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®EONEPANIbHOE ArEHTCTBO NO TEXHUWYECKOMY PEIrYJIMPOBAHUIO
N METPOJIOINn

HALUMOHANBbHbLIA CTAHOAPT POCCUUCKOW ®EQEPALINA
FOCT P 7.0.97-2016

CUCTEMA
CTAHOAPTOB MO AH®OPMALIUU, BUBITUOTEYHOMY
N N3OATENbCKOMY OENY

OPrAHUM3ALMOHHO-PACMOPAOUTENBbHAA OOKYMEHTALIUA
TPEBOBAHUA K O®OPMJTIEHUIO AOKYMEHTOB

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

CnncoK N3MeHSILWNX JOKYMEHTOB
(B pea. ameHenmsa N 1, yTB. lNprkasom Pocctangapta
oT 14.05.2018 N 244-cT)

KoHcynbTaHTlnoc: npumeyaHue.
Mpukasom Pocctangapta ot 25.05.2017 N 435-cT gaTta BBegeHus B genctene HaumoHanbHoro ctaHgapta PO

FOCT P 7.0.97-2016 nepeHeceHa Ha 1 ntonsa 2018 roga.

[arta BBegeHusd - 2018-07-01

MpeaucnoBue

1 PASPABOTAH ®epeparnbHbiM OOMKETHBIM yupexaeHneM "BcepoccuMncKnii Hay4yHo-MccneaoBaTenbCKUm
WHCTUTYT OOKYMeHToBeAeHus u apxmsHoro gena" (BHUWOAL) ®epepanbHOro apxMBHOro areHTCcTBa

2 BHECEH TexHudeckum komuteToM no ctaHgapTtusauum TK 191 "Hay4yHo-TexHudeckas uHdopmauus,
onbnuoTteyHoe n nsgartenbckoe geno"

3 YTBEPXOEH W BBEOEH B OEWCTBWE [lpukasom depepanbHOro areHTcTBa MO TEXHUYECKOMY
perynupoBaHuio n meTtponorumn ot 8 gekabpsa 2016 r. N 2004-ct

4 B HacTosLeM cTaHOapTe peanu3oBaHbl HOpMbl oeaeparnbHbiX 3akoHOB OT 27 utonst 2006 r. N 149-03 "O6
NMHopmMaunm, MHPOPMaLMNOHHBLIX TEXHOMOMMAX U 0 3awmTe MHdopmauun”, ot 22 oktabpsa 2004 r. N 125-93 "O6
apxmBHom fene B Poccuinckon degepauumn”

5 BBAMEH NOCT P 6.30-2003

6 NSOAHWE (nionb 2018 r.) ¢ N3ameHeHnem N 1, yTBepxaeHHbIM B mae 2018 r. (MYC 7-2018) <*>

<*> HacToslee nsgaHne 3ameHsieT Bce npeabliaylive n3gaHus gaHHoro ctaHgapra.

MpaBuna npuMeHEeHUs HACTOSILLEro CTaHdapTa YCTaHOBMNEHbl B cTaTbe 26 deagepanbHOro 3akoHa ot 29
moHsa 2015 r. N 162-®3 "O crangaptmsaumm B Poccuiickon Pepepauun”. MHbopmaumsi 06 M3MEHEHUsIX K
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HacTosiLeMy CTaHOapTy nybnukyeTtcsas B eXerogHoM (Mo COCTOSHMIO Ha 1 sHBapsa Tekywero roga)
MHOpMaUMOHHOM YykasaTtene "HauumoHanbHble cTaHgapThl", a oduuManbHbld TEKCT U3MEHEHWM M MNpPaBOK - B
€XEeMEeCS]MHOM MH(OpPMaLNMOHHOM ykasaTerne "HaunoHanbHble cTaHgapThl". B cnyyae nepecmoTpa (3aMeHbl) unm
OTMEHbl HacTOSILEro cTtaHgapTa COOTBETCTBYHOLEe yBegomneHve ByaeTt onybrnmkoBaHo B Brvbkaniem Bbinycke
eXeMeCsIHHOro MHopMaumoHHoro ykasatensa "HauuoHanbHble cTtaHgapTbl". CoOTBeTCTBYOLAA MHOPMaUuS,
yBeAOMMNEHNE N TEKCTbl pas3MeLLalnTcs B UH(OPMaLUMOHHON cucTteMe obLiero nonb3oBaHus - Ha oduumnansHOM
cante ®efepanbHOro areHTCTBa No TEXHUYECKOMY PErynMpoBaHuIO U MeTporiorun B cetn IHTepHeT (www.gost.ru).

Hactosiwmin cTaHgapT He MoXeT OblTb MOSIHOCTbIO MMM YaCTUYHO BOCMPOM3BEAEH, TUPaXMpOBaH WU
pacrnpocTpaHeH B kayecTse odumumanbHOro n3gaHus 6es paspelleHns PeaepanbHOro areHTCTBa No TEXHUYECKOMY
perynvMpoBaHuio U MeTpPosIorm

1 O6bnacTtb npumeHeHus

HacTtoawun ctaHgapT pacnpocTpaHseTcs Ha OpraHu3auuoHHO-pacnopsavTenbHble OOKYMEHTbl: YCTaBbl,
NMONMOXEHWs, MpaBuna, WHCTPYKUUKW, pernameHTbl, MOCTAHOBMEHMUS, PacnopsbkeHWs, Mpukasbl, peLueHus,
NPOTOKOSbI, AOrOBOPLI, aKTbl, MMCbMa, CIPaBKU U Ap. (Aanee - AOKYMEeHTbl), B TOM Yucre BknoveHHble B OK 011-93
"OBbwepoccurckmn knaccmdukaTop ynpasneHveckomn gokymeHtaummn" (OKY), knacc 0200000.

HacTosawun CTaHOapT onpependeT coCtaB PEKBU3NTOB JOKYMEHTOB, npasuia nx Od)OpMJ'IeHI/IFI, B TOM 4ucrne
C TMNpUMEeHeHnem I/IH(*)OpMaLI,VIOHHbIX TexHonornni; Buabl OnaHKoB, cocCTaB peKkBn3nToB OnaHKoB, CXeMbl
pacnonoXeHna pekBn3nToB Ha [OOKYMEHTE; 06pa3u,b| OnaHKkoB; npasuna co3gaHna OOKYMEHTOB. MonoxxeHuns
HacTodLlero ctaHgapTa pacnpoCcTpaHATCA Ha AOKYMEHTbI Ha 6yMa>KHOM N SANEKTPOHHOM HOCUTENAX.

2 HopmMaTtuBHbIe CCbIJIKU

B HacTosiwem CTaHOapTe ncnonb3oBaHbl HOPMAaTMBHbIE CCbIJTIKN Ha cnefytouwmne ctaHaapTbl:

OCT P 7.0.8 Cwucrtema craHgaptoB Mo uHdopmauuun, 6ubnuotedyHomy u umsgaTenbckomy Aeny.
[denonpon3BoacTBo 1 apxmBHoe Aeno. TepMuHbl 1 onpeaeneHns

FOCT P MCO 15489-1 Cucrtema cTaHgapToB no nHdopmMaumm, 6MGnmMoTedHoMy M u3gaTenbCckoMmy geny.
YnpaBneHve gokymeHtamu. Obmne TpeboBaHms

MpumeyaHne - T[lpM nNOMb30OBaHMM HacTOAWMM CTaHAapToMm LUernecoobpa3Ho npoBepuTb AencTeue
CCbIfTOYHbIX CTaHA4apToB B WMH(OPMALMOHHON cucTeMe OoOLero nonb3oBaHMA - Ha oduumanbHOM cavTe
denepanbHOro areHTCTBa MO TEXHNYECKOMY PeryrnMpoBaHuio U MeTpornorun B cetn NHTepHeT nnm no exerogHomy
MHOPMaLUMOHHOMY ykasaTtento "HaumoHanbHble cTaHgapTbl", KOTOPbIN Ony6nMKoBaH NO COCTOAHMIO Ha 1 AHBaps
TeKyLlero roga, M rno BbiNyckam exeMecsiMHOro MHdopMaLMOoHHOro ykasatens "HauwmoHanbHble cTaHgapTthl" 3a
Tekywunn roA. Ecnu 3aMeHeH CCbINOYHbIMG  CTaHOapT, Ha KOTOpbIM [aHa HedaTMpoBaHHas Ccbifika, TO
pekoMeHayeTCA UCNorib3oBaTb OEeNCTBYIOLLYIO BEPCUIO 3TOr0 CTaHgapTa C y4eTOM BCEX BHECEHHbIX B [AaHHYI0
BEPCUIO U3MEHeHMn. Ecnv 3amMeHeH CCbINoYHbI CTaHd4apT, Ha KOTOpbIM [aHa [aTupoBaHHas CCblfka, TO
peKkoMeHayeTCsl UCMOofb3oBaTb BEPCUIO 3TOrO CTaHAapTa C YKa3aHHbIM Bbille roAOM YTBEpXAEHUS (NPUHATUSA).
Ecnu nocne ytBepxaeHWs HacTosiwero ctaHhapTa B CCbUIOYHBLIM CTaHOapT, Ha KOTOPbLIM JaHa AaTupoBaHHas
CCblfika, BHECEHO W3MEHeHWe, 3aTparuBaroliee MONoXeHWe, Ha KOTOpOoe [aHa CcCbiflka, TO 3TO MNONoXeHue
pekoMeHayeTcs NpuMeHsATb 6e3 ydeTa AaHHOro nsMeHeHuns. Ecnun ccbinoyHbin ctTaHaapT oTMeHeH 6e3 3aMeHbl, TO
nornoXxeHvie, B KOTOPOM [aHa CCblNIka Ha Hero, pekomeHayeTcs MPUMEHSTb B 4acTu, He 3aTparmsarollen aTy
CCBIfKY.

3 O6wme TpeboBaHUs K CO30aHNIO AOKYMEHTOB

3.1 JOKyMeHTbl MOryT co3gaBaTbCA Ha OyMaXkHOM HOcuTene W B 3NEKTPOHHOW cdopMe ¢ cobrnogeHuem
YCTaHOBIEHHbIX NpaBun 0hopMNEHNS JOKYMEHTOB.

3.2 MNpwu co3gaHum JoKyMeHTa Ha ABYX 1 Goree cTpaHuuax BTOpYIo M nocrneayowme cTpaHuLbl HyMepyoT.

Homepa cTpaHuL, NpocTaBnsioTca nocepeanHe BEPXHEro rons JOKYMeHTa Ha paccTosiHUM He MeHee 10 MM
OT BEPXHEro Kpas nucra.
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JlonyckaeTcs co3fgaHMe [OOKYMEHTOB Ha JMUEBOM M OBGOPOTHOM cTopoHax nucta. [pu ABYCTOPOHHEM
CO3[4aHUM JOKYMEHTOB LUMPUHA NEBOrO MoJist Ha NLIEBOM CTOPOHE NMCTa M NpaBoro nossi Ha 060POTHON CTOPOHE
fiMcTa JoMKHbI ObITb PaBHbI.

3.3. [na co3gaHua OOKYMEHTOB Heobxoaumo Mcrnonb3oBaTtb CBOOGOAHO pacnpocTpaHsieMble GecnnatHble
WpndThI.

[na odopMneHns JOKYMEHTOB pekoMeHayeTCsl UCnosib3oBaTtb pa3mepsbl wpudgTtos N 12, 13, 14.
Mpu cocTtaBneHumn Tabnuy, gonyckaeTcs UCNONb30BaTh LWPUPTLI MEHBLLMX PAa3MEpPOB.

