3apeructpupoBaHo B HarmonansHOM peecTpe MpaBOBBIX aKTOB
Pecniybnuku benapycs 29 siuBaps 2009 r. N 8/20434

HNOCTAHOBJIEHUE MUHUCTEPCTBA IOCTULIUU PECITYBJIUKU BEJIAPYCb
19 suBaps 2009 . N 4

Ob YTBEPKXJIEHUU HHCTPYKIUH 11O AEJOITPOU3BOJACTBY B I'OCYJAPCTBEHHbIX
OPI'AHAX, HHBIX OPTAHU3AIUAX

(B pen. mocranosyieHnit Munrocra ot 24.10.2011 N 235,
ot 27.01.2012 N 18)

Ha ocnoBanum 3akona Pecrnyonmku benmapychk oT 6 okTsa6pst 1994 roga "O HamumoHanbHOM apXMBHOM
¢donne u apxuBax B Pecmydnuke benapyces" u [lonoxxenust o MunuctepcTse roctunmu Pecriyonuku benapycs,
yTBepkaAeHHOro noctaHoBieHueM Cosera Munuctpos Pecriybmuku benapycers ot 31 okts6ps 2001 r. N 1605,
Munucrepctso toctunn Peciyonuku benapycs [IOCTAHOBIIAET:

1. YTBepauTh mpuiaraemyro MHCTPYKIMIO MO JENOMNPOU3BOJACTBY B TOCYJApPCTBEHHBIX OpraHax, HMHbBIX
OpraHu3alMsIX.

(B pexn. mocranoyiennst Muntocta ot 27.01.2012 N 18)
(CM. TEKCT B MPEIBIAYIICH pelaKIin)

2. Ilpusnarh yTpatuBmIUM cuiy npukaz Komwurera mo apxuBam M JeJONPOU3BOACTBY PecmyOnuku
benapycs ot 23 mas 1995 r. N 13 "O6 yrBepxkaeHuu IIpumepHONl MHCTpYKIUU IO JEJIONPOU3BOACTBY B
MUHHUCTEPCTBAX, TOCKOMUTETAX U JAPYTUX HEHTPATbHBIX OpraHax YIpaBlICHUS, YUPEKICHUSAX, OPTraHU3AIMIX U
Ha npennpustusx Pecnyonuku benapycs" (BromieTreHs HopMaTuBHO-TIpaBoBOi nHMopMarmu, 1995 r., N 11).

3. Hacrtosmee mnocTaHoBIEHHWE BCTyMaeT B CHIIy 4epe3 JeciTh JHEH mocie ero o(pUIHaIbHOro
OITyOJIMKOBaHUSI.

Munuctp B.I'.I'onoBanos

YTBEPXIEHO
[locTaHOBJIEHUE
MyHMCTepCTBa OCTULNA
Pecnybnuku Bejapychb
19.01.2009 N 4

NHCTPYKIUA
1O AEJONPOU3BOACTBY B I'OCYJAPCTBEHHBIX OPTAHAX, UHBIX OPITAHU3ALIUAX

(B pea. nocranoBieHuit Muntocrta ot 24.10.2011 N 235,
ot 27.01.2012 N 18)

I'naBa 1
OBHIME TTOJIOXKEHUA

1. Hacrosimast UHcTpykimst ocHOBaHa Ha nosoxeHusx 3akoHa PecnyOnuku benapycs ot 25 Hos6psa 2011
roga "OO0 apxuBHOM Jiene U jaenonpousBojcTBe B Pecnybinke benapycs" (HanmoHansHbI peecTp MpaBOBBIX
aktoB Pecny6nmuku bemapycs, 2011 1., N 136, 2/1875) ¢ 1enbio COBEPIICHCTBOBAHUS, ITOBBIIICHUS
3G PEKTUBHOCTH M KauecTBa JOKYMEHTAI[MOHHOTO OOECIICUYEHUs YNpaBJICHUS MyTeM YHU(UKAIMH COCTaBa U
(bopM ynpaBiIeHYECKHX JOKYMEHTOB, TEXHOJIOTHH PabOThl ¢ HUMHU.

(B pen. nocranosyenust Muntocta ot 27.01.2012 N 18)
(CM. TEeKCT B MpepIIyLIei peJaKkinm)
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2. Hacrosimast THCTpyKIUs ycTaHaBIMBAeT 00mue TpeOOBaHUS K JOKYMEHTHPOBAHUIO YIIPAaBICHUYECKOM
NEeSTeIbHOCTH M OpraHMU3alKd padoThl C JOKYMEHTaMH B TOCYAAapCTBEHHBIX OpraHax, WHBIX OpraHH3alusx
HE3aBUCHMO OT ()OPMBI COOCTBEHHOCTH U OPTaHU3aIIMOHHO-TIPaBOBON (OPMEI (Jajiee - OpraHu3alim).

(B pen. moctanoyiennst Muntocta ot 27.01.2012 N 18)
(CM. TEKCT B MPEIBIAYIICH pelaKIin)

3. Ilonoxkenusi Hactosuer MHCTpYKIMU pacpOCTPaHSIOTCS Ha OpPraHU3alMOHHO-PACIOPSIAUTEIHHYIO
JOKYMEHTAIMIO HE3aBUCUMO OT BHJIa HOCUTENS U yCTAHABIMBAIOT MPaBHJIa MOATOTOBKH, 0(pOpMIICHHUS, yUeTa,
TUPaXKUPOBAHUSI, KOHTPOJIS UCIIOJIHEHUSI, OTIEPATUBHOIO XPaHEHHUsI, UCTIIOIb30BAaHUS U MOJATOTOBKH K Iepeaye
B AapXMB, OCYILECTBISEMbIE C [IOMOIIBIO PYYHBIX, MEXAaHU3UPOBAHHBIX U ABTOMAaTU3UPOBAHHBIX
(koMTIIBIOTEpHBIX) TexHonorui. OcobeHHocTH odopMiIeHHS, OOpaOOTKM W XpaHEHHS JOKYMEHTOB B
AJIEKTPOHHOM BHJIE PEryJUpyroTcs TyiaBoi 18 wactosimedt WHCTpyKUMM W aKkTaMu 3aKOHOJATEIhCTBA
Pecny6onmnku benapyce.

Ocob6ennoctu odopmieHns, 00padOTKNA U XPaHEHUS] OPraHU3AIMOHHO-PACHOPSIAUTENBHBIX JTOKYMEHTOB,
OTHOCSIIIMXCS K HOPMAaTHBHBIM INpaBOBbIM akTaMm PecnyOmuku benmapyce, conmepkaliux rocyaapCTBEHHBIE
CEKpeThl M HHYIO OXpPaHSEMYI0 3aKOHOJATEIbCTBOM HH(OpPMAIUIO, OOpalleHUil Trpa)kiaaH, B TOM YHUCIE
WHIUBUAYAIbHBIX TPEIIPUHUMATENCH, U IOPUINYECKUX JIUI U JOKYMEHTOB, CBSI3aHHBIX C UX PACCMOTPEHHUEM,
3asIBJICHUN 3aMHTEPECOBAHHBIX JIMII, 0OpAIAIOIMXCS 32 OCYIIECTBICHUEM aIMUHUCTPATUBHON NPOLEAYPHI, U
UHBIX JIOKYMEHTOB, CBSI3aHHBIX C OCYIIECTBICHUEM aIMUHUCTPATUBHBIX MPOIEAYp, PErYIHPYIOTCS aKTaMH
3akoHoAarenbcTBa Pecnyonuku benapyce.

(B pexn. mocranoyienust Muntocta ot 24.10.2011 N 235)
(CM. TEKCT B MPEIBIAYIICH pelaKIin)

[Tonoxkenus Hactosedt MHCTPYKIMU paclipoCTpaHsIIOTCS Ha OpraHu3aluio paboThl ¢ JOKYMEHTaMU, HE
OTHOCSIIIUMUCA K CHCTEME OPraHU3alMOHHO-PACIIOPSIUTENbHON JOKYMEHTAlMu (IJIaHOBasl, OTYETHO-
CTaTUCTUYECKasi, PACUETHO-JCHEXKHAs U JAPYTUe CUCTEMBbl JIOKYMEHTAllUW), HE3aBHCHUMO OT BHUIAa HOCHUTEIs,
BKJIIOYAsl MX PErUCTPALUIO, y4YeT, KOHTPOJb HCIOJIHEHHS, XpPAaHEHHWE, B TOM UHUCIIE OCYLIECTBIISIEMBIE C
MTOMOIIHIO0 aBTOMATU3HPOBAHHBIX (KOMITBIOTEPHBIX ) TEXHOIOTHIA.

4. Opranuzauus 4 BEACHHUE JIEJONPOU3BOJCTBA B OpraHM3AlMSIX OCYLIECTBIISIIOTCS Ha OCHOBE
CaMOCTOSITENILHO Pa3pabaThIBA€MbIX MHCTPYKIHUH IO J1EIONpPOM3BOJCTBY B COOTBETCTBHM C TpEOOBaHHUSIMHU
Hacrosmen MHcTpykiuu.

BeolmectosmyMu - OpraHuzalds MM U1l OJHOPOJAHBIX IO XapakTepy JAeATENIbHOCTH IOJYUHEHHbIX
OpraHm3anuii paspabaTbiBalOTCd HMHCTPYKIUHU [0 JEJIONPOU3BOJCTBY, YCTAHABIMBAIOLIME THUIIOBOW WU
IPUMEPHBIM XapakTep OpraHU3allM JEJIONPOM3BOJCTBA, HCHOJIb3yeMble NPHU pPa3paboTKe HHCTPYKLUUH MO
JIeJIONPOU3BOJICTBY 3TUX OPraHU3alHM.

WNHCcTpyKIMs 1O AETONPOU3BOACTBY, MMEIOLIAs TUIIOBOM XapakTep, YCTaHABIMBAECT E€AMHBIN IMOPSIOK
OpraHM3alMK JIEIOMPOU3BOJICTBA BO BCEX OJHOPOIHBIX OPraHU3alMsIX.

WMHCTpyKIMS 1O JEJIONPOU3BOJCTBY, HMEIOIIAs IPUMEPHBIM XapakKTep, YCTAHABIMBAET IOPSIOK
OpraHM3alMy JeJIONPOU3BOACTBA B OJHOPOJHBIX OpraHM3alMsIX, MpeAyCMaTpUBAIOMIUA BO3MOKHOCTH €O
KOHKPETH3allui B MHCTPYKIMSX MO JEIONPOU3BOICTBY OpraHU3aliil B yCTAHOBJIEHHBIX €10 pAMKaX.

WHeTpykuny 1o 1€0NpOM3BOJACTBY, HMMEIOIIME TUIOBOW WJIM HNPUMEPHBIM XapakTep, SBISIOTCS
00s13aTeIbHBIMU JIJIs1 TIPUMEHEHHSL.

