BbIpABHUBAKTCS MO NEBOMY Kpak 3aHUMaeMON MMWU 30Hb! UMNA LIEH-
TPUPYIOTCA OTHOCUTENBLHO CamMon ANWUHHON CTPOKMW.

TekcT gokymeHTa nedaraetca Yepes3 1—1,5 MeXCTpPOYHbIX MHTEpBana.

Ecnu JOKYMEHT roToBMTCH AN U30aHUA C yMeHblleHnem maclitaba, TekcT nedyaTaeTcs Yyepes OBa WH-
TepBana.

WHTepBan mexay BykBamu B CroBax — OBBIYHBIN.

WHTepBan mexay cnoBaMyu — oduH npoben.

3.5 TekcT pgoKyMeHTa BblpaBHMBAETCA MO LUMPWHE mnucTa (Mo rpaHuuam nesoro M npaBoro nonem
OOKYMeHTa).

[nvHa camoi ANWHHOW CTPOKW PEKBU3UTA NMpU YIIOBOM PacrnonoXeHWM pekBM3MToB — He bonee 8 cwm.

OnuHa camMoid ANWHHOW CTPOKW PeKBU3UTa NpW NPOOONbHOM PacrnonoXeHuK pekBuanTos — He Bonee
12 cm.

3.6 JlokanbHbIMW HOPMaTUBHBIMW aKTaMK MOXET DbiTb NPegyCMOTPEHO BblAENEHNE OTAENbHbIX PEKBU-
3uTOB BnaHka, a Takke hparMeHTOB TeKCTa NOMYKUPHbIM LLPUTOM.

3.7 MHoroctpaHuyHele AOKYMEHTbl MOTryT OMQOPMNATLCA € TUTYMNbHbLIM NMUCTOM. TUTYMbHBIA TTACT
OOKyMeHTa oOpMIsieTCs B COOTBETCTBUN C MpUMNoXeHnem A.

4 PeKBU3UTLI OOKYMEHTA

Mpn NoaroToBke M OPOPMINEHNN JOKYMEHTOB UCMONb3YOT CNEefyoLLNe PEKBU3UTHI:

01 —repb (FTocynapcteeHHbIn repb Poccuickon ®epepaummn, repb cybwekta Poccuinckon ®egepaumm,
repb (repanbguyecknii 3HaK) MyHULMNansHoro obpasoBaHus);

02 —ambnema;

03 — ToBapHbLIN 3HaK (3HaK OBCMYXUBaAHUSA);

04 — kopg oOpMbl AOKYMEHTA;

05 — HaumeHoBaHWe opraHn3auuu;

06 — HauMeHOBaHWe CTPYKTYPHOro Nogpa3feneHuns;

07 — HaMMeHOBaHWEe OOIMKHOCTHU;

08 — cnpaBoYHble AaHHbIe 06 opraHu3aunu;

09 — HaumeHoOBaHWe BUAA OOKYMEHTA;

10 — pata gokyMeHTa;

11 — perncTpaumoHHbIA HOMEP OOKYMEHTa;

12 — cchbinka Ha perncTpaLMoHHbIA HOMEpP U AaTy NOCTYNUBLIErO JOKYMEHTA;
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13 — mecTo cocTaBneHus (M30aHusA) OOKYMEHTAa;
14 — rpud (nomeTka) 06 orpaHU4eHn OOCTYNa K JOKYMEHTY;
15 — apgpecar;

16 — rpudd yTBEpPXKOEHWA OOKYMEHTa;

17 — 3aronoBOK K TEKCTY;

18 — TekcT JOKYMEHTa,;

19 — oTMEeTKa 0 NPUIOXKEHWN;

20 — rpud cornacoBaHWUsi 4OKYMEHTA;

21 — BuU3a;

22 — noanuchb;

23 — oTmeTKa 06 ANeKTPOHHOW NOANUCH;

24 — nevartsb;

25 — oTMeTKa 06 ucnonHuTene;

26 — OTMETKa O 3aBepeHUU Konuu;

27 — oTMeTKa 0 NOCTYNNeHUU JOKYMEHTa;

28 — pesonwouus;

29 — OTMEeTKa O KOHTpore;

30 — oTmMeTKa 0 HanpaBneHuu JOKYMeHTa B Aero;
31 — wtpmx-koa (QR-koa) AokymeHTa.

5 OdopmMmneHne peKBM3UTOB JOKYMEHTOB

5.1 Tepb (TocymapcteeHHbld repb Poccuiickon ®Penepaumun, repb cybbekta Poccuinckon ®epepauun,
repb (repanbguMyeckui 3Hak) MyHuLMNansHoro obpasoBaHus) BOCNPOM3BOAUTCHA Ha BnaHkax OJOKYMEHTOB B
cooTBeTCcTBUM C [1], 3aKoHOAATENbHLIMU M MHBEIMU HOPMAaTUBHLIMW MPaBOBLIMU akTamu cybbekToB Poccuii-
ckon Pefepauun U MyHULMNANbLHBIMWA MPABOBbLIMU aKTaMM.

WMzob6paxeHune repba (FocygapcteeHHoro repba Poccuinckon ®epnepauuu, repba cybbekta Poccuiickon
®epepayuun, repba (repanbOuU4ecKoro 3Haka) MyHUUMNansHoro obpa3oBaHWsA) MOMELLaeTcsl nocepenuHe
BepxHero nons bnaHka 4OKyMeHTa HaJ peKBM3UTaMu opraHn3almy JOKyMeHTa Ha paccTosHuM 10 MM OT Bepx-
Hero Kpasi nucTa.

3anpellaeTcs oQHOBPEMEHHOE pa3MellleHre Ha bnaHke OOKyMeHTa:

- TocymapcrtBeHHoro repba Poccuiickon Penepauun n repba cybwekta Poccuiickon ®egepauun;

- locymapcrtBeHHoro repba Poccuiickon ®epepauun [repba cybbekta Poccuickon ®enepaunu, repba
(repanbaun4yeckoro 3Haka) MyHuumMnansHoro obpazoBaHusi] U 3mMbrnembl OpraHU3aLmu.

5.2 Ombnema opraHusauuu, paspaboTaHHas U yTBepXXAeHHas B YCTAHOBNEHHOM NOPSAKe, pa3MeLlaeT-
Csl B COOTBETCTBMM C HOPMATMBHbIMW MPaBOBbIMW akTaMu Ha BnaHkax OOKYMEHTOB: dhefepanbHbiX OpraHoB
rocy4apcTBEHHON BMAcTW (3@ WCKMIOYEHUWEM CMydaeB, NpeaycMaTpUBAaOLLMX UCMONb30BaHUE WU30bpaeHus
lNocynapcteeHHoro repba Poccuiickon ®epepauun, repba cybwekrta Poccuiickon ®epnepauum, repba (repans-
OMYECKOro 3Haka) MyHuuMnanbHoro obpasoBaHns), TEppUTOpUanbHbIX OpraHoB efeparnbHbiX OPraHoB rocy-
[apCTBEHHOW BMAacTW, rocy0apCTBEHHBIX M HErOCYOApCTBEHHbIX OpraHv3auuil. MizobpaxeHue ambnemsl no-
MelllaeTcs nocepeanHe BepxHero nons 6naHka JOoKyMeHTa Hafg peKkBM3MTamMu OpraHu3aluy, Ha pacCTOAHUM
10 MM OT BEpXHero kpas nucra.

Ha pokymeHTax, n3gaBaembix OBYMS UMM HECKOMBKUMUW OpraHn3auusMu, 4ONycKaeTcs pa3mMelleHe am-
6nem Bcex opraHn3aunii.

5.3 ToBapHbIii 3HaK (3HaK oBCNyMBaHWSA), 3aperMCTPUPOBAHHLIA B YCTAHOBMEHHOM 3aKOHOOATEb-
CTBOM MoOpsAgKe, BOCNPOWU3BOAUTCA Ha GnaHkax opraHu3auui B COOTBETCTBUWM C yCTABOM (MonoxeHuem o6
opraHmnzaumu). V3obpaxeHne ToBapHOro 3Haka (3Haka obcnyxMBaHWs) NOMeELLaeTCA NOCepeguHe BEPXHErO
nons 6rnaHka JOKyMeHTa Hajl PeKBU3NTaMu OpraHn3alny UMM cresa Ha YpOBHE HaVMEeHOBaHWUsS OpraHmn3almm
(monyckaeTcsa 3axBaTbiBaTbh YacTb NEBOrO MOMs).

Ha pokymeHTax, u3gaBaeMbiX ABYMS UM HECKOMNBKUMM OpraHM3auusamMm, JONyCcKaeTes pa3MelleHue To-
BapHbIX 3HAKOB BCEX OpraHn3auui.

Hapsgy ¢ ToBapHbIM 3HakoMm (3Hakom obcnyxuBaHus) Ha BnaHkax OOKYMEHTOB MOXET yKa3biBaTbCH
KoMMep4eckoe obo3HavyeHue puaMyeckoro nuua.
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5.4 Kopg chopmbl JOKYMEHTa NpocTaBnserca Ha YHUPUUMPOBAHHLIX (hopMax OOKYMEHTOB B COOTBET-
cteun ¢ OK 011-93 unm nokanbHbIM KnaccudrMKkaTopoM, pacrnonaraeTcsl B MpaBoM BEpPXHEM yrny pabouyero
nons AOKYMeHTa, COCTOUT M3 cnoB «Popma no» (HauMeHoBaHWe knaccudurkaTopa) u LMpoBOro Koaa.

lMpumep

dopma no OKY[ 0211151

5.5 HaumeHoBaHue opraHu3aumm Ha BnaHke OOKYMEHTa [OMKHO COOTBETCTBOBATb HaWMEHOBAHWIO
HOpPUANYECKOro N1La, 3akpenneHHoOMY B ero y4peanTerbHbiX AOKYMeHTax (ycTaBe unv nonoxenuu). MNMog Ham-
MEHOBAHMEM OpraHM3auun B CKODKax ykasblBaeTCs COKpalleHHOe HauMEHOBaHWE OpraHu3aluu, ecriv OHO
npeaycMOTPEHO YCTaBOM (MOMNOXEHWEM).

Hapg HaumeHOBaHMEM OpraHu3aumu yKasbiBaeTcs NOfHOe UMK COKpalLleHHOe HanMeHOBaHWe BbILLEeCTOo-
Aller opraHM3aumm (MpyM ee HanM4um).

Ha gokymeHTax, u3gaBaemblX OBYMA WU HECKONbKMMUW OpraHu3aunsiMmuy, B 3arofioBOYHOW 4acTWu npo-
CTaBNAKTCH HAMMEHOBAHWA BCEX OpraHM3auunn.