(M3meHeHHas pegakuus, M3m. N 1).
(n. 3.3 B pea. NameHenus N 1, ytB. lMNpukazom PocctaHgapTa ot 14.05.2018 N 244-cT)

3.4 AB3auHbIN OTCTYN TekcTa AOoKyMeHTa - 1,25 cm.

3aronoBku pasgenoB 1 nogpas3gerioB nedvatarTca C ab3auHbIm OTCTYNOM WM LUEHTPUPYOTCA MO LWnpuHe
TEeKCTa.

MHOroCTpoYHble PEeKBMU3UTbI MNevyaTalTcs 4Yepe3 OAMH MEXCTPOYHbIA WHTEpBarn, COCTaBHble YacTu
PEKBU3NTOB OTAENSOTCS OOMOSHUTENbHbLIM MHTEPBAIOM.

TekcT 4OKyMeHTa nevaTaeTcs Yepes 1 - 1,5 MEXCTPOYHbIX MHTEpBana.

Ecnv OOKyMEHT roToBuTCA AN M3gaHus C yMeHblleHMeM MacwTtaba, TeKCT nedaTtaeTcs 4epe3 [Ba
WHTepBana.

NHTepBan mexay 6ykBamu B CnoBax - OObIYHbIN.
WHTepBan mexay cnosamm - 0OauH npoben.

3.5 TekcT OOKyMeHTa BblpaBHMBAETCA MO LWMPWHE nucTa (MO rpaHuMuam NeBoro M MpaBoro nonen
OOKyMeHTa).

AnvHa camon ANVHHOW CTPOKW PeKBM3nTa Npu YrioBOM PacrnofioXeHUn pekBm3nToB He bonee 7,5 cm.
[nvHa camon ANVHHOW CTPOKM peKBu3nTa Npu NpOAOSIbHOM PaCcronOXeHUU pekBn3nToB He Bonee 12 cwm.

3.6 HopmaTumBHbIMK akTamy opraHusaumm MoXeT ObiTb NpegyCMOTPEHO BbIAENEHNE PEKBM3UTOB "agpecat”,
"3aronoBoK K TeKCTy" unu "noanuck", a Takke oTaernbHbIX (PparMeHTOB TEKCTa NOMY>XUPHbBIM LLPUETOM.

3.7 HopmaTuBHble aKkTbl OpraHM3aumu, a Takke MHble MHOFOCTPaHWYHbIE JOKYMEHTbI MOTyT 0dOPMIIATLCH C
TUTYMbHBLIM NIUCTOM. TUTYNBHBINA NIUCT JOKYMEHTa 0YOPMIISETCSA B COOTBETCTBUM C NPUIOXKEHNEM A.

4 PeKBU3UTbI JOKYMEHTa

Mpv nogrotoBke 1 0POPMIIEHUN JOKYMEHTOB UCMOMb3YIOT PEKBU3UTLI, ONpPefeneHnst KOTOpbIX NpuUBeAeHb! B
OCTP7.0.8

01 - rep6 (FocynapcteeHHbi repb Poccuiickon ®epepauun, repb cybbekta Poccunckon depepaummn, repb
(repanbOn4ecknin 3HaK) MyHUUMMNanbHOro 06pa3oBaHus);

02 - ambnema;
03 - ToBapHbIN 3HaK (3HaK 06CnyXnBaHms);
04 - ko, POPMbI JOKYMEHTA;

05 - HaMMeHOBaHWe opraHM3aLuK - aBTopa OOKYMEHTa;
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06 - HauMmeHoBaHMe CTPYKTYPHOro nogpasaeneHuns - asTopa AOKYMEHTa;
07 - HaumeHoBaHWe JOSMKHOCTU Nyua - aBTopa AOKYMEHTa;
08 - cnpaBoYHblE OaHHbIE 00 OpraHn3aunu;

09 - HaumeHoBaHVe BMAa OOKYMEHTa;

10 - gaTa OOKYMeHTa;

11 - perncTpaumoHHbI HOMEP LOKYMEHTa;

12 - ccbifka Ha perncTpaLmoHHbIN HOMEP 1 AaTy NOCTYNUBLLErO AOKYMEHTA;
13 - MecTOo cocTaBneHus (M3gaHusl) AOKYMEHTa;

14 - rpud orpaHmyeHuns 4ocTyna K 4OKYMEHTY;

15 - apgpecar;

16 - rpud yTBEPXKAEHUSA JOKYMEHTA;

17 - 3aronoBoOK K TEKCTY;

18 - TeKCT JOKYMEHTa;

19 - oTMeTKa 0 NPUSOXEHUN;

20 - rpud cornacoBaHns JOKYMEHTA;

21 - BM33;

22 - noanuce;

23 - oTMeTKa 00 3reKTPOHHOM Noanucy;

24 - neyars;

25 - oTMeTKa 006 NCnonHUTEnNE;

26 - oTMETKa 0 3aBepeHumn Konuu;

27 - oTMeTKa O NOCTYNMNeHUU JOKYMEHTa;

28 - pesontouns;

29 - OTMEeTKa O KOHTpoOne;

30 - oTMeTKa 0 HanpaBneHun JOKyMeHTa B Aerno.

5 OchopmneHne peKBM3UTOB JOKYMEHTOB

5.1 T'epb (FocynapcTtBeHHbi repb Poccunckon ®epepaunn, repb cybvekra Poccuiickon depepaumm, repb
(repanbguyeckMin  3HaK) MyHMLMNANbHOrO 06pa3oBaHMs) BOCMPOU3BOAMTCS Ha OrnaHkax [OOKYMEHTOB B
cooTBeTCTBMU C DefeparnbHbIM KOHCTUTYLMOHHBIM 3akoHOM OT 25 gekabps 2000 r. N 2-®K3 "O NocygapcTBEHHOM
repbe Poccunckon Pepepaummn”, 3akoHogaTeNbHbIMA M MHBIMW HOPMaTUBHBIMW MPaBOBbIMM akTaMu CyObeKkToB
Poccuickon ®epepauny 1 HOPMaTUBHBIMU aKTaMn OpraHoB MECTHOFO CamOynpaBieHUsI.

Ns3obpaxeHne repba (locypapctBeHHoro repba Poccunckon depepaumu, repba cybvekta Poccuiickon
depepaumu, repba (repanbgMyecKkoro 3Haka) MyHUUUNansHoro oopasoBaHusi) NOMeLLLaeTCsl MOCepeanHe BEPXHEro

www.consultant.ru CrpaHuua 5 us 27
HafeXXHaa npaBoBas Nnoaaep)ka


https://www.consultant.ru/
https://www.consultant.ru/
consultantplus://offline/ref=DF1BCA85724DF4DB414D6BEFCBA408923D79EF0D8AD5064DB2024C6931AE1033F80A092302E6D545C5BC4156FBEDh9J

"OCT P 7.0.97-2016. HaumoHanbHbIV cTaHaapT Poccuiickon deaepaumm. [okymeHT npegoctaBneH KoHcynbTaHTInoC
Cuctema ctaHgapToB no uHdopMauum, bubnnoteyHomy m usaar... [aTta coxpaHeHus: 22.09.2022

nons 6naHka AOOKyMeHTa Ha[ peKBu3nTamum opraHn3auumn - aBTopa AOKYMEHTA Ha pacCCTOAHUN 10 MM oT BepXHero
Kpasa nucrta.

5.2 Ombnema opraHusaumm, paspaboTaHHas U yTBepXAeHHas B YCTAHOBMIEHHOM MOpsiAaKe, pa3mellaeTcs B
COOTBETCTBMM C HOPMATMBHbIMW MPaBOBbIMM akTaMu Ha ©OnaHkax: [OKYMEHTOB dedepanbHbiX OpraHos
rocyaapCTBEHHOW BMacTM (3a MWCKMAYEHWEM CryvaeB, npedycMaTpyBaloLMX UCMONb30BaHNEe u3obpaxeHus
locymapctBeHHoro repba Poccuitickon ®egepaumn), TeppuTopuanbHbiX OpraHoB heaeparnbHbiX OpraHoB
rocygapCTBEHHOW BRacTW, FOCyOapCTBEHHbIX W HErocygapCTBEHHbIX opraHusauun. WsobpaxeHne ambnemb
nomMeLlaeTcs nocepeavHe BepxXHero nonsd OnaHka [AOKyMEHTa Had PpekBM3MTamMy oOpraHusauumm - aBTopa
OOKYMeHTa, Ha paccTtosiHnM 10 MM OT BEPXHEro Kpas nmcTa.

5.3 ToBapHbIn 3HaK (3HaK obBCnyXmMBaHUA), 3aperMcTpMpoBaHHbLIN B YCTAHOBNEHHOM 3aKOHOAATENbCTBOM
nopsigke, BOCNpon3BoauTcsa Ha bnaHkax opraHu3aumin B COOTBETCTBMU C YCTaBOM (NonoxeHnem ob opraHnsaumm).
M3o0bpaxeHne TOBapHOro 3Haka (3Haka obcnyxuBaHus) MoMellaeTcs nocepeavHe BepxHero nons BnaHka
OOKYMEHTa Had peKkBuM3WTamum oOpraHum3aumm - aBTopa [OKYMEHTa WNu CreBa Ha YpPOBHE HaMMEHOBaHWSA
opraHm3aumm - aBTopa JOKyMeHTa (4onycKaeTcs 3axBaTbiBaTb YacTb JIEBOro Morns).

Hapsgy ¢ ToBapHbiM 3HakoM (3Hakom o6CnyxmBaHMA) Ha OrnaHkax AOKYMEHTOB MOXET YyKasblBaTbCs
KOMMepyeckoe 0603Ha4YeHNe IPUANYECKOro nuua.

5.4 Kog dopMbl AOKYyMEHTa NPOCTaBNAETCA Ha YHUOMUMPOBAHHBIX (hOpMax OOKYMEHTOB B COOTBETCTBUM C
Obuwepoccuinckum KnaccugpukatopoM  yrnpaBfieH4Yeckon  AOKyMeHTauum (OKYL) wnmM  nokanbHbIM
KnaccudukaTopom, pacnonaraeTca B NpaBoM BepxHeM yriy paboyero nonsd JOKyMeHTa, cocTouT ns cros "dopma
no" (HaumeHoBaHWe knaccudukaTopa) n UMdpoBOro Koaa.

Mpumep

®opma no OKY[] 0211151

5.5 HanmeHoBaHMe opraHm3auum - aBTopa OOKyMeHTa Ha 6naHke AOKYMeHTa AOIMKHO COOTBETCTBOBAaTb
HauMEHOBaHWIO OPUAMYECKOrO Nuua, 3akpenneHHoOMy B €ero yvpeauTernbHblX [AOKYMeHTax (ycTaBe wnu
nonoxeHun). [llog HavMMeHoBaHMEM opraHusaumMnm B CKODKax yKasbiBaeTCH COKpalleHHOe HavMeHOBaHue
opraHu3aumm, ecriv OHO NPeayCMOTPEHO YCTaBOM (MONOXEHNEM).

Hag HaumeHoBaHuem opraHunsaumm - aBTOpa [OOKyMeHTa YKa3blBaeTCA TMoJiHoe WM COKpalleHHOoe
HanMeHOBaHMWE BbILLECTOALLEN opraHunsauunmn (ﬂpl/l ee HaJ'IM‘-II/II/I).

