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KoHcynbTaHTlAtOC: NpumeyaHume.
Mpukazom PocctaHgapta ot 25.05.2017 N 435-cT gaTa BBeAeHus B AekcTBve HaumoHasnbHOro
ctaHgapTta PO TOCT P 7.0.97 - 2016 nepeHeceHa Ha 1 utona 2018 roaa.

[aTta BBegeHuna - 2017-07-01
Mpeaucnosune

1 PA3PABOTAH ®degepasbHbiM  OHOAXKETHbIM  yyperkaeHMem "BcepoCccUMUCKUMIA  HayyHO-
nccnenoBaTeNlbCKUA MHCTUTYT AOKYMEHTOBeAeHua U apxuBHoro gena" (BHUWOAL) depepanbHoro
apPXMBHOrO areHTCTBa

2 BHECEH TexHuyeckMm KomuTeTOM MO cTaHgaptusaumm TK 191 "HayyHo-TexHu4yecKas
nHpopmauua, bubnmoteyHoe n n3gatenbckoe aeno”

3 YTBEPX/OEH W BBEAEH B AEMCTBUE Mpukasom deaepanbHOro areHTCTBa MO TEXHUYECKOMY
perynMpoBaHuio U meTponorum ot 8 aekabpa 2016 r. N 2004-ct

4 B HacToAweM CTaHAapTe peannsoBaHbl HOpmbl PeaepanbHbIX 3aKOHOB OT 27 utona 2006 r. N
149-®3 "06 nHdbopmaLunn, MHPOPMALIMOHHbIX TEXHOIOMMAX U O 3awmTe MHpopmaumm", oT 22 oKTabpa
2004 r. N 125-®3 "06 apxusHom aene B Poccuiickoit Peagepauymn”

5 BBAMEH IOCT P 6.30-2003

MpaBuna NPUMeHeHNA HacToALLLero CTaHAapTa YCTaHOBAEHbI B cTaTbe 26 PefepasibHOro 3aKoHa oT
29 wuwoHA 2015 r. N 162-®3 "O craHgaptusaumm B Poccuiickon Pepepaumn”. UHbopmaumsa ob
M3MEHEHMAX K HacToAlemMy CcTaHaapTy nybaunKyetca B exerogHom (mo coctosHuio Ha 1 aHBaps



Tekywero roga) mHdopmauumoHHOM yKasatene "HauumoHanbHble cTaHAapTbl", a oPULMANbHBLIN TEKCT
M3MEHEHUN N NPaBOK - B eXXeMecAYHOM MHPOPMALMOHHOM yKasaTtene "HauuoHanbHble cTaHaapThi”. B
C/ly4ae nepecmoTpa (3ameHbl) MAM OTMEHbI HACTOALWEro CTaHAapTa COOTBETCTBYIOWEE yBeLOM/IEHUE
byoetr onyb6amnkoBaHO B OAMMKAWMWEM BbIMYCKE eXemecAYHOro MHPOPMALMOHHOIO YyKasaTtens
"HauunoHanbHble ctaHgapTbl". CooTBeTCTBYIOWANA MHbOPMaLMA, YyBEAOMIEHME U TEKCTbI Ppa3MeLLatoTcs B
MHGOPMALMOHHOM cucTeme 0bLLEero Nonb30BaHMA - Ha odpuuManbHOM caiTe PedepanbHOro areHTCTBa
Mo TEXHUYECKOMY PEry/IMpoBaHMio U METPONOTMK B ceTh MHTepHeT (www.gost.ru).

Hactoawmi ctaHaapT He MOXeT 6bITb NOSIHOCTbIO WM YaCTUYHO BOCMPOU3BEAEH, TUPAXKMPOBAH U
pacnpocTpaHeH B KayectBe oduuManbHOro msgaHua 6e3 paspeleHua deaepanbHOro areHTCTsa no
TEXHUYECKOMY PeryimpoBaHnio U MeTPO/Iormm

1 O6nactb npyumeHeHusn

HacToAawuit cTaHAapT pacnpoCTpaHAeTCcs Ha OpPraHM3aLMOHHO-PaAcNopPsAUTE/IbHbIE AOKYMEHTbI:
YCTaBbl, MOJIOKEHUSA, NPaBMUAA, UHCTPYKLMUM, PErNameHTbl, MOCTaHOBNEHWNA, PACMOPAMKEHUA, NPUKasbl,
peleHns, NPOTOKO/bI, AOroBOPbI, aKTbl, NMUCbMa, CNPaBKM U Ap. (Lanee - AOKYMEHTbI), B TOM yucie
BK/AtOYeHHble B OK 011-93 "O6uwepoccuinckmin KnaccudukaTop ynpaBaeHYecKon [AOKyMeHTauumn'
(OKYA), knacc 0200000.

Hactoawmi ctaHaapT onpeaenseT COCTaB PEKBU3UTOB AOKYMEHTOB; npasuaa ux odopmneHus, B
TOM 4uc/ie C npumeHeHMem WMHGOOPMALMOHHbLIX TEXHONOIMK; BWAbl GNAHKOB, COCTAaB PEKBU3UTOB
61aHKOB, CXeMbl PaCMoJIOXKEHUA PEKBU3UTOB Ha AOKYMeHTe; obpasubl 61aHKOB; NpaBuna co3gaHuA
OOKYMeHTOB. [M0/I0XKeHNA HAcToALEero cTaHAapTa PacnpoCTPaHAOTCA Ha AOKYMEHTbI Ha ByMayKHOM M
3NEKTPOHHOM HOCUTENSAX

2 HopmaTtusHble CCbIIKN

B HacToAwWweMm cTaHgapTe UCNOoJ/Ib30BaHbl HOPMATMBHbIE CCbIZIKM Ha Ceiyloumne CTaHgapTbl:

FOCT P 7.0.8 Cuctema CTaHAapToOB No WUHbOpMaUUKM, BUBAMOTEYHOMY W U3LaTeNbCKOMY Aeny.
JenonpounsBoactso 1M apxmMBHOe Aesio. TepMUHbI U onpegeneHns

FOCT P MCO 15489-1 Cuctema ctaHaapToB no MHpopmauum, 6ubanotTedHomy M M3aaTeNbCKoMy
aeny. YnpasneHue gokymeHTamu. O6wwme TpeboBaHmsa

MpumedaHue - MpM NONb30BAHUN HACTOALLMM CTaHAAPTOM LienecoobpasHo NpoBepuTb Aencteme
CCbINIOYHbIX CTAHAAPTOB B MHOPMALMOHHON cucTemMe 0bLEero nosib3oBaHUsA - Ha opULMANbHOM caiTe
denepanbHOro areHTCTBa Mo TEXHUYECKOMY PeryanpoBaHuUio U MeTPoorun B ceTu MHTepHeT nau no
exxerogHomy MHGOPMALMOHHOMY yKasaTento "HauuoHanbHble cTaHAapTbl", KOTOpbI onyb6aMKoBaH no
COCTOAHMIO Ha 1 AHBapA TEeKyLLero roga, U no BbiMNyCKam exemecA4Horo MHbopMaLMoOHHOro yKasartena
"HaumoHanbHble cTaHAapTbI" 3a TeKyWwmin rog. Ecnm 3ameHeH CCbIIOYHbIN CTaHAAPT, Ha KOTOpPbIN gaHa
HeAaTUPOBaHHaA CCbl/IKa, TO PEKOMEHAYeTCA MCMo/b30BaTb AEMCTBYIOLLYIO BEPCUIO 3TOrO CTaHAapTa C
YyYeTOM BCEX BHECEHHbIX B AaHHYI0 BEpPCUI0 U3MeHeHWn. ECNM 3aMeHeH CCbIIoYHbIN cTaHaapT, Ha
KOTOpPbIN AaHa AAaTUPOBaHHaA CCbl/IKa, TO PEKOMeHAyeTcA MCNOoJ/b30BaTh BEPCUIO 3TOrO CTaHAapTa C
YKa3aHHbIM Bbllle roA0M yTBepXAeHUa (NpuHATUA). Ecnn nocne yTeBep:KaeHUA HacToALLEero cTaHaapTa B
CCbINIOYHbIV CTaHAAPT, Ha KOTOPbIN AaHa AaTUPOBaHHAaA CCblNKa, BHECEHO M3MEHEeHMe, 3aTparmsatoliee
MoIOXEeHWe, Ha KOTOpOe [aHa CCblKa, TO 3TO MNOJOXEHWEe peKkomeHayeTca npumeHaTb 6e3 yyeTa
[aHHOro n3meHeHMA. ECm CCbiNoYHbIN CTaHaapT oTMeHeH 6e3 3ameHbl, TO NO/I0XKeHWe, B KOTOPOM AaHa
CCbI/IKa Ha HEro, peKoMeHayeTca NPUMEHATb B YacTu, He 3aTParMBatolLLeit 3Ty CCbIKY.

3 O6wue Tpeb6oBaHUA K CO3[4aHUIO AOKYMEHTOB

3.1 [OoKyMeHTbl MOryT CO34aBaTbCA Ha OymMaXKHOM HOcCUTeNe U B 3JIEKTPOHHOU ¢dopme C
cobnoaeHnemM yCTaHOBAEHHbIX NPaBua 0popMNEHNA AOKYMEHTOB.



3.2 Mpwu co3gaHnM OOKYMEHTa Ha AByX M 6onee cTpaHMUAx BTOPYIO M nociaeaytowme CTpaHuupbl
HYMepYIOT.

Homepa cTpaHuUL, NPOCTaBAAKOTCA NOCepeanHe BepxHero nona AOKYMEHTa Ha pacCTOAHUWU He
meHee 10 mm OT BEpXHero Kpasa Ancra.

[onyckaetcA co3gaHWe [OKYMEHTOB Ha /MUEBOW W 0BOPOTHOM CTOpoHax AaucTa. [pwu
[ABYCTOPOHHEM CO34aHWW AOKYMEHTOB LUMPWHA NEBOr0 MOAA Ha NULEBOW CTOPOHE AMCTa U NPaBoro
nons Ha 060POTHOM CTOPOHE INCTA A0/XKHbI 6bITb PABHbI.

3.3. [nAa co3gaHua AOKYMeHTOB HeobxoauMMOo MCnonb3oBaTb CBOBOAHO pacnpocTpaHAemble
6ecnnaTtHble WPUPTLI.

Ona opopmneHna 4OKYMEHTOB PEKOMEHAYETCA MCNONb30BaTb pasmepbl wpudtos N 12, 13, 14.

Mpw coctaBneHUN TabaunL, 4ONYCKAaeTCA MCNO/b30BaTh WPUPTbI MEHBLUMX Pa3MepOB.
(n. 3.3 B peq. MNameHeHua N 1, yTB. Mpukasom PocctaHgapTa ot 14.05.2018 N 244-cT)

3.4 A63aLHbIl OTCTYN TEKCTA AOKYyMeHTa - 1,25 cm.

3aronoBKu pasgenos n nogpasaenios neyaTtaroTca C a63aLl,HbIM OTCTYNOM WUJIN UEHTPUPYIOTCA NO
LWIMPpUHE TeKCTa.

MHOFOCTpO‘-IHbIe PEKBU3NTbLI NeYaTakoTCA Yepes oaAnH ME)KCTpOLIHbIﬁ MHTEpPBA/, COCTaBHbIE YacCTn
PEKBU3NTOB OTAENAOTCA AONO/THUTE/IbHBIM NHTEPBA/IOM.