5.6 HaumeHoBaHWe CTPYKTYpPHOro nogpasfeneHus (B ToMm uucne dwunuana, oTaeneHus, NpeacTaBu-
TENbCTBA, KOMMernanbHOoro, CoBeLLaTenbHOoro UM MHOro opraHa) ucnonb3yetcs B bnaHkax nucem m BnaHkax
KOHKPETHbIX BUO0B OKYMEHTOB COOTBETCTBYIOLLMX NOApa3AeneHnin (0praHoB) B COOTBETCTBUM C NOKANbHbLIMA
HOpMaTMBHLIMWU aKTaMu U YKa3blBaeTcsl o HauMeHOBaHWEM OpraHu3auuu.

5.7 HaumeHoBaHWe OOMKHOCTWM WMCNOMb3yeTca B BnaHkax OOMKHOCTHBIX UL, M pacnonaraeTtcs nog
HaUMEHOBaHWEM OpraHuM3auun UnNu HavMeHoBaHuWeM cybbekta Poccuiickon Pepepauum (kpasi, obnactu,
aBTOHOMHOWM 06nacTu U Ap.), ecnyu OOKYMEHT M3OaeT pyKOBOAUTENb opraHa BracTu cybbekta Poccuickoin
depepauun, MmyHuumMnansHoro obpasoBaHusa. HanmMeHOBaHWEe OOIMPKHOCTM YKa3biBaeTCA B COOTBETCTBUM C
HavMeHOBaHWEM, NPUBEAEHHbIM B pacnopsanTenbHOM JOKYMEHTE O Ha3Ha4YeHUW Ha OOMKHOCTb.

5.8 CnpaBouHble OaHHble 006 opraHu3auuKM ykasblBawTcsl B BnaHkax MUCEM U BKMKOYAKT: MOYTOBLIA
agpec opraHusaunun, Homep TenedoHa, gakca, agpec aNeKTPOHHOW NOYThl, agpec canTta B ceTu «MHTepHeT».

B cocTaB cnpaBoyYHbIX AaHHbIX, 32 UCKMHOYeHWeM BrnaHKOB JOKYMEHTOB OPraHoB rocyapCcTBEHHOW Bna-
CTW, OPraHOB MECTHOr0 CaMoynpaeneHusl, BKIIOYAKTCA: Ko opraHudauuu no Obuepoccuinckomy knaccudgu-
kartopy npeanpuatuia u oprannsaumii (OKIMO), oCHOBHOM rocyaapCTBEHHbIA PETMCTPALMOHHBIA HOMED OpraHu-
3auum (ONPH) n noeHTMUKaALMOHHBLIA HOMEP HanoronnaTenblnKa/kon NPUYMHbLI MOCTAHOBKM HA HANOroBbINA
yueT (MHH/KMM).

5.9 HammeHoBaHue BMaa OOKYMEHTa yKasblBaeTCA Ha BCEX AOKYMEHTax, 33 UCKIHYEeHWEM OenoBblX
(cnyxebHbIx) NMcem, pacnonaraeTcsi N0 PEKBU3UTaMM COCTaBUTENS OOKYMeHTa (HaMMeHOBaHWMEM OpraHm3a-
UMK, HAUMEHOBaHUEM CTPYKTYPHOIO NoAgpa3feneHusi, HauMeHOBaHWeM [A0MKHOCTH) (CcM. pucyHok B.6).

5.10 [aTta oOKyMeHTa COOTBETCTBYET AaTe noanucaHus (YTBepXaeHUs1) OKyMeHTa unum aate cobbitus,
3apMKCUPOBAHHOIO B AOKyMeHTe. [loKyMeHTbl, n3gaHHble AByMSA unu 6onee opraHn3aumMsiMu, JOMKHbI UMETb
OOHy (edVHy0) OaTy, COOTBETCTBYIOLLYIO faTe NoANUCAHUA AOKYMEeHTa NocneAHMM AOMKHOCTHLIM NALOM.

[aTty nokymeHTa 3anucblBaloT B NOCNeaoBaTenbHOCTU: AeHb MecsAua, MecsLl, rogd ogHMM M3 ABYX Cno-
coboB:

apabckumu Lmudpamu, pazgeneHHsiMu Toukon: 05.06.2024;

cnosecHo-ungposeIM cnocobom: 05 nwoHa 2024 .

5.11 PerncrpaunoHHbIA HOMep JOKYMeHTa — UM PoBO# unm BykBeHHO-LMPOBOA naeHTUuduKaTop oo-
KYMEeHTa, COCTOSILLMIA U3 NOPSAKOBOro HoMepa AOKYMEeHTa, KOTOPLIW, No YCMOTPEHUKD opraHu3auuu, MoxeT
OOMONMHATLCA LMdpOoBbIMMA N BYKBEHHBIMW KOAAMKU (MHOEKCAMU) B COOTBETCTBUM C UCMONb3yEeMbIMKU Knac-
cudukatopamum (MHOEKCOM Aena no HOMEeHKNnaType Aer, KoAOM KOPpPeCnoHAEeHTa, KOAOM AOMMKHOCTHOrO nuua
v ap.).

Ha pokymeHTe, cOCTaBNEHHOM COBMECTHO AByMsi M Bonee opraHuMsauusamun, NpocTaBnsaTCca perncrpa-
LUMOHHbIE HOMepa AOKYMEHTa, MPUCBOEHHbIe KaX oW U3 opraHuM3aumin. PernctpaymoHHble HoMepa oTAensoT-
Csl Apyr OT Apyra KOCoW YepTon W NPOCTaBAATCH B NOPSAAKE yKasaHWUs opraHu3auuii B 3arofioBOYHOW YacTu
Ny npeambyne OOKYMEHTA.

5.12 Ccbinka Ha perMcTpauuoHHbIA HOMEp W gaTy NOCTYMUBLLETO JOKYMEHTa BKIOYaeT perucTpaumoH-
HbI HOMEpP M ATy BXOAALLEro MHULMAaTMBHOIO AOKYMEHTa, Ha KOTOpPbLIA JaeTcsa OTBeT.

5.13 MecTo cocTaBneHusa (U3oaHWsa) OOKYMEHTA yKa3blBaeTcA BO BCEX OOKYMEHTaX, KpOME OernoBbiX
(cnyxebHbIX) MUceM, a TakKe OOKNafHbIX, CryXebHbIX 3anncokK U ApYrMx BHYTPEHHUX MHOPMAaLMOHHO-Ccrpa-
BOYHbIX JOKYMEHTOB.
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MecTo cocTtaBneHus (M3gaHvsa) JOKYMEHTa He yKasbiBaeTcsl B TOM Cryyae, ecnv B HAMMEeHOBaHMM op-
raHuM3auumn NMpUCyTCTBYET yKazaHue Ha MecTo ee HaxoxaeHusa. MecTo cocTaBneHus (U3gaHus) OOKYMeHTa
yKa3sblBaeTCA B COOTBETCTBUU C MPUHATLIM agMUHUCTPATUBHO-TEPPUTOPUANEHBLIM AENEHUEM.

5.14 Tpud (nomeTka) o6 orpaHNyeHUU OOCTyNa K AOKYMEHTY NMPOCTaBNAETCA B MPaBOM BEPXHEM Yrmy
NepBOro nucTa AoKymeHTa (MpoekTa JOKYMEHTA, CONPOBOAUTENBHOMO NUMCbMAa K JOKYMEHTY) Ha rpaHuLe BepX-
Hero nons Npu HanW4YuKW B JOKyMeHTe MHopMaLmy, JOCTYN K KOTOPOW OrpaHMYeH B COOTBETCTBUM C 3aKOHO-
natenbcTBom Poccuiickon Penepaunn.

Buabl ncnonb3yembix B opraHusauuy rpudpor (MOMETOK) OrpaHUYeHUsa JOCTYNa AOMKHbBI COOTBETCTBO-
BaTb 3aKoHOAATENbHLIM W MHbBIM HOPMAaTUBHbLIM MPaBOBbLIM akTam Poccuitickoin ®edepauum v OOMKHbI ObiTh
3aKpenneHbl B NoKanbHbIX HOPMAaTUBHbIX akTax. B coctaB rpuda (nomeTtku) 0b orpaHM4eHuM gocTtyna K go-
KYMEHTY BXOOMUT orpaHuuMTencHas Hagnuck («[Ansa cnyxebHoro nonb3oBaHus», «KoMmepueckas TanHa»,
«KoHthmaeHunaneHo» unu ap.), [ONONHAEeMas HOMEepoM 3K3eMNnnsaApa AOKYMEHTa U ApYrMMU CBEOEHUAMU B
COOTBETCTBUM C 3aKoHOAAaTeNbLCTBOM Poccuiickon Pegepaunn.

lpumep

Ons cnyxeBHoro nonb3oBaHus
JK3. Ne 2

5.15 Appecart ucnonb3yetcs nNpyv ooOpMNeHUn AenoBbiX (cnyebHbiX) NUCEM, BHYTPEHHUX MHOpMa-
LWOHHO-CNPaBO4YHbIX AOKYMEHTOB (OKNaAHbIX, CNyebHbIx 3anncok n ap.).

AppecaToM OOKYMEeHTa MOXeT ObiTb OpraHu3auus, CTPYKTYpHOe nogpasferneHne opraHn3auunm, JoMmK-
HOCTHOE UNW uamndeckoe nULo.

PekBu3nT «agpecar» NpocTaBnsaeTcA B BEPXHEW NPaBOW 4acTy AOKyMeHTa (Ha bnaHke ¢ yrmoBbIM pac-
NONOXeHWeM PEKBU3WTOB) UMM Cnpasa MNof pekBu3avTaMmy briaHka (Mpy NpoaonbHOM PacnoNOXeHUN PEeKBU-
3uToB BriaHka). CTpoKM pekBU3UTa «agpecaT» BbipAaBHUBAKTCA MO NIEBOMY Kpato UMW LLEHTPUPYHOTCS OTHOCK-
TenbHO Camoln ANUMHHOW CTPOKM.

lMpw agpecoBaHnK OKYMEHTa PYKOBOOMTENIO (3aMeCTUTENO PYKOBOAMTENSA) OpraHn3aLnM yKasbiBaeTcs
B JaTeNbHOM Nafexe HanMeHOBaHWe OOMKHOCTU PYKOBOAMTENS (3aMecTUTENs pyKOBOAUTENS), BKIOYaKoLLlee
HanMeHOoBaHWe opraHu3auuu, GamMmunuio, MHULMankl AOMKHOCTHOrO nNuua.

lpumep

PykoBoguTento ®egepansHOro
apXMBHOTO areHTCTBa
damunusa M.0.

anI agpecoBaHuUn NMUCbMa B OpraHM3aunio yKa3blBaeTca ee nofiHoe 1nn CcokpalweHHoe HaMMeHOBaHue
B MMEHWUTENbHOM Nnagexe.

lpumep
depepansHoe apxuMBHOE
areHTCTBO
unm
Pocapxus

[-lpl/l agpecosaHn OOKyMeHTa B CTPYKTYpHOE nogpasgerieHne opraHm3aunn B PeKBU3WUTe «ajpecart»
YKa3blBaeTCA B UMEHWUTENBHOM Najexe HanMeHoBaHWue opraHu3auunu, HWXKe — HauMeHOBaHMe CTPYKTYPHOro
nogpasgeneHuns.

lpumep

depepansHoe apxMBHOE
areHTCTBO

OTaen rocygapcTBeHHOW
cnyx6bl, KagpoB U Harpap
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HDM agpecoBaH NUCbMa PYKOBOOWUTENK CTPYKTYPHOIoO noapasgeneHusa yka3biBaeTCAa B UMEeHUTENb-
HOM najexe HavMMeHOBaHWe OpraHun3aunun, Hxe — B aTtelibHOM nagexe HanMmeHoBaHue OOIMKHOCTU PYKO-
BOOUTENA, BKITOYaKWLWee HaMMeHOBaHWe CTPYKTYPHOIo nogpasgereHusn, cbarvmnwo, MHUUKManbl.

lMpumep

AQ «[Npodunne»

PykoBoaWTEmNO JOrOBOPHO-
npaBoBOro oThoena
damunusa L.0.

