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Mpepncnosune

1 PA3PABOTAH ®egepanbHbiM OHOMKETHBIM yupexaeHueM «Bcepoccuiickuii  Hay4HO-uccnefoBa-
TENbCKNIA MHCTUTYT JOKYMEHTOeeAeHnAnapxmBHoro aena» (8HUNOAL heaepanbHOro apxmBHOro areHTcTea

2 BHECEH TexHuyeckum KOMUTETOM MO cTaHgaptusauum TK191 «HayuHo-TexHuyeckas nHdopmMauus,
616IMoTEYHOE U N3[4aTeNbCKoe 4es10»

3 YTBEPXAEH I BBEJEH B LI,EI7ICTBI/IE Mpukasom ®PegepasibHOro areHTCTBa /10 TEXHNYECKOMY pery-
NMpPOBaHMo 1 MeTposiorun oT 8 gekabpst 2016 r. Ne 2004-cT

4 8 HacTodweM CcTaHfapTe peasn3oBaHbl HOpMbl PefepasibHbIX 3aKOHOB OT 27 mona 2006 r. Ne 149-d3
«O6 vHhopmaumm, UHMOPMALMOHHBIX TEXHOMOIMAX W O 3awmte MHgopmauun», oT 22 okTabpsa 2004 r.
Ns 125-93 «O6 apxuBHom Aene B Poccuiickoli ®egepaunm»

5 83AMEH IroCT P 6.30-2003

MpaBuna npuMMEHeHNs HacTOSLEero crTaHjapTa YCTaHOB/eHbl B cTaTbe 26 PefepasbHOro 3akoHa
0T 29 unioHa 201S r. N9 162-9d3 «O crtaHfapTm3aumm B Poccuiickoin degepauun». NHpopmaums 06 nameHe-
HUAX K HacTosLWeMy cTaHaapTy ny6nnkyeTcsa B exerogHom (MO COCTOSAHMIO Ha 1 AHBapa TekKylero roga)
MHOPMALMOHHOM yKa3aTene «HauuoHaslbHble CTaHfapThl». a OoMUUNaIbHBIA TEeKCT W3MEHEHWn u npa-
BOK — € eXeMeCSYHOM MH(OopMaLMOHHOM YyKasaTene «HauuoHasbHble CTaHAapThi». B cnyyae nepecmoT-
pa (3aMeHbl) WAM OTMEHbl HaCcTOfAWEro cTaHjapTa COOTBETCTBYWLEe YyBefoMm/eHne OyaeT
onybnnKoBaHO B OGnMXaMLLEM BbINyCKE eXeMeCAYHOro WHGOPMAaLMOHHOIO ykasaTens «HauuoHanbHble
cTaHfapTbi». CooTBeTCTBYLWAA UHGopMaLmMs, yBeAOMEHNE U TEeKCTbl pasmeLLlalnTcs B MHdopMaum-
OHHO cucTeme O6LEero nosib3oBaHUs — Ha oduumanbHOM caiTe PefepasibHOr0 areHTCcTBa Mo TeXHU-
4ecKoMy perysimpoBaHuio 1 MeTposnoruv B ceTu NHTepHeT (Www.gost. rv).

© CraHgapTmHgopm.2017

HacTosiumii cTaHaapT He MOXeT 6biTb MOSIHOCTLIO U/IM YaCTUYHO BOCMPOU3BEAEH, TUPAXMPOBAH U pac-
MpocTpaHeH B KauyecTBe OMLMANBLHOMO U3faHus 6e3 paspelleHnss defepasibHOro areHTCTBa Mo TEXHUYECKO-
My peryimpoBaHuio 1 MeTpoIorMn
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HAUWOHANBbHbBIA CTAHOAPT POCCUNCKOWN GELEPALNMN

CucTtema cTaHAapToB No MHdopMaummn, 6U6IMOTEHYHOMY M N3aaTeNbCKoMy Aeny
OPIrAHU3AUNOHHO-PACTNOPAANTE/NBHAA JOKYMEHTALUA
TpeboBaHNs K 0CHOPM/IEHNIO JOKYMEHTOB

System of standards on information, librananship and publishing. Organizational and administrative documentation.
Requirements for presentation of documents

[ara BBegeHns — 2017—07—01

1 O6nacTb NPMMEHEHNS

HactoAwwmii cTaHgapT pacnpocTpaHseTcsl Ha OpraHu3auvoHHO-pacnopsiguTenbHble AOKYMEHTbI: ycTa-
Bbl. MOMOXEHWS, NpaBuna, WHCTPYKLUUW, perfiaMeHTbl, MOCTaHOB/IEHWUS, PACMOPSHXKEHUs, MPUKasbl, pPeLLeHus,
NPOTOKONbI, AOrOBOPbI, akTbl, NCbMaA, CMpaBkn WU Ap. (fanee — [OKYMEHTbl), B TOM YWCMEe BK/IHYEHHbIE B
OK 011 -93 «ObLepoccuiicknin knaccudpmkaTop ynpasieH4eckol gokymeHTaummn» (OKY ). knacc 0200000.

HacToswwii ctaHgapT onpefensieT cocTaB pPeKBU3UTOB AOKYMEHTOB; MpasBuia UX OOpMIEeHUs, B TOM
yucne ¢ NpUMeHeHneM WHM(OPMAaLMOHHBLIX TEXHOMOIMIA: BUAblI 6/1aHKOB, COCTaB PEKBU3UTOB GMAHKOB, CXEMbI
pacnonoXeHns PeKBM3UTOB Ha [OKyMeHTe; obpasubl 671aHKOB; npasuna CO34aHns [O0KYMEHTOB. [M0noxeHus
HacTosLLEro cTaHAapTa pacnpoCcTPaHATCA Ha JOKYMEHTbI Ha BYMaXHOM 1 3/1EKTPOHHOM HOCUTENAX

2 HopmartunsHble cCblku

B HacTosLWeM cTaHAapTe UCNob30BaHbl HOPMAaTVBHbIE CCbIJIKM Ha CreytoLlme cTaHaapThbl:

FOCT P 7.0.8 Cwnctema cTaHgapToB MO MHopmauuu, OuMGAMOTEYHOMY W M3OaTenbCKoMy Aeny.
[Jenonpon3BoacTBO U apxMBHOE Aef0. TepMuHbI U onpegeneHus

FOCT P NC015489-1 Cuctema ctaHapToB Mo MHGOpMauum, 6ubanoTeyHoMy U mU3gatesibCkoMy Aeny.
YnpaBneHue gokymeHtamu. O6uimne TpeboBaHns

MpumMmeuyaHune — lMpy NOMb30BAHWM HACTOSILMM CTaHAAPTOM Lieflecoo6pasHo MpoBepuTb AeiiCTBUE CCbINou-
HbIX CTAHJAPTOB B WHJOPMALMOHHOM cucTemMe O0O6LIEro MOMb30BaHUS — HA OdMUMaNbHOM caiiTe deaepanbHOro
areHTCTBa Mo TEXHWYECKOMY PEry/iupoBaHuio U MeTposorMm a cet VIHTEepHeT Wau no eXerogHoMy MHMOPMAaLMOHHOMY
yKasaTeno «HaumoHanbHble CTaHAapThbl», KOTOPbI ONy6/IMKOBaH MO COCTOSIHWIO Ha 1 SiHBapsi TEKYLIEro roga, v no Bbimyc-
KaM eXeMeCsiYHOro MHDOPMALIMOHHOIO yKasaTtens «HauuoHaslbHble CTaHAApTbl» 3a Tekylwmii rog. ECnn 3aMeHeH CCblnou-
Hbli CTaHAapT, Ha KOTOpbIi AaHa HeaaTMpPOBaHHAs CCbiKe, TO PEKOMEHAYeTCs WCMoMb30BaTb AEWCTBYIOLYI0 Bepcuio
3TOT0 CTaHAapTa C YYeTOM BCEX BHECEHHbIX a AaHHYyl0 BEPCUIO M3MEHEHWA. ECNM 3aMeHEH CCbIIOYHbIA CTaHAapT, Ha KOTo-
pbiii AaHa AaTvpoBaHHas CCblKa, TO PEKOMEHAYETCs MCMo/Mb30BaTh BEPCUI0 3TOTO CTaHAapTa C yKasaHHbIM Bbille r0A0M
yTBEpXaeHus (NpuHATMS). ECnn nocne yTBepXAaeHWst HaCTOALEero cTaHaapTa B CCbIIOYHbIA CTaHAapT, Ha KOTOpbIi AaHa
[laTVpOBaHHas CChl/lka BHECEHO M3MeHeHWe, 3aTparvBaloliee MOJSIOKEHWe, Ha KOTOpoe AaHa CCbifka, TO 3TO MOJOXeHue
pekomeHayeTcs NpuMeHsTb 6e3 ydeTa [AaHHOTO M3MeHEHWsi. EC/IU CCbINOYHbI CTaHAapT oTMeHeH 6e3 3ameHbl, TO Mosoxe-
HMe. B KOTOPOM AaHa CChifika Ha HETo, PeKOMeHAYeTcs NPUMEHSITb B YacTy, He 3aTparmBatoLLeil 3Ty CCbl/Ky.

3 O6uwwme TpeboBaHMA K CO34aHNI0 AOKYMEHTOB

3.1 JoKyMeHTbI MOryT co3aBatbCsl Ha 6yMaXKHOM HOCUTENE 1 B 3N1EKTPOHHOI dhopMe ¢ cobnogeHnem
YCTaHOB/IEHHbIX NPaBn 0POPMIIEHNS JOKYMEHTOB.

M3paHve oouupanbHoe
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3.2 Tlpwu co3gaHnm 4OKyMeHTa Ha AByX 1 60/1ee cTpaHuLuax BTOPYHO 1 nocneayowme cTpaHuLbl Hyme-
pytoT.

Homepa cTpaHuL, NpoCTaBNAKTCA MNocepefVHe BepxXHero nons AOKYMeHTa Ha pacCTofAHUM He MeHee
10 MM OT BEpPXHErO Kpas ancTa.

JonyckaeTca co3gaHve [OOKYMEHTOB Ha NuULEBOW M 0B60OpPOTHOI cTopoHax nucta. MNpu ABYCTOPOHHEM
CO3[aHnN JOKYMEHTOB LUMPWHA /IEBOr0 NOJSA Ha SINLEBOI CTOPOHE NUCTa 1 NPaBOro nosisi Ha 060pPOTHON CTOPO-
He nncTa AO/MKHbI ObITb paBHbI.

3.3 TlpegnoyTutesibHbIMUrapHUTYpamun 1 pasmepamu WpUGTOB A5 PEKBU3UTOB LOKYMEHTa SAB/AIOTCA:

Times New Roman Ne 13.14;

ArialNe12.13;

Verdana Ne 12.13;

Calibri Ne 14 n npnbnvmXeHHbIe K HUM.

Mpwn coctasneHnn Tabnny gonyckaeTca UCNosib3oBaHme WPUATOB MEHBLUUX pa3mMepoB.

3.4 AG3auHblii OTCTYN TEeKCTa AOoKyMeHTa— 1,25¢Mm.

3arofnoBkM pasfenos 1 NoapasfesnioB nevatarwTcs ¢ ab3alHbIM OTCTYNOM WM LEHTPUPYKOTCA MO LWMPUHE
TekcTa.

