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1 PASPABOTAH ®epepanbHbiM Bl0aXeTHbIM yupexaeHueM "BCcepoccMinckuin Hay4yHo-uccneaoBaTenbCkum
WHCTUTYT JOKyMeHToBeAeHus n apxmeHoro gena" (BHUAOAL) ®enepanbHOro apXMBHOMO areHTcTea

2 BHECEH TexHudecknum komuteTtoM no ctaHgaptusauum TK 191 "HayuHo-TexHudeckas mHdopmauus,
6ubnuotevHoe n ngatensckoe gerno"

3 YTBEPXOEH W BBEJEH B [OEWCTBWE rlpukasom ®enepanbHOro areHTcTBa MO TEXHUYECKOMY
perynupoBaHuto u MmeTponorumn ot 8 gekabpsa 2016 r. N 2004-ct

4 B HacToSLWeM CTaHZapTe peanv3oBaHbl HOpMbl PefepanbHbixX 3akoHOB oT 27 uiond 2006 r. N 149-93 "O6
NMHopmaunm, MHPOPMAaLNOHHBLIX TEXHOMOMMAX M O 3awmTe MHgopmauun”, ot 22 oktabps 2004 r. N 125-03 "O6
apxmBHom gene B Poccuinckon degepauumn”

5 BSBAMEH NOCT P 6.30-2003

MpaBuna npuMeHeHUsa HACTOSLLEro ctaHgapTa YCTaHOBMNeEHbl B cTatbe 26 dPepepanbHOro 3akoHa oT 29
moHsa 2015 r. N 162-®3 "O crangaptusaumm B Poccuiickon Pepepaummn”. NHpopmaumns o6 M3MEHEHMSIX K
HacTosiLLleMy cTaHZapTy nybnukyeTca B eXerogHoM (Mo COCTOSHMIO Ha 1 sHBapsa Tekywero roga)
WHpopMaUnoOHHOM ykasaTene "HauuoHanbHble cTaHAapThl”, a oduuManbHbIN TEKCT U3MEHEHUA U MpaBoOK - B
eXemMeCsa4HOM MHOpPMaLMOHHOM ykasaTterne "HaumoHanbHble ctaHgapThl”. B cnyvyae nepecmoTpa (3aMeHbl) unm
OTMEHbl HacTOSLWEero cTaHgapTa COOTBETCTBYOLee yBegoMmNneHne ByaeT onyGnmkoBaHo B Brvkanwem Bbinycke
eXeMeCa4YHOro WHopmaumnoHHoro ykasatens "HauuoHanbHble cTaHgapTbl”. CooTBeTCcTBYOWAs MHGOpMauus,
yBEAOMIEHNE N TEKCTbl pasMeLLalnTcs B UH(OPMALMOHHOM cucteMe obLliero nonb3oBaHust - Ha oduumnansHOM
cante PefepanbHOro areHTCTBa N0 TEXHUYECKOMY PErYNIMPOBAHUIO U METPOSOrnn B ceTn MIHTepHeT (www.gost.ru).

Hactoawmin ctaHgapT He MoXeT ObiTb MOMHOCTBIO MMU YaCTUYHO BOCMPOU3BEAEH, TUPaKUPOBAH U
pacnpocTpaHeH B kayecTBe oduumanbHoOro n3gaHus 6es paspelleHns PefepanbHOro areHTCTBa No TEXHUYECKOMY
PeryrnMpoBaHmio 1 MeTposiorim

1 ObnacTtb npyuMeHeHnst

Hactosiwun ctaHgapT pacnpoCTpaHseTcsa Ha OpraHu3auMOHHO-pacnopsianTesibHble LOKYMEHTbI: YCTaBbl,
MONoXeHnsi, npaBufa, WHCTPYKUMW, PErfiaMeHTbl, TMOCTAHOBIEHUS, pPAaCMOPSPKEHUS, MpuKasbl, pPeLUeHus,
NPOTOKONbI, AOrOBOPLI, aKTbl, MMCbMa, CrIpaBkX 1 Ap. (4anee - AOKYMEHTbI), B TOM Yncne BknoyeHHble B OK 011-93
"Ob6Lepoccuincknii knaccudpmkatop ynpaeneHdeckon gokymertauun” (OKY[), knacc 0200000.

HacTosawuin ctaHaapT onpegensieT coctaB PEKBUM3UTOB JOKYMEHTOB; NpaBuna nx opopMIeHUs, B TOM Yucne
C MNpUMEHEHMEeM WHM(OPMALMOHHBIX TEXHOMOruiA; BuObl ONaHKOB, COCTaB pPEKBU3UTOB OIaHKOB, CXEMbl
pacnonoXeHns PeKBU3MTOB Ha [OOKyMeHTe; obpasubl GraHKoB; nMpaBuna co3gaHus OOKYMeHTOB. [lonoxeHus
HaCTOSILLIEro cTaHAapTa pacnpoCTPaHSATCSA Ha JAOKYMEHTbI Ha GYMa)XHOM U 3NTEeKTPOHHOM HOCUTENSIX



2 HopmaTuBHbIE CChISTKM
B HacTosLeM cTaHaapTe MCnonb3oBaHbl HOPMATMBHbIE CCbINIKM Ha cneayloLine ctaHaapThbl:

OCT P 7.0.8 Cwucrema craHgapTtoB Mo uHdopMauuu, 6BubnuotedyHomMy © usgaTenbckoMmy Aeny.
[enonpon3BoACTBO 1 apxmBHOE Aeno. TepMuHbI 1 onpeaeneHus

FOCT P NCO 15489-1 Cuctema cTaHgapToB no mHdopmMaumm, 6MbnmMoTedHoOMy U usgaTenbCckoMy Oeny.
YnpaBneHue gokymeHtamu. ObLume TpeboBaHus

MpumevaHne - T[lpM NOMbL30OBaHWMM HaCTOAWMM CTaHAapToM LUernecoobpasHo npoBepuUTb AencTeue
CCbIfIOYHbIX CTaHO4ApPTOB B WMHAOPMaLMOHHOW cucTeme OOLIero nonb3oBaHWA - Ha oduuManbLHOM canTe
®enepanbHOro areHTCTBa No TEXHWYECKOMY PeryriMpoBaHuio U MeTPOrorMu B ceTu VIHTEPHET Uiu MO eXerogHomy
MHpopMaunoHHOMY ykasaTernto "HaumoHanbHble cTaHgapThl”, KOTOPLIN Ony6nMKOBaH MO COCTOsIHMIO Ha 1 siHBapsi
TeKyLlero roga, u no BbIMyCKaM e€XeMeCa4yHOro MHAOopMaUMOHHOro ykasatensa "HauwmoHanbHble cTaHgapTbl” 3a
Tekywmn rod. Ecnm 3ameHeH CCbIMOYHBIM CTaHAAPT, Ha KOTOpbIM AdaHa HeJaTMpOBaHHas Ccebiflika, TO
pekoMeHAyeTCs WMCMonb30BaTb AENCTBYIOLLYIO BEPCUIO 3TOrO CTaHdapTa C y4eTOM BCEX BHECEHHbIX B AaHHYH0
BEPCUIO M3MEHeHMN. Ecnyv 3amMeHeH CCbINoYHbI CTaHZapT, Ha KOTOpbI [aHa [aTWpOBaHHas CCblfka, TO
pekoMeHayeTCs UCMofb3oBaTb BEPCUMIO 3TOM0 CTaHAapTa C yKa3aHHbIM Bbille rogoM yTBepXaeHus (NpuHATUSA).
Ecnu nocne ytBepxaeHWs HacTosWwero cTtaHgapTa B CCbIIOYHbIA CTaHOapT, Ha KOTOPLIN JaHa AaTupoBaHHas
CCbifika, BHECEHO W3MeHeHWe, 3aTparvBaiolliee MOMOXeHWe, Ha KOTopoe AaHa CcCbifka, TO 3TO MOMoXeHue
pekomeHayeTCs NpUMeHATb 6e3 yyeTa AaHHOro U3MeHeHus. Ecnn cebinoYHbIi cTaHAapT OTMeHeH 6e3 3aMeHbl, TO
NnonoXeHne, B KOTOPOM AaHa CCbifika Ha Hero, pekoMeHOyeTCs MPUMEHATb B YacTWu, He 3aTparvBatollen aTy
CCbISIKY.

3 O6wme TpeboBaHMsA K CO3OaHNI0 AOKYMEHTOB

3.1 JOoKyMeHTbl MOryT cos3fdaBaTbCsl Ha GyMakHOM HOcUTerne WM B 3NEKTPOHHON chopme c cobniogeHuem
YCTaHOBMNEHHbIX NpaBuUi 0hOPMIEHNS OKYMEHTOB.

3.2 Npun co3gaHmm JOKYMEHTa Ha ABYX M Gonee cTpaHuuax BTOPY 1 nocneayoLwmne cTpaHuLbl HyMepytoT.

Homepa CTpaHuL, NpOCTaBJIAKTCA nocepennHe BepxHero nond OKyMeHTa Ha pacCTOoAHUUN HEe MeHee 10 MM
OT BEPXHEro Kpad nucra.

JdonyckaeTcs co3gaHve OOKYMEHTOB Ha NuueBOW M OBOPOTHOW CTOpoHax nwucta. [Mpu OBYCTOPOHHEM
CO30aHMM OOKYMEHTOB LUMpUHA NEBOro Mnons Ha fMueBOon CTOPOHE NCTa U NpaBoro nons Ha 060POTHON CTOPOHE
nmcTa AOMKHbI ObITb PaBHbI.

3.3 MNpeanoyTuTensHBIMY rapHUTYpamun 1 pasmepamMu LWpUA@TOB AN PEKBU3UTOB JOKYMEHTa ABMAIOTCS:

Times New Roman N 13, 14;

Arial N 12, 13;

Verdana N 12, 13;

Calibri N 14 1 npubnmkeHHbIE K HUM.

Mpwu coctaBneHun Tabnumy gonyckaeTcs UCMONb30BaHKe WPUHTOB MEHbLLNX Pa3MePOB.

3.4 AG3auHbI OTCTYN TEKCTa JoKyMeHTa - 1,25 cm.

3aronoeku pa3genoB 1 nogpas3gernioB nedvatarTca C ab3alHbIM OTCTYyNnOM U1 LEHTPUPYTCA Mo wnpuHe
TEeKCTa.

MHOroCTpoUYHble PEKBMU3UTLI MNeyaTalTcs 4Yepe3 OAUH MEXCTPOYHbIA WHTEpBar, COCTaBHbIE 4YacTu
PEKBU3UTOB OTAENSATCA AOMNONMHUTENBHLIM MHTEPBAOM.

TekcT OOKYyMeHTa ne4vyartaeTca Yepes 1-15 MEXCTPOYHbIX MHTEpPBana.



Ecnn OOKYMEHT TroTOoBUTCA AOnd u3gaHunAa C yMeEeHbLUeHUeM MacwTaba, TeKkCT nedvartaeTcs 4yepel3 OBa
MHTEpBAana.

