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rOCYOQAPCTBEHHbIA CTAHOAPT POCCUACKON ®EOQEPALIMN

YHudmumpoBaHHble CUCTEMbI [OKYMEHTaLUN.

YHudmnumpoBaHHas cuctema opraHM3auMoHHO-pacnopaguTeNbHON AOKYMeHTauun.
Tpe6oBaHus K 0pOpMINEeHNI0 JOKYMEHTOB

Unified systems of documentation. Unified system of managerial documentation.
Requirements for presentation of documents

[okymMeHT He HyxxgaeTcs B rocpermctpauum MuHnctepcteom octuummn Poccuiickon ®egepaunm
Mucemo MuHiocTa Poccuniickon ®egepaumm 04.04.2003 N 07/3276-K0[.

[ata BBegeHus 2003-07-01

Mpeaucnosue

1 PA3PABOTAH BcepoccuickuM HaydyHo-MCcCneaoBaTenbCkUM MHCTUTYTOM OOKYMEHTOBEAEHUS U apXMBHOrO Aena
(BHUMOAL) ®enepanbHoi apxvBHON cnyx0bl Poccuu

BHECEH HayuHo-TexHnyeckm ynpaeneHnem IFocctangapta Poccum
2 MPUHAT M BBEJEH B JEMCTBWE MocTtaHoBneHvem MoccTanaapta Poccun ot 3 mapTa 2003 1. N 65-cT

3 BBEJEH BMNEPBbIE

1. O6nacTtb NpMMeHeHUs

HacTosiwmin ctaHOapT pacnpocTpaHsieTcsl Ha OpraHu3auvoHHO-pPacnopsiAMTENbHbIE OOKYMEHTbI, OTHOCALUMECS K
YHUMLUMPOBAHHON CUCTEME OpraHM3auMoHHO-pacnopsanTensHon gokymeHtaumm (YCOPL), - nocTaHoBReHus,
pacnopsiKeHNs, Npukasbl, peLleHns, MPOTOKONbI, akTbl, MMCbMa W1 Ap. (aanee - 4OKYMEeHTbI), BKMoYeHHble B OK 011-93
"ObLwepoccuncknii knaccmdukaTop ynpasneHyeckon gokymeHtaummn" (OKY[) (knacc 0200000).

HacTtoswmn ctaHoapT ycTaHaBnMBAaET: COCTaB PEKBU3NTOB OOKYMEHTOB; TpeboBaHMA K OCOPMIIEHUIO PEKBU3UTOB
JOKYMEHTOB; TpeboBaHMs K OnaHkam [OKYMEHTOB, BKMoYasi 6naHkM [JOKYMEHTOB C  BOCMPOM3BELEHVEM
lNocynapctBeHHoro repba Poccunckon degepaumm.

CxeMbl pacrorioXeHUsi PEKBU3NTOB AOKYMEHTOB MpuBeaeHbl B NpunoxeHun A; obpasupbl 6rnaHKoB OOKYMEHTOB - B
npunoxennn b.

Tpe6oBaHusi HACcTOALLEro cTaHAapTa SBMSOTCH PEKOMEHAYEMbIMU.

2. CocTaB peKBU3UTOB JOKYMEHTOB
I'Ile noaroToBke U O(*)OpMJ'IeHI/IVI OOKYMEHTOB UCNOSb3YT crieaylolne pekBu3nTbl:

01 - NocynapcTBeHHbIN repb Poccuiickon degepauum;
02 - rep6 cybbekTa Poccuiickon Pegepauun;



03 - ambnema opraHu3aumm Unn ToBapHbIN 3Hak (3HaKk obCnyxunBaHns);
04 - Koa opraHunsaumm;

05 - OCHOBHOW rocygapCTBEHHbIV perncTpaumoHHsii Homep (OPH) topuguyeckoro nuua;
06 - nAEHTUMDMKALMOHHBIN HOMEpP Hanoronnartenblumka/kog NPUYNHbLI MOCTaHoBKM Ha yueT (MHH/KIM);
07 - ko popMbl AOKYMEHTA;

08 - HaumeHoBaHWe opraHu3aumu;

09 - cnpaBoYHbIE AaHHble 06 opraHn3auuu;

10 - HaumeHoBaHWe Buaa JOKYMEHTa;

11 - paTa OOKYMEHTa;

12 - perucTpaumnoHHbIN HOMEP AOKYMEHTa;

13 - ccbinka Ha perMcTpauMoHHbI HOMEP 1 AaTy AOKYMEHTa;

14 - mecTO cocTaBneHus N n3gaHus JOKyMeEHTa,;

15 - agpecar;

16 - rpud yTBEPXKAEHMS JOKYMEHTA;

17 - pesontoums;

18 - 3aronoBoOK K TEKCTY;

19 - oTMeTKa O KOHTpOre;

20 - TEKCT AOKYMEHTa,;

21 - OTMETKa O HaNMYUN NPUNOXEHNS;

22 - noanuceb;

23 - rpuch corrnacoBaHns JOKYMEHTA;

24 - BU3bl COrMacoBaH1s JOKYMEHTA;

25 - oTTUCK nevaTu;

26 - OTMETKa O 3aBEepPEHNM KONuu;

27 - oTMeTKa 00 ucnonHutene;

28 - oTMeTka 06 MCNOMHEHUN OKYMEHTA 1 HanpaBrieHUn ero B Aero;
29 - oTMeTKa O NOCTYNMNEHUN JOKYMEHTa B OpraH13auuio;

30 - naeHTUMKaToOp SMEKTPOHHON KOMUN AOKYMEHTA.

3. TpeboBaHUA K OCPOPMIEHMIO PEKBU3UTOB AOKYMEHTOB
3.1 locynapctBeHHbI repb Poccunckon depepaumm nomewlaroT Ha OGnaHkax OOKYMEHTOB B COOTBETCTBUM C
denepanbHbIM - KOHCTUTYLMOHHBIM - 3akoHOM "O  locymapcTtBeHHoM repbe Poccunckonn Pepepaummn” (CobpaHue
3akoHogaTenbctBa Poccuiickon ®egepaumm, 2000, N 52, yacts |, c1.5021).

3.2 l'epb cybbekrta Poccuiickonn degepaumm nomewlaroT Ha GnaHkax AOKYMEHTOB B COOTBETCTBUMM C MPaBOBbIMM
akTamu cybbektoB Poccurickon Peaepaumn.

