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1 PASPABOTAH depnepansHbiM GlopkeTHbIM yupexaeHueM «Bcepoccuitckuit HayuyHo-uccnepoBaTenb-
CKWM UHCTUTYT JOKYMeHTOBeaeHuUs n apxusHoro gera» (BHUWAOAL) denepansHOro apxXMsHoro areHTCTea

2 BHECEH TexHu4eckum komnTeToM o craHgaprusauun TK 191 «Hay4Ho-TexHWYeckas nHpopmaums,
6ubnuoTteuHoe U nagaTenLckoe Aenoy

3 YTBEPXEH W BBE[JEH B AENCTBUE MNpukasom denepanbHoOro areHTcTsa no TeXHUYECKOMY pe-
ryrinposaHunio n Metporsiorum ot 8 aekabps 2016 r. Ne 2004-cT

4 B HacTosiLeM cTaHaapTe peannsopaHbl HOPMbI heaepanbHbiX 3akoHOB OT 27 uiona 2006 r. Ne 149-03
«O6 vHpopMaunKu, MHPOPMALIMOHHBIX TEXHOMOTUAX U O 3awiuTe WHopmauuu», oT 22 okTabpa 2004 r.
Ne 125-03 «O6 apxusHoM fiene B Poccuiickoit depepauymn» -

5 BBAMEH IOCT P 6.30—2003

6 U3OAHUE (nionb 2018 1.) ¢ UameHeHneM Ne 1, yTeepxaeHHbIM B Mae 2018 r. (MYC 7—2018)"

[pasuna npumeHeHUs HaCMosAWe20 cmaHGapma ycmaHoeaneHs! 8 cmambe 26 ®edepallbHo20 3aKoHa
om 29 uioHs 2015 2. Ne 162-®3 «O cmaHdapmu3sayuu e Pocculckoli ®edepayuu». NHgpopmayus 06 u3-
MeHeHUsIX K HacmosiueMy cmaHdapmy nybnuxyemcs e exez00HOM (110 COCMosAHUK Ha 1 SHeapA meKyuieso
eo00a) uHhopMayuoHHOM yKasamene «HauuoHanbHele cmaHAapmbl», a oghuyuansHeili mekem usMeHeHull u
nonpasoK — & exeMecYHoOM UHpopMayUOHHOM yKka3amere «HayuoHanbHble cmaHOapmbl». B criyqae nepe-
cMompa (3aMeHbl) unu omMeHbl Hacmosiweao cmaHdapma coomeemcemeayrowee yeedomneHue 6ydem ony-
bnukoeaHo 8 bnuxaluiem ebiNycKe eXeMeCcAYHO20 UHGOPMalyUOHHOZ0 ykadamens «HayuoHanbHule cmakx-
dapmesi». Coomeemcmeyioujas UHGhopMayus, yeeOoOMIeHUE U MeKCMbl Pa3MeLalomes 6 UHGopMayuoHHoU
cucmeme obuiez0 Nonb30saHUA — Ha oguyuanbHoM calime PedepanbHO20 azeHMcemea o MexHUYeckoMy
peaynuposaHuro U Memponozuu e cemu HmepHem (www.gost.ru)

© CrangaptuHdopMm, odpopmneHue, 2018

HacTosLyuii CTaHAapT He MOXET GbITb NOMHOCTBLIO UM YaCTUMHO BOCMPOM3BEAEH, TMPaXNPOBaH 1 pac-
NPOCTpaHeH B kayecTse ocuunanbHoro nanaHus 6ea paspelueHust degepansHoOro areHTCTsa No TEXHUYECKo-
My perynupoBaHuio W METPONoruun

* Hacrosiwee uanaxue sameHseT BCe Npeasbigyliive n3ganvua AaHHOTO CTanaapTa.
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HAUWOHANBHBIA CTAHOAPT POCCUACKOWU SEAEPALUMN

CucTtema cTaHAapTOB NO WHPOpMaLMK, GHOGNMOTEYHOMY K M3AATEeNLCKOMY Aeny

' OPrAHU3AUNOHHO-PACNTOPAOQUTENbHAA AOKYMEHTALIUA
TpeGoBaHMa K 0QOPMIGHNIO AOKYMEHTOB

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

[Oarta sBegeHus — 2018—07—01

1 O6nacTb NpuMeHeHuUsA

HacTosiWwwid cTaHaapT pacnpocTpaHAETCA Ha OpraHM3aLnoOHHO-pacnopAANTeENbHbIE JOKYMEHTbI: yCTa-
i Bbl, NOMOXEHUs,, NPaBUNa, MHCTPYKLMKN, pernamMeHTbl, NOCTAHOBNEHWA, PACNOPSIKEHUSA, NPUKA3bl, PELLEHNs,
' NPOTOKONMbI, AOTOBOPLI, aKTbl, MMCbMA, CNPaBkU U Ap. (Aanee — AOKYMEHTbI), B TOM YACHNE BKIOYEHHbIE B
OK 011-93 «OBbLepoccuitckmia knaccmukaTop ynpaeneHveckon gokymeHtayuu» (OKY[), knacc 0200000.
HacToALuiA cTaHaapT onpeaenseT cocTas peKsU3nTOB AOKYMEHTOB, Npasuna nx oopMneHus, B TOM
yucne ¢ NPUMEHEHNEM NHGOPMALIMOHHBIX TEXHOMOMMA; BUALI BNaHKOB, COCTaB PEKBUIUTOB GNAHKOB, CXeMbl
pacnonoXeHWs PEKBU3UTOB Ha AOKYMeHTe; o6pasuibl bnaHKoB; npasuna co3faHnsa AoKyMeHTOB. MonoxeHns
HaCcToSILLEro cTaHAapTa pacnpocTPaHAIOTCA Ha AOKYMEHTbI Ha GyMaXXHOM U 3NEKTPOHHOM HOCUTENSAX.

2 HopMmaTUBHbIe CCbINKU

B HacTosieM cTaHgapTe MCNoNb30BaHbl HOPMATUBHLIE CCbINKM Ha creaylowne cTaHAapTbi:

FOCT P 7.0.8 Cuctema cTangaptoB no mHgopmauuu, 6uGnuoredHomy 1 Uapatensckomy aeny. feno-
NPOW3BOACTBO W apxvBHOe Aeno. TepMuHel U onpeaeneHns

FOCT P UCO 15489-1 Cuctema ctaHpaproB no uHdopmauuu, BubnuotedHomy U naparenbCcKomy peny.
Ynpaenenue gokymentamu. Obiime TpeboBaHus

MpumevyaHue — Mpu NONbL3OBAHNN HACTOALNM CTaHAAPTOM LienecoobpasHo NPOBEPUTL ASCTBUE CCbINOUHBIX
CTaHAapToB B MHOPMALMOHHOMN cucTeMe 0BLIero Nonk3oBaHus — Ha ohuLMansHOM cailTe deaeparbHOro areHTCTea no
TEXHUYECKOMY PeryriupoBaHuIo N METPONormn B ceTn MIHTepHeT NNu No exerogHoMy MHGOPMaLIMOHHOMY yKa3saTenio «Ha-
LMOHanbHbIe CTaHAAPTLI», KOTOPLIA ONYBNUKOBAH MO COCTOAHMIO Ha 1 AHBaPA TeKyLIero roaa, U No BbiNyckam exeMecsay-
HOTO MHEOPMALMOHHOFO yKa3aTens «HauuoHanbHble CTaHAapThi» 3a TeKyLUNA rod. ECriu 3ameHeH CCbINOYHDBIA CTaHAapT,
Ha KOTOpbIi faHa HeAaTUPOBaHHas CCbINKa, TO PEKOMEHAYETCA UCTONL30BaTh AECTBYIOLLYIO BEPCUIO 3TOTO CTaHaapTa
C Y4YETOM BCEX BHECEHHBIX B A@HHYI0 BEPCHUIO 3MeHeHUi. ECnin 3aMeHeH CCbINOMHDBIA CTaHAAaPpT, Ha KOTOPbIi AaHa aaTi-
poBaHHasA CChINKa, TO PEKOMEHAYETCS UCMONb30BaTh BEPCHUIO ATOrO CTaHAApTa C yKa3aHHbIM Bbillie FOA0M YTBEpXKASHUS
(npuHaTHs). ECAn nocne yTeepXaeHUsi HacTosILero CTaHAapTa B CCbINOUHbIA CTAHAAPT, Ha KOTOpbLIA AaHa AaTWPOBaHHas
CCbiNika, BHECEHO U3MEHeHUe, 3aTparvsaloLlee NonoXeHne, Ha KOTOPOEe AaHa CCbisika, TO 3TO NOrOXKEHWEe peKOMeHAyeTCs
npumeHsTh 6e3 yueta 4aHHOrO u3MeHeHUs. ECin ccuinouHbIn cTaHaapT otMeHeH 6e3 3aMeHbl, TO NONOXeHWe, B KOTOPOM
[DaHa CCbiNka Ha Hero, pekoMeHAyeTCs NPUMEHATL B YacTH, He 3aTparueaioLleil aTy ccbinky

3 O6uwme Tpe6GoOBaHUA K CO3AAHUIO AOKYMEHTOB

3.1 [lokymeHTbl MOTYT co3aaBaTbcsl Ha GyMaXxHOM HocuTene 1 B anekTpoHHoW hopme ¢ cobniofeHnem
yCTaHOBMNEHHbIX NpaBun oopmMneHNs JOKYMEHTOB. ‘

Wapnanue ocpuumansHoe
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3.2 Mpu cosgaHumn aokymeHTa Ha AByX W Gonee cTpaHuuax BTOPYIO U nocnegyiowme CTpaHuUbl Hyme-
PyloT.

Homepa cTpaHuu NpocTaBnAKTCA NocepeanHe BepxHero nons AoOKYMEHTa Ha pacCTosHUM He MeHee
10 MM OT BepxHero kpas nucra.

JonyckaeTtca cosfaHue JOKYMEHTOB Ha nvuesoi u o6opoTHOM cTopoHax nucra. Mpu AByCTOPOHHEM
CO3aHKMN JOKYMEHTOB LUMPUHA NEBOro NOnsi Ha NMUEBOW CTOPOHE NUCTa U Npasoro Nons Ha 06opoOTHOM CTO-
poHe nucTa AonXHbl GbiTh paBHbI.

3.3 insA coananua AOKYMEeHTOB HeobBxoauMo Mcnonb3oeaTth cBOBOAHO pacnpocTpaHaeMble GecnnatHble
WpUPTLI.

Ona opopMneHNs 4OKYMEHTOB PEKOMEHOYETCA MCNONb30BaTh pasMepsbi WwpugTos Ne 12, 13, 14.

Mpw coctasneHnn Tabnuy aonyckaeTcs UCMoNb3oBaTh LWPUMTLI MEHBLLMX pa3Mepos.

