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CKNI MHCTUTYT AOKYMEHTOeeAeHMS N apxuBHoro gena» (BHAMOAL) ®egepasibHOro apxXmMBHOMO areHTCcTBa

2 BHECEH TexHun4yeckMm KOMWUTETOM MO cTaHfapTudaumm TK191 «HayyHO-TexHu4veckas MHgopmauns,
61bNMoTEUHOE N N3JaTesibCKoe Aeso»

3 YTBEPXJEH W 8BEJEH B JEWCTBUVE MMpukasom ®efepasibHOrO areHTcTBa Mo TeXHUYECKOMy pe-
ryaMpoBaHMIo N MeTponornm ot 6 gekadbps 2016 r. Ne 2004-cT

4 BSAMEH I''OCT P 6.30-2003

5 B HacTosweM cTaHgapTe peain3oBaHbl HOPMbI hefiepasibHbIX 3aKOHOB OT 27 utona 2006 r. Ne 149-d3
«06 WHpopMauun, MHGOPMALMOHHBIX TEXHOMOMUAX U O 3awmTe MHAOpMauum», OT 22 okTAbpsa 2004 r.
N« 125-d3 «O6 apxnBHOM gene B Poccuiickoin degepaunm»

6 N3OAHUE (cheBpanb 2019 r.) ¢ N3meHeHMeM Ne 1. yTBepXAeHHbIM B Mae 2016 r. (MYC 7—2016)*

Mpasuna NpUMeHeHna HaCTOALLEro CTaH4apTa ycTaHoB/eHbl B cTaTbe 26 PefepasibHOro 3akoHa
0T 29 mioHA 2015 r. Ne 162-93 «O cTaHgapTu3aumm B Poccuiickon ®egepaunn». NHdopmauusa o6 ns-
MEHEHMAX K HacTosALWeMy CTaHdapTy nybsimkyeTcs e exerofHoM (Mo COCTOAHMIO Ha 1 AHBaps TeKyLero
roza) uHhopMaLoHHOM yKasaTene «HaunoHanbHble CTaH4apTbi», a OULMaSIbHBIA TEKCT U3MEHEHW 1
nonpaBok— B eXeMeCcsa4YHOM UHGOoPMaLMOHHOM yKa3aTene «HaunoHanbHble cTaHgapThi». B criyyae nepe-
CMOTpa (3amMeHbl) UM OTMEeHbl HACTOALEro CTaHgapTa CooOTBeTCTBYIoLWee yBeJoM/eHne byaeT ony-
61MKOBaHO B H6/vdKaliLLIEM BbINyCKe eXeMeCA4YHOro MHMOPMaLOHHOI0 YKa3aTens «HaumoHabHble CTaH-
fapTbl». CooTBeTCTBYOWAs MHopMaums, yseoM/IeHNe N TEKCTbI pa3MeLLanTcsa B MHDOPMaLOHHOM
cucTeme 06Lero nosb30BaHWs — Ha odnLmasibHOM caliTe defepasibHOro areH TCTBa N0 TeXHNYECKOMY
perynMpoBaHvio U MeTposiorum B ceTwn IHTepHeT (Www.gost.ru)

© CtaHgapTuHdopMm. ochopmneHme. 2018. 2019
HacToswmnii ctaHgapT He MOXET 6bITb MOJSIHOCTBIO UM YAaCTUYHO BOCMPOU3BEAEH, TUPaXKUPOBaH U pac-

NnpocTpaHeH B KauyecTBe ohmumanibHOIO nU3gaHms 6e3 paspelleHns degepasibHOro areHTCTBa Nno TeXHUYEeCcKo-
My PerysiMpoBaHuio U MeTposiorum

* HacToslliee n3faHve 3aMeHsieT BCe NpeapblayLive n3faHus 4aHHOro cTaHgapTa.
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HALIMOHAJIbHbIN CTAHOAPT POCCUNCKOW ®EAEPALINA

CucTtema cTaHAapToB Mo MHopMaLUKn, GUGNNOTEYHOMY U U3AATENBCKOMY ey
OPIrAHN3AUMOHHO-PACIIOPAAVNTE/IbHAA AOKYMEHTALNA

TpeboBaHUA K OhOPMIEHUIO OKYMEHTOB

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

Jata BBegeHns — 2018—07—01

1 O6nacTb NPMMEHEHNS

HacToswmini cTtaHgapT pacnpocTpaHseTcs Ha OpraHm3auMOHHOpacnopsanTesibHble OOKYMEHTbI: ycTa*
Bbl. MOJIOXKEHUS, NpaBWia, MHCTPYKUUW, PEerfiaMeHTbl, NMOCTaHOB/IEHUS, PaCnoOpshKeHUsl, Npukasbl, peLleHus,
NPOTOKO/Ibl, AOrOBOPbI, aKkTbl, MMCbMa, CNPaBkn N Ap. (fasiee — AOKYMEHTbl), B TOM 4uC/ie BK/IHOUYEHHblE B
OK 011*93 «Ob6Liepoccuiickunii knaccudunkaTop ynpaBsieHYeckon AokyMeHTaumm» (OKY). knacc 0200000.

HacToswmin cTaHgapT onpefensieT COCTaB PEKBM3UTOB AOKYMEHTOB, NMpaBuia MX OOPM/IEHNS, B TOM
yucne ¢ NpUMeHeHNeM NMHPOPMAaLVNOHHbIX TEXHOMOIMIA; BUAbl 6/1aHKOB, COCTaB PEKBU3WUTOB 6G/1aHKOB, CXEMbI
pacrnosioXeHNs PeKBU3MTOB Ha AOKyMeHTe; o6pasubl 61aHKOB; MpaBuna co3fgaHus AOKYMEHTOB. [MonoxeHns
HaCTOsILLEero cTaHaapTa pacnpoCTPaHATCA Ha OKYMEHTbI Ha 6YMaXKHOM U 3NIEKTPOHHOM HOCUTESSX.

2 HopmaTuBHbIE CCbISKN

8 HacTosLWeM cTaHaapTe NCNOJIb30BaHbl HOPMAaTUBHBLIE CChISIKX Ha crieAyowme ctaHaapThl:

FOCT P 7.0.8 Cuctema cTaHOapToB No MHopmaummn, 6ubmoTedHoOMy 1M mnsgatesisCkomy geny. Jeno-
Npon3BOACTBO U apXnBHOE AeN0. TePMUHbI 1 onpeaesieHns

FOCT P MCO 15489-1 Cuctema ctaHgapToB rno nHdgopmauymm, 6UbnoTeHHoMy 1 nsgatenbCKkomMmy Aeny.
YnpaBneHue gokymeHTamn. O6Limne TpeboBaHns

Mpum evya H N e — Tpun NONbL30BaAHUM HACTOSALWMM CTaH4APTOM Lies1ecoobpa3HO NPOBEPUTL AENCTBUE CCbIIOYHbIX
CTaHAapToOB B MHGIOPMALMOHHON cucTeMe 0OLero nosib30BaHUs — Ha oduunasibHOM cairiTe PefepasibHOro areHTcTBa no
TEXHNYECKOMY PeryimpoBaHnI0 U METPOSIOTUU B CeTU VIHTepHET uam no exerogHomy MHopMaunmoHHOMY ykasaTento «Ha-
UMNOHaJ/IbHblEe CTaHOapPTbI», KOTOprI7I OI'Iy6I1VIKOBaH Mo COCTOSAHUIO Ha 1 AHBapA TeKylwlero roga, n no BblMyCKamM exemecau-
HOro MHMOPMAaLUMOHHOIO ykasaTtens «HaumoHanbHble cTaHAapTbi» 3a TeKywui rod. Ecnn 3ameHeH CCbINOYHbIN cTaHaapT,
Ha KOTOpbIN AaHa HegaTMPOBaHHas CCblfika, TO PEKOMeHAYeTCs MCMNOoNb30BaTb AElCTBYIOLWYIO BEPCUIO 3TOro cTaHaapTta
C YYeTOM BCeX BHECEHHbIX B AaHHYIO BEPCUIO U3MeHeHUI. ECnn 3aMeHeH CCbINOYHbIA CTaH4apT, Ha KOTOpbI AaHa JaTu-
poOBaHHasA CCbl/IKa, TO PEKOMEHAYETCSA MUCNO/b30BaTb BEPCUKD 3TOr0 CTaHAapTa C yKasaHHbIM Bbllle FOAOM YTBEepPXAEHWUs
(NpuHATURA). Ecnn nocne yTBepXAEHNSA HACTOSALWEro crtaHAapTa B CCbUIOYHbIN CTaHAApT, HAa KOTOPbIA faHa gaTupoBaHHast
CCbl/IKa, BHECEHO M3MEHeHMVe, 3aTparvBarollee NnosioXkeHne, Ha KOTOpPOe JaHa CCblsiKa, TO 3ro MOJIOXEHNe peKkoMeHayeTcs
NnpUMeHaTb 6e3 yyeTa JaHHOro U3MeHeHus. ECAn CCbI/IOYHbIN cTaHO4apT OTMeHeH 6e3 3aMeHbl, TO MOJIoXKele. B KOTOPOM
[aHa ccblfika Ha Hero, peKoMeHAyeTCs MPUMEHSITb B YaCTU, He 3aTparMBatoLleil 3Ty OCbINKy

3 O6Lwume TpeboBaHMsA K CO34aHUI0 LOKYMEHTOB

3.1 [OKyMeHTbl MOFyT CO3/aBaTbCs Ha BYMaXHOM HOCUTENe N B 3MIEKTPOHHOWN hopme ¢ cob/tofeHnem
YCTaHOB/EHHbIX NpaBua 0hOPM/IEHNS AOKYMEHTOB.

MN3paHne omuymanibHoe
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3.2 Mpwn co3gaHnn OOKyMeHTa Ha ABYX W 60see cTpaHuuax BTOPYIO M nocnegytoume cTpaHuubl HymMme-
pytoT.

Homepa cTpaHuy, NpoCcTaBAKTCA MocepefuHe BEpPXHEro nosisd AOKYMeHTa Ha PacCTOsHUW He MeHee
10 MM OT BEpPXHEro Kpas fmcra.

JonyckaeTca co3faHve [OKYMEHTOB Ha NULEBON W OBOPOTHOW CTOpPOHax nucta. MNMpu ABYCTOPOHHEM
CO3[aHnn OKYMEHTOB LUMPKHA NIEBOrO MOJIA Ha NMLEBOI CTOPOHE /INCTa U NPaBoro Nnosisi Ha 060POTHOW CTO»
pOHe NucTa A0/DKHbI ObITb PaBHbI.

3.3 [inA co3gaHus AOKYMEHTOB Heo6X04MMO MCMOof1Ib30BaTb CBOOOAHO pacnpocTpaHseMble 6ecnnaTHble
WpnUPThI.

[Ons ocbopmneHns LOKYMEHTOB PEKOMEHAYETCA NCMOIb30BaTh pa3mMepbl wpndTos Nel2,13.14.

Mpwn coctaBneHnn TabanL, 4ONYCKAeTCA UCMONb30BaTh LWPUPTbI MEHBbLLINX Pa3MepoB.

(M3meHeHHas pepakums, M3m. Ne 1).

3.4 Ab63ayHbIih OTCTYN TeKCcTa AoKyMeHTa — 1.25 cm.

3arosioBku pasgesioB 1 nogpasaesoB nevyaranTca ¢ ab3auHbIM OTCTYNOM WA LLEHTPUPYIOTCA MO LWNPU»
He TeKcTa.