Mepen dhamunuein OOMKHOCTHOIO NULA OOMNYCKAETCs ynoTpebnATb COKpalleHWe «r-Hy» (rocnoguHy),
ecnu agpecaT MyX4MHa, N «r-xe» (TocnoXe), ecnv agpecar XeHLWHa.

lMpumep

r-Hy ®amunua 1.0.

U

r-xe ®amunua N.0.

|_|pI/I pacchblllke JOKYMeHTa rpynne opraHmsaumﬁ OOHOIo TUMNa N1 B CTPYKTYPHbIE Noapa3aerneHnsa OfHON
opraHm3auun agpecart yKa3blBaeTCA 0606LIJ,EHHO.

lMpumep

PykoBoautensam goYepHUX
o6wecte AO «lMpodhunb»

U

PykosoguTtensam ynpaeneHuin
Pocapxuea

MNpw pacchinke JOKYMEHTa He BCEM OpraHv3alusiM UM CTPYKTYPHbIM NOApa3aeneHusiM Nog pekBu3nTom
«Appecat» B ckobKax yka3blBaeTcs: «(Mo CrUCKy)».

Mpumep

PykoBoguTenam go4YepHux
obwecTtB AO «[Npodunb»
(no cnucky)

B ogHOM gokymeHTe He gomkHO 6biTh Bonee YeTbipex agpecatoB. CnoBo «Konua» nepen BTOpPbIM, Tpe-
TbUM, YETBEPTLIM aipecartaMi He yKkazbiBaeTcs. [pu bonbluem KonMyecTBe afpecaToB COCTABNAETCS CNUCOK
(nucT, ykasaTtens) pacchinkyi OOKYMEHTa, Ha Ka)XaoM OOKYMeHTe yKasblBaeTca OAWH agpecaT wnu agpecart
odopmnaeTcs 0606LEeHHO.

B cocTag pekBuauTa «AgpecaTr» MOXET BXOAMTbL NOYTOBLIN agpec. ONemMeHThl NOYTOBOro agpeca yKkasbl-
BaKTCA B NMOCNenoBaTenbHOCTH, YCTAHOBNEHHON [2].

lMpumep

Bcepocecuinckuin Hay4Ho-
nccreaoBaTenbCkUi UHCTUTYT
OOKYMEHTOBEAEHUS U apXMBHOIO Aena

MpodpcotosHaga yn., 4. 82,
Mockea, 117393

MNouToBLIK agpec MOXeT He YKa3blBaTbCA B NOKYMEHTAaX, HanpaenAaAeMblX B BbICLUXME OpraHbl BNacTKH, Bbl-
wectoAwmre opraHn3aunmmn, nogseaoMCTBeHHbIE OpraHn3aunm U NOCTOAHHBIM KOppecnoHOeHTam (33 NCKIK4e-
HUEM HanpasJ/ieHUA NMCceM YKa3aHHbIM agpecaTtamM B KOHBepTax € Npo3padyHbiMU OKHaMM).

6
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Mpu agpecoBaHWM OOKYMEHTa (U3MYECKOMY NULY YKasbiBalTcs: aMununs, MHUUMAnb!, NMOYTOBLIN
apgpec.

lpumep

damunusa N.0.

yn. CagoBas, 4. 5, kB. 12,
r. lliob6epubl, MockoBckas obn.,
301264

Mpu oTnpaBke NMUCbMA MO ANEKTPOHHOM NoyTe UNn No MakCUMUIBHOW CBA3M (6e3 OOChINKM Mo no4Te)
MOYTOBLIN agpec He ykasbleaetcs. MNpu HeoBxooUMMOCTU MOXET BbITh yka3aH 3NeKkTPOHHbIA agpec (Homep
TenedoHal/dakca).

lpumep

Bcepoccuinckuin HayyHo-
nccnefoBaTenbCKUid UHCTUTYT
[OKYMEHTOBEAEHUA 1 apXMBHOTO Jerna

mail@vniidad.ru

5.16 pud yTBEPXOEHUA NPOCTABMASAETCA HA AOKYMEHTE MpWU €ro YyTBePKAEHWN OOMKHOCTHBIM NULIOM,
pacnopsioUTensHbIM OKYMEHTOM (MOCTAHOBNEHUEM, PELUEHUEM, NPUKA20M, PaCMOpPsKEHWEM) UMK pPeLLeHu-
€M KonnernansHoro opraxa.

Ipudh yTBEPXKOEHNS pa3MeLLaeTcsa B NPaBOM BEPXHEM YTy NepPBOro nucTa AokyMmeHTa. CTPOKM PEKBU3N-
Ta BblpaBHUBAKTCA NO NEBOMY Kpak UMW LLEHTPUPYHTCSA OTHOCUTENBbHO camMor ANMHHOW CTPOKMW.

Mpu yTBEPXKOEHUW OOKYMEHTa OOMKHOCTHBIM NMULIOM rpug yTBEpXOEHUA COCTOUT u3 cnosa YTBEPX-
OAKO (nevartaetcsa nponucHbiMKu BykBamn 6e3 KaBblYek), HAUMEHOBaHUSA OOMKHOCTU NyLla, YTBEpPXAatoLlero
OOKYMEHT, ero noganucu, MHMUManoB, hamunum n gatbl YTBEPKAEHWUS.

lpumep

YTBEPXOAHKD
Pykosogutens ®egepansHoOro
apXWBHOrO areHTCcTBa

MNoagnucb n.0. damunusa
[ara

Mpu yTBEPKAEHUN AOKYMEHTa pacnopaguTenbHbIM JOKYMEHTOM rpud yTBepKaeHUs COCTOUT U3 crnoea
YTBEPXOEHO, HaumeHoBaHUsA pacnopsauTenbHOro AOKYMEHTa B TBOPUTENbLHOM Naaexe, ero Aartbl, HoMe-
pa. Cnoeo YTBEPXOEHO pnonyckaetcs cornacoBbiBaTh C HAMMEHOBaHUEM BUAA YTBEPXKAAEMOro AOKYMEHTa
(YTBEPXOEHA, YTBEPXXOEHbI unn YTBEPXOEHO).

lpumep
(PernameHT) YTBEPXIEH
npukasom AO «[lMpocunb»
oT 15 anpensa 2025 . Ne 82
unm

(Mpaswuna) YTBEPXOEHbI
npukazom AO «lMpocunb»
ot 15 anpens 2025 . Ne 83

Mpu yTBEPXKOEHUWM JOKYMEHTA KONMErnanbHbIM OpraHoM, PeLleHns KOTOPOro PUKCUMPYIOTCH B MPOTOKO-
ne, B rpude yTBEPKAEHUS YKA3bIBAKTCS HAMMEHOBAHWE OpraHa, pelleHWem KOTOPOro yTBEPKAEH AOKYMEHT,
JaTta u Homep NpoTokona (B cKobkax).



FOCT P 7.0.97—2025

lMpumep

(MonoxeHwne) YTBEPXOEHO
CoBeToM OMPEKTOPOB
AO «[Mpodunb»
(mpotokon ot 15.04.2025 Ne 12)

MNpwn yTBEPKOEHUN HECKONBKMMMW OOMKHOCTHBIMK NLaMn rpudbl YTBEPXKOEHWS pacnonaraiTcs Ha oa-
HOM YpOBHe crpaea W cneea. Ecnu yicno yTBepxaallux AOKYMEHT OOMKHOCTHLIX MWL NpeBbIlaeT ABa,
rpudpbl YTBEPXKOEHUS pa3MelLlanTcs Apyr nog Apyrom.

5.17 3aronoBOK K TEKCTY — KpaTKOe coepXaHue OOKYMeHTa. 3aronoBoK K TEKCTY pOpMynupyeTcs ¢
npeanorom «O» («OB») 1 0OTBEYAET HA BOMPOC «0 YEM?»:

npukas (o 4eM?) o co3gaHun aTTeCTaLMOHHON KOMUCCHY;

npukas (o 4em?) o6 yTBEPKOEHWUM LUTATHOIO PacnucaHus;

NUCLMO (0 YemM?) 0 NpeaocTaBneHun MHhopMaLun.

3aronoBok K TEKCTY 0hopMMseTcs NoA pekBManTamu brniaHka cnesa, oT rpaHuLbl neBoro nons. B ykasax,
NMOCTAHOBIMEHUAX, PelUeHNsX, NpuKasax, n3gaBaemMblx opraHamMmiy BNacTh Ha NPoAonbHbIX BnaHkax, 3aronoBok
K TEKCTY MOXeT opopMNsATLCA Ha[ TEKCTOM nocepeanHe paboyero nons JOKYMEHTa U LIeHTpUpOoBaThCA OT-
HOCUTENLHO CamMOi ANUHHOM CTPOKW.

5.18 TekcT OOKyMEHTa COCTaBIAeTCA Ha PYCCKOM A3bIKe Kak rocygapcTBeHHOM A3blke Poccuitckon de-
depauun. B opraHax rocygapCTBEHHOW BMACTWU, OpraHax MecTHOro camoynpaBreHusl, rocyAapCTBEHHbIX y4-
pexaeHusax pecnybnuk Hapsay C rocyAapCTBEHHbIM si3bIKOM Poccuiickor ®Penepauunmn MoryT ynotpebnarsca
rocyqapcTBeHHbIE A3bIKK pecnybnuk.

