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Mpeaucnosue

1 PA3PABOTAH ®epepanbHbiM  bHOAKETHBIM  yuypexaeHMem  "BCepOCCUMMCKUI  HayyHO-
nccnenoBaTeNlbCKUi MHCTUTYT AOKYMeHToBeAeHus M apxuBHoro gena" (BHUWMOAL) depepanbHoro
AaPXMBHOrO areHTCTBa

2 BHECEH TexHM4YecKMM KOMWUTETOM MO cTaHgaptm3aumm TK 191 "HayyHo-TexHu4eckas
nHbopmauus, bubnmoteyHoe 1 n3gatenbckoe geno”

3 YTBEP/AEH W BBEAEH B JENCTBMUE Mpukasom deaepanbHOrO areHTCTBa MO TEXHUYECKOMY
perynnmpoBaHuto U meTponornmn ot 8 aekabps 2016 r. N 2004-ct

4 B HacToAweMm cTaHAapTe peannsoBaHbl HOpMbl PeaepanbHbix 3akoHOB OT 27 utona 2006 r. N
149-®3 "06 MHPopmaumm, MHOOPMALMOHHBIX TEXHONOTUAX U O 3awmuTe MHPopmauumn", oT 22 oKTabpa
2004 r. N 125-d3 "O6 apxusHom agene B Poccuiickon Peagepaumnn’

5 BSAMEH I'OCT P 6.30-2003

MpaBnaa NPUMEHEHNA HACTOSLLLErO CTaHAAPTA YCTAHOB/IEHbI B CTaTbe 26 PepepasnbHOro 3akoHa oT
29 wuioHAa 2015 r. N 162-d3 "O craHpgapTm3auum B Poccuiickorn depepaumn”. UHbopmauma o6
M3MEHEHMAX K HACTOoAWEeMY CTaHAapTy Nyb6/MKyeTca B exerogHom (no coctosHuio Ha 1 aHBapA
Tekywero roga) MHGopmaLMOHHOM YyKasaTene "HaumoHanbHble cTaHAapTbl", a obuLManbHbIA TEKCT
M3MEHEHMN U NPABOK - B eXXeMeCcAYHOM MHPOPMaLIMOHHOM yKasaTese "HaunoHanbHble ctaHgapTbl'. B
c/lyyae nepecMmoTpa (3ameHbl) UM OTMEHbI HACTOAWEro CTaHAapTa COOTBETCTBYHOLLEE yBeAoM/IeHUe
6yner onybavkoBaHO B 6auMKallem BbIMyCKe eXemMecAYHOro WHPOPMALMOHHOMO yKasaTens
"HauunoHanbHble ctaHaapTbl". CooTBETCTBYOWAA MHPOPMALLUA, YBEAOMIEHNE U TEKCTbI Pa3MeELLAOTCA B
MHPOPMaALMOHHON cucTeme obLero Nosb3oBaHMA - Ha oduumnanbHoM canTe PepepanbHOro areHTCTBa
Mo TEXHWUYECKOMY PErY/IMPOBAHUIO U METPONOTUN B ceT MHTepHeT (www.gost.ru).

Hactoawmi ctaHaapT He MoXeT 6bITb NOIHOCTbIO UM YaCTUYHO BOCMPOU3BEAEH, TUPAXKMPOBAH U
pacnpocTpaHeH B KavecTBe oduumanbHOro msgaHua 6e3 paspeweHua PepepasnbHOro areHTcTBa no
TEXHUYECKOMY PErysIMpoBaHUIO U METPOJIOTMM

1 O6nacTb NpUMeHeHuA



HacTtoawmit cTaHgapT pacnpocTpaHAeTCcs Ha OpraHM3auMoOHHO-pacnopaauTeNbHble LOKYMEHTbI:
YCTaBbl, MONOXKEHWA, NPABWUIA, UHCTPYKUUWN, PErfiaMeHTbl, NOCTAHOBAEHUSA, PACNOPAXKEHMA, NPUKA3bI,
peleHuns, NPOTOKO/bI, AOrOBOPbI, aKTbl, NUCbMa, CNPaBKU U Ap. (ganee - AOKYMEHTbI), B TOM 4uc/e
BKAtoYeHHble B OK 011-93 "Obwepoccuiicknin  Knaccudpurkatop YynpaBneHYECKOW A[OKymeHTaumn"
(OKYA), knacc 0200000.

HacToAawmit ctaHgapT onpeaenseT cOCTaB PEKBM3UTOB AOKYMEHTOB; NpasBuaa Ux opopmaeHus, B
TOM 4ucne ¢ nNpumeHeHMem WHPOPMALMOHHbLIX TEXHOMOMMI; BUAbl 6/M1aHKOB, COCTAaB PEKBU3UTOB
61aHKOB, CXEMbl PACNOIOXKEHUA PEKBU3UTOB Ha AOKyMeHTe; 06pasubl 6/1aHKOB; npasBuna cosgaHuAa
OOKYMeHTOB. [0N10KeHMA HACTOALLEro CTaHAAPTA PACNPOCTPAHAOTCA Ha AOKYMEHTbl Ha BYMarKHOM u
3NEKTPOHHOM HOCUTENAX

2 HopmaTtmnBHbIe CCbIKU

B HacToAlweM CTaHdapTe UMCNOJZ1Ib30BaHbl HOPMATUBHbIE CCbIJIKU Ha caeayrouine CtTaHaapTbl:

FOCT P 7.0.8 Cuctema cTaHAapToB no MHPopmaumn, 6UBANOTEYHOMY M U3OATENbCKOMY AENy.
JenonponssoacTtBO M apxmBHoOe Aeno. TepMmuHbl U onpegeneHmns

FOCT P NCO 15489-1 Cucrtema cTaHAapToB Mo MHPoOpmauum, GUGMOTEYHOMY M N34aTE/IbCKOMY
aeny. YnpasneHue aokymeHtamu. Obwme TpeboBaHmn

MpumeyaHme - Mpu NOIb30BAHUN HACTOALLMM CTaHAAPTOM LenecoobpasHo NPoBepPUTL AeicTBUE
CCbIJIOYHbIX CTaHAAPTOB B MHGOPMALMOHHON CUCTEME ODOLLEro NMosb30BaHMA - Ha odMUMaNbHOM caliTe
denepanbHOro areHTCTBa MO TEXHUYECKOMY PEery/iMpoBaHuUI0 U METPONOTMKN B ceTu MHTepHeT nam no
exerogHomy MHbOPMaLMOHHOMY yKasaTento "HauuoHasbHble cTaHAapTbl”, KoTopbli onybanKoBaH no
COCTOAHUIO Ha 1 AHBapPA TeKyLWero roaa, U No BbiMYyCKaM eXeMecAYHOro MHGOPMaLIMOHHOTO yKasaTens
"HauMoHanbHble cTaHAapThl" 32 TeKywuii rod. Eciv 3ameHeH cCbIJIoYHbIN CTaHA4ApPT, Ha KOTOPbIN AaHa
HefaTMPOBaHHAA CCblJIKa, TO PEKOMEHAYeTCA MUCMNOb30BaTb AENCTBYIOLLYIO BEPCUIO 3TOro CTaHAapTa C
YYETOM BCEX BHECEHHbIX B JaHHYI BEpPCUI0 U3MEHEHWUN. Ecnn 3ameHeH CCbINOYHbIA CTaHAApT, Ha
KOTOPbIA AaHa AaTMPOBAHHAaA CCblJKa, TO PEKOMEHAYEeTCA MCMOJIb30BaTb BEPCUMI0 3TOro CTaHAapTa C
YKa3aHHbIM Bbllle rogom yTBep:KaeHusa (NpuHAaTuA). Ecnm nocne yTBeprKAEHUA HACTOALWLEro CTaHAapTa B
CCbIJIOYHbIV CTaHAapPT, Ha KOTOPbIM AaHa AaTMPOBAHHAaA CCblJIKa, BHECEHO M3MEHEHWe, 3aTparmBeatollee
Mo/IoKEHWE, Ha KOTOPOE [aHa CCblJIKa, TO 3TO MOJNOXEHUEe PEKOMEeHAYEeTCA NpUMeHATb 6e3 ydyeTa
[OAHHOro n3meHeHus. Ecnum ccbioYHbIV CTaHAapT OTMeHeH 6e3 3ameHbl, TO NONOXKEHWE, B KOTOPOM AaHa
CCbIJIKA Ha HEero, peKoMeHAyeTcA NPUMEHSATb B YaCTW, HE 3aTParnBaloLLei 3Ty CCbIIKY.

3 O6bwue TpeboBaHUA K CO34aHNI0 LOKYMEHTOB

3.1 [OoKyMeHTbl MOryT CO34aBaTbCA Ha Oyma)KHOM HoOcuTene M B 3NeKTpoHHOW dopme ¢
cobntoaeHMEM YCTAaHOBIEHHBIX NPaBUA 0GOPMNEHNA AOKYMEHTOB.

3.2 MNpu co3paHMM SOKYMEHTa Ha ABYyX M 6osiee CTpaHMLUax BTOPYIO M Mocnegytowme CTpaHuLbl
HYMepYHoT.

Homepa cTpaHUL, NpoOCTaBAAOTCA NocepeauHe BEPXHEro Nosas AOKYMEeHTa Ha pPacCTOAHUM He
MeHee 10 MM OT BEpPXHEro Kpas /nCTa.

JonyckaeTca co3gaHWe [OKYMEHTOB Ha JMUEBOM WM 0OBOPOTHOM CTOpOHax JucTa. [Mpu
OBYCTOPOHHEM CO3/aHUM AOKYMEHTOB LUMPUHA NIEBOTO MOJAA HA NULEBOIN CTOPOHE ANCTa U NPaBoro
nosiA Ha 060POTHOM CTOPOHE /INCTA AOJIXKHbI ObITb PaBHbI.

3.3 MpegnoyTUTeNbHbIMU FAPHUTYPAMM U pasMepamu WPUPTOB A8 PEKBUIUTOB AOKYMEHTA
ABNAOTCA:

Times New Roman N 13, 14;

Arial N 12, 13;

Verdana N 12, 13;

Calibri N 14 n npubanKeHHble K HUM.

Mpwu cocTaBneHnmn TabaunL, ONYCKAeTCs UCMOb30BaHNE WPUGDTOB MEHBLUNX PAa3MEPOB.

3.4 A63auHbIN OTCTYN TEKCTA AOKYMeHTa - 1,25 cm.

3aro/IoBKM pa3gesioB M NOAPA3AeNoB nevyaTatoTca ¢ ab3auHbIM OTCTYNOM MW LEHTPUPYIOTCS NOo
LWIMpPUHE TEKCTa.



MHOrocTpoUYHble PEKBU3UTLI NeYaTaloTca Yepe3 OAMH MEKCTPOYHbIN MHTEPBaa, COCTaBHbIE YacTn
PEKBU3UTOB OTAENAOTCA AONOJHUTE/IbHBIM MHTEPBA/IOM.

