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HaunoHanbHbIM HIeHTP TPaBoBoy nHGopManuu Pecmybauku Bemapych

[TOCTAHOBJIEHWME MMHUCTEPCTBA KOCTHULINH PECITYBJIMKU BEJIAPYChH
19 sauBaps 2009 . Ne 4

00 yTBepxkaeHuH UHCTPYKIIUH 110 e IONPOU3BOICTBY B
roCcyJapCTBEeHHBIX OpraHax, HHBIX OPraHUu3aIlHAX

HN3MmeHeHUs U ODOMOTHEHUS:

[ToctranoBneHnne MuHucTepcTBa loctunuu Pecny6nuku Benapych oT 24
okTs6ps 2011 1. Ne 235 (3aperucTpupoBaHO B HalumoHanbHOM peecTpe -
Ne 8/24338 ot 02.11.2011 r.);

[ToctranoBneHne MuHucTepcTBa loctunuu Pecny6nuku Bemapych ot 27
auBapsa 2012 r. No 18 (3apeructpupoBano B HaunonansHOM peectpe - Ne 8/24838
ot 06.02.2012 r.);

[TocTraHoBneHne MuHHNcTepcTBa octuinuu PecnyOnuku Benapych oT 15
auBaps 2013 r. No 9 (3apeructpupoBano B HannmonanbsaOM peectpe - Ne 8/26849 ot
29.01.2013 r.);

[TocTaHOBNeHMe MuHHNCTEePCTBa locTuuuu Pecny6nuku Bemapyck ot 10
nekabpsa 2014 r. Ne 240 (3apeructpupoBaHo B HalmoHanbHOM peecTpe -
Ne 8/29441 ot 29.12.2014 r.);

[TocTranoBneHne MuHucTepcTBa loctunuu Pecny6nuku Bemapych ot 30
nekabpsg 2015 r. Ne 225 (3aperucTtpupoBaHo B HalnumoHanbHOM peecTpe -
No 8/30557 ot 12.01.2016 r.) - BHECeHBI U3MEHEHUS U OOIOJIHEHNS, BCTYIUBIINE B
cuny 16 gauBaps 2016 r., 3a UCKIIOYEHNEM U3MEHEHUN U OOMOJIHEHUM, KOTOPhIEe
BCTynAT B cuny 1 saBapsa 2017 r.;

[TocTanoBneHne MuHHCcTepCcTBa loctunuu Pecnybnuku Bemapychk ot 30
nekabps 2015 1. No 225 (3apeructpupoBaHo B HalmoHalIbHOM PeecTpe -
Ne 8/30557 ot 12.01.2016 r.) - BHeCeHBI U3MEHEHUS U AOMOHEHHU S, BCTYIIUBIINE B
cuny 16 suBaps 2016 r. u 1 guBapsa 2017 r.;

[TocTaHOBNEeHHEe MuHHCTEPCTBa locTunmy Pecny6nuku Bemapyck ot 18
aBrycrta 2017 r. Ne 167 (3apeructpupoBano B HauuonanbaOoM peectpe - Ne 8/32380
ot 04.09.2017 r.);

[TocTraHoBneHne MuHUCTEPCTBA IoCcTHIMK Pecnybnuku Bemapychk 0T 5 MapTa
2018 r. Ne 51 (3apeructpupoBano B HaumonanpHoM peectpe - Ne 8/32911 or
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12.03.2018 r.);

[TocTaHoBneHre MuHKUCTEPCTBa IocTUINY Pecniyonuku benapyck oT 26 uions
2018 r. No 154 (3apeructpupoBaHo B HanuonanbaoM peectpe - Ne 8/33330 ot

01.08.2018 r.);

[ToctranoBneHnne MuHucTepcTBa loctunuu Pecny6nauku Benapych ot 13
Maprta 2019 r. Ne 39 (3apeructpupoBaHo B HaunonansHoM peectpe - Ne 8/33944 ot
18.03.2019r.);

[TocTaHOBNeHWe MuHHcTepcTBa loctuuuu Pecny6nuku Bemapyck ot 17
okTsa6ps 2019 r. Ne 193 (3aperucTpupoBaHo B HallmoHanIbHOM peecTpe -
Ne 8/34715 ot 18.10.2019 r.)

Ha ocHOBaHMU 4acTu IepBoi cTaTthu 26 3akoHa PecnyOnuku Benapych oT 25 HOs0ps
2011 r. Ne 323-3 «O6 apxuBHOM feje U OeNONpPou3BOACTBe B Pecnybnuke Benapyce» u
ab63ana mBaaartoro moanyHkTa 6.30 myHKTa 6 [TomoxkeHus 0 MUHUCTEPCTBE IOCTUIUU
Pecny6nuku Benapych, yTBEpXKAEHHOTO ITOCTaHOBNIeHHeM CoBeTa MUHUCTPOB PecnyOnuku
Benapyck ot 31 oktsibpst 2001 r. Ne 1605, MuHuctepcTBOo octuniuu PecniyOnuku Bemapych
[TOCTAHOBJIAET:

1. YrBepouTh MHCTPYKIIUIO 110 [EeI0MPOU3BOICTBY B TOCYNAPCTBEHHBIX OpraHax, WHBIX
OpraHM3anusax (IpuaaraeTcs).

2. [Ipu3HaTh yTpaTUBIIUM CUIYy ONprKka3 KoMuTeTa o apxuBaM U OeJIONPOU3BOLCTBY
Pecnybnuku Bemapyck oT 23 masg 1995 r. Ne 13 «O06 yTBepKOeHuu [IpuMepHON UHCTPYKIIUU
II0 [AEeJ0NPOU3BOACTBY B MUHUCTEPCTBAX, TOCKOMUTETaX U APYIUX ILEHTPaJbHBIX OpraHax
yIpaBlleHUs, YUpeXOeHUsIX, OpraHu3alusaxX U Ha Npeanpusatusix PecnyOonuku Benapychb»
(BronneTreHb HOpMATUBHO-IPaBoBOM MHpopManmy, 1995 ., Ne 11).

3. HacTosmiee mocTaHOBJIEHWE BCTYIaeT B CUIY 4Yepe3 [ecCsATh OHEHN IMOocCje ero
opuIanbHOTO OMyOINKOBaHUS.

Munuctp B.I'.l'onoBaHoOB
YTBEPXIEHO
[TocTranosnenue
MuHucTepcTBa I0CTULUN
Pecny6nuku Benapych
19.01.2009 N. 4
HHCTPYKIIUA

IIO0 JeJIONPONU3BOICTBY B rOCYITapPCTBEHHBIX OPraHaX, HHBIX OPraHU3allAAX
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I''TABA 1
OBHIUE ITOJIO2KEHUA

1. Hactosimass UHCTPyKIMA yCcTaHaBIKUBaeT 00IIe TpeboBaHUS K JOKYMEHTHUPOBAHUIO
yIIpaBlieHuYeCKOM NesTeIbHOCTHA U OpraHU3alliyd PadOTH C TOKYMEHTAaMHU B TOCYOapCTBEHHBIX
OpraHax, MHHIX OpPraHU3allusIX He3aBUCUMO OT (OPMBI COOCTBEHHOCTH M OPTaHU3AIMOHHO-
IIPaBOBOM (POPMEI (Hasiee - OpraHU3alun).

2. UckioueH.

3. [NonoxeHus HacTosmend MHCTPYKIUK PacIpPOCTPaHSIIOTCS Ha OpPraHU3alliOHHO-
pPacnopsiiUuTENbHYI0 NOKYMEHTAlluI0 He3aBUCHMO OT BHUAA HOCUTENS U YyCTaHABIUBAIOT
IIpaBujia MOATOTOBKH, OGOPMIIEHHS, y4yeTa, TUPaAXKMWPOBaAHUS, KOHTPOJISA HCIOJIHEHHUS,
ONMepaTHBHOTO XPaHEHWS, HUCIOJNb30BaHWS M NOATOTOBKKH K Iepefade B apxuB,
OCYILIECTBJISIEMbIE C MOMOIIBI0 PYUYHBIX, MEXaHH3WPOBAHHBIX X aBTOMAaTU3UPOBAHHBIX
(KOMIIBIOTEPHEIX) TEXHOJIOTHH.

OcobeHHOCTH IIOATOTOBKHU U O(l)OpMJ'[eHI/Iﬂ ITPOEKTOB HOPMATUBHLIX ITPABOBEIX dKTOB

onpeneneHsl 3akoHoM Pecnyonuku Benapych ot 17 utong 2018 . Ne 130-3 «O HOpMaTHUBHBIX
IIPABOBBIX aKTax».

[TomoxeHus HacTtodmerd HWHCTPYKUUH pPaCOpPOCTPaHSAKTCA Ha HEHOPMaTHUBHEIE
(vHAOMBUAYaJIbHBIE) IPABOBBIE aKTHI, JIOKaJIbHBEIE IPABOBBIE aKTHl HOPMOTBOPYECKUX OPraHOB
(DIOMXHOCTHHIX JIMI[) B YaCTH, He yperynupoBaHHOM 3akoHoM Pecny6nuku Bemapych
«O HOpPMaTHBHEIX MMPABOBHIX aKTax».

OcobennocTtu opopmnenusi, 00paboTKK U XpaHEHUSI JOKYMEHTOB B 3JIEKTPOHHOM BHU[IE,
3a HMCKJII0OYeHUEeM [OKYMEHTOB, YKa3aHHBIX B YaCTU YEeTBEPTOM HACTOSIIETO IYHKTA,
perynupyoTcsa rnaBoi 18 HacTosmen MHCTPYKLIUMU.

Oco0eHHOCTH NIOATOTOBKH, opopmieHusi, o6paboTku, obecnedyeHus: 1eIOCTHOCTH,
XpaHEeHHUS 3MEeKTPOHHBIX MOKYMEHTOB, CO3[0aBaeMbIX ITOCPEICTBOM aBTOMATU3MPOBAHHOMU
CHACTeMbl JOKYMEHTallMOHHOT0 oOecnedenus ynpasnenus (ganee - AC [JOY) 6e3 co3pmaHus
NOKYMEHTOB Ha OyMaXXHBIX HOCHUTENAX, 3JIEKTPOHHBEIX KOMHUY MOKYMEHTOB Ha OyMaXKHBIX
HOCHUTEJISIX PEeryIupyoTcs MHCTPYKIMel 0 mopsake paboThH C 3MeKTPOHHBIMU TOKYMEHTaMU
B TOCy[apCTBEHHBIX OpraHaxX, MHBIX OpraHM3allUgX, YTBEPXKOEHHOW NMOCTaHOBIIEHHEM
MunucrepcTBa octuuuu Pecnyonuku benapychk ot 6 ¢despansg 2019 r. Ne 19.

Oco0eHHOCTH TTOATOTOBKY, opopMiIeHus u (unu) o0paboTKU, XpaHEeHUS NOKYMEHTOB,
comepXKallUX IOCyOapCTBeHHBIE CEKPETHl U MHYI0 OXpaHAeMyl0 3aKOHOJaTeJbCTBOM
nH(popManuio, obpalleHU TpaXkaaH, B TOM YHCJie UHAUBUAYAIbHBEIX IPEAIpUHUMATENEH, U
IOPUAMYECKUX JIUI U OOKYMEHTOB, CBSI3aHHBIX C MX pPacCMOTPEHUEM, 3asBIeHUU
3aMHTEepPeCOBaHHBIX JIUI[, o0pallaiIIuxcsd 3a OCYyIIeCTBIeHUEM aJMUHUCTPATUBHOU
IpOLedyphl, U UHHIX OJOKYMEHTOB, CBSI3aHHHIX C OCYIIECTBJIEHNEM agMUHUCTPATUBHBIX
IIPOIeNypP, PEryIUPYIOTCS akKTaMU 3aKOHOMIaTeIbCTBa.

[TonoxeHus HacTosuled MHCTPYKIMY PacIpOCTPaHSAIOTCS Ha opraHu3aluio paboTsl C
NOKYMEHTaMH, He OTHOCSIIUMUCS K CHCTeMe OPraHU3alMOHHO-PACIOPSIAUTENbHOM
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OJOKYMEHTallnn (mnaHoBas, OTYETHO-CTATHUCTUYECKas, PpaCHE€THO-OEHEXHAd U [Opyrue
CHCTEMEI ,E[OKYMGHTaL[I/II/I), HE3aBHCHUMO OT BHOad HOCUTEJIA, BKIIIOYAAd UX PETUCTPALIUIO, YUET,
KOHTPOJIb HMCIIOIIHEHHsA, XPaHEeHHEe, B TOM YHCJI€ OCYIONEeCTBJIAE€MEBI€ C IIOMOINLIO
dBTOMATHU3UPOBAHHBIX (KOMHBIOTepHLIX) TEXHOJIOTHUH.

4. OpraHu3alus U BefeHue IeJ0IPOU3BOMICTBA B OPTaHU3aAIIMSIX OCYIIECTBIISIOTCS Ha
OCHOBE CaMOCTOSITEIbHO pa3pabaThiBaeMBIX MHCTPYKIIHHE IO [eJI0MPOU3BONCTBY B
COOTBETCTBUHY C TPeOOBAHUAMHU HacTOSIeH MHCTPyKUUHU.

BrimecTOSIMUMY OpPraHU3alUusIMU [ OMHOPOOHBIX IO XapaKTepy HesTelbHOCTHU
MOJYMHEHHBIX OPraHu3aluid pa3pabaThIBAIOTCS HMHCTPYKIHMU IO [EI0MPOU3BOMCTBY,
yCTaHaBNIMUBAIOIIME TUIIOBOM WM IIPUMEPHLIN XapaKTep OpraHu3alluyl OeJIONPOU3BOACTBA,
MCIIOIb3yeMEIe TTpU pa3paboTKe MHCTPYKLUM 110 [IeI0NPOXU3BOACTBY 3TUX OpraHU3allui.

WHCTPYKLMS 10 OEeONPOM3BOACTBY, UMeIOIass TUIIOBOW XapaKTep, YCTaHABIUBAET
eIMHBIN ITOPSNOK OpraHu3alliuy [AeJIONPOKU3BOMICTBA BO BCEX OMHOPOMHBIX OPraHU3aAIUsIX.

WHCTPYKLIUS 10 [eIONPOU3BOMICTBY, UMe0IIas IPUMEPHBIN XapaKTep, YCTaHaABIUBaeT
MOPSIOK OpPraHW3aluM [eJIONPOM3BOACTBA B OOHOPOOHLIX OPTaHU3ANMMUIX,
IpefyCMaTPUBAKNIMH BO3MOXHOCTH €r0 KOHKPETH3aIlM¥M B HHCTPYKIUSX II0
IeI0ITPOU3BOMICTBY OPTraHMU3alldil B YCTAHOBJIEHHHIX €10 PaMKaXx.

HHCTpYKI_[I/II/I II0 OEeJIOIIPON3BOOCTBY, UMEIOINNE TUIIOBOX WU HpI/IMepHBIfI XapakKTep,
SIBJISTIOTCSI 00513aTeIbHBIMU OJId IIPUMEHEHU .

5. MHCTPYKLIUU IIO0 OEJIONPOU3BOACTBY OpraHU3alldy, ABASIOIIUXCSA UCTOYHUKAMU
KOMIIJIEKTOBaHUS TOCYZapCTBEHHBIX apXMBOB, YTBEPKOAKTCA UX PYKOBOOUTEISIMU IIOCIIE
COTJlaCOBaAHMUA C COOTBETCTBYIOIIMM TOCYHapCTBEHHBIM apXWBHEIM yupexXAeHUEeM HIIU
CTPYKTYPHBIM IIOApa3fesieHueM 110 apXuBaM M OeJIONPOU3BOACTBY 00/1acTHBIX (MUHCKOTO
TOPOACKOr0) HCIOJNHUTENbHBEIX KOMHUTETOB. MHCTPYKLUMH IO [OeJIONPOU3BOLCTRBY,
perynupyioimue npaBuiaa paboTH C 3TEKTPOHHHIMU NOKYMEHTaMU U NOKYMEHTaMu B
3JIEKTPOHHOM BH[E, YTBEPXKOAITCSI PYKOBOAUTENIMM OpraHU3alluil II0C/Ie COTrjlaCOBaHUS C
COOTBETCTBYWIIUM TOCYHapCTBEHHBIM apXUBHBIM YYpeXIOEeHUEM HUJIU CTPYKTYPHBIM
nofpas3fesieHueM II0 apXuBaM U [eJIONPOU3BOACTBY 007acTHEIX (MHHCKOTO TOPOACKOTO)
HCIIOJTHUTEIbHBIX KOMUTETOB U TOCYJapCTBEHHLIM yupexkpaeHueM «beopycCcKuul Hay4dHO-
MCCJIeI0BaTEIbCKUM LEHTP 9JIEKTPOHHOU JOKYMEHTalluN».

WHCTPYKIIUK II0 IOeJIONNPOU3BONCTBY OpraHU3allui, He SBJISIONIUXCS MCTOYHUKAMU
KOMIIJIEKTOBAHUS TOCYIapPCTBEHHBEIX apXMBOB, YTBEPXKOAIOTCS WX PYKOBOOUTEJISIMHU IIOCTIE
COTJIAaCOBAHUS C BHIIIECTOSIITMMY OPTaHU3AIUSIMHU (IIPU UX HATUYWH).

MHCTPYKIUU [0 OEJIONPOU3BOACTBY, UMEIOLINe TUIIOBOU UJIU NIPUMEPHBIM XapakTep,
pa3pabaTriBaeMble pecrnybIUKaHCKAMM OpraHaMy T'OCYyOapCTBEHHOTO YIIPaBlIEHUS, UHBIMU
rOCydapCTBEHHBIMM OpraHMU3alldsMU, NOAYMHEHHBIMU [IpaBuUTenbCTBY PecnyOnuku
benapych, yTBEPXKOAlTCd UX PYKOBOOUTEJIIMHU IIOCJIE cOorjlacoBaHuA C lleHTpanbHOU
3KCIepTHOU Komuccueun (panee - LI3K) cooTBeTCTBywLIero opraHa yIpaBlIeHUS
(opraHuszanuu) U pecnybIMKaHCKUM OpraHOM TOCYJapCTBEHHOTO yIIpaBlieHus B cdepe
apXWBHOTO [eJla U OeJIONPON3BOACTRA.



WMHCTPYKIIMU IO OeJ0NPOX3BOACTBY, UMEKIINEe TUIIOBOM WM NMPUMEPHBIM XapaKTep,
pa3pabaTriBaeMble OpTaHU3alUSAMU, SBASIOIIUMHUCS HCTOYHHUKAMH KOMIIJIEKTOBAHUS
TOCYIapCTBEHHBIX apXUBOB, YTBEPKOAIOTCS UX PYKOBOOUTEISIMH IIOCIIe COTTacoBanus ¢ LIOK
3TUX OPraHu3alyil ¥ COOTBETCTBYIOIIUMY I'OCYOapCTBEHHEIMU apXUBaMH.

WHCTPYKLUU [0 OEJIONPOU3BOACTBY, UMeEIOLINe TUIIOBOU UJIU NIPUMEPHEIA XapakTep,
pa3pabaTriBaeMble MHBIMHU OpPTaHU3aAlUSIMU, YTBEPKMAIOTCS UX PYKOBOOUTEISIMU IIOCIIE
cormacoBanus ¢ LIOK aTux opraHu3anuu.

6. OpraHu3alus ¥ COBEPIIEHCTBOBAHNE CUCTEMH MOKYMEHTAIIMOHHOT0 00ecrnedyeHus
yIpaBiaeHus B OpraHu3alliy, KOHTPOJIb 3a COOIOIeHNeM YCTaHOBIEHHBIX ITPaBU PabOTHL C
OOKYMeHTaMHi, MeTOOU4YeCKOoe PYKOBOACTBO paboToil C JOKyMeHTaMu U oOydeHUe
pabOTHMKOB OCHOBAM [IeJIONPOM3BOMCTBA, BHEAPEHHE U IPUMEHEeHHe COBPEeMEeHHHIX
nHGOPMAIIMOHHKEIX TEXHOJOTHUH B paboTe C MOKYMEHTaMM BO3JIaralOTCS Ha CIIyXkO0y
NOKyMEeHTallMOHHOTro obecrieyeHusl ynpaBneHus (mamee - ciayxbOa [JOY).

HaumenoBanue cinyxk0v JOY (ympaBieHue mejlaMu, ceKpeTapuar, oOIMIUN OTHE,
KaHIeJISIpUs U T.I.), €ee CTPYKTYypa, 3ajauu, GQYHKIUKU YCTAaHABIUBAIOTCSI B COOTBETCTBUU C
TI0JI0KEeHNEM 0 Hel B 3aBUCMMOCTH OT 00beMa JOKyMeHTO000pOTa, BHIIOIHIEMBIX (PYHKIINH,
HaJIW4YUs CPECTB BEIUMCIUTENHHON U OPraHN3allMOHHON TeXHUKH U T.II.

Cnyx6a [JOY MoXeT COCTOATh M3 HECKONbKUX IOoApa3feneHui. 3agauu, QyHKINY,
NOpSAOK paboTh noapa3penenuit cnyxk0ul [JOY pernaMeHTUPYIOTCS MOJI0KEHUSIMU O HUX.

[Tpu HeOombIIOM 00BeMe mOKyMeHTooOopoTa ciayxkba JOY mMoxeT He co3maBaThCsi. B
9TOM CJlydyae BBIMONHEeHHEe ee (QYHKIMN BO3jIaraeTcs Ha CIeI[HallbHO Ha3HAYEHHOTO
IIPUKA30M PYKOBOIHUTEIISI OpraHu3aluu paboTHHUKA (Tpymniy pPaOOTHUKOB).

[IpaBa, 0043aHHOCTH M OTBETCTBEHHOCTb pabOTHMKOB, yYaCTBYWOIIUX B
[eJI0OIIPON3BOACTBEHHOM O0C/IyKMBaHUU OpraHU3allud, ONPemeNaoTCS UX OOJIKHOCTHEIMU
MHCTPYKLHUSIMU.

7. OTBETCTBEHHOCTD 3a OpPraHu3allnio OEeJIOIPOMn3BOACTBA, CO6J'IIOJIGHI/IG YCTAaHOBJIEHHEBIX
IIpaBUJI U IIOPAOKaA paGOTbI C DIOKYMEHTaMHU B OPraHn3alliy, UX COXPAHHOCTL BO3JIaralOTCA Ha
PYKOBOOUTEJA OPraHMU3alluu. HpI/I CMEHE€ PYKOBOOHTEIISA OPraHU3alliy COCTABIIAETCA aKT
IIprueMa-liepegadu JOKYMEHTOB U JEJl.

OTBETCTBEHHOCTH 3a OPTaHW3ALMIO MEJIOIPOU3BOACTBA, COONMIOIeHNe YCTAHOBIIEHHBIX
IIPaBUII ¥ TOPSIKa paboTH C JOKYMEHTaMM B CTPYKTYPHBIX MOApPa3[efieHusIX OpraHu3allii,
UX COXPAHHOCTh BO3JIaraloTCsl Ha PYKOBOAUTeJe# 3TUX Moapa3genieHui. [Ipukazom
PYKOBOOUTENSI OPraHU3allM¥ Ha3HavaeTCsd PabOTHWK, OTBETCTBEHHHIM 3a BeIeHUE
IeIoMpPoOr3BOACTBA, KOTOPHIM OCYLIECTBISIET B CTPYKTYPHOM IOfApPa3feieHUuH y4eT U
KOHTPOJIb ITPOX0KIEHUS TOKYMEHTOB B YCTAHOBJIEHHBIE CPOKH, MHGOPMUPYET PYKOBOTUTEIS
CTPYKTYPHOTO ITOfIpa3[e/IeHus 0 COCTOSTHUY UX MCIIOTHEHUS U [Ip.

PaboTHUKH OpraHu3alluy OOJIZKHBL OBITH 03HAKOMJIEHHI C YCTaHOBJIEHHBIM IIOPAOKOM
paGOTBI C IOKYMEHTdMH B OPTraHU3allNH.



PaboTHUKM opraHu3aliy HECYT IEePCOHANIbHYI0 OTBETCTBEHHOCTH 3a BHINIOJIHEHUE
TpeOOBaHUN MHCTPYKIUU IO HeJIONPOU3BOACTBY, COXPaHHOCTh HAXOOAIIUXCH Yy HUX
cnyxeOHBIX [OKyMeHTOB. O0 yTpaTe HOKYMEHTOB HeMe[JIeHHO CO00IIaeTCsl PyKOBOOUTEIIIO
nopipa3aesnenus u B cinyxk0y [JOV.

[Ipu nepeBofe, IepeMelleHUU UM YBOJbHEHUU pPabOTHHKa HMeIOUIUEecs y Hero
NOKYMEHTH U [ejla NepefalTCcs MO0 pPeIIeHHWI0 PYKOBOOUTENS OpPTaHU3allUU HUIHU
COOTBETCTBYIOLIETO CTPYKTYPHOTO MOApPa3feieHus OPyroMy paOOTHUKY IO aKTy IpueMa-
nepenayy JOKYMEHTOB U JeTl.

8. KOHTpOHB 3d COCTOsSHHEM [OeJIOIIPOM3BOOCTBA B OPraHM3allUAX OCYIIECTBIISAETCHA
OpraHaM#i APXHUBHOTO [O€lda KW AOEeJIONPOHU3BOOCTBA, T'OCYyODAaPCTBEHHLBIMU dAPXWBHLBIMHU
YUpEeXITEeHUAMU W BBHIMIECTOAINMMUN OPTraHU3AIIUAMH.

I''TABA 2
OTOKYMEHTHPOBAHME YIIPABJIEHUYECKOY OEATEJIBHOCTHA

9. loKyMeHTHpOBaHUEe yIpPaBI€eHUYECKOU OEesATENbHOCTH 3aK/II4YaeTCcsd B CO3[MaHUU
yIIpaBlIeHYECKUX JOKYMEHTOB - (QUKCallU¥ Ha MaTepHaJIbHBIX HOCUTENIIX YIIpaBIeHUYECKUX
OEeUCTBUM II0 YCTAHOBJIEHHHIM IipaBuiaM. [[OKYMEeHTHUPOBaHHWE yIpPaBJIeHUYECKOU
nesiTeIbHOCTH MOXKET OCYIIeCTBIISThCS KAaK PYKOMHUCHBIM CIOCOO0OM, TaK M C ITOMOIIBIO
TeXHUYECKUX CPEICTB. YIIpaBleHYEeCKHe OJOKYMEHTH MOTYT OBITh 3a(MKCUPOBAHB KakK Ha
OyMaxXHOM, TaK ¥ Ha 37IeKTPOHHOM HOCHTese (DOKYMEHTHI B 9JIEKTPOHHOM BHUIE, B TOM YUCIIE
3JIEKTPOHHBIE TOKYMEHTEI).

IOKyMeHTH B 3JIEKTPOHHOM BHIe MOTYT IPUMEHSATHCSA BO BCeX chepax AesTeIbHOCTH,
TIe HCIONIb3YIOTCS IMPOrpaMMHBIE, TPOTPAaMMHO-TEXHUYECKNEe U TEeXHHUYECKHe CPeNCTBa,
HeoOXoOuMEIe [Jig co3maHus, 00paboTKM, XpaHeHUs, Iepefadyu U npueMa WHbopMaluu B
37IEKTPOHHOM BHJE.

TpeboBaHMS K JOKYMEHTaM B 9JIEKTPOHHOM BHIE PACIPOCTPAHSIOTCS Ha 3JIEKTPOHHEIE
OOKYMEHTH, €CIM HWHOE He MPEeAyCMOTPEHO 3aKOHOJATENIbCTBOM 00 31eKTPOHHBIX
OOKYMEHTaxX U 9MEKTPOHHOU HU(POBOX MOIIUCH.

CocTaB mOKYMEHTOB, 00pPa3yIOUINXCS B AesATEIbHOCTA OpPTraHU3alluH, ONPeNessaeTcs ee
KOMIIETEHIIMEN, KPYTOM yIpaBlieHYeCKUX (QYHKIUU, MOPSIOKOM pa3pelleHus BOIPOCOB
(eDVHONMUWYHBIN UM KOJIJIeTHANbHBINM), 00b€MOM M XapaKTepOM B3aMMOCBSI3el MeXOY
OpraHu3allisIMU OOHOTO WUJIM PA3JIMYHBIX YPOBHEM yIpaBlieHUS U T.II.

}OpI/IJII/I‘-IGCKI/IM OCHOBaHHEM CO30aHHNA OPIraHHU3AaIMOHHO-PACIOPAONTEIIbHBIX
JOKYMEHTOB B OEATEJIbHOCTH opraHnaauHﬁ SABIIAIOTCA:

dKThI 3aKOHOOATEIbCTBA;
pemieHndg CynoB;
mpearnrncCalnusg roCyTaPCTBEHHBIX OPTaHOB W NOJIZKHOCTHEIX JINUII;

IMOPYYEHU I BHIMIECTOAINUX OpFaHHSaHHﬂ;



OCyIIeCTBIIEeHHE UCIOMHUTENbHOU U Opl"aHI/I3aI.II/IOHHO-paCHOpﬂJII/ITeJ'IbHOfI
JeATEeJIbHOCTHU B I EJIAX BEIIIOJITHEHU A opraHI/I3au1/1e171 BO3JIOZKEHHEBIX Ha HeEe (I)YHKHHIZ " 3a04a4
B COOTBETCTBUHU C €€ KOMIIETEHIINEH.

10. Opranusanuyd HaJgeleHH NOpaBOM INpPUHUMAaTh (KM3maBaTh) TOJNBKO Te
pacmopsifuTenbHbIE NJOKYMEHTH (IIPHUKa3bl, PaclopsKeHHs, yKa3aHHUs, IIOCTaHOBIIEHUS,
peleHuns), KOTOpble IPegyCMOTPEeHb 3aKOHOAATEILCTBOM, YCTaBaMU HJIU TOTI0XKEHUSIMH O
HUX.

11. CoBMecTHBIEe pacHoOpsAguUTESIbHBIE OOKYMEHTH OpraHu3allui, H3[al0IuX
OOVWHAKOBHE BUOLI OJOKYMEHTOB, M3[AKOTCA B COOTBETCTBywIIeM Bupe. COBMeCTHEHIE
pacnopsguTenbHble JOKYMEHTHl OpraHU3aldil, U3JallIuX pa3jinyHble BUOB JOKYMEHTOB,
IIPUHUMAIOTCA B BUME PEIIeHHUs, KOTOPOe MMEET IPaBOBYI CUJIY PaCIOPSALUTEIbHOIO
OOKYMEHTa OJIs KaXKO0U OpraHu3alliy, IPUHSBIIEN 3TOT JOKYMEHT.

12. Xom oOGcyXmeHHS BOMPOCOB Ha 3aCeJaHUSIX, COBEN[aHUSIX, COOPaAHUAX,
KOH(epeHIIusX, JeJIOBLIX BCTpedax (masee - 3acemaHus) GUKCHPYETCS B MPOTOKOJIAX.

PemeHusi, NpUHSTHE Ha 3acefaHUW KOJIJIETHAJIbHOTO OpraHa, HUMeEIIero
coBelllaTeNbHble (PYHKIIMM, KAaK ITPABUIO0, IPOBOASTCS B XKU3Hb MIPHUKA30M (pacnopsikeHueM)
PYKOBOMOUTENSI OpraHu3anuu aubo myTeM yTBEePXKOeHUS PYKOBOOUTENEM OpTraHU3alluu
IIPOTOKOJIA 3aCeaHus.

13. Opranusaiuu BefyT IEePENUCKY C BHINECTOSIIUMY, TIOTYUHEHHBIMY (BXOISIIIUMU B
COCTaB, CHUCTEMY), CTOPOHHUMHU OpPTraHU3AUUSIMU, TpaxgaHaMH, B TOM YHCIIe
WHOWUBUOYaTbHEIMU TPENIPUHAMATEISIMHU, B IIEJIIX BHITIOTHEHUS MTOCTABIIEHHHIX IIepell HUMHU
3aflay ¥ peau3aliuy BO3JI0KEHHBIX Ha HUX QYHKITUH.

[Tepemucka MeXOy CTPYKTYPHBIMU ITOApPa3feIeHUSIMU OpraHU3alluy, 3a UCKII0YeHuEeM
TEPPUTOPUAJIbHO yHalleHHBIX ITOAPa3e/ieHui, 3alpellaeTcs.

14. OpTaHI/ISaHI/II/I Ha OCHOBAHHWHK HOPMATHBHEIX IIPABOBBIX AKTOB, OIIPEOEIIAIOIINX UX
3aa4u U (1)YHKI_II/II/I, U30anT (COCT&BJ’[HIOT) TaKXe IIJIaHbl, OTYETHI, JOKJIaOHEIE 3allMCKH,
CIIPDAaBKH, dKThHI ¥ APYTHE YIIPDABIIEHYECKUE JOKYMEHTEI.

15. TIpaBo wu3pmaHusd (OIPUHATHUSA) ODOKYMEHTOB, UX IOANMNCAHUS, YTBEPXKIOEHUS,
coryiacoBaHusl (BU3WPOBaHUA) 3aKPENJISeTCS B IOJOXKEHUIX U yCTaBaX OpraHU3alluy,
TIOJIOKEHUSX 0 CTPYKTYPHBIX OApa3feieHuIX, JOIKHOCTHEX HHCTPYKIUIX pabOTHUKAM U
VHEIX JIOKAJIPHEIX [IPABOBEIX aKTaX OPraHu3aluu.

16. ITomroroBka MOKYMeHTa BKJIl0YaeT COCTaBlieHHWe M oGOopMJIeHHe IMPOeKTa
OOKyMEeHTa, ero MoAmucaHue, Mpu HeOOXOOUMOCTH - COTJlacOBaHHWe (BU3UPOBAHUE),
yTBEPXKOEHUE.

[Ipu mogrotoBke u 0GOpPMJIEHUU [OKYMEHTOB HeoOXomuMo coOjiofaTh IIpaBuia,
obecneynBawilie IOPUANYECKYI0 CUIYy OOKyMEHTa, OllepaTMBHOE U KaueCTBEHHOE UX
VCIIONTHEHNE U IIOUCK.



17. [Ins cokpallleHUS KONHWYeCTBa NMPUMEHSeMBIX (OpM JOKYMEHTOB OpraHM3aluu
pa3pabaTeiBaloT YHUGUITMPOBaHHKE (OPMEBI TOKYMEHTOB (fanee - Y®]I), mpencTaBsolIre
COBOKYITHOCTb PEKBU3UTOB, YCTAHOBJIEHHBEIX B COOTBETCTBUY C PEIllaeMBIMU B JaHHOU cdepe
OesiTeJIbHOCTH 3afladyaMM U PACIIOIOKEHHHIX Ha HOCHUTeNne MHGOpPMAIlUU B OIpedeIeHHOM
IOPSITKe.

YOI BkntoyaloTcs B «Tabenb YHUPUIIMPOBAaHHBIX (GOPM TOKYMEHTOB OpraHu3aluu» -
IepedeHb pa3pelleHHbX K IPUMeHeHN0 (opM OOKYMEHTOB, HEOOXOOUMBIX U OOCTATOUHBIX
Ol peanu3aluy (QyHKIUYA U 3afad yIpaBlIeHYECKOU [OeATEIbHOCTH C OTPaXeHUeM
OCHOBHBHIX 3TAllOB UX MOATOTOBKM U MPOXOXOeHUA (manee, eClnu He OIpedeneHo WHOe, -
Tabenn).

Tabenb yTBepKmaeTCs PyKOBOOUTENIEM opraHu3aluu. PaspaboTka, BefeHue tabens u
KOHTPOJIb 3a ero IPUMeHeHUeM OCYIIeCTBIAITCs ciuyxk0oi JOY.

TabOenb pa3pabaTriBaeTCsl C y4eTOM CHeNU(PUKU AeATENIbHOCTH OpraHu3aluud U
KOHKPETHHIX 3aflay, KOTOPHe pelnarTcsa npu pa3paboTrke Tabens mo ¢opme coriacHo
npunoxennio 1. [Tpu HeoOxomuMocTH TabeNlb MOXKET OBITh HOMONHEH rpadamu «Kog hopMel
110 Kjaccupukatopy», «Agpecar», «OTBeTCTBEHHBIN 3a KOHTPOJIb UCIIOJIHEHUS» U [P.

[Tpu pa3paboTke Tabesns pekBu3uTh «HauMeHoBaHUe opraHu3anumn», «Ha3BaHue Buma
OOKyMeHTa», «JlaTa JOKyMeHTa», «PerucTpaluOHHLIN UHAEKC», «MeCTO COCTaBIeHUS UIU
U30aHUsA» U «3ar0oj0BOK K TEKCTY» PacnonararwTcsa U 0QOPMISIOTCS B COOTBETCTBUU C
TpeOoBaHUAMU OVHKTOB 35, 41, 45-47, 49 u 54 HacTosmeh MHCTPyKIUH.

IHokymMeHTH B Tabene MOTYT OBITh CHCTEMATHU3UPOBAHH MO CTPYKTYPHBIM
noppasfenieHuaM U (unu) mo GyHKUMSAM U 3afadaM yIpaBieHusd.

18. [Ins npugaHus OJOKYMEHTY IOPUANYECKON CUJIbl He0OXOMUMO HaIuuKe CIemyIoUIuX
00s3aTeTbHBIX PEKBU3UTOB:

HaVMeHOBaHME OpraHu3aluy U (MIM) CTPYKTYPHOTO IOAPa3faesieHus - aBTOPa;
maTa JOKYMEHTa;

PETUCTPALIMOHHBIN UHIIEKC;

IIOMINCh.

II711 OTOEeNbHBIX BUIOB JOKYMEHTOB OOIIOJITHUTEJIbHEIMU PEKBU3UTAMU, IIPHUOAIOITNMHA UM
IOPUONYECKYIO CUIIY, SABIIAIOTCA I"pI/I(b YTBEPXKOECHUS, II€YaTh, OTMETKd O 3aBEPEHNHN KOIINH.

[TeyaTh MOXKET He MPOCTABJISATHCS OPraHU3alUSIMHU, KOTOPble B COOTBETCTBUU C
3aKOHOMIAaTeJIbHEIMU aKTaMHU BIIpaBe He MCIIOJIb30BaTh IeYaTH, 3a UCKIIYEHNEM CJIy4aes,
IIpelyCMOTPEHHBIX MEXKIYHapPOOHbIMYU OOoTroBopaMu Pecnyonuku benapyce.

19. [ToKyMeHTHI JOMXKHBI 0QOPMIIITLCS Ha O71aHKaX ¥ UMETb YCTaHOBJIEHHBIM KOMIIIEKC
00s13aTeIbHBIX PEKBU3UTOB U CTAOMIbHBIM MOPSIOOK UX PACIIOIOXKEHHS.


https://etalonline.by/webnpa/text.asp?RN=W20920434#%D0%97%D0%B0%D0%B3_%D0%A3%D1%82%D0%B2_1&Point=35
https://etalonline.by/webnpa/text.asp?RN=W20920434#%D0%97%D0%B0%D0%B3_%D0%A3%D1%82%D0%B2_1&Point=41
https://etalonline.by/webnpa/text.asp?RN=W20920434#%D0%97%D0%B0%D0%B3_%D0%A3%D1%82%D0%B2_1&Point=45
https://etalonline.by/webnpa/text.asp?RN=W20920434#%D0%97%D0%B0%D0%B3_%D0%A3%D1%82%D0%B2_1&Point=49
https://etalonline.by/webnpa/text.asp?RN=W20920434#%D0%97%D0%B0%D0%B3_%D0%A3%D1%82%D0%B2_1&Point=54

IOKyMEeHTH B 3JIEKTPOHHOM BH[e 0)OPMIISIOTCS B MOPSIAKEe, YCTaHOBJIEHHOM IYHKTOM
220 HacTosAme MHCTPyKLIUMN.

OTpenbHBE [OKYMEHTH (BHYTPEHHHE OOKYMEHTH CTPYKTYPHBIX IIOApPa3neneHui,
COBMECTHEBIE JOKYMEHTHI U [IP.) HOIyCKaeTCs 0pOopMIIATh He Ha OaHKax, HO ¢ 0013aTeIbHEIM
BOCIIPOM3BefleHNEM COOTBETCTBYIOIINX PEKBU3UTOB.

[Tpu odopmIeHHY TUCEM, CIIPABOK U APYTHUX CIIPABOYHO-UHMOPMALMOHHBIX JOKYMEHTOB
[OIyCKaeTCs UCII0Ib30BaTh YIJIOBOM IITaMII OpraHU3alluy.

[Ipu pykonmucHOM OQOPMIIEHHM MOKYMEHTOB COCTaB M PACIOJIOXKEHHEe PEKBHU3UTOB
IOOJIZKHBI COOTBETCTBOBATH COCTABY M PACIOJOXEHUI0 PEKBU3UTOB MOKYMEHTOB,
0(OpMIISIEMBIX C TTOMOIIBI0 TEXHUYECKUX CPENCTB.

20. KaX[bIy TUCT JOKYMEHTa [NOJI2KEH UMeTh I10JI4:
seBoe - 30 Mm;

IIpaBoe - He MeHee 8 MM;

BepxHee U HUXHee - He MeHee 20 MM.

[Tonsi ¢ yKa3aHHBIMU XapaKTepPUCTUKAMMU HOJXKHBI 0TOOpaxaThCsd IMPHU BHIBOJE
IOKyMEeHTa B 3JIEKTPOHHOM BH[Ie Ha YCTPOKUCTBO 0TOOpaxKeHusI U Ha OyMaKHBIA HOCUTEIIb.

I'TABA 3
BJIAHKHM TOKYMEHTOB. YIJIOBOHX IIITAMII

21. brmaHK OOKYMeHTa - CTAaHOAPTHHIM NUCT OyMaru C BOCIIPOM3BEIEHHOM Ha HEM
IIOCTOSTHHOM MH(opMaIel JOKyMeHTa U MECTOM, OTBEIEHHBIM M1 ITIePEMEHHO.

22. Ha OnmaHKax M3roTaBlIMBAeTCs TOJIbKO IepBas CTpaHulla AOKyYMeHTa, [N
M3TOTOBJIEHUS TTOCIIEYIONINX CTPAHHUI UCIIOJIb3YIOTCS CTaHJapPTHbIE YHCTHIE JIMCTHI OyMaru.

23. YcraHaBnuBaeTCs [Ba BuAa 0JaHKOB, pa3pabaThiBaeMBIX B COOTBETCTBUU C
rocymapCTBeHHBIM cTaHmapToM Pecmy6nuku Benapyck CTB 6.38-2016 «YHuGUIMpPOBaHHBIE
CUCTeMH [MmoKyMmMeHTaunuu PecnyO6nuku bBemapych. Cucrema OpraHM3allMOHHO-
pacnopsiguTeNbHOM [OOKyMeHTanuu. TpeOoBaHUS K OQOPMIEHHID OOKYMEHTOBY,
YTBEPXKOEHHEIM IOCTAHOBIeHHWEM ['0CyoapCTBEHHOr0 KOMHUTETa [0 CTAHOAPTU3alLUU
Pecny6nuku Benapych oT 26 okTss6ps 2016 r. Ne 83 (manee - CTB 6.38-2016): 651aHK Aia
mKUChbMa U 00Iui OnaHK.

[Ipu u3roTOBIIEHMM KOHKPETHOTO JMOKyYMeHTa Ha3BaHHE ero Bufa (KpoMe MuchMa)
HAHOCHUTCS Ha OO0l O1aHK C ITOMOIIbI0 TEXHUYECKUX CPEJICTB.

Ha ocHoBaHuu 00111ero 6/1aHKa MOTYT U3TOTaBIMBAThCS OJTaHKY OIS KOHKPETHHIX BUOB
OOKYMEHTOB (IIPHMKa30B, PacCHOpsXKeHWM, YKa3aHUHU, IPOTOKOJIOB U Ap.). U3rotosnenue
0JIaHKOB 15T KOHKPETHHIX BUIOB JOKYMEHTOB I1eJ1eC000pa3Ho0, eCciu uX 00beM MPEeBHIIIAET
200 mOKyMEHTOB B T'Of.


https://etalonline.by/webnpa/text.asp?RN=W216P0077
https://etalonline.by/webnpa/text.asp?RN=W216P0077

24. T1pu pa3paboTKe 01aHKOB JOKYMEHTOB HCIIOJIb3YIOTCS CTaHOapPTHbIE IUCTH OyMaru
dbopmaToB A4 (210 x 297 mm) u A5 (148 x 210 Mm).

Bribop dopmaTa GaHKA IMPH M3TOTOBJIEHUMM HOKYMEHTa 3aBUCHUT OT XapaKTepa u
o0beMa TekcTa. bnaHk ¢popmara A5 ucnonb3yeTcs AN HOKYMEHTOB, UMeIINUX He Oosee
IATU-CEMU CTPOK TEKCTa.

25. Ha GnaHK AJist MMCbMa HAHOCSTCS PEKBU3UTHL:
T'ocynapcTBenHbll Tepb Pecniyonuku Benmapycs;

aM0ieMa OpraHU3allMy UK TOBAPHBIN 3HAK (3HAK 00CITyKUBaHUS);
KOJ OpTaHU3aluY;

HauMeHOBAHUE BHIIIECTOSIIEN OpraHu3aluy;

HauMeHOBaHUE OPTraHU3aluy;

HanMeHOBaHUE CTPYKTYPHOT'O IOJpa3feeHus;

IIOYTOBBIY afpecC OTIIPaBUTEIS;

KOMMYHUKAI[MOHHEIE U KOMMEPYECKUE NaHHEIE.

Ha OnaHK Ojisg mMHUCbMa HAHOCSTCS OTPAHUYMTENIbHBIE OTMETKH W JIMHUHU O
PEKBU3HUTOB: flaTa JOKyMEHTa, PETUCTPAIlMOHHBLIM WHAEKC, CChIIKAa Ha PerucTpalliOHHbIN
WHIEKC ¥ ATy BXOMSIIETO NJOKYMEHTaA.

26. Ha ob6uruit 611aHK HaHOCATCS PEKBU3UTHL:

T'ocynapcTBenHbl Tepb PecniyOnuku Bemapycs;

smbieMa OpraHu3alyuy UM TOBApHHIM 3HaK (3HaK 00CIYyXKUBaHUS);
KOI OpraHU3aluy;

HalMeHOBaHUe BHIIECTOSIIEeN OpraHu3aluy;

HauMeHOBaHUe OpraHu3alluy;

HaWMeHOBaHUe CTPYKTYPHOTO IIOApa3fe/leHUs;

MECTO COCTaBJIeHUS UJIU U3TaHUS.

Ha 06H_H/II;I 0J1aHK HAHOCSATCS OrpaHMUYUTEJIbHBEIE OTMETKHN M JIMHUMN OJId PEKBHU3UTOB:
JaTa JOKYMEHTa, pel"I/ICTpaI.II/IOHHHﬂ HHIOEKC.

Onga opopmnenus pekBusuta «Ha3BaHue BUmA OOKyMeHTa» Ha o0imeM OnaHKe
OTBOOUTCSI CBOOOOHOE MeCTO MeX[y pekBu3utamMu «HanMeHOBaHHUe OpraHU3alUU»



(«<HamMmeHOBaHUE CTPYKTYPHOTO IOApa3feleHUusA») U OTPAHUUYUTEIbHBIMU JTUHUSAMU O
PEKBU3UTOB «JlaTa HOKYMeHTa» U «PerucTpaliOHHbIN UHOEKC».

27. BnaHKM MOKYMEHTOB pa3pabaThiBalOTCS Ha OCHOBE MPOMOJIBHOTO HIIM YTIIOBOTO
BapHaHTa PACIIOI0KEHUST PEKBU3UTOB.

[Tpu yrioBoM BapwaHTe PEKBU3UTH OJlaHKa PACIIOIaraloTcs B BePXHEM JIEBOM YTIIy.
MaxkcuMasbHas OIMHA CTPOKYM PEKBU3UTOB 071aHKA He MOJIKHA IPEeBHIIATh 73 MM.

[Ipu mMpomoNbHOM BapuaHTe PEKBU3UTH OaHKa PaCIIOiaraloTCs IOoCepeauHe TUCTa
BIOOJIb BEPXHETO MoJisi 6e3 OrpaHUYEHHUs Pa3MepPOB 10 TOPU3OHTAJH, HO C COOMIIeHueM
YCTaHOBJIEHHEIX PA3MepOB IIOJIeH.

28. PekBu3uTH OJTaHKa pacIojaraloTcs IeHTPOBAaHHBIM UM (DIIarOBLIM CIIOCOOOM.

[Tpu 11eHTPOBAHHOM CIIOCO0€e Hayasio ¥ KOHEeIl KaXkI0M CTPOKM PEKBU3UTA IEHTPYIOTCS,
TO €CTh PABHOYIAJIEHBI OT TPAHUI] 30HHI PACIIOIOKEHUS PEKBU3UTOB.

[Ipu ¢pmaroBoM crmocobe Kaxfaas CTPOKa PEKBH3UTa HaUMHAETCSA OT JIEBOW T'PaHUIIBI
30HBI PACIIONIOXKEHUST PEKBU3UTOB.

29. ITpu HeoOXOMMMOCTH Ha OJaHK MOT'YT HAHOCHUThCS OTPAHUYUTEILHBIE OTMETKH [JIs
071N ¥ OTHEJIbHBIX PEKBU3UTOB B BUMIE YT'OJIKOB U NUHUM. [[0oNyCcKaeTcss HAHOCUTDH Ha OJIlaHK
OTMETKH [171s (HaIbIIOBKY ¥ TPOOHUBKY OTBEPCTUM IHIPOKOIOM.

30. [Ipu co3ganuu G6naHKa Ha HECKOJIbKUX S3bIKaX PEKBU3UTH OJlaHKA HOJIXKHBI OBITH
npony0IMpPOBaHE Ha 9TUX S3BIKaX.

Bo Bcex opraHu3anusx He3aBUCUMO OT GOPMHI COOCTBEeHHOCTH OnaHK [ IMHCbMa
M3TOTaBINBAETCS C ITPOHOJIbHLIM PACIIOIOXKeHNEM PEKBU3UTOB Ha [IBYX S3BIKaX.

31. Oco0eHHOCTU M3TOTOBJIEHUS U MCIIONIb30BaHUSA OIaHKOB MOKYMEHTOB C
n3obpaxenueM ['ocymapcTBeHHOro repba Pecnybnuku Benapych perynupyioTcs aKTaMu
3aKOHOJaTeIbCTBa.

32. Yr0BOU IITAMII IPOCTABJIIETCA B JIEBOU BEepPXHEU YaCTHU II€PBOr0 JIUCTa JOKYMEHTa.

IonmycKaeTcsl U3rOTaBNIUBaTh YTIIOBOM IITAaMII TPeX BUOOB: A7 MKUChMa, OOIIUHM YTI0BOU
IITaMII ¥ YTJIOBOM IITaMII [ji1 KOHKPETHOTO BUfa JOKYMEHTA.

33. CocTaB peKBU3UTOB YTJIOBOT0 IITaMIla, IOPSAAOK UX pa3MelleHus 1 0hOopMIIeHus
OOJIXKHBI COOTBETCTBOBATb COCTaBY, MOPSAKY pa3MelneHus U 0QOopMIeHUS PEKBU3UTOB
Or1aHKa.

34. Pa3zMmep yrioBOro mraMia He AOJIXKEeH IIPEBHIaTh 73 MM 10 TOPU30HTAJIA U 75 MM
(mnst mTammnoB ¢ u3obpaxkeHueM ['ocymapcTBeHHOro repba Pecnybnuku Benapych unu
aM0OneMsl) uau 55 MM (mns mTaMmmnoB 0e3 m3o0paxkeHus ['ocymapcTBeHHOro repba
Pecny6nuku Benmapych unmu 3MO0jeMBI) 110 BePTUKAIIH.



I''TABA 4
O®OPMJ/IEHUE PEKBU3UTOB TOKYMEHTOB

35. [Ipu moaTroTOBKE M 0DOPMIIEHUH JOKYMEHTOB UCIIONIB3YIOTCS PEKBU3UTHL, COCTAB U
IIOPSIIOK pacroyiokeHus KOTophix ycraHoBiieH CTE 6.38-2016.

36. PexBusut «['ocynapcTBeHHbl repbd PecniyOnuku benapyce».

M3o6paxenue I'ocymapcTBeHHOro repba Pecny6nuku Bemapych moMmemaeTrcs Ha
61aHKaX HOKYMEHTOB M YTIJIOBBEIX IITaMIlaXx TOCYHAapCTBEHHBIX OPTaHOB M MHBIX
TOCYHapCTBEHHHIX OpraHu3anuii. HerocymapcTBeHHbe OpraHW3alWKd IOMEINAIOT
n3obpaxenue I'ocymapcTBeHHOTro repba PecnyOnuku Bemapychk Ha 61aHKaX JOKYMEHTOB U
YIIOBHIX IITaMIlaX, €CJlIM TakKOoe IpPaBO IIPegoCTaBIeHO UM B COOTBETCTBUHU C
3aKOHOJATEJbHHIMU aKTaMHU.

M3o00paxenue [ocymapcTBeHHOTro repba Pecnyb6nuku Benapych Ha OGnaHKax
pacrmosaraeTcs B LIeHTPe BepxHero mojsd. [InaMmeTp usobpaxeHus - He Oonee 17 MM.

37. PekBu3uT «OMOIeMa OpraHu3aluy UiIu TOBAPHBIM 3HAK (3HAK 00CITYKMBAHUS)».

OM0OneMa opraHuM3aluyd UM TOBaAapPHHHK 3HaAK (3HaAaK 00CHyXuUBaHUSI),
3aperucTpupoBaHHbIE B YCTAHOBIEHHOM 3aKOHOM IIOPSOKE, 0 YCMOTPEHUIO OPraHU3alluu
nmoMeInaeTcs Ha OJaHKax Ha JIeBOM IIOoJie Ha yYPOBHe pekKBu3uTa «HamMeHOBaHUE
opranu3aiun» («HauMeHOBaHMe BHIIIECTOSIIEN OpPraHU3alluK»), €C/IU B IIeHTPE BEPXHETO
I0JIs1 TToMelrieHo u3obpaxenue ['ocymapcTBeHHOTo repba Pecny6nuku bemapycsk.

Ha 6nankax OOKyMeHTOB 6e3 m3obpaxeHus ['ocymapcTBeHHOTO repba Pecnybnuku
Benapych aMbrieMa UM TOBapHHIM 3HAK (3HAK 0OCNIyXKMBaHUS) IIOMEIIAeTCd Ha BEPXHEM
nosie OmaHKa. [Ipu MPOMOIBPHOM PACIIOI0KEHUY PEKBU3UTOB 3MOIeMa UM TOBAPHBEIA 3HAK
(3HaK 00CNMykKMBaHMS) OPTaHW3ALKWY IIOMEINIAeTCS B IIEHTPe BepXHero mojis 6/1aHKa, MpH
YyIJI0BOM - HaJ CepefuHON CTPOKM pekBU3uTa «HaumMeHOBaHME OpraHU3AIUU»
(«<HauMeHOBaHMEe BHIIIECTOSIIEN OPraHU3ALUN»).

38. PekBuaut «Kom opranu3aiamn».

Kopm opranmsaluu IMPOCTaBNIAETCS Ha BEPXHEM IIOJie CIipaBa Ha IEPBOM JIUCTE
IOKyYMEHTa.

[ocygapcTBeHHBIE OpPraHB IPOCTaBISIOT KOO IO 00IIerocymapCTBEHHOMY
knaccuduraTopy Pecnybnuku benapycs OKPE 004-2014 «OpraHsl rocyAapCTBeHHOM BIaCTH
¥ yIOpaBJIEHUS», YTBEPXKOEHHOMY IMOCTaHOBJIeHHEM [0CygapCTBEHHOTO KOMHUTETa IIO
cranpgaprtulanuu Pecnyonuku Benapychk ot 30 mekabps 2014 r. Ne 60 (gamee - OKOTY).
VHbIe OpraHuW3allMyd IPOCTABJIAIOT KOJ IO O0MIEerocymnapCTBEHHOMY KaacCHUGUKATOPY
PecnyOonuku Bemapycs OKPB 018-2003 «HOpupguyeckue nulla U WHOUBUOYATbHBIE
IpeOnpuHUMATENN», YTBEPKIAEHHOMY IIOCTaHOBIIeHMeM KomuTeTa 10 CTaHAapTHU3alluy,
MeTposoruu u ceptudukanuu npu Coere MunuctpoB Pecniy6nuku benapyck oT 28 anpens
2003 1. Ne 22 (manee - OKKOJIII).



https://etalonline.by/webnpa/text.asp?RN=W21529635P#%D0%9E%D0%9A%D0%A0%D0%91_004_2014
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HeobOxomumocTh mnpocTtaBneHusi koma mo OKOTY unu OKIOJIII Ha OnaHKax
OIIpefeNnsieTCss OpraHu3aluen.

39. PekBusut «Kog mOKyMeHTa».
Kon mokyMeHTa IpoCTaBlisieTCs Ha BEPXHEM II0JIe CIIpaBa Iof KOJOM OpraHU3alluHu.

[Tpu cocTaBneHUU KOHKPETHBIX NOKYMEHTOB KOJ IPOCTABJISIETCAd HA TeX U3 HUX,
yHUGUIMPOBaHHBEIE (OPMBI KOTOPHIX BKIIOYEHH B 00IIeT0CYyHapCTBEHHBIHM KiTacCUPUKATOD
Pecnyonuku Benapyce OKPB 010-95 «YHudunupoBaHHble JOKYMEHTH», YTBEPXKOEHHBIN
nocTraHoBieHreM KoMuTeTa [0 CTaHOAPTU3allM¥, METPOJIOTUU U CePTUQUKAIUU

MunucTepcTBa 00pa3oBanusd u Hayku PecnyOnuku Bemapyck ot 29 centsibps 1995 . Ne 10
(mamee - OKY).

[Ipy HeoOXOOUMOCTH OpraHM3alUM MOTYT CaMOCTOATeJIbHO pa3pabaThHBaTh
yHUDUIIMpPOBaHHbIE (OPMEI OKYMEHTOB, He pa3paboTaHHBIE Ha OOIIETrOCygapCTBEHHOM
YPOBHE, OCYILIECTBNISATh KOOZUPOBaHUE 3TUX (POPM C MOCIEOYIOIIUM BKIIOYEHHEM UX B
JOKaJlbHBEIE KJlacCU(GUKATOPH U MCIIONIb30BaTh pa3paboTaHHbIE KOObl YHUDUIIMPOBAHHBIX
IOKYMEHTOB Ipu 0hOopMIIeHUY PeKBU3UTa «Kom MOKyMeHTa».

Heo6xomuMoCTh TPOCTaBIIeHUS Kofla IOKYMEHTa OIpenessieTcs opraHu3aluei.
40. PekBu3ut «HarnMeHOBaHME BHIIIECTOSIIEN OPraHu3aum».

[Tpu HanmU4yuy BHILECTOSLIEM OpPraHU3allUy Ha JOKYMEHTaX yKa3hlBaeTCs ee IOJIHOe
opuirmanbHOE HaMeHOBaHNe, 3aKpeljieHHOe B yCTaBe BHIIECTOSIIENW OpraHU3aluu UIx
TIOJIOKEHUU O HEeu.

HauMmeHOBaHMe BBIIECTOSIEN OpraHU3alliy YKa3bIBAETCS Ha BCEX OPTraHU3aIl[MOHHO-
pacHopsAOUTEeNIbHEIX OOKYMEHTaX, 3a HMCKIIYeHUeM BHYTPEHHUX UHPOPMAIMOHHO-
CIIPABOYHBIX IOKYMEHTOB (CIIPaBOK, JOKJIAMHbIX 3alIMCOK, 3asIBIIeHUN, TPECTaBIEHUN U OP.).

41. PekBu3uT «HanMeHOBaHUE OPTaHU3ALUL».

HaumeHOBaHUE OpraHu3alluHn o6o3Havaer dBTOPa OJOKYMEHTA, KOTOPBEIM ABIAETCH
Iopuanu4YecKoe JIMIo, CoO3aaBIIee JOKYMEHT.

HavMeHoBaHuUe OpPraHK3allWu YKa3bIBa€TCAd B TOYHOM COOTBETCTBHHM C yCTABOM,
[IOJIOZKEHWEM O HeH. COKpaH.IeHHOG HaMMEHOBAHMWE OPraHu3alluy MOZKET YKa3bIBAThCA B TEX
ClIy4adX, KOrga OHO 3aKpPEIIJIEHO B YYPEeOUTEJIbHBEIX JOKYMEHTaX OpraHHu3allhuu.
COKpaH.IGHHOe HaMMEHOBaHUE IIOMEIIdE€TCA HH2KE IIOJIHOT'O M 3aKIII04YaeTCsa B CKOOKH.

HOKYMGHT, MOATrOTaBIMBaeMbIi COBMECTHO OBYMSA H boiee OpraHHu3allusiIMUu,
O(l)OpMTIHeTCH Ha YUCTOM CTaHOAPTHOM JIMCTE 6}/'Mal"I/I. HaumeHoBaHUusa OpFaHI/ISaHI/II;I
pacIiiojyiaraloTCA B COOTBETCTBHH C UX ITOJTHBIMHA 0(1)1/1111/1&11bean HaMMEHOBaHUAMU B BerHefI
4YaCTHU JOKYMEHTa Ha OOJHOM YPOBHE.

