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®EOEPAINIbHOE ArEHTCTBO NO TEXHUWYECKOMY PEIYIIMPOBAHUIO
N METPOJIOIMA

HALUMOHANBbHBLIA CTAHOAPT POCCUACKON ®EOEPALIUN
FOCT P 7.0.97-2016

CUCTEMA
CTAHOAPTOB NO UHPOPMALIUN, BUBNTMOTEYHOMY
N U3OATENbCKOMY OENY

OPrAHU3ALUMOHHO-PACNOPAOUTENBbHAA OOKYMEHTALIUA
TPEBOBAHUA K O®OPMJTIEHUIO AOKYMEHTOB

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

KoHcynbTaHTlNtoc: npumedaHume.
[Mpukaszom PocctangapTta ot 25.05.2017 N 435-cTt gata BBegeHust B gencreBme HauuoHanbHoro craHgapta PO
FOCT P 7.0.97 - 2016 nepeHeceHa Ha 1 nonsa 2018 roga.

[ata BBegeHus - 2017-07-01
Mpeaucnosune

1 PA3PABOTAH ®epepanbHbiM OHOMKETHBIM  yuypexaeHnem "BCepoCCUMICKUI  Hay4YHO-MUCCIieqoBaTEeNbCKUNA
WHCTUTYT JOKyMeHToBeaAeHust u apxuBHoro gena" (BHUWOAL) ®enepanbHOro apxmBHOro areHTcTea

2 BHECEH TexHunyeckum komuteToM no craHgaptusauum TK 191 "HaydHo-TexHuuyeckas uHdopmauus,
onbnuoTteyHoe 1 nsgartenbckoe geno”

3 YTBEPXOEH W BBEJEH B [JEWCTBWE [lpukasom PenepanbHOro areHTCTBa MO TEXHWHECKOMY
perynuposaHuio n metponoruun ot 8 aekabpsa 2016 r. N 2004-ct

4 B HacTosilLleM CcTaHdapTe peanu3oBaHbl HOpMbl PeaepanbHbix 3akoHOB OT 27 utons 2006 r. N_149-®3 "O6
WMHpopMaLMn, MHPOPMALMOHHBIX TEXHOMOMNAX M O 3awuTe MHGopmauumn”, ot 22 oktsabps 2004 r. N_125-®3 "O6
apxmBHom gene B Poccuiickon ®epepanmmn”

5 BBAMEH [OCT P 6.30-2003

MpaBuna nNpMMeHeHWst HACTOALLEro CTaHgapTa yCTaHOBIMeEHbl B cTatbe 26 deaeparnbHOro 3akoHa OT 29 UIOHSA
2015 r. N 162-®3 "O crangaptusaumm B Poccuiickon depepaummn”. NHdopmauma o6 M3MEHeHMsX K HacToseMy
cTangapTy nybnukyeTcs B exerogHom (MO COCTOSHWMIO Ha 1 aHBaps Tekywero roga) MHpOpMauMOHHOM ykasaTerne
"HaumoHanbHble cTaHgapThl", a oduumanbHbI TEKCT U3MEHEHWA U MPaBOK - B €XeMeCAYHOM MHEPOPMaLMOHHOM
ykasaTtene "HaumoHanbHble cTtaHgapTbl”. B cnyyae nepecmoTpa (3aMeHbl) MM OTMEHbl HACTOSLEro craHgapTa
COOTBETCTBYIOLLIEE yBeAoMNeHne GygneT onyGrnvkoBaHO B OrivbkalIEM BbIMYCKE €XEeMEeCAYHOro MHEAPOPMAaLMOHHOTO
ykasatensa "HauuoHanbHble cTangapTthl". CooTBeTCTBYOWAas UHGOpMaums, yBeOOMMEHME U TEKCTbl pasMeLLalTcs B
WHpopMaLIMOHHOM cucteMe obLlero nonb3oBaHUMS - Ha oduumanbHoMm cante PepepanbHOro areHTcTBa Mo
TEXHUYECKOMY perynmpoBaHunto n metponorum B cetn VIHTepHeT (www.gost.ru).

Hactoswmin ctaHgapT He MoXeT OblTb MOSMIHOCTbIO WM YaCTUYHO BOCMPOU3BEAEH, TUPaXMPOBAH U
pacnpocTpaHeH B kayecTBe odumumanbHOro usnaHus Ges paspelueHuns PefepanbHOro areHTCTBa Mo TEXHWUYECKOMY
perynMpoBaHuio 1 MeTponornm

1 O6bnacTtb NpMMeHeHUs
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HactosAwmn craHgapT pacrnpocTpaHAaeTcs Ha OpraHM3auMOoHHO-pacrnopsauTenbHble  OOKYMEHTbI:  YCTaBbl,
MOTOXeHWs, MpaBura, WHCTPYKUWUW, perriamMeHTbl, NOCTAHOBMEHUSA, PACMOPSIKEHUS, NPUKasbl, PeLUeHUs, NMPOTOKOIbI,
OOroBOpbl, aKkTbl, MWCbMa, CNpaBkM WM Ap. (ganee - OOKYMEHTbl), B TOM u4ucre BkAYeHHble B OK 011-93
"OBwepoccuiickmi knaccudumkaTop ynpaeneHveckon gokymeHtaummn" (OKY[), knacc 0200000.

HacTtoswmn ctaHgapT onpegenser cocTaB PeKBU3NTOB JOKYMEHTOB; npaBuna ux oopMiieHusl, B TOM 4Yucre ¢
NPYMEHEHNEeM MHMOPMAaLMOHHBIX TEXHOMOIMI; BMAbI GIIAaHKOB, COCTaB PEKBU3UTOB GNaHKOB, CXeMbl PaCMONOXEHUS
PEKBM3NTOB Ha AOKyMeHTe; obpasubl 6naHKOB; NpaBuna co3gaHusi JOKYMEHTOB. MonoXeHns HacToswero craHgapTa
pacnpoCcTPaHsaTCS Ha JOKYMEHTbI Ha OYyMa)KHOM U 9NEKTPOHHOM HOCUTENAX

2 HopmaTuBHbIE CCbIfKK

B HacTosiLem cTaHgapTe NCnonb3oBaHbl HOPMATUBHBIE CChINIKM Ha crieytolime cTaHaapThl:

[OCT P 7.0.8 Cwucrema craHgapToB Mo uHdopmauun, 6uMbnuoTteyHoMy W M3gaTenbCckoMy —Oeny.
[enonponsBoAcTBO 1 apxnBHoOe Aeno. TepMuHbl 1 onpeaeneHns

[OCT P NCO 15489-1 Cuctema cTtaHZapToB no WHdopmauumm, GubnuoteyHomy u wmsgatenbCkoMy neny.
YnpasneHue gokymeHtamu. O6Lme TpeboBaHms

MpumeyaHue - lNMpy NONb30BaHMM HACTOSALWMM CTaHAAPTOM Lenecoobpas3Ho NpPoBepuTb AENCTBME CCbITOYHbLIX
CTaHAapToB B MHAOPMALMOHHOW cucTeMe 0o0Lero nosb3oBaHus - Ha oduumanbHom canTe PenepanbHOro areHTcTea
Mo TEXHNUYECKOMY PENYSIMPOBAHMIO U METPONOrMM B CETU VIHTEPHET MIK Mo exerogHomMy MHPOPMaLMOHHOMY yKa3aTernto
"HaunoHanbHble cTaHgapTbl", KOTOPbIN ONybnMkoBaH MO COCTOSIHMIO Ha 1 siHBaps TeKyllero roga, M No BbiNyCckam
€XEMeCHAYHOro WHopMaunoHHOro Yykasatend "HauuoHanbHble cTaHgapTbhl" 3a Tekywwmi roa. Ecnm  3ameHeH
CCbINTOYHbIA CTaHAapT, Ha KOTOPbIA AaHa HedaTMPOBaHHasi CCbifka, TO PEKOMEHAYETCS UCMOMb30BaTb OENCTBYIOLLYHO
BEPCMIO 3TOrO CTaHgapTa C YY4eTOM BCEX BHECEHHbIX B [aHHYK BEPCUIO U3MEHeHUW. Ecnn 3amMeHeH CCbINOYHbIV
CTaHAapT, Ha KOTOpbIM AaHa AaTMpoBaHHasi CCbiflka, TO PEKOMEHOYeTCsl MCMOfb30BaTb BEPCUIO 3TOro cTaHgapTa C
yKa3aHHbIM Bbllle rofoM yTBepXaeHust (NpuHaTtus). Ecnv nocne yTBep»XaeHUA HacTOAWEero ctaHaapTa B CCbINIOYHbIN
CTaHAapT, Ha KOTOpbIM aHa AaTMpOBaHHas CChblfika, BHECEHO M3MEHEHME, 3aTparusarollee MnosiokKeHne, Ha KoTopoe
[aHa ccbifka, TO 3TO MNOSIOKEHNE PEKOMEHAYETCA NMPUMEHNATb 6e3 yvyeTa AaHHOrO M3MeHeHusi. Ecnu cebinoyHbIl
CTaHZapT OTMeHeH 0e3 3aMeHbI, TO MOTOXEHME, B KOTOPOM aHa CCbifika Ha HEero, pEKOMeHAYeTCs NPUMEHATb B 4acTu,
He 3aTparmBatoLLen 3Ty CChIfKy.

3 O6wue TpeboBaHUA kK CO3A4AHMIO JOKYMEHTOB

3.1 [oKymMeHTbl MOryT co3faBaTbCA Ha OyMaKHOM HocuTerne UM B 3MEeKTPOHHOW dopme C cobnioaeHvem
YCTaHOBIEHHbIX NPaBUI 0POPMIIEHUSI JOKYMEHTOB.

3.2 MNpwu co3gaHnm goKyMeHTa Ha ABYX U Gonee cTpaHuuax BTOPYHO U Nocreayowmne CTpaHnLbl HyMepytoT.

Homepa CTpaHuL, NpOCTaBIIAKTCA nocepeanHe BepXHero nonAa OKyMeHTa Ha pacCToAHUUM He MeHee 10 mm ot
BEepXHEro Kpas ninmcra.

