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CKUW MHCTUTYT JIOKYMEHTOBEZIEHUS U apxuBHOro aena» (BHUUOA ) deaepanbHOro0 apxXMBHOTO areHTCTBa

2 BHECEH TexHuueckum komuTeToMm no cranaaptusauun TK 191 «HayuHo-TexHu4eckas nicgopmauyus,
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3 YTBEPXXEH U BBEJIEH B IEUCTBWE Mpukazom deaepansHOro areHTcTBa No TEXHUYECKOMY pe-
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4 B HacTosiLiem cTaHaapTe peanu3oBaHbl HOPMbI heaepanbHbiX 3aKOHOB OT 27 utona 2006 r. Ne 149-¢3
«O6 uHdopMaLmMK, MHGOPMALIMOHHBIX TEXHOMOMMAX U O 3awmTe MHdopMauuuy», ot 22 okTadpsa 2004 r.
Ne 125-d3 «O6 apxusHom gene B Poccuiickon deaepauun»

5 BSAMEH IOCT P 6.30—2003

6 N3OAHUE (uonb 2018 r.) ¢ Usmenennem Ne 1, yTeepxaeHHbIM B mae 2018 r. (MYC 7—2018)°

[Mpaesuna npuMeHeHuUss Hacmoswez0 cmaH0apma ycmaHoeneHbl 8 cmambe 26 ®edeparibHO20 3aKOHa
om 29 urwoHs 2015 2. Ne 162-03 «O cmandapmu3sayuu e Poccutickoli ®edepayuu». NHgopmauyuss 06 u3-
MEHEeHUSX K HacmosawemMy cmaHdapmy nybnukyemcs e exe200HOM (No cocmosaHulo Ha 1 sHeapss meKyuie20
200a) uHhopmayUOHHOM yKasamene «HayuoHarnbHbie cmaH0apmbl», @ oghuyuanbHbili mekem usmeHeHul u
nonpasoK — 6 eXXeMeCcsa4YHOM UHGOPMaULUOHHOM yKasamerne «HauyuoHanbHbie cmaHdapmbiy». B criyqae nepe-
cMompa (3ameHbl) unu ommeHbl Hacmosawezo cmaHdapma coomeemcemeyiowee ysedomneHue 6ydem ony-
b6nuxosaHo 8 brnuxaliuem 8billyCKe EXeMECAYHO20 UHGhOPMAUUOHHO20 yKazamerssa «HauyuoHanbHble cmaH-
Oapmbi». Coomeemcmaeyiouas uHgopmayus, yeeOomMreHue U meKcms! pasmewaromces 6 uHghopMayUoOHHOU
cucmeme 0bwieeo nonb3oeaHus — Ha ogpuyuanbHoM catime ®edepanbHo20 azeHMCMea o MexXHUYeCKOMy
peaynuposaHuio U Memposioauu 8 cemu VinmepHem (www.gost.ru)

© CraHpaptundopm, opopmnenue, 2018

HacTosiumi ctaHaapt He MOXET GbiTh MOMHOCTHIO UMW YACTUYHO BOCMPOU3BEAEH, TUPAXKMPOBAH U pac-
NPOCTPAHEH B KAYECTBE 0hULMANBHOIO U3naHusa Ges paspeLuenusi deaepanbHOro areHTCTBa Mo TEXHUYECKO-
MY PEerynupoBaHu1I0 U METPOSIOruHx

" HacTosilLiee W3 aHne 3aMeHseT Bce NpeabiayLiMe U3faHns faHHOMo cTaHgapTa.
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HAUUWOHANBbHBIN CTAHOAPT POCCUUNCKOW OEAEPALUMU

Cucrema CTaHAApTOB MO MHgopMaumn, GUGNNOTEYHOMY U U3JaTENbCKOMY Aeny
OPIrAHU3ALMOHHO-PACNOPAONTENBbHAA OOKYMEHTALIUA

TpeboBaHus kK 0POPMNEHUIO AOKYMEHTOB

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

Aara BBeaeHus — 2018—07—01

1 O6bnacTb NnpuMmeHeHust

Hacrosawmii ctranaapt pacnpoCTPaHAETCA Ha OpraHM3aLUOHHO-PaCcNopAAUTENbHbIE AOKYMEHTbI: yCTa-
Bbl, NMOMOXEHUS!, NPaBWNA, UHCTPYKLIUKN, PEFMAMEHTbI, NOCTAHOBINEHUA, PACNOPSHKEHUA, NPUKA3bl, PELLUEHUS,
NpPOTOKOMbI, JOrOBOPLI, aKThl, MMCbMAa, CNPaBKM U Ap. (Qanee — AOKYMEHTHI), B TOM YUCHE BKMIOYEHHbIE B
OK 011-93 «ObLepoccuinckuit knaccudukarop ynpasneHyeckon aokymeHtauun» (OKYL), knacc 0200000.

Hacrosiumii ctaHgapT onpeaensieT cocraB PeKBU3UTOB /I0KYMEHTOB, NpaBuna ux oopMnexuns, B Tom
yucne ¢ NpPUMeHeHneM UHPOPMALIMOHHBIX TEXHOIOIUIA; BUAbI ONaHKOB, COCTaB PEKBU3UTOB ONAHKOB, CXEMbI
pacnono)eHusi PEKBU3UTOB Ha JJOKyMeHTe; obpasupbl 6naHKoB; npaBuna co3gaHus 4OKyMEHTOB. MonoxeHus
HacTosLLEero craHaapTa pacnpoCTPaHSIIOTCA Ha AOKYMEHTbI Ha DyMaXKHOM U 3NEKTPOHHOM HOCUTENSX.

2 HopMaTtuBHbI€ CCbINKN

B HacTosiLeM CTaHgapTe MCMONb30BaHbl HOPMATUBHLIE CCbINIKW HA CReayloLmue CTaHaapTbl:

FOCT P 7.0.8 Cucrema craHgapToB no uHgopmMauum, 6ubnuotedHomy u usaarenckomy aeny. fleno-
Npou3BOACTBO U apXMBHOE Aeno. TEpMUHbI M ONpeseneHus

FOCT P NCO 15489-1 Cuctema ctaHaapTtoB no nHdopmauuu, GubnnoTe4yHoOMy U usaatensckomy aeny.
YnpaeneHue gokymeHtamu. O6wme TpeboBaHus

MpumMeyvaHue —Npu NoNb3OBaHUN HACTOALLMM CTAaHAAPTOM LienecoobpasHo NpoBepUTb AeACTBUE CCbINMOYHBIX
CTaHAapToB B MHPOPMaLMOHHOI cucTeMe obLLero nonb3oBaHWs — Ha oduumansHoM caiiTe PegepanbHOro areHTcTsa no
TEXHUYECKOMY PEeryriMpoBaHunio U METPONOrku B C€TU VIHTEPHET UK No eXerofHoMy MHPOpMaLMOHHOMY yKasaTento «Ha-
LiMoHarnbHble CTaHgapThl», KOTOpLI ony6rnukoBaH Mo COCTOSIHUIO Ha 1 iHBaps TeKyLLEero roga, 1 no BeiMyckaM exeMecsy-
HOro MHOPMaLIMOHHOrO YkasaTens «HalWoHanbHble cTangapThl» 3a TeKyLW Ui rog. Ecnv 3aMeHeH cebinodHbIid cTaHgapT,
Ha KOTOpbIA AaHa HefaTUpOBaHHas CCbINKa, TO PEKOMEHAYETCA UCTMOMb30BaTh AEACTBYIOLLYIO BEPCUIO 3TOrO CTaHaapTa
C YY4ETOM BCEX BHECEHHbIX B aHHYI0 BEPCUIO UBMEHEHNI. Ecniu 3aMeHeH CCbINOYHbIA CTaHAapT, Ha KOTophIl faHa AaTu-
poBaHHas CChINKa, To PeKOMeHAYETCS UCMOMb30BaTL BEPCUIO 3TOM0 CTaHAapTa C YKadaHHbIM BbILLE rofoM yTBEPXAEHUS
(NpuHATKMSA). Ecnu nocne yTBepXKAEeHUS HACTOALLEro cTaHapTa B CCbINOMHbIA CTaHAapT, Ha KOTOpbLI AaHa AaTMpoBaHHas
CChbIfIKa, BHECEHO U3MEHEHWe, 3aTparnearoLLee NonoXeHue, Ha KOTOPoe AaHa CChbinKa, TO 3TO MONOXeHe peKoMeHAyeTcs
npUMeHsTb Be3 y4eTa faHHOro U3MeHeHUs. Ecnu cebinoyHblii cTaHhapT OTMeHeH 6e3 3aMeHbl, TO NMOMOXEHNE, B KOTOPOM
JaHa cchblflka Ha Hero, peKoMeHAYeTCs MPUMEHSTL B YacTu, He 3aTparnsatoLled 3Ty CebinKy

3 O6bwume TpeboBaHUSA K CO3AAHUIO AOKYMEHTOB

3.1 [JoKyMeHTbl MOTyT cOo3aaBaTbCA Ha ByMa)kHOM HOCUTENE M B SMEKTPOHHON dhopmMe ¢ cobniogeHnem
YCTaHOBMNEHHBIX NPaBu 0POPMNEHNsT JOKYMEHTOB.

M3paHue ocuumnansHoe
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3.2 MNpu co3paHumn OOKYMEHTA Ha ABYX M Gonee cTpaHuuax BTOPYIO U nocneayloLwme cTpaHuLbl Hyme-
pyloT.

Homepa cTpaHuL NpOCTaBnsAOTCA NOCEPEAUHE BEPXHErO NONSA AOKYMEHTa Ha pacCTOSHWM HE MeHee
10 MM OT BEpXHEro Kpasi nucra.

Honyckaercsi co3gaHne AOKYMEHTOB Ha NMULUEBON M 0BOPOTHON CTOpOHax nucta. MNpu ABYCTOPOHHEM
C03A4aHMKU AOKYMEHTOB LUMPWHA NEBOTO NONS Ha NULEBON CTOPOHE NMUCTA W NPAaBOro Nonsi Ha 060POTHOW CTO-
pOHEe NUCTa AOMKHBI BbITe PaBHbI.

3.3 ins cosgaHnsA JOKYMEHTOB HEOOX0AMMO UCMOSb30BaTh CBOOOAHO pacnpocTpaHseMble GecnnaTHble
LPUTBI.

[ns ocbopMmreHnss AOKYMEHTOB PEKOMEHAYETCA UCMONb30BaTh pasMepsbl wpndtos Ne 12, 13, 14.

Mpu cocrasneHnu Tabnuy 4ONYyCKaeTcsa MCMONb30BaTh LPUAThI MEHBLUMX Pa3MEpPOB.

(UsmeHeHHana pegakuusa, U3m. Ne 1).

3.4 AG3alHblit OTCTYN TEKCTa AokymeHTa — 1,25 cm.

3aronoBku pasgenos U NOApPa3AenoB NevarTalTea ¢ ab3auHbiM OTCTYNOM MU LEHTPUPYIOTCA MO LUMPK-
He TekcTa.

MHOrocTpoUHbIe PeKBU3UTLI NeYaTalTca Yepes 0AUH MEXCTPOYHbIA UHTEpBAan, COCTaBHbLIE YacTU pekK-
BW3UTOB OTAENAIOTCA AONOMHUTENbHBIM UHTEPBANOM.

TekCT 4OKYMEHTa nevaraetcs yepe3 1—1,5 MEXCTPOUHbIX MHTEpBana.

Ecnu AOKYMEHT roToBMTCA ANg U34aHUs C yMEHbLUEHWEM macwTaba, TEKCT nevyaraeTcs yepes ABa UH-
Tepsana.