3.3 OmMbnemy opraHusaumm Mnu TOBapHbIA 3HaK (3HaK obcnyxuBaHUS) nMoMellaoT Ha OGnaHkax opraHvsauuii B
COOTBETCTBMU C YCTaBOM (NOMNoXxeHnem o6 opraHu3auum).

3.4 Kopg opraHusauum npoctaensioT no OBLLepoccuiickomy knaccucmkaTopy npeanpuamii u opradmnsauumii (OKIMO).

3.5 OcHOBHOM rocynapCTBEHHbIN pernctpaumoHHbin Homep (OFPH) opuaundeckoro nuua npocTaBnsiioT B
COOTBETCTBUM C JOKyMEHTaMM, BblJaBaeMbIMW HAINIOrOBLIMM OpraHamu.

3.6 NoeHTunKaumMoHHbI HOMEpP HanoronnartenbluMka/kog NpyUdMHbl noctaHoBkM Ha ydeT (MHH/KIIM) npocTaensioT B
COOTBETCTBUM C JOKyMEHTaMM, BblJaBaeMbIMW HATNIOrOBLIMM OpraHamu.

3.7 Kog ¢opmbl gokymeHTa npoctaBnstoT no O6Lepoccumnckomy knaccmuukaTopy ynpaBreH4eckon JOoKyMeHTaumm
(OKYL).

3.8 HaumeHoBaHWe opraHM3aumun, SBMSIOWENCA aBTOPOM OOKYMEHTa, OOMMKHO COOTBETCTBOBAaTb HaVMMEHOBAHWIO,
3aKpenreHHOMyY B ee yuYpeanTenbHbIX JOKYMEHTaXx.

Hap HavMeHoBaHWEM oOpraHvs3aumu ykasbiBalT COKpalleHHOe, a Npu €ero OTCYTCTBUM - MOSIHOE HauMeHOoBaHWe
BbILLECTOSILLEN opraHM3aumnn (Mpy ee Hanuuum).

HaumeHoBaHus opraHusauuin cybbektoB Poccuiickon depepaummn, MMeOWMX Hapsay C rocyAapCTBEHHbIM A3bIKOM
Poccuiickon ®Penepauun (pycckum) rocynapCTBEHHbIM s3blk cyObekToB Poccunckon ®epepaumy, nevartaloT Ha ABYX



A3blIKaX.

HaumeHoBaHMe opraHvM3aumMm Ha rocyqapCTBEHHOM fA3bike cybbekta Poccuiickon depepaumm unm MHOM A3bIKe
pacronaratoT HKe Uru crnpaBa OT HaUMEHOBaHUS Ha rocynapCTBEHHOM sA3bike Poccurickon Penepaumnu.

CokpalleHHoe HaMMeHOBaHWE OpraHu3auun MpPUBOAST B Te€X CryyasiX, Kora OHO 3aKpPEenneHo B ydpeauTerbHbIX
OOKyMeHTax opraHm3aumm. CokpalleHHOe HauMeHOBaHMeE (B CKOOKax) MOMELLAKT HKE MOTHOMO UMM 3a HAM.

HanmeHoBaHne q)mnmana, TeppuTopmanbHOro otTaeneHna, npeactTaBnTenbCTBa ykadblBalOT B TOM Cllydae, eCclin OHO
ABNAETCA aBTOPOM AJOKYMEHTa, N pacnonararT HKe HanMeHOBaHNA opraHn3auun.

3.9 CnpaBoyHble AaHHbIe 06 opraHM3aumMm BKITYalT B ce0s: MOYTOBbIN agpec; HoMep TenedoHa 1 Apyrne cBefeHust
Nno YCMOTPEHMIO opraHu3auum (Homepa akcoB, TEMNEKCOB, CHETOB B GaHke, aapec areKTPOHHOM MoYThl U Aap.).

3.10 HaumeHoBaHve BuMaa OOKYMEHTa, COCTABIIEHHOMO WU M34aHHOMO opraHu3aumein, AOMmKHO ObiTe onpeaeneHo
ycTaBoMm (nonoxeHvem ob opraHvM3aumu) U OOMKHO COOTBETCTBOBATb BMAAM AOKYMEHTOB, npegycMoTpeHHbim OKY[
(knacc 0200000).

3.11 [aton QOKyMeHTa SIBMSIETCS AaTta ero MOANWCaHus UMW YTBEPXAEHUs, Onsi MpoToKona - gata 3acefaHus
(NpyHATMA pelueHns), NS akTta - gaTta cobbiTva. [JoKyMeHTbl, U3gaHHble OBYMS Unu 6onee opraHnsaumsiMmn, OOMKHbI
nmeTb oaHy (eQuHylo) AaTty.

Oaty nokymeHTa ocdopmMnsaoT apabckumm umdpamu B NocneqoBaTenbHOCTU: AeHb Mecsua, Mecsiu, rod. [leHb mecsua
1 Mecsay 0opMNSAIOT ABYMSA Napamu apabeckux umndp, pasgeneHHbIMM TOUKOW; rof - YeTbipbMs apabckumm Ludppamm.

Hanpumep, aaty 5 mioHsi 2003 r. cnegyet odopmnate 05.06.2003.

HonyckaeTcsi cnoBecHo-undpoBon cnocob ocopmneHust aatel, Hanpumep 05 noHa 2003 r., a Takke odopmneHne
[aTbl B NocrnenoBaTtenbHOCTU: rof, Mecsl, AeHb Mecsaua, Hanpumep: 2003.06.05.

3.12 PervcTpauyioHHbIi HOMep OOKYMEHTa COCTOUT U3 ero nopsiikoBOro HOMepa, KOTOPbLIA MOXHO AOMOMHATL Mo
YCMOTPEHWIO OpraHn3aLun MHOEKCOM Aena no HoOMeHKnaType Aern, MHopMaLumen 0 KOPPECTIOHAEHTE, UCTIONTHUTENSIX U
Aap.

PerncTpauvoHHblii HoOMep [OKYMeHTa, COCTaBNEHHOr0 COBMECTHO ABYMSi U Goree opraHusauMsivi, COCTOUT U3
PErMcTpaLmMoHHbIX HOMEPOB JOKYMEHTa KaXOoM M3 3TUX OpraHv3aumii, NPOCTaBNsSiEMbIX Yepe3 KOCylo YepTy B nopsiake
yKasaHusi aBTOPOB B JOKYMEHTE.