MHOroCTpOUHble PEKBM3UTLI NevaTarTCa Yepe3 O4UH MEXCTPOUHbIA MHTEePBasl, COCTaBHbIe YaCTU pPekK-
BU3NTOB OTAENAKOTCA AONO/IHUTE/IbHLIM MHTEPBA/IOM.

TeKkcT goKymeHTa neyaraetca yepes 1—1.5 MeXCTPOUHbIX UHTEpBaia.

Ecnn OOKYMEHT roToBUTCA 4/19 U3LaHUSA C YMeHbLUeHMneM MacluTaba, TeKCT rnevyaraetcs yepes [Ba WH-
TepBana.

WHTepBan mexagy 6ykBamu B CNIOBaxX — O6bIYHbI.

ViHTepBan mexgy crioBaMmv — O4NH Npo6en.

3.5 TeKkCT OOKyMeHTa BblpaBHMBAETCSH MO WKUPUHE nucTa (No rpaHvuam fieBoro U npasoro nosen [o-
KYMEHTA).

[nvHa camoii ANNMHHOM CTPOKM PeKBM3MTa NP YII0BOM PacroIOKeHUN PEKBU3NTOB He 6onee 7,5 cm.

[OnnHa camoii A/IMHHOM CTPOKM pekBM3uTa Npu NpoAOSIbHOM PacrosiOKEHUN PeKBU3NTOB He 6onee
12 cm.

3.6 HopmaTuBHbIMM akTamy opraHu3aunm MOXeT ObITb NPefyCMOTPEHO BblAeNeHne PeKBU3NTOB «afpe-
car». «3arofI0BOK K TEKCTY» W/ «NOAMUCL», & Takke OTAe/bHbIX (PhparMeHTOB TeKCTa NONYXUPHBLIM LLPUAITOM.

3.7 HopmaTuBHbIe aKkTbl OpraHu3saLnn, a Takke Hble MHOTOCTPaHUYHbIe [OKYMEHTbI MOTyT 0DOpPMATL-
CS C TUTY/IbHBIM NINCTOM. TUTY/bHbIV INCT JOKYMeHTa 0DOPM/ISETCHA B COOTBETCTBUM C NMPUNOXEHNEM A.

4 PeKkBM3UTbI 4OKYMEHTa

Mpn noAroToBke 1 0POPMIIEHNN JOKYMEHTOB UCMNO/b3YIOT PEKBU3UTLI, ONpeesieHnsa KOTopbIX NpuBeae-
Hbl B TOCT P 7.0.8.

01 — rep6 (FocypapcTtBeHHbIN repb Poccuiickon depepaunmn, repb cybbekta Poccuiickon depepaunu,
rep6 (repanbAnNyecKnii 3HaK) MyHULMNa/IbHOrO 06pa3oBaHns);

02 — ambnema;

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

04 — Kof, hOpMbl [LOKYMEHTA;

05 — HanmeHoBaHWe opraHn3auum — aBTopa AOKYMEHTa;

06 — HanmMeHOBaHMe CTPYKTYPHOr0 noApasfenieHns — aBTopa AOKYMEHTa,;

07 — HanmeHoOBaH1e OOJ/HKHOCTU Ninla — aBTopa AOKYMEHTA,;

06 — cnpaBoOYHble AaHHble 06 opraHu3auuu;

09 — HanmeHOBaHWe BMAa AOKYMEHTA,;

10 — para OOKYMEeHTa,

11 — perncTpaumoHHbIi HOMep AOKYMEHTa,;

12 — ccblinka Ha perncTpaumoHHbIA HOMepP 1 AaTy NOCTYNUBLLETO AOKYMEHTA;

13 — mecTOo cocTaB/ieHUsa (U34aHNSA) OKYMEHTA;

14 — rpudp orpaHnyeHnsa focTyna K JOKYMEHTY;

15 — agpecar;

16 — rpud yTBEPXAEHUNA OOKYMEHTA,;

17 — 3aros10BOK K TEKCTY;

18 — TeKCT JOKYMEHTa;

19 — oTMeTKa O NPUIOXEHUU;
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20 — rpud corniacoBaHus AOKYMEHTa,;

21 — BU3a;

22 — noAnuceb;

23 — oTmeTKa 06 3N1EKTPOHHOW Nnoanucwy;
24 — nevatb;

25 — oTmMeTKa 06 MUCMOJIHUTENE;

26 — OoTMeTKa O 3aBepeHun Konuu,

27 — OoTMeTKa O MOCTYMN/IEHUN LOKYMEHTA;
28 — pe3onouus;

29 — OoTMeTKa O KOHTpPOIE;

30 — oTmeTKa O HanpaB/eHUN AOKYMEHTA B Aef0.

5 OdphopmsieHNe PEKBU3NTOB [OKYMEHTOB

5.1 Tep6 (FfocypapctBeHHbI repb Poccuiickoli depepaunu, repd cybbekta Poccuiickoin denepaunu,
rep6 (repanbOuyecknii 3HaK) MyHULMNaIbHOro 06pa3oBaHns) BOCNPOU3BOANTCS Ha O/slaHKax AOKYMEHTOB B
COOTBETCTBUM C DPefepasibHbIM KOHCTUTYLMOHHbLIM 3akKOHOM OT 25 pekabpsa 2000 r. Ne 2-®K3 «O [ocyaap-
CTBEHHOM repbe Poccuiickoi Pepepaumny», 3akOHOAATENbHLIMU U MHLIMW HOPMaTUBHbIMW MPaBOBbIMU akTa-
MW CyObeKToB Poccuiickoii defepauum n HOpMaTtMBHbLIMY akTaMy OpraHOB MECTHOIO camoyrnpaBneHus.

M306paxeHue repba (FocypapctBeHHOro repba Poccuiickoii ®egepaumn, repba cybbekta Poccuiickoi
depepauumn, repba (repasibANHECKOro 3Haka) MyHUUMNasIbHOro 06pa3oBaHus) MOMeELLaeTcs nocepenvHe
BEpXHero noss 651aHKa AOKYMEHTa Haf, pekBu3uMTamMn opraHusaumMm — aBTopa [OKYMeHTa Ha pacCTOsHUM
10 MM OT BEpPXHEro Kpas ncra.

5.2 Ombnema opraHusaumn, paspaboTaHHas 1 yTBEPXAEHHasA B YCTaHOBJ/IEHHOM MOpsAke, pa3mMellaeT-
CA B COOTBETCTBUM C HOPMaTMBHbLIMM MPaBOBbIMW akTaMu Ha 61aHkax: AOKYMEHTOB dhefepasibHbIX OpraHoB
rocyfapCTBEHHON BAacTu (3a MCK/IKOYEHMEM CNy4vaeB, npedycMaTpyBalovX WCMOJ/Ib30BaHNE N300paXeHUS
FocypapctBeHHOro repba Poccuiickoii depepauunmn), TeppuToprasibHbIX OpraHoB defepasibHbIX OpraHoB ro-
Cy[AapCTBEHHOI BNacTu, rocyfapCTBEHHbIX M HEroCyAapCTBEHHbLIX OpraHm3auyuii. isobpaxeHne ambembl no-
MellaeTcsa nocepeaviHe BEpPXHEro nons 67aHka AOKYMEHTa Haj, pPeKBU3MTaMU OopraHu3auum — aBTopa A0KYy-
MeHTa Ha paccTosiHMM 10 MM OT BEPXHETO Kpas fiucTa.

5.3 ToBapHbIi 3HaK (3HaK 06CNYXMUBaHWUSI), 3aperncTpMpPOBaHHbIN B YCTaHOB/IEHHOM 3aKOHOA4aTe/1IbCTBOM
nopsigke, BOCNpomM3BoAUTCA Ha 6/1aHKax opraHvM3auuii B COOTBETCTBUM CyCTaBOM (MOJIOXEHMEM 06 OpraHu3a-
umn). MI306paxxeHre TOBapHOro 3Haka (3Haka 06CcnyXxuBaHMs) NOMeLLaeTCs nocepeaniHe BepXHero nonsa 61aH-
Ka [OKYMEeHTa Ha/ pekBuM3nTamu opraHmsauum — aBTopa [OKYMEHTa WanM crfieBa Ha YypOBHE HauMeHOBaHUs
opraHusaumm — aBTopa AOKYMeHTa (4onycKaeTcs 3axBaTbiBaTb YacTb /IEBOrO MNOJIS).

Hapsigy C TOBapHbIM 3HakOM (3HaKOM OO6CNyXuBaHus) Ha 6Gr1laHKax OOKYMEHTOB MOXET yKa3blBaTbCs
KOMMepyeckoe 0603HauYeHne PUANYECKOro mua.

5.4 Kopg thopmbl AOKYMeEHTa NPOCTaBASETCA Ha YHU(PMLMPOBaHHbIX (hOpMax OKYMEHTOB B COOTBETCTBUU
¢ ObLepoccuiickum KnaccumkaTtopom ynpassieH4eckol gokymeHTauun (OKY) nan nokanbHbIM Knaccudgm-
KaTOpPOM. pacnosiaraeTcs B NpaBOM BepxHeM yray paboyero nons AOKYMeHTa, COCTOUT M3 cnoB «Popma rno»
(HammeHoBaHUWe knaccudukaropa) 1 LMgpoBoro Kkoaa.

Mpumep
dopma no OKY/[] 0211151

5.5 HauMmeHoBaHue opraHusauMm — aBTopa AOKYMeHTa Ha 6/1aHKe OOKYMeHTa [O/HKHO COOTBETCTBO-
BaTb HanMMeHOBaHMWIO HOPUANYECKOro /IMUa, 3aKpernsieHHOMY B ero yypeamuTesibHbIX LOKYMeHTax (yctaBe wuam
nonoxexun). Non HaMMeHoOBaHMEM OpraHmM3aunm B CKOOGKax yKa3blBaeTCs COKpalleHHOe HauMeHOBaHue opra-
HM3auMWN. eCNI OHO NPeyCMOTPEHO YCTaBOM (MOJIOXKEHMEM).

Hap, HanmeHoBaHMeM opraHm3aumm — aBTopa AOKYMeHTa yKasblBaeTCs MNosIHOe WM COKpalleHHoe Hau-
MeHOBaHWe BbILLEeCTOsALLEer opraHn3auum (Npy ee Hannuum).

5.6 HaumeHOBaHVe CTPYKTYpPHOro noapasfefieHnss — aBTopa [LOKyMeHTa (B TOM uucne duninana, otae-
NeHns. NpeacTaBUTeNIbCTBA, KOJI/1ernasibHOro, COBeLaTe/isHOro UM MHOro opraHa) UCMosb3yeTcs B 61aHKax
nucem n 651aHKax KOHKPETHbIX BUAOB AOKYMEHTOB COOTBETCTBYHOLWMX NoApasnesieHnin (opraHoB) B COOTBET-
CTBUN C /IOKaJTIbHbIMW HOPMAaTUBHbLIMUW akTamMu 1 yKa3blBaeTCa Noj HaMMeHOBaHWeM opraHmnsauum.
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5.7 HaummeHOBaHWe [O/DKHOCTM MLa — aBTopa AOKYMeHTa UCNOo/b3yeTcs B 6G/1aHKax [O/DKHOCTHbIX
NI, 1 pacrnofiaraeTcs noj, HaMeHOBaHWEM OpraHu3auuv UM HauMMeHoBaHvMeM Tepputopumn (kpas, obnactw,
aBTOHOMHOW 06nactun 1 Ap.). ecnn AOKYMEHT M3[aeT PyKOBOAWUTEslb OpraHa B/lacTh cyb6bekTa Poccuiickon
degepayn, MyHUUMNa/IbHOrO 06pa3oBaHns. HanmeHoBaHWe AO/HDKHOCTU Anua — aBTopa AOKYMeHTa ykasbl*
eaeTcs B COOTBETCTBUM C HaMMEHOBaHMEM, MPUBELEHHbIM B pacrnopsauTeslbHOM AOKYMEHTE O Ha3HaveHun
Ha 0O/HKHOCTb.

