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[ata BBegeHuna - 2017-07-01
Mpegucnosue

1 PA3PABOTAH ®epepanbHbiM  bHOAXKETHBIM  yuypexkaeHMem  "BCepoCCUMMCKUI  HayyHO-
nccnenoBaTeibCKUA UHCTUTYT [AOKYMEHTOBeAeHus U apxuBHoro gena" (BHUUAAL) depepanbHoro
ApPXMBHOrO areHTCTBa

2 BHECEH TexHMYecKMmM KOMWTETOM Mo cTaHgaptu3auum TK 191 "HayyHo-TexHu4eckas
nHbopmauus, bubnmoTeyHoe 1 n3gaTenbckoe geno”

3 YTBEPAEH W BBEAEH B JENCTBME Mpukasom PenepanbHOro areHTCTBa No TEXHUYECKOMY
peryanmpoBaHuto 1 meTposaornmn ot 8 aekabps 2016 r. N 2004-ct

4 B HacToAweMm CcTaHAapTe peannsoBaHbl HOpMmbl PeaepanbHbix 3akoHOB OT 27 utona 2006 r. N
149-®3 "06 nHbopmaunmn, MHGOPMALMNOHHBIX TEXHONOTUAX U O 3alnTe Hbopmaunn”, ot 22 oKTAbpPSA
2004 r. N 125-d3 "O6 apxusHom gene B Poccuiickon Pegepaunn’

5 B3AMEH I'OCT P 6.30-2003

MpaBnia NPUMEHEHNA HACTOSLLLErO CTaHAAPTA YCTAHOB/IEHbI B CTaTbe 26 PepepanbHOro 3akoHa oT
29 wuioHa 2015 r. N 162-d3 "O craHpaptTmM3auum B Poccuiickon depepaumn”. UHbopmaumns ob
M3MEHEHMAX K HACToAWeMy CTaHAapTy Nyb/MKyeTcs B exKerogHom (no cocToAaHuio Ha 1 sAHBapA
Tekywero roga) MHdopmauMoOHHOM yKasaTene "HauuoHanbHble cTaHaapTbl", a obuUMaNbHbIA TEKCT
M3MEHEHWI U NPABOK - B eXKeMecsiYHOM MHOOPMALIMOHHOM YyKasaTesne "HaumoHanbHble cTaHaapTol”. B
c/lyyae nepecmoTpa (3ameHbl) UM OTMEHbl HACTOAWEro CTaHAapTa COOTBETCTBYHOLLEE yBeAOM/IeHUE
6yner onybavkoBaHO B OaMKallem BbIMycKe eKemMecAYHOro MHPOpPMaLMOHHOro YyKasaTens
"HauunoHanbHble ctaHAapTbl". COOTBETCTBYIOLWAA MHOPMALUA, YBEAOMIEHNE U TEKCTbI Pa3MeLLAtoTCA B
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MHPOPMALMOHHOM cucTeme ObLLErO MONb30BaHMA - Ha oduMuUManbHOM caiiTe PeaepasibHOro areHTCcTBa
Mo TEXHWUYECKOMY PETrYIMPOBAHMUIO U METPOAOTUN B ceTu MHTepHeT (www.gost.ru).

HacTosalwmit ctTaHaapT He MOKeT 6bITb MOJIHOCTLIO MM YaCTUYHO BOCMPOU3BEAEH, TUPAXKUPOBaH U
pacnpocTpaHeH B KayecTse oduuManbHOro usgavusa 6e3 paspewieHua defepasibHOTO areHTCTBa Mo
TEXHUYECKOMY PEryIMpoBaHNIO U METPOI0rMK

1 O6nacTb NpUMEHEHUSA

HacToAawmi cTaHZapT PacnpoCTpaHAETCA Ha OpPraHM3auMOHHO-PACNOPASUTENbHBIE AOKYMEHTbI:
YCTaBbl, NOJIOXKEHWA, NPaBUaa, MHCTPYKLUUKU, PEraMeHTbl, NMOCTAaHOBAEHMUS, PACMNOPAXKEHUA, NPUKa3sbI,
peleHns, NPOTOKO/bI, AOroBOPbI, aKTbl, NUCbMA, CNPaBKM U Ap. (Aanee - AOKYMEHTbI), B TOM uucne
BK/AtoYeHHble B OK 011-93 "O6wepoccuiicknin Knaccudukatop ynpaBieHYECKOM AOKYymeHTaumn"
(OKYA), knacc 0200000.

Hactoawumit ctaHaapT onpegenseT COCTaB PeKBU3UTOB AOKYMEHTOB; Npasuaa ux obopmaeHus, B
TOM 4ucie C NpUMeHeHWemM WHPOPMALIMOHHbLIX TEXHOMOTNi; BUAbl B6NaHKOB, COCTaB PEKBU3UTOB
6/1aHKOB, CXeMbl PaCMOJIOKEHUA PEKBU3UTOB Ha AOKYMeHTe; obpasupbl 6/1aHKOB; NpaBuia CO34aHUsA
JOKYMeHTOB. M0N0XKeHUsA HAaCTOALLero CTaHAapTa PacnpPoCTPAHAIOTCA Ha AOKYMEHTbl Ha ByMasKHOM U
3/1eKTPOHHOM HOCUTENAX

2 HopmaTtmBHbIe CCbIIKU

B HacToAWeMm cTaHAapTe MCNO0/Ib30BaHbl HOPMATMBHbIE CCbIJIKM Ha cneaytowpe cTaHaapThbl:

FOCT P 7.0.8 Cuctema cTaHAapToB no MHpopmaumm, 6MBANOTEYHOMY U U3OATENbCKOMY AENy.
LJenonponssBoactso 1 apxnuBHoe geno. TepmuHbl U onpegeneHus

FOCT P UCO 15489-1 Cuctema ctaHAapToB no MHpopmaumu, bubanoteyHomy 1M nsaaTesnbCKomy
aeny. YnpasneHue gokymeHTamu. Obwue TpeboBaHuma

MpumedaHue - Mpu NOAb30BAHUN HACTOALLMM CTaHAAPTOM LienecoobpasHo NPoOBeEpPUTL AeicTBue
CCbIJIOYHbIX CTAaHAAPTOB B MHGOPMALMOHHOM cucTeme 06LLErO NONb30BAHUA - HA odpULMaIbHOM caitTe
denepanbHOro areHTCTBa MO TEXHUYECKOMY PEry/IMpoBaHUI0 U METPONOrMn B ceTu MHTepHeT nau no
exxerogHomy MHGOPMALMOHHOMY yKasaTtento "HaumoHasnbHble cTaHAApTbl", KOTOPbIA ony6AMKoBaH no
COCTOAHMIO HA 1 AHBAPA TeKyLero roga, U No BbliMyCKam exeMecA4YHOro MHGOPMaLIMOHHOIO yKasaTens
"HauMoHanbHble cTaHAapTbl" 3@ TeKywmii roa. Eciv 3ameHeH cCbiNoYHbIA CTaHAapPT, HAa KOTOPbIN fgaHa
HeAaTUPOBaHHAA CCbl/IKa, TO PEKOMEHAYETCA MCNO/b30BaTh AEWCTBYHOLLYI0O BEPCUIO 3TOMO CTaHAapTa C
YYETOM BCEX BHECEHHbIX B [aHHYH BepCcUi0 U3MEHeHWI. Ecan 3ameHeH CCbINoYHbIN CTaHAapT, Ha
KOTOpPbIA AaHa AaTUPOBAHHAA CCblKa, TO PEKOMEHAYEeTCA MCMNO/b30BaTb BEPCUIO 3TOrO cTaHAapTa C
yKa3aHHbIM Bbillie rogoM yTBepKaeHua (NpuHATUA). ECan nocne yTBepsKAeHMA HacToALLero ctTaHaapTa B
CCbIZIOYHbIV CTaHAAPT, Ha KOTOPLIN AaHa AaTMPOBaHHAaA CCblKa, BHECEHO U3MeHeHue, 3aTparnsatollee
NO/IOXEHNe, Ha KOTOpPOe AaHa CCbl/IKa, TO 3TO MO/NOMXEHME PeKomeHAayeTca NpumeHAaTb 6e3 ydeta
AAaHHOro n3meHeHMaA. ECan cCbiNOYHbIN CTaHAaPT OTMeHeH 6e3 3aMeHbl, TO MOJIOXKEHME, B KOTOPOM AaHa
CCbI/IKa Ha HEro, PeKoOMeHAyeTcA NPUMEHSATL B YacCTW, He 3aTparMBatoLLLeit 3Ty CCbIIKY.

3 06ume TpeboBaHUA K CO34aHNI0 AOKYMEHTOB

3.1 [lOKyMeHTbl MOryT CO34aBaTbCA Ha OYMa)KHOM HOCUTENe W B 3JIEKTPOHHOW dopme ¢
cobntofeHeM YCTaHOBEHHbIX NPaBUA 0GOPMIEHUS AOKYMEHTOB.

3.2 Mpu co3gaHUK JOKYMEHTA Ha AByX U 6onee CTpaHWLax BTOPYIO M MOC/ieAytolwme CTpaHuLbI
HYMepYIoT.

Homepa CTpaHUL, NPOCTaBaAKTCA nocepegnHe BEPXHEro nosAa AOKYMEHTA Ha PaACCTOAHUN HE
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MmeHee 10 Mm OT BepXHEero Kpas auncra.

Jonyckaetca co3gaHMe [OOKYMEHTOB Ha AuMUEeBOM W 0O6OPOTHOM CTOopoHax saucta. [pwu
[ABYCTOPOHHEM CO34aHUM AOKYMEHTOB LUMPUHA NEBOrO MoAsA Ha JIMLEBOM CTOPOHE /ANCTa U NpaBoro
nons Ha 060POTHOMN CTOPOHE JINCTA AONXKHbI ObITb PaBHbI.

