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Mpeaucnosune

1 PABPABOTAH ®epnepanbHbiM G0aKETHBIM yupexaeHnem «Bcepoccumncknin Hay4yHo-mcerenoBaresb-
CKUI MHCTUTYT AOKYMEHTOBeAeHMs n apxusHoro aena» (BHUNLOAL) ®enepanbHOro apxMBHOMO areHTCTBa

2 BHECEH TexHu4yeckum komuteTom no ctaHgaptusauum TK 191 «HayvHo-TexHnyeckas nHgopmaums,
OmnbnmoTe4yHoe N n3gaTenbckoe Aeno»

3 YTBEPX/JEH W BBEJEH B IENCTBUE Mpukaszom PegepanbHOro areHTCTBa Mo TEXHUYECKOMY pe-
rynvpoBaHuio 1 MeTponorum ot 8 gekabpst 2016 r. Ne 2004-cT

4 BBAMEH IoCT P 6.30—2003

5 B HacTosiLem cTaHaapTe peanv3oBaHbl HOPMbI pefeparnbHbIX 3aKOHOB OT 27 mtonst 2006 . Ne 149-03
«0O6 uHopMaumm, MHPOPMALMOHHBLIX TEXHOMOIMSAX U O 3awuTe MHdopmauumny, oT 22 oktabpa 2004 .
Ne 125-03 «O6 apxmBHOM fene B Poccuiickon degepaumm»

6 N3OAHUE (deBpanb 2019 r.) ¢ Mamerenunem Ne 1, yTBepkaeHHbIM B Mae 2018 1. (MYC 7—2018)"

lpasuna npumeHeHUss Hacmosiweao cmaHlapma ycmaHo8/eHbl 8 cmambee 26 ®edeparibHO20 3aKOoHa
om 29 utoHsa 2015 e. Ne 162-03 «O cmaHOapmusayuu 8 Poccutickoli ®edepayuu». MHhopmayusi 06 us-
MEHEHUSIX K Hacmosiuemy cmaHdapmy rybriukyemcsi 8 exxe200HOM (110 COCMOSIHUKO Ha 1 siHeapsi meKyuweao
200a) uHhopMayUOHHOM yKasamere «HayuoHanbHble cmaHOapmbiy, @ oguyuanbHbIU meKkem usmMeHeHul u
M10r1PasoK — 8 eXXeMeCsIYHOM UHGhOPMaUyUOHHOM yKkazamere «HauyuoHanbHblie cmaHOapmel». B criyqyae nepe-
cMompa (3amMeHbl) Uil OmMeHbl Hacmosiue20 cmaHdapma coomeemcemeyrouwee yeedomeHue bydem ory-
6r1iukogaHo 8 briuxallweM 8bIyCKe eXeMeCcsIHHo20 UHMOPMaUUOHHO20 yKkasamens «HayuoHanbHble cmaH-
Oapmbi». Coomeemcmaeyrouw,asi UHghopmayus, yeedoMieHUe U mekcmabl pasMeu,aromcest 8 UHGhopMayUoOHHOU
cucmeme obujezo nonb308aHuUsi — Ha oguyuanbHom catime ®edeparnibHO20 azeHmcemea o MexHU4eCcKoMy
peaynuposaHuro u Memporsoauu 8 cemu MlHmepHem (www.gost.ru)

© CrangapTtuHdopM, odopmneHne, 2018, 2019

HacTosawun CTaHOapT HE MOXET ObITb MOMHOCTBLIO UMM YACTUYHO BOCNpou3BeneH, TMpaxnposaH 1 pac-
NPOCTpaHEH B Ka4ecTBe O(bVILI,VIaJ'IbHOFO n3gaHus 6es pas3pelieHna dJep,epaanoro areHTCcTBa No TEXHN4YECKO-
MYy peryrimpoBaHuo 1 MeTpOosiornn

" HacTosllee U3faHue 3ameHsieT Bce npeablayLive U3aaHusa JaHHoro cTaHaapTa.



FOCT P 7.0.97—2016

CopepxaHue
1 OBNACTb MPUIMEHEHUIST . . . . v v et et e e e e e e e e e e e e e e e e e e e e e e e e e e 1
2 HOPMATUBHBIE COBIFTKM .« o v v e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e et 1
3 O6wme TpebOoBaAHUA K COZOAHNIO JOKYMEHTOB . & & . v v v v e e et ettt e e et e ettt e et e e e 1
4 PeKBUBUTBI JOKYMEHTE . . . . o v v ettt i et e e e e e e e e e e e e e e e e e e 2
5 OhopMneHnEe PEKBUBUTOB AOKYMEHTOB . . . . o o vt ettt et e e e et e e e et et et e et e e e 3
6 BrIaHKM JOKYMEHTOB . . . . o o o ittt et e e e e e e e e e e e e e e e e 15
MpunoxeHne A (cnpaBovHoe) PacnonoxeHne peKBM3MTOB Ha TUTYSIbHOM JIUCTE JOKYMEHTa . ... ....... 17

MpunoxeHue b (cnpaBoyHoe) CxeMbl pacnonoXeHNS PEKBUSUTOB AOKYMEHTOB . . . . v v v e v i e e o e 18
MpunoxeHue B (cnpasoyHoe) Ob6pasupbl 6riaHkoB AOKYMEHTOB






NOCT P 7.0.97—2016

HAUMWOHANBbHBIW CTAHOAPT POCCUMNCKOWNW OEOQEPALUNMU

Cucrtema ctaHgapToB no nHégpopmauum, 6MGNMOTe4HOMY U n3aaTenbCKoOMy Aeny
OPIFAHU3ALUUOHHO-PACMNOPAAUTENbHAA OOKYMEHTALIUA

TpeboBaHUsA K 0(pOpPMNEHNIO JOKYMEHTOB

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

Data BBegeHusa — 2018—07—01

1 ObnacTtb NnpMMeHeHuns

HacTtoswuin ctaHgapT pacnpocTpaHsieTcsl Ha opraHu3aunoHHO-pacnopsauTenbHble JOKYMEHThI: ycTa-
Bbl, MOMOXEHWS1, NpaBuna, UHCTPYKUUN, perriaMeHTbl, NOCTaHOBIEHNS, PacNOpPsKEHUs, NPUKasbl, peLLeHus,
NPOTOKOSbI, AOrOBOPLI, aKTbl, MMCbMa, CNpPaBkM U Op. (Aanee — AOKYMEHTbl), B TOM YMCre BKIOYEHHbIE B
OK 011-93 «O6wwepoccumnckun knaccmudukatTop ynpaeneHyeckon gokymeHtauuny (OKYL), knacc 0200000.

HacTtoswuin ctaHgapT onpegensieT cocTaB PEKBU3MTOB AOKYMEHTOB, NpaBuna nx ooopmiieHns, B TOM
yucne ¢ NpUMeHeHNeM MHPOPMALIMOHHBLIX TEXHOMOMIA; BUAbl GaHKoB, COCTaB PEKBM3UTOB GNaHKOB, CXEMbI
pacnonoXeHusi PEKBU3UTOB Ha AOKYMeHTe; obpas3Lbl OnaHkoB; NpaBunia Co3fgaHnst AOKYMeHTOB. [NonoxeHus
HaCcTOosILLEero cTaH4apTa pacnpoCTPaHsATCSA Ha JOKYMEHTbI HA ByMaXKHOM M 3NTeKTPOHHOM HOCUTENSIX.

2 HopmaTuBHbIe CCbINKU

B HacTosLeM cTaHaapTe NCnorb30BaHbl HOPMATUBHBIE CCbINKM Ha criedytoLwme cTaHaapThl:

FOCT P 7.0.8 Cucrema ctangapToB no uHdopmauum, bubnmoreyHomy u nsgartensckomy geny. [eno-
NMpon3BOACTBO U apxMBHOe Aeno. TepMuHbl 1 onpeaeneHns

FOCT P UICO 15489-1 Cuctema ctaHgapToB No MHpopMauun, OMbnnotedHoMy 1 n3gaTenbCcKoMy Aeny.
Ynpasnenve gokymeHtamu. Obwime TpeboBaHus

MpumeyaHune — Npn Nonb3o0BaHMN HACTOALLMM CTaHAAPTOM LienecoobpasHo NpoBEPUTL AENCTBUE CCbINOYHbIX
CTaHOapTOB B MH(OPMALMOHHON cucTeMe obLLero nonb3oBaHMs — Ha oduumanbHoM canTe PeaepanbHOro areHTcTea no
TEXHUYECKOMY PErynvMpoBaHUio U METPOSIOrMM B ceT MIHTEPHET Unu No eXXerogHoMy MHpopMaLMoHHOMY ykasatento «Ha-
LUMOHarbHble CTaHAAPThI», KOTOPbIA ONyOMKOBaH MO COCTOSIHMIO HA 1 AHBapS TEKYLLEro roaa, U no Bbinyckam exXeMecsiy-
HOro MHOPMAaLMOHHOIO yKasaTens «HaunoHanbHble cTaHAapTbl» 3a TEKyLWMI rog. Ecnu 3aMeHeH CCbINoYHbIN CTaHAapT,
Ha KOTOPbIV JaHa HeAaTUPOBAHHASA CCbINka, TO PEKOMEHAYETCS UCMONb30BaTh OENCTBYHLLYIO BEPCUIO STOrO CTaHAapTa
C YYETOM BCEX BHECEHHbIX B JAHHY BEPCUIO N3MEHEHUA. ECnn 3aMeHeH CCbINOYHbINA CTaHOapT, Ha KOTOpLIN JaHa AaTu-
pOBaHHas CCbIfika, TO PEKOMEHAYETCS UCMOMNb30BaTb BEPCUIO 3TOr0 CTaHAapTa C yKadaHHbIM BbILLE FOA0M YTBEPXKAEHUSA
(NpuHATKSA). ECcniv nocne yTBepXAeHUs HacTosLWEero cTanaapTa B CCbINTOYHbIVM CTAHA4APT, Ha KOTOPLIN AaHa AaTUPOBaHHasA
CCblfika, BHECEHO U3MEHEHUE, 3aTparvBatoLLee NosioXKeHne, Ha KOTOpoe AaHa CCbifika, TO 3TO NMOMOXEHNE PEKOMEHAYETCA
NpMMeHATb 6e3 yyeTa AaHHOTO N3MEHeHUs. ECnn CCbINOYHbIN CTaHAAPT OTMEHEH 6e3 3aMeHbI, TO NMOMOXEHNE, B KOTOPOM
[aHa CCbifika Ha Hero, PEKOMeHAYETCHA NPUMEHSITb B YacTU, HEe 3aTparnBatoLLEn 3Ty CCbIIKy

3 O6wume TpeboBaHUA K CO3AAHUIO AOKYMEHTOB

3.1 ﬂ,OKyMeHTbI MOTyT CO34aBaTbCA Ha 6YMa)KHOM HOocuTEne n B S.I'IeKTpOHH0l7| cpopme c cobntogeHnem
YCTaHOBJ1E€HHbIX npaBwuIl OCbOpMJ'IeHVIFI OOKYMEHTOB.