[HdonyckaeTcs co3gaHue OOKYMEHTOB Ha nuueBon n obopoTHOM CTOpoHax nucta. lNpu ABYCTOPOHHEM CO34aHWM
OOKYMEHTOB LUMPWUHA NEBOrO MONSA Ha NUUEBOW CTOPOHE NUCTa M NPaBoro nonsi Ha 060pPOTHOM CTOPOHE NUCTa AOIKHbI
ObITb paBHbI.

3.3 lNpeanoYTMTENbHBIMU rAapHUTYPaMK 1 pa3mepamMm LWPUAGTOB AN PEKBUUTOB AOKYMEHTa SABMAIOTCS:

Times New Roman N 13, 14;

Arial N 12, 13;

Verdana N 12, 13;

Calibri N 14 v npnbnmkeHHble K HUM.

|_|pl/l cocTaBreHnmn Tabnuy, 0onyckaeTtcd ncnosib3oBsaHune LUpVI(bTOB MEeHbLUNX pa3MepoB.
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3.4 AG3auHbI OTCTYN TEeKCTa JOKyMeHTa - 1,25 cwm.
3aronoBku pasgenos U nogpasaenos nevartaTcs ¢ ab3auHbIM OTCTYNOM UNU LLEHTPUPYIOTCSA MO LUMPUHE TEKCTa.

MHOroCTpOYHblE PEKBU3WTLI MEeYaTalnTcsl Yepe3 OAWMH MEXCTPOYHbIA MHTEepBar, COCTaBHble 4acTu PEeKBU3UTOB
OTAENATCS AOMNOMHUTENBHBLIM UHTEPBAOM.

TekcT AokymeHTa nevartaetcs Yepes 1 - 1,5 MeXCTPOUHbIX UHTepBana.

Ecnv oOKYMEHT roToBUTCS ANSA U34aHus ¢ yMeHbLUEHMEM MacliTaba, TEKCT nevaTaeTcs Yyepes ABa MHTepBana.
WHTepBan mexay GykBamu B crioBax - 0ObIYHbINA.

WHTepBan mexay crioBamu - oavH npoben.

3.5 TekcT noKkyMeHTa BblpaBHMBaETCS MO LUMPUHE NUCTa (Mo rpaHuLamM NeBoro 1 Npasoro nonen A0KyMeHTa).
[nuHa camon gMHHON CTPOKW PEKBU3MTA NPW YIIIOBOM PacronoXeHnn pekBnsnToB He 6onee 7,5 cm.

[nuHa camol ANMHHOW CTPOKN PEKBU3UTA NPWU NPOAOSIbHOM PacnoioXXeHUN PEKBUINTOB He Bonee 12 cm.

3.6 HopmaTtuBHbIMM NpPaBOBbIMU aKTamy OpraHvM3auuMnm MoXeT OblTb NPeoyCMOTPEHO BblAENEHWE PEKBU3UTOB
"n n

"agpecart", "3aronoBoK K TeKCTy" unu "nognnce", a Takke oTaernbHbIX (ParMeHTOB TEKCTa MNOMYXMPHbBIM LUPUATOM.

3.7 HopmaTtuBHble npaBoOBble aKkTbl OpPraHM3auun, a TakKe MWHblIE MHOFOCTPaHWYHbIE OOKYMEHTbl MOTyT
0POpPMIIATLCSA C TUTYSIbHBIM INCTOM. TUTYNbHbBIA NINCT AOKYMEHTa 0(hOpMIISIETCA B COOTBETCTBUMN C NPUNoXeHneM A.

4 PekBU3NTbI AOKYMEHTa

Mpn nogrotoBke U OQOPMIEHUN OOKYMEHTOB WCMOMb3YIOT PEKBU3UTLI, OMNpedeneHns KoTopblX MpuBedeHbl B
[OCTP7.0.8

01 - rep6 (locymapctBeHHbIi repb Poccunckon depepauun, repb cybwvekta Poccunckon depepauun, repbd
(repanbgMyeckuin 3Hak) MyHULMNANbLHOro 06pa3oBaHns);

02 - ambnema;

03 - ToBapHbI 3HaK (3HaK 06CMNYXMBaHUS);

04 - kog hopMbl AOKYMEHTA;

05 - HaumeHoBaHVe opraHnsaLnm - aBTopa LJOKYMEHTa;

06 - HaMMeHOBaHWe CTPYKTYPHOro NoApasaeneHus - asTopa JOKYMEHTa;
07 - HaumeHoBaHVe OOMKHOCTU Nuua - aBTopa AOKYMEHTa;

08 - cnpaBoYHbLIE JaHHbIE 06 OpraHn3aunm;

09 - HaumeHoBaHVe BUAa OOKYMEHTa;

10 - paTta JOKyMeHTa;

11 - perncTpaumoHHbIN HOMEP OOKYMEHTA;

12 - ccbifika Ha perucTpaunoHHbIN HOMEP 1 AaTy NOCTYNUBLUETO OOKYMEHTA;
13 - MecTOo cocTaBneHus (M34aHus) AOKYMEHTa;

14 - rpuc orpaHmnyeHmns 4oCcTyna K JOKYMEHTY;
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15 - agpecar;

16 - rpuc yTBEPXKAEHUSA JOKYMEHTA;

17 - 3aronoBOK K TEKCTY;

18 - TEKCT AOKYMEHTA;

19 - oTMeTKa O NPUNOXEHUU;

20 - rpud cornacoBaHus JOKYMEHTA;

21 - BM3a;

22 - noanuce;

23 - oTMeTKa 00 3M1EKTPOHHOM MOANMUCH;

24 - nevatb;

25 - oTmeTka 06 vcnonHuTerne;

26 - OTMeTKa O 3aBEPEHMM KOMUMU;

27 - OTMeTKa O NOCTYNMAEHNN JOKYMEHTA;

28 - pesontouus;

29 - OTMeTKa O KOHTpOre;

30 - oTmMeTKka 0 HanpaBneHun JOKYMeHTa B 4enO.

5 OdhopmnieHne pekBU3NTOB JOKYMEHTOB

5.1 Tep6 (FocypapcTtBeHHbin repb Poccunckon depepaummn, repb cybbvekta Poccunckon depepaumu, repb
(repanbgn4ecknin 3Hak) MyHULUMNansHoro obpasoBaHus) BOCNPOMU3BOAUTCA Ha GriaHkax JOKYMEHTOB B COOTBETCTBUM C
depepanbHbIM KOHCTUTYLIMOHHBLIM 3akoHoM OT 25 gekabps 2000 r. N 2-OK3 "O lNocynapctBeHHOM repbe Poccuiickon
depepaummn”, 3akoHogATENbHLIMA U NHBIMW HOPMAaTMBHBLIMU NMPABOBLIMU akTamMu cyobekTtoB Poccuickon ®egepaunn un
HOPMaTUBHbIMW MPABOBLIMX aKTaMW OPraHOB MECTHOIO CamoyrnpaBreHus.

N3obpaxeHue repba (FocypnapcteBeHHoro, cybbekta Poccuiickon depepaumm, repba (repanbgMyeckoro 3Haka)
opraHa MecTHOro caMoynpaBrieHusi) NOMeLLaeTcs No CcepefuHe BepXHeEro nomns 6naHka AOKyMeHTa Hag PeKkBU3MTamu
opraHu3aumm - aBTopa JOKyMeHTa, Ha paccTtosiHum 10 MM OT BEPXHEro Kpas nucTa.

5.2 Ombnema opraHusauuu, paspaboTaHHasi U yTBEpXAEHHasi B YCTAHOBMEHHOM MOpsAke, pasMellaeTcs B
COOTBETCTBMM C HOPMATUBHbIMM MPaBOBbIMM akTamMu Ha ©OnaHkax: [AOKYMEHTOB defepasbHblX OpraHoB
rocyJapCTBEHHOM BnacTM (3@ MCKIIOYEHWEM CryyaeB, MNpPefyCcMaTpuMBalOLLMX  UCMOSMb30OBaHWE  U300pakeHus
locypnapctBeHHoro repba Poccuickon  ®Pepepaumun), TeppuTopuarnbHbiX  OpraHoB  dhefdepasnbHbIX  OpraHoB
rocyJapCTBEHHOM BNacTW, [FOCYAapCTBEHHbIX W HErocydapCTBEHHbIX opraHusauun. W3obpaxeHne ambnembl

nomeLLaeTcsa no cepeavHe BepxHero nonsa 6naHka AOKYMeHTa Haf pekBu3MTaMu opraHusaumm - asTopa JOKYMEHTa, Ha
paccTosiHum 10 MM OT BEPXHEro Kpas nucTa.

5.3 ToBapHbIi 3HaK (3HaK OOCMYXMBaHWSA), 3apEernCTPUPOBAHHLIA B YCTAHOBIIEHHOM 3aKOHOLATENbLCTBOM
nopsiake, BOCMPOM3BOAUTCA Ha BnaHkax opraHusaumi B COOTBETCTBMM C YCTaBOM (MONOXeHweM 06 opraHusauumn).
N306paxkeHne ToBapHOro 3Haka (3Haka obCnyXmBaHus) NOMeLLaeTcs Mo cepefuHe BepxXHero nons 6naHka goKymMeHTa
Had peKkBM3WTaMu opraHusauuu - aBTopa AOKYMEHTa, UMM CreBa Ha ypoBHE HauMEHOBaHWS opraHu3auun - aBTopa
OOKyMeHTa (JonyckaeTcsi 3axBaTbiBaTb YaCTb 1EBOro Nons).

Hapﬂp,y C TOBapHbIM 3HaKOM (3HaKOM O6CJ'Iy)KI/IBaHVIFI), Ha ©OnaHkax OOKYMEHTOB MOXeT YyKa3blBaTbCA
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KOMMep4yecKoe obo3Ha4veHne ropngnyeckoro nuua.