5.6 HanmeHoBaHue CTpyKTYpHOro nogpasgeneHus - aBTopa AoKyMeHTa (B TOM vucne dunuana, oTaeneHus,
npeacTaBUTENbCTBA, KOMMEernanbHOro, COBELLATENbHOrO UM MHOTO OpraHa) Mcnonb3yeTcs B OGraHkax nucem u
GnaHKax KOHKPETHbIX BMOOB [OKYMEHTOB COOTBETCTBYKOLUMX MNOApasfeneHuin (opraHoB) B COOTBETCTBMMU C
noKanbHbIMW HOPMAaTMBHBLIMM akTaMu U yka3blBaeTcs Mo HauMeHOBaHMEM OpraHu3auum.

5.7 HaumeHoBaHve OOIMKHOCTY Nvua - aBTopa OOKYMEHTa UCMonb3yeTcs B GraHkax OOMMKHOCTHLIX Nul U
pacrnonaraeTcs nofd HaVMeHOBaHWMEM OpraHMsauuMu WM HavMMeHoBaHWeM TeppuTopun (kpasi, obnacTu,
aBTOHOMHOM obnacTv v ap.), ecnv OOKYMEHT M3[aeT pyKoBoAMTENb OpraHa BnacTu cybbekta Poccuiickol
degepaumu, MyHuuMnansHoro obpasoBaHus. HanmeHoBaHMe JOMKHOCTM NULa - aBTopa AOKYMEHTa yKa3biBaeTcst
B COOTBETCTBMM C HaUMeEHOBaHWeM, MpUBEAEHHbIM B PacCrnopAAMTENbHOM [AOKYMEHTE O HasHayeHuu Ha
JOMKHOCTb.

5.8 CnpaBoyHble JaHHble 06 opraHu3auuy ykasbliBaloTcs B GraHkax Nucem U BKHOYAloT: MOYTOBbLIN agpec
opraHusaummn (OONONMHUTENBHO MOXET YKa3blBaTbCA afpec MecTa HaxXOoXOEeHWUsA IPUAONMYECKOro nvua, ecrnv OH He
coBnagaeT c NOYTOBLIM aapecoM); HoMep TenedoHa, dakca, agpec 3N1eKTPOHHOI NoYTbl, CeTEBOI aapec.

B coctaB cnpaBoYHbIX AaHHbIX, 3@ UCKMYeHMeM 6naHKoB JOKYMEHTOB OpraHoB rocydapCTBEHHOW BRacTu,
OpraHoB MECTHOro camoymnpaBrieHusl, BKNOYATCHA: ko opraHusaumm no Ob6uiepoccuiickomy knaccudukaTopy
npegnpuatui 1 opravmdauuii (OKIMO), OoCHOBHOW roCyQapCTBEHHbIV PErMcTpauMoHHbBI HOMEp OpraHu3aumun
(OrPH) n ngeHTMUKALMOHHBLIN HOMEP HamnoronnaTenbLlMKka/kog MNpUYMHBI MOCTAHOBKM HAa HAaroroBbl yyeT
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(UHH/KIM).

5.9 HaumeHoBaHve BuOa [OOKYMEHTa yKasblBAeTCA Ha BCEX [AOKYMEHTax, 3a WCKIYEeHueM [OenoBbiX
(cnyxebHbIX) nucem, pacnonaraetcs Mo pekBM3MTaMu aBTopa AOKYMeHTa (HauMeHOBaHWEM OpraHm3auumu,
HanMeHOBaHUEM CTPYKTYPHOro noapasgeneHus, HaumeHoBaHMeM AOMKHOCTH) (M. puc. B.6).

5.10 [Jata OokymeHTa COOTBETCTBYET AaTe MNoanvcaHusi (YyTBepXKAeHusl) OOKYMEHTa unu gaTe cobbiTuvs,
3adIMKCUPOBAHHOO B AOKYMeHTE. [JOKyMeHTbI, M34aHHble ABYMS U Gonee opraHu3aunsiMu, OOMMKHbI UMETb OOHY

(eanHyto) paty.

[ata gokymeHTa 3anucbiBaeTcs B NOCMNeAOBaTENbHOCTU - AeHb MecsAua, Mecsu, rog - OAHUM U3 ABYX
cnoco6oB:

apabckumm umdpamu, pasgeneHHsiMm Todkon: 05.06.2016;
CNoBeCHO-UUdpOoBbLIM cnocobom, Hanpumep: 5 noHs 2016 .

5.11 PeructpauMoHHbIi HOMep [OOKyMeHTa - uudpoBon wunm OykBeHHO-UMPOBOM unaeHTUdMKaTop
OOKYMEHTa, COCTOSILLUA M3 MOPSAKOBOrO HOMEepa [OKYMEHTA, KOTOPbIA, MO YCMOTPEHMIO OpraHmsauum, MoXeT
OOMONHATLCA  LUMPPOBbIMA  UNN  OYKBEHHBIMKM  KOA4aMu  (MHAEKCaMn) B COOTBETCTBMM C  WUCMOSb3yEMbIMU
knaccndukaTtopamm (MHOEKCOM Aena No HOMEeHKNnaType Aerl, KOAOM KOPPEeCcrnoHAEHTa, KOgoM OOJMKHOCTHOMO nuua

nap.).

Ha [pokymeHTe, COCTaBNeHHOM COBMECTHO [JByMs UM 0onee opraHusauusiMu, TMpOCTaBIisoTCS
perncTpaunoHHble HoMepa [dOKYMEeHTa, MPUCBOEHHbIE KaXOoW M3 opraHusauuii. PernctpauuoHHble Homepa
OTAEeNATCA APYr OT Apyra KOCo YepToil U MPOCTaBMSIOTCSA B NOpsAKe yKasaHUs aBTOPOB B 3arofIOBOYHON YacTu
Unu npeambyne OOKyMeHTa.

5.12 Ccbinka Ha perncTpaumoHHbI HOMEP M AaTy NOCTYNMBLLEro AOKYMEHTa BKMOYAET PerncTpauuoHHbIv
HOMep 1 AaTy BXOOALEro MHULMATMBHOIO AOKYMEHTa, Ha KOTOPLIN AaeTcs OTBeT.

5.13 MecTo cocTaBneHusi (M3gaHusl) OOKYMEHTa YyKasblBaeTCsl BO BCEX [OOKYMEHTaX, KpOMe [OenoBblX
(cnyxeBHbIX) nuMceM, a Takke [OKNadHbIX, CNYyXeOHbIX 3anMcoK W APYrMX BHYTPEHHWX WHGOPMAaLMOHHO-
CMNpaBOYHbIX JOKYMEHTOB.

MecTo cocTaBneHusi (U3gaHusl) OOKyMeHTa He YykasblBaeTcsi B TOM CIlyyae, ecnvM B HavMeHOBaHWUu
opraHu3aummM nNpuUCyTCTBYET YyKaszaHMe Ha MeCTO ee HaxoxaeHus. MecTo cocTaeneHus (M3gaHusi) OOKyMeHTa
yKasblBaeTCsl B COOTBETCTBUM C NPUHATLIM aaMUHUCTPATUBHO-TEPPUTOPUANbHBLIM OeNEHNEM.

5.14 Tpud orpaHuyeHnsa OocTyna K OOKYMEHTY NpOCTaBriseTcs B NpaBOM BepxHeMm Yriy nepBoro nucra
OOKyMeHTa (npoekTa AOKYMeHTa, COMPOBOAMTENbHOIO MMCbMa K OOKYMEHTY) Ha rpaHuue BepxHero nonsd npu
Hanun4ynn B [OOKYMEHTe Mchopmame, [ocTtyn K KOTOpOI7I orpaHu4eH B COOTBETCTBMU C 3aKOHOOATESIbCTBOM
Poccuickon ®egepauun.

Buabl wucnonb3yembix B oOpraHMsauun rpudoB  OrpaHMYeHus [[ocTyna [OIDKHbl  COOTBETCTBOBATb
3aKoHodaTesNbHbIM U MHBIM HOPMaTUBHBLIM NPaBOBbIM akTaM Poccuiickon Pegepaummn n OMmKHbI ObiTb 3aKpeneHbl
B JIOKanbHbIX HOPMaTMBHbIX akTax. B coctaB rpudpa orpaHnyeHms goctyna K JOKYMEHTY BXOAUT OrpaHuMyuTeNnbHas
Hagnucb ("Ona cnyxebHoro nonb3oBaHus", "KoHdwugeHumansHo", "Kommepyeckas TamHa" wnum Ap.), KoTopas
MOXET [OMOSfHATbCA HOMEpPOM 3K3eMnnspa [AOKYMeHTa W OpyrMMy  CBeOEHWsAMU B COOTBETCTBMM C
3akoHogaTenbcTBoM Poccuiickon ®egepaunu.

Mpumep

Kommepueckasi TanHa
Ok3. N 2

5.15 Appecat wcnomnb3yetcs npu  odopmreHun  genosbix  (CnyxebHbix) nucem,  BHYTPEHHMWX
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MHPOPMaLIMOHHO-CMPaBOYHbIX AOKYMEHTOB ([OKMNaaHbIX, CIy>KeGHbIX 3anncok 1 ap.).

AdpecaToMm [JOKyMeHTa MOXeT ObiTb OpraHusauusi, CTPYKTypHOe noApasferieHne opraHusauumm,
OOIMKHOCTHOE M chmanydeckoe nmuo.

PekBuant "agpecat" npocTaBnsieTCs B BEPXHEW MpaBOW 4acTu [OOKyMeHTa (Ha ©OnaHke C yrroBbiM
pacrnonoXeHWeM pEeKBU3WTOB) WNM crnpaBa nopg pekBmavTamm 6GnaHka (Npy NpPoOAOSIbHOM  PachoNioXeHWK
pekBu3nmToB OnaHka). CTpoku pekBusnTa "agpecat" BbIpaBHMBAKOTCA MO JIEBOMY Kpakw WU  LIEHTPYITCS
OTHOCUTENBbHO CaMOW ANMHHOW CTPOKMW.

Mpy apgpecoBaHMn OOKYMEHTa PYKOBOAMTEM (3aMeCTUTENO PYKOBOAWTENS!) OpraHvM3auMu ykasbiBaeTcs B
JaTenbHOM nNajexe HauMeHOBaHWe [OJMKHOCTWM pyKoBOAWUTENSI (3aMecTUTensi PYyKOBOAMTENS), BKIovarollee
HanMeHoBaHWe opraHn3auumn, aMunmio, MHMLMAanb! 4OMMKHOCTHOrO nuua.

Mpumep

PykoBogutenio PegepanbHoOro
apXMBHOTO areHTcTBa
damunusa N.0.

I'IpM agpecoBaHun nncbmMma B OpraHm3auunto yka3blBaeTCdA €€ NnoyiHoe umnn CokpaleHHoe HaMMeHOBaHue B
MMEHUTEJIbHOM Nnajexe.

Mpumep
depepanbHOE apxnBHOE
areHTCcTBo
nnm
Pocapxus

Mpn appecoBaHWM [OOKYMEHTa B CTPYKTYpHOEe MoApasferneHne opraHuvsauun B peksusmTe “agpecat”
yKa3blBaeTCcsa B MMEHUTENbHOM nagexe HauMeHOBaHWe OpraHu3auuu, HWXKe - HavMeHOBaHue CTPYKTYPHOro
noppasgeneHuns.

