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Mpepucnosue

1 PA3PABOTAH ®depepanbHbiM OHOAMKETHbIM  yupexkaeHMem "BCePOCCUMCKMIA  Hay4HO-
nccnenoBaTeNbCKUA MHCTUTYT AOKYMEHTOBeAeHUs M apxusHoro gena" (BHUWOAL) depepanbHoro
apPXMBHOrO areHTCTBa

2 BHECEH TexHMYecKMM KOMWTETOM Mo cTaHgaptv3auum TK 191 "Hay4yHo-TexHu4eckas
nHbopmauus, bubnmoteyHoe u n3gatenbckoe geno"

3 YTBEPX/AEH W BBEAEH B JENCTBME MMpukasom PenepanbHOro areHTCTsa No TEXHUYECKOMY
peryanpoBaHuto 1 meTposaornm ot 8 aekabps 2016 r. N 2004-ct

4 B HacToAweMm CcTaHAapTe peannsoBaHbl HOpmbl PeaepanbHbix 3akoHOB OT 27 utona 2006 r. N
149-®3 "06 nHbopmaunun, MHGOPMALMOHHBIX TEXHONOTUAX U O 3alunTe Hbopmaumumn", ot 22 oKTaAbps
2004 r. N 125-d3 "O6 apxusHom gene B Poccuiickon deagepaumnn’

5 B3AMEH I'OCT P 6.30-2003

MpaBWia NPUMEHEHNA HACTOALLErO CTaHAapTa YCTAHOB/IEHbI B CcTaTbe 26 PefepanbHOro 3akoHa oT
29 wutoHa 2015 r. N 162-®3 "O craHgaptmM3aumm B Poccuiickonn ®Pepepaumn”. UHPopmauma o6
M3MEHEHMAX K HacToAleMy CTaHAapTy Nyb/MKyeTca B exerogHom (no coctosHuio Ha 1 AHBapA
Tekywero roga) MHGopmaLMOHHOM YyKasaTene "HaumoHanbHble cTaHAapTbl", a opUUMANbHBIN TEKCT
M3MEHEHMN M NPABOK - B eXXeMeCcAYHOM MHPOPMaLMOHHOM yKasaTese "HaunoHanbHble ctaHgapTbl'. B
c/lyyae nepecmoTpa (3ameHbl) UM OTMEHbI HACTOALWEro CTaHAapTa COOTBETCTBYHOLLEE yBeAoM/IeHUe
b6ypetr onybnuMkoBaHO B 6GaMKaMlLemM BbIMYCKE eXemMecAYHoro WHPOPMaUMOHHOIO yKasaTens
"HaumMoHanbHble cTaHaapThbl". CooTBeTCTBYIOWAA MHOOPMALMSA, yBEAOMIEHNE U TEKCTbI Pa3MeLLaloTca B
NMHPOPMALMOHHOM cucTeme 0B6LLEr0 NOAb30BaHUA - Ha oduuManbHOM caiTe PesepanbHOro areHTCTBa
Mo TEXHWYECKOMY PEryIMPOBaHUNIO U METPONOTMK B ceTu MHTepHeT (www.gost.ru).

HaCTOFILLI,Mﬁ CTaHOAPT HE MOXET 6bITb NONHOCTLIO UAN YAaCTUUYHO BocnpounsseneH, TMPa*XMpoBaH
pPacnpocTpaHeH B Ka4yecTBe od)mu,maanoro n3aaHnA 6es pa3pewieHnA dJe,u,epaanoro areHTCTBa no
TEXHNYECKOMY peryanpoBaHnio n MeTpoanornn

1 O6nactb NnpumeHeHuUn
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HacTtoawmit cTaHgapT pacnpocTpaHAeTcs Ha OpPraHU3auMOHHO-PACMoPAANUTENIbHbIE AOKYMEHTbI:
YCTaBbl, NONOXEHUA, NPABMAAQ, UHCTPYKLUKU, PEFTAMEHTbI, NOCTAHOBAEHMWA, PAcNoOPAXKEHUA, NPUKasbl,
peleHuns, NPOTOKO/bl, AOrOBOPbI, aKTbl, NUCbMa, CNPaBKU U Ap. (ganee - AOKYMEHTbI), B TOM 4ucie
BKAtoYeHHble B OK 011-93 "Obwepoccuiicknini  Knaccudpurkatop YynpaBneHYECKOW A[OKYymeHTaumn"
(OKyZ), knacc 0200000.

HactoAawumi ctaHaapT onpeaenseT COCTaB PEKBUM3UTOB AOKYMEHTOB; npasuaa Ux opopmneHus, B
TOM uuC/e C NpUmMeHeHnem WHGOOPMALMOHHbLIX TEXHONOTMIA; BUAbl GNAHKOB, COCTaB PEKBU3UTOB
671aHKOB, CXEeMbl PACMOJIOKEHUA PEKBU3MTOB Ha AOKYMeHTe; obpasubl 6/1aHKOB; NpaBuna Co3gaHuA
AOKYMeHTOB. MON0MKEeHWUA HACTOAWEro CTaHAapTa PacnpoCTPaHATCA Ha AOKYMEHTbl Ha BYMarKHOM U
3/1eKTPOHHOM HOCUTENAX

2 HopmaTtusHble CCbI/IKU

B HacToAWweMm cTaHgapTe UCNOb30BaHbl HOPMATUBHbIE CCbIZIKU Ha caedytowme CTaH4apTbl:

FOCT P 7.0.8 Cuctema ctaHAapToB No MHpopmaumn, BUHGAMOTEUHOMY U M3OATENbCKOMY Aeny.
JenonponssoacTtBO M apxmBHOe Aeno. TepMmuHbl U onpegeneHmnsa

FOCT P NCO 15489-1 Cucrtema cTaHAapToB No uHpopmauum, GUbIMOTEYHOMY U M3 4ATENbCKOMY
aeny. YnpasneHne aokymeHtamu. Obume TpeboBaHus

Mpumeyarue - MNpu NONb30BAHMM HACTOALLMM CTaHAAPTOM LeiecoobpasHO NPoBepUThL AencTene
CCbINIOYHbIX CTaHAAPTOB B MHGOPMALMOHHOM cucTeme 0bLLEero noab3oBaHMA - Ha odpuLManbHOM caliTe
denepanbHOro areHTCTBa MO TEXHUYECKOMY Pery/iMpoBaHUI0 U MEeTPOAOorMMU B ceTU MHTepHEeT uau no
exerogHomy MHdopmauMOHHOMY yKasaTento "HauuoHanbHble cTaHAapTbl", KOTOPbIM ony6aMKoBaH no
COCTOAHMIO Ha 1 AHBapPA TEKyLLero roja, U no BbIMYCKaM eXXeMeCAYHOro MHPOPMaLIMOHHOro yKasaTens
"HauunoHanbHble cTaHAapThl" 3a TeKywmi rog. ECiv 3aMeHeH CCbIIoYHbIN CTaHAapT, Ha KOTopbIi gaHa
HeAaTUPOBaHHaA CCbl/IKa, TO PeKOMEHAYeTCs MCNo/b30BaTh AEMCTBYHOLLYIO BEPCUIO 3TOrO CTaHAapTa C
YYETOM BCEX BHECEHHbIX B AaHHYIO BepCcUio M3MeHeHMI. Ecanm 3aMeHeH CCbINoYHbIM CTaHaapT, Ha
KOTOPbIN AaHa AaTMPOBaHHaA CCblKa, TO PEKOMEHAYEeTCA MCMO/b30BaTb BEPCUMIO 3TOrO CTaHAapTa C
YKa3aHHbIM Bbllle rofom yTBepsKaeHua (npuHatua). Eciv nocne yTBepXaeHMsA HacToALLLEro cTaHaapTa B
CCbIIOYHbINA CTaHAAPT, Ha KOTOPbIN AaHa AaTMPOBaHHAaA CCbl/ka, BHECEHO U3MEHEHWe, 3aTparmsatollee
MONIOMKEeHWe, Ha KOTopoe AaHa CCbliKa, TO 3TO MOJIOKEHWE PeKoMeHAyeTcs npumeHATb 6e3 yuyerta
AaHHOro n3meHeHuA. EC/IM cCbINOYHbIN CcTaHAApPT OTMeHeH 6e3 3aMeHbl, TO MOJIOMKEHNE, B KOTOPOM AaHa
CCbl/IKa Ha HEro, PEKOMEHAYETCA NPUMEHATL B YacTU, HE 3aTParnBatoLLEen 3Ty CCbIKY.

3 O6bwme TpeboBaHUA K CO34aHUIO0 AOKYMEHTOB

3.1 [lOKyMeHTbl MOryT cO34aBaTbCA Ha OYMa)KHOM HOCUTENE W B 3/JIEKTPOHHOW dopme ¢
cobntoaeHeM YCTaHOBAEHHbIX NPaBua 0GOPMAEHUA AOKYMEHTOB.

3.2 Mpu co3gaHMM AOKYMEHTa Ha AByX M Honee CTpaHWUUAX BTOPYHO M Mocieaylolme CTpaHuLbl
HYMepYIoT.

Homepa cTpaHuL, NPOCTaBAAIOTCA nocepeaunHe BepxHero noasa AOKYMEHTa Ha pPacCTOAHUU He
meHee 10 mm oT BepXHero Kpaa ancra.

[Jonyckaetca co3faHWe [AOKYMEHTOB HAa /iMueBOM M 0BOPOTHOW CTOpoHax Aawucta. [Mpu
ABYCTOPOHHEM CO343aHUM OOKYMEHTOB LUMPUHA JIEBOTO MOJIA HA JINLLEBOM CTOPOHE /IUCTa M MPaBoro
noss Ha 06OPOTHOM CTOPOHE INCTA AO/IKHbI ObITb PaBHbI.

3.3. [na co3paHusa OOKYMEHTOB HeobXoAMMO WCMoJib30BaTb CBOGOAHO pacnpocTpaHsemble
6ecnnaTtHble WPUPTHI.


consultantplus://offline/ref=4B6C847206C7537B4B3B778F44A191C25A2D8148034F4B53BC2715D94D58F59830ED9452B3E30080E8C84D0117e73FJ
consultantplus://offline/ref=4B6C847206C7537B4B3B778F44A191C25A2D8148034F4B53BC2715D94D58F59822EDCC5EB2E01E84EEDD1B505223CB4B3043FB57AC42F6CAeF39J
consultantplus://offline/ref=4B6C847206C7537B4B3B778F44A191C2582B844305464B53BC2715D94D58F59830ED9452B3E30080E8C84D0117e73FJ
consultantplus://offline/ref=4B6C847206C7537B4B3B778F44A191C2582E824E014E4B53BC2715D94D58F59830ED9452B3E30080E8C84D0117e73FJ

Ons obopmneHns 4OKYMEHTOB PEKOMEHAYETCA UCMONb30BaTh pasmepsbl wpudtos N 12,13, 14.