3.13 Cchbinka Ha perncTpauMoHHbI HOMEP M OaTy OOKYMEHTa BKrovaeT B cebs perMcTpaumoHHbIi HOMep U aaty
OOKYMEHTa, Ha KOTOpPbIN JOIMKEH OblTb AaH OTBET.

3.14 MecTo CoCTaBneHusl Unn U3gaHns LOKyMEHTa ykasbiBaloT B TOM Crydae, eCnu 3aTpyLHEHO ero onpeaerneHve no
pekBusntam "HammeHoBaHue opraHmsauumn” n "CnpaBoudHble daHHble 00 opraHu3auum”. MecTo COCTaBfeHust unm
U3[aHUs YKa3bIBalOT C y4ETOM NMPUHATOrO aMMHUCTPATUBHO-TEPPUTOPUANBHOIO AENEHNs!, OHO BKItoYaeT B cebsl TONbko
06LLENPUHATBLIE COKPALLEHUS.

3.15 B kadecTBe apgpecata MoryT ObiTb OpraHvMsaumMu, KX CTPYKTYpHble MOApa3neneHusi, OOMKHOCTHble Wnu
dusnveckme nuua. MNpyu agpecoBaHUM [OKYMEHTa AOMKHOCTHOMY MWLy MHMUMAnNbl ykasbiBaloT nepen amunuen.
HanmeHoBaHWe opraHusauuM U ee CTPYKTYPHOro MoApasferneHus ykasbiBalT B UMeHUTENbHOM nagexe. Hanpumep
(30ecb 1 fanee NnpUMepbl HAMMEHOBAHUS OpraHW3aLmid, UX CNIPaBOYHbIE AaHHbIE U ApP. ABNSIOTCS YCINOBHLIMM):

MuHrtocT Poccum

[enapTameHT nHcpopmaTM3aLmm
N Hay4HO-TEXHWNYECKOTO
obecneyeHuns

[lormKHOCTb N1ua, KOTOPOMY afpecoBaH [OKYMEHT, YKa3biBaloT B 4aTENbHOM Nagexe, Hanpumep:

[eHepanbHoOMy OMpekTopy
OAO "CeBepHble permoHb!"
B.A.NNaryHuny

unm
AO "3OneKkTpoLEeHTPOMOHTax"
maBHOMy Oyxrantepy



B.M.KoueTtoBy

Ecnv 4OKYMEHT OTNpaBnstoT B HECKONbKO OHOPOAHBIX OpraHn3aumii UM B HECKOINbKO CTPYKTYPHbIX NoapasneneHui
OHOW opraHu3aumm, To ux cnegyeT ykasbiBaTb 00006LLEHHO, HanpyumMep:

AOMUHMCTPaLMN panoHOB
MockoBckor obnactm

[onyckaeTcsi LEeHTpMpoBaTb Kaxayl CTPOKy pekBmauTa "Agpecar”’ MO OTHOLWIEHWO K CaMOW AMVMHHOW CTPOKE.
Hanpumep:

maBHOMY peaakTopy

MapgaTenbckoro goma
"Meonagom"
H.B.CemunHon

[okymeHT He porxkeH cogepxatb 6onee yeTbipex agpecartoB. Crnoso "Konusa" nepen BTOpbIM, TPETbUM, YETBEPTLIM
agpecartamu He yka3sbiBatoT. [pu GornbLueM Yncre agpecaToB COCTaBMSOT CANCOK PACChINKk/ AOKYMEHTA.

B coctaB pekBuanTa "Agpecat”’ MOXET BXOOMTb MOYTOBBIA agpec. JremMeHTbl MOYTOBOrO agpeca YKasblBaloT B
nocrnefoBaTernibHOCTH, YCTAHOBIIEHHON MpaBuiaMn OKa3aHus! YCIyr NoYTOBOM CBS3U.

Mpwn agpecoBaHMM NMCbMa B OpraHM3aLmio ykasblBaloT ee HauMeHOBaHWe, 3aTeM MOYTOBLIA aapec, Hanpumep:

locynapcTBeHHOE yupexaeHve
Bcepoccuiickuii Hay4HO-
nccnenoBaTenbCKUi

WHCTUTYT JOKYMEHTOBELEHNS U
apxXvBHOro aerna

MpodpcotosHasn yn., 8.82, Mockea,
117393

Mpwn agpecoBaHUK JOKYMEHTa pM3MHECKOMY NULLY YKa3biBalOT haMUivio U MHALManbI nonydaTtens, 3aTeM NoYToBbIN
agpec, Hanpumep:

O6pasuosy O.1.
yn.CapoBas, .5, kB.12,
r.Jlnnwm, Knpeesckuii p-H,
Tynbckas o6n., 301264

3.16 [okyMeHT yTBepxaaeTcst AOIMKHOCTHbIM NULOM (OOIMKHOCTHbIMM fMuaMu) Mnu creumanbHO U3gaBaemMbiM
JOoKyMeHTOM. [Npu yTBEpXAEHUN JOKYMEHTa AOMKHOCTHBLIM NIMLOM rpudd YTBEPXKAEHUS [OKYMEHTa OOMKEH COCTOSATL U3
cnoBa YTBEPXOALID (6e3 kaBbl4ek), HaMMeHOBaHWsl OOIPKHOCTU Nnuua, YTBEpXAalLllero AOKYMEHT, ero noanucw,
MHULMAaNOoB, hamMunum 1 Aatbl yTBEPXKOEHUS, HanpUMep:

YTBEPXOAIO

MpesungeHt 3A0 "PocTtekctunp”
NnyHasa noanucb
B.A.CtenaHoB

[ata

HonyckaeTcsi B pekBuaute "pud yTBEPXKOEHUA JOKYMEHTA" LLEHTPMPOBAThL 31EMEHTbl OTHOCUMTENBHO CaMOW ANTMHHON
CTPOKM, HaNpumep:

YTBEPXOAIO
eHepanbHbIA OUPEKTOP
AO "OneKkTpoHHbIEe TexHoMornm"
JlnyHasa noanmcb J1.B.Ky3HeuoB
[ata

I'IpM YyTBEPXOEHUN OOKYMEHTa HECKOJIb KUMN OOJHKHOCTHBIMU NMUaMn UX nognmncu pacnonararoT Ha 04HOM YpOBHeE.

