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Mpepucnosue

1 PA3PABOTAH ®@egepanbHbiM OHOAXKETHBIM  yypexaeHnem "BCepoCCUMCKUIM  Hay4dHoO-
nccnefoBaTeNbCKUA UHCTUTYT AOKYMEHTOBeAeHWs W apxuBHoro gena" (BHUMOAL) depepanbHoro
APXMBHOTIO AareHTCTBa

2 BHECEH TexHuuyeckMm KomuTeTom Mo cTaHgaptmsaumm TK 191 "HayyHo-TexHuueckKas
nHbopmaums, bubnmoteyHoe 1 nsgaTenbckoe geno”

3 YTBEPAEH W BBEAEH B JENCTBME Mpukasom denepanbHOro areHTCTBa No TEXHUYECKOMY
pPeryaMpoBaHuio n MeTpoaorum ot 8 aekabpa 2016 r. N 2004-ct

4 B HacTOAILEM CTaHOapTe peasim3oBaHbl HopMbl PesepanbHbIx 3aKOHOB 0T 27 utona 2006 r. N 149-
®3 "06 nndopmaunun, MHGOPMaLMNOHHbLIX TEXHONOTMAX U O 3awmTe nHdopmaunmn", ot 22 okTabpa 2004 r.
N 125-93 "O6 apxusHom aene B Poccuinckon depepaunm

5 B3AMEH I'OCT P 6.30-2003

MpaBuna NpUMeHeHNA HacTOALLLEro CTaHAapTa YCTaHOB/EHbI B cTaThe 26 PeaepasnbHOro 3akoHa oT
29 noHA 2015 1. N 162-d3 "0 cTaHgapTnsaumm B Poccuiickon ®eaepaummn”. MHpopmauma 06 MsmeHeHUsx
K HacToAlweMmy cTaHaapTy nybauKyeTca B exerogHom (No cocTosHUio Ha 1 AHBapa TeKkyuwero roaa)



nHPopmaunoHHOM yKa3zaTesne "HaumoHanbHble cTaHaapThbl", a odULManbHbIN TEKCT USMEHEHUI U NPABOK
- B eXXemecA4YHOM WMHPOPMAUMOHHOM yKaszaTtene "HauunoHanbHble cTaHZapTbl". B cnyyae nepecmoTpa
(3ameHbl) MM OTMEHbI HACTOALLEro CTaHAapPTa COOTBETCTBYHOLLLEE yBEAOMIEHNE ByaeT onyb/MKoBaHO B
6AMKalMluemM BbINYCKe eXeMeCAYHOro WMHPOPMAUMOHHOIO YyKasaTensa "HauuoHanbHble cTtaHaapTbl'.
CooTBeTcTBYHOLWan MHOOPMaALMSA, YBEAOMIEHME N TEKCTbI Pa3MeLLatoTca B MUHGOPMALMOHHOWN cucTeme
oblero nonb3oBaHWA - Ha oduumanbHom cante depepanbHOro areHTCTBA MO TEXHUYECKOMY
pPeryanpoBaHuio U MeTponornmn B cet MHTepHeT (Www.gost.ru).

HacToawmi ctaHAapT He MOXKeT 6bITb NOIHOCTbIO MM YaCTUYHO BOCMPOU3BEAEeH, TUPAXKUPOBaH U
pacnpocTpaHeH B KayecTBe oduUMaNbHOrO u3gaHua 6e3 paspeweHua PeaepasbHOro areHTCTBa no
TEXHUYECKOMY PEeryiMpoBaHu1IoO N MeTPO/Iormm

1 O6nactb npumeHeHunn

HacToAawmin ctaHaapT pacnpocTpaHAETCA HAa OPraHW3aLMOHHO-PacnopAAUTENbHbIE AOKYMEHTbI:
yCTaBbl, NONOXKEHWUA, NPaBUIA, UHCTPYKUUM, PErIaMeHTbl, NOCTAHOBAEHMA, PacNopPAXKEHUA, NPUKa3bl,
peleHuns, NPOTOKObI, AOFrOBOPbI, aKTbl, MMCbMa, CNPaBKU U Ap. (fanee - AOKYMEHTbI), B TOM Yucie
BK/IloYeHHble B OK 011-93 "O6uepoccninckunii kKnaccudumkatop ynpasieHYeckon gokymeHTtaumnun" (OKYd),
Kknacc 0200000.

HacToawmit ctaHaapT onpeaenseT coCTaB PEKBUM3UTOB AOKYMEHTOB; Npasuaa Ux odopmaeHus, B
TOM Yucne c NPUMeHeHNnemM MHPOPMaALMOHHbIX TEXHONOTUIN; BUAbl 6NaHKOB, COCTaB PEKBMU3UTOB 6/1aHKOB,
CXEeMbl PaCro/IoKEHNA PEKBU3UTOB Ha AOKYMEHTe; 0b6pa3Lbl 61aHKOB; NpaBua co34aHMA LOKYMEHTOB.
MonokeHns HacTosWero CTaHA4apTa PacnpPoCTPaHAOTCA Ha AOKYMEHTbl Ha BYMaXKHOM M 3/IEKTPOHHOM
HoCUTeNsX

2 HopmaTtusHble CCbIJIKU

B HacToALwweMm CTaHAapTe UCNoJib30BaHbl HOPMaATUBHbIE CCbI/IKKU Ha cheayrouime CtTaHaapTbl:

FOCT P 7.0.8 Cuctema cTaHAapToB No MHPopmauun, 6UBANOTEYHOMY M U3AATENbCKOMY AENy.
[enonponssoacTso U apxmBHoe Aeno. TEpMUHBI U onpeaeneHus

FOCT P NCO 15489-1 Cuctema ctaHaapToB no mHdopmaumum, bubanoteyHomy U nsaaTesibCKomy
aeny. YnpasneHue gokymeHTamu. O6uwme TpebosaHuA

MpumeyaHue - MNpU NONb30BAHUM HACTOALLMM CTaHAAPTOM LeiecoobpasHo NpoBepuUTb AelcTeme
CCbINOYHbIX CTaHAAPTOB B MHPOPMALMOHHOM cucTeme 0B6LLLEro NOMb30BaHUA - Ha oPULMANbLHOM caiTe
denepanbHOro areHTCTBa N0 TEXHUYECKOMY PEryiMpoBaHUI0 U METPOIorMKN B ceTu MHTepHeT uamn no
eXXerogHomy MHPOpMaLUMOHHOMY yKasaTento "HaumoHanbHble cTaHAapTbl", KOTOpPbIM onyb6aMKoBaH Mo
COCTOAHMIO Ha 1 AHBapPSA TeKyLWero roga, U No BbiMyCKam exxemecA4YHOro MHGOPMaLIMOHHOrO yKasaTens
"HaumnoHanbHble cTaHAApPTbl" 3a TeKyWMi rog. Ecin 3ameHeH CCbIIoYHbIN CTaHAAPT, Ha KOTOPbIA AaHa
HeJaTUPOBaHHAaA CCbl/IKa, TO PEKOMEHAYETCA MCMNO/b30BaTb AEUCTBYIOLLYIO BEPCUIO 3TOro CTaHAapTa C
YYETOM BCEX BHECEHHbIX B laHHYIO BEPCUIO U3MEHEHWIA. EC/IM 3aMeHEeH CCbIJIOYHbIV CTaHAAPT, Ha KOTOPbIN
AaHa AaTMpOBaHHasA CCbl/IKa, TO PEKOMEHAYETCA UCMO0/1b30BaTb BEPCUIO 3TOTO CTaHAApPTa C YKasaHHbIM
BbllLe rogom yTBep:KaeHus (NpuHATUA). Ecnm nocne yTBEPKAEHWUA HACTOALWLErO CTaHAAPTa B CCbIIOYHbIM
CTaHAapT, Ha KOTOPbIN AaHa AaTUPOBaHHAA CCbl/IKa, BHECEHO M3MEHEHWE, 3aTparnBaloLLEE NONOXKEHNE,
Ha KOTOPOE AaHa CCbl/IKa, TO 3TO MNOJIOXKEHME PEKOMEHAYETCA NPUMEHATbL 6e3 yyeTa 4aHHOTo U3MEHEHMUS.
Ecnun ccblnoyHblA CTaHAAPT OTMEHEH 6e3 3ameHbl, TO NOJIOXKEHWE, B KOTOPOM JaHa CCbi/IKa Ha Hero,
pekoMeHAyeTCA NPUMEHATb B YaCTK, HE 3aTparMBaloLen 3Ty CCbIKY.

3 O6wme TpeboBaHUA K CO3AAHUIO0 AOKYMEHTOB

3.1 [JJOKyMeHTbl MOryT co34aBaTbCA Ha OYMa)KHOM HOCUTENe W B 3/IEKTPOHHOW dopme ¢
cobtoaeHeM yCTaHOBNAEHHbIX MPaBuU 0GOPMAEHMUSA LOKYMEHTOB.



3.2 Mpw co3aaHNM AOKYMEeHTa Ha ABYyX U boJsiee cTpaHMUax BTOPY M nocieayolme CTpaHULbl
HYMepyHoT.

Homepa cTpaHUL, NpoCTaBAAIOTCA NOCEPEeANHE BEPXHETO NOAA AOKYMEHTA Ha PAacCTOAHUN HE MeHee
10 mm OT BepXHero Kpas AncTa.

JonyckaeTca co3faHWe [OKYMEHTOB Ha AuueBoM WM 0BOpPOTHOM cTOpoHax awucta. [pu
ABYCTOPOHHEM CO3aHUKN LOKYMEHTOB LUMPUHA NEBOTO NOAA HA INLEBOIN CTOPOHE INCTA U NPABOro Noas
Ha 060POTHOI CTOPOHE INCTA A0JIXKHbl ObITb PABHbI.

3.3. Ona co3gaHus OOKYMeHTOB HeobxogMmo MCho/sib30BaTb CBOOOAHO pPacnpocTpaHAemble
6ecnnaTHble WPKTLI.

Ona opopmneHna 4OKYMEHTOB peKoOMeHAYeTCcA MCNOb30BaTb pasmepsbl wpnudTtos N 12, 13, 14.

Mpwu coctaBneHUM Tabaunw, [ONYCKaeTCa UCNONb30BaATb WPUGTbI MEHbBLLMX PAa3MepOoB.
(n. 3.3 B peq. UameHeHua N 1, ytB. Mpukasom PocctaHgapTa ot 14.05.2018 N 244-cT)

3.4 Ab63aLLHbIM OTCTYN TEKCTa AOKYMeHTa - 1,25 cm.

3aron0BKKN pasaesnioB U NoApasaenoB nevaTatotca ¢ ab3alHbIM OTCTYNOM MW LLEHTPUPYIOTCA Mo
LWIMPUHE TEKCTa.

MHOrocTpoyHble peKBU3NTbI NevyaTatTcA Yepes O4uMH Me)KCTpOLIHbIH MHTEpBaAN, COCTaBHble 4YaCTu
PEKBU3INUTOB OTAENAKOTCA 4OMNO/IHUTENIbHBIM UHTEPBA/IOM.

TeKcT oOKyMeHTa neyaTtaeTcs yepes 1 - 1,5 MeXCTPOUYHbIX MHTEpBana.

