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MNpegucnosue

1 PASPABEOTAH depepanbHbiM Bl04XETHbIM yupexaeHnem «Bcepoccuiickuii HayyHo-uccnegoBatesib-
CKUIA MHCTUTYT AOKYMEHTOBeeHNA 1 apxmBHoro gena» (BHUNAAL) defepanbHOro apXxnuBHOTO areHTcTBa

2 BHECEH TexHnyeckuMm KomuTeToM no cTaHgaptusaunmn TK 191 «HayuHo-TexHu4yeckas nHdopmaums,
61b1MoTeYHOE 1 n3gaTenbLCcKoe Aeno»

3 YTBEPX/JEH W BBEJIEH B JEVICTBWE Mpukasom PefepasibHOro areHTcTBa N0 TeXHNYECKOMY pe-
ryniMpoBaHunio u MmetTposornn ot 8 aekabps 2016 r. N« 2004-ct

4 BSAMEH IOCT P 6.30—2003

5 B HacToslem cTaHgapTe peann3oBaHbl HOPMbl hedepasnbHbiX 3aKOHOB OT 27 nona 2006 r. Ne 149-d3
«O6 MHopmauun, MHPOPMALMOHHBIX TEXHONOIMAX U 0 3awuTte MHpopmayumn», oT 22 okTabpsa 2004 r.
N9 125-#3 «O6 apxvBHOM fAene B Poccuiickoii ®egepaunm»

6 N3OAHUE (cbeBpanb 2019 r.) c M3ameHeHuem No 1. yTBepxaeHHbIM B mae 2018 r. (MYC 7—2018)'

MpaBuna NnpUMeHeHNs HaCTOALWEro cTaHgapTa yCTaHoB/EeHbl B cTaTbhe 26 PefepanbHOro 3akoHa
0T 29 uioHA 2015 r. Ne 162-®3 «O cTaHgapTu3auum B Poccuiickoii ®enepauun». VMiHdopmauns 06 13-
MEHEHUAX K HacTosWweMy cTaHgapTy Ny6/IMKye TCA B eXerogHom (Mo cocTOosHMI0 Ha 1sAHBaps TeKyLwero
roga) MHopmaLUMoHHOM yKasaTene «HalynoHanbHble CTaHAapTbi», a ouumnanbHblli TEKCT U3MEHEHUI 1
nonpasoK — B eXXeMeCsAYHOM UHhopMaLMOHHOM yKka3aTene «HaunoHanbHble cTaHgapThi». B cnyyae nepe-
cMoTpa (3aMeHbl) N OTMEeHbl HACTOSLWEro cTaHAapTa cCooTBeTCTBYHLLee yBeJoMIeHe byaeT ony-
6/IMKOBaHO B G/mXKaliLeM BbIMyCKe eXeMEeCSAYHOro MH(OPMaLMOHHOTIO yKasaTens «HaunoHanbHble cTaH-
fapTbi». CooTBeTCTBYKLWAA nHhopmMauums, yBeaoMeHNe 1 TEKCTbI pa3MmellaloTCa B MHopMaLoHHOM
cMcTemMe obLWero noib3oBaHMs — Ha oduunanbHOM caiTe defopanbiloro areHTcTBa N0 TEXHUYECKOMY
perynnpoBaHuio 1 MeTposiornm B ceTu lHTepHeT (Www.gost.ru)

© CrtaunpgapTtuHchopm, ochopmaeHue. 2018. 2019
HacTtoawunii ctTaHgapT He MOXeT 6bITb NOSTHOCTLIO MU YACTUYHO BOCNPOU3BEAEH, TUPAXMPOBaAH U pac-

NPOCTpaHEeH B KAYeCTBE O(PULMaNbLHOIO U3gaHus 6e3 paspelieHns PefepasibHOTO areHTCTBa Mo TEXHUYECKo-
MYy perynpoBaHuio 1 MeTposiornu

*HacTosilee n3gaHue 3aMeHsieT Bce npeablayliye n3faHusa AaHHOro cTaHaapTa.
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HAUWOHANDBHGL N CTAHAAPT POCCUMCKOMN PEOLEPALUM

CucTema CTaHAapToB Mo MHPoOpMaLuK, 6UBANOTEUHOMY U U3LaTeIbCKOMY Aeny
OPIFrAHU3ALNOHHO-PACNOPAANTE/IBHAA LOKYMEHTALUWA

Tpe6oBaHUA K OPOPMIEHNIO LOKYMEHTOB

System of standards on information, librarianship and publishing.
Organizational and administrative documentation. Requirements for presentation of records

[Jata BBegeHus — 2018—07—01

1 O6nacTtb NpUMeHeHUs

HacToawwmii cTaHAapT pacnpocTpaHseTcs Ha OpraHWM3alVOoHHO-pacnopsAAuTebHble AOKYMEHTbI: ycTa-
Bbl. NOMIOXEHMWSA, NpaBuna, UHCTPYKLMUN, pernamMmeHTbl, NOCTAHOB/IEHWUS, PACMNOPAXEHUS, NPUKa3bl, PeLueHns,
NPOTOKO/Ibl, AOTOBOPbLI, akTbl, MUCbMa, CNpPaBkW W Ap. (fanee — AOKYMEHTbl), B TOM YuUC/e BK/KOUYEHHbIE B
OK 011-93 «O6uwepoccuiickuin knaccucgukaTop ynpasneH4Yeckoit gokymenTayuu» (OKY ). knacc 0200000.

HacTtoswuii ctaHgapT onpegenseT cocTaB PeKBU3UTOB JOKYMEHTOB, NpaBuna ux oQopmMaeHnsi, B TOM
yucne c NpUMeHeHMeM UH(OPMaLUOHHbLIX TEXHONOIMIA; BUAbl 6/1aHKOB, COCTaB PEKBU3UTOB 61aHKOB, CXEMbl
pacnonoXeHns pekBM3UTOB Ha [OKyMeHTe, o6pasubl 6/1aHKOB; NpaBuia Co3AaHns AOKYMEHTOB. MonoxeHus
HaCTOSALero cTaHgapTa pacnpocTpaHsalTCA Ha JOKYMEHTbI Ha 6YMaXHOM W 3/IEKTPOHHOM HOCUTENAX.

2 HopMaTuBHbIE CCbIJIKM

B HacTosiwem cTaHgapTe UCNo/b30BaHbl HOPMAaTUBHbIE CCbIIKU Ha cnefyolime ctaHfapThl:

FOCT P 7.0.8 Cuctema ctaHaapToB no nHcgopmauymn, 6ubnnotevyHomy n msgatenbckomy geny. eno-
Npon3BOACTBO Y apXnUBHOE Aesio. TepMUHbI U onpegeneHns

FOCT P NCO 15489-1 Cuctema ctaHaapToB no nHopmayum, 6MbAnoTeHHOMY 1 n3gaTenbckoMy aeny.
YnpaBneHune gokymeHtamu. Obue Tpeb6oBaHns

MpumeuaHne — Mpy NOMb3OBAHUM HACTOALLMM CTAHAAPTOM LIE/IECO06PAa3HO NPOBEPUTL AEWCTBUE CCbINOUHBIX
CTaHAAPTOB B MHChOPMALIMOHHON cUCTeMe 06LLEr0 NoMb30BaHWS — Ha odhuLmanbHOM caiiTe defepaibHOro areHTCTaa no
TEXHNYECKOMY PeryiMpoBaHuio N METPOJIOTN B CETU VIHTEPHET MK MO eXerogHoMy HOPMALIMOHHOMY yKasaTesio «Ha-
LIMOHa/bHbIE CTaHAAPTbI», KOTOPbIA OMy6IMKOBAH MO COCTOSIHWIO HA 1 iHBAPS TEKYLLETO rOAQ, W NO BbiMyCKam exemecsy-
HOTO MH(POPMALIMOHHOIO yKasaTens «HauuoHasbHble CTaHAAPTbI» 3a TEKYLWIA rof. ECiv 3aMeHeH CCbINOYHbIN cTaHaapT,
Ha KOTOpbIi AaHa HeJaTUpOBaHHAs CCblKa, TO PEKOMEHAYETCs UCMOMb30BaTh AEiCTBYIOLLYI0 BEpCUI0 3TOTO CTaHAapTa
C Y4ETOM BCEX BHECEHHbIX B JaHHYI0 BEPCUIO U3MEHEHWIA. ECNM 3aMeHeH CCbIIOYHbIN CTaHAapT, Ha KOTOPbIM AaHa AaTu-
pOBaHHasi CCblfIKa, TO PEKOMEHAYETCS UCMONb30BaTh BEPCUIO 3TOTO CTaHAApTa C yKasaHHbIM Bbille rOA0M YTBepXAeHUs!
(npuHATUS). ECNM nocrie YTBEPXAEHUS HACTOALLEr0 CTaHAAPTAa B CCbI/IOYHbIN CTaHAAPT, HA KOTOPbIN faHa 4aTMpoBaHHas
CCbl/IKa, BHECEHO M3MEHeHe, 3aTparmBarolLee NosioxeHne, Ha KOTOPOE AaHa CCbisika, TO 3TO NOJIOXEHNe PEKOMEHIYETCS
NPUMEHTL 6€3 yueTa AaHHOTO U3MEHEHMUs. ECNn CCbINoYHbIN CTaHAapT OTMEHEH 6e3 3aMeHbl, TO NOJIOXKEHNe, B KOTOPOM
[aHa CCblfika Ha Hero, PeKOMeHAYEeTCs NMPUMEHSITb B YacTu, He 3aTparuBaioLLei 3Ty CCbi/Ky

3 O6wume TpeboBaHUA K CO34aHNIO LOKYMEHTOB

3.1 [oKyMeHTbl MOryT co3gaBaTbCs Ha GYMaXHOM HOCUTESIe U B 3/IEKTPOHHOI hopMe C coGofeHrem
YyCTaHOBNEHHbIX NPaBua 0hOPMNIEHUS JOKYMEHTOB.

WN3paHue ouymansHoe
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3.2 Mpu co3gaHnm goKyMeHTa Ha fBYyx u 60nee cTpaHuuax BTOPY M nocnefyolme cTpaHuLbl Hyme-
pytoT.

Homepa cTpaHuy NpocTaBnATCA NocCepefnHe BepXHEero nons [OKyMeHTa Ha pacCTOfHUW He MeHee
10 MM OT BEpXHero kpas nucra.

[lonyckaeTca co3faHne LOKYMEHTOB Ha NuUeBOl M 060POTHON cTopoHax nucTa. MNpu ABYCTOPOHHEM
C034aHUN [OKYMEHTOB LUMPUHA 1EBOr0 MOSA Ha NIMLEBOI CTOPOHEe IMCTa M NPaBoro nons Ha 060pOTHO cTo-
poHe AncTa f0/KHbI 6bITh PaBHbI.

3.3 lns co3gaHna 4OKYMEHTOB HE06X0AMMO UCNO/b30BaTb CBOGOAHO pacnpocTpaHaeMble 6ecnnaTHble
WpndThI.

Ana opopMsieHNs AOKYMEHTOB PpeKOMeHAyeTCcs UCnonb3oBaTh pasmepsbl wpndTos Ne 12.13.14.

Mpu cocTaBneHuy Tabnuy 4onyckaeTcs MCNONb30BaTb WPUPTbI MEHbLUUX Pa3MepPOoB.

(UW3meHeHHasn pepakyus. Mam. Ne 1).

3.4 Ab3alHbIil OTCTYn TekcTa gokymeHta — 1.25 cm.

3aronoBku pasfenos n nogpasfenos nevyataloTca ¢ ab3alHbIM OTCTYNOM UKW LEHTPUPYIOTCA MO WUpu-
He TekcTa.