TeKcT 4oKymeHTa neyataeTtca Yepes 1 - 1,5 meXKCTpOYHbIX MHTEepBana.

Ecnn fOKYMEHT roToBUTCA ANA U3[aHMA C yMeHbleHMeM MaclwTaba, TEKCT NneyaTaeTca yepes ABa
WHTepBana.

NHTepBan mexay bykBamu B c10Bax - O6bIYHbIMN.

NHTepBan mexay cnoBamu - oguH npoben.

3.5 TeKCT AOKYMEHTA BblPaBHMBAETCA MO WMPKHE IMCTa (Mo rpaHMLamM JIeBOr0 U NPaBoro noneu
OOKYMEHTa).

JnvHa camon A/IMHHOM CTPOKW PEKBM3UTA NPU YITIOBOM PACMOIOKEHMUM PEKBU3UTOB He Bonee 7,5
CM.

OnvHa camoil OAMHHOW CTPOKM PEKBU3UTA MPU MNPOLOAbHOM PACMOSIOKEHUU PEKBUIUTOB He
6onee 12 cm.

3.6 HopmaTMBHbIMW NPABOBLIMW aKTaMM OpraHM3aLMM MOXKET ObITb NPeAyCMOTPEHO BblaeseHune
peksu3nToB "agpecat", "3arosioBoK K TekcTy" uam "noanuck”, a Takke otaenbHbIX GParmeHTOB TEKCTa
NONYXUPHBIM LIPUPTOM.

3.7 HopmaTtuBHbIe NpaBOBble aKTbl OPraHU3aUnK, a TaKKe UHble MHOFOCTPaHWYHble LOKYMEHTbI
MOTyT 0POPMAATLCA C TUTYbHBIM IMCTOM. TUTYJ/IbHBIA INCT AOKYMEHTA 0PopMIAETCA B COOTBETCTBUM C
NpUNoXKeHnem A.

4 PeKBU3UTbl AOKYMEHTA

Mpn noarotoBke M 0POPMNEHMU OOKYMEHTOB WMCMO/b3YHOT PEKBM3UTLI, ONpeneneHns KoTopbix
npuseegeHbl B TOCT P 7.0.8

01 - repb (FocymapcTBeHHblt repb Poccuiickonn Pepepaummn, repb cybbekta Poccuinckoit
depnepaunn, repb (repanbamyecknin 3HaK) MyHULMNANbHOIO 06pa3oBaHus);

02 - ambnema;

03 - ToBapHbIi 3HAK (3HaK 06CNYKMBaAHMA);

04 - kog, dopMbl LLOKYMEHTa;

05 - HaumeHoBaHWe opraHM3aUmn - aBTopa AOKYMEHTa;

06 - HaMMEHOBAHUE CTPYKTYPHOrO NOAPA3LAENEHMUA - ABTOPA AOKYMEHTQ;

07 - HaumeHOBaHWe AONKHOCTM IMLA - aBTOPA AOKYMEHTa;

08 - cnpaBoYHble AaHHble 06 opraHM3auuuy;

09 - HaumeHoBaHMe BNAA AOKYMEHT];

10 - paTa 4OKYMEeHTa;

11 - perncTpaunoHHbIi HOMepP AOKYMEHT];

12 - ccbl/IKa Ha PErnCcTPALMOHHBIN HOMEpP U AaTy NOCTYNMBLLErO AOKYMEHTa;

13 - mecTo cocTaB/ieHUA (M34aHUA) LOKYMEHT];

14 - rpud orpaHMyeHma gOCTyna K AOKYMEHTY;

15 - agpecar;

16 - rpud yTBEPKAEHUA AOKYMEHT];

17 - 3aronoBOK K TEKCTY;

18 - TeKCT A,OKYMEHTa;

19 - oTmeTKa 0 NPUAOKEHUU;

20 - rpud cornacoBaHMs AOKYMEHTa;

21 - Bu3a;

22 - noanuch;

23 - oTMeTKa 06 3/1eKTPOHHOM Noanucy;

24 - nevartb;

25 - oTmeTKa 06 ucnonHutene;

26 - OTMETKA 0 3aBEPEHUM KOMUU;

27 - OTMETKa O NOCTYNNEeHUN AOKYMEHTA;

28 - pesontoyms;

29 - OTMETKa O KOHTpOne;



30 - oTMEeTKa 0 HanpaB/JeHUM AOKYMEHTA B AENO.
5 OdopmneHne peKBM3UTOB AOKYMEHTOB

5.1 Tep6 (FocymapcTBeHHblt repb Poccuiickon depepaunn, repd cybbekta Poccuiickoi
depepaunn, repb (repanbamMyeckuit 3Hak) MyHUUMMNaAbHOrO 06pasoBaHWsA) BOCNPOM3BOAMUTCA Ha
6/1aHKax JIOKYMEHTOB B cOOTBETCTBUMU C PeaepasnibHbIM KOHCTUTYLIMOHHbIM 3aKOHOM OT 25 aekabps 2000
r. N 2-®K3 "O TlocypapctBeHHom repbe Poccuitckoir depepauymm”, 3aKoHOAATENbHbIMU U UHbBIMU
HOPMAaTUBHbLIMM NPABOBLIMW aKTammM CybbeKToB Poccuiicko degepaunm U HOpMaTUBHbBIMU NPABOBbLIMM
aKTaMK OpraHoB MEeCTHOro cCaMoyrnpaBaeHus.

N306paskeHne repba (FocymapcTBeHHoro, cybbekTa Poccuiickon  ®depepaumn, repba
(repanbgmyeckoro 3Haka) opraHa MeCTHOro CamoynpaBAeHWUs) MOMELLAeTcs No cepeamHe BepXHEero
noss 6naHKa AOKYMEHTA Haj, PEKBU3UTAMM OpraHM3aumnmM - aBTopa AOKYMEHTA, Ha paccToAaHuM 10 mm oT
BEPXHEero Kpas ancTa.

5.2 3mbnema opraHusaumu, paspaboTtaHHaa U yTBep)KAEHHasa B YCTaHOB/IEHHOM MOPSAKE,
pasmellaeTca B COOTBETCTBMM C HOPMATMBHbIMW MPaBOBbIMW aKTaMM Ha OnaHKax: [AOKYMEHTOB
desepanbHbIX OpPraHOB rocyaapcTBEHHOW BNACTU (3@ MCKAKOYEHMEM C/yYaeB, NPeaycMaTpUBaIOLLUX
ncnosnb3oBaHMe nsobpaxkeHus FocyaapcTBeHHoro repba Poccuitickolt ®epepaummn), TeppuUTopUanbHbIX
opraHoB ¢eaepanbHbiX OPraHOB rocyAapCTBEHHOW BAACTWU, FOCYAAPCTBEHHbIX M HErocyaapcTBEHHbIX
opraHusaumin. MU3o6parkeHme ambaembl NOMELLAETCA NO cepeauHe BepxHero nons 61aHKa AOKYMEHTa
HaZ PeKBM3UTaMM OpraHu3aLmMm - aBTOPa AOKYMEHTa, Ha paccTosaHuKM 10 MM OT BePXHEro Kpas /iucTa.

5.3 ToBapHblit 3HaK (3HaK 06CAYXMBaHUA), 3aPErmMCTPUPOBAHHbLIN B  YCTaHOBNEHHOM
3aKOHOAATENbCTBOM NOPAAKE, BOCNPOM3BOAMTCA Ha B/1aHKax opraHusauMii B COOTBETCTBUM C YCTaBOM
(nonoxkeHnem 06 opraHusaumn). M3obpakeHne TOBapPHOro 3HaKa (3Haka obcnyKuBaHMA) nomellaeTca
no cepeguHe BepxHero nons 61aHKa AOKYMEHTa Haj PeKBM3UTAMM OpraHM3aLmMu - aBTopa AOKYMEHTA],
WU CNeBa Ha ypOBHE HaMMEHOBAHWA OpraHM3auuu - aBTOpa AOKYMEHTa (JomnycKaeTca 3axBaTblBaTb
YyacTb /IeBOro nons).

Hapagy c ToBapHbIM 3HaKomM (3Hakom o0b6cCny)KMBaHMA), Ha 6GNaHKax AOKYMEHTOB MOMKET
YKa3blBaTbCA KOMMeEpPYECKoe 0603HaYeHne PUAMYECKOro mua.

5.4 Kop ¢opmbl OOKYMEHTa MNpoCTaBAAETCA Ha YHUPUUMPOBAHHbIX popmax [AOKYMEHTOB B
cooTBeTcTBUM € OB6LLEPOCCUNCKMM KnacCUdMKATOpPOM YynpaB/ieHYecKon aoKymeHTaumm (OKYA) mnu
JIOKaNbHbIM KnaccuPUKaATOpOM, pacnonaraetcs B NpaBoOM BepxXHem yriy paboyero nons AOKYMEHTa,
coctout us cnos "®opma no" (HanmeHosaHue KnaccudukaTopa) n uMdpPoBOro Koaa.

Mpumep - Popma no OKY[ 0211151.

5.5 HaumeHoBaHMe oOpraHM3auum - aBTOpa [AOKYMEeHTa Ha 6/s1aHKe [AOKyMeHTa [OJIKHO
COOTBETCTBOBATb HAMMEHOBAHUIO OPUANYECKOTO JiMUa, 3aKpenaeHHOMYy B €ro y4ypeguTesibHbIX
OOKYyMeHTax (yctaBe wuauM nonoxeHuu). MNoa HaMmeHOBaHMEM OpraHM3auUMKM B CKOBKax yKasbiBaeTcs
COKpallleHHOoEe HanMeHOoBaHWe OpraHn3aLum, eCiM OHO NPeayCMOTPEHO YCTaBOM (NOIOXKEHUEM).

Han HanmeHoOBaHMEM OpraHU3aumMK - aBTopa AOKYMEHTA YKa3blBaeTCA NOJHOEe AW COKpaLLeHHoe
HaMMeHOBaHMe BbILLECTOALLElN opraHn3aumm (Npu ee HaAn4YUK).

5.6 HaumeHoBaHMWe CTPYKTYpHOro nogpasgeneHusa - aBTopa AOKYMeHTa (B TOm ynucne ¢unmnana,
oTaeneHun, NpeacTaBUTeNbCTBA, KOMErnaabHOTO, COBELLLaTeIbHOTO UM MHOTO OpraHa) UCNoAb3yeTca B
6naHKax nucem W 61aHKAX KOHKPETHbIX BWAOB [LOKYMEHTOB COOTBETCTBYHOWMX MOAPa3LeNneHn
(opraHoB) B COOTBETCTBUU C /IOKANIbHbIMM HOPMATUBHbBIMW aKTaMK M YKa3blBaeTCA No4 HaMMeHOBaHWEM
opraHusauum.

