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"T'OCT P 7.0.97-2016. HaumoHanbHbI cTaHaapT Poccuiickol
®epepaumn. CuctemMa CTaHAapToOB MO MHMOPMaUMK, JokymeHT npepoctasneH KoHncynbtaHTtIaroc
61bnmMoTeYHOMY M U3AaT... [ata coxpaHeHus: 19.10.2018

®EOEPAINIbHOE ArEHTCTBO NO TEXHUWYECKOMY PEIYIIMPOBAHUIO
N METPOJIOIMA

HALUMOHANBbHBLIA CTAHOAPT POCCUACKON ®EOEPALIUN
FOCT P 7.0.97-2016

CUCTEMA
CTAHOAPTOB NO UHPOPMALIUN, BUBNTMOTEYHOMY
N U3OATENbCKOMY OENY

OPrAHU3ALUMOHHO-PACNOPAOUTENBbHAA OOKYMEHTALIUA
TPEBOBAHUA K O®OPMJTIEHUIO AOKYMEHTOB

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

CnncoK U3MEHSIOLLNX JOKYMEHTOB
(B pen. UameHeHunsa N 1, yTB. NMpukasom PocctangapTta
ot 14.05.2018 N 244-cT)

KoHcynbTaHTlINOC: NnpumMmeyaHume.

[Mpukasom PocctaHpapta ot 25.05.2017 N 435-ct pata BBeaeHus B genctBue HauuoHanbHoro ctaHgapta PO
FOCT P 7.0.97 - 2016 nepeHeceHa Ha 1 nonsa 2018 roga.

[ata BBegeHus - 2017-07-01
Mpeagucnosune

1 PA3PABOTAH ®epepanbHbiM GHOMDKETHBIM  yyYpexaeHuem "BcepoCcCuickuin  Hay4HO-MCCeaoBaTENbCKUM
WHCTUTYT OOKyMeHToBeAeHust u apxuBHoro gena" (BHUWOAL) ®enepanbHOro apxmBHOro areHTcTea

2 BHECEH TexHunyeckum komuteToM no craHgaptusauum TK 191 "HaydHo-TexHuuyeckas uHdopmauus,
H6ubnuoTeyHoe 1 nsgaTenbckoe geno"

3 YTBEPXOEH W BBEOEH B [JEWCTBMWE [lpukasom ®PenepanbHOro areHTcTsa Mo TEXHUYECKOMY
perynmpoBaHuto u metponorum ot 8 aekabpsa 2016 r. N 2004-ct

4 B HacTosilLleM cTaHdapTe peanu3oBaHbl HOpMbl PeaepanbHbix 3akoHoB oT 27 utons 2006 r. N_149-03 "O6
MHpopMaLnn, MHPOPMALMOHHBLIX TEXHOMOMMSAX M O 3awuTe MHGopmauumn”, ot 22 oktsabps 2004 r. N_125-®3 "O6
apxmBHoM fene B Poccuiickon depepaummn”

5 BBAMEH COCT P 6.30-2003

MpaBuna nNpMMeHeHUst HACTOSLLEro CTaHgapTa YCTaHOBIeEHbl B cTatbe 26 deaepanbHOro 3akoHa OT 29 UIOHSA
2015 r. N 162-®3 "O crtangaptusaumm B Poccuiickon depepaummn”. NHdopmaums o6 M3MEHEHUsIX K HacToswemy
cTaHgapTy nyGnukyeTcs B eXerogHom (Mo COCTOSHMI0 Ha 1 AHBaps Tekyllero roga) WH(OpMaLMOHHOM ykasaTtene
"HaunoHanbHble cTanHgapTthl", a oduuuanbHbil TEKCT U3MEHEHW U NpaBOK - B eXeMecsa4YHOM WH(OopMaLMOHHOM
ykasatene "HauumoHanbHble cTaHgapTbl”. B criydae nepecmoTpa (3ameHbl) MM OTMEHbl HACTOsSILEro craHgapTa
COOTBETCTBYIOLEE yBeooMIleHne OydeT onybnvMkoBaHO B Gnwmkanlem BbIMyCKe €XeMeCs4YHOro MHOPMaLMOHHOMO
ykasatensa "HauuoHanbHble cTangapTthl". CooTBETCTBYOLWAsA UHOpMaUMs, YBEOOMIEHME U TEKCTbl pasMeLLalTcsi B
WHpopMaUMOHHOM cuctemMe obuiero nonb3oBaHMs - Ha odmumaneHoM cante PepepanbHOro areHTcTea Mo
TEXHUYECKOMY peryrnmpoBaHunto n metponorum B cetn VIHTepHeT (www.gost.ru).
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Hactoswmin ctaHgapT He MoXeT OblTb MOSMIHOCTbIO WM YacTUYHO BOCMPOU3BEAEH, TUPaXMPOBAH U
pacnpocTpaHeH B kayecTBe oduuManbHOro usaaHus Ges paspelueHns PegepanbHOro areHTCTBa Mo TEXHWUYECKOMY
perynMpoBaHuio 1 MeTponornm

1 O6nacTb NnpuMeHeHus

Hactosiwunm craHgapT pacnpoCcTpaHseTcss Ha OpraHu3auMoHHO-pacrnopsiAUTENbHbIE  OOKYMEHTbl:  YCTaBbl,
MOMOXeHWUsl, NpaBuna, UHCTPYKUMK, PEerfiamMeHThbl, NOCTAHOBMEHMUS, PaCMOPsKEHMWs!, NpUKasbl, PeLleHnsi, NpPOTOKOsbI,
[OroBopbl, akTbl, MUCbMa, cnpaBku W Ap. (ganee - [AOKYMEHTbl), B TOM u4ucne BkoyeHHble B OK 011-93
"O6Lwepoccuincknii knaccudpmkatop ynpaeneHyeckon gokymeHtaumm” (OKY[), knacc 0200000.

HacTtosawumn ctaHgapT onpegenser cocTaB PeKBU3UTOB JOKYMEHTOB; npaBuiia ux oopMrieHus, B TOM 4Yucre ¢
NPUMEHEHNEM WHM(OPMALMOHHBLIX TEXHOMOrMA; BMAbl ONaHKoOB, COCTaB PEKBU3UTOB OGMaHKOB, CXEMbl PaCMOfoKeHUs
PEKBM3UTOB Ha AOKyMeHTe; obpasubl 6naHKoB; NpaBuna co3gaHust JOKYMEHTOB. [MonoxeHns HacToswero craHgapTta
pacnpoCTPaHAKTCA Ha JOKYMEHTbI Ha ByMaXKHOM M 3NEKTPOHHOM HOCUTENSIX

2 HopmaTtuBHbIe CCbISTKK

B HacTosLwEeM cTaHgapTe MCMonb30BaHbl HOPMATMBHbBIE CChINIKM Ha cnegyloLwmne cTangapTbl:

[OCT P 7.0.8 Cwcrema cTaHgapToB Mo MHgopMauun, OubnumotedHoMy W un3gaTernbCcKoMy Oeny.
[enonpon3BoacTBo U apxuBHOE Aeno. TepMUHbI U onpeaeneHus

[OCT P NCO 15489-1 Cuctema craHgapToB No MHdopMauun, 6ubnmoTedyHOMy W msgaTensckomy aeny.
YnpaBneHuve gokymeHtamu. Obune TpeboBaHus

MpumeyaHune - lNMpy NONb30BaHMM HACTOSALWMM CTaHAAPTOM Lenecoobpas3Ho MpPOBEepUTb AENCTBME CCbITOYHbLIX
CTaHAapToB B MHAOPMALMOHHON cucteMe obLero nosnb3oBaHus - Ha odumumansHom canTte PefepanbHOro areHTcTea
Mo TEXHUYECKOMY PENYSIMPOBAHMIO U METPONOrMM B CeTU VIHTEPHET Mnun No exxerogHomy MHOOPMaLMOHHOMY yKasaTernto
"HaumoHanbHble cTaHgapTbl”, KOTOpLIA ONybnukoBaH MO COCTOSHWIO Ha 1 siHBapsi TeKyllero roga, U no Bbinyckam
eXeMeCAYHOro WHopMaunoHHoro Yykasatena "HauuoHanbHble cTaHgapTbhl" 3a Tekywwui roa. Ecnn  3ameHeH
CCbINTOYHbIA CTaHAapT, Ha KOTOPbIN AaHa HedaTMPOBaHHasi CCbifka, TO PEKOMEHAYETCS UCMONb30BaTb OENCTBYIOLLYHO
BEPCUI0 3TOrO0 CTaHgapTa C YY4eTOM BCEX BHECEHHbIX B AaHHYIO BEPCUI0 M3MEHEHWA. Ecnn 3ameHeH CChINTOYHbIN
CTaHAapT, Ha KOTOpbIM AaHa AaTMpoBaHHas CCbiflka, TO PEKOMEHOYETCsl MCMOMb30BaTb BEPCUID 3TOro cTaHgapTa C
yKa3aHHbIM Bbllle rogoM yTBepXaeHus (NpuHaTtus). Ecnv nocne yTBepXaeHUa HacToALWero ctaHaapTa B CCbINIOYHbIN
CTaHOapT, Ha KOTOpbIA AaHa AaTUPOBaHHAsA CCbifka, BHECEHO M3MEHEeHWe, 3aTparnBatollee MoNnoXeHWe, Ha KoTopoe
JaHa ccbinka, TO 3TO MOMOXEHUE PEKOMEHAYETCA NPUMEHATb 0e3 yyeTa OaHHOro M3MeHeHusi. Ecnu cebinoyHbIl
CTaHOapT OTMeHeH 0e3 3amMeHbl, TO MOJTOXKEHME, B KOTOPOM aHa CCbifika Ha HEro, peKOMeHAYeTCs NPUMEHATb B 4acTy,
He 3aTparmBaroLLen 3Ty CChISIKY.

3 O6uwume TpeboBaHUA K CO34AHUIO AOKYMEHTOB

3.1 lD,OKYMeHTbI MOryT co3gaBaTbCA Ha 6yMa)KHOM HOcUTENE N B SJ'IeKTpOHHOIZ cbopme c cobngeHnem
YCTaHOBJIE€HHbIX NMpaBusl O(bOpMJ'IeHVIﬂ OOKYMEHTOB.

3.2 MNpwn cosgaHny gOKyMeHTa Ha ABYX U Bonee cTpaHuuax BTOPYHO U nocneayowmne CTpaHnLbl HyMepyoT.

Homepa cTpaHuL NpocTaBnsTCA NocepeanHe BEPXHEro Monsi JOKYMeHTa Ha paccTosiHuM He MeHee 10 MM OT
BEPXHEro Kpas nucra.

HonyckaeTcsi co3gaHne OOKYMEHTOB Ha NULIEBOM M 0BOPOTHOM CTOpoHax nucta. MNMpu ABYCTOPOHHEM CO34aHMM
OOKYMEHTOB LUMPWHA NEBOrO MONS Ha NUMUEBOW CTOPOHE NUCTa M NPaBOro nossi Ha 060POTHOM CTOPOHE NUCTa AOIKHbI
ObITb paBHbI.