MHOrocTpoUYHble PeKkBU3NTbI NMevyaTalTcsa Yepes O4UH MEeXCTPOUHbI MHTepBas, CoCTaBHble YacTu pek-
BU3NTOB OTAENATCA AONONHUTENbHBIM MHTEPBAIOM.

TekcT foKkymMeHTa nevyataetcs yepe3 1— 1.5 MeXCTPOUHbIX UHTepBana.

Ecnu foKymeHT roToBuTCA ANA M3[4aHNS C YyMeHblleHneM maclutaba, TeKCT neyaraeTcs yepes fBa UH-
TepBana.

WNHTepBan mexay 6ykBaMun B C10Bax — OObIYHbINA.

WNHTepBan mexay cnosamMmu — ofuH npob6en.

3.5 TekcT AOKYMeHTa BblpaBHMBaeTCHA NO WWUpuUHe nucta (No rpaHuuam nesoro U npasBoro nonew fo-
KyMeHTa).

[nuHa camoii 4AVHHON CTPOKM pekBMU3nTa Npu yro0BOM PacrnofioXeHUn pekBU3nToB He 6onee 7.5 cm.

[OnvHa camoii ANVHHONM CTPOKW pekBM3uTa Npu NPOLOSbHOM PacnofioOXeHUW PEeKBU3UTOB He 6onee
12 cm.

3.6 HopMaTMBHbIMW aKTamu opraHu3sauunmn MoxeT 6biTb NPeAYCMOTPEHO Bblje/leHNne pekBU3NTOB «ajpe-
caT». «3arofioBOK K TEKCTY» WU «MOANUCH», & TakkKe OTAeNbHbIX )parMeHToB TekcTa NoNYXUPHbIM WPUGTOM.

3.7 HopmaTtuBHble aKkTbl OpraHunsaLunm, a Takke uHble MHOTOCTPaHNYHble JOKYMEHTbI MOryT 0hopMNAThL-
CSl C TUTYNIbHBIM JINCTOM. TUTYNbHbIA NUCT LOKYMEHTa 0pOpMAAEeTCAa B COOTBETCTBUM C NPUIOXEHMEM A.

4 PeKBU3NTbI AOKYMEHTa

Mpw nogrotosBke M ohopMaEHNN 4OKYMEHTOB UCNONb3YIOT PEKBU3NTBI, ONpefeneHns KoTopbiX npueese-
Hbl B TOCT P 7.0.8.

01 — rep6 (FocypapcTBeHHsbIi repb Poccuiickoli ®epepaunn, repb cybbekTa Poccuiickoit depepayum,
rep6 (repanbfnyeckunii 3Hak) MyHULMNanbHOro obpasoBaHuna):

02 — ambnema;

03 — TOBapHbI 3HaK (3HaK 06CAYXUBaHUA);

04 — kop hopMbl LOKYMEHTA;

05 — HaMMeHOBaHWe opraHu3auMy — aBTopa AOKYMEHTa;

06 — HaMMeHOBaHWe CTPYKTYPHOro nogpasgesieHna — asTopa [OoKYyMEHTa;

07 — HaMMeHOBaHVe AO0/IXKHOCTM Nuua — aBTopa [OKYMEHTa;

08 — cnpaBOoYHble faHHble 06 opraHusauuu;

09 — HaMmeHOBaHue BuAa fOKyMeHTa,

10 — paTta foKyMeHTa;

11 — perucTtpaunoHHbIl HOMep fOKYMEHTa;

12 — ccblsika Ha PerucTpaunoHHbIi HOMep 1 4aTy NOCTYNMBLUEro AOKYMEHTA;

13 — mecTO cocTaBneHusa (M3gaHns) LOKYyMeHTa;

14 — rpud orpaHnyeHusa gocTtyna K OKYMEHTY;

15 — apgpecar:

16 — rpud yTBEPXAEHUA AOKYMEHTA;

17 — 3aronoBOK K TEKCTY;

18 — TeKCT fOKyMeHTa,;

19 — oTmMeTKa 0 NPUNOXEHUN:
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20 — rpud cornacoBaHus OOKYMEHTa;

21 — Bu3a,

22 — noanuce;

23 — oTmeTKa 06 3/1EKTPOHHO nognucu;
24 — neyvatb,

25 — oTMeTKa 06 UcnonHuTene;

26 — oTMeTKa 0 3aBepeHun Konuu;

27 — oTMeTKa 0 NOCTYNn/IeHUN AOKYMEHTA;
28 — pe3sonwouus;

29 — oTMeTKa O KOHTpO/e;

30 — oTMeTKa 0 HanpaB/iEHUN AOKYMEHTa B AeNo.

5 OdhopmneHne pekBM3UTOB AOKYMEHTOB

5.1 lepb (FocypapcTBeHHbI repb Poccuiickoii ®epepauun, repb cybbvekta Poccuiickoin ®epepauyunu,
rep6 (repanbAnYeckuii 3HaK) MyHULMNanbHOro o6pa3oBaHuUsA) BOCNPOMN3BOAUTCA Ha 6GraHKax AOKYMEHTOB B
cooTBeTCTBUMN C PefepasibHbIM KOHCTUTYLMOHHbLIM 3akOHOM OT 25 gekabps 2000 r. No 2-®K3 «O locyaap-
CTBEHHOM rep6e Poccuiickoih degepaunn», 3akoHoAATEIbHbIMA U UHBIMU HOPMAaTWMBHbLIMW NPaBOBbLIMU aKTa-
MM cy6bekToB Poccuiickoii ®epepaynv 1 HOpMaTUBHBIMY akTamMu OPraHoB MECTHOro caMoynpaB/ieHuns.

N3o06paxeHune repba (FfocypapcTBeHHoro repba Poccuiickoit ®epepauuun, repba cybbvekrta Poccuiickoi
depepauynn, repba (repanbfmMyeckoro 3Haka) MyHUUMNanbHOro obpas3oBaHMA) nomeliaeTcs nocepefunHe
BEpPXHero nons 61aHka AOKyMeHTa Haj pekBu3vTamy opraHusauum — aBTopa AOKYMeHTa Ha pacCTOsIHUU
10 MM OT BEpPXHEro kpas nucra.

5.2 9mbnema opraHusauumn, paspaboTaHHas n yTeepxaeHHas B yCTaHOB/IEHHOM Nopsifke, pasMmelaet-
CA B COOTBETCTBMM C HOPMATWMBHbLIMW MPaBOBbIMU akTaMy Ha 6/1aHKax; [OKYMEHTOB hefepasibHbIX OpPraHoB
rocyfjapCTBeHHOl BnacTu (3a WCKIYeHWeM criyyaes, npejycmaTpuBaloLLnX UCNOMb30BaHNE N306paxeHuns
FocypapcTeeHHoro repba Poccuiickoit degepauuu), TeppuTopuanbHbiX OpraHos hegepasnbHbiX OpPraHoB ro-
CyAapCTBEHHOI BNacTu, rocyAapCTBEHHbIX U HErOCYAapPCTBEHHbIX OpraHm3aunii. 1sobpaxeHne am6aembl no-
MellaeTca nocepeAuHe BepxHero nons 6naHka JOKYMeHTa Haj pekBuM3uTamu opraHmsauum — aBTopa [OKy-
MeHTa Ha paccTosHuu 10 MM OT BEpPXHero kpas nucTa.

5.3 ToBapHbIil 3HaK (3HaK 06CYXMBAHNA), 3aPETMCTPUPOBAHHbIN B yCTAHOB/IEHHOM 3aKOHOAaTeNIbCTBOM
nopsiake, BOCNPOM3BOANTCA Ha 61aHKax opraHu3auunii B COOTBETCTBUM C yCTaBOM (MOSI0OXeHUeM 06 opraHusa-
Luun). i3o6paxeHne TOBapHOro 3Haka (3Haka 06CnyxunmBaHWsa) NomellaeTca nocepeAnHe BepxHero nons 6na-
Ka [OKYMeHTa Haj pekBM3nTamMu opraHumsauum — aBTopa JOKYMeHTa UAu c/ieBa Ha YpOBHE HauMeHOBaHUSA
opraHusauuy — aBTopa AOKyMeHTa (4onyckaeTcs 3axBaTbiBaTb YacTb /1IEBOr0 NoA).

Hapsgy ¢ ToBapHbIM 3HakoM (3HakoM 06CNYXMBaHMA) Ha G6naHKax [OKYMEHTOB MOXeT yka3blBaTbCs
KOMMepuyeckoe 0603HavYeHne PUANYECKOTo InLa.

5.4 Kog chopmbl OKyMeHTa NpocTaBiseTcs Ha yHULMpoBaHHbIX (opMax JOKYMEHTOB B COOTBETCTBUU
¢ O6Lwepoccninickum knaccugmkaTtopom ynpasneHuyeckol gokymerntaummn (OKY /) nnm nokanbHbIM Knaccudgm-
KaTopoMm. pacnonaraetcsi B NpaBOM BepxHeM yrny paboyero nons gokymeHTa, cCOCTOUT U3 cioB «dopma no»
(HanmeHoOBaHue knaccudukaTopa) 1 LMMPOBOro koaa.

Mpumep
®opma no OKY/[ 0211151

5.5 HavmeHoBaHWe opraHuWsauuy — aBTopa [OKyMeHTa Ha 6naHke JOKYMeHTa [0/IXHO COOTBETCTBO-
BaTb HAMMEHOBAHMWIO LPUAMYECKOTO NNLa, 3aKpenseHHoOMY B €ro yupeAuTenbHbIX JOKyMeHTax (yctase uam
nonoxexun). Nog HaMMeHOBaHWeM OpraHu3auumn B CKo6Kax ykasblBaeTcs COKpalieHHoe HauMeHoBaHue opra-
HW3auun. ecnu oHO NPefycMOTPEHO YCTAaBOM (MOSIOXEHUEM).

Hag HauMeHoBaHMeM opraHusauuy — aBTopa floKyMeHTa yKa3blBaeTCs NOJIHOe UM COKpalleHHOe Hau-
MEHOBaHMe BbllUECTOsW e opraHnsaymm (Npy ee Hanuumm).

5.6 HaumMeHoBaHWe CTPYKTYpHOro noApasfeneHns — aBTopa AokymeHTa (B TOM uucne dunvana, otae-
NeHus. npeAcTaBUTeNbCTBA, KONMNErnanbHOro, CoBelaTesIbHoro Nan WHOro opraHa) Ucnonb3yeTcs B GraHkax
nuceMm n 6naHkax KOHKPETHbIX BUAOB [OKYMEHTOB COOTBETCTBYIOLLMX MOApa3feneHnii (opraHos) B COOTBET-
CTBUU C /IOKANbHLIMW HOPMATWBHbLIMU aKTamu W yKasblBaeTCs NOJ HAMMEHOBAHWEM OpraHu3aLuu.
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5.7 HanmeHOBaHve AO/MKHOCTU ANLa — aBToOpa AOKYMEHTa Ucnosb3yeTcs B 6aaHKax AO/MKHOCTHbIX
nuvy 1M pacnonaraeTca nNoj HaMMeHOBaHWEM opraHusauun WM HaumeHosaHuem Tepputopuun {kpas, obnactu
aBTOHOMHOW o6n1actTu u Ap.), ecnv AOKYMEHT u3gaeT pyKOBOAUTENb opraHa BnacTu cybbekta Poccuiickoit
depepaynm, MyHUUMNaNbHOro o6pasoBaHusa. HaumeHoBaHne AOMKHOCTU NnLLa — aBTopa JOKYyMeHTa yKasbl-
BaeTCs B COOTBETCTBUM C HAMMEHOBaHWEM, NPUBEAEHHbIM B PacnopaauTeslbHOM AOKYMEHTE O Ha3HavyeHuun
Ha [0/MKHOCTb.