WuTtepBan mexay GykBamu B CrioBax — OBObIYHbINA.

WHTepBan mexay cnoBamum — 0AuH npoben.

3.5 TekCT AOKYMEHTa BblPaBHMBAETCH MO LUMPUHE nucta (No rpaHuuam neBoro U npasoro nonen Ao-
KYMEHTa).

[nuHa camoli ANMHHON CTPOKWM PEKBU3UTA NPW YINOBOM PACMONOXEHUN PEKBU3NTOB He Gonee 7,5 cm.

OnuHa camoin ANMHHOW CTPOKW PEKBU3UTa MpWU NMpPOAONLHOM PacnonoXeHWW PeKBU3UTOB He Gonee
12 cm.

3.6 HopmaTtuBHbLIMK akTaMu opraHu3auumn MOXeT ObITb NPEAYCMOTPEHO BblAENEeHUe PeKBU3UTOB «agpe-
caTy, «3arofnoBOK K TEKCTY» UMW KMOANUCHY, & TaKXke OTAENbHbIX (hparMeHToB TEKCTA NONY>KUPHBIM LUPUTOM.

3.7 HopmatuBHbIe akTbl OpraHnM3auni, a Takke UHbIE€ MHOTOCTPaHUYHbIE AOKYMEHTbI MOTyT OChOpPMASITb-
€A C TUTYMNbHBLIM NIMCTOM. TUTYNbHBIA NUCT JOKYMEHTA 0hOPMIISIETCA B COOTBETCTBUM C MPUITOXKEHUEM A.

4 PeKBU3UTbI JOKYMEHTa

Mpu noaroToBke M 0POPMNEHUU AOKYMEHTOB UCNOMNb3YIOT PEKBU3UTI, ONpeAeneHusi KOTOPbIX Npuseae-
Hbl B TOCT P 7.0.8.

01 — rep6 (FocypapcrteeHHbil rep6 Poccuiickoinn ®eaepaumu, repd cybbekra Poccuiickoit degepauum,
rep6 (repanbAUYECKUin 3HaK) MyHULIMNANbLHOrO 06pasoBaHus);

02 — aMbniema;

03 — ToBapHbI 3HaK (3HaK 0OCNYXMBaHUSA);

04 — kog )OpMbl AOKYMEHTA;

05 — HanmeHOBaHUe opraHu3auun — asTopa 4OKYMEHTA;

06 — HaumeHOBaHue CTPYKTYPHOIO NoApasaeneHusi — aBTopa A40KyMEHTa;

07 — HanmeHOoBaHWe JOIDKHOCTU NULLA — aBTOpa AOKYMEHTA;

08 — cnpapoyHble AaHHbIE 00 opraHm3auuum;

09 — HanmeHOBaHWe BuAA AOKYMEHTA;

10 — para QoKyMmeHTa;

11 — perncTpaunuoHHbINi HOMEp AOKYMEHTA;

12 — cCbinka Ha PerucTPaLMOHHbI HOMEDP U A4aTy NOCTYNUBLLETO AOKYMEHTA;

13 — MecTO0 cocTaBneHunst (U3gaHusl) JOKYMEHTa;

14 — rpud orpaHM4eHUn JOCTyna K JOKYMEHTY;

15 — appecar;

16 — rpud yTBEPXKAESHUA OKYMEHTA;

17 — 3aronoBOK K TEKCTY;

18 — TEKCT AOKYMEHTa;

19 — OTMETKA O NPUNOXKEHUU;
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20 — rpud cornacoBaHus JOKYMEHTA;

21 — BU3a;

22 — noaAnuce;

23 — oTMeTKa 00 3neKTPOHHOW NoAMNUCH;
24 — nevar;

25 — oTmeTka 00 ucnonHuTene;

26 — OTMETKa O 3aBEepPEHUN KOMNuu;

27 — OoTMEeTKa 0 NOCTYNSEeHUN AOKYMEHTA;
28 — pesonouus;

29 — OTMETKa O KOHTpPOne;

30 — oTmMeTKa 0 HanpaBneHUU AOKYMEHTA B AENO.

5 OdhopmneHne peKBU3UTOB AOKYMEHTOB

5.1 lep6 (FlocyaapcteeHHbin repd Poccunckon depepaumnn, repd cydvekta Poccuiickon deaepauun,
repb (repanbAuU4ecKuii 3HaK) MyHMLUMNanLHOro obpasoBaHusl) BOCNPOU3BOAUTCA HA BnaHkax AOKYMEHTOB B
cooTBeTCTBUM ¢ PeaepanbHbiM KOHCTUTYLIMOHHBLIM 3aKOHOM OT 25 aekabpsi 2000 r. Ne 2-®K3 «O locyaap-
CTBEHHOM repbe Poccuiickoin deaepaummy, 3aKkOHOAATENbHLIMUA U UHBIMW HOPMAaTUBHBLIMU NPABOBLIMKU aKTa-
MK cyOwekToB Poccuiickoin deagepauum 1 HOPMaTUBHBLIMU aKTaMKU OPraHOB MECTHOTO CaMOYyNpaBneHus.

M3obpaxeHue repba (FocyaapcTeeHHoro repba Poccuiickoit deaepauum, repba cybbvekta Poccuiickom
depnepaunn, repba (repanbAnHEcKoro 3Haka) MyHMUMNANbLHOrO 00pa3oBaHMS) NOMELLAETCA nocepeauHe
BepxHero nonsA 6naHka JOKYMEHTa Haj PeKBM3UTaMM OpraHusauum — aBTopa AOKYMEHTa Ha pPacCTOsHUM
10 MM OT BEPXHEro Kpas nucra.

5.2 Ombnema opraHusauuu, paspaboraHHasa U yTBePKAEHHas B YCTAHOBNEHHOM Nopsake, pasmeLlaer-
CA B COOTBETCTBUM C HOPMAaTMBHLIMU MPABOBLIMA aKTaMM Ha OraHkax: JOKYMEHTOB dpeAepanbHbiX OpraHos
rocyaapcTBEHHOW BMacTu (3a UCKMIOYEHMEM Chy4vaes, NpeaycMarpuBaloLLux UCNONb30BaHWe U3o6paxeHus
locyaapcreeHHoro repba Poccuiickoin egepaumm), TepputopuanbHbiX OPraHoB deaepanbHbiX OpraHoB ro-
CYapCTBEHHOI BNACTU, rOCYAapCTBEHHbIX U HEFOCYAapCTBEHHbIX OpraHu3auumii. U3obpaxkeHue ambnembl no-
MELLAETCA NOCEPEANHE BEPXHETO Monsa OrnaHka AOKYMEHTa Haj peKkBu3uTaMu opraHu3auum — asTopa J0Ky-
MeHTa Ha paccTositHuKu 10 MM OT BEPXHEro Kpas nucra.

5.3 ToBapHbIii 3HaK (3HaK 06CNyXXMBaHUS), 3apPErMCTPUPOBAHHLIN B YCTAHOBMEHHOM 3aKOHOAATENLCTBOM
nopsiake, BOCNPOU3BOAMTCA Ha BrnaHkax opraHu3aumii B COOTBETCTBUMU C YCTaBOM (NONOXEHUEM 00 opraHusa-
uum). N3oBbpakeHne TOBApHOIo 3HaKa (3Haka 06Cny>KMBaHUS) NOMELLAETCA nocepeanHe BEpxHero nons énax-
Ka JOKYMEHTa Haj PeKBU3UTaMW OpraHu3auum — aBTopa JOKYMEHTA UMW CNEBa HA YPOBHE HAUMEHOBAaHUSA
opraHusauum — aBTopa AOKYMEHTa ([0NycKkaeTCsi 3aXBaTbiBaTb YaCTb NIEBOTO NOSS).

Hapsay ¢ ToBapHbIM 3HaKoM (3HakoM ob6cnyxuBaHus)) Ha BnaHkax AOKYMEHTOB MOXET yKa3blBaTbCs
KOMMep4yeckoe 0603Ha4YEHNE IOPUANYECKOTO NMLA.

5.4 Kog thopMbl AOKYMEHTA NPOCTABNAETCH HA YHUDULMPOBAHHBIX POPMaxX JOKYMEHTOB B COOTBETCTBUN
¢ OBLLepoCcCHiickuM KnaccuukaTopom ynpaesneHyeckon gokymeHtaummn (OKY) unu nokanbHeiM knaccudu-
KaTopoM, pacrosiaraeTcs B NpaBoM BEpXHEM yrny paboyero nons AOKYMEHTa, COCTOUT U3 crnoe «dopma nox»
(HaumeHoBaHMe knaccudukaTopa) u UupoBoro koaa.

lpumep

dopma no OKY[ 0211151

5.5 HaumeHoBaHWe opraHusauum — aBTopa AOKyMeHTa Ha GnaHke AOKYMEHTa AOSKHO COOTBETCTBO-
BaTb HAUMEHOBAHWIO OPUANYECKOTO NULA, 3aKPENIEHHOMY B €ro yYpeanTesbHbIX JOKYMEHTaX (YyCTaBe unu
nonoxeHuwu). NMoa HauMeHoBaHWEM OpraHu3auum B ckobkax ykasbiBaeTcsl COKpaLleHHoe HauMeHoBaHue opra-
HM3aUMm, ECIIM OHO NPEAYCMOTPEHO YCTABOM (MOSTOKEHNEM).

Hapa HaumeHOBaHMEM OpraHM3aLUum — asTopa AOKYMEeHTa YKa3blBaEeTCA MOMHOE WU COKPaLLEeHHOE Hau-
MEHOBAaHWE BbILLECTOSALLEN OpraHusauun (Npu ee Hanuuuu).

5.6 HaumeHoBaHue CTPYKTYPHOrO noapasaeneHuss — aBropa AoKyMeHTa (B TOM vyucne dpunuana, otae-
NEeHusl, NPeACTaBUTENLCTBA, KONNErnanbHoro, CoBeLLaTenLHOro UM MHOro OpraHa) Ucnonb3yercs B 6naHkax
nMcem u BriaHkax KOHKPETHbIX BUAOB AOKYMEHTOB COOTBETCTBYIOLLMX NOApPa3aeneHuin (OpraHoB) B COOTBET-
CTBUU C NOKAaNbHbIMW HOPMATUBHLIMU aKTaMM U YKa3blBAETCS NoJ HAMMEHOBAHUEM OpraHusaLuu.
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5.7 HaumeHoBaHue AOMKHOCTU NuUa — aBTOpa AOKYMEHTa MCMOMb3yeTcs B GraHkax AOMMKHOCTHBIX
nuy U pacnonaraeTca noj HauMeHoOBaHWEM OpraHu3auuMn Unu HamnmeHosaHwem TeppuTopun (kpas, obnactu,
aBTOHOMHOI obnacTu u ap.), eCnu AOKYMEHT U3gaeT PyKOBOAMTEMb OpraHa Bnactu cybbekta Poccuiickon
degepauumn, myHuumnansHoro o6pasosaHus. HaumeHoBaHWe AOMKHOCTY NULA — aBTOpPa AOKYMEHTa yKasbl-
BaeTcsd B COOTBETCTBUM C HAUMEHOBaHneMm, npueegeHHbIM B pacnopaguternbHOM AOKYMEHTE O Ha3Ha4YeHuUu
Ha JOIMKHOCTb.