5.8 CnpaBoYHble faHHble 06 OpraHM3aunmn ykasbiBaloTcs € 61aHKax MMCeM 1 BK/IHOHAlOT: MOYTOBbIA agpec
opraHusaumn (LONOSTHNTENBHO MOXET yKasbIBaTbCA afpec MecTa HaxOXAEeHUS opUAVNYEecKOoro fivua, ecim OH
He coBnajaeT C NOYTOBbIM agpecom); HoMep TenedoHa, dhakca, aapec 3/1IEKTPOHHOM NOYTbI, CETEBOW aapec.

B cocTaB crpaBOYHbIX AaHHbIX, 3a UCK/THOYEHNEM 6/1aHKOB AOKYMEHTOB OpPraHoOB rocy4apCTBEHHON Bna-
CTWU. OpraHoOB MECTHOro caMoynpaB/ieHMs, BK/IHOYalOTCA: KoA opraHm3auuu no O6uiepoccminckomy knaccudm-
Katopy npegnpusTtuii n opraHnsaumii (OKMO). OCHOBHOM rocyAapCTBEHHbIN PErncTPaunoHHbIR HOMEpP OpraHu-
3aumn (OI'PH) n naeHTUMVKALMOHHbI HOMEP HasloronnatenbLnka/kos NpUYnHbl MOCTAHOBKU Ha HasloroBbIi
yueT (MHH/KMM).

5.9 HavmeHoBaHMe Buaa AOKYMEHTa YKa3blBaeTCA Ha BCEX [OKYMEHTax, 3a WCK/IOYEHWEM [e/10BbIX
(cnyxebHbIX) NUcem, pacnosiaraetcs noj pekBM3uTaMy aBTopa AOKyMeHTa (HauMeHOBaHWEM OpraHu3auuu,
HaVMeHOBaHVEeM CTPYKTYPHOro noAapasferieHns, HauMeHOBaHeM 40/HKHOCTK) (CM. pUCyHok B.6).

5.10 [JaTa AOKYMeHTa COOTBETCTBYET Aare nognucaHvs (YTBepXAeHus) AOKYMeHTa Unu gate cobbIiTus,
3apMKCMPOBAHHOIO B AOKyMeHTe. [JoKyMeHTbl, U3faHHble ABYMS Uan 60/siee opraHnsaunsamMm, A0/HKHbI UMeTb
ogHy (e4nHyto) aaTy.

Jata AoKyMeHTa 3anncbiBaeTcA B NOC/ef0BaTeNbHOCTN — [leHb Mecsua, Mecsil, rog, — oAHUM U3 ABYX
cnocoboB:

apabckumu undpamm, pasgaeneHHbiMm Toukoi: 05.06.2016;

C/I0BECHO-UNPOBLIM CrIOCO60M, Hanpumep: 5 noHa 2016 r.

5.11 PernctpaunoHHbIA HOMEpP AOKYMeHTa — LMpoBOA nnn 6yKBEHHO-LUMAPOBOM MAEHTN uKaTop A0-
KyMeHTa. COCTOALWMIA N3 NOPSAAKOBOIo HOME pa AOKYMEHTa, KOTOPbIA, MO YCMOTPEHUIO OpraHmn3auum, MoxeT [0-
MONHATLCA LMPPOBLIMU NN BYKBEHHBLIMU KOgaMU (MHAEKCaMN) B COOTBETCTBUN C UCMOb3yeMbIMU Kriaccudum-
kaTopamMu (MHOEKCOM Aena No HOMeEHKNaType Aes. KOAOM KOPPEeCMNOHAEHTa, KOAOM A0/HKHOCTHOIO nvua v ap.).

Ha [oKymeHTe, cocTaB/IEHHOM COBMECTHO ABYMS M 60siee opraHu3auvsmu, NpocTaBfslOTCA perncrpa-
LMOHHblE HOMepa AOKYMEHTa, NPUCBOEHHbIE KaXXA0l M3 opraHn3aumii. PerncTpaumoHHble HoMepa OTAeNsAT-
Cca Apyr OT Apyra KOCOl 4epTOi 1 MPOCTaBAATCA B NOPSAKe YKa3aHWA aBTOPOB B 3aro/I0BOYHOM YacTu wan
npeamobyne gOKyMeHTa.

5.12 Ccbl/ika Ha permcTpauMoHHblii HOMepP 1 AaTy MOCTYNMBLUErO AOKYMeHTa BK/KOYaeT perncTpaumoH-
HbIli HOMEP 1 AaTy BXOASALWEro MHALUVATUBHOIO AOKYMEHTA, Ha KOTOPbI AaeTcs OTBET.

5.13 MecTo cocTaBneHus (U3gaHus) AOKYMEHTa yka3biBaeTCA BO BCEX OOKYMEHTax, KpOMe AesI0BbIX
(cnyxebHbIX) NnceMm, a Takke [OKNafHbIX, C/TYXXEeOHbIX 3anncoK U APYrnX BHYTPEHHUX MH(OPMaLNOHHO-CNpa-
BOYHbIX JOKYMEHTOB.

MecTo cocTaBneHus (M3[aHus) AOKYMEHTa He yKasbiBaeTCcd B TOM Cjly4dae, eCc/iv B HauMeHOBaHuu op-
raHu3aumm npucyTCTBYeT YyKa3aHMe Ha MEeCTO ee HaxoXAeHus. MecTo cocTaBfieHus (U3gaHus) AOKyMeHTa
YyKa3blBaeTCsi B COOTBETCTBUN C MPUHATLIM aMVUHUCTPATMBHO-TEPPUTOPUASTBHBIM AETIEHNEM.

5.14 T'pudb orpaHnyeHnsa goctyna K AOKYMEHTY MPOCTaB/ISeTCA B NMPaBOM BEPXHEM Yr/ly MepBOro incra
[OKyMeHTa (MpoekTa [AOKYMEHTa, CONPOBOAMTENILHOIO NMMCbMa K AOKYMEHTY) Ha rpaHuvue BepxHero noss npu
Ha/IMunun B AOKYMeHTe MHopmMaumun, AOCTYyNn K KOTOPOM OrpaHnYeH B COOTBETCTBUM C 3aKOHOAATE/IbCTBOM
Poccwuiickoii ®eagepaymn.

Buabl ncnosib3yemMbIxX B OpraHusaummn rputposB orpaHYyeHns AoCcTyna 4O0/MKHbl COOTBETCTBOBATbL 3aKOHO-
[aTenbHbIM N VIHbIM HOPMaTMBHbLIM NPaBOBbIM akTaM Poccuiickoin degepauun 1 A0/DKHbI 6bITb 3aKpensieHbl B
NOKaUIbHbIX HOPMATVBHbIX akTax. B cocTas rpuda orpaHnyeHns ocTyna K AOKYMEHTY BXOAUT OrpaHnunTesib-
Haa Hagnucb («[ns cnykebHoro nonb3oBaHus». «KoHUAeHUVaNIbHO». «KoMMepueckasi TaliHa» wnu gp.),
KOTOpas MOXeT AOMOJ/IHATbLCA HOMEPOM 3K3eMmM/isipa AOKYMeHTa U APYTMMU CBEAEHUSIMU B COOTBETCTBUU C
3aKoHogaTe/IbCTBOM Poccuiickoi deagepayunn.

Mpumep

KoMmmepueckas TaliHa
9K3. Ne 2
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5.15 AgpgpecaTt UCnofb3yeTcsl Npu ohopMIEHNN AeNO0BbIX (CNYXe6GHbIX) NUCEM, BHYTPEHHUX UHdopMa-
LIMOHHO-CNPaBOYHbIX AOKYMEHTOB (O0K/IaAHbIX, CY>XeOHbIX 3annucoK 1 ap.).

AfpecaTom [IOKyMEHTA MOXeT ObITb OpraHusauusi, CTPYKTypHOe noapasefieHne opraHusaumm, AOSK-
HOCTHOE U PN3NYECKOoe NNLLO.

PekBM3NT «agpecar» NPOCTaB/ISIETCS B BEPXHEl NpaBoii yacTu AOKyMeHTa (Ha 6/1aHKe C yr/ioBbIM pac-

NMOJ1I0XXEHNEM PEKB I/I3I/ITOB) nnn cnpasa nog pekBunsnTamu 6naHka (I'Ipl/l npoAao/IbHOM pPacno/JiIoXKeHUn pekBN3n -

ToB 6/1aHKa). CTPOKN pPeEKBM3UTA «afpecaT» BblpaBHMUBAOTCS MO SIEBOMY Kpako UMW LIEHTPYHOTCS OTHOCUTE/IbHO
camoii g/INHHO CTPOKN.

Mpu aapecoBaHUN OOKYMEHTa PYKOBOAUTENIO (3aMECTUTEN0 PYKOBOAUTENA) OpraHn3aLumn yKasblBaeTcs
B JaTe/lbHOM najexe HauMeHOBaHWe O0/HKHOCTU PYKOBOAMTENS (3aMecTUTesisi pyKoBoAUTeNs), BKovatolee
HavMeHoBaHMe opraHusauum, hamuanio, MHNLMasbI 4O/HKHOCTHOO nua.

Mpumep

Pykosogutenio ®degepasibHOro
apXMBHOrO areHTcTea
damunnna N.0.

lNpn agpecoBaHnM NUCbMa B OpPraHM3auuio ykKasblBaeTCs ee MOoJIHOE WM COKpaleHHoe HanMeHOoBaHue
B NMEHUTE/TIbHOM Najexe.

Mpumep
depepasibHoe apxmBHoe
areHTCcTBo
nnn
Pocapxus

Mpn agpecoBaHMM AOKYMEHTa B CTPYKTYPHOE MoApasfefieHne opraHvM3auny B PeKBU3UTE «afdpecaT»

yKa3blBaeTCsl B UMEHUTE/IbHOM Majexe HauMeHOBaHWe opraHM3aunn, HUKe — HalMMeHOBaHWe CTPYKTYPHOro
noapasaeneHus.

Mpumep

depfepanbHOE apxyBHOE
areHTCTBO

OTAaen rocyAapCTBEHHO
CNyx6bl, KAAPOB 1 Harpag,

Mpn agpecoBaHMM NUCbMa PYKOBOAUTEsO CTPYKTYPHOro NoApasfesieHnst ykasbiBaeTCsi B UMEHUTESb-
HOM nagexe HavMeHOBaHWe OpraHm3auun, HWKe —- B AaTes/lbHOM najexe HaMMeHOBaHue AO0/HKHOCTU PYKO-
BOAMTENS. BK/IHOUalOLLee HaMMEHOBaHWe CTPYKTYPHOro noapasaeneHuns, haMmusnvio, Huumansl.