MHOrOCTPOYHbIE PEKBU3WTLI MeYaTatoTCs Yepe3oAnH MEXCTPOUHbIA MHTEpBasl, COCTaBHbIEYACTU PEKBU-
31TOB OTAENATCA JOMNONMHUTESIbHBIM UHTEPBA/IOM.

TekcT AoKymeHTa nevataetcs yepe3 1—1,5 MeXCTpPoUuHbIX NHTepBasia.

Ecnu OOKYMEHT rotoBUTCA A9 U34aHUACYMEHbLUIEKNEM MacwTaba, TEKCT nevyaraeTcs yepes3 aABa UHTep-
BaJia.

NHTepBan mexay 6ykBamu B C/IOBaX — OObIYHbINA.

WHTepBan mexay cnoBamv — oAviH npo6en.

3.5 TekcT goKymMeHTa BblpaBHMBAETCA NO WMpUHE nucTa (Mo rpaHuuam 1eBoro U NpaBoro nosen AokKy-
MEeHTa).

[lnvHa camoi ANVHHOW CTPOKM PeKBU3MTa NpU Yr/I0BOM PacnoOXeHUN PEKBU3UTOB He 6osiee 7.5 cM.

[nvHa camoi ANVHHOW CTPOKM PekBU3nTa Npu NPoAoIbHOM PacnosioKeHN PEKBU3MTOB He 6onee 12 cMm.

3.6 HopmaTvBHbIMM NPABOBLIMWM aKkTaMn OpraHu3aLuy MOXeT ObiTb NpeayCMOTPEHO BbiAeNeHne pekBu-
3UTOB «apecaT», «3arofioBOK K TEKCTY» WU «MNOAMNUCH», @ Takke OTAeSNbHbIX (hparMeHTOB TeKcTa MOoyXup-
HbIM LWPUATOM.

3.7 HopwmaTvBHble MpaBOBble aKTbl OpraHM3auuu, a Takke WHble MHOTOCTPaHUYHbIE AOKYMEHTbI MOTYT

0hopMIATLCA C TUTY/IbHBIM JIMCTOM. TUTYNbHbIA INCT AOKYMEHTa 0hopMAsSeTCAa B COOTBETCTBUMN C MPU/IOXKE-
Huem A.

4 PeKBU3UTbI JOKYMEHTa

Mpn nogrotoBke U 0OOPMIEHUN AOKYMEHTOB MCMO/b3YHOT PEKBU3UTLI, ONpeaesieHns KOTopbIX npusege-
Hbl BITOCT P 7.0.8

01 — rep6 (FocypapcTBeHHbIli repb Poccwiickoii degepaummn, repb cybbekta Poccuiickoin degepaumm,
rep6 (repasibguyeckuii 3Hak) MyHULMNaSIbHOrO 06pa3oBaHns);

02 — ambnema:

03 — TOBapHbIli 3HaK(3HaK 06CNyXMBaHWA);

04 — koA hopMbl AOKYMEHTE,;

05 — HanmeHoBaHve opraHMsaunm — asTopa AOKYMEHTa,

06 — HaumeHOBaHWe CTPYKTYPHOro noapasfesieHns — aBTopa LOKYMEHTa;

07 — HavmeHoBaHWe JO/MKHOCTU NnLa — aBTopa AOKYMEHTA;

08 — cnpaBoYHble faHHbIE 06 opraHu3aunu:

09 — HanmeHoBaHVe BMAa OOKYMEHTa,;

10 — parta JOKYMEeHTa,;

11 — perncTpaunoHHbI HOMep AOKYMEHTa,

12 — ccblInKa Ha perncTpaunoHHbIi HOMep 1 AaTy NOCTYNUBLLIEro AOKYMEHTA,

13 — mecTOo cocTaB/ieHns (M3gaHns) 4OKYMEHTa;

14 — rpud orpaHnyeHmnsa gocTyna K AOKYMEHTY:

15 — apgpecar;

16 — rpud yTBEPXKAEHNA [OKYMEHTA,;

17 — 3aronoBOK K TEKCTY;

18 — TeKCT AOKYMEHTa,;

19 — oTMeTKa 0 NpUIoXKEHNN:
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20 — rpudp cornacoBaHns AOKYMeEHTa:

21 — Bu3a;

22 — nognuce;

23 — oTMeTKa 06 3/1eKTPOHHOI nognucu:
24 — neyarsb:

25 — oTmeTka 06 ucnosnHuTene;

26 — oTMeTKa 0 3aBepeHuUn KOMuu;

27 — oTMeTKa 0 NOCTYNNEHUN AOKYMEHTa,;
28 — pesosnouns;

29 — oTMeTKa 0 KOHTpone;

30 — oTmMeTKa 0 HanpasneHn JOKYMeHTa B Aefo.

5 OdopmiieHre pekBu3nToB AOKYMEHTOB

5.1 Tep6 (FocypapcTBeHHbIi repb Poccuiickoii ®epepauun, repb cybobekta Poccuiickoin depepaumm,
rep6 (repasibAMYeckUin 3HaK) MyHMUMNaSIbHOrO 06pa30oBaHUs) BOCMPOU3BOAWUTCA Ha 6naHKax [OKYMEHTOB B
COOTBETCTBUM C PefepasibHbIM KOHCTUTYLIMOHHBIM 3aKOHOM OT 25 fekabps 2000 r. N9 2-dK3 «O locypap-
CTBEHHOM repbe Poccuiickoli ®efepaunmn», 3aKkOHOAATENbHLIMU U UHBIMW HOPMATUBHLIMU NPaBOBLIMU aKTaMu
cybbekToB Poccuiickoli ®efepauun 1 HOPMaTUBHbIMM NPaBOBLIMK aKTaMy OpraHoB MECTHOrO camoynpasrie-
HUA.

N3o06paxeHne repba (FocygapcTBeHHOro, cyobekta Poccuiickoii ®epepauun, repba (repasibanyeckoro
3HaKa) opraHa MecTHOro camoynpas/fieH/s)) NoMeLlaeTcs No cepeavHe BepxXHero nons 6naHka AOKymMeHTa Haf
pekBM3nTaMn opraHnsauny — aBTopa JOKyMeHTa, Ha paccTosHum 10 MM OT BepxHero kpas simcra.

5.2 3Ombnema opraHusauuy, paspaboTaHHas U yTBEPXAEHHAsA B YCTAHOB/IEHHOM MNoOpsdke, pasmellaeT-
CA B COOTBETCTBUWM C HOPMATUBHbLIMY NPaBOBbIMK akTamMy Ha 6naHKax; OOKYMEHTOB diefepasibHblX OpraHoB
rocyflapCTBEHHON BfiacT (3a WUCKIHYEHMEM CrlyyaeB, NpeaycMaTpuBaloLLMX WCMNoMb3oBaHe K300pakeHus
FocypapcTBeHHOro repba Poccuiickoli ®egepaunmn), TeppUTOpUasIbHbIXOPraHoB hefepasibHbIX OpPraHoB rocy-
[apCTBEHHON BMacTW, rocyfapCTBEHHbIX U HErocyfapCTBEHHbIX OopraHv3auuii. V13obpaxeHne aM6nemMbl nome-
lwaeTca Nno cepeguHe BepxHero nons 6naHka [OKyMeHTa Hagj pekBu3MTamy opraHmsauum — asTopa
[OKyMeHTa, Ha pacctosiHun 10 MM OT BEpPXHEro kpas ncTa.

5.3 ToBapHblli 3HaK (3HaK OO6CNYXWBaHWUS), 3aperncTpPMpPOBaHHbIA B YCTAHOB/IEHHOM 3aKoOHOAAT-
€NbCTBOM Nopsifike, BOCNPOU3BOAMUTCA Ha GnaHkax opraHu3auuii B COOTBETCTBUM C yCTaBOM (NOsOXeHnem 06
opraHu3auun). M3o6paxeHne TOBApPHOro 3Haka (3Haka OOCMyXuBaHWs) MomeLlaeTcs Nno cepefuHe BepxHero
nons 6naHka OOKYMeHTa Haj pPekBM3UTaMu opraHusalum — aBTopa [OKYMEHTa, Wu cfieBa Ha ypoBHE Haume-
HOBaHWA opraHM3aumm — aBTopa AOKYMeHTa (4onyCcKaeTca 3axBarbiBaTb YacTb JIEBOrO Mos).

HapsgycTtoBapHbIM 3HAKOM (3HAaKOM OOCMYXMBaHWA), Ha 61aHkax JOKYMEHTOB MOXET YKasblBaTbCs KOM-
Mepyeckoe 0603HaYeHNe PUANYECKOTo Nmua.

5.4 Kogf copmbl AOKYMEHTa npocTaBnseTca Ha YHUUUMPOBaHHbIX hopMax AOKYMEHTOB B COOTBET-
cTBun cOBLepOCCUACKMM KnaccudrkaTopom yrnpas/ieH4Yeckon aokymeHTauun (OKY[) nnm nokanbHbIM Knac-
cMdMkaTopoMm. pacrnosiaraeTcs B NpaBoM BepxHeM yrny paboyero noss AOKYMeHTa, COCTOMT U3 CnoB «Popma
no» (HanMmeHoBaHWe KnaccudukaTopa) 1 LMgpPoBOro Koaa.

Mpnmep— Popma no OKY[ 0211151.

5.5 HaumeHoBaHWe opraHusauuM — aBTopa AOKYMEHTa Ha 6/aHke [JOKyMeHTa [O/HKHO COOTBETCTBO-
BaTb HaUMEHOBAHWIO OPUANYECKOTO NMLA, 3aKPEnsIeHHOMY B €ro yuypeauTesibHbIX [OoKyMeHTax (ycTaBe Wau
nonoxeHuu). Mog HaMMeHOBaHWEM OpraHM3aLMn B CKOOKax yKasblBaeTCsl COKpalleHHOe HaumeHoBaHue opra-
HU3aLUW. €C/IM OHO NPeayCMOTPEHO YCTABOM (MOJIOKEHUEM).

Hapg HavMeHoBaHWEM OpraHu3aumy — aBTopa [AO0KYMeHTa YKa3blBaeTCsl MOSIHOE WM COKpalleHHoe Hau-
MEHOBaHWe BblLLECTOsILLEN opraHnsauuy (npu ee Hannumm).

5.6  HauMmeHOBaHMECTPYKTYpUOronoApasAB/BHUS —  aBTOpafokymMeHTa(BTOMUMUCIeUInana.otTae-
NeHusi. NpeacTaBUTeNbCTBA, KOMMernasibHoOro, COBeLlaTeslbHOro WM MHOro opraHa) Mcnosib3yeTcsl B GnaHkax
nMcemM M 611aHKax KOHKPETHbIX BUOB [OKYMEHTOB COOTBETCTBYHOLUMX MoApasaesieHwii (opraHoB) B COOTBE-
TCTBUM C JIOK&/IbHLIMI HOPMATVBHBIMU aKTaMu 1 YKasblBaeTCs N0, HAaMMEeHOBaHWEM OpraHu3aLmi.