NHTepBan mexay GykBaMu B crioBax - OBbIYHbIN.
NHTepBan mexay crosamu - oavH npoben.

3.5 TekcT OokymeHTa BblpaBHMBAaETCA MO LWWWPMHE nucta (Mo rpaHvMuam neBOoro W nNpaBoro nosen
OOKYMeHTa).

AnuHa camolt ANVMHHOW CTPOKU PEKBM3NTa MPK YIIIOBOM PacrofioXeHn pekBusnToBs He Gonee 7,5 cm.
InvHa camoli ANMHHOW CTPOKM PEKBM3WTA NPpU NPOAONBEHOM PacrionoXeHUn PEKBU3UTOB He Bonee 12 cwm.

3.6 HOpMaTI/IBHbIMI/I npaBOBbIMWN aKTaMn OpraHn3aunm MoOXeT ObITb npenoycMoTpeHO BblaeneHne pekBm3nTtoB

"agpecat”, "3aronoBoK K TEKCTY" Unu "noanuce”, a Takke oTAesbHbIX PParMeHTOB TeKkcTa NONYXUPHbBIM LPUETOM.
3.7 HopMaTuBHble MpaBOBble akTbl OpraHvM3auun, a TakkKe WHbl€ MHOrOCTPaHU4YHbIE OOKYMEHTbI MOryT

Oq.)OpMJ'IFlTbCFl C TUTYNbHbLIM JTUCTOM. TVITyJ'IbeIVI JINCT OOKYMEeHTa Oq)OpMJ'IHeTCFl B COOTBETCTBUN C NMPUNTOXKEHNEM
A.

4 PekBU3NTbI JOKYMEHTa

Mpw nogroToBke M 0POPMIEHUN JOKYMEHTOB UCMOMb3YIOT PEKBU3UTDI, ONPeaeNneHnst KOTOPbIX NPUBEAEHbI B
FOCTP7.0.8

01 - repb (FocymapcTtBeHHbI repd Poccunckon ®epepaumm, repb cydbekta Poccuiickon depgepaunun, repd
(repanbauyeckuin 3Hak) MyHULMNanNsLHOro obpasoBaHus);

02 - ambnema;

03 - ToBapHbIN 3HaK (3HaK 0OCNyXNBaHWSA);

04 - kog opMbl JOKYMEHTA;

05 - HaMmeHOBaHWe opraHu3auun - aBTopa AOKYMEHTA;

06 - HanMeHOBaHWe CTPYKTYPHOro NoAapasaerneHust - aBTopa AOKYMEHT;
07 - HaMMeHOBaHMe OOMKHOCTU NULA - aBTopa AOKYMEHTA;

08 - cnpaBo4Hble gaHHble 06 opraHu3auuy;

09 - HaMmeHoBaHMe BUOA OOKYMEHTA;

10 - paTa QOKYMEHTa;

11 - perncTpaumoHHbIN HOMEP AOKYMEHTA;

12 - ccbinika Ha perMcTpaumMoHHbI HOMEpP 1 AaTy NOCTYNMBLUETO JOKYMEHTa;
13 - MecTo cocTaBneHus (M3gaHus) JOKYMEHTa;

14 - rpnd orpaHnyeHns gocTyna K AOKYMEHTY;

15 - agpecar;

16 - rpnd yTBEPXKOEHUSA OOKYMEHTA;

17 - 3aronoBOK K TEKCTY;

18 - TeKCT AOKYMEHTa;

19 - 0OTMeTKa O NPUNOXEHWUMU;



20 - rpud cornacoBaHUs AOKYMEHTA;

21 - BU3a;

22 - noanunce;

23 - oTMeTKa 06 aneKTPOHHOM noanucuy;
24 - nevartb;

25 - oTmeTka 06 ucnonHutene;

26 - oTMeTKa O 3aBepeHMn Konuu;

27 - oTMeTKa 0 NOCTYNNEHNN AOKYMEHTA;
28 - pesontouuns;

29 - oTMeTKa 0 KOHTpOre;

30 - oTMeTKa 0 HanpaBneHUn JOKyMeHTa B AEerO.
5 OdopmneHne pekBM3MTOB AOKYMEHTOB

5.1 T'epb (locypapcTteeHHbin repb Poccunckon depepaumn, repb cydbwvekra Poccuiickon depepaumm, repd
(repanbouyecknii  3HaK) MyHUUMMNANbLHOrO 06pas3oBaHMsA) BOCMNPOM3BOAUTCA Ha 6GnaHkax [OOKYMEHTOB B
cooTBeTCTBMU C PefeparnbHbIM KOHCTUTYLIMOHHBIM 3akoHOM OT 25 aekabpsi 2000 r. N 2-®K3 "O NocynapcTtBeHHOM
repbe Poccuiickon Pegepaummn”, 3akoHoAaTeNbHbIMU U MHBIMW HOPMAaTMBHBLIMW NPaBOBbIMW akTaMu CyObeKToB
Poccuickon ®epgepaunv 1 HOPMaTUBHBIMU MPABOBbLIMM aKTaMW OPraHoOB MECTHOIO CamOynpaBeHus.

N3obpaxeHne repba (FocymapctBeHHoro, cybbekta Poccuiickon Pepepaumu, repba (repanbOnyeckoro
3Haka) opraHa MecTHOro camoyrpaBneHus) NoMeLaeTcs No cepeauHe BepxHero nons 6rnaHka AOoKyMeHTa Hag
peKBM3MTaMM OpraHM3aumm - aBTopa OKYMeEHTa, Ha paccTosHum 10 MM OT BEpXHEro Kpasi nncra.

5.2 Ombnema opraHusaumn, paspaboTaHHas 1 yTBepXXAeHHasd B YCTAHOBMEHHOM Nopsake, pasmMeLlaercs B
COOTBETCTBMM C HOPMaTUBHBbIMW MpPaBOBbIMKW akTamMy Ha OnaHkax: [OOKYMEHTOB defepanbHbiX OpraHoB
rocyfapCTBEHHOW BMactu (3a WUCKMIOYEHWEM Cry4vaeB, NpedycMaTpyBaloLUX WUCMOSMb30BaHWE M300pakeHns
FocynapctBeHHoro repba Poccuiickon ®Pepepaunum), TeppuTopuanbHbIX OpraHoB dedepanbHbIX OpraHoB
rocygapCTBEHHON BRacTW, rOCyAapCTBEHHbIX W HErocygapCTBEHHbIX opraHusdauun. WsobpaxeHne ambnemb
nomMmellaeTcsa MO cepeavHe BepxHero nons 6naHka AOKYMeHTa Haj pekBu3uTamMu opraHusaummM - asTopa
OOKYMeHTa, Ha paccTosiHuM 10 MM OT BEPXHEro Kpas nucTa.

5.3 ToBapHbIi 3HaK (3HaK obCnyXMBaHUS), 3aperMcTPUpOBaHHbI B YCTAHOBNEHHOM 3aKoHOO4ATEeNbCTBOM
nopsiAke, BOCMPOM3BOANTCA Ha BnaHkax opraHvM3aunin B COOTBETCTBUM C YCTaBOM (MOsioXkeHnem o6 opraHusauum).
N3obpaxeHne TOBapHOro 3Haka (3Haka OOCHyXMBaHMSA) MOMellaeTcs Mo cepedvHe BepxHero nons GnaHka
OOKYyMEeHTa Haj peKBM3UTaMu OpraHmsaumuM - aBTopa [OOKYMEHTa, WM cfieBa Ha YpPOBHE HavMeHOBaHWSA
opraHusaumm - aBTopa AOKyMeHTa (QonycKaeTcsl 3axBaTbiBaTb YacTb NIEBOrO NOMs).

Hapsgy ¢ ToBapHbIM 3HakoMm (3Hakom obcnyxuBaHusi), Ha OraHkax AOKYMEHTOB MOXET YyKasblBaTbCA
KOMMepyeckoe 0603Ha4YeHne IpPMaNYECKoro nuua.

5.4 Kog dopMbl JOKYMeHTa MpoCTaBnseTcs Ha YHUUUUPOBaHHbLIX (dOpMax AOKYMEHTOB B COOTBETCTBUM C
OOwepoccuiickum  KrnaccudukaTopoM  ynpaerneHvyecko  gokymeHtauum  (OKYO) wnu nokanbHbIM
knaccudukaTopom, pacnonaraeTcs B NpaBoM BepxHeM yriy paboyero nonsd goKymeHTa, cocTout ns cnos "dopma
no" (HaMmeHoBaHue knaccudgukatopa) 1 UMdpPoOBOro Koga.

Mpumep - dopma no OKY[ 0211151.

5.5 HanmeHoBaHue opraHusauuu - aBTOpa OOKYMEHTa Ha OnaHke OOKyMeHTa [OIPKHO COOTBETCTBOBATb
HanMeHOBaHWUIO opugnyeckoro Jnuua, 3akpenneHHoMy B ero ydpeauTeribHbIX OOKYMeHTax (yCTaBe nnm
I'IOJ'IO)KeHVII/I). |_|0Ll HanMeHoBaHMemMm opraHusadumn B cKkobKkax YKa3blBaeTca COKpauleHHoe HaunmeHoBaHue
opraHusaumm, ecnm oHo NPegyCMOTPEHO YCTaBOM (MOSTOXEHUEM).



Hag HammeHoBaHuem opraHunsaumm - aBTOpa [OOKYMeHTa YyKa3blBaeTCA MoJiHoe WM COKpalleHHOoe
HanMeHOBaHMWe BbILLECTOSALLEN opraHunsauunm (ﬂpl/l ee HaJ'IVI'-Il/Il/I).

5.6 HanmeHoBaHWe CTPYKTYpPHOro noapasgeneHusi - aBTopa AoKyMeHTa (B TOM Yucre unuana, oTaeneHus,
npeacTaBUTENbCTBA, KOMMErManbHoro, CoBeLlaTenbHOro UM MHOMo opraHa) uMcrnosnb3yeTcs B GrnaHkax nucem u
GnaHkax KOHKPeTHbIX BWOOB [OOKYMEHTOB COOTBETCTBYIOLIMX MNoApasderneHuii (opraHoB) B COOTBETCTBUMM C
nokarnbHbIMWM HOPMAaTMBHBIMI akTaMu 1 yKasblBaeTCsi Mo HaMMEHOBAHUEM OpraHu3aLun.

5.7 HaMmeHoBaHMe OOMKHOCTM NMua - aBTOpa OOKYMEHTa MCMonb3yeTcsi B GriaHkax AOJMKHOCTHBLIX NUL U
pacnonaraetcs noJ HauWMEHOBAHWEM OpraHMsauuMM WNu HauMeHoBaHWEeM Tepputopun (kpad, obnacTu,
aBTOHOMHOM obnactv 1 Ap.), ecnu JOKyMEeHT u3gaeT pykoBoaUTenb opraHa Briactu cybbekta Poccuickon
depepaumun, MyHuymnansHoro obpasoBaHns. HanmeHoBaHWe OOMKHOCTU NuLLa - aBTOpa JOKYMEHTa yKa3blBaeTcs
B COOTBETCTBMM C HaUMEHOBaHWEM, MpuUBEAEHHbIM B pacnopsauMTeNibHOM [JOKYMEHTe O HasHayeHun Ha
JOJDKHOCTb.