B TekcTe gokyMeHTa, NOATOTOBMNEHHOM Ha OCHOBaHWKM 3aKOHOAATENMbHbBIX UMW MHBIX HOPMATUBHbLIX Npa-
BOBbLIX aKTOB, paHee M3[4aHHbIX PAcnopsaUTENbHEIX JOKYMEHTOB M NOKANbHBIX HOPMATUBHbLIX AaKTOB, YKas3bl-
BAKTCHA UX PEKBU3UTBI:

- HauMeHOBaHWe BUAa OOKYMEHTa, HAMMEHOBaHWe OpraHu3auun, Aata AOKYMEHTa, perMcTpaLlnoHHbINA
HOMep OOKYMEeHTa, 3arofioBOK K TEKCTY;

- HauMEeHOoBaHWe OpraHn3aLvy UM AOMKHOCTHOIO NyLa, YTBEPOUBLLEro AOKYMEHT, AarTa YyTBepXKAeHUA
OOKYMEHTA.

TeKkcT QOoKyMeHTa MOXET CofepXaTb pa3fenbl, nogpasfensl, NyHKTbl, NOAMYHKTbI, HyMepyeMble apab-
ckumu umdpamun. YpoBHen pybpukaumm Tekcta He JoMmkHO BbiTb Bonee yeTbipex.

B npukasax TeKcT uanaraeTcs OT NepBOro nuua eqUHCTBEHHOTO YMcna («NpUKa3sbLIBa» ).

B pnokymeHTax KonnervanbHbIX M COBeLLaTeNbHbIX OPraHOB TEKCT M3anaraeTcs OT TPeTbero nuua eguH-
CTBEHHOrO YMcna («KoNnerus... NocTaHoBNseT», «cobpaHue... pelunnoy).

TekcT npoTokona manaraeTcs OT TPEThLEro NULAa MHOXECTBEHHOTO Yucna («Crylanuy», «BbICTYNUINY,
«MNOCTaHOBUIUY, «PELLNIINY ).

B nokymeHTax, ycTaHaBnNuBaLLMX npasa U 0653aHHOCTU OpraHW3aunii, UX CTPYKTYPHbIX NOApa3aeneHuni
(monoxeHwe, MHCTPYKLKMSA), @ TaKXKe COAEPXKaLLMX ONMcaHue CUTyauunii, aHanu3 pakToB Unu BeIBOALI (aKT, cnpae-
Ka), ucrnonb3yeTcsa oopmMa U3NoXeHWUa TeKcTa OT TPETbEero Nuua eqUHCTBEHHOIO MMM MHOXECTBEHHOIO Yncna
(«oToen ocylwecTBnsAeT (PyHKUWW...», «B COCTaB yNpaBneHUs BXOOAT...», KKOMUCCWUSi NPOBENa NpOBEPKY...»).

B coBMECTHbIX OKYMEHTaX TEKCT M3naraeTca oT NepPBOro NnvLa MHOXECTBEHHOIO YMcna («npuKasbiBa-
eM», «peLunnny).

B nenoBbix (cnyxebHbix) MMCbMax MCNoNb3yrTCA (DOPMbl U3NOKEHWUSA:

- OT MepBOro Nula MHOXECTBEHHOrO YnUcrna («MNpocyMM HanpaBWTb...», «MpPeacTaBMnseM Ha paccMmoTpe-
HUe...»);

- OT TPETLErO NULA EOUHCTBEHHOTO YUcna (« MUHUCTEPCTBO HE BO3paxaerT...», «0bLecTBO cyMTaeT BO3-
MOXHbBIM...»);

- OT NepBOro Nuilla eQUHCTBEHHOTO YMcna («CYUTa HeOBXOAMMEBIM...», «Mpeanaratd pacCMOTPETb...»),
€Cnn NMCbMO NMOArOTOBMNEHO Ha BnaHke AOMKHOCTHOrO Nuua.

B Tekctax gokymeHTOB ynoTpebnawTes Tonbko obuienpuHAaTele abbpeBuartypbl U rpacuyeckne cokpa-
LEHKUS.

Mpw ynoTpebneHnn B TekcTe haMunuii NUL MHULMAanNkL! YKa3biBakoTCA nocne daMmunum.

B nenoBbix (cnyxebHbix) NMCbMax MOXET UCMOMb30BaThCS:

- BCTyNuTEeNbHoe obpalleHune:

YBaxaemblin rocnoguH npeacenartens!
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YBaxaembl rocrnogvH Npoxopos!

YeaxkaeMas rocnoxa 3axaposal

Yeaxaembln Hukonan Metposumy!

Yeaxaemas Onbra HukonaesHa!

YBaxaemsle rocriogal

- 3aKn4uTEnbHas aTUKeTHas pasa:

C yBaxeHuemM,

B o6palueHny no haMmunum MHULManNsl NyLa He yKasbliBaTca. 3akMiouYnTeNbHAs 3TUKeTHas dpasa Ha-
UYMHAEeTCs C NPOMNUCHOW BYKBLI U 3aKaHYMBAETCS 3aNATON.

BctynutenbHoe obpalleHve W 3akniouMTenbHas 3TUKETHasd hpasa (nevaTaeTcs OT rpaHuubl NeBoro
nons) oTAenstoTCs OT TEKCTA UMM OTMETKU O NPUMOXKEHUW AOMNONMHUTENBHBIM MEXCTPOUYHBIM UHTEPBANOM.

5.19 OTmeTKa 0 NPUMNOXKEHUN COOEPKUT CBELAEHUSA O OOKYMEHTe (OOKYMeHTax), NpunaraeMoM K OCHOB-
HOMY OOKYMEHTY (COMpPOBOOWMTENBHOMY NMUCbMY, MPETEH3UMW, akTy, CNpaBke U APYruM MHOPMaLWOHHO-cnpa-
BOYHLIM JOKyMeHTaMm). PacnopaguTeneHble JOKYMEHThI, MOMOXEHWS, NpaBuna, MHCTPYKLWKU, OOroBOPLI, Nna-
Hbl, OTYETbI OTMETKM O NPUMNOXKEHUN HE UMEIDT.

B conpoBoguTenbHbIX NMCbMaXxX U APYrUX MHOPMaLMOHHO-CNPaBOYHbIX AOKYMEHTaxX OTMETKa O Npuno-
EeHUW 0QOpMMAETCH Mo TEKCTOM OT rpaHULbl NEBOro Nons cnegyowym obpasom:

- €Cnv NPUIoXeHWe Ha3BaHo B TEKCTE:

MpunoxeHne: Ha 2 n.B 1 3K3.

- €CIKn NpunoXxeHWe He Ha3BaHO B TEKCTe UITKU eCnn I'IpMJ'IO)KBHMI:‘I HECKOIbKO, YKa3blBakOT Ha3BaHWA 00-
KYMEHTOB—HDVIJ'IO}KEHMI?I, KONM4YeCTBO JIMCTOB MU SK3EMIMITAPOB KaXOoro NpunoXeHuns:

Mpunoxenusa: 1. MNMonoxeHue o6 YnpaBneHn permoHanbHOro KpeauToBaHua Ha 5 n. B 1 aka.
2. CnpaBka 0 KagpOBOM cOcTaBe YNpaBMneHUs perMoHanbHOro KpeauToBaHMa Ha 2 N. B
1 aka.

- ecnuv NpunoxeHue (NpuUNoxeHus) cOpoLUPOBaHO!

MpunoxeHue: otyer 0 HAP B 2 3Ka.

- eCInn JOKYMEHT, ABNSAKOLLUACA npunoxeHnem, UMeeT NpunoXxeHusa C CamMoCTOATENLHOWN Hymepau,meﬁl
CTpaHuu:

MpunoxeHue: nucbmo Pocapxuea ot 15.04.2025 Ne 02-6/172 w npunoXeHust K Hemy, Bcero Ha 5 n.

- €CIM NMCbMO HanpapnAeTCAa HeCKOIIbKMM agpecataMm, a NpunoxeHne TonbKo B FlepBbII?I agpec:

MpunoxeHne:  AKT NpOBepPKM ... Ha 5 n. B 1 3K3. TONbLKO B NepBbIN agpec.

- €CIMKn NpUunoXeHnem ABNAETCH 000c0b6neHHbI SJ'IeKTPOHHbIFI HOCUTENb (KOMI'IEKT—,EI,VICI{, USb-CbJ'IELIJ-
HakonuTenb 1 ,El,p.):

MpunoxexHue: CD B 1 aka.

Mpu 3TOM Ha BKnagblwe (KOHBEPTE), B KOTOPbIM NMOMELLAETCA HOCUTENb, YKa3bIBaTCA HAUMEHOBAHUS
[OOKYMEHTOB, 3an1caHHbIX Ha HOCUTENb, MMeHa dhainos, ux obbeM B nucTax 1 merabaiTax (knnobanTax):

OTt4yet no Teme «MOHWUTOPWHT NpoueccoB fokyMeHToobpazoBaHus  06bemMoB AOKYMeHTOobopoTa B chene-
panbHbIX OpraHax UCNoNHWTeNbHOM BnactTu» Ha 250 n., 91 Kbanr.

CnoBo «MNpuUnoxeHwe» nedataeTcsl B eQUHCTBEHHOM UIM MHOXECTBEHHOM YMCre B COOTBETCTBUM C KO-
NMYECTBOM MPUITOXEHWIA.

B pacnopsauTenbHbiX AOKYMEHTaX (MOCTAaHOBNEHWSAX, PELLEHUSAX, NPUKA3ax, PacnopsKeHWsx), 4OroBo-
pax, NONOXeHUAX, NpaBunax, UHCTPYKLUMSIX U OPYTUX JOKYMEHTaX CBEAEHWS O Hanuuum NpunoxeHus oopm-
nsATCcA cnegywwmum o6pasom:

- B TEKCTe [OOKYMEHTa Mpu MepBOM YMOMWHAHWUKM OOKYMEHTA-MPUNOXEHUs B ckobkax ykasblBaeTcs:
... (Npunoxexne) unu ... (NpunoxerHve 1); nepeq HOMEPOM NMPUMNOXKEHWUA JONYCKAETCS CTABUTb 3HAK HOMEpa:
... (npunoxeHune Ne 2);
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- Ha nepBoM nncte OOKYMeHTa-npurnoXxeHnAa B npaBoOM BepxHeEM yrny nedartaeTtcA CnoBO «I'Ipvlnome—
HUe» (ﬂpM Harin4um yKkasblBaeTCa ero HOMEP) 1M NpuUBOOATCA HaUMMeHOBaHME BUAaA, AaTa W HOMEDP OJOKYMEHTa,
K KOTOPOMY OOKYMEHT ABNAETCH NPUIOXKEHNEM!

MpunoxeHune Ne 2
k npukasy AO «[lMpodpunb»
ot 15.04.2025 Ne 112

CTpOKM peKBM3WUTa BLIPABHUBAKOTCSH MO NIEBOMY Kpak UMK LIEHTPUPYIOTCA OTHOCUTENLHO CaMOoi ANUHHOM
CTPOKW.

