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Mpeaucnosue

1 PASBPABOTAH ®enepansHbiM Bl1o4XeTHbIM yupexxaeHueM «Bcepoccnitckuit HayuwHo-uccnesoBarenb-
CKUW MHCTUTYT OOKYMeHTOoBeaeH s n apxusHoro gena» (BHUMOAL) $enepansHoro apxXMeHoro areHTcTea

2 BHECEH TexHu4eckum komuTeToM o crangapruaauvu TK 191 «HayuHo-TexHndeckan nHdopMaums,
6ubnnoTeYHoe U UpaTenLckoe Aeno»

3 YTBEPXXOEH W BBEJIEH B AEVCTBME MNpukasom denepanbHoro areHTcTea no TEXHUYECKOMY pe-
ryninpoeaHuio n Mmetpororum ot 8 aekabpsa 2016 r. N2 2004-ct

4 B HacTosILeM cTaHaapTe peanvsoBaHbl HOpMbI hefiepanbHbIX 3aKOHOB OT 27 uiona 2006 r. Ne 149-03
«O06 vHopMaunK, MHGPOPMALIMOHHBIX TEXHONOTMAX W O 3aluTe WHpOPMauuu», oT 22 okTabpa 2004 r.
Ne 125-93 «O6 apxusHOM aene B Poccuiickoit Gepepatiumy -

5 BSAMEH IOCT P 6.30—2003

6 U3OAHUE (mionb 2018 ) c UameHeHnem N2 1, yTeepxaeHHbIM B Mae 2018 r. (MYC 7—2018)"

lIpasuna npumeHeHuUs HacCMORKWe20 cmaHBapma ycmaroaneHs! 8 cmamee 26 @edepanbHoz0 3akoHa
om 29 uioHs 2015 e. Ne 162-@3 «O cmandapmuszayuu e Pocculickoll ®@edepayuu». UHgpopmayus o6 u3s-
MeHeHUAX K HacmosiueMy cmaHOapmy rybruKyemcs 8 exez00HOM (N0 COCMOAHUI0 Ha 1 sHeapsa meKyuiezo
200a) uHhopMayUOHHOM yKasamerne «HayuoHanbHsie cmaHGapmbi», a oghuyuansHbill mekem usMeHeHud u
1ornpasoK — 8 eXXeMeca4YHOM UHOpMalyUOHHOM ykasamerne «HaluoHanbHble cmaHdapmbiy», B cnyqae nepe-
cMompa (3ameHbl) unu omMeHsl Hacmosue2o cma+Hdapma coomeememeyowee yeedomnerHue 6ydem ony-
bnukosaHo e bnuxallluemM 8binycKe eXeMecAYHoz20 UHGHOPMalUUOHHOZ0 yKkazamens «HayuoHanbHuie cmaH-
dapmei». Coomeemcmeyowasi UHghopMayus, yeeGOMIEHUE U MEKCMbI Pa3MeLWaomcs 8 UHgopMayuoHHoU
cucmeme 06iLez0 Nonb3osaHus — Ha oguluanbHoM calime PedepanbHO20 a2eHmMemea no MexHUYecKoMy
pea2ynuposaHuo U Memposiozuu 8 cemu ViumeprHem (www.gost.ru)

© CrangapTtuHdopMm, opopmnenue, 2018

HacToswumit cTaHAapT He MOXET 6biTh NOMHOCTBIO UMW YAaCTUYHO BOCNPON3BEAEH, TPAXNPOBaH U pac-
NpocTpaHeH B ka4yecTae ouumanbHoro nanaHnsa 6e3 paspelueHust deqeparnbHOro areHTCTea No TeXHUYECKo-
MY PerynpoBaHuio ¥ METPONOrUn

* Hacrosuiee uanaxue aameHseT Bce npeasbiayiive U3AaHna AaHHOTo cTalaapTa.
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HAUWOHANBbHBLIA CTAHOAPT POCCUACKON SEAQEPALUNMN

Cucrtema cTaHAApTOB No uHpopmaunu, GMGNMOTEUHOMY M M3OaTeNbCKOMY Aeny

' OPrAHU3ALIMOHHO-PACNMOPAQAUTENLHAA QOKYMEHTALIVA
Tpe6osaHma K 0(POPMNIGHNIO [OKYMEHTOB

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

[Oarta sBegeHus — 2018—07—01

1 O6nacTb NpuMeHeHUs

HacTosiWnid cTaH[apT pacnpocTpaHAeTcA Ha OpraHM3aLMOHHO-pacNopPAANTESIbHbIE AOKYMEHTbI. yCTa-
i Bbl, NOMOXEHNs, NPaBUNa, MHCTPYKUMW, PEFNamMeHTbl, NTOCTAHOBNEHWUA, PACNOPSIKEHURA, NPUKAa3bl, PELLIEHURA,
' NPOTOKOMNbI, AOrOBOPbI, aKThI, NUCbMA, CNpPaBkvu U Ap. (Aanee — AOKYMEHTbI), B TOM YUCIe BKMOMEHHbIE B
OK 011-93 «O6wepoccuinickuit knaccudmkaTop ynpasneH4eckon gokymeHtauuu» (OKY[), knacc 0200000.
HacToswuit cTaHgapT onpefenseT cocTas PeKsBU3MTOB [OKYMEHTOB, npasunia ux opopMneHuns, B TOM
yucre ¢ NPUMEHEHNEM MHPOPMALIMOHHBIX TEXHOMOMMIA; BUALI OBNAaHKOB, COCTaB pekBUIUTOB BnaHKoBs, CXxemsl
pacnonoXeHWs PEKBU3UTOB Ha AOKYMEHTe; obpasubl GnaHKoB; nNpasuna co3paHnsa JokymeHToB. MonoxeHns
HacTOsILLEro CTaHAapTa pacnpoCTpaHAIOTCA Ha AOKYMEHThI Ha ByMaXHOM U 3NeKTPOHHOM HOCUTENSX.

2 HopMaTUBHbIe CChINKH

B HacTosiLeM ctaHAapTe UCNONb3oBaHbI HOPMATUBHBIE CCbINKW Ha Cneayiowme cTaHaapTbi:

TOCT P 7.0.8 Cucrema craHAapToB no uHgopmauuu, 6ubnuote4HoMy U usaatensckomy aeny. feno-
NPOW3BCACTBO U apxuBHOe Aeno. TepMuHbl U onpeaeneHns

TOCT P CO 15489-1 Cuctema ctasaaptoB no uHdopmauumn, 6ubnuoredHomy 1 naparenbckomy aeny.
Ynpaenenue fokymeHTamun. O6wme TpebosaHus

MpumeuaHne — Mpu Nonb3oBaHNN HACTOAWMM CTaHAAPTOM LienecoobpasHo NPOBEPUTL AeACTBUE CChINOYHBIX
CTaHAapTOB B MHOPMALMOHHOM cucTeme 06LIero NoNL30BaHUs — Ha ohuLMansHOM caiiTe degeparibHOFO areHTCTea No
TEXHUMECKOMY PerynnupoBaHunIo U METPOROrvK B ceTn MIHTepHeT MM No exerogHoMy MHOPMaLIMOHHOMY yKasaTenio «Ha-
LMOHanbHble CTaHAaPTHI», KOTOPLIA ONYBNNKOBaH MO COCTOAHMIO Ha 1 AHBapA TeKyUlero roaa, 1 no BLINYCKam eXxeMecsay-
HOFO MH(POPMALIMOHHOFO yKkasaTens «HaumoHanbHble CTaHAAPTLI» 3@ TEKYLUWA rod. ECn 3aMeHeH CCbINOUYHbIA CTaHaapt,
Ha KOTOpbIi AaHa HepaTUpoBaHHaA CCbifnka, TO PeKOMEHOYETCA UCTONL30BAaTh AeACTBYIOLIYIO BEpCHUIO 3TOTO CTaHaapTa
C Y4eTOM BCeX BHECEHHbIX B AaHHYI0 BEPCHIO M3MeHeHWi. Ecnin 3ameHeH CCbINoYHbIRA CTaHAApT, Ha KoTopbIi AaHa aarTy-
poBaHHas CCbINKa, TO PeKOMeHAYEeTCs UCNoNb3oBaTh BEPCHUIO ATOTO CTAHAAPTA C YKasaHHLIM Bhille rofloM YTBEPXAEeHWUs
(npuHnTUs). EcAn nocne yTBepXAEHNA HACTOALEro CTaHAapTa B CCbINOYHBIA CTAHAAPT, Ha KOTOpbIA JaHa AaTnpoBaHHas
CCbiNika, BHECEHO U3MeHeHMne, 3aTpariBalollee NonoXeHne, Ha KOTOPoe AaHa CCbirka, TO 3TO NONOoXeHVe PeKOMeHayeTCs
npumeHnTL 6e3 yyeta AaHHOrO N3MeHeHNs . ECiv cobinoyHbIn cTaHaapT oTMEHeH 6e3 3aMeHbl, TO NoNoXeHNe, B KOTOPOM
[DaHa ccobirika Ha Hero, pekoMeHIyeTCs NPUMEHATL B YacTy, He saTparusaiowuedl aTy ccbinky

3 O6wme TpeGoBaHKA K CO3AaHUIO [OKYMEHTOB

3.1 [lokymeHTbl MOryT CO3AaBaTbCcA Ha ByMaxHOM HocuTene W B aneKTpoHHOK chopme ¢ cobniogeHnem
yCTaHOBMEHHBIX NPaBnN OhOPMNEHUst LOKYMEHTOB.

Wapnanue ocdmumansHoe
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3.2 MNpu cosgaHumn gokymeHTa Ha AByX U Gonee cTpaHuUax BTOPYIO U nocneayloline CTpaHuLbl Hyme-
PylOT.

Homepa cTpaHuL NpocTaBnAlTCs nocepeAnHe BepxHero nons AOKYMEHTa Ha pacCTOAHMWM He MeHee
10 MM OT BepxHEro Kpasi nucra.

DonyckaeTtca cosfaHue JOKYMEHTOB Ha nuUesoil n o6opoTHO cTopoHax nucta. Tpu ABYCTOPOHHEM
CO3aHUM [OKYMEHTOB LUMPWHA NEBOr0 NONSA Ha NULIEBOW CTOPOHE NUCTa 1 NPasBoro NoNA Ha 0bopoTHOM CTO-
poHe nucTa AoMkHbI BbITh paBHbL.

3.3 insA coananus AOKYMeHToB He0BX0AMMO UCNoNbL30BaTh ¢BOGOAHO pacnpocTpaHaemble GecnnaTtHble
WpUdTLI.

[ns obopMneHnsi AOKYMEHTOB peKOMEHAYETCH UCNONb30BaTh pasmepsi WwpugTos Ne 12, 13, 14.

{pu cocTaBneHun Tabnuy AonNycKkaeTcA UCTIONb30BaTL LWPUMTH MEHbBLLVX pa3Mepos.

(VUameHeHHan peaaxuus, 3m. Ne 1).

