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MpeaucnoBue

1 PASBPABOTAH ®epepanbHbeiMm GlogkeTHbIM yupexkaeHuem «Bcepoccuiickuii HayvHo-UccneaoBa-
TeNbCKUN UHCTUTYT A0KYMEHTOBeAeHUs U apxusHoro aena» (BHUUOAL) PeaepanbHOro apxMBHOro areHTCTBa

2 BHECEH TexHu4yeckum komuTeTom no ctaHaapTmsauum TK 191 «HayuHo-TexHUyeckas MHopmauus,
6ubnnoTeuHoe N nusgaTenbckoe aAeno»

3 YTBEPXXAEH VW BBEAEH B IENCTBUE Mpukasom deflepansHoro areHTCTBa Mo TEXHUYECKOMY pery-
nUpoBaHuio U MeTporioruun oT 8 aekabps 2016 r. Ne 2004-ct

4 BHacTosWweM cTaHgapTe peannaosaHbl HopMbl PefiepanbHbIX 3akoHOB OT 27 uons 2006 r. Ne 149-03
«06 uHbopmauun, NHDOPMALMOHHBIX TEXHOMNOIMAX U O 3awuTe uHgpopmauun», oT 22 okTabpst 2004 r.
Ne 125-93 «O6 apxusHoM aene B Poccuiickon Pegepauun»

5 B3AMEH OCT P 6.30—2003

lpasuna npumeHeHUs HacmMosiwe20 cmaHdapma ycmaroe/ieHbl 8 cmambe 26 PedepanibHo20 3aKoHa
om 29 uioHs1 2015 2. Ne 162-®3 « O cmardapmu3sauuu 8 Poccutickoli ®edepavyuu». UHpopmayus ob usmeHe-
HUSIX K HacmosiwemMy cmaH@apmy ry6riuKyemcsi 8 exe200HOM (110 COCMOSAHUI0 Ha 1 sHeapsi mekyuwezo 200a)
UHbopMayLUOHHOM yKka3zamerse «HauuoHanbHbie cmaH0apmbly, a oghuyuasbHbil mekecm usMmeHeHul u npa-
80K — 8 EXEMEeCSIYHOM UHhOPMaUUOHHOM yKazamerne «HauyuoHansHbie cmaHdapmel». B cnyqae nepecmom-
pa (3aMeHbl) unu omMeHbl Hacmoswezo cmaHOapma coomeemcmsyiowee ysedoMmiieHue 6ydem
onybnukosaHo 8 bnuxalilieM 6biflyCKe eXEeMEeCsIYHO20 UHOPMAaUUOHHO20 yKkazamensa «HayuoHanbHble
cmand@apmel». Coomeemcemeyrowas UHhopMauusi, yeeOOMIIeHUE U MeKCMbI pasMeuiaomces 8 uHghopmauu-
OHHol cucmeme obujee2o nonb3osaHuss — Ha oghuyuaribHoM calime ®edepaslbHO20 azeHmemea rno mexHu-
YecKoMy peaynuposaHuro U Memporsioauu 8 cemu Vlumeprem (www.gost.ru).

© CraHpapTtuHdopm, 2017

Hacrosiwuii ctaHaapT He MOXeT 6bITb NOIHOCTLIO UMW YacTUYMHO BOCNPOU3BEAEH, TUPaXUPOBaH U pac-
npocTpaHeH B kauecTse oduumanbHoro nsgaHna 6es paspelweHns defepanbHOro areHTCTBa no TeXHUYECKo-
MY perynmpoBaHuio U METPONOTUA
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HAUWOHANBbHBLIA CTAHOAPT POCCMUUCKOWNW SGEOEPALUMKN

Cucrtema ctaHgapToB No UH¢opmaLum, 6GUGNNOTEHYHOMY U U3gaTenbCKoMy aeny
OPIrAHU3ALUMOHHO-PACMNOPAAUTENBbHAA OOKYMEHTALIUA
Tpe6oBaHUA K 0hOpMNEeHUIO AOKYMEHTOB

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

Aara BBegenna — 2017—07—01

1 O6nacTb NnpMMeHeHUs

HacTrosiwmia ctaHgapT pacnpocTpaHsieTcs Ha opraHusaloHHo-pacnopsauTenbHbIE AOKYMEHTLI: yCTa-
Bbl, MONOXEHWS, MPaBuUna, MHCTPYKLIAN, pernaMeHTbl, MOCTaHOBMEHNUS, PacMOPSPKEHUs, NPUKasbl, peleHns,
MpPOTOKOMbI, 4OrOBOPLI, aKThbl, NCbMAa, CNpPaBkn 1 Ap. (A4anee — JOKYMEHThI), B TOM YMCNe BKNOYEHHbIE B
OK011-93 «O6LepoccHMinckMin knaccudukaTop ynpasneHveckon gokymeHtaumm» (OKY[l), knacec 0200000.

HacTosawui ctaHgapT onpedensieT cocTaB PEKBU3NTOB AOKYMEHTOB; Npasuia ux opopMneHns, B ToM
yucre ¢ NpUMMeHeHeM MHGOPMAaLMOHHBIX TEXHOMOTUIA; BUAbI 6/1aHKOB, COCTaB PEKBU3UTOB BNaHKoOB, CXeMbl
pacnornoXeHuss PEKBU3UTOB Ha AoKyMeHTe; obpasLbl 61aHKoB; Npasuna cosgaHns AokymeHToB. MonoxeHna
HacTosLLero cTaHAapTa pacnpoCTPaHATCA Ha AOKYMEHTbI Ha GYMaXKHOM U 9NEKTPOHHOM HOCUTENSIX

2 HopmaTuBHbIe CCbINKN

B HacTosLeM cTaHaapTe UCNoMb30BaHbl HOPMaTUBHLIE CCbISIKM Ha creaylowme ctaHaapTh:

FOCT P 7.0.8 Cuctema cTaHgapToB no wHdopmauuu, O6uMbnmoTeyHOMY U usgatenbckoMmy aeny.
[enonpon3BoacTBo 1 apxXnBHoe Aeno. TepMuHbl M onpeaeneHus

FOCTPUNCO 15489-1 Cucrema craHaapToB no nHcopMauum, GubnnoteyHomMy nusgatenbckomy geny.
Ynpasnerue gokymeHtamn. Obwme TpeboBaHns

MpwMedyaHu e — Npn NONbL3OBaHUM HACTOSILLMM CTaHAAPTOM LienecoobpasHo NpoBepUTL AeNCTBUE CCbINOoY-
HbIX CTaHOApPTOB B WHMOPMAaLMOHHON cucTeMe obLWero nonb3oBaHusi — Ha oduumnanbHoOM cante PegepansHOro
areHTCTBa MO TEXHWYECKOMY PErYNIMPOBaHMIO M METPONOrMK B ceTU MHTEPHET 1nu No eXXerogHomy MHMOPMaLUMOHHOMY
ykasartento «HaunoHanbHble cTaHaapThI», KOTOPLIN 0Ny6nukoBaH No COCTOSIHMIO Ha 1 ssTHBaps TEKYLWEero roaa, v no Beinyc-
KaM eXXeMeCcsHHOro MHHOPMAaLMOHHOTO ykasaTens « HaunoHanbHble cTanaapTel» 3a Tekywmii rog. Ecnn saameHeH cebinoy-
HbIli CTaHAapT, Ha KOTOPLIM AaHa HEJATMPOBAHHAS CCbINKa, TO PEKOMEHAYETCS MCMONb30BaTh AEWCTBYIOWYIO BEPCUIO
3TOro CTaHAapTa C y4eTOM BCEX BHECEHHbIX B JAHHYO BEPCUI0 M3MEeHeHWI. Ecnn 3amMeHeH CCbiNoYHbI CTaHAApPT, Ha KOTOo-
pbiii AaHa gaTMpoBaHHasi CCbINka, TO PEKOMEHAYETCS UCMONb30BaTb BEPCUIO 3TOMO CTaHAapTa € YKa3aHHbIM Bbille FOA0M
yTBepXAeHUs (NpuHsATUS). ECnn nocne yTBepXaeHWA HACTOSLLEro CTaHJapTa B CChINIOYHbIN CTaHA4apT, Ha KOTOPLIN AaHa
AaTUpOBaHHas CCblnKa BHECEHO U3MEHEHME, 3aTparmBaloLLee NnonoxeHme, Ha KOTOPOe AaHa CCbifka, TO 3TO NOnoXeHue
peKoMeHayeTCs NpUMeHsiTe 6e3 ydeTa 4aHHOTO M3MEHEHUs!. Ecniv cebinoyHbIi cTaHgapT OTMEHEH 6e3 3aMeHbl, TO NOMoXe-
Hue, B KOTOPOM AaHa CCblJTIKa Ha Hero, pekomeHayeTcA NPUMEHATh B HacTn, He 3anaFMBaIOU.LeVI 3TY CCbIJIKY.

3 O6wme Tpe6oBaHMA K CO34aHUIO0 LOKYMEHTOB

3.1 JokyMeHTbl MOTYyT co3aBaThCs Ha ByMaXKHOM HOCUTEeNe 1 B 3NeKTPoHHO dopMe ¢ cobnirogeHnemM
yCTaHOBMEHHbIX NpaBun opopmMNeHns AOKYMEHTOB.

UzpaHwe ochmumansHoe
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3.2 Mpu cosgaHum gokymeHTa Ha AByX W 6onee cTpaHuLax BTOPYIo U nocneayowmne cTpaHnubl Hyme-
pyloT.

Homepa cTpaHuL, NpocTaBnaloTCs nocepeanHe BepXHeEro nonsi AoKyMeHTa Ha pacCTOsiHUM He MeHee
10 MM OT BEpXHero kpasi nucra.

HonyckaeTcs cozgaHne JOKYMEHTOB Ha NvMUeBoi U 06opoTHOIN cTopoHax nucta. Npu ABYCTOPOHHEM
CO3[aHUN JOKYMEHTOB LUMPWHA NIEBOTO MOSIs HA NIMLIEBOA CTOPOHE NIMCTa U MPaBoro nossi Ha 060pOTHOM CTOpo-
He nMcTa AOMKHbI BbITb paBHbI.

3.3 lNpegnoytuTenbHLIMU rapHUTYPamMn 1 pasmepami Lpnd TOB AN PEKBUSUTOB AOKYMEHTa ABNAOTCS:

Times New Roman Ne 13, 14;

Arial Ne 12, 13;

Verdana Ne 12, 13;

Calibri Ne 14 1 npubnukeHHbIe K HUM.

Mpu coctaBneHnn Tabnuy gonyckaeTcst UCMoNb3oBaHUe WpUGTOB MEHbLLUNX pa3MepoB.