Hanpuwmep:


https://etalonline.by/webnpa/text.asp?RN=W20004022
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MusnncTtepcTBO PUHAHCOB MuHUCTEPCTBO 110 HAJIOraM
Pecny6mku Bemapych u c6opam Pecny6nuku Benapych

[Ipu cucTeMaTU4eCKOM MOATOTOBKE COBMECTHRIX JOKYMEHTOB MOXKET U3Tr0TaBIUBATHCS
COOTBETCTBYIOLIHH 61aHK C YKa3aHWeM HauMEHOBAHUY OpTraHU3allii, CO3AIOIIUX JOKYMEHT,
B TOM YKCJIE Ha OTHOM SI3HIKE.

42. PexkBu3ut «HauMeHOBaHNUE CTPYKTYPHOT'O [TIOAPa3neIeHUus».

HanMmeHOBaHHE CTPYKTYPHOTO IOApa3feleHusT YKa3biBaeTCsl Ha [OKYMEHTEe B TOM
ciydae, eCliid JOKYMEHT M37aeTcCs (COCTaBIAETCS) OT UMEHHU 3TOT0 MOApa3fieeHus.

43. PexBu3ut «I104TOBEIY afipeC OTIIPaBUTETISI».

[ToYTOBHIU aapecC OTIIPaBUTEIIA O(I)OpMHF[eTCH B COOTBETCTBUHU C JZ[GI:ICTBYIOH.IPIMPI
IIpaBUJIaMH OKa3adHUSA YCIIyT IIOYTOBOM CBSI3M.

Hampumep:

yin. Kponotkuna, 55, 220002, r. MusnCck

44, PekBu3ut «KoMMyHUKaLMOHHbIE U KOMMEPYECKHUE TaHHBIE».

KoMMyHUKallMOHHBEIE HaHHBEIE (TenerpadHbM agpec, HoMepa TenedoHa, Tenedakca,
BKJII0Yas KO aBTOMaTHMYECKOM MeXOyropomgHeld (MeXOyHapOOHOU) Tene(OHHOU CBSA3H,
opunManbHEIA agpec 3IeKTPOHHOM IOYTH) MOMEIAlOTCS HHUXKe MOYTOBOTO ajapeca
oTnpaButens. ['pynnsl nudpp B HOMepax TenedOoHOB OePuCOM UM OPYTUMHU 3HaAKaMU
NpenvHaHus He pa3faensiiloTcs. [[pyrue cCBefeHHUS YKa3bBAIOTCS IO YCMOTPEHUIO
OpraHU3aluu.

KOMMep‘-IeCKI/Ie OJaHHBI€ BKJIIOYAIOT HOMEP paCHYeTHOIr'0 CYe€Ta, HanMEHOBaHUe 0aHKa 1
TdK OaJjiee N PacCIiojiaraloTCAd HN2KEe KOMMYHUKAITMOHHBIX TaHHBIX.

45. PekBu3ut «Ha3BaHue Bua JOKyMEHTa».

Ha3BaHue BuOa [OOKYMeHTa OIpeneseTcs ero Ha3HaYeHWEeM U MOOJIKHO
COOTBETCTBOBATh KOMIIETEHIUM OpPTraHU3allUd, COMEPXKAHUIO HOOKYMEHTUPYEMOTO
yIIpaBJIeHYECKOT0 IeMCTBUSA, a TakxkKe Tabemio. Ha nmuchMax Ha3BaHUE BHUa NOKYMEHTa He
yKa3bIBaeTCs.

Ha3BaHue Buma OJOKYMEHTa II€4YaTaeTCs IIPOIINCHBIMHU GYKBaMI/I 0e3 Pa3pAagKn.

[Tpu ucnonb30BaHUM OOIUX OITAHKOB C MIPOOIbLHEIM PACIIOIOKEHNEM PEKBU3UTOB Ha
IOBYX SI3BIKAX Ha3BaHMeE MOKYMEHTa IleYaTaeTCs Ha JIBYX S3bIKaX.



46. PexBusut «JlaTa JokyMeHTa». OpopMieHre oaT B JOKYMEHTaX.

IlaTou MOKyMeHTa SIBIAETCS JaTa ero NoAnucaHus (IpukKa3, pacnopsikeHue, yKa3aHue,
IHUChMO U Op.) UK COOBITUS, 3aGUKCUPOBAHHOTO B JOKYMeHTe (IIPOTOKOJ, akT), OIS
NOKyMeHTa, IPUHUMAaeMOro KoJjieTHaJbHEIM OpraHoM (IIOCTaHOBJIEHUE, pelleHue), - faTa
€ro NPUHATHSA, OJI YTBEPXKOAeMOro fOKyMeHTa (IIJIaH, 0TYET, HHCTPYKIUS, IOJI0XKEHNE U
Op.) - daTa YTBEPKOECHUS.

IJaTo¥ COBMECTHOTO [OKyMeHTa Ha OyMaxXHOM HOCHUTeJie SBJISE€TCS HaTa €ero
MIOANKCAHUS TOCJIeQHEN OpraHu3aluen.

[Ipu OATOTOBKE IMPOEKTa MOKYMEHTa [OMYyCKAaeTCs IedaTaTh TOJIBKO 0003HAYeHUs
MecsIla ¥ rofa, IeHb MecsIla MPOCTaBIIeTCS OOIXKHOCTHLIM JIUIIOM, TTOAIKMCHIBAIONIIAM UIIH
YTBEPXKOAIOUIAM JOKYMEHT.

IaTel MOANMHCaHMWS, YTBEPXKOEHUS, COTJIaCOBaHUSA, a TaKXKe OaThl B PEKBU3UTaxX
«TekcT», «CchlIKAa Ha PerucTpaluOHHBIM HHOEKC M ATy BXOASIIEero JOKYMEHTa»,
«Pe3omonusi», «Busa», «I'pud npunoxenusa», «OTMeTKa 0 HaANIWUYUU MPUITOKEHHUI»,
«OTMeTKa 0 MOCTYMJIeHUHX (PEeruCTPalMOHHBIM IITAMII BXOOAIINX JOKYMEHTOB)», «OTMeTKa
00 MCIIOJTHEHUHY NOKYMEeHTa M HallpaBIEHUHU ero B fejio», «OTMeTKa O 3aBepeHUU KOIUU»
0pOopMIAIOTCS ITUGPOBHIM CIIOCOO0OM. DJIEMEHTH! JaThl YKa3bIBalOTCSA apaOCKUMU udpamu B
OJIHOM CTPOKe B CIefyIollel IOCIeloBaTENbHOCTH: AEeHb Mecslla, Mecsll, Tof. [JeHb Mecslla u
Mecsn opopMmiasieTcsa AByMs MapaMy apaOckux nudp, pa3fdeleHHbBIMU TOYKOW, TON -
YeTHIPbMS apa0CKuMu nudppamu.

Hanpuwmep:

08.07.2008

[Tpu odopMIeHNU OaT B JOKYMeHTaX, COdepXKallliX CBeleHnusI (MHaHCOBOTO XapaKTepa,
IOIyCKaeTCs UCIIOIb30BaHue CI0BECHO-IIMGPOBOTO crocoba. IIpu MCIonb30BaHUM CIIOBECHO-
mudpoBoro crnocoba meHs Mecsia opopmsercss apabckoi nudpoit (ot 1 mo 9) unu mapou
mudp (ot 10 mo 31), Ha3BaHUe MecsIla - IPOMKUCHIO, TOM - YETHIPbMS apaOCKuMM nudpamu,
II0CJIe KOTOPHIX CTABUTCS OyKBa «I'» C TOUKOM.

IaThl B HOPMATHUBHHIX ITPABOBHEIX aKTaX O0GQOPMIISIIOTCS B COOTBETCTBHHU C 3aKOHOM
Pecny6nuku Benapych «O HOPMaTUBHBIX TPABOBHIX aKTax».

47. PexkBU3UT «PerucTpaliOHHbIN UHOEKC».

PerucTpalOHHBIN WHOEKC CO3[aBaeMBIX U IOJyYaeMBIX HOKYMEHTOB COCTOMUT M3
TIOPSIKOBOTO PETUCTPAIMOHHOTO HOMEpPA, KOTOPHIM MOXKET OBITh [OMOTHEH WHOEKCOM II0
HOMEHKJIaType MOesl, MHOEeKCOM IpUMeHSeMOoro knaccudpukatopa (KOPPeCIOHOEHTOB,
BOIIPOCOB HESITEIbHOCTHA U T.O.) U OPYTMMU YCJIOBHBIMM 00O3HAYEHUSIMU.


https://etalonline.by/webnpa/text.asp?RN=H11800130
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Ha pokyMeHTax, COCTaBJI€HHBIX COBMECTHO HECKOJbKMMHU OpPraHU3aIlUIMU,
PEerucTpalMOHHEIE UHOEKCH aBTOPOB IMPOCTABIATCSA 4Yepe3 KOCYH 4epTy B HMOpPAOKeE
yKa3aHUS aBTOPOB Ha JOKyMeHTe (CjieBa Hallpaso).

48. PexkBu3ut «CchINIKa Ha peFHCTpaHI/IOHHLIfI WHOEKC 1 OaTy BXOOAIIETO JOKYMEHTaA».

CchlnKa Ha perdCcTpaluoOHHbYN WHAEKC U AaTy BXOASAIIEro JOKyMeHTa paciojaraeTcs Ha
OnaHKe O MUChMa M BKIIOYaeT B ceOsl perucTpaliMoOHHbIM WHOEKC U JaTy JOKyMeHTa, Ha
KOTOPBIN JaeTCs OTBET.

49. PekBu3uT «MeCTO COCTABJIEHUS UJIN U3NAHUI>.

MecTo cocTaBleHHUS UK U3[aHUSA OJOKYMEHTa yKa3blBaeTCs HUXKe PeKBU3UTOB «JlaTa
OOKyMeHTa» U «PerucTpalliOHHBIN HHAEKC» Ha BCeX JOKYMEHTaX, 3a UCKIIYEHUEM IIUCEM U
3a9BJICHUMN,

50. PekBusut «I'pud orpaHUUEeHUS OOCTYIa».

['pu¢ orpanryeHus HOCTyIa paclojaraeTcs B IpaBOM BepXHEM YTy JOKYMEHTa BHIIIe
PEKBU3UTOB «Anpecat», «I'pud yTBepxKaeHus», «I'pud IpumoxeHus».

51. PekBuaut «Amgpecar».

ApnpecaTaMy MOTYT SIBAATHCS OPraHU3aldM, UX CTPYKTYpHbIE NOApa3feleHusd,
KOHKpPETHBIE [OJNXKHOCTHHEE JHIla, IpaXAaHe, B TOM 4YHCJIe HHOUBUAYAJIbHBIE
IpeqIpPUHIMAaTENH.

HpI/I aapeCOBaHUU OJOKYMEHTAd OPraHu3alliM €€ HaMMEHOBaHHE€ YKA3bhIBAa€TCdA B
NMEHUTEJIbHOM IIagezKe.

Hanpuwmep:
MuUHUCTEPCTBO ICTULIUYU
Pecny6nuku Benapych

[Ipy ampecoBaHWU [OKYMeHTa CTPYKTYpPHOMY IOApa3fejieHHWI0 B MMEHUTEIbHOM
majie’ke yKas3hlBaeTCs HauMeHOBaHUe OpraHM3alluy, a HUXe - HauMeHOBaHue CTPYKTYPHOTO
nofIpasfeneHus.

Hampumep:
MuHHCTEPCTBO IOCTUIUU
Pecny6nuku Benapychb
YmpaBneHue agBOKaTypPEL U JIUIIEH3UPOBaHUS
IOPUONYECKON IeATeTbHOCTH

HpI/I HaIIPpaBJIIEHNUW NOKYMEHTAa KOHKPETHOMY HOOJIZKHOCTHOMY JIMITY HAMMEHOBAaHHE



OpPraHu3alli YKA3bIBA€TCA B UMEHUTEJIILHOM IMaJeXKe, a JOIZKHOCTh U (l)aMI/IJ'II/IFI agpecaTa - B
JaTEJIbHOM.

Hanpumep:
MuHuCTepPCTBO 110 HajoraMm ¥ coopaM
Pecniy6nuku Benapych
HavanbHUKY yIpaBieHUS KOHTPOJS,
OenoMpPOrU3BOLICTBA U MaTepHaIbHO-
TEXHUYECKOro 00ecredyeHus
Konpakosy H.B.

[Ipy agpecoBaHUU MOKYMEHTa PYKOBOOWMTENI0O OPraHU3aluu (€ro 3aMeCTHUTEJO)
HaMMEHOBAaHWE OpraHU3allMyd BXOOMT B COCTAB HAMMEHOBAHMS [OJIKHOCTH afipecara.

Hanpumep:
HupekTopy ['ocymapCTBEHHOT0
apxuBa MHHCKOM 0671acTH
Kymnosou E.B.

HpI/I HaIllpaBJI€EHUHW HOOKYMEHTd B HECKOJIBKO OOHOPOOHBIX Opl"aHI/ISaI_II/II;I ux
HAaVMMEHOBAHMA YKA3BIBAIOTCA 0606H_[6HHO B UMEHUTEJIbHOM IIafJEeXe.

Hampumep:
Pecny6iuKaHCKYE OPTaHbl
rOCYyOapCTBEHHOTO YIIPABIIEHUS

[Ipu HampaBlieHUU JOKYMEHTa PYKOBOOUTEINSIM HECKOIBKUX OJHOPOIHBIX OpraHu3alui
HauMEeHOBAHUS UX JOJIXKHOCTE! yKa3bBaloTCS 0000IIEHHO B faTeIbHOM Iafgexe.

Hampumep:
PykoBomuTensm pecmy6IMKaHCKUX OPTaHOB
rOCyHapCTBEHHOTO YIIpaBIeHUS

[TouTOBHIM afipec, KakK IIpaBUjI0, YKa3hIBAETCS TOJIBKO Ha KOHBepTe. [IoUTOBHEIN afpec
BXOJUT B COCTAB pEKBU3UTa «A[pecaT» IPU agpeCOBaHUU NOKYMEHTa Pa30BOMY
KOPPECIIOHAEHTY.

[TouToBHIM afipec B pekBuU3uTe «Amgpecar» 0hOPMISETCS B COOTBETCTBUHU C IIPaBUIaMU
OKa3aHUs YCITyT TOYTOBOM CBSI3H.



Hanpuwmep:
Yupexnenue «benopycckuil Hay4Ho-
UCCIIeN0BaTEeIbCKUN UHCTUTYT
OOKYMEHTOBENEHUS U apXUBHOIO [esa»
yi. KponnoTkuHa, 55
220002, r. MuHCK

Ha OJOKYMEHTAaX, HAIIPABIAEMBIX IIOCTOAHHBEIM KOPPECIIOHOEHTAM, OPTaHN3adlIUAM CBOEN
CHUCTEMBEI, agpeC OOIIyCKa€TCA HE€ IIPOCTABIIATE. HJ’[H OTIIPAaBKMW TaKHUX NOKYMEHTOB MOTYT
IIPUMEHSATHCSA KOHBEPTEHI C 3daPaHee HalledaTaHHBIMHU aJpeCaMu.

HpI/I dIpeCOBaHUM OJOKYMEHTA T'PaXOaHHWHY, B TOM YHCJI€ MHIOUBUOYAIBHOMY
IIpeaInpuHUMATEIII0, BHAa4Yall€ YKA3bIBAlOTCA (1)8.MI/IJ'II/IH U MHUIIHAIIEI (CO6CTBeHHO€‘ UM,
OTYECTBO (€CJIM TAKOBOE MUMEETCSH) ImoJjIiy4daTend, 3aTeM - MTOYTOBBIN agpec.

Hanpuwmep:
CromnsgpoBoit H.M.
yn. I1.T'mebkwu, m. 15, kB. 26
223120, /o Jloroza
Jloroiickoro p-Ha
MuHCcKo# 0671

PekBU3UT «AgpecaT» He MOIXKEH Cofep:KaTh 00jiee YeTHpPeX agpecoB. CIIOBO «KOMIHUSI»
mepeq BTOPHIM U TOCIJIEAYIONIMMU afpecaTaMy He IIPOCTaBIISETCS.

[Tpu HampaBlIeHWM JOKYMeHTa 0ojiee 4eM B YeTHIPe afipeca COCTABISETCS CIIMCOK Ha
PacCHIIKY 0 (GopMe COTJIaCHO HmpuioxeHuo 2. Ha KaXaoM 3K3eMIINsipe YKa3blBaeTCs
TOJILKO OJIMH afipecaT uim 00001IeHHOe HauMeHOBaHNe agpecaTos.

Ecnu OJOKYMEHT ABJIAE€TCA OTBETHBIM, IIE€PBEIM aJPECAaTOM Hd OJOKYMEHTE YKa3hIBAE€TCHA
dBTOP MHHUIIMATUBHOT'O IITMCbMd HE3AaBHCHMO OT 3HAYMMOCTHU OCTAJIBHBIX adpeCcaTOB.

[Ipy HampaBleHUM MOKYMEHTa B BHIIIECTOSINNE OpPTaHU3allMKd He MOMyCKaeTcs
ONHOBPEMEHHOE ero aJgpecoBaHHWe APYTrUM ajfpecaTaM, KpoMe Cly4aeB, KOrfma 3TO
OTIpenesieH0 TOPYyYEeHUEM BHIIIECTOSAINEN OpraHU3alluu.

[Tpu HampaBlieHUU JOKYMEHTA I10 9JIEKTPOHHOM T0YTe B PEKBU3UTE «AflpecaT» BMECTO
TIOYTOBOTO afipeca yKa3bIBaeTCsl 0QUITMANIbHEIN agpec 37eKTPOHHOU MOYTH OpraHu3aluu-
agpecaTa WY afipec 3J1eKTPOHHOM IIOYTH I'PakKJaHUHa.

52. PekBusut «I'pud yrBEepXKIEHUSI».

YTBepXKaeHNe SIBISAETCS OJHUM K3 CIIOCOOOB yOOCTOBEPEHUS [OKYMEHTa IIOCJe ero
noanucaHusi. [JOKYMEHT, OAIeXalluid YyTBePXKOeHU0, IpruobpeTaeT IOPUAUYECKYIO CUTTY
TOJIbKO C MOMEHTA er0 YTBePKIeHHs.

HOKYMGHT MOZKET YTBEPZKOATLCA AOBYMHA crmocobaMu: IIOCPEeCTBOM IIPOCTABIIEHHA



MOJIXKHOCTHHIM JTHIIOM B rpude yTBepKOeHUS COOCTBEHHOPYYHON MOOIUCH WU U3TAHUS
pPacImopsIguTeIbHOTO HOKYMeHTa (cocTaBieHus MmpoTokoina). Ob6a cmocoba MMeEIOT
OJUHAKOBYI0 IOPUOMYECKYI0 CHIIY.

[Ipu yTBepXAeHuU NOKyMeHTa II0CPefCTBOM IIPOCTABIIEHUS HOJIXKHOCTHEIM JIMLIOM B
rpucde yTBepXKOeHUS COOCTBEHHOPYYHOU NMOANMUCH TPU YTBEPKOEHUS COCTOUT U3 CI0BA
«YTBEPXKIAI», HauMeHOBaHUS OOJIXKHOCTH JIMIla, BK/II0Yas BULOBOE (MHCTUTYT, KOMUTET U
T.II.) WU COKpallleHHOe HaluMeHOBaHMe OpraHM3alliy, ero COOCTBEHHOPYYHOM IOOIUCH,
paciu@poBKY MOAIKCH U JaThl YTBEPKOCHUS.

Hanpuwmep:
YTBEP2>KIARO
[IVpeKTOp UHCTUTYTa
ITognuce A.11.HoBuKOB
23.06.2008

HpI/I YTBEPXKIOEHNU OOKYMEHTA PYKOBOOUTEIIEM BHIIIIECTOSIIIEN OpraHu3alluy HJIN
OJOKYMEHTa, COCTaBJIEHHOIO H€ Ha 6HaHKe, B HaMMEHOBaHHE€ [OOJIZKHOCTHU IJIHIIQA,
YTBEPOUBIIETO JOKYMEHT, BKIIIOHYAETCA IIOJIHOE€ HAaMMEHOBaHHWE OPraHM3alluu.

Hanpuwmep:
YTBEPXKIIARO
HupexkTop yupexneHnus «bemopycckuit
Hay4HO-UCCJIeNOBaTEILCKIUN UHCTUTYT
OOKYMEHTOBENEHUS U apPXUBHOIO Jeia»
ITogmuce A.E.Pri6akoB
25.06.2008

laTta (meHp Mecsana) yTBepxkpaeHus B rpude «YTBEPXKIAK» mpocTtaBnsercs
OOMXKHOCTHBEIM JIMIIOM, YTBEPAUBIIKUM JOKYMeHT. MecsI] U TOJ AOIyCKaeTCsd medaraTh C
IIOMOIIIbI0 TEXHUYECKUX CPENCTB.

PacnopsapuTenbHBN aKT HM3gaeTcs, KaK IPaBUJIo, B Cliy4ae, KOTJa BBedeHUe
yTBEPKIAEMOT0 NOKYMeHTa TpeOyeT [ONONHUTENbHBIX TPEeANNCaHui U Pa3bsICHEeHUN, MHBIX
IEeNCTBUM, CBI3aHHBIX C €70 TPUMEHEHUEM.

[Ipu yTBepXKOeHUU NOKYMEHTa IIOCPEACTBOM U3NaHUs PaCIOPAOUTEILHOTO JOKYMEHTa
UM COCTaBJIEHHS MPOTOKOJia Tpu(d yTBepXKmeHUs coCTOoUT u3 cioBa «YTBEPXKIEHO»,
Ha3BaHUA BUA NOKyMeHTa B MMEHUTEJIbHOM IlafieXe, ero HaThl U PEerucTpalioOHHOIO
VHEKCa.

Hanpuwmep:



YTBEPXIEHO
[Tpuka3 MunucTpa UHGOPMaIN

Pecny6muku Benapych
25.06.2008 Ne 32

HJin

YTBEPXKIIEHO
[TpoTokon 061Iero

coOpaHus akKLHOHEPOB
28.06.2008 Ne 15

[pud yTBepXKOeHUS NMPOCTABIIETCS B IpaBOM BepXHEM YTy OOKyMeHTa. [Ipu
YTBEPXKIEHUM MOKYMEHTa HECKOJIbKMMHU [OJIKHOCTHHIMM JUIIAMU TPUQH YTBEPKIEHUS
pacrojiaraioT Ha OHOM YPOBHE.

CnoBa «YTBEPXKIAI» u «YTBEPKIIEHO» mevyaTaioT IponucHEIMU OykBamu 0e3
KaBBIUEK U MPOOEeJIoB.

Hcmonb30oBaHue 6J1aHKOB MOKYMEHTOB C IIPOMOJILHEIM PACIIOI0XKeHNeM PeKBU3UTOB [IJIs
oopMIIeHUST JOKYMEHTOB, TIOAIeKallluX YTBEPKIAEHNI0, HE NOMYCKaeTCH.

HepequL JOKYMEHTOB OPraHM3allvy, IIOAJIEXKaAIIuX YTBEPXKIOEHHUIO, OIIpenesIsieTCsa B
COOTBETCTBHH C 3aKOHOOATEJILCTBOM M 3aKPEIIJIIETCA B Tabese u (I/IJ'[I/I) WHCTPYKIHNHU IIO
OJEJIOIIPONU3BOACTBY OPraHM3alliy, WHBIX JIOKAJIBHEIX ITPABOBLIX dKTaAX.

YTBepXKaeHNe HOPMaATHUBHBEIX IPABOBHIX aKTOB OCYIIECTBJISETCS B IOPSIMAKeE,
yCTaHOBIeHHOM 3akoHoM Pecny6numku Bemapych «O HOPMaTHBHBIX ITPABOBBEIX aKTax».

53. PekBu3ut «Pe30monus».

Pe3onwnuus - NUCbMEHHOE YKa3adHH€e PYKOBOOUTEJIA O IOPAOKE HCIIOJIHEHUA HUIIN
HCIIOJIb30BaHUA JOKYMEHTA.

PexBu3uTt «Pe3omonus» BKIOYaeT GaMUINI0 U UHUIMAB UCIIOTHUTENIS, COlepKaHue
TIOPYYEeHUsI U CPOK MCIIOIHeHUs. Pe3omomnus moxkHa ObITh MoAmucala (COOCTBeHHOPYYHAas
IIOAININCE) ¥ MaTHPOBaHa.

[Ilpy Hanu4YW¥M HECKONbKHUX HCIONIHUTENEN NepBOUW yKa3hBaeTCcsad (aMHUIUSA
OTBETCTBEHHOTO HCIIOJIHUTEJNISI, KOTOPHIA OpraHu3yeT paboTy COHCIIONHUTENEH.

Ha mokymeHTe mOmMKHO OBITH He 0Gojiee ogHOM pe3omnouuu. [locmenyiomue pe3oIouu
pPyKoBO#uTened OQOPMISIOTCSI, €CIW B HUX [eTaJu3UpPyeTcs NOPSAAOK HCIONTHEHUS
IOKYMEHTa.

Pe3omnionus pacroaraeTcs B IpaBOM BepXHEM YTy IEPBOT0 JIUCTa JOKYMEHTa Iepeq


https://etalonline.by/webnpa/text.asp?RN=H11800130

TeKCTOM. [Ipu HeoOX0gUMOCTH 0(OPMIIEHNS CI0XKHOU 110 COfEePKaHUI0 PE30II0INY, a TakKXkKe
HECKOJIbKUX PEe30JII0IUYI U HEBO3MOXKHOCTH UX pa3MelleHus B OTBENEHHOM I PE30II0LUN
MeCTe [ONyCKaeTCs HaluCaHWe pe30IoNui Ha /11060 CBOOOMHON IIOIIAAM JTUIIEBOU
CTOPOHEI IIEPBOT0 JIUCTa LOKYMEHTa, He 3aTparruBas TeKCTa (HO He Ha MOJISAX JOKYMEHTa).

[Tpu oTcyTCTBUU CBOOOOHOIO MECTa Ha JIUIIEBOM CTOPOHE IIEePBOT0 JIUCTA MOMYyCKaeTCs
obopMIeHHEe PEe30JII0IUY Ha OTHEIbHOM JIUCTE C YKa3aHWEeM Ha HeM PerucTPaluoHHOTO
WHOEeKCa M JaThl OKYMEHTa, K KOTOPOMY OTHOCHUTCS pe3onouus. JIUCT pe30Nouuu
IPUKPEIISIeTCS K TOKYMEHTY ¥ IIOCJIe eT0 MCIIOJIHeHUs BMECTe C HUM IIOIITHBAETCS B [IeJIO.
Ha mokyMeHTe Ha MecCcTe, IPEIyCMOTPEHHOM [Jis Pa3MelleHus Pe30JII0IUYU, JellaeTcs
OTMETKa O HaJIMYUM JIKNCTA PEe30JII0IMK, BKIIOYAlomas ClIoBa «JIUCT Pe30I0IUH
IIpUIaraeTCs».

[Tpu odopMIeHUN JTUCTa PE30JIIOIUN KMCIONb3YIOTCS CTAaHOAPTHBIE JTUCTHI OyMaru
dbopmaToB A6, A5, A4 ¢ cobnioneHreM CIIeAyIOINX pa3MepoB MOJIen:

ons dopmara A6G: BepxHee U HUXKHee - He MeHee 10 MM, neBoe - He MeHee 12 MM,
IIpaBoOe - HEe MeHee 8 MM;

ons popmaTa AS: BepxHee - He MeHee 15 MM, HUXHee - He MeHee 10 MM, neBoe - 20
MM, IPaBoOe - He MeHee 8 MM;

nnsa popmata A4: BepxHee U HUXKHee - He MeHee 20 MM, neBoe - 30 MM, IpaBoe - He
MeHee 8 MM.

Pe3omnonuy 1o UCIONHEeHU0 nopydeHui IIpe3upnenta Pecnybnuku Benmapycs, I'naBwl
Apvunuctpauuu IIpe3unenTta Pecnyonuku bBenapychk u ero 3aMecTuTenei, npegcenarenei
nanaTt HamuoHanbHOro coOpanusi Pecniyonuku Benmapych u ux 3amectuteneit, [IpeMmbep-
MUHUCTpa Pecnyb6nuky bBenapychk ¥ ero 3aMecTUTeNled, pPyKOBOOUTENIEeN TOCyIapCTBEHHBIX
OpraHoB, UHHIX OpraHU3alui 0POPMIAIOTCS Ha OTHAENIbHBIX JIUCTaX PEe30JII0IUN.

[I71s1 TOKYMEHTOB B 3JIEKTPOHHOM BHJIE PE30JIIOIUU 0(POPMIISIOTCA B 9IEKTPOHHOM BULE
nu00 Ha oTHenbHOM nucTte O6yMaru. [Ipu opopmiaeHUU Pe30MIONUN Ha OTHEIbHOM JIUCTE
OyMaru oH ckaHupyetcs u noMemaercd B AC [JOY nub0 TeKCT pe30II0IuY IIePEeHOCUTCS B
PEerucTpalvOHHO-KOHTPOIBHYIO KapTOUKy (manee, ecnu He onpefeneHo uHoe, - PKK) AC
OOV ymomHOMOYEeHHBIM JIUILIOM C y4eToM TpeOoBaHUY MyHKTa 229 HacTosiued UHCTPYKIUH.

54. PeKBU3UT «3ar0JI0BOK K TEKCTY».

IokyMeHTHI, 0OpMIIEHHBIEe Ha OJITaHKaX WM CTaHOAPTHHIX TcTax OyMmaru ¢hopmarta A4,
MOJIXKHBI UMETh 3aT'0JIOBOK. 3aroJIOBOK K TEKCTY IOMYCKAeTCsI He YKa3blBaTh Ha MOKYMEHTAX,
oopmiisieMbIx Ha O7aHKaX UM CTAHJAPTHHIX NUcTax OyMmaru ¢opmaTta Ab.

3arosoBok (GopMynupyeTcss cocTaBUTeneM NOKyMeHTa. OH JoXKeH OBITh KPaTKUM U
€MKHUM, TOUHO IIepefaBaTh CMBICII TEKCTA ¥ 'PaMMaTHYECKHM COTJIaCOBBIBATHCS C HAa3BaHUEM
IOKYMEHTa.


https://etalonline.by/webnpa/text.asp?RN=W20920434#%D0%97%D0%B0%D0%B3_%D0%A3%D1%82%D0%B2_1&Point=229

Hanpuwmep:
npukas (0 ueM?) «O COBepIIeHCTBOBAHUY CTPYKTYPHI allllapaTa YIIPaBlIeHUs»;
nojoxeHue (0 yeM?) «O KaHUENAPUN»;
IIPOTOKOI (4ero?) «coOpaHus aKIrOHEPOB»;
mpaBuna (4ero?) «BHyTPEHHETO TPYHOOBOI'O pPacIOpsIaKa»;
OOJIXKHOCTHasI MHCTPYKLHUS (KOMY?) «CeKpeTapio-pedepeHTy»;
akT (0 uem?) «O BHIIENIEHUN K YHUYTOXKEHUIO IOKYMEHTOB U [eJl, He MOAJIeXalluX XpaHeHUIo»;
aKT (4ero?) «IIpoBEpKU»;

nuckMo (0 yeM?) «O6 n3MeHeHNH CPOKOB BEIIIOJTHEHHS NOTOBOPa».

B 3aronoBKe K TEeKCTy pa3pelraeTrcsd ynoTpebnsiTh COKpallleHUS CJIOB U
CJI0BOCOYETaHUM, UCIIOJIb3YEMBIX B IOCYJapCTBEHHEIX CTaHOapTax Pecny6iauku Bemapycs,
obmerocymapCTBeHHHEIX Kiaccudukatopax Pecnyb6nuku Benmapych, cokpalleHHBEE
HaMMEHOBaHUS OpPTraHU3aluil U OOIIeNpUHSTHE COKpAIleHUs.

Hampumep:
O BHegpenuu CTH 6.38-2016

3aroj0BOK B KaBBIYKM He 3aK/II4YaeTCsd U He IIOOYEPKUBAETCA. Toyka B KOHIIE
3alr'0JIOBKa HEe CTaBHUTCHA.

55. PexBu3ut «OTMETKa O KOHTPOJIEY.

OTMeTKa 0 KOHTPOJIe pacliojlaraeTcsl Ha JIeBOM I10jie JOKYMeHTa Ha YPOBHE 3aroJIoBKa
K TEKCTY ¥ 0003HavaeTcs 0ykBo# «K» unu cnoBoM «KoHTponb». OTMeTKa IPOCTaBIISIETCS OT
PYKU UM C ITOMOIIIbI0 mTeMmensi. OTMeTKa MOXKeT OBITh IOIIOTHEHA KOHTPOJIbHOM JaTOM.

56. PexBu3uT «OTMETKA O HAJIUYUU [IPUTIOKEHUS».

OTMeTKa O HaJIM4YUM NPUTIOKEHUS paclojiaraeTcs HUXKe TeKCTa JOKyMeHTa Iepef
pekBu3utoMm «Ilogmucek». CrnoBo «IIpunoxkeHue» medaTaeTCsd C MPOMUCHOM OYKBBEI OT
HYJIEBOTO IOJI0XKeHUs TabynsgTopa OT TPaHHUILI JI€BOTO IOJIA, IIOCJIe HEro CTABUTCS
OBOETOUHE.

Ecnu OJOKYMEHT MMEET IIPUJIOKEHNE, HAa3BAHHOE B TEKCTE, TO B OTMETKE O HaJIU4YUU
IIPHUIIOZKEHHNA YKA3bIBAE€TCA TOJIBEKO KOJIMYECTBO JIMCTOB M 3K3EMILIIAPOB.

Hanpuwmep:
[IpunoxeHue: Ha 7 1. B 2 9K3.



Ecnu mOKyMeHT uMeeT IIPUIOXKEeHUs, He Ha3BaHHBIE B TEKCTe, TO UX HAaUMEHOBaHUSI
IIEPEYUCIAIOTCA C YKa3aHUEeM KOJIMYeCTBa JINCTOB U 9K3EMIUISIPOB KaXXAO0T0 IPUJI0KEHUS.
[Ipu HaMUYUK HECKOJIbKUX IIPUIOXKEHUN OHU HYMepYyIOTCS apabCcKkuMu nudpamu.

Hanpuwmep:
[IpunoxeHnue: 1. MHCTpYKUIKS IO [eI0IPOU3BOACTBY Ha 12 1. B 3 9Ka3.
2. OT3BIB Ha IPOEKT UHCTPYKIMU Ha 3 JI. B 2 3K3.

Ecnm K OJOKYMEHTY IIPUJIarae€TCAa OOKYMEHT, I/IMeIOH.[I/Iﬁ IIPUJIO2KEHNE, TO B OTMETKE O
HaAJIN4YWU TIPUJIOZKEHUSA YKA3bIBAETCA 06mee KOJIN4YECTBO JINCTOB HpI/IHO}KeHI/IfI.

Hanpuwmep:
[Tpunoxenune: nuckMo HaruonansHoro 6anka Pecnyonuku bemapycek ot 08.11.2008 Ne 12-7/389 u
[IpUIoKeHNe K HeMy, BCero Ha 5 J1. B 1 9Ka3.

Ecnu npunoxeHue HaIpaBIsSeTCs He BCEM ajpecaTaM, TO B OTMETKe O HaJIu4Yuu
IIPUJIOKEHUS YKa3bIBaeTCs, B KAKOM afipec HalpaBIIsieTCs MIPUIIOKEHNE.

Hanpuwmep:
[Ipunoxenue: Ha 5 1. B 1 9K3., BO BTOPOU aApec.

Ecnu npunoxkeHus: COPOLIIOPOBaHE], TO KONMMYECTBO IUCTOB HE YKA3hIBAETCH.

B pacnopsiiuTenbHBIX JOKYMeHTax peKBU3UT «OTMETKa O HaJWYUU MPUI0KEHUSI» He
oopMIIgeTCs; yKa3aHUe 0 HaJIM4YUY [IPUIOKEHUS NAaeTCs B TEKCTEe NOKyMEHTa: «COTJIaCHO
IIPUI0KEHUNIO», «IIPUITIOKEHUE», «IIPUTIOKEHUE 1», «... IPedCcTaBUTh IIepedyeHb NOKYMEHTOB
110 IIpujlaraemMou gopMme» U ap.

57. PekBu3urt «Ilogmuce».

[TpoeKT mOKyMeHTa MpPeACTaBAseTCS Ha MOAINKUCH COOTBETCTBYIOUIEMY HOIKHOCTHOMY
auny (UCXongs M3 ero KOMIETEHLHMHU) IMOJHOCThIO O(POPMIEHHBEIM, NPOBEPEHHEHIM,
COTJIaCOBAHHHIM (IIpu HEOOXOOMMOCTH) BMECTe C IPHUJIOKEHHUSIMH W MaTepHajaaMHu, Ha
OCHOBaAHUM KOTOPHIX OH COCTAaBJIEH.

PekBusut «Ilognuch» pacmojaraeTcs IOCJie TeKCTa X OTMETKH O Hallu4Yuu
IIPUJIOKEHUS U COCTOUT M3 HAaUMEHOBAHUS MOJXKHOCTH JIMIA, OANKACABIIETO JOKYMEHT,
CoOCTBEHHOPYUHOU TMOANKUCHA U ee pacuiudbpoBKU (MHULUANB, daMunus). MHUIUATE
nmevaTalTcs nepen gamunrel 6e3 mpobesoB Ha YPOBHE IOCJIeHEN CTPOKM HaMEHOBaHUS
IOJIXKHOCTH.



Ecnu mokyMeHT oopMyeH Ha 6j1aHKe UIU C MCIOJIb30BAHKEM YIJIOBOTO ILITAMIIA, TO B
HaMMEeHOBaHME [OJXKHOCTH BKJIIOYAaeTCsI, KaK IPaBHUII0, BUOOBOE HaWMEHOBAaHUE
OpraHU3alnY.

Hanpuwmep:
HUpeKTop UHCTUTYTa [Topnuce A.E.PribakoB

[Tpu odopmiieHUM OKyMeHTa He Ha OjlaHKe B HauMeHOBaHME OJIXKHOCTU BKJTIOYAETCS
II0JTHOE HaMeHOBaHKUE OPTraHU3alllH.

Hanpuwmep:

[upekTop yupexnenus «benopycckui

Hay4HO-UCCIIeN0BAaTENbCKU UHCTUTYT

OOKYMEHTOBE[IEHUS U apXUBHOTO fefia» [loAmuck A E.PrifakoB

B cocraBe pekBu3uTa «IloAMUCh» MOTYT YKa3HBAThCS CTEIEHU M 3BaHUS (yUEHEIE,
BOMHCKHE U OP.).

Hanpuwmep:

IUpPEeKTOp UHCTUTYTA

INOKTOp UCTOPUYECKUX HAYK,

mpodeccop [Tommuck A..HoBukoB

[Ipu moAmMCaHWU OOKYMEHTa HECKOIbKUMHU [JOIKHOCTHHIMU JIMIIAMKU HaMMEHOBAHUS
MOJIZKHOCTEM JTHII, TTOAMKUCABIINX TOKYMEHT, COOCTBEHHOPYYHBIE TIOAMUCH U UX PacCIIi(PPOBKU
(nHUUIManb, GaMUINM) paclojaralTcs OPYr 3a OPYroM B ITOCJIeqOBAaTEIbHOCTH,
COOTBETCTBYIOLIEN 3aHMUMAEMBIM MIOIKHOCTSIM.

Hampumep:
[lupeKkTop 3aBoda [Togmucse I''H.IleTpos
I'nmaBHBIY OyxXranTep IMopmucy II.11.1iBaHOBa

[lpu mogmucaHuUM OOKYMeHTa HECKOJIbKMMHU JNHIlAMU, He MOOYMHEHHBIMU II0
IOJIXKHOCTH, HAaUMEHOBaHUS AOJIXKHOCTEN JIXII, TIOAMMCABIINX JOKYMEHT, COOCTBEHHOPYUYHEBIE
IIOATIACH U UX paciuupoBKY (MHUALMAIEI, (PaMUINK) pacliojiaraloTCsa Ha OGHOM yPOBHE.

Hanpumep:



MuHucTp 00pa3oBaHus MusnucTtp GuHAHCOB
Pecny6mku Bemapych Pecny6nuku Benmapych
ITognuce A.M.PagbkoB [Togmuck A.M.XapKoBeIlg

HpI/I IMoAgmnmnuCaHu OOKYMEHTa, IIOATOTOBJIIEHHOTO KOMHUCCHEH, YKA3BIBAOTCA HE
OJOJIZKHOCTH JINI, a HX 0053aHHOCTH B COCTaBe KOMHUCCHH. PaMUINKN YJIEHOB KOMHCCHH
PacIiiojyiaraloTCcd B aJ'I(baBI/ITHOM IopsdnKe.

Hampumep:

[IpencemaTens KOMUCCUH [Togmucse B.B.I'pymieBckuii

YUneHb KOMUCCHUU: [Togmucse I'.5.Opnos
[Topmuce [1.I1.Cunaes
[Topmuce A.B.flnykoBUY

,HOKYMGHTBI KOJIJIETUAJIBHBEIX OPraHOB IIOAIIMCHIBAIOTCA IIPeacegaTeyieM U CEKpeTapeM
9TOT'0 OpraHa.

Hampumep:
[IpencemaTens [Togmucse B.U.Kupunmnos
CekpeTapb [Tommuch A A Kynpenyuk

an/I IMOAIIMCAHUM PACIOPAOUTEJIBHBIX W HCXOOAIMKWX NOKYMEHTOB IIOMAIIMCEIBAETCHA
HepBBII;I 9K3EeMIIJIsAP JOKYMEHTa.

[Ipu odopMiIeHUU aKTOB, NIPOTOKOIOB, COBMECTHHIX MOKYMEHTOB IOANMUCH
IIPOCTABJISIOTCS Ha BCEX 3K3eMIIApax HOKYMEHTa.

B pekBusute «Ilognuch», a TakXke pekKBusuTax «[pud yrBepxkpeHus» u «I[pud
corjacoBaHUA» YKa3bBawTCA (pakTH4YecKas [OOJNKHOCTb JIHIa, MDOLIMCABIIEro
(yTBEPAUBIIETO, COTJIACOBABIIET0) OOKYMEHT, €ro MHUNMANH U ¢aMunud. [JonyckaeTcs
HCIIONIb30BaHUE COKpalleHuu «3aM.» («3aMecCTUTenb»), «HM.0.» («UCHNONHAWIIUU
o6sg3aHHOCTU»). He gomyckaeTcs CTaBUTh NPenJior «3a» MM KOCYI0 4epTy Iepef
HauMeHOBaHUEM [OJIKHOCTH.

58. PekBu3uT «I'pud IpUIoKEHUI».

Ipud mpunoxkeHus paclmojiaraeTcs B IIpaBOM BepXHEM YIJy IepBOTO JIMCTa
TIPUIIOXKEHUS.

['pud mpunoxeHUs COCTOUT U3 cioBa «IIpumoxkeHHe», ero MOPSAKOBOTO HOMepa
(yka3wiBaeTcs apabckumu nuppamu 6e3 3Haka Ne), Ha3BaHUS BUAA JOKYMEHTa B laTEIbHOM
najiexxe, ero aBTOpa, JaThl U PETUCTPALMOHHOTO UHIIEKCA.



Hanpuwmep:
[Tpunoxenue 2
K IIpUKa3y OUPEeKTopa UHCTUTYTa
18.11.2008 N= 9

[TopsigKOBBEIY HOMEP IPUJI0KEHUS He YKa3bhIBAaeTCs, eCJIK OHO OIHO.

Ha npunoxeHusx, yTBepKaaeMbIX PacIoOpsOUTEIbHEIM JOKYMEHTOM UJIA IIPOTOKOJIOM,
rpud mpuIokeHus He obopMisieTcs. B 9ToM criydae B IpaBOM BEpPXHEM YTy ITEPBOTO JIUCTA
YyTBEPKOaeMOro JOKyMeHTa IIPOCTaBIIeTCs Ipud YTBEePKOEHUS.

IOKYMEHTHI-TIPUIIOKEHUST 0HOPMIISIOTCS C YKa3aHUEM BCeX HeoOXOOUMBIX PEKBU3UTOB
nokyMmeHTa («Ha3BaHue Bua HOKyMeHTa», «3arojoBoOK K TEKCTY», «[Togmuch» u Op.).

59. CorytacoBaHue JOKYMEHTOB.

ITOKyMeHTHI, IOATOTaBIMBaeMble B OpraHru3alyy, 0 MPUOaHUS UM I0OPUANYECKON CHUJIBI
(mopmucaHus, yTBepXKOEHUS, perucrpanuyd) B HeOOXOAMMBIX CIydasX IOAJexXar
cornmacoBaHup. CormacoBaHWe IpOeKTa JOKyYMeHTa MPOBOAUTCSA C OpPraHU3alUsSIMHU U
OOJIKHOCTHHRIMU JHIlaMu. CorjlacOBaHME MOXKET IIPOBOAUTLCS KaK BHYTPU OPraHU3allluy - CO
CTPYKTYPHBIMU IIOApPa3feeHUIMU U OOMKHOCTHHIMU JHLlaMU (BHYTPEHHEE COTJIaCOBaHUE),
TaK ¥ BHE €€ - C NOOUYMHEHHHIMM U HENOOUMHEHHBIMH OpraHM3alusiIMU (BHeEIIHee
COTJIaCOBaHUeE).

CornacoBaHue IPOEKTOB HOPMATUBHEIX IIPABOBEIX aKTOB OCYLIECTBIISIETCS B IOPSTIKE,
yCTaHOBJIEHHOM 3akoHOM Pecny6nuky bemapyck «O HOpMaTUBHALIX ITPABOBEIX aKTaX».

60. PekBusut «I'pu¢ cornacoBaHusI».
BHerrHee cormacoBaHue 0GoOpMIsgeTcs rpudom corimacoBaHuUs.

['pud cormacoBaHusA pacloiaraeTcs HUXKe peKBu3nuTa «I10AnuCh» Ha TUIeBOM CTOPOHE
IIOCIIeAHET0 JIKUCTa AOKyMeHTa U cocTouT u3 cinoBa «COI'JTACOBAHO», HauMeHOBaHU S
OOJI2KHOCTH JIMIla, C KOTOPBEIM COTJIaCOBHIBAETCS JOKYMEHT (BKJ/II04Yas IIOJIHOE HaMeHOBaHUe
opraHu3almu), COOCTBEHHOPYYHOM IOAIMUCH, ee pacinmbpPOBKY U OATH.

FpI/I(l) COT'JIaCOBaHUMA II€4YaTalOT OT HYJIEBOTO ITOJIOZKEHU A Ta6yn${Topa 0e3 OTCTYyIIa OT
T'PaHUIEBI JIEBOTO IIOJIA.

Cnoso «COT'JIACOBAHO» nevyaTaioT MpOnuCHEIMU OyKBaMu 6e3 KaBhIYEK U MTPOOEIoB.

Hanpuwmep:


https://etalonline.by/webnpa/text.asp?RN=H11800130

COI'JTACOBAHO

[upeKTop rocymapCcTBEHHOI0
yupexaenusa «HammoHanbHEIN
apxuB Pecny6nuku Benapyce»
IMopnuce B.JI.CeneMenen
13.10.2008

Ecnu cormacoBaHMe OOKYMeHTa MPOM3BOAUTCS KOJIJIETHAJIbHBIM OPraHoM HIHU
IIOCPEeACTBOM IHMChMa, TO I'puU coritacoBaHusi opopmiasieTcs mo popme:

COT'JIACOBAHO
[IpoTokon 3acemanus
9KCIIEPTHOTO COBETa
18.10.2008 Ne 13

HJin

COI'JTACOBAHO

[TuceMmo 'ocymapCcTBEHHOTO KOMUTETA
0 cTaHmapTu3anuu Pecny6nuku Benapych

03.10.2008 Ne 11-10/1186

Ecnu OJOKYMEHT UMEET [OBa rpmba COT'JIaCOBaHHA, TO OHHM PACIIOJIAral0TCAd Ha OJHOM

YPOBHE.

Hanpumep:

COT'JIACOBAHO

ITpoTokoy 3acefanus SKCIEPTHON
KOMUCCHHU OTKPHITOTO aKIIIOHEPHOT'0
obmectBa «Ctapas ®abpuka»
22.01.2019Ne 1

COT'JIACOBAHO

[IpoTokon 3acenaHus
9KCIEePTHO-METOTUYECKOU
KOMUCCUU FOCYLapCTBEHHOTO
yupexpnenusa «HauroHambHBIN
apxuB Pecnybnuku Benapych»
05.02.2019 Ne 2

Ecnu MOKYMEHT uMeeT TpH rpuda COrIacoBaHUS, TO OHU PACIIOJIAraloTCs B CIEAYIOUIEM

IIOPsIioKe:

Hanpumep:
COIJIACOBAHO
IUpeKTop yupeXneHus
«'ocymapCTBEHHHIN apXuB
BpecTckoii o6macTi»
[Topmuce A.I'.Kapamy3oBa
22.01.2019

COI'JTACOBAHO
OupeKTOp yupeXoeHus
«'ocymapCTBEHHHIN apXuB
Buteb6ckoit 061acTu»
[Tognuce T.M.CBuctyHOBa
22.01.2019



COT'JIACOBAHO
[upeKkTop yupeXneHus
«I'ocymapCTBEHHEBIN apxuB
T'omenbckoit 061acTH»
Mopnucs I1.M.YepHbIi
22.01.2019

Bosee Tpex rpudoB cornacoBaHus 0GOPMIISIOTCS ABYMS BEPTHKAIbHEIMU PSIIaMHU.

[Ipu OTCYTCTBUM MeCTa Ha HOKyMeHTe 0(pOpPMIISIOT JTUCT coryacoBaHus. Ha qokymeHTe
Ha MeCTe, IPeJyCMOTPEHHOM [IJIst pa3MelneHus rpruda CorIacoBaHUs, eaeTCsS OTMeTKa:

JIucT cornacoBaHus

TIPHUITaraeTcs

61. PexBu3ut «Buza».

BHyTpeHHee coriacoBaHue 0GOPMIISEeTCS IyTeM BU3MPOBAHMS MPOEKTa HOKYMEHTa
MOIKHOCTHBIM JIUIIOM.

PekBu3ut «Bu3a» BKI0YaeT B ceOs HaMMeHOBaHMe [IOJI2KHOCTH JIWIla, BUSUPYIOIIETO
IIPOEKT NOKYMEHTa, ero COOCTBEHHOPYYHYIO ITOANUCH, pacimbpPOBKY ITOAIUCH U [aTy.

Hanpuwmep:
Hauanesauk oTnesna Kkagpos
[Mogmuce A.B.CMupHULIKUI
25.06.2008

OTKa3BIBAThCA OT BHU3WPOBAHNS, a TAKXKE JeJIaTh Kakue-1moo HCIIPaBJIEHUA B TEKCTE
IIPOEKTa NOKYMEHTa He JOIIYCKAaeTCHd. 3aMedaHus U OOIOJIHEHHUS M371araloTcs Ha IIPOEKTE
AJOKYMEHTa HUXKe JaThbl BU3UPOBAHNUA. HpI/I 3HAUYKUTEJIbHOM 00beMe 3aMedyaHus 1 OOIIOJIHEHUA
M3JIaTral0TCA HaA OTACJIbHOM JIMCTE, d Hd IMPOEKTE NOKYMEHTA YKAa3bIBAETCH: «3aMedYaHusg
IIpuiaraloTCa».

Hanpumep:

HauanpHUK 0THETA KagpoB
[Tognuce A.B.CMupHULIKHUI
25.06.2008

C mpoekTOM He COoTJiaceH.
3aMedyaHHUS IPUIArarTCs



Bu3bI TPOCTABNSIOTCS HUXKE PeKBU3UTa «IIOAMKMCH» Ha JTUIEBON CTOPOHE IIOCIIeIHEro
JIUCTa TEePBOT0 9K3EMILISIPa HOKYMEHTa CjeBa. [IPOeKTH PAacHOPSOUTENIBHEIX JOKYMEHTOB
IOMYyCKaeTCsI BU3UPOBATh Ha 000POTHOM CTOPOHE IOCIeOHer0 JIUCTa IePBOT0 9K3eMILIsIpa
nokyMmeHTa. IIpu corjgacoBaHMM HHCEM M [APYIMX HCXOAAIIUX JOKYMEHTOB BH3EHI
oopMIAIOTCST Ha KOMMSX, OCTAIOIIUXCS B Oee.

[Tpu HeobxomuMoCTH O0GOpMIIEHUST HECKONTbKUX BH3 OHM PACIIOaraloTCs OmHA IIOf
IPYyTOi B IOPSiOKe BU3UPOBAHUS.

Hampumep:

HauyanbHUK OTHOEna KagpoB
[Tognuck H.5.CkBOp1oBa
20.06.2008

3aB. OT{IeJIOM NOKYMEHTOBEOEeHUS
[Togmuces A.B.Cumopiios
20.06.2008

3aB. OT{IEJIOM apXUBOBENEHHUS
IMopmuce T.U.BobpoBa
21.06.2008

IOpuckoHCYIBT

[Topnuce H.C.1IBen
22.06.2008

I[Tpu oTcyTCTBUU CBOOOIHOTO MecTa BU3EL 0POPMIISIOTCS Ha 000pOTe IIOCIeNHero JIUCTa
NOKyMeHTa WM Ha OTAEIbHOM JINCTEe U NPU Pa3MHOKEHUU JOKYMEeHTa He BOCIIPOU3BOMSITCS.
[Tpy Hanmu4uu JTUCTa COrIaCOBaHUS HAa MeCTe, IPEeIyCMOTPEHHOM [IJIs pPa3MeEI[eHUs BU3HI,
menaeTcd OTMeTKa, odpopmiasgeMas IO IpaBUIaM, YCTAHOBJIEHHBIM YacCThI0 ABEHA[LATOU
nyHKTa 60 HacTosmen MHCTpyKLIUN.

HepequL COTrJIaCyromiumx MHCTaHIIUU orpenesisieTCsa COCTaBUTEIIeM NOKYMEHTa MCXO0Os
M3 ero CopmepKaHusi u Tpe60BaHI/Iﬁ HOPMATHUBHEIX IIPABOBEIX dKTOB.

62. PexBu3ut «Ileuatn».

[TeyaTu MOTYT OBITH TpeX BHUMOB: IedyaTh OpPraHU3allM{, IedaTh CTPYKTYPHOTO
moapas3fesieHus OpraHM3alluM, 1MedaTh, YKa3blBalolllas Ha ee IiejieBoe Ha3HaueHUe ([is
NOKYMEHTOB U T.11.). [leyaTu opraHu3alliii Mogpa3faensaioTcs Ha TepOoBhie U TPOCTHIE.

['epOoBEIE TTeYaTH MPUMEHSIOTCS OPraHM3alMsSIMU, KOTOPHIM IIPABO HCIOIh30BAHUST
nevaTey ¢ n3oOpaxenueM ['ocymapcTBeHHOro repba Pecmy6nuku Benapych mpemocTaBIeHO
3aKOHOJIaTeIbHEIMHM aKTaMH.

an/I IIPOCTABJIEHUHU II€4YaTH €€ OTTHCK OOJI2KE€H 3aXBAaThIBATh YaCTb HAMMEHOBaAHHA
OOJI2KHOCTH JINIAQ, IIOJIINCABIIET O (YTBepHI/IBHIel"O) OJOKYMEHT.

Hanpumep:
JIHpekTOp HHCTHTY



[Topmuch C.A.CumopoB

63. PekBu3ut «OT™MeTKa 00 UCIIOTHUTETIE».

OTMmeTKa 00 HCIIOIHUTEIe pacIiiojaraeTcsa Ha JINIEBOU CTOpPOHE IIOCJIEeOHEero JINCTa
JOKYMEHTa B JIEBOM HU2XKHEM YTIIYy.

OTMmeTKa 00 MCIOJHUTEJIe BKJIOYaeT haMUINI0 U HOMeP ciyxkebHoro TemedoHa
WCIIOJIHUTENS (COCTAaBUTENST) MOKyMeHTa. ®aMuIus UCIOTHUTEIS U HOMED ero CiIyxKeOHOro
TenedoHa rnmevaraTcs 6e3 3HAKOB IMPENUHAHUS.

Hampumep:

Kopnees 200 59 79

OTrMeTKa 00 HCIOJHHUTeJIe MOXeEeT OBITh [IOMOJIHEHa HHIOEeKCOM CTPYKTYPHOTO
Imogpa3fgesieHrsda, B KOTOPOM T'OTOBHUJICA OOKYMEHT.

Hamnpumep:

3 Maxkosenxkuit 220 95 01

[Ipy HEoOXOOUMOCTH OTMeTKa 00 HCIIONHUTENIe MOXKeT OBITh JOMOJHEHa JaTOou
CO3[aHUA JOKYMeHTa, UMeHeM ¢aiia U OPYTMMU [IOMCKOBHIMU [AHHBIMU (Ha BTOPOU
CTPOKe), KOTOphie O0(QOPMISIOTCS TOJbKO Ha 3K3EMIJIsipe HOKYMEHTa, OCTAalIleMcCs B
OpraHU3alluHy.

Hamnpumep:
3 MaxkoBenxui 220 95 01

26.05.2008 C:/ ITucrmo.doc

[Tpu opopMieHNN JOKYMEHTa Ha KOMIbIOTEPE PEKBU3UT «OTMETKa 00 MCIIOTHUTENIE»
BhImonHseTca mpudToMm Times New Roman (Times New Roman Cyr) o6vIuHEIM, pa3mep 9
IIyHKTOB, MEXKCTPOYHBIM UHTEPBAJ - TOYHO 9 IMYHKTOB.

OTMeTKa 00 HCIOHUTENE 003aTEIbHO O(l)OpMJ'IHeTCH Ha UCXOOAIMNX ONOKYMEHTAX.

64. PekBu3ut «OTMeETKa O 3aBEPEHUU KOIHAM».



Konusi gokyMeHTa [0JIKHa BOCIIPOU3BOOUTH BCE PEKBU3UTHL 9TOTO JOKYMEHTa, B TOM
Yyuclie PeKBU3UTH OjlaHKa. [ NpuOoaHus KOMMK OOKYMeHTa IOPUAUYECKOU CHUJIBI OHa
moikHa OBITh 3aBepeHa (3aCBUAETENILCTBOBAHA) YIIOJIHOMOYEHHBIM HOIXKHOCTHBIM JIUIIOM
OpTraHU3alluu.

Konus mokyMeHTa, BOCIPOM3BOASAIIas 4YaCTh €T0 PEKBU3UTOB, 3aBepeHHAs B
YCTAaHOBJIEHHOM IOPSIAKE, SBISETCS BHIMMCKONW U3 MOKYMEHTA. BBRIMUCKU U3 JOKYMEHTOB
obopmMmnsioTcss Ha obOimeM OmaHkKe. B BrMuUCKax 3 AOKyMeHTOB cioBo «BBITTMUCKA»
BKJII0YAETCS B Ha3BaHUeE BU[A IOKYMEHTa.

Hanpuwmep:

BBITIMCKA U3 ITPUKA3A

OTmeTKa 0 3aBepeHuu Konuu opopmisieTcs HUXKe pekBusuTta «[Iogmuck» U BKIIIOYAET
cnoBOo «BepHO», HauMeHOBaHUE [OJIXKHOCTHU JHIla, 3aBEPUBIIET0 KOIHUIO, €TO0
COOCTBEHHOPYYHYIO TOAMKCH, PacIIuGpPOBKY IMOANUCHA U AATy 3aBepPeHWUs.

Hampumep:
BepHo
WHucnekrtop otaena kagpos [lopnuce A.T'.JIeonos

25.01.2008

Komuu mOKYMEHTOB, NMIPeNoCTaBJIsieMble TpaXkJaHaM, B TOM YKCJIe WHOUBUAYATbHBIM
NpefnpuHUMaTeNsIM, U IOPUAUYECKUM JNHullaM (manee - oOpaTuBINeecs NUI0) UTU UX
IIPEeCTaBUTENSIM, €CJIM TaKue KOMUKU HeoOXOOMMEl [JIs PellleHus BOMPOCOB, KaCalIIUXCS
1paB U (MIK) 3aKOHHBIX UHTEPECOB 00PaTUBIIMXCS UL, ¥ BHIMUCKY U3 HUX 0DOPMIISIOTCS B
TIOPSIIKe, TPENYCMOTPEHHOM YaCTSIMU BTOPOM-IIIECTOM HACTOSIIETO MMyHKTa.