TeKcT AOKyMeHTa nevaTtaeTcA yepe3 1 - 1,5 MeXXCTPOYHbIX MHTEpBana.

ECNM JOKYMEHT roToBUTCA ANA M34aHMA C YMEHbLUEHMeM MacliTaba, TeKCT nevaTtaeTca Yyepes fga
WHTepBana.

MHTepBan mexay 6yKBamu B C1I0BaAX - OBbIYHbIN.
MHTepBan mexay cnosamu - oguH npoben.

3.5 TeKCT gOKyMeHTa BbipaBHMBAETCA MO WMPWMHE AKCTa (N0 rpaHULam IeBOTO M NPaBoro nosemn
[OKYMeHTa).

[NVHa camolt AIMHHOW CTPOKKM PEeKBU3MTa NPU YI/IOBOM PACcMoNOXKEHMM PEKBM3UTOB He bonee 7,5
CM.

OnvHa camoli ANMHHOM CTPOKW peKBM3MTa MpU NPOAOJbHOM PACNoONOXKEHUN PEKBU3UTOB He
bonee 12 cm.

3.6 HopmaTMBHBIMM MPABOBLIMW aKTaMM OpPraHM3auuKn MOXKET BbiTb NPesyCMOTPEHO BblaesieHne
pekBmn3nToB "aapecat”, "3aronoBoK K TeKCTY" unamn "noanuck”, a TakKe oTaeNbHbIX GparMeHTOB TEKCTa
NONYKUPHBIM WPUDTOM.

3.7 HopmaTuBHble NpaBoBble aKTbl OpraHn3auum, a TakKe MHble MHOIOCTPaHWYHbIE OOKYMEHTbI
MOTYT 0POPMAATLCA C TUTYSIbHBIM INCTOM. TUTYAbHBINA NUCT AOKYMEHTa odopMAaAeTCcA B COOTBETCTBUM C
npunoxeHuem A.

4 PeKBU3UTbI AOKYMEHTA

Mpu noarotoske M 0GOPMNEHUM AOKYMEHTOB MCMOJIb3YHOT PEKBU3UTLI, ONpeseneHna KOTopbIX
npmseegeHbl B TOCT P 7.0.8



01 - repb6 (FocypapcTBeHHbI repb Poccuiickolh depepaumn, repb cybbekTa
depepaunn, repb (repanbanuecknin 3HaK) MyHMLMNANbLHOTO 06pa3oBaHKs);

02 - ambnema;

03 - ToBapHbIi 3HaK (3HaK 0b6CNYKUBAHUA);

04 - Ko, GopMbl LOKYMEHT];

05 - HaumeHoOBaHMe OpraHM3auUmMn - aBTOPa AOKYMEHT];

06 - HauMeHOBaHWe CTPYKTYPHOro NoApa3aeeHuns - aBToOpa AOKYMEHTa;
07 - HaumeHoOBaHMe AOMKHOCTM INLA - aBTOPA AOKYMEHT];
08 - cnpaBoYHble AaHHble 06 opraHM3aLnu;

09 - HanmeHoBaHMeE BUOA AOKYMEHTQ;

10 - paTa AOKYMEHTa;

11 - perncTpauMoHHbIii HOMepP AOKYMEHTa;

12 - ccbl/IKa Ha PerncTpaLmMoHHbIN HOMep 1 AaTy NOCTYNUBLUEro AOKYMEHTa;
13 - mecTo cocTaB/eHuMA (M30aHUA) OKYMEHTa;

14 - rpnd orpaHMYeHua AoCTyna K J0KYMEHTY;

15 - appecar;

16 - rpnd yTBEPKAEHUA AOKYMEHTA;

17 - 3aron0BOK K TEKCTY;

18 - TEKCT OOKYMEHTQ;

19 - oTMeTKa 0 NPUIOKEHNMU;

20 - rpu¢ cornacoBaHMA SOKYMEHTa;

21 - Bu3a;

22 - noagnuce;

23 - oTMeTKa 06 3/1eKTPOHHOW Noanucy;

24 - nevartsb;

25 - oTmeTKa 06 ucnonHutene;

26 - OTMETKA 0 3aBEPEHUM KONnu;

27 - OTMETKa 0 NOCTYyN/IEHUN LOKYMEHTQ;

28 - pesonoums;

29 - OTMETKa 0 KOHTpONe;

Poccuinckon



30 - oTMeTKa 0 HanpaB/JeHUN AOKYMEHTa B 4eN0.
5 OpopmneHune PeKBU3UTOB AOKYMEHTOB

5.1 Tepb (FocymapctBeHHbIn repb Poccuitickoli depepauumun, repb cybbekta Poccuitckol
depepaunn, repb (repanbauMyeckuMii 3HaK) MyHMUMNanbHOro o6pasoBaHMA) BOCMPOM3BOAMTCA Ha
6/1aHKax AOKYMEHTOB B COOTBETCTBMU ¢ PeaepanbHbIM KOHCTUTYLMOHHbBIM 3aKOHOM OT 25 aekabpa 2000
r. N 2-®K3 "O locypapctBeHHOM repbe Poccuiickon Pepepaumn’, 3aKoHOAATENbHBIMU U MHbBIMU
HOPMaTUBHbLIMW NPaBOBbIMWN aKTaMK cybbeKkToB Poccuinckoit PegepaLmm n HOPMATUBHBIMM NPABOBLIMMU
aKTaMKW OpraHoOB MECTHOrO CaMoynpaB/eHuA.

N306parkeHne repba (FocypapcTteeHHoro, cybbekta Poccuitickort depepauuun, repba
(repanbamyeckoro 3Haka) opraHa MeCTHOrO CamoynpasieHWa) NnomellaeTcs Mo cepeauHe BEpPXHEero
nons 6naHKka AOKYMEHTa Haj, PEKBU3UTAMM OpraHn3aLmMm - aBTopa AOKYMEHTa, Ha paccToAHuM 10 mm ot
BEPXHEero Kpas fucTa.

5.2 dmbnema opraHusaummn, pa3paboTaHHAA U yTBEpPXKAEHHAs B YCTAHOBJIEHHOM MOPSAKE,
pasmellaeTcas B COOTBETCTBMM C HOPMATMBHbIMWM MPABOBbIMM aAKTaMW Ha OnaHKax: AOKYMEHTOB
denepanbHbiX OpPraHOB rOCYAapCTBEHHOM BNACTU (3@ WCKAOYEHMEM C/ydaes, MpeaycMaTpUBatOLLMX
nucnosb3oBaHue nsobpaxkeHus MocygapcteeHHoro repba Poccuiickon depepaunn), TeppuTopuanbHbIxX
opraHoB ¢enepanbHbiX OPraHOB rOCYAAPCTBEHHOWM B/ACTW, FOCYAAPCTBEHHbIX WU HErocyAapCTBEHHbIX
opraHusaumin. N3obparkeHne ambaembl NOMELLAETCA MO cepeguHe BepxHero noss 6naHka AOKYMEHTa
Hag, PEKBU3UTAMM OpraHU3aLunmM - aBTOPa AOKYMEHTA, Ha paccToAaHMM 10 MM OT BEPXHEro Kpas /IncCTa.

5.3 ToBapHbIh 3HaK (3HAaK 0b6CNyXKMBaHWA), 3apPEerucTPUPOBAHHbLIN B  YCTaHOBJEHHOM
3aKOHOZaTeNIbCTBOM MOpPAAKE, BOCMPOU3BOAUTCA Ha BGaaHKax opraHM3aunini B COOTBETCTBUM C YCTaBOM
(nonoxkeHnem o6 opraHusaumm). M3o6parkeHne TOBapHOro 3HaKa (3HaKa obCNyKMBAHWUS) NoMeLLaeTcs
no cepeauHe BepxHero nons 61aHKa AOKYMeEHTa Hag, PeKBU3UTaMM OpraHM3aLuMu - aBTopa AOKYMEHTa,
WAW CNeBa Ha YPOBHE HaMMeHOBaHMA OpraHM3auumM - aBTopa AOKYMEHTa (AonycKaeTca 3axBaTbiBaTb
YyacTb 1eBOro no.s).

Hapagy c ToBapHbiM 3HaKOM (3HAKOM O0OCNYKMBaHWA), Ha 61aHKax [OKYMEHTOB MOMKET
YKa3blBaTbCA KOMMepYeCcKoe 0603HauYeHUe opUAMYECKOro nLa.

5.4 Koa ¢opmbl AOKymMeHTa MNpOCTaBAAeTcA Ha YHUOULMPOBAHHbLIX (OpPMax [OKYMEHTOB B
cooTBeTCTBUM C OBLLEepPOCCUACKMM KNacCUPUKATOPOM YynpaB/ieHYecKon AokymeHTauuu (OKYA) wnu
NIOKaNbHbIM KNacCMPMKATOPOM, pacnosiaraertcs B NPaBoOM BepxHeM yriy paboyero nons AOKYMEHTa,
coctout n3 cnos "dopma no" (HammeHoBaHMe KnaccuduraTopa) n LMPpPoBOro Koaa.

Mpumep - Popma no OKY/[, 0211151,

5.5 HauMmeHoBaHMe oOpraHMsauuM - aBTOpPa [AOKYMeHTa Ha 6/n1aHKe [AOKYMEeHTa [AOJ/IKHO
COOTBETCTBOBAaTb HAWMEHOBAHUIO OPUAMYECKOrO AULA, 3aKPEernsieHHOMY B €ro yypeauTenbHbIX
OOKyMeHTax (ycTaBe MM nonoskeHuu). Mo HammeHoBaHMEM OpraHu3aLMuM B CKOBKax yKasblBaeTcs
COKpaLLLeHHOe HAaMMEeHOBAHME OpPraHN3aLUK, eCivM OHO NPEAYCMOTPEHO YCTaBOM (MONOXKEHUEM).

Hag HaumeHoBaHMEM OpraHM3alumm - aBTopa AOKYMEHTa YKa3blBaeTCsA NOJIHOE UM COKpalleHHoe
HaMMeHOBaHMe BbllIECTOALLEN OpraHu3aL MK (Npu ee HaaMumum).

5.6 HaumeHoBaHuMe CTPYKTYpHOro noapasaeneHua - aBTopa AOKYMeHTa (B Tom yncne duamana,
oTZeNIeHUs, NPeCcTaBUTENbCTBA, KOJIIETMa/IbHOTO, COBELLATEIbHOTO UM MHOTO OpraHa) UCMOo/Ib3yeTca B
6naHKax nmMcem W 6HGnaHKAX KOHKPETHbIX BWMAOB [AOKYMEHTOB COOTBETCTBYIOLWMX MOApa3aeneHui
(opraHoB) B COOTBETCTBUM C SIOKA/IbHbIMWU HOPMATMUBHbBIMW aKTaMW U YKa3blBaeTCA N0, HAMMEHOBAHMEM
OpraHu3sauunu.



