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(B peq. N3meHeHua N 1, yTB. Npukaszom PocctaHaapTa
o1 14.05.2018 N 244-cT)

KoHcynbTaHTlAOC: NnpyMeyaHume.
MNMpukasom PocctaHgapTta oT 25.05.2017 N 435-cTt gata BBedeHuAa B aenctenme HauuoHanbHOro
ctaHgapta PO TOCT P 7.0.97 - 2016 nepeHeceHa Ha 1 niona 2018 roaa.

[ata BBegeHua - 2017-07-01
Mpepucnosue

1 PA3PABOTAH ®depepanbHbiM OHOAMKETHbIM  yupexaeHMem "BCePOCCUMCKUIA  HAy4HO-
nccnefoBaTeNlbCKUA MHCTUTYT [OKYMeHTOBeAeHus W apxusHoro aena" (BHUMOAL) PepepanbHoro
APXWBHOrO areHTCTBa

2 BHECEH TexHM4YecKMM KOMWTETOM MO cTaHgaptu3auum TK 191 "HayyHo-TexHu4yeckas
nHbopmauus, bubnmoteyHoe 1 n3gatenbckoe geno”

3 YTBEP/AEH W BBEAEH B JENCTBME Mpukasom PenepanbHOro areHTCTsa No TEXHUYECKOMY
peryanmpoBaHuto U meTponornmn ot 8 aekabps 2016 r. N 2004-ct

4 B HacToALWEM CTaHZApTe peanm3oBaHbl HOpMmbl PeaepanbHbiX 3aKOHOB OT 27 utona 2006 r. N
149-®3 "06 nHdbopmauuun, MHGOPMALMNOHHBIX TEXHONOMUAX U 0 3awmTe MHPopmauumn”, oT 22 oKTabpsa
2004 r. N 125-d3 "O6 apxusHom agene B Poccuiickon Peagepauun’

5 B3AMEH I'OCT P 6.30-2003

MpaBMaa NPUMEHEHMA HACTOALLEro CTaHAapTa YCTaHOB/IEHbI B cTaTbe 26 PefepanbHOro 3akoHa oT
29 wutoHa 2015 r. N 162-®3 "O craHgaptmM3aumm B Poccuitickon Pegepaumn”. UHbopmauma o6
M3MEHEHMAX K HacTosAllemMy CTaHOapTy nybnaukyeTcs B exKerogHom (Mo cocTosaHuio Ha 1 saHBaps
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Tekywero roga) MHdopmauMOHHOM yKasaTene "HauuoHanbHble cTaHaapTbl", a oduUMaNbHbIA TEKCT
M3MEHEHMIN N NPaBOK - B exXxeMeca4yHoM MHPOPMaLMOHHOM yKasaTese "HaumoHanbHble ctaHaapTbl". B
cnyy4ae nepecmoTtpa (3amMeHbl) UM OTMEHbl HACcTOALLEro CTaHZapTa COOTBETCTBYHOLLEE YyBeAOMIEHUNe
6ynet onybankoBaHO B OAMMKANWEM BbIMYCKE EXEeMeCAYHOro MHPOPMaLMOHHOIO yKasaTtens
"HauunoHanbHble ctaHgapTbl". CooTBETCTBYOWAA MHGOPMaLUSA, YBEAOM/IEHNE U TEKCTbI Pa3MeLLatoTcsa B
MHPOPMALMOHHOM cucTeMe obLLEero Nosb30BaHUA - Ha odumumnanbHOM caiite PeaepasibHOro areHTcTBa
Mo TEXHWUYECKOMY PETYIMPOBAHUIO U METPOAOTUN B ceTu MIHTepHeT (www.gost.ru).

HaCTOﬂU.LMﬁ CTaHAaPT HE MOXeT ObITb MOJIHOCTbIO MW YAaCTUYHO BocnpounsseaeH, TMpaxXmnposaH "
pPacnpocTpaHeH B Ka4yecTtBe 0¢MLI,M8!'IbHOFO n3aaHnA 6es pa3peweHunA CDe,u,epaanoro areHTcTtBa no
TEXHNYECKOMY peryimpoBaHnio n MeTpoaornn

1 O6nacTb NnpumeHeHuUn

HacToAawmit cTaHZapT PacnpoCTpaHAETCA Ha OpPraHM3auMOHHO-PACNOPASUTENbHBIE AOKYMEHTbI:
YCTaBbl, NOJOMKEHWA, NpPaBUaa, UHCTPYKLUUKU, PErlaMeHTbl, NMOCTAaHOB/EHWA, PACMOPSKEHUS, NMPUKa3sbl,
peleHnsa, NPOTOKObI, AOroBOPbI, aKTbl, NUCbMA, CNPaBKM U Ap. (4anee - AOKYMEHTbI), B TOM uucie
BK/toYeHHble B OK 011-93 "O6uwepoccuicknin Knaccudukatop YynpaBieHYEeCKOW AoKymeHTaumn"
(OKRYA), knacc 0200000.

HacTtoawumit cTaHgapT onpegenseT CoOCTaB PeKBU3UTOB AOKYMEHTOB; Npasuaa ux obopmMmieHus, B
TOM 4uUC/ie C NpUMEHEHMEM WHPOPMALIMOHHLIX TEXHONOrWIA; BUAbI 6/1aHKOB, COCTaB PEKBU3UTOB
6/1aHKOB, CXeMbl PaCMOJIOKEHUA PEKBU3UTOB Ha AOKYMeHTe; obpasupl 61aHKOB; npaBuia co34aHuUA
JOKYMeHTOB. M0N0XKeHUsA HAaCTOALLero CTaHAapTa PacnpPOoCTPaHAIOTCA Ha AOKYMEHTbl Ha BYMasKHOM U
3/1eKTPOHHOM HOCUTENAX

2 HopmaTtuBHbI€e CCbIIKU

B HacToAWweMm cTaHJapTe UCNOb30BaHbl HOPMATUBHbIE CCbI/IKU Ha Caedytowme CTaH4apTbl:

FOCT P 7.0.8 Cuctema ctaHaapToB no mHdpopmauumu, bubnnmoteyHomy U msgatenbckomy Aeny.
[JenonponsBoacTBO U apxmMBHOE Aenio. TepMUHbI M onpeaeneHus

FOCT P NCO 15489-1 Cuctema ctaHAapToB no MHpopmaumu, bubanoteyHomy 1M M3aaTeNbCKOMy
aeny. YnpasneHue gokymeHtamu. Obwme TpebosaHumA

MpumeyaHue - MNMpu NONb30BAaHUM HACTOALLMM CTAHAAPTOM Le/IecoobpasHo NpoBepuTh AelcTeue
CCbIJIOYHbIX CTAaHAAPTOB B MHGOPMALMOHHOM cucTeme 06LLErO NOb30BAHUSA - Ha opULMAIbHOM caiiTe
defepanbHOro areHTCTBA NO TEXHWMYECKOMY PEryinpoBaHUIO U METPOAOrMM B CeTU MHTepHeT uan no
eKerogHomy MHbOpMaLMOHHOMY yKasaTento "HauuMoHanbHble cTaHAapTbl", KOTopbld ony6aMKoBaH no
COCTOAIHMIO Ha 1 AHBapA TeKyLWero roaa, U no BbiNyCKamM eXemMecAYHOro MHPOPMaLMOHHOIO yKasaTtenn
"HauMoHanbHble CTaHAapTbl" 32 TEKYLWMIA roa. ECan 3aMeHeH CCbINOYHbIM CTaHAAPT, Ha KOTOPbIM AaHa
HeaTUPOBaHHaA CCbl/IKa, TO PeKOMEeHAYeTCA UCMOAb30BaTb AENCTBYIOLLYHO BEPCUIO 3TOrO CTaHAApTa C
YYETOM BCEX BHECEHHbIX B [AaHHYIO BEpCcUi0 M3MEeHeHW. ECan 3ameHeH CCblIOYHbIM CTaHAapT, Ha
KOTOpbIN AaHa AAaTMPOBaHHAA CCblKA, TO PEKOMEHAYeTCA MCMOAb30BaTb BEPCUMIO 3TOrO CTaHAapTa C
YKa3aHHbIM Bbllle roAoM yTBep:KaeHUa (NpuHATUA). ECin nocne yTBepKAeHMA HaCTOALLEero cTaHaapTa B
CCbIIOYHbIM CTAaHAAPT, Ha KOTOPLIN AaHa A4aTMPOBaHHAA CCblaKa, BHECEHO U3MEHEHWe, 3aTparmBatollee
NONOMKEeHNe, Ha KOTopoe AaHa CCblIKa, TO 3TO MOJIOKEHWEe PeKoMeHAyeTcs npumeHATb 6e3 yuyeTta
[AHHOTo M3MeHeHuA. ECIM CCbIIOYHbIV CTaHAAPT OTMEHeH 6e3 3aMeHbl, TO NOJIOXKEHWEe, B KOTOPOM AaHa
CCbl/IKa HA HEro, PEKOMEHAYETCA NPUMEHATL B YacTW, HE 3aTParnBatoLLeit 3Ty CCbIKY.

3 O6bwme TpeboBaHUA K CO34AHUIO AOKYMEHTOB

3.1 [lOKyMeHTbl MOryT CO34aBaTbCA Ha OYMa)KHOM HOCUTENEe W B 3/IEKTPOHHOW dopme ¢
cobtoaeHeM YCTaHOB/IEHHbIX NPaBUA 0GOPMIEHUS AOKYMEHTOB.
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3.2 MNpu co3gaHnK JOKYMEHTA Ha ABYX W Honee CTpaHWULax BTOPYH W Nocieaylolme CTpaHuLb
HYMepYIoT.

Homepa cTpaHuUL, NPOCTaBAAIOTCA nocepeanHe BepxHero rnoasa AOKYMEHTa Ha pPacCToOAHUMKM He
meHee 10 MM OT BEpPXHEro Kpas nucTa.

[Jonyckaetca co3gaHMe [OOKYMEHTOB Ha /uueBo M 06OpoTHOM cTopoHax saucta. [lpu
OBYCTOPOHHEM CO34aHUWN AOKYMEHTOB LIMPWHA NEBOro NOANS Ha NNLEBOM CTOPOHE NMCTa U NPaBOro
nosin Ha 06OPOTHOM CTOPOHE /INCTA AOKHbI ObITb PABHbI.

3.3. [na co3pgaHusa OOKYMEHTOB HeobXoAMMO WCMoJsib30BaTb CBOGOAHO pacnpocTpaHsemble
6ecnnatHble WPUPTLI.

Ona opopmneHma gOKYMEHTOB PEKOMEHAYETCA UCMO/Ib30BaTb pa3mepsbl wpndTtos N 12, 13, 14,

Mpwu cocTaBneHnmn TabamL, ONYCKAeTCs UCMO/b30BaThb WPUGTbI MEHbLLMX PAa3MepOoB.
(n. 3.3 B peq,. MameHeHus N 1, yt. Npukasom PocctaHgapTa ot 14.05.2018 N 244-cT)

3.4 AB3aLHbIV OTCTYN TEKCTA AOKYMeEHTa - 1,25 cm.

3aronoBKu pa3agenos U nogpasgenoB nNevyaTaroTca C a63aLl,HbIM OTCTYNOM UIN UEHTPUPYIOTCA NO
LWNPUHE TEKCTA.