U3paHne ocpuumanbHoe
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3.2 lNpwn cosgaHum JOKyMeHTa Ha ABYX M Bonee cTpaHuuax BTOPYHO WM nocneaywme cTpaHuLbl HyMe-
PYIOT.

Homepa cTpaHuy, NpocTaBnsoTCs NocepearHe BEPXHEro Nnomnst AOKYMEHTa Ha pacCTOSHUU He MeHee
10 MM OT BepxHero kpas nucTa.

[onyckaeTca co3gaHve OJOKYMEHTOB Ha NnuuesBon U 06opoTHOM CTopoHax nucta. [Npu OBYCTOPOHHEM
CO34aHVM JOKYMEHTOB LUMPUHA NEBOro MNoMs Ha NMUEBON CTOPOHE N1cTa 1 NpaBoro nons Ha o6opoTHOM CTo-
pOHE nucTa AOIMKHbI BbITb PaBHbI.

3.3 [1na co3gaHns AOKYMEHTOB HEOBXOAMMO MCMoNnb3oBaTh CBOBOAHO pacnpocTpaHsemMble becnnaTHble
WpndThI.

[ns odpopMneHns 4OKyMEHTOB pekOMeHAYETCH MCnomnb3oBaTth pa3meps! wpudgTos Ne 12, 13, 14.

Mpu cocTaBneHum Tabnuuy AonyckaeTcs UCMOmnb30BaTh LPUAThI MEHbLLUNX Pa3MepPOB.

(U3meHeHHasn pepakuus, U3m. Ne 1).

3.4 AB3auHbIn OTCTYyN TekcTa gokymeHta — 1,25 cm.

3aronoBsky pasaenos v nogpasgernos nevatalTcs ¢ ab3auHbiM OTCTYNOM UMK LEHTPUPYIOTCA MO WNPpK-
He TekcTa.

MHOroCTpOYHbIE PEKBU3UTBLI MEYaTaroTCs Yepes OAMH MEXCTPOYHbIN MHTepBarn, COCTaBHbIE YacTu pek-
BM3UTOB OTAENSAIOTCS AOMNONHUTENBHBLIM UHTEPBANOM.

TekcT gokymMeHTa nevyartaetcs Yyepe3d 1—1,5 MEXCTPOYHbIX MHTEpBana.

Ecnun gokymMeHT rotToBuUTCA ANS U3OaHWS C yMEeHbLUEeHneM maclutaba, TeKCT neyataeTcs vyepes ABa WH-
TepBsana.

WuTepBan mexay BykBamu B CnoBax — OObIYHbIN.

WHTepBan mexay cnosamu — oguH npoben.

3.5 TeKkCT QOKyMeHTa BblpaBHMBAETCH MO LUMPUHE nucta (Mo rpaHuuam feBoro 1 npasoro nonev Ao-
KyMmeHTa).

[nvHa camon ANVHHOWM CTPOKWN PEKBU3NUTa NPU YINOBOM PaCroNOXeHUU PEKBU3UTOB He Boree 7,5 cm.

OnuHa camon ANMHHOW CTPOKW PEKBM3UTa NpU NPOOOSIbHOM PAaCMONOXEHUN PEKBM3UTOB He Boree
12 cm.

3.6 HopmaTunBHbIMY akTamMun opraHm3aumm MOXeT BbiTb NPegyCMOTPEHO BbiAENEHNE PEKBU3UTOB «aape-
caTy», «3arorioBOK K TEKCTY» UMK «NOAMUCHY, a Takke OTAENbHbIX (dparMeHTOB TEKCTa NONY>XXUPHBLIM LUPUEDTOM.

3.7 HopmaTuBHbIE akTbl OpraHn3auun, a Takke UHble MHOTOCTPaHWYHbIE AOKYMEHTbI MOryT ohopMnaTb-
€Sl C TUTYNbHBIM UCTOM. TUTYMbHbLIN NINCT AOKYMEHTa OhOPMISIETCS B COOTBETCTBUN C MPUNoxeHmem A.

4 PeKBU3UTbI AOKYMEHTa

Mpu nogroToBKe 1 0HOPMIEHNN AOKYMEHTOB MCMOSMb3YHOT PEKBU3UTHI, ONPedeneHnst KOTopbIX npuBege-
Hel B TOCT P 7.0.8.

01 — rep6 (locynapcTtBeHHbIN repb Poccuiickon depepauun, repb cybwekta Poccunckon degepauun,
rep6 (repanbanyecknin 3Hak) MyHUuMnanbHoro obpasoBaHus);

02 — ambnewma;

03 — TOBapHbIN 3HAK (3HAK 0BCMYXMBAHWUS);

04 — kop bopMbl OKYMEHTA;

05 — HanmeHOBaHWe opraHm3aumm — aBTopa AOKYMEHTa;

06 — HavMeHOBaHMe CTPYKTYPHOro Noapa3geneHns — aBTopa AOKYMEHTa;

07 — HavMeHOBaHUe JOIMKHOCTY LA — aBTopa AOKYMEHTa;

08 — cnpaBoyHble AaHHbIe 06 opraHn3auuuy;

09 — HanMmeHOBaHMe Buaa AOKYMEHTa;

10 — pgata OOKyMEHTa;

11 — perncTpaumoHHbI HOMEpP AOKYMEHTA;

12 — ccbinika Ha perncTpauuoHHbIV HOMEP M AaTy NOCTYMMBLUETO JOKYMEHTA;

13 — mecTo cocTaBneHus (M3gaHvs) JOKYMEHTa;

14 — rpud orpaHnveHns goctyna K JOKYMEHTY;

15 — agpecar;

16 — rpuc yTBEPXKOEHNS AOKYMEHTA;

17 — 3aronoBOK K TEKCTY;

18 — TeKkCT OOKYMEHTa;

19 — oTMeTKa 0 NpUNoXeHUu;
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20 — rpud cornacoBaHusi AOKYMEHTA;

21 — BK3a;

22 — noanuce;

23 — oTmeTKa 06 3neKTpOHHOW NOANUCH;
24 — nevartb;

25 — oTmeTKka 00 ncnonHuTene;

26 — OTMEeTKa O 3aBepeHumn Konuu;

27 — oTMeTKa O MOCTYNNEHNN OOKYMEHTA;
28 — pesontouns;

29 — OTMeTKa O KOHTpOre;

30 — oTMeTKa 0 HarnpaBrneHuM AOKYMeEHTa B Aeno.

5 OchopmneHue peKBU3NTOB [OKYMEHTOB

5.1 T'epb (FocynapctBeHHbI repd Poccuinckon depepaunn, repb cybvekra Poccuinckon depepauun,
rep6 (repanbauMyecknin 3HaK) MyHULMNANbLHOro o6pa3oBaHNA) BOCNPOMU3BOAUTCA Ha BriaHKax AOKYMEHTOB B
cooTtBeTcTBUMN ¢ PeaepanbHbiM KOHCTUTYLIMOHHBIM 3akoHOM oT 25 aekabps 2000 r. Ne 2-OK3 «O lNocynap-
cTBeHHOM repbe Poccunckon depepauumny, 3akoHogaTenbHbIMU U MHbIMW HOPMAaTUBHBIMW NPAaBOBLIMU aKTa-
Mu cybbekToB Poccuiickon defepaum n HopMaTUBHBIMU akTaMy OpraHoB MECTHOIO CaMOyMpaBreHus.

N3o6paxxeHune repba (FocygapcteseHHoro repba Poccunckon denepaumm, repba cydbekta Poccuiickon
denepauun, repba (repanbauyeckoro 3Haka) MyHuUUMNanbHOro obpas3oBaHus) NOMELaeTcs nocepeauHe
BepxHero nons 6naHka OOKyMeHTa Hah peKkBM3uTamu opraHmsaumm — aBTopa LOKYMEHTa Ha pacCTOSIHUM
10 MM OT BepxHero kpas nucTa.

5.2 Smbnema opraHusauun, paspaboTaHHas u yTBepXXAeHHasi B yCTaHOBMNEHHOM Nopsake, pasMeLlaeT-
Csl B COOTBETCTBUU C HOPMATMBHLIMW MPaBOBbLIMU akTaMu Ha BrnaHkax: JOKYMEHTOB dpeepanbHbiX OpraHoB
rocygapCcTBEHHOMW BnacTu (3a UCKMIOYEHMEM CrnyyaeB, NpeaycmaTpyBalolLMX UCMONb30BaHME N300paxeHus
locynapcteBeHHoro repba Poccuiickon ®enepauun), TepputopuanbHbiX OpraHoB dpeaeparnbHbIX OpraHoB ro-
CyAapCTBEHHOW BMacTu, rocy4apCTBEHHbIX Y HErOCY4apCTBEHHbIX opraHusauui. N3obpaxeHne ambnemsl no-
MeLlaeTcst nocepeanHe BepxHero nong bnaHka JOKyMeHTa Haf, pekBu3nTaMy opraHm3auum — aBTopa JOKy-
MeHTa Ha paccTosiHum 10 MM OT BEPXHEro Kpasi niucTa.

5.3 ToBapHbI 3HaK (3HaK 06CNYXMBaHUS), 3apPErMCTPUPOBAHHbIN B YCTAHOBNEHHOM 3aKOHOAATENbCTBOM
nopsifike, BOCNPOM3BOAUTCS Ha BriaHkax opraHM3aumnmn B COOTBETCTBUM C yCTaBOM (NonoxeHneM 06 opraHmaa-
uun). I3obpaxxeHne ToBapHOro 3Haka (3Haka obcrnyxmnBaHus) noMeLLaeTca nocepeanHe BepxHero nons énax-
Ka OOKYMeHTa Haj peKkBM3MTamu opraHu3auum — aBTopa JOKYMEHTa UMM CneBa Ha ypoBHE HaMMEeHOBaHUSA
opraHuM3aLmm — aBTopa AOKYMeHTa (QonyckaeTcs 3axBaTbiBaTbh YaCcTb NIEBOrO Nons).

Hapsgy ¢ ToBapHbIM 3HaKkoMm (3Hakom obCrnyxmBaHus) Ha BraHkax JOKYMEHTOB MOXET YKa3blBaTbCsH
KomMMepyeckoe 0B03HaYeHne puanveckoro nuua.

5.4 Kog hopMbl LOKYMEHTa NPOCTaBRSAETCAa Ha YHUPMLMPOBaHHBLIX (hopMax JOKYMEHTOB B COOTBETCTBUM
¢ ObLepoccrncknm KnaccudukaTtopom ynpasneHyeckon gokymeHTtaumm (OKY[) nnu nokansHbIM knaccudu-
KaTopoM, pacnonaraeTcsi B NnpaBOM BEpPXHEM yrny pabodero nons JOKyMeHTa, COCTOUT 13 cnos «dopma no»
(HaMmeHoBaHWe knaccudukaTopa) 1 LMpoBoro Koaa.

lMpumep

®opma no OKY[ 0211151

5.5 HaumeHoBaHWe opraHusauum — aBTopa AOKyMeHTa Ha bnaHke JOKyMeHTa OOMKHO COOTBETCTBO-
BaTb HAaMMEHOBAaHWIO IOPUAMYECKOrO NnLa, 3aKpenneHHoMY B ero ydpeauTerbHbIX AOKYMeHTax (ycTase unm
nonoxexuu). Nog HaMMmeHoOBaHMEM OpraHM3aLmMm B CKOBKax ykasblBaeTCsl COKpaLLeHHOe HauMeHoBaHWe opra-
HM3aLuun, ecrnv OHO NPeayCMOTPEHO YCTaBOM (MONOXKEHUEM).