3.4 AB3auHbIvi OTCTYN TekcTa AokyMeHTa — 1,25 cm.

3aronoBku pa3aenos 1 nogpasaernos nevaraoTcs ¢ ab3auHbIM OTCTYNOM UM LEHTPUPYIOTCS NO LWWPUHE
TekcTa.

MHorocTpoyHble pekBU3UTLI eYaTarTCs Yepes OAUH MEXCTPOYHBIA MHTEepBasl, COCTaBHbIE YacTN PeKBU-
3UTOB OTAENSIIOTCA AONOMHUTENbHBIM MHTEPBAaNoM.

TekcT gokymeHTa nevataetcs yepes 1—1,5 MeXCTPOUHbIX MHTepBarna.

EcnnaokyMeHT roToBUTCS AN U3AaHns ¢ yMeHblUueHueM macilutaba, TekCT neyataeTcayepes asa uHTep-
Bana.

MHTepBan mexay byksamu B crioBax — OObIYHBIN.

WHTepBan mexay crnoBamu — ofuH npoben.

3.5 TekcT AOoKyMeHTa BblpaBHMBaETCS MO LWWMPUHE fiMcTa (Mo rpaHnLam fieBoro U Npasoro nosnen Aoky-
MeHTa).

[nuHa camol ANMHHONW CTPOKW PEKBU3UTA MPW YrNOBOM PacrnorioXXeHUn pekBusnToB He bonee 7,5 cm.

[nuHa camon ArMHHOM CTPOKW PeKBU3UTa Npu NPoA0SIbHOM PacnonoXeHUN pekBU3UTOB He 6onee 12 cMm.

3.6 HopmaTuBHbIMU NPaBOBLIMM aKTaMy OpraHu3aunm MoxeT 6bITb NpelycCMOTPEHO BblAeneHue pekau-
3UTOB «aJpecaTty, «3arofioBOK K TEKCTY» UMK «NOAMUCHY, a Takke OTAeNbHbIX (hparMeHTOB TeKcTa NONYXUp-
HbIM LUPUTOM.

3.7 HopmaTuBHbIe NpaBoBble akThbl OpraHU3aLmMK, a Takke UHble MHOroCTpaHUYHbIe AOKYMEHTbl MOTyT
0hOpMIATLCA C TUTYbHBIM UCTOM. TUTY bHBIN NTUCT OKYMEHTa ohopMNAETCA B COOTBETCTBUN C NPUIOXe-
Huem A.

4 PeKBU3UTbI AOKYMEHTa

Mpu noaroToBke N 0hOPMIEHUN AOKYMEHTOB UCTIONb3YIOT PEKBU3UTLI, onpeaeneHus KOTopbIX NpuBeae-
HEIBTOCTP7.0.8

01 — rep6 (FocyaapcTBeHHbIN repd Poccuiickoin depepauun, repb cyobekra Poccuiickolt deaepavun,
repb (repanbAndecKkii 3HaK) MyHULMNansHoro o6pasoBaHuns);

02 — ambnema;

03 — ToBapHBbI 3HaK (3HaK obcnyxmMBaHus);

04 — koA bopMbl AOKYMEHTA;

05 — HanmeHoOBaHWe opraHn3aLnn — aBTopa JOKYMEHTa;

06 — HanMeHOBaHWe CTPYKTYPHOro nogpasaeneHust — aBTopa JOKYMeHTa;

07 — HanMeHoBaHWe JOMKHOCTU NLa — aBTopa JOKYMEHTa;

08 — cnpaBoYHble AaHHble 06 opraHn3aLuu;

09 — HanmeHOBaHUe BMAA JOKYMEHTA;

10 — faTa JOKYMeHTa;

11 — perncTpaumoHHbIA HOMEp AOKYMEHTa;

12 — ccbinKka Ha perncTpauoHHbIA HoMep 1 AaTy NOCTYMUBLLEro AOKYMEHTa;

13 — MmecTo cocTaBneHus (M34aHns) AOKYMEHTa;

14 — rpudp orpaHu4eHns goctyna K JOKYMEHTY;

15 — agpecar;

16 — rpucp yTBEpXKAESHUA OOKYMEHTE;

17 — 3aronoBOK K TEKCTY;

18 — TeKCT AOKYMEHTa;

19 — oTMeTKa O NPUNOXKEHWU;
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20 — rpudp cornacoBaHnsA AOKYMeHTa;

21 — BuU3a;

22 — noanu ceeb;

23 — oTmeTKa 06 3neKTPOHHON Noanucy;
24 — neyvaTsb;

25 — oTMeTKa 06 ncnonHutene;

26 — OoTMeTKa 0 3aBEPEHUUN KOMUN;

27 — oTMeTKa 0 NOCTYNIEHUA OKYMEHTA;
28 — pesonouus;

29 — oTMeTKa 0 KOHTpore;

30 — oTmeTKa 0 HanpaBneHUM JOKYMeHTa B Aero.

5 OdropmMmneHne peKBU3NTOB JOKYMEHTOB

5.1 Tepb (FocypapcTeHHbIn repd Poccuiickoin depepauun, repb cybbekta Poccuiickoin ®egepauun,
repb (repanbAnMyecknin 3HaKk) MyHUUMNanbHoro 06pasoBaHus) BOCNPOM3BoAUTCSA Ha BrnaHkax JOKYMEHTOB B
cooTBeTCTBMM ¢ PeaepanbHbIM KOHCTUTYLIMOHHBIM 3akoHoM OT 25 aekabps 2000 r. Ne 2-0K3 «O lNocynap-
cTBeHHOM repbe Poccuiickon ®eaepaLnny, 3akoHogaTenbHbIMU U UHBIMU HOPMAaTUBHBLIMU NPaBOBLIMA aKTamu
cybbekToB Poccuiickoin deaepaum 1 HOPMaTUBHBEIMI NPaBOBLIMU aKTaMu OPraHOB MECTHOrO caMmoyrnpaBre-
HUS.

M3obpaxeHue repba (FocyaapcteeHHoro, cybbekta Poccuiickonn Pegepaumu, repba (repanbguyeckoro
3Haka) opraHa MecTHOro caMoyrnpaBfieH1s) ToMeLLaeTcs No cepeHe BepXHero nonsi bnaHka AokymeHTa Hag
pPeKBM3NTaMmn opraHusaLnm — aBTopa AoKyMeHTa, Ha paccTosiH1M 10 MM OT BepXHero Kpas nucTa.

5.2 Ombnema opraHusauum, paspaboTaHHas 1 yTBepXaeHHas B yCTaHOBIEHHOM NopsAaKe, pasMeLlaeT-
CA B COOTBETCTBMU C HOPMATUBHBLIMU NPaBOBLIMW akTammn Ha BnaHKax: AOKYMeHTOB cheaeparnbHbiX OpraHoB
rocyaapcTBEHHOW BNacTy (3a NCKNoYeHWeM criydaes, npedycmaTpuyBaloLmMx UCNomnb3oBaHne n3obpaxeHus
FocynapcteeHHoro repba Poccuiickon degepaummn), TeppuToprarnbHbIX opraHoB ddeaepanbHbIX OpraHoB rocy-
AapCTBEHHOW BNacTW, rocyAapCTBEHHbIX U HerocyaapCTBeHHbIX opraHusauuni. UsobpaxeHne ambnemMel nome-
WwaeTca no cepefduHe BepxHero nons 6naHka AoKymMeHTa Hajd PeKBUM3UTamn opraHusauunm — asTopa
AOKYMeHTa, Ha paccTosiHuM 10 MM OT BEpXHEro Kpas fucTa.

5.3 ToBapHbIA 3HaK (3Hak OBCNyXUBaHWA), 3aperucTPUPOBaHHBIN B YCTaHOBMNEHHOM 3akoHoAaT-
enbCTBOM Nnopsiake, BOCNPon3BoanUTcs Ha 6naHkax opraHusaLuuii B COOTBETCTBUMN C yCTaBOM (MonoxeHnem o6
opraHusauuu). MisobpaxeHue TOBapHOro 3Haka (3Haka obcnyXunsaHna) nomelLaeTcs No cepeguHe BepXHEro
nons 6naxHka AOKYMeHTa HaJ peKBU3nTam1 opraHusaummnm — asTopa AOKYMEHTa, Ui criesa Ha ypoBHe HauMe-
HOBaHWsi opraH13aLumn — aBTopa AOKYMeHTa (JonyckaeTcA 3axBaThlBaTh 4acTb fIEBOMO Nons).

Hapsay c ToBapHbLIM 3HakoM (3HakoM 06¢nyxuBaHus ), Ha braHkax AOKyMEeHTOB MOXeT yKa3blBaTbCsl KOM-
mMepueckoe 0603HauYeHme tpUaNYecKoro nuLa.

5.4 Koa dopMbl AOKYMEHTa NpocTaBnAeTca Ha YHUPUUUPOBaHHLIX (hopMax AOKYMEHTOB B COOTBET-
cTeun ¢ OBLLEepOoCCHitCKM KnaccudukaTopom ynpaeneHqecko AokyMmeHTaummn (OKY) unu nokanbHbIM knac-
cudrkaTopoMm, pacnonaraeTcs B npaBoM BepxHeM yrny pabouero nonsi AOKYMEHTa, COCTOUT U3 cnoB «Popma
no» (HauMeHoBaHwWe KnaccudukatTopa) u LM pPoBoro Koaa.

Tpumep — dopma no OKY/[] 0211151.

5.5 HaumeHoBaHWe opraHusauum — aBTopa AOKyMeHTa Ha GraHKke AOKYMeHTa AOMMKHO COOTBETCTBO-
BaTb HAMMEHOBaHUIO OPUANYECKOrO NULA, 3aKpenneHHOMY B ero yupeauTeribHbIX AoKyMeHTax (ycTaBe unu
nonoxexuu). Noa HaumeHoBaHWeM opraHuaaLun B ckobkax ykasbiBaeTcsi CoKpallleHHoe HauMeHOBaHuWe opra-
HU3aLMK, eCrin OHO NPeAYCMOTPEHO YCTaBOM (MONOXKEHUEM).

Hap HaumeHOBaHWeM opraHn3aumMm — aBTopa AOKyMeHTa yka3biBaeTCs MOSIHOE UMy CoKpaLleHHoe Hau-
MeHOBaHWe BbILLECTOoALEeN opraHu3aumm (Npu ee Hanu4un).

5.6 HaumeHoBaHWe CTpyKTYpHOro nogpasaeneHua — aBTopa AoKyMeHTa (B ToM ynucne ounuana, otae-
neHus, NpeacTaBUTeNbCTBA, KONNEernanbHoro, CoBelaTensHOro UMM MHOro opraHa) ucnosnbayeTcs B 6raHkax
nucem 1 BrnaHkax KOHKpPeTHbIX BUAOB AOKYMEHTOB COOTBETCTBYIOLMX NoApasfeneHnii (opraHoB) B coOTBe-
TCTBUM C NIoKarnbHbIMU HOPMaTUBHBIMW aKTaMuU U YKasblBaeTcs nod HaMMeHOBaHUEM OpraHU3aLImn.