MHOrocTpoYHble peKBU3UTbI NevyaTatoTcA Yepes Oo4MH ME)-KCTpO‘-IHbIﬁ MHTEepBaa, COCTaBHble 4YaCTu
PEKBU3NUTOB OTAENAOTCA AONO/IHUTE/IbHbIM UHTEPBA/IOM.

TeKcT goKymeHTa neyataeTtca Yepe3 1 - 1,5 meKCTpOYHbIX MHTEpBana.

Ecnv AOKYMEHT roTOBUTCA A/1A U3AAHUA C yMeHblleHMem maclutaba, TEeKCT neyaraerca yepes Aga
WHTepBana.

MHTepBan mexay 6yKkBamu B CI0OBaAX - 0BbIYHBbIN.
MHTepBan mexKay cnoBamu - o4uH npoben.

3.5 TeKCT AOKYMEHTa BbIPaBHWBAETCA MO WMPKHE AncTa (Mo rpaHMUam NeBoro 1 NpPasoro noJsen
OOKYMEHTa).

[N1Ha camolt ANIMHHOM CTPOKM PEeKBM3KTa NPU YINOBOM PACMNOIOKEHUN PEKBU3UTOB He Bonee 7,5
cMm.

OnAnHa camoit ANMHHOW CTPOKM PEKBU3UTA NPU MPOAOJIbHOM PacCrnoNOXEHUN PEKBUIUTOB He
bonee 12 cm.

3.6 HopMaTUBHbLIMW NPABOBbLIMU aKTaMM OPraHM3aLMM MOXKET 6biTb NPEAYCMOTPEHO BblgeneHue
pekBusnToB "agpecat”, "3arosoBoOK K TeKcTy" uam "nognuck”, a TakkKe OTAeNbHbIX pParmeHTOB TEKCTa
NONYKUPHBIM WPUDTOM.

3.7 HopmaTuBHble NpaBoOBble aKTbl OPraHM3aLMK, a TaK¥Ke UHble MHOIOCTPaHWYHbIE AOKYMEHTbI
MOTyT 0POPMAATLCA C TUTYSIbHBIM IMCTOM. TUTY/IbHbBINA IUCT AOKYMEHTa 0pOpPMAAETCA B COOTBETCTBMM C
npunoxeHuem A.

4 PeKBU3UTbI AOKYMEHTA

Mpu noarotoske U 0POPMNEHUM AOKYMEHTOB WMCMOb3YHOT PEKBM3UTLI, ONpeaeneHns KoTopbiX
npuseegeHbl B TOCT P 7.0.8
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01 - rep6 (FocypapcTBeHHbI repb Poccuiickon Pepepaumnu, repbd cybbeKkTta
deaepauun, repb (repanbanueckmii 3Hak) MyHUUMNANbHOTO 06pas3oBaHuA);

02 - ambnema;

03 - ToBapHbIi 3HaK (3HaK 06CNyKMBaHMA);

04 - Ko, dopMbl LOKYMEHT];

05 - HaumeHOoBaHWe OpraHn3aLUMn - aBTopa AOKYMEHT];

06 - HaMMEHOBAHWNE CTPYKTYPHOrO NOApa3aeneHmna - aBTOpa AOKYMEHT];
07 - HanmeHoBaHWe A0/IKHOCTU /INLLA - aBTOPA AOKYMEHTA;
08 - cnpaBoYHble AaHHble 06 opraHn3auum;

09 - HaumeHoBaHMe BNAA AOKYMEHT];

10 - pata 4OKYMEHTa;

11 - perncTpaunoHHbIii HOMepP AOKYMEHT];

12 - ccbl/IKa Ha PErUCTPALMOHHBIN HOMEpP U AAaTy NOCTYNMBLLETO AOKYMEHTA;
13 - mecTo cocTaBieHuA (M34aHUA) AOKYMEHT];

14 - rpud orpaHMyeHmna gocTyna K 4OKYMEHTY;

15 - apgpecar;

16 - rpud yTBEPKAEHUA LOKYMEHT];

17 - 3aronoBOK K TEKCTY;

18 - TEKCT J,OKYMEHTQ;

19 - oTmeTKa 0 NPUAOKEHUU;

20 - rpud cornacoBaHMA [OKYMEHTa;

21 - Bu3a;

22 - no4anuce;

23 - oTMeTKa 06 3/1eKTPOHHOM NoAnucy;

24 - nevyartb;

25 - oTmeTKa 06 ucnonHutene;

26 - OTMETKa 0 3aBEpPeHUn Konuu;

27 - oTMEeTKa 0 NOCTYNNEHUN AOKYMEHTA;

28 - pesontoyms;

29 - OTMETKA O KOHTpOneE;

Poccuiickon



30 - oTMeTKa 0 HanpaB/ieHUM AOKYMEHTa B Aeno.
5 OdopmneHune peKBU3UTOB AOKYMEHTOB

5.1 Tep6 (FocymapcTBeHHbI repb Poccuiickon depepaunn, repd cybbekta Poccuiickoi
depepaunn, repb (repanbamMyeckuit 3Hak) MyHULMMNaNAbHOrO 06pas3oBaHWs) BOCNPOM3BOAMUTCA Ha
6/1aHKax IOKYMEHTOB B cOOTBeTCTBUMU C PeaepasnibHbIM KOHCTUTYLIMOHHbIM 3aKOHOM OT 25 aekabps 2000
r. N 2-®K3 "O locymapctBeHHOM repbe Poccuinickon degepaumnmn”, 3akoHoAaTeNbHbIMU U UHbIMU
HOPMaTUBHbIMW NPABOBbLIMU aKTaMM cybbeKkToB Poccuiickoi Peaepaumnm 1 HOPMaTUBHbIMU NPABOBbLIMU
aKTammM OpraHOB MECTHOrO CaMoyrnpaBaeHus.

N306paxkeHne repba (FocymapctBeHHoro, cybbekTa Poccuiickoir  depepaumu, repba
(repanbamyeckoro 3Haka) opraHa MeCTHOTO CaMOYNpaBJeHMA) NMOMELLAETCA MO cepeanHe BEePXHEero
nons 6/1aHKa AOKYMeHTa Haj PEKBM3UTAMM OPraHn3aLMu - aBTopa AOKYMEHTa, Ha paccTosaHun 10 mm oT
BEPXHEro Kpas auncra.

5.2 dmbnema opraHuszaumn, paspaboTaHHas W yTBEP)AEeHHaA B YCTAaHOB/AEHHOM nopAdKe,
pa3smMellaeTca B COOTBETCTBMM C HOPMATMBHbLIMM MPABOBbIMW aKTamMu Ha 6/1aHKax: LOKYMEHTOB
depnepanbHbIX OpPraHOB roCyAapCTBEHHOW BAACTU (33 MCKAOYEHMEM C/lyyaeB, NpeaycMmaTpuBaloLmX
ncnonb3oBaHMe nsobpaxeHus FocyaapcTeeHHoro repba Poccuitickolt ®enepaummn), TeppuUToprUanbHbIX
opraHoB ¢enepanbHbiX OPraHOB roCyAapPCTBEHHOM BAAaCcTW, rOCYAapCTBEHHbIX M HErocyAapcTBEHHbIX
opraHmsaunii. M3obpaxkeHne ambiembl NOMELLLAETCA MO CepeinHe BepxHero nosa 61aHKa AOKyMeHTa
Hag, PEKBM3UTAaMM OpraHM3aLmu - aBTOpPa AOKYMEHTA, Ha paccToAaHUM 10 mm OT BEpXHEro Kpas ancra.

5.3 ToBapHblit 3HaK (3HaK o06CAYXMBaHMA), 3apPErUcTPUPOBAHHbLIK B  YCTAHOBJAEHHOM
3aKOHO4ATENIbCTBOM MOPAAKE, BOCMPOU3BOANUTCA Ha BnaHKax opraHuWsaumMii B COOTBETCTBUM C YCTaBOM
(nonoxkeHnem 06 opraHusaumn). M3obpakeHne TOBApPHOro 3HaKa (3Haka obcnyXKuBaHMA) nomellaeTca
no cepeauHe BepxHero nona 61aHKa AOKYMEHTa Haf PEKBU3UTAMU OPraHM3aumm - aBTopa AOKYMEHTa,
WM CNeBa Ha ypOBHE HaMMeHOBaHWA OpraHM3auuKM - aBTOpa AOKYMEHTa (40nycKaeTca 3axBaTbiBaTb
YyacTb N1eBOro nonsa).

Hapagy c ToBapHbiM 3HaKOM (3HaKOM 06CAyKMBaHMA), Ha 6naHKaX [OOKYMEHTOB MOXKET
YKa3blBaTbCA KOMMepyeckoe 0603HaYeHne PUANYECKOro MLa.

5.4 Kop ¢opmbl AOKYMEHTa NpOCTaBAAeTcA Ha YHUPULMPOBAHHbLIX PopmMax [LOKYMEHTOB B
cooTBeTcTBUM ¢ OBLLEPOCCUIACKMM KNacCMPUKATOPOM ynpaB/ieHYecKon gokymeHTauuu (OKYA) waum
JIOKaNbHbIM KacCMPUKATOPOM, PacnonaraeTcs B NpPaBOM BepXHEM yriy paboyero nons AOKYMEHTa,
coctout us cnos "®opma no" (HammeHosaHue KnaccudukaTopa) u uMdpoBoro Koaa.

Mpumep - Popma no OKY/ 0211151.

5.5 HaumeHoBaHMe opraHusaumMm - aBTOpa [AOKYMeHTa Ha bnaHke AOKYMeHTa AOJIXXHO
COOTBETCTBOBATb HAMMEHOBAHUIO HOPUONYECKOToO /KnUa, 3aKpenieHHOMYy B €ro y4dpeauTtesibHbIX
AOKYMEHTax (YCTaBe nnn I'IOJ'IO)'KEHVII/I). MNoa HaMmeHoBaHMEM opraHnsauuun B CKobKax YKa3blBaE€TCA
COKpaweHHOoe HanhmeHOoBaHMe opraHn3aunun, ecam OHO NpeagycMoTpeHO YCTaBOM (I'IOI'IO)KeHI/IeM).

Hag HavmeHoBaHMeEM OpraHn3aunun - aBTopa AOKYMEHTA YKa3blBaeTCA NOJIHOE NN COKpaLWleEHHOE
HanmeHoBaHUe BbILLIeCTOFiLLI,e17| OopraHnsauunun (Flpl/l ee Ha}'IM‘-IVIM).

5.6 HavmeHoBaHMe CTPYKTYPHOro noApaszesieHns - aBTopa AOKYMeHTa (B Tom uuciae dpuanana,
oTAeNeHnn, NpeacTaBUTENbCTBA, KONIErMaabHOMO, COBELLATENbHOMO MAN MHOTO OpraHa) UCno/ib3yeTca B
6naHKax nuMcem M 61aHKaX KOHKPETHbIX BWAOB AOKYMEHTOB COOTBETCTBYIOLWMX MOApa3aeneHnit
(opraHoB) B COOTBETCTBUM C IOKANIbHBIMM HOPMATUBHBIMW aKTaMM U YKa3blBaeTcA Mo HaMMeHOBaHUEeM
opraHu3aumu.