5.8 CnpaBoYHble faHHble 06 opraHn3aLmm yKkasblBaloTca B 6/1aHKax MMceM 1 BK/1OYaoT: NOYTOBLIV agpec
opraHmsauun (4ONOSTHUTENBHO MOXET yKasblBaTbCA afpec MecTa HaxoXAeHus puanveckoro nuua, ecnm oH
He coBnajaeT C MOYTOBLIM aJpecom); Homep TenedoHa, hakca, agpec 3EKTPOHHOI NOYThl, CeTeBO agpec.

B cocTaB cnpaBOYHbIX AaHHbIX, 38 UCKIOYEeHNEeM 6/1aHKOB JOKYMEHTOB OpPraHoB rocyapCcTBEHHO Bna-
CTW, OPraHOB MECTHOro caMoynpas/iieHus, BKAOYaTCA: Ko opraHusaumm no O6uepoccuiickomy knaccugu-
KaTtopy npeanpuaTuii n opraHusaunii (OKMO). 0CHOBHOI rocyfapCTBEHHbI perncTpaLnoHHbIi HOMep opraHu-
3auun (OFPH) n ngeHTudrKaLMoHHbI HOMep HanoronnaTesnblLwmnkaYKkod NpMYnHbl NOCTAHOBKN Ha Ha/0roBbll
yueT (MHH/KMAM)

5.9 HanmeHoBaHVe BuAa [OKYMEHTa yka3blBaeTCA Ha BCeX [OKYMeHTax, 3a WCKNYEeHWeM [enoBbIX
(cnyxebHbIX) nucem, pacnonaraeTcs Noj peksu3MTamu aBTopa AOKyMeHTa (HaumMeHoBaHMeM opraHusauum
HauMeHOBaHWeM CTPYKTYpPHOro nojpasfeneHns, HaMMmeHoBaHneM A0/KHOCTH) (CM. pUCYHOK B.6)

5.10 laTa AOKyMeHTa COOTBETCTBYET gaTe nognucaHna (yTeepxaeHusa) LOKyMeHTa uav gate cobbitus,
3ahMKCMPOBAHHOTO B JOKyMeHTe. [lOKyMeHTbl, U3AaHHble ABYMSA Uin 605ee opraHusaynamu, O/KHbI UMeTb
0AHY (eAnHyl0) party.

[laTa flokyMeHTa 3anucbiBaeTcs B NocnefoBaTesibHOCTM — [eHb Mecsua, Mecsl, rof — Of4HUM U3 BYX
cnoco6oB

apabckumn uudpamu, pasgeneHHbiMmm Toukoid: 05.06.2016;

C/oBeCHO-uupoBbiM cnocobom, Hanpumep: 5 nioHa 2016 T.

5.11 PerucTtpaunoHHbIi HOMep AOKyMeHTa — LU poBoi unn 6ykBeHHO-LMdpoBoii ngeHTudurkaTop f0-
KyMeHTa. COCTOALLMI U3 NOPAAKOBOro HoMepa JO0KYMeHTa, KOTOPbIA, N0 YCMOTPEHUI0 OpraHn3aumnmn, MoxeT A0-
NONHATLCA UM POBLIMU NN BYKBEHHBIMU KOoAgamMun (MHAeKCcaMKn) B COOTBETCTBUM C UCMNOb3yeMbIMU Knaccudum-
Katopamu (MHAEKCOM Aesia No HOMeHKNaType Aesl, KOAOM KOPpeCcnoHAeHTa, KOAOM AO/HKHOCTHOTO Anua v ap.).

Ha fokymeHTe, cocTaBeHHOM COBMECTHO ABYMS 1 60siee opraHm3auuMaMun, NpocTaBNaOTCA perncrpa-
LMOHHbIe HOMepa [OKYMEHTa, NPUCBOEHHbIE Kax ol 13 opraHusaumnii. PernctpaunoHHbie HOMepa oTAEeNsoT-
CA Apyr OT Apyra KOCOl 4epToli M NPOCTaBAATCA B NOPsAAKE ykasaHWs aBTOPOB B 3aro/I0BOYHOW YacTu uam
npeamb6yne AOKyMeHTa.

5.12 Ccblfika Ha perncTpaumoHHbIii HOMep U faTy NoCTyNuBLUEro AOKyMeHTa BK/IoYaeT pernctpaymoH-
Hbli HOMep ¥ AaTy BXOAALEro MHMLMaTUBHOIO JOKYMEHTA, Ha KOTOPbI/ faeTcs OTBeT.

5.13 MecTo cocTaBneHus (M3paHns) LOKyMeHTa yka3biBaeTCs BO BCeX AOKYMeHTax, Kpome AenoBbiX
(cnyxebHbIX) NUcem, a Takxe fOoKNafHbIX, CNYXeOHbIX 3anncoK U A4pYrux BHYTPEHHUX MHpOpMaLMOHHO-Ccnpa-
BOYHbIX JOKYMEHTOB

MecTo cocTaBneHus (M3faHnsa) LOKYMeHTa He yKasblBaeTCs B TOM cC/yyae, ec/ii B HauMeHOBaHUn op-
raHusauum npucyTCcTBYeT yKa3zaHue Ha MeCcTO ee HaxoXfAeHus. MecTo cocTaBneHusa (U3gaHus) fOoKymeHTa
yKa3blBaeTCs B COOTBETCTBUU C MPUHATHIM aAMUHUCTPATUBHO-TEPPUTOPUA/BbHBIM AeIeHNEeM.

5.14 I'pudh orpaHMyeHna goctyna K AOKYMEHTY NMpoCcTaB/seTcsa B MpaBOM BEPXHEM Yray nepBoro nucra
[OKyMeHTa (npoekTa [AOoKYMeHTa, CONMpPOBOAUTENLHOIO NUCbMa K AJOKYMEHTY) Ha rpaHuLe BepXHero nonsa npu
HanMuun B AOKYMeHTe MHopmalmmn, AOCTYN K KOTOPOW OrpaHMyeH B COOTBETCTBMM C 3aKOHOAATE/IbCTBOM
Poccuiickoin degepaumnmn

Buapbl ucnonb3yembix B opraHmsaunn rpudos orpaHMyeHuns goctyna 4O/DKHbl COOTBETCTBOBATb 3aKOHO-
faTeslbHbIM U MHbIM HOPMAaTUBHbLIM NPaBOBbIM akTam Poccuiickoli ®egepanumn n JO/DKHbI 6biTh 3aKpenieHbl B
NoKanbHbIX HOPMAaTUBHbIX akTax. B cocTas rputha orpaHuyeHunsa goctyna Kk 4OKYMEHTY BXOAUT OrpaHnymuTennb-
Has Haanucb («ANs cnyxe6HOro nofb3oBaHua», «KoHpuageHymanbHo», «Kommepueckas TaliHa» wau gp.),
KoTopas MOXeT [OMOJIHATLCA HOMEPOM 3K3eMnaspa AOKyMeHTa U ApYrMMKU CBEeAEeHUsIMA B COOTBETCTBUM C
3akoHofaTenbCcTBOM Poccuiickoin Pegepaunn

Mpumep

Kommepueckas TailHa
OK3. Ne 2
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5.15 Agpecat ncnonb3yeTca npu o@opMaeHUn AenoBbiX (CAYXebHbIX) MMceM, BHYTPEHHUX UHMopMma-
LIMOHHO-CNPAaBOYHbIX JOKYMEHTOB (fOKNaAHbIX, CNYXeOHbIX 3aN1CcoK 1 ap.).

AfpecaToM [OKyMeHTa MOXeT OblTb OpraHusauus, CTPYKTYpHOe nogpasfesieHne opraHusauyuu, 4ox-
HOCTHOE unun usnyeckoe nnLo.

PekBU3NT «afpecar» NpocTasfisieTca B BepXHei npasoil yacTu foKyMeHTa (Ha 6n1aHke € yrnoBbiM pac-
NosI0XEeHNeM PeKBM3UTOB) UK CipaBa NoJj peksu3nTamu 6naHka (Npu NPoAosIbHOM PacnooXeHUN PeKBU3n-
ToB 6naHka). CTPOKM pekBM3nTa «agpecar» BblpaBHUBAOTCA NO IEBOMY Kpato WN LeHTPYITCA OTHOCUTEIbHO
camoli 4INHHOW CTPOKM.

Mpwn agpecoBaHnmn JOKYMeHTa PYKOBOAMUTENIO (3aMeCTUTESI0 PYKOBOAUTEA) OpraHnsaLnmum ykasoisaeTcs
B JaTe/IbHOM Nnajexe HaMMeHoBaHne JO/HKHOCTN PYKOBOAUTENA (3aMecTUTeNa pykoBoAuUTeNs), BKavawLiee
HanmeHoBaHue opraHusaunu, hamuanio, MHULMasnbl JO/HKHOCTHOrO nua.

Mpumep

Pykosogutenio ®epepasibHoro
apXMBHOr0 areHTcTea
damunna N.0.

Mpy agpecoBaHMn NMCbMa B OpraHn3aLmio ykasbiBaeTcsi ee NosiHoe WU COKpalieHHoe HauMeHoBaHue
B UMEHUTENILHOM Najexe.

Mpumep
depepasibHOE apxmBHOE
areHTCcTBO
nnu
Pocapxus

Mpn agpecoBaHWM AOKYMEHTA B CTPYKTYpHOe NojpasfeneHue opraHu3aluu B pPekBU3UTE «agpecat»
yKa3blBaeTCs B MMEHUTENLHOM Najexe HauMeHOBaHWe opraHu3anun, Huxe — HauMeHOBaHUe CTPYKTYPHOTO
nogpasgeneHus.

Mpumep

depepasibHOE apxmBHOE
areHTCcTBO

Otgen rocyfapCTBEHHOM
CNyX06bl, KaApPOB 1 Harpag,

Mpu agpecoBaHUN NUCbMa PyKOBOAWUTENIO CTPYKTYPHOrO nogpasfesieHus ykasblBaeTcsl B UMEHUTe b-
HOM Majexe HauMeHOBaHWE opraHun3auun, HUWKe — B AaTe/lbHOM Najexe HauMeHoBaHVe [O/KHOCTU PyKo-
BOAMTENSA. BK/lOYAOLLEE HAMMEHOBAHWE CTPYKTYPHOTO nogpasfenieHns, gaMununio, MHULManbl.

Mpumep
AO «[podnnb»

PykoBoauTeno A0roBoOpHO-
npaBoBOro oTAeNa
damunnsa N.0.
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Mepes hamununeit LOMKHOCTHOTO NMua AonyckaeTcs ynoTpe6isiTh COKpaleHue «r-Hy» (fOCnoAnHy),
ec/in afipecat MyXUuHa, Un «r-xe» (TOCMoXe), ecnu agpecar XeHuuHa.

Mpumep

r-Hy ®amunusa N.0.
nm

r-xe ®amunma N.0.

Mpu paccbifike JOKYMEHTA rpynne opraHusaLlunii O4HOro TUNa UM B CTPYKTYpHble NoapasaeneHns ogHoM
opraHusaumu agpecat ykasbiBaeTcs 0606LLEHHO.

Mpumep

PykoBogutensam foYepHuX
o6uiects AO «[Mpodhnnb»
nm
PykoBogutensam ynpasfeHuii
PocapxuBa

Mpwu paccblsike JOKYMEHTa HEe BCEM OpraHusaumamM uamn CTpYKTypHbIM nogpasaenieHuam noj peKkBu3nTom
«AppecaT» B ckobkax ykasblBaeTcs: «(Mo CMUCKY)».