(MameHeHHan pepaxuus, A3am. Ne 1).

3.4 AB3auHbIin OTCTYN TeKcTa AokyMeHTa — 1,25 cm.

3aronoBku pasgenos U NOAPa3Aenos NeYaTalnTcs ¢ absayHbIM OTCTYNOM UNKN LIEHTPUPYIOTCA NO LWMpKU-
HE TekcTa.

MHoOrocTpouHbIe PEKBU3UTBI NEYATAKTCA Yepes OAUH MEXCTPOUHbIA UHTEPBaN, COCTaBHLIE YacTu pek-
BU3UTOB OTAENAIOTCA AONONHUTETbHBIM UHTEPBANOM.

TeKkeT fokymeHTa neyaraerca yepes 1—1,5 MEXCTPOUHbIX UHTEpBana.

Ecnun aoOKyMeHT roToBUTCA ANA U3naHUA C yMeHbLUEHUEeM mMaclutaba, TEeKCT nevaraeTcs Yepes ABa UH-
Tepsana.

UHTepean mexay 6ykBamu B crnosax — 0ObIYHbIA.

UHTepBan mexay criosamm — oauH npoben.

3.5 TekcT AoKyMeHTa BblpaBHUBAETCs MO LUMPUHE nucTa (Mo rpaHuuaM Nesoro W rnpasoro nonen Ao-
KymeHTa).

OnuHa camoit ANVHHON CTPOKU pekBU3uTa NPY YrOBOM pacnonoXxeHUn peksusnTos He Gonee 7,5 cm.

OnuHa camoit OANUHHON CTPOKW pEeKBW3UTa NpW NPOAONBHOM pacnonoXeHun peksusutos He Gonee
12 om. ‘

3.6 HopMaTnBHbLIMU akTamu opraHn3aLmn MoXeT ObiTb NPEAYCMOTPEHO BblAENEHUE PEKBU3IUTOB «aape-
caT», «3arofloBOK K TEKCTY» UMK «NOANUCHY, a Taloke OTAENbHbIX PparMeHTOB TEKCTa NONY>KUPHbLIM LLUPUGTOM.

3.7 HopmaTtunBHbI€ aKThbl OpraHnu3aLum, a Talke UHbIE MHOroCTPaHUYHbIE AOKYMEHTbI MOTYT 0(OOPMNATb-
CA C TUTYNbHBIM NMCTOM. TUTYNBHBIA NUCT JOKYMEHTa OhOPMIISIETCA B COOTBETCTBUU C NPUNOXeHUeM A.

4 PekBU3UTbI AOKYMeHTa

Mpun noarotoBke U 0HOPMIEHUN LOKYMEHTOB MCMNONb3YIOT PEKBU3UTLI, ONPEaENEeHNUA KOTOpbIX Npuseae-
Hbl 8 TOCT P 7.0.8.

01 — rep6 (MocynapcteeHHbIn repb Poccuiickoit deaepaumu, repb cybnekra Poccuiickoin denepaumnm,
rep6 (repanbaudeckuit 3Hak) MyHULMNanbLHoro 06pasosaHus);

02 — 3mbnema;

03 — ToBapHbIA 3HaK (3Hak obcnyXxusaHus);

04 — koa hopMbl JOKYMEHTE;

05 — HaumeHoBaHWe opraHusauum — asTopa AOKYMEHTa;

06 — HaumeHOBaHWe CTPYKTYPHOro NOApa3AeneHns — aBTopa AOKYMEHTa;

07 — HauMmeHoBaHUE AOMKHOCTU NLja — aBTopa AOKYMEHTA;

08 — cnpaBsoyHble AaHHbIe 06 OpraHu3aLuy,;

09 — HaumeHoBaHWe BWAA AOKYMEHT];

10 — naTta AOKYMEHTa;

11 — perucrpauoHHLIA HOMEp AOKYMEHTE,

12 — ccbinka Ha perucTpauuoHHbIA HoMep W AaTy NOCTYNUBLLEro AOKYMEHTa;

13 — mecTo cocTaBneHua (M3naHusi) 4oKYMeHTa,;

14 — rpuc orpaHu4eHU JocTyna K JOKyMEHTY;

16 — appecar;

16 — rpuch yTREPXAEHNA OOKYMEHTE;

17 — 3aronoBoK K TEKCTY;

18 — TeKCT ROKYMEHTa;

19 — oTMeTKa 0 NpPUNoXeHUw,
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20 — rpudch cornacoBaHUA AOKYMEHTa;

21 — Bnaa,;

22 — noanuey;

23 — oTMeTKa 06 aneKTPOHHOW noanucw;
24 — nevars;

25 — oTrmeTka o6 ucnonuurene,

26 — oTmeTKa O 3aBepeHun Konuw,

27 — OTMETKa 0 NOCTYNNeHUU AOKYMEHTA;

28 — pesoniouus;

29 — OTMETKa O KOHTpOne;

30 — oTmeTKa 0 HanpaeneHun J0KyMeHTa B Aeno.

5 OdopmneHue peKBU3MTOB NOKYMEHTOB

5.1 epb (MocypapcTBeHHbI repd Poccuiickon deaepauuu, repb cybbekra Poccuitcko deaepauum,
rep6 (repanbguyeckuit 3Hak) MyHULMNanbHoro o6pa3oBaHNA) BOCNPOU3BOANTCA Ha BnaHkax AOKYMEHTOB B
cooTeeTcTBUM C PepepanbHbIM KOHCTUTYLMOHHBIM 3aKOHOM OT 25 aekabps 2000 r. Ne 2-0K3 «O locynap-
crBeHHOM rep6e Poccuiickoit degepauuuny», 3aKOHOAATENbHBIMU U UHBIMA HOPMATUBHLIMU NPABOBLIMW aKTa-
Mu cybrekTos Poccuiickon denepauum n HopmaTUBHBIMW akTaMy OpraHoB MECTHOTO CamOynpasneHus.

W3oBpaxenne repba (FocyrapcreenHoro repba Poccewitckoit degepanmn, repba cybbekra Poccuickoin
depepauun, repba (repanbauyeckoro aHaka) MyHWUMnanbHoro ob6pasoBaHusl) NOMELaeTca nocepeauHe
BepxHero nons GnaHka AOKYMEHTa Hap PeKkBvM3UTamy OpraHu3auun — aBTopa AOKYMEHTa Ha pacCTOsHWU
10 MM OT BepXHero kpas nucTta.

5.2 OmBnema opranu3aumm, paspaboTaHHas 1 yTBepXAeHHan B yCTAHOBAEHHOM Mopsaake, pasmeLlaeT-
Cs B COOTBETCTBMM C HOPMAaTUBHBLIMW NPaBOBLIMK akTaMu Ha BnaHkax: JOKYMEHTOB deaeparnbHbIX OpraHoB
rocyAapCTBEHHOM BNACTU (33 UCKMIOYEHWEM cryyaes, npefycMarpuBaloLMx Ucnosib3osaHvue u3obpaxeHus
locynapcTteeHHoro repba Poccuiickon defilepaLiuv), TepputopuanbHbix opraHos deaepansbHbiXx opraHoB ro-
CyAapCTBEHHOW BNacTK, roCyAapCTBEHHbIX U HErOCYAAPCTBEHHbLIX OpraHu3aumii. N3obpaxeHue ambBnemel no-
MeLyaeTcs nocepeaunHe BepxHero nons 6nakdka QOKYMEHTa Haf, pekBM3UTamMmy opraHusaunu — astopa Joky-
MEHTAa Ha pacCTOAHMN 10 MM OT BEpPXHEro Kpas nucTa.

5.3 ToBapHbIN 3HaK (3HaK o6cnyXXUsaHuA), 3aperncTpupoBaHHbIf B yCTaHOBIEHHOM 3aKOHOAaTeNbCTBOM
nopsAake, BOCNPOU3BOAWUTCS Ha BriaHkax opraHM3auuii B COOTBETCTBUM C YCTaBOM (nonoxeHuem o6 opraHusa-
uun). NaoBpakeHne ToBapHOIo 3Haka (3Haka obcnyvBaHUA) NOMeLaeTcs nocepenHe BepxHero rnors Gnax-
Ka AOKYMEHTa Haj pekBusUTamu opraHusaLuu — asTopa AOKYMEHTa WK cresa Ha ypoBHE HaumeHOBaHWs
opraHu3aLun — asTopa A0KYMEHTa (AoNycKaeTCA 3axBaTbiBaTh YacTb JIeBOro Nons).

Hapsagy ¢ ToBapHbIM 3HAKOM (3HAKOM OBCnyXvBaHUs) Ha GnaHkax AOKYMEHTOB MOXET yKa3blBaThCH
KoMMepyeckoe 0b60o3HaveHne Iopuandeckoro nuua.

5.4 Ko dhopMb! ROKyMEHTa NPOCTaBNAETCA Ha YHU(PMLUMPOBaHHbIX opMax fOKYMEHTOB B COOTBETCTBUN
¢ ObLepoccuitickum knaccudukaTtopom ynpasneHdeckon gokymeHTauuu (OKY[) unu rnokansHeiM knaccudm-
KaToOpOM, pacnonaraeTca B NPaBoOM BepXHeM yrny pabouero nons AOKyMEeHTa, COCTOUT U3 cnos «®opma no»
(HaumeHoBaHKWe KnaccudukaTopa) U LM poBoro koaa.

Mpumep

dopma no OKY[ 0211151

5.5 HanmeHoBaHue opraHusauvm — aBTopa JOKyMeHTa Ha GraHke AOoKyMeHTa JOMKHO COOTBETCTBO-
BaTb HAUMEHOBAHMIO I0PUANYECKOro LA, 3aKpenneHHoOMY B ero yupeauTenbHbIX JOKYMeHTax (ycTase unm
nonoxxeHuu). NMoa HaumeHoBaHKeM opraHn3aLum B ckobkax ykaablBaeTcA CokpallieHHoe HanmeHoBaHWe opra-
HW3aUWK, ecnu OHO NPEeAYCMOTPEHO YCTaBOM (NONOXEHUEM).

Hap HauMmeHoBaHWMEM OpraHu3auvmn — asTopa AOKYMEHTa yKasskiBaeTCA NoriHoe Uik cokpallieHHoe Haun-
MEeHOBaHMWe BbILLECTONLEN oprakn3aumm (Npu ee Hanuuum).

| 5.6 HauMmeHoBaHWe CTpyKTyPHOrO NoApa3feneHus — asTopa AOoKyMeHTa (B TOM Yucne ounuana, otae-

NeHus, NpeacTaBMTenLCTBa, KOnnervansHoro, CoBeLLaTenbHOro v MHOro opraHa) ucronb3yertca B GnaHkax
nuceM u GnaHkax KOHKPETHbIX BUAOB AOKYMEHTOB COOTBETCTBYIOWMX NoApasfeneHnii (opraHos) B COOTBET-
CTBUW C NOKaNnbHLIMWM HOPMATMBHBIMWU aKTaMK1 U YKa3blBaeTCA Noj HavMeHoBaHMEM opraHnaaLun.