Ha Komusax uCXomsaIIux OJOKYMEHTOB, OCTAIOIINUXCA B [eJjie OpraHu3alliy, PEKBU3UTEI
O0maHKa He BOCIIPDOM3BOOATCA, IIPOCTABIAITCA HOadTa IMOOMNMCAaHUA OOKYMEHTA, €ro
pel"I/ICTpaI_II/IOHHHﬂ NHIOEKC U OTMETKa O 3aBePEeHHU KOIINH, B KOTOpOfI OOIIyCKaeTCA He
VKa3EbIBATE OATy 3aBEPEHUA M OOJIZKHOCTD JIMIla, 3aBEPUBIIETO KOIINIO.

Hanpuwmep:
Bepsno

ITognuce A.I'.JIeoHOB



Komuu moKyMeHTa, MONy4YeHHBIE MYTEM THPaXUPOBaHUSA MOOJUHHUKA CpPeICTBaMu
omepaTuBHOU monurpaduu, comepxkaimue GhaKCUMHUIbHOE BOCIPOU3BEeNeHUE MOOINUCU U
npefHa3HadeHHbe OJIS PACCHIIKKA WM BHYTPEHHETO MOJb30BaHWs, He HYXKOAlOTCA B
IOTIOTHUTENIPHOM YOOCTOBEPEHUH, 3a MCKIIIOUEHUEM CJIy4aeB, MPEeOyCMOTPEHHBIX aKTaMU
3aKOHOATENbCTRaA.

Pa3aMHOXKeHHBIE 9K3EMIIIAPH JOKYMEHTa, MpefHa3HaueHHBIE OIS PAacCCBHUIKKA HUIIU
BHYTPEHHETO MO0JIb30BAHUS U He BOCIPOU3BOAAIINE (PaKCUMUIIBHYIO MMOAMNKUCH OAIUHHUKA,
OOMyCKAEeTCS YIOCTOBEPSTh MedYaThio, MPOCTABIIIEMON Ha MeCTe, OTBEIEeHHOM i
cOOCTBEHHOPYYHOU MOATIKCH, TUOO0 3aBEPSTH B MOPSIOKE, TPEIyCMOTPEHHOM HaCTSAMU MATOU
U IIIeCTOX HACTOSIIEro IMyHKTa.

OpraHu3alis MOXeT 3aBepsiTh KOITUH JOKYMEHTOB:
CO3IAHHALIX B CAMOM OpraHU3alluu;

IIOJIyYeHHBIX OpPraHu3aluel B MIOATBEPKIEHNWE ee IIPaB, IOTHOMOYHNM U 0013aHHOCTEN
(mUneH3ul, cepTudUKATOB U AP.);

BKJIIO9a€MEIX B COCTaB JIMYHEIX EJI;

IpeqyCMOTPEeHHBIX ImocTaHoBneHueM CoBeTa MuHHCTPOB PecnyOnuku Bemapych OT
30 mekabpsg 2012 r. Ne 1256 «O HEKOTOPBIX BOIIPOCAX BhlaUM ¥ CBUAETEIbCTBOBAHUS KON
NOKYMEHTOB, KacaloluXcs npaB U (M/IM) 3aKOHHBEIX MHTEPECOB rpaxpfaH, B TOM 4YuCJe
VHOWBUOYANbHEIX NpPefIpUHUMATENed, W KHPUAUYECKUAX JHUI», HUHBIMA aKTaMHU
3aKOHOMaTeIbCTRA.

Konuu OJOKYMEHTOB B 3JIEKTPOHHOM BH[€, BEIIIOJIHEHHEIE Ha GYMa}KHOM HOCHTeEJIE U
IIpegHa3Ha4Ye€HHEBIE€ O O6paI.T_IeHI/Iﬂ BHYTPHU OpPraHuM3allMK, 3aBEPAIOTCA B IIOPAOKE,
YCTAaHOBJIIEHHOM 4YadCTAMHA ISATOM U IIeCTOM HACTOSIIEro IIYHKTa.

65. PekBu3ut «OTMeTKa 00 UCIIOTHEHUY NOKYMEHTA U HallPaBJIEHUHU €T0 B JeJio».

OTMmeTKa 00 MCIOJIHEHUHU OJOKYMEHTa W HallIPAaBJIIEHHUHM €TI0 B JEJIO IIPOCTABIAETCA Ha
OJOKYMEHTE II0CJI€ €I0 UCIIOJIIHEHHUA U SABJISAE€TCSA CBUOETEJIbCTBOM 3dBEPIICHUA pa60TLI Hapg
HHM.

OTMmeTKa 00 MCIOJHEHUHU JOKYMEHTa U HalIpaBJIEHHWHU €TI0 B [JEeJIO PaCIIoJIaraeTCsda Ha
HHU2KHEM II0JI€ IIEPBOT'0 JIMCTA JOKYMEHTA CJieBa U COCTOUT U3 CJIOB «B memno», nHOEKca gena
II0 HOMEHKJIaType feJjl, B KOTOPOM 6YJ1€T XPaHUTBCA NOKYMEHT, NAThl U PETUCTPAIXMOHHOT O
MHOEKCa OJOKYMEHTa, CBUOETEJIbCTBYIOIIET O 00 HNCIIOJTHEHUH, CO6CTB€HHOpy‘-IH0171 IIOOIINCH
HCIIOJTHUTEJIA WU PYKOBOOHUTEJISA CTPYKTYPHOTO IIOOPA3OEIICHUA-UCIIOIIHUTEIIA W OATHL
HallpaBJIEHUA OOKYMEHTa B HeJIO0.

Hanpuwmep:


https://etalonline.by/webnpa/text.asp?RN=C21201256
https://etalonline.by/webnpa/text.asp?RN=C21201256

B pgemo 11-10
[ToproToBneH O0TBET
15.02.2008 No 11-10/130
[Nopnuce

16.05.2008

an/I OTCYTCTBHHU HOOKYMEHTd, CBHUOETEJIbCTBYIOIIETO 00 HCIIOJIHEHNH, B OTMETKE
YKa3bIBAIOTCA KpPATKHE CBEOEHUA 00 HCIIOIHEeHUH.

Hanpuwmep:
B pgemo 5-15
[TpousBeneH nepepacdeT
ITogmuce

20.11.2008

66. PekBusut «OTMETKa O NMOCTYNJIEHUU (PErucTpanUuOHHBIYA WLITaMI BXOXAIIUAX
IOKYMEHTOB)».

OTMeTKa O NOCTYHJIeHWU (pPerucTpalyMOHHBIM LITaMI BXOASIIAX HOKYMEHTOB)
IIPOCTABJISIETCSA Ha HUKHEM II0Jie IIEPBOTO JIMCTa JOKyMeHTa CIIpaBa XU COCTOUT U3 IIOJTHOTO
WA COKpAIeHHOT0 HauMeHOBaHUS OpraHMW3allUuu-ToIydaTeNs, AaThl U PeruCTPaluoHHOT0
MHOeKCa (HomMepa) IIOCTYIIJIEHUS JOKyMeHTa.

PasMephl OTMETKH O IOCTYIJeHHH (PerucTpalydoOHHOTO IITaMIla BXOOAIMIUX
NOKYMEHTOB) He MOTYT IPEBHIIATh 42 MM II0 TOPU30HTaIX U 16 MM [0 BEpPTUKAJIH.

Hanpuwmep:
3A0 «Mask» 16 MM >
|
26.05.2008
Ne 342
42 MM




Ha OJOKYMEHTaAX, TpGGYIOH.[I/IX CPOYHOT'0O HCIIOJTHEHHUA, BMECTE C gaTou OOIIYyCKaA€eTCAd
YKa3bIBATE BPpEMs ITIOCTYIIJIEHU A (4acer, MI/IHYTBI).

661. PekBu3ut «OT™MeTKa 0 IepeHoce JaHHBIX Ha MAaIIMHHBINA HOCUTEIIb».

PekBu3ut «OTMETKa 0 IIepeHoce JaHHBIX Ha MAaIIMHHBIA HOCUTEIIb» pacIiiojiaraeTcsda B
IIEeHTPE HU2KHETO II0JIA IIEPBOI'0 JINCTa JOKYMEHTaA.

OTMeTKa 0 IIepeHoCe NaHHBIX Ha MallIMHHBIN HOCUTEIIh MOXKET Od)OpMHHTBCH OT DYKH, C
IIOMOLIBIO HITaMIla MJIK B BUOE IMITPHUXOBOT'O0 KOOa (H_ITpI/IXKOJIa).

[Tpu opopMIeHNH OTMETKH OT PYKH MJIM C IIOMOIIBIO IIITaMIla OHa BKJIIOYaeT B cebs
CBefleHUS O IepeHoce HHPopMaluu (HOKyMeHTa) Ha MAaIIMHHBIA HOCUTEIND,
coOCTBEHHOPYYHYIO IOANUCH JIMIla, OTBETCTBEHHOTO 3a IIePEHOC JaHHHIX, AATy IepeHoca.
I OTMONMHUTENIBHO MOTYT yYKa3hBaThCS MOMCKOBHIE HaHHHE mokyMeHTa (B AC IOV, B
JIOKQJIbHOM XPaHUIUIE 3JeKTPOHHBIX TOKYMEHTOB OpTraHU3allud U AP.).

[Tpu HeoOXOOUMOCTH IITPUXKOM MOXKET pa3MelaThCs Ha JIEBOM II0JIe IIePBOT0 JINCTA
OOKyMeHTa BHH3Y. [Ipy HEBO3MOXKHOCTH pa3MeIeHHUs IMITPUXKOda B OTBEOEeHHOM [IJII HETO
MeCTe [IONyCKaeTcsd pa3MellleHue MTPUXKofga Ha 0001 CBOOOOHOU TMJIOIIafu JTUIEBOU
CTOPOHEHI IIEPBOTO JINCTa JOKYMEHTa, He 3aTparuBasi TEKCTa U JIPYTUX PEKBU3UTOB.

I''TABA 5
TPEBOBAHHUSA K TEKCTAM NOKYMEHTOB

67. Tekct OJOKYMEHTa [OOJI2KEH OBITH OJOCTOBEPHEIM, OG'I)GKTI/IBHBIM, MaKCHMaJIBHO
KPaTKHM C COXPpaHEHHNEM IIOJTHOTEHL I/IH(I)OpMaI_II/II/I " TOYHOCTHU €€ U3JI0OKEeHUA, HEe JOIIYCKAThb
Pa3JINYHBIX TOJIKOBAHUMU.

68. TekCT MOKyYMeHTa M3JIaraeTcs MPOCTHIM M SICHRIM SI3BIKOM, C COOIIOIeHreM HOPM
oduIanbHO-IEeI0BOT0 CTUJIS TUTEPATYPHOTO I3bIKa.

69. d3blkaMu IEeTOIPOU3BOACTBA U JOKyMeHTanuu B Pecnybnuke benapych ABIAIOTCS
0e0pYyCCKUM ¥ PYCCKUM.

TekCcTH HOKYMEHTOB, HallpaBiseMHIX 3a npepentl Pecny6nuku Benapych, MOryr
COCTaBNIATLCS Ha 0eJI0PYCCKOM, PYCCKOM $I3BIKaX, Ha S3bIKe CTPaAHHl ajpecaTa UM Ha
IPYTOM HHOCTPAHHOM SI3HIKE.

70. TlpemnoxXeHUSI CTPOSTCS COTJACHO OOIIENPUHSITHIM IpaMMAaTHYE€CKUM U
opdorpaduyeckuM mpaBuaaM OEIOPYCCKOTO U PYCCKOTO S3HIKOB, IPEUMYIEeCTBEHHBIM
SABISAETCS yIOTPeOeHre MPOCTHIX PaCIpPOCTPAHEHHBIX IPEAIOKEeHUN.

71. B pOKyMeHTaxX INPUMEHSIT TEPMHUHBl U OIpeJeliIeHUs, YCTaHOBJIEHHEIE
OEeUCTBYIOIIMMY CTaHOapTaM{d M TEPMHUHOJOTMYECKHMU CJIoBapsiMU. MHOro3HayHbIE
TEPMUHBI B KaXXKIOM KOHKPETHOM CJTy4ae JOIKHBI YIOTPEOISIThCSA TOIBKO B OMHOM K3 CBOUX
3HaYeHUH.

72. B TekcTe MOKyMeHTa He OOIyCKaeTcs YIoTpebaeHue:



IIPOCTOPEUHH U 9KCIPECCUBHHIX (DOPM pPa3TOBOPHOU PEYH;

WHOS3BIYHEIX 3aMMCTBOBAHUM MPU HAIW4YWU PAaBHO3HAYHBIX CJIIOB M TEPMHHOB B
0eJIopyCCKOM WA PYCCKOM SI3BHIKE;

HEeYeTKHUX CII0BOCOYeTaHUM, 0000IIeHHEIX pPacCyXKOeHUH, BOCKIULIAHUN U MIPU3LIBOB,
0o0pa3HbBIX CPaBHEHUM, 3NMUTETOB, MeTadop;

ab0peBuatyp, KpoMme 00IIEeN3BECTHLIX UK pacIIi(POBAHHBIX B TEKCTE IOKYMEHTA;
HEHOPMaTHUBHOW IEKCUKH.

73. TeKCTH CIIOXKHBIX IO COAEpPKAHHWI0 JOKYMEHTOB (IPHKa30B, PACIOPSAXKEHUH,
IIPOTOKOJIOB, HHCTPYKILUU U Op.) OEIATCSA Ha NYHKTHl, IYHKTH MOTYT IIOAPa3densaThCsa Ha
MOANYHKTH, TOANYHKTH - Ha ab3aimsl. B 0onbminx mo 06beMy JOKyMEHTaX MYHKTH MOTYT
00BEeIUHSATHCS B I'JIABHL.

['maBBl HyMepyoTCcs: apabCcKuMu 1udpaMu, IT0CIe KOTOPHIX TOYKa He CTaBUTCS. [ 71aBhl
IOJIKHBEL UMEeTh 3ar0JI0OBKH, TOUKa B KOHIIE 3aroJjioBKa He CTaBUTCSA. ECIM 3ar0jI0BOK COCTOUT
13 [BYX NPENJIOKEeHU!, TO UX Pa3nedioT TOUYKON. B 3aronoBkax He HONyCKaeTCsS IePeHoC
CJIOB Ha CJEAYIOIIYI0 CTPOKY, IpUMeHeHUe PUMCKUX HUPP, MaTeMaTUUYECKUX 3HAKOB U
rpedyeckux OyKB.

Hampumep:
['JIABA 2
[MTOPAIOK ITJIAHMPOBAHUA 1 PACXOOOBAHUA CPENCTB HA OITJIATY TPYIA

[IyHKTE HYMepYyIOTCS apaOCKUMHU LudppaMu C TOUYKOU U 3alUCHIBAIOTCS C ab3alHOTO
OTCTYyTIa.

[TopnmyHKTH HyMepyIOTCSI apabckuMu udpaMy U 3alUCHBAIOTCS ¢ ab3aIlHOTO OTCTYIIA.
Homep nmopmnyHKTa BKIIOYaeT HOMEP IIYHKTa U HOMEP MOAMYHKTA, II0Ce KOTOPHIX CTABSTCS
TOYKH.

Hanpuwmep:
2.1.
2.2.

2.3.

HyMmepaliusi IyHKTOB [I0JI2KHA OBITh CKBO3HOM [JIsT BCETO JOKYMEHTAa, MOAIYHKTOB -
CKBO3HOM [IJIsT KaXKOO0T0 IIyHKTa.



AOG3aIre He HYMEDPYIOTCs X BBEIOEIAIOTCA ab3aIlHbEIM OTCTYIIOM.

74. B TekcTe OOKyMeHTa Iepel KaxXX[0o¥ IMO3ULUEU IIepeduclieHUus, BEIeJIeHHOU
a03allHBIM OTCTYIOM, nedHuC UIHU UHOM 3HAK He CTaBUTCS. [locie mepeducieHusi, Kpome
IIOCJIEJHEr0, CTABUTCS TOYKA C 3alsTOMH.

75. TeKCTH MOKYMEHTOB 0(hOPMIISIIOTCSI B BUJI€ CBSI3HOTO TEKCTA, aHKETHI, TAOJIUITEI UK
B BUJle coequHeHus 3Tux Gopm. Onpemensionum B BEIOOpe GOPMHI TPeCTaBIeHUS TeKCTa
SBJISETCS XapaKTep HHPOpPMalliu, cogepKalleiics B TEKCTe JOKYMEHTa.

76. B pacnopsaguTenbHBIX JOKYMEHTaX OpraHM3alui, OeUCTBYIOIIUX Ha MIPUHLOUIAX
eIUHOHAayYanusg, TEKCT H3JaraeTcd OT IepPBOr0 Iulla €OUHCTBEHHOTO dYucCIa:
«[TIPUKA3BIBAKO», «IIPEOJIATAKO» u mop.

B pacnopsiguTeNnbHBIX AOKYMEHTaX KOJJIETHaJbHBIX OPTaHOB TEKCT M3jlaraeTcs OT
TPeThero nuila eguHCTBeHHOrO0 yncia: «[IOCTAHOBIIAET», «PEILIWII» u ap.

I''TABA 6
TPEBOBAHHUSA K O®OPMIJIEHUIO TOKYMEHTOB, U3T'OTOB/ISEMBIX C
IIOMOIBbIO TEXHUYECKHUX CPEICTB

77. TekCT DOKyMeHTOB Ha OnaHkax ¢opmaTa A4 meyaTaeTcsd Ha NUMIYIIEeH MallMHKe
yepes II0JITOPpa MEXCTPOYHHIX MHTEepBajla WIKM ONMHAPHBIM Ha KOMIbIOTEpe, Ha OJlaHKax
dbopmaTa A5 - yepe3 OOUH MEeKCTPOYHHINM UHTEPBaI UK TOYHO 14 IIT Ha KOMIIBIOTEPE.

78. Ilpu Habope TeKCTa C MCIOJIb30BAaHMEM TEXHHYECKHX CPENCTB NMPUMEHSETCS
rapuutypa mpudra Times New Roman (Times New Roman Cyr) B 06bIYHOM HauepTaHUH,
pa3mMep mpudra - He MeHee 13 0T, Unu MWMPUDTH, YyCTaHABIMBaeMbie HOPMATUBHBIMHU
IIPABOBLHIMU aKTaMU. BrIpaBHUBaHKE TEKCTa IIPOMU3BOAUTCS I10 IIMPUHE JIUCTA.

B pecny6nuKaHCKHUX OpraHax rOCYyoapCTBEHHOTO YIIPaBIIEHUS U UHBIX TOCYIapCTBEHHBIX
opraHuM3anugax, momuyuHeHHBIX [IpaBuTenbcTBY Pecnybnuku Bemapych, odhopMmieHue
OOKYMEHTOB OCYIIECTBJISIETCS IO YCTAHOBJIEHHHIM B KOMIbIOTepax InabiioHaM, pa3Mep
mpudTa - 15 mT.

OdopmneHre OOKYMEHTOB OCYIIECTBJISETCS C HCIONh30BAaHUEM IIPOTPaMMHOTO
o0ecrieyeHusi, COOTBETCTBYIOIIETO CIIeAYIOIIUM TPeOOBaHUIM:

Hanuuve GYHKIUOHANBHOCTHU, obOecleyuBalouleii BO3MOXKHOCTb OG(OPMIEHUS
PEKBU3UTOB IOKYMEHTa B COOTBETCTBUM C TPeOOBaHUSIMU 3aKOHOHOATEIhCTBA;

nmognmep2kKKa OOIyCTUMEBIX Q)OpMaTOB JOKYMEHTOB B 3JIEKTPDOHHOM BHUTIE;

mofAepxKKa METONOB M CPEACTB 3alllUTHl TEKCTa OOKYMeHTa OT pefaKTUPOBaAHUS
(maponbHas 3allluTa, CO3aHue JOKYMEeHTa, He pelaKTHPyeMOro CTaHOapTHEIMU CPeCTBaMuU
¥ T.[.) IJI OOMYCTUMBIX (POpPMATOB.

79. HpI/I IIOATOTOBKE Ta6HI/IL[ C HCIIOJIb30BaHHEM TEXHHNYECKHUX CPENCTB BEIPpaBHUBAHHUE
TEKCTa IIPOU3BOOUTCA IIO HeoOXOMUMOCTH, C IIepeHoCcoM CIJIOB. ,H,OHYCKaeTCH YMEHbIIATb



pa3mep neBoro mons mo 20 MM (Korfa TEKCT He BMeIllaeTcs), pa3Mep mpudra TekcTa u
MEXKCTPOYHBIA MHTepBal - 0o 11 orT.

B pecny6nuKaHCKKUX OpraHax rOCYyOapCTBEHHOTO YIIPABIIEHUS U UHBIX TOCYIapCTBEHHBIX
opraHu3anusx, nogyuHeHHBIX [IpaBuTenscTBy PecnyOnuku Bemapych, Ipu MOATOTOBKE
TabJIUI JOIYCKaeTCsI YMeHbIaTh pa3Mep mpudTa TeKcta Tabmuil go 13 mrT.

80. [Tpu odopMneHUN OOKYMEHTa Ha MUIIYIeN MalliHKe PEKBU3UTHI, COCTOSIINE U3
HECKOJbKHUX CTPOK (KpoMe pekBu3UTa «TeKCT»), MmedaTalT 4epe3 OOUH MEeXCTPOYHBIU
MHTEepBaJl.

CocTaBHBIE YaCTU PEKBU3UTOB «Ampecar», «I'pud yTBepxkpueHus», «OTMeTKa 0
HaJIu4uy npunoxenus», «['pud cormacoBanusi», «I'pud NpunoxeHus» OTHENSAI0TCS OPYT OT
IpyTa IOJIyTOPHLIM MEXKCTPOYHLIM UHTEPBAIOM.

PekBU3UTEHI OJOKYMEHTa OTOEeJIAI0T APYT OT APyTa 2-3 MEXCTPOYHEIMHU MHTEPBaJIaMU.

Hanpuwmep:
COI'JTACOBAHO
1,5
Hupekrtop lenapraMeHnTa
1
110 apX¥BaM U [eJIOIIPOU3BOLCTBY
1
MunuCTEPCTBA IOCTULUN
1
Pecny6nuku Benapych

1,5

[Topnuce B.M.AgaMyiiko
1,5

01.02.2008
2

COI'JTACOBAHO
1,5

[IpoToKoOm 3acemanus
1

S5KCIIEPTHOTO COBETA
1,5

01.02.2008 Ne 9

81. IIpu odopMneHUU OOKYMeHTa Ha KOMIbIOTEPE PEKBU3HUTH, COCTOAILINE U3
HECKOJIbKUX CTPOK (KpoMe pekKBU3UTa «TeKCT»), meyaTalT C UHTEePBajaoOM TOYHO 14 mT.
CocTaBHBIE YaCTH PEKBU3UTOB «AfnpecaT», «['pud yrBepxkaeHus», «['pud cormacoBaHUus»,
«['pud mpunoxeHUsA» OTHENAITCS APYr OT Apyra OAMHAPHBIM HHTEpPBAliOM HIHN
OOTIOTHUTEIbHEIM MEXCTPOYHBIM WHTEPBAloOM 6 IIT.

PeKBU3UTH OOKyYMEHTa OTHENAI0T APYr OT ApPyra MOJNYTOPHBIM MeXCTPOYHBIM
MHTEepBaJioM. [JomycKaeTCs PeKBU3UTH HOKYMeEHTa OTHENATh APYT OT Opyra npobenbHOU
CTPOKOM, paBHOM pa3Mepy mpudTa PEKBU3UTOB.



Hanpuwmep:
COI'JTACOBAHO

[upekTOop yupeXneHus
«I'ocymapCTBEHHEBIN apxXuB
Bpectckoii o6nacTu»
[Tognuce A.I'.Kapamy3osa
05.02.2019
COT'JIACOBAHO
[upekTOop yupeXneHus
«I'ocymapCTBEHHEBIN apxXuB
T'omenbckoit 061acTH»

Mopnucs I1.M.YepHbIit

05.02.2019

OpguHapHBIY UMK + 6 0T

Touwo 14 nT

OpguHapHBIY UMK + 6 0T

OpguHapHBIY UMK + 6 0T

[MonyTopHbIt Uy TpobesibHAs CTPOKA
OpguHapHBIY UMK + 6 0T

Touwo 14 nT

OpguHapHBIY UMK + 6 0T

OpguHapHBIY UMK + 6 0T

82. MakcuManbHas OJMHA CTPOKKA MHOTOCTPOYHBIX PEKBHU3UTOB AJIS NUIIYIIEHU
MalllMHKY 28 3HAKOB UM 73 MM Ha KOMIIBIOTEDE.

83. Ilpu mevyaTaHWM JOKYMEHTOB Ha NUINyHIeH MAIIMHKE MCIONb3YIOT IEBSATH
CTaHIAPTHHIX MOJI0KEHUN TaOynsATOpa UM OTCTYIILl B MUJIIMMETPAX OT TPAHUIILI JI€BOTO
IOJIsT IPY 0POPMIIEHHM Ha KOMIIBIOTEPE:

0- T'PaHUIIA JIEBOT'O II0JIA;

1 - mocne 5 meyaTHBIX 3HAKOB OT T'PAHULIBI JIEBOTO MMONd unu 12,5 MMm;

2 - nocye 16 mevyaTHBIX 3HAKOB OT I'PaHULIBI JIEBOTO 10 unu 40 MM;

3 - mocie 24 nmedyaTHHIX 3HAKOB OT I'PAHULIBI JIEBOTO MOJSA uau 60 Mm;

4 - mocne 32 mevyaTHBIX 3HAKOB OT I'PAHUILIBLI J1€BOT0 moiad unu 80 MM;

5 - noce 40 nmeyaTHHIX 3HAKOB OT I'PaHULIBI JIeBOro moss unu 100 mMmM;

6 - mocrne 48 nmeyaTHBIX 3HAKOB OT I'PAHUIILI 1€BOTO mong unu 120 mM;

7 - mocie 56 meYyaTHHIX 3HAKOB OT I'PaHULLI JIEBOTO IT0JsA unu 140 mMmM;

8 - nmocje 64 nevyaTHHIX 3HAKOB OT I'PAHULIEI JIEBOTO 10JId U 160 MM.

84. OT Hy/IeBOro MOJI0KEHUS I1e4aTalTC:

PEKBHU3UT «Ha3BaHue Buga JOKYMEHTa»;

PEKBU3UT «3ar0JIOBOK K TEKCTY»;



PeKBU3UT «TeKCT» (MCKITI0Yasi CTPOKM, HaunHAaIIAecs ¢ ab3aIfHOTo OTCTyTa);
cnoBo «IIpunoxenue» B pekBu3nuTe «OTMETKA O HATUYUM IIPUTOKEHUS»;
pekBu3uT «OTMETKa 00 UCIIOTHUTETIEY;

pekBu3uT «OTMeTKa 00 UCIIOTHEHUY JOKYMeHTa ¥ HallpaBJIEeHUU €ro B [IeJI0»;
pekBU3UT «OTMETKa 0 3aBEPEHUU KOIIUU»;

pekBU3UT «I'pud cormacoBaHusA» ¥ HaWMMeHOBaHWE [OJIZKHOCTH B PEKBU3UTE
«[Topmuce»;

cinoBa «CJIVIIAJIN», «BBICTYIIUJIU», «PEINIWIIN», «IIOCTAHOBHUIIU»,
«I[TPUKA3BIBAKO», «ITPEINJIATAKO», «OBA3BIBAIO».

OT nepBOTO MOJIOKEHUS ITleYaTaeTcs Hayano a03aIreB B TEKCTe.
OT 4eTBepPTOro MOJI0KEHHUS IIeYaTaeTCs PEKBU3UT «AgpecarT».

OT mATOro MOJI0KEHUS TevaTaloTCs PEKBU3UTH «I'pud orpaHuYeHus HocTymna», «I'pud
yTBepXKOeHUs», «I'pud npunoxeHus».

OT 11€CTOrO0 MOJIOKEHUS IleYaTaeTCs paciin(ppPoBKa IMOANKNCH B PeKBU3UTE «[Ioamuch».
Ot cegpMoro nojoxeHus nevartaioTcs Koxel 1o OKY, OKOI'Y u OKROJIII.

[Tpu odopMeHuY JOKYMeHTa Ha nucTtax popMaTta A4 B anmb0oMHOM opueHTanuu (297 x
210) pekBu3utH «I'pud orpaHudeHus pocTtyma», «I'pud yrBepxkmeHus», «I['pud
IIPUI0XKEHUSI», pacmnPOBKa MOANKUCH B peKBu3nuTe «IloAmKuCh» IMevyaTalTCs OT BOCEMOTO
0/I0KeHus TabymnsaTopa (64 mevyaTHHX 3HaKa unu 160 Mm).

85. [Ipu HanMM4YKK HECKOJIbKUX TPU(OB YTBEPKAEHUS U COTJIaCOBaHUS UX paclioiaraioT
OBYMS BEPTUKAJIbHBIMU psgaMu. IIpy 5TOM BTOPOU psAf IedaTaeTcs OT HSITOr0 IOJI0XEHUS
tabynsaTopa (100 MM OT rpaHHUIIE JIEBOTO TOJIS), @ Ipu 0OPMIIEHUY [OKYMEHTa Ha JIUCTax
dbopmaTa A4 B anbOOMHOM OpUEHTAIIUU - OT BOCBMOTO IOJIoXKeHus Tabynsaropa (160 MM oT
TPaHULBL JIEBOTO IOJIS).

[lpu nmogmucaHuMM OOKYMEHTa HECKOJIbKMMHU JNHILAMU, He MOOYMHEHHBIMU II0
OOMXKHOCTY, HAaMMEHOBaHUS OOIXKHOCTEN B peKBU3UTe «IloAmumch» pacmosaraioT OBYyMS
BEePTUKAJbHEIMU papgaMu. [Ipu 5TOM BTOpPOU PsAf IedaTaeTCsd OT HATOr0 MOJOXKEHUS
tabynsatopa (100 MM OT rpaHHUIIE IEBOTO TOJIS), @ Ipu 0OPMIIEHUY [TOKYMEHTa Ha JIUCTax
dbopmaTa A4 B anbOOMHOM OpUEHTAIIMK - OT BOCBMOTO IOJIoXKeHus Tabynsaropa (160 MM oT
TPaAHUIIBI JIEBOTO II0JIS).

B pecny6nuKaHCKKUX OpraHax rOCYyoapCTBEHHOTO YIIPaBIIEHUS U UHBIX TOCYIapCTBEHHBIX
OpraHmu3alugaX, MOgUMHEeHHHX [IpaBuTenbCcTBY Pecny6nuku Benapych, HECKOIbKO
pekBu3uTOB «IloAmuch», pacmoiaraeMblX OAWH IIOM OPYTHUM, OONyCKaeTCs pa3fesisiTh
OBOMHBIM MEXCTPOYHLIM MHTEPBAIOM MU NPoOenbHOM CTPOKOM, PaBHOM pa3Mepy mpudTa



PEKBHUI3UTOB.

86. Ecnu 3aronoBoK K TEKCTY IPEBHIIAET AT CTPOK, €r0 NOMYyCKaeTCs IPOIJieBaTh 10
TPaAHUIH IIECTOTO NOoJoXkeHUus Tabynsaropa (120 MM OT rpaHUIb JI€BOTO TO0JA), a IPHU
opopMIIeHUN [OKyMeHTa Ha JucTax ¢opmarta A4 B ambOOMHON OPHEHTAlUU - OO0 BOCHMOTO
monoxkeHus Tabynsaropa (160 MM OT rpaHUITHEL IEBOTO TIOJIS).

87. UckioueH.

88. B TekcTax mOKyMeHTOB cyoBa «IIpuMedyaHnue», «OCHOBaHUE», a TaKXe CIJIOBO
«ITpunoxenue» B pekBu3uTe «OTMETKA 0 HAJIUYUM ITPUIOKEHHUSI» IIeYaTaloTCSd OT IPAaHUIIBI
JIEBOT'O TIOJISI ¥ OCTaBJISIOTCS OTKPHITHIMH, @ OTHOCSIIASICSI K HUM HHGOpMAaIus IedaTaeTCs
CTOJIOIIOM Yepe3 OOWH MEXKCTPOYHBIM WHTEepPBal (P MedYaTy Ha MUIIyILled MalluHKe) UK
ToYHO 14 1T (mpu Habope Ha KOMIIBIOTEPE).

89. B KoHIIe PeKBU3UTOB (KpoMe PeKBU3KTa «TeKCT») TOUKM He CTaBsITCS. B cepenuHe
CTPOK PEKBH3UTOB 3HAKHU MMPENUHAHUS COXPAHSIOTCS.

90. B mokyMeHTax He JONyCKalTCSI TEKCTOBHE BHIOEJIEHUS B BUE IOOUEPKUBAHUS U
ImevyaTaHUs BPa3psamaKy. B crpaBoyHO-MHGOPMAIIMOHHBIX JOKYMEHTaX OOIyCKaeTCcs OenaTh
BhIZleNIeHUST Hanbollee BaKHBIX CMBICTIOBHIX YaCTel TeKCTa KypPCUBOM WU TIOTYXKUPHBIM
HayepTaHUEM.

TeKCT MOKyMEHTOB ¥ MHOTOCTPOYHBIX PEKBHU3UTOB 0opMsieTcs 6e3 mepeHoca CloB.

[TponucHbIMU OYKBaMM IleYaTaloTCs: PeKBU3UT «Ha3BaHWe BHOa OOKYMEHTa», CJIOBa
«YTBEPXKIAK», «YTBEPXKXIOEHO», «COTJIACOBAHO» - B rpudax coriacoBaHUS U
yrBepxkpaenusi, «<[IPUKA3ZBIBAIO» - B npukazax, «IIOCTAHOBJIAET» - B IOCTaHOBIEHUSX,
«PEIINJI» - B pemenusix, «ObA3bIBAK», «ITPEIJIATAKO» - B pacmopsaXeHUSAX U
ykasaHuax, «CJIYIIAJIU», «BBICTYIIUJIHU», «IITOCTAHOBUIIN», «PEIIUIJIN» - B
IIPOTOKOJIaX, ¢paMunuu pabOTHMKOB B TEKCTax IIPUKA30B II0 IMYHOMY COCTaBY, Ha3BaHUS
rJlaB B OPraHU3alMOHHBIX JOKYMEHTax.

91. Ilpu ohopMIeHNM TOKYMEHTOB Ha OBYX U 00Jiee IHUCTAaX BTOPOM ¥ MOCIIEeNYIOIINH
JIACTHI [NOJIKHBEI OBITH IPOHYMepoBaHbl. HoMepa NuCTOB MPOCTABISIOT B LIEHTPE BEPXHETO
KOJIOHTUTYJIa apabckumu nudpamu ¢ pacctosHueM 10-15 MM OT BepxXHero Kpasi, TapHUTYpa
mpudTa Times New Roman (Times New Roman Cyr) B 00bIYHOM HauepTaHUHU, Pa3Mep
mpudTa - He MeHee 13 nT. [TepBHIY TUCT HE HYMepyeTCs.

B pecny6nuKaHCKKUX OpraHax rOCyoapCTBEHHOTO YIIPaBIIEHUS U UHBIX TOCYIapCTBEHHBIX
opraHu3anusax, moguyuHeHHHBIX [IpaBuTenscTBY PecnmyOnuku Bemapych, pa3mep mpudra
HOMEPOB JIUCTOB - 14 1T.

HoBrIll TUCT DOKYMEHTa He OONyCKaeTCs HauYMHATh NOCJIefHeU HEIMOJIHOU CTPOKOU
ab3ara.

,HOKYMeHTI:I CO CPOKOM XpaHEHHA OO TpeX JIET BKIIIYUTEJIbHO OOIMYCKAETCAd MeYaTaTh
Ha OBYX CTOPOHAX JIMCTA.



91", IJoKyMeHTHI, TpegHa3HauYeHHbIe O o0pallleHusl B CUCTeMe MeXKBeIOMCTBEHHOTO
3JIEKTPOHHOTO MOKYMEHTO0000pPOTa TOCyIapCTBEHHBIX OPTaHOB, MOJXKHHI COOTBETCTBOBATH
crenyIomuM TpeOOBaHUSIM:

OBITH IIPEICTAaBIEHHBIMY B JOpPME, HOCTYITHOW U TIOHSITHOM [IJIST BOCTIPUSITHS;
CO3MaBaThCS B OMHOM M3 [NOMYCTUMBIX (OPMATOB HOKYMEHTA B 3JIEKTPOHHOM BHUIIE;

comepXkaTh PEKBU3UTH, o6ecHedynBanIlue HUAEHTHPUKAIMIO OTOKYMEHTa,
YCTaHOBJIEHHEIE [IJIST MOKYMEHTOB JAaHHOTO BHIa B COOTBETCTBUU C 3aKOHOIATEIbCTBOM.
OdopmneHre peKBU3UTOB OCYIIECTBISETCS B COOTBETCTBUM C TPEOOBAaHUSIMHU HACTOSIIEH
WHCTPYKIIUY ¥ WHEIMU aKTaMU 3aKOHOJAaTeIbCTBa;

comepXkaTh OOHY WX HECKOJIbKO 3JIeKTPOHHBIX IMGPOBLIX noanuceu (manee - 9LII), a
TaKXe, IP¥ HeoOXOIUMOCTH, [MOMOIHUTEIbHbIE TaHHBIE M7 MIPOBEPKU BKITIOUeHHBIX JIITI.

B cnydae mepechIKM 3J€KTPOHHOU KONUM [JOKyMeHTa Ha OyMaXHOM HOCHUTeJe
(mIpunoXkeHUs K DOKYMEHTY) OHa [0JiKHa OBITh BHIIIOJIHEHA B I[BETHOM peXXKUMe UIIU B
pexuMe rpajaliy CEPOro U UMETh OfUH U3 JOMYCTUMBIX (OPMATOB.

I'JIABA 7
O®OPMJIEHUE OTOEJIBHBIX BU10B TOKYMEHTOB

92. B opraHu3danusax MOTYT H3gaBaThCd CHeAyIOIIMe BUOB PaCHOPSIAUTETbHBIX
NOKYMEHTOB: NpPUKa3, PaclopsKeHWe, YKa3aHWe, IIOCTAHOBIIEHUE, PeIleHue.

93. IIpuKa3 - IpaBOBOM aKT, U34aBaeMHbIl PYKOBOAUTEIEM OpPTraHU3aluH, JelCTBYIOIINM
Ha OCHOBe eQuWHOHAaYajus, OJIS pa3pelleHUs OCHOBHHIX 3ajay, CTOSIIUX Ilepeq
OpraHu3aluen.

[IpuKa3sl U3MAIOTCS TakKXke B CIydYasiX, KOrga HeoOXomuMoO HOBeCTH TPpebOOoBaHUS
OUPEKTUBHBIX TOKYMEHTOB BHIIIECTOSAIINX OPTaHU3alluil 0 CBeNeHUS MOAYMHEHHBIX JIUI] U
MOAYNHEHHBEIX (BXOAAIIMX B COCTaB, CUCTEMYy) OpraHM3aluii, HaMeTUTh KOHKPETHBIE
MEPOIPHUSATUS 10 UX BHIIOHEHUIO, OIPEOEIUTh OTBETCTBEHHBIX JIMI, CPOKM BBHIIOTHEHUS
3TUX MEPOIPUSATHM.

94. PacnopsixeHue - IIPaBOBOU aKT, U3[aBaeMbId €IUHOJIUYHO PYKOBOOUTEJIEM
OopraHu3aluy (KOJjIeruaabHOrO OpraHa yIpaBJieHUs) A1 pelleHUs OlepPaTUBHBIX BOIIPOCOB
OCHOBHOMU MesITeIbHOCTH.

He pomyckaeTcss uM3gaHUe pACHOPSXKEHUN B CHAydasX, Korma HeoOXOOuMo
NOKYMEHTalIbHO O(QOPMHUTH yIpaBlIeHUYeCKOe pelleHue II0 OCHOBHBIM IPUHLUUIHAIbBHBIM
3afjayaM, CTOSIIUM Ileped OopraHu3anued. B 3TuX ciaydasx OOJKHH M3OaBaThCs
IIOCTAHOBJIEHUS, PelIeHUs, MPUKa3HL.

95. YkazaHue - mpaBOBO aKT, K3[laBaeMbIil PYKOBOJUTEIEM OpPraHUA3alliU 110 BOIIpOcaM
MHQOPMaLlMOHHO-METOOUYECKOTO XapakKTepa, a TaKXe II0 BOIPOCaM, CBSI3aHHBIM C
opraHu3aIel MCIOIHEeHUS MPABOBLIX aKTOB.



He momyckaeTcst UCIIOIh30BaTh YKa3aHKe B KAUeCTBE YTBEPXKAAIOLIETO JOKYMEHTa.
96. UckmoueH.
97. UckioueH.

98. HpI/IKa3BI " PacCIIOpsAXKEeHUs, n3[JdaBd€Mbi€ B OPTraHNU3allusAX, IIOAPA3OEIAITCA Ha TPHU
BHIa: 10 OCHOBHOM [OeSATEIbHOCTH; IIO JINYHOMY COCTaBy; IO aJMHUHHUCTPATHUBHO-
X035 CTBEHHEM BOIIpOCaM; IIOCTAaHOBJIEHHUSA KW PEIIeHHuA - Ha [OBa: II0 OCHOBHOH
JEATEIIbHOCTU U II0 JIMYHOMY COCTaBY.

He momyckaeTcsi o0beIMHEHNE B OMHOM PACIOPSOUTEILHOM JOKYMEHTE BOIPOCOB
OCHOBHOH [eSTeILHOCTH U 10 THYHOMY COCTaBY.

99. TekCT pacnopsAAUTEILHOI0 JOKYMEHTA, KaK IIPaBUjI0, COCTOUT U3 KOHCTAaTUPYIOIIEH
Y paclopsagUTEIbHOM YacCTeu.

B KOHCTaTI/IpyTOH_IeI;I YaCTHU U3JIaralOTCAd IeJik, 3aJa4Hu, IIPUYNHEI, (baKTBI, IMOCIIy2KUBIIN €
OCHOBaHHEM [OJId U3OAHUA PACIIOPAOUTEIIbHOI'O HOKYMEHTA.

[Ipy M3maHUM PACHOPSIAUTENIPHOTO MOKyMeHTa Ha OCHOBAaHUU (BO HCIIOJIHEHUE)
HOPMATHBHOTO IMPABOBOTO aKTa MJIM PACIOPSIAUTEIBHOT0 JOKYMEHTAa BHIIIECTOSIIeH
opraHu3aliy KOHCTaTUpYyoIlas 4acTh JOJI2KHA COOepPzKaTb CCHIJIKY Ha 3TOT JOKYMEHT C
yKa3aHueM ero HauMeHOBaHUS, NaThl, PETHCTPALMOHHOI0 MHAEKCa ¥ 3arojoBKa.

KOHCTaTI/IPYIOH.IaH YaCThb B PACIIOPAOUTEIIPHOM OOKYMEHTE MOXKET OTCYTCTBOBATL, €CIIN
pacropdanuTeibHad 9YaCTh HE HyXKITA€TCsA B 000CHOBAHHUH.

B IIpuKa3aX U PaCIIOPAXKEHUAX II0 THNYHOMY COCTaBY OCHOBaHME M3OaHUA JOKYMEHTA
YKa3bIBAETCSA B KOHIIE KA2KOOT'0 ITYHKTA. Ecnu ocHOBaHuMe [J1 U3O0aHUS HECKOJIBKUX ITYHKTOB
JOKYMEHTa ABJIAE€TCA €OUHBIM, OHO YKA3bIBA€TCA B KOHIIE TEKCTa.

PacnopsiguTenbHass 4YacTh INpHKa3a HauuHaeTcsa cinoBoM «IIPUKA3BIBAIO»,
pacnopsixeHus, ykaszanusga - «OBA3BIBAIO» unu «ITPENJIATAK)», moCcTaHOBIEHUS -
«[IOCTAHOBJIAET», «I[IOCTAHOBHUIJIN», pemenus - «PEIIWJI», «PEIINUIJIA»,
«PEIITHAJIN».

PacnopsnuTenbHOE CI0BO IledyaTaeTCs IPONUCHEIMU OYKBaMU OT IPAHULILI JIEBOTO I10714,
6e3 kaBbuek u mpoOenoB. CnoBo «IIPENJIATAIO» ucmonb3yeTcs B ciydae, €ClHu
WCIIOJTHUTENIS Hesb3s1 0053aTh BHIIOJMHATL NEWCTBUS, He BXOASIIMe B ero 0013aHHOCTHU B
COOTBETCTBUU C 3aHMMaeMOU JOIKHOCTBIO.

[Tpu odopmIeHNH pPacIOPsSIKEeHUN PACIOPSIOUTEIbHOE CII0BO MOXKET OTCYTCTBOBaTh. B
3TOM CJiy4Yae B KOHIle KOHCTaATUPYIOIIed YaCTU CTABUTCS ABOETOYHE, a MUCIOIHUTEIND
(DOMKHOCTHOE JTUI0 UJIK CTPYKTYPHOE ITOApa3fesieHre) YKa3biBaeTCs B aTEJIbHOM IIafiexe.

B npuka3ax ¥ pacHnopsAXKeHUuAX [0 JUYHOMY COCTaBy paclIoOpAfuUTelbHAas 4acThb
HAYMHAETCS CJI0OBOM, TOYHO 0003HAudawmINUM mnpennuckiBaeMoe mencTBue («ITPUHATD»,
«IIEPEBECTH», «<YBOJIUTb» u gp.). PacnopsimutensHoe cinoBo «IIPUKA3BIBAKO» moxeT



HCITIOJIb30BATLECA B TEKCTaX CJIOZKHBIX ITO CTPYKTYPE IIPHUKA30B 10 JINYHOMY COCTaABY.

[IlyHKTH pPacCHOPSIOUTENbHOW YaCTH CIIOKHHX II0 COOEPXKAaHWI NIPUKA30B U
PaCIOPSKEeHUN 110 TUYHOMY COCTABY PACIIOJIAral0TCsS B JIOTHYECKOW MOCIeN0BaTETbHOCTH:
preM Ha paboTy, mepeBof (IepeMeleHre), yBOIbHEeHNEe | T.1.

PacnopsiguTenbHas 4aCTh PACIOPSIOUTENIBHOTO0 NOKYMEHTAa 3aKaHYMBAETCS YKa3aHUEeM
MOJIXKHOCTHOTO JIMIAa, OTBETCTBEHHOTO 3a KOHTPOJIb MCIOTHEHMST BCET0 MOKYMEHTa HJIH ero
OTHEeNbHBEIX MYHKTOB. OTCYTCTBHE YKa3aHus 00 OTBETCTBEHHOM 3a KOHTPOJIb JTUIIe 03HAYAET,
YTO KOHTPOJIb 3a HCIOTHEHHEeM JOKYMeHTa OyIeT OCYIIEeCTBISATh PYKOBOOUTENIb, OT UMEHHU
KOTOPOTO OH m3maH. He momyckaeTcst ucmonb3oBaHue popmynupoBku «KoHTpomnb 3a
UCIIOJTHEHWEeM IIPUKa3a OCTABIISI0 3a COBGOM».

Ecnu pacnopsaguTeNnbHBIM OJOKYMEHT OTMEHSEeT paHee U3TaHHBIM JOKYMEHT UJIU €T0
OTHeNIbHbIE TI0JIOKEHUS, B ITOCIIEAHEM IIYHKTE [aeTCsA CChIJIKa Ha OTMEHSEMBbIM JOKYMEHT
(IyHKTHI JOKyMEHTa) C YKa3aHueM ero AaThl, PETUCTPALlMOHHOTO UHEKCa U 3arojoBka. [Ipu
3TOM IPUMEHSIETCS YCTOUYMBHIN 000pOT: «[Ipu3HATh YTPATUBIIUM CHUJy IPHUKA3 ... OT ...
No....».

B pacmopsguTeNnbHBIM JOKYMEHT HE CIIedyeT BKIoYaTh MYHKT: «IIpuKa3 [OBECTH [0
cBemeHus ...». OTMeTKa 00 03HAKOMJIEHUU C PACIOPSIOUTEIbHBIM JOKYMEHTOM 0hOPMIISeTCs
HUXe PeKBU3UTa «Ilogmuch» Ha JNUIIEBOM CTOPOHE IOCTIeHETO JTUCTAa JOKyMeHTa nMubo Ha
ero 060pOTHOU cTOpOHEe nMubGO HAa OTHENbHOM JIMCTE O3HAKOMIIEHWS, NMPHUJIaTaeMOM K
PacIoOpSITUTEILHOMY IOKYMEHTY.

[Tpu HEOOXOOUMOCTH O3HAKOMJIEHUS C COMlepKaHHEM [OKyMeHTa BCeX PabOTHUKOB
OopraHu3aluy NyHKT «IIpuKa3 MOBECTU N0 CBeOeHUs BCeX PaObOTHUKOB» 00s3aTesleH.

100. IIpoeKTH pacHnopssguUTEeNbHEIX OOKYMEHTOB IOAJieXaT COrJIaCOBaHUK C
VICIIOJTHUTEJISIMU ¥ 3aUHTEPECOBAaHHBIMU [OJIXKHOCTHEIMU NTULIaMU. B 00s13aTeIbHOM MOPSAOKE
pacnopsiguTenbHEle HOKYMEHTH COTJIACOBHIBAIOTCS C IOPUAMYECKOMN CIIyK00M OpraHu3alui.
CorjiacoBaHHEBIY IIPOEKT OOKYMEHTa IIpeACTaB/lIseTCs Ha MOAIUCh PYKOBOOUTEII, OT UMEeHU
KOTOPOTO OH U3[AETCH.

101. Jata B mpuKa3e, pacnopsAXeHWU, YKa3aHUU IIPOCTABJIAETCS JIUIIOM, €ro
moanucaBIvM. [1aToOM MpHKa3a, PacIopsiKeHUs, yKa3aHUS SBISeTCS JaTa MOANNCaHUS.

[aToll MOCTaHOBJIEHNS, PellleHUs SBISETCS JaTa 3acefaHus KOJIerdajlbHOTO OpraHa,
IIPUHSBIIETO pelleHue. [laTa B IOCTaHOBIEHUSIX, PEIIEHUSX IIeYyaTaeTCs UM IIPOCTaBIIeTCS
OT PYKH.

102. PacnopsapuTenbHBA OJOKYMEHT BCTyIlaeT B CHUJIy C MOMEHTa €ro M3JaHUus
(IpuHSTHS), €CIM B HEM He yKa3aH MHOU CPOK.

103. TIpOTOKOJ - MOKYMEHT, B KOTOPOM (GUKCHUPYETCS X0[ 00CyKAeHUsT BOIPOCOB U
IPUHATUSA PelleHul Ha 3acefaHusIx.

104. IIpOTOKOMEI IO IIOJIHOTE OCBEIeHUS XOOa 3acefaHus OeNISTCSI Ha NPOTOKOJH



ITOTHOM (POPMEI, KPAaTKOM (POPMEBI ¥ COKPAIleHHOM (POPMEL.

105. TIpoTokKOon cocTaBasieTCs CeKpeTapeM 3acemaHus (CeKpeTapeM IMOCTOSHHO
[EeUCTBYIOLIET0 KOJIJIETUaIbHOT0 OpraHa) Ha OCHOBaHUM PYKOMUCHHIX, CTEHOTpapUIeCcKux,
ayOouo- WM OPYTUX 3aluced Xofda 3acefaHUs, a TakXkKe JOKyMEHTOB, IOATOTOBIEHHBIX K
3acegaHuio (IOBECTKHU [OHS, TEKCTOB U T€3UCOB NOKJIA0B, IPDOEKTOB PEIleHu! U 1p.).

106. 3aromoBKOM K TEKCTY MPOTOKOJia SABASAIOTCS Ha3BaHWE KOHKPETHOTO BHU[A
3acefgaHus, HaMMeHOBaHKe KOJIJIeTHalbHOT0 OpraHa (ec/iy opraH He UMeeT CBoero 0laHKa) U
BOIIPOC (TeMa) 3acefaHus, eCli OH OJUH.

107. [laToit IPOTOKOJIa SIBMISIETCS JaTa IPOBEeIeHUS 3aceaHusl.
108. TekcT IpOTOKOJIa AEIUTCS Ha BBOOHYIO U OCHOBHYIO YaCTH.

Bo BBO[IHOM YacCTH YKA3bIBAIOTCS MHUIIMATE ¥ (GaMUIINU IpefcenaTesisi, CeKpeTaps u
IIPHUCYTCTBOBABIIKX YJIEHOB KOJJIETHAILHOIO OPraHa, HauMEeHOBaHUS OOJIXKHOCTeH, haMUIuu
¥ WHUIUAJB IpPUTIallleHHbIX JIUI, He SBAAIOMUXCS YJIeHaMU KOJIJIerdalibHOTO OpraHa.
dGaMunmUy TPUCYTCTBOBABIIUX U IIPUTJIAIIIEHHBIX YKA3bIBAIOTCS B aipaBUTHOM IIOPSIIKE.

Ecny KOIHYeCcTBO IPHUCYTCTBOBABUINX Ha 3aCefaHWH YJIEHOB KOJIJIeTHATbHOTO0 OpraHa
6onee 15 yenoBeK, TO CIIKCOK MPUCYTCTBOBABIINX COCTABISETCS OTHENBHO ¥ IPHUIAraeTcs K
IIPOTOKOJTY C MTPOCTABJIEHHEM COOTBETCTBYIOIIEH OTMETKH.

Hanpuwmep:

[IpucytcTBoBanu - 17 4enoBex (CIKUCOK IPUIaraeTcs).

Coucok IIPUTJIaII€HHBIX COCTABIIAETCA OTHEJIbBHO U IPHUJIAara€TCd K IIPOTOKOJIy C
IIPOCTaBJIEHUEM COOTBeTCTBy'IOH_[eI;I OTMETKH, €CJIN KOJINYECTBO IMPHUTJIAIIE€HHBIX 6onee 10
YEJIOBEK.

B IIPOTOKOJIaX HOIIOJIHUTEJIBHO MOXKET YKa3bIBaThCsA KOJIMYECTBO ITPHUCYTCTBYIOINHUX,
HGO6XOJII/IMOG OJIA IIPABOMOYHOCTH IIPUHATHA PEIIEHN .

B mpoTokosax monHoM GOPMH IOCJe yKa3aHUs MPHUCYTCTBOBABIIMX M IPHUTIIAIIEHHBIX
clefyeT TMOBeCTKa OHS. B MOBeCcTKe OHS IMEePEeYHUCNISIOTCS BOIPOCH, MOAJeXallue
paccMOTpeHMI0, yKa3eBalOTCAd GOPMB UX M3JI0KeHHUd (JOoKIah, OT4YeT, COOoDIleHHE,
“HGOpMaIys), HauMeHOBaHUS OOMXKHOCTEH [OK/IagYMKOB, UX MHULMAIE U (HaMUIUU.

Hampumep:

O Xome MOATOTOBKH TOCYHAPCTBEHHEIX apXUBHBEIX YYPEKIEHUHA K OCEHHE-3UMHEMY OTONMHUTEIbHOMY
CEe30HY.



Vndopmanya HavanbHUKa 0THesa 00eclieueHuss coxpaHHOCTH fJoKyMeHToB O.A.JIemoBCcKO.

[Tpu BEIHECEHWH Ha 3acefmaHue ABYX U 0ojiee BOIPOCOB OHU HYMEPYIOTCS apabCKuMu
nmuppamu. [TocaemoBaTeNbHOCT BOIIPOCOB B IOBECTKE [OHS ONPEeNseTcss CTeNeHbI0 MX
BaXXHOCTH.

OcHOBHas 4aCTh IIPOTOKOJIa MOJHOU (GOPMEI CTPOUTCH 1m0 cxeMme «CJIVIIAJIU -
BBICTYITUJIN - PEIIUJIN (ITOCTAHOBHIJIN)» oTAENbHO IO KaXXAOMYy pacCMaTpuBaeMoOMy
BOIIPOCY.

B pasgmene «CJIVIHDAJIM» yka3biBalOTCAd GaMUIUS W HHUIKAIL OOKIafdyuKa U
m3jlaraeTcs KpaTKoe cofep:KaHue BRICTYIIeHUsA. TeKCT BRICTYIIJIEHUS (COOOIIeH s, JOKIaza)
MOXKEeT [IpUjIaraTeCs K IIPOTOKOJLY, O YeM [ejlaeTCsA COOTBETCTBYIOLIAas OTMEeTKa.

Hanpuwmep:
CJIYIIAJIN:

UBaHoBy O.JI. - TeKCT BEICTyIJIEHUS IIPUJIaraeTcs.

B paspene «BBICTYITUJIM» TekcT odopMisieTcss aHalorudHo pasgeny «CJIVIIAJIU». B
3TOT pa3[dell 3alMChBAIOTCS BOMPOCH K JOKIaAuYNKy U OTBETHI HA HUX.

B paspmene «PEHINUIJIN (ITOCTAHOBWIJIN)» 3anuchiBalOTCSA NPUHSTHIE PEIIeHUs I10
BOIIPOCY.

B mpoTokone KpaTkou (GopMbl mOBeCTKa OHSA He opopmiuseTcs. OCHOBHaS 4acTh
IIPOTOKOJIa KpaTKou ¢GOpMHE CTpouUTCS mo cxeMe «CJIVIHAJIM - PEHOIUIIU
(TTOCTAHOBHWIJIN)» 6e3 TekcTa BhicTymneHui. B pa3mene «CJIYIIIAJIM» 3anmuchBaiOTCS
BOIIPOCH! IT0BeCTKYU [HS, B pa3paene «PEHNINUIIN (IIOCTAHOBUJIN)» - NpUHATHE PELIEHUS.

B cnyyae BO3HMKHOBEHUS NMPUHIMNIKANIBHBIX pPa3HOTIaCHM B IMPOTOKOJaX KpaTKOu
dbopMBI onycKaeTcss GUKCUPOBAThH OTHEIbHbIE BHICTYIIIEHUST Y4aCTHUKOB 3aCeqaHusl.

B mpoTokoie cokpauleHHONW (GOpMBEI IOCe KaXgoT0 BOIPOCA MOBECTKH OHS
3aMUCHIBAIOTCS IPUHSTHIE [I0 HEMY peIIeHus.

PeleHne KOJeruanbHOr0 Oprala B IPOTOKOJIax TI00BIX (POPM MIPUBOAUTCS IOJTHOCTHIO.
[IpuHATHE pellleHus HyMepyITCs apabckumu udpaMu, eCciu uX HeCKOJIbKo. Hymepanus He
TIPOM3BOJUTCS, €CJIU 110 BOIIPOCY NMPUHSTO TOJIBKO OJHO peIIeHue.

[TocTaHOBMNAIOIIAS YaCTh IIPOTOKOJIa 3aKaHYMBAETCA YKa3aHUEM JIUId, OTBETCTBEHHOT' O
3d KOHTPOJIb UCIIOJTHEHU A peI_T_IeHI/Iﬁ HIIA OTOEJIbHLIX ITYHKTOB peI_T_IeHI/II;I.



109. TIpoToKOI CoBeIlaHus MOANKUCHBAETCS IpefcenaTeneM (MpeacenaTenbCTBYOIINM
Ha 3aCefaHKiK) U CeKPETapEM.

110. ITopsAmoK mMOATOTOBKY M OGOPMIIEHHUS IPOTOKOJIOB KOJJEerualbHBIX OPraHOB
ompenesnseTcs TOJIOKEHUSIMU 00 9THX OpraHax WM periaMeHTaM{d KX paboThI.

111. AKT - DOKyMEHT, COCTaB/IA€MbI KOMUCCUEN (YIIOJTHOMOUYEHHBIMU JUIAMU WU
OONMXKHOCTHBIM JIMLIOM), NOATBEPXKOAKOIINNM yCTaHOBJIEHHBIE (aKTh (aKTH IPOBEPOK,
VHBEHTApU3aliy, HeCYaCTHHIX CJIy4YaeB, IpueMa-liepefadyu MaTepUaJIbHEIX LIEHHOCTEHU U
ap.).

112. 3aronoBKOM K TEKCTY aKTa SIBISETCS COmepxkaHWEe aKTHPYeMOTOo COOBITHS.
3aro0BOK aKTa [MO0JXEeH COTrjJacoBHBAThCA C Ha3BaHMEM BHUJa AOKYMeHTa U
(GbOopMynupPOBaTHCA C MOMOIIBIO OTTIArOJIbHOTO CYIECTBUTEIBHOTO B IPEAJI0KHOM («akKT - 0
YyeM?») UIU POOUTENbHOM Iafexke («akKT - 4ero?»).

113. JaTa akTa [0I?KHA COOTBETCTBOBATh AAaTe aKTUPYEMOTO COOBITHS U MIPOCTABNISAThCS
OOJI2KHOCTHBIM JIUILIOM, TIOANMMCABIIAM JOKYMEHT.

114. TekcT aKTa COCTOUT U3 BBOJHOU ¥ KOHCTATUPYIOIIEH YacTeu.

Bo BBOHHOﬁ YaCTH YKA3bIBAETCSA OCHOBAHHE OJIsA COCTABJIEHUA dKTad U IIE€PEYUCIIAIOTCA
JInIla, COCTaBUBINNE aKT 1 IIPUCYTCTBOBABIINE IIPKX 3TOM.

