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Mpeaucnosue

1 PA3PABOTAH ®depepanbHbiM OOAMKETHbIM  yuypexaeHuem "BCepOCCUMCKMIA  Hay4dHO-
nccnefoBaTeIbCKUA MHCTUTYT AOKYMEHTOBeAeHUs M apxuBHoro gena" (BHUMAOAL) dPepepanbHoro
aPXMBHOrO areHTCcTBa

2 BHECEH TexHuyecKMm KomuTeToM no craHaaptv3aumm TK 191 "HayyHo-TexHu4yeckasn
nHbopmauus, bubnmoteuHoe U nsgatenbckoe geno"

3 YTBEPXAEH M BBEAEH B AEUCTBMUE Mpukaszom PenepanbHOro areHTCTBa MO TEXHUYECKOMY
peryanpoBaHuto U meTposaornmn ot 8 aekabps 2016 r. N 2004-ct

4 B HacToAweMm cTaHAapTe peannsoBaHbl HOpMbl PesepanbHbix 3akoHOB OT 27 utona 2006 r. N
149-93 "06 MHPopmaumm, MHGOPMALMOHHBIX TEXHONOIUAX U O 3awuTe MHPopmaumn”, oT 22 oKTAbpS
2004 r. N 125-d3 "O6 apxuBHom gene B Poccuiickon Pepepaumnn’

5 B3AMEH I'OCT P 6.30-2003

MpaBuna NpUMEHEHNS HACTOALLLEro CTaHAapTa YCTaHOB/EHbI B cTaTbe 26 PeaepanbHOro 3akoHa oT
29 unoHA 2015 r. N 162-®3 "O craHgaptusaumm B Poccuitckoin Pepepaumn’. UHbopmauyma o6
M3MEHEHMAX K HaCToAlWleMy CTaHZapTy nybauKyeTca B exerogHom (Mo cocTosaHMilo Ha 1 AHBaps



Tekywero roga) MHdopmalMoOHHOM yKasaTesne "HauuoHanbHble cTaHAapTbl', a oduUUMaNbHbIA TEKCT
M3MEHEHMIN N NPaBOK - B eXXxeMeca4yHoOM MHPOPMaLMOHHOM yKa3aTesne "HaumoHanbHble ctaHaapTbl". B
c/lyyae nepecmoTpa (3ameHbl) MAM OTMEHbl HACTOALLEro CTaHAApTa COOTBETCTBYIOWEE yBeAOM/EHME
b6yner onybavMKoBaHO B OaMKalWem BbINycKe erKemMecsyHoro WHQPOPMaLMOHHOro YyKasaTens
"HauunoHanbHble ctaHgapTbl". CooTBETCTBYOWAA MHGOPMALUA, YBEAOMAEHNE N TEKCTbl Pa3MeLLatoTca B
MHPOPMALMOHHON cucTeMe obLLEero Noab3oBaHMA - Ha odpuumanbHoM cate PeaepanbHOro areHTCTBa
Mo TEXHWUYECKOMY PEry/IMPOBAHUIO U METPOSOTUKN B ceT UHTepHeT (www.gost.ru).

Hacmnm,mﬁ CTaHOAPT HE MOXeT 6bITb NONHOCTbLIO UKW YAaCTUUYHO BocnpoussendeH, TMpa*MpoBaH U
PacnpocTpaHeH B Ka4yecTBe od)mu,maanoro n3aaHuA 6es pa3peweHunA CDe,u,epaanoro areHTCcTBa no
TEXHNYECKOMY peryimpoBaHuUio  meTposiormn

1 O6nactb NnpumeHeHuUs

HacToAawuit cTaHAapT PacnpoCTpaHAeTca Ha OpraHM3auMoHHO-PACNoOPAAMUTENbHBIE LOKYMEHTbI:
YCTaBbl, MOJIOXKEHWA, NpPaBuaa, UHCTPYKUMKU, PernaMeHTbl, NOCTaHOBAEHWA, PAcNopsKeHUs, NMPUKasbl,
peleHns, NPOTOKO/IbI, OrOBOPbI, aKTbl, MMCbMa, CMPaBKU U Ap. (Janee - AOKYMEHTbI), B TOM Yucie
BKAtoYeHHble B OK 011-93 "O6wepoccuiicknini Knaccudukatop ynpaBieHYECKOM n[OKymeHTaumm"
(OKY[l), knacc 0200000.

HactoAwumi cTaHaapT onpeaenseT CoCTaB PEKBM3UTOB AOKYMEHTOB; NpaBuaa UX opopmaeHus, B
TOM 4MuC/ie C NpUMeHeHMemM WMHOOPMALMOHHbIX TEXHONOrMiA; BuUAbl 6NaHKOB, COCTaB PEKBU3UTOB
6/71aHKOB, CXEeMbl PACMO/IOKEHUA PEKBU3MTOB Ha AOKYMeHTe; 06pasubl 6/1aHKOB; MpasuMaa Cos3daHuA
AOKYMEHTOB. MON0KEHNA HACTOALLEro CTaHAapTa PacnpOCTPAHAIOTCA HA AOKYMEHTbl Ha BYMarKHOM U
3/1eKTPOHHOM HOCUTENAX

2 HopmaTtuBHbIE CCbIIKK

B HacToAwWweMm CTaHAapTe NCNO/Ib30BaHbl HOPMaTUBHbIE CCbIJIKU Ha cheayrowmne CtTaHaapThbl:

FOCT P 7.0.8 Cuctema ctaHAapToB no uMHpopmaumm, 6U6AMOTEYHOMY U U3LATENbCKOMY Aeny.
[enonponsBoacTBO M apxMBHOE Aeio. TepMUHbI U onpeaeneHus

FOCT P NCO 15489-1 Cuctema ctaHaapToB no uHpopmaumm, bubanoteyHomy M MsgaTesbCKoMmy
aeny. YnpasneHve gokymeHtamu. Obwue TpeboBaHua

MpumeyaHue - MNMpu NONb30BaHUM HACTOALUMM CTaHAAPTOM LiesiecoobpasHoO NpoBepuUTb AeicTeue
CCbINIOYHbIX CTAaHAAPTOB B MHGOPMALMOHHOM cucTeme obLero nosib3oBaHMA - Ha odULMaNbHOM caliTe
depnepanbHOro areHTCTBa MO TEXHUYECKOMY PEry/JIMPOBaHUIO U METPOorMu B ceTu MHTepHeT uamn no
exerogHomy MHGOpPMAUMOHHOMY yKasaTento "HaumoHanbHble cTaHaapTbl", KOTOpbI onyb6anKoBaH No
COCTOAHMIO Ha 1 AHBapA TEKyLLEero roaa, M No BbiNyCKaM eXXemecA4YHoro MHGOPMaLMOHHOrO yKasaTens
"HaumMoHanbHble cTaHAapThl" 33 Tekywuit roa. Ecam 3ameHeH cCbinoYyHbI CTaHAapT, Ha KOTOPbIN fgaHa
HefaTMPOBaHHAA CCblIKa, TO PEKOMEHAYeTCcA UCNo/b30BaTb AENCTBYHOLLYHO BEPCUIO 3TOrO CTaHZApTa C
YYETOM BCEX BHECEHHbIX B AaHHYI BEpPCUI0 M3MeHEeHWN. Ecnn 3ameHeH CCbINoYHbIA CTaHAapT, Ha
KOTOpbIA AaHa AaTMPOBAHHaA CCblIKa, TO PEKOMEHAYETCA WMCMOo/b30BaTb BEPCUIO 3TOrO CTaHAapTa C
YKa3aHHbIM Bbllle rogoM yTBepKAeHUs (NpuHATUA). Ecnm nocne yTBeprKAeHUs HAaCcTOALWEro CTaHaapTa B
CCbIIOYHbIN CTaHAAPT, HA KOTOPbIN AaHa AaTUMPOBAHHAA CCblJIKA, BHECEHO M3MEHEeHUWe, 3aTparmeatoLLee
MoJIOKEHWE, Ha KOTOPOE JaHa CCblJIKA, TO 3TO MOJIOXMEHWEe PeKoMeHAyeTcs NpumeHaTb 6e3 ydyeTta
AAaHHOro M3MeHeHus. Ecim ccbiIoYHbIN CTaHAapPT OTMEHEH 6e3 3ameHbl, TO NOI0XKEeHUe, B KOTOPOM AaHa
CCbl/IKa Ha Hero, peKoMeHIyeTca NPUMEHATb B YaCTW, He 3aTparnBatoLLen 3Ty CCbIKY.

3 O6bwme TpeboBaHUA K CO3A4AHUIO AOKYMEHTOB

3.1 [loKyMeHTbl MOryT CO34aBaTbCA Ha OyMa)KHOM HOCUTENe W B 3NEKTPOHHON dopme C
cobnoaeHnemM yCTaHOBAEHHbIX NPaBn 0GoOpPMAEHUA OKYMEHTOB.



3.2 MNpu co3gaHMK SOKYMEHTA Ha ABYyX W Hosiee CTpaHWUax BTOPYH W NocaesylolimMe CTPaHUUbI
HYMepYIoT.

Homepa cTpaHWL, NPOCTaBAAOTCA NocepeauHe BepXHEero Mnons AOKYMEHTa Ha PacCTOAHUWU He
meHee 10 MM OT BEPXHEro Kpas /iucTa.

[onyckaetca cosfaHMe [AOKYMEHTOB Ha /uueBoM M 06OpOTHOM CcTOpoHax AaucTta. [Mpu
[ABYCTOPOHHEM CO343aHUM AOKYMEHTOB LUMPUHA JIEBOTO MO/A HA JMLEBOM CTOPOHE JINCTa U NPaBoro
nons Ha 060POTHOM CTOPOHE INCTA AO/KHbI ObITb PABHbI.

3.3. [na co3pgaHuA AOKYMEHTOB HeobXoAMMO WCNo/b30BaTb CBOOGOAHO pacnpocTpaHAemble
6ecnnaTHble WpUOTLI.

Ons obopmneHns 4OKYMEHTOB PEKOMEHAYETCA UCMOAb30BaTh pasmepsbl wpudtos N 12, 13, 14.

Mpu cocTaBneHnn Tabaunu, AONYCKAETCA MCNOAb30BaTb WPUPTLI MEHLLINX PAa3MEPOB.
(n. 3.3 B pea. UameHeHua N 1, yTB. Mpukasom PocctaHaapTa ot 14.05.2018 N 244-cT)

3.4 A63auUHbIN OTCTYN TEKCTA AOKYMeHTa - 1,25 cm.

3aronoBKku pa3aenos U noapas3genoB NevyaTaroTca C a63aLI,HbIM OTCTYNOM MU UEHTPUPYIOTCA NO
LWNPUHE TEKCTA.

MHOI’OCTpO‘-IHbIe PEKBU3NTbLI NEYaTaoTCA Yepe3 oaunH ME)KCTpO‘-IHbIVI MHTEPBA/, COCTAaBHbIE 4YaCTu
PEKBU3NTOB OTAENATCA AONO/NHUTE/IbHBIM NHTEPBA/IOM.