3.3. Ona cosgaHuMa [OKYMEHTOB Heo6xoaumo ucnonb3oBaTb CBOGOAHO pacnpocTpaHsemble ©GecnnatHble
wpndThI.

[ns odopmneHns JOKYMEHTOB pekoMeHAyeTCs UCnosib3oBaTth pasmeps! wpndgptos N 12, 13, 14.
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Mpw coctaBneHnn Tabnuy JonyckaeTcsa MCNonb30BaTh WPUATh MEHBLLMX Pa3MEPOB.
(n. 3.3 B pea. YUameHenusa N 1, yTB. lNpukaszom PocctaHgapTa ot 14.05.2018 N 244-cT)

3.4 AB3auHbIN OTCTYN TEKCTa JOKYMeHTa - 1,25 cm.
3aronoBku pasgenos 1 nogpasaenos nevarakTcesl ¢ ab3auHbiM OTCTYNOM UK LIEHTPUPYHOTCS MO LUMPUHE TEKCTA.

MHOFOCTpO‘-IHbIe PEKBU3NTBLI NevyaTarTcd 4epe3 OoAuH Me)I(CTpo‘-IHbIVI MHTEpPBAJll, COCTaBHble 4YaCTu PEKBU3INTOB
oTAENATCA OONONMHUTENTbHBbIM NHTEPBAJioOM.

TekcT gokymeHTa nevataetcs Yepes 1 - 1,5 MEXCTPOYHBIX MHTEpPBana.

Ecnv 4OKyMeHT rotoBmTCS ANs U3gaHus ¢ ymeHblleHneM maclutaba, TeKCT neyaraeTcs Yyepes ABa MHTepBana.
UuTepsan mexay 6yksamu B cnoBax - 06bIYHbIN.

WHTepBan mexay crioBamu - oanH npoben.

3.5 TekcT QOKYMeHTa BblpaBHMBAETCS MO WMPUHE nNucTa (Mo rpaHuuam nesoro 1 NpaBoro nonemn JOKyMeHTa).
[nvHa camow AfMHHOW CTPOKWN PEKBM3UTA NPU YIIOBOM PacnosfioXXeHnn pekBnsuToB He bonee 7,5 cm.

OnvHa camon ANVHHOWM CTPOKM peKkBU3nNTa Npu NPOAOSIbLHOM PaCroNOXeHNN pekBusnToB He bonee 12 cm.

3.6 HOpMaTI/IBHbIMVI npaBoOBbIMX aKTaMn OpraHun3aumnm MoXxXeT ObITb npeaycMoTpeHO BblerneHne pekBn3nToB

"agpecaTt", "3arofioBOK K TEKCTY" Unu "noanuck”, a Takke oTaerbHbIX dparMeHTOB TEKCTA NONYXXMPHBIM LLPUGTOM.

3.7 HOpMaTI/IBHbIe npaBoBble aKTbl OpraHusauun, a TakKkKe WHble MHOroCTpaHU4Hble OOKYMEHTbl MOryTt
O(bopMﬂﬂTbCFl C TUTYJ1bHbIM JINCTOM. TI/ITyJ'lebIIZ JINCT OJOKYMEHTa OCbOpMﬂﬂeTCFl B COOTBETCTBUN C NMPUITOXKEHNEM A.

4 PeKBU3UTbI AOKYMEHTa

Mpn nogrotoBke U OGOPMIEHUN OOKYMEHTOB WMCMONb3YIOT PEKBU3UTHLI, ONpeneneHnss KoTopbiX MpuBedeHbl B
[OCTP7.0.8

01 - rep6 (locymapctBeHHbIi repd Poccunckon depepauunn, repb cydwvekrta Poccunckon depepauun, repb
(repanbguyecknii 3Hak) MyHULMNanbHOro obpasoBaHus);

02 - ambnema;

03 - ToBapHbIN 3HaK (3HaK 0BCNyXMnBaHWA);

04 - ko, OpMbI AOKYMEHTA;

05 - HaumeHoBaHVe opraHnsaunn - aBTopa LOKYMEHTa;

06 - HaMMeHOBaHWe CTPYKTYPHOro NoApasaeneHus - asTopa LJOKYMEHTA;
07 - HaMmeHoBaHVe OOMKHOCTU Nuua - aBTopa AOKYMEHTA;

08 - cnpaBoYHble AaHHbIE 006 OpraHn3aunm;

09 - HaumeHoBaHVe BUOa OOKYMEHTa;

10 - paTa QOKYMEHTa;

11 - perncTpaumoHHbIN HOMEP OOKYMEHTA;

12 - ccbinka Ha perVICTpaLI,VIOHHbIV’I HOMep 1 AaTy NnocTtynuBLUEero JOKyMeHTa;
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13 - MecTo cocTaBneHus (M3gaHus) AOKYMEHTa;

14 - rpnch orpaHn4eHUsa JOCTyna K AOKYMEHTY;

15 - agpecar;

16 - rpuc yTBEPXKAEHUSA JOKYMEHTA;

17 - 3aronoBOK K TEKCTY;

18 - TEKCT AOKYMEHTA;

19 - oTMeTKa O NPUNOXEHUU;

20 - rpud cornacoBaHus JOKYMEHTA;

21 - BM3a;

22 - noanuce;

23 - oTMeTKa 06 3MEKTPOHHOW MOANMUCH;

24 - nevatb;

25 - oTmeTka 06 vcnonHuTerne;

26 - OTMeTKa O 3aBEPEHMM KOMUMU;

27 - OTMeTKa O NOCTYNMAEHNN JOKYMEHTA;

28 - pesontouus;

29 - OTMeTKa O KOHTpOre;

30 - oTmMeTKka 0 HanpaBneHun JOKYMeHTa B 4enO.

5 OdhopmrneHne peKBM3UTOB [OKYMEHTOB

5.1 Tep6 (FocypapctBeHHbin repb Poccunckon depepaummn, repb cybvekta Poccunckon depepaumu, repb
(repanbgunyecknii 3Hak) MyHMUMNanbHOro obpasoBaHWs) BOCMPOU3BOANTCA Ha BnaHkax JOKYMEHTOB B COOTBETCTBMM C
depepanbHbIM KOHCTUTYLMOHHBLIM 3akoHoM OT 25 gekabps 2000 r. N 2-OK3 "O lNocynapctBeHHOM repbe Poccuiickon

depepaummn”, 3akoHoZATENbHLIMA U NHBIMW HOPMAaTMBHLIMU MPABOBLIMU akTamu cyobekTtoB Poccuickon ®egepaunn un
HOPMaTUBHbIMW MPABOBLIMW aKTaMW OPraHOB MECTHOIO CamoyrnpaBreHus.

N3obpaxeHue repba (FocypnapcteBeHHoro, cybbekta Poccuiickon depepaumm, repba (repanbguMyeckoro 3Haka)
opraHa MecTHOro caMoynpaBrieHusi) NOMeLLaeTcs No CepefuHe BEpXHeEro nomns 6naHka AOKyMeHTa Hag PeKkBU3MTamu
opraHu3aumu - aBTopa A0KYMEHTa, Ha paccTosiHum 10 MM OT BEPXHErO Kpasi nucra.

5.2 Ombnema opraHusauuu, paspaboTaHHasi U yTBEpXAEHHasi B YCTAHOBMEHHOM MOpsAKe, pasMellaeTcs B
COOTBETCTBMM C HOPMATUBHbIMM MPaBOBbIMM akTamMu Ha ©OnaHkax: [AOKYMEHTOB defepasbHbiX OpraHoB
rocylapCTBEHHOW BRnacTu (3a WCKMIOYEHMEM Crny4vaeB, npedycMaTpuBaloMX WCMONb30BaHUe U300paxeHus
locypapctBeHHoro repba Poccuickon  ®Pepepaumum), TeppuTOopuarnbHbiX  OpraHoB  defdepasrbHbIX  OpraHoB
rocygapCTBEHHOM BNacTW, [FOCYAApCTBEHHbIX W HErocydapCTBEHHbIX opraHusauun. W3obpaxenne ambnembl
nomMeLlaeTcs No cepeanHe BepxHero nongd 6naHka JOKyMEHTa Haj PEKBU3MTaMKU OpraHu3aummn - aBTopa JOKYMEHTa, Ha
paccTosiHum 10 MM OT BEPXHEro Kpas nucTa.

5.3 ToBapHbIi 3HaK (3HaK OOCMYXMBaHWSA), 3apEernCTPUPOBAHHLIA B YCTAHOBIIEHHOM 3aKOHOLATENbLCTBOM
nopsiake, BOCMPOM3BOAUTCA Ha BnaHKax opraHusaumi B COOTBETCTBMM C YCTaBOM (MONOXeHweM 06 opraHusauumn).
N306paxkeHne ToBapHOro 3Haka (3Haka obCnyXmBaHus) NOMeLLaeTcs Mo cepefuHe BepxXHero nons 6naHka goKymMeHTa
Had peKkBM3WTaMu opraHusauuu - aBTopa AOKYMEHTa, UMM CreBa Ha ypoBHE HauMEHOBaHMS opraHu3auumn - aBTopa
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JOKyMeHTa (OonyckaeTcsl 3axBaTbiBaTb YaCTb JIEBOTO NOsst).

Hap;uqy C TOBaApPHbIM 3HAKOM (3HaKOM O6CJ'Iy)KI/IBaHMF|), Ha ©OnaHkax OOKYMEHTOB MOXeT YyKa3blBaTbCA
KOMMep4eckoe obo3Ha4veHne ropngn4eckoro nuua.

5.4 Kop dopmbl JOKYMEHTa MPOCTaBrseTcs Ha YHUMPUUMPOBaHHbLIX hopMax OOKYMEHTOB B COOTBETCTBUU C
Obwepoccuiickum knaccudmukaTtopoM ynpasneHdyeckon gokymeHtauum (OKY[) wnu nokanbHbIM KnaccudukaTopom,
pacnonaraeTcs B MpaBoOM BepxHeM yrny pabovero nons AOKyMeHTa, COCTOMT u3 crnoB "dopma no" (HaMmeHoBaHue
knaccudukatopa) n LmcpoBoro koaa.

Mpumep - ®opma no OKY[ 0211151.

5.5 HawmmeHoBaHue opraHuM3aummM - aBTOpa [OOKYMeHTa Ha OnaHke [OKyMeHTa [JOJPKHO COOTBETCTBOBATb
HaVMEHOBaHUIO KOPUONYECKOrO Nuua, 3aKpensieHHoOMY B ero ydpeguTernbHbIX AOKYyMeHTax (YyCTaBe UMK MOSIOXKEHUM).
lMog HaumeHOBaHMEM OpraHuM3auum B CKOOKax ykasblBaeTCs COKpalleHHOEe HauMeHOBaHWEe OpraHv3auuu, ecrnv OHO
npeaycMOTPEHO YCTaBOM (MOMNOXEHNEM).

Hapg HanmeHoBaHneM OopraHusauun - aBTopa AOKYMEHTa yKa3blBaeTCA NOJfIHOE Ui CoKpawleHHoe HanMeHoBaHune
BbILLIECTOSLLEN opraHunsauunm (I'Ipl/l ee HaJ'IVI‘-IVIM).

5.6 HaumeHoBaHMe CTPYKTYpHOro nogpasgerneHvsi - aBTopa LOKYMeHTa (B TOM uucne dwmnuana, otoeneHus,
NpeLcTaBUTENbLCTBA, KOMNernanbHOro, CoBELLATENbHOIO UM MHOTO opraHa) ucnonb3yeTcst B 6naHkax nucem n 6naHkax
KOHKPETHbIX BWOOB [OOKYMEHTOB COOTBETCTBYHOLUMX MOApa3feneHuin (opraHoB) B COOTBETCTBMM C JlOKalbHbIMU
HOPMaTUBHbLIMW aKTaMu 1 yKasblBaeTcs Nog HaMMeHOBaHWEM OpraHv3auum.

