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Mpeaucnosue

1 PaspabotaH ®depepanbHbiM  OOIKETHBIM  yupexaeHnem  "Bcepoccumnckuii
Hay4HO-uccnegoBaTenbCKUA MHCTUTYT OOKyMeHToBedeHusa n apxmsHoro gena" (BHUWOAL)
®enepanbHOro apxMBHOIO areHTCTBa

2 BHeceH TexHnyeckum kommuteToMm no ctaHgapTtusauum TK 191 "Hay4Ho-TexHMYeckas
nHdopmauus, GubnnoteyHoe n ngaTtenockoe geno”

3 YTBepxgoeH W BBedaeH B OenctBue rnpukasom degepanbHOro areHTcTtBa Mo
TEXHUYECKOMY perynmpoBaHuio u metponormum ot 8 gekabpsi 2016 r. N 2004-ct

4 B HacTosiLleM cTangapTe peannsoBaHbl HOpMbl PefieparnbHbiX 3aKOHOB OT 27 UHOSISA
2006 r. N 149-©3 "O6 wHMopMauun, WHMOOPMALMOHHBIX TEXHOMOMMsAX M O 3awuTte
nHdopmauumn”, ot 22 oktabps 2004 r. N 125-©3 "O6 apxvmBHom pene B Poccunckon
depepayunmn”

5 B3ameH [OCT P 6.30-2003
1 O6nacTb NnpMMeHeHuns

Hactoswmin craHgapT pacnpocTpaHsAeTcsa Ha OpraHvM3auMOHHO-pacnopsauTenbHble
AOKYMEHTbI: yCTaBbl, MOMOXEHUHA, NpaBuna, WHCTPYKUMW, perfameHTbl, MOCTaHOBIEHUS,
pacnopsiXeHns, Npukasbl, pelleHnsi, NPOTOKONbl, 4OroBOPbI, aKTbl, MUCbMa, CNpaBku U Ap.
(manee - OOKyMeHTbl), B TOM u4ucrie BkoveHHble B OK 011-93 "O6wepoccuickum
KnaccudukaTop ynpasneHveckon gokymeHtaumn" (OKYL), knacc 0200000.

Hactosawumn craHgapT onpefensieT coCTaB PEKBU3UTOB AOKYMEHTOB; MpaBuna Ux
odhOpMIEeHNs, B TOM YMCNe C NPUMEHEHMEM MHAOPMAaLMOHHbLIX TEXHOMOIMIA; BUAbl 6naHKoB,
COCTaB PEKBM3UTOB ONaHKOB, CXEMbl PacCMnOfOXEHUs PEKBM3UTOB Ha AOKyMeHTe; obpasubl
GnaHkoB; npaBwuna Cco3gaHUA  OOKYMeHTOB. [lonoxeHuss  HacToswero craHgapTta
pacnpoCTPaHATCA Ha JOKYMEHTbI Ha GYMaXKHOM U 3NEKTPOHHOM HOCUTENSIX

2 HopMmaTuBHbIe CCbINKKN
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B HacToswem cTraHgapTe WCNonb30BaHbl HOPMATWMBHBLIE CCbIMKWM Ha crnegylolime
cTaHaapThbl:

IOCT P 7.0.8 Cwucrema craHgaptoB nNo WHgopmauun, 6GubnmoteyHomy u
nsgatenbckomy geny. [1lenonporssBoacTBO U apXMBHOE Aeno. TepMunHbl 1 onpeaeneHus

FOCT P UCO 15489-1 Cuctema crtaHgapToB no WHGopmauuu, dnbnuoteyHomy wu
nspgatenbckomy geny. YnpaesneHvme gokymeHtamun. Obuwme TpeboBaHms

MpumeyaHume - [lpM NONb30BaHUM HACTOAWMM CTaHAAPTOM  LienecoobpasHo
NpoBEPUTb OEWCTBUE CCbIIOYHbIX CTaHO4ApPTOB B WHGOPMAUWMOHHOM cucTeMe obuiero
nofib3oBaHUA - Ha oduumansHoM cante PegeparnbHOro areHTCTBa MO TEXHUYECKOMY
perynmpoBaHnio 1 MeTporiormm B cetu MHTEepHeT nnn no exerogHoMy WHGOpMaunoHHOMY
ykasatento "HauuoHanbHble cTaHaapTbl”, KOTOPbIA ONy6NMKoBaH MO COCTOSIHMIO Ha 1 AHBapS
Tekywero roga, W MO BblNyCKAM €XEeMeCAYHOro MHOPMALMOHHOIO  yKasatens
"HaunoHanbHble cTaHgapTbl" 3a Tekywmn rod. Ecnu 3ameHeH CCbinoYHbIM CTaHAapT, Ha
KOTOpbIN AaHa HedaTUpOBaHHas CCblflka, TO PeKOMeHAyeTCs UCMOoNb30oBaTh AEUCTBYHOLLYIO
BEpPCUIO 3TOro CTaHgapTa C y4eTOM BCEX BHECEHHbIX B [AAHHYK BEPCUIO M3MEHeHun. Ecnu
3aMeHEeH CCbISTOYHbIM CTaHA4apT, Ha KOTOPbIN JaHa AaTMPOBaHHAA CCbifika, TO peKoMeHayeTCs
MUCrnonb3oBaTb BEPCUD 3TOr0 CTaHgapTa C  yKa3aHHbIM Bbllle ro40M  YTBEpPXKOEHUS
(npuHATKML). Ecnv nocne yTBepXOEHUS HACTOSLEro ctaHgapTa B CCbUIOYHbIA CTaHOapT, Ha
KOTOpbIN JaHa JaTUpOoBaHHAs CCblfika BHECEHO U3MEHeHue, 3aTparmeatoLlee rnonoxeHue, Ha
KOTOpOE [daHa CCblfika, TO 3TO MOSIOXEeHUE pekoMeHayeTcs NpUMeEHsTb 6e3 ydeta AaHHOro
n3mMeHeHnsa. Ecnn ccbinoyvHbl cTaHAapT oTMeHeH 6e3 3ameHbl, TO NOSIOXKEHWEe, B KOTOPOM
AaHa CCblfika Ha Hero, pekoMeHayeTCA NPUMEHATb B YacCTW, HE 3aTparnBatoLLemn 3Ty CCbIfKy.

3 O6wue TpeboBaHUA K CO3AaHUIO AOKYMEHTOB

3.1 [JokymeHTbl MOryT co3gaBaTbCsA Ha OyMaXHOM HOCUTENE U B ANEKTPOHHOW dhopMe
C cobnogeHneM yCTaHOBIIEHHbIX NpaBni 0OPMIIEHNS AOKYMEHTOB.

3.2 lMpwn co3gaHum OOKyMEHTa Ha OBYyX U Bonee cTpaHuuax BTOPYK U nocreaywume
CTPaHULbl HYMEPYIOT.

Homepa cTpaHuy npocTtaBnaAlTCA MnocepeanHe BepxHero nons [OOKYyMeHTa Ha
paccTosiHUM He MeHee 10 MM OT BEPXHEro Kpada nucra.

[lonyckaeTca co3gaHne OOKYMEHTOB Ha NMUEBOM U 0B6OPOTHOM CTOpOHax nucrta. [Npwu
ABYCTOPOHHEM CO34aHUM LOKYMEHTOB LUMPUHA NIEBOro MOSIS Ha NIMLEBOW CTOPOHE fncTa U
npaBoro nosisi Ha 060pPOTHON CTOPOHE NUCTA AOMKHbI ObITb PaBHbI.

3.3 lMpegnoyTnTenbHbIMKM FapHUTYpaMu M pasMepamMu WPUPTOB AN PEeKBU3NTOB
AOKyMeHTa ABNAITCSA:

Times New Roman N 13, 14;

ArialN12, 13;

Verdana N 12, 13;

Calibri N 14 n npnbnuxeHHbIe K HUM.

Mpn coctaBneHun Tabnuy [onyckaeTcs UWCNONb30BaHWE LWPUETOB  MEHbLUNX
pa3MepoB.

3.4 AB3auHbIN OTCTYN TEKCTa AOKyMeHTa - 1,25 cm.

3aronoBkn pasgenoB W noppasgenoB neyaTtawTcs ¢ absauHbiM - OTCTYNOM MU
LEHTPMPYIOTCS MO LUMPUHE TEKCTA.

MHOroCTpOYHble pPEKBU3UTBI NevYaTalTcsd Yepe3 OAWH MEXCTPOYHbIA UHTepBarn,
COCTaBHble YaCcTU PEKBU3UTOB OTAENATCA AOMNONHUTENBbHLIM NHTEPBANOM.



TekcT gokyMeHTa ne4vataetcs vYepes 1 - 1,5 MEXCTPOYHbIX MHTEpBana.

Ecnv  OOKyMEHT roToBuUTCA AN M3gaHuMs C  yMeHblleHMeM MmacwiTaba, TekcT
nevyaraeTcs Yyepes [Ba MHTepBana.

NHTepBan mexay 6ykBamu B crioBax - OObIYHbIN.

WHTepBan mexay cnoBamu - oavH npoben.

3.5 TekcT QOKYMeHTa BblpaBHMBAETCA MO LIMPUHE nucta (MO rpaHuuam feBoro u
npaBoro nonewn JOKyMeHTa).

[nnHa camon OfIMHHOW CTPOKWN peKBM3nTa Npu YrnoBOM PacrofnoXeHU pekBU3UTOB He
Gonee 7,5 cm.

OnnHa camon [OfMHHOW CTPOKM pekBu3uTa npu  NpoLOSfIbHOM  pPacrnonioXeHUn
pekBn3NToB He bonee 12 cwm.

3.6 HopmaTuBHbIMW NpaBOBbLIMM akTamMu OpraHu3auun MoxeTt ObiTb NpeaycMOTPEHO
BblAernieHne pekBn3nToB "agpecart”, "3aronoBoK K TeKCTY" unu "nognuck”, a Takke oTaesbHbIX
doparMeHTOB TeKcTa NOMY>XUPHLIM LLPUATOM.

3.7 HopmaTtuBHble NpaBoBble akTbl OpraHM3auun, a Takke MHble MHOroCTPaHWYHbIE
AOKYMEHTbl MOryT O0gOpMAATbCS C TUTYMbHBIM JIMCTOM. TWUTYNbHbBIA JIUCT [OOKYMEHTa
odhopMIIieTCH B COOTBETCTBUMN C NpusioxxeHnem A.