3.4 AB3auHbIn OTCTYN TekcTa AOKyMeHTa — 1,25 cM.

3aronoBku pa3nenos M NOAPasnenos nNevaraloTes ¢ absayHbIM OTCTYNOM UMK LIEHTPUPYIOTCA MO LWnpK-
HE TeKcTa.

MHOroCTpOMHbIE PEKBU3UTBLI NEYATAIOTCA Yepe3 OAWH MEXCTPOUHbIA UHTEpPBan, COCTaBHbLIe YacTu pek-
BU3WUTOB OTAENAIOTCA AOTNONHUTENbHLIM UHTEPBANOM.

TekcT AOKyMEHTa nevaraeTcs Yyepes 1—1,5 MEeXCTPOoUHbIX UHTEpBana.

Ecnu AOKyMeHT roToBMTCA ANsl M30aHWA C YMeHbLUEHWEM MacliTaba, TeKCT nevaraeTca Yyepes Asa WUH-
Tepeana.

WHTepBan mexay 6yksamun B CrioBax — OGbIYHbIA.

UHTepBan mexay crnosamu — oauH npoben.

3.5 TekcT AokyMeHTa BblpaBHMBAETCA NO LUMPUHE fucTa (No rpaHULAaM NEBOro U rnpasoro nonen Ao-
KymeHTa).

LnvHa caMoi ANVMHHOW CTPOKKN peKBU3UTa NPKU YINOBOM PacnonoXeHUn peksn3nToB He Gonee 7,5 cm.

OnuHa camoit ANMMHHOW CTPOKU peKkBU3NTa NPU NPOAONBLHOM pacnonoXeHun peksusutos He Gonee
12 om. ‘

3.6 HopmaTuBHbLIMK aKTamu opraHu3aLmnmn MOXeT BbiTb NPEAYCMOTPEHO BbIAENEHNE PEKBU3UTOB «afpe-
caT», «3arofioBoK K TEKCTY» UNKN «NOANWUCHY», a Taloke OTAeNbHbIX PparMeHTOB TEKCTA NONY>XXUPHbLIM LLPUETOM.

3.7 HopmaTtuBHbI€ aKThl OpraHu3aLmMK, a TakkKe MHble MHOrOCTPaHWYHbIe AOKYMEHTbI MOFYT 0(pOPMNATb-
CS C TUTYNbHBIM NUCTOM. TUTYNbHBIA NUCT AOKYMEHTa 0bOPMNAETCH B COOTBETCTBUU C NPUNOXEHNEM A.

4 PekBU3NTbI BOKYMEHTa

Mpwv noarotoBke M 0HOPMNEHUN OOKYMEHTOB UCNONb3YIOT PEKBU3UTLI, ONPEaENEHUA KOTOPLIX NpuBeae-
Hbl B TOCT P 7.0.8.

01 — rep6 (MocynapcTeeHHbIit repb Poccuitckolr denepaumu, repb cybnekra Poccuiickon denepauuu,
rep6 (repanbauueckuid 3Hak) MyHuLMnansHoro obpasosaHus);

02 — 3mbnema;

03 — ToBapHbIA 3HaK (3Hak obcnyxusaHus);

04 — kon bOpMbI AOKYMEHTE;

05 — HaumeHoBaHWe opraHusauun — asTopa AOKYMEHTa;

06 — HaMmeHOBaHWe CTPYKTYPHOro NoApasfeneHus — aBTopa JOKYMEHTa;

07 — HauMmeHoBaHUe AOMKHOCTN NULa — aBTopa AOKYMEHTA;

08 — cnpaBsoyHble AaHHbIe 06 OpraHu3auwu;

09 — HanmeHoBaHWE BUAE AOKYMEHTA;

10 — naTta AOKyMeHTa;

11 — perucrpaunoHHbIn HOMep JOKYMEHTaE;

12 — ccbinka Ha perucTpauuoHHbIn HoMep U A4aTy NOCTYNUBLLIEro AOKYMEHTE;

13 — MmecTo cocTaBneHus (M3naHns) AOKyMEHTa;

14 — rpuc orpaHu4eHnn JocTyna K JJOKYMEHTY;

15 — appecar;

16 — rpudh yTREPXKAEHWA OOKYMEHTE;

17 — 3aronoBokK K TEKCTY;

18 — TeKCT AOKYMEHTa;

19 — oTMeTKa 0 NPUNoXeHUw,



r

rocT P 7.0.97—2016

20 — rpuc cornacoBaHUA AOKYMEHTA;

21— BU33;

22 — noANUCL;

23 — oTMeTKa 00 aneKTPOHHOW noanucwy;
24 — nevatb;

25 — oTmeTKka 06 ucnonuurene,

26 — OTMETKA O 3aBepeHur Konuw,

27 — OTMETKa 0 NocTYNNeHUN JOKYMEHTa;

28 — pesonouus;

29 — oTMeTKa 0 KOoHTpone;

30 — oTMmeTka 0 HanpaBneHuu JJOKyMeHTa B Aeno.,

5 OchopmneHne peKBU3UTOB NOKYMEHTOB

5.1 I'epb (MocynapcTeeHHbIR repb Poccuiickoin depepauum, repb cybbekrta Poccuiickoin denepauun,
rep6 (repanbgnueckuil 3Hak) MyHULUNanbHOro obpasosaHus) BOCNPOU3BOANTCA Ha BnaHKkax AOKYMEHTOB B
COOTBETCTBUM ¢ DeaepanbHbIM KOHCTUTYLIMOHHBIM 3aKOHOM oT 25 gekabps 2000 r. Ne 2-0K3 «O Focypap-
cTBeHHOM repbe Poccuiickoit degepauun», 3aKkOHOAATENBHBIMU U UHBIMA HOPMATUBHBLIMU NPaBOBbLIMU aKTa-
MK cy6bekToB Poccuitckon deaepauum n HOpMaTUBHBLIMW aKTaMu OpraHoB MECTHOTO CaMoynpaBneHus.

Maobpaxexve repba (FocypapcrsexHoro repba Poccuitckon denepauun, repba cybbexra Poccwitckoit
denepauun, repba (repanbAnyeckoro 3Haka) MyHuuMnansbHoro obpasoBaHus) NOMELLaeTcs nocepeavHe
BepxHero nons GnaHka AOKYMEHTa Hapf PeKBU3UTaMWU opraHusauuM — aBTopa OOKYMEeHTa Ha paccTOsHWU
10 MM OT BepXHero kpas nucTa.

5.2 OmBnema opraHusauuu, paspabotaHHas U yTBepXAeHHas B YCTAHOBNEHHOM MNopsake, pasmellaer-
Csl B COOTBETCTBUM C HOPMAaTUBHLIMW NPaBOBLIMK aKkTamn Ha BnaHkax: AOKYMeHTOB dbefeparnbHbiX OpraHoB
rocyAapCTBEHHOI BMacTu (3a UCKMIYEHUEM chnydaes, rpefycMaTpyBalolmnx UCnonb3osaknne uiobpaxeHus
locynapcreeHHoro rep6a Poccuiickoi defepaLuu), TeppuTopUanbHbeIX opraHos cdeaepansHbIX opraHos ro-
CyAapCTBEHHOW BNACTW, rocy4apCTBEHHbIX U HErOCyAapCTBEHHbIX OpraHu3aumi. N3obpaxeHne amGnemel no-
MeLlaeTcs nocepeuHe BepxHero nons GraHka QOKYMeHTa Ha pekBu3nTamu opraHusaunm — asTopa JoKy-
MeHTa Ha paccTosiiun 10 MM OT BepXHEro Kpas nucra.

5.3 ToBapHbiit 3HaK (3HaK obcny>XXusaHus), 3aperucTpuposaHHblid B YCTaHOBSI@HHOM 3aKoHO4aTEeNbCTBOM
nopsake, BOCNPOU3BOAMTCS Ha BriaHkax opraHU3auui B COOTBETCTBMU C YCTABOM (nonoxeHuemM o6 opraHusa-
uuK). NaoBpaxeHne ToBapHOro 3Haka (3Haka obcny)KuBaHUsA) NomelaeTcs nocepeaHe BepxHero rors Gnax-
Ka AOKYMEHTa Haj peKkBU3WTamy OopraHu3auuun — asTopa AOKyMEeHTa WNnu crneBa Ha YpOBHE HanmeHoBaHWs
opraHW3aLuu — aBTopa AOKYMEHTA (A0NyCKaeTCsl 3axBaTbiBaTh YacTb FIeBOro Nosns).

Hapsigy ¢ TOBapHbiM 3HAKOM (3HAKOM OGCny>xuBaHMs) Ha BnaHkax AOKYMEHTOB MOXET yKasbiBaTbCs
KoMMep4eckoe 0603Ha4YeHue 1opuanYeckoro nuua.

5.4 Koa opmbl JOKyMEHTa NPOCTABNSAETCH Ha YHU(DMUMPOBAHHBIX (POpMax JOKYMEHTOB B COOTBETCTBUM
¢ O6LepoccuiickuM knaccudukaTopom ynpasneHyeckoin gokymeHtauuu (OKYL) nnu riokansHbeIM knaccudm-
KaToOpOM, pacrnonaraercs B NpasoM BepxHeM yriy pabouero nonsi AOKYMEHTa, COCTOMT U3 cnos «dopma no»
(HammeHoBaHKWe KnaccudukaTopa) n UMdpoBoro koaa.

Mpumep

dopma no OKY[ 0211151

5.5 HaumeHoBaHue opraHuaaluMn — aBTopa AOKyMeHTa Ha GnaHke AOKyMeHTa AOMKHO COOTBETCTBO-
BaTb HAUMEHOBAHUIO IOPUANYECKOrO LA, 3aKpenneHHOMY B ero yupeauTenbHblX AOKYMeHTax (ycTaBe unm
nonoxeHuu). MNop HaumeHoBaHWeM opraHu3aLun B ckobkax ykasbiBaeTcA cokpalleHHoe HaumeHoBaHWe opra-
HW3aLMK, eCNn OHO NPeayCMOTPEHO YCTaBOM (NONOXEHNEM).

Han HaMmeHoBaHWeM OpraHusaunmn — asTopa AOKyMEHTa yKasbiBaeTCA NorHoe Win cokpallieHHoe Haun-
MEeHOBaHWe BbILLECTOALIEN OpraHn3aumnm (Npy ee Hanuyum).

! 5.6 HaumeHoBaHWe cTpyKTypHOToO nofpasgeneHus — asTopa AoKymeHTa (B TOM Yucne dunuana, otae-
NeHus, NpeacTaBuTeNnbLCTBa, KonNnervansHOro, CoBELLaTeNbHOro Ui UHOTo opraHa) Ncnonb3yeTca B GnaHkax
nuceM n GnaHkax KOHKPETHbIX BUOOB AOKYMEHTOB COOTBETCTBYIOWMNX NoApa3sfenieHnid (opraHoB) 8 COOTBET-
CTBUW C NOKaNbHLIMA HOPMATUBHBLIMW aKTaMN U YKa3bIBAETCA Nof, HavMeHoBaHNEeM OpraHusaLiuu.