5.7 HanmeHoBaHmne JOAXKHOCTM MUA - aBTOPA AOKYMeEHTa UCNONb3yeTCA B 6naHKax AOONXKHOCTHbIX
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UL, M pacnonaraeTcs noj HaMMeHOBaHWMEM OpraHM3auuM WUAM HauMeHOBaHWeM Tepputopun (Kpas,
obnacty, aBTOHOMHOM 061acTU U Ap.), eCN AOKYMEHT U3JaeT PyKOBOAMTE/Ib OpraHa B/acTU cybbekTa
Poccuiickoit depgepaummn, MmyHMUMnNanabHoro obpasoBaHMa. HamumeHoBaHMe AOMKHOCTU NLA - aBTOpa
[OKYMEHTa YKas3blBAeTCA B COOTBETCTBMM C HAaMMeEHOBaHWEM, MPUBEAEHHbIM B PacnopaanTE/IbHOM
[OKYMEHTe 0 Ha3HaYeHMN Ha AOJIKHOCTb.

5.8 CnpaBoyHble gaHHble 06 OpraHM3aLMKM YKa3blBaloTCA B 6/1aHKAX NMUCEM U BKOYAIOT: MOYTOBbIN
afpec opraHuMsauuun (LONOJHUTENbHO MOMKET YKas3blBaTbCA afpec MecTa HaXOMKAEHMA pUANYECKOTrO
INLA, ecin OH He COoBMaZaeT C MOYTOBbIM agpecom); Homep TenedoHa, paKca, agpec 3NEKTPOHHOM
noyThbl, CETEBOI aapec.

B cocTaB CNpaBOYHbIX AAHHBIX, 33 UCK/lOYeHNEM BN1aHKOB AOKYMEHTOB OPraHOB rocyapCTBEHHOM
B/J1aCTW, OPraHOB MECTHOIO CaMOYNpaB/JeHUs, BKAKOYAIOTCA: Ko opraHusaumu no O6uwepoccuiickomy
KnaccudukaTopy npegnpuatuii u opraHmnsaumii (OKMO), 0CHOBHOM rocy4apCTBEHHbIN PerncTPaumoHHbIN
Homep opraHuszaumn (OFPH) M MAeHTUPUKAUMOHHBLIM HOMEep HanoronaatenblinKka/Kog nNpUYKHbI
NOCTaHOBKM Ha Hanorosbli yyeT (MHH/KMNN).

5.9 HaumeHoBaHMe BMAA AOKYMEHTA YKa3blBAeTCA Ha BCEX AOKYMEHTaxX, 3a MCK/AKYEHUEM
AenoBbix (cny»ebHbix) NUcem, pacnonaraeTcs noj PEKBU3NTAMU aBTOpa AOKYMEHTa (HaMMeHOoBaHUEM
OpraHv3aumMn, HaMeHOBaHWEM CTPYKTYPHOroO noAapasae/ieHns, HAaMMeHOBaHUEM LO/KHOCTU) (CM. puc.
B6).

5.10 JaTta gOKyMeHTa COOTBETCTBYeT gaTte noanucaHusa (yTBep:KAeHWA) OOKYMeHTa wau garte
cobbITHA, 3aPUKCMPOBAHHOIO B AOKYMEHTe. [lOKYMEHTbI, U34aHHble ABYMA nan 6onee opraHM3aumamm,
OOMKHbI UMEeTb OAHY (eauHyto) aaty.

[aTa AOKyMeHTa 3anucbiBaeTca B NOCAeA0BaTeIbHOCTU: AeHb MecALa, MecAl, rof OAHUM U3 ABYX
cnocobos:

apabckmmn undpamm, pasgeneHHbimm Toukoi: 05.06.2016;
cnoBecHo-unpoBbIM cnocobom, Hanpumep: 5 ntoHs 2016 T.

5.11 PernctpaumoHHbIA HOMeP AOKYMEHTa - LMdpoBOM UAK ByKBEHHO-UNPPOBON naeHTUPUKaTOp
OOKYMEHTa, COCTOALLMIA U3 NOPALKOBOrO HOMEpa AOKYMEHTA, KOTOPbIN, MO YCMOTPEHUIO OpraHmn3auum,
MOMET [OMONHATbCA UMPPOBbIMU  UAM  OYKBEHHbIMM KOAaMW (MHAEKCamM) B COOTBETCTBUM C
NCNoNb3yeMbIMM KiaccudurKaTopamm (MHAEKCOM Aena No HOMEHKNAType A, KOLOM KOPPECNOHAEHT],
KOAOM [AO/IKHOCTHOMO AnLa U ap.).

Ha [4OKymMeHTe, COCTaB/eHHOM COBMECTHO ABYMA U 6osiee opraHM3aumsamu, MPOCTaBAAIOTCA
pPerncTpaunoHHble HOMepa AOKYMEHTa, MPUCBOEHHblE Ka*KAOW W3 opraHu3auuii. PernmcrpaumoHHble
HOMepa OTAENAKTCA APYr OT Apyra KOCOW YepTol M MPOCTaBAAIOTCA B NOPAAKE YKa3aHWA aBTOPOB B
3aro/IOBOYHOM YaCTU UK Npeambysie JOKYMEHTa.

5.12 Ccbiika Ha PErucTpaumMoHHbIi HOMep W AaTy MNOCTYMMBLUETO LOKYMEHTa BKAKOYaeT
PEerncTpaunoHHbIN HOMEpP U AaTy BXOAALWEro MHULMATUBHOIO AOKYMEHTA, Ha KOTOPbIN AaeTcs OTBET.

5.13 MecTo cocTaBneHua (M34aHMA) OOKYMEHTa YKasblBAaeTCA BO BCEX AOKYMEHTaX, Kpome
AenoBblX (CAyxebHbix) NUMcem, a TaKKe OO0KAAAHbIX, CAYKebHbIX 3anNuCOK W APYIUX BHYTPEHHUX
MHPOPMALMOHHO-CNPABOYHbIX AOKYMEHTOB.

MecTo cocTtaBneHma (M3,CI,aHMF|) AOOKYMEHTa He yKa3biBaeTCA B TOM C/aiy4vae, eCZin B HAMMeHOBaHUU
OopraHmsaumMn npuCyTCTByeT YyKa3aHMe Ha MeCTO €€ HaxoXAaeHuA. MecTo cocTasneHuA (M3AaHMﬂ)
AOKYMEHTA YKa3blBa€TCA B COOTBETCTBUN C MPUHATBIM aAMUHNUCTPATUBHO-TEPPUTOPUNAJIBHBIM AeNEHNEM.

5.14 Tpud orpaHuuyeHusa JOCTyna K AOKYMEHTY NPOCTaBAAETCA B NPAaBOM BEPXHEM YI/y NepBoro



NINCTa AOKYMeHTa (NpoekTa [IOKyMeHTa, COMPOBOAMTENIbHOrO MUCbMa K [OKYMEHTY) Ha rpaHuue
BEPXHEro nons npu HalMunMmn B AOKYMeHTe MHPOPMaLIMKM, AOCTYN K KOTOPOI OrpaHUYeH B COOTBETCTBUM
C 3aKoHoAaTenbcTBOM Poccuitickoit Pepepaunu.

Bugbl ncnonbsyembix B OpraHmMsaumun rpudos orpaHUYeHus AOCTyna AOJIKHbl COOTBETCTBOBATb
3aKOHOAATe/IbHbIM M MHbIM HOPMATUBHbIM MPaBOBbIM akTam Poccuitickon Peaepaunn U foNKHbI ObITb
3aKpensieHbl B JIOKa/IbHbIX HOPMaTMBHbIX aKTax. B cocTaB rpuda orpaHuyYeHus AocTyna K AOKYMEHTY
BXOAUT oOrpaHuumtenbHas Hagnucb ("Ona  cnykebHoro nonb3oBaHusa", "KoHouaeHumanbHo",
"Kommepueckan TaMHa" nam ap.), Kotopaa MOXKeT AONONHATLCA HOMEPOM 3K3eMNApa AOKYMEHTa U
APYTMMUK CBEAEHUAMM B COOTBETCTBUM C 3aKOHOA4ATENLCTBOM Poccuiickoit depepaumm.

[IpuMmep - KoMmmepueckad TaMHa.
9x3. N 2

5.15 Agpecat wucnonb3syetca npu odopmaeHuMM AOenoBbix (CNy»KebHbix) nucem, BHYTPEHHUX
MHPOPMALMOHHO-CNPABOYHbIX AOKYMEHTOB (LOKNAAHBIX, CYKEeBHbIX 3aNUCOK U 4p.).

ApfpecaTom OOKYMeHTa MOKeT BbiTb OpraHM3aumsa, CTPYKTYpHOe MnogpasgeneHne opraHusauuu,
AONKHOCTHOE AW PU3MYECKOe L.

PekBu3uT "agpecaT" npoctaBnseTca B BEpXHEM NpaBoi 4acTu AOKYMeHTa (Ha 6n1aHKe € yrnoBbim
pacnonoXKeHnem PEKBU3UTOB) UK CNpaBa Nog, pekBM3nTamm 61aHKa (Npy NPOACALHOM PACMONOKEHUM
pekBM3nNTOB 6aaHKa). CTPOKM peKkBU3KUTa "afpecaT” BbipaBHMBAKOTCA NO JIEBOMY KpPak UK LLEHTPYLOTCA
OTHOCUTE/IbHO Camoii ASIMHHOW CTPOKMU.

Mpn agpecoBaHUM [OKYMEHTa PYKOBOAUTENO (3aMecTUTENo PYKoBOAMTENA) opraHusauuu
YKasblBalOTCA B JAaTe/lbHOM MafeXe HauMMeHOoBaHMe [O/BKHOCTM pyKoBoauTena (3amectutens
pyKoBOAMTENSA), BK/AIOYAKOWEe HaMMeHOBaHMe opraHvsauuun, u GaMuams, MHUUMAAbI A0AKHOCTHOIO
nmua.

[Ipumep -
Pyxkopomurenn demepalibHOT'O
APXMBHOTO areHTCTBAa
damunmsa U.O.

Mpn appecoBaHUM MUCbMa B OpPraHM3auMI0 YKa3blBaeTCA ee MNOJIHOoe WM COKpalleHHoe
HanmeHoBaHWeE B UMEHUTE/NIbHOM Nagexe.

Mpumepbl
1 depepanbHOE apPXMBHOE areHTCTBO
2 Pocapxus

Mpy agpecoBaHWM JOKYMEHTA B CTPYKTYpPHOE MoApasfefieHne OpraHuMsauuu B pPeKBU3UTE
"agpecat" yKasblBaeTcA B UMEHUTENbHOM Magexe HaMMeHOBaHMe OpraHn3aLmMm, HUXKeE - HAMMeHOBaHMe
CTPYKTYPHOro noapasgeneHus.

[lpumep -
denmepasyibHOE apPXMBHOE
areHTCTBO

OTmesl TOCyHapCTBEHHOM
cnyx0Obl, KaIpOB M Harpan

Mpn agpecoBaHMM MUCbMA PYKOBOOMTENIO CTPYKTYPHOro nogpasgeneHna yKasblBaeTca B
MMEeHUTENbHOM MNajgeXxXe HamMeHOBaHue OopraHumsauunun, HMxe - B Aate/IbHOM Mnagexe HanmeHoBaHWue



AO/MKHOCTU PyKOBOAUTENA, BKAKOYaOWee HanMeHOBaHUE CTPYKTYPHOro noapasaeneHusn, d)aMM}'IVHO,
MHUUmManbl.

[Mpumep -
AO "IIpodump"

PykopomomuTesio OOT'OBOPHO-
IpaBoOBOTO OTHesa
damvmmnma U.0.

