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Mpegucnosue

1 PASPABOTAH ®depepanbHbiM GHOMKETHBIM yupexxaeHneM "BcepocCumcknin HaydHo-uccnegoBaTenbCKui
WHCTUTYT OOKYMeHToBeAeHus u apxmsHoro gena" (BHUWOAL) ®enepansHOro apxMBHOMo areHTCTea

2 BHECEH TexHudeckum kommuteToM no ctaHgaptudauum TK 191 "HaydHo-TexHuudeckas uHdopmauus,
6mbnnoTeyvHoe 1 nsgaTtensckoe geno”

3 YTBEPXXOEH W BBEJEH B [OEWCTBUE Tlpukasom PeaepanbHOro areHTcTsa MO TEXHUYECKOMY
perynupoBaHuto u metpornorum ot 8 aekabpsa 2016 r. N 2004-ct

4 B HacTo4LleM CTaHOapTe peann3oBaHbl HOpMbl defepanbHbiX 3akoHOB OT 27 mnong 2006 r. N 149-03 "O6
nHpopmMmaumm, MHOPMALNOHHBIX TEXHOMOMMAX M 0 3awmte MHdopmauun”, ot 22 oktsaops 2004 r. N 125-03 "O6
apxvmBHoOM gene B Poccuiickon Pegepaummn”

5 BBAMEH I'OCT P 6.30-2003

MpaBuna npuMeHeHUs HaCTOsILLEro CTaHAapTa YCTaHOBIEHbl B cTaTbe 26 depepanbHOro 3akoHa ot 29
moHsa 2015 r. N 162-®3 "O craHpgapTusaumm B Poccuickon Pepepaummn”. NHdopmauusa o6 M3MEHEHMAX K
HacTosilleMy CTaHgapTy nybnukyetca B exerogHom (MO cocTosiHuMio Ha 1 dAHBaps Tekywero roga)
UHpopMmaunoHHOM ykasaTtene "HauuwoHanbHble cTaHaapThl", a oduumnanbHbil TEKCT M3MEHEHUM U NpaBoOK - B
eXeMeCA4YHOM MHOopMaLNOHHOM yKasaTene "HauuoHanbHble cTaHgapTel". B cnyyae nepecmotpa (3amMeHbl) nnu
OTMEHbI HaCTOsILLEro CTaHgapTa COOTBETCTBYOLLEee yBeaoMmreHne Byaet onybGnvkoBaHo B Grivkanwiem BbiMycke
eXeMeCAYHOro UHgopMaLmnoHHOro ykasaTtens "HaumoHanbHble cTaHfapthel". CooTBeTcTByHOLWAa WH(opmMauums,
yBeIOMMNEHNEe N TEKCTbl pasMmeLLalnTcs B MHAOPMALMOHHOW CcMCTEME OOLLEero nonb3oBaHUSA - Ha oduUManbHOM
cante defepanbHOro areHTCTBa N0 TEXHUYECKOMY perynmpoBaHuio U MeTponorum B cetn NHTepHeT (www.gost.ru).

Hactoawun crtaHgapt He MOXeT ObiTb MOMHOCTBIO WM YaCTUYHO BOCTPOM3BEAEH, TUPaXUPOBaH U
pacnpoCcTpaHeH B KayecTBe omumanbHoro ngaHns 6es paspewweHms degepanbHOro areHTCTBa No TEXHNYECKOMY
perynupoBaHuio 1 METPOOrm

1 O6nacTtb NpuMeHeHus

HacTtoawun craHgapT pacnpocTpaHseTcsl Ha OpraHu3auvoHHO-pacnopsianTernbHble LOKYMEHTbI: YCTaBbl,
NMOMNoXeHnsi, npaBuna, WHCTPYKUUW, pernaMmeHTbl, MOCTAHOBMEHMWS, PacnopsiKeHus, MnpuKasbl, peLueHus,
NPOTOKONbI, 4OrOBOPbI, aKTbl, MMCbMa, CIpaBk1 1 Ap. (ganee - AOKYMEHTbI), B TOM Yncne BknoyeHHble B OK 011-93
"Obwepoccurcknn knaccudukaTop ynpasneHdeckon gokymeHtaumm" (OKY[), knacc 0200000.

HacTtosawun ctangapT onpegenseT cocTaB PEKBU3UTOB JOKYMEHTOB; Npasuna nx oopMreHus, B TOM Yncre
C nNPVMEHEHWEM WHMOPMALMNOHHBIX TEXHOMOrMi; Buabl OnaHkoB, COCTaB pPEKBM3UTOB OMNaHKOB, CXeMbl
pacnonoXeHnsl PEeKBU3NTOB Ha OOKyMeHTe; o6pasubl OnaHKoB; npaBuna co3gaHus OOKYMEeHTOB. [lonoxeHus
HacTOosLLEero cTaHgapTa pacnpoCcTPaHSIlOTCA Ha JOKYMEHTbI HA BYMaXKHOM 1 3NIEKTPOHHOM HOCUTENSAX

2 HopmaTuBHbI€ CChISTKK

B HacTosLemM cTaHaapTe UCNoMnb30BaHbl HOPMATUBHBIE CChINKU Ha crefyolime cTaHaapThbl:

IOCT P 7.0.8 Cucrtema craHgaptoB Mo MHdopMauuu, 6ubnuotedHomy u umsgaTenbckoMmy Aeny.
[enonpon3BoacTBoO 1 apxuBHoe Aeno. TepMuHbl 1 onpeaeneHus

FOCT P NCO 15489-1 Cuctema ctanHgapToB no vHdopmauum, 6ubnnotevyHomy u usgartensckomy aeny.
YnpasneHune pokymeHtamu. O6uwimne TpeboBaHus

MpumeyaHue - [IpM nNonb3OBaHUM HACTOSALMM CTaHAApTOM LenecoobpasHo npoBepuTb AencTBUe
CCbIJIOYHbIX CTaHAApTOB B WH(OPMAaLMOHHOM cucTeme oOLWero nonb3oBaHMs - Ha oduumanbHOM cainTe
denepanbHOro areHTCTBa MO TEXHNYECKOMY PEryNMpOBaHMI0O U MEeTpororun B cetn MIHTepHeT unm no exerogHomy
NMHpopMaumnoHHOMY ykasaTento "HaumoHanbHble cTaHAapTbl”, KOTOPbIA ONyGrMKOBaH MO COCTOSIHMUIO Ha 1 AHBaps
TeKyLlero roga, M no BbIMyCKaM eXeMeCSAYHOro MHGOPMaLMNOHHOIo ykasatensa "HauuoHanbHble cTaHgapTbl" 3a
Tekywmin rogd. Ecnn 3amMeHeH CCbINOYHbIM CTaHA4apT, Ha KOTOPbIM faHa HedaTupoBaHHAA CCbifika, TO
pekoMeHAyeTCs UCMOoNb30BaTb OENCTBYIOLLYIO BEPCUIO STOr0 CTaHAapTa C YY4eTOM BCEX BHECEHHbIX B OaHHYIO
BEepCU0 U3MeHeHun. Ecnv 3ameHeH CCbINOYHbIM CTaHAapT, Ha KOTOpbIA AaHa [JaTUpoBaHHasa CCbifka, TO



pekomMeHOyeTCcsl UCMoNb3oBaTb BEPCUI0 3TOrO CTaHdapTa C yKa3aHHbIM Bbille rogoM YyTBepXAeHus (MpUHATUS).
Ecnv nocne yTBepXAeHUs HACTOSILLEro CTaHAapTa B CCbUIOYHbIA CTaHAapT, Ha KOTOpbIM AaHa AaTupoBaHHast
CCbifika, BHECEHO MW3MeHeHve, 3aTparvBalollee MOMoXKeHWe, Ha KOTOpoe [fdaHa CCbifika, TO 3TO MONIoKEeHue
pekoMeHayeTCs NPUMEHSITL Ge3 y4eTa J4aHHOTO U3MEHeHUs. Ecrnv cCbiNoYHbI cTaHAAPT OTMEHEH 6e3 3aMeHbl, TO
MoJIoKEHNe, B KOTOPOM [aHa CCbiflka Ha Hero, pekoMeHOyeTcs MPUMEHsITb B 4YacTWu, He 3aTparvBalolern aTy
CCbINKY.

3 O6wme TpeboBaHMsA K CO30aHUI0 JOKYMEHTOB

3.1 [okymeHTbl MOryT co3faBaTbCA Ha OymMaxHOM HocuTene M B 3MEKTPOHHOM ¢hopme ¢ cobnogeHvemM
YCTaHOBMEHHbIX NpaBun 0POpPMMEeHNs JOKYMEHTOB.

3.2 MNpwu cosgaHum JoKyMeHTa Ha ABYX 1 Bornee cTpaHuuax BTOPYO U NOCreaytoLme CTpaHuLbl HYMepyHoT.

Homepa cTpaHuL, NpocTaBnaoTCa NocepeauHe BEpXHEro nons JOKyMeHTa Ha pacCcTosiHUM He meHee 10 Mm
OT BEPXHEro Kpas nucTa.

[onyckaetcsa co3gaHue [OKYMEHTOB Ha JUUEBOM M ODOPOTHOWM CTOpOHax nucta. [pu OBYCTOPOHHEM
CO30aHuM OOKYMEHTOB LUMPMHA NEBOro MOSiS Ha NULEBOW CTOPOHE NMCcTa M MpaBoro nons Ha o6oOpOTHOW CTOPOHE
nncTa OOIMKHbI ObITb PaBHbI.

3.3 MNpeanoyTUTenbHbIMU rapHUTYPaMn U pasMmepamu LWPUATOB NS PEKBU3MTOB LOKYMEHTA SABMAOTCS:

Times New Roman N 13, 14;

Arial N 12, 13;

Verdana N 12, 13;

Calibri N 14 1 npubnmwkeHHbIE K HUM.

Mpu cocTaBneHnn Tabnuu gonyckaeTcst UCNonb3oBaHWe LPUATOB MEHbLLMX Pa3MEPOB.

3.4 AB3auHbIN OTCTYN TekcTa JokyMmeHTa - 1,25 cMm.

3aronoBku pasgenoB M nogpasfenoB nevatawTcs ¢ ab3auHbiM OTCTYNOM MITU LIEHTPUPYKOTCA NO LUMPUHE
TekcTa.

MHOroCcTpoUYHblE PEKBU3WUTBLI MNeyaTalTCs Yepe3 OAWH MEXCTPOYHbIA MHTEepBasn, COCTaBHble YacTu
PEKBM3UTOB OTAENAKTCH AONOMHUTENBbHLIM UHTEPBAITOM.

TekcT gokyMeHTa neyaTtaetcd Yyepes 1 - 1,5 MexXCTpoYHbIX MHTEpBana.

Ecnu pokymeHT rotoBuTCs OnS M3daHuA C yMeHblueHneM MacwTaba, TeKkCT nevyataeTcsa 4vepe3 [Ba
WHTepBana.

