«KOT.RU» - POCCUMCKOE OBPA3OBATEJIBHOE U3JJAHUE

BCEPOCCHUMCKAS OJJUMITAAJTA
«TOKYMEHTAIMOHHOE OBECIIEYEHUE YIIPABJIEHUSA B POCCUN»

Buibepume npasunvhwiii omeem

1. HNupopmanus, 3apukcUpOBAHHAS HA MAaTEepPHAJILHOM MM 3JJCKTPOHHOM HOCHTele C
PEKBU3MTAMU, MO3BOJISIOIMMH ¢ HIeHTH(PUIUPOBATH, ABJISIOIIAACA MATEePHAJIBHBIM 00BEKTOM ¢
3aKkpervieHHOW# B HéM uHpopMauued st nepeaayn e€ BO BpeMeHH M B IPOCTPAHCTBE,
OTHOBPEMEHHO M NpeaMeT TPyaa padOTHHKA U ero pe3yJabTaT, 3TO:

a) caii,

0) TOKyMEHT;

B) COOOIICHHE.

2. Otpacib JeATeILHOCTH YeJ0BeKa, o0ecneynBaOIasi JOKYMEHTUPOBAHHEe U OPraHHU3aLMI0
pa6oThl ¢ oQuUUAILHLIMM [OKYMEHTAMH, B TOM 4HCJe 10 Ppa3padoTke, 0(OPMJIEHHIO,
OpraHU3alMM UX IBUKEHUs, Y4eTa U XpaHeHHs, ITO:

a) JeSITeNbHOCTh TOCYTAPCTBEHHOTO apXHBa,

0) ympaBieHHe KaHIEIIPCKOH JesITeNFHOCTHIO;

B) IOKYMEHTAI[MOHHOE 00ecIieYeHNE YIpaBICHUS.

3. Hapymenne npaBuJl XpaHeHHsl, KOMILUICKTOBAHUS, Y4eTa MJIM MCIOJb30BAHHA APXHBHBIX
AOKYMEHTOB U HHpopmanuu, cogepxaiieiica B MHGOPMALUMOHHBIX CHCTeMaX, Bje4yeT 3a cO0OM
HAaKa3aHHe B COOTBETCTBHH C:

a) YronoBHBIM KogekcoMm Poccuiickoit denepanuu;

0) KogexcoM 00 aiMHHUCTPATUBHBIX MpaBOHAPYIICHUAX PD;

B) @enepanbubiM 3akoHOM «O0 apxuBHOM aene B Poccuiickoit deneparumy.

4. roCcTt P 7.0.97-2016 Haumonaasuslii ctanaapt Poccuiickoii ®enepamuu «Cucrema
CTAaHAAPTOB MO WHpOpMAaNMOHHOMY M  H3AaTeIbCKOMYy fAeiay. OpraHu3almmoHHO —
pPACHOpSIIMTEILHAS JOKYMEHTALHUS» BCTYNUI B CHJIY B3aM€H

a) OCTa P 6.30-2003;

6) 'OCTaP 7.0.8;

B) OCTa P UCO 15489-1.

5. O0s13aTeJIbHBIH JJIEMEHT, NMPHCYIIMil ONpedeIeHHOMY BHAY JAOKYMEHTAa, HAHOCHUMBIA B
COOTBETCTBHHM ¢ Tpe0OBAHUSIMH CTAHAAPTA MNPH M3rOTOBJEHHM OJIAaHKa JOKYMEHTAa WJIHN
(uxcupyemMblii Ha 6J1aHKe B IpoLecce ero 3anMoJTHeHHUs, 3TO:

a) gopmar;

6) popmyiusip;

B) PEKBH3UT.

6. HanuonaabHbiMm  crangaproM Poccuiickoii ®egepaunu  yCTAHABJIMBAeTCS  COCTaB
PEKBU3HUTOB I0KYMEHTOB B KOJIH4YeCTBe:

a) 29 peKBU3HUTOB;

0) 30 peKBU3UTOB;

B) 31 peKkBU3HUT.

7. PexBuszutr «lleyaThb», 3aBepAOIIMil NMOAJTUHHOCTHL MNOANUCH JOJKHOCTHOrO JIMIA HA
AOKYMEHTAX OPraHu3alHu, B COOTBETCTBUM C TPeOOBAHUSIMU CTAHAAPTA:

a) MOXKET pacIioiaraThCs HIDKE TEKCTa, HE3aBUCUMO OT PACIIOJIOKECHIS TOAIUCH JTOJDKHOCTHOTO
JIMLIA, OJIHUCHIBAIOIIETO IOKYMEHT;

0) mpocTaBiIAeTCS TaK, YTO JOJDKHA OBITh 3axXBadeHa YacTh HAUMEHOBAHHS JIOJDKHOCTH
JTIOJDKHOCTHOTO JIUTIA, TIOJITHCABITIETO JOKYMEHT;

B) TPOCTaBISETCS, HE 3aKpbiBas COOCTBEHHOPYYHOH IIOANKCH JUIA, TOINHCHIBAIOIIETO
JIOKYMEHT, WM B MecTe, 0003HaueHHOM «MID» (MecTo meuarn).

