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5 B HacToswem cTaHdapTe peanun3oBaHbl HOpMbl dedeparnbHbiX 3akoHoB OT 27 wuonsa 2006 r. N
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* HacTtosiliee nagaHve sameHsieT Bce npeablayLine usgaHusi 4aHHOro cTaHgapTa.

lpasuna npumeHeHUsi Hacmosiue2o cmaHdapma ycmaHoesieHbl 8 cTatbe 26 PenepanbHOro 3akoHa
ot 29 moHa 2015 r. N 162-®3 "O craHgapTtusaumm B Poccuickon depepaumn”. UHpopmauus o6
UBMEHEHUSIX K HacmosiuieMy cmaHOapmy rybnukyemcsi 8 exe200HOM (110 cocmosiHulo Ha 1 siHeaps
mekyujeeo 200a) UHopMayUuoHHOM yka3amere "HauyuoHarnbHble cmaHdapmbl”, a ouyuanbHbIl mekcm
U3MEHEeHUU U rornpasokK - 8 eXXeMeCsI4YHOM UHGOpMaUuUOHHOM yKa3amerne "HayuoHarnbHble cmaHdapmei”. B
crny4ae nepecmompa (3aMeHbl) Uiy 0mmMeHbl Hacmosiu,e2o cmaHdapma coomeemcemeayioujee yeedoMieHue
bydem onybnukogaHo 6 6rnuxaluweM 8biyCKe EeXeMeCsYHo20 UHQOPMayUOHHO20 yKaszamerss
"HayuoHanbHble  cmaHOapmbl”. Coomeemcmeyowass UHgopmayusi, yeedoMmsieHUe U  MeKCcmbl
pasmewaromesi 8 UHOPMayUoHHOU cucmeme obuje2o nonb308aHus - Ha oghuyuanbHOM calime
®eldeparnbHO20 azeHmcmea 0 MEXHUYECKOMY peayriuposaHuro U memporioauu 8 cemu VIHmepHem
(www.gost.ru)
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HacTtoswuin ctaHgapT pacnpocTpaHseTCcs Ha OpraHvM3auMOHHO-pacnopsaguTernbHble  JOKYMEHTHI:
yCTaBbl, MOMOXEHUS, MNpaBuna, WHCTPYKUMM, perfaMeHTbl, MOCTaHOBMEHUsl, pacropsiKeHus, MpuKasbl,
peLleHunsl, NPOTOKOMbI, OOrOBOPbI, akTbl, MUCbMa, CNpaBkM M Ap. (ganee - OOKYMEHTbl), B TOM u4ucre
BkrtoyeHHble B OK 011-93 "O6wepoccuiicknin knaccudpumkaTop ynpaenendyeckon gokymeHtauum" (OKYL),
knacc 0200000.

HacTtosiwuin ctaHgapT onpedensieT cocTaB PeKBU3UTOB AOKYMEHTOB, NpaBuia ux opopmMreHmus, B TOM
yucne ¢ NpUMeHeHneM MHAPOPMAaLIMOHHBIX TEXHOMOIMIA; BUAbl 6NaHKoB, COCTaB PEKBU3UTOB BI1aHKOB, CXeMbI
pacnonoXeHnsi PEKBU3UTOB Ha AOKYMeEHTe; ob6pasLbl 6r1aHKkoB; NpaBunia co3gaHus JOKYMEHTOB. MNonoxeHus
HaCTOsILLEero cTaHgapTa pacnpoCTPaHsoTCS Ha JOKYMEHTbI HA ByMaXKHOM M 3NEKTPOHHOM HOCUTENSIX.

2 HopmatuBHbI€e CCbISIKK
B HacTodwem cTaHaapTe NCNONb30BaHbl HOPMATMBHBIE CCbIIKM Ha criedyowme cTaHgapThl:

FOCT P 7.0.8 Cuctema crtaHgapToB No MHdopmauun, GubnmoTevyHoMy W um3gaTenbckomy Aeny.
[enonpon3BoACTBO 1 apxXMBHOE Aeno. TepMUHBI U onpeaeneHus

FOCT P UCO 15489-1 Cuctema ctaHgapToB no mHdopmaumm, 6ubnmoTedHoMy u nsgaTenbCkoMy
aeny. YnpaeneHue gokymeHtamu. Obwme TpeboBaHus

MpumeyaHune - lMpy NOMb30BaHUM HACTOSLMM CTaHAApPTOM LenecoobpasHo MpoBepuTb OEWCTBUE
CCbINTOYHbIX CTAHA4ApTOB B MH(OPMALMOHHOM CUCTEME OBLero nonb30BaHMsA - Ha oduuManbHOM canTte
depfepanbHOro areHTcTBa N0 TEXHUYECKOMY PEerynMpoBaHWO U MeTpororum B cetn WHTepHeT unu no
€eXerogHomy MHMOpMaUNOHHOMY YyKkasaTento "HauuoHanbHble cTaHaapTbl”, KOTOpbIA OMnyGrmkoBaH Mo
COCTOSIHMIO Ha 1 siHBaps TeKyllero roga, M Mo BbIMyCKaM €XeMeCA4YHOro UHEOPMaLMOHHOIo ykasaTterns
"HaumoHanbHble cTaHgapThl" 3a Tekywwuin rod. Ecnn 3ameHeH ccbinoudHbli CTaHOapT, Ha KOTOPbLIM OaHa
HeJaTUpOBaHHAs CCbifika, TO PEKOMEHOYEeTCs MCMofb30BaTh OENCTBYHOLLYI0O BEPCUIO 3TOrO CTaHdapTa C
Yy4eTOM BCEX BHECEHHbIX B AaHHYI0 BEPCUIO M3MEHEHWIA. Ecnn 3ameHeH CCbINOYHbIN CTaHgapT, Ha KOTOpbIN
JaHa JaTupoBaHHAas CChblfika, TO PEKOMEHAYEeTCsl MCMOMb30BaTb BEPCUMIO 3TOr0 CTaHgapTa C YyKasaHHbIM
BbllLEe FrOAOM yTBepXaeHus (NpuHATMSA). Ecnn nocne yTBepxXAeHus HacTosWwero ctaHgapTa B CCbIMOYHLIN
CTaHAapT, Ha KOTOPLIN AaHa AaTUpOBaHHasA CCbifika, BHECEHO U3MEHEHMe, 3aTparvnsatoLlee nosioXxeHue, Ha
KOTOpOe AaHa CChblIflka, TO 3TO NOMOXEHNEe pekoOMeHayeTCs NPUMeHATb 6e3 yyeTa gaHHOro nameHeHus. Ecnn
CCbIfTOMHbIA CTaHAapT OTMeHeH ©0e3 3ameHbl, TO MoNoXeHue, B KOTOPOM J[aHa CCblflka Ha Hero,
peKoMeHayeTCs NPUMEHATb B YacTW, HE 3aTparnBatoLLen 3Ty CCbISKY.

3 O6wue TpeboBaHUA K CO30aHUI0 AOKYMEHTOB
3.1 [oKymeHTbl MOryT cO34aBaTbCAd Ha OyMaXHOM HOCUTENne W B JNEKTPOHHOM dopMe C
cobnogeHNEM YCTaHOBIEHHbIX NpaBuil 0popMITEHNS JOKYMEHTOB.

3.2 Mpu co3pgaHum OoKyMeHTa Ha AByx M Gonee cTpaHuuax BTOPYH W Mocnegyrolme CTpaHuubl
HYMepYIOT.

Homepa cTpaHuL NnpocTaBnsalTCA nocepeanHe BEPXHEro nomns JOKyMeHTa Ha pacCTOsHUM He MeHee
10 MM OT BEpPXHEro Kpas nuicra.

ﬂ,OﬂyCKaeTCﬂ co3faHne OOKYMEHTOB Ha nuueBoun 1 060p0TH0171 CTOpOHax nucta. I'Ipw OBYCTOPOHHEM
co3aHNN OOKYMEHTOB LWMPUHa 1NeBoro nonsd Ha nuueson CTOpOHE NnucTa n npaBoro nonda Ha 060p0THOl7I
CTOPOHE NnncTa OOJIKHbI ObITb paBHbI.

3.3 [Ons cosgaHus [OOKYMEHTOB HeoGXoaMmo Mcrnonb3oBaTb CBOGOAHO —pacnpocTpaHsiemble
GecnnaTHble WpUdTbI.

[na odopmMneHns JOKYMEeHTOB pekoMeHayeTcs Mcnonb3oBaTtb pa3mepsbl wpudTtos N 12, 13, 14,
Mpu cocTtaBneHumn Tabnuy, 4onyckaeTcs UCNONb30BaTh WPUQTLI MEHBLUMX PA3MEPOB.
(M3meHeHHas pegakuus, N3m. N 1).

3.4 AB3auHbIf OTCTYN TEeKCTa JOKYMeHTa - 1,25 cm.

3aronoeku pa3genoB v nogpasgerioB nevyartaroTcd C ab3auHbIm OTCTYNnOM WM UEHTPUPYKTCA MO
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LLINPUHE TEKCTA.

MHOrOCTPOYHbIE PEKBU3UTHLI MevaTaloTcs Yepe3 OAMH MEXCTPOYHbIA WMHTEepBar, COCTaBHble 4acTy
PEKBU3UTOB OTAENSATCA AOMNONHUTENbHBIM MHTEPBAOM.

TeKCT 4OKyMeHTa nevaTaeTcs yepes 1-1,5 MEXCTPOUYHbIX MHTepBana.

Ecnn gokyMeHT roToBUTCA ANs U3LaHWUst C YMeHbLUeHMEM macliTaba, TEKCT nedaTtaeTcss yepes ABa
WHTepBana.

WHTepBan mexay 6ykBamun B crioBax - 06bIYHbIN.
WHTepBan mexay cnosamu - oavH npoben.

3.5 TeKkcT OoKyMeHTa BblpaBHMBAETCS MO LWUMPUHE NncTa (MO rpaHMuam fieBOro U npaBoro nonemn
OOKYMEHTA).

[nvHa camoli ANMHHOW CTPOKM PEKBM3WTA MU YIIIOBOM PacrofioXKeHUn pekBusnToB He Gonee 7,5 cm.

OnvHa camon AnNvHHOW CTPOKU PEKBU3MTA NPY NPOSONBHOM PaCNONOXEHUN PEKBU3NTOB He Bonee 12
CM.

3.6 HopmaTvBHbIMM akTamm opraHusaumm MOXeT ObiTb NpPedyCMOTPEHO BblAeNneHue PEeKBU3MTOB
"agpecat", "3aronoBoK K TeKCTy" mnu "nognucb", a Takke OTAENbHbIX (PPArMEHTOB TEKCTa NOMNY>KUPHbLIM
wpudTom.