5.7 HavMeHOBaHuWe [0/MKHOCTU fMlla — aBTopa [0KYMEHTa WUCMO/Mb3yeTcss B 6GnaHKax [10/HKHOCTHbIX
ML, M pacnonaraeTcsl Noj HaMMeHOBaHWEM OpraHusauvn Win HavMeHoBaHWem Tepputopun (kpasi, 06s1actu,
aBTOHOMHOW 06n1acTM U Ap.). ecnu AOKYMEHT U3AaeT pPyKOBOAWTENb opraHa BfacTu cy6bekta Poccuiickol
defepauun, MyHUUMNaIbHOTO 06pa3oBaHusl. HavMeHoBaHWe A0/HKHOCTU /iMua — aBTopa AOKYMEHTa yKasbl-

3
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eaeTcs B COOTBETCTBUM C HaMMEHOBaHWEM, NPUBEAEHHLIM B pacnopsaguTesisHOM AOKYMEHTe O Ha3HayeHun Ha
[OMKHOCTb.

5.6 CnpaBouYHble AaHHble 06 opraHM3aummn ykasbiBalTcs B 61aHKax NMCEM W BK/IKOYAKOT: NOYTOBbIN
agpec opraHusauun (AONOMHUTENIbHO MOXET YyKasblBaTbCA afpec MecTa HaxOXAeHWs Hpuanyveckoro nuua,
€C/NN OH He coBnajaeT C MOYTOBLIM apecoM); Homep TenedhoHa, hakca, afpec 3NEKTPOHHOW NOYTbl, CEeTEBO
agpec.

B cocTtaB crnpaBO4YHbIX AaHHbIX, 3a UCK/YeHMeM 6/1aHKOB AOKYMEHTOB OpraHoB rocyapCTBEHHON Bnac*
TW. OpraHOB MECTHOrO camOynpaB/ieHMsl, BK/IHOUAKTCA: KoA opraHu3auum no ObliepoccuniickoMy knaccuduka-
Topy npeanpusATMiA  u  opraHm3aumin  (OKMO). OCHOBHOM rOCY[apCTBEHHbIA  PErMcTpaumoHHbIA  HOMep
opraHusaumn (ONPH)M mnaeHTUdMKaALMOHHBIA HOMEep HastoronsaTtesblmka/kod NPUUYUHBI MOCTAHOBKM Ha Haslo-
rosblin yuet (MHH/KMMT).

5.9 HavmeHoBaHVMe BMAA [OOKYMEHTa YKasblBaeTCS Ha BCEX AOKYMEHTax, 3a WCK/IHYEHUEM [efOBbIX
(cnyxebHbIX) nucem, pacnonaraetcs Nog peksusnTamy aBTopa [AOKyMeHTa (HauMeHOBaHWeM opraHm3auumu,
HavMeHOoBaHMeM CTPYKTYPHOro nogpasaesieHns, HAaMMeHOBaHNEM A0/HKHOCTH) (CM. puc. B6).

5.10 [ata AoKymMeHTa COOTBETCTBYET JaTe noanucaHusi (YTBEPXAEHUS) LOKYMEHTa WUNM gate cobbiTus,
3adMKCUPOBAHHOIO B AOKyMeHTe. [JOKyMeHTbl, U3AaHHble ABYMS Wan 6ofiee opraHusauusmu, AO/MKHbI UMETb
OfHY (efuHytlo) aarty.

[aTa [OoKyMeHTa 3anucbiBaeTcs B MOC/Nef0BaTe/IbHOCTU: AEHb Mecsua, Mecsil, rof, OAHUM K3 ABYX CMo-
CO60B:

apabckumu uudpamu, pasgeneHHbiMy Toukoii: 05.06.2016;

C/I0BECHO-LMdPOBbLIM CNocobom, Hanpumep: 5 nioHa 2016 T.

5.11 PernctpauuoHHbIA HOMep AOKyMeHTa — UupoBoli unmM GYyKBEHHO-LMGPOBOW nAEHTUMKATOP
[OKYMeHTa, COCTosIMiA M3 MOPSAKOBOrO HOMepa [AOKYMEHTa, KOTOPbIA, MO YCMOTPEHUIO OpraHu3auumu, MOXeT
[ONOMHATLCA LMPPOBLIMU UM BYKBEHHBIMW KOA4AMMW (MHAEKCamMKn) B COOTBETCTBUM CUC/I0Mb3YEMbIMU Kaccu-
thvkaTopamn (MHAEKCOM Aena no HOMeHKNaType Aen. KOAOM KOPPEeCnoHAEeHTa, KOAOM AO/MKHOCTHOrO vua u
AP->-

Ha pokymeHTe, cocTaBfieHHOM COBMECTHO ABYMS U 60see opraHusauvsiMy, NpocTaBAslTCA perncrpa-
LMOHHbIE HOMEpa AOKYMeHTa, MPUCBOEHHbIE KaXKAOlW M3 opraHusauuii. PermctpauuoHHbie HoMepa OTAenNsT-
CS ApYr OT Apyra KOCOW YepToil M NPOCTaBAAKTCS B MOPSAKE YKa3aHUs aBTOPOB B 3ar0/IOBOYHON YacTv Wu
npeambyre AOKYMeHTa.

5.12 Ccbl/lka Ha perncTpauuoHHbli HOMep 1 AaTy NOCTYNMBLUErO AOKYMEHTa BK/IHYAET pPerncTpaumoH-
Hbli HOMEp ¥ AaTy BXOAALLEero MHULMAaTUBHOIO AOKYMEHTA, Ha KOTOPbI faeTcs OTBET.

5.13 MecTo cocTaBneHus (U3gaHus) AOKYMeHTa yKasblBaeTCs BO BCEX [AOKYMEHTax, Kpome [Aesi0BbIX
(cnyxebHbIX) nucem, a TakkKe OOKNaAHbIX, CMY)XEOHbIX 3anucokK U ApYrnx BHYTPEHHUX WHopMaLMOHHO-crpa-
BOYHbIX JOKYMEHTOB.

MecTo cocTaBneHus (M34aHuNs) AOKYMEHTa He ykasblBaeTcsl B TOM C/lyyae, ecnv B HaMMEHOBaHUU opra-
HM3aLMN NPUCYTCTBYET yKasaHue Ha MecToee HaxoxAeHus. MecTo cocTaBneHus (M34aHuns) AOKyMeHTa ykasbl-
BaeTCs B COOTBETCTBUM C MPUHATLIM aMUHUCTPATUBHO-TEPPUTOPUA/IbHBIM AENIEHNEM.

5.14 Tpuc orpaHnyeHns goctyna K AOKYMEHTY MpOCTaB/isieTCs B NpaBOM BEpPXHEM YI/ly NepPBOro nucra
[okymeHTa (MpoekTa AOKyMeHTa, COMpPOBOAMTE/IbHOTO NCbMa K AOKYMEHTY) Ha rpaHuLe BepxHero nons npu
Ha/IMuMM B [OKYMEHTe mHdopMauun, AOCTYN KKOTOPOW orpaHvWyeH B COOTBETCTBMM C 3aKOHOAATENbCTBOM Poc-
cuiickoli egepaunn.

Buabl Mcnonb3yembix B OpraHu3aumu rpudioB OrpaHnMyeHuss [octyna A0/HKHbl COOTBETCTBOBAThL 3aKOHO-
AaTenbHbIM U MHbIM HOPMAaTUBHLIM NPaBOBbLIM akTam Poccuiickoli ®egepauny U A0/MKHbI BbITb 3aKpensieHbl B
NoKasibHbIX HOPMaTMBHbLIX akTax. B cocTaB rpudia orpaHuueHns [octyna K AOKYMEHTY BXOAUT OrpaHuumTesb-
Has Hagnucb («Onsi cnyebHoro nonb3oBaHus», «KoHduaeHumanbHO». «KoMmepyeckasi TallHa» wauM ap.),
KOTopasi MOXeT [OMOJIHATLCA HOMEPOM 3K3eMnasipa LOKYMEHTa WM ApYrMMU CBEAEHUSIMU B COOTBETCTBUM C
3aKoHodaTensCTBOM Poccuiickoin degepaumm.

Mpumep — Kommepyeckasn TaiHa.
Ok3. N9 2

5.15 Afpecar ucnosb3yeTcs npu opopmaeHnmn AenoBbix (CAYXeOHbIX) NMCeM, BHYTPEHHUX UHopMa-
LIMOHHO-CNPAaBOYHbIX AOKYMEHTOB (40KNaAHbIX, CAYXEOHbIX 3anncoK 1 ap.).

AfpecaToM [OKyMeHTa MOXeT ObiTb OpraHv3auusi, CTPYKTypHOe noApas3fenieHne opraHusaumv, OOJIK-
HOCTHOE Wn onsmyeckoe mLo.

4
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PekBn3nT «agpecart» NpoCTaB/SeTCs B BEpPXHel npaBoil YacTu AoKyMeHTa (Ha 6naHkec yrnoBbiM pacno-
NOXEHUEM PEKBM3WTOB) WU cripaBa Mo peksuautamu 6r1aHka (Npu NpoAOSIbHOM PAaCMOIOXEHUU PEKBU3UTOB
6naHka). CTpOKM pekBu3MTa «agpecar» BblPpaBHUBAKOTCA MO JIEBOMY Kpakt WM LEHTPYTCA OTHOCUTENbHO
camoli A/IMHHOM CTPOKM.

Mpn agpecoBaHUM [OKYMEHTa PYKOBOAUTENO (3aMeCcTUTeNo PYKOBOAWTENS) opraHusaumm ykasblBatoT-
CA B faTeNbHOM Nafexe HavMeHOBaHWe [AO/MHKHOCTU PYyKOBOAMUTENs (3amMecTUTens pyKoBOAWMTENS), BKIOYalo-
Liee HaMMEeHOBaHVe opraHnsaumu, 1 hamnans, MHMLManbl 4OMKHOCTHOIO /Mua.

npumep—
PykosognTento ®efepanbHOro
apXUBHOTO areHTCTBa
damunna U.0.

Mpu agpecoBaHnM NUCbMa B OpraHM13auuio ykasblBaeTcs ee MoJIHOe MM COKpalleHHOe HalMeHOoBaHue B
VUMEHUTENbHOM Nafexe.

npumepsbl
1 depepasibHOe apxXvBHOE areHTCTBO
2 Pocapsus

Mpu agpecoBaHnM [OKYMeEHTa BCTPYKTYpPHOE MojpasfefieHne opraHusauum B PeKBU3MTE «agpecaT» yka-

3bIBAETCSA B UMEHWUTE/IbHOM MNafieXXe HauMeHOBaHWe opraHvsauyu, HUXKe — HauMEHOBaHWe CTPYKTYPHOro nof-
pasgaeneHus.

Mpumep —
PepepasibHOe apxvBHOE
areHTCcTBO

OTaen rocyaapcTBEHHOM
cnyx6bl, KaApPOB 1 Harpag,

Mpn agpecoBaHMM NUCbMa PYKOBOAMTESO CTPYKTYPHOrO MOAPA3AesneHnsl yKasbiBaeTcs B VMEHWTESb-
HOM MafieXe HaMMeHOBaHWE OpraHu3aLMK, HWXe — B AAaTeslbHOM MafieXe HaMMeHOBaHWe [0/KHOCTU PyKOBO-
AMTenNs. BKovalollee HaumMmeHoBaHWe CTPYKTYPHOro noapasaenexus, haMmuanio, UHULMasbi.