Mpumep

AO «[Mpodusb»

PykoBoauTeso fOroBOpHO-
npaBoBOro oTAena
Pamunnua U.0.
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Mepen hamunvert AOMKHOCTHONO Nuua AOMyCKaeTcs YnoTpebnaTb COKpaweHue «r-Hy» (rocrnoaunny),
ecnu agpecaTt My>XUmMHa, Un «r-xe» (rocnoxe), eCnv agpecar XeHLWmHa.

Mpumep

r-Hy ®ammnusa 1.0.

nnm
r-xe dammnua N.0.

Mpw paccblsike 4OKYMEHTa rpynne opraHnu3anmii ogHoro Tuna Uan e CTPYKTYpHbIE NoApasaesieHNst Of4HO
opraHuMsauuun agpecar ykasbiBaeTcsi 0606LeHHO.

Mpumep

PykoBoaMTENSAM A0YEPHUX
o6wecTts AO «[Mpodnnb»
nnu
PykoBoauTensm ynpasieHui
PocapxuBa

[Mpu paccblsike AOKYMEHTa He BCEM OpraHmsauusam WUan CTPYKTYPHbIM NogpasfesieHns M nog pekBu3nTom
«AppecaT» B CKO6Kax yka3blBaeTCs: «(M0 CANCKY)».

Mpumep

Pykosoautenam fovepHux
obwects AO «lMpodnnb»
(no cnucky)

B ogoHOM [0OKyMEHTE He AO/MKHO ObiTb Gosiee uveTbipex agpecatoB. CnoBo «Konwsi» nepep BTOPbIM,
TPETbUM, YETBEPTLIM agpecatamMy He ykasbiBaeTcsl. Npu 6osblUeM KOMMYECTBE afpecaToB COCTaB/sieTCsl
CMWCOK (/INCT, yKasaTesib) PacCbi/IKU AOKYMEHTa, Ha KaXAOM AOKYMEHTEe yKa3biBaeTCs OAWH agpecar Wu

agpecat ogpopmMiseTcss 0606LEHHO.
B cocTaB pekBu3nTa «Agpecar» MOXET BXOAUTb MOYTOBbI agpec. 3neMeHTbl NOYTOBOro agpeca yka-

3bIBAOTCS B MOC/Ie40BaTe/IbHOCTU, YCTaHOB/IEHHOI MpaBuiaMn oKa3aHWUsl YC/yr Nno4YToBOl CBA3W, YTBEPX-
AEeHHbIMU NPYKa3oM MUHUCTEPCTBA CBSA3M M MacCOBbIX KOMMYyHUKauuii Poccuiickoli ®epepaumm ot 31 uions
2014 r. No 234.

Mpumep

Bcepoccuiickunii Hay4Ho-
nccnepoBaTenbCKuii UHCTUTYT
[OKYMEHTOBEEHNSI N apXMBHOTO Aena

MpodocotosHasn yn., a. 82,
MockBa, 117393

MoYTOBbIN afpec MOXET He YKasblBaTbCS B JOKYMEHTaX, HarnpaB/isieMbIX B BbICLUME OpraHbl B/1acTu, Bbl-
LecTosLWNe opraHm3aLmm, NnogBeAOMCTBEHHbIE OpraHM3aLn 1 NOCTOSIHHbIM KOPPECMNOoHAeHTaM (3a nCK/IoYe-
HVEeM HanpaB/ieHWs NMMCEM yKa3aHHbIM afpecaramM B KOHBepTax C MPO3payHbIMN OKHaMW).
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Mpn appecoBaHMM AOKyMEHTa (U3MYECKOMy nuuly yKasbiBaloTCs: (hamuamsa, uHuuuasnbl, MOYTOBbIN
ajgpec.
Mpumep

damunusa N.0.

yn. Cagosas, 4. 5, kB. 12,
r. lto6epubl, MockoBcKkas 0671.,
301264

Mpu oTnpaBKe NMCbMa MO 3/1EKTPOHHOI MoYTe UM No (hakCUMUIBLHOL CBS3U (6e3 AOCLIIKA MO MnouTe)
MoYTOBbIA afpec He yka3blBaeTcs. [py HEeOGXOAMMOCTU MOXET ObiTb YKasaH 3/IEKTPOHHbIN agpec (Homep

TenedgooH a/thakca).

Mpumep

Bcepoccuiickuii Hay4Ho-
nccnenoBaTesibCKUil UHCTUTYT
[OKYMEHTOBeleHUs N apXMBHOro Aena

mail@vniidad.ru

5.16 T[pudh yTBEPXAEHUS NPOCTAB/ISIETCS HA AOKYMEHTE B C/lyyae ero yTBepXaeHus A0/HKHOCTHbIM Jn-
LOM. pacrnopsiiuTesibHbIM AOKYMEHTOM (NMOCTAHOBJIEHWEM, PELUEHMEM, MPUKA30M, PacropshKEHMEM) UK pe-

LUEHVEM KOJIMIErMasIbHOro opraHa.
Py yTBEPXAEHUS] pasMelLaeTCsi B MPaBOM BEPXHEM YI/ly NepBOro iMcTa oKyMeHTa. CTPOKM PEKBU3N-

Ta BbIpaBHMBAOTCA MO SIEBOMY KpPao NN LEHTPYOTCA OTHOCUTE/IbHO CaMOl AJ/IMHHOW CTPOKN.
Mpu yTBEPXOEHUN OOKYMEHTA AO0/DKHOCTHBLIM JSINLOM rpud yTBEpXAeHNA COCTOUT U3 cnoBa YTBEPX-
OAIO. HauMeHOBaHUA AO/HKHOCTW /iMua, YTBEPXAAIOWEro AOKYMEHT, ero nognucu, MHULManos, daMmuinm u

0aTbl yTBEPXAEHWS.

Mpumep

YTBEPX>XOAIO
Pykosoantens ®enepasibHOIo
apXMBHOrO areHTcTea

Moanuce N.0. ®amunusa
Jarta

Mpu yTBEPXAEHUN OOKYMEHTa pacrnopsiguTesibHbIM JAOKYMEHTOM Fpud yTBEPXAEHUS COCTOUT M3 CrioBa
YTBEPXXAEH (YTBEPXAEHA, YT8EPXAEHbI wnn YTBEPXOEHO), cornacoBaHHOro C HauMeHOBaHMWEM
BUAA YTBEPXOAAeMOro AOKYMeHTa, HauMeHOBaHUS pacrnopsiAnTeNbHOro AOKyMeHTa B TBOPUTE/IbHOM Mazexe,

ero fatbl, HOMepa.
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Mpumep

PernameHTt
( ) YTBEPXJEH

npukasom AO «[IMpodunnb»
ot 5 anpens 2016 r. Ne 82
nnm
(NMpasuna) YTBEPX/EHbI
npukazom AO «[IMpogunnb»
oT 6 anpens 2016 r. Ne 83

Mpn yTBEPXAEHUN AOKYMEHTa KOJI/IernasibHbIM OpraHoM, peLleHnst KOTOPOoro (huKCUpyroTcst € NpoToKo-
ne. e rpudoe yTBEPXKAEHNS YKa3blBalOTCSl HAMMEHOBaHME OpraHa, peleHMeM KOTOPOro YTBEPXAEH AOKYMEHT,
JaTta n HoMep NpoToKoa (B CKOBKax).

Mpumep

(MonoxeHne) YTBEPXJEHO
CoBeToM AMpPeKTOpPOB
AO «[Mpodhusb»
(npoTokon o1 12.12.2016 Ne 12)

5.17 3aronioBOK K TEKCTY — KpaTKOe COoAepXXaHue AOKyMeHTa. 3arofioBOK K TEKCTy (hOpMy/MpyeTcs C
npeanorom «Ox» («0O6x») N oTBeYaeT Ha BOMPOC «O YEM?»:

npukas (o 4em?) 0 co3gaHnM aTTecTaLOHHON KOMUCCUN:

npukas (0 4em?) 06 YTBEPXAEHUN LUTATHOIO pacnncaHus;

nMcbmo (0 4eM?) 0 NpefocTaBIeHUN NHDOPMALVIN.

3arosioBOK K TeKCTy ochopmnseTcs Nof peksnsntamm 6/1aHka cresa, OT rpaHuLbl NeBOro nons. 8 ykasax,
MOCTaHOB/IEHUSAX, PELUEHUAX, NMpUKasax, n3gaBaeMbiX opraHaMn BflacTW, 3aro/ioBOK K TEKCTY MOXET 0ddopM-
NATbCA HaZ TEKCTOM rnocepenuHe paboyero nosis AOKYMeHTa M LLEeHTPYeTCA OTHOCUTESIbHO CaMOW AJ/IMHHOM
CTPOKM.

3arosioBOK K TEKCTY MOXET He COCTaB/IATbCS, EC/IN TEKCT AOKYMEHTa He NpeBbIwaeT 4—5 CTpoK.

5.18 TeKCT AOKYMeHTa COCTaB/SeTCs Ha PYCCKOM S3blke Kak rocyapCTBEHHOM fA3blke Poccuiickoli de-
Jepauuun. 6 opraHax rocyfapCTBeHHOM BMacTu, OpraHax MecTHOro camoynpas/ieHUs, FOCYyAapCTBEHHbIX Yu-
pexaeHnsax pecnybsmk Hapsay C rocyfapCTBeHHbIM S3blkoM Pocculickoin ®epepaumm MOryT ynoTpebaaTbea
rocyapCTBEHHbIe A3blkM pecnybsivk. 8 AeATeNIbHOCTU rocy4apCTBEHHbIX OpraHoB, OpraHmMsauni, npegnpus-
TN 1 yupexaeHnin Poccuiickoin degepaunm nCnosb3yTca rocy4apcTBeHHbIN A3bIK Poccuiickoin ®epepaumn,
rocyfapCTBEHHbIE SA3blKM PECny6/nK U MHble A3bIKN HapoaoB Poccuiickoin deaepaunu.

B TekcTe AOKyMeEHTa, NOAro TOBJ/IEHHOM Ha OCHOBaHW M 3aKOHO4ATEeN bHbIX UM MHbIX HOPMAaTMBHbIX Mpa-
BOBbIX aKTOB, paHee U3[aHHbIX PacnopsaanTesibHbIX AOKYMEHTOB, YKa3bIBatOTCA UX PEKBU3UTDI:

- HaMMeHOBaHVe BuAa AOKYMEHTa, HaMMEHOBaHWE OpraHu3auum — aBTopa AOKYMEHTa, AaTa A0KYMEH-
Ta. perucTpaLmoHHbIVi HOMEP LOKYMEHTa, 3aro/IoBOK K TEKCTY:

- HaMMeHoBaHWe opraHmsauum Uanm AO/HKHOCTHOrO Nuua, yTBepAUBLLErO AOKYMEHT, AaTa YTBEpPXAeHUS
[OKYMEHTa.

TeKkCT AOKYMeHTa MOXeT coAepXaTb pasgenbl, nogpasgenbl, MyHKTbl, NOANYHKTbI, HyMepyemMble apab-
CKUMU Uhpamun. YPOBHeEN pybpurkaumm TekCcTa He A0/MHKHO 6bITb 60/1ee YeTblpex.