Mpy yTBEPXKAEHUN JOKYMEHTA MOCTAHOBIEHNEM, PELLEHUEM, NPUKA30M, NMPOTOKONOM rpUd YTBEPXKOEHUSI COCTOUT U3
cnoea YTBEPXIOEH (YTBEPXXOEHA, YTBEPXIOEHbI wnu YTBEPXXOEHO), HaumeHoBaHus yTBEpXOarloLLEro



[JOKyMeHTa B TBOPUTENbHOM Nafexe, ero Aatel, HoMepa. Hanpumep:

YTBEPXXOEH
peLueHnem obLuero cobpaHus
akumoHepos o1 05.04.2003 N 14

unm
YTBEPXXOEHO
npukasom BHUALOAL
oT 05.04.2003 N 82

Mprdh yTBEPXKOEHUS AOKYMEHTa pacnonaratoT B NPaBoM BEPXHEM YTy JOKyMEHTA.

3.17 Pesontoumsi, HanncaHHasi Ha JOKYMEHTE COOTBETCTBYHOLLUMM [OMMKHOCTHBIM NMLIOM, BKItoYaeT B cebs hammnuu,
MHMLUManNbl UCMONMHUTENEN, COAepXaHue nopydeHns (Npu HeobxooumoCTu), CPOK WCMONHEHWsl, MoAnuCb U Aaty,
Hanpumep:

Mopo3sosoi H.B.
depoceesont H.A.

MpoLuy noaroToBUTL NPOEKT
poroeopa ¢ KoHcanTuHroeom
rpynnou
"TEPMWKA" k 05.10.2003
JlnyHasa noanuck
Hata

JonyckaeTcst ocpopmneHme pe3onioumm Ha OTAENbHOM fUCTe.

3.18 3aronoBokK k TEKCTY BkMNoYaeT B cebsi kpaTkoe coaepkaHme OKyMeHTa. 3aronoBoK JOMmKeH ObiTb cornacoBaH ¢
HauMeHOBaHMEM BuAa JOKYMEHTa.

3aronoBoK MOXeT OTBeYaTb Ha BOMPOChI:

0 4yeM (0 KOM)?, Hanpumep:

Mpurkas o cosgaHMn aTTeCTauMOHHON KOMUCCUN;

yero (Koro)?, Hanpumep:

[omkHOCTHasa MHCTPYKUUSI BeQYLLIEero akcnepTa.

K TekcTy [oKkyMeHTOB, 0popMMeHHbIX Ha BriaHkax popmaTta A5, 3aronoBoK JOMYCKAeTCs He yka3bliBaTb.

3.19 OTMeTKy O KOHTPOMe 3a UCTMOoNHEeHneM JoKyMeHTa o6o3HavatoT Gykson K", cnoBom munu wramnom "KoHTponb".

3.20 TeKkCT AOKyMeHTa COCTaBMSOT Ha rocyaapcTBEHHOM si3blke Poccuiickon ®Penepaummn nnm Ha rocygapCTBEeHHbIX
A3blkax cybbekTtoB Poccuickon ®degepaumm B COOTBETCTBUM C 3akoHopaTtenbcTBoM Poccuiickon Pepepaumun u
cybbektoB Poccuiickon Pegepaumn.

TeKkcTbl 4OKYMEHTOB 0QOPMIISAIOT B BUAE aHKeTbl, TabnuLbl, CBA3HOrO TEKCTA UNU B BUAE COEONHEHNS TUX CTPYKTYP.

Mpu coctaBneHun TekcTa B BMAE aHKETbl HaMMEHOBaHWS MPM3HAKOB XapakTepu3yemMoro obbekrta AOMmKHbl ObiTb
Bblp@XEHbl MMEHEM CYLLECTBUTENbHbIM B MMEHUTENbHOM Nafexe WnvM CroBOCOYETAHMEM C [narofioM BTOPOro nuiua
MHOXXECTBEHHOTO 4Mcna HacTosLero unu npoweguwero spemenn (‘nmeete", "Bnageete” unu "6binun”, "Haxogunuce" m
T.0.). XapaKkrepuUCcTuK/, BblpaXeHHble CIIOBECHO, A0IMKHbI OblTb COrnacoBaHbl C HaMMEHOBaHUSIMU MPU3HAKOB.

Mpadbl 1 cTpok Tabnuubl AOMKHBI MMETb 3arofioBKU, BblpaXXeHHbIE UMEHEM CYLLUECTBUTENMbHLIM B UMEHUTENbHOM
nagexe. MNogsaronoBku rpad M CTPOK AOMKHbI ObiTb COrnmacoBaHbl ¢ 3aronoBkamu. Ecnu tabnuuy nevartatoT 6onee yem
Ha OAHOWM cTpaHuue, rpadbl Tabnuubl AOMKHbI OblTb MPOHYMEPOBaHbl U Ha CredylLwwmux CTpaHuuax OOMKHbl OblTb
Harne4aTtaHbl TOfNIbKO HoMepa 3Tux rpad.

CBAA3HbIN TEKCT, Kak NpaBuro, COCTOMT U3 ABYX YacTen. B nepBon yacTu ykasblBalOT NPUUMHbI, OCHOBaHWS, Lenu

COCTaBMneHUs1 JOKYMEHTa, BO BTOPOW (3aKNIOUMTENBHON) - peLleHusl, BblBOAbI, MPOCbObI, NpeanoxeHus, pekomeHaaumn.
TekcT MOXeT cofepXaTb OAHY 3aKMioYUTENbHYD YacTb (Hanpumep, MNpukasbl - pacnopsaUTEnbHYD 4YacTb 6e3



KOHCTaTUPYIOLLIEN; NMCbMA, 3asiBNEeHUs] - NpocbOy 6e3 NosICHEHUS).

B TekcTe OOKyMeHTa, MOATOTOBMEHHOTO HA OCHOBAHWM OOKYMEHTOB APYrUX OpraHuM3auuid Wnu paHee W3amaHHbIX
JOKYMEHTOB, YKa3blBalOT MX PEKBU3WUTLI: HAMEHOBaHWE AOKYMEHTa, HallMEeHOBaHWe OpraHu3auuu - aBTopa AOKYMEHTa,
AaTy [lOKYMEHTa, perMCTPaLMOHHbI HOMep JAOKYMEHTa, 3arofloBOK K TEKCTY.