[OKYMEHT (MHCTPYKUMS, pernamMeHT 1 Ap.), yTBepXOeHHbIi pacnopsaanuTenbHbIM JOKYMEHTOM, SBMAeTCs
HEOTHLEMIEMOI YacTbHO PaAcTopPSAMTENBHOMO AOKYMEHTA M UMEET B NPaBOM BEPXHEM YTy COOTBETCTBYIOLLYIO
OTMETKY.

Mpy KONMMPOBaHUK YTBEPXAEHHOIO JOKYyMeHTa ANns AOoBeJeHUs ero 4o Nnonb3osaTtenei cBefeHus o ero
cTaTyce ohopMISATCA CreqyoLmmM obpasom:

- MpPW KOMMPOBaHUW YTBEPXOEHHOW UHCTPYKLMK, pernaMeHTa 1 Tak garnee BMecTe C NPUKasoM, YTBepX-
AalLWUM 3TOT JOKYMEHT, YTBEPKAEHHbIA [OKYMEHT COAEPXMUT OChOPMITEHHYIO B YCTaHOBINEHHOM Nopsiake OT-
METKY O TOM, YTO OH SIBMAETCA NPUNOKEHUEM:

MpunoxeHue Ne 1
k npukasy AO «lMpoduns»
ot 15.05.2025 Ne 185

- eCnuv MHCTPYKUWA, pernamMmeHT U TakK ganee KonmpyetcA bez npuKasa, yreepxgarLulero atot JOKYMEHT,
l'IepBblﬁ JINCT YTBEPXOEHHOIO JOKYMEHTa nepeneyartbiBaeTcqa C yKa3aHUeM TOJNbKO rpmcba yTBEpPXOEHWA!

(PernameHT) YTBEPXXOEH
npukasom AO «lMpodune»
ot 15.04.2025 Ne 185

5.20 Mpudh cornacoBaHUs OOKYMEHTA NMPOCTABMAAETCA HA OOKYMEHTaX, COrMacoBaHHbIX OpraHaMu Bra-
CTW, OpraHn3aunsMu, OOMKHOCTHBIMK nvuamn. Fpud cornacoBaHus B 3aBUCHMOCTW OT BMAA OOKYMEHTA M
ocoBeHHOoCTel ero 0OpMIIEHUS MOXKET NMPOCTABNATLCA:

- MpW COrNacoBaHuM JOKYMeHTa CTOPOHHEN OpraHu3aumnein — Ha NepBoM NUCTe 4OKYMEHTa (ecnm JoKy-
MEHT MMEET TUTYNbHbLIN MUCT — Ha TUTYNIBHOM NUCTE) B JIEBOM BEPXHEM YTy Ha YPOBHE rpudha yTBepKaeHus;

- MpW COrNacoBaHUK OOKYMEHTA KONNernansHbIM OPraHoM, BXOAALLMM B CTPYKTYPY OpraHM3auum, — Ha
nocnegHem nucTe JOKYMeHTa Nnoj TEKCTOM OT FeBOro Nons AOKYMeHTa;

- npw BOMbLIOM YMCNEe COrMNacylLmx CTOPOH — Ha NIUCTE COrnacoBaHus, ABMSIOLEMCS HEOTbEMMIEMON
YyacTblo JOKYMEeHTa.

Mpudp cornacoBanus coctouT ua cnoea COMACOBAHO, HanucaHHOro nponucHeiMu Bykeamu 6e3 ka-
Bbl4EK, AOHKHOCTM NWLE, KOTOPbIM COMMacoBaH AOKYMEHT (BKNOYas HaMMeHoBaHWe OpraHusauummn), ero cob-
CTBEHHOPYYHOW NMOAMUCKU, UHMLMAMNOB, PaMUMUK, 0ATEl COTNAcOBaHUSA.

Cnoeo COMACOBAHO ponyckaeTcsl COrMacoBbIBaTbL C HAMMEHOBaHMEM BUAA JOKYMEHTa:

WHctpykuma — COTMTIACOBAHA

Pernament — COIMACOBAH

MonoxeHne — COIMACOBAHO

lMpumep

COIMACOBAHO
Oupektop BHAOALO

(nognuck) N.0. damunusa
Darta

Ecnu cornacoeaHnune ocyuwlecTBnAeTcda KonnervarnbHbIM OpraHom, B rlecbe cornacoBaHUA YKa3blBakT
cBeaeHunsA (o]3] OpraHe, cornacopaelleM OOKYMEHT, OaTe M HOMepe MpOoToKona, B KOTOpPOM 3anMKCMpOBaHO
peweHne o0 cornacoBaHnn. Ecnu cornacoeaHune ocywecTBnAaAeTrcd NMCbMOM, YKa3blBakOT: BUO JOKYMEHTa, Hau-
MEeHOBaHMWe opraHn3aunm, CcOornacoBaBLUEN AOKYMEHT, oarty nu Homep nucbma.
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lpumep

COIMACOBAHO [MonoxeHue
CoBeTOM OUPEKTOPOB
AOQ «[potunb»

(npoTokon ot Ne )
unm
COIMACOBAH PernameHTt
nuceMom Pocapxusa
oT Ne

Mpu cornacoBaHny OOKYMEHTa HECKOMbKMMM OpraHu3auusamMmn rpudbl cornacoBaHua pacnonaratTcs Ha
OHOM ypoBHe. Ecnu cornacyrowmx opraHusauunii Gonblue OByX WY ecnv ecTb rpud YTBEPXAEHWS, rprudbl
COrnacoBaHWUsa pacnonaraiTca Apyr nogd ApYrom.

5.21 Bu3a cBMOETENLCTBYET O COMMAacuyM UMM Hecornacuy AOMKHOCTHOrO nuua (paboTHUKa) ¢ copep-
»aHuem npoekTa AokymeHTa. Busoi ochopMnseTcs BHyTpeHHee cornacoBaHue AokyMeHTa. Busa Bknodaet
OOMKHOCTb NULA, BUSUPYHOLLETO AOKYMEHT, NoANMch, paclundpoBKy noanucu (MHMumansl, daMunuio) u naty
BU3NPOBaHUS.

lpumep

PyKOBO,D,VITEJ'I b OPNANYECKOro otaena

(mognuchb) N.0. damunus
Oata

anI HanMynu zaMmevaHui K OOKYMEHTY BU3Y OCDODMJ'IFII-OT cneayrwowum 06p830MZ

lpumep

3amevyaHusa npunararTCA.
PyKOBOﬂ,MTEJ'Ib ropnan4ecKoro otgena

(mognuceb) N.0. Pamunus
Oata

B opraHv3auuax, NpMMEHSAILWKWX CUCTEMBI 3NEKTPOHHOIO AOKYyMeHToobopoTa, CormacoBaHWe MOXET
NPOBOAUTLCA B 3NeKTPoHHoM chopMe cornacHo FOCT P MCO 15489-1.

B mokymeHTax, NOOMMHHUKKN KOTOPbIX XpPaHATCA B OpraH13auun, BU3bl NPOCTABMAAKT Ha NOCnegHeM nu-
CTe AOKYMeHTa noj noanucbto, Ha 06opoTe NocneaHero NMcTa NoAMMHHUKA OOKYMEeHTa UK Ha nucTe corna-
COBaHWS (BU3MPOBAHWSA), NPUNAraeMoM K JOKYMEHTY.

B ncxopawmx gokyMeHTax BU3bl NPOCTABMATCA Ha 3K3eMnnsipax AOKYMEHTOB, MOMELLaeMbIX B Oen0.

Mo ycMOTpeHuto opraHvM3anmm MOXeT NPUMEHATLCH NOMMCTHOE BU3MPOBaHWE OOKYMEHTa U ero npumno-
KEHWI.

5.22 Tognuck BKIKYaET: HAMMEHOBaHME AOMKHOCTM NULA, NOANMCHIBAKLLEro JOKYMEHT, ero cobecrTBeH-
HOPYYHYH NOANUCh, pacluMgpoBKY noanucu (MHMUMans, hamunms).

B pacwwudpoBke nognucu Mexay uHuuuanamu v cdamunven genaetcsa npoben. Mexay uHuuvanamu
npoben oTCyTCTBYET.

lpumep

leHepanbHbIR QUPEKTop Moanuce N.0. damunus

Ecnn OOKYMEHT OCbOpMJ'!E.‘H HE Ha 6ﬂaHKe, B HaMMeHOBaHWe OOIMKHOCTU BKIMKOYaeTcaA HauMmeHOoBaHue
opraHmaaunu. ﬂ,OI’IyCKaETCﬂ LUEeHTPpUpOoBaTb HaMnMmeHoBaHWe OO0JMKHOCTU nuua, nognucaBwiero JOKYyMeHT, OT-
HOCUTENbHO CaMOn ANWHHON CTPOKMW.
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lMpumep

[eHepanbHLIN OMpeKTop Moaonucek 1.0. damunus
AO «Mpoduns»

|_|plf'l OdDOpMJ'IEHVIM AOKYMEeHTa Ha bnaHke AOIMKHOCTHOIO nnua AOIMKHOCTb 3TOro nuua B noanucn He
YKa3blBaeTCA.

lMpumep

Moanucb MN.0. Pamunusa

HDM noanncaHun OOKyMeHTa HEeCKONbKMMWU OOIMKHOCTHBIMKW JNTMUaMn, 3aHMMakLWNMKU pa3Hoe nonoxe-

HWe, X nognrck pacnonarakoTcsda ogHa nong ,qpyroPI B nocnegoBaTtenibHOCTH, COOTBETCTBYI-OLLIEiﬁ nepapxum 3a-
HUMaeMbIX JOMKHOCTEN.

Mpumep
OupexTtop Moonwuck 1.0. damunng
[maBHbIA Byxrantep Mopnuck M.0. ®damunusa

HDM noanncaHum OKYyMeHTa HeCKOINMbKMMU NuaMn paBHbIX OOMKHOCTEeN MX NOLMUCK pacnonaraktTcA
Ha OOHOM YpPOBHE.