Ecnv AOKYMEHT roTOBUTCA A4/1A U3AaHUA C yMeHblleHnem maclitaba, TeKCT neyataerca yepes A8a
WHTepBana.

NHTepBan mexay 6ykBamum B C10BaXx - 0ObIYHbIN.
NHTepBan mexay choBamm - oguH npoben.

3.5 TeKCT AOKYMEHTa BblpaBHMBAETCA MO WKPUHE AncTa (Mo rpaHULAM NeBOro M NpaBoro nonewn
OOKYMeHTa).

[NvHa camoit ANVHHOM CTPOKM PeKBU3MTA NPU YINIOBOM PACMONOXKEHUN PEKBU3NUTOB He Bonee 7,5
cM.

[ONvHa camoi AIMHHOWM CTPOKM PEKBM3MUTA NPU NPOA0/IbHOM Pacro/iIOXKeHNM PEKBU3NTOB He 6onee
12 cm.

3.6 HopMaTMBHbIMK NPABOBbLIMW aKTaMW OPraHMU3aLLMM MOXKET BbiTb NPEeAYCMOTPEHO BblgeneHue
pekBM3nToB "agpecat”, "3arosoBoK K TeKcTy" uam "noanuck”, a TakKe oTaeNbHbIX GparMeHTOB TEKCTa
NONYKUPHLIM LIPUDTOM.

3.7 HOpMaTVIBHbIe NnpaBoBbl€ aKTbl OpraHn3aunn, a Takxke MHble MHOIToCTpaHU4YHblE OOKYMEHTbI

MOTyT 0POPMAATLCA C TUTYbHBIM JIMCTOM. TUTY/IbHBIN INCT AOKYMEHTA 0POPMAAETCA B COOTBETCTBUM C
npuaoxeHuem A.

4 PeKBU3UTbI AOKYMEHTa

Mpu noarotoske U oPOPMIEHUU AOKYMEHTOB WMCMOAb3YHOT PEKBM3UTLI, ONpeneneHns KoTopbIxX
npuseaeHbl 8 FOCT P 7.0.8



01 - rep6 (FocynapcTBeHHblt repb Poccuiickon depepaumn, repb cybbekTta
denepaunn, repb (repanbamyeckmii 3HaK) MyHUUMNANbHOrO 06pasoBaHms);

02 - smbnema;

03 - ToBapHbIN 3HaK (3HaK 06CNYKMBaHMA);

04 - Ko, dopMbl JOKYMEHTA;

05 - HaMmeHoBaHMeE OpraHmn3aLmnm - AaBTOPA AOKYMEHT];

06 - HaumeHOBaHMe CTPYKTYPHOrO NOAPA3AENEHMA - ABTOPA AOKYMEHTA;
07 - HaumeHOBaHMe AOMKHOCTU INLLA - aBTOPA AOKYMEHTA;
08 - cnpaBoOYHble AaHHble 06 opraHn3auUum;

09 - HaMmeHoBaHWe BUAA AOKYMEHT];

10 - paTta AOKYMEHTa;

11 - perncTpauMoHHbI HOMepP AOKYMEHTa;

12 - ccbi/IKa Ha PerncTPaLmMoHHbIN HOMEpP U AaTy NOCTYNMBLUErO AOKYMEHTa;
13 - MmecTo cocTaB/ieHuA (M34aHUA) AOKYMEHTa;

14 - rpnd orpaHMyeHna AOCTyNa K AOKYMEHTY;

15 - agpecar;

16 - rpnd yTBEPKAEHUA LOKYMEHTA;

17 - 3aronoBOK K TEKCTY;

18 - TeKCT OKYMEHTa;

19 - oTmeTKa O NPUNOXKEHUHU;

20 - rpud cornacoBaHMA AOKYMEHTa;

21 - Bu3a;

22 - nognuce;

23 - oTmeTKa 06 3/1eKTPOHHOM noanucy;

24 - nevartsb;

25 - oTMeTKa 06 ucnonHutene;

26 - OTMeTKa 0 3aBepeHUM Konuu;

27 - OTMETKA O NOCTYNNEHUN AOKYMEHTa;

28 - pesoawoums;

29 - OTMETKa 0 KOHTpoOne;

Poccuiickom



30 - oTMeTKa 0 HanpaB/ieHNN OKYMEHTA B Aeo.
5 OdopmneHue peKBU3IUTOB AOKYMEHTOB

5.1 Tep6 (lFocypapcTBeHHblt repb Poccuiickon Pepepaunn, repb cybbekta Poccuinckoit
depepaummn, repb (repanbgmyecknit 3HakK) MyHULMMNANbHOrO 06pa3oBaHWS) BOCNPOM3BOAMUTCA Ha
671aHKax LOKYMEHTOB B COOTBETCTBMM C PesepasnibHbiM KOHCTUTYLMOHHbIM 3aKOHOM OT 25 aekabpsa 2000
r. N 2-®K3 "O TlocygapctBeHHOom repbe Poccuitickoit depepaumn”, 3aKoHOAATENbHbIMU U UHbBIMU
HOPMaTUBHbIMM NPABOBbIMU aKTaMK cybbeKToB Poccuitickon degepalmm U HOPMATUBHBIMK NPABOBbIMM
aKTaMW OpraHoOB MEeCTHOro CaMoynpaBAeHus.

N3o0bpaxkeHne repba (locymapcTtBeHHoro, cybbvekta Poccuitckon @epepaunun, repba
(repanbamyeckoro 3Haka) opraHa MECTHOro caMoynpasaeHNA) MOMELLAETCA Mo cepeanHe BepPXHero nons
61aHKa OOKYMeHTa Haj peKkBM3MTaMy OpraHuMsauuun - aBTopa [AOKYMEHTa, Ha paccToaHun 10 mm ot
BEPXHEero Kpas fucTa.

5.2 dmbnema opraHusauuun, paspaboTaHHaa M yTBEPXKAEHHAsa B YCTAaHOBAEHHOM MOPAAKeE,
pasmelLaeTcd B COOTBETCTBMM C HOPMATMBHbIMM MPABOBbIMKM aKTaMuM Ha 61aHKax: [AOKYMEHTOB
desepanbHbIX OPraHOB TOCYZAAPCTBEHHOW BAACTM (3@ WCKAOYEHMEM C/yyaeB, NpeayCcMaTPUBatOLLMX
ucnonb3oBaHue M3obparkeHua MocypapcTBeHHoro repba Poccuiickoit denepauun), TeppUTOpUaNbHBIX
opraHoB ¢enaepanbHbiX OPraHoOB rOCYAapCTBEHHOM BAACTU, FOCYAAPCTBEHHbLIX M HErocyAapCTBEHHbIX
opraHusauuii. M3obpakeHre ambiemMbl NOMeELLAeTcA No cepesnHe BepxHero nona 61aHKa AOKYMeHTa
Hag, PeKBM3UTaMM OPraHmn3aLLMm1 - aBTOpa AOKYMEHTa, Ha paccToAHMM 10 MM OT BEpPXHEro Kpas ucTa.

5.3 ToBapHbl1 3HaK (3HaK OOCAYXKMBAHMUSA), 3aPErUCTPUPOBAHHbLIA B  YCTAaHOB/IEHHOM
3aKOHOAATe/IbCTBOM MOPSAKE, BOCMPOU3BOAUTCA Ha BNaHKax OpraHuW3aumii B COOTBETCTBMU C YCTaBOM
(nonoxkeHnem 06 opraHusaumun). M3ob6paxkeHne TOBapHOro 3HaKa (3Haka 0bcnyXuMBaHMA) nomellaeTcs
no cepeamHe BepxHero nosa 671aHKa AOKYMEHTa Had PEeKBM3UTAMKM OpraHuM3aumu - aBTopa AOKYMEHTa,
WM CNIeBa Ha YPOBHE HaMMeHOBaHMA OpraHM3aumn - aBTopa AOKYMeHTa (40MyCcKaeTca 3axBaTblBaTh 4acTb
nieBoro nons).

Hapagy c ToBapHbiM 3HaKOM (3HAaKOM 06CAYKMBaHMA), Ha 6naHKAX [OOKYMEHTOB MOXKET
YKasblBaTbCA KOMMepUYecKkoe 0603HaYeHNe PUANYECKOro AnLa.

5.4 Koa ¢opmbl AOKYMeHTa nNpocTaBaseTcA Ha YHUOUUMPOBAHHbLIX PpOpmax [AOKYMEHTOB B
cooTBeTcTBUM ¢ OBLLEPOCCUNCKMM KNacCMPUKATOPOM ynpaB/ieHYyeckon aokymeHTauum (OKYA) wnan
JIOKaNbHbIM KnaccudpuKaTopom, pacronaraeTca B NpaBoOM BepxHem yray pabodyero noss AOKYMeEHTa,
cocTout ns cnos "dopma no" (HaumeHoBaHUe KnaccudpumKkaTopa) U uMdpoBoro Koaa.

Mpumep - Popma no OKY/ 0211151.

5.5 HaumeHoBaHMe opraHus3auMm - aBTopa [AOKYMeHTa Ha 6/1aHKe [OKyYMeHTa [AO0JIKHO
COOTBETCTBOBAaTb HAWMEHOBAHUIO HOPUANYECKOrO ANUUA, 3aKpenaeHHOMYy B ero yypeauTesbHbIX
OOKyMeHTax (ycTaBe MAM MonoXKeHuu). MNog HaMmeHOBAHMEM OpraHM3auMuM B CKODKax yKasblBaeTca
COKpaLLeHHOe HaMMeHOBaHWe OpraHM3aLmm, ec/iM OHO NPEeAYCMOTPEHO YCTAaBOM (MONOXKEHMEM).

Hag HanmeHOBaHMeM OpraHu3auum - aBTopa AOKYMeEHTa YKa3blBaeTCA NOJIHOe UM COKpalleHHoe
HanmeHoBaHWne BbILLIeCTOFILI.I,Eﬁ OopraHunsauunun (an ee HaﬂM‘-IMVI).

5.6 HanmeHoBaHMWe CTPYKTYpHOro nogpasfeneHusa - aBTopa AOKYMeHTa (B Tom uucne puauana,
oTAeNeHUsn, NPeAcTaBUTENbCTBA, KOIErMaNbHOro, COBELLATE/IbHOTO UM MHOTO OpraHa) UCNoJib3yeTcs B
61aHKax nMcem 1 6n1aHKax KOHKPETHbIX BUA0B JOKYMEHTOB COOTBETCTBYIOLIMX NoApasaeieHunin (opraHos)
B COOTBETCTBMM C JIOKa/IbHbIMWU HOPMaTUBHbIMM aKTaMuM W YyKasbiBaeTcA MNod HauMeHOBaHWeMm
opraHusaumm.

5.7 HaumeHoBaHMe A0NXKHOCTU /IMLIA - aBTOPA AOKYMEHTa UCNOoNb3yeTcs B 6AaHKaxX A0XKHOCTHbIX



vy, U pacnonaraetca noa HammeHoBaHMEM OpraHunsaunm UNanm HamMeHOBaHUEM TEPPUTOPUUN (Kpaﬂ,
o6nacm, aBTOHOMHOW 06s1acTh U p,p.), eCnn OOKYMEHT U3gaetT pykoBoauUTE/lb OpraHa B/1aCTn CY6'beI-(Ta
Poccuiickoi dDe,a,epau,MM, MYyHUUUNANbHOIoO O6pa3OBaHMﬂ. HanmeHoBaHMe AO/IKHOCTU NnLa - aBTopa
AOKYMEHTA YKa3blBaeTCA B COOTBETCTBUM C HaMMeHOBaHUEM, NpuBedeHHbIM B pacnopaauTe/IbHOM
AOKYMEHTE O Ha3Ha4YeHUN Ha JONKHOCTb.