4 PeKBU3UTbI AOKYMEHTA

Mpn nogrotoBke N 0POPMIEHNN LOKYMEHTOB MCMNOMNb3YIOT PEKBU3NTLI, OnpeaeneHuns
KoTopbIx NnpueeaeHsl B FTOCT P 7.0.8
1 - rep6 (FocypnapctBeHHbIn repb Poccuickon depepaumn, repb cybbekta Poccuinckon
depepaumm, repb (repanbanyeckuii 3Hak) MyHUUMnNanbHoro obpasoBaHuns);
2 - amMbnema;
3 - TOBAPHbIN 3HAK (3HaK 00CnyXnBaHus);
4 - koA bOpMbl AOKYMEHTA;
5 - HAMEeHOBaHWe opraHn3auun - aBTopa LOKYMEHTa;
6 - HAMMEeHOBaHWe CTPYKTYPHOro nogpasgerneHns - aBTopa AOKYMEHTa;
7 - HaMeHOBaHWe OOMMKHOCTU Nuua - aBTopa AOKYMEHTA;
8 - cpaBoOYHble AaHHblIe 06 opraHu3auuu;
9 - HaMMeHOBaHWe BUAa LOKYMEHTa;

10 - JaTa OJOKYMEHTa;

11 - perMcTpaunoHHbI HOMEP OOKYMEHTa;

12 - CCbIflka Ha perncTpaunoHHbIN HOMEP 1 AaTy NOCTYNMBLLErO AOKYMEHTA;
13 - MECTO COCTaBreHus (M3gaHus) AOKYMEHTa;
14 - rpUd orpaHnYeHns OocTyna K AOKYMEHTY;
15 - agpecar;

16 - rpud yTBEPXKOEHNA LOKYMEHTA;

17 - 3arosioBOK K TEKCTY;,

18 - TEKCT OOKYMEHTa;

19 - OTMETKa O NPUNOXEHUU;

20 - rpud cornacoBaHUsa OOKYMEHTa;

21 - BU33,;

22 - Noanncs;

23 - OTMETKa 00 3NEKTPOHHOM NOANUCH;

24 - nevartb;

25 - oTMeTKa 00 ncnomnHuTene;

26 - OTMEeTKa O 3aBEepEeHMN Konuu,



27 - OTMEeTKa O NOCTYMIeHNn OOKYMEHTA;

28 - pe3onouuns,
29 - OTMETKa O KOHTPOIJiE;
30 - OTMEeTKa O HanpaefieHU JOKyMeHTa B Aerno.

5 OdbopmrneHne pekBM3UTOB AOKYMEHTOB

5.1 Tepb (FocynapctBeHHbin repb Poccuinckon ®depepaumn, repbd cybbekTa
Poccunckon ®depepauun, repbd (repanbOu4eckMn 3HaAK) MyHUUMNAnbHOro obpa3oBaHUS)
BOCMNpPOM3BOAMTCA Ha OnaHkax [OOKYMEHTOB B cooTBeTcTBUM €  DegepalnbHbiM
KOHCTUTYLMOHHBbIM 3akoHoM oT 25 aekabpst 2000 r. N 2-®K3 "O lNocyaapctBeHHOM repbe
Poccuinckon ®epepaumn”, sakoHogaTenbHbIMU U UHBIMU HOPMATUBHBLIMU MPaBOBbLIMU akTamMu
cybbekToB Poccuinckon depepaumm n HopMaTUMBHbIMU MPaABOBLIMU aKkTaMy OpraHoB MECTHOro
camoynpasneHus.

N3o6paxeHne repba ([ocymapctBeHHoro, cybbekta Poccurckon depepaumm, repba
(repanbguyeckoro 3Haka) opraHa MeECTHOro camoynpaBfieHMsl) NOMEeLLaeTcs No cepeauHe
BepxHero nonga 6naHka OOKyMeHTa Hap PeKkBU3UTaMn opraHM3aumm - aBTopa LOKYMEHTa, Ha
paccTtodaHun 10 MM OT BEpPXHEro Kpas nucra.

5.2 Ombnema opraHusaummn, paspaboTaHHas W yTBEp)XAEHHad B YCTaHOBIEHHOM
nopsiake, pasMmeLLaeTcs B COOTBETCTBMU C HOPMATUBHLIMM MPaBOBbIMW akTaMn Ha GraHkax:
AOKYMEHTOB hbeaepanbHbiX OpraHoB rocyAapCTBEHHOW BRacTu (3a MCKOYEHMEM CIlyyaes,
npegycMaTpuBaroLmnX UCNosnb3oBaHne M3obpaxeHus ocygapcTBeHHoro repba Poccuinckon
depepaumn), TeppuTopmanbHbiX OpraHoB defepanbHbIX OpraHoB rocy4apCTBEHHOW BacTMy,
roCydapCTBEHHbIX W  HErocygapCTBEHHbIX  opraHu3auun. UMsobpaxeHne  ambrnembl
nomelwlaeTca Mo cepeauHe BepxHero nons OnaHka [OOKYMEHTa Hag pekBuM3nTamu
opraHusauum - aBTopa JOKyMeHTa, Ha paccTtosiHun 10 MM OT BEPXHEro Kpas nucta.

5.3 ToBapHbIn 3HaK (3HaK OBCNyXMBaHWA), 3aperMCTpUPOBAHHbLIA B YCTAHOBNEHHOM
3aKoHOOaTeNbCTBOM Mopsiake, BOCNPOU3BOANUTCA Ha BnaHkax opraHuM3auun B COOTBETCTBUM C
ycTaBoM (nonoxeHuwem o6 opraHusaumm). W3obpaxeHne ToBapHOro 3Haka (3Haka
obcnyxuBaHus) nomMmellaeTcss NO CepeanHe BepxHero nons 6rnaHka [OOKyMeHTa Hag
peKBM3MTaMM OpraHmsaumm - aBTopa OOKYMEHTa, WNU CreBa Ha YPOBHE HaMMEHOBaHMWS
opraHusauum - aBTopa JOKyMeHTa (gonyckaeTcs 3axBaTbiBaTb YacTb JIEBOro Nons).

Hapsagy ¢ ToBapHbIM 3HaKoM (3HaKOM 0b6CnykmBaHus), Ha B6riaHkax JOKYMEHTOB MOXET
yKa3blBaTbCs KOMMepyeckoe 0603HavYeHne rpuamyeckoro nuua.

5.4 Kog dopmbl [OOKymMeHTa npocTaBnsieTcs Ha YHUPUUMPOBAHHBIX (opmax
AOKYMEHTOB B cooTBeTcTBUM C OO6LWepoccumncknm Knaccmumkatopom yrnpaBrieH4YeCcKon
AokymeHTauum (OKYL) wnu nokanbHbIM KnaccudgukaTtopoMm, pacnofiaraetca B MNpaBoM
BepxHem yrny paboyero nonsi SOKYMeHTa, coctouT u3 croB "®opma no" (HaMmeHoBaHue
KnaccudukaTopa) u umdpoBOro koaa.

Mpumep - Popma no OKY[ 0211151.

5.5 HanmeHoBaHWe opraHusaumm - aBTopa AOKYMEHTa Ha BGnaHke AOKyMeHTa OOMKHO
COOTBETCTBOBATb  HAWMMEHOBAHMIO  OPUOMYECKOrO  Nvua,  3akpernneHHoMy B ero
yuypeauTenbHbIX JOKYMEHTax (ycTaBe unv nonoxeHun). Nog HauMmeHoBaHWEM OpraHu3aummu B
ckobKax ykasbiBaeTCH COKpaLLlEeHHOEe HaMMEHOBAHNE OpraHmM3auumn, ecriv OHO NPeayCMOTPEHO
YCTaBOM (MOMOXEHNEM).

Hag HanmeHOBaHMeM opraHu3auuMm - aBTopa JOKYMEHTa yKasblBaeTCs MosiHoe wunu
COKpalLleHHOE HaUMEHOBaHME BbILLECTOSLLEN OpraHn3aumm (Npu ee Hanu4mn).
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5.6 HanmeHoBaHMe CTPYKTYpPHOro nogpasgeneHus - aBTopa JOKyMeHTa (B TOM yucne
dunuana, otaeneHus, npeacTaBUTeNbCTBA, KOSnerManbHOro, CoBelaTeribHOro UM MHOro
opraHa) wucnonb3yetca B OnaHkax nucem M 6GnaHkax KOHKPETHbIX BWOOB [AOKYMEHTOB
COOTBETCTBYWOLWNX  nogpasgeneHvi  (opraHoB) B COOTBETCTBMM  C  NOKafbHbIMU
HOPMaTUBHbBIMW akTaMu 1 yKa3blBaeTCs NO4 HaMMeHOBaHMEM OpraHu3auuu.

5.7 HanmeHoBaHWe OOMKHOCTM NUua - aBTopa OOKYMEHTa ucnonb3yeTcs B GnaHkax
AOIDKHOCTHBLIX UL, W pacnoniaraeTca nNo4  HaMMEHOBaHMEM  OpraHusauun  unm
HauMeHoBaHMEM TeppuTopumn (kpasi, obnactn, aBTOHOMHOW obnactu n ap.), ecnu LOKYMEHT
nsgaeT pykoBoguTenb opraHa BnacTn cybbekta Poccuiickon depepaumm, MyHULMNANBHOMO
obpasoBaHus. HavmeHoOBaHMe [OMMKHOCTM Nuua - aBTopa [OOKYMeHTa YyKasblBaeTcs B
COOTBETCTBUM C HaMMEHOBaHMEM, MPUBEOEHHbIM B pacnopsaauTeNibHOM [LOKYMEHTE O
Ha3Ha4YeHUN Ha JOIMKHOCTb.

5.8 CnpaBoyHble [aHHble 006 opraHuMsauuMuM ykasbiBaloTcs B OnaHkax nucem u
BKMIOYAKOT: MOYTOBLIN adpec opraHusaunm (OOMNOMHUTENBHO MOXET YyKasblBaTbCA agpec
MecCTa HaxOXOEeHUs IpPUANYECKOro nuua, ecnu OH He coBnagaeT C MoYTOBbIM afpecoMm);
HoMep TenedoHa, dhakca, agpec NeKTPOHHOW NoYTbl, CEeTEBOU agpec.

B coctaB cnpaBOYHbIX AaHHbIX, 32 WCKNYEeHnem OnaHKoB [AOKYMEHTOB OpraHoB
rocydapCTBEHHOM BRacTW, OPraHoB MECTHOro CaMOynpaBfeHus, BKIYalTCA: Ko,
opraHusaummn no Obwepoccunckomy knaccudukaTopy npeanpustum n opranunsauuim (OKMO),
OCHOBHOW  rOCYOapCTBEHHbIA  PErucTpauuoHHbIn - Homep  opraHmsauum (OMPH) un
NOEHTUMPUKAUMOHHBLIN HOMEpP HanoronnaTenbLlmka/kog NpUYMHbl NOCTAHOBKM Ha HasOroBbiN
yyet (MHH/KTIM).