NHTepBan mexay 6yksamn B crioBax - 06bIYHbIN.

WHTepBan mexay crnosamu - oauH npoben.

3.5 TekcT OoOKymeHTa BblpaBHMBAETCH MO LWWpUMHE nucTa (N0 rpaHuuamMm neBOro M NpaBoro noneu
OOKYMEHTA).

[nvHa camon ANMHHOM CTPOKWY PEKBU3NUTA NPU YrNOBOM PaCcNoNOXEeHUN PEKBU3NTOB He Bornee 7,5 cm.

[lnvHa camol ANMHHONM CTPOKWN PEKBU3NTA NPU NPOAO0SIbHOM PacnosioKeHUM peKBM3UTOB He Gonee 12 cm.

3.6 HopmaTvBHBIMM NPaBOBLIMU aKTaMu OpraHu3aumm MoxeT ObiTb NpegyCMOTPEHO BblAeNeHne pekBM3nTOB
"agpecat”, "3aronoBoK K TEKCTY" unu "nognuck”, a Takke oTaenbHbIX (oparMeHTOB TeKCTa NOMYKUPHbLIM LWPUETOM.

3.7 HopmMaTuBHble MpaBOBblE aKkTbl OpraHuW3auunW, a TaKkKe WHblE MHOrOCTPaHWYHble OOKYMEHTbl MOTyT
OhOPMASATECS C TUTYNBHBIM JIMCTOM. TUTYIBHBIA IMCT AOKYMEHTa 0QOPMIISIETCA B COOTBETCTBMU C MPUITOKEHMEM
A.

4 PekBU3NTbl JOKYMEHTa

Mpu nogrotoBke U 0hOPMIIEHNUN LOKYMEHTOB UCMOMb3YIOT PEKBU3UTLI, ONPEAENEHMs KOTOPbIX NPUBEAEHDLI B
FTOCTP7.0.8

01 - rep6 (FocynapctBeHHbIt repb Poccuiickon depepaumm, repb cydowekra Poccunckon ®epepauun, repd
(repanbgmyecknii 3Hak) MyHULUNansHoro obpasoBaHus);

02 - ambnema;

03 - ToBapHbI 3HaK (3HaK 0OCNyXMBaHUS);

04 - ko opMbl AOKYMEHTA;

05 - HanmeHOBaHMe opraHn3auun - aBTopa JOKYMEHTA;

06 - HaMeHOBaHWe CTPYKTYPHOrO NoApasaerneHns - aBTopa AOKYMEHTA;

07 - HaMMeHOBaHWe JOMKHOCTU NNLA - aBTopa AOKYMEHTA;

08 - cnpaBo4YHble AaHHbIE 006 opraHnsauuu;

09 - HaMmeHOBaHWe BUAa OJOKYMEHT3;

10 - paTta JOKYMEHTa;

11 - perncTpaumoHHbIN HOMEP AOKYMEHTA;

12 - ccbifika Ha perucTpaunoHHbIN HOMEP U AaTy NOCTYNMBLUEro 4OKYMEHTA;

13 - mecTo cocTaBneHus (M3gaHus) 4OKYMEHTa;

14 - rpuc orpaHmnyeHuns gocTyna K JOKYMEHTY;

15 - agpecar;

16 - rpuc yTBEPXKAEHMS AOKYMEHTA;

17 - 3aronoBoOK K TEKCTY;

18 - TekcT AOKYMEeHTa;

19 - oTMeTKa 0 NpUNOXeHUK;

20 - rpud cornacoBaHUs AOKYMEHTA;



21 - Bu3aq;

22 - Noanuce;

23 - oTMeTKa 06 3MeKTPOHHOM Noanucy;

24 - nevartb;

25 - oTMeTka 00 ucnonHuTene;

26 - OTMETKa O 3aBEepPEHUN KONuu;

27 - oTMeTKa O NMOCTYNEeHNN OOKYMEHTA;

28 - pesontouus;

29 - oTMETKa O KOHTpOIJIE;

30 - oTmMeTKka 0 HanpaBneHun JOKyMeHTa B 4eno.

5 OdopmneHne pekBM3MTOB AOKYMEHTOB

5.1 Tepb (FocynapcTtBeHHbI repb Poccunckon ®epepauun, repb cybvekta Poccuiickon denepaummn, repd
(repanbguyecknii  3HakK) MyHUUMMANbLHOrO 00Opas3oBaHMs) BOCMPOM3BOAUTCA Ha OnaHkax [OKYMEHTOB B
cooTBeTCTBMM ¢ PepeparnbHbIM KOHCTUTYLIMOHHBIM 3akoHOM OT 25 aekabpsa 2000 r. N 2-©K3 "O lNocymapcTBEHHOM
repbe Poccuiickon depgepaummn”, 3akoHOAATENbHBIMU U MHBIMW HOPMATUBHLIMW MPABOBLIMM aKkTamu CyObeKToB
Poccuickon ®egepauun n HopmMaTMBHLIMU MPABOBBLIMY aKTaMu OPraHOB MECTHOrO CaMOoynpaBreHus.

N3o6paxeHne repba (lFocymapctBeHHoro, cybobekta Poccuiickon dPepepauumun, repba (repanbanyeckoro
3Haka) opraHa MecTHOro camoyrnpaBfieHus1) NOMELLAETCH NO CepefMHe BepxHero nons GnaHka OOKyMeHTa Hapg
peKBM3nTaMy OpraHm3aumm - aBTopa JOKYMeEHTa, Ha paccTosiHum 10 MM OT BEpXHEro kpas nucTa.

5.2 Ombnema opraHusaumu, paspaboTaHHas u yTBepXAeHHas B YCTAHOBIIEHHOM Mopsake, pa3MeLLaeTcs B
COOTBETCTBMM C HOPMaTUBHbIMW MPaBOBbIMW aKTaMu Ha OrnaHkax: [OOKYMEHTOB dedepanbHbiX OpraHoB
rocy4apCTBEHHOW BMactu (3a MCKIIOYEHWEM CRyvaeB, NpeaycMaTpuBalolLMX MWCMOMb30BaHNE W300paxeHus
locymapctBeHHoro repba Poccunckon ®epepauun), TeppuTopuanbHbiX OpraHoB deneparnbHbiX OpraHoB
rocyqapCTBEHHOW BMacTW, roCyAapCTBEHHbIX W HErocygapCTBEHHbIX OpraHu3auui. V3obpaxeHue ambrembl
nomMellaeTcs MO cepeavHe BepxHero nonst GraHka OOKyMeHTa Hag pekBM3uTamMy opraHusaumMuM - aBTopa
OOKYMeHTa, Ha paccTosHun 10 MM OT BEPXHEro Kpas fuicTa.

5.3 ToBapHbIN 3HaK (3HaK OOCNYXMBaHWSA), 3apPErMCTPUPOBAHHBLIA B YCTAaHOBITIEHHOM 3aKOHOOATENbCTBOM
nopsiake, BOCNPOU3BOAUTCS Ha GraHkax opraHusaumi B COOTBETCTBMM C YyCTaBOM (MonoxeHnem o6 opraHusaumm).
N30bpaxeHne TOBapHOro 3Haka (3Haka obGcnyxuBaHWs) MOMeLLaeTcs No cepefuHe BepxHero nons OGnaHka
OOKYMEHTa Hag pekBM3MTaMu OpraHuMsauum - aBTopa [OOKYMEHTa, WM CreBa Ha YpPOBHE HaMMEHOBaHUsI
opraHum3aumm - aBTopa JOKYMeHTa (fonyckaeTcs 3axBaTbiBaTb YacTb NIEBOro Nons).

Hapsigy c ToOBapHbIM 3HakoM (3Hakom o6CnyxuBaHusi), Ha OGnaHkax LOKYMEHTOB MOXET YyKa3sblBaTbCs
KoMMepyeckoe 0603Ha4YeHNe PUANYECKOro Nnuua.

5.4 Koag dopMbl JOKYMEHTa NPOCTaBseTCss Ha YHUMULMPOBAHHbLIX (POPMax AOKYMEHTOB B COOTBETCTBUU C
O6uwepoccuicknm  knaccudukatopoMm  ynpaeneHdyeckon — gokymeHTauum  (OKYOD) wnm nokanbHbIM
KnaccndukaTopoMm, pacnornaraeTcs B NpaBoM BepxHeM yrny paboyero nons AOKyMeHTa, COCTouT 13 crnos "®opma
no" (HaMmeHoBaHue knaccudgukaTopa) n LMgppoBoro koaa.

Mpumep - dopma no OKY[] 0211151.

5.5 HanmeHoBaHue opraHusauuu - aBTopa AOKyMeHTa Ha OnaHke OOKyMeHTa AOIDKHO COOTBETCTBOBATb
HaVMEHOBaHWUIO IOPUAMYECKOrO fMua, 3aKpeniieHHOMY B €ero yvypeauTenbHbiX [OKyMeHTax (ycTaBe wnwu
nonoxeHun). lMoa HaMMeHOBaHMEM oOpraHu3aumMm B CKODKax YykasblBaeTCsl COKpalleHHOe HauMeHOBaHue
opraHm3aumm, ecnm oHO NPEeLYCMOTPEHO YCTaBOM (MOJOXKEHMEM).

Hag HavMeHoBaHMEM oOpraHuMsauum - aBTopa [OKYMEHTA YKasblBaeTCs MOSIHOE WIUM  COKpaLleHHoe
HavMeHOBaHWE BbILIECTOSILLEN OpraHn3aLmmn (Npyu ee Hanuyum).

5.6 HaumeHoBaHWe CTpyKTYpHOro noapasgeneHus - asTopa AOKyMeHTa (B TOM yMcne dounuana, otgenexus,
npeacTaBuMTENbCTBA, KOMNEernanbHOro, COBEeLLaTeNbHOro UM MHOr0 opraHa) ucnonb3yeTcd B GraHkax nucem u
OGraHkax KOHKPETHbIX BWOOB [OOKYMEHTOB COOTBETCTBYWLUMX MoApasdeneHun (opraHoB) B COOTBETCTBUMMU C
NoKanbHbIMW HOPMAaTMBHBIMW aKTaMU 1 yKka3biBaeTCs NOA4 HaUMEHOBaHMEM OpraHu3aumm.

5.7 HavmeHoBaHue OOMKHOCTM Nuua - aBTopa OOKYMEHTa MCMONb3yeTcs B OnaHKax OOIPKHOCTHBIX Mnu U
pacrnonaraeTtcsa nod HavMEHOBaHMEM OpraHu3auMm WM HaumeHoBaHMem TeppuTopuu (Kpas, obnacTw,
aBTOHOMHOM ob6rnactv 1 fgp.), ecnu OOKYMEeHT M3gaeT PyKoBOAWUTENb opraHa Briactu cybbekta Poccuiickon
denepaumun, MyHMLmMnansHoro obpasoBaHns. HaumeHoBaHMe JOMKHOCTU NyLa - aBTopa AOKYMEHTa ykasbiBaeTcs
B COOTBETCTBMM C HaMMEHOBAHMEM, MPUBELAEHHLIM B PacnopsauTeNibHOM [OKYMEHTE O HasHayeHwn Ha
OOIMKHOCTb.