Ecnn TekcT coaoepXuUT HECKONbKO PELLEHWI, BbIBOAOB U T.4., TO €r0 MOXHO pa3buBaTtb Ha pasgensl, nogpasaernsi,
NYHKTbI, KOTOPblE HYMEPYIOT apabckumm Lmdpamm.

B pokymeHTax (npukas, pacnopsbkeHve u T.4.) opraHu3aumii, 4eACTBYIOLWMX HA NPUHUMNAX eQuHoHavyanus, a Takke
JOKYMEHTax, aJpecoBaHHbIX PYKOBOACTBY OpraHvM3aumu, TeKCT u3naraloT OT MepBOro nvua equHCTBEHHOrO 4ducna
("npukasbiBato”, "npegnarar”, "npoLuy").

B nokymeHTax konnersanbHbIX OpraHoOB TEKCT M3naralT OT TPETLEro fvua eAMHCTBEHHOro yucna (“nocraHoBnset”,
" "w
pewmnn™).

non

B coBMeCTHbIX JOKYMEHTaX TEKCT UanaratT OT NepBOro nuua MHOXecTBeHHOro uicna ("'npukaseiaeM", "peumnu”).

TekcT mpoToKona m3naralT OT TPETbEro nuua MHOXecTBeHHoro uvcna (“‘cnywanu”, "BbicTynumun", "nmoctaHoBunn®,
" w
pewmnmn").

B pokymeHTax, yCTaHaBMnMBawLMX MpaBa W 0683aHHOCTU OpraHM3auun, WX CTPYKTYPHbIX MNoapasaerneHvn
(nonoxeHne, MHCTPYKUMS), a Takke coaepKalumx onucaHue, oLeHKy bakToB Mnn BbIBOAbI (@KT, CnpaBka), UCMOoNb3yoT
hOpMYy U3NOXKEHWSI TEKCTa OT TPETbEro nuua €OUHCTBEHHOTO WM MHOXECTBEHHoro uucna (‘oTaen ocyulecTensieT

dpyHKUMKM", "B cocTaB 06beanHeHns BXoaaT", "komuccust yctaHosumna').
B nucbmax ncnonb3ytoT criegyoLime opMbl U3MOXKEHNS:
- OT MEPBOrO NI MHOXECTBEHHOIO Yncna ("Npocum HanpaBuTb", "HanpaBnsieMm Ha paccMoTpeHue");

non

- OT MEePBOro NuUa eaMHCTBEHHOrO Yncna (“"cuMTtar HeobxoamMMbIM", "Npolly BblAennTs");
- OT TPeTbEro nvua eauHCTBEHHOro Yncna ("MrMHMCTepcTBO He Bo3paxaeT", "BHUWOAL cumtaeT BO3MOXHbIM").

3.21 OTMETKY O HanU4MM NPUNOXEHUs, HA3BaAHHOTO B TEKCTE NMUCbMa, 0hopMIIAIOT crieaytoLmm o6pasom:
MpunoxeHne: Ha 5 n. B 2 3K3.

Ecnu nucbMo UMeeT NpunoxeHne, He HasBaHHOE B TEKCTE, TO YKa3blBaloT ero HavMeHOBaHUe, YMCIIO JIMCTOB U YUCTIo
3K3EMNIISPOB; MPY HaNM4YMN HECKOMbKUX NPUIOXKEHWUIA X HYMEPYIOT, HanpumMep:

Mpunoxenune: 1. NonoxeHne 06 YnpaBneHny permoHanbHOro KpegutoBaHnsa Ha 5 n. B 1 9K3.
2. Mpaewurna NoAroToBkA U 0POPMITEHUSI LOKYMEHTOB YNpaBneHWs pervMoHarnbHOro KpeaUTOBaHNUS Ha 7 1. B 2 3K3.
Ecnu npunoeHusi copoLLOpOoBaHbI, TO YMCIIO NINCTOB HE yKa3blBatoT.

Ecnn k gokymMeHTY npunaratoT Opyrol JOKYMEHT, Takke MMEeLMn NpUnoXkeHne, oTMETKY O HanmMumm npunoXeHust
ochopmMnsOT criegytoLmm obpasom:

Mpunoxenue: nucemo Pocapxma ot 05.06.2003 N 02-6/172 n npunoxeHue Kk Hemy, Bcero Ha 3 1.

Ecnu npunoxeHne HanpaensiloT He BO BCE yka3aHHble B JOKYMEHTE agpeca, TO OTMETKY O €ro Hanmuum oopMrisitoT
cnegyowmm obpasom:

MpunoxeHne: Ha 3 n. B 5 9K3. TONbKO B NEPBbLIN agpec.

B npunoxeHuun k pacnopagutensHoMy AOKYMEHTY (MOCTaHOBIIEHMS, NpYKasbl, PaCNOpsiKeHWs, npasuna, MHCTPYKUMMK,
MOroXeHusl, peLleHnsl) Ha MepBOM ero nucTe B MpaBoM BepxHem yrny nuwyT 'Tpunoxenve N" ¢ ykaszaHuem
HanMeHOBaHNS PacnopPSANTENBHOrO AOKYMEHTa, ero AaTthl U PErMCcTPaLMOHHOrO HoMepa, Hanpumep:

Mpunoxenne N 2
K npukasy PocapxvBa
ot 05.06.2003 N 319

HonyckaeTcsi Bbipaxkenne "TIPUNIOXKEHME N" neuyatatb nponucHbiMM GykBamu, a Takke LEHTpUpoBaTb 3TO
Bblpa)keHne, HaMMeHOBaHWe JOKyMEHTa, ero AaTy U perMcTpaumoHHbIi HOMep OTHOCUTENBHO CaMON AfIMHHOW CTPOKM,