5.9 HanmeHoBaHMe BMAa [OOKYMeHTa yKasblBaeTCsad Ha BCeX [OOKyMeHTax, 3a
UCKIIOYEeHNeM AenoBbiX (CnyxebHblX) nucem, pacnonaraeTcs MOo4 peKkBuM3MTamuM aBTopa
AOKYMeHTa (HaMMeHOBaHMEM OpraHvM3auuu, HaMMeHOBaHMEM CTPYKTYPHOro noapasneneHus,
HaUMeHOBaHMEM AOIMKHOCTK) (CM. puc. B.6).

5.10 [JaTta goKkymeHTa COOTBETCTBYET gaTe noanucaHus (yTBepXOEeHWs) OOKyMeHTa
unu pate cobbiTns, 3aPUKCUPOBAHHOIO B OOKYMeHTe. [JOKYMEHTbl, U3gaHHble OBYMS UNK
Gonee opraHu3auusamMmn, OMKHbI UMETb OAHY (e4MHYH0) AaTy.

[ata gokymeHTa 3anucbiBaeTcs B MOCNefoBaTenbHOCTU: OeHb Mecsua, Mecsu, rog
OAHVM 13 ABYX CNOCOOOB:

apabckumu umndpamm, pasgeneHHoimmn Toukomn: 05.06.2016;

CNoBecHO-LUMdpoBbIM cnocobom, Hanpumep: 5 noHa 2016 .

5.11 PernctpaumoHHbIn HOMEpP LOKYMEHTa - umcpoBon unm BGyKBEHHO-LIMAPOBON
noeHTUUKaTop OOKYMEHTa, COCTOSLWMIA U3 NOPSIAKOBOrO HOMepa AOKYMEHTa, KOTOpbIA, MO
YCMOTPEHUIO OpraHu3auun, MOXeT AOMOMNHATbCA UMGPPOBbIMU MM BYKBEHHbIMU KOAaMWU
(nHOekcamn) B COOTBETCTBUM C MCMONb3yeMbIMU KaccudumkaTtopamn (MHOEKCOM Aena no
HOMeHKNaType Aen, KOgOM KOppecnoHAEeHTa, KOAOM AOSMKHOCTHOMO nuua u ap.).

Ha [pokymeHTe, COCTaBfeHHOM COBMECTHO [AByMS W 0Oonee opraHuMsauusimu,
NPOCTaBNATCA  PErucTpaumMoHHble HOMepa [OOKYMEHTa, MPUCBOEHHbIE KaXdouh U3
opraHuMsaumn. PernmctpaumoHHble HOMepa OoTAensAwTCs Apyr OT Apyra KOCOW 4epTon U
NpOCTaBNATCA B MOPSAKE YyKasaHWs aBTOPOB B 3aroflOBOYMHOM 4Yactu unu npeambyne
AOKYMeHTa.

5.12 Cchbinika Ha perncTpaunoHHbI HOMEP U AaTy NOCTYNMBLUEro JOKYMEHTa BKOYaeT
perncTpaunoHHbIi HOMEpP U AaTy BXOASLEro MHULMATUBHOMO LOKYMEHTA, Ha KOTOPbIN JaeTcs
oTBeT.

5.13 MecTo coctaBneHus (u3gaHusl) AOKYMEHTa yKa3blBaeTCsl BO BCEX OOKYMEHTaXx,
Kpome AenoBbiX (CnyxebHblX) nucem, a Takke AOKNaAHbIX, CAY>XeOHbIX 3anucok U Apyrnx
BHYTPEHHUX MH(POPMALNOHHO-CNPaBOYHbIX JOKYMEHTOB.

MecTo cocTaBneHusi (M3gaHus) JOKyMeHTa He yKa3blBaeTcsl B TOM criydyae, ecnuv B



HaUMeHOBaHWN OpraHMsauuu nNPUCYTCTBYET YyKasaHWe Ha MecTo ee HaxoxaeHud. Mecto
cocTaBneHus (M3gaHusl) OOKyMEHTa YKasblBaeTCA B  COOTBETCTBMM C  MPUHATbIM
agMUHUCTPaTUBHO-TEPpPUTOPUAnbHbIM AENIEHNEM.

5.14 Tpud orpaHnyeHns JocTyna K OOKYMEHTY MpPOCTaBNseTcA B NpPaBOM BepXHEM
yrny nepeBoro nucra [JOKYMeHTa (MpoekTa [AOKyMeHTa, COMNpoBOAMTESNbHOIMO MnucbMa K
AOKYMEHTY) Ha rpaHuLEe BEPXHEro Mons npu HanMyMmM B AOKYMEHTE MHdopMauumn, JoCcTyn K
KOTOPOW orpaHn4eH B COOTBETCTBUM C 3aKoHoAaTeNbCTBOM Poccurckon degepaumn.

Buabl umcnonb3yemblx B opraHuM3aumm rpudoB OrpaHUYeHust [OCTyna AOSMKHbI
COOTBETCTBOBATb 3aKoHoAaTeslbHbIM U UHbIM HOPMAaTUBHbLIM MPaBOBbLIM akTamM Poccuirckon
depgepaumm n OOMKHbI ObITb 3aKpensieHbl B OKanbHbIX HOPMAaTUBHBLIX akTax. B cocTtas rpuda
OrpaHNYeHns OOCTyna K OOKYMEHTY BXOAMT orpaHudmtensHas Hagnuck ("Ona cnyxebHoro
nonb3oBaHus", "KoHduageHumanoHo", "Kommepuyeckas TamHa" wnu gp.), Kotopas MOXeT
AOMNOJSTHATLCS HOMEPOM 3K3eMmnnsipa AOKYMeHTa U ApYrMMn CBedeHUSMU B COOTBETCTBUM C
3akoHogartenbcTtBoM Poccuinckon ®epepaumn.

Mpumep - Kommepyeckas TanHa,
Ok3. N 2

5.15 ApgpecaT wucnonb3yeTtca npu odopmrieHn genosblx (CnyxebHblix) nucem,
BHYTPEHHUX UHOPMALMOHHO-CNPABOYHbIX LJOKYMEHTOB (4OKMaAHbIX, CryXebHbIX 3anncok u
Ap.).

AgpecaTtoM [OOKyMeHTa MOXeT OblTb opraHusauusi, CTPYKTYpHOe noapasaefneHue
opraHusaumnmn, 4OSMKHOCTHOE Unn omM3ndecKkoe nuuo.

PekBnant "agpecat” npocTaBnsieTca B BEPXHEN NpaBOW 4YacTu AOKymeHTa (Ha GnaHke
C YrNOBbIM pPacrnofioOKeHUEM PEKBU3UTOB) MMM crpaBa Mo4 pekBuauTamyn OnaHka (npu
NPoLOSIbHOM  PacnonoXeHUn  pekBm3nToB OnaHka). CTpokn pekBusmta “"agpecat”
BblpaBHUBAKOTCA MO IEBOMY Kpato Ui LEHTPYOTCA OTHOCUTENBHO CaMO ANMMHHOW CTPOKM.

Mpn apgpecoBaHMM [OOKYMEHTa pPYKOBOAMTEMK  (3aMeCTUTEen0  pyKoOBOAMTENS)
opraHuM3aumMn ykasblBatoTCsl B AaTeNbHOM Magexe HauMeHOBaHWe OOMMKHOCTU pyKoBOAUTENS
(3amecTuTena pykoBoguTeEns), BKNOYaKOLLlEe HaMMeHOBaHWE opraHusaumm, u damunus,
WMHULUManbl JOSMKHOCTHOrO nuua.

Mpumep -

PykoBomureno demepallbHOT'O apxXMBHOTO areHTCTBAa
Pammnama MN.O.

I'Ipm agpecoBaHnn nMCbMa B OpraHn3auunio ykasbiBaeTcd ee rnosfiHoe uin cokpalleHHoe
HanMeHoBaHne B MMEHUTEJIbHOM Naexe.

Mpumepsbl
1 denmepasibHOE apxXMBHOE aIT'€HTCTBO
2 Pocapxus

Mpwn agpecoBaHUM [OOKYMEHTA B CTPYKTYpHOE MoApasfeneHne opraHusauum B
pekBu3uTe "agpecat" ykasbiBaeTCcs B MMEHUTENbHOM MageXe HaMMeHOBaHWe opraHu3auuu,
HWXe- HaMMEeHOBaHWE CTPYKTYPHOro noapasaerneHusi.

Mpumep -

PemepalibHOE ApPXMBHOE ATEHTCTBO



OTnes1 ToCcyIapCTBEHHOMU
CITyX0OBl, KaIPOB M HaTrpan

Mpw agpecoBaHUM NUCbMa PYKOBOAUTENIO CTPYKTYPHOrO NoApasfaeneHnst ykasbliBaeTcs
B WMEHUTENbHOM Majexe HauMMeHOBaHWe opraHu3auun, HWXKe - B AaTenbHOM nagexe
HaMMeHoBaHMe [OOIMKHOCTU PYKOBOAMTENS, BKIlOYaloLWee HaMMeHOBaHWe CTPYKTYPHOro
noapasgeneHust, @amunuio, MHMLUMarnbl.

Mpumep -
AO "Illpoduip"

PykoBomuTesiio JOTOBOPHO-
IpaBOBOT'O OTHeJsa
damvmsima 1.0.

Mepen dammnuen JOMKHOCTHOrO NMua AonyckaeTcs ynotpebnaTtb cokpalleHue "r-Hy"
(rocnoguHy), ecnu agpecat My>X4uHa, unn "r-xe" (rocnoxe), ecnu agpecar XXeHLuHa.

Mpumepsbl
1 r-ny ®ammaus M.O.
2 T-xe Gamuausa M.O.

Mpy paccbinke OOKYMEHTa rpynne opraHusauuii ooHOro Tuna WnM B CTPYKTYPHble
noapasaeneHns ofHoW opraHM3auun, agpecar ykasbiBaeTcs 0606LLEeHHO.

Mpumepsbl

1 PyKOBOIOMTEJIAM IOUEPHUX
obwecTe AO "lpodunp"

2 PyxOoBOIMTeNAM yNpaBJICHUM
Pocapxuea

Mpn paccbinke OOKYMEHTa He BCeM  OpraHuM3aumsim  UnuM  CTPYKTYPHbIM
nogpasgeneHmsm nog peksnantom "Agpecat” B ckobkax ykasbiBaeTcs: "(no cnmcky)".