OcHOBaHHEM [IJIsT COCTABIEHUS aKTa MOXKET SIBISThCS HOPMATUBHBIM IIPABOBOM akKT,
pacnopsouTeNbHEM [OOKYMEHT PYKOBOOUTENS OpTaHW3allUu UM BHIIECTOSALIEN
OpraHu3aluy, IIJIAaHOBOe 3afaHue U [p.

HpI/I ImepeduciieHun JIUll, BXOOAIMINX B COCTAB KOMHUCCHH, BHAYaJle YKA3bIBAIOTCA
HaMMeEeHOBaHHE [JOJIZKHOCTH, MHUIINAJIBI U (1)8.MI/IJ'II/IH npepcenareiid KOMHCCHH, a 3daTEM
HaMMEHOBAHHUS OOJIKHOCTEH, WHUIMAJIE U CI)aMI/IJ'II/II/I YJI€EHOB KOMHUCCHUHU B aJ'I(l)aBI/ITHOM
IopsdAnKe. B Clly4ae y4aCTHud B pa60Te KOMHuCCHUHu HpeJICTaBI/ITeJ'[efI CTOPOHHUX OpFaHI/I3aHI/I171 B
dKTe IIPH HalluCaHNuHN OOIXKHOCTEN YKa3bIBAIOTCA HAMMEHOBAHUA OpFaHHBaHHﬁ, KOTOpPBEIE OHHU
IMpeaCcTaBIIAIOT.

[lOMKHOCTH, UHULIMATIBL U d)aMI/IJ'II/II/I JInL, IIPUCYTCTBOBABIIMUX ITPHU COCTABJIIEHUU dKTd U
He BXOIOAIMNX B COCTAaB KOMHCCHH, YKA3bIBAIOTCA B aJ'[(baBI/ITHOM ImopdanKe OTOEeJIbHO.

B KOHCTaTHUPYIOLIE YacTH aKTa HM3JaraloTcs LENN W 3aJadd aKTUPOBAHUS, JaeTCs
KpaTKoe ONucaHue NMpoAeslaHHOW paboTH (ee CYLUIHOCTb, XapaKTep, METOMBl, CPOKH),
(UKCUPYIOTCS YCTAHOBIEHHBIE (DAKTHL.

B kKOHCTaTuUpPyOIIel YacTH aKTa MOTYT Hu3JlaraThCs BHIBOAH, PeKOMEHOALUH U
IIPEeAIOKEHUsT COCTAaBUTEJIEN 10 YCTaHOBJIEHHLIM (paKTaM (aKTH IPOBEPOK II0 BOIIpOCaM,
CBSI3aHHBIM C OCYIIEeCTBIeHHEM (PMHAHCOBO-XO035MCTBEHHBIX OIlepaluii, aKThl IIPOBEPKH,
aKTH NpreMa 00bEeKTOB B 3KCIIJIyaTal[Mi0 ¥ Op.). BEIBOAB ¥ IPEIIOKEHUS MOTYT OBIThH
M3JI02KEHBI B PACIOPIOUTENIbHOU (OPME C YKa3aHHEM CPOKOB MCIIOJIHEHUS MIPEOIUChIBAEMBIX
OEeUCTBUM.



Ecnu B akTe O0TpaxXKaeTCd Panq (l)aKTOB, TEKCT aKTa JEJIMTCA Ha ITYHKTEI.

B KOHIle TeKCTa YKa3bIBAIOTCA CBEOEHUA O KOIMYECTBE 3K3EMIIJIAIPOB aKTd.

Hampumep:
CocTaBneH B 3 9K3eMIIIsApax:
1-i1 9k3. - B memo Ne 10-11
2-1 9K3. - IUPEKTOPY UHCTUTYTA

3-#1 9K3. - B OyXranTepuio HHCTUTYTa

Yucmo 9K3eMIIIPOB aKTa OnpefenseTcss HOPMaTHBHLIMYU IIPABOBLIMU aKTaMu U (UJIH)
IIPAKTU4YeCKOM He0OXOOUMOCTHIO.

115. AKT OANKCHIBAETCSI BCEMH JIUIIAMU, TPUHUMABIIMMY y4acTHe B €T0 COCTABIIEHUH.
[Tpu mopmucaHUM aKTa YKa3blBaeTCsl pacipepnefieHre 00s3aHHOCTEN 4JIeHOB KoMuccuu 6e3
yKa3aHusg UX OOJIKHOCTeH. [IepBOM MpoCTaBJIseTCs IMOANUCH IpefacenaTenss KOMUCCHUH,
TIOMIMTMCH YJIEHOB KOMMCCHHY PACIIOaralTcs B ajhaBUTHOM IIOPSIIKeE.

JIuita, uMeloIe 3aMedYaHus 110 COOMepP:KaHUI0 aKTa, IMOANKUCHBAIOT €r0 C OTMETKOM
«3aMevyaHus TpuiaramTcsa». TeKCT 3aMedYaHUU u3jlaraeTcs Ha OTHEJbHOM JIHUCTeE,
HeOombIne o0 00BEMY 3aMedaHus AOMyCKaeTcs (PUKCUpPOBATh Ha CaMOM akKTe.

116. AKTH, HpeAnuUCHBAIOIINE BHIIOJHEHWE ONpPefeNiIeHHBIX AeWCTBUHU, MOAJexkKarT
YTBEPKOEHUIO. AKT yTBEPKAAeTCS NOJIZKHOCTHBIM JIUIIOM, Yel PaclopPSAAUTEIbHBIN JOKYMEHT
(yCTHOe pacmopseHue) siBUICSI OCHOBAaHUEM [JI1 COCTaBJIEHUS aKTa.

117. AKTH (cIpaBKH) MPOBEPOK IOAMNUCHIBAIOTCS B COOTBETCTBUU C TPeOOBAaHUSIMU
3aKOHOJaTeNbCTBA B chepe KOHTPOIbHOU (Hafi30PHOM) [esITeIbHOCTH.

118. [loknmapHasa 3amrcKa - KHPOPMaLUOHHBIN TOKYMEHT, afpPeCYeMBblil BHIILIECTOSIIEMY
PYKOBOIUTEIIIO B IIOPSAAKE IPSMOTr0 MOTYMHEHU U CofepKalui 06CTOITENbHOE U3NI0KEeHNe
KaKoro-11100 BOIIpoca C BEIBOJAMHU U MIPEAJIOKEHUSIMHU COCTaBUTES.

119. B 3aBUCUMOCTH OT COepPXKaHUSA U LI€IeBOT0 Ha3HAYeHUS JOKIagHble 3alUCKU
OensiTCsd Ha WHUIMATHBHBIE (BHECEeHHe NPEeNIoXeHWH, M3JI0KeHHue NPochOb, (HaKTOB,
SIBJIEHUM) U OTYETHHIE (0 XOOe, COCTOSIHUH, 3aBepIlleHun PadoT, BEIMOTHEHUN TOPYUYEHUH,
TIJIaHOB, O pe3yIbTaTaXx KOMaHOWPOBKY, IPOBEPKH U T.[I.).

120. B 3aBucuMOCTHU OT agpecaTa OOKJIaOHEIEe 3allUCKU AeJIsTCA Ha BHYTPEHHUE U
BHEIITHHE.

BHyTpeHHUEe OOKIafHBIE 3alUCKH afpeCcylTCs PYKOBOOUTENI0 OpTraHU3aluud U
opOopMIISIIOTCS Ha CTAHMAPTHHIX NucTax Oymaru ¢popmarta A4 umu AS.



BHemHWe MOKJIAgHBIE 3aMUCKH agpecylTCs PYKOBOOHUTENII BHIIIECTOSIIEH
opraHu3aiuy 1 opopMIISIIOTCS Ha 0o0IeM OraHKe.

121. TekcT mOKJIagHOM 3allMCKM COCTOUT M3 BBOMHOM M OCHOBHOM YaCTeH.

B BBOOHOM 4acCTU M3/IaraeTcs COCTOSHHE BOIIPOCa, (1)8.KTBI, IMOCIIyXKUBIINE HpI/I‘-II/IHOfI
OJIs1 COCTABJIEHUA NJOKYMEHTA, IIPOBOOUTCA UX aHAIIU3.

B 0CHOBHOM 4aCTH [OKJIafHOM 3allMCKU U3JIaraloTCs BHIBOMHI, IIpenjIozKeHust, HpOCB6BI.

122. BHyTpeHHUe [OKIafHble 3aliCKYU MOOMKACHBAIOTCS UX COCTaBUTEISIMU, BHEITHHUE -
PYKOBOIUTEIEM OPTraHU3alUH,

123. [laTo¥ mOKIamHON 3alUCKU SIBJISIETCS daTa ee IOAINCaHUs.

124. CnpaBka - mHQOpPMaLUMOHHEN JOKYMEHT, COfepXkKallui ONHCaHue U (KUIH)
TIOOTBEPXKAEHUE TeX UM UHHIX (HAKTOB CIyxKeOHOTO unmu O6umorpaduyeckoro xapakrepa.
CmpaBKa COMEPXUT KOHCTATAIlMI0 KaKux-mubo ¢pakToB 0e3 MHEHHS aBTOPA O CYIIECTBe
M3JIaraeMBIX BOIIPOCOB.

125. B 3aBUCHUMOCTH OT COfepkKaHuSA U 1Ie1eBOr0 Ha3HAYeHUs CIPaABKU OEeNITCAd Ha
crmyxkeOHbIe U INYHEIE.

CnyxebOHas cpaBKa - opUIMAIbHBEIM JOKYMEHT, COIepXKalluil cBeleHusI 00 OCHOBHOMI
OesTEeIbHOCTH OPraHu3aluy (0 IITAaTHOM YHMCJIEHHOCTH, O BHIIIOJIHEHUH IIJIAHOB, 3alaHUM U

onp.).

JInmuyHasa chnpaBkKa - o(QUUUANbHBIA [OKYMEHT, MOATBEPXKOAKIIUKA CBEOEHUS
o6uorpaduyeckoro u (unu) cnykeOHOTO XapaKTepa U BhIJaBaeMHbIM IpaXXgaHUHY (0 MecTe
paboTH ¥ 3aHMMAaEeMOM [OJIXKHOCTH, 0 IIepuofie paboTkH, 0 pa3Mepe 3apabOTHOM AT U AP.).

126. B 3aBuCMMOCTH OT afpecaTa CIPaBKU [EJIATCSI Ha BHYTPEHHUE U BHEIIHUE.

BHyTpeHHMe CIIPaBKH afgpecyloTCs PYKOBOAUTEINIO OpraHu3aluud U 0PopMIIAIOTCS Ha
CTaHAAPTHHIX TUCTax Oymaru gpopmaTta A4 unu AS.

BHemHWe COPaBKW aApPecyTCsS PYKOBOOUTEIIO BHINECTOSINIEH OpPraHW3alluW,
CTOPOHHE! OpraHW3alluy U GU3NYECKOMY JTULY U 0OpMISIOTCS Ha o0meM OnaHKe UIU
CTAHOAPTHBIX JTKCTaX OyMaru ¢opmaTta A4 unu A5 C UCIIOIH30BAHKUEM YIITIOBOTO IIITAMIIA.

127. TekcT cnyxkebHOM CIIpaBKU MOXKeT 0OPMIATLCS B BUAe TaOIUIBI, OENMUTHCA Ha
IIYHKTHI, IOAIIYHKTHI, UMETh ITOSICHEHUS U CCBHLIKMU.

[lepuon BpeMeHH, K KOTOPOMY OTHOCSITCS NMPUBOAMMBLIE B CIIpaBKe CBEIEHUS,
BKJIIOUAETCSl B 3aroJIOBOK K TEKCTy NTH0O0 IOMeIIaeTcsl Ieper TEKCTOM.

Hanpuwmep:



ITo coctossuuio Ha 11.05.2008

HIn

3a nepuog ¢ 01.01.2007 nmo 31.12.2008

B nuyHBIX CIIPAaBKaX 3ar0JIOBOK OOIIYCKAE€TCA HE€ YKA3bIBATh.

128. TekCcT NTUYHOM CIIpaBKX HaYMHAETCS C yKa3aHus GaMunuu, COOCTBEHHOTO UMEHU U
OT4YeCTBa (ecnu TaKOBOe UMEEeTCS) JIHIla, 0 KOTOPOM CO0O0IaloTcs cBefieHus. He momyckaeTcs
MCIIOJIb30BaHMe PeYeBEIX 000POTOB «BhIaHa HACTOSAIIaA», «HEUCTBUTEILHO paboTaeT».

[Ipy HanU4YuUU UCIONb3YIOTCS TUIOBEIe (OPMH CIIPaBOK, yTBepXKaaeMble
pecny0MUKAaHCKUMKU OpPraHaMM TOCYOAapCTBEHHOTO YIpPaBJeHWS B YCTAHOBIEHHOM
3aKOHOMIAaTEeIbCTBOM IIOPSIKE.

129. BremHue cupaBKy INOANIKUCHBAIOTCA PYKOBOAUTENIEM OpraHU3alii, BHYTPEHHUE -
uXx cocTaBuTtensamu. CrpaBKH, 3a COAepKaHUe KOTOPhIX HECET OTBETCTBEHHOCTh HECKOJIBKO
JIAL, TIOAMMCHIBAIOTCS BCEMU COCTABUTEIISIMU.

130. UckmioueH.
131. JaToii cripaBKu SIBISETCS [aTa ee MOONNCaHus.

132. Pa3HOBUAHOCTHIO CIYyXKEOHBIX CIIPABOK SIBASIOTCS CBOOKM (00 HMCIONHEHUHU
IOKYMEHTOB, CBOJIKA MTPEeNI0XKeHUH U T.1.). CBOOKK 0hOPMIISIOTCS B BUe Tabull, rpaduKoB.

133. TIuceMo - 000061IeHHOE Ha3BaHME PA3MUYHBIX II0 CONEPKAHUI0 JOKYMEHTOB,
BBIJ[€JIsIEMO€ B CBSI3U C OCOOBIM CIIOCOOOM Iepefadyyl TeKCTa (IepechlyiKa 10 0YTe U APYruM
KaHaslaM CBS3H).

134. B 3aBUCHUMOCTH OT COogepPXKaHUA PA3TINYAIOTCA CIIEAYIOIMKuEe Pa3HOBUOHOCTHU
CHy}KGGHbIX IMuceM: IIHCbMaA-3allPOCEI, IIHCbMa-OTBETEI, IIHMCbMa COIIPOBOOHNTEJILHEIE,
PEeKIIaMalliOHHEIE, FapaHTI/If/’IHH& HallOMHWHaHW{A, U3BEIICHNA, IIPUTJIall€HUA U IOP.

135. I[IuceMa COCTABISAIOTCS B CTPYKTYPHEIX ITOOPA30ENIEHUAX, B KOMIIETEHIINIO KOTOPBIX
BXOOUT pPelmenrne COOTBETCTBYIOIIUX BOIIPOCOB.

136. IlucpMa mOONUCHBAIOTCS PYKOBOOUTENSIMM OPraHW3allud U €e CTPYKTYPHBIX
noapa3fesleHUN COTJIaCHO HMX KOMIIETEHIIMM U paclpefeieHNi0 0053aHHOCTEI,
3aKpeIieHHEIM B JIOKQJIbHBIX IIPABOBBIX aKTaX OpraHU3aluiu.

137. [laTou muchMa SIBIISIETCS JaTa ero MOONUCaHuS.

137'. IlucbMo B 3JeKTPOHHOM BHJe, OTIpaBiseMoOe IO 3JIeKTPOHHOH IOYTe,
MHGOPMAIlMOHHEIM CUCTEMaM BEJOMCTBEHHOI'0 (KOPIIOPATHBHOT0) UM MEXKBEIOMCTBEHHOTO
371EKTPOHHOT0 JOKyMeHT0000poTa, opopMiisgeTcs o popMe COrIacHO MPUIOKEHUIO 3.



I''TABA 8
OPITAHM3AIINA TOKYMEHTOOBOPOTA. PETUCTPAIINA NOKYMEHTOB.
NH®OPMAIIMOHHO-IIOUCKOBbBIE CUCTEMBI 110 JOKYMEHTAM
OPTAHHU3AIINN

138. Opranusaius TOKyMeHTo060poTa:

138.1. 1oOKyMeHTOO0OPOT - 3TO ABUXKEHUE NOKYMEHTOB B OpraHM3ally C MOMEHTa uX
IIOJIyYEeHUS UM CO3[aHus OO 3aBEepIIEeHUs UCIIOJIHEHS, OTIIPABKU UJIK HallpaBlIeHUS B AeJI0;

138.2. opranmusanus JOKyMeHT0000poTa AOJIXKHA OTBEYaTh CIIeAYIOMM TpeOOBaHUIM:
OIIePaTUBHOCTD IIPOXOXKAEHUS TOKYMEHTOB;

UCKIII0OUeHre He 00yCIOBIEHHHIX HEeOOXOMMMOCTHI0O MHCTAHIUM NMPOXOXKOEHUS U
OEUCTBUU C OOKyYMEHTaMU;

cobniofleHre MaKCUMalIbHOTO0 efMHO00Opa3us MmopsaKa IPOoX0oxkaeHUs U 00paboTku
OCHOBHBIX KaTETOPUY TOKYMEHTOB.

[TpoxoxpneHne u 00paboTKa OCHOBHBIX KaTeropuil OKyMeHTOB B OpraHu3aluy JOIKHBI
OCYLIECTBASATHCS CTPOTO B COOTBETCTBUU CO CXEMOW IMPOXOXK[OEHUS OOKYMEHTOB,
pa3pabateiBaeMort ciayxk00i [IOY u yTBepKmaeMou PYKOBOACTBOM OpraHU3aAIlNH;

138.3. opranuzamnus HOKyMeHT0000pOTa IpXA MPUMEHEHUU CPEeACTB aBTOMAaTHU3alluu
NeloNmpPoOrM3BOMICTBA MOOJXHA oO0ecmedyuBaTh COBMECTUMOCTh TPANUIUOHHOU W
aBTOMATU3UPOBAaHHOW 00pabOTKHU HOKYMEHTOB.

139. Perucrpanus 0OKyMEHTOB:

139.1. perucrtpauusi fOKyMeHTa - 3alUCh YYETHHX OAaHHHX O JNOKYMeHTe B
PETUCTPALMOHHON GopMe C IPUCBOEHUEM €MY PETHCTPAIlMOHHOT0 HHeKCa, PUKCUpPYoas
GakxT ero co3maHus, NONYyYEeHUS UK OTIPABKY;

139.2. perucrtpanuu noniexaT BXOAAILINe, UCXOOAIIVME U BHYTPEHHUE NOKYMEHTHL,
Tpebymolue y4yeTa ¥ UCTIONTHEHUS. [JOKYMEHThl PETUCTPUPYIOTCS HE3aBUCHUMO OT Criocoba ux
CO3[aHus, Nepefaydu Uiy JOCTaBKY;

139.3. HeperucTpupyeMble JOKYMEHTH BKJIIOUAKOTCS B IIepe4YeHb JOKYMEHTOB, He
nmopjexXaluX peructpauuu, paspabareiBaembiii cnyxk6o#t JOYV u yTBepXKmaeMbd
PYKOBOAUTENIEM OpraHu3alluy;

139.4. peructpauusi BXOOAWINUX, UCXOOALIUX U BHYTPEHHUX JOKYMEHTOB B OpraHU3aluu
OCYIIEeCTBIAETCS LeHTPaIn30BaHHO B ciyxk0e [JOY;

139.5. peueHTpanu3oBaHHasd perucTpaunus AOKYMEHTOB [OOIyCKaeTCd IIpHU
TEPPUTOPHUANbHON Pa300IIEeHHOCTH CTPYKTYPHHIX IOApa3fesieHUu OpTraHU3allUuH.
lleleHTpaIM30BaHHONW PETUCTPAlUU MoAjiexkaT TaKXKe OTAeJ/IbHble KaTerOpUu AOKYMEHTOB,
pPerucTpupyeMbX B CTPYKTYPHBEIX IOApPa3fejieHUuSAX OpraHu3alliu COTJIaCHO



pa3pabaTeiBaeMomy cnyxk0o0it [JOY u yTBepxKOoaeMoMy PYKOBOAWTEJIEM OpPraHU3alluu
IepeyHi0 JOKYMEHTOB, He IofjexaluxXx peructpauuu cnyxko6oit [OY (mepBuuHas u
oTyeTHas OyxraaTepckas OOKYMeHTAIlus, MOKyMEeHTAIlds 10 MaTepHaIbHO-TeXHUYEeCKOMY
CHaOXeHUIO U [Ip.);

139.6. perucrpanus BXOOSAIIUX U UCXOOAIINX JOKYMEHTOB, lepefaBaeMbIX 110 KaHajlaM
3JIEKTPOCBSI3H ((paKCUMUIbHAS CBSA3b, SIEKTPOHHAS MOYTa U [p.), IPOU3BOAUTCS B TOM XKe
OPsAKE, 4YTO U OKYMEHTOB, lepefaBaeMbIX 10 IOYTEe WU KypbePCKOU CBSA3BIO;

139.7. gnsg peructpanuy BCeX KaTeropuil BXOOALIMX, UCXOAAIIUX U BHYTPEHHUX
nokyMeHTOB 3anonHseTca PKK Ha OymMaxXHOM MM 371€KTPOHHOM HOCHUTEJIe, CofepKalas
COBOKYIIHOCTh PErucCTpPaliOHHO-YYETHHIX CBENEHUU O JNOKYMeEHTe, IO (opMe COTjIaCHO
IIPUJIOKEHUIO 6.

CocTaB u IpaBuIa 3aloaHeHus 00513aTenbHbIX PeKBU3UTOB PKK ompenesneHs corimacHoO
npunoxenuio 7. CoctaB pekBu3uToB PKK MoxXxeT OHITh [OMOJHEH PEKBU3UTAMHU:
«HMcnonuutenb», «PacnucKa UCIIOIHUTENIS B IIOJIyYE€HUU JOKYMEHTa», «X0f UCIIOIHEHUI» U
op. ITopsimoK pacronozKeHus OONONMHUTENbHBIX PEKBU3UTOB Ha KapTO4YKe OMpedennseTcs
opraHu3aluen;

139.8. u3 PKK ¢popMupyoOTCS CIpaBOYHbIE U KOHTPOJIbHBEIE KAapTOTEKU U (UNIH)
aBTOMATU3UPOBaHHEIE 6a3bl (0aHKM) HaHHBIX, C IMOMOIINBI0 KOTOPHIX OCYIIECTBISIOTCS
cIipaBOYHas paboTa 10 JOKyMeHTaM U KOHTPOJIb 3a CPOKaMHU UX UCIONHeHusd. KomudecTBo
sk3eMiIsipoB PKK Ha OymMaxkKHOM HOCHUTEJE, 3all0IHIEeMOM Ha JOKYMEHT, ONpefenseTcs
YHCJIOM CIIPABOYHBIX M KOHTPOJIBHEIX KapTOTEK;

139.9. xypHanbHas popMa perucTpaluyl JOKyMEHTOB JOMYCKAaeTCsS B OpraHU3alusix C
He3HaUUTeJbHEIM 00beMOM HOKyMeHTooOopoTa (mo 600 mokyMeHTOB B rop). 2KypHasl
peructpauuyd JOKyMEHTOB BeOyTcs I0o popmaM cornacHo npunoxenusm 8 um 9. I[lpu
He0oOX0OMMOCTH KypHaJbl MOTYT OBITh HOMOJIHEHE! rpadamMu «Pacnucka B MONy4eHun», «Bupn
NOKyMeHTa», «CpOK IOJIy4eHUsI OTBeTa» U Ip.;

139.10. pemeHue o BbHOOpe (POpPMH perucTpaluy JOKYMEHTOB B OpraHuU3alluu
(KapTO4YHOM WM KypHAaJIbHOM) 3aKPEIISEeTCS B JIOKAJIbHOM IIPAaBOBOM akKTe;

139.11. npu perucTpaluy KaXgoMy OOKYMEHTY IIpUCBauWBaeTCAd PEerUCTPalMOHHBIN
MHEKC, KOTOPHIN IpencTaBnsier cobor nuppoBoe unu OyKBeHHO-IM(PPOoBoe 0603HaAUYEHUE.
OH BKJIIOYaeT B ce0s MOPSAAKOBLIM PETUCTPALMOHHEIA HOMED, IPUCBOEHHBIN TOKYMEHTY IIPH
CO3JlaHUM WU MONYUYEeHUU, KOTOPHIKY MOXKET OBITh [OMONHEH HMHAEKCOM Oeljla IIo
HOMEHKJIaType [ej, MHAEeKCOM IPUMEHsSeMOro B OpraHu3aluu KjaccudukaTtopa
KOPPECIOHIEHTOB, BOIPOCOB [EATENbHOCTH ¥ TOMY NOJOOHBEIM, a TakXe OPYTUMHU
IIOMCKOBBIMU TIPU3HaAKaMU.

140. [Ipuem, peructpaiys U UCIOJTHEHNE BXOAAIINX JOKYMEHTOB:

140.1. BCcsa mocTymawlnasgd B OpraHuM3allii0 KOPPECHOHOEHIIUS, B TOM YUCIeE
IIOCTYIUBIIASA 10 3JEKTPOHHOU IO4YTe, UH(GOPMALMOHHEIM CHCTeMaM BEJOMCTBEHHOTO
(KOpIOPaTHBHOTO) UM MeXBEJOMCTBEHHOTO 3JIEKTPOHHOTO OOKYyMeHT00060pOTa,



IprHUMaeTcs U obpabaTwiBaetcs ciyxk0ou [OV;

140.2. mo BCKPHITHS KOHBEPTOB (ITaKETOB) MPOBEPSIOTCS MPABUIBHOCTh JOCTaBKHU (1O
agpecy Ha KOHBEPTE), IEJIOCTHOCTh YIIaKOBKM, COXPAHHOCTh IledaTel.

Omub0YHO MOCTaBIeHHAs KOPPECIOHMEeHIMs HalpaBasgeTcs 10 Ha3HAYeHHIO, a IIPHU
HEBO3MOXKHOCTH YCTAHOBJIEHUS ajpecaTa BO3BpAIaeTCs OTIPABUTENI0 C IOMETKOH
«O1InO0YHO HOCTaBIIEHO»;

140.3. nocTynuBIIMe KOHBEPTH (ITaKETH) BCKPHIBAIOTCS, 3a UCKIIIOUEHNEM IIPUCITaHHBIX
B ajgpec OOIIeCTBEHHBIX OpraHU3aAIlU¥ UM HMEWIUX IOMETKY «JIM4HO», KOTOpPHE
IepenanTcs agpecary.

Y1akoBKa MOKYMEHTOB, IMOCTYIUBIINX HAa ChEMHBIX MAIIMHHBIX HOCUTENAX (DHCKAX,
OUCKeTax W 1p.), He BCKpHBaeTcs, 00paboTkKe MOOJIEeXUT TOJIBKO COIPOBOMUTENIbHAS
IOKYMEHTAIINS;

140.4. nocne BCKPHITUS KOHBEPTOB (IMaKeTOB) NMPOBEPAITCSI KOMIIJIEKTHOCTh U
COXPaHHOCTDb BJIOXKEHUMH.

B cnydyae moBpexXaeHHS KOPPECIOHOEHINHU M HEBO3MOXKHOCTHU €€ MCIO0JIb30BaHUS
COCTaBJIIeTCSA aKT, ONUH 3K3EeMIIJISIP KOTOPOTO BMECTE C ITOBPEXAEHHON KOPPECTIOHAEHIINEN
HaIpaBIISIeTCS OTIPABUTEIIIO0, BTOPOM ocTaeTcs B cinyxbe [1OY.

OTCyTCTByM0OLIHME B KOHBEPTAX (IaKeTax) JOKYMEHTH, OTAENIbHEIE JIUCTHI, TPUT0KEHUS
3aMpAIIMBAIOTCS Y OTIPABUTENIS, a HAa MOKYMEHTE CTABUTCS OTMETKA «J[OKYMEHTHI (JIUCTHL,
IIPUJIOKEHUsT) 3aTpeOoBaHE» C YKa3aHUEM JIaThl 3a1IpOCa;

140.5. mocye BCKDPHITUS KOHBEPTHl (MaKeTH) YHUYTOXKAKTCSA, 3a UCKIHYEHUEM
CJIEQYIOLIUX CJIy4YaeB:

JaTa Ha OTTHCKE KaJIEeHOaPHOI'o HITeMIIeJid Heo6xonnma KaK CBHUOETEJIbCTBO OaThI
OTIIPABKHU HUJIX TIOJIYyYEHHUA JOKYMEHTAQ;

Ha JOKyMeHTe OTCYTCTBYeT PEeKBU3UT «[]aTa HOKyMeHTa»;
IaTa JOKyMeHTa CYIIEeCTBEHHO OTJIMYAEeTCs OT JAThl ero MOIyYeHUs;
B IIOJIYY€HHOM [IOKYMEHTe HeT 00paTHOTO afgpeca OTIIPaBUTENI.

B YKa3dHHBIX CJIy49addX KOHBEPT IIPUCOEOUHAECTCA K JOKYMEHTY U II0CJIe MCIIOJIHEHUA
AJOKYMEHTa IIOAIINBaeTCA BMeCTe C HUM B [€EJIO0.

A,E[peCHbIe SAPIBIKM KOHBEPTOB M IMAKE€TOB COXPAHSAITCA B ClIyda€ IOCTYIIJICHUSA
KOPPECIIOHOEHIINNY HaJIOZKEHHEBIM IIJIaTeZKO0M [OJIA IIPEACTAaBIIEHUA C OTYETOM B GYXFaJ'ITepI/IIO
B KQaUe€CTBE OIIPpaBOATEJILHBIX MOKYMEHTOB;

140.6. Ha BCex MOCTYIUBIIMX JOKYMEHTaxX B IIPaBOM HUXKHEM YTy IEPBOTO JIUCTa
IIPOCTABJISIETCS OTMETKA O MOCTYIJIEHUH (PEruCTPAlMOHHEIN IITaMII BXOASAIIUX JOKYMEHTOB).



[Itamm IIPOCTABIIAETCA Ha KOHBEPTE (makere), ecnu KOpPpPECIIOHOEeHIIA HEe BCKPBIBAETC.

HOKYMGHTLI, Inmogjiexalire peruCTpaluy B CTPYKTYPHEIX IIOAPA3OEJIEHUAX, IIePEedalnTCA
II0 HAa3HAYEHHUIO UCIIOJIHUTEIAM C IIPOCTABJIEHHEM Ha HHUX PETUCTPAIMOHHOI'O IITaMIla, B
KOTOPOM ITPOCTABIIAETCA OdTa IMOCTYIIJICHU .

Ha HEePETUuCTPUPYEMEIX TOKYMEHTAX, ITI€YaTHBIX U3MaHUAX, DTOKYMEHTAX-IIPUIIOKEHUAX,
O1aHKax JOKYMEHTOB peFI/ICTpaI_II/IOHHBIfI IMITaMII HEe IIPOCTABJIAETCSA;

140.7. Bxogsmiue JOKYMEHTH AOJIXKHBI ObITh 3apErMCTPHPOBAHH B JeHb IIOCTYIIJIEHUS.
PerucTpalMOHHHIM HHOIEKCOM BXO[SIIero HOOKYMeHTa SBISETCS MOPSOKOBHIU
PerucTpanuoHHLIN HOMEP, IPUCBAauBaeMbIM B Mpefeliax MelIoNPOM3BOACTBEHHOI0 I'ofa,
KOTOPBIM II0CJTIe UCIONMHEHUS NOKYMEHTA [IOMONIHAETCS UHOEKCOM Iefla 10 HOMeHKJaType
Ies B COOTBETCTBUM C OTMETKOM 00 MCIIOJIHEHUM IOKYMEHTa ¥ HallpaBIEHUM ero B [EJ0;

Hanpuwmep:

512/1-29

140.8. 3aperucTpupoBaHHBEE [OOKYMEHTH mepepaioTcs u3 cnyxkO0w 1OV Ha
paccMOTpPeHue PYKOBOACTBY. JOKYyMeHTH, He TpeOylollue pelleHusT PYKOBOICTBA,
IepefanTcsl UCIOTHUTEISIM COTJIAaCHO MX KOMIIETEHITUH.

,HOKYMGHTBI paCCMaTpPUBAIOTCA, KaK IIPABMUIIO, B IE€Hb UX IIOCTYIIJICHUA. Teﬂel"paMMBI n
APyrue CpoudHbie MOKYMEHTEI IIepedaloTCAd PYKOBOOUTEIIIO I10 MepPe IMMOCTYIIJIEHU T ;

140.9. pe3ynbTaThl paCCMOTPEHUS JOKYMEHTOB 0TPaxKalTCs B PE30JTIOLUH.

Pe3omonust nepenocutcs B PKK. [TokymeHT ¢ oguuM 3k3emmisgpoM PKK crmyx6oit TOY
HallpaBJISeTCs UCIIOIHUTENIO, a IPY HaJIu4YuK HEeCKOJIbKUX HUCIIOJIHUTEJIE - OTBETCTBEHHOMY
UCIOJIHUTEJII0, YKa3aHHOMY B pe3ononuu nepBeiM. Opus sk3eMingap PKK ocraetcs B
crnyx0e [10Y.

Ecnu mOKyMEHT COTJIaCHO Pe30JIIoINu TpeOyeT KOHTPOIS UCIOHeHus, 9Kk3eMmsap PKK
nepefaeTcs B KOHTPOJIBHYIO CIyXKO0y UM JIUIY, OTBETCTBEHHOMY 3a KOHTPOJIb UCIIOJIHEHUS
OOKYMEHTOB;

140.10. mpu HeOOXOAUMOCTH CPOYHOTO MCIIOTHEHUS UJIA 03HAKOMJIEHUS C JOKYMEHTOM
HECKOJIbKUX CTPYKTYPHBIX ITOfipa3aesieHu# (MOMIXKHOCTHAIX Null) B ciayxk0e [JOY ¢ mokyMeHTa
CHUMaeTCs Heo0X0auMOoe KOJIMYeCTBO KON, KOTOPhle OOHOBPEMEHHO HAIPaBIISIOTCS Ha
ucrnonHeHue. [TogMIMHHUK OOKYMeHTa IMepefaeTcsi OTBETCTBEHHOMY MCIIOIHUTEIIO C
IIOMETKOU O Iepefaydye KOIMUU COUCIOIHUTENSAM. [JOKYMEHT IepefaeTcss UCIOJIHUTEIAM
II00YEPEOHO, €CITH Pa3MHOXKEHNE NOKYMEHTa He pa3pellaeTcs.

s YCKOpPpEeHHNA IMpPpOoOnecCOB HCIIONIHEHHWA OOKYMEHTOB, a TaKXe€ B CIIPABOYHO-



MHPOPMaUMOHHKX IeNiIX JOKYMEHTH Ha OyMaXKHBIX HOCHUTENSIX, MOCTylNaloIllde B
OpraHu3alyio, MOT'YT I€PEeBOJUTLCS B 3JIEKTPOHHBLIM BUJ IyTEM CKaHUPOBAHUSA UJIU UHBIM
crioco6oMm. Hanuune 371eKTPOHHOM KOIUY MOKYMEHTa Ha OyMakKHOM HOCUTeJe He OTMEeHsSeT
He00XOOUMOCTHY OCYIIECTBIEHUS C MOCTYNUBIIMM OOKYMEHTOM Ha OyMaXXHOM HOCHUTeJIe
NeJI0TIPOU3BOACTBEHHBIX Ollepaliii, yCTaHOBJIEHHBIX HacToAle MHCTPyKIMe, B TOM 4YUCIie
B 4aCTH (QOPMHUPOBAHUS €r0 B AETIO.

[IBUKeHVe NOKyMeHTa B IIPOLiecce ero UCIOoIHeHNsI GUKCUPYETCS BO BCEX IK3EMILISPax
PKK;

140.11. mokyMeHTHI, 3aperucTpupoBannrie B cinyxk0e [IOY, He moanexaT MOBTOPHOU
pPerucTpanyu B CTPYKTYPHEIX TOAPA3OeNIeHUIX;

140.12. gOKyMeHTHl NepenarnTCcsd Ha PacCMOTpPEHHEe PYKOBOOUTENI0 CTPYKTYPHOIO
nofpa3felieHusl WU ero 3aMeCTUTEeJII0 COrJIaCHO YCTaHOBJIEHHOMY paclpefesieHUI0
00s13aHHOCTEH;

140.13. fOKyMeHT C MOMEHTa MOCTYIJIEHUS [0 3aBePIIeHUS UCIIOJTHEHUS HaXOOUTCS Y
VICTIOJTHUATENIS ¥ B JeJI0 He TIOMEeIaeTCs;

140.14. Ha HCHOOIHEHHOM [OOKYMEHTEe HCIOJHUTEJIeM HJIU DPYKOBOOUTEJIEM
CTPYKTYPHOTO TOAPa3esIeHUus-UCIOJIHUTEIS IIPOCTABIISIETCS OTMeTKa 00 MCIIOIHEHUU
NOKyMEeHTa ¥ HaIllpaBI€eHUU ero B [EJI0 C yKa3aHHEM MHOEeKCa fiefjla, B KOTOpOe JOKYMEHT
OymeT MmoMelreH.

OTBETCTBEHHBIM 3a OEJIOIIPOU3BOACTBO IIEPEHOCUT OTMETKY 00 MCIIOTHEHUHU OJOKYMEHTa
W HaIIPABJIEHUHU €T0 B OEJI0O B PETUCTPALIUMOHHYIO (bOpMy, Imocjiie 9ero JOKyMeHT IIOAMINBAETCA
B IEJI0;

140.15. uckmImOYeH.
141. Perucrpauus u oTIpaBKa UCXOASAIIAX JOKYMEHTOB:

141.1. ucxogsamue DOKYMEHTEH, B TOM YUCJIe OTIIPaBIIsieMble [10 3JIEKTPOHHOU II0YTe,
MH(QOPMaLXOHHEIM CHCTEMaM BEJOMCTBEHHOTO (KOPIOPATUBHOTO) UJIKM MEKBELOMCTBEHHOT0
3JIEKTPOHHOTO JOKYMEHT0000pOoTa, peructpupyrcs B ciyx0e [IOY mocne ux mognucaHus
PYKOBOOUTEJIEM OpraHU3aluy WU UHEIMU YIIOJTHOMOYEHHBIMY JIULIaMU B COOTBETCTBUU C UX
KoMIleTeHIMel. [JOKyMeHTHl pEerUCTPUPYIOTCS B IEeHb UX IOONUCaHUS;

141.2. ucxopsmue JOKYMEHTHI JeIATCS Ha UHULIMATUBHEIE 1 OTBETHEIE;

141.3. uHAEKC MHULMATUBHOIO MCXOAAILIEro JOKyYMeHTa BK/IIOYaeT UHOEKC Aejia II0
HOMEHKJIaType [eJl, B KOTOPOM OymeT XPaHUTHCS KOMUS OTIPaBISIEMOr0 HOKYMEHTa
(mpocTaBngeTcd B MoApa3feleHUHU, MOATOTOBUBIIEM OOKYMEHT), U depe3 ApobOb -
MOPSAAKOBBIM PETrUCTPALMOHHBIM HOMED, IpPHUCBaAMBaEMBI HCXOOAIIUM HOOKyMEHTaM B
npenesnax OefoNpPOM3BOACTBEHHOIO rofa ciyxkoboit [1OY;
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141.4. Ha KaX[blii MHUIIMATUBHBIN JOKYMEHT, TPeOyIOIIKii 0TBeTa, 3al0IHAI0TCS, KaK
npaBuso, asa 3k3eMmnisapa PKK. Ogun 3k3eMnisgp oMelnaeTcs B CIIPaBOYHYI0 KapTOTEKY,
BTOPOU - B KOHTPOJBHYIO. [Ipy HemoCTynJeHHH OTBeTa B CPOK KOPPECIOHOEHTY
HaIpaBJIgeTCs HallOMUHAHUE;

141.5. perucrtpanus OTBETHHIX JOKYMEHTOB OCYIIECTBIISAETCS, Kak npasuio, Ha PKK, Ha
KOTOPHIX OBIIM 3aperucTPUPOBaAHBl COOTBETCTBYIOUIME WHULIMATUBHBIE TOKYMEHTHI.
PeructpaluOHHBIM HHIOEKCOM OTBETHOr0 OOKYMEHTa SBJIAETCSI HHOEKC Oeja Io
HOMEHKJIaType, B KOTOpoM OyfgeT XpaHUTHCA KOMNHUS OTBETHOTO OOKYMeHTa, H
PETUCTPAIMOHHBIM HOMED TOCTYIIJIEHUST UHUIIMATHBHOTO nokyMeHTa. B PKK undopmanus oo
OTBETHOM [IOKYMEHTe 3aluchiBaeTcs B rpady «OTMeTKa 00 UCIOTHEHUY TOKYMEHTa».

B 3aBUCHMOCTH OT NPUHATOU B OpraHU3alydu CUCTEMBl PETUCTPaluU HOKYMEHTOB
LOIIyCKaeTCsl PeruCTpUpPOBaTh OTBETHHIE NOKYMEHTH Ha OTHenbHBIX PKK. PerucrpaiuoHsbiM
MHIEKCOM TaKOr0 MCXOOSIIero JOKYMEeHTa SBAsSeTCSd MHOEKC Aejla II0 HOMEHKIaType, B
KOTOPOM OyHeT XpaHUTHLCS KOMMUSA OTBETHOTO JOKYMEHTA, ¥ MOPSAAKOBLIM pPeruCcTpalliOHHBIN
HOMEP HUCXOOAIero JOKyMeHTa, MpUCBanMBaeMbld UCXOAAIIMM AOKYMEHTaM B IIpefelax
Ie0IPOU3BOICTBEHHOTO Tofa ciyxbou [TOY.

Ha oTBeTHOM HOKYMEHTE IPOCTAaBISETCS CChIIKA Ha MCXOOSUIAM PEeruCTpalliOHHBIN
MHIEKC ¥ [aTy JOKYMEHTa-3amIpoca;

141.6. oTnpaBKa OOKYMEHTOB ocymecTBasieTcs cayxk0oi [T1OY. B cnyx6e JOVY
IIPOBEPSIETCS TPABUILHOCTD O(POPMIIEHUS TOKYMEHTOB: Halu4yrie He0OXOOUMBIX PEKBHA3UTOB,
IIPUI0KEHNHM, COOTBETCTBHE KOIHMYECTBA 3K3EMIIJIIPOB JOKyMeHTa KOJIMYECTBY agpecaToB,
IIPaBUJIBHOCTh agPECOBAHUS U [IP.

HenpaBunbHO oGoOpMIeHHHE W HEKOMIIJIEKTHbHe HOKYMEHTH BO3BpalllaloTCs
UCIIOJTHUTEJISIM;

141.7. oTnipaBnseMble JOKYMEHTH IepefaioTcs B ciyxk0y [1OY B He3aKOHBEPTOBaHHOM
BUZIE C OTMETKOU 0 KaTerOPUY OTIIPaBIeHUs (Ipu HeOOXOAUMOCTH);

141.8. JOKyMeHTH Ha Ch€MHHIX MAIIMHHBIX HOCUTENSIX (OUCKaX, MUCKeTax W Op.)
IIPAHUMAIOTCS K OTIIPaBKe B YIIaKOBKE, COOTBETCTBYIOIIEN TEXHUUECKUM TpeOOBaHUSM, IIPU
HaJIM4YU¥ COINPOBOOUTENHLHOTO IHUChbMa, O0QOPMJIEHHOTO M 3aPETUCTPUPOBAHHOTO B
YCTAHOBJIEHHOM Topsiake. Komust COmpoBOAUTETbHOIO TMChMa ITIOMeIlaeTcs: B AejI0 Ha 00Imux
OCHOBAHUSIX;

141.9. moKyMeHTHI, HallpaBjsieMble 00jiee 4YeM B YeTHIpe afipeca, IepemarTcs s
OTIIPABKHU CO CIIMCKOM Ha PACCHUIKY, 0GOPMJISIEMBIM B COOTBETCTBUU C TPeOOBAaHUSIMU
nyHKTa 51 HacTosmen MHCTpyKIuy.



Ha 3aKa3HyH KOPPECIOHOEHIIMI COCTABISETCS PeeCTP PacCChIIKH, B KOTOPOM
OTIIPABUTENIEM IPOCTABAAITCA (haMuUIusA U JaTa OTIPaBKU. PeecTp co mTeMiIeneM
OT[IeJIEHUSI CBSI3M IOMIIMBAETCS B Aeso ciyxkOwur [1OY;

141.9'. oTnpaBKa JOKyMeHTa B 3JeKTPOHHOM Bufe 0ollee 4eM B ONMH afpec
OCYIIECTBIISIETCS IIYyTeM MPUKPEIIEHUS eT0 K COO0IIeHNI0 3JIeKTPOHHOM MOYTH], YKa3aHUS B
COOTBETCTBYIOIIEM II0JIe BBOfla BCeX OGHUMAbHEIX aflpeCcoB COTJIaCHO CIIKMCKY Ha PaCCHIIKY.
OdunuanbHEIM afipecoM 3JIEKTPOHHOM IMOYTH SBISETCS agpec, YKa3aHHBIM Ha OlaHKe
OpraHu3aluy;

141.9%. oTMeTKa 06 OTIpaBKe (IITAMI OTIPaBKM) 3JIEKTPOHHON KONUH NOKYMEHTa Ha
OyMaxXHOM HOCHUTEJIe TI0 3IeKTPOHHOM 1mo4Te, HGOPMAILIMOHHEIM CHCTEMAaM BEIOMCTBEHHOTO
(KOpIOpPaTUBHOTO) WM MEXBEIOMCTBEHHOTO 3JIEKTPOHHOTO [OOKyMeHT00o6OpoTa
IIPOCTaBJISIETCS Ha MCXOAALIeM AOKyMeHTe Ha OyMaxXHOM HOCHTeJle, OCTAlOIIeMCS B
OpTraHM3allud, TOJbKO II0CJe ero (paKTUYeCKON OTIPaBK{ IO 3JIEKTPOHHOW IIOUTE;

141.10. o6paboTKa ¥ OTIpaBKa JOKYMEHTOB OCYIIECTBJISIOTCA B JeHb UX MOONUCAHUS
UJIY He T03[IHee Cclenyoilero paboyero gHs.

142. Pel"I/ICTpaI_[I/IH " UCIIOJITHEHHWE BHYTPEHHUX NOKYMEHTOB:

142.1. paboTa c BHYTPEHHMMU OOKyMeHTaMM Ha 3TalaX IMOATOTOBKH U 0HOpMIeHUS
BeJIeTCS II0 IIpaBUaM, YCTAHOBJIEHHBIM [JIT PA0OTHI C UCXOMSIITUMY JOKYMEHTaMU;

142.2. BHYTPpeHHMUE MOKYMEHTH, B TOM YHCJIe JOKYMEHTH B 3JIEKTPOHHOM BHIE,
peructpupyorca Ha PKK unu B XKypHanax perucTpaluy BHyTPEHHUX NOKYMEHTOB IIOCIIe UX
nonanucanus (yreepxkueHus). [Ipy He3HaUUTEIbHOM 00beMe JOKYMeHT0000pOoTa BHYTPEHHUE
INOKYMEHTHI, B TOM YHCJIe JOKYMEHTHI B 3JIEKTPOHHOM BH[IE, OMYyCKAETCS PETUCTPHUPOBATH B
JKypHaJe perucTpaiyuy UCXOOIIuX NOKYMEHTOB;

142.3. peructpauus pacrnopsaguTeIbHbIX JOKYMEHTOB U IPOTOKOJIOB OCYIECTBIISETCS
II0 BUJaM OTHEJIbHO OT APYTUX BHYTPEHHUX JOKYMEHTOB.

PacmopsouTenbHble HOKYMEHTH 110 OCHOBHOM [I€ITEIbHOCTH, 110 TUYHOMY COCTaBY, I10
aIMUHUCTPATHBHO-X035IMCTBEHHBIM BOIIPOCAM PETUCTPUPYIOTCS OTIEIbHO.

PacnopsiguTenbHBIe JOKYMEHTH MO JUYHOMY COCTABY, [JiT KOTOPHX aKTaMu
3aKOHOIATENIhCTBA YCTAHOBJIEHBI PA3HBIE CPOKU XPAHEHWS, PETUCTPUPYIOTCS OTIENBHO.

PacnopsiguTenbHblE TOKYMEHTH ONpeie/IeHHOW Pa3HOBUOHOCTH IIPU UX 3HAUUTEIbHOM
o0beMe [ONyCKaeTCd pPEerucTpupoBaTh OTHeJIbHO. Hampumep, OTOENbHO MOTYT
PETUCTPUPOBATHCA IPUKAa3bl 0 BHECEHUM M3MEHEeHHUU B IITAaTHOE pPacluCaHue, IPUKa3bl 0
KOMaHUPOBaHUY, O TPEOCTaBIeHUN OTIIYCKOB U [P.;

142.4. perucTpalMOHHBIM HHOEKCOM PacCIOpPSAUTENbHOTO HOKyMeHTa, IPOTOKOJa
SBASETCS MOPSIOKOBLHIM PETruCTPaAllMOHHBIM HOMEp, NMpPUCBaUBaeMH eMy B Ipemenax
IeJI0TIPOU3BOAICTBEHHOTO TOfIa.



PeructpalMOHHBIM MHOEKCOM pacCHOpPAAUWTENIbHOTO HOOKyMeHTa (mpuKa3sa,
pacIopsiKeHHUs) M0 IUYHOMY COCTaBY SBIISETCSA MOPSIAKOBHIM PErdCTPAllMOHHBIN HOMED,
IIpUCBaBaeMHEIM €My B IpefiesiaxX Oel0MPONu3BOACTBEHHOI0 T'0fla, JOIOIHEHHBIN IMTEPOU «K»
(O DOKYMEHTOB 75-7IeTHETO CPOKa XpaHeHUs) UK «JI» (OJId JOKYMEHTOB 3-IeTHETO CpoKa
XpaHEHHUs).

PeructpaiiioOHHBIM HHOEKCOM PACIOPSAUTENLHOTO JOKYMEHTa, PETUCTPUPYEMOTO B
OpPsSOKe, ONpeNeeHHOM 4YacCThI0 YEeTBEPTOM HOANYHKTa 142.3 HaAcCTOAIIEro MYHKTA,
SABJISIETCS TOPAOKOBHM PEruCTPallMOHHBEINM HOMED, NMpPHCBaMBaeMBIM €My B IIpefenax
0eJIONIPOM3BOACTBEHHOTO ToOfa, MOOIOJIHEHHHNW HOEHTUQUIUPYIOUIMM pPa3HOBHOHOCTH
NOKyMeHTa OYKBEHHBIM WM WHBIM YCIIOBHBIM 0003HA4EHUEM;

142.5. coBMeCTHBIE paCHIOpPAOUTEJIbHBIE OOKYMEHTHI, IIPOTOKOJIBI COBMECTHBIX
3aceqaHUM MMEKT COCTaBHBIE MHOEKCH, BKIIOYAKIINe MOPSAOKOBLEIE PErUCTPalMOHHBIE
HOMepa, IIpucBavBaeMble UM B OpPraHM3alUsaX, UX IIOATOTOBUBIIUX;
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142.6. peructpalluOHHBIMU HMHOEKCaMM AOKJIAAHBIX 3alMUCOK, CIPABOK U OAPYTUX
MHGOPMaIMOHHO-CIIPAaBOYHHIX JOKYMEHTOB SIBISIOTCS MX MOPSAOKOBHEIE PETHUCTPALMOHHBIE
HOMepa, MpHuCBauBaeMble B IIpefesiaXx AeJIONPOU3BOACTBEHHOTO rofa, KOTOPEIE MOTYT
IOTIONHATLCS WHAEeKCaMM el 110 HOMEHKJIaType [el;

142.7. paccMOTpeHUe ¥ UCIOJHEHNE BHYTPEHHUX JOKYMEHTOB OCYIIECTBIIAETCS B
COOTBETCTBHUH C YCTAHOBJIEHHBIM MOPSIOKOM 00pa00TKM BXOMASIIUX JOKYMEHTOB.

IokyMeHTHI, TpeOyIolre KOHTPOJIS UCIIOHEeHHU S, TIepefaloTCsd B KOHTPOJIbHYIO CITykK0Y
nns 3anonHenus PKK. M3 PKK Ha BHyTpeHHUE ODOKYMEHTH (QOPMUPYIOTCS KOHTPOJIbHLIE U
CIIpaBOYHBIE KAPTOTEKHU.

143. UudopMalmOHHO-TIOMCKOBasA CHUCTEMA 110 JOKyMeHTaM OpraHu3alliu:

143.1. B opranu3anusax CO3[al0TCSI TPaAULMOHHEIE (DYYHBIE) U @aBTOMaTU3UPOBaHHEIE
nHQOPMAIIMOHHO-TIOUCKOBEIE cucTeMbl (manee - MIIC). UIIC cTpostcs Ha ocHOBe PKK,
KOTOPHBIE 00BEeIUHSIOTCS B KapTOTEeKH 1 0a3kl (0aHKM) PETUCTPAIIMOHHBIX TaHHBIX;

143.2. npu TpaguUIMOHHOM KapTOYHOM perucTpanuu IedaTaeTcs HeoOxXxomumoe
konu4yecTBO PKK, KOTOpEIe MOTYT 00BbeIUHATHCS B CIPaBOYHBIE U KOHTPOJIbHBIE KaPTOTEKY;

143.3. cripaBOYHEIE KAPTOTEKY [OEJIATCS Ha [BE YaCTU: HEMCIIOJIHEHHbIE U UCIIOJTHEHHBIE
nokyMeHTH, PKK B KOTOPEIX CUCTEMATU3UPYIOTCS 10 CIIEAYIOUM IIpU3HaKaM:

MpegMeTHO-BOIIPDOCHOMY HJIX TE€MaATUYECKOMY (B COOTBETCTBUU C cogepXKaHueM
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JOKYMEHTOB HJIHA C(bepOIjl JesaTeJIbHOCTH, K KOTOpOfI OTHOCATCA JIOKy'MeHTBI),'

110 HOMEHKJIaType feJjl (B COOTBETCTBUM C Ha3BaHUSIMHU A€l 10 HOMEHKJIAType Aell Un
UX UHOEKCAMH);

KOPPECIOHOEHTCKOMY (II0 HaWMeHOBAHMUSM HJIU YCIOBHEHIM 0003HaUYeHUSIM
OpraHu3alui, C KOTOPBIMM BEHETCS MEepPemnuckKa);

10 UCIIOJIHUTENSAM (110 CTPYKTYPHBIM MTOAPA3eIeHUIM);

andaBuTHOMY (B anaBUTHOM IMOpsAgKe (aMunuid, HauMeHOBaHUU OOBHEKTOB WU
IIPEIMETOB);

reorpa¢pu4eckomy (110 HaHMEHOBAaHUSIM afMUHUCTPATUBHO-TEPPUTOPHAILHEIX €IUHHUI);
HOMUHAJIbHOMY (I10 Ha3BaHUIO BUAOB UJIM Pa3HOBUOHOCTEX TOKYMEHTOB);

perucTpandoHHOMY (IO TOPSAOKY BO3pacTaHUS pPErucTpaluoOHHBIX HOMEPOB
OOKYMEHTOB).

BeI6Op MOMCKOBOTO NMPU3HAKA OMPEeOenseTcs B 3aBUCUMOCTH OT BUIOB JOKYMEHTOB U
XapakTepa WHPOPMAIIMOHHEIX 3alIPOCOB.

HepBaH YaCThb KaPTOTEKHU CIIYXKHUT OJId IIOMCKa CBeeHUH O OJOKYMEHTAaX B IIpOoIieCcCe ux
HUCIIOJTHEHU . BTOpaH YaCTb KaPTOTEKHU CIIY2KUT AOJIA ITIOMCKa UCIIOJIHEHHBIX HOKYMEHTOB.

[To mepe ucnonuenus fokKyMmeHToB PKK c HeoOXOmUMBIMY OTMETKAaMU IIepeMeIaloTCs
13 IIePBOM YaCTH KapTOTEKU B COOTBETCTBYIOIINE Pa3hesibl U PyOPUKY BTOPOH;

143.4. B 3aBUCUMOCTH OT 0o0ObeMa HOKYMeHT0000pOTa, CUCTeMBl PEeTUCTPAlluy U
KOHTPOJIS UCIIOJIHEHUS NOKYMEHTOB, 3afad IMOMCKa MOXKET BECTUCh euHas ClpaBOYHas
WIIC unu HEeCKONIbKO CaMOCTOSTeNnbHBIX. OTHOenbHBIe KapTOoTeKu (0a3bl MaHHHIX)
GbopMUDPYIOTCS Ha BXOASAILIME OOKYMEHTH, MHUIMATUBHBIE HCXOOAIINE OOKYMEHTHI,
oOpalleHus rpaxyaH, B TOM YHCJie UHOUBUAYAIbHBIX MPEANPUHUMAaTENe, ¥ IOPUANIECKUX
nuil. [Tpu OONBIIOM KONMHMYECTBE HOPMATHBHBEIX ITPABOBHIX aKTOB M PACIOPSIAUTETbHBIX
OOKYMEHTOB, UCIOJIb3YEMEIX B AESITEeJIbHOCTA OpraHM3allii, Ha HUX MOTYT CO3[aBaThCs
OTHenbHbIe KOTU(PUKaAIIMOHHEIE KAaPTOTeKH (6a3bl JaHHBIX).

[lepeyeHb HAMMEeHOBaHMM 0a3 MAaHHBIX aHAJIOTUYEH ITePeYHI0 HauMeHOBaHUN KapTOTEK.
144. YueTr o6beMa IOKYyMeHTO000POTa:

144.1. o6beM TOKYMEHTO000pPOTa - KOJIMYECTBO JOKYMEHTOB, IIOJTyYEHHBIX (BXOOSAIINE)
Y CO3[aHHBIX (BHYTPEHHME, UCXOMIIMe) OpraHu3alyeil 3a onpegeeHHbIN Iepuof BpeMeHY;

144.2. mopcyeT KOMMYECTBa JOKYMEHTOB IPOU3BOOUTCS 10 PETHCTPAILMOHHEIM (HhOopMaM
B MeCTaX UX PerucTpaluu.

3a egUHUIY y4eTa MPHHUMAETCS OOUH 3K3eMIJSAP MOKyMeHTa 0e3 ydyeTa KOIUH,



CO3daBa€MBbIX IIPH IMeYaTaHUKU U PAa3MHOXKEHUHU. Kax s OJOKYMEHT YUUTEIBAETCA OOUH Pa3.
HpI/IHO}KeHI/IH K DOKYMEHTY YYUTEIBAKOTCA BMeCTe C HUM KdK OOWH JOKYMEHT.

OTHoenbHO YYMTHIBAIOTCS IOJYYEHHEIE M CO3JaHHLIE OpPraHU3allueld JOKYMEHTHI,
oOpalrieHus rpaxmaH, B TOM YHCJIe WHAWBUAYAIbHEIX IPEOIPUHUMATEeH, ¥ I0PUIUIECKUX
JINII.

Pa3MHOXeHHbIE 9K3eMIISIPhl (KOIHUK) YYUTHIBAIOTCS OTHOEIbHO II0 XypHanaM paboT B
MaIIMHOMMCHOM U KOTIMPOBAIbHO-MHOXKUTEIFHOM 010p0 U (M) 110 CIIMCKaM Ha PaCChIUIKY;

144.3. B opraHu3aluu MOXKeT IMPOBOOUTHCS IOJIHHINA U BHIOOPOUYHHIA y4yeT o0beMa
NOKyMeHT0000pOoTa (110 BCel opraHu3alliy, II0 CTPYKTYPHBIM HOJpa3fe/ieHHusIM, II0 TPYIIIaM
OOKYMEHTOB U T.7.).

YueT u aHanu3 o6beMa OOKYMeHT0000pOTa B OpPTaHU3alUU OCYLIECTBIISIOTCS IIOT
pykKoBoncTBOM ciyxk0el [10Y;

144.4. pe3ynbTaTh yueTa o0beMa HoKyMeHTooOopoTa obobiatorcsa ciyxkb6ou [JOY u
IIPEMICTaBNSAI0TCSA PYKOBOACTBY OpraHM3alldU O BEIPaOOTKU Mep 10 COBEPLIEHCTBOBAHUIO
paboTEI C IOKYMEHTaMU;

144.5. cBegenus o0 o6beMe OJOKyMeHT0000pOTa KMCIIONb3YIOTCS [/ YCTAaHOBIEHUS
CTPYKTYPH M IITaTHOW uucieHHOCTH cinyxk0vl [TOY, BriOOpa TexHomoruu pabOTH C
NOKYMEHTaM{ U CPEACTB aBTOMaTH3alluU [eJIONPOU3BOACTBA, ONpENesIeHUsS CTEelNeHHU
3arpyxkeHHocTd cnyxk0bl [JOY u oTHenbHBIX PabOTHUKOB.