3.7 HopmaTuBHble akTbl OpraHusauuM, a TakKe WHble MHOrOCTPaHWYHble [OKYMEHTbl MOryT

0hOPMAATECSA C TUTYNBHBIM JIMCTOM. TUTYMbHBLIA JICT LOKYMEHTa OdOpMAsieTC B COOTBETCTBMM C
npunoxeHnem A.

4 PeKkBU3NUTbI AOKYMEHTa
Mpu nogrotoBke M OMOPMAEHUN [OOKYMEHTOB WCMOMb3YIOT PEKBU3UTLI, OnpedeneHns KOTOopbIX
npueeaeHsl B FTOCT P 7.0.8.

01 - rep6 (F'ocymapcteeHHbI repd Poccuiickon depepaumnun, repd cybwekrta Poccuiickon deagepaumm,
repb (repanbgnyeckuin 3HaK) MyHULMNANbLHOro 06pa3oBaHns);

02 - ambnema;

03 - ToBapHbIN 3HaAK (3HaK 0OCNYXNBAHUSA);

04 - kog POpMbl OKYMEHTA;

05 - HanMeHoBaHWe opraHu3auun - aBTopa AOKYMEHTa;

06 - HanMeHoBaHWe CTPYKTYPHOro noapasgerneHuns - aBTopa AOKYMEHTa;
07 - HaMeHoBaHWe JOMKHOCTU NnLA - aBTopa AOKYMEHTa;

08 - cnpaBoyYHble AaHHble 06 opraHusauuy;

09 - HanMeHoBaHWe B1UAa AOKYMEHTa;

10 - paTa OOKYMEHTa;

11 - perncTpaumoHHbIN HOMEeP JOKYMEHTA;

12 - ccbinka Ha perncTpaunoHHbIi HoMep U AaTy NOCTYMNUBLUErO AOKYMEHTA;
13 - MmecTO cocTaBneHus (M3gaHus) JOKYMEHTa;

14 - rpuc orpaHnYeHust 4ocTyna K JOKYMEHTY;
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15 - apgpecar;

16 - rpnch yTBEPXKAEHNS AOKYMEHTA;

17 - 3aronoBoOK K TEKCTY;

18 - TeKCT OOKYMEHTa;

19 - oTMeTKa O NPUITOXKEHUN;

20 - rpud cornacoBaHvsi AOKYMEHTa;

21 - Bu3a;

22 - noanuce;

23 - oTMeTKa 06 anMeKTPOHHONM Noanucy;

24 - neyars;

25 - oTmeTKa 06 ncnonHuTene;

26 - oTMEeTKa 0 3aBepeHumn Konuu;

27 - oTMeTKa O NOCTYNMNEeHNN AOKYMEHTA;

28 - pesosnouus;

29 - OTMeTKa O KOHTpoOne;

30 - oTMeTKa 0 HarnpasneHun JoKyMeHTa B Aero.

5 OchopmneHune peKBU3UTOB JOKYMEHTOB

5.1 I'ep6 (FocypapcTtBeHHbIN repb Poccuiickon ®enepaumn, repb cybbekta Poccuiickon degepaunn,
repb (repanbguyeckuin 3Hak) MyHULMNansHOro obpasoBaHUsl) BOCNPOM3BOAMTCA Ha BnaHkax JOKYMEHTOB B
cooTBeTCTBMM C PepeparnbHbIM KOHCTUTYLIMOHHLIM 3akoHOM oT 25 pgekabpsa 2000 r. N 2-®K3 "O
lFocypnapctBeHHoMm repbe Poccuiickon ®egepauun”, 3akoHOZATENbHLBIMM U WUHBIMA  HOPMAaTUBHBLIMU
npaBoBbIMM akTamu cybbektoB Poccunckonn ®depepauum v HOPMATMBHLIMW aKTaMy OPraHOB MECTHOrO
camoynpasreHus.

N3obpaxeHne repba ([ocypapctBeHHoro repba Poccuiickon ®epepauuun, repba cybbekta
Poccuiickon ®epepauun, repba (repanbaMyeckoro 3Haka) MyHuUunanbHOro obpasoBaHusi) nomellaeTcs
nocepeavHe BepxHero nons OnaHka OOKYMEHTa Haj PEKBU3UTaAMKU OpraHuM3auuun - aBTopa OOKYMEHTa Ha
paccTosHun 10 MM OT BEPXHEro Kpas nucra.

5.2 Ombnema opraHmsauun, paspaboTaHHas W YTBEPXOEHHas B YCTAHOBIIEHHOM MOpPSKeE,
pasMellaeTca B COOTBETCTBUM C HOPMATMBHbIMM MNPaBOBbIMM akTamMu Ha OnaHkax: [OOKYMEHTOB
befepanbHbIX OpraHoOB roCyapCTBEHHOW BracTM (3a WCKNIOYEHMEeM CcriyyaeB, npedycMaTpuBaloLLnx
ucnonb3oBaHne u3obpaxeHus [ocypapctBeHHoro repba Poccuinickon ®Pegepauun), TepputopuanbHbIX
opraHoB (pefepanbHbIX OpraHoOB rOCyAapCTBEHHOW BMNACTW, FOCYAapCTBEHHbIX W HErocyoapCTBEHHbIX
opraHm3auui. N3obpaxeHne aMbnemMbl NomeLLlaeTcs nocepeaMHe BeEpPXHEro nonsa GnaHka OOKyMeHTa Hag
PEKBU3UTAMK OpraHM3auun - aBTopa JOKYMEHTa Ha paccToaHum 10 MM OT BEPXHEro Kpas nucra.

5.3 ToBapHbIi 3HaK (3HaK oOCNyXuBaHWA), 3aperncTpMpoOBaHHbIN B  YCTaHOBIIEHHOM
3aKoHO4AaTeNbCTBOM MOpsigKe, BOCMPOM3BOAUTCA Ha OnaHkax OpraHusaumi B COOTBETCTBUM C YCTABOM
(nonoxeHnem o6 opraHusaumm). M3obpaxeHne TOBapHOIO 3Haka (3Haka obcnyXuBaHWs) nMomellaeTcs
nocepeguHe BepxHero nons 6naHka JOKYMeHTa Haf PEKBM3MTaAMW OpraHu3auuun - aBTopa AOKYMEHTA UM
cneBa Ha ypoBHEe HaMMEHOBaHWS OpraHMsauuMuM - aBTopa AOKYMeHTa (JonyckaeTcd 3axBaTbiBaTb 4acTb

neBoro nons).

Hapﬂ,qy C TOBApHbIM 3HAKOM (3HaKOM O6Cﬂy)KI/IBaHI/Iﬂ) Ha GnaHkax OOKYMEHTOB MOXEeT yKa3blBaTbCsA
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KOoMMmep4eckoe 0603HavYeHne Ipuandeckoro nuua.

54 Koa dopmbl O0OKyMeHTa MNpOCTaBnsieTCA Ha YHUPUUMPOBAHHbLIX opMax OOKYMEHTOB B
cootBeTCcTBMM C OOLLEPOCCUMICKUM KNnaccuduKaTtopoM ynpasrieHdeckon pokymeHtaumm (OKYL) wnn
nokanbeHbIM KraccudukaTopoM, pacrnonaraeTcss B MNpaBOM BepxHeM yriny paboyero nonst AOKyMEHTa,
cocTtouT 13 cnoB "®opma no" (HaMmeHoBaHWe knaccudgukaTopa) u LnMdgppoBoro koaa.

lMpumep

dopma no OKY[] 0211151

5.5 HaumeHoBaHue opraHudaumMm - aBTopa [JOKYMeHTa Ha ©OnaHke [JoKymMeHTa [OIDKHO
COOTBETCTBOBATb HAMMEHOBAHUIO HOPUONYECKOrO NnLa, 3aKpPenneHHOMY B ero yupeautenbHblX AOKyMeHTax
(yctaBe wnu nonoxexun). og HaumeHoBaHMEM oOpraHu3auMm B CKOOKax yKasblBaeTCs COKpalleHHoe
HaumeHOBaHVe opraHn3auun, ecnm oHO NPeayCcMOTPEHO YCTaBOM (MOMNOXEHNEM).

Hag HanmeHoBaHMeM opraHunsauunm - aBTopa AOOKYMEHTa YyKa3blBaeTCdA MNOJIHOEe WJIM COKpalleHHOoe
HanMeHOBaHMWE BbILLECTOSALLEN opraHunsauunmn (ﬂpl/l ee HaJ'IVI‘-IVIVI).

5.6 HanmeHoBaHue CTPYyKTYpHOro MOApas3feneHust - aBTopa [OKyMeHTa (B TOM 4ucne dunmana,
oTaoeneHusl, npeacTtaBMTENbCTBA, KOMMNErManbHOro, CoBeLlaTeNbHOro UM MHOr0 opraHa) mcnonb3yeTcs B
BraHkax nMcemMm n BnaHkax KOHKPETHbIX BUOOB AOKYMEHTOB COOTBETCTBYHOLLMX NogpasgeneHmin (opraHos) B
COOTBETCTBMU C NOKasbHLIMU HOPMATUBHBIMW aKTaMu 1 yKa3biBaeTCs No4 HaUMEHOBaHMEM OpraHn3aLuu.

5.7 HaumeHoBaHne OOMKHOCTU nuua - aBTopa OOKYMeHTa UCMonb3yeTcs B GnaHkax AOMKHOCTHbIX
N1y 1 pacronaraeTcs Nogd HaMMeHOBaHWeM OpraHv3auuy UM HarMeHoBaHMEM TeppuTopum (kpasi, obnacTu,
aBTOHOMHOI 06nacTv 1 ap.), ecnu AOKYMEHT U3daeT pyKoBoAMTeNb opraHa BrnacTu cybbekta Poccuiickoi
depepaumn, MyHuUMNanbHoro obpasoBaHusi. HaumeHoBaHMe OOIMKHOCTM NUua - aBTopa AOKyMeHTa
yKa3blBaeTCs B COOTBETCTBMM C HauMMEHOBaHWEM, MNpPUBEAEHHbIM B pPacnopsiaMTesibHOM [OOKYMeHTe O
Ha3Ha4YeHUM Ha JOIMKHOCTb.

5.8 CnpaBoyHble gaHHble 06 opraHM3aumu ykasbiBatoTCA B OraHkax MMCEM M BKIHOYAOT: NMOYTOBbIN
agpec opraHmsauum (,D,OI'IOJ'IHI/ITeJ'IbHO MOXeT yKa3blBaTbCA aApeC MeCTa HaxoxaeHua rpnan4vyeckoro nuua,
€ecnn OH He coBMnagaeT C MOYTOBbIM afgpecoM); Homep TenedoHa, dakca, agpec 3NEKTPOHHOW MOYThI,
ceTeBoW agpec.