Mpumep -
PykoBomuresiaM OOYEPHMUX
obuwecTts AO "IlIpodpwmip"
(mo cnmcky)

B ogHoM [oKymeHTe He OO/mMKHO ObiTb Bonee yeTblipex agpecatoB. Cnoso "Konus"
nepen BTOPbIM, TPEeTbUM, 4YETBEPTbIM agpecatamum He ykasbiBaeTcs. [lpu 6Gonbliem
KOnnyecTBe agpecaTtoB COCTaBMAETCS CNMCOK (SIMCT, yKkasaTenb) paccbifikn OOKYMEHTa, Ha
KaXKOOM OOKYMEHTE yKa3blBaeTCsa 04MH agpecar unu agpecat ogopmnseTtcsa 0606LweHHo.

B coctaB pekBum3anta "Agpecat” MOXET BXOOUTb MNOYTOBLIM agpec. ONEMEHTHI
NOYTOBOrO agpeca YyKasblBalOTCA B MNocnegoBaTenibHOCTU, YyCTaHoBNeHHon [lpasunamu
oKa3aHus ycrnyr MO4YTOBOM CBS3W, YTBEPXAEHHbIMM npukazoMm MuHUCTEpCcTBa CBA3N U
MaccoBbIX KOMMYHUKauun Poccuinckon ®egepaumm ot 31 niona 2014 r. N 234.

Mpumep -
BcepoccuUMCKkuUy Hay4dHO-—
VCCJIeOOBATEJIbCKUM MHCTUTYT
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IOOKYMEHTOBEOEeHVS ¥ apxXMBHOTO Ieja
podcowsHas yn., n. 82,
Mockea, 117393

lMoyToOBLIN agpec MOXET He yKasblBaTbCsA B AOKYMEHTaX, HanpaBfsieMblX B BbiCLUME
opraHbl BfacTW, BblWECToAWME OpraHu3aunn, noaBeAOMCTBEHHbIE OpraHuMsauum W
NOCTOSIHHbIM ~ KOppecrnoHAeHTaM (32 WUCKMYEeHMEM HarnpasfeHus nuceM  yKasaHHbIM
agpecaTtaM B KOHBEpPTaXxX C NPO3payHbIMU OKHaMM).

Mpn agpecoBaHnn JOKYMeHTa OM3MYECKOMY NULY yKasbiBalOTCA: haMunmsa nHnyunanel,
NnoYTOBbLIN agpec.

Mpumep -

dammaima M.O.

CagoBasg yima., nm. 5, xB. 12,

T. Jlobepur, MockorBckas obmn., 301264

Mpn oTnpaBke nNMCbMa MO 3NEKTPOHHOW MNOYTE UMM MO dpakCUMUITbHOM CBs3n (6e3
AOCbIfIKA NO MoYTE) MOYTOBLIN agpec He ykasbiBaeTcs. [1pyn HeobxoaMMOCTU MOXeT ObITb
yKa3aH 3feKTPOHHbIN agpec (Homep TenedoHa/dakca).

Mpumep -
BcepocCuMCKMUM Hay4dHO—
MCCJIENOBATEJNILCKUMY MHCTUTYT
OOKYMEHTOBENEHMs M APXMBHOTO Heja
mail@vniidad.ru

5.16 pud yTBEPXKOEHMS NPOCTABNSAETCS Ha LOKYMEHTE B Crydae ero yTBepXaeHus
AOJDKHOCTHLIM  NMLIOM, pacnopsauTenbHbIM - LOKYMEHTOM (NOCTAHOBMNEHUEM, PELUEHUEM,
NPUKa3oM, pacnopsi>KeHUEM) NN peLleHneM KonmermansHOro opraHa.

Mpnd yTBEPXKAEHUA pa3MeLLLaeTCsl B NPaBOM BEPXHEM YrIy NEPBOro fiMcTa JOKYMEHTA.
CTpoku pekBm3nTa BbipaBHUBAKOTCA MO FIEBOMY Kpar UMW LIEHTPYKOTCA OTHOCUTENBHO Camoun
ONTMHHOW CTPOKMW.

Mpn yTBEPXXAEHUN OOKYMEHTA OOSHKHOCTHLIM NNMLOM FpUd yTBEPXKAEHUA COCTOUT U3
cnoea YTBEPXOAKD, HavmeHOBaHMA [OOMMKHOCTM Nvua, YTBEPXKOAKOLWEro AOKYMEHT, ero
nognucn, UHULManoBs, hamunumn n gatbl yTBEPXKAEHNS.

Mpumep -
YTBEPXIIAN
PykoBomuresic dermepalibHOI'O
APXMBHOT'O ar'€HTCTBAa
INognmuce MN.O0. dammnamsa
IHaTa

Mpn yTBEPXOEHMM OOKYMEHTa pacnopaguTernbHbIM JOKYMEHTOM rpud yTBepXaeHUs
coctouT wn3 cnoBa YTBepxaeH (YTBepxaeHa, YTBepXOeHbl unn  YTBEPXAeHO),
COrnacoBaHHOrO C HauMMeHOBaHVEM BuAa YTBEPXOaemMoro [OOKYMeHTa, HauMeHOBaHus
pacnopsanTenbHOro AOKyMeHTa B TBOPUTENBHOM nagexe, ero gatbl, HOMepa.

Mpumepsb -

1 (PersaMeHT) YTBEepXIOeH
npmxkasom AO "Illpodowunp"



or 5 amnpens 2015 r. N 82

2 (IlpaBuia) YTBepXIeHH
npmkasom AO "Illpodowunp"
oT 6 amnpesag 2015 r. N 83

Mpn yTBEpPXOEHMM [OKYMEHTa KomnfervanbHblM OpraHoM, peLleHust KOTOpOro
bUKCUPYIOTCS B NPOTOKOME, B rpude yTBEPXKAEHUS yKa3blBaeTCs, HaMMeHOBaHMWEe OpraHa,
peLleHneM KOTOPOro yTBEPXKAEH JOKYMEHT, JaTa 1 HOMep npoTokona (B ckobkax).

Mpumep -
(IloJytoxeHMe)
YTBEPXISHO
CoBeToM mmpexkTopor AO "lpodunp"
(mpoTokos or 12.12.2015 N 12)

5.17 3aronoBoK K TEKCTy - KpaTKoe coAepXaHwe AOKyMeHTa. 3arofioBOK K TEKCTY
dopmynupyeTtcs ¢ npeanorom "O" ("O6") n otBeyaeT Ha Bornpoc "o 4em?"):

- NpukKas (0 4eM?) 0 co3gaHum aTTeCTaUMOHHON KOMUCCUM;

- Npukas (0 4em?) 06 yTBepXXaeHUN LTaTHOro pacnncaHus;

- MINCbMO (0 YeM?) O NpeaocTaBneHNN NHoOPMaLN.

3aronoBoK K TEKCTy OodopMmnsieTcss nog peksuautamm OnaHka crnesa, OT rpaHuubl
nesoro nons. B ykasax, NOCTaAHOBMEHWSX, pelleHusiX, Npukasax, usgaBaembiX opraHamu
BNAacTW, 3arofloBOK K TEKCTY MOXET 0pOpMASATbLCA Hag TEKCTOM nocepenuHe pabodero nons
AOKYMEHTa U LeHTpPUpyeTcs OTHOCUTESTbHO CaMOM ANMMHHOM CTPOKMU.

3aronoBOK K TEKCTY MOXET He COCTaBNATLCS, €CNU TEKCT AOKYMEHTa He npesblaeT 4
- 5 CTpoK.

5.18 TekcT [OOKyMeHTa COCTaBnAeTCs Ha rocygapCTBEHHOM £3blke Poccuickon
degepaumm MnNn rocyaapcTBEHHOM 43blke (A3blkax) pecnybnuk B coctaBe Poccunckon
degepaumm B COOTBETCTBMM C 3aKOHOOATeNbCTBOM pecnybrnvke coctaBe Poccunckon
depepauymn.

B TekcTe AokymeHTa, NnoaroTOBNEHHOM Ha OCHOBaHMM 3aKOHOAATENbHbIX WUIAN WUHbIX
HOPMATUBHbLIX MPABOBbIX aKTOB, pPaHee W3OaHHbIX pacnopsaauTenbHbIX [LOKYMEHTOB,
YKa3bIBalOTCA NX PEKBU3UTDI:

- HAMMEHOBaHMe OOKYMEHTa, HAaMMEHOBaHWe opraHvM3auum - aBTopa AOKYMEHTa, AaTta
AOKYMEHTa, pPermcTpauuoHHbIi HOMep LOKYMEHTa, 3arofioBOK K TEKCTY MW HauMeHoBaHue
BMAa OOKYMEHTa;

- HaMMeHOBaHWe opraHusaumm Wnn AOSMKHOCTHOMO Nuua, YTBEPAMBLUErNO OOKYMEHT,
AaTy yTBEpPXKOAEeHUS JOKYMEHTa.

TeKkCT OOKyMeHTa MOXeT copepxaTb pasgenbl, nogpasgenbl, NyHKTbl, NOAMNYHKTHI,
Hymepyemble apabckummn umdpamu. YpoBHen pybpukaumm TekcTta He AOMMKHO ObiTb Gonee
YyeTblpex.

B npukaszax TekcT wu3naraetca OT NepBOro nuvua eAWHCTBEHHOro 4ucna
("npukasbiBato").

B pokymeHTax konnernanbHbIX W COBeLLATesNbHbIX OPraHoB TEKCT uanaraeTtcs oT
TpeTbero nuua eauHCTBEHHOro Yncna ("konnerus ... noctaHosnseT", "cobpaHue ... pewmno").

TekcT NpoToKONa nanaraeTcs OT TPeTbero nuua MHOXeCcTBeHHoro Yucna ("cnywanu",
"BbIiCTynunn", "noctaHosunun", "pewwmnum").

B OokymeHTax, ycTaHaBnuBawLWMx npaBa W 0053aHHOCTM oOpraHu3auum, Wux
CTPYKTYPHbIX nogpasfeneHnn (rnonoxeHue, UHCTPYKUUS), a Takke codepXxalux onucaHue
cuUTyauun, aHanua akToB Unu BbIBOAbLI (aKT, Cnpaska), Ucnosnb3yeTcsa oopmMa U3NOXeHUs



TekcTa OT TpeTbero nuua eguHCTBEHHOrO0 WM MHOXecTBeHHoro 4ucna  ("otgen
ocyuwiectendeT QyHkuuun...", "B cocTaB ynpasneHus BxogAaT...", "Komuccua nposena
npoBepky...").

B COBMECTHbIX OOKYMEHTax TEeKCT u3naraeTcs OT NepBOro fvua MHOXECTBEHHOro
Jyucna ("npukassiBaem", "pewmnn”).