B npurikasax TEKCT n3naraeTcs oT NePBOro fiMua eANHCTBEHHOIO Yncna («npukasbiBato»).

B OoOKyMeHTax KonernasnbHbIX U COBeLlaTe/IbHbIX OPraHOB TEKCT u3fiaraeTcsa OT TPeTbero nuua eaunH-
CTBEHHOIO YmnC/a («KOMerus ... NOCTaHOB/AET», «COOPAHUE ... PELLNIO»).

TeKkCT nMpoTokona m3faraeTcs OT TPeTbero /iMua MHOXECTBEHHOMO u4ucna («Ciywanm», «BbICTYMUIN»,
«MOCTAHOBW/IN», «PELLN/IN»).

B fOKyMeHTax, ycTaHaB/IMBaKOLWMX NpaBa U 0693aHHOCTW opraHm3aunii, UX CTPYKTYPHbIX NoapasaeneHnin
(NonoxeHue, NHCTPYKLUSA), a Takke coaepXallmx onmcaHme cuTyaunii, aHanna oakToB UV BbIBOAbI (aKT. cripaB-

8
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Ka). ncrnosib3yeTca popma U3/I0XKEeHUs1 TEKCTa OT TPETbEro /nLa eAMHCTBEHHOTO UAN MHOXECTBEHHOrO Yucia
(«oTAen ocyLwecTBASET PYHKUWN...», «B COCTaB yrnpaB/iIeHNs BXOAAT...», KKOMUCCUS MPOBeia NPOBEPKY...»).

8 COBMECTHbIX [JOKYMEHTaxX TEKCT n3faraeTcsa OT NepBOro SiMua MHOXeCTBEHHOrO yucia («npukasbiBa-
eM». «PeLUnIN»).

8 AenoBbIX (CNyXebHbIX) MMCbMax UCTMOJIb3YHTCA (POPMbI N3TOXKEHUS:

- OT MepBOro nnua MHOXECTBEHHOro yucria («NpocuM HanpaBWUTb...», «MpeacTaBfIseM Ha paccMmoTpe-
HUe ...»);

* OT TPeTbero nmua egUHCTBEHHONO Yncna (KMUHUCTEPCTBO HE BO3paXaeT...», «06LecTBoCcHMTaeT BO3-
MOXHbIM...»);

- OT MepBOro nnua eguHCTBEHHOrO 4YMcna («CUMTak HEeOOXOAUMBIM...», «Mpensiarald PpacCMOTPETb...»),
ecqn NMCbMO 0OOPM/IEHO Ha AO/HKHOCTHOM GJ1aHKe.

8 TekCTax AOKYMEHTOB YNnoTpebnAlTCA TO/IbKO O6LWEeNpUHATbIE abbpeBuaTypbl U rpadnyeckne cokpa-
LeHnS.

Mpwv ynotpebaeHnn B TeKCTe haMuUnunii iny, MHMUManbl yKasbiBaloTCcA nocse hammimn.

8 AenoBbIX (CNyXebHbIX) MMCbMax MOMYT UCMO/b30BaTbCS:

> BCTyNuUTe/IbHOE 06palleHue:

YBaxaeMblii rocnogviH Mpegcepatens!

YBaxaeMmblii rocnoanH NyébepHaTtop!

YBaxaeMmblii rocnoguH Mpoxopos!

YBaxkaemas rocrnoxa 3axapona!

YBaxaeMmblii Hiukonaii MetpoBuny!

YBaxkaemasn Onbra HukonaesHa!

YBaxaemble rocrioga!l

8 obpaleHnn No AO/HKHOCTU HaMMeHOBaHVe OO/HKHOCTM MULIETCHA C MNPONUCHOW 6ykBbl, B 0bpalleHun
no oaMmniMm NHULMasbl SiMLa He yKasbiBaloTCA.

- 3aK/uuTeNIbHadA 3TMKeTHas dpasa:

C yBaXKeHueM....

(M3meHeHHas pepakums, Mam. Ne 1).

5.19 OTmeTKa O NMPUIOXKEHNN COLEPXUT CBEAEHUSA O AOKYMeEHTe (4OKyMeHTax), npusaraeMom K OCHOB-
HOMY [IOKYMEHTY (B CONPOBOANTESNbHBIX NMUCbMaX, NPEeTEH3UAX, akTax, cnpaBkax U ApYyrux MHopmMaunoHHO-
CMpaBOYHbIX OOKYMEHTax), WiNn O TOM. YTO OOKYMEHT SB/ISETCA MPU/IOXKEHNEM K OCHOBHOMY [AOKYMEHTY (B
[OKYMEHTax — MNPUIOXEHMAX K pacnopsaanTenbHbIM AOKYMEHTaM, MOJSIOKEHUAM, npaBwuiaM, VHCTPYKLUSM,
Jorosopam, nnaHam, otyeTam v Ap. JOKYMeHTam).

B COMPOBOAUTESIbHBIX NMUCbMax U APYrMX MHPOPMaLMOHHO-CNPaBOYHbIX AOKYMEHTax OTMEeTKa O Npuso-
XeHUn ohopM/ISETCS MO TEKCTOM OT rpaHuvLbl 1IEBOr0O NOJIA CrieAyowmmMm ob6pa3om:

- €C/IN NPUNOXEHNE Ha3BaHO B TEKCTE:

MpunoxeHue: Ha 2 n. B 1 3K3.

- €CNnN NpuioxeHne He Ha3BaHO B TEKCTE UN eCc/in I'IpVII'IO)KEHI/Iﬁ HECKO/J1bKO, yKa3blBalOT HasBaHuA O0-
KyMeHTOB-HpMI’IO)KeHI/IVI. KOJZINYECTBO JINCTOB U 3K3EMMN/IAPOB KaXKA0ro NpuaoXXeHna:

MNpunoxeHue: 1. MonoxeHne 06 YnpaBneHnn permoHasibHOro KpeamToBaHus Ha 5 1.
B 1 oks.

2. CnpaBka O KapOBOM COCTaBe YNpaBfleHUS PEervMoHa/IbHOro Kpegurto-
BaHUA Ha 2 1. B 1 9K3.

- eC/iv NpunoxeHve (MPUIoXKeHUs) COPOLLIKOPOBAHO:

MpunoxeHve: otyet 0 HAP 8 2 ak3.
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e €CNIN [JOKYMEHT, ABMASAIOWMIACSA NPUIOXKEHNEM, UMEET MPUIOKEHUS C CaMOCTOSITE/IbHOW HyMepauumeit
CTpaHuu;

MpunoxeHne: nucbmo Pocapxmea ot 05.06.2015 Ne 02-6/172 1 NPUIOXEHUA K HEMY,
BCEro Ha 5 /1.

e ec/n MpUAoXKeHNeM sB/sieTcA 060COBGNEHHbI 31EKTPOHHbIN HOCUTeNb (KoMnakT-amck. usb-dneww-
HakonuTens 1 Ap.):

MpunoxeHune: CD B 1 3k3.

Mpu aTom Ha BKagpiwe (KOHBepTe), B KOTOPbI MOMeLlaeTcsl HOCUTES b, YKa3bIBalOTCS HaMMeEHOBaHUS
[OKYMEHTOB, 3an1caHHbIX Ha HOCUTE/b, UMeHa (oaiinoB.

B pacnopsigMTesibHbIX [AOKYMeHTax (MOCTAaHOBJ/IEHUSIX, PELUEHUsIX, MPUKasax, PacrnopsbkeHUusix), Aoro-

BOpax. MOJIOXEHUSX, NpaBuiax, MHCTPYKUUAX U APYTMX AOKYMeHTax OTMeTKa O MPUIOXeHUU odopmasieTcst
cnenyowmnm obpasom:

B TEKCTe OOKyMeHTa Mnpwu nepBoM yNnoMUHaHUN OOKYMEHTa-NMPU/IOXXEHUNA B CKOGKax YKa3blBaeTCA: ...

(Nnpunoxenne) nnn ... (NnpunoxexHne 1); nepen HOMEPOM MNPUIIOXKEHMSA AOMYyCKaeTCcA CTaBUTb 3HaK HoMepa....
(npunoxeHue Ne 2):

- Ha nepBoOM JINCTE OOKYMEHTa-NMPUI0XEHNA B NPaBOM BEPXHEM YI/1y YKa3blBaeTCA:
Mpumep

MpunoxeHne Ne 2
K npukasy AO «[lMpocnnb»
oT 15.08.2015 Ne 112

CTpOKM peKBM3NTa BbIPAaBHUBAIOTCS MO /IEBOMY KPako WM LEHTPYHOTCS OTHOCMTE/IbHO Camoii ASIMHHOWA
CTPOKMW.

Ecnn npunioxeHnem K pacnopsianuTesisHOMY LOKYMEHTY SIBMSIETCS HOPMATMBHbIN MPaBOBOWM aKT Wav
WHOW [OKYMEHT, yTBepXAaeMblii AaHHbIM pacrnopsaauTesibHbIM AOKYMEHTOM, Ha MepBOM JIUCTE MPUIOXEHMS
npocTaBnsieTcs 0OTMeTKa O NPUIOXKEHUN (6e3 CCbIIKM Ha pacnopaanTesibHbI JOKYMEHT) U TpUdd yTBEPXKAEHNS,
B KOTOPOM YKa3bIBalOTCSA AaHHble pacnopsanTesibHOro AOKYMEHTa, KOTOPbIM YTBEPXKAEH LOKYMEHT-NPUIoXe-
Hue.

Mpumep
MpunoxeHune 1

YTBEP>XXAEHO
npukaszom AO «[lMpodnnb»
o1 18.05.2015 Ne67

5.20 Tpudd corniacoBaHus LOKYMEHTa NPOCTaB/SAETCA Ha AOKYMEHTaX, COr/lacoBaHHbIX opraHamu Bria-
CTW. OpraHn3aunamMm, AO/DKHOCTHbIMU nuuamu. Fpudd coriiacoBaHMs B 3aBUCMMOCTWM OT BuAa LOKYMEHTa n
0COBEHHOCTE ero ooopM/IEHNST MOXET NPOCTaB/IATLCA:

- Ha NepBOM NINCTE AOKyMeHTa (eCc/iM AOKYMEHT UMEET TUTY/IbHbIA JINCT — Ha TUTY/IbHOM JINCTE) B Jie-

BOM BEPXHEM YI/ly Ha YpPOBHe rpudpa yTBEpPXAEHUS UM Noj HaMMEHOBaHMEM [OKYMEHTa O/IMKEe K HUKHEMY
nosito);

- Ha nocnegHem nNCTe JOKYMEHTa Noa TEKCTOM;
- Ha JInCTe corslacoBaHuA, ABNAKOLWEMCA HEOTBLEMJIEMOI YacTbHO AOKyMeHTa.

10



FOCT P 7.0.97—-2016

pudp cornacosaHmnsa coctonT u3 cnosa COMJIACOBAHO, fO/MKHOCTM nvua, KOTOPbIM corflacoBaH [o-
KyMeHT (BK/lloYasi HaMMeHOBaHMe opraHmsaumun), ero CO6CTBEHHOPYYHOM MoAnvCU, MHULMAIOB, hamMuinuy,

AaTbl corsiacoBaHums.