5.8 CnpaBouYHble JaHHble 06 opraHuM3auuy ykasbliBaloTC B GrnaHkax Nucem W BKMHYaloT: MoYTOBbIN agpec
opraHusaummn (OOMONHUTENBHO MOXET YKa3blBaTbCs afpec MecTa HaxOoXOEHWs IOPUAMYECKOTO fvua, eciiv OH He
coBMagaeT C NOYTOBLIM aapecoM); HoMep TernedoHa, dakca, agpec 3N1eKTPOHHO NoYThl, CETEBOI aapec.

B cocTtaB cnpaBOYHbIX OaHHbIX, 3@ UCKMOYEeHNeM GriaHKOB LOKYMEHTOB OpraHOB rocyaapCTBEHHOW BMacTw,
OpraHoB MECTHOro camoynpaBfeHusl, BKIOYATCH: Ko opraHusauum no Obuiepoccunckomy knaccudukaTopy
npegnpuatii 1 opradm3aumii (OKIO), OCHOBHOWM rocyoapCTBEHHbLI PErMCTPALMOHHBI HOMEp OpraHu3aumm
(OrPH) n ngeHTMUKALMOHHBLIN HOMEp HaroronnaTenblUnka/kog MNpPUYMHBI MOCTAHOBKM Ha HAaroroBbld yyeT
(MHH/KIM).

5.9 HaumeHoBaHve Buaa [OOKYMEHTa YKa3blBAaeTCA Ha BCEX AOKYMEHTaX, 3a WCKIIOYEHWEM [JernoBbiX
(cnyxebHbIX) nucem, pacnonaraetcs Mo pekBM3MTaMuM aBTopa AOKYMEHTa (HauMeHOBaHWEM OpraHm3auumu,
HavMeHOBaHWEeM CTPYKTYPHOro NoapasaeneHus, HanmeHoBaHMeM JOMKHOCTM) (CM. puc. B6).

5.10 JaTta QoKkymeHTa COOTBETCTBYeT faTe MoanucaHusa (YTBepXOeHWs) OOKYMeHTa unv gate cobbitus,
3aUKCMPOBAHHOIO B AOKYMeHTe. [JOKyMeHTbI, U3gaHHble ABYMS unv 6onee opraHusaumsamu, 4OMKHbI UMETb OOHY

(egunyto) gaTy.

[aTta pokymeHTa 3anucbiBaeTCcs B MNocnefoBaTerbHOCTU: AeHb Mecsaua, Mecsud, rog OogHuMM U3 OBYX
cnocoboB:

apabckumm umdpamu, pasgeneHHsiMu Todkon: 05.06.2016;
CNoBEeCHO-UNdpPOBLIM crnocobom, Hanpumep: 5 noHs 2016 .

5.11 PeructpaunoHHbIn HOMEp [AOKyMeHTa - umdposon wnu ByKBEeHHO-LUMPOBON naeHTUdmKaTop
OOKYMEHTa, COCTOSILLMA M3 MOPSOKOBOro HoMepa [OKYMEHTa, KOTOPbIA, MO YCMOTPEHWIO opraHusauumn, MoxeT
OOMNOMHATLCS  UMAPOBLIMA  UNM  OyKBEHHbIMM  KOoJamu  (MHOEKCamn) B COOTBETCTBMM C  MCMOSb3yeMbIMM
knaccudukaTopaMm (MHOEKCOM ena no HOMEeHKnaType Aen, KoAOM KOppecrnoHAeHTa, KOAoM AOSPKHOCTHOro nvua

nap.).

Ha OOKyMeHTe, COCTaBJieHHOM COBMECTHO AOByMA U bonee opraHusaumamMmun, nNpocTaBnATCA
perncTtpaunoHHble HOMepa OOKyMeHTa, MNPUCBOEHHblIe Kaxxgon w3 opransauMVl. PeI'MCTpaLI,VIOHHbIe HOMepa
oTAEeNnArTCA OPYyr OT Apyra Kocon HepTOVI N NPOCTaBAKTCA B NOpALKE YKa3aHuA aBTOpPOB B 3arofloBOYHOM YacTu
mnnm npeaM6yne OOKyMeHTa.

5.12 Ccbinka Ha perVICTpaLl,MOHHbIVI HOMep U AaTy NnocTtynuBLuero OOKyMEeHTa BKIlo4YaeT peFI/ICTpaLWIOHHbIIZ
HOMep U AaTy BXoadulero UHMUnMaTuBHOro OoKymeHTa, Ha KOTOprVI JaeTcAa OTBeT.

5.13 MecTto cocTaBneHus (M3gaHus) OOKYMEHTa YKasbiBaeTCs BO BCEX [LOKYMEHTaX, KPpOMEe [AenoBbiX
(cnyxebHbIX) nMceM, a TakKe  OOKMAgHbIX,  CNyXeOHbIX  3anMCOK M APYrMX  BHYTPEHHUX
NH(OPMALIMOHHO-CNPAaBOYHbIX AOKYMEHTOB.

MecTo cocTaBneHus (M3gaHusl) OOKYMEHTa He ykasblBaeTcss B TOM chnydvae, ecnv B HauMeHOBaHMU
opraHu3aumMmM NPUCYTCTBYET YyKaszaHMe Ha MeCTO ee HaxoxaeHus. MecTo cocTaBneHus (M3gaHusl) OOKyMeHTa
yKa3blBAETCS B COOTBETCTBUM C NPUHATLIM aAMUHUCTPATUBHO-TEPPUTOPUANbHBLIM OENEHNEM.



5.14 Tpud orpaHMyeHus JocTyna K OOKYMEHTY MpPOCTaBrsieTCs B MpaBOM BEpPXHEM Yriy NepBoro fucra
OOKYMeHTa (npoekTa [AOKYMEHTa, COMPOBOAMTENBLHOIO MUCbMa K OOKYMEHTY) Ha rpaHule BepxHEero nons npu
HanmuMuum B JOKYMEHTe WHdopmMauun, OOCTYn K KOTOPOW OrpaHW4YeH B COOTBETCTBUM C 3aKOHOOATENbCTBOM
Poccuiickon ®epepauuu.

Buabl wucnonb3yembix B opraHusauuu rpucpoB  orpaHudeHuMs LOCTyna [OOMMKHbl  COOTBETCTBOBATb
3aKoHoAaTenbHbIM U UHBIM HOPMAaTMBHbLIM NPaBoBbIM akTam Poccuickon ®egepauum 1 AOMKHbI OblTe 3aKpenseHb!
B JIOKanbHbIX HOPMAaTMBHbIX akTax. B coctaB rpudpa orpaHnyeHms goctyna K JOKYMEHTY BXOOUT OrpaHnyuTenbHas
Hagnuchk ("Ons cnyxebHoro nonb3oBaHus", "KoHdwuaeHuuwanbHo", "Kommepudeckass TanHa" wnm gp.), KoTopas
MOXET LOMOSMHATbCA HOMEpPOM 3K3eMnnspa [AOKYMEeHTa W OpYyrMMW  CBedEeHWsMU B COOTBETCTBMM C
3akoHogaTenbcTBoM Poccuinckon ®eagepauuu.

[IpmMmep - Kommepueckasa TaMHa.
9x3. N 2

5.15 AppecaT wucnonb3yetcss npu  OQOPMIIEHUN  OenoBbiX  (CryXebHbIX) nNUcem, BHYTPEHHUX
MH(OPMALIMOHHO-CNPaBOYHbIX AOKYMEHTOB (4OKMNaAHbIX, CIy>KebHbIX 3anvcok 1 ap.).

AﬂpecaTOM OOKYMEHTa MOXeT ObITb opraHn3auuna, CTPYKTypHOE noapasgerieHne opraHum3aumm
AOJMKHOCTHOE UINn (*)I/I3I/I‘-I€CKO€ nnuo.

PekBusnt "agpecat" npocTaBnsetcs B BepxHeW npaBoW YacTu [AokKymeHTa (Ha 6naHke C YrnoBbiM
pacnonoXeHWeMm pEeKBM3MTOB) WNM cnpaBa noh pekBuanTamu OrnaHka (Mpy NPOAONBHOM  PAaCMOSOXeHUn
pekBusnToB 6naHka). CTpoku pekBu3auTa "agpecaTt" BbIpaBHMBAIOTCSA MO FIEBOMY Kpalw WM LEHTPYHTCH
OTHOCUTENbBHO CaMOWN ANMHHOW CTPOKMW.

Mpy agpecoBaHUM OOKYMEHTa PYKOBOAWUTENIO (3aMECTUTENO PYKOBOAMTENS) OpraHu3auny ykasbiBaloTCs B
JaTenbHOM Majexe HauMMeHOBaHWe [OIMKHOCTU PYKOBOAWUTENS (3aMecTUTEnsl pyKOBOAWTENs), BKMOYarollee
HanMeHoBaHWe opraHu3auuu, 1 aMmunus, MHMLMansl JOMMKHOCTHOrO nuua.

[Mpumep -
Pyxopomourenn demepasyibHOTO
APXMBHOT'O aI'€HTCTBAa
Qammaima MN.0.

an agpecoBaHMn nmMcbMa B OpraHu3auunio yKasblBaeTCd ee NoJfiHoe uinn cokpalleHHoe HammeHoBaHue B
MMEeHUTeNIbHOM Nnagexe.

Mpumepsl
1 ®epepanbHOe apXMBHOE areHTCTBO
2 Pocapxvs

Mpy agpecoBaHWM [OKYMEHTa B CTPYKTYpHOe rfoapasferieHne opraHusaumum B pekBusute "agpecat”
yKasblBaeTCs B MMEHWUTENbHOM Majexe HauMMeHOBaHMe OpraHu3auuu, HUWXKe - HaMMEHOBaHWe CTPYKTYPHOro
noapasaeneHus.

[lpumep -
demepasibHOE aApPXMBHOE
aTeHTCTBO

OTnes1 TOCyHmapCTBEHHOM
Cyiyx0Bl, KaIpOB M Harpamg

Mpy agpecoBaHWM MUCbMa PYKOBOAWUTEMIO CTPYKTYPHOrO MoApasfeneHus ykasbliBaeTcs B MMEHUTENbHOM
nagexe HauMMeHOBaHWE OpraHusauun, HUXKe - B AaTeNlbHOM Mafexe HauMeHOBaHWe AOMKHOCTU PYKOBOAMTENS,
BKIMIOYalolLlee HaMMeHOoBaHWe CTPYKTYPHOro nogpasaenexuns, aMmunuio, MHuumansi.

[Ipumep -
AO "Ipodmnp"



PykoBomuTe s OOT'OBOPHO-—
npaBoBOTO OTHesa
Samvmmmma I.0.