B nenoBbix (Crny»kebHbIX) NMCbMax NCNOMb3YTCSA OPMbI U3TTOXKEHNS:

- OT NepBOro fmua MHOXeCTBEeHHOoro Yucna ("npocum HanpaesuTb...", "npeacraBnsem Ha
paccMoTpeHue ...");

- OT TpeTbero nuua eauHCTBEHHOro u4ucra ("MMHUCTEPCTBO He Bo3paxaer...",
"o0LEeCcTBO cUMTaeT BO3MOXKHbIM...");

- OT NepBOro nvua eauMHCTBEHHOro 4ucna ("cumtaro HeobxogumbiMm...", "npegnarato
paccMoOTpeTb..."), eCnn NCbMO 0POPMIIEHO Ha LOMKHOCTHOM BnaHke.

B Tekctax OOKYMEHTOB ynoTpebnsawTcs TONbKo oblwenpuHaTble abbpeBuaTtypbl U
rpacomnyeckme CokpalleHus.

Mpn ynoTpebneHuun B TekcTe haMunmim nuy, MHMUMansl ykasblBaroTca nocre amunmn.

B nenoBbix (CrnykebHbiX) NMCbMax MOryT UCNOSb30BaTbCS:

- BCTynuTenbHoe obpalleHue:

YBaxaembin rocnoaunH MNpeacepartens!

YBaxaembinn rocnoguH N'ydepHatop!

YBaxaembin rocnoauH lNpoxopos!

YBaxaemas rocrnoxa 3axaposa!

YBaxaembinn Hukonan NMetposuny!

YBaxaemas Onbra HukonaesHa!

YBaxaemsble rocnogal

B obpalweHun no [OMmKHOCTM HauUMEHOBaHWE AOSMKHOCTU MULLETCA C MNPOMUCHOWN
OykBbl, B 0OpaLeHnn no hammnumn nHMunansl Nuua He ykasblBaroTCS.

- 3aKnYnTenbHas 3aTUKeTHasa pasa:

C yBaxeHuewm, ...

519 OTmeTka O nNPUNOXEHUN COAEPXUT CBedeHUs O [OOKYMeHTe (OOKyMeHTax),
npunaraemMomM K OCHOBHOMY AOKYMEHTY (B CONPOBOAUTESbHbLIX NMUCbMax, NPeTEeH3nsX, akTax,
crnpaBkax M Opyrnx MHMOPMaLMOHHO-CNPAaBOYHbIX AOKYMEHTax) UM O TOM, YTO AOKYMEHT
ABNAETCA MNPUMNOXKEHNEM K OCHOBHOMY [AOKYMEHTY (B AOKYMEHTaxX - MNPUIIOXEHUAX K
pacrnopsauTesibHbIM  JOKYMEHTaM, MOMOXEeHUAM, npasuiaM, WHCTPYKUMAM, LOroBopaw,
nnaHam, ot4eTam n ap. JOKyMEHTaMm).

B conpoBoauTenbHbIX NUCbMax U Apyrnx MHEAPOPMAaLMOHHO-CNPAaBOYHbIX OOKYMEHTaxX
OTMETKa O MPUMIOXKEHUN OPOPMASETCH No TEKCTOM OT rpaHuLbl 1eBOro Momns CrneayroLum
obpasom:

- ecnv NpUIoXeHne Ha3BaHO B TEKCTE:

MpunoxeHwue: Ha 2 1n. B 1 3K3.

- ecnu npuroXeHnwe He Has3BaHO B TEKCTe WM eCcnu NPUMOoXeHUN HECKOSIbKO,
yKasbIBalOT Ha3BaHNSA JOKYMEHTOB-MPUIOXEHWIA, KONTIMYECTBO JIMCTOB U SK3EMMIISAPOB KaXKAoro
NPUNOXEHUS:

MpunoxeHwne: 1. NonoxeHne 06 YnpaeneHnn permoHanbHOro KpeamToBaHna Ha S n. B
1 aka.

2. CnpaBka O KagpoBOM coCTaBe YnpaBfeHuss  pernoHanbHOro
KpeanToBaHus Ha 2 n. B 1 9K3.

- ecnv NpUIoXeHune (NpUNoXxeHust) cOpoLLOPOBAHbI:

MpunoxeHwne:

otyeT 0 HUP B 2 3k3.

- eCnu  OOKYMEHT, SABMSWUACA  MNPUNOXEHWEM, WUMeeT  MNPUIIOXEHUs C



CaMOCTOATENbHON HYMepaLumen CTpaHuL:

MpunoxeHwue:

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

- ecnu npunoxeHunem  aBnsetTca  060COOMEHHbLIN  3NEKTPOHHbIM  HOCUTENb
(komnakT-guck, usb-coneLu-HakonuTenb 1 ap.):

MpunoxeHwne: CD B 1 3k3.

Mpn aTOM Ha BKnagblwe (KOHBEpPTE), B KOTOPbLIA NOMELLAeTCsl HOCUTENb, YKa3blBatOTCH
HaMMeHOBaHWS JOKYMEHTOB, 3aNnCaHHbIX HA HOCUTESb, UMeHa (hansnos.

B pacnopsgutenbHblx OOKYMeHTaxX (MOCTaHOBMEHUAX, peLlleHusax, npukasax,
pacnopsKeHNsax), OOroBopax, NOSNIOXEHUAX, NpaBunax, WUHCTPYKUMAX U APYrnX AOKYMeHTax
OTMeTKa O NPUMoXeHUn opopmMnseTcs cnegyrowmm obpasom:

- B TEKCTe AOKYMeHTa Mnpuv NepBoM YNOMWHAHUN OOKYMEHTa-NpUNoXeHns B CKoBkax
yKasblBaeTca: ...(MpuroxeHue) wunu... (npunoxeHwe 1); nepeg HOMEPOM MNPUNOXKEHUA
AOonycKaeTcs CTaBuUTb 3HaK HoMmepa:.... (NnpunoxeHune N 2);

- Ha NepBOM NNCTE AOKYMEHTA-NMPUSIOXKEHUS B NPAaBOM BEPXHEM YrI1y YKa3blBaeTCs:

MpunoxeHne N 2

K npukasy AO "lMpocuns"

oT 15.08.2015 N 112.

CTpokn pekBuM3UTa BbIpaBHMBAKTCA MO JfIeBOMY Kpaw WNU  LEHTPUPYHTCA
OTHOCUTESIbHO CaMOW ASIMHHOW CTPOKM.

Ecnn npunoxeHnem K pacnopsaguvtensHOMY OOKYMEHTY 4BNAeTCs HOpMaTUBHbLIN
NpaBOBOW aKT WM  WHOW [OOKYMEHT, yTBepXZaeMbll [OaHHbIM  pacnopsanTenbHbIM
AOKYMEHTOM, Ha MEepBOM IUCTE NPUMOXEHUA NPOCTaBnAeTcs OoTMeTKa O npunoxeHun (6es
CCbIfIKM Ha pacrnopsauTeribHbI AOKYMEHT) U rpudd yTBEPXKOEHUSA, B KOTOPOM YKa3blBaKOTCS
AaHHble pacnopsanTesibHOro JOKYMEHTa, KOTOPbIM YTBEPXAEH JOKYMEHT-NPUITOXKEHNE.

Mpumep -
[Ipunoxenue 1
YTBEPXIEHO
[IpUKa30M

AO "IlIpodmip"

or 18.05.2015 N 67

5.20 Npud cornacoBaHns JOKYMEHTa NPOCTaBISAETCA HAa LJOKYMEHTaX, COrfnacoBaHHbIX
opraHamu BRnacTu, oOpraHmsauusiMn, OOJSDKHOCTHbIMM nuuamun. [pud cornacoBaHus B
3aBUCMMOCTM OT BMAA AOKYMEHTa 1 0COBEHHOCTEN ero 0hOpPMIIEHUA MOXET NPOCTaBNATHCS:

- Ha nMepBOM nNUCTe [AOKyMeHTa (ecnu [JOKYMEHT WMeeT TUTYNbHbIA JIUCT, -
HETUTYNbHOM FNCTE) B NIEBOM BEPXHEM YrIly Ha ypoBHE rpudpa yTBepXOAeHUs unn nop
HanMeHOBaHWEM AOKYMEHTa B6ivKe K HXKHEMY Nosio);

- Ha nocnegHeM nuUcTe JOKYMeHTa NOATEKCTOM;

- Ha NICTe cornacoBaHus, SBMSOWEMCS HEOTbEMIIEMON YaCcTbio JOKYMEHTA.

Mpnd cornacoBaHus coctouT 3 criosa COIMTIACOBAHO, gomkHOCTM nuua, KOTOpbIM
cornacoBaH [OOKYMEHT (BKMOYad HauWMeHOBaHWe opraHu3aumm), ero cobCTBEHHOPYYHOM
nognucu, NHUUManoB, hamunuun, atbl COrnacoBaHnS.

Mpumep -

COTJIACOBAHO

InpexTop BHUUIAL
(mognucob) M.O0. damMmamug
HarTa



Ecnn cornacoBaHve OCYyLECTBNSETCS  KoOmnervanbHblM — opraHom, B rpude
cornacoBaHus ykasblBaloT cBefleHMs1 06 opraHe, corfacoBaBLleM JOKYMEHT, JaTe U HoMmepe
npoTokona, B KOTOPOM 3adoMKCMpOBaHO pelleHne o cornacoeBaHun. Ecnu cornacoeaHue
OCYLLECTBIAETCA NMMCbMOM, YKasblBaloT BUA AOKYMEHTa, opraHu3auuio - aBTopa OOKYMEHTa,
AaTy U HoMep nucbMa.

Mpumepsbl

1 COIJIACOBAHO

CoBeTOM IMPEKTOPOB

AO "lpodunp"

(mpoToKOJI OT N )

2 COTJIACOBAHO
nMcbMOM Pocapxmea
oT N

5.21 Busa cBuageTenbCTBYeT O COrfacumM WM Hecornacum [LOSMKHOCTHOroO nuua
(paboTHUKa) C copepXxaHMeM npoekTa [AoKyMeHTa. Buson odopmnaeTcss BHYTpeHHee
cornacoBaHue [JOKyMeHTa. Busa BKkMYaeT AOMKHOCTb Nuua, BU3MPYIOLWEro LOOKYMEHT,
nognuck, pacwmngpoBKy nognucu (MH1uunanel, oamunuio) u gaTy BU3UPOBaAHUA.