TeKcT goKymeHTa neyataeTtca yepes3 1 - 1,5 meXKcTpoyHbIX MHTEpBana.

Ecnm JOKYMeHT roToBUTCA 1A U34aHUA C YMEHbLUEHMEM MaCLLITa6a, TEKCT neYyaTaeTca 4yepes ABa
MHTEPBAaa.

NHTepBan mexay bykBamu B C/I0Bax - 0ObIYHbIN.
MHTepBan mexay CoBamM - 04MH npoben.

3.5 TeKCT AOKYMEHTa BblpaBHMBAETCA MO WMPUMHE AncTa (Mo rpaHMLam NeBoro W Npasoro nosen
AOKYMeHTa).

[dnvHa camoli 4 IHHOM CTPOKM PEeKBMU3UTA NPW YI/I0OBOM PACcnoIOXKeHUN peKBUM3UTOB He 6Bonee 7,5
cM.

OnvHa camoi ANMHHOW CTPOKM PEKBM3UTA MpU MNPOAO0/SbHOM PacCrofIOXEeHUN PEeKBUSUTOB He
6onee 12 cm.

3.6 HopmaTMBHbIMW NPABOBLIMW aKTaMM OpraHM3aLMM MOXKeT BblTb NPeayCMOTPEHO BblaeneHne
peksu3nToB "agpecat", "3aronoBoK K TekcTy" uam "noanuck”, a TakxKe oTaenbHbiX GparmeHTOB TEKCTa
NONYKUPHbIM WPUDTOM.

3.7 HopmaTtuBHbIe NpaBOBble aKTbl OPraHM3auuK, a TaKkKe UHble MHOTOCTPAHUYHbIE AOKYMEHTbI
MOTYyT OPOPMAATLCA C TUTYNbHBIM INCTOM. TUTYNbHBIN JINCT AOKYMEHTa 0POPMAAETCA B COOTBETCTBUM C
npunoxKeHuem A.

4 PeKBU3UTbI AOKYMEHTA

Mpu noarotoBke M 0POPMAEHUU LOKYMEHTOB MCMNONb3YIOT PEKBU3UTbI, ONpeaeNeHns KOTopbIX
npuseegeHbl B TOCT P 7.0.8



01 - repb6 (FocypapcTBeHHbI repb Poccuiickont Pegepaummn, repb cybbekTta
depnepaunn, repb (repanbamyecknii 3HaK) MyHULMNANbHOIO 06pa3oBaHusA);

02 - ambnema;

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

04 - kog, bopMbl LOKYMEHTa;

05 - HaumeHOBaHWE OpPraHn3aLmMmn - aBTOpa AOKYMEHTa;

06 - HaMMEeHOBAHWE CTPYKTYPHOrO NOAPa3AeNeHmUA - aBTOPA AOKYMEHTQ;
07 - HauMeHOBaHWe A0NKHOCTM IMLA - aBTOPA AOKYMEHTa;
08 - cnpaBoYHble AaHHble 06 opraHn3aumm;

09 - HaumeHoBaHMe BNAA AOKYMEHT];

10 - paTa 4OKYMEHTa;

11 - perncTpaumoHHbIi HOMepP AO0KYMEHTa;

12 - ccblnlKa Ha PerncTpaLMoHHbIA HOMEpP M AaTy NOCTYNUBLUEro A0KYMEHTa;
13 - mecTo cocTaB/ieHUA (M34aHUA) AOKYMEHT];

14 - rpu¢ orpaHNYeHuns 40CTyna K AOKYMEHTY;

15 - apgpecar;

16 - rpnd yTBEPKAEHMA AOKYMEHT];

17 - 3aron0BOK K TEKCTY;

18 - TeKCT AOKYMEHTa;

19 - oTmeTKa 0 NPUAOKEHUU;

20 - rpud cornacoBaHMs AOKYMEHTa;

21 - BU3a;

22 - noanuch;

23 - oTMeTKa 06 371eKTPOHHON Noanucy;

24 - nevyartb;

25 - oTmeTKa 06 ncnonHutene;

26 - OTMETKA O 3aBEPEHUM KOMUU;

27 - OTMETKA O NOCTYNNEHUN JOKYMEHTa;

28 - pesontoums;

29 - OTMETKa O KOHTpONeE;

Poccuiickol



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

5.1 Tepb6 (FocypapcTBeHHblt repb Poccuiickont Pepepaumnmn, repb cybbekta Poccuitckol
depepaunn, repb (repanbAuMyecKUMii 3HaAK) MyHMLMNANbHOrO 06pa3oBaHMA) BOCNPOM3BOAMUTCS Ha
61aHKax AOKYMEHTOB B cOOTBETCTBUM ¢ PeaepanbHbIM KOHCTUTYLIMOHHbBIM 3aKOHOM OT 25 aekabps 2000
r. N 2-®K3 "O locynapctBeHHoM repbe Poccuitckon degepaumnmn”, 3akoHoaaTeNbHbIMU U UHbIMU
HOPMAaTUBHbIMW MPABOBbIMM aKTamu cybbeKToB Poccuitickoit depepaLMm U HOPMATUBHBIMM NPABOBbIMM
aKTaMM OpPraHOB MECTHOTO CaMoynpaB/eHuUA.

N306parkeHne repba (FocymapcTBeHHoro, cybbekTa Poccuiickon  ®Pepepaumn, repba
(repanbanyeckoro 3Haka) opraHa MeCTHOrO CamoynpaB/ieHWs) MOMELLAeTcs Mo cepeguHe BepXHero
nons 6/1aHKa AOKYMEeHTa Haj, PeKBM3UTAMM OpraHn3aumMm - aBTopa AOKYMEHTa, Ha paccToaHun 10 mm oT
BEPXHEro Kpas aucra.

5.2 dmbnema opraHusauuu, paspaboTaHHas M yTBEpPKAEHHAs B YCTAaHOBNEHHOM MOPAAKeE,
pasmellaeTcd B COOTBETCTBMM C HOPMATMBHbIMM MPaBOBbIMM aKTamMM Ha 61aHKax: [AOKYMEHTOB
denepanbHbiX OpraHOB rocyAapCTBEHHON BAACTM (33 MCKAIOYEHMEM CAy4aeB, NpeaycMaTpUBaloLLIMX
ncnonb3oBaHWe M3obparkeHna MocyaapcTeeHHoro repba Poccuitickoit Pegepaumm), TepputTopmranbHbIX
opraHoe ¢denepanbHbiX OPraHOB rOCYAapCTBEHHOW BAACTWU, FOCYAapPCTBEHHbIX M HErocyAapCTBEHHbIX
opraHusaunini. M3obparkeHne amb1eMbl MOMELLAETCA MO cepeanHe BepxHero nons 6/1aHKka AOKYMeHTa
Hag, PeKBM3UTaMM OpraHn3aLmuy - aBTopa AOKYMEHTa, Ha paccToAaHnM 10 MM OT BepXHero Kpas AncTa.

5.3 ToBapHbliA 3HaK (3HaK 06CAYXMBaHWA), 3apPErucTPpMpPOBaHHbLIA B  YCTAHOBAEHHOM
3aKOHOAAaTeNbCTBOM NOPAAKE, BOCNPOMU3BOAUTCA Ha 6/1aHKax opraHM3aumMii B COOTBETCTBUM C YCTaBOM
(nonoxkeHmem o6 opraHusaumnm). M3obpaxkeHne TOBapHOro 3HaKa (3HaKa obcnyKMBaHMA) NoOMeLLaeTcs
no cepeauHe BepxHero nons 61aHKa AOKYMEHTa Haf PeKBU3UTaMM OpraHM3auuun - aBTopa AOKYMEHT],
AW CNeBa Ha YpPOBHe HaMMeHOBaHWUA OpraHW3auuu - aBTopa [AOKYMeHTa (4onycKaeTcs 3axBaTbiBaTb
YyacTb 21eBOro nos).

Hapagy c TOBapHbIM 3HaKOM (3HaKOM OOCAYyXMBaHMUSA), Ha 6MaHKaX [OOKYMEHTOB MOMKeT
YKa3blBaTbCA KOMMepYecKkoe 0603HavYeHme pUaNYecKoro anua.

5.4 Kog ¢opmbl goKymeHTa NpoCTaBAseTca Ha YHUPUUMPOBAHHBLIX GOPMax AOKYMEHTOB B
cooTBeTcTBMM C O6LIEPOCCUUCKMM KnaccudUKATOPOM ynpasieH4Yeckol aokymeHTauuu (OKYA) wnu
JIOKaNbHbIM KNaccUMPUKATOPOM, pacrnosiaraeTca B NPaBOM BEPXHEM yray paboyero nosns AOKYMEHT],
coctout u3 cnos "®opma no" (HaMmeHoBaHUe KnaccupmrkaTopa) 1 uMdpPoBOro Koaa.

Mpumep - Popma no OKY/ 0211151,

5.5 HaumeHoBaHMe oOpraHusaumMmM - aBTOpPa LOKYMEHTA Ha 6naHKe [OKYMEHTa [O/IKHO
COOTBETCTBOBATb HAaMMEHOBAHWIO OPUAMYECKOrO /MU, 3aKPenNeHHOMY B €ero yypeamTtesibHbIX
AOKymeHTax (yctaBe van nonokeHuu). MNog HaMmeHOBaHMEM OpraHuM3aumMmM B CKOBKax yKasblBaeTcs
COKpalleHHOe HaMMeHOBaHMe OpPraHn3aUmm, eciv OHO NPeayCMOTPEHO YCTaBOM (MONOKEHNEM).

Hag HaumeHoBaHMEM OpraHM3aLmMmM - aBTOpa AOKYMEHTa YKa3blBaeTCA NOJHOE WAM COKpaLLeHHOoe
HaMMeHOBaHMWe BbIWECTOoALLEN opraHn3aumm (Npu ee Hannuum).

5.6 HavmeHoBaHMe CTPYKTYPHOro noApasfesieHuns - aBTopa AOKYMeHTa (B Tom uucne ¢puamana,
oTAeNeHUs, NpeacTaBUTeIbCTBa, KONErMaibHOro, COBELLLATEIbHOTO MM MHOFO OpraHa) UCMo/Ib3yeTca B
6naHKax nucem WM 61aHKax KOHKPETHbIX BMAOB [OOKYMEHTOB COOTBETCTBYIOLMX MNOAPA3AENEHUN
(opraHoB) B COOTBETCTBMM C IOKANbHbIMW HOPMATUBHbLIMKW aKTaMM W YKa3bIBAeTCA NoJ, HAUMEHOBaHUEM
opraHusauum.