Mepen cdamunuernt JOMKHOCTHOIO nuua AonyckaeTcs ynoTpebnaTb cokpalweHue "r-Hy" (rocnoaunHy), ecrniu
agpecat MyX4uHa, unu "r-xe" (rocnoxe), ecnv agpecar XeHLUnHa.

Mpumepbl
1 r-Hy ®amunua U.0.
2 r-xe ®amunua L.0.

an pacchbifike OOKyMeHTa rpynne opransauMﬁ OHOro Tna unu B CTPYKTYPHble noapasneneHunsa oAHon
opraHusauumn, agpecart yKka3blBaeTCsA 0000LWEeHHO.

[IpruMepEL
1 PyxoBOOUTENAM OOYEPHUX
obmwecTs AO "Ilpodmmnap"
2 PyxoBOOMTeJIAM yIpaBJIeHUN
Pocapxusa

Mpu paccobinke AOKYMEHTa He BCEM OpraHv3aumsiM Unu CTPYKTYPHbIM MoapasgeneHusM nog pekBu3nTOM
"Apgpecat" B ckobkax ykasbiBaeTcs: "(Mo cnucky)".

[lpuMep -

PykopomomuTessaM IOOUYEPHUX

obmecTs AO "Ilpodmnap"
(mo cnmcky)

B ogHoM OoKymeHTe He JomkHO ObiTb Gonee YeTbipex agpecaToB. Crnoso "Konus" neped BTOPbIM, TPETbUM,
YeTBEPTbIM agpecatamMun He ykasbiBaeTcs. [lpy Gomnbluem KonMyecTBe agpecaToB COCTaBMAETCA CMNMCOK (JIUCT,
yKasaTerb) paccbifiki JOKYMEHTA, Ha KaXX4oM AOKYMEHTE yKa3biBaeTCsl OOUH agpecaT unu agpecat odopmMnsieTcs
0600LLIEeHHO.

B coctaB pekBusauta "AgpecaTt" MOXeT BXOAMTb MOYTOBbIM agpec. ONemMeHTbl MOYTOBOro agpeca
YKa3blBalOTCs B MNOCMeAOBaTENbHOCTM, YCTaHOBMNEeHHOM [lpaBuMnamy OKa3aHUA ycnyr MO4YTOBOM  CBSI3M,
YTBEPXOEHHBIMU MpUKa3omM MuHUCTEPCTBa CBHA3M U MAaCCOBbIX KOMMYHuKauun Poccunckon depepaumm ot 31
mionsa 2014 r. N 234.

[Mpumep -

Bcepoccumickumt HaydHO—
VCCJIeNOBRATEJIbCKUY MHCTUTYT
IOOKYMEHTOBEINEHMUS M aAPXMBHOTO HeJia
lIpodcow3zHas ymu., n. 82,
Mockea, 117393

MouTtoBbIN agpec MOXeT He YyKadblBaTbCA B [OOKYMEHTax, HanpaBlideéMblX B BbiCLUME OpraHbl BNacTy,
BbllLleCTOALLME OpraHn3auun, nogBegoMCTBEHHble opraHm3aunMn K1 NOCTOAHHBLIM  KOppecCcnoHAeHTam (38
MCKIMK4YeHneM HanpasliieHUAa nuMcem yka3daHHbIM agpecaTtaM B KOHBePTax C Npo3padHbIMU OKHaMM).

Mpu agpecoBaHMn JOKYMeEHTa (OU3NYECKOMY NULY YKa3blBalOTCA: (daMUnA MHULMAnMbI, MOYTOBLIN adpec.
Mpumep -

damununsg N.0.

CapoBas yn., a. 5, k8. 12,

r. Jllobepubl, MockoBckasi 06n., 301264



[Mpn oTnpaBke nNMCbMa MO 3MEKTPOHHOW MoyTe UNM Mo PaKCUMUNBHOW CBA3KM (6e3 OOCLINKM No noyTe)
MoyTOBbIA agpec He ykasbiBaeTcd. [lpy HeobxoaMmocTM MoxeT ObiTb yKasaH 3MeKTPOHHbIN agpec (Homep
TenedgoHa/dakca).

[IpumMep -

BcepocCcuUMCKHUM Hay4dHO-—
MCCJIeOOBATENbCKUM MHCTUTYT
IOOKYMEHTOBEIEHUS U apXMBHOT'O Iejla
mail@vniidad.ru

5.16 Fpmcb yTBEpPXAEHUA NPOCTaBNAeTCA Ha AOKYMEHTE B Cllydae ero yresepxaeHua OOJMKHOCTHbIM JTULOM,
pacnopaguTenbHbiM OOKYMEHTOM (HOCTaHOBﬂeHMeM, peweHneM, npukasom, pacnopﬂmeHMeM) nnn pelweHnem
KonnernanbHOro opraHa.

Fpmcb yTBEPXOEHNA pa3MellaeTca B NpaBOM BEPXHEM Yyrny nepBoro nuCta OOKYMEeHTa. CTpOKI/I pPeKBn3nNTa
BblpaBHMBAKOTCA NO JIEBOMY Kpato Ui LEeHTPYKTCA OTHOCUTESIbHO camou ASIMHHOMN CTPOKW.

Mpun yTBEPXOEHUN OOKYMEHTA AOIMKHOCTHBIM NULOM rpud yTBepXaeHus coctouT ns cnosa YTBEPXKOAHO,
HaMMEHOBaHUSA [OOSPKHOCTM Nuua, YTBEpXAalLlero AOKYMEHT, ero noanvucu, MHULManoB, amMunun u aatbl
YTBEPXAEHMS.

[Mpumep -

YTBEPXIAI
Pykopomuresb denepalibHOT'O
APXMBHOTO aIl'€HTCTBa
Mognuce M.O0. damMunmsa

IDaTa

Mpn yTBEPXOEHUM OOKYMEHTa pacrnopsguTeNnbHbIM AOKYMEHTOM rpud yTBEPXKAEHMSI COCTOUT M3 CroBa
YTBEPXIOEH (YTBEPXXOEHA, YTBEPXOEHbLI nnn YTBEP>XOEHO), cornacoBaHHOro ¢ HaMMeHOBaHWEM BMAaA
YTBEPXOAEMOro JOKyMEHTa, HaMMeHOBaHWST pacrnopsiAUTENbHOIO AOKYMEHTa B TBOPUTENbHOM Madexe, ero aathl,
Homepa.

[IpyuMepsr —

1 (PersameHT) YTBEPXIEH
npmukasomMm A0 "Ilpopwmip"
or 5 amnpensg 2015 . N 82

2 (HpaBuna) YTBEPXIEHH
npmukasomMm A0 "Ilpodpwmip"
or 6 ampena 2015 r. N 83

Mpy yTBEPXAEHNM OOKYMEHTa KONfernanbHbIM OpraHoM, peLlueHnst KOTOpPoro UKCMPYIOTCA B NPOTOKONe, B
rpucpe yTBEpXKAEHWS yKa3blBaeTCs HaMMeHOBaHWE OpraHa, pelleHMeM KOTOPOro YTBepXKAeH AOKYMEHT, AaTta u
HOMep NpoToKora (B ckobkax).

[lpumep -
(IloymoxeHue)
YTBEPXIEHO

CoeeroMm nupekxkToposB AO "lpodwmiue"
(mpoTokos or 12.12.2015 N 12)

5.17 3aronoBok Kk TEKCTY - KpaTKoe CoAepXaHue AOKyMeHTa. 3arofloBoK K TEKCTy (opMynupyeTcsi C
npeanorom "O" ("O6") n oTBevaeT Ha Bonpoc "o yem?"):

- nNpvkas (0 4em?) 0 co3aaHMM aTTECTALNMOHHOM KOMUCCUW;
- npukas (0 4em?) 06 yTBepXAEeHUW LITATHOro pacnucaHus;
- MMCbMO (0 Yem?) 0 NpegoCcTaBneHnn MHopMaLmn.

3aronoBok K TEKCTY O(bOpMJ'IS'-IeTCﬂ noa peksn3ntamu 6naHka cnesa, OT rpaHuLbl 1eBoro nosg. B yKa3sax,



NOCTAHOBIEHUAX, PeLleHNAX, Npukasax, n3gaBaemMblX opraHamMmu BfacCTu, 3arofyioBoK K TEKCTY MOXeT OCpOpMJ'IHTbCH
Hag TEKCTOM nocepegnHe pa6oqero noJyid AOKYMEHTa U LUEeHTPUpyeTcAa OTHOCUTESTbHO camMou ANIMHHOMN CTPOKW.

3aronoBok K TEKCTY MOXET He COCTaBJIATbCA, €CJT TEKCT AOKYMEHTAa He MnpeBbillaeT 4-5 CTPOK.

5.18 TekcT [OKyMeHTa COCTaBnsieTCs Ha rocygapctBeHHoMm 43blke Poccuiickon ®epepauun unu
rocygapcTBeHHOM f3blke (A3blkax) pecnybnmk B coctaBe Poccuiickon Pepepaumm B COOTBETCTBUM C
3aKkoHodaTenbCTBOM pecnybnuk B coctaBe Poccuickon ®egepaunn.

B Tekcte AOKyMeHTa, NoArotoBJIeHHOM Ha OCHOBaHUN 3aKOHOAATEJ1bHbIX UJITN UHBbIX HOPMAaTUBHbIX NPaBOBbIX
aKTOB, paHee n3gaHHbIX pacnopAagnTenbHbIX JOKYMEHTOB, YKa3biBatOTCA UX PEKBU3UTDI:

- HaMMeHOBaHMe [OOKyMeHTa, HauMeHOBaHue opraHusaunnm - aBTopa [OOKYyMeHTa, AaTa [OOKYMEeHTa,
peFMCTpaLlVIOHHbIV'I HOMep AOKYMEHTAa, 3arojyioBOK K TEKCTY UM HanMeHOBaHWe Bnaa OOKYMEHTa,

- HamMeHoBaHue opraHunsauunm wunm AOOJNKHOCTHOro nuua, yreBepamBLUero OOKYMEHT, AaTy YyTBepXOeHud
OOKyMeHTa.

TekcT JOKYMEHTa MOXET coaepaTb pasfensl, noapasaensl, NyHKTbI, NOAMYHKTEI, HYyMepyeMble apabekumum
undpamu. YpoBHel pybpurkaumnm TekcTa He JOMKHO BbITb 6onee yeTbipex.

B npuKasax TEKCT nanaraeTcd OoT nepBoro nmua eguHCTBEHHOIO YnUcna ("I'IpVIKa3bIBa}O").

B OOKYMeHTax KonnernanbHbIX W coBellaTelibHbIX OpraHoB TEKCT wu3naraetca OT TpeTbero nuua

€OWHCTBEHHOro yucrna ("Kkonnerus... nocraHosnset", "cobpaHue... peumno”).

TekcT npoTokona wuanaraeTcsi OT TpeTbero nvua MHOXecTBeHHoro uucna ("cnywanu”, "BbicTynunu",

"noctaHosunu”, "pewmnn").

