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6 M3OAHUE (deBpanb 2019 r.) ¢ 3meHennem N 1, yTBepxaeHHbIM B Mae 2018
r. (NYC 7-2018)*

*

HacTtosilwee wu3gaHue 3amMeHsieT Bce npeabliaywme usgaHus OaHHOro
cTaHgapra.

lpasuna npumeHeHuUsi Hacmosiw,e2o0 cmaHdapma ycmaHo8rieHbl 8 cTatbe 26
depnepanbHoro 3akoHa ot 29 uioHa 2015 r. N 162-®3 "O cTaHgaptmsaumm B
Poccurickon Pegepaunn" . MHpopmayuss 06 UBMEHEHUSIX K Hacmosuemy
cmaHOapmy rnybrnukyemcsi 8 exxe200HOM (1o cocmosiHuUto Ha 1 sHeaps meKyuw,e2o
2o0a) UuHopmayUOHHOM ykaszamersne "HayuoHarnbHble cmaHOapmel”, a
opuyuarnbHbIi MeKcm  U3MeHeHUlU U T[ornpasok - 8  eXeMeCcsiHHOM
UHbopmayuoHHoM yKkasamerne "HayuoHarnbHble cmaHdapmebl". B criyyae
rnepecmompa (3ameHnbl) unu OMMEeHbI Hacmosiuje2o cmaHdapma
coomeemcmaeyruiee yeedomreHue bydem orybriukogaHo 8 briuxxaliuem 8birycKe
eXEeMEeCSYHO20 UHGOpMayUOHHO20 yKazamens "HauyuoHarnbHble cmaHOapmabi”,
Coomeemcmeyrowas uHpopmayusi, yeedoMrieHUe U mMeKCmbl pa3Mew,aromcs 8
UHghopMayUuoHHOU cucmeme obuje20 rosib3oeaHusi - Ha oguyuarbHOM caltime
®eldeparibHO20 azeHmemea Mo MexHU4eCKoOMy peayriuposaHuro U Memporioauu 8
cemu UlHmepHem (www.gost.ru)

1 O6nactb NnpuMeHeHus

HacToawmin cTaHgapT pacnpocTpaHaeTca Ha OpraHn3aLnoHHoO-
pacnopsaguTenbHble OOKYMEHTbI: YCTaBbl, MOMOXEHWs, MNpaBwuna, WHCTPYKLMM,
pernamMeHTbl, MOCTAHOBIIEHUS, PACMOPSPKEHUS, NPUKa3sbl, PEeLUeHUsi, MPOTOKOSbI,
AOroBOpbl, akTbl, MUCbMa, CrpaBkM WU Ap. (Qanee - OOKYMEHTbl), B TOM 4ucne
BktodeHHble B OK 011-93 "OB6LepOCCUMACKUA KracCudmKkaTop yrnpaBrieH4YeCcKon
pokymeHTauun" (OKY ), knacc 0200000.

HacToswmin ctaHgapT onpegensieT cocTaB PeKBM3UTOB JOKYMEHTOB, MpaBuna
nX OGOPMISIEHNSA, B TOM 4YMCE C NPUMEHEHMEM WMHEPOPMALMOHHBIX TEXHOSOMN;
Buabl OraHKoOB, COCTaB PEKBM3UTOB GNMaHKOB, CXEMbl PACMONOXEHUS] PEKBU3UTOB
Ha [OOKyMeHTe; oOpa3ubl 6naHKoB; npaBuna co3gaHusa AOKYMEHTOB. [lonoxeHus
HacToALWEro cTaHgapTa pacrnpoCTPaHATCA Ha [LOKYMEHTbl Ha OymaxHOM W
SJIEKTPOHHOM HOCUTESSX.

2 HopMmaTuBHbIE CCbISIKN
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B HacTosiLeM cTaHgapTe MCNOMb30BaHbl HOPMATUBHbBIE CCbISIKM Ha criegyowme
CTaHOapThbl:

[OCT P 7.0.8 Cuctema ctaHgaptoB no wuHdopmauuu, 6ubnmorevyHomy u
nspatensckomy geny. [lenonpov3BoacTBO M apxXMBHOE [Aefio. TepMuHbl U
onpeaenexuns

[OCT P  WCO 15489-1 Cwuctema cTaHgaptoB Mo  wmHdopMauum,
GubnmotedHoMy ¥ u3gatenbckoMy geny. YnpasneHue AokymeHtamu. O6ume
TpeboBaHus

MpumevaHne - [NpyM NONb30BaHUM HACTOAWMM CTaHA4APTOM LenecoobpasHo
NpoBEPUTb AENCTBME CCbISIOMHbIX CTaHA4apTOB B MHAOPMAaLMOHHON cucTeme
obLlero nonb3oBaHUA - Ha odwmumanbHoMm cante depepanbHOro areHTCTBa Mo
TEXHUYECKOMY pPerynMpoBaHnio 1 METPOSIOrnN B CETU MHTEPHET 1nn no exerogHoMy
MHPOpMaUMOHHOMY  yKasaTernto  "HauuoHanbHble — cTaHgapTbl",  KOTOPbLIW
onybrnmMkoBaH MO COCTOSHMIO Ha 1 sHBapsA Tekywero roga, M Mo BbiNycKkam
eXeMeCsYHOro MHGOPMAaLMOHHOIO ykasaTena “"HauuoHaneHble cTaHgapThl" 3a
Tekyumn rof. Ecnm  3amMeHeH CCbIfIOYHBLIA  CTaHOapT, Ha KOTopblM  AaHa
HegaTMpoBaHHAs CCbIflka, TO PEKOMEHOYeTCA WCMoNnb30oBaTh AENCTBYHOLLYHO
BEpPCUIO 3TOrO0 CTaHgapTa C Y4YEeTOM BCEX BHECEHHbIX B [aHHYK BeEPCUIO
M3MeHeHnn. EcCnM 3aMeHeH CCbIfIOMHbIA  CTaHgapT, Ha KOTOopbI  [aHa
AaTMpoBaHHasi CCblfika, TO PEKOMEHAYETCS WCMNoMb30BaTb BEPCUIO ITOro
CTaHdapTa C YKa3aHHbIM Bbllle roAoM yTBepxaeHus (NpuHATKs). Ecnn nocne
YTBEPXKOEHMS HACTOALLEro CTaH4apTa B CChISIOYMHbIM CTaH4apT, Ha KOTOPbIA AaHa
AaTvpoBaHHasi CChblifika, BHECEHO W3MEHeHMe, 3aTparmBarolliee MnosiokeHne, Ha
KOTOpOe JaHa CChbifika, TO 3TO MOSIoXKeHNe peKoMeHayeTcs NpuMmeHaTb 6e3 yyeTa
OAHHOIO M3MeHeHusa. Ecnm cCbINoyHbIA CTaHOapT OTMeHeH 6e3 3ameHbl, TO
NOSIOXKeHMEe, B KOTOPOM [iaHa CChifika Ha Hero, pekoOMeHAyeTCcAa NPUMEHSTb B YacTy,
He 3aTparnBaroLLen 3Ty CCbISIKY.

3 O6wue TpebOBaHUA K CO34AHUIO
AOKYMEHTOB

3.1 [JlokyMeHTbl MOryT co3gaBaTbCsi Ha ByMaKHOM HocuUTerie U B 3NeKTPOHHOM
dopme ¢ cobnogeHnemM ycTaHOBMEHHbIX NpaBun 0OpPMIEHUst JOKYMEHTOB.

3.2 lMpu co3gaHnmM [OOKyMeHTa Ha AOBYyX M 6Gornee cTpaHuuax BTOpPYD W
nocrieayrowme cTpaHuL bl HYMepyHoT.

Homepa cTpaHuy npocTaenalTca nocepeauHe BepxXHero nonsd AoKyMeHTa Ha
paccTosHUN He MeHee 10 MM OT BEpXHero Kpas nucTa.

[onyckaetca co3gaHue [LOKYMEHTOB Ha IMueBOM M OBOPOTHOM CTOpPOHax
mucta. [Npyv OBYCTOPOHHEM CO34aHWM [OKYMEHTOB LUMPUHA feBOro nomns Ha
NMUEBON CTOPOHE NUCTa U NpaBoro nossi Ha 06OPOTHON CTOPOHE NMUCTa AOSMKHbI
ObITb paBHbI.

3.3 [Ona cosgaHusa [OKYMeHTOB HeobxoguMMo wucnonb3oBaTb CcBOHGOAHO
pacnpocTpaHsieMblie 6ecnnaTtHble LWpUThI.

Ons  odopMneHnss OOKYMEHTOB PEKOMEHOYETCHA WCMNONb30BaTh pasMepbl
wpwndprto N 12, 13, 14.

Mpn cocTaBneHun Tabnuy [OMNycKaeTCA WCMNonb30BaTb LUPUGITbl MEHbLLMX
pa3MepoB.

(M3meHeHHas pegakums, Mam. N 1).
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3.4 AB3aLHbIN OTCTYN TeKcTa AOKyMeHTa - 1,25 cm.
3aronosku pasgesnos v nNogpasgesnos nevartawTcsa ¢ ab3auHbiM OTCTYNOM Unn
LEeHTPUPYIOTCA MO LUMPUHE TeKCTa.
MHOroCcTpoYHbIE PEKBU3UTLI NEYaTanTCsa Yepesd OANH MEXCTPOYHbIA NHTepBarn,
COCTaBHble YacTU PEKBU3UTOB OTAENAIOTCS AOMOSTHUTESbHLIM MHTEPBASIOM.
TekcT gokymeHTa nevyataetcs vyepes 1-1,5 MeXCTPOUHbIX MHTepBana.
Ecnm OOKyMEHT roToBUTCS ANA U3O0aHUs C YMeHblueHueM Maclutaba, TekcT
neyataeTcs Yyepes ABa MHTepBarna.
NHTepBan mexay 6ykBamm B CrioBax - 06 bIYHBbI.
NHTepBan mexay crioBamu - oauH npobern.

3.5 TekcT OOKyMeHTa BblpaBHMBAETCS MO LWMPUHE nnucTa (No rpaHyLam nesoro u
NpaBoro nonen AoKyMeHTa).

AnnHa camon [ASMHHOM CTPOKU pekBu3uTa Mnpu  YIroBOM  PacnofioXeHUn
pPEKBU3NTOB He Bonee 7,5 cm.

[AnvHa camon OfMHHOM CTPOKUM PeKBU3MTa MNpu NPOAOSIbHOM PaCMOSIOKEHUN
peKBM3nNTOB He 6onee 12 cwm.