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

3.4 A63aLHbIN OTCTYN TEKCTA AOKYMeHTa - 1,25 cm.

3aronoBKku pa3aenos U nogpasgenoB NevYaTaroTca C a63aLl,HbIM OTCTYNOM UIN UEHTPUPYHOTCA NO
LWNPUHE TEKCTA.

MHOI’OCTpO‘-IHbIe PEKBU3NTbI NEYaATaAOTCA 4Yepe3 OauH Me)KCTpO‘-IHbIﬁ MHTEepBaa, COCTaBHble 4YaCTu
PEKBU3NTOB OTAENATCA AONO/IHUTE/IbHbIM MHTEPBA/IOM.

TeKcT goKymeHTa neyataeTtca Yepes 1 - 1,5 meXXCTpOYHbIX MHTEepBana.

Ecnn AOKYMEHT roToBUTCA AN M34aHUA C YMeHbLeHMeM macluTaba, TeKCT neyataeTca Yepes ABa
WMHTepBana.

MHTepBan mexay 6yKBamu B CIOBAX - OBbIYHBIN.
MHTepBan mexKay cloBamu - 04uH npoben.

3.5 TeKCT AOKYMEHTa BbIPaBHMBAETCA NO LMPUHE AKCTa (MO rpaHMLAm NEBOrO M NPaBOro nosew
OOKYMEHTa).

[n1Ha camolt ANIMHHOM CTPOKM PeKBM3WTa NPW YII0BOM PACNOIOKEHUN PEKBU3UTOB He Bonee 7,5
cm.

OnnHa camoit ANMHHOW CTPOKM PEKBU3UTA NPU MNPOAO/IbHOM PacCroNOXEHUU PEKBUIUTOB He
bonee 12 cm.

3.6 HopMaTUBHbLIMW NPABOBbLIMK aKTaMM OPraHM3aLMM MOXKET 6bITb NPEAYCMOTPEHO BblgeneHue
pekBmsnToB "agpecat”, "3aronoBoOK K TeKcTy" mam "nognucek”, a Takke OTAeNbHbIX pParmeHTOB TEKCTa
NONYKMUPHbIM WPUDTOM.

3.7 HopmaTtuBHble NpaBOBble aKTbl OpraHM3auMn, a TaKKe MHble MHOTOCTPaHUYHbIE OOKYMEHTbI
MOTYT 0POPMAATLCA C TUTYNbHBIM JIMCTOM. TUTY/IbHBIA INCT AOKYMEHTa 0POPMISETCA B COOTBETCTBMM C
npunoXKeHuem A.

4 PeKBU3UTbI AOKYMEHTA

Mpu noarotoske M oPOPMNEHMUM OOKYMEHTOB MCMOAb3YHT PEKBM3UTLI, ONpeneneHns KoTopbIX
npmneegeHbl B TOCT P 7.0.8

01 - repb6 (FocypapcTBeHHbIt repb Poccuiickon Pepepaummn, repb cybbekta Poccuinckoit
depnepaunn, repb (repanbamyecknin 3HaK) MyHULMNANbHOIO 06pa3oBaHus);

02 - ambnema;

03 - ToBapHbI 3HaK (3HaK 06CNYKMBaAHWA);

04 - Kog, dopMbl LOKYMEHTa;

05 - HaumeHoBaHMeE OpPraHM3aumMK - aBTOPa AOKYMEHTa;

06 - HauMeHOBaHWe CTPYKTYPHOIo NoApPasAeNeHMUsA - aBTOPa AOKYMEHTa;
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07 - HaumeHoBaHMe AOMKHOCTU ANLA - aBTOPA AOKYMEHTA;
08 - cnpaBoyYHble gaHHble 06 opraHu3auum;

09 - HaumeHoBaHWE BUAA AOKYMEHTQ;

10 - paTa AOKYMEHTa;

11 - perncTpaunoHHbIi HOMEpP AOKYMEHTa;

12 - ccbl/IKa Ha PErncTPaLMOHHbIN HOMEpP U AaTy NOCTYMMBLLEro AOKYMEHTa;
13 - mecTo cocTaB/ieHUA (U34aHUA) LOKYMEHT];
14 - rpud orpaHNYeHMA 40CTYNA K AOKYMEHTY;
15 - appecar;

16 - rpud yTBEPHKAEHMA LOKYMEHT];

17 - 3aron0BOK K TEKCTY;

18 - TEeKCT [ OKYMEHTa;

19 - oTmeTKa 0 NpPUAOKEHUU;

20 - rpud cornacoBaHMa AOKYMEHTa;

21 - Bu3a;

22 - noAnucs;

23 - oTMeTKa 06 371eKTPOHHOM noanucy;

24 - nevyartb;

25 - oTMeTKa 06 uUcnonHuTene;

26 - OTMETKa 0 3aBEPEHUM KONUU;

27 - OTMETKa 0 NOCTYNAeHUN AOKYMEHTa;

28 - pesontoums;

29 - OTMETKa O KOHTpOe;

30 - oTMeTKa 0O HanpaB/ieHMM AOKYMEHTA B Aeno.
5 OdopmneHue peKBU3UTOB AOKYMEHTOB

5.1 Tep6 (FocypapcTBeHHbIt repb Poccuitickoit depepaumn, repb cybbekta Poccuitckoin
denepauyn, repb (repanbAuyeckuii 3HaK) MyHWLMNANbHOro 06pasoBaHMA) BOCMPOM3BOAMTCA Ha
61aHKaxX LOKYMEHTOB B COOTBETCTBMMU € PesepasibHbIM KOHCTUTYLMOHHbBIM 3aKOHOM OT 25 aekabpa 2000
r. N 2-®K3 "O TlocygapctBeHHom repbe Poccuitckoir ®epepauymm”, 3aKoHOAATENbHbIMU U UHbBIMU
HOPMATUBHbLIMW NPABOBbIMM aKTamu cybbekToB Poccuitickoin depepaLm 1 HOPMATUBHBIMM NPABOBbIMU
aKTaMW OpraHoOB MECTHOTO CaMoynpaBaeHuUA.

N306paxkeHne repba (FocymapcTBeHHoro, cybbekTa Poccuiickoir  depepauumu, repba
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(repanbanyeckoro 3Haka) opraHa MeCTHOro camoynpaBiaeHWsA) NOMeLLaeTca No cepeamHe BepxHero
nons 6/1aHKa AOKYMeHTa Haj PEKBM3UTAMM OpraHn3aumu - aBTopa AOKYMEHTa, Ha paccTtoAaHun 10 mm oT
BEPXHEro Kpasa Aucra.

5.2 3mbnema opraHusaumu, paspaboTaHHaa W yTBEpP)KAEHHaA B YCTAaHOBAEHHOM MOpPAJKE,
pasmelaeTcd B COOTBETCTBMM C HOPMATUBHbIMM MNPABOBbIMM aKTamMuM Ha b6/1aHKax: AOKyMEeHTOoB
desepanbHbIX OpPraHOB rocyaapcTBEHHOW BNAcTU (33 MCKAKOYEHMEM C/ydYaeB, NpeaycMaTpuBaioLLIUX
ncnosnb3oBaHMe nsobpaxkeHus FocyaapcTeeHHoro repba Poccuiickolt ®enepaummn), TeppuUToprUanbHbIX
opraHoB ¢eaepasbHbiX OPraHoOB rocyAapCTBEHHOW BAACTWU, FOCYAApPCTBEHHbIX U HErocyAapCTBEHHbIX
opraHusaumin. MU3o6parkeHme ambaembl NOMELLAETCA MO cepeamHe BepxHero nons 61aHKa AOKYMEHTa
Hag, PEKBM3UTAMM OPraHn3aumMm - aBTOpa AOKYMEHTA, Ha paccTossHnM 10 Mm OT BEpXHEro Kpas AucTa.

5.3 ToBapHblit 3HaK (3HaK 0OCAYXMBaHMA), 3apPErnMCTPUPOBAHHBLIN B  YCTAHOBJIEHHOM
3aKOHOAaTeNbCTBOM MOPAAKE, BOCNPOU3BOAUTCA Ha BnaHKax opraHM3auuMii B COOTBETCTBMM C YCTaBOM
(nonoxkeHnem 06 opraHusaumn). M3obpakeHne TOBapPHOro 3HaKa (3Haka obcnyKuBaHMA) nomellaeTca
no cepeauHe BepxHero nons 6aaHKa AOKYMeEHTa Haj PeKBU3UTaMM OpraHM3aumnmn - aBTopa AOKYMEHTa,
MWW CNeBa Ha YPOBHE HAaMMEHOBAHMA OpraHuM3aummn - aBTopa AOKYMeHTa (4onycKaeTcs 3axBaTbiBaTb
YyacTb /IeBOro nons).

Hapagy c TOBapHbiM 3HaKOM (3Hakom 06CAyKMBaHMA), Ha 6naHKaXx [OOKYMEHTOB MOXKeT
YKa3blBaTbCA KOMMepUYeckoe 0603HaYeHne pUaNYECcKoro anua.

5.4 Kog ¢opmbl AOKYMEHTa MPOCTaBAAeTCA Ha YHUOUUMPOBAHHbLIX GOpmMax [AOKYMEHTOB B
cooTBeTCTBUM C OBLLEPOCCMIACKMM KNAacCMPUKATOPOM ynpaBieHYecKon AokymeHTauuum (OKY) waum
JIOKaNbHbIM KnaccudUKaTOpOM, pacrnonaraeTca B NpaBoOM BepxHem yray pabodero nons [JOKyYMeHTa,
coctouT ns cnos "®opma no" (HanmeHoBaHWe Knaccuduratopa) u unmdbpoBoro Koaa.

Mpumep - Popma no OKY/ 0211151.

5.5 HaumeHoBaHMe oOpraHM3auum - aBTopa [AOKYMEHTa Ha 0O/n1aHKe [AOKYMeHTa [OJIKHO
COOTBETCTBOBATb HAMMEHOBAHWIO OPUAMYECKOTO /NLA, 3aKpPenJeHHOMY B €ero y4ypeguTesibHbIX
OOKymeHTax (yctaBe uau nonoxkeHuu). Mo HauMeHOBaHMEM OPraHM3aLMM B CKOOKax yKasbiBaeTcs
COKpalleHHOoEe HaMMEeHOBaHWe OPraHM3aLLMm, eC/i OHO MPEAYCMOTPEHO YCTAaBOM (MOSIOKEHUEM).

Hag HavmeHoBaHMeMm OpraHnsauumn - aBTopa AOKYMEHTa YKa3blBaeTCA NOJIHOE U/IN COKpalleHHoe
HanmeHoBaHUe BbILUECTOFILLl,eVI OpraHmnsaunun (I'IpM ee Ha!'IMLIMM).