I''TABA 9
KOHTPOJIb UCIIOJTHEHUA TOKYMEHTOB Y IIOPYYEHUM

145. 3agayu KOHTPOJIS UCIIOJTHEHUS:

145.1. uenbio KOHTPONS sABIsSeTCS o0ecledyeHue CBOEBPEMEHHOT0 U KaYyeCTBEHHOTO
VICIIOJTHEHU S IOPY4YeHU, 3aUKCUPOBAaHHLIX B IOKYMEHTaX;

145.2. KOHTPONW MOAJexXaT BCe 3aperducTpPpUpPOBaHHBIE HOKYMEHTHI: BXOOAIIUE,
MCXO[SIIMe U BHYTPEHHNE, KOTOPHIE 1I0 CBOEMY XapakTepy TpeOyioT peinenus (oTBeTta). Ha
KOHTPOJIb MOT'YT OBITh TIOCTABJIEHH TAKXKE YCTHHIE ITOPYUYEHUSI PYKOBOMCTBA;

145.3. KOHTPONb OCYIIECTBISIOT PYKOBOOUTENbL opraHu3anuu, cinyxba OOV u
OTBETCTBEHHBIE HCIIOITHUTEIH.

Ha KOHTponupyeMEIX JOKYMeHTaX IIPOCTaBIIAETCSA OTMETKa 0 KOHTPOJIe.
146. CpokY UCIIONTHEHUS JOKYMEHTOB:

146.1. cpoKu UCIONMHEHUS OOKYMEHTOB MCUMCIAIOTCS B KaleHOapHBIX OHSX C AaThl
moAnucaHus (YTBEPXKOEHUS) MOKYMEHTa, a OJIS MOCTYMUBIINX - CO OHS, CIIeOYyIOIIero 3a
OHEM perucTpaluy OOKYMeHTa B OpraHM3alldH, eCJIi MHOe He YCTAHOBJIEHO aKTaMH
3aKOHOMIaTENIbCTBA;



146.2. CPOKH HUCIIOJTHEHUA JOKYMEHTOB MOT'YT OBITh TUIIOBEIMU WJIU WHOWBUOYAJTbHBIMU.

Tunoswie CPOKH HCIIOJTHEHHUA HTOKYMEHTOB YCTAHABJIIMBAKTCA HOPMATHBHBIMU
IIPAaBOBBEIMH aKTaMH.

VHOuBUOyaIbHEIE CPOKM HCIIOTHEHHUS MJOKYMEHTOB YKa3bIBAIOTCS B TEKCTE MOKYMEHTa
WU B PE30JTIONUY PYKOBOIUTEIS;

146.3. TOKyMEHT, OJi1 KOTOPOrO TUIIOBOY MJIM MHOUBUAYAJIbHBIM CPOK UCIOJIHEHUS He
YCTaHOBJIEH, NOJIKEH OBITh UCIOJHEH B TedeHUe 15 OHeU, eCciu WHOE He YCTAHOBJIEHO
aKTaMU 3aKOHOLATEJIbCTBA;

146.4. ecnu KpaWHsAsd maTa UCIONMHEHUS JOKYMeHTa (MOPy4YeHHUSs) MPUXOOUTCSA Ha
Hepabouuyl OeHb, OH JOJXKeH ObITh UCIOJIHEH He I03[4Hee IePBOT0 CIeAyIoLero 3a HUM
pabouero gHS. B cnydae, Korma CpPOK HCIOJNIHEHHUS MOKYMeHTa ONpefessieTcs C
MCII0Th30BaHUEM TIPEMJIOTa «I0» UM «K», YKa3aHHas 3a HUM [laTa SIBIISIeTCSI KpalHen JaTou
VICIIOJTHEHUS NOKYMEHTa;

146.5. gomyckaeTcs M3MeHEHHEe CPOKOB HCIIOJIHEHHUS OOKYMEHTOB (IIOPy4YEeHUH).
V3MeHeHUEe CpOKa MCIOJIHEHUS IPOU3BOAMUTCS JHUIOM, YCTAHOBUBIIHUM €TO0.
AprymeHTHUpOBaHHas Mpockba UCIIOTHUTENIS O IePEeHOCe CPOKa HaIpaBIIsIeTCs MUCbMEHHO (B
dbopMe JOKIagHOW 3alMCKU) UJIM YCTHO JIUIy, YCTaHOBUBIIEMY CPOK, HE MeHee 4eM 3a 5
OHEU [0 MCTeYeHUsS CpOKa HCIONHEHUS UM Cpa3y XKe IO0Cje MOJy4YeHUs 3aJaHusd.
M3MeHeHUe MOKYMEHTUPYETCS - MTPOCTABISIOTCS HOBHIM CPOK, faTa U3MEHEHUS U TOMIUCH.
V3aMeHeHUsI BHOCSTCS B PEeTUCTPAllMOHHEIE (DOPMEL.

147. WcnonHeHue OOKyMeHTa (IOpYy4YeHHUs) MOXKeT OBITh IMOPYYEHO HECKOJIbKUM
UCIONHUTeNAM. MV CHONMHUTENb, yKa3aHHBIM IEPBHIM, SABISETCS OTBETCTBEHHHIM
UCIIOJIHUTENIEM U OTBedaeT 3a CBOEBDeMeHHOe U KaueCTBeHHOe HCIIOJIHeHUe 3afaHus B
nenoM. OTBETCTBEHHOMY HCIIOJIHUTENI IPefoCTaBlseTCs NMPaBO KOOPAUHUDPOBATH U
KOHTPOJIUPOBAThH [EeHCTBUS UCIOIHUTENEN: CO3EIBATh COBEIaHUs, TpeOoBaTh HEOOXOUMEIE
MaTepuaskl, JaBaTh NOPYYEHUS U IP.

148. Opranusanuus KOHTPOISA UCIOTHEHUS:
148.1. cucteMa KOHTPOJIS UCIIOJIHEHUS BKIIIOYAET:

y4eT KOHTPOIUPYEMHEIX DOKYMEHTOB (IOPYUYEHHM) U UX CBOEBPEMEHHOE MOBEOeHUE [0
UCIIOJIHUTEJIEH;

KOHTPOJIb 32 CPOKAMH MCIIOJTHEHHUS;
IIPOBEPKY U PETYIHPOBAaHKE X0[a UCIIOJIHEeHUS, CHATHE TOKYMEHTOB C KOHTPOJIS;
y4eT ¥ OTYETHOCTh O pe3ylbTaTaX UCIOTHEeHUS;

OLIEHKY COCTOSIHUS UCIIOTHUTEIbCKOU TUCITUIIIIAHEI;

148.2. y4eT KOHTPOJIUPYEMBIX NOKYMEHTOB (IOPYYEHUM) U KOHTPOJIb UCIIOJIHEHUS



CTPOATCA Ha OCHOBE PETUCTPAIIMOHHEIX NaHHBIX, OTPA2KE€HHEIX B PKK;

148.3. sx3emmngapsl PKK, 3anonHseMble Ipyu perucTpanuy JOKYMEHTOB, UCIIOJIb3YIOTCS
mpu GOPMUPOBAHUY KOHTPOJIbHOU KaPTOTEKH.

Ha ofuH KOHTPOJIUPYEeMBIM JOKYMEHT MOXKeT ObITh 3amoiHeHo HeckKonbko PKK B
COOTBETCTBUM C YHCJIOM KUCIOJIHUATEJIEHW, 3aJaHU UK PA3IMYHBIMU CPOKaMU KMCIOJTHEHU .
[Ipy HECKOJIBKMX KUCIIOJIHUTENSAX, OOUH M3 KOTOPHIX Ha3dHayaeTcd oTBeTCTBeHHHIM, PKK
3aIl0JIHAETCS TOJIBKO U1 IIepefayy UCIIOJTHUTEII0, Ha3HaYEeHHOMY OTBETCTBEHHEIM.

YcTHOE Opy4YeHue PYKOBOAUTEJIS, IOCTaBIEHHOE Ha KOHTPOJIb, TaKXKe (PUKCUPYEeTCS B
PKK, 3amonHsieMoi B HE0OX0OUMOM KOJIMYECTBE 9K3EMITISIPOB;

148.4. opun sk3emnngap PKK ocraercss B cnyxk6e KOHTPOJS U MOMEIIAaeTCs B
KOHTPOIBHYIO KAPTOTEKY, BTOPOY MePefaeTCs UCIOTHUTEII0 BMECTE C JOKYMEHTOM;

148.5. PKK rpynnupyioTcs B KOHTDPOJBHEIX KapTOoTeKaXx IO pa3feyaM,
COOTBETCTBYIOIIUM YUCJIy OHEU Mecslla, COTJIaCHO YCTAHOBJIEHHHIM CPOKaM HUCIIOJIHEHUS
OOKYMEHTOB (IOPy4YeHU), MO0 UCXOOAIMUM OOKyMEHTaM - COTJIaCHO OXHUAaeMBIM JaTaM
IIOJIy4eHUs OTBETOB.

PKK C nepCnekTUBHEIMU U NIPOCPOYEHHBIMU CPOKAMHU WUCIIOJIHEHUS TOKYMEHTOB
(mopy4eHuil) TPYNIUPYIOTCS B CaMOCTOSTEIbHEE pa3fefibl KOHTPOIbHOM KapTOTEKH.

B KOHTPOIbHOM KAapTOTEKE MOTYT BHIIEJSATHCS OOIOHUTENbHEIE Pa3feNbl U PyOPuKu
st cucteMaTtu3anuu PKK mo ucronmHuTensIM u rpynmnaM JOKYMeHTOB (IIpUKa3bl, pelleHus u

op.);

148.6. KapTOTEKa eXeQHEBHO NMPOCMAaTpPUBAETCS KOHTPONbHOU CHyXKO00H C LEeNbio
MHGOPMUPOBAHUSA PYKOBOOUTEIS U UCIIONHUTENEW 0 MpUONIuXKeHUU (MCTeYeHUHN) CPOKOB
HCIIOTHEHHUS TOKYMEeHTOB. [IpeaynpexaeHne UCIOMHUTENIEN OCYIIECTBISAETCS, KaK IIPaBUIo,
3a 2-3 [OHSA [0 UCTeYeHUs YCTaHOBIIEHHOTO CPOKa;

148.7. moKyMeHT (IOpy4YeHHE) CHUMAaeTCsAd C KOHTPOJIA IOCJie ero HCIOIHEHHS,
IIOATBEPKAEHHOTO NOKYMEHTAJIbHO.

CBUOETEeNbCTBOM HCIIOJIHEHUS OOKYMEHTa (IOpy4YeHUs ) SBNSAETCS IMOATOTOBJIEHHBIN
UCIOJIHUTEJIEM U MOANUCAHHBIM PYKOBOAUTENEM WUJIM WHBIM YIIOJTHOMOYEHHBIM JIUILIOM
UCXOOSAIINYM WA BHYTPEHHUUW HOOKYMEHT. B ciay4yae OTCYTCTBUS [OOKYMEHTa,
CBUAETENHCTBYIOMIETO 00 MCIONHEHUH, KpaTKue CBefeHUs 00 MCIOJHEHUU (PUKCUPYIOTCS
rucnonHuteneMm B PKK.

Ha ucnonHeHHOM OJOKYMEHTE O(bOpMHﬂeTCﬂ OoTMeTKa 00 HCIIOJTHEeHUHU JOKYMEHTa U
HalIpaBJIEHUHU €T0 B O€JIO;

148.8. kapTouKka ¢ mHpOpPMaNuel, XapaKTepU3ykollleld UCIOIHEHNEe, TPeACTaBIIeTCs
OTBETCTBEHHOMY 3a KOHTPOJIb [JISI TPOBEPKY HMCIIOITHEHUS U CHATUS JOKYMeHTa (MOpPyYeHUs)
C KOHTPOJIS.



HpI/I HEKa4YeCTBEHHOM HCIIOJTHEHNHN OOKYMEHT (HopyquHe) C KOHTPOJId HE CHUMAETCA
" IIEepEeEXOOUT B pa3pdand HENCIIOIITHEHHEIX B CPOK,;

148.9. uapopmanuss 0 pe3ynbTaTax HCIOTHEHUS HOKYMEHTOB (IOPYy4YEeHUN)
epuogruieckKu 0000IIaeTCs ¥ [TOBOAUTCS 10 CBEeHUS PYKOBOMCTBA;

148.10. KOHTPOIbHBIE [ENCTBUS MOTYT OCYIIECTBISATHCS B KOHTPOJIBHBIX CNIyK0ax U B
MeCTaX perucTpaluy JOKyMeHTOB C ucrob3oBanuem AC [1OY.

I'/TABA 10
COCTABJIEHUE HOMEHKIJIATYPbBI IEJI

149. YcTaHaBnuBawTCAI TPU BHOA HOMEHKIIQTYDPHI O€JI: THUIIOBAs, IIDHMEPHAI H
HOMEHKIJIATypa OeJI OpPraHu3alluu.

150. TunoBast u TpuMepHass HOMEHK/IATYPHI [IeJT - 3TO CUCTeMaTU3HUPOBaHHbEIE TEPeYHU
yHUGULIUPOBAHHBEIX 3ar0JIOBKOB HeJl, 3aBOAUMEIX B [IE€IONPOU3BOACTBE OpraHU3alUi C
OIHOPOJIHBIM XapaKTepOM HesITeIbHOCTHA U COCTABOM MOKYMEHTOB.

TunoBasi HOMeHKJIaTypa yCTaHaB/JIKMBaeT TUIIOBOU COCTAB [eJl C eIUHOU CUCTEMOU
MHOEeKCallUd ¥ yHU(PUIUPOBAHHBIMU 3arojioBKaMH AJIS OSHOPOAHBEIX IO XapakKTepy
IesATeIbHOCTY OpraHM3allil U HOCUT 0053aTeNbHbLIM XapaKTep.

[TpuMepHasi HOMEHKJIATypa Aesl yCTaHaBIMBAET MPUMEPHBIe COCTAB ¥ MHIEKCHI OeJl I
opraHu3alui, OJHOPOOHBIX IO XapaKTepy HOesaTEeNIbHOCTH, U HOCHUT PeKOMeHMaTelbHBIH
XapakTep.

HomeHKIaTypa e opraHu3alliy - 9TO CUCTEeMaTH3UPOBAHHLIM ITepeYyeHb 3arojI0BKOB
mes, 3aBOAMMEIX B OpraHM3allud B [EIONPOMU3BOACTBEHHOM (KaleHOapHOM) TOOy, C
yKa3aHUEeM CPOKOB MX XpaHeHus, 0(OPMJIEHHHIN B YCTAHOBJIEHHOM IIOPSOKE.

B menmonmpou3BOACTBe HOMEHKIIaTypa el OpraHuU3allu¥ HUCIOJb3yeTcCcd NOId
TPYNNUPOBKY HCIOJIHEHHBIX NOKYMEHTOB B [iejla, CUCTeMaTu3aliy, UHAEKCAllul U y4eTa
[lesl, ONpefeNieHUs CPOKOB UX XpaHeHusa. HoMmMeHKnaTypa fen sBISeTCA OCHOBOU OJIA
COCTaBJIEHUS ONUCEU [esl IOCTOTHHOTO U BpeMeHHOro (cBeiiie 10 eT) XxpaHeHUs, a TakxkKe
aKTOB O BBHIEeJIEHUU K YHUYTOXKEHUIO [OKYMEHTOB U [ie]l, He NOjIeXkalluX XpaHeHu!o.

B apxuBe opraHm3aluy HOMEHKIATypa Aell HCI0Ib3yeTCs A y4eTa Jell BPeMeHHOTO
(mo 10 meT BKIIOYUTENHHO) XPaHEHUS.

151. TumoBsle U MpPUMeEpPHBIE HOMEHKIIATYPH AeNl pa3pabaThiBaloTcsa ciyxkbamu [1OY
OPTAHOB YIPaBIeHHUS (BHIIECTOSINNX OPraHMW3allyil), MOOBEIOMCTBEHHAS CETh KOTOPHIX
BKJTIOYAeT PSif OMHOPOMOHKIX OPraHU3aIUH.

TumnoBble U MpUMEPHBIE HOMEHKIATYPH! fieJl, pa3pabaThiBaeMble pecnyOInKaHCKUMU
OopraHaMH{ TOCyHapCTBEHHOTO yIIpaBJIeHHS, UHBIMU TOCYyJapCTBEHHLIMH OPraHU3alUsIMU,
nomunHeHHBIMU [IpaBuTenscTBY PecniyOnuku bBemapych, yTBEPKAAIOTCS UX PYKOBOOUTEISIMU
mocje corinacoBaHus ¢ LIOK COOTBETCTBYMOIIETr0 OpraHa ympaBieHus (OpraHu3aluu) U
pecny0IMKaHCKUM OpraHOM TOCYZapCTBEHHOTO yIpaBJieHUs B chepe apXUBHOTO fiefia U



JEJIOITPON3BOACTBA.

TumnoBble ¥ MpUMepHbIE HOMEHKIIATypPhl Aesl, pa3pabaThiBaeMble OpPraHU3alUSIMU,
SIBJISTIOLTAMUCS MCTOYHUKAMU KOMIIJIEKTOBAHUS T'OCYOAPCTBEHHBIX apXHUBOB, YTBEPXKIAIOTCS
MX PYKOBOOUTEJIIMHU TOCIe coriacoBaHus ¢ LI9K aTux opraHuzanuii ¥ COOTBETCTBYIOIIUMHU
rOCyoapCTBEHHLIMM apXUBaMH.

TumoBbie W TNpPUMepPHbIe HOMEHKIATYPH paesl, pa3pabaTkiBaeMble HHBIMU
OpraHu3alysMU, YTBEPXKAAKTCSI UX PYKOBOOUTEJNISIMU MOCINe corjacoBaHus ¢ LI9K aTtux
OpraHu3aluu.

152. HomeHKIaTypa [eNl COCTaBAgeTCd B KaXAou opraHudauuu. HoMeHKNIATypHl Oen
COCTaBJISIIOTCS Ha fefla BCe! OpraHu3aluu (gajee - CBOOHAS HOMEHKJIaTypa [efl) U KaXOgoro
CTPYKTYPHOTO IOfIpa3feleHus.

153. CBogHass HOMEHKJaTypa Oen cocTaBusieTcs cnyxk0o# [TOY Ha ocHOBe
HOMEHKJIATyp OeJl CTPYKTYPHBIX Iofpa3fesieHui mo (GopMe coriacHO mpunoxenuio 10.

CBogHas HOMEHKJIaTypa AeJl COCTaBIISIETCS €KerofHO, IIOAIKACHBAETCS PYKOBOOUTENIEM
cryx0n1 [JOY (nmumoM, oTBeTCTBEHHBIM 3a [1OY), cOracoBRIBa€TCS C 3aBEAYIONIUM apXHUBOM
OopraHu3alluy (JIMIIOM, OTBETCTBEHHBLIM 3a apXWB), SKCIEPTHOU KoMmuccuen (manee - 9K) unu
LI9K opraHusanuu u yTBepXKOaeTCs PYKOBOOUTEJIEM OpraHu3aluu g0 1 sSHBaps ropa, Ha
KOTOPHIM COCTaBJIEHA.

154. CBogHass HOMEHKJIaTypa [Ael IOAJeXUT COCTABJIEHUIO Ha TEKYIIUU Iof MpHU
CO3[laHWY HOBOM OpTraHM3alliH, a TakKXkKe IIepeCcoCTaBIEHUIO IIPU PeopraHu3aliiy, I0BIEKIIen
3HQUYUTEJIbHBIE U3MEHEHUS B CTPYKTYpe OpPraHU3aluu.

155. CBopmHBIe HOMEHKJIATYpPH [OeJl OpraHu3aluil, SABIAKIIUXCA UCTOUYHUKAMU
KOMIIJIEKTOBaHUS TOCYZapCTBEHHBIX apXMBOB, COTJIACOBBIBAIOTCS C COOTBETCTBYHIOIIUMU
rOCyAapCTBEHHBIMU apXMBaMU U CTPYKTYPHBIMU IIOAPa3feIeHUIMU [0 apXuBaM U
IeJI0NMPOX3BOMICTBY 001aCcTHHEIX (MHHCKOTO TOPOACKOT0) UCIIOTHUTENBHEIX KOMUTETOB OOUH
pas B OATH JIeT KUJIM NOCJe 3HAYUTEJIbHBIX M3MEHEHUU B CTPYKType OpraHU3aluu
HEe3aBUCHUMO OT CPOKa IIPedbIAyIlero COorjlaCoOBaHUS.

CBOOHBIE HOMEHKJIAaTyphl Oejl UHBIX OpraHu3alluyd corjacoBeiBalTcd ¢ [I9K
BHIIIIECTOSIINX OPraHU3alliil OOUH Pa3 B MATh JIET UM II0CJIEe 3HAUUTENIbHEIX U3MEHEHUH B
CTPYKTYype OpraHu3aluy He3aBUCHMMO OT CPOKa IPEeAbIAyIIero CorlacoBaHus.

156. CBopmHBIE HOMEHKJIATYpPH [A€Jl OpraHu3alUul, SBIAKIIUXCA HCTOYHHKAMU
KOMIIJIEKTOBAHUS TOCYIapPCTBEHHBIX apXUBOB UM MMEIOIIUX BHIIIECTOSIYI0 OPraHKu3aluio,
COCTaBNAIOTCS B TpexX 9K3eMmnisipax. CBOOHEIE HOMEHKIIATypPhl [eJl MHbIX OpraHu3alui
COCTaBIISIIOTCS B IBYX 9K3eMIINIsIpax.

[IepBHEIM 9K3eMIIISIP HOMEHKIATYPH OeNl xpaHutcs B cnyx6e OOV (y nuua,
oTBeTCTBeHHOrO0 3a [OY), BTOpoi nepegaeTcs B apxuB OpraHu3aldi B Ka4eCTBe YYETHOTO
OOKYMEHTa, TPETUH - B TOCYNAapCTBEHHBIM apXUB, UCTOUYHUKOM KOMILJIEKTOBAHUS KOTOPOTO
SABNsAETCSA opraHu3anusd, unu B LI9K BhIIIecTosmed opraHu3aluyd AJs COTIacOBaHUS B



COOTBETCTBUU C TpeOoBaHUSIMH HyHKTa 155 HacTosmeln MHCTPYKIKY.

157. Ilocne yTBepKaeHUSI CBOJHOM HOMEHKJIIATYPHI [ejl U3 Hee [e/1al0TCs BHIIIUCKYU 110
pa3mesiaM. 3aBepeHHBIE B YCTAHOBIEHHOM IIOPSIIKE BHINIMCKY MEPETAIOTCSI B CTPYKTYPHEIE
nmofpa3fesieHrsl OpraHu3alUyu [Jid KHCIO0JIb30BaHUS NPU (POPMHUPOBAHHM U y4eTe [ell,
3aBOMMEIX B 9TUX CTPYKTYPHBIX IIOAPa3feIeHUIX.

158. HoMeHKNaTypH feNn CTPYKTYPHBIX MOOpa3defiIeHUuU COCTaBISIOTCS 1o (popme
COrJIaCHO npunoxeHnuio 11.

HoMeHKNaTypa men CTPYKTYPHOTO IOApa3fie/IeHUs COTJIaCOBLIBAETCS 3aBEAVIOIIUM
apXMBOM OpraHu3allv¥ (JTMIIOM, OTBETCTBEHHBIM 3a apxuB), JK aToro mogpasmeneHus (mpu
ee HaJlM4yuy) U MOAMCHBAETCS PYKOBOAUTEIIEM ITOAPa3neNieHu .

159. Ilpu Hamuyuy B OPraHU3alMyu OOIEeCTBEHHON opraHu3aluy (IpodeccroHalIbHOTO0
Ccoi03a ¥ Op.) ee HOMEHKIJIATypa [eJl COCTaBuseTcs mo GopMme, YCTAaHOBIEHHOU MJIs
HOMEHKJIATYp [Ied CTPYKTYPHHIX ogpa3fmenenuii. [JOKyMeHTH 00IIeCTBEHHOM OpPTraHU3alluu
BKJII0YAIOTCS B CBOOHYI0 HOMEHKJIATYPY [IeJ CAMOCTOSITEIbHBIM Pa3elioM.

160. TIpu cocTaBIeHUHM HOMEHKIIATYpPHl M€l HCIIOJb3YIOTCS yCTaB OpraHU3alluu
(monoxkeHue 0 HeM), MOJIOKEHUS O CTPYKTYPHHIX MMOApPa3feeHUsIX, ITaTHOE pacluCaHue,
IIJTaHBl ¥ OTYETH 0 PaboTe OpraHM3alluu U CTPYKTYPHBIX IOOpPa3faeneHud, JOMXKHOCTHEIE
WHCTPYKIUY Pa00OTHUKAM, TUIIOBHIE ¥ MPUMEPHEIE HOMEHKIIATYPHl OeJl, HOMEHKIIaTypHl el
3a TIpefnaylie TOObl, PeTUCTPAlMOHHEIEe (OPMBI, CIIPAaBOYHBIE KAPTOTEKU, IEepedHHU
OOKYMEHTOB C yKa3aHHEeM CPOKOB xpaHeHus. 3y4aloTcs coCTaB, KOMMYECTBO U COOepKaHNUe
NOKYMEHTOB U [iefI, 00pa3yIoIIuXCs B Mpollecce AesATeIbHOCTA OpraHu3alui.

161. B HOMEeHKIaTypy A€l BKIYalTCA Aefa (HJOKYMEHTH) MOCTOSHHOTO, BDEMEHHOT0
(cBoimme 10 net) u BpeMeHHOTO (00 10 1MeT BKIIOUYUTENBHO) XPaHEHHUS, B TOM YHCJIe VUYETHO-
perucTpairoHHbIe (OPMHI (KypHAJIbl, KHUTH) U CIIPaBOYHbLIE KAPTOTEKH.

B HOMEHKIIaTypy [eN TakxXKe BKII0YaTCSd JOKYMEHTH, 00pa3yoliuecs B IesATeIbHOCTI
BPEMEHHO OEHCTBYIOIIKWX KOJIJIerdaibHBIX OPraHOB (KOMHUCCHH, COBETOB U T.I.) U
OOIIIeCTBEHHBIX OPTraHU3allUi.

B HOMEHKATypy QOen He BKIHOYalTCs HaluoHaNbHBIM peecTp IPaBOBHIX aKTOB
Pecnyonuku Benapychk u gpyrue cOOPHMKKM HOPMATHBHBIX IPABOBHIX AKTOB, IMeYaTHHIE
n3maHus (OpOIIIOPhl, CIPABOYHUKY, MH(GOPMAIlMOHHLIE THUCTKHU, O10IeTeH:, pedepaTHBHEIE
JKYPHaIH 4 T.1.), YKa3aTe/lIu ¥ OpPyryue BCIIOMOTaTeIbHble HOKYMEHTHI.

162. CBogHas HOMEHKIJIaTypa [eJl COCTaBIseTCS, KaK IIPaBUJIO, II0 CTPYKTYPHOMY (B
COOTBETCTBHAU C YTBEPXKAEHHOM M OTPaXEHHOU B IITATHOM pacCIHCaHUU CTPYKTYpOH
OpraHW3aluy) UIXA [0 CTPYKTYPHO-QYHKIMOHAJIPHOMY NPUHLUUIY (B COOTBETCTBUU CO
IITAaTHLHIM pPacnucaHueM, yIpaBileHYeCKUMU QYHKLUUSIMU U HaAllPaBIEHUSAMHU OeATETbHOCTH
opranusanuu). B 0eCCTPYKTYpHBIX OpraHU3alnusax HOMEeHKJIaTypa Oejl COCTaBsAeTCs IO
GYHKIUOHAIBHOMY NPUHLOUNY (B COOTBETCTBUU C YIpPaBIeHUYECKUMU (QYHKIUAMU U
HalpaBlIeHUSIMU [eSTEJIbHOCTA OpPTaHU3allki).



163. CTPYKTypHBIMI/I JJIEMEHTAMHU HOMEHKIJIATYPEI O€JI ABIATCA Pa3delIbl, KOTOPEIE
MOTYT OE€JIMTBECA Ha IIOOPa3aeIIkI.

He3aBUCUMO OT NPUHNIUIA MMOCTPOEHHWS HOMEHKIIATYPHl [eNl U YTBEPXKOEHHOU
CTPYKTYpPHl OpPTraHu3alliy B MEPBHIM pa3fen BKIIOYAKTCS mena ciyxkO0wr OV,

HaumeHOBaHUS BpPpEMEHHO ,'E[eI‘/JICTBYIOH.II/IX KOJITIeruaJIbHBIX OPraHOB U OGH.IGCTBGHHBIX
opraHnsauHﬁ B IIOPAOKE 3HAYMMOCTH YKa3bIBAOTCA B KOHII€ HOMEHKIIATYPHI €]l B Ka4YeCTBe
CAMOCTOATEJILHBIX Pa3€EJI0B.

164. CBogHas HOMEeHKIaTypa Aenl odhopMisieTcs: Ha obileM GlaHKe OpraHU3aluy Uu
yuCcTOM NucTe Oymaru popmarta A4.

165. I'padbl HOMEHKIATypPH Aejl 3alOJIHAITCSA B COOTBETCTBUU C yCTaHOBIEHHOU
dbopmoii:

165.1. B rpade 1 HOMEHKIATYypPH HeJl yKa3elBalOTCAd MHOEKCH fenl. HAeKC mena
COCTOUT U3 YCIIOBHOTO 00603HaYeHUs (MHOEKCca) pa3fena (mogpasfesna) HOMEHKIATYphl Aef U
IIOPSITIKOBOTO HOMEPa [efla B Ipedeax JaHHOTO pa3fesa (Imogpasmena).

Hanpuwmep:

1-1, 1-2; 2-1, 2-2, 2-3

[Tpu HeoOXOIUMOCTHY COCTABHbIE YaCTH WHIEKCA MOTYT MOMOIHATLCS 1udpon «0».

Hanpuwmep:

01-01, 01-02; 02-01, 02-02, 02-03

B cBogHOU HOMEHKJIaType Oejl OMHOPOAOHBIM O€JIaM, BKJIIOYEHHBIM B DPA3JINYHEIE
pa3aeibl (HOJIpaS)IeJ'[BI), IIPUCBAUBAIOTCA OJUHAKOBEIE 3alOJIOBKH.

Hanpuwmep:

HpI/IKa3H OUPEKTOPa MHCTUTYTa I10 OCHOBHOH JesiTeIbHOCTU. Komuu

Iena, B KOTOpPHIE IPYIIUPYIOTCS JOKYMEHTHI II0 BOIIPOCAM, Pa3peliaeMbIM B TeUeHHe
oByX u Gosee neT (mepexonsuivde Aesa), BKIIOYAOTCI B HOMEHKIIATypy Oen CIIeOyIoIIero
roja IIOf TeM XXe HHOEKCOM.



B KOHIIe Kaxmoro pa3neiia (Honpasnena) HOMEHKIIATYPEI OJeJI IMMPpegyCMaTPUBAIOTCA
Pe3€EePBHBIE MHAOEKCHI OJIsd HE3allJIaHMPOBAHHEBIX 1€JI, 3aBOJUMEIX B T€4YEHHE I'01a;

165.2. B rpade 2 HOMEHKJIATypH el YKa3blBalOTCS Ha3BaHUS pa3fesioB (I0Apa3mesioB)
Y 3aroJIOBKU fiell.

3aroo0BOK Aejla J0JIZKEH COOTBETCTBOBATH COmepZKaHWI0O 1 COCTAaBYy BKIIOYAE€MEIX B HET'O
JOKYMEHTOB, OBIThH KPaTKUM, KOHKPETHBIM W JOCTYIIHBIM [OJISd BOCIIPUATHUA.

B cocTaB 3aroyioBkKa BKIIOYAIOTCS yKa3aHWe poda 3aBOAMMOTO fejia (HOKYMEHTHI,
IIepPenrCcKa, AefI0) UK Pa3sHOBUAHOCTH JOKYMEHTOB (IPHUKa3bl, IPOTOKOJIEI, IIJTaHbl, OTYETHI,
aKTHl ¥ [Ip.) U Ha3BaHMe TeMH (ComepKaHue) fena.

B 3aromoBku OIIpeJeIeHHBIX KaTel"OpI/Iﬁ OeJl OJOIIOJIHUTEJIbHO BKIIIOYAI0TCA:

yKa3aHNe aBTOpa JOKYMEHTOB (IIOJHOEe, COKpallleHHOe MM BUI0BOe HaMMeHOBaHUE
OpraHU3alIuH, CTPYKTYPHOTO IOIpa3aeIeHus UIu OOIXKHOCTHOTO JIUIIA);

Hanpuwmep:

HpI/IKa3H OUPEKTOPa MHCTUTYTa I10 OCHOBHOH J1esITeJIbHOCTHU

YKa3aHue afjpeCdTa NN KOPPECIIOHOEHTa JOKYMEHTOB;

Hamnpumep:

[Tepenucka ¢ MuHHCTEPCTBOM locTulMu Pecnyb6nuku Bemapyck 0 mpoBegeHUu 00s3aTeIbHOU
IOPUOUYECKON 3KCIEePTU3Hl HOPMATHUBHBIX ITPABOBHIX aKTOB

reorpadryeckoe Ha3BaHUE HACEJIEHHOTO IYHKTA WM TEPPUTOPUHU, C KOTOPOM CBSI3aHO
comepxXKaHKe MTOKYMEHTOB Jenia;

Hanpuwmep:

Otueth cpepgHux ImKoN Bopucosckoro, [I3epxunckoro u Kpymnckoro paiioHoB MuHcko# obnactu 06
y4eOHO-MeTonn4eckoi paboTe

JaThI (HepI/IOJI), K KOTOPBEIM OTHOCHUTCA COOEPXKaHNEe TOKYMEHTOB A€JIa;



Hanpuwmep:

OT4eTH roCynapCTBeHHBIX apXHBOB O KOMIIJIEKTOBAHWM NOKYMEHTAMM JIMYHOI'O IPOUCXOX[EHHUS B
2001-2006 rr.

YKa3dHue Ha KOIIMHMHOCTD OJOKYMEHTOB, BKIIIOUEHHEBIX B JEJIO.

Hanpuwmep:

[IpuKassl OUpPEeKTOpa UHCTUTYTA 110 OCHOBHOU AesATeNbHOCTH. Konuu

TepmuH «[JOKyMEHTHI» UCIIOJIL3YETCA B 3aT'0JIOBKE:

IIPDU TPYIIIXAPOBKE B AEJIO PA3JIMYHBIX BUOOB JOKYMEHTOB IIO OOHOMY BOIIPDOCY, HE€
CBSI3AaHHEIX IIOCJIEOOBATEJIbBHOCTLEIO OEJIOIIPOU3BOOCTBA. B KOHIe 3aroioBkKa B ckobOKax
YKa3bIBAIOTCA OBa-TPHU OCHOBHBIX BHJAd AOKYMEHTOB, BKIJIIIOUEHHLBIX B [EJIO;

Hanpuwmep:

[OKyMEHTEL 0 CTPOUTEILCTBE CIOPTUBHOI0 KOMIIIeKca (GUHAHCOBLIYA OTYET, CMETH, CIIPaBKY U [D.)

Inpu O6'BeJII/IHeHI/II/I B OJHOM [eJie JIOKYMGHTOB-HpI/IJ'IO}KeHI/II;I K KaKOMy-HI/I60 OOKYMEHTY
WIIN TPYIIIIe JOKYMEHTOB.

Hampumep:

IOKyMeHTEI K IPOTOKOJIaM 3acefaHui KOJJernu MUHUCTepcTBa 3a 2007 rog

TepMI/IH «Jlemo» HCIIOJIB3YETCsA B 3ar0JIOBKE IIPpH 06'beJII/IHeHI/II/I B eJjie Pa3/IMYHBIX
BHUOOB JOKYMEHTOB II0 OOJHOMY BOIIPOCY, CBA3aHHEBIX ITOCJIENJOBATEIFHOCTEIO €TI0 PEIIEeHM .

Hanpuwmep:

Ieno o paccMoTpenuw Xkano0w MBaHosa M. 1.

Tepmun «Jleno» ynorpebnsieTcs B Ha3BaHUAX JTUYHBIX, CyeOHbBIX, apOUTPaKHBIX JIel.



B 3arosioBkax mei ¢ HepeHI/ICKOI;I YKa3bIBAIOTCA KOPPECIIOHOEHT NI KOPPECIIOHOEHTHI,
€CIIx IIepPeluncCKa BegeTCcda C OOJHUM, OIByMA HUJIM TPEMs KOPPECIIOHOEeHTaMu, U COOepP2XKaHue
BOIIPOCa, 10 KOTOPOMY BENETCA IIePelunucKa.

Hanpuwmep:

ITepenucka ¢ MUHMCTEPCTBOM 3apaBooxpaHeHus Pecnybnuku Benapychk, TOProBo-NIpON3BONCTBEHHEIM
pecny6IMKaHCKUM YHUTAPHEIM IpeanpusTueM «bembapManusi» 0 I0CTaBKe JIEKapCTBEHHBIX CPEICTB

Ecnu nmepemnucka Befetcs ¢ 0ojiee 4eM TpeMs ODHOPOIHBIMM KOPPECIOHOEHTAMHU, OHU
MOTYT OBITh Ha3BaHbI B 3ar0JI0BKEe 00001IIeHHO.

Hampumep:

[Tepenucka C UCIONMHUTEIBHEIME KOMUTETaMH oOnacTedl u r. MHHCKA O paclpenelieHNd MOJIOIBIX
CTIEIIMANTCTOB

Ecnu mepemnucka BefeTcs ¢ 0ojiee 4eM TpeMs Pa3sHOPOIHLIMU KOPPECIOHIEHTaMHU, X
HA3BaHHUS B 3ar0JIOBKe, KAK IIPABUIIO, HE YKa3BIBAIOTCS.

Hanpuwmep:

HepeHI/ICKa 0 3aKJII0OYEeHUHN JOTOBOPOB Ha IIOCTABKY MAaTE€PHAJIOB 1 KOMIIJIEKTYIOIIUX

B 3aronoBkax, comepxkKalluX IIJTaHOBYIO UJIM OTYETHYIO JOKYMEHTAILNI0, YKa3kBalOTCS
YHCJI0, MECSI], KBapTasl, Tofl, Ha (3a) KOTOPBIM COCTaBJIEHbl JOKYMEHTHI.

Hampumep:
[Tnane pabOTH CTPYKTYPHEIX IOOPa3feeHui nHCTUTYTa Ha IV kB. 2007 T.

KBapranbHble 0TYETE 0 paboTe CTPYKTYPHBIX ITOmpa3feenuit nactutyTta 3a 2007 rox

He pmomyckaeTcsi MCIONIb30BaTh B KAYeCTBe 3aroj0BKOB (GOPMYJIHPOBKHU, HE
OTpazXKalollie COCTaB U CoflepkKaHUe MOKYMEHTOB, BKIIIOUEHHHIX B fiefio («MaTepuamnsl»,
«JIoKyMeHTalbHbIE MaTepuasnbl», «Pa3Hble MOKYMEHTH», «OWHAHCOBHE HOKYMEHTHI»,
«O0bmas mepenucka» W T.M.), U ONpPedeNieHusI, B KOTOPHX BHUIO OOKYMEHTa 3aMeHEH



neiicteueM («HMccmemoBaHue ...», «PaccMoTpenue ...», «ObecriedyeHue ...» u T.0.).
B nponecce GpopMuUpOBaHUA AT 3aTOJIOBKM MOTYT YTOUHSTHCS.

3aroyIoBKM B pa3penax (momgpasnesiax) HOMEHKIATYPH el CUCTEMATU3UPYIOTCS II0
IPyIaM B 3aBUCUMOCTH OT 3HAYMMOCTH ¥ B3aUMOCBSI3U [EN B CJIEAYIOUIEM TTOPSIAKE:

HOpPMAaTHUBHEIE ITPABOBLIE aKTH (OeKpeTHl, yKa3wl [Ipe3umenta Pecnybnuku Bemapycs,
3akKoHH Pecny6imuku Bemapyck, moctanoBineHuss Coeta Munuctpos PecnyOnuku Bemapychs

U 1Ip.);

y4peguTenbHBIE JOKYMEHTH OpraHu3aluu (yCcTaBhl, MOJI0XKEHUS, CBUAETEIbCTBA O
rOCyIapCTBEHHOU perucTpaluu 4 ap.);

pacmopsaguTenbHble U METOOMYECKHMEe OOKYMEHTHl BHIIECTOANUX OpTaHU3aluiu
(mocTaHOBIEHUS, TTPUKA3bl, YKA3aHUI U [p.);

pacropsiiuTeNbHbIE JOKYMEHTHI OPraHU3aluy (TPHUKa3kbl, PAaCIOPSIKEHUS U [AP.);

OpPTaHU3alMOHHKEE MOKYMEHTH (IITATHHE PACIMCAHUS, MOJIOXKEHUS, UHCTPYKIINH,
IpaBujaa u Op.);

ITPOTOKOJIBI;
TIJIaHH;
OTYETHI;
IOTOBOPHI;

CIPABOYHO-UHGOPMAIMOHHEE JOKYMEHTH (AaKTH, CIPAaBKH, HHGOOPMAIMK, CBOOKH K
mp.);

TIEPEeNCKa;
Y4ETHO-PETUCTPAIMOHHEIE (DOPMEL.

HOpH,I[OK CHCTeMaTu3alluM HMHBIX 3alOJIOBKOB [O€JI OIIpeneaeTCd COCTAaBUTEJIEM
HOMEHKIIAaTYPHI.

CucrteMaTu3alus 3ar0oJIOBKOB HeJl BHYTPH KaX[OOW TPYINH ONpefenseTcs B
COOTBETCTBUU CO 3HAYMMOCTBIO JOKYMEHTOB ¥ CPOKAMM UX XpPaHEHHUS: IPUKA3hl II0 OCHOBHOM
HesiTeTbHOCTU paclojiaraloTcs Mepeq IpukKasaMu 10 IMYHOMY COCTaBY, TOMOBLIE IIJIaHHL U
OTYeTH - Teped KBapTallbHHIMU W MECSYHBIMU, IEPENuckKa C BHINECTOSIIUMHU
OpraHU3AIUSIMU - Tepe[ MePenucKol C MHBIMKA OPTraHU3aIlUSIMU U T.O.

CucrteMaTtu3alus 3arojIOBKOB OMHOPOOHHIX [eJ, COOepKalluxX HauMeHOBaHUS
KOPPECIIOHAEHTOB UM reorpadguyeckue Ha3BaHUS, OCYIIECTBISETCS IO andaBuUTy;



165.3. rpada 3 HOMEHKIATYPH [EJ 3al0JHSIETCS B KOHIIE HENIONPOU3BOACTBEHHOTO
roga. B Helt yKa3bBaeTCS KOJIUYECTBO AeJ (TOMOB, YacTel), 3aBeIeHHbIX B OPTaHU3allUK B
TEYEHUe TOfia TI0f] COOTBETCTBYIOIIUM 3ar0JI0BKOM;

165.4. B rpade 4 ykKa3hBalOTCSI CPOKM XpaHEHUS Oell, HoMepa IIYHKTOB U (M/Iu) cTaTen
COrTacHO HOPMATHBHHIM INPaBOBHIM aKTaM, JOKaJlbHHIM IPaBOBHIM aKTaM,
yCTaHABIMBAIOIINM II€PEeYHH THUIIOBHIX OJOKYMeHTOB HalmoHaNlbHOTO apXWBHOTO (GOHOA
Pecny6nuku Benapych, o6pa3yomuxcsi B Ipolecce AesTeJIbHOCTH T'OCYHapCTBEHHHIX
OPTraHOB, MHHIX OpPTaHM3alluil U WHAWBUAYAJbHLIX IPEANPUHUMATENIe!, C YKa3aHUEM CPOKOB
XpaHeHud (ganee - epedyeHb TUMOBLIX JOKYMEHTOB C YKa3aHHEM CPOKOB XpaHEHUS) U (UIIH)
nmepedyHu [OOKYMeHTOB HalumoHanbHOTO apxXxuBHOTO ¢oHpma Pecnybnuku Bemapycs,
00pa3yoiuxcs B IIPolecce OesiTeIbHOCTH I'OCYyIapCTBEHHBIX OPraHOB, UHBIX OPraHU3aluil u
MOOYMHEHHHX UM (BXOOSIINX B COCTaB, CHCTEMY) OPraHOB, OpraHM3allui, C YKa3aHUeM
CPOKOB XpaHeHHUS (majee - BEJOMCTBEHHHIM IIepeuyeHb JOKYMEHTOB C YKa3aHHEM CPOKOB
XpaHeHHUs), a TaKXKe IepevyHu NoKyMeHTOB HalmoHanbHOro apxuBHOro Gonma Pecmybnuku
Benapycb, 06pa3yomuxcs B IPOLECCe [esITeNbHOCTH HeTOCYyNapCTBEHHBIX OpraHu3aluil u
MOOYUHEHHBIX UM (BXOOSAIIMX B COCTaB, CUCTEMY) OpTraHM3alui, C YKa3aHUEM CPOKOB
XpaHeHUs.

CpoKU XpaHeHUs NOKYMEHTOB, He OTPaXKEeHHBIX B IEPEUYHSIX JOKYMEHTOB C yKa3aHUEM
CPOKOB XpaHeHMs, yKa3aHHBIX B YACTH IIE€PBOM HACTOSIIEro MOAIyHKTa, onpeaensaoTcsa LI9K
(9K) opranu3zaiuii mo COTrjIacOBaHHIO C OpraHaMM apXHMBHOTO Aejla U JeJIONPOU3BOACTBA U
rOCYyoapCTBEHHHIMHA apxuBaMu (OIS OpraHuM3aluil, SBAAKIUXCSI HCTOYHHKaAMU
KOMIIJIEKTOBaHMS IOCYyZapCTBEHHBIX apxuBOB) unu L|9K BHIIECTOSAIMNX OpraHu3auui (Ois
VMHBIX OpraHA3alni);

165.5. B rpade 5 «[Ipumedanue» IpPOCTABNISAIOTCA OTMETKU O IePEXOnAIIuX fesax, o
He3aBeeHUU [eJ, 0 Ilepefaye [Oejl B OPYryl OpraHuU3alUIi0 UNIU CTPYKTYpHOEe
nofpasfeneHue s IPOMNOJIXKEHNS, O BhIeJIEHUN OeNl K YHUYTOXEeHUI0, 00 yTpaTe [e, O
JWIaX, OTBETCTBEHHHIX 3a (popMUpOBaHUE f[eJl, 0 Iepefadye B apXUB OpraHU3aluu [ell
BpeMeHHOro (go 10 1meT) XxpaHeHus, 0 JaTaxX ¥ MHAEKCaX MPOTOKOJI0B 3acemanuil 19K (3K)
OpraHu3allii, B COOTBETCTBUU C KOTOPHIMU YCTAHOBJIEHE CPOKM XPaHEHUsI JOKYMEHTOB, He
OTpPa’KeHHBIX B II€PEYHSAX TUMOBLIX JOKYMEHTOB C YKa3aHWEeM CPOKOB XpaHEHUs U (UIH)
BE[JOMCTBEHHLIX [IepeYHAX NOKYMEHTOB C YKa3aHUeM CPOKOB XpaHEHUs, a TakkKe [IepedHsIx
nokyMeHTOB HalmoHanbHOTO apxuBHOTro ¢oHma Pecnybnuku Benmapych, o0pa3ynomuxcs B
IIpolecce OesiTeIbHOCTYA HEr0CyJapCTBEHHEBIX OpraHu3aluil U IOJYUHEHHEIX UM (BXOOALIUX B
COCTaB, CUCTEMY) OpraHu3alliii, C yKa3aHueM CPOKOB XpaHeHUs, 00 3JIEKTPOHHHIX fefiax,
cogepxXKalluxX AOKYMEHTH B 91eKTPOHHOM Bupme (9]), uHbopmanuoHHbXx pecypcax (UP),
rubpupnex genax (I'II) u mop.

166. B KOHIIe CBOOHOM HOMEHKJIATypH [eNl Iepen pPekKBU3uToM «Ilogmuce»
YKa3bIBAIOTCS Ha3BaHMS HOPMATUBHBIX IIPABOBLIX aKTOB, UCIIOJIb30BAHHLIX IIPU ONPeeIeHuN
CPOKOB XpaHeHUs Oell.

167. ITo oKOHYAHUU OeJONPOU3BOACTBEHHOTO rofma cinyxb6oit [1OY opraHusamnuu B
KOHIle CBOOHOUW HOMEHKJIATypHl J€J COCTaBJIAETCS UTOTrOBas 3aluCh O KaTeropusax u
KOJIMYeCTBe 3aBeeHHHIX Ael 1Mo (opme CorjacHO mpunoxeHui 12. UTOroBele 3amucu K



HOMEHKJaTypaM [ejl CTPYKTYPHBIX IHoapas3peneHu# (0OM[eCTBEHHONW OpPraHU3allNu)
COCTABIISIIOTCS II0 3TOM Ke (popMe U MOAMKUCHIBAIOTCS PYKOBOOUTEIISIMHU 3TUX IOAPA3eJIeHUI
(0611eCTBEHHOM OpraHU3alun).

I'/TIABA 11
®OPMHUPOBAHME TEJI

168. (DOpMI/IpOBaHI/Ie J€Jl - TPYIIIKUPOBKA HMCIIOJIHEHHBIX HNOKYMEHTOB B [O€JId B
COOTBETCTBUHU C HOMeHKHaTypOﬁ JeJlI 1 CuCTeMaTHu3alud NJOKYMEHTOB BHYTPH HOEIl.

IJOKYMeHTH TPYINUPYIOTCS B Oejla pabOTHUKaMW, OTBETCTBEHHHIMHU 3a
0eJIONPOM3BOACTBO B CTPYKTYPHHIX IMoApa3fefieHusiX. KOHTponb 3a MpaBUILHBEIM
dbopMUpOBaHUEM [Ie]T B OpPraHU3alluM OCYIIecTBNsIeTcs ciyxbou TOY.

169. JoKyMeHTH TPYNMNUPYIOTCS B OeJjla COTJIaCHO OTMeTKaM 00 HCIONHEeHUHU
noKyMeHTOB «B mesno Ne». [Tpu 9TOM IIPOBEPSIOTCS MPaBUILHOCTb 0(DOPMIIEHUS TOKYMEHTOB,
Hajuuyue MOANUCeN, IaT, OTMETOK 00 MCIOJIHEHUU U OPYTUX HeOOXOAMMEBIX PEKBU3UTOB
OOKYMEHTOB.

170. B mena rpynnupyioTcs HOKYMEHTH OJHOTO [EJIONPOM3BOACTBEHHOTO rofda, 3a
VCKJTIOYEeHUEeM IIePeXONsIInX, INYHBIX U CyIeOHBIX Oer.

ITOKYyMEHTHI MOCTOSTHHOTO, BpeMeHHOro (cBeiie 10 net) u BpeMeHHOro (go 10 met
BKJIIOUUTEIbHO) XpaHEeHUs T'PYNIUPYIOTCSA B OTAENbHEIE fena. [omycKaeTcs BpeMeHHas
TPYIIKPOBKA B OOHOM [iejie JOKYMEHTOB C Pa3JIMYHBIMM CPOKaMU XpPaHEHUs, CBSI3aHHBIX
pelieHreM OOHOTO Bompoca. [Io OKOHYaHUU [EeNONPOU3BOACTBEHHOrO rofga Takue fena
pachOopMUPOBEIBAIOTCS, @ HOKYMEHTH TPYNNUPYIOTCS B CaMOCTOSTENbHBIE [ejla B
3aBUCHUMOCTH OT CPOKOB MX XPaHEHHS.

B meno BKIHOYaeTCsa TOJIBKO OOWH IK3EMIINTAP KaXOIOoro H10OKyMeEHTa. He OOIIYCKa€eTCsA
BKITIIOYATh B J€jla HOKYMEHTHEI, ITOOJIe2Kalllie BO3BPATY, YEPHOBEIEC U JIYGHGTHBIG 9K3EMIIJIAPEHI.

[Ipunoxenus GOpPMUPYIOTCSA B Jejia BMECTe C OOKYMeHTaMH, K KOTOPHIM OHHU
OoTHOCSTCS. [Ipy 3HAYKUTETHPHOM 00beMe TPUIOKEHNM OHU I'PYIIIUPYIOTCS B OTHEIbHEIE [Iela.

171. O6veM gena He monxkeH npeswiiaTh 300 MUCTOB Ipu ToNIuHE He Oonee 40 MM.
[Tpu GomnbiieM o0beMe MJOKYMEHTOB [ejio HesaT Ha CaMOCTOSITeIbHBIe TOMA; HOKYMEHTHI
KaxXIoro TOMa SIB/ISIOTCS MPOAOJIXKEHNEM IIPEeAbIayIIero.

172. JIOKyMeHTHl B fiejle CUCTEMATU3UPYIOTCS II0 CJIEAYIOLIUM IPUHLOUIIAM UJIA UX
COBOKYIIHOCTH: BOIIPOCHO-JIOTUYECKUM, XPOHOJIOTUYECKU, al(paBUTHHIN, HYyMEPAIlMOHHBIN U

AD.

PaCHOpHJII/ITeHbHBIe OJOKYMEHTEH TDPYIOIHUPYIOTCA B [O€Jia IO BHOAM U
CUCTEMATU3UDPYIOTCA B IMOpPAOKE BO3PaCTaHHWA HOMEDPOB.

HpI/IKa3BI " PacCIIoOpAXKeHud II0 OCHOBHOU JesATENIbHOCTH, II0 JIMYHOMY COCTABY H IIO
aJIMI/IHI/ICTpaTHBHO-XOSHﬁCTBeHHBIM BOIIPOCaM TPVIIIHUPYIOTCA B OTHEJIBHBIE [O€jla U
CUCTEMATU3UPYIOTCA B IIOPAOKE BO3PACTaHHUSA MX HOMEPOB.



HpI/IKaSBI " PaACIIOPAZKEHHUA I10 JIMYHOMY COCTaBYy I'PDYIIIUPYIOTCA B OTOECJIIbHEBEIE OEJid
B 3aBHCHMOCTH OT CPOKOB HUX XPaHEHUI.

PacnopsipguTesnbHbIE JOKYMEHTH OIIpeAeIeHHOM Pa3HOBUOHOCTH, PETUCTPUPYEMEIE
OTHEeNIbHO B COOTBETCTBUHU C TpeOOBaHMSAMU NMOONYHKTOB 142.3 u 142.4 nyHKTa 142
HacTosel UHCTPYKLUY, TPYIIIUPYIOTCS B OTHAEJIbHEIE [ella.

[TpOTOKOME B JelaX CHCTEMATHU3UPYIOTCS IO XPOHOJIOTHUH B IMOPSANKE BO3PACTAHUSI
HOMEPOB.

[InaH®l, OTYETH, CMETHI, TUTYJIBHEBEIE CIIMCKHU TPYIIIIUPYIOTCA OTAEJIBHO OT PAaC4Y€TOB K
HHUM.

[ImaHBl U OTYETH TPYNIUPYIOTCS B [ejia TOTO Tofa, K KOTOPOMY OHH OTHOCSITCS II0
CBOEMY COZePKaHUI0, He3aBUCHMO OT BpEMEHU UX cocTaByieHus. Hanpumep, nnaH Ha 2006
rom, coctaBineHHb B 2005 romy, unu ot4yet 3a 2006 rom, coctaBneHHsin B 2007 roqy,
OOJXKHBE ObITH OTHeceHH K 2006 ropmy. IlmaHbl, paccuuTaHHBIE Ha HECKOJLKO JIET,
dbopMuUpPYIOTCA B Oejla MO0 Ha4daJlbHOMY TOAYy WX AEHCTBUSA; OTUYETH O BHIIIOJTHEHUU TaKUX
IIJTaHOB (POPMUPYIOTCS B [efia II0 IIOCTIeMHEeMY TOOy [eMCTBUS IJIaHa.

Ierna c mepenucKo, MOPyYEeHUIMHU U JOKYMEHTaMu 00 UX BBHIIOJIHEHUYU (POPMUPYIOTCS
10 BOIIPOCHO-JIOTHYECKOMY IIPUHIIUIY, TPeAyCMaTPUBAIOIIEMY PacIioloXkeHue TOKYMEHTOB B
JIOTUYECKOM IMOCIIeqOBATEIbHOCTH PEIIeHMsT BOIIPOca: IEePBEIM ITOMeIaeTCs WHUIIMATUBHEIN
NOKYMEHT (3aIIpoC Uy IOPyYeHKe), 3a HUM - JOKYMEHT-OTBET.

HOKYMGHTBI JINYHOTI'O fOejila CUCTEMATU3UPYIOTCA B IIOPAOKE, YCTAHOBIIEHHOM aKTaMHU
3dKOHOOATEJIbCTBA.

OOpameHus rpaxpgaH, B TOM 4YHCJie UHAUBUAYAJbHBEIX NPefNpUHUMATENEeN, u
IOPUAUYECKUX JIUI[ U OOKYMEHTH, CBSI3aHHBIE C UX PACCMOTPEHUEM, IPYNIUPYIOTCS B
CaMOCTOSATeJIbHBIE [ejla U CUCTEMATU3UPYIOTCS B XPOHOJIOTUYECKOM MU al(aBUTHOM
nopsagke. OOpalmieHus rpaxpgaH, B TOM 4HCJle WHAWUBUAYaAJbHBIX NMPEAIpPUHUMATENEN, U
IOPUOUYECKUX JIUI[, COoOepXKallue NPENJIOKEHUS [0 YIYUYIIEeHUI [OesdTeJIbHOCTU
OpraHu3aluy, UHOUBUAYAJIBHEIX IpEeNIpUHUMAaTelled, COBEPLIEHCTBOBAHUIO IIPaBOBOTO
pPerynupoBaHusl OTHOLIEHUM B TOCYOAPCTBEHHOW M OOIIECTBEHHOM XWU3HU, PEIIeHUI0
BOIIPOCOB 3KOHOMUYECKOM, MOJMUTHUYECKOU, COUMATbHOU U APYTUX Cchep OesaTeNbHOCTH
rocymapcTBa u o0LIeCcTBa, TPYNNUPYIOTCA OTHeNIbHO. Kaxpnoe obOpalieHne U JOKYMEHTHL,
CBSI3@HHEIE C €r0 pPacCMOTPEHHEM, COCTABIIAIT B [ejle CaMOCTOSATEeJbHYI TPYIIy.
[loBTOpHBIE OoOpalleHUsT M OOKYMEHTH, CBSI3aHHHE C HUX pPACCMOTPEHHUEM,
CUCTEMATU3UPYIOTCSI B Hejle BMeCTe C INpegBayLIUMHU.

JlunieBEle CcYeTa TPYNOUPYIOTCA B CaAaMOCTOSTENbHEIE fAejla B Ipemeax roga 4
CHCTEMATU3UPYIOTCS MO andaBUTy (aMUIUN.

I'/TABA 12
9KCIIEPTHU3A HEHHOCTHU TOKYMEHTOB

173. 9kcnepTH3a LIEeHHOCTHA OOKYMEHTOB - 9TO OIpefeieHrne UCTOPUYECKOM, Hay4YHOH,


#%D0%97%D0%B0%D0%B3_%D0%A3%D1%82%D0%B2_1&UnderPoint=142.3
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COLIMaNIbHOM, 3KOHOMUYECKOU, TTOJIUTUYECKOH, KYHLTypHOfI " Hp&KTH‘-IGCKOfI 3HAYUMOCTH
JOKYMEHTOB C IEJIbI0O YCTAHOBJIEHUS CPOKOB UX XPaHEHUA U 0T60pa Ha XpaHEHHue.

174. OkcnepTu3sa LIEHHOCTU OOKYMEHTOB B OpraHU3aldy OCYIIeCTBIISETCS [IOCTOSHHO
nercTBylomwen JK. B rocymapCTBeHHEIX OpraHaX M WHBIX OpraHU3alusaX, UMeEKIIUX
IONYMHEHHEIE (BXOOAIIMEe B COCTaB, CUCTEMY) OPTaHEl, OPraHu3aluy, CO30alTCsI IOCTOSTHHO
neuctaytomue LI9K.

[I9K (3K) pmeuncTByeT Ha OCHOBAHUU IIOJIOKEHUS, YTBEPXKAAEeMOTI0 PYKOBOOUTEIEM
opranu3anuu. [Tonmoxenus o LU3K (9K) opraHusanui, SBASWIINXCS HCTOYHHKAMU
KOMIIJIEKTOBAHUS TOCYOAPCTBEHHHIX apXWBOB, COTJIACOBHIBAIOTCS C COOTBETCTBYIOIIUMU
rOCyOapCTBEHHBIMM apXWBaMM, WHBIX OpraHu3alnuil - ¢ [IOK BHIIECTOSIINX OpraHU3alluiu.

175. II3K (9K) co3maeTcst B coctaBe He MeHee 3 yenoBekK. [Ipencemarenem 113K (3K)
Ha3HAYaeTCsl 3aMeCTUTENTb PYKOBOOUTEISI OPraHU3allui, YIeHaMHU - PYKOBOIUTEIh CITYKObI
HOY (muuo, otBeTcTBeHHOE 3a [JOY), 3aBeAyIOLIXY apXUBOM (JIUII0, OTBETCTBEHHOE 3a apXUB)
OpraHM3alluy, TJIaBHEIYA OyXranTep U gpyrue Hambosee KBanubuUUpoBaHHbIE PaOOTHUKHU
opranu3anuu. B coctaB L9K (9K) opranmsanuu, SBAAKIENCTI HUCTOYHUKOM
KOMIIJIEKTOBaHUS TOCyJapCTBEHHOTO apxXWBa, MOXET BKIIOYaThCId PabOTHUK
COOTBETCTBYyIOIIEro apxupa. [lepcoranbabii cocTaB LI9K (OK) yTBepxkpmaeTcss mprKa3oM
(pacnopsikeHneM) PyKOBOAUTEISI OpraHu3alui.