Mpumep

PykoBognTensam AouepHux
o6wects AO «lMpodhunsib»
(no cnucky)

B ogHOM flOKyMeHTe He [O/XHO GbiTb Gosee yeTbipex agpecaToB. CnoBo «Konus» nepep BTOpPbIM,
TpeTbuM, 4eTBepTbIM ajpecartamu He ykasbiBaeTcs. [pu 6onbliem KonuyecTBe ajpecaToB cocTaB/feTcA

CMUCOK (/IUCT, ykasaTesb) pacchi/ikM JOKYMEHTa, Ha KaXAOM [AOKYMEHTEe yKasblBaeTcs OfWH agpecaT wm
afpecat opopmnsaeTca 0606 eHHO

B cocTaB pekBu3uTa «Agpecar» MOXeT BXOAUTb MOYTOBbIN agpec. SNeMeHTbl NMoYTOBOroO ajpeca yka-
3bIBAOTCA B MOC/e0BaTeNbHOCTH, YCTAHOB/EHHOW MpaBuiamu okasaHus yc/yr NoYTOBO CBA3W, YTBEPX-

[eHHbIMU NpUKasoM MUHUCTEpPCTBA CBA3M U MAaccoBbIX KOMMYHMKaLuii Poccuiickoii ®epgepauun oT 31 nions
2014 1. Ne 234.

Mpumep

Bcepoccuitckuin Hay4Ho-
nccnefoBaTenbCKUA UHCTUTYT
[LOKYMEHTOBEEHMS 1 apXUBHOTO Jena

MpodpcotosHasn yn., 4. 82,
Mocksa, 117393

[MouTOBbLIN afgpec MOXEeT He yka3blBaTbCs B JOKYMEHTax, HanpaB/seMbliX B BbICLLUNE OpraHbl BAAacTu, Bbl-

wecrtodaune opraHnsaymmn, nogseiomMCcTBeHHble opraHu3aymMn M NnOCTOAHHbIM KOppecnoHAeHTamMm (3a ncknwye-
HVWeM HanpaB/ieHnA NnMcem ykasaHHbIM agpecaTtaM B KOHBepTax ¢ npo3padHbiMin OKHaMI/I).
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Mpu agpecoBaHWn AOKYMeHTa (QU3UYECKOMY MLy YyKasbiBalTCA: DaMunusi, UHULManbl, NOYTOBbIN
apapec.

Mpumep
damunnga N.0.

yn. Cagosas, 4. 5, k. 12,
r. o6epubl, MockoBcKas 06/1.,
301264

Mpu oTnpaBke MMCbMa MO 3/1EKTPOHHOI NoYTe WM NO hakCUMWUIbHON CBA3M (6€3 [OChINKM MO nouTe)
No4YTOBLIN afpec He ykasbiBaeTcs. lNpyu Heo6XoAMMOCTU MOXeT ObiTb yKasaH 3/1EKTPOHHbIV agpec (Homep

TenedoHal/takca).

Mpumep
Bcepoccuiickuii Hay4Ho-
nccneaoBaTenbCknii UHCTUTYT
[OKYMEHTOBEAEeHMS 1 apXUBHOTO Aena
mail@vniidad.ru
5.16 Fpud yTBEPXAEHNA NPOCTaBNAAETCA Ha AOKYMEHTEe B C/iyyae ero yTBepXAeHWs AO/HKHOCTHbIM Nn-

LOM. pacnopsaguTenbHbIM OKYMEHTOM (MOCTAHOBNEHMEM, pelleHneM, NpukasomM, pacnopsXxeHmem) nnm pe-
LWeHneM KonsernanbHOro opraHa.

Fpunch yTBEpPXAEHUA pasmellaeTcs B NpaBOM BEPXHEM Yr/ly MepBOro McTta fokymeHTa. CTpOKM pekBu3u-
Ta BblpaBHMBAKTCA NO 1IEBOMY Kpak UMW LEHTPYIOTCSH OTHOCUTENIbHO CaMON AINHHONM CTPOKK.

Mpu yTBEPXAEHUN AOKYMEHTA AO/DKHOCTHLIM NIMLOM Tpud YTBEPXAEHUSA coCcTOUT n3 cnosa YTBEPXK-
OAKD. HanmeHOBaHUA AO/HKHOCTY Nuua, YTBEPXAAlLWero 4OKYMEHT, ero nognucu, nHuumanos, hamuanm v
AaTbl YyTBEpPXAEHUS.

Mpumep

YTBEPXXOAIO
Pykosogyutens ®enepanbHoro
apXMBHOro areHTcTBa

Mognucek n.0. dammnma
Jata

Mpu yTBEPXAEHNN AOKYMEHTa pacnopaguTenbHbIM OKYMEHTOM rpud yTBEpPXAEHMA COCTOUT M3 cnoBa
YTBEPXOEH (YTBEPXAEHA. YTBEPXAEHbI wnn YTBEPXEHO), cornacoBaHHOro ¢ HaMmMeHoBaHueM
BUAa yTBEPXAaeMoro OKyMeHTa, HaMMeHOBaHUA pacnopsaanTeslbHOro AOKYMeHTa B TBOPUTENbLHOM Najexe,
ero gatbl, Homepa.


https://www.mosexp.ru#
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Mpumep
P
(PerniamenT) YTBEPX/EH
npukazom AO «lMpodunnb»
W ot 5 anpena 2016 r. Ne 82
(Mpasuna) YTBEPX/EHbI

npukazoMm AO «[lpodonnb»
oT 6 anpens 2016 r. Ne 83

Mpu yTBEPXAEHUN [OKYMEHTA KOJ/IernanbHbIM OpraHoM, pelleHus KOTOporo YUKCUPYTCA B NPOTOKO-
ne. B rpudie yTBEpPXAEHMA yKa3biBalOTCS HaVMeHOBaHWe opraHa, pelweHnemM KOTOpPOro yTBepXAeH AOKYMEHT,
farta v Homep npoTokosna (B ckobkax).

Mpumep

(MonoxeHwue) YTBEPXJEHO
CoBeToM ANPEKTOPOB
AO «[Mpodmnnb»
(npoTokon ot 12.12.2016 Ne 12)

5.17 3aronioBOK K TEKCTY — KpaTkoe cofepxaHue [OoKymMeHTa. 3aronoBoK K TEKCTY hopmynupyetcs ¢
npepnorom «O» («O6») M 0TBEYAET Ha BOMPOC «0 YEM?»:

npukas (0 4em?) 0 co3faHuN aTTecTalMoHHON KOMUCCUN:

npukas (0 4em?) 06 yTBepPXAEHMUM WITATHOIO pacnucaHus;

nmcbMo (0 4em?) o NnpefocTaB/ieHn NHopmaLun.

3aron0BOK K TEKCTY opopmaseTca noj peksmsmtamu 6naHka cnesa, OT rpaHuLbl 1eBoro nons. B ykasax,
NOCTAHOB/IEHUAX, PeLIEeHUsX, Npukasax, n3gaBaeMblx opraHaMmyn BnacTu, 3aro/ioBOK K TEKCTY MOXeT 0popM-
NATbCA Hafj TeKCTOM mnocepefuHe pabouyero noss AOKyMeHTa W LLeHTPyeTCs OTHOCUTE/NIbHO CaMOW A/IMHHON
CTpOKM.

3arofI0BOK K TEKCTY MOXET He COCTaBNATLCA, €C/IN TEKCT AOKYMEHTa He npesbiwaeT 4—5 CTPOK.

5.18 TeKCT fOKYMEHTa cocTaBnseTcs Ha PyCCKOM si3blke Kak rocyfapcTBeHHOM sisblke Poccuiickoii de-
Aepauun. B opraHax rocyfapcTBeHHO BNacTu, opraHax MecTHOro camMoynpaBieHus, rocyaapCTBEHHbIX yu-
pexaeHnax pecnyonuk Hapagy € rocyfapCTBeHHbIM 5i3biIkoM Poccuiickoii ®egepauun MoryT ynotpebasaTbes
rocyfapCcTBeHHble 3blkn pecny6uk. B feaTenbHOCTM rocyAapCTBEeHHbIX OpPraHoB, opraHusauunii, npeanpus-
TUiA 1 yupexgaeHuin Poccuiickoit ®epepaumm Mcnonb3yTCSA rocygapCcTBeHHbIN A3blk Poccuiickoii ®epepauun,
rocyfapCTBeHHbIE 3bIKM Pecny6nMK U UHble A3bIKM HapoAoB Poccuiickoii ®egepayun.

B TekcTe fOKyMeHTa, NOArOTOB/IEHHOM Ha OCHOBAHMMW 3aKOHOAATEe/bHbIX UM UHbIX HOPMATUBHbIX npa-
BOBbIX @KTOB, paHee N3faHHbIX pacnopsaauTenbHbiX 4OKYMEHTOB, YKa3biBalOTCA UX PEKBU3UTI:

- HaMMeHoBaHue BuAa AOKYMEHTa, HaMMeHOoBaHWe opraHu3aumm — aBTopa [OKyMeHTa, gata foKYMeH-
Ta, perncTpaynoHHbIi HOMep AOKYMeHTa, 3arofloBOK K TEKCTY;

- HaMMeHOBaHue opraHusauun Ay AO/HKHOCTHOrO Nuua, yTBepAnBLIEro JOKYMEHT, AaTa yTBepxXaeHunsa
[OKyMeHTa.

TekCT fOKyMeHTa MOXeT cofepxaTb pasgenbl, nogpasfesnbl, MyHKTbl, NOAMNYHKTbI, Hymepyemble apab-
CKUMU umndpamun. YpoBHeli pybpukaumm TekcTa He f0/KHO 6biTh 601ee YyeTbipex.

B npukasax TekCT n3naraeTtcs OT NePBOro nnLa eAMHCTBEHHOIO Yncna («npukasbiBat»),

B fOoKyMeHTax KonnernanbHbIX ¥ COBeljaTesibHbIX OPraHoB TeKCT M3naraetca oT TpeTbero nmua efuH-
CTBEHHOrO yncna («Konnerns ... NOCTaHOBNSAET», «cobpaHue ... peLunno»).

TekcT NpoTokona u3naraeTca OT TPeTbero /Mua MHOXECTBEHHOTO yncna («caywanu», «BblCTYNUAN»,
«NOCTAHOBUINY, «PeLLunsiN»).

B nokymeHTax, ycTaHaBIuBawLWwmx npasa 1 0693aHHOCTM opraHm3auunil, X CTPYKTYPHbIX noapasgeneHuii
(nonoxeHune, MHCTPYKLUS), @ TaKKe CoOAepXKaLnx onucaHne cuTyaunii, aHanms pakToB UK BbIBOAbI (aKT. cnpas-

8
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Ka). ucnonb3yetcs hopma M3/I0KEHUA TeKCTa OT TPeTbero nnua efuHCTBEHHOIO UM MHOXECTBEHHOIO yncna
(«oTAen ocywecTBnAeT PYHKUUN...», «B COCTAB yNpaB/ieHUsa BXOAAT...», KKOMUCCUA NpoBena NpoBepPKY...»).

B cOBMeCTHbIX [JOKyMeHTax TEKCT U3naraetcsa OT NepBoOro mMua MHOXECTBEHHOTO yucna («npukasbiBa-
eM». «peLunnin»),

B genoBbix (Cnyxe6HbIX) NUCbMax NCNONb3YTCA DOPMbl U3N0XEHUA:

- OT NepBOro NMua MHOXECTBEHHOIO yncna («NPpoCUM HanpaBuTb...», «NpefcTaBNfAeM Ha paccmoTpe-
HUe ...»);

- OT TpeTbero Nuua eANHCTBEHHOTO Yncna (KMMHUCTEPCTBO He BO3paxaerT...», «06LWecTBO cuMTaeT BO3-
MOXHbIM...»);

- OT MepBOro nMua eANHCTBEHHOTO Yncna («cunTar Heo6X0ANMbIM...», «npejiarai pacCMoTpeTb...»),
ecnnm NUCbMO 0DOPM/IEHO Ha JO/MKHOCTHOM 6naHke.