5.7 HaumeHoBaHMe JOKHOCTU INLA - aBTOPA AOKYMEHTa UCNo/ib3yeTca B 6aaHKaxX AOJIKHOCTHbIX
ML, M pacnosiaraetca nojg HaMMeHOBaHWEM OpraHuM3auMM UAM HauMeHOBaHMem TeppuTopuu (Kpas,
061acTv, aBTOHOMHOM 061acTu U Ap.), eCAN AOKYMEHT U34aeT PyKoBoAMTeNb OpraHa BAacTu cybbekTa
Poccuitckoit denepaumm, MmyHUMUMNanbHOro obpasoBaHMa. HavMmeHoBaHMe AOMKHOCTU NNLA - aBTopa
[OKYMeHTa YKa3blBaeTcA B COOTBETCTBUM C HAaMMEHOBAHWEM, NMPUBEAEHHbIM B pPacnopaaMTe/IbHOM
OOKYMEHTE 0 HazHaYeHUM Ha AOJIKHOCTb.

5.8 CnpaBoyHble gaHHble 06 OpraHM3aLMK YKasbiBatoTca B 61aHKax MUCEM U BKAKOYAOT: NOYTOBbIM
agpec opraHusaummn (AONONHUTENBHO MOXKET YKa3blBaTbCA afipeC MecTa HaxOXAEHWUS HPUANYECKOro



NNLUA, ecin OH He coBMaZlaeT C MOoYTOBbIM aapecom); Homep TenedoHa, dakca, afipec 3NEeKTPOHHOM
noyYTbl, CETEBON aapec.

B cocTaB cnpaBoYHbIX AaHHbIX, 33 UCKIOYEHUEM B/1aHKOB AOKYMEHTOB OPraHoB rocy4apCcTBEHHOM
B/1aCTW, OPraHOB MECTHOrO CaMOYrMpaB/iEHMA, BK/OYAIOTCA: KOA opraHu3auuu no Obuepoccumnckomy
KnaccuduraTopy npegnpuatmii u opraHunsaumin (OKMO), 0CHOBHOM rocy4apCTBEHHbIM PErMCTPALMOHHbIN
Homep opraHmsauun (OMPH) U uAaeHTUPUKALMOHHBLIN HOMep Hasoronaatesblimka/Kom MPUUYNHBI
NOCTaHOBKM Ha Hanorosbli yyeT (MHH/KMNN).

5.9 HammeHoBaHWe BMAA [AOKYMEHTa YKasblBaeTCA Ha BCEX AOKYMEHTAX, 33 WCK/IOYEHUEM
AenoBbix (cny»KebHbix) NMcem, pacnonaraeTca noj PeKBU3NTAMM aBTopa AOKYMeHTa (HaMmeHOBaHMEM
OpraH13aumMn, HauMeHOBaHWEM CTPYKTYPHOro NoApasaeneHns, HAaMMeHOBaHMEM [0/KHOCTH) (cm. puc.
B6).

5.10 [aTa AOKyMeHTa COOTBETCTBYET gaTte noanucaHua (yTBepXKAeHuA) OAOKYMeHTa uau gate
cobbITHA, 3adMKCUMPOBAHHOIO B AOKYMeHTe. [IOKYMEHTbI, U3[aHHble ABYMA UK Bonee opraHM3aunsamuy,
OOMKHbI UMEeTb OAHY (eguHyto) aaty.

[aTta AoKymeHTa 3anucbiBaeTca B NOCAeA0BaTeNbHOCTU: AeHb Mecala, Mecal, rog OAHUM U3 ABYX
cnocobos:

apabckmmn undpamm, pasgeneHHbimm Toukoi: 05.06.2016;

CNnoBecHo-UMdppoBbIM cnocobom, Hanpumep: 5 ntoHsa 2016 r.

5.11 PerncrtpauMoHHbIA HOMeP AOKYMEHTa - LMdpPOoBOIM UAK BYKBEHHO-UUPPOBON NaEHTUPUKATOP
OOKYMEHTa, COCTOALLMN U3 NOPSAAKOBOro HOMEpPa A0KYMEHTA, KOTOPbIN, N0 YCMOTPEHUIO OpraHM3auuuy,
MOXKeT [0oMosHATbCA UMPPOBbIMM UAUM  BYKBEHHbIMW KoAamu (MHAEKCaMW) B COOTBETCTBUM C
NCNoib3yeMbiMM Knaccudpuratopamm (MHAEKCOM fiena No HOMEeHKIaType Aen, KoAOM KOPPeCnoHAEHTa,
KOAOM [O/IKHOCTHOTO nua u ap.).

Ha [oKymeHTe, COCTaB/IEHHOM COBMECTHO ABYyMA W 6onee opraHuWsauMaMM, MPOCTaBAAOTCA
perncTpaunmoHHble HOMepa AOKYMEHTa, MPUCBOEHHble KaxKAOW W3 opraHusauuii. PerncrpauuoHHble
HOMepa OTAENATCA APYr OT Apyra KOCOW YepTon M NPOCTaBAAOTCA B NOpAAKEe YKasaHWA aBTOPOB B
3aro/IOBOYHOM YaCTU UK Npeambyie JOKYMEHTa.

5.12 CcbiiKa Ha pPerncTpaumMoHHbIM HOMeEp UM JaTy MNoCTyNMBLUEro [OKYMEHTa BK/OYaeT
PEervcTpaunoHHbIA HOMep M 4aTy BXOAALLErO MHULMATUBHOIO AOKYMEHTA, Ha KOTOPbIM AaeTcA OTBET.

5.13 MecTo coctaBneHus (M3gaHuA) AOKYMEHTa YKasbiBAaeTCA BO BCEX [OOKYMEHTaX, Kpome
OEeNOoBbIX (CNysKebHbIX) MMCEeM, a TaKKe OOKNaAHbIX, CAYXKebHbIX 3anucoK U APYIrUX BHYTPEHHUX
MHGOPMALMOHHO-CNPABOYHbIX AOKYMEHTOB.

MecTo cocTaB/ieHUs (M34aHMA) AOKYMEHTa He YKa3biBAaeTcA B TOM C/ly4ae, eC/iM B HaMMEHOBaHMUM
OopraHvM3aumMyM MPUCYTCTBYET YKasaHWe Ha MecTo ee HaxoxaeHuAa. Mecto coctaBneHus (M3gaHmn)
[OOKYMEHTa YKa3blBaeTCA B COOTBETCTBUM C MPUHATLIM aAMUHUCTPATUBHO-TEPPUTOPUA/IbHBIM AE/EHUEM.

5.14 Tpnd orpaHMyeHns AOCTyNa K AOKYMEHTY NPOCTaBAAETCA B MPaBOM BEPXHEM Yray NepBOro
JIMCTa AOKYMeHTa (NpoeKkTa [OKYMEeHTa, COMpOBOAWUTE/NbHOrO MWCbMA K JOKYMEHTY) Ha rpaHuue
BEPXHEro noss npu HaanM4uu B OKYMeHTe MHOPMaL MM, AOCTYN K KOTOPOWN OrpaHUYeH B COOTBETCTBUM
C 3aKoHoAaTenbcTBOM Poccuickoit deaepaumm.

Buabl Mcnonb3yemblx B opraHuMsaumm rpudoB OrpaHUMYEHUa AOCTyNna AOJIKHbI COOTBETCTBOBATb
3aKOHOAATE/IbHbIM M MHBbIM HOPMATUBHbLIM NPABOBLIM aKTam Poccuiickon deaepaumm U AONKHbBI BbITb
3aKpensieHbl B /IOKA/IbHbIX HOPMATUBHbIX aKkTax. B cocTaB rpuda orpaHuyeHMa A0CTyna K OOKYMEHTY
BXOAMUT orpaHuumtenbHas Hagnucb ("OAna cnykebHoro nonb3osBaHua", "KoHduaeHumanbHo",
"Kommepueckasa TalHa" uan a4p.), KOTopasa MOMKEeT AO0MNOJHATLCA HOMEPOM 3K3eMniApa AOKYMEeHTa U
OPpYyrMmu cBeAeHMAMM B COOTBETCTBMM C 3aKOHOAaTeNbCcTBOM Poccuiickoi ®eaepauymm.

[Ipumep - Kommepueckas TaMHa.
9x3. N 2

5.15 Appecat ucrnonb3yetcs npu opopmMmIeHUU [eNnoBbiX (CNyKebHbIX) MnMcem, BHYTPEHHMX
NHPOPMALMOHHO-CNPABOYHbIX AOKYMEHTOB (A0KAaAHbIX, CYKeBHbIX 3aMMCOK 1 Ap.).

AppecaTom LOKYMEHTA MOMKET ObiTb OpraHM3aums, CTPYKTYpHOE MojpasgefieHMe opraHu3auumy,
AONKHOCTHOE UAK pU3MYeckoe anuo.



PekBu3uT "agpecaT" npoctaBnsieTca B BEpXHElM NpaBoi YacTu AOKyMeHTa (Ha 6naHKe ¢ yrnoBbim
pacno/ioXeHNeM PEKBU3UTOB) UM CNPaBa NOA PEKBU3UTAMM BaaHKa (Mpy NPOLOBHOM PACNONOKEHUN
pexkBun3nTOB 6naHKa). CTPOKM pekBu3nTa "aapecat” BbipaBHMUBAKOTCA NO JIEBOMY KpPako UK LIEHTPYLOTCA
OTHOCUTE/IbHO CaMO AJIMHHOW CTPOKMU.

Mpyn aapecoBaHWW [OKYMEHTA PYKOBOAMTENID (3aMeCTUTeNto pPYKOBOAMTENA) OpraHu3auumm
YyKa3blBalOTCA B AaTe/NbHOM MajeXe HauMMeHOBaHMe [O/IKHOCTM pyKoBoguTens (3amectutens
pyKoBOAMTENA), BK/OYalOLee HAaMMEeHOBaHMEe OpraHu3aumm, u Gbamunauns, MHULMANbI OOJIKHOCTHOIO
nvua.

[Ipumep -
Pyxkopomurenwn demepasibHOTO
APXMBHOT'O areHTCTBA
damvmmmnma 1.O.

MNpn appecoBaHUM nNUCbMa B OpPraHU3aUUIO YKasblBaeTcA ee [MOoJHOe WM COKpalleHHoe
HanMeHOBaHWe B UMEHUTENbHOM Najexe.

Mpumepsl

1 depepanbHOE apXMBHOE AareHTCTBO

2 Pocapxus

MNpn agpecoBaHMM [OKYMEHTa B CTPYKTYpHOe mnoApasgefieHne opraHuMsauuMm B pekBusuTe
"appecat” yKasblBaeTCcA B UMEHUTE/IbHOM MafeXKe HaMMEHOBaHWE OPraHM3aLMn, HUXKE - HAMMEHOBAHWe
CTPYKTYpPHOro noapasgeneHus.

[lpumep -
demepanibHOE apxXMUBHOE
aTeHTCTBO

OTmesl TrOCyHapCTBEHHOM
CJIyx0Obl, KaIpoOB U Harpaxn

Mpn agpecoBaHMM MUCbMa PYKOBOOMTENIO CTPYKTYPHOro nogpasgeneHna yKasblBaeTca B
MMEHUTENIbHOM NajgexXe HamMeHOBaHue opraHumsauunn, HMxe - B gateZibHOM nagexe HanmeHoBaHue
AO/KHOCTU PYKOBOAUTENA, BKAKOYaOWEee HaMMeHOBaHWME CTPYKTYPHOro noapasageneHuA, d)aMM}'IVIPO,
MHUUmManbl.