5.7 HanmeHoBaHve [OOMKHOCTM NULA - aBTopa [OOKYMeHTa WUCMonb3yeTcAa B GnaHKkax OOMKHOCTHbIX nuL U
pacrnonaraeTcs Nnog HaMMeHOBaHWEeM OpraHu3auuM MM HaMMeHoBaHMeM Tepputopum (Kpasi, obnactv, aBTOHOMHOM
obnactv u Op.), ecnu [OOKYMEHT u3daeT pykoBoaAWUTeNb opraHa Bractu cyGbekta Poccuiickon ®epepaumu,
MyHMLUMNanbHoro obpasoBaHns. HaumeHoBaHMe JOMKHOCTU NLa - aBTopa [OKYMeHTa yKasblBaeTcsi B COOTBETCTBUM C
HaMMeHoBaHNeM, NpUBeAEeHHbIM B pacnopaanTenbHOM AOKYMEHTE O Ha3HaYeHUN Ha JOMKHOCTb.

5.8 CnpaBoyHble OaHHble 06 opraHMsauMu yKkasblBaloTCA B OGnaHkax nucem M BKIOYaOT: MOYTOBLIM ajpec
opraHusaumun (OONOMHUTENBHO MOXET YKasblBaTbCA agpec MecTa HaXOXOEHWUsl IopUAMYEcKOro nuua, ecnv OH He
CoBMagaeT C NoYToBbIM agpecoM); HoMep TenedoHa, dakca, agpec 3NIeKTPOHHOI NMoYThl, CETEBOI agpec.

B coctaB cnpaBO4YHbIX [aHHbIX, 3a MWCKMOYEeHWeM OnaHKoB [OKYMEHTOB OpraHOB roCyapCTBEHHOM BRacTw,
OpraHoB MECTHOrO CcamoyrnpaBfieHusl, BKOYalTCA: ko4 opraHu3aumm no O6Lulepoccuiickomy  KnaccudukaTopy
npeanpusaTun n opraHmsauun (OKIMO), oCHOBHOWM rocyaapCTBEHHbIA perucTpaunoHHbld HoMmep opraHusaumm (OMPH) u
NMOEHTUVKALMOHHBIA HOMEpP HanoronnatenbLmKa/kod MPUYMHBI NOCTAHOBKN Ha Hanorosbln ydeT (MHH/KIIM).

5.9 HaumeHoBaHWe B1aa AOKyMEHTa yKka3biBaeTCs Ha BCeX JOKYMEHTaXx, 3a UCKIYEeHUeM OenoBbIX (CnyKebHbIX)
nucem, pacnonaraeTcsa NO4 pekBusuTamu aBTopa [AOKYMeHTa (HavMeHOBaHWeM opraHusauun, HaMMeHOBaHWeM
CTPYKTYpPHOro noapasfeneHnsi, HauMmeHoBaHUeM JOMKHOCTN) (CM. puc. B6).

5.10 [JaTta poKymMeHTa COOTBETCTBYET AaTe nognucaHus (YTBepXaeHus) AOKYMeHTa unvM garte cobbitus,
3aUKCUPOBAHHOIO B AOKYMeHTe. [IOKyMEHTbl, U3daHHble OBYMsi Unu Gornee opraHusaumsamu, OOMKHbl UMETb OAHY
(eanHyto) pary.

[aTta gokymeHTa 3anucbiBaeTcs B NOcregoBaTeNnbHOCTU: AeHb Mecsua, Mecsil, rod O4HUM U3 ABYX CNOCOBOoB:

apabckumu umdpamu, pasgeneHHbiMy Todkon: 05.06.2016;

CINOBECHO-LMdPOBLIM crocobom, Hanpumep: 5 noHsa 2016 .

5.11vPerI/ICTpaLI,MOHHbII7I HOMep AOKyMeHTa - umcbpoaouﬁ unn ByKBeHHO-LMPOBOW NMOEHTUUKATOP OOKYMEHTA,
COCTOSILLMIA U3 MOPSOKOBOrO HOMeEpa [AOKYMEHTa, KOTOpbIA, MO YCMOTPEHWK OpraHu3auumv, MOXEeT [OMNONHATbCA

LUMdpPOBLIMU MU BYKBEHHLIMM KOAaMu (MIHOEKCAaMM) B COOTBETCTBUM C UCTIONb3YEMbIMU KnaccudmkaTopamu (MHOEKCOM
JAena no HoMeHKNaType [er, KogoM KoppecnoHAeHTa, KoAoM AOHKHOCTHOrO fvua 1 ap.).
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Ha fokymeHTe, cocTaBneHHOM COBMECTHO ABYMS M Gonee opraHusauusmu, NpoCcTaBnAsiOTCA PerncTpaumoHHble
HOMepa OOKYMeHTa, MPUCBOEHHbIE KaxKOOW M3 opraHusauun. PermctpaumoHHble HOMepa OTAensAlTca Apyr OT gpyra
KOCOM YepTow M NPOCTaBMSTCA B NOPSAKe Yka3aHUA aBTOPOB B 3arofloBOYHON YacTu unv npeambyne AoKyMeHTa.

5.12 Ccbinka Ha perncTpaumnoHHbIi HOMep U AaTy NOCTYNMBLUEro AOKYMEHTa BKIOYAeT PErMcTpaLoHHbIA HOMep
M AaTy BXOOSLIEro MHULMATUBHOIO JOKYMEHTa, Ha KOTOpbI JaeTcs OTBeT.

5.13 MecTo cocTaeneHus (U3naHns) 4OKyMeHTa yKa3biBaeTCsi BO BCeX JOKYMEHTaXx, KpoMe AemnoBbIX (Cry»KeGHbIX)
nucem, a Takke AOKMNaAHbIX, CYXeOHbIX 3annCoK 1 APYrMX BHYTPEHHUX MH(OPMALMOHHO-CNPABOYHLIX [JOKYMEHTOB.

MecTo cocTaBneHust (M3gaHnsi) AOKyMeHTa He yKasblBaeTcsl B TOM Clyyae, ecnu B HaMMEHOBaHUM opraHM3aumm
NMPUCYTCTBYeT YyKasaHWe Ha MeCTO ee HaxoxaeHus. MecTo cocTaBneHus (u3gaHusl) OOKyMeHTa YkasblBaeTcsl B
COOTBETCTBUM C NPUHATLIM aAMUHUCTPATUBHO-TEPPUTOPUATIbHLIM AENEHNEM.

5.14 Tpu orpaHuMyeHus OocTyna K AOKYMEHTY MpOCTaBnsdeTcss B MNpaBOM BEPXHEM yrry nepBoro nucra
[OKyMeHTa (MpoeKTa AOKYMEHTa, CONPOBOAMTENBHOrO NMCbMa K OKYMEHTY) Ha rpaHuLLe BEPXHEro Nosis Npyu Hanu4Mm B
OOKyMeHTe wuHdopMauMM, [OCTYN K KOTOPOW OrpaHuMdYeH B COOTBETCTBMM C 3akoHoAaTenbCcTBOM Poccuiickon
degepaumn.

Bugbl ucnonb3yemblx B OpraHum3auum  rpucpoB  orpaHMYeHus  OocTyna  OOMKHbl  COOTBETCTBOBaTb
3aKoOHOAATENbHbIM M MHbIM HOPMAaTMBHBIM NPaBOBbIM akTam Poccuiickon denepaunm n OomkHbl ObiTb 3aKpenneHbl B
nokanbHbIX HOPMATUBHBLIX akTax. B coctaB rpuda orpaHuyeHus [OCTyna K OOKYMEHTY BXOAWUT OrpaHuymnTenbHas
Hagnueb ("Ons cnyxebHoro nonb3oBanus”, "KoHdwmaeHunansHo", "Kommepyeckasi TanHa" unu gp.), Kotopass MOXeT
JOMOMNHATLCA HOMEPOM 3K3emnnspa AOKYMEeHTa UM ApPYrMMW CBEAEHUSIMU B COOTBETCTBMM C 3aKOHOAATENbCTBOM
Poccuickon degepaumu.

Ipumep - KoMMepueckas TaMHa.
9x3. N 2

5.15 Apgpecar wucrnonb3yeTcs  Npu  OPOPMIEHUN  OenoBbiX  (CNYyXeOHbIX)  MUCEM,  BHYTPEHHMX
WMHOPMALMOHHO-CNPABOYHbIX AOKYMEHTOB (4OKNaAHbIX, CIYXeBHbIX 3anvMcok 1 ap.).

A,u,pecaTOM OOKYMEeHTa MOXeT ObITb opraHusauua, CTPyKTypHOEe noapasgeneHue opraHudaunmn, OOJIKHOCTHOE
mnnn (bI/I3VI‘-IeCKOG muo.

PekBnsnTt "agpecaT" npocTaBnsieTcsd B BepxHeEW MpaBoW 4YacTu [JdokyMeHTa (Ha 6naHke C  YrnoBbIM
pacnosnoxeHWeM pPeKBU3MTOB) UMM cnpaBa nog pekBusutamu GnaHka (npy NpogoribHOM PachoNoXeHWU PeKBU3UTOB
6naHka). CTpoku pekBu3uTa "agpecat” BbipaBHMBAKOTCSH MO JIEBOMY Kpakl WKW LIEHTPYOTCS OTHOCUTENIbHO CaMoWn
ONMHHOW CTPOKM.

|_|p|/| afpecoBaHun [OOKyMeHTa pyKoBOAOUTENHO (SaMGCTI/ITeJ'IIO pyKOBO,D,I/ITeJ'Iﬂ) opraHun3aumm YykasblBalOTCA B
ngartenbHOM nagexe HauMeHoBaHue OOJDKHOCTU pykoBoOOAUTENA (3aMeCTI/1TeJ'IF| pyKOBO,D,MTeJ'lFl), BKIo4vatrllee
HanmeHoBaHne opraHn3auun, n d)aMVIJ'II/Iﬂ, MHUUManbl AOJKHOCTHOIO Nnua.

Ilpumep -

Pyxkoromuresnn denepaljibHOT'O

apXMBHOTO ar'eHTCTBAa
damvmnmsa U.O.

|_|pl/l agpecoBaHMn nuCbmMa B OpraHU3aumilo yKas3blBaeTCA ee MNoJfiHoe Wunn CoKpaweHHOe HauMeHOBaHue B
UMEHUTEJTIbHOM MNMagexe.

Mpumepsl
1 ®epepanbHOe apXMBHOE areHTCTBO
2 Pocapxwvs

|_|pl/l agpecoBaHn OOKYMEHTa B CTPYKTYpPHOE noapasaeneHne opraHmsaunn B pekBm3nTe "a,qpecaT" YKa3blBaeTCA
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B UMEHUTeJ1IbHOM NaaeXXe HanmMmeHoBaHune opraHmnsaunn, Hmxe - HaMnMeHoBaHUe CTPYKTYPHOro nogpasaeneHns.