B TekcTax fOKYMEHTOB ynoTpebnaTCca ToNbKO 06w enpuHaTele abbpesnaTypbl 1 rpadmuyeckne cokpa-
LeHuns.

Mpn ynoTpebneHun B TekcTe haMununini AnL, UHULManIbl ykasbiBalotca nocne pamununu.

B genoBbix (Cnyxe6HbIX) MMCbMax MOTyT UCMO/Ib30BaTbCA:

- BCTynuTenbHoe obpalieHue:

YBaxaeMblil rocnoguH Mpepcepatens!

YBaxaeMmblit rocnoauH Fy6epHaTtop!

YBaxaeMmblii rocnogunH Mpoxopos!

YBaxaemas rocnoxa 3axaposa!

YBaxaemblit Hukonalii MetpoBuy!

Ysaxaemasn Onbra HukonaesHa!

YBaxaeMmble rocnoga!

B o6palyeHnn No JO/HKHOCTY HaMMEeHOBaHWe A0/HKHOCTW MULLEeTCA C NPONUCHON GYkBbl, B 06palyeHunm
no hamunnm nHNLMansl nuua He ykasbiBatoTCS.

- 3aKnunTenbHan aTukeTHas dpasa:

C yBaxeHunem....

(U3meHeHHan pepgakuusa, N3m. Ne 1).

5.19 OTMeTKa 0 NPUNOXEHUN COAEPXKUT CBEAEHUA O fLOKyMeHTe (AOKyMeHTax), npunaraeMom K OCHOB-
HOMY [JOKYMEHTY (B COMPOBOANTENbHbLIX NMUCbMaXx, NPeTeH3nsaxX, aktax, cnpaskax U ApYrnx MHMOpMaLOoHHO-
CNpaBOYHbIX AOKYMEHTax), WM O TOM. YTO [OKYMEHT ABNAETCSA NMPUIOXKEHNEM K OCHOBHOMY [OKYMEHTY (B
OOKYMEHTax — MNPUIOXKEHUAX K pacnopagnTenbHbIM AOKYMeHTaM, NONOXEHWUAM, npasuaam, MHCTPYKLUAM,
Jorosopam, nnaHam, otTyetam v Ap. fOKyMeHTam).

B conpoBoAuTENIbHbIX NUCbMax U APYTUX UHPOPMaLNOHHO-CMPABOYHbIX JOKYMEeHTax oTMeTKa O Npuso-
XeHun ocopmnaeTcsa noj TEKCTOM OT rpaHuLbl 1€BOr0 NONA cneaynwmnm obpasom:

- eCcnun NpuioXeHne Ha3BaHO B TEKCTe:

MpunoxeHne: Ha 2 n.B 13k3.

- €CQIn npunnoxeHmne He Ha3BaHO B TEKCTE NN eCnun I'IpVII'IO)KeHVIVI HECKOJIbKO, yKa3blBalOT Ha3BaHua A0-
KyMeHTOB—I‘IpVI]'IO)KeHI/IVI. KOMNYeCTBO JINCTOB N 3K3EMNNAPOB KaXA0ro NpuIoXeHua:

Mpunoxenne: 1. MonoxeHne 06 YnpaBneHUN PErMoHasIbHOTO KpeauToBaHus Ha 5 .
B 1 3K3.

2. CnpaBka 0 KajpoBOM COCTaBe YNnpaB/ieHUsA perMoHa/IbHOro KpeauTo-
BaHWs Ha 2 1. B 1 3K3.

- ec/n nNpuaoxeHue (MPUI0XeHUa) cOpoLIOPOBaAHO:

MpunoxeHue: otyeT 0 HAP B 2 3k3.
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- €CNN [OKYMEHT, SIBASIOWMNACA NPUNOKEHNEM, UMEET NPUNOXEHUS C CAMOCTOSATENbHOW Hymepauuei
cTpaHu;

MpunoxeHue: nucbMo PocapxuBa oT 05.06.2015 Ne 02-6/172 1 NPUNOXEHUST K HEMY,
BCEro Ha 5 n.

- €CNn NpuNoXeHnem siBNAeTcA 060CO6/IEHHbI 3NEKTPOHHbI HOocUTeNb (KoMnakT-guck, usb-dnew-
HakonuTesnb N Ap):

MpunoxerHne: CD B 13K3.

Mpu 3TOM Ha Bknajbllwe (KOHBEPTE), B KOTOPbI/i NOMeEL,aeTCa HOCUTENb, YKa3blBAlOTCS HaMMEHOBaHNS
[LOKYMEHTOB, 3anncaHHbIX Ha HOCUTENb, UMeHa ¢haiinos.

B pacnopsaauTenbHbiXx gokymeHTax (MOCTAHOBMEHUAX, PeLleHUAX, Npukasax, pacnopseHusx), Aoro-
BOpax. NOMOXEHUAX, NpaBunax, MHCTPYKLUUAX U APYrMX AOKYMeHTax oTMeTKka O NpuaoXeHun odopmaseTcs
cnepywowmum o6pasom:

- B TeKcTe AOKYMeHTa Npu NepBoM YyMOMUHAHUN JOKYMEHTa-NPUMIOXEHNS B CKOGKax ykasblBaeTcs: ...
(Npunoxexve) unu ... (npunoxeHue 1); nepes HOMEPOM NPUMNOXEHNS [ONyCKaeTCa CTaBUTb 3HAK HOMepa.:...
(npunoxexne No 2):

- Ha MepBOM /MCTE JOKYMEHTa-NPUIOXEHUSA B MPaBOM BEPXHEM YI/y yKka3blBaeTcs:

Mpumep

MpunoxeHune Ne 2
K npukasy AO «lpodhunb»
ot 15.08.2015 Ne 112

CTpPOKN peKBU3MTa BbIpAaBHUBAKOTCS N0 IEBOMY KpPal WU LEHTPYIOTCS OTHOCUTENIbHO CamMOil A/IMHHOM
CTPOKM.

ECnu npuioxeHuem K pacnopsanTesisHoMy AOKYMEHTY SIBISETCS HOPMaTWBHbIM NpaBoBOM akT wam
WHOW [OKYMEHT, yTBEpXAaeMblii AaHHbIM pPacnopsgnuTebHbIM 4OKYMEHTOM, Ha MepBOM NINCTE MPUIOXKEHUS
npocTaBnsieTcs 0TMETKA O NPUIOXKEHUN (6€3 CChISIKM HA PAcMoOPSAUTENbHbIA AOKYMEHT) 1 rpud yTBEpPXAeHUs,
B KOTOPOM YKa3blBAKOTCA faHHble pPacnopsaAuTeIbHOTO AOKYMEHTa, KOTOPLIM YTBEPXAEH AOKYMEHT-NPUI0Xe-
Hue.

Mpumep
Mpunoxexne 1

YTBEPXIEHO
npukasoMm AO «[Mpochmnb»
oT 18.05.2015 Ne 67

5.20 M'puch cornacoBaHns 4OKyMeEHTa NPOCTaBAAETCA Ha AOKYMeHTax, COrfacoBaHHbIX opraHamu Bna-
CTW. opraHnsaunsiMu, AO/MKHOCTHLIMU Nuuamu. pud cornacosaHvma B 3aBUCUMOCTM OT BuAA AOKYMeEHTa U
0COBEHHOCTEl ero ohopMIEHNA MOXET NPOCTABNATLCS:

- Ha NepBOM NIUCTe AOKYMeHTa (ecnn fOKYMEHT UMeeT TUTYNbHbI/ NNCT — Ha TUTY/IbHOM NUCTE) B Ne-
BOM BEpPXHEM YI/y Ha ypoBHe rpuda yTBepXAeHNa UAN nof HanMeHOoBaHWeM [JOKYMeHTa 6/nxKe K HUKHEMY
nosnt);

- Ha nocnepHem NucTe AOKyMeHTa noj TeKCTOM;

- Ha NIUCTe coriacoBaHus, ABNSAOLEMCA HEOTbEeM/IEMON YacTblo JOKyMeHTa.
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F'pucp cornacosaHus coctouT n3 cnosa COMMACOBAHO, f0/KHOCTM Nuua, KOTOpPbIM corfacoBaH Ao-
KyMeHT (BK/loYas HauMMeHoBaHWe opraHusauun), ero co6CTBEHHOPYUYHOI Mmoanucu, MHUULKMANoB, amunuu,

AaTbl cornacosaHus.

Mpumep

COIr'NTACOBAHO

Junpektop BHAVOAL
(nopnuce) N.0. damunnsa

[Jarta

Ecnu corfiacoBaHme OCYLWEeCTBAAETCS KOJIernasnibHbiM OpraHoM, B rpudpe CoriacoBaHusi ykasbiBatoT
cBefleHus 06 opraHe, COrflacoBaBlUeM [OKYMEHT, faTe W HOMepe MpoToKo/a, B KOTOPOM 3adyMKCUMPOBAHO
pelieHue o cornacoBaHun. Ecim cornacoBaHme oCywW,ecTBASETCA MMCbMOM, YKa3blBalOT: BUA fOKYMEHTa, op-

raHu3auuio — aBTopa 4OKyMeHTa, faTy U HoMep nucbma.

Mpumep 1

COIMACOBAHO

CoBeToM AMpPeKTopoB

AO «[Mpochunnb»

(npotokon ot Ne )

Mpumep 2

COIMNMACOBAHO
niuceMoM Pocapxumsa
oT No

5.21 Bu3a cBujeTesibCTBYET O COrflacun UM Hecornacum JO/XKHOCTHOro nuua (paboTHuka) ¢ cogep-
XaHueMm npoekTa AOKyMeHTa. Bu3oii ochopmnseTca BHyTpeHHee coriacoBaHve jokymeHTa. Busa Bkniiouaet
[O/KHOCTb finla, BU3NPYIOLWEro JOKYMEHT, NMOANUCL, paclngposBKy noanucu (MHuymansl, amMmuanio) u gaty
BU3NPOBaHMA.

Mpumep

PykoBoauTesb topuanyeckoro otaena
Mognucek n.0. damunnsa
Jara

Mpun HanMyYMM 3aMeyaHuin K LOKYMEHTY BM3Y OCDOPMASIOT creayowmm ob6pasom:

Mpumep

3ameyvaHua npunararTcs.
PykoBoauTesib topuanyeckoro otaena
Mopgnucek n.0. damunna
Jara



FOCT P 7.0.97—2016

B opraHusauusax, NpUMEHSLWNX CUCTEeMbl 3/1IEKTPOHHOIO [OKYMEeHToo60poTa, corfiacoBaHue Moxet
NpPoOBOAUTLCA B 3N1E€KTPOHHOI hopme cornacHo TOCT P MCO 15489-1.

B foKkyMeHTax, NOA/IMHHUKN KOTOPbIX XPAHATCA B OpraHu3auuun, BU3bl NpOCTaBAAKT Ha NOCNeAHEM NU-
CTe AOKyMeHTa noj noAnucblo, Ha 060poTe mMocnefHero nMcta NOANHHMKA AOKYMEHTa Wan Ha IncTe corna-
coBaHuA (BM3MPOBaHMUA), NpunaraemMoM K LOKYMEHTY.

B ncxogauwmx AoKyMeHTax BU3bl NPOCTABAATCA Ha 3K3eMnaapax JOKyMEeHTOB, NOMeLLaeMblX B AeN0.

Mo ycMoTpeHuto opraHusaLmm MoxeT NPUMEHATLCA NOSIMCTHOE BU3MPOBaHME AOKYMEHTa 1 ero npuio-
XEHWN.

5.22 MoAnucb BKOYaET: HaMeHoBaHne AO/MHKHOCTU nua, NOANUCbIBaKLWEro OKYMEHT, ero CoO6CTBEH-
HOPYYHYI0 NOANUCH, paclngposky noanucu (MHuymnansl, amuninsg).