3
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5.7 HaumeHoBaHWe AOMKHOCTU NWLA — aBTOpa AOKYMEHTa Mcnonb3yeTcs B GnaHkax JOMKHOCTHbIX
nvu 1 pacnonaraetcs noa HauMeHoBaHWeM opraHusauun UNM HammeHoBaHWEM TeppuTopim (kpas, oGnacTy,
aBTOHOMHOW ofnacT n Ap.), ecnNn [JOKYMEHT W3aaeT pykoBOAWUTENb opraHa BnacTu cyGwekta Poccuiickoit
denepaLumn, MyHMumnanbHoro obpasosaHns. HauMeHoBaHue AOMKHOCTY NiULA — aBToOpa [OKYMEHTA yKasbi-
BaeTCA B COOTBETCTBAW C HAUMEHOBAHUEM, NPUBEAEHHBIM 8 PacNOPAAUTENEHOM AOKYMEHTE O HasHa4YeHun
Ha AQOMMKHOCTD.

5.8 CnpaBouHble AaHHbIe 06 opraHM3aumnmn ykasbiBaloTcs B GnaHkax NUceMm 1 BKNI0YaloT: NOYTOBLIA agpec
opraHusauuu (AONOMHUTENBHO MOXET yKasbiBaTbCs afipec MecTa HaxoXXAEHUs IPUANYECKOro Nuua, ecnu oH
He coBrnajaeT ¢ NOYTOBLIM aapecoM); Homep TenedoHa, dakca, agpec aNeKTPOHHOM NOYTLI, CETEBON aapec.

B cocTas cnpaBoYHbIX AaHHbIX, 3a UcktodeHneM BnaHkoB AOKYMEHTOB OpraHoB rocy4apcTBeHHON Bna-
CTW, OpraHoB8 MEeCTHOro CaMoynpaBneHus, BKIIOYaloTCs: kop opranusauun no Obilepoccuiickomy knaccugu-
KaTopy NpeanpusiTHiA U opraHuaaumii (OKINO), ocHOBHOM rocyAapcTBeHHbIA perucTpauuoHHbI HOMep opraHu-
3aynn (OrPH) 1 naeHTUdUKaLMOHHbIA HOMEP HanoronNaTenbLMKa/kon NPUYMHLI NOCTAHOBKK Ha HAmNOroBbIiA
yyet (MHH/KIM).

5.9 HaumeHoBaHWe BMAa [OKYMEHTA yKasbiSBaeTCs Ha BCEeX AOKyYMEHTaX, 3a WCKNIoUEHWEM OenoBbiX
(cnyxebHbiX) Nucem, pacnonaraeTcs Nof peksusuTamn asTopa ACKYMeHTa (HauMeHOBaHWEM OpraHu3auuy,
HauMeHoBaHMeM CTPYKTYpPHOro noApasaeneHus, HaumeHosaHneM AOMKHOCTH) (CM. pucyHok B.6).

5.10 [lata aoKkyMeHTa COOTBETCTBYET AaTe NoanucaHws (yTsepXXAeHWs) AoKyMeHTa unu aate cobbiTus,
3adhuKCMpoBaHHOro B AoKyMeHTe. [lokyMeHTbl, u3faHHbIe AByMA unu Gonee opraHn3auvsiMK, OOMKHbLE UMETb
oAHy (eauHyto) aary.

[lata QoKyMeHTa 3anucbiBaeTcs B NOCNE[0BaTENbHOCTM — AieHb MecALa, MeCsL, rof — OLHUM U3 ABYX
cnocobos:

apabckumn Ldpamu, pasgeneHHsimu Toukon: 05.06.2016;

CrNoBeCHO-LMMPOBbLIM CNocoboM, Hanpumep: 5 uoHa 2016 .

5.11 PernctpaunoHHbii HOMep AoKYMeHTa — uMpoBoi unu GykseHHO-UMPOBOIN UAEHTUGMKATOP AO-
KYMEHTa, COCTOSLLUA U3 NOPSAKOBOro HoMepa AOKYMEHTA, KOTOPbIA, N0 YCMOTPEHUIO OpraHu3aumnm, MOXeT f40-
NONHATLCA LUNPPOBLIMM UNK BYKBEHHBIMU KOAAMU (MHAEKCAMMN) B COOTBETCTBUM C UCNOMb3yeMbIMU Knaccudu-
KaTopamu (MHAEKCOM Aena no HoMeHknaType fer, KOAOM KOppPecnoHAeHTa, KOAOM AOMKHOCTHOO fiuua u ap.).

Ha nokymeHTe, cocTaBneHHOM CoBMECTHO ABYMS U Gonee opraHusauusamMu, NpoCTasnAOTCs perucTpa-
LMOHHbIe HOMEpa AOKYMeHTa, NPUCBOEHHbIE KaXKA0W U3 opraHu3auui. PernctpaunoHHble HoMepa oTAensT-
Csi Apyr OT Apyra KOCOW YepToi U NPOCTABRNAKOTCA B NOPAAKE YKasaHUs agTOpOB B 3aroflOBOYHON YacTu Unu
npeambyne gokymeHTa.

5.12 Ccobinka Ha perucTpaunoHHbIA HOMEp U AaTy NOCTYNMBLLErO AOKYMEHTA BKIIOYAET perncrpaLmoH-
Hbli HOMEp U AaTy BXOASLLEro MHULMATUBHOIO AOKYMEHTA, Ha KOTOpbIA AaeTcs oTBeT.

5.13 MecTo coctasneHuss (U3aaHNsl) BOKYMEHTa yKasbiBaeTCs BO BCEX AOKYMEHTax, KpoMe AEenoBbIX
(cnyxebHbIxX) NUceM, a Takke AOKNAAHbIX, CNY>XeBHbIX 3annCoK U ApYrux BHYTPEHHUX MHOPMaLMOHHO-cnpa-
BOYHbIX AOKYMEHTOB.

MecTo cocrasneHus (M3gaHWs) NOKYMEHTa He YKasbiBAETCS B TOM Cryyae, ecnii B HAUMEHOBaHWN op-
raHW3auun npucyTcTByeT yKasaHuWe Ha MEecTo ee HaxoxpaeHus. MecTo cocTaeneHus (M3gaHus) AOKYMeHTa
YKa3bIBaeTCs 8 COOTBETCTBUW C NPUHATBIM aAMUHUCTPaTUBHO-TEPPUTOPUATbHBIM AeneHUeM.

5.14 Mpuc orpaHnyeHnn NOCTyNa K AOKYMEHTY NPOCTaBMAETCA 8 NPaBOM BEPXHEM Yrny NepBOro nucra
AOKyMeHTa (NpoeKTa AOKYMEHTa, CONPOBOANTENbHOMO NUCbMA K AOKYMEHTY) Ha rpaHuLe BEpXHEro nons npu
Hanuuun B AOKYMeHTe WH(OpMaLuK, JOCTYN K KOTOPOW OrpaHUYeH B COOTBETCTBUUA C 3aKOHOAATENbCTBOM
Poccuiickoit deaepauun.

Buab! ucnonbayembix 8 opraHn3auum rpucos orpaHMYeHNN AOCTyNa 4OMKHBI COOTBETCTBOBETL 3aKOHO-
AaTenbHbIM U MHBIM HOPMAaTUBHBLIM NPaBoBLIM akTaM Poccuiickon defepaunn n 4omkHbI GbiTh 3akpenneHb! B
nokanbHbIX HOPMaTUBHbLIX akTax. B coctas rpuda orpaHudeHns AocTyna K AOKYMEHTY BXOAUT OrpaHudnTe! b-
Has Haanuck («[ins cnyxebHoro nonbsoBaHusi», «KoHpuaeHumaneHo», «Kommepyeckas TaitHa» wnv 4p.),
KOTOpas MOXeT AONOSHATLCA HOMEPOM 3K3eMnnapa AOKYMEHTa M APYruMU CBeAEHUSIMU B COOTBETCTBUM C
3akoHoAaTenbcTBOM Poccuitckoit Gepepaunu.

lpumep

Kommepuyeckan TaitHa
OK3. Ne 2
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5.15 AgpecaT ucnonb3syercs npu oopmieHnn fenoBbix {CNYXeGHbIX) NMCEM, BHYTPEHHUX WHgopMma-
LMOHHO-CNPaBOYHbIX AOKYMEHTOB (AOKMaAHbIX, CryXebHbix 3anncok 1 ap.).

AnpecaToM [OKYMEHTa MOXET ObiTb opraHu3auus, CTPyKTYpPHOE NoapasgeneHne opraHusaumn, Sonx-
HOCTHOE UnKn cusmyeckoe NULO.

PeksusnT «appecaT» NpocTaBnseTcs B BEpXHEel Npaeoi YacT AoKyMeHTa (Ha BnaHke ¢ yrnosbiM pac-
NONOXeHUeM PEKBU3NTOB) UK cNpaia fog peksuantamu GnaHka (Npu NpoJONbHOM PacrioNOMKEHNN peKkBU3n-
TOB 6naHka). CTpoKWN peKBU3NTa «aapecaTy BbIpaBHUBAIOTCA NO NEBOMY KPalo UMK LEHTPYIOTCA OTHOCUTENBbHO
caMoi ANMHHOM CTPOKM.

Mpw aapecoBaHUn [OKYMEHTA PYKOBOAUTENIO (3aMEeCTUTENIO PYKOBOAUTENN) OpraHn3auum yKasbiBaeTcs

! B [aTeNbHOM Nagexe HavuMeHoBaHWe QOMKHOCTY PYKOBOAUTENN (3aMeCTUTENA PYKOBOAUTENSA), BKMioYaloLlee
HaMMmeHoBaHWe opraHusauun, aMmunuio, tHUUMansl OMKHOCTHOrO nuua.

Mpumep

Pykosogutenio denepansHoro
apXMBHOIO areHTCcTBa
damunua N.0.

Mpu agpecoBaHMM NUCbMA B OPraHW3auuio YKa3bIBaeTcsl ee nonHoe Unm cokpalleHHoe HauMeHosaHne
B UMEHUTENbHOM Nagexe.

Mpumep
denepansHOe apxuBHoe
areHTcTBO
nunm
Pocapxus

MNpv agpecoBaHuM QOKYMEHTa B CTPYKTypHOe rnoppasgerieHWe opraHusauum B pekBuU3UTEe «appecart»
yKa3biBAeTCsl B UMEHUTENBHOM Najexe HauMeHoBaHWe opraHu3aLmnmy, HUXe — HauMeHoBaHWE CTPYKTYPHOro
noppasgeneHus. ‘

Mpumep

denpepansHoe apxmBHoe
areHTCTBO

OTpen rocyaapCcTBEHHOM
cnyx06bl, kKagpoB U Harpag

Mpw agpecoBaHnu NUCbMa PyKOBOAUTENIO CTPYKTYPHOro nogpasfeneHnsa ykasbiBaeTCA B UMeHUTeNnb-
HOM nNagexe HanMeHoBaHwe opraHusauun, HWXKe — B AaTtenbHOM nagexxe HanMmeHoBaHue AOJHKHOCTU pyKo-
BOAMTENA, BKTIOHaKLUee HauMeHOBaHe CTpYKTYPHOTro nogpasigeneHus, hamMunnio, UHULMan.L.