5.7 HanmeHoBaHue A0NKHOCTU nnua - dBTOPa OOKYMEHTa UCNOJIb3yETCA B 6naHKax AO/IKHOCTHbIX



ML, 1 pacnosiaraetca noj, HamMeHOBaHMEM OpraHM3aumMm UAM HaumeHoBaHMeM TeppuTopun (Kpas,
obnactn, aBTOHOMHOM 06/1aCTU U AP.), €CAN AOKYMEHT M34aeT PyKOBOAUTEb OpraHa BAacTu cybbekTa
Poccuiickoin depepalmm, myHuumnanbHoro obpasosaHna. HaMmeHoBaHMe A0MKHOCTU AuLa - aBTopa
JOKYMeHTa YKa3blBaeTcA B COOTBETCTBMM C HaMMeHOBaHWEM, MPUBEAEHHbIM B PacnopaamMTenbHOM
JOKYMEHTe 0 HasHaYeHUN Ha JO0NXKHOCTb.

5.8 CnpaBoyHble gaHHble 06 OpraHn3saunmn yKa3biBatoTCA B 61aHKax NMCceM M BKAKOYAKOT: MOUYTOBbIN
agpec opraHumsauunmn (,El,OI'IOﬂHMTEI'IbHO MOXeT YyKa3blBaTbCA agpec mMecCTa HaxoxXgeHuAa ropunanyeckoro
Nnua, eCanm OH HE coBnadaeT C No4YToBbIM a,u,pecow\); HOmMep TEJ'Ie(bOHa, cbaKca, agpec 3J'IEKTpOHHOl7I
noYyThbl, ceTeBoW agpec.

B cocTaB CNpaBOYHbIX AaHHBIX, 33 UCK/IlOYEeHNEM B1aHKOB SOKYMEHTOB OpPraHOB rocyapCTBEHHOWM
B/J1aCTW, OPraHOB MECTHOIO CaMOYMNpaB/eHUs, BK/IOYAKOTCA: Koh opraHusaumm no Oblepoccninckomy
Knaccudukatopy npegnpuatmii u opraHmnsaumin (OKMO), 0CHOBHOM rocy4apCcTBEHHbIM PErMCTPALMOHHbIN
Homep opraHusaumm (OFPH) M MAEHTUGUKALMOHHBIN HOMep Hajoronnatenblymka/Kog npPUUUHbI
MOCTaHOBKM Ha Hasnorosbli yuet (MHH/KMM).

5.9 HauMmeHoBaHMe BMAA AOKYMEHTA YKa3blBaeTcA Ha BCeX AOKYMEHTaX, 3a WCKAIYeHMEM
Aenosbix (cnyxebHbIx) Nnucem, pacnonaraeTcs Nog PeKBU3UTaMM aBTopa AOKYMeHTa (HaMmeHOoBaHWeM
OpraHusauun, HaMmeHOBaHWEM CTPYKTYPHOro NoApasaeneHnsa, HanmMeHoBaHNeM A0XKHOCTM) (Ccm. puc.
B6).

5.10 [JaTta AOKyYMeHTa COOTBETCTBYET Aate noAnucaHua (YyTBepy<AeHWa) AOKYMeHTa MAn aaTe
co6bITUSA, 3adUKCMPOBAHHOTO B AOKYMeHTe. [IOKYMeHTbI, U3AaHHble ABYyMA UK Bosee opraHn3auusamu,
OOMKHbI UMETb OAHY (eguHyto) aaty.

[aTa AOKyMeHTa 3anucbiBaeTcA B NOC/AeA0BaTe/IbHOCTU: AeHb MecAla, Mecal, rof 0AHUM U3 ABYX
cnocobos:

apabcknmn undpamu, pasgeneHHobimm Toukoi: 05.06.2016;
CNnoBecHo-UMdppoBbIM cnocobom, Hanpumep: 5 ntoHsa 2016 .

5.11 PeructpaumoHHbIA HOMep AOKYMEHTa - UMdPOoBOM UAK BYKBEHHO-UNDPOBON NAEHTUPUKATOP
OOKYMEHTa, COCTOALLMIA M3 NOPALKOBOIO HOMepa AOKYMEHTa, KOTOPbIN, N0 YCMOTPEHUIO OpraHU3aLmu,
MOMKEeT [OMONHATbCA UMPPOBbIMM UAM  OYKBEHHBIMM KOZAaMWM (MHAEKCamMM) B COOTBETCTBUM C
MCNoNb3yeMbIMK KnaccudrKaTopamu (MHAEKCOM Aena No HOMEHKNaType AeN, KOAOM KOPPEeCNOHAEHT],
KOAOM [ONIKHOCTHOIO Anua u ap.).

Ha [OKymeHTe, COCTaB/E€HHOM COBMECTHO ABYMs W 6osiee opraHM3auusamMM, MNPOCTaBAAKOTCA
perncTpaunoHHble Homepa AOKYMEHTa, MPUCBOEHHbIE KaXAoW M3 opraHu3auuit. PerMcrpaumoHHble
HOMepa OTAENAKTCA APYr OT Apyra KOCOW 4epToi M MPOCTaBAAIOTCA B NOpPAAKE YKa3aHMA aBTOPOB B
3aro/I0BOYHOM 4acTu UK Npeambyne AOKYMeHTa.

5.12 Ccbiika Ha PeruvcTpaumoHHbli HOMep M AaTty MOCTYMNMBLUErOo AOKYMEHTa BK/AlOYaeT
PerucTpaLmnoHHbI HOMep 1 AaTy BXOAALLErO UHULMATUBHOMO AOKYMEHTa, Ha KOTOPbIN AaeTca OTBeT.

5.13 MecTo coctaBneHusa (M3gaHuA) AOKYMEHTa YyKa3blBaeTCs BO BCEX AOKYMEHTax, Kpome
OeNoBbIX (CNysKebHbIX) NMceM, a TaKKe AOKNAAHbIX, CAYXebHbIX 3anuUCcCOoK W APYrUX BHYTPEHHUX
MHPOPMaLNOHHO-CNPABOYHbIX AOKYMEHTOB.

MecTo cocTaBneHus (M34aHnA) AOKYMEHTa He YKa3blBAeTCs B TOM C/lyyYae, ec/iv B HAaMMeHOBaHUM
OopraHusauMmM NpUCYTCTBYET YyKasaHWe Ha MecToO ee HaxoxaeHua. Mecto cocTaBneHua (M3gaHuA)
AOKYMEHTA YKa3blBaeTCA B COOTBETCTBUM C NPUHATLIM aAMMHUCTPATUBHO-TEPPUTOPUANBbHBIM AENEHMEM.

5.14 Tpud orpaHMyeHUa AOCTyna K AOKYMEHTY MPOCTaB/AETCA B MPAaBOM BEPXHEM Yray NepsBoro



NINCTa OOKYMEHTa (npoekTa [AOKYMeHTa, COMNPOBOAWUTENbHOIO MUCbMa K AOKYMEHTY) Ha rpaHuue
BEPXHEro Mo NPU HaAMUUK B AOKYMEHTE MHbOPMaLMM, AOCTYN K KOTOPOM OorpaHMYeH B COOTBETCTBUM
C 3aKoHoAaTenbcTBOM Poccuiickoit degepaumm.

Bugbl ncnonbsyemblx B OpraHusaummn rpudos orpaHUYeHus AOCTyna AO0J/KHbl COOTBETCTBOBATb
3aKOHOAATeNbHbIM M MHbIM HOPMATUBHbLIM MPaBOBbIM akTam Poccuitickon degepaumnn 1 goxKHbI ObITb
3aKpensieHbl B NIOKa/ibHbIX HOPMATMBHbIX aKTax. B cocTaB rpuda orpaHUYeHUs AocTyna K AOKYMEHTY
BXOAUT oOrpaHuumtenbHaa Haanucb ("Ona  cnykebHoro nosb3oBaHua", "KoHouaeHumanbHo",
"Kommepueckas TanHa" mam ap.), KOTopaa MOMKET AO0MOJHATLCA HOMEPOM 3K3eMNaspa AOKYMEHTa U
APYTMMUK CBEAEHUAMM B COOTBETCTBUM C 3aKOHOAATENLCTBOM Poccumiickoit ®eaepaumu.

[IpmMmep - KoMmmepueckad TaMHa.
9x3. N 2

5.15 AppecaT ucnonb3yerca npu odOpMAEHUM AenoBbiX (CNyKebHbiX) nMcem, BHYTPEHHUX
MHPOPMALMOHHO-CNPABOYHbIX 4OKYMEHTOB (LOKNAAHDBIX, CYKEeOHbIX 3aNUCOK U 4p.).

AppecaTom AOKYMEHTa MOXKeT 6biTb OopraHM3auus, CTPYKTYpHOe noApasjefieHne opraHusaumm,
OONIKHOCTHOE UK PU3MYECKoe NNLO.

PekBu3uT "agpecaT" npoctaBaseTcAa B BEPXHEN NpaBoi YacTu AOKYMeHTa (Ha 6a1aHKe € yrnosbim
pacnofioXKeHNeM PEKBU3UTOB) UM CNPaBa NOA PEKBM3UTaMM BaaHKa (NP NPOA0ABLHOM PACNONOKEHUM
pekBun3nToB 61aHKa). CTPOKM peKkBU3nUTa "aapecaTt” BbIPaBHMBAKOTCA MO IEBOMY KPato UM LEHTPYIOTCS
OTHOCUTENbHO CAMOM AJIMHHON CTPOKM.

Mpyn aapecoBaHUM [OKYMEHTa PYKOBOAUTENO (3aMecTUTeNnto pPyKoBoAMTeNs) opraHusaumu
yKa3blBalOTCA B AaTefibHOM Mafeke HaumeHoBaHMe [O/KHOCTU pykosBoauTens (3amectutens
pyKoBOAMUTENA), BK/OYaloOllee HaumeHoBaHMe opraHu3aummn, u Gbamuaunsa, UHULMAAbE A0KHOCTHOIO
nvua.

[lpumep -
Pyxkopomurenwn denmepalibHOTO
apPXMBHOTO aTr'€HTCTBa
Qammima U.O.

an agpecoBaHnn nnUCbma B OpPraHM3auUio YKa3biBae€TCA e€e TMoJsiIHoe WwWan COKpaleHHoe
HanmeHOoBaHWe B UMEHUTENIbHOM Nagexe.

Mpumepsl
1 PepepanbHOE apXMBHOE areHTCTBO
2 Pocapxwus

Mpy agpecoBaHWM AOKYMEHTa B CTPYKTypHOe noApasjefieHne OopraHuM3auuu B PeKBU3UTe
"aapecat" yKasbiBaeTcA B UMEHUTENIbHOM NageKe HaMMeHOBaHMe OPraHmn3aLLMm, HUXKe - HAMMEHOBaHUe
CTPYKTYPHOTO NoApasaeneHus.

[Ipumep -
denmepanbHOE apPXMBHOE
areHTCTBO

OTnesl TroCynapCTBEHHOM
cJIyx0Obl, KaIpOoB U HaIrpal

an agpecoBaHMn nnUCbMa pPyKOBOAUTENHO CTPYKTYPHOro noapasgeneHunAa YKa3biBaeTCA B
MMEHUTENIbHOM NajexXe HaMeHOBaHune OopraHmsauunun, HMxe - B gateZibHOM nagexe HanmeHoBaHue



AO/KHOCTU PyKOBOAUTENA, BKAKOYaOUWee HaMMeHOBaHWe CTPYKTYPHOro noapasgeneHuA, d)a:vwmmo,
MHUUUManbI.