Mepen damunmeinn [OMKHOCTHOIO /AWMUA  AOMNYCKAaeTcA ynoTpebnAatb cokpaweHue "r-Hy"
(rocnoamny), ecnu agpecaT MyxKumHa, Uan "r-ke" (rocnoske), ecnm agpecar KeHLUHa.

Mpumepsl
1 r-ny ®amunuma N.0.
2 r-xe ®amumama N.0.

Mpu paccblike AOKYMEHTa rpynne opraHun3aumii 04HOro TUNa AKX B CTPYKTYPHble NogpasaeneHus
04HOW OpraHn3aumm, agpecaT yKasblBaeTc 0606LLeHHO.

[TprMePEL
1 PYKOBOIMTEJAM IOUYEPHUX
obmecTtre AO "llpopuip"
2 PykOBOIMUTEJIAM yIpPaBJICHUN
Pocapxusa

Mpn paccblike AOKYMEHTa He BCeM OpraHusauMam Wan CTPYKTYPHbIM nogpasgeneHunam nog
peksusntTom "AgpecaT" B ckobKax yKkasbiBaetcs: "(no cnucky)".

[Ipumep -

PYKOBOIMUTENAM IOUYEPHUX

obmecTtre AO "lIpodmnp"
(mo cnmcky)

B ogHOM gOKyMeHTe He A0/XKHO 6biTb 6osiee YeTbipex agpecaToB. Cnoso "Konusa" nepen BTopbim,
TPETbMUM, YETBEPTLIM agpecaTaMu He yKasbiBaeTca. Mpu 60/1blieM KOANYECTBE aapecaToB COCTaBAAETCA
CMUCOK (NUCT, yKasaTeb) pacCcbiIKM AOKYMEHTA, Ha KaXKA0M AOKYMEHTE YKa3blBaeTcA 04MH agpecaT uam
agpecat opopmnsieTca 0606uieHHo.

B coctaB pekBusuTa "Agpecat"’ MoOXKeT BXOAUTb NOYTOBLbIM agpec. INemeHTbl NOYTOBOro ajapeca
YKa3blBalOTCA B MOC/AeA0BaTeNbHOCTU, YCTAaHOBAEHHOW [1paBMAaMM OKasaHMA YCAYr NOYTOBOM CBA3M,
YTBEPKAEHHbIMM NPUKa3zoM MUHUCTEPCTBA CBA3M M MACCOBbIX KOMMYHMKaLmMii Poccuiickoin ®egepaLnm
ot 31 nona 2014 r. N 234.

[Ipumep -

BcepocCcuMCKUM Hay4dHO—
MCCJIeNOBaTEeJIbCKUY MHCTUTYT
IOOKYMEHTOBEIEHNMS U apxXMBHOTO Ieja
lIpodcowzHasa yia., n. 82,
Mockea, 117393

MoYTOBbLI aApPec MOMKET He YKasbiBaTbCA B [AOKYMEHTaX, Hamnpas/iseMblX B BbICLUME OpraHbl
B/1AaCTW,  BblIECTOAWME  OpraHM3auMM, NOABEAOMCTBEHHbIE  OpraHM3auMm WM MOCTOAHHbLIM
KoppecnoHZeHTaM (33 WCK/IOYEHMEM HamnpaB/ieHUA MUCEM YKasaHHbIM agpecaTam B KOHBEpTax C
NpPo3payYHbIMN OKHAMM).
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Mpy agpecoBaHUKN JOKYMEHTa GU3NYECKOMY /IMLY YKA3biBatOTCA: GaMUAMA MHULMANbI, NOYTOBbIN
agpec.

Mpumep -

®amuana N.0.

Capgosasayn., 4.5, ks. 12,

r. lo6epupbl, MockoBcKas 06.., 301264

Mpu oTnpaBKke NUCbMa MO 3/1EKTPOHHOW nouTe UAn No GakCMMUIbHOMN cBa3n (6e3 AOCbIIKM no
noyTe) NoYTOBbLIN agapec He yKasbiBaeTca. Mpu HeoBXOAMMOCTM MOXKET BbITb YKa3aH 3NEeKTPOHHbIN aapec
(Homep TenedoHa/dakca).

[Mpumep -

Bcepoccumckuym Hay4dHO-—
UCCJIeNOBaTEJNILCKUM MHCTUTYT
IOOKYMEHTOBEIEeHUSI UM apXMBHOTO Iejia
mail@vniidad.ru

5.16 Tpud yTBEpPKAEHNA NPOCTABAAETCA HA AOKYMEHTE B C/ly4ae ero yTBepKAeHUA A0NKHOCTHbIM
NINUOM, pacnopAaMTe/ibHbIM AOKYMEHTOM (MOCTaHOBNEHUEM, PeLleHUeM, MPUKA30M, PacnopaAKeHnem)
WAN pelleHnem KonnermasbHoro opraHa.

Mpnd yTBEPKAEHMA pa3meLLaeTca B MPaBOM BEPXHEM Yr/y MepBOro AMCTa AoKymeHTa. CTpoKu
PEKBM3UTA BbIPAaBHUBAIOTCA NO IEBOMY KPato MW LLEHTPYIOTCA OTHOCUTENBHO CaMOl O/IMHHOM CTPOKMU.

Mpn yTBEPKAEHUM AOKYMEHTA AO/MKHOCTHbIM /IMUOM Fpud yTBEPKAEHMA COCTOMT M3 CNOBa
YTBEPKAAKD, HaMmeHOBaHMA AONKHOCTU INLLA, YTBEPKAAOLWErO AOKYMEHT, €ro Nnoanmcm, MHULMANOB,
damumanm n gatbl yTBEPKAEHUA.

[Ipumep -

YTBEPXIA
Pyxkoromurens demepasiIbHOTO
APXMBHOTO areHTCTBAa
Momnuce M.O0. dammnausda

ITaTa

Mpun yTBEPKAEHUM LOKYMEHTA PACNOpPAAUTENbHBIM AOKYMEHTOM rpud YyTBEPKAEHUA COCTOUT U3
cnoBa YTBEPXAEH (YTBEPXAEHA, YTBEPXAEHbI wan YTBEPXAEHO), cornacoBaHHoro c
HaMMeHOBaHMEM BMAA YTBEPKAAEMOr0 AOKYMEHTA, HAUMEHOBAHWUA PacnopaaMTEeIbHOrO AOKYMEHTA B
TBOPUTE/IbHOM Nafexke, ero Aatbl, HOmepa.

[IpuMeper —

1 (PersameHT) YTBEPXIEH
npmkaszoM AO "Ipodwuip"
or 5 ampensa 2015 r. N 82

2 (IOpaBuina) YTBEPXIEHH
npukaszoMm AO "Illpodowunp"
or 6 ampesnsa 2015 r. N 83

Mpu yTBEPXAEHUM OOKYMEHTa KOAMernasnbHblM OpPraHoOM, pPeLleHUs KOToporo ¢puKcMpyroTca B
npoToKkone, B rpude YTBEPKAEHMA YKa3biBaeTCA HaMMEHOBaHWE OpraHa, peleHMem KOToporo
YyTBEPKAEH LOKYMEHT, faTa U HOMep NPOTOKOa (B CKOOKaXx).

[Ipumep -
(TlostoxeHME)



YTBEPXIEHO
CoeeToM nupexkTopoB AO "Ipoduimp"
(mpoTokost oT 12.12.2015 N 12)

5.17 3aronoBOK K TEKCTY - KpaTKoe coAepyKaHue A0KYMeHTa. 3aro/ioBOK K TeKCTy popmyanpyetca
c npeanorom "0" ("06") n oTBeyaeT Ha Bonpoc "o uem?"):

- NpUKa3 (0 Yem?) 0 co34aHUKN aTTeCTaLNOHHON KOMUCCUN;
- NpUKa3 (0 Yem?) 06 yTBEPKAEHUN LUITAaTHOrO pacnmncaHus;
- nMcbMo (0 Yem?) o NnpeaocTaBAeHUN MHGOPMaALMK.

3aronoBoOK K TeKCTy opopmaseTca noa peksnsntamm 61aHKa cnesa, OT rpaHuULbl 1eBoro nons. B
yKasax, NoCTaHOB/IEHUAX, PELIeHUAX, NpUKasax, U3AaBaeMblX OpraHamMu BNACTU, 3aro/IOBOK K TEKCTY
MoXXeT OodOopMAATLCA Haf, TEeKCTOM nocepeauHe paboyero nonaA AOKYMEHTAa U LeHTpupyeTcs
OTHOCUTE/NIbHO CamMoi AJIMHHOW CTPOKM.

3aronoBoOK K TEKCTY MOXET HEe COCTaBNATbCA, EC/IU TEKCT AOKYMEHTA HE NpPeBbIWaET 4-5 CTPOK.

5.18. TeKCT JOKYMEHTa COCTaBAAETCA HA PYCCKOM A3blKe KaK rocyapcTBeHHOM A3blke Poccuickoi
depepaunn. B opraHax rocygapCTBEHHOM  BAacTW, OpraHax MeCTHOrO  camoynpasaeHus,
rOCYAapCTBEHHbIX y4ypexaeHuax pecnybanKk HapAagy C rocyfapcTBeHHbIM A3blkom  Poccuiickoit
depepaunn  moryT  ynotpebnATbCA  rocyfapcTBeHHble  A3blKM  pecnybaunk. B geatenbHoOCTM
rOCYZ4apCTBEHHbIX OPraHOB, OPraHW3auWMin, MNPeanpuUATUR U yupexaeHuin Poccuiickon Pepepauuu
NCMOJIb3YIOTCA rOCYyAapCTBEHHbIN A3bIK Poccuiickoin deaepaumm, rocyaapcTBEHHbIE A3bIKM pecnybnK u
WHble A3blKM HapoaoB Poccuiickon deaepaumm.

(B peq. U3meHeHus N 1, yTB. Npukasom PocctaHgapTa ot 14.05.2018 N 244-cT)

B TekcTe AOKYMeHTa, NOArOTOB/IEHHOM Ha OCHOBAHWUM 3aKOHOAATE/IbHbIX UM UHBIX HOPMATUBHbIX
NPaBOBbIX aKTOB, paHee N34aHHbIX pacnopAaNTENbHbLIX AOKYMEHTOB, YKA3bIBaOTCA UX PEKBU3UTDLI:

- HQOUMEeHOBaHUWE AOKYMEHTa, HAMUMEHOBAHNE OPraHM3aunn - aBTopa JOKYMEHTA, AaTa JOKYMEHTa,
pEI'MCTpaLI,MOHHbIﬁ HOMepP AOKYMEHTA, 3aroJ1I0OBOK K TEKCTY UMW HAUMEHOBaHWE BNAa AOKYMEHTAQ;

- HaMMEeHOBaHWe oOpraHu3aLuMuM WAW [OMKHOCTHOTO /WU, YTBEPAMBLUEro [AOKYMEHT, AaTty
YTBEPXKAEHNA AOKYMEHTA.

TeKCT AOKYMEHTa MOMKET cofep)KaTb pasaesibl, NoApasaesbl, NyHKTbl, NOAMNYHKTbI, HYMepyemble
apabcknmmm umdpamu. YposHeit pybprKaLmm TeKCTa He A0/MKHO ObiTb Bosiee YeTbIpex.

B npuMKasax TEKCT U3naraeTca oT NepBoro Mua eguMHCTBEHHOTO Yncaa ("npukasbisato”).