B cocTtaB cnpaBoOYHbIX AaHHbIX, 3@ UCKMOYeHMeM OnaHKoB AOKYMEHTOB OpraHoB rocyapCTBEHHON
BMacTu, OpraHoB MECTHOrO CaMOyMpaBfeHus, BKIOYATCHA: kop opraHu3auum no Obuiepoccuinckomy
Knaccudukatopy npegnpuatuin n opraHusauun (OKIMO), oCHOBHOM rocyAapCTBEHHbIV perncTpaunoHHbIN
Homep opraHusauum (OMPH) n ngeHTndmkaunMoHHbIN HOMep HanoronnaTenbLmka/ko4 NPUYNHbI MOCTaHOBKM
Ha HanorosbIn y4eT (MHH/KIIM).

5.9 HanmeHoBaHve Bnaa OOKYMEHTa yKasbiBaeTCs Ha BCEX AOKYMEHTaXx, 3a MUCKIIYEHNEM OernoBbIX
(cnyxebHbIX) Nncem, pacnonaraeTcsi NO4 PeKBU3MTaMn aBTopa AOKyMEHTa (HanmeHOBaHMEM OpraHv3aunu,
HavMeHOBaHWEM CTPYKTYPHOIo NoAapasaeneHuns, HauMeHoBaHeM OOJIKHOCTHM) (CM. pUCYHOK B.6).

5.10 [JaTta [OKymeHTa COOTBETCTBYeT gaTe noanucaHus (YTBEpXXAeHWs) OOKyMeHTa wnu paTte
co0bITMSA, 3adMKCUPOBAHHOIO B AOKYMeHTe. [JOKyMeHTbl, u3gaHHble AByMsS wnu Gonee opraHusaumsmu,
OOIDKHbI UMETb OHY (eaAuHyto) aaTy.

[aTa gokymeHTa 3anucbiBaeTcsl B NOCNeA0BaTENbHOCTM - AeHb MecsiLa, Mecsil, rod - OAHUM U3 ABYX
cnoco6oB:

apabckumm umdpamu, pasgeneHHsiMu Todkon: 05.06.2016;

CNoBeCHO-UMPOoBLIM crnocobom, Hanpumep: 5 nioHs 2016 .
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5.11 PeructpaunoHHbIi HOMEpP OOKyMeHTa - umcpoBon unm BykBeHHO-LMPOBON uaeHTudukaTop
OOKYMEHTa, COCTOALMA M3 MOPSOKOBOro HOMepa AOKYMeHTa, KOTOpbIW, MO YCMOTPEHMIO OpraHv3auuu,
MOXeT OOMOMHATbCA UMPPOBbIMA  unNn  OyKBEHHbIMW  KOZ4amu  (MHOEKCamMn) B COOTBETCTBUM C
ncnonb3yembiMu Knaccudmkatopamm (MHOEKCOM Aeria No HOMEHKnaType Aen, KOOOM KOppPecrnoHOEeHTa,
KO4OM [OJPKHOCTHOrO nuua u ap.).

Ha p[okymeHTe, cCOCTaBMEeHHOM COBMECTHO ABYMsi W 0oree opraHusauusimy, NpoCTaBnsSOTCS
perncTpaumMoHHble HoMepa AOKYMEHTa, NPUCBOEHHbIE KaXa4oW M3 opraHusaumi. PernctpaunoHHble HoMepa
OTAEnsATCA APYr OT Apyra KOCOWM 4epTon M NPOCTaBMAOTCA B NOpsiake ykadaHWs aBTOPOB B 3arofloBOYHON
YacTu unu npeambyrne JOKYMeHTa.

512 Ccbinka Ha perncTpaumoHHbIn HOMEp W JaTy MnOCTYNUBLUEro [JOKyMeHTa BKIo4aet
pPEerncTpaumoHHbIN HOMEP 1 AaTy BXOAALLEro UHNLMATUBHOIO AOKYMEHTA, Ha KOTOPbIV AaeTcsl OTBET.

5.13 MecTo cocTtaBneHus (M3gaHusl) JOKyMEHTa yKasblBAETCA BO BCEX OOKYMEHTax, KpOMe OernoBbIX
(cnyxeOHbIX) nuceM, a Takke [OOKMNadHbIX, CHAYXeOHbIX 3anMCOK U OPYrMX  BHYTPEHHUX
NHOPMaLIMOHHO-CNPaBOYHbIX AOKYMEHTOB.

MecTto cocTaBneHus (M3gaHus) LOKYMEHTa He ykasblBaeTcsi B TOM Crlyvyae, eciiv B HauMeHOBaHMU
opraHu3aumm NpUcyTCTBYET yKkazaHWe Ha MEeCTo ee HaxoxaeHus. Mecto cocTaBneHust (M3gaHusl) 4OKYMeHTa
yKasblBaeTCsl B COOTBETCTBUM C NPUHSATLIM aAMUHUCTPATUBHO-TEPPUTOPUANbHBLIM OENEHNEM.

5.14 pud orpaHuyveHnss OocTyna K AOKYMEHTY NPOCTaBnseTcs B NPaBOM BEPXHEM Yrny MepBoro
nuMcTa gokymMeHTa (MpoekTa AOKyMEeHTa, COMpPOBOAMTENBHOMO NMMCbMa K AOKYMEHTY) Ha rpaHuue BepxHero
nons npM HanuuuM B [OOKyMeHTe WHopmauun, OOCTyNm K KOTOpPOW OrpaHMyeH B COOTBETCTBUM C
3akoHogaTenbcTBoM Poccuinckon Pegepauuu.

Buabl ucnonb3yembix B opraHu3aumm rpndpoB OrpaHWdeHus [OoCTyna LOIDKHbl COOTBETCTBOBATb
3aKoHoAaTenbHbIM M UHBIM HOPMAaTMBHBIM NPaBoOBbIM akTam Poccuickon Pepepaumm M OOIMKHbI ObITh
3aKpenneHbl B NokanbHbIX HOPMAaTKBHBIX akTax. B coctas rpuda orpaHmyeHns goctyna K JOKYMEHTY BXOOUT
orpaHuumTensHas Hagnucb ("Onsa cnyxebHoro none3oBaHus", "KoHduaeHumanbHo", "Kommepyeckas TanHa"
unu ap.), KOTopas MOXET [AOMOMHATLCH HOMEpOM 3K3eMnnspa OOKYMeHTa M OpYrMMW CBeAEHUSAMU B
COOTBETCTBMU C 3akoHodaTenscTBOM Poccuiickon ®eagepaunn.

lMpumep

Kommepueckan TanHa
JK3. Ne 2

5.15 Appecat wucnonb3dyetca npuv 0dOpPMIIEHMM [enoBbIX (CNYyXebHbIX) nMcem, BHYTPEHHMX
NHAOPMaLIMOHHO-CNPaBOYHbIX AOKYMEHTOB (4OKNaAHbIX, CyXeOHbIX 3anncok 1 ap.).

AfpecaTtoM [OKYMEHTa MOXeT OblTb OpraHu3auusi, CTPYKTYpHOE mnogpasfeneHne opraHusaumm,
AOIMKHOCTHOE M hmanyeckoe nuuo.

PekBuant "agpecat" npocTaBnsieTCcs B BEPXHEW NpaBOW 4YacTu OOKYMeHTa (Ha GnaHke ¢ yrrnoBbiM
pacnonoXeHNeM PEKBU3NTOB) WM cnpaBa nog pekBuautamm 6naHka (Npy npogosibHOM PacrnofioXKeHUn
pekBn3nToB BnaHka). CTpoku pekBuanTa "agpecat" BbIpaBHUBAKOTCHA MO JIEBOMY Kpak WK LEHTPYHTCSH
OTHOCUTENbHO CaMOW AfTIMHHOWN CTPOKMU.

I'Ipvl agpecoBaHuMn OOKyMeHTa pPYyKOBOAUTENHO (3aMeCTMTeJ'Il0 pyKOBO,EI,I/ITeJ'Iﬂ) opraHunsauunmn
yKa3blBaeTtcA B daTejibHOM nagexe HauMMeHOBaHWe  [OOJIDKHOCTU  pyKoBOOUTEnNA (3aMeCTMTeJ'IF|
pyKOBO,EI,I/ITeJ'Iﬂ), BKN4vawLliee HammeHoBaHMe opraHn3auun, (*)aMMJ'II/IPO, MHUUmnanbl AOJHKHOCTHOIO nuua.

lpumep
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PykoeoguTento ¢enepankHOro
apXWBHOTO areHTCcTBa
damunua N.0.

I'Ip|/| agpecoBaHnMn nucbMa B OpraHM3auunio YykKasblBaeTCA €€ nNonHoe Wunn CoKpalleHHOoe
HanmeHoBaHME B UMEHUTENbHOM Nagexe.

lMpumep
denepansHoe apXMBHOE
areHTCTBO
WK
Pocapxve

Mpv agpecoBaHWM OOKYMeHTa B CTPYKTYpHOE noApasaerneHve opraHvMsauum B pekeuauTe "agpecaT”
yKa3blBaeTCs B UMEHUTENbHOM Magexe HauMeHOBaHWe OpraHnsaLmu, HMKe - HauMeHOBaHWe CTPYKTYPHOro
noapasaeneHus.

lMpumep

denepankHoe apxMBHOe
areHTCTBO

OTaen rocynapcTBEHHON
cnyxObl, KaQpoB W Harpag,

Mpv agpecoBaHWM nNWUCbMa PYKOBOAMTENIO CTPYKTYPHOrO rogpasfeneHns  ykasblBaeTcs B
MMEHWTENbHOM Najexe HauMeHOBaHWe OpraHusauuu, HWxke - B [aTenbHOM Majexe HaumMeHoBaHue
JOJPKHOCTU  PYKOBOAWUTENS, BKMHOYAlOLWEe HaMMEHOBaHWE CTPYKTYPHOrO rnogpasfenenns, damunuio,
UHULMan.I.

lMpumep
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AQ «llpothunb»

PykoBoguTenio 0roBOpHO-
nNpaBoBOro oT/ena
$Pamunua N.0O.

Mepen damunuen OOMKHOCTHOrO Nuua AonycKaeTcst ynoTpednsaTb cokpalleHune "r-Hy" (rocnoavHy),
€ecnv agpecart My>udnHa, unm "r-xe" (rocnoxe), ecnu agpecar XeHLMHa.

lMpumep

r-nHy amunua N.0.

MnwK
r-we ©amunua 1N.0.