3.3 MpegnoYtTUTenbHbIMWU FAPHUTYPAMU U pasmepamu WpUGTOB AAA PEKBU3UTOB LOKYMEHTA
ABNAOTCA:

Times New Roman N 13, 14;

Arial N 12, 13;

Verdana N 12, 13;

Calibri N 14 n npubanKeHHble K HUM.

Mpu coctaBneHnn Tabauu, AonycKaeTca UCNoAb30BaHUe WPUGTOB MEHBLLMX Pa3MepoB.
3.4 Ab3auHbIi OTCTYN TEKCTa AOKYMeHTa - 1,25 cm.

3aronoBKu pa3genos U nogpasaenos neyvyartaroTca C 363aLI,HbIM OTCTYNnOM UNN UEHTPUPYHOTCA NO
LINPpUHE TeKCTa.

MHOrocTpoUHble PEKBU3UTLI NMEeYaTaroTCa Yepes OAMH MEXKCTPOUHbIN MHTEPBas, COCTaBHbIE YacTu
PEKBU3UTOB OTAENATCA AOMNONHUTENbHBIM MHTEPBAIOM.

TeKcT goKymeHTa neyataeTtca Yepes 1 - 1,5 meKCTpOoYHbIX MHTEpBana.

Ecnmn JOKYMeHT roToBUTCA ANA U3LaHUA C YMEHbLUEHUEM Macuna6a, TEKCT NeYyaTaeTcAa 4yepes ABa
MHTEpPBAana.

MHTepBan mexay 6yKBamu B CI0BaX - 0BbIYHBbIN.
MHTepBan mexay C10Bamu - oauH npoben.

3.5 TeKCT AOKYMEHTa BbIPAaBHMBAETCA MO LUMPUHE AUCTA (MO FrpaHMLAm NEBOFO M NPaBOro nosew
OOKYMEHTa).

[nvHa camoli 4IHHOM CTPOKM PEKBM3UTA NPW YII0BOM PACNo/IOKEHUN PeKBU3UTOB He 6onee 7,5
cMm.

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

3.6 HopmaTuBHbIMKM NPABOBbIMU AKTAMW OPraHM3aLLMM MOXKET BbITb NPEAYCMOTPEHO BblgeneHue
pekBu3nToB "agpecat”, "3arofoBoOK K TeKcTy" mam "nognuck”, a Takke oTAe/bHbIX PpparMeHTOB TEKCTa
NONYKUPHBIM WPUDTOM.

3.7 HopmaTuBHble NpaBOBble aKTbl OPraHM3aLMK, @ TaKXKe UHble MHOFOCTPaHUYHbIE AOKYMEHTHI
MOTyT 0POPMAATLCA C TUTYbHBIM JIMCTOM. TUTY/IbHBIA TNCT AOKYMEHTA OPOPMAAETCA B COOTBETCTBUM C
npunoxeHuem A.

4 PeKBM3NTbI LOKYMEHTa

Mpu noarotoBke M 0GOPMAEHMUU AOKYMEHTOB MCMO/b3YIOT PEKBU3UTLI, ONpPeaeneHna KoTopbIX
npusegeHbl 8 FTOCT P 7.0.8
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01 - rep6 (FocymapcTBeHHbI repb Poccuiickon depepaumn, repb cybbekTa
degepauun, repb (repanbanueckmii 3Hak) MyHULMMNANbLHOTO 06pas3oBaHuA);

02 - ambnema;

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

04 - Ko, dopMbl LOKYMEHT];

05 - HaumeHOoBaHWeE OpraHn3aLUMn - aBTopa AOKYMEHT];

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

09 - HaumeHoBaHMe BNAA AOKYMEHT];

10 - pata 4OKYMEHTa;

11 - permcTpaumoHHbIA HOMep A4OKYMEHTa;

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 A,OKYMEHTa;

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 KOHTpOne;

Poccuiickom



30 - oTMeTKa 0 Hanpas/ieHUU AOKYMEHTA B A4ENO0.
5 OdopmneHne peKBU3UTOB AOKYMEHTOB

5.1 Tep6 (FocymapcTBeHHbl repb Poccuiickon depepaunn, repd cybbekta Poccuiickoi
depepaunn, repb (repanbamMyeckuii 3Hak) MyHULMMNANbLHOrO 06pasoBaHWA) BOCNPOM3BOAMTCA Ha
6/1aHKax JIOKYMEHTOB B cOOTBETCTBUM C PegepasnbHbIM KOHCTUTYLIMOHHbIM 3aKOHOM OT 25 aekabpsa 2000
r. N 2-®K3 "O locymapctBeHHOM repbe Poccuiickon degepaumnmn”, 3aKoHoAaTeNbHbIMU U UHbIMU
HOPMaTUBHbIMW NPABOBbLIMU aKTaMm cybbeKkToB Poccuiickoit Peaepaumnm M HOPMATUBHbLIMU NPaABOBbLIMU
aKTammM OpraHOB MECTHOrO CaMoyrnpaBaeHus.

N306paxkeHne repba (FocymapctBeHHoro, cybbekTa Poccuiickoir  depepaumu, repba
(repanbamyeckoro 3Haka) opraHa MecTHOro camoynpaB/eHWsA) NMOMeLLAeTca No cepeamHe BepXHero
nons 6/1aHKa AOKYMEeHTa Haj, PeKBM3UTaMM OpPraHn3aummu - aBTopa AOKYMEHTa, Ha paccToaHun 10 mm oT
BEPXHEro Kpas auncra.

5.2 dmbnema opraHuszaumu, paspaboTaHHas W yTBEP)KAEeHHaA B YCTAHOB/AEHHOM nopAdKe,
pa3mellaeTca B COOTBETCTBMM C HOPMATMBHLIMW MPABOBbIMM aKTaMM Ha 6naHKax: AOKYMEHTOB
depnepanbHbIX OpPraHOB roCyAapCTBEHHOW BAACTU (33 MCKAOYEHMEM C/lyyaeB, NpeaycMmaTpuBaloLmX
ncnosb3oBaHue usobpaxkeHua MocygapcTBeHHoro repba Poccuitickon Pepepaunn), TeppuTopranbHbIxX
opraHoB ¢enepanbHbiX OPraHOB roCyAapCTBEHHOW B/IAaCTW, FOCYAapPCTBEHHbIX M HErocyAapCcTBEHHbIX
opraHmsaunii. M3obpaxkeHne ambiembl NOMELLLAETCA MO CepeinHe BepxHero nosa 61aHKa AOKyMeHTa
Hag, PEKBM3UTAaMM OpraHM3aLmu - aBTOpPa AOKYMEHTA, Ha paccTtoAaHUM 10 mm OT BEpXHEro Kpas ancTa.

5.3 ToBapHblit 3HaK (3HaK 0B6CAYXMBaHMA), 3apPErnMcCTPUpPOBaHHbLIA B  YCTaHOBJEHHOM
3aKOHO4ATENIbCTBOM MOPAAKE, BOCMPOU3BOANUTCA Ha BnaHKax opraHuWsaumMii B COOTBETCTBUM C YCTaBOM
(nonoxkeHnem 06 opraHusaumn). M3obpakeHne TOBAPHOro 3HaKa (3Haka obcnyKuBaHMA) nomellaeTca
no cepeauHe BepxHero nona 61aHKa AOKYMEHTa HaZ PEeKBM3UTAMM OPraHM3aLMu - aBToOpa AOKYMEHTa,
WM CNeBa Ha YypPOBHE HaMMEHOBaHWA OpraHM3aLMK - aBTOpa AOKYMeHTa (JOonycKaeTca 3axBaTbiBaTb
YyacTb N1eBOro nonsa).

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

5.4 Kop ¢opmbl AOKYMEHTa NpOoCTaBAAeTcAs Ha YHUPULMPOBAHHbLIX PopmMax LOKYMEHTOB B
cooTBeTcTBUM ¢ OBLLEPOCCUACKUM KNacCUPUKATOPOM yrnpaB/ieHYeckon pokymeHTauuu (OKYA) waum
JIOKANbHbIM KAacCUPUKATOPOM, pacrnonaraeTcs B NpPaBoOM BepXHEM yray paboyero nona LOKYMEHT],
coctout us cnos "®opma no" (HanmeHosaHue KnaccudukaTopa) n LMdpPoOBOro Koaa.

Mpumep - Popma no OKY/ 0211151.

5.5 HaumeHoBaHMe opraHuMsaumMm - aBTOpa LAOKYMeHTa Ha 6naHke AOKYMEeHTa AOJIXXHO
COOTBETCTBOBATL HAMMEHOBAHUIO HOpPUONYECKOrNo JunUa, 3aKpenieHHOMYy B €ro y4dpeautesibHbIX
AOKYMEHTax (YCTaBe nnn I'IOJ'IO)'KEHVII/I). MNoa HaMmeHoBaHMEM opraHunsauuun B CKOBKax YKa3blBaE€TCA
COKpaweHHOe HanhmeHOoBaHMe opraHn3aunn, ecaim oHO nNpegycMmoTpeHO yCTaBoOmMm (I'IOI]O)'KGHMEM).

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

5.6 HavmeHoBaHMe CTPYKTYPHOrO noApaszesieHns - aBTopa AOKYMeHTa (B Tom uucie ¢uavana,
oTAeNeHunn, NpeacTaBUTENbCTBA, KON/erMaabHOro, COBELLaTeIbHOro MM MHOTO OpraHa) UCNoab3yeTcs B
6naHKax nuMcem M 61aHKax KOHKPETHbIX BWMAOB OOKYMEHTOB COOTBETCTBYIOLWLMX MNOApa3saeneHni
(opraHoB) B COOTBETCTBUM C IOKANbHBIMM HOPMATUBHBIMM aKTaMM U YKa3blBaeTCcA Noj HamnmeHOoBaHWEM
opraHu3aumu.