Hap HanmeHoBaHVeM opraHu3auum — aBTopa JOKYMEHTa yKasblBaeTCsi MOfTHOE UMK COKpaLLeHHoe Hau-
MEHOBaHMWE BbILLIECTOSALWEN OpraHnu3aumm (Npu ee Hanuyum).

5.6 HanmeHoBaHMe CTPYKTYPHOro nogpasgeneHns — aBtopa AokyMeHTa (B ToM yncne dounuana, otae-
neHus, NpeacTaBUTENbCTBA, KonnernansHoro, COBELLaTeNbHOro UM MHOIO opraHa) ncnoneb3yetcs B GriaHkax
nncem n 6naHkax KOHKPETHbIX BUAOB JOKYMEHTOB COOTBETCTBYIOLLMX NogpasaeneHui (OpraHoB) B COOTBET-
CTBWM C NOKanbHbIMW HOPMATUBHBIMU akTamMK 1 yKka3blBaeTCHa Nof HauMeHOBaHWeM OpraHu3auumn.
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5.7 HanmeHoBaHue OOMKHOCTM nylUa — aBTopa AOKYMEHTa MCMonb3yeTcs B OriaHkax OOMKHOCTHbIX
nvY 1 pacnonaraeTcs nNog HaMMeHOBaHUEM OpraHM3auum Unm HamMmeHoBaHeM TeppuTopum (kpasd, obnacTtu,
aBTOHOMHOWM 06MnacTu 1 Ap.), ecnu OOKYMEHT M3OaeT pyKoBOAWUTENb OpraHa Bnactu cybbekta Poccuickon
dPenepaumn, MyHULMNansHoOro obpasoBaHns. HavMmeHoBaHWe OOMKHOCTY NMua — aBTopa AOKYMEHTA yKasbl-
BaeTCsl B COOTBETCTBUM C HAMMEHOBAHMEM, MPUBELEHHBIM B pacnopsanTenibHOM AOKYMEHTE O HasHa4YeHum
Ha JOIMKHOCTb.

5.8 CnpaBoyHble faHHble 06 opraHM3aLummy ykasbiBatoTCcs B GnaHkax nMcem 1 BKIKOYatoT: MOYTOBbIN agpec
opraHusaumu (4ONOMHMTENbHO MOXET YKa3blBaTbCsl agpec MecTa HaxoXOeHWs opMONYECKOro nmua, ecnm OH
He coBMajaeT C MOYTOBbLIM aApecoM); HoMep TenedoHa, dakca, agpec ANEeKTPOHHON NOYThI, CETEBOWN aapec.

B cocTaB cnpaBo4YHbIX OaHHbIX, 3@ UCKIFOYEeHEM BnaHKoB 4OKYMEHTOB OpraHoB rocy4apCTBEHHON Bra-
CTU1, OPraHOB MECTHOIo CaMOynpaBreHuns, BKIOYakTCs: Ko opraHnsaumm no ObepoccuninckoMy knaccugu-
kaTopy npeanpuaTuii n oprannsaumi (OKIMO), ocHOBHO rocyAapCTBEHHbIV PEMMCTPALMOHHBIN HOMEpP OpraHu-
3auum (OI'PH) 1 ngeHTMdMKaLMOHHBI HOMEP HaroronnaTenbLynka/Koa NPUYNHBI MOCTAHOBKM Ha HaroroBbIv
yueT (MHH/KMM).

5.9 HanmeHoBaHue BMaa OOKYMEHTa YKasblBAaE€TCs Ha BCEX OOKYMEHTaXx, 3a MCKIHYEHWEM OEenOBbIX
(cny>xebHbIX) Nucem, pacnonaraeTcsi No4 PeKBU3MTamMmu aBTopa AOKYMeHTa (HaMMEeHOBaHWEM OpraHu3auumu,
HaVMEHOBaHMEM CTPYKTYPHOIo nogpasgeneHunsl, HaumeHoBaHMeM OOMMKHOCTU) (CM. pucyHokK B.6).

5.10 data gokymeHTa COOTBETCTBYET AaTe noanucaHus (yTBepXaeHus) AOKyMeHTa unu gate cobbitus,
3ahMKCMPOBAHHOIO B AOKyMeHTe. [JoOKyMeHTbI, U3gaHHble AByMs unu 6onee opraHvM3aumnsiMm, OOMKHbI UMETb
ogHy (eauHyto) gary.

[aTta goKkymMeHTa 3anucbiBaeTCs B NOCNeA0BaTENbHOCTM — AeHb Mecsua, Mecsil, rod — O4HUM U3 ABYX
CnocoboB:

apabckumm Lmdpamu, pasaeneHHbiMmn Todkon: 05.06.2016;

CINOBECHO-LMdPOBLIM crocobom, Hanpumep: 5 ntoHs 2016 T.

5.11 PerncrpaumoHHbIi HOMepP AOKYMeHTa — LMdPOBON N OyKBEHHO-LMAPOBON naeHTndmKaTop Ao-
KyMeHTa, COCTOSILLMIA U3 NOPSIAKOBOrO HOMepa AOKYMEHTA, KOTOPbIN, MO YCMOTPEHMIO OpraHn3aLumn, MOXeT J0-
NONMHATLCS LMEPOBBLIMU NN BYKBEHHBIMW KO4aMM (MHOEKCaMuW) B COOTBETCTBUM C UCMONb3yeMbIMU Knaccudu-
KaTopamu (MHOEKCOM Aena no HOMEHKNaType Aen, KogoM KOppecrnoHAeHTa, KOAOM AOMKHOCTHOMO nnua v ap.).

Ha gokymeHTe, COCTaBNEHHOM COBMECTHO ABYMS U bonee opraHnsaumsmmn, NpoCTaBnsoTCa permctpa-
LMOHHbIE HOMEpPa JOKYMEHTA, MPUCBOEHHbIE KaXX0WN N3 opraHn3auuin. PerMctpaumnoHHble HoMepa oTaensioT-
Cs1 Apyr OT Apyra KOCOW 4YepTol 1 NPOCTaBMsoOTCA B NOpsAKe yKa3aHUsA aBTOPOB B 3arofIOBOYHOM 4acTu UMnu
npeambyne AOKyMeHTa.

5.12 Cchbinika Ha perncTpauuoHHbI HOMEp 1 AaTy NOCTYNUBLLIErOo JOKYMEHTa BKIKOYaET perncTpaumoH-
HbI HOMEp W AaTy BXOOSALEro MHULMATMBHOIO AOKYMEHTa, Ha KOTOPbIV JaeTcsl OTBET.

5.13 MecTo cocTaBneHus (M3gaHnsl) JOKYMEHTa yKasblBaeTCsl BO BCEX OOKYMEHTaX, KpOMe OenoBbIX
(cny>xebHbIX) Nncem, a Takke JOKNaAHbIX, CNYXeOHbIX 3an1MCcOoK 1 APYrMX BHYTPEHHUX MHCOPMaLMOHHO-cnpa-
BOYHbIX JOKYMEHTOB.

MecTto cocTtaBneHus (M3gaHnsi) JOKyMEHTa He yKka3biBaeTcsd B TOM Criyyae, eCnvu B HanMeHOBaHUN op-
raHu3auum MpUCYTCTBYET yKaszaHMe Ha MecTo ee HaxoxaeHus. Mecto cocTaBneHus (M3gaHnst) JOKYMEHTa
yKa3blBaeTCs B COOTBETCTBMM C NMPUHATBIM agMUHUCTPATUBHO-TEPPUTOPUATBHBIM AENEHNEM.

5.14 Ipnd orpaHnYeHnst 4OCTyna K AOKYMEHTY NPOCTaBMSETCS B MPAaBOM BEPXHEM YIIy NepBOro nucra
OOKyMeHTa (NpoeKkTa AOKYMeHTa, COMPOBOAUTENBHOMO MUCbMAa K AOKYMEHTY) Ha rpaHuLe BEpXHEro nons npu
HanNMuMM B AOKYMEHTE MHOopMaLun, JOCTYN K KOTOPOW OrpaHWYeH B COOTBETCTBUM C 3aKOHOAATENbCTBOM
Poccuinckon degepaumn.

Buabl ncnonb3yemMbix B opraHn3aummn rpudoB orpaHnyeHnst 4OCTyna AOIMKHbI COOTBETCTBOBATHL 3aKOHO-
AaTtenbHbIM U HbIM HOPMaTMBHbLIM NPaBOBbIM akTam Poccuiickon PefepaLm 1 JOmKHbI OblTh 3aKpenneHbl B
nokanbHbIX HOPMAaTMBHbIX akTax. B cocTtaB rpuda orpaHudeHunss goctyna Kk JOKYMEHTY BXOAUT OrpaHnynTenb-
Hasa Hagnuck («ns cnyxebHoro nonb3oBaHusa», «KoHduaeHUnanbHo», «Kommepyeckas TanHa» unu gp.),
KOTopasi MOXeT JOMOSHATLCA HOMEPOM 3K3eMnsdpa OKYMEHTa U APYrMMU CBEAEHUSIMU B COOTBETCTBMU C
3akoHogaTtenscTBoM Poccuiickon ®egepaumn.

lMpumep

Kommepueckas TanHa
Ok3. Ne 2
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5.15 Appecat ncnonb3yeTcst Npy 0POPMITEHUN OENOBLIX (CIY)XeOHbIX) MMCEM, BHYTPEHHUX MHDOopMa-
LIMOHHO-CMPaBOYHbIX AOKYMEHTOB (4OKNaAHbIX, CIy»KeOHbIX 3anncok u ap.).

AapecaToM JOKyMEHTa MOXeT OblTb OpraHn3auus, CTpyKTypHOe nogpasgeneHne opraHnu3aumm, SOmK-
HOCTHOE Mnn U3nyeckoe NnLo.

PekBunanT «agpecat» NpoCTaBnsieTcsi B BEPXHEW NPaBON YacTu AOKyMeHTa (Ha BriaHke ¢ yrnoBbIM pac-
MONOXXeHNEeM PEKBU3WTOB) UMW CripaBa nog pekBn3mMTamm dnaHka (mpy npogonbHOM PacnonoXeHUN pekBu3n-
ToB 6raHka). CTpOKM pekBM3uTa «agpecar» BbIpaBHMBAKOTCS MO NIEBOMY Kpato UM LEHTPYHOTCS OTHOCUTENBHO
camou ANUHHOW CTPOKMK.

Mpu agpecoBaHnn JOKYMEHTa PyKOBOAMTENMIO (3aMeCTUTENIO PYKOBOAUTENS) OpraHn3auum yKkasblBaeTcs
B JaTeNbHOM nagexe HaMMeHOBaHME JOMKHOCTU PYKOBOAMUTENS (3aMeCcTUTENSA PyKOBOAMTENS), BKITIOYaoLLee
HaVMeHOBaHWe opraHu3aummn, hamunuio, MHMUnanel JOMKHOCTHOTO nvua.