176. OcuoBabiMU PyHKIMAMHU 19K (IK) apnsaroTcs:

IIpoBeJEeHNE SKCIIEPTUIEI HEHHOCTHU JOKYMEHTOB M OIIpenejieHrne CPOKOB UX XPaHEHUA B
COOTBETCTBHH C 3aKOHOOATEJIBCTBOM;

corjacoBaHWe NPOEKTOB HOMEHKJIATyp A€l OpraHM3aluM U ee CTPYKTYPHHIX
nogpa3fefieHWN, TUMOBHIX U NPUMEPHHIX HOMEHKJIATYp [eJ, MHCTPYKIUHU IO
[eJIONPOU3BOACTBY, IPOEKTOB IlepedYHell NOKYMEHTOB C yKa3aHHeM CPOKOB XpaHEHUd,
METOAUYECKUX NOKYMEHTOB II0 HEeJIONPOM3BOMCTBY;

€KerofHbIi 0TOOD MOKYMEHTOB Ha XpaHeHUe U YHUYTOXKEHUE;

corjlacoBaHMe OIMHKCEeHN [eNl MOCTOSHHOTO XpaHeHUs, BpeMeHHOTo (cBeimie 10 jeT)
XpaHEeHHUs ¥ [0 TUYHOMY COCTaBY;

coracoBaHue aKTOB O BHIIeJIEHHH K YHHUUYTOXKEHHIO NOKYMEHTOB M Hej, He
ImoJieXXalluxX XpaHeHUo;

IIOATOTOBKA IpeNjIoXeHu 00 U3MEeHEeHUU CPOKOB XPaHEHUS OTHENIbHBIX KaTeropuu
NOKYMEHTOB, YCTAHOBJIEHHHIX 3aKOHOMATENLCTBOM, XU BHECEHHE HX Ha pacCMOTpPeHHe
OpPraHOB apXWBHOTO [eJla U OeJIONPOU3BOMICTBA U TOCYNAaPCTBEHHBIX apXUBHBIX YUPEXKIEHUH;

OCYyIIeCTBIIEHNE METOOUYECKOTr0 PYKOBOACTBA M KOHTPOJSA 3a HesaTelbHOCThI0 9K
CTPYKTYPHHIX TOApPa3fdeNieHn ¥ MOOUYMHEHHBIX (BXOMSIINX B COCTaB, CUCTEMY) OPTraHOB,
OopraHu3aluii;

IPUHSTHE PEIIeHWH 110 BOIPOCaM COBEPIIEHCTBOBAHUS [IEIOIPOU3BONCTBA U PAOOTEHI



apXyBa OpraHM3alMyd U MOOYUMHEHHHIX (BXOAAIIUX B COCTaB, CUCTEMY) OpPraHOB,
OpraHu3aluu.

177. U3K (9K) sBnsieTcs: coBellaTeIbHEIM OPraHOM, PeIleHusI KOTOPOT0 YTBEPKAAI0TCS
PYKOBOOUTEJIEM OpraHU3allui.

3aceganusa LIOK (9K) u npuHuUMaeMble pelieHusT 0POPMISIOTCS TPOTOKOIaMU.

178. HemocpencTBeHHBIM 0TO6OP HOKYyMeHTOB HallmoHanbHOTO apXWBHOTO (OHMA
PecnyOnuku Benapych Ha XpaHeHUe B apXyB OpraHU3alliy U BBIJe/I€HNE K YHUUTOXEHUIO
IIPOU3BOAUTCA PaOOTHUKAMU CTPYKTYPHBIX [TOAPa3felieHui OpraHu3alui, B OesiTeIbHOCTU
KOTOPHIX OHM OBITA 06pa30BaHHI.

[IpUHUUIIB, KPUTEPUU U MOPSANOK IMPOBENEHUS 3KCIEPTU3H IIeHHOCTU OOKYMEHTOB
OTIpefeNsAloTCS akTaMU 3aKOHOJATeIbCTBa.

179. Ilo pe3ynbTaTaM 9KCIEPTU3El IIEHHOCTH U 0TOOPa HJOKYMEHTOB COCTABISIOTCS
OTIMCH fie]l IOCTOSHHOT0, BpeMeHHOTo (cBrilie 10 51eT) XpaHEeHUs U 110 TMYHOMY COCTaBy, a
TaKKe aKThl O BHIIEJIEHUY K YHUUTOXKEHHUIO0 TOKYMEHTOB U [ie/l, He IOMJIeXKallluX XpaHeHuo.

I'/TIABA 13
O®OPMJIEHHUE NEJI

180. Iema opranu3auui nomjiexaTt opOpMIEHUIO IIPU WX 3aBeJeHUU U 110 3aBEPIIeHUN
Ieonporu3BOACTBEHHOTO roga. OdpopmneHue e MPOBOOUTCS PabOTHUKAMHU CTPYKTYPHBIX
IIoApa3feseHuid, B KOTOPHIX OHU ()OPMUPYIOTCS.

181. B 3aBUCHUMOCTH OT CPOKOB XpPaHEHUS MPOBOOUTCS IOJIHOE MM YAaCTHUUYHOE
odopMiIeHUE Oel.

JYacTuuHoMy odopMIeHHIO TMOAJiexkaT BCe [ejla IPU HUX 3aBeIeHUHU B
menonpou3BoacTBe. [TomHOMY 0GOPMIIEHHUIO TOANIEXKAT [iejla IOCTOSSHHOTO U BPEMEHHOTO
(cBrime 10 neT) XpaHeHHUS IOCJe WX 3aBepIIeHKs JeJI0NPOHU3BONCTBOM.

182. YacTtuuHoe odopMIeHUe Oejla NpPU 3aBeJeHUH B AEJIONPOU3BOLCTBE
npegycMaTrpuBaeTrT opopMIeHNE DPEKBU3UTOB OOJIOXKKMU [ena B COOTBETCTBUU C
HOMeHK/IaTypou men. Ha o00XkKe [ena yKa3blBalOTCH:

HaVMEeHOBaHME BHIIIECTOSAIMEN OpPraHN3alluy;
HaNMEHOBdHNE OPraHNU3alluu,

HauMeHOBaHME CTPYKTYPHOTO IMOApa3fefieHuss unu GYHKIUU (HampaBIeHUS
IesiTeIbHOCTU) OPraHM3allu¥ B COOTBETCTBUH C HOMEHKJIATYPOH [eln;

WHOEKC [OeJla 10 HOMEHKIIaType Oell;

3aroJiOBOK [eJia;



rofl, B KOTOPOM 3aBOJUTCS [IEJIO0;
CPOK XpaHeHUud fena.

183. [TonmHOE odopMIeHHUE fefla IpeayCMaTPHUBaET:
MOMIIIMBKY WU IIEPEIIET Aena;

HyMepaluIo JIUCTOB B JeJI€;

COCTaBJIeHNEe BHYTPEHHEHU ONKUCH OOKYMEHTOB fena (B ciaydasX, OnpeneeHHBIX
nyHKTOM 186 HacTtosien MHCTpyKuun);

COCTaBJIeHNE JIUCTa-3aBEePUTEI [ela;
odopMreHre U YyTOUYHEHNE PEKBU3UTOB 00JI0KKHU JETIa;

cucTeMaTH3aluil0 JOKYMEHTOB Hejla B COOTBETCTBUU C TpeOoBaHMAMU riaBhl 11
HacTosale MHCTpyRIUy.

184. [lena, momnexalirie MOJIHOMY O0GOPMIEHHIO, MOAIIKMBAIOTCSI HE MeHee 4YeM B
YyeThIpe MPOKOJa B TBEPAYI0 OOI0XKKY MM IMEePeIjeTalnTCca C Yy4eTOM BO3MOXKHOCTHU
CBOOOMHOTO YTEHMSI TEKCTA BCEX MOKYMEHTOB, AT, BU3 U PE30II0NUM Ha HUX. [JOKYMEHTHI,
obopMieHHEIE Ha NHcTax Oymaru ¢dopmaTta A4 B anbOOMHON OPHEHTAIIMM, MOOIITHBATCS
(mepemneTaloTcsl) 3a JieBoe IMOJIe U CKJaAbiBaioTCs. [Ipy MOATOTOBKE [ell K IOAIINBKE
(mepemneTy) MeTalIn4yeckue mpeaMeThl (0ynaBKu, CKOOBI, CKPENKK ¥ [Ip.) U3 MOKYMEHTOB
yOansTCs.

Iena IOCTOSTHHOTO XPaHEHMSs, COCTOSIINE U3 JOKYMEHTOB 0CO00M MCTOPUYECKOH,
HAy4YHOM, XyMOKECTBEHHOM U WHOMU IIEHHOCTH UK HedhOpPMaTHHIX MOKYMEHTOB (YepTexkH,
PYKOIIMCH ¥ T.[.), XPaHSTCS B IalKax C TpeMs KjalaHaM¥ U 3aBI3KaMU UM B KAPTOHHBIX
dbyTnspax (kopobxax).

185. Jluctel B fesie, KpoMe JIMCTa-3aBEpUTes fejla U JIUCTOB BHYTPEHHEU OIUCH,
HyMepyIOTCSI B IIpaBOM BepXHeM yIay apaOCKuMHU LUPpaMU YePHBIM Tpa@UTHEM
KapaHpamoM. Mcrnonb30BaHUe YePHUI U IIBETHHIX KapaHJalley O HyMepaluu JIUCTOB He
[onyckaeTcs. JIUCTE BHYTPEHHEN ONUCH OOKYMEHTOB [ejla HyMepYyIOTCS OTAENbHO. JIUCTH
KaXXJ0r0 ToMa fiejla HyMepyoTCs OTHEIbHO.

CIIOXeHHBIU JIUCT pa3BopadyuBaeTCs U HyMepyeTcs B IIpaBOM BepxHeM yriay. Jluct
mo6oro ¢popmarta, IOMIIUTEINA 3a ONUH Kpal, HyMepyeTcsl KaK OOUH JTUCT. JIMCT, CTOXKEeHHBIH
II0TI0JIaM U MOAIIUTHIY 38 CepefuHy, HyMepyeTCs Kak [Ba JIUCTa.

YepTexu, guarpaMMbl, ¢oTorpaduum um [Opyrue cHoequPpuuecKue HOOKYMEHTH,
IIpefiCTaBISIONINEe CAMOCTOSITENBHEINM JIUCT B AeJjie, HyMepyloTcsd Ha 000pPOTHOM CTOPOHE B
JIEBOM BEPXHEM YTIIY.

JIACT ¢ HArnyxo HaKJIeeHHBIMU JOKyMeHTaMu (poTorpadusimMu, BEIpe3KaMH, BEIIMCKaMU
U T.II.) HYMEPYyeTCs KakK OOWH JUCT. [JOKYMEHTHI, TTOJKIIEeHHBIEe OOHUM KpaeM, HyMepyITCs



OTHOEJILHO.

IJOKYyMEHTH, KOTOPbIE HEBO3MOXKHO IONIIUATL B [IE€JI0, BKIAOHBAIOTCS B KOHBEDT,
KOTOPHIM MOMIITUBAETCS B OeJI0. BlIoXKeHNsT HyMepPyITCS OTOeIbHO OT KOHBEPTOB: BHavae
HyMepyeTcsi KOHBEePT, a 3aTeM OuepeIHbHIM HOMEPOM KaX[o0e BII0KEHKe B KOHBEpTe.

[TogmuThle B Ae10 JOKYMEHTHI C COOCTBEHHOU HyMepaluel IUCTOB (BKI04as IedyaTHbIe
M3MaHus) HyMepyloTcsa B o0iieM nmopsake. Co6cTBeHHAs HyMepalus COXPaHSEeTCs, eCIu
MMEIOIIN ee TOKYMEHT COCTaBIISIET OTHENIbHOE [IeJIO.

[Tpu Hanmuuuy OONIBIIOr0 KONUYECTBA OMKUOOK B HyMepaluy JIUCTOB Jiejla IPOBOJUTCS
UX MepeHyMepalus: CTapblii HOMep 3aYepKUBAETCS OOHOM HAKJIOHHOW YepTOH, PSIAOM
CTaBUTCS HOBBEIUM HOMep nucTa. Ecinu oO0HapyKeHHbIe OMNOKY B HyMepaluy He3HaUUTe IbHE,
TO KCIIONIb3YIOTCS IUTEPHEIE HOMePa JIUCTOB.

Hampuwmep: 15a, 156

186. K menam, y4eT KOTOPBIX BHI3BIBAETCS CIelU(pUKON qOKyMeHTaluu (0co60 1eHHbIe,
cyneOHBIe, CIeICTBEeHHBIe, JNUYHLIE Oena, Oena, cHOPMHUPOBAHHEIE IO BUOAM H
Pa3HOBUAHOCTSIM JOKYMEHTOB, 3ar0JIOBKM KOTOPHIX HE MOTHOCThIO PaCKPHIBAIOT KOHKPETHOE
cofgepXkKaHUE MOKYMEHTOB [iefla), COCTaBIsEeTCS BHYTPEHHSS OMMCH JOKYMEHTOB fena II0o
dhopMe cornacHo IpUIoKeHu 13.

Bo BHyTpeHHeH ONMMUCHU YKa3bIBalOTCS MOPSIOKOBbIE HOMepa JOKYMEHTOB B fiefie, [aTHI,
WHIEKCHI, 3aTOJIOBKM OOKYMEHTOB M HOMepa JIMCTOB, Ha KOTOPHIX PACIIOIOXKEH KaXX[bli
IOKyMeHT. Bo BHyTpeHHeH ONMUCH [eNl C PaCHOPSAUTENbHEIMU NOKYMEHTAMHU [0 TUYHOMY
COCTaBy B KaueCTBe 3aroJjioBKa yKa3bIBalOTCS IIPeANChBaeMbIE NEUCTBUS (IpUeM, IIepPeBO,
YBOJIbHEHUE M OP.) C YKa3aHueM haMunui, COOCTBEHHBIX UMEH, OTYECTB (eCJIM TaKOBLIE
UMEITCSI) KOHKPETHHBIX pabOTHUKOB. ECIM B OTHOM PacHoOpsiIUTEIbHOM [OKYMEHTE IO
JIUYHOMY COCTaBY COMEPKUTCS HECKONbKO AeMCTBUM, KaXKOoe M3 HUX OTPaxKaeTcs BO
BHYTPEHHEW OMKUCH II0[T CAMOCTOSTEJIbHBIM ITOPSAKOBEIM HOMEPOM.

BHy'TpeHHﬂH OIMKUCh NOKYMEHTOB JIMYHOT'O Oejla COCTABIAE€TCA B IIPOIECCe BEeOEHUdAd
JINYHOI'O feJla.

B KOHIle BHYTPEHHEN OIUCU [ejlaeTCs UTOTroBasl 3aluCh, B KOTOPOU yKa3blBaeTCs
mppaMy U IPONUCHI0 KOJIUYECTBO BKIOYEHHEIX B [I€JI0 JOKYMEHTOB M KOJIMYECTBO JIUCTOB
BHYTPEHHEU OIUCH.

BHYTpeHHSII ONKUChH MOAONMUCHIBAETCS COCTABUTENEM C YKa3aHUEM [OJIKHOCTH,
pacmupoBKYU MOAMKUCH, AaThl COCTAaBIeHUS W MOMeIaeTCcs B Hadane Oena. Ecnu mgesno
oAIMUTO (ImepernneTeno) 6e3 BHyTPeHHE!N OMUCH, COCTaBJIeHHAs 10 YCTAHOBIEHHOU dopMe
BHYTPEHHSISI OIKUCh TOJIKIEMBAETCS K BHYTPEHHEH CTOPOHe 0010KKY fena.

HM3MmeHeHUs coCTaBa JOKYMEHTOB O€Jjla (I/I3'bHTI/Ie, BKIIIDYEHHNE JOKYMEHTOB, 3aM€Ha X



KOMUSIMYU ¥ OP.) OTPazKkalTCs BO BHYTPEHHEN onucu B rpade «IIpuMedyaHre» CO CChIIKaMHU
Ha COOTBETCTBYIOIINE aKTH. [Ipu HEOOXOIUMOCTH COCTABJISIOTCS HOBBIE MTOTOBas 3allUCh K
BHYTPEHHEH OIUCH ¥ 3aBEPUTEIIbHAS HAOIIHUCh.

187. [Ins yueTa KOnu4YecTBa JIUCTOB B fiese, GUKcALlMU 0COOEHHOCTEN UX HyMepaluu 1
(hbU3NYECKOTr0 COCTOSHUS COCTABIISETCS 3aBepUTesIbHAS HAANKUCh. 3aBepUTeIbHas HAJMNNCh
COCTAaBIISIETCS HA OTHEILHOM JIMCTEe-3aBEpUTEIe fena o ¢opMe COrIacHO NpunoxKeHuio 14 u
IIOMelllaeTCcs B KOHIIe fieNla (ToMa, YacTu). Ecnu geno momimuTo (mepemnieTeHo) 6e3 nucTa-
3aBepuUTesd, COCTABJIEHHBIM 10 YCTaHOBIEHHOW (OpPMe NHCT-3aBEPUTENh IOAKIENBAETCA K
BHYTPEHHEM CTOPOHEe 00I0KKH fena.

B 3aBepuTenbHOU HaAnucu IudpaMu ¥ IPOMNKUCHI0O YKa3bIBAIOTCS KOJIUYECTBO
IIPOHYMEPOBAHHBIX JTUCTOB, KOTHYECTBO JIMCTOB BHYTPEHHEW ONUCH (IPU e€e HAIW4YUU),
HaJIMuyue NTUTEPHBIX W MPOIMYIIeHHBX HOMEPOB JIUCTOB, HOMEpPa JUCTOB C HaKJIEEHHBIMHU
dboTorpadpusaMu U HOKYMEHTaMHU (3a UCKIIOYEHUEM JIMYHBIX [ejI), HoMepa KOHBEPTOB C
BIIOKEHHUSMU U KOIUYECTBO BIOXKEHHBIX B HUX JTHUCTOB. KOIHMYECTBO NMHUCTOB BHYTPEHHEN
OTMCH YKa3hIBAETCS B 3aBEPUTEIIbHONW HAAMMCH II0CJIe 00Iero KOJIu4yecTBa JIMCTOB fesa
yepe3 3HaK «+» (III0C).

3aBepI/ITeHBHaH HAAIINCh IIOAOINCHIBAETCA COCTaBUTEJIEM C YKa3aHHEM [HOJIZKHOCTH,
paCH_II/I(prBKI/I IIOAIINCH 1 OAThI COCTaBJIEHUSI.

HpI/I IepeayMepanu JJUCTOB B KOHIE [OeJla COCTABIAETCA HOBadA 3aBEPHUTEIIbHANA
HaAIInuCh, CTapas HAaAIIKMCh 3a49YE€PKHUBAETCs, HO COXPAaHsAETCA B JeJie.

188. O6moxKu men opopMISIOTCs 10 ¢GopMe COTIacHO IPUIIOKEHNI0 15.

[To oKOHYaHUY [IeJI0NPOU3BOACTBEHHOI0 Iofja PEKBU3UTEL 0010KEK [ie1, MOoAIexkKalinux
IOJTHOMY O(OPMJIEHUIO, YTOYHSIOTCS:

IpyY W3MEHEeHUWUM HAaMMEeHOBAHUS BHIIIECTOSINEH OPraHM3allMi, OPTaHW3AIUU HIIU
CTPYKTYPHOTO TOApa3dejieHus, NpHU Iepepadye fena B APYTyi0 OPraHMU3aIlUI0 WU
CTPYKTYpPHOe Ioapa3feseHue B mepuon GOPMUPOBAHUS [ejla Ha 0070XKKe YKa3blBaeTCs
HOBOE HaWMEHOBaHUe (CBepxy), a MpexkHee 3aKII0YaeTCs B CKOOKHY;

B 3aroJIOBKax OeJl C PaCIIoOpPAOUTEIIbHEIMU JOKYMEHTAMHU, IIPOTOKOJIaMH, COCTOAIIUX U3
HECKOJIBKHUX TOMOB, YKa3BIBAIOTCA UX HOMEPAQ,

Ha 00JI0KKe [iefla TPOCTABIISIETCS aTa fJea (KpaliHue JaThl JOKYMEHTOB, BKITIOYEHHBIX
B [EJI0);

€CJIM B [IeJI0 BKJIIOYEHH MOKYMEHTH 3a 60ee paHHUM mepuon, yeM rofm GopMUPOBAHUS
fiefla, TO IIOf AATOM fesa JejlaeTcsa oTMeTKa «MMeroTCs JOKYMEHTHI 3a ... TOf(bI)»;

N3 JINCTAa-3aBEPUTEIIA Ha O6HO}KKY heJjla BEIHOCUTCA KOJIM4YECTBO JIMCTOB B [IEJIE;

IIpY BHECEHUH [lejla B CBOJHYIO OIKCh B COOTBETCTBUU C TPeOOBaHMSIMM OYHKTa 204
HacTosAmer MHCTpyKIuY Ha 0010KKe fefla IPOCTaBIsIeTCS apxXuBHBIHM mudp (HoMep (oHfa,
ONNCH ¥ JeJia 10 ONUCH).



IaTta Ha 0670KKe mena o6o3HayaeTcss apabCckumu mudpamu. [JaTH el C MIaHaMH,
OTYEeTaMH, IITATHHIMUA PACIUCAHUSIMH, TUYHBIMU KapTOYKaMM YBOJIEHHBIX PaOOTHUKOB,
JMUIeBEIMM CUYETaMH, HOesl, CPOPMHUPOBAHHBEIX M3 HECKOJIbKHMX JIMYHHIX [eJT YBOJIEHHBIX
pabOTHUKOB, W MHeJl, COmepXKalluX OOUH JOKYMEHT, BKIIIOYAIOT TOILKO ron. KpailHUMHU
maTaMy JIMYHOTO Mefla SBASIOTCS HAThl IPHKA30B O IpHeMe M YBOIbHEeHWM pabOOTHUKA, Ha
KOTOPOTO 3aBEHEeHO HeJIo.

B BepxHel 4acTH 00JI0KEK Aes MOCTOSHHOTO XpPaHEeHHs, MOAJIexkalluX Iepegayde B
rOCyNapCTBEHHHIW apxXuB, MpeAyCcMaTPUBAeTCd MECTO MOJIS YKa3aHUS HauMeHOBaHUS
COOTBETCTBYIOIIETO TOCYNAPCTBEHHOTO apXHBa.

Hapnucu Ha 00J102KKaX OealoTCs YeTKO CBETOCTOMKMMHU YepHUIAMU, TYIIbI0 WU
IIapUKOBOM pyuko#. JomyckaeTcs odopmieHne PEKBU3UTOB 00JIOKKH C ITOMOIIBIO
TeXHUYECKUX CPE[ICTB Ha OTHAEJIbHOM JIUCTE C MOCIeayIoulel HaKJIeHKoi ero Ha 00JI0XKKY
nena.

189. [Tena BpemeHHOTO (H0 10 7meT BKIIOUYKUTEJbHO) XPaHEHUS IIOCJIE€ 3aBePIIEHUS
OeOMPOU3BOACTBOM OCTAIOTCS YaCTHYHO O(DOPMIIEHHBIMH: HOKYMEHTH XPaHSITCS B
CKOPOCIIMBATENAX, IUCTH HE HYMEPYIOTCS, IepecucTeMaTu3alus JOKyMEeHTOB B [ejie He
IIPOBOAUTCS, BHYTPEHHUE ONUCH U 3aBEPUTEIbHbIE HAOIIUCH HE COCTABISIOTCH.

I'/TIABA 14
COCTABJIEHUE OIIMCEH OEJI

190. Omuch gen - apXUBHBEIM CIIPaBOYHUK, COAEpXKAIIUN CUCTEeMaTU3UPOBAHHHIN
IlepedYeHb 3ar0JI0BKOB [eJl, IpegHa3HaueHHbIN OIS PaCKPHITHS COCTaBa U COlepKaHus gell,
VX y4eTa U CUCTeMaTh3alui.

191. Onucu cocTaBiATCSA €XEerofgHO Ha [ejla, 3aBepIlIeHHbIE OeJIONPOU3BOLCTBOM,
CPOK XpaHeHHUS KOTOPHIX mpeBbimaeT 10 meT. Onucu gen cOCTaBASIOTCS OTOENIbHO Ha Aela
IIOCTOSIHHOTO, BpeMeHHOro (cBuilie 10 51eT) XpaHeHUs, N0 JIMYHOMY COCTaBy, Aejia CO
CIiel[ManbHOM AOKyMeHTaluel (HaydHble OTYETH II0 TeMaM, CyfeOHbIe U CIIeICTBEHHEIE fefla
" T.IL.).

Ha 37mekTpoHHBIE Oena COCTaBISIOTCSA OTHENIbHBIE OMMCH B MOPSAOKE, YCTAHOBIIEHHOM
WMHCTPYKIIMEN O MOpsfaKe pabOTHl C 3JIEKTPOHHBIMU [JOKYMEHTaMH B TOCy[apCTBEHHHIX
OpraHax, MHBLIX OpraHu3aluusix ¥ [IpaBunaMu paboThl C JOKYMEHTAaMU B 9JIEKTPOHHOM BUJIE B
apX¥Bax roCyapCTBEHHBIX OPTaHOB, HHBIX OPTaHU3alllil, yTBEPKAEHHLIMYU I0OCTAaHOBIIEHUEM
MunucrtepcTsa foctuniuu Pecybnuku benapyce ot 6 ¢espansg 2019 r. Ne 20.

192. Omucu men COCTaBAAIOTCSA B CTPYKTYPHBIX IOApPa3feNieHusaX (B 0€CCTPYKTYPHBIX
OopraHus3anusax - paboTHUKaMH, OTBETCTBEHHBIMM 3a COOTBETCTBYIOIIUE HaIpaBlIeHUS
0esiTeNbHOCTH WIIM BHIONHeHUe (GYHKIUM) (manee - OMNUCHU OEN CTPYKTYPHHIX
IIOApa3fesieHuil) U B apXWBe OpPraHU3alluM (Jajee - CBOOHBIE OMMCU HEN).

193. B CTPYKTYpPHBIX IOAPa3eIeHUsIX ONUCHU HeJl COCTABIISIOTCS MO METOOUYECKUM
PYKOBOZICTBOM apxuBa OpraHu3aluu 1o ¢GopMe COrjlacHO IPUI0kKeHuio 16.
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194. Onucu pmen CTPYKTYPHHIX NMOAPa3feieHHU [OOJKHBE OBITh COCTABIEHH U
oopMIIEeHH B YCTAHOBIIEHHOM TTOPsKe He mo3nHee 31 mekaOps roda, CIeAyIOLIETo 3a TOOOM
3aBepIIeHus Oel Oel0IPOU3BOACTBOM, U IPEACTaBIeHk B apXUB OpPraHU3allui B TeYeHUE
CIIEYIOIIEero MeJIONPOU3BOACTBEHHOTO rofga. OTBETCTBEHHOCTh 3a CBOEBPEMEHHOE WU
KadeCTBEHHOE COCTaBJIeHHE OMUCEN OeNl CTPYKTYPHBIX IIOApa3feeHu HeCyT PYKOBOAUTEH
3THX MOApa3feeHui (pabOTHHUKYM, OTBETCTBEHHBIE 3a COOTBETCTBYIOIIWE HANpPaBJIEHUS
NesaTeNbHOCTY WU BBHINOJHEHUE (PYHKIHWM).

195. Ilepen BHeceHHWEeM 3aroJIOBKOB [eJl B ONUChH IIPOBEPSAETCSI COOTBETCTBUE
KOJHM4YEeCTBa [IeJl, BHOCUMBIX B OIMCh, KOMUUYECTBY 3aBeNEeHHBIX [I€Jl 10 HOMEHKIaType Hen
OpraHU3alli}, TPOU3BOAUTCS MOJTUCTHLEIA TPOCMOTP Aej. [Ipu mpocMOTpe fena MpoBepseTcs
COOTBETCTBHE 3arojioBKa [eJla COLEepXaHWUI0 OOKYMEHTOB B [ejie, NPAaBUIbHOCTH
obopMIeHUS U TPYINUPOBKY OJOKYMEHTOB, BKIIIOUEHHHIX B [I€JI0, KAYeCTBO MOIUINBKYA WU
nepenieTa, HyMepalus JUCTOB [efla, Halu4yKue U IMPaBUIbHOCTh 0(POpPMIEHUS BHYTPEHHEN
OIIKCH [iefla B CJIydasiX, OlpefeeHHbIX NYHKTOM 186 HacTodlerd MHCTPYKIMY, HATu4ue U
IPaBUIBHOCTE OQOopMIIeHUsS 3aBepuTenbHOM Hamnucu. OOHapyXkeHHBIE HapPYIIEHUS
YCTaHOBJIEHHBIX IIPaBUJI GOPMUPOBaHUS U 0GOPMIIEHUS [IeJT YCTPAHSAIOTCS B CTPYKTYPHBIX
nofpa3feieHusaX.

[Ipy OTCYTCTBUM OEJ, YUCHSIIUXCS MO HOMEHKJIAType [ejl, CTPYKTYPHBIM
ofipa3feieHeM IPUHUMAIOTCS MEPH 0 UX Po3bICKy. OOHapyKeHHbIEe [iela BKII0YaloTCS B
onuck. Ecnu mouck oka3zascs 0e3pe3yNbTaTHHIM, TO Ha OTCYTCTBYIOIIKE OeJla COCTaBIsAETCS
CIIpaBKa C M3JI0KEeHUEM MPUYUH UX OTCYTCTBHUS. CIpaBKa MOANKUCHIBAETCS PYKOBOOUTEIEM
CTPYKTYPHOTO Iofapa3meneHus (pabOTHMKOM, OTBETCTBEHHHIM 3a COOTBETCTBYIOIIEe
HallpaBJIeHUe [IeITeJIbHOCTU WU BHIIIOJTHEHUE (QYHKIINUM) U IepelaeTcss BMECTEe C OMMUCHIO
Iesl B apXuB OpraHu3alui.

196. TIpu cocTaBleHUU OMMUCHU HeJl CTPYKTYPHOTrO IoApa3deneHus coO0omalTcs
cnenymoinye TpeOoBaHUS:

Kaxkmoe feio (TOM, 4acTh) BHOCUTCS B OIHKCH IIOf CAaMOCTOSITEIbHBIM IOPSIAKOBEIM
HOMEPOM;

TIOPSIIOK HyMepalluy Oejl B OIKMCH - BaJIOBOH;

3dI'OJIOBKHU [1€JI BHOCATCA B OITMCh B COOTBETCTBHUH C HpI/IHHTOIZ CXeMOU cucTeMaTHh3alluu
Ha OCHOBE€ HOMEHKIIATYPEI OEJI;

Fpa(l)BI OITMCH 3allOJIHAIOTCA B TOYHOM COOTBETCTBHH C TEMUH CBeJEeHHUSIMH, KOTOPLIE
BBIHECEHEI Ha 06H0}KKy geia;

IIPU BHECEHHHN B OIIUCH IIOOPAON HECKOJIBKHX OeJI C OJUHAKOBBIMHU 3a4rOJIOBKaMHU
3alr0JIOBOK II€PBOr0 OeJia YKA3bIBA€TCA ITIOJIHOCTBIO, a4 3aTlOJIOBKH IIOCIIEOYVIOIIHUX HOeil
o6o03HaualTCcs cioBaMu «To xKe», IIpy 3TOM Opyrue CBedeHus O OejiaX BHOCATCA B OIIUCH
IIOJIHOCTHIO (Ha KaXX[I0M HOBOM JIMCTE OIKMCH 3aroJIOBOK fiefia BOCIIPOU3BOOUTCA HOHHOCTBIO);

epexosIye fea, cojepkaliue TOKYMeHTH 3a HECKOJIBKO JIEeT, BKII0YAIOTCS B OIHUCH
Ien 10 TOAY 3aBefeHus; MPU COCTABJIEHUU ONUCEN [eNl MOCeAyIOIuX JIeT, B Te4eHue



KOTOPHIX OpMUPOBaHUE NEPEXOAAIuX Aesl ObIJIO MPOMOJIKEHO, B HUX 3a IMOCIIefHEN
OonucaTeJIbHOM CTPOKOM KaXJoro rofa [ejlaloTCs CCHUIKM Ha HOMepa [ejl II0 OIUCH TOTO
rofia, B KOTOPYIO 9T Ilepexoasinue fesa ObUIi BKIIOYEHH;

Hanpuwmep:

HokymenTs! 3a 2006 rog cMm. Takxke B onucu Ne 3/2005 3a 2005 rop, gema Ne 5, 7, 15.

rpada onucu «IIpuMedyaHue» MCIOIL3YETCS I OTMETOK O Ilepemade el B apXuB
OpTraHM3alluH, O MejlaX, IPUHSATHX U3 OPYTUX CTPYKTYPHHIX IOApa3fdeleHUN B TeUYEHUE
IeJI0IPOU3BOCTBEHHOTO ToMla, 00 0COOEHHOCTSIX (GU3UIECKOT0 COCTOSTHUS e U T.II.

197. Onucu gen CTPYKTYPHBIX MOApPa3fesieHnid UMeloT HoMepa. Homep onucu COCTOUT
13 WHIEKCa CTPYKTYPHOTO MOJApa3neNieHus M0 HOMEeHKIAType [ejl OpraHu3alluy, Tofa, 3a
KOTOPHIHM [ena BKIIOYAKTCSA B Oonuch. K HOMepPy ONUCH [el IO JTUYHOMY COCTaBy
nobaBrnsieTcss 6yKBeHHOe 0003HaueHue «JIC», a K HOMEPY OMUCH AeJl BpeMeHHOro (cBeiie 10
JIeT) XPaHEHUS — «B».

198. B KOHIIe onuCcH [eJl CTPYKTYPHOTO IIOApa3aeeHus (3a MOoCIeqHel OMUcaTeIbHOU
CTPOKOI) COCTABIISIETCS UTOTOBAs 3allMCh, B KOTOPOU IMppaMu ¥ MPOMUCHI0 YKAa3bIBAETCS
KOJINUYECTBO [IeJI, BKIIOUYEHHHX B OMKCh, IIEPBHIM U IOCJIEeNHUM HOMepa Oesl IO OIMUCH,
OTOBapHUBAIOTCS 0COOEHHOCTY HyMepalluy [eJl B ONUCHU (TMTEPHBIE U IPOIYIIeHHBIe HOMepa).

199. Omuce men CTPYKTYPHOTO MOApa3feeHus IMOAINCHIBAETCS COCTABUTEJIEM C
yKa3aHueM [OJI2KHOCTH, pacIinppPOBKY MOANUCH U HAThl COCTABIEHUS, COTJIaCOBBIBAETCS
pykoBoguTeneMm cnyxk6wl OV opranuzanuu, 9K CTPYKTYpHOTro moapa3neeHus (mpu
HaJIM4YKWKM) U YTBEPXKOAETCS PYKOBOOUTENIEM CTPYKTYPHOTO IIOApPa3[eleHus.

200. Onucu men CTPYKTYPHBIX IMOApa3fesieHud COCTaBNIAIOTCSA B ABYX 9K3eMIIIsApax, a
nIpy Hanuyuu IK CTPYKTYpHOIO mopapas3feneHus - B Tpex. OOuH 3K3eMIJIApP OCTaeTCs B
CTPYKTYPHOM NOApa3fejieHuy, BTOPOU IepefaeTcsl B apXuB BMeCTe C OejlaMU, TPeTUu
IIOAIIMBAETCS K IPOTOKOIIY 3acemanus JK.

201. Ha o6noxkKax [fejl, BHECEHHHIX B OMUCH [eJl CTPYKTYPHOTO MOApa3ngeneHus,
MSTKUM 4YEpPHBIM IpadUTHHIM KapaHAalloM MPOU3BOOUTCS BpeMeHHas IKA(pPOBKa Oen B
COOTBETCTBUY C OIUCHIO AeJl CTPYKTYPHOI'O OgPa3neieHusl.

202. Tlo onmucsaM men CTPYKTYPHBIX MOApas3fesieHuil JOKYMEHTHl CHAlTCId B apXuB
opranusauuu. Ha oCcHOBe omuceu fesyl CTPYKTYPHBIX IIOAPa3fe/ieHUl B apXxuBe OpraHu3aluu
COCTaBJIAIOTCS I'ONOBEIE Pa3[esibl CBOOHEIX OIIUCEN Hell.

203. [Ipu HanUYUK B OpraHU3aluK 00IIeCTBEHHOM OpraHu3anuu (mpodecCruoHanIbHOTO
Co103a 1 [Ip.) ee HOKYMEHTHI BKJIIOUAIOTCS B OTHIEIbHYI0 OMKUCH [EJl, COCTaBIsgeMylo 1Mo (opMe,
YCTAHOBJIEHHOW MOJIST ONUCEN Hel CTPYKTYPHBIX mompa3aeneHui. [lema oOuiecTBEHHOU
OpraHu3alliuy MepenaloTCs B apXUB OpPraHU3allil B IOPSAKE, YCTAHOBIIEHHOM [JIs Iepefadyu



OJeJI CTPDYKTYPHEIX HOI[pa3I[€J'IeHI/II7I, " BKIIIOYAIOTCA B T'OOOBEIE PA3OEIIEI CBOJIHOU OIUCH [JeTl.

I')TABA 15
ITEPEJAYA IEJI B APXUB OPTAHU3AIIUHN

204. [Tema mOCTOSTHHOTO, BpeMeHHOro (CBbIIe 10 51eT) XpaHeHUs U 110 TMYHOMY COCTaBY
IofJjiexarT Iepefadye B apxuB OpraHu3alium.

Iena momXHE OBITH NTepefaHbl B apXUB OpPTaHU3alliU U BK/IIOUEHHl B CBOOHYIO OIHCH
nen (romoBOM pa3fen CBOLNHOM OMMCHU [eJl) IO UCTEYEeHUU Irofia, HO He MO3JHEE ABYX JIeT
TII0CTIE UX 3aBepUIEHUS [eJIOIIPOU3BOLACTBOM.

[lepemaya fen B apXuB OpraHU3alUy OCYIIECTBIIAETCS 10 OIMUCAM HeJl CTPYKTYPHEIX
IoJpa3fee i, COCTaBIsIEMbIM B COOTBETCTBUM C TPeOOBaHUSIMU I'IaBhl 14 HacTosIIeH
HNHCTpyKUIUH.

205. Tena BpemenHoro (mo 10 neT) XxpaHeHHWs B apX{B OpraHM3alliy He NMepenarnTcsa U
II0 UCTEUEeHUH CPOKOB BPEMEHHOrO XpaHeHUS IOAJeXkaT YHHUYTOXKEHHUIO. [lepemada men
BpeMeHHOro (go 10 meT) xpaHeHUsI B apXUB OpPraHU3alMU OOMYCKAeTCS B UCKITIOUYUTEIbHBIX
cly4dasx IO pelleH’i0 PYKOBOOUTENS opraHu3aiuu. [lepefada TakKux [ejl B apXuB MOXKET
OCYILECTBASATHCS IO COTJIAaCOBAaHUIO C apXUBOM OPraHM3alluy 10 HOMEHKIAType Aell.

206. Jena nmepenaloTcsd B apXuB opraHu3anuu mno rpaduky. 'paduk cocrasnsercs
3aBeAyHIMM apXuBOM (JIHLIIOM, OTBETCTBEHHHEIM 3a apXWB), COTJIacOBHIBAaeTCsa C
PYKOBOOUTENAMHU CTPYKTYPHBIX NOApPa3feleHUU U yTBEPXKAaeTCsd PYKOBOOUTEIIEM
OpraHu3aluu.

[Ipu mpueMe-niepenade fejl B apXuBe NPOBEPSETCS NMPaBUIbHOCTL GOPMUDPOBAHUSA U
ohOpMIIEHHS [eJl, COOTBETCTBHE KOJIUYECTBA [eJl, BEHECEHHBIX B ONNUCH JeJl CTPYKTYPHOTO
noapa3neieHus, KOIU4YeCTBY Hesl, 3aBeJeHHBEIX B COOTBETCTBUU C HOMEHKJIATYpPOH Hen
opraHu3auuy. BrIsIBIeHHbBe IpU IPOBEPKe HENOCTAaTKU yCTPaHATCS paboTHUKaAMU
CTPYKTYPHEIX IIOApPa3[eIeHuN.

Iema mepemamTCsS B apXWB OpraHM3alliy B MPUCYTCTBUM PabOTHHKA CTPYKTYPHOTO
noapa3neneHus. B o0oux sk3eMIIsipax ONKUCHU B rpade nMprMedaHHe KaXaoro 3arojloBKa
mena MPOCTABASIOTCS OTMETKM O HaNM4YMU Oejl. B KOHIle KaX[I0ro 9K3eMIJsipa OMUCH
1MppamMu ¥ MIPOMKUCHIO YKA3kIBAIOTCS KONMMYECTBO GAKTUUECKHU MIPUHSATHIX B apXUB Oell, JaTa
npueMa-liepefadyu fell, HauMeHOBaHUS [OJIXKHOCTEM, MOAMUCH, PacindpPOBKY MOANUCEH
7Klla, TMepefaBliero mena, ¥ paboTHMKA apxuBa (/IMlla, OTBETCTBEHHOTO 3a apXUB),
TIPUHSBIIETO [ela.

CBepeHHBIE C ONMMCBHIO [ejla MOAOUPAIOTCS UM YBSI3BIBAIOTCS B apXUBHBIE CBSI3KU
Tonmmuuou mo 20 cM. Jlerma yKJIamgbiBalOTCS 0 BO3PACTaHUI0O HOMEPOB B ONMUCH Ha o0e
CTOPOHHL. [lesia OCTaBIAIOTCS B apXuB pabOTHUKAMHU CTPYKTYPHBIX ITOOpa3feleHn.

206'. Tlepefgaya MOKYMEHTOB B 9JIEeKTPOHHOM BHJAE B apXMB OpPraHU3alUK
OCYIIeCTBNISIETCS B NOPSAAKe, yCTaHOBIeHHOM [IpaBunamMu paboTH C HOKYMeHTaMH B
3JIEKTPOHHOM BHIE€ B apXuBaX I'OCY[AapCTBEHHEIX OPraHOB, WHBIX OpPraHU3allUi.
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I'/TIABA 16
YHUYTO2KEHHWE JOKYMEHTOB C UCTEKIINMH CPOKAMUW XPAHEHUA

207. OTOOp men K YHHYTOXKEHHIO OCYIIECTBJISETCS II0 pe3ylabTaTaM S3KCIEPTHU3HI
IIeHHOCTU JOKYMEHTOB II0CJie ITIOATOTOBKY CBOOHBIX ONMMCEU [Aesl IOCTOSHHOTO, BDEMEHHOI0
(cBoime 10 neT) XpaHeHUSA W 10 TUYHOMY COCTaBy U 0OPMIAETCS aKTOM O BHIIENIEHUHU K
YHUYTOXKEHUIO JOKYMEHTOB U [iefl, He IofJieXalluX XpaHeHu1o.

HemocpencTBeHHBW OTOOpP HOKYMEHTOB K YHUYTOXEHHUIO B CTPYKTYPHBHX
TIO[Ipa3feIeHUsIX OCYIIEeCTBIISIIOT OTBETCTBEHHBLIE 3a [EJIONPOU3BOACTBO NKIla. IIpoBEpPKYy
IIPaBUIIBHOCTH MTpOu3BeneHHoro oToopa ocymectsnset 119K (9K) opranuszarmu.

208. Ilema BKIIOYAKTCSI B @KT O BHIEJIEHUY K YHUUTOXEHUIO, €CJIA YCTaHOBJIEHHEIN
CPOK UX XpaHEeHUS UCTeK K 1 FHBaps rofa, B KOTOPOM COCTaBJIEH aKT.

209. AKT 0 BHIOEJEeHUU K YHUUTOXKEHHNIO JOKYMEHTOB U [eJl, He IOoAJieXallux
XpaHeHUI0, MOXKET COCTABJISAThCS KaK Ha Oejla BCeil OpraHu3alldy, Tak ¥ Ha Jejla OTAeIbHOT0
CTPYKTypHOTro nopapa3naenenus. Ha goKyMeHTH ¢ 0TMeTKOU «IOIIK» cocTaBnsieTCs OTHEIbHBIN
aKT.

210. AKT 0 BHI€JIEHUU K YHHUUYTOXKEHUIO JOKYMEHTOB U [€Jl, He IMOAIexXallux
XpaHEeHUI0, COCTABISETCS 0 (opMe COTIacHO IpuiioxkeHuio 17. B akTe yKa3bIBalOTC:

3ar0JIOBKH OTHEJIBHBIX OEJI NI T'PYIIIIOBEIEC 3aT'OJIOBKH OOHOPOOHEBIX OETI;

Hampumep:
[Tnan paboTH oTAena mokymeHToBemeHus Ha 2001 rog
U

[Tane pabOTH CTPYKTYPHEIX IOAPA3Ae/IeHNH HHCTUTYTa

JaTa UJIn KpafIHI/Ie OaThI [eJl;

Hampumep:
2001
njim

2001-2005

HOMEpPa HOMEHKIIATYD O€JI, B KOTOPLIX OBLIH YUYTEHEI BhIJEJIss€eMbIe K YHUUYTOXKEHNUIO



mefla UM HOMEPa ONMCeM Jen BPeMEeHHOTO XpPaHEeHHS, B KOTOPHE OBIIM BKIIOUYEHEH
BhIZleITeMble K YHUUTOXEHHUIO fiefia (OIS Jejl co CPOKOM xpaHeHus 6onee 10 met, B TOM
YUCJie 10 IMYHOMY COCTaBy), HOMepa OMHKCel el IMOCTOSHHOTO XPaHeHMs, U3 KOTOPHIX B
X0fie UX nmepepabOTKU OTHeNIbHEIE [iefla UM JOKYMEHTH BhIJeNIEHb K YHUUTOXKEHUIO;

MHIEKCH [ieJl [0 HOMEHKJIaType [ell Ul HoMepa [el [10 OIIUCH;
KOJINYEeCTBO JeJl (KaXOb TOM YUUTHIBAETCS KaK OTHEe/IbHOE [eJ0);

CPOKU XpaHeHUs AeJl U HoMepa CTaTel (IYHKTOB) IO IEePEYHSIM.

Hampumep:

5 1., m. 461

211. AKT 0 BHIIeJIeHHUM K YHUUTOXKEHHIO MOKYMEHTOB U HeJl, He MOoAIeXalluX
XpaHeHUI0, MOANKCHIBAETCS JIUI[OM, TPOBOOUBIIUM 3KCIEPTU3Y IIeHHOCTH JOKYMEHTOB, U
paccmaTpuBaeTcs Ha 3acegaHuu LI9K (9K) opranmsanuu OmMHOBPEMEHHO CO CBOOHBIMU
OIIKCSIMHU Hel.

AKT, coCTaB/IsSeMbl B OpraHMU3aluM, SBASIOMIENCA NCTOYHUKOM KOMIIJIEKTOBAHUS
roCygapCTBEHHOTO apxXWBa, yTBepXKAaeTCd PYKOBOAUTEIEM OpraHU3alldd II0CJie
YyTBEPXKOEHUS COOTBETCTBYWOIIUM TOCYZapCTBEHHBIM apXWBOM HJIM CTPYKTYPHHEIM
moagpa3aesleHueM 10 apXuBaM U AEeJIONPOU3BOACTBY 00acTHHIX (MUHCKOTO TOPOACKOIO)
HCIIOTHUTEJIbHBIX KOMATETOB CBOOHOW OMNHKCHU [eJl MOCTOSHHOI0 XpaHeHUs U COTrJlaCOBaHUS
CBOJHOU OIIKCH [eJl [0 IMYHOMY COCTaBy U aKTa O BHIJEJIEHUU K YHUUTOKEHUIO JOKYMEHTOB
C OTMETKOH «IITK».

AKT, cocTaBlsgeMbll B OpraHu3alliy, He SIBASIIeNCI UCTOYHUKOM KOMIIJIEKTOBaHU S
roCyJapCTBEHHOTO0 apXuBa, HO B [eATEJIbHOCTH KOTOPON 00pa3ymTCS HOKYMEHTH
IIOCTOSSHHOTI'O XpaHEeHHUs, YTBEPKOaeTCd PYKOBOOUTEIeM OpraHu3alliy M0CJie YTBEPKAEHU S
LI9K BeImIecTOsAIed OpraHu3aluu (Ipd HaAIW4YWM) CBOOHOU OINHKCHU OENl MOCTOSHHOTO
XpaHEeHUs ¥ COTJIaCOBAHHUS CBOJHOM OMMCHU AeJI II0 TMYHOMY COCTaBy U aKTa O BHIAENIEHUHU K
YHUUTOXKEHUIO JOKYMEHTOB C OTMeTKOU «IITK».

AKT, cOCTaBNsIEMBIM B OpraHU3aluy, He SBAFKIIENCS UCTOYHUKOM KOMIIJIEKTOBaHUS
TOCyHapCTBEHHOTO apX#WBa, B [ESATENIbHOCTU KOTOpPOU He 00pa3ylTCd HOKYMEHTEH
IIOCTOSTHHOI'0 XpaHeHUs, YTBEPXKAAeTCs PYKOBOOUTEJIEM OpraHu3alluy II10CJie COTJIaCOBaHUS
¢ I9K BrilecTosAIel Opraiu3anuy (IIpy HaJuyuy) OIUCHU [eJl 110 INYHOMY COCTaBYy U akTa 0
BEHIfIEJIEHUU K YHUYTOXEHUIO JOKYMEHTOB C OTMETKOU «IIIK».

212. OTtoOpaHHBIe K YVHUYTOXKEHWIO U BKJIIOUEHHbIE B aKT JJOKYMEHTH IIePefalTCs
opraHu3alusaM, BeJalOLUIUM 3aroTOBKOU BTOPUYHOTO CHIPbA. VCHONB30BaHUE 3TUX
OOKYMEHTOB [JIl XO35MCTBEHHBIX HYX] 3anpemeHo. Coada DOKYMEHTOB O(QpOpPMIIseTCS
[IpUEeMO-CHaTOYHOM HaKlamHou. [laTa clauyu 1 HOMepP HaKJIaJHOU yKa3bIBalOTCS B aKTe.



YHUUYTOXEHUE NOKYMEHTOB, COOepXKalluxX CBeNeHUsI, OTHECEHHbEe B YCTAHOBJIIEHHOM
IOPsSAKe K TOCYyJapCTBEHHEIM CEKpeTaM, KOMMePY€eCKOM U (MJIM) HHOU OXPaHSIeMOM 3aKOHOM
TallHe, OCYILECTB/IAETCS B COOTBETCTBUU C 3aKOHONATEILCTBOM.

I''TABA 17
OIIEPATUBHOE XPAHEHHWE JOKYMEHTOB

213. C MoMeHTa 3aBefeHHUS U [0 Iepefadyl B apXUB OpraHU3aldU UJIM YHUYTOXKEHUS
IIOCJie MCTEeYEeHUS CPOKOB BPEMEHHOTO XpPaHEHUS [ejla XPaHATCSH B CTPYKTYPHBIX
nmoapasfeneHusax (y JOMKHOCTHBIX JIMI) IO MeCTy (hOPMHUPOBaHHUSA.

Ilema XPaHATCA B pa60‘{I/IX KOMHaTax U (UIU) CIeldaibHO OTBEIEHHBIX OIS 9TOU LIeJn
IIOMEINEeHNAX B 3allHPpa€MBIX mKa(bax, OGGCHG‘-II/IBaIOH_II/IX UX IIOJTHYIO COXPAHHOCTB,
IMpegoxXpaHAIuX JOKYMEHTHI OT IIBIIIN K BO3[IENCTBUS COJTHEYHOI'0 CBETA.

214. B nensx NoBHILIEHUS ONEPaTUBHOCTY IMOMCKa JOKYMEHTOB [iejla PacIojaraiTCs B
mKadax B BEPTHUKAJIbHOM IIOJIOKEHHUU KOpPEIIKaM{ HapyXy B COOTBETCTBUHU C
HOMEHKJIaTypou mei. Ha Koperkax 06J102KeK [ie YKa3bIBaIOTCS WHIEKCH 10 HOMEHKIIaType.

ONeKTPOHHBIE HOCUTENH C (PoHOTpaMMaMM 3acedaHHWil KONJerualbHBEIX OPraHOB
XPaHSATCS Y CeKpeTaps KOJIeruaabHOro opraHa. OTMETKHM O JaTe 3acefjaHUs U BPEMEHHU
3aMuCy JeNlaloTCS Ha YIIaKOBKE HOCUTETIEH.

215. [IoKyMeHTH ¥ fiefla, HaXOOAIIuecs: Ha OlepaTUBHOM XpaHEeHWH, MOT'YT BbIIaBaThCS
B II0JIb30BaHUE B IIpefejlaX OPraHU3allUd APYTUM CTPYKTYPHBIM IMOApa3feeHUsIM
OpraHu3aluy, CTOPOHHUM OpPTaHM3AIMSIM U B CIIy4asX, ONpefeSIeHHHX MeHCTBYIOITUM
3aKOHOJaTe/IbCTBOM, I'paXKaaHaM.

Brimaya [OKYMEHTOB U [eJl B II0JIb30BaHUE APYTOMy CTPYKTYPHOMY IOApPa3feleHUuIo
OpraHM3aluy TPOU3BOIUTCS C Pa3pelleHrsT PYKOBOTUTENS CTPYKTYPHOTO IOAPa3aeIeHus.

Brimaya MOKYMEHTOB U [€l CTOPOHHEMN OpraHM3aluy IMPOU3BONUTCS HAa OCHOBAHUU
IIMChbMEHHOTO0 3aIIpoca 3TOM OPraHMU3alliy U PE30JTIOINY PYKOBOIUTENS OPTaHU3allUHU.

Brimaua OJOKYMEHTOB UM [O€JI TpPaXOadaHaM OCyHmeCTBIA€TCA B COOTBETCTBHUU C
3aKOHOOaTeJIIbCTBOM.

,HOKy'MeHTBI, Haxopmdmuecd Ha OII€PAaTHBHOM XPaHEHHWH B OPraHU3allMM, MOTYT OBITH
HN3BATEI B X0O€ IIPEABAPHUTEJIBHOTO PaCCIeOOBaHUII, cyne6Horo pa36I/IpaTeHBCTBa,
HCIIOJTHEHUA peHIeHI/Iﬁ OpraHa YroJIOBHOTO ITPECIIeHOBaHUA U Cyad IIO YTOJIOBHBEIM [€JIaM B
ImopsAanKe, YCTaHOBJIEHHOM 3aKOHOOATEJIECTBOM.

HU3bsaTue JOKYMEHTOB U3 O€JI ITIOCTOAHHOTIO XPaHEHU ITPOU3IBOOUTCA C 00513aTEeTbHBIM
BKJIIOYEHHUEM B I€JI0 3aBepeHH0171 KOITMU U3BATOTO JOKYMEHTA.

216. 11 KOHTPOJIS 3a BO3BPATOM Ha MECTO BHITAHHOTO (M3BATOr0) M3 Jejla HOKYMEHTa
IIOMEIIAeTCs JIMCTOK-3aMeCTUTENb, 0POPMIISeMBId IO GOpPMe COTJIaCHO NMpUIoKeHH0 18.
Il KOHTPOJIS 3a BO3BPATOM He/l COCTaBIAETCS KapTa-3aMeCTUTENb Aella, opopMmiseMas 1Mo
dbopMe cormacHo IpunoxkeHun 19.




I'/IABA 18
OCOBEHHOCTH PABOTbI C HOKYMEHTAMM B 3JIEKTPOHHOM BUJIE

217. UckmoyeH.

218. ®opMaTH OOKYMEHTOB B 3JIEKTPOHHOM BH[E, a TaKXe BUIBl UCIIOJIb3yEMBIX
MaTepHaIbHBIX HOCUTENEe!N OJIs UX XpaHEeHUs ONpedesioTCsa OpraHu3aluei, eCjii UHOe He
YCTaHOBJIEHO 3aKOHOOAaTEIbCTBOM.

Opl"aHI/I3aI_II/II/I, ABIAIOMINECd HMCTOYHHKAMM KOMIIJIEKTOBAHHSA TOCYOAaPCTBEHHBIX
dPXHBOB, COT'JIaCOBEIBAIOT HCIIOJIIE3yEMEIE CI)OpMaTbI JOKYMEHTOB B 3JIEKTPOHHOM BHE C
YIIOITHOMOYEHHBIM I'OCYOAPCTBEHHEIM dPXUBHBIM YUPEXKIOECHUEM.

Hcmonb3yeMblie ¢GopMaThl AOJKHH 00ecrmedyuBaTh MHOMJIMHHOCTh, HOCTYIHOCTb,
I1eJIOCTHOCTh MHGOPMAIIUM NOKYMEHTOB B 3JI€KTPOHHOM BHMOE U IMOJHOTY CBEIEHHUH O
criocobax X CO37aHus, TPAHCIOPTUPOBKY (IIOIyUYEeHUSs, OTIIPABKM), XpaHEHUSI C MOMEHTa UX
co3maHus (MONMy4YeHUs) M0 IMepedaydyd B apXWUB MM YHUUYTOXKEHHUS, B TOM YHCJe IPHU
OCYIIEeCTBJIEHUHM KOHBEpPTAIlUU HOKYMEHTOB B HOBBEIE (opMaThl, MUTpPAIlUUd B HOBHIE
aBTOMaTU3UPOBaHHBIE CUCTEMBI, SKCIIOPTE M3 3JIEKTPOHHOU MOYTOBOM CHUCTEMHI U OP.

HonycTumeiMu hopMaTaMy JOKYMEHTOB B 9JIEKTPOHHOM BHJIE SIBIISIOTCS:
Portable Document Format / A (PDF/A);

Office Open XML (DOCX);

OpenDocument Format (ODT).

HOHYCTI/IMHMI/I (bOpMaTaMI/I I 3JIEKTPOHHBIX 0T06pa}KeHI/IfI OJOKYMEHTOB Ha GYMa}KHBIX
HOCHUTEIJIAX ABJIAIOTCSA:

Portable Network Graphics (PNG);
Tagged Image File Format (TIFF);
Joint Photograph Experts Group (JPEG);
Portable Document Format / A (PDF/A).

HomycTuMele ¢hopMaThl 3JIEKTPOHHBIX KOMUY JTOKYMEHTOB Ha OyMazKHBIX HOCUTENSX
ompeneneHs MHCTPYKIMeW O MopsfakKe pabOTH C 3MeKTPOHHHIMKH HOKyMEHTaMH B
TOCYOApCTBEHHBIX OpraHaxX, MHBEIX OpraHU3alusX.

219. IloaroToBKa U CcoOrjacoBaHHE NPOEKTOB OOKYMEHTOB B 3JIEKTPOHHOM BHU[E
OCYILECTBJILIOTCA I10 IIpaBuUjiaM, YCTAHOBJIEHHHIM HacToswweld WHCTpyKIMed B OTHOIIEHUHU
AQHAJIOTMYHAIX TOKYMEHTOB Ha OYMaXKHOM HOCHUTEJIE.

220. ,]:[OKYMGHT B 3JIEKTPOHHOM BHUE€ OOJI2KEH MMETL BCE€ PEKBU3UTEI, YCTAHOBJICHHEIE
OJId aHAJIOTHYHOTO0 NOKYMEHTa Ha 6YM8.}KHOM HOCHUTeEeJie, 3a HCKIIIOYEHHEM H306pa}KeHI/IH
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T'ocymapcTBenHOro repba Pecny6inuku bemapych, a TakXke OTTUCKOB ITeYaTel U IITaMIIOB.
PacnonoxeHue u opopMieHre PeKBU3UTOB B POPMYJIsipe NOKYMeHTa B 3JIEKTPOHHOM BU[IE
(oOmied yacTu 37TeKTPOHHOTO OOKYMEHTAa) MPU €ro BHEIIHEM MPEeACTaBJIeHUM [OOJIXKHO
COOTBETCTBOBATH TPEOOBAHUSIM, YCTAHOBIEHHHIM IYHKTOM 35 HacTosIed NHCTPYKIIUY.

221. B goKyMeHTax B 31eKTPOHHOM BH[e IIPXA O0QOPMIEHUU PEKBU3UTOB, B COCTAB
KOTOPHIX BXOOUT COOCTBEHHOpPY4YHAas IMOAIMMCH, BCE 3JIEMEHTH TaKWX PEKBU3UTOB, 3a
VCKII0YeHHEM COOCTBEHHOPYYHOM IOANMCH, NIPU BHEIIHEM NpPeACTaBJIeHUH JOKYMEHTa
INONXKHBE OBITh OTPaXKeHH HEIOCPeNCTBeHHO B (GopMynsipe HOKyMeHTa. B KadecTBe
9KBUBaJeHTa COOCTBEHHOPYYHOM MOANKUCH ucmonb3dyeTcs JLIII, 3a UCKII0YEHUEM CITy4aeB,
yKa3aHHBIX B IYHKTe 222 HacTosglel MHCTPyKIUHN.