5.7 HanmeHoBaHmne JOMKHOCTM AMLA - aBTOPA AOKYMEHTa UCNONb3yeTCA B 6naHKax AOONXKHOCTHbIX
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UL, M pacnonaraetcs noj HaMMeHOBaHWEM OpraHu3auuM WU HaMMeHOBaHWEM TeppuTopun (Kpas,
obnacty, aBTOHOMHOM 061acTK U Ap.), eCN AOKYMEHT M34aeT PyKOBOAMTE/b OpraHa BAacTu cybbeKkTa
Poccuiickoit depepaummn, myHMumnanabHoro obpasosaHua. HammeHoBaHMe 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 MUCEM M BK/IHOYAIOT: NMOYTOBbLIN
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/TIOYEeHWEM 61aHKOB SOKYMEHTOB OPraHOB rocyapCTBEHHOM
B/J1aCTW, OPraHOB MECTHOIO CaMOYNpaB/JeHUs, BKAKOYAIOTCA: Ko opraHusaumu no O6uwepoccuiickomy
KnaccudukaTopy npegnpuatuii u opraHunsaumin (OKMO), 0CHOBHOM rocyAapCcTBEHHbI PErMCTPALMOHHbIN
Homep opraHusauun (OFPH) M uAeHTUPUKAUMOHHBLIM HOMep HanoronaatenbliMKa/Kog NpUUYMHbI
NOCTaHOBKM Ha Hanorosbli yyeT (MHH/KMNN).

5.9 HaumeHoBaHMe BMAA AOKYMEHTA YKa3blBAeTCA Ha BCEX AOKYMEHTaxX, 3a MCK/AKYEHUEM
OenoBbix (cNy»ebHbix) Nucem, pacrnonaraeTca Nog PeKBM3UTaMM aBTOpa AOKYMEHTa (HammMeHoBaHWeEM
OpraHM3aumMn, HauMeHOBaHWEM CTPYKTYPHOTO NoApasae/ieHns, HAaMMeHOBaHUEM A0/IKHOCTH) (cm. puc.
B6).

5.10 JaTta goKymeHTa COOTBETCTBYET gaTe NoAnucaHusa (yTBep:KAeHusa) OOKYMeHTa MAu gaTe
cobbITHA, 3aPUKCMPOBAHHOIO B AOKYMEHTe. [lOKYMEHTbI, U3Z4aHHble ABYMA UM Bonee opraHM3aLmaMM,
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 noHs 2016 T.

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

Ha [OKymeHTe, COCTaB/eHHOM COBMECTHO ABYMA M 6osiee opraHM3auusamu, MNpoCTaBAAloTCA
pPerncTpaunmoHHble HOMepa AOKYMEHTa, MPUCBOEHHble KaxKAOW W3 opraHusauuii. PerncrpaumoHHble
HOMepa OTAENAKTCA APYr OT Apyra KOCOW YepTol M MPOCTaBAAIOTCA B NOPAAKE YKa3aHWA aBTOPOB B
3aro/IOBOYHOM YaCTU UK Npeambysie JOKYMEHTa.

5.12 Ccbiika Ha PErucTpauMoHHbIA HOMEp WM AaTy MNOCTYMMBLUETO LOKYMEHTa BK/toYaeT
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 OOKAaAHbIX, CAYKeBHbIX 3anNUCOK M APYIUX BHYTPEHHMUX
MHPOPMALMOHHO-CNPABOYHbIX AOKYMEHTOB.

MecTo cocTtaBneHma (M3,£I,aHMFI) AOKYMEHTa He YKa3blBaeTCA B TOM C/aydyae, eCqin B HAMMeHOBaHUN
OopraHusaunMn npuCyTCTByeT YyKa3aHMe Ha MeCTO €€ HaxoXAaeHuA. MecTo coctaBneHus (I/I3AaHM‘r'I)
AOKYMEHTA YKa3blBae€TCA B COOTBETCTBUN C NPUHATbIM aAMUHUCTPATUBHO-TEPPUTOPUNAJIBHBIM AeNEHNEM.

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



NINCTa OOKYMeHTa (NpoeKkTa [OKyMeHTa, COMpPOBOAMUTE/IbHONO NUCbMa K [IOKYMEHTY) Ha rpaHuue
BEPXHEro nons npu HalMunMmn B AOKYMEHTE MHPOPMaLMKN, AOCTYN K KOTOPOU OrpaHUYeH B COOTBETCTBUM
C 3aKoHoAaTenbcTBOM Poccuitickoit Pepepaunu.

Bugbl ncnonbsyemblx B OpraHuMsaumun rpudos orpaHUYeHus AOCTyna AOJIKHbl COOTBETCTBOBATb
3aKOHOAATe/IbHbIM M MHbIM HOPMATUBHbIM MPaBOBbIM akTam Poccuitickon Pegepaumnn U goMKHbI ObITb
3aKpensieHbl B JIOKa/IbHbIX HOPMaTMBHbIX aKTax. B cocTaB rpuda orpaHuyYeHus AocTyna K AOKYMEHTY
BXOAUT oOrpaHuumMtenbHaa Hagnucb ("Ona cnyxkebHoro nonb3osaHus", "KoHpuaeHumanbHo",
"KommepuecKkas TanHa" nam ap.), KoTopas MOMKET AO0MO/HATLCA HOMEPOM 3K3eMMNasapa AOKYMEHTa U
APYTMMUK CBEAEHUAMMU B COOTBETCTBUM C 3aKOHOA4ATENLCTBOM Poccuiickoit depepaumm.

[IpuMmep - KoMmmepueckad TaMHa.
9x3. N 2

5.15 Agpecat wucnonb3syetca npu odopMAeHUM [enoBbiX (CNy»KebHbix) nucem, BHYTPEHHUX
MHPOPMALMOHHO-CNPABOYHbIX AOKYMEHTOB (A0KNAAHbIX, CNYKEeOHbIX 3aNnCoK 1 gp.).

ApfpecaTom JOKYMeHTa MOKeT BbiTb OpraHM3aumsa, CTPYKTYpHOe MnogpasfeneHne opraHusauuu,
AONKHOCTHOE AW PU3MYECKOe L.

PekBu3uT "agpecaT" npoctaBaseTcA B BEPXHEM NpaBoi YacTu AOKYMeHTa (Ha 6a1aHKe € yrnoBbiM
pacnonoXKeHWemM PEKBU3UTOB) UK CNpPaBa Nog, pekBM3nTamm 61aHKa (Npu NPOA0/IbHOM PACMONOKEHUN
pekBM3nNTOB 6aaHKa). CTPOKM peKkBU3UTa "afpecaT” BbipaBHMBAKOTCA NO JIEBOMY Kpak UK LLEHTPYLOTCA
OTHOCUTE/IbHO CamMoi ASIMHHOM CTPOKM.

Mpy agpecoBaHUM [OKYMEHTa PYKOBOAUTENO (3aMecTUTento PyKoBOAMTENA) OpraHu3aumu
YKasblBalOTCA B JAaTe/lbHOM MafeXe HauMMeHOoBaHMe [O/BKHOCTM pyKoBoauTena (3amectutens
pyKoBOAMTENSA), BKAIOYAKOWEe HaMMeHOBaHMEe opraHusauuun, u GaMuamsa, MHUUMAAbI A0KHOCTHOIO
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

Mpu agpecoBaHWM [OKYMEHTA B CTPYKTYpPHOe MoApashefieHMe OpraHusauun B pPeKBUsuTe
"agpecat" yKasblBaeTcA B UMEHUTENbHOM NageXe HaMMeHOBaHWe OpraHmn3aLmm, HUXKE - HAMMeHOoBaHMe
CTPYKTYPHOro noapasgeneHus.

[lpumep -
denmepasyibHOE apPXMBHOE
areHTCTBO

OTmesl TOCyHapCTBEHHOM
cnyXx0Obl, KaIpOB M Harpan

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



AO/MKHOCTU pyKOoBOAUTENA, BKAKOYaAOUWEee HaMeHOBaHWE CTPYKTYPHOro noapasgeneHwus, cbamvmmo,
MHUUmManbl.

[Mpumep -
AO "IIpodump"

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

Mepen damunmeinn [OMKHOCTHOIO /AWMUA  AOMNYCKAaeTcA ynoTpebnAatb cokpaweHue "r-Hy"
(rocnoamnny), ecnu agpecaT MyXumHa, nan "r-ke" (rocnoske), ecnn agpecaT XKeHLLHa.

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

Mpu paccblike AOKYMEHTa rpynne opraHun3aLmii 04HOro TUNa UK B CTPYKTYPHbIE NOApa3aeneHus
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. Choso "Konusa" nepen BTopbim,
TPETbMM, YETBEPTLIM agpecaTaMu He yKasbiBaeTca. Mpu 60/1blieM KOANYECTBE aLpecaToB COCTaBAAETCA
CMUCOK (NUCT, yKa3aTeb) pacCbiIKM OKYMEHTA, Ha KaXKAOM AOKYMEHTE YKa3blBaeTcA 04MH agpecaT uau
agpecat opopmnsieTca 0606uieHHo.

B coctaB pekBu3auTa "Agpecat”’ MoOXKeT BXOAUTb NOYTOBLIM agpec. InemeHTbl NOYTOBOro ajapeca
YKa3blBalOTCA B MOC/AeA0BaTeNbHOCTU, YCTAaHOBAEHHOW [1paBMAaMM OKasaHMA YCAYr NOYTOBOM CBA3M,
YTBEPKAEHHbIMM NPMKa3zoM MUHUCTEPCTBA CBA3M M MACCOBbIX KOMMYHUKaLmMii Poccuiickon ®epepaumm
ot 31 nona 2014 r. N 234.