Mpumep

defepanbHoe apxMBHoe
areHTCTBO

OTtgen rocygapCTBeHHON
cnyxObl, KagpoB 1 Harpag

Mpu apgpecoBaHUM NMUCbMa PYKOBOAWUTENO CTPYKTYPHOrO MoApasfefieHusl yKasbiBaeTcs B UMEHUTESIbHOM
nagexe HauMeHOBaHWe opraHu3auuu, HKe - B AaTeNbHOM Majexe HauMeHoBaHWe OOIMKHOCTU PYKOBOAUTENS,
BKMOYaloLLlee HavMeHoBaHWe CTPYKTYPHOro noapasaeneHus, aMmunuio, Huumansi.

Mpumep

AO "Mpodounb"

Pykosoautento 4OroBopHoO-
npaBoBOro otaena
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damunusa N.0.

Mepen cdamunuert JOMKHOCTHOMO nuua gonyckaeTca ynoTpebnaTe cokpalleHue "r-Hy" (rocnoaunHy), ecrniu
agpecat MyX4uHa, unu "r-xe" (rocnoxe), ecnv agpecar XeHLUnHa.

Mpumep

r-Hy ®amunusa N.0.

nnn

r-xe ®amunusa A.0.

Mpn paccblfike OOKYMEHTa rpynrne opraHvW3auuii O4HOro TWMa WM B CTPYKTYPHble MoApasgeneHusl OgHoM
opraHusauuu agpecar ykasbliBaeTcsi 0600LLEeHHO.

Mpumep

PykoBogutenam govepHmx
o6wects AO "Tpodunp"

mnnm

PykoBoautensam ynpasneHun
PocapxuBa

Mpu paccobinke AOKYMEHTa He BCEeM OpraHv3aumsiM Unu CTPYKTYPHbIM MoAapasfeneHnsm no4 PeKBU3UTOM
"Appecat" B ckobkax ykasbiBaeTcs: "(Mo cnucky)".

Mpumep

PykoBoautenam govepHux
obuwecte AO "Mpodunb"
(no cniucky)

B ogHOM JokymMeHTe He JormkHO ObiTb Gonee YeTbipex agpecatoB. Crnoso "Konua" nepea BTOpbIM, TPETbUM,
YeTBEPTLIM agpecaTtamu He ykasbiBaeTcs. [pu Oonbluem KonvyecTBe agpecaToB COCTaBMSETCA CMUCOK (NNCT,

yKasaTernb) paccChlfiku JOKYMEHTa, Ha KaXXAoM OOKYMEHTE yKasbiBaeTCcsl OanH agpecaT unv agpecat ogopmrisieTcst
0600LLIEeHHO.

B coctaB pekBuauta "AgpecaT" MOXeT BXOAMTb MOYTOBbIM agpec. OnemeHTbl NOYTOBOro agpeca
yKasblBalOTCA B MNOCrefoBaTeNnbHOCTM, YCTaHOBreHHoW [lpaBunamm okasaHus ycnyr Mno4vTOBOW  CBS3M,

yTBEPXAEHHbIMM MpMKa3oM MuHUCTepcTBa CBA3M M MaccoBbIX KOMMYyHukauunm Poccuiickon ®epepaummn ot 31
nions 2014 r. N 234.

Mpumep

Bcepoccuitcknin Hay4yHo-
nccnegoBaTenbCKUM UHCTUTYT
OOKYMEHTOBEAEHNS N apXMBHOMO
aena

MpodcotosHas yn., a. 82,
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Mocksa, 117393

MMoyToBBLIN agpec MOXeT He ykasblBaTbCA B AOKYMEHTax, HanpaBnsieMbiX B BbICLUME OpraHbl BracTy,
BbILLECTOSALMNE OpraHnsaumn, noaBeOOMCTBEHHbIE OpraHuM3aumM W MNOCTOSIHHLIM - KOppecnoHaeHTam  (3a
NCKIMIOYEHNEM HanpaBrieHns NMCeM yKasaHHbIM agpecaTaM B KOHBEPTax C Npo3payHbIMU OKHaMM).

Mpu agpecoBaHMn AOKYMeHTa U3NYECKOMY 1Ly yKkasblBalTcsa: haMuUnus, MH1UManbl, NOYTOBbLIN aapec.

Mpumep

damunusa L.0.

yn. CagoBas, g. 5, kB. 12,
r. Jltobepubl, MockoBckasi 061.,
301264

Mpu oTnpaBke nNUcbMa MO 3MEKTPOHHOM MoYTe UnM no akCMMUIIbHON cBsA3M (6e3 AOCbINKM MO MnouyTe)
MOYTOBbLI afdpec He ykasbiBaeTcs. lpu HeobXxoaMMOCTU MOXET OblTb yKa3aH SEKTPOHHBLIA agpec (Homep
TenedoHa/cakca).

Mpumep

Bcepoccuiickun Hay4Ho-
VICCJ'Ie,EI,OBaTeJ'IbCKI/IIZ WHCTUTYT
OOKyMeHTOoBeAeHNA N apXUBHOIo
fena

mail@vniidad.ru

5.16 'puc yTBEPXkKAEHMS NPOCTABNSETCA HA OOKYMEHTE B CMy4ae ero yTBepXAeHUS OOMKHOCTHBIM fMLOM,
pacnopsanTenbHbIM OOKYMEHTOM (MOCTAHOBMEHWEM, PELUEHWEM, MPUKA30M, PacropsKEHUEM) UMW peLleHueM
KonnervanbHOro opraHa.

Fpmcb yTBEPXKOEHNA pasdMellaeTCcda B NpaBOM BEPXHEM Yyrily nepBOro fincta AOKyMeHTa. CTpOKI/I peKBU3nNTa
BblpaBHMBAKOTCA MO JIeBOMY Kpak U LEHTPYHTCA OTHOCUTESIbHO camou ANIMHHOMN CTPOKW.

Mpu yTBEPXOEHMN OOKYMEHTA AOMKHOCTHBIM NMLOM rpud yTBEpXAeHusa coctouT u3 criosa Y TBEPXOALO,
HaMMEeHOBaHUA [OOSMPKHOCTU Nnuua, yTBepXawollero AOKYMEHT, ero noAanvcu, uHuuumanos, amunun v aathbl
yTBEPXAEHMUS.

Mpumep

YTBEP>XOAHKO
Pykosoantens ®enepansHoro
apXMBHOro areHTcTBa

Mognuck n.0. damunua
Data

Mpn yTBEPXKOEHUN AOOKYMEHTa pacnopsauTenbHbiM OOKYMEHTOM rpudd yTBEpXOEeHMS COCTOUT U3 crnosa
YTBEPXOEH (YTBEPXOEHA, YTBEPXOEHbI nnn YTBEP>XOEHO), cornacoBaHHOro ¢ HaMmeHoBaHWeM Buaa
yTBEPXKOAeMOro AOKyMEHTa, HauMeHOBaHUA pacnopaauMTensHOro JOKyMeHTa B TBOPUTENbHOM nagexe, ero gathl,
Homepa.

www.consultant.ru Crpanuua 10 u3 27
HafeXXHaa npaBoBas Nnoaaep)ka


https://www.consultant.ru/
https://www.consultant.ru/

"OCT P 7.0.97-2016. HaumoHanbHbIV cTaHaapT Poccuiickon deaepaumm. [okymeHT npegoctaBneH KoHcynbTaHTInoC
Cuctema ctaHgapToB no uHdopMauum, bubnnoteyHomy m usaar... [aTta coxpaHeHus: 22.09.2022

Mpumep

(PernameHT) YTBEP>XOEH
npukasom AO "Tpocumnb"
oT 5 anpens 2016 . N 82

nnn

(MpaBwnna) YTBEPXIOEHbI
npukasom AO "Mpocpumnb"
oT 6 anpensa 2016 . N 83

Mpw yTBEPXAEHUMN OOKYMEHTa KonfernanbHbIM OPraHOM, peLUeHNs KOTOPOoro oMKCHpYOTCA B MPOTOKOMe, B
rpude yTBepXOeHNs yKkasblBalOTCS HaMMEHOBaHWe opraHa, pelleHVEeM KOTOPOro yTBepXAaeH OOKYMEHT, ata u
HOMep nNpoTokorna (B ckobkax).

Mpumep

(MonoxeHue) YTBEPXOEHO
CoBeTOM AMpeKTopoB
AO "MMpoduns"
(npoTokon ot 12.12.2016 N 12)

5.17 3aronoBok K TEKCTy - KpaTkoe COoAepXaHue [OoKyMeHTa. 3aronoBoOK K TekCTy chopmynupyeTcs ¢
npegnorom "O" ("OB6") 1 oTBevaeT Ha Bonpoc "o yem?"):

npukas (0 4em?) o0 co3gaHum aTTeCTALNOHHOM KOMUCCUN;
npuvkas (0 4em?) 06 yTBEPXKOEHWMN LITATHOIO pacnucaHuns;
NMCLMO (0 YeM?) O NpeJocTaBNeEHNN UHOPMaLMK.

3aronoBok K TEKCTY OohopMrsieTcss NoA pekBu3uTaMu GrnaHka crieBa, OT rpaHuubl neBoro nons. B ykasax,
NOCTaHOBMEHUSIX, PELLEHUSIX, NPUKa3ax, U34aBaeMbIX OpraHamMu BracTu, 3arofioBOK K TEKCTY MOXET 0pOpMISTbCS
Ha[ TeKCTOM nocepeamnHe paboyero nossi JOKyMeHTa M LEHTPYETCH OTHOCMTENbHO CaMO ANMHHOMN CTPOKM.

3aronoBok K TEKCTY MOXEeT He COCTaBJIATbCA, €CIT TEKCT AOKYMEHTa He NnpeBbillaeT 4-5 CTPOK.

5.18. TeKkCT [OOKyMEHTa COCTaBMSETCA Ha PYCCKOM £3blke KaK rocyJapCTBEHHOM s3blke Poccuimnckon
depepaumn. B opraHax rocygapCTBEHHOM BRacTW, OpraHax MECTHOro CcaMoynpaBrieHusl, roCyapCTBEHHbIX
yupexaeHuax pecnybnuk Hapsgy C rocygapcTBeHHbIM A3bikoM Poccuiickon depepaunm MoryT ynotpebnarbcs
rocygapcTBeHHble s3blku pecnybnuk. B aestenbHOCTU rocygapCTBEHHbIX OpraHoB, OpraHu3auuvin, npeanpusaTui u
yupexaeHun Poccuiickon ®epepauum  UCNonNb3yTCA rocygapcTBeHHbI  4A3blk  Poccuiickon ®epepauun,
rocygapCTBeHHbIe s3blkW pecnyOnuvK 1 UHble A3blkM HapogoB Poccuiickon ®eaepauun.

(B peq. ameHeHusa N 1, yTB. lNpukasom PocctaHgapTta ot 14.05.2018 N 244-cT)

B TekcTe OOKyMeHTa, NnoArotoBfieHHOM Ha OCHOBaHUKM 3akoHOAATe IbHbIX UITU UHbIX HOPMAaTUBHbLIX MPaBOBbIX
aKTOB, paHee n3gaHHbIX pacnopAagnTenbHbIX JOKYMEHTOB, YKa3biBalOTCA UX PEKBU3UTDI:

- HauMeHoBaHMe BuAa OOKyMEeHTa, HanMeHOBaHWe opraHums3auunm - aBTopa OOKYMeHTa, AaTa OOKYMEeHTa,
pel'l/ICTpaLl,l/IOHHbIIZ HOMep OOKYMEeHTa, 3aroJjioBOK K TEKCTY;

- HauMeHoBaHWE OpraHu3auuM UNU OOMMKHOCTHOrO nuua, YTBEPAMUBLUEro AOKYMEHT, AaTa YyTBepXAeHUs
OOKyMeHTa.