5.7 HaumeHoBaHMe AOMKHOCTM ANLA - aBTOPa AOKYMEHTa UCNOoJb3yeTca B 61aHKaxX AO/KHOCTHbIX
ML, M pacrnonaraetca nog HaMmeHOBaHMEM OpraHu3auun WAM HaMmeHOBaHWeM Tepputopuu (Kpas,
o61acTv, aBTOHOMHOI obnact 1 Ap.), ecin AOKYMEHT U34aeT PYKOBOAUTEb OpraHa BAacTn cybbekTa
Poccuiickoit degepaumnn, MmyHUUMNaAbLHOrO obpa3oBaHUA. HanmeHoBaHWe AOJ/IKHOCTM /iMua - aBTOpa
[OKYMeHTa YKasblBaeTcA B COOTBETCTBUM C HaMMEHOBaHWEM, MPUBEAEHHbIM B PacrnopAAUTE/IbHOM
OOKYMEHTE 0 HazHa4YeHUU Ha AO/KHOCTb.

5.8 CnpaBouHble AaHHble 06 opraHn3alLMmM yKasbiBaloTca B 61aHKaxX MUCEM M BKAOYAIOT: MOYTOBbIN
agpec opraHuMsauuun (LONOSHUTENIbHO MOMKET YKa3blBaTbCA agpec MecTa HaxOXAeHWUs opuanyeckoro
ML, eciM OH He COBMafaeT C MOoYTOBbIM afpecom); Homep TenedoHa, daKca, agpec 3N1eKTPOHHOM
nouyTbl, CETEBOM aapec.

B cocTaB cnpaBoOYHbIX AaHHbIX, 32 UCKAOYEeHMEM BNaHKOB AOKYMEHTOB OPraHOB rocy4apCcTBEHHOM
BNACTW, OPraHOB MECTHOTO CaMOYMNPaB/IEHWUA, BKAKOYAIOTCA: KOA, opraHusauuun no Obwepoccuinckomy
Knaccudukatopy npeanpuatuii n opraHmsauuii (OKNO), ocHOBHOWM rocyiapCTBEHHbIN PErMCTPaLMOHHbIN
Homep opraHmsaumn (OFPH) M nAEHTUOMKAUMOHHLIA HOMEpP HasoronaatenblumMka/Kod MPUHUHBDI
MOCTaHOBKM Ha Hanoroebli yyeT (MHH/KNM).

5.9 HavmeHoBaHMe BWOa [OKYMEHTa YKa3blBAaeTCs Ha BCEX [OKYMEHTAX, 3a MCKIOYEHUEM
nenosbix (cny»ebHbiX) NMcem, pacnosiaraeTca noj PeKBM3MTaMu aBTopa AOKYMeHTa (HammeHoBaHWEM
opraHM3aumn, HaMMeHOBaHWEM CTPYKTYPHOro NoapasaeneHnsn, HaMMeHOBaHMEM A0JIKHOCTU) (CM. puc.
B6).

5.10 [daTa OOKyMeHTa COOTBETCTByeT AaTe noAnucaHua (yTBepXAeHus) AOKYMeHTa uau gaTe
co6bITHA, 3aPUKCUMPOBAHHOIO B AOKYMEHTE. [JOKYMEHTbI, U3aaHHble AByMA Unm bosee opraHnsaumamm,
[O/KHbI UMeTb OAHY (eauHYI0) AaTy.

[laTa AOKyMeHTa 3anuncbiBaeTca B NOC/eA0BaTe/IbHOCTU: AeHb MecALa, Mecall, rofd, OA4HUM U3 ABYX
crnocobos:

apabckmmm umdpamu, pasgeneHHbimu Toukoit: 05.06.2016;
cnoBecHo-uMdpoBbIM cnocobom, Hanpumep: 5 nioHa 2016 .

5.11 PernctpaumoHHbIi HOMEpP AOKYMEHTA - UndppoBon nan bykBeHHO-UMdPOBOM NAeHTUDUKATOP
OOKYMEHTa, COCTOALLMIA U3 NOPALKOBOrO HOMEPA AOKYMEHTA, KOTOPbIN, MO YCMOTPEHUIO OpPraH13aLmm,
MOMEeT [OMONHATbCA UMPPOBbIMM  MAM  OYKBEHHbIMM KOZamMu (MHOEKCaMW) B COOTBETCTBUM C
NCNONIb3yeMbIMM KaccubmKaTopamm (MHAEKCOM Aena No HOMEHKIAType Aen, KOAOM KOppPecnoHAEHTa,
KOAO0M LONIXKHOCTHOMO INLA U Ap.).

Ha [OKymeHTe, COCTaB/ieHHOM COBMECTHO ABymMAa M 6onee opraHuW3auMamM, NPOCTaBAAIOTCA
pernucTpaumoHHble HOMEpPa AOKYMEHTA, MPUCBOEHHbIE KaKAOW M3 OpraHusauuii. PermcTpaumoHHble
HOMepa OTAENATCA APYr OT Apyra KOCOW YepToi M MPOCTaBAAOTCA B MOPAAKe YKasaHWA aBTOpPOB B
3aro/IoBOYHOM YacTu unn npeambyne OKYMeHTa.

5.12 Ccbllka Ha pPerucTpauMoHHbIA HOMep M AaTy NOCTYNMBLUEro AOKYMEHTa BK/KOYaEeT
PEerncTpaumnoHHbIA HOMEpP U AaTy BXOAALLETO MHULMATMBHOIO LOKYMEHTA, Ha KOTOPbIM AaeTcA OTBET.

5.13 MecTo coctaBneHua (M34aHWA) AOKYMEHTA YKasblBaeTcA BO BCEX AOKYMEHTax, Kpome
AenoBbiX (CNyXKebHbIX) NUCeM, a TaKKe AOKNAAHbIX, CAYKEeOHbIX 3anMuMCOoK WM APYrMX BHYTPEHHMX
NMHPOPMALMOHHO-CNPABOYHbIX AOKYMEHTOB.

MecTo cocTtaBneHuma (M3,D,aHMF|) AOKYMEHTA He YKa3biBaeTCA B TOM Cay4yae, eCqim B HAMMEHOBaHUN
OpraHu3auum NpPUCYTCTBYET YKas3aHMe Ha MeCTO ee HaxoxaeHuAa. MecTo cocTaBsieHuA (M3,D,aHMFI)
AOKYMEHTA YKa3blBaA€TCA B COOTBETCTBUUN C NPUHATbIM aMUHUCTPATUBHO-TEPPUTOPUA/IbHBIM AeNneHNEM.



5.14 Tpud orpaHuy4eHua JoCTyna K SOKYMEHTY NPOCTAaBAAETCA B NPaBOM BEPXHEM YI/y NepBoro
IUCTa JOKYMeHTa (NpoeKkTa [AO0KYMEeHTa, COMPOBOAMTE/IbHOTO MWUCbMA K AOKYMEHTY) Ha rpaHuue
BEPXHEro Nosa Npu HaAM4YMmM B AOKYMeHTe MHGOPMALMK, AOCTYN K KOTOPOM OFpaHMYeH B COOTBETCTBUM
C 3aKoHoAaTenbCcTBOM Poccuiickoin deaepaumm.

Buabl Mcnosb3yemblx B OpraHuM3aumm rpudoB orpaHMYeHUs A0CTyna AO/KHbI COOTBETCTBOBATb
3aKoHOZaTe/IbHbIM M UHbIM HOPMAaTMBHbIM MPABOBbIM aKTam Poccuiickoit Pegepaunmn n AoaKHbI 6bITb
3aKpensieHbl B /I0OKa/ibHbIX HOPMATUBHbIX aKkTax. B coctas rpuda orpaHuyeHUs ocTyna K AOKYMEHTY
BXOAMUT oOrpaHuuuTenbHas Hagnucb ("Ona  cayxebHoro nonb3oBaHua", "KoHouaeHumanbHo",
"Kommepueckan TanHa" MaM ap.), KOTopaa MOXKET AOMNONHATLCA HOMEPOM 3K3emnaspa AOKYMEeHTa U
APYrMMmM cBeAEHUAMM B COOTBETCTBUM C 3aKOHOAaTeNbCcTBOM Poccuitickon depepaumn.

[IpuMmep - Kommepueckas TaMHa.
S9x3. N 2

5.15 ApgpecaT wucnonb3yetca nNpu oGOPMNAEHMM [AEN0BbIX (CNYKebHbIX) nucem, BHYTPEHHMX
MHPOPMaLMOHHO-CNPABOYHbIX AOKYMEHTOB (A0KNAAHbIX, CAYKeBHbIX 3anncoK 1 4p.).

AnpecaTtom OOKYMeEHTa MOXKeT 6bITb OopraHunsauunAa, CTPyKTypHOe nogpasgeneHne opraHnsauuu,
AO/KHOCTHOE NN ¢M3mqecxoe nnuo.

PekBu3uT "agpecat" npocTaBaseTcs B BepXHeW NpaBoW YacTu AOKYMeHTa (Ha 61aHKe ¢ yrnoBbim
pacnosioXKeHNeM PEKBU3UTOB) UK cpaBa Nog pekBusmMTamm bnaHKa (Npu NpoAo0IbHOM PACMONOKEHUM
pekBM3nTOB H6naHKa). CTPOKM pekBM3uTa "agpecaT" BblipaBHMBAOTCA MO /IEBOMY Kpato UKW LEHTPYLOTCA
OTHOCUTE/IbHO CaMot SJIMHHOW CTPOKM.

Mpy appecoBaHUM [OKYMEHTA PYKOBOAMTEND (3aMecTUTeNt0 PYKOBOAMTENS) OpraHM3aLumu
YKa3blBalOTCA B AOaTe/IbHOM MaJee HauMmeHOBaHWe [OO/IKHOCTM pyKkoBoauTens (3amectutens
pyKoBOAMUTENSA), BK/OYAlOWEE HAaMMEHOBaHME OpraHusaumu, u Gamuana, MHULMANbI LOMKHOCTHOrO
nvua.

[lpumep -
Pykosomurenw denmepaliIbHOTO

APXMBHOT'O aI'€HTCTBA
Qammyia 1N.0.

Mpu agpecoBaHMM MMCbMa B OPraHM3aUMIO YKasblBaeTcA ee MNOoJIHoe WAM COKpalleHHoe
HaMMEHOBaHUE B UMEHMTEIbHOM Nagese.

Mpumepsl
1 depnepanbHOE apXMBHOE AareHTCTBO
2 Pocapxus

Mpy agpecoBaHWM AOKYMEHTA B CTPYKTYpHOe MoApasgeneHue OpraHusaumm B PeKBU3UTE
"agpecat" yKasblBaeTcA B UMEHUTEIbHOM NMajeke HaMMeHOBaHWe OpraHM3auum, HUKe - HAMMeHOBaHMWeE
CTPYKTYPHOrO noapasaeneHus.

[lpumep -
denmepalibHOE apXMBHOE
AreHTCTBO

OTnesl TOCyHapCTBEHHOM
CnyX0OBl, KaIpOB M Harpamn

an agpecoBaHM nMNMUCbMa PYKOBOAUTENIIO CTPYKTYPHOro noapasgeneHumAa YKa3bliBaeTCA B



UMEHUTEIbHOM NajieXe HauMeHOBaHWe OpraHusauum, HUXKe - B AaTeNbHOM MajeXe HauMeHOBaHue
OOJI)KHOCTU PYKOBOAWUTENA, BK/OYalOWEe HaMMeHOBaHME CTPYKTYPHOro noapasgesieHuns, damunuio,
WUHULMANDI.

[Ipumep -
AO "IIpodwuinp"

PykoBomomTe o OOT'OBOPHO-
NpaBoBOI'O OTHeja
damvmima 1.0.