5.8 CnpaBoYHble AaHHbIe 06 OpraHu3auun ykasbiBalOTCsA B GriaHKax MMcem U BKIOYAOT: NOYTOBLIN aapec
opraHusauum (4ONONHUTENBHO MOXET YKa3biBaTbCA aApec MECTa HaXOXAEHUS IPUANYECKOro nuua, ecnu oH
He coBnagaeT C NOYMTOBLIM aapecom); HoMep TenedoHa, dakca, agpec INEeKTPOHHON NOYTbl, CETEBOI agpec.

B cocTtaB cnpaBoYHbIX AaHHbIX, 3@ UCKIIO4eHWEM BnaHKOB JOKYMEHTOB OPraHOB roCyAapCTBEHHON BNna-
CTH, OPraHoOB MECTHOIO CaMOyrpaBfeHus, BKNIOYAlOTCS: Kog opraHu3auumu no OBbLlepoccuinckomy knaccudu-
kaTopy npeanpuaTun n opratusaumnii (OKMO), 0CHOBHOM rocy4apCTBEHHbIN PErMCTPaLMOHHbLIA HOMED OpraHu-
3aummn (OIrPH) n nageHTUUKaLUMOHHbIA HOMEP HanoronnaTenbLMKa/koa NPUYMHLI NOCTAHOBKW HA HarOroBbIN
yyet (MHH/KMM).

5.9 HaumeHoBaHWe BMAA OOKYMEHTA YyKa3blBAETCS Ha BCEX JOKYMEHTaXx, 3a WUCKIMOYEHUEM [ENOBbIX
(cnyxeBHbIx) nucem, pacnonaraeTca noj pPekBu3uTaMmu asTopa AOKYMEHTa (HAaMMEHOBAHUEM OpraHu3auuu,
HauMeHOBaHMEM CTPYKTYPHOIo noapasaeneHuns, HaMMeHoBaHUEM JOSMKHOCTH) (CM. puCyHok B.6).

5.10 Jata AOKyMeHTa COOTBETCTBYET AaTe NOANUCAHUA (YTBEPXKAEHUSA) AOKYMEHTA Unu garte cobbitus,
3apUKCMPOBAHHOIO B JOKYMEHTE. [JOKYMEHTbI, M3AaHHbIE ABYMA Unu Bonee opraHn3auuamu, JOMmMKHbI UMETb
oaHy (eauHylo) aarty.

[arta gokymMeHTa 3anncbiBaeTCsA B NOCNEA0BATENBHOCTU — AE€Hb MecALa, MeCsL, ro4 — OLHUM U3 ABYX
CnocoboB:

apabckumu uudppamu, pasgeneHHbimu Toukoin: 05.06.2016;

CMOBECHO-LUPOBLIM CNOcoBoM, Hanpumep: 5 uoHa 2016 r.

5.11 PerncrpaLmoHHbIii HOMEpP AOKYMEeHTa — LMppoBoii unu BykBeHHO-LUMPOBOIA MAEHTUdMKATOP A0-
KYMEHTa, COCTOSILLMI U3 NOPAAKOBOrO HOMEpa AOKYMEHTA, KOTOPbIiA, MO YCMOTPEHUIO OpraHu3aLuu, MOXeT J0-
NONHATLCA UMAPOBLIMU MU BYKBEHHBIMW KOAAaMM (MHAEKCaMU) B COOTBETCTBUM C UCMONb3yeMbIMU Knaccudm-
kaTopamu (MHAEKCOM Aerna no HOMeHKnaType aern, KOgoM KOppecrnoHAeHTa, KOAOM AOMKHOCTHOIO Nuua u ap.).

Ha gokymeHTe, CoCTaBNeHHOM COBMECTHO ABYMs U Bonee opraHusaumsamMu, NpocTaBNAlTCA perncrpa-
LMOHHbIE HOMEPAa AOKYMEHTA, NPUCBOEHHbIE KAX/I01 N3 opraHnsauuin. PeructpaymoHHbie Homepa oTaAensioT-
€A Apyr OT Apyra KOCO YepTOi U NPOCTaBNSOTCSA B NOPSAKE YKa3aHWUSA aBTOPOB B 3arofl0BOYHON 4acTu UMn
npeambyne AOKyMeHTa.

5.12 Ccbinika Ha perMcTpaLnoHHbIil HOMEpP U AaTy NOCTYNMUBLUErO AO0KYMEHTA BKMIOYAET perncTpaymoH-
HbliA HOMEpP 1 JaTy BXOAALUEro UHULMATUBHOTO JOKYMEHTA, Ha KOTOPbIN AAETCA OTBET.

5.13 Mecrto cocraBneHus (M3gaHusa) AOKYMEHTA yKa3biBaeTCcsl BO BCEX AOKYMEHTaX, KpOMe AenOBbIX
(cny>xebHbIX) NuceMm, a Takke AOKNaAHbIX, CRY>eBHbIX 3anucok 1 ApYrux BHYTPEHHUX MHGOPMaLMOHHO-Ccnpa-
BOYHbIX AOKYMEHTOB.

MecTto cocTaBneHus (U3gaHus) AOKYMEHTA He yKa3biBaeTCsl B TOM Cryyae, eéCnm B HauMeHOBaHUM op-
raHu3auum npuWCyTCTBYET yKasdaHWe Ha MeCTO ee HaxoxaeHusl. Mecto cocrtaBneHus (M3gaHus) AOKYMEHTa
YKa3bIBAe€TCA B COOTBETCTBUM C NPUHATHIM aAMUHUCTPATUBHO-TEPPUTOPUATIBHBIM AESIEHUEM.

5.14 Tpud orpaHnyeHUa 4OCTYNa K AOKYMEHTY NPOCTaBNsIETCA B NPABOM BEPXHEM Yrfly NEepPBOro fnucra
JOKyMeHTa (npoekTa AOKYMEHTa, CONPOBOAUTENLHOIO NUCbMA K JOKYMEHTY) Ha rpaHuLe BepxHero nonsa npu
Hanuuuu B JOKYMEHTe MHdopMaLuu, AOCTYN K KOTOPOM OrpaHuyeH B COOTBETCTBUM C 3aKOHOAATENLCTBOM
Poccuickon ®eagepauuu.

Buabl ucnonbsyemMbix B opraHnsauum rpud)oB orpaHMuYeHnst AOCTYNa A0SMKHbI COOTBETCTBOBATbL 3aKOHO-
JaTtenbHbIM U UHbIM HOPMAaTUBHBLIM NPABOBLIM akTam Poccuiickoin degepauun u A0MmkHbI ObiTh 3aKpenneHobl B
nokanbHbIX HOPMAaTUBHBIX akTax. B coctas rpuda orpaHuyeHust 4OCTYNa K AOKYMEHTY BXOAUT OrpaHU4nTENb-
Haa Hagnuck («Ona crnyxebHOoro nonb3oBaHusy, «KoHduaeHumanbHo», «Kommepyeckan TanHa» unu ap.),
KOTOpas MOXET AOMNOMHATLCA HOMEPOM 9K3EMNAAPa AOKYMEHTA U APYIMMU CBEAEHUSMU B COOTBETCTBUU C
3akoHofatenbCcTBOM Poccuiickon deaepauuu.

lpumep

Kommepueckan TanHa
k3. Ne 2




FOCTP 7.0.97—2016

5.15 Appecart ucnonb3yetca npu opopmneHun AenoBbix (CNyebHbIX) NUCeM, BHYTPEHHUX UHopma-
LUMOHHO-CNPaBOYHbIX OKYMEHTOB (A0KMaAHbIX, CRY>XeOHbIX 3anuMcok u ap.).

AapecatoM AOKYMeHTa MOXET ObiTb OpraHu3aumsi, CTpyKTYpHOe nozpasfernieHue opraHu3auumu, aormk-
HOCTHOE uInu usn4eckoe nuuo.

PekBu3uT «agpecar» NpoCTaBNAETCS B BEPXHEN NPaBOi 4acTu A0KyMeHTa (Ha GnaHke C yrnoBbiM pac-
NONOXXeHMeM PEKBU3NTOB) UNU CNpaBa Noj pekBu3uTamu draHka (Mpy NpoAoNIbHOM PacnonoXeHUn pekBU3u-
TOB OnaHka). CTpoku pekBu3nuTa «aapecar» BbiDaBHMBAIOTCA MO NIEBOMY KPAIO UIK LIEHTPYIOTCA OTHOCUTENBHO
CamoW ASIMHHOWN CTPOKM.

Mpu agpecoBaHun AOKYMEHTa PYKOBOAUTENIO (3aMECTUTENIO PYKOBOAUTESNS) OpraHu3aLmm ykasblBaeTca
B AaTenbHOM nagexe HaumeHoBaHWUe AO0MMKHOCTU PYKOBOAUTENSA (3aMeCTUTENS pyKOBOAWUTENS), BKMOYatoLLee
HaMMeHOoBaHWe opraHusauun, hammnuio, MHMUManNbI JOFDKHOCTHOIO nuua.

TMpumep

Pykoeogutento deaepanbHOro
apXMBHOrO areHTCTBa
damunma N.0.

Mpu agpecoBaHUM NUCbMA B OPraHM3aLMIO YKa3bIBAETCS €€ NOMHOe UK COKpaLLeHHOe HaWMEHOBaHNe
B UMEHMTENBHOM Naaexe.

lpumep
depepanbHOe apxuUBHOE
areHTCcTBO
unu
Pocapxus

Mpu agpecoBaHuW [JOKYMEHTa B CTPYKTYPHOE MOApasfesieHue OpraHusauun B PEKBU3UTE «aapecar»
YKa3bIBAETCA B UMEHUTEINbHOM NaAeXe HAaMMEHOBaHUE OPraHU3aLMM, HUKE — HAUMEHOBAHWUE CTPYKTYPHOIO
noapasaeneHus.

lpumep

depepanbHOE apxXnBHOE
areHTCTBO

OT1gen rocyaapctBeHHON
cny>0bl, KaapoB U Harpag,

Mpu agpecoBaHUM NUCbMA PYKOBOAMUTENIO CTPYKTYPHOTO NOAPA3sAeneHust YKasbiBaeTca B UMEHUTENb-
HOM MaAexe HauMEeHOBaHWE OpraHu3aLMmn, HWKe — B JaTeNbHOM MaaeXe HauMEeHOBaHNE JOMKHOCTU PyKO-
BOAMTENS, BKNIOYAIOLLEE HAMMEHOBAHUE CTPYKTYPHOIO NoapasaeneHus, haMunmio, MHULMAan..

Tpumep

AO «[lMpodunb»

PykoBoauTento 4OroBOpHO-
NpaBoOBOro otaena
damunua N.0.
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Mepea damunuen AOMKHOCTHOTO NMuULIA AONYCKAETCA ynoTpebnatb CokpalleHue «r-Hy» (FOCNOAMHY),
ecrnu agpecar My»HUHa, UK «r-ke» (rOCMoXKe), ECIIN afpecar XXEHLLMHA.

IMpumep

r-Hy ®amunma U.0.
unm

r-xe ®amunua N.0.

[Npu paccobinke JOKyMEHTa rpynne opraHusauuin O4HOro TMNa unmn B CTPYKTYpHbIe noapasgeneHus oaHom
opraHmMsauuu agpecar ykasbiBaeTcs 0600LEHHO.

lpumep

PykoBogutensim go4vepHmx
obwects AO «[lpodunb»
unn
PykoBoguTensm ynpasneHnmn
PocapxvBa

Mpu paccelinke AOKYMEHTA He BCEM OPraHM3aumnsam Umn CTPYKTYPHBLIM NOAPa3AeneHusM nog PEKBU3NTOM
«Aapecaty B Ckobkax ykasblBaeTcs: « (N0 CMUCKY)».

lpumep

PykosoguTtensam po4vepHux
obwects AO «[MNpodunnb»
(no cn1cky)

B ooHOM OOKYMEHTe He AOrkHO ObiTb Bonee 4yeTbipex agpecatoB. Cnoso «Konusi» nepen BTOPbIM,
TPETbUM, YETBEPTLIM agpecartamu He ykasbiBaeTcs. Mpu GonblueM KONMMYECTBE agpecaTtoB COCTaBMSETCA
CMUCOK (NUCT, yKasaTenb) Paccbifiku JOKYMEHTA, Ha KaAOM [JOKYMEHTEe yKkasblBaeTCA OAWH ajpecar unu
agpecart odhopmMnseTcss 0600LLEHHO.

