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MOCT P 7.0.97-2016

HALUMOHAIBbHBbIA CTAHOAPT POCCUACKOW ®EOEPALIUU

CUCTEMA CTAHOAPTOB NO UH®OPMALIUU, BUBITMOTEYHOMY U USOATEINIBCKOMY OENY
OPIrAHU3ALMOHHO-PACMNOPAOUTENBbHAA OOKYMEHTALUA
TPEBOBAHUA K OPOPMITIEHUIO JOKYMEHTOB

SYSTEM OF STANDARDS ON INFORMATION, LIBRARIANSHIP AND PUBLISHING. ORGANIZATIONAL AND
ADMINISTRATIVE DOCUMENTATION. REQUIREMENTS FOR PRESENTATION OF RECORDS

Tekct CpaBHeHuns TOCT P 7.0.97-2016 ¢ TOCT P 6.30-2003 cMm. no ccbifike.
- MpumeyaHue narotoBuTeNns 6a3bl AaHHbIX.

OKC 01.140.20
[ata BBegeHunsa 2018-07-01

NMPEOUCIIOBUE

1 PA3PABOTAH ®epepanbHbiM OHOOXETHBIM yyYpexaeHneM "Bcepoccuickunii Hay4YHO-MCCreaoBaTeNbCKUA UHCTUTYT
OOoKymeHTOBeaeHus u apxusHoro aena" (BHUWOAL) ®enepanbHOro apxMeBHOrO areHTCTBa

2 BHECEH TexHunyeckum kommuteToM no ctaHgaptusauumn TK 191 "HayyHo-TexHuuyeckast Hcopmauums, GubnmoteyHoe u
msgartenbckoe geno”

3 YTBEP>XOEH M BBEJEH B OEWCTBWE [pukasom PerfiepanbHOro areHTCTBa MO TEXHWUYECKOMY PErynvpoBaHUI0 U
meTponorum ot 8 aekabps 2016 r. N 2004-ct

4 BSAMEH [[OCT P 6.30-2003

5 B HacTodLeM cTaHgapTe peann3oBaHbl HOPMbl dheaepanbHblx 3akoHoB OT 27 uiongd 2006 r. N 149-93 "O6 nHdhopmatium,
MHOPMALIMOHHBIX TEXHOMOMMAX W O 3awiuTte uHdopmaumn”, or 22 oktabpa 2004 r. N 125-d3 "O6 apxvBHOM Aene B
Poccuiickon denepaumn

6 MSOAHWE (deBpanb 2019 r.) ¢ ameHenunem N 1, yTBepxaeHHbiM B Mmae 2018 r. (MYC 7-2018)*

* HacTosllee nsgaHue 3ameHseT Bee npeaslaylime u3naHna AaHHoro ctaHaapTa.

lpasuna npumeHeHUs Hacmosweao cmaHdapma ycmaHoerneHsb! 8 cTatbe 26 ®enepansHoro 3akoHa ot 29 mnoHa 2015 ¢ N
162-03 "O craHpaptmsauum B Poccuiickon Pepnepauun”. UHpopmayus 06 u3MEHeHUsIX K Hacmoswemy cmaHOapmy
nybnukyemcsi 8 exe200HOM (110 COCMOSIHUIO Ha 1 sHeapsi meKyweao 2o0a) UHGhopMaUyUOHHOM ykazamene "HauuoHarbHbie
cmaHOapmebl”, a oguyuanbHbIli MeKCm U3MEHEHUU U [1ofpasoK - 8 EXeMEeCS4YHOM UHGOPMayUuOHHOM yKaszamerse
"HauuoHanbHble cmaHOlapmsbl”. B criydae nepecmompa  (3aMeHbl) Unu  OMMEHbl  Hacmosiuje2o0 cmaHOlapma
coomeemcmasyoujee ysedomrnieHue 6ydem onybnukogaHOo 8 b6rnuxalleM 8biNyCcKe exXeMecs4Ho20 UHGOpMayUOHHO20
ykazamensi "HayuoHanbHbie cmaHOapmbl”. Coomeemcmeyrowas uHgopmayusi, yeedomreHue U mekcmbl pasMeuw,aromcs 8
UHOopMayUoHHOU cucmeme obuweao rnonbL308aHus - Ha oghuyuanbHoM catime PedeparibHO20 azeHmemea Mo MexXHUYEeCKoOMy
peaynuposaHuro u Memporoauu 8 cemu MiIHmepHem (www.gost.ru)

1 OBJIACTb NPUMEHEHUA
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Hactoswuin ctaHoapT pacnpoCTpaHsSeTCs Ha OpraHM3auMOHHO-pacnopaamuTerbHble OOKYMEHTbl: YCTaBbl, MOMOXEHWS,
npasuna, WHCTPYKUWUW, pernameHTbl, NOCTAHOBMNEHUS, PacnopsiKeHUs, Mpukasbl, peLueHUs, NPOTOKOMbl, AOroBOPbLI, aKThbl,
nnuceMa, cnpaeku M Ap. (ganee - AOKYMEHThI), B TOM 4ucne BkmodeHHble B OK 011-93 "O6Lwepoccuckun knaccudukatop
ynpasneHyeckon gokymeHtaumn" (OKY[), knacc 0200000.

Hactosawwun CTaHOapT onpeagender COoCTaB PEeKBU3UTOB [OOKYMEHTOB, npasuna Wux O(bOpMﬂeHI/IFI, B TOM 4wucne cC
npnMmeHeHnem I/IH(*)OpMaLI,VIOHHbIX TEXHOMOrnn; BuAbl 6ﬂaHKOB, COCTaB pPeKBU3NTOB 6J'IaHKOB, CXeMbl pacnonoXxeHua

PEKBU3NTOB Ha [OOKYMEHTE; 06pa3LLbI OnaHKoB; npasuna co3gaHnAa OOKYMEHTOB. MonoxeHus HacrtosLwero CTaHaapTa
pPacnpoCTpaHAKTCA Ha JOKYMEHTbI Ha 6yMa)KHOM N ANEeKTPOHHOM HOCUTenAax.

2 HOPMATUBHbIE CCbITIKA

B HacToswem CTaHOapTe ncnosnb3oBaHbl HOPMaTUBHbIE CCbINTKX Ha crieayrwne CtaHaapTbl:

[OCT P 7.0.8 Cuctema ctaHgapToB Mo MHopmaumm, 6MbnunotedHoMy M msgatenbckomy geny. [1enonpousBoacTBO U
apxuBHoe geno. TepMuHbl 1 onpeaeneHns

[OCT P MCO 15489-1 Cuctema craHOapToB Mo WHdopmaumu, 6GubnMoTevHoMy M mM3gaTtenbckomy Aeny. YnpasneHue
AokyMeHTamu. O6wwme TpeboBaHust

MpumeyaHue - Mpy NoNb3oBaHWM HACTOSILLIMM CTaHAAPTOM LienecoobpasHo NPoBEPUTL OENCTBUE CCbINTOYHLIX CTaH4ApTOB
B MH(pOPMaLMOHHOM cucTemMe obLLero nonb3oBaHus - Ha odumumansHom canTe PegepanbHOro areHTCTBa Mo TEXHUYECKOMY
PErynMpoBaHnio U MeTponorum B cetu WHTEpHET unuM Mo exerogHomy WHGOpMaLMoHHOMY YykasaTento "HaumoHanbHble
cTandapThl", KOTOpbIA OnybnukoBaH MO COCTOSIHUIO Ha 1 sHBaps TeKywero roga, W Mo BbiMyCckaM e€XeMeCsYHOro
MHOpMaLMOHHOrO ykasaTens "HauuoHanbHble cTaHgapTbl" 3a Tekywuih rod. Ecnn 3ameHeH CChINOYHBIM CTaHdapT, Ha
KOTOpbIN faHa HeJaTupoBaHHas CCbifka, TO PEKOMEHAYETCS MCMONb30BaTh AENCTBYIOLLYIO BEPCUIO 3TOM0 CTaHAapTa C y4eTom
BCEX BHECEHHbIX B [JaHHYl0 BEpPCUMIO M3MeHeHui. Ecnn 3ameHeH CCbINOYHbIA CTaHOapT, Ha KOTOpbI AaHa OaTupoBaHHas
CCblfIKa, TO PEKOMEHAYETCSl UCMOMb30BaTb BEPCUIO 3TOMO CTaHAapTa C yKa3aHHbIM Bbille rOAOM YTBEPXKAEHUS (MPUHATUS).
Ecnu nocne yTBepxaeHUs HacTOsALWEro cTaH4apTa B CCbIIOYHbIA CTaHAAPT, HA KOTOPLIN AaHa AaTupoBaHHasi CCbiflka, BHECEHO
N3MeHeHWe, 3aTparmBaroLLee NoroXeHne, Ha KOTopoe AaHa CCbiflka, TO 3TO MOSIOKEHME PEKOMEHAYETCS NPUMEHATL 6e3 yyeTta
AaHHOIO M3MeHeHus1. Ecnn ccbinoYvHbIi cTaHOapT OTMeHeH 6e3 3aMeHbl, TO MONoXeHWe, B KOTOPOM AaHa CCblfika Ha Hero,
pPeKoMeHAYeTCsl MPUMEHSTb B YaCTK, He 3aTparMBaloLLemn 3Ty CCbINKy.

3 OBWME TPEBOBAHUA K CO3O0AHNIO AOKYMEHTOB

3.1 JokymeHTbl MOryT co3gaBaTbCs Ha ByMaxHOM HocuTene n B 3NEKTPOHHOW hopme ¢ cobniogeHnem yCTaHOBMEHHbIX
npasun oPopMIIEHNSA [OKYMEHTOB.

3.2 Mpw cosgaHum JoKymMeHTa Ha AByX U Gonee cTpaHuLax BTOpYIO U Nocneaytowme cTpaHuLbl HYMEpYHOT.

HOMepa CTpaHuu NpoCcTaBATCA nocepegnHe BepxXHEro nond AOKyMeHTa Ha pacCToAHUMN HE MeHee 10 Mm oT BEpxHero
Kpasa nucra.

JonyckaeTca co3gaHne [OKYMEHTOB Ha nuueBol M 0BOpOTHOM cTopoHax nucTa. [Mpu [ABYCTOPOHHEM co3gaHuu
AOKYMEHTOB LUMPWHA NEBOro MONs Ha NULEBON CTOPOHE NucTa M NpaBoro nons Ha o6opoTHOM CTOPOHE NUCTa OOMKHbI ObiTh
paBHbI.

3.3 [1na co3pgaHns AOKYMEHTOB HEODX0AUMO MCNoNb3oBaTb CBOOOAHO pacnpocTpaHsemMble 6ecnnartHble WpudThl.

[na opopmneHns LOKYMEHTOB pekoMeHayeTcs ncnonb3oBaTth pasmepsbl wpnudTtoB N 12, 13, 14,

Mpu coctaBneHnn Tabnuu, 4onyckaeTcs UCNonb30BaTh LPUDTLI MEHBLLMX Pa3MepOB.