Mpumep

COlrNMACOBAHO
Aupektop BHNNOAL
(nognuce) N.0. damnnns
Jarta

Ecnn cornacoBaHne OCYLLECTBAETCA KOJ/1eErMasibHbIM OpraHom, B Fpl/l(*)e cornacoBaHuA ykasbiBarOT
cBeaeHuA 06 opraHe, corfacoaBlWeM AOKYMEHT, OoaTte WU HOMepe NpOoTOoKo/la, B KOTOPOM 3aCbI/IKCVIDOBaHO
peLleHve o corsiacoBaHun. Ecnu cornacoBaHue OCYLLECTB/IAETCA MMCbMOM, YKasbIiBaloT: BUL AOKYMEHTa, Op-

raHM3aunio — aBTopa [JOKyMeHTa, aTy U HoMep NucbMa.

Mpumep 1

COIrMACOBAHO

CoBeTOM AMpPEKTOPOB

AO «[Mpodmnb»

(npotokon ot No )

Mpunmep 2

COIrMACOBAHO
nucbMom PocapxuBa
oT No

5.21 Bwsa cBUAETENBCTBYET O COI/1acuM WM Hecorsiacuym AO/MKHOCTHOIO nvua (paboTHMKa) € copep-
aHveMm npoekTa AoKyMeHTa. Bu3oil odhopmisieTcss BHYTpeHHee corflacoBaHMe OOKyMeHTa. Busa Bk/ouaeT
[OJ/HKHOCTb NNLA, BU3MPYHOLLETO AOKYMEHT, NOAMNUCH, paclunpoBKy noanvcy (MHUUuManbl, amMmununio) u aaty
BU3VPOBaHUSI.

Mpumep

PykoBoauTesnb topnamMyeckoro otgena
Mopnuce n.0. damnnmsa
Jarta

Mpy HaMuUK 3amevaHunii K JOKYMEHTY BU3Y 0DOPMIISIHOT CrieAyHoLWMM 06pa3oMm:

Mpumep

3ameyaHuna npuiaratoTcs.
PykoBoguTesib OpUAMYecKoro otaena
MNoanunce n.0. damunusa
Jarta
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B opraHusaymsax, NpUMEHSAIOWNX CUCTEMbl 3/IEKTPOHHOIo ,qOKyMeHTOO60pOTa, corslacoBaHmne MOXeT

NMPOBOANTLCS B 3/1IEKTPOHHOI thopme cornacHo FOCT P MICO 15489-1.
B AokyMeHTax, MOAJ/IMHHUKA KOTOPbIX XPaHATCA B OpraHn3auumn, Bu3bl NPOCTaB/IAT Ha NocnegHeM nu-
CTe AOKyMeHTa nog, noanuncbto, Ha 060poTe NocregHero iMcTa NoA/IMHHMKA AOKYMEeHTa UK Ha IncTe corna-

coBaHMA (BU3MPOBaHWs1), NpuiaraeMoM K AOKYMEHTY.
B ncxogsawmx AOKYMEHTaxX BM3bl MPOCTaBAAKTCS Ha 3K3eMNAsspax AOKYMEHTOB, MOMeELLaeMbIX B Ae/10.
Mo YyCMOTPEHUIO OpraHn3aumm MOXeT MPUMEHSITLCA MOJINCTHOE BU3MPOBaHWE AOKYMEHTa U ero npuo-

XEHWA.
5.22 MNopgnuck BKIOYAET: HAMMEHOBaHUe A0/HKHOCTU AL, NoANUCHIBAOLWErO AOKYMEHT, ero CO6CTBEH-

HOPYYHYI0 MNoAMNUCHL, pacluMpPOoBKY Noanmcu (MHULuansl, hammnms).

Mpumep

"eHepasibHbI AMpPEKTOp Moanunce N.0. damnnusa

Ecnn AoKyMeHT opopM/ieH He Ha 61aHke, B HauMeHOBaHWe [A0/HKHOCTU BK/IHOUYAETCS HavMeHOoBaHue
opraHuzauun. JJonyckaetcsi LeHTPOBaTh HaVIMEHOBaHMWE [O/DKHOCTW LA, NoAMNMCaBLIEro AOKYMEHT, OTHOCU-

TeJ/IbHO CaMOV OJIMHHOW CTPOKMW.

Mpumep

FeHepasibHbI AMPeEKTOp

AO «[Mpodnnb» Moanuco N.0. damunus

Mpy odopMeHNN AOKYMeHTa Ha 6/1aHKe A0/HKHOCTHOIO Nnla A0/MKHOCTb 3TOro Nnua B MOAMWCU He

YKa3blBaeTCH.

Mpumep

Moanunce N.0. damnnmsa

Mpu nNognucaHUN AOKYMEHTA HECKOJIbKMMW AO/MKHOCTHLIMU NIMLAMW, 3aHUMAloWUMK pasHoe MoJsioxe-
HMe. X NoAnucK pacnosiaratoTcsl ofAHa noj, Apyroli B noc/iefoBaTe/isHOCTU, COOTBETCTBYIOLLEN Mepapxun 3a-

HUMaeMbIX AOJ’I)KHOCTeVI.

Mpumep
JnpexkTop NHCTUTYTa Moanunck n.0. damununa
naBHbI Byxrantep Moanuce N.0. damunns

Mpn nognucaHn [OKYMEHTa HEeCKOJSIbKMMU fiNLamMn paBHbIX p.Oﬂ)KHOCTeI?II nx noanncun pacnosararoTcsa

Ha O4HOM ypOBHe.
Mpumep

3amecTuTesNb AYpekTopa

3amecTuTesnb AYpekTopa
Mo afiMMHUCTPATMBHBLIM BOMPOCAM

no q.’)I/IHaHCOBbIM Bonpocam

Moanuce n.0. damnnunda Moanuce nN.0. damnnmsa

B ookyMeHTax, COCTaB/IEHHbIX KOMUCCUEN, B noannucun ykasbiBaeTcd CTartycC imga B COCTaBe KOMUCCUN.
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Mpumep
lNpepcenarens KoMUccumn MNoanucek n.0. damunna
YneHbl Kommuccum Moanuce N.0. dammnmsa
MNoanuce N.0. damunna
Moanuce N.0. dammnusa

Mpu nognucaHMM AOKYMEHTAa JILOM, UCMOJIHSIOWNUM 0653aHHOCTU PyKOBOAUTESIS, NOANUCL OGOOPMIIS-
eTCsl C yKasaHMeM cTaTtyca Ao/HKHOCTHOTO /IMLA B COOTBETCTBUMN C MPUKA30M (PacropsiKeHNEM).

Mpumep

M.0. reHepasibHOro Anpekropa Moanunce N.0. damnnusa

nnnm:

VicnonHsawowmii 0683aHHOCTH
reHepasibHOro AnpekrTopa MNoanuce n.0. damunna

Mpy nognucaHuy OOKYMEHTa NMLOM, MMEKLWMM NpaBo MoAMMCK B Cllydae BPEMEHHOro OTCYTCTBUS py-
KOBOAUTENSA, UCMpPaB/IEHNS B HAaUMEHOBaHWEe A0/HKHOCTU U paclundpoBKy ddamMuinm yxe NnoaroToB/IEHHOIO U
COr1acoBaHHONO NPOEKTa AOKYMeHTa BHOCATCS OT PYKW WM C UCMOJ/Ib30BaHNEM COOTBETCTBYHOLMX LUTAMMOB.
He gonyckaeTcsi CTaBUTb KOCYH 4YepTy, HaAMUChb «3a» nepes HaMMeHOBaHMEM AO0/MKHOCTM Nnua B MOoANucK
€C/I1 AOKYMEHT NMoAnuchbiBaeT NMHOE AO/HDKHOCTHOE /NLO.

5.23 OTmeTKa 06 3/1IEKTPOHHOIM noanMcyu UCnosib3yeTcsa Npu BuU3yasin3auum 3/1eKTPOHHOIO [OKYMEHTA,
NnoAMNMCaHHOrO 3/71IEKTPOHHOW NOANUCHLI0, C COGI0AEHNEM CrieAyoWmnX TpeboBaHui

a) MecTOo pasmeLLeHMA OTMETKU 06 3M1EeKTPOHHOW NoAnMCU AO/HKHO COOTBETCTBOBAaTb MECTY pa3Mmelle-
HWSA COBCTBEHHOPYYHOW NOANUCK B aHAJTOTMYHOM AOKYMEHTE Ha BYMaXKHOM HOCUTeNe;

6) 3N1eMeHTbl 0TMETKM 06 3/1EKTPOHHOW NOANVCY 4 0MKHbI OblTb BUAMMbLIMU U YATaeMbIMU MpU OTOGpa-
XXEHUN AOKYMEHTa B HaTypa/iIbHOM pa3mepe:

B) 3/1eMEHTbl OTMETKM 06 3M1EKTPOHHOW MOAMMUCU HE A0J1KHbI MePeKpPbIBaTLCA WAN HakNaablBaTbCs ApYr
Ha gpyra:

r) 3/1IeMEHTbI OTMETKM 06 3/1eKTPOHHOW NOAMNNCU He A0/DKHbI MepekpbiBaTb 3/1IEMEHTbl TEKCTa OKYMeHTa
1 Apyrve oTMEeTKM 06 3/1IeKTPOHHOM noanucu (Mpyv Haim4umm).

OTmeTKa 06 3MEeKTPOHHOW MoanMcyM B COOTBETCTBMM C 3aKOHOoAaTesibCTBOM Poccuiickoin depepaunn
BK/IKOHaeT (hpasy «[JOKyMeHT noanucaH 3/71EKTPOHHOW NOAMUCHLIO», HOMEP cepTudmKarta K/ioya 3/1eKTPOHHOMN
noanvcu, hammnunio, UMs. 0TYeCTBO Bnajenbla cepTudmkaTa, CPOK AelicTBUA cepTudhrkaTa Karya aek-
TPOHHOW nognucu. OTMeTKa 06 3/1EeKTPOHHOW NOAMNCU MOXET BK/IHOHaTb M306paxeHue repba, ambrieMbl opra-
Ha BflacTu (opraHmsauyumn), TOBaApHOro 3Haka (3Haka 06C/TyXXMBaHWUs1) OpraHn3aL M B COOTBETCTBUN C AENCTBY-
HOLWMM 3aKOHOAaTeNIbCTBOM.

Mpumep
AOKYMEHT NOANMVUCAH
SJIEKTPOHHOW NOAMNMNCBLIO
Haivenosanne Ceptudomkat 1al11aaa000000000011 H.H. HukonaeB
AOJKHOCTH Bnapgeney, HnkonaeBs Hukonanm Hukonaesny
[JenictButeneH ¢ 01.12.2012 no 01.12.2017
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5.24 [eyaTb 3aBepsieT NOAJ/IMHHOCTb MOAMMUCU AO/HKHOCTHOMO /Mla Ha [OKYMEHTax, YAOCTOBEPSIOLNX
npaea finL,. PUKCUPYOWUX (PakTbl, CBsi3aHHble C (PMHAHCOBbLIMU CPeACTBaMU, a TaKkKe Ha UHbIX AOKYMEHTaXx,
npeaycmaTprBatoWunX 3aBepeHme NoAnncyu nevatbio B COOTBETCTBUN C 3aKOHOAATeNIbCTBOM Poccuiickoii de-
aepauun.