B coctas peksusuTa «Aapecar» MOXET BXOAMTb NOYTOBBIN aapec. ANeMeHTbl NOYTOBOrO ajpeca yka-
3bIBAOTCA B NOCEA0BAaTENbHOCTH, YCTAHOBNEHHOW paBunaMn okasaHus yCryr noYTOBOW CBA3U, YTBEPXK-
AeHHbIMK npukazoM MuUHMCTEpPCTBA CBA3M U MACCOBbIX KOMMYHUKauuin Poccuickon deaepauumn ot 31 uiona
2014 1. N2 234.

lpumep

Bcepoccuickmin Hay4Ho-
NccrnefoBaTenbCKUi MHCTUTYT
JOKYMEHTOBEAEHNS U @apXMBHOIO gena

MpodhcorosHaa yn., a. 82,
Mockea, 117393

MOYTOBLIN aaPEC MOXET HE YKA3bIBATLCS B JOKYMEHTAX, HaNpaBnseMbIX B BbICLUME OpPraHb! BIacTu, Bbl-
LLECTOALLME OPraHM3aLnu, NoABEA0OMCTBEHHbIE OPraHU3aLMU U NOCTOSAHHLIM KOPPECMOHAEHTAaM (3@ UCKIoYe-
HMEM HanpaBNeHWUs MMCEeM YKasaHHbIM aapecaram B KOHBEPTAX C NMPO3PaYHbIMU OKHAMM).
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Mpu aapecoBaHMK JOKYMEHTA (HU3MYECKOMY FIULY YKa3blBAKOTCA: haMunus, UHMLWAnNbI, NOYTOBbIN
aapec.

lMpumep

damunusa N.0.

yn. Caposas, 4. 5, kB. 12,
r. JlioGepupl, MockoBckas obn.,
301264

Mpu oTnpaBke NUCbMa MO 3NEKTPOHHOW NOYTE MK MO HaKCUMUNBLHON CBA3N (€3 AOCHINKU NO NoYTe)
NOYTOBLIN aapec He ykasbiBaercs. MNpu HeOOX0AUMOCTM MOXET ObiTb yKasaH 3NEKTPOHHLIN agpec (HoMmep
TenedoHa/dakca).

lMpumep

Bcepocennckuin HaydHo-
ncecneaoBaTenbCKUn MHCTUTYT
[OKYMEHTOBEAEHNS U apXMBHOMO Aena

mail@vniidad.ru

5.16 pud yTBEPXKAESHUA NPOCTABIAETCA HA AOKYMEHTE B Clly4yae €ro yrBepXxaeHus JOSDKHOCTHLIM fnu-
LIOM, pacnopAauTenbHbIM 4OKYMEHTOM (NOCTAHOBNEHUEM, PELUEHUEM, NPUKA30M, PACTIOPSHKEHUEM) unu pe-
LUeHWeM KOnmnernansHoro oprasa.

Mpud yTBEPXKOEHUS pa3MELLAETCsl B NPaBOM BEPXHEM Yriy NePBOro NUCTa AOKyMeHTa. CTPOKM PEKBU3M-
Ta BbIPaBHUBAKOTCA MO NIEBOMY KPaIO UIU LIEHTPYIOTCA OTHOCUTENLHO CAMON ASIMHHOW CTPOKMU.

Mpu yTBEPXKAEHUM AOKYMEHTA AOIDKHOCTHBIM JIULIOM rpudd yTBEPXAEHUA COCTOUT u3 crnoBa YTBEPXK-
OAKO, HauMeHOBaHUA JOMKHOCTM NUUA, YTBEPXAAIOLLErO AOKYMEHT, ero NOANUCK, MHMLMAanoB, haMunum u
AaTbl YTBEPXKOEHUS.

Mpumep

YTBEPXXJAKO
Pykosogutens ®enepansHoOro
apXMBHOIO areHTCcTBa

Moanuce n.0. damunuga
Jata

Mpu yTBEPXKAEHUM AOKYMEHTA PACNOPSAAUTENLHBIM JOKYMEHTOM rpudd yTBEpXKOEHUSI COCTOUT U3 CrNOBa
YTBEPXIEH (YTBEPXXOEHA, YTBEPXKOEHbI nnu YTBEPXXIOEHO), cornacoBaHHOro ¢ HauMeHOBaHMEM
BMJa YTBEPXXAAEeMOro JOKYMEHTa, HAMMEHOBaHUSA PacnopaaUTENbLHOTO JOKYMEHTa B TBOPUTENBHOM Nagexe,
ero atbl, HoMepa.


http://www.mosexp.ru# 
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lpumep

(PernameHT) YTBEPXKIEH

npwkasom AQ «lpodune»

R oT 5 anpens 2016 1. Ne 82
(NMpasuna) YTBEPOEHb!

npukasom AQO «lMpodoune»

oT 6 anpens 2016 . Ne 83

Mpu yTBEpPXKAEHUM JOKYMEHTA KOnnernanbHbIM OpraHoM, PELUEHUs KOTOPOro (PUKCUPYIOTCS B MPOTOKO-
ne, B rpudpe YTBEPXAEHNUA YKa3blBalOTCA HAMMEHOBAHWE OpraHa, peLleHUeM KOTOPOro YTBEPKAEH AOKYMEHT,
aara n Homep npotokona (B ckobkax).

lpumep

(MonoxeHwe) YTBEPXOEHO
CoBeTom anpexkTopoB
AO «Mpodunb»
(npoTokon ot 12.12.2016 Ne 12)

5.17 3aronoBoK K TEKCTY — KpaTKoe CoaepKaHue AOKYMEHTa. 3aronoBoK K TEKCTY hopMynupyeTcsl ¢
npeanorom «O» («OB») U OTBEYAET HA BOMPOC €O YEM?»:

npukas (o 4em?) 0 Co3gaHumn aTTecTauMoOHHON KOMUCCUM;

npuka3s (0 Yem?) 06 yTBEPKAEHMU LUTATHOTO PACUCAHUS;

nuceMo (0 Yem?) o npegocTaBneHun uHpopmauun.

3aronoBoK k TEKCTY ochopMIIsieTcs Nog pekBu3uTamu 6naHka cnesa, ot rpaHuLbl NEBOTo nons. B ykasax,
NOCTaHOBMEHUSX, PELLEeHUsIX, MPUKasax, U3aaBaemMbiX OpraHaMu BracT, 3aronoBOK K TEKCTY MOXET opopm-
NATLCA Haj TEKCTOM nocepeauHe paboyero NonNsA AOKYMEHTa U LEHTPYETCH OTHOCUTENbHO CaMON ANNHHON
CTPOKM.

3aronoBoK K TEKCTY MOXET HE COCTaBMNSATLCA, €CNU TEKCT AOKYMEHTA He npeBbiwaeT 4—5 CTpok.

5.18 TeKCT AOKYMEHTA COCTaBMISAAETCA HA PYCCKOM A3blKE KaK rocyaapcTtBeHHOM A3blke Poccuickon de-
Aepauuu. B opraHax rocyaapCTBeHHON BNacTu, OpraHax MeCTHOro CaMoynpasfieHusl, rocyapCTBEHHbIX YYy-
pexaeHuax pecnybnuk Hapsay C rocyqapCTBEHHbIM A3blkoM Poccuiickon deaepauumn MoryT ynotpebnarbca
rocyaapcreeHHble si3blku pecnyonuk. B aesaTrensHOCTH rocyaapCTBEHHbIX OPraHoB, OpraHu3auuii, npeanpus-
TUI 1 yupexaeHuin Poccuiickon deaepauum ncnonb3yoTca rocyaapCTBEHHbIN A3blk Poccuinckon deaepauunm,
rocyaapcTBeHHbIe A3blkU pecnybrnuK U uHble A3blkM HapoaoB Poccuiickon deaepauun.

B TekcTe fOKyMEHTa, NOArOTOBIIEHHOM HA OCHOBAHWUW 3aKOHOAATENbHLIX MW MHLIX HOPMATUBHBIX Mpa-
BOBbIX aKTOB, paHee U3 aHHbIX pacnopsauTENbHbIX AOKYMEHTOB, YKa3blBalOTCA NX PEKBUSUTDI:

- HauMeHoBaHWe BUAa AOKYMEHTa, HAUMEHOBAHWE OpraHn3auuu — aBTopa AOKYMEeHTa, AaTa AOKYMEH-
Ta, PErncTpaLuoHHbIi HOMEP AOKYMEHTA, 3aronoBoK K TEKCTY;

- HaMMEeHOBaHME OpraHu3auum Unu JOIMKHOCTHOrO NUUA, YTBEPAUBLLEro AOKYMEHT, AaTa yTBepXaeHus
JOKyMeHTa.

TexkcT AOKYMEHTa MOXKET COAepXaTb pasaensl, NoApasaensl, MyHKTbI, NOANYHKTLI, HYyMEpyeMble apab-
CKUMU Umcbpamu. YpoBHe# pybpukaumm TekcTa He AOMKHO ObiTb Gornee YeTbipex.

B npuka3sax TEKCT u3naraercsi OT NePBOro nNuLUa eAMHCTBEHHOIO YUCNa («NPUKasbIBaloy).

B aokymeHTax KonmnermanbHbIX U COBELUaTENbHbIX OPraHOB TEKCT M3NaraeTca OT TPETbero nuua eauH-
CTBEHHOTIO Yncna («KOMmnerust ... NOCTAHOBNSAET», «COOpaHUE ... PeLLnNo»).

TexkcT NPOTOKONa U3naraeTcs oT TPETLEro NUUAa MHOXECTBEHHOro 4ucna («CcnyLwanuy, «BbICTYNUINY,
«NOCTAHOBUIINY, KPELLMIINY).

B f0KyMeHTaXx, ycTaHaBMMBAIOLLMX NpaBa U 06513aHHOCTU OpraHM3aumin, nx CTPYKTYPHbIX NoapasaeneHui
(NonoXkeHne, MHCTPYKLUST), @ TAKKE COAEpXKaLLUX OnMcaHue cuTyauuin, aHanu3 (pakTos Unu BbIBOAbI (AKT, cnpas-

8
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Ka), UCMosb3yeTcs opma U3NOXEHUA TEKCTA OT TPETLEro Nuua eANHCTBEHHOIO UMM MHOXECTBEHHOro yucna
(«oTaen ocyLiecTBnAeT OYHKLMMK...», «B COCTaB YNPaBneHUs BXOAAT...», KKOMUCCUA NPOBESa NPOBEPKY...»).

B coBMECTHBIX AOKYMEHTaX TEKCT U3naraeTcs oT NepBOro nuua MHOXECTBEHHOrO uncna («npukasbisa-
eM», «PEeLLnny).