5.4 Kop cdopmbl JOKYyMEHTa MpPOCTaBMsieTCs Ha YHUMPULMPOBAHHbLIX hopMax OOKYMEHTOB B COOTBETCTBUM C
Obwepoccuiickum knaccudukaTtopoM ynpasneHvyeckon gokymeHtauum (OKY[) unm nokanbHbIM KnaccudumkaTopom,
pacnonaraeTcsi B NpaBoOM BepXHEM yriy paboyero nons AOKyMeHTa, cocTouT u3 crioB "®opma no" (HaMmeHoBaHue
knaccudukatopa) n umdpoBoro koga.

Mpumep - ®opma no OKY[ 0211151.

5.5 HaumeHoBaHne opraHusaumMm - aBTOpa [OOKyMeHTa Ha OGrnaHke [OKYMeHTa [OIMKHO COOTBETCTBOBATb
HanMeHOBaHUIO Kpunanyeckoro nuua, 3akpenseHHoMy B ero ydpeauTeribHbIX OOKYyMeHTax (yCTaBe nnn I'IOJ'IO)KeHI/II/I).
Mon HaumeHoBaHMEM oOpraHu3auum B CKOOKax ykasblBaeTCs COKpalleHHOe HauMeHOBaHWe OpraHu3auuu, ecrnn OHO
NpeayCMOTPEHO YCTaBOM (MOMOXEHNEM).

Hag HanmeHoBaHWeM opraHusaummn - aBTopa AOKyMEHTa yKa3blBaeTCs NMOMHOe MW COKpalleHHOe HarMeHOoBaHue
BbILLECTOSALLEN opraHM3auuy (Mpu ee Hanu4uuu).

5.6 HaumeHoBaHWe CTPYKTYpHOro noapasgeneHusl - aBTopa OOKyMeHTa (B TOM uucne dunuana, oTaeneHus,
NpeacTaBUTENbCTBA, KOMerManbHOro, CoBelllaTenlbHOro UM MHOTO opraHa) ucronb3yeTcs B 6raHkax nucemM 1 GrnaHkax
KOHKPETHbIX BWAOB [OKYMEHTOB COOTBETCTBYHOLUMX TMoapasdeneHnii (opraHoB) B COOTBETCTBUM C  JlOKalbHbIMM
HOPMaTVBHBLIMUW aKTaMu U yKasblBaeTcs nogd HavMeHOBaHWEM OpraHusaLmu.

5.7 HavmeHoBaHWe [OOMKHOCTM nMuUA - aBTopa AOKYMEHTa Wcnonb3yeTcsl B OGraHkax AOMKHOCTHbLIX NuL, W
pacnonaraeTcsl nNog HaMMEHOBaHWEM OpraHuMsauuMM MM HauMeHOBaHWEM TeppuTopuun (kpasi, obracTu, aBTOHOMHOM
obnactm wn gap.), ecnu [AOKYMEHT W3daeT pykoBoAWUTESNb oOpraHa Bnactnm cybobekta Poccuickon degepaumn,
MyHUUMNanbHOro O6paSOBaHI/IF|. HanmeHoBaHue AOOJDKHOCTU Nnua - aBTopa AOKYMEHTa yKa3blBaeTCcA B COOTBETCTBUM C
HanMeHoBaHMeM, npmeegeHHbIM B pacnopaanTeribHOM JOKYyMeHTe O Ha3Ha4YeHUn Ha OO0JTKHOCTb.

5.8 CnpaBoyHble AdaHHble 00 OopraHusauuu ykasblBaloTCcA B OnaHKax MMCEM M BKMKOYAKT: MOYTOBLIA aapec
opraHm3aumm (QOMONTHUTENbHO MOXET YKasbiBaTbCA adpec MecTa HaxOXOEHUS KpUOUNYECKOro nuua, €CcnvM OH He
COBMagaeT C No4YTOBbIM aApecom); HoMmep TenedoHa, dakca, agpec SEKTPOHHOM NOYThl, CETEBOW aapec.

B coctaB cnpaBOYHbIX AaHHbIX, 3a WCKMOYeHneM OnaHKoB AOKYMEHTOB OpraHoB rOCy4apCTBEHHOW BMacTw,
OpraHoB MECTHOTO CaMOynpaBfieHusi, BKIOYaloTca: Koh opraHusauum no O6uepoccuiickomy  KnaccudukaTopy
npeanpusTuin n opradmsauun (OKIMO), oCHOBHOWM rocyaapCTBEHHbIA PerMcTpauuoHHbii Homep opraHmnsaumm (OMPH) u
NMOEHTUVKALMOHHBIA HOMEpP HanoronnaTtenbLmka/kod NPUYMHBI NOCTAHOBKU Ha Hanorosbln ydeT (MHH/KIIM).

5.9 HanmeHoBaHWe B1aa JOKYMEHTA yKasbiBaeTCs Ha BCEX JOKYMEHTaX, 3a UCKIYeHNeM AeNoBbIX (CryXeOHbIX)
nMcem, pacnonaraeTcs NoAd pekBuaMTamu aBTopa AOKYMeHTa (HaMMeHOBaHWMEM OpraHusauuuM, HaMMeHOBaHWEM
CTPYKTYPHOro noapasgeneHnsi, HauMeHoBaHMEM AOSMKHOCTH) (cM. puc. B6).

5.10 [Jata pokymMeHTa COOTBETCTBYeT Jate noAanucaHus (yTBepXOeHus) OOKyMeHTa wunu aaTe cobbiTus,
3ahMKCUPOBAHHOIO B [JOKYMeHTe. [OKyMEHTbI, U3aaHHble ABYMs unu Gornee opraHusauusiMu, OOIDKHbI UMETb OAHY

(eovnyto) gary.
[ata gokymeHTa 3anucbiBaeTcs B nocregoBaTenbHOCTU: AeHb Mecsua, Mecsl, rod OA4HUM U3 ABYX CnocoboB:
apabckumu umdpamu, pasgeneHHoiMy Todkon: 05.06.2016;
cnosecHo-uuposbiM cnocobom, Hanpumep: 5 nioHs 2016 .

5.11 PerncrpauunoHHbIi HOMEpP OOKyMeHTa - uudpoBon mnu GykBeHHO-UUpoBoOn naeHTudmkatop OOKYMeEHTa,
COCTOSILLMI U3 MOPSOKOBOrO HOMepa [AOKYMEHTa, KOTOpbIA, MO YCMOTPEHWIO OpraHu3auumv, MOXEeT OOMONHATbCA
UMdpoBbLIMU UM BYKBEHHBIMW KOAaMK (MHAEKCaMn) B COOTBETCTBMM C UCMONb3YEMbIMI Knaccudukatopamm (MHGEKCOM
Jena no HoOMeHKnaType Aen, KogoM KOppecrnoHaeHTa, KOgOM LOMKHOCTHOrOo nmua u ap.).

Ha pokymeHTe, cocTaBrieHHOM COBMECTHO ABYMSl U Goree opraHusauusiMu, NpoCTaBnAOTCH PErMcTpaunoHHbIe
HOMepa AOKYMEHTa, MPUCBOEHHbIE KaXOOW U3 opraHu3auuii. PerncTpaunoHHble HoMepa OTAEeNsTCa Apyr OT Apyra
KOCOW YepToli U NPOCTaBMATCA B MOPAAKE yKasaHUs aBTOPOB B 3arofioBOYHON YacTy UNK npeambyne AoKyMeHTa.
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5.12 Ccbinka Ha perncTpaumoHHbIN HOMEP M AaTy NOCTYNMUBLLErO AOKYMEHTA BKIHOYAET PErMcTpaLMOHHbIA HOMEpP
W gaTty BXOASLLEro MHLMATUBHOMO JOKYMEHTA, Ha KOTOpbIA AaeTcs OTBET.

5.13 MecTo0 cocTaBneHus (M30aHnst) JOKYMEHTa yKka3biBaeTCs BO BCEX JOKYMEHTAX, KPOME AeNOoBbIX (CNy>KebHbIX)
nMcem, a Takke AOKMagHbIX, CNyXebHbIX 3an1CoK 1 APYrMX BHYTPEHHNX MHOPMaLMOHHO-CNPaBOYHbIX JOKYMEHTOB.

MecTto coctaBneHus (I/I3D,aHI/IF|) OOKYMeHTa He yKa3blBaeTCA B TOM Clyyae, eClim B HauMeHOBaHUM opraHmsaunm
NPUCYTCTBYET YyKa3aHWe Ha MeCTO €€ HaxOXOEeHuA. MecTto cocTtaBneHus (MSﬂaHI/IFl) OOKYMEeHTa YyKa3blBaeTCA B
COOTBETCTBUM C NPUHATBIM aMUHNCTPATUBHO-TEPPUTOPUAlibHbIM OENTEHNEM.

5.14 Tpud orpaHuMyeHns JocTyna K AOKYMEHTY MpOCTaBfsieTCs B MNpaBOM BEPXHEM Yrny MepBoro nucra
OOKyMeHTa (npoekTa AOKYyMEeHTa, CONPOBOAUTENBHOIO NMCbMa K AOKYMEHTY) Ha rpaHuvLe BepxXHero nons npu Hann4um B
OOKYMeHTe uHdopmMauun, [OCTYyn K KOTOPOW oOrpaHWyeH B COOTBETCTBMM C 3akoHogaTenbCcTBOM Poccumnckon
denepaumm.

Bugbl ucnonb3yembix B OpraHum3auum  rpucpoB  orpaHMYeHus  gocTyna  LOMKHbl  COOTBETCTBOBaTb
3aKkoHodaTenbHbIM U MHBIM HOPMAaTMBHBLIM NPaBOBbIM akTam Poccuickon depepauun n AormkHbl ObiTb 3aKpenneHsl B
nokanbHbIX HOPMAaTUBHbLIX akTax. B coctaB rpuda orpaHuyeHus JOCTyna K OOKYMEHTY BXOAWUT OrpaHuymnTenbHas
Hagnueb ("Ons cnyxebHoro nonb3oBanus”, "KoHdwmaeHunaneHo", "Kommepyeckast TanHa" unu gp.), Kotopass MOXeT
OOMOMHATLCA HOMEPOM 3K3emnnspa AOKYMeHTa U ApPYrMMW CBeAEHUSMU B COOTBETCTBMM C 3aKOHOAATENbCTBOM
Poccuiickon depepaumm.