B OOKyMeHTax KoanernanbHbIX U coBewaTelbHbIX OPraHOB TEKCT M3aaraetca OT TpeTbero nmua

eauMHCcTBEHHOoro ymcna ("konnerus... noctaHosnset", "cobpaHue... pewmno").

TeKCT NpPOTOKONa W3MiaraeTcA OT TPETbero /vua MHoXKecTBeHHoro uwucna (“"caywanu",

"BbicTynuaun", "nocrtaHosuaun", "pewmnnan").

B [OKyMeHTax, YyCTaHaB/AMBAOLWMX MpaBa W 00A3aHHOCTM OpraHM3auMii, MX CTPYKTYPHbIX
noApaszeneHunin (NoNoKeHNe, MHCTPYKLUMA), a TaK:Ke CoAeprKaLlMxX OnncaHne cUTyaumin, aHaamMs ¢akToB
WY BbIBOAbI (aKT, CMpaBKa), UCNo/ib3yeTca Gopma U3N0KEHUA TEKCTA OT TPETLEro IMLA eANHCTBEHHOTO
WAU MHOMeCTBeHHoro umucna ("otaen ocyuiectensetr ¢yHKumu...", "B cocTaB ynpasneHua Bxogsr...",
""Komucema nposena NpoBepky...").

B COBMECTHbIX [OOKYMEHTax TeKCT W3fnaraetca OT MepBOro /MUA MHOMECTBEHHOrO 4mcna
("npukasbiaem", "pewnnn").
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B aenoBbix (cny*KebHbix) NUCbMax UCMNONb3YOTCA GOPMbI U3NOKEHUSA:

- OT MNepBOro /MuUa MHOMKeCTBeHHOro uucna ("npocum HanpasuTb...", "MpeacTaBnsem Ha
paccmoTtpeHue...");

- OT TPETbLEro /LA eANHCTBEHHOrO uncna ("MUHUCTEPCTBO He Bo3paxkaerT...", "obliecTso cumTaeTt
BO3MOMKHbIM...");

- OT nepBOro /Auvua eguHcTBeHHoro uucna (“cuutato Heobxoammbim...", "npeanarato
paccmoTpeTsb..."), ecim nMcbmMo 0bopMAEHO Ha A0IKHOCTHOM H1aHKe.

B TeKcTax AOKYMEHTOB ynoTpebnawTca ToNbKo obuenpuHAaTble abbpesnatypbl U rpaduyeckue
COKpaLleHus.

Mpu ynotpebneHnmn B TeKcTe Gamuamin AL, MHULMASbI YKA3bIBAOTCA Nocne pamuamnm.
B aenosbix (cnyxebHbIx) MMCbmMax MOTyT UCNO/b30BaTbCA:

- BCTYNUTENbHOE obpallLeHune:

YBarkaemblit rocnoguH MNpepcepatens!

YBarkaembliit rocnoguH NybepHatop!

YBarkaemblit rocnoguH MNMpoxopos!

YBarkaemas rocrnoxa 3axaposa!

YBaxaemblii Hukonaw MNetposuny!

YBarkaemas Onbra HuKkonaesHa!

YBaxkaemble rocnoga!

B obpalweHnn no [O/MKHOCTM HAMMEHOBAHWE [LOJIKHOCTM MULIETCA C MNPOMNUCHOM OYKBbl, B
ob6paLLeHm No GamuanUM MHULMANbI LA HE YKa3bIBatoOTCS.

- 3aK/It0YMNTENbHAA 3TUKeTHaA ppasa:
C yBaxkeHuem, ...

5.19 OTMeTKa O MPUIONKEHUMU COLEPKUT CBEAEHUA O AOKYMEHTe (LOKYMeHTax), npuaaraemom K
OCHOBHOMY JAOKYMEHTY (B COMpPOBOAMTENbHbIX MUCbMax, MNPETEH3UAX, aKTax, CnpaBKax M AOPpYrux
MHPOPMALMOHHO-CNPABOYHbIX AOKYMEHTax) UAM O TOM, YTO AOKYMEHT SABAAETCA MPU/IONKEHUEM K
OCHOBHOMY [OOKYMEHTY (B [OOKYMEHTaX - TMPU/IOMNKEHUAX K pPacrnopaamuTeNibHbIM  AOKYMEHTaM,
NOJIOXKEHUAM, MPABUIAM, MHCTPYKUMAM, LOrOBOPaM, N1aHam, OTYETaM U 4. AOKYMEHTaM).

B conposoguTenbHbIX MUCbMax U OpPYyrux MHd)OpMaLI,MOHHO-CFIpaBO‘-IHbIX AOKYMEHTaX OTMETKa O
npunoXeHnn Od)OpMﬂﬂeTCFI noA TEKCTOM OT rpaHuLbl 1IEBOro NonAa cneayrouwmm o6pa30M:

- €C/IM NPUNOXKEHME HA3BAHO B TEKCTE:
MpunorkeHue: Ha 2 n. B 1 3K3.

- €Cn nNpunoxeHne He Ha3BaHO B TEKCTe WUan ecnum I'IpVIﬂO)KeHI/Iﬁ HECKOJIbKO, YKa3blBakoT
Ha3BaHWUA ,EI,OKYMEHTOB-I'IpMJ'IO)KEHVIﬁ, KO/INYECTBO /ZINCTOB U 3K3EMMNNIAPOB KaxXXA40ro NpuaoxKeHunaA:

IpunoxeHue: 1. IojoxeHue 00 YIOpaBJIeHMM PEI'MOHAJILHOTO KPEeOMTOBAaHMSA Ha



5 1. B 1 5k3.
2. CnopaBka O KaIpOBOM COCTaBe YIpaBJIeHMS PEeIMOHAJIBHOI'O
KpeIMTOBaHMSA Ha 2 J. B 1 BK3.

- €C/IM NPUIoXKEHMe (MPUNOKEeHUs) COPOLLIOPOBAHDI:
MpunokeHue:
otyeT 0 HUP B 2 3K3.

- €CNM  JOKYMEHT, ABNAOWMIACA NPUNOKEHUEM, WUMEET MPUNOXKEHUA C CAMOCTOATEbHOM
HyMepaLmeln CTpaHNL;:

MpunoxkeHue:
nucbmo Pocapxmsa ot 05.06.2015 N 02-6/172 1 npunosKeHUsa K Hemy, BCero Ha 5 .

- ecAn npuaoxeHuem AsaseTcd 060CO6/MEHHbIN 3NEKTPOHHbIA HOCUTeNb (KOMMAKT-gMcK, usb-
dnew-HakonuTenb 1 Ap.):

MpunoxexHune:
CD B 1 3Ks.

Mpn 3TOM Ha BKAagpllwe (KOHBEPTE), B KOTOPbIM MOMELLAeTCA HOCUTE b, YKa3blBaloTCA
HaMMeHOBaHMA JOKYMEHTOB, 3aNncaHHbIX Ha HOCUTENb, UMeHa Gpalinos.

B pacnopagutenbHbIX AOKYMeEHTax (MOCTAHOBAEHMAX, PELUeHUAX, NPWKasax, PacrnopsarKeHuax),
[OroBOpax, MOJOKEHWUAX, MPaBUAAX, MHCTPYKUMAX WU APYTUX OOKYMEHTaX OTMETKA O MPU/IOMKEHMUM
odpopmasneTcs cneayowmm obpasom:

- B TEKCTE JOKYMEHTa Mpu NepBoM YNOMUHAHUU JOKYMEHTa-NPUNOMKEHUA B CKOBKaX yKa3blBaeTcs:
... (Npunoskenue) nan ... (NpunoxeHue 1); nepes HOMEPOM MPUIOKEHUA OOMYCKAETCA CTaBUTb 3HaK
Homepa: ... (npunoskeHue N 2);

- Ha NePBOM /IUCTE JOKYMEHTA-NPUIOKEHUA B MPABOM BEPXHEM YTy YKa3blBAETCA:
MpunoxeHune N 2

K npukasy AO "Mpodunb"

o1 15.08.2015 N 112.

CTPOKM peKBU3WTa BbIPAaBHMBAIOTCA MO JIEBOMY KPalO WUAU LLEHTPUPYIOTCA OTHOCUTENbHO CamMoM
ONIVHHOW CTPOKM.

Ecnv nNpunoxkeHMem K pacrnopsaguTeslbHOMY AOKYMEHTY ABSETCA HOPMATMBHbLIA NMPaBOBOM aKT
WU MHON OOKYMEHT, YTBEPXKAAEMbI AaHHbIM PacnopAaUTENbHbIM AOKYMEHTOM, Ha MepBOM AUCTE
NPUNONKEHNA NPOCTABAAETCA OTMETKA O NPUIOKEHMM (6€3 CCbIIKM Ha pacnopsAAUTENbHbIA AOKYMEHT) U
roud yTBEpP)KAEHWA, B KOTOPOM YKasblBalOTCA AaHHble pPacnopAaauTeNnbHOrO AOKYMEHTa, KOTOPbIM
YTBEPKAEH AOKYMEHT-MPUNOKEHME,

Mpumep -
Mpunoxkenue 1

YTBEPXKAEHO



npukasom AO "Mpodunb"
o1 18.05.2015 N 67

5.20 Mpnd cornacoBaHUA AOKYMEHTa MPOCTAB/AAETCA Ha AOKYMEHTaX, COr/1aCoOBaHHbIX OpraHamu
B/IaCTW, OpraHM3auUMaAMK, AO/MKHOCTHbIMM anuamu. pud cornacoBaHMA B 3aBUCMMOCTM OT BUAA
OOKYMeHTa 1 ocobeHHocTel ero opopmieHMA MOXKET NPOCTABNATLCSA:

- Ha MepBOM AINCTE AOKYMEHTa (€CAN JOKYMEHT UMEET TUTY/bHbIN JIUCT, - Ha TUTYIbHOM /IUCTE) B
NIeBOM BepXHeM Yy Ha ypoBHe rpuda yTBepKAeHUA UAK Nogd HaMMeHOBaHMeM AOKYMeHTa 6amxKe K
HUXHEMY Noto);

- Ha nocsiegHemM nNnCte JOKYMEHTa NoA4 TEKCTOM;
- Ha INCTe cornacosaHnA, ABnAOLWLEeMCA HEeoTbeM/IEMOM YacTblo AOKYMeHTa.

lpud cornacosaHma coctout n3 cnosa COMJTACOBAHO, 40/IKHOCTM ML, KOTOPbIM COr/lacoBaH
OOKYMEHT (BK/loYaa HaMMeHOBaHMe opraHu3auuu), ero cobcTBEHHOPYYHOM NOANUCU, MHULMANOB,
dammanu, gatbl cOrnacoBaHmA.

MNpumep -
COIrNACOBAHO
Oupektop BHUNOAL
(noanucb) N.0. damunus
HdaTta

Ecan  cornacosaHue OCYLIECTBAAETCA KOA/MerManbHbiIM oOpraHom, B rpude cornacosaHus
yKa3blBaloT cBedeHnAa 06 opraHe, cornacosasllem AOKYMEHT, AaTe U HOMepe MPOTOKO/a, B KOTOPOM
3adMKCMPOBaAHO peLleHne o cornacoBaHunu. Ecnm cornacosaHue ocyLLeCTBAAEGTCA MMCbMOM, YKa3blBatoT
BMA, AOKYMEHTA, OpraHn3aumio - aBTopa AOKYMEHTa, AaTy U HOMep NUCbMa.