[Ipumep -

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

MoYTOBbLIV aApPEecC MOMKET He YKasblBaTbCA B OOKYMEHTaX, HanpaB/isdeMblX B BbICLUME OpPraHbl
B/1AaCTW,  BblIECTOAWME  OpraHM3auMM, NOABEAOMCTBEHHbIE  OpraHM3auMm WM MOCTOAHHbLIM
KOoppecnoHZeHTaM (33 WUCK/OYEHMEeM Harmpas/ieHUs NUCEM YKasaHHbIM agpecaTam B KOHBEpTax C
NpPo3payYHbIMN OKHAMM).
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Mpy afpecoBaHUN AOKYMEHTa GU3NYECKOMY NIMLY YKa3bIBaAOTCA: GaMUANSA MHULMAIBI, MOYTOBbIN
agpec.

Mpumep -

®amuana N.0.

Capgosasayn., 4.5, ks. 12,

r. lo6epupbl, MockoBcKas 06n., 301264

Mpu oTnpaBKke NUCbMa MO 3/1EKTPOHHOW nouTe UAn No GakCMMUIbHOMN cBa3n (6e3 AOCbIIKM no
noyTe) NOYTOBLIN afpec He yKasbiBaeTca. Mpn HeoBX0AMMOCTM MOXKET BbITb YKa3aH 31EeKTPOHHbIN aapec
(Homep TenedoHa/dakca).

[Mpumep -

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

5.16 Tpud yTBEpPKAEHNA NPOCTABAAETCA HAa AOKYMEHTE B C/Iy4ae €ro yTBep:KAeHUsA A0NKHOCTHbIM
NINLUOM, pacnopAaMTe/ibHbIM AOKYMEHTOM (MOCTaHOBAEHUEM, PeLleHneM, MPUKA30M, PacnopsrKeHnem)
WAN pelleHnem KonnermasbHoro opraHa.

Mpnd yTBEpPKAEHMA Pa3MeLLaeTca B NMPaBOM BEPXHEM YI/y NepBOro AucTa AoKymeHTa. CTpoKu
PEKBM3UTA BbIPAaBHUBAIOTCA NO IEBOMY KPato MW LLEHTPYIOTCA OTHOCUTENBHO CaMOl O/IMHHOM CTPOKMU.

Mpu yTBEPKAEHUN [AOKYMEHTA AO/IKHOCTHBIM JIMUOM TpUd YTBEPXKAEHWA COCTOUT M3 C/0BA
YTBEPKAOAK, HameHOBaHMA OO/IKHOCTU NLLA, YTBEPXKAAIOLWErO AOKYMEHT, ero noAnnucu, UHULKMANOB.,
damunnm n fatol yTBEPKAEHMUA.

[Ipumep -

YTBEPXIA
Pyxkoromurens demepasiIbHOTO
APXMBHOTO areHTCTBAa
Momnuce M.O0. dammnausda

ITaTa

Mpun yTBEPKAEHUM LOKYMEHTA PACNOpPAAUTENbHBIM AOKYMEHTOM rpud YyTBEPKAEHUA COCTOUT U3
cnosa YTBEPXAEH (YTBEPXAEHA, YTBEPXAEHbI wan YTBEPXAEHO), cornacoBaHHoro c
HaMMeHOBaHMEM BMAA YTBEPKAAEMOro AOKYMEHTA, HAUMEHOBAHUA PacnopAaUTENbHOMO 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, peLleHUAa KOToporo GUKCUpyloTca B
npoToKkone, B rpude YyTBEPKAEHMA YKa3biBaeTCA HaMMEHOBaHWE OpraHa, peleHMem KOToporo
YyTBEPKAEH LOKYMEHT, faTa U HOMep NPOTOKoNa (B CKOOKAX).

[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 WITATHOrO pacnmncaHms;
- nMcbMo (0 Yem?) o NnpeaocTaBAeHUN MHGOPMaALMK.

3aronoBOK K TEeKCTy opopmasaeTca noa peksnsntamu 6i1aHKa ciesa, OT rpaHuLbl 1eBoro nons. B
YyKas3ax, NoCTaHOB/IEHUAX, PELIeHUAX, NpUKasax, U3AaBaeMbIX OpraHamMu BAACTW, 3aro/IOBOK K TEKCTY
MoXXeT OodOopMAATLCA Haf, TEeKCTOM nocepeauHe paboyero nonaA AOKYMEHTAa U LeHTpupyeTcs
OTHOCUTE/NIbHO CamMoi AJIMHHOW CTPOKM.

3aronoBoOK K TEKCTY MOXET HE COCTaBNATbCA, €C/IN TEKCT AOKYMEHTA HE NpeBbIlLIaeT 4-5 CTPOK.

5.18 TeKCT AOKYyMeHTa COCTaBAAETCA Ha rocyaapcTBeHHOM A3blke Poccuiickoit depepaumm nam
rocyapcTBeHHOM A3blke (A3blkax) pecnybauk B coctaBe Poccuiickon denepaumm B COOTBETCTBUM C
3aKOHOZaTe/IbCTBOM pecnybMK B cocTaBe Poccuinckon degepaumm.

B TeKcTe [lOKyMeHTa, NoAroToB/IEHHOM Ha OCHOBaHUM 3aKOHOAATE/IbHbIX UM UHBIX HOPMAaTUBHbIX
NPaBoBbIX aKTOB, paHee NU3AaHHbIX PacnopsAAUTE/IbHbIX AOKYMEHTOB, YKa3blBalOTCA UX PEKBUSUTHI:

- HAMMeHOBaHWe JIOKYMEHTa, HAMMEHOBaHWe OpraHMn3aLMmM - aBTOpa AOKYMEHTa, AaTa AOKYMEHTa,
PerucTpaLmnoHHbIA HOMep AO0KYMEHTa, 3aro/I0BOK K TEKCTY AU HaUMeHOBaHWe BUAA AOKYMEHTa;

- HaMMeHOBaHUE OpraHnsauunn wanm AO0/KHOCTHOINO /nuda, yTBeEpAUBLUETo OOKYMEHT, AaTy
yTBEPXAEHUA AOKYMEHTA.

TeKcT AOKYMEHTa MOXKET COAEep!KaTb pasgenbl, NoApasaesl, NyHKTbl, MOANYHKTbI, HYMepyemble
apabcknmm umdpamu. YposHeit pybpurKaLmm TeKCTa He A0/MKHO ObiTb Bosiee YeTblpex.

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

B OOKYMEHTax KOJ1ernazibHbiX U COBellaTe/ibHbIX OPraHOB TEKCT U31araetca OT TpPeTbero anua

eauMHCcTBEHHOro ymcna ("konnerus... noctaHosaseT", "cobpanue... pewmnno").

TeKCT nNpoOTOKONMA M3naraeTcA OT TpeTbero AuMua MHOXeCTBEHHOro 4ucaa ("cnymanm",

"BbicTynuaun", "nocrtaHosunaun", "pewmnn").

B [OKyMeHTax, YyCTaHaBAMBAOWMX NpaBa W 06A3aHHOCTM OpraHM3auMi, WX CTPYKTYPHbIX
noApaszeneHunin (NofoKeHNe, MHCTPYKLMA), a TaKKe CoOA4EeprKaLLMX ONMcaHme CUTyaumin, aHanms GpakToB
WY BbIBOAbI (aKT, CMpaBKa), MCNo/b3yeTca Gopma U3N0KEHUA TEKCTA OT TPETLETO IML,A €ANHCTBEHHOTO
WA MHOXKeCTBeHHOro umucna ("otaen ocywecrensetr ¢yHKumu...", "B cocTaB ynpasBneHua BxogAr...",
"Komuccua npoBena nNpoBsepky...").

B coBmecCTHbIX AOKYMEHTaX TEKCT Wu3naraetcad OT nepBoro anda MHOXeCTBEHHOIo 4ucna

("npukasbiaem", "pewnnn").
B aenosbIx (cny*KebHbIX) NMCbMax NCNOb3YOTCA GOPMbI U3NOMNKEHUA:

- OT NepBOro /MUA@ MHOMecTBeHHoro uucna ('npocum HanpaeuTb...", "npeacrasndem Ha
paccmoTtpeHue...");



- OT TPeTbero AnLa egMHCTBEHHOrO Ymcaa ("MUHMUCTEPCTBO He Bo3paxkaerT...", "obwecTBo cuntaet
BO3MOXHbIM...");

- OT nepBOro /AuMUa eauMHCTBEHHOro uucna ("cuuTalo  Heobxoaumbim...", '"npeanarato
paccmoTpeTsb..."), ecnm nMcbmo 0hoOpPMAEHO Ha AONKHOCTHOM BaaHKe.

B TekcTax OOKYMeHTOB ynoTpebsatoTca TO/NbKO oblenpuHaTbie abbpesuatypbl U rpaduyeckme
COKpalLeHus.

Mpwu ynotpebaeHnmn B TeKcTe GamMUANIA UL, MHULMANBI YKa3blBatoTcA nocae pamuamu.
B nenosbix (cnyxebHbIX) TMCbMAx MOFYT UCNO/Ib30BaATLCA:

- BCTyNnuTeNbHoe obpalleHue:

YBarkaemsblii rocnoguH Mpeaceaatens!

YBarkaembliit rocnoguH NybepHatop!

YBaxkaemblii rocnogmH Mpoxopos!

YBaykaemas rocnor<ka 3axaposa!