(NameHeHHas pegakums, Mam. N 1).

3.4 AG3auHbIN OTCTYN TEKCTa JOKyMeHTa - 1,25 cm.
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3aronosku pasaenos 1 nogpas3genoB nevyatarTcd C ab3auHbIM OTCTYNOM U UEHTPUPYHKOTCA NO LLUMPUHE TEKCTA.

MHOFOCTpOHHbIe PEKBU3NTLI Ne4vaTarTcqa Yepe3 oAnH Me)KCTpOLIHbIIZ MHTEepBaJl, COCTaBHble YaCTuN PEKBU3NTOB OTAENAKTCA
AONONHUTENbHbIM MHTEPBAIiOM.

TekcT gokymeHTa nevataetcs 4Yepes 1-1,5 MEXCTPOYHBIX MHTepBana.

Ecnu gokyMeHT roToBMTCS ANS M34aHWA C yMeHblUeHMeM MacluTaba, TEKCT neyaTaercs Yyepes ABa nHTepsana.
WHTepBan mexay Byksamu B CrioBax - OBbIYHbLIN.

WHTepBan mexay crnosamu - oavH npoben.

3.5 TekcT AOKyMeHTa BblpaBHMBAETCH MO LWMPUHE N1cTa (Mo rpaHuuamM neBoro 1 NPasoro noren AoKyMeHTa).
[nuHa camon ANVHHOW CTPOKM PEKBU3MTA NPW YIITOBOM PacronoXeHUn pekBu3nToB He bonee 7,5 cMm.

[nvHa camon OfIMHHON CTPOKM PEeKBM3uTa Npu NpOAONbHOM PacronoXeHnn pekBuanToB He 6onee 12 cm.

3.6 HopmaTtuBHbIMM akTamn opraHusaumm MoOXeT ObiTb NPeayCMOTPEHO BblAeneHne pekBusnToB "agpecar”, "3aronoBok K
TeKCTy" unm "noanuck”, a Takke oTAeNbHbIX PParMeHTOB TEKCTA NOMY>KUPHbLIM LLPUTOM.

3.7 HopmaTtuBHblE aKTbl OpraHv3auuu, a Takke WMHble MHOTOCTPaHWYHblE OOKYMEHTbl MOryT OPOPMASATLCS C TUTYMbHbIM
NUCTOM. TUTYNBHBIN NIUCT OOKYMEHTa O(pOpMASETCS B COOTBETCTBUN C NpuioxeHnem A.

4 PEKBU3UTbI AOKYMEHTA

Mpwn nogroToBke U 0hoOpMNEHNN AOKYMEHTOB UCMONb3YIOT PEKBU3UTDI, onpeaeneHnst Kotopbix npuseaeHsl B TOCT P 7.0.8.

01 - rep6 (locypapctBeHHbin repbd Poccuiickon Pepepauun, repd cybbekta Poccuinckon depepaummn, repb
(repanbanyecknin 3HaK) MyHuLmMnanbHoro obpasosaHus);

02 - ambnema;

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

04 - ko, hopMbl AOKYMEHTA;

05 - HaMMeHoBaHWe opraHn3auun - aBTopa JOKYMEHTa;

06 - HaMMeHOoBaHVe CTPYKTYPHOro nogpasaeneHus - aBtopa AOKYMEHTa;
07 - HaumeHOBaHWe OOMKHOCTM NnLa - aBTopa LOKYMEHTa;

08 - cnpaBoYHble AaHHble 00 opraHu3aumy;

09 - HaumeHoOBaHMe BUAA AOKYMEHTA;

10 - paTta AOKYMeHTa;

11 - perncTpaumoHHbLIN HOMEP AOKYMEHTA;

12 - ccbinika Ha perucTpaumMoHHbIA HOMEpP U AaTy NOCTYNUBLLEro AOKYMEHTa,;
13 - MmecTo cocTaBneHus (M3aaHusa) JOKYMEHTA;

14 - rpudp orpaHnyeHns JocTyna K AOKYMEHTY;
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15 - agpecar;

16 - rpuc yTBEPXKOEHUSA AOKYMEHTA,

17 - 3aronoBOK K TEKCTY;

18 - TEKCT AOKYMEHT3;

19 - OTMETKa 0 NPUNOXEHUN;

20 - rpud cornacoBaHNs AOKYMEHTA;

21 - BU3a;

22 - noanuce;

23 - oTMeTKa 06 3NeKTPOHHOWN NOANUCH;
24 - nevarb;

25 - oTmeTKa 06 ncnonHuTene;

26 - OTMETKa O 3aBEpPEHNM KOMUMU;

27 - OTMETKa O NOCTYNJSIEHNMN LOKYMEHTA;
28 - pesontouus;

29 - oTMEeTKa O KOHTpone;

30 - oTMeTKa 0 HanpaBneHnn JOKYMeHTa B Aeno.

5 O®OPMJIEHUE PEKBU3NTOB AOKYMEHTOB

5.1 Tepb (focymapctBeHHbin repb Poccuiickon depepauun, repbd cybvekta Poccuiickon Pepepauun, repb
(repanbnyeckMin 3Hak) MyHMLUMNanbHOro o6pas3oBaHWSA) BOCNPOM3BOAUTCA Ha OnaHkax LOOKYMEHTOB B COOTBETCTBMM C
denepanbHbIM _KOHCTUTYLIMOHHBbIM 3akoHOM OT 25 faekabps 2000 r. N 2-OK3 "O [locyaapctBeHHoM repbe Poccuinckon
Ddenepaumn”, 3akoHodaTeNbHbIMU M UHLIMA HOPMaTUBHLIMU NPaBOBbIMU akTamu cybbekToB Poccuiickon Penepauun u
HOpPMaTUBHLIMU aKkTaMn OpPraHOB MECTHOIO CamOyMNpaBneHust.

M3o6paxeHune repba (MocynapcteeHHoro repba Poccunckon ®epepaunn, repba cybwekta Poccuinckon ®epepaumm, repba
(repanbanyeckoro 3Haka) MyHuUmMnanbHoro obpasoBaHMs) NOMELLAETCA NocepeamHe BEPXHEro nons OnaHka goKyMeHTa Hag
pekBM3UTaMM opraHu3auum - aBTopa A4OKyMeHTa Ha pacctosiHum 10 MM OT BEPXHErO kpasi nucTa.

5.2 Ombnema opraHusauun, paspabotaHHas 1 yTBepXXAeHHas B YyCTAHOBNEHHOM MOpsiike, pa3MeLlaeTcs B COOTBETCTBUU C
HOPMaTMBHbLIMWM MPaBOBbIMW akTamu Ha OnaHkax: OOKYMeHTOB dheaepanbHbiX OpraHoB rocygapCTBEHHOW BriacTu (3a
WCKITIOYEHMEM CrlyvaeB, nNpedycMaTpuBaloWMX UCNONb3oBaHMe Wu300paxeHus [ocyaapcTBeHHoro repba Poccuiickon
denepauun), TeppuTOpuanbHbIX OPraHoB (edeparnbHbiX OpraHOB [OCYAApCTBEHHOW BrnacTW, rOCY4APCTBEHHbIX U
HerocygapCTBEHHbIX OpraHusauun. MisobpaxeHne aMbnemesl NomMeLLaeTcs nocepeguHe BepxHero nons dnaHka AOKyMeHTa Hafg,
peKBM3MTaMy OpraHn3aLum - asTopa JOKYMeHTa Ha paccTtosiHum 10 MM OT BEPXHEro Kpasi nucTa.

5.3 ToBapHbIi 3HaK (3HaK OOCHyXMBaHMWS), 3apPErMCTPUPOBaHHbLIA B YCTAHOBIMIEHHOM 3aKOHOAATENMbLCTBOM MOpPSAKE,
BOCMPOM3BOAMTCA Ha OnaHkax opraHu3auui B COOTBETCTBUMM C yCTaBoM (MonoxeHuem o6 opraHusauuu). 3obpaxeHue
TOBApHOro 3Haka (3Haka OoOCnyXuBaHMs) MOMeLLaeTcss nocepeanHe BepxHero nomns GriaHka OOKYMeHTa Haj peKkBusaMTammu
opraHusauuu - aBTopa OOKYMEHTa WIU CrieBa Ha YpOBHE HauUMEHOBaHUS opraHu3aumu - aBTopa [OKYMeHTa (Jonyckaercsi
3axBaTbIBaTb YaCTb NIEBOrO MOrs).

Hapﬂ/:l,y C TOBapHbIM 3HAKOM (3HaKOM O6CJ'Iy)KI/IBaHI/IF|) Ha OnaHkax OOKYMEHTOB MOXET YyKa3blBaTbCA KOMMEp4YeCKoe
0003Ha4eHne ropungn4eckoro numua.
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5.4 Kog opmbl JokymMeHTa MpoCTaBnseTcd Ha YHUMUUMPOBaHHbIX ¢opMax [AOKYMEHTOB B COOTBETCTBUMM C
ObLiepoccunckum _knaccudukaTopom ynpasneHyeckon AokymedTauuu (OKY[l) wnu  nokanbHbIM — Krnaccudukatopom,
pacrnonaraeTtcs B MpaBOM BepxHeM yrry paboyero nons [OKyMeHTa, cocTouT u3 cnoB "®dopma no" (HaumeHoBaHue
Knaccudmkatopa) 1 umdpoBoro Koaa.

lMpumep

dopma no OKY[ 0211151

5.5 HanmeHoBaHWe opraHu3auuu - aBTopa AOKYMeHTa Ha GrnaHke JOKYMEeHTa [OIKHO COOTBETCTBOBAaTb HAMMEHOBAHWUIO
IOPUAMYECKOr0 NWLA, 3aKpenneHHOMY B ero yypeauTenbHbIX [OKyMeHTax (ycTaBe Wnu nomnoxexuu). Nog HaumeHoBaHUMEM
opraHusauumM B ckobKax yKa3blBaeTCs COKpalleHHOe HauMeHOBaHWe OpraHusauuM, €crnm OHO NPEeAyCMOTPEHO YCTaBOM
(nonoxeHuem).

Hapg HaummeHoBaHuem opraHuzaunnm - aBToOpa [OOKYMEeHTa YyKa3blBaeTCA MNofiHoe WK COoKpalleHHOe HauMeHoBaHue
BbILLECTOSLLEN opraHnsauumn (I'Ipl/l ee HaJ'II/I'vll/II/I).

5.6 HanmeHoBaHwne CTPYKTYPHOIro noapasgeneHnd - aBTopa AOOKyMeHTa (B TOM 4ucne d)vlnmana, oTaeneHud,
npencraBuTeNbCTBaA, KOnnernanbHOro, cosewarteribHoro uinm WHOro opraHa) ncnonb3yeTcda B OnaHkax nucem u OGnaHkax
KOHKPETHbIX BUOOB OOKYMEHTOB COOTBETCTBYHOLLUMNX no,qpaa,qeneHMPl (OpraHOB) B COOTBETCTBUU C NNOKalibHbIMAU HOPMAaTUBHbLIMU
aKTaMu 1 yKasbiBaeTCA nog HanMeHOBaHUEM opraHm3aunn.