[OKyMEeHTbI 3aBepsitoT NeyaTbio opraHmM3aumun. MNMevyatb NPOCTaBisieTCsl, He 3axBaTblBasi COGCTBEHHOPYY-
HOW nognucu nuua, NoAnMcaBLIEro AOKYMEHT, U B MecTe, 0603HaueHHOM «MIM» («MecTo nevatm»).

5.25 OTmeTKa 06 MUCMOoJIHUTeNe BKOYaeT hamMuimio, UM U OTYECTBO UCMOSTHUTENS,, HOMEP ero Tesne-
poHa. OTMeTKa 06 MCMOMHUTE/Ie MOXET AOMOSHATLCS HaMMEHOBaHWEM [AO/MKHOCTU, CTPYKTYPHOro mnoapas-
[OeNeHust 1 3/1IEKTPOHHbLIM aIpeCOM UCMOSTHUTESTS.

OTmeTKa 06 UCnosiHUTENe oPopPM/ISieTCSl Ha JINLEBOI CTOPOHE MOC/eAHEro /IUCTa AOKYMEeHTa OT rpaHu-
Ubl JIEBOTO MOJISt UK. MPY OTCYTCTBUMN MeCTa, Ha 060POTHOI CTOPOHE BHU3Y CrieBa.

Mpumep

3ab6enuH ViBaH AHApeeBuYy. KOHTPOIbLHOE ynpaB/iieHne, BeAyLnin cneynannct
+7(495) 924-45-67, Zabelin@gov.ru

OTmMeTKa 06 MCNONHNTENIE MOXET OOPMJIATBCS KaK HYKHWUIA KOMOHTUTY/ U nedyaTaTbCs WPUGTOM MEHb-
Lwero pasmepa.

5.26 OTMeTKa O 3aBepeHMU Konnmn odpopmisieTca A5l NOATBEPX AEHMSI COOT BETCTBUSA KOMUU AOKYMEHTA
(BbINUCKN N3 AOKYMEHTa) NOA/IMHHMKY AOKyMeHTa. OTMeTKa O 3aBEPEHMM KOMUM NPOCTaBASIETCS MNoL PeKBU-
3UTOM «NOANUCL» N BK/HOYAET, CNIOBO «BepHO»; HaMMeHOBaHME AO/IHKHOCTU 1La, 3aBEPUBLLEFO KOMUIO; €ro
COGCTBEHHOPYYHYIO NMOAMUCL; paclwmngpoBKy noanucu (MHUUnanbl, amununio); aaTy 3aBepeHus Konun (Bbi-
MUCKN N3 OOKYMEHTA).

Mpumep

BepHo
WHcnekTop cnyx6bl Kaapos Moanunce n.0. damnnmsa
Jara

Ecnn konuvs BblgaeTcs AN1sl NPeACTaBIeHUss B APYTYyH0 OpraHv3aluvio, OTMEeTKa O 3aBEpPeHMU KOMuu [o-
NMOJSIHSAETCS HaAMMCbIo O MEeCTe XpaHeHusi [OKYMeHTa, C KOTOPOro 6bisia u3rotoBfieHa kKonuvsi («MoasiMHHUK
[OKYyMeHTa HaxoguTcsl B (HaMMeHOBaHWe opraHusauum) B gene Ne ... 3a .. rof») U 3aBepsieTcs nedyartblo
opraHusauuu.

[ns npocTaBneHnst OTMETKU O 3aBEPEHMMN KOMUMN MOXET UCMO/Ib30BaTLCS WTaMI.

5.27 OTMeTKa O MOCTYMN/IEHUN AOKYMEHTA CAYXWUT A/19 NOATBEPXAEHUS hakTa NOCTYrNeHUss AOKyMeHTa
B OpraHu3auuio 1 BK/IIOYAET AaTy MOCTYMN/IEHUs] U BXOASLMI PErNCTPaLMOHHbI HOMeEp AoKyMeHTa. [Mpu He-
06X0AMMOCTM OTMETKA O MOCTYM/IEHUN MOXET AOMNOJHATLCS yKasaHWem BpPeMeHu MOCTYN/IeHWst B yacax U

MUHYTax 1 crnocoba AOCTaBKU AOKYMEHTA.

OTMeTKa O NOCTYMN/IEHUN AOKYMEHTa MOXET NPOCTaBNATLCSA C MOMOLLbIO WTammna.

5.28 Pe3onioymsa cogepXxuTt ykaszaHne No UCMOSIHEHUIO AOKYMeHTa. Pe3ontouns oopmaseTcsa Ha CBO-
6oaHOM MecTe paboyero rnona AoKyMeHTa, Ha 6/1aHKe pe3oniouum Uav BHOCUTCA HenocpeCTBEHHO B CUCTEMY
3/1EKTPOHHOr0 AOKYMEHTOO6OpOTA.

Pes3ontoumsa BkIoYaeT; hamMuanio, MHULManbl UCNosiHUTeNns (UCNosiHuTenei), NopyyeHne no AOKYMEHTY,
npuv HEO6XOANMOCTU — CPOK NCMOJTHEHUA, NOANMUCH NNLA, BbIHECLLETO PE30/1I0LNI0, AaTy Pe3osHoLnn.

Mpumep
damunna N.0.
Mpowy noarotoBuThb NpeasioxeHna k 10.11.2016.

Moanuce
Jara

14


mailto:Zabelin%40gov.ru

FOCT P 7.0.97—2016

5.29 OTMeTKa O KOHTpO/ie CBUAETE/IbCTBYET O MOCTAHOBKE AOKYMEHTA Ha KOHTPOJb, MPOCTaBAsieTCcs
LWTamMnom «KoHTPOsIb» Ha BEPXHEM MoJie JOKYMEHTA.

5.30 OTMeTKa O HanpaB/ieHW/ AOKYMEeHTa B [efl0 onpenesisieT MecTo XpaHeHWs AOKYyMeHTa nocre 3a*
BepLleHns paboTbl C HAM M BK/IIOUAET: cfioBa «B [eno», MHAEKC Aena No HOMeHKNaType Aesl. B KoTopoe no-
MellaeTcs OOKYMEHT Ha XpaHeHue, C ykasaHuem roga, OO/DKHOCTU Mvua, OOPMUBLLEFO OTMETKY, moAnucy,
Oathbl.

Mpumep

B geno Ne 01-18 3a 2016 .
3aB. 0TAENOM KOpNopaTUBHbIX MPOEKTOB
MNoanunce Jarta

OTmeTKa 0O HanpaB/ieHUN AOOKYMeHTa B A€e/10 MOXXET AOMNOJIHATbCA KpPpaTKMMU CBeAeHNAMUN O XapaKTtepe
MNCNOJ/IHEHNA OOKYMEHTAa.

6 BnaHkn [OKYMEHTOB

6.1 [na n3rotoBrieHMs 61aHKOB AOKYMeHTOB corsiacHo TOCT P 7.0.8 ucnonb3yetca bymara oopmaTos
A4 (210 x 297 mm). A5 (148 x 210 MMm); ANst N3roTOBIEHNS G/1aHKOB Pe30sIoLMiA UCcrosib3yeTcs 6ymara ¢op-
maToB A5 (148 x 210 mm), A6 (105 x 148 Mm).

KaxabIi AMCT AOKyMeHTa, OhOpPM/IEHHbIN Ha 61aHKe nnn 6e3 Hero, AO0/HKEH UMETb NOJIst HE MEHEE:

20 MM — neBoe:

10 MM — npaBoe;

20 MM — BepxHee:

20 MM — HWXHee.

[JokyMeHTbl anTenbHbIX (CBbiwe 10 fieT) CPOKOB XpaHeHUs A0/DKHbl MMETb JIeBOe MoJie He MeHee
30 mm.

6.2 OpraHmsauum MNCMosib3yT 6/1aHKN [OKYMEHTOB, U3rOTOB/IEHHbIE Ha ByMaXHOM HocuTesne (6naHku
[OKYMEHTOB dhefepasibHbIX OPraHoB rocyapCTBEHHOW BflacTu C BOCnpon3BeneHnemM FocygapCTBEHHOrO rep-
6a Poccuiickoii ®egepalmm n3rotaBanBatoTcs nonurpagmyecknmm npegnpusatusMm, MELWMN cepTudnka-
Tbl O HA/IMYUN TEXHUYECKUX N TEXHOTOTNYECKNX BO3MOXHOCTEN AN Ka4eCTBEHHOro N3roTOBMEHNS YKa3aHHOro
BuAa npoaykumn), Wnnmn anekTpoHHble wWwab/ioHbl 6/1aHKOB. BnaHk/m Ha 6yMaXHOM HOCUTENE N 3/1EKTPOHHbIE
WabnoHbl 61aHKOB A0/XHbI ObITb MAEHTUYHbBI NO COCTaBY PEKBU3UTOB, MOPSAAKY UX PaCrOfIOXEHUS, TAPHUTY-
pam wpwudrTa.

BnaHkn AOKYMEHTOB Ha OGyMaXKHOM HOCUTEsNle U 3/1EKTPOHHbIE WabioHbl 6/1aHKOB M3roTaBAnBaloTCA Ha
OCHOBaHUM MakKeToOB 6/1aHKOB, YTBEPXAAEMbIX PYKOBOAUTENEM OpraHn3auunm.

BnaHkn 4OKYMEHTOB CrleyeT U3rotaBanBaTth Ha 6esoi 6ymare nim 6ymare CBeT/ibIX TOHOB.

ONeKTPOHHbIe WabnoHbl 61aHKOB AOKYMEHTOB AO/DKHbI ObiTh 3aliulleHbl OT HeCaHKUMOHUPOBaHHbIX
N3MEHEHWNIA.

6.3 BnaHkn [OKyMeHTOB O0QOPM/AIOTCA B COOTBETCTBUN C NMPU/IoXeHnem 5. OpMeHTUPOBOYHbIE rpaHn-
LUbl 30H PacrnosioKeHUs PEKBU3UTOB 0603Ha4YeHbl MYHKTUPOM. Kaxpas 30Ha onpenensieTcsd COBOKYMHOCTbHO
BXOJSALLMX B HEE PEKBU3NTOB.

6.4 B 3aBNCMMOCTM OT PacrosiOXeHUs1 PeKBM3MTOB yCTaHaBNMBaeTCA ABa BapuaHTa 6/1aHKOB — Yr10BOM
(pycyHOK B.1) n npoaoibHbIi (pUCYHOK B.2).

6.5 PekBn3uTtbl 01.02.03 pacnonaraloTCA Ha BepxXHeEM nosie AOKyMeHTa Hapg pekBu3ntom 05 nocepenu-
He 30Hbl, 3aHATOWM 3TVM PEKBU3NTOM.

PekBun3uTt 03 MOXeT pacnosararbCs cneBa Ha YpoBHe peksusnta 05.

PekBu3utbl 05. 06. 07. 08. 09.13. orpaHu4uTesibHble OTMETKM AnA pekBusutos 10.11.12 B npepenax
rpaHuiL, 30H PacnosioXKeHUs PeKBU3NTOB pa3MeLLaloTCs O4HUM N3 CNOCO60B:

- LEeHTPOBaHHbIM (Ha4yasi0 U KOHEeL, KaXA0 CTPOKM PEeKBM3UTOB paBHO yAasieHbl OT rpaHuy, 30Hbl pac-
NONOXEHUNA PEKBU3NTOB);

- dhnaroBbIM (kaXaas CTpOKa PEKBU3UTOB HaAYMHAETCs OT JIeBOI rpaHuLbl 30HbI PACMNOIOXEHUS PEKBU-
3UTOB).
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6.6 YcTaHaBnmBaloTCA cneytowme Buabl 6/1aHKOB JOKYMEHTOB OpraHn3aunmn:

- 00WMii BnaHK:

* 6naHK NUCcbMa;

* 611aHK KOHKPETHOro BMAa AOKYMEHTa.