MNpumep

AO «[Mpoduneb»

PykoBoauTenio 4OroBoOpHo-
npasoBOro otaena
damunusa U.0.
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Mepen damnnueit OMKHOCTHOFO NULA AOMYCKAETCA ynoTpebnaTk COKpalieHue «r-Hy» (rocrnogmHy),
ecnu agpecat MyXMuUHa, UNU «r-xe» (rocnoxe), eCnun agpecar XeHwuHa.

MNpumep

r-ny ®amunus 1.0.
wnm

r-xe ®amunus N.0.

Mpw paccbinke AOKyMEHTa rpynne opraHu3aLmii OQHOro TAMNA WK B CTPYKTYPHLIE NOAPa3AEneHNs ofHOM
opraHu3auumn agpecar ykasbiBaetcs 0606LLeHHO.

lpumep

PykoBogutensm godYepHux
o6uwects AO «[lpodunb»
nunu
Pykosoautensm ynpasneHui
Pocapxusa

Mpw pacchbinke AOKYMEHTa He BCeM opraHvu3aLMaM Unn CTPYKTYPHbIM NOAPa3AeneHNsIM No4 PeKBU3UTOM
«Appecar» B ckobkax ykasbiBaeTCsa: «(No cnucky)».

MNpumep

PykoBoautenam godepHux
o6wects AO «lpocunb»
(no cnucky)

B oaHOM fokymeHTe He gomkHo GbiTb Gonee yeTbipex agpecaToB. Crnoso «Konusi» nepes BTOpbIM,
TPETbUM, YeTBEpTLIM aapecaTtamu He ykasbiBaeTcs. Mpu Gonbliem KonuyecTse aapecaToB COCTABNSAETCH
CMUCOK (NUCT, yKasaTenb) pacchiNku AOKYMEHTa, Ha KaXZOM [OKyMeHTe yKasbiBaeTCs OAUH agpecaT unu
aapecat odopMnseTcs 0606LLEHHO.

B cocTae pekeusuTa «AgpecaT» MOXET BXOAWUTb NOYTOBbLINA afpec. SnNeMeHThl NOYTOBOro agpeca yka-
3bIBAIOTCA B MOCNEAOBATENbHOCTH, YCTAHOBNEHHON MMpaBunaMu okasaHWs yCnyr rnouToBO# CBS3WN, YTBEPXK-

[eHHbIMK NpyKasoM MuHKCTEpPCTBA CBA3W W MacCOBbIX KOMMYHUKaumit Poccuitckoit degepauun oT 31 nions
2014 . Ne 234,

TMpumep

Bcepoccuitckuin Hay4Ho-
nccnegoBaTeEnbCKUA UHCTUTYT
AOKyMeHTOBeeHUA U apXuUBHOro aena

MpodcpcotosHas yn., A. 82,
Mocksa, 117393

Mo4ToBbLIA aapec MOXET He yka3biBaTbCHA B JOKYMEHTaX, HanpasnsaeMbiX B BbiCLLUWe opraHbl BN1acTy, Bbl-
LecTosLLYne opraHu3aLun, noABeAOMCTBEHHbIE OpraHnM3aLuy 1 NOCTOSHHLIM KoppecnoHAEHTaMm (3a ucknioye-
HUeM HanpaBneHusi NUceM yKasaHHbIM agpecaTtaM B KOHBepTax ¢ NPo3payHbLIMU OKHaMu).
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Mpu aapecoBaHVM [OKYMEHTa (DU3NHYECKOMY NULY YKa3blBAKOTCA: (haMunus, UHULMAnbI, MOMTOBbIA
aapec.

lMpumep

damunua N.0.

yn. Cagosas, 4. 5, kB. 12,
r. Jio6epubl, Mockosckas obn.,
301264

Mpv oTnpaeke NUCbMa MO ANEKTPOHHOK nouTe unu no dakcuMUnbHOR cBsa3n (6e3 ROCHINKN NO no4Te)
MOMTOBbLIA agpec He ykasbiBaeTcs. f1pn HeoBXoANMOCTU MOXET 6biTb yKasaH aNeKTPOHHbIN afpec (HOMep
TenedoHa/thakca).

lpumep

Bcepoccuiickuit HayuHo-
nccnenoBaTenbCKU MHCTUTYT
AOKYMEHTOBEAEHNA 1 apXUBHOIO aena

maii@vniidad.ru

5.16 Mpud yTBEPXKAEHNA NPOCTABNAETCA Ha AOKYMEHTE B CrnyJae ero yTeepXXaeHnss LOMKHOCTHBIM nun-
LIOM, pacnopsauTenbHLIM JOKYMEHTOM (MOCTAHOBNEHUEM, pPELLEHUEM, NPUKa3oM, PacnopsXeHUeM) unu pe-
LEHNEM KONNernanbHoro opraHa.

Mpud yTBEPXAEHUS pasMeLjaeTCa B NPaBoM BepxHEM Yrny Nepsoro nucTa AokymeHTa. CTpoku pekenaun-
Ta BbIpaBHUBAIOTCA NO NEBOMY Kpato UMM LIEHTPYIOTCH OTHOCUTENbHO CaMOi AMMHHON CTPOKK.

Mpu yTEEPXKAEHNN OKYMEHTa AOMKHOCTHBIM NIULIOM TPUE YTBEPXKAEHUA COCTOUT U3 cnosa YTBEPX-
DOAIO, HaumeHOBaHNA [OMKHOCTU NNLA, YTBEPXAAIOUEro AOKYMEHT, ero NOANNCH, MHULNANOB, hamnnnm n
LaThl YTBEPXAEHWS.

TMpumep

YTBEPXOAKO
PykosoauTens ®eaepanbHoOro
apXVWBHOro areHTcTBa

Moanuceb nN.0. damunus
[ata

Mpu yTBEpXXOEHM JOKYMEHTa pacnopsauTeNbHLIM 4OKYMEHTOM rpud YTBEPXIAEHNA COCTOUT U3 Croea
YTBEPXEH (YTBEPXXAEHA, YTBEPXKAEHbI unv YTBEPXEHO), cornacoBaHHOro ¢ HauMeHoBaHeM
BUAA YTBEPXXAAEMOro AOKYMEHTa, HAaMMEHOBaHWA PacropsANTENLHOTO AOKYMeHTa B TROPUTENbHOM nagexe,
€ro natbl, Homepa.
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lpumep

(PernameHT) YTBEPYKIEH

npukasom AO «lpocdunb»

unu ot 5 anpens 2016 r. Ne 82
(Mpasuna) YTBEP)K/EHb!

npukasom AO «[lMpodunb»

oT 6 anpens 2016 r. Ne 83

Mpu yTBEpXKAEHUM [OKYMEHTa KonnernarbHbiM OpraHoM, peLleHUs KOTOporo OUKCUPYIOTCS B NPOTOKO-
ne, B rpuchbe yTBEPXAEHNA YKa3bIBAIOTCA HAMMEHOBaHUE opraHa, peLLeHNEM KOTOPOro YTBEPXKAEH [AOKYMEHT,
AaTa 1 HoMep npoTokona (B ckoBkax).

Mpumep

(NonoxeHune) YTBEPXXOAEHO
CoseToM AnpeKkTopos
AO «[Npochunb»
(npoTokon oT 12.12.2016 Ne 12)

5.17 3aronosok Kk TeKCTy — KpaTkoe coaep)kaHue JOKyMeHTa. 3arofloBoK K TEKCTy hopMynupyeTcs ¢
npeanorom «O» («O6») N OTBEMAET Ha BOMNPOC «O HYEM?»!

npukas (0 4em?) 0 co3gaHUM aTTecTalMOHHON KOMUCCUN;

npuvkas (o Yem?) 06 yTBEPXKAESHUM LUTATHOMO pacnucaHus;

nucbMo (0 Yem?) 0 NnpefocTaBneHnn MHdopmaumu.

3aronoBok k TeKCTy 0hOpMIAETCA Noa pekenautTamu GnaHka cresa, OT rpaHuLbl 1eBoro nons. B ykasax,
NOCTaHOBNEHUSIX, pelLeHusIX, NpUKasax, n3gasaembix opraHamy BracTH, 3arofloBOK K TEKCTY MOXET ocopm-
NATLCA Haa TEKCTOM nocepeauHe pabovero Nons [OKYMEHTa U LEHTPYETCA OTHOCUTENbHO Camoil AnVMHHOM
CTPOKM. )

3aronoBoK K TEKCTY MOXET He COCTaBMATLCA, €CNY TEKCT JOKYMEHTA He NpeBbillaeT 4—5 CTpoK.

5.18 TekcT AOKYMEHTa COCTaB/SETCA Ha PyCCKOM si3blKe Kak rocyfapCTBeHHOM sisblke Poccuiickon de-
Aepauun. B opraHax rocyaapCTBEHHON BIIacTH, OopraHax MECTHOTO CamoynpaBneHws, rocyaapCTBEeHHbIX yu-
pexxaeHunx pecnybnnk Hapagy ¢ rocysapcTBeHHbIM A3blkom Poccuiickon degepauumn MoryT ynotTpebnaTbes
rocyaapcTBeHHble A3blki pecnybnuk. B AeATenbHOCTH rocyAapCTBEHHbLIX OPraHoB, OpraHn3auuni, npeanpus-
TUIN 1 yupexaeHnit Poccuiickoi deaepaLimmn MCnonb3yoTesA rocyAapcTBeHHbIA A3blk Poccuiickoin depepauum,
rocyaapcTeBeHHble A3bikn pecnybnnk n uHbie A3bikn Haponos Poccunitckoit depepauun,

B TekcTe fOkyMeHTa, NOAroTOBNEHHOM HAa OCHOBAHUM 3aKOHOAATENbHbIX MW UHBIX HOPMAaTUBHbLIX Npa-
BOBbIX aKTOB, paHee M3fjaHHbIX pacnopsaUTENbHbIX JOKYMEHTOB, YKa3biBAIOTCA UX PEKBUSUTLI

- HaumeHoBaHue BUAa LOKYMEHTa, HaUMEHOBaHWe opraHWu3auny — asTopa AOKYMEHTa, AaTa AOKYMeH-
Ta, PErncTpaLnNoHHbIA HOMEP JOKYMEHTA, 3arofioBOK K TEKCTY;

- HauMeHoBaHWe opraHusaunn UNn JOMKHOCTHOrO NULA, YTBEPAMUBLLErO AOKYMEHT, AaTa yTBepKaAeHNs
AOKYMeHTa,

TekCT AokyMeHTa MOXeT cofepXaTb pasfensl, noapasaensi, NYHKTbI, NOANYHKTbI, Hymepyemblie apab-
ckumu undbpamu. YposHei pybpukauunm Tekcra He fomkHO BbiTh Gonee YeTbipex.