5.7 HaunmeHoBaHMe OOMKHOCTM nnua - aBTOpa OOKYMEeHTa UCMNOJb3yeTCA B OnaHkax AOJDKHOCTHbIX ML U pacnonaraeTca
noa HammeHoBaHMemM opraHunsaunmnm UM HamMeHOBaHUEeM TeppuTtopun (Kpaﬂ, O6J'IaCTI/I, aBTOHOMHOW obnacTtu u ,El,p.), ecnm
OOKYMEeHT Wu3fgaeT pyKoBOAUTENb oOpraHa BIactu Cy6'b6KTa Poccuiickon d)e,qepau,mm, MyHUUMNanbHOIro 06paaoBaHv|9|.
HanmeHoBaHWe JomkHOCTM nuua - aBToOpa OOKyMeHTa YyKa3blBaeTCA B COOTBETCTBMM C HammeHoBaHWEM, NMpuBedeHHbIM B
pacnopAagnTeribHOM OOKYMEeHTEe O Ha3Ha4YeHUn Ha OOJDKHOCTb.

5.8 CnpaBoyHble gaHHble 00 opraHu3auMu ykasblBalTCsl B GnaHKkax MMCEeM M BKIOYAOT: MOYTOBLIA aApec opraHu3auumun
(DononHMTENbLHO MOXET YKa3blBaTbCsl aApec MecTa HaxXOXAEHUS HPUAMYECKOro nuua, ecrim OH He COBMagaeT C MOYTOBbIM
agpecom); Homep TenedoHa, akca, agpec aNeKTPOHHOW NoYThI, CETEBOW aapec.

B coctaB cnpaBoYHbIX AaHHbIX, 3@ WCKMOYEeHUMeM OnaHKOB [LOKYMEHTOB OpraHoB rocy4apCTBEHHOW BMacTu, OpraHoB
MECTHOro CaMOyrnpaBfieHUsi, BKIOYAKTCA: Koh opraHu3auum no O6uiepoccuinckomy KnaccudhmkaTopy  Mpeanpuatuii u
opranusaummr (OKIMQ), OCHOBHON rOCYAAPCTBEHHbIN PEruCTpaLmoHHbIi Homep opraHmnsaumm (OMPH) n naeHTMduKaumoHHbIn
HOMep HanoronnaTenbLnka/kog NPUYNHBI NOCTAHOBKN Ha Hanorosbln yyeT (MHH/KIIM).

5.9 HanmeHoBaHWe Buaa JOKyMeEHTa yKa3blBAaeTCH Ha BCEX OOKYMEHTAX, 3a UCKIOYEHNEM AENOBbIX (CryXebHbIX) nnucem,
pacnonaraetcs nog pekBM3UTamy aBTopa [AOKYMeHTa (HaMuMeHOBaHVWEM oOpraHu3auunW, HauMeHOBaHWEM CTPYKTYPHOrO
nogpasgeneHnsi, HauMeHoBaHNeM LOIMKHOCTK) (CM. pUCYHOK B.6).

510 [ata [pokymeHTa COOTBETCTBYET [faTe noanucaHus (yTBEPXKAEHMS)) [OOKyMEHTa wnu pate  cobbiTus,
3apmKCUPOBaHHOTO B AOKYMeHTe. [JoKyMeHTbl, n3faHHble ABYMS unu 6onee opraHusaumsiMu, AOMKHbI UMETb OAHY (E€4MHYI0)
aary.

[aTta pokyMeHTa 3anucbiBaeTcs B NOCnefoBaTeNnbHOCTU - AeHb MecsLa, MecsiL, roa - OAHUM U3 AByX cnocoboB:

apabckumn undppamun, pasgeneHHbiMmu Toukon: 05.06.2016;

CNoBeCHO-LMpoBbIM cnocobom, Hanpumep: 5 noHsa 2016 .

5.11 PernctpaumoHHbIn HOMep LOKYMEHTa - UMPOBOMA unu OykBeHHO-LUMPOoBOM naeHTndukaTop AOKYMEHTa, COCTOSILLUN
M3 MnopsiaKOBOroO HOMEpa [OKYMEHTa, KOTOPbIA, MO YCMOTPEHWIO OpraHvM3auuv, MOXET [OMONHATbLCA UupoBbIMU MK
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OyKBEHHbIMW KodaMu (MHOEKCAMK) B COOTBETCTBUM C UCMOMb3yeMbIMU KrnaccudmkaTopamu (MHAEKCOM Aerna no HoMeHKnaTtype
[en, KOAOM KOppecroHAeHTa, KOAOM AOMMKHOCTHOIO fvua v ap.).

Ha OOKyMeHTe, COCTaBJliIeHHOM COBMECTHO OBYMA U bonee opraHunsaunsamMmmy, npocTaBnAaArTCA pernctpaunoHHbIe HOMepa
OOKYyMeHTa, NMPpUCBOEHHbIE KaXXgon m3 OpraHI/I3aLI,VII7I. PeFMCTpaLI,VIOHHbIe HOMepa OoTAeNnATCA Opyr OT Agpyra Kocom qepT0|7| n
NpOCTaBNAKTCA B NOpAaKe yKa3aHUA aBTOPOB B 3arorioBOYHON YacTn uUnm npeaM6yne OOKyMeHTa.

5.12 Cchbinka Ha peFVICTpaLI,I/IOHHbIIZ HOMEp M AaTy NocTtynuellero AOKymMeHTa BKIo4aeT peFI/lCTpaLLI/IOHHbIIZ HOMep u aaty
BXo4dLero MHMUmMaTnBHOIro OKyMeHTa, Ha KOTOprI;I AaeTcd OTBeT.

5.13 MecTo cocTaBneHus (M3gaHus) JOKYMEeHTa yKa3blBaeTCa BO BCEX AOKYMEHTaX, KpoMe OenoBbIX (CnyebHbIX) nucem,
a TaKke AoknagHblX, CryXeBHbIX 3anMcoK 1 ApYrmx BHYTPEHHUX MHPOPMALIMOHHO-CNPaBOYHbLIX JOKYMEHTOB.

MecTto coctaBneHus (MS,D,aHVIFI) AOOKyMeHTa He YyKa3blBaeTCA B TOM Cliy4dae, ecliiin B HauMeHOoBaHuUW opraHun3aunm
NPUCYTCTBYET yKa3aHMe Ha MeCTO ee HaxoxXaeHuns. MecTo coctaBneHus (V|3,D.aHVIFI) OOKYyMeHTa yKa3blBaeTCA B COOTBETCTBUN C
NPUHATBIM aAMUHUCTPATUBHO-TEPPUTOPUaribHbIM eNeHneM.

5.14 Tpudp orpaHnyeHuss JocTyna K OOKYMEHTY MPOCTaBMSETCs B NpPaBOM BEpPXHEM Yriy MNepBoro nuncta OOKyMeHTa
(NpoekTa AOKyMEHTa, COMPOBOAMTENbLHOIO MUCbMa K [OKYMEHTY) Ha rpaHuue BepxHero nons Mpy Hanmuyium B OOKYMEHTe
MHPOpMaLMK, AOCTYN K KOTOPOM OrpaHnyeH B COOTBETCTBUM C 3aKoHoaaTenbCcTBoM Poccuiickon deaepaumm.

Buabl ncnonb3yembix B opraHv3sauum rpudoB orpaHMyeHns AocTyna AOMKHbI COOTBETCTBOBATL 3aKOHOAATENbHbLIM U UHbIM
HOpMaTMBHbLIM NPaBoOBbIM akTaM Poccuiickon degepaummn 1 A0MmKHbl BbiTb 3aKpensfeHbl B NoKarnbHbIX HOPMaTMBHBIX akTax. B
COCTaB rpuda OrpaHu4eHus OocTyna K AOKYMEHTY BXOAWUT OrpaHuuuTenbHas Hagnucb ("Ons cnyxebHoro nonb3oBaHus",
"KoHpmaeHumanbHo", "Kommepyeckan TanHa" unu gp.), Kotopas MOXET AOMONHATLCA HOMEPOM 3K3emnnsapa AOKYMEHTa u
OPYrMMun CBEAEHMAMM B COOTBETCTBMM C 3aKoHOoAaTenbcTBOM Poccuinckon deaepaumm.

lpumep

KoMmepuyecKkana TalHa
JK3. Ne 2

5.15 Appecat ucnornb3yeTcs npu opopmMieHnn AenoBbiX (Cny>Ke6HbIX) NMMceM, BHYTPEHHMX MHEOPMaLMOHHO-CMPaBOYHbIX
AOKYMEHTOB ([0OKNaAHbIX, CryebHbIX 3anncok 1 ap.).

AOpecaToM [OKyMeHTa MOXET OblTb oOpraHu3auusi, CTPYKTYpHOe noApasfenieHve opraHusauuun, LOOSPKHOCTHOE Wnn
dunandeckoe nuuo.

PekBnant "agpecat" npocTaBnseTcs B BEpPXHEW MpaBoOW 4acTu AOKyMeHTa (Ha 6raHke C YrnoBbIM pacrornoXeHuem
PEKBU3NTOB) UMK CripaBa NoA peksmantTamu 6naHka (Npyv NpoaorbHOM pacnonoXeHnn peksnanTos bnaHka). CTpoku peksusmTa
"agpecaTt" BblpaBHMBAIOTCA MO NIEBOMY KPao UMW LIEHTPYIOTCA OTHOCUTENBLHO CaMOW ANMMHHOW CTPOKMW.

I'IpM agpecoBaHMn OOKyYMeHTa pyKOBOAUTESO (3aMeCTMTeJ'IPO pyKOBO,D.VITeJ'IFI) opraHn3aunmn ykasblBaeTCcA B OaTeJIbHOM
nagexe HaMmMmeHoBaHUe OOJIKHOCTU pyKoBoaUTENA (3aMeCTVITeJ'IF| pyKOBOﬂ.MTeJ'Iﬂ), BKIoHawuiee HanMeHoBaHue opraHn3auum,
d)aMVIJ'IVHO, nHMumnanbl AONMKHOCTHOIO nuua.

lMpumep

Pykoeogutenio denepansHoro
ApXWBHOIoO areHTCTBa
dammunua N.O.