5. MHCTpyKUuU 1O JeNONpOM3BOJCTBY OpraHU3alui, SBISIFOIIUXCS HCTOYHHKAMHU KOMIUIEKTOBAHUS
rOCy/lapCTBEHHBIX APXMBOB, YTBEPXKAAIOTCA UX PYKOBOIUTENSMHU IOCIIE COIVIACOBAHUS C COOTBETCTBYIOLIMM
rOCy/IapCTBEHHBIM ~apXMBHBIM YUPEXKJIEHHEM WU CTPYKTYpPHBIM TMOJpa3feliecHueM [0 apXuBaM H
JIeTONIPOU3BOACTBY 0071acTHRIX (MUHCKOTO TOPOJICKOT0) UCTIOTHUTEIBHBIX KOMUTETOB.

(B pea. mocranoBieHust Muntocra ot 27.01.2012 N 18)
(CM. TEKCT B MIpeNbIAYIIEH pelaKIim)

WHCTpyKIIMK MO JEJIONPOU3BOJICTBY OpraHU3aluil, He SBIISIOIMIMXCS HMCTOYHHKAMHM KOMIUIEKTOBAHHUS
rOCy/lapCTBEHHBIX apXUBOB, YTBEPXKAAIOTCS MX PYKOBOJUTENSMU IOCJIE COIVIACOBAHUS C BBILIECTOSALIMMHU
OpraHu3alusIMu (IpU UX HATTUYHUHN).

WHcTpykuuu mo Jenonpou3BOCTBY, UMEIOIINE THUIIOBOW MIIM MPUMEPHBIM XapakTep, pa3pabaThiBacMble
pecrnyOIMKaHCKUMU OpraHaMH TOCyAapCTBEHHOTO YINpPaBJIEHUs, HHBIMU TOCYJAapCTBEHHBIMH OpraHU3alUsMH,
noqunHeHHbIME  [IpaButensctBy PecnyOnmku  benmapych, yTBEp)KTAlOTCSI HMX PYKOBOAMUTENSAMHU MOCHE
cornacoBanus ¢ LleHTpanpHO# 3KcriepTHOM Komuccuei (nanee - [[9K) cooTBeTCTBYIOIIET0 OpraHa yrpaBiIeHUs
(opranM3zanuu) W pecryOIMKAHCKMM OPraHOM TOCYAAapCTBEHHOTO YIpaBleHHs B cdepe apXHBHOTO Jena U
JIeNIONPON3BOCTBA.

(B pen. nocranosyenust Muntocta ot 27.01.2012 N 18)
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(CM. TEKCT B TIPEABLAYIIEH peaaKIIim)

WHCTpyKIIMK 1O JEIONPOU3BOJACTBY, UMEIONINE TUIIOBOM MM MPUMEPHBIA XapakTep, pa3pabaTbiBacMble
OpraHM3aIVsIMHU, SBISIONUMUCS HCTOYHUKAMH KOMIUJICKTOBAHHS TOCYIapCTBEHHBIX apXHMBOB, YTBEPXKIAIOTCS
WX PYKOBOOUTENsAMHM Tiocie corjlacoBanua ¢ [IOK »3Tux opraHuzanmii ¥ COOTBETCTBYIOLIMMH
rOCYJJapCTBEHHBIMH apXUBAMH.

WHCTpyKIIMK 1O IEIONPOU3BOJCTBY, UMEIONINE TUIIOBOM WM MPUMEPHBIA XapakTep, pa3pabaTbiBacMble
MHBIMH OpraHU3alUsIMU, YTBEPKIAIOTCSA UX PYKOBOAUTENIMU Tocie cornacoBanus ¢ LIOK atux opranusaruii.

6. OpraHuzanysi U COBEPIICHCTBOBAHME CHCTEMbI JOKYMEHTAI[MOHHOTIO OO€cleYeHHs YNpaBiCHUS B
OpraHu3aIlK, KOHTPOJIb 3a COONIOJIEHHEM YCTAHOBJICHHBIX MpPaBUJ pabOThl ¢ JOKYMEHTaMH, METOIHYECKOE
PYKOBOJICTBO PabOTON C JOKyMEHTaMu M 00ydeHHe pabOTHHKOB OCHOBAaM JEJIONPOU3BOJCTBA, BHEAPEHHUE U
IPUMEHEHHE COBPEMEHHBIX WH(OPMAIIMOHHBIX TEXHOJIOTHHI B paboTe C TOKyMEHTaMHU BO3JararoTcs Ha CIyxXO0y
JOKYMEHTAIMOHHOTO o0ecriedeHus ynpaiieHus (nanee - ciayxoa JIOVY).

HaumenoBanwue cinyx0w1 JIOY (ympaBneHue aenamu, CeKpeTapuar, OOIInid OTAeN, KaHIeIsIpHUs U T.I1.), e
CTPYKTypa, 3ajaud, (QYHKIHUM YCTaHABIMBAIOTCA B COOTBETCTBUH C IOJIOKEHHWEM O HEW B 3aBHCUMOCTH OT
o0beMa  JIOKyMEHTOOOOpOTa,  BBINOJNHAEMBIX  (DYHKIUH, HaJW4Msg CpPEACTB  BBIYMCIUTEIBHOH U
OpraHMU3aIllMOHHON TEXHUKH U T.II.

Cayx6a JIOY MOXeT COCTOSATh M3 HECKOJBKUX IMOoApa3AeieHui. 3amauu, QyHKIUH, MOPAIOK paboOTHI
noapaszenenuit ciyx0sl JJOY pernaMeHTUPYIOTCS TOJTOKEHUSIMHU O HUX.

[Ipu HebombpioM 00BEeMe HoKymMeHTOOOOpoTa ciyxba JIOY moxer He cosnmaBathes. B sTom ciydae
BBHITIOJTHEHHE e (DYHKIUI BO3/IaraeTcs Ha CHelHalbHO Ha3HAUEHHOTO pabOTHUKA (TPyYIy paOOTHUKOB).

[IpaBa, O00s3aHHOCTH W OTBETCTBEHHOCTh pPAOOTHHKOB, YYAaCTBYIOIIUX B JEJIONPOU3BOJICTBEHHOM
00CITyKMBaHUH OPraHU3alUH, ONPENEISIOTCS UX JOHKHOCTHBIMU HHCTPYKIUSIMHU.

7. OTBETCTBEHHOCTh 3a OPTaHU3AIMIO JEIONPOM3BOJICTBA, COOIONEHHE YCTAHOBJICHHBIX NPAaBWI U
nopsaka padoThl C JOKYMEHTAaMH B OpraHU3allid, HMX COXPaHHOCTb BO3JAraloTCsi Ha PYKOBOJIUTEINS
opranuzanuu. [Ipu cMeHe PyKOBOIUTENS OpPraHU3allMH COCTABISIETCS aKT MpUeMa-Tepeadd JOKYMEHTOB H
hi (S

OTBETCTBEHHOCTH 32 OPTaHMU3ALHIO JIEIOTPOU3BOJCTBA, COOIIOACHNE YCTAHOBICHHBIX MPABIII U MOPSIKA
paboThl ¢ JOKYMEHTaMH B CTPYKTYPHBIX TOJpa3felieHUsX OpraHMU3allH, UX COXPAHHOCTh BO3JAraloTCs Ha
pyKoBomuUTENEH STUX moapasfeneHuid. [IpukazoM pyKOBOIWTENs OpraHM3alMK Ha3HAdaeTcs paOOTHHK,
OTBETCTBEHHBIN 3a BEJEHUE JETIONPOU3BOICTBA, KOTOPBIM OCYIIECTBISET B CTPYKTYPHOM MOJpPA3CIEHUH YUeT
¥ KOHTPOJIb TTPOXOXKJICHHUS TOKYyMEHTOB B YCTAaHOBJICHHBIE CPOKH, HH()OPMUPYET PYKOBOAUTENS CTPYKTYPHOTO
MOJIPa3/IeIeHUs] O COCTOSIHUM UX UCIIOTHEHUS U JIp.

PaboTHUKM oOpraHu3anuM JOJDKHBl OBITh O3HAKOMJICHBI C YCTAHOBJICHHBIM TOPSIKOM pPadOTHI ¢
JOKYMEHTaMU B OpTaHU3AIIHH.

PaGoTHUKM oOpraHM3amMyd HECYT TMEPCOHAJIBHYI0 OTBETCTBEHHOCTh 3a BBHINOJIHEHUE TpeOOBaHUI
WHCTPYKIIMU TI0 JETOMPOU3BOJICTBY, COXPAHHOCTh HAXOMSIIUXCS Y HUX CIYXEOHBIX TOKyMeHTOB. OO yTparte
JIOKYMEHTOB HEMEJICHHO COOOIIAETCsl PYKOBOIUTENIO TTOApa3iesieHus u B ciayxx0y JJOY.

[Tpu mepeBoje, mepeMenIeHNH WM yBOJbHEHHH PaOOTHHKA HMMEIOIIMECS Y HEro JOKYMEHTBhl M Jelna
MEePEAaroTCs IO PEIICHUIO PYKOBOIUTEIISI OPTaHU3AINH WITH COOTBETCTBYIOIIETO CTPYKTYPHOTO MOIpa3/IeICHHUS
Ipyromy pabOTHHUKY 10 aKTy MpHeMa-rnepeayu JOKYMEHTOB U JIeTl.

8. KoHTpoIs 32 COCTOSIHMEM JIeNTOTPON3BOICTBA B OPTAHU3AIUAX OCYIIECTBIISICTCS OpPraHaMH apXUBHOTO
Jena W JeNOMpPOM3BOACTBA, TOCYAapCTBEHHBIMU apPXUBHBIMU  YUPEKACHUSIMH H  BBIIIECTOSIIMMHU
OpTaHU3aISIMH.

(B pen. nocranoienust Muntocta ot 27.01.2012 N 18)
(CM. TEKCT B MPEBIAYIIEH pelaKIim)

I'naBa 2
JOKYMEHTHUPOBAHUE VIIPABJIEHUECKOM JAEATEJIBHOCTH

9. JloKyMEHTHpPOBaHHE YIIPABICHUECKON JEATEIBHOCTH 3aKJIIOYAETCS B CO3/aHUU YIPABIECHYECKUX
JOKYMEHTOB - (huKcaluyd Ha Oymare Wi APYTUX HOCHUTEISX YIPaBIEHUYECKUX JIEUCTBUHN MO yCTAHOBJIEHHBIM
npaBwiaM. J[OKyMEHTHpPOBaHHE YNPABIECHUYECKOW AESITEIBHOCTH MOKET OCYILECTBIATHCS KaK PYKOIMCHBIM
CIOCOOOM, TaK U C IIOMOIIbIO TEXHUYECKUX CPE/ICTB.