5.8 CnpaBo4Hble AaHHble 00 opraHuM3auun ykasbiBaloTCs B OnaHKax MMCEeM M BKIOYAOT: MOYTOBLIA agpec
opraHmsaumm (OONONMHUTENBHO MOXET YKasblBaTbCH afpec MecTa HaxoXOeHWs IpUAMYECKOro NnLa, eCcriv OH He
coBnagaeT C NoYTOBbIM afpecoM); Homep TenedoHa, dakca, agpec reKTPOHHOM NoYThl, CETEBON afpec.

B cocTtaB cnpaBoOYHbIX AaHHbIX, 32 UCKMOYeHeM BNaHKOB AOKYMEHTOB OpraHoB rocygapCTBEHHON BNAacCTy,
OpraHoB MECTHOrO CaMOyMpaBrieHusi, BKIKOYAKTCHA: KOA opraHm3aumm no Obuwepoccuiickomy knaccudmkatopy
npeanpuatnin n oprannsauui (OKIMO), OCHOBHOM roCyAapCTBEHHLIN PErMcTpPauvoHHbIA HOMEpP OpraHu3auun
(OIFPH) n unpeHTUMKaUNOHHbBIA HOMEp HanoronnaTtenbluka/kog NPUYMHbI NMOCTAHOBKM HAa HasioroBbi y4veT
(MHH/KTIM).

5.9 HaumeHoBaHve Buaa [OKYMEHTa YyKasblBaeTCA Ha BCeX [AOKYMEHTaX, 3a MWCKIIOYEHWEM [ernoBbIX
(cnyxebHbIX) nucem, pacnonaraeTcsi Nog PeKkBu3UTamu aBTopa LOKYMEHTA (HaMMEHOBaHWEM OpraHusauumu,
HavMeHOBaHWEM CTPYKTYPHOIo NoApasaeneHunsl, HauMeHoBaHMEM OOSKHOCTH) (cM. puc. BB).

5.10 JaTa QOKyMeHTa COOTBETCTBYET AaTe MOAMUCaHUsS (YTBEPXKAEHUS) AOKYMEHTa unu gaTte cobbiTus,



3ahUKCUPOBAHHOrO B JOKyMeHTe. [JoKkyMeHTbI, n3faHHble ABYMS unum 6onee opraHm3auuamu, JOMKHbl UMETb OOHY
(eauHyto) gary.

[ata gokymeHTa 3anucbiBaeTcs B MOCMNeOOBaTeNbHOCTM: AeHb Mecsua, Mecsu, rog OAHMM M3 ABYX
cnocoboB:

apabckumm umdpamu, pasgeneHHoeiMm Toukon: 05.06.2016;

CINOBECHO-UNMPOBLIM cnocobom, Hanpumep: 5 utoHsa 2016 .

5.11 PeructpauMoHHbIi HOMEp [OOKYMeHTa - uuncpoBon wunm OyKBEHHO-UMGPOBOW unaeHTudmkaTop
OOKYMEeHTa, COCTOSILLMI U3 MOPSOKOBOro HoMepa AOKYMEHTa, KOTOPbINM, MO YCMOTPEHWIO OpraHusauum, Moxet
OOMOMHATLCA  UMPPOBbIMU  UNU  OyKBEHHbIMKM  KOogamMu (MHOEKcaMu) B COOTBETCTBMM C  UCMOMb3yeMblMU
Knaccudgukatopamum (MHAEKCOM ferna No HOMeHKNaType Aer, KOAOM KOppecrnoHAeHTa, KOAOM AOMKHOCTHOro nuua
nap.).

Ha pQokymeHTe, cCOCTaBneHHOM COBMECTHO [ABymMa U 6onee opraHu3auusaMmu, MNpOCTaBnsOTCS
perncTpaumoHHble HOMepa [OOKYMEHTa, MPUCBOEHHble KaXOoW W3 opraHmsaumi. PeructpauuoHHble Homepa
OTOENsATCa Apyr OT Apyra KOCov YepToW U NPOCTaBnsATCA B NOPSAAKE yKa3aHWs aBTOPOB B 3arofiOBOYHOM 4acTu
unmn npeambyrne OOKyMeHTa.

5.12 Cchbinika Ha perncTpaunoHHbIi HOMEpP U AaTy MOCTYMNUBLUErO LOKYMEHTA BKIIHOYAET PErucTpaLyOHHbIN
HOMeEp 1 AaTy BXOOALLEro MHMLNATMBHOIO AOKYMEHTA, Ha KOTOPbIN JaeTcs OTBeT.

5.13 MecTto coctaBneHus (M3gaHusa) OOKyMEHTa YKasblBaeTCs BO BCEX [AOKYMEHTaX, KpoMe [OeNnoBbIX
(cnyxebHbIX) nuceM, a Takke [OKNaAHbIX, CAYXEOHbIX 3anMcok W APYrnx BHYTPEHHUX WHAOPMAaLMOHHO-
CMpPaBOYHbIX JOKYMEHTOB.

MecTo cocTaBneHus (M3gaHus) OOKYMeHTa He YyKa3blBaeTCcsi B TOM Crnydae, €Cnu B HavMeHOBaHUM
opraHusaumM NpUCYTCTBYET YyKa3aHWe Ha MeCTO ee HaxoxaeHus. MecTo cocTaBneHus (u3gaHusl) OOKYMeHTa
YKa3blBaeTCsl B COOTBETCTBUU C NPUHATLIM aAAMUHUCTPATUBHO-TEPPUTOPUATbHBIM OENEHUEM.

5.14 T'pud orpaHnyeHuss JocTyna K AOKYMEHTY NPOCTaBMSETCS B MpPaBOM BepxXHEM Yrny nepBoro nucra
OOKyMeHTa (MpoekTa OOKYyMeHTa, COMpPOBOAUTENbHONO MUCbMa K AOKYMEHTY) Ha rpaHvue BepxHero nonsi npu
HamMuMM B OOKYMEHTe WHGOpMauuu, OOCTyN K KOTOPOW OrpaHWyeH B COOTBETCTBMU C 3aKOHOOATeNbCTBOM
Poccuiickon ®epepauun.

Bugbl uvcnonb3yembix B opraHu3aummM rpudoB  OrpaHuMyeHusl JOCTyna [OOJPKHbl COOTBETCTBOBATb
3aKoHoAaTenbHbIM U UHBIM HOPMaTMBHBLIM NPaBoBbLIM akTam Poccunckon ®egepaumm n gomkHbl ObITb 3aKpensieHbl
B JIOKalnbHbIX HOPMATMBHbLIX akTax. B coctaB rpuda orpaHnyeHns goctyna K JOKYMEHTY BXOAUT OrpaHuymTenbHas
Hagnucek ("Onga cnyxebHoro nonb3oBaHuga", "KoHduaeHumanbHo", "Kommepueckas TamHa" unu gp.), Kotopasd
MOXeT [OMOMHATbCA HOMEpPOM 9K3eMmnnspa [AOKYMeHTa W OPpYrMMW  CBEAEeHWsSMUM B COOTBETCTBUM C
3akoHoaaTenbcTBoM Poccuickon depepavmu.

[IpmMmep - KoMmmepueckasd TaMHa.
S9x3. N 2

5.15 Appecat wucnonb3yetca nNpu  opopMreHun  OenoBbiX  (CRYXeBHbIX) nuceM, BHYTPEHHWUX
NHOPMALIMOHHO-CNPAaBOYHbIX AOKYMEHTOB (AOKNaAHbIX, CIYXeBHbIX 3anncoK 1 ap.).

AgpecaToM [OOKYMeHTa MOXeT ObiTb opraHusauuns, CTPYKTYpHOe nogpasfeneHve opraHusauumu,
OOMKHOCTHOE MIn prsndeckoe nuuo.

PekBuaut "apgpecat" npocTtaBnseTca B BepxHeW NpaBol 4YacTu [JoKymeHTa (Ha 6naHke C YrnoBbIM
pacrnonoXeHneM peKBU3NTOB) WNU CrnpaBa noh pekBuantamu OraHka (Mpu NpPOAOSIbHOM  PacrofioXeHUn
pekBu3nToB 6naHka). CTpoku pekBusanTa "agpecaT" BbIpaBHMBAKOTCA MO JIEBOMY Kpak WM  LEHTPYHTCS
OTHOCUTESTbHO CaMOWN ANMMHHOW CTPOKMK.

Mpu agpecoBaHWy OOKYMEHTa PyKOBOAWUTENHO (3aMeCTUTEN0 PyKOBOAWUTENS) OpraHM3aunn yKasbiBaloTCs B
OaTernbHOM Majexe HavMeHOBaHue [OOJPKHOCTWM PYKOBOAMTENSA (3amMecTUTens pykoBOAMUTEns), BKIOYaloLllee
HavMeHOBaHWe opraHm3auny, u hamunus, HMUKMansl JOSMKHOCTHOMO nuua.

[lpumep -
Pykosomuresnwn denmepalIbHOTO
APXUBHOT'O ar'eHTCTBAa
damvmmma UN.0.

Mpn agpecoBaHuy nNUCbMa B OpraHU3auuio ykasblBaeTCa ee NOMHoe WM COKpalleHHOe HauMeHOBaHWe B
UMEHUTENbLHOM Nagexe.

Mpynmeps!

1 depepanbHOE apXUBHOE areHTCTBO

2 Pocapxwus

Mpn apgpecoBaHun [OKYMEHTa B CTPYKTYpPHOe nogpasferieHMe opraHmsaumn B pekBusnte “"agpecat”
yKa3blBaeTC B MMEHUTENbHOM Magexe HavMMEHOBaHWe OpraHu3auuu, HWXKe - HavMeHOBaHWe CTPYKTYPHOro
noapasgeneHus.

[lpumep -
derepalZibHOE aApPXMUBHOE
ar'eHTCTBO

OTnmesl TOCyHapCTBEHHOM
CcnyX0OBl, KaIpOB M Harpan



Mpv agpecoBaHWM MUCbMa PYKOBOAUTESO CTPYKTYPHOrO MoApasfderieHust yKasblBaeTCs B MMEHUTENbHOM
nagexe HauMeHOBaHME OpraHu3auuu, HWXKe - B JaTeSIbHOM Majexe HaMMeHOBaHWe OOSIKHOCTU PYKOBOAMTENS,
BKITlOYalolLiee HaMMeHOBaHNe CTPYKTYPHOro nogpasaenexus, hamunuio, MHuumuarnoi.

Mpumep -
AO "IIpodwuinp"

PyxkoBomomTe s OOT'OBOPHO-
npaBoBOTO OTHeJa
damvmmma U.0.