Mpu agpecoBaHUM MUCbMAa B OPraHM3aLMI0 YKasblBAETCA €e MOMHOe UM COKpallleHHOe HauMEHOBaHNE B UMEHUTENbHOM
nagexe.
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lpumep
denepansHoe apXMBHOE
areHTCTBeO
UK
Pocapxwuse

Mpu agpecoBaHWM [OOKYMeHTa B CTPYKTYpHOe nogpasfdeneHue opraHvMsaumMu B pekBuavTe "agpecar" ykasblBaeTcs B
VUMEHUTENbHOM Nafexe HauMeHOBaHWE OpraHn3aLum, HUKe - HaMMeHoBaHKe CTPYKTYPHOTO NnoapasaeneHus.

lMpumep

denepanbHoe apXMBHOE
areHTCTBO

Otpen rocynapcTBEHHOW
cnyxObl, KAAPOB W Harpan

I'IpM agpecoBaHMN MNMUCbMa pPYKOBOOAUTENIO CTPYKTYPHOro nopgpasgeneHna YykKasblBaeTcA B UMEHUTENTbHOM Napexe
HanMeHoBaHMWe opraHu3auun, HWxe - B p[aTtesibHOM nagexe HanmMeHOBaHue OOJMKHOCTU pykKoBOOUTENA, BKIKOYakllee
HanMeHOoBaHne CTPYKTYPHOro nogpasgeneHua, (*)aMMJ'IVIPO, nH1unanbl.

lMpumep

AO «lNpohunk»

PykoBoguTenio 0roBOpHO-
nNpaBoBOro oT/ena
damunua N.0O.

Mepen damunuen [OMKHOCTHOIO nuua JonyckaeTcs ynoTpebnaTb cokpaweHue "r-Hy" (rocnoguHy), ecnu agpecat
MY>X4YMHa, nUnu "r-xe" (rocnoxe), ecnv agpecar XeHLUMHa.

lMpumep

r-vy ®@amunua M.0.
MK
r-#e dammnua N.0O.

Mpun pacchbinke OOKYMeHTa rpynne opraHu3auuii OQHOro Tuna MNW B CTPYKTYPHblE NoapasferneHnst OgHOW opraHunsauum
agpecar ykasblBaeTcsi 0606LLEeHHO.

lMpumep
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PyKoBoguTenaM OoOYepPHUX
obuwects AO «[lpodune»
MIK
PykoBoauTenAm ynpasneHwWid
Pocapxuea

Mpu paccbinke OOKyMEHTa He BCEM OpraHu3aumsMm WNu CTPYKTYPHbIM noapasgeneHvsmM nog peksusvtom "Agpecat” B
ckobkax ykasblBaeTcs: "(Mo cnmcky)".

lMpumep

PyKoBOOMTENAM J0UYEPHUX
obuwects AO «[1podunb»
(no cnucky)

B ogHoM gokymeHTe He OomkHO ObiTb Boree uyeTbipex agpecatoB. Cnoso "Konus" nepen BTOPbIM, TPETbUMM, YETBEPTbLIM
agpecatamu He ykasbiBaetcs. [Mpu Gomnbluem KOnumyecTBe agpecaToB COCTABMSIETCA CMMCOK (MUCT, ykasaTenb) pPacCbiKv
OOKYMEHTa, Ha KaXXOoM JOKYMEeHTe ykasblBaeTCsl OAMH agpecaT unv agpecar ocopmnsieTcs 0606LLeHHO.

B coctaB pekBmsmTa "Appecat’ MOXET BXOAMTb MOYTOBbIA agpec. ANeMeHTbl MOYTOBOro ajpeca YKasbiBalwTCcs B
nocregoBaTenbHOCTW, YyCTaHoBNeHHOW [IpaBunamu  okasaHua  YCnyr MOYTOBOW CBA3W, YTBEPXKAEHHbIMU [pPUKa3oM
MwuHUCTEpPCTBA CBA3M M MacCOBbIX KOMMYHMKaLmn Poccuiickon ®enepaumm ot 31 uona 2014 . N 234.

lMpumep

BcepocCMACKWIA HaYYHO-
uccnenoBaTenbCKUA MHCTUTYT
NOKYMEHTOBEMIEHWA WU apXWBHOIO Aena

lNpodco3Hana yn., a. 82,
Mockea, 117393

MouToBLIN afgpec MOXET He YKasblBaTbCA B [OKYMEHTaX, HanpaBfisieMblX B BbICLUME OpraHbl BfacTW, BbilUecTosiLMe
opraHusauuu, NoaBeAOMCTBEHHbIE OpraHM3auuM U NMOCTOSIHHBIM KOPPECNOHAEHTaM (3a MCKIIOYEHWEM HanpaeBneHus nucem
yKasaHHbIM agpecaTtam B KOHBepTax C Npo3pavHbIMK OKHamu).

Mpu agpecoBaHnM 4OKYMEHTa (U3NYECKOMY NULLY YKasbiBalOTCA: (DamMunns, HULManbI, NOYTOBbIV aapec.

lMpumep

damunmna 1.0

yn. Capoean, 1. 2, kB. 12,
r. llobepusl, MockoBckan obn.,
301264
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Mpu oTnpaBke NMcbMa MO 3MEKTPOHHOW NodTe UM No hakCMMUITBHOWM CBSA3M (0€3 AOChINKM MO NoYTe) NOYTOBLIA agpec He
ykasbiBaeTtcsl. [Tpn HeOBXOAMMOCTU MOXET ObITh YKa3aH 3NEKTPOHHbIV agpec (Homep TenedoHa/dakca).

lpumep

BcepoccUACKMIA HaYUYHO-
nccrnenoBaTenbCKMn MHCTUTYT
NOKYMEHTOBEAEHWA W apXMBHOTO Aiena

mail@vniidad.ru

516 [pud yTBEpXAEHWS NpPOCTaABNAETCA Ha [OOKYMEHTe B Cryvyae ero yTBepXOeHus AOMMKHOCTHbIM — NULOM,
pacnopsauTenbHbIM JOKYMEHTOM (MOCTaHOBIEHMEM, PELLEHMEM, MPUKA30M, PacnopsiKEHNEM) UMW PELLEHUEM KOMnnernanbHoro
opraHa.

Mpnd yTBEpXOeHWUs pasMellaeTcs B NpaBOM BEPXHEM YIMy MNepBOro nucrta pJokymeHTa. CTpoOKM pekBuU3MTa
BblpaBHUBAIOTCS MO NIEBOMY KPato UK LEHTPYHOTCH OTHOCUTENBHO CaMOWN AMMHHOWM CTPOKM.

Mpu yTBEPXOEHWM [OKYMEHTa [OOMMKHOCTHBIM nULUOM Tpud yTBEepXAeHWss coctout u3 cnoesa YTBEPXOAIO,
HanMeHOBaHUSA AOMKHOCTU Nuua, yTBEepPXKAatoLero 4OKYMEHT, ero noanvMcu, MHMLManoB, hamMmnum n aatbl yTBEPXAEHWS.

lMpumep

YTBEPXIAIO

PykosopuTtens denepankHoro
apXWBHOIO areHTCTBa

[MNognuck N.0. ®amunua
[lata

Mpu yTBEpPXAEHUM OOKYMEHTa pacrnopsauTenbHbIM AOKYMEHTOM rpud yTBepxaeHus coctout u3 cnosa YTBEPXXOEH
(YTBEPXOEHA, YTBEPXOEHbI nnn YTBEPXOEHO), cornacoBaHHOro ¢ HauMeHoBaHMEM BUAa YTBEPXKOaeMOoro JOKyMeHTa,
HanMeHOBaHUSA pacnopaauTenbHOrO AOKYMeHTa B TBOPUTENBLHOM Nagexe, ero Aatbl, HoMepa.

lMpumep

(PernameHT) VTBEPYKIEH

npukazom AO «[lpoduneb»

- ot 2 anpena 2016 r. Ne 82
(Mpasuna) YTBEPX[EHbI

npukasom AO «[podunb»

ot 6 anpena 2016 . Ne 83

Mpy yTBEPXOEHUM OOKYMEHTA KOMMervanbHbIM OpraHoM, peELUEeHUsI KOTOpPOoro (UKCUPYHOTCS B MpoTokone, B rpude
YTBEPXKAEHUS YKa3bIBAOTCS HAMMEHOBAHUE OpraHa, pelleHnemM KOTOPOro yTBEPXAEH AOKYMEHT, fata U HOMep MpoTokona (B
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ckobkax).

lMpumep

(MMonoxeHune) YTBEPHKEHO
CoBeToM AMPEKTOpOB
AQ «lNpoune»
(npoTtokon ot 12.12.2016 Ne 12)

5.17 3aronoBoK K TEKCTY - KpaTKkoe COAepKaHue OoKyMeHTa. 3aronoBok K TEKCTY popmynupyetca ¢ npegrnorom "O" ("O6")
1 OTBEYaeT Ha Bonpoc "o yem?":

npukas (0 4em?) 0 Co34aHUKN aTTeCTauNOHHOM KOMUCCUN;
npukas (0 4em?) 06 yTBEPXKOEHUN LUTATHOIO pacnucaHus;
nMcbMo (0 YeM?) o0 NpegocTaBneHnn MHopMmaLnn.

3aronoBokK k TEKCTY 0hOpMIISIETCS Nof, pekBM3UTaMu GriaHka cresa, OT rpaHuLbl NEBOTO Noss. B yka3ax, NocTaHOBNEHMUSIX,
peLeHusiX, NpuKasax, M3gaBaemblX OopraHaMu BracTyv, 3arofloBOK K TEKCTY MOXET ODOpMASTbCS Haf TEKCTOM rocepenuHe
paGo4yero nonsi AOKYMEHTa U LIEHTPYETCH OTHOCUTENBHO CaMO ASNIMHHOWM CTPOKMU.

3aronoBoK K TEKCTY MOXET HE COCTaBNATLCS, €CNU TEKCT OKYMEHTa He npeBbillaeT 4-5 CTpok.

5.18 TekCT AOKYMEHTa COCTaBMISETCS HA PYCCKOM S3blKE Kak rocyaapCcTBeHHOM A3blke Poccuiickon degepaumn. B opraHax
rocyapCTBEHHON BMacTW, OpraHax MeCTHOr0 CaMOynpaBfeHWsi, FOCY4apCTBEHHbIX YyupexaeHusax pecnybnuk Hapsgy ¢
rocyaapctBeHHbiM A3blkoM Poccuiickon ®egepauum  MoryT ynoTpebnatbCcs rocyaapcTBeHHble s3blk  pecnybnuk. B
OEeATeNbHOCTM roCy4apCTBEHHbLIX OPraHoOB, OpraHM3auuin, NpegnpuaTi n yupexaeHun Poccuiickon degepaumm ncnonb3yoTes
rocygapcTBeHHbIN s3blk Poccuiickon ®enepaumm, rocygapcTBeHHbIE s3blkM pecnyOnuk 1 MHble s3blkM HapogoB Poccuickonm
depepauymu.

B TekcTte OOKyMeHTa, NoArotoBlieHHOM Ha OCHOBaHUW 3aKOHOAATENbHbIX UITN UHbIX HOPMAaTUBHbLIX MPaBOBbIX aKTOB, paHee
M30aHHbIX pacnopagnTenbHbIX JOKYMEHTOB, YKa3blBalOTCA UX PEKBU3UTDI:

- HaMMEHOBaHVe BUAa AOKYMeHTa, HaMeHOBaHWe opraHv3auumy - aBTopa AOKYMEHTa, AaTa AOKYMEHTa, PErMcTPaLMOHHbIN
HOMep [OKYMeHTa, 3arofloBOK K TEKCTY;

- HAaMeHOBaHMe opraHnsaumm nnm OOormKHOCTHOro nuua, yreepameLlero AOKyMeHT, AaTta yTBepXXOaeHUA JOKYMEeHTa.