Ilpumep -
denepasibHOE apxXMBHOE
areHTCTBO

OTzmen rocyIapCTBEHHOMU
CcIyx0bl, KagPOB M Harpaxn

|_|pl/l agpecoBaHMn nNnMcbMa pykoBOOAUTENIO CTPYKTYPHOro noapasaesieHna yka3blBaeTCA B MUMEHUTENTbHOM Naaexe
HanMeHOBaHUe opraHunsauunmn, Hmxe - B AatesibHOM Mnagexe HanMeHoBaHue OOJTKHOCTU pyKoOBOOUTENA, BKIKO4akoulee
HaMMeHOBaHMGCprHypHOH)HOﬂpa3ﬂeﬂeHM&(baMMﬂMD,MHMHMaﬂbL

IIpumep -
AO "lpoduip"

PyxkopomouTeso IOOTOBOPHO—
IpaBOBOI'O OTHeJa
dammnma M.O.

Mepen damunven AOMKHOCTHOrO nuvua Aonyckaetcs ynoTpebnsaTb CokpalleHue "r-Hy" (rocnoguHy), ecnu
aZpecat Myxu4nHa, unm "r-xe" (rocnoxe), ecrnv agpecar XeHLUnHa.

Mpumepsl
1 r-Hy ®amunusa N.0.
2 r-xe ®amunnsa U.0.

Mpu paccbinke AOKyMeHTa rpynne opraHusauuii OJHOro Tuna WM B CTPYKTYpHble MoapasgeneHvst OHOW
opraHusaumu, agpecaT ykasblBaeTcs 0606LLEHHO.

ITpyMe sl
1 PyKoBOOMTEJISAM INOUEPHUX
obumecTts AO "lpoduip"
2 PykKOBOIUTEJIAM YyIPaBJIEHUN
PocapxuBa

Mpun paccbifike OOKyMEHTA He BCEM OpraHusaumsam WM CTPYKTYPHbIM MNOApa3feneHusiM Mof PekBU3NTOM
"Appecat” B ckoOkax ykasbiBaeTcs: "(no cnucky)".

Ilpumep -

PyKOBOOUTEJIAM IOUEPHUX

obmecTs AO "lpodpuip"
(1o cnmcky)

B ogHOM OoKymMeHTe He JOMKHO ObiTb Gonee yeTbipex agpecaTtoB. Cnoso "Konusa" nepepn BTOpbIM, TPETbUM,
YeTBEPTbIM agpecaTtamm He ykasbiBaeTcd. [Mpym GonblueM KONMMYeCcTBe aapecaToB COCTaBMSETCA CMMCOK (FINCT,
yKasaTernb) pacCbifikKM OOKYMEHTa, Ha KaXX4OM [OKYMEHTEe YKasblBaeTcs OAMH agpecaT unu agpecaT odopmrisieTcs
0006LLEHHO.

B coctaB pekBusnTa "Agpecart” MOXeT BXOAWTb MOYTOBbLIM agpec. ANeMeHTbl MOYTOBOro agpeca yKasbiBaloTCs B
nocriefoBaTeNnbHOCTW, YCTaHOBIEHHOW [IpaBunamMu okKasaHusi YCIyr MOYTOBOW CBA3W, YTBEPXKOEHHBIMU MPUKA3OM
MwuHuncTepcTBa CBS3M N MaccoBbIX KOMMyHMKaumn Poccuickon ®egepauun ot 31 mnionsa 2014 r. N 234.

Ilpumep -

Bcepoccumckmii Hay4dHO—
MCCJIENOBATEJIECKUM MHCTUTYT
IOOKYMEHTOBEIEeHMS U apxXMBHOT'O Ieja
[podcow3zuasa yia., n. 82,
Mockea, 117393
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MouToBLIM agpec MOXET He yKasbiBaTbCA B [JOKYMEHTax, HanpaBfsieMblX B BbICLUME OpraHbl BRacTw,
BbILLECTOSILLME OpraHu3aummn, NoaBedOMCTBEHHbIE OpraHU3auuM 1 NOCTOSIHHBIM KOPPECMOHAEHTaM (3a WCKMIYEHUEM
HanpaeneHnst NMCeM yka3aHHbIM afpecatam B KOHBEpPTAX C NPO3payHbIMU OKHaMK).

Mpu agpecoBaHMM JOKYMeHTa (bM3NYeCKOMy NnLY yKasbliBatoTCs: haMunmsa nHmumnansl, NoYTOBbLINA agpec.
Mpumep -

damnnua N.0.

CapoBasi yn., a. 5, kB. 12,

r. liobepubl, MockoBckas obn., 301264

[Mpu oTnpaBke NMCbMa MO 3NEKTPOHHON MOYTE UMK MO PaKCUMUNBHON CBA3K (6e3 AOChINKM NO NOYTEe) NOYTOBLIN
agpec He ykasbiBaeTcs. [1pyn HeobxoanmocT MOXeT BbITb YkasaH aneKTPOoHHbIN aapec (HoMep TenedoHa/dakca).

IIpumep -

BcepoccumMckmMii HaydHO—
MCCJIenoBaTeJNbCKMUI MHCTUTYT
IOOKYMEHTOBELNEHMSI M apxXMBHOTO Ieja
mail@vniidad.ru

5.16 pr¢)yTBepmneHMﬂ npocTaBnAeTCA Ha OOKyMeHTe B Cllydae ero yrtBepXaeHud OOJNKHOCTHbIM JNULOoM,

pacnopaguTernbHbiIM - JOKYMEHTOM (HOCTaHOBﬂeHMeM, peweHnemMm, npuKasom, pacnopﬂmeHMeM) nnn peleHnem
KonrnermnanbHOro opraHa.

Mpuc yTBEpXKOEHWS pa3mellaeTcss B NpPaBOM BEPXHEM Yriy MNepBOro nucra AokymeHTa. CTpoku pekBusvTa
BbIpaBHUBAIOTCS MO NIEBOMY KPato UMK LEHTPYTCA OTHOCUTENBHO CaMOW ANMHHOWM CTPOKMU.

Mpn yTBEPXAEHWM OOKYMEHTA [OOJDKHOCTHBbIM NMUOM rpud yTBEpXAeHust cocTouT mn3 crnoea YTBEPXKOARO,

HaMMEHOBaHUS [OMKHOCTU nuua, YTBepXZaloLWero AOKYMEHT, ero foanucu, WHMuManoB, damunuM u aatbl
YyTBEPXKOEHUS.

IpuMmep -
YTBEPXIAIO
PykoBoOomuTesb denmepasibHOT'O
apXMBHOT'O ar'eHTCTBa
Momnuce M.O. dammnima
ODaTa

Mpn yTBEPXOEHMU [OOKYMEHTa pacnopsauTernbHbIM OOKYMEHTOM [pUd yTBEPXKOEHWS COCTOMT W3 CrioBa
YTBEPXIOEH (YTBEPXOEHA, YTBEPXOEHbI wvnn YTBEP>XOEHO), cornacoBaHHOro ¢ HavMMeHOBaHMEM Buaa

yTBEPXOAeMOoro AOOKyMeHTa, HauMeHOBaHuA pacnopaaunTteribHOro OOKymMeHTa B TBOPUTENIbHOM nagexe, ero narthbl,
HoMepa.

IpuMepsr -
1 (PersiaMeHT) YTBEPXIEH
npukaszoM AO "Illpodunp"
or 5 ampesns 2015 . N 82
2 (IIpaBuna) YTBEPXIEHE
npukaszoM AO "Illpodunp"
or 6 anpena 2015 r. N 83

Mpu yTBEPXKAEHUM OOKYMEHTa KonnernanbHbiM OpraHoOM, peLUeHWs KOTOporo (UKCUPYHTCS B MpoOTOKone, B

rpude yTBEpPXKOEHUS yKasblBaeTCd HauMeHOBaHWe opraHa, pelleHMeM KOTOPOro yTBepXAeH OOKYMEHT, gata U Homep
npoTokona (B ckobkax).

Ilpumep -
(IlonoxeHme)
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"T'OCT P 7.0.97-2016. HaumoHanbHbI cTaHaapT Poccuiickol

®epepaumn. CuctemMa CTaHAapToOB MO MHMOPMaUMK, JokymeHT npepoctasneH KoHncynbtaHTtIaroc
6ubnNMoTEeYHOMY U U3AaT... [ata coxpaHerms: 19.10.2018
YTBEPXIIEHO

CoBeroMm nupekTopoB AO "Ilpodwmip"
(mpoToxoy or 12.12.2015 N 12)

5.17 3aronoBok K TEKCTY - KpaTKoe coAepXkaHue AOKYMeHTa. 3aronoBoK K TEKCTY hopMynupyeTcst ¢ npeasiorom
"O" ("O6") n oTBe4aeT Ha Bonpoc "o 4em?"):

- NpyKa3s (0 Yem?) 0 co3aaHUM aTTeCTALUOHHOM KOMUCCUN;
- NpyKa3s (0 4em?) 00 YTBEPXXAEHUN LUTATHOIO pacnMcaHuns;
- NNCbMO (0 YemM?) 0 NnpefocTaBneHNN MHOPMaLUK.

3arofnoBok K TEKCTy OgopMrseTcsl NMog pekBusutTamy GnaHka crieea, OT rpaHuubl neBoro nons. B ykasax,
MOCTaHOBMEHMSIX, PELLEHNsIX, MpUKasax, U3haBaeMbiX OpraHaMu BracTK, 3arofioBOK K TEKCTY MOXeT 0(hOopMIATbLCS Hag
TEKCTOM nocepeamnHe paboyero nonsi oKyMeHTa 1 LEHTPUPYETCSH OTHOCUTENBHO CaMOM ANUHHON CTPOKU.

3aronoBok Kk TEKCTY MOXET He COCTaBJIATbCA, €CJIN TEKCT JOKyMeHTa He MnpeBbillaeT 4-5 CTPOK.

5.18. TekcT AOKyMeHTa COCTaBMseTCH Ha PYCCKOM SA3blke Kak rocyaapCTBeHHOM sA3blke Poccuickon ®egepauun.
B opraHax rocyaapCTBeHHOW BriacTu, OpraHax MeCTHOro camoynpaBrieHUsi, roCy4apCTBEHHbIX yUpexXaeHnax pecnyonmk
Hapsgy C rocyaapCTBeHHbIM S3blkoM Poccuiickon ®egepauum Moryt ynoTpebnsiTbCsi roCcydapCTBEHHbIE A3bIKU
pecnybnuk. B geAaTenbHOCTVM roCydapCTBEHHbIX OPraHoB, OpraHv3auui, npeanpuaTuii U ydpexaeHun Poccuiickon
depepaumm MCNonb3yrTCA rocyAapCTBEHHbIN SA3bIK Poccuiickon depepauun, rocyadapCTBEHHbIE SA3bIKM pecnybnuk un
WHblE A3blkM HapoaoB Poccunckon ®epepauun.
(B pea. Uamenenus N 1, ytB. lNprkasom PocctaHgapta ot 14.05.2018 N 244-cT)

B TekcTe LOOKyMeHTa, noarotoBfieHHOM Ha OCHOBaHUM 3aKOHOAATeJ1bHbIX UMMM UHbIX HOPMaTUBHbLIX MNPaBOBbIX
aKTOB, paHee n3gaHHbIX pacnopAagnuTesibHbIX JOKYMEHTOB, YKa3biBaloTCA UX PEKBU3UTDI:

- HaumeHoBaHune [OOKyMeHTa, HaMMeHOBaHWe opraHun3aumm - aBTopa [OOKyMeHTa, p[ata [OOKyMeHTa,
peFI/ICTpaLI,VIOHHbIﬂ HOMep OOKYMEHTa, 3aroJyioBOK K TEKCTY U HauMeHoBaHMe Baa OOKYMEHTa;

- HauMeHOBaHWe OpraHuM3auun WM OOIMKHOCTHOTO fvua, YTBEpAMBLUEro AOKYMEHT, AaTy YTBepXAeHus
JOKyMeHTa.