B npukasax TeKCT nanaraeTcsa oT Nepeoro nuLa e4QUHCTBEHHOO YUcha («NPUKasbIBalo»).

B fokyMeHTax konnernanbHbIX U COBELLaTENbHbIX OPraHOB TEKCT U3NaraeTca OT TPETLEro Nuua eaunH-
CTBEHHOrO YWUCNa (KKOMMErns ... NOCTaHOBNAET», «coBpaHue ... peLLnno»).

TeKkCT NpoToKona U3naraeTcst oT TPETLEro NULA MHOXECTBEHHOTO YUCna («CNYLUANWy, «BbICTYNUNY,
«NOCTaHOBUNU®, «PELLUNY).

B noKkymeHTax, ycTaHasnvsarowux npasa n 0683aHHOCTU OpraHnu3auuii, X CTPYKTYPHbIX NogpasneneHuil
(NonoxeHune, MHCTPYKLIUS), a Taloke coaepXaLLUxX OnucaHne cuTyaLmid, aHannua akToB Unu BbIBoAb! (aKT, cnpas-

8
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Ka), mcnonbayeTtcs (hopMa U3NOXEHVA TEKCTa OT TPETbEro NuLa eAWHCTBEHHOTO UM MHOXECTBEHHOIO Y1cna
(«oTaen ocyllecTBNRET OYHKLMW. .. », «B COCTaB YNpaBneHUA BXOAST...», KKOMUCCUSI NpoBena NPoBepky... »).

B coBMECTHbIX JOKYMEHTaX TEKCT U3Naraercs OT NepBoro NULA MHOXECTBEHHOMO YUCna («NpuKasbisa-
eM», «peLLnnny).

B Aenosbix (cnyxebHbiX) NUCbMaX MCNOMb3YIOTCR (POPMb! U3NOXKEHUS;

- OT NepBOro NLUa MHOXECTBEHHOro Yncna («NpocUM HanpaBUTb...», «NPeAcTaBiAeM Ha paccMoTpe-

HUE ...»);
- OT TpeTbero nuLia eANHCTBEHHOrO Yucna («MUHUCTEPCTBO He BO3paXaeT... », «06LLecTBO CHATaeT BO3-
MOXHBIM. .. »);

- OT Nepsoro nuLa eANHCTBEHHOrO YUCNa («CHUTal0 HEOBXOAUMBIM. .. », «Npeanaralo pacCMOTPETb. .. »),
€CNU NUCbMO OPOPMIEHO Ha AOMKHOCTHOM GnaHke.

B TekcTax AoKyMeHTOB ynoTpeBnsaioTcA Tonbko obljenpuHsaTbie abbpesnatypbl U rpacuyeckne cokpa-
LEHMA, :

Mpun ynotpebnexnnn B TekcTe hamunuin AL MHULManNbI YKa3bIBaloTCA nocne amunuu.

B penoBbix (cryxebHbIX) NMCbMaxX MOryT UCNONb30BATLCA:

- BCTYyNUTenbHoe obpalleHue;

YsaxaeMmblit rocnoguH Mpeacesarens!

YBaxaemslit rocnoguH MNydepHatop!

Yeaxkaemblit rocnoauH Mpoxopos!

YBaxaeMas rocnoxa 3axaposal

Yeaxkaembivi Hukonai MNeTtposuyl

Yeaxxaemas Onbra HukonaesHal

YeaxkaeMble rocnoaal

B o6palieHnn no AOrXHOCTU HAMMeHOBaHWe AOKHOCTU NULLIETCA C NponucHoOi Bykebl, B oBpalyeHun
no bamMUnnMn UHULMAanNbI NULIA HE YKa3bIBaIOTCA.

- 3aKnYUTENbHaA 3TUKeTHaA dpasa;

C yBaxeHuem, ...

(UsmeHeHHan pepakuuna, Mam. Ne 1).

5.19 OTMeTKa 0 NPUNOXEHUN COAEPXKUT CBEAEHUNA O AOKYMEHTE ([OKYMEHTax), npunaraeMom K OCHOB-
HOMY [OKYMEHTY (B CONpPOBOAMTENbHBLIX NMCbMaX, NPETEH3UAX, aKTax, cnpaskax U 4pyrux UHPOpMaLUNOHHO-
CNpaBOYHbIX AOKYMEHTaX), UMK O TOM, YTO [OKYMEHT SIBMAETCA NPUNOXEHNEM K OCHOBHOMY HBOKYMEHTY (B
[OKYMEHTaxX ~ NPUNOXeHUAX K pacnopsanTenbHbIM LOKYMEHTaM, NMOMOXEHUAM, npaBunam, UHCTPYKLUAM,
[oroBopam, nrnaHam, oTYeTam U Ap. AOKYMEHTaM).

B conpoBoguTenbHbIX NMCbMaX ¥ APYruxX MHOPMaLIMOHHO-CRPABOYHBLIX AOKYMEHTaX OTMETKA O NPUNo-
XeHU ODOPMNSETCA NOL TEKCTOM OT rpaHuLibl NEBOTO Nons cnegyuum obpasom:

- €CNKY NPUNoXeHWe Ha3BaHo B TeKCTe:

MpunoxeHne: Ha2n.B 1 2Kks.

- €CNN NpusioXeHWe He Ha3BaHO B TEKCTE WAL eCnu NPUNOXEHUA HECKOMBLKO, YKasbiBaloT HasBaHWA Ao-
KyMEHTOB-NPUNOXEHUA, KONUYECTBO NTUCTOB U JK3EMNNAPOB KaXAO0ro nNpunoXeHUs:

Mpunoxenue: 1. Monoxexue 06 YnpasrieHUN permoHanbHOro KpeauToBaHUA Ha 5 n.
B 1 3K3.

2. Cnpaska 0 KagpoBOM cocCTaBe YnpaBneHusi pernoHanbHoro kpeauTo-
BaHWsA Ha 2 N. B 1 3K3.

- €Cnu NpunoXxexve (NpuUNoxeHusa) copoLLopoBaHo:

MpunoxeHue: otyeT 0 HAP B 2 3ka.
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- €CNN JOKYMEHT, ABNAIOWMNIACA NPUNOXKEHNEM, UMEET NPUNOXEHNS C CAMOCTOATENLHON HyMepauveii
CTpaHuLy;

MpunoxeHue: nucemo Pocapxusa oT 05.06.2015 Ne 02-6/172 n npunoxeHus K Hemy,
Bcero Ha 5 n.

- ecnu npunoxeHneM sBNAeTcs 060coBneHHbIA 3NEKTPOHHbIA HocuTenb (KOMNakT-guck, usb-cnelu-
HakonuTens 1 Ap.):

Mpunoxenrne: CD B 1 aka.

pw atom Ha BKMafbILLe (KOHBEPTE), B KOTOPbIA NOMELLAETCA HOCHTESb, YKa3biBAlOTCA HAMMEHOBaHUsA
AOKYMEHTOB, 3anncanHbIX Ha HocuTeNb, UMeHa daitnos.

B pacnopsguTenbHbIX AOKyMeHTax (NOCTAHOBSEHUNX, peLUeHUNX, NpuKasax, pacnopsXeHusx), foro-
BOpax, MONOXeHWAX, NpaBunax, MHCTPYKUMAX U APYrMX [JOKYMeHTaxX OTMeTka O NpunoxeHun odopMnAeTcs
cneaylowum o6pasom:

- B TeKcTe AOKyMEHTa npu nepsoM YNOMUHAHUW [OKYMEHTa-NpUnoXxeHua B ckobkax ykasbiBaeTcs: ...
(npunoxeHue) nnu ... (npunoxexue 1); nepea HOMEPOM NPUNOXEHUSA JOMNYCKAETCA CTaBUTb 3HAK HOMEpA: ...
(npunoxexue Ne 2);

- Ha NepBOM JIUCTE JOKYMEHTa-NPUNOXEHNS B NPABOM BEPXHEM YTy yKa3blBaeTCs:

lMpumep

MpunoxxeHue Ne 2
k npukasy AO «lpodunb»
ot 15.08.2015 Ne 112

CTpOKv peKkBM3UTa BbIPABHUBAIOTCA MO NEBOMY Kpalo UMK LIeHTPYIOTCH OTHOCUTENbHO CaMoii ANUHHOM
CTPOKMW.

Ecnu npunoxeHMeM K pacnopsiguTenbHOMY AOKYMEHTY ABNSETCS HOPMAaTWMBHbIA NpaBoBOW aKT wnu
WHON JOKYMEHT, yTBEPKAAeMbI AaHHbIM PacnopsAUTENbHBIM JOKYMEHTOM, Ha NEPBOM NINCTE NPUNOXEHUS
NPOCTaBIAETCA OTMETKA O NpUNOXeHNN (6e3 CCbiNkK Ha pacnopsAANTENbLHBIA SOKYMEHT) 1 rpud YTBEPXKAEHUS,
B KOTOPOM YKa3biBaIlOTCA AaHHblE PacriopAANUTENbHOTO AOKYMEHTA, KOTOPbIM YTBEPXKAEH AOKYMEHT-NpUnoxe-
HU1e.

lpumep

Mpunoxexue 1

YTBEPXAEHO
npukasom AO «[podunb»
ot 18.05.2015 Ne 67

5.20 Mpuch cornacoBaHust AOKYMEHTa NPOCTABASETCH Ha AOKYMEHTaX, COrMacoBaHHbIX OpraHamu Bna-
CTH, OpraHnsaLMsaMK, AOMKHOCTHBIMU nuLiaMun. Mpud cornacosaHUA B 3aBUCUMOCTU OT BMAA [OKYMEHTa M
ocobeHHOCTeN ero ohOpMNEHNR MOXET NPOCTABNATLCS:

- Ha NepBOM NIUCTe AOKYMEeHTa (eCnu AOKYMEHT UMEET TUTYNbHbIA NUCT — Ha TUTYNbHOM NucTe) B ne-
BOM BepXHEM Yrny Ha YpOBHE rpudcba yTBEpPXKAEHMA UNK No4 HaUMEHOBaHNEM AOKYMeEHTa Gnnxe K HUXHemy
nonio);

- Ha nocnegHem NUCTe JOKYMEHTa NOZ, TEKCTOM;

- Ha nMcTe cornacoBaHuns, ABNAILLEMCA HEOTHEMSIEMO YacTbIO JOKYMeHTa.
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pudb cornacoBaHusa coctout U3 cnoesa COMTACOBAHO, gomxXHOCTM nMua, KOTOPbIM COrnacosaH go-
KYMEHT (BKNiO4aa HauMeHoBaHWe opraHwsauuu), ero cobCTBEHHOPYYHOMW MOAMNWUCH, UHULMANOoB, dhamunuu,
[aTbl COrNacoBaHus.