Mpumep
eHepa/bHbI ANpeEKTOpP Mognucek n.0. damunnsa

Ecnn fokymeHT ochopmneH He Ha 6naHke, B HavMeHOBaHWe [O/HKHOCTU BK/IOYAETCS HauMeHOBaHue
opraHusauuu. flonyckaetcs LLeHTpoBaTb HaMeHOBaHVe JO/HKHOCTU Nnua, noAnucasluero AoOKyMeHT, OTHOCHU-
TeNbHO caMOli ASIMHHOW CTPOKM.

Mpumep

leHepasibHbI ANpeKTop
AO «[Mpochunnb» Moanncb .0. damununsa

Mpu ohopmMaeHnn foKyMeHTa Ha 6naHke AO/HKHOCTHOMO LA AO/KHOCTL 3TOM0 NMua B NOANACK He
yKasblBaeTcs.

Mpumep

Mognuce N.0. damunnmsa

Mpy NoANMCAHUN LOKYMEHTa HEeCKONbKAMU LO/MKHOCTHBIMU NULaMK, 3aHMMal WMy pa3Hoe Nonoxe-
HVe. UX NOAMMCK pacnonaraiTcs ofHa Noj APYrol B nocnefoBaTelbHOCTU, COOTBETCTBYIOLLEN nepapxumn 3a-
HUMaeMbIX 40/MKHOCTEN.

Mpumep
JupekTop nHctutyTa Moanucb N.0. damunnnsa
[NaBHbIA Byxrantep Mopnucb N.0. damunnmsa

Mpu nognucaHuu AOKYMeHTa HECKONMbKUMMW MLLaMiU PaBHbIX AOMKHOCTER Mx moanucK pacnonaratwTcs
Ha 04HOM YpOBHE.

Mpumep
3amecTtuTens gnpekrTopa 3amecTuTesnb gupekropa
no ouHaHCOBbLIM BOMNpPoOcam no agMMHNCTPaTUBHBLIM BOMNpocam
Mognuce N.0. damunus Mognuck n.0. damunna

B fokymeHTax, cocTaB/IEHHbIX Komuccuei, B nognucn ykasbiBaeTca ctaTyc imya B COCTaBe KOMUCCUU.
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Mpumep
Mpepcepatenb KoMuccun Moanwuce nN.o. pamunnsga
UneHbl KoMmuccuun Mopanuce nN.o. pamunnsa
Moanwuce nN.o. pamumnnsa
Moanuce N.o. damunnsa

Mpun nognucaHun fOKYMeHTa NULOM, UCMOSTHAKLWMNM o653aHHOCTMN pykosoaunTend, noanncb O(*)Oprlﬂ-
€TCA C yKasaHuem cTtatyca JO/DKHOCTHOTO nnuua B COOTBETCTBUN C NPUKa3oOM (pacnopﬂ)KeHmeM).

Mpumep

N.o. reHepanbHOro gupekropa Moanuce N.0. damunnsa

nnu:

McnonHsAwwmniA o6a3aHHOCTH
reHepanbHOro gupekrtopa Moanuce N.o. damunns

Mpn nognucaHun AOKYMEHTa NIMLOM, UMEKLW MM NpaBo NOANUCU B Clydae BPEMEHHOIO OTCYTCTBUA py-
KOBOAWUTENSA. UCMIPABNEHNS B HAMEHOBaHMEe AO0/HKHOCTM 1 paclngpoBky amMuanmm yxe noAroToBIEHHOTO 1
COrflacoBaHHOIO NpoeKTa AOKYMEHTa BHOCSTCS OT PYKU MU C UCNOMb30BaHWEM COOTBETCTBYHOLLMUX LUITAMMOB.
He ponyckaeTcs cTaBUTb KOCYHO YepTy, HAANUCb «3a» nepej HauMeHOBaHMEM AO/HKHOCTU nnua B NoANuUCH,
ec/ AOKYMEeHT NoAnucbiBaeT UHOE AO/HKHOCTHOE ANL0.

5.23 OTMeTKa 06 3/1eKTPOHHOI MOANUCK UCMNOMb3yeTCs NMpPU BU3yanusauuu 31eKTPOHHOTO [OKYMEHTa,
NoANMCAHHOIO 3NEeKTPOHHOI NOANUCHLI0, C COBM0AEHNEM CneayoLmnx Tpe6oBaHuii:

a) MecTo pasmelleHns OTMeTKM 06 3/IeKTPOHHOW MOANMCK AO/KHO COOTBETCTBOBaTb MeCTy pasmelle-
HUsi COGCTBEHHOPYYHOW NOANUCK B aHANOTUYHOM JOKYMEHTE Ha BYMaXHOM HOCUTenNe;

6) 9/1IeMEHTbl OTMETKN 06 3/1EKTPOHHOM NOANUCK AO/DKHbI ObITb BUAUMBIMU U YNTaeMbiMK Npu oTobpa-
XEHWUN JOKyMeHTa B HaTypasibHOM pasmepe:

B) 3/1IEMEHTbl OTMETKM 06 3/1eKTPOHHOI NOANUCU He AO/MKHbI NepeKpPbIBATLCA UMW HakKnafblBaTbCsa ApYr
Ha apyra;

r) 31eMeHTbl OTMeTK/ 06 3/1eKTPOHHOI MOANUCK He A0/MKHbI NepekpbiBaTb 3/1IeMEHTbl TeKCTa AOKYMEHTa
1 Apyrne oTMeTkn 06 3NeKTPOHHOW nognucu (Mpy Hanuyium).

OTMeTKa 06 371eKTPOHHOI noAanNucu B COOTBETCTBUM C 3aKoHOAaTeNbCTBOM Poccuiickoih degepauuu
BK/OYaeT ppasy «[lokyMeHT noAnucaH 3/1eKTPOHHO NOANNCHLIO», HOMEP cepTudnkaTa Kya 3/1eKTPOHHOA
noanucu, amunuio, MMs. OTYECTBO Bnajenblia cepTudumkara, cpok AelCTBUS cepTuduUKkaTa Knw4va 3sek-
TPOHHOW nognucu. OTMeTKa 06 31EeKTPOHHON NOANUCKA MOXET BKatovaTb n3obpaxeHue repba, amb6nembl opra-
Ha BiacTu (opraHu3auun), TOBapHOro 3Haka (3Haka 06cnyxunBaHus) opraHusalmm B COOTBETCTBUN C AENCTBY-
IOLWMM 3aKOHOAATE/IbCTBOM.

Mpumep

JOKYMEHT MOAMNCAH
3NIEKTPOHHOM nopgnuceio

Ceptudoukar 1alllaaa000000000011 H.H. Hukonaes
Bnapgeneu, Hukonaes Hukonali Hukonaesuy
[OeiictButeneH ¢ 01.12.2012 no 01.12.2017

HavnmeHoBaHNe
AONXKHOCTH
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5.24 MevyaTb 3aBepsaeT NOAJINHHOCTb NOANUCK AO/HKHOCTHOIO NNLa Ha AOKyMeHTax, yA0CTOBEPSALWNX
npasa nuy. QUKCMPYLWINX dakTbl, CBA3aHHble C (PUHAHCOBbLIMW CPeACcTBaMM, a Takke Ha WHbIX AOKYMeHTax,
npefycMaTpuBalLLMX 3aBepeHre NOANMCK NeyaTblo B COOTBETCTBUM C 3aKOHOAaTeNbCTBOM Poccuiickoii de-
fepaumn.

[loKyMeHTbl 3aBepAlT nevyatbio opraHusaummn. MevaTb NnpocTaBnseTcs, He 3axBaTbiBas CO6CTBEHHOPYY-
HOW mognucu nuua, NnoAnucaBLLero AJOKYMeHT, Uan B mecTe, 0603Ha4YeHHOM «MIM» («MecTo neyatu»),

5.25 OTmeTKka 06 ucnonHUTENe BkAYaeT haMmnan, NMA U OTHECTBO UCNOMIHUTENS, HOMEP ero Tene-
hoHa. OTmMeTka 06 McnonHUTeNe MoxeT AONOSHATLCA HaMMEHOBaHWEM AO/MKHOCTU, CTPYKTYpPHOro nogpas-
[eNeHNs N 3IeKTPOHHbBIM aipeCcoM UCNOMHUTENS.

OTmeTKa 06 ncnonHuTene oopmaseTca Ha NLEeBO CTOPOHe NOCAeAHero McTa oKyMeHTa oT rpaHu-
Libl 1€BOr0 NOMA UAW. NPU OTCYTCTBUN MecTa, Ha 06OPOTHOI CTOPOHE BHU3Y CreBa.

Mpumep

3abenuH ViBaH AHApeeBnd, KOHTPO/IbHOE ynpaBeHne, BeayLuii cneumanmcT
+7(495) 924-45-67, Zabelin@gov.ru

OTMeTKa 06 UcnonHUTesie MoXeT 0hOPMAATLCA KakK HUKHUIA KOTOHTUTYN U nevaTaTbes WPUMTOM MeHb-
wero pasmepa.

5.26 OTmeTKa 0 3aBepeHumn Konuu ohopmaseTcs A5 NoATBEPXAEHUS COOTBETCTBUA KOMUU JOKYMEHTa
(BbIMUCKM M3 AOKYMEHTa) NOA/IMHHUKY JOKyMeHTa. OTMeTKa O 3aBepPeHMn KOMUW NpoCTaBfsieTCs Nnoj peksu-
3UTOM «MOAMUCL» U BK/lOYaeT: C/I0BO «BepHO»: HaMMeHoBaHue JO/HKHOCTMU inua, 3aBepuBLLIEro KOMUIO: ero
CO6CTBEHHOPYYHYIO NOAMUCH: pacwundgposky nognucu (MHULMansl, amununio): gaTy 3aBepeHns Konuu (Bbl-
MUCKN U3 JOKYMEHTA).

Mpumep

BepHo
WHcnekTop cnyx6bl kaapos Moanuchb n.0. damnnusa
Jata

Ecnv konus BblgaeTca ANns NpeAcTaBNeHUs B ApYTyl opraHu3aunto, oTMeTka O 3aBEPEHWUU KOMUK [0-
MOJTHAETCS HAAMUCbIO O MeCTe XPaHEeHWs [LOKYMEHTa, C KOTOpPOro Gbinia u3rotoBrieHa konusi («MoAMUHHUK
[LOKyMeHTa HaxoAuTcs B (HaumeHOoBaHue opraHusauuu) B gene N4 ... 3a ... T04») U 3aBepsieTCcss Nevyarblo
opraHv3ayuu.

[ns npocTaB/fieHUsi OTMETKM O 3aBEPEHMU KONUM MOXET UCMOMb30BaTbCs WTaMM.

5.27 OTMeTKa 0 NOCTYN/IEHNN AOKYMEHTA CAYXMUT 415 NOATBEPXAEHUA dakTa NOCTYN/eHUs JOKyMeHTa
B OpraHu3auuto 1 BkIYaeT AaTy NOCTYN/NEHUS U BXOAAWMIA perucTpayuoHHblii HOMep AokymeHTa. Mpu He-
06X0AMMOCTI OTMETKa O NMOCTYMJIEHUM MOXET LOMOMHSATLCS yKas3aHWeM BPeEMEHU MOCTYMN/EHUSA B 4Yacax u
MUHYTax u cnocoba 40CTaBKN AOKYMEHTa.

OTMeTKa 0 NOCTYN/IEHUN [OKYMEHTA MOXET NPOCTABASATLCS C MOMOLLbIO LWITAMMa.

5.28 Pe3onouusi COAEpPXNUT ykasaHne No UCMOMHEHNO AOKyMeHTa. Pe3ontouns oopmMsieTcsl Ha CBO-
60HOM MecTe pabouero nossi JOKYMeHTa, Ha 6/1aHKe Pe30sIioL MU UM BHOCUTCS HEMOCPEACTBEHHO B CUCTEMY
3/1eKTPOHHOTO AOKyMeHToo6opoTAa.