TeKkcT OOKyMeHTa MOXET cofepXaTb pasfenbl, noapasgenbl, NyHKTbl, MOANYHKTbl, HyMepyewmble apabckumu
undpamu. YpoBHen pybpukaumm TekcTa He AOIMKHO BbITb Bonee veTbipex.

B npukasax TeKCT nsnaraetcsi OT NepBoOro nuua eauHCTBEHHOrOo Yncna ("npukasbiato”).

B gokymeHTax konsnermanbHbIX U coBellaTeNibHbIX OPraHoB TEKCT M3faraetcs OT TPeTbero fimua equHCTBEHHOIo

yncna ("konnerus... noctaHoensaet", "cobpaHue... pewmnno").

TekcT npoTokona wu3naraeTcd OT TpeTbero nuua MHOXeCTBeHHoro u4ucna ("cnywanu", "BbICTynunun",

"nocraHoBunun”, "pewmnnun”).

B pokymeHTax, ycTaHaBnusaloLWMxX MpaBa W 0653aHHOCTM OpraHuM3auui, KX CTPYKTYPHbIX nogpasgeneHun
(nonoxeHune, MHCTPYKUMS), a Takke codepxalimx onucaHue cutyauuin, aHanus akToB WNu BbIBOAbI (aKT, crnpaska),
ucnonb3yetcsa opMa W3NOXKEHUss TekcTa OT TpeTbero nuua eQuHCTBEHHOrO UM MHOXeCTBeHHoro uucna ("otaen

ocyuiecTBnseT yHKumK...", "B COCTaB ynpaBrneHus Bxogar...", "KoMmmnccus nposena npoBepky...").

B coBMeCTHbIX AOKYMEHTax TEeKCT u3naraetcs OT NepBOoro nvua MHOXeCTBeHHoro 4ucna ("npukasbiBaem",
n "
pewwmnn").

B nenoBbix (CnyebHbIX) NMMCbMax UCMNOSb3YTCS OPMbI U3NOXKEHWS:
non

- OT MEePBOro nuua MHOXeCTBEHHOro Ymcna ("npocum HanpaeuTb...", "NpeacTaBnsieM Ha paccMoTpeHue...");

- OT TpeTbero nuua eguHCTBEHHOro u4ucna ("MUMHUCTEPCTBO He Bo3paxaeT...", "obwecTBo cuuTaer
BO3MOXHbIM...");
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"T'OCT P 7.0.97-2016. HaumoHanbHbI cTaHaapT Poccuiickol

®epepaumn. CuctemMa CTaHAapToOB MO MHMOPMaUMK, JokymeHT npepoctasneH KoHncynbtaHTtIaroc
61bnmMoTeYHOMY M U3AaT... [ata coxpaHeHus: 19.10.2018
- OT NepBOro nuua eguHcTBeHHoro yucna ("cumTtar HeobxogumbiM...", "nMpegnaratd paccMOTpeTb..."), ecnu

NMCbMO OPOPMIIEHO Ha AOMKHOCTHOM BnaHke.
B TekcTax 4OKyMeEHTOB ynoTpebnsTcs Tonbko obwenpuHaTele abbpeBnatypbl U rpaduyeckue CokpalLeHus.
Mpun ynotpebneHumn B TekcTe hamunui nuy, nHMumansl ykasblBatoTca nocne gammnuu.
B aoenoBbix (crykeBHbIX) NCbMax MOryT UCMOMb30BaTbCS:
- BCTynuTenbHoe obpalleHue:
YBaxaemblin rocnoaunH MNMpegcenatens!
YBaxaembii rocnoguH 'ybepHaTop!
YBaxaembinn rocnoaunH MNpoxopos!
YBaxaemas rocnoxa 3axaposa!
YBaxaembinn Hukonain MNeTtpoBuy!
YBaxaemas Onbra HukonaesHa!
YBaxkaemble rocrogal

B obpaweHun no AOMKHOCTU HaUMEHOBAHWE [OOJDKHOCTM MULWETCA C MNPonuMcHOW Oykebl, B obpallieHun no
damMmnmm nHuumnansl nuua He yKasbiBatoTCs.

- 3aKnYMTENbHAs 3TUKETHas dpasa:
C yBaxeHuewm, ...

5.19 OTMeTKa O MPUIIOXKEHUM COAEPXUT CBEdeHWUs O AOKYMEHTe (OOKYyMeHTax), MpuiaraeMoM K OCHOBHOMY
OOKYMEHTY (B COMPOBOAMTENbHBIX NMUCbMax, NMPeTEeH3UsiX, akTax, CrnpaBkax W APYrMx WHGOPMAaLMOHHO-CNPaBOYHbIX
JOKYMEHTax) WnM O TOM, YTO [OKYMEHT SIBMSIeTCH MPUNOXEeHWEeM K OCHOBHOMY [OKYMEHTY (B [OOKyMeHTax -
NPUNOXEHUSIX K pacnopsauTenbHbIM AOKYMEHTaM, MOSIOXKEHUSIM, MpaBunaM, WHCTPYKUUSIM, L4OroBOpaMm, mMnaHam,
oTyeTaM U Ap. JOKYMEHTaM).

B conpoBoauTenbHbIX NMUCbMax W APYrMX MHAPOPMAaLMOHHO-CMPaBOYHbIX OOKYMEHTax OTMETKa O MPUIIOKEHWUM
ohopMnIseTcs Nnog TEKCTOM OT rpaHuLbl TEBOrO Nons creqyoLmMm obpasom:

- eCN1 NpUNoXeH1e Ha3BaHo B TEKCTeE:
MpunoxeHue: Ha 2 n. B 1 3K3.

- ecnn npurnoxeHne He Ha3BaHO B TeKCTe WIn ecrn I'IpMJ'IO)KeHI/IIh HECKOJIbKO, YKa3blBalOT Ha3BaHUA
ﬂOKyMeHTOB-HpMﬂO)KeHVIVI, KOJTM4EeCTBO JTUCTOB N 3K3EMIMIIAPOB KaXXA0ro npuiioXeHu4:

NpunoxeHue: 1. IlojoxeHMe o060 VYHNpPaBJIEHMM PEIMOHAJIBHOTO KPeIMTOBAHMA Ha
5 mg. B 1 sk3.

2. CmpaBka O KaIpOBOM COCTaBe YIpaBJIeHUS PEeTMOHAJIbHOTO
KpeIuTOBaHMSA Ha 2 J. B 1 35K3.

- eCnv NpUNoXeHue (NPUNOXeHNs) COPOLLIOPOBaHBI:
MpunoxeHue:
ot4yeT 0 HAP B 2 aks.

- €CInN OOKYMEHT, ABNAKOLLMNCS npunoXxeHunem, MMeeT NpUunoXXeHuna c CaMOCTOATENTbHON Hymepaumeﬁ CTpaHuL:
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®epepaumn. CuctemMa CTaHAapToOB MO MHMOPMaUMK, JokymeHT npepoctasneH KoHncynbtaHTtIaroc
6ubnNMoTEeYHOMY U U3AaT... [ata coxpaHerms: 19.10.2018
MpunoxeHune:

nncemo Pocapxusa ot 05.06.2015 N 02-6/172 n npunoxeHus K Hemy, Bcero Ha 5 n.

- eCnv NMpuroXxeHnem sBnseTca 060CobNeHHbIN 3NEKTPOHHbIN HOCUTENb (KOMMNAaKT-AnCK, usb-grel-Hakonurernb u
Ap.):

MpunoxeHwne:
CD B 1 3ka.

|_|pl/l 9TOM Ha BKnaabllle (KOHBepTe), B KOTOprVI nomMewaeTcqa HOCUTENb, YKa3blBalOTCA HaMMEeHOBaHUA
LOOKYMEHTOB, 3alnncaHHbIX Ha HOCUTEJ1b, UMEHa c*)a|7|noa.

B pacnopsauTenbHbiXx OOKYMeHTax (NMOCTaHOBMEHUSAX, PEeLUeHUsX, Npukasax, pacnopsbkeHusix), Aorosopax,
MONMOXEHUsIX, NpPaBumax, WUHCTPYKUMSAX W OPYruxX AOKYMEHTax OTMeTKa O NPUNoXeHun odopmnseTcs crneayowmm
obpasom:

- B TeKCTe [AOKyMEHTa npu MNepBOM YMNOMWHAHWMU [OOKYMEHTa-MPUNOXeHNs B CKobkax yKasbiBaeTcs:
(npunoxenue) vnu ... (NpunoxexHue 1); nepeg HOMEPOM NPUMOXEHUS [OMyCKaeTCd CTaBUTb 3HaK Homepa:
(npunoxenue N 2);

- Ha NepBOM NUCTE AOKYMEHTa-MPUNOXEHNS B MPaBOM BEPXHEM YIIy yKasblBaeTCS:

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

CTpoku pekBn3uTa BbIpaBHUBAIOTCS MO FIEBOMY Kpato MUIN LLIEHTPUPYIOTCA OTHOCUTENbHO CaMOWN AFNIMHHON CTPOKM.

Ecnu npunoxeHnem K pacnopsguTenbHOMY [OKYMEHTY $IBNAETCA HOPMaTMBHbLIA MPaBOBOW akT WNN WHOM
OOKYMEHT, yTBepX4aeMbli AaHHbIM pacrnopsiauTeribHbIM JOKYMEHTOM, Ha NepBOM NUCTE NPUIIOXKEHUS NpPOoCTaBnseTcs

OoTMeTKa O MpUIoXeHn (6e3 CCbINKM Ha pacnopsaaUTENbHbIN JOKYMEHT) U rpUdd YyTBEPXKAEHMS, B KOTOPOM YKa3biBalOTCS
JAaHHble pacrnopsiaMTeNbHOro 4OKYMEHTa, KOTOPbIM YTBEPXKAEH AOKYMEHT-TIPUIIOKEHNE.

Mpumep -

Mpunoxexwne 1
YTBEP>XXOEHO
npukasom AO "Tpodumnb"
o1 18.05.2015 N 67

5.20 lpudp cornacoBaHna AOOKYMeHTa MNPOCTaBMSETCA Ha AOKYMEHTax, COrfiacoBaHHbIX OpraHamu BRnacTu,
opraHun3aunamMmun, OOJNKHOCTHbIMU NUaMW. Fpmcp cornacoBaHua B 3aBUCMMOCTU OT BMAA OAOKYMEHTA U 0COOeHHOoCTEN
€ero ohopMneHns MoXxeT NPOCTaBNATLCS:

- Ha NepPBOM fIUCTe AOKYMeHTa (ECnN AOKYMEHT UMEET TUTYIbHbIN JIUCT, - Ha TUTYIIbHOM JIUCTE) B NIEBOM BEPXHEM
yry Ha ypoBHe rpuda yTBEPXKAEHNS UK NoA HaUMEeHOBaHWEM JOKYMEHTa BrvKe K HKHEMY MOJIto);

- Ha nocnegHem nucte OOoKyMeHTa nog TeKCTOoM;
- Ha NCTe cornacoBaHus, ABNAIOLWEMCA HEOTbEMIEMON YacTbio OOKyMeHTa.