5.6 HavmeHoBaHMe CTPYKTYPHOro noApasfesieHnn - aBTopa AOKYMEHTa (B Tom uucne ¢puanana,
oTAeNleHnn, NpeacTaBUTENbCTBA, KONIErMaabHOro, COBELLATENbHOMO UM MHOTO OpraHa) Ncnosib3yeTca B
6naHKax nuMcem M 61aHKax KOHKPETHbIX BUAOB AOKYMEHTOB COOTBETCTBYIOLWMX MOAPA3AeNeHni
(opraHoB) B COOTBETCTBUM C IOKANIbHBIMM HOPMATUBHBIMK aKTaMM U YKa3blBaeTcA Mo HaMMeHOBaHWEM
opraHusauumm.

5.7 HanmeHoBaHWe A0NXKHOCTU Anua - dBTOpPa AOKYMEHTa UCNO/Ib3yETCA B 6naHKax AO/TKHOCTHbIX
vl nopacnonaraetca nog HaMmMeHoBaHMEM OpraHusaumnn Uanm HanmeHoBaHUEM TEPPUTOPUU (Kpaﬂ,
O6J'|aCTVI, aBTOHOMHOW 06/1aCcTh U ,Cl,p.), eC/in OOKYMEHT MU3aaeT pykoBoguTenb opraHa Baactu CY6'bEKTa
Poccuinckolt (De,u,epau,mm, MYHNUMUNANTbHOTO 06pa3OBaHI/I’r'I. HanmeHoBaHWe A0/MKHOCTU Auua - dBTOpPa
AOKYMEHTA YKa3blBaeTCA B COOTBETCTBUM C HaMMeHOBaHUEM, NpuBeaeHHbIM B pacnopaauTe/IbHOM
AOKYMEHTE O Ha3Ha4Y€HUN Ha OO/TIKHOCTb.

5.8 CnpaBoyHble gaHHble 06 OpraHM3aL MM YKasbiBaloTCA B 6/1aHKax NMUCEM W BK/IKOYAOT: MOYTOBbIN
afpec opraHu3auMmn (AOMNONHUTENbHO MOMKET YKasblBaTbCA aApec MecTa HaxXOXAeHWA pUaNYecKoro
NMLA, eCciM OH He coBMafaeT C NOYTOBbIM agpecom); Homep TenedoHa, daKkca, agpec 3NEeKTPOHHOM
noyThbl, CETEBOM agpec.

B cocTas cnpaBOYHbIX AaHHbIX, 32 UCK/OYEHNEM 61aHKOB AOKYMEHTOB OpraHoB FOCVAapCTBeHHOVI
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B/1ACTW, OPraHOB MECTHOTO CaMOYMpPaB/IEHMA, BKAKOYAOTCA: KOA opraHu3auumn no Obwepoccunckomy
Knaccudukatopy npeanpusatuii u opraHmnsaumii (OKMO), 0CHOBHOM rocyAapCTBEHHbIN PerncTPaLmoHHbIN
Homep opraHmsauumn (OTMPH) M unaeHTUPUKALMOHHBLIN HOMEp HasnoronaatesblimMka/Kom, MpPUYMHBI
MOCTaHOBKM Ha Hasorosbli yuet (MHH/KMM).

5.9 HaumeHoBaHMe BMAA AOKYMEHTA YKa3blBAaeTCA Ha BCeX AOKYMEHTax, 3a MCKAKYEeHUEeMm
Aenosbix (cny»KebHbix) NMcem, pacnonaraeTca noj PekBU3UTaMM aBTopa AOKYMeHTa (HaMmeHoBaHMEM
OpraHusaLmnmn, HAMMeHOBaHNEM CTPYKTYPHOro noApasaeneHuns, HaumeHoBaHUEM A0NXKHOCTM) (Cm. puc.
B6).

5.10 JaTta goKymeHTa COOTBETCTBYeT AaTte noAnucaHusa (yTBepskAeHuA) OOKyMeHTa uau aarte
cobbITA, 3aPUKCUPOBAHHOIO B AOKYMeHTe. [lOKyMeHTbl, U34aHHble ABYMA Uan 6onee opraHusaumamm,
OOMKHbI UMETb OAHY (eguHyto) aaty.

[aTa oKymeHTa 3anucbiBaeTca B NocneA0BaTeIbHOCTU: AeHb MecALa, MecAl, rof OAHUM U3 ABYX
crnocobos:

apabckmmn undpamu, pasgeneHHbimm Toukoi: 05.06.2016;
CcnoBecHo-UMdppoBbIM cnocobom, Hanpumep: 5 ntoHsa 2016 .

5.11 PeructpauMoHHbIi HOMep AOKYMEHTa - LMdpoBoi UnM ByKBeHHO-UUbPOBON naeHTUPUKaTOp
OOKYMEHTa, COCTOALLMIA U3 NOPALKOBOrO HOMEpa AOKYMEHTA, KOTOPbIN, MO YCMOTPEHUIO OpraHmn3aumum,
MOMET [OMONHATbCA UMPPOBbIMU  UAM  OYKBEHHBIMM KOAaMW (MHAEKCAaMM) B COOTBETCTBUWU C
NCNONb3yeMbIMU KlaccudrKaTopamm (MHAEKCOM Aena NO HOMEHKNATYpe AN, KOLOM KOPPECNOHAEHT],
KOZOM LAONIKHOCTHOTO NLA U ap.).

Ha [OKymeHTe, COCTaB/eHHOM COBMECTHO ABYMA U 0Oosiee opraHMsauusmu, MPOCTaBASAIOTCA
perucTpaunoHHble HoMepa AOKYMEHTA, MPUCBOEHHbIE KaxkAoM W3 opraHuM3auuin. PerucTpaunoHHble
HOMepa OTAENATCA APYr OT Apyra KOCOW YepTol M MPOCTaBAAIOTCA B NOPAAKE YKa3aHWA aBTOPOB B
3aro/IOBOYHOM YaCTU UK Npeambysie JOKYMEHTa.

5.12 CcbIlKa Ha pPerncTpaumMoHHbIM HOMep M JaTy nNOCTyNMBLUEro JLOKYMEHTA BK/IOYaeT
PEerncTpaLnoHHbIN HOMEpP U AATy BXOAALLErO MHULMATUBHOIO JOKYMEHTA, HAa KOTOPbIN AaeTcA OTBeT.

5.13 MecTo cocTaBneHua (M34aHMA) OOKYMEHTa YKasblBAeTCA BO BCEX AOKYMEHTaX, Kpome
AenoBbIX (CAyxebHbIX) NUCEM, a TaKKe OO0KAaAHbIX, CAYKeBHbIX 3anUCOK M APYTUX BHYTPEHHMX
NHPOPMALMOHHO-CNPABOYHbIX AOKYMEHTOB.

MecTo cocTaBneHus (M3gaHna) AOKYMEHTa He YKa3blBaeTca B TOM C/lyyae, eCAn B HAMMEHOBAHUM
OpraHM3auMM MPUCYTCTBYET YKasaHMe Ha MecTo ee HaxosKaeHusa. Mecto cocTasneHus (M3gaHus)
[OKYMEHTA YKa3blBaeTCA B COOTBETCTBUM C NPUHATLIM aAMUHUCTPATUBHO-TEPPUTOPUA/IbHBIM AENEHNEM.

5.14 Tpud orpaHuuyeHnsa AOCTyna K AOKYMEHTY NPOCTaBAAETCA B NPAaBOM BEPXHEM YI/y NepBoro
NINCTa OOKYMeHTa (NpoekTa [AOKYMeHTa, COMPOBOAMTENBHOrO MNUCbMA K AOKYMEHTY) Ha rpaHuue
BEPXHEro NoA NPU HaUUYUK B AOKYMEHTE MHDOPMALMM, AOCTYN K KOTOPOM OrpaHMYeH B COOTBETCTBUM
C 3aKoHoAgaTenbcTBOM Poccuiickon Peaepaumn.

Bugbl ncnonbsyemblix B OpraHuMsaumun rpudoB orpaHUYeHns A0CTyna AOJIKHbl COOTBETCTBOBATb
33aKOHOAATENbHbIM U MHbIM HOPMATUBHbLIM MPaBOBbIM akTam Poccuitickoin depepaumn 1 foaKHbI ObITb
3aKpensieHbl B JIOKa/IbHbIX HOPMaTMBHbIX aKTax. B coctaB rpuda orpaHuYeHus AocTyna K AOKYMEHTY
BXOAUT oOrpaHuumtenbHas Hagnucb ("Ona  cnykebHoro nonb3oBaHua", "KoHouaeHumanbHo",
"Kommepueckas TailHa" wau ap.), KoTopas MOXKET AOMONHATLCA HOMEPOM 3K3eMnifpa SOKYMEHTa U
APYTMMK cBEAEHUAMM B COOTBETCTBUM C 3aKOHOA4ATENbCTBOM Poccuiickoit depepaumu.

IIpumMep - KoMmmepueckas TaMHa.
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5.15 AgpecaT wucnonb3syetca npu odopmaeHuMM AOenosbix (cNyxebHbix) nucem, BHYTPEHHUX
MHPOPMaLMOHHO-CNPABOYHbIX AOKYMEHTOB (40KNAAHbIX, CAYKeBHbIX 3aNUCOoK 1 A4p.).

AApecaTOM AOKYMEHTA MOXKET 6bITb opraHnsauuAa, CTPykKTypHoe noapasgeneHne opraHunsauunm,
AO/KHOCTHOE NN d)msmqecr(oe anuo.

PekBusnT "agpecaT" npocTaBnseTcs B BEpPXHEW NPaBoOW YacTu JOKYMeHTa (Ha 61aHKe C yrioBbimM
pacno/ioXKeHNemM PEKBU3UTOB) UM CNPaBa NoJ PEKBM3UTaMM 61aHKa (Npy NPOA0AbHOM PACMONONKEHUN
pekBmn3nTOB 6naHKa). CTPOKM pekBu3nuTa "aapecat’ BbipaBHMUBAKOTCA NO JIEBOMY KpPak UK LIEHTPYLOTCA
OTHOCWUTE/IbHO Camoli A/IMHHOW CTPOKMU.

Mpy appecoBaHUM [OKYMEHTA PYKOBOAWUTENO (3aMecTUTeNto PyKOBOAMUTENA) OpraHusauum
YKa3blBalOTCA B JaTe/lbHOM MageXe HauMMeHOBaHMe [O/IKHOCTM pyKoBoauTens (3amectutens
pyKoBOAMTENS), BKAIOYAlOWEe HAaMMEHOBAHME OpraHuMsauuun, U GaMuausa, MHUUMANbI LOMKHOCTHOIO
nmua.

[lpumep -
Pykopomuresnn denepalibHOT'O
APXMBHOTO aT'€HTCTBAa
dammma U.O.

Mpu aapecoBaHWM MUCbMa B OPraHM3aUMI0 YKa3blBAaeTCA €e MOJIHOE WM COKpalleHHoe
HanmeHoBaHWe B UMEHUTE/ZIbHOM Nagexe.