Hanpumep:
MPUNOXEHWME N 2
K npukasdy MuH3anpaBa
Poccun
o1 05.06.2003 N 251
3.22 B cocTtaB pekBuanTa "lMoanvck"” BXOOSAT: HAMMEHOBaHWE OOIPKHOCTU Nuua, NOAnNMCcaBLIero OOKYMEHT (MOrHoe,
ecnm OOKyMeHT odpopmMrnieH He Ha GnaHke OOKyMEHTa, U COKpalleHHOe - Ha JO0KyMeHTe, 0popMrIeHHOM Ha GnaHke);
NYHasA NOANUCh; pacluMdpoBKa NoaNUcK (MHMUManbl, haMununs), Hanpumep:
Buue-npesngeHT
Accoumnaumm pernoHarsnbHbIX JNlnyHasa nognucb A.A.Bopucos
npeanpuaTin
nnn Ha bnaHke:

Buue-npesngeHT JNlnyHasa nognuck A.A.Bopucos
HonyckaeTcs B peksuaute 'Tlognuck” LEHTPMPOBaTb HaMMEHOBaHWE AOIDKHOCTU Nnuua, NoAMUCAaBLLEr0 AOKYMEHT,
OTHOCUTENbHO CaMOK ANIMHHON CTPOKU. Hanpumep:

VIcnonHUTEnNbHbIN ONPEKTOP
3AO "MMapTHep" JlnyHas nognucb H.A.®enopos

Mpwv oopmneHnn JOKyMeHTa Ha GnaHKe JOMKHOCTHOO ML AOMMKHOCTb 3TOM0 N1La B NOAMNUCU HE YKa3blBaloT.

Mpv noanucaHUM OOKYMEHTA HECKONbKAMM OOMMKHOCTHBIMUA NMLaMM MX MOANWUCK pacrnonaraloT OfgHy nod Apyrov B
nocrefoBaTenbHOCTU, COOTBETCTBYIOLLEN 3aHMMAEMOW JOJHKHOCTU, Hanpumep:

OvpekTop uHcTuTyTa Jlnynas nognmcb M.B.JlapuH
naBHbI Byxrantep Jlnynas nognmcb 3.B.MapbsLw

Mpv nognucaHy JOKYMeHTa HECKONMbKMMM NLIaMK paBHbIX AOMKHOCTEN UX MOAMUCYU pacronaraloT Ha OQHOM YPOBHE,
Hanpuwvep:

3amectuTtenb 3amecTuTenb

avpekTopa avpekTopa

no Hay4Hou paboTe no Hay4Hou paboTe

NnyHasa nognuck 0. .demnaos  JlnyHas nognucb KN .UrHatbes

Mpu nognucaHum COBMECTHOrO AOKyMEHTa NePBbI NIUCT OPOPMISIOT He Ha BraHke.

B [OoKymeHTax, COCTaBMEHHbIX KOMWUCCUEN, YKasbiBalOT He AOMKHOCTW UL, MOAMMUCLIBAOWMX OOKYMEHT, a WX
0653aHHOCTN B COCTaBE KOMUCCUM B COOTBETCTBUM C pacrnpeaeneHneM, Hanpumep:

Mpeacepatens kommnceun — JInyHas noagnucb B.[.BaHactokeBn4

YneHbl koMmuceumn JNlnyHasa noanuck A.H.CokoBa
JNlnyHasa noanuck A.C KpacaBuH
JNlnyHasa noanuck O.N.PbickoB

3.23 'pudcp cornacoBaHnsa aokymeHTta coctouT u3 criosa COMMACOBAHO, gomkHOCTM nnua, ¢ KOTOpPbIM COrnacoBaH
OOKyMeHT (BKMoYask HaMMEHOBaHWe opraHn3aumm), NMMYHON NOAMUCK, pacluMEPOBKM noanucy (MHULMAanoB, aMunum) n

AaTbl COrnacoBaHNs, Hanpumep:
COIMACOBAHO

Pektop ®nHaHcoBOM akagemMun
npu MNpasutensctee Poccuiickon Penepaumm



NnyHasa nognucb A.lpsasHoBa
[ata

Ecnu cornacoBaHue OCyLLECTBNSIOT NUCbMOM, MPOTOKOMOM W Ap., prUd cornacoBaHusi oopMIIsioT CrieayloLwmm
obpasom:

COIMACOBAHO
MNucbmo Poccuiickon akagemumn
MEeONLMHCKUX HayK
o1 05.06.2003 N 430-162

unm
COIMACOBAHO
MpoTokon 3acegaHus MNpaBneHus
Poccuiickor rocynapcTBeHHON
CcTpaxoBow komnaHum "Pocrocctpax”
o1 05.06.2003 N 10

3.24 CornacoBaHvne OOKyMeHTa ocpopMnsioT BM30M COrMacoBaHWsA OOKyMeHTa (ganee - BM3a), BKIOYawoLlen B cebs
noanucb U AOIMKHOCTE BM3VPYIOLLETO AOKYMEHT, paclumdpoBKy noanucy (MHUUManbl, haMunuio) U aaty nognMcaHus.
Hanpumep:
PykoBoguTenb topuanyeckoro otaena
NlnyHasa nognuck A.C.Oprnos
[ata

Mpu HannumM 3ameyvaHnin K JOKYMEHTY B3y 0hOpPMNSAIOT creayowmm obpasom:

3ameyaHus npunararTcs
PykoBoauTens topuauyeckoro otaena

JNlnyHasa noanucb A.C.Opnos

Hata

3ameyvaHus nanaratoT Ha OTAENbHOM NUCTE, NOLMUCHLIBAOT U npunararoT K JOKYMEHTY.

[nsa gokymMeHTa, MOANMUHHMK KOTOPOro OCTaeTCd B OpraHu3aumv, BU3bl NPOCTaBMsOT B HWXKHEW yacTu o6opoTHOM
CTOPOHbI MOCINEAHEro NUCTa NOASIMHHUKA LOKYMEHTA.

[na nokymeHTa, NOANMMHHUK KOTOPOro OTMPAaBMSOT M3 OpraHu3aumy, BU3bl NPOCTABMSIOT B HIWKHER YacTu NULEBOK
CTOPOHbI KOMWUM OTNPABMAEMOro JOKYMEHTa.

Bo3moxHO odopMneHne B3 JOKyMeHTa Ha OTAEMNbHOM NUCTE COrnacoBaHus.

[onyckaeTcsi, N0 yCMOTPEHUIO OpraHn3aumn, NoNMCTHOE BU3VPOBaHME AOKYMEHTa U €ro NpUIoXeHus.