[Ipumep -
AO "IIlpodmmap"

PyxkopommuTeso DOTOBOPHO—
IpaBOBOTO OTIeJa
damvmmmma 1.O.
n n

Mepes damunnein [OMKHOCTHOTO NMUA  AOMyCKaeTcA  ynoTpebnAaTb CoKpalleHue "r-Hy

(rocnoamnny), ecnu agpecaT myxKumHa, nnan "r-ke" (rocnoke), ecnv agpecaT KeHLMHa.

Mpumepbl

1 r-Hy ®amumnna N.0.

2 r-xe ®amumama N.0.

Mpwu paccblike AOKYMEHTA rpynne opraHM3aumii 04HOro TUMa WK B CTPYKTYPHbIE NoApa3ae/ieHuns
OZHOM OpraHu3aL MK, agpecaT yKasbiBaeTcsa 0606 eHHo.

[TprMepPBL
1 PyxoBOOMUTEJNSAM OOYEPHUX
obmecTtr AO "llpodunp"
2 PyKOBOIMTEJIAM yIpaBJIeHUN
Pocapxmuea



Mpu paccblike AOKYMEHTa He BCeM OPraHM3auusaM WMAM CTPYKTYPHbIM MoApasgefieHUAM nog
peksusntTom "ApgpecaT" B ckobKax yKasbiBaeTcs: "(no cnucky)".

[Ipumep -

PyKOBOOMTEJAM HOOYEPHUX

obmecTts A0 "Illpodpmp"
(mo cnmcky)

B ogHOM gOKyMeHTe He A0/1KHO 6bITb 6osiee YeTbipex agpecaToB. Cnoso "Konusa" nepen BTopbim,
TPETbUM, YeTBEPTLIM afpecaTaMu He yKasbiBaeTcA. Mpyu 6onbluem KoMYecTBe afpecaToB COCTaBAAETCA
CMMCOK (IUCT, yKasaTesb) PacCbiIKM AOKYMEHTA, HA KaxKAOM OKYMEHTE YKa3biBaeTcA OAMH agpecaT Um
agpecaT opopmnsaeTca 0606 eHHo.

B coctaB pekBu3MTa "AgpecaT’ MOXKET BXOAWUTb NOYTOBLIM afpec. dNeMeHTbl MOYTOBOro aapeca
yKa3blBalOTCA B NOC/AeA0BaTE/IbHOCTW, YCTAHOBAEHHON [MpaBuAamM OKasaHMA yCAyr NMo4vTOBOW CBA3M,
YTBEPXKAEHHbIMU MPMKa3om MUHUCTEPCTBA CBA3M M MaCCOBbIX KOMMYHMKauuii Poccuiickoit ®eaepaumm
oT 31 uiona 2014 r. N 234.

[Ipumep -

BCcepoCCUMCKUM Hay4dHO—
UCCJIeNOoBaTEJNILCKUM UHCTUTYT
OOKYMEHTOBEINEHUS U apxXMBHOT'O Iejia
lIpodcow3zHasa yu., n. 82,
Mockea, 117393

MouTOBbLIM agpec MOMKET He YKasbiBaTbCA B [AOKYMEHTax, HanpaBAseMblX B BbiCLUME OpraHbl
BNACTW, BblWECTOALWME  OpraHusaumu, noaBefOMCTBEHHbIe  OpraHu3auuMM UM MOCTOAHHbLIM
KoppecnoHAeHTam (3a MCKAIOYEHMEeM HamnpaBAeHWA MUcem YKasaHHbIM ajpecaTam B KOHBepTax C
NPO3pPayYHbIMN OKHaMK).

Mpu agpecoBaHUM OOKYMEHTa GU3NYECKOMY /IMLLY YKa3biBalOTCA: GamMUANA MHULMADI, NOYTOBbIN
aapec.

Mpumep -

®amunma U.0.

CapoBasayn., 4.5, ks. 12,

r. lo6epupbl, MockoBcKas 06.., 301264

Mpy oTnpaBKe NUCbMa MO 31EKTPOHHOKN NoyTe UAM No GakCMMUAbHON cBA3K (6€3 AOCLINKK Mo
noyTe) NOYTOBbIN agpec He yKasbiBaeTcA. Mpu HEOBXOAMMOCTN MOXKET BbITb YKa3aH 3/1€KTPOHHbIN afpec
(Homep TenedoHa/dakca).

[Ipumep -

BcepocCcuMCKUM Hay4dHO—
MCCJIeNOBaTEeNIbCKUM UHCTUTYT
OOKYMEHTOBENEHMS M apxXMBHOTO IeJja
mail@vniidad.ru

5.16 Mpud yTBEPKAEHMA NPOCTABAAETCA Ha AOKYMEHTE B C/ly4ae ero yTBepKAeHUs AO0IKHOCTHbIM
JIMLLOM, pacnopaauTeNbHbIM AOKYMEHTOM (NOCTaHOB/IEHUEM, peLleHnem, MPUKa30oM, pacnopsKeHnem)
WUNIN pelleHnemM KONNermanbHoro opraHa.

pud yTBEPXKAEHMA pPa3MeLLAeTCA B MPaBOM BEPXHEM YI/y MepBOro AMCTa AOKYMeHTa. CTPOKM
PEeKBM3MTA BbIPaBHMBAIOTCA NO IEBOMY KPato AN LEHTPYIOTCA OTHOCUTEIbHO CaMOoi A/IMHHOWM CTPOKM.

Mpu yTBEPKAEHUM AOOKYMEHTA AO0MKHOCTHbIM ANLUOM Tpud yTBEPXKAEHMA COCTOMT M3 CNOBaA
YTBEPXOAK, HaMeHOBaHMA OO/IKHOCTM INLLA, YTBEPHKOAOLWErO AOKYMEHT, ero noAnnucu, UHULLMANOB.,
damunnm n gatol yTBEPKAEHMUA.

[lpumep -
YTBEPXIAI
Pyxkoromurene demepa’sibHOTO
APXMBHOTO areHTCTBAa



lMognmce M.O0. dammnmsa
IDaTa

Mpu yTBEPKAEHUM AOKYMEHTA PACNOPAAUTENBbHBIM AOKYMEHTOM rpUd YyTBEPKAEHUA COCTOUT U3
cnosa YTBEPXAEH (YTBEPXAEHA, YTBEPXAEHbl wnn YTBEPXAEHO), cornacoBaHHOro ¢
HAaMMeHOBaHMEM BMAA YTBEPKAAEMOIO AOKYMEHTA, HAMMEHOBAHMA PaCcNopPAANUTENbHOTO AOKYMEHTa B
TBOPUTE/IbHOM NAAEXKe, ero AaTbl, HOMepa.

[IpuMeper -

1 (PerjaMeHT) YTBEPXIEH
npuxkasoMm AO "Ilpodwumap"
or 5 ampensa 2015 r. N 82

2 (IIpaBuia) YTBEPXIEHH
npmukasoM AO "Ipopwuip"
or 6 ampensg 2015 . N 83

Mpu yTBEPXAEHUM AOKYMEHTa KOJNernasnbHbiM OpraHoM, PeLIeHUA KOTOPOoro uKCupyoTca B
NpoTOKoNe, B rpude YTBEPKAEHMA YKa3blBaeTCa HaMMEHOBaHWE OpraHa, pelweHMem KOoToporo
YTBEPKAEH [IOKYMEHT, AaTa U HOMep NPOTOKOoNa (B CKobKax).

[Ipumep -
(IToJymoxeHMe )
YTBEPXIOEHO
CosetroM nupexTopoB AO "Illpodwuip"
(mpoTokos oT 12.12.2015 N 12)

5.17 3aro/fioBOK K TEKCTY - KpaTKoe coAep’KaHne AOKYMeHTa. 3aro/IoBOK K TEKCTY popmynpyerca
c npeanorom "0" ("06") n oTBeyaeT Ha Bonpoc "o uem?"):

- NpWKas (0 Yem?) 0 co34aHMM aTTECTALMOHHOW KOMUCCUY;

- NpuKas (0 4em?) 06 yTBEepPKAEHWUM LUTAaTHOFO pPacnuUcaHus;

- NCbMO (0 Yem?) 0 NpeasoCTaBAEHUM MHPOPMALMN.

3aronoBoK K TeKcTy odopmMaseTca nog peksmautammn 6aaHKa cieea, OT rpaHUUbl IeBOro Noas. B
yKa3ax, NOCTaHOB/JEHUAX, PeLIeHMUAX, NPUKasax, U34aBaeMblX OpraHamu BacTW, 3aro/IOBOK K TEKCTy
MOXeT 0dOopMAATLCA Hag TEKCTOM nocepeguHe paboyero nons AOKYMEHTA M LeHTpupyeTca
OTHOCUTENIbHO CaMOM AJIMHHOM CTPOKM.

3aro/IoBOK K TEKCTY MOMKET He COCTaBAATLCA, €C/IN TEKCT AOKYMEHTa He NpeBblluaeT 4 - 5 CTPOK.

5.18 TeKCT AOKYMeHTa COCTaBAAETCA Ha rocyaapcTBEHHOM f3blke Poccuiickon depepaunn mam
rocyaapcTBeHHOM n3blke (A3blkax) pecnybamk B cocTaBe Poccuiickoit ®eaepauumn B COOTBETCTBUM C
3aKoHoAaTenbCcTBOM pecnybsmk B cocTaBe Poccuitckoin Pepepaumu.

B TeKCTe AOKYMEHTa, NOArOTOB/EHHOM Ha OCHOBAHWM 3aKOHOAATENbHbIX UM UHBIX HOPMATUBHbIX
NPaBOBbIX AaKTOB, PaHee U3AaHHbIX PACNOPAAUTENbHbIX LOKYMEHTOB, YKa3bIBAOTCA UX PEKBUSUTLI:

- HaMMeHOBaHWe JOKYMEHTa, HAMMEHOBaHWE OpraHM3aL MM - aBTOpa AOKYMEHTa, AaTa AOKYMEHT],
PEerncTpaunoHHbIN HOMeP AOKYMEHTA, 3ar0/I0BOK K TEKCTY UM HAaMMEHOBaHWe BUAA SOKYMEHT];

- HaMMEHOBaHWe OpraHuM3aLMuM WAW LO/KHOCTHOTO /AnUQa, YTBEPAMBLUEro [AOKYMEHT, AaTy
YTBEPKAEHMA AOKYMEHTA.

TeKcT AOKYMEHTa MOXKET COAEP)KaTb pasgenbl, NoApasaesbl, NyHKTbl, MOANYHKTbl, HYyMepyemMble
apabckumu updpamu. YposHei pybpurKaumm TeKCTa He A0/KHO bbiTh 6oee yeTbipex.