Mpumep —
AO «[Mpodunb»

PykoBoanTento JOroBopHo-
npasoBoro otgena
damunnsa N.0.

Mepepn dhamunvein AOMKHOCTHOTO /MUa [OMycKaeTcsl YnoTpe6nisiTb CoKpalleHue «r-Hy» (rocnofuvHy),
ec/n agpecar MyX4mHa, Unn «r-e» (roCNnoxe), ecsv agpecar XeHLmHa.

Mpumepsbl
1 r-Hy ®amunus N.0.
2 r-xe ®amunua N.0.

Mpn paccblike [OKYMEHTa rpynne opraHuM3aunii 0gHOro Tuna Wan BCTPYKTYPHblE MOAPA3feneHnst ofHON
opraHu3auum, agpecar ykasblBaeTcs 0606LLeHHO.

/T pumepbl
1 PykoBoguTenam fovyepHux
obuecTs AO *Mpodunnb»
2 PykoBoguTensm ynpasieHui
Pocapxusa
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Mpu paccbifike JOKYMEHTA He BCEM OpraHu3auuam Wan CTPYKTYPHbIM NOApPa3AesieHusiM nog, PeKBU3UTOM
«Agpecat» B ckobKax ykasblBaeTcs: «(M0 CUCKY)».

Mpnmep —

PykoBognTensam foyepHnx

o6wecTB AO «Mpodhnnb»
(no cnucky)

BogHOM fOKyMeHTeHe A0/MKHO ObiTb 6osee yeTbipex agpecatoB. Cnoeo «Konus» nepeg BTOPbIM, TPETb*
UM. 4yeTBepTbIM agpecaTamy He ykasbiBaeTcs. lpu 60MblieM KOMMYecTBe afpecaToB COCTaB/ISIETCA CMNUCOK
(nucT, ykasaTenb) paccbiikM OOKYMEHTa, Ha Kak4oM [OKYMeHTe ykasblBaeTcsa OAuvH ajpecar wnu agpecart
oghopmnsieTca 0606LEeHHO.

B cocTaB pekBu3mTa «Agpecar» MOXET BXOAWUTb MOYTOBbIA agpec. DNEMeHTbI MOYTOBOrO agpeca ykasbl®
eaTca B nocnefoBatesibHOCTU, YCTaHOB/IEHHON MpaBunamn okasaHus yCayr MOYTOBON CBSA3M, YTBEPXAEHHbI-
MU MpuKasoMm MUHUCTEpPCTBa CBA3M U MaCCOBbIX KOMMYyHuKauuii Poccuiickoin depepauun ot 31 mona 2014 r.
Ne234.

Mpumep —
BCepoccuiickne/ Hay4Ho-
ncecnefoBaTeNbCKUA UHCTUTY T
[IOKYMEHTOBE[iEHNSA U BPXMBHOEO fena
MpodpcotoszHan y 5., 4. 82.
Mocksa. 117393

MouToBLI agpec MOXeT He yKasblBaTbCs B [OKYMEHTAxX, HanpaB/fisieMblX B BbICIUME OpraHbl BacTy,
BbILLECTOSILLME OpraHu3aumn, nofBefOMCTBEHHbIE OpraHM3auyMn U NOCTOSHHBIM KOPPECcnoHAeHTam (3a Uck/to-
ueHMeM HanpaB/IEHUs MTMCEM YKa3aHHbIM afipecaTtam B KOHBEpTax C NPo3payHbIMK OKHaMK).

Mpv agpecoBaHWM fAoOKyMeHTa U3NYEecKOMYy NuLy YKasblBaloTca: amMuans MHULMANbI, MOYTOBbIl
afpec.

npumep —

damunua 1N.0.

Caposas yn.. a. 5. k8. 12.

a. /llobepubl. MockoBckas 0671.. 301264

Mpn oTnpaBke MMCbMa MO 3/1EKTPOHHOI MoYTE UM NO PaKCUMWUbHOI CBA3M (6€3 AOCbIIKU MO NnouTe)
MoyTOBbIA agpec He ykasbiBaeTcs. Mpu HEo6XoAMMOCTU MOXEeT OblTb yKasaH 3/1eKTPOHHbIA agpec (Homep
TenedyoHa/hakca).

npuvep —
Bcepoccuiicknii HayuHo-
nccnenoBaTeNbCKUiA UHCTUTYT
[OKYMEHTOBEZIEHNS 1 apXMBHOE O fena
maUQvnlidad.ru

5.16 Mpudp yTBEPXAEHMSA NPOCTABNAETCA HA [AOKYMEHTE B C/llydae ero yrBepXAeHust LO/MKHOCTHbIM
NMLOM, pacnopsaauTesibHbIM  AOKYMEHTOM (MOCTAHOB/IEHMEM, peLUeHWeM, MNPUKa3oM, PacrnopsHkeHUeMm) Wam
peLleHnem KosernasibHoro opraHa.

I puch yTBEPXKAEHUS pa3MelLaeTca B NPaBOM BEPXHEM Yry NepBoro imcta AokymeHTta. CTPOKM pekBu3n-
Ta BbIpaBHMBAKTCA MO IEBOMY Kparo UM LLEHTPYHTCA OTHOCUTE/IbHO CaMOoli O/IMHHON CTPOKMU.

Mpn yTBEPXAEHUM [OOKYMEHTa [AOJ/DKHOCTHBIM  JIALOM TpuU yTBEPXAEHUA COCTOMUT U3  C/loBa
YTBEPXXOAKD, HavmeHoBaHWA [OO/MKHOCTU Nuua, YTBepXJalolwlero [AOKYMEHT, ero mnoAnvucu, WHUUWAaOoB,
hamuanmm n aatbl yTBEPXAEHNS.
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Mpumep—

YTBEPXOAKO
PykosoanTens defepasibHOro
ApPXVBHOrO areHTCcTBe
Mognnce N.0. damunuii

JaTa

Mpn yTBEPXAEHUM [OKYMEHTa pacnopsavTesibHbiM LOKYMEHTOM Fpudd) YTBEPXAEHUSA COCTOMT KB CrioBa
YTBEPXAEH (YTBEPXAEHA. YT8EPXAEHbI wnu YTBEPXXJEHO), cornacoBaHHOIO C HauMMeHOBaHWEM
BuAa yTBepXaaemoro AOKYMeHTa, HauMeHOBaHWA pacnopsaanTesisHOro AOKYMeHTa B TBOPUTE/NIbHOM najexe,
ero Jartbl, HoMepa.

Mpumepbl —

1 (PernaveHT) YTBEP)XAEH
npukasom AO «[pochnnb»
oT 5 anpens 2015 a. N9 82

2 (Mpaswna) YTBEPXAEHbI
npukasom AO «[Mpocusnb»
oT 6 anpene 2015 a. Ne 83

Mpyn yTBEPXAEHUN OOKYMEHTA KOMErMasibHbIM OpPraHoM, PEeLLeHMs KOTOPOro (OMKCUMPYHOTCS B MPOTOKO*
ne. B rpudde yTBEPXAEHNS YKa3blBAETCS, HAMMEHOBAHWE OpraHa, peLleHneM KOTOpPOro YTBEepXAeH AOKYMEHT,
Aarta v Homep NpoTokona (B CKObkax).

Mpumep—
(MonoxeHwe)
YTBEP>XOEHO
CoBeTom AnpekTopos AO «[pocnnb»
(npoTokonoT 12.12.201SN9 12)

5.17 3arosioBOK K TEKCTY — KpaTkoe cofepaHue AOKyMeHTa. 3aro/ioBOK K TEKCTY hOpMy/iMpyeTcs ¢
npeanorom «Ox» («O6») 1 0TBEYAET Ha BOMPOC «OUEM?»):

* npurkas (0 YeM?) 0 CO34aHUN aTTeCcTaLNOHHOW KOMUCCUN:

* npurkas (0 YeM?) 06 yTBEPXAEHUN LUTATHOrO pacnucaHus;

* n1cbMo (0 Yem?) 0 npegocTaB/ieHUN NHopMaLmu.

3arofioBoK K TEKCTY OhOpM/ISIeTCA No4 pekBusnTammn 6aaHka cnesa, OT rpaHuupbl 1€BOro nons. B ykasax,
NMOCTAHOBNEHMUAX, PeLUeHUusX, Mpukasax, u3gaBaembliXx OpraHaMu BfacTW, 3arofloBOK K TEKCTY MOXeT odiop-
MASATbCA Haf, TEKCTOM rocepeauHe paboyero nonsi AOKYMeHTa U LIeHTPUPYEeTCsl OTHOCUTE/IbHO CaMoi AJIMHHOW
CTPOKM.

3arosi0BOK K TEKCTY MOXET He COCTaB/IATLCA, €CNIN TEKCT AOKYMEHTa He npeBsbllaeT 4-5 cTpok.

5.18 TeKCT AOoKyMeHTa COCTaB/ISIETCA Ha rocyaapCTBEHHOM fA3bike Poccuiickoin ®egepaunn nnm rocyaa-
pCTBEHHOM £I3bIKe (A3blkax) pecnyb/vk B cocTaBe Poccuiickoli ®epepaunm B COOTBETCTBMU C 3aKOHOAATENb-
CTBOM pecny6umk B cocTaBe Poccuiickoii degepauun.

8 TekcTe JOKyMeHTa, NoAroTOB/IEHHOM Ha OCHOBaHUN 3aKOHOAATE bHbIX UM UHLIX HOPMATUBHbIX NPaBo-
BbIX aKTOB, paHee U3[aHHbIX pacnopaanTesibHbIX JOKYMEHTOB, YKa3blBaTCA X PEKBU3UTI:

* HaUMEHOBaHWe J0KyMeHTa, HauMEHOBaHWe opraHu3almn—-asTopa AOKYMeHTa, Aara [OKYMEHTa,
perncTpaLmoHHbIA HOMep AOKYMEHTa, 3aro/I0BOK K TEKCTY UM HAaMMEHOBaHNE B1aa AOKYMeHTa:

* HaMMeHOBaHWe opraHusauny Uax AOMHKHOCTHOIO Nnua, yTBEPAMBLLETO AOKYMEHT, AaTy YTBEpPXAeHNsS
[OKyMeHTa.

TeKCT JOKYMEeHTa MOXeT cofiepXatb pasferibl, nogpasaensl, NyHKTbl, NOANYHKTbI, HyMepyeMble apab-
CKUMW UndhpamMmn. YpoBHe pybpukauum TekcTa He AO/MKHO ObiTb 60/1ee YeTbIpex.

8 npukasax TeKCT usnaraeTcs OT NepBoro mua eAMHCTBEHHOIO Yncna («npukasbiBatn»).

B [lOKYMEHTaxX KOJI/iernasibHbIX 1 COBELLaTe/IbHbIX OPraHoB TEKCT u3naraeTcs oT TpeTbero vua eau-
HCTBEHHOrO Yncna («KoIerus... NOCTaHOBASET», «COBpaHue... PeLlnnio»).