YBarkaemblit HUKonai Metposmy!

YBaxaemasn Onbra HukonaesHa!

YBaxkaemble rocnoaal

B obpaweHnn no A[OMKHOCTM HAaMMeHOBaHME [AOJIKHOCTM MULWETCA C MPONUCHOW OyKBbl, B
obpalLeHmm no GpamuanMm MHULMAAbI TNLA HE YKa3blBaloTCA.

- 3aKN0YNTEIbHAA 3TUKETHaA ¢ppasa:
C yBaxkeHuem, ...

5.19 OTMeTKa O NPUNONKEHUN COOEPHKUT CBEAEHNA O AOKYMEHTE (QOKYMEHTax), Mpuaaraemom K
OCHOBHOMY [AOKYMEHTY (B COMPOBOAMTENbHbIX MUCbMaX, MNPETEH3UAX, aKTax, CnpaBKax M Apyrux
MHPOPMALMOHHO-CNPABOYHbIX AOKYMEHTAX) WAM O TOM, YTO AOKYMEHT ABAAETCA MPUIOXKEHMEM K
OCHOBHOMY [OKYMEHTY (B [AOKYMEHTax - TMPUIONKEHUAX K PacnopsaauTeslbHbIM  LOKYMEHTaMm,
NONOMKEHUAM, MPABUAAM, MHCTPYKUMAM, AOrOBOPaM, NAaHam, OTYETaM M Ap. LOKYMEHTam).

B conpoBoamMTENbHbIX MUCbMAxX U APYrMX MHPOPMALMOHHO-CNPABOYHbIX AOKYMEHTaX OTMETKa O
npuaoXKeHnn opopmaAETCcA NoL TEKCTOM OT FPaHMULbl 1EBOTO NOAA CAeAyoWm 06pasom:

- €C/IN MPUIOKEHME HAa3BaHO B TEKCTe:
MpunoxkeHue: Ha 2 n. B 1 3K3.

- eCnan npunoxeHne He Ha3BaHO B TeEKCTe WUIN ecnun I'IpVIﬂO)-KeHM[;I HECKO/1IbKO, YKa3blBaloT
Ha3BaHWUA AOKyMeHTOB-HpMﬂOH(EHMVI, KO/ZIN4YECTBO JZINCTOB U 3K3eMNNIAPOB KaXXA0ro NpuaoxeHuna:

IpunoxeHmue: 1. IloJoxeHMe OO0 VYHOpPaBJIEHMM PEIMOHAJIBHOTO KPEeOMTOBaHMS Ha
5 1. B 1 sk3.
2. CnpaBka O KaZpOBOM COCTaee YHNpPaBJIEHUS PETMOHAJILHOTO
KpeIuTOBaHUsa Ha 2 J. B 1 B5K3.

- €C/IN NPUNOXKEHUE (MPUNOKEHMSA) COPOLLIOPOBAHDI:



MpunorkeHue:
otyeT 0 HUP B 2 9K3.

- eCN  OOKYMEHT, ABAAIOWMIACA NPUNOKEHMEM, UMEET MNPUIOKEHMA C CaMOCTOATE/NbHOM
HyMepaLmeln CTpaHNL;:

MpunokeHue:
nucbmo Pocapxmea ot 05.06.2015 N 02-6/172 1 NpuNoXKeHUA K Hemy, BCero Ha 5 /.

- ecnu npunoxeHnem ssnsietcad 060cobeHHbIA 3NEKTPOHHbIA HOCUTENb (KOMNAKT-AWUCK, usb-
dnew-Hakonutenb 1 gp.):

MpunoxkeHue:
CD B 1 3Ks.

Mpn 3TOM Ha BKhagplwe (KOHBepTE), B KOTOprﬁ nomeuwlaeTca HOCUTENb, YKa3blBaloTCA
HanmMmeHOBaHNA OOKYMEHTOB, 3alMMCAaHHbIX Ha HOCUTE/Ib, UMEHA d)aﬁnos.

B pacnopaauTenbHbIX AOKYyMeHTax (MOCTaHOBAEHUAX, pelleHUAX, MPUKasax, PacrnopaAMKeHUsx),
[OroBopax, MNOMIOXKEHUAX, NpPaBUNax, UHCTPYKUMAX U APYrnMX AOKYMEHTax OTMETKa O MNPUNOXKEHUMU
odopmnsieTca cnegyolmm obpasom:

- B TEKCTE JOKYMEHTA Npu NepBOM YNOMUHAHUKN AOKYMEHTA-NPUIOXKEHUA B CKOBKax yKa3biBaeTca:
... (Mpunosxkenue) nnun ... (NnpunoxeHue 1); nepes HOMEPOM MPUIOKEHUA OOMNYCKAETCA CTaBUTb 3HAK
Homepa: ... (npunoxkeHue N 2);

- Ha MepPBOM /INCTE JOKYMEHTA-NPUNONKEHNA B NPAaBOM BEPXHEM YTy YKa3blBaeTCA:
MpunnoxkeHme N 2

K npukasy AO "Mpoounb"

o1 15.08.2015 N 112.

CTPOKM peKBM3UTa BbIPAaBHMBAIOTCA MO JIEBOMY KPal WU LEHTPUPYIOTCA OTHOCUTENIbHO CamoW
OJIMHHOM CTPOKMU.

Ecnv nNpunoskeHnem K pacrnopagmTenbHOMY AOKYMEHTY ABAAETCA HOPMATMBHbIA NPaBOBOM aKT
WU MHON OOKYMEHT, YTBEPXKAAEMbIA AaHHbIM PacnopAauTe/ibHbIM AOKYMEHTOM, Ha NEpPBOM /iUCTe
NPUNONKEHNA NPOCTABAAETCA OTMETKA O NPUIOKEHUM (6€3 CCbIIKM Ha pPacnopAaMTENbHbIN SOKYMEHT) U
roud yTBEep:KAEHMA, B KOTOPOM YKa3blBalOTCA AaHHble PacnopaauTenbHOro LOKYMEHTa, KOTOPbIM
YTBEPXKAEH AOKYMEHT-MPUNOXKEHME.

Mpumep -

Mpunoxkenue 1
YTBEPHKAEHO

npukasom AO "Mpodunb"
o1 18.05.2015 N 67

5.20 I'pMd) cornacoBaHUA OOKYMEHTaA NMPOCTaBAAETCA Ha OOKYMEHTAX, COr/1aCoBaHHbIX OpraHamu
BNaCtu, opraHndaumAammn, AOOJ/IKHOCTHbIMU NULUAMA. I'pMd) cornacoBaHnA B 3aBUCMMOCTM OT BUAA



[OKyMeHTa n ocobeHHocTel ero opopmMmaeHMA MOXKET NPOCTaBAATLCA:

- Ha NepBOM /IUCTE AOKYMEHTa (eC/v AOKYMEHT UMEET TUTY/IbHbIA JINCT, - Ha TUTYIbHOM NUCTE) B
NIeBOM BepxHeMm YI/y Ha YpoBHe rpuda yTBep:KAEeHUA AWM Nod HauMeHOBaHMEM AOKYMEeHTa 6/uxe K
HUXKHEMY MO10);

- Ha nocsieaHem NCTe JOKYMEHTa No4 TEKCTOM;
- Ha IncCte cornacoBaHnA, ABNAOLWLEMCA HEOTbEM/IEMOM YacTblo AOKYMEHTa.

pud cornacosaHma coctomT ns cnosa COMTACOBAHO, AonXKHOCTM NAunLLa, KOTOPbIM COr/1IacoBaH
OOKYMEHT (BKAKOYas HaMMeHOBaHWe oOpraHusauuu), ero cobCTBEHHOPYYHOW MOAMUCU, MHULMAMOB,
damununm, paTtbl COrNacoBaHmA.

Mpumep -
COIrNACOBAHO
Oupektop BHUNOAL
(nognuce) N.0. damunus
HdaTta

Ecnm  cornacoBaHvWe OCYUIECTB/AETCA KOJerMasbHbiM OpraHom, B rpude coriacoBaHus
YKa3blBaloT cBeJeHus 06 opraHe, COrnacoBaBlUEM [OKYMEHT, JaTe U HOMepe NMPOTOKO/a, B KOTOPOM
3apUKCMPOBaHO peLleHne O cornacoBaHun. ECnm cornacoBaHme OCYLLECTB/IAETCA MUCbMOM, YKa3biBaloT
BUJ, lOKYMEHTa, OPraH13aLmio - aBTopa JOKYMEHTa, AaTy U HOMep NUCbMa.

Mpumepbl

1 COIrNACOBAHO

CoseTom AMpeKTOpPOB

AO "Mpodunp"

(npoTokon ot N_)
2 COINTIACOBAHO

nucbmom Pocapxmsa

oT N__

5.21 Bu3a CBMAETENbCTBYET O COMacUM WM HECOrIacMM AOMKHOCTHOIO /vua (paboTHUKA) C
coAep!KaHnemM NpoekTa AOKyMeHTa. Busoit obopmnseTca BHYTpeHHee cornacoBaHue AOKymMeHTa. Busa
BK/IOYAET AOMKHOCTb NLA, BU3UPYIOWEro AOKYMEHT, NMOAMMCb, PacluMppoBKY nognucu (MHUUMansbI,
dbamuaunio) n aaTy BUSMPOBaHMUA.

Mpumep -
PyKkoBoauTenb opnamMyecKkoro otaena
Nognucb N.0. Pamunns

[arta



Mpy HaAMUYUKM 3aMeYaHN K LOKYMEHTY BU3Y 0GOpPMAAIOT Cieayowmm obpasom:
Mpumep -

3ameyaHua npunaratoTca.