CocTaB JOKYMEHTOB, OOPa3yIOLIMXCS B JACSATEILHOCTH OPraHU3AIUM, ONPENENIeTCs €€ KOMIIETEHIUEH,
KpPYroM YNpaBIeHYECKUX (DYHKIMHA, MOPAIKOM pa3pelieHHs BOIPOCOB (€AMHOJIMYHBIN WM KOJJIETHAIbHBIN),
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00BEMOM U XapaKTEePOM B3aMMOCBS3€H MEXy OpraHU3alUsIMH OJHOTO WM pa3IMYHBIX YPOBHEH yIpaBJieHHUS
U T.IL

IOpuanyeckum  OCHOBaHMEM  CO3JaHMS  OPraHU3aLMOHHO-PACHOPAIUTENIBHBIX  JOKYMEHTOB B
NesITeIbHOCTH OPraHU3alUil SABIISIOTCS:

aKThl 3aKOHOaTeNbecTBa Pecniybnuku benapycs;

peLIeHUs CY/I0B;

IPEIIMCaHUs TOCYAAapCTBEHHBIX OPIaHOB U JIOJPKHOCTHBIX JIMIL;

HOPYYEHUs BBILIECTOSIIUX OpraHU3aluii;

OCYILIECTBJICHUE HCIOJHUTEIBHON M OpraHU3alMOHHO-PACHOPSAIUTENIBHON JESITEIbHOCTH B  ILIENAX
BBINOJIHEHUS OpraHu3anyeil BO3JI0KEHHbIX Ha Hee (PYyHKIUH U 3a7jau B COOTBETCTBUHU C €€ KOMIIETECHIIUEH.

10. Opranuzauuu HajeIeHbl IPABOM MPUHUMATH (M3/1aBaTh) TOJBKO T€ PACHOPSAIUTEIbHbBIE JOKYMEHTbI
(mpuKa3pl,  pacloOpsDKEHUs,  YKa3aHUsA,  IIOCTAHOBJIEHUS,  pEIIEHUs), KOTOpble  NPEAyCMOTPEHbI
3aKOHOJATeIbCTBOM PecryOnuku benapych, ycTaBaMu WM OJIOXKEHUSIMH O HUX.

11. CoBMecTHbIE aKThl OPraHOB TIOCYJapCTBEHHOM BIJIACTM M YNPABJIECHUS NPUHUMAIOTCS B BHJE
noctaHoBieHUH. COBMeECTHBIE aKThl MECTHbIX COBETOB JENYTAaTOB, UCIOJHUTEIBHBIX U PacIOPSAUTEIbHBIX
OpPraHoB NPUHUMAIOTCA B BHUJE pemieHHi. COBMECTHbIE pacHOPsAUTENIbHbBIE TOKYMEHTbl MHBIX OpPraHU3alui,
n3JaoIuX (MPUHUMAIOIIMX) OJMHAKOBBIE BHUJbl JOKYMEHTOB (IpUKa3bl, IOCTAHOBICHUS U JIp.), U3AI0TCA
(mpyHMMAIOTCSI) B COOTBETCTBYIOLIEM BHe. COBMECTHBIE paclOpsAAUTEIbHbIE JTOKYMEHTBl OpraHH3aluil,
U3JIAI0IIUX Pa3/InYHbIE BUJIbI JOKYMEHTOB, IPUHUMAIOTCS B BUJE PELIEHUS, KOTOPOE UMEET IPABOBYIO CUILY
pacropsaUTEIbHOIO JOKYMEHTa AJIs KaXKI0W OpraHu3alluK, IPUHABLIEH 3TOT JOKYMEHT.

12. Xon oOcyXIeHHsI BOIPOCOB Ha 3aCEHaHUAX, COBEUIAHUAX, COOpaHUSIX, KOH(EpPEeHIUsX, IETOBBIX
BCTpeyax (nanee - 3acefanus) GuUkcupyercs B IpOTOKOJIAX.

Pemenus, npuHsATHIE Ha 3aceJaHUM KOJUIETHAIIBHOTO OpPraHa, UMEIOIEro COBEIaTeIbHbIEe (PYHKIIMH, KaK
IPAaBUJIO, IMPOBOJAATCS B JKU3Hb IPHUKA30M (paclopsHKeHHEM) pPYKOBOJIUTENS OpraHu3aluu Ju0o IyTem
YTBEPKACHUS] pyKOBOJUTENIEM OPraHU3alMK IIPOTOKOJIA 3aCEHaHMsl.

13. Opra#u3anuum BexyT IHEpPENHCKY C BBIIIECTOSIIMMH, MOJBEAOMCTBEHHBIMU, CTOPOHHUMHU
OpraHM3alMsIMH, TpakJaHaMH, B TOM YHUCJI€ UHIUMBUIYaJIbHBIMU MPEANPUHUMATENSAMHU, B LIEJIAX BIIOIHEHUS
MOCTABJIEHHBIX MEepe]l HUMU 33a4 U pealn3aliy BO3JIOKEHHBIX HAa HUX (YHKIUI.

(B pen. mocranoryienust Muntocta ot 24.10.2011 N 235)
(CM. TEKCT B MpebIIyLICH peIaKilnm)

[lepenucka MeXy CTPYKTYpHBIMU IMOAPA3JEICHUSIMHU OpPraHU3alliy, 32 UCKIIOYEHUEM TEePpUTOPHAIBHO
yIaJIE€HHBIX NTOAPA3/IEIECHNN, 3alIPEIAcTCs].

14. Opranu3zanuu Ha OCHOBaHUM HOPMATHBHBIX IPABOBBIX aKTOB, ONPEAEISIOMNX X 3a/1a4l U (PYHKIIUH,
U3JAI0T (COCTABIISIOT) TAKXKE MJIAHbI, OTYETHI, TOKJIAJHbIE 3aMIMCKU, COPAaBKU, aKThl U JPyTue ylpaBlIeHYECKHe
JIOKYMEHTBHI.

15. IlpaBo wu3gaHus (NMpUHATUS) JOKYMEHTOB, MX TIOANMCAHMSA, YTBEP)KICHHs, COIJIaCOBAaHUS
(BU3MpOBaHMs) 3aKpeIuIseTcs B TIOJOKEHUSX W YyCTaBaX OpraHU3alui, MOJOKEHUSIX O CTPYKTYpPHBIX
MOJIPA3/IeNeHUsAX, JOJDKHOCTHBIX MHCTPYKIHUSAX pabOOTHHUKaM M MHBIX JIOKAJbHBIX IPAaBOBBIX aKTax
OpraHU3alHH.

16. IloaroroBka MJOKyMEHTa BKJIIOYAET COCTaBJIeHHE M O(QOpPMIIEHHE TPOEKTa JOKYMEHTa, €ro
MOJINKCaHUE, TP HEOOXOAUMOCTH - COTJIacOBaHUE (BU3UPOBAHNUE), YTBEPKICHHE.

[Ipu moaroroBke M o(opMICHHU ITOKYMEHTOB HEOOXOIMMO cOOII0/aTh MpaBuia, 0OecreuuBaroliye
IOPUANYECKYIO CHITY IOKYMEHTA, OTIEpaTUBHOE U KaYECTBEHHOE MX MCIOJHEHHNE U MTOUCK.

17. Jdns cokpalieHus KOJIWYecTBa NPUMEHSEMBIX (OpM JOKYMEHTOB OpraHM3alluU pa3padaThIBAlOT
YHUPUIUPOBaHHBIE (QOpPMBI TOKYMEHTOB (manee - Y®JI), mpeacTaBisiomie COBOKYIHOCTh PEKBU3HTOB,
YCTAQHOBJICHHBIX B COOTBETCTBHH C PEIIaeMBbIMU B JJaHHOU cdepe NesTeTbHOCTH 3a/la4yaMi M PacIioyi0KEHHBIX
Ha HocuTene NH(OPMAaLIMU B ONIpeIeTICHHOM MOPSJIKE.

Y®J Brmouatorcs B "Tabenp yHUPHUIMPOBAHHBIX (OPM JOKYMEHTOB OpraHM3aluu” - TepedyeHb
pa3pelieHHbIX K IPUMEHEHUI0 (OPM JOKYMEHTOB, HEOOXOUMBIX U JOCTATOYHBIX Ul peanu3auu QyHKIUN U
3a/1a4 YIpPaBJIEHYECKOW NEATENBHOCTH C OTPAKEHHUEM OCHOBHBIX JTAllOB MX IMOATOTOBKH M IPOXOXKIACHMS
(mamee - Tabenn).

TaGenp yTBepX)maeTcsi pyKOBOJUTEIEM opraHu3anuu. Pa3paboTka, BefeHHe Tabenst U KOHTPOJIb 3a €ro
MIPUMEHEHHUEM OCYIIECTBIIOTCS ciryx0oi J[IOVY.

TaGenp pazpabaTbIBacTCSs C y4eTOM CHEHM(DUKH AEATEIbHOCTH OpPraHM3allid W KOHKPETHBIX 3ajad,
KOTOPBIC PEIIAOTCS TIPH pa3paboTKe Tabesst mo (opMe CorTacHO MPUITOKEHHIO 1.
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JlokyMeHTBI B Tabene MOTYT ObITh CHCTEMAaTU3HPOBAHBI MO CTPYKTYPHBIM MOJpPA3ACTICHUSIM U (WIIK) 1O
GYHKIUAM U 33/1a4aM YIIpaBJICHUS.

18. Jlnst mpumaHus JOKYMEHTY FOPUAMYECKON CHIIBI HEOOXOIUMO HaJIW4Yhe CIEAYIOIIUX 00sS3aTelbHBIX
PEKBU3HTOB:

HAaMMEHOBAaHHME OPTaHMU3alUU U (WIH) CTPYKTYPHOTO NO/Ipa3/IeNICHuUs - aBTOPA;

JlaTa;

PEruCTPaLlMOHHBIN UHICKC;

MOJAMUCH.

st OTAENbHBIX BUJOB JIOKYMEHTOB JIOMOJHUTEIBHBIMUA PEKBU3UTAMU, MPUIAIOIIUMHI UM IOPUTAYECKYIO
CHILY, SBJIIOTCS TpU( yTBEP>KICHHUS, 1eYaTh, OTMETKA O 3aBEPEHUH KOIIUU.

19. JlokyMeHTBI JOJKHBI OGOPMIISTHCS Ha OJlAHKAaX M UMETh YCTAHOBJICHHBIM KOMILUIEKC O0s3aTEIbHBIX
PEKBU3UTOB U CTAOUIILHBINA MOPSAOK UX PACIIOJIOKEHUS.

OtnenbHbIE  JAOKYMEHTHl (BHYTPEHHUE JIOKYMEHTBI CTPYKTYPHBIX TMOJpa3/eNieHuid, COBMECTHbBIC
JOKYMEHTBl M Jp.) Aomyckaercs o(opmiATh He Ha OJlaHKax, HO C 0O0sA3aTeNbHBIM BOCIIPOU3BEIACHHEM
COOTBETCTBYIOIINX PEKBU3UTOB.

[Tpu odopmieHun muceMm, COPaBOK U IPYTHX CIPABOUYHO-MH(POPMAIMOHHBIX JOKYMEHTOB JOIMYCKAETCS
KCIIO0JIB30BaTh YTIIOBOM IITaMIT OPraHU3aIUH.

[Ipu pykomnucHOM O(OpPMIEHUU JOKYMEHTOB COCTaB M PACHOJOKEHHE PEKBU3UTOB JIOJKHBI
COOTBETCTBOBATh COCTaBY W PACIOJOKEHUIO PEKBU3UTOB JIOKYMEHTOB, O(GOPMIIIEMBIX C ITOMOIIBIO
TEXHUYECKUX CPEJICTB.