Mpumepsl
1 depepanbHOE apXMBHOE areHTCTBO
2 Pocapxwus

Mpu afZpecoBaHWM [OKYMEHTA B CTPYKTYpHOe MoApasfefieHMe OpraHusauun B pekBusuTte
"apgpecat" yKasblBaeTca B UMEHUTE/IbHOM NafexXe HaMMeHOBaHMe OpraHM3auum, HUXKe - HAMMEHOBaHMe
CTPYKTYPHOro NoApasaeneHus.

[Ipumep -
demepasnibHOE apPXMUBHOE
AT'eHTCTBO

OTmesl TrOCyHapCTBEHHOM
CJIyx0Obl, KaIpoOB U Harpax

Mpu appecoBaHUMM NUCbMa PYKOBOAWUTEND CTPYKTYPHOrO MNOAPA3LeneHus yKasbiBaeTca B
UMEHUTENbHOM MajeXe HaMMEeHOBaHWE OpraHu3auun, HUXKe - B AaTe/IbHOM MajerKe HaMMeHOBaHue
OOJIKHOCTM PYKOBOAMWTENA, BKAOYAIOLLEE HAaMMeHOBaHWe CTPYKTYPHOro noapasgeneHus, Gbamuauio,
MHULMANDI.

[Ipumep -
AO "IIpodump"

PyxkopommuTeso OOTOBOPHO—
npaBOBOTO OTHEJa
dammmnma 1.O.
n n

Mepes damunnein L[OMKHOCTHOTO AMUA  AOMyCKaeTcAa  ynoTpebnaTb CoKpalieHue "r-Hy
(rocnopuHy), ecnu agpecaT MyKUMHa, UK "r-xe" (rocnoxe), eciv afpecarT KeHLWmMHa.



Mpumepsl
1 r-ny ®amunuma N.0.
2 r-ke ®amunnuna N.0.

Mpwu paccblike 4OKYMEHTA rpynme opraHM3aumini 04HOro TUMa WK B CTPYKTYPHbIe Noapasae/ieHuns
O HOM OpraHu3aLmMm, agpecaT yKasblBaeTca 0606LLEeHHO.

[IpuMepEL
1 PYKOBOIMTEJNAM IOUYEPHUX
obmwecTtre AO "IIpodmmnp"
2 PyKOBOOMTEJIAM YIPaBJIEHUMN
Pocapxmuea

Mpu paccblike OOKYMEHTa He BCEM OPraHM3auMsaM WAM CTPYKTYPHbIM MOAPa3gefieHUsaM Mnog
peksusntTom "AgpecaT"” B ckobKax yKkasbiBaeTcs: "(no cnucky)".

[lpumep -

PyKOBOIOMTEJIAM HOOYEPHUX

obmwecTts A0 "Illpodpmap"
(mo cnmcky)

B oaHOM gOKymeHTe He AonXHO bbiTb bosiee yeTbipex agpecaToB. Cnoso "Konusa" nepen BTopbim,
TPETbUM, YeTBEPTbIM afpecaTaMu He yKasbiBaeTcA. Mpu 6oablueM KoMYeCcTBe agpecaTtoB COCTaBAAETCA
CMUCOK (INCT, yKasaTesib) pacCblIKM AOKYMEHTA, Ha KaXKAOM AOKYMEHTE YKa3biBaeTcA OAMH agpecaT Uan
agpecat opopmaseTca 0606 eHHo.

B coctaB pekBmsuTa "Agpecat" MOXKeET BXOAMUTb MOYTOBbLIN agpec. deMeHTbl NOYTOBOro agpeca
YKa3bIBalOTCA B MOC/AEA0BaTENbHOCTU, YCTAHOBAEHHOM [paBuaamu OKasaHWs YCIyr MOYTOBOM CBA3M,
YTBEPKAEHHbIMM NPMKa3zoM MUHUCTEPCTBA CBA3N M MaCCOBbIX KOMMYHUKaumii Poccuiickon deaepaumm
o1 31 niona 2014 r. N 234,

[Ipumep -

BcepoccuMCKUl Hay4dHO—
VCCJIenoBaTeJIbCKUY MHCTUTYT
OOKYMEHTOBEIEHMS UM apXMBHOTO Ieja
lIpodcowzHasa yia., n. 82,
Mockea, 117393

MoYTOBbLIM aApPec MOMKET He YKasblBaTbCA B AOKYMEHTaX, HanpaB/ifAeMblX B BbICLUME OpraHbl
BJAaCTW,  BbllleCTOAWME  OpraHM3auMM, NOABEAOMCTBEHHbIE  OpraHM3auMm WM MOCTOAHHbLIM
KoppecnoHZeHTamM (3a WUCK/IOYEHMEM HaMnpaB/ieHUA MUCEM YKasaHHbIM agpecaTam B KOHBepTax C
NpOo3payYHbIMN OKHAMM).

Mpy agpecoBaHUN AOKYMEHTa GU3NYECKOMY LY YKa3biBaloTcA: GaMUAMA MHULMANbI, NOYTOBbIN
agpec.

Mpumep -

®amunna N.0.

CapgoBasayn., 4.5, k.. 12,

r. lobepupbl, MockoBcKas 06.., 301264

an oTnpaBKke nnCbma no 3ﬂeKTp0HHOﬁ noyrte nanm no ¢aKCMMMﬂbHOﬁ CBH3M(6€3 AOCbIIKN MO
nhoe) NMOYTOBbIN agpec He yKa3biBaeTCA. an HEO6XOAMMOCTM MOXKeT bbITb YKa3aH 3I'IeKTpOHHbIl‘;1 agpec
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(Homep TenedoHa/dakca).

[Mpumep -

Bcepoccumckuil Hay4dHO-—
MCCJIeNOBaTeJIbCKUM MHCTUTYT
OOKYMEHTOBEINEHUS U apXMBHOT'O Iejia
mail@vniidad.ru

5.16 Mpud yTBEPKAEHMA NPOCTABAAETCA HA LOKYMEHTE B C/ly4ae ero yTBepKAeHUA AOMKHOCTHbIM
JIMLLOM, PacnopaauTe/bHbIM SOKYMEHTOM (MOCTaHOB/IEHUEM, PeLleHUEM, NMPUKA30M, PACropaKeHEM)
WAN pelleHnem KonnermasbHoro opraHa.

lpnd yTBEpPXAEHMA Pa3MeLLaeTca B NMPaBoOM BEpXHEM yriy MepBoro Aucra AoKymeHTta. CTPOKM
PEKBM3UTA BbIPAaBHUBAIOTCA N0 JIEBOMY KPaO UM LLEHTPYIOTCA OTHOCUTENBHO CaMOM A/IMHHOM CTPOKM.

Mpy yTBEPXAEHUN [AOKYMEHTa AO/KHOCTHbIM NULOM rpud yTBEP)KAEHMUA COCTOUT M3 C/oBa
YTBEP)AAID, HauMeHOBaHUA A0NXKHOCTU ML, YTBEPIKAAIOLLErO AOKYMEHT, ero noannucu, MHULManos,
bammnnm 1 aaTbl yTBEPKAEHMUA.

[Ipumep -

YTBEPXIAI
Pykopomurens denmepalibHOT'O
APXMBHOT'O aT'e€HTCTBAa
lMognmuce M.O0. dammnmsa

IDaTa

Mpu yTBEPKAEHMM AOKYMEHTA pPacnopaamTenbHbiM AOKYMEHTOM rpud yTBepaeHUA COCTOUT U3
cnosa YTBEPXAEH (YTBEPXAEHA, YTBEPXAEHbl wnu VYTBEPXOEHO), cornacoBaHHoOro c
HaMMeHOBaHMEeM BUAA YTBEPXKAAEMOro AOKYMEHTa, HaUMEHOBaHUA PacnopaAaMTeNbHOro AOKYMEHTa B
TBOPUTENbHOM Nafexe, ero Aathl, HOmepa.

[IpuMeper —

1 (PersmameHT) YTBEPXIEH
npmkasoM AO "Ipoduip"
or 5 ampesna 2015 r. N 82

2 (IpaBuna) YTBEPXIEHH
npmkasoMm AO "IIpopwmip"
or 6 ampessa 2015 r. N 83

Mpu yTBEPKAEHUN OOKYMEHTA KOAMNerMasbHbiM OPraHOM, PeLleHUAa KOTOoporo UKCMpYHOTCS B
NpoTOKONE, B rpmbe yTBEPKAOEHNA YKa3blBaeTCA HaWMMeHOBaHWE OpraHa, peweHnem KOToporo
YTBEPKAEH AOKYMEHT, AaTa U HOMEpP NPOTOKoNa (B CKobKax).

[lpumep -

(IToJytoxeHMe )

YTBEPXIOEHO

CoeeToM nupexkTopoB AO "Ipoduinp"
(mpoTokoJst oT 12.12.2015 N 12)

5.17 3aro/sioBOK K TEKCTY - KpaTKOe coAepskaHne AOKYMeHTa. 3aroNoBoK K TeKCTy dopmyanpyetca
c npeanorom "0" ("06") n oTBeuvaeT Ha Bonpoc "o uem?"):

- NpUKa3 (0 Yem?) 0 Co34aHUKN aTTeCTaLNOHHON KOMUCCUN;
- NpUKa3s (0 Yem?) 06 yTBEPKAEHUN LITAaTHOrO pacnmncaHus;

- nMcbMo (0 Yem?) o NnpeaocTaBAeHUN MHGOPMALMMK.



3aronoBOK K TeKCTy odopmMmaseTca NosL peKkBuM3nMTamm 6aaHKa cnesa, OT rpaHuubl 1eBoro nons. B
yKasax, NOCTAHOB/IEHUAX, PEeLIeHMAX, NPUKasax, N34aBaeMblX OpraHaMM BAacCTU, 3aro/I0BOK K TEKCTY
MoKeT 0dOpPMANATLCA HaL TEKCTOM MocepeamHe paboyero NonA AOKYMEHTA W LEeHTpUpyeTca
OTHOCUTE/IbHO CamMOi ASIMHHOW CTPOKM.

3aro/I0BOK K TEKCTY MOXKET He COCTaBNATbCA, €CAM TEKCT AOKYMEHTa He npeBbiwaeT 4 - 5 cTpok.

5.18. TeKcT AOKYMEHTA COCTaB/IAETCA Ha PYCCKOM f3blKe KaK rocyapCTBEHHOM s3blke PoccMincKOM
depepaunn. B opraHax rocygapcTBeHHOM BAacTW, oOpraHax MEeCTHOro  camoynpaBaeHus,
rocygapCcTBEHHbIX YyypexaeHuax pecnybank HapAagy C rocyAapcTBeHHbIM s3blkom  Poccuiickoit
depepaunn  moryT  ynotpebnaTbCcA  rocygapcTBeHHble  fA3blKM  pecnybanvk. B geaTenbHocTU
rocy4apCcTBEHHbIX OPraHOB, OPraHW3auui, NpPeanpuUATUN U ydpexkaeHuin Poccuiickon dPeaepauunu
NCNO/Ib3YOTCA FOCYAapPCTBEHHbIN A3bIK Poccuiickon Pegepaunu, rocyaapcTBeHHbIE A3bIKW pecnybauK u
MHble A3blKM HapoaoB Poccuiickon deaepaumm.