TeKkCT OOKYMeHTa MOXET cofepxaTb pasfenbl, nogpasfenbl, NMyHKTbl, MNOAMYHKTbl, HyMepyeMble apabckumu uudpamm.
YpoBHel pybprkauum TeKCTa He A0IMKHO ObITh Gonee YeTbipex.

B npukasax TeKkcT usnaraeTtcsi OT NepBoro nuua egquUHCTBEHHOro Yncna ("npukasbizato”).

B OOKYMEHTax KoJuiernalnbHbIX U COBEeLlaTellbHbIX OpraHOB TEKCT u3naraetcd OT TpeTbero Jimua €OnHCTBEHHOro 4ncna

("konnerus ... noctaHoBnset", "cobpaHue ... peumno”).

TekcT npoTokona wusnaraetcss OT TPeTbero nuua MHOoXecTBeHHoro uucna ("cnywanu", "BbicTynunu", "noctaHosunu',
"pewmnun").

B OOKyMeHTaXx, yCTaHaBnMBawLWKMX npasa “ 00s13aHHOCTHN OpFaHI/l3aLLI/II7I, NX CTPYKTYPHbIX no,upa3neneH|/u7| (I'IOJ'IO)KeHI/Ie,
I/IHCprKLI,VIﬂ), a TakXke cogepXawunx onncaHue CI/ITyaLI,VIIZ, aHanms (.baKTOB nnn BbiIBOAbI (aKT, cnpaBKa), ncnonb3yeTcA d)opma
" n

N3NOXEeHNA TeKCTa OT TpeTbero nnmua eaAMHCTBEeHHOro unm MHOXEeCTBEeHHOro 4ucrna ("omen ocyulecTenaer dI)yHKLLI/II/I... , B

COCTaB ynpasreHus BXoa4r...", "koMMccusa nposena npoBepky...").

B coBMeCTHbIX JOKYMEHTax TEKCT M3naraeTcs oT NepBOro nuua MHOXeCTBEHHOro yncna ("npukassieaem", "pewmnum").
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B aenoBbix (cnyxebHbiX) MMCbMax UCNomnb3ykTcs (hopMbl M3NOXKEHUS:
- OT NepBOoro nNuua MHoXecTBeHHoro Yncna ("npocmMm HanpasuTb...", "NpeacTaBnsgem Ha paccMoTpeHue ...");

- OT TPETLEro NUua eaUHCTBEHHOTO Yncna ("MMHUCTEPCTBO He Bo3paxaeT...", "06LLEeCTBO CUMTAET BO3MOXHbIM...");

- OT MepBOro nuua eauvHCTBEHHoro uyucna ("cuutar HeobxogumbiM...", "npegnaraw paccMoTpeTb..."), ecnu nUcbMo
0OPMIIEHO Ha AOMKHOCTHOM BraHke.

B TekcTax AOKYMEHTOB yNoTpebnsitoTCst TONbKO 0bLenpuHATLIE abbpeBuaTypbl U rpadnyeckne cCokpalleHust.
Mpu ynotpebnexHnmn B TekcTe haMmmnuin Ny MHULMAanb! ykasblBaloTcsa nocne amunmnu.
B nenoBbix (cnykebHbiX) NCbMax MOryT MCMOMNb30BaTbCS:

- BCTynuTenbHoe obpalleHune:

YBaxkaembln rocnoguH MNMpepcenatens!

YBaxkaembli rocnoguH MNybepHarop!

YBaxkaembln rocnoguH MNMpoxopos!

YBaxkaemas rocrnoxa 3axaposal

YBaxkaembinn Hukonawn Metposuy!

YBaxaemas Onbra HukonaesHa!

YBaxaemble rocnoaa!

B ob6palueHun no [OmKHOCTM HauMeHOBaHME [AOSHKHOCTU MULLETCA C NPOMNUCHOWN OykBbl, B oGpalleHun Mo damunum
VHULUManNb! LA He yKa3blBaloTCS.

- 3aKn4UTENbHas 3TUKETHas dpasa:
C yBaxeHuem, ...
(N3meHeHHas pepakums, N3am. N 1)
5.19 OTmeTKa 0 NPUMNOXEHNN COOEPXKUT CBEAEHUSA O LOKYMEHTE (JOKYMEHTax), npunaraeMoM K OCHOBHOMY [IOKYMEHTY (B
ConpoBOAUTENBHBIX MMCbMax, NPETEH3UsIX, akTax, cnpaBkax U Apyrmx MHOPMaLMOHHO-CMPABOYHbIX JOKYMEHTAX), UMK O TOM,
YTO [OOKYMEHT SIBNSETCA MNPUIOXEHWEM K OCHOBHOMY [OOKYMEHTY (B LOKYMEHTaX - MPUIOXEHUSIX K pacrnopsiavTeErNbHbIM

OOKYMeHTaM, NoNoXeHnaM, npasunam, UHCTPYKUMAM, OOroBopam, ninaHam, ot4yetam 1 gp. ﬂOKYMeHTaM).

B conpoBogunTeribHbIX NMUCbMax W Opyrux VlH(bOpMaLI,VIOHHO-CI'IpaBOHHbIX OOKYMEHTax OTMETKa O NpUNoXeHun
Oql)OpMJ'IFleTCFI noA TeKCTOM OT rpaHuubl NeBoro non4a cnegyrowmm o6pa30M:

- eClnn npunoXxeHne Ha3BaHO B TEKCTE:

[MpunoxeHne: HaZ2n B 123K3

- ecnn npunoxeHme He Ha3BaHO B TEKCTe Wnn ecnu I'IpVIJ'IO)KeHVIVI HEeCKOJ1bKO, YyKa3blBalOT Ha3BaHUA [OOKYMEHTOB-
npmnomeHmﬁ, KOJMM4eCTBO JTUCTOB N 3K3EMMIIAPOB KaXXaoro npunoXeHuna:
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[Mpunoxenue: 1. lNonoxeHne ob YnpaBneHWW perwoHanLHON KpeaMTOBaHMA Ha 5 N
B 1 2K3.

2. CnpaBka 0 KanpoBOM COCTaBe YnpasneHua permoHansHoro Kpeamro-
BaHMA HA 2 n. B 1 2K3.

- ecnv npunoxeHue (NpUNoXeHus) CoPOLLIOPOBaHO:

[Mpunoxenue: otyet 0 HAP B 2 2K3.

- €CIT OOKYMEHT, ABNAIOLMNNCS npunoXxeHnem, Meet NpunoxXeHuna c CaMOCTOSITENTbHOWN Hymepaumeﬁ CTpaHuu:

MNpunowenne: nucemMo Pocapxuea oT 05.06.2015 Ne 02-6/172 » NpUNoOXeHUa K HEMY,
BCEro Ha 5 .

- €CJIT1 NpUnoXxeHnem ABnAaeTca 0060C0o0nEeHHbIN 3]'IeKTpOHHbIl7I HOCUTESb (KOMI'IaKT-,lJ,I/ICK, USb-(,bﬂeLIJ-HaKOI'II/ITeJ'Ib n ,D,p.):

MNpunoxenne: CDB 1 3K3

Mpu aTom Ha Bknagpie (KOHBEPTE), B KOTOPbIA MOMELLAETCS HOCUTEMb, YKa3blBAlOTCA HAaUMEHOBaHUSA [OOKYMEHTOB,
3anucaHHbIX Ha HOCUTENb, UMeHa (hannos.

B pacnopsiauTenbHbIX AOKYMEHTax (MOCTAaHOBMEHUSIX, PELLUEHUSIX, NMPUKasax, pacrnopshkeHUsX), 4OroBopax, NMONoXeHUsX,
npasunax, MHCTPYKLMSIX U APYrMX AOKYMEHTax OTMETKa O NPUIoXeHUN ohopmMisieTcsl creayowmm obpasom:

- B TEKCTE IOKYMEHTa Npv NepBOM YNOMUHAHUW AOKYMEHTA-MPUINOXEHUS B CKOOKaX YKa3bIBAETCS: ... (MPUINOXKEHUE) UNU ...
(mpunoxeHue 1); nepeq HOMEPOM NPUNOXEHNS JOMYCKAETCH CTaBUTb 3HaK HoOMepa: ... (npunoxenne N 2);

- Ha NepBOM JINCTE OOKYMEHTAa-NpPUnoXeHna B NnpaBoOM BEPXHEM YITy YKa3biBa€TCA:

lMpumep

[MpunoxeHue Ne 2
K npuka3y AO «[Tpocunb»
oT 15.08.2015 Ne 112

CTpOKM pekBu3nTa BbIpaBHUBAIOTCS MO JIEBOMY Kpato UMM LEHTPYIOTCS OTHOCUTENbHO CaMOM ANUHHON CTPOKM.

Ecnn npunoxeHnem k pacnopsiaMTeribHOMY AOKYMEHTY SBMSIETCS HOPMAaTUBHbIA MPaBOBOW aKT MMM WHOW [OKYMEHT,
yTBEPXKAAEMbI AaHHbIM PacropsaMTENbHBIM [OKYMEHTOM, Ha MNEPBOM FUCTE MPUIOXEHUS MPOCTaBMAETCA OTMeTKa O
npunoxeHun (6e3 CCbINKM Ha pPacrnopsSAUTENbHLIA OOKYMEHT) U rpudd YTBEPXOEHWS, B KOTOPOM YKasblBalOTCA OaHHble
pacrnopaauTenbHOro JOKYMEHTa, KOTOPbIM YTBEPXKAEH AOKYMEHT-NPUIIOKEHNME.

lMpumep
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MNpunoxeHwe 1

YTBEPKOEHO
npukazom AO «[llpodmne»
ot 18.05.2015 Ne 67

5.20 MNpud cornacoBaHVs AOKYMEHTa NPOCTAaBMSETCa Ha AOKYMEHTaXx, COrfacoBaHHbIX OpraHaMn BRacTu, OpraHn3aumsiMu,
OOIMKHOCTHbIMU Nuamun. pud cornacoBaHust B 3aBMCMMOCTU OT BMAA OOKYMEHTa U OCOGEHHOCTEN ero ohOpMIEHUsT MOXET
NPOCTaBNATLCS:

- Ha NepBOM NMCTe AOKYMEHTa (eCnv JOKYMEHT UMEET TUTYIbHbIWA FIUCT - HA TUTYNbHOM fIUCTE) B FIEBOM BEPXHEM YTy Ha
YpPOBHe rpudpa yTBEPKAEHMUS U NOL HAMMEHOBaHMEM JOKYMeEHTa Ornke K HUXKHeMY Monto);