20. Kax/pIil TUCT TOKYMEHTA JOJKEH UMETh MOJIS:

neBoe - 30 MM;

MpaBoe - HE MEHee § MM;

BEpXHEE U HIKHEE - He MeHee 20 MM.

I'naBa 3 .
BJIAHKN JOKYMEHTORB. YI'JIOBOU LLITAMII

21. bnaHk nOKyMeHTa - CTaHJIApTHBIM JMCT Oymaru C BOCIPOM3BEIACHHBIMH Ha HEM PEKBU3UTAMH,
COZIep KALIMMHU MOCTOSIHHYIO HH(OPMAIIMIO, U MECTOM, OTBEAECHHBIM JJISl IEPEMEHHOM.

22. Ha OnaHkax W}3roTaBIMBAEeTCSI TOJBKO IE€pBas CTpPAHULA JIOKYMEHTa, [UIsl HW3TOTOBJICHMUS
MOCTETYIOIUX CTPAHUI] UCIIOIb3YIOTCS CTaHAAPTHBIE YUCThIE JIUCTHI OyMaru.

23. VYcraHaBiauBaeTcs JBa BUAAa OJIaHKOB, pa3padaTbIBa€MbIX B COOTBETCTBHM € [ OCyAapCTBEHHBIM
crangaptoM Pecnyomuku benapycs CTb  6.38-2004 "YHuduuupoBaHHBIE CHCTEMBI JIOKyMEHTAllUU
PecniyOnmukn  benapycb. CucremMa oOpraHu3allMOHHO-PAacHOpSAUTENBHOW JOKYMEHTaluu. TpeGoBaHUS K
oopMIIeHHIO JOKYMEHTOB", YTBEpKIEHHBIM MOCTaHOBIeHHEM KomuTera 1o craHaapTU3aluu, METPOJIOTUU U
ceprudukarmu npu Cosere MunuctpoB Pecriyonuku bemapycs ot 21 nekabps 2004 r. N 69 (nmanee - CTh
6.38-2004): OmaHk and mHcbMa W OOMIMK ONAaHK JPYrHMX BHUAOB OpraHU3AIMOHHO-PACTIOPSAUTEIHHBIX
JIOKYMEHTOB.

(B pen. nocranoyienust Muntocta ot 24.10.2011 N 235)
(CM. TEKCT B MPENBIAYIIEH pelaKIim)

[Ipn U3roTOBIIEHMM KOHKPETHOIO JOKYMEHTa HaUMEHOBAHHE €ro BHJA (KpOME NMHCbMa) HAHOCUTCS Ha
o01Mii OJTAaHK C TTOMOIIBI0 TEXHUYECKUX CPEJICTB.

Ha ocHoBanum obmiero OjaHka MOTYT M3rOTaBJIMBATHCS ONAHKM JUII KOHKPETHBIX BHJOB JOKYMEHTOB
(mpuKa3oB, pacHOpsDKEHUM, YKa3aHHM, MPOTOKOJIOB U Jp.). M3roTtoBiaeHne OIaHKOB MJii KOHKPETHBIX BHUOB
JOKYMEHTOB 11e€71ec000pa3Ho, eciii ux 00beM npespinaet 200 JOKYMEHTOB B T'O/I.

24. Tlpu pa3paboTke 0JIaHKOB JOKYMEHTOB HCIOJIb3YIOTCS CTaHJApTHBIE JTUCTHI Oymaru ¢opmaroB A4
(210 x 297 mm) u A5 (148 x 210 mm).

Br16op dhopmaTa OGrmaHka mpu U3TOTOBJICHUH JTIOKYMEHTA 3aBHCHT OT XapakTepa U oO0beMa TekcTa. biank
dopmara A5 ucnonb3yercs Uil JOKYMEHTOB, UMEIOIINX He OoJiee MATH-CEMU CTPOK TEKCTa.

25. Ha GyasHK a1 muchbMa HAaHOCSTCSI PEKBU3HUTHI:

I'ocynapctBennslii rep6 Pecniyonuku benapycs;

sMOeMa OpraHu3aliy Wi TOBAPHBINA 3HAK (3HAK OOCTY)KUBaHHUS ),

kox opranuzanuu: koa no OKPB 004-2001 "Oprasbel rocyqapCTBEHHON BIAcTH M yNpaBieHUS (IJis
OpraHOB TOCyIapcTBeHHOW BiacTh u ympasieHwus )" win kox mo OKPb 018-2003 "HOpuaumveckue numa u
WHJMBHUIyaJIbHBIC IPEATPUHUMATENH";
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HAaMMEHOBAHUE BBIILIECTOSIILEN OpraHNU3allH;

HAaUMEHOBAaHME OpraHU3alUH;

HAaUMEHOBAHUE CTPYKTYPHOTO MOJAPA3AEICHMUS;

MOYTOBBIN aipec OTIPABUTENS;

KOMMYHUKAIIMOHHBIE U KOMMEPUYECKUE JaHHBIE.

Ha Onank [ nucbMa HAHOCATCS OrPAaHUYHUTENbHbIE OTMETKHM M JIMHMM JJi DPEKBU3UTOB: JaTa,
pErUCTpallMOHHBIA HHAEKC, CChUIKA HAa PETUCTPALlMOHHBINA MHAEKC U JaTy BXOJSIIET0 JOKYMEHTA.

26. Ha oOmuii 6;1aHK HAHOCSITCSI PEKBU3UTHI:

I'ocynapctBennsiii rep6 Pecniyonnku benapycs;

sMOIeMa OpraHU3aliy UK TOBApHBIN 3HAK (3HAK OOCITYKUBaHMS);

kox opranm3anuu: ko OKPB 004-2001 "Opransl rocyjapcTBEHHON BJIACTH U yIpaBieHUs (1715 OpraHoB
rocygapcTBeHHOW Biactu W ympasieHus)" wim kox mo OKPB 018-2003 "HOpuaudeckue smma u
WHJIMBUIyaJIbHBIC TIPEATPUHUMATENH"

HAaUMEHOBAHUE BBIIIECTOSIIIEH OpraHU3allNH;

HAauMEHOBAHME OpraHU3aluy;

HAaUMEHOBAaHUE CTPYKTYPHOTO MOIpa3AeTICHHUS;

MECTO COCTaBJICHUS WJIN U3JIaHUS.

Ha oO0muii OmaHk HAHOCATCA OrpaHUYHUTENbHbIE OTMETKM W JUHUM [ PEKBU3UTOB: JiaTa,
perucTpalMOHHbIA HHIEKC.

Jns odopmienus pexBusuta "Ha3Banme Buaa gokyMeHTa" Ha oOmieM OJlaHKE OTBOAMUTCA CBOOOIHOE
MecTo Mexay pekBusutamu "HanmenoBanue opranuzanuun” ("HanMmeHoBaHUE CTPYKTYpHOTO Iojpa3aesieHus ")
Y OTPAHUYUTEIBLHBIMU JJUHUAMU JIJ1s1 peKBU3UTOB "Jlata" u "Peructpaimonnbiii uHaekc".

27. brnaHku JOKYMEHTOB pa3padaTblBalOTCd HA OCHOBE MPOJAOJIBHOIO MIIM YIJIOBOIO PACIOJIOKEHUS
PEKBHU3UTOB.

[Ipn yrioBoM BapuaHTe PEKBU3UTHI OJaHKa pacrojararoTcs B BEpXHEM JIEBOM yriy. MakcumanbHas
JUIMHA CTPOKU PEKBU3UTOB OJIaHKA HE JIOJDKHA MPEBHIIATH 73 MM.

[Ipu nposoabHOM BapuaHTe PEKBU3UTHI OJIaHKa pacojaraloTcs MocepeIuHe JINCTa BJOJIb BEPXHETO OIS
0e3 orpaHU4YeHHs Pa3MepPOB MO TOPU3OHTAIIHU, HO C COOJIIOJICHMEM YCTAaHOBJIEHHBIX pa3MepOB MOJIEH.

28. PexBU3UTHI O1aHKA pacmoiararoTCsl IEHTPOBAHHBIM WM (PJIArOBBIM CIIOCOOOM.

[Ipy neHTpoBaHHOM crocoOe Hayajao W KOHell KaKJOW CTPOKM pEKBM3HMTa LEHTPYIOTCS, TO €CTb
paBHOYZAAJIEHbI OT TPaHMI] 30HbI PACIIOJIOKEHUSI PEKBU3UTOB.

[Tpu dnaroBom crocode KakJast CTpOKa peKBU3UTAa HAUMHAETCS OT JIEBOW IPAHUIIBI 30HBI PACTIONOKEHUS
PEKBHU3UTOB.

29. Tlpu HeoOXoaMMOCTH Ha OJaHK MOTYT HAHOCHTbCS OTPAHWYUTENIbHBIE OTMETKH JJs TOJIeH |
OTJIENIbHBIX PEKBU3UTOB B BU/JIE YIOJIKOB U JIMHUM. JlomycKkaeTcs HAaHOCUTh Ha OJJaHK OTMETKH JUIsl (paJIbLIOBKH U
MIPOOUBKH OTBEPCTUH JABIPOKOJIOM.

30. Ilpu co3ganuu OnaHKa Ha HECKOJBKUX SI3bIKAX PEKBHU3UTHI OJIaHKA JTOJKHBI OBITH MPOIYOIMpPOBaHbBI
Ha DTHUX SI3bIKaX.

Bo Bcex opranuzanusix He3aBUCHUMO OT (POPMBI COOCTBEHHOCTH OJaHK JUIsl MMCbMa M3TOTaBIMBAETCS C
IIPOJIOJILHBIM PACIIOIOXKEHUEM PEKBU3UTOB Ha JABYX SI3bIKaX.

31. OcoOeHHOCTH W3rOTOBJIEHUSI M HCIOJb30BaHHUS OJIAHKOB JIOKYMEHTOB C M300pakeHueM
I'ocynapctBennoro rep6a PecnyOnmku benmapych perynumpyroTcss akTamMu 3aKoHoJaTenbcTBa PecnyOuuku
benapyce.

32. YrioBoil mrtamn NpocTaBiIseTCs B JIEBOM BEPXHEN YacTH MEPBOTO JIUCTA TOKYMEHTA.

JlomyckaeTcss M3roTaBIuBaTh YIJIOBOM IITaMIl TPeX BHJIOB: Ui NMHUCbMa, OOUIMI YIJIOBOM mmITamMm M
YIJI0BOH IITaMII KOHKPETHOTO BUJa TOKYMEHTA.

33. CocTtaB pEeKBHU3UTOB YIJIOBOIO INTaMIa, MOPAJOK HX pa3MelleHus H O(OpPMIIEHUS OJKHBI
COOTBETCTBOBAThH COCTABY, MOPAIKY pasMelleHHst U 0popMICHHS PEKBU3UTOB OJIaHKa.

34. Pazmep yriioBOro mramIia He JIOJDKEH MPEBBIMATh 73 MM 1O TOPU3OHTAIH B 75 MM (JIJIs IITAMIIOB C
n3obpaxenueM ['ocynapctBennoro repoa Pecniybmuku benapych uinu sM0nemMsl) win 55 MM (Juid mraMmnos 0e3
n3o0paxkenus ['ocynapcreennoro repba Pecmyonmku bemapych wimm sMOIeMbl) 110 BEPTHKAIIH.