Ipumep - KoMmmepueckas TalHa.
9x3. N 2

5.15 Apgpecatr wucnonb3yerca npuv  OPOPMIEHMM  OernoBblX  (CMyXKeBHbIX)  nucem,  BHYTPEHHUX
NMHOPMALMOHHO-CNPABOYHbIX AOKYMEHTOB (JOKNaAHbIX, CIYXeBHbIX 3anMcoK 1 ap.).

AgpecaTtom OOKyMEHTa MOXeT OblTb OpraHv3auusi, CTPYKTYpPHOe nogpasfeneHne opraHusauuu, OOIDKHOCTHOE
nnu cmsnyeckoe nuuo.

PekBnanT "agpecaT" npocTaBnsieTcss B BepxXHEM MpaBoOM 4YacTu [JOokyMeHTa (Ha 6naHke C  yrnoBbIM
pacnonoXeHNeM PEKBU3UTOB) UMW CnpaBa MNof pekBuanTamu GnaHka (Mpu NpogoSsibHOM PacroNOXEHUW PEKBU3UTOB
6naHka). CTpoku pekBu3uTa "agpecat” BbipaBHMBAKOTCA MO JIEBOMY Kpakl WKW LIEHTPYOTCS OTHOCUTENIbHO CaMoWn
ONMHHOW CTPOKM.

|_|pl/l agpecoBaHn [OOKYyMeHTa pyKoBOAOUTENHO (3aMeCTI/ITeJ'IIO pyKOBOﬂ,I/ITe.I'Iﬂ) opraHn3aumm YykasblBalOTCA B
gartenbHOM nagexe HauMeHoBaHne OOJDKHOCTU pykoBoOAUTENA (3aMeCTI/ITeJ'IF| pyKOBO,DMTeJ'IFl), BKno4vawuiee
HanmeHoBaHWe opraHun3auunu, n (*)aMVIJ'II/IFI, MHUUnanbl 4OJHXKHOCTHOIO nuua.

IIpumep -
Pyxkoromuremnn denepalibHOTO
aPXMBHOT'O ar'eHTCTBa

davmnma U.O.

|_|pl/l agpecoBaHMn nnuCbMa B OpraHU3auuio yKas3blBaeTCA €ee MNoJfiIHoe Wuinn CoKpaweHHOe HauMeHOBaHue B
MMEHUTEJIbHOM MNMagexe.

Mpumepsl
1 depepanbHOe apxXMBHOE areHTCTBO
2 PocapxwvB

|_|pl/l agpecoBaHnn OOKYMEHTa B CTPYKTYpPHOE noapasaeneHne opraHmsaunn B pekBm3nTe "ap,pecaT" YKa3blBaeTCA
B UMEeHUTeJ1IbHOM NaaeXXe HanmMmeHoBaHune opraHmnsaunn, HmXxe - HaMnMeHoBaHWe CTPYKTYPHOro nogpasaeneHuns.

Ilpumep -
denepasibHOE apxXMBHOE
areHTCTBO
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OTmeJl ToCymapCTBEHHOM
ciyx0OBl, KaOpoB M Harpan

npl/l agpecoBaHnn nnMcbmMa pykoBOOAUTENHO CTPYKTYPHOIro noapasaesieHna yKkadblBaeTCA B UMEHUTESNIbHOM Nagexe
HanMeHOoBaHWe opraHusauunmn, HWxe - B AatesibHOM MnageXxe HanMmeHoBaHue OOJINKHOCTU pyKoBOAUTENA, BKIto4Yatrollee

HaMMeHOBaHWEe CTPYKTYPHOro nogpasnenenusi, hammnumio, MHuumarnsi.

Ilpumep -
AO "Ipoduip"

Pyxkopomuresmo OOTOBOPHO—
IpaBOBOT'O OTHesa
Sammima M.O.

Mepen damunuen AOOMKHOCTHOrO nvua AonyckaeTcs ynoTpebnsTb CokpalleHue "r-Hy" (rocnoguHy), ecnu
agpecart MyXX4uHa, unm "r-xe" (rocnoxe), ecnu agpecar XeHLWnHa.

Mpumepsl
1 r-Hy ®amunusa LN.0.

2 r-xe ®amunua N.0.

Mpun paccbinke OOKYMEHTa rpynne opraHusauuMi O4HOro TuMa WM B CTPYKTYPHblE MoApasfeneHust oAHow
opraHusaumm, agpecar ykasbiBaeTcsi 0606LEeHHO.

IIprMe Pl
1 PyKOBOIMTEJIAM IOYEPHUX
obmecTs AO "lpodpmip"
2 PyKOBOIMTEJISAM yIpaBJIEHUM
Pocapxusa

lMpu paccebinke [OOKYMeHTa He BCEM OpraHusaumsiM unm CTPYKTYPHbIM nogpasgeneHnsMm nog pPekBUsUTOM
"Appecat" B ckobkax ykasbiBaeTcs: "(no cnucky)".

IIpumep -

PykOBOOUTEJIAM IOOYEPHUX

obmecTts AO "lpodmip"
(1o cnmucky)

B ogHOM gokymeHTe He Oo/mkHO ObiTb Gonee yeTbipex agpecaTtoB. Cnoso "Konusa" neped BTOpbIM, TPeTbUM,
YeTBEpPTbIM agpecataMmu He ykasbiBaeTcs. [lpu 6Gonbliem KonuMyecTBe agpecaTtoB COCTaBMASETCA CNMCOK (NUCT,
yKkasaTterb) paccCblikM OOKYMEHTa, Ha KaXOoM AOKyMEHTe YkasblBaeTcs OOMH agpecaTr unu agpecat odopmnseTcs

00600LLEHHO.

B cocTtaB pekBu3uTa "Agpecat” MOXET BXOAUTb MOYTOBLIN aapec. QreMeHTbl NOYTOBOro agpeca ykasbiBaloTCs B
nocrnefoBaTensHOCTM, YCTaHOBMEHHOW [IpaBunamu okasaHusi YCNyr NOYTOBOW CBA3W, YTBEPXKOEHHBIMU MPUKA3OM
MwuHncTepcTBa CBA3U 1N MacCoBbIX KOMMYHUKauun Poccuiickon ®epepauum ot 31 nons 2014 r. N 234.

Ilpumep -
Bcepoccuimckmuy HaydHO—
MCCHGHOBaTeHbCKVH}’[ VMHCTUTYT
JOKYMEHTOBEIOEHMA M apXMBHOI'O Oeja
[lpobcowsHasa yu., n. 82,
Mockea, 117393

MouToBLIM agpec MOXeT He yKkasbiBaTbCA B [JOKYMEHTax, HanmpaBfsieMblX B BbICLUME OpraHbl BRacTw,
BbILLECTOSILLME OpraHM3aLun, NoaBEAOMCTBEHHbIE OpraHu3auuyM U NOCTOSHHBIM KOPPECMNOHAEHTaM (3a MCKIHYEHNEM
HanpaeneHunst NMceM yka3aHHbIM afpecatam B KOHBEpPTax C NPO3payHbIMy OKHaMW).
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Mpn agpecoBaHnn JOKYMEHTa (PU3NYECKOMY NULYY yKasbiBaloTCsA: haMUnna MHuLmanbl, NOMTOBbIN agpec.
Mpumep -

damnnua N.0.

CapoBas yn., A. 5, k8. 12,

r. Jllo6epubl, MockoBckas o6r., 301264

Mpu oTnpaBke NMcbMa MO 3NEKTPOHHON MOYTE UK MO PaKCUMUIIBHON cBA3K (6e3 AO0ChINKN NO NOYTE) NOYTOBLIN
agpec He ykasbiBaeTcs. [1py Heob6xoaNMMOCT MOXET BbITb YKkasaH aneKTPOHHLIN aapec (HoMep TenedoHa/dakca).

Ilpumep -

Bcepoccumickmuy HaydHO-—
MCCIenoBaTeJNIbCKUM MHCTUTYT
IOOKYMEHTOBEIOEHMA U apxMBHOTO »Oeja
mail@vniidad.ru

5.16 Fpmp yTBEPXKOEHNA TMPOCTaBIIAETCA HaA OOKyMeHTe B Cllydae ero yrtBepXaeHua OOJDKHOCTHbIM JUOoM,

pacrnopsauTenbHbIM  JOKYMEHTOM (MOCTaHOBIIEHWEM, PELUEHWEM, MPUKa30M, PacropsiKeHWeM) WM pelleHUEM
KonnernansHoro opraa.

val(b yTBEPXKOEHNA pa3MellaeTcda B MNpaBOM BepxXHEM yrny nepBoro Nncta OOKyMeHTa. CTpOKI/I PEKBU3NTA
BblPaBHMBAKTCA MO JyieBOMY Kpako U LEHTPYKOTCA OTHOCUTESIbHO camoun ANUHHON CTPOKW.

Mpu yTBEPXAEHUM AOKYMEHTa AOMXKHOCTHbIM NMUOM rpud yTBepxaeHusa coctouT u3 crnosa YTBEPXIOAIO,

HanMeHOBaHUA [OOJDKHOCTU nuua, YyTBepxXdawuwero AOOKyMeHT, ero nognmcu, uWHuuuanos, (*)aMMJ'lI/IM n pgartbl
yTBEPXOEHUA.

IIlpumep -
YTBEPXIAIO
Pyxkopomuresns denepaljibHOTO
APXMBHOT'O areHTCTBa
ITognucob n.o. damMmamsa
Hara

Mpn yTBEpPXOEHUM [OOKYMEHTa pacnopsguTenbHbiM OOKYMEHTOM rpudd YTBEPXAEHWUS COCTOMT U3 Crnosa
YTBEPXOEH (YTBEPXOEHA, YTBEPXOEHbI wnn YTBEPXXOEHO), cornacoBaHHOro ¢ HauMMeHOBaHWEM BuAa

yTBEP)XXOAeMoro [AOKYMEHTa, HauMeHOBaHWs pacrnopsauMTenbHOro AOKyMeHTa B TBOPUTENbHOM nadexe, ero AaTtbl,
Homepa.