HopmaTtrMBHbIMY aKTamMn opraHvsaLlmm ycTaHaBNMBalOTCA BUAbI MPUMEHSEMbIX G/1aHKOB U UX PasHOBU/-
HOCTK (6/1aHK NMUCbMa CTPYKTYPHOro nogpasferieHus, 6naHk nucbmMa [O/MKHOCTHOIO ivua, 6naHk npukasa,
61aHK pacnopsbkeHus, 6naHk NpoTokona n ap.).

O6pa3subl 611aHKOB AOKYMEHTOB MpuBeAEHbI B NPUNOXeHUN B.

6.7 O6LWMit 6NaHK MCcrnosib3yeTca A/11 U3roTOBJIEHUS NTIOObIX BUAOB AOKYMEHTOB, KPOME Ae/10BOro (Cry-
»XeBHOro) nucbma.

O6wwnin 6naHKk B 3aBMCUMOCTU OT yupeauTesibHbIX [OKYMEHTOB OpraHvmsaumy 1 NoKasibHbIX HOPMaTUB-
HbIX aKTOB BK/1toYaeT pekBn3nTbl 01 (02 nnn 03). 05.06.07.13 n orpaHnunTeIbHbIE OTMETKN A1 PEKBU3UTOB
10.11.16.17.

BnaHK nucbma B 3aBMCUMOCTU OT yUYpeAnTeNibHbIX JOKYMEHTOB OpraHusaumnn U fIoKaslbHbIX HOPMaTuB-
HbIX aKTOB BK/1HoYaeT pekBn3nTbl 01 (02 nnan 03). 05. 08. orpaHnyUTesIbHbIE OTMETKN ANA pekBu3nTos 10. 11.
12.15.17. BnaHk nucbMa CTPYKTYpPHOro noAapasaeneHunsi A0No/IHUTETbHO BK/IKOYaeT pekBU3nT 06. 6/1aHK NUCb-
Ma [0/HKHOCTHOro Nnua — peksn3ut 07.

BnaHK KOHKpeTHOro Buaa AOKYMEeHTa, KpOMe NUCbMa, B 3aBUCUMOCTU OT y4YpeamnTesibHbIX [LOKYMEHTOB
opraHusaunn 1 fiokasibHbIX HOPMAaTMBHbIX aKToB BK/toYaeT peksn3utbl 01 (02 nnanm 03), 05. 09, 13 n. npu He-
06X04MMOCTN. OrpaHMYnTesIbHbie OTMETKU A1 TpaHuL, 30H pacnonoxeHusi pekeusmtoB 10.11.16,17. BnaHk
KOHKPETHOro BMaa AOKYMEHTa CTPYKTYPHOro nogpasfenieHnsa OOMONHUTENIbHO BKAKOYaeT pekBu3nT 06. 6naHk
LOJ/DKHOCTHOIO finua — peksusnt 07.

6.8 B opraHax BfiacTy u opraHusaumsx pecny6smk Poccuiickon depgepaumm, NCMNOAb3YIOWMX Hapsagy C
PYCCKUM S13bIKOM Kak rocyAapCTBEHHbIM SA3blkOM Poccuiickoii Pefepaumn rocyaapCTBeHHbIN A3bIK (rocyaap-
CTBEHHbIE A3bIKWN) pecny6/IvK, NCNOMb3YHTCA 6/1aHKN JOKYMEHTOB Ha PYCCKOM SA3blKe Y FOCY4apCTBEHHOM A3bl-
ke (rocyfapCTBEHHbIX S3blKax) pecnyb6/nK: yrnoBble (PeEKBM3UTbI 6/1aHKa pacnonaratoTcsad Ha O4HOM YPOBHeE:
Ha PYCCKOM fA3blKe — C/1€Ba, Ha rocyJapCTBEHHOM A3blke (rOCYAAapCTBEHHbIX A3blKax) pecrnyosnk — cnpasa)
VAN NPOA0/bHbIE (PEKBU3NTHI 6/1aHKA Ha PYCCKOM f3blke — CBEpPXY, PEKBU3UTbI 6/1aHKa Ha rocyaapCTBEHHOM
fA3blKe (roCyAapCTBEHHbIX A3blKax) PeCcnyb6/nK — HUXeE).

[ns nepennckn ¢ MHOCTPaHHbIMW KOPPECNOHAEHTaMM NCMNOb3YIOT 61aHKM Ha ABYX S3blkaX — PYCCKOM
M aHrnuiickom (pncyHok B.8) nnnm nHom MHOCTPaHHOM SA3bIKe.

(N3meHeHHast pegakuums, Miam. Ne 1).
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MpunoxeHue A
(cnpaBo4HOE)

PacnonoxeHne PEKBN3UTOB Ha TUTY/IbHOM JINCTE OOKYMEHTa

HanmeHoBaHne opraHusaumm

Mpydh cornacoBaHns AOKYMEHTa Fprdh yTBEPXAEHNSA AOKYMEHTA

HanmeHoBaHMe B1Aa AOKYMeHTa
3arosioBOK K TEKCTY

Mpydh cornacoBaHnsa AOKYMEHTa

MecTo cocTaBneHns (M3[aHuns) AOKYMEHTa — rof, U3AaHusi AOKyMeHTa

PucyHok A.1 — PacnonoxeHne pekBNU3NTOB Ha TUTY/IbHOM JIUCTE AOKYMeHTa
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PucyHok B.1 — PacnonoxeHve pekBM3NTOB U FpaHnLbl 30H Ha hopmate A4 yriioBoro 61aHka
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PucyHok B.2 — PacnonoxeHue pekBM3NTOB 1 rpaHnLbl 30H Ha hopmate A4 NpoJo/bHOro 6s1aHka
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MpunoxeHve B
(cnpaBo4HOE)

O6pasubl 611aHKOB AOKYMEHTOB

Pocapxvs
defepanbHoe GHOIKETHOE yupexaeHue
«Bcepoccuiicknini Hay4yHO-1ccneaoBaTeNlbCKUn UHCTUTYT

AOKYMEHTOBEAEHNA N apXMBHOIo aena»
(BHUVAAL)

MockBa

PucyHok B.1 — O6pa3sel, 06uero 6/1aHka opraHmsauum



Pocapxue

depepanbHoe GO4KETHOE yupexaeHme
«Bcepoccuiicknini Hay4YHO-MccneaoBaTeNbCKi
NUHCTUTYT
[LOKYMEHTOBEEHNSI N apPXMBHOIO Aena»

(BHANLOAL)

Mpodhcoto3Hasn yn., a. 82, Mockea, 117393
Ten./dpakc: (495) 718-78-74;
e-mail:mail@vniidad.ru; http://www.vniidad.ru
OKIMO 02842708; Or'PH 1027700380795;
WHH/KMM 7708033140/771001001

Ne

Ha Ne oT

PucyHok B.2 — O6pa3el, yrsioBoro 6s1aHka NMCbMa opraHmsaugum

FOCT P 7.0.97—-2016
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Pocapxus

depnepanbHoOe 6OIKETHOE yupexaeHne
«Bcepoccuincknin Hay4dHo-muccneaoBaTeibCKUii UHCTUTYT
[OKYMEHTOBEAEHUS N apXMBHOIO gena»
(BHMUMOAL)

MpodicorosHasn yn., a. 82, Mockea, 117393
Ten./dakc: (495) 718-78-74; e-mail:mail@vniidad.ru; http://www.vniidad.ru
OKMO 02842708; OrPH 1027700380795; MHH/KIMM 7708033140/771001001

Ne

Ha No oT

PucyHok B.3 — O6pasel, NnpoaonbLHOro 6/1aHka nucbma opraHusaumnv
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PocapxuBs

depnepanbHoe GOKETHOE yupexaeHne
«Bcepoccuincknin HayuHo-mnccneaoBaTelbCKUii UHCTUTYT
[OKYMEHTOBEAEHUS N apXMBHOrO gena»
(BHMUMOAL)

AVNPEKTOP
MpodycotosHasn yn., a. 82, Mockea, 117393
Ten./dakc: (495)718-78-74; e-mail:mail@vniidad.ru; http://www.vniidad.ru
OKMO 02842708; OrPH 1027700380795; MHH/KIMM 7708033140/771001001

Ne

Ha Ne oT

PucyHok 8.4 — O6pa3sey, NpoAobLHOro 6/1aHKa NnMcbma AO/MKHOCTHOMo nua
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Pocapxus

depnepanbHoOe 6OIKETHOE yupexaeHne
«Bcepoccuincknin Hay4dHo-muccneaoBaTeibCKUii UHCTUTYT
[OKYMEHTOBEAEHUS N apXMBHOIO gena»
(BHMUMOAL)

OTPAC/IEBOW LIEHTP MOBbILWEHWA KBA/IMOUKALIAA
MpodicorosHasn yn., a. 82, Mockea, 117393
Ten./dakc: (495) 718-78-74; e-mail:mail@vniidad.ru; http://www.vniidad.ru
Ten./pakc (495) 718-79-38; e-mail:ocpk@vniidad.ru
OKMO 02842708; OrPH 1027700380795; MHH/KIMM 7708033140/771001001

Neo

Ha No oT

PucyHok B.5 — O6paseL, NpoAos/ibHOro 6/1aHka NcbMa CTPYKTYPHOTO noapasaeseHms
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Pocapxvs
depepanbHoe 6IOLKETHOE yupexaeHune
«Bcepoccuincknin HayudHo-mnccneaoBaTelbCKUii UHCTUTYT
[OKYMEHTOBEEHNS U apXUBHOTIO gena»
(BHNMOAL)

MPNKA3

MockBa

PrcyHok B.6 — O6pasel, 6/1aHKa KOHKPETHOTO BrAa AOKYMeHTa opraHm3aumm
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Pocapxus
depepanbHoe 6IOLKETHOE yupexaeHune
«Bcepoccuincknin Hay4dHo-muccneaoBaTeibCKUii UHCTUTYT
[OKYMEHTOBEEHMS U apXUBHOIO gena»
(BHNMOAL)
OVNPEKTOP

PACIMOPSXXEHUE

Mocksa

PucyHok 8.7 — OGpaseL, 6/1aHKa KOHKPETHOIO BUAa AOKYMEHTa AO/HKHOCTHOIO fimua
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PocapxuBs

depnepanbHoe GOKETHOE yupexaeHne
«Bcepoccuincknin HayuHo-mnccneaoBaTelbCKUii UHCTUTYT
[OKYMEHTOBEAEHUS N apXMBHOr0 gena»
(BHMUMOAL)

MpodycotosHasn yn., a. 82, Mockea, 117393
Ten./dakc: (495)718-78-74; e-mail:mail@vniidad.ru; http://www.vniidad.ru
OKMO 02842708; OrPH 1027700380795; MHH/KIMMN 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

Ne

Ha Ne oT

PucyHok B.8 — O6pa3seL, NpoAo/IbHOro 6/1aHKa NMcbMa opraHu3anum Ha ABYX s3blKax
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