TekcT OOKYMeHTa MOXeT coAdepiKaTb pasaerbl, nogpasaersbl, NyHKTbl, NOANYHKTbI, HyMepyeMble apa6CKI/IMI/|
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undpamu. YpoBHen pybpurkaumm TekcTa He JOIMKHO ObiTb Gonee YeTbipex.
B npukasax TeKCT nsnaraercsi OT NepBoro nuua eauHCTBEHHOro Ymcna ("npukassiato”).

B OOKyMeHTax KojiernanbHblX W CcoBellaTelibHbIX OpraHoB TEKCT wu3naraetcda OT TpeTbero Jnuua

edMHCTBEHHoro yncna ("konnerus... noctaHoenset", "cobpaHue... pelnsno”).

TekcT npoTokona wusnaraeTcs OT TPeTbero nvua MHOXecTBeHHoro uucna ("cnywanu", "BblcTynunn',

"nocraHosunu”, "pewmnn").

B pokyMeHTax, ycTaHaBnvBawLWux npaBa M 06S3aHHOCTM OpraHu3auun, UX CTPYKTYPHbIX NnogpasgeneHun
(monoxeHue, WMHCTPYKUMS), a Takke coAepXalux onucaHve cuTyauui, aHanm3 (akToB WU BbIBOAbI (aKT,
cnpaBeka), ucnomnb3yetcss hopMa WU3NOXEHUs TeKcTa OT TPETbero nuua €OMHCTBEHHOrO WM MHOXECTBEHHOTO
yucna ("otaen ocywecTBnAeT yHKUMK...", "B COCTaB ynpaBreHus BXogar...", "KOMUccus npoeena npoBepky...").

B coBMeCTHbIX AOKYMEHTax TEKCT mM3naraeTcs OT NepBOro nuua MHOXeCTBEHHOro yucna ("npukasbiBaem”,
n n
pewwnnn").

B nenoBbix (cnyxebHbiX) NUCbMax UCMONb3YTC POPMbl U3NOXKEHUS:

- OT NepBOro nuua MHOXeCTBeHHOro Ymucna ("npocum HanpasuTb...", "NpeactaBnsem Ha paccMmoTpeHue...");

- OT TpeTbero nvua eauMHCTBEHHOro 4ucna ("MMHUCTEPCTBO He Bo3paxaerT...", "obuwecTtBo cuuTaet
BO3MOXHbIM...");

- OT NepBOro nuua eguMHCTBEHHOro ymcna ("cuutao HeobxoammbiMm...", "npegnarato paccMoTpeTb..."), ecnu

NMCbMO 0POPMIIEHO Ha AOMKHOCTHOM BnaHke.

B TekcTax [OOKYMEHTOB YMOTpeGnawTcs TONbKO OOLWEnpuHATbIE abbpeBuaTypbl U rpaduyeckue
COKpalLLleHusl.

Mpu ynotpebneHnun B TekCcTe haMmnmin N, nHuumuanesl ykasbliBaloTcs nocne ammnmu.
B nenoBbix (cryebHbiX) NMCbMax MOTYT UCMOJNb30BaTLCS:

- BCTynuTenbHoe obpalleHue:

YBaxaembiin rocnoauH MNMpegcenatens!

YBaxaemblvi rocnoauH N'ybepHaTtop!

YBaxaembln rocnoanH Npoxopos!

YBaxaemas rocrnoxa 3axaposal

Ysaxaembin Hukonan NMetposuy!

YBaxaemasa Onbra HukonaesHa!

YBaxaewmsble rocrniogal

B obpaleHun no OOmMKHOCTU HauMEHOBAHME OOIDKHOCTM MULIETCA C NponucHowm BGykBbl, B obpalieHun no
hamunmm nHULMansl nuua He ykasbiBaloTCs.

- 3aKnYnTENbHas 3TUKeTHas dpasa:
C yBaxeHuewm, ...

(M3meHeHHas pegakuus, N3m. N 1).
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5.19 OTMeTKa O NPUIIOXKEHUN COAEPXKUT CBEAEHMS O JOKYMEHTE (OOKYMEHTax), MpuUraraeMoM K OCHOBHOMY
JOKYMEHTY (B COMPOBOAMTENbHBIX MUCbMaXx, NPeTEeH3UsIX, akTax, cnpaBkax 1 ApyrMx MHOPMaLMOHHO-CNPABOYHbIX
JOKYMEHTax) WM O TOM, YTO AOKYMEHT SBMSIETCA MPUMOXKEHWEM K OCHOBHOMY HOOKYMEHTY (B AOKYMEHTax -
NPUNOXEHUSAX K pacrnopsanTenbHbIM OOKYMEHTaM, MOMNOXEeHUAM, npaBunamM, UHCTPYKUUAM, AOroBopam, nnaHam,
oT4yeTaM U Ap. AOKYMEHTaMm).

B conpoBoAnUTENIbHbIX NMMCbMax U Opyrux VIH(bOpMaLWIOHHO-CI'IpaBO‘-IHbIX OOKyMeHTax OTMETKa O MNMpunoxeHum
Od)OpMJ'IFleTCFI noa TeKCTOM OT rpaHuubl NeBOro nojia cnegyrwmnm 06pa30M:

- €Cnun npunoxeHme Ha3BaHoO B TEKCTE:

MpunoxeHue: Ha 2 n. B 1 3K3.

- eCnn npunoXxeHme He Ha3BaHO B TEKCTe Wunnm ecnun I'IpVIJ'IO)KGHVIVI HECKOJ1bKO, YKa3blBalOT Ha3BaHWUA
ﬂ,OKyMEHTOB-I’IpVIJ'IO)KGHI/IVI, KOJTMYECTBO JINCTOB N 3K3EMIIIAPOB KaXKAoro npunoxXeHus:

MpunoxeHue: 1. MNonoxeHne 06 YnpaBneHn permoHanbHOro KpeanToBaHus Ha 5 n. B 1 3k3.

2. CnpaBeka 0 kafpOBOM cOCTaBe YNpaBreHUs perMoHanbHOro KpeauToBaHus Ha
2n.B 1 3K3.

- ecnv NpunoxeHue (MPUNoXeHns) COPOLLIOPOBaHO:

Mpunoxexue: otyeT 0 HUP B 2 aka.

- €CINIn OOKYMEHT, SABMSOLWLNACSA NpuUrioXeHnem, mMmMeeTt npuioxeHna cC CaMOCTOATENbHOM Hymepau,melh
CTpaHuu:

MpunoxeHue: nncemo Pocapxusa ot 05.06.2015 N 02-6/172 1 npunoxeHus K Hemy, BCero Ha
5n.

- eCnn npunoXeHnem dBndaeTcsd 000COBNEHHbIN SﬂeKTpOHHbIVI HOCUTESb (KOMI'IaKT-D,I/ICK, USb-(*)J'IeIJJ-
HaKoMutenb n ,D,p.):

MpunoxeHue: CD B 1 aka.

Mpun aTom Ha Bknagbllle (KOHBEPTE), B KOTOPbIA MOMELLAeTCsl HOCUTEMb, YKa3blBalOTCS HaUMeEHOBaHMWS
[OKYMEHTOB, 3anncaHHbIX Ha HOCUTENb, UMeHa hannos.

B pacnopsgutenbHbiX OKyMeHTax (MOCTaHOBMEHUSIX, PeLLeHnsX, NpuKasax, pacrnopsbkeHnsx), Aorosopax,
NOMNoOXeHusx, npasunax, MHCTPYKUMAX U OAPYrnx AOKYMEHTax OTMeTKa O MPUNoXeHun oopMmsieTcs cnegyowmm
obpasom:

- B TeKCTe [OOKyMeHTa Mpu NEepBOM YMNOMUHaHWM [OOKyMEHTa-MpUIOXeHNs B ckobkax ykasbiBaeTCs:
(npunoxeHune) unu ... (npunoxenune 1); neped HOMEPOM MPUNOXEHUsI AONYCKaeTCsi CTaBUTb 3HaK Homepa:
(npunoxeHue N 2);

- Ha NepBOM JINCTEe AOKYMEHTa-NpuroXeHna B NpaBoOM BEPXHEM Yy yKa3blBaeTCA:

Mpumep

MpunoxeHne N 2
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k npukasy AO "lMpocunb"
ot 15.08.2015 N 112

CTpOKM peKBM3WNTa BbIPaBHMBAKOTCA MO NEBOMY Kpal UMM LEHTPYITCA OTHOCUTENbHO CaMoW ONMHHOW
CTPOKW.

Ecnu npunoxeHmem K pacnopsautenbHOMY OOKYMEHTY SIBMSIETCS HOPMAaTMBHbIAN MPaBOBOW akT WU MHON
OOKYMEHT, YTBEPXOaeMbli [JaHHbIM pacnopsigMTenbHbiM  OOKYMEHTOM, Ha MEepBOM NUCTE MNPUMOXEHNS
npocTaBnsieTcs oTMEeTKa O NpunoxeHun (6e3 CCbinkn Ha pacnopsauTenbHbIA AOKYMEHT) U rpud yTBEPXKAEHMUS, B
KOTOPOM YKa3bIBalOTCS AaHHble pacnopsagnMTenbHOro 4OKYMEHTa, KOTOPbIM YTBEPXKAEH JOKYMEHT-NPUNOXeEHNE.

Mpumep

MpunoxeHue 1

YTBEPXOEHO
npukasom AO "Mpocpunb"
ot 18.05.2015 N 67

5.20 Mpudb cornacoBaHMsi JOKYMEHTa MPOCTaBMSETCS Ha AOKYMEHTaX, COrMacoBaHHbIX OpraHaMu BRacTy,
opraHundaumamMmun, OOJDKHOCTHbIMU - LMW, Fpmb cornacoBaHmAa B 3aBUCMMOCTM OT BMAa [AOKYMEHTa W"
0ocobeHHOCTEN ero ohopMINeHNss MOXET MPOCTaABNATLCS:

- Ha NepBOM NUCTE OOKYMEeHTa (ecrnv AOKYMEHT UMEET TUTYIbHbIA JINCT - Ha TUTYNbHOM JIMCTE) B NIEBOM
BEPXHEM YITly Ha YpOBHe rpudpa yTBepKAEHUS UK Mo HaMMEHOBaHNeM JOKYMeHTa Grnike K HUKHEMY Monio);

- Ha NnocnegHeM nuMcTe JOKYMeHTa nog TEKCTOM;

- Ha NUCTe cornacoBaHus, ABNSALWEMCS HEOTHEMITIEMOW YacTblo AOKYMEHTA.

Mpnd cornacosaHus coctout n3 cnosa COMACOBAHO, gomkHOCTM nuua, KOTOPbIM COrnacoBaH JOKYMEHT
(BkMOYas HaumeHoBaHME oOpraHu3auum), ero COBCTBEHHOPYYHOW MOAMUCK, MWHWUMAanNoB, damunun, Jatbl

cornacoBaHu4.

Mpumep

COIMACOBAHO
Ovpexktop BHUWOAL

(mognucek) n.0. damunuga
Hata

Ecnn cornacoBaHue OCYLLECTBNAETCA KonmervanbHbIM OpraHoM, B rpudpe cornacoBaHus ykasblBaloT
cBefeHuss 06 opraHe, cornacoBaBlIeM [AOKYMEHT, AaTe W HoMepe MNpOoToKona, B KOTOPOM 3adiMKCMPOBAaHO
pelleHne o cornmacoeaHuv. Ecnu cornacosBaHMe OCYLIECTBMSAETCA MUCbMOM, YKasbiBalOT: BWAO [AOKYMEHTa,
opraHu3auuio - aBTopa A0KYMeHTa, AaTy ¥ HOMep nucbMma.