IIpyMepsr -
1 (PersiamMeHT) YTBEPXIEH

npukasom AO "Ipoouie"

or 5 amnpens 2015 . N 82
2 ([lpaBuna) YTBEPXIEHH

npukasom AO "Ipoouie"

or 6 amnpens 2015 ©. N 83

|_|pl/l yTBEPXOAEHNN LOOKYyMeHTa KonnernarnbHbiIM OpraHom, pelleHuA KOTOporo CbI/IKCI/Ipyl'OTCFl B MNpOTOKOIne, B

rpudbe yTBEPXKOEHUS yKa3biBaeTCsl HAMMEHOBaHWE OpraHa, peLleHnemM KOTOpPOro YTBepXAeH AOKYMEHT, JaTa U HoMep
npoTokorna (B ckobkax).

IIpumep -
(IToJ1oXeHMUE)
YTBEPXIEHO
CoBeToM mupekTOpoB AO "IlIpodmis"
(mpoTokoy or 12.12.2015 N 12)

KoHcynbTanTlNKoC
www.consultant.ru CrtpaHuua 8 ns 23
HaeXHas npaBoBas noaaepXxkKa



http://www.consultant.ru
http://www.consultant.ru
http://www.consultant.ru
http://www.consultant.ru

"T'OCT P 7.0.97-2016. HaumoHanbHbI cTaHaapT Poccuiickol
®epepaumn. CuctemMa CTaHAapToOB MO MHMOPMaUMK, JokymeHT npepoctasneH KoHncynbtaHTtIaroc
61bnmMoTeYHOMY M U3AaT... [lata coxpaHeHus: 27.06.2018

5.17 3aronoBokK k TEKCTY - KpaTKoe CoAepXaHue AOoKyMeHTa. 3aronoBOK K TEKCTY (hOpPMynMpyeTcst C NPeasiorom
"O" ("O6") n oTBevaeT Ha Bonpoc "o yem?"):

- NpyKas (0 Yem?) 0 co3aaHMM aTTeCTALNOHHOM KOMUCCUN;
- MpuKa3 (0 4em?) 00 yTBEPKAEHUN LUTATHOIO pacnucaHus;
- MMCbMO (0 YeM?) O NpefoCcTaBNeHUN MHAOPMaLUN.

3aronoBok Kk TeKcTy odopMNsieTCs Mof pekBuauTamy GrniaHka crieBa, OT rpaHuubl nesoro nomns. B ykaszax,
MOCTAHOBMNEHUSIX, PELUEeHWsIX, NprKka3ax, n3gaBaemMbix OpraHamMu BMacTy, 3arofoBOK K TEKCTY MOXET 0hOpMIISiTbCA Haf
TEKCTOM nocepeanHe paboyero nons A4OKyMeHTa U LLEHTPUPYETCA OTHOCUTENBHO CamMol ANUHHOW CTPOKM.

3aronoBok K TEKCTY MOXEeT He COCTaBJIATbCA, €CJIN TEeKCT AOKyMeHTa He MnpeBbillaeT 4-5 CTPOK.

5.18 TeKCT [OKYMEHTa COCTaBMnsieTCa Ha rocydapCTBEHHOM a3blke Poccuinckon depepauumn  mnm
rocyaapCTBEHHOM 43blke (sA3blkax) pecnybnuk B coctaBe Poccuiickon ®depepauum B COOTBETCTBUU C
3aKoHo4aTenbCTBOM pecnybnuk B coctaBe Poccuiickon ®eaepaunn.

B Tekcte OOKyMeHTa, noarotoBfieHHOM Ha OCHOBaHUM 3aKoHOoAaTesbHbIX UMM UHbIX HOPMATUBHbLIX MPaBOBbIX
aKTOB, paHee n3aaHHbIX pacnopagnuTenbHbIX JOKYMEHTOB, YKa3biBalOTCA UX PEKBU3UTDI:

- HaunMmeHoBaHue [OOKyMeHTa, HauMMeHOBaHWe opraHunsaumm - aBTopa [OOKyMeHTa, [[aTta [OOKYMEeHTa,
peI'I/ICTpaLI,VIOHHbIﬂ HOMep OOKYMEHTa, 3aroJyioBOK K TEKCTY UMM HauMeHoBaHe Baa OOKYMEHTa;

- HauMeHOBaHWEe OpraHuM3auun WM JOJMKHOCTHOTO fvua, YTBEpAMBLUEro AOKYMEHT, gaTy YTBepXAeHus
OOKyMeHTa.

TeKkcT OOKyMeHTa MOXeT coaepXaTb pasgensbl, noapasgenbl, NyHKTbl, MOANYHKTbl, Hymepyewmble apabckumu
uncppamu. YposHen pybpukaumm TeKCTa He JOIMKHO ObiTb Bonee YeTbipex.

B npukasax TeKkCT nsnaraetcs oT NepBoro nuua eauHCTBEHHOro Yucna ("npukasbisato”).

B OOKYMeHTaXx KosrnernmanbHbIX U coBellaTelibHbIX OpraHoOB TEKCT u3naraeTtca OT TpeTbero nmua eanHCTBeHHOro

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

TekcT npoTokona wusnaraeTcsd OT TPETbEero nuvua MHOXecTBeHHoro uucna ("cnywanu", "BbicTynunu",

"noctaHoBunun", "peumnnun").

B [OokymeHTax, ycTaHaBnMBawOWMX MpaBa M 0BA3aHHOCTU OpraHvM3auuid, UX CTPYKTYPHbIX MoapasaeneHuii
(nonoxkeHue, VHCTPYKUUS), a TakkKe CoAepXallux OnucaHve cuTyauui, aHanus akToB UM BblBOAbl (aKT, crpaBska),
ncnonb3yetcs opMa M3NOXKEHUS TEKCTa OT TPeTbero nuua eOMHCTBEHHOrO WM MHOXeCTBeHHoro uyucna ("otaen

ocyLecTBnsieT PyHKUMN...", "B COCTaB ynpaBeHus BXoasaT...", "koMmMccus npoeesna npoBepky...").

B coBMeCTHbIX AOKYMEHTax TeKCT u3naraetcs OT MNepBOoro nvua MHOXeCTBEeHHoro 4ucna ("npukassiBaem”,
n "
peLwumnu").

B genosbix (cryebHbIX) NCbMax UCNOMb3YTCH (DOPMbl UMOXKEHNS:

- OT MepPBOro nuua MHOXeCTBEHHOro Ymcna ("npocum HanpasuTb...", "NpeacTaBnseM Ha paccMoTpeHue...");

- OT TpeTbero nuua eguHCTBEHHOro uucna ("MUMHUCTEPCTBO He Bo3paxaeT...", "obwecTBo cuuTaer
BO3MOXHbIM...");

- OT MepBOro NMLUa eauHCTBEHHoro uvucna ("cumtao HeobxoauMbiM...'
NMUCbMO 0POPMIIEHO Ha AOMKHOCTHOM GnaHKe.

, "Mpegnaraw paccMoTpeTb..."), ecnu

B TekcTax JOKYMEHTOB yNoTpeGnsaTCa TOMNbLKO 06LenpuHATLIE ab6peBraTypbl U rpadnyeckne CokpalleHns.

Mpn ynoTpebneHun B TEKCTe hamMunnin NuL, MHULMAnNbI yKasbliBaoTCs nocrne aMmunmu.
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B nenoBbix (cnyebHbIX) MMCbMax MOryT UCMONb30BaTbCS:
- BCTynNuTernbHoe obpalleHue:

YBaxaembin rocnoauH MNMpegcenatens!

YBaxaembivi rocnoguH N'ybepHaTop!

YBaxaemblin rocnogunH MNpoxopos!

YBaxkaemas rocnoxa 3axaposal

YBaxaembinn Hukonan MNetposuy!

YBaxaemas Onbra HukonaesHa!

YBaxaemble rocrogal

B o6pau.|,eH|/|M no AOJMKHOCTU HaMMeHOoBaHue [OOJIKHOCTU NMUIEeTCA C I'IpOI'II/ICHOVI 6yKBbI, B o6pau.|,eva| no
(*)aMl/IJ'II/IVI nHMumnarnbl nuua He yKa3biBakoTCA.

- 3aKnioynTenbHas aTukeTHas dpasa:

C yBaxeHuewm, ...

5.19 OTmMeTKa O MPUNOXEHUN COOEPXKUT CBEAEHUS O OOKYMeHTe (4OKyMeHTax), mpunaraeMom K OCHOBHOMY
OOKYMEHTY (B conpoBoAuTEmNbHbIX NUCbMax, MPETeH3MsX, akTax, crnpaBkax WU APYrnx WHOPMAaLMOHHO-CNPaBOYHbIX
OOKYMEHTax) WM O TOM, YTO [OKYMEHT SBMSeTCA MPUNOXeHMeM K OCHOBHOMY [AOKYMEHTY (B [OOKYMeHTax -
NPUNOXEHNAX K pacnopsguTenbHbIM [OKYMEHTaM, MOMOXEHUsIM, NpaBunam, WHCTPYKUUSIM, OOroBopam, MraHaM,
oTyeTam v Ap. AOKyMeHTam).

B conpoBoauTenbHbIX NUCbMax U APYrnx MHAOPMALMOHHO-CNPaBOYHbIX OOKYMEHTaxX OTMETKa O NPUIOXeHUn
ochopmnsieTcst Nog, TEKCTOM OT rpaHuLbl eBOro noss cnegyowmm obpasom:

- €CN NMPUNoXeHNe Ha3BaHo B TEKCTE:
MpunoxeHue: Ha 2 n. B 1 3K3.

- ecnn npunoxeHne He Ha3BaHO B TeKCTe W1 ecnu I'IpVIJ'IO)KeHVIVI HEeCKOJ1bKO, YyKa3blBalOT Ha3BaHWUA
,EI.OKyMeHTOB-I'IpI/IJ'IO)KeHI/IIZ, KOJINYECTBO JTUCTOB N 3K3EMMIIAPOB KaXXa40ro NpunoXeHma:

MpunoxeHme: 1. I[lojoxeHMe 00 VYHNpPaBJIEHUM PETIMOHAJIBHOI'O KPEIMTOBAHMSA Ha
5 1. B 1 sk3.