3.6 HopmaTmBHbIMM aKTamn oOpraHuM3auum MOXeT ObiTb NpPeaycMOTPeEHO
BblOerneHne pekBmM3nToB "agpecart”, "3aronoBok K TekcTy" nnu "nognucek”, a Takxe
OTAenNbHbIX parMeHTOB TEKCTA MOMY>XUPHbLIM LLPUGTOM.

3.7 HopmaTuBHble aKkTbl oOpraHuM3auun, a TaKxe WHble MHOroCTpaHUYHbIE
AOKYMEHTbl  MOryT OdOPMIIATECA C  TUTYIbHbIM  JIMCTOM. TUTYMbHBIA  NIUCT
AOKYyMeHTa 0popMIseTcs B COOTBETCTBUU C NPUNOXeHnem A.

4 PeKBN3NTbI AOKYMEHTA

MNpn noarotoBke W OQOPMIIEHUN OOKYMEHTOB MWCMOMb3YHT PEKBUSUTHI,
onpegeneHnst kKotopbix npueeaeHsl B [OCT P 7.0.8.

01 - repb (locymapcTtBeHHbIn repb Poccuiickon depepauun, repd cybbekTa
Poccuinckon  ®depepaumm, repb (repanbguMyecKuini  3HaK)  MyHMLMMNANbHOMO
obpasoBaHus);

02 - ambriema;

03 - ToBapHbIN 3HaK (3HaK obcnyxmBaHus);

04 - koa opMbl JOKYMEHTA;

05 - HaumeHoBaHWe opraHM3aLmm - aBTopa LJOKYMEHTa;

06 - HaumeHoBaHWe CTPYKTYPHOrO NoApasfesieHnst - aBTopa LOKYMEHTa;
07 - HaumeHoBaHWe OOMKHOCTU N1La - aBTopa AOKYMEHTa;

08 - cnpaBoYHbIE AaHHbIE 06 opraHM3auuu;

09 - HaumeHoBaHWe BUOA LOKYMEHTA;

10 - paTa OOKYMEHTa;

11 - perncTpauoHHbIN HOMEpP LOKYMEHTA;

12 - ccblfika Ha perycTpaLMoHHbI HOMEP M AaTy NOCTYNMBLLENO JOKYMEHTA,;
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13 - MecTo cocTaBneHus (M3gaHns) AOKYMEHTa;
14 - rpud orpaHn4eHna 0OCTyna K JOKYMEHTY;
15 - agpecar;

16 - rpud yTBEPXKOEHNS LOKYMEHT3;

17 - 3arofioBOK K TEKCTY;

18 - TEKCT AOKYMEHT3;

19 - OTMETKa O NPUIoXeHuu;

20 - rpudp cornacoBaHUsa OOKYMEHTA;

21 - BM3a;

22 - noanuce;

23 - oTMeTKa 06 3NIEKTPOHHOW NOANMUCH;

24 - neyatb;

25 - oTMeTKa 06 UCMONHUTENE;

26 - OTMETKa O 3aBEPEHUN KOMNUK;

27 - oTMeTKa O NoCTYNIEHNN JOKYMEHT3;

28 - pesonouus;

29 - OTMeTKa O KOHTpOrie;

30 - oTMeTKa 0 HanpaBneHun JOKYMeHTa B Aeno.

5 OcbopmneHne peKkBN3INTOB AOKYMEHTOB

5.1 Tep6 (FocypapcTteeHHbi repb Poccuiickon depepauun, repd cybbekTa
Poccuinckon  ®depepaumm, repb (repanbguMyecKuin  3HaK)  MyHMLMMNANbHOMO
obpa3oBaHus) BOCMPOU3BOAUTCA Ha OraHkax AOKYMEHTOB B COOTBETCTBUM C
denepanbHbIM _KOHCTUTYLIMOHHBLIM 3akoHOM OT 25 agekabps 2000 r. N 2-OK3 "O
locynapcTBeHHOM repbe Poccuinckon depepaumn”, 3akoHogaTENbHLIMA U UHBIMA
HOpMaTUBHLIMM MpPaBOBbLIMM akTaMu cybbekToB Poccuiickon dPegepauum u
HOPMaTUBHbLIMW aKTaMMn OPraHOB MECTHOro CaMoynpaBfeHust.

N3obpaxeHne repba (locypapctBeHHoro repba Poccuiickon Penepauum,
repba cybbektra Poccumnckon depepauun, repba (repanbanHeckoro 3Haka)
MyHULMNanbLHOro obpasoBaHKs) NOMeLLaeTCcsl nocepeamHe BepxHero nons oraHka
AOKyMEHTa Haf, peKBU3NTaMM OpraHu3auum - aBTopa AOKyMeHTa Ha paccTosiHim 10
MM OT BEPXHErO Kpas nicTa.
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5.2 Ombnema opraHusauum, paspaboTtaHHasa n yTBEPXKOEeHHas B YCTaHOBIIEHHOM
nopsigke, pasMeLlaeTcs B COOTBETCTBMM C HOPMATMBHBIMU NPABOBLIMW aKTamMn Ha
GnaHkax: OOKYMeHTOB defeparibHblX OpraHoOB roCcyapCTBEHHOM BriacTu (3a
MCKMIOYEHMEM CrydaeB, MpegycMaTpuMBaloLLMX MCMNOMb30BaHWE U300paxeHus
lNocynapcTtBeHHoro repba Poccunckon Penepaunn), TepputopuanbHbIX OpraHoB
degepanbHbIX  OpraHOB  rOCYQapCTBEHHOWM  BIaCTW, FOCYOQaApPCTBEHHbIX U
HerocyaapCTBEHHbIX  OpraHu3auun. WsobpaxeHne ambrnemMbl MNoOMeLaeTcs
nocepeavHe BepxHero nomns 6raHka AOKyMEHTa Hag PEKBM3UTaMWM OpraHmM3aumm -
aBTOpa JOKYMEHTa Ha paccTosiHum 10 MM OT BEpPXHErO Kpasi NincTa.

5.3 ToBapHbIn 3HaK (3HaK OOCNYXMBaHWS), 3apeErMcCTpMpPOBaHHbIA B
YCTaHOBJIEHHOM 3aKOHOOATENbCTBOM MOPsiAKE, BOCMPOM3BOAUTCS Ha OnaHkax
opraHu3auui B COOTBETCTBMM C YyCTaBOM (NonoxeHuvem o6 opraHusaumm).
N306paxeHrne ToOBapHOro 3Haka (3Haka ob6Cny}vBaHMs) NOMeLaeTcsl nocepenmHe
BEpXHero nons OnaHka OOKYMEHTa Hag PeKkBU3MTaMU OpraHuM3aumm - aBTopa
AOKYMEHTa U crieBa Ha ypoOBHE HAaMMEHOBaHWUSI OpraHM3aLum - aBTopa OKyMeEHTa
(monyckaeTcs 3axBaTbiBaTb YacTb JIEBOroO Noss).

Hapsgy ¢ ToBapHbIM 3HaKoM (3HaKoM 06CnyvBaHMsA) Ha GraHkax 4OKYMEHTOB
MOXET yKa3blBaTbCs KOMMepYeckoe 0603HaYeHMe PUaNYECKOro nmLia.

5.4 Kopg dopmbl OOKYMEHTa MNPOCTaBnseTca Ha YHUGMUMPOBAHHbLIX ¢hopmax
O OKYMEHTOB B COOTBETCTBUM c OBLIEPOCCUMIUCKNMM  KnacCUdMKaTOPOM
ynpaeneHyeckon gokymeHtaumm (OKY[l) wnmM rnokanbHbIM KrnaccudmkaTopom,
pacnonaraeTca B npaBOM BepxHeEM yrry paboyero nons AOKYMEHTa, COCTOUT U3
crnoB "®opma no" (HanmeHoBaHWe KnaccugumkaTopa) 1 LnpoBOoro Koaa.

lpumep

dopma no OKY[ 0211151

5.5 HanmeHoBaHve opraHmsaumm - aBTopa AOKYMEHTa Ha OnaHke AOKyMeHTa
OOIMKHO COOTBETCTBOBAaTb HaMMEHOBAHMIO IOPUONYECKOro uua, 3akpensieHHOMY B
ero yuypeautenbHbIX AOKYMeHTax (ycTaBe wunm nonoxeHwuum). Nog HavmeHoBaHMEM
opraHmsauum B ckobkax ykasblBaeTCsl COKpaLleHHOe HavMeHOBaHWe opraHusauuu,
€CI1 OHO NPEAYCMOTPEHO YCTaBOM (MOSIOKEHNEM).

Hag HaumeHoBaHveM opraHusaumm - aBTopa JOKYMEHTa yKa3blBaeTCsl NOrHoe
WM COKpaLLEHHOE HAaUMEHOBaHWE BblLLECTOSLEN opraHu3auum (Npy ee Hanmyumm).

5.6 HanmeHoBaHWe CTPYKTYpHOro noapasfeneHns - aBtopa AOKyMeHTa (B TOM
yucne dmnunana, oTAEeneHus, npeacTaBUTENLCTBA, KonnernarnbHoro,
coBeLaTeNnbHOr0 UM MHOro opraHa) ucnomnb3yetcs B GrnaHkax nucem u GnaHkax
KOHKPETHbIX BWOOB AOKYMEHTOB COOTBETCTBYIOLLMX MOAPa3deneHnn (opraHoB) B
COOTBETCTBMM C JIOKarbHbIMW HOPMATUBHbIMM aKTaMM W yKasbiBaeTcsl nop
HaMMEHOBAHWEM OpraHu3aLmu.
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5.7 HanmeHoBaHWe OOSKHOCTU nMua - aBToOpa OOKYMEHTa WUCMOfb3yeTcs B
GnaHkax OOSMKHOCTHBIX NUL U pacrnoriaraeTcs nog HaMMeHOBaHWEM OpraHum3auunm
UMM HaMMEHOBAHWEM Tepputopun (Kpasi, obrnacTtn, aBTOHOMHOM obnacTtu v ap.),
ecnM OOKYMEHT u3gaeT pykoBoauTENb opraHa Briactu cybbekta Poccuiickon
depepauunn, MyHuumnansHoro obpasoBaHus. HanmeHoBaHMe OOSMKHOCTM nvua -
aBTOpa [OKyMeHTa YyKasblBaeTCAd B COOTBETCTBMM C  HaMMEHOBaHMEM,
npvBeLeHHbIM B pacnopsanTenibHOM AOKYMEHTE O Ha3HaY€eHUN Ha JOIMKHOCTb.

5.8 CnpaBo4Hble AaHHble 06 opraHM3auuun ykasblBaloTCs B OnaHkax nucem u
BKMIOYAKOT: MOYTOBbLIA agpec opraHusauum (QOMOSIHUTENbHO MOXET YyKasblBaTbCs
agpec MecTa HaxOXOeHUs puauYecKoro nuua, ecrnm OH He CcoBnagaetr C
NOYTOBbIM afpecoM); Homep TenedoHa, dakca, agpec IMNEeKTPOHHOW MOoYThI,
ceTeBOW agpec.