Mpumep -

PykKoBOIMTEJb OPUINYUECKOTO OTIeja
Monnuce M.O. damunmsa

ITaTa

Mpy HanMuuu 3amevaHnin "goKyMeHTY B3y 0hopMAAT cregyowmm obpasom:

Mpumep -

3aMeduaHrsa NpuilaranTcsH.
PyKOBOIMUTEJIL OPUIONYUECKOTO OTIOesla
[Mognmuce M.O0. dammnmuga

ITaTa

B opraHuMsaumsax, npuMMEHSIWMX CUCTEMbl 3NIEKTPOHHOrO  AOKYyMEHTOO6OopOTa,
corriacoBaHMe MOXEeT NMPOBOANTLCS B 3NIEKTPOHHOM hopme, cornacHo FOCT P CO 15489-1.

B nokymeHTax, NOANMHHMKM KOTOPbIX XPaHATCS B OpraHn3aumm, Bu3bl NPOCTaBNSAOT Ha
rnocrnegHeM nucTe OOKyMeHTa nog nognucbio, Ha obopoTe nocregHero nuvcrta NoafvHHMKA
AOKYMEHTa UK Ha NMcTe cornacoBaHns (BU3MPOBaHUS), NpunaraeMoM "AOKYMEHTY.

B wucxopawmx OOKymMeHTax Bu3bl MPOCTaBMSAKTCA Ha 9K3eMnnsipax [OKYMEHTOB,
nomMeLLaembix B 4eno.

Mo yCMOTpeHu opraHmsaumm MOXeT MPUMEHSTLCA MNOMIMCTHOE BU3UPOBaHUE
AOKYMEHTa U ero NpumoXeHuin.

5.22 Tlognucb BKMNOYaeT: HaMMEeHOBaHWE [AOSMKHOCTM nuua, noAnucbiBalroLero
AOKYMEHT, ero CoOGCTBEHHOPYYHYIO NOAMNUCH, paclumMdpoBKy nognucu (MHuumansl, daMmmnus).

Mpumep -

I'eHepasibHE OUPEKTOP [lognuce n.o0. dammnmsa

Ecnn OOKYMEHT Od)OpMﬂeH He Ha 6naHke, B HAMMEHOBaHME AOJMKHOCTU BKIOYaeTCH



HaMMeHoBaHMe opraHu3aumu. [donyckaeTcsi LEeHTpoBaTb HaMMeHOBaHWe OOIMKHOCTU nvua,
noAnucaBLLEero AOKYMEHT, OTHOCUTENbHO camMoW ANMMHHONM CTPOKMW.

Mpumep -
T'eHepasIbHBM IOUPEKTOP
AO "IlIpodwuiup" Homnmcse n.0. dammnmsga

Mpu ocdopmneHnn aokymeHTa Ha bnaHke OOMKHOCTHOMO fvua OOMKHOCTb 3TOro nvua
B NOAMUCKU He yKa3blBaeTCs.

Mpumep - Nognuce N.0. Pamununa
Mpn nognucaHuM OOKYMEHTa HECKOSNbKMMU OOSHKHOCTHLIMWU fLaMu, 3aHUMaroLWmnMm

pa3Hoe MornoXeHue, UX NnoanucKu pacronararnTcs ogHa NoA APYrov B NocrnefnoBaTenbHOCTY,
COOTBETCTBYIOLLEN NepapXun 3aHMMaEMbIX JOIKHOCTEN.

Mpumep -
IVpexkTop MHCTUTYTAa [Mognmce n.o. dammnma
T'yaBHEIM OyxXTajiTep [Tognmce n.0. dammnmsa

I'Ipm nognncaHnMm OOKyMeHTa HEeCKOJIbKMMU NnuaMin paBHbIX OOIMKHOCTEN MUX noanucu
pacnonarakoTc4d Ha O4HOM ypOBHeE.

Mpumep -

3aMecTuUTesIb OUMPEeKTOpa IO

OMHAHCOBBIM BOIPOCaM [Mopnmce n.o. dammnma
3aMecTUTesIb OUMPEeKTOpa IO

aIMMHMCTPATVBHEIM BOIPOCAaM [Mopnmce n.o. dammnma

B OOKYMEHTaXx, COCTaBJI€HHbIX KoMuccuen, B noanucu yKa3blBaeTCA CTaTyC Jivua B
COCTaBe KOMMCCUMN.

Mpumep -

[lpencenaTesib KOMUCCUM [loonmce n.0. dammnma

YJIEHBEl KOMMCCUU [Toonuce n.0. dammnamsa
[Nonnmuce n.0. dammnamsa
[Nonnmuce n.0. dammnamsa

Mpn nognucaHun AOKYMEHTa fMLUOM, MCMNOSHAKWMM 0053aHHOCTU pyKoBOAUTENS,
nognucb OMOPMISEeTCA C YyKasaHMem craTtyca [AOJDKHOCTHOro nuvua B COOTBETCTBUU C
npuKasom (pacrnopskeHnem).

Mpumep -

N.0. TeHepaJIbHOT'O IMPEeKTopa [lognmuce n.0. dammima
VJIN &

VcnonHgommy OOSA3aHHOCTU

TeHepaJIbHOT'O IOMpeKTopa [Toonmce n.0. dammnmsa

I'IpM nognmncaHnMmM AOKymMeHTa JIMuom, MMerLLnM npaBo noanncu B criyd4ae BpeMeHHOro
OTCYTCTBUA pPYKOBOOAUTENA, WUCMNpaBlieHnA B HanMMeHOBaHUE [OOJDKHOCTU U pacuw«prBKy
cbamvmmm yXe noAaroToBJiEHHOINo U cornacoBaHHOro npoekta AOKyMeHTa BHOCATCA OT PYKU



UIIM C UCMONb30BaHMEM COOTBETCTBYIOLMX WTAMNOB. He JonyckaeTcsl CTaBUTb KOCYHO YepTy,
Hagnuce "sa" nepes HaMMeHOBaHWEM [OSMDKHOCTM fiMua B NOAMWUCK, €Cnu  OOKYMEHT
NoAnuUCLIBaeT MHOE OOSMKHOCTHOE NNLLO.

5.23 Otmetka 06 9NEKTPOHHOW MNOAMUCK  UCNONb3yeTca Npu  BU3yanu3aumm
9NEKTPOHHOIO  AOKYMEHTA,NOAMMCAHHOIO  3MEKTPOHHOW  noanucbto, C  cobniogeHnem
cnegyowmnx TpeboBaHui:

a) MecTo pasmeLleHnss OTMETKN 06 3NEKTPOHHOW MOAMUCU OOSMKHbI COOTBETCTBOBATb
MECTY pasMeLLeHna cobCcTBEHHOPYYHOW MOAMUCK B aHarorm4yHOM AOKYMEHTE Ha OyMakHOM
HocuTene,

0) anemMeHTbl OTMETKM 00 3NEeKTPOHHOM MOoANUCU AOSMKHbl OblTb BMAUMBIMU W
YynTaembIMun Npy oToBpaxeHn AOKYMEHTa B HaTypanbHOM pa3Mepe;

B) 3NIEMEHTbl OTMETKM 00 3MEKTPOHHOW MNOAMNUCU He AOSMKHblI MEpPeKpbiBaTbCA Wn
HaknaablBaTbCs ApPYr Ha Apyra;

) 3NEMEHTbl OTMETKN 06 3NEeKTPOHHOM NOAMNUCK HE OOIKHbI NEPEKpPbIBaTb 3NIEMEHTHI
TeKcTa JOKYMEHTa U Apyrne oTMeTKN 06 9NeKTPOHHOW NognucK (Mpy Hanuymm).

OtmeTka 006 OnEeKTpOHHOW NoAnNMCM B COOTBETCTBMM C  3aKOHO4ATENbCTBOM
Poccunckon ®epepauumn BrnovaeT dpasdy "[JOKyMeHT nognucaH 3MeKTPOHHOW Moanuchbio”,
HOMep cepTuduKaTa Knrya 3MNeKTPOHHOW noanucn, damMunuio, UMd, OoTY4eCTBO Bnagenbua
ceptudukaTa, CpoK OENCTBUA cepTudmKkata Knrya anekTpoHHoum nognucu. OTmeTka o6
3MEKTPOHHOW MOAMUCU MOXET BKM4YaTb un3obpaxeHne repba, ambnembl opraHa BnacTtu
(opraHmnsaumm), ToBapHOro 3Haka (3Haka obCcnyxmBaHWs) opraHMsauum B COOTBETCTBMM C
AENCTBYIOLLNM 3aKOHOAATENTbCTBOM.

Mpumep -
Smbne- ACKYMEHT NMOanucaH
Ma BNEKTPOHHOW NOANMCHID
HaumeHopaHuwe opfaHa
RMNacTH H.H. H4ikonaee
AOITHHOCTH Ceprwibuxar 1a111aaab00000000011
Brageney Huwonase Hukonad Hukonaeswq
NedcteureneH ¢ 01.12.2012 no 01.12.2017

5.24 leyaTb 3aBepsieT NOAMMHHOCTb NOAMUCUA LOOSMKHOCTHOMO fnuua Ha OOKYMEHTaXx,
yOOCTOBEPSAWNX nNpaBa nud, QUKCUMpyWnX d¢akTbl, CBA3aHHble C (PUHAHCOBbLIMU
cCpeAcTBaMK, a TaKkKe Ha MHbIX OOKYMEHTax, npedycMaTpyBaloLMX 3aBepeHue nognucu
nevyaTblo B COOTBETCTBUM C 3aKOHOOaTeNnbCTBOM Poccuiickon ®egepauuu.

[lokyMeHTbI 3aBepsl0T NevyaTbio opraHmMsaumn. lNeyaTb NpocTaBnseTcH, He 3axBaTbiBast
coBCTBEHHOPYYHOM MOANUCK Nvua, NognucasLllero JOKYMEHT, unv B mecTte, 0603Ha4YeHHOM
"MIT" ("MecTo neyaTtun").

5.25 OtmeTKka 06 ucnonHuTene BKMYaeT amMunmio, UMsS U OTYECTBO UCMOMHUTENS,
Homep ero TenedoHa. OTMeTka 00 MCNONMHUTENE MOXET AOMONHATLCA HaMMEHOBaHMEM
AOJDKHOCTU, CTPYKTYPHOIrO NogpasaeneHuns U 9NeKTPOHHbIM aapecoM UCMONHUTENS.

OTtmeTka 06 ucnonHutene odopMnsAeTca Ha NUUEBOW CTOPOHE MOCnefHero nucrta
AOKYMEHTa OT rpaHuupbl SIEBOro Nonsd unu, npu oTCyTCTBMM MecCTa, - Ha 06OPOTHOM CTOPOHE
BHM3y cnesa. Hanpumep: 3abenuH MBaH AHgpeeBud, KOHTponbHOE ynpasneHue, BeayLimn
cneunanuct, +7(495) 924-45-67, Zabelin@gov.ru

OtmeTka 06 wucnonHuTene MoxeT OQOPMAATLCA KaK HWKHUA  KONMOHTUTYN U
neyaTaTbCs LWPUHPTOM MEHbLLEro pasmepa.