5.7 HaumeHoBaHWe AOMKHOCTU NUua — aBTopa AOKYMeHTa ucnonb3yeTca B 6naHkax AOMKHOCTHBIX
1L 1 pacnonaraeTcsl No4 HaMMeHOBaHWeM opraHusauun UM HaumMeHoBaHUEM TeppuTopun (kpasi, obnacTu,
aBTOHOMHOI 0b6nacTu u gp.), ecnu AOKYMEHT usgaeT pykoBoguTerb opraHa Briactu cybbekrta Poccuitckomn
depepaumm, MyHuLMNansHoro o6pasosaHua. HaumeHoBaHWe AOMKHOCTU NULLIA — aBTopa AOKYMEeHTa yKasbl-

3
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BaeTCsl B COOTBETCTBUM C HAUMEHOBaHWEM, MPUBEAEHHBIM B pacnopsavTensHOM JOKYMEHTe 0 Ha3HauyeHUn Ha
JOJDKHOCTb.

5.8 CnpaBouHble AaHHble 06 opraHuM3auuun ykasblBaroTcs B BnaHkax nMcem U BKOYAIOT: MOYTOBBIN
agpec opraHusauum (BONOMHUTENbHO MOXET yKasblBaTbCA agpec MecTa HaxoXAeH sl iopuanyeckoro nuua,
€CIN OH He coBMnaaeT ¢ NoYTOBLIM aapecoMm); Homep TenedoHa, akca, agpec 3eKTPOHHOM NoYThl, CeTEBON
appec.

B cocTaB cnpaBo4HbIX 4aHHbIX, 32 UCKMoYeHnEM 61aHKOB AOKYMEHTOB OpraHoB rocyapCTBEHHOM Briac-
T, OPraHoB MECTHOro CamoynpaBfeHns!, BKYaOTCA: ko4 opraHusaumm no Obuepoccuinckomy krnaccuduka-
TOpy npeanpuATMin un opraHmnsauni (OKMO), ocHOBHOW rocyAapCTBEHHBLIA PEerncTpauuoHHBIA HOMep
opranusauum (O PH) nnageHTudnkaunoHHbIN HoMep HanoronnatenbLlmka/koa NPUYNHBI MOCTAHOBKU Ha Harno-
rosbin yuet (MHH/KIM).

5.9 HaumeHoBaHWe BMAA AOKYMEHTa yKa3blBaeTCs Ha BCeX AOKYMEHTax, 3a UCKIIoYeHWeM AeroBbIX
(cnyxebHbIx) nucem, pacnonaraeTcs nog PekBUsnTaMmu aBTopa AoKyMeHTa (HaumeHoBaHWEeM opraHu3aumu,
HaUMeHOBaHUEM CTPYKTYPHOro noapasgeneHus, HauMeHoBaHNeM A0MKHOCTU) (CM. puc. B6).

5.10 Jata goKyMeHTa COOTBETCTBYET AaTe nognucaHus (yTBepXXaeHUa) AOKyMeHTa unu gate cobbitus,
3adpmKcMpoBaHHOro B OKYMeHTe. [JoKyMeHTbI, u3gaHHble ABYMS Unu 6osiee opraHnsaumMamm, 4OMKHbI UMETb
ofHy (eauHyto) aaty.

[arta nokyMeHTa 3anuckiBaeTcs B NOCNeA0BaTeNlbHOCTU: AeHb MecALa, Mecsu, rog O4HUM U3 ABYX CNo-
coboB:

apabcknumun umdpamu, pasaeneHHbIMK Tovkon: 05.06.2016;

cnoBecHo-L1cpoBbIM cnocobom, Hanpumep: 5 utoHa 2016 T.

5.11 PeructpaumoHHbIi HOMep AokyMeHTa — uudposoin unn bykseHHo-UMdpoBoin naeHTudMKaTop
AOKYMeHTa, COCTOALLMIA U3 NOPSAKOBOro HOMepa A0KYMEHTA, KOTOPbIN, N0 YCMOTPEHUIO OpraHnu3aumm, MoXxeT
AononHATLCA L poBLIMU UK ByKBEHHBIMU KogamMn (MHAEKCaMK) B COOTBETCTBUM C UCNOSIb3yEeMbIMU KNnaccu-
dukaTopamu (MHAEKCOM Aena No HOMeHKNaType Aen, KOAoOM KOppecnoHAeHTa, KOAOM A0SMKHOCTHOIO nuua n
Ap.).

Ha gokymeHTe, cocTaBneHHOM COBMECTHO ABYMA 1 Gonee opraHnusaunsMu, NPpoCcTaBnsaoTCA peructpa-
LUMOHHBbIEe HOMepa AOKYMEHTa, NPUCBOEHHbIE KaXKA0W U3 opraHusaunii. PeructpaunoHHblie Homepa oTAensaoT-
CA Opyr OoT Apyra KOCoW 4epTOoi 1 NPOCTaBMsOTCA B NOpsAKe yka3aHus aBTOPOB B 3arofloBOYHOW YacTu Un
npeambyne gokyMeHTa.

5.12 Ccblnka Ha perucTpaLnoHHbIA HOMep U AaTy NOCTYNUBLLETO AOKYMEHTa BKMoYaeT perncTpaumoH-
HblA HOMEp U fjaTy BXOASILLEro MHALMATUBHOMO ZOKYMEHTA, Ha KOTOPLIN JaeTcs OTBeT.

5.13 MecTo cocTaBneHus (M3gaHvsa) JoKyMeHTa yKasbiBaeTcsl BO BCeX QOKYMEHTaX, KpoMe AenoBbIX
(cnyxebHbIX) NUceM, a Takke AoKNaAHbIX, CNYXeOHbIX 3anncok 1 ApYrmx BHYTPEHHUX MHDOpMaLMOHHO-cnpa-
BOYHbIX JOKYMEHTOB.

MecTo cocTaBneHus (M3gaHus) OKyMeHTa He yKasblBaeTcsl B TOM crnydae, eciniv B HaumMeHoBaHWUM opra-
HU3aLWM NPUCYTCTBYET yKasaHWe Ha MecTo ee HaxoxaeHusi. MecTo cocTaBneHus (M3aaHuns) AOKyMeHTa yKasbl-
BaeTCHA B COOTBETCTBMM C NPUHATEIM aAMUHUCTPATUBHO-TEPPUTOPUATbHEIM AefTeHNEM.

5.14 pud orpaHUUeHns 4ocTyna K QOKYMEHTY NpocTaBnsieTcs B NpaBoM BEPXHEM Yrily NepBoro nucra
OOKyMeHTa (npoekTa AoKYMeHTa, CONPOBOAUTENbHOMO MUCbMa K JOKYMEHTY) Ha rpaHuLe BEpXHEero rnossi npu
HanM4Mmn B LOKYMEHTE UHopMaLn1, AOCTYN KKOTOPOI orpaHyeH B COOTBETCTBUN C 3akoHogaTenbcTeoM Poc-
cuickon degepaumu.

Buabl ncnonb3yemblx B opraHnsauum rpndos orpaHudeHUa 4ocTyna A0MKHbI COOTBETCTBOBATL 3aKOHO-
AaTenbHbIM U MHBIM HOpMaTUBHBIM MPaBoBbLIM akTam Poccuiickoin Peaepauimmn U 40MKHbI OblTb 3aKpenieHbl B
nokasnbHbIX HOpMaTUBHBIX akTax. B cocTas rpudba orpaHnyeHunst 4oCcTyna K AOKYMEHTY BXOAUT OrpaHnynTeNb-
Has Hagnuck («Ons cnyxebHoro nonb3oBaHusy, «KoHduaeHunansHoy», «Kommepyeckas TailHa» unu gp.),
KoTOpas MOXeT AOMNOMHATLECSH HOMEPOM 3K3EeMMsipa AOKYMEHTa U ApYyrMMU CBEAEHUSIMU B COOTBETCTBUMU C
3akoHogaTenscTBOM Poccuiickon degepaumu.

Mpumep — Kommepeckast malHa.
Ok3. Ne 2

5.15 Apgpecart ucnonbsyeTtcsi npy opopMieHnn genoBbiX (CNyXebHbIX) NUcem, BHYTPEHHUX MHDOpMa-
LIMOHHO-CMPaBOYHbIX AOKYMEHTOB (4oKNaaHbIX, Cry»KeBHbIX 3anncok 1 4p.).

AnpecaToM JOKYMeHTa MOXeT BblTb opraHusaluns, CTPYKTypHoe nogpasaeneHune opraHusaunm, 4omk-
HOCTHOE 1nu prusndeckoe NULO.
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PekBusut «aapecar» NpocTaBnsaeTca B BepXHe NpaBoi YacTu AoOKYMeHTa (Ha GnaHke ¢ yrnosbIM pacno-
NOXeHUeM peKBU3UTOB) UMK cnpaBsa NoA pekBu3nTammn bnanka (Npyu NPOAONBEHOM PACNONOXEHUN PEKBU3UTOB
6naxka). CTpokun peksusuTa «aapecaT» BbIpaBHMBAIOTCA NO NEBOMY KPato UMW LEHTPYIOTCA OTHOCUTENLHO
CaMoW ANMHHON CTPOKN.

Mpw agpecoBaHny AOKYyMeHTa PyKOBOAUTENIO (3aMeCTUTENIO PYyKOBOAWUTENSA) OpraHU3aLmMn ykasbiBatoT-
A B laTeNbHOM Najiexxe HauMeHoBaHWe A0MMKHOCTU PYKOBOAUTENA (3aMeCTUTENs PyKOBOAUTENS), BKIKOYALO-
Lee HaMMeHoBaHUe opraHusauuu, U haMmunus, UHULUaIb! JOSMKHOCTHOIO NULA.

Mpumep —
Pyxosodumesnio PedepanbHo2o
apxueHo020 azeHmcmea
Pamunusa h.0.

Mpu agpecoBaHUM NUCLMAa B OpraHnU3auunio yka3blBaeTCA ee NonHoe Uin cokpalleHHoe HauMmeHoBaHue B
MMEHUTEJIbHOM Nafiexe.

Tpumepsbi
1 @®edepanbHoe apxusHOe a2eHmcmeo
2 Pocapxue

Mpun afipecoBaHUM JOKyMeHTa B CTPYKTYpPHOE rnoapasaerneHne opraHusauum B pekBUsuUTe «agpecat» yka-
3blBaeTCA B UMEHUTEJIbHOM NageXe HauMeHoBaHne opraHusauunmn, Hnke — HaunMmeHoBaHUe CTPYKTYpPHOro noa-
pasgeneHuna.