I'naBa 4
ODPOPMIIEHUE PEKBHU3UTOB JIOKYMEHTOB
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35. Ilpu moaroroBke W OGOPMIICHHH JOKYMEHTOB HCIIOJNB3YIOTCS PEKBU3UTBI, COCTaB U MOPSIOK
pacniosioxeHust Kotopsix yctanoiaeH CTh 6.38-2004.

36. PexBusur "['ocynapctBennsiii rep6 Pecriy6nuku benapycs".

N3o6paxenne ['ocynapctBenHoro repba Peciy6nuku benapych nmomerniaercss Ha OJaHKax JOKYMEHTOB U
VIJIOBBIX IITaMIaX TOCYAapCTBEHHBIX OPraHOB M WHBIX TOCYJAapCTBEHHBIX OpraHusanuii PecmyOmmku
benapycs. HerocynapctBennble opranuzanyy nomMemaroT n3odpaxenue ['ocynapcrsennoro repda Pecryonuku
Bbenapych Ha GiiaHKax JOKYMEHTOB M YIJIOBBIX IITAMIIaX, €CIIM TaKOE MPABO MPEIOCTABICHO UM B COOTBETCTBUU
¢ 3aKOHOJIaTeNIbcTBOM Pecny6nuku benapyce.

N3o6paxenue ['ocynmapctBenHoro rep6a PecnyOnmku benmapych Ha OiaHkax pacmojaraercsi B IEHTPE
BepxHero nouist. [[uamerp nzodpaxxkenus - He 6omee 17 mm.

37. PexBu3ur "DmOeMa opraHu3aliiy WIK TOBAPHBIHM 3HAK (3HAK 00CITy>KUBaHUs)".

OM0Ornema opraHu3aluy WIM TOBAapHBIM 3HAaK (3HaK OOCTY)XHBaHUS), 3aperuCTPUpPOBaHHbIE B
YCTaHOBJICHHOM 3aKOHOM IOPSAJKE, IO YCMOTPEHHUIO OpraHM3alliy MOMEIIAaeTcsl Ha OJaHKaX Ha JICBOM IIOJIE,
€CJIM B LIEHTPE BEPXHEro MOJis MoMelleHo nu3odpaxenue ['ocynapctsenHoro repda PecniyOnuku benapych.

Ha Gnankax nokymeHToB 0e3 m3o0pakeHus ['ocymapctBenHoro repda Pecnybnumku Bemapyck ambnema
WIM TOBapHBIA 3HAK (3HAK OOCHY)KMBaHHWS) TOMEILIAeTCsl Ha BepxHeM mosie Omanka. [Ipu mpomoiabHOM
PaCIOJIOKEHUN PEKBU3UTOB SMOJIEMa WJIM TOBAPHBIM 3HAK (3HAK OOCITY)KHMBAaHHS) OPraHU3aIMU TTOMEIIAETCS B
LEHTPEe BepxHero mois OjaHKa, MpU YIJIIOBOM - HAJA CEpelIMHON CTpoku pekBuszuta "HanmeHoBaHue
opranuzanuu" ("HaumeHoBaHME BbIILIECTOSIILIEH OpraHU3auu’).

38. PexBusut "Koa opranuzanuu".

Kox opranusanuu npocTaBiisieTcst Ha BEpXHEM I0JIe CIIpaBa Ha IMEPBOM JIUCTE JOKYMEHTA.

Opranbl TOCYyIapCTBEHHOW BJIACTM M VYIOPaABICHHS  MPOCTABISIOT  KOJ  OpPraHu3alud IO
OobmerocynapctBeHHOMy — kiaccudukaropy  Pecnyommku  bemapycs  OKPB  004-2001  "Opransr
rocyapcTBeHHON BiacT u ynpasienus" (ganee - OKOI'Y). Jlns aqpyrux opraHnusaiuii Koa mpocTaBIseTcs Mo
Oo6merocynapcreeraoMy kiaccudukaropy OKPB 018-2003 "HOpuaudeckwe JMna W WHIAWBHIYyAJIbHBIC
npennpuaumarenu” (nanee - OKIOJII).

39. PexBusur "Koja nokymenra".

Kox moxymeHTa mpocTaBiisieTcs Ha BEpXHEM ToJie crpaBa MoJl KOJAOM OpraHHU3aIliH.

I[Ipm cocraBieHHM KOHKPETHBIX JOKYMEHTOB KOJ IPOCTaBIsETCS TOJIBKO Ha TEX U3 HUX,
yHUpHUIpOBaHHBIE (OPMBI KOTOPHIX BKJIIOYEHBI B OOIerocynapcTBeHHbll kinaccudukatop PecnyOmmku
benapycs 010-95 "Yuudunuposanasie qokymeHTs" (nanee - OKY /).

40. PexBu3ut "HanmeHoBaHuE BBIIECTOAIEH OpraHU3aIig'.

[Tpu HamU4UK BRITIIECTOSIIEH OpTaHU3AIMH YKA3bIBACTCS €€ IMOJIHOE O(DHUIHATbHOC HAUMEHOBAHHE.

41. PexBusut "HanmeHoBaHME OpraHU3aluu’".

HammeHnoBanme opranuzanuu 0003HaYaeT aBTOpa JOKYMEHTa, KOTOPBIM SIBISETCS FOPUAMYECKOE JIUIIO,
CO3J1aBIIee TOKYMEHT.

HanMenoBanue opraHm3aiiil yKa3bIBAaeTCSI B TOYHOM COOTBETCTBHH C YCTaBOM, ITOJIOXKEHHEM O HEH.
CoxkpallieHHOe HaMMEHOBaHWE OpPTaHU3aIllMU MOXKET YKa3bIBaThCS B TE€X CIydYasX, KOTJIa OHO 3aKpEIUICHO B
YUpEeIUTENbHBIX JOKyMEHTax opraHm3anui. CoKpalleHHOe HauMEHOBAaHHE IOMEIIASTCSl HIDKE TOJHOTO M
3aKJIFOYAeTCsl B CKOOKH.

JIOKyMEHT, TOJTrOTaBIMBAaCMbBI COBMECTHO JBYMs M 0oJjiee OpraHu3anusMd, oQopMIISIeTCS HAa YHCTOM
CTaHJIapTHOM JHcTe Oymarn. HanMeHoBaHMS OpraHu3aldii pacroiaraioTcs B COOTBETCTBUU C MX TOTHBIMU
oUIHaTEHEIMA HAUMEHOBAHHUSIMH B BEPXHEH JacTH IOKYMEHTa Ha OJJHOM ypOBHE.

Hanpumep:
MuHMCTEPCTBO (QMHAHCOB MyHMCTEepCTBO O HajioraMm
Pecnybnuxkm Bemapycsh u cbopaMm Pecnybmnmkm Bejnapych

[Ipu cucremMaTnyeckold MOATOTOBKE COBMECTHBIX JOKYMEHTOB MOXKET HW3TOTaBIWBATHCS OTAEITbHBIN
OnaHK.

42. PexBu3ut "HanMeHOBaHHE CTPYKTYPHOIO MOApa3AeicHus" .

HaumenoBanue CTpyKTYpHOTO NOpa3/IeNiCHUs] YKa3bIBa€TCs HA JOKYMEHTE B TOM ClIydae, €Clu JOKYMEHT
n3aaeTcs (COCTaBISAETCsI) OT UMEHH 3TOTO MOAPA3ICIICHHUS.

43. PexBusut "[louToBslii afgpec oTrpaBuTens'.

[TouToBhIit azmpec oTmpaBUTENsT 0POPMIISIETCS B COOTBETCTBHM C JEHCTBYIOIIMMHU MpaBUIAMHU OKa3aHUSA
YCIIYT TIOYTOBOM CBS3HU.
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Hanpumep:
yi. Kponotkuna, 55, 220002, r. Munck

44. PexBu3ut "KOMMYHUKAIIMOHHBIE U KOMMEPYECKHUE TaHHBIE".

KommyHnukanmonnsle naHHele (TenerpadHblii ampec, Homepa TenedoHa, Tenedakca, BKIOYAs KO
aBTOMATUYECKOM MEXAYropogHeil (MexayHapoAHON) TelepOHHOH CBSI3M) IMOMEIAIOTCS HUXXKE MOYTOBOTO
anpeca otnpasurens. ['pynmnel nudp B HOMepax TenedoHOB nedrcoM Wiv APYrUMU 3HAKAMH MPETIHHAHUS HE
pasnensroTcs. Aapec AIeKTPOHHON MOYTHI U APYTUe CBEICHUS YKA3bIBAIOTCS IO YCMOTPEHHUIO OPTaHU3allHH.

KomMMepueckne naHHBIC BKIIOYAIOT HOMEpP PACYETHOTO CYETa, HAMMEHOBAaHHME OaHKa W TaK Jajee H
pacrojararTcs HUkKe KOMMYHUKAIMOHHBIX TAHHBIX.

45. PexBusut "Ha3Banue Buaa qokymenra'.

Ha3panue Buaa OKyMeHTa OIpelessieTcsl ero Ha3HauYeHUeM M JOJHKHO COOTBETCTBOBATh KOMIETEHIIUU
OpraHu3alKy, COACPKAHUIO JOKYMEHTHUPYEMOTO YIPABIECHUYECKOIo JCUCTBUs, a Takxke Tabemo. Ha mucemax
Ha3BaHME BUJIA IOKYMEHTA HE yKa3bIBACTCS.

HasBanue Buia qokymMeHTa neyaTaeTcsi pONUCHBIMU OYKBaMU 0€3 pa3psiIKi.

[Tpu ucnonb3oBaHuM OOIMKMX OJAHKOB C MPOAOIBHBIM PACIOJIOKEHHEM PEKBU3UTOB Ha JABYX SI3bIKaX
Ha3BaHUE JOKYMEHTA IeYaTaeTcs Ha ABYX A3bIKaX.

46. PexBusut "/laTta nokymenra".

JaToil mokyMeHTa sIBJIIETCS 1aTa ero Mmoanucanus (puKa3, pacnopsikeHue, yKkazanue, MucbMo U Jp.) UiIu
cOOBITHSA, 3aUKCUPOBAHHOTO B JOKYMEHTE (IIPOTOKOI, aKT), Ui JOKYMEHTa, MPUHUMAEMOT0 KOJUIETHaabHbIM
opraHom (IIOCTAHOBJIEHUE, PEIICHUE), - JaTa €ro MPUHATHS, I YTBEP)KIaeMOro JOKyMeHTa (IUiaH, OTYeT,
WHCTPYKIIUS, TIOJIOKEHUE U JIP.) - 1aTa YTBEPKICHUSI.

JlaToit COBMECTHOTO JIOKYMEHTA SIBJIICTCS J1aTa €ro MOAIMUCaHuUs MTOCIeIHEeNH Opranu3aiue.

[Tpu moAroTOBKE MPOEKTa IOKYMEHTA JAOIMYCKAeTCs MevyaTaTtbh TOJbKO 0003HAueHUsl Mecslla U roja, 1eHb
MecsIla MPOCTABISAETCS JOKHOCTHBIM JIUIIOM, TOIMTUCHIBAIOIINM WA YTBEPKIAIOIIHUM IOKYMEHT.