5.8 CnpaBoYHble AaHHble 06 opraHM3aLMM YKa3biBatoTcA B 6aaHKax NMCEM W BKAKOYAIOT: MOYTOBbIN
afpec opraHmM3auuun (AONONHUTENIbHO MOMKET YKa3blBaTbCA afpec MecTa HaXOMKAEeHUA pUANYECcKoro
/Mua, eCY OH He COBNaZaeT C MOYTOBbIM agpecom); Homep TenedoHa, dakca, agpec 3/1eKTPOHHOM NoYTbI,
ceTeBOM agpec.

B cocTaB cnpaBoOYHbIX AaHHbIX, 32 UCKAOYEHNEM B/1aHKOB AOKYMEHTOB OPraHOB rocyapCTBEHHO
BNACTW, OPraHOB MECTHOro CamOyMpaB/ieHUA, BK/OYAIOTCA: Koh opraHusaumm no ObLliepoccuiickomy
KnaccudukaTopy npeanpuatuii u opraHnsaumii (OKMO), 0CHOBHOM rocyAapCTBEHHbIN PErMCTPaLUOHHbIN
Homep opraHmsauun (OTPH) M naeHTUOUKAUMOHHLIM HOMEP HanoronaatenbliMka/Kog MpPUUMHbI
NMOCTaHOBKM Ha Hanorosbln yyeT (MHH/KMNN).

5.9 HaumeHoBaHue BMAa AOKYMEHTA YKa3blBaeTCA Ha BCEX AOKYMEHTAX, 3a UCKIIDYHEHNEM AEN0BbIX
(Cﬂy>KE6HbIX) nncem, pacnonaraeTca noh pPeKBU3UNTaMmn aBToOpa AOOKYMEHTA (HaMMeHOBaHMEM
OopraHunsaunn, HAMMeHOBaHUEM CTPYKTYPHOIo noapasgeneHna, HammeHoBaHNeEm ,D,OII)KHOCTM) (CM. pwnc.
B6).

5.10 [aTta gOKYMeHTa COOTBETCTBYET gaTe noanucaHua (yTBepXKAeHWA) AOKYMeHTa MAM gaTte
cob6bITMA, 3aPUKCMPOBAHHOIO B AOKYMeHTe. [lOKYMEeHTbI, M34aHHble ABYMA UAK Bonee opraHU3aumamm,
OO/MKHbI UMEeTb OZIHY (eaMHYI0) AaTy.

[laTa 4OKYMEHTa 3anmncbiBaeTca B Nocne0BaTe/IbHOCTU: AeHb MecALa, MecAL, rof, OAHUM M3 ABYX
cnocobos:

apabckumm umdpamu, pasgeneHHbimm Toukoi: 05.06.2016;
CnoBecHo-undpoBbIM cnocobom, Hanpumep: 5 utoHa 2016 T.

5.11 PerncrpaumoHHbI HOMep AOKYMEHTa - UMdpoBOi UnK BYKBEHHO-UUDPOBON naeHTUPUKaTOp
OOKYMEHTa, COCTOALLMIA U3 NOPALAKOBOrO HOMepa AOKYMEHTa, KOTOPbIN, MO YCMOTPEHUIO OpraHun3auuu,
MOeT [OMONHATbCA UMPPOBLIMM MAUM  OYKBEHHbIMM KOAAaMW (MHAEKCAMM) B COOTBETCTBUM C
MCMoNb3yeMbIMK KnaccudurKaTopamm (MHAEKCOM Aena No HOMEHKNaType 4efl, KOAOM KOPPeCcrnoHAeHTa,
KOZOM [0/13KHOCTHOTO LA U Ap.).

Ha AoOKymeHTe, COCTaBleHHOM COBMECTHO ABYymMAa M 6osiee opraHM3auMsaMW, MPOCTaBAAIOTCA
perncTpaumoHHble HOMepPa AOKYMEHTA, MPUCBOEHHbIE KaXK4oW M3 opraHusaumit. PerMcrtpauMoHHble
HOMepa OTAENATCA APYr OT Apyra KOCOW 4epTol M NPOCTaBAAIOTCA B NOPALKE YKa3aHMs aBTOPOB B
3aro/I0BOYHOM YacTu UK Npeambynie LOKYMEHTa.

5.12 CcbllKa Ha pPerncTpaumMoHHbIi HOMep W AaTy MNOCTYNMBLUETO AOKYMEHTA BK/lOYaeT
PEerncTpaumoHHbI HOMep 1 AaTy BXOAALWEro MHULMATUBHOIO AOKYMEHTA, Ha KOTOPbIN AaeTcs OTBeT.

5.13 MecTo cocTaBneHua (M34aHNA) LOKYMEHTA YKa3blBaeTCA BO BCEX JLOKYMEHTaX, KPOME A,e/10BbIX
(cnyskebHbIX) Nncem, a TakKe A0KAaAHbIX, CIYXKeBHbIX 3aNnCcoK U APYrux BHYTPEHHUX UHHOPMaLMOHHO-
CNPaBOYHbIX JOKYMEHTOB.

MecTo coctaBneHus (M34aHUA) AOKYMEHTa He YKa3blBaeTca B TOM C/ydYae, ecnu B HaMMeHOBaHUM
OpraHuMsaumMmM NPUCYTCTBYET YyKasaHMe Ha MeCTO ee HaxoxaeHua. MecTo cocTaBneHus (M3gaHus)
AOKYMeHTa YKa3blBaeTcA B COOTBETCTBUM C NPUHATLIM aAMUHUCTPATUBHO-TEPPUTOPUANbHBIM AENEHMEM.

5.14 Tpud orpaHnyYeHMa A0CTyNa K AOKYMEHTY MPOCTaBASETCA B MPAaBOM BEPXHEM YI/y NepBoOro



IUCTa AOKYMeHTa (NpoeKTa A0KYMEeHTa, CONpPoBOAUTENBHOIO NMCbMa K AOKYMEHTY) Ha rpaHuULe BepXHero
nona MNpuv HanuUuMM B AOKYMeHTe MHbOopMauuKu, AOCTYM K KOTOPOM orpaHuyeH B COOTBETCTBUM C
3aKoHoaaTenbcTBom Poccuitckoin Pegepaumm.

Bugbl Mcnonbsyembix B opraHusauuun rpndos orpaHUYeHUs A0CTyna AOJXKHbl COOTBETCTBOBATb
3aKOHOAATENIbHbIM M MHbIM HOPMATUBHbBIM MPaBOBbIM akTam Poccuitickon Pepepaumnn n foaxKHbI ObITb
3aKpenJieHbl B /IOKa/IbHbIX HOPMATUBHbIX aKTax. B coctae rpuda orpaHnyYeHMa A0CTyna K AOKYMEHTY
BXOAWUT OrpaHuuymTenbHaa Hagnuce ("Ona  cnyxkebHoro nosb3oBaHua", "KoHouaeHumanbHo",
"Kommepueckaa TaHa" uam ap.), KOTopaa MOXKeT LOMNONHATLCA HOMEPOM 3K3eMNAApPa AOKYMEHTA U
APYrMMM CBEAEHUAMM B COOTBETCTBUM C 3aKOHOAATENbCTBOM Poccuiickon Peaepavmm.

IIpumMep - Kommepueckas TaMHa.
9x3. N 2

5.15 AppecaT ucnonbsyetca npu odGOpMAEHUM AeNoBbiX (CNyXebHbix) nucem, BHYTPEHHUX
MHPOPMALMOHHO-CNPaBOYHbIX LOKYMEHTOB (A0KNaAHbIX, CY»KebHbIX 3anN1CoK 1 Ap.).

AOpecaTom AOKYMeHTa MOMKeT 6biTb OpraHu3aums, CTPYKTYpHOe noapasgefieHune opraHusaumm,
[O/IKHOCTHOE MK pusnyeckoe nuLo.

PekBu3uT "agpecat" npoctaBnseTcA B BepXHel npaBoi YacTu AOKyMeHTa (Ha 61aHKe € yrnoBbim
pacnosioXKeHnem PeKBU3UTOB) MK CIPABA NOA PEKBU3UTAMM BaHKa (NpW NPOAO0ABHOM PACMONONKEH UM
pekBM3nTOB 6aaHKa). CTPOKM peKkBM3nUTa "aapecaT” BbipaBHMBAKOTCA NO SIEBOMY KpPato WU LEHTPYHOTCS
OTHOCUTENIbHO CaMOM OJIMHHOMN CTPOKMW.

Mpy appecoBaHUM AOKYMEHTA PYKOBOAMTENO (3aMecTUTENt0 PYKOBOAMTENA) OpraHusauumu
YKasblBAlOTCA B AaTe/lbHOM Najexe HauMMeHOBaHMe [O/IKHOCTM pyKoBoAuTena (3amectutens
pyKoBOAWTENS), BK/OYAlOWEe HAaMMEHOBaHME OpraHM3auuu, U Gamuausa, MHULMANbI OONKHOCTHOIO
nmua.

[Ipumep -
Pyxkoromurenwn denmepalibHOTO
apXMBHOTO aTl'€HTCTBa
davmnma U.0.

Mpu agpecoBaHMM MNUCbMa B OPraHM3auUMIO YKas3blBaeTcA €e MOJIHOE MWW COKpalleHHoe
HauMeHOBaHWe B UMEHMTE/IbHOM Najexe.

Mpumepsbl
1 depepanbHOE apxXMBHOE areHTCTBO
2 Pocapxus

Mpn agpecoBaHUM [OKYMEHTA B CTPYKTYpHOe noApasfeneHne opraHvMsauumM B PEKBU3UTE
"agpecaT" yka3blBaeTCca B UMEHUTE/IbHOM NafeXKe HAaMMeHOBaHME OpraHM3aUnm, HUXKE - HAMMEHOBaHMeE
CTPYKTYPHOrO noapasaeneHus.

[lpumep -
denmepasibHOE aApPXUBHOE
AT'eHTCTBO

OTmesl TOCyHapCTBEHHOM
CJIy%0Obl, KaIOPOB M Harpapn

Mpn agpecoBaHWM MNUCbMA PYKOBOAMTEND CTPYKTYPHOrO MoApasgefieHns yKasbiBaeTcs B
UMEHUTEIbHOM Majeke HauMeHOBaHWe OpraHu3aumn, HUKe - B AaTe/IbHOM MafeXKe HaMMeHoBaHue



AO/IXKHOCTU PYKOBOAUTENA, BKAKOYaOUWee HaMMeHOBaHWME CTPYKTYPHOro noapasgeneHus, d)amvmmo,
MHUUmnanbl.

[lpumep -
AO "IlIpodmip"

PykopoouTe o OOT'OBOPHO-
IpaBoOBOIO OTHesa
damvmma UM.O0.

Mepes dammnaneinr OOMKHOCTHOrO AMUA  AONYyCKaeTcAa ynoTpebnatTb CoKpauieHue "r-Hy"
(rocnoanny), ecnu agpecaT MyKumHa, UK "r-ke" (rocnoske), ecnm agpecar KeHLUnHa.