B npuKasax TEKCT n3naraeTca oT NepBOro /iMLa eANHCTBEHHOro uncna ("npukassisato”).

B LOKYMEHTax KO/NEerManbHbIX M COBELLATe/IbHbIX OPraHOB TEKCT W3/1araeTcs OT TPeTbero /nua
eaMHCTBEHHOro ymcna ("konnerus... noctaHosnseT", "cobpanue... pewmno").

TeKCT NpPOTOKONa MW3MaraeTca OT TPETbero /vua MHoXKecTBeHHoro uwucna (“"caywanu",
"BbicTynuaun", "noctaHosunn", "pewnnn").

B AOKyMeHTax, yCTaHaBAMBAOWMX MpaBa WM 0OA3aHHOCTM OpraHM3auMii, MX CTPYKTYPHbIX
noApasfeneHnin (NoNoXKeHNe, MHCTPYKLUMA), a TaKKe CoAeprKallmx onncaHmue cuTyaumin, aHanms GpakTos
WAK BblBOAbI (aKT, CNpaBKa), MCNob3yeTca GopmMa M3N0MKEHNA TEKCTa OT TPETbero Mua eaUHCTBEHHOMO



WAU MHOMKeCTBeHHoro umucna ("otaen ocyuwecrensetr ¢yHKumu...", "B cocTaB ynpasneHua sxogsr...",
"Komucecma nposena NpoBepky...").

B COBMeCTHbIX [OKYMEHTax TEKCT W3naraeTcd OT MepPBOr0 /iMLUA MHOMKECTBEHHOTO 4ucna
("npukasbiBaem", "pewmnn").

B aenosbix (cnyxebHbIX) MMCbMax UCNONb3yoTcA GOPMbI U3TOXKEHUA:

- OT NepBOro /MUa MHOMecCTBeHHoro uucna ('npocum HanpaeuTb...", "npepcrasnsem Ha

paccmoTtpeHue...");

- OT TPETLEro /IMLA eANHCTBEHHOIO Yncna ("MMHUCTEPCTBO He Bo3paxKaerT...", "obuiecTBo cumTaeT
BO3MOMHbIM...");
- OT nepBoro AuvuUa eauHcTBeHHoro uwucna ("cuutaro Heobxoaumbim...", "npeanarato

paccmoTpeTsb..."), ecnm nMcbmo obopPMNEHO Ha AO0NKHOCTHOM BaHKe.

B TekcTax OOKYMEHTOB ynoTpebnatoTca To/IbKO obuienpuHAaTble abbpesmnaTtypbl U rpaduyeckme
COKpaLLEeHMA.

Mpwu ynotpebaeHnm B TeKcTe GamMUANIA UL, MHULMANAbI YKa3biBatoTCA nocsie damunmu.

B nenosbIx (cnyxebHbIX) MTMCbMax MOFYT UCNO/b30BaATLCA:

- BCTyNuTeNbHOE obpalleHue:

YBaxkaembili rocnoguH Mpeaceaatenb!

YBarkaemblit rocnoguH lNybepHatop!

YBaxkaemblii rocnogmH Mpoxopos!

YBaykaemas rocnor<ka 3axaposa!

YBaxaemblii Hukonaw MNetposuny!

YBaxaemasn Onbra HukonaesHa!

YBarkaemble rocnogal

B obpaweHnn no A[OMKHOCTM HAaMMeHOBaHME [AO/IKHOCTM MULWETCA C MPONUCHOW OyKBbl, B
obpalLeHmn no GpamuanMm MHULMAAbI TNLA HE YKa3blBaloTCA.

- 3aKN0YNTEIbHAA 3TUKETHaA dppasa:

C yBaxkeHuem, ...

5.19 OTMeTKa O MPUIONKEHUMU COLEPKUT CBEAEHUA O AOKYMEHTe (LOKYMeHTax), npuiaraemom K
OCHOBHOMY AOKYMEHTYy (B COMpPOBOAMTE/NbHbIX NMWUCbMax, MPETEeH3UAX, aKTaX, CnpaBKax W Apyrux
MHPOPMALMOHHO-CNPABOYHbIX AOKYMEHTax) UAM O TOM, YTO AOKYMEHT SABAAETCA MPU/IONKEHUEM K
OCHOBHOMY [OOKYMEHTY (B [OOKYMEHTaX - TMPU/IONKEHUAX K pPacrnopaamuTeNibHbIM  AOKYMEHTaM,
NOMIOXKEHUAM, NPaBUIAM, MHCTPYKUMAM, OrOBOPAM, N1aHaM, OTYETAM U AP. LOKYMEHTaM).

B conpoBoguTenbHbIX NMMCbMax M Apyrnx MHPOPMaLMOHHO-CNPABOYHbIX AOKYMEHTaX OTMETKa O
NpUAOKEHUN 0POPMAAETCA NOA TEKCTOM OT rPaHULbl IEBOFO NOAA CaeayowmMm obpasom:

- €C/IM NPUNOXKEHNE Ha3BaHO B TEKCTE:

MpunoxkeHue: Ha 2 n. B 1 3K3.

- eC/IN NPUIOXKEHME He Ha3BaHO B TEKCTE WAM €CNM NPUIOXKEHWN HECKO/IbKO, YKasblBatoT
Ha3BaHWA LOKYMEHTOB-NPUNIOKEHNIN, KONYECTBO JIMCTOB U 3K3EMMNIAPOB KAXKAO0MO NPUIOKEHMUA:

IpunoxeHme: 1. IloJoxeHMe 00 VYHOpPaBJIEHMM PEIMOHAJIBHOTO KPEeOMTOBaHMS Ha
5 1. B 1 3k3.
2. CnpaBka O KaZpOBOM COCTaee YHNpPaBJIEHUS PETMOHAJILHOTO
KpeIuTOBaHUsA Ha 2 J. B 1 B3K3.

- €C/IN NPUNOXKEHUE (MPUNOKEHUS) COPOLLOPOBAHDI:

MpunoxkeHue:

otyeTt 0 HUP B 2 3K3.

- €CNM  OOKYMEHT, ABNAOWMNACA MPUNOKEHUEM, WUMEET MPUNONKEHUA C CaMOCTOATE/IbHOWM
HyMmepaLmeln CTpaHUL;:

Mpunoxexue:

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

- ecAu npunoxeHnem sensetca 060cob/1eHHbIN 3NEKTPOHHbIA HOCUTENb (KOMNAKT-AMUCK, usb-
dnew-Hakonutenb 1 gp.):

MpunorkeHue:



CD B 13kKs.

Mpn 3TomM Ha BKAagblwe (KOHBepPTE), B KOTOPbIM MNOMeELLAeTcA HOCUTENb, YKasblBatoTcA
HAaMMeEHOBaHMA AOKYMEHTOB, 3aNMCaHHbIX HA HOCUTENb, UMeHa $ainos.

B pacnopaguTenbHbIXx AOKYMeHTax (MOCTAHOBAEHUAX, PeLeHMUAX, MPUKasaX, PaClopAKEHUAX),
[0roBopax, MOJIOXKEHUAX, NpaBuNax, WUHCTPYKUMAX WU OPYrMX AOKYMEHTax OTMeTKa O MPU/IONKEHUU
odopmnseTca cnegyowmm obpasom:

- B TEKCTE JOKYMEHTa NpW NEPBOM YNOMUHAHUN JOKYMEHTA-NPUNOXKEHMA B CKOOKax yKa3blBaeTca:
... (Nnpunoxenune) naun ... (NnpunoxeHue 1); nepes, HOMEPOM MPUIOKEHUA AOMNYCKAETCA CTaBWUTb 3HAK
Homepa: ... (npunoxkeHue N 2);

- Ha NepPBOM JIUCTE JOKYMEHTa-NPUNOKEHNA B MPABOM BEPXHEM YTy YKa3blBaeTCA:

MpunnoxkeHne N 2
K npukasy AO "Mpoounb"
o1 15.08.2015 N 112.

CTPOKM peKBM3UTa BbIPAaBHMBAIOTCA MO JIEBOMY KPakt WM LEHTPUPYIOTCA OTHOCUTENIbHO CamoW
O/MHHOM CTPOKMU.

Ecan npunoxkeHnem K pacnopagmntesibHOMY AOKYMEHTY ABAAETCA HOPMATMBHbLIA MPaBOBOM aKT
WA MHOW [AOKYMEHT, YTBEPXKLAeMbl AaHHbIM pacnopAguTeNnbHbIM AOKYMEHTOM, Ha MepBOM UCTE
NPUIOXKEHNA NPOCTABAAETCA OTMETKA O NPUIONKEHUMN (6€3 CCbIIKM HA PacnopAANTENbHbBIA AOKYMEHT) U
rpud yTBEpPXKAEHMA, B KOTOPOM YKasblBAlOTCA AaHHble PacnopaauTenbHOro AOKYMEHTa, KOTOpbiM
YTBEPKAEH LOKYMEHT-MPUIONKEHME.

Mpumep -

MpunoxkeHue 1

YTBEPHKAEHO

npukasom AO "Mpodunb"

o7 18.05.2015 N 67

5.20 Mpnd cornacoBaHuA AOKYMEHTa MPOCTAB/AETCA Ha AOKYMEHTAX, COr/lacoOBaHHbIX OpraHamm
B/1IACTW, OPraHU3auMAaAMM, LAOSKHOCTHbIMM nnuamu. Fpud cornacoBaHmMa B 3aBMCMMOCTM OT BMAA
OOKyMeHTa n ocobeHHoCTeln ero opopMIeHUA MOXKET NPOCTABAATLCA:

- Ha MepBOM /INCTE AOKYMEHTA (€CN JOKYMEHT UMEET TUTY/IbHbIN JIUCT, - Ha TUTYIbHOM JIUCTE) B
JIEBOM BEPXHEM YI/ly Ha ypoBHe rpuda yTBepKAEHUS UAWU Noj HAaMMEHOBAHWEM LOKYMeHTa 6umxKe K
HUXHEeMY Noso);

- Ha Noc/iieHeM /INCTE AOKYMEHTA NOJ TEKCTOM;

- Ha JINCTe COrNacoBaHuA, ABAAIOLLEMCA HEOTbEMIEMOI YaCTbO LOKYMEHTA.

pud cornacosaHma coctomT ns cnosa COMJTACOBAHO, Ao0nXKHOCTM NunL, KOTOPbIM COr/1lacoBaH
OOKYMEHT (BKAKOYAaA HaMMeEHOBAHWE OpraHusaumu), ero cobCTBEHHOPYYHOM MOAMWUCHM, WMHWULMANOB,
dammanm, gatbl cornacoBaHms.