Npnd cornacoBanHus coctout n3 cnosa COIMNTIACOBAHO, gomkHOCTM nuvua, KOTOPbIM COrflacoBaH AOKYMEHT
(BKNtOYasi HAaMMEHOBaHWE OpraHM3auun), ero COBCTBEHHOPYYHOM NOAMMCH, UHULMANOB, haMunmm, AaThl COrNacoBaHus.
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Mpumep -
COI'TMIACOBAHO

Owvpektop BHUWOAL

(noanuck) N.0. damnnug

Hata

Ecnu cornacoBaHue ocCyLLEeCTBASIETCA KomnnervanbHbIM OpraHoM, B rpude cornacoBaHus yKasblBalOT CBeAeHUS
06 opraHe, cornacoBaBLlEM [OOKYMEHT, OaTe M HOMEPE NPOTOKOMa, B KOTOPOM 3adMKCMPOBAHO peLleHne O

cornacoBaHun. Ecnu cornacoBaHve ocCyLLECTBNAETCS MUCbMOM, YKasbiBalOT BMA AOKYMEHTa, OopraHu3auuio - aBTopa
AOKYMeHTa, JaTty v HoMep nucbma.

Mpumepsl
1 COMACOBAHO

CoBeToM AnpekTopoB

AO "MMpodounsp"

(npoTokon ot N_)
2 COMACOBAHO

nucbMoM PocapxuBa

oT N

5.21 Busa cBugeTenbCTBYeT O COrfacuyM WM Hecornacum AOMMKHOCTHOro nuua (paboTHuKa) ¢ copepkaHvem
npoekTa AokymeHTa. Busoln odopmnsaeTcs BHyTpeHHee cornacoBaHue AokymeHTa. Busa BknioyaeT JOMKHOCTb nuvua,
BM3MPYIOLLIEro AOKYMEHT, NOANMUCh, paclunpoBKy noanucy (MHuumansl, amunuio) n Aaty BU3POBaHWS.

Mpumep -

PykoBogutens 1opuanyeckoro otaena

Mognuck N.0. damunus

Hata

[Mpn HanMMuMK 3ameYvaHnii K AOKYMEHTY BM3Y ohopMIsioT cneayowum obpasom:

Mpumep -

3amMedaHusa npunaratoTcs.

PykoBogutens 1opuanyeckoro otaena

Mognuck N.0. damunus

Hata

B opraHmsauusix, NPUMEHSIIOLLMX CUCTEMbI ANTEKTPOHHOIO JOKYMEHTOO00POTa, CorfacoBaHne MOXeT NPOBOANTLCS
B 3neKTpoHHom chopme, cornacHo FOCT P CO 15489-1.

B [oKymMeHTax, MOANMUHHUKM KOTOPbIX XPaHATCHA B OpraHu3auuu, BU3bl MPOCTaBMSAKT Ha nocrnegHeMm nucTe
OOKyMeHTa nog noanucbro, Ha o6op0Te nocnegHero nucrta noaglMHHWMKa OOKyMeHTa Wi Ha JIMCTe corinacoBaHUA
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(BM3MpoBaHMs), NpuraraemMom K JOKYMEHTY.
B ncxogsawmnx gokymeHTax BM3bl NPOCTABASAOTCA HA 9K3eMMsisipax JOKYMEHTOB, NMOMeLLaeMbiX B A€eNO.
Mo yCMOTPEHMIO OpraHn3aLmm MOXeT NPUMEHSITLCA MONIMCTHOE BU3NPOBaHNE JOKYMEHTA U €70 NMPUIOXKEHUIA.

5.22 Mognuckb BKMOYaeT: HAMMEHOBAHWE AOMKHOCTU NLA, NOAMNMUCLIBAOLLErO LOKYMEHT, €ro COGCTBEHHOPYYHYO
noannck, paclungpoBky noanncu (MHuumansl, hammnus).

Ilpumep -
T'eHepaJIbHEI OUPEKTOP Monnuce n.0. dammnmsa

Ecnu pokymeHT odopMneH He Ha OnaHKe, B HaMMEHOBaHWE [OOMMKHOCTU BKIHOYAETCA HauMeHOBaHue
opraHmsaumn. [lonyckaetcs LeHTpoBaTb HaMMEHOBaHWE LOMMKHOCTM Nuua, NognucaBLUero LOKYMEHT, OTHOCUTENbHO
camMou ASIMHHOMW CTPOKN.

Ilpumep -
T'eHepaJlbHEI OUPEKTOP
AO "lpodwunp" Noonuce n.0. dammnmsa

|_|pl/l O(bOpMﬂeHVIVI OOKYyMeHTa Ha GnaHke [OOMKHOCTHOrO nuua AOMMKHOCTb 3TOro nvMua B MOAMUCKU  He
YKa3blBaeTCA.

Ipumep - onnuce n.0. damumnua

Mpn nognucaHMM OOKYMEHTa HECKONbKMMM LOJDKHOCTHLIMU NULaMu, 3aHMMaloWMMKU pas3HOEe MONOoXeHUe, nX
noanucu pacnonaralTcs odHa nog ApYron B MNOCNedoBaTeNlbHOCTW, COOTBETCTBYHOLLEW WepapXunM 3aHMMaeMblX
[JOJTKHOCTEN.

[pumMep -
IMpeKTOp MHCTUTYTa [Hopnmce n.0. dammiama
T'JylaBHEM Oyxranrep I[loonuce n.0. dammnusa

Mpu nognucaHuy JOKYMEHTA HECKONMbKAMU NMLaMK paBHbIX JAOSHKHOCTER MX MOAMNMCH pacnonaralTcs Ha O4HOM
YPOBHE.

Ilpumep -

3aMecTuTelNb OMPEKTOpa IO (QMHAHCOBEM BOIPOCaM Hopgnuce M.O. dammnmsa
3aMecTuTesNb OMPEKTOpa IO aIMMHMCTPAaTUBHBIM Bomnpocam Illomonmuch M.O. dammnamsa

B OOKYyMeHTaX, COCTaBJ1I€HHbIX KOMUccuen, B nognmcu YKa3blBaeTCAa CTaTyC Jinua B COCTaBe KOMUCCUWN.

Ilpumep -

I[lpencenmaTesib KOMMCCUM [omnmce n.0. dammnmsa

UJIEeHEl KOMUCCUN Momnuce n.0. dammnmsa
Homnmuce n.0. dammnma
Nomonuce n.0. dammnmsa

Mpu noanucaHMyM AOKYMEHTa NULOM, WCMOSHSAIOWMM 00653aHHOCTU PYKOBOAMTENS, NoAnMcb odopmMmnsieTcst ¢
yKkasaHueM ctaTyca AOSMKHOCTHOrO fimua B COOTBETCTBMU C NMPMKA30M (PacnopsbkeHNeM).

Ilpumep -

J.o0. TeHepalJlbHOTO OupekTopa lloOonmce n.0. dammnmsa
VIV 2

VicnonHgomMM 00S3aHHOCTHU

TeHepaJIbHOT'O IMPEKTOpa [Moonuce n.0. dammnmsa

an nognncaHnn OOKyMeHTa nuuoMm, wuMewwnMm npaso noannMcn B Clydae BpPEeMEeHHOro OTCyTCTBUA
pykoBoauTeEnd, uUcnpasfieHnA B HaMMeHOBaHWe [OOJDKHOCTU U paCLUVI(*)pOBKy (*)aMVIJ'IVIVI yXe noaroToBJIEHHOIO U
cornacoBaHHOro npoekta AOKYMeHTa BHOCATCA OT PYyKM WM C UCNOJSIb30OBAHMEM COOTBETCTBYHLLUX LUTAMIMOB. He
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0OMnyCKaeTCd CTaBUTb KOCYHO 4epTy, Haanucb "3a" nepeg HammeHoBaHMeM OOJKHOCTU nuua B noanncu, ecrii AOKyMeHT
noanuncbiBaeT MHOE OOJMKHOCTHOE JTNLO.

5.23 OtmeTka 06 SNEKTPOHHOW NOAMUCU WUCMOMb3YEeTCs MNpyu  BU3yanusauuym SMEKTPOHHOrO [OKyMEHTa,
NOAMWUCAHHOIO 3NEeKTPOHHON NOANUCLLID, C cobnioageHneM cnegyowmnx TpeboBaHuii:

a) MecCTo pasMelleHUss OTMETKM 00 3MEeKTPOHHOW MOANUCKM HOSKHbI COOTBETCTBOBATb MECTY pasMelleHust
COGCTBEHHOPYYHOWM NOAMUCYU B aHANOrMYHOM JOKYMEHTe Ha GyMaKHOM HocuTene;

6) 3NEeMEHTbl OTMETKMN 00 SﬂeKTpOHHOVI noanucu OOMXKHbl OblTb BUAUMBIMU U YUTAEMbIMU npu 0T06pa>|<eH|/||/|
LOOKyMEeHTa B HaTypalribHOM pa3mepe;

B) 3NeMeHTbl OTMETKM 00 SJ'IeKTpOHHOIZ noanncn He OOJMKHbI NepeKkpbliBaTbCA UMM HaKNnaablBaTbCA APYr Ha apyra;

r) anemMeHTbl OTMETKM 06 3MeKTPOHHOM NOANUCK HE AOMKHbI NepeKkpbiBaTh SNeMEHTbI TEKCTa AOKYMEHTa U Apyrue
OTMETKM 06 3NEKTPOHHOM Nognucy (Mpu Hanuuum).

OTmeTka 00 3neKTPOHHOM MOAMNUCKU B COOTBETCTBMM C 3akoHogaTenbcTBOM Poccuiickon depepaumm BknovaeT
dpasy "[JoKyMeHT noanucaH aNeKTPOHHOW NoAnNuchLI", HOMep cepTudurkaTa Knoya aNeKTPOHHOM noanucu, amunumio,
UMS, OTYECTBO BMagernbla cepTudukara, CPpoK OEWCTBUA cepTudmkaTa Krova anekTpoHHow nognucu. OTmeTtka ob
3MEKTPOHHON MOANMUCK MOXET BKIoYaTb u3obpaxeHue repba, ambnembl opraHa Bnactu (opraHu3auum), TOBApHOro
3Haka (3Haka o0b6CcnyxmMBaHWs) OpraHM3auumn B COOTBETCTBUN C ENCTBYHOLLMM 3aKOHOL4ATENLCTBOM.

Mpumep -
SMbJie - IOKYMEHT IIOIINCAH
Ma SJIEKTPOHHOM TOIMMCHI
HammveHnoBaHMe | OpraHa
IOJDKHOCTM |BJIACTHU H.H. HuxoJjaesr

Cepruduxkar 1alllaaa000000000011
Brnagesnen HukoJsiaer Hukojsam HmkoJaeBmu
IOevicTeuTesiedr ¢ 01.12.2012 mo 01.12.2017

5.24 lMevatb 3aBepdeT NOoANMMHHOCTb noannucn OOJMKHOCTHOroO nuua Ha AOKyMeHTaXx, yOoCTOBepArLnX npasa
nnu, (bVIKCVIpyI'OLLI,VIX CbaKTbI, CBA3aHHbIE C (bI/IHaHCOBbIMVI cpenocrtBamMn, a TakKkKe Ha WHbIX [OOKYMEHTaXx,
npeaycMaTtpuBarnX 3aBepeHmne nognncu nevyaTtbio B COOTBETCTBMN C 3aKOHOOATEeNIbCTBOM Poccuiickon CDep,epau,MM.