Mpu paccobinke OOKYMeHTa rpynne opraHu3auuidi OJHOro TUna WIKM B CTPYKTYpHblE MoapasaeneHus
O[HOW opraHM3aumun agpecar ykasbiBaeTcsi 0600LLEeHHO.

lMpumep

PykoBoguTenam [oYepHUX
obuwecte AO «[lpodhmnb»
Mnn
PykoeoauTenam ynpaeneHuid
Pocapxuea

lMpu paccbinke [OOKyMEHTa He BCeM OpraHu3auusM WM CTPYKTYPHbIM nodpasgeneHvam nog
peksu3nTom "Agpecat" B ckobkax ykasbiBaeTcs: "(no cnmcky)".

lpumep

PykoBoguTensamM [ouepHUX
obuwects AO «lMpodunb»
(no cnucky)

B ogHOM fokymeHTe He [JOMmKHO ObiTb Gonee 4veTbipex agpecaTtoB. Cnoso "Konus" nepen BTOpbIM,
TpeTbMM, YETBEpPTbIM afgpecataMu He ykasbiBaeTcs. [Npu Oonbllem konMyecTBe agpecaToB COCTaBMSETCA
CMUCOK (NMCT, yKasaTernb) paccbiflku AOKYMEHTA, Ha KaXAOM [OKYMEHTEe yKasbiBaeTcs OAMH aapecaT Wnu
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agpecaTt odopMmnseTcs 0600LLEHHO.

B cocrtaB pekBusuta "AgpecaT’ MOXeET BXOAMTb MOYTOBLIN agpec. JreMeHTbl MOYTOBOro agpeca
yKa3blBalOTCA B MOCMeAOBaTeNbHOCTY, YCTAHOBIEHHON [lpaBunamu okasaHus ycrnyr MOYTOBOW CBA3W,
yTBEPXAEHHBIMU NpuKa3oM MuHUCTEpPCTBaA CBS3M U MacCOBbIX KOMMYHUKaumn Poccuiickon denepaumm ot
31 mona 2014 r. N 234.

lMpumep

BcepocCMACKUIA HAaYYHO-
WccneaoBaTenbCKUn MHCTUTYT
NOKYMEHTOBEIEHWA M apXWBHOIO Aena

lMNpodpcorozHan yn., o. 82,
Mockea, 117393

MouTtoBbIN agpec MOXET He yKa3blBaTbCA B AOKYMEHTaX, HanpaslideMblX B BbICLUNE OpraHbl BN1aCTH,
BbllUECTOALLME OpraHn3aumn, noaBegoMCTBEHHbIE oOpraHm3aunn un TMOCTOAHHbIM KOppecnoHAeHTam (38
NCKIMIO4YEeHneM HanpasneHna nncem ykalaHHbIM agpecataM B KOHBEPTax C Npo3payHbIiMU OKHaMVI).

Mpn agpecoBaHUM OOKYMeHTa hU3UYECKOMY NULY YKasblBalOTCA: hamunusl, MHUUManbl, NOYTOBbLIV
agpec.

lMpumep

amunua .0

yn. Cagoean, O. 5, k8. 12,
r. llobepubl, MockoBckan obn.,
301264

Mpu oTnpaBke NMCbMa MO 3MIEKTPOHHOM MOYTE MUK Mo PaKCUMUITbHON CBSA3M (6e3 JOCLINKU MO NoYTE)
MoYTOBbIA agpec He ykasbiBaeTcd. [Npu HeoBXOAMMOCTU MOXET ObiTb yKa3aH 3NeKTPOHHLIN agpec (Homep
TenedgoHa/cakca).

lpumep
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BcepoCCUCKMIA HAYUYHO-
nccrenoBaTenbCKMA MHCTUTYT
NOKYMEHTOBEIEHWA U apXMBHOTO iEna

mail@vniidad.ru

5.16 Mpudp yTBEPXKOEHMS MPOCTABMSIETCA HAa AOKYMEHTE B Crlyyae €ro yTBepXAEHUsl JOJHKHOCTHbIM
NMLOM, pacnopsanUTeNbHbIM JOKYMEHTOM (MOCTaHOBMIEHWEM, PELUeHMEM, NPUKa30M, pacropskeHUem) unm
peLLeHneM KossernansHoro opraxa.

Mpud yTBEpXAEHMS pasMellaeTcsi B MpaBOM BEPXHEM Yriy MepBOro nucra AokymeHTa. CTpoku
peKBM3NTa BbipaBHMBAKTCS MO JIEBOMY Kpato UIN LIEHTPYHTCSH OTHOCUTENBbHO CaMOW ANMMHHOWM CTPOKMW.

Mpn yTBEpPXOEHUN [OOKYMEHTa AOMMKHOCTHBIM NUUOM pud YyTBEPXKOEHUST COCTOUT U3 CroBa
YTBEPXOAI, HaumeHOBaHMA OOMKHOCTU nuua, yTBEpXAatolero AOKYMEHT, ero nogmnucu, MHULMarnos,
hamunum n gaTbl yTBEPXKAEHMWS.

lpumep

YTBEPX A

PykosoguTtents defepansHoro
apXWBHOID areHTcTBa

[Mognuck N.0. Pamunua
[ata

Mpu yTBEpPXOEHUN [OKYMEHTA pacnopsguTenbHbIM LOKYMEHTOM Fpud YTBEPXKAEHWUS COCTOUT U3
cnosa YTBEPXAOEH (YTBEPXOEHA, YTBEPXOEHblI wnn YTBEPXOEHO), cornacoBaHHoro c
HaMMEHOBaHWEM BMAA YTBEPXOAeMOro [OKYMEHTa, HauMEHOBaHUS pacnopsauTeNbHOrO [OKYMEHTa B
TBOPUTENBHOM Nagexe, ero aaTbl, HOMepa.

lMpumep

(PernameHr) VTBEPKIEH

npukasom AO «lMpodhuneb»
Mnu oT 5 anpena 2016 r. Ne 82

(Mpasuna) YTBEPX[EHbI
npukasom AQ «[lpodunb»
ot 6 anpena 2016 . Ne 83
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Mpu yTBEPXOEHUN [OOKYMEHTa KOMnervanbHbIM OpraHoM, PeLUeHUs KOTOpOoro UKCUpYOTCA B
npoTokorne, B rpude yTBEPXKAEHUS YKa3blBAOTCA HaMMEHOBaHWE OpraHa, peLleHNEM KOTOPOro yTBEPXOEH
OOKYMEHT, Aata u HoMep npoTtokora (B ckobkax).

lMpumep

(MonoxeHne) YTBEPKEHO
CoBeToM QUpPEeKTOpOB
AQ «lNpodunb»
(npotokon ot 12.12.2016 Ne 12)

5.17 3aronoBok Kk TEKCTY - KpaTKoe cofepXkaHue OOoKyMeHTa. 3aronoBoK K TekcTy hopMynupyeTcs ¢
npegnorom "O" ("O6") n oTBevaeT Ha Bonpoc "o yem?":

npuvkas (0 4em?) 0 co3gaHumM aTTeCTaLMOHHON KOMUCCUW;
npukas (o0 4em?) 06 yTBEPXXAEHMM LUTATHOIO pacnucaHus;
nNMCbMO (0 YeM?) 0 NpeaocTaBneHMn HopMaLmm.

3aronoBok K TekcTy ochopmngaeTcs noa peksuantamym bnaHka cnesa, OT rpaHuubl nesoro nons. B
yKasax, NoCTaHOBIIEHUSIX, PELLEHNSIX, NPUKasax, N3gaBaeMbiX opraHamMu BracTy, 3arofloBOK K TEKCTY MOXET
0dopMnATLCA Haf TEKCTOM nocepeauHe pabodero nonsi 4OKyMeHTa U LEHTPYEeTCS OTHOCUMTENbHO CaMom
OJNTIMHHOW CTPOKW.

3aronoBok K TEKCTY MOXEeT He COCTaBJIATbCA, €CIlT TEKCT AOKYMEHTa He MNnpeBblllaeT 4-5 CTPOK.

5.18 TeKCT AOKYMEHTa COCTaBMNSETCA HA PYCCKOM $3blke Kak rocygapCTBEHHOM s3blke Poccumnckom
depepaumun. B opraHax rocygapCTBeHHOW BRacTu, opraHax MeCTHOro camoyrnpaBfeHusl, rocy4apCTBEHHbIX
yupexgeHusax pecnybnuk Hapsgy C rocygapcTBeHHbIM  sA3blkoM  Poccuiickon ®epgepaumm  moryT
ynoTpebnaTeCa rocyAapCTBeHHble A3blkM  pecnybnuk. B OedaTensHOCTM rocyaapCTBEHHbIX OPraHos,
opraHusauuni, npegnpusatTui u ydpexaeHun Poccuinckon depepaumm UCNONb3yOTCA roCygapCTBEHHbIN
a3blk Poccuiickon depepaunmn, rocygapCTBeHHble A3blkM pecnybnuk M uHble s3blku HapodoB Poccunckon
degepaumm.

B TekcTte OOKyMeHTa, noarotoBjieHHOM Ha OCHOBaHUWU 3akoHOAAaTeslbHbIX UM UHbIX HOPMaTUBHbIX
NpaBOBbIX aKTOB, paHee U3aHHbIX pacnopAanTesibHbIX JOKYMEHTOB, YKa3biBalOTCA UX PEKBUSUTDI:

- HauMmeHOBaHWe BWAaa [OOKYMEHTa, HaWMeHOBaHME opraHuM3auum - aBTopa [OKYMEeHTa, garta
OOKYMEHTa, PerMcTpaumoHHbIi HOMEpP JOKYMEHTA, 3arofoBOK K TEKCTY;

- HaMMEeHOBaHWe OopraHuM3auuMu unu LOSPKHOCTHOTO nuua, YTBEPAMBLUEro [OKYMEHT, pAaTa
YyTBEPXOEHUSI JOKYMEHTA.

TekcT OOKyMeHTa MOXeT codepxaTb pasgenbl, nogpasfesibl, MyHKTbl, NOANYHKTbl, HyMepyemble
apabckuMu umdbpamu. YpoBHel pyGpukaumm TekcTa He JOKHO GbiTh Gonee YeTbipex.

B npukasax TeKCT nsnaraeTcs oT NepBoro nuua eauHCTBEHHOro Yucna ("npukassiato”).

B OOKYMeHTax KomnerunarnbHbIX W cOoBellaTellbHbIX OpraHoOB TEKCT u3naraetcda OT TpeTbero nuua

€[VHCTBEHHOro uncra ("konnerus ... noctaHoBnset", "cobpaHue ... pewmno”).

TekcT npoTokona manaraeTcsl OT TPeTbero nuua MHOXeCTBeHHOro Yucna ("cnywanu", "BelcTynunn',

"noctaHosunu”, "pewmnn").
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B pokymeHTax, YycCTaHaBnuBawwWmx npaBa W 0643aHHOCTM OpraHM3auni, WX CTPYKTYPHbIX
nogpasgeneHun (MosnoXeHne, MHCTPYKUUS), a Takke cogepXalux onucaHme cutyauui, aHanns aktoB nnm
BbIBOAbI (aKT, CripaBka), UCMOMNb3yeTcs hopma M3NOXEHUS TeKCTa OT TPeTbero nuua eauHCTBEHHOTO UMu
MHOXEeCTBEHHOro umncna ("otgen ocyllecTBnseT yHKUuW...", "B cOCTaB ynpaBneHust BxogaT...", "komuccus
npoBserna npoBepky...").