TMpumep

Pykosogutento degepanbHOro
apXMBHOrO areHTcTBa
damunua N.0.

I'Ip|/| agpecoBaHnn nncbmMa B OpraHM3aunto yKa3biBaeTCq ee NnosiHoe Ui CoKpaleHHOe HanMeHoBaHne
B UMEHUTEJTIbHOM Magexe.

lMpumep
denepanbHoe apxmBHOE
areHTCcTBO
nnu
Pocapxus

Mpu agpecoBaHUK OOKYMeHTa B CTPYKTYpHOE noapasdenieHue opraHv3auvn B peKkBU3UTE «agpecar»
yKa3blBaETCH B MMEHUTENBHOM Nafexe HanMeHOoBaHWE OpraHu3aLnm, HUXKe — HanuMeHOBaHWE CTPYKTYPHOIo
nofpasaeneHus.

lMpumep

depnepanbHoe apxmBHoOe
areHTCTBO

OTgen rocygapCTBEHHOM
cnyx06bl, KagpoB U Harpag

I'IpM agpecoBaHnn nnMcbMa PyKOBOAUTENHO CTPYKTYPHOro nogpasnerieHnAa ykasblBaeTCA B UMEHUTENb-
HOM nagexe HanmeHoBaHWe OpraHn3aunmn, HMXXe — B daTeliIbHOM Mafexe HanMeHOBaHWE OOJMKHOCTU PYKO-
BOOUTENA, BKITIOHaKLWee HanMeHOBaHe CTPYKTYPHOIo noapasaeneHnd, cbamvmmo, MHUUmnanbol.

lMpumep

AO «[Mpodunb»

PykoBoauTernto AOroBopHo-
npaBoBOro otaena
damunusa N.0.
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Mepen damunuei OOMKHOCTHOIO fvua AonyckaeTcs ynoTpebnaTb COKpalleHue «r-Hy» (rocroguHy),
€Cnn agpecat My>X4uHa, UK «r-Ke» (FoCroxXe), eCrnu aapecar KeHLIMHa.

lMpumep

r-ny ®amunua U.0.
nnm

r-ke ®amunug N.0.

Mpu paccbirike JOKYMEHTa rpynne opraHn3auuin O4HOro TUna Unm B CTPYKTYPHbIE nogpasgeneHuns ogHom
opraHusaumm agpecat ykasbiBaeTcst 00006LEHHO.

lMpumep

PykoBoauTenam godepHux
obuwecte AO «[IMpodumnb»
nnu
PykoBoguTtensm ynpasrieHun
PocapxuBa

IMpu pacckirke 4OKYMEHTa HE BCEM OpraHn3aLuamM U CTPYKTYPHLIM NoApasaerneHnsiM nog peKBUUTOM
«AppecaT» B ckobkax ykasblBaeTcs: «(M0 CNUCKY)».

lMpumep

PykoBogutensm go4epHmx
o6wecte AO «[IMpodunb»
(no cnucky)

B ogHoM fokymeHTe He OormkHO ObiTb Bornee yeTbipex agpecatoB. Cnoso «Konusi» nepea BTOPbIM,
TpeTbMM, YeTBEPTbIM agpecatamn He ykasbiBaeTcs. [1pyu Bonbliem konuyecTBe agpecaToB COCTaBNAETCH
CNUCOK (NNCT, yKasaTenb) PaccbiikKn OOKYMEHTa, Ha KaXAOM [OKYMEHTe yKasblBaeTcs OAMH agpecaT Wmu
agpecart ohopmnisieTcss 0600LEHHO.

B coctaB pekBusmTta «Agpecar» MOXET BXOAMTb MOYTOBbIN agpec. SneMeHTbl MOYTOBOro agpeca yka-
3bIBalOTCH B NOCNEAOBaTENbHOCTW, YCTaHOBNEHHON [paBunammn okasaHus ycrnyr nOYTOBOW CBSA3M, YTBEPX-

OeHHbIMW npukazoM MuHUCTEpCTBa CBA3WM M MacCOBbIX KOMMYyHMKauun Poccuiickon ®egepauun ot 31 mions
2014 1. Ne 234.

lMpumep

Bcepoccuinckuin HayyHo-
nccnenoBaTenbCKUM MHCTUTYT
AOKYMEHTOBELEHMS U apXUBHOIO Aena

MpodocotosHaga yn., 4. 82,
Mocka, 117393

MouToBbLIN afpec MOXeT He YKa3blBaTbCA B AOKYMEHTaX, HanpaBldeMblX B BblCLUME OpraHbl BNacTu, Bbl-
LecTtodlimne opraHmn3aumn, nogsegomMCTBeHHble opraHm3aunn 1 NOCTOAHHbIM KOppeCrnoHOeHTam (33 NCKIto4ve-
HMeM HanpasleHna nmcem ykasaHHbIM agpecataM B KOHBepTax C Npo3paYvyHbIMU OKHaMI/I).
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Mpy agpecoBaHUM OOKYMEHTa (OU3MYECKOMY WUy yKasblBatoTcs: pamunusi, MHMLMAIbI, MOYTOBbIN
agpec.

lMpumep

damunua N.0.

yn. Cagosas, 4. 5, kB. 12,
r. Jllo6epubl, MockoBckas oorn.,
301264

Mpu oTNpaBke NMCbMa MO ANEKTPOHHOWM NoYTEe UMK Mo PaKCUMUIBHOW CBSA3M (6e3 JOCLINKM MO No4Te)
MoYTOBLIN agpec He ykasbiBaeTcs. Mpu HeobXxooUMOCTU MOXET ObITb yKka3aH 3NEeKTPOHHLIA agpec (Homep
TenedoHa/dakca).

lMpumep

Bcepoccuinckun Hay4Ho-
nccnenoBaTenbCKUM MHCTUTYT
AOKYMEHTOBELEHNS U apXUBHOIO Aena

mail@vniidad.ru

5.16 Mpnd yTBEPXKOEHMS NPOCTABMASETCA HA JOKYMEHTE B Clyvae ero yTBePXXAEHUS AOIMKHOCTHBIM fn-
LoM, pacnopsauTenbHbIM JOKYMEHTOM (MOCTAHOBIIEHWEM, PELLEHNEM, NPUKA30M, PACMOPSKEHNEM) UMK pe-
LUEHNEM KONNernanbHOro opraHa.

Ipnd yTBEPKAEHUS pa3MeLLLaeTCsl B MPaBOM BEPXHEM Yy NepBOro fimcta JoKymeHTa. CTPOK/ pekBman-
Ta BbIPaBHMBAKOTCS MO JIEBOMY KPato Ui LEHTPYIOTCS OTHOCUTENBHO CaMOW ANMHHOW CTPOKMW.

Mpn yTBEPXKOEHMM LOKYMEHTA OOSMKHOCTHBIM NULIOM rpud yTBEPXXAEHUA cocTomT 13 crnosa YTBEPXK-
OAKO, HavMMeHOoBaHWst JOMKHOCTX NnLa, YTBEPXKOAIOLWEro JOKYMEHT, ero nognvcu, UHMUManoB, daMmunmm un
OaTbl yTBEPXKAEHUS.

lMpumep

YTBEPXXOAKO
PykoBoautens ®enepanbHoro
apPXUBHOrO areHTcTBa

Moanuck nN.0. Pamunusa
[arta

Mpun yTBEPXKAEHUN OOKYMEHTA pacnopsanTeribHbIM JOKYMEHTOM rpud yTBEPXKAEHNSA COCTOUT M3 CroBa
YTBEPXOEH (YTBEPXOEHA, YTBEPXXOEHbI unn YTBEPXXOEHO), cornacoBaHHOro ¢ HanmeHoBaHUEM
B/YAA YyTBEPXAAEMOro AOKYMEHTA, HAUMEHOBaHMUS pacnopsiANTENbHOro JOKYMEHTa B TBOPUTENbHOM nagexe,
€ro aatbl, Homepa.



rOCT P 7.0.97—2016

lMpumep
(PernameHT) VTBEPIEH
npukazom AO «lNpodunby»
ot 5 anpens 2016 r. Ne 82
nnm
(NMpasuna) YTBEP)/IEHbI

npukazom AO «[lNpodunby»
oT 6 anpens 2016 r. Ne 83

Mpn yTBEPXOEHUN OOKYMEHTA KomfermanbHbIM OpraHoM, peLLeHst KOTOPOro (OMKCUPYHOTCS B MPOTOKO-
e, B rpmq)e yTBEPXOEHNA YKa3blBalOTCA HaMMeHOBaHMe opraHa, peleHnemM KOToporo yTeepXxneH AOKYMEHT,
Aarta v Homep npoTtokona (B ckobkax).

lMpumep

(MonoxeHue) YTBEPXOEHO
CoBeTOM OUpEKTOpOB
AO «lMpodunb»
(npoTokon ot 12.12.2016 Ne 12)

5.17 3aronoBoK K TEKCTYy — KpaTKoe cogepkaHue AOoKyMeHTa. 3aronoBOK K TEKCTY hopmMynupyeTcs ¢
npeanorom «O» («O6») n oTBeYaeT Ha BOMPOC «O YEM?»:

npvkas (0 4em?) 0 Co3A4aHUN aTTeCTaLUoOHHON KOMUCCUY;

npukas (o 4em?) 06 yTBEpPXKAEHWUM LUTATHOIO pacnmcaHus;

NMUCbMO (O Yem?) 0 NpedoCTaBNeHUN MHpopMaLnn.

3aronoBokK K TEKCTY 0OpMISETCS Nog pekBmanTamm bnaHka cnesa, oT rpaHuubl esoro nons. B ykasax,
MOCTaHOBIEHWSAX, PELUEHUSX, NpUKa3ax, N3gaBaemMbiXx OpraHammn BNacTu, 3arofioBOK K TEKCTY MOXET 0hopM-
NATbCS Haf TEKCTOM nocepefuHe paboyero nomns JOKYMeHTa M LEHTPYETCS OTHOCUTENIbHO CamMOW ANMHHOW
CTPOKM.

3aronoBoK K TEKCTY MOXET He COCTaBMATLCS, ECINN TEKCT AOKYMEHTa He npeBblwaeT 4—5 CTPOK.

5.18 TekCT AOKYMEHTa COCTaBMAETCH Ha PYCCKOM S3blKe Kak rocyaapcTBeHHOM fA3blke Poccuickon de-
aepauun. B opraHax rocygapcTBEHHONM BMacTu, opraHax MECTHOro camoyrnpaBreHus, rocyaapCTBEHHbIX Y-
pexaeHusax pecnybnvk Hapsay C rocyaapcTBeHHbIM A3blkoM Poccuiickon ®egepaumm MoryT ynotpebnsaTees
rocyaapCTBEHHbIE S3blKM pecnybnuk. B oearensHOCTV rocyaapCTBEHHbBIX OPraHOB, OpraHnu3auui, npeanpus-
TUIA N ydpexaeHuin Poccuickon ®egepaumm NCnonb3yrTcs rocyaapCTBeHHbIN A3blk Poccunckon denepavmu,
rocyAapCTBEHHbIE A3bIKM pecrnybnvK 1 nHble A3bikn HapogoB Poccunckon Pegepaumn.