Mprmep 1

COIMACOBAHO

CoBeTOM AMpeKTopoB

AO "Mpodounb"

(npoTokon ot N )

www.consultant.ru Crpanuua 14 u3 27
HafeXXHaa npaBoBas Nnoaaep)ka


https://www.consultant.ru/
https://www.consultant.ru/

"OCT P 7.0.97-2016. HaumoHanbHbIV cTaHaapT Poccuiickon deaepaumm. [okymeHT npegoctaBneH KoHcynbTaHTInoC
Cuctema ctaHgapToB no uHdopMauum, bubnnoteyHomy m usaar... [aTta coxpaHeHus: 22.09.2022

Mpumep 2

COIMACOBAHO
nnucbMom PocapxuBa
oT N

5.21 Bu3a cB1aeTenbCTByeT O COrNMacumn Uin Hecornacum AomKHOCTHOro nuua (paboTHKKa) C cogepkaHnem
npoekTa OOKyMeHTa. Busoli odopmnsieTcss BHYTPeHHee corfacoBaHue OOoKymMeHTa. Busa BkovaeT OOMKHOCTb
nvua, BUSUPYHOLLEro AOKYMEHT, NOAMWCh, pacLUMGPOBKY NOANUCK (MHULManbl, hamMunuio) 1 aaTy BUSUPOBAHUS.

Mpumep

PykoBoguTtens opuandeckoro otaena

Moanuckb N.0. damunusa
[ata

Mpy HanNVYMKM 3aMeYaHmnii K JOKYMEHTY BU3Yy 0hOPMIISIIOT crieaytoLmm oGpasom:

Mpumep

3ameyvaHus npunararTcA.
PyKOBOﬂ,MTeJ'Ib ropnagn4eckoro otgena

Moanuckb N.0. damunus
[ata

B opraHusauusax, nNpUMEHSIIOWLMX CUCTEMbl 3SfIEKTPOHHOrO [AOKYMEHTOOOOpOTa, COrnacoBaHMe MOoXeT
NpPoBOAUTLCA B aneKkTpoHHom hopme cornacHo FTOCT P UCO 15489-1.

B gokymeHTax, NOANMHHMKN KOTOPbIX XPaHATCA B OpraHusauuu, BU3bl NPOCTaBNSAT Ha nocnegHeMm nucte
AOKyMeHTa nog NoAnucblo, Ha 0bopoTe nocnegHero NUCcTa NOoANMHHMKA AOKYMEHTa UMK Ha fiucTe corfnacoBaHus
(BU3nMpoBaHus), npunaraeMoM K JOKYMEHTY.

B ncxogawmx LOOKYMeHTaXx BU3bl NPOCTAaBIIAKTCA Ha 3K3eMniidpax JOKYMEHTOB, NOMeLlaeMbIX B Aer0.
Mo YCMOTpPEHUIO opraHn3auun MoXeT NPUMEeHATbCA NOJNIMCTHOE BU3npoBaHMe JOKYyMeHTa U ero I'IpVIJ'IO)KGHI/IVI.

5.22 T[lognucb BKOYaeT: HaUMEHOBaHME [OOJPKHOCTM  Nuua, MOANUCHLIBAOWEro OOKYMEHT, €ro
COBGCTBEHHOPYYHYIO NMOANUCH, pacLuMdPOBKY nognucy (MHMumnansl, ammnms).

Mpumep

["eHepanbHbIN QUpeKkTop Mognucb n.0. damunus

Ecnn OOKYMEeHT O(*)OpMﬂeH He Ha OnaHke, B HaMMeHOBaHWEe [OOIMKHOCTU BKIlOYAeTCs HauMeHoBaHue
opraHusauunn. ,D,OHyCKaeTCFI LEeHTpOBaTb HaMMeHOBaHWe [OOJDKHOCTM Juuda, nognucaBllero  OOKYMEHT,
OTHOCUTENbHO CamMOoW ANNHHON CTPOKW.

Mpumep

"eHeparnbHbI AMPEKTOp
AO "Tpodwmnp" Moanuck N.0. damnnunsa
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[okyMmeHT npeaoctasneH KoHcynbTaHTIa0C
[aTta coxpaHeHus: 22.09.2022

I'IpM O(*)OpMJ'IeHVIVI OOKyMeHTa Ha OnaHke AOMMKHOCTHOrO Nuua OOJPKHOCTb 3TOr0 Nuua B MOAMUCK He

YKa3blBaeTCA.

Mpumep

Mognucb

nN.0. damunusa

I'Ip|/| noanncaHnn OOKyMeHTa HECKOJNTbKUMW OOJDKHOCTHbIMU NMuaMin, 3aHUMaKLWUMK pa3Hoe MNMoJ1oXKeHune, nx
noannucKM pacnonararTcd ogHa noa p,pyr0|7| B nocrnenoBaTesibHOCTH, COOTBeTCTByIOLIJ,eIZ nepapxmn 3aHMmaeMbIiX

[JOJDKHOCTEN.

Mpumep

OvpekTop uHcTuTyTa

"naBHbIN Byxrantep

Mognucb

Mognucb

n.0. damunusa

n.0. damunusa

I'IpM noanncaHnnm OOoKymMmeHTa HEeCKOJIbKMMU nuuamMmin

0OHOM YpOBHE.

Mpumep

paBHbIX OOMKHOCTEN MX nognucu pacnonaraloTca Ha

3amecTutenb gupekrTopa no
hrHaHCOBbLIM BONpocam

Moanuckb nN.0. damunusa

3amecTuTens gupekTopa no
aAMMHUCTPATMBHBLIM BOMPOCcaM

MNoanuck n.0. damunusa

B OOKyMeHTaXx, COCTaBJ1IEHHbIX KOMMWCCUKEN, B NOANMUCK YKa3blBaeTCA CTaTyC Nmua B COCTaBe KOMUCCUN.

Mpumep

MNpencenatens Kommuccum

YneHbl komuccum

MNMoanuckb

MNognucb
MNognucb
MNognucb

n.0. damunusa

nN.0. damunus
nN.0. damunus
nN.0. damunus

I'IpM noanncaHnn gokymMeHTa JMuoM, UCNOJTHAKLWNM 006s13aHHOCTH pykoBoautend, noannucb O(bOpMJ'IFleTCFI C
YKa3aHunem ctatyca AOJIKHOCTHOIO iua B COOTBETCTBUN C NPUKA3OM (pacnomeeHmeM).

Mpumep

M.0. reHepanbHOro gMpekropa Mognuckb n.0. damunus
unm

VcnonHsowmn 0683aHHOCTY reHeparnbHoro Mognucb nN.0. damunus

AvpekTopa

I'Ipvl noanncaHnMn AOOKyMeHTa nuuom, uMerwmMm npaso noanucn B CllydYae BpPEMEeHHOro OTCyTCTBUA
pykoBoguTensd, ncnpasiieHnMAa B HaMMeHoBaHMe LOJIKHOCTU U paCLIJI/Id)pOBKy cbammnwm yXe noarotoBsIEHHOIO “

HageXXHaa npaBoBas noaaepxka

www.consultant.ru

CrpaHuua 16 u3 27


https://www.consultant.ru/
https://www.consultant.ru/

"OCT P 7.0.97-2016. HaumoHanbHbIV cTaHaapT Poccuiickon deaepaumm. [okymeHT npegoctaBneH KoHcynbTaHTInoC
Cuctema ctaHgapToB no uHdopMauum, bubnnoteyHomy m usaar... [aTta coxpaHeHus: 22.09.2022

corfnmacoBaHHOro npoeKkrta AOKYyMeHTa BHOCATCA OT PYKU UM C UCNOJIb30OBAHMEM COOTBETCTBYHOLWUX LUTAaMMNOB. He
aonyckaeTcAa CTaBUTb KOCYH 4epTy, HaannucCb "3a" nepeg HammeHoBaHMeM OOJTDKHOCTW nuuda B noanucun, ecnun
AOOKYMEHT noanncbiBaeT NHOe AOJIHKHOCTHOE JTnUO.

5.23 OTtmeTka 06 3NEKTPOHHOW NOAMMUCKM WUCMOMb3yeTCa Npu BU3yanu3auum OMEeKTPOHHOro AOKYMEHTa,
NMOANUCAHHOIO 3NEKTPOHHON NOANMCHIO, ¢ cobniogeHnem criegylomx TpebosaHuii:

a) MEeCTO pa3mMelleHNA OTMETKU 00 SﬂeKTpOHHOVI noanncum AOO0JPKHO COOTBETCTBOBATb MECTY pa3MelleHunsA
COGCTBEHHOpy'«-IHOIZ noanncu B aHariorm4HOM JOKYMEHTE Ha 6yMa)KHOM HocuTene,

©) anemeHTbl OTMETKM 06 SNEKTPOHHOM MOAMUCU OOSMKHbI ObITh BUAMMBIMU N YATAEMbIMU MPU OTOBpaXKeHUN
OOKYMeHTa B HaTyparbHOM pasmepe;

B) 3NeMeHTbl OTMETKMN 06 SﬂeKTpOHHOVI noanncun He OO0JIKHbI NepeKpbiBaTbCA U HaKnagbiBaTbCA OPYr Ha
Aapyra;

r) anemMeHTbl OTMETKM 06 3MEeKTPOHHOM NOAMUCK He OOSKHbI NepeKkpbliBaTb ANEMEHTbI TeKCTa AOKYMEHTa U
Apyrve oTMeTkun 06 9NeKTPOHHOW noanucu (Mpu Hanmymm).

OTmeTka 00 3MEKTPOHHOM nognMcyM B COOTBETCTBMU C 3akoHodaTenbCcTBom Poccuiickon ®epepaumun
BKMNtovaeT ppasy "[OKyMEeHT noanucaH 3feKTPOHHOW MOoAMnNUCbIo", HOMep cepTudmkaTa Krkoda 3MeKTPOHHOM
noanucu, damunuio, UMs, OTYECTBO Briagenbua ceptudurkaTa, CpoK AENCTBUS cepTUdMKaTa Kroya dNeKTPOHHOM
nognucu. OTmeTka 00 3NMEKTPOHHOM NoAMMCKU MOXET BKMYaTh m3obpaxeHune repba, ambrnembl opraHa Bractu
(opraHusaumn), TOBapHOro 3Haka (3Haka OOCNyXuBaHWsl) oOpraHuM3auunm B COOTBETCTBMM C AEWCTBYIOLLMM
3aKoHO4aTeNbCTBOM.

Mpumep
IOOKYMEHT TIOHOIIMCAH
SJIEKTPOHHOM MOOIMCHI0
HammMmeHOBaHMe
IOOJDKHOCTMU Ceprudmxar 1alllaaa000000000011 H.H. Hwuxojaes
Brnanesen, HukojsiaeB Hukomnam HukosnaeBuu
HOevicreureyen ¢ 01.12.2012 mo 01.12.2017

5.24 lMNMevaTb 3aBepsiET NOASIMHHOCTb NOANUCK AOMMKHOCTHOrO NMua Ha JOKYyMEHTaX, yAOCTOBEPSIOLWNX NpaBa
nvd, dUKCUpyroWnx @akTbl, CBA3aHHbIe C (UHAHCOBbLIMW CPeacTBaMKu, a TaKkKe Ha WHbIX [JOKYMeHTaXx,
npegycMmaTpuBapoLlMx 3aBepeHue noanucu neyaTbld B COOTBETCTBMM C  3akoHopaTternbcTBOM Poccuiickon
depepauymm.