Mepen damunuen OOMKHOCTHOrO nvua AONyCKaeTcst ynoTpebnatb cokpaileHue "r-Hy" (rocnoguHy), ecnm
agpecar MyXunHa, unm "r-xe" (rocnoxe), ecnv agpecar XXeHLMHa.

Mpynmeps!

1 r-ny ®amunus N.0.

2 r-xe ®amunua LN.0.

[Mpu paccebinke JOKyMeHTa rpynne opraHv3auui OHOro Tuna UNnu B CTPYKTYPHble NoApasfeneHus OgHowm
opraHusaumu, agpecar ykasblBaeTcs 0606LLEeHHO.

[IpyMepEL
1 PyxOBOOUTEJNSAM IOOYEPHUX
obmecTre AO "Ilpogpmiup"
2 PyxoBOOMUTEJAM yINpaBJIEHMN
PocapxuBa

Mpu pacchbinke OOKYMEHTa He BCEM OpraHvM3auusiM WUnu CTPYKTYPHbIM MOApasfeneHusiM Nof PEKBU3UTOM
"Appecat" B ckoOkax ykasbiBaeTcs: "(no cnucky)".

Mpumep -

PyKOBOOUTENSAM IOYEPHUX

obmecTts AO "Ilpodpmiap"
(mo cnmcky)

B ogHoM gokymeHTe He AomkHO BbITh Bonee veTbipex agpecatos. Cnoso "Konus" nepen BTOpbIM, TPETbUM,
YeTBepPTbIM ajpecataMmy He ykasbiBaeTcd. [Mpu Bonbliem konuyecTBe agpecaTtoB COCTaBMSETCS CAUCOK (MWUCT,
yKkasaTenb) pacChifiki AOKYMEHTA, Ha KaXXA0M LOKYMEHTE yKka3blBaeTCsl OAMH aapecaT unu agpecart opopMngeTcs
0600LLeHHO.

B coctaB peksusuta "Agpecat” MOXeT BXOAWUTb MOYTOBbIN afpec. ONeMeHTbl MOYTOBOro agpeca
yKkasblBalOTCA B MNocrnefoBaTenbHOCTW, YCTaHOBMeHHoW [lpaBunamun okasaHus ycnyr MOYTOBOW  CBSA3W,
YTBEPXKAEHHBIMU MpuKa3omM MuHMCTEPCTBA CBSA3M M MacCoBbIX KOMMYHMkauui Poccuiickon depepaumm ot 31
nions 2014 r. N 234.

Mpumep -

BcepocCcuUMCKUM Hay4dHO-—
MCCJIeO0OBATEJIbCKUM MHCTUTYT
IOOKYMEHTOBEIEeHUSA M apxXMBHOTO Hejia
lIpodcowszHas yi., n. 82,
MockBa, 117393

MoyToBLIN agpec MOXeT He yKasbiBaTbCA B [OKYMEHTax, HamnpaBnseMblX B BbICLUME OpraHbl BracTw,
BbILLIECTOSLLME OpraHusauuu, noABEeOOMCTBEHHbIE OpraHuM3auum U MNOCTOSIHHBbIM  KOppecnoHaeHTam (3a
UCKIMIOYEHMEM HanpaBfeHUs NMceM yKasaHHbIM agpecatam B KOHBEpPTax C NPO3paqHbIMU OKHaMW).

Mpu agpecoBaHun JoKyMeHTa (PM3MYEeCKOMY NULY yKasblBaloTCA: haMunns MHULMarbI, MOYTOBLIN agpec.

Mpuwmep -

damunusg N.0.

CapoBas yn., a. 5, k8. 12,

r. Jlto6epubl, MockoBckas o6:., 301264

[Mpn oTnpaBke MMCbMa MO 3MEKTPOHHOM MNOYTEe UNU No dpakCUMUNbHOW CBA3U (6e3 4OChINkU Mo no4Te)
MoyTOBbIM agpec He ykasbiBaeTcs. [pu HeobxogumocTn MoxeT ObiTb yka3aH 3MeKTPOHHbIA agpec (Homep
TenedgoHa/cakca).

Mpumep -

BcepocCuUMCKUM Hay4dHO-—
MCCJIeNOBATEJIbCKUM MHCTUTYT
IOOKYMEHTOBEIEHUS M apXMBHOT'O Hejla
mail@vniidad.ru

5.16 Npud yTBEPXKAEHMS NPOCTABNAETCA HA AOKYMEHTE B Criydae ero yTBepXAeHUA OOMMKHOCTHLIM NULOM,



pacnopsiAnTenbHbIM LOKYMEHTOM (NMOCTAHOBMEHMEM, pELLUEeHUEM, NPUKas3oM, PacrnopsikeHWeM) Unu peLleHnem
KonnernanbHoOro opraHa.

Mpud yTBEpPXKOEHMSA pa3MellaeTcs B NPaBOM BEPXHEM Yriy NepBOro nucra gokymeHTa. CTpoku pekBuauta
BbIPABHMBAIOTCS MO NIEBOMY Kpato UMM LIEHTPYIOTCS OTHOCUTENBHO CaMOW ANIMHHOW CTPOKM.

Mpun yTBEPXOEHUN OOKYMEHTA OOJMPKHOCTHBIM NULOM rpud yTBepxkaeHus coctouT u3 crioea YTBEPXKIALO,
HavMeHOBaHWsi OOJPKHOCTM fvua, yTBepXZawlero AOKYMEHT, ero noanucu, uHviumanos, damunum v gatbl
YTBEPXKAEHUS.

[lpumep -

YTBEPXIAIO
Pykosomurenes demepasiIbHOTO
APXUBHOT'O ar'eHTCTBAa
Nomnmuce MN.O. damMmiamsa

IDaTa

Mpu yTBEpPXAEHUM AOKYMEHTa pacnopsguTenbHbiM OOKYMEHTOM rpud YTBEPXKOEHWsS COCTOUT U3 crnoBa
YTBEPXOEH (YTBEPXOEHA, YTBEPXOEHbI unu YTBEPXOEHO), cornacoBaHHOro ¢ HaumeHoBaHVeM Buaa
YTBEPXKAAEMOro JOKyMeHTa, HaMMeHOBaHWNsi pacnopsianTenbHOro A0KyMeHTa B TBOPUTENbHOM Najexe, ero aathl,
HoMmepa.

[IpuMepEr -

1 (PerjsameHT) YTBEPXIEH
npukasoM AO "Ipopwmip"
or 5 ampena 2015 r. N 82

2 (IlpaBmia) YTBEPXIEHEL
npukasoM AO "Ipopwmip"
or 6 ampensa 2015 r. N 83

Mpu yTBEPXOEHUN OOKYMEHTA KonnernanbHbIM OpraHoM, PeLleHns KOTOporo UKCUPYOTCA B NPOTOKONeE, B
rpude yTBEpXKOeHUS yKasblBaeTCA HaMMEHOBaHWe opraHa, pelleHneM KOTOpOro yTBepXAeH OOKYMEHT, JaTta u
HOMep npoTokorna (B ckobkax).

[lpumep -
(ITontoxeHMe)
YTBEPXIEHO
CoBeToMm mupexTopoB AO "lpodwmnp"
(mpoTokos or 12.12.2015 N 12)

5.17 3aronoBoK K TEKCTY - KpaTKOe COAepXaHue [OOKyMeHTa. 3arofioBoK K TeKCTy copmynupyeTcs C
npeanorom "O" ("O6") n oTBevaeT Ha Bonpoc "o yem?"):

- Npukas (0 4em?) 0 co3gaHMM aTTECTALMOHHOM KOMUCCUN;

- npukas (0 4em?) 06 YTBEPXKAEHUUN LUTATHOTO pacnmMcaHus;

- NMncbMo (0 YeM?) 0 NpedocTaBneHnn MHGOPMaL K.

3aronoBoK K TEKCTy odopmMmnseTcs nog peksuantamu OnaHka crieBa, OT rpaHuubl nesoro nons. B ykasax,
NMOCTaHOBMEHUNAX, PeLUeHUsIX, NprUKasax, U3gaBaemMbix OpraHamu BracTu, 3arofioBOK K TEKCTY MOXET 0pOpMMsATLCA
Ha[ TEKCTOM nocepeanHe pabo4dero nons JOKyMeHTa U LeHTPUPYEeTCH OTHOCUTENbHO CaMOM ANVHHON CTPOKN.

3aronoBoK K TEKCTY MOXET He COCTaBnATbCS, €CNU TEKCT AOKYMEHTA He NpeBbILaeT 4 - 5 CTpok.

518 TekcT [oOKymeHTa COCTaBnseTCA Ha rocydapCTBeHHOM A3blke Poccuiickon depepaumm wnm
rocygapcTBeHHOM 3blke (4A3blkax) pecnybnuk B coctaBe Poccuiickon depepaumm B COOTBETCTBUM  C
3aKkoHoAaTenbCcTBOM pecnybnuk B coctaBe Poccuiickon ®epepaumm.

B TekcTe OOKymeHTa, NMOArOTOBMIEHHOM Ha OCHOBaHWMM 3aKOHOAATENbHbIX UM MHbIX HOPMAaTUBHbIX MPaBOBbIX
aKTOB, paHee M3gaHHbIX pacnopsAanTENbHbIX JOKYMEHTOB, YKa3blBAOTCA UX PEKBU3UTBI:

- HaMMeHOBaHMEe [AOKYMEHTa, HauMMeHOBaHWe opraHusauuu - aBTopa [AOKYMeHTa, [gaTta [OOKyMeHTa,
pervcTpauroHHbI HOMep JOKYMEHTA, 3arofloBOK K TEKCTY UM HaMMEHOBaHWe Bnaa AOKYMEHTa;

- HavMEHOBaHWe OopraHu3auuM WNu JOMMKHOCTHOrO Nvua, YTBEPAMBLUErO AOKYMEHT, AaTy YTBEepXOeHus
OOKYMeHTa.

TekcT OOKYMEHTa MOXeT coepXaTb pasfensl, noapasaenbl, NyHKTbI, NOAMNYHKTbI, HyMepyeMble apabckumm
undpamn. YpoBHen pybpukaumm TekcTa He JOMKHO BbITh Bonee YeTbipex.

B npukasax TekCT usnaraetcs OoT NepBoro nvua eaAMHCTBEHHOro Ynucna ("npukassisai”).

B pokymeHTax KonnermanbHbIX WM COBeLLaTeNbHbIX OpPraHOB TEKCT wu3naraetcd oT TpeTbero nuvua
eMHCTBEHHoro Yucna ("konnerus... noctaHosnseT", "cobpaHue... pewmno”).

TekcT npoTokona wuanaraetcd OT TpPeTbero nvua MHOXecTBeHHoro uucna ("cnywanu”, "BbICTynunun",
"noctaHosunun", "pewnnun").