5.26 OTmeTKa 0 3aBepeHun Konum odpopMIisieTcsa Ons NoaTBEPXOAEHUS COOTBETCTBUSA



Konun AoKyMeHTa (BbIMUCKN U3 LOKYMEHTa) NOANUHHUKY OOoKyMeHTa. OTMeTKa O 3aBepeHuun
KOnuu npocTaBnseTcsa noA peksusntoMm "nognuck” u  BKMA4YaeT: crnoBo  "BepHo";
HavMeHOBaHVe [OOIPKHOCTU Nuua, 3aBepuBLLEro KOMWUio; ero cobCTBEHHOPYYHYK MNOAMNUCH;
pacwmngpoBKy Moanucn (MHUUMansl, amunuio); gaty 3aBepeHus Konuwm (BbIMUCKU U3
AOKYMeHTa).

Mpumep -

Bepuo

VHCeKTOp CJyXOBE KaIpOoB lomnmce n.o. dammnma
ITaTa

Ecnn konua Bblgaetcsa ans npeactaBneHnd B APYryld opraHuMsaumio, oTMeTka o
3aBEPEHNN KOMUK LOMOSTHAETCA HAANMUCbI0 O MECTe XpaHeHUs AOKYMEHTa, C KOToporo Obina
narotosneHa konus ("MNognMHHUK AOKYMEHTa HaxoauTcs B (HAMMEHOBaHME OpraHusauun) B
perne N... 3a ... rog") n 3aaBepseTcs neyaTbio OpraHn3aumn.

[ns npocTaBneHnst OTMETKM O 3aBEPEHNN KOMNN MOXET UCMONb30BaTLCS LUTaMn.

5.27 OTmeTka O NOCTYNNEHUN AOKYMEHTa CNYXWT ANs NOATBEpXAeHua dakta
NOCTYNNEHNs OOKyMEHTa B OpraHu3auuilo U BKOYaAEeT [aTy MNOCTYMNNEeHUS U BXOASALLNNA
pPErncTpaunoHHbIi HOMep AoKyMeHTa. [pn Heob6xoaAMMOCTM OTMETKa O MOCTYMNEHUUM MOXET
AOMNOJSTHATLCS yKa3aHMEM BPEMEHW MOCTYMNMEHMs B Yacax M MUHyTax u cnocoba OOCTaBKM
AOKYMeEHTa).

OTmeTKa 0 NOCTYNNEHUM AOKYMEHTA MOXET NPOCTaBMAATLCA C NOMOLLBIO WTamna.

5.28 Pe3soniouMsi coaoepXuT YyKasaHue Mo WCMOSIHEHUIO [OOKyMeHTa. Pesonouus
ogopmnisieTca Ha cBob6ogHOM mecTe pabodero nonsa AoKyMeHTa, Ha 6naHke pesontouun unm
BHOCUTCH HEMOCPEACTBEHHO B CUCTEMY 3NIEKTPOHHOIO AOKYyMeHTOobopoTa.

Pesontouua BkAw4vaeT: QaMunuio, UHUMUMAnNbl  UCNOMHUTENST  (MCMONHUTENEN),
nopyvyeHve no AOKYMEHTY, Mpu HeobXoouMMOCTU - CpPOK WCMOSIHEHWs, MNoAnuUCb nvua,
BbIHECLLUErO pe30ounio, AaTy pe3osnioumm.

Mpumep -

dammima 1. O.

[lpowy HOAOTOTOBMTH HnpemjoxeHus k 10.11.2016.
lloonmcob

ITaTa

5.29 OTMeTKa O KOHTpoOsie cBMAETENbCTBYeT O MNOCTAaHOBKE AOKYMEHTa Ha
KOHTpPOIb, NpocTaBnseTcs wraMmnom "KoHTponb" Ha BepxXHeM nosie AOKYMeHTa.

5.30 OTMeTKa O HanpaBnNeHMM OOKYMeHTa B AeNlio onpenensetr Mecto XpaHeHus
AOOKYMeHTa nocrie 3aBepleHus paboTbl C HAM U BKMoYaeT: cnoBa "B geno", nHaekc
Aerna no HOMeHKnaType pAerl, B KOTOpoe nomMeljaeTcA AOKYMEHT Ha XpaHeHue, C
yKasaHuMeM roga, AOSMKHOCTU nuua, oopMuBLLETO OTMETKY, NOANUCHU, AAaTbl.

Mpumep -

B meyo N 01-18 =3a 2016 r.

3aB. OTOEJIOM KOPIOPATWBHEIX IPOEKTOB
[Tognuce HaTa

OtmeTtka o HanpaslieHnMn AOOKyMeHTa B [AeJyio MOXET AOOMOJIHATbLCA KPaTKUMU
cBeeHnAMM O XapaKTepe UCNOJIHEHUA OOKYMEHTA.

6 bnaHkn oOKYyMeHTOB



6.1 [na nsrotoBneHna 6naHkoB AokymeHToB, cornacHo OCT P 7.0.8, ncnonbayetcs
6ymara copmatoB A4 (210 x 297 mm), A5 (148 x 210 mm); ona wmsrotoBneHus GnaHkos
pesontounn ncnonbayetcsa bymara popmatoB AS (148 x 210 mm), A6 (105 x 148).

Kaxgbl NUCT OOKyMeHTa, 0OpPMMEHHbIN Ha GnaHke munu 6e3 Hero, AOMKEH UMETb
nosisi He MeHee:

20 MM - NeBoeE,;

10 mm - npaBoe;

20 MM - BEpXHee;

20 MM - HWXHee.

[okyMeHTbl anuTenbHbiX (cBbille 10 NeT) CPOKOB XpaHEHWA OOSMKHbl UMETb JieBoe
none He meHee 30 MM.

6.2 OpraHuzaumm ucronb3yT OMnaHKM OOKYMEHTOB, W3roTOBIIEHHble Ha BymakHOM
HocuTene (6GnaHkM [JOKYMEHTOB doedeparnbHbiX OpraHoOB [rOCydapCTBEHHOM Bnactu C
BocnpoussegeHnemM [ocygapctBeHHoro repba Poccuinickon depepaumm M3rotaBnMBaroTCs
nonurpaonyeckumm nNpeanpusaTUSMU, UMEKLNMU CEPTUGUKATLI O HaNMYMU TEXHUYECKUX U
TEXHOMOrMYECKMX BO3MOXHOCTEN ANA KayeCTBEHHOrO0 W3roTOBMEHWSI yKa3aHHOro Buaa
NPoOaYKUNN) W/MNN 3NEKTPOHHbIE LWabnoHbl 6naHkoB. bnaHknm Ha GymaxXHOM HocuTene wu
3NEKTPOHHbIE WabnoHbl 61aHKOB AOMKHbI ObITb MAEHTUYHBI MO COCTaBY PEKBM3UTOB, NOPAOKY
NX pacnosioXXeHus, rapHUTypam wpugrTa.

BnaHkn OOKYMEHTOB Ha OymMaXHOM HOCUTENe W 3NEeKTPOHHble WabnoHbl GnaHkoB
N3roTaBfMBAKOTCA Ha OCHOBaHMM MaKeToB OnaHKOB, YTBEPXOAaeMblX pPyKOBOAUTENEM
opraHusauumn.

BnaHkn OOKyMeHTOB crneayeT narotaBnueaTb Ha 6enon Gymare unm Gymare CBeETbIX
TOHOB.

OneKTpOoHHble WabnoHbl OGnaHKOB [OOKYMEHTOB [OOSMKHblI ObiTb  3awWuweHbl  OT
HECaHKLMOHNPOBAHHbIX NU3MEHEHUN.

6.3 bnaHkn [OKyMeHTOB odopMnalTca B cooTBeTcTBMM € [lpunoxeHvem b.
OpVEeHTMPOBOYHbIE TPaHWLbl 30H PaCMOSIOKEHUS PEKBM3UTOB 0O03HAYeHbl MYHKTUPOM.
Kaxxgasa 30Ha onpefnensieTcsl COBOKYMNMHOCTLIO BXOAALLMX B HEE€ PEKBU3UTOB.

6.4 B 3aBMCMMOCTN OT pacrnosioXeHUs1 PEKBM3UTOB YCTaHaBMMBaeTCA [Ba BapwuaHTa
BGnaHkoB - yrnosown (pucyHok 5.1) n npogonbHbIn (pucyHok B.2).

6.5 PekBm3ntol 01, 02, 03 pacnonaraloTCsd Ha BepxHeM rMorfe [OOKYMeHTa Hapg
pekBn3nTomMm 05 No cepemnHe 30HbI, 3aHATON 3TUM PEKBUIUTOM.

Peksnant 03 MmoxeT pacrnonaraTbCs cnesa Ha ypoBHe peksusuta 05.

PekBuauntbl 05, 06, 07, 08, 09, 13, orpaHnynTencHble oTMeTkn ana peksmsntos 10, 11,
12 B npegenax rpaHuL, 30H pacnosioXKeHUs PEKBU3NTOB pasmeLLaloTca 0gHMM U3 cnocobos:

- LleHTPOBaHHbIM (Hayano W KOHeL, KaXXAOW CTPOKM PEKBU3UTOB PaBHO yAarneHbl OT
rpaHnL, 30HbI PAcMONOXEeHUsI PEKBU3UTOB);

- donaroBbiM (Kaxkgas CTpoKa PEeKBU3UTOB HaYMHAETCs OT NEeBOW rpaHuLlbl 30HbI
pacnosioXXeHUs PeKBU3UTOB).

6.6 YcTaHaBnuBaroTca cnegyowme suabl 651aHKOB AOKYMEHTOB OpraHm3auunu:

- o6LWwmn GnaHk;

- BnaHk nucbMma;

- 6BNnaHK KOHKPETHOro BUAa AOKYMEHTA.

HopmaTMBHbLIMM  NpPaBOBbIMM  aKTamMu  OpraHu3auMmM yCTaHaBMMBAKTCA  BuUAbl
NpUMeHsieMbIX GraHKOB M UX Pa3HOBMAHOCTM (GnaHKk NMCbMa CTPYKTYPHOro noppasgeneHus,
OGnaHK NncbMa OOMMKHOCTHOrO nvua, 6naHk npukasa, 6naHk pacnopsbkeHus, 6naHk npoTokona
nap.).

O6pa3subl 6naHkoB 4OKYMEHTOB NpuBEAEHbl B NpunoxeHnn b.