8. PasmepHble XapaKTepHCTHKH NOTPeOHUTENbCKUX OyMaKHBIX (opMaTOB B MHIJIMMETpPax
COOTBETCTBYIOT:

a) 148 x 210 — A3;

0) 297 x 420 — AS;

B) 210 x 297 — A4.



9. HNudopmannsa B 3jeKTpoHHOH (opMe, KOTOpasi MpHCOeANHEeHA K APYroi mHdopmanuu B
3JIeKTPOHHO ¢opMme (moanmuchbiBaeMoii uHGopManuu) WJIM HHBIM 00pa3oM CBsi3aHA € TaKOW
HHpopManMeil W KOTOpasi MCHOJB3yeTcsl JJs  ONpeleJieHHs JHLIA, MNOANMCHIBAIOIIEro
HH(OPMALHIO. 3TO:

a) 2JIEKTPOHHAS TIOJIITUCE;

0) SMEKTPOHHBIN JOKYMEHT;

B) 3JIEKTPOHHBIN JOKYMEHTOOOOPOT.

10. JokymeHT, copep:Kalmuii TEKCTOBYIO M (WJIH) TA0JHYHYI0 UH(OPMALUIO M0 KAKOMY-JIH00
ompefeJIeCHHOMY BONPOCY O COCTOSIHUM JieJl, XapaKTepHble MOKAa3aTeJu, ONUCAHUE ©
MOATBEPKIEHNE T€X HJIN HHBIX (AaKTOB HJIN COOBITHIA, HA3BIBAETCH

a) BEJJOMOCTb;

0) cripaBka;

B) 3asiBKa.

11. JdoxkymeHTsI AnuTeabHoOro (doJsiee 10 Jier) cpoka XpaHeHHs J0KHbI HMeTh JieBoe MoJje He
MeHee:

a) 30 MIJUTUMETPOB;

0) 20 MIIITIMETPOB;

B) 40 MMJUTUMETPOB.

12. PexBusur «Iloanuchby BK/IOYAET B ce0sl KOMIIOHEHTBI:

a) COOCTBEHHOPYYHYIO MOAINKUCH OTBETCTBEHHOTO JIMIA, pacmrpoBKy momamucu (damumus,
WHUIIAATIBI);

0) HaMMEHOBaHME JOJDKHOCTH, MOAIMMUCHIBAIOIIETO JIHIA, €r0 COOCTBEHHOPYYHYIO IOJIIHCH,
pacmmppoBKY NOAIUCH (MHALIAATBI, PaMUITH);

B) HaWMEHOBaHHE JIOJDKHOCTH, IMOJIMUCHIBAIOIIETO JUIA, pacmm@poBky mnoanucu (damumus,
WHUIUATIBI).

13. I'pud orpanHuyenusi 1ocTyna K JOKYMEHTY NMpU HAJIM4YUU B HEM uHpoOpMAUMH, JOCTYN K
KOTOPOIi OTpaHNYeH B COOTBETCTBUH € 3aKOHOAaTebcTBOM P®, 0603HavaeTcs cjioBaMu:

a) «TOJIBKO U1l COTPYIHUKOB OPTaHU3ALNNY, «KOIIMPOBATH 3alIPELCHOY,

0) «BpaueOHas TaliHa», «3aBEPEHO HOTAPHYCOMY,

B) «KOH(UACHIINATILHOY, KKOMMEpUECKasl TAHAY, ISl CITYKEOHOTO TTOIb30BaAHHSD).

14. DJIeMEeHThI MOYTOBOr0 aJgpeca B COCTABE PEKBM3UTA «AApecaTr» YKa3bIBalOTCH COIVIACHO
IIpaBuiaM ycJayr no4ToBOH CBSI3H B CJICAYIOLIEM MOPSAIKe:

a) JlepxaBuna yi., n.12, Benukuit Hosropon, 173025;

0) ApxaHrenbCK T., BockpeceHckwuii mp., 1.85, Kopiryc 7;

B) 127624, Mockaa, lllenkoBckoe 1., 33.

15. OrMeTka 00 HMCHOJHHTeNe HAa O(PUIHATLHOM JOKYMeHTe odopmisieTcsi W IedaTaercs
mpudrTom:

a) TOro e pa3Mepa, 9TO U caM JOKYMEHT;

0) MEHBIIIETO pa3Mepa, 9eM caM JOKYMEHT;

B) OOJIBILIETO pa3Mepa, 4YeM caM JIOKYMEHT.

16. JoxkymeHnTanus, ogopmiaseMas HA HECKOJbKHX CTPAHUIAX, COAEPKUT HOMeEpa CTPAHMIL,
KOTOpBIE MPOCTABJISIOTCH:

a) cIpaBa Ha HIDKHEM I0JIe IOKyMEHTa Ha paccTossHUM 10 MM OT HHXKHETO Kpasi JINCTA,;

0) B cepeuHe HIKHETO IMOJIS JOKyMEHTa Ha paccTossHUH 10 MM OT HIDKHEro Kpast JIHCTa;

B) B CEpEAMHE BEPXHETO IOJIS IOKYMEHTa Ha paccTossHUU 10 MM OT BEpXHEro Kpas JIMCTa.