3
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5.7 HaumeHoBaHWe AOMKHOCTU NuWUa — aBTopa AOKyMeHTa ucnonb3yeTcs B GnaHkax 4OMKHOCTHbIX
nvu 1 pacnonaraeTcs noa HauMeHoBaHWEM opraHv3auvn MNM HamMeHOBaHWEM TeppuTopum (kpas, oBnacTy,
aBTOHOMHOW ofnacTy n Ap.), ecnNn JOKYMEHT U3aaeT pyKoBOAUTENb opraHa BnacTu cybwvekta Poccuiickoii
denepaLumn, MyHmumnansHoro obpasosaHmns. HaumeHoBaHUe AOMKHOCTU NLa — aBTopa AOKYMEHTa yKasbl-
BaeTCA B COOTBETCTBAM C HAUMEHOBAHWEM, NPUBEAEHHBIM B PACNOPRAUTENBHOM AOKYMEHTE O HazHaueHWuu
Ha AOMMKHOCTD.

5.8 CnpaBouHble AaHHbIe 06 opraH3auumn yKkasbiBaloTcA B GnaHkax nUuceM U BKIYaKoT: NOYTOBLIA agpec
opraHusaumu (QOMONMHUTENBHO MOXET YKasbiBaTbCR aApec MecTa HaxoXX4eHWs 1puauYeckoro Nuua, ecnm ox
He coBrajaeT ¢ NOYTOBLIM aApecoM); HoMep TenedoHa, dpakca, aapec 3NEeKTPOHHO! NOYThI, CETEBOIA agpec.

B cocTas cnpaBoYHbIX AaHHbIX, 3a UCkiodeHWeM BnaHkoB AOKYMEHTOB OpraHoB rocyaapCTBeHHON Bna-
CTW, OpraHos MEeCTHOro CaMoynpaBneHus, BKIIOYaloTCs: Kog opranusauumn no O6iepoccuiickoMy knaccugu-
KaTopy NpeanpusiTUiA U opraHuaaumii (OKINO), ocHOBHOM rocyAapCTBEHHbIA perncTpauuoHHbIih HoMep opraHu-
3ayun (OrPH) 1 naeHTUdUKaLMOHHBIA HOMEP Hanoronnarenblyuka/kon NPUYMHLI NOCTAHOBKYA HA HANOTOBbIA
yyet (MHH/KIM).

5.9 HaumeHoBaHWe BMAa AOKYMEHTA yKa3biSBaeTCsl Ha BCEX AOKYMEHTaX, 3a WCKNMIoYEHWEM OenoBbiX
(cnyxebHbIX) Nucem, pacnonaraeTcs Noj peksusuTamn asTopa AOKYMEHTa (HauMeHOBaHWEM OpraHu3auui,
HauMeHoBaHMeM CTPYKTYpHOro noApasaeneHus, HaumeHosaHWeM AOMKHOCTH) (CM. pucyHok B.6).

5.10 [lata AoKyMeHTa COOTBETCTBYET AaTe NoAnucaHws (yTsepXXAeHWs) AOKyMeHTa unu aate cobbiTus,
3adhuKcMpoBaHHOro B AoKyMeHTe. [loKyMeHTbI, u3aaHHbIe AByMA unu Gonee opraHn3auvsiMu, AOMKHbLE UMETb
oAHy (eauHyto) aary.

[lata QoKyMeHTa 3anncbiBaeTca B NOCNER0BATENbHOCT — Ai€Hb MeCALA, MeCsL, rog — OQHWUM U3 ABYX
cnocobos:

apabcknmn Lndpamu, pasgeneHHsimu Toukoin: 05.06.2016;

CrnoBecHO-LMdpoBbIM cnocoboM, Hanpumep: 5 UtoHs 2016 T.

5.11 PernctpauvoHHbii HOMep AoKyMeHTa — undpoBsoi Unu BykseHHO-UUPOBON UASHTUGMKATOP AO0-
KYMEHTa, COCTOSALLUA U3 NOPSAKOBOro HoMepa A0KYMEHTa, KOTOPbI, N0 YCMOTPEHUIO OpraHu3aLmnm, MOXeT A40-
NONHATLCA LUMPPOBLIMUK UNK ByKBEHHLIMU KOAAMU (MHAEKCAMM) B COOTBETCTBMU C UCNONb3YEMbIMU Knaccudu-
KaTopamu (MHAEKCOM Aena Nno HoMeHKNaType fer, KOROM KoppecnoHAeHTa, KOAOM AOMKHOCTHOIO Nuua u Ap.).

Ha aokymeHTe, cocTaBneHHOM COBMECTHO ABYMS U 6onee opraHu3auusmu, NpocTasnsTCs perucrpa-
LIMOHHble HoMepa A0oKYMeHTa, NPUCBOEHHbIe KaXKaow U3 opraHusaumnii. PeructpaunoHHble Homepa OTAensoT-
Cs Apyr OT Apyra KOCOW YepToi U NPOCTaBNAIOTCA B NOPSAKE YKasaHUs asTOpOB B 3arofI0BOYHON YacTu unm
npeambyne fgokymeHTa.

5.12 Ccbinka Ha perucTpaunoHHbIl HOMep U AaTy NOCTYNMUBLLEro AOKYMEHTA BKIIOYAET perucrpaLmoH-
Hbli HOMep ¥ AaTy BXOASLLEro UHULIMAaTUBHOIO AOKYMEHTA, Ha KOTOPbIA faeTcs oTBeT.

5.13 MecTo coctasneHus (U3aaHNsl) ROKYMEHTa yKasbiBaeTCsl BO BCEX AOKYMEHTax, KpOMe AEenoBbIX
(cnyxe6Hbix) NUceMm, a Talke AoKNaAHbIX, CyXeOHbIX 3anUCoK U APYrMX BHYTPEHHUX MHAPOPMaLMOHHO-CNpa-
BOYHbIX AOKYMEHTOB,

MecTo cocraBneHus (M3aaHus) NOKYMEHTa He YKa3biBaeTCA B TOM cClydyae, ecniv B HAUMeHOBaHUK op-
raHW3auun NpucyTCTByeT yKkasaHue Ha MecTo ee HaxoxpaeHus. MecTo cocraeneHus (U3naHusl) AOKYMEHTa
yKa3blBaeTCs 8 COOTBETCTBUM C NPUHATLIM aAMUHUCTPATUBHO-TEPPUTOPUASIBHBIM AeMNEHNEM.

5.14 Mpuc orpaHnuyeHns AOCTYNa K AOKYMEHTY NPOCTaBMAETCA 8 NPaBOM BEPXHEM Yrny NepBoro nucra
AOKyMeHTa (NpoeKTa AOKYMEHTa, CONPOBOANTENbHOMO NUCbMAa K AOKYMEHTY) Ha rpaHuLe BEpPXHEro nons npu
Hanuuun B AOKYMeHTe WH(POpMauuK, AOCTYN K KOTOPOW OrpaHUyYeH B COOTBETCTBMMA C 3aKOHOAATENbCTBOM
Poccuitckoit depnepaumn.

Buab! ucnonbayemMbix 8 opraHn3auui rpudpos orpaHMYeHNs 4OCTyna AOMKHBI COOTBETCTBOBATL 3aKOHO-
AaTenbHbIM U MHBIM HOpMaTUBHBIM NPaBoBLIM akTaM Poccuitickoi defiepaunm n 4omkHbI GbiTb 3akpenneHbl B
nokanbHbiIX HOPMaTUBHbIX akTax. B coctas rpuca orpaHuyeHns AOCTyNa K AOKYMEHTY BXOAUT orpaHuynTe N b-
Has Haanuce («[ins cnyxebHoro nonb3osaHus», «KoHduaeHUnansHo», «Kommepyeckas TaitHa» wnv ap.),
KOTOpas MOXeT AONOSHATLCA HOMEPOM 3K3eMnnsipa AOKyMEHTa M APYruMU CBeAEHUSIMU B COOTBETCTBUMN C
3akoHoAaTens,cTBOM Poccuiickoi depepauunu.

lpumep

KoMmepuyeckas TaitHa
OK3. Ne 2




rOCT P 7.0.97—2016

5.15 Appecat ncnonb3yercs npu oopMneHnn aenosbix (CnyxebHbiX) Nucem, BHYTpPEeHHNUX WHgopMma-
LUMOHHO-CNpaBOYHbIX 4OKYMEHTOB (AOKMaAHbIX, CryeBbHbIX 3anucok 1 ap.).

AgpecaToM [OKYMeHTa MOXeT ObiTb OpraHn3auus, CTPYKTYpHOE nofpasgenieHne opraHu3aumm, Sonx-
HOCTHOE WNK r3nyeckoe NULO.

PeksuanT «agpecar» NpoCcTaBnsAeTcs B BEpXHEl NpaBoi YacTu AokyMmeHTa (Ha 6naHke ¢ yrnosbim pac-
nonoXeHuem peks1MsuToB) UM cNpasa fof pekBusnTamu 6naHka (Npu NPoOJONbHOM pPacnonoXeHUK pekBU3n-
ToB GnaHka). CTPOKM peKB1anuTa «afpecary BbIpaBHUBAIOTCS NO NTEBOMY KPalo UMW LEHTPYIOTCA OTHOCUTENbLHO
caMoii ANMHHOA CTPOKMK.

Mpw aapecoBaHUN AOKYMEHTa PYKOBOAUTENIO (3aMECTUTENIO PYKOBOAUTENS) OpraHU3aLMn yKasbiBaeTcs
B AaTeNbHOM Nagexe HauMeHoBaHWE AOMKHOCTA PYKOBOAUTENSA (3aMeCTUTENsA PYKOBOAMUTENS), BKNoYaloLLee
HaMmeHoBaHWe opraHv3auuy, amunuio, tHUUManbl AOMKHOCTHOrO Nuua.

Mpumep

Pykosoautenio deaepansHoro
apXVUBHOro areHTcTBa
damunus A.0.

Mpu agpecoBaHU NUCbMa B OpraHN3aLu1Io YKa3biBaeTcs ee nonHoe Unu cokpallieHHoe HauMeHoBaHue
B UMEHUTENbHOM Naaexe.