Mpumepsbl
1 r-Hy ®amunma N.0.
2 r-xe ®amnnna N.0.

Mpwu paccbl/ike 4OKYMEHTa rpynne opraHM3aumii o4HOro TUMA WK B CTPYKTYPHbIEe NoapasgeneHuns
OZHOW OpraHu3aLmm, agpecaT yKasblBaeTca 0606 eHHO.

[TprMe Pl
1 PyxoBOoOMUTEeJNSAM OOYEPHUX
obmwecTtre AO "IIpopumip"
2 PykKOBOIMUTEJIAM yIPaBJIEHUN
Pocapxmuea

Mpy paccblike LOKYMEHTA He BCEM OPraHM3auMsaM WMAU CTPYKTYPHbIM MOApasgeneHusam nog
pekBmanTom "Agpecat" B ckobKax yKkasbiBaeTcs: "(no cnmcky)".

[lpumep -

PykoBomomuTesiaM HOOYEPHMX

obmecTte AO "IlIpodmip"
(mo cnmcky)

B ogHOM OOKyMeHTe He A0KHO bbiTb bosiee yeTbipex agpecaTtos. Cnoso "Konusa" nepes BTopbim,
TPEeTbUM, YeTBEPTbIM aZpecaTaMu He yKasbiBaeTcA. Mpu 6onbliem KoanyecTBe agpecaToB COCTaBAAETCA
CMUCOK (NINCT, yKa3aTeslb) PacCbiIKM JIOKYMEHTA, Ha KaX[A0M AOKYMEHTE yYKa3blBaeTcsa oAMH agpecaT uam
agpecat opopmaneTca 0606LeHHO.

B cocTtaB pekBusuTa "Agpecat”’ mMoOXKeT BXOAMTb NMOYTOBbLIN agpec. dAeMeHTbl NOYTOBOro aapeca
YKa3bIBalOTCA B MOC/AEeA0BATENbHOCTW, YCTAHOBAEHHOM [paBMaaMn OKasaHWMA YCAYr MOYTOBOWM CBA3M,
YTBEPKAEHHbIMM NPMKa3zom MUHUCTEPCTBA CBA3M U MaCCOBbIX KOMMYHMKaLmii Poccuiickoinn ®epepaumm
ot 31 nona 2014 r. N 234.

[lpumep -

BCcepoCCUMCKUM Hay4dHO—
MCCJIenOoBaTEJIbCKUM UHCTUTYT
OOKYMEHTOBEINEHUS U apXUBHOT'O IeJjia
llpobcowzHasa yia., n. 82,
Mockea, 117393

MoyToBbIN agpec MOXeT He YKa3blBaTbCA B AOKYMEHTAX, HaMnpaB/1Ae€MbIX B BbICLUME OPraHbl B1ACTH,
BbilecToAlmne opraHmsaunmn, nogseaomMCcTBeHHblIE OpraHn3aumMmnM n NOCTOAHHbIM KOPpPECNOHAEHTAM ba
UCKNIOYEHNEM HanpaBaeHUA NNMCeEM YKa3aHHbIM apecaTaM B KOHBEPTaxX C MPO3payYHbiMKN OKHaMM).

Mpy agpecoBaHUM JOKYMeHTa GU3NYECKOMY NNLY YKa3bIBalOTCA: GaMUANA MHULMANbI, NOYTOBbLI



agpec.
Mpumep -
®amunna N.0.
CapoBaayn., a. 5, k. 12,
r. llobepubl, MocKkoBckasa 06n., 301264

Mpy oTNpaBKe NUCbMA MO 3NEKTPOHHOM NoyTe MAM no GakcMMWUAbHOM cBA3M (6e3 JOCbIIKK Mo
noyTe) NOYTOBbLIM afpec He YKasbiBaeTcsa. Mpu HeobX04MMOCTM MOXKET BbITb YKa3aH 3/1IEKTPOHHbIN aapec
(Homep TenedoHa/dakca).

[lpumep -

BCcepoCCUMCKUM Hay4dHO—
MCCJIeNOBaTEeNbCKUM MHCTUTYT
IOOKYMEHTOBEINEHMUS U apxMBHOTO IeJja
mail@vniidad.ru

5.16 Fpud yTBEPKAEHMA NPOCTABAAETCA HA JOKYMEHTE B C/ly4Yae ero yTBepKAeHNa AONKHOCTHbIM
JIMLLOM, pacnopaauTeNbHbIM AOKYMEHTOM (MNOCTaHOB/NEHMEM, PeLleHNeM, NPUKA30M, PacnopaKeHUEM)
WAN pelleHneM KoNermManbHoro opraHa.

lpnd yTBEPKAEHMA pa3smellaeTca B NMPaBoM BEPXHEM Yry MepBoro Aucra AoKymeHTta. CTpoku
PEKBU3NTA BbIPAaBHMUBAIOTCA MO IEBOMY KPako UM LEHTPYIOTCA OTHOCUTE/IbHO CamMoi AJIMHHOW CTPOKMU.

Mpu yTBEPXKAEHMU AOKYMEHTA AO0/KHOCTHbIM JIMUOM Fpud yTBEPKAEHMA COCTOMT U3 CAOBaA
YTBEPXOAK, HaMmeHOBaHMA AONKHOCTU INLLA, YTBEPKOAOLWErO AOKYMEHT, ero noanncm, UHULLMANOB,
damumanmn n gatbl yTBEPKAEHMUA.

[lpumep -

YTBEPXIA
Pykoromurens demepa’liIbHOT'O
APXMBHOI'O aAaI'€HTCTBa
[Momnmce N.O0. dammnmsa

ITaTa

Mpu yTBEPKAEHUN AOKYMEHTa PacnopaAanTENbHbIM AOKYMEHTOM Fpud yTBEPKAEHMA COCTOUT U3
cnosa YTBEPXAOEH (YTBEPXAEHA, VYTBEPMAEHbl wnn YTBEPXAEHO), cornacoBaHHOro ¢
HaMMeHOBaHMEM BMAA YTBEPXKAAEMOro AOKYMEHTA, HAMMEHOBAHMA PACNOPAOUTENBHOIO AOKYMEHTA B
TBOPUTE/NILHOM MNajexKe, ero Aatbl, HOMepa.

[TpyMepsl —
1 (PerjaMeHT) YTBEPXIEH
npmukasoMm AO "IIpopwuip"
or 5 amnpesiga 2015 . N 82
2 (IpaBwuia) YTBEPXIEHH
npukaszoMm AO "lIpodwuip"
or 6 ampensa 2015 r. N 83

Mpy yTBEPXKAEHMM OOKYMEHTa KONNEerManbHbiM OPraHoM, PELUEHUA KOTOPOro GUKcupyloTca B
npoTtokone, B rpude YTBEPKAEHMA YKa3blBaeTCA HAMMEHOBAaHWE OpraHa, pelweHWMem KOoToporo
YyTBEPXKAEH OOKYMEHT, AaTa U HOMep NPOTOKoNa (B CKOBKaX).

[lpumep -
(IToJytoxeHMe )
YTBEPXIOEHO



CoBetroM nupexTopoB AO "Illpodwuip"
(mpoTokoJst oT 12.12.2015 N 12)

5.17 3aron0BOK K TEKCTY - KPaTKOe CoAepKaHne AOKYMEHTa. 3aro/10BOK K TEKCTY GOpMYyANpyeTcs ¢
npeanorom "0O" ("06") n oTBeyaeT Ha Bonpoc "o yuem?"):

- NpMKa3s (0 Yem?) o co3aaHUM aTTeCcTaLlMOHHON KOMUCCUUY;
- NpuKas (0 Yem?) 0b yTBEpPKAEHWUM LUTAaTHOrO PacnucaHus;
- MUCbMO (0 Yem?) o NpeaocTaBNEHUM UHPOPMALUN.

3arofoBOK K TeKcTy odbopmaseTca nof peksu3nTamu 6naHKa cnesa, OT rpaHuULbl 1eBoro nons. B
yKasax, NOCTaHOB/IEHUAX, PelleHuAX, NPUKasax, M3faBaemblXx OpraHaMu BAacCTM, 3aro/I0oBOK K TEKCTY
MOXeT 0hOPMNATbCA Hag TeKCTOM mnocepeaunHe paboyero nons [OKYMEHTa M LEeHTpupyeTcs
OTHOCUTE/IbHO CaMOM A/IMHHOWN CTPOKM.

3aro/I0BOK K TEKCTY MOXKET He COCTaBMIATLCA, eCAM TEKCT AOKYMEHTA He npeBblwaeT 4 - 5 CTPOK.

5.18. TeKcT OKYMeHTa COCTaBAAETCA Ha PYCCKOM A3bIKE KaK rocysapcTBEHHOM A3blke Poccuiickoit
dPepepaumn. B opraHax rocyfapCcTBEHHOM  BAACTM, OpraHax MeCTHOro  CaMOYMpPaB/eHUA,
rOCYapCTBEHHbIX yYpexAeHuUAX pecnybnuMK HapAagy C rocyfsapcTBeHHbIM  fA3blkom  Poccuiickol
depepaumn  Moryt  ynotpebnATbCs  rocyfapcTBeHHble  A3bIKM - pecnybnuK. B peAatenbHocTH
roCy,apCTBEHHbIX OPFraHOB, OpPraHM3auWn, NPeanpUATUIA U yupexaeHuin Poccuitckont Pepepauunn
NCMONb3YIOTCA roCyAapCTBEHHbIN A3bIK Poccuiickolt Pepepaumm, rocysapcTBeHHble A3bIKKM pecnybanKk u
WHble A3bIKM HapogoB Poccuiickon deaepauum.

(8 peq. N3meHeHusa N 1, yTB. NMpukaszom PocctaHgapTa ot 14.05.2018 N 244-cT)

B TeKkcte AOKYMeHTa, NoArotoB/1IEHHOM Ha OCHOBaAaHUKN 3aKOHOAATE/IbHbIX UM UHbIX HOPMATUBHbIX
NpPaBOBbIX aKTOB, paHee U34aHHbIX pacnopAanTeNbHbIX AOKYMEHTOB, YKa3blBalOTCA UX PEKBU3UTDI:

- HAaUMeHOBaHWe AOKYMeHTa, HaUMeEHOBaHWE OpPraHmn3aunn - aBTopa AOKYMEHTa, AaTa AOKYMEHTa,
perMCTpaLI,VIOHHbIﬁ HOMEpP AOKYMEHTA, 3aro/J1I0OBOK K TEKCTY UWJIMK HAMMEHOBaHWE BUOa AOKYMEHTAQ;

- HaMmMmeHOoBaHME oOpraHunsaunn wanm AO0NKHOCTHONO auua, yTBepauBllero AOKYMEHT, AaTy
yTBEPHKAEHNA OOKYMEHTA.

TeKCT AOKYMEHTa MOXKET coAepXaTb pasdenbl, NoApasaensl, NyHKTbl, NOAMNYHKTbI, HYMmepyembie
apabckumu undppamun. YposHel pybpuKaLumMm TEKCTa HE A0KHO ObITb 6osiee yeTbipex.

B npuKasax TeKCT nsnaraeTca oT NepBoro mMLa eANHCTBEHHOro Yncna ("npukassisato”).