Mpumep —
®PedepanbHoe apxusHoe
azeHmcmeo

Omdes1 2ocydapcmeeHHoU
cyx6bi, kadpoe u Hazpad

Mpu agpecoBaHWM NUCbMa PYKOBOAUTESIO CTPYKTYPHOTO NoapasaeneHns ykasbiBaeTcsl B UMEHUTE b-
HOM Nagexe HauMeHOBaHUe OpraHU3aLUK, Hke — B aTENbHOM Naaexe HaMMeHOBaHNe A0IPKHOCTU PyKOBO-
AuTens, Bkroyatoliee HaumeHoBaHUe CTPYKTYPHOTO noApasaeneHns, hamnnunio, MHALMan.l.

Mpumep —
AOQ «llpopuns»

Pykosodumenio d0o2080pHO-
npasosozo omdena
Gamunus U.0.

Mepea damunvein JOMKHOCTHOTO N AoNyckaeTcsl yNnoTpebnsATh cokpalleHue «r-Hy» (rocnoauHy),
ecnuagpecart My>X4uHa, Unn «r-xe» (FroCnoxe), ecrnv agpecar XXeHLLUMHa.

Mpumepbr
1 2-Hy ®amunus H.0.
2 2-we ®amunus N.0.

Mpwu pacchbinike 4OKYMeHTa rpyne opraHusaLuuia 04HOTO TUMa UK B CTPYKTYPHbIE NoapasaeneHus oqHon
opraHusauuu, agpecar ykasbiBaeTcsl 0606LeHHo.

Tpumepsr
1 PyxoeodumensimM 004YepHUX
ob6wecme AO «llpogpunb»
2 PyxoeodumensiM ynpasneHull
Pocapxusa
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Mpu paccbinke 4OKYMEHTa He BCeM OpraHusauusiM U CTPYKTYPHBIM NoApasaeneHUsiM nof PEKBUSUTOM
«AdpecaT» B ckobKax ykasblBaeTcs: «(Mo Crvcky)».

Mpumep —

Pykosodumensam 0ovepHuUx

o6wiecme AO «lIpochuns»
(o cnucky)

B ogHOM AoKyMeHTe He AomkHO 6bITb bonee ueTbipex agpecatoB. CrioBo «Konuay» nepea BTopbiM, TpeTb-
UM, YeTBEPTLIM aapecaTtamun He ykasbiBaeTcs. [Npu 6onblwem KonuyecTse agpecaToB COCTaBAAETCA CIUCOK
(n1cT, ykasaTtenb) paccbinkv AOKyMeHTa, Ha KaXaoM [oKyMeHTe yKasblBaeTcsl OMH agpecaTt wunu agpecar
odopmnseTcs 0606LeHHo.

B cocTaB pekBuauTta «AgpecaT» MOXeT BXOAWUTb MOYTOBLIA apec. OneMeHTbl NoYTOBOro agpeca ykasbl-
BaloTCA B NOCneAoBaTeNbHOCTH, ycTaHOBNEeHHOM MpaBunammn okasaHus yCryr noYTOBON CBSA3N, yTBEPXKAEHHbI-
MU npukasom MUHUCTepcTBa CBA3M U MacCOBbIX kKOMMYHUKaLuiA Poccuiickon depgepauum ot 31 nions 2014 r.
Ne 234.

Mpumep —
Bcepocculickuii Hay4YHO-
uccnedoesamensckuii UHcmumym
JoKymenmoeedeHus u apxueHo20 desna
Mpocpcorosnasn yn., 0. 82,
Mockea, 117393

MouToBLIN agpec MOXeT He yKasblBaTbCA B AOKYMEHTaxX, HanpaenseMblX B BbiCLUME OpraHbl BMacTu,
BbiLECTOALME OpraH13aLmnm, NoaABe40MCTBEHHbIE OPraHU3aLyn U NOCTOAHHBIM KOPPecnoHAeHTaM (3a UCKNto-
YeHWeM HanpasneHWs NMCeM ykasaHHbIM afpecaTam B KOHBepTax ¢ NPo3paqHbIMU OKHaMM).

Mpu agpecoBaHUM AOKYMEHTa (PU3NYECKOMY NULLY yKasbiBaloTcA: aMunusa MHAUMAnL!, NOYTOBLIN
aapec.

Mpumep —

Gamunusa U.0.

Cadoeas yn., 0. 5, ke. 12,

2. lrobepubi, Mockoeckas 06n., 301264

Mpun oTnpaBke NMCbMa NO 3NEKTPOHHOM NoYTe UMK NO haKCUMUIBLHON CBA3K (6e3 AOCKINKM NOo noYTe)
MoYTOBbIA adpec He ykasbiBaeTcsl. Mpn HeobXxoANMOCTN MOXeT BbiTb yKasaH 3MEKTPOHHbIA agpec (Homep
TenedoHa/cakca).

Mpumep —
Bcepocculickuli Hay4HoO-
uccnedosamensckuli uHCMumMym
dokymeHmoeedeHus U apxueHo2o dena
mail@vniidad.ru

5.16 Mpudcp yTBEepXkaeHUs NpocTaBnsieTcs Ha AOKYMEHTE B Clyvae ero yTBepXAeHWUs AOMMKHOCTHBLIM
nvuoMm, pacnopsagutenbHelM 4OKYMEHTOM (NMOCTaHOBMEHNEM, pelleHneM, NMPuKasoM, pacropsikeHnem) nnm
peLueHneM KonnerMansHoro opraHa.

Mpnd yTBEpXXOEHMA pasMeLLaeTcs B MpaBOM BEPXHEM yrily NepBoro fiucta aokyMmeHTa. CTpoku pekBuam-
Ta BbIpaBHUBAIOTCS NO TEBOMY Kpato 1SN LLEHTPYIOTCS OTHOCUTENBHO CaMOl ASNIMHHOM CTPOKU.

Mpu yTBepXOeHWM [AOKYMeHTa [OIMKHOCTHBIM NULOM rpudd YTBEPXKOEHUs COCTOUT U3 croBa
YTBEPXOAIO, HanmeHoBaHUs OOMKHOCTU nnua, yTBepXaaloLwero AOKYMEHT, ero noAnucu, UHULManos,
damunun u gatbl yTBEpXKAEHNS.
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Mpumep —
YTBEPXOAIO
Pykosodumens ®edepansHo2o
apxueHoO20 azeHmcemea
Modnucs N.0. amunus
Hama

Mpu yTBEPXAEHWUU AOKYMEHTa pacnopsiguTenbHbIM 4OKYMEHTOM rpud yTBEpXAeHUs COCTOUT U3 CroBa
YTBEPXAEH (YTBEPXXAEHA, YTBEPXXOEHbI unu YTBEPXAEHO), cornacoBaHHOro ¢ HauMeHoBaHNEM
BUAA YTBEPXKAAEeMOro AoKyMeHTa, HAaMMeHOBaHUA PacnopAaNTENibHOrO IOKYMeHTa B TBOPUTEbLHOM Nagexe,
ero Aatbl, HoMepa.

Mpumepbr —

1 (Pe2namenm) YTBEPXOEH
npukasom AO «lIpocpunb»
om 5 anpens 2015 2. Ne 82

2 (Mpaeuna) YTBEPXLOEHbI
npukasom AO «llpocpuns»
om 6 anpens 2015 2. Ne 83

Mpwv yTBEPXXAEHUM AOKYMEHTA KONNernanbHbIM OpraHoM, PeLleHNst KOTOPOro PUKCUPYHOTCA B NMPOTOKO-
ne, B rpudpe yTBEPXKAEHUA yKasblBaeTCsl, HAUMEHOBaHWe opraHa, pelleHneM KOTOPOro YTBEPKAEH JOKYMEHT,
AaTta v HoMmep npoTokora (B ckobkax).

Mpumep —
(Monoxerue)
YTBEPXHQEHO
Coesemom dupexkmopoe AO «lTpocpunb»
(npomokosiom 12.12.2015 Ne 12)

5.17 3aronoBok k TeKCTY — kpaTkoe coepxaHue AokyMeHTa. 3aronoBok K TekcTy popmynupyeTcs ¢
npeanorom «O» («O6») M 0TBEYAET Ha BOMPOC «O 4eM?»):

- NpuKas (0 YeM?) 0 Co3JaHUN aTTeCTaLMOHHON KOMUCCUW;

- NpuKas (0 YeM?) 06 yTBEPXKAESHUWN LITATHOrO PacnUCaHus;

- MMcLMO (0 4em?) o NpedocTaBneHun nHgpopmauun.

3aronoBoK k TEKCTY opopMnAeTca noa peksuanTammn 6naHka cnesa, oT rpaHuLbl nesoro nonsl. B ykasax,
NOCTaHOBIEHNAX, PeLleHUsiX, Npukasax, u3aasaemMblx opraHamun BnacTu, 3arofoBoK K TEKCTY MOXeT odop-
MNATbCA Ha TEKCTOM nocepeaunHe paboyero Nons AOKYMeHTa U LLeHTPUPYETCA OTHOCUTENBLHO CaMOMN ATNIMHHO
CTPOKM.

3aronoBoK K TEKCTY MOXKET He COCTaBNATLCA, €CNU TEKCT AOKYMEHTa He NpesbilaeT 4-5 CTpok.

5.18 TekcT AoKyMeHTa cocTaBMNAeTCA Ha rocyaapcTBeHHOM si3blike Poccuiickon degepavym uny rocyaa-
pcTBEHHOM si3blKe (s13blkax) pecnybnuk B cocTtase Poccuitckon Penepaumm B COOTBETCTBUU € 3akoHOAATE b~
cTBOM pecnybnuk B cocTaee Poccuiickon Pegepaumu.

B TekcTe AoKyMeHTa, NOAroTOBNEHHOM Ha OCHOBaHMWM 3akoHOoAATENbHBIX UMW UHBIX HOPMAaTUBHbLIX NPaBo-
BbIX aKTOB, paHee U3gaHHbIX pacrnopsanTenbHbIX AOKYMEHTOB, YKa3blBatoTCS UX PEKBU3UTI:

- HaMMeHoBaHWe OOKYMeHTa, HauMeHoBaHWe opraHusauun — aBTopa AOKYMEHTa, AaTa AOKYMEeHTa,
perncTpaLnoHHbI HOMep AOKYMEHTa, 3arofoBOK K TEKCTY UMW HAaMMEeHOBaHWe Buaa AOKYMEHTa;

- HaMMeHoBaHWe opraHM3aLum N 4OMKHOCTHOrO NiLa, yTBepAMBLLEro AOKYMEHT, AaTy yTBepXKaeHus
AOKYMEHTa.

TekcT AoKyMeHTa MOXeT cogepxaTb pasfenbl, nogpasgens!, NyHKTbI, NOANYHKTbI, HYyMepyeMble apab-
cKMMU undopamu. Y posHel pybpukaunm TekcTa He AoMKHO BbiTe Bonee YyeThipex.