JaTtel monanucanusi, yTBEp>KIAEHUsS, COIJIaCOBAaHMs, a Takke narbl B pekBuzutax "Tekct", "Ccbuika Ha
PETUCTPAIIMOHHBIA WHACKC M JaTy BXozsmiero gokymenta', "Pesomonms”, "Bussel", "I'pud npurnoxenus",
"OTtmerka o Hanmuuuu npuioxeHusa", "OTMerka o moctymieHuu", "OTMeTka 00 HCIOJHEHHHM JOKYMEHTa U
HampaBlieHuu ero B aeno", "OTMeTka o 3aBepeHHH KOmuH'" opopMISIOTCS HU(POBBIM CIOCOOOM. DJIEMEHTHI
JaThl YKa3bIBAIOTCS apabCKUMU M(PpaMu B OJHOU CTPOKE B CIEAYIOIIEH MOCIEI0BaTENbHOCTH: IeHb MecCsIIa,
Mecsll, roa. [lens Mecsia u mecsii ohopmIIsieTcst AByMs Tapamu apaOckux mudp, pa3aeaeHHbBIMU TOUKOM, TOJ -
4eThIpbMs apabCKUMU IU(pamHu.

Hanpuwmep:
08.07.2008

[Ipu odopmiiennu Aat B JOKyMEHTaX, COJAEPKAIIMX CBEIEHUS (UHAHCOBOTO XapakTepa, JOIMyCKaeTcs
UCIOJIb30BaHUE CIIOBECHO-IIU(POBOTO criocoda.

Jlatbl B HOpMaTHBHBIX NpaBOBbIX akTax PecnyOmuku benapych oGopMisitoTcs B COOTBETCTBHH C
3akoHOAaTensCcTBOM Pecnybnuku benapycs.

47. PekBu3ut "PerucrpallMOHHBIN HHAEKC".

PerucrpanmoHHblii HMHJEKC CO3/1aBa€MbIX W TOJIy4a€MbIX JOKYMEHTOB COCTOMT W3 MOPSAJIKOBOTO
PETUCTPAIIMOHHOTO HOMEpa, KOTOPBI MOXXET OBITh JOTOJHEH WHIEKCOM 0 HOMEHKJIAType e, WHIECKCOM
MPUMEHSIEMOT0 Klaccu(ukaTopa (KOPPECIIOHACHTOB, BOIPOCOB ACSITEILHOCTH U T.J.) U IPYTHMH YCIOBHBIMH
0003HAYCHUSIMH.

Ha noxymeHTax, COCTaBI€HHBIX COBMECTHO HECKOJbKHUMH OpraHU3AlMSMU, PETMCTPALMOHHBIE UHACKCHI
aBTOPOB MPOCTABJISAIOTCS Yepe3 KOCYIO YePTY B MOPSIIKE YKa3aHUs aBTOPOB Ha JOKYMEHTE (CJIeBa HAIIPaBo).

48. PexBu3ut "Ccplika Ha pErUCTPALIMOHHBINA UHAEKC U AaTy BXOJSIIETO T0KyMeHTa'".

Cchllka Ha PETUCTPAIMOHHBIA MHACKC M ATy BXOMSIIETO JOKYMEHTa pacrojiaraeTcs Ha OJIaHKe Jist
MIMCEM M BKJIIOYAET B CeOsl pETUCTPAIIMOHHBIN WHICKC U IaTy JOKYMEHTA, Ha KOTOPBIHM JaeTCsl OTBET.

49. PexBm3ut "MecTo coCcTaBISHUS WM U3JaHUS".

MecTo cocraBieHUs WM M3JaHMS JIOKYMEHTAa pacmojaraercs noxa pekBusuramu "Jlara" wu
"PeructpanuoHHblii UHACKC".

50. PexBusur "['pu¢ orpanuuenus gocrymna'.

['pu¢ orpannyeHust qOCTyma pacroyiaraeTcsi B MPaBOM BEPXHEM YINy JOKYMEHTa BbIIIE PEKBU3UTOB
"Anpecar", "I'pu¢ yrepxxnenus", "I'pud npunoxenuns".



51. PexBusur "Apapecar".

AnpecaTaMu MOTYT SIBJSITHCSL OpraHM3allid, WX CTPYKTYpHbIE TMOJpa3felieHusi, KOHKPETHbIE
JOJHKHOCTHBIC JIUIIA, TPAXKIaHe, B TOM YKCJIe WHIUBUIYaTbHbIC IPEITPUHUMATEITH.
(B pen. moctanoyienns Muntocta ot 24.10.2011 N 235)
(CM. TEKCT B IPEABLAYIIEH peIaKIIin)

[Tpu agpecoBaHNM TOKYMEHTA OpraHU3allui €€ HAMMEHOBAHKE YKA3bIBACTCSl B UMEHUTEILHOM IaJIeKe.

Hanpumep:
MUHMCTEpCTBO KNCTULUMA
Pecnybnuku Besapychb

[Tpu agpecoBaHuu AOKYMEHTa CTPYKTYPHOMY MOJIpa3fesieHUI0 B MMEHUTEIBHOM MaJIeKe yKa3bIBaeTcs
HaMMEHOBAHME OPTaHMU3aIMHU, a HUKE - HAUMEHOBAHUE CTPYKTYPHOTO MOAPA3CICHHUS.

Hanpumep:
MyYHMCTEPCTBO OCTULUN
Pecnybnuku Bejapychb

YnpapJleHMEe aIOBOKATYPH M JIMLEH3UPOBAHUA
OPUINYECKOM OeAaTeJIbHOCTU

[Ipn HampaBineHMM JOKyMEHTa KOHKPETHOMY JOJDKHOCTHOMY JIMIY HAaWMMEHOBAHME OpraHU3aluu
yKa3bIBa€TCsl B UMEHUTEIBHOM MaJIEKe, a JOJDKHOCTh U (haMUIIns ajipecata - B JaTEIbHOM.

Hanpumep:
MuHMCTEpCTBO IO HajoraM m cbopam
Pecnybnuku Bejapychk

HauvasnbHUKY yIpaBJIEHUS KOHTPOJIHA,
OeJIONPOU3BOLCTBAa U MaTepMaJIbHO—
TEXHUUECKOTO obecrnedeHus
Kounmaxkory H.B.

[Ipn angpecoBaHuM JOKYMEHTa PYKOBOJIUTENIO OpraHu3aluu (€ro 3aMecTHTEN0) HauMEHOBaHUE
OpraHM3alMK BXOJUT B COCTaB HAUMEHOBAHHUS JJOJDKHOCTH ajipecara.

Hanpumep:
InpexkTopy T'oCymapCTBEHHOTIO
apxmBa MMHCKOM OOJIaCTHU
Kymnosom E.B.

[Ipu HampaBieHUN TOKYMEHTa B HECKOJIBKO OJHOPOJHBIX OpPTaHU3alUNA UX HAMMEHOBAHUS YKa3bIBAIOTCS
0000I1IEHHO B UMEHUTEILHOM MaJIEXKE.

Hanpumep:
PecnybimKaHCKMe OPI'aHH
TOCYHapCTBEHHOT'O yIpPaBJIEHUA

[Ipn HampaBieHUM TOKYMEHTa PYKOBOJIUTENISM HECKOJIBKHX OJHOPOJHBIX OpraHU3allni HanMEHOBAHMS
UX JIOJDKHOCTEH yKa3bIBaroTcst 000OIIEHHO B JaTEIbHOM IaJIeKe.

Hanpumep:
PykopomuTenaM peclnyOJIMKaHCKMX OPI'aHOB
TOCYyIOapCTBEHHOTO yIpaBJIEHUA

[TouroBelil anpec, Kak MPaBUIIO, YKa3bIBA€TCS TOJILKO HAa KOHBepTe. [104TOBBIN aapec BXOIUT B COCTaB
pekBu3zuTa "Anpecatr’ npu agpecoBaHUM TOKYMEHTA Pa30BOMY KOPPECIIOHICHTY.

[TouToBbIif agpec B pexBusute "Anpecar" opopMisieTcssi B COOTBETCTBUU C MPaBHJIAMHU OKa3aHUS yCIyT
IIOYTOBOU CBS3H.

Hanpumep:
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YupexneHre "BeJIOPYCCKMM HAYUYHO-—
MCCJIEONOBATEJIbCKUY MHCTUTYT
OOKYMEHTOBEIEeHMI M apxXMBHOTO meja"
yi. KponorkmHa, 55

220002, r©. MuHCk

Ha nokymeHTax, HampaBIsieMbIX MTOCTOSIHHBIM KOPPECTIOHICHTaM, OpTraHU3aIlsIM CBOSH CHCTEMBI, aapec
He npocTaBisercs. JIis OTHpaBKM TaKUX JIOKYMEHTOB MOTYT TIPUMEHSTHCA KOHBEPTHI C 3apaHee
HareyaTaHHBIMH a/IpeCaMH.

[Ipu appecoBaHuM JOKyMEHTa TpakJAaHWHY, B TOM 4YHUCJIE WHAUBUAYAIbHOMY MpPEANPUHUMATEIO,
BHauaje yKa3bIBalOTCA (aMWIWg M HMHHUINHAIBI (COOCTBEHHOE HMS, OTYECTBO (€CIIM TaKOBOE HMMEETCH)
MoJTy4aTelis, 3aTeM - IOYTOBBIN ajpec.

(dactpb neBarHaanaras . 51 B pen. nmocranosinenus Munrocta ot 24.10.2011 N 235)
(CM. TEKCT B IPEABLAYIIEH peaaKIIin)

Hanpumep:
Cronaposoy H.M.
yvia. II.Tnebxu, n. 15, xB. 26
223120, n/o Jlorosa
JloToMCcKkOTO p-Ha
MuHckOM 0O6JI.

PexBusut "Anpecar" He nomkeH conepikarh Oosee ueTbipex aapecoB. CiaoBo "konus" mepen BTOPHIM U
MOCIEAYIOIUMU aipecaTaMy He IPOCTABIISIETCA.

[Ipu HanpaBneHnn JOKyMEHTa OoJiee 4eM B YEThIpE aJipeca COCTABISACTCS CIMCOK Ha PacChUIKY MO (hopme
COIJIaCHO MpWIokeHuo 2. Ha KaxaoMm 3K3eMIuisipe yKa3bIBaeTcsl TOJIBKO OJUH ajpecaT WUiIu 0000IIeHHOe
HAaMMEHOBAHHE a/IPECATOB.

Ecniu nokyMeHT sBiseTCcs OTBETHBIM, MEpPBBIM aJpecaToM Ha JOKYMEHTE YKa3blBaeTCcs aBTOP
WHUIUATUBHOTO MMChMa HE3aBUCUMO OT 3HAUUMOCTH OCTAIbHBIX aJJpecaToB.