PykoBoauTenb topuamyeckoro otgena

Noanucb N.0. Pamunns

[arta

B opraHmMsaumsax, NPUMEHSIOWMX CUCTEMbI 3I/IEKTPOHHOTO AOKYyMeHToobopoTa, cornacoBaHue
MOXEeT NPOBOAMTLCA B 3/1eKTPOHHOMN dpopme, cornacHo FOCT P NCO 15489-1.

B AOKymeHTax, NOAJIMHHMKW KOTOPbIX XPAHATCA B OpPraHM3aumu, BM3bl MPOCTABAAIOT Ha
nocneaHem nncte AOKyMeHTa nog nognucbro, Ha o6op0Te nocnegHero nncrta NoOA/IMHHNUKA AOKYMEHTa
U Ha InCTe cornacosaHuA (BM3MPOBaHMﬂ), npmnnara€mMom K AOKYMEHTY.

B Mcxogawmx AOKYMeHTax BU3bl NPOCTABAAIOTCA Ha 3K3eMnaApax AOKYMEHTOB, MOMELLAEeMbIX B
aeno.

Mo YyCMOTPEHUIO OpraHM3aLMmM MOXKET NPUMEHATLCA NOJIMCTHOE BU3MPOBAHME AOKYMEHTA U ero
NPUNOXKEHNA.

5.22 Mognucb BKAKOYAET: HAMMEHOBAHWE AO/MKHOCTU Auua, NOANUCHIBAOWEINO LOKYMEHT, €ro
COBCTBEHHOPYUHYO NOANUCH, PacliMPOBKY NoANUCKU (MHULMANbI, bamuans).

[Ipumep -
T'eHepaJlbHEY IUPEKTOP [loonuce n.0. dammnmsa

Echm  pokymeHT odopmneH He Ha 6naHke, B HaMMeHOBaHWE [JO/MKHOCTM BK/KOYAETCA
HaumeHOBaHMe opraHusaumu. [lonycKkaeTcA  UEHTPOBAaTb HAMMEHOBAHME  AO/IKHOCTU N,
noAnucaBLUero 4OKYMEHT, OTHOCUTEIbHO CaMOM AJIMHHOM CTPOKM.

[Ipumep -
T'eHepaJIbHEM IUPEKTOP
AO "lpodump" Noponmuco n.0. dammnmsa

Mpwn Od)OpM/'IeHVIVI AOKYMEHTA Ha 6naHkKe AONXKHOCTHOIO Nnua AO/KHOCTb 3TOro 2inla B noanucu
He YKa3blBaeTCA.

[Ipumep - HNopnmuco n.o0. dammnmsa

Mpn nognucaHnmM AOKYMEHTA HECKONbKUMWU AO0/IKHOCTHbIMM AMLAMM, 3aHUMAOWMMKM pasHoe
nonoXxeHume, X NoANUCKU pacnosaaraloTca ogHa noa /J,pyroﬁ B nocnenoBaTe/IbHOCTU, COOTBeTCTByPOUJ,Eﬁ
nepapxmm 3aaHMMaeMbIX LI,OH)KHOCTGVI.

[Ipumep -
InpexTop MHCTUTYTAa [loonmucso n.0. dammnma
T'nmaBHEM OyxTajiTep [loonmce n.0. dammnmsa

Mpn noagnucaHUM [OKYMEHTA HECKOJbKMMU NINLAMKU  PaBHbIX LI,OH)KHOCTGVI nx noanuvcu
pacnonaratoTca Ha OAHOM YpPOBHe.

[lpumep -
B3aMecTuUTeNb IOUMPEeKTOpa MO0 GOMHAHCOBHM BOIPOCAaM [Momnmce N.O0. dammnmsa
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3aMecTuTeslb OMPEKTOPa [0 aIMMHMCTPATMBHEM BOmnpocam llomnmce M.O. dammmnmsa

B AOKYMeHTax, COCTaBJ/IEHHbIX KOMMCCMEﬁ, B No4nUCU YKa3blBaeTCA CTaTyC JiMba B COCTaBe
KOMUCCUMN.

[Mpumep -

[lpencenaTesyib KOMUCCUM [Momonmce n.0. dammnmsa

YJIEHH KOMMCCUM Nomonmce n.0. dammnmsa
[ogonmchb n.0. dammunmsa
[Tognmchb n.o0. dammnmusa

Mpyv noAnvMCaHUWM OOKYMEHTa JIMLOM, MCMNOHAKWMM 06A83aHHOCTM PYKOBOAWUTENA, NOAMUCH
obopMaseTcs € yKasaHMeMm cTaTyca A0JIKHOCTHOMO IML,A B COOTBETCTBUM C MPUKA30M (pacnopsxKeHnem).

[Mpumep -

M.o. reHepalsbHOT'O mupekTopa llomnuch n.0. dammnmsa
VI :

JicnonHARIUN OOA3aHHOCTU

TeHepaJIbHOTO IOUPEeKTOopa [loonucse n.0. dammnmsa

Mpn noanucaHuM [JOKYMEHTa JIMLOM, WUMEWUM NpaBo NoAMUCUM B C/lydae BPEMEHHOro
OTCYTCTBUA PYKOBOAUTENS, UCNPABAEHUS B HAaUMEHOBAHUE AO/IKHOCTM M paclindpoBKy GamuUanUn yKe
NoAroTOB/NIEHHOrO M COr/1IAaCOBAHHOMO MPOEKTa AOKYMEHTa BHOCATCA OT PYKM WM C UCMONb30BaHWEM
COOTBETCTBYIOWMX WTamnoB. He pgonyckaetca CcTaBuUTb KOCylO 4epTy, Haanucb "3a" nepeg
HaMMeHOBaHMEeM A0/KHOCTU LA B NMOANUCK, eCIN AOKYMEHT NOANUCHIBAET MHOE A0/KHOCTHOE NNLO.

5.23 OTmeTKa 006 31EKTPOHHOW MOAMWCKM WCMOAL3YETCA MPU BU3yanuU3aLUMM 3/EKTPOHHOIO
AOKYMEHTa, NoANMCAaHHOMO 3/1eKTPOHHOM NOANMUCbIO, C COBI0AEHNEM CeaytoWwmnX TpeboBaHMA:

a) MeCTO pasmelleHnA OTMETKU 06 SJ'IEKTpOHHOﬁ noanncn OONXKHbl COOTBETCTBOBATbL MECTY
pasmeleHnA CO6CTBEHHOpy‘-IHOVI noannucu B aHaI0rM4YHOM JOKYMEHTE Ha 6yMa)KHOM HOCUTene,

6) 3/1eMeHTbl OTMETKM 06 3N1EKTPOHHOW NOAMNUCU LOMKHbI BbiTb BUOUMbBIMU U YATAEMbIMU MPU
OTOOPAKEHNN LOKYMEHTA B HAaTypasibHOM pasmepe;

B) 3/1eMeHTbl OTMEeTKU 06 3I'IeKTpOHHOl‘/JI noanncn He AO0J/1XKHbI NepeKpbiBaTbCA NN HAaKNaAblBaTbCA
APYT Ha Apyra;

r) 3NeMeHTbl OTMETKM 06 3/1eKTPOHHOM NOoAMNWCKM He O0J/KHbl NEepPeKpblBaTb 3/1E€MEHTbl TEKCTa
AOKYMEHTa U Apyrne oTMETKMN 06 31eKTPOHHOM nognucu (Npy Haanumnm).

OTmeTKa 06 3N1EeKTPOHHOM NOAMUCKM B COOTBETCTBMM C 3aKOHOLATENLCTBOM Poccuitckon
depepaunn BKAoYaeT ¢pasy "[OKYMeHT nognucaH 3NeKTPOHHOM nognucbto”, Homep cepTUdMKaTa
KAlOYa 3NEKTPOHHOW nognucu, damumanio, MMa, OTYECTBO BAaAeNbLa cepTudMKaTa, CPOK LencTBus
cepTMdmKaTa KAloYa 3/EKTPOHHOM noanucu. OTMeTKa 06 3/1eKTPOHHOM NOAMUCU MOMKET BK/OYaTb
nsobpakeHue repba, smbnembl opraHa BnacTu (opraHM3aumm), TOBapHOro 3HaKa (3HaKa 06CcNy»KMBaHUSA)
OpraH13aLmm B COOTBETCTBUM C AENCTBYIOLLMM 3aKOHOAATENIbCTBOM.

Mpumep -
SMmbiie— IOOKYMEHT IIOAIIMCAH
Ma SJIEKTPOHHOM IOV CHBIO
HammeHOBaHMeE | OpTraHa
IOOJIXHOCTM |BJIaCTU H.H. Huxosaes

Cepruduxar 1alllaaa000000000011
Brnanesen Hukojlaer Hukosam HmkoJaeBuu




IOemcreuresyed ¢ 01.12.2012 mo 01.12.2017

5.24 TleuyaTb 3aBepAeT NOL/JAMHHOCTbL NOAMWUCU  AO/KHOCTHOrO /MUA  Ha  OOKYMEHTaX,
YA0CTOBEPAIOLWMX NPaBa AL, PUKCHMpPYIOLWMX GaKTbl, CBA3AHHbIE C GUHAHCOBLIMW CPEACTBAMM, @ TaKKe
Ha WHbIX AOKYMEHTax, NpeaycMaTpuBalOWLMX 3aBepeHuMe noAnucuM MeyaTblo B COOTBETCTBUM C
3aKoHogaTenbcTBOM Poccuiickoit Peaepauun.

JOKyMeHTbl 3aBepAloT MeyaTblo OpraHMsaumun. [leyaTb nNPOCTABASAETCA, He 3axBaTblBad
cobCcTBEHHOPYYHOM NoOANUCKM AMUA, NOANUCaBLUEro AOKYMEHT, uanm B mecte, obosHavyeHHom "MIM"
("MecTo neuatn").