TeKCT NpoToKOoa n3naraeTcs OT TPETLEro NNLA MHOXECTBEHHOIO Ync/a («CayLanm», «BbICTYNUAN,
«NOCTAHOBU/IN», «PELUNIN).
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B pokymeHTax, ycTaHasBnMBaloLWMX NpaBa M 0653aHHOCTU OpraHusauuii, UX CTPYKTYPHbIX noapasgesne-
HUA (MONOXEHME, MHCTPYKLMS), a TakkKe CofepXalyx onucaHue cutyauuit, aHanms akToB WM BbIBOAbI (KT,
crnpaska), 1cnosib3yetcsa hopma W3/I0KEeHUss TeKCTa OT TPeTbero mua eAMHCTBEHHOr0 WM MHOXECTBEHHOro
yncna («oTAen OCyWecTBAAeT (PYHKUMW...», «B COCTaB YNPaB/iEHUS BXOLAT...», «KOMWUCCUS MpoBena nposep-
KY...»).

B coBMeCTHbIX [OKYMeEHTax TeKCT u3fnaraetcs OT NepBoro /Mua MHOXECTBEHHOIO uucna («nprkKasbiBa-
em». «peLUnIn»).

B fenoBbIx (CnyxebHbIX) MMcbMax UCNosb3yTcs OPMbl U3/I0XKEHUS:

- OT MepBOro Mua MHOXECTBEHHOMO 4ucna («MpocuUM HampasWTb...», «MNpejcTaB/isieM Ha paccMmoTpe-

HUE ...»);
- OT TPETbEro AMua e4MHCTBEHHOIO Yncna («KMUHUCTEPCTBO HE BO3pakaeT...», «0OLEeCTBO CUMTaeT BO3-
MOXHbIM...»);

- OT NepBOro snua eAWHCTBEHHOTO yucna («CynuTald HeoOXOAUMBIM...», «npeafiarald pacCcMOTPeTb...»),
€C/IM NUCbMO 0CHOPM/IEHO Ha AO0/HKHOCTHOM G1aHKe.

B TekcTax OOKYMEHTOB YMNOTPeO6NATCHA TONIbKO 00LWenpuHATbie abbpesBuatypbl U rpaduyeckne cokpa-
LeHus.

Mpu ynoTpebneHnn B TekcTe haMununii AnL, UHULMasbl yKasbiBatoTCs nocae paMmuini.

B genoBbix (CnyebHbIX) MMCbMax MOryT UCMOJIb30BaTbCS:

* BCTYNuUTE/IbHOE O6paLLeHue:

YBaxaeMblil rocnogvH MNMpepcenartens!

YBaxaeMblii rocnoguH N'ybepHatop!

YBaxkaeMmblii rocnoavH MNpoxopos!

YBaxaemas rocnoxa 3axaposal

YBaxaeMblit Hukonai Metposuny!

YBaxaemas Onbra HukonaesHa!

YBaxaemble rocnogal

B o6pallieHnn No AO/MHKHOCTUM HaUMEHOBaHUE A0/HKHOCTU MULLETCS C MPOMUCHON BykBbl, B 06GpaLLeHnn no
amMuamm nHmumansl Nnua He ykasblBatoTCs.

- 3aK/1ounNTeNbHAsA 3TUKeTHas pasa:

CyBaxXeHueM....

5.19 OTMeTKa 0 NPUIOXKEHUU COLAEPXKUT CBEAEHNSA O AOKYMEHTe (LOKYMeHTax), npuiaraeMoM K OCHOB-
HOMY [OKYMEHTY (€ COMpOBOAMUTESIbHBLIX MUCbMAax, MNPETEeH3UsAX, akTax, crnpaBkax W Apyrux WHGOpPMaLMOH-
HO-CMPaBOYHbIX AOKYMEHTax) Wanm O TOM. YTO [AOKYMEHT ABNSAETCA MPUIOXKEHWEM K OCHOBHOMY [OKYMEHTY (B
OOKYMEHTax — TMPUMIOKEHUAX K pacnopaguTeNnibHbiM AOKYMEHTaM, MOJIOXKEHUAM, Mpasuiam, WUHCTPYKUUAM,
JoroBopawm, njaHam, otyeTam 1 gp. LOKyMeEHTamMm).

B conpoBoguTenbHbIX NUCbMax U OPYrUx MHGOPMAaLMOHHO-CNPaBOYHBLIX AOKYMEHTax OTMeTKa O Mpuio-
XEHUN 0hOpMIAETCA MO TEKCTOM OT rPaHuLbl IEBOrO NOASA CAEAYHLWMM 06pa3om:

- €CN NPUJIOXKEHMEe Ha3BaHO B TEKCTE:

MpunoxeHuwe: Ha 2 /1. B 1 3Ka.

* €C/M NPUSIOKEHNE HE Ha3BaHO B TEKCTE UM eCNv NMPUMIOXKEHUIA HECKOSIbKO, YKa3biBalOT HAa3BaHUA AOKY-
MEHTOB-MPUIOXEHWNIA. KONMYECTBO SINCTOB M IK3EMMNIAPOB KaXKAOr0 MPUNOXKEHUS.

MpunoxeHune:! NMonoxeHneobYnpasneHNMpermoHabHOrokpeanToBaHNsAHa51.B1 k3.

2. Cnpaska 0 KaZjpOBOM COCTaBe YnpaB/ieHN PerMoHasibHOro KpeAuToBaHUA Ha 2 1. B
1 k3.

- ecnv npunioxexve (NPUIOXKeHWS) COPOLLIOPOBAHBI:

MpunoxeHue:

otyeT 0 HAP B 2 3k3.

- €CNU [OKYMEHT, SBASALWMIACA NPUIOKEHNEM, UMEET MPUIOKEHNS C CaMOCTOATE/IbHON Hymepauuei
cTpaHuy;

MprnoxeHue:

nnucemo Pocapxmea oT 05.06.2015 Ne 02-6/172 v npunoxeHus K HeMmy, Bcero Ha 5 n.

- ecnnm  npunoxeHnem  aBNseTcA  060COGMEHHbI  3IEKTPOHHBLIA  HOcUTeNb  (KOMMNakT-AUCK.
usb-cthnew-HakonuTens 1 ap.):

MprnoxeHue:

CD B 1 3ka.

Mpy 3TOoM Ha BKNagbiwe (KOHBEPTE), B KOTOPbLIA MOMELLAeTCS HOCUTENb, YKa3blBAOTCS HaVMEHOBaHWS
[OKYMEHTOB, 3anncaHHbIX Ha HOCUTE b, MMeHa halinos.

8
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8 pacnopsiauTenbHbIX AOKyMeHTax (MOCTaHOBMEHMUSX, PELUeHUsiX, Mpukasax, pacnopsKeHusix), A0roBo-
pax. NofoXeHuax, npasunax, MHCTPYKUUAX U ApYrMX OOKYMEHTax oTMeTKa O NpuioxeHuu odhopmMmaseTcs crie-
Ayrowmm obpasom:

e B TEKCTe [AOKYMeHTa Mpu MEepBOM YNOMUHAHUN [OKYMEHTA-NMPUIOKEHNS B CKOOKax YykasblBaeTcs:
.. .(npunoxexve) nau... (NnpunoxeHne 1); nepes HOMEPOM MPUIOKEHUS AOMYCKAeTCs CTaBWUTb 3HaKHOMepA....
(npunoxeHne Ne2):

* Ha NepPBOM JSICTE AOKYMEHTA-NPUIOXEHNSA B NPaBOM BEPXHEM YINYy yKa3biBaeTCs:

MpunoxeHne Ne2
K npukasy AO «lMpodonsb»
oT 15.08.2015 N» 112.

CTpOoKM pekBM3uNTa BbIPaBHMBAKTCHA MO SIEBOMY Kpak UAWM LEHTPUPYHOTCA OTHOCMTENIbHO CaMOW OJ/IMHHOW
CTPOKM.

Ecnv npuioxeHnem K pacnopsauTenbHOMY AOKYMEHTY SIB/IIETCA HOPMAaTWBHbIA MPaBOBOl aKT WU UHOW
[OKYMEHT, YTBEepXJaeMblii AaHHbIM pacnopsauTesibHbIM [OKYMEHTOM, Ha MepBOM NNCTe MPUIOKEHUS Mpo-
CTaBNAETCSA OTMETKa O MPUNOXeHUn (6e3 CCbISIKM Ha PacnopsavTesibHbIi AOKYMEHT) W rpudd yTBEPXAEHMS, B
KOTOPOM YKa3blBalTCA [AaHHble pacnopsauTenbHOro [AOKYMEHTa, KOTOPbIM YTBEPXAEH [OKYMEHT-NPUIoxXe-
Hue.

npumep —
MpunoxeHue 1
YTBEPXXEHO

npukasom AO «podhnnb»
oT 18.0S.201SN9 67

5.20 pudh cornacoBaHns [OKYMeEHTa NPOCTaBASETCH Ha AOKYMEHTaX, COr/lacoOBaHHbIX opraHamu Bnac-
TW. opraHusaumsamu, OO/HKHOCTHbIMU fiMuamn. Fpudy cornacoBaHus B 3aBUCUMOCTU OT BuAa [OKYMEeHTa U OCco-
6eHHOCTEl ero 0hopM/IEHNS MOXET NPOCTaBATLCS:

* HanepBOM/IMCTEAOKYMEHTa(eCIMA0KYMEHTUMEETTUTYIbHLIAANCT, — Ha TUTY/IbHOM JSINCTE) B JIEBOM
BEPXHEM Yr/ly Ha YPOBHe rpuda yTBepXAeHNs U nog HauMeHoBaHMEM AOKYMEeHTa 6mke KHDKHEMY MOsH):

* Ha nocnegHeM fIMCTe JOKYMEHTA NOATEKCTOM:

* Ha N1cTe cornacoBaHus, ABAAIOLEMCH HEOTHEMIEMON YaCTblo AOKYMEHTa.

Mpndp cornacoaHus coctomT M3 cnosa COMTACOBAHO, fo/mkHOCTM Nuua, KOTOpPbIM COrflacoBaH [OKy-
MEHT (BKNHOYas HaMMEHOBaHWE OpraHv3auumn), ero cO6CTBEHHOPYYHOW MOAMUCU, MHULMAIOB, damuanun, Aathbl
corniacoBaHus.

npumep—
COI'NTACOBAHO
AupekTop BHNNOAL
(nognuck) N.0. damnnauns
JdaTa

Ecnn cornacoBaHne OCYLLECTB/ISIETCS KOJSIIErMasibHbIM OpPraHoM, B rpudpe COrnacoBaHUsi yKasblBarT
cBefleHus 06 opraHe, COr/lacoBaBLUEM [OKYMEHT, fJaTe W HoMmepe MNpoTokKosa, B KOTOPOM 3adhMKCMpOBaHO
pelleHneocornacoeaHn. Ecnm cornacoBaHie OCYLECTBASETCS MUCbMOM, YKasblBalT BUA AOKYMEHTa, opra-
HM3aLMI0 — aBTOpa [I0KYMEHTA, ATy U HOMepP nucbma.

Mpumepsb!