17. CoraacnHo npuHsaToMy PerinameHTy npeanoyreHue oTA2ETCs: CBOOOIHO pacNpoCTPaHseMbIM
fecmuiaTHBIM WIpU(TAM pa3mepa:

a) 12,13, 14;

6) 10, 11, 12;

B) 13, 14, 15.
18. PexBuzutr «/lata pgokymenTa» B coorBercTBMH ¢ HanuoHaJibHBIM CTaHAAPTOM
odopmisiercs:

a) TOJbKO apabckuMu nudpamu, pasneneHHsIME Toukoi (14.01.2019 r.);
0) TOJIBKO cOBecHO — IUPPOBEIM criocobom (15 mapta 2018);
B) apabckumu 1udpamu, paspeneHHbiMu Toukoi (31.07.2021) wmmu crmoBecHO — IHUPPOBHIM



criocobom (28 centsiops 2020 r.).

19. CoranacHo 3akoHoaatenbeTBy Poccmiickoii @eaepanuu oTMeTKa 00 3JIEKTPOHHOH MOANMUCH
BKJIIOYAET:

a) haMuIuIo, UM, OTYECTBO BiIaJelbla CepTU(HKATA, CPOK ACHCTBHA KII0UA,

0) dpasy «I0KyMEHT MOJANUCAH DIICKTPOHHOW TIOAIMMCHIO», & TAKKE HOMEP CepTU(UKATA KITIoYa
AIIEKTPOHHOM MOATIHCH, (PaMUIHIO, UMS, OTIECTBO BIIAAEIBIA CePTH(PHKATA, CPOK ACUCTBUS KITIOUA;

B) HOMEp cepTU(UKaTa KIIIoUYa SIEKTPOHHOH MOJIMICH, CPOK ACUCTBHS KIF0Ua.

20. IIpu ogopmiieHNH TOKYMEHTOB B BU/e Ta0IUIl pa3Mep IPU(TAa MOXKeT ObITh:
a) YMCHBIIIEH JIUIS 5KOHOMHHU MeCTa B CTOJONAX U rpadax;
0) YBEIMYCH JJIs JIYYIIETO IOHUMaHUS WH(HOPMAITUH;
B) U3MEHEH 110 YCMOTPEHHIO COCTABHUTEISL.

21. Hocurenr mHpopmManun ¢ 0003HAYEHHBIMH NMOCTOSIHHBIMH PEKBH3HTAMH (MOkKeT OBITh
YIJIOBBIM, MNPOJOJLHBIM € HAaHeCEHHbIMM Ha HEéM ['eploM yupexkaeHHs, HAaMMeHOBAHUEM
OpPraHu3alMu M T. I.), 3TO:

a) OJIaHK TOKYMEHTa;

0) hbopmMar 1oOKyMeHTa,

B) TI0JI€ IOKYMEHTA.

22. IIpuHIUNBI BeleHNs 1eJ0NPON3BOICTBA B OPraHu3anuu GopMUpYyIOTCS U YTBEPKIAIOTCA:
a) OTpaciaeBbIMH HOPMATUBHBIMU AKTaMH,
0) pernoHaIbHBIMU CTPYKTypaMH OPTaHOB YIIPABIICHHUS,
B) JIOKaJIbHBIM HOPMATUBHBIM aKTOM MPEATPUATHS (TUIIOBOM HHCTPYKIMEH, HOMEHKIIATypoil Jel,
NPaBUJIaMU XPaHEHUS JOKYMEHTALMH U BeICHHS apXHBa).

23. s BKIIIOYeHHs] B cOCTaB ApPXuBHOro (Gonaa nena noaiexatr oGpopMJeHHI0 B MOJHOM
o0beMe CO CPOKOM XPaHEeHUs

a) «710 MUHOBaHHS HaIOOHOCTHY;

0) cBbie 10 ger;

B) meHee 10 ner.

24. IIpu neyaTaHNM JOKYMEHTOB € IBYX CTOPOH JIHCTA CJIeAyeT:
a) MPOCTaBUTh OJMHAKOBBIE pa3Mephl JUIs JICBOTO IOJSl JIUIEBOM CTpaHWIBI U TPaBOTO
000pOTHOH;

0) yCTaHOBUTH 25 MM JIJIsl JIEBOTO TIOJIS JIMIIEBOM CTPAHMIIBI U 35 MM 7S paBOro 000POTHOMH;
B) TIPOCTaBISATh KOHKPETHBIC pPa3MEphl IS JIEBOTO MO JIUIIEBOM CTPAHUIIBI U IIPABOTO
000pOTHO.

25. CoOBOKYNHOCTb TOKYMEHTOB, OTHOCAIINXCS K OJHOMY BOMPOCY MJIM YYACTKY JAesITeJIbHOCTH,
MOMeIEHHBIX B OTJeJLHYIO 00J103KKY, MPeACTABJSAET C000ii:

a) moptdonmno;

0) nmeno;

B) KaTaJIor.