- Ha nocnegHem nncte JOoKyMeHTa nog TEKCTOM;
- Ha NIUCTe cornacoBaHns, SBMAIOLWEMCH HEOTbEMIIEMOWN YacCTbio OOKYMEHTa.

pud cornacoeaHusa coctout n3 cnosa COIMMACOBAHO, OOmKHOCTM nvua, KOTOPbLIM COrflacoBaH AOKYMEHT (BKMoYast
HaMMeHOBaHNE opraHn3auun), ero COGCTBEHHOPYYHOW NOAMUCHU, MHMLMANoB, haMunum, AaTel COrnacoBaHus.

lMpumep

COIMACOBAHO

Hwupektop BHWALOAL
(noanucek) M.O. dammunua
[arta

Ecnu cornacosaHue ocyLlecTBndaeTca KonnernanbHbiM OpraHom, B rpmcbe cornacoBaHuA yKa3biBakOT CBE€OEeHUA ob opraHe,
cornacosaBlieM [OOKYMEHT, gaTe WM HOMepe MpOoTOoKOosfla, B KOTOPOM 33(*)VIKCI/IpOBaHO peweHne o cornacoBaHUn. Ecnn
cornacosaHme ocyllecTendaeTcAa NMCbMOM, YKadbliBalOT: BUA AOKYMEHTa, OpraHn3auuio - aBTopa OOKYyMEeHTa, AaTty M HoMep
nMcbMa.

lMpumep 1

COIMACOBAHO

CoBeTtom OupeKTopoB

AQ «llpodmne»

(npoTokon ot Ne )

lMpumep 2

COIMACOBAHO
nucemom Pocapxwea
oT Ne
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5.21 Busa cBMAETENLCTBYET O COMMacuMn WM Hecornacum [OMKHOCTHOro nuua (paboTHMKa) ¢ codep)kaHMeM npoekTa
AokymeHTa. Busoli odopmnsieTcs BHyTpeHHee cornacoBaHve [OKyMeHTa. Busa BkMoYaeT OOMKHOCTb fvua, BU3MPYHOLLEro
AOKYMEHT, NMoAMnnchb, paclumndpoBKy noanucu (MHuumansl, hamunuio) u aaty BU3MPOBaHUS.

lMpumep

PyKoBoOWTENL HOPWAWYECKOTO OTAENA
[MNognuck N.O. ¢amununa
Hara

MpKn HaNUYMKU 3ameyaHnin K JOKYMEHTY BM3Yy OpOpPMIIAIOT criedytowmm obpasom:

lMpumep

3ameyaHna npunaratoTca.
PykoBoouTens HOPUAWYECKOTO OTAenNa
[Monnuck n.0. damunua
Lara

B opraHusauusx, NpUMEHSIIOLMX CUCTEMbl 3MEKTPOHHOIO AOKYMEHTOOOOpOTa, COormacoBaHMe MOXET MNpOBOAUTBCA B
anekTpoHHou chopme cornacHo FOCT P NCO 15489-1.

B nokyMeHTax, NoaSIMHHUKA KOTOPbLIX XPaHSITCS B OpraHM3aumu, BM3bl NPOCTABMSIOT Ha NocrneaHemM nucTe AOKyMeHTa nog
nognucblo, Ha 06opoTe NocnegHero nMcTa NOANMHHUKA AOKYMEHTA MU Ha NIUCTE COrNacoBaHusi (BU3MPOBaHNS), NpunaraeMom
K [LOKYMEHTY.

B ncxogawmnx OOKYMEeHTaxX BM3bl NPOCTAaBIATCA Ha 3K3eMnidpax JOKYMEeHTOB, NoMelaeMblX B er10.
Mo YCMOTPEHNI OpraHn3aummn MOXeT NMPUMEHATbLCA NONMIMCTHOE BU3npoBaHMEe JOKYMEHTa 1 ero I'IpVIJ'IO)KeHVIIZ.

5.22 Tlognucb BKMYaeT: HavMMEHOBaHWe [AOIMKHOCTW fvua, MOAMUCHIBAOWEr0 AOKYMEHT, €ro COOCTBEHHOPY4YHYHO
NoAnNuCh, pacluMgpPoBKY NOANUCKU (MHULMAnbI, haMUnms).

lMpumep

[ eHepanbHLIA OWpeKTop [Nognuck M.O. damunua

Ecnn pokymeHT ocgopmneH He Ha GnaHke, B HaMMEHOBaHWE [OSHKHOCTU BKIOYAETCS HauMMeHOBaHUE OpraHusauuu.
[lonyckaeTcsl LEHTPOBaTb HAMMEHOBaHME AOMKHOCTM NLa, NoANMCaBLIEro JOKYMEHT, OTHOCUTENBHO CaMOM AJTMHHON CTPOKM.

lMpumep

[ eHepanbHLIW OWpeKTOp
AO «lNpodmnnb» MNoanuce M.O. damunna
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I'IpV| OCbOpMJ'IeHI/II/I OOKYMEHTa Ha OnaHke OOJMKHOCTHOrO Nua OO0IMKHOCTb 3TOro niua B NOANMUCKU HE YKa3biBaeTCA.

lMpumep

[Mognuck N.0. amunua

I'Ipm nognncaHnm OOKyYMeHTa HECKOJIbKUMWU OOJIKHOCTHbIMU nuuamMu, 3aHMMarowmMm pas3Hoe NorioxeHue, nx noanucu
pacnonararoTca ogHa noa npyr0|7l B nocregoBaTtesibHOCTH, COOTBeTCTBleLIJ,eI;I nepapxmm 3aaHmmMmaeMbIixX OOJMKHOCTEN.

lpumep
LIMpeKTOp MHCTUTYTA lMoanuck M.0O. damunna
[ naBHLIW DyxranTtep lMNoanuck M.0O. damunna

I'Ile nognncaHnm oKyMmeHTa HeCKOJIbKUMMU NnuaMn paBHbIX OOJMKHOCTEN X NOANMUCH pacnonaratoTca Ha 04HOM ypOBHe.

lMpumep
3amecTuTents OQUpeKkTopa 3amecTuTens QUpeKTopa
no pMHaHCOBLIM BONpoOcam no agMWHWUCTPaTMBHLIM BOMpocam
lNognuck N.0. Pamunua [Mognuck N.0. Pamunua

B LOOKyMeHTaXx, COCTaBJ1€HHbIX KOMUCCHEN, B nognucu yKa3blBaeTCd CTaTyC niua B COCTaB€ KOMUCCUN.

lMpumep

[lpencenatent KOMUCCUK MNoanuce W.0O. damunua

UneHsbl KOMUCCHUKA MNoanucek N.0. damunua
[Moanuck WN.0O. Pamunna
lNognuck N.O. damununa

I'Ile nognncaHnnm OOKyMEHTa JNunuoM, UCNONTHAKLWNM 06s13aHHOCTH pykoBoauTend, nognucb O(*)OpMJ'IﬂeTCFI C yKasaHumem
cTatyca OOJMKHOCTHOrO niua B COOTBETCTBUUN C NMPUKa3oOM (paCI'IOpﬂ)KEHI/IGM).

lMpumep

W _0. reHepansHoro aupektopa MNoanuce M.O. damunua

nnu:
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Mcnonuanwmin obA3aHHOCTH
reHepansHoro aupekTopa [Mognuce n.0. damunna

I'IpV| noanncaHunM AOOKyMeHTa InuuoMm, MMerwnMm npaso noanucu B cCriydae BpPEeMEeHHOro OTCYTCTBUA pyKOBOOUTENA,
ncnpasneHnda B HaMMmeHoBaHWME OOJMKHOCTU U paCLIJI/ICprBKy cbamvmmm yXe noaroTtoBliEHHONo M CornacoBaHHOIO NpPoekTa
OOKYMeHTa BHOCATCA OT PYKU UK C UCNONb3oBaHMEM COOTBETCTBYHOLUMX LUTAMMOB. He 00NyCKaeTCAa CTaBUTb KOCYHO 4epTy,
Hagnuch "3a" nepen HammeHoBaHuMeM OOJMKHOCTU nnua B NoAnncu, ecnm AOKYMEeHT noanucbiBaeT MHOe OOIMKHOCTHOE NNLO.

5.23 OTtmeTka 00O SMEeKTPOHHOM MOAMWCKU MCMOSMb3yeTCs NpW BU3yanu3auuu SrEeKTPOHHOIO AOKYMEHTA, MoAMMCaHHOro
3MNEeKTPOHHOW NOANUCHI, C cobnoaeHnemM cnepyoLmnx TpebosaHun:

a) MeCTO pa3mMelleHna OTMETKU 006 SJ'IeKTpOHHOIZ nognnucun  OOIMKHO COOTBETCTBOBATbL MECTYy pa3MeLlleHus
COGCTBeHHOpy'-IHOIZ nognncn B aHanorm4HOM OOKYMEHTE Ha 6yMa)KHOM HOcUTene;

6) anemeHTbl OTMETKM 06 3NEeKTPOHHOM MOAMUCK AOMKHbI BbiTh BUOMMBIMU U YATAEMBIMU NMPU OTOBPAXKEHUN JOKYMEHTA B
HaTyparnbHOM pasmepe;

B) 3neMeHTbl OTMETKM 06 SJ'IeKTpOHHOIZ noanncun He OO0 KHbI NepeKkpbiBaTbCA UINMN HaknaabiBatbCA OPYr Ha Aapyra;

r) aneMeHTbl OTMETKM 06 3NEKTPOHHOW NOAMNUCU He OOMKHbI NepPeKpbIBaTh ANeMEHTbI TeKCTa AOKYMEHTa U ApyrMe OTMETKM
06 aneKTpoHHOM nognucy (Mpu Hanm4um).

OTtmeTka 06 3NEKTPOHHOW NOAMMCU B COOTBETCTBMM C 3akoHoaaTtenbCcTBoM Poccuiickon depepaumm BknovaeT dpasy
"[JoKyMEHT nognuncaH anekTPOHHOM NOoANUCHI", HOMep cepTudmKaTa Krntodva SNEKTPOHHOM NoAnucK, haMmnmio, UMs, OT4ECTBO
Bnagenbua ceptudukaTa, CpoK AEUCTBUSA cepTudmKaTa Krova 3nekTpoHHou nognucu. OTMeTka o6 3NeKTPOHHOW MOoAnucu
MOXET BKMYaTb M3obpaxeHune repba, ambnembl opraHa BracTu (opraHvM3auun), TOBaApHOro 3Haka (3Haka obcnyXunBaHus)
OpraHv3aLun B COOTBETCTBUM C OENCTBYHOLLMM 3aKOHOAATENBLCTBOM.

lMpumep
OOKYMEHT MoOanvcAH
SNEKTPOHHOW NOONMWCERD
HanmeroBaHve CepTudiukat 1a11133a000000000011 H H. Hukonaes
AOMAKHOCTH Bnapeney, Hukonaes Hukonad HUKonasemd
OedicTertenes ¢ 01.12.2012 no 01.12.2017

5.24 TllevaTb 3aBepsieT NOAMMHHOCTb MNOAMUCWU AOMKHOCTHOMO nuua Ha AOKYMeHTaX, YOOCTOBEpSILWMX fpaBa nwu,
dukcupyrowmx ¢akTbl, CBA3aHHble C (PUHAHCOBLIMWM CpeacTBaMW, a Takke Ha MHbIX AOKYMEHTaX, npedycmaTpuBatoLLmx
3aBepeHune nognucy nevaTblo B COOTBETCTBUM C 3akoHogaTenbcTBoM Poccuickon degepaunn.