MNepea damuanen [OOMKHOCTHOrO /MuUa@  AonyckaeTcs ynotpebnatb cokpauweHue "r-Hy"
(rocnoamHy), ecnun agpecat MyKUMHa, Uan "r-e" (rocnoke), ecnun agpecar *KeHLWwmMHa.

Mpumepsl
1 r-Hy ®amunua N.0.
2 r-xe ®ammnma N.0.

Mpu paccblike AOKYMEHTa rpynne opraHMsauunin 04HOro TUMNA UK B CTPYKTYPHbIE NOApa3aeneHus
04HOW OpraHu3aLmm, agpecaT ykasbiBaeTcs 0606LeHHO.

[TprMe sl
1 PyKOBOOMTEJNAM IOYEPHUX
obmecTts AO "Ilpodmnap"
2 PyKOBOIOUTEJIAM yIPaBJIEHUM
PocapxmuBa

Mpu paccblike AOKYMEHTa He BCeM OpraHM3auuMaM WM CTPYKTYPHbIM NogpasgeneHusm nog
peksmsnTom "Aapecat" B ckobKax ykasbiBaeTca: "(no cnucky)".

Mpumep -

PyKOBOOMTENAM IOYEPHUX

obmecTrs AO "Ilpodpumnap"
(mo cnmcky)

B ogHOM g0OKyMeHTe He J0NKHO b6biTb bonee YeTbipex agpecatos. Cioso "Konua" nepeg BTOpbIM,
TPETbUM, YETBEPTbIM afpecaTamMm He yKasbiBaeTcs. Mpu 6onbluem KoMYecTBe afpecaToB COCTaBAAETCA
CMUCOK (INCT, YKa3aTeb) PacCblIKM SOKYMEHTa, Ha KaXKA0M AOKYMEHTE YKasblBaeTCcA OAMH agpecaT uam
agpecaT opopmnseTca 0b6obLeHHo.

B coctaB peKkBu3auTa "Agpecat’ MOMKET BXOAWUTb MOYTOBbLIA aapec. DeMeHTbl NoYTOBOro agpeca
YKa3blBalOTCA B MOC/Ae40BaTe/IbHOCTM, YCTaHOB/AEHHOW [paBMIaMM OKasaHMA yCayr NOYTOBOW CBA3M,
YTBEPXKAEHHBIMM NPUKa3zom MMHUCTEPCTBA CBA3M M MACCOBbIX KOMMYHMUKauMn Poccuiickoit deaepaunm
ot 31 uiona 2014 r. N 234.

[lpumep -

BcepoCcCUMCKUM HaydHO-—
MCCJIeIOBATEJIbCKUM UMHCTUTYT
IOOKYMEHTOBEIEHMUS ¥ APXMBHOTO HeJia
IpodcowszHas yiu., n. 82,
Mockea, 117393

MouyToBbIM afApec MOMKET He YKasblBaTbCA B AOKYMEHTaX, HanpaBAsiemMbliX B BbiCLUME OpraHbl
B/ACTW,  BblWECTOAWME  OpraHM3auuKu, MOABELOMCTBEHHbIE  OPraHM3auMM U MOCTOSIHHbIM
KOppecnoHgeHTaM (33 WMCK/IOYEHWEM HaNpaB/ieHUA NUCeM YKasaHHbIM aApecaTam B KOHBEpTax C
NPO3pPaYHbIMN OKHaMK).



Mpu agpecoBaHUN AOKYMEHTa GU3NYECKOMY NLLY YKa3biBaloTCA: Gamuana MHULMAbI, MOYTOBbIN
agpec.

Mpumep -

®amunma N.0.

CapoBaayn., Aa. 5, ke. 12,

r. tobepubl, MocKkoBckan 061., 301264

Mpy oTnpaBKe NMCbMa MO 3/IEKTPOHHOW MoyTe MAK No GaKCUMMUABLHOM cBA3K (6e3 A0CbIKK No
noyTe) NOYTOBbLIM agpec He yKasbiBaeTca. Mpn HeobXoaMMOCTN MOMKET BbITb YKa3aH 3/1EKTPOHHbIN agpec
(Homep TenedoHa/dakca).

[lpumep -

BcepoCCUMCKUM Hay4dHO-—
MCCJIeNOBATEJNIbCKUY MHCTUTYT
IOOKYMEHTOBEIEHMS M apXMBHOI'O Hejla
mail@vniidad.ru

5.16 Tpnd yTBEPIKAEHNA NPOCTABAAETCA HAa AOKYMEHTE B C/lydYae ero yTBepKAeHNA AOMKHOCTHbIM
JIMLOM, PacnopAanTENbHbIM AOKYMEHTOM (MOCTaHOBAEHWEM, PELLEHUEM, MPMKA30M, PacnopsAKeHNem)
WY pelleHneM KONerManbHoro opraHa.

pnd yTBEpPKAEHUA pasmeLlaeTca B NPaBOM BEPXHEM Yy NepBOro AMCTa AOKymeHTa. CTPOKM
PEKBU3NTA BblPaBHMBAIOTCA MO JIEBOMY KPato UM LLEHTPYIOTCS OTHOCUTE/IbHO CAMOW AJIMHHOM CTPOKM.

Mpu yTBEP)KAEHUM AOKYMEHTA AO/MKHOCTHbIM JMUOM Tpud YTBEPXKAEHWUS COCTOUT U3 C/IOBA
YTBEPXKIOAK, HaMmeHOBaHMA A0NKHOCTU INLQA, YTBEPKAAIOLWETO AOKYMEHT, ero NoAnmMcu, MHMLMANOB.,
damunmm n gatbl yTBEPKAEHUA.

[IpumMep -

YTBEPXIAI
Pyxosomurens demepasibHOTO
APXMBHOI'O aI'€éHTCTBa
INonnuce M.0. dammnmusa

HaTa

Mpn yTBEPKAEHUN AOKYMEHTA PAacnopAAUTEbHbIM LAOKYMEHTOM rpUd YyTBEPIKAEHUA COCTOUT U3
cnosa YTBEPXMAEH (YTBEPXAEHA, YTBEPXAEHbl wnn YTBEPXAEHO), cornacoBaHHOro ¢
HaMMeHOBaHWEM BMUAA YTBEPKAAEMOro AOKYMEHTa, HAMMEHOBAHUA PAcNopAANTENbHOTO AOKYMEHTa B
TBOPUTENLHOM Mafexe, ero AaTbl, HOMepa.

[IpuMepsr -

1 (PerjameHT) YTBEPXIEH
npukasom AO "llpodwmnp"
or 5 ampensg 2015 r. N 82

2 (IlpaBwuia) YTBEPXIEHH
npukasom AO "llpodwmnp"
or 6 ampena 2015 r. N 83

Mpy yTBEPXKAEHUU OOKYMEHTA KOJ/ErMaibHbiIM OPraHOM, PeLleHWsA KOTOPOoro ¢GpuKCUpyloTcs B
npoTokone, B rpude YyTBEP)KAEHMA YKasbiBAaeTCA HaMMeHOBaHME OpraHa, peleHMem KoToporo
YTBEPKAEH AOKYMEHT, AaTa U Homep NpoToKona (B ckobkax).

[Ipumep -
(IloymoxeHMe)



YTBEPXIEHO
CoBeToM mupexkTopoB AO "llpodwmnp"
(mporokos or 12.12.2015 N 12)

5.17 3aro/ioBOK K TEKCTY - KpaTKOe cogepiKaHue A0KYMeHTa. 3aro/loBOK K TEKCTY dopmyanpyerca
c npeanorom "0" ("06") n oTBeyaeT Ha Bonpoc "o uem?"):

- NpUKas (0 Yem?) 0 co3gaHNN aTTecTaLMOHHOW KOMUCCUMU;
- NpuKa3s (0 Yem?) 06 yTBEPKAEHUM LITAaTHOrO pacnmcaHus;
- nMcbMo (0 Yyem?) o NpenoCTaBNeHUM MHGOPMALUMN.

3aronoBoK K TEKCTY Od)OpM}'IFleTCFl noa pexkBnsnTamm 6naHKa cneBa, OT rpaHuubl 1€BOro nond. B
YKa3aX, NoCTaHOBNEHUAX, peleHUAX, NPpUKasax, n3gaBaembiXx opraHamum B1aCTH, 3arosIOBOK K TEKCTY
MOXeT Od)OpMJ'IFITbCFI Hagd TEeKCTOM nocepegunHe pa60l-|ero nona AOKYMEHTa W UEeHTpUpyetca
OTHOCUTE/IbHO CaMoi ,CI,IWIHHOﬁ CTPOKMU.

3aronoBoK K TEKCTY MOXET He COCTaBNATbCA, €C/IN TEKCT OKYMEHTA HE NpeBbIllaeT 4-5 CTPOK.

5.18. TeKcT 4OKyMeHTa COCTaB/SAETCA Ha PYCCKOM A3bIKe KaK rocy4apCcTBEHHOM A3blke Poccuiickom
depepaunn. B  opraHax rocyaapCTBEHHOM  BAacTW, OpraHax MeCTHOroO  CcaMoyrpaB/ieHus,
roCyfapCTBEHHbIX Yy4YpexaeHuAX pecnybnvK Hapsgy C rocygapCTBEHHbIM  A3bIKOM  Poccuitckol
dbepepaunn  MoryT ynotpebnaTbCcA  rocygapcTBEHHble  A3blKM - pecnybavk. B aeaTtenbHocTH
rocyfapCTBEHHbIX OPraHOB, OPraHW3auMi, NPeanpuaTUiA K yuypexgeHuin Poccuiickon degepauunn
MCNO/b3YOTCA rOCyAapCTBEHHbIN A3bIK Poccuiickon Pegepaunn, rocyaapcTBeHHbIE A3blKM pecnybivK u
MHble A3blKM HapogoB Poccuiickon Pepepaunu.

(8 pea. U3meHeHua N 1, yTB. MNpukasom PocctaHgapTa ot 14.05.2018 N 244-cT)

B TekcTe AOKYMEHTa, NoArotoB/1IEHHOM Ha OCHOBAHUN 3aKOHOAATE/IbHbLIX UIN UHBbIX HOPMATUBHbIX
NPaBOBbIX aKTOB, paHee U34aHHbIX PpacnopAaAUTE/IbHbIX AOKYMEHTOB, YKa3blBAOTCA UX PEKBU3UTDI:

- HaMMeHOBaHMe JOKYMEHTa, HaMMEHOBaHNe OpraHM3auunn - aBTopa AOKYMEHTa, AaTa AOKYMEHTa,
pPerucTpaumMoHHbIA HOMep AOKYMEHTA, 3aro/I0BOK K TEKCTY AN HaMMeHOBaHWe BUAA AOKYMEHTa;

- HaMMEHOBaHMWEe OpraHusauuM WAM OOJIKHOCTHOIO /MuUa, YTBEPAMBLUEro AOKYMEHT, AaTy
YTBEPKAEHUA OOKYMEHTa.

TeKcT JOKYMEHTa MOMKET CoAeprKaTb pasgesibl, Nogpasaenbl, MyHKTbl, MOAMYHKTbI, HYMepyemble
apabcknmm umdpamu. YposHen pybpuKaumm TeKCTa He 40JIKHO b6bITb 6onee yeTbipex.

B npuKasax TEKCT n3naraeTca oT NepBoro A1La eaAnHCTBEHHOro Yncna ("npukasbisato”).