3.25 OTTuck nevaTtn 3aBepsieT NOANMHHOCTb NOAMMUCU AOIMKHOCTHOMO NUa Ha AOKYMEHTax, YAOCTOBEPSIOLIMX NpaBa
iy, dukevpylowmx  @akTbl, CBsi3aHHble C (PUHAHCOBBIMM CpeacTBaMu, a Tawke Ha MHbIX [JOKYMEHTaXx,
npegycMaTpuBaloLLMX 3aBepeHne NoaIMHHOM NOaMNnUCH.

[okymeHTbl 3aBepsItOT NeYaTbio OpraHM3aumm.

3.26 Tllpu 3aBepeHUM COOTBETCTBMS KOMWU [OOKYMEHTa MOAMMHHMKY Hwxe pekBusuTa "lMoanuck" npocTaBnsoT

3aBepuTENbHYIO Haanuck: "BepHo"; 4OMKHOCTE NuLa, 3aBEPUBLLETO KOMUIO; MMYHYI0 MOANUCH; paclumdpoBKY nognucu
(MHMUManbl, amunuio); AaTy 3aBepeHus, HanpumMep:



BepHo
WHcnekTop cnyx6bbl kagpos JNlnyHasa noanvcb T.C.JleBYeHko
[ata

[JonyckaeTcs konuio AOKYMEHTa 3aBepsiTb NevaTbio, onpeaensemMoin No yCMOTPEHWIO OpraHu3aLmu.

3.27 OTtmeTKka 06 mcnonHuTene BK4YaeT B cebs mHuumansl 1 amMunmio UCMONHUTENsS AOKYMEHTa M HOMEp ero
TenedgoHa. OTmMeTKy 06 ncnonHMTENe pacnonaratT Ha NMLEBON UM 060POTHON CTOPOHE MOCEeAHEero NMcTa AOKyMeHTa
B JIEBOM HWXKHEM Yy, Hanpuvep:

B.AXykoB

924 45 67

3.28 OTmMeTKa 06 UCMOMHEHNM JOKYMEHTA U HamnpaBneHny ero B Aeno BkroYvaeT B cebs crieayolme gaHHble: CCbIfKy
Ha oaTy U HOMep JOKYMeHTa, CBUAETENbLCTBYIOLLErO O €ro UCMNOMHEHWUU, UMW MpY OTCYTCTBUM TaKoro AOKYMEHTa KpaTkue

cBefeHnsi 06 ucnonHeHny; criosa "B geno"; Homep gena, B KOTOPOM ByAeT XpaHUTBCSA AOKYMEHT.

OTtmeTka 06 MCNONHEHUN OOKyMeHTa M HanpaslieHun ero B Aerfio noanucbiBaeTcda M OatupyeTcda mcnonHuTenem
OOKYMEeHTa uUnn pykoesogutenem CTpyKTypHOro nogpasaeneHus, B KOTOPOM UCMOSTHEH OOKYMEHT.

3.29 OTmeTka O MOCTYNMEHUM AOKYMEHTA B OpraHM3auuio COOEPXUT OvepegHOW MOpsiOKOBbIA HOMEp M Aaty
nocTynneHusi AokymeHTa (npu Heo6xoaMMOCTU - HYacbhl U MUHYThI).

[JonyckaeTcs 0TMETKY O NOCTYNMEeHUM JOKYMEHTa B OpraH13auuio NpocTaensTe B BAAE WTaMna.
3.30 VigeHTMdmKaTopOM 3NEKTPOHHON KOMUWM LOKYMEHTa sIBNSETCH OTMETKa (KONMOHTUTYM), NpOCTaBnsiemMas B f1eBOM

HWKHEM YTy KaXKOOW CTpaHuUbl JOKYMEHTa M codepXallasi HaMmeHoBaHuWe dhaina Ha MallMHHOM HocuTene, JaTy u
Apyrve nouckoBble AaHHble, ycTaHaBNMBaeMble B OpraHM3aLmu.

4. TpeboBaHuA kK 6GNaHKamMm AOKYMEHTOB

4.1 [lokyMeHTbl N3roTaBnuBalOT Ha GnaHkax.

YcTaHaBnuBatoT ABa CTaH4APTHLIX popmaTta brnaHkoB AOKyMeEHTOB - A4 (210x297 mm) n A5 (148x210 mm).

Kaxabih nMcT 4oOKyMeHTa, 0pOpMITEHHbIN Kak Ha BriaHke, Tak 1 6e3 Hero, JOMKeH UMETb Nofs He MeHee:

20 MM - NeBOE;

10 mm - npaBoe;

20 MM - BEpXHee;

20 MM - HMWXHee.

4.2 bnaHku JOKYyMEHTOB cregyeT nsrotTaBnMeaTtb Ha 6enor 6ymare unu Gymare CBETMbIX TOHOB.

4.3 bnaHkm [OKyMEHTOB OQOPMISAT B COOTBETCTBMM C npunoxeHvem A. OpWEHTMPOBOYHbIE TpaHuUbl 30H
pacrnonoXeHnsi peksnauToB 06o3HauveHbl NyHKTUpPoM. Kaxpas 30Ha onpegensieTcsi COBOKYNMHOCTbIO BXOASILMX B Hee

PEKBU3UTOB.

4.4 B 3aBMCMMOCTN OT pacrornoXeHNs1 PEKBM3NTOB YCTaHaBMNMBAIOT ABa BapmaHTa 6naHKoB - yrrnoBown (pucyHok A.1) u
NpoJonbHbIV (PUCYHOK A.2).

4.5 PekBuant 01 (02 unm 03) pacnonaratoT Hag cepeanHon peksmanta 08. Pekeuaut 03 gonyckaeTcs pacnonaraTb Ha
ypoBHe peksusmTa 08.

Pekenantol 08, 09, 10, 14, orpaHuuuTenbHble OTMETKM ANs pekeu3uToB 11, 12, 13 B npegenax rpaHuuy, 30H
pPacnonoXeHnsi PEKBU3MTOB pa3MeLLaloT O4HUM N3 CNocoboB:

- LEHTPUPOBaHHbLIM (Ha4aro M KOHEL, KaxaoW CTPOKUM PEKBU3UTOB PaBHO yaareHbl OT rpaHuL, 30Hbl PacnonoXeHust
PEKBM3NTOBY);



- (onaroBbIM (Kaxgas CTpPOKa PEKBU3MTOB HAYMHAETCS OT JIEBOW MPaHuLbl 30HbI PACMoNOXeHNs1 PEKBU3UTOB).