B AOKYMEHTax KonnernaabHblX U coBellaTe/IbHbIX OPraHoOB TEKCT M3/1araeTca OT TPETbero avua

eaMHCTBeHHoro Ymcna ("Konnerus... noctaHosnseT", "cobpaHue... pewmno").

TeKCT NpOTOKOA N3naraeTca oT TpeTbero AMua MHOXeCTBEHHOTro Ymcna ("CﬂyLLlalWI B BbICTYI'IMIlM“,

"nocraHosunn", "pewnnn").

B L[OKymeHTax, YCTaHaBAMBAlOWMX NpaBa M 00A3aHHOCTM OPraHuM3auMii, KX CTPYKTYPHbIX
nozpasaeneHnii (MoNoXKeHne, MHCTPYKLMA), @ TaKkKe codepiKallmx onMcaHue cuTyauuii, aHanms GpakTos
UAn BbIBOAbI (aKT, cnpaBKa), MCNosib3yeTca Gopma U3N0KEHMA TEKCTA OT TPETbErO /INLA €4UHCTBEHHOTO
AN MHOecCTBeHHoro umcna ("otaen ocyuiectensetr ¢yHKumu...", "B cocTaB ynpasBneHua BxoAasr...",
"Komuccua nposena NpoBepky...").

B COBMECTHbIX [AOKYMEHTax TEKCT W3/iaraetcid OT MepBOro /iMua MHOMECTBEHHOro 4ucaa
("npuKkasbiBaem", "pewnnn").



B nienoBbix (cny»KebHbIX) MMCbMax MCNOb3YOTCA GOPMbI U3/TOKEHUA:

- OT MepBOro AMUA MHOXecCTBeHHoro uucna ("npocum HanpaeuTb...", "npeactaBnsem Ha
paccmoTpeHue...");

- OT TPeTbero nMua eaAnNHCTBEHHOro Yncna ("MMHUCTEPCTBO He Bo3parkaer...", "obwecTBo cumTaeT
BO3MOXHbIM...");

- OT MNepBOro /uua epuHCTBeHHoro u4ucna ("cumtaro  Heobxogumbim...", "npegnarato
paccmoTpeTs..."), ecaiv NMCbMo 0GOPMAEHO Ha AO/IKHOCTHOM HnaHKe.

B TekcTax OOKYMEHTOB ynoTpebsatoTca TO/IbKO 0blenpuHaTbie abbpeBuatypbl U rpaduyeckme
COKpaLLeHus.

Mpu ynotpebaeHnn B TeKCTe Gammanii AUL, UHULMAANbI YKa3biBaloTCA nocne damuanu.
B aenoBbix (cny*KebHbIX) NUCbMax MOryT MCNONb30BaTbCA:

- BCTynuTeIbHOe obpalleHme:

YBaxaemblii rocnoguH Mpeacegatens!

YBarkaemblii rocnogmH NybepHatop!

YBarkaemblli rocnogmH Mpoxopos!

YBa)kaemas rocrnor<a 3axaposa!

YBaxaembii Hukonaii Metposuy!

YBaxkaemas Onbra HukonaeeHa!

YBaxaemble rocnoga!

B obpaweHnn nNo A[OMKHOCTM HaMMeHOBaHME [O/IKHOCTM MUWETCA C NPOnMCHON OyKBebl, B
obpalLeHnn no dbamuanm MHULMANbI LA HE YKa3blBatoTCA.

- 3aK/Il0YMTENbHAA 3TUKeTHaA ppasa:
C yBaxeHuem, ...

5.19 OTmMeTKa O NPUIONKEHUM COAEPKUT CBeeHUA O AOKYMeHTe (AOoKYMeHTax), npuaaraemom K
OCHOBHOMY JAOKYMeHTYy (B CONPOBOAMTENbHbLIX MNUCbMax, MNPETEH3UAX, aKTax, CnpaBKax W AOpYyrux
MHPOPMALMOHHO-CNPABOYHbIX AOKYMEHTax) UAM O TOM, YTO AOKYMEHT ABAAETCA MPUAONKEHMEM K
OCHOBHOMY OOKYMEHTY (B [OOKYMeHTax - MNPU/IOMKEHUAX K pacnopsaauTeNibHbIM  OOKYMEHTaM,
NOJIOXKEHUAM, NPaBMUAAM, MHCTPYKUUAM, 0roBOpam, NaaHam, oOTYeTam U Ap. LOKYMEHTaM).

B conpoBoguTenbHbIX MMCbMax U APYrux MHPOPMaLMOHHO-CNPABOYHbIX AOKYMEHTaX OTMETKA O
npuaoXeHnn opopMafeTCA Nog TEKCTOM OT rPaHWULbl 1€BOTO NOJA caeayowmm obpasom:

- €C/IM NPUIOKEHUE HA3BAHO B TEKCTE:
MpunorxkeHune: Ha 2 n. B 1 3K3.

- €CNIN NPUNOXKeHNE HE HAa3BaAHO B TEKCTE NN eC/inN l'lpVIﬂO)'KeHMVI HECKO/1IbKO, YKa3blBalOT Ha3BaHUA
,ﬂ,OKyMEHTOB-ﬂpM/’IO)KEHVIﬁ, KO/ZINYECTBO ZINCTOB U IK3EMNNAPOB KaxXA0ro NpuaoxKeHnA:

punoxexnue: 1. IoJjoxeHre o6 YHOpaBJIeHMM PEIMOHAJIbHOTO KpPeIMTOBAaHMUSA Ha



5 1. B 1 5k3.
2. CnpaBka O KaIpOBOM COCTaBe YINPaBJIEHMS PETMOHAJILHOTO
KpeIuTOBaHMsA Ha 2 J. B 1 »2k3.

- €C/IM NpUIoXKeHME (NPUNOMKEHUA) COPOLLIOPOBAHbI:
MpunorkeHue:
otyeT 0 HUP B 2 3K3.

- eCM AOKYMEHT, ABAAIOWMIACA NPUNONKEHMEM, WMEET MPUIOKEHUA C CaMOCTOATENbHOM
Hymepauuei cTpaHuLL:

MpunoxeHue:
nucbmo Pocapxmsa ot 05.06.2015 N 02-6/172 v NpUIOKEHUA K HEMY, BCEro Ha 5 n.

- €CIU NPUNOXKEHUEM ABNAETCA 060C0BNEHHbIN 3NEKTPOHHbIA HOCUTENb (KOMMaKT-ANUCK, usb-paewl-
Hakonutenb U Ap.):

MpunoxeHue:
CD B 1 3K3.

Mpn 3TomM Ha BKAagblwe (KOHBepTE), B KOTOprVI nomewaeTca HOCUTENb, YKa3blBalOTCA
HanMeHOBaHNA AOKYMEHTOB, 3aNMMCaHHbIX Ha HOCUTE/Ib, UMEHA d)aﬁnos.

B pacnopaguTenbHbiXx AOKYMeEHTax (NOCTAHOB/MEHUAX, PeLeHMAX, MPUKasax, PacrnopaKeHUsx),
OO0roBOpax, MOJIOKEHUAX, NPaBWUIAX, MHCTPYKLUMAX U APYrMX OOKYMEHTaX OTMETKA O MPUIOXKEHUU
odopmaseTca cneaytowmm obpasom:

- B TEKCTE JOKYMEHTA MPU NepBoM YNOMUHAHUN LOKYMEHTA-NPUNONKEHNA B CKOBKaX yKa3blBaeTca:
... (NpunoxkeHue) nnu ... (NpunoxkeHune 1); nepes HOMEPOM MPUNONKEHUA OOMYCKAETCA CTaBUTb 3HAK
Homepa: ... (npunoxkeHue N 2);

- Ha NepBOM /INCTE JOKYMEHTa-MPUIOKEHMA B NPaBOM BEPXHEM YIy yKa3blBaeTCA:
MpwnnoxkeHue N 2
K npukasy AO "Mpodunb"
o7 15.08.2015 N 112.

CTPOKM peKBU3WTa BbIPaBHMBAIOTCA MO JIEBOMY KPalo UAN LLEHTPUPYIOTCA OTHOCUMTE/NIbHO Camoit
OJIMHHOM CTPOKM.

Ecnun npuaorKeHMem K pacnopsaguTesibHOMY LOKYMEHTY ABNAETCA HOPMATMBHbIN NPAaBOBOM aKT UK
WHOM [OOKYMEHT, YyTBEpXKAaemMblli AaHHbIM pPacnopAgMTENbHbIM AOKYMEHTOM, Ha MNepBOM JnCTe
NPUIOXKEHNA NPOCTABAAETCA OTMETKA O NPUIOKEHUU (6e3 CCbIZIKM Ha pacnopaanTesbHbIA AOKYMEHT) U
rond yTBEpP)KAEHMA, B KOTOPOM YKa3blBAlOTCA AaHHble PacnopaguTencHOro AOKYMEHTa, KOTOpPbIM
YTBEPXKAEH AOKYMEHT-MPUNONKEHME.

Mpumep -
Mpunoxenune 1

YTBEPKAEHO



npukaszom AO "Mpoduns"
ot 18.05.2015 N 67

5.20 Tpud cornacoBaHMA AOKYMEHTa MPOCTaBAAETCA Ha AOKYMEHTaX, COr1acoBaHHbIX OpraHammu
BNACTW, OPraHM3auusaMK, LOKHOCTHbIMKM nuuamu. Fpud cornacoBaHuMa B 3aBUMCMMOCTM OT BMAA
OOKYMeHTa U ocobeHHocTeln ero 0hopMIeHU MOXKET NPOCTaBAATLCA:

- Ha NepBOM INCTE AOKYMEHTA (€C/IN AOKYMEHT UMEET TUTY/IbHbIN JIUCT, - HA TUTY/IbHOM NIUCTE) B
NIEBOM BEPXHEM Yy Ha YpoBHe rpuda yTBep:KAeHUA AWM Nogd, HauMeHOBaHMEM AOKYMEHTa 6/uxke K
HUXHEMY Moo);

- Ha nocneagHemM nncte JOKyMeHTa Noa TEKCTOM;
- Ha InCTe cornacoBaHuA, ABnAaowemca HEOTbeM/IEMOM YacTbio AOKYMEHTaA.

lpn¢ cornacosaHma coctomt us cnosa COMMACOBAHO, oonXKHOCTM AL, KOTOPbIM COr/1lacoBaH
OOKYMEHT (BK/OYas HaMMeHOBaHWe opraHusauuu), ero cobCTBEHHOPYYHOW NOAMUCU, MHULMAMOB,
dbammnunm, aaTbl cornacoBaHms.

Mpumep -
COIrMACOBAHO
Ounpektop BHUUOAL,
(nognuce) N.0. Pamunusa
[arta

Ecnv cornacosaHme ocywecTBAAETCA KOAernaabHbiM OpraHoM, B rpude cornacoBaHmna yKasblBatoT
cBeaeHuA 0b opraHe, CornacoBaBLUem AOKYMEHT, aTe U HOMepPe NPOTOKOa, B KOTOPOM 3adUKCMPOBAHO
pelleHne o0 CornacoBaHMMU. ECam cornacoBaHme oCywW,ecTBAAETCA MMCbMOM, YKa3blBalOT BUA, AOKYMEHTA,
OpraHu1sauumio - aBTopa A4OKYMEHTA, AaTy M HOMep NUCbma.