2. CnpaBka O KaOpOBOM COCTaBe YHNPaBJIEHMS PEeIMOHaJIbHOTO
KpeIMTOBaHMA Ha 2 J. B 1 3K3.

- eCrnv NpunoXxeHune (NPUNOXXeHNs) cOPOLLIOPOBAHBDI;

MpunoxeHue:

otyeT 0 HUP B 2 3k3.

- €CIy AOKYMEHT, ABNAOLLMIACS NPUNOXKEHNEM, UMEET NPUMOXKEHUS C CAMOCTOATENBHON HyMepaLen cTpaHuy;:
MpunoxeHune:

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

- eCnv NpuroXxeHnem aBnseTca 060CobNEeHHbIN 3NEKTPOHHbIN HOCUTENb (KOMMNAaKT-ANCK, usb-grel-HakonuTernb u
Ap.):
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MpunoxeHune:
CD B 1 aka.

Mpn aTOoM Ha BkNagpiwe (KOHBepTEe), B KOTOPbIA MOMELLAETCA HOCUTENb, YKa3blBAlOTCS HaMMeEHOBaHUSA
OOKYMEHTOB, 3anncaHHbIX Ha HOCUTesb, UMeHa (hannos.

B pacnopsauTenbHbiX OOKYMeHTax (MOCTaHOBMEHUSAX, PELUEHUSX, NPUKa3ax, pacnopsbkeHusix), Oorosopax,
MOMOXEHUSIX, MpaBurax, MHCTPYKUMAX W OPYrMX OOKYMEHTaX OTMETKa O MPUSIOXKEeHUU OgOopMISeTcs Creayrolmm
obpasom:

- B TEKCTe [JOKyMeHTa npu MepBOM YMOMWHAHWW [OKYMEHTa-MPUNOXEHUS B CKOOKax ykasblBaeTcs:
(npunoxenue) wvnu ... (Mpunoxexue 1); nepeg HOMEPOM NPUIIOXKEHUS [OMYCKaeTCA CTaBWMTb 3HaK Homepa:
(npunoxexue N 2);

- Ha NepBOM NNCTe AOKYMEHTa-MPUNoXeHNs B NPaBoOM BEPXHEM Yriy yKa3biBaeTCs:

Mpunoxexne N 2
k npukady AO "Mpocuns"
ot 15.08.2015 N 112.

CTpoKku peKkBusMTa BbIpaBHMBAKOTCS MO NIEBOMY Kpalo UMW LIEHTPUPYHOTCA OTHOCUTENBbHO CaMOWn ANIMHHON CTPOKW.

Ecnu npunoxeHnem K pacnopsguTenbHOMYy [OKYMEHTY $IBNSAETCA HOPMAaTMBHbLIA MPaBOBOW aKT WM WHOW
OOKYMEHT, yTBepXAaeMblll JaHHbIM pacnopsanTeNbHbIM JOKYMEHTOM, Ha NEPBOM JINCTE MPUIIOXKEHUSA MPOCTaBMAEeTCS
oTMeTKa O npunoxeHum (6es ccbinkn Ha pacnopsaauTenbHbIN JOKYMEHT) U rpud yTBEPXKOEHWS, B KOTOPOM YKasblBaloTCA
AaHHble pacnopsaguTenbHOro JOKYMeHTa, KOTOPbIM YTBEPXKOEH AOKYMEHT-NPUNOXEHNE.

Mpumep -

Mpunoxexue 1

YTBEPXXOEHO

npukasom AO "lMpocpunb"

ot 18.05.2015 N 67

5.20 Tpudp cornacoBaHus AOKYMEHTa MPOCTaBMsEeTCA Ha [OKYMEHTax, COrfacoBaHHbIX OpraHamu BnacTw,
opraHv3aumsMu, AOIMKHOCTHbIMU nuuamun. pudp cormacoBaHus B 3aBUCMMOCTM OT BMAA OOKYMeHTa M 0cobeHHocTew

ero O(bOpMﬂeHVIﬂ MOXET NPOCTaBIATbCA:

- Ha NepBOM NUCTE AOKYMEHTa (eCNM JOKYMEHT UMEET TUTYIbHBIA NUCT, - HA TUTYNIBHOM NUCTE) B NIEBOM BEPXHEM
YIy Ha YpoBHe rpuda yTBEpXAEHUS UMK No4 HAMMEHOBaHNEM OKYMEHTa BrmKe K HUXKHEMY Morio);

- Ha nocnegHem nincte OoKyMeHTa nog TeKCTOM;
- Ha NUCTe cornacoBaHus, ABNAIOLWEMCS HEOTbEMIEMOWN YaCcTbio OOKyMeHTa.

Npnd cornacoBaHus coctout m3 crioea COIMTIACOBAHO, OOMmKHOCTM nuvua, KOTOPbIM COrNacoBaH LOKYMEHT
(BKNHOYAS HAUMEHOBAHME OpraHn3aumm), ero CO6CTBEHHOPYYHOW MOANUCHU, MHULMANoB, haMunnm, gatbl COrnacoBaHus.

Mpumep -
COIMACOBAHO

Owvpektop BHUMOAL
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(noanuck) N.0. amnnus

Hata

Ecnu cormacoBaHue oCyLLeCTBRSETCS KOMernanbHblM OpraHoM, B rpude cornacoBaHus yKasbiBalOT CBeOEHUS
o6 opraHe, cornacoBaBllEM [OKYMEHT, AaTe M HOMepe NpOTOKofa, B KOTOPOM 3addMKCUPOBAHO peLleHue O
cornacoBaHun. Ecnn cornacoBaHue OCyLLeCTBNSIETCA NMUCbMOM, YKasblBalOT BUA OOKYMEHTa, OpraHv3aumio - aBTopa
OOKYMeHTa, AaTy U HoMep nucbMma.

Mpumepsl

1 COrNMACOBAHO

CoBeToM ANpPEKTOPOB

AO "Mpoduns"

(npoTokon ot N_ )

2 COMACOBAHO

nucbMom PocapxuBa

oT N__

5.21 Busa cBMOETENBCTBYET O COrMMacum WM Hecornacum OOJPKHOCTHOrO nvua (paboTHuKa) ¢ coaepkaHnem
npoekTa gokyMeHTa. Buson odopmnsercs BHyTpeHHee cornacoBaHwe AokymeHTa. Busa BknwovyaeT OormkHOCTb nuua,
BU3UPYIOLLLEro AOKYMEHT, NoAMNvCh, pacunpoBKy NOANUCK (MHUUManbI, haMunuio) n Aaty BU3MPOBaHUS.

Mpumep -

PykosoauTtens opuguyeckoro otaena

Moanuck N.0. damunus

Jata

Mpn HaNMMuMK 3ameYvaHnii K JOKYMEHTY BM3Yy ochopMIIsioT creayowmum obpasom:

Mpumep -

3amMedaHus npunaratoTcs.

PykoBoauTtens opuguyeckoro otaena

Moanuck N.0. damunus

Jata

B opraHusaumsx, NpUMeHSIOLLMX CUCTEMbI NEKTPOHHOTO AOKYMEHTOO60pOTa, cornacoBaHme MOXeT NPOBOANTLCS
B 3I1eKTpOHHON dopme, cornacHo [OCT P MCO 15489-1.

B [okymeHTax, MOONMHHMKM KOTOPbIX XPaHATCA B OpraHv3auuy, Bu3bl MPOCTaBMAOT Ha MocrnedHeM IUCTe
JOKYMeHTa nof MnoAnucblo, Ha obopoTe MocrnedHEro nucTa MOASNMHHUKA OOKYMEHTA UMM Ha NMCTe COrnacoBaHusl
(BM3MpOBaHWs), NpUNaraeMoM K [JOKYMEHTY.

B nexopsuwmx OOKYMeHTaX BM3bl NPOCTaBNAOTCA Ha 3K3eMnidapax AOKYMEHTOB, NoMellaeMbIX B Aen0.

Mo YCMOTPEHUIO opraHmn3aunn MOXeT NMPUMEeHATbCA NOJNIMCTHOE BU3npoBaHMe OKYMEeHTa n ero I'IpVI.I'IO)KeHl/Il7|.
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5.22 MNMoanuch BKIOYAET: HAMMEHOBAHME AOIMKHOCTU NULA, NOAMNMUCHIBAKOLErO JOKYMEHT, ero COGCTBEHHOPYYHYIO
NoAnuCh, pacLuMdpOoBKY nognucy (MHMumansl, ammnms).

Ilpumep -
T'eHepaJlbHEI OUPEKTOP [omnmce n.0. dammnmsa

Ecnn pokymeHT odopmnieH He Ha OnaHke, B HauMMEHOBaHME [OSMDKHOCTM BKIOYAETCS HauMMeHOBaHue
opraHusaumn. [lonyckaetca UeHTpoBaTb HaMMEHOBaHWE LOMKHOCTWM Nuua, NognucaslUero LOKYMEHT, OTHOCUTENbHO
camMoW ANMMHHOW CTPOKMN.

Ilpumep -
T'eHepaJIbHEI OUPEKTOP
AO "lpoduinp" Nopnuce n.0. dammnmsa

Mpu odopmneHnn OoKymeHTa Ha 6naHke [OMKHOCTHOTO nuua AOMKHOCTb 3TOrO Nuua B MOAMUCU He
yKasblBaeTCcH.

[lpumep - Hoanmce n.0. dammnusa

Mpn nognucaHun LOKYMEHTA HECKOSIbKUMU AOSMKHOCTHBIMWU NULAMKM, 3aHUMAKLWMMKU pas3HOe MONOXEHne, UX
nognucu pacnonaralTca OgHa NoA ApYyroM B MNOCNefoBaTerlbHOCTU, COOTBETCTBYHOLLEN WepapXun 3aHUMaeMblX
[OJTKHOCTEN.