B coBMecCTHbIX OOKyMeHTax TEeKCT wu3naraetcdA OT nepBoro nuda MHOXEeCTBEHHOINo 4ucna

("npukasbiBaeM", "pewumnun").
B genosbix (CnyxebHbIX) NMMCbMaXxX UCNOMb3YHTCA hOPMbl U3MOXEHMUS:

- OT nepBOro nuua MHOXeCTBeHHoro uucna ("mpocvm HanpasuTb...", "npeacraBngem Ha
paccmoTpeHue ...");

- OT TpeTbero nuua eaMHCTBEeHHOro 4ucna ("MVIHVICTepCTBO HEe BO3paxaerT...", "obLecTBO cunTaeT

BO3MOXHbIM...");

- OT MEPBOro nMua eanHCTBEHHOro Yucna ("cumtato HeobxoammbiM...", "nNpeanaraw paccMoTpeTb..."),
€eCcnm NMcbMOo 0hOPMITEHO HA AOMKHOCTHOM GraHke.

B Tekctax [OKYMEHTOB ynoTpebnsioTcs TONbKO obuienpuHsaTble abbpeBuatypbl M rpaduyeckue
COKpaLLeHus.

Mpu ynotpebneHnun B TekCcTe haMmnmin Ny, nHMuuanesl ykasbiBaloTcs nocne gammnmu.
B nenosbix (cnyxebHbix) MMCbMax MOryT UCMOfb30BaTbLCA:

- BCTynuTenbHoe obpalleHue:

YBaxaembin rocnoauH MNpegcepatens!

YBaxaembivi rocnoauH N'ybepHaTtop!

YBaxaembivi rocnoguH Npoxopos!

YBaxaemas rocnoxa 3axaposa!

YBaxaembin Hukonam MNetposuy!

YBaxaemasa Onbra HukonaesHa!

YBaxaemsble rocrniogal

B obpalieHun no OMKHOCTM HAMMEHOBaHWE JOMMKHOCTM NULIETCS C NMPONUCHON BykBbl, B 06paLleHnn
no hamunum nHuumansl NULa He ykasbiBakTCS.

- 3aKnuUTENbHAsA ATMKETHas dpasa:

C yBaxeHuewm, ...

(M3meHeHHas pepakuua, A3m. N 1)

5.19 OTmeTka O MNPUMOXEHWN COOEPXKUT CBEAEHUS O OOKYMEHTe (OOKyMeHTax), nmpunaraemMom K
OCHOBHOMY [OKYMEHTY (B COMPOBOAMUTENbHBIX MUCbMax, MPETEeH3NsIX, akTax, CrpaBkax W ApYyrux
MH(POPMALIMOHHO-CNPABOYHbBIX OOKYMEHTax), WM O TOM, YTO [OOKYMEHT SBMSETCA NPUIIOXKEHNEM K
OCHOBHOMY [OOKYMEHTY (B OOKYMEHTax - MPUIOXEHUSIX K pacnopsautenbHbIM LOKYMEHTaM, MOJIOXKEHUSAM,

npaeunam, MHCTPYKLMSAM, JOroBopaM, nnaHam, ot4eTam 1 Ap. JOKYMeHTamMm).

B conpoBoguUTENIbHbIX NMUCbMax W OPpYyrux MH(bOpMaLI,I/IOHHO-CI'IpaBOLIHbIX OOKYMEeHTax OTMEeTKa O
NPpUNoXeHnn OCbopMﬂﬂeTCﬂ noa TeKCTOM OT rpaHuubl NeBoro nongd crnegyowmm 06pa:soM:

- €CINn nNpunoxeHme Ha3BaHoO B TEKCTE:
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[lpunoxeHne: Ha2n. B 13K3

- €Cnn npunoeHne He Ha3BaHO B TEKCTE Ui ecnun I'IpVIJ'lO)KGHVIVI HECKOJ1bKO, yKa3blBalOT Ha3BaHUA
ﬂOKyMEHTOB-I’IpVIJ'IO)KGHI/IVI, KOJTM4YECTBO JINCTOB N 3K3EMIMITIAPOB KaXKAoro npunoxXeHus:

[Mpunoxenwe: 1. MNonoxeHwe 00 YnpaBneHWW pervoHansLHoOr KpeauToBaHWA Ha S n.

B 1 2K3.
2. CnpaBKa 0 KagpoBOM COCTaBe YnpaBneHWA pernoHansHoro KpeauMTo-

BaHMA HA 2 n_B 1 3K3.

- ecnv NpuUnoxeHue (MPUoXeHus) COPOLLIOPOBaHO:

[punoxeHne: order 0 HAP B 2 3K3.

- €CNnn OOKYMEHT, ABNSOLWMIACA npuroXxeHnem, nmeetT NpunoxeHmsa c CaMOCTOATENbHOMN Hymepauweﬁ

CTpaHwnu:

nucemMo Pocapxuea o1 05.06.2015 Ne 02-6/172 » NpUNoOXeEHUA K HEMY,

[punoxeHune:
BCEro Ha o .

- ecnn npunoxeHumem 4dBnAeTCcA 0060Cc0obneHHbIN SJ'IeKTpOHHbIﬁ HOCUTEIb (KOMI'IaKT-/J,I/ICK,

usb-cnew-Hakonutene u Ap.):

MNpunoxenne: CD B 1 3K3.

Mpun aTOM Ha BKNagplwe (KOHBEPTE), B KOTOPbI MOMELLAETCA HOCUTENb, YKa3bIBaOTCs HAUMEHOBAHMS
OOKYMEHTOB, 3anuCaHHbIX Ha HOCUTESb, UMeHa (halnnos.

B pacnopsigutenbHbIX OOKYMEHTax (MOCTaHOBMEHUSIX, PELUEHWUAX, MpUKasax, pPacnopshKeHusXx),
[OroBopax, MOMOXEHUsX, MpaBunax, WHCTPYKUMSX W OpYrux [OOKYMEHTax OTMeTKa O MNpUIOXeHUn
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odhopmnsieTcs crieayownm o6pasom:

- B TEKCTE AOKYMEHTa MNpu NEPBOM YNOMUHAHUWN [OKYMEHTa-NPUNOXEHNS B CKODKax ykasblBaeTcs: ...
(NpunoxeHune) nnu ... (NpunoxexHve 1); nepes HOMEPOM MPUNOXKEHNA JOMYCKaeTCsa CTaBUTb 3HAK HOMepa: ...
(npunoxeHue N 2);

- Ha NepBOM JINCTE AOKYMEHTa-NpuioXxXeHna B NpaBoOM BEPXHEM YIIy YKa3blBa€TCA:

lMpumep

[MpunoxeHune Ne 2
K npuka3y AO «lNpocmnb»
otT 15.08.2015 Ne 112

CTpOKM pekBM3NTa BblpaBHNBAIOTCS MO TIEBOMY Kpato UINN LEHTPYIOTCS OTHOCUTENBbHO CamMol OTIMHHOIA
CTPOKM.

Ecnu npunoxeHnem k pacnopsauternisHOMy OOKYMEHTY SIBNAETCS HOPMAaTMBHbIA MPaBOBOW aKT MMu
WHOW [OKYMEHT, yTBEPXAaeMblii AaHHbIM pacnopsanTeNibHbIM JOKYMEHTOM, Ha NepBOM JIUCTE NPUOXKEHWUS!
NpocTaBnsieTcs OTMEeTKa O TpUroXeHnn (6e3 CCbikKM Ha pacrnopsiavTeNbHbI  OOKYMEHT) W rpud
YTBEPXKOEHUS, B KOTOPOM YKa3blBalOTCSl AaHHble PacnopsiaUTENibHOrO [OKYMEHTa, KOTOPbIM YTBEPXOEH
[OKYMEHT-NPUINOXEHNE.

lMpumep

lMNpunoxexne 1

YTBEPKIOEHO
npukazom AO «llpoumne»
oT 18.05.2015 Ne 67

5.20 Fpmcb cornacoBaHunAa OOKyMeHTa NnpocCTaBAeTCA Ha AOOKyMeHTaXx, COornacoBaHHbIX OpraHamMmu
BnacTun, opraHn3aumamMun, OOJIKHOCTHbIMU JTMLI@MW. rpl/ld) cornacoBaHuA B 3aBUCMMOCTU OT BUAa OOKYMEHTa
N ocobeHHOCTeN ero O(*)OpMJ'IeHVIﬂ MOXET NPOCTaBIIATbCA:

- Ha NepBOM NUCTE OOKYMEHTa (ecnv AOKYMEHT MMEET TUTYIbHbIA JIUCT - Ha TUTYNIbBHOM JNCTE) B
NIEBOM BEPXHEM YrIly Ha YypOBHE rpuda YTBEPXOEHUA WNn nog HauMeHOBaHMEM [OKYMeHTa bnuke K
HVXXHEMY MOMo);

- Ha MocnegHeM nucTe AOKYMEHTa noj TEKCTOM;

- Ha NUCTe cornacoBaHus, SIBNSOLEMCS HEOTLEMITEMON YacTblo JOKYMEHTA.

Mpnd cornacoBaHusa coctout n3 cnosa COIMTIACOBAHO, gomkHOCTM nvua, KOTOpbIM CorflacoBaH
OOKYMEHT (BKIoYas HaMMeHOBaHWe opraHm3aumm), ero CoGCTBEHHOPYYHOM NOAMUCH, UHMLMANOoB, dhaMunnnu,

AaTbl corfiacoBaHuA.

lpumep
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COIMACOBAHO

Owupektop BHUALOAL
(noonuce) n.0O. damunna
Hara

Ecnu cornacosaHune ocyLLECTBRSETCA KonnerMansHbIM OpraHoM, B rpud)e CornacoBaHusl ykasblBaloT
cBeaeHuna ob opraHe, cornacoBaBLLEM OOKYMEHT, AaTe M HOMepe MPOTOKOomNa, B KOTOPOM 3aUKCUPOBAaHO
pelleHne O cornacoBaHun. Ecnu cornacoBaHWe OCYLIECTBMSETCA MUCbMOM, YKasblBalOT: BUA OOKYMEHTa,
opraHusauuio - aBTopa AOKyMeHTa, AaTy U HoMep nucbma.

lMpumep 1

COIMACOBAHO

CoBETOM AMPEKTOPOB

AQO «llpounb»

(npoTokon ot MNe )

lMpumep 2

COIMACOBAHO
nuceMomM Pocapxuea
oT No

5.21 Bwusa cBuOeTenbCTBYET O cornacum wnuM Hecornacum [OOfmKHOCTHOro nuvua (paboTHuka) ¢
cofepXaHvem npoekTa AokyMeHTa. Busow odopmnsaeTca BHyTpeHHee cornacoBaHue AokymeHTa. Buasa
BKIIOYAET [OIDKHOCTb NuLa, BU3MPYHOLLEro AOKYMEHT, MOAMUCb, pacliMdpOoOBKY MNoanvucu (MHUULMansbl,
damunuio) n aaty BU3MPOBaAHMS.

lMpumep

PyKoBOAMTENL HPWAWYECKOro 0TAena
[loonUck N.O. ®amunna

[ara
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Mpun HaNU4MKU 3ameydaHmii K JOKYMEHTY BM3Y OhOPMISIIOT CreayoLLymM o6pasom:

lMpumep

3ameyaHuA NpunaratTcH.
PyKoBOOMTENL IOPWAMYECKOTO OTAENA
[Noanuck N.O. damunua
Hara

B opraHusaumsx, NpUMEHSIIOLLMX CUCTEMBI 3NEKTPOHHOIO AOKYMEHTOOOOpOTa, cornacoBaHne MOXeT
nNpoBOAUTLCA B aneKkTpoHHom popme cornacHo FOCT P CO 15489-1.