B pokymeHTax, yctaHaBnvBaloLmux npaBa M 065S3aHHOCTM OpraHusauun, UX CTPYKTYPHbIX nogpasgeneHun
(nonoxeHne, MHCTPYKUMSA), a Takke COAepXalumMx OonucaHve cuTyauuin, aHanus aktoB unu BbiBOAbI (aKT,
cnpaeka), ucnonb3dyetcs opMa W3MOXEeHUs TekcTa OT TPeTbero nuua eQUHCTBEHHOro MW MHOXECTBEHHOro

yncna ("oTaen ocylecTensieT PyHKUMK...", "B COCTaB ynpaBrneHus Bxoadr...", "koMmmnceust nposena nposepky...").

B coBMeCTHbIX JOKYMeHTax TeKCT manaraetcs OT MepBOro nvua MHOXECTBEHHOro yucna ("npukasbiBaem",
n "
pewwmnu").

B nenoBbIx (CnyeBHbIX) MMCbMax UCMONb3yTcA (OPMbl U3TNOXKEHUS:

- OT NepBOro nuua MHOXeCTBeHHOro Ynucna ("npocum HanpasuTb...", "NpeacTaBnsemM Ha paccMmoTpeHue...");

- OT TpeTbero nuua eauHCTBeHHoro uyucrna ("MMHUCTEPCTBO He BO3paxaerT...", "obuwiecTBo cumutaeT
BO3MOXHbIM...");

- OT MepBOro nvua eavHCTBEHHOro yucna ("cunTtar HeobXoaUMbIM. ..
NMMCbMO 0POPMIEHO Ha AOJMKHOCTHOM BnaHke.

, "Npegnaratw paccMmoTpeTsb..."), ecnu

B Tekctax [JOKyMEHTOB ynoTpebnawTcsa Tonbko obuwenpuHaTele abbpeBuaTypbl M rpadudeckmne
coKpalleHus.

Mpu ynoTpebneHnun B TekCTe haMmUnmin UL, MHULManb! ykasbiBatoTcs nocne paMmmnmu.
B nenoBbix (Cny>keBHbIX) MMCbMax MOTryT UCMONb30BaThCS:

- BCTYyNuTenbHoe obpalleHue:

YBaxaembin rocnoauH Npencepatens!

YBaxaembli rocnoauH NybepHaTop!

YBaxaemsblin rocnoanH Npoxopos!

YBaxaemas rocnoxa 3axaposal!



YBaxaembln Hukonan Metposuy!
YBaxkaemas Onbra HukonaesHa!
YBakaemble rocnoaal

B 06pau.|,eH|/||/| no AOJDKHOCTU HanmMeHoBaHMe OOJDKHOCTU nuuieTcAa C I'IpOFIVICHOVI 6yKBbI, B 06an.l,9HVIVI no
CbaMI/lJ'II/II/I MHUUmanbl nmua He yKasbiBaloTCA.

- 3aKkntounTenbHas aTUKeTHas dpasa:

C yBaxeHuem, ...

5.19 OTMeTKa 0 NPUNOXEHNUN COOEPXKUT CBEAEHNSI O AOKYMEHTE (OOKYMEHTax), mpuraraeMoM K OCHOBHOMY
OOKYMEHTY (B CONPOBOAUTENbHLIX MUCbMaXx, NPETEH3NSIX, aKTax, CpaBkax MU APYrux MHpOPMaLMOHHO-CNPaBOYHbIX
OOKYMEHTax) unM o TOM, YTO AOKYMEHT SBMSeTCA MPUIIOXKEHWEM K OCHOBHOMY [AOKYMEHTY (B AOKYMEHTax -

NPpUIOXEeHNAX K pacnopagantesibHbiM OOKYMEHTaM, MNOJI0OXKEeHUAM, npaBuiiam, MHCTPYKUUAM, OOroBopam, niaHam,
oT4yeTamMm un ap. ,D,OKyMeHTaM).

B conpoBoauTenbHbix NUCbMax 1 APYrMX UHOPMaLMOHHO-CNPABOYHbLIX JOKYMEHTaX OTMETKA O NMPUNOXEHUM
odhopmrisieTcsl Nog TEKCTOM OT rpaHuLbl FIEBOFO Nons crieayowmnm obpasom:

- eCInn NpUNoXeHne Ha3BaHo B TEKCTE:
MpunoxeHue: Ha 2 n. B 1 9K3.

- ecnn npunoxeHnme He Ha3BaHO B TeKCTe unn ecnu I'IpVIJ'IO)KeHI/IVI HEeCKOJ1bKO, YyKa3blBalOT Ha3BaHUA
ﬂ,OKyMeHTOB-ﬂpVIJ'IO)KeHI/IVI, KOJTM4€eCTBO JTUCTOB N 3K3EMIMITAPOB KaXKA0ro npuiioXeHun4:

Ipuyoxeume: 1. IojoxeHme 00 VYINpaBJIeHUM PEIMOHAJILHOTO KPEeIMTOBAHUSA Ha
5 1. B 1 sK3.

2. CnpaBka O KaIpOBOM COCTaBe YINpPaBJIEHMS PeTMOHAJIbHOI'O
KpeIUTOBaHMA Ha 2 J. B 1 »2k3.

- ecnv NnpunoxeHune (MPUNoXxeHns) COPOLLIOPOBaHbI:
MpunoxeHwue:
oTt4yeT 0 HAP B 2 3k3.

- €CNU [OKYMEHT, SBNSIIOWMACS MNPUNOXKEHUEM, UMEET MPUNIOXKEHUSI C CaMOCTOSITENbHON Hymepauuen
CTpaHuL;

MpunoxeHwue:
nucemo Pocapxusa ot 05.06.2015 N 02-6/172 v npunoxeHusa K Hemy, Bcero Ha 5 n.

- ecnM  npunoxeHumem  gBnsietca  000COGMEHHBLIN  SMEKTPOHHBLIA ~ HOCUTEMNb  (KOMMAKT-AUCK,
usb-cnew-Hakonutene u Ap.):

MpunoxeHue:
CD B 1 3ks3.

[Mpy aTom Ha BkNapgbllwe (KOHBEPTE), B KOTOPbIA MOMELLaeTcsl HOCUTElb, yKasblBalTCA HaMMeHOBaHUSA
OOKYMEHTOB, 3anuUCaHHbIX Ha HOCUTESb, UMeHa hbannos.

B pacnopsautenbHbiX OKYMEHTax (NMOCTaHOBMEHUSIX, PELUeHUsiX, NpuKasax, pacrnopsikeHusix), gorosopax,
MONOXEHUAX, NpaBunax, MHCTPYKUMAX U OAPYrMX AOKYMEHTax OTMETKa O MPUNOXeHUUM odhopMIsieTCs Crneayowmm
obpasom:

- B TeKCTe [OOKyMeHTa Mpu NEepBOM YMNOMUHaHWM [OOKYMEHTa-NpUIoXeHns B ckobkax ykasbiBaeTcs:
(npunoxeHune) nnu ... (mpunoxexue 1); nepeg HOMEpPOM MPUIOXKEHMS OOMYyCKAaeTCs CTaBUTb 3HAK Homepa:



(npunoxenwne N 2);
- Ha NepBOM NUCTe AOKYMEHTa-NPUMOXEHWs B NPaBOM BEPXHEM YIIy yKa3biBaeTCs:
MpunoxeHue N 2
k npukasy AO "lMpodunb"
o1 15.08.2015 N 112.

CTpOKM pekBM3nTa BbipaBHMBAKOTCS MO JIEBOMY Kpalo WIN LEHTPUPYIOTCA OTHOCUTENbHO CaMOMW ANMHHOMN
CTPOKM.

Ecnu npunoxeHneM K pacrnopsamutensHOMy AOKYMEHTY ABNSAETCA HOPMATUBHBIA NPaBOBOM akT UMW UHOW
[OKYMEHT, yTBepXdaeMbli AaHHbIM pacnopaauTenbHbIM —OOKYMEHTOM, Ha MepBOM JIMCTe MPUMNOXeHUs
NpOoCTaBMsieTCs OTMeTKa O MPUIoXeHun (6e3 CCbINKM Ha pacropaanTerNbHbIA JOKYMEHT) U rpud YTBEPXKOEHUS, B
KOTOPOM YKa3blBalOTCS AaHHbIEe pacnopsiaMTeNbHOTrO JOKYMEHTa, KOTOPbIM YTBEPXKAEH AOKYMEHT-NPUIIOKEHME.

Mpumep -

MpunoxeHue 1
YTBEP>XXOEHO
npukasom AO "Tlpocumnb"
o1 18.05.2015 N 67

5.20 Mpudb cornacoBaHMsi JOKYMEHTa MPOCTaBMSIETCS Ha AOKYMEHTaX, COrMacoBaHHbIX OpraHaMu BRacTy,
opraHundaumamMmun, AOOJDKHOCTHbIMU - NULAMW. Fpmb cornacoBaHmaA B 3aBUCUMMOCTM OT BuUOaA [OOKYMEHTa MU
0cobeHHOCTEN ero ohopMNEHNsT MOXET MPOCTABNATLCS:

- Ha NepBOM NUCTe OOKYMeHTa (ecnu AOKYMEHT UMEeeT TUTYIMbHbIA NINCT, - Ha TUTYMNbLHOM NUCTE) B NEBOM
BEPXHEM YITly Ha YpPOBHE rpudpa yTBEpKAEeHUS UK Mo HaMMEHOBaHNEM AOKyMeHTa Grnivke K HKHEMY Norto);

- Ha nocnegHem nincte AOKyMeHTa Nnog TEKCTOM;
- Ha NUCTe cornacoBaHug, ABMSOLLEMCS HEOTbEMIIEMOWN YacCTbio OOKYyMeHTa.

Npnd cornacoaHusa coctont U3 criosa COIMTACOBAHO, gomKHOCTM nuua, KOTOpbIM CornacoBaH AOKYMEHT
(Bkntovass HaMMeEHOBaHWEe opraHuM3auum), ero Cob6CTBEHHOPYYHOW nognucu, wHUMUManoB, damunun, LaTtbl
cornacoBaHus.

Mpumep -
COIMACOBAHO
Oupextop BHUMOAL
(noanuck) N.0. damunus
Jarta

Ecnu cornacosaHue OCYLLECTBNAETCA KonnervanbHbiM OpraHoM, B rpudpe CornacoBaHusl ykasblBaloT
cBeaeHnsa o6 opraHe, cornacoBaBlUEM [OOKYMEHT, Aate M HOMepe MNpoToKoNa, B KOTOPOM 3adUKCUPOBaHO
pelleHne o cornacoBaHun. Ecnu cornacoBaHMe OCYLLECTBNSAETCH MNWCbMOM, YKasbiBalOT BUA OOKYMEHTa,
opraHu3auuio - aBTopa A0KyMeHTa, AaTy U HoMep nucbma.