Ipumep

COIMACOBAHO

Awvpexktop BHUAOAL
(nognuch) n.0. damunusa

[ata

Ecnu cornacoBaHue OCYLLECTBMNAETCA KONNernanbHLIM. OpraHom, B rpuce COrnacosaHus yKasbiBaloT
cBeaeHus 06 opraHe, COrnacoBaBLLEM OOKYMEHT, Aate U HOMepe NMpoToKoMna, B KOTOPOM 3advKcMpoBaHo
pelLeHue o corfiacoBaHun. Ecnn cornacosaHne ocyLUECTBNAETCA NUCLMOM, YKasbiBaloT: BUA AOKYMEHTa, op-
raHu3auuio — asTopa AOKYMEHTa, 4aTy U HOMep MuckMa.

Ipumep 1

COMACOBAHO

CoBeTOM ANpPEeKTOpOoB

AO «[Mpocdunb»

(npoTtokon oT Ne )

lpumep 2

COIMACOBAHO
nucbMoM Pocapxuba
oT Ne

5.21 Busa cBuAeTenbLCTBYET O Cornacumn UNM Hecornacum AOMKHOCTHOrO nuua (paboTHuka) ¢ coaep-
XaHWeM npoekTa AoKymeHTa, Bnaoi odopmnsercs BHyTpEeHHee cornacosaHne fokymeHTa. Busa skniovaer
AOMKHOCTb NULA, BUSUPYIOLLErO AOKYMEHT, NOANMUCH, paclundpoBKy noanucy (MHMUnansl, paMmunuio) n aarty
BM3WPOBaHKS,

Tpumep

PykoBoguTens I0pManM4eckoro otaena
Moanuce n.0. damunus
[arta

Mpn Hanuyny 3ameyaHni K AOKYMEHTY BU3Y OPOPMNAIOT cneaytowum obpasom:
Mpumep

3ameuaHus npunaraloTcs.
PykosoguTens lopuan4eckoro otaena
Moanucob n.0. damunus
[ara

11
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B opraHusauvsx, NpUMEHSIOWNX CUCTEMbI SNEKTPOHHOro AOKYMEHTOO60poTa, CornacosaHne MOXET
NPOBOANTLCA B aNEKTPOHHOK popme cornacHo MOCT P UCO 15489-1.

B nokymeHTax, nognuHHWUKK KOTOPbIX XPaHATCA B OpraHn3auvm, B3kl NPOCTABNAIOT Ha NOCHEAHEM nn-
cTe AoKyMeHTa nof noAn1chio, Ha o6opoTe nocneaHero NMcTa NoArMHHUKA AOKYMEHTa MNW Ha NUCTE corna-
COBaHWS (BU3VPOBAHWS), NPUNAraeMoM K JOKYMEHTY.

B nexoasiumx nokymeHTax BU3bl NPOCTaBNAKTCA Ha 3K3eMNAsApax AOKYMEHTOB, NoMeL4aeMbiX B Aeno.

Mo ycMoTpeHuio opraHM3aumMm MOXeT NPUMEHATLCA NONUCTHOE BU3WPOBaHWE AOKYMEHTa W €ro nNpuno-
XKEHWAA.

5.22 Nognuch BKNOYAET: HAMMEHOBAHNE AOMKHOCTY NLA, NOANUCHIBAIOLWIEro AOKYMEHT, ero cobcTBeH-
HOPYYHYIO NOANUCH, paclLUMMpPOBKY NOANUCK (MHULMANLI, aMUnns).

Mpumep

leHepanbHbI AUpeKTop |-|0,D,-I1VICb n.0. damunus

Ecnu gokymeHT ocbopMmneH He Ha GnaHke, B HAUMEHOBaHUE JOMKHOCTN BKNIOMAeTCR HauMeHosaHue
opraHusaumu. flonyckaeTcs LieHTpoBaTh HauMeHoBaHWe A0MKHOCTU NULE, NOANUCABLLEro JOKYMEHT, OTHOCK-
TenbHO CamMoWn ANTMHHON CTPOKM.

lpumep

leHepanbHbI AUpEKTOP
AO «[Mpodunb» Moanuck n.0. damunus

Mpu ocdopmneHnn aokyMeHTa Ha GnaHke AOMKHOCTHOrO Nuua AOMKHOCTL 3TOrO NUUA B NOANMCH He
yKasblBaeTcs.

Tpumep

Moanuce n.0. damunus

Mpu noanMCaHUM AOKYMEHTa HECKONbKUMWU AOMKHOCTHBIMU NULIAMW, 3aHUMAIOLWLUMN pasHOE Nonoxe-
HWe, UX NoanucK pacnonaraloTcA ofHa Noj Apyroi B nocneaoBaTenbHOCTKH, COOTBETCTBYIOLLEN nepapxum 3a-
HUMaeMbIX JOMKHOCTEN.

lpumep
AupekTop NHCTUTYTa Moanucek n.0. damunus
MnaBHbIi Byxrantep Moanuck n.0. damunus

Mpy NognUcaHUM JOKYMEHTa HECKOMBKAMM NLIAMN paBHbIX AOMKHOCTEN WX NOANUCK pacrnonaralTcs
Ha OOHOM YpOBHE.

Mpumep
3amecTuTens gupekTopa 3amecTutenb gupekTopa
no ¢pyHaHCOBbLIM BONpocam No aAMMHUCTPATUBHbLIM BONpOcam
Moanuceb n.0. damunus Moanuceb n.0. damunusa

B AOKyMeHTax, CoCTaBMNeHHbIX KOMUCCHER, B NOANUCK YKa3bIBAeTCA CTaTyC NuLla B COCTape KOMUCCUN.
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lpumep
Mpenceparens KoMUcCUK Moanucob n.0. damunus
UneHbl KOMUCCUU Moanwucb n.0. damunus
Moanuchb n.0. damunusa
Moanuce n.0. damunus

Mpyn noanMcaHUU AOKYMEHTA JINLIOM, UCNOMNHSIOWMUM 06A3aHHOCTU pyKOBOAUTENS, NoANUCH odopMns-
€TCA C yKa3aHWeM CTaTyca AOMKHOCTHOO NULa B COOTBETCTBUAN C NPUKA3OM (PacrOpsIKEHNEM).

Mpumep

W.o. reHepanbHoro aupexkropa Moanuck n.0. damunus

nnu:

McnonHsowmin o6a3aHHoCTH
reHepanbHoOro gupeKkTopa Moanucs n.0. damunus

Mpun nognucaHnn AOKYMEHTa NULIOM, UMEIOWUM NPaBso NOANUCH B CriyYae BPEMeHHOro OTCYTCTBUS py-
KOBOAMTENRA, UCNPaBNEHUA B HAaUMEHOBaHWe AOMKHOCTM U pacwmdpoBKy haMUIum yxe NoaroToBNEeHHOro U
cornacoBaHHoOro NpoeKkTa AOKYMeHTa BHOCATCA OT PyKW WU C UCMONb30OBaHWEM COOTBETCTBYIOLLUX LTaMNoB.
He AonyckaeTca CTaBUTb KOCYIO YepTy, Haanuch «3a» nepeq HauMeHoBaHWeM OOMKHOCTW NULA B MOANWUCY,
€CNN JOKYMEHT NOAMNUCHLIBAET MHOE OOMKHOCTHOE NULIO.

5.23 OTmeTka 06 aneKTpoHHOW NOANUCU UCNONBL3YETCA NPU BU3yanusauvn aeKTPOHHOro AOKYMEHTa,
MOANUCAHHOIO 3NEKTPOHHOW NOANKCHIO, ¢ cobniodeHnem crieayowmnx TpeboBaHumil:

a) MecTo pa3MeLLeHUsi OTMeTKN 06 3neKTPOHHOI NOANMCHK AOMKHO COOTBETCTBOBATL MECTy pasMelle-
HYA co6CTBEHHOPYYHOW NOANMCH B aHANOTMYHOM AOKYMEHTE Ha ByMaXKHOM HocUuTene;

6) anemeHTbl OTMETKN 06 aNeKTPOHHO! NOAMUCH AOMKHbI BbiTh BUAUMBIMW U YuTaembiMu npyu otobpa-
XEHUW JOKYMEHTA B HATypalbHOM pa3mepe;

B) aNEMEHTLI OTMETKN 06 aNeKTPOHHON NOANUCK He AOMKHbLI NEePeKpbLIBaTLCA UMK HakaabIBaTbCA APYr
Ha apyra;

r) aneMeHTLl OTMETKU 06 aNeXTPOHHOI NOANMCH He JOMKHbI NepeKpbIBaTh afleMeHThl TEKCTa AoKYMEHTa
W Apyrue oTMeTKV 06 aneKTPOHHON NOANUCHK (NPW Hanuuun).

OtMeTka 06 anekTpOHHOK NoANMCU B COOTBETCTBUM C 3akoHoAaTenbCcTBOM Poccuiickoin depepaumnu
BKMoyaeT pasy «[loOKyMEHT NOANNCaH 3NEeKTPOHHOW NOANUCHIO», HOMEp CepTUMKaTa KIoYa SNeKTPOHHOM
nognucy, hamununio, UMA, OTUECTBO BNafenbUa cepTudukaTa, cpok AeiAcTBuA cepTudukara knoda snex-
TPOHHOK noanuck. QTmeTka 06 aNeKTPOHHON NOANUCY MOXET BKNoYaTe n3obpaxeHue repba, ambnemsl opra-
Ha BNacTu (opraHusaLum), ToBapHOro 3Haka (3Haka obcnyXueaHus) opraHU3aUUK B COOTBETCTBUM C AeHCTBY-
IOLLIUM 33aKOHOAATENbCTBOM.

lMpumep
AOKYMEHT NOANUCAH
ANEKTPOHHOWM NOAMACHIO
HanmeHosaHve Ceprucbukat 1a1112aa000000000011 H.H. Hukonaes
AOMKHOCTH Bnageneu Hukonaes Hukonai Hukonaesuy
Deicrentened ¢ 01.12.2012 no 01.12.2017
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5.24 Mevartb 3aBepsieT NOAMMHHOCTL NOANMCUA AOMKHOCTHOMO NULA HA AOKYMEHTaXx, YAOCTOBEPSHOLNX
npaea nuu, UKCHpyownx dakTel, CBA3aHHbIE ¢ HUHAHCOBLIMU CPEACTBaMU, a Talke Ha MHBIX AOKYMEHTaX,
npenycMaTpuBaloLLnX 3aBepeHve NOANUCH NeYaTbid B COOTBETCTBUN C 3aKOHOAaTenbLCcTBOM Poccuiickoin de-
Aepauun.

[OKYMeHTbI 3aBepAIoT Ne4aTbio opraHn3aumu. levyars NpocTaBnAETCA, He 3axBaTbiBan COGCTBEHHOPYY-
HO#A nognucy nuua, NoANUCcaBLIEero JOKYMEHT, Ui B mecTe, 0603Ha4eHHOM «MI» («MecTo nevatu»).