B cocTaB cnpaBOYHbIX [AaHHbIX, 3@ WCKIOYeHMeM OnaHKOB [OKYMEHTOB
OpraHoOB  roCydapCTBEHHOW BriacTW, OPraHOB MECTHOr0 CamoyrnpaBrieHus,
BKNOYAOTCA:  Kog — opraHm3auum  no OBLIepocCcUmnckomy  KraccudmkaTopy
npeanpuatn _ wn  opradmnsaumn _ (OKIO),  OCHOBHOM  rocyaapCTBEHHbIN
permcTpaumoHHbii Homep opraHusauum (OMPH) n naeHTndmkaumoHHbIA HOMEpP
HanoronnaTtenbLmKa/kog NpU4nHbl NOCTaHOBKM Ha Hanorosbln y4eT (MHH/KTMM).

5.9 HaumeHoBaHue BuMOa OOKyMeHTa yKasblBaeTCA Ha BCeX AOKYMeHTax, 3a
NCKIIOYEeHeM AeroBbix (CnyxebHbIX) nucem, pacnornaraercs nog pekBusMTamu
aBToOpa AOKYMEHTa (HavMeHOBaHMEM OpraHu3auun, HaMMeHOBaHUEM CTPYKTYPHOrO
nogpasaenenns, HaMeHoBaHWeM JOSMKHOCTH) (CM. pUCYHOK B.6).

5.10 [ata p[okymeHTa CcOOTBETCTBYeT paTe noanvucaHus (yTBepxaeHus)
AOKYMeHTa unn paTte cobbiTvs, 3adMKCUPOBAHHOIO B LOKYMEHTEe. [JOKyMeHTbI,
n3gaHHble ABYMSA Unn 6onee opraHn3aumsamMmn, 4OMMKHbI UMETb OOHY (€4WHYH0) Aarty.

[ata [okymeHTa 3anvcbiBaeTcsl B MOCMEeAoBaTENbHOCTM - [AeHb Mecsaua,
MecsL, rog - O4HUM U3 ABYX CMOCOOOB:

apabckmummn undppamm, pasaeneHHbimm Toukon: 05.06.2016;

CINOBECHO-LU(poBLIM cnocobom, Hanpumep: 5 noHa 2016 .

5.11 PerucTtpauuoHHbIA HOMEP [OOKYMEHTa - UuudpoBOAn MM OyKBEHHO-
UMdPOBON MOEHTUGMKATOP [OOKYMEHTA, COCTOSAWLMIA U3 MOPSLKOBOro HoOMepa
AOKYMEHTa, KOTOpbIW, MO YCMOTPEHUIO OpraHuM3auuu, MOXEeT AOMOSHATLCA
UMpPOoBLIMM MMM OYKBEHHBbIMW  KOgamMu  (MHOEKcamMuM) B COOTBETCTBUM C
Mcnonb3yeMbiMM  Krnaccudgumkatopamu (MHOEKCOM Aena Mo HOMEHKNnaType pnen,
KOOOM KOppecnoHAeHTa, KO4OM AOSMKHOCTHOro nvua v ap.).

Ha QokymeHTe, COCTaBneHHOM COBMECTHO ABYMSI M ©onee opraHu3auusimu,
NPOCTaBMATCS PErMCTPaLMOHHLIE HOMEPA LOKYMEHTA, NMPUCBOEHHbIE KaXKOOWN U3
opraHusauun. PerncTpaumoHHble HoMepa OTAENATCA APYr OT Apyra KOCOW YepTomn
M MPOCTaBMAOTCA B MOpPsSAKe YKasaHus aBTOPOB B 3arofloBOMHOM 4acTu WIn
npeambyne JOKYMEHTa.

5.12 Cchbifika Ha perMcTpaLmoHHbIA HOMEP M AaTy NOCTYNUBLLEro LOKYMEHTa
BKIOYAET perncTpaunoHHbIN HOMEP 1 AaTy BXOAALLEro MHULMaTUBHOTO JOKYMEHTA,
Ha KOTOpbI/ JaeTcH OTBeT.
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5.13 MecTto cocTaBneHus (M3gaHus) AOOKYMEHTaA YyKasblBaeTCs BO BCEX
AOKYMeHTax, Kpome pferoBbiXx (CnyxebHbIX) nuMceM, a Takke [JOKNagHbIX,
CNyxeOHbIX 3annMCcoK U  ApPYrMX BHYTPEHHUX  MHEOPMALMOHHO-CNPaBOYHbIX
OOKYMEHTOB.

MecTo cocTaBreHus (U3gaHusl) AOKYMeEHTa He yKasblBaeTCd B TOM Criyyae,
€CnM B HaMMEHOBaHUW OpraHu3auuM npUCYTCTBYET YyKasaHue Ha MeCcTo ee
HaxoxaeHus. MecTo cocTaerneHus (U3gaHusl) [OOKYMEHTa yKasblBaeTcs B
COOTBETCTBUMN C NPUHATLIM aAMUHUCTPATUBHO-TEPPUTOPUATIBHBIM AENEHNEM.

5.14 Tpud orpaHnyeHus JocTyna K OOKYMEHTY MPOCTaBAETCH B MpaBOM
BEPXHEM YrTy NepBOro nMcTa AoOKyMeHTa (MpoekTa AOKYMeHTa, CONPOBOANUTENBHOMO
nMcbMa K OOKYMEHTY) Ha rpaHuue BepxXHero nofs Mnpu HanMyuunm B [OKYMEHTe
MHopMaLLMK, JOCTYN K KOTOPOW OrpaHNYeH B COOTBETCTBUM C 3aKOHOOaTENbLCTBOM
Poccurckon denepaunn.

Bugbl ncnonb3yembix B OpraHu3auum rpudpoB orpaHNYeHns 4ocTyna OOSDKHbI
COOTBETCTBOBaTb 3aKOHOOATENbHbIM U WHBbIM HOPMAaTMBHbLIM MPaBOBLIM aKTam
Poccuickon ®epgepaumm 1 4ormkHbl 6bITb 3aKkpenneHbl B flOKarnbHbIX HOPMaTUBHbBIX
akTax. B coctaB rpudpa orpaHnyeHus pgoctyna K o JOKYMEHTY  BXOOuT
orpaHnduTenbHas Hagnueb ("Ons cnyxebHoro nonb3oBanHus", "KoHdwmaeHunansHo",
"Kommepyeckas TamHa" wunuM Op.), KoTopad MOXeT [OMOfHATbCS HOMEpPOM
ak3emMnnapa [OOKyMeHTa W [ApyrMMW  CBEOeHUsMW B COOTBETCTBUM  C
3akoHogatenbcTBoM Poccuinckon depepavmn.

lMpumep

Kommepyeckan TarHa
JK3. Neo 2

5.15 AgpecaT ucnonb3yetcsa npu ooOpMIIEHMN OENOBbIX (CNYy>XEOHbIX) NMcem,
BHYTPEHHUX MH(POPMALMOHHO-CNPAaBOYHbLIX OOKYMEHTOB (OOKNaAHbIX, CryXebHbIX
3anucok u ap.).

AgpecatoM  OOKymMeHTa  MoxeT  OblTb  opraHusauusi,  CTPYKTYpHoOe
noapasaeneHne opraHnsaunm, JOIPKHOCTHOE Ui msnyeckoe nnuo.

PekBusnt "agpecat" npocTaBnsieTcss B BEpXHeW nNpaBon YacTu OOKYMeHTa (Ha
GnaHke C yrnoBbIM pacnosioKEHMEM PEKBM3UTOB) MM CrpaBa Mog pPeKBU3UTaMKU
6GnaHka (Npy NPoLONbHOM PacnoSIOXKEHUN PEKBU3UTOB OriaHka). CTpOKM pekBuauta
"agpecat" BblpaBHMBAKOTCA MO JIEBOMY Kpakw WM LEHTPYTCA OTHOCUTESbHO
CaMoWn OSIMHHOW CTPOKMW.

MNpn agpecoBaHMM OOKYMEHTa PYKOBOAWUTEMIO (3aMecTUTEnto pykoBoauTEns)
opraHM3aumM YykasblBaeTCs B [aTefbHOM Mnagexe HavMeHOBaHue [OOIPKHOCTU
pykoBoguTens (3aMecTutens pPyKoBOAWUTENs), BKIYawLwee HauMmeHOoBaHue
opraHmsauum, aMmmnuio, HULManbl LOSMKHOCTHOIO nmua.

lMpumep



Pykoeogutenio denepankHoro
AapXWBHOIO areHTcTBa
damunua N.0.

|_|pl/l agpecoBaHnn nMnMCbMa B OpraHn3auunto yKa3blBaeTCA €€ MNoJfiHoe WIn
COKpaLleHHoe HanMeHoBaHne B MMEHUTESIbHOM Nnagexe.

lpumep
PefnepankHOe apXUBHOE
areHTcTBO
WK
Pocapxwe

Mpn agpecoBaHnM OOKYMEHTA B CTPYKTYpPHOE noapasferieHne opraHusauumn B
pekBu3nTe "agpecaT" yKasblBaeTCAd B WMEHUTENbHOM Magexe HauMeHoBaHue
opraHun3auumn, HUxe - HaMMeHOBaHUe CTPYKTYPHOro nogpasaeneHust.

lpumep

denepansHoe apXMBHOE
areHTCcTBO

Otnen rocynapcTBEHHOW
cnyxObl, KaapoB W Harpag

Mpn appecoBaHuMM NUCbMa PYKOBOAWUTEMO CTPYKTYPHOrO noapasgeneHus
YKa3blBaeTCA B WMEHUTENbHOM Mafexe HavMeHOBaHWe OpraHusauun, Huxe - B
AaTenbHOM nagexe HavMMeHOBaHWe [AOSMKHOCTU PYKOBOAMUTENH, BKMKOYaroLlee
HauMeHoBaHVe CTPYKTYPHOro nogpasaeneHus, damnnuio, MHMLmarnsi.

lMpumep

AO «[lpohmnb»

PykoBoaMTENKD AOMOBOPHO-
nNpaBoBOro oTaena
Pamunua N.0.
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Mepen hammnuen 4OMKHOCTHOIO N AONYyCKaeTcsa ynoTpebnsaTb CokpalleHme
"r-Hy" (rocrnogwuHy), ecnun agpecaTr MyxuuHa, unm "r-xe" (rocnoxe), ecnu agpecart
YKEHLLMHA.

lpumep

r-vy ®amunma .0
MK
r-#e ®amunna N.0.