1 COINMACOBAHO

CoBeTOM ANPEKTOPOB

AO "Mpocpunb*

(npoTokonoT Nt )

2 COINACOBAHO
nMcbMom PocapxuvBa
oT Ns
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5.21 Bu3a cBMAETENLCTBYET O COMMIacmM UM HECOrNAcUM AOMKHOCTHOMO NnLa (PaboTHMKA) C coepxa-

HVYeM npoekTa [JOoKyMeHTa. Busoil ochopmMisieTcs BHYTPEHHEe corjlacoBaHue AOKYMEHTa, BM3a BK/OYaeT [O0/1-
XHOCTb /U@, BU3UPYIOLWEro AOKYMEHT, MNOAMMCb, pacwmcpoBky nognvcu (MHuumasibl, ddamunui) u paty
BM3UPOBaHMS.

npumep —

PykoBoanTENb IOPUANYECKOTO OTAeNe
Moanuce N.0. damunusa

JaTa

Mpy HANMYMK 3aMeYaHNii K IOKYMEHTY B3y 0DOPMASAIOT CriefytouM o6pa3om:

Mpumep —

3ameyaHus npunaratoTCcs.
PykoBoanTeNb IOPUANYECKOro 0T Aena
Mognuce N.0. damunus

JaTa

B opraHuzaumsx, NPYMEHSIOWNX CUCTEMbl 3/IEKTPOHHOIO [OKYMEHTO060p0Ta, CorjlacoBaHue MOXeT
NpoOBOANTLCA B 3/1EKTPOHHOI chopme, cornacHo FTOCT P MCO 15489-1.

B AOKyMeHTax, NOAMHHMKA KOTOPbIX XPaHATCA BOpraHu3aumy, BU3bl MPOCTABASAKT Ha Noc/fefHEM SMCTe
[OKyMeHTa nof nognucblo, Ha o6opoTe nocnefHero mcrta NoA/IMHHMKA [OKYMeHTa WM Ha IMcTe cornacosa-
HWS (BU3MPOBaHWSA), NpuUiaraeMoM K JOKYMEHTY.

B ncxogawmx JoKyMeHTax BM3bl NPOCTAB/IAIOTCA Ha SK3EMM/IAPax AOKYMEHTOB, NOMeLLAeMbIX B 4eN0.

lMoycMoTpeHMoopraHm3aum MoXeT MPUMEHATLCA MOMIMCTHOE BU3MPOBaHME AOKYMEHTa Hero npusioxe-
HUIA.

5.22 Mognvch BKNOYAET: HaMMeHOBaHWe [O/DKHOCTU nuua, NOANUCHIBAIOLWLEro AOKYMEHT, ero
COBCTBEHHOPYYHYIO NOA4NNCL, pacunpoBKy nognucun (MHuLmasbl, haMmunms).

Mpumep —
['eHepanbHbIA ApeKTop Moanucb 1N.0. damununsa

Ecnn gokyMeHT ochopmnieH He Ha 6GriaHke, B HaMMeHOBaHWE [AO/MKHOCTW BK/IOYAETCA HavMeHOBaHue
opraHu3auun. [lonyckaeTcsl LeHTPOBaTb HaMMEHOBaHWEe AO0/DKHOCTU Nuua, NOAMUCABLUEr0 AOKYMEHT, OTHOCU-
TeNbHO camoli ASIMHHON CTPOKW.

npuvep —
['eHepanbHbI ANPEKTOP
AO KlNpodunb» Mognucek 1.0. damunus

Mpy odpopmNeHnn AOKYMeEHTa Ha 61aHke AO/MKHOCTHOMO Anua AO0/MKHOCTb 3TOro Nuua B NoANMCK He yKa-
3blBaeTCA.

Mpumep— Moanuce n.0. damunua

Mpn nognucaHuy AOKYMEHTA HECKOSIbKAMW AO/HKHOCTHBIMM fiMLAMKM, 3aHMMAKOLWMMK pasHoe MNosoxe-
HUe. UX MoAMMCK pacnofiaraloTcsl ogHa nog [APYroil B Noc/fefoBaTeslbHOCTU, COOTBETCTBYHOLEH Mepapxuu
3aHVMaeMbIX [A0/MKHOCTENR.

npumep —
[AVpekTop MHCTUTYTAa Mognucb N.0. damunns
[naBHbI ByxranTep Mognuck N.0. damunnsg

Mpn nognucaHuy JOKYMEHTA HECKOMbKMMU SIMLAMU PaBHbLIX AO/HKHOCTEN UX MOANMCU pacrosiaraloTcsl Ha
0[IHOM YPOBHE.
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Mpumep—
3amecTuTENb AUPEKTOPE No (DMHAHCOBBLIM BOMpocam Mognuce N.0. damunusa
3amMecTVTeENb AUPEKTOPE MO agMUHUCTPATMBHLIM BONPOCOM oAanuck 1.0. damununa

6 AOKyMeHTaX, COCTaB/IEHHbIX Komuccueit, B noanncun ykasbiBaeTcd ctaTtycC imua B CoCtaBe KOMUCCUI.

Mpumep —

MpepcepaTens kKomuccumn Moanucb n.0. damunua

YneHbl komuccum Mognuceb n.0. damumnusa
Mognucb n.0. damunusa
Moanucb N.0. damunns

Mpn noanvucaHWM AOKYMeHTa JIMLOM, UCMOMHSIOWMM 06513aHHOCTU PYKOBOAMUTENS, NOANNCL OCDOPMASIET-
CSl C yKasaHMeM cTaTtyca A0/HKHOCTHOTO /UL B COOTBETCTBUM C NPUKA30M (PacropsikeHNEM).

npumep—
1.0. aeHepa/ibHOEOo AnpeKkTopa Moanuce N.0. damunns
nnu:
McnonHstowmii 06s3aHHOCTY

aeHepasibHOEO AnpeKTope Moanuce .0. damunmna

Mpu noanucaHnM JOKYMEHTa NMULOM, VMELMM NpaBo MoAMNMCK B C/lydae BPEMEHHOTO OTCYTCTBUSI PYKO-
BOAUTENS. MCMPAB/IEHUST B HAaMMEHOBaHWEe AO0/HKHOCTU U paclumdpoBKy hamMuium yxe MNoAroToB/IEHHOIO U
COr/flacoBaHHOroO MpoeKTa [OKyMeHTa BHOCATCS OT PYKM WAW C UCMOJSIb30BaHWEM COOTBETCTBYIOLIMX LUTAMMOB.
He monyckaeTcsi CTaBWTb KOCYl0 4epTy, HaAnmuchb «3a» nepej HauMeHOBaHWEM AO/HKHOCTM NuLa B MOAMUCH,
€CN [LOKYMEHT NoANMCbIBaeT MHOE AO0/MKHOCTHOE /L.

5.23 OTMeTKa 06 3/1eKTPOHHOW NOAMNMCY UCMONb3YEeTCs NPU BU3yasM3aunn 3/1EKTPOHHOTO AOKYMEH-
Ta.NnoAnNMCcaHHOro 3/1eKTPOHHOI NoAnuckio, ¢ cCob/IlAEHNEM CrieytoLLMX TpeboBaHNiA:

a) MEeCTO pasMelleHns OTMETKM 06 3/1EKTPOHHOI NoAnncK Ao/ KHbI COOTBETCTBOBATL MECTY
pa3meLLeHnsi CO6CTBEHHOPYYHO NoANNCY B aHa/IOTMYHOM AOKYMEHTE Ha GYMaXkKHOM HocuTene:

6) 3/11eMeHTbI OTMETKM 06 3/IEKTPOHHOM MOAMUCU AO/MKHbI ObITh BUAUMBIMU U YATAEMbIMU NPU
O0TOGPAXEHUN JOKYMEHTA B HaTypaslbHOM pa3mepe:

B) 3/1eMEHTbI OTMETKM 06 3/1eKTPOHHOI NOANUCK He AO/KHbI NepPeKpbIBaTbLCS UK Hakna-
[AblBaTbCs ApPYr Ha apyra:

r) a/1eMeHTbl OTMETKM 06 3/1EKTPOHHOI NOANUCK HE AO/DKHbI NEPeKpbIBaTb 31EMEHTLI TEKCTA
[IOKyMeHTa 1 Apyrve oTMeTKM 06 3/1eKTPOHHO nognucy (Npu Hanuunm).

OTmeTka 06 3MEKTPOHHOW noAnMMCKM B COOTBETCTBMM C 3aKOHOAATENbCTBOM Poccuiickoii depgepauunn
BK/tOUaeT dopasy «JOKyMEeHT noanvcaH 3/1EeKTPOHHOW MOAMNUCHIO», HOMep cepTudukaTa Kirya 3/1eKTPOHHONA
nognucu, chamunio, MMsl. OTYECTBO Bafenbla cepTudinkara, Cpok AeNCTBUS cepTudukata Kua 3/1eKTPOH-
HoW nmoanucu. OTMeTka 06 3/1EeKTPOHHOW MOAMMCUM MOXET BK/IYaTb M306paxkeHue repba, amb6iembl opraHa
B/lacTu (opraHusauuv), TOBapHOrO 3Haka (3Haka O0GCMYXMBAHWUS) OpraHu3auuMum B COOTBETCTBUM C AElCTBYH-

LM 3aKOHOAATE/IbCTBOM.

npLup-
Qupgoxkaerr MNOATMCAH
T JEKTPO*! O MOAMICBIO
HamvieHaBaH1B oyaT
B> KH.Huwonase
foraerocTv Cutdpmr 1*A1wONNT(HL
>UCF1 HUBINAHACTU<>HT
amenmrrark «BM22LL w m. «am ?
5.24 Meyvartb 3aBepseT NOA/IMHHOCTL NOANNCU SO/MKHOCTHOIO /iMLa Ha AOKYMEHTaXx, YA0CTOBEPSAOLLMX

npaBa /nL,. UKCUPYOWMX hakTbl, CBA3AHHbIE C (PUHAHCOBLIMW CPEACTBAMM, a TaKKe Ha WHbIX AOKYMEHTax,
npeaycMaTpuBaloLLMX 3aBepeHne MoAMuCK rMedyaTbld B COOTBETCTBMM C 3aKOHOAATENIbCTBOM Poccuiickol

depepaunn.
JokyMeHTbl 3aBepsloT nevyatbio opraHu3aumun. MeyaTb NpocTaBnseTcs, He 3axBaTbiBas COOCTBEHHOPYY-
HOIA nognucu nuua, NoANMCaBLLEr0 fOKYMEHT, UK B MecTe, 0603HaYeHHOM «MIM» («MecTo nevatuns).

n
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5.25 OrtmeTka 06 wucnonHutene BKIYaeT aMuInilo, UMAMOTYECTEOUCTONHUTENA.HOMeperoTenedo-
Ha. OTMeTka 06 MCNOSHWTENE MOXET AOMNOJHATLCA HauMEHOBAHUEM [OJ/DKHOCTM, CTPYKTYpPHOro nogpasgene-
HUS U 3M1EKTPOHHBLIM aApecoM UCNOMHUTENS.