Mpumep
3amecTuTenb gMpekTopa 3amecTuTenb AUpeKTopa
no chMHaHCOBLIM BOMpOcam no aaMWHUCTPATUBHbLIM BONpocam
MNoanucb n.0. damunusa Moaonucb 1.0. Pamunus

B OOKYyMeHTax, COCTaBlEeHHbIX KOMWUCCKHEN, B MOAMNNCHK YKa3blBaeTCA CTatyC nmua B COCTaBe KOMUCCUN.

lMpumep
lNpencenatens KOMUCCUN Mognuck N.0. Pamunusa
YneHbl KOMUCCHUK Mognucek N.0. damunus
Moanuck MN.0. damunus
Moaonucb 1.0. Pamunusa

I'Ipm nognncaHnn OOKyMmeHTa nuuom, NCNOJTHAKLWNM obsizaHHOCTH pyKoBOguTeEnd, nognnuchb OdDOpMJ'IFl-
€TCA C yKa3aHueM ctaTtyca OOJIKHOCTHOrO nvua B COOTBETCTBUK C NMPUKa3oM (paCﬂOpﬂ)KEHMEM).

lMpumep
W.0. reHepanbHOro Anpekropa Moonucek 1.0. damunus
unm
WcnonHawowuin 0bazaHHoOCTH Moonucb MN.0. Pamunusa
reHepanbHOro gupekropa

Mpy nognucaHuM AOKYMEHTa NULOM, MMeHoLW MM NpaBo NOANKWCH B CryYae BPEMEHHOIO OTCYTCTBUA py-
KOBOAUTENS, UCMpaBeHUsl B HAMMEHOBaHWe AOMKHOCTU U pacluMgpPOBKY haMUnnm yxe noaroToBNEeHHOTo U1
COrNacoBaHHOMO NPoeKTa OOKYMEHTa BHOCATCH OT PYKW UMK C UCMONb30BaHUEM COOTBETCTBYHOLLMX LUTAMMOB.
He gonyckaeTtcsa cTaBuTh KOCYIO YepTy, HaANUCh «3a» nepen HavMeHOBaHUeM OOPKHOCTU NMuua B Noanucu,
eCni AOKYMEHT NOAMNUCLIBAET UHOE AOMKHOCTHOE NMULIO.

5.23 OTmeTka 06 2NeKTPOHHOI NoAnucK UCMoNb3yeTca NpU BU3yanv3auun 3reKTPOHHOIO JOKYMeHTa,
noanMCcaHHOTO 3NEeKTPOHHOW NOANUCKHID, ¢ cOBMaeHNEM cnenyLmnx TpeboBaHuii:

a) MecTO pasMeLlleHUsi OTMeTKM 06 SNEeKTPOHHOM NoANMCK OOIKHO COOTBETCTBOBATL MECTY pasMelle-
HWUSA COBCTBEHHOPY4YHOI NOAMMCK B @HANOrMYHOM JOKYMEHTE Ha BymMaxHOM HocuTene;
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6) aneMeHTbl OTMEeTkM 06 3NEeKTPOHHON NOANMCK OOIMKHbI BbIThb BUOAMMBIMUK U YUTAEMBIMW NPY OTOBpa-
XEHUW OOKYMEeHTa B HaTypanbHOM pasmepe;

B) 3NEeMEeHTbl OTMETKM 00 3MEeKTPOHHOM NOANUCY HE JOMKHEI NEPEKPLIBATLCH UMW HAKNaObIBaTLCA ApYr
Ha apyra;

r) 3aneMeHThbl OTMETKM 00 3NeKTPOHHOM NOANUCK HE AOMKHLI MEPEKPLIBAThL ANIEMEHThI TEKCTA JOKYMEHTa
W Opyrue pekBu3nThbl JOKYMEHTa.

OTtmeTka 06 ycuneHHon kBannuLUMpOBaHHOW U YCUMNEHHON HEKBANUMULMPOBaAHHOW SMEKTPOHHOW Noa-
nucu BknovaeT dpasy «[JoKyMeHT noanucaH 3MeKTPOHHOW NOoANUCHID», HOMep cepTuduKaTa Kroya anek-
TPOHHOW NOANUCK (ANS YCUNEHHON HeKBanMULMPOBAHHOW NOANUCU — MPWU HaNU4YMK cepTudpukara), dhamm-
nuio, UMsA, OTYECTBO Bnajenslua cepTudukaTa, Cpok 4eNCTBUA cepTudukara krn4va 3neKTpPoHHOW nognuci.

OTtmeTka 00 3NMeKTPOHHOW MOAMUCKM MOXET BKMYaTb M3obpaxeHwe repba, ambnemsl opraHa BnacTu
(opraHu3aumu), TOBApHOro 3Haka (3Haka 0OCMNyXWBaHWSA) OpraHn3alnyM B COOTBETCTBUM C AEWACTBYHOLLUM 3a-
KOHOZAaTenbCTBOM.

B cnyuyae, ecnu aneKkTpoHHas NOAMNUCL COOAEPXUT METKY JOBEPEHHOIO BpEMEHU, OTMeTKa 06 aneKTpoH-
HOW MoANMWCKM OOMKHA BKMNOYATb WHOPMaUWI0 O AaTe U BPeMeHW MoannucaHusi 3NeKTPOHHOro AOKyMeHTa
3ANEeKTPOHHOW NOAMNUCHLI0, BHELLIHWIA BUA METKM AOBEPEHHOro BpeMeHW yCTaHaBNMBaeTCH NOKanbHbIMW HOpMa-
TUBHBIMW aKTaMu, NPUHATLEIMU B OpraHM3aumn Unu no cornalleHuo CTOPOoH.

lMpumep
OOKYMEHT NoanncAH
QNEKTPOHHOW NOAMUCLIO

EiauMerpEaRos Ceptudukat 1a111aaa000000000011 H.H. Hukonaes
OOMKHOCTH -

Bnapeneu Hukonaes Hukonan Hukonaesuy

OenicteuteneH ¢ 01.12.2023 no 01.12.2024

Harta v Bpems nognucaHusg 01.06.2024 15:00

B cnyyae npymeHeHWsi NPOCTON 3NEeKTPOHHOW NOAMNUCK BHELLHUIA BMA OTMETKM 0D 3neKTpoHHOW nognu-
CW yCTaHaBnuBaeTcs NoKanbHbIMW HOPMATUBHLIMUW akTaMu, NPUHATEIMU B OpraHn3aLuu, Unm no cornaweHuno
CTOPOH.

5.24 Teyvartb 3aBepsieT NOOASIMHHOCTb MOAMWUCH AOMKHOCTHOMO NMUa Ha AOKYMEHTax, YAoCTOBepPsIoLLuX
npasa nuuy, UKCUpyroLmnx dakTel, CBA3aHHbIe ¢ (PUHAHCOBLIMW CpeAcTBaMU, a TakKe Ha WHbIX JOKYMEHTaX,
npedycMaTpyBalLLIMX 3aBepeHne Noannucu nevaTeld B COOTBETCTBMM C 3aKkoHodatenscTtBoM Poccuiickon de-
aepauuu.

OpraHusauum, umetoL e Npaeo Ucnonb3oBaTk repboBbie NevaTn, pykoBOACTBYOTCS MPU UX U3roTOBMe-
Hum FTOCT P 51511.

lMeyaTe NpocTaBnseTcs Ha cBOBOOHOM OT TeKCTa MecTe, UMK 3axBaTbiBasd 4acTb HAMMEHOBAaHWA AOMK-
HOCTM, Tak 4ToObl OCTaBanuCb BUOHBI MMEKLIMECH Ha neyaTy Hagnucu n nzobpaxenus. MNevaTe NnpocTaBns-
eTcsl, He 3axBaTbiBas CODCTBEHHOPYYHOW NOAMMCHY NULA, NOANMCaBLUEro JOKYMEHT.

HonyckaeTcss 0603Ha4aTe MECTO ANSA NevyaTn Ha JoKyMmeHTe oTmeTkon «MI» («MecTo nevatu»).

5.25 OTmeTKa 06 ucnonmHuTene BkM4aeT GaMUInUO, UMS U OTHECTBO WCMOMHMUTENS, HOMEp ero Te-
nedoHa. OTmeTka 06 ucnonHUTene MoXeT AONOMHATECS HAVMMEHOBaHMEM CTPYKTYPHOrO nogpasgeneHus u
OOMKHOCTK, 3NEKTPOHHbLIM aApecoM UCMNOMHUTEeNs.

OTmeTka 06 ucnonHuTene oopmnaeTcs Ha NMUEBON CTOPOHE NoCnNeaHero nMcta AoKYMeHTa oT rpaHm-
Libl TEBOro NoNs W, Npu oTCYyTCTBMM MecTa, Ha 0DOpOTHOW CTOPOHE NUCTa BHW3Y CreBa.

lpumep

3abenuH MBaH AHopeeBWY, KOHTPONBHOE yNpaBneHve, BeAYLUWA cneymanmct
+7(495) 924-45-67, Zabelin@gov.ru

OTMeTKa 06 UCNONMHUTENE MOXKET OPOPMINATLCSA KaK HUMXHUIA KONMOHTUTYM M NeYataTbes LWpUGTOM MEeHb-
wero pasmepa. B cnyyae odpopmneHuns peksmanTa WpUgTOM MeHbLUEero pasmepa pekomMeHayeTcs UCnonb3o-
BaHWe Kerns Ha ABa MyHKTa MeHbLUEro pasmepa, YeM OCHOBHOM TEKCT.

5.26 OTMeTKa O 3aBepeHuM Konmuu oopMnseTca Ans NoATBEPKOEHUS COOTBETCTBUS KOMWU [OKY-
MeHTa (BbINWCKM M3 JOKYMEHTa) NOANMHHUKY AoKyMeHTa. OTMeTKa 0 3aBepeHWuu KOMWMK NpOCTaBnseTcsa noj
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PEKBM3UTOM «MOAMUCHY» W BKMIOYAET: CNoBo «BepHo»; HAMMeHOBaHWe JOMKHOCTM N, 3aBEPUBLLETO KOMMIO;
ero cobCTBEHHOPYYHYHO NOAMNWUCHL; PaclUM@POBKY NOANUCK (MHMUMAnNLI, daMWUNWIO); AATy 3aBEPEHUst KOMUK
(BLINUCKM N3 OKYMEHTA).

lMpumep

BepHo

WHcnekTop cnyx0bl kKagpos Moonuck n.0. damumnusn

Oata

Ecnu konus BelgaeTca Ans npeacTtaBneHus B ApYrylo opraHn3auuio, OTMETKa O 3aBepeHun Konuu Jo-
MOMHAETCA HAAMUCBID O MEeCcTe XpaHeHus OOKYMeHTa, ¢ KoToporo 6bina uarotoeneHa konus («MognvHHUK
OOKYMEHTa HaxoauTcs B (HAMMeHOBaHWe opraHu3auuun) B gene Ne ... 3a ... roa») 1 3aBepsAeTca nevyaTbl Op-
raHn3auuu.

[na npocTaBneHns OTMETKM O 3aBEPEHUKN KOMUM MOXKET UCMONbL30BaTLCS WTamn.

5.27 OTtmeTKa 0 NOCTYNMNEHUW OOKYMEHTa CIYXUT ONA NOATBEPXAEHWS (haKkTa NOCTYNNeHns OOKYMEH-
Ta B OpraHM3aunio W BKNOYAET AaTty NOCTYNNEeHUs U BXOAAWMA perncTpaunoHHbIn Homep aokymeHTa. [pu
HeoBXOAMMOCTN OTMETKa O MOCTYNNEHUM MOXET AOMOMNHATLCA YKa3aHWeM BPEMEHW MOCTYNIeHns B Yacax u
MUHYTax U cnocoba foCTaBKn JOKYMEHTa.