Mpn paccbinke [OKYMEHTa rpynne opraHusauui OAHOro Tuna wm B
CTPYKTYpHblE noapasdeneHnuss OA4HOM OpraHm3auumM agpecaTt  yKasbiBaeTcs
0000 LLeHHoO.

lpumep

PykoBoauTenamM OoYepHUX
obuects AO «lpodunb»
MK
PykoBoauTenam ynpaeneHum
Pocapxuea

[Mpn paccbinke [OKyMeHTa He BCEeM OpraHmsauusM WM CTPYKTYPHbIM
noapasgeneHnsiMm nog peksusntoMm "Agpecat" B ckobkax ykasbiBaetcs: "(no
Cnuncky)".

lpumep

PykoBoauTenam QouepHUx
obuwects AO «lNpodunb»
(no cnKcky)

B ogHOoM pokymeHTe He AormkHO ObiTb Gonee uyeTbipex agpecartoB. Crnoso
"Konusa" nepen BTOpbIM, TPETbUM, YETBEPTbLIM agpecaTtaMmu He ykasbiBaeTcs. [lpu
Bornblwem KonuMyecTBe agpecaTtoB COCTaBMAETCA CMUCOK (NMCT, ykasaTterb)
pacCbIfiKM OOKYMEHTA, Ha KaXdoM [OOKYMEHTEe yKasblBaeTCs OAMH agpecaTr uiu
agpecat ogopmnseTcsa 0606 LWeHHO.

B cocTaB pekBusuta "Agpecar” MoxeT BXOAUTb NMOYTOBLIA agpec. OSIEMEHTbI
MOYTOBOrO ajpeca YyKasblBalOTCA B MNOCMe4oBaTeNbHOCTW, YCTaHOBIIEHHOW
[paBunamuv _okasaHWa ycryr MNOYTOBOW CBSA3M, YTBEPXOEHHBIMU NPUKA30M
MuHUCTepcTBa CBA3W Y MacCcOoBbIX KOMMYyHUKaumn Poccurickon Penepauum ot 31
nona 2014 r. N 234.

lMpumep
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BcepocCcHMHCKMA HAYy4YHO-
MCCNenoBaTenbCKMA MHCTUTYT
NOKYMEHTOBENEHUA W apXWBHOMO Aena

[NpodpcoroaHana yn_, a. 82,
Mocksa, 117393

MouyToBLIN agpec MOXET He yKa3blBaTbCA B AOKYMEHTax, HanpaBnsieMbiX B
BbICLUME OpraHbl BfacTW, BbIWECTOsILME OpraHM3auun, noaBeLoOMCTBEHHbLIE
opraHm3aumm M NOCTOSIHHLIM KOPPEeCNOHAEHTaM (3a MCKIIIOYEHWEM HarnpaBrieHus
NMMCEM yKa3aHHbIM agpecaTam B KOHBEPTaX C MPO3payHbIMU OKHaAMM).

Mpn agpecoBaHMM OOKYMEHTa (OM3MYECKOMY MLy YKasblBaloTcA: dramunung,
NMHMLWanbI, NOYTOBbLIN agpec.

lpumep

damunua N.0.

yn. Canoean, 0. 5, kB. 12,
r. Iobepukl, MockoBckan obn
301264

Mpy oTnpaBke NMCbMa NO 3NEKTPOHHOW NoYTe UK No hakCUMUbBHOW CBA3N (6e3
AOCbISIKM NO NOYTE) NOYTOBbLIN aApec He ykasbiBaeTcs. [pyn HeobxogMMOCTN MOXeT
ObITb YKa3aH afIeKTPOHHbIN agpec (Homep TenedgoHa/dakca).

lMpumep

BcepoCCMACKMIA HaYUYHO-
uccnenoBaTenbCKUid MHCTUTYT
NOKYMEHTOBEJEHWA U apXMBHOTO Aena

mail@vniidad.ru
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516 [pud yTBEPXKOEHUA MPOCTABNSAETCA Ha [OOKYMEHTe B Crlyyae ero
YTBEPXOEHUA  OOSDKHOCTHbIM  JIMLOM,  pacnopsguTenbHbIM — AOKYMEHTOM
(mocTaHoBnEHMEM, peLleHUEM, MNPUKA30M, PacropsPKEHUEM) WM PELLEHMEM
KonnernansHoro opraHa.

pnd yTBEpPXKOEHMSA pasMeLLaeTCca B MPaBOM BEPXHEM Yriy MEepBOro nmcra
AokymeHTa. CTPOKN peKBU3NTA BblpaBHMBAIOTCA MO JIEBOMY Kpato UMM LIEHTPYHOTCSA
OTHOCUTENBLHO CaMOW ASIMHHOW CTPOKM.

Mpn yTBEPXOEHUN [OKYMEHTA [AOSHKHOCTHBIM JULOM rpudd  YTBEpXKOeHUS
coctoutr un3 crnoea YTBEPXXOAKD, HaumeHOBaHuUsi AOOSDKHOCTU  nuua,
yTBEPXKOAOWEro [OOKYMEHT, ero nognucu, WwHuuuanos, damunmM W aarbl
yTBEPXKOEHUS.

lpumep

YTBEPXKOAIO

PykoeoauTtents ®enepansHoro
apXWBHOIO areHTcTBa

[Mognuck N.O. damunua
[ata

Mpyn yTBEpPXOEHMM [OOKYMEHTa pacnopsguTenbHbiM - OOKYMEHTOM  rpudd
yTBepxaeHusa coctouT 3 crnosa YTBEPXOEH (YTBEPXXOEHA, YTBEPXXOEHbI
nnm YTBEPXOEHO), cornmacoBaHHOro C HavMMEHOBaHMEM BuOa YTBEPXKOAEMOro
AOKYMEHTa, HaMMEHOBaHUS pPacrnopsauTENbHOrO OOKYMEHTa B TBOPUTENbHOM
nagexe, ero AaTbl, HOmepa.

lpumep

(PermameHr) YTBEPYIEH

npukasom AO «llpohunb»

Anu ot 5 anpena 2016 r. Ne 82
(Mpasuna) YTBEPX[EHbI

npukazom AO «lpodhunb»

ot 6 anpena 2016 r. Ne 83

Mpn yTBEpPXOEHUM OOKYMEHTa KomrernanbHbIM OpraHoM, peLUeHUs KOTOPOro
MKCUPYIOTCA B NPOTOKONE, B rpudpe yTBEpXKOEHUS YKa3blBaOTCA HauMeHOBaHue
opraHa, pelleHMeM KOTOpOro yTBepXaeH LOKYMEHT, JaTa M HoMep NpoTokona (B
ckobkax).

lMpumep
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(MonoxeHue)

YTBEPXEHO
CoBeToM AWpeKTOpOB
AO «[lpohunb»
(npotokon ot 12.12.2016 Ne 12)

5.17 3aronoBoK K TEKCTY - KpaTKoe coaepXKaHne AOKYMeHTa. 3aronoBOK K TEKCTY
dopmynupyetcsa ¢ npegnorom "O" ("O6") n oTBeyaeT Ha Bonpoc "o yem?":
npukas (o 4em?) 0 co3gaHum aTTecTalMOHHON KOMUCCUM,
npvkas (0 4em?) 06 yTBepXOeHUM LUTAaTHOro pacnucaHuns;
NMCbLMO (O YeM?) 0 NpegocTaBneHNM MHopMaL K.
3aronoBoK K TeKCTy odopmnsercsa nog pekBusutamm OriaHka cnesa, OT
rpaHvubl nesoro nond. B ykasax, MOCTaHOBMEHUSAX, peLleHnsX, npukasax,
n3gaBaeMblX OpraHamm BracTW, 3arofloBOK K TEKCTYy MOXET OdopMNSATbLCA Haf
TEKCTOM nocepeanHe paboyero nons OOKYMEHTa U LEeHTPYeTCs OTHOCUTESbHO
CaMOW OJIMHHOW CTPOKMW.
3arofiloBOK K TEKCTY MOXET He COCTaBMATbCS, €ClM TEeKCT [OKYMeHTa He
npesblwaeT 4-5 CTPOK.



5.18 TeKkCT JOKyMEHTa COCTaBIAETCHA Ha PYCCKOM s3blKe Kak rocyapCTBEHHOM
a3blke Poccuinckon ®depepaumun. B opraHax rocygapCTBEHHOW BriacTW, OpraHax
MECTHOrO camoyrnpaBfeHnsi, roCy4apCTBEHHbIX yYpexaeHusxX pecnybnmk Hapsgy
rocygapcTBeHHbIM  s3blkoM  Poccuiickon degepauum  MoryT — ynoTpebnsatbcs
rocyaapCTBeHHbIe A3blkM pecnybnuk. B aesTtensHOCTU rocyaapCTBEHHbIX OPraHoB,
opraHusauum, npeanpuaTui n yypexaeHun Poccuiickon — depepaunm
ncnonb3yTcs rocyaapCTBEHHbIN A3bIK Poccuinckon denepauun,
rocygapCTBEHHbIE A3blkM pecnybrnmk n uWHble s3blkM  HapogoB Poccumnckon
denepaumn.

B TekcTe OOKyMeHTa, NOArOTOBIEHHOM Ha OCHOBaHWM 3aKOHOOATEeSbHbIX UMK
MHbIX HOPMAaTMBHbIX MPaBOBbIX aKTOB, paHee W3AaHHbIX PacnopsAUTENbHbIX
AOKYMEHTOB, YKa3blBalOTCHA UX PEKBU3UTHI:

- HauMmeHOBaHMe BMAa [OOKYMEHTa, HaMMeHOBaHMEe opraHusauuM - asTopa
AOKYMeHTa, AaTta LOKYMEHTa, permcTpauMoHHbI HOMEp LOKYMEHTa, 3arofloBOK K
TEKCTY;

- HauMeHOBaHve opraHuM3auun WM [OOSMKHOCTHOro nvua, YTBepAMBLUIErO
OOKYMEHT, AaTa yTBepXaeHUs AOKYMEHTa.

TekCT [OKyMEeHTa MOXET coaepxaTb pasfenbl, nogpasgernbl, MyHKTbI,
NOANYHKTbI, HYMepyemble apabcknmn uudpamn. YpoBHen pybpukaumm Tekcta He
AOIKHO ObITh Bonee veTbipex.

B npukasax TeKkCT wusnaraetcd OT MNepBOro nuua eguMHCTBEHHOro 4ucrna
("npukasbiBato”).

B gokymeHTax KonrnermarnbHbIX 1 coBelaTeNbHbIX OpraHOB TEKCT M3raraetcs oT
TpeTbero nuua eanHCTBEHHOro Yncna ("konnerns ... noctaHoBnsgeT", "cobpaHue ...
peLmno").