B OokymeHTax, ycTaHaBnmMBalLWMX NpaBa M 00683aHHOCTW OpraHM3auui, UX CTPYKTYPHbIX MOApasAeneHun
(monoxeHue, WHCTPYKUUS), a Takke CoAepXallMx OnucaHwe CuTyauun, aHanus ¢akToB Wnv BbiBOAbl (akKT,
cnpaBska), ucrnonb3yetcss hopMa M3NOXKeHMs TekcTa OT TPeTbero fvua eAWHCTBEHHOTO WM MHOXECTBEHHOro
yucna ("otaen ocywectsnsaeT yHKuMK...", "B cOCTaB ynpaBneHunst BXogaT...", "komumccus nposena npoBepky...").

B coBMeCTHbIX OOKYMEHTax TEeKCT uanaraetcsd OT MEePBOro nvua MHOXEeCTBEHHOro uvcna ("npukasbiBaem”,
"pewnnu").



B nenoBbix (cnyxebHbix) NncbMax UCNonNb3yTCa (PopMbl U3NTOXKEHUSA:

- OT MEPBOro fMLa MHOXECTBEHHOTO YMcna ("npocum HanpaeuTb...", "NpeacTaBnsieM Ha pacCMOTpeHue...");

- OT TpeTbero nuua eauHCTBEeHHoro uucna ("MMHUCTEPCTBO He Bo3paxaeT...", "obuwiectBo cuutaet
BO3MOXHbIM...");

- OT MEepBOro nvua eguHCTBEHHOro yncna ("cuntar HeobXoanMBbIM...
NMCbMO 0GPOPMIIEHO Ha AOMKHOCTHOM OnaHke.

B Tekctax [OKYMEHTOB YMNoTpebnawTca TONbko oblienpuHAaTble abbpeBuatypbl M rpaduveckme
COKpaLlleHus.

Mpun ynoTpebneHuun B TekCTe hamunuin nuy, MHULUKUans! ykasblBatoTca nocne pammnmu.

B nenosbix (cnyxebHbix) NnCbMax MOryT UCMOSb30BaTbCA:

- BCTynuTenbHoe obpalleHune:

YBaxaembln rocnoavH MNpeacenartens!

YBaxaembln rocnoanH ['yéepHaTop!

YBaxaembin rocnogunH MNMpoxopos!

YBakaemas rocnoxa 3axaposa!

YBaxaembinn Hukonan Netposuy!

YBaxaemas Onbra HukonaesHa!

YBaxaemble rocnoaal

B obGpalueHun no JOMKHOCTM HauMeHoBaHWe OOMMKHOCTM MULIEeTCH € nNponucHon GykBbl, B obpallieHnn no
dhamMmnum nHMLmansl Nuua He yKasblBaloTCS.

- 3aKnuUTENbLHAs aTMKETHas dpasa:

C yBaxeHuewm, ...

5.19 OTmMeTKa O NPUNOXEHUN COOEPXKUT CBEAEHUS O OOKYMEHTe (AOKYMeHTax), npunaraeMom K OCHOBHOMY
OOKYMEHTY (B CONpOBOAMTESNbHbIX MMCbMax, NPeTeH3nsX, akTax, CnpaBKkax U Apyrux UHPOPMaLMOHHO-CNPaBOYHbIX
OOKYMEHTax) WM O TOM, YTO AOKYMEHT SIBNSAETCA NPUIOXEHMEM K OCHOBHOMY [OOKYMEHTY (B AOKYMEHTax -
MPUIOXEHUAX K pacnopsiaMTeNibHbIM OOKYMEHTaM, MOJIOXKEHMAM, NpaBuiam, MHCTPYKUMSM, OOroBopam, niaHam,
oTyeTam v Ap. HOKyMEHTaMm).

B conpoBoauTenbHbIX MMCbMax 1 ApyrMx MHAOPMaLVNOHHO-CMPaBOYHbIX JOKYMEHTaxX OTMeTKa O NPUIOXEeHUN
odhopmMnsieTcsd nog TEKCTOM OT rpaHuLbl IEBOrO Nons cnegyowmm obpasom:

- €CNnv NPUINOXeHNEe Ha3BaHo B TEKCTE:

MpunoxeHune: Ha 2 n. B 1 3K3.

- ecnv NpunoXeHme He Ha3BaHO B TEKCTE€ WNU eCnv MPUIOXEHUN HECKOMbKO, YKasblBalOT Ha3BaHUA
OOKYMEHTOB-MNPUMNOXEHUN, KONUYECTBO NUCTOB U 3K3EMMNNAPOB KaX0ro NpUnoXeHus:

, "Npegnarat paccMmoTpeTsb..."), ecnu

Opusoxeume: 1. IojoxeHre 00 VYIOpaBJeHUWM PETMOHAJILHOTO KPEeIMTOBAHMUA Ha
5 1. B 1 3K3.
2. CnpaBka O KaIpOBOM COCTAaBe YNPAaBJIEHMS PETMOHAJIBHOTO
KpPeIMTOBaHMSa Ha 2 J. B 1 BK3.

- eCIv NpUNoXeHne (NPUIOXXeHns) COPOLLIOPOBAHDI:

MpunoxeHue:

ot4yeT 0 HAP B 2 ak3.

- eCcnv [OKYMEHT, SBISIIOWMNCA MPUIOXEHUEM, MMEET MPUNOXEHUS C CaMOCTOATENbHOW Hymepauuen
cTpaHuy;

MpunoxeHue:

nucemo Pocapxumsa ot 05.06.2015 N 02-6/172 1 npunoxxeHus K Hemy, Bcero Ha 5 n.

- ecnn npurnoxeHuem 4BnsieTcss O0BOCOBGNEHHbIN 3MEKTPOHHbIN HOCUTENb (KOMNakT-aucK, usb-dnelu-
HakonuTenb 1 Ap.):

MpunoxeHue:

CD B 1 aks.

Mpn aTom Ha Bknagblwe (KOHBEPTE), B KOTOPbI MOMELLAeTCA HOCUTENb, YKasblBalOTCA HavMEHOBaHWS
OOKYMEHTOB, 3aMuUCaHHbIX Ha HOCUTEsb, MMeHa hannos.

B pacnopsauTenbHbiX OOKyMEHTax (MOCTAHOBMEHMUSX, PELUEHUSAX, NpUKasax, pacnopsKeHusx), OOroBopax,
MONMOXEHNAX, NPaBunax, UHCTPYKUUSX U OPYrMX AOKYMEHTax OTMEeTKa O NMpUMoXeHnn 0opMIsieTcs criegyrowmm
obpasom:

- B TEKCTe AOKYMeHTa npu MepBOM YNOMUHAHWM AOKYMEHTa-MpUMoXeHust B CkoOKax ykasblBaeTcs:
(NnpunoxeHue) unn ... (npunoxeHue 1); nepes HOMEPOM MNPUNOXEHUS OOMNYCKAeTCs CTaBUTb 3HaK Homepa:
(npunoxenue N 2);

- Ha NepBOM IUCTE JOKYMEHTa-NpPUIoXeHWs B MPaBOM BEPXHEM Yriy yKasblBaeTCH:

MpunoxeHue N 2
K npukasy AO "Tpocumnb"
ot 15.08.2015 N 112.

CTpoKM pekBu3MTa BbIPAaBHMBAIOTCHA MO NIEBOMY Kpaw WU LEHTPUPYIOTCS OTHOCUTENBHO CaMOW ANWHHOW
CTPOKM.

Ecnu npunoxeHmem K pacnopsguTenbHOMY OOKYMEHTY SIBMSETCHS HOPMaTMBHbIN MPaBOBOW aKT MITM UHOM
OOKYMEHT, YyTBEpXOaembli [OaHHbIM pacnopsigMTenbHbIM  OOKYMEHTOM, Ha MEPBOM JIMCTE MPUIIOXKEHUS
NpocTaBnseTcs OTMeTKa O NpunoxeHuun (6e3 CCbiNkn Ha pacnopsaauTenbHbIA AOKYMEHT) U rpud yTBEPXKAEHMUS, B
KOTOPOM YKa3bIBalOTCS JaHHble pacnopsaauMTernbHOro AOKYMEHTa, KOTOPbIM YTBEPXAEH AOKYMEHT-NPUMNOXEHNE.



Mpuwmep -

MpunoxeHue 1

YTBEPXOEHO

npukasom AO "Tlpocmnb"

oT 18.05.2015 N 67

5.20 Mpndb cornacoBaHMst AOKYMeHTa MPOCTaBNseTCs Ha AOKYMeHTax, COrflacoBaHHbIX OpraHamu Briactw,
opraHmsaumsamMmn, OOJDKHOCTHbIMM nvuamu. pud cormacoBaHuss B 3aBUCMMOCTM OT Buaa [JOKYMEHTa MU
ocobeHHocTen ero ohopMIEHNS MOXET NPOCTaBMATLCS:

- Ha NepBOM NUCTEe OOKYMEHTa (eCnv OOKYMEHT UMEET TUTYMbHbIA MUCT, - HA TUTYNBLHOM NUCTE) B NIEBOM
BEPXHEM Yriy Ha YpoBHe rpuda yTBepXXaeHUs nnm nog HauMeHoBaHWeM JOKyMeHTa 6nuke K HXXHEMY NOmto);

- Ha nocnegHeM nucTe AOKYMEHTa nof TEKCTOM;

- Ha NUCTe cornacoBaHusl, ABNALLEMCH HEOTbEMITEMOMN YaCTbO AOKYMEHTA.

pnd cornacosaHusa coctout n3 cnosa COMTACOBAHO, gomkHOCTH nuua, KOTOpbIM COrfiacoBaH JOKYMEHT
(BkNtOYas HaMMeHOBaHWe opraHu3auun), ero CcobCTBEHHOPYYHOW MoANWCH, WHMUManoB, damunuu, Aatbl
cornacoBaHus.

Mpumep -

COIMACOBAHO

Oupektop BHUOAL

(nognuck) N.0. damnnns

[ata

Ecnu cornacoBaHue ocyLlecTBRAseTCa KonnernansHbIM OpraHoMm, B rpudhe cornacoBaHusl YyKasbiBaloT
cBefeHua o6 opraHe, cornacosaBlUleM [AOKYMEHT, AaTe U HOMepe MpOoToKona, B KOTOPOM 3adhUKCUPOBaHO
pelleHne o cornacosaHun. Ecnu cornacoBaHuMe OCyLEeCTBNAETCA MNUCbMOM, YKasbiBalOT BUAO [JOKYMEHTa,
opraHusaumio - aBTopa AOKyMeHTa, AaTy 1 HOMep Nucbma.

Mprmeps!