[okyMeHTbl 3aBepsAlT neyatbio opraHusauun. [levaTb NPOCTaBNAeTCs, He 3axBaTbiBas COOCTBEHHOPYYHOM
noanucuy nuua, noanMcasLIero 4OKYMEHT, unm B Mecte, 06o3HadveHHom "MI" ("MecTo nevatun").

5.25 OtmeTka 06 ucnonHuTene BKMYaeT hamMuiivio, UMS M OTYECTBO MCMOSHUTENS, HOMep ero TenedoHa.
OTtmeTka 006 wucnonHuTEene MoOXeT AOoNnoJIHATbCA HaMMeHOoBaHMEM [OOJIKHOCTWU, CTPYKTYpPHOro noapasgeneHna wu
ONEKTPOHHbIM aapeCcOM UCMOJNTHUTENA.

OTmeTka 06 ncnonHutTene oopMnsieTca Ha NIMLEBON CTOPOHE MOCNEAHEro NMCTa OKYMEHTA OT rpaHuLbl IEBOIO
nons wnu, nNpu OTCYTCTBUM MecCTa, - Ha ODOPOTHOW CTOPOHe BHM3Y crieBa. Hanpumep: 3abenuH ViBaH AHppeeBwnv,
KoHTponbHOe ynpaBneHue, Bedywwmi cneunanucT, +7(495) 924-45-67, Zabelin@gov.ru

OTmeTka 06 McnonHuTene MoxeT oOPMISATLCA KakK HWKHWUIA KOMOHTUTYN U nevaTaTbCs LWPUGTOM MEeHbLIero
pa3mvepa.

5.26 OTmeTKa O 3aBEpPEHUN Konum oYOpMIISIETCS ANs NOATBEPXKAEHUSI COOTBETCTBUSI KOMWUU JOKYMEHTa (BbINUCKA
U3 JOKYMeHTa) NOANUHHMKY AokymeHTa. OTMeTka O 3aBepeHWM KOomnuu NpOCTaBnsieTCst NoA PeKBU3UTOM "noanuchk” u
BKMOYaET: CcroBo "BepHO"; HaMMEHOBaHME OOMKHOCTU NuLia, 3aBEPUBLLErO KOMUID; €ero COBCTBEHHOPYYHYHD MOAMNMUCEH;
paclwmdpoBKy noanucu (MHUUManbl, haMmunuio); AaTy 3aBepeHUst Konuu (BbIMUCKK U3 JOKYMEHTA).

IIpuMmep -
BepHo
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VIHCHEeKTOop CJyXObl KaIpOB Nopnuce n.0. dammnmsa
HaTa

Ecnu konus BblgaeTcs ONs NpeAcTaBneHusl B APYrylo opraHv3auuio, oTMeTka O 3aBepeHUn KOMuKU AoMosiHAeTCs
HaOnMCbio O MECTe XpaHeHNs AOKYMEHTa, C KOToporo Obina marotosreHa konvs ("MoAnVHHUK AOKYMEHTa HaxoauTcs B
(HammeHoBaHwue opraHusauun) B gene N ... 3a ... roa") u 3aBepsieTcs NevaTbio opraHnsaumu.

[na npocTaBneHnss OTMETKM O 3aBEPEHUM KOMUM MOXXET UCMONb30BaTLCA LUTaMI.
5.27 OTmMeTka O MNOCTYMMEHUU [OOKYMEHTa CNyXWT ONs NOATBEPXAEHWUS hakTa MOCTyMnieHusl OOKyMeHTa B
opraHu3aumio 1 BKIOYaET AaTy MOCTYNIIEHNUS U BXOASLUMIA PErMCTPaunoHHbIN HoMep AokyMeHTa. MNpy HeoGxoammocTu

OTMEeTKa O NOCTynneHnn MOXeT AOMNOJSTHATbCA YyKa3aHMemMm BpeMeHU NOCTYynneHuA B 4HacaxXx U MUHYyTax U cnocoba
OOCTaBKN OOKYMEHTa.

OTmeTKa 0 MOCTYNMEHUN AOKYMEHTa MOXET NPOCTaBASATLCA C MOMOLLBIO LWTamMna.

5.28 Pesoniouns CoOepXuT ykasaHue No UCMOMHEeHWo AokyMeHTa. Pesontouns odopmnserca Ha cBobogHOM
mMecTe pabo4yero nonsi LOKYMeHTa, Ha OnaHke pes3ontouny U BHOCUTCHA HEMNOCPEACTBEHHO B CUCTEMY 3MEKTPOHHOro
AOoKymeHToo6opoTa.

Pesontouus BknoyaeT: aMmunuio, MHULMAanNbl UCMONHMTENS (MCMOMHUTENEN), NopyYeHue Mno OOKYMEHTY, npwu
HeobX0AMMOCTH - CPOK UCTONHEHUS], MOAMNWCH N1LA, BbIHECLLETO Pe30noLmio, AaTy Pe3oroLun.

Mpumep -

damunusa N.0.

Mpowy nogrotoBuTb NpeanoxexHus Kk 10.11.2016.
Moanuce

Hata

5.29 OTmeTKka O KOHTpoOmne CBMAETENbCTBYET O MOCTAHOBKE AOKYMEHTA Ha KOHTPOIb, NMPOCTaBMASeTCH LITamrnoM
"KoHTponb" Ha BepxHeM none AOKyMeHTa.

5.30 OTmeTKa 0 HanpaBneHMM OOKYMeHTa B AENO onpedensieT MeCTO XpaHeHUs AOKYMEHTa MOocre 3aBepLUeHus
paboTbl C HUM M BKINOYAET: cnosa "B aeno”, nHaekc gena no HoOMEeHkKNaType gerl, B KOTOpoe NoMeLaeTcs JOKYMEHT Ha
XpaHeHue, C yKkasaHueMm roga, OSPKHOCTM nnua, ohopMUBLLETO OTMETKY, NOANUCH, OaTbI.

IIpumep -
B meno N 01-18 3a 2016 1.
3aB. OTHEJIOM KOPIIOPATMBHBEIX [IPOEKTOB

INonnuce HaTa

OtmeTtka o HanpaBneHnn [OOKyMeHTa B Aefi0 MOXeT AOMNOJSIHATbCA KpaTKMMuU CBedeHUAMU O XapaKTtepe
NCMOJTHEHUA OOKYMEHTa.

6 BnaHku OOKYMEHTOB

6.1 [Insa narotoBneHus 6naHkoB OoKyMeHToB, cornacHo TOCT P 7.0.8, ncnonb3yetcs 6ymara doopmatos A4 (210
X 297 mm), A5 (148 x 210 mm); ansa nsrotoeneHnsa 6naHkoB pesontounn ncnonb3yetca bymara cpopmatoB A5 (148 x 210
MM), A6 (105 x 148).

Kaxgbin nucT gokymeHTa, ohOpMIEeHHbIA Ha OnaHke unu 6e3 Hero, OMKEH MMETb NONSA HE MEHee:

20 MM - neBoE;

10 MM - npaBoe;

20 MM - BepxHee;
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20 MM - HUXHee.

[okymeHTbl AnuteneHbIX (cBbile 10 NeT) CPOKOB XpaHEeHUsA AOMKHbI UMEThL NieBoe norne He meHee 30 MMm.

6.2 OpraHusauun uMCrnonb3ylT OnaHKM [OOKYMEHTOB, MW3rOTOBMEHHble Ha OymaXHOM HocuTene (6naHku
OOKYMEHTOB (beaepanbHbiX OpraHoB roCcygapCTBEHHOM BracTM C BocnpousBefeHuem [ocygapcTBeHHoro repba
Poccuiickon ®egepauumn nsrotasnmearoTcs nonvrpau4eckummn npegnpuaTnsaMm, UMeLWmMMm cepTndukaTsbl O Hanmymm
TEXHUYECKMX U TEXHOMOIMYECKUX BO3MOXHOCTEM ANS KA4YeCTBEHHOr0 W3roTOBMEHWS yKa3aHHOro Buaa npoayKLumu)
n/vnu aNekTpoHHble WabnoHbl 6naHkoB. bnaHkn Ha BymMaKHOM HOCUTENE U ANEKTPOHHbIE LIABMOHbI GrTAHKOB AOMKHbI
ObITb MOEHTUYHBI MO COCTaBy PEKBU3MTOB, MOPSAKY UX PACNONOXEHUS, rapHUTYpam wpudTa.

BbnaHkn [OKyMEHTOB Ha OyMaXHOM HOCUTENe W 3MNEKTPOHHble LWabnoHbl OnaHKoB W3roTaBNUBAKOTCA Ha
OCHOBaHUM MakeToB BnaHKoB, YTBEPXKOAEMbIX PYKOBOAMTENEM OpraHvM3aunn.

BnaHkn gokymMeHTOB criegyeT nsrotasnueaTb Ha 6enon 6ymare nnm 6ymare CBETIbIX TOHOB.

OneKTPOHHbIE WabnoHbl 6r1IaHKOB AOKYMEHTOB AOSMKHbI ObiThb 3aLLMLLEHbI OT HECAHKLNOHMPOBAHHBLIX U3MEHEHUIA.

6.3 braHkn OOKYMeHTOB odopmnisitoTcs B cooTBeTcTBUM C [MpunoxeHnem b. OpueHTUpOBOYHbIE rpaHWLbl 30H
pacnonoxeHna pekBn3nToB 0603Ha4eHbI MNYHKTUPOM. Ka>+<,qa;| 30Ha onpegenaeTcd COBOKYMNHOCTbIO BXOAALWIUX B Hee

PEKBU3NTOB.

6.4 B 3aBMCMMOCTM OT pacnonoXeHUsi PpEKBU3UTOB yCTaHABNUBAETCA ABa BapuaHTa 6naHKoB - YrioBon (PUCYHOK
B.1) u npogonbHLIN (pUCyHOK B.2).

6.5 PekBuantel 01, 02, 03 pacnonaratoTcs Ha BEpXHEM Mnofe AOKYMeHTa Hag peksusmTom 05 no cepeamHe 30HbI,
3aHATON 3TUM PEKBU3UTOM.

Peksunaunt 03 moxeT pacnonaratbCs crieBa Ha ypoBHe pekBuauta 05.

Peksnantbl 05, 06, 07, 08, 09, 13, orpaHnMunTensHble oTMETKM ansa peksnsnto 10, 11, 12 B npegenax rpaHny, 3oH
pacnonoXeHUs PEKBU3UTOB pa3MeLLiaTcsl OAHMM M3 cnocoboB:

- LEHTPOBAHHbIM (Ha4arno n KOHeL, KaaoWm CTPOKM PEKBM3UTOB PaBHO yAareHbl OT rpaHul, 30HbI PacrnonoXeHus
PEKBU3UTOB);

- cbnaroBbIM (KaXkgasi CTPOKa PEKBU3UTOB HAYMHAETCS OT NIEBOWN rpaHULIbl 30HbI PACMONOXKEHWS PEKBU3UTOB).

6.6 YcTraHaBnmBaloTca cregyrolime Buabl 6naHkoB LOKYMEHTOB OpraHvM3aunm:

- 06K 6naHk;

- GnaHk nucbma;

- BnaHK KOHKPETHOro BMaa AOKYMeHTa.