(8 pea. UameHeHus N 1, ytB. MNpuKasom PocctaHgapTa ot 14.05.2018 N 244-cT)

B TeKcTe IOKyMeHTa, NOAroToB/IEHHOM Ha OCHOBaHUWN 3aKOHOAATENbHbIX UM UHbIX HOPMATUBHbIX
NPaBoBbIX aKTOB, paHee NU3AaHHbIX PacnopsAAUTE/IbHbIX AOKYMEHTOB, YKa3blBalOTCA UX PEKBUSUTDI:

- HAMMeHOBaHWe JOKYMEHTa, HAMMEHOBaHWe OpraHMU3aL MM - aBTopa AOKYMEHTa, AaTa AOKYMEHTa,
PEerncTPaLmnoHHbIA HOMEP JOKYMEHTa, 3aro/I0BOK K TEKCTY MM HaMMEHOBaHWE BUAA JOKYMEHTa;

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

TeKCT AOKYMEHTa MOMKeT cofepkaTb pasdenbl, noapasaenbl, NyHKTbl, NOANYHKTbI, HyMepyemble
apabckmumm undpamu. YpoBHel pybpuKaLumnm TEKCTa He A0/IKHO ObiTh 6onee yeTbipex.

B npuKasax TEKCT n3naraeTca oT NepBoro AMLa eANHCTBEHHOro Yncna ("npukasbisato”).

B AOKYMEHTaxX KonnernazabHblX U coBelwaTe/ibHbIX OPraHOB TEKCT U3n1araetTca OT TpeTbero nunua

eaMHCTBEeHHOro ymcna ("konnerus... noctaHosnseT", "cobpanue... pewmnno").

TeKCT nNpoTOKONA M3naraeTcA OT TpeTbero /uua  MHOMEeCTBEHHOro  4yucna ("cnyLuanM",

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

B [OOKymMeHTax, YyCTaHaBAMBalOWMX npaBa W 06A3aHHOCTM OpraHu3auuii, WX CTPYKTYPHbIX
noapasgeneHuii (MoNoxeHue, MHCTPYKLMA), a TaKKe CoAepsKallmMx onucaHmMe cUTyaumin, aHaams ¢aktos
WK BbIBOAbI (aKT, CNpaBKa), UCnonb3yeTca Gpopma U3N0KEHMA TEKCTA OT TPETbEro ANLA e4UHCTBEHHOTIO
WM MHOMKeCTBeHHOoro uyucna ("otaen ocywectsnset ¢yHKumK...", "B cocTaB ynpasneHua Bxogar...",
"Komuccua NpoBena nNpoBepky...").

B COBMECTHbIX [OKYMEHTax TEeKCT W3/aaraetca OT MepBOro /iMua MHOMKECTBEHHOro u4ucia
("npukasbiBaem", "pewmnn").

B aenosbix (cny*ebHbIX) NUCbMax MCNO/Ib3YIOTCA GOPMbI U30KEHUA:

- OT NepBOro /MUa@ MHOMecCTBeHHoro uucna ("npocum HanpaeuTb...", "npeacrasndem Ha
paccmotpeHue...");

- OT TPETbLEro /MUa eANUHCTBEHHOMO Yncna ("MMUHUCTEPCTBO He Bo3parkaeT...", "obwecTBo cumTaert
BO3MOXHbIM...");

- OT nepBOro /uUa eauMHCTBEeHHoro uucna ("cuutato Heobxoaumbim...", "npeanarato
paccmoTpeThb..."), eciv NMCbMO 0POPMNEHO HA AOMKHOCTHOM B1aHKe.

B TeKcTax AOKYMEHTOB ynoTpebnatoTca ToAbKo oblienpuHAaTble abbpesnatypbl U rpaduyeckune
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COKpaLLEeHMA.
Mpu ynotpebneHnmn B TeKcTe Gammamin AnL, MHULMASbI YKA3bIBAOTCA nocne pamuamnm.
B AenoBbIx (CNy*KebHbIX) NMCbMax MOTyT UCNONb30BaTbCA:

- BCTyNuTeNbHOe obpalleHue:
YBaxaemblit rocnoguH MNpeacepatens!
YBarkaemblit rocnoguH NybepHatop!
YBaxkaemblit rocnogmH Mpoxopos!
YBarkaemas rocnoxa 3axaposa!
YBarkaemblit HuKonai Metposuny!
YBaxkaemas Onbra HukonaesHal!
YBarkaemble rocnogal

B obpalweHnun no [OMKHOCTM HAaMMEHOBAHWE [AOMKHOCTU MULIETCA C MNPOMNUCHOM OYKBbI, B
obpauieHmn no pammanm MHULMaNbl INLA He YKa3biBatloTCA.

- 3aK/Il0YMTENbHAA 3TUKETHaA ppasa:
C yBarkeHuem, ...

5.19 OTmeTKa O MPUNOKEHUN COAEPKUT CBEAEHUA O JOKYMEHTe (AOKYMeHTax), npuaaraemom K
OCHOBHOMY J[OKYMEHTY (B COMPOBOAWTE/IbHLIX MUCbMAX, MPETEH3UAX, aKTax, CMpaBKax W APYyrux
MHPOPMALMOHHO-CNPABOYHbIX [AOKYMEHTAX) UM O TOM, YTO AOKYMEHT ABAAETCA MPUIONKEHUEM K
OCHOBHOMY [OKYMEHTY (B [AOKYMEHTax - TMPUIOKEHUAX K pPacnopsauTesIbHbIM  [LOKYMEHTaMm,
NOJIOXKEHUAM, MPABUIAM, UHCTPYKLMAM, LOrOBOPaM, NJ1aHaM, OTYETAM U AP. JOKYMEHTaM).

B conpoBoguTenbHbIX NMMCbMax M Apyrnx MHPOPMaLMOHHO-CNPABOYHbIX AOKYMEHTaX OTMETKA O
NPUAOCKEHUN 0POPMAAETCA NOL TEKCTOM OT rPaHULbl IEBOTO NOAA caeayowmm obpasom:

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

- ecan npunoxeHme He Ha3BaHO B TeKCTe UaAn ecnau I'IpVIﬂO)KeHMﬁ HECKO/NIbKO, YKa3blBaloT
Ha3BaHUA AOKyMeHTOB-I'IpMJ'IO)KeHVIl;‘I, KO/INYeCTBO JINCTOB U 3K3EeMNNIAPOB KaXXA0ro NpunoxKeHua:

punoxenue: 1. IlojoxeHMe 00 VYHOpaBJIEHMM PEIMOHAJIbBHOT'O KPEeOMTOBaAHMS Ha
5 mn1. B 1 sk3.
2. CnpaBka O KaIpOBOM COCTAaBE YHOPABJEHUS PETUMOHAJILHOTO
KpeIuTOBaHMsa Ha 2 J. B 1 BK3.

- eC/M NpUNoXKeHue (NpUNoxKeHus) copoLLOpPOBaHbI:
Mpunoxexue:
otyeT 0 HUP B 2 3K3.

- eC/V  OOKYMEHT, ABAAIOWMNCA NPUIOKEHMEM, WMEET MPUIOKEHUA C CaMOCTOATE/IbHOM
Hymepaumel CTpaHuLL:



MpunokeHue:
nucbmo Pocapxusa ot 05.06.2015 N 02-6/172 v NpUNONKEHUA K HEMY, BCEro Ha 5 A.

- eC/IM NPUIOXKEHNEeM ABNAETCA 0060COB/IeHHbI 3N1EKTPOHHbIA HOCUTENb (KOMMNAKT-gUCK, usb-
dnew-Hakonutenb 1 gp.):

MpunokeHue:
CD B 13kKs.

an 3TOM Ha BK/adpliwe (KOHBepTe), B KOTOprﬁ nomeuwlaeTtcAa HOCUTENb, YKa3blBaloTCA
HanmeHOBaHNA AOKYMEHTOB, 3alMMCaHHbIX Ha HOCUTE/Ib, UMEHa d)aﬁnos.

B pacnopaguTenbHbIX AOKYMeHTax (MOCTAHOB/MEHUAX, PeleHUAX, MPUKasax, PacropaKeHUsXx),
OOroBopax, MNOJIOMKEHUAX, MpPaBUAAX, WUHCTPYKUUAX U APYrUX OOKYMEHTaX OTMETKA O MNPU/IOKEHUU
odopmaseTca cneayowmm obpasom:

- B TEKCTE JOKYMEHTa Npyu NepBoM YNOMUHAHUW AOKYMEHTA-NPUNOKEHNA B CKOOKaX YKasblBaeTcA:
... (NpunoxkeHne) unu ... (NpunoxkeHune 1); nepes HOMEPOM NPUIONKEHUA AOMYCKAETCA CTaBUTb 3HaK
Homepa: ... (npunoxkeHue N 2);

- Ha MepPBOM /INCTE JOKYMEHTA-NPUNONKEHNA B NPABOM BEPXHEM YTy YKa3blBaeTCA:
MpunoxkeHue N 2

K npukasy AO "Mpodunb"

o1 15.08.2015 N 112.

CTPOKM peKBM3UTa BbIPAaBHMBAIOTCA MO JIEBOMY KPalo WM LEHTPUPYIOTCS OTHOCUTENIbHO CamoW
OJIMHHOM CTPOKMW.

Ecan npunoxkeHMem K pacnopaamtesnbHOMy OOKYMEHTY ABNSAETCA HOPMAaTMBHbIM NPaBOBOW aKT
WUAN UHON AOKYMEHT, YTBEPXKOAEMbIM AaHHbIM PacnopaauTenbHbIM AOKYMEHTOM, Ha NEepBOM JIMCTe
NPUIOXKEHNA NPOCTABAAETCA OTMETKA O NPUNOKEHUN (6e3 CCbIIKM Ha pacnopsaaAnTEbHbINA LOKYMEHT) U
roud yTBEep:KAEHMA, B KOTOPOM YKa3blBalOTCA AaHHble PacnopaauMTenbHOro LOKYMEHTa, KOTOPbIM
YTBEPXKAEH AOKYMEHT-MPUNOXKEHME.