[lpu HampaBneHHH TOKYMEHTa B BBIIICCTOSAIINE OPTaHM3AaMW HE JOIMYCKAeTCS OIHOBPEMEHHOE ero
ajZipecoBaHue JPYrMM ajpecaraM, KpOMe CiIy4aeB, KOIJla 3TO OIPEeJeNeHO MOPYYEHHEM BBIIIECTOAIIECH
OpTaHU3aIHH.

52. PexBusur "['pud yrBepxaenus".

VYTBepKIeHUE SBISETCS OJHUM H3 CIIOCOOOB YIOCTOBEPEHHUS JJOKYMEHTa IIOCIE €ro IMOJIMTUCAHUS.
JIOKYMEHT, NOAJEXAIIMA YTBEPXKICHHUIO, MPHUOOpETaeT HOPUIMUYECKYI0O CHUJIY TOJIBKO C MOMEHTa €ro
YTBEPKICHHUSL.

JIOKyMEHT MOXeT YyTBEp)KIaTbcsi ABYMS CIOCOOAMM: H3JIaHHEM DPACHOPSAUTENBHOTO JOKYMEHTa WU
JOJDKHOCTHBIM JiuiioM. O6a crocoda UMEIOT OIMHAKOBYIO IOPUIUIECKYIO CHITY.

[Ipu yTBepXAEHHWU JOKyMEHTa JOJDKHOCTHBIM JIMIIOM TpHU(} YTBEP)KICHHS COCTOUT M3 CJIOBa
"VTBEPXIAK", HaumeHOBaHUS O/DKHOCTH JIMIA, YTBEPAMBIIErO JIOKYMEHT, BKJIOUas BHUIOBOE
HalMEHOBaHHUE OPTaHU3alMH, €ro MOAMUCH, PACIIM(POBKY MOAIUCH U JAaThl YyTBEPKICHHUS.

Hanpumep:
YTBEPXIIA
IVPEeKTOP MHCTUTYTa
[Toonmce A.VM.HOBUKOB
23.06.2008

[Ipn yTBep)Ie€HMH JOKyMEHTa pPYKOBOJAWTEIEM BBIIIECTOSAMIEH OpraHU3allMM WIA JOKYMEHTa,
COCTaBJICHHOTO HE Ha OJlaHKe, B HaMMEHOBAaHUE JOJDKHOCTHU JIMIIA, YTBEPAMBILIETO JIOKYMEHT, BKIIIOYAETCS
ITOJIHOE€ HANMEHOBAHNE OPTaHU3aLUH.

Hanpumep:
YTBEPXIA
IypekTop yupexieHusa "BejopyCCKuM
HAYYHO-MCCJIENOBATEJIbCKUY MHCTUTYT
OOKYMEHTOBEIEeHMI M apxXMBHOTO meja"
lNognuce A.E.PnbakoB
25.06.2008
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Hara (men» Mecsina) yrBepxaeHus B rpude "YTBEPXKIAK" mpocraBisieTcs TOMTKHOCTHBIM JTUIIOM,
YTBEPAMBIIUM JOKYMEHT. MecsIl ¥ To/1 TOMyCKAeTCs TeYaTaTh C MOMOIIBIO TEXHUYECKUX CPEJICTB.

PacniopsimuTenbHBIM akT U3JaeTCs, KaK MPaBWIIO, B CIy4yae, KOT/la BBEJCHUE YTBEPKAAEMOr0 JOKYMEHTa
TpeOyeT JOMOTHUTEIBHBIX MPEANMUCAHUN U Pa3bICHCHHH, HHBIX IEHCTBUH, CBA3AaHHBIX C €T0 MPUMEHEHHEM, a
TaK>Ke IIPH YTBEPKJICHUHA HOPMATUBHBIX IIPABOBBIX akTOB PecnyOnmku bemapyce.

[Ipu yTBEep)KICHHH PacHOPSAIUTEILHBIM JOKYMEHTOM HJIM MPOTOKOJOM TpU(] YTBEPKICHUS COCTOUT M3
cioBa "YTBEPXKXJIEHO", na3Banus Bua JOKyMEHTa B UMEHUTEILHOM Ta/I€Ke, €ro JIaThl U MHJIEKCA.

Hanpumep:
YTBEPXIEHO
[Ipukas MuHMCTPpa MHOOPMALUM
Pecnybmnmuku BeJsapychk
25.06.2008 N 32

HIIN

YTBEPXIEHO

[IpoTOKOJI OBWero
cobpaHMsa aKLMOHEpPOB
28.06.2008 N 15

I'pud yrBepkaeHus MPOCTABISAETCS B IPAaBOM BEPXHEM YTy HOKyMeHTa. IIpu yTBepKIeHUH JOKyMEHTa
HECKOJIbKUMHU JTOJDKHOCTHBIMU JIMLAMU I'pU(bl YTBEPXKICHUS PACIIONAraloT Ha OIHOM YPOBHE.

Cnoa "YTBEPXIAIO" u "YTBEPXJEHO" mnedararoT nponucHbIMH OykBaMH O€3 KaBbIYEK U
po0eIoB.

Hcnonp3oBanne OMaHKOB JTOKYMEHTOB C MPOJOJIBHBIM PAaCIONIOKEHHUEM PEKBU3HTOB sl O(opMiIeHuUs
JOKYMEHTOB, [OJUIeXkKAIUX YTBEPKICHUIO, HE JOITyCKAaeTCsl.

[lepeueHp JOKYMEHTOB OpraHu3alMM, MOMJIEKALUIUX YTBEPKACHUIO, ONPENENSETCS B COOTBETCTBUU C
3akoHojarenbcTBOM PecnyOnuku benmapych u  3akpemssiercs B Tabene W (WIM) MHCTPYKIMM IO
JIeJIONPOU3BOICTBY OPraHU3AIMH, UHBIX JIOKaJIbHBIX HOPMATUBHBIX ITPABOBBIX AKTaX.

[TpuMmepHBIii IepeueHb JOKYMEHTOB, IOJIEKALINX YTBEPKACHHUIO, ONIPEIEIIEH COIACHO IIPUIIOKEHUIO 3.

53. PexBusur "Pe3omtonusa”.

Pesomronuss - NUCBMEHHOE YKa3aHME DPYKOBOAMTENS O IOPSAIKE MCIOIHEHUS WIH HCIOIb30BaHUS
JIOKYMEHTA.

PexBusur "Pesomonms" BKIOYaeT (GaMMIMIO HCHOJHUTENSA, COJEp)KaHME TIOpYYeHHsT U  CpPOK
UCTIOTHEeHUs. Pe3omronus qoimKHa OBITh MOANUcaHa (COOCTBEHHOPYYHAs TTOAMKCH) U TaTHPOBaHa.

[Tpy HanMUYMKM HECKOJIBKUX UCIIOJIHUTENEH nMepBoi ykasbiBaeTcs (paMuiiys OTBETCTBEHHOI'O MCTIOJIHUTEIIS,
KOTOpPBI OpraHu3yet paboTy COUCIIOIHUTENEH.

Ha noxymeHnTe nomxHo ObITh He Oosee onHON pe3omronuu. Ilocnenyrone pe3oaonun pyKoBOAUTENEH
0 OpPMIISIOTCSI, €CIIM B HUX JIETAIU3UPYETCS MOPSIOK UCTIOTHEHMSI IOKYMEHTA.

Pe3omronust pacnonaraercss B IpaBOM BEPXHEM YIJly MEPBOrO JIACTA JOKYMEHTa mepen TekcToM. [lpu
HE00X0IMMOCTH O(OPMIIEHUS CIIOKHOM IO COAEPKAHMUIO PE3OJIIOIMU, a TaKKEe HECKOJIbKUX PE3OJIOLUNA U
HEBO3MO>KHOCTH MX pa3MELICHHs] B OTBEIEHHOM ISl PE3OJIIOLIMUA MECTE JOIMYCKAETCsl HaMCAHUE PE30JIHOLUN
Ha 710001 CBOOOTHOM TUTOIIAIH JINIIEBOM CTOPOHBI TIEPBOTO JIMCTA JOKYMEHTA, HE 3aTparuBasi TeKcTa (HO He Ha
MIOJIAX IOKYMEHTA).

[Tpu otcyrcTBHM CBOOOJHOIO MECTa Ha JIMIEBOM CTOPOHE MEPBOIO JUCTa AOIMYyCKaeTcs opopMIieHHe
PE30IIIOIMK HAa OTAEIBPHOM JIMCTE C yKa3aHHMEM Ha HEM PErHMCTPAallMOHHOTO MHJEKCa U JAaThl JOKYMEHTa, K
KOTOPOMY OTHOCHUTCSI pe3orolysl. JINCT pe3ostonny NpUKpEIUsieTcss K JOKYMEHTY U IOCJIE€ €ro MCIOIHEHMS
BMECTE C HUM IOAIIMBaeTcs B 1e70. Ha nokymeHTe mpocTaBisieTcsi OTMETKA O HAIMYUHU TaKOTO JIUCTA.

[Ipu odopmiieHun nucTa pe30NIOUNUN UCHOIB3YIOTCS CTaHIApTHBIE JUCTHI Oymaru ¢popmaroB A6, AS, A4
C COOJIIOJIEHUEM CIIEAYIOIINX Pa3MEPOB MOJIEH:

i popmara A6: BepxHee U HIKHee - He MeHee 10 MM, JieBoe - He MeHee 12 MM, IpaBoe - He MeHee 8
MM;

s (opmata AS: BepxHee - HEe MeHee 15 mMm, HIKHee - He MeHee 10 mm, jeBoe - 20 MM, mpaBoe - He
MeHee 8 MM;
s popmara A4: BepxHee U HIDKHee - He MeHee 20 MM, jieBoe - 30 MM, mpaBoe - HE MeHee 8 MM.
54. PexBu3ut "3arojioBoK K TeKCTy".
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JlokyMeHThI, oopMIIeHHBIE Ha OJIaHKAX MM CTaHIApPTHBIX JIMCTax Oymaru opmaTta A4, TOMKHBI UMETh
3aroJIOBOK. 3arojIoBOK K TEKCTY JIONTyCKaeTcs He yKa3blBaTh HA JOKYMEHTax, 0(pOpPMIISIEMBIX Ha ONaHKaX HIIH
CTaHIApPTHBIX JHcTax Oymaru gopmara AS.

3aroyioBoK (OpPMYyIHpPYeTCs COCTaBUTeNeM AOKyMeHTa. OH JOJDKEH OBITh KPaTKUM U €MKHM, TOYHO
nepeaaBaTh CMBICH TEKCTa M TPAMMATHUECKU COTTIAaCOBBIBATHCS C HA3BAHUEM JIOKYMEHTA.

Hanpuwmep:
npukas (0 yem?) "O cOBEpIICHCTBOBAaHUY CTPYKTYPHI allliapaTta yrnpaBieHus";
nosiokeHue (o uem?) "O kaHuenspun';
poToKoJ (dero?) "coOpaHust akiMOHEPOB";
npaBuia (dero?) "BHYTPEHHETO TPYAOBOIO pacropsiaka';
JIOJDKHOCTHAsI HHCTPYKIUs (koMy?) "cekperapro-pedepeHty";
akT (0 uem?) "O BbLAEIEHUHU K YHUUYTOXEHHUIO JOKYMEHTOB U /€], HE MTOJIEKAIUX XPAHEHUIO";
(B pexn. mocranoyienns Muntocta ot 24.10.2011 N 235)
(CM. TEKCT B MPEIBIAYIICH pelaKIin)
akt (4yero?) "mpoBepku";
(B pen. nocranoBneHust Muntocta ot 24.10.2011 N 235)
(CM. TEKCT B MPEBIAYIIEH PelaKIiH)
nucbMo (0 yem?) "O06 U3MEeHEHHH CPOKOB BBITIOJIHEHUS T0TOBOpa'.