1 COMACOBAHO

CoBeToM AMpPEKTOpOB

AO "Mpodchunp"”

(npoTokon ot N_)

2 COMACOBAHO

nnucemom PocapxumBa

oT N _

5.21 Busa cBuaeTenbCcTBYeT O COrfiacuMm Unmn Hecornacum OOMmMKHOCTHOMO nuua (paboTHUKa) ¢ copepxaHvemM
npoekta AokyMeHTa. Buson odopmnsieTcss BHYTpEeHHee cornacoBaHue OOKyMeHTa. Busa BKknYaeT OOMKHOCTb
nuua, BU3MPYOLLEro JOKYMEHT, NOANUCh, paclunpoBKy Noanucy (MHULmMansl, amunuio) 1 gaty BU3MPOBaHMS.

Mpuwmep -

PykoBoauTens opuguyeckoro otaena

Moanuck N.0. damunus

HaTta

Mpn HanNMUMM 3aMeYaHnn K AOKYMEHTY BM3Y 0GOOPMIISIOT Crieaytolwmm obpasom:

Mpumep -

3amevaHusa npunaratoTcs.

PykoBoauTens lopuauyeckoro otaena

Moanuce N.0. damunus

[ata

B opraHmzauusax, MNpUMEHSIOWNX CUCTEMbl 3NEKTPOHHOIO [OKyMeHToobopoTa, corfacoBaHuMe MOXeT
NpoBOAUTLCA B 3NeKTpoHHOM hopme, cornacHo FOCT P MCO 15489-1.

B pokymeHTax, MOAMVHHUKM KOTOPbIX XPaHATCS B OpraHvM3auuny, BM3bl MPOCTaBASIOT Ha NOCnegHeM nucte
OOKYMeHTa nog MOoAnuckblo, Ha obopoTe nocrnegHero nucTa NoAfMHHKKA AOKYMEHTa UM Ha fUCTe CorflacoBaHust
(BM3MpOBaHMS), NpunaraeMoM K JOKYMEHTY.

B ncxogdwmx goKymMeHTax BU3bl MPOCTABMSAIOTCA Ha 3K3eMnnsgpax 4OKyMEHTOB, MOMeLLaeMbIX B 4er0.

Mo ycMOTpeHuWIo opraHn3anmm MoXeT NPUMEHSATLCS MONIMCTHOE BU3MPOBaHNE JOKYMEHTa U ero NpunoXeHun.

5.22 Tllognucek BKMAYaeT: HaUMEHOBaHMe [LOSMKHOCTM fvua, NoAnucbiBaloWero OOKYMEHT, ero
COBCTBEHHOPYYHYIO NOANUCH, pacLUMPOBKY NoaANUCH (MHUUMans.I, hammunus).

[lpumep -
T'eHepalIbHE IOVPEKTOP [omnmce n.0. dammnmsa

Ecnu pokymeHT odopMneH He Ha GnaHke, B HauMeHOBaHWEe [OO/MKHOCTU BKMOYaETCs HauMeHOoBaHue
opraHusaumu. [onyckaeTcs LUEHTpoBaTb HauMMEHOBaHME [OIMKHOCTW Nvua, MNOANUCaBLUEro  OOKYMEHT,
OTHOCUTENbLHO CaMOoW AMNMHHON CTPOKM.

[lpumep -
T'eHepaJlbHEI IUPEKTOP
AO "Ilpodwuiup" Ilonnmucob n.0. damMmnmsa

Mpu odopMneHMn OOoKyMeHTa Ha OnaHke AOMKHOCTHOrO nuua OOMKHOCTb 3TOro fvua B MNoAanucu He
yKasblBaeTcs.



[Ipumep - Momnmce n.0. damvmmnmsa

[Mpn noanucaHumM JOKyMEHTa HECKOSTbKMMW OOMMKHOCTHBIMU NULamMu, 3aHMMaroLWw M1 pasHoe NoroXeHue, nx
noanucyu pacnonaralTcs ofHa noA ApYron B nocrefoBaTeNnbHOCTUM, COOTBETCTBYIOLLEN MepapXun 3aHMMaeMblx
JOJTKHOCTEWN.

Mpumep -
JIVpexKTop MHCTUTYTAa [Nognmce n.0. dammnmsa
I'mapHBEM OyxTajnrep Iloomnmce n.0. damumnmsa

Mpu nognucaHuM OOKYMEHTa HECKOSIbKMMU NULAMU PaBHbIX OOMKHOCTEN MX NMOZMUCK pacrnonaralTtcs Ha
OZHOM YPOBHE.

[lpumep -
BamMecTuUTesNb IMPEeKTOopa IO OMHAHCOBBIM BOIpPOCaM HNomnmuce M.O. damMmmmsa

3aMecTuTeslb OMPEeKTOpa 10 aIMUHUMCTPaTUBHEIM BomopocaM llomnmce M.O. damMmimsa

B ookymeHTax, cocTaBneHHbIX KOMUCCUEN, B MOAMNNCK YKa3blBaeTCs CTaTyc Nuua B COCTaBe KOMUCCUM.

[lpumep -

[lpencenmaTesib KOMMCCUM [Nognmce n.0. dammnmsa

YJieHB KOMMCCUU Illopnmce n.0. dammnmsa
Nognmcheb n.0. damunmsa
Iloonmce n.0. damumnmsa

an noanncaHnn OKymMeHTa nuoM, UCNOJNHAKLWNM 0bs3aHHOCTH pyKOBOﬂMTeHﬂ,ﬂOﬂﬂMCb(XbOpMﬂﬂeTCﬂ C
yKadaHuem ctatyca AOJIKHOCTHOIo nua B COOTBETCTBMU C NPUKA3OM (pacnomeeHMeM).

[lpumep -

.o. TeHepaJlIbHOI'O IOupekTopa lloonmch n.0. dammnmsa
VAJIVL ¢

Vcnonuaoumuly OOS3aHHOCTU

TeHepaJyIbHOTO IOUPEeKTOopa [Nognuce n.0. dammnmsa

Mpn nognucaHumM [OOKYMEHTA §WLOM, WMMEKLWMM MpaBoO MOAMWCUA B Cryvyae BPEMEHHOINO OTCYTCTBUS
PYKOBOAMWTENS, UCNPABfIEHNs B HAaMMEHOBAHWE AOSHKHOCTU U pacluMdpoBKY damMunMm yxxe NnoaroTOBIIEHHOIO U
COrnacoBaHHOrO MpoekTa AOKYMEHTA BHOCATCSA OT PYKM UM C UCMONb30BAaHUEM COOTBETCTBYIOLLMX LUTamnoB. He
JOonycKaeTcs CTaBUTb KOCY 4epTy, Haanucb "3a" nepen HaMMeHOBaHMEM [OOSDKHOCTU Nuua B MOAMUCKU, ecnuv
OOKYMEHT MOANMChIBAET MHOE OOIMKHOCTHOE N1LO.

5.23 OTmeTka 06 3NeKTPOHHOW MNOAMUCU UCMOMNb3YeTCsd NpW BU3yanu3auuuM 3NEKTPOHHOro AOKYMEHTa,
NoANMCaHHOro 3NEKTPOHHOW MNOANMUCKHIO, C cobntoaeHnem cneayLwmx TpebosaHun:

a) MecTO pasMeLleHns OTMETKM 06 SMeKTPOHHOW NOoAMMCU AOMKHbI COOTBETCTBOBATb MECTY pasMelleHus
COBCTBEHHOPYYHOM NOANUCK B aHANormyHoM JOKyMeHTe Ha GyMaxHOM HocuTene;

©0) anemMeHTbl OTMETKN 06 3NEKTPOHHOW NOANUCU AOIMKHbI ObiTh BUOUMBIMU Y YUTAEMBLIMU NPU OTOBPaKEHUN
OOKYMeHTa B HaTyparibHOM pasmepe;

B) 9N1€MEHTbI OTMETKN 00 3MEKTPOHHOW MOAMUCU HE OOSMKHbI NepeKkpbiBaTbCs UM HaKnagblBaTbCsl APYr Ha
apyra;

r) aNIeMEHTbl OTMETKM 00 3NEKTPOHHOW NOAMUCK He LOMKHbI NEepeKpbiBaTh 3MIEMEHTLI TEKCTa LOKYMEHTA U
apyrue oTMeTkn 06 SNEKTPOHHOM NoAanucK (Mpy Hanuyun).

OtmeTka 06 3MEeKTPOHHOM MOAMMCU B COOTBETCTBMU C 3akoHogaTenbCcTBOM Poccunckon degepaunmn
BKMtovaeT ppasy "[OKyMEeHT noanucaH 3SNeKTPOHHOW nognucbio”, HOMep cepTudmkaTa Krtoda IMeKTPOHHOM
nognucu, damunumio, UMs, OT4ECTBO Bragenbua ceptudukaTta, CpoK AENCTBUSA cepTudmKaTa Knroda 3neKTpOHHOM
nognucn. OTMeTka 06 3NEKTPOHHOW NOAMUCU MOXET BKMo4YaTb M3oOpaxeHue repba, ambnembl opraHa Bnactu
(opraHusauun), TOBapHOro 3Haka (3Haka ob6cnyXmBaHUs) opraHmsauuMmM B COOTBETCTBUM C [OEMCTBYHOLLUM
3aKoHO4AaTENbCTBOM.

Mpuwmep -
SMmbJie- OOKYMEHT ITIOOIIMCAH
Ma SJIEKTPOHHONM MOOIUCHI)
HammveHnoBaHMe | OpTraHa
OOJIXHOCTM |BJlacTu H.H. HukxoJjaes

Ceprudmkar 1alllaaa000000000011
Brnanenen HuxojsaeB Hukomnam Hukonaeruu
Iervicreuresied ¢ 01.12.2012 nmo 01.12.2017




5.24 NMevaTb 3aBepsieT NOAMMHHOCTbL MNOAMMUCY AOMKHOCTHOrO NnLa Ha AOKYMEHTax, ya0CTOBEPSIOLLMX NpaBa
nuu, duKeupyrowmnx ¢akTbl, CBSA3aHHble C (OMHAHCOBBIMW CpeAcTBaMW, a TakkKe Ha WHbIX [AOKYMEHTaXx,
npeaycMaTpyBamLLMX 3aBEpPeHMe noanmncu nevyaTbld B COOTBETCTBUM C  3aKoHOoZATeNbCTBOM Poccumnckon
depepauymm.

[lokymMeHTbl 3aBepsoT nevyaTblo opraHusauun. lNMeyaTb NpocTaBnseTcs, He 3axBaTbiBass COOCTBEHHOPYYHON
noanucu nuua, NoAnMcaBLUEro AOKYMEHT, Uin B MecTe, 06o3HavyeHHoMm "MIT" ("MecTo nevatn").

5.25 OTmeTka 06 ncnonHutene Bkno4yaeT GaMunmio, UMsi 1 OTYECTBO UCMOSTHUTENS, HOMEpP ero TenedoHa.
OTtmeTka 06 ucnonHutene MoOXeT OOMOMHATLCA HauMEHOBaHWEM AOMKHOCTWU, CTPYKTYPHOro nogpasgeneHus u
3IEKTPOHHBLIM aapPEeCOM UCMONHNTENS.