[Ipumep -
IVPEKTOP MHCTUTYTa Homnuce n.0. damunua
T'yaBHEM Oyxranrep [Noonuce n.0. odammnmusa

Mpv noanMcaHny JOKyMeHTa HECKONMbKUMM NULAMU PaBHbIX JOMMKHOCTE MX MOAMMUCK pacrnofiaralTcs Ha O4HOM
YPOBHe.

Ilpumep -

3aMecTuTesb OMPeKTOpa IO (MHAHCOBEIM BOIPOCAaM Homnuce MN.O. damunma
3aMecTuTesb OMPEeKTOpa [0 aIMMHMCTPaTUBHEIM Bonpocam Illoanuchk M.O. dammimsa

B OOKYyMeHTaXx, COCTaBJ1I€HHbIX KOMUCCHKEN, B NOANUCU YKa3blBaeTCA CTaTyC Jimua B COCTaBe KOMUCCUWN.

Ilpumep -

IlpencenarTesyib KOMMUCCUN Ilomnuce n.0. dammnmusa

YUJIEHEl KOMMCCUM Nononuce n.0. dammnusa
[Noonuce n.0. dammnmsga
Ilomnucoe n.0. dammnmusa

Mpv nognmucaHuM OOKYMEHTa JMLOM, WCTIONHALWMM 06S3aHHOCTU pyKOBOAMTENS, NoAnuck odopMisieTcs ¢
yKasaHueM cTaTyca [OMKHOCTHOIO fvLa B COOTBETCTBUM C NMPUKA30M (pacnopsikeHneM).

Ilpumep -

J.o. reHepaylbHOTO OupekTopa llodnmce n.0. dammnmsa
VJIN &

VcnonHALUM OOA3aHHOCTHU

TeHepaJIbHOT'O IUPEeKTOopa Nopnuce n.0. dammnmsa

Mpu nognucaHum [OKYMEHTa nUUOM, WMEHLWMM MpaBo MNOAMUCU B Cllyyae BPEMEHHOrO OTCYTCTBUS
PYKOBOOUTENS, MUCMPaBMeHWs B HaMMEHOBaHWE [OOSHKHOCTM U pacluMdpoBKy amunmu yxe MNOArOTOBMEHHOIO U
COrNacoBaHHOrO NpPoeKTa AOKyMeHTa BHOCATCA OT PYyKM WM C WUCMONb30OBaHMEM COOTBETCTBYIOLIMX LUTamnoB. He
[ornyckaeTcsi CTaBUTb KOCYI0 YepTy, Haanuch "3a" nepen HauMeHOBaHWEM JOMKHOCTM NLa B NOAMNMCU, ECNN JOKYMEHT
noanuceiBaeT MHOE AOMKHOCTHOE NULO.

5.23 OtmeTka 06 SNEKTPOHHOW NOAMUCU WUCMOMb3YeTCs MNpyu  BU3yanusauum SMEKTPOHHOrO [OKyMEHTa,
NOAMWUCAHHOIO 3NEeKTPOHHON NOANUCHID, C cobnioaeHneM crnegyowmnx TpeboBaHuii:
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a) MeCTo pasMelleHUss OTMETKM 00 3MEeKTPOHHOW MOANUCKM HOSKHbI COOTBETCTBOBATb MECTY pasMelleHust
COGCTBEHHOPYYHOW NOAMUCYU B aHANOrMYHOM JOKYMEHTe Ha GyMaXKHOM HocuTene;

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

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

r) anemMeHTbl OTMETKM 06 3MeKTPOHHOM NOANUCK HE AOMKHbI NepeKpbIBaTh SreMEHTbI TEKCTa OKYMEHTa U Apyrue
OTMETKM 06 3NEKTPOHHOM Nognucy (Mpu Hanu4mum).

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

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

Cepruduxkar 1alllaaa000000000011
Brnapgesnen HukoJsiaer Hukojsiam HmkoJaeBmu
IOevicTeuTesiedr ¢ 01.12.2012 mo 01.12.2017

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

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

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

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

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

5.26 OTmeTKa O 3aBEpPEHUN Konum oOpMIISIETCS ANs NOATBEPXKAEHUSI COOTBETCTBUSI KOMMUU OKYMEHTa (BbINUCKA
U3 JOKYMeHTa) NOANUHHMKY AokyMmeHTa. OTMeTka O 3aBepeHWM KOonuu NpOCTaBnsieTCst Mo PeKBU3UTOM "noanuchk” u
BKMOYaET: croBo "BepHO"; HAaMEHOBaHWE OOMKHOCTU NULia, 3aBEPUBLLErO KOMUID; €ero COBCTBEHHOPYYHYHO MOAMNMUCE;
paclwmdpoBKy noanucKu (MHUUManbl, haMmunuio); AaTy 3aBepeHUst Konuu (BbIMUCKK U3 JOKYMEHTA).

IIpumep -

BepHo

JMHCIIEKTOpP CJyXOb KaIpoOB [omnmce n.0. dammnmsa
HaTa

Ecnu konua Bblgaetca ans npeacrtaBlieHnAa B APYyry opraHmsaunio, OTMEeTKa O 3aBepeHUn Konun OOoMnoJTHAEeTCA
HaANMMUCbo O MeCTe XpaHeHNdA OOKyMeHTa, C KOTOPOoro Oblnia N3roToBneHa Konust ("HO,EU'IVIHHI/IK OOKYyMEeHTa HaxoguTCHd B
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(HaMmeHoBaHwWe opraHusauun) B aene N ... 3a ... roa") u 3aBepsieTcs NeyaTblo OpraHn3aumm.

[na npocTtaBneHns OTMETKM O 3aBEPEHUUN KOMUM MOXET MUCMOSIb30BaTbCA LWTaMn.

5.27 OTmeTka O MNOCTYMNEHUW OOKYMEHTA CNYXWUT ANS MOoATBEPXAEHMs dakTa MOCTYNeHWs OOKYMeHTa B
OopraHn3auuio 1 BKIYaeT AaTy NOCTYMNEHNss U BXOAALWMNA PETMCTPALMOHHBIA HOMEpP AoKyMeHTa. [py HeobxoammMocTu
OTMETKa O MOCTYMIIEHUN MOXET AOMOSHATLCA yKasaHMeM BpPEMEHM MOCTYMMeHMs B 4acax M MuHyTax K crnocoba
[OCTaBKM OOKYMEHTA.

OTmeTKa 0 MOCTYNIEHUM JOKYMEHTA MOXET NPOCTaBNATLCA C MOMOLLbIO LUTaMna.

5.28 Pesonioumsa COAepXnT yKaszaHuMe Mo MCMOMHEHUIO AOKyMeHTa. Pesontoumst ocdopmnsieTcss Ha cBOOGOAHOM
MecTe paboyero nond JOKyMeHTa, Ha GnaHke pe3ontiouum UM BHOCUTCA HENOCPEeaCTBEHHO B CUCTEMY 3MEKTPOHHOro
OOKyMeHToobopoTa.

Pesontoumnst BknoyaeT: hamMununio, MHMLMAIbLI UCMOSNHUTENS (UCMOMHUTENeN), NMopyYyeHne no OOKYMEHTY, Mpu
HeoBGXOANMOCTU - CPOK UCTMONHEHUS, NOAMUCH NULA, BbIHECLLErO pe3osiioLmio, AaTy pe3osoLmnu.

Mpumep -

damunua N.0.

Mpowy nogrotoBuTh NpeanoxeHus k 10.11.2016.
Moanuck

Hata

5.29 OTmeTKka O KOHTpOfe CBMAETENbCTBYET O MOCTAHOBKE AOKYMEHTa Ha KOHTPOIb, MPOCTaBMASETCH LUTaMmnoM
"KoHTponb" Ha BepxHeM norne AOKyMeHTa.

5.30 OTmeTKka 0 HanpaBfeHWM JOKYMEHTa B OeNlo onpeensieT MecTO XpaHeHUs AOKyMEHTa Mnocne 3aBepLUeHUs
paboTbl C HUM M BKIIOYAET: cnoBa "B aeno”, nHaekc gena no HOMeHKNaType gerl, B KOTOpoe NoMeLaeTcs 4OKYMEHT Ha
XpaHeHue, C yKasaHueM roga, OrMKHOCTM nuua, opopMmMBLLErO OTMETKY, NOANUCK, OaThbl.

Ilpumep -
B meno N 01-18 3a 2016 1.

3aB. OTHEJIOM KOPIOPATMBHBEIX IPOEKTOB
Iloonuce IaTa

OTtmeTka o HanpaBlieHnn [OOKyMeHTa B [Aefi0 MOXeT [OOMNOJIHATbCA KpaTKMMWU cCBedeHUAMU O XapaKTtepe
NCMNOJTHEHUA OOKYMEHTa.

6 bnaHku JOKYMEHTOB

6.1 Ona narotoBneHus 6naHkoB AOKyMeHTOB, cornacHo [OCT P 7.0.8, ncnonb3yetcs dymara goopmatos A4 (210
X 297 mm), A5 (148 x 210 mm); ons nsrotoeneHnsa 6naHkoB pesontounn ncnonb3yetca bymara copmatoB A5 (148 x 210
mMm), AB (105 x 148).

Kaxgbin nucT gokymeHTa, ohOpPMIIEHHbIA Ha OnaHke unu 6e3 Hero, JOMMKEH MMETb NONSA HE MEHee:!

20 MM - neBoe;

10 MM - npaBoe;

20 MM - BEPXHEE;

20 MM - HMXKHee.

[okymeHTbl AnutenbHbIX (CBbile 10 NeT) CPOKOB XpaHEHUSA AOMMKHbI UMETL NieBoe norne He meHee 30 MMm.
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6.2 OpraHusauun unCrnonb3ylT OnaHKM [OOKYMEHTOB, MW3rOTOBMEHHble Ha OymaXHOM HocuTene (6naHku
OOKYMEHTOB (pefeparbHblX OpraHoB roCyAapCTBEHHOW BracTu C BocnpoussBegeHvem [ocygapcTBeHHoro repba
Poccuiickon ®efepauumn nsrotasnmealoTcs nonvrpau4eckummn npegnpuaTnsaMm, UMeLWmMMm cepTndukaTsl 0 Hanmymm
TEXHUYECKNX WU TEXHONMOIMYECKMX BO3MOXHOCTEN ANsi KaYeCTBEHHOrO W3rOTOBSIEHMS YKa3aHHOro Buaa MPOAYyKUMM)
n/vnun anekTpoHHble WwabnoHbl 6naHkoB. bnaHkn Ha ByMaXHOM HOCUTENE M 3NEeKTPOHHble WabnoHbl OraHKOB AOMKHbI
ObITb MOEHTUYHBI MO COCTaBY PEKBM3WNTOB, MOPSAAKY UX PACMONOXEHWS, rapHUTypam wpudTa.