TekcT npoTokona wusnaraeTca OT TpeTbero nvua MHOXECTBEHHOro 4ucra
("cnywanun", "BeicTynunu", "noctaHosunn”, "peumnun").

B AOokymeHTax, ycTaHaBnvBaloLWmx fnpaBa M 00A3aHHOCTM oOpraHu3auun, ux
CTPYKTYPHbIX nogpasgeneHun (NosiokeHne, WHCTPYKUMS), a Takke coaepKalmx
onuncaHve cuTyauumn, aHanu3 (PakToB MM BbIBOAbLI (aKT, crpaBKa), UCMNOMb3yeTcs
dopma U3NOXKEHMSA TeKCTa OT TPEeTbEro Mmua eAnHCTBEHHOTO UM MHOXECTBEHHOTO
yucna ("otmen ocywecTBnseT dyHKUMK...", "B COCTaB ynpaeneHus BXxogsaT..."
"KOMUCCUSI NpoBena NpoBepPKY...").

B coBMecTHbIXx [OKyMEHTax TeKCT Wu3fnaraetcsa OT nepsBoro nuua

MHOXeCTBEHHOro Yncna ("npukasbiBaemM", "peumnm").
B nenoBbix (cnyxebHbiX) NMCbMax UCMOob3yTCA POPMbl U3TOXKEHUS:

- OT nNepBOr0 Iuua MHOXECTBEHHOro 4ucna ("mpocum HanpasuTb...",
"NpeacTaBnsieM Ha paccMoTpeHue ...");

- OT TpeTbero nmua eauHCTBEHHOro yucna ("MMHUCTEPCTBO He BO3paxaer...",
"00LLECTBO CUMTAET BO3MOXHbIM...");

- OT nepBOro nmua eguHcTBeHHoro uyucrna ("cuutaww Heobxogumbim...",
"npegnarato paccMoTpeThb..."), eCrn NMCbMO OGPOPMIIEHO Ha JOIMKHOCTHOM BnaHke.



B TekcTax AOKYMEHTOB ynoTpebnatoTcs ToNbKo obLenpuHsaTbie abbpesmaTypbl
N rpadmyeckme CoKpaLLeHus.
Mpy ynoTpebneHnn B TeKkcTe ramMunMn nuy, MHUMUManbl yKasblBalOTCA nocre
dramunuu.
B nenoBbix (cnyxebHbiX) NMCbMax MOMyT UCMNOSb30BaTLCH:
- BCTyNuTenbHoe obpalleHue:
YBaxaembin rocrnioavH MNpeaceparens!
YBaxaeMbl rocnoaunH 'y6epHarop!
YBaxaembl rocrnoguH Npoxopos!
YBaxaemas rocnoxa 3axaposa!
YBaxaembi Hukonan lNMeTtposny!
YBaxaemas Onbra HukonaesHal!
YBaxaemble rocrioaal
B ob6palueHn no AOMKHOCTM HAMMEHOBAHWE OOIPKHOCTU MULLETCS C NPOMUCHON
6ykBbl, B 06paLLeHnn No amnnum MHULManbl Ninua He yKasblBatoTCS.
- 3aKnoYnTenbHas 3TUKeTHasa dpasa:
C yBaxeHuewm, ...
(M3meHeHHas pegakuus, M3am. N 1)

5.19 OTmMeTKa O NPUSIOXKEHUN COAEPHUT CBEOEHUS O AOKYMEHTE (OOKYMEHTax),
npuraraemMoMm K OCHOBHOMY [OOKYMEHTY (B CONpOBOAMTESNbHbIX MNUCbMAaX,
NPpeTeH3nsix, akTax, chpaBkax W  ApyrMX  MHOPMaLMOHHO-CNPaBOYHbIX
AOKYMEHTax), WM O TOM, YTO OOKYMEHT SBMSETCS MNPUIOXEHNEM K OCHOBHOMY
AOKYMEHTY (B OOKYMEHTax - MPUIIOXKEHUAX K pacnopsaguTeribHbIM JOKYMEHTaMm,
NONIOXEHUsIM, NpaBwuram, WHCTPYKLMAM, OOroBopam, nraHam, otyetam u Aap.
AOKyMeHTam).

B conposogutenbHbiX MNUCbMax W ApYrMX MHAPOPMALMOHHO-CNPaBOYHbIX
AOKYMEHTax OTMeTKa O MNPUIOXeHUN OdopMIISeTCs No4 TEeKCTOM OT rpaHuLbl
NEeBOro nons criegyowmm obpasom:

- €CI1 NpUNoXXeHMe Ha3BaHOo B TEKCTE:

[Mpynoxenne: HaZn. B 1 3ka.

- ecnn npunoxeHme He Ha3BaHO B TEKCTE WUIIN eClln I'IpVIJ'IO)KeHVIVI HEeCKOJIbKO,
YKa3blBaOT Ha3BaHUA ﬂ,OKyMeHTOB-HpMﬂO)i(eHMVI, KonmM4ectBoO  JIUCTOB n
9K3EeMMJIAPOB KaXXOoro npurioXXeHnaA:

[Mpunoxenne: 1. MNonoxeHwe ob YnpaBneHWW pernoHanbHONo KpeqMTOoBaHWA Ha 5 I
B 1 3K3.

2. CnpaBKa 0 KafjpoBOM CoCTase YnpasneHWa pernoHansHoro Kpeguro-
BaHMA Ha 2 n. B 1 3K3.

- eCInu NpunoxeHue (NpunoXxeHus) c6poLLKPOBaHO:



[Mpunoxenne: ortuetT 0 HAP B 2 3K3.

- eCrnM [OKYMEHT, SBSIOLWMINCS MPUIIOKEHNEM, WMEET MNPUIIOXKEHUS C
CcaMOCTOSITENbHOM HyMepaL e CTpaHuL:

MNpunoxeHne: nucemo Pocapxuea oT 05.06.2015 Ne 02-6/172 v NpUNoXeHWA K HEMY,
BCEro Ha 5 n.

- eCcrim npuroxeHnem sBNseTca O0O0O0COBMEHHbIN 3NEKTPOHHBIA  HOCUTENb
(komnakT-guck, usb-gonew-HakonuTens 1 ap.):

lMpunoxenne: CDB 1 3K3.

Mpn aToM Ha BKnNagblwe (KOHBepTe), B KOTOPbIN MOMELLAeTCS HOCUTESb,
YKa3blBalOTCA HaVMEHOBaHUSA [OOKYMEHTOB, 3arucaHHbIX Ha HOCUTEeNb, MMeHa
doanrnos.

B pacnopsguTenbHbiX AOKYMeHTax (MOCTaHOBMEHWUSX, PeLUeHWsX, npuKasax,
pacnopsbkeHnsix), OO0roBopax, MOSMIOKEHUAX, MNpaBunax, WMHCTPYKUMSAX W Opyrux
AOKYMEHTax OTMeTKa O NPUIoXeHUn odhopMnsieTca crieqyrolmm obpasom:

- B TEKCTe AOKYMEHTa Npuv MEpPBOM YMOMUHAHUN OOKYMEHTa-NPUIoXeHUs B
cKobKax ykasblBaeTCs: ... (NpUroxeHne) umm ... (Npunoxenue 1); nepeq HOMepoM
NPUIIOXEHUs JONYyCKaeTCa CTaBUTb 3HaK HoMepa: ... (npunoxeHue N 2);

- Ha NepBOM JMCTE [AOKYMEHTa-MPUIOXKEHNsT B MpaBOM BEPXHEM Yriy
yKa3blBaeTCs:

lMpumep

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




CTpokn pekBuM3MTa BbIPABHMBAKOTCS MO JIEBOMY Kpakt WM LEHTPYHTCS
OTHOCUTESNBHO CaMOW OSIMHHOM CTPOKM.

Ecnu npunoxeHnem K pacnopsianTenbHOMY AOKYMEHTY SBNSIETCA HOPMaTUBHbLIN
NPaBOBON aKkT UM UHOM OOKYMEHT, YTBEepX4aeMbll AaHHbIM pacnopsianTenbHbIM
OOKYMEHTOM, Ha MNEepBOM JMCTE MPUIOXEHUS MPOCTaBnseTCA OTMeTKa o
npuroxeHumn (6e3 CCbINKM Ha pacrnopsanTeErnbHbIA JOKYMEHT) U rpud yTBepKOeHus,
B KOTOPOM YKa3blBalOTCS [AaHHble pacrnopsauTenbHOro [AOKYMEHTa, KOTOPbIM
yTBEPXKOEH OOKYMEHT-MPUIIOXKEHNE.

lpumep

[NpunoxeHue 1

YTBEPHKIEHO
npukasom AO «lNpodunb»
ot 18.05.2015 Ne 67

520 Tlpud cormacoBaHus [OOKYMeHTa MpPOCTaBMAETCA Ha [OOKyMeHTaXx,
COrnacoBaHHbIX OpraHamMmun BfacTu, OpraHM3aunsiMm, OIMKHOCTHbIMU nuuamun. pud
corracoBaHvsl B 3aBUCMMOCTM OT BMAa [OKYMEHTa U 0cobeHHOCTen ero
ochopmneHnst MoOXeT NPOCTaBNATLCS:

- Ha NepBOM NNCTEe LOKYMEHTa (eCrnn AOKYMEHT UMEET TUTYIbHbIA NINCT - Ha
TUTYNbHOM NINCTE) B JIEBOM BEPXHEM YIIy Ha YPOBHE rpudha yTBEepXXOeH s unm nog,
HauMeHOBaHMeM JOKYMeHTa BIvbKe K HKHEMY MOSto);

- Ha NocnegHeM nMcTe AOKyMeHTa nog TEKCTOM;

- Ha NCTe corracoBaHus, SBMALLEMCS HEOTbEMIIEMON YacTbio AOKYMEHTA.