OTtmeTka 06 ncnonHutene ooOpMMSETCs Ha NULEBOM CTOPOHE NMOCMneAHero nucTa JOKYMEHTa OT rpaHuLbl
NneBoOro nons unu, npu OTCYTCTBMM MecTa, - Ha 06OpOTHOM CTOpoHe BHU3Y cneBa. Hanpumep: 3abenvH WBaH
AHapeeBud, KOHTporbHOE ynpasrnenve, BeayLwmn cneumanuct, +7(495) 924-45-67, Zabelin@gov.ru

OTtmeTka 06 ucnonHuTene MoxeT oPOPMNATLCS KaK HWKHUI KONOHTUTYN U neYaTaTbCs LUPUEPTOM MEHbLLEro
pasmepa.

5.26 OTmeTKa O 3aBepeHun konum odopMIIieTcs AN NoATBEPXOEHUsT COOTBETCTBMS KOMUU OOKYMEHTA
(BbINUCKN N3 AOKYMEHTA) NOANIMHHUKY AOKyMeHTa. OTMEeTKa O 3aBEPEHUUN KOMUM NPOCTAaBSETCS Nog PEKBU3UTOM
"nognucek" wn BKMYaeT: crnoBo "BepHO", HaMMeHOBaHME [OMMKHOCTM Nvua, 3aBepuBLUEro KOMUID; ero
COOCTBEHHOPYYHYI0 MOAMUCH; pacnNpOoBKy NoANMCKU (MHMLManbI, haMuUnuio); AaTy 3aBepeHns Konum (BbIMUCKA 13
OOKYMEHTA).

[lpumep -

BepHO

VHCeKTOp CIyXOB KaIOpoOB Homnmce n.0. dammnmsa
IlaTa

Ecnu konua Bblgaetcs Ana NpegcTaBneHnss B APYryld opraHusauuio, OTMEeTKa O 3aBepeHun Komuu
OOMOJHAETCA HaAnMuMCbid O MECTe XpaHeHWst OOKYMEeHTa, C KoToporo Obina wmarotoBneHa konuvs ("TognvHHUK
OOKYMeHTa HaxoguTca B (HaumeHoBaHue opraHusaumm) B gene N ... 3a .. rog") u 3aBepsieTcd nedvaTbio
opraHu3auun.

[ns npocTtaBneHns oTMETKMN O 3aBEPEHMM KOMUM MOXET UCMOMb30BaThbCs WTamn.

5.27 OTmeTKa O MOCTYMJfIEHUM OOKYMEHTa CINYXXWUT AN MOATBEPXAeHUs dhakTa MOCTYMNNeHuss JOKYMeEHTa B
opraHuM3aumio 1 BKAYaeT gaTy MNOCTYMMEHUA W BXOASAWMWA PEerncTpauuoHHbI HOMep AokymeHTa. [lpu
HeobxoOMMOCTU OTMETKa O MOCTYNMEHUM MOXET [AOMOMHATLCA yKazaHMeM BpEeMEeHM MOCTYMMeHUs B 4vacax U
MUHYTax 1M cnocoba AOCTaBKU JOKYMEHTA.

OTmeTKa 0 NOCTYNNEeHUN AOKYMEHTA MOXET MPOCTaBMATLCHA C MOMOLLbLIO LUTaMna.

5.28 Pesoniouma coaepXuT ykaszaHuMe MO MUCMOMHEHUIO AoKkymeHTa. Pesonioums odopmngetcs Ha
cB06OOHOM MecTe pabo4yero nons AoKyMeHTa, Ha GrnaHke pe3oniounn Unm BHOCUTCS HENOCPEACTBEHHO B CUCTEMY
3ANEeKTPOHHOro AoKymMeHToobopoTa.

Pesontouns BknoyaeT: hamnnmio, MHMLManbl UCNOMHMTENS (MCNOMHMTENen), Mopy4YeHne no AOKYMEHTY, Mpu
Heo6X0AMMOCTU - CPOK MCMOSTHEHUS, NOAMNMCh NULA, BbIHECLLETO PEe30oLnIo, ATy Pe3osioLun.

Mpumep -

damunusa N.0.

Mpowy nogrotoBuTb NpeanoxerHuna k 10.11.2016.

Moanucb

[ata

5.29 OTmeTka O KOHTpone CBUAETENbCTBYEeT O MOCTAHOBKE [AOKYMEHTa Ha KOHTPOMb, MpOCTaBndeTcd
wramnom "KoHTponb" Ha BEpPXHEM Mone AOKYMEeHTa.

5.30 OTmeTka O HanpaBneHWM [OKYMEHTa B [JeNno onpefensieT MeCcTO XpaHeHusl OOKYMeHTa nocne
3aBeplUeHusa paboTbl ¢ HMUM M BKN4aeT: crnosa "B pgeno", uHaekc gena no HOMeHKnaTtype Aen, B KOTOpoe
nomMellaeTcs OOKYMEHT Ha XpaHeHwe, C yka3aHuem roga, AOSMKHOCTU nuua, ohOpMMBLLEIO OTMETKY, MOANMUCH,
aatbl.

Mpumep -

B mesno N 01-18 =3a 2016 1.

3aB. OTHEJIOM KOPIOPaTMBHEIX IPOEKTOB
Iloonmco ODaTa

OtmeTKka o HanpaBneHnn OOKYMeHTa B Aefil0 MOXeT OOMNOJIHATbCA KpaTKMMn cBeOeHUAMU O XapaKTtepe
NCMNOJIHEHNA OOKYMEHTa.

6 BnaHkn gokymeHTOB

6.1 [Inga narotoBneHus 6naHkoB AOKyMeHTOB, cornacHo FOCT P 7.0.8, ncnonb3yetcsa 6ymara popmartos A4
(210 x 297 mm), A5 (148 x 210 mm); 4nsa M3roToBneHMst 6naHkoB pe3oniouunin ncnonbdyeTtca dymara oopmaTtoB A5
(148 x 210 mm), A6 (105 x 148).

KaxgpbIin nUCT oKyMeHTa, 0pOpMIIEHHbI Ha GriaHke nnun 6e3 Hero, JOMMKEH MMETb NOfs HE MEHee:

20 MM - neBoe;

10 MM - npaBoe;

20 MM - BEpXHeE;



20 MM - HUXHee.

[okymeHTbl AnutenbHbIX (cBbiwe 10 neT) CPoKOB XpaHEHUS OOIMKHbI UMETh NeBoe nosne He meHee 30 MMm.

6.2 OpraHmsaumm ucnonb3ylT OGnaHkM [OOKYMEHTOB, M3rOTOBIIEHHble Ha OymaxHOM Hocutene (6raHkm
OOKYMEHTOB dhefeparnbHbiX OpraHoB rocydapCTBEHHOW BMacTu C BOcnpousBedeHmem [ocygapcTBeHHOro repba
Poccuiickon depepaumm M3rotaBnmMBaloTCsl nonurpaduyeckumm npegnpuatusMi, UMerLmMMmn cepTudmkaTbl o
HanmMuMM TEXHUYECKUX N TEXHOMOMMYECKMX BO3MOXHOCTEW ANsi Ka4eCTBEHHOro M3roTOBIIEHMS YyKas3aHHOro Buaa
NPOAYKUMN) U/MNK 3NEKTPOHHLIE WabnoHbl 6naHkoB. briaHkn Ha GyMaKHOM HOCUTENEe M 3NEKTPOHHbIE LAaGSIoHbI
6raHKOB AOMKHbI ObITb MOEHTUYHbI MO COCTaBY PEKBU3UTOB, NOPSIAKY UX PACMONOXEHWs, rapHUTYypaM LWpudTa.

BnaHk1 OOKYMEHTOB Ha OymMaxXHOM HoOcuUTene K 3NeKTPOHHble LwabroHbl 6naHKoOB M3roTaBNUBAKOTCH Ha
OCHOBaHUM MakeTOB G1aHKOB, YTBEpPXAaeMbIX PYKOBOAUTENEM OpraHu3aLmm.

BnaHku oOKYMEHTOB crieyeT n3rotaBnueath Ha 6enon Bymare unu Gymare CBETMbIX TOHOB.

OneKTpoHHble LWabnoHbl GnaHKoB [AOKYMEHTOB [AOMXKHbl OblTb 3alyullieHbl OT HeCaHKLMOHUPOBAHHbIX
N3MEHEHUI.

6.3 bnaHkn gokymeHTOB 0dhopMnsitoTCst B cooTBeTCTBUM C [NpunoxeHnem b. OpneHTMPOBOYHbIE TPaHULbI
30H pacrnonoXeHus pekBn3MToB 0603HayYeHbl NyHKTUpOM. Kaxagas 30Ha onpeaensieTcs COBOKYMHOCTbIO BXOOALLMUX
B HEE PEKBU3NTOB.

6.4 B 3aBNCUMOCTM OT pacnosiIOKEHUS PEKBM3UTOB YCTaHaBNMBAETCA OBa BapuaHTa OIaHKOB - YrrioBoOW
(pycyHok B.1) n npogonbHbIn (pucyHok b.2).

6.5 PekBuauntibl 01, 02, 03 pacnonaraloTcs Ha BepxHeM norie AoKyMeHTa Hapg peksusntom 05 no cepeavHe
30HbI, 3aHATON 3TUM PEKBU3UTOM.

PekBuaut 03 moxeT pacnonaraTtbCs crieBa Ha ypoBHe pekBusuta 05.

Peksuautel 05, 06, 07, 08, 09, 13, orpaHMuuTensHble oTMeTKM Ana peksusuTtoB 10, 11, 12 B npegenax
rpaHuL, 30H PacnosioKeHUA PeKBU3NTOB pasMeLLaloTCa OAHUM N3 cnocoboB:

- LIEeHTPOBaHHbIM (Hayano W KOHeL, KaX[AOW CTPOKM PEeKBU3UTOB PaBHO yAareHbl OT rpaHul, 30HbI
pacnonoXeHnst PEKBU3UTOB);

- oriaroBbIM (Kaxkgasi CTpoKa peKBM3NTOB HaYMHAETCH OT NIEBON rPpaHULLbl 30HbI PACMONOXEHWS PEKBU3UTOB).

6.6 YcTaHaBnmBalTCsa criegyowime Buabl 611aHKOB OKYMEHTOB OpraHuM3auunm:

- 00K BnaHK;

- 6raHK NMcbMa;

- BnaHK KOHKPETHOro BMAa OOKYMeHTa.

HopmaTvBHBIMM NPaBOBLIMU aKTaMW OpraHu3auuu YCTaHaBMMBAKOTCA BUAbI NMPUMEHSIEMbIX OMNaHKOB M KX
pasHOBUOHOCTM (BnaHK nucbMa CTPYKTYPHOro noApasgeneHus, 6raHk nucbMa AOMKHOCTHOrO nuua, 6naHk
npukasa, 6naHk pacnopsikeHusi, bnaHk npoTokona u ap.).