Mpumep -

Mpunokenue 1
YTBEPXKAEHO

npukasom AO "Mpodunb"
o1 18.05.2015 N 67

5.20 Mpnd cornacoBaHMA AOKYMEHTa NPOCTaBAAETCA Ha AOKYMEHTaX, COr/1acoBaHHbIX OpraHamm
BJACTW, OPraHM3aumaMu, AO/KHOCTHbIMW Auuamu. pud cornacosaHWa B 3aBMCMMOCTM OT BMAA
AOKYyMeHTa 1 ocobeHHocTel ero 0hopmMaIEHUA MOXKET NPOCTABAATLCA:

- Ha NEePBOM /IUCTE AOKYMEHTa (€C/IM AOKYMEHT UMEET TUTY/IbHbIN NCT, - Ha TUTYIbHOM JINCTE) B
NIEBOM BEpPXHEM YI/ly Ha YpoBHe rpuda yTBEp:KAeHNA WAM nogd HauMeHOBaHMEM OOKyMeHTa 6mxke K
HUXKHEMY Monto);

- Ha nocsiegHemM nnCte JOKYMEHTa No4 TEKCTOM;



- Ha Incte cornacoBaHnA, ABNAOLWLEMCA HEOTbEM/IEMOM YacTblo AOKYMEHTa.

pud cornacosaHua coctouT n3 cnosa COMJTACOBAHO, A0/IKHOCTM MLA, KOTOPbIM COr/1acoBaH
OOKYMEHT (BK/oYaa HaMMeHOBaHMe opraHu3auuu), ero cobCcTBEHHOPYYHOW NOAMUCU, MHULINMANOB,
dammanm, gatbl cornacoBaHms.

Mpumep -
COIMNACOBAHO
Oupektop BHUNOAL
(nognuce) N.0. damunus
[ata

Ecan cornacoBaHme oOcCywecTBAAETCA KOAAernanbHbIM OpraHom, B rpMd)e cornacosaHumA
YKa3biBalOT CBeAeHUNA 06 OopraHe, cornacosaswem OOKYMEHT, AaTe U HOMepe NMPOTOKOJ/1a, B KOTOPOM
3ad)MKCMpOBaHO pelweHne o cornacosaHmun. Ecam cornacosaHme OCyLLecTBAAETCA MUMCbMOM, YKa3blBalOT
BUAO AOKYMEHTA, OPraHM3auunio - aBTopa AOKYMEHTa, AaTy U HOMeEP NNCbMa.

Mpumepbl
1 COTNACOBAHO

CoBeTom gMpeKkTopos

AO "Mpodunp"

(npotokon ot N_)
2 COINTIACOBAHO

nucemom Pocapxmsa

oT N

5.21 Bu3a CBMAETENbCTBYET O COMIAacUM UAM HECOrNacuu AOMKHOCTHOrO avua (paboTHMKA) C
coAep!KaHMeM NpoeKTa AOKYMeHTa. Busoit odopmnseTtca BHYTPeHHee cornacoBaHue AOKyMeHTa. Busa
BK/IOYAET AOMKHOCTb UL, BU3UPYIOWEro AOKYMEHT, MOANUCH, PaclindpoBKY noanucu (MHUUManbI,
dbamuaunio) n aaTy BUSUPOBAHMUA.

Mpumep -

PykoBoguTenb lopnamMyeckoro otaena

Nognucb N.0. Pamunnsa

[ata

Mpy HaMYMKM 3ameYaHU K JOKYMEHTY BU3Y 0GOPMAAIOT caeayowmm obpasom:
Mpumep -

3ameyaHua npunararoTcA.

PYKO BoguTenb Opnan4ecKkoro otaena



Noanucb N.0. Pamunns
[ata

B opraHmMsaumsax, NPUMEHSAIOWMX CUCTEMbI 3I/IEKTPOHHOTO AOKyMeHToobopoTa, cornacoBaHue
MOXEeT NPOBOAMTLCA B 3/1eKTPOHHOMN Ppopme, cornacHo FOCT P NCO 15489-1.

B AOKYMeHTax, MNOA/IMHHUKN KOTOPbIX XPaHATCA B OpraHmsauuun, BU3bl MNPOCTABAAT Ha
nocneagHem nncCte AOKYyMeHTa nod nognucbio, Ha o6op0Te nocnegHero 11Mcrta NOA/IMHHNUKA AOKYMEHTaA
UAn Ha InCte cornacoBaHuA (BM3MpOBaHMF|), npunnara€mom K AOKYMEHTY.

B uUcxogaWmx AOKYMEHTaxX BM3bl NPOCTABAAIOTCA Ha 3K3eMnaApax AOKYMEHTOB, NOMeLLaeMbliX B
Aaeno.

Mo ycMOTpEeHMI0 OpraHusaLMm MOXKET NPUMEHATLCA NOAUCTHOE BU3MPOBAHUE AOKYMEHTA U €ro
NPUNOXKEHNA.

5.22 Mognucb BKAKOYAET: HAMMEHOBAHWE AO/IKHOCTU AMua, NOAMNMCHLIBAKOLLEro AOKYMEHT, ero
COBCTBEHHOPYYHYIO NOANUCH, pacwndpoBKY NognucK (MHULMansl, amunmsa).

[Ipumep -
T'eHepalsIbHEI OUPEKTOP [onnmce n.0. dammnmsa

Echn  pokymeHT odopmneH He Ha 6naHKe, B HauMMeHOBaHWE [ONKHOCTM BKJOYAeTcA
HaMMeHOBaHWe oOpraHuM3auuu. [JONycKaeTcs UEHTPOBaTb HAaMMEHOBaHWE  AOJ/IKHOCTM /MU,
noAnucasLIero AOKYMEHT, OTHOCMTE/NIbHO CaMOM AJIMHHOW CTPOKW.

[Ipumep -
T'eHepaJIbHEM IUPEKTOP
AO "IIpodmiap" [loponuce n.0. dammnmsa

Mpu obopmaeHnn AoKyMeHTa Ha 6aaHKe AOIKHOCTHOrO nLA AO/IKHOCTb 3TOMO AMLA B MOANUCU
He yKa3blBaeTcs.

[Ipumep - HNopnmuco n.0. dammnma
an noaonnMcaHMn AOKYMeHTa HEeCKOJIbKUMU OONXKHOCTHbIMU NUUAMU, 3aHUMAOWMMU pPasHoe

NOJIOMKEeHNe, UX NOANUCKU PacronaraloTca oAHa nog ApYyron B NocaeAoBaTebHOCTU, COOTBETCTBYIOLLEN
Mepapxumn 3aHMMaemMblX JO/IKHOCTEN.

[Ipumep -
IMPEeKTOp MHCTUTYTa Noponmco n.0. dammnmsa
T'nmaBHEM OyxTajiTep [loonmce n.0. dammnusa

Mpn noanucaHUM [OKYMEHTA HECKOJbKMMU NMNUAMWU  PaBHbIX AOIDKHOCTeﬁ nx noanumcu
pacnonaratoTca Ha OAHOM YpPOBHe.

[lpumep -
BaMecTuUTeNb IOUMPEKTOpa IO GOMHAHCOBHM BOIPOCAM Momnmce N.O0. dammnmsa
3aMecTUTesIb OMPEeKTOopa [0 aIMMHMCTPATMBHEIM Bomnpocam llomnmuce M.O. damMmnma

B AOKYMeHTax, COCTaB/IEHHbIX KOMMCCMEﬁ, B nMoANMCU YKa3bliBaeTCA CTatyC JMua B COCTaBe
KOMUCCUMN.

[Ipumep -
[lpencenaTesyib KOMUCCUMA [oonmce n.o0. dammnma
UJjieHBE KOMMUCCUU [omnuce n.0. dammnusa
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Noonmcheb n.0. dammnmsa
Iloomnmco n.0. dammnmsa

an nognncaHnn AOKYMEHTa /ULOM, UNCNOJHAKWMM obA3aHHOCTH pyrkoBoauTenAa, noanucb
Od)OpMI'IFIETCﬂ C YKa3daHunem CtaTtyca A0/ KHOCTHOIoO imla B COOTBETCTBUU C MPUKA3OM (pacnopm«eHmeM).

[Ipumep -

JI.0. I'eHepallIbHOT'O IOuMpekKTopa llomnmchk n.0. dammnmsa
VI :

JicnonHamUM OO0S3aHHOCTHU

TeHepaJIbHOTO IOMPpEeKTOopa [lopnuce n.0. dammnmsa

Mpy nognucaHMM [OOKYMEHTa /IMLOM, MMEHWMM MpaBo Nognucu B C/y4ae BPEMEHHOro
OTCYTCTBMA PYKOBOAMTENSA, UCNPABAEHUA B HAMMEHOBaHME AO/IKHOCTU U pacwmndpoBKY GaMuanmn yKe
NOArOTOB/NIEHHOIO M COMNAacOBAaHHOMO MPOEKTa AOKYMEHTa BHOCATCA OT PYKM MAM C MCMO/b30BaHWEM
COOTBETCTBYIOWMX LUTAaMMNOB. He pgonyckaerca CcTaBuTb KOCylo 4epTy, Hagnucb "3a" nepen
HaMMeHOBaHWEM A0/IKHOCTM MLA B MOANUCK, €C/IM AOKYMEHT NOAMMUCLIBAET MHOE AO/IKHOCTHOE ANLO.

5.23 OtmeTka 06 3/IEKTPOHHOM MNOAMWUCK MCMOJ/b3YETCA MNPU BU3yann3auuM SNEKTPOHHOTO
[OKYMEHTa, NOANNCAHHOIO 3/IEKTPOHHOM NOANUCHIO, C cobtoAeHneM creayowmx TpeboBaHMii:

a) MecTo pasmelleHnAa OTMETKM 06 3/1eKTPOHHOM NOoAMWCKM [O0/KHblI COOTBETCTBOBAaTb MECTy
pa3smelleHnsa cobCTBEHHOPYUYHOM NOAMNMUCK B aHANIOTMYHOM IOKYMeHTe Ha BymaxKHOM HocuTene;

6) an1eMeHTbl OTMETKM 06 3N1EeKTPOHHOM NOAMUCK AO0MKHbI BbITb BUAMMBIMA U YNTAEMbIMU NPU
0TOOPAKEHNN LOKYMEHTA B HaTypasibHOM pasmMmepe;

B) 9/1eMeHTbl OTMETKM 06 3/1eKTPOHHOM NOAMUCK He AOKHbI NePeKPbIBATLCA UM HaKaAbIBaTLCA
APyr Ha Apyra;

) a/1eMeHTbl OTMETKM 06 3NEeKTPOHHOKN NOANUCK He AO/IKHbI MEepPeKpbiBaTb 3/1EMEHTbl TeKCTa
OOKYMEHTa U Apyrve OTMETKM 06 31eKTPOHHOM noanucu (Npu Hanuumm).

OtmeTKa 06 31EKTPOHHOW nNOANMMCM B COOTBETCTBUM C 3aKOHOoAATeNbCTBOM Poccuiickoi
denepaunn BKAtoYaeT ¢pasy "[OKYMeHT nognucaH 3/eKTPOHHOM noanucbio”, Homep cepTudMKaTa
KAloYa 3NEeKTPOHHOM noanucu, Gpamuanio, UMA, OTYECTBO Bnadenbua cepTudMKaTta, CPOK AeNCTBUSA
cepTMduKaTa KAlYa 31eKTPOHHON noanucu. OTMeTKa 06 3/1eKTPOHHOM MOAMMCU MOKET BK/OYaTb
n3obparkeHue repba, smb6aembl opraHa BAacT (opraHnsaLmMm), TOBapHOro 3Haka (3Haka 06cnyKnBaHuA)
OpraHM3aLMm B COOTBETCTBMM C AEWCTBYIOLLMM 3aKOHOAATE/IbCTBOM.