B nenoBbix (CNy>eBHbIX) NMMCbMaX UCMONb3YIOTCA (DOPMbI U3NTOKEHUS:

- OT MEepBOro NnuLa MHOXECTBEHHOIO Ynucna («NPOCUMM HaMPaBMUTh...», «NPEeACTaBNsgeM Ha paccMoTpe-
HUE ...»);

- OT TPETLEro NULA €ANHCTBEHHOTO YMcrna (KMUHUCTEPCTBO HE BO3PAXAET...», «OOLLIECTBO CHUTAET BO3-
MOXHbIM...»);

- OT NEPBOrO NMuUa €AUHCTBEHHOTO Yncna («CYNTaK HEOBXOAMMBIM...», «MPeAnara pacCMOTPETb...»),
€Cnu NMCbMO 0POPMIIEHO HA AOMKHOCTHOM BnaHke.

B TekcTax 4OKYMEHTOB ynoTpebnaioTca ToNbko obwenpuHaTolie abbpesmarypbl U rpacduyeckue cokpa-
LLEHMS.

Mpu ynotpebnexnun B TEKCTE haMUnuin ML MHULMANbI YKa3bliBalOTCA nocne hamunum.

B nenoBbix (Cny>e6HbIX) NTMCbMaxX MOTYT UCNONb30BATLCS:

- BCTynuTenbHoe obpalleHue:

YBaxkaemeblin rocnoauH Mpeaceparens!

YBaxkaemslii rocnoaunH NybepHartop!

YBaxkaemblin rocnoguH MNpoxopos!

YBaxxaemas rocnoxa 3axaposa!

Yeaxkaemsblit Hukonamn Merposuy!

YBaxkaemasn Onbra HukonaesHa!

YBaxkaemble rocrnoaa!

B obpalueHum no AOMKHOCTU HAUMEHOBAHUE JOSHKHOCTU NULLETCSA C NPONUCHON OyKBbl, B 0GpaLLeHum
no hamMunum UHULIMAnNLI NMLUA He yKa3biBaloTCA.

- 3aKnouuTenbHas ITuKeTHas dpasa:

C yBaXeHuewm, ...

(UsmeHeHHasn peaakuma, U3m. Ne 1),

5.19 OTMeTKa 0 NPUITOXKEHUU COAEPXKUT CBEAEHUSA O JOKYMEHTE (QOKyMEHTax), npunaraeMoM K OCHOB-
HOMY AOKYMEHTY (B CONPOBOAUTENBHbLIX NUCbMAaX, NPETEH3UsIX, akTax, CnpaBKax v Apyrux UHMOPMaLMOHHO-
CrpaBOYHbIX AOKYMEHTAX), UM O TOM, YTO [JOKYMEHT SIBMSIETCH NPUIIOXKEHUEM K OCHOBHOMY [OKYMEHTY (B
AOKYMEHTaxX — MPUITOXXEHUAX K pacnopsauTernbHbIM JOKYMEHTaM, MOnoXXeHusaMm, npasunam, UHCTPYKLUAM,
Jorosopam, nraHam, oT4eTam u Ap. L OKyMEHTam).

B conpoBoaguMTEnbHbLIX NMCbMAX U APYrMX UHPOPMALMOHHO-CMNPABOYHBIX JOKYMEHTaxX OTMETKA O NPUno-
KEHUU OPOPMIMAETCA NOA TEKCTOM OT rpaHuLbl NEBOTO NONs cneaylowmmM 06pasoMm:

- €CNU NPUNOXeHUe Ha3BaHo B TEKCTE:

MpunoxeHne: Ha2n. B 1 3Ks.

- €CNU MPUNOXEeHWe He Ha3BaHO B TEKCTE UMW €Cru NPUIIOXKEHNI HECKOMNbKO, YKa3blBAKOT HA3BaHMS A0-
KYMEHTOB-NPUNOXKEHWI, KONMMYECTBO NIMCTOB U SK3IEMNSAPOB KaX0ro NPUIOXEeHUs:

Mpunoxenune: 1. MNMonoxeHne 06 YnpaBneHuM pernoHanbHoro KpegmutosaHus Ha 5 n.
B 1 aka3.

2. CnpaBka 0 KagpoBOM COCTaBe YnpaBneHusi perMoHanbHOro KpeanTo-
BaHWA Ha 2 n. B 1 3k3.

- €CNnu NpunoxeHune (NPUNoXXeHusi) CoPOLLIIPOBAHO:

MpunoxeHwe:  ortyer 0 HAP B 2 3k3.
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- €CNN JOKYMEHT, ABMSAIOWNIACA NPUIIOKEHUEM, UMEET MPUNOXEHUA C CAMOCTOSTENLHON HyMepaLmelt
CTpaHuLy;

Mpunoxenne: nnceMo Pocapxusa ot 05.06.2015 Ne 02-6/172 1 NpunoxeHUs K HEMY,
BCero Ha 5 n.

- €CNU MPUIOXEHUEM ABNAETCA 000COONEHHBIN ANEKTPOHHBLIN HOCUTENbL (KOMNakT-auckK, usb-dnewu-
HaKonuTenb U Ap.):

Mpunoxenue: CD B 1 a3ks.

[Npu aTtom Ha Bknaabilwe (KOHBEPTE), B KOTOPbIA NOMELLAETCA HOCUTENb, YKa3biBalOTCA HAMMEHOBaHUSA
[ OKYMEHTOB, 3anucaHHbIX HA HOCUTENb, UMeHa (hannos.

B pacnopsagutenbHbiX AOKYMEHTax (MOCTAHOBIIEHUSX, PELUeHUAX, NPUKasax, pacrnopsbkeHusix), Aoro-
BOpax, NOMOXEHUAX, NpaBunax, MHCTPYKUMAX U APYrUX AOKYMEHTaX OTMETKa O NpunoxeHun odopmnsieTcs
cneayowmM obpasom:

- B TEKCTe AOKYyMEHTa Nnpu nepBoM YNOMUHAHUKN JOKYMEHTA-NPUNOXEHUA B CKOOKaX yKasblBaeTCs: ...
(npunoxeHue) unu ... (npunoxxexue 1); nepes HOMEPOM NPUNOXKEHUA AONYCKAETCA CTaBUTb 3HAK HOMeEpa: ...
(npunoxexue Ne 2);

- Ha NepBOM JINCTE JOKYMEHTA-NPUIIOXKEHNS B NPABOM BEPXHEM YINY YKa3blBAETCA:

lpumep

MpunoxeHne Ne 2
k npukasy AO «[Mpodunb»
or 15.08.2015 Ne 112

CTpOKN PeKBU3NTa BbIPABHMBAIOTCS MO NEBOMY KPalo UMM LIEHTPYIOTCS OTHOCUTENLHO CaMOM JNIMHHOM
CTPOKM.

Ecnu npunoxeHUeM K pacnopsguTenbHOMY AOKYMEHTY SIBMIIETCS HOPMAaTUBHbIN MPABOBOM aKT WM
MHOI AOKYMEHT, yTBEPKAAEMbIN AaHHBIM PACMOPAAUTENBHLIM JOKYMEHTOM, HA NEPBOM FIMCTE NPUNOXEHUS
NPOCTaBMSAETCS OTMETKA O NPUNOXeHUU (63 CChINKKU Ha PacnoPAAUTENbHLI JOKYMEHT) U rpud yTBEPKAEHUS,
B KOTOPOM YKa3bIBaIOTCS JaHHbIE PACMOPSAUTENLHOMO AOKYMEHTA, KOTOPLIM YTBEPXAEH JOKYMEHT-NPUoXe-
Hue.

lpumep

Mpunoxerue 1

YTBEP>XXAEHO
npukaszom AO «lMpodurnb»
or 18.05.2015 Ne 67

5.20 Mpud cornacoBaHnAa AOKYMEHTa NPOCTABAAETCA Ha AOKYMEHTaX, COrnacoBaHHbIX OpraHamu Bna-
CTW, OpraHusauusmu, JOSHKHOCTHbIMU nuuamu. Fpud cornacoBaHusi B 3aBUCUMOCTM OT BUAA JOKYMEHTA W
0COBEHHOCTEN ero 0hopMIEeHns MOXET NPOCTaBNATLCA:

- Ha NepPBOM NUCTE JJOKYMEHTA (ECNU AOKYMEHT UMEET TUTYIbHbIA NMUCT — HA TUTYNbHOM NUCTE) B ne-
BOM BEPXHEM YITly HA YPOBHe rpuca yTBEPXKIEHUS UNN NOJ HAMMEHOBAHUEM JIOKYMEHTA Brmke K HUXHeMY
noro);

- Ha nocnegHeM nuUcTe AOKYMEHTA Noj TEKCTOM;

- Ha NUCTE COrnacoBaHusA, ABNAIOLLEMCSl HEOTbEMIEMON YaCTbiO AOKYMEHTA.
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pud cornacosaHusa cocrout u3 cnosa COMMACOBAHO, A0OMmKHOCTM NuLa, KOTOPLIM COrfiacoBaH ao-
KYMEHT (BKNioMas HauMEHOBAHME OpraHu3auum), ero COOCTBEHHOPYYHON MOAMUCU, UHULMAMNOB, haMuiuu,
JaTbl COrnacoBaHus.

lMpumep

COMACOBAHO

HOwvpekTop BHUAMOAA
(nognwuce) N.0. damnnms
Jara

Ecnu cornacoBaHne OCYLLIECTBNSETCA KOMMernansHbIM OPraHoM, B rpudpe COrmacoBaHWUs yKasbiBaloT
cBeaeHusi 06 opraHe, COrnacoBaBLUEM [OKYMEHT, AaTe U HOMepe MpoToKona, B KOTOPOM 3adpUKCUPOBaHO
peLueHue o cornacosaHuu. Ecnm cornacoBaHue OCyLLIECTBNSIETCA NMUCLMOM, YKa3biBaIOT: BUA AOKYMEHTa, Op-
raHu3aumio — aBTopa AOKYMeHTa, Aaty U HOMEpP NUCbMA.

lMpumep 1

COMACOBAHO

CoBeToM AUPEKTOPOB

AQO «Mpodunne»

(npoTokon oT Ne )

lpumep 2

COMACOBAHO
nncemoM Pocapxuea
oT Ne

5.21 Busa cBMAETENLCTBYET O COrMacuu Unu HeCornacum AOMMKHOCTHOrO nuua (paboTHuka) ¢ coaep-
XaHMeM npoekTa AokymeHTa. Buson ohopMnserca BHYTPEHHEE cornacoBaHue AoKymeHTa. Busa Bknovaer
[OMMKHOCTb NULA, BU3UPYIOLLIEro JOKYMEHT, NOAMUCL, pacLuMpPOBKY noagnucu (MHULuUansl, hamunuio) n aarty
BU3NPOBaHUS.

lMpumep

PykoBoguTenb topuanyeckoro otaena
Moanuncek N.0. dammnnusa
Jara

Mpn HanMUMKU 3ameyaHmnin K JOKYMEHTY BU3Y OCPOPMISIIOT Crieayowmum o6pasom:

lMpumep

3amevaHns npunararoTcs.
PykoBoanTenbs opnan4eckoro otaena
Moanuce n.0. damunnus
Jara

11
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B opraHu3auusix, NPUMEHSIIOLLIMX CUCTEMbI ANEKTPOHHOIO [10KYMEHTO060pOoTa, COrnacoBaHue MOXET
NpoBOAUTLCA B ANEKTPOHHOI hopme cornacHo MOCT P UCO 15489-1.

B nokymeHTax, NOANMHHMKMA KOTOPbIX XPAHATCA B OpraHM3auuu, BU3bl NPOCTaBNAIOT HA NOCNEAHeM nu-
CTe AOKyMEeHTa noj noAnuchio, Ha 060poTe NOCNEAHEr0 NUCTa NOANMHHMKA AOKYMEHTA UMW Ha NUCTE corna-
CcoBaHuA (BU3MPOBAHUS), MPUITAraeMoM K JOKYMEHTY.