O6pa3sLbl 6riaHKoB AOKYMEHTOB NpuBeAeHbl B NpunoxeHun b.

6.7 O6wwmin GnaHk uWcnoMb3yeTcsa Ans M3roToBrneHuss NobbIX BUOOB [JOKYMEHTOB, KpPOME [enoBOro
(cnyxebHoro) nucbma.

Obwuii 6naHKk B 3aBUCUMOCTW OT y4peauTenbHbIX JOKYMEHTOB OpraHv3auunvM U JNoKasnbHbIX HOPMaTUBHbIX
akToB BkoyaeT pekenanTbl 01 (02 unm 03), 05, 06, 07, 13 n orpaHnuMTENbHBIE OTMETKM Ans pekBuautoB 10, 11,
16, 17.

BnaHk nucbma B 3aBMCMMOCTM OT ydYpeauTernbHbIX JOKYMEHTOB OpraHv3auuy U fokanbHbIX HOPMAaTMBHbIX
akToB BkntovaeT peksuautbl 01 (02 nnu 03), 05, 08, orpaHmunTenbHble OTMETKU Ans pekBuauToB 10, 11, 12, 15, 17.
bnaHk nucbMa CTPYKTYpHOro mnoApas3feneHus [OMofHUTENbHO BKNovaeT peksusuT 06, OGnaHk nucbma
OOIMKHOCTHOrO nuua - peksusut 07.

BnaHk KOHKpPeTHOro BuMaa [OKYMEHTa, KpoMe MUCbMa, B 3aBUCUMOCTU OT YYpeauTEnbHbIX AOKYMEHTOB
opraHusaumm 1 nokaneHbIX HOPMaTUBHbLIX NPaBOBbIX akTOB BKtoyaeT pekBusantbl 01 (02 unu 03), 05, 09, 13 n, npu
Heob6XoOUMOCTU, OrpaHNYMUTENbHBbIE OTMETKM ONs rpaHuy, 30H pacnonoxeHus peksunsmto 10, 11, 16, 17. bnaHk
KOHKPETHOro BuAa [OKYMEHTa CTPYKTYPHOro nogpasfeneHus OOnoNHUTENbHO BKN4vaeT peksmsnt 06, GraHk
OOIMKHOCTHOrO nuua - peksmaut 07.

6.8 B opraHax Bnactu u opraHmsauusx cyobektoB Poccuiickonn Pepepaumm, MCNONb3ywoLWNX Hapsgy ¢
PYCCKMM  S3bIkOM KakK TrOCYyAapCTBEHHbIM s3blkoM  Poccuiickori  ®depepaumm  rocydapCTBEHHbIA  A3bIK
(rocymapcTBeHHbIe A3bIKK) pecnybnuk B coctaBe Poccunckon denepaumm, cnonb3yoTcs 6naHkM JOKYMEHTOB Ha
PYCCKOM $3blke M TFOCYAapCTBEHHOM sI3blke (si3blkax) pecnybnuk B coctaBe Poccuiickon degepauun: yrnoeble
(pexBn3nTbl GriaHka pacnonaralTCd Ha OQHOM YPOBHE: Ha PYCCKOM $3blke - ClieBa, Ha rocy4apCTBEHHOM Si3blke
(s3blkax) pecnybnuk B coctaBe Poccuiickon deaepauuy - cnpasa) Unn NpoaoribHble (BCe pekBU3UTLI BriaHka Ha
PYCCKOM $3blke - CBEpXy, HWXe - BCe pekBM3uTbl BrnaHka Ha rocyaapCTBEHHOM 43blke (A3blkax) pecnybnuk B
cocTtaBe Poccuinckon ®egepauun).

[na nepenuckM C MHOCTPaHHbIMU KOpPPECnoHAEeHTaMU MUCMONb3yT BnaHku Ha ABYX A3blkax - PYCCKOM U
aHrnumnckom (npunoxeHue B.8) nnn MHOM MHOCTPaHHOM Si3bIKE.

MpunoxeHne A
(cnpaBoyHoe)

PACNONOXEHWE PEKBU3NTOB HA TUTYJIbHOM JIMCTE OOKYMEHTA



HamMveHnoBaHMme opraHM3alum
T'pud corslacoBaHMA IOOKyMeHTa T'pud yTBepxmeHMs OOKyMeHTa

HamMeHOBaHMe BMIA IOKYMeHTAa
3aroJIOBOK K TEKCTY

Tpud coryacoBaHMS HOOKYyMeHTa
MecTo cocTaBJieHUS (M3OaHMa) OOKYMEeHTa - T'OoJ M3IaHUa IOKYyMeHTa

PucyHok A.1 - PacnonoxeHune pekBu3nMToB Ha TUTYNbHOM
nucTe OOKyMeHTa

MpunoxeHne b
(cnpaBoyHoe)

CXEMbI PACIONOXEHNA PEKBU3NTOB JOKYMEHTOB
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PucyHok B.1 - PacnonoxeHune pekBu3nToB U rpaHuLbl 30H
Ha cbopmaTte A4 yrnoeoro GraHka




75

[s2]
01 02 03 29 =
14 04
06 P07 o
08 09 N
S| |01 1213
15 16
«©
N
17 28
©
18
M~
[+
~N
(o)
S
N~
w
N
19
(]
N
22 23 24
20 21 26
e 1 1
25 | 30 i 27 ~
20 110 30 40 ©
210

PucyHok B.2 - PacnonoxeHune pekBu3nToB U rpaHuLbl 30H
Ha cbopmaTte A4 npogonbHOro 6naHka

OBPA3LbI BJTAHKOB OIOKYMEHTOB

Pocapxus

demepalibHOe ONIXeTHOE yupexIeHUe
"BCepOCCUNMCKNMY HAYy4YHO-MCCJIeNOBaATEJIbCKUY MHCTUTYT
IOOKYMEHTOBEIEHMUSA M apxXMBHOTO meja"

(BHMMIOAL)

MpunoxeHue B

(cnpaBo4Hoe)



Mockea

PucyHok B. 1 - Obpasel 06wero 6raHka opraHusaumm

Pocapxus

demepasibHOe OOIXETHOE yupexIeHUue
"BCepOCCUMCKUI Hay4dHO-—
MCCJIEOOBATEJIbCKUM MHCTUTYT
IOOKYMEHTOBEIEHMA M apxXMBHOTO meja"
(BHUMIAL)

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

N

Ha N oT

PucyHok B.2 - O6pasel, yrnoBoro 6raHka nMcbMa opraHusaumm

Pocapxus

denepanbHoe BogKeTHOE yupexaeHue
"Bcepoccuinckmim Hay4yHo-mccrneaoBaTenbCkUn MHCTUTYT
[OKymMeHToBeaeHus u apxusHoro gena" (BHUMOAL)

MpodpcotosHas yn., 4. 82, Mocksa, 117393
Ten./dpakc (495) 718-78-74 e-mail:mail@vniidad.ru;
http://www.vniidad.ru
OKIO 02842708; OIr'PH 1027700380795;
WMHH/KMMN 7708033140/771001001

Ha N oT

PucyHok B.3 - O6paseL, npogonbHOro 6naHka nucbma opraHmsawmm

Pocapxus

®epepanbHoe GromKeTHOE yupexaeHne
"Bcepoccuicknin Hay4Ho-ucenenoBaTenbCkUn UHCTUTYT
OOKYMEHTOBEEHUSI U apXuBHOro gena”
(BHUMOAL)

OVPEKTOP

MpodpcotosHas yn., 4. 82, Mocksa, 117393
Ten./dpakc (495) 718-78-74 e-mail:mail@vniidad.ru;
http://www.vniidad.ru
OKIO 02842708; Or'PH 1027700380795;
WMHH/KMMN 7708033140/771001001

Ha N oT




PucyHok B.4 - O6paseL, npogornbHoro 6naHka nucsma
OOMKHOCTHOIO nmua

Pocapxus

®epepanbHoe GromKeTHOE yupexaeHne
"Bcepoccuicknin Hay4Ho-ucenenoBaTenbCkUn MHCTUTYT
OOKYMEHTOBEAEHUSI U apxXuBHOro gena”
(BHUMOAL)

OTPACNEBOW LIEHTP MOBBIWEHUA KBATIMOUKALIAN

MpodpcotosHas yn., 4. 82, Mocksa, 117393
Ten./dakc (495) 718-78-74 e-mail:mail@vniidad.ru;
http://www.vniidad.ru
Ten./dakc (495) 718-79-38; e-mail:ocpk@vniidad.ru
OKT10 02842708; OI'PH 1027700380795;
WMHH/KMMN 7708033140/771001001

Ha N oT

PucyHok B.5 - O6pasel, npogornbHOro 6naHka nucbma
CTPYKTYPHOrO noapasaeneHus

Pocapxus

demepasibHOe OHNIXETHOE yUpexIeHMe
"BCepOCCUMCKUNM HAYUYHO-MCCJIEeNOBATEJIbECKUM MHCTUTYT
IOOKYMEHTOBEIEHMUA M apxXMBHOTO meja"
(BHMMIAL)

[IPVIKA3

Mockea

PucyHok B.6 - O6pasel, 6naHka KOHKpeTHOro Buga
OOKYMeHTa opraHusaumm

Pocapxus
denepasibHOe OIIXETHOE yupexIeHMue
"BCepoCCUMCKUY HAYUYHO-MCCJIeNOBATEJIbCKUM MHCTUTYT
IOOKYMEHTOBEIEHMUA M apxXMBHOTO meja"
(BHMMIAL)
IVPEKTOP

PACIIOPAXEHUE

Mockea

PucyHok B.7 - O6bpaseL, 6naHka KOHKpETHOro BMaa JOKYMeHTa
OOMKHOCTHOIO nmua

Pocapxus



depepanbHoe BOQKETHOE yupexaeHme
"Bcepoccuinckmim Hay4yHo-mccneaoBaTenbCkUn MHCTUTYT
JOKYMEHTOBEeEeHUS U apxmBHoro gena"
(BHNMOAL)

MpodpcotosHas yn., 4. 82, Mocksa, 117393
Ten./dakc (495) 718-78-74 e-mail:mail@vniidad.ru;
http://www.vniidad.ru
OKIO 02842708; OI'PH 1027700380795;
WMHH/KIMN 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

N
Ha N oT
PucyHok B.8 - O6paseL, npogonbHOro 6naHka nucbma opraHmsawmm
Ha ABYX A3blKax
YK 006.35.034(470+571):[005.92:002.1]:006.354 OKC 01.140.20 T62

KrntoueBble crioBa: opraH13aumnoHHO-pacrnopaanTenbHas AoKyMeHTaums, obopMIieHne JOKYMeHTa,
6naHK JOKyMeHTa, PEKBU3UT AOKYMEHTa