B TekcTe gokymeHTa, MOArOTOBNIEHHOM Ha OCHOBAHMM 3aKOHOA4ATENbHbIX UMW MHBbIX HOPMAaTUBHbIX Mpa-
BOBbIX aKTOB, paHee M3gaHHbIX pacnopsiAMTENbHbIX JOKYMEHTOB, YKa3blBaOTCA UX PEKBU3UTDI:

- HavMeHOBaHWe B1Aa JOKYMEHTA, HaMMEHOBaHWe OpraHM3auum — aBTopa AOKYMEeHTa, AaTa JOKYMEH-
Ta, PErMCTPaLMOHHBIN HOMEpP OOKYMEHTA, 3arofioBOK K TEKCTY;

- HaVMEHOBaHWe OpraHM3auuy UM OMKHOCTHOTO N1ua, YTBEPAMBLLErO AOKYMEHT, AaTa yTBepXaeHu s
OOKYMEHTa.

TeKcT OOKyMEeHTa MOXET codepaTb pas3fgenbl, nogpas3gensl, NyHKTbl, MOAMNYHKTbI, HyMepyeMble apab-
CKuMK undpamn. YpoBHeEN pybpukaLmm TekcTa He JOMKHO ObiTb Bornee YeTbipex.

B npukasax TekcT uanaraeTtcs OT NepPBOro nvua eauHCTBEHHOTO YMcna («MpUKasbiBaoy).

B mokymeHTax komnnernanbHbIX U COBELLATENbHbIX OPraHOB TEKCT M3naraetcsi OT TPETbEro nuua eguH-
CTBEHHOIO YMcna («KOMNMerus ... NOCTaHOBIISIETY», «COOpPaHue ... peLunno»).

TekcT nMpoToKona m3naraetcsi OT TPETbEero nvua MHOXECTBEHHOMO Yucna («Crywanuy, «BbICTYNUnY,
«MOCTAHOBUINY, KPELLUIINY).

B nokymeHTax, yctaHaBnuBatoLmx npaea 1 06513aHHOCTN OpraHn3aunii, x CTPYKTYPHbIX NOApasgeneHni
(nonoxeHne, MHCTPYKUWMST), @ Takke CogepKallux onmcaHue CMTyaumin, aHanna oakToB U BbIBOAbI (aKT, Cnpas-

8
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Ka), ncnomnb3yetca chopMa M3NOXEHNS TeKCTa OT TPETbEro Nnla €4MHCTBEHHOIO MITM MHOXECTBEHHOMO Yucrna
(«oTgen ocyecTBNsAeT PYHKUMN...», «B COCTaB YNPaBeHWs BXOOAT...», KKOMUCCUS NMPOBENa NpOBEPKY...»).

B coBMeCTHbIX OOKYMEHTax TEKCT M3naraetcsi OT NePBOro Nvua MHOXECTBEHHOrO YMcna («npukasbiBa-
emM», «KPeLunnunm»).

B genoBbix (crykebHbIX) NMCbMax MCNOMb3yTCs (POPMbI U3NOXKEHMS:

- OT MepBOro Nnua MHOXECTBEHHOMO YKUCra («MPOCKMM HanpaBUTb...», «NPEACTaBISIEM Ha paccMmoTpe-
HUE ...»);

- OT TPETbero nuua eaMHCTBEHHOIO Yncna («MMHUCTEPCTBO HE BO3paXaeT...», «0bLLEeCTBO cHMTaeT BO3-
MOXHBIM. .. »);

- OT NepBOro nvua eaMHCTBEHHOIO Yncrna («cunTar HeobXoAMMBIM. .. », «Npeariarak PacCMOTPETb...»),
€Crnv NMCbMO 0hOpPMITEHO Ha JOMKHOCTHOM BriaHke.

B TekcTax OOKYMEHTOB ynoTpebnsitoTcs ToNbKo obLienpuHaTele abbpeBunatypbl u rpaduyeckue cokpa-
LLEeHUS.

Mpu ynotpebneHnn B TeKCTe hamunnuii fimL, MHULManbl ykasbiBatoTcs nocne pammnmu.

B pnenoBbix (crykebHbIX) NMCbMax MOryT UCMONb30BaThCS:

- BCTynuTenbHOe obpalleHue:

YBaxkaembli rocnoauH lMNpeacenatens!

YBaxxaeMblln rocnoavH N'ybepHatop!

YBaxkaembli rocnoguH Npoxopos!

YBaxxaemMas rocrnoxa 3axaposal!

YBaxkaembli Hukonan MNeTtposuy!

YBaxaemas Onbra HukonaesHa!

YBaxaemble rocrioga!

B obpallueHnn no JomKHOCTU HAaMMEHOBaHME OOIMKHOCTM MULIETCH C NponucHon BykBbl, B 0bOpalleHnn
no hammnuy MHULManbl N1ua He yKasbiBakoTCs.

- 3aKn4MTenbHasa aTukeTHasa dpasa:

C yBaxeHuewm, ...

(U3meHeHHas pepakuums, Uam. Ne 1).

5.19 OTmeTKa O MPUNOXEHWUN COOQEPXKNT CBEAEHUS O JOKYMEHTE (OKYMEHTax), mpuraraeMoM K OCHOB-
HOMY JOKYMEHTY (B COMPOBOAMUTENbHbIX MMCbMaX, MPETEH3MSAX, akTax, CpaBkax U ApYrMx MHGOOPMAaLMOHHO-
CMPaBOYHbIX JOKYMEHTaXx), UMM O TOM, YTO AOKYMEHT SIBNSIETCS MPUIIOXKEHMEM K OCHOBHOMY AOKYMEHTY (B
OOKYMEHTax — MPUITOXEHMUSX K pacrnopsauTenbHbIM JOKYMEHTaM, MOMOXEHUsM, NpaBuiam, MHCTPYKLMSAM,
Jorosopam, nnaHam, oT4eTam 1 Ap. JOKYMEHTamMm).

B conpoBoauTenbHbIX MMCbMax 1 OPYrnx MHPOPMALIMOHHO-CNPaBOYHbIX JOKYMEHTaxX OTMETKa O NpuIio-
XXeHnn opopmnAeTcsa nogd TEKCTOM OT FpaHuLbl IEBOMO NOMs criegyrowmm obpasom:

- €CIn NpUIIOXEeHNE Ha3BaHoO B TEKCTE:

MpunoxeHue: Ha2n.B 1 3kK3.

- €CInn nNpunoxeHmne He Ha3BaHO B TEKCTE U eCIn I'IpMJ'IO)KeHMI7I HEeCKOJbKO, YKa3blBalOT Ha3BaHUA 00O-
KyMeHTOB-I'IpI/IJ'IO)KeHI/IVI, KONMn4eCTBO JTMCTOB U 3K3EMIMITIAPOB KaXXA0ro npuiioxXeHun4:

MpunoxeHne: 1. MNonoxeHne 06 YnpaBneHUn pernoHanbHOro KpeamtoBaHua Ha 5 .
B 1 ak3.

2. CnpaBka 0 KagpoBOM cocTaBe YrnpaBreHust perMoHanbHoro KpeguTo-
BaHUA Ha 2 Nn. B 1 aK3.

- ecnu nNpurnoxeHue (NpuNoXxeHus) copoLLIOPOBaHO:

MpunoxeHne: ot4yeT o HUP B 2 aka.
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- €CINn OOKYMEHT, ABMAOLLMIACA NPUITOXEHNEM, UMEET MNMPUIOXKEHUA C CaMOCTOSATENbHON Hymepau,melh
CTpaHuL:

MpunoxeHune: nucbeMo Pocapxmea ot 05.06.2015 Ne 02-6/172 n NpunoXxXeHns K Hemy,
BCero Ha 5 n.

- ecnn npunoxeHnem aBnseTcss 060COBNEHHBIN 3NEKTPOHHbIA HOCUTENb (KOMMakT-auck, usb-gneLu-
HakonuTenb 1 Ap.):

MpunoxeHne: CD B 1 3k3.

Mpun aTom Ha BKNagblwe (KOHBEPTE), B KOTOPbIA MOMELLAETCS HOCUTENb, YKa3blBaOTCA HAMMEHOBaHWS
OOKYMEHTOB, 3anMCaHHbIX Ha HOCUTENb, MMeHa dhanroB.

B pacnopsguTenbHbIX JOKyMeHTax (MOCTAHOBMEHMSAX, PeLUeHUsIX, MpuKasax, pacrnopsiKeHusix), 4oro-
BOpax, MOMOXEHWSAX, NpaBunax, MHCTPYKUMAX U OPYrMX OOKYMEHTax OTMEeTKa O MPUMAOXKEeHUN 0hopMAsieTcs
cnegyroLwmm obpasom;

- B TEKCTE JOKYMeHTa Mpu NepBOM YNOMUHAHUN OOKYMEHTa-MpUITOXKEHUS B CKODKax ykasbiBaeTcs: ...
(MpunoxeHue) nnu ... (Npunoxexue 1); nepeg HOMePOM NPUITOXKEHNS A0MYCKAETCS CTaBUTb 3HAK HOMepa: ...
(npunoxeHue Ne 2);

- Ha NepBOM NIUCTE AOKYMEHTa-MPUIIOXKEHMS B MPaBOM BEPXHEM YTy YKa3bIBAETCH:

lMpumep

MpunoxeHne Ne 2
K npukasy AO «[lMpocunb»
ot 15.08.2015 Ne 112

CTpOKM pekBu3nTa BblpaBHMBAKOTCS MO NIEBOMY Kpato UMW LEHTPYIOTCA OTHOCUTENbHO CaMoi ONMHHOW
CTPOKMU.