Mpumepbl

1 COTNTACOBAHO

CoBeTOoM ANPEKTOPOB

AO "Mpoodunb"

(npoTtokon ot N_ )
2 COINTACOBAHO

nncbMmom PocapxumBa

oT N__

5.21 Bu3a cBUAETENbCTBYET O COrNacuMM MAM Hecoriacuu AONXHOCTHOro nuvua (paboTHuka) c
cofepaHNMem npoekTa JOKyMeHTa. Bu3ol odpopmnaeTcAa BHyTpeHHee coriiacoBaHMe AOKyMeHTa. Busa
BK/IIOYAET AO/IKHOCTb /INLA, BUM3UPYHOLLEro AOKYMEHT, NoAnuch, pacwmdpoBky noanucu (MHULMan.I,
bammnunio) n faty BUSUPOBaAHMA.

Mpumep -



PyKkoBoauTenb lopuaMyecKkoro otaena

Moanucek N.0. Pamunnna

[aTta

Mpwn HaNMYMK 3aMedaHU K LOKYMEHTY BU3Y 0QOPMAAIOT Ciesyowmnm obpasom:
Mpumep -

3ameyaHus npuaararoTcs.

PykoBoauTenb lopuaMyYecKoro otaena

Nognuce N.0. Damunnusn

[ata

B opraHuMsaumax, NPUMEHAIOLMNX CUCTEMbI 3NEKTPOHHOIO AOKYMEHTOO6OpOTa, COrfacoBaHue
MOXET NPOBOAUTLCA B 371€KTPOHHOM Ppopme, cornacHo FOCT P MCO 15489-1.

B AOKyMeHTax, NOAJAMHHUKM KOTOPbIX XPaHATCA B OpraHmM3aunm, BU3bl NPOCTaBAAIOT Ha nociegHem
NNCTe JOKYyMEeHTa noa noaAnncbto, Ha o6op0Te nocnegHero 1Mcta NoO4/IMHHNUKA AOKYMEHTA WU Ha JIUCTE
COFﬂaCOBaHMﬂ(BM3MpOBaHMﬂ),HpMﬂaraEMON\KAOKYMeHT%

B ucxoaawmx AOKYMEHTaX BM3bl MPOCTABAAOTCA Ha 3K3EMMNIAPaAX JOKYMEHTOB, MOMELLAEMbIX B
aeno.

Mo YyCMOTPEHUIO OpraHM3aLmMmM MOXKET NPUMEHATLCA NOJIMCTHOE BU3MPOBAHME AOKYMEHTA U ero
NPUIOKEHNIA.

5.22 MoAnuCb BKAOYAET: HaUMEHOBaHWE AO0/KHOCTU AWLa, MOAMMUCHIBAIOWEro AOKYMEHT, ero
cob6CTBEHHOPYYHYIO NOANUCH, PAaclLiMPOBKY Nognuncy (MHUUManbI, Gamuams).

[lpumep -
T'eHepaJIbHEY IUPEKTOP [Noonmce nN.0. dammnma

Echm  poKymeHT 0¢OpMﬂ€H He Ha 6ﬂaHKe, B HanMmeHOBaHWE OONXKHOCTU BK/IKOYAETCA
HavMeHOBaHMWe opraHusauun. JonyckaetcA UeHTpOBaTb HauMMeHOBaHWMEe  AO0/IXKHOCTU  /nua,
noanuncaswero 4OKyMmeHT, OTHOCUTE/NIbHO camoi AJ’IVIHHOVI CTPOKMU.

[lpumep -
T'eHepaJIbHBEYM IUPEKTOP
AO "IlIpodmsap" [loonmce n.0. dammnma

Mpn odopmaeHUn goKyMeHTa Ha 6naHKe AOMMHOCTHOrO iMUa A0/IXHOCTb 3TOTO AMLA B MNOANUCU
He yKa3blBaeTcs.

[Ipymep - [loonuce n.0. dammnmsa

Mpy NOAMMCAHUM OOKYMEHTA HECKOJbKUMMU AOMMHOCTHBIMU IMLAMM, 3aHMMAIOLIMMKN pPa3Hoe
NosIoXKeHue, X No4NUCK pacrnonaratoTcs ogHa nog APYrov B Noc/ienoBaTe/lbHOCTU, COOTBETCTBYHOLLEN
nepapxmm 3aHMMaeMblX AOKHOCTEN.

[Ilpumep -
INMPEKTOP MHCTUTYTa [Mopnmuce n.0. dammnma
T'nmaBHEM OyxTajiTep [loonucob n.0. dammnamsa



Mpn nognucaHum [OKYMEHTA HECKONbKMMU AnNLAMKU  PaBHbIX AOHHHOCTeﬁ nx nognuncu
pacnonaratoTcA Ha OAHOM YPOBHeE.

[lpumep -
3aMecTuUTesNb IOMPEKTOopa N0 (OMHAaHCOBBM BOIpPOCAaM Mopnmce M.O. dammnamsa
3aMecTUTesIb OMPEKTOopa [0 aIMMHMCTPAaTMBHEIM Bomnpocam llomnmuce M.O. damMmima

B [OKyMeHTax, COCTaBAEHHbIX KOMMCCMEﬁ, B MOo4NMMCU YKa3biBae€TCA CTaTtyC JiMua B COCTaBe
KOMUCCUMN.

[Ilpumep -

[lpencenaTesylib KOMUCCUU [lonnmce n.0. dammnmsa

UJieHEl KOMMCCUU [Tonnuce n.0. dammnmsa
[Tognmcheb n.0. dammnmsa
[Tognmchb n.0. dammnmsa

MpM MOAMMCAHUM AOKYMEHTa AMLOM, WUCNOAHAKWMM 06A3aHHOCTM pyKoBoAMTeNA, NoAnucb
odopmaAeTCa C yKaszaHMeM CTaTyca A0/KHOCTHOTO /ML B COOTBETCTBUM C NMPUKa30M (pacnopsaskeHnem).

[lpumep -

J.0. D'eHepallbHOT'O IOMpekKkTopa llomnmck N.0. dammnma
VJIN &

JicnonHAIUY OOA3aHHOCTHU

TEeHEepaJIbHOTO IOMPpEeKTOopa [Topgnuce n.0. dammnmsa

Mpy NoANNUCaHUN SOKYMEHTA IMLOM, MMEIOLLMM NPaBo NOAMMUCK B C/ly4ae BPEMEHHOro OTCYyTCTBMA
PYKOBOAWUTENS, MWCNPaBAEHUA B HaMMEHOBaHME AOMKHOCTM U pacwudpoBKy damuamm yke
NOArOTOBNEHHOIO M COr1acOBaHHOrO MPOEKTa AOKYMEHTa BHOCATCA OT PYKM WAM C UCMOJb30BaHUEM

n n

COOTBETCTBYHOLWMX LWITAamMNoBs. He AONYyCKaeTCA CTaBUTb KOCYyKO 4epTy, Haanucb 3a nepeg
HanmeHoBaHMemM OO0/ KHOCTU /inua B NOANUCHU, ECNN OOKYMEHT NOANUCbIBAET MHOE A0/TIKHOCTHOE TNLLO.

5.23 OTmeTKa 06 3/1eKTPOHHOW NOAMNWCKM WCMONL3YETCA NpPU BU3yann3aLMM EKTPOHHOro
[OKYMEHTa, NOAMMUCAaHHOTO 3/IEKTPOHHOM MOAMNMUCHIO, C COBI0AEHNEM CeaytoLmX TpeboBaHNii:

a) MecTo pasmelleHWs OTMETKM 00 3/1eKTPOHHOM NoAMWCUM [O/IKHbI COOTBETCTBOBATb MECTY
pa3smelLeHns cobCTBEHHOPYYHOM NOAMMUCU B aHANIOTMYHOM LOKYMEHTE Ha byMmaXKHOM HOCUTENE;

6) snemeHTbl OTMETKM 06 3N1EKTPOHHON NOAMUCKU AONMHbI 6biITb BUAMMBIMU U YNTAEMbIMU NPU
OTODOpParKeHNM AOKYMEHTa B HaTypa/ibHOM pasmepe;

B8) 9/1eMeHTbl OTMETKM 06 31eKTPOHHOM NOAMUCK He AONKHbI NEePEeKPbIBATLCA UM HaKNaAblBaTbCA
APyr Ha Apyra;

) aNemeHTbl OTMETKM 06 3NEKTPOHHOM NOANUCU HEe AO0/KHbI NEePEKPbIBATb 3N1EMEHTbl TEeKCTa
OOKYMEHTa U Apyrue oTMEeTKM 06 3N1eKTPOHHOM noanucK (Npu Hannuum).

OTmeTKa 06 3/IeKTPOHHON NOANNCK B COOTBETCTBMM C 3aKOHOAaTeNIbCTBOM Poccuiickolt denepauum
BKAOYaeT ¢pasy "[OKymMeHT noAnucaH 37eKTPOHHOW noAanucbi”, Homep cepTudMKaTa Karoda
3NEKTPOHHOM nognucun, Gamuanio, UMs, OTYECTBO BNAAENbLLA CEPTUPUMKATA, CPOK AelCTBUA cepTUdMKATA
KAtoYa 3/1eKTPOHHOM noanucu. OTMeTKa 06 3/1eKTPOHHOM MOANMUCUM MOXKET BK/OYaTb M306parkeHue
repba, ambaembl opraHa Bnactu (opraHusaumm), TOoBapHOro 3HakKa (3HaKa 0b6cnyK1BaHMA) opraHM3aLUmm B
COOTBETCTBUU C AENCTBYIOWMM 3aKOHOAATE/IbCTBOM.

Mpumep -

SMmbIie- IOKYMEHT IOINIMCAH
Ma SJIEKTPOHHOM MNOIONMUCHIO



HammMmeHOBaHMe | OpraHa
IOOJIXHOCTHM |BJlaCTU H.H. HuxoJsiaesr

Ceprudmrar 1alllaaa000000000011
Branmesnen HukosiaeB Hwmukosam HukosaeBuu
IemcreuTeyeH ¢ 01.12.2012 no 01.12.2017

5.24 TleyaTb 3aBepAeT MOAJAMHHOCTb MNOAMNUCKM  AO/XKHOCTHOIO JIMLA  Ha  AOKYMEHTax,
YA0CTOBEPSAIOLWMX NpaBa Anl, puKcnpyowmx ¢aKkTbl, cBA3aHHble ¢ PUHAHCOBLIMWN CPEeACTBaMM, a TaKKe
Ha MHbIX AOKYMEHTaX, NpeaycMaTPUBAIOWMX 3aBEpPeHMe noAanuMCcU neyaTbld B COOTBETCTBMU C
3aKoHogaTesibcTBom Poccuiickoit Pepgepaumu.

[OoKymeHTbl 3aBepAlOT neyaTblo oOpraHMsaumu. [leyaTb MNpPOCTaBAAETCA, He 3axBaTbiBas
co6CTBEHHOPYYHOW NoanucKM Auua, NOAMNMCABLIEro AOKYMEHT, WaM B mecTe, ob6o3HayeHHom "MIMT"
("MecTo neuatn").