Mpumep
deagepanbHOe apxuBHoOE
areHTCcTBO
nunu
Pocapxus

Mpv apgpecoBaHUM [OKYMEHTa B CTPYKTYpHOe roppasgeneHue opraHusauuv B peksuawuTe «agpecat»
yKa3bIBaeTCsl B UMEHWUTENbHOM Najexe HauMeHOBaHNe opraHu3aLiuy, Huxe — HauMeHoBaHNe CTPYKTYpHOro
noppasgeneHus. ’

Mpumep

denepansHoe apxusHoe
areHTCTBO

OTtaen rocyaapCcTBeHHON
cnyx6bl, KagpoB U Harpapg

Mpu agpecopaHny NUCbMa PYKOBOAUTENIO CTPYKTYPHOro nofpasfeneHusl ykasbiBaeTcA B UMEHUTE b=
HOM Nagexe HauMmeHoBaHue opraHusauun, HWXKe — B AaTenbHOM nage)xe HaumeHosaHue QOMKHOCTU pyKo-
BOAUTENSA, BKTIOYalOLlee HauMeHOBaHUe CTPYKTYPHOrO nogpasaeneHus, amMunuio, UHULManb.

lMpumep

AO «[Mpocunb»

PykosoauTenio AOrOBOpHO-
npasoBOro otgena
damunusa A.0.
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Mepen dhamunuert ROMKHOCTHOrO NUUa AONYyCKaeTCs ynoTpebnAaTb COKpalleHue «r-Hy» (rocrnogmHy),
€Cnun agpecar MyXHuHa, UNKn «r-Xxe» (rocroxXe), ecnu agpecar XeHLuHa.

Mpumep

r-Hy ®amunusa LN.0.
wnm

r-xe ®amunus U.0.

Mpu paccbinke [OKyMEHTa rpynne opraHu3almii OQHOro TUMa UNK B CTPYKTYPHbIE NoAPa3sAeneHNs 0gHOMN
opraHu3aLumn agpecar yKkasbiBaeTcsi 0606LLeHHO.

lpumep

PykosoauTtensim govepHux
o6uwects AO «lpodunb»
unu
PykoBoauTtensam ynpaBneHui
PocapxuBa

Mpu paccbinke AOKYMEHTa He BCEM OpraH13aUuaM Unn CTPYKTYpHbLIM NOAPa3aeneHsIM Nof peKBU3UTOM
«Appecar» B ckobkax yKka3sblBaeTcs: «(MO CrMCKY)».

lpumep

Pykosoautensam aodepHux
obwects AO «[lMpodunb»
(no cnucky)

B oaHOM pokyMeHTe He fomkHO GbiTb Gonee yeTbipex agpecatoB. Cnoso «Konus» nepen BTOpbIM,
TPETbUM, YETBEPTLIM agpecaTtamu He ykasbiBaeTcs. Mpu 6onblueM KonuuecTBe agapecaToB COCTaBNAETCH
CNUCOK (NUCT, yKkasaTenb) paccbinkn JOKYMeHTa, Ha KaX4OM [JOKyMeHTe YKasbiBaeTCA OAWH ajpecaTr uiu
aapecar odopmnsercsa 06006LEHHO.

B cocrae pekeusuTa «Agpecarts MOXET BXOAWTb NOYTOBbIA agpec. ANEMeHTbI NOYTOBOrO agpeca yka-
3bIBAIOTCA B NMOCnefoBaTenbHOCTH, YCTaHOBNEHHO! MpaBunaMu okasaHWs YCnyr NouTOBOW CBRA3W, yTBEpX-

OeHHbIMK NpukasoM MuHucTepcTea CBA3KM U MacCcoBbIX KOMMYHWUKaLmit Poccuitckoit degepauum ot 31 uions
2014 r. Ne 234,

Mpumep

Bcepoccuitckuii Hay4Ho-
uccnegoBaTenbCKUi UHCTUTYT
AOKyMeHTOBeAeHUA U apXMBHOro gena

MpodcpcotosHan yn., A. 82,
Mocksa, 117393

Mo4ToBbI% agpec MOXeT He yKka3blBaTbCA B [OKYMEHTaX, HanpasnsaeMbiX B BbiCLLWe opraHbi BN1acTy, Bbl-
LecTosLLne opraHnsaLun, NoABEAOMCTBEHHbIE OpraHn3aLnn U NOCTOSIHHLIM KOppeCnNoOHAEHTaM (3a UcKnive-
HUEM HanpaBneHus nucem ykasaHHbIM agpecataM B KOHBepTax ¢ Npo3payHbiMU OKHaMu).
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Mpu appecoBaHWM [OKYMEHTa (PM3NYECKOMY NULY YKa3biBaKTCA: (PaMUNWA, UHULMANbI, NOMTOBbLINA
aapec.

lpumep

damunusa U.0.

yn. Capgosas, 4. 5, kB. 12,
r. Jlio6epubl, Mockosckas obn.,
301264

Mpw oTnpaBke NMCbMa MO 3NEKTPOHHOK noyTe unu no dakcumunbHow cBA3n (6e3 KOCHLINKKA NO NoyTe)
NOMTOBbLIA agpec He ykasbiBaeTcs. [pn HeoBXoANMOCTU MOXET 6biTh yKa3aH 3NeKTPOHHbIA aapec (HoMep

TenecoHa/takca).
lpumep

Bcepoccuiicknia Hay4Ho-
nccnenoBaTenbCKU UHCTUTYT
[OKYMEHTOBEAIeHNA U apXUBHOro aena

mail@vniidad.ru

5.16 Mpud yTBEPXKAEHNA NPOCTABNAETCA Ha AOKYMEHTE B Criyyae ero yTeepXaeHust 40MKHOCTHbIM nu-
LIOM, pacnopsiauTeNbHLIM AOKYMEHTOM (MOCTAHOBMEHNEM, PeLUEHNeM, NPUKa3oM, PacnopsXXeHNeM) Unu pe-
LWEeHUeM KonnernanbHoro opraxa.

Mpud yTBEPXKAEHWS pasMeL4aeTCs B NPaBoM BepxHeM yrny nepsoro NUCcTa okymeHTa, CTpOKU pekBuamn-
Ta BbIPaBHUBAIKOTCA NO NIEBOMY KPalo UMK LIEHTPYIOTCH OTHOCUTENbHO CaMOW AMUHHON CTPOKM.

Mpv yTBEPXAEHNN AOKYMEHTa AOMKHOCTHBIM NINLIOM rPpUd YTBEPXAEHWUA COCTOUT M3 cnosa YTBEPXK-
DAIO, HauMeHOBaHWUA [OMKHOCTU NULA, YTEEPKAAIOWEro AOKYMEHT, ero NOANUCH, NHNLWANOB, hamunum v
OaTbl YTBEPXKAEHMS.

TNpumep

YTBEP>XXOAIO
PykoBoauTens ®enepanbHoro
apXxvBHOro areHTcTBa

Moanucek N.0. damunus
[ata

Mpu yTBEPXXAEHUN JOKYMEHTa pacrnopsiATENbHBIM AOKYMEHTOM rpud yTBEPXKAEHUA COCTOUT U3 Crosa
YTBEPXMEH (YTBEPXXAEHA, YTBEP>KAEHbI unu YTBEPXOEHO), cornacosaHHOro ¢ HaumMeHoBaH1eM
BUAA YTBEPXAAEMOro AOKYMEHTa, HAUMEHOBaHWA PacrnopsiaAuTeNbHOro A0KYMEeHTa B TBOPUTENLHOM Nagexe,
€ro patbl, Homepa.
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lpumep

(PernameHT) YTBEPYKIEH

npukasom AO «[podunb»

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

npukasom AO «[lMpodunb»

oT 6 anpens 2016 r. Ne 83

Mpu yTBEpXKAEHUM AOKYMEHTa KomnnernarisHeiM OpraHoM, peLleHUs KOTOPOro OUKCUPYIOTCSA B NPOTOKO-
ne, B rpuchbe yTBEPXAEHNA YKa3bIBAIOTCS HaMMEHOBaHUe opraHa, peLLeHUEM KOTOPOro YTBEPXKAEH AOKYMEHT,
fAiaTa 1 HoMep npoTokona (B ckobkax).

Mpumep

(NonoxeHue) YTBEPXXAEHO
CoBeToM AupeKkTopoB
AO «lNpodunb»
(npoTokon oT 12.12.2016 Ne 12)

5.17 3aronosok k TeKCTy — KpaTkoe coaep)kaHue JOoKyMeHTa. 3arofloBoK K TeKCTy hopMynupyeTcs ¢
npeanorom «O» («O6») N oTBEMAET Ha BONPOC «0 YEM?»!

npukas (0 4em?) o co3gaHuM aTTecTalMoOHHON KOMUCCUM;

npuvkas (o Yem?) 06 yTBEPKASHWM LUTATHOrO pacnucaHus;

nucbMo (0 Yem?) o0 NpefocTaBneHnn MHopMaLnu.

3aronoBok k TeKCTy 0(OpMNAETCA NoA peksuauTamu Gnaxka cnesa, OT rpaHuLibl Nesoro nonsl. B ykasax,
NOCTaHOBNEHUsIX, pPeLLeHUsIX, NpuKa3ax, n3gasaembix opraHamu BracTi, 3arofloBOK K TEKCTY MOXET oopm-
NATLCA HaA TEKCTOM nocepeauHe pabodyero nonsi JOKyMeHTa U LUEHTPYETCA OTHOCUTENBHO CaMOW AnMHHOM
CTPOKMU. ‘

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

5.18 TekcT AOKYMeHTa COCTaBIIAETCA Ha PYCCKOM A3blke Kak rocyAapCTBEHHOM fA3blke Poccuiickon de-
Aepauuun. B opraHax rocyAapCTBEHHON BNacTW, opraHax MECTHOMO CaMOynpaBreHuUs, rocyAapcTBEHHbIX yu-
pexaeHnsx pecny6nvk Hapsay ¢ rocyaapcTBeHHbIM A3bikom Poccuitckon degepaummn moryT ynoTpebnaTtecs
rocyfapcTeeHHble A3blkin pecnybnuk. B aesTenbHOCTH rocyAapCTBEHHbIX OPraHoB, OpraHu3auumii, npeanpus-
T U yupexxaeHnin Poccuiickoin deaepaLuimm ncnonb3yoTcA rocyAapcTBEHHbIA s3blk Poccuitckoin denepaumm,
rocyfAapcTBeHHble A3bikW pecnybnunk n uHbie A3blku Hapo#oB Poccuidickon depepauun,

B TekcTe AOKyMeHTa, NOAroTOBNEHHOM Ha OCHOBaHUM 3aKOHOAATENbHbIX MW UHBIX HOPMaTUBHLIX Npa-
BOBbIX aKTOB, paHee N3aaHHbIX PacnopsaUTENbHbIX JOKYMEHTOB, YKa3bIBAOTC UX PEKBUSUTLI

- HaumeHoBaHue BuAa LOKYMEHTa, HauMeHoBaHWe opraHn3auun — asTopa JOKYMeHTa, iaTa AOoKyMeH-
Ta, PErMCTPaLMOHHbIA HOMEP AOKYMEHTa, 3arofiloBoK K TEKCTY;

- HauMeHoBaHWe opraHusaLun UNN JOMKHOCTHOrO NULA, YTBEPAUBLLIENO AOKYMEHT, AaTa yTBEpXAEeHUS
[OKYMeHTa.