[oKyMeHTbI 3aBepsoT nevaTblo opraHusaumu. NMevyaTb NpocTaBnseTcs, He 3axBaTbiBasi COOCTBEHHOPYYHON
nognucu nuua, NoanvcasLlero 4OKYMEHT, Unun B Mecte, 06o3HaveHHoM "MIM" ("MecTto neyatun").

5.25 OTmeTka 06 ncnonHutene BknNoYaetT PaMmunmio, UMs 1 OTYECTBO UCMOSNHUTENS, HOMEpP ero TenedoHa.
OTtmeTka 06 vcnonHWTene MOXeT AOMNOMHATbCA HaMMEeHOBaHMEM AOIDKHOCTW, CTPYKTYPHOro nogpasgeneHus u
3NEKTPOHHbLIM agpecoM UCMOMNHUTENS.

OTtmeTka 06 mcrnonHuTene OCbopMﬂﬂeTCﬂ Ha nuueson CTOpPOHE nocnegHero nnucta gOoKyMeHTa OT rpaHuubl
1eBoro nona unu, npnu oTCyTCTBUMN MeCTa, Ha O60p0THOIZ CTOpOHE BHU3Y CleBa.

Mpumep

3abenuH NeaH AHgpeeBnd, KoHTponbHOE ynpaBneHue, BedyLmii cneunanmct
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+7(495) 924-45-67, Zabelin@gov.ru

OTtmeTka 06 ncnonHUTene Moxet oPOPMASATLCSA KaK HUKHUI KOMOHTUTYM U nevataTbCs LWPUAPTOM MEHbLLEro
pa3smepa.

5.26 OTmeTKa O 3aBepeHun Konuum oopMnsieTcs Ans NoATBEPXKAEHMSI COOTBETCTBUS KOMUWM LOKYMEHTa
(BbIMMCKM M3 OOKYMEHTa) MNOANMHHMKY AokyMeHTa. OTMeTKa O 3aBepeHun Konum NpoCTaBnsieTcs NOA4 PEKBU3UTOM
"nognucek" wn BKMYaeT: cnoBo "BepHo"; HaMmeHOBaHWE [OOMKHOCTM nuua, 3aBepMBLLErO KOMWK; €ero
COBCTBEHHOPYYHYIO MOANNCH; PacLIM@POBKY nognucy (MHuuuansl, paMmunuio); AaTty 3aBepeHus Konuu (BbINMCKA 13
OOKYMeHTa).

Mpumep

BepHo
MHcnekTop cnyx6bl kagpos Moanuck N.0. damunus
[ata

Ecnn konua Bbligaetcs Ona npeacTaBneHns B APYryl0 OpraHusauuio, OTMeTKa O 3aBepeHun Komnuu
OOMONHSETCA HAAMUCbIo O MeCTe XpaHeHUst OOKYMEeHTa, C KoToporo Obina usrotoBneHa konus (“MognuHHMK
OOKyMeHTa HaxoguTcs B (HaumeHoBaHue opranusauuv) B gene N ... 3a .. roa") u 3aBepsieTca nevartbio
opraHusaumm.

,D,J'IH npocTaBieHNA OTMETKN O 3aBEPEHUN KOMUU MOXET NCMNOJIb30BATbLCA LUTaMIM.

5.27 OTMeTka O NOCTYNNeHUU OOKYMEHTa CNyXuT AN NoaTBepxaeHus dbakta NocTynneHus JoKyMeHTa B
opraHusauuMio 1 BKMYaeT [aTy MOCTYNNeHUss M BXOOSLIMIA  perucTpauvoHHblii HoMep [OokymeHTa. [lpu
HeobXxoaMMOCTM OTMeTKa O MOCTYMNSIeHUN MOXeT AOMOSHATLCA YyKasaHMeM BPeMEHW MOCTYMMeHUss B Yacax U
MUHYTax 1 criocoba AOCTaBKN AOKYMEHTA.

OTtmeTka o NOCTyNnNeHnn AOKyMeHTa MOXET NPOCTaBNATbCA C MOMOLLbIO WWTamMna.

5.28 Pesonouma coaepXkuT ykasaHue Mo WUCMOMHeHUIo [oKymeHTa. Pesoniouns odopmngetca Ha
cBobogHOM MecTe paboyero nons JOKYMeHTa, Ha 6naHke pe3ontouun Unmn BHOCUMTCSH HEMOCPEACTBEHHO B CUCTEMY
3NEKTPOHHOIrO fOKyMeHToobopoTa.

Pe3sontouusi BkntovaeT: hamunuio, nHuumanbl UCNOMHUTENS (MCMONHUTENER), NopyYeHne No AOKYMEHTY, npu
Heo6X0AMMOCTH - CPOK UCTIONHEHUSI, MOAMNWCH N1LA, BbIHECLLErO Pe30ioLmio, AaTy pe3onoLum.

Mpumep

damnnusa N.0.

Mpowy nogrotoBuTh NpeanoxexHus Kk 10.11.2016.
MNMognucb

Jata

5.29 OTmeTKa O KOHTPONE CBUAOETENbCTBYET O MOCTAHOBKE [OKYMEHTA Ha KOHTPOSMb, MpOCTaBnsieTcs
wramnoM "KoHTponb" Ha BEpPXHEM Mofne AOKYMeHTa.

5.30 OTmeTka O HampaBneHMM AOKyMEHTa B [eno onpegenser MeCcTO XpaHeHWs [OOKyMeHTa mnocre
3aBeplueHusa paboTbl C HMM UM BKMoYaeT: crnoea "B geno”, nHoekc gena no HOMeHKnaType Aern, B KOTopoe
nomellaeTcsl AOKYMEHT Ha XpaHeHMe, C yKasdaHuem roga, AOSHKHOCTU nuua, opopMMBLUETO OTMETKY, MOAMUCH,
JaTbl.

Mpumep
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B neno N 01-18 3a 2016 .
3aB. oT4enoM KoprnopaTUBHBIX MPOEKTOB

Moanuck [ata

OTtmeTKka 0 HanpasneHnn OOKyMeHTa B AeJyil0 MOXET AOMNOJIHATbCA KpaTKMMU CBEOEeHUAMU O XapakTepe
MCMNOoJIHEeHNA OOKYMEeHTa.

6 BnaHkn OKyMeHTOB

6.1 Ona narotoBneHus 6naHkoB gokymeHToB cornacHo NOCT P 7.0.8 ucnonb3yetca 6ymara oopmaTtos A4
(210 x 297 mm), A5 (148 x 210 mm); Ans nsroToeneHus BrnaHkoB pesontouunin ucnonb3dyetcs bymara dopmatos AS
(148 x 210 mm), A6 (105 x 148).

Kaxabln nucT gokyMeHTa, opopMneHHbIn Ha Bnaxke nnu 6e3 Hero, JOMKEH MMETb NOMs HE MeHee:

20 MM - NeBoE;

10 Mm™ - npaBoe;

20 MM - BEpXHEE;

20 MM - HUXHee.

JdokymeHTbl gnutenbHbiX (cBbiwe 10 NeT) CPOKOB XpaHEHUS AOIMKHbI MMETb NieBoe none He meHee 30 MMm.

6.2 OpraHu3auum MCrnonb3yloT OGraHKUM OOKYMEHTOB, M3roTOBIEHHble Ha OymakHOM HocuTene (BnaHku
[OKYMEHTOB befiepanbHblX OpraHOB rocydapCTBEHHOW BracTV C BocnpousBedeHveM [ocygapcTBeHHoro repba
Poccuiickoit denepauun U3rotTaBnvMBaloTcsl Nonurpagouyeckumi npeanpusiTusMn, UMeWwyMn cepTudukaTtbl o
HanM4YUn TEXHUYECKUX U TEXHOMOrMYECKUX BO3MOXXHOCTEN OISl KAYECTBEHHOro WM3roTOBJIEHMSI yKasaHHOro Buaa
NPOAYKUMK), W/ 3NEeKTPOHHbIe WabroHbl 6raHkoB. BrnaHku Ha BGyMakHOM HOcUTene U 3MeKTPOHHbIE LaGoHbI
GnaHKOB A0MKHbI OblTh MAEHTUYHbI MO COCTaBY PEKBU3UTOB, MOPAAKY UX PACNONoXeHUs, rapHUTypam wpudTa.

BnaHku OOKYMEHTOB Ha 6yMa)KHOM HOcuTene W1 SNEeKTPOHHble WabnoHbl GNaHKOB M3roTaBnMBAOTCA Ha
OCHOBaHUN MakeToB Gr1aHKOB, yTBEPXOAaeMblX pykoBoauTernem opraHmsauun.

BnaHku OOKYMEHTOB criejyeT U3rotaBnnmBaTtb Ha benon 6yl\/|are mnnm 6ymare CBEeTJ1bIX TOHOB.

OneKTPOHHble LWabnoHbl GnaHKOB [AOKYMEHTOB [OOMKHblI ObiTh 3aliulieHbl OT HECAHKLUMOHMPOBAHHbIX
U3MEHEHUMN.

6.3 BbnaHkn OOKYMEHTOB O(POpMNAKTCA B COOTBETCTBMU C npunoxeHnem b. OpueHTUPOBOYHLIE FpaHULbI
30H PacrofioXeHUs1 PEKBU3MTOB 0003Ha4YeHbl MyHKTUPOM. Kaxagas 30Ha onpefensieTca COBOKYMHOCTbIO BXOASALLNX
B HEE PEKBU3UTOB.

6.4 B 3aBMCMMOCTM OT pacnonioXeHUs PeKkBU3MTOB yCTaHaBMNMBaeTCs ABa BapuaHTa 6naHkoB - yrroBoK
(pucyHok B.1) n npogonbHbIN (pUcyHok B.2).

6.5 Peksnautbl 01, 02, 03 pacnonaratoTcs Ha BepxHeM norne AoKymeHTa Hag peksuautom 05 nocepeauvHe
30HbI, 3aHATOW 3TUM PEKBU3UTOM.

Peksn3nt 03 MoXeT pacnonaratbCs crieBa Ha ypoBHe peksuauta 05.

Peksnantel 05, 06, 07, 08, 09, 13, orpaHnunTenbHble OTMETKM ans pekeuautoB 10, 11, 12 B npegenax
rpaHuL 30H PacnosioXXeHNs PEKBU3UTOB pa3MeLLaloTcst OQHMM M3 COCO0OB:

- UeHTpOoBaHHbIM (Haqano N KOHeLl Ka)K,EI,OI7I CTPOKM pPEKBU3UTOB paBHO YyAalneHbl OT TrpaHul 30HbI
pacnonoXeHWs1 PEKBU3UTOB);
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- cbraroBbIM (Kaxkgasi CTpoka pekBM3UTOB HaYMHAETCH OT NEBOW MPaHULLbl 30HbI PaCMoNOXEHWs PEKBU3UTOB).
6.6 YcTaHaBnmBaloTCAa cneayoLlime Buabl 6naHKoB JOKYMEHTOB OpraHu3auum:

- oOLKKM BnaHK;

- BnaHKk nucbMa;

- BnaHK KOHKPETHOro BMaa AOKYMEHTa.