OTmeTka 06 ucnonHuTene oopMaseTcs Ha /MLEBOI CTOPOHe NocnefHero NucTa AOKyMeHTa OT rpaHu-
Ubl 1EBOrO MOAS WAW. MpU OTCYTCTBUM MecTa, — Ha OOOpOTHOWN CTOpOHe BHW3Y cneBa. Hanpumep: 3abenuH
VMiBaH AHApeeBMY. KOHTPONbLHOE ynpaBrieHne, BeayLmii cneumanuct. +7(495) 924-45-67. Zabeiin@gov.ru

OTmeTka 06 ncnosHuTene MoXeT oQOPMIATLCA Kak HUKHUIA KOMOHTUTYN 1 neyararbes WpngToM MeEHb-
wero pasmepa.

5.26 OTmMeTKa 0 3aBepeHun Konuwm odopmnseTcs ANns NOATBEPXAEHUS COOTBETCTBUS KOMUM AOKYMeHTa
(BbINVICKM M3 JOKYMEHTA) MOAJIMHHMKY AOKyMeHTa. OTMeTKa O 3aBepeHuM KOMUU MPOCTaBNSETCS MOj, PEKBU3N-
TOM «JIOAMWCbI» W BK/OYAET: C/I0BO «BEPHO»; HAVMEHOBaHME AO/HKHOCTU Nuua, 3aBEepuBLUEr0 KOMWK: €ro

COBCTBEHHOPYYHYIO NOAMUCH; paclinMgpoBky nognucu (MHUUMansl, amMmuanio); aaty 3aBepeHus Konuu (Bbinuc-
K/ M300KYMEHTA).

Mpnmep —

BEPHO

VHcnekTop cnyx6bl Keapos MNoanucb n.0. damnnua
JaTa

Ecnn konvsa BblgaeTcs ANA NPeAcTaB/ieHNs B APYryt0 opraHvsauuio, 0TMEeTKao 3aBepeHun Konuu Aonos-
HAETCH Ha/IMCbI00 MECTE XpaHeHus [OKYMeHTa, CKOTOporo 6bina nsrotosneHa konus («MoasIMHHWUK OOKYMEH-
Ta HaxoauTcA B (HavMeHoBaHWe opraHusauun) B gene No... 3a ... Tof») 1 3aBepsieTcsa nevaTbio opraHm3aumm.

[na npoctaBneHns 0TMETKM O 3aBEPEHUN KOMUU MOXET MUCMOoJIb30BaTbCA LUTaMmn.

5.27 OTMeTKka O NOCTYNNeHUN OOKYMEHTa CNYXWUT AN NOATBEPXAEHUS hakTa NoCTyn/IeHNs OOKyMeHTa
B OpraHu3auuio u BK/OYaeT AaTy NOCTYN/IeHWUs U BXOAALMIA perncTpaumoHHbIi Homep AokymeHTa. Mpu Heob-
XOAMMOCTN OTMETKa O MOCTYMN/IEHUM MOXET LOMOJIHATLCA yKa3aHMeM BPEMEHM MOCTYN/IEHUA B yacax U MUHY-
Tax u cnocoba A0CTaBKU AOKYMEHTA).

OTMeTKa 0 NOCTYN/IEHNN [OKYMEHTA MOXET MPOCTaBNATLCA C NOMOLLBIO WTamna.

5.28 Pe3onouns cogepXnTt ykasaHue Mo UCMOSIHEHUO AOKyMeHTa. Pesonouusa odopmiseTca Ha CBO-
60HOM MecTe paboyero nons AOKyMeHTa, Ha 6n1aHke pe3osniioumMn UM BHOCUTCA HENnoCpeACTBEHHO B CUCTEMY
3/1eKTPOHHOr0 JOKyMeHTo060poTa.

Pe3onounsa BkAYaeT: hamuanio, MHULUAbI UCNOMHUTENSA (UCMONHUTENEeR), NopyyYeHne no [OKYMEHTY,
npv HEOBXOAUMOCTU — CPOK UCMNONIHEHUS, NOANUCH SMLA, BbIHECLLETO Pe30/Iuuio, 4aTy pe3ooumm.

npuvep —

damunua LN.0.

Mpowy nogaoToBUTb Npea/iokeHns k 10.11.2016.
Mognuce

JfaTa

5.29 OtmeTka O KOHTpO/se CcBUAETENLCTBYET O MOCTAHOBKE [OKYMEHTa Ha KOHTpPO/Nb, MpocTaB/f-
eTcs WTaMnoM «KOHTPOsIb» Ha BEPXHEM MNoJie AOKYMEHTA.

5.30 OtmeTka O HanpasfeHWW [OOKYMeHTa B [efi0 ornpefensder MecTO XpaHeHUs [AOKYMeHTa nocre
3aBeplueHns paboTbl C HUM U BKIKOYAET: c/noBa «B geno», MHAEKC Aena MNo HOMEHKNatype Aen, B KOTo-
poe nomellaeTcsl AOKYMEHTHa XpaHeHuwe, C ykasaHueM roga, [AO/DKHOCTM vua, OOopMMBLLETO OTMETKY,
nognucu, aatbl.

Mpumep —

B geno N9 01-18 3a 2016 a.

3ae. 0TAeN0M KoprnopaTWBHBLIX NPOEKTOB
Mognucek JaTa

OTmeTKa 0 HanpaB/1eHN OOKYMEHTa B Ae/10 MOXEeT AOMNOJ/IHATbCA KpaTKMMU CBEeAEHUAMU O XapaKkrepe
NCNOJTHEHNA NOKYMEHTa.

12
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6 bBnaHkn AOKyMeHTOB

6.1 [na m3rotoBnieHnss 61aHKOB AOKyMeHTOB, cornacHo FOCT P 7.0.8. ucnonb3yetcs bymara dpopma*
ToBA4(210 x 297Mm).A5(148 x 210 MM); AN M3rOTOB/IEHUST G1AHKOB Pe30sIoLmMii ucnonb3lyetcss bymara doop-
matoB A5 (148 x 210 mm). A6 (105 x 148).

Kaxxablil IMCT fOKYMeHTa, OhOpM/IEHHbIV Ha 61aHke unun 6e3 Hero, AO/HKEH UMETb NoMs He MeHee:

20 MM — neBoe:

10 mm —npaBoe;

20 MM —BepXHee;

20 MM — HWXHee.

[OKYyMeHTbI onTBbHbIX(CBbIWeE 10 NeT) CPOKOB XpaHeHWst LO/HKHbI UMETh SieBOe nosie He MeHee 30 MM.

6.2 OpraHuzaumm UCNoMb3yT 6naHKM OOKYMEHTOB, W3rOTOBJ/IEHHbIE HA OYyMaXHOM Hocutesie (6naHku
[OKYMEHTOB hefiepasibHbIX OpraHOB rocyfapCTBEHHOW BacTu € BOcnpou3BefeHvemM [ocyfapCTBEHHOro rep-
6a Poccuiickoii ®epepaunm M3roTaBAMBaKOTCA NOAUrpaUueckumy npeanpusiTusiM1, UMeELWUMN cepTudmka-
Tbl O HANMYMN TEXHUYECKMX U TEXHOMOTMYECKUX BO3MOXHOCTEN [/18 KaYeCTBEHHOr0 M3roTOBMEHUS YKa3aHHOro
BMAA MpoAyKUMM) W/WAW 3M1EKTPOHHbIE WabMnoHbl 61aHKoB. BnaHkm Ha OYyMaXHOM HOCMTENe U 3/1EKTPOHHbIE
WabnoHbl 61aHKOB AOMKHbI ObITb MAEHTWYHbLI MO COCTaBY PEKBU3MTOB, MOPSAKY WX PAaCrOfIOKEHUS, FapHUTY-
pam wpudTa.

BnaHkM OOKYMEHTOB Ha OyMaXKHOM HOCUTEsNie U 3NeKTPOHHble WwabsioHbl 6/1aHKOB U3roTaB/IMBaKOTCA Ha
OCHOBaHMM MaKeToB 6/1aHKOB, YTBEPXAAEeMbIX PYKOBOAUTEIEM OpraHu3aLnu.

BnaHkn 4OKyMEHTOB crefyeT n3rotaBnvmBartb Ha 6enoii 6ymare nam 6ymare CBET/IbIX TOHOB.

ONeKTPOoHHble LWabMoHbl 61aHKOB AOKYMEHTOB [O/DKHbl ObiTh 3alipilieHbl OT HeCaHKUMOHUPOBAHHbIX
N3MEHEHWIA.

6.3 bBnaHkn OOKYMEHTOB OCDOPMIAIOTCA B COOTBETCTBMM C lMpunoxeHnem 5. OpueHTUPOBOYHbIE TpaHu-
LUbl 30H pacrofiOXeHUs1 PeKBM3UTOB 0603HauYeHbl MyHKTUPOM. Kaxkaas 30Ha onpefensieTcs COBOKYMHOCTbHO
BXOALLMX B HEE PEKBU3NTOB.

6.4 B 3aBMCMMOCTWM OT PacrosioKeHUs PEeKBU3UTOB yCTaHaB/MBaEeTCA [Ba BapuaHTa 6/1aHKOB — Yrio-
BOW (pucyHOK B.1) 1 NpofonbHbI (PUCYHOK B.2).

6.5 PekBu3uTbl 01.02.03 pacnonaraioTca Ha BEPXHEM MoJjie AoKyMeHTa Hag peksu3utom 05 no cepeau-
He 30Hbl, 3aHATON 3TUM PEKBU3UTOM.

PekBun3nt 03 MOXeT pacrnosaratbCs cfiesa Ha ypoBHe peksusunTa 05.

PekBsusutbl 05.06.07.08,09.13. orpaHnyMTenibHbLIEOTMBTKN ANA peksu3nTos 10.11.12 B npepenax rpa-
HUL, 30H Pacno/IOXEeHWA PEKBU3NTOB pasMeLLalTcs O4HUM 13 cnocoboB:

- LLeHTPOBaHHbIM (Hauano U KOHeL, KaXA0A CTPOKM PEeKBM3UTOB PaBHO YAasieHbl OT rpaHuL, 30Hbl pacnoso-
XXEHUA PEKBU3NTOB);

- (hnaroBbiM (kaXKaasi CTpOKa PEeKBU3UTOB HaAYMHAETCA OT S1IEBOW rpaHuLLbl 30HbI PACMOIOKEHUS PEKBU3N-
TOB).

6.6 YcTaHaB/MBatoTCA cnegyroline Buabl 6/1aHKOB AOKYMEHTOB OpraHu3auum:

* 06LLWIT BNaHK;

* 611aHK NMcbma.

* 611aHK KOHPETHOrO BUAa AOKYMEHTA.

HopmaTtnBHbIMM MpPaBOBLIMW akTaMu OpraHM3auuy ycTaHaBAMBAKOTCA BUAblI NMPUMEHSEMbIX 6M1aHKOBU WX
pasHoBuAHOCTM (6naHK nucbMa CTPYKTYPHOro nogpasfesieHvsi, 6naHk nucbma [AOMKHOCTHOro nvua, 6naHk
npukasa, 6naHk pacnopshkeHus, 6naHk npoTokona u gp.).

O6pa3sLbl 6/1aHKOB AOKYMEHTOB NpuBeAeHbl B NpuioxeHun b.