TekCT AokyMeHTa MOXeT coaepXaTb pasfenbl, noapasaenb!, NyHKTbl, NOANYHKTbI, HyMepyemble apab-
ckumun undbpamu. YposHei pybpukauum Tekcra He JomkHO ObiTh Gonee yeTbipex.

B npukasax TeKCT nanaraeTcsa oT Nepeoro nuua eQUHCTBEHHOTO YUCa («NPUKa3bIBalo»).

B fokyMeHTax konnernanbHbIX U COBELLaTENbHbIX OPraHOB TEKCT U3NaraeTca OT TPETLEro nuua eaunH-
CTBEHHOrO YUCna (KKONSIerus ... NoCTaHOBNAET», «cobpaHue ... peLunno»).

TeKkCcT nNpoToKosia U3NaraeTcst OT TPETLEro NULA MHOXECTBEHHOTO YMCna («CNyLIanuy, «BbICTYNUNY,
«NOCTAHOBUNN®, «PELLKUNNY).

B foKymeHTax, ycTaHaBnvBalowWux npasa n 0683aHHOCTU OpraHu3auunii, MX CTPYKTYPHbIX NogpasneneHuil
(NonoXeHune, MHCTPYKLUS), a TaloKe CoaepXaLUMX ONUcCaHNe CUTyaLuiA, aHanu3 akToB Unu BbIBOAbI (aKT, cnpas-

8
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Kka), mcnonbayeTtcst (hopMa M3NOXEHWN TEKCTa OT TPETHEro NUUa €4MHCTBEHHOMO UIU MHOXECTBEHHOrO Yucna
(«oTaen ocyllecTBNAET OYHKLMW. .. », «B COCTaB YNpaBneHWUA BXOAAT... », KKOMUCCUA NpoBesia NpoBepKy...»).

B coBMECTHbIX OKYMEHTaX TEKCT U3NaraeTcs OT NepBoro NULA MHOXECTBEHHOIO YUCna («NpUKasbisa-
EeM», «peLLnnny).

B aenosbix (cnyxebHbiX) NUCbMaxX MCNONb3YIOTCA (POPMbl UINOXKEHUS:

- OT NepBOro NLAa MHOXECTBEHHOro Y1cna («NpocMM HanpasWTb...», «NPeaAcTaBifAeM Ha paccMoTpe-

HUE ...»);
- OT TpETbero nuLia eAVHCTBEHHOrO Yucna («MUHUCTEPCTBO HE BO3PaXaEeT... », «06LLECTBO CUNTAET BO3-
MOXHBIM. .. »);

- OT Nepsoro NuULa eAWHCTBEHHOro YMCNa («CYMTal HEOBXOAUMBIM. .. », «Npeafarato pacCMOTPETb...»),
€CNU NUCbMO OPOPMIEHO Ha AOMKHOCTHOM GnaHke.

B Tekcrax AOKyMEHTOB ynoTpebnsaioTca Tonbko obujenpuHaTble aGbpeBuatypbl U rpaduyeckue cokpa-
LEHMA. :

Mpu ynotpebnexHnn B TekcTe hamunuii UL MHULMANLI YKa3bIBaOTCA Nocne hamunum.

B penoBbIx (cryxebHbIX) NUCbMaxX MOryT UCNONb30BATLCA:

- BCTynuUTenbHoe obpalleHue;

YsaxaeMmblit rocnoguH Mpeacenarens!

YBaxaemelit rocnoauH MNy6epHatop!

Yeaxkaemblil rocnoauH Mpoxopos!

YBaxaeMas rocnoxa 3axaposal

Yeakaembiti Hukonait MNeTposuy!

Yeaxxaemas Onbra HukonaesHa!

YeaxkaeMble rocnoaal

B obpalleHnn no AOrKHOCTU HaMMeHoBaHWe AOMKHOCTU NULLETCA C NponucHoi Gyksbl, B obpauleHnn
no chamMunMn MHULManbl NMUA He YKasbIBaloTCS.

- 3aKnoyUTenbHan aTUKeTHas dpasa:

C yBaxeHuem, ...

(UsmeHeHHan pepakumn, Uam. Ne 1).

5.18 OTMeTKa 0 NPUNOXEHUN COAEPXUT CBEAEHUN O AJOKYMEHTE (QOKYMEHTaXx), npurnaraeMomM K OCHOB-
HOMY AOKYMEHTY (B CONPOBOAMUTENbHBLIX NMCbMaX, NPETEH3UNAX, aKkTax, cnpaskax U Apyrux MHPoOpMaUNOHHO-
CNpaBOYHbIX AOKYMEHTaX), UKW O TOM, YTO AOKYMEHT SIBNSETCA NPUNOXEHUEM K OCHOBHOMY LOKYMEHTY (B
[OKYMEHTaX ~- NPUNOXEHNAX K pacnopsanTenbHbIM LOKYMEHTaM, NOMOXEHWAM, npaBunam, WHCTPYKUUAM,
AoroBopam, nnaHam, otTyeTam 1 ap. AOKYMeHTam).

B conpoBoguTenbHbLIX NMCbMaXx ¥ ApYrux MHEOPMaLMOHHO-CPaBOYHBLIX AOKYMEHTaX OTMETKa O NpuUno-
XEHUU OHOPMIIAETCA NOA TEKCTOM OT rpaHuULibl NEBOro Nons cneaytowum obpasom:

~ €CNK NpUNoXeHWe Ha3BaHo B TeKCTe:

MpunoxeHne: Ha2n.B 1 3ks.

- €CNU NpusIoXeHWe He Ha3BaHO B TEKCTE WK ecnnu NPUNOXEeHUA HECKOMNbKO, YKasbiBaloT HasBaHUA ao-
KYMEHTOB-NPUNOXEHUA, KONUYECTBO NTUCTOB U 3K3EeMNNSAPOB KAXA0ro NpunoXeHus.

Mpunoxenue: 1. Monoxexne 06 YnpasrieHNN permoHanbHOro KpeauToBaHUA Ha 5 n.
B 1 3K3.

2. Cnpaska 0 KaapoBOM coCTaBe YnpaBneHusi permoHasnibHoro kpeauTo-
BaHWSA Ha 2 N. B 1 3K3.

- €Cny NpunoXxexne (NpUNoXxeHus) copoLLIIOPOBaHO:

MpunoxeHue: otyeT 0 HAP B 2 3k3.




FOCT P 7.0.97—2016

- ©CNW JOKYMEHT, ABNAIOWMUACA NPUNOXEHNEM, UMEET NPUIOXEHNS C CAMOCTOSITENBLHON HyMepaumnei
CTpaHuL:

Mpunoxexue: nucbmo Pocapxusa ot 05.06.2015 Ne 02-6/172 1 NpunoxeHusi K Hemy,
Bcero Ha § n.

- €CNW NpunoxeHneMm sIBNAeTC 060COBNeHHbIA SNEeKTPOHHbIA HocuTenb (KOMNAKT-QUCK, usb-coneLu-
HakonuTens U ap.):

Mpunoxexnune: CD B 1 aka.

Mpw aTOM Ha BKNaAbile (KOHBEPTE), B KOTOPbIA NOMELLAETCA HOCUTESNDb, YKa3biBalOTCA HAMMEHOBaHWA
AOKYMEHTOB, 3anucaHHbIX Ha HocUTeNb, UMeHa dainos.

B pacnopsavTentbHbiX AOKyMeHTax (NMOCTAHOBSIEHUSIX, peLUeHUsX, NpuKasax, pacnopsXeHUsX), Aoro-
BOpax, MONOXeHUsX, NpaBunax, UHCTPYKLUMAX U APYrUX AOKYMEHTax OTMeTKa O NpunoxeHun oopMnsaeTcs
cneayowunm obpasom:

- B TeKkcTe AOKYMEHTa Mnpu NepsoM YNOMUHAHUN JOKYMEHTa-NPUNoXeHUA B ckobkax ykasbiBaeTcs: ...
(npunoxeHue) unu ... (Npunoxexune 1); nepea HOMEPOM NPUNOXEHNS AONYCKAETCA CTaBUTb 3HAK HOMepa: ...
(npunoxexue Ne 2);

- Ha NepBOM NUCTE [JOKYMEHTa-NPUIOXEHUA B NPABOM BEPXHEM Yy yKa3biBaeTCs:

Mpumep

MpunoxeHue Ne 2
k npukasy AO «[llpodunb»
ot 15.08.2015 Ne 112

CTpOKV peKsu3nTa BbIPABHUBAIOTCA MO NEBOMY KPalo UM LEHTPYIOTCS OTHOCUTENbHO Camon ANMHHON
CTPOKMW.

Ecnn npunoxeHWem K pacnopsavTeNbHOMY AOKYMEHTY SIBMSETCS HOPMaTUBHbIA NpasoBOW aKT wnu
WHON JOKYMEHT, yTBEepXAaeMblii AaHHbIM PacnopsAUTENbHBIM JOKYMEHTOM, Ha NEPBOM SINCTE NPUNOXKEHNUS
NPOCTaB/IAETCA OTMETKA O NPUNOXeHNM (6e3 CCbiNKK Ha PacNopAANTENbBHBIA AOKYMEHT) U rpud yTBEpKAEHUS,
B KOTOPOM YKa3biBaloTCA faHHbLIe pacropsANTeNbHOTO 4OKYMEHTa, KOTOPbIM YTBEPXKAEH AOKYMEHT-NpUNoXe-
Huhe.