[okyMeHTbI 3aBepSAOT NevaTblo opraHusaumu. MNMevate NPOCTaBMSETCS, HE 3axBaTbiBag COOCTBEHHOPYYHOW Nognucy nuua,
noanucasLIero AOKYMEHT, unu B MecTe, 06o3HavyeHHoM "MIM" ("MecTo neuyatun").

5.25 OTmeTka 06 ncnonHuTene BkItoYaeT hamMnnuio, UM 1 OTYECTBO MCMONHUTENS, Homep ero TenedoHa. OTmeTka 06
ncnonHuTene MoOXeT AOMOMHATLCH HauMeHOBaHMeM AOMKHOCTW, CTPYKTYPHOrO MOApasdeneHusl U 3reKTPOHHbIM agpecoMm

ncnonHuTens.

OTtmeTka 06 ucnonHuTene OdI)OpMJ'IFIeTCﬂ Ha nuuesomn CTOPOHE nocrnegHero nucta gOoKyMeHTa OT rpaHuubl NeBoro nongd
unu, npun oTCyTCTBMN MECTa, Ha O60pOTHOIZ CTOpPOHE BHU3Y ClieBa.

lMpumep
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JabenunH MeaH AHapeeBWdY, KOHTpONLHOE yNpaeneHue, BeOYLLUWK CNeUWanucT
+7(495) 924-45-67, Zabelin@gov.ru

OTmeTka 06 ucnonHuTene MoXeT 0POPMISTECS KaK HWKHWUIA KONMOHTUTYM U nedaTaTbes LWpUdgToM MeHbLUIEro pasmepa.

5.26 OTmeTka O 3aBepeHuMU Konuv OPOPMISIETCA ONSA MOATBEPXAEHWS COOTBETCTBMSA KOMWM AOKYMEHTa (BbINMWUCKA W3
AOKyMeHTa) NOoANVHHMKY AoKyMeHTa. OTMeTka O 3aBepeHuM KOMvMu NpOCTaBnseTCcs MoA PeKBM3MTOM "MOgMMCh” M BKITHOYaET:
crnoBo "BepHO"; HaumeHoBaHWEe AOJMKHOCTW Nuua, 3aBEepuBLUErO KOMUIO; ero COOCTBEHHOPYYHYK MOAMUCH; paclumdpoBKy
noanucy (MHUUMansl, aMmunuio); aTy 3aBepeHnst Konun (BbINUCKU 13 JOKYMEHTA).

lMpumep

BepHo
MHcnekTop cnyxbbl Kanpos Moanuck M.0O. damunua
[ara

Ecnu konua Bblgaetca Ansa npeacTaBneHns B APYrylo opraHn3aumio, OTMeTKa O 3aBepeHur Konuu AOoNoNHAETCS Hagnmcbio
0 MeCTe XpaHeHUs1 AOKYMEHTa, C KOTOpOoro Gbina marotoBneHa konus ("TMognMHHMK OOKYMEHTa Haxooutcsl B (HAUMEHOBaHue
opraHusauumm) B gerne N ... 3a ... rog") n 3aBepsieTcqa nevaTbio opraHM3aLmu.

Ons npocTaBieHNA OTMETKN O 3aBepPeHNN KON MOXET UCNOJ1Ib30BaATbCA LUTaMI.

5.27 OTmeTka O NOCTYNJIEHUN OOKYMEHTa CNYXUT O5d noaTBepXXaeHus d)aKTa NOoCTynJiieHnA JOKyMeHTa B opraHunsauuio 1
BKINKOYaET AaTty NOCTyniieHnAa n BXOOALLNN peFI/ICTpaLLI/IOHHbIVI HOMEep OOKyMeHTa. I'Ipvl HeobXoaMMOoCTN OTMETKA O NOCTynJiieHnn
MOXET OO0NOJNTHATbCA YKa3aHeM BpeMeHU NOCTynieHnA B Yacax U MUHyTax 1 cnocoba goctaBku OOKYMEHTa.

OTtmeTka o NOCTyNJIeHUN OOKYMEeHTa MOXET NpOoCTaBNATbCA C NMOMOLUbIO WTamMmna.

5.28 Pesontouuns COOEpPXUT yKasaHue no WMCNOJIHEHUIO OOKyMeHTa. Pesontouus Od)OpMJ'lFIeTC‘iI Ha cBobogHOM MecTe
pa60qero nona AOKyMeHTa, Ha 6naHke pe3onwounn N  BHOCUTCA HenocpeacTBeHHO B CUCTEMY  3JIEKTPOHHOIo

AOKyMeHTooGopoTa.

Pesontounsi  BKMoYaeT: aMunuio, WHUUManbl  UCMOSNHUTENS  (UCMONHWTenNeid), MnopyyeHne Mo  AOKYMEHTY, npwu
HeoBGX0AMMOCTU - CPOK UCMOSTHEHWS], MOAMNMUCH NULA, BbIHECLLETO Pe30sIoLmMio, AaTy Pe3osioLnu.

lMpumep

Pamunua N.0.

Mpowy noarotoBuTe Npeanoxerna K 10.11.2016.
MNMognucek

[lata

5.29 OTtmeTka o KOHTpOIie CBUOETENbCTBYET O NOCTAHOBKE AOKYMEHTa Ha KOHTPOJ1b, NPOCTAaBMNAETCA LUTaMNoOM "KOHTpOJ‘Ib"
Ha BEpPXHEM nojie JOKyMEeHTa.

5.30 OTmeTka 0 HanpaBreHuM OOKYMeHTa B AeNo onpeaensieT MecTo XpaHeHust JOKYMeHTa nocrne 3aBeplueHns paboTbl ¢
HUM W BKMoYaeT: criosa "B geno", nHaekc gena no HOMeHKnNatype Aern, B KOTOpoe MnoMellaeTca OKYMEHT Ha XpaHeHue, C

yKasaHueMm roga, AOMMKHOCTU nvua, opopMUBLLErO OTMETKY, MOANUCH, AATbI.

lMpumep
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B neno Ne 01-18 3a 2016 .
3aB. 0TAENOM KOPNOpaTUBHLIX NPOEKTOB
[Nognuck [arta

OTtmeTka o HanpaBeHnn OOKyMeHTa B A€N1I0 MOXET AOONOSTHATbCA KpaTKMMu cBedeHUAMU O XapaKTtepe WCNOJIHEHUA
OOKyMeHTa.

6 BJIAHKU AOKYMEHTOB

6.1 [nsa unsrotoBneHusa 6naHkos gokymeHtoB cornacHo [OCT P 7.0.8 ncnonb3yetca 6ymara dpopmatos A4 (210x297 mm),
A5 (148x210 mMm); ons marotoBneHms GnaHkoB pesoniouunin ucnonesyerca bymara oopmato A5 (148x210 mm), A6 (105x148
MM).

Kaxgbln NUCT AoKyMeHTa, opopMneHHbIN Ha brnaHke unu 6e3 Hero, 4OMKEH UMETb MONSA He MeHee:

20 mm - neBoe;

10 Mm - npaBoe;

20 MM - BepxHee;

20 MM - HWXHee.

[okymeHTbl anutenbHbiX (cBbiwe 10 NeT) CPOKOB XpaHEHUST AOMKHbI MMETL NieBoe nosne He MmeHee 30 mm.

6.2 OpraHumsaumm ucnonb3yT OnaHkM LOKYMEHTOB, W3rOTOBMEHHbIE Ha OymMakHOM HocuTene (6GnaHkM LOKYMEHTOB
denepanbHbIX OpraHoB rocydapCTBEHHOW BracTu C BOcrnpou3BedeHmeM [ocygapcTBeHHoro repba Poccuiickon depepauun
N3rotaBnMBalTCA  nonurpauyeckumMn  nNpegnpuaTUsaSMK, UMEKLWUMKU  cepTudukatbl O  HanMuMM  TEXHUYECKMX U
TEXHOMOIMMYECKMX BO3MOXHOCTEN [N Ka4eCTBEHHOro W3roTOBMEHWs] YKa3aHHOro BuAa NPOAYKUUW), W/MMK 3NEeKTPOHHbIE
wabnoHbl 6riaHkoB. BnaHkyn Ha ByMaXKHOM HOCUTENE U 3NEKTPOHHbIE LWabnoHbl 6riaHKoB JOMKHbI BbITb MAEHTUYHBI NO COCTaBy

PEKBU3UTOB, NOPSAKY UX PACNONOXEHUS], FAapHUTYpaM LWpudgTa.

BrnaHkM OOKYMEHTOB Ha OyMaXHOM HocuTerne M 3MNeKTPOHHble LabnoHbl O6raHKoB M3roTaBnMBAOTCA Ha OCHOBAaHWM
MaKeToB OraHKoB, YTBEPXXAAEMbIX PYKOBOAWUTENEM OpraHu3aLuu.

BnaHkn oOKyMEHTOB crnefyeTt u3rotaBnmeatb Ha 6enon bymare nnu Gymare CBETNbIX TOHOB.

OneKTpOHHbIe LWabrnoHbl 6raHKoB JOKYMEHTOB AOMKHbI ObiTh 3aLLMLLEHbI OT HECAHKLMOHUPOBAHHBIX U3MEHEHNI.

6.3 bnaHku [OOKYMEHTOB OCOPMMSIOTCS B COOTBETCTBMU C npunoxeHnem b. OpreHTUPOBOYHbIE rpaHULbl  30H
pacnonoXeHusi PekBM3UMTOB 00O3HayeHbl NyHKTMpOM. Kaxpgasi 30Ha onpenensercs COBOKYMHOCTBIO BXOASILLIMX B Hee

PEKBU3NTOB.

6.4 B 3aBMCMMOCTM OT pPacrofioXeHVs1 peKBU3MTOB yCTaHaBnNMBaeTCs ABa BapuaHTa GrnaHkoB - yrroBow (puUcyHok B.1) n
NpoAonbHbIN (PUCYHOK B.2).

6.5 Peksuauntbl 01, 02, 03 pacnonaratoTcs Ha BepxHEM norne JoKyMeHTa Haf peksuantom 05 nocepeavHe 30HbI, 3aHATOM
3TUM PEKBUIUTOM.

Peksnant 03 MoxeT pacnonaratbcs crieBa Ha ypoBHe peksuauTa 05.