B ucxoasimx goOKkyMeHTax BM3bl NPOCTaBAAIOTCA HA 3K3eMnnsapax A0KYMEHTOB, MOMELLAeMbIX B A€N0.

Mo yCMOTPEHMIO OpraHnM3auum MOXET NPUMEHATLCA NONUCTHOE BU3MPOBAHME JOKYMEHTA U ero npuno-
JKEHUW.

5.22 Moanuchb BKIIOYAET: HAMMEHOBAHME AOMKHOCTU NKLA, NOANUCHLIBAIOLLETO JOKYMEHT, €70 COBCTBEH-
HOPYYHYIO MOAMUCH, pacLUMPOBKY noANMCH (MHUUManbl, hamunus).

lMpumep

leHepanbHbIN ANPEKTOP Moanuce N.0. damununs

Ecnu aokymeHT ocpopmneH He Ha GnaHke, B HAUMEHOBaHWE AOIMPKHOCTU BKMIOHAETCA HaUMEHOBaHue
opraHusauuu. [lonyckaercsi LEHTPOBaTb HAWMEHOBAHUE AOMKHOCTU NULIA, MOANUCABLUETO A0KYMEHT, OTHOCU-
TEenbHO CaMoW ANUHHON CTPOKMW.

lpumep

[eHepanbHbIN ONPEKTOP
AO «Mpodmne» Moanuck N.0. damnnus

Mpn odhopMNEHUU LOKyMeHTa Ha BrnaHke AOMKHOCTHOTO AMLA AO0IDKHOCTL 3TOM0 NMUUA B NOAMUCH He
YKa3bIBAETCH.

lTpumep

MNopnnck n.0. Pamunnus

Mpu noanMcaHuM JOKYMEHTa HECKOMbKUMU JOIDKHOCTHLIMU NULIAMKU, 3aHUMAIOLWMMKN pa3Hoe NOonoxe-
HUe, UX NOANUCK pacnonaralTcs 0aHa Noja ApPyron B NOCNeA0BaTeNbHOCTU, COOTBETCTBYIOLLEN nepapxuu 3a-
HUMAEMBbIX AOIDKHOCTEN.

lpumep
OupekTop nHCcTUTyTa Moanuce N.0. damnnus
MasHbIM Byxrantep Moanuce n.0. damununa

Mpu noanNMCaHUM AOKYMEHTA HECKOMbLKMMU NULAMM PaBHBIX AOIDKHOCTEN WX MOANWUCK pacnonaratTcs
Ha 04HOM YpOBHE.

Mpumep
3amectuTens gupekTopa 3amectuTenb anpekTopa
no onHaAHCOBLIM BOMpPOCaM Mo aAMWHUCTPATMBHBIM BONpOCaM
Moanuce n.0. damunusa Moanwvchb n.0. damunusa

B AOKyMeHTax, COCTaBMEeHHbIX KOMUCCHEN, B NOANUCH YKa3blBAETCA CTATYC NMLUA B COCTaBE KOMUCCUM.
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lMpumep
Mpencegarens KOMUCCUM Moanuce N.0. dammnusa
YneHbl kKoMnccum MNognnce n.0. Pammnus
Moanuvce n.0. Pammnus
Moanuce n.0. Pammnus

MpW NoanMcaHUM JOKYMEHTa NIMLIOM, UCTONHAOWNUM 00A3aHHOCTU PYKOBOAUTENS, MOAMNUCL 0CHOPMIIS-
€TCA C yKasaHueM craTyca AOSHKHOCTHOIO NMLA B COOTBETCTBUU C MPUKA3OM (PaCNOPsDKEHUEM).

lMpumep

W.0. reHepansHoOro gupekropa Moanuce n.0. dammnms

nnu:

NenonHsowmn o6a3aHHoCTH
reHepansHOro AupeKTopa Moanunce n.0. damnnus

Mpu nognucaHnn AOKYMEHTa NULOM, UMEIOLLIMM NPAaBO NOAMUCK B CIy4ae BPEMEHHOTO OTCYTCTBUS py-
KOBOAUTENS, MCNPaBMNeHUs B HAaMMEHOBaHWEe AOMKHOCTU M pacLUMpoBKy haMunuu yxxe NoAroTOBSIEHHOIO U
COrnacoBaHHOro NPoeKTa AOKYMEHTa BHOCATCA OT PYKU UMK C UCMOMNb30BaHUEM COOTBETCTBYIOLMX LLTAMIMOB.
He ponyckaeTcsi CTaBuTb KOCYIO YepTy, HaaMnuCh «3a» nepes HauMeHOBaHMEM AOSDKHOCTM Nuuia B NOANUCH,
€Cnu AOKYMEHT NoAnMCbIBaeT MHOE AOMMKHOCTHOE NULIO.

5.23 OTmeTKa 00 9NEeKTPOHHON MOAMMCU UCMONb3YETCs NPU BU3yanu3auumn 3MeKTPOHHOIO JOKYMEHTA,
noANUCaHHOIO SNEeKTPOHHONW NOANKUCHIO, C COBNIAEeHUEM crieayoLmx TpeboBaHuii:

a) MEeCTO pasMeLLeHUsi OTMETKN 06 BMeKTPOHHONW MOAMUCU AOIMKHO COOTBETCTBOBATb MECTY pa3melle-
HWs COGCTBEHHOPYYHON NOAMUCH B aHANOTMYHOM JOKYMEHTE Ha BymakHOM HocuTene;

6) anemeHTbl OTMETKU 00 3MEKTPOHHOW NOAMUCHK AOMKHbI ObITb BUAUMBIMU U YUTAEMbIMU NPU OTOOpa-
YKEHUU AOKYMEHTa B HAaTypanbHOM pasMepe;

B) 9NEMEHTbI OTMETKMN 00 9NEKTPOHHOM NOANUCK HE AOMKHbI NEPEKPbIBATbCA UK HAKNaabIBaTLCA APYr
Ha apyra;

r) SNeMeHTbl OTMETKM 00 ANEKTPOHHOM NOAMMCK HE AOIMKHbI NEPEKPbIBATL 3NEMEHTbI TEKCTA JOKYMEHTA
U apyrue oTMeTkn 00 3MeKTPOHHOW NoanucK (MPU Hanu4yum).

OTtMeTka 00 9NEeKTPOHHON MOAMUCU B COOTBETCTBUU C 3aKOHOAATENLCTBOM Poccuiickoin deaepaumm
BKIO4aeT ppasy «[JOKyMEHT NOANMCAH SNEKTPOHHON NOANUCHIO», HOMEpP cepTuduKaTa Krnioya aneKTPOHHOM
noanucu, bamunuio, UMs, OTYECTBO Bnagenbua ceptudukara, Cpok AencTBuA cepTudmkara Krova arnek-
TPOHHOM noanucu. OTMeTka 06 NEKTPOHHOI NOAMUCH MOXET BKNIOYaTh n3obpaxkeHue repba, ambnems opra-
Ha BnacTu (opraHu3auuu), TOBApHOTO 3HaKa (3HaKka 00CNYXMBaHWS) OpraHM3auun B COOTBETCTBUM C AEHCTBY-
IOLLMM 3aKOHOAATENbCTBOM.

lpumep
AOKYMEHT MNOANNCAH
SNEKTPOHHOW MOoAnnchbio
Hanmerosarne CepTydukar 1a111aaa000000000011 H.H. Hukonaes
AOIMKHOCTN Bnapeney Hukonaes Hukonait Hukonaesmy
HencteuTeneH ¢ 01.12.2012 no 01.12.2017
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5.24 lMNMeyuatb 3aBepsieT NOANMMHHOCTb NOANUCU AOFDKHOCTHOIO LA Ha AOKYMEHTaX, yA0CTOBEPSIOWMUX
npasa nuu, pukcupyioLmx akTbl, CBA3aHHbIE C (PUHAHCOBLIMU CPEACTBAMM, A TAKKE HA UHbIX JOKYMEHTAX,
npeaycMaTpuBaloLLMX 3aBepeHre noanucu Nevarbio B COOTBETCTBUM C 3aKOHOAATENLCTBOM Poccuiickon de-
Aepauuu.

J[lokyMeHTbI 3aBepsIoT NevaTbio opraHn3auuu. Nevats NPoCTaBnseTcs, He 3axBaTbiBasi COOCTBEHHOPYY-
HOW noaANUCU NULA, NOANUCABLLErO IOKYMEHT, UNu B MecTe, 0603HayeHHOM «MI» («MecTo neyartu»).

5.25 OtmeTka 00 ucnonHuTene BKIOYaeT haMurmio, UMs U OTYECTBO UCMONMHUTENS, HOMEp ero Tene-
doHa. OTMeTKa 00 MCMONHUTENE MOXET AONONMHATLCA HAMMEHOBAHUEM JIOIDKHOCTM, CTPYKTYPHOrO noapas-
AeneHust U ANEeKTPOHHbLIM aAPEeCOM UCMONHUTENS.

OrtmeTka 06 ucnonHutene ochopMIIIETCA Ha NULIEBOW CTOPOHE MOCIIEAHEr0 NUCTa JOKYMEHTA OT rpaHu-
Ubl NeBOro Nomns Unum, Npu OTCYTCTBUM MECTa, Ha 0BOPOTHON CTOPOHE BHU3Y CrneBa.

lMpumep

3abenvH NeaH AHapeeBnY, KoHTponbHOE ynpaeneHue, BegyLLmin cneumanmncT
+7(495) 924-45-67, Zabelin@gov.ru

OTmeTka 06 ucnonHuTene MoXxeT 0OPMIIATLCA KaK HUXKHUIA KOTIOHTUTYN U NevaTaTbCa WpudToM MeHb-
Lero pasmepa.

5.26 OTMmeTka 0 3aBepeHun konumu opopMnAeTca ANA NOATBEPKAEHUSA COOTBETCTBUA KONUU AOKYMEHTA
(BLIMUCKM U3 AOKYMEHTA) MOASIMHHUKY AOKYMeHTa. OTMETKA O 3aBEpPEHUM KOMUU NPOCTABNAETCA NOA PEKBU-
3UTOM «MOAMUCbY» W BKIOYAET: CNIOBO «BepHO»; HaMMEHOBaHUE AOMKHOCTU NULA, 3aBEPUBLLENO KOMUIO; €ro
COGCTBEHHOPYYHYIO NOAMUCE; paclundpPOBKY NOANMCU (MHUUMATNLI, hamunuio); aaTy 3aBepeHus Konuu (Bbl-
MUCKU U3 JOKYMEHTA).

lpumep

BepHo
NHecnekTop cny0bl kagpos Moanuck n.0. dammnus
Hara

Ecnu konua Bbligaetcs AnsA npeacraBneHust B APYryl0 OpraHn3anmio, OTMETKA O 3aBEPEHUU KONuu ao-
MOMHAETCA HAAMUCLIO O MECTEe XPaHEHMS AOKYMEHTa, C KOTOporo Obina u3rotoBneHa konus («MoanuHHMK
[IOKyMEHTa HaxoauTca B (HauMeHoBaHue opraHusauum) B aene Ne ... 3a ... roa») W 3aBepsieTcs nNe4varbio
opraHusauuu.

Ana npocTtasneHns OTMETKU O 3aBEPEHUU KOMUKM MOXKET UCNONbL30BaTLCS LUTAMI.