BbnaHkn [OKyMEHTOB Ha OyMaXHOM HOCUTENe W 3NEKTPOHHble LWabnoHbl OnaHKoB W3roTaBNMBAKOTCA Ha
OCHOBaHUM MakeToB BnaHKoB, YTBEPXKOAEMbIX PYKOBOAMTENEM OpraHvM3aumm.

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

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

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

PEKBU3NTOB.

6.4 B 3aBMCMMOCTM OT pacnonoXeHUsi pEKBU3UTOB yCTaHABNMBAETCA ABa BapuaHTa 6naHKoB - YrioBoOn (PUCYHOK
B.1) u npogonbHLIN (pUCyHOK B.2).

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

Peksunaunt 03 moxeT pacnonaratbCs crieBa Ha ypoBHe pekBuauta 05.

Peksnantbl 05, 06, 07, 08, 09, 13, orpaHnunTensHble oTMETKM ansa peksnsntos 10, 11, 12 B npegenax rpaHuy, 3oH
pacnonoXeHUs PEKBU3UTOB pa3MeLLiaTcsl OAHMM M3 CnocoboB:

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

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

6.6 YcTraHaBnmBaloTca criegyrowime Buabl 6naHKkoB LOKYMEHTOB OpraHvM3aunm:

- 06K 6naHk;

- BnaHk nucbma;

- BnaHK KOHKPETHOro BMaa AOKYMeHTa.

HopmaTvBHbBIMM MNpPaBOBbLIMW aKTaMW OpraHu3auun ycTaHaBMNMBalOTCS BUAbl MPUMEHSIEMbIX OnaHKOB U KX
pasHOBMAHOCTM (GraHK MUCbMa CTPYKTYPHOro noApasfenenusi, 6naHk nucbMa [OMMKHOCTHOrO nuua, 6rnaHk npukasa,
BraHk pacnopsikeHusi, bnaHk npoTokona v ap.).

O6pasubl 6naHkoB 4OKYMEHTOB NpuBeaeHbl B NpunoxeHun b.

6.7 O6wmIn GnaHk ucnonb3dyeTcs ANst U3roTOBMEHUS MOObIX BUAOB AOKYMEHTOB, KpOME AENOBOro (CriykebHoro)
nucema.

O6wwmin 6naHk B 3aBMCMMOCTM OT yYpeauTerbHbIX JOKYMEHTOB OpraHu3aumn 1 NoKamnbHbIX HOPMAaTMBHBLIX aKTOB
BkntovaeT peksusntbl 01 (02 unu 03), 05, 06, 07, 13 1 orpaHnuMTenbHbIE OTMETKM Ans peksusntos 10, 11, 16, 17.

BnaHk nMcbMa B 3aBMCUMOCTU OT ydpeanuTerbHbIX JOKYMEHTOB OpraHu3auum 1 nokasrbHbIX HOPMATUBHBLIX aKTOB
BkrtovaeT peksuantel 01 (02 mnum 03), 05, 08, orpaHnuuTensHble oTMeTkM ana peksusuTtoB 10, 11, 12, 15, 17. BnaHk
nucbMa CTPYKTYPHOrO noapasgeneHnst 4oONoNHUMTENbHO BkovaeT pekeusuT 06, GnaHk nnucbMa AOMKHOCTHOro nvua -
peksuant 07.

BbnaHk KOHKpPETHOro Buaa AOOKyMeHTa, KpomMme nnucbMa, B 3aBUCUMMOCTU OT YydypeauTellbHbIX [OOKYMEHTOB
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OopraHusaumm n nokasnbHbIX HOPMAaTMBHbBIX MPaBOBbLIX akToB BktovaeT pekBuantbl 01 (02 mnm 03), 05, 09, 13 1, npu
HeobXxo4MMOCTN, OrpaHMYUTENbHbIE OTMETKM ONsi FpaHuy, 30H pacnonoxeHus peksusmtoB 10, 11, 16, 17. BnaHk
KOHKPETHOro BuAa [OKYMEHTa CTPYKTYPHOro mnoAapasaeneHns AOMONHUTENbHO BkNovaeT pekBuant 06, 6GnaHk
OOIMKHOCTHOrO nuua - pekausut 07.

6.8 B opraHax Bnactu un opraHmdauusix cyobektoB Poccuiickon degepaumm, MCNONb3yHLWNX Hapsgy C PyCCKUM
A3bIKOM KaK rocygapcTBeHHbIM A3blkoM Poccunckon depepaummn rocygapcTBEHHBIN S3blK (rOCY4apCTBEHHbIE A3bIKM)
pecnybnuk B coctaBe Poccuinckon ®Pegepauun, UCNOMNb3YOTCH ONaHkM [OOKYMEHTOB Ha pPYCCKOM A3blke U
rocygapcTBeHHOM s3blke (s3blkax) pecnybnuk B coctaBe Poccuiickonn ®Pepepaumun: yrnoeble (pekBU3UTbl BnaHka
pacnonaratTcsi Ha OJHOM YPOBHE: Ha PYCCKOM si3blke - CMeBa, Ha rocygapCTBEHHOM s3blke (A3blkax) pecnybnuk B
coctaBe Poccunckon ®egepauum - cnpaBa) Mnm NpogosibHble (BCe pekBM3UTbI BnaHka Ha PYCCKOM S3blKe - CBEpPXY,
HWXe - BCe PEKBM3UTbI OnaHka Ha rocyaapCTBEHHOM si3bike (s13blkax) pecnybnuk B coctaBe Poccunckon ®egepauun).

[ns nepenuckn C WMHOCTPaHHbIMM KOPPECNOHAEHTaMW MCMOMb3ylT OnaHkM Ha OBYX A3blkax - PYCCKOM U
aHrnunckom (npunoxexue B.8) nnn MHOM MHOCTPaHHOM fA3bike.

MpunoxeHne A
(cnpaBo4Hoe)
PACMONOXEHWE PEKBU3UTOB HA TUTYNBHOM NUCTE OOKYMEHTA
HayMeHOBaHVe OpTaHM3aUUK
Tpud COTIACOBAHUA IOKYMEHTA Tpud yTBEPXIEHMA IOKYMEHTA

HavMeHOBaHMe BUIA OOKYMEHTAa
3aroJIOBOK K TEKCTY

T'pnd corjacoBaHMs HOKYyMEHTa

MecTO cCcocCTaBJIeHUHA (MB,HaHMFI) IOJOKYMeHTa — TI'OO M3IOJaHMAa IOJOKYMeHTa

PucyHok A.1 - PacnonoxeHne pekBn3nMToB Ha TUTYSNIbHOM
nncTe JoKyMeHTa

Mpunoxexue b
(cnpaBo4Hoe)

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

®epepaumn. CuctemMa CTaHAapToOB MO MHMOPMaUMK,
[ata coxpaHeHus: 27.06.2018

61BNIMOTEUHOMY U MU3aaT...

OBPA3LIbI BJTAHKOB NOKYMEHTOB

Pocapxwus

denmepayibHOE ONIXETHOE yUYpexIeHMe
"BCEepOCCUMCKMI HayUHO-MCCJIENOBATEJIbCKUM MHCTUTYT
OOKYMEHTOBEIEeHUS UM apXMBHOTO meja'
(BHUMIAL)

Mockea

PucyHok B. 1 - O6pasel, o6wero 6naHka opraHnsaumm

Pocapxus

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

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

N

Ha N oT

PucyHok B.2 - O6pasel yrnosoro 6naHka nMcbMa opraHnsaumm

Pocapxue

denepanbHoe GooKETHOE yupexaeHme
"Bcepoccnincknin Hay4Ho-uccrnegoBaTenbCkUin UHCTUTYT
OOKyMeHTOoBeZeHus n apxusHoro aena" (BHUWOAL)

lNpodcotosHas yn., 4. 82, Mocksa, 117393
Ten./dakc (495) 718-78-74 e-mail:mail@vniidad.ru;
http://www.vniidad.ru
OKIO 02842708; OI'PH 1027700380795;
WMHH/KMM 7708033140/771001001

Mpunoxexne B

(cnpaBo4Hoe)

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

denepanbHoe G0oKETHOE yupexaeHme
"Bcepoccumncknin Hay4Ho-uccrnegoBaTenbCkUin MIHCTUTYT
[OKYyMEHTOBEAEHUSI U apXuBHOro gena”

(BHNMOAL)
ONPEKTOP

MpodcotosHasn yn., a. 82, Mockea, 117393
Ten./cbakc (495) 718-78-74 e-mail:mail@vniidad.ru;
http://www.vniidad.ru
OKINO 02842708; OI'PH 1027700380795;
WMHH/KTIM 7708033140/771001001

Ha N oT

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

Pocapxue

depnepanbHoe GogKETHOE yupexaeHme
"Bcepoccumcknin Hay4Ho-uccrnegoBaTenbCkUin UHCTUTYT
[OKyMEHTOBEAEHUSI U apXuBHoro gena”

(BHNMOAL)
OTPACJIEBOW LIEHTP MOBBIWEHWA KBATIMOUKALIN

MpodcotosHasn yn., a. 82, Mockea, 117393
Ten./cakc (495) 718-78-74 e-mail:mail@vniidad.ru;
http://www.vniidad.ru
Ten./cakc (495) 718-79-38; e-mail:ocpk@vniidad.ru
OKT10 02842708; O'PH 1027700380795;
WMHH/KIIM 7708033140/771001001

Ha N oT

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

Pocapxus

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

IIPVIKAS3
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Mockea

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

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

PACIIOPAXEHNE

Mockea

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