B AOKYMeHTax KonjernanbHblX M COBELLATENbHbIX OPraHOB TEKCT M3naraetca OT TPeTbero /mua
eauMHCTBEeHHOro Ymcna ("Konnerus... noctaHosnset", "cobpaHue... pewmnno").

TeKCT npoToKONa M3naraetca OT TPEeTbero /Auua MHOXecTBeHHoro uucna ("caywann",
"BbicTynuaun", "noctaHosuaun", "pewmnn').

B [OOKyMeHTax, YCTaHaB/AMBalOWMX NpaBa WM O06A3aHHOCTM OpPraHM3auMii, KX CTPYKTYPHbIX
noapasgeneHunii (NonoxKeHme, MHCTPYKLUMSA), a TaKXKe CoAePKALLMX ONUCAHNE CUTYaUMI, aHanu3 $aKToB
WUAW BbIBOAbI (KT, cripaBKa), Mcnosb3yeTca Gopma U3N0MKEHUA TEKCTA OT TPETbEro nLa eAUHCTBEHHOTO
UAN MHOXKecTBeHHoro umncna ("otaen ocyuwectsndetr ¢yHKumu...", "B cocTaB ynpaBsieHMA Bxogsr...",
"Komuccua npoBena nNpoBepKy...").

B COBMECTHbIX [AOKYMEHTax TEeKCT W3naraetca OT MEepBOro /AMUA MHOMECTBEHHOro 4ucaa
("npukasbisaem", "pewnan").



B aenoBbIx (cny*KebHbIX) NMCbMax MCNO/b3YHOTCA GOPMbI U3/10XKEHUSA:

- OT NepBOro /M@ MHOMecCTBeHHoro uucnaa ("npocum HanpasuTh...", "npeacrasnsem Ha
paccmotpeHue...");

- OT TPeTbero nMua eAMHCTBEHHOrO Yncna ("MUHUCTEPCTBO He Bo3parkaerT...", "obuwecTso cumTaer
BO3MOMHbIM...");

- OT nNepBOro /Auua eguHcTBeHHoro uucna (“"cumtato  Heobxogumbim...", "npepnarato
paccmoTpeTsb..."), ecam NMcbmo opopMAEHO Ha AOKHOCTHOM BaHKe.

B TeKCTax AOKYMEHTOB ymnoTpebaAloTca TO/IbKO 0blwenpuHaTbie abbpesmaTypbl U rpapuyeckme
COKpaLleHus.

Mpu ynoTpebneHnn B TeKCTE Gammanii UL, UHULMANBI YKa3biBaloTCcA nocne bamuanu.
B aenosbIx (cnyxebHbIX) MMCbMax MOTYT UCMO/1b30BaTbCA:

- BCTyNuTeIbHOe obpalleHue:

YBaxkaemblli rocnoauH Mpeacenatens!

YBaxkaemblii rocnoguH lN'ybepHatop!

YBaxaemblii rocnoguH Mpoxopos!

YBaxkaemas rocnor<a 3axaposa!

YBarkaemblit Hukonam Metposmy!

YBaxaemas Onbra HuKkonaesHa!

YBarkaemble rocnogal

B obpalweHnn no A[OMAKHOCTM HAaMMEHOBAHWE [O/IKHOCTU MULIETCA C NPOMWCHOW OYKBbI, B
obpaleHmm no pammanmm MHULMANbI ML He YKa3blBatOTCA.

- 3aK/Il0YMTENbHAA 3TUKeTHasa ¢pasa:
C yBaxkeHuem, ...

5.19 OTmMeTKa 0 NPUNONKEHUN COAEPIKUT CBEAEHMUA O AOKYMEHTe (QOoKYMeHTax), npunaraeMmom K
OCHOBHOMY [OOKYMEHTY (B COMPOBOAMTE/IbHLIX MUCbMAxX, NPETEH3MAX, aKTax, ChpaBKax W APYrux
MHPOPMALMNOHHO-CNPABOYHBIX AOKYMEHTaxX) WM O TOM, YTO LOKYMEHT SBAAETCA MNPUIOKEHUEM K
OCHOBHOMY [AOKYMEHTY (B [AOKYMEHTax - TMPWIOXMKEHUAX K pPacnopsaauTenbHbiM  AOKYMEHTaM,
NOJIOXKEHUAM, NPaBUIAM, UHCTPYKUUAM, OrOBOpPaMm, NaaHaM, OTYeTam U Ap. LOKYMEHTaM).

B conpoBoauTesbHbIX MUCbMAX U APYrMX MHPOPMALMOHHO-CNPABOYHBIX AOKYMEHTaX OTMETKA O
NPUNOXKEHUN oPopMAAETCA NOL TEKCTOM OT rPaHMLbl N1EBOTO NOAA CeAyoWmMm 06pasom:

- €CNIY NPUONKEHME HA3BAHO B TEKCTE:
MpunnorkeHue: Ha 2 n. B 1 3K3.

- eCnan nNpunoxeHne He Ha3BaHO B TEKCTE WUIN eChun I'IpVIJ'IO)KGHMVI HECKOJIbKO, YKa3blBakoT
Ha3BaHWUA I,CI,OI-(yMeHTOB-I'IFJI/II'IO)KEHMl:/'l, KOZINYEeCTBO J/INCTOB N 3K3EMNIAPOB Ka*XA40ro npunoxXeHumAa:

[lpmnoxenre: 1. IlojoxeHue 00 VYOpaBJIEHUM PEIMOHAJIBHOT'O KPEIMTOBAHMSA Ha



5 1. B 1 3K3.
2. CnpaBka O KaIpOBOM COCTabBe YIpPaBJIEHUS PETMOHAJIEHOTO
KpeIMTOBaHMA Ha 2 J. B 1 5kK3.

- eC/IN NpUoKeHue (NpUnoxKeHus) copoLLOpPOBaHbI:
Mpunoxenue:
otyeTt 0 HUP B 2 3K3.

- eCAV OOKYMEHT, ABNAIOWMICA NPUNONKEHMEM, WMEET MPUIOXKEHUS C CAMOCTOATE/IbHOWM
Hymepauuen cTpaHuL;

MpunorkeHue:
nucbmo Pocapxmea ot 05.06.2015 N 02-6/172 v npunoXeHUsa K Hemy, Bcero Ha 5 1.

- €CAN NPUIoXKeHUem ABAAeTcs 060COBNEHHbIN 3/1IEKTPOHHbIA HOCUTENb (KOMMAKT-AMCK, usb-
dnew-HakonuTenb u ap.):

MpunorkeHue:
CD B 13K3.

MpuM 3TOM Ha BKAagblwe (KOHBepTe), B KOTOPbIA MNOMELWAETCA HOCUTENb, YKa3blBaloTCA
HaMMeHOBaHUA AOKYMEHTOB, 3aNMCaHHbIX Ha HOCUTENb, UMeHa ¢aitnos.

B pacnopaguTesnbHbIX AOKYMeHTax (MOCTAHOBAEHUSX, PELIeHMAX, MPUKA3ax, PacrnopsyKeHusx),
[0roBopax, NOMOXKEHWUAX, NPaBWIAX, WHCTPYKUMAX WU OPYrUX AOKYMEHTAX OTMETKa O MPUIONKEHUM
odopmnseTca cnegyowmm obpasom:

- B TEKCTE AOKYMEHTA NPU NepBoM YNOMUHAHWUM LOKYMEHTA-NPUOKEHUA B CKOBKaxX yKasbIBaeTCs:
... (Npunoskenune) nau ... (NpunoxeHue 1); nepes HOMEPOM MPUIOKEHUA AOMNYCKAETCA CTaBUTb 3HaK
Homepa: ... (npunoxkeHue N 2);

- Ha NepBOM /IUCTE AOKYMEHTA-MPU/IOKEHUA B NPAaBOM BEPXHEM YTy YKa3blBaeTCA:
MpunoxeHune N 2

K npukasy AO "Mpoounb"

ot 15.08.2015 N 112.

CTPOKM pEeKBU3NTA BbIPAaBHMBAOTCA NO /IEBOMY KPalo MU LLEHTPUPYHOTCA OTHOCUTE/IbHO Camoi
OJIMHHOM CTPOKM.

Ecnm npunoxeHWem K pacrnopaantesibHOMY AOKYMEHTY SABAAETCA HOPMATMBHbLIA MPaBOBOM aKT
WA MHOW [AOKYMEHT, YTBEPXKAAEMbIN AaHHbIM PacnopsaAUTeNbHbIM JOKYMEHTOM, Ha MEpPBOM /UCTE
NPUIOXKEHNA NPOCTAB/AETCA OTMETKA O NPUAOXKEHUN (6e3 CCbIIKM Ha pacnopaanuTebHbIN 4OKYMEHT) U
rpud yTBEpPXKAEHUA, B KOTOPOM YKasblBAlOTCA AaHHble pPacnopsauTeslbHOrO AOKYMEHTA, KOTOPbIM
YTBEPKAEH LOKYMEHT-NPUIOKEHME.

Mpumep -
Mpunoxkenue 1

YTBEPXAEHO



npukaszom AO "Mpodunp"
o1 18.05.2015 N 67

5.20 I'pMd) CornacoBaHMA AOKYMEHTA MPOCTAaBAAETCA Ha OOKYMEHTaX, COriaCoBaHHbIX OpraHamu
BNaCTu, opraHunsaunamun, AOO/KHOCTHbIMU NUUAMUA. Fpmd) cornacosaHunA B 3aBUCMMOCTU OT BUAQA
AOKYMEHTa U ocobeHHoCTel ero Od)OpMnEHVIFI MOXET NPOCTAaBNATLCA:

- Ha NepPBOM /INCTE AOKYMEHTA (€C/IM AOKYMEHT MMEET TUTY/IbHbIN /INCT, - Ha TUTYIbHOM NIUCTE) B
NIeBOM BEpPXHEM Yy Ha ypoBHe rpuda yTBepKAEHMA UAN NOL HaMMEHOBaHMEM AOKyMeHTa 6auxke K
HUXHEeMY Noo);

- Ha nocneaHem 1nCTe JOKYMeHTa No4 TEKCTOM;
- Ha InCTe cornacoBaHuA, ABnAarowemca HEOTbeM/IEMOW YaCTbio AOKYMEHTA.

lpud cornacosaHua coctout us ciosa COMNMACOBAHO, AonXKHOCTM nLA, KOTOPbIM COracoBaH
OOKYMEHT (BK/OYaa HaMMeHOBaHWEe opraHusaummn), ero cobCTBEHHOPYYHON MoAMNUCK, WHWULMANOB,
dbammnnnn, aaTbl COrNacoBaHus.

Mpumep -
COlrNMACOBAHO
Oupektop BHUMOAL
(noanucek) N.0. damunnus
[aTta

Echn cornacosaHme oOcywecTBnAeTcA KoJervasibHblIM OpraHom, B rpMd)e cornacoBaHuA
YKa3blBalOT CBeAeHUA 06 OopraHe, cornacoBaBsWwemM AOKYMEHT, AaTe U HOMepe NPOTOKOJ1a, B KOTOpOM
3a(bVIKCMpOBaHO pelweHue o cornacosaHunn. Ecim cornacoBaHne ocyLwecTBAAETCA NUCbMOM, YKa3blBatoT
BUA AOKYMEeHTa, OpraHM3auunio - aBTopa AOKYMEHTa, AaTy U HOMepP NMUCbMa.