Mpumep -
oMbJie - JOKYMEHT IIOHIMCAH
Ma SJEKTPOHHOW IIOOIMUCHI0
HammeHOBaHMe | OpTraHa
IOOJIXHOCTM |BJIACTU H.H. HukoJsaes

Ceprudburar 1alllaaa000000000011
Branenen HukoslaeB Hwukosam HukosiaeBuu
IemcrBuTesen ¢ 01.12.2012 nmo 01.12.2017

5.24 TMeuyaTb 3aBepAeT NOLJMHHOCTbL MNOAMWUCU  LO/KHOCTHOrO J/MUA  Ha  LOKYMEHTaX,
YAOCTOBEPAIOWMX NPaBa AL, GUKCHMpyOWmMX GpaKTbl, CBA3AHHbIE C GUHAHCOBLIMM CPEACTBAMM, A TaKKe
Ha WHbIX JOKYMEHTax, NpeaycMaTpuBalOLLMX 3aBepeHuMe NoAMWCUM MeyaTblo B COOTBETCTBUM C
3aKoHogaTeibcTBOM Poccuiickolt deapepaumm.



JOKyMeHTbl 3aBepsAloT MeyaTblo oOpraHusaumun. [leyaTb nNPOCTABASAETCA, He 3axBaTblBad
cobcTBEHHOPYYHOM noAnNUCKM Aunua, Noanucasllero AOKYMEHT, Uanm B mecte, obo3HavyeHHom "MIM"
("MecTo neuvatn").

5.25 OTmeTKa 06 ucnonHutene BKAoYaeT GaMUaINIO, UMA U OTYECTBO UCMOIHUTENS, HOMEP ero
TenepoHa. OTMeTKa 06 UCNOSIHUTENE MOMKET AOMNOJIHATLCA HAMMEHOBAHMEM A0/IKHOCTU, CTPYKTYPHOIO
noapasaeneHua v 3NeKTPOHHbIM agpecom UCMOAHUTENA.

OTmeTKa 06 ncnonHuTene opopmMIAETCA Ha NLEBOM CTOPOHE MOC/AEAHEro /IMCTa AOKYMEHTa OT
rpaHuLbl N1€BOro Nons UKW, NPU OTCYTCTBMU MECTa, - Ha 06OPOTHOM CTOPOHE BHU3Y cneBa. Hanpumep:
3abennH UBaH AHgpeeBud, KoHTposibHOe ynpasfieHue, Bedylwuit cneuuanuct, +7(495) 924-45-67,
Zabelin@gov.ru

OTMeTKa 06 UCNONHUTENE MOXKET OPOPMAATLCA KaK HUMHUIA KONOHTUTYA U NeyaTaTbca WpndTom
MeHbLIero pasmepa.

5.26 OTmeTKa O 3aBepeHUn Konuu odopmaseTca AA8 NOATBEPKAEHUA COOTBETCTBMA KOMWUU
OOKYMeHTa (BbIMUCKM W3 [OKYMEHTa) MOANMHHMKY JOKymMeHTa. OTMeTKa O 3aBepeHun Konuwu
NPOCTaBASAETCA Mo PeKBUM3MTOM "noanuch" u BKAKOYaeT: cnoBo "BepHo"; HaMmeHOBaHUE AO0/KHOCTU
/ML, 3aBEepUBLLErO KOMUIO; ero COBCTBEHHOPYYHYHO MOoAMNUCh; PaclinMpoBKY NOAMUCK (MHMLMAnNbI,
damunuio); AaTy 3aBepeHus Konum (BbINMUCKM U3 AOKYMEHTA).

[Ipumep -

BepHo

VHCnleKTOp CJyX0OBl KaIpOB [loonuce n.0. dammnusa
IDaTa

Ecnv Konus BblgaeTca Ans NpeacTaBieHnn B ApYryto OpraHn3aumio, OTMETKa O 3aBEPEHUN KOMUM
OOMONHAETCA HaAMNUCbIO O MeCTe XPaHeHWA [AOKYMeHTa, C KoToporo 6blia M3roToB/ieHa Konua
("MoANVMHHUK AOKYyMeHTa HaxoauTcA B (HaMmeHoBaHMe opraHusaummn) B gene N ... 33 ... roa") u
3aBepaeTCcA NeyaTblo OpraHU3aumm.

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

5.27 OTmeTKa O MOCTYN/JEHUU AOKYMEHTa CAYXUT ANA NOATBEpXAeHMA daKTa MNoCTynaeHus
OOKYMEHTa B OpraHM3aumio M BK/IOYaeT AaTy MOCTYNAeHUS U BXOOALLMI PEerucTpaLmMoHHbIN Homep
OOKyMeHTa. Mpu HeobXoAMMOCTM OTMETKA O MOCTYNIEHUN MOMKET AOMONHATHCA YKa3aHWMEM BpemMeHU
NOCTYMN/IEHNA B Yacax M MUHYTaX U cnocoba AOCTaBKM SOKYMEHTA.

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

5.28 Pe30/10UmMA COAEPKUT YKasaHMe No MUCMONHEHMIO AOKYMeHTa. Pesontouma opopmaserca Ha
cBobogHOM mecTe paboyero Noas AOKYMeHTa, Ha 61aHKe Pe3ooLMu UM BHOCUMTCA HENOCPeaCcTBEHHO
B CUCTEMY 3/1EKTPOHHOTO AOKYMEHTO060pOTa.

Pesontouma BKHDHEET:(baMMﬂMD, MHULUMaNbl UCNONHUTENA (MCHOHHMTeﬂeﬁL nopy4yeHue no
AOKYMEHTY, Npwu HEOGXO,CI,VIMOCTM - CPOK UCNonHEeHuA, noanncb nuvua, BbiHeCWeEro pe3onkunto, 0arty
pesonrunn.

Mpumep -
®amunuma N.0.
Mpowy noarotosuTb NpeanoxeHna K 10.11.2016.

Moanuce



[arta

5.29 OTmeTKa 0O KOHTpOne CBMAETENbCTBYET O [MOCTAaHOBKE [AOKYMEHTa Ha KOHTPO/b,
npocrtasaseTca wramnom "KoHTponb" Ha BEpXHEM None AOKYMEHTA.

5.30 OTmeTKa 0 HanpaB/ieHMN SOKYMEHTA B Ae/10 onpeaensaeT MecTo XpaHeHUA OKYMEHTa nocae
3aBeplieHna paboTbl C HUM M BKAlOYaeT: cnoBa "B aeno", MHOEKC Aena no HOMeHKNaType gen, B
KOTOpPOE MOMEeL,AeTcas AOKYMEHT Ha XpaHeHWe, C YKazaHWeM roga, AOJIKHOCTU Anua, oGopMMBLLETO
OTMETKY, NoANUcK, AaTbl.

[Ipumep -

B mesno N 01-18 3a 2016 r.

3aB. OTIOEJIOM KOPIOPATUBHEIX NPOEKTOB
[Tognmcoe ITaTa

OTmeTKka o HanpaBleHUN AOOKYMEHTAa B AE€/10 MOXET AONOJIHATbBCA KpaTKMMKU CBeaeEHUNAMU O
XapaKTepe UCNoJIHEHNA AOKYMeEHTa.

6 baaHKKN fOKYMEHTOB

6.1 [na wnsrotoBneHua 6naHKoB AOKymeHTOB, cornacHo FOCT P 7.0.8, ucnonb3yetcs bymara
dopmaTtos A4 (210 x 297 mm), A5 (148 x 210 mm); Ans U3rotosaeHNs 61aHKOB Pe30NIOLNIK NCNO/b3yeTcA
6ymara popmaToB A5 (148 x 210 mm), A6 (105 x 148).

Kaxkabii Anct gokymeHTa, opOpMAEHHbIM Ha 6naHKe unan 6e3 Hero, AOMKEH MMETb MONA He
MeHee:

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

JOoKymMmeHTbl AnnTenbHbIx (cBbliwe 10 neT) CpoKoB XpaHEHWUs A0JIKHbI UMETb 1IeBOE NOJIE HE MEHee
30 mm.

6.2 OpraHu3auMmn MCNonb3ytoT 6NaHKM [OKYMEHTOB, M3roToBAEHHble Ha BymaKHOM HocuTene
(6naHkn pokymeHTOB deaepanbHbIX OPraHOB rOCyAapCTBEHHOW BAacTM C  BOCMPOU3BeAEeHUEM
lfocypapctBeHHoOro  repba  Poccuiickon  Pepepaumm  M3roTaBAMBAOTCA  Noaurpaduyeckummu
NpeanpuATUAMY, UMELWMMU  cepTUdPUKaTbl O  HaAUUMKU  TEXHUYECKUX U TEXHOJOTMYECKUX
BO3MOKHOCTEN AN KaYeCTBEHHOro M3roTOB/IEHNA YKa3aHHOro BMAa NPOAYKLUMMU) U/UNN 3NEKTPOHHbIE
WwabnoHbl 61aHKOB. BAaHKM Ha ByMaXKHOM HocuTesle N 3N1eKTPOHHbIe WabnoHbl 61aHKOB A0MKHbI ObITh
MAEHTUYHbI MO COCTaBY PEKBU3IUTOB, NOPAAKY UX PACMONONKEHMUS, rAapHUTYPam WpudTa.

BnaHku OOKYMEHTOB Ha 6YM3)KHOM HOCcUTene WM 3INEKTPOHHbIE wabnoHbl 6Hn1aHKOB
M3rotTaBa1nBardTCA Ha OCHOBAHMN MAKETOB 6}'IaHKOB, yTBEPXKAAaEMbIX PyKOBOAUTENNEM OPraHU3aLnUN.

bnaHKN AOKYMEHTOB criegyeT N3rotasanBeaTth Ha 6enow 6yrv\are nnn 6ymare CBET/1bIX TOHOB.

3ﬂeKTpOHHbIe WabNoHbI 6n1aHKoB AOKYMEHTOB AO/TXKHbI 6bITb 3almiuieHbl oT
HECaHKUMNOHNPOBAHHDbIX U3MEHEHUN.

6.3 BnaHKM OOKYMeHTOB 0hOpMAAOTCA B COOTBETCTBMU C [MpuaorkeHnem b. OpueHTUPOBOYHbIE
rPaHULbl 30H PacnofioOXKeHUA PeKBM3UTOB 0603HauyeHbl NYHKTUpoOM. Kaaasa 30Ha onpegensetca
COBOKYMHOCTbIO BXOAALUNX B HEE PEKBU3UTOB.
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6.4 B 3aBMCMMOCTM OT PaCMO/IOXKEHUA PEKBM3UTOB YCTAaHABNMBAETCA ABa BapuaHTa 6/1aHKOB -
yrnosoi (pucyHok b.1) n npogonbHbIl (pUcyHok b.2).