Peksunsuntel 05, 06, 07, 08, 09, 13, orpaHnuuTenbHbole oTMeTKM ana peksmsutoB 10, 11, 12 B npemenax rpaHuy, 30H
pacnonoXeHnsi peKBM3NTOB pa3meLLLaloTcs OA4HUM 13 crnocoboB:

- LUEHTPOBaHHbLIM (Hayano W KOHeL, KawdoW CTPOKM PEKBU3UTOB PaBHO yAaneHbl OT rpaHuL 30HblI PacronoXeHus
PEKBU3NTOB);
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- cbnaroBbiM (Kaxxgasi CTpoKa PEKBU3UTOB HAYMHAETCS OT JIEBOWN MPaHMLIbl 30HbI PACTIONOXEHUS PEKBU3UTOB).

6.6 YcTtaHaBnueatoTcsa cnegyoLve Buabl 6naHkoB JOKYMEHTOB OpraHn3auum:

- 00W KM BnaHk;

- BnaHk nNucbma;

- BriaHK KOHKPETHOro BUAa AOKYMEHTA.

HopmaTuMBHLIMM akTamMu OpraHuM3auuyM yCTaHaBNUBAKOTCA BUAblI NMPUMEHSIEMbIX ONaHKOB M MX pPasHOBUAHOCTU (OnaHk
nnucbeMa CTPYKTYPHOTO nogpasgeneHusi, tnaHk nucbma [OSMKHOCTHOMO nuua, GnaHk npukasa, GrnaHk pacrnopsbkeHusi, GnaHk
npoTtokona u ap.).

O6pa3subl 6naHKkoB AOKYMEHTOB NpMBEAEHLI B MPUOXeHUN b.

6.7 O6wun GnaHk ncnonb3yeTcsa Ang U3roToBneHns NodbiX BUOOB AOKYMEHTOB, KpOME AernoBoro (cnyebHoro) nucbma.

O6LWwmin BrnaHk B 3aBUCMMOCTM OT YYpeauTeNbHbIX JOKYMEHTOB OpraHn3aummn 1 foKarnbHbIX HOPMATBHBIX aKTOB BKIHOYaeT
pekBunantbl 01 (02 nnm 03), 05, 06, 07, 13 1 orpaHn4UTENbLHBIE OTMETKM Ana peksuantos 10, 11, 16, 17.

BnaHk nnucbma B 3aBUCMMOCTY OT y4peauTernbHbIX JOKYMEHTOB OpraH13auun 1 noKanbHbIX HOPMaTUBHBLIX akTOB BKIOYaeT
pekBnauntbl 01 (02 nnn 03), 05, 08, orpaHn4nTENbHBIE OTMETKM ANst pekBuaunToB 10, 11, 12, 15, 17. bnaHk nucbmMa CTPYKTYPHOrO
nogpasgeneHnss 4oNoNHUTENbHO BKNoYaeT peksmnanT 06, GnaHk nncbMa AOMKHOCTHOIO nuua - pekemaut 07.

BnaHK KOHKpeTHOro Buaa OOKYMEeHTa, KpOMe NucbMa, B 3aBUCUMOCTM OT yupeauTerbHbIX AOKYMEHTOB OpraHu3aumm u
nokKanbHbIX HOPMATMUBHbIX akToB BkNtovaeT peksmanTbl 01 (02 nnn 03), 05, 09, 13 1, npn HEOBXOANUMOCTU, OrPaAHNYUTENbHBbIE
OTMETKM ONna rpaHuL, 30H pacnonoxexus pekeusntoB 10, 11, 16, 17. BnaHKk KOHKPETHOrO BMAa AOKYMEHTA CTPYKTYPHOro
nogpasgeneHnst 4ONONHUTENbHO BKNoYaeT pekBmanT 06, GnaHk JOMKHOCTHOro nmua - peksnsut 07.

6.8 B opraHax Bnactu 1 opraHmsaumsix pecnyonuk Poccuickon ®egepaumm, NCNOMb3YIOWNX HApady C PYCCKMM S3bIKOM
KaK rocygapCcTBeHHbIM £3blkoM Poccuiickon ®epepauum rocyqapCcTBEHHbIN S3blK (TOCY4APCTBEHHbIE A3bIKM) pecnybnuk,
UCNonb3yTca GnaHKM OOKYMEHTOB Ha PYCCKOM $3blKE W rOCY4apCTBEHHOM si3blke (rOCY4apCTBEHHbIX A3blkax) pecnyonuk:
yrnoBble (pekBu3nTbl GraHka pacnonaralTcd Ha OOHOM YpPOBHE: Ha PYCCKOM fA3blke - CreBa, Ha rocy4apCTBEHHOM s3blke
(rocynapCTBeHHbIX S3blkax) pecnyonuk - cnpasa) unv NpoaonbHble (PEKBM3NTLI BriaHka Ha PYCCKOM si3blKe - CBEPXY, PEKBU3UTDI
GnaHka Ha rocyaapCTBEHHOM A3blke (FOCYOapCTBEHHbIX A3blKax) pecrnybnuk - Huxe).

[ns nepenuckM ¢ MHOCTPaHHBLIMU KOPPECNOHAEHTaMM MCMONb3yoT GrnaHku Ha ABYX S3blkaxX - PYCCKOM W aHITIMIACKOM
(pucyHok B.8) nnm MHOM MHOCTPaHHOM SA3bIKe.

(N3meHeHHas pepakums, U3m. N 1).

MpunoxeHune A
(cnpaBo4HoOe)

PACMOJIOXKEHUE PEKBU3NTOB HA TUTYJIbHOM JINCTE AOKYMEHTA
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HavwmeHoBaHWE OpraHn3aumm

[pwip cormacoBaHWA QoKYMEHTa [pwvdp yTEERAOSHWA QOKYMEHTA

HawmeHoBaHWe BHMOa JOKYMEHTA
3aronoBoK K TEKCTY

Mpudh COrNACOBAHMA AOKYMEHTA

MecTo cocTaeneHun (M3gaHws ) DOKYMEHTa — rog WagaHuA JOKYMEeHTa

PMcyHOK A.1 - PacnonoxeHue PEKBU3NTOB HA TUTYJTIbHOM JTUCTE OOKYMEHTa

MpunoxeHune b
(cnpaBo4Hoe)

CXEMbI PACMNOJNOXEHUA PEKBU3UTOB JOKYMEHTOB
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PucyHok B.1 - PacnonoxeHve pekBM3uTOB 1 rpaHuLbl 30H Ha popmate A4 yrrnosoro bnaHka
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PucyHok B.2 - PacnonoxeHne pekBn3mMToB 1 rpaHnLbl 30H Ha choopMmate A4 npodornbHOro dnaHka

NMpunoxeHne B
(cnpaBo4Hoe)

OBPA3L bl BITAHKOB JOKYMEHTOB
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Pocapxue

denepansHoe DIOMKETHOE YUYpEXaeHne
«BcepoCCMACKMIA HayYHO-MCCNENoBaTENLCKMH MHCTHMTYT
NOKYMEHTOBENIEHWA W apXMBHOTO flenax»

(BHULOAL)

Mockea

PucyHok B.1 - O6pasey obuiero 6naHka opraHMsauum
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Pocapxve

deaepantHoe DIOAXETHOE yUpeXaeHHe
«BcepoccMRCKMIA Hay4HO-MCCNenoBaTenbLCKWA
MHCTHTYT
NOKYMEHTOBEEHNA U apXUBHOIO Aena»

(BHUWMOAML)

MNpodbcoroaqan yn., a. 82, Mockea, 117393
Ten./dakc: (495) 7T18-78-74;
e-mail.-mail@vniidad.ru; http://www_ vniidad.ru
OKNO 02842708; Or'PH 1027700380795
WMHH/KIN 7708033140/7 71001001

Ma

Ha Ne oT

PucyHok B.2 - ObpaseL yrnosoro 6naHka nMcbma opraHm3aumm

Pocapxue

denepansHoe DIOMKETHOE YUpPEKAEHUE
«BcepoCcCMACKMIA HayYHO-UCCNENOBATENLCKWA MHCTUTYT
NOKYMEHTOBEEHUA M apXWMBHOID [iena»

(BHUKMOAL)

lNpodcoroznan yn., o 82, Mockea, 117393
Ten./dakc: (495) 718-78-74; e-mail.mail@vnidad.ru; http://www.vniidad.ru
OKMNO 02842708; OIr'PH 1027700380795; MHH/KIM 7708033140/771001001

Ne

Ha Ne oT
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PucyHok B.3 - ObpaseL npogonbHoro 6naHka nucbMa opraHnsauum

Pocapxuve

denepansHoe DIOMMETHOE yupeXaeHue
«BCcepoCCMHCKMIA HAaYYHO-UCCNenoBaTenbLCKMH MHCTUTYT
NOKYMEHTOBEMIEHWA U apXWBHOIO Aena»

(BHUMOAL)

NWPEKTOP
[Npodpcoto3Han yn., 4. 82, Mockea, 117393
Ten./dpakc: (495) 718-78-74; e-mail:mall@vniidad.ru; hitp://www vniidad.ru
OKMNO 02842708; OI'PH 1027700380795; MHH/KIM 7708033140/771001001

Ne

Ha Ne oT

PucyHok B.4 - O6pasey npogonbHoro 6naHka nucbma SOMKHOCTHOrO nnua
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CTtpanuua 26

Pocapxue

denepansHoe DIOIKETHOE YUpENAEHUE
«BcepocCUCKMIA HayYHO-CCNeNoBaTENLCKWA MHCTUTYT
NOKYMEHTOBENEeHWA U apXUBHOIO [lenax»

(BHUMLOAL)
OTPACINEBOW LIEHTP MOBbLILEHWA KBATTU®UKALIMA

lNpodpcooanan yn_, o 82, Mockea, 117393
Ten./dpakc: (495) 718-78-74; e-mail:mail@vniidad.ru; http://iwww.vniidad.ru
Ten /dakc (495) 718-79-38; e-mail.ocpk@vniidad.ru
OKIMO 02842708; OI'PH 1027700380795; MHH/KTIT 7708033140/771001001

Ne

Ha Ne or

PucyHok B.5 - ObpaseL, npogonbHoro 6naHka nucbma CTpyKTYpHOro noapasaeneHus
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Pocapxwve

denepansHoe DIOIKETHOE yYpexaeHe
«Bcepoccuitc kil HayuHO-UCCeloBaTENLCKUA MHCTUTYT
JIOKYMEHTOBEIEHUA M apXMBHOTO Aena»

(BHUALAL)
NMPUKA3

Mockea

PucyHok B.6 - ObpaseL, bnaHka KOHKPETHOTO BAa OKYMEHTa opraHm3aumm

Pocapxue

denepansHoe BIOMHETHOS YUpEXAEHUE
«BCcepoCCMICKMA Hay4YHO-UCCNeNoBaTENBLCKMA MHCTUTYT
OOKYMEHTOBEEHWA W apXMBHOIO [lena»

(BHUMOAL)
AUPEKTOP

PACNOPHEHWE

Mocksa
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