P cornacoBaHusa coctout m3 crnoea COITIACOBAHO, gorpkHocTu nmua,
KOTOPbIM COrflacoBaH [OOKYMEHT (BKMoYas HaMMeHOBaHWEe OpraHusauuun), ero
CcobCTBEHHOPYYHOW NO4NUCK, MHALMANOB, ddamMunnm, 4aTbl COrfacoBaHus.

lpumep

COMACOBAHO

HOwupektop BHWALAL
(noanuck) W.0O. damunna
[ara

Ecnn cornacoBaHve oOCyLIECTBNSAETCA KomrernarnbHbIM OpraHoMm, B rpude
corrnacoBaHus ykasblBaloT cBeaeHus 06 opraHe, corfacoBaBLleM JOKYMEHT, AaTe u
HOMepe MpoToKora, B KOTOPOM 3advKCUPOBAHO peLleHne O cornacoBaHun. Ecrin
cornacoBaHve OCyWecTBNsSeTcs MNUCbMOM, YKasblBalOT: BWUA  JOKYMEHTA,
opraHu3aumio - aBTopa AOKYMeHTa, AaTy 1 HOMep nucbma.

lpumep 1



COMACOBAHO

CoBeToM OUpeKTopoB

AO «lNpodmnb»

(npotokon ot Ne )

lpumep 2

COIMACOBAHO
nucemom PocapxuBa
oT Ne

5.21 Busa cBMOeTenbCTBYET O COMMacum UM Hecornacumn OOMMKHOCTHOrO nnua
(paboTHuka) C cogepxaHMem npoekTa [JoKymMeHTa. Buson odopmnsaeTcs
BHYTPEHHEE COrfnacoBaHNe [OKyMeHTa. Busa BkYaeT [OMMKHOCTH Ny,
BM3MPYIOLLIErO AOKYMEHT, NOANUCH, paclumdpoBKy nognucu (MHMumanbsl, dgamMunmio)
N gaTty BU3MPOBaHUS.

lpumep

PyKOBOAMTENL HOPUAMYECKOTD OTAENa
[lognuce .0, damunua
[ata

Mpy HanNMYUM 3amedaHn K JOKYMEHTY BM3Y OChopMIISioT criegyowmm obpasom:
lMpumep

3ameyaHua nNpunaratTcH.
PykoBoauTens OpUOMYECKOro oTaena
[Moanuck N.0. damunua
[ara
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B opraHusauusax, NpUMEHSIOLWMX CUCTEMbI 3NIEKTPOHHOMO AOKYMEHTOOOO0pOTa,
corfiacoBaHmne MOXeT NPOBOAUTLCS B ANIeKTpoHHOM dropme cornacHo [OCT P UCO
15489-1.

B [QokymeHTax, MOAMMHHMKM KOTOPbIX XPaHATCA B OpraHusauunM, Bu3bl
NPOCTaBNAOT Ha MOcrnegHeM nucTe [OKYyMEeHTa noAa noanucbto, Ha obopoTe
nocregHero nucta noASMHHUKA [OKYMEHTa WM Ha §uMcTe  corflacoBaHus
(BM3upoOBaHKSA), NpunaraeMom K JOKYMEHTY.

B ncxogaumx 4oKkyMeHTax BU3bl MPOCTaBASIOTCA HA 3K3eMnnspax JOKYMEHTOB,
nomMeLLaembIX B 4eno.

Mo yCMOTpPEHM0 OpraHu3auum MOXET NPUMEHSITbCS MOSIMCTHOE BU3UPOBaHWME
AOKYMEHTA 1 ero NpuoxXeHuin.

5.22 lMoannch BKOYAET: HAUMEHOBAHWE AOSMKHOCTM LA, MOAMUCHIBAKOLLErO
OOKYMEHT, ero coOCTBEHHOPYYHYIO NOAMNWCH, PacLUMdPOBKY noanucu (MHULMan.l,

drammnus).
lpumep

[ eHepantHLIA AWPEKTOP [Toonuck n.0. damunua

Ecrn OOKYMEHT OCbOpMJ'IeH He Ha OnaHke, B HaUMEHOBaHWE [OOIPKHOCTU
BKItO4aeTCcA HanmeHoBaHne opraHmnsauunu. ,D,OI'IyCKaeTCFI LleHTpOoBaTb

HaMMeHOBaHMe AOSMKHOCTU Nnua, NOANMCAaBLUEro JOKYMEHT, OTHOCUTENBHO CaMoWn
ONMHHOW CTPOKM.

lTpumep

[ eHepankbHLIW AMPEKTOP
AOQ «lNpodunb» MNoanucke N.0. damunua

Mpy odopmrieHn OKyMeHTa Ha b6rnaHke JOSMKHOCTHOMO nMua AOSMKHOCTb 3TOro
nmua B NOAMMUCK HEe yKa3bliBaeTCs.
lMpumep

Mognucek N.0O. dammnua

Mp nognucaHWM [OOKYMEHTA  HECKONbKMMW  [OSDKHOCTHBIMM  NMLaMW,
3aHUMaOLLWIMK pasHoe MOoSoXeHWe, UX NOANUCKU pacnonaralTcs ogHa noa Apyrov B

rnocrenoBaTenbHOCTU, COOTBETCTBYIOLLEN NepapXun 3aHMMaeMblX JOIMKHOCTEN.
lpumep



http://docs.cntd.ru/document/1200049980

[IMpeKTOp MHCTUTYTA [MNoanvck N.O. damunua

[ naBHLIA DyxranTep [MNoanuck N.O. damunma

Mpy noanucaHuM OOKYMEHTa HECKONMbKUMMU NMLAaMM PaBHbIX AOIDKHOCTEN WX
NoAnucK pacnornaralTcs Ha O4HOM YPOBHE.

lpumep
JamecTuTens AMpexkTopa 3amecTuTens AupeKTopa
no oMHAHCOBLIM BONpoCam no aaMWHUCTpaTUBHLIM BOMpocaMm
lMNoanucek N.0. damunua [Moanuck N.O. damunma

B OOKYMEHTaXx, COCTaBJIEHHbIX KoMuccuen, B nognucu yKa3blBaeTCA CTaTyC
JiMua B CoCTaBe KOMUCCUN.

lMpumep

[lpencenartens KOMUCCUK [Nognuck N.0O. damunma

UneHbl KoMUCcCcHuKn MNMoanuck N.0O. damunua
[Nognuck N.0. damunua
lNoanuce N.0. damunua

Mpy  nognucaHum  OOKYMEHTa  NMLOM,  MCMOMHAWMM  0653aHHOCTH
pykoBoguTens, nognucb opopMnseTcs ¢ ykasaHmem craTtyca AOSMKHOCTHOro nvua
B COOTBETCTBUM C NPUKA30M (pacropsikeHeMm).

lpumep

W.o. redepansHoOro AMpektopa lNognucek WN.0O. damunua

nnn:



WMcnonHawwmin obAsaHHoCcTH

reHepanbHoro AMpekTopa [Nognuck WN.0O. damunua

Mpy noanMcaHum AOKYMeHTa fULOoM, MMEeWMM NpaBo Mognucu B criyvae
BPEMEHHOIO OTCYTCTBUSA PYKOBOAUTENS, UCNPaBMEHNs B HAMMEHOBaHNE LOIMKHOCTH
N pacwmdpoBKy aMunnumM yxxe MOLrOTOBMEHHONO M COrflacOBAHHOMO MpoekTa
AOKYMEHTa BHOCSATCS OT PYKM UIN C MUCMOMb30BaHNEM COOTBETCTBYHOLLMX LLTAMIMOB.
He ponyckaetcsa cTaBUTb KOCYK 4epTy, Hagnucb "3a" nepeg HaMeHOBaHWEM
OOSDKHOCTM nMua B NoAnNuCK, ecniv OKYMEHT nognucbiBaeT MHOEe OOSPKHOCTHOE
nuo.

5.23 OTmeTka 06 SMEKTPOHHOM MOAMMCU WCMNOMb3YeTcsl NPy BU3yanu3auun
9NIEKTPOHHOrO  OOKYMEHTa,  MOAMMCAHHONO  3NIEKTPOHHOW  NOAMuUCb,  C
cobnogeHnem crnegyrowmx TpeboBaHni:

a) MeCcTO pasmelleHUs OTMETKM 0O 3MEeKTPOHHOM MoAMUCK  AOIDKHO
COOTBETCTBOBATH MECTY pa3MeLLEeHNs COBCTBEHHOPYYHOM NOAMNUCU B aHANOrMYHOM
AOKYMEHTe Ha 6YMaXKHOM HOCUTETE;

6) anemMeHTbl OTMETKM 00 3MEeKTPOHHOW MOAMUCK AOIMKHbI ObiTb BUOAUMBIMU U
YyuTaeMbIMU NPU OTOBPaXkeHUM [OKYMEHTa B HaTyparbHOM pa3Mepe;

B) 3NIEMEHTbl OTMETKM 00 3MEKTPOHHOWM MOANUCU HE OO0IDKHbI NEPEeKpbiBaTbCS
UM HaknagblBaTbCA APYr Ha Apyra;

r) anemMeHTbl OTMETKM 00 3NEKTPOHHOW MOAMUCU HE LOIPKHbI NepeKpbiBaTb
9MIeEMEHTbl TEKCTa AOKYMEHTa M ApyrMe OTMETKM 06 3MeKTPOHHOM nognucu (npwv
Hanuuum).

OTmeTka 06 3NMEKTPOHHOM MOAMMCU B COOTBETCTBMM C 3aKOHOLATENbCTBOM
Poccuinckon ®depepaummn BkntodaeT dpasy "[JOKyMeHT noanucaH 3neKTPOHHOM
NOANUCBI", HOMEp cepTudmKaTa Kro4va 3NIEKTPOHHOM nognucy, amMunmio, UMms,
OTYEeCTBO Bragenbua ceptudmkarta, CpPOK AOENCTBUS cepTudmkaTta Kroda
anekTpoHHor nognucn. OTMeTka 06 3MEeKTPOHHOW MOAMMCU MOXET BKIHOYaTb
n3obpaxeHne repba, ambnembl opraHa BracTu (opraHu3aumu), TOBApHOro 3Haka
(3Haka obcnyxvMBaHMs) oOpraHu3auum B COOTBETCTBUM C  OENCTBYHOLLUM
3aKOHOAATENbCTBOM.

lMpumep
[IOKYMEHT TIOfINACAH
SNEKTPOHHOW MOAMNMUCEHEO
HaumeHoBaHve CepTucbvkat 1a111a3a000000000011 H H. Hukonaes
NOMAKHOCTH Bnageney Hukonaee HUKoNaik HWKONIeEwd
DedcTevrensd ¢ 01.12.2012 no 01.12.2017
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5.24 T[levyaTb 3aBepsieT NOASMHHOCTb NOAMUCUA OOSMKHOCTHOMO fMua Ha
OOKYMEHTax, y4OCTOBepsAlowWMX npasa nuy, mkcupytoumx gakTbl, CBS3aHHble C
OMHaHCOBbLIMW CpefCTBaMM, a TakXe Ha MHbIX JOKYMEHTax, npegycMaTtpuBaroLLmx
3aBepeHne Noanucu nevyaTbio B COOTBETCTBMM C 3aKOHOOATENbCTBOM Poccumnckon
denepaunn.

[IOKyMeHTbl 3aBepsitoT nedaTbio opraHu3aumn. [levaTb MNpoOCTaBnseTCcs, He
3axBaTtbiBas COOCTBEHHOPYYHOW MoAMUCK Nuua, nognucasLlero JOKYMEHT, Uin B
mecTe, o6o3HayeHHoM "MIT" ("MecTo nevatn").