MNMpumep

MpunoxeHue 1

YTBEPXXAEHO
npukasom AO «[lpocdpunb»
ot 18.05.2015 Ne 67

5.20 MNpnd cornacoBaHus AOKYMEHTa NPOCTABNSETCH HA NOKYMEHTAX, COrNacoBaHHbIX OpraHaMu Bna-
CTH, opraHusaLuusiMu, AOMKHOCTHBIMWA NuLiaMu. Mpud cornacoBaHUA B 3aBUCUMOCTU OT BUAA AOKYMEHTa U
ocobeHHOCTeN ero ohopMNEHUA MOXET NPOCTABNATLCA:

- Ha NepBoOM NMCTe AOoKyMEHTa (ecnu AOKYMEHT UMEET TUTYNbHbIA NIUCT — Ha TUTYNIbLHOM NUCTe) B ne-
BOM BEepXHeM Yrny Ha ypoBHe rpuca yTBEpPXAEHUA UK NoA HaUMEHOBaHMEM AOKYMeHTa Brnvmke K HWKHeMY
nonio);

- Ha nocnegHeM NUCTe AOKYMEHTa Nof TEKCTOM;

- Ha NUcTe cornacoBaHnn, ABNAIOLWLEMCA HEOTbEMTEMON YacTbIo AOKYMEHTa.
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pudb cornacoeaHusa coctout U3 cnoea COMTACOBAHO, gomxHOCTM Nuua, KOTOPbIM COrnacoBaH Ao-
KYMEHT (BKkMio4aa HauMeHoBaHWe opraHv3auuu), ero cob6CTBEHHOPYYHOU roanucu, WHUUWanos, damunuu,
[aTbl COrNacoBaHus.

lpumep

COIMACOBAHO

Auvpexktop BHUAOAL
(nognucb) n.0. damunusa

[ata

Ecnu cornacoBaHWe OCYLLECTBNAETCA KONMeranbHLIM. OpraHoM, B rpude COrnacoBaHus yKasbiBaloT
cBeaeHuss 06 opraHe, COrMacoBaBLUEM JOKYMEHT, AaTe W HOMepe NpoTOKOMa, B KOTOPOM 3acMKCUPOBAHO
pelueHue o cornacoBaHun. Ecnu cornacosaHne OCyLUECTBNAETCA MUCbMOM, YKasbiBaloT: BUa AOKYMEHTa, op-
raHu3aLuio — aBTopa AOKYMEHTa, 4aTy U HOMEep NucbMa.

lpumep 1

COIMACOBAHO

CoBeTOM OMpPEeKTOpOoB

AO «[Mpocdunb»

(npotokon ot Ne )

lpumep 2

COIMACOBAHO
nucbMoM Pocapxuba
or Ne

5.21 Busa csnaeTenbCTBYET O COrNacun UNU Hecornacum AOMKHOCTHOrO nuua (paboTHWKa) ¢ coaep-
XaHWeMm npoekTa AoKyMeHTa. Busoi odopmnsercs BHyTpEeHHee cornacoBaHve AokymeHTa. Busa skniovaer
[OSMKHOCTb NULA, BUSUPYIOLLIEro AOKYMEHT, NOANUCH, paclundpoBky NOANUCK (MHALUManbL, daMunuio) n pary
BU3NPOBAHUS,

Tpumep

PykoBoguTens IopManyeckoro otaena
Moanucek n.0. damunus
[arta

Mpn HanuunKu 3sameyaHni K LOKYMEHTY BU3Yy OpOPMNSAIOT cneayowmm obpasom:
Mpumep

3ameuaHus npunaraloTcs.
PykosoguTens lopuanM4eckoro otaena
Moanucob n.0. damunus
[ara

11
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B opraHusauusix, NPUMEHSIIOLLIMX CUCTEMBbI 3NEKTPOHHOro AOKYMEHTOO60pOoTa, COrnacoBaHue MOXeET
NPOBOANTLCA B ANeKTpoHHOM opme cornacHo MOCT P UCO 15489-1.

B AokymeHTax, NOANMHHUKA KOTOPbIX XPaHATCA B OpraHnaalvu, Buasl NMPOCTaBNSAIOT HA NOCneaHeM nu-
cTe AoKyMeHTa nof noanuchkio, Ha ob6opoTe nocneaHero NUCTa NoAnuHHWKA AOKYMEHTa UNK Ha NCTe corna-
COBaHNA (BM3MPOBaHWA), NpUNaraeMom K AJOKYMEHTY.

B vexopsimx aokymeHTax BU3bl NPOCTaBMAIOTCA Ha aK3eMNIspax AOKyMEHTOB, NoMeLlaembix B Aeno.

Mo ycMoTpeHWio opraHn3aLmMn MOXKET NPUMEHATLCA NONIMCTHOE BU3UPOBAHME AOKYMEHTa U ero Npuno-
XKEHWAA.

5.22 Nognucb BKNOYAET. HAaUMEHOBaHWe AOMKHOCTU NUA, NOANNUCHIBAIOLLEro JOKYMEHT, ero cobcTBeH-
HOPYYHY0 NOANUCH, paclLndpoBKY NOANUCU (MHULMans!, aMunus).

Mpumep

leHepanbHbI AUpeKTop I‘Io,u,'nMCb n.0. damunus

Ecnu gokymeHT ocopmneH He Ha GnaHKke, B HAUMeHOBaHWE JOMKHOCTU BKNIOYAETCR HauMeHoBaHue
opraHusaumu. [jonyckaeTcs LeHTpoBaTb HaMMEeHOBaHUE JOMKHOCTM Nuua, NoANMCaBLUIEero AOKYMEHT, OTHOCH-
TeNbHO CaMoN ANUHHOR CTPOKM.

Npumep

leHepanbHbit QUPEKTop
AO «[Mpodunb» Moanuck n.0. damunusa

Mpu ocopMneHny [OKyMeHTa Ha GniaHke AOMKHOCTHOrO NUUa AOMKHOCTL 3TOMO NUuA B NOANMCU He
yKa3bIBaeTcs.

Tpumep

Moanuce n.0. damunus

Mpu noanMcaHun AOKyMEHTa HECKONbKUMMU AOMKHOCTHBIMWA NMLEMW, 3aHUMAIOWMUMKN pa3Hoe nonoxe-
HWe, UX NoAgnMcK pacnonaratoTcA oiHa noA Apyroi B nocneaoBaTenbHOCTH, COOTBETCTBYIOLLER nepapxum sa-
HUMaeMbIX JOMKHOCTEN.

lMpumep
AupekTop UHCTUTYTa Moanucek n.0. damunus
lnaBHbIA Byxrantep Moanuck n.0. damunus

Mpu noanucaHun [OKYMEHTa HECKONMbKUMM NnLiamn pasHbIX AOMKHOCTER WX NOANMCU pacnonaraloTcs
Ha OQHOM YpOBHE.

Mpumep
3amecTuTens aupekTopa 3amecTutens gupekTopa
no ¢pMHaHCOBbIM BONpocam No aAMUHUCTPATUBHbLIM BONPOCaM
Moanucek n.0. damunus Moanuce n.0. damunus

B AOKyMeHTax, cocTaBneHHbIX KoMuccuen, B NOANMCU YKasbiBAeTCA CTaTyC NyLla B cocTaBe KOMUCCUN.
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lpumep
Mpeacegatens koMmuccumn Moanuce n.0. damununs
YneHbl KOoMUccuu Moanucob n.0. damununsa
Moanwncb n.0. damunus
Moanuce n.0. damunus

Mpu noanMcaHn AokyMeHTa NIMLIOM, UCNONHAIOWMUM 06GA3aHHOCTH pyKOBOAWTENS, NOANUCH OOPMAs-
€TCA C yKasaHWeM CTaTyca AOMKHOCTHOrO NuLia B COOTBETCTBUAN C NPUKA3OM (PacnopsikeHNEM).

Mpumep

W.0. reHepanbHOro gupekropa Moanuceb n.0. damunus

nnu:

McnonHsowmn o6asaHHocTn
reHepanbHOro gMpeKTopa Moanucek n.0. damunus

Mpw noanMcaHun JokyMeHTa NULIOM, MMEIOLUM NPaBo NOANWUCH B Cllyyae BPEMEHHOro OTCYTCTBURA py-
KOBOAUTENSA, UCNpaBneHNA B HAaUMEHOBaHUe AOMKHOCTU U paclumdpoBKy haMunum yxxe NOATOTOBNEHHOMo K
COrnNacoBaHHOro NPOeKTa AOKYMEHTa BHOCATCA OT PYKU UMW C UCMONb30BaHUEM COOTBETCTBYIOLMX LLTaMNOB.
He ponyckaeTcst CTaBUTb KOCYIO YepTy, Haanuch «3ay» nepel HaUMEHOBaHWEM JOMKHOCTU NuLa B MOANWUCY,
€CNN JOKYMEHT MNOAMUCHIBAET MHOE AO0MKHOCTHOE NUUO.

5.23 OTMeTka 06 aNeKTPOHHOW NOANUCK UCNONb3YyeTCs NPY BU3yanuaauun aNeKTPOHHOro AOKYMEHTa,
NOANNCAHHOrO ANEKTPOHHOIN NoaNKUCEID, € cobniogeHneM criegylowmx TpeboBaHuii:

a) MecTo pasMeLLieHUA oTMeTKU 06 3neKTPOHHOW NOAMKUCK ROMKHO COOTBETCTBOBATL MECTY pasMelle-
HYs1 cO6CTBEHHOPYYHOR NoanNMcY B aHANOrMYHOM AOKyMeHTe Ha ByMaxKHOM HocuTene;

6) anemMeHTLI OTMETKU 06 aNeKTPOHHO! NOANUCK AOMKHLI BbITh BUAUMBIMW W YuTaeMbIMKA Npu oToGpa-
XEHUN JOKYMEHTA B HaTypanbHOM Pa3Mepe;

B) aNEMEHTbI OTMETKW 06 3neKTPOHHON NOANUCK He AOMKHBI NepPeKpbIBaTbCA UMK HaknagbIBaTLCA ApYr
Ha Apyra;

r) anemMeHTkI OTMETKU 06 3NeKTPOHHOW NOANMCH He AOMKHLI NEPEKPLIBATL 3fleMeHTbI TEKCTa AoKYMeHTa
W Apyrue oTMETKW 06 aneKTPOHHON NoANUCK (NpKY Hanu4uK).

OtMeTka 06 aneKTPOHHOW NOAMUCU B COOTBETCTBUM C 3aKoHoaaTenbcTBoM Poccuiickoit depepauunn
BKNiovaeT pasy «JOKyMEHT NOANUCAH 3NEKTPOHHOW NOANUCHIO», HOMEp CepTUMKaTa KIlo4a ANEeKTPOHHOM
noanucy, damunuio, UMA, OTYECTBO Brafensua cepTudUKaTa, CpoK AeHCTBUA cepTudUKaTa Knkova 3rek-
TPOHHOW noanuceun. OTmeTtka 06 aNEKTPOHHON NOANUCY MOXET BKNOYaTh n3obpaxexue repba, amGnembl opra-
Ha BnacTu (opraH13aLmy), ToBapHOro 3Haka (3Haka o6cny)ueaHusa) opraHU3aLnmn B COOTBETCTBUAN C AeiCTBY-
IOLYMM 3aKOHOAATENbLCTBOM.

lpumep
AOKYMEHT NOANUCAH
ANEKTPOHHOW NOANMUCHIO
HaumeHosaHue Ceprucbukar 1a11123a000000000011 H.H. Hukonaes
AOMKHOCTH Bnageneu Hukonaes Hukonai Hukonaesuy
Devictentened ¢ 01.12.2012 no 01.12.2017
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5.24 Mevarb 3aBepseT NOANMHHOCTL NOAMMCUA AOMKHOCTHOFO NMUUA Ha AOKYMEHTaX, YAOCTOBEPSHOLNX
npaea nuu, uKkcnpylowmnx dakTbl, CBA3aHHbIE ¢ PUHAHCOBLIMU CPEACTBaMM, a Talkke Ha UHBLIX AOKYMEHTax,
npeaycMaTpuBaloLLMX 3aBepeHne NoANMCH NeYaThbio B COOTBETCTBUN C 3aKOHOAATENbLCTBOM Poccuiickoi de-
Aepaunu.