Hcnonw3oBanue OIIIl ocymiecTBIsgeTcs B COOTBETCTBUU C TpeOOBaHUIMU
3aKOHOJATeNbCTBA, B TOM YMCJIEe IPeObSIBASeMBEIM K CPeICTBAM BHIPAOOTKH M IMIPOBEPKHU
SUIT.

222. VUHCTPyKIIMEH 10 AeJIONPON3BOACTBY OpPraHM3aluy U (UIM) UHBIMU JIOKaJIbHBIMU
IPAaBOBEIMH aKTaMHU OpPTAHU3aIMHd MOTYT OBITH YCTAHOBJIEHH NIpaBHUjIa MOMIHCAHUSI,
COTaCcOBaHUA, YTBEPXKAEHUS BHYTPEHHUX OOKYMEHTOB B 3JIEKTPOHHOM BHOe (3a
HCKJII0YEeHUEeM JIOKAaJIbHEIX IIPABOBHEX aKTOB) 0e3 wucmonb3oBaHusa OJIIII, ecnu
3aKOHOMATEIbCTBOM He YCTAaHOBJIEHO MHOe. TaKue MpaBuiia MOTYT OBITH YCTAHOBIIEHBI IIPU
YCIOBUHU, YTO IPOTPaMMHBIE CPEOCTBa, MCIONb3yeMble B OpTaHU3alUdHU, MMO3BOISIOT
OOHO3HAYHO HOEeHTH(DUUMPOBATH JIMIIO, MOANHKCaBIIee (COrjlacoBaBllee, YTBEPHOUBIIEE)
NOKYMEHT.

OTmnpaBKa JOKYMEHTOB B 3JIEKTPOHHOM Bufe 0e3 ucrnoab3oBanus JLIIT gomyckaeTcs mo
COTJIAllleHUI0 CTOPOH MPHU YCJIOBHHK, YTO IPOTPaMMHBIE CPENCTBa, IPUMEHSIEeMBIE B
OpraHMU3alugaX, I03BONAIOT ONHO3HAUYHO HAEHTU(PULIUPOBATh JIUIO (OpraHKW3aluio) - aBTOpa
NOKYMEHTa, eCJI¥ 3aKOHOATEIbCTBOM HE YCTaHOBJIEHO UHOE.

[Tpu ocylecTBIeHUHN BHEIIHETO COTJIaCOBAaHMUS IIPOEKTOB JOKYMEHTOB B 3JIEKTPOHHOM
BHJIe B KaueCTBe 3KBHUBaJIeHTa COOCTBEHHOPYYHOU MOAIKCH, BXOASIIEN B COCTaB PEKBU3UTA
«I'pud cormacoBanusi», ucmnonab3yetrcs ILII1. CormacoBanue qOKyMeHTa 6e3 MCIIOIb30BaHUS
SUIT momyckaeTcsl MO COTAIIEHWI0 CTOPOH MPHU YCIIOBUHU, YTO MPOTPaMMHBIE CPENCTBA,
IpUMeHsieMble B OpTraHMW3alldsAX, MO3BOJSIOT ONHO3HAYHO HAEHTHGUIMPOBATHL JIHIIO,
corjacoBaBlllee JOKYMEHT, U COBMECTUMBI MeXAy Co00M, eCciu 3aKOHOJATeJIbCTBOM He
YCTAHOBJIEHO MHOE.

OtcyrctBue QLI momycTuMo [/ AOKYMEHTOB (3a HCKJIIOUEHUEM 3J1€KTPOHHBIX
OOKYMEHTOB) MH(POPMAaIXOHHO-CIIPAaBOYHOTO XapakKTepa ¥ (MnM) He MMOOJIexXallux
perucTpanuy, a Takxke [ 3JIEKTPOHHHIX 0TOOpPaXKeHU# MOKYMEHTOB Ha OyMaxKHOM
HOCHTEJIe.

223. [lpu MOATOTOBKE AOKYMEHTOB B 3JIEKTPOHHOM BU[E MOTYT UCIOJIb30BaThCA
ma6yoHkb. [1la6moHE pa3pabaTeiBalOTCS Ha OCHOBE YHUGMUIIMPOBAHHHIX (HOPM [TOKYMEHTOB
cimyx00ii [IOY opraHu3anui.

224. TlpueMm um oTIpaBKa JOKYMEHTOB B 3JIEKTPOHHOM BUIE OCYIIECTBISIETCS, Kak



npaBuo, ciuyx6ou [OY.

[lonyckaeTcsl IprUeM U OTIIpaBKa OOKYMEHTOB B 3JIEKTPOHHOM BHUIE€ CTPYKTYPHBIMU
noapaspeneHusaMu (paboTHMKaMu) opraHusauuu 6e3 ydactus cinyxkOwl [JOY. IlepeueHb
KaTeropuu JOKYMEHTOB B 3JIEKTPOHHOM BHIe, IIPUEM U OTIIpaBKa KOTOPHIX OCYIIECTBIISAETCS
CTPYKTYPHHIMU ToOApa3feNeHusIMU (pabOTHUKaMM) OpPraHU3aIlUU CaMOCTOSTENbHO,
pa3pabaTeiBaeTcs cinyxk0ou NOY u yTBepKmaeTcss PyKOBOLUTENIEM OpraHU3allWu.

ITocne oTIpaBKU MOKYMEHTa B 9JIEKTPOHHOM BH[IE, VIOCTOBEPEHHOTO B COOTBETCTBHUU C
TpeOOBaHUSIMHU HACTOSIIeN WHCTPYKIMY, MOCHIIKA €r0 9K3eMIIIsIpa Ha 0yMaKHOM HOCUTEJIe
He TpeOyeTcs, eciiy 3aKOHOOATeTbCTBOM He YCTAHOBJIEHO HHOeE.

224", [Ipu monyyeHuU NOKYMEHTOB B 3JIEKTPOHHOM BHU[E, B TOM YUCJIe IOLNUCAHHBIX
OUII, mpoBepseTCcs UX MOAJMHHOCThL U LEIOCTHOCTh, HalWu4Me BCeX yKa3aHHHIX
IIPUJIOXKEHUM, BO3MOXKHOCTh UX BOCIIPOM3BENEHUS, OTCYTCTBHE KOMIILBIOTEPHBIX BUPYCOB U
T.1.

225. UckmoueH.

226. VckmoueH.

226'. TIpy ION0KUTEILHOM pe3y/bTaTe IPOBEPKH MOKYMEHTH HOMIeXaT falbHened
obpaboTke.

B cnyyae oOHapyxkeHus OomuOOK (OTPUIlATENbHHIX Pe3yIbTaTOB IpoBepku ILIII,
OTCYTCTBUSI NPUTOXKEHUN, HEKOPPEKTHOTO BOCIPOU3BEOEHHUS COOEpXKaHWS, HaIU4dUI
KOMITbIOTEPHBEIX BUDPYCOB M T.[I.) OpraHU3alluu-OTIIPABUTENI0 HAIMPaBISeTCsd yBeIOMIIeHUE.

227. [IOKyMeHTHl B 371€eKTPOHHOM BH[e IOMJieXaT PEerucTpaluuu B COOTBETCTBUU C
TpeboBaHusIMU nVHKTa 139 HacTosmen WHCTPYKIIUY.

I OTOMHUTENIbHO NMPU pPErucTpaluud JOKYMEHTOB B 3JIEKTPOHHOM BHUME MOTYT
HCIIOJIb30BAThCSI PEKBU3UTHL «J[0JIXKHOCTh, MHUIIMAIE ¥ HaMUINS JIUIA, TONMINCABIIETO
NOKYMEHT», «Alpec XpaHeHHUsS HOOKYMeHTa B 3JIEKTPOHHOM BHuMe», «BHyTpeHHSS
mepeagpecanuss JOKYMeHTa II0 HCIOIHUTeNsIM», «Hanuunue IpUI0KEeHUN K JOKYMEHTY»,
«Croco0 mocTaBKM HOKyMeHTa» (110 MHMOPMAIlMOHHO-TEIEKOMMYHUKAIMOHHOM CeTH, Ha
MaTepHUaIbHOM HOCUTEJIe U Ip.) U [Ip.

228. UckmnoueH.

229. Bo BxopAmuX X BHYTPEHHUX JOKyMeHTax MHpoOpMauus, comepxkKaliascs B
pekBusuTax «Pe3omionusa», «OTMeTKa 0 KOHTpoJie», «OTMeTKa 00 UCIOTHEHUU JOKyMeHTa U
HalpaBJIeHUU ero B geno», «OTMeTKa 0 NOCTYIUIEHUH (PETUCTPAlMOHHEIN MITaMII BXOOAIINX
IOKYMEHTOB)», OTMeTKe 00 03HAaKOMJIEHUU C TOKYMEHTOM, UHBIX CITy>KeOHbIX OTMETKaX, IIPU
paboTe C JOKyMeHTaMHU B 9JIEKTPOHHOM BUI€e He BHOCUTCS B UX POPMYIIp.

[anHas nHPOpMaNUa oTpaxKaeTCs B perucTpaluoHHbIX popMax (PKK unu xKypHase) Ha
OyMaXHOM HJIM 3J1eKTPOHHOM HOCHUTeJe W IPU HeoOXOOUMOCTH IPUKPEIISeTCsS B BUIE



oTHenbHEIX (aiinoB (MHOOPMAIMOHHEIX 00BEKTOB) K PETUCTPUPYEMOMY (yYUTHIBAEMOMY)
IOKYMEHTY B 9JIEKTPOHHOM BH]IE.

230. PeFI/ICTpaHI/IOHHO-y‘{eTHBIe AJaHHBI€ O JOKYMEHTAaX B 3JIEKTPOHHOM BHIE M CBA3U
MeXIOYy HUMU U CaMUMH OOKYMEHTAMHU COXPAHAKTCA B HEMU3MEHHOM M OOCTYIIHOM [OJIA
BOCIIPOHU3BEOEHUA W BOCIIPHUATHA YEJIOBEKOM BHOE Ha IIPOTAZKEHHH BCETO0 XKHU3HEHHOTO
IIXKIIa JOKYMEHTOB. HpI/I Inepenadye JOKYMEHTOB B 3JIEKTPOHHOM BHE€ BHYTPHU OPraHM3alluN
UIJIX IIPHU OTIIPaBK€ 3a IIpPpeneJIbl OPraHu3alWMM BMeCTE€ C HHMMH IepefgarTCd HX
pPeruCTpanuoOHHO-Y4Y€THEIE NdHHEIE.

231. Tlpu mepecwIKe MO 31eKTPOHHOM IOYTE HOKYMEHT B 3JIEKTPOHHOM BH[E
oopMIIsieTCs 10 MTpaBUJiaM, YCTaHOBIEHHBIM HacTosdIed MHCTPYKIMEN, U TPUKPETIISETCS B
BU[Ie IpuIoxkKeHus (daiina) K 31eKTPOHHOMY IIHCHMY.

232. [IOKyMeHTH B 3JIEKTPOHHOM BH€e, B TOM YMCJie OTIpaBisgeMble (IolydaeMble) 10
KaHaJjlaM 3J1eKTPOHHOM IOYTHI, OIYyCKAEeTCH:

S9KCIIOPTUPOBATh BO BHEIIHME 10 OTHOIIEHMIO K IIOYTOBOM CUCTEME 3IEKTPOHHBIE
banmns;

skcroptupoBath B AC [10Y;
pacrevaThiBaTh Ha 0yMakKHOM HOCHUTEJIE.

233. [Ipu 3KCnOpTE OOKYMEHTa B 9JIEKTPOHHOM BUJE, OTIPABIEHHOI0 (II0OJIy4YeHHOTO0)
II0 KaHajlaM 3/J1eKTPOHHOM MOYTHl, BO BHEIIHUY 110 OTHOIIEHUIO K IIOYTOBOM cucTeMe (paun
unu AC [1OY ¢ goKyMeHTOM 3KCHOpPTUPYyeTCsA (pacledaThBaeTCsI) CONPOBOAUTENbHOE
3JIEKTPOHHOE MMCHMO, BKJ04Yasd MHGOpPMAIUIO, COfepXKallylocsd B 3ar0JIOBOYHOM YacCTH
371eKTPOHHOI0 THMChMa (CBefdeHus 00 3JIEKTPOHHOM afipece OTIIPaBUTENS ([IOydaTens), JaTe
OTIIPABKH, JaTe MOJy4eHUsI, TeMe MUChMa, O MYTSIX IIPOXOXKIOEeHUS 3JIeKTPOHHOTO MHChMa I10
MHQOPMaIMOHHO-KOMMYHUKALlMOHHEIM KaHajlaM CBsA3U, HUOEeHTHU(UKATOpe NHChMa B
MHPOPMaLMOHHON CUCTEME U AP.), €CIU JOKYMEHT He COOEePXKUT PeKBU3UT «JlaTa», B MHBIX
cydasix, KOTfla yKa3aHHas uHbopMauus HeobxoauMa OJIst MOATBePxKaAeHUs GaKTa U YCIIOBUM
OTIIPaBKH (MONy4YeHUs) NOKYMeHTa U (M) MOXKeT OBITh MCIIONIb30BaHA B CIPABOYHHIX U
N0Ka3aTeJIbHbIX LEeJIfX.

234. Tlpu XpaHEeHUH ¥ UCII0Ih30BaHUM NOKYMEHTOB B 3JIEKTPOHHOM BHUIE, B TOM YUCIIE
OTIpaBJIeHHHIX (IOJy4eHHBIX) 10 KaHajlaM 3JIEKTPOHHOM MOYTH, obecnedynBaeTcsd HUX
INOCTYIIHOCTB [JIS1 BCEX 3aMHTEPECOBAHHHIX PaOOTHUKOB OpraHU3alMyd B COOTBETCTBUU C
YCTaHOBJIEHHBIMM 00513aHHOCTSIMU ¥ IIPaBaMU [OCTYTIa.

235. KOHTpO/Ib UCIONHEHUSA HOKYMEHTOB B 3JI€KTPOHHOM BH[E OCYIIECTBIAETCS C
yueToM TpeboBaHuM riaBel 9 HacTosAImed NHCTPYKIIUHU.

KOHTPOIb MCIOJHEHUs JOKYMEHTOB B 9JIEKTPOHHOM BH[Ee 00eCIeduBaeTCS TeM XKe
CTPYKTYPHHIM IMoOApa3fefieHreM (OOJIKHOCTHHIM JIMIIOM), KOTOPOe€ B COOTBETCTBUHU C
JIOKaJIbHBIMU IIPABOBLHIMU aKTaMH o0ecledyuBaeT KOHTPOJb MCIIOIHEHUS MJOKYMEHTOB Ha
OyMaxKHBIX HOCUTEJISX.



236. HOKYMGHTBI B 3JIEKTPOHHOM BHUE II0CJIE€ UX IMOAIMKMCAaHUA IT0OJIEeKaT XPaHEHUIO B
T€4YEeHHEe CPOKOB, YCTAHOBJIEHHBIX IOJId dHAJIOTUYHBIX HOKYMEHTOB Ha 6y'Ma}KHOM HOCHTEIIE.

B OpPraHu3alligX, B apXMBaX KOTOPEIX HE CO3OaHEI YCIIOBUA OJIA XpPaHEHUA NOKYMEHTOB B
9JIEKTPOHHOM BHOE€ C COXPaHEHHEM HX ILIEeJIOCTHOCTH, OCYIIECTBIIAETCA XPaHEHHUE
HIOEHTUYHBEIX II0 COOEPXKAHNI OTOKYMEHTOB Ha GYMa}KHOM HOCHUTeEJIE, O(I)OpMJ'IeHHbIX "
IMOAININCAaHHEIX B YCTAaHOBJIEHHOM IIOPSAOKE. HpI/I HEBO3MOZKHOCTH IIOJIYUYEHUA 6y'Ma}KHBIX
OPUTHUHAJIOB CO3OAIOTCA, 3aBEPAITCA B YCTAHOBJIIEHHOM IIOPAOKE M XPAHATCA KOIIHNHU
JOKYMEHTOB B 3JIEKTPOHHOM BHOE Ha 6YM8.}KHOM HOCHTEIJIE.

[l MOKyMEHTOB B 97IeKTPOHHOM Bue BpeMeHHOro (0o 10 reT) xpaHeHus:, yKa3aHHBIX B
IepedYHe COrjlacHO npunoxkeHuo 20, XpaHeHUe UOEeHTUYHBIX 10 COOepXKaHUI0 JOKYMEHTOB
Ha OyMmaxkHOM HocuTese He TpebyeTcs, ecnu AC [1OY, unas uHpopmMalnuoHHas CUCTEMA
OpraHu3allluHi, MOCPEACTBOM KOTOPOM 3TH HOKYMEHTHI OBIIM CO3TaHBI UIIM MOJYYEHH,
obOecIieyrBaeT UX LIeJIOCTHOCTh B TeUEHME YCTAHOBIEHHBIX CPOKOB XpaHeHus1. OpraHu3anus
BIIPaBe pa3paboTaTh aHAJIOTUYHLINA ITepedyeHb, BKIIOUYUB B HETO OPyTue BUIHI TOKYMEHTOB
BpeMeHHOTO (mo 10 mer) xpaHeHus1 0e3 MOMOJHUTENbHBIX YCIOBUU BBIIENIEHUS K
YHAYTOXKEHHUIO (B TOM 4yucie oTMeTOK «3IIIK», «Ilocme nmpoBemeHns HaJOTOBBIMU OpraHaMu
IIPOBEPKHU COOTIONEeHHS HAaJIOrOBOTO 3aKOHOMATEeIbCTBA», «Ilocyie 3aMeHBl HOBEIMU»).

[Ipy HanUYUYM UOEHTUYHBIX 110 COJEePKaHUIO TOKYMEHTOB B 3JIEKTPOHHOM BUIE U Ha
OyMaxkHOM HOCHUTEeJIe NOKYMEHTH B 3JIEKTPOHHOM BHME XpPaHATCA [0 MHUHOBAHUSA
HamoOHOCTH. YHUYTOXEHUE JOKYMEHTOB B 9JIEKTPOHHOM BHUME ITOCTOSTHHOTO U BPEMEHHOI'0
(cBoime 10 yeT) xpaHeHUsT OCYIIECTBISETCS He paHee YTBEPXKIAEHUS B YCTAaHOBJIEHHOM
TIOPSAKE TOMOBHIX Pa3esioB CBOTHBIX OMHUCEN HEeJ, COmepkKalluX NOKYMEHTH Ha OyMaxKHOM
HOCHTEJIE.

237. ®opMupoBaHue U OpOpPMIIeHNE 3JIEKTPOHHHIX [eJl OCYIIECTBISIETCS C yIeTOM
obmux TpeboBaHui GopMuUpoBaHUSA U 0GOPMIIEHUS [eJl C HJOKYMeHTaMUu Ha OyMaXKHBIX
HOCHUTEJISIX, YKa3aHHbIX B rnaBax 11 u 13 HacTosmen UHCTpyKIUU.

B mesTenbHOCTH OpraHu3aluil JomycKaeTcs ¢GopMupoBaHue THOPUAHBIX Oejl B TOM
cliydyae, KOTAa B Ipefenax OJHOTO Aena 00beAUMHSAIOTCS NOKYMEHTH, 4aCTh KOTOPHIX
TIOCTYTIM/Ia B OPTaHU3alIUIO0 110 KaHajlaM 3JIeKTPOCBSI3Y UJK Obljla CO3[aHa B OpraHu3aluy B
BUJle NOKYMEHTa B 3JIEKTPOHHOM BUJE, @ YaCTh JOKYMEHTOB [IOCTYNIUJIa B OPTraHU3aluI0 UK
Oplyla co3gaHa B opraHu3aluy Ha OymMaxkHOM HocuTesne. [Ipu 3TOM B HOMEHKJIaType Aell
IejlaeTcd OTMETKa B COOTBETCTBHMM C HOANYHKTOM 165.5 myHkTa 165 HacTodAlen
HNHCTpyKUUH.

'uOpumHOe [eso CymecTBYeT TOJIbKO Ha CTAAWM ONEPAaTUBHOTO XpaHeHUs. [ mbpumHbe
mena BpeMeHHOTo (o 10 jeT) XpaHeHus I0Cie OKOHYAHUS NeJI0MPOU3BOICTBEHHOT0 rofla He
TIOJIeKaT MOJTHOMY 0(pOPMIIEHHIO ¥ XPAHSITCS B TeUEHHE YCTAHOBIIEHHBIX CPOKOB.

B opranu3sanusx, B apXuBax KOTOPHIX CO3MaHbl YCIOBUS IJIS XPaHEHUST JOKYMEHTOB B
3JIEKTPOHHOM BHJE C COXPaHEHHEeM WX IIeJIOCTHOCTH, TMOpHUOHBIe [ejla IOCTOSHHOTO U
BpeMeHHOro (cBhile 10 51eT) xpaHeHUs MPHU IMOATOTOBKE K Ilepeflaye B apXWB OpraHu3alluu
TIOMIJIEKAT MOTHOMY 0GOPMJIEHHUIO B IBA CAMOCTOSITENIbHBIX Miejla: JOKYMEHTH Ha OyMaXKHOM
HocuTene GopMUPYIOTCS B Jel0 C HOKYMEHTaMU Ha OyMaXHOM HOCHUTeJe, TOKYMEHTH B


https://etalonline.by/webnpa/text.asp?RN=W20920434#%D0%9F%D1%80%D0%B8%D0%BB_20_%D0%A3%D1%82%D0%B2_1
https://etalonline.by/webnpa/text.asp?RN=W20920434#%D0%97%D0%B0%D0%B3_%D0%A3%D1%82%D0%B2_1&Chapter=11
https://etalonline.by/webnpa/text.asp?RN=W20920434#%D0%97%D0%B0%D0%B3_%D0%A3%D1%82%D0%B2_1&Chapter=13
https://etalonline.by/webnpa/text.asp?RN=W20920434#%D0%97%D0%B0%D0%B3_%D0%A3%D1%82%D0%B2_1&Point=165&UnderPoint=165.5

9JIEKTPOHHOM BHE (1)OpMI/Ipy}0TCH B 3JIEKTPOHHOE [eJIO. YKa3aHHBIM fennaMm IIpHUCBaNBAETCA
OOVHAKOBBI HHOEKC 110 HOMEHKIJIATypée OeJl 1 3aroJIOBOK.

B opraHu3anusx, B apxuBax KOTOPLIX He CO3[aHbl YCIIOBUS [JI1 XpaHEeHUs JOKYMEHTOB B
3JIEKTPOHHOM BHUJE C COXpaHeHHEeM UX IIeJIOCTHOCTH, He AoIycKaeTcs HOpMUPOBATh
rubpugHble fejla JOKYMeHTaMU IIOCTOSIHHOTO M BpeMeHHOro (cBeiie 10 neT) xpaHeHus. B
cllydyae NOCTyNJIeHUS TaKUX NOKYMEHTOB B OpPraHU3allUI0 10 3JEKTPOHHOU IMOYTe,
MH(OPMALUOHHEIM CHCTEMaM BEOMCTBEHHOIO (KOPIOPATUBHOT0) MU MEXBEeIOMCTBEHHOIO
371€eKTPOHHOTO JOKYMEeHT0000poTa U Ha OyMaKHOM HOCHTeJle IPUMEHSIOTCS TpeboBaHUS
YacTeu BTOPOU U TpeTbeu NyHKTa 236 HacToAwer MHCTpyKIIUU.

OcobeHHocTH ¢opMUPOBAHUS U 0DOPMIIEHUS 3JEKTPOHHHIX U TUOPUOHBIX MOell
0TpaxKalTCs B MHCTPYKLUHU II0 [EeIONPOM3BOACTBY OpraHU3alllM.

238. MecTo XpPpaHEHUs 3JIEKTPOHHEIX U l"I/I6pI/IJIHI)IX OeJl 00 UX IMmepegadn B dPpXHB UIJIN
BRIJEJIEHUA K YHUUYTOZKEHHNIO OIIPpENEIAETCA OpTaHH3aHHeﬁ CAMOCTOATEJIBHO U 3aKPEIIaeTCA
B JIOKAJIBHOM IIPDAaBOBOM aKT€, YTBEPZKIAaE€MOM PYKOBOOUTEIJIEM OPraHu3allvu.

239. OkcmepTH3a LEHHOCTUA JOKYMEHTOB B 3JIEKTPOHHOM BHUIE OCYILIECTBJISIETCS B
NOpsAKe, YCTAaHOBJIEHHOM IrnaBoy 12 Hacrodmed VHCTPyKIuM, a TakKkKe UHBIMU aKTaMu
3aKOHOATeNIbCTBaA.

240. [Tepenaya B apxXuB U BhIJIeJIeHUE K YHUYTOXKEHUIO SJIEKTPOHHEIX [Ie]l ¥ JOKYMEHTOB
B 9JIEKTPOHHOM BHUJE OCYIIECTBISIOTCS B COOTBETCTBHUU C TPeOOBaHUAMH HaCTOALIEU
WHCTPYKIUY ¥ UHBIX aKTOB 3aKOHOJIaTEILCTBA.

[Tpunoxenue 1

K MHCTPYKIUYU 110 OeJI0NPOU3BOACTBY
B I'OCyZapCTBEHHEIX OpraHax, UHBIX
opraHu3aInusax

(B pemakuuy MOCTaHOBIIEHNUS
MunuCcTEpPCTBA IOCTULUU
Pecny6nmuku Benapych

13.03.2019 Ne 39)

®opma
Tabenb yHupHUIUPOBaHHBIX (POPM TOKYMEHTOB

YTBEPXIAIO

(HauMeHOBaHUE NOJIXKHOCTH

PYKOBOZUTEIS OPraHu3alun)
[Togmuce PacmudpoBka moanucu


https://etalonline.by/webnpa/text.asp?RN=W20920434#%D0%97%D0%B0%D0%B3_%D0%A3%D1%82%D0%B2_1&Point=236

Jata

Hauwme- IlaTa [lompa3sne- CornacoBanue [lonnuceYTBepkneHue(lleuats ([Iepuo- |[Ipu-
HOBaHWUE |[yTBEpXKAe-  |1eHUe (HOmXK- OUYHOCTD [MeYa-
hopMbI HUS, HOCTHOE COCTaB- [HUE
OOKyMeHTa [HauMeHO- TTHTI0), MmeHus

BaHUE OTBETCT- BHYT- BHEII-

opraHu3alyi [BEHHOE 3a peHHee [Hee

(momx- 10T O-

HOCTHOE TOBKY

TTHU1I0), YTBEP-

ouBIIEN

popmy

IOKyMeHTa
1 2 3 4 5 6 7 8 9 10

HamMeHOBaHUE OOMKHOCTU PYKOBOOUTEIIS
cnyx0s1 [JOY (nutia, orBeTcTBeHHOTO 3a JOY) [Topmuch

PacmmdpoBka noagmnucu

[Ipunoxenue 2
K MHCTPYKIIUYU 110 OeJI0NPON3BOACTBY
B FOCyJapCTBEHHHIX OpraHaX, HHBIX

OpraHU3alUgX

dopma
CnucoK Ha pacCBUIKY
(Ha3BaHUeE, faTa, UHIEKC TOKYMEHTa)
HauMmeHOBaHUEe OpraHU3aluy U (UJIN) CTPYKTYPHOTO [ToutoBeid  (KommuecTBo [IpuMevanue
mofpas3fenenus, JOJXKHOCTHOIO JIUIA - agpecara ampec 9K3EMIIIIPOB
1 2 3 4

HaumeHOBaHUeE [OIXKHOCTY PYKOBOIUTETIS
CTPYKTYPHOTO ITOApPa3eieHus

ITopmuce

PacmmdpoBka noamnucu




[Tpunoxenue 3

K MHCTPYKIIUY 110 OeNI0NPOU3BOACTBY
B rOCy[lapCTBEHHBIX OpPraHaXx, UHBIX
OpraHu3aIugaX

(B pemakuuy IOCTAHOBIIEHUS
MuHuCcTEepPCTBa IOCTUIIUN
Pecny6nuku Benapyck

13.03.2019 Ne 39)

®opma

HaliMeHHe BhIISKCTass9yau HavMeHOBaHMe BHIIECTOSIIEN OPraHu3aluu
apraHisarbli HaumMmeHoBaHUe OpraHu3alum
HanimeHnHe aprasizalsli [TouToBHIN appec
[TamToBH agpac KoMMyHUKaLIMOHHBIE JaHHBIE
KaMyHiKalbIMHEIA OaHbISA KoMmMepueckue qaHHEIE
KaMepIbIUHBIS JaHbIA

Ne Anpecart
Ha Ne an Afipec 371eKTPOHHOU I1OYTHI

3aroj0BOK K TEKCTY

Tekct
HamnMeHoBaHUE OOIXKHOCTH PacmndpoBka noanucu
Gamunusa ucnonuurtess 000 00 00

[Ipunoxenue 4
HCKJTIOUEHO

[Ipunoxenue 5
VCKIII0YEHO



[Tpunoxenue 6

K MHCTPYKIMY 10 [eI0IPOU3BOLACTRY
B FOCYapCTBEHHBIX OpraHax, MHBIX
OpraHu3alusax

®opma
PerucrpaiiioOHHO-KOHTPOJ/IbHasA KapTO4yKa

JIuieBas CTOpOHA

1 2 3 45 6 7 8 9 1011 12 13 14 15 16 17 18 19 20 21 22 23 24 25 26 27 28 29 30 31
CpPOK UCIIOJTHEHUS |HasBaHHe BHJa NOKyMEHTa ABTOD (KOPPECIIOH[IEHT)

[laTa ¥ UHIIEKC MOCTYIIEHUS IlaTa ¥ MHEKC JOKyMeHTa

3arosioBoK (KpaTKoe cofiep:KaHue)

Pe3zoJionus Uy KOMY HallpaBlieH JOKYMEHT

OTMeTKa 00 HCIIONTHEHUH JOKYMeHTa

O6opoTHAas CTOPOHA

KOHTpONbHEIE OTMETKHU
onp Ne [Ommmce Ne [Demno Ne

[Tpunoxenue 7

K MHCTPYKIUYU 110 OeJI0NPON3BOACTBY
B FOCYJapCTBEHHBIX OpraHaX, UHBIX
OpraHU3aIUgX

CocTaB u nIpaBHJjIa 3al0/IHEHUsI 00s13aTeIbHBIX peKBH3UTOB PKK

PekBHU3UTEI [TosicHEeHHS K 3all0JTHEHUIO

1 2

Ha3BaHue BHUa 3aIl0IHSEeTCS B COOTBETCTBUU C Ha3BaHUEM BUJIa PETUCTPHUPYEMOTO NOKyMeHTa. [1pu
mOKyMeHTa perucTpanuu nuceM rpada He 3amoaHIeTCs

ABTOp (KOppeCHOHI[eHT) HpI/I PerucTpanyy MOCTYIIUBIIETO JOKYMEHTa 3allMCEIBA€TCA HAaMMEHOBAHKE
OPraHN3ally - aBTOPA OHOKYMEHTaA. HpI/I PerucTpalun UCXOOsdaIIero JOKyMeHTa
3AIIMChIBAETCA HAMMEHOBAaHNE OPraHN3alN-KOPPECIIOHOEHTA. ,HOHYCKaeTCH
[IPMMEHEHNE COKPALIEHHOI'0O HAMMEHOBAaHNA OPraHU3aluU

IlaTa 1 UHOEKC 3amnonHsIeTcs IIpU PEeruCTpaiuuy BXOOAIIEero JOKyMeHTa. 3amnuCHIBAIOTCS laTa U

MMOCTYIIJIEHU A MHOEKC, IIDUCBOEHHBIE NOKYMEHTY opraHH3auHeﬁ-nonyaneneM; IIePeHoCATCA U3
PETUCTPALIMOHHOI'O IITAaMIId BXOOAIINX JOKYMEHTOB

IlaTa 1 UHOEKC 3amnuCHIBAIOTCS laTa U UHIEKC, IIPUCBOEHHEIE NOKYMEHTY OpFaHH3aHHefI-aBTOpOM;

OJOKYMEHTa MMEPEHOCATCA C BXOOAIIEr0 UJIKM NCXOOAIIEero JOKyMEeHTa




3aronoBoK (KpaTkoe
comepKaHue)

[TlepeHOCUTCS 3ar0JI0BOK, CHOPMYIMPOBaHHEIM Ha JOKYMEHTE

Pesosronusa unu KoMy
HalpaBleH JOKyMEeHT

[TepeHOCUTCST TEKCT PE3OJTIOIMY PYKOBOOUTEIIS

CpPOK HCIIOJTHEHUS

[TpocTaBmnseTcs maTa (IUCII0, MECSII, TOM), K KOTOPO# JOKYMEHT JOJI)KeH OBITh
MCIIONHEeH. [Ipy perucTpalyy UCXOASINero HHUIMAaTUBHOTO JOKYMeHTa
3aIIMCHIBAETCS JlaTa 0XKHUOAEeMOI'0 OTBeTa

OTMeTKa 00 UCIIOJIHEeHUH

DOKyMEHTa

[TpocTaBisgeTCs MHOEKC fefa II0 HOMEHKIIAType [ell, B KOTOPOM OyHeT XpaHUThCS
DOKYMEHT IT0CJIe MCIIOJIHEHHUsI, KPaTKO 3aMKCHBAIOTCS PELIeHre BOIPOca II0
CYLIECTBY, HaTa U UHOEKC JOKYMeHTa-0TBeTa

[Ipunoxenue 8

K MHCTPYKIUYU 110 OeJI0NPON3BOACTBY
B FOCYJapCTBEHHHBIX OpraHaX, HHBIX
OpraHU3alUgX

dopma

2KypHaJI perucTpalui BXOOsIIIUX JOKYMEHTOB

ata moctynnenus [KoppecmoHeHT, faTa u

Kpatkoe

Pe3omonus uimn

Cpok OtmeTKa 00

1 MHOEKC MHIOEKC IIOCTYIIUBIIET O COoOepxKaHNe |KOMY HallpaBJI€eH HCIIOJIHEHUA [UCIIOJIHEHUU
JOKYMEHTa JOKYMEHTa OJOKYMEHT
1 2 3 4 5 6

[Tpunoxenue 9

K MHCTPYKIUY IO [IeJIOPOU3BOACTBY
B TOCY/IaPCTBEHHBIX OpraHax, HHBIX
OpraHu3alusgax

dopma

2KypHasi perucTpaniuy HCXOOsAIIUX TOKYMEHTOB

IlaTa u UHOEKC KoppecnoupeHT|KpaTkoe conepxkaHue OTMeTKa 00 MCIIOTHEHUN
OOKyMeHTa IOKyMeHTa mOKyMeHTa
1 2 3 4

[Tpunoxenune 10

K MHCTPYKIIUY 110 OeJI0NPOU3BOACTBY
B FOCyJapCTBEHHBIX OpraHaX, HHBIX
OpraHU3aIUgX



(I)opMa HOMEHKJIaTYPhbI eI OPraHu3dIIHHA

HaumeHnoBaHue BhIIIecTOAIel opranu3ainuun Y TBEP2KITARO
HanMeHOBaHMe OpraHu3aliuu
HOMEHKIIATYPA [EJI (HamMeHOBaHMe [OJIXKHOCTH

Ne

PYKOBOIHUTEIISI OPTaHU3AIINH)

(MecTO COCTaBJIEHUS)

Ha rof
[Topmucek PacmmdppoBka noanucu
laTa

Wunekc nena |Ha3BaHue pa3pena Kom-Bo men CpoK xpaHeHud gena |([[puMmedanue

(mompa3smena), 3ar0JIOBOK  |(TOMOB, (ToMa, 4acTu) u
mena (ToMa, 4aCTH) JacTen) HOMeEpa IIYHKTOB
(cTarteit) Mo mepeyHio
1 2 3 4 5

HOMeHKHaTypa [eJl COCTaBJIEHa Ha OCHOBaHHNHU

(Ha3BaHI/I${ ¥ BBEIXOOHEIE NaHHEIE

HOPMATHUBHLIX IIPABOBEIX dKTOB, HCIIOJIb30OBAHHEIX IIPHU OIIPpENEJIEHUU CPDOKOB XPAaHEHUA ,uen)

HanMeHOBaHUE OOMKHOCTU PYKOBOOUTEIS
cnyx0s1 [JOY (nuita, orBeTcTBeHHOTO 3a JOY) [Tommuch PacmmidpoBka nmognucu

3aBeOyIOIIUN apXuBOM (HaMeHOBaHUE
OOJI2KHOCTH JIMIIa, OTBETCTBEHHOI'O 3a apXUB)

[Tognuce PacmudpoBka nmognucu
IlaTa
COT'JTACOBAHO COT'JTACOBAHO*
IIpoToxon 3acemanus [I9K (IK) [IpoTtokon 3acemanus IMK (II1K, LII9K)
(HamMeHOBaHNe OpraHU3aluy) (HamMeHOBaHHUEe
Ne

TOCYHapCTBEHHOTO apXuBa UK

CTPYKTYPHOTO IIOAPAa3MEeJIEHNs 10 apXUBaM U

IeJIONPOU3BOACTBY 061acTHHX (MUHCKOT0 TOPOJCKOT0) UCIOTHUTEIBHEIX
KOMUTETOB,

BBHIIIECTOSIIEN OpraHu3aliui)
Ne




*B opraHu3anusix, He SBISIOMIMUXCS UCTOYHUKAMMU KOMIIJIEKTOBAHUS TOCYHAPCTBEHHBIX apPXWBOB U HE
HMMEIOIINX BHIIIECTOSIETO OpraHa yIpaBleHus, He 0pOpMIIIeTCs.

[Tpunoxenue 11

K MHCTPYKIUU 110 0eJI0IPOU3BOACTBY
B FOCYZapCTBEHHHIX OpraHax, UHBIX
OpraHU3aIuaX

dopMa HOMEHKJ/IATYyPHI [ie/I CTPYKTYPHOr0 Moapa3ae/ieHus: (001eCTBeHHOH
OpraHHU3allHH) OpPraHU3alluH

HaumMmeHOBaHNe OpraHu3alluu
HaumeHOBaHNE CTPYKTYPHOTO
noppasfmenenus (061eCTBEHHOM
OpraHu3alun)
HOMEHKIIATYPA [EJI

Ne

(MecTO COCTaBIIEHHS)
Ha Trofg

Wupnekc [Ha3Banue pa3pgena Kon-Bo men Cpok xpaHeHHUs Oefna (ToMa, yactu) 1 |[[ppuMedaHue
mesa (mompaspmena), 3aroJIOBOK fefia |(TOMOB, YacTell) [HoMepa IIYHKTOB (CTaTel) 110 epeyHIo
(ToMa, yacTn)
1 2 3 4 5

HomMmeHKIaTypa e cocTaBlieHa Ha OCHOBAHUU

(Ha3BaHUS U BEIXOJHEIE TaHHEIE

HOPMATHUBHEIX IIPaBOBLIX aKTOB, HCIIOJIb30BAHHELIX IIPH OIIpefeJIeHuH CPOKOB XpaHEeHUA men)

HawmMeHOBaHUE OOMKHOCTH PYKOBOOUTEIS
CTPYKTYPHOTO MOApa3aeieHus
(ob11eCTBEHHOM OpraHU3aIUN) [Togmuck PacmudpoBka nmognucu



3aBeOyoOIINY apXuBOM (HaMeHOBaHUE
NOJIKHOCTH JIALA, OTBETCTBEHHOI'O 3a apXUB)
[Togmuce Pacmudposka noanucu
Hata

COI'JTACOBAHO*
[IpoTokon 3acenanus 9K

(HaMMeHOBaHME CTPYKTYPHOTO MOAPa3aeIeHus)

Ne

*OdopmMmnsercs mpy Hanuuuu IK CTPYKTYpPHOTO ogpas3geneHus.

[Ipunoxenue 12

K MHCTPYKIUY 110 eJIONPOU3BOACTBY
B I'OCYIAapPCTBEHHLIX OpPraHax, UHBIX

OpraHu3anuiax

(B pemakIIiy IIOCTaHOBIEHUS
MuHuCcTEPCTBa IOCTUIIAN
Pecny6nuku Benapych

13.03.2019 Ne 39)

dopma

HUTorosas 3anuchs 0 KaTeropusix H Kojindecrse [eJl,

3aBeIeHHbIX B romy B

(HamMeHOBaHHE OPTaHU3ALNHN)

37IEKTPOHHBIX MIEN
THOPUIHEIX e
“H()OPMaLMOHHLIX PECYPCOB

[Io cpokaM XpaHeHUs Bcero B Tom 4yucne
ePeXOoIsIIuX C oTMeTKO# «OITK»
1 2 3 4
[TlocTOgHHOTO,
13 HUX:

Bpemennoro (cserme 10 ner),
13 HUX:

JIEKTPOHHEIX el
THOPUIHEBIX e
nH()OPMaLMOHHLIX PECYPCOB




13 HUX:
SJIEKTPOHHEIX MIel
THOPUIHEIX OE

Bpemennoro (mo 10 neT),

MH()OPMaLMOHHEIX PECYPCOB

HUTOT'O

HanmeHOBaHUeE [OIKHOCTY PYKOBOOUTETS
cnyxk0r1 [IOY (nmunia, orBeTcTBeHHOrO 3a [1OY) IToanuck

IaTa

HToroBele CBedeHUSA IIepeJaHbl B aPXUB OPTraHU3alluH.

HanMeHOBaHMe OOIXKHOCTH JINIIA,
IepegaBIilIero CBeEOeHuA

IlaTa

BHYTpEeHHSS OIUCH

ITopmucek

PacumppoBka nogmnucu

PacmmdpoBka nogmnucu

[Tpunoxenue 13
K MHCTPYKIUY 10 JeI0IPOU3BOACTBY
B FOCY[AapPCTBEHHBIX OpPraHax, UHBIX

OpraHu3aIusax

®opmMa BHYTPEHHEH OMHUCH TOKYMEHTOB [Iejla

OOKYMeHTOB fena Ne

No |daTta moxkymeHTa |[UHOekc nokymeHTa |Ha3Bauue u (unm) Howmepa nuctoB pena  ([I[pumedaHue
/1 3ar0JI0BOK LOKYMEHTa

1 2 3 4 5 6

Htoro OOKYMEHTOB.




(uudpamMu ¥ MTPOIUCHIO)

KonuyecTBO TMCTOB BHYTPEHHEH OMUCU

(uudpamMu ¥ TPOIUCHIO)

HaunmMmeHoBaHUE JOIKHOCTH JIHIIA,

COCTaABHUBIIIETO

BHYTPEHHIOI OIIUChH OKYMEHTOB feJla [Togmucek PacmudpoBKa mogmnucu
JlaTa

[Tpunoxenue 14

K MHCTPYKIUY 110 [eJIONPOU3BOACTBY
B I'OCYAaPCTBEHHBIX OpraHax, UHBIX
OpraHMu3aIusIx

®opMa ITHCTa-3aBEPUTEIA dejia

JINCT-3ABEPUTEJIb OEJIA No

B merne mopmuTo (BI0XKEHO) ¥ IPOHYMEPOBaHO

(mMdpamu U MIPOIUCHIO)
uCcT(0B), B TOM YHCIIE:
JINTEPHBIE HOMEDA:
IIPOITyIIIEHHBIE€ HOMEPA:

+ NUCTOB BHYTPEHHEN OIMCH:

0Oco6eHHOCTH GU3NIECKOT0 COCTOSHUS U HOPMUPOBAHUS fefia Howmepa nmucToB

1 2

HaumeHoBaHUE OOJIKHOCTHU JIUIIA,
COCTABUBIIIETO 3aBEPUTEJIbHYIO HAOIIUCh [Tommuco PacmmudpoBka nognucu
JlaTa




[Tpunoxenue 15

K MHCTPYKINY 110 OeJI0NPOXU3BOACTBY
B FOCYIapCTBEHHBIX OpraHax, UHBIX
OpraHu3alusax

dopMa 00/10KKH [iesia

D. No
O1. Ne

1. Ne

(HamMeHOBaHUeE rOCYJapCTBEHHOIO apxXuBa)*

(HaMeHOBaHNe BHIIIECTOSIEN OpraHu3aliun)

(HauMeHOBaHKE OpPraHU3alliH)

(HaMMeHOBaHME CTPYKTYPHOTO ogpa3feneHus (00IeCTBeHHON OpraHu3alnn),

GYyHKIMY UM HallpaBlIeHUS NeITeTbHOCTH)

emo Ne Tom Ne

(3aromnoBox mena)

naTa (KpaitHue aThl)
Ha JIUCTax
XpaHUThH

D. Ne
Om. Ne

II. Ne

*OdopMrseTcs B OpraHU3alUAX, SBASIOIIAXCS UCTOYHWKAMU KOMIIJIEKTOBAHHUS TOCYMapCTBEHHBIX
apxXuBOB, MpU Iepefade fenla (TOMa, YacTH) B TOCYJApCTBEHHBIH apXuB.



[Tpunoxenue 16

K I/IHCTPYKI.II/II/I 110 JeJIOIIPONU3BOOCTBY
B I'OCyOTapPCTBEHHBIX OPraHaX, WHBIX

OPraHUu3alugX

®opMa onmHCH JeJT MOCTOSITHHOT0, BpeMeHHOro (cBoime 10 1eT) XxpaHeHHs U 1o
JIMYHOMY COCTABYy CTPYKTYPHOI'O Moapa3ae/ieHusi (00IeCTBeHHOH OpraHu3alliy)
OpraHu3alvuy

HauMeHOBaHNe OpraHU3aIlux
HaumeHOBaHNE CTPYKTYPHOTO
monpa3nernenus (00IeCTBeHHON

YTBEPXIAIO

(HauMeHOBaHUE MOJIXKHOCTH

OpraHu3aln)

Omuch No PYKOBOZUTENS CTPYKTYPHOTO

Jeln -

(HauMeHOBaHNEe KaTeropuu ne) nofpaspenenus (o0mecTBeHHo’

3a rong

- OpraHu3aluy)

[Togmuce PacmudpoBka moanucu
IlaTa

No [MHpexc mena |[Ha3BaHue paspmerna, [laTta genma |KomuuecTBO MUCTOB B [CpOK XpaHeHus  |[Ipumedanu

11/11/(TOMa, YaCTH) [3arojIoBOK Aena (ToMma, |(ToMa, mene (ToMe, 4YaCTH) mesa (ToMa, e

JacTH) 9acTH) qacTu)
1 2 3 4 5 6 7

B na"HyIO OIMCH BHECEHO

(urpamMu ¥ TPOMUCHIO)

men ¢ Ne 10 Ne

JUTEPHBIE HOMEpa:

IIPOTNYyILIeHHbIEe HOMEpa:

HaumMmeHoOBaHUE OOIZKHOCTHA
COCTABUTEJISI OIMCHU
laTa

HauMmeHOBaHME IOIXKHOCTHU PYKOBOOHUTEIIA

cnyx0s1 [JOY (nuua, oTBeTCTBEHHOTO 3a [JOY)

[Topgmuce PacmmdpoBka moanucu
HaTta

[Topmucsk

B TOM 4HHUCIIE:

PacmidpoBka noanucu




COI'JTACOBAHO**
[IpoTokon 3acenanus 9K

(HaMMeHOBaHMEe CTPYKTYPHOTO MOAPa3aeIeHus)

Ne

[lepeman oenu
(urdpamu U IPOIUCEHIO) (urdpamu U IPOIUCEHIO)

pPeruCTpaimOHHO-KOHTPOJIBHBIX KaPTOYEK K JOKYMEHTAM.

HaumeHOBaHKe [OIXKHOCTY PabOTHUKA,

repeaaBlIero gena [Tognuce PacmidpoBka noanucu
HaTta

[Ipunsan oenu

(uudpamMu ¥ MIPOIUCHIO) (uudpaMu ¥ MIPOIUCHIO)

PETUCTPAlIMOHHO-KOHTPOIBHEIX KaPTO4YEeK K MOKYMEHTaM.

HamMeHoOBaHNe OOIXKHOCTH PabOTHHKA

apxuBa (J1Mila, OTBETCTBEHHOTO 3a apXUB),

[IPUHSABIIETO Oejia [Tognuce PacmmdpoBka nogmnucu
IlaTa

*'pada 6 He odhopMIIsIeTCS B OMUCSX [ell IOCTOSHHOTO XpaHeHUs.

**QdopmnseTcs npu Hanuuuu K CTPYKTYpPHOTO IOfipa3feleHus.

[Tpunoxenue 17

K MHCTPYKIUY 110 OeJI0IPON3BOACTBY
B rOCY[IapCTBEHHBIX OpraHax, UHBIX
OpraHu3aIuax

dopMa aKTa 0 BbIJEJICHHH K YHHUTOXKEHHIO TOKYMEHTOB H /ieJI, He MO//IeKalllux
XpaHEeHHUIO



HaumMeHoBaHue BrIllecTOsAIEN opranu3auun YTBEPXKIIAKO

HaumenoBaHIe OpraHnU3alluu
AKT (HamMeHOBaHME OOJIXKHOCTH

Ne

PYKOBOZUTENS OpPraHu3alun)

(MecTo CoCTaBIeHHUS)

[Togmuce PacmudpoBka nmoanucu
HaTta

O BeIIEJIEHUHU K YHUYTOXKEHHUIO

AJOKYMEHTOB U [eJI, He IIoaJIeXKalllnuX

XPaHEeHHIO

Ha ocuoBanuun

(Ha3BaHI/IH ¥ BBIXOOHBIE JaHHBIE HOPMATHUBHEIX IIPAaBOBBIX dKTOB,

HCIIOJIb30BAaHHBIX IIPH IIPOBEOEHUH IKCIIEPTHUIBI IIEHHOCTH)

oTOOpaHH K YHHUUYTOXEHHI0O KaK He MMEWINue HayYHO-UCTOPUUYECKOHU I[eHHOCTH H
yTpPaTUBIIKE NPAKTHYECKOe 3HAUYeHHE CleaymInue MOKYMEHTH u mena ¢orHma Ne*

(na3paHue (poHA)

Ne |3arosioBok Ilata gena [Homepa HHpekc gena (Toma, |[Kom-Bo  |Cpok xpaHeHusti |[I[puMedanue
TI/TIjmesna uin WIIH HOMEHKJIATyp [4acTH) IIo men merna (ToMa,
TPYIIIOBOM KpaiiHue |(omucen) 3a HOMEHKJIaType UM |(TOMOB, [d4acTH) M HOMepa
3ar'0JIOBOK [IeJI |JaThl gen  [rom(wr) Ne mena 1Mo omucu JacTel) [IYHKTOB (CTaTei)
110 IePEYHIO
1 2 3 4 5 6 7 8
Htoro mern 3a rom(sI).

(urdpaMu U MPOIIUCHIO)

Omnucu gen MOCTOSHHOTO XpaHEHUd 3a rof(bl) yTBEPXKAEHHI,

a o MMYHOMY cocTaBy corjacoBaHbl ¢ MK (31K, 113K)

(HaMMeHOBaHMe TOCYOAaPCTBEHHOTO apXuBa, CTPYKTYPHOTO ITOIPA3desIeHuUs 110 apXUBaM U OEeJI0MPOU3BOICTBY



00IaCTHRIX (MI/IHCKOFO FOpO)ICKOFO) HCIIOJTHUTEIbHBIX KOMUTETOB UK BBHIIIECTOSIIEH OpFaHI/I3aLII/II/I)

(IIPOTOKOI Ne )

HauMeHOBaHHe OOJIXKHOCTH JIMIIA,
IIPOBOMIUBIIIETO 9KCIIEPTUIY

LIEHHOCTHU [JOKYMEHTOB [Tognuchk PacmmdpoBka noamnucu
COT'JTIACOBAHO COT'JTACOBAHO**
ITpotokon 3acemanus 19K (9K) ITpotokon 3acemanus IMK (IIIK, [I9K)
(HauMeHOBaHKE OpPTraHU3allNH) (HauMeHOBaHUE

Ne

TOCyOapCTBEHHOI'O0 apXyBa UJIN

CTPYKTYPHOI'O ITOpa3esIeHus 110 apXuBaM 1

OeI0mpOoru3BOACTBY 061acTHHX (MUHCKOT'O FOPOJCKOTO)
HCIIOJIHUTEIbHBIX KOMUTETOB,

BHIIIECTOSIIEY OPraHu3alui)

No

HOKYMGHTBI B KOJIN4YEeCTBE nerl,

(undpamu U IPOIUCEHIO)

BeCOM KT COaHEI B

(HauMeHOBaHME OpraHU3alluy)

Ha ImepepaboTKy 0 MPHUeMO-COATOYHOM HAKIIafHOM OT Ne

HaumeHOBaHUe [OIXKHOCTH PabOTHUKA
OpraHU3alliy, CAABIIET0 JOKYMEHTEI [Tommuch PacmmudpoBka noanucu
JlaTa

H3MeHeHUS B Y4€THBIE TOKYMEHTEI BHECEHEI.

HamMeHoOBaHNe OOMXKHOCTH pabOTHHKA

apxuBa (1uila, OTBETCTBEHHOTO 3a apXUB),

BHECIIIEr0 U3MEHEHUS B yUeTHEIE JOKYMEHTH [logmuce PacmmdpoBka nogmnucu
IlaTa



*HoMmep ¢oHOa yKa3elBaeTCs B OpraHU3aIUAX, SABAAIOMIUXCHS MCTOYHHKAMU KOMIIJIEKTOBAHUSA
TOCYOAapCTBEHHBIX apXUBOB.

**QdopmiisieTcs B aKTax O BHAEIEHUU K YHUUTOXEHNI0 HOKYMEHTOB ¢ 0TMEeTKOU «3IIK»,

[Tpunoxenue 18

K MHCTpyKIUY 10 JeI0IPOU3BOACTBY
B FOCY[apCTBEHHBIX OpraHax, UHBIX
OpraHu3aIusaIx

®opMa THCTKa-3aMeCTHTe IS JOKyMeHTa

JIMCTOK-3AMECTHUTEJIb IOKYMEHTA

Bupn mokyMmeHTa IaTa HHpekc

KoppecnosgeHT

3arojI0BOK (MM KpaTKOe CofepkKaHue NOKYMEHTa)

Briman

(maTa BBEIZAYN)
Brigan [Tonmyyun
(HaI/IMeHOBaHI/Ie OOJIZKHOCTH, ITIOOIINCH, (HaI/IMeHOBaHI/Ie OOJIZKHOCTH, IIOOIINCHE,
pacmrdpoBKa MOATNCH JIUIIA, pacmrdpoBKa MOAIUCH JTUIA,
BhHIIABIIIET0 JOKYMEHT) KOTOPOMY BHIIaH JOKYMEHT)

[Tpunoxenue 19

K MHCTpyKIUY 10 JeT0IPOU3BOACTBY
B FOCYIapCTBEHHBIX OpPraHax, UHBIX
OpraHu3aIusIX

dopMa KapThI-3aMeCTHUTEeIsI [iejIa



HavMeHOBaHuUe OpraHu3alluu

HaumeHOBaHUE CTPYKTYPHOTO

nmofipa3neeHus
KAPTA-ZAMECTHUTEJIb [IEJIA
IHemo Ne
(MHEEeKC 110 HOMEHKIIaType Ael WX HoOMep 110 ONUCH B 3ar0JI0BOK)
Brigano BO BPEMEHHOE M0JIb30BaHMUE 00
(maTa BRImAYM) (maTa Bo3Bpara)
Brigan [Tonmyuun
(HauMeHOBaHUE OOMKHOCTH, [IOIIINCS, (HarMeHOBaHUe JONKHOCTH, TOLIUCE,
pacmudpoBKa IOAINCY U, pacmu@poBKa MOAIUCH JIUIA,
BBIIQBILIETO [IETI0) KOTOPOMY BEIZAHO [€TI0)
[Tpunoxenue 20
K UHCTpYKIIMHN
II0 TeJIONPOU3BONCTBY
B rOCYyIapCTBEHHEIX OpraHax,
MHBIX OpraHu3alugax
ITEPEYEHD

TOKYMEHTOB, XpaHeHHE KOTOPLIX MOXKET ObITh OPraHH30BaHO B 3/ICKTPOHHOM BHIE
1. TIpoToKOIEl COOpaHuil paGOTHUKOB CTPYKTYPHHIX ITOpa3aeIeHui OpraHu3aluii

2. ITpoTOKOJIEI OIIepaTUBHEIX COBELIaHUMN Y PYKOBOLCTBA OpPraHU3aluidl U JOKYMEHTH K
HUM

3. IIpoeKTH IpUKa30B, paClopsAkKeHU, yKa3aHU PYKOBOAUTEIEN OpraHu3alun

4. TIpoeKTH yCTaBOB OpPraHM3alluii, MOKYMEHTH IO MX pa3paboTke (mOKIagHBIE
3alMCKY, CIPaBKU, CBEIEHUS, OT3BIBH M [P.)

5. IIpOEeKTHl periaMeHTOB, HUHCTPYKLUY, TPaBuJl, MOJIOXKEHUN, METOAUYECKUX YKa3aHUI
1 PeKOMeHOaIuu

6. [Tepemnucka o pa3paboTKe, MPUMEHEHUHU U Pa3bsICHEHUU PErjIaMeHTOB, MHCTPYKITHUH,
IIpaBUJI, IOJI0XKEHUW, METOAUYECKUX YKa3aHUU U PEKOMeHOauu

7. PeructpaliioHHble KAPTOYKYA 00 aqMUHUCTPATUBHEIX ITPaBOHAPYIIEHUSIX



8. KypHanbl perucrpanuyu MPOTOKOJIOB ¥ MOCTAHOBIEHHWHN 00 afMUHUCTPaATUBHBIX
IIpaBOHAPYIIEHUSIX

9. AyguTopcKHue 3akKkiio4YeHUS (B ayAUTOPCKUX OpPraHU3aIUAX, Y ayOUTOPOB,
OCYIIEeCTBIAIIINX AeITeIbHOCTh B KaueCTBe MHOUBUIYaIbHBEIX IPEeNIpUHUMAaTENe)

10. [TuceMmeHHaa uHpopMauus (OTYETH) IO pel3yjibTaTaM IPOBEOEHUS ayOuTa B
ayOgUTOPCKUX OPTraHU3alusX, V ayAUTOPOB, OCYIIECTBISIIINX OEsATEIbHOCTh B Ka4eCTBe
VHOWBUYaJIbHBIX IIPEeAIPUHUMATEIeN)

11. Kuuru peructpauuy 3akjIl0YeHHBIX JOIOBOPOB OKa3aHUs ayIUTOPCKUX YCIIyT

12. JIoKyMeHTH O pa3bsICHEHUM MOpsOKa IPUMeHEeHHS aKTOB 3aKOHOOATehCTBa
(urdopmaluy, CIpaBKd, CBedeHHUS, MMepenucka U ap.)

13. Tlepenucka 0 3aK/JIIOYEHUU U UCIIOJTHEHUU JOTOBOPOB, KOHTPAKTOB 10 (PMHAHCOBO-
XO035MCTBEHHOU HesTeIbHOCTH

14. XKypHansl perucTpaluuy OOrOBOPOB, KOHTPAKTOB IO (pMHAHCOBO-X03SMCTBEHHOU
OesiTeJIbHOCTU

15. [IpeTeH3nOHHAs IepenuckKa
16. XKypHarssl y4eTa NIpPeTEeH3UX U UCKOBHIX 3agBJIEHUN
17. Kaury, XKypHasl yyeTa I0pULAYECKUX KOHCYIbTallul

18. [TIoKyMeHTH 0 COCTOSTHMU PabOTH 10 PacCMOTpPeHHUI0 oOpallleHud rpaxaaH, B TOM
Yyyclie HHOUBUOYAbHEIX NIPeIpUHUMAaTEeNed, U I0PUAUYECKUX U1 (TOKIafHbe 3aluCKHy,
CIIpaBKHU, aHaIU3bl, CBOAKH, 0030PHl, TaONUIlE], TTepenucka U Ap.) (KpoMe OopraHu3alui, B
KOTOPHIX OHM OBIJTA COCTABIIEHHI)

19. PeructpalinoHHO-KOHTPOIbHEIE (DOPMBI pETUCTPAlluK 00pallleHK# rpaxkaaH, B TOM
YUCJie MHAMBUAYAIbHEIX IPEeAIpUHUMAaTENe!, U IOPUAUYECKUX JIUI]

20. PerucTpanOHHO-KOHTPOIbHEIE (HOPMEI PETUCTPAIMY IPEOINCaHul 0 HagiexXalleM
pelIeHnr BOIIPOCOB, M3JI0KEHHHIX B 00palleHUsIX I'PaXkaaH, B TOM YUCJIe HHOUBUIYaIbHEIX
IpPeANnpUHUMAaTENeH, ¥ OPUONIECKIX JINI

21. JJOKyMeHTH O COCTOSHHUU PabOTH IO pPacCMOTPEHHIO0 3aMedaHUu# U (UJH)
IPeOIOXKeHWY, BHECEHHBIX B KHUT'Y 3aMe4YaHUM U NpPeAioXeHuM (CIpaBKH, CBOOKH,
Iepernrcka u [p.) (KpoMe OpraHM3alldi, B KOTOPHIX OHU OBITM COCTABJIEHHI)

22. KHUATHM ydeTa JIMYHOTO IpHUeMa rpaxpgaH, B TOM 4YuCJIe MUHOUBHUOAYaJIbHBIX
IpeanIpuHuMaTeey, UX NPedCTaBUTEJIel, IIPEeACTaBUTENNEeN IOPUONYECKUX JIUI]

23. JJOKYMEeHTH O pacCMOTpeHuu oOpalleHUU TpaxgaH ¥ IOPUOUYECKUX JIHII,
IOCTYIUBIIUX B XOMEe «MPSIMBIX TeledOHHHX NMUHUN» (OOKIagHBIE 3alMCKH, CIPABKH,
Iepenucka 1 ap.)