6.7 OO6wWwnii 6naHK ncnonblyeTcs A8 U3rOTOBAEHUS NO6bIX BUAOB AOKYMEHTOB, KpOMe AenoBoro (cny-
XebHoro) nucbma.

OO6LWMiA 6NaHK B 3aBUCMMOCTM OT yYpeAnTesibHbIX AOKYMEHTOB OpraHu3aumnm 1 JIoKabHbIX HOPMAaTUBHbIX
akToB BKNovaeT peksn3nTbl 01 (02 nnmn 03). 05.06.07.13 1 orpaHnumnTENIbHbIE OTMETKM AN1A pekBu3utos 10.11.
16.17.

BnaHk nucbmMa B 3aBUCUMOCTU OT yupeguTeNbHbIX AOKYMEHTOB OpraHm3aumn v JI0KasibHbIX HOPMAaTUBHbIX
akToB BkovaeT pekmsnTbl 01 (02 unm 03), 05.08. orpaHnumTenbHble OTMETKM Ans peksmautos 10.11.12.15.
17. BnaHk nucbMa CTPYKTYPHOro nogpasfesnieHns AONoNHUTENIbHO BKAYaeT pekBusnt 06. 61aHk nucbma [osi-
YXXHOCTHOrO nivua — peksunsnTt 07.

BnaHk KOHKpeTHOro BMaa [OKYMEeHTa, Kpome nucbMa, B 3aBUCMMOCTWU OT yupeAuTeNlbHbIX [LOKYMEHTOB
opraHmMsaumm 1 NoKaslbHbIX HOPMaTMBHbLIX NPaBOBbIX akToOB BkAoYaeT peksu3nTbl 01 (02 nnm 03). 05.09.13 u,
npv HEO6XOAMMOCTHU, OrPaHNUYUTESIbHBbIE OTMETKN A1 FpaHuL, 30H pacnonoxeHuns peksmantos 10.11.16.17.
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BnaHK KOHKpeTHOro BuAa AOKYMeHTa CTPYKTYpPHOro nogpasfeneHvs A0onosHUTEeNbHO BKAoYaeT peksu3nt 06.
6naHK 0O/HKHOCTHOro Nnua — peksnusuT 07.

6.6 B opraHax B/acTu M opraHusauusax cyobektoB Poccuiickoin ®egepauunn, UCNOMb3YHOLWNX Hapsgy C
PYCCKMM S3bIKOM KaK roCyfapCTBEHHbIM A3bIKOM Poccuiickoli ®epepaunn rocygapcTBeHHblli A3bIK {rocyaap-
CTBEHHbIE A3blKM) pecny6nuk B cocTaBe Poccuiickoli defepaumm, UCNONb3yTCa 6NaHkn AOKYMEHTOB Ha pyc-
CKOM £i3blKE W TOoCyAapCTBEHHOM £i3blke (S13blkax) pecnybnvk B cocTaBe Poccuiickoli ®epepauun: yrioBble
(pekBu3nTbl 61aHka pacnonaratoTcs Ha OAHOM YPOBHE: Ha PYCCKOM fi3blke — C/iIeBa, Ha rocyapCTBEHHOM 3bl-
Ke (A3blkax) pecnybnvk B cocTaBe Poccuiickoii depepaunym — cnpaBa) WaM NPOAO/bHblE (BCE PEKBU3UTHI
6naHKa Ha PYyCCKOM Si3blke — CBEpPXY, HWKEe — BCE PEKBM3UTbI BGNaHka Ha rocyAapCTBEHHOM f3blke (A3blkax)
pecnybnvk B coctaBe Pocculickoii denepauun).

[nsa nepennuckMcMHOCTPaHHbIMWU KOPPECNOHAEHTaMU, UCMNOMb3YIOT 6/1aHKM Ha [ABYX fA3blkaX — PYCCKOM U
aHrnuiickom (Mpuaoxenune B.8) Wam MHOM MHOCTPaAHHOM SA3bIKE.
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MpunoxexHne A
(cnpaBoyHoe)

PacnonoxeHne pekBn3NTOB Ha TUTY/IbHOM JINCTE AOKYMEHTa

HavmeHoBaHne opraHusauunm

Mpuch cornacoBaHusi LOKyMeHTa Mpuch yTBEPXKAEHNS LOKYMEHTA

HavmeHoBaHVe BUAA OKyMEHTA
3arosioBoK K TEKCTY

Mpudh cornacoBaHnsi JOKyMeHTa

MecTo cocTaBneHus (M3gaHns) AOKYMEHTA — rof, U34aHus foKyMeHTa

PucyHok A. 1 — PacnonoxeHue pekB1M3nMTOB Ha TUTY/IbHOM SINCTe JOKYMeHTa
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Mpunoxexve b
(cnpaBouHoe)

Cxembl pacnosioXXeHnsa pekBU3NTOB AOKYMEHTOB

™ . . B
«a

28
01mnc3 14 <1

05 07 151B

01 »

1011
A 21»

1? 28

18

££

10

225TA
202128

25 58 27

X JUL J2.
210

PucyHok B.1 — PacnonoxeHve pekBU3UTOB 1 rpaHnLibl 30H Ha hopmate A4 yrnosoro 61aHka
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PucyHok 5.2 — PacnosioxeHue pekBU3UTOB U rpaHuLbl 30H Ha hopmate A4 NpoaosibHOro 6naHka
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MpunoxeHve B
(cnpaBoyHoe)

O6pasupbl 61aHKOB AOKYMEHTOB

Pocapxus

defepasnibHOe GIOMKETHOE YupexaeHue
«BCEPOCCUICKMI HayHHO-NCCNEeA0BaTENbCKUI MHCTUTYT
[IOKYMEHTOBEEHNSA 1 apXUBHOIO Aena»

(BHUMAAL)

N9
Mockse

PucyHok B.1 — O6pasel, 06uiero 6/1aHke opraHnsayum
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Pocapxvs

depepasibHOE GHIKETHOE YUpeXaeHVe
«Bcepoccuiicknii Hay4Ho-
nccnenoBaTenbCkuii MUHCTUTYT
[OKYMEHTOEEIBHUSI U apXMBHOro Aena*

(BHWNOAL)

MpodpcotozHas yn.. g. 82. Mocksa. 117393
Tenecpakc (49S) 718-78-74
e-mail:mai'@vnndad.ru; http://www.vnltdad.ru
OKMO 02842708; Or'PH 1027700380795:
WHH/KMMN 7708033140/771001001

Ne

Ha Ne oT

PucyHok B.2 — O6pasel, yrnoBoro 6/1aHka nucbMa opraHusasmn
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Pocapxus

PepepasibHOE BIOMKETHOE yUpexjeHue
«BCEPOCCUINCKNIA HAay4YHO-1CCNea0BaTe TIbCKUN UHCTUTYT
[OOKYMEHTOBeAEHNS U apxuBHOro genaH (8BHANOAL)

MpodpcotozHas yn.. g. 82. Mocksa. 117393
Ten./dpakc (495) 718-78-74; e-mail :meit@ vnlidad.ru; http://www.vnitd8d.ru
OKIMO 02842708; OrPH 1027700380795; NHH/KMM 7708033140/771001001

Ha Ne

oT

20

PucyHok B.3 — O6pasel, NpofonbHOro 6/1aHka nucbMa opraHusaunm


http://www.vnitd8d.ru

FOCT P 7.0.97—2016
Pocapxve

depepasibHoe BHOAKETHOE YUpexaeHue
«Bcepoccuiicknii Hay4yHO-Uccne[oBaTeIbCKNn UHCTUTYT
[OKYMEHTOBEIEHUSI U apXVMBHOTO Aena»
(BHUMNOAL)

OVWPEKTOP

Mpodpcotoznas yn.. g. 62. Mocksa. 117393
Ten ./dpakc (495) 718-78-74: e-meH:mail@v nitdad.ru; hUp7Avww.vnildad.ru
OKIMO 02842708. OF'PH 1027700380765: MHH/KMM 7708033140/771001001

He N8

PucyHok B.4 — O6pe3aii NnpoAo/bHOro 6/1aHka nucbMa AO/MKHOCTHOTO /inya
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Pocapxus

depepasibHOe BIOAKETHOE YUpexXaeHue
«BCEPOCCUINCKNIA HAay4YHO-1CCNea0BaTe TIbCKUN UHCTUTYT
[OKYMEeHTOoaejleHUs1 U apX1BHOTO Aenax
(BHUNOAL)

OTPAC/IEBOW LIEHTP MOBBIWEHWA KBANNDUKALINN

Mpodpcotoznas yn.. g. 82. Mocksa. 117393
Ten./cpakc (495) 718-76-74; e-mall:mail@vnildad.ru: http://www.vniKlad.ru
Ten./cpakc (495) 718-79-38; e-malhocpk&vnudad.ru
OKHO 02642708: O'PH 1027700380795; NHH/KMM 7708033140/771001001

N>

Ha N» oT

PucyHok B.5 —O6pasel, NpoAo/ibHOro 6/1aHka NnucbMa CTPYKTYPHOrO noapasaeneHus
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Pocapxve

depepanbHoe GIOMKETHOE yUpexaeHne
«Bcepoccuiickuii Hay4HO-UccnefoBaTeNbCKUiA UHCTUTYT
[IOKYMEHTOBE/EHNS U apXUBHOTO Aefa»
(BHUMIAL)

MPUVKAS

MockBa

PucyHok B.6 — O6paseL, 6/1aHKa KOHKPETHOro BMAa AOKYMeHTa opraHusaLmm
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Pocapxus

depepasibHOe BI0XETHOE YUpexaeHue
«BCEPOCCUINCKNIA HAay4YHO-1CCNea0BaTe TIbCKUN UHCTUTYT

[IOKYyMEHToaeJleH!s U apXUBHOTO Aena»
(BHUMIAL)

OVNPEKTOP

PACMNOPAXXEHUNE

Ha
Mockee

PucyHok B.7 — O6pa3el, 6n1aHKa KOHKPETHOIO BrAa AOKYMEHTa A0/KHOCTHOrO nua
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Pocapxne

depepasibHoe BHOAKETHOE YUpexaeHue
«Bcepoccuiicknii Hay4yHoO-UccnegoBaTe/IbCKUn UHCTUTYT
[OKYMEHTOBEIEHUSI U apXMBHOTO Aena»
(BHUMOAL)

Mpodpcotoznas yn.. g. 62. Mocksa. 117393
Ten./cbakc (495) 716-78-74; e-mail;maH@v nndad.ru; http://tvww.vnlidad.ru
OKIMO 02842708: OI'PH 1027700380795: NHH/KNM 7708033140/77100H001

Rosarchrv
The Federal Budget Institution
«The All-Russian Scientific and Research institute for Archives and Records Management»
(VNIIDAO)

Profsoyuznaya ul.. 62. Moscow. 117393
Tel/Fax (495) 718-78-74: e-mail:mall@vniidad.ru; http://www.vniided.ru

Ns

Ha Ns oT

PucyHok B.8 — O6paseL, Npo/onbHOro 61aHka NcbMa opraHm3auyn Ha AByX si3blkax
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KnioueBble C€/loBa:  OpraHuM3auVOHHO-pacnopaanTeNbHas [JOKYMEHTauusi, OodopM/IeHUe AO0KYMEHTa, GaHK

[IOKyMEeHTa, PEKBU3UT AOKYMEHTa
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