[IOKYMEeHTbI 3aBEpRIoT NeyaTbio opraHusaumm. leyars NpocTaBnAETCA, He 3axBaTbIBas COGCTBEHHOPYH-
HOW nognucy nuua, NoAnucasLLIero AOKYMEHT, uin B Mecte, 0603HaveHHOM «MIT» («MecTo nedaTtu»).

5.25 OTmeTka 06 ucnonHuTene BKNOYAET haMununio, UMs U OTHECTBO UCMONHUTENS, HOMEp ero Tene-
doHa. OTMeTKa 06 ucnonHUTEeNe MOXET AOMOMHATLCA HaUMeHOBaHWEeM AOMKHOCTW, CTPYKTYPHOro nogpas-
[eneHus U SNEeKTPOHHbIM aapeCcoM UCNIONHNUTENSA.

OtMmeTKa 06 ncnonHutene ooOpPMNAETCA HA NULIEBOI CTOPOHE NocNeAHero NUcTa AOKYMeHTa OT rpaHu-
Lbl NEBOrO NONA UMK, NPU OTCYTCTBUN MECTa, Ha 0BOPOTHOW CTOPOHE BHM3Y CneBsa.

NMpumep

3abenvH MBaH AHgpeeBud, KoHTponbHOe ynpasneHue, BeayLuii cneynannet
+7(495) 924-45-67, Zabelin@gov.ru

OtmeTka 06 ncnonHuTerie MoXeT ohOPMNATLCA KaK HUXKHWA KONOHTUTYN U NeYartaThbes WPUGhTOM MeHb-
wero pasmepa.

5.26 OTMeTKa 0 3aBepeHnn Konuu odbOpMINETCA ANA NOATBEPKAEHUA COOTBETCTBUA KONUKU BOKYMEHTa
(BBIMMCKN M3 [OKYMEHTA) NOANNHHUKY AOKYMeHTa. OTMETKA O 3aBepeHMU KOMUK NPOCTABNAETCA NOA PeKBU-
3UTOM «NOANUCL» N BKIIOYAET: cNoBo «BepHo»; HAUMEHOBaHNE JOMKHOCTU NULA, 3aBepUBLLErO KOMWIO, ero
coBGCcTBEHHOPYYHYIO MOANUCH; PacLUMGPOBKY NOANUCH (MHVUMansLI, haMunuio); AaTy 3aBEPEHWUA KONUM (Bbi-
NUCKN U3 AOKYMEHTA).

lMpumep

BepHo
UHcnekTop cnyx6bi kKaapos Moanuck n.0. damunus
Lata

Ecnu konus BblRaeTcA ANA NpeAcTaBNeHNs B APYrylo opraHu3auuio, OTMETKA O 3aBepeHUU Konuu [o-
MONHAETCA HaAnMCbid O MeCTe XpaHeHWs AOKyMeHTa, ¢ kotoporo Obina usrotoBneHa konus («MoanvHHUK
[AOKyMeHTa HaxoaWuTcs B (HaUMeHoBaHWe opraHv3auun) B gene Ne ... 3a ... rog») U 3aBepsETCA neyaTbio
opraHusauuu.

[lnA npocTaeneHns oTMETKN O 3aBePeHUN KOMMU MOXET UCNOSIb30BATLCA LUTaMM.

5.27 OTMeTKa O NOCTYNNEeHU AOKYMEHTA CRYXUT AN NoATBEPXAEHUS hakTa NOCTyNNeHUs QOKYMEHTa
B OpraHn3auuio U BKniovaeT AaTy NOCTYNNEHUA N BXOAALWMA perncTpaunoHHbIi HoMep BOKyMeHTa. [Mpu He-
06x0QUMOCTM OTMETKa O NOCTYNNEHUN MOXET [OMNONHATLCA yKazaHUeM BpPEMEHM NOCTYMNNEHUs B uacax U
MUHYTax U cnocoba AocTaBku JOKYMEHTa.

OTmeTKa 0 NOCTYRNEHUN AOKYMEHTa MOXET NPOCTaBATLCA C NOMOLLbIO LWTaMna.

5.28 Pesoniounsa cofepxuT ykasaHue no UCNoNHEHWo AoKyMeHTa. Pesontouma oopMnAeTca Ha CBo-
6oaHoM mecTe pabouero nona AoKyMeHTa, Ha BnaHke pesontouvn NN BHOCUTCA HENOCPEACTBEHHO B CUCTEMY
3NEeKTPOHHOro fokymeHToobopoTa.

Pesontiouus BrnoYaeT: haMunuio, tHULMarsl NCNONHUTEnNs (UCNonHUTenNen), NopyYeHue No JOKYMEHTY,
npu HeoBXOANMOCTN — CPOK UCNOMHEHURA, NOAMUCL NULIA, BLIHECLLIENO PE30NioLuIo, AaTy pesonioLmvu.

NMpumep

damunusa N.0.

Mpowy noarotoeuts Npeanoxexunsa k 10.11.2016.
Moanucek

[ara
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5.29 OTmeTka O KOHTpOne CBUAETENbCTBYET O NOCTAHOBKE AOKYMEHTA Ha KOHTPONb, NPOCTaBMAETCA
wramnom « KOHTposib» Ha BepxHeM rnone 4oKyMeHTa.

5.30 OTmeTka 0 HanpaBneHuK JOKYMEHTa B AeNno onpefensieT MecTo XpaHeHnsl JOKYMeHTa nocne 3a-
BepLueHUA paboThl C HAM U BKNIOYAET: croBa «B gerno», MHAEKC Aena No HOMEHKNaType Aen, B KOTOpoe Nno-
MeLLaeTC AOKYMEHT Ha XpaHeHWe, C ykasaHUeM roaa, AOMKHOCTU nvua, oboOpMMUBLLErO OTMETKY, NOANUCH,
Aarbl.

Ipumep
B neno Ne 01-18 32 2016 r.

3aB. OTAENoOM KopriopaTUBHbIX NPOEKTOB
Mopnuck Harta

OTMeTKa 0 HanpaBneHun AOKyMEHTa B AeNn0 MOXET AONOMNHATLCA KPaTKUMU CBE4EHUSMU O Xapakrepe
McnonHeHuA [JOKyMeHTa.

6 BnaHkn QOKYMeHTOB

6.1 [Ins narotoeneHus 6naHkosB gokymeHToB cornacHo MOCT P 7.0.8 ucnonesyetcs 6ymara ¢oopmartos
A4 (210 x 297 mm), A5 (148 x 210 MMm); BanNs M3roToBNEeHUA GNaHkoB pesontoLUi ncnoneayerca Gymara dop-
matoB A5 (148 x 210 mm), A6 (105 x 148 mm).

KaxabIi nUCT AOKyMeHTa, othopMneHHbIA Ha Gnadke nnun 6e3 Hero, AoMMKeH UMETb NONst He MeHee:

20 mm — rneBoe;

10 mm — npasoe;

20 MM — BepxHee;

20 MM — HUXHee.

[okyMeHTbl anuTenbHbIX (cBbie 10 NeT) cpokoB XpaHEHUs AOMKHbI UMETb NeBoe Mnone He MeHee
30 Mm.

6.2 OpraHusaumm ncnonbayloT GnaHku AOKYMEHTOB, U3roToB/IEHHbIE Ha GyMaXHOM HocuTene (6naHku
AOKyMeEHTOB befiepanbHblX OpraHoB rocyaapcTBEHHOW BNacTu ¢ BocnpouseeaeHmemM FocyaapcTBeHHOro rep-
6a Poccuiickoin defepaunn UsrotaBnmealoTcst nonurpadM4eckuMmu NpeanpuaTUAMIN, UMEIoLLIMMN cepTuduka-
Thbl O HANWYNUMN TEXHUHECKUX U TEXHONOrMYECKMX BOSMOXHOCTEN ANSt KAYE€CTBEHHOIO U3rOTOBNEHUS YKAa3aHHOIo
BWAa NpoayKunn), n/Mnu anekTpoHHble WwabnoHbl 6naHkos. bnaHku Ha GyMaxXHOM HOCUTENe U ANEKTPOHHbIe
wabnoHbl GNaHkoB AOMKHbLI BbITb MAEHTUYHBLI NO COCTaBy PEKBU3UTOB, NOPSAKY UX PACNONOXEHUS, raPHUTY-
pam wpudrTa.

BnaHkn gokymeHToB Ha GyMaXXHOM HOCUTENE U 3NEKTPOHHbIE WabnoHbl GNaHKoB W3roTasNMBAIOTCA Ha
OCHOBaHWUKN MakeToB BnaHKoB, yTBepXAaeMblX PyKOBOANTENEM OpraHu3aLmu.

Bnaxku AOKyMEHTOB cneayeT usrotaenvuearte Ha 6enoi Gymare unu Gymare CBETNbIX TOHOB.

OneKkTpoHHble WabnoHbl 6naHKoB AOKYMEHTOB AOMKHBI ObiTh 3alMLLiEeHbl OT HECAHKLMOHWPOBaHHbIX
M3MEHEHWUIA.

6.3 bnaHkn JoKyMeHTOB OhOPMITAIOTCA B COOTBETCTBUN C npUnoxeHnem b. OpueHTUpoBoUHbIe rpaHu-
Lbl 30H pacnonoXeHusi pekBu3uToB 0603Ha4eHbl NyHKTUPOM. Kaxaas 30Ha onpesensieTcs COBOKYMHOCTbIO
BXOARALMX B HEe peKBU3UTOB.

6.4 B 3aBMCUMOCTM OT pacnonoXeHUs peKBUIUTOB YCTaHABNMBAETCS ABa BapuaHTa 6naHkoB — yrnosoi
(pucyHok B.1) 1 npoaonbHbIA (pucyHok b.2).

6.5 Peksuantbl 01, 02, 03 pacnonaraloTcsi Ha BepxXHEeM none [oKyMeHTa Hag peksusntom 05 nocepenu-
He 30Hb!, 3aHATOW 3TUM PEKBU3NTOM.

PeksunanT 03 MOXeT pacnonaraTeCA cnesa Ha yposHe peksusuta 05.