Pesonounsa BkaoyaeT: hamunnio, MHULMaNbl UCNONHUTENS (MCNOSTHUTENe), NopyYeHne No JOKYMEHTY,
npu HEo6X0ANMOCTU — CPOK UCMOIHEHUS, MOANUCH /INLA, BbIHECLLETO Pe30/Lni0, faTy Pe3ooLuu.

Mpumep

®amunma UN.0.

Mpowy nogrotoButs NpepnoxeHns kK 10.11.2016.
Moanuck

Jata
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5.29 OTmeTKka O KOHTpO/Jie CBWAETEeNbCTBYET O NMOCTAHOBKE AOKYMeHTa Ha KOHTPO/b, npocTaBnsieTcs
WTaMnom «KOHTPO/b» Ha BEPXHEM MoJie JOKYMeHTa.

5.30 OTMeTKa 0 HanpaB/ieHMN AOKYMeHTa B 4efi0 onpeAensieT MecTo XpaHeHuss AOKYMeHTa nocne 3a-
BepleHna paboTbl C HUM U BKIOYaeT: cnoBa «B feno», nHAekc gena no HoMeHknaTtype gesn. B KOTopoe no-
MellaeTcsl 4OKYMEHT Ha XpaHeHue, ¢ ykasaHUeMm roga, fO/HKHOCTY nuua, ohoOpMUBLLETO OTMETKY, NOAMNUCH,
Aatbl.

Mpumep

B geno Ne 01-18 3a 2016 .
3aB. OTAe/IoM KOPnopaTtuBHbIX NPOEKTOB
Mopgnuck Jata

OTMeTKa 0 Hanpas/leHUN JOKYMeHTa B [le/10 MOXET [ONO/IHATLCA KpaTKUMU CBefeHUAMU O xapakrtepe
NCNONTHEHUA AOKYMEHTaA.

6 BnaHkn 0OKYMEHTOB

6.1 Ons n3rotoBsieHna 61aHKOB JOKYMeHTOB cornacHo TOCT P 7.0.8 ncnonb3yetca bymara chopmaToB
A4 (210 x 297 mm). A5 (148 x 210 mMm); AnA U3roToBsieHUs 61aHKOB pe3osnouunii ucnonb3yetcs bymara cop-
matoB A5 (148 x 210 mm), A6 (105 x 148 mm).

Kaxablii NUCT AoKymMeHTa, 0DOpMEHHbI Ha 61aHke unu 6e3 Hero, JO/MKEH UMeTb MO He MeHee:

20 MM — neBoe:

10 MM — npaBsoe;

20 MM — BepxHee;

20 MM — HWXHee.

[OKyMeHTbl ANuTenbHbIX (CBbile 10 neT) CPOKOB XPaHeHWsA AO/DKHbl UMeTb JieBOe NoJjie He MeHee
30 MM.

6.2 OpraHmnsauumn 1Mcnonb3yT 61aHKM AOKYMEHTOB, U3rOTOB/IEHHbIE Ha ByMaxHOM HocuTene (6naHkun
[OKYMEHTOB (hbefepanbHbiX OpraHoB rocyAapcTBEHHON BNacTu ¢ BOcnpoussBefeHnem ocyaapCcTBEHHOrO rep-
6a Poccuiickoli ®efepaLlun n3rotaBanBaloTCcs nonurpadunyeckumm npeanpuaTuaMm, UMerLnmMn ceptudmka-
Thl O HA/TMYUN TEXHUYECKUX N TEXHONOTMYECKNX BO3SMOXHOCTEW AN1A KAYEeCTBEHHOIO U3rOTOB/IEHNS YKa3aHHOro
BMAa NpPoayKuun), N/Mnn 3NeKTpoHHble WabnoHbl 61aHKoB. BnaHkn Ha ByMaXHOM HOCUTeNe U 3NeKTPOHHbIe
WabnoHbl 6/1aHKOB A0/IKHbI ObITb UAEHTUYHbLI MO COCTaBYy PEKBU3UTOB, NOPAAKY UX PACMOSIOKEHWUSA, TAPHUTY-
pam wpudra.

BnaHkn fOKyMEHTOB Ha GYMaXHOM HOCUTeNe U 3NeKTPOHHble WabnoHbl 61aHKOB U3rOTaBNMBAIOTCA Ha
OCHOBaAHWN MakeToB 6/1aHKOB, YTBEPXAAEMbIX PYKOBOAUTENNEM OpraHu3aumnm.

BnaHkn 4OKYMEHTOB cnefyeT usrotaBavBaTb Ha 6enoit 6ymare unm 6ymare CBeT/bIX TOHOB.

ONeKTPOHHble WabnoHbl 6/1aHKOB AOKYMEHTOB A0/DKHbl ObiTb 3aliuleHbl OT HeCaHKLMOHUPOBaHHbIX
N3MEHEHUIA.

6.3 BnaHkn AOKYMEHTOB 0hOpPMISOTCA B COOTBETCTBUN C NpuaoxeHneMm b. OpueHTUPOBOYHbIE TpaHu-
Lbl 30H pacnonoxeHus pekBU3MTOB 0603HaYeHbl NYHKTMPOM. Kaxpas 30Ha onpefenserca COBOKYNHOCTbIO
BXOJALWMNX B HEe PEeKBU3UTOB.

6.4 B 3aBMCUMMOCTMN OT pacnosioXeHns peKkBM3NTOB ycTaHaBIMBaeTCcs 4Ba BapMaHTa 6/1aHKOB — Yr/10BOWA
(pucyHok B.1) 1 npoaoNbHbLIA (pUcyHOK B.2).

6.5 PekBu3utbl 01,02. 03 pacnonaralTca Ha BEpXHEM MoJie JOKYMeHTa Haf peksusntom 05 nocepean-
He 30Hbl, 3aHATON 3TUM PEKBU3UTOM.

PekBn3nt 03 moXxeT pacnonaratbCs cfieBa Ha ypoBHe pekBusumta 05.

PekBu3utbl 05. 06, 07. 08, 09. 13. orpaHnunTenbHble OTMETKU AN pekBu3nTos 10. 11, 12 B npegenax
rpaHunL, 30H PpacnosioXeHs PekBM3MTOB pas3MeLLarnTcs OAHUM U3 CNoCco6OoB:

- LeHTPOBaHHbIM (Ha4yano 1 KOHeL, KaxXAOoN CTPOKM pPeKBU3NTOB PaBHO yAasneHbl OT rpaHul, 30Hbl pac-
NONOXEHNA PEKBU3UTOB):

- hnaroBbiM (Kaxgnas CTpoKa PeKBU3UTOB HauyMHaeTCs OT N1IEBOW rpaHuLbl 30Hbl PACMOIOXEHUA PEKBU-
31TOB).
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6.6 YcTaHaBnuBaloTCcs crnejyowme Buabl 6/1aHKOB JOKYMEHTOB OpraHm3auunm:

- 06WNin 6naHk;

- 6naHK nucbMma;

- 6/1aHK KOHKPETHOro BuAaa foKyMeHTa.

HopmaTuBHbIMW akTamMun opraHm3aunn ycTaHasIMBalTCA BUAbl NPUMEHAEMbIX 61aHKOB U X Pa3HOBUA-
HOCTU (6n1aHK NUcbMa CTPYKTYPHOro nogpasfeneHus, 6/1aHk nucbma LO/MKHOCTHOrO nuua, 61aHK npukasa,
6naHK pacnopsxeHus, 61aHk npoTokona u ap.).

O6pasubl 6:1aHKOB LOKYMEHTOB NpuUBefeHbl B NPUNOXeHUn b.

6.7 O6WwMii 6naHK NCNob3yeTcs ANA U3rOTOBEHUS N06bLIX BUAOB JOKYMEHTOB, KpOMe f,e/10BOro (cny-
XebHoro) nucbma.

O6wwnii 6naHk B 3aBMCUMOCTU OT yuypeauTebHbIX AOKYMEHTOB OpraHu3aumMy n nokanbHbIX HOPMaTUB-
HbIX aKkTOB BkItOYaeT pekBu3ntbl 01 (02 nam 03). 05. 06. 07. 13 1 orpaHMyMTENbHbIE OTMETKN 4151 PEKBU3UTOB
10. 11.16. 17.

BnaHk nucbMa B 3aBUCMMOCTMW OT yupefuTeNibHbIX 4OKYMEHTOB OopraHm3auny u N0KanbHbIX HOPMaTUB-
HbIX aKTOB BkItOYaeT pekBu3ntbl 01 (02 naum 03). 05. 08. orpaHnunTENbHbIE OTMETKM ANA pekBm3nTos 10. 11.
12.15,17. bnaHk nucbMa CTPYKTYPHOTO NnoApasfesieHns 4ONoNHUTENbHO BKAOYaeT pekBu3nT 06. 61aHK NUCh-
Ma AO/DKHOCTHOTO nuua — peksusnt 07.

BnaHK KOHKpPeTHOro Buaa AOKyMeHTa, Kpome NnucbMa, B 3aBUCUMOCTU OT yYpeauTebHbIX AOKYMEHTOB
opraHusauun n NoKasbHbIX HOPMATUBHbLIX aKTOB Bk/toYaeT peksn3nTtbl 01 (02 unum 03), 05. 09. 13 n. npu He-
06X0ANMOCTHN. OrpaHNUYnTENIbHbIE OTMETKN ANS TPaHuL, 30H pacnofioxeHus peksmsntos 10. 11. 16, 17. bnaHk
KOHKPETHOro Buaa fOoKyMeHTa CTPYKTYPHOro nogpasgeneHuns fonoSHUTeNIbHO BKOYaeT pekBn3nT 06. 6naHk
[O/HKHOCTHOTO Nmua — peksnsnT 07.

6.8 B opraHax Bnactu u opraHusaumax pecny6nuk Poccuiickoii ®egepaummn, ncnonb3yowmnx Hapagy ¢
PYCCKMM A3bIKOM KakK rocyfapCTBEHHbIM A3blIkOM Poccuiickoli ®efepauumn rocyfapcTBeHHbI A3bIK (rocyaap-
CTBEHHbIE 513bIKWN) pecnybanK, NCMONb3yoTCS 61aHKN OKYMEHTOB Ha PYCCKOM Si3blKe U TOCYyAapCTBEHHOM fA3bl-
Ke (rocyfapcTBeHHbIX A3blkax) pecnybnuk: yrnosble (PekBu3nTbl 6n1aHka pacnonaralwTcs Ha O4HOM YpPOBHe:
Ha pYyCCKOM fi3blke — cfieBa, Ha rocyapCTBeHHOM A3blke (rocyapCTBEHHbIX A3blkax) pecny6/iMk — cnpasa)
AN NpofosibHble (PeKBU3UTLI 6/1aHKa Ha PYCCKOM A3blke — CBEpPXY, PEKBU3UTbI 6/1aHKa Ha rocyapCTBEHHOM
fA3blke (rocyAapCTBEHHbIX A3blKax) pecnybnnk — Huxe).

[ns nepenuckn ¢ MHOCTPaHHbIMWU KOPPECNOHAEHTaMUN UCNOMb3YIOT 6/1aHKN Ha ABYX SA3blKaX — PYCCKOM
N aHrnuiickom (pUcyHok B.8) nam nHOM MHOCTPaHHOM SA3blKe.