[lpumep -
AO "Ipoduimp"

PykopomomTe o OOTOBOPHO-
IpaBoOBOTO OTHesa
damvmma U.O0.

MNepea dammnnen [OOMKHOCTHOrO /MUA  AOMNYCKaeTcAa ynoTpebnaTb CoKpalieHue "r-Hy"
(rocnoauny), ecnun agpecaTt My»KUmnHa, UK "r-ke" (rocnoe), ecin agpecar KeHuinHa.

Mpumepbl
1 r-Hy ®amumnana N.0.
2 r-ke ®amnnna N.0.

Mpu paccblike AOKYMEHTa rpynne opraHun3aLmii O4HOro TUNA UK B CTPYKTYPHbIEe NoApa3aeneHuns
O/ HOM OpraHu3aunm, agpecaT yKasbiBaeTcAa 0606LWeHHO.

[TpuMe Pl
1 PyxoBOoOMUTEeJIAM OOYEPHUX
obmecTtr AO "lIpopmip"
2 PyKOBOIMTEJIAM yIpPaBJIEHUN
Pocapxmuea

Mpu paccblike AOKYMEHTa He BCEM OPraHM3aumsam WAW CTPYKTYPHbIM MNoApasgefieHuam nog,
peksusntTom "AapecaT" B ckobKax yKasbiBaeTca: "(no cnucky)".

[lpumep -

PyKOBOOIMUTENAM IOYEPHUX

obmecTtre AO "IIpopwmip"
(mo cnmcky)

B ogHOM gOKyMeHTe He A0/IXKHO bbiTb 6onee yeTbipex agpecatoB. Cnoso "Konua" nepepg BTOpbIM,
TPETbUM, YETBEPTbIM agpecaTaMu He yKasbiBaeTcs. Mpu 6oablieM KONnYecTBe afpecaToB COCTaBAAETCS
CMWCOK (NNCT, yKasaTelb) PACcCbIZIKM LOKYMEHTA, Ha KaXKA0M AOKYMEHTE YKa3blBaeTCsa OAWMH aapecaT uam
agpecat opopmasieTca 0606weHHo.

B coctaB pekBu3auTa "Agpecat" MoOXKeT BXOAUTb NOYTOBbIA agpec. In1eMeHTbl NOYTOBOro agpeca
YKas3bIBalOTCA B MOC/AEA0BATE/IbHOCTW, YCTAHOB/EHHOM [paBuaaMn OKasaHWs YC/yr MOYTOBOM CBA3M,
YTBEPXKAEHHbIMKU NpMKazom MWHMUCTEPCTBA CBA3M M MACCOBbIX KOMMYHMKaUUii Poccuiickoi Peaepaumm
o1 31 niona 2014 r. N 234.

[lpumep -

BCcepoCCUMCKUM Hay4UHO—
MCCJIeNOBATEJIbCKUM MHCTUTYT
OOKYMEHTOBEINEHUs U apxXMBHOTO Ieja
llpobcow3Hasa yia., n. 82,
MockBa, 117393

MoYTOBbLIA aApec MOMKET He YKasblBaTbCA B AOKYMEHTaX, HamnpaB/ifdeMblX B BbICLUME OpraHbl
BAAacCTW,  BbllleCTOAWME  OpraHM3auMM, NOABEAOMCTBEHHblE  OpraHM3auuMM W MOCTOAHHbLIM
KoppecnoHAeHTamM (3a UCK/AOYEHMEeM HamnpasieHUA NUCEM YKasaHHbIM ajpecaTamM B KOHBepTax C
NpPOo3paYHbIMN OKHaMM).



Mpy agpecoBaHUKN JOKYMEHTa GU3NYECKOMY JIMLY YKa3blBaOTCA: GaMUAUA MHULMANbI, NOYTOBbIV
agpec.

Mpumep -

®Pamumana N.0.

CapoBasayn., 4.5, ks. 12,

r. lo6epubl, MockoBcKas 06.., 301264

Mpy OTNpaBKe MMCbMa MO 3/IEKTPOHHOM MoyTe MW NO PpaKCUMUABbHOW CBA3M (6e3 AOCbIKK Mo
noyTe) NOYTOBbLIM aapec He yKasbiBaeTca. Mpu Heo6X0AMMOCTM MOXKET BbITb YKa3aH 3/1eKTPOHHbIN aapec
(Homep TenedoHa/dakca).

[lpumep -

Bcepoccumckuyil Hay4dHO-—
MCCJIeNOBAaTEJIbCKUM UHCTUTYT
OOKYMEHTOBEIEHUS U apxXMBHOI'O Iejia
mail@vniidad.ru

5.16 Mpud yTBEpKAEHMA NPOCTABAAETCA HA AOKYMEHTE B C/ly4Yae ero yTBep:KAeHUA AOMKHOCTHbIM
NIMLOM, pacnopaamnTeNbHbIM AOKYMEHTOM (NOCTaHOB/AEHUEM, PelueHUeM, NPUKA30M, PacnopsKeHem)
WK pelleHnemM KONNermanbHoro opraHa.

Mpnd yTBEPKAEHMA Pa3sMeLLaeTcsa B NPaBOM BEPXHEM YI/y MEepBOro AWcTa AoKymeHTa. CTpoKu
PEKBM3UTA BbIPAaBHUBAIOTCA MO JIEBOMY KPAO UM LLEHTPYHOTCA OTHOCUTE/IbHO CaMOW AJIMHHOM CTPOKM.

Mpn yTBEPKAEHUN AOKYMEHTA AOJIKHOCTHbIM /UUOM Tpud YTBEP)KAEHUS COCTOMT M3 CNoBa
YTBEPXOAK, HaMeHOBaHMA AOMKHOCTM NLLA, YTBEPKAAOLWETO AOKYMEHT, €ro NoAnmcu, MHULWANOB.,
damumanmn n gatbl yTBEPKAEHUA.

[lpumep -

YTBEPXIAI
Pykopomgurens demepaliIbHOTO
APXMBHOT'O aIl'€HTCTBa
Momgnmuce N.0. dammnmsa

ITaTa

Mpu yTBEPKOAEHUM AOKYMEHTA PACNOPAAUTENBHbIM AOKYMEHTOM rpUd YyTBEPKAEHUA COCTOUT U3
cnosa YTBEPXAEH (YTBEPAEHA, YTBEPXAEHbl wunu YTBEPXAEHO), cornacoBaHHoro c
HanMeHOBaHWEeM BMAA YTBEPXKAAEMOro AOKYMEHTa, HAMMEHOBAHUA PacnopaaUTeNIbHOro AOKYMEHTa B
TBOPUTENbHOM NaAEeXKe, ero Aatbl, Homepa.

[TpuMepsl —
1 (PerjaMmeHT) YTBEPXIEH
npukasoMm A0 "IIpopwmip"
or 5 amnpesnig 2015 . N 82
2 (IpaBuna) YTBEPXIEHEL
npmukazoMm AO "lIpodwuip"
or 6 anpensg 2015 r. N 83

Mpu yTBEPXKAEHUM AOKYMEHTa KOJ/ernasbHbiM OpPraHoOM, PeLeHus KOToporo ¢uKCMpyroTca B
npoToKkone, B rpude YTBEPKAEHMSA YKa3biBaeTCs HAMMEHOBaHWE OpraHa, peleHMem KOoToporo
YTBEPXKAEH AOKYMEHT, AaTa U HOMep NPOTOKoNa (B CKOBKaX).

[lpumep -
(IToJtoxeHMe)



YTBEPXIOEHO
CoeeToM nupekTopoB AO "Ipoduip"
(mpoTokoJst oT 12.12.2015 N 12)

5.17 3aro/ioBOK K TEKCTY - KpaTKoe coAep’kaHne AOKyMeHTa. 3aro/loBOK K TeKCTy dpopmyamnpyerca
c npegaorom "0O" ("06") u oTBeYaeT Ha Bonpoc "o yem?"):

- NpUKa3 (0 Yem?) 0 co34aHNKN aTTeCTaLNMOHHON KOMUCCUN;
- NpuKa3s (0 Yem?) 06 yTBEPKAEHUN WITAaTHOrO PacnmncaHus;
- nMcbMo (0 Yyem?) o npegocTaBNeHUU MHOOPMALUMN.

3aronoBoK K TeKcTy odopmaseTca noj peksmsntamm 6naHKa ciesa, OT rpaHMUbl 1eBOro nons. B
yKasax, NOCTaHOB/EHUAX, PeLleHUAX, NpUKasax, U3AaBaeMbIX OpraHamu BAacTW, 3aro/iOBOK K TEKCTY
MoXeT 0dOopMAATLCA Hag TeKCTOM nocepeauHe pabouyero nons [AOKYMEHTa W LEeHTpuUpyeTca
OTHOCUTENIbHO CaMOW AJIMHHOM CTPOKM.

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

5.18. TeKCT OKYMEHTA COCTaBAAETCA HA PYCCKOM A3bIKE KaK rocysapCcTBeHHOM A3blke Poccuitckoi
depepaumn. B opraHax rocyfapcTBEHHOM BAacTM, OpraHax MeCTHOro  CaMOoyMpaB/ieHus,
rocyapCTBEHHbIX y4ypexaeHuax pecnybivK Hapagy C rocygapCTBEHHbIM  fA3bIkoM  Poccuiickol
depepaunmn  MoryT  ynoTpebnsTbCA  rocyfapCTBEHHble  A3bIKM - pecnybauk. B aeaTenbHOCTM
rocyAapCTBEHHbIX OPraHoB, OpraHM3auuii, NpeanpuUATUN U ydpexkaeHui Poccmitckon Pepepauumm
MCMNONb3YOTCA rOCYAAaPCTBEHHbIN A3bIK Poccuiickolt degepaumm, rocyaapcTBeHHble A3bIKU PecnybInK u
WHble A3bIKM HapoaoB Poccuiickon Pegepaunn.

(8 pea. U3ameHeHus N 1, yt. Mpurkasom PocctaHaapTta ot 14.05.2018 N 244-cT)

B TeKkcTe AOKYMEHTa, NOArOTOB/IEHHOM Ha OCHOBAHWM 3aKOHOAATENbHbIX UM UHbIX HOPMATUBHbIX
NPaBOBbIX AKTOB, paHee N34aHHbIX pacnopAanTEeIbHbIX 4OKYMEHTOB, YKAa3biBatOTCA UX PEKBU3UTDI:

- HQUMEHOBaAHUNE AOKYMEHTA, HAMMEHOBAHUNE OPraHM3aunn - aBTopa OOKYMEHTA, AaTa JOKYMEHTa,
pEI'MCTpaLI,MOHHbIVI HOMEP AO0KYMEHTA, 3aroJ1I0OBOK K TEKCTY UM HAMMEHOBaHWE BUAa AOKYMEHTAQ;

- HaMMeHOBaHWe OpraHuM3auMuM WU LOMKHOCTHOTO AMUA, YTBEPAMBLUEro AOKYMEHT, aaTy
YTBEPXKAEHMA OKYMEHTA.