B npukasax TekcT usnaraeTcs oT NepBoro nuua eaAMHCTBEHHOTO Yncna («NpuKasbisatoy).

B nokymeHTax konnervanbHbIX U coBellaTenbHbIX OpraHoB TEKCT U3faraeTcs oT TpeTbero nuua eau-
HCTBEHHOro Yncna (KKOMMEerus ... MoCTaHOBMASET», «cobpaHue ... peLunno).

TekcT npoTokona uanaraeTcs oT TpPeTbero nuua MHOXECTBEHHOro Yncna («Crylianu», «BbICTYMUnY,
«MOCTaHOBUMNY, «PELUMIINY ).
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B nokymeHTax, ycTaHaBnusatowmx npasa M 06a3aHHOCTU OpraHu3aLuii, UX CTPYKTYPHBIX noapasaene-
HWIA (NONOXEHWe, MHCTPYKLUS), a TakkKe coaepXallmx onucaHne cutyaunin, aHanus aktos Unn BbIBOALI (aKT,
cnpaska), ucnosbayeTcs hopma N3noxeHus1 TekcTa oT TPeTbero Nuua eAMHCTBEHHOro NN MHOXEeCTBEHHOTO
yncna («oTAen ocylecTBRAET (hyHKUMU...», KB COCTaB YNpaBneHnst BXOAAT...», KKOMUCCUA NpoBena nposep-
Ky...»).

B coBMeCTHbIX JOKYMEHTaxX TeKCT usfaraetcsi oT NepBoro nnLa MHOXEeCTBEHHOMo Ynucna («npukasbisa-
eM», «peLnnny).

B aenoBbIx (CNyebHbIX) NTCbMax UCNoMb3yTcsA (POPMbl U3NOXKEHUS:

- 0T NEepBOro nnua MHOXECTBEHHOTO YnCra («KMPOCUM HamnpaBuUTb...», «NPeAcTaBffAeM Ha paccMoTpe-
HUE ...»);

- OT TPeTbero nuua eqUHCTBEHHOTO Yucna (KMUHUCTEPCTBO He BO3paXaeT...», «06LecTBO cHMTaeT BO3-
MOXHBIM. .. »);

- OT NEPBOro fvua eAMHCTBEHHOIO Yucha («cunTalo HeobXoauUMBIM. .. », «rpeanarato paccMoTpeThb...»),
€Cnv NcbMo 0hOPMIIEHO Ha AOSMKHOCTHOM BnaHke.

B TekcTax gokyMeHTOB ynoTpebnsaoTca Tonbko oblienpuHATeie abbpesnaTtypbl U rpaduieckme cokpa-
LLeHUS.

Mpn ynoTpebneHun B TekcTe chamunuii NULL UHMLManNbI ykasbiBaloTcs nocne amunuu.

B aenoBsbIX (CyXeBHbIX) NTCbMax MoryT UCNofb30BaTbLCS:

- BCTynuTenbHoe obpalyeHue:

YBaxaeMebli rocnoauH MNpeaceaartens!

YBaxxaeMmblii rocnogauH My6epHatop!

YBaxaeMbli rocrnoauH MNpoxopos!

YBaxaeMmasi rocroxa 3axaposa!

YBaxaemeblin Hukonai MNetposuy!

Yeaxaemas Ornbra HukonaesHa!

YBaxaemeble rocrnoga!l

B o6paLleHunn no 4OMKHOCTU HAMMEHOBaHWE AOIMKHOCTU NULLETCA ¢ NPonUCcHo Bykabl, B 06paLlueHnm no
dammnnm nHMLManbl NMua He ykasblBaroTcs.

- 3aKnunTENbLHAN 3TUKeTHas dpasa:

C yBaxeHuewm, ...

5.19 OTmeTKa 0 NPUMOXEHUN COAEPXUT CBEAEHUs1 O OKYMEHTe (JOKyMeHTax), npuraraemMom K OCHOB-
HOMY OOKYMeHTY (B COMpOBOAUTENbHBIX NMUCbMaXx, NPETEeH3UsIX, akTax, crnpaBkax U Apyrux uHhopMaLvoH-
HO-CMpPaBOYHbIX JOKYMEHTAaX) UK O TOM, YTO JOKYMEHT SBMSETCS NPUNOXKEeHNEM K OCHOBHOMY [JOKYMEHTY (B
OOKYMeHTax — NPUNOKEHUsIX K pacnopsiauTeribHbIM JOKYMEHTaMm, MOoSoXEeHUSM, NpaBuriaM, UHCTPYKLUAM,
Joroeopam, nnaHam, oTyeTam 1 Ap. AoKyMeHTam).

B conpoBognTenbHbIX NUCbMax U ApYrnx MHOPMaLMOHHO-CMIPaBOYHbIX AOKYyMEHTax oTMETKa O Npuno-
XXeHUN ohbopMIsieTcsi NoA TEKCTOM OT rpaHuLLbl JIEBOTO MOSIS crieayoLwmmM obpasom:

- eCnU NPUIoXeHne Ha3BaHO B TEKCTE:

MpunoxeHne: Ha2 n. B 1 3K3.

- eCMN NPUNOKEHNe He Ha3BaHo B TEKCTE UMW eChv MPUMOXEHUI HECKOMNBbKO, YKa3bIBalOT Ha3BaHWUsA AOKY-
MEHTOB-NPUINOKEHWUIA, KONMYECTBO JIUCTOB U IKIEMMISAPOB KaXA0ro NPUNOXKXeHNs:

Mpunoxenune: 1. MonoxeHue 06 YnpaBneHWn permoHanbHOro kpeauTosaHus Ha 5 n. B 1 aka.

2. CnpaBka 0 KafjpOBOM COCTaBe YNpaBieHNs perMoHanbHoro KpeauToBaHusa Ha 2 N. B
1 aks.

- €CNU NpUnoxeHune (NpUIoXeHus1) copoLLIOPOBaHbI:

MpunoxeHue:

oT4eT 0 HUP B 2 ak3.

- €CNN JOKYMEHT, SABNAIOLMNIACA NPUITOKEHNEM, UMeeT NPUNOXKEHUA C CaMoCTOATENbHOW Hymepauuen
cTpaHuu:

MpunoxeHue:

nucbmo Pocapxuea o1 05.06.2015 Ne 02-6/172 1 npunoxeHus K Hemy, Bcero Ha 5 1.

-ecrm npunoxeHuem siBnsieTcsl  060COGNEHHbIA  3MEKTPOHHBLIN  HOCUTENb  (KOMMAaKT-AUCK,
usb-tnew-HakonuTenb n ap.):

MpunoxeHue:

CDB 13ks.

Mpun aTOM Ha BKNagblwe (KOHBepTe), B KOTOPbLIA NOMeLLaeTcs HOCUTENb, YKa3blBaloTCA HaMMeHOBaHUA
AOKYMEHTOB, 3arnMcaHHbIX Ha HocuTerb, UMeHa hainnos.

8
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B pacnopsaauTenbHbIX AoKYMeHTax (MOCTaHOBNEHUSX, PeLeHUsIX, MpUKasax, pacrnopsbKeHusiX), 40roBo-
pax, NONOXEeHUAX, NpaBuax, UHCTPYKLMSIX U APYrnX AOKYMEHTaxX 0TMeTKa O NpUoXeHuu oopmnsieTcs cne-
Aayowmm obpasom:

- B TeKCTe AOKyMeHTa Npu NepBOM YNOMWHAHUN AOKYMEHTa-MpUrnoxeHusl B ckobkax ykasblBaeTcs:
...(Mpunoxexune) unu ... (Npunoxexue 1); nepeg HoMePOM NPUNOXKEHUS AONYCKAETCs CTaBUTb 3HAK HOMepa: ...
(npunoxeHue Ne 2);

- Ha NepBOM NIUCTE AOKYMEHTa-NPUIoXeHUA B NPaBoM BEPXHEM yrily yKasblBaeTCs:

MpunoxeHue Ne 2
k npukasy AO «lMpodunb»
o7 15.08.2015Ne 112.

CTpoku pekBM3nTa BbIpaBHUBAIOTCA NO NEBOMY Kpato UMM LIEHTPUPYIOTCA OTHOCUTENbHO CaMO ASTMHHON
CTPOKM.

Ecnu npunoxeHuem K pacnopsauTenbHOMyY JOKYMEHTY sIBISIeTCSl HOpMaTUBHBIA MPaBOBOM aKT UM UHOW
OOKYMEHT, yTBEepXAaeMblil AaHHbIM pacnopaanTesibHblM JOKYMEHTOM, Ha MepBOM JIUCTE NPUIOXEHUsi Npo-
cTaBnseTcs 0OTMeTKa O NPUNOKeHUU (6e3 CChiNkM Ha pacrnopsaauTenbHbIA AOKYMEHT) U rpud yTBepXXAeHUs, B
KOTOPOM YKasblBatoTCsl JlaHHbIe pacrnopsiAnTesibHOro JOKYMEHTa, KOTOPbIM YTBEePXaeH AOKYMEHT-NpUnoxe-
HUe.

Mpumep —

Tpunoxerue 1
YTBEPXLOEHO

npukasom AO «lIpocpunsy»
om 18.05.2015 Ne 67

5.20 Mpudb cornacosaHna AOKYMeHTa NpoCTaBNseTCsl Ha AOKYMEHTax, CorfacoBaHHbIX OpraHaMu Brac-
TW, OpraHn3auusaMmn, JOMMKHOCTHBEIMU Nuuamin. Mpud cornacoBaHms B 3aBUCUMOCTY OT Buaa JOKYMEHTa 1 0Co-
6eHHocTel ero ohopMNeHNs MOXET NPOCTaBNATLCA:

- HaNepBOM UCTe AOKYMEHTa (€CNN AOKYMEHT UMEeeT TUTYbHBINA INCT, — Ha TUTYSIbHOM JIUCTE) B NIEBOM
BEPXHEM YIIy Ha ypOBHe rpuda yTBepKAeHNS U o4 HaMMeHOBaHNeM 4OKYMeHTa Brvke K HKHEMY Monto);

- Ha nocneaHeM nMcTe AOKYMEHTa Noj TEKCTOM,;

- Ha NUCTe cornacoBaHuns, ABNAILWEMCS HEOTbEMIIEMON YaCTbio AOKYMEHTa.

"pud cornacosanusi coctout ua criosa COMMACOBAHO, aomxHoCcTK nuua, KOTOopbIM COrnacoBaH AOKY-
MEHT (BKIoUasa HaMMeHOBaHWe opraH13alnm), ero cobcTBeHHOPYYHOW NOANNCH, MHULMANoB, haMuium, AaThbl
cornacoBaHus.