5.25 OtmeTKa 06 ncnonHuTene BKAOYAET GaMUANIO, UMA U OTYECTBO UCMOJIHUTENS, HOMEpP €ero
TenedpoHa. OTMeTKa 06 UCNONHUTENE MOXKET AOMOHATLCA HAUMEHOBAHUEM A0/IKHOCTU, CTPYKTYPHOTO
noAapasgeNieHns U 31eKTPOHHbIM aZpPecoM UCMONHUTENS.

OtmeTKa 06 ncnonHutene obopmMnAeTca Ha NIMLLEBOM CTOPOHE MOCAeAHero /INCTa JOKYMEHTa OT
rpaHuLbl N1EBOFO NOASA UAKM, NPU OTCYTCTBUU MECTa, - Ha 0OOPOTHON CTOPOHE BHU3Y caeBa. Hanpumep:
3abennH MeaH AHapeeBud, KoHTposibHOE ynpasBieHue, Beayliuin cneuuanuct, +7(495) 924-45-67,
Zabelin@gov.ru

OTtmeTKa 06 ucnonHutene moxet oGopMAATLCA KaK HUMKHUI KONOHTUTYN U nevaTaTbCa WpndTom
MeHbLIEro pasmepa.

5.26 OTMeTKa O 3aBepeHMM Konuum opopmAaseTca ANA NOATBEPXKAEHWA COOTBETCTBMA KOMuu
OOKYMeHTa (BbINMUCKM W3 AOKYMEHTa) MOANMHHUKY [AOKyMeHTa. OTMeTKa O 3aBepeHuu Konuu
NpocCTaBAsieTCsa Nojd pPeKBusMTom "noanuch” u BKAKOYaeT: cnoBo "BepHo"; HaMmeHOBaHME AONXKHOCTU
/ML, 3aBEepMBLUEro KOMUIO; ero COHCTBEHHOPYYHYO MNOoAMNUCh; paclinMdpoBKY nognucu (MHUMLManbI,
damnnnio); AaTy 3aBepPeHUs Konum (BbIMUCKM U3 AOKYMEHTa).

[Ipumep -

BepHo

JHCIIEKTOpP CJHyXOb KaIpoB [Topgnuce n.0. dammnmsa
ITaTa

Ecnn Konusa BbiaaeTtca Ana npeacTasieHua B APYryr0 OpraHM3aLmnio, OTMETKa O 3aBEePEeHMM Konuun
OOMONHAGTCA HaAMWUCbIO O MecTe XpaHeHMsAs [OKYMeHTa, C KoToporo 6blna M3rotosiaeHa Konwua
("NoANMHHUK AOKYymMeHTa HaxoguTca B (HaMmeHoBaHWe opraHusauuu) B aene N ... 3a .. roa") u
3aBepsAeTcA NevyaTbio OpraHU3aLunn.

[na npocTtaBneHna OTMETKM 0 3aBePEHUN KONMUKU MOXKET MCNOAb30BaTbCA WTamn.

5.27 OTMeTKa O MNOCTYN/JEHUN AOKYMEHTA CAYKUT ANA NOATBepXAeHMA ¢aKkTa nocTynieHus
OOKYMEHTa B OpraHu3auMio W BK/AKOYaeT AaTy NOCTYN/JEHMA U BXOAALMMN PErncTpauuoHHbIi HOMep
OOKyMeHTa. MNpu HeobXxoAMMOCTM OTMETKA O MOCTYM/NEHUN MOMKET AOMNOJIHATLCA YKa3aHMEM BPEMEHMU
NOCTYN/IEHUA B Yacax U MUHYTax U cnocoba A0CTaBKM AOKYMEHTA.

OTmeTKa o NOCTYyNNeHNN AOKYMEHTa MOXET NPOCTaB/IATLCA C TOMOLLbIO WWTamna.

5.28 Pe3ontoums coaep*KUT yKasaHWe Mo UCMOJIHEHUIO AOKYyMeHTa. Pesontounsa opopmnsetcs Ha
cB0b6OAHOM MecTe paboyero nNosa 4OKYMEHTA, Ha 61aHKe Pe3oIloLMM AN BHOCUTCA HENOCPEACTBEHHO B
CUCTEMY 3/1EKTPOHHOTO A0KYMEHTOO60pOTa.



Pesontouma BKAOYaEeT: GamMUANIO, MHUUMANbLI UCMOAHUTENA (MCNONHWUTENel), nopydYyeHue Mo
OOKYMEHTY, Npu HeobXoAMMOCTU - CPOK MCMONHEHMA, MNOAMMUCL NNLA, BbIHECLIErO Pe3oauunto, AaTy
pesontoumu.

Mpumep -

®amunna N.0.

Mpowy noarotoBuTb NpegnoxeHua K 10.11.2016.
Mopgnuck

HaTta

5.29 OTMeTKa 0 KOHTPOJ1e CBMAETENbCTBYET O NOCTAHOBKE AOKYMEHTA Ha KOHTPO/1b, MPOCTaBAAETCS
wramnom "KoHTposib" Ha BEPXHEM MOJIe AOKYMEHTA.

5.30 OTmeTKa 0 HanpaB/ieHUN JOKYMEHTa B Ae/10 onpeaenaeT MecTo XpaHeHUs AOKYMEHTa nocne
3aBeplleHmna paboTbl C HUM U BKAKOYaeT: cnoBa "B aeno", MHaeKc aena no HOMeHKAAType Aen, B KoTopoe
NomMeLLaeTca AOKYMEHT Ha XpaHeHWe, C yKasaHuem roaa, AO0/IKHOCTU Anua, oGOpPMUBLLETO OTMETKY,
noanucu, Aathbl.

[lpumep -

B meso N 01-18 3a 2016 1.

3aB. OTHOEJIOM KOPIOPATUBHEIX IIPOEKTOB
I[Tognmce ITaTa

OTmeTKa o Hanpas/1€HUN AOOKYMEHTa B AE€/10 MOXET AONOJNHATbCA KpaTKMMKU cBegeHnAMU O
XapaKTepe NcnosiHeHA AOKYMEHTA.

6 bnAaHKK JOKYMEHTOB

6.1 Ana wusrotoBneHua 61aHKOB AOKyMeHTOB, corsiacHo FOCT P 7.0.8, ucnonb3yetcs bymara
dopmatos A4 (210 x 297 mm), A5 (148 x 210 mm); Ans U3roToBaeHUs BAAHKOB PE30NIOLLNIA MCNONb3YeTCA
6ymara popmaTos A5 (148 x 210 mm), A6 (105 x 148).

Kaxkabii ANCT AOKYMeHTa, 0bopMIEHHbIM HA 61aHKe uan 6e3 Hero, AOoJ/IKeH MMETb NONSA He MeHee:
20 mm - neBoeE;

10 mm - npaBoe;

20 mm - BepxHee;

20 MM - HUXKHee.

JOoKymeHTbl AnuTenbHbIX (cBbile 10 neT) CpoKoB XpaHeHUs A0/XKHbI UMETb 1eBOE MNOJIE HE MeHee
30 mm.

6.2 OpraHuM3auMu MCNONb3YIOT 61aHKM AOKYMEHTOB, M3rOTOB/EHHbIE Ha ByMa)KHOM HocuTese
(bnaHKM AOKYymMeHTOB ¢deaepanbHbiX OPraHOB rOCYAAPCTBEHHOW BNAacTM C  BOCMPOU3BEAEHWEM
locypapctBeHHoro  repba  Poccuitickolt  depepauym  M3roTaBAMBalOTCA  NOJAMTpaduUyeckumm
npeanpuUATUAMU, UMEIOLLLUMMN CEPTUDUKATLI O HATMUYNWN TEXHUYECKUX U TEXHONOTMYECKMX BO3SMOXKHOCTEN
ONA KAauyeCTBEHHOrO W3roTOB/IEHMS YKAa3aHHOTO BMAA NPOAYKUMM) U/UAN 3NEeKTPOHHblE LWABNOHBI
6,1aHKOB. BIaHKM Ha BYMayKHOM HOCUTE e U 3N1EeKTPOHHbIE LWabNoHbI 61aHKOB L0KHbI 6bITb UAEHTUYHDI
MO COCTaBY PEKBM3UTOB, NOPAAKY MX PACNONOKEHUA, TAPHUTYpaM WpudTa.



B/1aHKM A OKYMEHTOB Ha ByMaXKHOM HOCUTE e U 3NEKTPOHHbIE WaboHbl 61aHKOB U3rOTaB/IMBAlOTCA
Ha OCHOBaHMM MaKkeToB 6/1aHKOB, YTBEPKAAEMbIX PYKOBOAUTENIEM OPraHMU3aLUN.

BnaHKM AOKYMEHTOB cnegyeT U3rotaBanBeaTth Ha 6enom 6ymare nnn 6y!v\are CBET/bIX TOHOB.

3I'IEI-(TpOHHbIe WwabnoHbl 6naHKoB AOKYMEHTOB AONTXKHbI 6bITb 3alinuleHbl oT
HEeCaHKUMOHNPOBAHHbIX N3MEHEHUN.

6.3 BnaHKK OOKyMeHToB 0pOpPM/IAIOTCA B COOTBETCTBUM C MpunoxeHmem b. OpuMeHTUPOBOYHbIE
rPaHULbl 30H PacMoO/IOXKEHUA PEKBU3UTOB 0003HaueHbl NyHKTUMpom. Kaxkgas 30Ha onpepgensetcs
COBOKYMHOCTbIO BXOASLMX B HEE PEKBU3UTOB.

6.4 B 3aBMCMMOCTM OT PacMo/IOKEHWUA PEKBM3UTOB YCTaHAB/AMBAeTCA ABa BapuaHTa 6/1aHKOB -
yrnoBoli (pucyHok b.1) n npoaonbHbIn (pucyHoK B.2).

6.5 PekBuantbl 01, 02, 03 pacnonaratoTca Ha BEPXHEM MNone AOKYMeHTa Hag peksusutom 05 no
cepeaunHe 30Hbl, 3aHATOM 3TUM PEKBUSUTOM.

PekBun3ant 03 morKeT pacnonaaratbCa c/1ieBa Ha ypoBHe peksusnTta 05.

Peksusntbl 05, 06, 07, 08, 09, 13, orpaHMuymUTENbHbIE OTMETKM Ana peksusutos 10, 11, 12 B
npeaenax rpaHuL, 30H Pacno/IoXKeHMA PEKBU3UTOB Pa3MeLLAOTCA OAHMM M3 cnocoboB:

- LEHTPOBAHHbIM (Haqano N KOHel, Ka)K[J,Oﬁ CTPOKU PEKBU3NTOB PaBHO yaaneHbl OT rpaHUL, 30HbI
pacnonoxeHna DEI-(BM3MTOB);

- ¢dnaroBbiM (Karkaas CTPOKA PEKBU3UTOB HAYMHAETCA OT NEeBOM rPaHMubl 30HbI PACMO/IONKEHUA
PEKBU3UTOB).

6.6 YcTaHaBAMBaOTCA cneaytolime Buabl 61aHKOB 4OKYMEHTOB OpraHuU3auum:
- 06WMN BNaHK;

- BnaHK NUCbMa;

- B1aHK KOHKPETHOTO BMAA AOKYMEHTa.