TeKCT LOKYMEHTA MOXKET cofepyKaTb pasgesibl, noApasaesnbl, NyHKTbl, NOAMNYHKTbI, HYMepyemble
apabckmmm undpamu. YpoBHelt pybpuKaLumm TEKCTa He A0IKHO ObiTb 6onee YeTbipex.

B npuKasax TEKCT n3naraeTca oT NepBoro MLa eAMHCTBEHHOro Yucna ("npuKkassisao").

B [OKyMeHTax KonnervanbHbiX M COBeLlaTe/ibHbIX OPraHoOB TEKCT M3naraercs oT TPeTbero Auua
eaMHCcTBEHHOro ymcna ("Konnerus... noctaHosnseT", "cobpanue... pewmnno").

TeKCT nNpPOTOKO/IAa M3naraeTcA OT TPETbero /vua MHOXecTBeHHoro uucna (“cnaywanu",
"BbicTynuaun", "noctaHosuaun", "pewmnan").

B AOKymeHTax, YyCTaHaBAMBAKOWMX MpaBa M 06A3aHHOCTM OpraHM3auui, KX CTPYKTYPHbIX
noapasgeneHnin (NoNoXKeHNe, MHCTPYKLUMA), a TaKKe CoOAepKalLMX onncaHue cuTyaumnin, aHanms GakTos
WK BblBOAbI (aKT, CpaBKa), MCnosb3yeTca GopmMa U3NOMKEHNA TEKCTA OT TPETbEro IMLA eANUHCTBEHHOMO
WA MHOMKeCTBEHHOro umcna ("otaen ocywecrsasetr ¢yHKumu...", "B cocTaB ynpasBneHua BxogAr...",
"Komucema nposena NpoBepky...").

B COBMECTHbIX [OOKYMEHTax TeKCT M3/araetcs OT MepBOro /IMua MHOMKECTBEHHOTO 4mucna
("npukasbiBaem", "pewmnnn").



B aenoBbIx (cny*KebHbIx) NUCbMax UCMOb3YOTCA GOPMbI U3/I0XKEHUA:

- OT nepBOro /uUAa MHOMecTBeHHoro umcna ("mpocum HanpasuTb...", "npeactaBnaem Ha
paccmoTtpeHue...");

- OT TPETbLEro /ML eANHCTBEHHOrO Yncna ("MMUHUCTEPCTBO He Bo3parkaeT...", "obuiecTso cumTaeT
BO3MOMHbIM...");

- OT nMepBOro /uMUa eauMHCTBEHHOro uucna ("cuuTato Heobxoammbim...", "npegnarato
paccmoTpeTsb..."), ecaim nMcbmo 0bopMAEHO Ha A0/IKHOCTHOM H1aHKe.

B TeKcTax LOKYMEHTOB ynoTpebaatoTcsa TOoNbKO oblienpuHATbie abbpeBmnatypbl U rpaduyeckue
COKpaLLeHunA.

Mpu ynotpebneHnun B Tekcte bamununii ML, MUHMLUMANbI YKasbiBatoTca nocae Gamuanu.
B AenoBbIx (cNy*KebHbIX) NUCbMax MOTYT MCMNO/1b30BaThCA:

- BCTyNUTENbHOE obpalLeHue:

YBarkaemblli rocnoauH MNpeacepatens!

YBaxkaemsblli rocnoguH MNybepHatop!

YBaraemsblii rocnogmH Mpoxopos!

YBarkaemas rocrnoxa 3axaposa!

YBaxkaemblt HuKonait Netposuy!

YBaxkaemas Onbra HukosnaesHal!

YBarkaemsble rocnoaa!

B obpalweHnn no A0/KHOCTM HaMMeHOBaHMe AO0/MHOCTM MULIETCA C MPOMMCHON 6yKBbl, B
obpauweHnn no GaMuamMmM MHULMANbI MLA HE YKa3blBaloTCA.

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

5.19 OTMeTKa O MPUNONKEHUN COAEPHUT CBEAEHNA O AOKYMeHTe (QOKYMEeHTax), mpuaaraemom K
OCHOBHOMY AOKYMeHTy (B COMpOBOAMTENbHbLIX MMCbMax, MNPETEH3WAX, aKTax, CrpaBKax W Apyrux
NHPOPMALMOHHO-CNPABOYHbIX AOKYMEHTax) WMAM O TOM, YTO AOKYMEHT ABAAETCA MPUIOXKEHMEeM K
OCHOBHOMY [OOKYMEHTY (B AOKYMEHTax - MPUNONKEHUAX K pPacnopaamMTeNnbHbIM AOKYMEHTaM,
NONOMKEHUAM, MPaBMUAaM, MHCTPYKUMAM, AOrOBOPaM, NaaHam, OTYeTam U Ap. AOKYMEHTaMm).

B conpoBoamTeNbHbIX MMCbMax U APYrMX MHOOPMALMOHHO-CMPABOYHbIX AOKYMEHTaX OTMeTKa O
NPUNONKEHNN 0POPMAAETCA NOL TEKCTOM OT rPaHuMLLbl IEBOTO NOAA CeAyolmMm obpasom:

- C/IN MPUIOXKEHME HAa3BaHO B TEKCTE:
MpunokeHune: Ha 2 n. B 1 3K3.

- ecanm npunoxeHne He Ha3BaHO B TeKCTe Uan ecnau HpMﬂOHEHMﬁ HEeCKO/IbKO, YKa3blBatlOT
Ha3BaHWUA AOKyMEHTOB-I‘IpVI}'IO)'KEHMﬁ, KONIN4eCTBO ZINCTOB U 3K3EeMMNIAPOB KaXXA40ro npuaoxeHna:

[Ipuynoxenue: 1. IosoxeHMe 00 VYNpaBJIEHUM PETMOHAJIBHOT'O KPEeIMTOBaAHMA Ha



5 1. B 1 3k3.
2. CopaBkKa O KaIpOBOM COCTaBe YIpaBJIeHMS PEeTMOHAJIBHOI'O
KpeIuTOoBaHMSA Ha 2 J. B 1 BK3.

- eC/V NPUNoXKeHUe (NPUNoXKeHUs) cOpoLLIOPOBaHbI:
MpunoxkeHune:
ot4yeT 0 HUP B 2 3K3.

- eC/V OOKYMEHT, ABAAIOWMNACA NPUIOKEHMEM, WMEET MPUIOKEHUA C CaMOCTOATE/IbHOM
Hymepaumen cTpaHuLL:

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

- ecnn npunoxeHuem ssnsercad 060cobaeHHbIA 3NEKTPOHHbIA HOCUTeNb (KOMMAKT-4UCK, usb-
dnew-Hakonutenb 1 gp.):

MpunokeHue:
CD B 1 3kKs.

Mpu 3TOM Ha BKAagpllwe (KOHBEpTe), B KOTOPbIM MOMELLAeTCA HOCUTEeNb, YKa3blBaloTcA
HaMMeHOBaHUA AOKYMEHTOB, 3aNMCaHHbIX HAa HOCUTE/b, UMeHa GalioB.

B pacnopagutenbHbIX AOKYMeEHTax (MOCTAHOBNEHMSAX, PELUeHUAX, MPUKasax, PacrnopsKeHusXx),
[OroBOpax, MOJIOKEHWUAX, MPABUAAX, MHCTPYKUMAX U APYTUX AOKYMEHTaX OTMETKa O MPUIOMKEHUM
odopmnseTca cneayowmm obpasom:

- B TEKCTE JOKYMEHTa Npy NepBoM YNOMUHAHUN LOKYMEHTA-NPUIOKEHUA B CKOOKaX yKa3blBaeTCs:
. (npunoxenue) nau ... (npunoxkeHue 1); nepes HOMEPOM MPUNOKEHUA AOMNYCKAETCA CTaBUTb 3HaK
Homepa: ... (npunoxkeHue N 2);

- Ha MepPBOM /IUCTE JLOKYMEHTA-MPUNONKEHNA B NPAaBOM BEPXHEM YI/1y YKa3blBaeTCA:
MpnnoxeHne N 2
K npukasy AO "Mpodunb"
o1 15.08.2015 N 112.

CTPOKM peKkBM3UTA BbIPaBHMBAKOTCA MO SIEBOMY KPalo UAM LEHTPUPYHOTCA OTHOCUTENIbHO Camol
ONVMHHOM CTPOKMW.

Ecv nNpunoskeHnem K pacrnopsaamTesbHOMY OOKYMEHTY ABAAETCA HOPMATMBHbIN MPaBOBOM aKT
WU MHOW LOKYMEHT, YTBEPKAAEMbIA AaHHbIM PacnopagUTe/ibHbIM AOKYMEHTOM, Ha NEpPBOM JiMCTe
NPUNOMNKEHNA NPOCTABAAETCA OTMETKA O MPUIOKEHUM (6e3 CCbINKM Ha PacnopsaaUTENbHbINA LOKYMEHT) U
roud yTBEpP)KAEHWA, B KOTOPOM YKasblBAlOTCA JaHHble pPacnopaguTe/ibHOro AOKYMEHTa, KOTOPbIM
YTBEPKAEH AOKYMEHT-MPUNOKEHME.

Mpumep -
Mpunoxenune 1

YTBEPXOEHO



npukasom AO "Mpodunb"
ot 18.05.2015 N 67

5.20 Mpnd cornacoBaHMsA AOKYMEHTA NPOCTABAAETCA Ha AOKYMEHTaX, COr/1acoBaHHbIX opraHamu
BJACTW, OpPraHM3auvaAMM, AO/BKHOCTHbIMW Auuamu. [pud cornacoBaHua B 3aBUCMMOCTM OT BMAa
AOKYMeHTa 1 ocobeHHoCTel ero 0GopPMIEHUS MOYKET NMPOCTAaBAATLCA:

- Ha MepBOM INCTE AOKYMEHTA (€CAN AOKYMEHT MMEeeT TUTY/bHbIW IUCT, - Ha TUTYNbHOM /IUCTE) B
NleBOM BepxXHeM Yy Ha ypoBHe rpuda yTBepKAeHUA UAN Noa HauMeHOBaHMeM AOKyMeHTa BauxKe K
HUXHEMY Noto);

- Ha nocsiegHemM NnCte JOKYMEHTa No4 TEKCTOM;
- Ha INCTe cornacosaHnA, ABNAOLWEMCA HEeoTbeM/IEMOM YacTbto AOKYMeHTAa.

pud cornacosaHua coctomT u3 cnosa COMJTACOBAHO, AOMXKHOCTM NMLA, KOTOPbIM COr/1acoBaH
OOKYMEHT (BK/to4ana HauMMeHOBaHMe opraHuMsauuu), ero cobCcTBEHHOPYYHOWM NOAMWUCKU, WHWULMAMOB,
damununm, patbl cornacoBaHus.