24. PerucTpalliOHHO-KOHTPOIbHEE (GOPMH PeTHCTpaluu oOpalleHu# rpaxmgaH U
IOPUAWMYECKUX JIUI], TOCTYMUBIIUX B XOI€ «IIPSIMEIX TeIe(OHHBIX JTUHUN»

25. HoMeHKIaTypH el CTPYKTYPHBIX Mofapa3faeneHuil (0011eCTBEHHBIX OpraHu3alnii,
KOJIJIETAaJIbHEIX OPraHOB) OpraHu3anuu

26. BrIIKUCKY 13 HOMEHKJIaTyp [ejl OpraHu3alui

27. XKypHarntl yueTa 011aHKOB JOKYMeHTOB ¢ u3obpaxenueM ['ocymapcTBeHHOr0 repba
Pecny6nuku bBenapych

28. Tlepenucka 00 opraHM3alluyd U COBEPIIEHCTBOBAHUM IEeSITEILHOCTH B cdepe
IeNoNporU3BOMICTBA

29. JokymMeHTH 00 aHaNluM3e X KOHTPOJie MCIOJHEHUS NOKYMEHTOB (CIpaBKH,
OOKJIafHbIe 3alMCKM, TpaduKyu, CBOOKH, KOHTPOIbHBIE JIUCTH M OP.)

30. PeructpaiiioHHO-KOHTPOJIbHEIE (DOPMBI PETUCTPAIIMY ITOCTAHOBIEHUM, TPHUKA30B,
pacropsXKeHul, pelleHn, yKa3aHuu:

30.1. M0 agMUHUCTPATUBHO-X035IMCTBEHHBIM BOIIPOCAM

30.2. 0 IpemoCTaBIeHUU TPYAOBHIX OTIYCKOB, OT3bIBE M3 TPYLOBOIO OTIYCKa,
HaJIOXKEHUU OUCHUNJIMHAPHBIX B3bHICKAHUW, [OCPOYHOM CHSATHUU OUCHUIIUHAPHBIX
B3bICKAHUM, Ha3HaYEHUY [IeKYPHBIX, CNTyKeOHBIX KOMaHOUPOBKax B Ipefenax Pecrmybnuku
Benapych u 3a rpaHully, OKa3aHWU MaTepHaJIbHOU ITOMOIIY, HallpaBlIe€HUU Ha IOBLIIIEHNE
KBanu(ukanuu (IepemnoaroToBKy, CTaXXKMUPOBKY)

31. PeructpauoHHO-KOHTPOIbHEE (POPMBI PETUCTPAILMU BXOOAIINX, UCXOOSILIAX U
BHYTPEHHUX NOKYMEHTOB

32. PeecTprl Ha OTIIpaBlIEHHY0 KOPPECIOHIEHLIUIO

33. 3aka3nl, 3a9BKM Ha BHINONHEHHE paboT C MCIOb30BaHWEM KOMIbIOTEPHOU,
MHOXKUTEJIbHON TEXHUKU

34. XKypHasbl, CBOIKU yueTa paboT C UCIIOJIb30BaHUEM KOMITbIOTEPHOM, MHOXKHUTEIbHOMN
TeXHUKHI

35. Ilepenucka 00 OpraHU3aI[Mi ¥ COBEPIIEHCTBOBAHUY PabOTH apXMBOB OpraHU3AUM

36. 'paduku npueMa Oen B apXuBH OpraHm3anui, rpaduKu mepegadyu gel Ha
IIOCTOSTHHOE XpaHeHHe B rOCyOapCTBEHHHIE apXuBH, IpaUKU MPEOCTaBIEHUS TOMOBHIX
pas3fesnioB CBOOHBIX OMMCEHN Ael Ha pacCMOTPEeHHEe IKCIEPTHO-METOOUYECKOUM KOMHUCCUU
rOCygapCTBEHHOr0 apXuBa HJIM SKCIEPTHO-IIPOBEPOYHOU KOMUCCHUU CTPYKTYPHOTO
nofpas3fesieHus 110 apXuBaM U JeJI0IIPOHU3BOACTBY 06JIaCTHOTO UCIIOTHUTEIFHOT0 KOMUTETA

37. 2KypHassl perucTpaluuy JOTOBOPOB O MPOLJIEHNU CPOKOB BPEMEHHOT'0 XpaHEeHUs
NOKYMEHTOB T'OCy[apCTBEHHOM 4dacTu HaluoHanbHOTO apXuBHOro ¢oHma Pecnybnuku



Benapych

38. ZKypHaJsibl perucTpanyu JOroBOPOB XpaHeHUs JOKYMEHTOB IOCYyIapCTBEHHOU 4aCTU
HanuoHanbHOTO apxuBHOTr0 ¢oHma Pecnybmuku benmapychk

39. 2KypHarsnsl perucTpanuy gOr0BOPOB XpaHEeHU JOKYMEHTOB rOCyIapCTBEHHOU YaCTu
HanmonanvHOro apxuBHoro GoHma Pecnyb6nuku Bemapych, mepemaBaeMbIX Ha ITOCTOSTHHOE
XpaHeHWe B FOCyIapCTBEHHBIE apXUBHI 10 UCTEUYEHUS CPOKOB UX BPEMEHHOIO0 XpaHEHUS B
apxuBax OpraHu3allui

40. XypHanbsl perucTpanuu AOTOBOPOB XpaHEHUS NOKYMEHTOB HEroCcygapCTBEHHOU
yacTu HalmoHanbHOro apxuBHOTO ¢oHOma Pecmy6nuku Bemapych, mepemaBaeMBIX Ha
XpaHeHWe B IOCy[apCTBEHHBIE apXWBH, TePPUTOpPUaIbHEE (FOPOACKHE UM paliOHHEE)
apXUBLI MECTHBIX UCIIOJIHUTEIIBHBIX U PACIIOPSAOUTEIIBHEIX OPraHOB

41. Omucu men CTPYKTYPHBIX IHopapa3geneHudl (00meCcTBEHHBIX OpPraHU3alui,
KOJIJIeTUalbHBIX OPraHOB) OpraHU3alui

42. XKypHasbl perucTpaluy MoKa3aHUN KOHTPOJIbHO-U3MEPUTEIbHBIX MPUOOPOB IS
M3MepeHus TeMIIepaTyphrl U BJIaXKHOCTU BO3[AyXa

43. 3aka3bl Ha BeIOAYY Oefl U3 apXKMBa OpraHU3alliy B YUTAIbHBINA 3al

44, XypHasbl perucTpanuy MOoCele U 10JIb30BaTeIsIMU YATaIbHBIX 3aJI0B apXuBOB
opraHu3anuu

45. KapTO4YKY perucTpanuy U yueTa UCIOIHEHHUS 3allpOCOB (TeMaTU4eCKUX 3allPOCOB)
46. 2KypHaJsibl perucTpalyy n0jIb30BaTeNled U UX JINYHEIX [el

47. XKypHaJsbl yueTa 3aKa30B Ha KOIUPOBaHUE NJOKYMEHTOB

48. TInaHsl pabOTH OpraHuU3alliil (KBapTalbHEIE)

49. TInaHel paOoOTH CTPYKTYPHHIX MOApa3fefieHui (KOJJeruaabHBIX OPraHOB)
opraHu3anuu

50. UHpuBuAyanbHbIe TIaHBl PA00OTHUKOB
51. Ilepemnucka o BOIpocaM IIJIaHUPOBAHUS

52. OT4YeTH O BHINONMHEHWHU MJAHOB PaAbGOTH CTPYKTYPHHIX MOApa3meleHuu
(KOJIeruanbHEIX OPraHOB) OpTraHU3aAlUN

53. CTaTUCTHYECKHE OTYETHl II0 BCIOMOTATENIbHHIM HAlpaBIeHUSIM M BHUIAM
OesiTeJIbHOCTH OPTaHu3alui

54. [TOKyMeHTH O COCTaBJIEHUU CBOIHBIX CTaTUCTUUECKUX OTYETOB (TaOJIUILI, pacyeTHl,
CIIpaBKH U [Ip.)



55. OHepaTI/IBHbIe OTYeTHl (CBeeHHS) O BBHIIOJTHEHUU OIIEPAaTHUBHEIX IIJIaHOB IIO
HalIpaBJIEHUSM OEATEIIBHOCTH opraﬁnaauuﬁ H UX CTPYKTYPHBIX HOHpa3HeHeHHﬁ

56. [lepenucka O COCTaBJIeHUU, IPeLOCTaBJIeHUU U IPOBEPKE CTAaTUCTUUYECKOU
OTYETHOCTH

57. Byxrantepckas (prHaHCOBas) OTYETHOCTH (KBapTaibHas, MeCIYHas)

58. [lepemnucka o nepegave KJINEHTOB U OAHKOBCKUX olepaluil U3 omHUX 0AaHKOB B
Apyrue

59. ITepenucka 06 OTKPLITUY U BeIEHUM CYETOB IOPUANIECKUX JIUI] - HEPE3UNEHTOB
60. KHuru yuyeTta NemnoHUPOBAaHHOMN 3apa00THOM IIJTATHI

61. OTyeThl 00 UCIIOJTHEHUY OIOIKETOB 3@ OTYETHHIN (PMHAHCOBBIM I'0fl, TTOSCHUTEIbHEIE
3allMCKU K HUM (KBapTallbHEIE, MECSUYHEIE)

62. [TpoeKTH OI0IKETHHIX CMET I0JTydaTeNiel OI0[)KETHEIX CPEICTB

63. BRINMCKU M3 JHUIEBHX CYETOB C MPUNOKEHUSMU HOKYMEHTOB, OTYETH O
(bYHAHCUPOBAHUM U OCTATKax OIOMKETHBIX CPENCTB

64. JOKYyMeHTHl O KpPeOuTOBAaHMM TOCydapCTBEHHHIX INpoOrpaMMm (CBemeHHS,
“HGOpMaIY, CIPaBKU, OOKJIamHbIE 3alMCKH U OP.)

65. OTueTsl 0 KpeOUTOBaHUY (PU3NUECKUX U (MNTH) IOPUONYECKUX NULl (KBapTalbHEIE,
MeCSIUHBIE)

66. OTYeTHI 0 BEITAHHBIX KpeguTax (IIoralleHHbX, MPOCPOUYEHHEIX U OP.)

67. OTyeTsl 0 GOPMHUPOBAHUU U HCIIOJIL30BAHUHU CIENUAJIbHOTO pe3epBa 00LIUX
0aHKOBCKHUX PUCKOB (II0 KOTOPEIM HE BhIAABAJICSd KPEOUT)

68. Ilepenucka 0 QyHKIIMOHMPOBaHUU KpEOUTHOrO perucTpa 4 NOJy4YeHUH U3 HEro
nH(popMaIuu

69. JokyMeHTH 00 aHHY/IMPOBaHWM, BHECEHUU M3MEHEHUU U (MJIU) OOMOJIHEHUU B
KPeOuTHBLIE UCTOPUH (3asIBIEHUS, HOKIagHbIE 3allMCKHU, IIepenrucKa 1 ap.)

70. Ilepemnucka 0 KpeOUTOBAHUM, HOKYMEHTapPHEIX OllepallisaX, 0aHKOBCKUX TapaHTHX,
nu3uHTe, GaKTOPUHTE, IOPYYUTENIbCTBE U AP.

71. PacyeTsl pa3MepoB IPOLIEHTOB U IJIaThl 3a I10JIb30BaHUE KPEOUTHEIMU pecypcaMu

72. PeecTphl, CONPOBOAUTENbHEIE OMUCHU Iepefadyd KPEOUTHBIX NOChe KIIMEHTOB -
Gbu3nYecKux 1 (MIK) IPUANIECKUX ULl B 0€JI0PYCCKUX PYOISX ¥ MHOCTPAHHOM BalioTe

73. Ilepenucka 0 hanbIIMBOMOHETHUYECTBE



74. KaccoBble IIJIaHbl ¥ OTYETH 00 X BHIIOJIHEHUH

75. OT4eTH 0 KaCcCOBHIX 000poTax OaHKa

76. CipaBKH{ 0 KacCOBBEIX 000pOTax 3a IeHb ¥ OCTaTKaxX LIEeHHOCTeN
77. CBOLHEIE CIIPABKU O KaCCOBBEIX 000pOTax 3a AeHb

78. OTueTHbIE clIpaBKu 00 000POTax IO MPoAaxKe aTTeCTOBAaHHBIX OPUIIMAHTOB 3a eHb
¥ UX OCTaTKax

79. IJOKyMeHTHEI 0 KOOPAVHAIIMY AEeSTEebHOCTH 10 BOIPOCAM OpPraHU3alluy JIeHeKHOTO
obpallleHUs ¥ TepPeBO3KM HAJIMYHBIX NEHEXKHBIX CPE[CTB, IJATEXHHIX MHCTPYKIIUH,
OparolleHHHX METAaJlJIOB U AParolleHHbX KaMHEW M WHHX IIeHHOCTEeH (manee - mepeBO3Ka
IIeHHOCTeH) (II/TaHBl, OTYETH, IpaduKy, 3aKIIIOYEHUS U 1p.)

80. [ToKkyMeHTH 0 pacupefesieHUH U OCTaTKaX JeHeKHOW HaIUYHOCTHU (OTUYETHl, 3asBKH,
000CHOBAHMSI, CBEIEHUS, PacyeThl, PeleHus 1 ap.)

81. BemoMocTu y4eTa ornepalui 10 BHIIYCKY fieHeT B oOpallleHre U U3bSITUIO NeHeT U3
obpalreHus

82. Ilepenucka o peanu3aiuy 0AHKHOT ¥ MOHET

83. [IOKYMEHTHl IO YCTaHOBJIEHHUIO JIUMHUTOB OCTATKOB J€HEXHOW HAJIU4YHOCTU B
6enmopycckux py0ssgX ¥ MHOCTPAHHOU BaJIlOTE B ONEpalMOHHLIX Kaccax (3asBKYU, PacyeTHl,
3aK/II04YEeHN s, IepenrcKa 1 ap.)

84. 3asiBKM Ha IOOKpeIlJIeHNe JeHeXXHOM HaIUuYHOCThIO OIlePalliOHHOM KacChl OaHKa
85. CBemeHMs 0 CPOKAX BHIMIJIATH 3apab0THOM IIaTHl ¥ APYTUX BUOOB IOXOMIOB

86. [TokymMeHTHE 00 yCTaHOBIIEHMH O(HUIIMATIBHEIX KypPCOB OEI0PyCCKOro pyOs 1o
OTHOILIIEHUIO K MHOCTPAHHBIM BaJlloTaM (pacropsikeHus, UHGopMaIuy, CIIUCKH, Iepenucka u

mp.)

87. [loKkyMeHTH 0 PYHKIMOHMPOBaHKMU 0OMEHHBIX TYHKTOB ¥ BaJIIOTHHIX KacC (OTYETHI,
CBeJleHUs, IIepemnucKa u ap.)

88. KHury yuyera yHUYTOKEHHBIX OaHKHOT

89. CBepmenus o0 obOecmedyeHuu (HOPMEHHOU OfeX[0#, 00yBbiIO, CHApIXkKeHUEM K
OPYXHI0 M WHOWBUAYAIbHBIMUA CPeOCTBaMHU 3aIUThl pabOTHUKOB CJyKOB MHKACCAIUU
(mamee - MHKACCATOPH), PaOOTHUKOB, B 005I3aHHOCTH KOTOPHIX BXOOUT OCYIIECTBIEHUE
IIEPEBO3KH IIeHHOCTEH

90. Cniucku opraHu3auuil (MHOUBUOYaAJbHBEIX IpeANpPUHUMAaTENel), 00CIyKrBaeMbIX
MHKaccaTopaMu



91. ABouHBIE KAPTOYKHU
92. Tlepenucka 00 MHKaccaluy IeHeKHOU BHIPYUKHU U TIEPEBO3Ke IeHHOCTEN

93. Ilepenucka O MONyYeHUH, CHade, yueTe, XpaHEHUU OPYKus, OOENpPHUIACOB U
TEXHUYECKUX CPEMICTB 3aIUTEI

94. XKypHabl yyeTa opyxKus u 60eIpuIacoB

95. MapuipyTH], rpaduKy 3ae30B UHKACcCaTOPOB B OpraHu3alluy (K WHOWBUOYaAIbHEIM
IIPEeONPUHUMATENISIM)

96. OTtueTH O MpoBemeHUM OAHKOBCKMX oIepanuir ¢ pusndyeckKuMu u (UIH)
IOPUANYECKUMH THUIIaMU

97. IIoKyMeHTHI 110 aHANIU3y POCTa, COCTaBa M Pa3BUTHUS KIMEHTCKOMN 6a3bl (OTUYETHI,
CBefleHMsI, “HQOpPMAIIMH, ITIepenucKa 1 ap.)

98. BeInKCKH U3 JTUIEBHIX CYETOB 110 YUeTy BaAJIIOTHEIX or[epaquI

99. IMepenucka 00 OTKPHITUM BANIOTHHX CYETOB B YIOJIHOMOYEHHHX OaHKax
Pecny6nuku Bemnapych

100. XKypHasns! BeIJaHHBIX (OIIJTaYeHHBIX) PACUETHHIX YEKOB

101. JokymeHTH 00 opraHu3ainuu paboThl 0aHKOMATOB, IJIAaTEXKHBIX TEPMHUHAOB,
IJIaTeXKHO-CIIPABOYHBIX TEePMUHANIOB CaMOOOCTyXKUBAHUS, NYHKTOB BBIJAYM HaJIMYHBIX
NeHeXHBIX CPEeNCTB, OPraHM3alliii TOPTOBIK U CepBuca (aKThI, aHAJIU3HI, IIJIAHH, 3asSBKH,
MOKJTaHBIE 3aIIUCKH U [Ip.)

102. ITepemnucka mo BOIpocaM MPUBIeYEHUS NeHEKHBIX CPeACTB GU3NUECKUX U (HUIIH)
IOPUANYECKUX JIUI] BO BKITaAbl (OETIO3UTHI)

103. BanaHce «meno» (000POTHEIE BEIOMOCTH) OEM03UTapUs M0 IIeHHLHIM OyMaraM
104. Ilepenucka o0 IpoBefeHUU JIOTEpen

105. [Tepenucka o0 IOpPsAAKe OCYIIECTBIIEHUS apeHAHBIX OTHOIIEHNN

106. [Iepenucka 0 pa3bsiCHEHNU 3aKOHOOATENbCTBA O 3aHATOCTH HaCeJleHUs

107. NokymMeHTH 00 OpraHM3allMM M MPOBEeOEeHHM SPMaApPOK BaKaHCHUU, ONHEHU
opraHu3anui (maaHbl, cBeleHUs, HPOpMalUuy, IMepenucka u ap.)

108. CBemenus 0 HaIU4YuK CBOOOOHEIX pabounx MecT (BaKaHCHI)

109. PerucTpaluOoHHBE KapTOUYKM TpaxpgaH, oOpaTUBLUIMXCS IO BOIpoOcCaM
TPYAOYCTPOXCTBa

110. XKypHansl perucTpanuu JOKYMEHTOB 10 OCYIIECTBIEHUIO afMUHUCTPATUBHBIX



mponenyp
111. 'paduku paboT (CMEHHOCTH)

112. DoxymeHTH 00 yueTe pabouero BpeMeHU (CBOOKU, CBE[IeHUS, NOKJIaAHbIE 3alIACKU
¥ ap.)

113. KanengapHsble IjIaHBEL 3aMEHBL U IIEpecMOoTpa HOPM TpyZa

114. Ilepenucka o BOIpocaM HOPMUPOBaHUS U OIJIATH TPYHa, TAPU(PHOU CUCTEMEI
115. ®oTorpaduu pabouero BpeMeHu

116. ®oTorpaduu BpeMeHH UCIIOIL30BaHUSA 000PYIOBaAHUS

117. oxyMeHTH O pe3ylbTaTax IPOBeIeHUs XpoHOMeTpaxa (pOTOXpOoHOMETpaXKa)
TPYHAOBOTO IIpoliecca (IIJIlaHbl, 0OTYETH, CIIPaBKYU, KapThl, paCueTHHIE TaOMUIIH U OP.)

118. Tlepenucka 0 IpUMeHEHUHU PA3NUYHBIX (OPM OIJIATH TPyHda, 00 YyCTaHOBIIEHUHU
OOMKHOCTHBEIX OKJIaOB, O IPUMEHEHUHU TapU(HBIX CETOK, O CO3[aHUM, PETYIUPOBAHUM U
HCII0JTh30BaHUU (POHOA 3apab0THOM IIJTaThH

119. INepenucka 00 aBapusx ¥ HECYACTHBIX CIIy4YasX Ha ITPOU3BOMICTBE
120. Coo01mieHus 0 HeCYaCTHHIX CIydYasix Ha MTPOU3BOICTBE

121. H3Bemenus 00 oCcTphIX IpodeccruoHANbHBIX 3a00IeBaHUAX (9KCTPEHHEHIE) U
XPOHHUYECKHUX MPOodeCcCHOHANTbHEIX 3ab0IeBaHUIX

122. 3asBku Ha NeyeObHO-IPOoGHUTAaKTHUYECKOEe MMUTaHUE U CPEeNCTBa MHAUBUOYATbHOU
3aIIUTH A1 PaOOTHUKOB, 3aHATHIX Ha pPaboTe C BpeOHEIMU U (UJIM) ONAaCHBIMU YCJIOBUSIMU

Tpyra

123. Tlepenucka 0 NpOBeAeHUU Je4yeOHO-NMPOPUIAKTUUYECKUX U CaHUTaApPHO-
TUTHEHNYEeCKUX MEePONpUATUYN II0 OXpaHe Tpyra

124. [ToKyMeHTH O TPOBefdeHNU 0013aTeIbHBIX MEIUIIMHCKUAX OCMOTPOB paboTalouux
(IpenBapUTENIbHEIX, IEPUOOUYECKUX) (CIIUCKY, TpaduKy, aKThl, [TIepenucka 4 ap.)

125. okyMeHTH 00 OpraHU3aliy U IPOBeeHNN 00yUYeHUs 110 oxpaHe Tpyda (yueOHEBIE
TnIaHbl, y4e0HbEIe IPOrPaMMBI, CIIUCKH, TIEPENKCKa U [Ip.)

126. [TokymeHTH 00 opranu3aiuu ¥ paboTe KaOMHETa OXpaHHl Tpyda (IIaHbl, OTYETH,
MH(pOpPMaIuHY, CBeIeHNus 1 Op.)

127. [ToKyMeHTH O HabOIHOOEeHWM 3a COCTOSSHMEM BO3MOYIIHOM Cpembl B Iexax
opraHu3anui (IPOTOKOJIE, eXeMHEeBHbIE aHAIU3bl P00, Mepenrcka U Op.)

128. [lepenucka 0 COCTOSTHUYM BEHTUIISIIMOHHOTO X035MCTBA Ha IIPOU3BOLACTBE



129. Ilepenucka 0 IPUMEHEHUN U SKCITyaTallui CPEACTB 3JIEKTPUUECKOT0 OCBEILEHUS
B I]eXaX OpraHu3aluu

130. KypHasbl perucTpaldy OTHEBLIX paboT

131. Ilepenucka o MPHMEHEHUU COIMATbHHIX CTAHOAPTOB M HOPMATHBOB IIO
COLIMAJIbHOM 3alIUTe HacCeJIeHUS

132. INepenucka 00 ymiaTe 00s3aTeIbHBIX CTPAXOBLIX B3HOCOB

133. BemoMmocTu BeIja4y UCXOASAIINX JOKYMEHTOB

134. PeecTpthl llepegayu UCXOAAIIUX JOKYMEHTOB

135. Ilepenucka 0 Ha3HaUYEHUHU IE€HCUU

136. AHKeTH 3aCTpaxOBaHHBIX JIUI]

137. I1nansl pabOTH IO Be[IEHHI0 BOMHCKOT0 yueTa U OPOHMPOBAHUS BOEHHOOOSI3aHHbIX

138. [ToKyMeHTH 0 BeJeHUH BOMHCKOTO yuyeTa U OPOHMPOBAHHUS BOEHHOOOS3aHHBIX
(OTYETHI, CIMCKHU, CIIPABKU U OP.)

139. Ilepenucka o0 BeOeHUN BOMHCKOTO y4eTa 1 OPOHMPOBAHUST BOEHHOOOS3aHHBIX

140. XypHanel NPOBEPOK COCTOSHHUS BOMHCKOTO y4yeTa M OPOHHUPOBAHUS
BOEHHO00S3aHHEBIX

141. XypHansl yueTa paOOTHMKOB, BEIOBIBAIOIIMX B CITy2KeOHBIE KOMaHIUPOBKU
142. XypHasnsl perucTpalu KOMaHAUPOBOYHEIX YAOCTOBEPEHUN
143. 'paduku TPyoOBBEIX OTIIYCKOB

144. WToroBele CBOOKMH, CBedeHHS, BEAJOMOCTH O IPOBEJEHUU aTTeCTalluH,
YCTAHOBIIEHWU KBanu(pUKaIuu

145. Tlepenucka 0 IpOBeeHNHU aTTECTALlMM, YCTaHOBJIEHUN KBaTu(pUKaLUN

146. IlnaHsl pacnpefeieHus IefaroruyeCKoy Harpy3ku MeX[Oy IefarorudyeCKuMu
pabOTHUKaMU U OTYETHl 00 UX BHIIIOJIHEHUU

147. UupuBuAyasbHbEIE IJIaHB PAOOTH Iemarorun4eckKux pabOTHUKOB U OTYETH 00 UX
BBLITIOJIHEHUH

148. XypHanel, KapTOUYKH, BEIOMOCTH y4UeTa BBIIOJIHEHHUS Iefarord4eCKuMU
paboTHMKaAMU IearorMuyecKold Harpy3KH, paclpefeneHuss y4eOHbIX 4acoB

149. CBemeHUs O BBHIIIOJIHEHUU NeOarordiyeCKOod HArpy3Kd NefarorudyeCKuMU
paboTHUKaAMU



150. ITepenucka 06 obecredyeHUr yupexmeHu o6pa3oBaHus yueOHO-METOIUYEeCKOH
IOKyMeHTaluel, y4eOHEIMHU U3IaHUSIMU, HHHIMKA CPEICTBaM¥ 00y4eHusI, HEOOXOOUMBIMHU MJIS
opraHu3anuy 06pa30BaTEIBHOIO MIPOIecca

151. 3asBKu Ha yueOHO-METOOUYECKYIO NOKyMeHTaluio, yueOHble u3nanus, yuebHo-
HarnsggHble oco0usi, o00pymoBaHKWE M MHBIE CPEACTBa OOydYeHHs, HeOOXOOUMEIe IS
opranu3aiuy 00pa30BaTeILHOTO IIpoliecca

152. Tlepemucka 0 OONYyCKe K HMCIOIb30BaHWIO B 00pa3oBaTeIbHOM IIPOIlECCE
y4eOHUKOB, Y4eOHBIX ITOCOOMM, MHBIX YUEOHBIX M3TaHUU

153. [IoKyMeHTHEl 0 TIOATOTOBKE K HOBOMY y4eOHOMY Tofy yYpexXmeHuu oOpa30BaHUS
(aKTHI, CIpaBKH, HHGOPMAIUHY, IIepenrucKa 1 ap.)

154. ExenHeBHBIE IJTaHH PabOTH MMegaroriyeckux pabOTHUKOB C BOCIUTAHHUKAMY,
IJIaHB KOPPEKIIMOHHO-Pa3BUBaoIed paboThl ¢ BOCIHUTAHHUKAMHU C O0COOEHHOCTSIMHU
ICUX0(PU3NYECKOTO Pa3BUTUA B YYPEeXKOEHUAX [OOIIKOILHOTO 00pa30BaHUS

155. baHK gaHHBIX O JEeTSAX OOIIKOJIPHOI'O BO3pacTa B palioHe

156. CBegeHus 0 OBUXKEHHHM BOCIHUTAHHHUKOB B YuipeXaoeHndX OOMIKOJIBHOTO
06pa30BaHI/IH, B TOM 4YHcje 00 MX 3aKOHHHIX IIpeaCcTaBUTEIIAX

157. CBemeHuUsT 0 HAMUUUM YUeOHBIX U3MAHUMN U UHBIX CPEIOCTB 00y4eHUsT, He0OXOIUMBIX
IIJIsT OpraHu3anuy 06pa30BaTEIbHOTO IPOIlecca B yUPeXOEeHUSIX JOUIKOJIEHOTO 00pa30BaHUs

158. [IoKyMeHTHI 110 yYeTy ¥ ABUKEHHUIO IeTer B Bo3pacTe A0 18 neT (CIucKu, OTYETH U
mp.)

159. PacnucaHusg y4eOHBIX 3aHSITHUU, KOPPEKIUOHHBIX, CTUMYIUPYIOIIUX,
oAAepPXKUBAOIINX U (HaKylIbTaTUBHBEIX 3aHATUN, 00beIUHEHUM [0 UHTEpecaM (KPyXkKKOB,
CeKITUM, CTynui, KnyboB U Op.), BEITYCKHBIX 3K3aMEHOB B yUPeXIeHUsIX 00IIeT0 CPegHero
obpa3oBaHusd, yupexXAeHUdIX oOpa30oBaHWS, UHHIX OpraHU3alUgX, Y UHAUBUAYAJIbHBIX
IpeAnpuHUMaTeield, KOTOPEIM B COOTBETCTBHHU C 3aKOHOJATEIbCTBOM IIPENOCTaBIE€HO IIPaBo
OCYILIeCTBNSTh 00pa30oBaTeNIbHYI0 OEeATENbHOCTb, peanu3yoinux o0pa3oBaTelbHHE
IIPOTPaMMEI CIIeIIaNbHOT0 00pa30BaHus ([anee - yYpekOeHus CIeluaabHOro 00pa3oBaHus)

160. XKypHansl o00meXUTUN yUYpeXOeHUU oO0IIero cpemHero obGpa3oBaHus,
crenuasbHHX 00I1e06pa30BaTENbHEIX IIKOJ (CHenuaabHbX 00I1e06pa30BaTeNbHEIX ITKOJI-
MHTEPHATOB), BCIIOMOTaTEJIbHEIX IIKOJT (BCIIOMOTATeIbHEIX ITKOI-HHTEPHATOB)

161. ITepenucka o0 UTOTOBOM aTTeCTAIlUU yYalllUXCS B MOPSOKEe 3KCTepHATa MpHU
nmony4yeHun o61iero 6a3oBoro u 001Iero cpegHero o6pa3oBaHus

162. CBemeHus 0 manbHEUIIEM XKU3HEYCTPOKMCTBE BBHIMIYCKHUKOB YUpeXOeHUU 001Iero
cpenHero oOpa3oBaHUs

163. [ToKyMeHTH O IepeBome 00yYalIMUXCS B HHHIE YUPEXKOEHHUS CIeluabHOTO
oOpa3oBaHus (HOKJIaAHbIE 3alIMCKHU, 000CHOBaHUS, IEpeNucKa U [ip.)



164. XypHarsnsl yuyeTa MPONYyIIeHHbX U 3aMEeHEHHBIX Y4e0HbIX 3aHATUI

165. UadpopManum 0 XKU3HEYCTPOUCTBE, NMAaTpPOHATe BBHINYCKHUKOB CIEIUalIbHBIX
o011eo0pa3oBaTeIbHEIX LIKOJN (CIenuanbHEIX 00Ieo0pa3oBaTeIbHBIX LIKOJI-UHTEPHATOB),
BCIIOMOTATENbHEIX IMKOJ (BCIIOMOTATENbHBIX IIKOJ-MHTEPHATOB) (MacIoOpT IaTpoHaTa
BHIITYCKHHUKA)

166. TIporpamMMmbl 0 npoduIakKTUKe U NMpPeCedyeHUU KypeHHUs, ynotrpebleHuUs
aJIKOTOJIbHBIX, C11a00a/IKOTOJIbHEIX HAIIUTKOB, IMBa, HAPKOTUYECKUX CPELCTB, ICUXOTPONIHEIX,
TOKCUYECKUX U APYTUX OOYPMaHUBAIOIIUX BEIIeCTB (KpoMe OpraHu3alnll, B KOTOPHIX OHU
OBIJIM COCTABJIEHHI)

167. CounanbHbIe MTACIOpPTa yupexXaeHu 06pa30oBaHus

168. [TokyMeHTH 0 paboTe IemaroroB-IICUX0JIOTOB, IIelaroT0B COIMAIbHbIX, VIYUTEIIEeH-
nedeKTosoroB (maaHel, OTYETH, KHGOPMAIIMH, TIepemnucka 1 ap.)

169. XypHanel y4yeTra MHOUBUAYANIbHOUW ¥ TPynmoBoi ¢GopMm pabOTH Iemaroros-
IICUXOJIOTOB, MEeJaroroB COLMAJIbHBIX, YUYUTENer-IedeKTOI0TOoB

170. INOKYMEeHTH O MEepUOAUYECKHX MEOHUIIMHCKHX OCMOTpax M IPHBHUBKAX
BOCIIMTAaHHUKOB COIIMANIbHO-TIENaroruyecKuX yupexkpaeHuu (CBeleHHUs, CIIUCKU U [p.)

171. XKypHassl yyeTa NPONYLIEHHEIX U 3aMEeHEHHEIX YPOKOB

172. XKypHasnsl yyeTa 3aHATUN C BOCIAUTAaHHUKaMU JOLIKOJIBHOTO BO3pacTa
173. XKypHarnsl yyeTa mocemieHni He0IaromonayyHbX ceMen

174. XKypHasnsl yuyeTa IMOCeIeHn# yupexaeHut 00pa30BaHus

175. XKypHarsnsl yueTa fHarHOCTAYECKOU pabOTH

176. EquHOBpeMeHHbIe CBeeHHUs 0 3a001eBaeMOCTH BOCIIUTAaHHUKOB
177. XKypHasnsl perucTpallii BOCIUTaHHUKOB B KADAHTUHHOU I'PyIIIe
178. XKypHasnsl y4yeTa CAaHUTapHO-IIPOCBETUTENILHOU PabOTEI

179. CanuTapHble XKypHaJIbl

180. AMOynaTopHble KypHAaIIBI

181. XKypnans! ydyeta nHGEKIMOHHBEIX 3a00/IeBAHUN

182. XKypuarns yueTta Pu3U4eCKOr0 Pa3BUTUS BOCIIMTaHHUKOB

183. XKypHassl yyeTa 0CMOTPa BOCIUTAHHUKOB Ha IIeUKYJe3

184. XypHarsnsl AuCaHCEePHOTO y4yeTa BOCIUTAHHUKOB



185. XKypHarsnsl yyeTa IPUBUBOK
186. XKypHarsnsl yyeTa TpaBM
187. XKypHasnsl yyeTa KOHCY/IbTallul

188. XKypHanel ydyeTa OOrOBOPOB O B3aMMOOENCTBUM yupeXAeHHU o0pa30BaHUS C
OopraHu3alnusiMy - 3aKa3uuKaMM KaJpoOB IIPHM IOATOTOBKE CIENHaliucTOB, paboydux,
CIyXallliX, 3asgBOK Ha IOATOTOBKY CIEIMANIMCTOB, paboyux, CIIyKalluxX

189. Ilepenucka 006 opranu3anuu 00pPa30BaTENIbHOrO IpoIlecca MPHU peanu3aluu
o0pa3oBaTeIbHOM MPOrPaMMBbI TIOATOTOBKY JIUII K TIOCTYIIJIEHUIO B YUupexXaeHus 00pa30BaHUs
Pecny6nuku bBenapych

190. INepenucka o MpOBeNeHUN THEN OTKPHITHIX ABEPEN B yUpPeXKAEHUSIX 00pa3oBaHUS

191. CBeneHus 0 KONUUYECTBe 3aABJIEHUU OT JIUI], IIOCTYIaBIIUX O/ [IOJIYyYEHUS
npodeccroHaNbHO-TEXHUYECKOTO, CPEOHEro CIeluanlbHOTO U BHICIIETO 00pa30BaHUS B
yupexnueHus: o0pa30BaHUS

192. XKypHanel peructpaluyd AOKYMEHTOB JIUI, IOCTYHAKIMIUX B y4YpeXIeHUs
o0pa30BaHus [JIS IMONy4YeHus: MPodeCcCuoHaNIbHO-TEXHUYECKOT0, CPEIHETO CIIeINaIbHOTO U
BHICITIETO 00Pa30BaHUS

193. XKypHane y4yeTa 3asfgBIeHUU AuUIll, 00pPaTUBUIUXCS OIS Y4aCTHUS B
npodheCCUOHATbHO-TICUX0JIOTHYECKOM co0ecemoBaHUHN (TECTUPOBAHMU), M TPUHSITHIX
peleHuu

194. OTyeThl O IPOBEIEHUM BCTYNUTENbHLIX UCIIBITAHUN B yUpeXaeHUs 00pa30BaHUS
(KpoMe opraHM3alXii, B KOTOPEIX OHU OBLIM COCTABIIEHbI)

195. [TIoKyMeHTHI 0 XOfie TIpueMa JIUIl, IOCTYIalouX B yYpexkaeHus: 00pa30BaHuUS OIS
MONy4YeHUusA NMPodecCUOHATbHO-TEXHUYECKOTO, CPEOHEro CIelualbHOTO M BHICIIETO
oOpa3oBaHus (cmpaBku, UHGOPMaIWM, CIUCKU, OOKJIafHBIE 3allUCKU WU AOP.)

196. ExenHeBHEIE CBeleHUs O pe3y/ibTaTaX BCTYIUTEJIbHEIX UCILITAHUY B YUYPEeXKIEHUS
o0pa3oBaHUs

197. [epemnucka 0 MpUeMe ¥ 3a4YUCIIeHUH JIUII B yUYPeXKIeHUS 00pa30BaHus

198. Kuuru yudera nepefmayu B OTHAeJl KaapoB (yueOHYI0 4YacCTh) NUYHHIX MOe
00y4arouuxcst

199. Pacnucanus, rpaduky yueOHBIX 3aHATUN, (PaKyIbTaTUBHBIX 3aHATHU, 3a4E€TOB
(nudbdepeHIIUPOBAHHEIX 3aY€TOB), 3K3aMEHOB IIO0 y4eOHHIM mpeaMeTaM (yueOHBIM
OUCHUINIAHAM), TOCYHapCTBEHHHBIX 3K3aMeHOB (KBanu(PUKAIMOHHHEIX 3K3aMEHOB),
KaHOUOATCKUX 3a4eToB (OuddepeHIUPOBAHHEIX 3a4eTOB) IO 00IMeo0pa3oBaTENbHEIM
OUCIUIIINHAM, KaHOWOATCKUX 3K3aMeHOB II0 00meoOpa30BaTeNIbHEIM OUCIUIIINHAM,
KOHCYJIbTAITUM, 3alIUTH KYPCOBBEIX IMIPOEKTOB (KYPCOBHIX PabOT), OUIJIOMHEIX ITPOEKTOB



(ounIOMHBEIX PaboT), MaruCTEPCKUX AUCCEPTalii, CETKM YaCOB II0 y4eOHHIM IIpefMeTaM
(yueOHBIM IUCIUIIIIHHAM)

200. CBOfKH, BEOMOCTHU y4eTa I0CeIaeMOCTH YUeOHbIX 3aHITUN 00y4aloIUMUCS
201. XypHamnbl perucTpauuy KOHCYJIbTallui

202. TTepenucka o MpoBedeHNY 9K3aMeHAIlMOHHBIX CECCUM U HOIMYyCKe 00ydalouuxcs K
cmade 3a4eToB (muddepeHIIMPOBAHHEIX 3a4Y€TOB), 9K3aMEHOB I10 YYeOHBIM IpeaMeTaM
(y4eOHBIM OUCIUIIIMHAM), BBICHIJIKE JOMAIIHUX KOHTPOJBHBIX Pab0T ¥ APYTUM BOIIpOcaM

203. TlepeuHu MPOBEPOYHHIX PAOOT IO TPOU3BOICTBEHHOMY 00y4EHUIO
204. Tlepeunu KBanupUKAIMOHHBIX (TPOOHEBIX) PabdoT

205. TlepeyHu TeM KYpPCOBHIX MPOEKTOB (KypPCOBBIX PabO0T), OUIJIOMHBIX IIPOEKTOB
(DUMIOMHBIX PaboT)

206. Tlepenucka 06 opraHuW3alu¥d U COCTOSHUU 3a0YHOU (HOPMBI NONyYeHUS
00pa30BaHUs

207. 2KypHanbl perucTpalnuu CIPaBOK-BHI30BOB 00yYalOIIUXCSI 3a0YHOU (HOPMBEI
TOJTy4eHusT 00pa30BaHUS

208. XKypHansl yyeTa qOMalIHUX KOHTPOJILHEIX PA00T ¥ KyPCOBBIX IIPOEKTOB (KYPCOBHIX
paboT) 00y4aroIUXCsl 3a04HOM (GOPMBI ITONyUYeHUsT 00pa30BaHUSs

209. [ToKyMeHTH 0 NMPOBEEeHUMN Pecny0IuKaHCKUX KOHKYPCOB MPOGeCCUOHATbHOTO
MacTepCTBa, TEXHUYECKOT0 U AeKOPaTHUBHO-IPUKIIALHOIO TBOPYECTBA, CMOTPOB, CJIETOB,
BLICTABOK M [IPYTUX 00pa30BaTeIbHBEIX MEPOIPUATUN (IION0XKEHUS, ITPOTOKOJIB, 3asiBKH,
aHKEeTHI, CITUCKY U [P.)

210. Criucku opraHu3alivii, Ha 6a3e KOTOPBIX ITPOBOOUTCS MPaKTUKa

211. XKypHasnbl ydyeTa IPOM3BOACTBEHHOTO 00yUeHH s, TaO0paTOPHBIX ¥ MPAKTUYECKUX
3aHATUN, KOHTPOJIBHEIX padoT

212. Tlepenucka o0 yTBepKIEeHUH COCTaBa rOCyJapCTBEHHBIX KBalu(pHUKaAIUOHHBIX
(kBanmu(UKaLMOHHEIX) KOMUCCHM, TOCYOapCTBEHHLIX 9K3aMeHAIlMOHHBIX KOMHCCUU W HX
npencenaTeneu

213. BemoMoCTU IepCOHAIILHOIO YYeTa BEITYCKHUKOB
214. Tlnanbl, BeOOMOCTH pacipeesieHus (HampaBiieHusT Ha pab0Ty) BHITYCKHUKOB

215. KHuru ydeTa BHIJa4M CIPAaBOK O CaMOCTOSTEIbHOM TPYAOYCTPOWCTBE U
TIONTBEPXKAEHUM 0 ImpuemMe Ha paboTy

216. Kuuru ydeTa BelJau¥ CBUIETEILCTB O HAllpaBleHUU Ha paboTy U MOATBEPKACHUN



0 ImpueMe Ha paboTy

217. JIOKyMeHTH O NPOBEeJEHHUU 3KCKypCcHuu (0T4YeTh, MHDOPMALUU, OTHEBHUKH,
pedepaTtl, Iepenucka 1 Op.)

218. Tlepenucka 00 yTBepXkKAEHUM COCTaBa TrOCyHapCTBEHHBIX 9K3aMeHalMOHHBIX
KoMuccui (KBanu(PUKaIMOHHEIX KOMUCCUM) U UX MpefacenaTenen

219. [ToKyMeHTH O TOCYHapCTBEHHOM perucrpanuu UHPOPMaUUOHHBIX CUCTEM M
MH()OPMAaIMOHHBIX PECYpPCOB (3asBKM, 3aK/ITIOYEHUS U OP.)

220. Tlepemmcka IO BOIpPOCaAaM MaTepHaJbHO-TEXHUYECKOro obecmeyeHUs
nesiTeIbHOCTH

221. XypHanel ydyeTa BBIJa4¥ KOHKYPCHBIX JOKYMEHTOB, 3alpOCOB II€HOBHIX
[IpPeaI0KeHU

222. XypHansl ydyeTa BhRIJa4Yd MPUTTIAIIEHUN K y4YaCTHIO B IpoIlegypax 3aKyIOK
TOBApOB (paboT, yciyT)

223. ZKypHaJbl perucTpaluu IpeanoxXeHui
224. XKypHabl perucTpaiuy IpuObITHS YIaCTHUKOB Ha 3aCeNaHus KOMUCCUU
225. XKypHambl y4eTa JOTOBOPOB O MaTepUabHO-TEXHUUYECKOM 00eCIieUeHUN

226. [IOKyMeHTH O IMOTPeOHOCTH B CHIpbe, MaTepuanaX, KOMIJEKTYIOUIUX U UHBIX
ToBapax (paboTax, ycimyrax) (CBOIHEIE BEIOMOCTH, TaOIUIIbI, pacYeTHl U [Ip.)

227. KOMIIIEKTOBOYHBIE BETOMOCTHU

228. JoxkyMeHTH 00 ycnoBuSX M 0GOPMIIEHMU IMOCTABOK CHIPhS, MaTepPHUaloB,
KOMIIIEKTYIOIIAX U MHBIX TOBApoB (paboT, yciyr) (cpaBKH, CBedeHUS, 3asIBKHU, 3aKa3Hl,
Iepenucka 1 ap.)

229. I'paduku OTTPy3KH CHIPBHS, MaTepPUal0B, KOMIJIEKTYIOIIUX U UHEIX TOBApOB
IIOTPeOuTENnsIM

230. [JoKyMeHTHI O BhIJa4ye CHIPbS, MaTepHayoB, KOMIJIEKTYIOLIUX U UHBIX TOBApPOB
(06oCcHOBaHUS, HAPSIIH U [IP.)

231. >KypHaJ'IBI y4e€Ta CBIPbA, MATE€PHUaAJIOB, KOMIIJIEKTYIOIIUX W HHBIX TOBAPOB,
OTIIPABIIAEMBIX HOTpGGI/ITeHHM

232. I'py30BBIe TaMOXKEHHBIE IeK/Iapanuy (IeKi1apanuy Ha TOBaphl)
233. CBOOKM, BEeOOMOCTHY, KHUTH y4eTa OTTPY3KU 3KCIIOPTHBHIX TOBAPOB

234. JOKyMEeHTHL 0 €XeIHEeBHOU OTTPY3Ke ChIPbS, MaTepuasioB, KOMIIJIEKTYIOIIUX U



HWHBIX TOBAPOB (JII/ICHeT‘-IepCKI/Ie XKYypHaJIbI, CBOOKHU 1 JIp)

235. CBegeHusi 06 OTTPyXKEHHHIX ChHIphe, MaTepualiaX, KOMINEKTYIOIUX U HUHBIX
TOBapax

236. OtueTH 00 ocTaTKax, IMOCTYIIIIEHUN W PAaCXOOOBAHHWHU CEIPLSA, MaTE€PHUAJIOB,
KOMIIJIEKTYIOIIIUX W MHBIX TOBAPOB

237. [IoOKyMeHTHE O Ka4eCTBe IIOCTYMAIOMINX U OTIPABISEMBIX CHPbsS, MaTEPHAJIOB,
KOMIIJIEKTYIOIIUX ¥ UHBIX TOBAPOB (paboT, yciyT) (aKThl, 3aKJIIOYEHU s, CIIPABKHU U [p.)

238. Tlepemnucka 0 3ar0TOBKE U OTTPy3Ke MeTaJlJINYeCcKoro joMa
239. HopmaTuBH CKJTafCKUX 3allacoB

240. TTepenucka 00 opraHu3alliy CKJIQiCKOTO XPaHEHUS

241. Tlepenucka o MpuOBITUYU I'PY30B

242. Tlepenucka 0 3aB03€ CHIPHS, MATEPHUAJIOB, KOMIIJIEKTYIONUIAX ¥ MHEIX TOBAPOB Ha
CKJIaIBI

243. TpeboBaHus 1 Konuu TpeOOBaHUM Ha MOJTyYeHNe HHCTPYMEHTOB CO CKJIafI0B

244, Kuuru y4yeTa pacnopsiKeHUHN Ha OTIYCK CHIPbS, MaTePHaJiOB, KOMIIJIEKTYIOUIUX 1
MHBIX TOBApOB CO CKJIa[I0B

245, Tlepenucka 00 UCIIOIb30BaHUM TaAPHI

246. [JoKyMeHTEI O IOITyCKe B CIyKeOHbIe TTOMelleHus B Hepabodyee BpeMs U BEIXOJIHbEIE
OHU (3as1BKU, CBEIEeHUSs, IIepennucKa 1 ap.)

247. I'paduru gexkypcTB pabOTHUKOB, XKYyPHAJIEl yueTa JeXKypCTB pab0THUKOB

248. [TokymeHTEI 00 0hopMIIeHUHU CITyKEeOHBIX ITPOE3THBIX JOKYMEHTOB, OPOHUPOBaHUMN
MECT B TOCTHHUIIAX (CIIMCKU, CBEeIeHUSs, ITIepenucKa 1 ap.)

249. KypHaJbl y4eTa Bhja4yy Ie4aTeu U IITaMIIOB

250. Tlnanel, rpaduku NpoPUITAKTHUYECKHUX OCMOTPOB U TEKYIIEer0o pPeMOHTa
000pyIOBAHUS U WHKEHEPHHIX CUCTEM

251. [IOKyMeHTH O TEXHHYECKOM COCTOSIHMHK 3OaHUU (MOMeIleHUM’), 3aHHMaeMBbIX
opraHu3anusaMu (OTYETHI, CIIPaBKH, CBEIEHUS U [P.)

252. [IOKyMeHTH O MMOATOTOBKE 3MaHuM (ImoMelleHu) 1 000pymOBaHUS K 9KCIIIyaTaluu
B OCeHHe-3UMHUY ITeproy (IIaHsl, rpaduKky, epenrucka u ap.)

253. XypHasbl perucTpaluyd JOTOBOPOB O KOMMYHA/IbHOM OOCTyXKMBaHWM 30aHUU
(coopyxkeHui)



254. Tlepenucka 0 KOMMYHaJIbHOM 00CITy2KMBaHUY 30aHUM (COOPyKEeHUN)

255. Ilepenucka 0 comepXKaHWU 3JaHUM (COOPYXKEHWHU) U IPHUIerawileld K HUM
TEePPUTOPUU B HajIeXkKallleM TeEXHUYEeCKOM M CAaHUTAPHOM COCTOSIHUU

256. TImaHbel MEPONMPUATUN IO 3KOHOMHUU TEIJIOBOM U 31EKTPUYECKOU SHEPTUU U
OTYEeTH 00 UX BHIITOITHEHUN

257. KypHanel y4eTa pacxofia TEIJIOBOW dHEPTuu, MOTPebIeHus 3NeKTPUUeCcKOn
9HEepPruu, IPUPOTHOIO ra3a, BOLEL

258. KypHane yyeTa ocMOTpa 1 paboThl MG TOB

259. JIOKyMeHTH 110 KOHTPOJII0 MPOTHBOIMIOXKAPHOTO COCTOSHHUS U peXHMa OXPaHEBI
opraHu3alui (maaHbl, OTYETH, aKTH, CBOOKY, CBeNeHU S, IepenrcKa 1 ap.)

260. MHCTPYKLIMM 0 Mepax I0xkKapHo# 6e301MaCHOCTH

261. HHCTpYKL[I/II/I IO IKCIIJIYyaTallU CHUCTEM ITPOTHUBOIIO2KAPHOTO BO)IOCHaﬁ}KeHI/IH %1
YCTAaHOBOK HO}KapHOﬁ ABTOMAaTHUKHU

262. UHCTPYKIMHU 110 TYLIEHUIO [102KapO0B B 3JIEKTPOYCTaHOBKaxX

263. UHCTpYKIUM MO o0ecledyeHUI0 9BaKyalluu el (Ha 00beKTaX ¢ MaCCOBBIM
peOBIBaHUEM JTIOZEH)

264. Ilepenucka o MpuoOpPETEHUN MMOXKAPHOM TEXHUKU, IOXKAPHOTO 000PYyOOBaHUS,
IIOKApPHOTO0 MHBEHTaps, OTHETYIIUTeJied, OTHEeTyIlIaluX BeIleCTB U OPYTUX CPEHCTB
IIPOTUBOMOKAPHON 3allUTHI

265. ZKypHabl perucTpaliuy JOroBOPOB 00 OpraHu3aiyy 0XpaHhbl
266. CxeMbI AMCIIOKAIY IOCTOB OXPaHEI

267. [JoKyMeHTHI 0 pexuMe paboTH 0XPaHHUKOB U CTOpPOXKel (rpaduku, pacmucaHus u
fip.)

268. 3asBKM Ha opyxkue, O0eNpUNack, BellleBoe UMYIIECTBO [JIT OXPaHHUKOB
269. OTuyeTs 00 YCTPOUCTBE U IKCIIyaTallMM TEXHUUYECKUX CPENCTB OXPaHBI

270. [InaHel 3alUUTH HACEJIeHUS U TEPPUTOPUU OT YpPEe3BHIYAUHEIX CUTyalUU
IIPUPONHOTO U TEXHOTEHHOI'0 XapaKTepa

271. Tlnansl npegynpexXneHus U TUKBUOALUN YpPe3BbIYalHbBIX CUTyalul
272. I1naHbl rpaXkaaHCKO# 000POHE

273. okymeHTH 00 opraHu3anu GyHKIMOHUPOBAHUS T'OCyHAapPCTBEHHOM CHUCTEMHI
NpeaynpexXneHus W JTUKBUJALUKU YPE3BBIYANWHBIX CHUTyaIlU¥ M TpaXaaHCKON OOODPOHBH



(yKa3aHwus, IJIaHE, OTYETH, WHGOPMAIUU U [p.)

274. Tlepenucka 00 opraHu3ainuu GyHKIUOHUPOBAHUS TOCYHapPCTBEHHOUW CHCTEMBI
npenynpexXneHus: ¥ MUKBUOALMY YPE3BhIYaNHBIX CUTyallUH U I'PakIaHCKON 000POHEBI

275. HepeHI/ICKa 0 IesTeNbHOCTH KOMUCCUH 10 T-Ipe3BI:aI‘-IaI~/'IHI:IM CUTyallusiaM

276. [IOKyMeHTHI O CO3[aHUU, UCII0JIb30BAHUY U BOCIIOJIHEHUU PE3€PBOB MaTepuasbHbIX
pPecypcoB AOJif JIMKBUOALUU 4YPE3BHIUAWHBIX CUTyallui (KONUM pelIeHUU, NMPUKa30B,
Iepenucka 1 Op.)

277. JIOKyMEHTH O IOATOTOBKE PYKOBOAUTEJIEW, MONKHOCTHBIX JIAI], PaOOTHUKOB
OopraHM3alui, HacelneHus B 007aCTU 3aIIUTHL OT YPE3BBIUAWHBEIX CUTyalUi IPUPONHOTO U
TEXHOTEHHOI'0 XapakKTepa (IJIaHbl, IPOrpaMMBbl, OTYETHl, IEPenucKa U 1p.)

278. [JokyMeHTH 00 OpraHM3alliy ¥ BeJeHUHU T'PaxXJaHCKOU O00OPOHH (ITOJIOXKEHHUS,
TIJIaHBI, OTYETHI, IIePenucKa 1 ap.)

279. [TokyMeHTE 00 opraHu3anuy GyHKIIMOHNPOBAHUS U ITOATOTOBKE CUJI IT'PaXKIaHCKON
00OPOHHI (TI0JIOKEHUS, PEIIeHUs, TePeYHH, OPTaHU3allMOHHO-IIITaTHEIE CTPYKTYPHI, Ta0enu u

np.)

280. TokymeHTH 00 oOecledyeHWM U HCIIONb30BaHWU CIIEI[MATIbHOTO MMYIIECTBa
rpaXHOaHCKOM OOOPOHHI (IJIaHbI, OTYETH, CBEIEHUS U [Ip.)

281. JoOKyMeHTHEl O COCTOSIHMHM U 3KCIJyaTalli¥ Pa3NIMYHBIX BUOOB TPAHCIOPTHHIX
CpencTB (CIpaBKH, MOKJIagHEIE 3allMCKY, CBeIeHUSsI, IIepelucka 1 ap.)

282. [TOKYMEeHTH O HAJIM4YMKU U COCTOSHMUU aBTOMOOUIILHHIX IapKOB, rapaxew,
MaCTepPCKUX (CIpaBKH, CBeOEHUS, Mepenucka U ap.)

283. [TokyMeHTH 00 omnpeneneHUd MOTPeOHOCTU B TPAHCIOPTHHIX CPENCTBAX U UX
BHI[IEJTIEHUHU (3as1BKHY, pacyeThl, Iepemnucka u ap.)

284. [IoKyMeHTHI O IBUKEHUYU TPAHCIIOPTHHIX CPENCTB (CBOIKHU, CBEIEeHUs, PaClUCaHuUs,
rpa¢uKHu, nepenucka 1 ap.)

285. [TIOKyMEHTHL O COCTOSIHUU W Pa3BUTUU BHYTPEHHEU CBA3U (HOKJIQLHBIE 3allUCKY,
CIIpaBKY, IIePEINCKa)

286. [TOKyMeHTHI 0 PEMOHTE COOPYKEHUU U CPE[CTB CBA3U (IJIaHBI, OTUETH, IEPENUCKa
u Ap.)

287. XypHanel perucrpanuy JOroBopoB 00 opraHu3allvy, 3KCIIyaTalllil, apeH[e U
PEMOHTE BHYTPEHHEN CBA3U

288. Ilepemucka o mpoBemeHuUU paboT mo TenedoHuU3auuu, paguoduKaluy,
CUTHANIM3ally U 3KCIIJTyaTallud BHYTPEHHEHM CBSI3U OpraHu3aluu



289. CxeMbl THHUN CBSI3U OPraHU3allui

290. XKXypHabl, KHUTY y4eTa Telne(@OHHBIX Pa3roBOPOB

291. XKypaansl npo@unakKTUYeCKAX 0OCMOTPOB 000PYIOBaHUS U KaHAJIOB CBS3H
292. TexHu4ecKue KypHasbl 9KCIIJIyaTalluy CPELCTB CBSA3U

293. [IOKyMEeHTHI 110 MOATOTOBKE YUPEeOUTENbHHIX Che300B, KoHDepeHIu, 00IuX 1
WHBIX YYPEeOUTENbHBIX COOpaHui O0OIeCTBEHHBIX OPraHM3alui (ITaHbI, MPOTPAMMEI,
CIipaBKY, MH(MOpPMaluy, Iepenrcka u fp.)

294. TokyMeHTH 00 MTOTaX OTYETHO-BHIOOPHHIX KaMIIaHWM, BHIIIOJIHEHUM pPeELIeHUN
BBLICIIIMX OPTaHOB OOIIIECTBEHHBIX OPraHU3allnM (0TYETHI, CIIPAaBKHU, TPOTOKOJIL ¥ [IpP.)

295. Tepenucka 06 opraHu3alliy ¥ IPOBEOEeHUN OTUETHO-BLIOOPHEIX KaMITaHUMI
296. TTnanbl mpoBeneHust 00IeCTBEHHBIX MEPOTIPUSATUN

297. IOKYMEHTH 0 [IesITeIbHOCTHU KOMUCCHUY 00IIeCTBEHHBIX OPraHu3anuil (IPOTOKOJIH,
aKThI, BEHOMOCTH, CBeIeHUS U OP.)

298. druHaHCOBHIE CMETHI OOIIECTBEHHBIX, TIEPBUYHBIX 00111€CTBEHHBIX OpraHu3aIui

299. OryeThl 00 uMCHONMHEeHUU (QUHAHCOBHIX CMeT OOIIECTBEHHHIX, NMEPBUYHBIX
00IIeCTBEHHBIX OpraHU3alui

300. JoKyMeHTH O THOCTYIIJIEHHU U PACXOJOBAaHUU UYJIEHCKHUX B3HOCOB (OTYETHI,
Iepenucka 1 Op.)

301. [TokymMeHTH 00 y4eTe 4JIeHCKUX OUIeTOB (OTYETH, 3asIBKM, aKThl, CBEIeHUST U OP.)
302. YueTHBEIE KaPTOYKH YJIEHOB 00IECTBEHHBIX OPraHU3aIlul
303. Crnucky 4eHOB 001IeCTBEHHBIX OpraHu3alui

[Tpunoxenue 21
HCKITIOYEHO