Mpumepsl
1 COITNMACOBAHO

CoBeTOM AMpPEKTOPOB

AO "Mpodunb"

(npotokon ot N_)
2 COMNTACOBAHO

nucbmom Pocapxmsa

oT N

5.21 Bu3a CBMAETENbLCTBYET O COMIacMM WAM HECcornacuu [OJ/KHOCTHOro auua (paboTHuKa) ¢
CoAep!KaHneM NpoeKTa AoKyMeHTa. Busoi odopmaneTca BHYTpeHHee corilacoBaHne AoKymeHTa. Bu3a
BKIOYAET OO/MKHOCTb ML, BU3UPYIOLLErO AOKYMEHT, NoAMNucb, pacwndpoBKy noanucu (MHULMan.I,
bamnnunio) u aaty BU3MPOBaHMA.

Mpumep -



PykosoguTtenb topmgmnyeckoro otgena

Moanucek N.0. Pamunusa

[ata

Mpu HaNMYMK 3aMeYaHU K LOKYMEHTY BM3Y 0DOPMASIOT cleaytowmm obpasom:
Mpumep -

3ameyaHua npunaratoTca.

PykoBoguTenb topuamnyeckoro otaena

Mognuce N.0. Damunnma

JaTta

B opraHuMsaumax, NPUMEHAIOWMX CUCTEMbI 3/IEKTPOHHOFO AOKYMeHTOobopoTa, cornacoBaHue
MOXEeT NPOBOAUTLCA B 3/1€KTPOHHOM popme, cornacHo FOCT P MUCO 15489-1.

B LAOKyMeHTax, MNOA/MHHMKM KOTOPbIX XPaHATCA B OPraHuWsauuMu, BWM3bl NPOCTAaBAAOT Ha
nociaegHem NUCTe AOKYMEHTa nog nognucbio, Ha obopoTe nocnedHero AUCTa NOAJMHHUKA AOKYMEHTa
WM Ha NIUCTE COracoBaHuA (BU3NPOBaHMA), NPUAAraeMOM K SOKYMEHTY.

B MCXOOALWMX AOKYMEHTaX BMU3bl NPOCTABAAIOTCA Ha 3K3EeMMNIAPaxX AOKYMEHTOB, NOMeLLaeMbIX B
aeno.

Mo YyCMOTPEHUIO OpraHM3aLMM MOXKET NPUMEHATLCA NOJIMCTHOE BU3NPOBaHME AOKYMEHTA U ero
NPUIOKEHWNA.

5.22 Moanucb BKNHOYAET: HaMMEHOBaHME AO0J/IKHOCTM /MLA, NMOAMMUCLIBAIOWEr0 LOKYMEHT, €ro
COBCTBEHHOPYYHYIO NOANUCH, pacmndpPOBKY NoAnucK (MHMLMansbl, damunmsa).

[Mpumep -
T'eHepaJIbHEI IOUPEKTOP [Momnmce n.0. dammnmsa

Ecnn  pokymeHT odopmneH He Ha 6naHKe, B HAMMeEHOBaHWE [AOJ/KHOCTU BKJ/tOYaeTcA
HaMMeHOBaHMe opraHu3auuun. [onyckaetca ULEHTPoBaTb HAaMMEHOBaHWE  [O/MKHOCTM  nLa,
noAnucasLIero AOKYMEHT, OTHOCUTE/IbHO CAaMOW AJIMHHOM CTPOKM.

[Mpumep -
T'eHepaJlbHBEIM IUPEKTOP
AO "llpodwmiup" INomnmce n.0. dammnmsa

Mpu odopmaeHnn oKymeHTa Ha BaaHKe JONKHOCTHOIO ANLLA AOMKHOCTb 3TOro AMLA B NOANMUCH
He yKa3blBaeTcs.

[lpumep - [loponuce n.0. dammnma

Mpv noanuMcaHWM LOKYMEHTA HECKOJIbKMMU AOMKHOCTHBIMU /IMLAMM, 3aHMMAIOWMMU pasHoe
NosIoXKEeHWe, UX NOAMUCK pacnoaaraloTca oAHa NoA APYroi B NocaefoBaTe/IbHOCTM, COOTBETCTBYHOLLEN
nepapxmm 3aHMMaeMbIX OOJIKHOCTEN.

[lpumep -
IVpexKTop MHCTUTYyTAa [lomnmcso n.0. dammnma
T'naBHEM OyxTaJyTep [lononucse n.0. dammnma



I'IpM noannCaHMM AOKYMeHTa HEeCKOJIbKUMU NNUaMU  PaBHbIX LI,OJ'I)KHOCTGVI nx noanuvcu
pacnonaratoTcAa Ha OAHOM YPOBHeE.

[Ipumep -
BaMecTUTeNb OUPEeKTopa [0 OMHAHCOBEIM BOIPOCAM Homnuce MN.O0. damMmnmsa
3aMecTUTEeNIb OMPEeKTOopa [0 aIMMHMCTPATMBHEM Bomnpocam Illognmuce M.O0. dammnma

B p[OKymeHTax, cOCTaB/eHHbIX Komuccuen, B noaAnUCKU yKasbliBaeTCA CTaTyC /2iMla B COCTaBe
KOMUCCUMN.

[lpumep -

[lpencenmaTesyib KOMUCCUN [Nomnmce nN.0. dammnma

UJIeHBE KOMMCCUU INoonmce n.0. damunmsa
IToonucob n.0. dammnmsa
I[Tognince n.0. dammnmsga

Mpy nognucaHum [OKYMEHTa AULOM, MCMOAHAOWMM obA3aHHOCTH pyrkosBoauUTeENA, NoAnuUcCb
Od)OpMJ'IﬂeTCﬂ C YKa3aHuem Cctatyca AO0/IKHOCTHOIO nia B COOTBETCTBUN C NPUKA3OM (pacnopﬂmeHmeM).

[lpumep -

.o. TeHepallbHOTO OupekTopa lloonmch n.0. dammnmsa
VI :

Vcnonugommull O00S3aHHOCTHU

TeHEepaJIbHOTO IOUPEKTOopa [Momnnmce n.0. dammnmsa

MpyM nognucaHWM AOKYMEHTa /MUOM, MMEIWMM NpaBo MNOAMWUCKM B C/yYae BPEMEHHOro
OTCYTCTBMA PYKOBOAMTENSA, UCNPABAEHUSA B HAUMEHOBaHWE LO/IKHOCTU U pacwmMdpoBKy Gamuanm yxe
NOArOTOBNEHHOTO WM COrIacOBAaHHOrO NPOEKTa LOKYMEHTa BHOCATCA OT PYKM WM C MCNONb30BaHMEM

n n

COOTBETCTBYHOLUMX WTAaMNOB. He AONyCKaeTCA CTaBUTb KOCYHO 4epTy, Haanucb 3a nepen
HanmeHoBaHuNem O/1KHOCTU inua B noANNCH, eC/TU AOKYMEHT no4nncbiBaeT MHOE JO0/1IKHOCTHOE NnL0.

5.23 OTtmeTka 06 3/71EeKTPOHHOW MOAMMUCU WCNOAb3YyeTCA NPV BU3yanusauuu 31EKTPOHHOro
[OKYMeHTa, NOAMUCAaHHOrO 3/IEKTPOHHOM NoANUCbIO, € cobatogeHmnem cneayowmx TpebosaHmi:

a) MecTo pasmelleHMA OTMETKM 06 3/1eKTPOHHOW MNoANWCUM OOJ/KHbl COOTBETCTBOBATb MECTY
pasmeleHns cobcTBEHHOPYYHOM NOAMMCU B aHAIOTMYHOM AOKYMeEHTe Ha ByMarKHOM HocuTene;

6) 3/1eMeHTbl OTMETKM 06 3N1EKTPOHHOW NoANUCU OO0MKHbI 6biTb BUAUMBIMU U YATAaEMbIMU MPU
oTObpaKeHUM AOKYMEHTa B HAaTypasibHOM Pa3sMepe;

B) 9/1€MEHTbl OTMETKM 06 3/1eKTPOHHOI NOAMMUCK He [O/IKHbI NepeKpbIBaTbCA MM HaKNaAbIBaTbCA
Apyr Ha Apyra;

r) 3/eMeHTbl OTMETKM 06 3N1eKTPOHHOM MOAMMCK He AO/KHbI MEepPeKpbiBaTb 3/1e€MeHTbl TeKcTa
OOKYMEHTa U Apyrne oTMETKMN 06 31eKTPOHHOW noanvck (Mpu Hanmumm).

OTmeTka 06 3/1eKTPOHHOM nNoANMCKM B COOTBETCTBMM C 3aKOHoZaTenbCTBOM Poccuiickoit
depepaunn BrkatoyaeT Pppasy "[JOKYMEHT noAnmcaH 3/eKTPOHHOW nopgnucbio”, Homep cepTuduKaTa
K/Il04a IN1EKTPOHHON noanucu, ¢damunuio, UMsA, OTYECTBO Biadenbua cepTudMKaTa, CPOK AenCTBuA
cepTudmMKaTa KAOYa INEKTPOHHOM noanucu. OTmeTKa 06 3/1eKTPOHHOM MOAMUCU MOXKET BKAOYaTb
nsobparkeHue repba, smbembl opraHa BiacTu (opraHM3aLmm), TOBapHOro 3HaKa (3Haka 0b6CcnyKuBaHmsA)
OpraHM3aLmn B COOTBETCTBUM C AEWCTBYHOLLMM 3aKOHOLATE/IbCTBOM.

Mpumep -




SMbOye- JOKYMEHT IIOOIIMCAH

Ma SJEKTPOHHONM MOIIMUCHIO
HamMmeHOBaHMe | opraHa
OOJIXHOCTUM |BJjlacTuU H.H. Hukojaesr

Ceptudmxkar 1alllaaa000000000011
Bnameseu HukosiaeB Hukojsamt HukoJjaeBmu
Iencreurened ¢ 01.12.2012 no 01.12.2017

5.24 MevaTb 3aBepseT MNOAJMHHOCTb MOAMUCK AO/MKHOCTHOTO /IMLUA@ HA  [OKYMEHTaAX,
yA0CTOBEPAOWMX NpaBa AnL, GUKCUpyowmx GaKkTbl, CBA3aHHble C GMHAHCOBLIMW CPEACTBAMU, a TaKXKe
Ha WHbIX JOKYMEeHTax, NpeaycMaTpuBaloOWMX 3aBepeHMe MOoAMMCU MNeyaTbld B COOTBETCTBMM C
3aKoHoAaTeIbcTBoM Poccuiickoit ®eaepaumn.

[OKyMeHTbl 3aBepsAloT MedyaTblo oOpraHM3aumu. [leyaTb nNpocTaBAdeTcA, He 3axBaTblBas
COBCTBEHHOPYYHOW MOAMMCM NMLUA, NOAMUCABLUEro AOKYMEHT, Wan B mecte, ob6o3HayeHHom "MIM"
("MecTto neyaTtn").

5.25 OTmeTka 06 ucnonHutene BKAOYaeT d)aMM}'IVIIO, nma N oT4eCcTBO UCNONHUTENA, HOMEP €ero
Teﬂed)OHa. OTMeTKa 06 UCNONHUTENE MOXKET AONO/THATLCA HaMMEHOBaHNEM OO0/TKHOCTU, CTPYKTYPHOTO
nogpasaeneHna n aNeKTPOHHbIM aApeCoOM UCNONTHUTENA.