Ecnun npunoxeHvem K pacnopsiaMTernibHOMY [AOKYMEHTY SIBMISIETCA HOPMAaTWUBHbIA MPaBOBON akT UNu
WHOW [OKYMEHT, yTBepXXaaemblil aHHbIM pacnopsanTenbHbiM JOKYMEHTOM, Ha NepBOM JIUCTE NPUNOXKEHNS
NpocTaBnseTcs OTMETKA O NPUINOXKEHNM (6e3 CCbINKM Ha pacnopAaUTerNbHbIA OKYMEHT) 1 rpud yTBEPXOEHNS,
B KOTOPOM YKa3blBalOTCA aHHble pacrnopsiaAMTeNlbHOro A0KYMEHTa, KOTOPbIM YTBEPXAEH AOKYMEHT-NPUIoxXe-
Hue.

lMpumep

MpunoxeHwne 1

YTBEPXOEHO
npukaszom AO «[Mpocunb»
oT 18.05.2015 Ne 67

5.20 Npndp cornacoBaHus JOKYMEHTa NPOCTaBNSAETCA Ha AOKYMEHTaXx, COrflacoBaHHbIX opraHamun Bna-
CTKW, OpraHn3aLmnsaMmn, OOMKHOCTHBIMM vuamun. 'pud cormacoBaHusa B 3aBMCMMOCTM OT BMAA AOKYMEHTa U
ocobeHHocTeN ero 0POpPMIIEHMS MOXET MPOCTABNATLCS:

- Ha NepBOM NMCTE JOKYMEHTa (€Cnv AOKYMEHT MMEET TUTYIbHbIA NINCT — Ha TUTYMbHOM fCTe) B fne-
BOM BEPXHEM Yry Ha ypoBHe rpudpa yTBepXaeHns unm nog HaMMeHOBaHWEM OOKYMeEHTa BrnvKe K HUKHEMY
nornto);

- Ha nocriegHeM fMcTe JOKYMeHTa nog TeKCTOM;

- Ha NMCTe COormnacoBaHus, SBNSALLEMCH HEOTHEMIIEMOM YacTbio AOKYMEHTA.
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pud cornacoanus coctont n3 crnosa COMNTIACOBAHO, gomkHOCTU nuua, KOTOPbIM COrfacoBaH 40-
KYMEHT (BKMo4Yasi HauMeHoBaHWe opraHusaumm), ero coGCTBEHHOPYYHOM MOAMNUCK, UHULMAMNOoB, aMunmu,
[JaTbl COrnacoBaHus.

lMpumep

COITIACOBAHO

HOupexktop BHUMOAL
(noanwvce) N.0. damunus
[arta

Ecnu cornacosaHue OCyLUeCTBNAEeTCA KonnermanbHbIM OpraHom, B rpmd)e cornacoBaHuA yKasblBakoT
cBefeHuss ob opraHe, corfnacosaBLleM OOKYMEHT, gate U HOMepe MNpOoTOoKOosia, B KOTOPOM 3ad)I/IKCI/IpOBaHO
pelwleHne o cornacoBaHun. Ecnu cornacosaHue OCyLUeCTBINAETCA MNMCbMOM, YKa3blBalOT: BUO OOKYMEHTaA, Op-
raHn3aum — aBTopa AOKYMEHTa, Aaty h HoOMep nmcbmMma.

lMpumep 1

COITIACOBAHO

CoBeToM OMpeKTopoB

AO «[Mpodunb»

(npoTokon oT Ne )

lMpumep 2

COIMACOBAHO
nucemom PocapxmBa
oT Ne

5.21 Busa cBnOeTenbLCTBYET O COrnacum Uiy Hecornacum AOIMKHOCTHOro nuua (paboTHuka) ¢ coaep-
KaHMeMm npoekTa AokyMeHTa. Buson odopmnsaeTca BHyTpeHHee corfnacoBaHve JoKyMeHTa. Busa Bknodaer
OOMKHOCTb N1, BU3MPYIOLLLErO AOKYMEHT, NoANUChb, paclungpoBky nognvcu (MHuumansl, gamunmio) n aarty
BU3NPOBaHUSI.

lMpumep

PykoBoauTens opyan4eckoro otaerna
Moanuck N.0. damunus
Harta

Mpun HaNUYMKU 3aMevaHunii K JOKYMEHTY BU3Yy 0chopMIAIOT crieayowmumM o6pasom:

lMpumep

3amevaHunsa npunaratoTcs.
PykoBoguTens opuanyeckoro otaena
Moanucb n.0. bamunusa
[arta

11
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B opraHusauusix, NPUMEHSIIOLLMX CUCTEMbI 3NEKTPOHHOIO OOKYMEHTOODOO0pOTa, COrnacoBaHWe MOXET
NpoBOAUTLCS B 3nekTpoHHOM doopme cornacHo FTOCT P NCO 15489-1.

B nokymeHTax, NOAMMHHMKN KOTOPbIX XPaHATCS B OpPraHn3auun, BM3bl MPOCTABNAT Ha NOCNeOHEM Nu-
CTe JOKyMeHTa nof NoAnuckio, Ha obopoTe nocnegHero nucTa NOANMHHUKAa AOKYMEHTa Ui Ha NncTe corna-
COBaHus (BU3MPOBaHWS), NpUiaraeMoM K JOKYMEHTY.

B ncxogswmx gokyMeHTax BU3bl MPOCTaBAOTCS Ha 3K3eMnspax JOKYMEHTOB, MOMELLAeMbIX B 4EMO.

Mo yCMOTpeHMIO OpraHm3aumm MOXeT NPUMEHSATLCHA MONMCTHOE BU3MPOBaHUE JOKYMEHTa U ero npuso-
XEHUN.

5.22 lNoanuck BKIHOYAET: HAMMEHOBaHWE OOMKHOCTU LA, NOANMCHIBAKOLLIErO JOKYMEHT, ero cCobcTBeH-
HOPYYHY0 MOAMMCh, paclunMpPOoBKY NOANUCKU (MHULManbI, hamunus).

lMpumep

[eHepanbHbIN OUPEKTOP Moanuce N.0. damunus

Ecnn ookymeHT ocopMneH He Ha GnaHke, B HAaMMEHOBaHWE AOMMKHOCTU BKIOYAETCS HauMeHOBaHWe
opraHusaumu. [lonyckaeTcs LLeHTpoBaTb HaMMEHOBaHME AOMMKHOCTY Nvua, NoanMcaBLlero 4OKYMEHT, OTHOCU-
TerbHO CamMou ANIMHHOW CTPOKMW.

Mpumep

[eHeparnbHbI OUpPeKTop
AO «[lNpodunb» Mognuck N.0. damunus

I'Ipvl O(*)OpMJ'IeHI/II/I OOKYMEeHTa Ha OnaHke OOMKHOCTHOro Nnmua AOMKHOCTb STOro nuua B NoAnucu He
YKa3blBaeTCA.

lMpumep

Moanuckb nN.0. Pamunusa

Mpy nognucaHnm OOKyMEHTa HECKOSbKMMW OOMKHOCTHBIMU NULAMK, 3aHUMALWMMN pa3HOEe MosioXe-
HWe, X NOAMWCK pacnonaratTcsa ogHa Nog APYrov B NOCNeLoBaTeNlbHOCTM, COOTBETCTBYHOLLEN Nepapxmm 3a-
HUMaeMbIX JOIMKHOCTEN.

lMpumep
AunpekTop nHCTUTYTa Moanucb N.0O. damunus
[MmaBHbIN OyxranTtep Moanuch N.0. damunus

I'IpM nognncaHnm OOKyMeHTa HECKOJIbKUMU NnnuaMn paBHbIX OOSMKHOCTEN UX nognucu pacnonararoTca
Ha OHOM ypOBHe.

lMpumep
3amecTutenb anpekTopa 3amecTutenb anpekTopa
no pHaHCOBbLIM BOMpOCcam no agMMHUCTPATMBHbLIM BONpOCcam
Moanucb nN.0. Pamunusa Moanucb nN.0. Pamunusa

B OOKYMeHTaXx, COCTaBJIEHHbIX KOMUCCKEN, B NOAMUCH YKa3blBaeTCd CTaTycC Jimua B COCTaBe KOMUCCUWN.
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lMpumep
Mpencepaterns kKOMUccumn MNoanucb N.0. damunumsa
UneHbl Komumcecum Moanucb nN.0. Pamunusa
Moanucb nN.0. Pamunusa
Moanucb nN.0. Pamunusa

Mpy nognucaHun AOKYMEHTa NULOM, UCMONHALWMUM 0653aHHOCTU pyKOBOAUTENS, NOANUCL 0pOopMIS-
€TCH C yKaszaHWeM cTaTyca J0MKHOCTHOrO N1Lia B COOTBETCTBUM C NMPUKa3oM (pacropshkeHnem).

lMpumep

W.0. reHepanbHOro agupekropa Mognucek n.0. damununs

NUnn:

McnonHsawowmn 06s3aHHOCTH
reHeparbHOro gupekTopa Mognucob nN.0. damununa

Mpn nognucaHun OOKyMeHTa NULOM, UMEOLWMM NpaBo NoanucK B Criydae BPEMEHHOIO OTCYTCTBUS py-
KoBOOUTENS, UCMPaBNEHNa B HAMMEHOBaHNE OOMKHOCTU U paclunMpoBKy damMunmm yxxe noaroToBAEHHOMO U
COrnacoBaHHOrO NpoeKTa AOKYMEHTa BHOCATCS OT PYKW UMK C UCNOMNb30BaHMEM COOTBETCTBYHOLLMX LLITAMMOB.
He gonyckaeTcsa ctaBuTb KOCYHO YepTy, HaANUChb «3a» nepen HaMMeHOBaHWEM AOMKHOCTM nuvua B Noanmcu,
€eCnn JOKYMEHT NOoANUCLIBAET MHOE AOMKHOCTHOE NULLO.

5.23 OtmeTka 06 3NEKTPOHHOWM MOAMNUCK MCNOML3YETCA MPU BU3yanu3auum areKTPOHHOTO JOKYMEHTA,
NoANMUCaHHOIO 3MEKTPOHHOM NOAMMUCHLI0, C cObnogeHrem crieqyroLmx TpeboBaHmi:

a) MecTo pasMeLleHUst OTMETKM 00 SMNeKTPOHHOW MOANUCKU LOJMKHO COOTBETCTBOBATb MECTY pa3melLe-
HWUsi COBGCTBEHHOPYYHON NMOANMUCU B aHANorM4yHoM AOKYMEHTE Ha OyMaXkHOM HOCUTENE;

0) anemMeHTbl OTMETKM 00 3NEKTPOHHON NOANUCU LOSMKHBI ObITb BUONUMBIMU 1 YnTaeMbIMKU Npu oTobpa-
XXEHUN JOKYMEHTa B HaTyparnbHOM pa3smepe;

B) 9NeMeHTbl OTMETKM 00 3NEKTPOHHON NOANUCKU HE AOIMKHbI NEPEKPLIBATLCS UMW HAKMagbiBaTbCcsA Apyr
Ha apyra;

r) aNeMeHTbl OTMETKM 00 31EeKTPOHHOW NMOANUCU HE OOMKHbI NEPEKPLIBATh ANIEMEHTbI TEKCTA JOKYMEHTA
n gpyrve oTMeTkn 06 3NeKkTPOHHOM nognucy (Mpu Hanuyum).

OTtmeTka 00 3nMeKTPOHHOW MOAMMCU B COOTBETCTBUMM C 3akoHoaaTenbcTBoM Poccuiickon Pepepauun
BKMoYaeT pasy «[JoKyMEeHT NoAnMcaH 3NEeKTPOHHON NOAMNUCHLIO», HOMEP cepTudurKaTa Krnoya 3NeKTPOHHON
nognucu, daMmnnuio, Mg, OTYECTBO Bragenbua cepTudukara, Cpok AENCTBUA cepTudmkata Knwoya anek-
TpoHHoM nognucu. OTMeTka 06 3NeKTPOHHON NOANUCU MOXET BKITtoYaTb M300paXkeHne repba, amobnembl opra-
Ha BnacTu (opraHm3auum), ToBapHOro 3Haka (3Haka 00Ccny>K1BaHus) opraHm3aumm B COOTBETCTBUM C LENCTBY-
HOLLMM 3aKOHOOaTENbCTBOM.

lMpumep
AOKYMEHT NOANnCAH
ONEKTPOHHOW NOANMUNCHIO
Hanwetosarme Cepruchukar 1a111aaa000000000011 H.H. Hukonaes
AOIKHOCTH Bnapeney Hukonaes Hukonam Hukonaesuy
OenctButeneHd ¢ 01.12.2012 no 01.12.2017
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5.24 MeyaTb 3aBepseT NOANMHHOCTL MNOAMUCU AOMKHOCTHOTO NULA Ha JOKYMEHTaX, YOOCTOBEPSHOLLIMX
npasa N, UKCUPYIOLLIMX aKTbl, CBA3aHHbIE ¢ (PMHAHCOBLIMU CPeACTBaAMU, a TakKe Ha UHbIX JOKYMEHTaXx,
npefycmaTpuBaloLLMX 3aBepeHre NoanmcKu nevyaTbio B COOTBETCTBUN C 3aKoHoaaTenbcTBoM Poccuiickon de-
aepauuu.