HopmaTMBHbBIMM MNpPaBOBbLIMW aKTaMu OpraHu3auun ycTaHaBMNMBalOTCS BUAbl MPUMEHSIEMbIX OnaHKoB M KX
pasHOBMAHOCTM (GraHK MUMCbMa CTPYKTYPHOro noApasfenenusi, 6naHk nucbMa [OMMKHOCTHOrO nuua, 6rnaHk npukasa,
BraHk pacnopsikeHusi, bnaHk npoTokona v ap.).

O6pasubl 6naHkoB 4OKYMEHTOB NpuBeaeHbl B NpunoxeHun b.

6.7 O6LwmIn BnaHk ucnonb3dyeTcs ANst U3roTOBMNEHUS MOObIX BUAOB AOKYMEHTOB, KpOME AENOBOro (CriykebHoro)
nncema.

O6wwmin 6naHk B 3aBMCMMOCTM OT y4peauTerbHbIX JOKYMEHTOB OpraHu3aumn 1 NoKarnbHbIX HOPMAaTMBHLIX aKTOB
BkntoyaeT pekusntbl 01 (02 unu 03), 05, 06, 07, 13 1 orpaHnuMTenbHbIE OTMETKM Ans peksusntos 10, 11, 16, 17.

BnaHk nMcbMa B 3aBMCUMOCTU OT ydpeanuTerbHbIX JOKYMEHTOB OpraHM3auum 1 nokasnbHbIX HOPMATUBHBLIX aKTOB
BkrtoyaeT peksuantol 01 (02 mnum 03), 05, 08, orpaHnuuTensHble oTMeTkM ana peksusuTtoB 10, 11, 12, 15, 17. BnaHk
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nMcbMa CTPYKTYPHOrO noAapasgeneHvst JONOoMHMTENbHO BkItovaeT pekeuauT 06, 6naHk nnucbMa AOMKHOCTHOrO nvua -
pekBuaunt 07.

BnaHk KOHKpPeTHOro BuAa [OKYMEHTa, KpPOME MNUCbMa, B 3aBUCMMOCTU OT Yy4peauTenbHbIX [OKYMEHTOB
opraHu3aumm M JoKarnbHbIX HOPMAaTUBHbBIX NMPaBOBbIX akToB BkMoyaeT peksuautbl 01 (02 mnm 03), 05, 09, 13 u, npu
HeobXxooMMOCTN, OrpaHMYUTENbHbIE OTMETKM ONsi TpaHuy, 30H pacnonoxeHus peksmsmtoB 10, 11, 16, 17. Bnank
KOHKPETHOrO BMAA [OKYMEHTa CTPYKTYPHOro mnoAapasaeneHns OOMONHUTENbHO BkNtovaeT pekeuaunT 06, 6GnaHk
OOIMKHOCTHOrO nuua - peksmaut 07.

6.8. B opraHax Bnactu u opraHmsauusx pecnybnuk Poccunckon ®egepaumm, NCnonb3yowmnx Hapsgy C pycckum
A3bIKOM Kak rocydapCTBEHHbIM S3blkoM Poccuiickon ®egepauum rocygapCTBEHHbIN A3bIK (FOCY4apCTBEHHbIE S3bIKN)
pecnybnuk, ucnonb3yloTca OnaHkn OOKYMEHTOB Ha PYCCKOM £A3blke W rocy4apCTBEHHOM $3blke (rOCyAapCTBEHHbIX
A3blkax) pecnybnuk: yrnosble (pekBu3nTbl BnaHka pacnonaratoTCsd Ha O4HOM YPOBHE: Ha PYCCKOM A3blke - crieBa, Ha
rocylapCTBEHHOM f3blke (rocyAapCTBEHHbIX A3blkax) pecnybnuk - crnpasa) Wnv NpoAoribHble (PekBM3WUTbI GnaHka Ha
PYCCKOM N3blKe - CBEpXY, PEKBM3UTblI GriaHka Ha rocydapCTBEHHOM S3blke (rOCy4apCTBEHHBLIX si3blkax) pecnybnuk -
HUXeE).

[ns nepenuckn C WHOCTPAHHLIMW KOPPECMOHOEHTaMW WUCMNOMb3ylT 6naHknm Ha ABYyX A3blkax - PYCCKOM U
aHrnunckom (npunoxeHune B.8) Unm HOM MHOCTPAHHOM Si3bIKE.
(n. 6.8 B pea. Uamenenuda N 1, ytB. lNpukasom PocctangapTa ot 14.05.2018 N 244-cT)

MpunoxeHne A
(cnpaBo4Hoe)

PACIMNONOXEHUE PEKBU3NTOB HA TUTYJIbHOM JIUCTE OOKYMEHTA
HayMeHOBaHME OpTaHM3auun
Tpud corylacoBaHMsa IOOKYyMEHTa I'pud yTBepXOeHUS IOKyMeHTa

HavMeHOBaHMe BUIA OOKYMEHTAa
3aroJIOBOK K TEKCTY

T'pnd corjacoBaHMs HOOKYyMEHTAa

MecTO cCcocCTaBJIeHUHA (MB,HaHMFI) IOJOKYMeHTa — TI'OO M3IOaHMAg IOJOKYMeHTa

PucyHok A.1 - PacnonoxeHne pekBn3nMToB Ha TUTYSIbHOM
nncTe JoKyMeHTa

Mpunoxexne b
(cnpaBo4Hoe)

CXEMbI PACTONOXEHMA PEKBU3NTOB AOKYMEHTOB
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PucyHok B.1 - PacnonoxeHne pekBu3nToB 1 rpaHnLbl 30H
Ha dpopmate A4 yrnoeoro 6raHka
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PucyHok B.2 - PacnonoxeHue pekBU3NTOB U rpaHunLibl 30H
Ha cbopmaTte A4 npogonbHOro GraHka
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[JokymeHT npegoctasneH KoHcynbTaHTINOC

®epepaumn. CuctemMa CTaHAapToOB MO MHMOPMaUMK,
[ata coxpaHeHus: 19.10.2018

61BNIMOTEUHOMY U MU3aaT...

OBPA3Lbl BJIAHKOB JOKYMEHTOB

Pocapxwus

denmepayibHOE ONIXETHOE yUYpexIeHMe
"BCEpPOCCUMCKMM HayUHO-MCCIJIENOBATEJIbCKUM MHCTUTYT
OOKYMEHTOBEIEeHUS UM apXMBHOTO meja'
(BHMMIAL)

Mockea

PucyHok B. 1 - O6pasel, o6wero 6naHka opraHnsaumm

Pocapxus

denepalibHOe ONIXETHOE yUpexIeHUe
"BCEepOCCUMCKMI Hay4dHO—
MCCJIENOBATEJIECKUM MHCTUTYT
IOOKYMEHTOBEIEHUA M apxMBHOTO neja'
(BHUMIAL)

[lpobcowosHag yin., n. 82, Mockea, 117393
Ten./baxkc (495) 718-78-74
e-mail:mail@vniidad.ru; http://www.vniidad.ru
OKIIO 02842708; OI'PH 1027700380795;
VIHH/KIOIO 7708033140/771001001

N

Ha N oT

PucyHok B.2 - O6pasel yrnosoro 6naHka nMcbMa opraHnsaumm

PocapxuB

®depnepanbHoe 6OMAXKETHOE yUpexaeHue
"BcepoccUNCKNn HayYHO-UccneaoBaTeNnbCKUN MHCTUTYT
OOKyMeHTOBeAeHUs1 U apxuBHoro gena" (BHUAOAL)

Mpodpcoto3Han yn., A. 82, Mockea, 117393
Ten./dakc (495) 718-78-74 e-mail:mail@vniidad.ru;
http://www.vniidad.ru
OKNO 02842708; OIr'PH 1027700380795;
MHH/KNMN 7708033140/771001001

Mpunoxexne B

(cnpaBo4Hoe)

N
Ha N oT
PucyHok B.3 - Obpasey, npogonbHoro 6naHka nucbMa opraHusaumm
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PocapxuB

®depepanbHoe GHOMKETHOE yUupexaeHue
"BcepoccUncKknini Hay4Ho-uccneaoBaTenbCKUN MHCTUTYT
AOKyMeHTOBeOeHuUs1 U1 apXuBHoro gena"

(BHUMAAL)
OWPEKTOP

MpodbcorosHas yn., A. 82, Mockea, 117393
Ten./dakc (495) 718-78-74 e-mail:mail@vniidad.ru;
http://www.vniidad.ru
OKIMO 02842708; OI'PH 1027700380795;
MHH/KMNMN 7708033140/771001001

Ha N oT

PucyHok B.4 - Obpasel, npogonbHoro 6rnaHka nucbma
OOIMKHOCTHOro Nuua

PocapxuB

®depepanbHoe GHOMKETHOE yUupexaeHue
"BcepoccUncKkMini Hay4Ho-uccneaoBaTenbCKUN MHCTUTYT
AOKyMeHTOBeOeHuUs1 U1 apXuBHoro gena"

(BHUMOAD)
OTPACJIEBOW LIEHTP MOBbILLUEHUS KBANIM®UKALIMA

MpodbcorosHas yn., A. 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;
WMHH/KMNMN 7708033140/771001001

Ha N oT

PucyHok B.5 - O6pasel, npogonbHoro 6rnaHka nucema
CTPYKTYpHOro nogpasgeneHus

Pocapxus

denmepasibHOEe OIIXETHOE yUpexXIeHMe
"BCepOCCUMCKMM HAaYyUYHO-MCCJIENOBATEJIbCKUM MHCTUTYT
OOKYMEHTOBEIEHUS UM apxXMBHOTO meja'
(BHUMIAL)

IIPVIKAS3

KoHcynbTanTlNKoC
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Mockea

PucyHok B.6 - Obpasey 6naHka KOHKpETHOro Buaa
[OKYMeHTa opraHusaumu

Pocapxus
demepalibHOEe OIXETHOE yUpexXIeHMre
"BCepOCCUMCKMM Hay4YHO-MCCJIENOBATEJIECKUM MHCTUTYT
IOOKYMEHTOBEIEeHUA M apxXMBHOTO meja'
(BHMMIAL)
IVIPEKTOP

PACIIOPAXEHNE

Mockea

PucyHok B.7 - O6pasel, bnaHka KOHKPETHOro Buaa JOKyMeHTa
JOMKHOCTHOro nuua

PocapxuB

®depnepanbHoe 6OMAXKETHOE yUpexaeHue
"BcepoccUNCKUn HayYHO-UccneaoBaTenbCKUN UHCTUTYT
OOKYMeHTOoBeAeHUs1 1 apxMBHOro gena"

(BHUMOAL)

MpodbcorosHas yn., A. 82, Mockea, 117393
Ten./dakc (495) 718-78-74 e-mail:mail@vniidad.ru;
http://www.vniidad.ru
OKIMO 02842708; OI'PH 1027700380795;
MHH/KMNMN 7708033140/771001001

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

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

N
Ha N oT
PucyHok B.8 - Obpasey, npogonbHoro 6naHka nucbMa opraHusaumm
Ha ABYX si3blkax
KoHcynbTanTlNKoC
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KnioueBble crioBa: opraHv3aunoHHO-pacrnopsaanTenbHasi JoKyMeHTaumsl, ohopmrieHne JOKyMeHTa,
GnaHK 4OKYMeHTa, PEKBU3UT JOKYMEHTa
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