B OOKyMeHTax, NOAJNIMHHUKN KOTOPbIX XPaHATCA B OpraHmn3auunn, BU3bl NPOCTABIAKT HaA nocneaHem
JINCTe OOKYyMeHTa noa noanncbilo, Ha o6op0Te nocnegdHero Jimcrta nogsiMHHMKa OOKyMeHTa UK Ha JInCTe
cornacoBaHuA (BI/I3VIpOBaHVIﬂ), npunaraeémMom K JOKyMEeHTY.

B ncxogawmx AOOKyMeHTax BU3bl NPOCTAaBJIATCA Ha 3K3eMniidpax AOKYMEHTOB, NOMeLlaeMbIX B A€EJ10.

Mo ycMOTpeHuio opraHusauum MOXeT MPUMEHATbCS MOMUCTHOE BU3MPOBaHWE AOKYMEHTa W ero
NPUMOXKEHNI.

5.22 Tlognucb BKIOYaeT: HaMMeHOBaHWe [OIDKHOCTW nuua, MOAMUCHIBAKOWEro AOKYMEHT, ero
COBCTBEHHOPYYHYIO MOANUCH, PacLIMAPOBKY nognucy (MHuumuansl, ammnms).

lMpumep

[eHepanbHLIA AUpeKTOp [Nognuck M.O. damunua

Ecnu gokymeHT odopmneH He Ha 6naHke, B HAaMMeHOBaHMe AOMKHOCTU BKIOYAETCA HaMMeHOBaHNe
opraHmsaumu. [onyckaeTcs UeHTpoBaTb HauMMEHOBaHWe [AOSMKHOCTW nuua, noAnucasBLUero [OKYMEHT,
OTHOCMUTEISTbHO CaMOWN AJIMHHOW CTPOKWN.

lpumep

[eHepanbHLIW OWpekTop
AO «[pohune» lNognuce WN.O. damunna

I'Ipvl O(bOPMJ'IeHMM OOKYMeHTa Ha OnaHke OOMMKHOCTHOIO NLAa AOMKHOCTb 3TOro nuua B noanuncu He
YKa3blBaeTCA.

lpumep
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MNognuck N.O. damunua

Mpu nognucaHuM [OKYMEHTa HECKOSNbKMMW [OIBPKHOCTHLIMU - fMuaMK, 3aHMMAaKLWUMKN  pasHoe
NnonoXeHne, Ux MOANUCK pacnonaralTcs OfHa Mog OPYro B nocrefoBaTenbHOCTW, COOTBETCTBYHOLLEN
nepapxumn 3aHMMaeMblxX JOMKHOCTEN.

lMpumep
LMpekTop MHCTUTYTAa lMoanuck N.0. damunna
[ naBHLIA DyxranTep lMNoanuck N.0. damunna

Mpun nognMcaHUn JOKyMeHTa HECKOMNBKUMM NMLaMy paBHbIX JOJDKHOCTEW UX NOANMCY pacnofaratoTcs
Ha OOHOM ypOBHE.

lpumep

3amecTUTenks QUpeKTopa 3amecTUTeN: AWpeKTOpa

no (PMHAHCOBLIM BOMpOCam no agMWHWUCTPaTMBHLIM BOMPOCAM
lMNoaonuck N.0. damunua [Mognuck N.0. damunua

B [OokymeHTax, COCTaBMnEeHHbIX KOMWUCCMEW, B NOAMWCKM YKasblBaeTcs CcTaTyCc Nnuiua B cocTaee
KOMMUCCUMN.

lpumep
[lpencenartent KOMUCCUK MNoanuce N.0O. damunna
YneHkbl KOMUCCHUK [Noanucek N.0. damunua
MNoanuce N.0O. damunna
lNoanuce N.0O. Pammnua

Mpu nognucaHuMM [OOKYMEHTa fULOM, WCMOSIHAIOWMM 0693aHHOCTM  PYKOBOAUTENS, MOANUCH
ohopMIISieTCs C yKka3aHUeM cTaTyca AOMKHOCTHOMO NULa B COOTBETCTBUM C MPUKA30M (PacropsikeHUem).
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lMpumep

W.0. reHepansHoro gupektopa MNoanuce N.0. damunna

nnu:

Mcnonuaowmin obA3aHHOCTK
reHepansLHoro aupekTopa [Nognuck WN.O. dammunua

Mpv noanucaHMM OOKYMEHTa NULIOM, UMEOLWMM NpaBo MOAMWUCU B CriyYae BPEMEHHOro OTCYTCTBUA
PYKOBOAUTENS, WCMpaBfiEHN B HaMMEHOBaHME [OOMMKHOCTM U pacluMdpoBKy  hamunum  yxe
NOArOTOBMIEHHOTO W COrMIaCoBaHHOIO MpPOeKTa [AOKYMEHTa BHOCATCA OT PYyKM WM C MCMOJSIb30BaHWEM
COOTBETCTBYHOLLMX LWITaMNoB. He AonyckaeTcsi CTaBUTb KOCYo YepTy, Haanuch "3a" neped HauMeHoBaHWEM
[AOIMKHOCTU NMUa B NOAMMUCU, ECIM AOKYMEHT NoANUCLIBAET MHOE AOMKHOCTHOE NNLO.

5.23 OTmeTka 06 aneKTPOHHOW NoANMCH NCMOMb3yeTCs NP BU3yanusaumm 3NeKTPOHHOrO AOKYMEHTA,
NMOANUCAHHOIO 3NEKTPOHHOW NOANMCHIO, C cobnogeHnem criegytowmx TpebosaHuii:

a) MeCcTo pasMelleHUs OTMeTKM OO SMeKTPOHHOW NOoANUCKU [OSHKHO COOTBETCTBOBATb MECTY
pa3meLleHns co6CTBEHHOPYYHON NOAMUCY B @aHaNOrM4YHOM AOKYMEHTE Ha GyMaHOM HOCUTEne;

6) 3NeMeHTbl OTMEeTKM 00 SﬂeKTpOHHOVI noanucu AOMmKHbl ObiTb BUAUMBIMM N YUTAEMbIMU npu
OTO6pa)KeHVII/I LOOKYyMeHTa B HaTypalibHOM pa3mepe;

B) 3neMeHTbl OTMETKU 00 SﬂeKTpOHHOVI noanncun He OOJDKHbl NepeKkpbiBaTbCA WM HakKnagblBaTbCA
[pyr Ha Apyra;

r) anemeHTbl OTMETKUM OO0 3MNEKTPOHHOW MOAMUCU He AOIDKHbl MepeKpbiBaTb 3NEeMEHTbl TekcTa
OOKYMEeHTa 1 Apyrue oTMeTKM 06 neKTPOHHON NOANUCK (NpY Hanu4uu).

OTtmeTka 06 3nMeKTPOHHOM NoAMMCKM B COOTBETCTBUM C 3akoHogaTenbcTBoM Poccuiickon depepaunm
BkMNtovaeT dpasy "[JoKyMeHT nognucaH anekTPoHHOW Noanucbio”, Homep cepTudurkaTa Knya 3reKTPOHHOM
nognucy, aMmunuio, UMs, OTYECTBO BrajenbLla cepTudukata, CpPoK OencTBus cepTudukarta Kroda
anekTpoHHoW nognucu. OTMeTka 06 3NEeKTPOHHON MOANUCU MOXET BKIOYaTb M3obpaxeHne repba, ambnemsi
opraHa Bnactu (opraHusauum), TOBapHOro 3Haka (3Haka oOcCnyXuBaHWsA) OpraHv3auuyM B COOTBETCTBUM C
OEenCTBYIOLMM 3aKOHO4ATENBCTBOM.

lMpumep
AOKYMEHT NOONMUCAH
SNEKTPOHHOW NOANMCEID
HaumerosaHvie CepTuchukar 1a11133a000000000011 H H. Hukonaes
LOMKHOCTH Brnapeney Hukonase Hukonad HUKONaeswdy
DedicteMrenad ¢ 01.12.2012 no 01122017
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5.24 MNevaTb 3aBepseT NOAMMHHOCTb NOAMUCK OOSMPKHOCTHOTO LA HA AOKYMEHTaXx, yAOCTOBEPSHOLLMX
npasa nuu, PUKCUPYIOLLNX PaKTbl, CBA3aHHbIE C (PUHAHCOBLIMU CPeACTBAMMN, a TAKKE Ha UHbIX JOKYMEHTaXx,
npegycMmatpmBawmnx 3aBepeHune noanmcu nedatbid B COOTBETCTBMM C 3aKOHOAATEsIbCTBOM Poccuinckon
denepaumm.

[okymeHTbl 3aBepdAldT neyaTblo opraHusdauun. [leyaTb npocTaBnseTcs, He 3axBaTbiBad
COOCTBEHHOPYYHOW MOAMMUCK NnLa, MOANUCABLLEro AOKYMEHT, Unm B mMecTte, o6o3HavyeHHoM "MIM" ("Mecto
nevartun").

5.25 OTmeTka 00 ucnonHuTene BKMOYaeT (baMVIJ'IVIIO, nMa N O0T4eCTBO UCMNOJNTHUTENA, HOMEpP €ero
Teﬂe(*)OHa. OtmeTka 06 MCMOMHUTENE MOXET AOMOSHATLCA HaMMEHOBAHWEM [LOMKHOCTMH, CTPYKTYPHOIo
noapasgeneHna n 3NIEKTPOHHbIM aapeCcoM UCMOJTHUTENA.

OTtmeTka 06 ucnonHutene odopMnsieTca Ha NULEBON CTOPOHE MOCNeaHero nucta OOKyMeHTa oT
rpaHuLbl NEBOro Nons unu, Npu oTCyTCTBUN MecTa, Ha 06OPOTHON CTOPOHE BHU3Y CreBa.