Mpumep -
COIMNACOBAHO
Ounpektop BHUNOAL
(noanuce) N.0. damunus
[arta

Echn  cornacoBaHue OCYLLECTBAAETCA KOA/MErManbHbiM OpraHom, B rpude cornacoBaHusA
yKa3blBaloT cBedeHnAa 06 opraHe, cornacoBaBllemM AOKYMEHT, AaTe M HoMepe MPOTOKOAa, B KOTOPOM
3adUKCMPOBAHO pellieHne o cornacosaHun. Ecam cornacoBaHue OCYLLECTBAAETCA NMMCbMOM, YKa3blBatoT
BM/, AOKYMEHTa, OpraH13alL Mo - aBTopa AOKYMEHTa, AaTy U HomMep NUcbmMa.

Mpumepbl
1 COIJTACOBAHO

CoBeToM ANPEKTOPOB

AO "Mpoounb"

(npoTtokon ot N_)
2 COrNACOBAHO

nncbmom Pocapxmsa

oT N

5.21 Busa cBMAETeNbCTBYET O COMacuM MAM HeCornacum AONXKHOCTHOro Auua (paboTHMKa) ¢
coaepsKaHMem MnpoeKTa AoKymeHTa. Busoi odpopmnsercs BHyTPeHHee coriacoBaHue AoKymeHTa. Busa
BK/OYaET A0/KHOCTb /INLA, BUM3UPYIOLLEro AOKYMEHT, NMoAnuch, pacwmndposky noanucu (MHULMaNbI,
dbammnunio) n gaty BU3NPOBaHMA.

Mpumep -



PykoBoauTens topmamnyeckoro otgena

Moanuce N.0. Pamunusa

[ata

Mpn HaAMYMM 3aMedaHNI K AOKYMEHTY BU3Yy 0bOpPMAAIOT ceayowmm obpasom:
Mpumep -

3ameyaHua npunaratoTca.

PykoBoauTtenb topmamnveckoro otgena

Moanuce N.0. Pamunusa

[arta

B opraHusauusax, NPUMEHSAIOWNX CUCTEMbl 3NEKTPOHHOMO AOKYMeHTOobopoTa, COornacoBaHue
MOXEeT NPOBOAMTLCA B 3N1eKTPOHHOMN dopme, cornacHo FOCT P NCO 15489-1.

B [AOKyMeHTax, MNOANMHHUKMA KOTOPbIX XPaHATCA B OpraHM3auuu, BM3bl MPOCTaBAAKT Ha
nocnegHem AMCTe AOKYMeHTa Noj noAnucbio, Ha obopoTe nocieaHero AnCTa NoAJMHHUKA AOKYMEHTa
WAWN Ha INCTe cornacoBaHua (BU3NMPOBaHUA), MpUNaraeMom K AOKYMEHTY.

B ucxogawmx AOKYMEHTaxX BU3bl NPOCTABAAIOTCA Ha 3K3emnaapax AOKYMEHTOB, MOMeLlaeMblX B
aeno.

Mo YCMOTPEHUI0 OpraHM3auumn MOXKET MPUMEHATLCA MOJIMCTHOE BU3MPOBAHWME LOKYMEHTA U ero
NPUNOXKEHN.

5.22 Moanucb BK/OYAET: HaMMEHOBaHWE AO/IKHOCTU WL, MOAMMUCHIBAIOWErO AOKYMEHT, ero
cobCcTBEHHOPYUHYO NoANUCH, paclwmdpoBKy noanuck (MHMLMansl, damuana).

[lpumep -
T'eHepaJIbHEIM IOUPEKTOP [lopnuce n.0. dammnmsa

Ecan AOKYMEHT Od)OpMJ'IEH Heé Ha 6J'IaHKe, B HanMmeHOBaHuMe [OO0J/IXKHOCTU BKIKOYAETCA
HanmeHoBaHWe  OpraHusalunun. ﬂOﬂYCKHEKH UEeHTPOBATb HaMMeHOBaHWe  AOO0/IXKHOCTU  /1nUa,
nognuncaswiero 4OKyMeHT, OTHOCUTE/IbHO camom ,D,J'IVIHHOVI CTPOKMU.

[lpumep -
T'eHepallbHEIY IUPEKTOP
AO "Illpodmap" [loonmce n.0. dammnusa

an O(bOpMJ'IeHVIVI AOKYMEHTA Ha 6naHKe AO/IKHOCTHOIO inda A0/1KHOCTb 3TOro imua B noanmncu
HEe YKa3blBaeTCA.

[Ipymep - [loonuce n.0. dammima

an noanMCaHnnM AOOKYMeEHTa HECKONIbKUMU OONKHOCTHbIMU NNUaMU, 3aHUMMAOWMMKU pa3Hoe
nonoXxeHume, nx noanncm pacnonaratoTca ogHa nona Aperﬁ B nocnenoBaTte/ibHOCTU, COOTBETCTBytOLLI,EVI
MepapXMM3aHMMaeMHXAOﬂHHOO€ﬁ.

[Ipumep -
IMPEeKTOp MHCTUTYTa [lopgnmce n.0. dammnma
T'naBHEM OyxTajTep [loonmce n.0. dammnmsa



Mpn noanucaHUM [OKYMEHTA HECKOJbKUMMU NINLAMKU  PABHbIX AOHHHOCTG% nx nognucu
pacnonaratoTca Ha O AHOM YpOBHe.

[lpumep -
3amMecTuUTesNb OMpPEeKTopa IO GOMHAaHCOBHM BOIpPOCaM Nomnmuce MN.O0. dammnmsa
3aMecTuTeslb OMPEeKTOopa 10 aIMMHMCTPAaTMBHEIM BbBomnpocam llomnmuce M.O. damMmima

B AOKYMeHTaXx, COCTaBJ/IEHHbIX KOMMCCMEﬁ, B MNOo4nnCU YKa3biBaeTCA CTaTyC JMua B COCTaBe
KOMUCCUMN.

[Ipumep -

[lpencenaTesyib KOMUCCUMA [loonmce n.0. dammnusa

UJjieHEl KOMMCCUU [Tonnuce n.0. dammnmsa
[loonmchb n.0. dammnmsa
[Toonmce n.0. dammiimsga

an nognnMcaHnn AOOKYMeEHTa JNLOM, UCNOJTHAKOWNM 06a3aHHOCTU pyrosoauTena, noanumcb
Od)OpMJ'IﬂeTCﬂ C YKa3aHuem Ctatyca 40/IKHOCTHOIO /imua B COOTBETCTBUU C MPUKA3OM (pacnopﬂmewem).

[Ipumep -

JI.0. T'eHepallbHOT'O IOuMpekKTopa llomnmchk n.0. dammnusa
VIJIN &

JicnonHaIUM OOSA3aHHOCTHU

TeHepaJyIbHOTO IOMPpEeKTOopa [lopnuce n.0. dammnmsa

Mpy nognucaHuM [AOKYMEHTa /IMUOM, MMEIWMM MpaBo MNOAMNUCM B CAy4ae BPEMEHHOro
OTCYTCTBUA PYKOBOAMTENA, UCMIPABAEHNA B HAMMEHOBaHWE A0MXKHOCTM U paclundpoBKy damuanm yxe
NOArOTOBNEHHOIO M COrMacOBAaHHOMO MPOEKTa AOKYMEHTa BHOCATCA OT PYKM MAM C MUCMO/b30BaHUEM

n 1

COOTBETCTBYIOWMX LWTamMnoB. He AonyckaeTcA CTaBWMTb KOCylo 4epTy, Hagnuce "3a" nepepg
HauMeHOBaHWEM AO/IKHOCTM MLA B MOANUCK, €CIU AOKYMEHT NOAMNMUCbIBAET MHOE AO/IKHOCTHOE NNLO.

5.23 OTtmeTKa 06 31eKTPOHHOM MOoAMWCUA MCNOAb3yeTcA MpU BU3yaauU3aLUKU 3NEKTPOHHOro
JOKYMeHTa, NoANMCaHHOro 3/1eKTPOHHOM NOANNUCHLIO, C cObaoAeHNEM cneayoLmxX TpeboBaHuit:

a) MECTO pasmelleHnA OTMETKU 06 3ﬂeKTpOHHOﬁ noannucn AOO0NXKHbl COOTBETCTBOBATb MECTY
pasmeleHnA COﬁCTBEHHOpyLIHOﬁ noanncu B aHa10rM4YHOM AOKYMEHTE Ha 6YMa)KHOM HOcutene,

6) anemeHTbl OTMETKM 06 3/IeKTPOHHOW MOANUCK AONMKHbI ObITb BUAUMBIMU U YMTAaEMbIMU MPU
0TO6paKeHUN AOKYMEHTa B HaTYpaNbHOM pasmepe;

B) 9/1eMeHTbl OTMETKM 06 3/1eKTPOHHOM NOAMUCK He JO/XKHbI NEePEKPbIBATLCA UM HaKNaAbIBaTLCA
Apyr Ha Apyra;

r) 3neMeHTbl OTMETKM 06 3/1eKTPOHHOM MOAMNUCU He AO0/KHbI MepPeKpbiBaTb 3/1€MEHTbl TEKCTa
AOKYMEHTa U gpyrne oTMETKM 06 3NeKTPOHHOM noanucu (Npy Haanumm).

OTmeTKa 06 3/71EKTPOHHOWM MOANUCM B COOTBETCTBMM C 3aKOHOAATENbCTBOM  PoccuidcKoi
depepaunn BKAoYaeT ¢pasy "[OKyMeHT mognucaH 31eKTPOHHOM nognucbio”, Homep cepTudmKaTa
K/JloYa 3NEKTPOHHOM noanucy, GpamMuaunio, UMs, OTYECTBO BfaAesnbla cepTuduKaTa, CPOK OeiCcTBUA
cepTndurKaTta Katoya 31eKTPOHHOM noanucu. OTmeTKa 06 31eKTPOHHOM MOANUCKU MOMKET BK/YaTb
n3obparkeHue repba, amb6aembl opraHa BnacTu (opraHnsaLmm), TOBapHOro 3Haka (3HaKa ob6cnyKnBaHuUA)
OpraHu3aunn B COOTBETCTBUM C A€NCTBYIOLMM 3aKOHO4ATENbCTBOM.

Mpumep -

OMbie— JOKYMEHT TIOHIMCAH
Ma SJIEKTPOHHONM TOOINCKIO



HammMmeHOBaHMe | OpTraHa
OOJIXHOCTHM |BJjlaCTHU H.H. HuxoJjiaesn

Ceprudburar 1alllaaa000000000011
Branmesneny HukojsiaeB Hwmkosam HukosaeBuu
IOemcrBuTresyed ¢ 01.12.2012 mo 01.12.2017

5.24 TMeuyaTb 3aBepAeT MNOAJAMHHOCTL MNOAMNWUCU [O/KHOCTHOIO /MUA@ Ha  JOKYMEHTaX,
YAOCTOBEPAIOLWMX NPaBa N, PUKCUPYIOLWMX (aKTbl, CBA3aHHbIe ¢ GUHAHCOBLIMM CPEACTBAMM, a TaKKe
Ha WHbIX AOKYMEHTax, NpeaycMaTpuBalOWLMX 3aBepeHMe MNoAnWCUM MeyaTblo B COOTBETCTBUM C
3aKoHogaTenbcTBOM Poccuiickont deaepaumm.