4.6 [ns opraHusauun, ee CTPYKTYPHOrO noApasfeneHusi, AOMKHOCTHOrO nuua ycTaHaBnuBalT creayiolie suabl
6GnaHKoB JOKYMEHTOB:

- 00OLLMI BnaHK;
- BnaHK NMcbMa;
- GnaHK KOHKPETHOro BMAA OOKYMEHTA.

4.7 O6wmit GnaHK CNonb3yT AN 3roToBNeHUs NMiobbix BUOOB AOKYMEHTOB, KPOME NCbMa.

O6wwmn 6naHk B 3aBUCMMOCTU OT ydpeauTerbHbiX JZOKYMEHTOB OopraHu3aumy BkroyaeT B cebsi peksmantbl 01 (02 nnm
03), 08, 11, 14.

BnaHk nucbMa B 3aBUCUMOCTU OT ydpeamTenbHbiX JOKYMEHTOB OpraHM3aumm BkoyaeT B cebs peksnautbl 01 (02 nnn
03), 04, 05, 06, 08, 09 1, Nnpn HeOOXOOMMOCTU, OrPaHNYUTENbHLIE OTMETKU AN BEPXHUX FPaHULL 30H PacroroXeHus
pekeuanTtoB 11, 12, 13, 14,15, 17, 18, 19, 20.

BnaHk KOHKpETHOro Buaa OOKYMEHTa, KpOMe MCbMa, B 3aBUCMMOCTU OT yYpeamTenbHbIX AOKYMEHTOB OpraHvM3auum
BKItoyaeT B cebs peksnanTsl 01 (02 nnm 03), 08, 10, 14 n, npu HEOGXOAMMOCTU, OrPaHNYNTENBbHBIE OTMETKW ANS rPaHunLy
30H pacnonoxeHus peksmsmTtos 11, 12, 13, 18, 19.

48 [Ona opraHmsaumnm cyobektoB Poccuiickon Pepepauum, UMEOWMX Hapsgy C roCyAapCTBEHHbIM  S13bIKOM
Poccuiickon ®egepaummn rocynapctBeHHbIN A3blk cybbekta Poccuiickon degepaumm, uenecoobpasHo MCnornb3oBaHue
npogonbHoro 6naxka; npu aTom peksusnTbl 08, 09, 14 neyaTtalT Ha ABYX A3blKax: PYCCKOM (Crnesa) M HauMOHaNbHOM
(cnpaBa) Ha ogHOM ypOBHe.

4.9 Npun N3roToBNeHNM OKYMEHTOB Ha ABYX 1 Boree cTpaHuLax BTOpPYHO 1 NocneayoLme CTpaHmubl HyMepYyroT.

Homepa cTpaHuL, NpoCcTaBnsAoT nocepeanHe BEPXHEro nons nucra.

NMPUNOXEHUE A

(cnpaBouHoe)

CXEMbI PACMOJIOXEHUA PEKBU3UTOB AOKYMEHTOB
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PucyHok A.1 - PacnonoxeHue pekB1M3nToB 1 rpaHuLbl 30H Ha hopmate A4 yrnoBoro briaHka
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PucyHok A.2 - PacnonoxeHue pekBM3nTOB U rpaHuLbl 30H Ha popmaTte A4 npogonbHoro 6naHka

NMPUNOXEHWE b

(cnpaBouyHoe)



OBPA3LUbI BJIAHKOB NOKYMEHTOB

POCAPXHB
[ocynaapcTeeHHOE yupemaeHHe
BeepoccHACKHI HAYHHO-HCCAEL0BATERLEKHA HHCTHTYT AOKYMEHTORBEAEHHA H EPXHBHOTO Aena
(BHHHIATD
Ne
Mockea

PucyHok B.1 - O6pasey o6Lero 6raHka opraHMsaumm




POCAPXB

FocyaapcTaeHHDe yupexaexwe
BeopoceHilCRi HAYYHO-MCCNSA0BATENLCKWA HHCTHTYT
AOKYMEHTOBBAESHWUA U APXWAHOND Aena
(BHUUBALD)

MNMpodcooanan yn., A. 82, Mocksa, 117383
Ten.axc (005) 718-78-T4
E-mail: mail@vniidad.ru
hitp:/fwww.yniidad.ru
OKNO 02842708, OMPH 1027700380795,
WHH/ATIN 7708033 140/771001001

No

Ha M oT

PucyHok B.2 - O6pasey yrnoBoro 6naHka nucbma opraHM3aumm




POCAPXUB

FoCyRapcTREHHOe YYReACHHE
BCepoCCHACKUA HAYMHO-HCCNEA0BATENDCKMA HHCTHTYT AOKYMEHTOBEAEHHA i aPXUBHOrD ABna

(BHWWOAD)

MNpodicoanan yn., 4. 82, Mockea, 117393
Ten./ipakc (095) 718-78-74. E-mail; mail@vnildad.ru

OKNO 02842708, OM'PH 1027700380795, MHH/KNM 7708033140/77 1001001

AT | B

PucyHok B.3 - Obpasey npogonbHoro 6rnaHka nucbma opraHusaumm




POCAPXWB

FocynapcTeeHHoe ydpemaeHne
BcepoCccHiCRUiA HAYYHO-HCCNEN0BATETLCKMIA HNCTUTYT A0KYMEHTOBELEHWA M APXHMBHOM A8Na
(BHAMAOAD)
JamMecTuTens gWpexTopa

NMpogcoanan yn., A- B2, Mocxaa, 117383, Ten./daxc (095) 718-76-74. E-mail. mail@wniidad.ru
OKNO 02842708, OMPH 1027700380785, MHHIKNM 7708033140/77 1001001

Ne
Ha Ne oT |

PucyHok B.4 - O6pasey npogonbHoro 6naHka nucbma AOmKHOCTHOTO nNuua




POCAPXUE
locynapcTeenHoe yMpexaeHve
Boepoccuickui HAYYHO-UCCNEA0BATENLCKAR MHCTHTYT QOKYMEHTOBEEHUA
W BpXWBHOIO Aena

(BHWUNOADL)
NPAKA3

Mockea

PucyHok B.5 - Obpasey 6riaHka KOHKPETHOrO B1Aa AOKYMEHTa OpraHM3aumm