OtmeTKa 06 ncnonHutene opopmaaeTcs Ha JNLEBOM CTOPOHE MOCNeAHEero ANCTa AOKYMEeHTa oT
rpaHuUbl N1€BOrO NOAA WK, NPU OTCYTCTBMM MecCTa, - Ha 0BOPOTHOM CToOpoHe BHM3Y cneBa. Hanpumep:
3abennH WMeBaH AHgpeeBud, KoHTponbHOe ynpaBneHwe, Beaywuii cneumanuct, +7(495) 924-45-67,
Zabelin@gov.ru

OTmeTKa 06 UcnonHUTENE MOXKET Od)OpNU'IFITbCFI KaK HUKHUA KOJIOHTUTYN1 U NeYaTaTbCA LIJpMd)TOM
MeHbLUEro pasmepa.

5.26 OTmeTKa O 3aBepeHMM Konuu odopmasetca Aaa MNOATBEPKAEHUA COOTBETCTBMSA KOMUU
OOKYMeHTa (BbIMUCKM U3 [OKYMEHTA) NOAJMHHUKY AOKymeHTa. OTMEeTKa O 3aBepeHun Konuwu
NPoCTaBAsfeTCcA Noj PeKkBM3MTOM "moanuck” M BKAKOYAET: cioBo "BepHo'"; HaMMeHOBaHME A0/IKHOCTU
NMLA, 3aBEPUBLLIErO KOMWIO; ero CobCTBEHHOPYYHYH MOAMWUCH; PAcCIMPPOBKY NoANUCK (MHULMANDI,
bamunuio); paTy 3aBepeHns Konum (BbINUCKU U3 JOKYMEHTa).

[lpumep -

BepHo

VHCIeKTOpP CJyX0ObBl KaIpoB [loponuce n.0. dammnma
IlaTa

Ecnn Konusa BbigaeTca AnA nNpeacTasieHua B APYrylo opraHu3almio, OTMETKa O 3aBepeHunn Konum
OOMNONIHAGTCA HaAMUCbIO O MecTe XpaHeHWA AOKYMeHTa, C KOToporo 6blia M3rotoBsieHa Konwus
("NoANMHHUK AOKYMeHTa HaxoautcAa B (HaumeHoBaHMe opraHusaumm) B gene N ... 3a ... roa") u
3aBepsAeTca neyaTbio opraHM3aLnn.

ﬂﬂﬂ NpPOCTaB/1eHNA OTMETKU O 3aBePEHUN KOMNUU MOXKET NCMOJ/Ib30BATbCA WTaMn.

5.27 OTMeTKa O MOCTYN/JeHUN AOKYMEHTA CAYXUT ONA NOATBEPNKAEHMA ¢aKTa MNoCTyniaeHus
OOKYMeHTa B OpraHM3auuio M BKAOYaeT AaTy NOCTYMNAEHMA U BXOAALWMMN PErucTpauMoHHbIA HoMep
AOKymeHTa. lMpy HeobXoAMMOCTM OTMETKA O MOCTYMNAEHUU MOXKET AOMOAHATLCA YKa3aHWEeM BPEMEHMU
MOCTYN/IEHUA B Yacax U MUHYTax U cnocoba AOCTaBKM AOKYMEHTa.

OTmeTKa 0 NOCTYNNE€HNUN AOKYMEHTA MOXET NPOCTABNATbCA C MOMOLbIO WTamna.

5.28 Pe3otouMA COAEPKMUT YKa3aHWE MO MCNOMHEHUIO AOKYMeHTa. Pe3ontouma opopmasercs Ha



cBoboaHOM MecTe paboyero nons AOKyMeHTa, Ha 6aaHKe pe3onioLMn UAKM BHOCUTCA HEMOCPEACTBEHHO
B CUCTEMY 3/1EKTPOHHOTO [IOKYyMeHToobopoTa.

Pesontouma BKAoYaeT: GamMUAUIO, MHULMAAbI UCMONHUTENA (MCMONHWUTENel), nopyyeHue no
JOKYMEHTY, Npu HeobXOoAMMOCTU - CPOK UCMOAHEHUS, NOANUCL NMLLA, BbIHECLIEro pes3osiouuio, AaTty
pe3oiouunm.

Mpumep -

damunma N.0.

Mpowy noarotToBUTb NpeanoxeHma K 10.11.2016.
Moanuco

[aTa

5.29 OtmeTKa O KOHTpO/ae CBUAETENbCTBYET O MNOCTAaHOBKE [AOKYMEHTAa HA KOHTPO/b,
npocrtasaseTca wramnom "KoHTponb" Ha BepXHeM nosie LOKYMEHTA.

5.30 OTmeTKa 0 HanpaBaeHUM AOKYMEHTA B AeN0 onpeaensaeT MecTo XpaHeHMA 4OKYMeHTa nocne
3aBepuweHusa paboTbl C HUM M BKJOYaeT: cnosa "B ageno", uHaekc gena no HOMeHKnaType Aen, B
KOTOpOEe MOMELLAETC AOKYMEHT Ha XpaHeHue, C YKasaHWem roga, LO/KHOCTM Anua, opopmMBLIETO
OTMETKY, MoAnuncK, AaTbl.

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

3aB. OTHOEJIOM KOPIOPATMBHEIX NPOEKTOB
I[Toonucoe IlaTa

OTmeTKa o Hanpas/1€eHUN AOOKYMEHTaA B A€/10 MOXET AOONONHATbCA KPAaTKMMKU CBEAEHUAMU O
XapaKTepe UCNnoJIHeEHNA AOKYMEHTA.

6 BNaHKK A,OKYMEHTOB

6.1 [Ona um3rotoBneHus 6naHKOB AOKymeHTOB, cornacHo FOCT P 7.0.8, ucnonb3yeTtca bymara
dopmatos A4 (210 x 297 mm), A5 (148 x 210 mm); Ansa U3roToBAEHUA BNAHKOB PE30/IOLUNIA UCNONb3yeTCs
bymara popmaTtos A5 (148 x 210 mm), A6 (105 x 148).

KamAbM NNCT OOKYMEHTa, O¢OpMﬂ€HHMﬁ Ha 6naHKe uan 6es Hero, AO/IXXeH MMeTb NosiA He
mMmeHee:

20 Mmm - neBoE;
10 mm - npaBoe;
20 mm - BepxHee;
20 MM - HUXKHee.

[ OKYMeHTbI AnuTenbHbIX (cBbile 10 NeT) CPOKOB XpaHEHUA A0MKHbI UMETb 1eBOE NOJIE HE MeHee
30 mm.

6.2 OpraHu3auMM UCMONb3YIOT OGJaHKM AOKYMEHTOB, W3roTOBJIEHHblIE Ha OymaxKHOM HocuTesne
(bnaHkM OOKYMeHTOB denepasibHbIX OpraHoOB rOCYAapCTBEHHOM B/AcCTM C  BOCMPOM3BEAEHMEM
locypapctBeHHoro  repba  Poccuiickolt depepaumun  M3roTaBAMBAlOTCA  Noaurpaduyeckumm
npeanpuaTUAMM, UMerWUMn  cepTUOUKATbl O  HaAMUUKM  TEXHUYECKUX WU TEXHONOTrMYECKUX



BO3MOXHOCTEN A1 KaYyeCTBEHHOro M3roTOB/IEHUA YKa3aHHOro BMAa NPOAYKLUMU) U/UAN SNEKTPOHHbIe
WwabsioHbl 61aHKOB. BnaHKM Ha BymaxKHOM HOCUTEsIe N 3NEeKTPOHHbIE WaboHbl 61aHKOB A0AXHbI ObiTh
WAEHTUYHbI MO COCTaBY PEKBU3UTOB, NOPAAKY UX PACNONONKEHUSA, rapHUTYpam WpudTa.

BnaHKM OOKYMEHTOB Ha OymarKHOM HOCUTENle WU 3/IEKTPOHHble WwabnoHbl  61aHKOB
W3roTaB/IMBAOTCA HA OCHOBAHMM MAKeTOB H6/1aHKOB, YTBEPKAAEMbIX PYKOBOAUTENIEM OPraHM3aLMN.

BnaHKM AOKYMEHTOB C/ieayeT U3roTaB/MBaTb Ha 6benol bymare nam Gymare CBeT/bIX TOHOB.

3ﬂ6KTpOHHbIE WwabnoHbI 61aHKoB AOKYMEHTOB AOTXKHbI 6bITb 3almuieHbl oT
HeCaHKUMOHNPOBAHHbIX N3MEHEHUN.

6.3 BiaHKKM AOKYMEHTOB O0popmAnAoTCA B COOTBETCTBMU C lMpunoxkeHnem b. OpneHTUPOBOYHbIE
rPaHULbl 30H PACMONOMKEHUA PEKBU3UTOB 0OO03HauyeHbl NyHKTMpom. Kaxpgaa 30Ha onpegenserca
COBOKYMHOCTbIO BXOAALLNX B HEE PEKBU3UTOB.

6.4 B 3aBMCMMOCTM OT PACMO/IONKEHUA PEKBU3MTOB YCTAHAB/AMBAETCA [Ba BapuaHTa 6/1aHKOB -
yrnoBoit (pucyHok 6.1) n npogonbHbIN (PUCYHOK B.2).

6.5 Peksusutbl 01, 02, 03 pacnonaratotca Ha BepxHemM noJsie AOKYMeHTa Hag peksusmtom 05 no
cepegmHe 30Hbl, 3aHATOW 3STUM PEKBU3UTOM.

Peksn3nt 03 moKeT pacnonaraTbCA cneBa Ha ypoBHe pekBmsnuta 05.

Peksusntbl 05, 06, 07, 08, 09, 13, orpaHuuuTenbHble OTMETKU ana peksusmtos 10, 11, 12 B
npegenax rpaHuL, 30H PacnosIoXKeHUs PEKBM3UTOB PasMeLLatoTca O4HUM M3 cnocoboB:

- LLeHTPOBaHHbIM (Ha4yano M KOHeL, KaXKAol CTPOKM PEKBU3UTOB PaBHO yAaNeHbl OT FPaHULL, 30HbI
PacnonoXeHns PEKBU3NTOB);

- ¢naroBbiM (KaKaaa CTPOKa PEKBUM3UTOB HAauYMHaETCA OT JIEBOW rPaHuLbl 30HbI PACMOIOKEHUA
PEKBU3NTOB).

6.6 YcTaHaBAuBatoTCA cneaytolme Buabl 61aHKOB JOKYMEHTOB OpraHu3aLmu:
- 06WmMint BnaHk;

- 6NaHK NUCbMa;

- 6/1aHK KOHKPETHOrO BMAa AOKYMEHTa.

HOpMaTMBHbIN\M NnpaBoOBbIMMU aKTaMWn OpraHM3auun YyCTaHaB/IMBAKOTCA BWAbl NPUMEHAEMbIX
6NaHKOB U UX Pa3sHOBNOHOCTU (6}'IaHK NMMCbMa CTPYKTYpPHOro nogpasaeneHusan, 6naHK nucbma
AO/IKHOCTHOIO 2inua, 61aHK NPWKasa, 61aHK pacnopAXeHua, 61aHK NPOTOKO1a N ,u,p.).

O6pasubl 61aHKOB AOKYMEHTOB NPUBEAEHbI B MPUAOKEHUM b.