JOKyMeHTbl 3aBepsAloT MeyaTblo oOpraHM3aumu. [leyaTb NpPOCTaBAAETCA, He 3axBaTbliBan
cobCcTBEHHOPYYHOM noAnucU nuua, NoAnuCcaBlUero AOKYMEHT, MAM B mecTe, ob6o3HayeHHom "MIM"
("MecTo neyatn").

5.25 OTmeTKa 06 ncnonHuTene BKAYaeT GamuaNIO, MMA U OTYECTBO MCMNONHUTENA, HOMEpP ero
TenedoHa. OTMeTKa 06 UCNONHUTENE MOKET AOMNONHATLCA HAMMEHOBAHUEM A0XKHOCTU, CTPYKTYPHOrO
noApasfeneHnn 1 31eKTPOHHbIM aapecom UCMOAHUTENSA.

OtmeTKa 06 ucnonHutene obopmaneTca Ha JNLLEBON CTOPOHE MOoC/ieAHEero AMCTa AOKYMeHTa oT
rpaHuLbl N1€BOro NoAs WUAW, NPU OTCYTCTBUM MECTa, - Ha 06OPOTHOM CTOPOHe BHM3Y cneBa. Hanpumep:
3abennH UeaH AHgpeeBud, KoHTposbHOe ynpasfeHue, Begywuit cneumanuct, +7(495) 924-45-67,
Zabelin@gov.ru

OTmeTKa 06 UCNoNHUTENE MOXKET 0POPMAATLCA KaK HUMKHUIA KONOHTUTYA U NeYaTaTbea WpndTom
MeHblLLEero pasmepa.

5.26 OTmeTKa O 3aBepeHun Konuu odopmaseTcs ANs NOATBEPNKAEHUSA COOTBETCTBUS KOMUU
OOKYMeHTa (BbIMUCKM U3 AOKYMEHTa) NOAJAMHHUKY AOKymeHTa. OTMeTKa O 3aBepeHuMM Konuu
NpocTaBAAETCS NoJ PeKBM3MTOM "mognuch” M BKAOYaeT: cnoBo "BepHo'; HaMMeHOBaHME AO0/IKHOCTU
LA, 3aBepPMBLUErO KOMWIO; ero cobCTBEHHOPYUYHYI MOoAMNUCh; paclunMdpoBKY noanucu (MHUUMansI,
damununio); aaTy 3aBepeHus Konum (BbIMUCKU U3 SOKYMEHTA).

[Ipumep -

BepHo

VHCIEeKTOP CJyX0OBl KaIpOB [Toonmce n.0. dammnmsa
ITaTa

Ecnn Konus BblaaeTca ANA NpeAcTaBAeHUA B APYTY0 OpraHM3aumnio, OTMETKa O 3aBepPeHMM Konum
OONOMHAETCA HaANUCbId O MecTe XpaHeHMA [OKYMeHTa, C KOToporo 6blna M3roToB/eHa Konwua
("MoANMHHMK [OKYMeHTa HaxoguTca B (HammeHoBaHWe opraHusauuu) B gene N ... 3a ... rog") u
3aBepAeTcA nevyaTblo opraHn3aLmu.

[na npoctaBneHna OTMETKM O 3aBEePEHUN KOMUU MOXKET MCNOAb30BaATLCA WTamMn.

5.27 OTmeTKa O MNOCTYMAEHMM AOKYMEHTa CAYXKUT ANA MNOATBEPXKAEHWA ¢aKTa MnocTynaeHun
AOKYMEHTa B OpraHvM3auuio M BK/AKOYaeT AaTy MOCTYN/JeHUA M BXOAAWMN PEerMcTpalMoHHbIM HoMep
AOKymeHTa. Mpy HeobXoAMMOCTM OTMETKA O MOCTYMAEHUM MOKET AOMOJHATLCA YKasaHMEM BpemeHM
NOCTYN/JIEHUA B Yacax U MUHYTaxX U cnocoba AOCTaBKM SOKYMEHTA.

OTmeTKa o NOCTYyNNEHUNN OOKYMEHTA MOXET NPOCTAaB/IATLCA C NTOMOLbIO WTamna.

5.28 Pe30/1t0uMA COAEPKUT YKasaHWe Mo UCNOJHEHUIO AOKYMeHTa. Pesontouna opopmaseTcs Ha
cBoboaHOM MmecTe pabouyero nona AOKYMeHTa, Ha 61aHKe Pe3oaoUUn MM BHOCUTCA HENOCPeaCTBEHHO
B CUCTEMY 31EKTPOHHOIO AOKYMeHToobopoTa.



Pesontoums BKAOYaeT: GamMUAUIO, UHULMANbI UCNONHUTENA (MCNoNHUTeNel), nopyyeHue no
OOKYMEHTY, Npu HeobXoAMMOCTU - CPOK MCMOJSIHEHWUA, MOAMNUCL NNLA, BbIHECLLIEro pes3o/ouumio, AaTty
pe3onoLUmnm.

Mpumep -
®amunuma N.0.
Mpowy noarotosBuTb NpeanoxexHna K 10.11.2016.

MNoanuce

[ata

5.29 OTmeTKa O KOHTpoJie CBMAETE/IbCTBYET O MOCTAaHOBKE [JOKYMEHTAa Ha KOHTPO/b,
npocTaBnseTcs wWramnom "KoHTpob" Ha BEpXHEM MoJie AOKYMEHTa.

5.30 OtmeTKa o HanpaB/1eHNN OOKYMEHTA B AeN0 onpeaenaetr MeCto XpaHeHNA AOKYMEHTa nocne
3aBepuweHuna p360TbI C HMM M BKAOYaeT: cnosa "B ,D,EJ'IO“, MHAOEKC gena no HOMEHKnNnatype Aen, B
KOTOpOe nomewaeTca OOKYMEHT Ha XpaHeHue, C yKa3aHumem roaa, AOJ/IXKHOCTU NULa, Od)OpMMBLLIeI'O
OTMETRY, noAnncu, Aatbl.

[Ipumep -

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

3aB. OTHOEJIOM KOPIOPATUBHEIX INPOEKTOB
[Tognmcoe ITaTa

OTmeTKka o HanpaB/1eHNUN AOKYMeHTa B Ae/I0 MOXeT AOMNOJIHATbLCA KPaTKMMKU cBegeHnamum o
XapaKTepe UCNOZIHEHNA OOKYMEHTa.

6 BNaHKK A,OKYMEHTOB

6.1 Onsa usrotoBneHua 61aHKOB AOKymeHTOB, cornacHo FOCT P 7.0.8, ucnonb3yetcs bymara
dopmatos A4 (210 x 297 mm), A5 (148 x 210 mMm); AN U3roTOBAEHUA BNAHKOB PE30/IoLNIA UCNONb3yeTcs
6ymara popmaToB A5 (148 x 210 mm), A6 (105 x 148).

Kaxkabii nncT gokymeHTa, oQOpPMAEHHbIM Ha 6naHke unu 6e3 Hero, AOMKEH MMETb MOAA He
MeHee:

20 mm - neBoE;
10 mm - npaBoe;
20 mm - BepxHee;
20 MM - HUXKHee.

JoKymeHTbl AnntenbHbix (cebiwe 10 neT) cpoKoB XpaHEeHWUs A0IKHbI UMETb 1eBOE MNoJIe HE MeHee
30 mm.

6.2 OpraHuM3auMM MCNONbL3YIOT 6/1aHKU [OKYMEHTOB, U3roTOB/JEHHbIE Ha BymaxXHOM HocuTene
(6naHkn poKymeHTOB deaepanbHbIX OPraHOB rOCyAapCcTBEHHOW BAAacTU C  BOCMPOU3BEAEHUEM
FocypapctBeHHoro  repba  Poccuiickon — depepaunu  U3roTaBAMBalOTCA  Noaurpadpuyueckmmm
npeanpuUATUAMKU, UMEWUMU  CcepTUPUKATbl O  HAIUUMM  TEXHUYECKUMX U TEeXHONOTM4YecKux
BO3MOXHOCTEN A1 KaueCTBEHHOrO U3roTOB/EHMA YKa3aHHOro BMAa NPOAYyKUUKU) M/UAKN INEeKTPOHHbIe
WabnoHbl 61aHKOB. BlaHKM Ha ByMarKHOM HOcUTene U 3N1eKTPOHHbIe WabaoHbl 61aHKOB A0AXKHbI ObITb
WMAEHTUYHbI MO COCTaBY PEKBU3UTOB, MOPAAKY UX PACMOJIOKEHMUA, FapHUTYpam WwWpnoTa.



BnaHKku AOKYMEHTOB Ha 6YMa)KHOM HOCuUTene W  3/1IEKTPOHHbIE WwabnoHbl 6naHKOB
M3rotTaBanBardTCA Ha OCHOBAHMM MaKeTOB 6ﬂaHKOB, yTBEPXKOAEMbIX pyKOBOAUTE/IEM OPraHU3aLUN.

BnaHKM AOKYMEHTOB cneayeT U3rotasnMBeath Ha 6enolt bymare nam bymare CBET/IbIX TOHOB.

ONeKTpOHHble  WabnoHbl  61aHKOB  AOKYMEHTOB  [0/XHbI  6biTb  3alluileHbl  OT
HeCaHKLUNOHNPOBAHHbIX U3MEHEHWIA.

6.3 BnaHKkM OOKYMeHToB odopmasaloTca B cOOTBETCTBUM C MpunoxkeHnem 6. OpMeHTUPOBOYHbIE
rPaHULbl 30H PacrnofioKeHUA PEKBM3UMTOB 0003HayeHbl MNYHKTMPOM. Kaxpaa 30Ha onpeaensercs
COBOKYMHOCTbIO BXOAALLUX B HEE PEKBU3UTOB.

6.4 B 3aBMCMMOCTM OT PacMo/IOXKEHUA PEeKBM3UTOB YCTAaHAB/AMBAETCS ABa BapuaHTa 6/1aHKOB -
yrnosoi (pucyHok b.1) n npoaonbHbIN (pUcyHoK B.2).

6.5 Peksuantbl 01, 02, 03 pacnonaratoTca Ha BePXHEM Mone AOKyMeHTa Hag peksusmtom 05 no
cepenmHe 30Hbl, 3aHATOM STUM PEKBU3UTOM.

PekBun3nT 03 MOXKeT pacrnonaratbca CieBa Ha ypoBHe peksusuTa 05.

Peksusnutbl 05, 06, 07, 08, 09, 13, orpaHunuymTenbHble OTMETKM anAa peksusmtos 10, 11, 12 B
npegenax rpaHuL, 30H PacnonoXKeHUss PEKBU3UTOB PasMeLLL.atoTca O4HMM U3 cnocobos:

- LEHTPOBaHHbIM (Ha4yaNo M KOHeL, KaxK4olM CTPOKM PEeKBM3UTOB PAaBHO yAaneHbl OT FPaHuL, 30HbI
PacnoNoKeHUA PEKBU3UTOB);

- ¢narosbiM (KarKaana CTPOKa PEKBU3UTOB HAUMHAETCA OT JIEBOW rPaHuLLbl 30Hbl PACMONONKEHUA
PEKBU3NTOB).