HopmaTvBHBIMM akTaMu opraHm3aunm yCTaHaBnMBalTCs BUAblI NPUMeEHSeMbIX 61aHKOB U UX pa3HOBUOHOCTU
(bnaHK nucbMa CTPYKTYpHOro nogpasfgeneHus, 6naHKk nMcbma OOMMKHOCTHOrO nuvua, 6naHk npukasa, GnaHk
pacnopsbkeHus, briaHk npoTokona u ap.).

O6pa3subl 6r1aHKOB JOKYMEHTOB NpuBeAeHb! B NpunoxeHnm b.

6.7 O6wwmin GnaHk wucnonb3yeTcs [Ans W3roTOBMeHWUs mobblX BUOOB [OKYMEHTOB, KpOME [OEeNoBOro
(cnyxebHoro) nucema.

OOwmn 6naHk B 3aBUCUMOCTM OT ydypeauTenbHbIX LOKYMEHTOB OpraHu3auum M nokanbHbIX HOPMAaTMBHbIX
akToB BkrtoyaeTt peksmautbl 01 (02 nnn 03), 05, 06, 07, 13 1 orpaHMunTENnbHBIE OTMETKN ANga peksuauToB 10, 11,
16, 17.

BnaHk nucbma B 3aBMCMMOCTM OT ydpeauTerbHbIX AOKYMEHTOB OpraHu3aumMm u nokanbHbIX HOPMaTUBHbIX
akToB BkroyaeT pekBuantbl 01 (02 unu 03), 05, 08, orpaHnuuTensHble oTmeTkn ans peksusmtos 10, 11, 12, 15, 17.
BbnaHk nMcbma CTPYKTYpHOro nogpasgeneHus OOMONHUTENbHO BKMoYaeT peksuant 06, 6GnaHk nmcbma
OOMKHOCTHOrO nnua - peksusut 07.

BnaHK KOHKpEeTHOro Buaa LOKYMEHTA, KPOME MUCbMa, B 3aBUCUMOCTM OT Yy4peamTerbHbIX AOKYMEHTOB
opraHu3aumm M NnokarnbHbIX HOPMaTMBHBIX akToB BkntoyaeT pekeuautbl 01 (02 wnm 03), 05, 09, 13 u, npu
HeobXxoOMMOCTH, OrpaHMYNTENbHBIE OTMETKM AN rpaHul, 30H pacnonoxeHus pekeuautoB 10, 11, 16, 17. bnaHk
KOHKPETHOro BuAa [OOKYMEHTa CTPYKTYpPHOro nogpasferneHvsi AONOMHWUTENbHO BKoYaeT pekBuauT 06, GnaHk
OOJMPKHOCTHOrO nuua - peksmaut 07.

6.8. B opraHax Bnactu u opraHu3aumsix pecnybnuk Poccuiickon ®egepaumun, MCNONb3yOLWNX Hapsiay ¢
PYCCKMM  S3bIKOM KaK TrocydapCTBEHHbIM a3blkoM Poccunckorn  Pepepaumn  rocygapCTBEHHbIN  SA3bIK
(rocymapcTBEHHbIE A3bIkK) pecnybnuk, UCNonb3ytoTcst 6naHkn JOKYMEHTOB Ha PYCCKOM SA3bIKE UM rOCy4apCTBEHHOM
A3blKe (roCydapCTBEHHbIX s13blkax) pecnybnuk: yrnoBble (pekBu3nTbl 6naHka pacnonaralTcs Ha O4HOM YPOBHE: Ha
PYCCKOM 3blKe - CreBa, Ha rocydapCTBEHHOM £3blke (rocydapCTBEHHbIX fA3blkax) pecnybnuk - chnpasa) wnwu
npofonbHble (PekBU3UTBI GriaHka Ha PYCCKOM SI3blKE - CBEPXY, PEKBU3WUTbI BrnaHka Ha rocyapCTBEHHOM S3blKe
(rocymapCTBEHHBIX A3blkax) pecnybnuk - Huxe).

[ns nepenuckn ¢ MHOCTPaHHLIMU KOPPECMOHOAEHTaMW MCNOoMb3yT 6naHku Ha ABYX SA3blkaX - PYCCKOM U
aHrMUNACKOM (PUCYHOK B.8) nnm nHoM MHOCTpaHHOM si3blke.

(M3meHeHHas pegakuus, M3m. N 1).
(n. 6.8 B pea. NameHeHns N 1, yTtB. Npukazom PocctangapTa ot 14.05.2018 N 244-cT)

MpunoxeHne A
(cnpaBoyHoe)

PACMOJNTOXEHUE PEKBU3UTOB HA TUTYJIbHOM JINCTE OOKYMEHTA
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HauMeHoBaHMe OpPTraHM3alLuUn
Tpud corylacoBaHMsa OOKYMEHTAa Tpud yTBepxIeHMS OOKYMEHTa

HavMeHOBaHME BMIA OOKYMEHTAa
3aroJIOBOK K TEKCTY

T'pud corslacoBaHMA IOKYyMeHTa
MecTO cocTaBJieHUs (MBIOaHMA) IOOKYMeHTa - I'oJ M3ITaHusa IOKYyMeHTa

PucyHok A.1 - PacnonoxeHune pekBu3nToB Ha TUTYNbHOM
nMcTe JOKYMeHTa

MpunoxeHune b
(cnpaBoyHoE)

CXEMbI PACITONOXEHNA PEKBN3NTOB JOKYMEHTOB
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PucyHok B.1 - PacnonoxeHune pekBU3UTOB M rpaHnLibl 30H
Ha cdopmaTte A4 yrnoeoro 6rnaHka
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PucyHok B.2 - PacrnonoxeHune pekBU3UTOB M rpaHnLibl 30H

Ha cbopmaTte A4 npoaonbHoro 6rnaHka

Mpunoxexne B
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(cnpaBo4HoE)
OBPA3LbI BITAHKOB OOKYMEHTOB
Pocapxus
depepanibHOE O0IXETHOE YyUpexIeHMe
"BCcepoCCHUMCKUM HAay4YHO-MCCJIeOOBATEJIbCKUM MHCTUTYT

OOKYMEHTOBEIOEHMA M apXMBHOTO nejya"
(BHUMIAL)

MockBa

PucyHok B.1 - O6paseL obuiero 6naHka opraHusaumm

Pocapxus

demepalibHOe ONIXETHOE yupexIeHUe
"BCepOoCCUMCKUNM Hay4dHO-—
UCCJIEONOBATEJNIECKUM MHCTUTYT
IOIOKYMEHTOBEIEHMS M apxXMBHOIO meja"
(BHUMIOAL)

[IpodcowszHas ymu., n. 82, Mockma, 117393
Tesn./daxc: (495) 718-78-74;
e-mail:mail@vniidad.ru; http://www.vniidad.ru
OKIIO 02842708; OI'PH 1027700380795;
VIHH/KIO 7708033140/771001001
N

Ha N oT

PucyHok B.2 - O6pasey yrnosoro 6naHka nucbma opraHvsaumm

PocapxuB

®depnepanbHoe GlOAXKETHOE yUYpexaeHue
"BcepoCCUMNCKUIN HAyYHO-UCCneaoBaTenbCKUM UHCTUTYT
AOKYMeHTOBeAeHUs U apxuBHoro gena"

(BHAWDAL)

Mpodcoro3Has yn., a. 82, Mocksa, 117393
Ten./dpakc: (495) 718-78-74; e-mail:mail@vniidad.ru;
http://www.vniidad.ru
OKINO 02842708; OIr'PH 1027700380795;
MHH/KNMN 7708033140/771001001

Ha N oT
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PucyHok B.3 - O6pasel npoaonbHoro 6raHka nucbma opraHusaumm

PocapxuB

®depepanbHoe GlOAXKETHOE yUupexaeHue
"BcepoCcCUNCKUIN HAYyYHO-UCCneaoBaTenbCKUN UHCTUTYT
OOKYMEHTOBeAeH s U apxMBHOro aena"

(BHUMOAL)
OVPEKTOP

Mpodcoro3Hasn yn., a. 82, Mocksa, 117393
Ten./dbakc: (495) 718-78-74; e-mail:mail@vniidad.ru;
http://www.vniidad.ru
OKIMO 02842708; OIr'PH 1027700380795;
WMHH/KNM 7708033140/771001001

Ha N oT

PucyHok B.4 - O6pasel npoaonbHOro 6naHka nucbma
OOMKHOCTHOro nuua

PocapxuB

®depepanbHoe GlOAXKETHOE yUYpexaeHue
"BcepoccUMCKUIl Hay4yHO-UccneaoBaTeNnbCKUN MHCTUTYT
OOKYMeHTOBeAeHUs1 U apxMBHOro gena"

(BHUADAL)
OTPACJIEBOW LIEHTP MOBbILEHUS KBANIM®UKALIUU

MpodcotrosHas yn., A. 82, Mockea, 117393
Ten./dakc: (495) 718-78-74; e-mail:mail@vniidad.ru;
http://www.vniidad.ru
Ten./dakc (495) 718-79-38; e-mail:ocpk@vniidad.ru
OKIMO 02842708; OIr'PH 1027700380795;
MHH/KMNMN 7708033140/771001001

Ha N oT

PucyHok B.5 - O6pasel, npogonbHoro 6naHka nucbma
CTPYKTYPHOro noapasaeneHus

Pocapxus

denmepalsibHOE OOIXKETHOE yUpPeXIeHMe
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"BCcepoCCHUMCKUM HAay4YHO-MCCJIeOOBATEJIbCKUM MHCTUTYT
OOKYMEHTOBEIOEHMA M apXMBHOTO neja'
(BHMMIOAL)

[IPUKAS3

MockBa

PucyHok B.6 - Obpasey 6naHka KOHKpeTHOro Bmaa
AOKYyMEHTa opraHusaumm

Pocapxus
demepanbHOe OOOXETHOE yuUpeXIeHMe
"BCepoCCUMCKUM HAYyYHO-MCCJIeOOBATEJIbCKUM MHCTUTYT
IOOKYMEHTOBEIEHMA M apPXMBHOTO neja'
(BHUMIAL)
IVIPEKTOP

PACIIOPAXEHUE

MockBa

PucyHok B.7 - O6pasel 6raHka KOHKPETHOro BUAa AOKYMeHTa
[AOIMKHOCTHOTO nnua

PocapxuB

®depnepanbHoe GlOAXKETHOE yUYpexaeHue
"BcepoCcCUNCKUIN HAayYHO-UCCneaoBaTenbCKUM UHCTUTYT
OOKYMeHTOBeAeHUs1 U apxMBHOro gena"

(BHUMOARN)

MpodcorosHan yn., A. 82, Mocksa, 117393
Ten./dpakc: (495) 718-78-74; e-mail:mail@vniidad.ru;
http://www.vniidad.ru
OKNO 02842708; OIrPH 1027700380795;
MHH/KMNN 7708033140/771001001
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"OCT P 7.0.97-2016. HaumoHanbHbIV cTaHaapT Poccuiickon deaepaumm. [okymeHT npegoctaBneH KoHcynbTaHTInoC

Cuctema ctaHgapToB no uHdopMauum, bubnnoteyHomy m usaar... [aTta coxpaHeHus: 22.09.2022
N
Ha N oT

PucyHok B.8 - O6bpaseL npogonbHoOro 6naHka nucbma opraHmsauum
Ha [BYX Ai3blKax

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

KntoyeBkle cnosa: OopraHun3aunoHHO-pacnopagunTernibHad AOKyMeHTauus, OCbOpMJ'IeHVIe AOOKyMEeHTa,
OGnaHk OOKyMeHTa, PpEKBU3NT OOKYMEHTAa
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