TMpumep

3abenvH MeaH AHapeeBudy, KOHTpPONLHOE yrpaeneHvue, BeQyLLUWA cneunannucT
+7(495) 924-45-67, Zabelin@gov.ru

OTtmeTka 06 ucnonHuTene moxeT Oq}OpMJ'IFITbCFl KaK HWKHUI KOJNIOHTUTYNN N neYvYaTaTbCA LUpI/Id)TOM
MeHbLUEro paamepa.

5.26 OTmeTka O 3aBepeHuu konmuum OdOpMNSAeTCA AN NOATBEPXKAEHUS COOTBETCTBMSA KOMUK
AOKyMeHTa (BbINMUCKN U3 AOKyMEHTa) NOAMNMHHUKY AOKyMeHTa. OTMeTKa O 3aBepeHMun Konuv npocTaBnsieTcs
noa peksnsvToMm "noanuce” n BKNOYaeT: crioBo "BepHo"; HaMMeHOBaHWe AOMKHOCTWU nuua, 3aBepuBLUEro
KONuio; ero cOBCTBEHHOPYYHYIO MOANWUCH; pacnpoBKy Noanucu (MHUUMane!, hamunuio); gaty 3aBepeHus
KOnuu (BbIMUCKM U3 LOKYMEHTA).

lMpumep

BepHo
MucnexkTop cnyxbbl Kaapos Moanuck N.0. damunua
[arta

Ecnu konust BblgaeTcs Ons npeacTaBneHuss B APYryH OpraHuM3auumio, OTMETKa O 3aBEPEeHUM Komnuu
OOMOJHSETCA HAAMUCBI0 O MECTE XPaHEHUsI JOKYMEHTa, ¢ KOToporo Gbina uarotosneHa konus ("MoganuHHuK
JOKyMeHTa Haxoautcsa B (HaumeHoBaHWe opraHusauuum) B gene N ... 3a ... roa") u 3aBepseTcd neyatblo
opraHusauun.

Ons NPOCTaB/iIEHNA OTMETKN O 3aBE€pPEHNUN KOMNN MOXKET UCMNOJ1b30BaTbCA LWTaMn.

5.27 OTmeTka O NOCTYMMEHUN [OKYMEHTa CHyXWT Afs nogaTBepxaeHus dakta MNoCTYMNeHns
OOKYMEeHTa B OpraHmsaumio M BKNIOYaeT [aTy NOCTYMMNeHUs W BXOOALWMWA PEerucTpauuoHHbIn HoMep
aokymeHTa. [Npyn HeobxogumocTM OTMETKa O MOCTYMMEHUM MOXET AOMOMHATbCA YKa3aHUMeM BpemMeHu
MOCTYNMEHNst B Yacax yn MMHyTax u cnocoba JOCTaBKuN AOKYMEHTA.
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OTtmeTKa o NOCTynNeHnn AOKyMEeHTa MOXeT NpOoCTaBlATbLCA C NOMOLLUbIO WTamMna.

5.28 Pesoniouus cogepXuT ykasaHue Mo MCMOMHEeHU OOKyMeHTa. Pesontouus odopmngeTcs Ha
cBobogHOM MecTe paboyero nonst JOKyMeHTa, Ha 6naHke pe3onouun UM BHOCUTCS HEMOCPEACTBEHHO B
CUCTEMY 3MEKTPOHHOro JOKyMeHToobopoTa.

Pesoniounsi  BKMoyaeT: GaMunuio, WHULManbl WUCMOMHUTENS  (UCMOMHUTENER), MnopyyeHue no
OOKYMEeHTY, npu HeOGXO,EI,VIMOCTI/I - CPOK WUCNOJNHEeHuA, noanucb nuua, BblHECLWIEero pesonwuuio, anarty
PEe30MoLMN.

lMpumep

dPamunna 1.0

[Npowy nogrotoBuTe Npeanoxedna K 1011 2016.
MNoonuck

[ara

5.29 OTmMeTKa 0 KOHTpOSie CBMAETENbCTBYET O MOCTAHOBKE JOKYMEHTA Ha KOHTPOSb, MPOCTaBnseTcs
wtamnom "KoHTposnb" Ha BEpXHEM NONne LOKYMEHTa.

5.30 OTmeTka O HanpaBrneHUn OOKyMEeHTa B [eNno onpeaensieT MecTo XpaHeHWs JOKYMeHTa nocrne
3aBeplUeHns paboTbl C HAM M BKrtoYaeT: cnosa "B aeno”, nHgekc gena no HOMeHKnaType fern, B KoTopoe
rnoMeLlaeTcsl OOKYMEHT Ha XpaHeHue, C yKasaHueM rofa, AOMMKHOCTU nuvua, oOPMUBLLETO OTMETKY,
noanucu, gaTsl.

lMpumep

B neno Ne 01-18 3a 2016 1.
3aB. OTEN0OM KOpNopaTMBHLIX NPOEKTOB
[Moanuck [ara

OtmeTKka © HanpasnieHnn LOOKyMeHTa B [AeJil0 MOXeT [AOMOJIHATbCA KpaTKuMU CBeOeHUAMU O
XapakTtepe UcnonHeHna OoOKyMeHTa.

6 bnaHkn AOKYMeHTOB

6.1 [Ona wusrotoBneHus 6naHkoB pokymeHToB cornacHo FOCT P 7.0.8 wucnonb3yetca Oymara
dopmaToB A4 (210x297 mm), A5 (148x210 mMm); Ons M3roToBneHus GNaHKoB PE30SoLUNA UCMONb3yeTCs
6ymara cpopmatoB A5 (148x210 mm), A6 (105x148 mm).

Kaxgbln nucT gokyMeHTa, odhOpMIIEHHbIN Ha BrnaHke unu 6e3 Hero, JOMMKEH MMETb NONSA HE MEHeE:!

20 MM - neBoe;

10 mm - npaBoe;

20 MM - BepxHee;

20 MM - HMXHee.

[okymeHTbl AnuTenbHbIX (CBbie 10 NeT) CpoKoB XpaHeHUs OOMKHbI UMEeTb NneBoe none He meHee 30
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MM.

6.2 OpraHusauumn ncnonb3ylT 6I1aHKM JOKYMEHTOB, U3rOTOBIEHHbIE HA ByMaHOM HocuTene (bnaHku
OOKYMEHTOB (hefiepanbHbIX OPraHoB rocyAapCTBEHHOW BRacTM ¢ BocnpousBeaeHuweMm [ocyaapcTBeHHOro
repba Poccuiickon depepaumm  M3roTaBNMBalOTCA  MONUrpacdUYECKUMN  MPEAnPUATUSIMA, UMEOLNMU
cepTumMKaTbl O HanMMUMM  TEXHUYECKUX W  TEXHOMOTMYECKMX BO3MOXHOCTENW [N KAaYeCTBEHHOMO
N3roTOBMNEHUS yKa3aHHOro BuAa NPoAyKUMmM), /MK sneKTPOHHbIe WabnoHbl 6naHkoB. bnaHku Ha BymaxkHOM
HOcuUTEeNne N 3rNEeKTPOHHbIe wabnoHbl 6naHkoB OOJTKHbI ObITb MWOEHTUYHbI NO COCTaBy PEKBUIUTOB, NOPAAKY
UX pacnosioXeHus, rapHuTypam wpudra.

BnaHku OOKYyMEHTOB Ha BGyMaxHOM HocuTene M 3neKTpOoHHble WabnoHbl 6naHKOB M3roTaBNMBaOTCA
Ha OCHOBaHUW MakeTOB GNaHKOB, YTBEPXAAEMbIX PYKOBOAUTENEM OpraHM3aLmm.

BrnaHku AOOKYMEHTOB clielyeT n3rotaBjimBaTb Ha oenon 6ymare mnnm 6ymare CBETJ1blX TOHOB.

OneKTPOHHble WabnoHbl 6r1aHKOB AOKYMEHTOB AOMKHbI OblTh 3alUMLEHbl OT HECAHKLUMOHNUPOBAHHbIX
N3MEHEHNN.

6.3 bnaHku OOKYMEHTOB OOpPMMASIOTCH B COOTBETCTBUM C npunoxeHunem b. OpueHTMpoBO4HbIE
rpaHuubl  30H PacronoXeHnss pPekBM3nTOB 0bBo3HaveHbl nyHkTMpoM. Kaxpgas 3oHa onpegensieTcs
COBOKYMHOCTbIO BXOASALLMX B HEE PEKBU3UTOB.

6.4 B 3aBuCMMOCTM OT pacnonoXeHus pPeKBM3MTOB YyCTaHaBMMBaeTCA ABa BapuaHTa 6GraHkoB -
yrnosow (pucyHok b.1) n npogoneHbin (pucyHok b.2).

6.5 PekBuautbl 01, 02, 03 pacnonaraloTca Ha BEpPXHEM Mone [OKYMeHTa Hag pekBuamtom 05
nocepeaunHe 30Hbl, 3aHATON STUM PEKBU3UTOM.

PekBnant 03 MOXeT pacnonaratbCs CrieBa Ha ypoBHe pekBuaunta 05.

Peksuautel 05, 06, 07, 08, 09, 13, orpaHnunTeneHble oTMeTkn ans peksusmtos 10, 11, 12 B npegenax
rpaHuL 30H PacnosioKEeHN PEKBU3UTOB pa3MeLLaloTCst O4HMM U3 CMoCcOoDOB:

- UEeHTpOBaHHbIM (Haqano n KoHel Ka)K,EI,OIZ CTPOKM PEKBU3NUTOB pPaBHO yAdaneHbl OT rpaHul, 30HbIl
pacnonoXeHust PEKBU3UTOB);

- (naroBblM (Kaxgasi CTpOka PEKBM3WTOB HAuMHAETCA OT NeBOW rpaHuubl 30HbI PACcMofIOKEeHWs
PEKBU3UTOB).

6.6 YcTaHaBnuBatoTcs cnegyolme Buabl 6naHKkoB JOKYMEHTOB OpraHm3auum:

- oOLWMKM BnaHK;

- BnaHk nMcbma;

- Br1laHK KOHKPETHOro BMAa AOKYMEHTA.

HopmaTvBHbBIMM akTamu oOpraHv3aumyM YCTaHaBfMBAKTCA BuAbl MNPUMEHSIEMbIX OMaHKOB M UX
pasHoBMAHOCTM (6riaHK NUCbMa CTPYKTYPHOro nogpasgeneHus, bnaHk nucbMa LOMKHOCTHOMO nuua, dnaHk
npvkasa, 6naHk pacnopsikeHusi, 6rnaHk npoTokona u gp.).

O6pasupbl 6naHKoB OKYMEHTOB NpuBeAeHbl B NpunoxeHun b.