6.6 YcTraHaBAMBaoTCA cneaytolume suabl 61aHKOB JOKYMEHTOB OpraHn3aumu:
- 06wWni1 BnaHK;

- 6NaHK NUCbMa;

- 6N1aHK KOHKPETHOro BUAA AOKYMEHTa.

HopmaTMBHbIMW MPABOBbIMW AKTaMW OpPraHuU3auMm YCTAHABAMBAKOTCA BUAbl MNPUMEHAEMbIX
6NaHKOB U UX Pa3sHOBUOHOCTH (61'IaHK NMUCbMa CTPYKTYPHOro nogpasaeneHusa, 61aHK nucbma
AO0/IKHOCTHOIO 2inuya, 61aHK NnpukKasa, 6naHK pacnopAaxeHwuA, 6.1aHK NPOTOKOJ1a N ,u,p)

O6pasubl 61aHKOB OKYMEHTOB NPUBEAEHbI B NPUIOXKeHUN b.

6.7 Obwwii 6iaHK MCNob3yeTcA A1A U3rOTOBNEHMSA /ItobbIX BUAOB AOKYMEHTOB, KpOMeE AE/10BOro
(cny»kebHoro) nucbma.

O6wmin 6NaHK B 3aBUCMMOCTM OT Y4YpeauTesIbHbIX AOKYMEHTOB OPraHW3auMn W JIOKANbHbIX
HOPMaTUBHbIX aKTOB BK/toYaeT peksnsntbl 01 (02 naum 03), 05, 06, 07, 13 1 orpaHUUYUTEIbHbIE OTMETKM
ana peksmsutos 10, 11, 16, 17.

BnaHK nucbmMa B 33aBMCMMOCTM OT Yy4YpeauTeNbHbIX AOKYMEHTOB OpraHvM3auyu M NOKasbHbIX
HOPMAaTUBHbIX aKTOB BK/toYaeT peksuantbl 01 (02 uam 03), 05, 08, orpaHMuUTEIbHbIE OTMETKU OS5
peksusutos 10, 11, 12, 15, 17. baaHK NUCbMa CTPYKTYPHOro noapasgeneHna AonoSHUTENbHO BKAKOYaeT
peksmsnT 06, 61aHK NMCbMa A0/IKHOCTHOIO NLA - pekBu3nuT 07.

BNaHK KOHKPETHOro BWAAa [AOKYMEHTa, KpPOMe MMCbMa, B 3aBUCMMOCTM OT YyypeguTesibHbIX
AOKYMEHTOB OpraHM3auMu M N0KanbHbIX HOPMATMBHbIX MPABOBbIX aKTOB BK/AlOYaeT pekBu3autbl 01 (02



nnu 03), 05, 09, 13 1, NpU HEOBXOAMMOCTU, OrPaHNUNTE/IbHbIE OTMETKM ANA FPaHUL, 30H PaCnoN0KeHNs
peksnsutos 10, 11, 16, 17. bnaHK KOHKPETHOrO BMAA AOKYMEHTA CTPYKTYPHOro nogpasaeneHus
AOMONIHUTENIbHO BKAtOYAET pekBu3uT 06, 61aHK A0MKHOCTHOIO AnLa - pekeusunT 07.

6.8. B opraHax BnactM v opraHusauumsax pecnybamk Poccuiickoint Pepepaumm, MCNOMb3YHOLLMX
HapA4y C PYCCKMM A3bIKOM KaK rocyaapCTBeHHbIM f3blIKoM Poccuiickoin deaepaumnmn rocyaapcTBeHHbIN
A3bIK (rocyAapCcTBeHHble A3bIKK) pecnybivK, UCNONb3YTCA 61aHKM AOKYMEHTOB Ha PYCCKOM f3blKe U
rocyAapCTBeHHOM f3blke (rocyAapcTBeHHbIX A3blKax) pecnybauK: yraosble (pPeKBM3MTbl 6aHKa
pacrnonaratloTca Ha OAHOM YPOBHE: HAa PYCCKOM fA3blKe - C/eBa, Ha roCyAapCTBEHHOM A3blKe
(rocypapcTBeHHbIX fA3blKax) pecnybauKk - cnpasa) MAM NPoAoJibHble (PEKBU3UTbI BNaHKA Ha PYCCKOM
A3bIKe - CBEPXY, PEKBU3UTbI BaHKA Ha rocyAapCTBEHHOM A3blKe (rocyAapCTBEHHbIX A3blKax) pecnybuK -
HUXKe).

[na nepenuckn ¢ MHOCTPAHHBIMW KOPPECMNOHAEHTAMM WMCMOAbL3YHOT OM1aHKM Ha ABYX A3blKax -
PYCCKOM M aHFMIACKOM (NpunoxkeHne B.8) Mam MHOM MHOCTPaHHOM A3bIKE.
(n. 6.8 B pea. UameHeHua N 1, yTB. Mpukasom PocctaHaapTa ot 14.05.2018 N 244-cT)

MpunoxkeHne A

(cnpaBouHoe)
PACNONOXEHUE PEKBUSUTOB HA TUTY/IbHOM JIUCTE AOKYMEHTA
HamuMeHOBaHMEe OpTaHM3aLUM
T'pud coryacoBaHMA IOKYyMeHTa Tpud yTBEpPXIOEHMS IOKyMeHTa
HammMeHOBaHMe BHMIa IOOKyMeHTa
3aroJIOBOK K TEKCTY
T'pud coryacoBaHMA IOOKYyMeHTa
MecTo cocTapJjieHMA (M3OaHMA) OOKyMEeHTa — I'OI M3OaHMsa INOKYyMEeHTAa

PucyHok A.1 - PacnonoxeHne peKBU3UTOB Ha TUTY/IbHOM
INCTe AOKYMEHTA

Mpunoxenune b
(cnpaBouHoe)

CXEMbI PACIMNOJIOXEHMA PEKBU3UTOB JOKYMEHTOB
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PucyHok B.1 - PacnonoxeHne peKBU3UTOB N rpPaHunL,bl 30H
Ha popmaTe A4 yrnosoro bnaHKa
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PucyHok B.2 - PacnonokeHne peKBM3nUTOB U rpaHuLLbl 30H
Ha ¢opmate A4 npoaonbHoro 61aHKa

MpunoxeHune B



OBPA3Lbl BJIAHKOB JOKYMEHTOB

Pocapxuse

denmepasibHOEe OHIXETHOE yUpexXIeHMte
"BCEepOCCUMCKUN HAYUHO-MCCJIeNOBATEJIbCKUM MHCTUTYT
IOOKYMEHTOBEIEeHUS M apXMBHOTO neja"
(BHUMIAL)

(cnpaBouHoe)

MockeBa

PucyHok B. 1 - O6pasel, obuiero 61aHKka opraHusaumm

Pocapxus

denmepanbHOEe OBIXETHOE yUpPeXIeHMue
"BCepOCCUMCKUM HaAyUHO—
MCCJIENOBATEJILCKUM MHCTUTYT
OOKYMEHTOBEIOEeHUA M apXMBHOTO zneja'
(BHMMIAL)

lIpodcowzuasg yna., n. 82, Mockea, 117393
Ten./baxc (495) 718-78-74
e-mail:mail@vniidad.ru; http://www.vniidad.ru
OKIIO 02842708; OI'PH 1027700380795;
VIHH/KIII 7708033140/771001001

N

Ha N oT

PucyHok B.2 - O6pasel, yrnosoro 61aHKa NMcbMa opraHnsaumm

Pocapxus

depepanbHoe 6l0aXKETHOE yupexXaeHue
"BcepoCcCMMCKUIN HAyYHO-UCC1IeA0BaTENIbCKUIA UHCTUTYT
DOKyMeHTOBeAeHUA 1 apxusHoro gena" (BHUULOAL)

Npodcoto3Has 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/KMNN 7708033140/771001001

Ha N oT

PucyHok B.3 - O6pasel, npoaoabHOro 6aaHKa NMcbma opraHM3auum



Pocapxus

depepanbHoe 610aKeTHOE yupexaeHue
"BcepoCcCMMCKMIA HAY4YHO-UCCNEA0BaATENIbCKUIA UHCTUTYT
AOKYMEHTOBEeAEHUA U apXUBHOro gena”

(BHUMAAR)

AOUPEKTOP

Npodcoto3Has 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 - Obpaseun npoaonbHoro 61aHKka nMcbma
OONIKHOCTHOTO nua

Pocapxus

depepanbHoe 6l04KETHOE yupeaeHue
"BcepoCcCMMCKUIN HAyYHO-UCCeA0BaTENbCKUIA UHCTUTYT
OOKYMeHTOBeAeHUA U apXMBHOro gena"

(BHUMAAR)

OTPAC/IEBOW LIEEHTP MNOBbILLEHUA KBAIMOUKALIUN

Npodcoto3Has 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; OIr'PH 1027700380795;
MHH/KMNN 7708033140/771001001

Ha N oT

PucyHok B.5 - Obpaseu npogonbHoro 61aHKka nucbma
CTPYKTYpPHOro noapasaeneHuns

Pocapxus



denmepanbHOEe OBIXETHOE yUpPeXIeHMue
"BcepoCcCUMCKMM HAy4YHO-MCCJIeOOBaTEJIbCKUM MHCTUTYT
OOKYMEHTOBEIOEeHUA M apXMBHOTO neja'
(BHUMIAL)

[IPUYKA3

MockeBa

PucyHok B.6 - Obpa3sel, 61aHKa KOHKPETHOro BUAA
AOKYMEHTa opraHusaumnm

Pocapxuse
demepalibHOe ONIXETHOE yupexIeHUe
"BcepoCcCHUMCKMM HAYy4YHO-MCCJIeOOBaTEJIbCKUM MHCTUTYT
IOOKYMEHTOBEIEeHUS M apXMBHOTO neja"
(BHUMIAL)
IVNPEKTOP

PACIIOPAXEHME

MockBa

PucyHok B.7 - Obpasel, 6/1aHKa KOHKPETHOro BUAA AOKYMEHTA
OO0MKHOCTHOrO Anua

Pocapxus

depepanbHoe 6l0AKETHOE yupexXaeHue
"BcepoCcCMMCKUIN HAyYHO-UCCIeA0BaTENbCKUIA UHCTUTYT
OOKYMEHTOBEAEHUA U apXUBHOro gena”

(BHUMOAL)

Mpodcoto3Has ya., a. 82, Mocksa, 117393
Ten./dakKc (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 - O6pasel, NnpoaoabHOro 6aaHKa NMcbma opraHM3auum
Ha ABYX A3blKax

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

Kntoyesble cnosa: OpraHn3saunoHHO-pacnopaanTe/ibHaA AOKYMEHTALUA, ocbopmneHme AOKYMEHTa,
61aHK AOKYMEHTQA, PEKBU3IUT OO0KYMEHTA