[loKkyMeHTbI 3aBepstoT nevaTbio opraHusauun. MNMedyaTtb NPpoCcTaBnsaeTcs, He 3axBaTbiBast COGCTBEHHOPYY-
HOW moAnucu nuua, NoAnNUcaBLLEro AOKYMEHT, UMK B MecTe, 06o3HadeHHoM «MI» («MecTo nevyatuy).

5.25 OTmeTKka 06 UcronHuUTene BKMoYaeT paMunmio, UM U OTYECTBO UCMOMNHUTENS, HOMEpP ero Terne-
doHa. OTmeTKa 06 MCNoMHUTENe MOXET AOMONMHATLCA HaMeHOBaHMeM AOMKHOCTU, CTPYKTYPHOro noapas-
OerneHust U NeKTPOHHbLIM apPecoM UCTIONHUTENS.

OTmeTKa 06 ncnonHuTene opopMnseTcs Ha NMULEBOI CTOPOHE NocrneaHero NcTa AoKyMeHTa OT rpaHu-
Libl NIEBOro Mons Unu, Npu oTCyTCTBUM MecTa, Ha 0BGOPOTHON CTOPOHE BHU3Y CreBa.

lMpumep

3abenvH NeaH AHagpeeBund, KoHTponbHOe yrpasneHue, BegyLumm cneumanmnct
+7(495) 924-45-67, Zabelin@gov.ru

OTmeTka 06 UcnonHUTENe MOXeT 0(POPMIIATECS KaK HUKHWUIA KONOHTUTYN 1 NeYaTaTbest LWpUETOM MEHb-
Lero pasmepa.

5.26 OTmeTKa 0 3aBepeHur konum ocpopMIISAETCS AN1st NOATBEPXKOEHNS COOTBETCTBUS KOMUM JOKYMEHTA
(BbINUCKM M3 JOKYMEHTA) NOANUHHUKY AOoKyMeHTa. OTMETKa O 3aBEPEHWM KOMUM NPOCTABMSIETCS NOf, PEKBU-
3UTOM «MOAMUCH» U BKMOYAET: CroBO «BepHO»; HauMeHoBaHVe JOMKHOCTY N1La, 3aBEPUBLLETO KOMUID; Ero
COBCTBEHHOPYYHYIO MOAMNWCH; PaclUMGPOBKY Noanucy (MHULMansl, haMunuio); Aaty 3aBepeHust Konun (Bbl-
MUCKU U3 JOKYMEHTA).

lMpumep

BepHo
NHcnekTop cnyx6bl Kagpos Moanuck N.0. damnnus
[ata

Ecnu konusa BbligaeTca Ans npeacTaBneHvs B Opyryto OpraHn3aumio, OTMeTKa O 3aBepeHun Konuu go-
MOHSAETCA HaAMMUCbI0O O MEeCTe XpaHeHUs OOKyMeHTa, C KOoToporo Obina marotoBneHa konus («MoanvMHHMK
OOKyMeHTa HaxoguTcsd B (HaumeHoBaHMe opraHu3auum) B gene Ne ... 3a ... rog») u 3aBepsieTcs nevatbio
opraHusaumu.

[ns npocTtaBneHns OTMETKM O 3aBEPEHUUN KOMUM MOXET MCMNOMb30BaTbCA LUTamn.

5.27 OTmMeTKa 0 NoCTynneHum JOKyMeHTa CRy>XUT Ans NoATBepXKAeHus akTa NoCTYNNeHns JOKyMeHTa
B OpraHmM3auuio 1 BKMNOYaeT AaTy MNOCTYNNEeHNs Y BXOASLMIA PErMcTpaumoHHbIN HoOMep AOoKymeHTa. [pu He-
06X0AMMOCTN OTMETKA O MOCTYMNIEHUMN MOXET LOMOMHATLCH YKa3aHMeM BpeMeHW MOCTYMNNEeHUs B Yacax u
MUHYyTax 1 cnocoba 4OCTaBKM AOKYMEHTA.

OTmeTKa 0 NOCTYNNEeHUM JOKYMEHTa MOXET MPOCTaBNATLCA C MOMOLLBIO LWTaMna.

5.28 Pesontounsa cogepXnT ykasaHue rno UCMOSIHEHUIO AOKYMeHTa. Pesontounsa ohopmniseTcs Ha CBO-
BogHom mecTe paboyero nons AoKymeHTa, Ha bnaHke pe3oniounm v BHOCUTCH HENOCPEACTBEHHO B CUCTEMY
3MNEeKTPOHHOTro AOKyMeHToobopoTa.

Pesontouns BkntovaeT: paMmunuio, nHuuuanbsl UICNONHUTENS (MCNONHUTENeN), NopyYeHne No JOKYMEHTY,
npv HeoBXxoaMMOCTU — CPOK UCMOSTHEHWS, MOAMNMUCh NNLA, BbIHECLLEro Pe3onoLmnio, AaTy pe3oniounm.

lMpumep

damunusa N.0.

Mpowy nogrotoBuTb Npegnoxenus Kk 10.11.2016.
Moanuck

[ata
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5.29 OTmMeTKa O KOHTpomne CBUAETENbCTBYET O MOCTAHOBKE AOKYMEHTA Ha KOHTPOMb, MPOCTaBMsAeTcs
LTamnom «KOHTporb» Ha BEPXHEM More A0KYMeHTa.

5.30 OTmMeTKa 0 HanpaBneHun JOoKyMeHTa B [eno onpeaenseT MecTo XpaHeHUss JoKyMeHTa nocre 3a-
BeplueHust paboTbl C HUM U BKMOYaeT: crioea «B meno», nHaekc aena no HoMeHknaType fen, B KoTopoe Mo-
MeLLaeTcs JOKYMEHT Ha XpaHeHue, ¢ ykasaHueMm rofa, A0MMKHOCTU Niua, odopMUBLLIETO OTMETKY, NoANUCH,
narbl.

TMpumep
B npeno Ne 01-18 3a 2016 T.

3aB. 0TOENoM KOpnopaTUBHbLIX NPOEKTOB
Moanucb [ata

OTmeTKa o HanpaBlieHn OOKYMeEeHTa B ef10 MOXEeT OOMONTHATLCA KpaTkKuMn cBeeHUAMN O XapakTtepe
NCMNOJIHEHNA OOKYMEHTa.

6 bnaHkuM 4OKyMeHTOB

6.1 Onsa narotoBneHus bnaHkoB gokymeHToB cornacHo FOCT P 7.0.8 ucnonb3ayetcs 6ymara popmaToB
A4 (210 x 297 mm), A5 (148 x 210 mm); 4na M3roToBNeHWS GNaHKoB pe3ontounin ncnonb3yercs bymara gop-
matoB A5 (148 x 210 mm), A6 (105 x 148 mMm).

Kaxgbin nucT gokyMmeHTa, opOpMIIEHHbIN Ha BnaHke nnu 6e3 Hero, OMKEH UMETL MOrs HE MEHEE:

20 MM — neBoe;

10 MM — npaBoe;

20 mm — BepxHee;

20 MM — HUXHee.

[okymeHTbl anutenbHbix (cBbiwe 10 NET) CPOKOB XpaHEeHWUs OOMMKHbI MMETb NIEBOE MoNie He MeHee
30 Mm.

6.2 OpraHnsauum Mcnonb3ytoT OnaHku OOKYMEHTOB, U3rOTOBMEHHbIE Ha BymMaxKHOM HocuTerne (GnaHku
OOKYMEHTOB dhefieparbHbIX OpraHoOB rocy4apCTBEHHON BMacTu C BOCMpomn3BeaeHneM ocyaapCTBEHHOIO rep-
0a Poccuiickon denepaummn n3rotaBnmBaoTcs nonurpadnyeckumMmm NpeanpusaTUaMn, UMeLWMMmn cepTudmka-
Thbl O HANUYMMN TEXHUYECKMX N TEXHONOTMYECKNX BO3MOXHOCTEN ANt KAYECTBEHHOTO N3rOTOBIEHNST YKa3aHHOTO
BMAA NPOAYKUMM), UMK 3NEKTPOHHbIE WabnoHbl 6naHKkoB. bnaHkn Ha GyMa)HOM HOCUTENE U SNEKTPOHHbIE
LWabnoHbl 6NaHKoB AOMKHbI OblTb MAEHTUYHBI MO COCTaBY PEKBU3UTOB, MOPSIAKY MX PACMONOXEHUS, rAPHUTY-
pam wpudrTa.

BnaHkn JOKYMEHTOB Ha BDyMa)KHOM HOCUTENE U SNEKTPOHHbIE LWabnoHbl 6r1aHKoOB N3roTaBnmMBalTCs Ha
OCHOBaHWM MaKkeToB GNaHKOB, YTBEPXKOAEMbIX PYKOBOAUTENEM OpraHv3auum.

BnaHkn oOKyMEHTOB cregyeT nsrotaBnmeaTh Ha 6enon bymare nnmn Oymare CBETIbIX TOHOB.

OneKTPOHHbIe WabnoHbl GNaHKoOB JOKYMEHTOB OOMKHbI ObiTh 3alUMLLEHbl OT HECaHKLMOHUPOBAHHbIX
N3MEHEHNIA.

6.3 BbnaHkn JOKYMEHTOB 0hOPMISHOTCS B COOTBETCTBMM C NpunoxeHvem 5. OpueHTMpOBOYHbIE rpaHu-
Lbl 30H pacronoXeHnsi pekBu3NToB 0603Ha4YeHbl NyHKTMPOM. Kaxaasi 30Ha onpedensercs COBOKYMHOCTLHO
BXO[SLLMX B HEE PEKBU3NTOB.

6.4 B 3aBNCMMOCTM OT pacnorioXXeHUss PEKBU3NTOB YCTaHABNUBAETCS ABa BapuaHTa OraHKoB — YrnoBoWn
(pucyHok B.1) u npogonbHbi (pyucyHok B.2).

6.5 PekBuantel 01, 02, 03 pacnonaratoTcs Ha BepxHeM norne AoKymeHTa Haf peksusnTom 05 nocepeau-
He 30Hbl, 3aHATON STUM PEKBU3UTOM.

Peksnant 03 MOXeT pacnonaratbCs cnesa Ha ypoBHe pekBuauTa 05.