6.7 O6wMii BnaHK UCNoNb3yeTca ANA U3roTOBAEHMA N0ObIX BUAOB AOKYMEHTOB, KpOMe Ae/10BOro
(cnyxebHoro) nucbma.

O6wuii 6naHK B 3aBUCMMOCTM OT y4dpeauTe/ibHbIX AOKYMEHTOB OpraHM3auuMn U JIOKalbHbIX
HOPMAaTUBHbBIX aKTOB BK/toYaeT peksusuTbl 01 (02 nam 03), 05, 06, 07, 13 1 orpaHUYUTENbHbIE OTMETKM
ana peksmsurtos 10, 11, 16, 17.

BnaHk nucbma B 3aBMCMMOCTM OT yypeguTesibHbIX AOKYMEHTOB OpraHu3auuu U JI0KaJibHbIX
HOPMaTUBHbIX aKTOB BK/Alo4YaeT pekBu3uTtbl 01 (02 mnam 03), 05, 08, orpaHMUUTENbHbIE OTMETKU ANA
peksusutos 10, 11, 12, 15, 17. BnaHK nucbma CTPYKTYpPHOro noApasaesieHna 40NOSIHUTENbHO BKAOYaeT



peksn3uT 06, 61aHK NUCbMA AO/KHOCTHOIO NMLa - pekeusut 07.

bnaHK KOHKpPEeTHOro BMAA LOOKYMEHTA, KPOME MNMCbMa, B 3aBMCMMOCTM OT ydpeauTesbHbIX
[OKYMEHTOB OpraHu3aumMmn U IOKa/ibHbIX HOPMAaTUBHbIX NPABOBbIX aKTOB BK/OYaeT pekBuautbl 01 (02
unu 03), 05, 09, 13 n, Npn He06XOAUMOCTU, OrpaHNUYMTE NIbHbIE OTMETKN AN TPaHML, 30H PaCMNO/IOKeHUN
peksmnsutos 10, 11, 16, 17. BnaHK KOHKPETHOro BMAa AOKYMEHTA CTPYKTYPHOro nogpasgeneHus
OOMOJIHUTEIbHO BK/tOYAET pekBusuT 06, 61aHK A0/IFKHOCTHOMO nua - peksusut 07.

6.8. B opraHax BnacTM u opraHusaumax pecnybamk Poccuiickon depepaumm, MCNOJb3YIOLLMX
HapAaay C PYCCKMM 5i3bIKOM KaK rocyAapCTBEHHbIM A3blkom Poccmitickon Pepepaumm rocyaapcTBeHHbIN
A3bIK (rocyaapcTBeHHblE A3bIKK) pecnybiunK, UCnob3yloTca 6NaHKM JOKYMEHTOB Ha PYCCKOM A3bIKE U
rocy4apCTBEHHOM f3blke (roCyJapCTBEHHbIX A3blKax) pecnybaunK: yrnosble (PEKBUM3UTbI 6GnaHKa
pacrnonaraloTca Ha OJHOM YPOBHE: Ha PYCCKOM fA3blKe - C/ieBa, Ha rocy[apCTBEHHOM A3blKe
(rocypapcTBeHHbIX A3blkax) pecnybauk - cnpasBa) UAM NpPoAo/bHble (PeKBU3UTbI BAaHKa Ha PyCcCKOM
A3bIKe - CBEPXY, PEKBU3UTLI B/1aHKa Ha rocyA4apCcTBEHHOM A3blKe (rocyAapCTBEHHbIX A3blKax) pecnybauK -
HUXKeE).

[na nepennckM c MHOCTPAHHbIMM KOPPEecnoHAEeHTaMW WMCNOMb3YIOT 6AaHKM Ha ABYX A3blKaX -
PYCCKOM M aHFIMIACKOM (NpunoxeHue B.8) nam MHOM MHOCTPaHHOM fi3bIKe.
(n. 6.8 B pea. MameHeHua N 1, ytB. Mpukasom PocctaHaapTa ot 14.05.2018 N 244-cT)

MpunoxeHue A

(cnpaBoyHoe)
PACMNONOXEHUE PEKBU3UTOB HA TUTY/IbHOM JIUCTE JOKYMEHTA

HauMmeHOBaHME oOpTaHU3ALUMU

I'pnd corymacoBaHMA HOOKYMEHTA I'pnd yTBEepXIeHMI HOOKYMEHTAa
HauMmeHOBaHME BUIAa IOKYMeHTa

3aroJIOBOK K TEKCTY
Tpud corjacoBaHMA HOOKYMEHTAa
MecTo cocTaBJieHMs (MB3OaHMUS) IOOKyYMeHTa - IOl M3IaHMsS IJOKyMeHTa

PucyHOK A.1 - PacnonoKeHune pekBUM3NTOB HA TUTY/IbHOM
JINCTe JOKYMEHTa

Mpunoxenune b
(cnpaBouHoe)

CXEMbI PACIMOJIOXKEHNA PEKBU3NTOB JOKYMEHTOB
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PucyHok bB.1 - PacnonoxeHne pekBU3UTOB M FPaHULLbl 30H

Ha ¢opmaTe A4 yrnoBoro 61aHKa




75

[v2]
01 02 03 29 =
14 04
06 %07 o
08 09 N
S (o7 121w - -
15 16
[(e]
N
17 28
®
18
M~
[+2]
(4
[=]
o
M~
Ve
N
19
[ ]
N
22 23 24
20 21 26
| _ _ — _ q - _—
25 [ 30 i 27 ~
20 110 30 40 ©
210

PucyHok b.2 - PacnonoeHne pekBU3UTOB M FPaHMLLbl 30H

Ha ¢opmaTe A4 npoaosbHOro 61aHKa

Mpunoxernune B



OBPA3Lbl /IAHKOB JOKYMEHTOB

Pocapxus

demepallbHOe OHIXETHOE yupexIeHUe
"BCepoCCUMCKUM HAYyYHO-MCCJIeIOBATEJIbCKUM MHCTUTYT
IOOKYMEHTOBEIEHMUSA M apxXMBHOTO meja"
(BHMMIAL)

(cnpaBouHoe)

MockBa

PucyHok B. 1 - Obpasel, obuero 61aHKa opraHusaumnm

Pocapxus

demepasibHOe ONIXEeTHOE yupexIeHUue
"BcepocCuMCKMUII HAy4HO-
MCCJIeOBaATEeJIbCKUM MHCTUTYT
IOKYMEHTOBEIEHMUA M apxXMBHOTO meja"
(BHMMIAL)

Ipodcow3Has yiu., n. 82, Mockma, 117393
Tesn./daxc (495) 718-78-74
e-mail:mail@vniidad.ru; http://www.vniidad.ru
OKIIO 02842708; OI'PH 1027700380795;
VHH/KIO 7708033140/771001001

N

Ha N oT

PucyHok B.2 - Obpasel, yriiosoro 6/1aHKa NnMCbMa opraHusaumm

Pocapxus

depepanbHoe 6104KETHOE yupeXKaeHue
"BcepoCcCUMCKNIA Hay4HO-UCCeA0BaTEe/IbCKUIA UHCTUTYT
OOKYMeHTOBeAeHUA 1 apxusHoro gena" (BHUUOAL)

Npodcoto3Han yn., a. 82, Mocksa, 117393
Ten./dakc (495) 718-78-74 e-mail:mail@vniidad.ru;
http://www.vniidad.ru
OKNO 02842708; OrPH 1027700380795;
WMHH/KNN 7708033140/771001001

Ha N oT

PucyHok B.3 - O6pasel, npoaoibHoro 61aHKa NMcbMa opraHnsaumm



Pocapxus

depepanbHoe 6104KeTHOe yupexxaeHue
"BcepoCCUIACKMIA Hay4YHO-UCCNe[0BaTENIbCKUIA MHCTUTYT
AOKYMEHTOBEeAEeHNA U apX1MBHOro aena"
(BHUMAAL)

AUPEKTOP

MNpod¢coto3Hasn yn., a. 82, Mocksa, 117393
Ten./dakc (495) 718-78-74 e-mail:mail@vniidad.ru;
http://www.vniidad.ru
OKIMO 02842708; OrPH 1027700380795;
MHH/KNN 7708033140/771001001

Ha N oT

PucyHok B.4 - O6pasel, npoaonbHOro 6aaHKa NUCbma
OONXKHOCTHOrO NnLa

Pocapxus

depepanbHoe 6104KeTHOe yupexxaeHue
"BcepoCcCUIACKMIA Hay4YHO-UCCNe[0BaTENIbCKUIA MHCTUTYT
AOKYMEHTOBEeAEeHNA U apX1UBHOro aena"
(BHUMAAL)

OTPAC/IEBOM LIEHTP NOBbIWEHUA KBAIMOGUKALIUK

Mpod¢coto3Hasn yn., a. 82, Mocksa, 117393
Ten./dakc (495) 718-78-74 e-mail:mail@vniidad.ru;
http://www.vniidad.ru
Ten./daxc (495) 718-79-38; e-mail:ocpk@vniidad.ru
OKMO 02842708; OrPH 1027700380795;
MHH/KNN 7708033140/771001001

Ha N oT

PucyHok B.5 - Obpasel, npogonbHOro 61aHKa nncbma
CTPYKTYPHOrO noapasgeneHus

Pocapxus



denepanbHOEe OIIXETHOE yupexIeHUe
"BCepoCCUMCKUM HAYyYHO-MCCJIeIOBATEJIbCKUM MHCTUTYT
IOIOKYMEHTOBEIEeHMA M apxXMBHOTO nmeja"
(BHMMIAL)

[IPVIKAS3

MockBa

PucyHok B.6 - Obpasel, 6/1aHKa KOHKpETHOro Bnaa
OOKYMeHTa opraHM3aumnm

Pocapxus
demepalibHOe OHIXeTHOE yupexIeHUe
"BCepOCCUNMCKUY HAY4YHO-MCCJIeNOBATEJbCKUY MHCTUTYT
IOKYMEHTOBEIEHMS M apxXMBHOTO meja'
(BHMMIAL)
IVNPEKTOP

PACIIOPAXEHVE

MockBa

PucyHok B.7 - Obpasel, 61aHKa KOHKPETHOro BUAA AOKYMEHTA
OOJ/IKHOCTHOTO INUa

Pocapxus

depepanbHoe 610aKeTHOE yupeXkaeHue
"BcepoccUiACKMA HayuyHO-UCCe[0BaTeIbCKUIA MHCTUTYT
AOKYMEHTOBEeAEeHNA U apX1BHOro gena"
(BHUMAAL)

Mpodcoto3Hasn ya., a. 82, Mocksa, 117393
Ten./dakc (495) 718-78-74 e-mail:mail@vniidad.ru;
http://www.vniidad.ru
OKMNO 02842708; OrPH 1027700380795;
MHH/KNN 7708033140/771001001

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

Profsoyuznaya ul., 82, Moscow, 117393
Tel./Fax (495) 718-78-74; e-mail:mail@vniidad.ru;




http://www.vniidad.ru

Ha N oT

PucyHok B.8 - Obpasel, npoao/sibHOro 6/1aHKa NMCbMa opraHusaugmm
Ha OBYX A3blKax

YK 006.35.034(470+571):[005.92:002.1]:006.354 OKC01.140.20 162

KntoyeBble c/10Ba: OpraHN3auMOHHO-pacnopaanTe/ibHas AOKyMeHTauusa, odopmMmaeHne JOKYMEHTa,
61aHK AOKYMEHTa, PEKBU3UT LOKYMEHTa
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