6.5 PekBuautbl 01, 02, 03 pacnonaratoTcA Ha BEPXHEM noJje AOKyYMeHTa Hag peksusmntom 05 no
cepeanHe 30Hbl, 3aHATOM 3TUM PEKBU3UTOM.

Peksunsnt 03 morkeT pacnosaaratbCa ciesa Ha yposHe peksusnta 05.

Peksusnutbl 05, 06, 07, 08, 09, 13, orpaHuuyuTenbcHble oTMeTKM ana peksusutos 10, 11, 12 B
npegenax rpaHuL, 30H PacnonoXeHUs PEKBU3UTOB PasMeLLLatoTca O4HMM U3 CnocoboB:

- LEHTPOBaHHbIM (Ha4yaNo M KOHel, KaXKaoN CTPOKM PEKBU3UTOB PABHO YAasleHbl OT rPaHUL, 30HbI
pacnoioXKeHnn PeKBU3NUTOB);

- ¢naroBbiM (Kaxgan CTPOKA PEKBM3UTOB HAYMHAETCS OT JIeBOM rPaHWULbl 30HbI PACMOOXKEeHMUA
PEKBU3UTOB).

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

- 6NaHK NUCbMa;

- 61aHK KOHKPETHOro B1Aa AOKYMEHTA.

HopmaTMBHbIMM NPaBOBbIMM aKTaMW OpPraHM3aLMK YCTaHaB/AMBAKOTCA BWAbl MPUMEHSAEMbIX
6/1aHKOB M WX Pa3HOBUAHOCTM (6/MaHK MUCbMa CTPYKTYPHOTO nogpasaeneHusa, 6aaHK nucbma
AONIXKHOCTHOTO nua, 61aHK Npukasa, 61aHK pacnopsaXKeHus, 61aHK NPOToKoa U A4p.).

O6pasubl 61aHKOB LOKYMEHTOB NPUBEAEHbI B NPUIOKEHUN B.

6.7 O6wmin BnaHK UCNoNb3yeTcA A1A U3roTOBAEHMA NOBbLIX BUAOB JOKYMEHTOB, KPOME [e/10BOro
(cny»kebHoro) nucbma.

O6wmin 6naHK B 3aBUCMMOCTM OT Y4YpeauTeNbHbIX AOKYMEHTOB OpraHusauMuM WM I0KaJibHbIX
HOPMaTUBHbIX aKTOB BK/OYaeT pekBusntbl 01 (02 naum 03), 05, 06, 07, 13 1 orpaHUYUTEIbHbIE OTMETKM
ana peksmsutos 10, 11, 16, 17.

BnaHK nuMcbma B 3aBUCMMOCTU OT YYPEAUTEsIbHbIX OOKYMEHTOB OPraHu3auum M JOKaNbHbIX
HOPMAaTUBHbIX aKTOB BKto4YaeT pekBmantbl 01 (02 uam 03), 05, 08, orpaHUYUTENbHbIE OTMETKM ANA
peksnsutos 10, 11, 12, 15, 17. baaHK NMCbMa CTPYKTYPHOro nNogpasaeneHna onoSHUTENbHO BKAKOYaeT
peksusnut 06, 61aHK NMCbMa JOMKHOCTHOIO nua - pekBnsut 07.

BnaHK KOHKPETHOro BMAa AOKYMeHTa, KPOMe MNuMCbMa, B 3aBUCUMMOCTU OT y4dpeauTesbHbIX
OOKYMEHTOB OpraHM3aunmn U N0KaibHbIX HOPMaTUBHbIX NPABOBbIX aKTOB BK/OYaeT peksm3uTbl 01 (02
nnn 03), 05, 09, 13 1, Npr1 HEOHXOAUMOCTU, OTPAHUUNTESIbHBIE OTMETKU 414 FPaHML, 30H PACNONIOXKeHUn
peksmsutos 10, 11, 16, 17. BnaHK KOHKpPETHOro BMAa AOKYMEHTa CTPYKTYpHOro noApasaeneHus
OONONHUTENIbHO BKAtOYaeT pekBm3nT 06, 61aHK A40KHOCTHOMO iMua - pekBusnut 07.

6.8. B opraHax BnacTM M opraHusauumsax pecnybamk Poccuiickoint depepaumm, MCNOb3yHOLLMX
HapA4y C PYCCKMM A3bIKOM KaK rocygapcTBEeHHbIM fi3blIKoM Poccuiickoli depepaunm rocyaapcTBEHHbIN
A3bIK (roCyZapCTBEHHbIE A3bIKM) pecnyb/vK, UCNoAb3yloTcA 61aHKM LOKYMEHTOB Ha PYCCKOM f3blKe U
rocy4apCTBeHHOM f3blke (rocyAapcTBeHHbIX A3blKax) pecnybauK: yraosble (pekBu3MTbl 6naHKa
pacnonaraloTca Ha OAHOM YPOBHE: Ha PYCCKOM f3blKe - C/ieBa, Ha rocydapcTBEHHOM A3blKe
(rocypapcTBeHHbIX A3blkax) pecnybauk - cnpasa) UAM NpoAo/bHble (PeKBU3UTbI HaaHKa Ha PycCcKOm
A3bIKe - CBEPXY, PEKBMU3UTbI BAaHKa Ha rocyAapCcTBEHHOM A3bIKe (rocyAapCTBEHHbIX A3bIKax) pecnybamK -
HUXe).



[NnA nepenuckM ¢ MHOCTPAHHBLIMKW KOPPECMOHAEHTAMM UCMONbL3YIOT 61aHKM Ha ABYX A3blKax -
PYCCKOM M aHFANMCKOM (npunoxKeHue B.8) nanm MHOM MHOCTPaHHOM f3bIKe.
(n. 6.8 B peq,. MameHeHus N 1, yt. Npukasom PocctaHgapTa ot 14.05.2018 N 244-cT)

MpunoxkeHue A
(cnpaBoyHoe)

PACMONOXEHNE PEKBUSUTOB HA TUTY/IbHOM JINCTE AOKYMEHTA

HauMeHOBaHME OpPTaHMU3ALUMU
T'pud corjacoBaHMsA IOKYyMeHTa Tpud yTBEepPXIOEeHMS IOKYyMEeHTa

HammeHoBaHUME BuIa IOOKYMEHTa
3aroJIOBOK K TEKCTY

T'pud corjacoBaHMA IOKYyMeHTa

MecTo cocTaBJieHMs (M3OaHMS) IOOKYMEeHTa - IOl M3IaHusa IOKyMeHTa

PucyHoK A.1 - PacnonosKeHne pekBM3UTOB Ha TUTY/IbHOM
JINCTE OKYMEHTa

MpunoxeHune b
(cnpaBoyvHoE)

CXEMbI PACMNOJTOXKEHWA PEKBU3UTOB OKYMEHTOB
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PucyHok B.1 - PacnonokeHue pekBn3nMTOB U rpaHnLLbl 30H

Ha ¢opmaTe A4 yrnosoro 6/1aHKa
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PucyHok b.2 - PacnonokeHue peKBu3nMTOB U rpaHnLLbl 30H
Ha ¢opmaTe A4 npoaonbHoro 61aHKa

MpunnoxkeHne B



OBPA3Lbl BJIAHKOB JOKYMEHTOB

Pocapxus

demepalibHOe ONIXETHOE yupexIeHUe
"BcepoCCHUMCKUM HAy4YHO-MCCJIeNOBATEJIbCKUM MHCTUTYT
IOKYMEHTOBENEHUI M apXMBHOTO neja"
(BHMMIOAL)

(cnpaBoyHoe)

Mockea

PucyHok B. 1 - Obpa3sel, obuiero 61aHKa opraHn3saumm

Pocapxus

demepalsibHOe OIXETHOE yupexIeHUe
"BcepoCCHUMCKUM HAy4HO-—
UCCJIeNOBaTEJNILCKUM UHCTUTYT
IOOKYMEHTOBEIEHMSI M apxXMBHOIO meja'
(BHVMMIOAL)

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

N

Ha N oT

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

Pocapxus

depepanbHoe 6l0aXKeTHOE yupexXaeHue
"BcepoCcCcMMCKUIN HayYHO-UCC1IeA0BaTENbCKUIA UHCTUTYT
OOKYMeHTOBegeHUA U apxusBHoro gena” (BHUMOAA)

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

Ha N oT

PucyHok B.3 - ObpaseL, npoaosbHoro 61aHKa nnucbMma opraHusaLmm



Pocapxus

depepanbHoe 610aKeTHOE yupexaeHue
"BcepoCcCMUCKMIN HAYyYHO-UCCNeA0BaTENbCKUIA UHCTUTYT
AOKYMEHTOBeAEeHUA U apX1UBHOro aena”

(BHUMAAR)

OUPEKTOP

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 - O6paseu npoaoabHoro 6i1aHka nMcbma
OOJ/IKHOCTHOTO /iMua

Pocapxus

depepanbHoe 6l04KeTHOE yupexaeHue
"BcepoCcCcMMCKUIN HayYHO-UCC1IeA0BaTENbCKUIA UHCTUTYT
AOKYMEHTOBeeHUA U apXMBHOro gena"

(BHUMAAR)

OTPAC/IEBOM LEEHTP NOBbILLEHUA KBANTUGUKALIUU

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

Ha N oT

PucyHok B.5 - ObpaseL, npoaosbHOro 61aHKa nnucbma
CTPYKTYPHOrO nogpasaeneHuns

Pocapxus



demepasibHOEe ONIXETHOE yUpexXxIeHUe
"BcepoCcCuMCKMM HAy4YHO-MCCJIENOBATEJIbCKUM MHCTUTYT
IOOKYMEHTOBEIEeHUI UM apXMBHOTO zneja'
(BHUMIAL)

[IPUKA3

MockrBa

PucyHok B.6 - O6pasel, 6n1aHKa KOHKPETHOIO BMAA
OOKYMEHTa opraHM3aumum

Pocapxus
demepalsibHOe OHNIXETHOE yupexIeHUe
"BcepoCCHUMCKUM HAYy4YHO-MCCJIeNOBATEJIbCKUM MHCTUTYT
OOKYMEHTOBEIEHMS M apxXMBHOIO meja'
(BHMMIAL)
IVPEKTOP

PACIIOPAXEHNE

MockBa

PucyHoK B.7 - O6pasel, 61aHKa KOHKPETHOTO BUAA AOKYMEHTA
AONKHOCTHOTO nua

Pocapxus

depepanbHoe 6l04XKeTHOE yupexXgeHue
"BcepoCcCcMMCKUIN HayYHO-UCCIeA0BaTENbCKUIA UHCTUTYT
AOKYMeHTOBeAeHUA U apX1UBHOro aena”

(BHUMAAR)

MpodcotosHas 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

Rosarchiv
The Federal Budget Institution
"The All-Russian Scientific and Research Institute for
Archives and Records Management"
(VNIIDAD)

Profsoyuznaya ul., 82, Moscow, 117393
Tel./Fax (495) 718-78-74; e-mail:mail@vniidad.ru;
http://www.vniidad.ru



Ha N oT

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

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

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