Mpumep —
COrJIACOBAHO
Aupexkmop BHULAL
(nodnucs) U.0. ®amunus
Hama

Ecnu cornacoeaHue oCylLECTBNAETCA KONMersanbHbIM opraHoM, B rpucde cornacoBaHua ykasbiBatoT
cBefieHus 06 opraHe, cornacoBaBLUEeM [OKYMEHT, AaTe U HOMepe NpoToKona, B KOTOPOM 3adUKCMPOBaHO
pelueHue o cornacosaHun. Ecnu cornacosaHue ocyLecTBASIeTCs NMCbMOM, YKa3sbiBatoT BUA AOKYMEHTa, opra-
HU3aLUMo — aBTopa AOKYMEHTa, AaTy M HOMep NUCbMa.

Tpumepsbr

1 COrMACOBAHO

Coesemom dupexkmopose

AO «llpopuns»

(npomokon om Ne )

2 COrfNACOBAHO
nucbmoMm Pocapxusa
om Ne
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5.21 BusacBuaeTenbCTBYET O COrNacuy U Hecornacum JoKHOCTHOO NuLa (paboTHUKa) ¢ coaepxka-
HMEeM NpoekTa AokyMeHTa. Busoi odpopMnsieTca BHYTpeHHee cornacoBaHue AokyMeHTa. Busa BkiovaeT gon-
JKHOCTb ML, BU3MPYIOLWEro AOKYMEHT, noAnnchk, paclundpoBky noanucu (MHUULManbl, hamunuio) u gaty
BU3MPOBaHMSA.

Mpumep —

Pykosodumens opuduyeckozo omdena
Modnuck N.0. Pamunus

HOama

npl/l HanNM4MM 3aMmevaHnin KAOOKYMEHTY BU3Y Od)OpMJ'IFH'OT cneayrowmm o6pasoM:

Mpumep —

3amevaHust npunazaromcsi.
Pykosodumens opuduyeckozo omdena
IModnuce U.0. ®amunus

Oama

B opraHusaumsix, NpUMEHAOLWNX CUCTEMBI SMEKTPOHHOTO AOKYMeHTo0b0opoTa, cornacoBaHne MoXeT
npPoBOAUTLCS B 3r1eKTpoHHOM hopme, cornacHo FTOCT P UCO 15489-1.

B gokymeHTax, NoanmHHUKN KOTOPbIX XPaHATCHA B OpraHn3aLmm, BU3bl NpOCTaBAA0T Ha NocneaHeM NucTe
JOKyMeHTa noj noanuckbto, Ha 06opoTe nocrnegHero NucTa NoAMHHNKA OKYMEHTa UK Ha NncTe corfacoBa-
HWs1 (BU3NPOBaHWS), NpUaraeMom K JOKYMEHTY.

B ncxogawmx 4okyMeHTax BU3bl MPOCTaBMATCA Ha 3K3eMnapax 4OKYMEHTOB, NoMeLLaeMblX B Aero.

Mo ycMoTpeHu1to opraHmMsaunm MoXeT NMPUMEHSITLCS MONIMCTHOE BU3MPOBAaHNE OKYMEHTA U ero Npunoxe-
HWRA.

5.22 Mognuch BkMAOYaeT: HauMMeHOBaHWe [OSPKHOCTW nuua, NOAMUCHLIBAIOWErO AOKYMEHT, ero

COBCTBEHHOPYYHYIO NOANUCH, pacluMdPOBKY noanucy (MHUUMansl, haMmunis).

Mpumep —
eHepanbHbIl Qupekmop IModnuck N.0. ®amunus

Ecnu gokymeHT odopmneH He Ha 6naHke, B HAMMEHOBaHWe AOMKHOCTW BKNHOYAETCA HaMMeHoBaHue
opraHusauun. JlonyckaeTcs LeHTpoBaTb HAMMEHOBaHNE AOMKHOCTU LA, NOANUCaBLIEro JOKYMEHT, OTHOCU-
TesnbHO CaMol ANTMHHOWM CTPOKM.

Mpumep —
eHepanbHbIl dupekmop
AO «lpogpuns» Modnucs n.0. amunus

I'IpV| OCbOpMJ'IeHVIVI AOKYyMeHTa Ha 6raHke OMKHOCTHOTO NLLA A0MKHOCTL 3TOro Nvua B noanncu He YKa-
3blBaeTCA.

TMpumep — lModnucs N.0. ®amunus
Mpu nognucaHum 4OKyMEHTa HeCKOMNbKUMN JOMKHOCTHBIMA NLAMK, 3aHUMaoLWUMU pasHoe Nonoxe-

HUe, X noanncun pacnonararloTCAa oaHa noa ,D,pyr0|7| B nocneaoBaTeslbHOCTH, COOTBeTCTByIOLLleVI nepapxmn
3aHMMaeMblX JOIDKHOCTEN.

Mpumep —
HAupekmop uncmumyma lModnucs N.0. ®amunus
naeHrbil 6yxzanmep Modnucob n.0. vamunus

Mpuv nognucaHnm JoKyMeHTa HECKOMbKUMM NULL@MUN PaBHBIX AOMMKHOCTe X NOANMCH pacrnonararTcs Ha
OZIHOM YPOBHe.
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Mpumep —
3amecmumens dupekmopa no ¢huHaHCO8bIM 80Mpocam Modnucs n.0. vdamunus
3amecmumens dupekmopa no abMuHUcmMpamueHbIM eonpocam [lodnucs n.0. vamunus

B OOKYMEHTax, COCTaBJ1IE€HHbIX KomMuccuHen, B NoANMCH YKa3blBaeTCd CTaTyC Nnua B COCTaBe KOMUCCUN.

lMpumep —

lMpedcedamenb Komuccuu IModnuck n.0. damunusn

YneHbi komuccuu Modnucob n.0. ®amunus
IModnucs n.0. ®amunus
Modnucb n.0. damunus

I'Ile nognucaHnn JoKymeHTa nnuom, NCNoNMHALWNM obszaHHOCTH pykoBoguTend, noanncb Od)OpMJ'IﬂeT—
CA C yKazaHueM cTaTtyca AOJNKHOCTHOIO NinLa B COOTBETCTBUN C NMPUKA3OM (paCI'IOpFl)KeHI/IeM).

MMpumep —
U.o0. 2eHepanbHO20 dupekmopa Modnucs n.0. damunus
unu:
Ucnonusirowuii o6s13aHHOCMU
2eHepasnibHo20 dupekmopa IModnucs n.0. damunus

Mpu nognucaHum AoKyMeHTa A1MLOM, UMEIOLLIMM MpaBo MNoAN1CH B Criydae BpeMeHHOro OTCYTCTBUS PYKO-
BOAMTENS, UCTIPABMEHUs B HAMMEHOBaHNe OOMKHOCTU U pacumndpoBky haMnnmm yxxe noaroToOBEHHOIO U
COrNacoBaHHOIo NPoekTa A0KYMEHTa BHOCATCA OT PYKU UM € UCMOMNb30BaHUEM COOTBETCTBYHOLUMX LUTAMMOB.
He gonyckaeTcs cTaBUTh KOCYHO YepTy, HAAMUCh «3a» nepej HaMMeHOBaHWeM AOIDKHOCTM N1La B NoAmnucu,
€CNN AOKYMEHT NoANUCLIBaET MHOE OOMKHOCTHOE NULO.

5.23 OTmMeTka 06 3MeKTPOHHOM NOAMUCU UCMONb3YeTCsl NPYU BU3yanusaunm 3NeKTPOHHOrO AOKYMEH-
Ta,NoANUCaHHOrO 3NEKTPOHHOM NoANMckto, ¢ cobntoaeHnem cneayrowmx TpebosaHui:

a) MecTo pasMmelleHust OTMeTKM 06 3MEeKTPOHHOW MoAMnMCU AOMMKHBI COOTBETCTBOBATb MECTY
pasMeLleHnst cobCTBEHHOPYYHO NOAMUCHY B aHaNorMyHoOM AOKyMeHTe Ha ByMakHOM HocuTene;

6) anemMeHTbl OTMETKM 06 3MNEeKTPOHHOW NoANUCU AOMKHbI OblTh BUANUMBIMU U YNTaEMbIMA MpU
0TObpaXKeHNM JOKYMEHTA B HATyparibHOM pasMepe;

B) 9MeMeHTbl OTMeTKM 00 3MeKTPOHHOW MOANUCK He AOSPKHbI NepekpbiBaTbCcd WM Hakna-
OblBaTbCs ApYr Ha apyra;

r) anemMeHTbl OTMETKN 06 3NeKTPOHHOW MOANNUCU He AOSKHBI NepekpbiBaTb afeMeHThl TeKcTa
OOKYMEeHTa 1 Apyrue oTMeTKM 06 3NeKTPOHHOM nognucy (Mpy Hanuyum).

OTmeTKa 06 3NEeKTPOHHOW NMoANUCKM B COOTBETCTBUM C 3akoHoAaTenbCcTBOM Poccuiickon deaepaumm
BKtoYaeT dpasy «[JoKyMeHT noanucaH anekTpoHHOW NOANNCHI0», HOMepP cepTudumKaTa Kioya 3NeKTpoHHON
noanucu, baMmunuio, MMs, 0OTYECTBO BNagenbLa cepTudukaTa, Cpok AeACcTBUA cepTudukaTa KnoYa 3MeKTpoH-
HoW nognmcn. OTMeTKa 06 3NEeKTPOHHON NoANUCcH MOXET BKNtoYaTb n3obpaxeHue repda, ambnemel opraHa
BMacTu (opraHusauum), ToBapHOro 3Haka (3Haka 06CnyXnBaHusl) opraHnsaLmmn B COOTBETCTBUN C AENACTBYHO-
LM 3aKOHOAATENBLCTBOM.

Mpumep —
Ombne- OOKYMEHT UO,EI,HMCAH
Ma SNEKTPOHHOWM NOoANUCHIO
HaumeHosaHnue opraha
Sl H.H. Hukonaes
AOIKHOCTU Ceptudmkar 1a111aaa000000000011
Bnapeney Hukonaes Hukonaid Hukonaesuy
[HeitcteuteneH ¢ 01.12.2012 no 01.12.2017

5.24 TlevaTb 3aBepseT NOASIMHHOCTbL MOANUCKU AOIPKHOCTHOMO NMLAa Ha AOKYMEHTaX, yA0CTOBEPSOLLMX
npasa nuu, UKCUPYHOLLMX dakThl, CBsI3aHHbIE C (PMHAHCOBBLIMU CpeACTBaMU, a TakKe Ha UHBIX AOKYMEHTaXx,
npegycMaTpuBaoLLMX 3aBepeHue Moanucy nevatbilo B COOTBETCTBMM C 3akoHogaTenscTBoM Poccuickon
denepaumn.