Mpumep -

COINTACOBAHO

Owvpektop BHUMOAL

(nognuce) N.0. damunus

[ata

Echn cornacoBaHWe OCyWeCTBAAETCA KOANErnanbHbIM OpPraHom, B rpude cornacoBaHuA
YKa3blBalOT cBeAeHNA 06 opraHe, COrnacoBaBlIEM AOKYMEHT, AaTe U HOMepe MPOTOKO/a, B KOTOPOM
3aPUKCMpPOBAHO pelleHre O cornacoBaHuu. Ecam cornacoBaHue OCyLLEeCTBAAETCA NMUCbMOM, YKa3blBalOT
BMA, JOKYMEHTA, OpraHM3aumio - aBTopa AOKYMEHTa, AaTy M HOMep N1cbMma.

Mpumepsl

1 COrNACOBAHO

CoBeTom ANpPEKTOPOB

AO "Mpodunb"

(npoTtokon ot N_)

2 COMNACOBAHO

nucbmom Pocapxusa

oT N



5.21 Bu3a cBuMAaeTenbCTByeT O COrMacMM WM HEeCornacum AOMKHOCTHOro auua (paboTHMKa) ¢
cofepKaHNeM NpoekTa JOKYMeHTa. Bu3oit odopmnseTca BHyTpeHHee COrfiacoBaHne AOKYMeHTa. Busa
BK/IIOYAET OOJ/IKHOCTb NLA, BUM3UPYHOLLEro AOKYMEHT, Nognuck, pacwmndpoBKy noanucu (MHUUMan.I,
dbammnunio) n gaty BU3NPOBaHUA.

Mpumep -

PykoBoguTenb topnandeckoro otgena

Moanuce N.0. Pamunusa

[ata

Mpy HaAMUYMKM 3ameYaHUi K JOKYMEHTY BU3Yy 0GOPMAAIOT caeayowmm obpasom:

Mpumep -

3ameyaHua npunararoTca.

PykoBoguTenb topnanveckoro otgena

Moanuce N.0. Pamunusa

[ata

B opraHuMsaumax, NPUMEHAIOLMNX CUCTEMbI 3NEKTPOHHOIO AOKYMEHTOOO0pPOTa, COr/facoBaHue
MOXET NPOBOAMTLCA B 31EKTPOHHOMN Ppopme, cornacHo FOCT P UCO 15489-1.

B [AOKymeHTax, NOAJIMHHMKM KOTOPbIX XPAHATCA B OpraHusauuu, BM3bl MNPOCTABAAKT HA
nocaefHem AUCTe AOKYMEHTA Nog NOANMUCbIO, Ha 06opoTe NociesHero ANCTa NOAJMHHUKA AOKYMEHTA
WAW Ha INCTE COrNacoBaHMA (BU3NMPOBAHMA), MPMUNAraeMoOM K AOKYMEHTY.

B ncxomawmx LOKYMEHTax BM3bl MPOCTaBAAIOTCA Ha 9K3eMMNAAPaX AOKYMEHTOB, MOMELLAEMbIX B
aeno.

Mo ycMOTpeHUIO OpraHM3aumMm MOXKET NMPUMEHATHCA NOJIMCTHOE BM3MPOBaHWE AOKYMEHTA U ero
NPUIOXKEHWUNA.

5.22 Mognucb BKAKOYAET: HAMMEHOBAHWE AO/IKHOCTU Auua, MNOAMNMCHLIBAKOLLEro AOKYMEHT, ero
COHCTBEHHOPYYHYHO NOANUCH, PacliMPOBKY NoAnUcKH (MHMLMaNbI, bamununs).

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

Echm  pokymeHT odopmieH He Ha 6OnaHke, B HAMMEHOBAHWE [O/MKHOCTM BK/KOYAETCA
HaMMeHOBaHMe opraHusaumu. [onycKaeTcA UEHTPOBAaTb HAMMEHOBAHME  AO/MKHOCTU  Nua,
noAnucaBLUero 4OKYMEHT, OTHOCUTENbHO CAMOM AJIMHHOM CTPOKM.

[Ipumep -
T'eHepallbHBEY IUPEKTOP
AO "IIpodunp" [loonmce n.0. dammnusa

Mpu obopmaeHnn AoKyMeHTa Ha BaaHKe AOIKHOCTHOrO nLA AO/IKHOCTb 3TOMO AMLA B NOANUCU
He yKa3blBaeTcA.

[lpumep - [lonnmucso n.0. dammnmsa

an noanMCaHnMM AOOKYMeEHTa HECKOJIbKUMU OONKHOCTHbIMU NNUaMU, 3aHUMMAOWMMKU pa3Hoe
nonoxXeHume, nx nognnucm pacnonaararoTca ogHa nong ,D,perVl B NMNocC/1enoBaTe/ibHOCTH, COOTBETCTBYIOLIJ,eﬁ
Mepapxmm3aHmmaemmonnMHomeﬁ.

[Ipumep -
InpexTop MHCTUTYTa [loonmcso n.0. dammnma
T'JlaBHEM OyxTaJTep [oonmce n.0. dammnusa

Mpn noanucaHUM [OKYMEHTA HECKOJbKMMU NNUAMWU  PaBHbIX AO[DKHOCTeﬁ nx noanucu
pacnonarakoTca Ha O4HOM YPOBHeE.

[lpumep -
3amMecTUTeNb IOMpPEeKTopa 0 GOMHAHCOBEM BOIPOCAaM Nomnnmuce N.O0. dammnamsa



3aMecTuTeslb OMPEKTOPa [0 aIMMHMCTPATMBHEM BOmnpocam llomnmce M.O. dammmnmsa

B [OOKyMeHTax, COCTaB/ieHHbIX KOMWUCCMEW, B MOAMUCK YKasblBaeTca CTaTyC /iMua B COCTase
KOMWCCUMU.

[Mpumep -

[lpencenaTesyib KOMUCCUMU [Momonmce n.0. dammnmsa

UJIeHBEl KOMMCCUU [onnmce n.0. dammnmsa
Iloomnmce n.0. dammnusa
Iloomnmce n.0. dammnusa

an noganncaHnn AOOKYMEHTa /1ULOM, UNCNONTHAKWMM obA3aHHOCTH pyrkoBoauTenAa, noanucb
Od)OpMI'IFIETCﬂ C YKa3daHuem CtaTtyca A0/ KHOCTHOIoO inla B COOTBETCTBUU C MPUKA3OM (pacnopﬂmeHmeM).

[Ipumep -

M.o. reHepasibHOTO IupekTopa lloonmcse n.0. dammnmsa
WIIN :

Vcnonuaommuil O0OA3aHHOCTHU

TeHepPaJIbHOTO IOUPEeKTOopa [loonuce n.0. dammnmsa

Mpy noanNucaHUM [OOKYMEHTA /IMUOM, WMMEKLWMM MpPaBo NOANUCK B CAy4ae BPEMEHHOIO
OTCYTCTBMA PYKOBOAWUTENA, UCNPABAEHUA B HAUMEHOBAHME LO/KHOCTU U PacMPpoBKY GaMUIUK YiKe
NoAroTOB/NEHHOrO M COM1IACOBAaHHOIO MPOEKTA AOKYMEHTA BHOCATCA OT PYKM WAM C UCMONAb30BAHUEM
COOTBETCTBYIOLWMX LUTAaMMOB. He [onycKaeTcA CTaBMTb KOCyto 4YepTy, Haanucb "3a" nepep,
HaMMeHOBaHMEeM A0/KHOCTU LA B NOANUCK, eCIU AOKYMEHT NOANUCLIBAET MHOE AOKHOCTHOE NULO.

5.23 OTtmeTKa 06 31eKTPOHHOW NOAMWCUM MCMOAb3YETCA MNPU BM3YaNM3aUMM I/TEKTPOHHOTO
[OKYMEHTa, NOANNCAHHOIO 3/IEKTPOHHOM NOAMNUCHIO, ¢ cobtogeHnem cneayowmx TpeboBaHmin

a) MecTo pasmelleHUs OTMETKM 06 3/1IeKTPOHHOM MOAMMUCKM AONXKHbl COOTBETCTBOBATb MECTy
pa3smelLeHnsa co6CTBEHHOPYYHON NOAMMUCK B @aHANOTMYHOM LOKYMEHTE Ha ByMaXKHOM HOCUTENE;

6) 3/1eMeHTbl OTMETKM 06 31EeKTPOHHOWN NOAMNUCU LOMKHbI BbiTb BUOUMbBIMU U YATAEMbIMU MPU
OTOOpParKeHNN AOKYMEHTa B HAaTypasibHOM Pasmepe;

B) 3/1eMEHTbl OTMETKMN 06 3/1eKTPOHHON MOANUCK He AO0J/IKHbI MePEKPbIBATLCA UAW HaKNaabiBaTbCA
ApYr Ha Apyra;

) 3/1eMeHTbl OTMETKM 06 3NEeKTPOHHON NOANUCK He AO0/IKHbI MepPeKpbiBaTb 3/1EMEHTbl TeKCTa
OOKYMEHTa U Apyrve OTMETKM 06 31eKTPOHHOM noanucK (Npu Haanumum).

OtmeTKa 06 31eKTPOHHOW nNOANMCM B COOTBETCTBMM C 3aKOHOAATeNbCTBOM Poccuitckoit
depepaunn BKAoYaeT ¢pasy "[OKYMeHT nognucaH 3NeKTPOHHOM nognucbto”, Homep cepTUdMKaTa
KAlOYa 3NEKTPOHHOW nognucK, ¢amuamio, MMA, OTYECTBO BNAAENbLA cepTUdMKATa, CPOK AeNcTBMA
cepTMdmKaTa KAoYa 3/EKTPOHHOM nognucn. OTMeTKa 06 3/1eKTPOHHOM MOANMCU MOMKET BK/OYATb
nsobpakeHue repba, smbnembl opraHa BaacTv (opraHM3aummn), TOBapHOro 3HaKa (3HaKa o0bcny»KnsaHus)
OpraHM3aLmn B COOTBETCTBUM C AENCTBYIOLLMM 3aKOHOLATE/IbCTBOM.

Mpumep -
SMmbiie— OOKYMEHT IOHOIIMCAH
Ma SJIEKTPOHHOW IIOOIMUCHI0
HammeHOBaHMe | OpTraHa
IOOJIXHOCTHM |BJIACTU H.H. HukoJsaes

Cepruduxar 1alllaaa000000000011
Branesnen HukoslaeB Hwukosam HukosaeBuu
IemcrBuTesen ¢ 01.12.2012 nmo 01.12.2017

5.24 [leyaTb 3aBepAeT NOA/JAMHHOCTbL MNOAMWUCU AO/KHOCTHOrO /MUA Ha  AOKYMEHTax,
YAOCTOBEPAIOLWMX NPaBa AnL, GUKCHMpyroLmMx GaKTbl, CBA3aHHbIE C GUHAHCOBLIMM CPEACTBAaMU, a TaKKe



Ha WHbIX [IOKYMEHTax, npeaycMmaTpuBalOWMX 3aBEpPeHMe MnoAMMCcM MedyaTbid B COOTBETCTBUM C
3aKoHoaaTenbcTBOM Poccuiickon ®eaepauymu.