525 OTmetka 006 wucnonHuTene BkKMOYaeT aAMUIMIO, UMA U OTYECTBO
ncnonHuTensi, Homep ero TenegoHa. OTmeTka 006 wucnonHUTENe MOXeT
OOMNOSHATECA  HauMEHOBaHWEM  [OOIDKHOCTM, CTPYKTYPHOro nogpasgeneHus u
3NEeKTPOHHbLIM apecoM UCMNOSTHUTENS.

OTtmeTka 006 mucnonHutene odopMnseTcs Ha NMUEBOW CTOPOHE MoCcrenHero
nMcTa [OKYMEHTa OT rpaHuubl feBOro nond wunu, npu OTCYTCTBMM MeCTa, Ha
0B60OpPOTHON CTOPOHE BHU3Y CrieBa.

lpumep

JabenuH MeaH AHapeeBuy, KOHTpONLHOE yNpaBneHne, BeAYILWA Crieumannuct
+7(495) 9244567, Zabelin@gov.ru

OTtmeTka 06 uMCnOMHUTENE MOXET OOPMIIATLCS KaK HWDKHUA KOSIOHTUTYN U
ne4yartaTbCs LWPUGTOM MEHbLLIETO pasmepa.

526 OTmeTka O 3aBepeHuM Konum odopMnseTcs Ans No4TBEPXKOEHUS
COOTBETCTBUS KOMUM AOKYMEHTA (BbIMUCKN U3 AOKYMEHTA) NOASNIMHHWNKY AOKYMEHTA.
OTmeTKka O 3aBepeHun KoM NpOoCTaBfseTca MNO4 PEKBM3UTOM "nognucb" u
BKIHOYaeT: croeo "BepHO"; HaumeHoBaHWe OOSPKHOCTU NLa, 3aBEPUBLLETO KOIMUIO;
ero cCo6CTBEHHOPYYHYHO NOANUCH; pacLuMdPOBKY nognucu (MHULmansl, dammnuio);
AaTy 3aBepeHUs KOnun (BbIMUCKN N3 AOKYMEHTA).

lpumep

Bepho
MHcnekTop cnyxbbl Kagpos MNoanuck WN.O. damunua
[lara

Ecrnu konusa BblgaeTca Ana NnpeAacTaBneHvs B Apyryto opraHm3aunio, oTMeTKa o
3aBepeHun KOMUM [JOMOMHAETCA HaAMnUCbld O MeCTe XpaHeHWs [OKYyMeHTa, C
kKoToporo 6bina wuarotoBreHa konusa ("MMoAnMHHMK  OOKYMeHTa HaxoauTcs B
(HanmeHoBaHve opraHusaumv) B gere N ... 3a ... roa") u 3aBepsieTca neyaTblo
opraHusauuu.

[na npocTaBneHWs OTMETKM O 3aBepeHUM KOMMU MOXET WCNOoMb30oBaTbCH
LTamn.



5.27 OTmMeTKa O NOCTYNfEeHUN OOKYMEHTa CIyXMT ON8 NoaTBepXaeHusa dhakTa
NOCTYNMEHNA [LOOKYMEHTa B OpraHMsauuio M BKOYaeT JaTy MNOCTYMfeHus u
BXOOSALMN permcTpaunoHHbIA HOMEp AOKyMeHTa. [py HeobxognmmocTn oTMeTKa O
NOCTYNMNEHUN MOXET LOMOMHATLCHA yKa3aHWEM BPeMEHW MNOCTYMMeHUs B Yacax U
MUHYyTax 1 cnocoba JoCTaBKM JOKYMEHTA.

OTmeTka O MOCTYNNEeHUN [OOKYMEHTA MOXET MpPOCTaBNSATbCS C MOMOLUbHO
LTamna.

5.28 Pe3oniouns cogepXuT ykasaHue no UCMONHEHU0 OoKyMeHTa. Pesonouns
ochopmnsieTcs Ha cBOBOAHOM MecTe pabodero nons AOKyMeHTa, Ha OnaHke
pes3ornoumMn UMM - BHOCUTCH  HENocpenCTBEHHO B CUCTEMY  3IIEKTPOHHOro
AOKyMeHToo6opoTa.

Pesontouuns BkmtovaeT: amMunuio, nHUumManbl UCNONHUTENS (MChonHUTEnen),
nopyyeHne No AOKYMEHTY, Npn HEOOBXO4UMOCTU - CPOK UCMOSTHEHWUS, NOANUCH NNLa,
BblHECLLIEro Pe3osoLnto, AaTy pe3onoLnm.

lpumep

damununa N.0.

Mpowy noaroToBUTe Npeanoxerna Kk 10.11.2016.
lMoanuce

[lata

5.29 OTmeTKa O KOHTpOfie CBUOETENbCTBYET O MOCTAHOBKE [OKYMEHTa Ha
KOHTPOJb, NpocTasnseTca wramnom "KoHTpone" Ha BepxHeM nosie 4OKYMEHTA.

5.30 OTmeTKa O HanpaBneHun OKYMEHTA B AeN0 onpenenseT MeCcTo XpaHeHUs
AOKyMEHTa rnocre 3aBeplieHnss paboTbl C HUM M BKOYaeT: crnoea "B geno”,
MHOEKC fgena no HOMEHKMaType [fen, B KOTopoe MoMewaeTca OOKYMEHT Ha
XpaHeHue, C yKasaHueMm roga, OOIPKHOCTU nnua, 0opMUBLLENO OTMETKY, NOAMNUCH,
parthbl.

lpumep

B neno Ne 01-18 3a 2016 .
3aB. 0TAENOM KOPNOpPaTUBHLIX NPOEKTOB
[Mognuck [arta

OTmeTKa o HarpasfieHnMn OOKyMeHTa B AeJyil0 MOXeT OONOJIHATbCA KpaTKUMU
cBeeHNAMUN O XapaKTepe UCTMOJTHEHUA JOKYMEHTa.

6 bnaHku [OKyMeHTOB



6.1 [Ons wuarotoBneHus 6naHkoB AokymeHToB cornacHo [OCT P 7.0.8
ncnonbdyetca bymara dgopmatoB A4 (210x297 mm), A5 (148x210 mm); ons
N3roToBreHns bnaHkoB pesonouni ucnonb3yetcs bymara goopmartos A5 (148x210
MM), A6 (105x148 mm).

Kaxabln nMcT AOKymMeHTa, 0dbOpMIEHHbIN Ha 6rnaHke mnm 6e3 Hero, [OIPKeH
NMETb Nofs He MeHee:

20 MM - neBoE;
10 MM - NpaBoeE;
20 MM - BepxHee;

20 MM - HWXKHee.
[okymMeHTbl gnuTenbHbliX (cBbiwe 10 feT) CPoOKOB XpaHEHUst OOSPKHbl MMETb
nesoe nore He meHee 30 MM.

6.2 OpraHusauun wucnonb3yT 6OnaHkM [OOKYMEHTOB, W3rOTOBMIEHHblE Ha
GymaxHom  Hocutene  (GrmaHkM  OOKYMEHTOB  (befeparnbHbiX  OpraHoB
rocyaapCTBEHHON BnacTM C BocnpousBedeHnem [ocygapcTBeHHoro repba
Poccuinckon depepaumm M3rotaBnmBaloTCA nornmrpadmyeckummn npeanpuaTusiMu,
UMELMMN  CcepTUdMKATbl O  HanmMuUMM  TEXHUYECKUX U TEXHOSOTMYECKUX
BO3MOXHOCTEN ANS Ka4eCTBEHHOrO M3rOTOBMEHMS YKa3aHHOro Buaa npoayKuumn),
Wunn 9NeKTPOHHble WabnoHbl 6naHkoB. BrnaHkn Ha OymaxHOM Hocutene u
9NIeKTPOHHbIE  WAbnoHbl 6naHkoB  OOmMKHbI  OblITb  MAOEHTUMYHBI MO  COCTaBy
PEKBU3UTOB, NMOPSAKY MX PACNOSIOKEHUS, rapHUTYpaMm LwpudiTa.

BnaHkn AOokymMeHTOB Ha OyMaxHOM HOCWUTene W 3NEeKTPOHHble LLAaGoHbI
GnaHKoB M3roTaBfMBAKOTCA Ha OCHOBaHWM MakeToB OriaHKoB, YyTBepXOdaeMblX
pyKOBOOMTENEM OpraHn3aLunm.

BnaHkun gokymeHTOB cnefyeT marotaBimBaTtb Ha Gernon 6ymare wnm Gymare
CBETIIbIX TOHOB.

ONEKTPOHHbIE LWAboHblI 6raHKOB AOKYMEHTOB AOSMKHbI ObiTh 3alMLLIEHbl OT
HeCaHKLMOHMPOBAHHbLIX M3MEHEHWN.

6.3 BbraHkn OOKYMEHTOB OQOpPMMAKOTCA B COOTBETCTBMM C npurnoxeHnem b.
OpVEeHTMPOBOYHbLIE PaHMLbl 30H PacrofioKeHUss PEeKBU3UTOB 0DO3HAYEHbI
nyHKTUpOM. Kaxgast 30Ha onpefensieTcsl COBOKYMHOCTbIO BXOAAWMX B Hee
PEKBU3UTOB.

6.4 B 3aBMCMMOCTM OT pacronoXeHUsl PEKBU3UTOB YCTaHaBNMBaeTCA [ABa
BapuaHTa 611aHKOB - yrroBon (pucyHok b.1) n npogonbHbIn (pUcyHoK 5.2).

6.5 PekBuautbl 01, 02, 03 pacnonaratloTcs Ha BepxHEM More OKYMEeHTa Hag
pekBu3nTom 05 nocepeanHe 30HbI, 3aHATON 3TUM PEKBU3UTOM.

PekBuaut 03 moxeT pacnonaratbCs crieBa Ha ypoBHe peksuauta 05.

PekBuautsl 05, 06, 07, 08, 09, 13, orpaHN4YUTENBHBLIE OTMETKU A5l PEKBU3UTOB
10, 11, 12 B npegenax rpaHUL, 30H PacroSioXeHUs PEKBU3UTOB pasMeLLaoTCca
O4HUM U3 cnocoboB:

- LEeHTPOBaHHbLIM (Ha4yaro 1 KOHeL, KaXaoW CTPOKM PEKBU3UTOB paBHO yaareHsbl
OT rpaHuL, 30Hbl PacoNOXeHNs] PEKBU3UTOB);

- hnaroBbIM (Kaxkgasi CTpoKa PEKBU3UTOB HAYMHAETCS OT NEBOW rpaHuLbl 30HbI
PacrnonoXeHUsi PeKBU3NTOB).
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6.6 YcTaHaBnmBatoTcA cregytowme Buabl 611aHKoB AOKYMEHTOB OpraHM3aLmu:

- 06w BnaHk;

- 6naHK NnucbMma;

- 6Br1aHK KOHKPETHOro B1uaa AOKYMEHTA.