Mpumepsl
1 COTNACOBAHO

CoBeToM ANPEKTOPOB

AO "Mpodunb"

(npoTtokon ot N_ )
2 COTNTACOBAHO

nucbmom PocapxmBa

oT N

5.21 BuM3a CBMAETENbCTBYET O COFIACUM WAW HECOrNacuu AOMKHOCTHOrO aAunua (paboTHuKa) c
coZepiKaHMeM NpoeKTa AOKyMeHTa. Busoit odopmnseTca BHYTpPeHHee cornacoBaHue AOKyMeHTa. Busa
BK/IIOYAET AOJIKHOCTb /IULA, BU3UPYIOLLEro AOKYMEHT, MOANUCH, PaclwndpoBKY noanucu (MHUUManbI,
damununio) n aaTy BUSMPOBaHMA.

Mpumep -



PykoBoguTenb topngmyeckoro otgena

Moanuce N.0. Pamunusa

[ata

Mpwn HaNMYUK 3aMeYaHN K LOKYMEHTY BU3Y 0QOPMAAIOT Ceayowmm obpasom:
Mpumep -

3ameyaHua npunararoTcA.

PykoBoguTenb topnandeckoro otgena

Moanuce N.0. Pamunusa

[arta

B opraHusauusax, NPUMEHSAIOWNX CUCTEMbl 3/1IEKTPOHHOIMO AOKYMeHToobopoTa, cornacosaHue
MOXET NPOBOAMTLCA B 3/1EKTPOHHOMN Ppopme, cornacHo FOCT P NCO 15489-1.

B [OOKyMeHTax, MOA/IMHHUKM KOTOPbIX XPaHATCA B OpraHvM3auuMu, BW3bl MPOCTABAAOT Ha
nocnegHem JiMcTe AOKYMEHTa Nnoj noanucbio, Ha obopoTe nociegHero AMcTa NoAJMHHUKA AOKYMEHTa
WAW Ha INCTE COracoBaHMA (BU3NPOBaHMA), MPUAAraeMom K AOKYMEHTY.

B McxoAsaWmx AOKYMEHTaxX BU3bl MPOCTABAAIOTCA Ha 3K3EeMMAApax AOKYMEHTOB, MOMELLAEMbIX B
aeno.

Mo YyCMOTPEHUIO OpPraHM3aLMmM MOXKET NPUMEHATLCA NOJIMCTHOE BU3MPOBAHME AOKYMEHTA U ero
NPUIOXKEHWUNA.

5.22 MNoAnuCb BK/AOYAET: HaMMeHOBaHWE AO0/KHOCTU /MLa, NOAMNUCHIBAIOLLEINO AOKYMEHT, ero
COBCTBEHHOPYUHYHO NOANUCH, PacliMdPOBKY NoanmcKu (MHMLManbl, Gammnus).

[Ipumep -
T'eHepaJIbHEM IUPEKTOP Noponmuco n.0. dammnmusa

Echm  poKymeHT Od)OpMJ'IF_‘H Heé Ha 6I'IaHKe, B HaMmMeHOBaHUWE OONXKHOCTM BK/IHOYAETCA
HanMmeHoBaHWe opraHusaumun. JonycKaeTcA UeHTpOBaTb HaMMeHOBaHME  AOOJIXKHOCTU  /1nUa,
noanucaswiero A4OKyMeHT, OTHOCUTE/NIbHO camoi AJ'IMHHOVI CTPOKMWU.

[Ipumep -
I'eHepaJsIbHE IUPEKTOP
AO "IIpodunp" [loonmce n.0. dammnusa

Mpwn O(I)OpMﬂeHMVI AOKYMEHTa Ha 6naHKe AO/IKHOCTHOIo Amua A0/1XKHOCTb 3TOro inla B nognucu
Heé YKa3blBaeTCA.

[lpumep - [loonmucsob n.0. dammnmsa

Mpn nognucaHnm AOKYMEHTa HECKONbKUMWU AO0/IKHOCTHbIMU AUMLAMM, 3aHUMAOWMMMKM pasHoe
nonoXxeHume, X NoANUCKU pacnosaaraloTca ogHa noa p,pyroﬁ B MOC/eaoBaTe/IbHOCTH, COOTBeTCTByIOLLI,eVI
nepapxmm 3aaHMMaeMbIX AOH)KHOCTGVI.

[lpumep -
InpexTop MHCTUTYTAa [loonmucso n.0. dammnma
T'JlaBHEM OyxTaJiTep [Noonmce n.0. dammnusa
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Mpn noanucaHuUM L[OKYMEHTA HECKOJbKUMU NNLAMWU  PaBHbIX AO[DKHOCTEﬁ nx noanumcu
pacnonaratoTca Ha OAHOM YpOBHe.

[Mpumep -
BamMecTuUTeNb IOMpPEeKTopa N0 GOMHAHCOBEM BOIpPOCaM [Nomnmuce MN.O0. damMmnamsa
3aMecTuUTeslb OMPeKTOopa [0 aIMMHMCTPAaTMBHEIM BbBomnpocawm llomnmuce M.O. damMmnmda

B AOKYMeHTax, COCTaBJIEHHbIX KOMMCCME%, B nMoAnNMCU YKa3bliBaeTCA CTaTyC JiMua B COCTaBe
KOMUCCUMN.

[Ipumep -

[lpencenaTesyib KOMUCCUM [Momonmce n.0. dammnmsa

UJiIeHBEl KOMMCCUU [onnmce n.0. dammnmsa
[Tognmchb n.o0. dammnmusa
Iloonmce n.0. dammnusa

an noganncaHnn AOKYMEHTa /ULOM, UNCNOJHAKWMM obA3aHHOCTU pyrkoBoauTenAa, noanucb
Od)OpMnﬂETCFI C YKa3daHunem CtaTtyca AO0/IXKHOCTHOIO 2inla B COOTBETCTBUU C MPUKA3OM (paCI'IOpﬂ)KEHMEM).

[Ipumep -

JI.0. D'eHepalIbHOT'O IOupekTopa llomnmchk n.0. dammnusa
VI :

Vcnonuaomuil O0OA3aHHOCTHU

TeHepPaJIbHOTO IOUPEeKTOopa [loonuce n.0. dammnmsa

Mpy nognucaHMM [OOKYMEHTa /IMLUOM, MMEIWMM MpaBo MNoAMNMCUM B C/ly4ae BPEMeHHOro
OTCYTCTBMA PYKOBOAMUTENS, UCMPABAEHUA B HAMMEHOBAHME A0/IKHOCTU U paclundpoBKy GamMuinmn yke
NoAroTOB/NIEHHOrO M COr/1IaCOBAHHOMO MPOEKTa AOKYMEHTa BHOCATCA OT PYKM WM C UCMONb30BaHWEM
COOTBETCTBYIOLMX LITAaMMOB. He [JonyckaeTca CcTaBWMTb KOCylo 4YepTy, Haanucb "3a" nepep,
HaMMeHOBaHMEeM A0/IKHOCTU LA B NOATNNCK, eCIU AOKYMEHT NOANUCHIBAET MHOE AOMKHOCTHOE NULO.

5.23 OTtmeTka 06 3/1EeKTPOHHON NOAMWUCU WCMOb3YETCS MNPU BU3yanuM3aLMU 3S/IEKTPOHHOIO
OOKYMEHTa, NoAMNUCaHHOTO 3/IeKTPOHHOM Nognucbto, ¢ cobatogeHnem cneayowmx TpeboBaHuii:

a) MeCTO pa3melleHnA OTMETKU 06 3ﬂeKTpOHHOﬁ noannucn AOO0NXKHbl COOTBETCTBOBATbL MECTY
pa3meleHnA CO6CTBEHHOpquOV1 noanncu B aHa10rM4HOM AOKYMEHTE Ha 6yMa)KHOM HOCcUTene,

6) 3n1eMeHTbl OTMETKM 06 3N1EeKTPOHHOM NOAMUCK AO0MKHbI BbITb BUAUMBIMA U YNTAEMbIMU NPU
oTob6paXKeHnn JOKYMEHTa B HaTypasibHOM pasmepe;

B) 3/1eMeHTbl OTMETKM 06 3N1eKTPOHHOM NOANUCH He JO/MKHbI NePeKpPbIBaTbCA MAKN HaKNaAbIBaTbCA
APYr Ha Apyra;

r) 31eMeHTbl OTMETKM 06 3/1eKTPOHHOM NOAMWCKM HEe AO0J/XHbl NEPEeKpPbIBaTb 3/1E€MEHTbl TEKCTa
AOKYMEHTa U gpyrue oTMETKM 06 31eKTPOHHOM NoanmcK (Mpu Hanmumm).

OTmeTKa 06 3/71eKTPOHHOW MOAMUCM B COOTBETCTBMM C 3aKOHOAATeNbCTBOM Poccuiickoit
degepaunn BKAtoYaeT dpasy "[OKyYMeHT nognucaH 3/AeKTPOHHOM noanucbio”, Homep cepTudMKaTa
KAloYa 3N1eKTPOHHOM noanucu, Gpamuanio, UMA, OTYECTBO Bnadenbua cepTudMKaTta, CPOK AeNCTBUA
cepTMdUuKaTa KAYa 31eKTPOHHOM noanucu. OTMeTKa 06 3/1eKTPOHHOM MOAMMCU MOKET BK/YaTb
n3obparkeHue repba, smb6aembl opraHa BAacT (opraHnsaLmm), TOBapHOro 3Haka (3Haka 06cnyKnBaHuA)
OpPraHM3aLMM B COOTBETCTBMM C AEWCTBYIOLLMM 3aKOHOLATE/IbCTBOM.

Mpumep -

|9M63‘Ie— TOKYMEHT TOZNNCAH |
| Ma 3JIEKTPOHHOM MOAMVCHIO |



HammMmeHOBaHMe | OpTraHa
IOOJIXHOCTHM |BJlaCTU H.H. HuxoJjiaesr

Ceprudmxar 1alllaaa000000000011
Brnanmesnen HukoslaeB Hwukosam HukosaeBuu
IOemvicrBuTresyied ¢ 01.12.2012 mo 01.12.2017

5.24 TleyaTb 3aBepAeT NOL/JAMHHOCTbL NOAMWUCU  AO/KHOCTHOrO /MUA Ha  OOKYMEHTaX,
YAO0CTOBEPAIOLWMX NPaBa AL, PUKCHMpPYIOWMX GaKTbl, CBA3AHHbIE C GUHAHCOBLIMM CPEACTBaMM, a TaKKe
Ha WHbIX AOKYMEHTax, NpeaycMaTpuBalOWLMX 3aBepeHuMe noAnucuM MeyaTblo B COOTBETCTBUM C
3aKoHogaTenbcTBOM Poccuiickoit Peaepauun.

JOKyMeHTbl 3aBepAloT MeyaTbio oOpraHusaumun. [leyaTb nNPOCTABASAETCA, He 3axBaTblBad
cobCcTBEHHOPYYHOM NoOANUCKM AMUa, NOANUCABLUEro AOKYMEHT, uan B mecte, ob6o3HavyeHHom "MIM"
("MecTo neuvatn").

5.25 OTmeTKa 06 ucnosHuTene BKAOYaeT GaMUaNIO, UMSA U OTYECTBO MCMOJIHUTENA, HOMEpP ero
TenepoHa. OTMeTKa 06 UCNOSTHUTENE MOMKET AOMNOJIHATLCA HAMMEHOBAHMEM A0/IKHOCTU, CTPYKTYPHOTO
noapasaeneHus 1 3JIEKTPOHHbIM 3L PECOM UCMONHUTENA.