5.25 OTmeTKa 06 ucnonHutene BKAOYaeT GaMUANIO, UMA U OTYECTBO MCMOJIHUTENA, HOMEP ero
TenepoHa. OTMeTKa 06 UCNOSIHUTENE MOMKET AOMNOJIHATLCA HAMMEHOBAHMEM A0/IKHOCTU, CTPYKTYPHOIO
noapasaeneHua v 3NeKTPOHHbIM agpecom UCMONHUTENA.

OTmeTKa 06 ncnonHuTene opopmMIAETCA Ha NLEBOM CTOPOHE MOC/AEAHEro JIMCTa AOKYMEHTa OT
rpaHULbl NEBOTO NOAA UAW, NPWU OTCYTCTBMM MECTA, - HA 0BOPOTHOM CTOPOHE BHM3Y cnesa. Hanpumep:
3abennH UBaH AHgpeeBud, KoHTposibHOE ynpasfieHue, Beaywuii 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 odpopmaseTca A0 NOATBEPKAEHUA COOTBETCTBMA KOMUU
OOKYMeHTa (BbIMUCKM W3 [OKYMEHTa) MOAJIMHHUKY [JAOKyMeHTa. OTMeTKa O 3aBepeHuu Komnuu
NPOCTaBASAETCS MOA PEeKBU3MTOM "noanuch” 1 BKAOYaeT: cnoBo "BepHo"; HauMeHOBaHWE AO0NKHOCTU
/ML, 3aBEpUBLLErO KOMUIO; ero COBCTBEHHOPYYHYHO MOoAMNUCh; PaclinMpPoBKY NOAMUCK (MHMLManNbI,
damunuio); AaTy 3aBepeHUs Konum (BbIMUCKU U3 OKYMEHTA).

[lpumep -

BepHno

VHCneKTOp CJyXOH KaOpoB Noponmuco n.0. dammnmusa
HaTa

Ecnv Konus BblgaeTca Ans NpeacTaBieHnn B APYrylo OpraHn3aumio, OTMETKa O 3aBEPEHUN KOMUM
AOMONHAETCA HaAMNUCbIO O MeCTe XPaHeHUs [OOKYMEHTa, C KOTOporo 6blaa M3roToB/leHa Komnus
("MNoANMHHUK AOKYMeHTa HaxoauTcA B (HaMmeHoBaHMe opraHusaumu) B gene N ... 3a ... roa") wm
3aBepAeTCcA NevyaTblo OpraHn3auum.

[na npocraBneHmna OTMETKM O 3aBEPEHUM KOMUKN MOKET UCMONb30BaTbCA LUTAMI.

5.27 OTmeTKa O MOCTYNAEHUU [OOKYMEHTa CAYXUT ANA NoATBepXAeHMA ¢aKTa NocTynjaeHus
OOKYMEHTa B OpraHM3auMio W BK/OYAeT AaTy MOCTYM/EeHUA M BXOAALUMIN PEerucTpalMoHHbIN Homep
OOKyMeHTa. MNMpu HeobXoAMMOCTM OTMETKA O MOCTYNIEHUN MOMKET AOMONHATHCA YKa3aHWMEM BPeMeEHU
NOCTYMN/IEHNS B 4Aacax U MUHYTaX U cnocoba A0CTaBKM JOKYMEHTA.

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

5.28 Pe30/10UmMA COAEPKUT YKasaHMe NO MUCMONHEHMIO AOKYMeHTa. Pesonouma opopmanerca Ha
cBoboAHOM MecTe paboyero noss AOKYMeHTa, Ha 61aHKe Pe3oitoLmMM UAN BHOCUTCA HENMOCPeACTBEHHO
B CUCTEMY 3/1EKTPOHHOTO AOKYMEHTO060pOTa.

Pesontouma BKAlOYaeT: ¢ammnmw, MHULMaNbl UCNONHUTENA “KﬂOﬂHMTEﬂEﬁL nopy4yeHue no
AOKYMEHTY, Npwu HEOGXO,CI,VIMOCTM - CPOK UCNONHEHUA, noanncCb Nunla, BbiHeECWEro pe3onkunto, oaty
pesoarunn.



Mpumep -

®amuana N.0.

Mpowy noarotosuTb Npegnoxenua K 10.11.2016.
Moanuce

[arta

5.29 OTmeTKa O KOHTpOJie CBWAETENbCTBYET O MOCTAaHOBKE JOKYMEHTa Ha KOHTPO/b,
npocrtasaseTca wWramnom "KoHTponb" Ha BEpXHEM None AOKYMEHTA.

5.30 OTmeTKa 0 HanpaB/ieHMN SOKYMEHTA B Ae/10 onpeaenseTr MecTo XpaHeHMAa AOKYMeHTa nocne
3aBepleHna paboTbl C HAM M BKAtOYaeT: cioBa "B geno", MHAEKC Aena no HOMeHKaaType Aen, B
KOTOpOEe MOMELLAeTCA AOKYMEHT Ha XpaHeHWe, C yKasaHuem roga, AOJ/IKHOCTU nAnua, odopMmBLLErO
OTMETKY, NoANUcK, AaTbl.

[Ipumep -

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

3aB. OTHEJIOM KOPIOPATUBHEIX NPOEKTOB
[ognmcoe ITaTa

OTmeTKka o HanpaB/leHNUN AOKYMEHTa B AE€/10 MOXET AOMNOJIHATbCA KpaTKMMkh cCBeaeHUAMU O
XapaKTepe UCNONTHEHNA AOKYMEHTA.

6 bnhaHKM JOKYMEHTOB

6.1 [na wnsrotoBneHua 6naHKoB AoOKymeHTOB, corsiacHo FOCT P 7.0.8, ucnonb3yetcs bymara
dopmatos A4 (210 x 297 mm), A5 (148 x 210 mm); ANs U3roToBaeHUs BAaHKOB PE30OLMI MCNOb3yeTcs
6ymara ¢opmatos A5 (148 x 210 mm), A6 (105 x 148).

Kaxkabii nct goKymeHTa, oQOpPMNEHHbIM Ha 6naHke unau 6e3 Hero, AOMKEH WUMETb MONA He
MeHee:

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

JOKyMeHTbI 4nuTenbHbIX (cBbiwe 10 IeT) CPOKOB XpaHEHUA A0KHbI UMETb JIEBOE MOJIe HE MEHee
30 mm.

6.2 OpraHu3auMmn MCNob3yoT 6NaHKM AOKYMEHTOB, U3roTOB/IEHHble Ha BymaXXHOM HocuTesne
(6naHkn fAokymeHTOB deaepanbHbIX OPraHOB roCyAapCTBEHHOW B/AacTM C  BOCMpPOM3BeAeHUEM
locymapcteeHHoro  repba  Poccuiickolt  depepauum  M3roTasausaloTca  nosaurpadpuyeckumu
NpeanpuATUAMY, UMELWMMU  cepTUPUKATbl O  HaAUUMKM  TEeXHUYECKUX U TEeXHO/OrMYecKux
BO3MOKHOCTEN AN KaYeCTBEHHOro M3roTOB/IEHNA YKa3aHHOro BMAa NMPOAYKUMU) U/UNN 3NEKTPOHHbIE
WwabnoHbl 61aHKOB. BAaHKM Ha ByMaXKHOM HocUTesle N 3NEKTPOHHbIE WabaoHbl 61aHKOB A01KHbI ObITb
MAEHTUYHbI MO COCTaBY PEKBU3IUTOB, NOPALKY UX PACMONOMNKEHUSA, FAPHUTYPaM WpPKUdTa.

BnaHku AOKYMEHTOB Ha 6YMBMHOM Hocutene W 3/1IEKTPOHHbIE WwabnoHbl 6HnaHKOB
M3rotaB1nBarOTCA Ha OCHOBAHMN MAKETOB 61'IaHKOB, yTBEPHKAAEMbIX PYKOBOAUTENIEM OPraHU3aLnUn.
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BnaHku AOKYMEHTOB C/1ieayeT n3rotas/iMBaTb Ha 6enoi 6ymare nnn 6yN\are CBET/IbIX TOHOB.

DNIeKTPOHHble  WabnoHbl  6/M1aHKOB  AOKYMEHTOB  AOJ/IKHbl  ObiTb  3alUMULIEHbl  OT
HECAHKLMOHMPOBAHHbIX U3SMEHEHWIA.

6.3 bnaHkM AOKymMeHToB 0OpPMIAIOTCA B COOTBETCTBUM C lMpunoxkeHnem b. OprMeHTUPOBOYHbIE
rPaHWUbl 30H PaCMOJIOMKEHMUA PEKBU3UTOB 0603HauyeHbl NyHKTMpom. Kaxaas 30Ha onpegendetcs
COBOKYMHOCTbIO BXOAALLMX B HEE PEKBU3UTOB.

6.4 B 3aBMCMMOCTM OT PaCMO/IOXKEHUA PEKBM3UTOB YCTAaHAB/NMBAETCA ABa BapuaHTa 6/1aHKOB -
yrnosoi (pucyHok b.1) n npogonbHbIl (pUcyHok b.2).

6.5 Peksuantbl 01, 02, 03 pacnonaratoTca Ha BEPXHEM Moae AOKyMeHTa Hag peksmsutom 05 no
cepeaunHe 30Hbl, 3aHATON 3TUM PEKBU3UTOM.

Peksunsnt 03 morkeT pacnosaaratbCa ciesa Ha yposHe peksusnta 05.