5.27 OTmeTKa 0 NOCTYNNEHUM AOKYMEHTA CIY>XUT AN NOATBEPKAEHUS (hakTa NOCTyNNEeHUs AOKYMEHTA
B OpraHM3aumio n BKIOYaET AaTy NOCTYNNEeHUs U BXOASILLMN PErucTPaLMOHHbIN HOMEpP AoKyMeHTa. Mpu He-
06X0AMMOCTU OTMETKA O MOCTYMNEHUU MOXET AOMNONMHATLCA yKa3aHWeM BPEMEHM MOCTYNNEHMA B vacax u
MUHYTax U cnocoba AOCTaBKM JOKYMEHTA.

OTmMeTKa 0 MOCTYNNEHUM JOKYMEHTA MOXET NPOCTABMATLCSA C MOMOLLbIO LUTAMMNA.

5.28 Pesoniouus coaepmT ykazaHue no UCMOSIHEHUIO AOKYMeHTa. Pe3onoumsi 0hopMnsieTcsl Ha CBO-
6oaHoM mecTe paboyero nons AOKyMeHTa, Ha brnaHke pe3onioLun UM BHOCUTCSI HEMOCPEACTBEHHO B CUCTEMY
3MEKTPOHHOIO J0KyMeHToobopoTa.

PesontoLua Bkntoyaer: paMmnuio, MHULMarbl UCNONHUTENS (MCMONHUTENEN), NOPyYeHNe No AOKYMEHTY,
npu HeoBX0AUMOCTU — CPOK UCMOSMHEHUSA, NOANUCH NULIA, BLIHECLLETO PE30NIOLUMIO, AATy PE30NIOLMK.

IMpumep

damunma N.0.

Mpowy noaroroButs npeanoxerus k 10.11.2016.
Mopnuck

Dara
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5.29 OTMeTKa O KOHTpOsie CBUAETENbLCTBYET O NOCTAHOBKE OKYMEHTA Ha KOHTPONb, NPOCTaBNseTCs
LWTamnom «KOHTPOIb» Ha BEPXHEM NONE AOKYMEHTA.

5.30 OTmeTKa 0 HanpasneHuu AOKYMEHTA B AenO onpeaensier Mecto XpaHeHusA AOKYMeHTa nocne 3a-
BepLIeHns paboTbl C HAM U BKIKOYAET: croBa «B aeno», MHAEKC Aena no HOMeHKnarype Aen, B KoTopoe no-
MELLAeTCA AOKYMEHT Ha XpaHeHue, C ykasaHueM roga, AOIDKHOCTM nuua, oOPMUBLLETO OTMETKY, NOANUCH,
aatbl.

lpumep
B neno Ne 01-18 3a 2016 .

3aB. 0TAENoOM KOPNOpPaTMBHBIX MPOEKTOB
Mopnucek Hata

OTmeTKa 0 HanpasneHUn JOKyMEeHTa B A€N10 MOXET AONONHATLCA KPaTKMMKU CBEAEHUAMU O XapakTepe
NCMNONMHEHUA AOKYMEHTA.

6 BnaHkn oOKyMeHTOB

6.1 na usrotoBnexnus bnaHkos 4OKyMeHTOB cornacHo MOCT P 7.0.8 ucnonb3yerca 6ymara copmaros
A4 (210 x 297 mm), A5 (148 x 210 mm); ANS M3rOTOBNEHUA BNaHKOB pe3omnioumi ucnonb3yerca dymara dop-
MaTtoB A5 (148 x 210 mm), A6 (105 x 148 Mm).

Kaxxabln nucT 4oKyMeHTa, 0pOpMIIeHHbIN Ha BnaHke unu 6e3 Hero, AOMKEH UMETh MOt HE MEHEE:

20 MM — nEBOE;

10 Mmm — npaBoe;

20 MM — BEpPXHee;

20 MM — HXHee.

[okyMeHTbl AnuTenbHbIX (CBbiLwe 10 NeT) CPOKOB XpaHEHUS AOMKHbI UMETL NEBOE MONe He MeHee
30 mm.

6.2 OpraHu3aumu UCnonb3ylT BnaHku 4OKYMEHTOB, U3rOTOBMEHHbIE HA ByMa>kHOM HocuTene (GnaHku
JOKYMEHTOB defeparnbHbIX OpraHoB rocy4apCTBEHHOW BNacTu ¢ BocnpousseaeHuem FocyaapcTBeHHOrO rep-
6a Poccuiickon deaepauun 3rotaBnuBatotTcs nonurpacdmyecknmm npeanpusaTusMm, UMEoLWmMmMn ceptuduka-
Tbl O HANUYUN TEXHUYECKUX U TEXHONOMUYECKMX BOSMOXHOCTEN AN KAYECTBEHHOTO U3rOTOBIIEHUS YKA3aHHOTO
BMAA NPOAYKLUUW), W/UNKW SNEKTPOHHbIE WabnoHbl 6naHkoB. BnaHku Ha GyMa)KHOM HOCUTENE U SMNEKTPOHHBIE
LWabnoHbl 6raHKOB AOMKHbLI ObITb MAEHTUYHBLI MO COCTaBY PEKBU3UTOB, NOPSAKY WX PACTONOXEHUS], FAPHUTY-
pam wpudra.

BnaHku LOKYyMEHTOB Ha GyMaXXHOM HOCUTESE U SNEKTPOHHbIE LWAabnoHbl 6aHKOB U3roTaBnMMUBAIOTCA Ha
OCHOBaHUM MaKeTOB BMaHKOB, YTBEPXKAaeMbIX PYKOBOAUTENEM OpraHu3auuu.

BnaHku fokyMeHTOB crniefyeT usrotasnueaTb Ha 6enoi 6ymare unu Gymare CBETIbIX TOHOB.

OneKkTpOHHbIE WAabnoHbl ONaHKoB AOKYMEHTOB AOMKHbI ObiTh 3alLUMLLEHbI OT HECAHKLMOHUPOBAHHBIX
U3MEHEHUN.

6.3 BbnaHkn AOKYMEHTOB O(POPMMAIOTCHA B COOTBETCTBUM C NpunoxeHneMm 6. OpueHTUpoBOYHbIE rpaHu-
Lbl 30H PacnonoXeHus pekBM3uUTOB 0603HaYeHbl NYHKTUPOM. Kaxxaas 30Ha onpeaensieTcs COBOKYNHOCTLIO
BXOASLLMX B HEE PEKBU3UTOB.

6.4 B 3aBUCMMOCTH OT pacnonoXeHus PeKBU3UTOB YCTaHABNUBAETCA ABa BapuaHTa GnaHKkoB — yrmnoBoii
(pucyHok B.1) n npogonbHbIf (pucyHok B.2).

6.5 PekBuautel 01, 02, 03 pacnonaralotca Ha BEpXHEM nosie oKymeHTa Hag peksusuTomMm 05 nocepeau-
HE 30Hbl, 3aHATON 3TUM PEKBU3NTOM.

PekBuaut 03 MOXeT pacnonararbcs criesa Ha yposHe peksusuta 05.

Pekeusutbl 05, 06, 07, 08, 09, 13, orpaHn4yuTEnbHbIE OTMETKM ANg peksusuTtos 10, 11, 12 B npegenax
rPaHuUL, 30H PaCMONOXEHUsI PEKBU3UTOB Pa3MELLAOTCA OAHUM U3 COCOBOB:

- LEHTPOBAHHBLIM (Ha4amno W KOHEeL KaxaoW CTPOKU PEKBU3UTOB PaBHO yAaneHsbl OT rpaHuL 30HbI pac-
NOSNIOXXEHUSI PEKBUIUTOB);

- naroBbiM (KaXkgas CTpoKa PeKBU3UTOB HAYUHAETCA OT NEBOW rpaHuLbl 30HbI PACMONOXEHUS PEKBU-
31TOB).
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6.6 YcTraHaBnMBaloTCA cneayowme Buabl GraHkoB 4OKYMEHTOB OpraHM3auuu:

- obwwuii Gnaxk;

- BnaHk nucbMa;

- BraHK KOHKPETHOro Buaa AOKYMEHTa.

HopmaTtuBHbIMK akTamy OpraHmM3auumn yCTaHaBnNUBaKTCH BUAbI NPUMEHAEMbIX ONAHKOB U UX Pa3HOBUA-
HOCTM (BraHK NUCbMa CTPYKTYPHOro nogpasfeneHusi, 6naHk nucbMa AOIPKHOCTHOrO nuua, 6naHk npukasa,
OGnaHk pacnopspkeHusi, GnaHk NPoTokona u ap.).

O6pasubl GNaHKOB JOKYMEHTOB MPUBEAEHBI B NPUNOXKEHNUN B.

6.7 O6Lmii BriaHK Mcnonb3yeTcs Anst M3roToBNeHNs NioObiX BUAOB AOKYMEHTOB, KPOME AEMOBOro (Cry-
»eBHOoro) nucbma.

O6wwmii GnaHk B 3aBUCUMOCTU OT yYpeaUTENbHbIX JOKYMEHTOB OpraHu3auuu U nokasbHbIX HOpMaTKB-
HbIX aKkTOB BKMtovaeT pekeuanutbl 01 (02 unun 03), 05, 06, 07, 13 1 orpaHn4mMTENbHLIE OTMETKU A8 PEKBU3UTOB
10, 11, 16, 17.

BnaHk nucbma B 3aBUCMMOCTU OT YUYPEAMUTENbHbIX JOKYMEHTOB OpraHu3auumu U nokanbHbIX HOPMAaTKUB-
HbIX akTOB BKNtovaet peksusntbl 01 (02 nnu 03), 05, 08, orpaHnMunTenbHble OTMETKM aAnsa peksusutos 10, 11,
12,15, 17. BnaHk NMCbMa CTPYKTYPHOIO NoApasAeneHns A0NONHUTENbBHO BKMIOYAET pekBn3nT 06, GnaHk nuchb-
Ma AOSMKHOCTHOIO nuua — peksnsut 07.

BnaHk KOHKpeTHOro Buaa AOKYMeHTa, KpOME MUCbMa, B 3aBUCUMOCTU OT yupeauTernbHbIX JOKYMEHTOB
opraHm3aumum 1 nokanbHbIX HOPMAaTUBHLIX akTOB BKovaeT peksnuanTbl 01 (02 unun 03), 05, 09, 13 u, npu He-
00X0ANUMOCTH, OrpaHUYMTENbHLIE OTMETKM ANA FPaHnL, 30H pacnonoxeHusa pekeusutos 10, 11, 16, 17. brnaHk
KOHKPETHOTO BUAA AOKYMEHTA CTPYKTYPHOrO NoapasgeneHus 40NONHUTENbHO BKMYaeT pekeusut 06, GnaHk
OOIMKHOCTHOro nuua — peksuaut 07.

6.8 B opraHax Bnactu u opraHusauusax pecnybnuk Poccurnckon ®egepaumm, nCnonb3ylowmux Hapsaay ¢
PYCCKUM SA3bIKOM Kak rocyaapCTBeHHbIM A3bIKOM Poccuinckon deaepauun rocyaapCTBeHHbIN A3blK (rocyaap-
CTBEHHbIE A3bIKM) pecnybnuk, CNonb3yTCs BNaHKN JOKYMEHTOB HA PYCCKOM A3bIKE U rOCY1apCTBEHHOM A3bl-
Ke (roCyAapCTBEHHbIX A3blKax) pecrnyonuk: yrnoebie (PeKBU3UTbI BriaHka pacnonaralTcs Ha O4HOM YPOBHE:
Ha PYCCKOM 5i3blKE — CMeBa, Ha rocyaapCTBEHHOM A3bIKe (rOCYAapCTBEHHbIX A3blkax) pecnybnuk — cnpasa)
UNn NPoAoIbHbIE (PEKBU3UTBLI BnaHka Ha PyCCKOM A3blKE — CBEPXY, PEKBU3UTbLI GnaHka Ha rocyaapCTBEHHOM
A3blke (rOCyAapCTBEHHbIX A3blKax) pecnybnuk — HUXE).