OTmeTKa 06 ncnonHuTene opopmMIAETCA Ha INLEBOM CTOPOHE MOC/AEAHEro JIMCTa AOKYMEHTa OT
rpaHULbl NEBOTO NOAA UAW, NPU OTCYTCTBMM MECTa, - HA 0BOPOTHOM CTOPOHE BHM3Y cnesa. Hanpumep:
3abennH UBaH AHgapeeBud, KoHTposibHOEe ynpasfeHue, Bedylwuit cneumanuct, +7(495) 924-45-67,
Zabelin@gov.ru

OTmeTKa 06 UCNONHUTENE MOXKET OPOPMAATLEA KaK HUMHWUIA KOJIOHTUTY/ U NeYaTtaTbea WpndTom
MeHbLIero pasmepa.

5.26 OTmeTKa O 3aBepeHUn Konuu odopmaseTca A0S NOATBEPKAEHUA COOTBETCTBMA KOMWUU
OOKYMeHTa (BbIMUCKM W3 [OKYMEHTAa) MOAJIMHHUKY JAOKyMeHTa. OTMeTKa O 3aBepeHuMu Konuu
NPoCTaBAAETCA NOL PEKBM3IUTOM "Mognuch” M BKAKOYAET: cnoso "BepHo"; HaMMeHOBaHWE AOJIKHOCTU
JIMLA, 33aBEpPUBLUETO KOMWIO; ero COBCTBEHHOPYYHYIO MOAMMUCH; PAcliMpPOBKY MOANUCK (MHMLMANDI,
dbamununio); faty 3aBepeHms Konuu (BbIMUCKM U3 LOKYMEHTA).

[Ipumep -

BepHno

VHCneKTOp CJyXOH KaOpoB Noponmco n.0. dammnmsa
HaTa

Ecnv Konus BblgaeTca Ans NpeacTaBieHnn B APYryto OpraHn3aumio, OTMETKa O 3aBEPEHUN KOMUM
OOMONHAETCA HaAMUCbIO O MeCTe XPaHeHUA [AOKYMeHTa, C KOToporo 6blna M3roToB/AEHa Komnus
("MNoANMHHUK AOKYMeHTa HaxoauTcA B (HaMmeHoBaHMe opraHusaumm) B gene N ... 3a ... roa") wm
3aBepsAeTCcA NevyaTblo OpraHn3auum.

Ona NPoCTaBNEHNA OTMETKU O 3aBEPEHUN KOMNU MOXKET UCNOJ1Ib30BATbCA WUTAaMI.

5.27 OTmeTKa O MOCTYNJAEHUU LAOKYMEHTA CAYXKUT OAA NOATBEPKAeHWA ¢aKTa MnocTynaeHus
AOKYMEHTa B OpraHM3auuMio M BK/KOYAeT AaTy MOCTYMJ/IeHUA U BXOAALMA PEerncTpaumoHHbIA Homep
AOKymeHTa. py HeobXoAMMOCTM OTMETKA O MOCTYM/IEHUU MOXKET AOMNOAHATLCA YKa3aHWeM BpemMeHMU
NOCTYN/JIEHNA B Yacax U MUHYTaX M cnocoba A0CTaBKM AOKYMEHTa.

OTmeTKa o NOCTYyNNeHNN AOKYMEHTa MOXET NPOCTaB/IATLCA C NTOMOLLbIO WWTamMna.

5.28 Pe30/10UmMA COAEPNKUT YKasaHMe NO UCMONHEHUIO AOKYMeHTa. Pesontoumsa opopmasaerca Ha
cBoboAHOM MecTe paboyero noss AOKYMeHTa, Ha 6/1aHKe Pe3osiioLmMM UAN BHOCUTCA HENOCPEACTBEHHO
B CUCTEMY 3/1IEKTPOHHOTO AOKYMEHTo060pOoTa.



Pesontouma BKAOYAET: GaMUAUIO, WUHULMANbI UCMONHUTENA (MCnoNHUTenel), nopy4vyeHne no
JOKYMEHTY, Npu HeobXoAUMOCTN - CPOK UCMOMIHEHWUA, MOAMUCL NLA, BbIHECLLEro pe3otouumio, AaTy
pesoioumnn.

Mpumep -

®amuana N.0.

Mpowy noarotosBuTb NpeanoxeHna K 10.11.2016.
Moanuce

[ata

5.29 OTmeTKa O KOHTpOne CBMAETENbCTBYET O [MOCTAHOBKE [AOKYMEHTA Ha KOHTPO/b,
npocrtasaseTca wWramnom "KoHTponb" Ha BEpXHEM None AOKYMEHTA.

5.30 OtmeTKa o HanpaB/1eHNN OOKYMEHTa B AEeN0 onpenenaetr MeCTO XpaHeEHNA AOKYMEHTa nocne
3aBepuwieHuna pa6OTH C HMM U BKAOYaeT: cnosa "B Aenoﬂ MHOEKC OeNa NoO HOMEHKNaTtype aen, B
KOTOpoOe nomeuwlaeTcaA AOKYMEHT Ha XpaHeHue, C yKadaHuem roga, OONXKHOCTU Nnua, O(I)OpMMBLLIEI’O
OTMETKY, Nno4nncu, AaTbl.

[Ipumep -

B mesno N 01-18 =3a 2016 r.

3aB. OTHOEJIOM KOPIOPATUBHEIX [NPOEKTOB
[Tognmcoe ITaTa

OTMeTKa O HanpaB/ieHUMW OOKYMEHTa B Ae/I0 MOMKET AOMOJHATbCA KPAaTKUMKU CBEAEHUSAMU O
XapaKTepe UCMOJIHEHUA AOKYMEHTA.

6 baaHKKN fOKYMEHTOB

6.1 Ons wmsrotoBneHna 6aaHKoB AOKymeHTOB, cornacHo FOCT P 7.0.8, ucnonbsyetca bymara
dopmaToB A4 (210 x 297 mm), A5 (148 x 210 mm); ans N3roToBAEHMA 6AaHKOB PE30/TIOLUMIA UCNONb3YeTCs
b6ymara popmaToB A5 (148 x 210 mm), A6 (105 x 148).

Kamgbm NNCT OOKYMEHTa, 0¢0pMHEHHMﬁ Ha 6naHKe unn 6es Hero, AoNXXeH MMeTb MNosA He
meHee:

20 Mmm - neBoe;
10 mm - npasoe;
20 mMm - BepxHee;
20 MM - HUXKHee.

JoKymeHTbl AnnTenbHbIxX (cBblle 10 neT) CpOKOB XpaHEHUA A0MKHbI UMETb /IEBOE MNoJlIe HE MeHee
30 mm.

6.2 OpraHu3auMm MCNonb3ytoT 6NaHKM JOKYMEHTOB, M3roTOB/AEHHble Ha BymaXXHOM HocuTene
(6naHkn pokymeHTOB deaepanbHbIX OPraHOB roCyAapCTBEHHOW BAacTU C  BOCMpPOU3BedeHUeEM
locypapctBeHHoro  repba  Poccuiickoih depepaumMym  M3roTaBAMBalOTCA  NoAUrpadpuUecknmm
NpeanpuATUAMY, UMELWMMU  cepTUPUKATbl O  HaAUUMKM  TEeXHUYECKUX U TEeXHO/OrMYecKux
BO3MOKHOCTEN AN KaYeCTBEHHOro M3roTOB/IEHUA YKa3aHHOro BMAa NPOAYKUMMU) U/UNN 3NEKTPOHHbIE
WwabnoHbl 61aHKOB. BAaHKM Ha BYMaXKHOM HocUTesle N 3N1eKTPOHHbIE WabnoHbl 61aHKOB A40/1KHbI 6bITb
MAEHTUYHbI MO COCTaBY PEKBU3IUTOB, NOPALKY UX PACMONOMNKEHUSA, FAPHUTYPaM WpPKUdTa.
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BnaHku AOOKYMEHTOB Ha 6YMa)KHOM HOCUTENE WU 3INEKTPOHHDbIE wabnoHbl 6HGnaHKOB
M3rotaBanBardTCA Ha OCHOBAHMN MAKETOB 6}'IaHKOB, yTBEPXKOAaEeMbIX pyKOBOAUTENIEM OPraHU3auUnn.

BnaHKM OOKYMEHTOB c/ieayeT U3roTas/MBaTh Ha 6enoit bymare nnm bymare cBeT/ibiX TOHOB.

DNIeKTPOHHble  WabnoHbl  6/M1aHKOB  AOKYMEHTOB  AOJ/IKHbl  ObiTb  3alUMULEHbl  OT
HECaHKUMOHMPOBAHHbIX NU3MEHEHUN.

6.3 bnaHKkM OOKYyMeHTOB 0POpPMAALOTCA B COOTBETCTBUM C [MpunoxkeHmnem b. OprMeHTUPOBOYHbIE
rPaHULbl 30H PacrnoNOXKEHUA PEKBM3UTOB 0603HayeHbl NYHKTUPOM. Kakgas 30Ha onpegensetca
COBOKYMHOCTbIO BXOAALUNX B HEE PEKBM3UTOB.

6.4 B 3aBMCMMOCTM OT PaCMO/IOKEHUA PEKBM3UTOB YCTAaHABNMBAETCA ABa BapuaHTa 6/1aHKOB -
yrnoBow (pucyHoK b.1) n npogonbHbIi (pUcyHoK b.2).

6.5 PekBuautbl 01, 02, 03 pacnonaratoTcAa Ha BepxHem MNosie AOKyMeHTa Hag peksmsmtom 05 no
cepeanHe 30Hbl, 3aHATOM 3TUM PEKBU3UTOM.

Peksunant 03 morkeT pacnosaaratbCa cieBa Ha yposHe peksusnta 05.

Peksu3ntol 05, 06, 07, 08, 09, 13, orpaHuuumTenbHble OTMETKM ana peksmsutos 10, 11, 12 B
npegenax rpaHuL, 30H PacnonoXeHUs PEKBU3UTOB Pa3mMeLLLatoTca 04HMM U3 CnocoboB:

- LeHTPOBaHHbIM (Ha4yano N KoHel, Kaxaol CTPOKU PEKBM3UTOB PaBHO yaaneHbl OT rpaHuUL, 30Hbl
PacnoNoXeHUs PeKBU3NTOB);

- ¢naroBbiM (Kaxgan CTPOKa PEKBM3UTOB HAYMHAETCS OT JIeBOM rPaHWULbl 30HbI PACMONOXKeHUA
PEKBU3NTOB).

6.6 YcTaHaB/MBaloTCA caeaytolme suabl 61aHKOB AOKYMEHTOB OpraHu3aumu:
- 06Wni1 BnaHK;

- BAaHK NUCbMa;

- B1aHK KOHKPETHOrO BMAA AOKYMEHTA.

HopmaTMBHbIMM NPaBOBbIMM aKTaMW OpPraHM3aLMM YCTaHaB/AMBAKOTCA BUAbl MPUMEHAEMbIX
6N1aHKOB M WX pasHOBMAHOCTM (6NaHK NMCbMa CTPYKTYPHOro noapasgeneHuns, 6naaHK nucbma
AONIKHOCTHOTO Anua, 61aHK Npukasa, 6aaHK pacnopsAxKeHus, 61aHK NPOToKoa 1 A4p.).

O6pasubl 61aHKOB LOKYMEHTOB NPMBEAEHbI B NPUIOKEHUN B.