HopmaTtumBHbIMM akTamm opraHM3auumM ycTaHaBNMBaKOTCA BUAbl NPUMEHSEMbIX
GnaHkoB M WX pa3HOBMAHOCTU (OnaHK nMcbMa CTPYKTYPHOrO nogpasgerieHuvs,
6GnaHk nnucbMa OOIPKHOCTHOMO nua, 6naHk npukasa, 6rnaHk pacnopseHusi, 6naHk
npoToKona u ap.).

O6pasubl 61aHKOB JOKYMEHTOB NpuBeAEHbI B NpuroxeHumn b.

6.7 O6umi BnaHk ncnonb3yeTcs Ans U3roToBNeHUs NodbiX BUAOB JOKYMEHTOB,
KpoMe [,enoBoro (cnyxebHoro) nucbma.

O6uwin 6naHk B 3aBUCUMOCTW OT y4peauTerbHbIX JOKYMEHTOB OpraHM3aunm u
noKarnbHbIX HOPMaTUBHBIX akToB BkrtovaeT pekBuantbl 01 (02 nnm 03), 05, 06, 07,
13 1 orpaHnynTEnbHbIE OTMETKM ANs peksusutos 10, 11, 16, 17.

BraHk nucbma B 3aBUCMMOCTM OT y4peanuTenbHbIX JOKYMEHTOB OpraHu3aumm u
noKarnbHbIX HOPMAaTMBHLIX akTOB BKroYaeT pekBuautbl 01 (02 wm 03), 05, 08,
orpaHu4uTENbHbIE OTMETKU Ans peksuautoB 10, 11, 12, 15, 17. bnaHk nucbma
CTPYKTYPHOrO NOApa3aeneHnss AOMNONMHUTENbHO BKMOYaeT peksusant 06, OnaHk
nMcbMa AOSMKHOCTHOrO nnua - pekemaunt 07.

BnaHk KOHKpeTHOro BMAa OOKYMEHTa, KpoOMe MNUCbMa, B 3aBUCMMOCTU OT
yupeauTenbHbiX OOKYMEHTOB OpraHuM3auun M JoKamnbHbIX HOPMAaTMBHBLIX aKTOB
BknovaeT peksusutol 01 (02 wm 03), 05, 09, 13 u, npn HeobxoauMOCTH,
orpaHu4uUTENbHbIE OTMETKN ANA rpaHuL, 30H pacnonoxeHus peksunsntos 10, 11, 16,
17. BnaHk KOHKpPEeTHOro Bwuaa [LOOKYMEHTA CTPYKTYPHOrO MNOApa3aerneHus
AONOSHUTENBHO BKIoYaeT pekBu3nt 06, 6r1aHK JOMMKHOCTHOMO nmua - peksnsnt 07.

6.8 B opraHax Bnactu u opraHusauunsax pecnybnmk Poccuiickon ®denepauum,
MCNOMb3YILWMX Hapsgy C PYCCKUM A3bIKOM KakK roCcy4apCTBEHHbIM  A3bIKOM
Poccuiickon ®epnepaummn rocyaapCTBEHHbIN A3bIK  (FOCYAapCTBEHHbIE  A3bIKN)
pecnybnuk, ucnonb3ylTcs 6raHKkM [OOKYMEHTOB Ha PYCCKOM  SA3blke U
rocyaapCTBEHHOM 3blke (FOCYAApCTBEHHbIX $3blkax) pecnybnuk: yrroBble
(pekBM3uTbl BriaHka pacnonaraloTcs Ha O4HOM YPOBHE: Ha PYCCKOM Si3blKe - CreBa,
Ha rocyaapCTBEHHOM A3blKe (roCy4apCTBEHHbIX A3blkaxX) pecnybnuk - cnpasa) unm
NpoaosbHble (PEKBU3NTLI BriaHka Ha PYCCKOM S3blKe - CBEPXY, PEKBU3UTbI BrnaHka
Ha rocyaapCTBEHHOM fA3blKe (rocy4apCTBEHHbIX 3blKaX) pecnybrinKk - Hmxe).

[na nepenuckn ¢ MHOCTPaHHBLIMW KOPPECNOHAEHTaMU NUCNOMb3YT BriaHkn Ha
ABYX f3blKax - PYCCKOM W aHIMNUCKOM (puUCyHOK B.8) mnmM mHOM mMHOCTpaHHOM
A3bIKeE.

(N3meHeHHas pegakums, Mam. N 1).

NMpunoxeHue A (cnpaBo4yHoe). PacnonoxeHue
PEKBU3UTOB HAa TUTYNIbHOM NUCTE AOKYMEHTa

Mpunoxenne A
(cnpaBo4Hoe)


http://docs.cntd.ru/document/1200159234

HaumeHoBaHWe opraHnaauvm

pudh cormacoBaHWA GoKYMeHTa Mprdp yTEEpHAEHWA OOKYMEHTA

HawmeHoBaHwe BMAA AOKYMEHTA
3aronoBoK K TEKCTY

pud cornacoBaHKUA A0KYMEHTA

MecTo cocTagnenna (M3daHKa ) QOKYMEHTS — o M3gdaHWA JOKyMeHTa

PlllcyHOK A.1 - PacnonoxeHue pPEeKBN3NTOB HA TUTYJIbHOM JIUCTE OOKYMEHTAa

NMpunoxeHue b (cnpaBo4yHoe). Cxembl
pacnosioXXeHns peKBU3NTOB AOKYMEHTOB

MpunoxeHune b
(cnpaBo4Hoe)


/picture/get?id=P014E0000&doc_id=1200142871
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PucyHok B.1 - PacnonoxeHne pekBu3nToB U rpaHunLbl 30H Ha chopmate A4 yrrnoBoro

6naHka
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PucyHok B.2 - PacnonoxeHue pekBU3UTOB W rpaHuubl 30H Ha dopmaTte A4
npofonbHoro 6riaHka

NMpunoxeHue B (cnpaBo4yHoe). O6pa3ubl

ONNaHKOB JOKYMEHTOB




MpunoxeHne B
(cnpaBo4HoeE)

Pocapxue

PenepansHoe DIOXKETHOS yYpeXaeHe
«BcepoccHACKMIA HAYYHO-UCCNEeNoBaTENLCKMA MHCTUTYT
NOKYMEHTOBEEHUA W apXMBHOTo Aena»

(BHUMIAL)

Mockea

PucyHok B.1 - O6bpaseL obLiero 6raHka opraHnsauum



Pocapxms

PenepancHoe DIOAXETHOE yupexaeHue
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ACKYMeHTOBEeHWA W apXUBHOIND Aena»

(BHUALAL)
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Ha Ne oT

PucyHok B.2 - O6paseu yrnosoro 6r1aHka nucbma opraHv3aumm



PocapxuB

PenepansHoe DIOMKETHOE YUPENKIEHHE
«BCepoCcCMRCKMIA HaYyYHO-NCCNefoBATENLCKUA MHCTUTYT
NOKYMEHTOBENEHUA W apXUBHOIO Aena»

(BHUMOAL)
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Ha Ne oT

PucyHok B.3 - O6pasen npogonbHoro 6naHka nMcbma opraHusasum



Pocapxwe

denepansHoe DOMKETHOE YUpEXaeHWe
«BcepoCCMCKWMIA HayYHO-UCCNefoBaTENLCKMA MHCTUTYT
NIOKYMEHTOBEIEHWA W apXWBHOIO Aena»

(BHUMOAL)
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Ha Ne oT

PucyHok B.4 - O6pasel npoaorbHoro 6iaHka nucbMa AOIMKHOCTHOIO Nvua



Pocapxue

denepansHoe DIOKETHOE YYpemeHUe
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Pucyhok B.5 - OG6pasey npogonbHOro 6naHka nuMcbMa  CTPYKTYPHOrO

nogpasaeneHns



Pocapxus

denepansHoe DHAKETHOS yUpexaeHue
«BCepoCCMRCKMIA HaYYHO-MCCNeNoBaATENLCKUA MHCTUTYT
NOKYMEHTOBEAEHWA W apXMBHOID Aena»

(BHWWLAL)
MPUKA3

Mockea

PucyHok B.6 - O6pasen 6naHka KOHKPETHOrO B1aa AOKYMEHTa OpraHnsaunm



Pocapxue

dbenepansHOe DHAHETHOE YUPEXAEHUE
«BCepoCCMICKMA Hay4YHO-UCCNenoBaTenbCKMM MHCTUTYT
OOKYMEHTOBEEHWA W apXMBHOIO [ienax»

(BHAMOAL)
OWPEKTOP

PACTOPHXEHWE

MockBa

PucyHok B.7 - O6bpaseL 6naHka KOHKPETHOro B1aa AOKYMEHTa LOIPKHOCTHOIO nmua



Pocapxwvs

denepansHoe DHOMKETHOE YUpPEXROEHWE
«BCcepoccMCKMA HayYHO-UCCNenoBaTENLCKMA MHCTUTYT
NOKYMEHTOBEJEHWA WU apXUBHOID Aena»

(BHUWIAL)

lNpodpcoosnan yn., o. 82, Mockea, 117393
Ten/dakc: (495) 718-78-74; e-mail.mail@vniidad ru; hittp://www vniidad ru
OKINO 02842708; OI'PH 1027700380795; MHH/KIM 7708033140/771001001
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PucyHok B.8 - OG6Gpasey npogonbHoro 6raHka nucbMa opraHuM3auun Ha OBYyX
A3blKax

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

KnioueBble croBa: opraHn3auunoHHoO-pacnopsagnuTernibHad OOKyMeHTauuA,
Od)OpMJ'IeHVIe OOKYMEHTa, OnaHk OOKYMEHTa, PEKBU3UT OOKYMEHTAa

ONEKTPOHHbIA TEKCT AOKYMEHTa
noarotoBneH AO "Koaekc" n ceepeH no:
odmumanbHoe nsgaHue

M.: CtaHgapTuHdopm, 2019






	1 Область применения
	2 Нормативные ссылки
	3 Общие требования к созданию документов
	4 Реквизиты документа
	5 Оформление реквизитов документов
	6 Бланки документов
	Приложение А (справочное). Расположение реквизитов на титульном листе документа
	Приложение Б (справочное). Схемы расположения реквизитов документов
	Приложение В (справочное). Образцы бланков документов