Mpumepsl
1 COMACOBAHO

CoBETOM AMPEKTOPOB



AO "Mpochuns"

(npoTokon ot N_ )
2 COIMACOBAHO

nuceMomM Pocapxuea

oT N_

5.21 Busa cBMAETENbCTBYET O COrNacumn UM Hecornacum AofmKHOCTHOro nuua (paboTHuKa) ¢ cogepXaHnem
npoekTa AOKyMeHTa. Busol odopmnsieTcs BHYTpPEHHee cornacoBaHWe OoKymeHTa. Busa BknovaeT OOSMKHOCTb
nvua, BU3UPYIOLLEro A0KYMEHT, NoANUCh, pacundpoBKy NogNUcK (MHUUManbl, damununio) u aaty BU3MPoOBaHUS.

Mpuwmep -

PykoBoauTenb lopuanveckoro otaena

Moanuck N.0. damunus

Jata

Mpn HanMuUMM 3aMeYaHuin K JOKYMEHTY BM3Y 0GOPMIISIOT crieaytolmm obpasom:;

Mpumep -

3ameuaHus npunaratoTcs.

PykoBoauTens topuanyeckoro otaena

Moanucek N.0. Pamunus

[ata

B opraHusauusax, nNpUMEHSIIOWLMX CUCTEMbl 3SfIEKTPOHHOrO [AOKYMEHTOOOOpOTa, COrnacoBaHWe MOXeT
NpPoBOAUTLCA B 3NeKTpoHHOM hopme, cornacHo TOCT P NCO 15489-1.

B OokymeHTax, MOANMHHUKN KOTOPbIX XPaHATCS B OpraHu3auvu, BM3bl NPOCTaBMSAOT Ha nocrnegHem nucTe
AOKYMeHTa nog NoAnucblo, Ha obopoTe nocnegHero NUcTa NoANMHHMKA AOKYMEHTa UMK Ha fiucTe corfnacoBaHus
(Bu3mpoBaHus), npunaraeMom K JOKYMEHTY.

B ncxogswmnx gokymeHTax BM3bl NPOCTaBASAOTCA Ha 3K3eMMNNsapax JOKYMEHTOB, NOMeLLaeMbIX B 4eN0.

Mo YCMOTPEHUIO opraHn3aunn MOXeT NPpUMEeHATbLCA NOJIMCTHOE BU3npoBaHne JOKyMeHTa U ero I'IpVIJ'IO)KeHI/IIZ.

5.22 Tlognucb BKMNOYaET: HaMMEHOBaHUE [OJPKHOCTM  nuua, MOAMUCHIBAIOLLEro  [OKYMEHT, ero
COBCTBEHHOPYYHYIO NOANUCH, pacundpoBKy NoANUCK (MHULManbI, haMunms).

[Mpumep -
T'eHepaJIbHEM ONPEKTOP [Noonmce n.0. dammnma

Ecnn OOKYMEeHT @$OpMﬂeH He Ha OnaHke, B HaMMeHOBaHWEe [OOIMKHOCTU BKIOYAeTCs HauMeHoBaHue
opraHusauunn. ﬂOHyCKaeTCﬂ LUEeHTpOBaTb HaMMeHOBaHMe [OOJDKHOCTM Juua, noanucaBllero AOOKYMEHT,
OTHOCUTENTbHO CamMOWn ANNHHON CTPOKW.

[lpumep -
T'eHepaJIbHEM OUPEKTOP

AO "IIpodwumnp" INomnuce n.0. damumnmsa

Mpy odopMMneHnn OOoKyMeHTa Ha GnaHke OOMKHOCTHOrO nuia [AOSMMKHOCTb 3TOr0 Nnuua B MOAMWCU He
yKasblBaeTcsl.

[Ipumep - [lomnuce n.0. dammima



Mpn noanMcaHMm JOKyMEeHTa HECKOSIbKMMMW JOJDKHOCTHBIMU NLAMW, 3aHUMALMMKN Pa3HOE MOJIOXKEHUE, MX
noanucu pacnonaralTcs ogHa NoA ApPYrow B MocriefoBaTeflbHOCTM, COOTBETCTBYHOLLEN MepapXun 3aHMMaeMbiX
[JOJDKHOCTEN.

[Ipumep -
IVpEeKTOpP MHCTUTYTA Mopnuce n.0. dammnmsa
T'JlaBHBEM OyxTajnTep Homnmce n.0. dammnmsa

Mpy noanucaHWn OOKYMEHTa HECKOSIbKUMW NLAMM paBHbIX AOJHKHOCTEN MX MOAMUCK pacronaralTcst Ha
OOHOM YPOBHE.

Mpumep -
3aMecTUTEeNb OUpPpeKTopa O OGOMHAHCOBEIM BOIPOCAM Homnuce M.O0. dammnmsa

3aMecTUTEeNb OMPpEeKTOopa O aIMMHMCTPATMBHEIM Bomnpocam Illognmce M.O0. dammnmsa

B OOKYyMeHTaXx, COCTaBJI€EHHbIX KOMMWCCKEN, B NOANMUCK YKa3bIBaeTCA CTaTyC niua B COCTaBe KOMUCCUN.

[Mpumep -

[lpencenmaTesyib KOMUCCUN [Momnnmce n.0. dammnmsa

YJIeHBE KOMMUCCUU Illoonmce n.0. damumnmsa
llognmchb n.0. damunmsa
llognmchb n.0. damunmsa

I'IpM noanncaHnnm goKymMmeHTa JiMuoM, UCNOJTHAKLWNM 006s13aHHOCTH pykoBoauTtend, noganncb O(*)OpMJ'IFleTCFI C
YKa3aHneM ctatyca AOJIHKHOCTHOIO nnua B COOTBETCTBUN C NPUKA3OM (pacnopﬂmeHmeM).

[Mpumep -

N.o. TeHepaJibHOTO OupekTopa lloonmch n.0. dammnma
VJIN 2

VcnonHaouul OO0A3aHHOCTU

TeHepaJIbHOTO IOUPEKTOpa [Momnmce n.0. dammnmsa

Mpu nognucaHun [JOKYMEHTa nWUOM, WMELWMM MpaBo MOANMUCUA B Criy4ae BPEMEHHOro OTCYTCTBUSA
pyKOBOAMTENS, UCNPaBreHus B HaMMeHOBaHWe AOMMKHOCTU N paclunmdpoBKY hamMuivm yxxe nogroToBrEHHOIo U
COrrnacoBaHHOro NnpoekTa AOKYMEHTa BHOCATCA OT PYKU UMK C UCMOMb30BaHNEM COOTBETCTBYIOLMX WTamnos. He
JornyckaeTcs CTaBUTb KOCYKH 4epTy, Hagnucb "3a" nepen HaumMeHOBaHMEM [OIDKHOCTM Nnuua B MOANUCK, eCcnu
OOKYMEHT MoAnucbiBaeT MHOEe JOIMKHOCTHOE L.

5.23 OTmeTka 00 3NEKTPOHHOW MOAMMCUM WCMOMb3YETCS MNpU BU3yanu3auun SMEKTPOHHOro OOKYMEHTa,
MOANUCAHHOIO 3NEKTPOHHON Noanucklo, ¢ cobniogeHrem criegyoLmx TpeboBaHmii:

a) MecTo pa3sMmeLleHnst OTMETKM 00 3MEKTPOHHON MOAMUCU AOMKHbI COOTBETCTBOBATb MECTY pa3MelLeHust
Cco6CTBEHHOPYYHOW NOANUCU B @aHANOrMYHOM JOKYMEHTE Ha GymakHOM HocuTtene;

0) anemMeHTbl OTMETKU 06 3NEKTPOHHOW NOANNCK AOMKHbI ObITb BUAMMBIMU U YATAEMbBIMU MPU OTOBpaKeHUM
AOKyMeHTa B HaTypanbHOM pasMepe;

B)SﬂeMeHTbIOTMeTKM 006 3ﬂeKTpOHHOﬁ noanncn He OOJIKHbI NepeKkpbiBaTbCA UMMM HakKnagbiBaTbCA OPYyr Ha
Apyra;

r) anemMeHTbl OTMETKM 06 3MEeKTPOHHOW NOANUCU He AOMKHbI NepekpbiBaTb NeMeHTbl TeKcTa AOKyMeHTa U
JApyrue oTMeTku 06 3NeKTPOHHOIW noAnucy (Mpu Hanuymm).

OTtmeTka 00 9nEeKTpOHHOM nognuUcKM B COOTBETCTBUM C 3akoHodatenbcTBoM Poccuiickon Pepepauun
BKMNto4aeT ppasy "[OKyMEHT noanucaH 3SMNeKTPOHHOW noanucblo”, HOMep cepTudumkata Kr4va 3MEeKTPOHHOM
noanucu, damunuio, UMs, OTY4ECTBO BriaZenbla cepTudurkaTa, CpoK JeNCTBUS cepTUdmkaTa Kroya 3neKTpOHHOM
nognucu. OTmMeTka OO SMEKTPOHHOM NOAMMCUM MOXET BKMoYaTb M3obpaxeHue repba, ambnembl opraHa BRacTy
(opraHu3aumm), TOBapHOro 3Haka (3Haka oOOCNyXuBaHWsI) oOpraHuM3auuM B COOTBETCTBMM C OENCTBYHOLLUM
3aKoHO4aTenNbCTBOM.



Mpumep -

SMmbJie— IOOKYMEHT TIOHNOIIMCAH
Ma SJIEKTPOHHOM IOOIMCHI0
HamMeHOBaHMeE | OpTraHa
OOJIXHOCTM |BJIACTU H.H. HukoJsiaes

Cepruoukar 1alllaaa000000000011
Brnamesnen, HukosiaeB Hukosam HukostaeBuy
HOenicrBuTrejyen ¢ 01.12.2012 mo 01.12.2017

5.24 MevaTtb 3aBepsieT NOANIMHHOCTb NOAMNUCY AOMMKHOCTHOIO NLa Ha JOKYMEHTaXx, yAOCTOBEPSIIOLWLNX NpaBa
nmu, dukenpylowmnx @akTbl, CBsI3aHHble C (UHAHCOBLIMU CPEACTBaMW, a TaKKe Ha WHbIX [OOKYMEHTax,
npegycMmaTpuBaloWMX 3aBepeHWe noanvucyM neyaTbld B COOTBETCTBUM C  3aKOHOOATenbCTBOM Poccuickon
denepaumm.

[okymeHTbl 3aBepsIlOT neyaTbio opraHmsaumu. Nedyatbe NpocTaBnseTcs, He 3axBaTbiBasi COOCTBEHHOPYYHOM
noganucu nuua, noanvcasLlero AoOKYMEHT, Uin B MecTte, ob6o3HayeHHoM "MIM" ("MecTto neyatun").

5.25 OTmeTKa 06 ncnonHuTene BKNo4vaeT cbamvmmo, MMA N 0T4ECTBO UCMNOJTHUTENA, HOMEp ero Teﬂe(bOHa.
OtmeTka 06 McnonHUTene MoXxeT AOMOMNHATLCA HauMEeHOBaHUEM OOJDKHOCTHU, CTPYKTYpPHOro nogpasaeneHuna v
ONEKTPOHHbIM aapeCcOoM UCMONTHUTENA.