JOKyMeHTbl 3aBepAloT MeyaTbio OpraHusaumu. [leyaTb nNPOCTABASAETCA, He 3axBaTblBad
COBCTBEHHOPYYHON MNOAMMCKM NNLE, NOAMNWUCABLUEro AOKYMEHT, UAM B mecTe, obo3HayeHHom "MM"
("MecTo neuatn").

5.25 OTmeTKa 06 mcnonHuTene BKAOYaeT GaMUINIO, UMA U OTYECTBO UCMOIHUTENS, HOMEpP ero
TenedoHa. OTMeTKa 06 UCNOHUTENIE MOKET AOMNOJIHATLCA HaUMMEHOBAHUEM AOKHOCTU, CTPYKTYPHOTO
nogpasgeneHus 1 31eKTPOHHbIM aipeCcoM UCMOJTHUTENS.

OTtmeTKa 06 ucnonHuTene obopmaseTcs Ha NMLEBON CTOPOHE NOCNAEAHEro INCTa AOKYMEHTa OT
rpaHuLbl N1€BOro Noas UKW, NPWU OTCYTCTBMU MECTa, - Ha 06OPOTHOMN CTOPOHE BHU3Y cneBa. Hanpumep:
3abennH UBaH AHgpeeBud, KoHTposibHOe ynpasfieHue, Bedylwuit cneumanuct, +7(495) 924-45-67,
Zabelin@gov.ru

OTmeTKa 06 ncnosiHuTene MOXKET 0POPMIATLCA KaK HUNKHUI KONIOHTUTY M NeYatatbea WpnhTom
MeHbLUEro pasmepa.

5.26 OTMeTKa O 3aBepeHun Konuu odopmaseTcs AN NOATBEPNKAEHUS COOTBETCTBMA KOMWUU
OOKYMeHTa (BbIMUCKM U3 OOKYMEHTa) MNOAAMHHUKY AOKymeHTa. OTMEeTKa O 3aBepeHuM Konuwu
NpocTaBAseTca Noj PeKBM3UTOM "Mognuch” U BKAKOYaeT: cnoso "BepHo"; HaMMeHOBaHUE [AOJIKHOCTU
INLa, 3aBepPMBLUErO KOMWIO; ero cobCTBEHHOPYYHYID NOANWUChb; pacwmndpoBKy noanucu (MHUUMANBI,
damununio); AaTy 3aBepeHus Konum (BbIMUCKU U3 JOKYMEHTA).

[Ipumep -

BepHo

JMHCIEKTOp CJHyXOb KaIpoOB [lonnmce n.0. dammnusa
HaTa

Ecnn Konus BblgaeTca ANA NpeacTaBAeHUa B APYIYIO OPraHM3aLmio, OTMETKA O 3aBEPEHUMN KOMUM
OOMNOJSIHAETCA HAAMNMCbI0 O MeCTe XpPaHeHMs [OKYMEHTa, C KOTOporo 6blia M3roToB/EeHa Konwua
("MoANMHHUK AOKYMeHTa HaxoauTcA B (HaMmeHoBaHMe opraHusaumu) B gene N ... 3a ... roa") wm
3aBepsAeTCcA NevyaTblo OpraHn3auum.

[nA npocTaBneHns OTMETKM O 3aBEPEHMM KOMUM MOMKET MCMOJIb30BATHCA LTaMI.

5.27 OTmeTKa O NOCTYN/IEHUW LAOKYMEHTa CAYXKMT A1 MNOATBEPXKAEeHMA ¢aKTa MocTynneHus
OOKYMEHTa B OpraHM3auMio W BK/KOYAET AaTy NOCTYN/EHMA U BXOAALLMA PErUCTPALMOHHDBIA HOMEpP
OOKyMeHTa. Mpu HeobXoAMMOCTM OTMETKA O MOCTYNJEHUN MOMKET AOMONHATHCA YKa3aHWMEM BpPeMeHU
MOCTYMN/JIEHUSA B Yacax U MUHYTaX U cnocoba AO0CTaBKM LOKYMEHTA.

OTMeTKa 0 NMOCTYNIEHUM AOKYMEHTA MOKET MPOCTABAATLCA C MOMOLLBIO LWITAaMNa.

5.28 Pesontouna copepunT yKkasaHue no UCMoSHEHUIO AOKyMeHTa. Pesontouma odopmasneTca Ha
cBoboAHOM MecTe paboyero noss AOKYMEHTa, Ha H6/1aHKe Pe3osioLmMM UK BHOCUTCA HEMOCPeACTBEHHO
B CUCTEMY 3/IEKTPOHHOTO AIOKYMEHTO060pOTa.

Pesontouma BK/AOYAET: GaMUANIO, WUHULMANbI UCMONHUTENA (MCNONHUTENel), nopy4YyeHue no
OOKYMEHTY, NpU HeobXoaMMOCTU - CPOK UCMOSIHEHWUA, MOAMUCL INLA, BbIHECLLErO pPe30atoLuMio, AaTy
pe3onoumnm.

Mpumep -

®amunuma N.0.

Mpowy noarotosuTb NpeanoxeHna K 10.11.2016.

Moanuce

[arta

5.29 OTmeTKa O KOHTpO/Jie CBWAETENbCTBYET O TMOCTAaHOBKE [OOKYMEHTa HA KOHTPO/b,
npocrasaseTca wramnom "KoHTponb" Ha BEpXHEM Nnone AOKYMEHTa.

5.30 OTmeTKa 0 HanpaB/ieHUN JOKYMEHTa B AeN10 onpesenseT Mecto XpaHeHUs AOKYMEeHTa nocse
3aBeplleHna paboTbl C HUM M BKAKOYAeT: cnoBa "B peno", vHAekc aena no HomeHKnaType Aen, B
KOTOpOE MOMELLAETCA AOKYMEHT Ha XpaHEHWe, C yKasaHMeM roga, AOJIKHOCTU vua, 0odOpPMUBLLETO
OTMETKY, MOANMCH, AaTbl.

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



3aB. OTHEJIOM KOPIOPATUBHEIX IPOEKTOB
[Nomonmco IDaTa

OTmeTKa o HanpaB/leHNUN AOKYMeHTa B Ae/I0 MOXEeT AOMNOJIHATbCA KpaTKMMn cBeaeHUAMU O
XapaKTepe UCNONTHEHNA AOKYMEHTA.

6 bnaHKM JOKYMEHTOB

6.1 [na wnsrotoBneHua b6naHKoB AO0KymeHTOB, cornacHo FOCT P 7.0.8, ucnonb3yetca bymara
dopmatos A4 (210 x 297 mm), A5 (148 x 210 mm); Ans U3rotoBaeHNs 61aHKOB Pe30NIOLNIA MCNOJIb3yeTcA
6ymara popmaToB A5 (148 x 210 mm), A6 (105 x 148).

Kaxkabih Anct gokymeHTa, oGOpMAEHHbIM Ha H6naHKe nan 6e3 Hero, AOMKEH MMETb NOMA He
MeHee:

20 mm - neBoeE;

10 mm - npaBoe;

20 mm - BepxHee;

20 MM - HUXKHee.

JoKymeHTbl AnnTenbHbix (cBbiwe 10 neT) cpoKoB XpaHEHWUs A0JIKHbI UMETb 1IeBOE NOJIE HE MEHEE
30 mm.

6.2 OpraHu3auMM MCNonb3yoT 6/1aHKU JOKYMEHTOB, W3roTOB/IEHHbIE Ha BymaxKHOM HocuTene
(bnaHkM [OoOKymeHTOB denepanbHbiX OPraHOB rOCYyAapCTBEHHOM BAacTM C  BOCMNPOU3BEAEHMEM
lfocypapctBeHHoro  repba  Poccuiickon  depepaumm  M3roTaBAMBaOTCA  noaurpaduyeckummu
npeanpuaTMAMAU, UMeWUMKU  cepTUOUKATbl O  HaAMUMM  TEXHUYECKMX U TEXHOJIOTMYECKUX
BO3MOXHOCTEN AN KaueCTBEHHOro U3roTOB/IeHUS YKa3aHHOro BMAa NPOoAyKUMU) U/UNN SNEKTPOHHbIe
WwabnoHbl 61aHKOB. BAaHKM Ha BYMaXKHOM HOCUTENE U 3NEKTPOHHbIE WabnoHbl 61aHKOB A0NKHbI BbITh
WMAEHTUYHbI MO COCTaBY PEKBU3UTOB, MOPALKY UX PACMOIOXKEHUA, TAPHUTYPam WwWpnudTa.

BnaHKM [OOKYMeHTOB Ha 6yma)XHOM HocuTene W 3NEeKTPOHHble WabnoHbl 61aHKoB
W3roTaB/IMBAOTCS HA OCHOBAHMM MAKeTOB 6/1aHKOB, YTBEPKAAEMbIX PYKOBOAUTENEM OPraHM3aLMMN.

BnaHKn JOKYMEHTOB c/iefyeT U3roTaBanBaTh Ha 6enoit Gymare nam bymare CBET/IbIX TOHOB.

DNeKTPOHHble  WabsoHbl  61aHKOB  OOKYMEHTOB  OO/KHbI  OblTb  3awWMueHbl  OT
HECaHKUMOHMPOBAHHbIX NU3MEHEHUN.

6.3 BnaHKkM OOKYMeHTOB 0hOopMAAOTCA B COOTBETCTBMU C [MpuaorkeHnem b. OpueHTUPOBOYHbIE
rPaHWUbl 30H PACMOJIOXKEHMA PEKBU3NTOB 0603HaueHbl NyHKTMpoOm. Kaxpzas 30Ha onpegenserca
COBOKYMHOCTbIO BXOAALINX B HEE PEKBM3UTOB.

6.4 B 3aBMCMMOCTM OT Pacro/IOKEeHUA PEKBU3UTOB YCTaHABAMBAETCA ABa BapuaHTa 6/1aHKOB -
yrnosoi (pucyHok b.1) n npoaonbHbIN (pUcyHoK Bb.2).

6.5 Peksuantbl 01, 02, 03 pacnonaratoTca Ha BepXHEM Moae AoKymeHTa Hag peksmsntom 05 no
cepeaunHe 30Hbl, 3aHATON 3TUM PEKBU3UTOM.

PekBun3nT 03 MOXKeT pacnonaraTbCs C/ieBa Ha YypoBHe pekBusuTa 05.

PekBusnutol 05, 06, 07, 08, 09, 13, orpaHuMumTeNnbHbie OTMETKM ana peksusmtos 10, 11, 12 B
npegenax rpaHuL, 30H PacnonoXKeHUs PEKBU3UTOB Pa3MeLLLAtoTCA O4HMM U3 CNoCoboB:

- LEHTPOBAHHbIM (Hayano M KOHEeL, KaXaol CTPOKN PEKBU3UTOB PaBHO yAaneHbl OT rpaHunL, 30HbI
pacnofioXeHNn PeKBU3NUTOB);

- dnaroBbiM (Kaxkaana CTPOKA PEKBU3UTOB HauyMHAETCA OT NIeBOW TpaHMLbl 30Hbl PACMNO/IONKEHUA
PEKBU3UTOB).