[ns npocTaBneHnsa OTMETKM O NOCTYMMNEHNU JOKYMEHTa MOXET MCMNONb30BaThCA WTaMmmn.

5.28 Pesonwouvsa cOOepXUT yKasaHue Mo UCMONMHEHWD AoKyMeHTa. Pesonouua odopMnaeTca Ha CBO-
bogHom mecTe paboyero nonsa 4OKYMeHTa, Ha BnaHke pe3onounm NN BHOCUTCA HENOCPEACTBEHHO B CUCTEMY
3MNEeKTPOHHOIo AoKyMeHToobopoTa.

Pezonouns BknoyaeT: amMunui, UHALKAanNsI UCNONHUTENS (MCMOMHUTENER), NOpYYEHUE MO OOKYMEHTY,
npu HeobxogMMOCTN — CPOK MCMOMHEHWS, MOANWCH MWL, BbIHECLLEro Pe3oniounto, AaTy pe3oniouun.

lMpumep

®amunus N.0.

MNpowy nogrotoBuTe NpennoxeHus K 15.04.2025.
Mognucb

Dara

5.29 OTMeTKka 0 KOHTpOne CBMAETENLCTBYET O MOCTAHOBKE OOKYMEHTa Ha KOHTPOIb, NPOCTaBNseTcs
WwTaMnomM «KoHTponb» Ha BEPXHEM Mone AOKYMEHTa U/MNu BHOCUTCS HEMNOCPEACTBEHHO B CUCTEMY 3NEKTPOH-
HOro foKymMeHToobopoTa.

5.30 OTmeTka 0 HanpaBneHUy JOKyMeHTa B Aeno onpeenser MecTo XpaHeHus OoKyMeHTa nocre 3a-
BeplueHusa paboTbl C HUM 1 BKMOYaEeT: cnoea «B aeno», MHOEKe dena no HoMeHKnaType Aen, B KOTOpoe no-
MellaeTcs JOKYMEHT Ha XpaHeHue, C yKasaHveMm roga, AOMKHOCTM Nuua, opopMMUBLLErO OTMETKY, NoAMUCH,
Oarhbl.

Mpumep

B npeno Ne 01-18 3a 2024 r.
3aB. 0TAENOM KOPNopaTUBHbIX MPOEKTOB

MNoonuce Hara

OTmeTKa 0 HanpaBneHWn OKYMEHTa B 4er0 MOXEeT LOMNONHATLCA KpaTKUMKU CBEAEHUSIMU O pe3ynbraTax
MCMOMHEHNs JOKYMEHTa.

5.31 Wrpuxkon (QR-kon) AOKYMEHTa pa3MeLLalT B NMPaBOM HWXHEM Yry NMepBoro Nucta AOKYMEeHTa,
a npu oTcyTCTBUM cBOBOLHOMO MECTa — B NMPABOM BEPXHEM YTy UMW Ha ApyroM cBOBOOHOM OT TeKcTa MecTe
[OKYMeHTa Ans aBToMaTM3alum Noucka JOKYMeHTa B MHPOPMAaLIMOHHON CUCTEME.
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6 BbnaHkn OKyMeHTOB

6.1 [ns NOArOTOBKW LOKYMEHTOB OpPraHvM3al My UCnonb3yrT BnaHkM ycTaHOBMEHHOrO 0BpasLa u YncTble
nucTbl Bymarm.

Ona w3rotoBneHuss BnaHkoB OOKYMEHTOB ucnonb3yeTrca Gymara copmator A4 (210 x 297 mm),
A5 (148 x 210 ™M), ana uW3roToBNeHWss ONaHKOB pe3ontouuii ucrnonb3yetca BOymara dopmartor
A5 (148 x 210 mm), AB (105 x 148).

Mpw n3gannm gokymeHTOB ABYMsi unu Gonee opraHusauusamMu, ucnonb3yetca bymara popmara A4, Ha
KOTOpPOW BOCMPOW3BOAATCA PEKBU3NTBI BCEX OpPraHu3aluil, NOAroTOBUBLUMX JOKYMEHT.

Ha BnaHke w3rotaBnvBaeTCs nepBasi cTpaHvua (MWCT) JOKYMEHTa, nocnegyowmue cTpaHulbl (MUCTbl)
M3roTaBnMBaKTCA Ha Bymare cooTBeTCTBYyOLEro doopmara.

Kaxgblin nucT JoKyMeHTa, opOpMIEHHEIR HA BnaHke unu 6e3 Hero, 4OMKEH UMETL MOMs He MeHee:!

20 mm — neBoe;

10 MM — npaBoe;

20 MM — BepxHee;

20 MM — HuxHee.

[okymeHTbl AnuTenbHbiX (cBbilie 10 net) CpoKOB XpaHeHUs OOMKHbl UMETb NeBOe MNofie He MeHee
30 Mm.

6.2 OpraHusauuu Mcnonb3yT BnaHkM JOKYMEHTOB, M3roTOBNEHHbIE Ha BymaxHoM HocuTene (BnaHku
OOKYMEHTOB (hefiepanbHbiX OPraHoB rocygapCcTBEHHOW BNACcTW ¢ BOCNPOU3BeaeHnem [0CynapCTBEHHOIO rep-
©a Poccuiickoin Pegepaunn n3roTaBnmMealTca nonurpaduieckumMm npegnpuaTuaMm, MMeoLWwnMmm ceptuduka-
Thl O HANUYMW TEXHUYECKNX U TEXHONOMMYECKNX BO3MOXHOCTEN AN KA4eCTBEHHOIO M3roTOBNEHUA YKa3aHHOIro
BMAa NPOAYKUMW), U/UNK 3NeKTPOoHHbIe WabnoHbl 6naHkoB. brnaHkn Ha ByMaXHOM HOCUTENE U 3NEKTPOHHbIE
WwabnoHbl BNaHKOB OOMKHLI ObITh MAEHTUYHLI MO COCTABY PEKBU3UTOB, MOPSAOKY UX PACMONoXeHWs, TapHUTY-
pam wpwudTa.

BnaHkv gOKyMeHTOB Ha BymMa)KHOM HOCUTENe WM 3NeKTPOHHble WabnoHbl BnaHKoB M3roTaBnNMBaKTCA Ha
OCHOBaHWM MakeToB ONaHKoB, yTBepXJaeMbIX PYKOBOAUTENEM OpraHvu3aluu.

BnaHkv 0OKyMEHTOB criegyeT uarotaenueatb Ha 6enon 6ymare unu Gymare cBeTnbix TOHOB. bymara, Ha
KOTOPOW M3roTaBnMBalTCa BnaHkM OOKYMEHTOB M BTOPOW U MOcneayrline nucTbl AOKYMEHTa, JoMmKHa BbiTh
OAMHAKOBOro KayecTea.

ONEeKTPOHHble LWabnoHbl BNaHKOB JOKYMEHTOB W 3MNEKTPOHHble LWabnoHbl JOKYMEHTOB LOMKHbI BbiTh
3alMLLEHbl OT HECaHKLUMOHUPOBaHHLIX N3MEHEHWH.

6.3 BbrnaHku OOKyMeHTOB O(POpPMIAKTCA B COOTBETCTBUM C npunoxeHuem b. OpueHTUpOBOYHLIE rpa-
HWLbI 30H PACNONOXEHUs1 PEKBU3UTOB 0603Ha4YeHbl MYHKTUPOM. Kaxkaas 30Ha onpefenseTcs COBOKYMHOCTbIO
BXOOSLINX B HEE PEKBM3MTOB.

6.4 B 3aBMCMMOCTU OT pacnonoXeHWs PEKBU3UTOBR YCTaHABINMBAETCA ABa BapuaHTa bnaHkoB — yrmno-
Bon (pucyHok B.1) n npogonbHbIv (pucyHok B.2).

6.5 PekBuautel 01, 02, 03 pacnonaratoTcs Ha BepxHeM none oKyMeHTa Hag peksuauTom 05 nocepegu-
He 30Hbl, 3aHATOW 3TUM PEKBU3UTOM.

PekBuant 03 moxeT pacnonaratbcsi cnesa Ha ypoBHe peksuaunTa 05.

PekBunantel 05, 06, 07, 08, 09, 13, orpaHudnTensHble OTMETKMA Ans peksuautos 10, 11, 12 B npenenax
rpaHuL, 30H PacnonoXeHUa PeKBU3UTOB pasMeLLarTca oaqHUM U3 cnocoboB:

- LUEHTPMpOBaHHbLIM (HAa4ano 1 KoOHeL, KaXJ0n CTPOKW PEKBM3WTOB PaBHO yaaneHbl OT rpaHuL, 30Hbl pac-
NOMOXEeHWA PEKBM3NTOB);

- ¢bnaroBbIM (Kaxgas CTpoKa PeKBM3UTOB HAYMHAETCH OT NEBOW rpaHWLibl 30HbI PACMONOXEHUS PEKBU-
31TOB).

6.6 YcraHaBnuBawoTCcA criegylowme Buabl BnaHKoB LOKYMEHTOB OpraHu3aunn:

- 0obLWKMIiA BnaHk;

- BnaHK nucbma;

- BnaHk KOHKpeTHOro BUAAa OOKyMeHTa.

HopmaTuBHbIMKM akTaMu OpraHvM3auumn ycTaHaBNMBaKTCA BUAbl NPUMEHSAEMbIX BraHKOB M UX pasHOBUA-
HocTKM (BnaHK MUMcbMa CTPYKTYpPHOro nogpasgeneHusi, bnaHk nMcbMa OOMKHOCTHOrO nuua, BrnaHk npukasa,
BnaHk pacnopsikeHus, BriaHk NpoTokona v Aap.).

OB6pasybl BnaHkoB JOKYMEHTOB NpUBeAEHbl B NpunoxeHun b.

6.7 Obwmin BnaHK Mcnonb3yeTcs AN W3roToBneHus MNobbiX BUAOB [OOKYMEHTOB, KPOME [ENOBOro
(cnyxebHoro) nucbma.
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O6wuin BnaHk B COOTBETCTBUWM C YYPEOWUTENbHbIMW OOKYMEHTAMW OpPraHM3auun M NoKarnbHbIMA HOp-
MaTUBHLIMW akTaMu BkntovaeT pekeuauTsl 01 (02 unun 03), 05, 06, 07, 13 1 orpaHUuUTENbHBIE OTMETKU AN
pekeusutos 10, 11, 16, 17.