Ona nepenuckn ¢ MHOCTPaHHbLIMU KOPPECMOHAEHTaMM UCMONb3YIOT BNaHKM Ha ABYX A3blIKaX — PYCCKOM
N aHIIIMUCKOM (PUCYHOK B.8) nnn MHOM MHOCTPaHHOM SA3bIKE.

(UsmeHeHHan pegakumusa, M3m. Ne 1).
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MpunoxeHne A
(cnpaBo4Hoe)

PacnonoxeHue PeKBU3UTOB Ha TUTYJNIbHOM JIUCTEe OOKYMEHTa

HavmeHoBaHne opraHusagum

lpnd cornacoBaHusa foKyMeHTa Mo yTBEPKAEHNA fOKYMEHTA

HavmeHoBaHve BUAa AOKYMEHTa
3aronoBok K TEKCTY

lpnd cornacoBaHusa fokyMeHTa

MecTto cocTtaBneHus (3gaHvsa) 4OKYMEHTa — rof U3gaHnsa OKyMEHTa

PucyHok A.1 — Pacnono>xeHne pekBu3MTOB Ha TUTYNbHOM IMCTE AOKYMEHTA
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MpunoxeHue b
(cnpaBo4Hoe)

Cxembl pacnonoxeHusa peKkBUIUTOB OOKYMEHTOB
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PucyHok B.1 — PacnonoxeHue pekBu3uTOB U rpaHuLbl 30H Ha chopmare A4 yrnosoro 6rnaHka
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PucyHok B.2 — Pacnono)eHune pekBu3uToB 1 rpaHuLibl 30H Ha popMate A4 npoaonbLHOro GnaHka
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MpunoxexHve B
(cnpaBo4Hoe)

O6pasubl 611aHKOB AOKYMEHTOB

Pocapxue

depepancHoe BrogKeTHOE yupexaeHne
«Bcepoccuiicknin Hay4HO-MccneaoBaTenbCKUA UHCTUTYT
L OKYMEHTOBEAEHWNA 1 apXMBHOrO Aena»
(BHAWOAD)

Mockea

PucyHok B.1 — O6paseL, obuiero bnaHka opraHusauum
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Pocapxve

depepanbHoe BrogKeTHOE yUpeXaeHne
«Bcepoccumnckmin HayuHo-MccnenoBaTenbCKUn
WHCTUTYT
LOKYMEHTOBEAEHUSI N apXMBHOIO Aena»
(BHAMOAL)

MpodcotosHan yn., 4. 82, Mockea, 117393
Ten./dpakc: (495) 718-78-74;
e-mail:mail@vniidad.ru; http://www.vniidad.ru
OKIMO 02842708; OI'PH 1027700380795;
WMHH/KMNM 7708033140/771001001

Ne

Ha Ne oT

PucyHok B.2 — O6GpaseL yrrnosoro traHka nucbMa opraHusauuu

FOCTP 7.0.97—2016
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Pocapxve

depepanbHoe BropKeTHOE yUpeXaeHNe
«Bcepoccuinckmin HayuHO-UCCNenoBaTenbCKUA MHCTUTYT
[LOKYMEHTOBEAEHUSI N apXMBHOTIO fena»
(BHAMOAL)

MpodcotosHasn yn., 4. 82, Mockea, 117393
Ten./dakc: (495) 718-78-74; e-mail:mail@vniidad.ru; http://iwww.vniidad.ru
OKMNO 02842708; OIr'PH 1027700380795; MHH/KIMMN 7708033140/771001001

Ne

Ha Ne oT

PucyHok B.3 — O6pas3eL npogonbHOro 6naHka nucbMa opraHusaumm
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Pocapxue

depepanbHoe BIOMKETHOE yUpEeXAEHNE
«Bcepoccunckmin HayuHo-MccnenoBarTenbCkUn MHCTUTYT
LOKYMEHTOBEAEHNS 1 apXUBHOTO fenay
(BHUMOAL)

OVNPEKTOP
MpodcotosHas yn., 4. 82, Mockea, 117393
Ten./dbakc: (495) 718-78-74; e-mail:mail@vniidad.ru; http://www.vniidad.ru
OKMNO 02842708; OrPH 1027700380795; MHH/KMM 7708033140/771001001

Ne

Ha Ne oT

PucyHok B.4 — O6pas3seL, npofonbHOro 6naHka nucbMa AOMMKHOCTHOTO nuua
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Pocapxve

dPefepansHoe BIOAXKETHOE yUpexaeHe
«Bcepocceuiicknin Hay4HO-1UCCre0BaTENBCKUNA UHCTUTYT
LOKYMEHTOBEAEHNS 1 apXUBHOTO enay
(BHANOAL)

OTPACINEBOW LIEHTP MOBbLIWEHNA KBATIMGUKALIMA
MpodcotosHasn yn., 4. 82, Mockea, 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
OKIMO 02842708; OI'PH 1027700380795; MHH/KIMM 7708033140/771001001

Ne

Ha Ne oT

PucyHok B.5 — O6paseL npoaonbHOro brnaHka nucbma CTPYKTYPHOrO NoApasaeneHns
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Pocapxus

depepansHoe BIOQKETHOE yUpeXaeHNe
«Bcepoccuickunin Hay4yHo-UCCnenoBaTenbCKUA MHCTUTYT
[LOKYMEHTOBEAEHNS 1 apXUBHOTO fenay
(BHAMOAL)

MNMPUKA3

Mockea

PucyHok B.6 — O6paseL bnaHka KOHKPETHOIrO BuAa AOKyMEHTa opraHu3aumm
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Pocapxue
depepancHoe GIOAKETHOE yUpexXaeHe
«Bcepoccnnckmnin Hay4YHo-MCCnenoBaTenbCkMi MHCTUTYT
[OKYMEHTOBEA EHNS N apXMBHOIO Aenay

(BHUMOAL)
ANPEKTOP

PACMNOPA>XXEHUE

Mockea

PucyHok B.7 — OBGpa3seL 6naHka KOHKPETHOTO BMAA AOKYMEHTA AOMMKHOCTHOTO nuua
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Pocapxus

PenepanbHoe BOAXETHOE yUpexXaeHe
«Bcepoccuiickuin HayuHo-UccneaoBaTenbCkUA UHCTUTYT
JOKYMEHTOBEAEHUSI N apXUBHOrO fenax»
(BHUMOAL)

MpodcotoaHas yn., a. 82, Mockea, 117393
Ten./dakc: (495) 718-78-74; e-mail:mail@vniidad.ru; http://www.vniidad.ru
OKMMO 02842708; OIr'PH 1027700380795; MHH/KMM 7708033140/771001001

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

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

Ne

Ha Ne oT

PucyHok B.8 — O6paseL| npogonsHoro briaHka nucbma opraHusauum Ha AByX A3blkax
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W3MEHEHWSA, YTBEPXKAEHHbIE K HALMOHANBbHbLIM CTAHOAPTAM
POCCUNCKOUN GELOEPALIUA

01 OBLLUME NONOXEHUA. TEPMWHONOIMNA. CTAHOAPTU3ALUA. AOKYMEHTALA
OKC 01.140.20

M3meHeHue Ne 1 FOCT P 7.0.97—2016 Cuctema ctaHaapToB no uHdopmaumumu, 6ubrnmoTreyHoMy u nsga-
Tenbckomy gesny. OpraHusaunMoHHO-pacnopsauTesnibHas AOKyMeHTauusa. Tpe6oBaHus kK opopmMneHuto
DOKYMEHTOB

YTBEepXOeHo u BBeAeHO B aelicTBue Mpukasom denepanbHOro areHTCTBa N0 TEXHUYECKOMY pPerynupo-
BaHUKO n meTponoruu ot 14.05.2018 Ne 244-ct

Dara BBegeHuna — 2018—07—01

MyHKT 3.3 U3N0XUTb B HOBOIN peaakuuu:

«3.3 OnA co3paHus JOKYMEHTOB HEoOX0AMMO UCMOonb3oBaTh CBOOOAHO pacnpocTpaHseMble becnnar-
Hbl€ LUPUTDI.

[Ans opopmneHns 4OKYMEHTOB PeKOMEHAYeTCs MCnonbL3oBaTh pasMepsl wpudTos Ne 12, 13, 14.

Mpu cocTaBnexnuy Tabnuuy 4ONYCKAETCA MCNONb30BAaTb LUPUMTEI MEHLLUMX PA3MEPOBY.

MyHkT 5.18. MepBbliit ab3ay U3NOXKUTbL B HOBOI peaakuuu:

«5.18 TeKkCT OOKYMEHTa COCTaBMAETCH Ha PYCCKOM A3blKE KaK rocyAapCrBEHHOM A3blke POCCUMICKON
denepaunn. B opraHax rocygapCTBEHHON BNacTu, opraHax MECTHOr0 CaMOYMpaBneHusi, roCyaapCTBEHHbIX
yupexaeHuax pecnybnuk Hapsay ¢ rocyaapcrBeHHbIM A3blkom Poccuickon degepauuu MoryT ynotpebnarscs
rocyfapCTBEHHbIE A3bIKK pecnybnuk. B AeaTensHOCTW rocyaapCTBEHHbIX OPraHoB, opraHusauuii, npeanpus-
TUI U yupexxaeHunin Poccuiickon degepaumm nCnonb3yoTcA rocyaapCTBeHHbIN A3blk Poccuinckon deaepauuu,
rocyfapCTBEHHbIE 3bIkM pecnybnuk u uHble A3blku HapoaoB Poccuiickon deaepauuny.

[yHKT 6.8 U3NoXuTb B HOBOIN peaakuuu:

«6.8 B opraHax Bractu u opraHu3aumsx pecnybnuk Poccuiickoin deaepauuu, MCNonb3yoLwmx Hapsay ¢
PYCCKUM A3LIKOM KaK rocyaapCTBEHHbIM A3bIKOM Poccuinckon degepauum rocyaapCrBeHHbIN A3bIK (rocyaap-
CTBEHHbIE A3bIKK) pecnybnuk, NCnonb3yTcs GnaHku JOKYMEHTOB Ha PyCCKOM A3bIKE U roCcy1apCTBEHHOM $i3bl-
Ke (rocyaapCTBEHHbIX A3blkax) pecrnybnuk: yrnoBble (PEKBU3UTLI BriaHka pacnonaralorcs Ha O4HOM YpPOBHE:
Ha PYCCKOM 5i3blke — CreBa, Ha rocyAapCTBEHHOM A3bIKE (rOCYAapCTBEHHbIX A3bIKax) pecnybnuk — cnpasa)
UMM NPOAONbHble (PEKBU3UTBI BriaHKa Ha PyCCKOM S3blke — CBEpPXY, PEKBU3UTbI BrnaHka Ha rocyaapCTBEHHOM
A3bIKke (TOCYapCTBEHHbIX A3blkax) pecnyBrnmK — Hike).

[Ina nepennckn ¢ MHOCTPaHHLIMU KOPPECMOHAEHTaMM UCNONb3YIOT BNaHKM Ha ABYX s13blKaX — PYCCKOM
W aHrmuMnuckom (npunoxeHue B.8) unm MHOM MHOCTPaAHHOM A3bIKEY .

(MYC Ne7 2018 r)
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