HopMaTMBHLIMM NPABOBLIMW aKTaMWM OpPraHM3auMKM YCTaHAB/MBAKOTCA BUAbl MPUMEHSAEMbIX
6/1aHKOB M MX pasHOBUAHOCTM (6naHK NMCbMa CTPYKTYpHOro nogpasgenenus, 6aaHK nucbma
OOJIKHOCTHOTO Nnua, 61aHK Npukasa, 61aHK pacnops»eHus, 61aHK NpoToKona 1 ap.).

O6pa3subl 61aHKOB 4OKYMEHTOB NpMBEAEHbI B NPUAOKEHUN b.

6.7 O6WMit BAaHK MCNONb3YeTCA ANA U3rOTOBAEHUA Nt06bIX BUAOB AOKYMEHTOB, KpOMe [e/10B0ro
(chy»kebHoro) nucbma.

O6wmn 6naHK B 3aBUCMMOCTM OT y4ypeauTesibHbIX AOKYMEHTOB OpraHusauMu W JIOKasibHbIX
HOPMaTUBHbIX aKTOB BK/toYaeT peksm3nTbl 01 (02 naum 03), 05, 06, 07, 13 1 orpaHUYUTENbHbIE OTMETKMU
ana peksmsurtos 10, 11, 16, 17.

BnaHK nucbma B 3aBUCMMOCTU OT Y4YpeauTesibHbIX AOKYMEHTOB OPraHusauuMm W NOKaNbHbIX
HOPMaTUBHbIX aKTOB BKAto4YaeT pekBusautbl 01 (02 uam 03), 05, 08, orpaHUYUTENbHbIE OTMETKM ANA
peksusutos 10, 11, 12, 15, 17. bhaHK NUCbma CTPYKTYPHOro nogpasaeneHna A40N0AHUTENIbHO BKAOYaeT
pekBu3unT 06, 61aHK NMCbMa A0/IKHOCTHOIO Anua - peksmsnt 07.

BnaHK KOHKpeTHOro BMAQ AOKYMEHTa, Kpome nuMCbMa, B 3aBUCUMOCTU OT y4vpeauTenbHbiX
AOKYMEHTOB OpraHn3aunm n 10Ka/1IbHbIX HOPMATUBHbIX MPaBOBbIX aKTOB BK/IKOYAET PEKBU3UTDI 01 (02 nnn



03), 05, 09, 13 1, Nnpu HeobXOAMMOCTU, OrPaHNYUTENbHbIE OTMETKU ONA FPaHUL, 30H PAcnoNoXKeHUs
peksmsutos 10, 11, 16, 17. BnaHK KOHKPETHOro BMAA AOKYMEHTAa CTPYKTYpPHOro noapasaeneHus
OOMNONHUTENbHO BKAOYAET peKkBM3UT 06, 61aHK A0NKHOCTHOrIO nmua - peksusut 07.

6.8. B opraHax BfacTM M opraHusauusax pecnybamk Poccuiickoit ®eaepauumn, MUCNONb3YHOLWMX
HapAZy C PYCCKMM A3bIKOM KaK rocyfapcTBeHHbIM A3blIKoM Poccuiickolt degepaunm rocyaapcTBeHHbI
A3bIK (rocyaapCcTBeHHble A3bIKK) pecnybaunK, Ucnob3yoTcAa 61aHKM AOKYMEHTOB Ha PYCCKOM fi3blKe U
rocyaapCTBeHHOM f3blke (rocydapcTBeHHbIX fA3blkax) pecnybauKk: yraosble (pekBu3uTbl 6naHKa
pacnosaratoTca Ha OAHOM YPOBHE: Ha PYCCKOM fA3blKke - C/ieBa, Ha rocyAapCTBEHHOM A3blKe
(rocymapctBeHHbIX A3blKax) pecnybaunk - cnpasa) uam NnpoaosibHble (PeKBM3UTbI 6NaHKa Ha PYCCKOM A3bIKe
- CBEpPXY, PEKBM3UTbI 61aHKa Ha roCy4apCTBEHHOM fi3blKe (rOCyAapCcTBEHHbIX A3bIKaX) pecnybank - Huke).

Ons nepenuckn ¢ MHOCTPAHHbIMU KOPPECMOHAEHTAMWU UCNONL3YIOT 6M1aHKM HA ABYX A3blKax -
PYCCKOM M aHFIMIACKOM (NpunoxkeHue B.8) nam MHOM MHOCTPaHHOM fA3bIKE.
(n. 6.8 B pea. UameHeHua N 1, ytB. Mpukasom PocctaHaapTa ot 14.05.2018 N 244-cT)

MpunoxkeHue A

(cnpaBoyHoe)
PACNONOXEHUE PEKBU3UTOB HA TUTY/IbHOM IUCTE AOKYMEHTA

HamMeHOBaHMe OpTraHM3aLuUn

T'pud coryacoBaHMs IOOKyMeHTa Tpud yTBEpPXIOEHMS IOKYyMeHTa
HaumMeHOBaHMe BHUIa IOOKyMeHTa

3aroJIOBOK K TEKCTY
T'pud coryacoBaHMs IOKYyMeHTa
MecTo cocTaejeHMsa (M3OaHUA) OOKyMeHTa — TOI M3IOaHMsA HOOKYyMEeHTa

PucyHok A.1 - PacnonoxeHne pekBU3NTOB Ha TUTY/IbHOM
INCTe AOKYMEHTa

Mpunoxenune b
(cnpaBoyHoe)

CXEMbI PACNOJTOXKEHNA PEKBU3NUTOB JOKYMEHTOB
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PucyHok b.1 - PacnonokeHne peKBU3NTOB M rPaHMLbl 30H
Ha ¢opmate A4 yrnosoro 6i1aHKa
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PucyHok b.2 - Pacnono»eHne pekBM3nUTOB M rPaHULLbl 30H
Ha dopmaTe A4 npoaonbHOro 6aaHKa

MpunoxeHue B



OBPA3Lbl BJIAHKOB JOKYMEHTOB

Pocapxue

demepalibHOe ONIXETHOE yupexIeHUe
"BCepOCCUMCKUN HAYUHO-MCCJIEeNOBATEJIbCKUM UHCTUTYT
IOOKYMEHTOBEIEHMA M apXMBHOIO meja'
(BHUMIAL)

(cnpaBoyHoe)

MockBa

PucyHok B. 1 - Obpasey, obuiero 61aHKa opraHmMsaumm

Pocapxus

denepasibHOE OIIXETHOE yUYpexXIeHMe
"BCEepOCCUMCKUN HAyUHO—
MCCJIeNOBaTeJIbCKUM UHCTUTYT
IOOKYMEHTOBEIEHMA M apxXMBHOIO meja'
(BHMMIAL)

llpodcowzuasg yn., n. 82, Mockea, 117393
Ten./baxc (495) 718-78-74
e-mail:mail@vniidad.ru; http://www.vniidad.ru
OKIIO 02842708; OI'PH 1027700380795;
VIHH/KIIII 7708033140/771001001

N

Ha N oT

PucyHokK B.2 - O6pasel, yrnosoro 61aHKa NMcbMa opraHusaumm

Pocapxus

depepanbHoe 6l0aKeTHOE yupexaeHue
"BCcepoCCMUCKUIA HayYHO-UCC1eA,0BaTENbCKUN UHCTUTYT
AOKyMeHTOBeAeHUA U apxusBHoro gena" (BHUUOAL)

Mpo¢coro3Has ya., a. 82, Mocksa, 117393
Ten./dakc (495) 718-78-74 e-mail:mail@vniidad.ru;
http://www.vniidad.ru
OKMO 02842708; OrPH 1027700380795;
MHH/KNN 7708033140/771001001

Ha N oT

PucyHok B.3 - ObpaseL, npoaosibHOro 61aHKa nnMcbMa opraHusaumm



Pocapxus

depepanbHoe 610aKeTHOE yupexkaeHue
"BcepoCcCMMUCKMIN HayYHO-UCCIeA0BaTENbCKUIA UHCTUTYT
AOKYMEHTOBeA,eHUA U apXMBHOTO Aena”
(BHUMAAD)

AWPEKTOP

Mpodcoto3Hasna ya., a. 82, Mocksea, 117393
Ten./dakc (495) 718-78-74 e-mail:mail@vniidad.ru;
http://www.vniidad.ru
OKNO 02842708; OrPH 1027700380795;
MHH/KNN 7708033140/771001001

Ha N oT

PucyHok B.4 - O6paseL, npoaosbHOro 61aHKa nMcbma
OONKHOCTHOrO NLA

Pocapxus

depepanbHoe 610aKeTHOe yupexaeHue
"BcepoCCMUCKUIA HayYHO-UCC/IeA,0BaTENbCKUIN MHCTUTYT
DOKYMEHTOBeZAEeHUA U apXuBHOro gena"
(BHUMOAL)

OTPAC/NIEBOM LLEEHTP NOBbILLIEHNA KBAIMGUKALIUU

Mpod¢coro3Has yn., a. 82, Mocksa, 117393
Ten./dakc (495) 718-78-74 e-mail:mail@vniidad.ru;
http://www.vniidad.ru
Ten./dakc (495) 718-79-38; e-mail:ocpk@vniidad.ru
OKNO 02842708; OrPH 1027700380795;
MHH/KNN 7708033140/771001001

Ha N oT

PucyHok B.5 - Obpaseu, npoao/sibHOro 6/1aHka nMcbma
CTPYKTYPHOro noapasfeneHus

Pocapxus



denmepalibHOE OIXETHOE yupexIeHUe
"BCEepOCCUNCKUN HAYUHO-MCCJIeNOBATEJIbCKUM MHCTUTYT
IOOKYMEHTOBEIEHMA M apXMBHOIO meja'
(BHUMIATL)

[IPVIKA3

Mockea

PucyHOK B.6 - O6pasel, 6n1aHKa KOHKPETHOro BUAa
AOKYMeHTa opraHusaumnm

Pocapxwue
demepasibHOEe OIXETHOE yupexXIeHUe
"BCEepOCCUNCKUN HAYUHO-MCCJIeNOBATEJILCKUM UHCTUTYT
IOOKYMEHTOBEIEHMSA M apxXMBHOIO meja'
(BHMMIAL)
IVPEKTOP

PACIIOPAXEHUE

MockeBa

PucyHok B.7 - Obpasel, 6/1aHKa KOHKPETHOIO BUAa AOKYMEHTA
OO/MKHOCTHOrO LA

Pocapxus

depepanbHoe 6l04XKeTHOE yupexaeHue
"BcepoCcCMUCKUIN HAYYHO-UCCIeA0BaTENbCKUIA UHCTUTYT
AOKYMEHTOBeAEeHUA U apXMBHOTo aena”
(BHUMOAR)

Mpodcoto3Has yn., a. 82, Mocksa, 117393
Ten./dakc (495) 718-78-74 e-mail:mail@vniidad.ru;
http://www.vniidad.ru
OKNO 02842708; OIr'PH 1027700380795;
MHH/KNN 7708033140/771001001

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

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



Ha N oT

PucyHok B.8 - O6paseL, NpogoabHOro 6aaHKa NMcbma opraH1sauum
Ha ABYX A3blKax

YK 006.35.034(470+571):[005.92:002.1]:006.354 OKC 01.140.20 T62

KntouyeBble cnoBa: OpraHM3aLMOHHO-pacnopaauTeibHan AOKYMeHTauus, odopmMmieHne LOKYMEHTa,
61aHK LOKYMEHTA, PEKBU3UT LOKYMEHTA