5.25 OtmeTka 06 ucnonHUTene BKNIOHAEET hamMUNUI0, UMs ¥ OTUECTBO MCMONHUTENS, HOMEp ero Tene-
tboHa. OTMeTKa 06 MCNoNHUTENe MOXET AOMNOMNHATECA HAMMEHOBaHWEM AOMKHOCTW, CTPYKTYPHOro nogpas-
AeneHns 1 3NEeKTPOHHbIM agpPeCcoOM UCTIONHUTENSA.

OtmeTka 06 ucnonHuTene ohoOpMNSAETCA HA TMLIEBOI CTOPOHE NOCNEeAHEro NucTa AOKYMEHTa OT rpaHu-
Ubl IEBOrO NONA UMK, NPU OTCYTCTBUM MECTA, Ha OBOPOTHOW CTOPOHE BHU3Y CneBa.,

NMpumep

3abenvH NeaH AHapeesuy, KOHTponbHOE ynpaBneHue, BeyLuii cneymanucT
+7(495) 924-45-67, Zabelin@gov.ru

OtmeTka 06 ucnonHuTere MoXeT oPOPMIATLCA Kak HUXKHWIA KONOHTUTYN W NeYaTaTbCA WPUHTOM MeHb-
Lero pasmepa.

5.26 OTMeTKa 0 3aBepeHUn Konum opopMnRETCA ANA NOATBEPKAEHUA COOTBETCTBUA KONUN [OKYMEHTA
(BBINMCKN M3 AOKYMEHTa) NOANVUHHMKY ROKyMeHTa. OTMETKa O 3aBepeH1MU KONUK NPOCTaBNAETCA NOA PEKBU-
3UTOM «NOANWUCHL» W BKIIOYAET. CNoBo «BepHo»; HAUMEHOBaHNE [OMXKHOCTU NULA, 3aBePUBLLEIO KOMUIO, €ro
coBcTBEHHOPYYHYIO NOANUCH; PacLUM@POBKY NOANMCH (MHVUMWanNLI, amunuio); AaTy 3aBEPEHUA Konum (Bbi-
MNUCKKN U3 AOKYMEHTA).

Mpumep

BepHo
UHcnekTop cnyx6bi kagpos Mopnucek n.0. damunusa
Hata

Ecnu konus BbiRaeTcA ANs NpeacTaBneHns B ApYryl0 opraHn3aLmio, OTMETKA O 3aBepeHUn Konuu Jo-
MONHAETCA HaAMUCLIO 0 MEeCTe XpaHeHUs AOKyMeHTa, ¢ KoToporo 6bina uarotoeneHa konus («MoanvMHHKK
AOKyMeHTa HaxogutcA B (HaMMeHOBaHWe opraHusauuuv) B gene Ne ... 3a ... rog») U 3aBepsaeTcA nevaTbio
opraHusauumu.

[lnA npocTaBneHWs OTMETKWU O 3aBEPEHUN KOMUKU MOXET MCNONb30BATLCA LWTaMI.

5.27 OTmMeTKa O NOCTYNNEHNN AOKYMEHTA CNYXWUT AN NOATBEPXAEHMA hakTa NOCTYNNEHNA QOKYMEHTa
B OpraHn3aLmio U BKINIOYAET AaTy NOCTYNNEeHWA N BXOAALMA perncTpauVoHHbI HOMEp AoKyMeHTa. Mpu He-
06x0QUMOCTN OTMETKa O NOCTYNNEHUN MOXET LOMONHATLCA YKasaHMEM BPEMEeHW NOCTYMNEHWUs B uacax M
MUHYTax U cnocoba focTaBKU AOKYMEHTa.

OTmeTKa 0 NOCTYRNEHNN AOKYMEHTa MOXET NPOCTABMNATLCS C MOMOLUBLIO LUTaMNa.

5.28 Pesoniouna coaepXUT yKasaHWe No UCNONHEHUIO AoKyMeHTa. Pesoniouns odopMnseTca Ha cBo-
6oaHom mecTe pabouero nonA AoKyMEHTa, Ha GnaHke pesontoumMn U BHOCUTCA HENOCPEACTBEHHO B CUCTEMY
3NeKTPOHHOro fgokyMeHTooBopoTa.

Pesoniouus BrrioyaeT: amunuio, MHALMans! NCNonHUTenNs (MCNonHUTene), Nopy4YeHWe No 4OKYMEHTY,
npu HeoBXOAUMOCTU — CPOK UCNONMHEHWA, NOAMNUCL NNLA, BIHECLLIErO pe3onioLMio, AaTy pe3onioLmnu.

NMpumep

damunua N.0.

Mpowy noarotoBuTh NpeanoxeHuns k 10.11.2016.
Moanuceb

[ara
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5.29 OTmeTka O KOHTpOne CBUAETENbCTBYET O NOCTaHOBKE AOKYMEHTa Ha KOHTPONb, NPOCTaBnsAeTcA
wramnom « KOHTposib» Ha BepxHeM none JOoKyMeHTa.

5.30 OTmeTka 0 HanpaBneHuU OOKYMEHTa B AeN0 onpefensieT MecTo XpaHeHNs JoKyMeHTa nocne 3a-
BeplueHUA paboThl C HAM U BKNIOYAET. croBa «B perno», MHAEKC Aena No HOMEHKNaType Aen, B KOTOpoe no-
MeLLaeTC AOKYMEHT Ha XpaHeHWe, C yKkasaHueM roaa, AOMKHOCTU nnua, 0hOPMMBLLENO OTMETKY, NOANUCH,
Aarbl.

lpumep
B neno Ne 01-18 3a 2016 r.

3aB. OTAENOM KopriopaTUBHbIX NPOEKTOB
Mopnuck Hara

OTMeTKa 0 HanpasneHun AOKYMeHTa B 4eN0 MOXET AONONHATLCA KPaTKUMWU CBEAEHUSAMU O Xapakrepe
MCNnonHeHuA [JOKyMeHTa.

6 BnaHkn QOKYMeHTOB

6.1 [ins narotoeneHns 6naHkos gokymeHTos cornacHo FOCT P 7.0.8 ucnones3syetcsa 6ymara ¢popmaros
A4 (210 x 297 mm), A5 (148 x 210 Mm); ansi M3rotoBneHUst GNaHkoB pe3ontoLni ncnoneayerca ymara gop-
matoB A5 (148 x 210 mm), A6 (105 x 148 mm).

KaxxabIl nUCT AoKyMeHTa, 0thopMneHHbI Ha GnaHke unu 6e3 Hero, ROMMKeH UMEeTb NONst He MeHee:

20 Mm — rneBoe;

10 Mmm — npaBoe;

20 MM — BepxHee;

20 MM — HWXHee.

[okyMeHTbl anuTenbHbiX (cabille 10 NeT) cpokoB XpaHeHWA QOMXKHbI UMETb NneBoe rnone He MeHee
30 Mm.

6.2 OpraHusauun ncnonb3yloT BnaHku JOKYMEHTOB, U3roTOBMEHHbIe Ha ByMaXKHOM HocuTene (GnaHku
AOKYMEHTOB (hbefiepanbHbiX OpraHoB roCyAapCTBEHHOW BNAcTU ¢ BocnpousseaeHvem FocyRapcTBeHHOro rep-
6a Poccuiickoi defepaumn UsrotaBnnsaloTest nonurpadmyeckuMu NpeanpuUATUAMIN, UMEIOLIMMU cepTuduka-
Thl O HANWYNUMN TEXHUHECKUX U TEXHONOrNYECKMX BO3MOXHOCTER AN KA4€CTBEHHOIO N3rOTOBNEHWUS YKa3aHHOMo
BYAA NpoayKUnK), W/Mnu aneKkTpoHHble WwabnoHbl 6naHkos. bnaHkn Ha GyMaXXHOM HOCUTENE U 3NEeKTPOHHbIe
wabnoHbl BnaskoB AOMKHLI GbiTb MAEHTUYHBI MO COCTaBY PEKBU3UTOB, NOPAAKY UX PACMONOXEHUS, raPHUTY-
pam wpudrTa.

BnaHku gokymeHTOB Ha BymMaXKHOM HocuTene 1 ANeKTPOHHbIE WabnoHbl GNaHKOB U3roTaBNMBAIOTCA Ha
OCHOBaHWKN MakeToB GnaHKoB, yTBepXXaaeMblX pyKoBoAWTENeM opraHu3aumnn.

BnaHku AOKYMEHTOB cneayeT uarotTaenusare Ha 6enoi Gymare unu Gymare CBETNLIX TOHOB.

OneKTpoHHble WabnoHbl 6r1aHKoB JOKYMEHTOB AOSMKHbI GbiTh 3aliyuLieHbl OT HEeCAHKLUMOHUPOBAHHbIX
M3MEHEHWUIA.

6.3 bnaHkn JoKyMeHTOB OhOPMIAIOTCA B COOTBETCTBUM C npunoxeHnem b. OpueHTUpoBOYHbIE rpaHn-
Lbl 30H pacnonoMXeHusi pekBu3uToB 0603Ha4eHbl NYHKTUPOM. Kaxaas 30Ha ONpefsenseTca COBOKYNHOCTLIO
BXOARALMX B HEE PEKBU3UTOB.

6.4 B 3aBMCUMOCTM OT pacnonoXeHUs1 PeKBUSUTOB YCTaHABNMBAETCS ABa BapuaHTa 6naHkoB — yrnosoi
(pncyHok B.1) 1 npoponbHbIA (pucyHok b.2).

6.5 PeksunanTbl 01, 02, 03 pacnonaraloTcsi Ha BepXHEM None foKyMeHTa Hapn peksusntom 05 nocepenu-
HEe 30HbI, 3aHSTOW 3TUM PEKBU3NTOM.

PeksunanT 03 MOXeT pacnonaraTeCA cnesa Ha yposHe peksuauTa 05.

Peksunautel 05, 06, 07, 08, 09, 13, orpaHn4uTesnibHble OTMETKN Ans peksuautos 10, 11, 12 B npegenax
rpaHwL, 30H PacroNOXEeHNs PEeKBU3UTOB pa3MeLLalTCA OAHUM U3 cnocoboB:

- UeHTpOBaHHbIM (Ha4ano n KOHeL KaXaoh CTPOKU peKBU3UTOB paBHO yAaneHbl OT FpaHul 3o0HbI pac-
NONOXEHUSA PEKBUSNTOB);

- (bnarosbiM (KaXKaas CTpoka peKBU3NTOB HAYMHAETCS OT NEBOW rpaHuULIbl 30HbI PAcMONOoXeHWA peksu-
3uTOB).
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6.6 YctaHaenuBaiwoTca cneayowue snabl 6naHkos AOKYMEHTOB OpraHu3auvu;

- obuwuil Bnakk;

- BnaHk nuceMa;

- BnaHK KOHKPETHOro Buaa AOKYMeEHTa.