JokyMeHThl 3aBepsiloT NeyvaTbio opraHusauun. Neyatb NpocTaBnsieTcs, He 3axBaTbiBasi COGCTBEHHOPYY-
HOW noanucu nuua, nognucasLulero AoKYMEHT, Uiu B MecTe, 0603HadeHHoM «MI» («MecTo neuaTtn»).
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5.25 OTmeTka 06 ucnonHuTene BktoYaeT hamunmnio, UMa U 0THECTBO UCTIONHUTENS, HOMep ero Tefedo-
Ha. OTMeTKa 06 ucnonHuTene MoXxeT AONOMNHATLCA HAUMEHOBaHNEM AOIMKHOCTU, CTPYKTYPHOro noapasaene-
HUS M 3NEKTPOHHBLIM aApPeCcoM UCNONHUTENS.

OTmeTka 06 ncnonHutene ohopmnaeTCcAa Ha NULIEBOIA CTOPOHE NOCNeAHEro NUCTa A0KYMEHTA OT rpaHn-
Libl NeBOro Nons Unun, NpU OTCYTCTBUN MecTa, — Ha 0OBOPOTHON CTOPOHe BHU3Y cneea. Hanpumep: 3abenuH
UeaH AHapeeBuy, KoHTponbHoe ynpaeneHue, seayLui cneumanucTt, +7(495) 924-45-67, Zabelin@gov.ru

OTmeTka 06 UcnonHuTene MoxeT 0hoPMNATLCS KaK HKHUIA KONOHTUTYN U NeYaTaTbes LWPUTOM MEHb-
wero pasmepa.

5.26 OTMmeTka 0 3aBepeHUn konum ohopmMnAeTCs ANa NOATBEPXKASHNA COOTBETCTBUS KONUU AOKYMEHTA
(BBINUCKX N3 AOKYMEHTa) NOANMHHUKY AoKyMeHTa. OTMeTKa 0 3aBepeHUn KoMun NpocTaBnsAeTcs noj pekBuau-
TOM «MOANUCL» U BKMOYAeT: CNoBo «BepHoy»; HauMeHoBaHWe AOMKHOCTU NULA, 3aBEPUBLLENO KOMULID, ero
CoBCTBEHHOPYUHYIO NOANUCH; pacluMdpPoBKY NOANUCHU (MHULIManL!, haMunuio); AaTy 3aBepeHnst Konum (BbInuc-
KW U3 IOKYMeHTa).

Mpumep —

BepHo

NHenekmop cnyx6bi Kadpoe Modnuce n.0. ®amunus
Hdama

Ecnu konus BbliaaeTcs Ans npeacTasneHus B Apyryto opraHu3aumio, oTMeTKa 0 3aBepeHMu Konum Aonon-
HAETCS HAAMUCbIo O MecTe XpaHeH s JOKYMeHTa, ¢ koToporo 6bina nsrotosnexa konusa («MoANMHHAK AOKYMeH-
Ta HaxoauTcs B (HanMeHoBaHWe opraHusaumn) B gene Ne ... 3a ... rog») v 3aBepseTcs NevYaTbio opraHusaumu.

[ns npocTaBneHns 0TMeTKM O 3aBePEHUM KON MOXET UCNONb30BaTLCA LWTaMN.

5.27 OTmMeTka 0 MOCTYNEHUN AOKYMEHTa CNYXXUT Ansl noaTBepxaeHus chakta nocTynneHns JoKyMeHTa
B OpraHn3aLmio 1 BKIloYaeT AaTy NOCTYNEHUS U BXOASILLMIA perncTpaumoHHbIi Homep AokyMmeHTa. Mpu Heob-
XOAUMOCTM OTMETKa O NOCTYMIEHNM MOXKET AOMONHATLCSA YKasaHUueM BpeMeHU NOCTYNNEHNA B Yacax U MUHY-
Tax 1 cnocoba OCTaBkN AOKYMEHTa).

OTmeTKa 0 NOCTyNMNeHNM AOKYMEHTa MOXeT MPOCTaBNATLCA C NOMOLLLHO WTamna.

5.28 Pesonoumnsi coaepXxuT ykasaHune no UCnosIHeHWIo AokymeHTa. Pesontouns ocdopMnsieTcsa Ha cBo-
6oaHoM mecTe paboudero nons 4oKyMeHTa, Ha 6r1aHKe pe3onoLUMmn U BHOCUTCS HEMOCPEACTBEHHO B CUCTEMY
3MeKTPOHHOro AoKYMeHToobopoTa.

Pesontouus BkrtovaeT: pamunnio, MHMLMANLI UCNONHUTENS (MCNONHUTENE), NopyYeHUe Mo OKYMEHTY,
npu HeobXO0AMMOCTU — CPOK UCMOSHEHWS, NOAMUCH NULA, BbIHECLUEro PE30TIOLMI0, AaTy PE30SIoLUA.

Mpumep —

Gamunus U.0.

IMpowy nod2zomosumsb npednoxerusik 10.11.2016.
Modnucsb

Hdama

5.29 OTMeTKa 0 KOHTpOIe CBUAETENLCTBYET O NOCTAHOBKE AOKYMEHTa Ha KOHTPONbL, NPOCTaBNA-
eTcsi wramnoM «KOHTponb» Ha BepXHeM Nose AOKYMEHTa.

5.30 OTMeTKa o HanpaBneHWW AOKYMEHTa B ieNo onpeAenseT MecTo XpaHeHUsl AOKyMeHTa nocne
3aBepLueHUsi paboTbl C HUM U BKNIOYaeT: cnoBa «B geno», MHAEKC Aena no HOMeHKnNaType Aen, B KOTO-
poe nomelLaeTcA AOKYMEHT Ha XpaHeHue, € YKazaHueM roaa, 4oMKHOCTU NULa, 0(hOpMUBLLErO OTMETKY,
noanucu, Aathbl.

Mpumep —

B deno Ne 01-18 3a 2016 2.
3ae. omdesiom KOpIOpamMueHbLIX MPOEKMoe
Modnuce Hama

OTMmeTKa 0 HanpaBneHuu AOKyMeHTa B AeNno MOXeT AONONHATLCA KpaTKUMU CBEIEHUAMU O XapaKTepe
UCMNOJIHEeHNA AOKYMEeHTa.
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6 BnaHku AOKYMeHTOB

6.1 [nsa usrotosneHus 6naHkoB AokymeHTOB, cornacHo FOCT P 7.0.8, ucnonbayetca 6Gymara chopma-
ToBA4 (210 x 297 Mmm), A5 (148 x 210 MM); ANA N3roToBNeHUA 61aHKoB pe3onioLunitucnonbsyeTtca 6ymara cop-
matoB A5 (148 x 210 Mm), A6 (105 x 148).

Kaxabit nucT gokymeHTa, ohopMeHHbIA Ha 6naHke unn 6e3 Hero, AOIMKEH UMETL MOMS He MeHee:

20 MM — neBoe;

10 MM — npaBoe;

20 MM — BepxHee;

20 MM — HUXHee.

HokymeHTbl AnuTenbHbIX (cBbilwe 10 NeT) cpokoB XpaHeHUA A0SMKHBI UMETb NieBoe none He meHee 30 MM.

6.2 OpraHusaumu ncnonb3aytoT 6naHkn 4OKYMEHTOB, N3roTOBNEHHbIe Ha BymMaxXHOM HocuTene (6naHkn
[OKyMeHTOB chbeaepanbHbIX OpraHoB rocyapCTBEHHON BNacTy ¢ BocnpoussedeHneM FlocyaapcTBeHHOro rep-
6a Poccuiickon deagepaumnmn nsrotasnueatoTca nonurpacudeckummn npeanpuaTusaMu, melowmnmm ceptudunka-
Tbl O HANNYUU TEXHUYECKUX M TEXHONOTMYECKUX BO3MOXKHOCTEN ANs Ka4eCTBEHHOIO U3roTOBIEHUA YKa3aHHOMo
BMAA NpoAyKUMK) Wunn anekTpoHHble WabnoHel 6naHkoB. BnaHkn Ha 6yMaxxHOM HocUTene U 3NeKTPOHHbIe
WwabnoHbl 6naHKoB AOMKHLI 6bITb MAEHTUYHLI MO COCTaBY PEKBU3UTOB, NOPSAKY UX PAcMONOXEHUS, rapHUTY-
pam wpudTa.

BnaHku 40KYMEHTOB Ha ByMaXHOM HocUTene U 3NeKTPOHHbIE WabnoHb GNaHKoB U3roTaBNUBAKOTCA Ha
OCHOBaHWN MakeToB 6N1aHKOB, yTBEPXAaeMbIX PYKOBOAUTENEM OpraHu3aLun.

BraHkvu 4OKYyMEHTOB cneayeT narotasnueaTh Ha 6enoi 6ymare unv bymare cBeTMbIX TOHOB.

OneKTpoHHble WabnoHbl 6NaHKOB AOKYMEHTOB AOSMKHbI ObiTh 3awMLLEHbl OT HECaHKLMOHUPOBAHHbIX
N3MEHEHUIA.

6.3 BnaHkvn AokyMeHTOB 0hopMIISOTCS B COOTBETCTBUM € MNpunoxeHneM 5. OpUeHTUPOBOYHLIE FPpaHK-
Libl 30H pPacnonoXeHus pekBM3NTOB 0003HaYeHbl MyHKTUPOM. Kaxxaas 30Ha onpegensiercsl COBOKYNHOCTLIO
BXOASALNX B HEe PeKBU3UTOB.

6.4 B 3aBMCMMOCTM OT pacnonoXeHUsl PeKBU3NTOB yCTaHaBnNMBaeTcs ABa BapuaHTa 6naHkoB — yrio-
BOW (pucyHok B.1) n npoaoneHeIn (prcyHok B.2).

6.5 PekBusutel 01, 02, 03 pacnonaratoTcs Ha BepXHeM rnorie JoKyMeHTa Haa peksuantoM 05 no cepean-
He 30Hbl, 3aHATON 3TUM PEKBUSUTOM.

PeksnanuT 03 MOXeT pacnonaraTbes crieBa Ha ypoBHe peksusuta 05.

Pekenantbl 05, 06, 07, 08, 09, 13, orpaHn4ymTensHble oTMeTkn Ans peksusnutos 10, 11, 12 B npegenaxrpa-
HUL, 30H pacnorioXeH s PeKBU3UTOB pasMeLLaroTcsl O4HUM 13 cnocoboB:

- LEeHTPOBaHHbIM (Ha4aso 1 KOHeL, Kaxkaoi CTPOKU PEKBU3UTOB PaBHO yaaneHsl OT rPpaHuLL, 30HbI pacnorno-
KEeHWS PeKBU3NTOB);

- cbnaroBbIM (KaXxgasi CTpoKa PEKBU3UTOB HAYNHAETCS OT JIEBOM rpaHuLbl 30HbI PACNONOXEHUS PEKBU3U-
TOB).