6.7 O6wmin BGnaHK Ucnonb3yeTcsa O M3roTOBMEHUs MobbiX BUOOB OOKYMEHTOB, KpOME OEefI0BOro
(cnyxebHoro) nucbma.

O6wwnin BnaHKk B 3aBMCMMOCTM OT ydpeguTernbHblX [AOKYMEHTOB OpraHmsaumMmM W foKarnbHbIX
HOpMaTUBHbIX akToB BkntoyaeT pekemautbl 01 (02 nnm 03), 05, 06, 07, 13 1 orpaHMYnTENbHBIE OTMETKM AN
peksusutoB 10, 11, 16, 17.

BnaHk nuMcbma B 3aBMCMMOCTU OT  Y4YpeauTernbHbIX [OKYMEHTOB OpraHusaumMm W JIoKanbHbIX
HOpMaTMBHbLIX akToB BkMoyaeT pekBuantbl 01 (02 munm 03), 05, 08, orpaHuyUTENbHbIE OTMETKM ANS
peksusuto 10, 11, 12, 15, 17. bnaHk NMCbMa CTPYKTYpHOro nogpasaeneHns AOoMOMHUTENbHO BKIoYaeT
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pekBn3nt 06, 6GrnaHk nucbMa OOMKHOCTHOIO nuua - pekensnt 07.

BnaHk KOHKpeTHOro Buaa JOKyMeHTa, KpoMe NcbMa, B 3aBUCMMOCTM OT ydpeauTenbHbIX JOKYMEHTOB
opraHusaummM u nokanbHbIX HOPMAaTMBHbIX akToB BkrtodaeT pekBuantbl 01 (02 mnm 03), 05, 09, 13 n, npwu
HeobXxoOMMOCTH, OorpaHNYUTENbHLIE OTMETKM ONS rpaHuL, 30H pacrnonoxeHus pekeusntoB 10, 11, 16, 17.
BnaHk KOHKpeTHOro Bvaa OOKyMEHTa CTPYKTYPHOro MoapasfenieHus OOMOSHUTENbHO BKITHOYaET PEKBU3UT
06, 6raHK AOMKHOCTHOrO nnua - pekemauT 07.

6.8 B opraHax BnacTtu n opraHusauusix pecny6nuk Poccuiickon ®egepaunn, MCNonb3yoLWNX Hapsagy ¢
PYCCKMM $3bIKOM Kak rocydapcTBeHHbIM $3blkoM Poccuiickon ®epepauunm rocygapcTBEHHbIN  SA3bIK
(rocyoapcTBeHHble  4A3bIKM) pecnybnuk, UCMonb3ytTcsa OnaHKM [OOKYMEHTOB Ha pPYCCKOM £3blke U
rocyagapCTBeHHOM 43blke (rOCyJapCTBEHHbIX fA3blkax) pecnybnuk: yrrnoBble (pekBu3nTbl  BnaHka
pacrnonaralTca Ha OOHOM YpPOBHE: Ha pPYCCKOM HA3blke - CrneBa, Ha rocyfapCTBEHHOM  S3blke
(rocymapCTBEHHbIX A3blkax) pecnybnuk - cnpaBa) unu NpoaorbHble (PEKBM3UTLI BriaHKka Ha PYyCCKOM S3bIKE -
CBEpXy, pekBM3nTbl 61aHka Ha rocygapCTBEHHOM s3bike (FOCy4apCTBEHHbIX A3blKax) pecnybnuk - Huxe).

[N nepenuckn ¢ MHOCTPaHHbLIMK KOPPECMNOHAEHTaMM UCMOSb3YIOT GrlaHKM Ha ABYX SI3blKax - PYCCKOM
N @HIMUIACKOM (PUCYHOK B.8) unu MHoM MHOCTPaHHOM Si3biKe.

(N3meHeHHas pegakuus, Mam. N 1).

MpunoxeHne A
(cnpaBo4Hoe)

PacnonoxeHue PEKBU3NTOB HA TUTYJIbHOM JINCTE OOKYMEeHTa
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HavmeHoBaHue opraHniaumm

Mpwdh cornacoBaHmA QoOKYMeHTa Mpwidp yTREpHASHWA QOKYMEHTA

HawmeHoeaHwe BHOa JOKYMEHTa
3aronoBoK KT EKCTY

pud cOrMacoBaHuA 40KYMEHTA

MecTo cocTaeneHns (M3gaHna) QOKYMEHTA — o0 W3JaHWA JOKYMEHTa

PucyHok A.1 - PacnonoxeHne pekBU3UTOB Ha TUTYNbHOM NUCTE OOKYMEHTa

Mpunoxexne b
(cnpaBo4Hoe)

Cxembl pacnonoXxeHna peKBU3NToB AOKYMEHTOB
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PucyHok B.1 - PacnonoxeHue pekBu3mMTOB U rpaHnLbl 30H Ha bopmate A4 yrnoBoro 6naHka
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PucyHok B.2 - PacnonoxeHne pekBn3nMToB U rpaHnbl 30H Ha bopmaTte A4 npogonbHoro bnaHka

MNpunoxexne B
(cnpaBo4Hoe)

O6pa3ubl 6naHKOB AOKYMEHTOB
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Pocapxue

denepansHoe DHOPKETHOE YYpEXAEHHE
«BcepoCCUACKMIA HAYYHO-UCCNEN0oBaTENLCKMA MHCTUTYT
NOKYMEHTOBEIEHWA M apXMBHOTO Aena»

(BHUWOAL)

Mockea

PucyHok B.1 - O6pasey, obuiero 6naHka opraHM3aumm
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Pocapxwe

defepansHoe DIOLKETHOE yupexaeHue
«BcepocCMHCKMIA Hay4YHO-UCCNEenoBaTeNbLCKUA
MHCTUTYT
NOKYMEHTOBEEHWA W apXWBHOIO Aena»
(BHUALOAL)

Mpodcoto3Han yn., . 82, Mockea, 117393
Ten./dakc: (495) 718-78-74;
e-mail.-mail@vniidad.ru; http://www vniidad ru
OKMNO 02842708; Or'PH 1027700380795;
MHH/KIN 7708033140/771001001

Ne

Ha Me oT

PucyHok B.2 - O6pasel yrnoeoro 6naHka nucbma opraHusaumm
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Pocapxue

denepansHoe DIOIKETHOE YYPEKIEHUE
«BCepoCCUMHCKWMK HayYHO-UCCNeNoBaATENLCKWA MHCTUTYT
NOKYMEHTOBEEHUA M apXWMBHOID Aena»

(BHUMOAL)

lNpodcoroanan yn., o 82, Mockea, 117393
Ten./dakc: (495) 718-78-74; e-mail:mail@vniidad.ru; http://www_vniidad.ru
OKMNO 02842708; OI'PH 1027700380795; MHH/KIM 7708033140/771001001

Ne

Ha Me oT

PucyHok B.3 - O6paseL npogonbHOro 6naHka nucbma opraHmsauum
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PocapxuB

denepansHoe DIOMKETHOE yUYpeXaeHne
«BCcepoCCMHCKMIA HayYyHO-UCCNenoBaTenbLCKUA MHCTUTYT
NOKYMEHTOBEEHWA U apXWBHOID Aena»

(BHUMOAL)

OWUPEKTOP
[lpodpcotosnan yn., a. 82, Mockea, 117393
Ten /dhakc: (495) 718-78-74; e-mail: mail@vniidad ru; http//www vniidad_ru
OKMNO 02842708; OI'PH 1027700380795; MHH/KIM 7708033140/771001001

Ne

Ha Ne oT

PucyHok B.4 - Obpasey npogonbHoro 6naHka nucbMa AOMKHOCTHOMO nuua




FOCT P 7.0.97-2016 Cucrema cTaHgapToB no nHdopmauum, bnbnuotedHomy n nsgatensckomy geny (CUBUA).
OpraHu3aunoHHo-pacnopsanTenbHasi AOKyMeHTaums. TpeboBaHus k ochopmreHmio AokymeHToB (¢ MameHeHnem N 1)
lMpumeHsiemcs ¢ 01.07.2018 e3ameH OCT P 6.30-2003

Crtpanuua 30

Pocapxue

denepansHoe DHOIKETHOE yUpeXaeHne
«BcepoCCMHCKMIA HayYHO-UCCNeNoBaTENLCKUA MHCTUTYT
NOKYMEHTOBENEHUA U apXMBHOID [lena»

(BRHAMLOAL)
OTPACNEBOW LIEHTP MOBbILLEHWNSA KBANU®UKALINA

lNpodpcoro3nan yn., o. 82, Mocksa, 117393
Ten./dhakc: (495) 718-78-74; e-mail:mail@vniidad.ru; http:/fwww.vniidad.ru
Ten./dakc (495) 718-79-38; e-mail:ocpk@vniidad.ru
OKMNO 02842708; OIr'PH 1027700380795; MHH/KIIM 7708033140/771001001

Ne

Ha MNe oT

PucyHok B.5 - O6pasel npoaonbHoro 6naHka nucbma CTPYKTYpPHOro noapasaenieHus
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Pocapxve

denepantHoe DIOIKETHOE yUpexaeHWe
«BCcepocCHCKUA HayuHO-UCCNel0BaTENLCKUA MHCTUTYT
JIOKYMEHTOBEeHUA U apXMBHOTO Jena»

(BHUALAL)
MPUKA3

Mocksa

PucyHok B.6 - Obpasey, 6raHka KOHKPETHOro BMaa OKYMEHTa opraHu3auum
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Pocapxus
denepancHoe BIOMKETHOS YUpeXIeHWE

«BcepocCUICKMIA HAay4HO-UCCcnenoBaTenbCKMA MHCTUTYT
OOKYMEHTOBEOEHUA U apXMBHOTO fena»

(BHUALAT)
AVPEKTOP

PACNOPHXEHWE

Mocksa

PucyHok B.7 - O6pasel, 6naHka KOHKPETHOro Buaa JOKyMEHTa JOJPKHOCTHOMO nuua
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Pocapxue

denepancHoe DIOQKETHOE yYpeXaeHWe
«BcepoCCMHCKMA HAYYHO-UCCNenoBaTENLCKUA MHCTUTYT
NOKYMEHTOBEIEHWA M apXMBHOTO Aena»

(BHUMOAL)

[MpodpcotosHan yn., a. 82, Mockea, 117393
Ten /dakc: (495) 718-78-74; e-mail:mail@vniidad ru; hitp//www vniidad_ru
OKIMNO 02842708; OI'PH 1027700380795; MHH/KIIN 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

No

Ha Ne oT

PucyHok B.8 - O6pasel npoAonbHoro 6naHka nucbma opraHusaummn Ha AByX s3blkax

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

KnioueBble CroBa: opraHU3auyoOHHO-pacnopaamTeribHas OOKYMEHTaUmMs, odOpMIIeHNe OOKyMeHTa, GnaHk
[IOKYMEHTA, PEKBM3UT JOKYMEHTA