HopMmaTvBHbLIMK akTamu opraH1saLvn YCTaHaBNUBAIOTCA BUAbLI NPUMEHsIEMbIX BnaHkos u uX pasHoBUA-
HocTU (BnaHk nNucbMa CTPYKTYpHOro noapasfefieHus, 6naHk nucbMa AOMKHOCTHOrO nuua, GnaHk npukasa,
6naHk pacnopsikeHus, BnaHk npotokona u Aap.).

O6pasLbl BnaHkoB JOKYMEHTOB NpuBeAeHbl B NpunoxeHuu b.

6.7 O6LniA BnaHk ncnonb3yeTcs ANs U3roTosNeHns Nobbix BUOB AOKYMEHTOB, KDOME AEfNOBOro (Cny-
»ebHoro) nucbma.

OB6wwmit GnaHK B 3aBUCMMOCTU OT yYpeauTeNbHbIX AOKYMEHTOB OpraHu3auuy U NokanbHbIX HOPMaTuB-
HbIX aKToB BknioyaeT peksuautsl 01 (02 unu 03), 05, 06, 07, 13 1 orpaHKUUNTENbHLIE OTMETKU ANS PEKBU3UTOB
10, 11, 16, 17. .

BnaHk nucbMa B 3aBUCUMOCTU OT yypeauTenbHbIX AOKYMEHTOB OpraHu3auniM W nokanbHbLIX HopMaTue-
HbIX aKToB BKtoYaeT peksuanTel 01 (02 unu 03), 05, 08, orpaHnYUTENbHBIE OTMETKN Ans peksuanTos 10, 11,
12, 15, 17. BnaHk NUCbMa CTPYKTYPHOro noapasaeneHust AONONHUTENBHO BKNOYAET peksuanuT 06, BrnaHk nuch-
Ma JOMKHOCTHOro nuua — peksunsut 07,

BnaHk koHKpeTHoro Buga AoKyMeHTa, KpoMe MUCbMA, B 3aBUCUMOCTU OT YYpEAUTENbHLIX AOKYMEHTOB
opraHusauv1 » nokanbHbLIX HOPMATUBHBIX akToB BKMoYaeT peksuantsl 01 (02 wnu 03), 05, 09, 13 u, npu He-
06X0AMMOCTH, orpaHuynTenbHbIe OTMETKN AN rpaHuL 30H pacnonoxexuns peksusutos 10, 11, 16, 17. BnaHk
KOHKPETHOIo BUAa AOKYMEHTa CTPYKTYPHOroO NoApasaeneHnsa AoNONHUTENbHO BKAOYaeT peksuanuT 06, 6naHk
AOMKHOCTHOro Nuua — peksuant 07.

6.8 B opraHax BnacTu u opraHusaumvax pecnybnuk Poccuiickoit deaepauumn, UCNoNb3yowux Hapsay ¢
PyCCKiM S3bIKOM Kak rocyaapcTBeHHbIM s13biIkoM Poccuiickon defiepaumn rocyaapcTBeHHbIR A3bIk (rocyaap-
CTBEHHbIe A3blkK) pecnybnuk, ncnonb3ayloTcs BnaHkv AOKYMEHTOB Ha PyCCKOM A3biKE U rOCYAAPCTBEHHOM A3bI-
ke (rocyaapcTBeHHbIX A3blkax) pecnybnuk: yrnossie (pekBu3nTbl GnaHka pacnonaraloTcs Ha OQHOM YPOBHE:
Ha pyccKOM f3blke — Cneea, Ha rocyAapCTBEHHOM fA3bIKe (FroCyAapCTBEHHbIX A3blkax) pecnybnuk — cnpaga)
VN npoaonbHble (pekBr3UTbl BriaHka Ha pyCCKOM A3bike — CBepXy, pexBu3uTbi GnaHka Ha rocyfapcTBEHHOM
f3biKe (rocyAapcTBeHHbIX A3blkax) pecnyBnuk — Huxe).

[lns nepenncku ¢ UHOCTPaHHLIMU KOPPECNOHAEHTAMU MCNONL3YIOT BnaHku Ha ABYX A3blKaX — PyCCKOM
W aHrmMMICcKoM (pucyHok B.8) nnin NHOM MHOCTPaHHOM A3bike.,

(UameHeHHan penaxuma, am. Ne 1).
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Mpunoxenue A
(cnpaBoy4HoOe)

Pacnonoxexue PEKBM3IUTOB Ha TUTYNBLHOM JIUCTEe QOKYMEHTa

HaumeHoBaHue opraHusauum

lpuch cornacoBaHnsA QOKYMEHTa | Mpud yTBEpPXKOEHUA AOKYMEHTA

HaumeHoBaHWe BUAA JOKYMEHTa
3aronoBoK K TEKCTY

Mpud cornacosaHns fOKYMeHTa

MecTo cocTaBneHus (VI3A8HVIFI) AOKYMEeHTa — rog u3flaHmnAa JOKyMeHTa

PucyHok A.1 — PacnonoxeHne pekBM3uToB Ha TUTYNbHOM NUCTE AOKyMeHTa
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Mpunoxerue b
(cnpaBouHoOe)

CxeMbl pacriofioXeHus1 peKBU3UTOB AOKYMEHTOB

75 75
[yr]
01 02 03 29 -
14 04 |
""""""""""" b I e b
- 05 ; |
© 06 07 : 115 16
] ]
08 09 | |
\ } i
10 11 1 i
N 12 13 ! 1
i !
Y ] |
17 TTTTTTTTT 1 |
© 1 | 28
- ] ]
____________________ e ]
18
~
w o
AN| N
[o]
.
N o e e e e e e e e o o e e . e e e e o e _
19
o
N
‘ 22 23 24
20 21 26
25 30 27 -
20 110 30 40 @
210

PucyHok 5.1 — PacronoxeHue peKkBU3uTOB W rpaHuLibl 30H Ha chopmaTte A4 yrnoeoro Gnaxka
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PucyHok 5.2 — PacnonoxeHue peksusuToB 1 rpaHnLbl 30H Ha copmarte A4 npoaonbHoro briaHka
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MpunoxeHue B
(cnpaBouyHO®)

O6pa3uybl 6naHkoB NOKYMEHTOB

Pocapxus

depepansHoe G10MKETHOE yupexaeHue
«Bcepoccuitcknin Hay4Ho-uccnenosaTens,CkU UHCTUTYT
[OKYMEHTOBEAEHUS U apXUBHOMO gena»

(BHUMOAL)
Ne

20

Mockesa

PucyHok B.1 — O6paseu o6ujero Gnaxka opraHnsayum
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Pocapxus

depnepansHoe GiogKeTHOE yupexaeHune
«Bcepoccuiickuii Hay4yHO-UccnesoBaTenbCKun
NHCTUTYT
AOKYMEHTOBEAEHUsI U apXMBHOro aena»

(BHAWOAL)

MpodcolosHas yn., A. 82, Mockea, 117393
Ten./cpakc: (495) 718-78-74;
e-mail:mail@vniidad.ru; http://www.vniidad.ru
OKMNO 02842708; OI'PH 1027700380795,
WHH/KNMN 7708033140/771001001

Ne

Ha Ne oT

PucyHok B.2 — O6paaey yrnosoro 6naHka nucbMa opraHusauum
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Pocapxus

depepanbHoe 6l0KETHOE yupexaeHue
«Bcepoccuiickuil HayyHo-UccnenoBaTenbCKU UHCTUTYT
AOKYMEHTOBEAEHNA U apXMBHOro aenax

(BHAUAALD)
MpocpcotosHas yn., A. 82, Mockea, 117393
Ten./cpakc: (495) 718-78-74; e-mail:mail@vniidad.ru; http://www.vniidad.ru
OKI1O 02842708; OMPH 1027700380795; MHH/KI1IM 7708033140/771001001

Ne

Ha Ne oT

PucyHok B.3 — O6pasel npoponbHoro Gnaxka nucbkMa opraHusayuu
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Pocapxus

depepansHoe 6lompkeTHOE ydYpexaeHue
«Bcepoccuiickuin Hay4yHo-UccnenosaTeNLCKUA UHCTUTYT
AOKYyMeHTOBEEHUA ¥ apXUBHOro aena»

(BHUWOAL)
AUPEKTOP

MpodcotosHan yn., A. 82, Mocksa, 117393
Ten./cpakc: (495) 718-78-74; e-mail:mail@vniidad.ru; http://www.vniidad.ru
OKIMO 02842708; OI'PH 1027700380795; MHH/KIIT 7708033140/771001001

Ne

Ha Ne oT

PucyHok B.4 — O6pasey npogonbHoro 6naHka nucbma AOMKHOCTHOrO nyua
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Pocapxus

depepansHoe GlomkeTHOe yypexaeHne
«Bcepoccuitickuit Hay4HO-UCCneaoBaTeNbCKMA UHCTUTYT
AOKYMEHTOBEAEHUS 1 apXUBHOro Aenar

(BHAUOAD)
OTPACJIEBOW LIEHTP NOBbILLEHUA KBAITUOUKALINA

MpodbcolosHasn yn., 4. 82, Mockea, 117393
Ten./cbakc: (495) 718-78-74; e-mail:mail@vniidad.ru; http://www.vniidad.ru
Ten./dpakc (495) 718-79-38; e-mail.ocpk@vniidad.ru
OKIMO 02842708; OI'PH 1027700380795; NHH/KIMNM 7708033140/771001001

Ne

Ha Ne oT

PucyHok B.5 — OB6pasel npofonbHoro 6rnaHka nucbma CTPyKTypHOro nogpasageneHus
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Pocapxus

depepanbHoe BlopKeTHOE yupexaeHue
«Bcepoccuiickuit Hay4YHo-UccnegoBaTeNbCKUN MHCTUTYT
AOKYMEHTOBEAEHUs! 1 apXUBHOTO genay

(BHAMDAL)
NPUKA3

Ne

Mocksa

PucyHok B.6 — Obpasel Gnaxka KOHKPETHOrO BUAA AOKYMEHTa opraHusaLuvv
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Pocapxvs
depepansHoe GlopKeTHOE yypexaeHne
«Bcepoccuitckuit Hay4yHo-uccneaoBaTenbCKUn UHCTUTYT
AOKyMEHTOBEAEeHUA 1 apX1BHOro aena»

(BHUAOAL)
AVNPEKTOP

PACTOPAXEHUE

Ne

Mocksa

PucyHok B.7 — O6pasey 6naHka KOHKPETHOro BUAA OKYMEHTa JOMKHOCTHOrO nuua
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Pocapxus

depnepansHoe GlogkeTHoe yupexaeHue
«Bcepoccuiicknidi Hay4HO-UccneaoBaTenbCKUil UHCTUTYT
AOKYMEHTOBeAEeHUA U apXUBHOro Aenax

(BHUMOAL)

MpodcotosHana yn., A. 82, Mockea, 117393
Ten./cpakc: (495) 718-78-74; e-mail:mail@vniidad.ru; http://www.vniidad.ru
OKIMO 02842708; OI'PH 1027700380795; MHH/KIMM 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 — O6pa3sey npogonsHoro 6naHka nucbMa opraHusauvin Ha AsyX Asblkax
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