6.6 YcTaHaBnusaloTCA cneayowme Buabl 6r1aHKoB JOKYMEHTOB OpraHu3auum:

- 06K BnaHk;

- 6naHKk nncbMma;

- BnaHK KOHKPETHOro BUAa AOKYMEHTa.

HopmaTuBHBEIMM NPaBOBLIMU aKTaMu OpraH3aLnmn ycTaHaBIMBaoTCA BUALI NPUMEHsIeMbIX 61aHKOB 1 MX
pasHOBUAHOCTW (BnaHk NUCcbMa CTPYKTYpHOro nogpasgeneHus, 6rnaHk nucbmMa AOMKHOCTHOrO nuua, 6naHk
npukasa, bnaHk pacnopsbkeHus, 6rnank npotokona u ap.).

O6pasLbl 611aHKOB AOKYMEHTOR NpuBeAeHbl B NPUIoXKeHUU b.

6.7 O6LwWuin BnaHk ncnonb3yeTcs Ans M3roTOBNEHNs NoBbiX BUAOB JOKYMEHTOB, KpOMe AeNoBoro (Cry-
XebHoro) nucbma.

O6LwWKin 6rnaHk B 3aBMCMMOCTU OT yupeauTenbHbIX 4OKYMEHTOB OpraHM3aL/Mm 1 foKanbHbIX HOPMaTUBHbIX
akToB BKMovaeT peksusuntbl 01 (021nn03), 05, 06, 07, 13 M orpaHuunTenbHble OTMeTkN ANA peksuanToB 10, 11,
16,17.

BnaHk nucbMa B 3aBUCUMOCTN OT yUpeanTeNbHbIX AOKYMEHTOB OpraH1M3aLmmn 1 NokanbHbIX HOPMaTUBHBIX
akToB BKtoYaeT peksusutbl 01 (02 unn 03), 05, 08, orpaHU4UTENbHBLIE OTMETKM Ans peksuauTos 10,11, 12, 15,
17. BnaHKk NcbMa CTPYKTYPHOTo nodpasaeneHna 4oNonHUTENbHO BKIloYaeT peksusut 06, 6naHk nucsma gon-
YKHOCTHOro nnua — peksuaunt 07.

BnaHk KOHKpeTHOro Buaa AOKYMEeHTa, KpOMe NUCbMa, B 3aBUCUMOCTU OT yYpeanTeNbHbIX JOKYMEHTOB
opraHMsaLumn 1 NokanbHbIX HOPMaTUBHLIX MPABOBbIX akToB BKoYaeT pekBuautbl 01 (02 unn 03), 05, 09, 13 1,
npwn HeoBX0AMMOCTH, OrpaHNYUTENbHBIE OTMETKU 4NA rPaHUL 30H pacnonoxeHus peksuautos 10, 11, 16, 17.
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BnaHk KOHKpeTHOro Buaa AoKyMeHTa CTPYKTYPHOIO nogpasgeneHns 4ononHUTeNsLHO BKIoYaeT peksusuT 06,
©GnaHK AOMMKHOCTHOrO NinLa — peksuauT 07.

6.8 B opraHax BnacTu u opraHusauusx cybbekros Poccuiickoin dedepaLiim, UCNONb3yOLWMX Hapsaay ¢
PYCCKUM 513bIKOM Kak rocyjapcTBeHHbIM si3blkoM Poccuiickon deaepalnm rocyapcTBeHHbIR A3blK (rocyaap-
CTBEHHbIe A3bIKW) pecrnybnuk B coctase Poccuiickon Pegepaliym, ucnonb3aytoTest 6rnaHkn 4OKYMEHTOB Ha pyc-
CKOM s13bIKe U rocyapcTBeHHOM sA3blke (A3blkax) pecnybnuk B coctaBe Poccuiickoin degepauun: yriosble
(pekBU3UTLI GNaHKka pacrnonaralTcs Ha 04HOM YPOBHE: Ha PYCCKOM si3blke — CeBa, Ha rocyapCTBEeHHOM A3bl-
Ke (A3blkax) pecnybnuk B coctaBe Poccuiickoli Pefepauum — cnpaea) Unm npodosibHble (BCe PeKBU3UTI
6naHka Ha pyCcCKOM s13blke — CBepXY, HWWKe — BCe PeKBU3WUTLI GnaHka Ha rocyjapCTBeHHOM A3blke (S13blKkax)
pecny6nuk B coctase Poccuiickoi degepalinm).

[N nepennckn ¢ MHOCTPaHHLIMU KOPPECTOHAEHTaMU, UCMOMb3YIOT 6NaHKN Ha ABYX A3bIKaxX — PYCCKOM U
aHrmnunuckoMm (Npunoxexue B.8) nnmn nHom MHOCTpaHHOM A3bIKE.
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MpunoxeHne A
(cnpaBoy4HOe)

PacnonoxeHue peKBU3UTOB Ha TUTYNIbHOM NIUCTE AOKYMEHTa

HanmeHoBaHwe opraHnaaumm

"pndh cornacoBaHmsa JOKyMeHTa Mpud yTBEPXKOEHWNS OOKYMEHTA

HanmenoBaHue Bnaa gokymeHTa
3aronoBoOK K TEKCTY

"pnch cornacoBaHus 4OKYMeHTa

MecTo cocTaBreHusi (M3gaHus) 4OKyMeHTa — rog u3gaHvsi JOKyMeHTa

PucyHok A.1 — PacnonoxeHne pekBU3MTOB Ha TUTYNIbHOM NMUCTE AOKYMeEHTa
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MpunoxeHune b
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PucyHok B.1 — PacnonoxeHve pekBU3MTOB ¥ rpanuLibl 30H Ha dhopmaTe A4 yrnosoro 6naHka
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PucyHok b.2 — PacnonoxeHue pekBU3UTOB M rpaHunLbl 30H Ha popmate A4 npoaonbHoro 6rnaHka
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Mpunoxenwe B
(cnpaBo4Hoe)

O6pa3ubl 6naHKoOB A,OKYMEHTOB

Pocapxus

depepanbHoe GlogxeTHOE yupexaeHue
«Bcepoccuincknin HayuHo-1uccnegoBaTeNbCKNUn UHCTUTYT
OOKYyMeHTOBeAeHUA N apXUBHOIo aerna»

(BHAMOAL)

18

Mockea

PucyHok B.1 — O6pasel, o6Liero 6naHka opraHnsayum
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Pocapxus

depgepanbHoe GlogxeTHOe yupexaeHve
«Bcepoccuincknii HayuHo-
MCCﬂe,ElOBaTeﬂbCKMﬁ WHCTUTYT
JOKYMEHTOBEEHMWS M apX1BHOTO Aenay

(BHVMOAD)

[Mpodcotosnas yn., g. 82, Mockea, 117393
Ten./dakc (495) 718-78-74
e-mail:mail@vniidad.ru; http://www.vniidad.ru
OKIMO 02842708; OI'PH 1027700380795;

WMHH/KIMIM 7708033140/771001001
Ne

Ha Ne oT

PucyHok B.2 — O6paseL yrnoeoro 6naHka nucbsMa opraHm3aumm
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Pocapxus

depepanbHoe BlomxeTHOE yupexaeHue
«Bcepoccuinckuin HaydHo-uccneaoBaTenbCkuil UHCTUTYT
AoKyMeHToBeAeHUs 1 apxusHoro aena» (BHUWOAL)

[MpodcotosHas 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/KIMM 7708033140/771001001

Ha Ne

20

oT

PucyHok B.3 — O6pa3seL npoaonbHoro 6raHka nucbMa opraHusauum
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Pocapxus

depepansHoe 6opKeTHOE yupexaeHue
«Bcepoccunckuin HayuHo-nceneaoBaTensCkNUA UHCTUTYT
AOKYMEHTOBEAEHWA N apX1BHOro aenay

(BHUMAAL)

OVPEKTOP

MpodcotosHan 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/KIMM 7708033140/771001001

Ne

Ha Ne oT

PucyHok B.4 — O6pa3sel npogonbHoro 6naHka nucbMa A0MMKHOCTHONO nNuua
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Pocapxus

PepepancHoe 6ogkeTHOe yupexaeHue
«Bcepoccnincknin Hay4Ho-uccneqoBaTenbekuin UHCTUTYT
AOKYMEHTOBEeAEHNA U apXMBHOTO Aenay

(BHUMOARD)

OTPACJIEBOV LIEHTP NOBbILWEHNA KBANIMOUKALINN

Mpodcotosnas yn., 4. 82, Mockea, 117393
Ten./dakc (495) 718-78-74; e-mail:mail@vniidad.ru; http://www.vniidad.ru
Ten./dakc (495) 718-79-38; e-mail:ocpk@vniidad.ru
OKIMO 02842708; Or'PH 1027700380795; MHH/KIM 7708033140/771001001

Ha Ne oT

PucyHok B.5 —O6paseL, npogonbHoro 6naHka nucbMa CTpyKTYpPHOro nogpasaeneHus
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Pocapxus

depepanbHoe GrogKeTHOe yupexaeHue
«Bcepoccuiicknin HayvHo-uccneaoBaTenbCKUi UHCTUTYT
[OKYMEHTOBEZEHNSA 1 apXMBHOro Aenay

(BHVMOARD)

MPUKAS

Mockea

PucyHok B.6 — O6paseu 6naHka KOHKPETHOTrO Buaa 4OKYMEHTa opraHm3auum
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Pocapxus

PepepancHoe 6ogkeTHOe yupexaeHue
«Bcepoccnincknin Hay4Ho-uccneqoBaTenbekuin UHCTUTYT
AOKYMEHTOBEeAEHNA U apXMBHOTO Aenay

(BHUMOARD)

AVPEKTOP

PACMOPAXEHUE

24

Mockea

PucyHok B.7 — O6pasev 6naHka KOHKPETHOro BUaa 4OKYMeHTa AOMKHOCTHONO nuua
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Pocapxus

depepanbHoe GropKeTHOE yupexaeHue
«Bcepoccunckuin HayuHo-nceneaoBartensCknii UHCTUTYT
AOKYMEHTOBEAEHWA N apXMBHOro aenan

(BHUMOAL)

MpodcotosHasn yn., a. 82, Mockea, 117393
Ten./dakc (495) 718-78-74; e-mail:mail@vniidad.ru; http://www.vniidad.ru
OKIO 02842708; OI'PH 1027700380795; MHH/KMIM 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

Ha Ne oT

PucyHok B.8 — O6paseu npogonbHoro 6raHka nMcbma opraHu3auum Ha ABYX si3blKax
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KnioueBble cnosa: opraHnsaunoHHO-pacnopaanuTenbHaa OOoKyMeHTauuA, OCbOpMJ'IeHMe AOOKYMEHTa, 6naHk
AOKYMEHTa, PeKBU3UT JOKYMEeHTa
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