(N3meHeHHas pepgakumsa, N3m. Ne 1).
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MpunoxeHue A
(cnpaBoyHoOe)

PacnonoxeHne pekBU3UTOB Ha TUTYJ/IbHOM JINCTE AOKYMEHTa

HanmeHoBaHWe opraHusaunm

lp1dp cornacoBaHnsl AOKyMeHTa Mpuch yTBEPXAEHUS [IOKYMEHTa

HanmeHoBaHve BuAa LOKYMeEHTa
3arofIoBOK K TEKCTY

Mpych cornacoBaHmsi JOKyMeHTa

MecTo cocTaBneHust (M3aaHnsl) JOKyMEeHTa — rof, U3faHusi AoKyMeHTa

PucyHok A.1 — PacnonoxeHue pekBM3MTOB HA TUTY/IbHOM INCTE AOKYMEHTA
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MpunnoxeHve b
(cnpaBOYHOE)
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PucyHok 6.1 — PacnofiokeHne pekBM3MTOB U rpaHuLbl 30H Ha hopmate A4 yrnoeoro 61aHka
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PucyHok 6.2 — PacnonoxeHne pekBu3MTOB U rpaHuLbl 30H Ha hopmaTte A4 NpoAosbHOro 6naHka
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MpunnoxeHve B
(cnpaBOYHOE)

O6pasubl 6/1aHKOB AOKYMEHTOB

Pocapxvs

degepasibHoe GHOMKETHOE yUupexaeHue
«Bcepoccuiickuii Hay4HO-UccNefoBaTeNbCKMin UHCTUTYT
[LOKYMEHTOBEEHNS U apXMBHOTO Aenax»

(BHUMAAL)

MockBa

PucyHok B.1 — O6pa3sel ob6uiero 61aHka opraHusaunm
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Pocapxvs

depepancHoe BIOMKETHOE yupexaeHue
«Bcepoccuiicknii Hay4HO-UccnefoBaTebCKUi
NHCTUTYT
[OKYMEHTOBEZEHNS 1N apXMBHOTO Aenax»

(BHAMAAL)

MpodpcotosHas yn., a. 82, Mocksa, 117393
Ten./chbakc: (495) 718-78-74;
e-mail:mail@vniidad.ru; http://www.vniidad.ru
OKIMO 02842708; OrPH 1027700380795;
MHH/KIMIM 7708033140/771001001

Neo

Ha Neo oT

PucyHok B.2 — O6pasel, yrnosoro 61aHka nucbma opraHmsaumnm
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Pocapxvs

depepanbHoe GHOMKETHOE yupexaeHue
«Bcepoccuiicknii Hay4YHO-UCCNefoBaTeIbCKNin MHCTUTYT
[LOKYMEHTOBEEHUS 1 apXMBHOIO Aena»

(BHNNOAL)
MpodpcotosHasn yn., a. 82, Mocksa, 117393
Ten./chakc: (495) 718-78-74; e-mail:mail@vniidad.ru; http://www.vniidad.ru
OKMO 02842708; Or'PH 1027700380795; NHH/KMM 7708033140/771001001

Neo

Ha Nc oT

PucyHok B.3 — O6pasel, NnpoAo/ibHOro 6/1aHKa NnMcbMa opraHm3sauunmn
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Pocapxus
defepancHoe GIOMKETHOE yupexaeHue

«Bcepoccuiicknii Hay4YHO-MCCNef0BaTesIbCKUn UHCTUTYT
[OKYMEHTOBEAEHUS 1 apXMBHOIO Aenax»

(BHAMOAL)

OVPEKTOP

Mpodycoto3Has yn., 4. 82, Mockea, 117393
Ten./dpakc: (495) 718-78-74; e-mail:mail@vniidad.ru; http://www.vniidad.ru
OKIMO 02842708; OrPH 1027700380795; NHH/KMM 7708033140/771001001

Ha Ne oT

PucyHok B.4 — O6pasel, NpofosbHOro 61aHka nucbMa fO/HKHOCTHOrO nua
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Pocapxvs

depepanbHoe GHOMKETHOE yupexaeHue
«Bcepoccuiicknii Hay4YHO-UCCNefoBaTeIbCKNin MHCTUTYT
[LOKYMEHTOBEEHUS 1 apXMBHOIO Aena»

(BHUMLAL)

OTPAC/IEBOV LIEHTP MOBbILWEHNSA KBANDUKALIAN

MpodpcotosHasn yn., a. 82, Mocksa, 117393
Ten./chakc: (495)718-78-74; e-mail:mail@vniidad.ru; http://www.vniidad.ru
Ten./dpakc (495) 718-79-38; e-mail:ocpk@vniidad.ru
OKMO 02842708; Or'PH 1027700380795; NHH/KMM 7708033140/771001001

Ha Ne or

PucyHok B.5 — O6pa3sel Npogo/ibHOro 6/1aHKka NnucbMa CTPYKTYPHOTo nogpasgaeneHus
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Pocapxus
defepanbHoe 6HOMKETHOE yupexieHue

«Bcepoccuiicknin Hay4HO-MUCCeA0BaTeNbCKAN MHCTUTYT
[LOKYMEHTOBEIEHMS U apXUBHOTO fenax»

(BHMUMOAL)

MPUKA3

MockBa

PucyHok B.6 — O6pasel 6/1aHKa KOHKPETHOTO BuAa [oKyMeHTa opraHusayum
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Pocapxvs
depepanbHoe GIOMKETHOE yupexaeHue

«Bcepoccuiicknii Hay4YHO-UCCNefoBaTeIbCKNin MHCTUTYT
[LOKYMEHTOBEEHUS 1 apXMBHOIO Aena»

(BHUMLAL)

OVIPEKTOP

PACIMOPAXXEHVE

MockBa

PucyHok B.7 — O6pasel, 611aHKa KOHKPETHOIO BUAa AOKYMEHTA A0/HKHOCTHOIO fiMya
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Pocapxus

degepanbHoe BHOMKETHOE yupexaeHue
«Bcepoccuiicknii Hay4YHO-MCCNef0BaTeIbCKU UHCTUTYT
[OKYMEHTOBEAEHUS 1 apXMBHOIO Aenax»

(BHAMAAL)

MpodbcotosHaa yn., a. 82, Mocksa, 117393
Ten./dpakc: (495) 718-78-74; e-mail:mail@vniidad.ru; http://www.vniidad.ru
OKIMO 02842708; OrPH 1027700380795; NHH/KMM 7708033140/771001001

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

Profsoyuznaya ulM82, Moscow, 117393
Tel./Fax: (495) 718-78-74; e-mail:mail@vniidad.ru; http://www.vniidad.ru

Ha Ne

PucyHok B.8 — O6pasel, NpoAo/bHOMO 61aHka NcbMa opraHm3anun Ha ABYX sf3blkax
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YK 006.35.034(470+571):[005.92:002.1]:006.354 OKC 01.140.20

KntoueBble c/ioBa: opraHuM3auuoHHO-pacnopsguTensHas LOKyMeHTauusi, opopMaeHne AOoKyMeHTa, 6/1aHK
[OKYMEHTa, PEKBU3NT LOKYMeEHTa

Pepaxtop H.H. Ky3bMuHa
TexHunyeckuii pegaktop V.E. Yepenkosa
Koppektop /1. C. UspHoycosa
KomnbtoTepHas BepcTka E.A. KoHapalloBoii

MoanucaHo o nevatb 13.02.2019. dopmat 60*84'/.. FapHutypa Apuan.
Yen. neu. n. 3.72. Yu.-u3g. n. 3.34 Tupax. 24 3K3. 3ak. 77.
MoAroToBNEHO HAa OCHOBE 3/1EKTPOHHOI Bepcun, NpeaocTaBneHHo paspaboTynMkom cTaHpapTa

Mn3paHo n otneyataHo Bo ®Iryn «CTAHAAPTUH®OPM»

117418 MockBa. HaxuMoBCKuWii np-T. 4. 31, k. 2.
M-wvv.gostmfo.ru  inSo@gostanfo.ru
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OKC 01.140.20

M3meHeHne Ne 1 TOCT P 7.0.97— 2016 Cuctema cTaHgapToB No uHdopmaynm, 6ubnnoTevyHomy m nsga-
TenbCKOMY aeny. OpraHusaynoHHo-pacnopsaguTenbHas AokyMmeHTauusa. Tpe6osaHusa K ohopMIeHUIo
OOKYMEHTOB

YTBepxAeHO 1 BBefeHO B felicTBne MNpukazom PegepanbHOro areHTcTBa MO TEXHUYECKOMY perynupo-
BaHWo U MmeTponorum ot 14.05.2018 N? 244-c1

[Narta BBegeHns — 2018—07—01

MyHKT 3.3 N3/10XNUTb B HOBOW pefakuuu:

«3.3 [na co3faHusa JOKYMEHTOB Heo6X0A4MMO UCMo/b30BaTb CBOGOAHO pacnpocTpaHsieMble 6ecnnat-
Hble WpNPTHI.

[Ana ochopmneHns 4OKYMEHTOB peKoMeHAyeTCcs NCnob3oBaTb pasmepsbl wpudgtos N?12.13.14.

Mpw cocTasneHnn Tabnuy 4onyckaeTca UCNO/b30BaTh WPUPTbI MEHbLUNX PA3MEPOB».

MyHKT 5.18. MepBbIii ab3aL, N310XUTb B HOBOW peAakuuu:

«5.18 TeKkCT fOKYMeHTa COCTaB/SieTCA Ha PYCCKOM f3blke Kak rocyfapCTBeHHOM fA3blke Poccuiickoit
depepauynn. B opraHax rocyfapcTBeHHON BnacTu, opraHax MeCcTHOro camoynpaB/ieHUs, rocyAapCTBEHHbIX
yupexgeHuax pecny6avk HapsAy ¢ rocygapcTBeHHbIM A3bIKOM Poccuiickoii ®egepaunn MoryT ynotpebnsatbcs
rocyflapcTBeHHble A3blkn pecnybavk. B feaTenbHOCTN rocyaapCcTBEHHbIX OpraHoB, OpraHusauunii, npeanpus-
TUIA 1 yupexaeHunin Poccuniickon depepaynmmn ncnob3yTca rocyfapcTBeHHbIN s3blk Poccuiickoih degepauum,
rocyfapcTBeHHble A3blKM pecny6/vK 1 UHble A3blkM HapogoB Poccuiickoil depepanum».

MyHKT 6.8 N3N0XNTb B HOBOI pejakuuu:

«6.8 B opraHax BnacTu u opraHusauuax pecnybnvk Poccuiickoli ®egepauun, ncnosnb3yowmnx Hapsaay ¢
PYCCKUM A3bIKOM Kak rocyfapcTBeHHbIM A3blKOM Poccuiickoin ®efepaumnmn rocyfapcTBeHHbI A3blk (rocyaap-
CTBEHHbIE A3bIKW) pecnybnkK, NCNoNb3yTCA 6/1aHKN JOKYMEHTOB Ha PYCCKOM A3blKe U rOCYapCTBEHHOM S3bl-
Ke (rocyfapcTBeHHbIX fi3blkax) pecny6vK: yrnoBble (PekBM3WTbl 6G/1aHKa pacnonaraloTcsa Ha OAHOM YPOBHE:
Ha pyCcCKOM fi3blke — C/ieBa, Ha rocyapCTBEHHOM fA3blke (rocyfapCTBEHHbIX i3blkax) pecnybaunk — cnpasa)
UKW NPOAOSbHbIE (PEKBU3NTLI 6/1aHKA Ha PYCCKOM fi3blke — CBEpXY, PEKBU3UTbI 6/1aHKa Ha rocyfapCTBEHHOM
A3blke (rocyAapCTBEHHbIX A3blkax) pecnybank — Huxe).

[na nepennckn ¢ MHOCTPAHHbLIMW KOPPECNOHAEHTaMUN UCNOMb3YI0T 61aHKN Ha ABYX A3blKax — PYCCKOM
1 aHrnuiickom (npunoxeHue B.8) WAv NHOM MHOCTPAHHOM A3bIKe».

(WYC No 7 2018 1)
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