OTtmeTka 06 mMcnonHuTene oopmMnsaeTcs Ha NMLEBOW CTOPOHE MOCneaHero nucra AOKyMeHTa OT rpaHuubl
NeBOro Mnonsi Wnu, Npyu OTCYTCTBUM MecCTa, - Ha O0DOpPOTHOW CTOpoHe BHM3Y cneBa. Hanpumep: 3abenuvH MBaH
AHOpeeBud, KOHTponbHOE ynpasneHvne, Beaywmn cneumanuct, +7(495) 924-45-67, Zabelin@gov.ru

OTtmeTKka 06 ncnonHUTene MoxeT 0POPMASATLCS KaK HKHUI KONMOHTUTYN U neYyaTaTbes WpnTOM MEHbLLETO
pasmepa.

5.26 OTmeTKa O 3aBepeHun Konuum oopMNsieTcs Ans NoATBEPXKAEHUSI COOTBETCTBUSI KOMUUM LOKYMEHTa
(BbIMUCKM M3 OOKYMEHTa) NOANMHHUKY AokyMeHTa. OTMeTKa O 3aBepeHuUu Konun NpocTaBnsaeTcsa no4 pekBU3MToM
"nognucek" wn BKYaeT: crnoBo "BepHoO"; HavmeHoOBaHWe [OOMKHOCTM nuua, 3aBepuBLLEro KOMuk; ero
COBCTBEHHOPYYHYI0 NOANUCH; pacunpoBKy Noanucu (MHuuuansl, hamunuio); 4aTy 3aBepeHust Konum (BbIMUCKU U3
OOKYMeHTa).

[Ipumep -

BepHo

VHCIIEKTOP CJyX0Ob KaIpOoB Nognuce n.0. dammnmusa
ODaTa

Ecnn konua BblgaeTca OnA npeacTaBrieHvs B OPYryld OpraHusauuio, OTMETKa O 3aBEepeHuM Komuu
OOMOJHAETCA HaAMUCbI0 O MECTE XpaHeHUsl OOKYMEHTA, C KoToporo Obina usrotoBrieHa konust ("MognuHHMK
JOKyMeHTa Haxoautca B (HaumeHoBaHue opraHusdauuun) B gene N ... 3a ... rog") n 3aBepsieTca neyaTblo
opraHusauum.

Ons npocTaBlieHNA OTMETKN O 3aBEPEHUN KOMUU MOXET UCMNOJIb30BATbLCA LUTaMIM.

5.27 OTmMeTka O MOCTYNNEeHUM OOKYMEHTa CRyXWUT ANns NOATBEPXKAeHWUst cdbakTa MOCTYNNeHust AOKYMeHTa B
opraHuMsauuMio U BKMYaeT [aTy MOCTYNNeHUs M BXOOSALWMA  PerncTpaumoHHbIi HoMep AokymeHTa. [lpu
Heo6XoAMMOCTM OTMETKa O MOCTYNNEHUN MOXET AOMONHATHCS YKa3aHWEM BPEeMeEHW MOCTYMNeHus B 4Yacax u
MUWHYyTax 1 cnocoba A0CTaBKM JOKYMEHTA.

OTtmeTKa 0 NOCTYNNEeHNnn AOKYMeHTa MOXET NPOCTaBNATbLCA C MOMOLbIO LUTamMna.
5.28 Pesontouus COOEepPXUT YyKadaHne no WCNOJSIHEHUKO [OOKyMeHTa. Pesontouus Od)OpMJ'IﬂeTCﬂ Ha
cBobOgHOM MecTe p360quO nonda AOKyMeHTa, Ha onaHke pes3onounn nnn BHOCUTCA HenocpeaCTBEHHO B CUCTEMY

3MNEeKTPOHHOro JOKyMeHTooGopoTa.

Pe3sontouust BkntovaeT: hamunuio, UHMUManbI UCNOSHUTENS (UCNONHUTENEN), NOPYYEHNE NO AOKYMEHTY, Npu



HeobX0AMMOCTU - CPOK MCMOSHEHUS, NOAMNWCh NULA, BbIHECLLErO Pe30siounio, 4aTy pe3onioLun.
Mpumep -
damununsa N.0.
Mpowy nogrotoBuTb NpeanoxerHns k 10.11.2016.
Moanuckb
Hata

5.29 OTmeTKa O KOHTpONEe CBWAOETENbCTBYET O MOCTAHOBKE [OOKYMEHTa Ha KOHTPOINb, MpOCTaBnsieTcs
wramnom "KoHTponb" Ha BEpPXHEM Mofe AOKYMeEHTa.

5.30 OTmeTka O HanpaBneHMM AOKYMEHTa B [eno onpefenseTr MeCcTO XpaHeHWst OOKYMeHTa mnocre
3aBeplUeHnss paboTbl C HUM M BKMoYaeT: cnoea "B geno", vHOekc gena no HOMEHKnaType Aen, B KoTopoe
rnoMeLlaeTcsl OOKYMEHT Ha XpaHeHWe, C ykasaHuem rofa, AOMKHOCTU nuua, oopMMBLUEFO OTMETKY, Noanmcy,
paThl.

[Ipumep -
B meso N 01-18 =3a 2016 1.

3aB. OTHEJIOM KOPIOPATUBHEIX NPOEKTOB
IToonuco IDaTa

OTtmeTKka 0 HanpaBleHnn OOKyMeHTa B AeJyil0 MOXET AOMNOJIHATbCA KpaTKMMn cCBeOEHUAMU O Xapaktepe
NCNOJNMTHEeHNA OOKyMEeHTa.

6 BbnaHkn JOKYMEHTOB

6.1 [Inga uarotoBneHus 6naHkoB gokyMeHToB, cornacHo FOCT P 7.0.8, ucnonb3yetca dymara oopmaToB A4
(210 x 297 mm), A5 (148 x 210 mm); ansa usrotosneHns 6naHkos pesontoumn ucnonedyetca bymara popmaTtos AS
(148 x 210 mm), A6 (105 x 148).

Kaxgbln nucT gokymeHTa, odhopMIeHHbIn Ha BrnaHke unu 6e3 Hero, 4OMKEH MMETb NONSA HEe MeHee:

20 MM - neBoE;

10 MM - npaBoeE;

20 MM - BEpPXHEE;

20 MM - HUXHee.

[okymeHTbl 4nuTenbHbIX (CBbiwe 10 NeT) CPOKOB XpaHEHUsT AOMKHbI UMETb nieBoe nose He meHee 30 MMm.

6.2 OpraHu3aumm MCnonb3yloT GNaHKM OOKYMEHTOB, W3roToBfieHHble Ha OymaxHOM HocuTene (bnaHku
OOKYMEHTOB (hefeparnbHbiX OpraHoB roCyAapCTBEHHOW BMacTu ¢ Bocnpou3dBedeHnem [ocygapcTBeHHoro repba
Poccuiickon ®efgepaummn nsrotaBnuBaroTca nonurpaduyeckumm npeanpuatusaMun, UMelwummn ceptudukaTel O
HanNU4MM TEXHUYECKUX U TEXHOMOrMYeCcKMX BO3MOXHOCTEW ANs Ka4eCTBEHHOro W3roTOBIIEHUS YyKa3aHHOro suaa

NPOAYKUMN) U/MNK 3NEKTPOHHbIE WabnoHbl 6naHkoB. bnaHkM Ha GyMaKHOM HOCUTENEe U SNEKTPOHHbIE LWabnoHbI
©naHKOB AOMMKHbI ObITb MAEHTUYHBI MO COCTaBY PEKBU3UTOB, NMOPSIAKY UX PACMONOXEHUs, rapHUTYypaMm LwpudTa.

BnaHku OOKYMEHTOB Ha 6yMa)KHOM HOcuUTelne U 3NEeKTPOHHbIe WwabnoHbl GnaHKOB M3roTaBnMBalOTCA Ha
OCHOBaHUN MakeToB G1aHKOB, yTBepXxXaaeMbiX pykoBoguTesniemMm opraHmsauyunu.

BnaHku OOKYMEHTOB crefyeT U3rotaenmBaTtb Ha oenon 6ymare nnn 6ymare CBeTJ1bIX TOHOB.

ONEKTPOHHbIE LWAabMoHbl ONaHKOB [JOKYMEHTOB [OOJPKHbI ObiTb 3alueHbl OT HECAHKLMOHWPOBAHHbIX
N3MEHEHUN.

6.3 braHkn OokymeHTOB ochopmnsAoTcs B cooTBeTcTBMU C [NpunoxeHnem b. OpueHTMPOBOYHbIE rpaHuLbI
30H pPacnonoXeHNst PEKBN3MTOB 0O03HA4YeHbl MYHKTUPOM. Kaxxgas 30Ha onpeaensercs COBOKYMHOCTBIO BXOASALLMX



B Hee PpeKBU3NTOB.

6.4 B 3aBMCMMOCTM OT pacnofioXeHWUs PeKBM3WTOB YCTaHaBMnvMBaeTCs ABa BapwaHTa GnaHkoB - yrrmoBon
(pucyHok B.1) n npoaonbHbIN (pucyHok B.2).

6.5 PekBuautbl 01, 02, 03 pacnonaratoTca Ha BepxHeM none AoKyMeHTa Hapg peksuautom 05 no cepeavHe
30HbI, 3aHATOW 3TUM PEKBU3UTOM.

Peksnant 03 MOXeT pacnonaratbCs crieBa Ha ypoBHe pekBuaunta 05.

Peksusutel 05, 06, 07, 08, 09, 13, orpaHuunTencHble oTMeTkM anga peksusutoB 10, 11, 12 B npepenax
rpaHuL, 30H PacnosioXeHNsS1 PEKBU3MTOB pa3MeLLaloTcsi OgHUM U3 CNocoboB:

- LEHTPOBaHHbIM (Hayano W KOHEL, KaXOOW CTPOKM PEKBM3UTOB paBHO yAaneHbl OT rpPaHul 3OHbl
PacnonoXeHUs: PEKBU3UTOB);

- cbraroBbIM (Kaxkaasi CTpoka peKBM3UTOB HaYMHAETCS OT NIEBOW rpaHULLbl 30HbI PACMONOXEHWS PEKBU3UTOB).
6.6 YcTaHaBnuBatoTcs cnefytolime Buabl 6raHKoB JOKYMEHTOB opraHM3auum:

- 00K BnaHK;

- BriaHK NMcbMma;

- BnaHK KOHKPETHOro BMaa AOKYMEHTa.

HopmaTuBHLIMM MpaBOBLIMU aKTaMW OpraHu3aLuyM YCTaHaBNMBAKOTCA BUAbI NMPUMEHSAEMbIX BGNaHKoB U UX
pa3HOBMAHOCTU (GnaHK MNMcbMa CTPYKTYPHOro nogpasfeneHnsi, GrnaHk nucbMa [dOJDKHOCTHOTO nuvua, GnaHk
npukasa, 6naHk pacnopsikeHusl, 6raHk npoTokona v ap.).