6.7 O6wmin BnaHk ncnonb3yeTcsa ANst U3roTOBNEHNSA NOObLIX BUOOB JOKYMEHTOB, KpOME
aernosoro (cnyxebHoro) nucbma.

O6wmn 6naHk B 3aBUCUMOCTM OT YyypeauTesnbHbIX OOKYMEHTOB OpraHusauun u
foKanbHbIX HOpPMaTMBHLIX akToB BktovaeT pekBuantbl 01 (02 wmnmn 03), 05, 06, 07, 13 n
orpaHu4nTenbHble OTMETKM ansa peksmsntos 10, 11, 16, 17.

BnaHk nuMcbma B 3aBUMCMMOCTM OT YyypeauTerbHbIX [OKYMEHTOB OpraHusauum wu
noKanbHbIX HOPMaTMBHbIX akToB BkMo4vaeT peksusutol 01 (02 wnm  03), 05,08,
orpaHuyunTenbHble oTMeTKM ana peksuautos 10, 11, 12, 15, 17. bnaHk nucbmMa CTPYKTYpPHOro
nogpasgeneHns AononHUTENbHO BKNoYaeT pekBmanT 06, 6GrnaHk nucbMa JOMMKHOCTHOrO nuua
- pekusut 07.

bnaHk KOHKpeTHOro BuMAa [OOKYMEHTa, KpoOMe nucbMa, B 3aBUMCUMOCTU  OT
yypeauTenbHbIX OOKYMEHTOB OpraHu3auuMM U NoKanbHbIX HOPMAaTMBHbIX MPaBOBbIX aKTOB
BkrtoyaeT peksmaunTbl 01 (02 unm 03), 05, 09, 13 u, npn Heo6XoOUMOCTN, OrpaHNYUTENbHbIE
OTMETKM A4 rpaHuL, 30H pacnonoxeHnust peksmnsntos 10, 11, 16, 17. bnaHk KOHKpEeTHOro Buaa
AOKYMEHTa CTPYKTYPHOro noapasgeneHnsa AO0NoSIHUTENbHO BKoYaeT pekeusnt 06, GraHk
AOSMKHOCTHOrO nuua - peksnsunt 07.

6.8 B opraHax Bnactm un opraHmsauuax cybbektoB Poccunckon depepaumn,
NCNONb3YILWNX Hapsay C PYCCKMM $A3bIKOM KaK rocydapCTBEHHbIM A3blKkOM Poccuiickon
degepaumm rocyaapcTBEHHbIN A3bIK (fOCydapCTBEHHblE $A3blKWM) pecnybnuk B cocTaBe
Poccunckon ®depepaumn, MCNonb3yoTcAa OMaHKM OOKYMEHTOB Ha pPYCCKOM S3blKE WU
rocygapcTBeHHOM A3blke (A3blkax) pecnybnvk B coctaBe Poccunckon Pepepauuun: yrrosble
(pekBun3nTbl BnaHka pacnonaraloTCsd Ha OLHOM YPOBHE: Ha PYCCKOM A3blke - CreBa, Ha
rocygapcTBeHHOM si3blke (s3blkax) pecnybnuk B coctaBe Poccunckon Pepepauumn - cnpasa)
UNn NpPoaonbHble (BCe pekBU3NTLI BnaHka Ha PYCCKOM S3bIKE - CBEPXY, HUXE - BCE PEKBU3UTDI
OnaHka Ha rocygapCTBeHHOM A3blKe (s3blkax) pecnybnuke coctaBe Poccuinckon denepaumn).

[na nepennckM C MHOCTPaHHbIMU KOPPEeCNOHAEHTaMu, UCNONb3yT GraHku Ha OBYX
A3blKaX - PYCCKOM W aHrIIMACKOM (npuroxeHve B.8) nnnm HOM MHOCTPaHHOM S3bIKE.

MpunoxeHne A
(cnpaBo4HoOE)

PacnonoxeHue PeKBU3NUTOB Ha TUTYJIbHOM JIUCTE OOKYMEeHTa



HaumeHoBAHKE OPraHvaaLEKn

[P EENAEO0A1RA DOKYMENITA MEMd yTOEOKAEHAR A0 WEITS

HaumeHoBaHne Brga OOy MEHTE
3aronoBoK K TEKETY

I pech COrNAacoBaHMA JUKY MEHTA

MecTo ot TARNSHNH (MAMEHKA | 0Ky RMEHTE — rog WIGAHIAH DORYMEHTA

PucyHok A.1 - PacnonoxeHne pekBU3NTOB Ha TUTYNIbHOM JIUCTE AOKYMEHTa

MpunoxeHne b
(cnpaBo4HoOe)

CxeMbl pacnosnoXeHusi peKBU3UTOB AOKYMEHTOB



ii] ]

™
28 b=
[T " N v o
| e ]
Lrl
me o7 15 18
0a o8
10 "
# 12 13 !
i7 a 28
=
Ty o B B B T
-~
| &
&
19
8
= omon
-
- I
5 | 50 27 .
| =
20 110 30 40 o
210 _

PucyHok B.1 - PacnonoxeHne pekBM3MTOB 1 rpaHnLbl 30H Ha oopmaTte A4 yrnoBoro
OnaHka
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PucyHok B.2 - PacnonoxeHne pekBM3UTOB U rpaHnLbl 30H Ha popmaTte A4

npoaonbHoro 6naHka



MpunoxeHne B
(cnpaBo4Hoe)

O6pa3ubl 6naHKOB AOKYMEHTOB

Pocapxue

DonepankHoe BIOMHETHOS YIOaH 0 BHUE
iBoegocCUACKMA HEYYHO-HCCNEQ0BATENBCKAA MHCTUTYT
AOKYMEHTORENEHAR W ARXNBHOO J8nNam

(BHIAMOAD)

Macksa

PucyHok B.1 - Obpasel, obLiero 6naHka opraHnsauum

Pocapxvs

PegepancHoe BIOQKETHOS yUpexXaeHne
< BCcapoOcCcHcKMK HAYYHO -
necneoRaTeNbCKUM MHCTATYT
ACKYMEHTOBEARHMS U ApXUBHOTD Agenay

(BHAMTALD)

{Mpodbcorcanan yn., 4. 82, Mocksa, 117393
Ten./dakc {495) 718-78-74
e-mail:mail@vniidad.ru; hittp:/fwww.vniidad.ru
OKI10 02842708; CI'PH 1027700380795;

WMHH/KMMN 7708033140/7 71001001
Ne

Ha Mo o7

PucyHok B.2 - O6paseu, yrnosoro 6raHka nMcbmMa opraHusauum



Pocapxus

PdepepansHoe BlOSKeTHOE ydpeXaeHne
«BcepoccHACKUA HayYHO-UCCNBAOBaTeNLCKUA UHCTUTYT
AOKYMeHTeBeACHWA W apxusHore denay (BHUMOAL)

Mpodcowanas yn., g. 82, Mockea, 117393

Ten./dhaxke {495} 718-78-74; a-mail: mail@vniidad.ru; http:fwww vniidad.ru
OKMNO 02842708, OI'PH 1027700380793; MHH/KMIM 7708033140/771001001

Ne

Ha Ne oT

PucyHok B.3 - O6pasey npogonsHoro 6raHka nucbma opraHMsaumm
Pocapxue

defepancHoe SlogkeTHOR yupexgeHue
«Becepoccuicknid HayuHo-ucene oBaTeNbCKUA MHCTUTYT
DOKYMEHTOBEe1eHNs 1 apXUBHOIo Aenan

(BHWMOAL)

AVPEKTOP

[Mpodcowoanan yn., 4. 82, Mockea, 117393
Ten./daxe (485) 718-78-74; e-mail:mail@vniidad. ru; hitp:/www vniidad.ru
OKNO 02842708; OrPH 1027700380795; MHHAKMN 7708033140/771001001

Ne

Ha Ne oT

PucyHok B.4 - Obpasey, npogonbHOro 6rnaHka nMcbma A0MKHOCTHOrO nvua



Pocapxue

PefepansHoe HIOMKETHOS yIpexaeHUe
«BCepoccincknil Hayy HO-UCCNeNCBATeNLCKMA MHCTUTYT
DOKYMEHTOBEAEHUA N apXUBHOIC denas

(BHUMOAL)

OTPACNEBOW LIEHTP MOBBIWEHMA KBANTWGIAKALAIA

Mpodrcowanaayn., . 82, Mockea, 117393
Ten.fpakc (4958) 718-78-74; e-mail:mail@vniidad.ru; hitp/fwww.yniidad.ru
Ten fchake (495) 718-79-38; e-mail:ocpk@wvniidad.re
OKMO 02842708; OI'PH 1027700380795; MHH/ANM 7708033140/77 1001007

Ha Ne oT

PucyHok B.5 - O6pasey, npogonbHoOro 6riaHka nMcbma CTPyKTYpHOro noapasgeneHus

Pocapxus

dbegepanbHoe GIROKETHOR yYpeXxaeHue
«BcepoccHAcKUn HayYHo-NCeNeaoRATENMLCKAN UHCTUTYT
ACKYMEHTOBEAEHUS M apXVBHOro Aenax

(BHMMOAL)
MPHKA3
Mockea

PucyHok B.6 - Obpasey, 6naHka KOHKPETHOro Bnaa OOKYMEHTa opraHnsauum

Pocapxue

denepanbHoe HIOIKETHOS WIPEXNEHUE
«BCepoccHncKMn HaYYHO-UCCNSAoRATEMLCKMIA MHCTUTYT
[OKYMEHTOBEeHWs 1 apXUBHOIC denax

(BHUOAD)
OVPEKTOP

PACMOPHXEHWE

Mocksa



PucyHok B.7 - Obpasel, 6naHka KOHKPETHOro B1uaa AOKYMEHTa AOSMKHOCTHOIo nuua

Pocapxme

denepansHoe BrOOXeTHOS yupexaeHue
«BeepoccuicKnil HayYHO-UCCNeaoBaTeNbCKUIA MHCTUTYT
BOKYMEHTOBEAEHUA W apXMBHOIC genay»

{(BHUAOAL)

{lpodbcoroaran yn., a. 52, Mockea, 117393
Ten./chaxe (495) 718-78-74; e-mail:mail@vniidad.ru; hitp://www. vniidad.ru
OKMO 02842708; OrPH 1027700380795, MHH/KMNM 7708033140/771601001

Rosarchiv
The Federal Budget Institution
«The All-Russian Scientific and Research Institute for Archives and Records Managements
{VNIIDAD)

Profsoyuznaya ul., B2, Moscow, 1173983
Tel./Fax {495) 718-78-74; e-mail.mail@vniidad.ru; htip://vww.yniidad.ru

Ne

Ha Ne oT

PucyHok B.8 - Obpasey, npoaonbHOro 6rnaHka nMcbmMa opraHm3aunmn Ha ABYX A3blKax