6.7 O6wmin BnaHK UCNoNb3yeTca A8 U3roTOBAEHMA NOObLIX BUAOB JOKYMEHTOB, KPOME Ae/10BOro
(cny»kebHoro) nucbma.

O6wmin 6naHK B 3aBUCMMOCTM OT Yy4YpeauTeNbHbIX AOKYMEHTOB OpraHusauuMuM WM JI0KaJibHbIX
HOPMaTUBHbIX aKTOB BKAtoYaeT pekeusnutbl 01 (02 nam 03), 05, 06, 07, 13 1 orpaHUUNTENIbHbIE OTMETKU
ana peksmsutos 10, 11, 16, 17.

BnaHK nucbma B 3aBUCMMOCTU OT YYpeauTesibHbIX [OKYMEHTOB OpraHu3auum WU NOKajbHbIX
HOPMAaTUBHbIX aKTOB BK/lo4YaeT pekBmantbl 01 (02 nam 03), 05, 08, orpaHUUYMTENIbHbIE OTMETKU ANA
peksnsutos 10, 11, 12, 15, 17. baaHK NMCbMa CTPYKTYPHOro nNogpasaeneHnsa 4onoSHUTENbHO BKAKOYaeT
peksusnut 06, 61aHK NMCbMa AOMKHOCTHOIO nua - pekBnsnT 07.

bnaHK KOHKpeTHOro BMAa LAOKYMeHTa, Kpome nuMcbma, B 3aBUCMMOCTU OT y4ypeauTesibHbIX
AOKYMEHTOB OpPraHM3alnn n NNOKaJIbHbIX HOPMATUBHbIX NMPaBOBbIX aKTOB BKJ/IKOYAET PEKBU3UTDI 01 (02



nnu 03), 05, 09, 13 1, Npn HEOHXOAMMOCTH, OFrPaHUYUTENbHbIE OTMETKM /1A FPaHUL, 30H PACMNO/IOKeHMUA
peksnsutos 10, 11, 16, 17. BnaHK KOHKPETHOro BMAa AOKYMEHTa CTPYKTYPHOro noApasaeneHus
[OMONIHUTENIbHO BKAtOYaeT pekBu3nT 06, 61aHK A0KHOCTHOTO nua - pekemsut 07.

6.8. B opraHax BnactM M opraHusaumax pecnybamk Poccuitckonn Pegepaummn, MUCMNOb3yHOLLNX
Hapsaay C PYCCKMM A3bIKOM KaK rocyAapcTBEHHbIM A3blIKom Poccuiickoit deaepaumm rocynapcTBeHHbIN
A3bIK (rocyAapcTBeHHble A3blKKM) pecnyb/MK, UCnonb3ytoTca 6AaHKM LOKYMEHTOB Ha PYCCKOM f3blKe U
rocy4apcTBeHHOM f3blke (rocyAapCTBEHHbIX A3blkax) pecnybsuK: yrioBble (pekBu3WTbl 6J1aHKa
pacrnofiaraloTcd Ha OAHOM YPOBHE: HA PYCCKOM A3blKe - C/NEeBa, HA rOCYAApPCTBEHHOM s3blKe
(rocypapcTBeHHbIX A3blKax) pecnybaunk - cnpaBa) UAM NPOAo/ibHble (PEKBU3UTbI HG1aHKa Ha PyccKOm
A3bIKE - CBEPXY, PEKBU3UTLI BaHKA Ha rocyfapCTBEHHOM A3blKe (rocyAapCTBEHHbIX A3blKax) pecnybauk -
HUXKe).

[na nepenuckn ¢ MHOCTPAHHBIMW KOPPECMNOHAEHTAMM MCMNONL3YIOT BNaHKM HA ABYX A3bIKaxX -
PYCCKOM W aHFMIACKOM (NpuaoxkeHne B.8) MM MHOM MHOCTPaHHOM fA3bIKe.
(n. 6.8 B peq. MNameHeHua N 1, yTB. Mpukasom PocctaHgapTta ot 14.05.2018 N 244-cT)

MpunoxkeHne A
(cnpaBoyHoe)

PACMNONOXEHNE PEKBUSUTOB HA TUTY/IbHOM JINCTE ALOKYMEHTA

HamMeHOBaHMe OpTraHM3aluUn
I'pnd corslacoBaHMA IOOKYMEHTA I'pnd yTBepXxOeHMA IOOKYMEHTAa

HammeHoOBaHME BMIOa IOOKYMEHTa
3aroJIoBOK K TEKCTY

T'pud corjiacoBaHMA IOKYyMeHTa

MecTOo cocTaBJieHMA (M3OaHMA) IOOKyMEeHTa — IOl M3IOaHMS IOOKYMEeHTa

PucyHOK A.1 - PacnonosKeHne pekBM3UTOB Ha TUTY/IbHOM
NINCTE AOKYMEHTa

MpunnoxkeHune b
(cnpaBoyvHoe)

CXEMbI PACMNOJTOXXEHWA PEKBU3UTOB AOKYMEHTOB
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PucyHok B.1 - PacnonokeHue pekBn3nMTOB U rpaHnLLbl 30H

Ha ¢opmaTe A4 yrnosoro 6/1aHKa




75

B ' (3]
y
01 02 03 2 =
14 04 ,
05
06 07 o
08 09 N
5 [0 1 1213 1 L L
15 16 I
©
N
_____ [ - y
17 28 I
©
— — ——— - — y
18
-
[=)]
N
(=)
&
M~
[Te)
N
19
(]
[V
22 23 24
20 21 26
_____ —— — E—
25 [ 30 [ 27 ~
3
20 110 30 40 o
210

PucyHok b.2 - PacnonoxeHune peKBU3UTOB U FpaHuLbl 30H
Ha ¢opmaTe A4 npoaonbHoro 61aHKa




OBPA3Lbl BJIAHKOB JOKYMEHTOB

Pocapxus

demepalibHOe ONIXETHOE yupexIeHUe
"BcepoCCHUMCKUM HAy4YHO-MCCJIeNOBATEJIbCKUM MHCTUTYT
IOOKYMEHTOBEIEeHUSI UM apXMBHOTO zneja'
(BHUMIAL)

MpunoxkeHne B

(cnpaBoyHoe)

MockeBa

PucyHok B. 1 - Obpa3sel, obuiero 61aHKa opraHnsaumm

Pocapxus

demepalsibHOe OIXETHOE yupexXIeHUe
"BcepoCCHUMCKUM HAy4HO-—
UCCJIeNOBaTEJNIbCKUM UHCTUTYT
IOOKYMEHTOBEIEHMS M apxXMBHOIO meja'
(BHMMIOAL)

lIpobcowzHas yia., n. 82, Mockea, 117393
Ten./daxc (495) 718-78-74
e-mail:mail@vniidad.ru; http://www.vniidad.ru
OKIIO 02842708; OI'PH 1027700380795;
VHH/KNOO 7708033140/771001001

N

Ha N oT

PucyHok B.2 - O6paseL, yrnoBoro 61aHKa NMCbMa OpraHM3aumum

Pocapxus

depepanbHoe 6l04XKeTHOE yupexXaeHue
"BcepoCcCcMMCKUIA HAyYHO-UCC1IeA0BaTENbCKUIA UHCTUTYT
OOKYMeHTOBegeHUA U apxusHoro gena” (BHUUOAA)

MpodcotosHas yn., a. 82, Mocksa, 117393
Ten./dakc (495) 718-78-74 e-mail:mail@vniidad.ru;
http://www.vniidad.ru
OKNO 02842708; OrPH 1027700380795;
MHH/KNN 7708033140/771001001

Ha N oT




PucyHok B.3 - O6paseL, npoaoabHOro 6aaHKa NMcbma opraHM3aumm

Pocapxus

depepanbHoe 610aKeTHOE yupexaeHue
"BcepoCcCMUCKUIN HAyYHO-UCCeA0BaTENbCKUIA UHCTUTYT
AOKYMEHTOBeAEeHUA U apX1UBHOro aena”

(BHUMAAR)

OUPEKTOP

Mpodcoto3Has yn., a. 82, Mocksa, 117393
Ten./dakc (495) 718-78-74 e-mail:mail@vniidad.ru;
http://www.vniidad.ru
OKNO 02842708; OIr'PH 1027700380795;
MHH/KNN 7708033140/771001001

Ha N oT

PucyHok B.4 - O6paseu npoaoabHoro 6i1aHka nMcbma
OOJ/IKHOCTHOTO /iMua

Pocapxus

depepanbHoe 6l04XKeTHOE yupexXaeHue
"BcepoCcCcMMCKUIN HAayYHO-UCC1eA0BaTENbCKUIA UHCTUTYT
AOKYMEHTOBeeHUA U apX1BHOro gena"

(BHUMAAR)

OTPAC/IEBOM LEEHTP NOBbILLEHUA KBANTUGUKALIUU

Mpodcoto3Han yn., a. 82, Mocksa, 117393
Ten./dakc (495) 718-78-74 e-mail:mail@vniidad.ru;
http://www.vniidad.ru
Ten./dakc (495) 718-79-38; e-mail:ocpk@vniidad.ru
OKNO 02842708; OrPH 1027700380795;
MHH/KNN 7708033140/771001001

Ha N oT

PucyHok B.5 - ObpaseL, npofosbHOro 61aHKa nMcbma
CTPYKTYPHOrO noapasaeneHuns

Pocapxus



demepalibHOe OHIXETHOE yupexIeHUe
"BcepoCcCUMCKMM HAy4YHO-MCCJIeNOBATEJIbCKUM MHCTUTYT
OOKYMEHTOBENEHUI M apXMBHOTO neja"
(BHVMMIOAL)

[IPUKA3

MockBa

PucyHok B.6 - O6paseL, 61aHKa KOHKPETHOro BMAA
OOKYMEHTa opraHM3auum

Pocapxus
denepasibHOE OKOIXETHOE yuUpexIeHue
"BCepOCCUMCKUM HAay4YHO-MCCJIeOOBATEJbCKUM MHCTUTYT
IOOKYMEHTOBEIEeHMA M apXMBHOI'O meja'
(BHMMIOAL)
INPEKTOP

PACIIOPAXEHNE

MockeBa

PucyHok B.7 - Obpaseu, 61aHKa KOHKPETHOTO BUAA AOKYMEHTA
OONKHOCTHOrO NnLa

Pocapxus

depepanbHoe 6l0aXKeTHOE yupexXaeHue
"BcepoCcCMMCKUIN HAyYHO-UCC1IeA0BaTENbCKUIA UHCTUTYT
AOKYMEHTOBeAeHUA U apX1BHOro gena"

(BHUMOAL)

Mpodcoto3Han yn., a. 82, Mocksa, 117393
Ten./daxc (495) 718-78-74 e-mail:mail@vniidad.ru;
http://www.vniidad.ru
OKNO 02842708; OrPH 1027700380795;
MHH/KNN 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 N oT

PucyHok B.8 - Obpaseu npoaoabHoro 61aHKa nMcbma opraHmM3aumm
Ha ABYX A3blKaX

YK 006.35.034(470+571):[005.92:002.1]:006.354 OKC 01.140.20 T62

KntoyeBsble cnosa: OpraHn3auMoHHO-pacnopaanTe/IbHaA AOKYMEHTaALU KA, od)opmneHme AOOKYMEHTa,
61aHK AOKYMEHTQa, PEKBU3IUT AOKYMEHTA