O6pa3subl 6r1aHKOB JOKYMEHTOB NpuBeAeHbl B NpunoxeHnm b.

6.7 O6wwmn OGnaHKk ucnonb3yeTca [Ans U3roTOBNEHWUs NOObIX BUMAOB [OOKYMEHTOB, KpPOME [erioBOro
(cnyxebHoro) nucema.

O6wWwnin 6naHk B 3aBMCMMOCTM OT YYpeaUTENbHbIX JOKYMEHTOB OpraHu3auun U noKarnbHbIX HOPMaTMBHbIX
akToB BKtoyaeT peksmauTbl 01 (02 nnmn 03), 05, 06, 07, 13 1 orpaHnYnTENBHBLIE OTMETKU AN peksuautos 10, 11,
16, 17.

BnaHk nucbma B 3aBMCMMOCTM OT yYpeauTerbHbIX JOKYMEHTOB OpraHu3auum WU foKasnbHbIX HOPMaTUBHbIX
aktoB BknoyaeT pekBusntbl 01 (02 unu 03), 05, 08, orpaHnuuTensHble oTMeTkM aAng peksusutos 10, 11, 12, 15, 17.
BbnaHk nuMcbMa CTPYKTYpHOro nogpasgeneHust OOMONHUTENbHO BkNovaeT pekBu3uT 06, 6GnaHk nmicbma
OOJMPKHOCTHOrO nuua - pekamaut 07.

BnaHk KOHKpPEeTHOro BuAa [OOKyMEHTa, KpOMe MUCbMa, B 3aBUCMMOCTU OT yupeguTenbHbiX OOKYMEHTOB
opraHusaumnm 1 nokanbHbIX HOPMaTUBHBLIX MPaBOBLIX akToB BkNtovaeT pekeusuTsl 01 (02 unu 03), 05, 09, 13 n, npu
HeobXxoOMMOCTHU, OrpaHMYNTENbHBbIE OTMETKM ONS rpaHul, 30H pacnonoxeHus peksmsmtoB 10, 11, 16, 17. BnaHk
KOHKPETHOro BuAa [OOKYMEHTa CTPYKTYPHOro nogpasfernieHus AOMNOMHWUTENbHO BKYaeT pekBuanT 06, GnaHk
OOIMKHOCTHOro nuua - peksmaut 07.

6.8 B opraHax Bnactm u opraHusauusx cyobektoB Poccuiickon Pepepaumu, UCNONb3yOLWMX Hapsgy C
PYCCKMM  SA3bIKOM KaK rOCYAapCTBEHHbIM A3blkoM  Poccuiickon deagepaumm  rocygapCTBEHHBIA  S3bIK
(rocypnapcTtBeHHbIE s13bIkM) pecnybnuk B coctaBe Poccurickon Pepepauum, ncnonb3ytoTest 6raHkM JOKYMEHTOB Ha
PYCCKOM $3blKe WM rocygapCTBEHHOM s3blke (A3blkax) pecnybnuk B coctaBe Poccuiickon Pepepaumm: yrrosbie
(pekBu3nTbl GnaHka pacnonaratTcsi Ha OOHOM YPOBHE: Ha PYCCKOM SA3bIKE - CINEBA, Ha rocyapCTBEHHOM si3blke
(A3bikax) pecnybnuk B coctaBe Poccuinckon ®Pepepaunm - cnpasa) unu npofosnbHble (BCe PekBM3nUTbl GnaHka Ha
PYCCKOM N3blKe - CBEPXY, HWXKe - BCE PEKBU3UTbI GraHka Ha rocyaapCTBEHHOM A3blke (s3blkax) pecnybnuk B
coctase Poccuiickon ®eaepalimm).

[ns nepenuckn ¢ MHOCTPaHHLIMU KOPPECMOHAEHTaMM MCNonb3yloT 6naHku Ha ABYX A3blKax - PYCCKOM M
aHrnunckom (npunoxeHune B.8) nnm HOM MHOCTPaHHOM S3bIKE.



Mpunoxexue A
(cnpaBoyHoe)
PACNONOXEHWE PEKBN3UTOB HA TUTYJIbHOM NUCTE OOKYMEHTA
HamMveHOBaHMe opraHM3alun
I'pud corsacoBaHmA IOOKyMeHTa T'pud yTBepxmeHMsS OOKyMeHTa

HamMeHOBaHMEe BMIA INOKYyMEeHTAa
3aroJIOBOK K TEKCTY

Tpud corsacoBaHMs IOOKyMeHTa
MecTo cocTaBJieHMs (M3OaHMa) OOKYMEeHTa - IOl M3OaHMa IOKyMeHTa

PucyHok A.1 - PacnonoxeHune pekBu3nTOB Ha TUTYNbHOM
nMcTe JOKyMeHTa

MpunoxeHue b
(cnpaBo4Hoe)

CXEMbI PACITONOXEHNA PEKBU3NTOB JOKYMEHTOB



75 75

(<2
29 ~
o1 04 03 2 s
| = R
w
06 07 | | 15 18
08 09 ' '
10 1 T
N 12 13
17 T 28
©
18
[ B
W o
AN} N
o
&
19
o
N
22 23 24
20 21 26
25 30 REL R
20 110 30 40 o

210

PucyHok B.1 - PacnonoxeHune pekBU3UTOB M rpaHunLibl 30H
Ha copmate A4 yrnoeoro 6rnaHka




75

[s2]
01 02 03 29 =
14 04
06 B 07 o
08 09 N
5| |01 1213
15 16
«©
N
17 28
®
18
M~
[+
~N
(o)
]
N~
w
N
19
(]
N
22 23 24
20 21 26
e 1 1
25 | 30 i 27 ~
20 110 30 40 ©
210

PucyHok B.2 - PacnonoxeHune pekBU3UTOB M rpaHnLibl 30H
Ha chopmaTte A4 npogornbHoro 6naHka

Mpunoxexne B

(cnpaBo4Hoe)



OBPA3LUbI BITAHKOB JOKYMEHTOB
Pocapxus

demepasnibHOEe ONIXETHOE yupexIeHMe
"BcepoCCHUMCKUM HAay4YHO-MCCJIeOOBATEJIbCKUM MHCTUTYT
OOKYMEHTOBEIEeHMUA M apxXMBHOTO meja"
(BHUMIAL)

MockBa

PucyHok B. 1 - O6paseL obLiero 6naHka opraHusaumm

Pocapxus

denepalibHOE OOIXETHOE yUYpPexIeHMe
"BCEepOCCUMCKUM Hay4dHO-—
MCCJIeHOBaTEeNbCKMM MHCTUTYT
IOOKYMEHTOBEIEHMS M apxXMBHOIO meja"
(BHUMIAL)

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

N

Ha N oT

PucyHok B.2 - O6pasel yrnosoro 6naHka nMcbMa opraHusauum

Pocapxue

®epepanbHoe GlompKeTHOE yypexaeHue
"Bcepoccuincknii HaydHo-uUccrnefoBaTenbCKUM UHCTUTYT
OOKyMeHTOBeAeHUs n apxusHoro aena" (BHUMOAD)

MpodcotosHasa yn., a. 82, Mockea, 117393
Ten./dakc (495) 718-78-74 e-mail:mail@vniidad.ru;
http://www.vniidad.ru
OKI1O 02842708; OI'PH 1027700380795;
WMHH/KTIM 7708033140/771001001

Ha N oT

PucyHok B.3 - O6pasey, npogonbHoro 6naHka nucbma opraHmsauum

Pocapxus

denepanbHoe GloMKeTHOE yupexaeHue



"BCcepoccuinckuim Hay4yHo-mccrneaoBaTenNbCkUn MHCTUTYT
OOKYMEHTOBEOEHMS 1 apXMBHOro aena”

(BHMMOAL)
ONPEKTOP

MpodcotosHasa yn., a. 82, Mockea, 117393
Ten./cakc (495) 718-78-74 e-mail:mail@vniidad.ru;
http://www.vniidad.ru
OKI1O 02842708; OI'PH 1027700380795;
WMHH/KTIIM 7708033140/771001001

Ha N oT

PucyHok B.4 - O6paseL, npogonbHoro 6naHka nucema
OOJDKHOCTHOrO Nnuua

Pocapxue

PepepanbHoe GrooKETHOE yupexaeHve
"Bcepoccuinckuim Hay4yHo-mccneaoBaTenNbCkUn MHCTUTYT
OOKYMEHTOBEOEHMS N apXMBHOMo gena”

(BHNMOAL)
OTPACINEBOW LIEHTP MOBBIWEHNA KBATIMOUKALIN

MpodcotosHasa yn., a. 82, Mockea, 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
OKTI1O 02842708; OI'PH 1027700380795;
WHH/KIIM 7708033140/771001001

Ha N oT

PucyHok B.5 - O6pasel, npogonbHoro 6naHka nucema
CTPYKTYPHOro nogpasgaenenus

Pocapxus

demepasibHOEe ONIXETHOE yuUpexIeHNe
"BCcepoCCUMCKUNM HAYyYHO-MCCJIeNOBATEJIbCKUM MHCTUTYT
IOOKYMEHTOBEIEeHMUA M apxXMBHOTO meja"
(BHUMIAL)

[IPUKAS

MockBa

PucyHok B.6 - Obpasey 6naHka KOHKpETHOro BMaa



[OKYMEHTa opraHusaumm

Pocapxus
denepasibHOe OIIXEeTHOE yupexIeHue
"BCcepoCCHUMCKHUM HAay4YHO-MCCJIeOOBATEJIbCKUM MHCTUTYT
OOKYMEHTOBEIEeHMU M apxXMBHOTO meja"
(BHMMIAL)
IVPEKTOP

PACIIOPAXEHUE

MockBa

PucyHok B.7 - Obpasel, 6raHka KOHKPETHOro Braa AOKyMeHTa
OOMKHOCTHOrO nnua

Pocapxue

®epepanbHoe GlompKeTHOE yypexaeHne
"Bcepoccuiickuin Hay4Ho-uccnegoBaTenbCKUn NHCTUTYT
OOKYMeHTOBeAEeHUS 1 apXMBHOro gena"

(BHNMOAL)

MpodcotosHasa yn., a. 82, Mockea, 117393
Ten./dakc (495) 718-78-74 e-mail:mail@vniidad.ru;
http://www.vniidad.ru
OKIO 02842708; OI'PH 1027700380795;
WMHH/KTIM 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

N
Ha N oT
PucyHok B.8 - O6paseL npogonbHOro 6naHka nucbma opraHmsauum
Ha OBYX A3blKax
YOK 006.35.034(470+571):[005.92:002.1]:006.354 OKC 01.140.20 T62

KntoueBble cnoea: OopraHusaumMoHHO-pacnopagnTenbHaa JOKyMeHTaunA, Od)OpMJ'IeHVIe LOOKYMEeHTa,
6ﬂaHKﬂOKyMeHTa,peKBM3MTﬂOKyMeHTa
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