Peksusntol 05, 06, 07, 08, 09, 13, orpaHMuymUTENbHbIE OTMETKM AnAa peksusutos 10, 11, 12 B
npegenax rpaHuL, 30H PacnonoXeHUs PEKBU3UTOB PasmMeLLLatoTca 04HMM U3 CnocoboB:

- LLeHTPOBaHHbIM (HaYaNo M KOHeL, KaXKaoh CTPOKN PEKBUM3UTOB PABHO YAaneHbl OT rPaHuUL, 30HbI
pacnonoXKeHUa PeEKBU3NTOB);

- ¢naroBbiM (Kaxgana CTPOKa PEKBM3UTOB HAYMHAETCA OT JIeBOM rPaHWULbl 30Hbl PaCMONOXKeHUA
PEKBU3NTOB).

6.6 YcTaHaB/MBaloTCA caeaytolme suabl 61aHKOB AOKYMEHTOB OpraHu3aumu:
- 06WN1 BnaHK;

- 6NaHK NUCbMa;

- BN1aHK KOHKPETHOrO BUAA AOKYMEHTA.

HOpmaTVIBHbIMVI NnpaBoOBbIMU aKTaMW OpraHuM3aunn YCTaHABNAUBAKOTCA BUAblI NPUMEHAEMbIX
6/1aHKOB M MX pPa3HOBMAHOCTM (b6NaHK MMCbMa CTPYKTYPHOrO noApasgeneHus, 6naHK nvcbma
OOJ/IKHOCTHOTO /ivua, bnaHK Npukasa, 61aHK pacnopsaxkeHus, 61aHK NpoToKoia 1 4p.).

O6pa3sLbl 61aHKOB OKYMEHTOB NPUBEAEHbI B NMPUNOKeHUN b.

6.7 Obwmii 6NaHK MCNoNb3yeTca ANA U3roTOBAEHMA NOBbIX BUAOB AOKYMEHTOB, KPOME A4e/I0BOro
(cnyxkebHoro) nucbma.

O6wmnin 6naHK B 3aBUCMMOCTM OT y4YpeauTeNbHbIX AOKYMEHTOB OpraHusauMm W OKasbHbIX
HOPMaTUBHbIX aKTOB BK/toYaeT pekeusntbl 01 (02 nam 03), 05, 06, 07, 13 1 orpaHUUUTENIbHbIE OTMETKM
ana peksmsutos 10, 11, 16, 17.

BnaHK nMcbmMa B 3aBMCMMOCTM OT YYPEAUTESIbHbIX AOKYMEHTOB OPraHu3auum M JOKaNbHbIX
HOPMaTUBHbIX aKTOB BK/OYaeT peksusutbl 01 (02 nam 03), 05, 08, orpaHUUUTENbHbIE OTMETKU ANA
peksusutos 10, 11, 12, 15, 17. baaHK NMCbMa CTPYKTYPHOro nogpasgeneHna AoNoSHUTENbHO BKAKOYaeT
peksusnut 06, 61aHK NMCbMa AOMKHOCTHOIO nua - pekBnsut 07.

BnaHK KOHKpEeTHOro BMAQ AOOKYMEHTa, KPOmMe MNUCbMa, B 3aBMCUMMOCTM OT Yy4ypeauTesnbHbIX
[OKYMEHTOB OpraHM3auuu U N0oKa/ibHbIX HOPMATUBHbIX MPaBOBbLIX aKTOB BK/OYaeT pekBm3nTbl 01 (02
nnu 03), 05, 09, 13 1, Npn HeEOHXOAMMOCTU, OFrPaHUYUTENbHbIE OTMETKMU AN1A FPaHUL, 30H PACMOIOKeHUA
peksnsutos 10, 11, 16, 17. BnaHK KOHKPETHOro BMAa AOKYMEHTa CTPYKTYPHOro noApasaeneHus
AONONHUTENBbHO BKAtOYaeT pekBm3nT 06, 61aHK A0/KHOCTHOTO MLa - peksnsnt 07.



6.8 B opraHax BfacTM WM opraHusaumsax cybbektoB Poccuiickoint Pegepaumnu, MUCNOAb3YHOLLNX
HapAdy C PYCCKMM fI3bIKOM KaK rocyaapcTBeHHbIM A3blKkoM Poccuiickoin ®eaepalmm rocyaapCcTBEHHbIN
A3bIK (rocygapcTBeHHble A3bIKK) pecnybank B coctaBe Poccuiickoli depepaunm, ncnonbsyrotca 6a1aHKm
JOKYMEHTOB Ha PYCCKOM fi3blKe U rocyapcTBEHHOM f3blKe (A3blKax) pecnybauKk B coctaBe Poccuiickoi
depepaumn: yrnosble (peKkBM3UTbl BlaHKa pacrnonaratoTca Ha OAHOM YPOBHE: Ha PYCCKOM fi3blke -
CneBa, Ha rocygapcTBeHHOM s3blke (A3blkax) pecnybaunk B coctaBe Poccuiickoit ®eaepaumm - cnpasa)
WA NPOAOAbHbIE (BCe PEKBU3UTLI 61aHKA HA PYCCKOM A3bIKE - CBEPXY, HUXKE - BCE PEKBM3UTbI B/1aHKa Ha
rocyapcTBeHHOM fi3blKe (A3blKax) pecnybMK B cocTaBe Poccuitickon degepaumn).

[na nepenucku ¢ MHOCTPAHHBIMW KOPPECMOHAEHTaMM WUCMOAb3YIOT 6/1aHKM Ha ABYX A3blKax -
PYCCKOM M aHIMIMCKOM (MpunoskeHue B.8) nam MHOM MHOCTPAHHOM f3bIKe.

MpnnoxkeHne A

(cnpaBoyHoe)
PACNONOXEHUNE PEKBU3UTOB HA TUTYNIbBHOM NUCTE JOKYMEHTA
HanMeHOBaHME OpraHM3alUN
I'pud corsacoraHUA IOOKYyMEHTa I'pud yTBEepXIeHMS OOKYyMEHTa
HamMeHOBaHME BUIA IOOKYMEHTAa
3aTro0JIOBOK K TEKCTY
I'pud corsacoraHUA IOOKYyMEHTa
MecTo cocTaBjieHMs (M3IaHML) IOOKYMEeHTa — IO M3OaHMS IOKyMeHTa

PucyHok A.1 - PacnonoxeHne peKBU3UTOB Ha TUTY/IbHOM
incTe fOKYyMeHTa

Mpunoxkenne b
(cnpaBoyHoe)

CXEMbI PACIMNOJIOXKEHNA PEKBU3UTOB OOKYMEHTOB
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PucyHok b.1 - PacnonokeHne peKBU3UTOB U rpaHuLLbl 30H

Ha ¢opmaTe A4 yrnosoro 61aHKa
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PucyHok b.2 - PacnonoxeHue peKB1M3MTOB U rpaHuLbl 30H
Ha ¢opmaTe A4 npoaonbHoro 61aHKa




OBPA3Lbl BTAHKOB IOKYMEHTOB

Pocapxus

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

MpunoxeHne 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/KIOO 7708033140/771001001

N

Ha N oT

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

Pocapxus

depepanbHoe BIOAKETHOE yupeKaeHne
"BCepOCCUMIACKNI HayYHO-UCCNeA0BaTENbCKUI MHCTUTYT
OOKYMeHTOoBeAeHUs 1 apxusHoro gena" (BHUNAAL)

MpodcotozHan ya., 4. 82, Mocksa, 117393
Ten./dakc (495) 718-78-74 e-mail:mail@vniidad.ru;
http://www.vniidad.ru
OKNO 02842708; OrPH 1027700380795;
MHH/KNM 7708033140/771001001

Ha N oT




PucyHok B.3 - O6paseu, npogonbHoro 6n1aHKa NMCbMa opraHn3aumnm

Pocapxus

PepepanbcHoe BlogKETHOE yUpeKaeHue
"BcepoccHMMCKMn HaydHO-UCCNef0BaTeNIbCKUIA MHCTUTYT
OOKYMEHTOBeAEeHUA U apxmBHOro gena"
(BHUMOAL)

ONPEKTOP

MpodcotozHana ya., 4. 82, Mocksa, 117393
Ten./dakc (495) 718-78-74 e-mail:mail@vniidad.ru;
http://www.vniidad.ru
OKNO 02842708; OrPH 1027700380795;
MHH/KMM 7708033140/771001001

Ha N oT

PucyHok B.4 - O6paseu npoaoabHoro 61aHKka nMcbma
OOJ/IKHOCTHOTO /iMua

Pocapxus

depepanbHoe BIOAXKETHOE yupesKaeHne
"BCepOCCUMIACKUI HayYHO-UCCNeA0BaTENbCKUIA MHCTUTYT
[OKYMeHTOBeAEeHMA M apXMBHOro aena”
(BHUMZAL)

OTPAC/IEBOV LIEHTP NOBbILIEHNA KBATMOUKALINM

MpodcotosHana ya., 4. 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
OKMNO 02842708; OrPH 1027700380795;
MHH/KMM 7708033140/771001001

Ha N oT

PucyHok B.5 - ObpaseL, npoaosbHOro 61aHKa nnucbma
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 BIOAXKETHOE yupeKaeHne
"BCepOCCUMIACKUI HayYHO-UCCNeA0BaTENbCKUIA MHCTUTYT
[OKYMeHTOBeAeHMA U apXMBHOro aena”
(BHUUOAL)

MpodcotosHana ya., 4. 82, Mockea, 117393
Ten./dakc (495) 718-78-74 e-mail:mail@vniidad.ru;
http://www.vniidad.ru
OKIMO 02842708; OrPH 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 N oT

PucyHok B.8 - Obpaseu npoaonbHoro 61aHKa nMcbma opraHM3aumm
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 AOOKYMEHTA, PEKBUSUT AOKYMEHTA