Peksunauntil 05, 06, 07, 08, 09, 13, orpaHnunTenbHble oTMeTKN ansa peksuanTtoB 10, 11, 12 B npegenax
rpaHuL, 30H PacnosioXeHWs1 PEKBM3UTOB pa3meLLarnTcst OgHUM 13 cnocoboB:

- LEHTPOBAHHbLIM (Ha4ano M KOHeL, KaX4oW CTPOKN PEKBU3UTOB PaBHO yAaneHbl OT rpaHuL, 30Hbl pac-
MONOXEHNSA PEKBU3NTOB);

- (hnaroBbIM (kaXxgas CTpOKa PEKBU3MTOB HaYMHAETCS OT JIEBOW rPaHULbl 30HbI PACMONOXEHUS PEKBU-
31TOB).
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6.6 YctaHaBnmBatloTca cnegytolime Buabl 6rnaHKkoB JOKYMEHTOB OpraHu3aumm:

- obWmMI BnaHK;

- BnaHk nucbma;

- BnaHK KOHKPETHOrO Bnaa AOKYMEHTa.

HopmaTMBHEIMM akTamu opraHv3auuy yCTaHaBNMBAKOTCS BUAbI MPUMEHSAEMbIX BNaHKOB U X pasHoBUA-
HoCTM (GnaHK NUcbMa CTPYKTYpPHOro nogdpasgeneHus, brnaHk nMcbma SOSMKHOCTHOrO nuua, brnaHk npukasa,
OnaHkK pacnopsbkeHus, 6rnaHk NnpoTokona v ap.).

O6pa3subl 6r1iaHKOB JOKYMEHTOB NpuBEAEHbI B MpunoxeHun b.

6.7 O6wWmI BnaHk ncnomnb3yeTcs AN U3roToBNEHUS NoObIX BUOOB JOKYMEHTOB, KpOME AernoBoro (cny-
»ebHoro) nucbma.

O6wWwwni BnaHK B 3aBUCUMOCTY OT y4peauTerbHbIX JOKYMEHTOB OpraHM3auun U nokanbHbIX HOpMaTuB-
HbIX akToB BkntovaeT pekenantbl 01 (02 nnn 03), 05, 06, 07, 13 1 orpaHnYMTENbHBLIE OTMETKN ANSA PEKBU3UTOB
10, 11, 16, 17.

BnaHk nucbma B 3aBUCUMOCTU OT yYpeauTenbHbIX JOKYMEHTOB OpraHn3aLumn 1 nokanbHbIX HOpMaTKB-
HbIX akToB BkntovaeT pekBuantbl 01 (02 unm 03), 05, 08, orpaHnynTENbHBIE OTMETKM ANs pekBuauToB 10, 11,
12, 15, 17. brnaHk nucbma CTPYKTYPHOIO noapasaeneHuns A0NONHUTENbHO BKINOYaeT pekBuanT 06, GriaHk nuchb-
Ma JOMKHOCTHOrO nuua — peksnaunTt 07.

BnaHk KOHKpeTHOro BMAa AOKYMEHTa, KpOME MMCbMa, B 3aBUCUMOCTU OT YYpeauTenbHbIX JOKYMEHTOB
opraHmM3aumm 1 nokarnbHbIX HOPMaTMBHbIX akToB BKItodaeT pekBuauTbl 01 (02 unun 03), 05, 09, 13 1, npu He-
006X0QMMOCTU, OrpaHNYMUTENbHbIE OTMETKU ANsi rpaHuL, 30H pacnonoxeHust peksmsmTtoB 10, 11, 16, 17. bnaHk
KOHKPETHOIO BMAa AOKYMEHTa CTPYKTYPHOro NoapasfaerneHnsi AoNOoMNHUTENbHO BKIOYaeT pekBuant 06, bnaHk
OOSMKHOCTHOrO nimua — pekBuaunt 07.

6.8 B opraHax BnacTtu n opraHmsaumax pecnyonuk Poccuiickon ®egepaumm, UCNonb3yowmx Hapsiay ¢
PYCCKMM S13bIKOM Kak rocyAapCTBEHHbIM A3bikom Poccunckon ®egepaunm rocyaapCcTBEHHbIV A3bIK (rocygap-
CTBEHHbIE 53bIKN) pecnybrnuk, NCnonb3ytTca bnaHKkn JOKYMEHTOB Ha PYCCKOM S3bIKE M FOCYAapCTBEHHOM SA3bl-
Ke (rocygapCTBeHHbIX A3blkax) pecnybnuk: yrrnoBble (PEKBU3WTLI BnaHka pacrnonaratoTcsi Ha OOHOM YPOBHE:
Ha PYCCKOM £3blke — CrieBa, Ha rocyaapCTBEHHOM $13blKe (FoCydapCTBEHHbIX A3blkax) pecnybnvk — cnpasa)
UM NpodonbHble (PEKBU3NTLI BriaHKa Ha PyCCKOM S13blKke — CBEPXY, PEKBM3UTLI BnaHKa Ha rocygapCTBEHHOM
A3blKe (roCy4apCTBEHHbIX A3blkax) pecnybnmk — HuxXe).

[ns nepenuckn ¢ MHOCTPaHHbLIMW KOPPECMOHAEHTaMM UCNONb3YT BNaHKM Ha ABYX A3blKaxX — PYCCKOM
N aHMUNCKOM (pUcyHoK B.8) nnn nHom MHOCTpaHHOM SA3bIKE.

(U3meHeHHas pepakuums, Uam. Ne 1).
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MpunoxeHue A
(cnpaBoy4HOE)

PacnonoxeHue PEeKBU3UTOB Ha TUTYJIbHOM JINCTEe OOKYMEeHTa

HanmeHoBaHue opraHusaunm

pnd cornacoBaHWst AOKYMEHTa pud yTBEPXOEHUSA OOKYMEHTa

HanmeHoBaHue BMaa OKyMeEHTa
3aronoBOK K TEKCTY

pnc cornacoBaHusa OOKYMeHTa

MecTo cocTaBneHus (M3gaHnsl) OKYMeHTa — rof U3aaHus JOKyMeHTa

PucyHok A.1 — PacnonoxeHne pekBu3nMToB Ha TUTYNbHOM NIUCTE AOKYMEHTa
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MpunoxeHue b
(cnpaBoyHOEe)

CxeMbl pacnonoXxeHusi peKBU3UTOB AOKYMEHTOB
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PucyHok B.1 — PacnonoxeHne pekBn3nToB 1 rpaHuLbl 30H Ha popmaTte A4 yrnoBoro GraHka
18



FOCT P 7.0.97—2016

PucyHok b.2 — PacnonoxeHune pekBnsnToB v rpaHuLbl 30H Ha chopmate A4 npoaonbHoro braHka
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MpunoxeHue B
(cnpaBoyHOEe)

O6pa3ubl 6NnaHKOB A OKYMEHTOB

Pocapxus

denepanbHoe GlogKeTHOe ydpexaeHue
«Bcepoccuincknini HayYHo-MccneaoBaTenbCKUN UHCTUTYT
[OKYMEHTOBEAEHUS 1 apXMBHOIO Aena»
(BHUMOAL)

20

MockBa

PucyHok B.1 — O6pasel, o6uero 6rnaHka opraHusauum



Pocapxus

denepanbHoe BIOMXKETHOE yuYpexaeHne
«Bcepoccuinckum Hay4yHo-uccrnegoBaTenbCKUm
WHCTUTYT
AOKYMEHTOBEAEHNA N apXMBHOIO Aena»
(BHMMOAL)

MpodcorosHag yn., 4. 82, Mockea, 117393
Ten./cpakc: (495) 718-78-74;
e-mail:mail@vniidad.ru; http://www.vniidad.ru
OKIMO 02842708; OI'PH 1027700380795;
WHH/KMM 7708033140/771001001

Ne

Ha Ne oT

PucyHok B.2 — O6pasel, yrnosoro 6rnaHka nMcbMa opraHusaumm

FOCT P 7.0.97—2016
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Pocapxus

depeparnbHoe BlooKeTHOE yyYpexaeHue
«Bcepoccunckun Hay4Ho-uccnegoBaTenbCkU UHCTUTYT
AOKYMEHTOBELEHUS N apXUBHOIO Aernay
(BHUMNOAL)

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

Ne

Ha Ne oT

PucyHok B.3 — Ob6paseL npogonbHoro 6naHka nucbma opraHmsauum
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Pocapxus

depneparnbHoe BIooKETHOE yupexaeHne
«Bcepoccuincknin HayvyHo-uccneaoBaTesibCKUM MHCTUTYT
AOKYMEHTOBELEHNSA N apXMBHOIO Aerna»
(BHUMOAL)

ONPEKTOP
MpodpcotosHas yn., a. 82, Mockea, 117393
Ten./dakc: (495) 718-78-74; e-mail:mail@vniidad.ru; http://www.vniidad.ru
OKIMO 02842708; OI'PH 1027700380795; WHH/KIMIT 7708033140/771001001

Ne

Ha Ne oT

PucyHok B.4 — O6pasey npogonbHoro briaHka nucbMa AOMMKHOCTHOMO nvua
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Pocapxus

depeparnbHoe BlooKeTHOE yyYpexaeHue
«Bcepoccunckun Hay4Ho-uccnegoBaTenbCkU UHCTUTYT
AOKYMEHTOBELEHUS N apXUBHOIO Aernay
(BHUMNOAL)

OTPACIIEBOV LIEHTP MOBbLIWEHNA KBANNMOUKALNA
MpodcotosHas yn., a. 82, Mockea, 117393
Ten./dakc: (495) 718-78-74; e-mail:mail@vniidad.ru; http://www.vniidad.ru
Ten./cbakc (495) 718-79-38; e-mail:ocpk@vniidad.ru
OKIO 02842708; OI'PH 1027700380795; MHH/KIMIT 7708033140/771001001

Ne

Ha Ne oT

PucyHok B.5 — Obpasey npogonbHoro brnaHka nnucbMa CTPYKTYPHOrO noapasaerneHus
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Pocapxus

denepanbHoe GlogKeTHOE yupexaeHue
«Bcepoccuinckmini Hay4Ho-MccneaoBaTenbCKUN UHCTUTYT
[IOKYMEHTOBEEHUS U apXMBHOIO Aena»
(BHUMOAL)

NMPUKA3

MockBa

PucyHok B.6 — O6pasel GrnaHka KOHKPETHOro Braa AOKYMEHTa opraHmMsaumnm
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Pocapxus
depeparnbHoe BlooKeTHOE yyYpexaeHue
«Bcepoccunckun Hay4Ho-uccnegoBaTenbCkU UHCTUTYT
AOKYMEHTOBELEHUS N apXUBHOIO Aernay
(BHUMNOAL)
OVPEKTOP

PACMNOPAXEHNE

MockBa

PucyHok B.7 — O6paseL GrnaHka KOHKPETHOro Buaa AOKYMEeHTa OOMKHOCTHOIO nnua
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Pocapxus

depneparnbHoe BIooKETHOE yupexaeHne
«Bcepoccuincknin HayvyHo-uccneaoBaTesibCKUM MHCTUTYT
AOKYMEHTOBELEHNSA N apXMBHOIO Aerna»
(BHUMOAL)

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

Ne

Ha Ne oT

PucyHok B.8 — O6paseL, npoaoneHoro 6rnaHka nucbMa opraHnsaumm Ha ABYX si3blkax
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