6.6 YcTaHaBAMBaloTCA cieaytolme Buabl 61aHKOB AOKYMEHTOB OpraHM3aumnu:

- 06Nt BnaHK;

- BNaHK NUCbMa;

- B1aHK KOHKPETHOrO BUAa AOKYMEHTa.

HopmaTuBHbIMX MPaBOBbIMM aKTaMW OpraHM3aUMK YCTAHABAMBAKOTCA BUAbI MPUMEHAEMbIX
6NaHKOB M WX pPasHOBUAHOCTM (6naHK nKMCbMa CTPYKTYPHOro noapasgeneHus, 6aaHK nucbma
AOMKHOCTHOrO nLa, baaHk Npukasa, bnaHk pacnopsaxkeHus, 61aHK NpoTokona u Ap.).

O6pa3subl 61aHKOB OKYMEHTOB NpUBEAEHbI B NpUIoKeHUn b.



6.7 O6wmin 6naHK UCNonb3yeTca AN U3roTOBEHMA NObIX BUAOB AOKYMEHTOB, KpOME AeN0BOro
(cnyxkebHoro) nucbma.

O6wmnin 6naHK B 3aBUCUMMOCTM OT Y4YpeauTeNbHbIX AOKYMEHTOB OpraHusauMm W NOKanbHbIX
HOPMAaTUBHbIX aKTOB BK/toYaeT peksmsnTbl 01 (02 nam 03), 05, 06, 07, 13 1 orpaHMUYUTENbHbIE OTMETKHM
ana peksmsutos 10, 11, 16, 17.

BnaHK nuMcbma B 3aBMCMMOCTU OT YYPEAUTE/NIbHbIX OOKYMEHTOB OPraHu3auum M AOKanbHbIX
HOPMAaTUBHbIX aKTOB BK/to4YaeT pekBusanutbl 01 (02 uam 03), 05, 08, orpaHUYUTENbHbIE OTMETKM ANA
peksusutos 10, 11, 12, 15, 17. baaHK NMUCbMa CTPYKTYPHOro nogpasgeneHna 4oNoSHUTENbHO BKAKOYaeT
peksusunT 06, 6/1aHK NMCbMa A0MKHOCTHOIO MLUa - pekBusnt 07.

BnaHK KOHKPETHOro BWAa AOKYMEHTa, KPOME MNUCbMa, B 3aBUCUMOCTU OT ydpeauTenbHbIX
OOKYMEHTOB OpraHM3aunmn M N0KabHbIX HOPMATUBHbIX NMPABOBbLIX aKTOB BK/OYaeT peksm3uTbl 01 (02
nnu 03), 05, 09, 13 u, Npn HeEOHXOAMMOCTH, OFPaHUYUTENbHbIE OTMETKM A/1A FPaHML, 30H PACMOIOKEHMUA
peksmnsutos 10, 11, 16, 17. BnaHK KOHKPETHOro BMAA ALOKYMEHTa CTPYKTYPHOro nogpasaeneHua
OONONHUTENbHO BKAtOYaeT pekBm3uT 06, 61aHK A40KHOCTHOMO ivua - peksnsnt 07.

6.8 B opraHax BnacTM M opraHuMsaumax cybbektoB Poccuitickolt depepaumu, UCNONb3YHOLWMX
HapAAY C PYCCKMM A3bIKOM KaK rocygapcTBeHHbIM f3blIKomM Poccuiickoi ®egepaumnm rocyaapcTBeHHbIN
A3bIK (rocygapcTBeHHble A3bIKK) pecnybank B cocTtaBe Poccuiickolt Pegepaummn, UCnonb3yoTca BaaHKu
JOKYMEHTOB Ha PYCCKOM fi3blKe U rocyapcTBEHHOM f3blKe (A3blKax) pecnybauKk B coctaBe Poccuitickoi
depepaunn: yrnosble (pekBu3uTbl BnaHKa pacnonaraloTca Ha OAHOM YPOBHE: Ha PYCCKOM A3blKe -
CNeBa, Ha rocyaapcTBeHHOM A3blKke (A3blKax) pecnybaumKk B coctaBe Poccuiicko deaepaumm - cnpasa)
WU NPOAOAbHbIE (BCe PEKBM3UTLI B1aHKa Ha PYCCKOM AI3bIKE - CBEPXY, HUXKE - BCe PeKBU3UTbI B/1aHKa Ha
rocyaapcTBeHHOM si3blke (s3blKax) pecnybumk B coctaBe Poccuitickol ®egepaumn).

OnAa nepenncku ¢ MHOCTPAHHbIMU KOPPECNOHAEHTaMU WUCMOJb3YIOT 61aHKM Ha ABYX fA3blKax -
PYCCKOM U aHTMCKOM (NpunoxKeHue B.8) nam MHOM MHOCTPaHHOM A3bIKe.

Mpunoxkenne A
(cnpaBoyvHoE)
PACNONTOXKEHWE PEKBM3UTOB HA TUTY/IbBHOM JINCTE AOKYMEHTA
HamMeHOBaHMUE OpraHM3aln
I'pud corjacoraHUA IOKYyMEeHTAa T'pud yTBEepXIeHMS IOOKYyMEHTa

HamMeHOBaHMe BMIA IOOKYMEHTAa
3aroJIOBOK K TEKCTY

T'pud corjacoBaHMA IOKyMeHTa

MecTO cocTaBJieHUs (M3OaHMS) IOOKyMeHTa - TOJI M3IaHusa IOKyMeHTa

PucyHok A.1 - PacnonokeHne peKkBU3NTOB Ha TUTY/IbHOM
incTe fOKYyMeHTa

MpunnoxkeHune b



(cnpaBoyHoe)

CXEMbI PACNOJIOXKEHNA PEKBN3NTOB AOKYMEHTOB
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PucyHok B.1 - PacnonoxeHne peKBM3nUTOB M rPaHuLLbl 30H
Ha ¢opmaTe A4 yrnosoro 61aHKa
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PucyHok b.2 - PacnonoxeHue peKB1M3MTOB U rpaHuLbl 30H
Ha ¢opmaTe A4 npoaonbHoro 61aHKa




OBPA3UbI BNTAHKOB IOKYMEHTOB
Pocapxus

demepasibHOE OHIXETHOE yupexIeHUe
"BcepoCCHUMCKUM HAYYHO-MCCJIeNOBaTEJIbCKUM MHCTUTYT
IOOKYMEHTOBEIEeHUI UM apXMBHOTO zneja'
(BHUMIAL)

MpunnokeHne B

(cnpaBoyHoe)

MockeBa

PucyHok B. 1 - Obpa3sel, 0buiero 61aHKa opraHnsaumm

Pocapxus

demepalsibHOe OIXETHOE yupexXIeHUe
"BcepoCCHUMCKUM HAy4HO-—
UCCJIeNOoBaTEJNIbCKUM MHCTUTYT
OOKYMEHTOBEIESHMS M apxXMBHOIO meja'
(BHMMIOAL)

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

N

Ha N oT

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

Pocapxus

depepanbHoOe OIOAKETHOE yUpeKAeHME
"BcepoccMiCKMiM HayYHO-UCCNef0BaTeIbCKNIA MHCTUTYT
OOKyMeHTOoBeAeHMA 1 apxusHoro aena" (BHUUOAL)

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

Ha N oT




PucyHok B.3 - O6pasel, npoaoabHoro 6aaHKa NMcbma opraH1M3aumm

Pocapxus

PepepanbHoe BloaKETHOE yUpeKaeHue
"BcepoccHMMCKMn HaydHO-UCCNef0BaTeNIbCKUIA MHCTUTYT
OOKYMEHTOBeAEeHUA U apxmBHOro gena"
(BHUMOAL)

OUPEKTOP

MpodcotosHas ya., 4. 82, Mocksa, 117393
Ten./dakc (495) 718-78-74 e-mail:mail@vniidad.ru;
http://www.vniidad.ru
OKTI1O 02842708; OrPH 1027700380795;
MHH/KNMN 7708033140/771001001

Ha N oT

PucyHok B.4 - ObpaseL, NpoaoabHOro 6aaHKa Nnucbma
AONIKHOCTHOTO nua

Pocapxus

depepanbHoe 6IOAKETHOE yupeKaeHne
"BcepoccMiCKMin Hay4HO-UCCNef0BaTeIbCKNIA MHCTUTYT
OOKYMEeHTOBeAeHUA U apxmBHoro gena"
(BHUMAAL)

OTPAC/IEBOV LIEHTP NOBbILUEHNA KBATMOUKALINN

MpodcotosHasn ya., 4. 82, Mocksa, 117393
Ten./dakc (495) 718-78-74 e-mail:mail@vniidad.ru;
http://www.vniidad.ru
Ten./dakc (495) 718-79-38; e-mail:ocpk@vniidad.ru
OKNO 02842708; OIPH 1027700380795;
MHH/KNM 7708033140/771001001

Ha N oT

PucyHok B.5 - Obpasel, npoaonbHoro 61aHKa nnucbma
CTPYKTYpPHOro noapasaeneHuns



Pocapxuse

demepasibHOE OHIXETHOE yUupexIeHUe
"BcepoCCHUMCKUM HAYYHO-MCCJIeNOBaTEJIbCKUM MHCTUTYT
IOOKYMEHTOBEIEeHUI UM apXMBHOTO zneja'
(BHUMIAL)

[IPUKA3

MockeBa

PucyHok B.6 - O6pasel, 6n1aHKa KOHKPETHOTO BMAA
OOKYMEHTa opraHM3aumnm

Pocapxus

denepalibHOEe OOIXETHOE yUpexIeHMEe
"BCEepOCCUMNCKUY Hay4HO-MCCJIeNOBATEJbCKMI MHCTUTYT
IOOKYMEHTOBEIEHMSI M apxXMBHOIO meja'
(BHMMIAL)

INPEKTOP

PACIIOPAXEHNE

MockeBa

PucyHok B.7 - ObpaseL, 6/1aHKa KOHKPETHOrO BUAA AOKYMEHTA
AONKHOCTHOTO nua

Pocapxus

depepanbHoe 6IOAKETHOE yupeKaeHne
"BCepOCCUMIACKUI HayYHO-UCCNeA0BaTENbCKUI MHCTUTYT
AOKYMeHTOBeAeHMA M apXMBHOro aena"
(BHMUMOAL)

MpodcotosHan yn., 4. 82, Mocksa, 117393
Ten./dakc (495) 718-78-74 e-mail:mail@vniidad.ru;
http://www.vniidad.ru
OKNO 02842708; OIPH 1027700380795;
MHH/KNM 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 - O6paseu npoaonbHoro 61aHKa nMcbma opraHmM3aumm
Ha OBYX A3blKax

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

KntoueBble cnoBa: opraHM3aUMoHHO-pacnopaaunTeibHan AOKYMEHTaUMNA, 0POPMIEHNE AOKYMEHT],
61aHK JOKYMEHTA, PEKBU3UT AOKYMEHTa