BnaHk nucbema B 3aBUCMMOCTM OT y4peanTernbHbIX AOKYMEHTOB OpraHn3aunn 1 nokanbHbIX HOpMaTuB-
HbIX akToB BKNntovaeT pekeuantel 01 (02 nnu 03), 05, 08, orpaHUuYMTENEBHBIE OTMETKM Ana peksuauTos 10, 11,
12, 15, 17. bnaHk nucbMa CTPYKTYPHOTO noapasfeneHus JONoNHUTENLHO BKMoYaeT pekeuanuT 06, bnaHk nuck-
Ma O0MKHOCTHOro nuua — pexkeuant 07.

BnaHk KOHKpeTHOro Bvaa OOKYMEHTa, KpOMe NMUCbMa, B 3aBUCMMOCTM OT yuYpeauTenbHbIX OKYMEHTOB
OpraHv3auuun 1 NokanbHbIX HOPMaTUBHbLIX akTOB BkMNovaeT pekBuautel 01 (02 nnm 03), 05, 09, 13 u, npu He-
06X0OMMOCTK, OFrpaHWYMTENbHbIE OTMETKM ONSA rpaHul, 30H pacnonoxeHus peksusutos 10, 11, 16, 17. bnaHk
KOHKPETHOro Buaa AOKYMEHTa CTPYKTYPHOro nofpasfeneHust AoNOMHUTENBHO BKIoYaeT pekeusut 06, bnaHk
OOMKHOCTHOrO nuua — peksuaut 07.

6.8 B opraHax Bnactu u opraHmzauumax pecnybnuk Poccuinckon ®egepauum, MCNonb3ywLWMx Hapsaay ¢
PYCCKMM S13bIKOM KaK rocyapCTBEHHbIM s3blkoM Poccuiickoii ®efepaumnn rocyqapcTBEHHEIR A3kbIK (rocygap-
CTBEHHbIE f3bIKW) pecnybnuK, MCnonb3yrTcsa BnaHkM JOKYMEHTOB Ha PYCCKOM S3bIKE U rOCYAapCTBEHHOM S3bl-
Ke (rocygapcTBeHHbIX A3bikax) pecnybnuk: yrnoeble (pekBu3wWTbl BnaHka pacnonararwTcs Ha OOHOM YPOBHE:
Ha pycCKOM fi3blke — CIeBa, Ha rocyfapCTBEHHOM A3blKe (roCy4apCTBEHHLIX f3blKax) pecnybnuk — cnpaea)
WIu NpoJonkHble (PEKBU3WTLI BNaHka Ha PYCCKOM fA3bIKe — CBEpPXY, PEKBU3UTLI BNaHKka Ha rocyqapcTBEHHOM
A3bIKe (rOCY0apCTBEHHbIX A3blkax) pecnybnvk — Huxe).

[na nepenncky ¢ MHOCTPaHHLIMK KOPPECNOHAEHTaMU UCNONb3YKT BNaHKkKM Ha ABYX SI3bIKAX — PYCCKOM
W aHIMUACKOM (pUCYHOK B.8) nnu MHOM MHOCTPaHHOM SAi3bIKE.
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MpunoxeHune A
(cnpaBo4Hoe)

PacnonoxeHue PEKBM3UTOB Ha TUTYNBLEHOM NUCTEe OAOKYMEHTa

HawmeHobaHue OpraHu3aUunm

pudp cornacoBaHWs JOKYMeHTa pud yTBEPXKOSHUA AOKYMEHTA

HaumeHoBaHWe Buaa OOKYMeHTa
3aronoBok K TeKCTy

MecTo cocTagneHWs (UagaHuA) DOKYMeHTa — rof, UagaHus JOoKyMeHTa

PucyHok A.1 — PacnonoxeHue peKBU3MTOB Ha TUTYIbHOM NIMCTe OOKYMEHTa
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MpunoxeHue b
(cnpaBo4Hoe)

Cxembl pacnonoXxeHmAa peKBU3IUTOB OOKYMEHTOB
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PucyHok b.1 — PacnonoxeHne pekBuM3nTOB 1 rpaHuLbl 30H Ha chopMate A4 yrnoeoro 6naHka
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PucyHok B.2 — PacnonoxeHne pekBM3MTOB U rpaHuLbl 30H Ha chopmate A4 npogonsHoro drnaxka
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MpunoxeHue B
(cnpaBo4Hoe)

O6pa3ubl 6naHKkoB AOKYMEHTOR

Pocapxue

®epepancHoe GlogKeTHOE yUpexxaeHue
«Bcepoccuiickuii Hay4HO-1MCCneAoBaTenbCKUA UHCTUTYT
AOKYMeHTOBeAeHUA U apXuBHOro Aena»

(BHUMOAL)
Ne

Mockea

20

PucyHok B.1 — O6paseu obuero 6bnaHka opraH1sagum
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Pocapxue

deaepansHoe BIOMKETHOE yYpexaeHue
«Bcepoccuiickuit HayHHo-
uccneaoBaTenbCKMil UHCTUTYT
JOKYMEHTOBEAEHUA 1 apXMBHOIO Aena»

(BHAWAAL)

MpodpcotosHan yn., a. 82, Mockea, 117393
Ten./dakc: (495) 718-78-74;
e-mail: mail@vniidad.ru; http//mww.vniidad.ru
OKNO 02842708; Or'PH1027700380795;
WMHH/KNN 7708033140/771001001

Ha Ne ot

PucyHok B.2 — OBpasey yrnosoro BnaHka nucemMa opraHusaumv
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22

Pocapxus

depepancHoe GlogKeTHOE yupexaeHne
«Bcepoccuicknia Hay4YHO-UCCneaoBaTeNbCKUA MHCTUTYT
AOKYMEHTOBEEHWA 1 apXMBHOTO Aenar

(BHUWDOAL)

MpodhcotosHan yn., 4. 82, Mockea, 117393
Ten./cpake: (495) 718-78-74; e-mail: mail@vniidad.ru; hitp://www.vniidad.ru
OKIMO 02842708; OI'PH 1027700380795; MHH/KMIM 7708033140/771001001

Ha Ne oT

PucyHok B.3 — O6pazel, npogonsHoro bnaHka nMcbma opraHusauum
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Pocapxue

depnepansHoe GlogkeTHoe yupexaeHue
«BcepocCUACKUMIA Hay4YHO-UCCNeaoBaTENbCKUA UHCTATYT
JOKYMEHTOBEeAEeHWA U apXMBHOIO Aenax»

(BHUNOAL)

3AMECTUTENb OUPEKTOPA
MpodpcotosHas yn., A. 82, Mockea, 117393

Ten./cbake: (495) 718-78-74; e-mail: mail@vniidad.ru; hitp://www.vniidad.ru
OKMNO 02842708; OIrPH 1027700380795; MHH/KMMN 7708033140/771001001

Ne

Ha No oT

PucyHok B.4 — O6pasel npogonsHoro bnaHka nMcbMa JOMKHOCTHOMO nuua
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Pocapxue

®epepansHoe GlogkeTHoe yupexaeHue
«BcepocCcUACKMIA Hay4HO-UcCNenoBaTenbCKMA MHCTUTYT
OOKyMEeHTOBE[eHUA ¥ apX1MBHOIO Aenay

(BHAWOAL)

OTPACINEBOW LIEHTP NOBbLILWEHUA KBAJTIMGUKALLA

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

Na

Ha Ne oT

PucyHok B.5 — O6pazeL npogonsHoro bnaHka nucbma CTpyKTYpPHOro noapasgeneHuns
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Pocapxve

PenepancHoe GlOIKETHOE YYpexaeHue
«Bcepoccuiicknin HayyYHO-MCCneqoBaTenLCKM MHCTUTYT
AOKYMeHTOBEe4eHUs U apXMBHOroO gena»

(BHUMOAL)

NPHUKA3
Ne

Mockea

PucyHok B.6 — OB6pa3zel bnaHka KOHKPETHOrO BMAa AOKYMEHTa OpraHn3auumn
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Pocapxus

depepansHoe BIOMKETHOE YUpeXaeHUe
«BcepocCHACKMA Hay4YHO-UCCNenoBaTeNbCKUA MHCTUTYT
AOKYMEHTOBEAEHUA U apXMBHOro Aena»

(BHUADAL)

SAMECTUTENb AUPEKTOPA
PACMNOPAXEHNE

Ne

Mockea

PucyHok B.7 — O6pazel, 6rnaHka KOHKPETHOro BUAa AOKYMEHTa AOMKHOCTHOMo nvua
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Pocapxup

®enepansHoe GloaKeTHOE yYpexaeHUe
«BcepoccuiickniA Hay4HO-UcCNeaoBaTenbCKMA
WHCTUTYT JOKYMEHTOBELeHWA U apXMBHOIO Aena»

(BHUWOAL)

MpodpcolosHan yn., Aa. 82, Mockea, 117393
Ten./chakc: (495) 718-78-74; e-mail: mail@vniidad.ru; http://www.vniidad.ru
OKIMO 02842708; OI'PH 1027700380795; MHH/KMM 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 — O6pasel, npogonsHoro bnaHka nMcbMa opraHu3aummn Ha OBYX A3blkax

27



FOCT P 7.0.97—2025

28

Pocapxup

®denepansHoe GlomKeTHOS yupexaeHue
«BcepoCcCUACKMIA Hay4HO-
nccnenosaTenbCKUi MHCTUTYT
JOKYMEHTOBEAEeHWS U apXUBHOro gena»

(BHUMOAL)

MpotpcorosHas yn., 4. 82, Mockea, 117393
Ten./chakc: (495) 718-78-74;
e-mail: mail@vniidad.ru; http://www.vniidad.ru
OKIMO 02842708; OrPH1027700380795;
MHH/KNMN 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://www.vniidad.ru

PucyHok B.9 — O6pasey yrnoeoro bnaHka nMcbmMa opraHusauuvn Ha ABYX A3blKax
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Bubnuorpadun

[1 ®enepanbHblii KOHCTUTYLMOHHBLIM 3aKoH OT 25 gekabpsa 2000 r. Ne 2-®K3 «O lNocyaapcteeHHoM repbe Poccrinckon
benepayummny

[2] lMpaBuna okaszaHWa ycnyr NOYTOBOW CBA3W, yTBEPXOEHHbIE Npukazom MuHucTepcTBa UMPOBOrO pa3BUTUSA, CBA3U
W MaccoBbIX KOMMYyHUKaLuin Poccuickon ®enepauuy ot 17 anpena 2023 r. Ne 382
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YOK 006.35.034(470+571):[005.92:002.1]:006.354 OKC 01.040.20

Knwoueeble cnoea: opraHn3aunoHHO-pacnopaguTenbHad OOKyYMeHTauund, OCbOpMJ'IEHMe OOKYyMeHTa, bnaHk
AOKYMeHTa, PeKBU3UT OOKYMEHTa
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