Peksunautel 05, 06, 07, 08, 09, 13, orpaHuuuTenbHble OTMETKU Ans peksuautos 10, 11, 12 B npegenax
rpaHuL, 30H PacrosioXeHNs PEeKBU3NTOB pa3MeLLalTCA OAHUM U3 cnocobosB:

- UeHTpOBaHHbIM (Ha4ano n KOHeL KaXaoh CTPOKU PeKBU3UTOB PaBHO yAarneHbl OT FpaHuL 30HbI pac-
NONOXEHUS PEKBU3UTOB);

- (bnarosbiM (KaXKaas CTpoka peKBU3NTOB HAYMHAETCS OT SIEBOW rpaHULIbl 30HbI PacroNoXeHUA peksu-
3uTOB).
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6.6 YcraHasnueaioTcs cnegyiowme suabl 6naHkoB AOKYMEHTOB OpraHUsaumi;

- obLuir Bnakxk;

- GnaHK NMcbMma;

- BnaHK KOHKPETHOro Buaa AOKYMeHTa.

HopmaTneHbIMY akTamu opraHusaLuv yCTaHaBNUBaloTCA BUALI NpUMeHAeMbIX BriaHkoB U MX pa3HoBUA-
HocTW (BnaHk nNUcbMa CTPYKTYPHOro nogpasgeneHus, 6naHk nucbMa AOMKHOCTHOrO nuua, GnaHk npvkasa,
6naHk pacnopsbkeHus, BnaHk npoTtokona u ap.).

O6pasupl BriaHkoB JOKYMEHTOB NpuBeaeHsl B npunoxeHun b.

6.7 OBLymin GnaHk NCNONL3YETCH ANS USrOTOBNEHUNA NoGbIX BUAOB AOKYMEHTOB, KPOME AEeSoBoro (cny-
»kebHoro) nucbMa.

OB6wwmit GnaHk B 3aBUCMMOCTU OT yYpeauTenbHbiX AOKYMEHTOB OpraHM3aLuun U nokanbHbIX HopMaTye-
HbIX aKToB BktoyaeT peksnanTbl 01 (02 unu 03), 05, 06, 07, 13 n orpaHU4UTENbHBIE OTMETKU AN PEKBU3UTOB
10, 11, 16, 17. .

BnaHk nucbMa B 3aBUCUMOCTU OT YUYpeaUTENbHbLIX AOKYMEHTOB OpraHu3aLUuiM U nokanbHbIX HOpMaTuB-
HbIX aKTOB BKNlovaeT pekeuantsbl 01 (02 unu 03), 05, 08, orpaHMYUTENbHBIE OTMETKM ANA peksuauTos 10, 11,
12, 15, 17. BnaHk nucbMma CTpYKTYPHOro noapasaeneHus A0NonNHUTENBHO BKOYaET peksuauT 06, GriaHk nuch-
Ma BOMKHOCTHOro nuua — peksusut 07,

BnaHk koHKpeTHOro Buga AOKYMEHTa, KpoMe NUCbMA, B 3aBUCUMOCTM OT YYPEAUTENbHBLIX AOKYMEHTOB
opraHusauun 1 nokanbHbIX HOPMATUBHbLIX akToB BKMouaeT peksnautkl 01 (02 unmn 03), 05, 09, 13 U, npu He-
06x0AUMOCTH, orpaHuynTesIbHblIe OTMETKN ANs rpaHuL 30H pacnonoxeHuna peksusnTtos 10, 11, 16, 17. BnaHk
KOHKPETHOMo Buaa AOKYMEHTa CTPYKTYPHOro noApasgeneHus JONONHUTENbHO BKAKYaeT peksuanut 06, GnaHk
AOMKHOCTHOro Nuuia — peksusut 07.

6.8 B opraHax BnacTu U opraHusaumsx pecnybnuk Poccuitickoit deaepaumm, MCnonb3yowux Hapsay ¢
PYCCKAM A3LIKOM Kak rocyfapcTeeHHbIM A3bikoM Poccuitckoi defiepauun rocyaapcTBeHHbl# A3bIK (rocyaap-
CTBEHHbIE A3bikK) pecnybrnuvk, ucnonbayoTcs GnaHku AOKYMEHTOB Ha PYCCKOM A3blke ¥ rOCYAApPCTBEHHOM A3bl-
ke (rocyaapcTBeHHbIX A3blkax) pecnybnuk: yrnosbie (pekBU3UTLI GnaHka pacnonaratotcsi Ha O4HOM YPOBHE:
Ha pPYCCKOM A3blke — CneBa, Ha rocyaapCcTBEHHOM A3bIke (roCyAapCTBEHHbIX A3blkax) pecnybnuk — cnpaea)
1nun npofionbHbIe (PEKBU3UTLI GraHka Ha PYCCKOM R3bike — CBepXy, pekBu3uTLI GNaxka Ha rocyfapcTBEHHOM
A3bike (rocyAapcTBEHHbIX A3bIKaXxX) pecnybnuk — HuXe).

[lnsi nepennuckn ¢ NHOCTPaHHLIMW KOPPECNOHAEHTAMU UCNONb3YIOT BRaHkK Ha ABYX A3blkaxX — PYCCKOM
W aHIMUACKOM (pucyHok B.8) nnu nHom MHOCTpaHHOM fA3bike.,

(UameHeHHan pepakuua, Mam. Ne 1).
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Mpunoxexnne A
(cnpaBoy4HoOe)

Pacnonoxexue PEKBM3IUTOB Ha TUTYNbHOM NUCTE QOKYMEeHTa

HaumeHoBaHue opraHusauum

lpuch cornacoBaHnsA QOKYMEHTa | Ipud yTBEpPXKAEHUA AOKYMEHTA

HaumeHoBaHWe BUAA JOKYMEHTa
3aronoBoOK K TEKCTY

puc cornacoBaHus [OKyMeHTa

MecTo coctaBneHus (nananmn) AOKyMeHTa — rog n3gaHuAa AOoKyMeHTa

PucyHok A.1 — PacnonoxeHue pekBM3UTOB Ha TUTYNbHOM NUCTE AOKyMeHTa
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Mpunoxexue b
(cnpaBsouHoe)

CxeMbl pacrionoXeHUs peKBU3UTOB AOKYMEHTOB
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PucyHok 5.1 — PacriornoxeHue peKkBU3NTOB W rpaHuLibl 30H Ha hopmate A4 yrnosoro GnaHka
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PucyHok b.2 — PacnonoxeHue peksusuToB 1 rpaHnubl 30H Ha hopmate A4 npogonbHoro 6raHka
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MpunoxexHue B
(cnpaBouHoOe)

O6pasubl 6naHkOB 4OKYMEHTOB

Pocapxus

depepanbHoe G1oMKETHOE yUpexaeHue
«Bcepoccuiickuin Hay4Ho-uccneaoBaTenbCKUn MHCTUTYT
[OKYMEHTOBEAEHWSA U apXUBHOIO Aenay

(BHUUOAL)
Ne

20

MockBa

PucyHok B.1 — O6pasey obiyero 6naxka opraHnsayum
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Pocapxus

depnepansHoe GiogKeTHOE yupexaeHune
«Bcepoccuiickuii Hay4YHO-UccneoBaTenbCKum
WNHCTUTYT
AOKYMEHTOBEAEHUs1 U apXUBHOIo aena»

(BHAWOAL)

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

Ne

Ha Ne oT

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

depepanbHoe GlomKETHOE yupexaeHue
«Bcepoccuiickuin HayyHO-UCCNeQoBaTENbLCKUA UHCTUTYT
AOKYMEHTOBEAEHUA N apXUBHOro fenax

(BHAUAAN)
MpocpcotosHasn yn., A. 82, Mockea, 117393
Ten./cbakc: (495) 718-78-74; e-mail:mail@vniidad.ru; http://www.vniidad.ru
OKI1O 02842708; OMPH 1027700380795; MHH/KTI1IM 7708033140/771001001

Ne

Ha Ne oT

PucyHok B.3 — O6pasel npogonbHoro 6narka NcbMa opraHusauuu
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Pocapxus

depepanbHoe 6lopkeTHOE ydpexxaeHue
«Bcepoccuickuin Hay4yHoO-UccnenoBaTenNsCKUA UHCTUTYT
AOKYMEHTOBEEHUA N apXMBHOro aena»

(BHUAOAL)
AWPEKTOP

MpocdcotosHan yn., A. 82, Mocksa, 117393
Ten./cpakc: (495) 718-78-74; e-mail:mail@vniidad.ru; http://www.vniidad.ru
OKI1O 02842708; OIr'PH 1027700380795; WHH/KI1 7708033140/771001001

Ne

Ha Ne oT

PucyHok B.4 — O6pasey npogonbHoro 6naHka nucbMa AOMKHOCTHOrO nvua
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Pocapxus

depepansHoe GloaXeTHoe yupexaeHne
«Bcepoccuitickuit Hay4Ho-UccneaoBaTeNbCKUA UHCTUTYT
AOKYMEHTOBEEeHUA U apXUBHOro Aena»

(BHAUOALD)
OTPACJIEBOW LIEHTP MOBBILLEHNA KBANTIMOUKALINA

MpodhcotosHasn yn., A4. 82, Mockea, 117393
Ten./cbakc: (495) 718-78-74; e-mail:mail@vniidad.ru; http://www.vniidad.ru
Ten./cpakc (495) 718-79-38; e-mail:ocpk@vniidad.ru
OKIMO 02842708; O'PH 1027700380795; MHH/KIMIM 7708033140/771001001

Ne

Ha Ne oT

PucyHok B.5 — O6pasel npogonbHoro 6rnaHka nucbMa CTPyKTYpHOro nogpasgeneHusi
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Pocapxus
denepanbHoe GlopKeTHOE yupexaeHne

«Bcepoccuickuit Hay4yHo-UuccneaoBaTenbCkUil UHCTUTYT
AOKYMEHTOBEAEHUSA U apXMBHOIO gena»

(BHAMDAL)
NPUKA3

Ne

Mocksa

PucyHok B.6 — O6pasel} 6naHka KOHKPETHOro BUAA AOKyMEHTa opraHusaLuu
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Pocapxvs
depepancsHoe GlopkeTHoe yupexaeHve
«Bcepoccuitckuit Hay4yHo-uccneaoBaTenbCKMn UHCTUTYT
AOKyMEHTOBEEeHUA 1 apX1BHOro aena»

(BHUMOAL)
AVNPEKTOP

PACTOPAXEHUE

Ne

Mocksa

PucyHok B.7 — O6pasey, 6naHka KOHKPETHOro BUAA OKYMEHTa 4OMKHOCTHOrO nuua
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Pocapxus

depnepanbHoe GlopkeTHOe yupexaeHue
«Bcepoccuiickuii Hay4HO-UccneaoBaTenbCkuin UHCTUTYT
AOKYMEHTOBeleHUs1 1 apXUBHOIo fenay

(BHUMOAL)

MpodcotosHana yn., o. 82, Mockea, 117393
Ten./cpakc: (495) 718-78-74; e-mail:mail@vniidad.ru; http://www.vniidad.ru
OKIMO 02842708; OI'PH 1027700380795; MHH/KIMIM 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 — OGpasel npoaonsHoro 6naHka nucbma opraHusaunm Ha AByX A3blkax
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