B 3arosoBke k TeKCTy paspemaercs: ynoTpeOsTh COKPAIICHUS CJIOB U CIIOBOCOYETAHHM, HCIIOIb3YEMBIX B
crangaprax u kiaccudukaropax PecrmyOnmuku bBenapych, cCOkpallleHHble HAaUMEHOBAHUS OpraHU3alUi U
OOIIENPUHSATHIC COKPAILICHHS.

Hanpumep:
O BHenmpeHum CTB 6.38-2004

3aroyIoBOK B KaBbIUKH HE 3aKJIFOUAETCS U HE NOUEPKUBAETCs. ToUka B KOHIIE 3ar0JI0BKa HE CTaBUTCSI.

55. PekBusur "OTMeTKa 0 KOHTpoJe".

OTMeTka O KOHTpOJIE pAcIolaraeTcsl Ha JIEBOM II0JIE JIOKyMEHTa Ha YPOBHE 3arojloBKa K TEKCTy U
obo3nauaercss OykBoil "K" wim crmoBom "KonTposis". OTMeTKka MpoOCTaBiseTCsl OT PYKH HIM C HOMOILBIO
mremnens. OTMeTKa MOXKET OBbITh JJOTOJIHEHA KOHTPOJIBHOM 1aTOM.

56. PexBusur "OTMeTKa 0 HATMYUK TPHIIOKEHUA .

OTmeTka O HaJW4YMM MPWIOKEHHS pACIoJaraeTcsi HUXKE TeKCTa JOKYMEHTa Iepell PEKBU3UTOM
"TToanuce". Crnoso "[Ipunokenue" neyaraercst ¢ NPOMMCHOM OYKBBI OT HYJIEBOT'O IOJIOKEHUS TabynaTopa OT
IPaHUIBI JIEBOTO TOJISL, [TOCIIE HETO CTABUTCS ABOETOUHE.

Ecin 1OKyMEHT MMeEeT NpWIOKEHHE, Ha3BaHHOE B TEKCTE, TO B OTMETKE O HAJIMYUU IPHIOKCHUS
YKa3bIBAa€TCS TOJIBKO KOJIMYECTBO JIUCTOB U SK3EMILISIPOB.

Hanpumep:
punoxeHue: Ha 7 J. B 2 B3K3.

Ecin 1OKyMEHT MMEET NPUIIOKEHUS, HE Ha3BaHHBIE B TEKCTE, TO MX HAMMEHOBAHUS NEPEUUCISAIOTCS C
yYKa3aHMEeM KOJIMYECTBA JHMCTOB M OHK3EMIUIIPOB KaXAOro MpuiaokeHus. Illpu Hamuuuu HECKOJIbKHUX
NPUIIOKEHUH OHU HYMEPYIOTCSl apaOCKUMHU LIUppaMH.

Hanpumep:
[IpuoXeHUE 1. lMHCTpyKUUSa [HO OEJONPOM3BOIACTBY Ha 12 j1. B 3 BK3.
2. OT3HB Ha NPOEKT MHCTPYKUMM Ha 3 JI. B 2 B3K3.

Ecmn k JOKYMCHTY IIpujIaractca JI0KYMCHT, I/IMGIOHH/If/i IMPUITIOKECHUE, TO B OTMETKC O HAJIWYHUU
MMPUIIOKCHUS YKA3bIBACTCA 061uee KOJIMYECTBO JIUCTOB HpPIJ'IO)KCHHfI.

Hanpumep:
[IputoXeHMUE : nucbMo HaumoHamnbHOTO OaHka Pecnybsnmky Bejapyck or 08.11.2008
N 12-7/389 u npuioxeHre K HeMy, BCero Ha 5 J. B 1 32K3.
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Ecnu npunoxeHnue HampapisieTcs HE BCEeM ajapecaraM, TO B OTMETKE O HAJIWYUU TPUIIOKEHUS
YKa3bIBaeTCs, B KAKOH aJipec HaIlpaBIIsieTCs MPUIIOKEHHUE.

Hanpumep:
[IpunoxeHmue: Ha 5 j1. B 1 B»K3., BO BTOPOM ampec.

Ecnu npunosxenus: cOpoIopoBaHbl, TO KOJIMYECTBO JIUCTOB HE YKa3bIBACTCS.

B pacnopsauTenbHBIX JOKyMEHTax pekBH3HT "OTMETKa O HAIWYMM TpUJIOkKeHusA" He odopmisercs;
yYKa3aHUEe O HaJMYMU MPUIOKEHHS JAETCAd B TEKCTE JIOKYMEHTA: "COINIaCHO MpUIIOKEeHHI0", "mpuioxkeHue",
"mpusnoxenue 1", "... mpeICcTaBUTh epeveHb JOKYMEHTOB I10 MpuiaraeMoi ¢popme" u ap.

57. PexBusut "Iloamnuce".

[IpoekT moxkymeHTa MpeACTaBIsETCS Ha MOJNUCH COOTBETCTBYIOLIEMY JOKHOCTHOMY JIUIY (MCXOJs U3
€ro KOMIIETEHIIMH) MOJTHOCTHIO 0()OPMIICHHBIM, ITPOBEPEHHBIM, COTJIACOBAHHBIM (IIPU HEOOXOIMMOCTH) BMECTE
C IPWJIOKEHUSIMUA U MaTepUaliaMH, HA OCHOBAaHUU KOTOPBIX OH COCTaBJICH.

PexBusut "llognuce" pacnosiaraercss mociie TEKCTa U OTMETKH O HAJIWYMU IPHIOKEHUS U COCTOUT M3
HAaUMEHOBAHMSI JOJDKHOCTH JIMIIA, MOIKICABIIETO JOKYMEHT, COOCTBEHHOPYYHOU TIOJIITUCH U €€ paciIupOBKH
(vaunmansel, hamunus). MHunmans! neyaraores nepea Gamuineii 6e3 mpoOesioB Ha ypoBHE MOCIEAHENH CTPOKU
HaWMEHOBAHUS JOKHOCTH.

Ecnu noxyment odopmiieH Ha OJaHKe WM C MCHOJIB30BAaHHMEM YIJIOBOTO ITaMIa, TO B HAUMEHOBAHUE
JOJDKHOCTH BKJIFOUAETCS, KaK MPaBUiI0, BUI0BOE HAMMEHOBAHUE OpraHU3allUu.

Hanpumep:
IVpeKTop MHCTUTYyTAa [omnmcse A.E.PeiDakos

[Ipu odopmneHnn noKymMeHTa He Ha OJlaHKE B HAWMEHOBAHUE JIOJDKHOCTH BKJIFOYACTCS IOJTHOE
HaMEHOBaHHUE OpraHU3aIUH.

Hanpumep:
JrpexrTop ydYpexneHUs
"BeJjiopyCcCKUM
Hay4YHO-UCCJIeOOBaTEJbCKUM
VHCTUTYT
OOKYMEHTOBENECHMA M apXMBHOT'O
nemna" [Momnmuce A.E.PeOaxkoB

B cocrage pexkBusuta "[loanuce" MOTYT yKa3bIBaThCSl CTENEHU U 3BaHUs (y4eHbIC, BOUHCKHUE U JIp.).

Hanpumep:
JIVPpexKTop MHCTUTYTAa
IOOKTOP MCTOPUUYECKMX HaYK,
npodpeccop [Moonmce A./l.HoBuUKOB

HpI/I NOoANMUCAHUN NOKYMCHTA HCCKOJBKMMHU NOJDKHOCTHBIMH JIMOAMU UX IMMOAIIMCHU PACIIOIAararoTCda OJfHa
noa ﬂperI\/'I B ITOCJICAOBATCIBHOCTH, COOTBeTCTBYIOHIGﬁ 3aHUMaCMbIM JOJIKHOCTSAM.

Hanpumep:
IupexTop 3aBona lMoonmce I'.H.IlleTpos
T'JaBHEM OyxTajrep I[Toonuce O.M.VBaHnora

HpH MoATMMCAaHUN OOKYMCHTA HECKOJBKHWMU JIMaMH, HE IMOJYMHCHHBIMU 110 JOJDKHOCTH, HUX IOAINUCHU
pacnojrarartorcd Ha OJHOM YPOBHC.

Hanpumep:
MuunucTp obpasoBaHMAa MuHnucTp OMHaAHCOB
Pecnybnuku Bejnapychb Pecnybnuku Bejnapychb
[Momnmuce A.M.PanepkoB Momnmuce A.M.Xapkopsel]

HpH noANMrMCaHUKU JOKYMCHTA, IIOATOTOBJIICHHOI'O KOMHCCHCﬁ,yKaSHBaKHCH HE OOJKHOCTHU JIMI[, a HX
0013aHHOCTH B COCTaBE KOMHCCUU. DaMMIIMHU YICHOB KOMHCCUU pacmnojiararoTcsda B aﬂ(baBI/ITHOM MopsiaKe.

Hanpumep:



[lpencenmaTesib KOMMCCUM opgnuce B.B.I'pymwesckumn

UJIeHEl KOMMCCUM : [Nomnmce I'.B.Opimos
[Momnmcse II.II.Cunaes
Hopnuce A.B.flHykOBUY

I[OKYMCHTI)I KOJUICTHAJIBHBIX OPraHoOB IMOAIMUCBIBAIOTCA MPEACCAATEIIEM U CEKPETAPEM 3TOT'O OpraHa.

Hanpumep:
[lpencenatTesib [Moonmcse B.U.Kupninos
CekpeTapb Ilonnuchb A.A.Kynpemumuk

[Tpu moamuMcaHuU PacCTIOPSAUTENbHBIX U HUCXOISAIIUX JOKYMEHTOB IMOJAMUCHIBACTCS MEPBBIM 3K3EMIUISIP
JOKYMEHTA.

[Tpu odopmieHun akTOB, MPOTOKOJIOB, COBMECTHBIX TOKYMEHTOB MOJIKCH MPOCTABJISIOTCS Ha BCEX
AK3EMILIAPaxX JOKYMEHTA.

B pexBmzute "lloamuce", a Takke pekBuszurax "I'pud yrBepxknmenums" u "I'pud cormacoBanus"
YKa3bIBalOTCS (haKTUUeCKass JOJDKHOCTH JIMIA, MOANUCABIIEro (YTBEpAMBILETO, COTIACOBABIIET0) JIOKYMEHT,
ero uHunMansl U ¢damunus. Jlomyckaercs ucnonb3oBaHue cokpameHuidt "3am." ("3amecturens"), "M.o0."
("ucnonusromuii  o6s3anHoctu"). He nomyckaercs craBuTh mpemior "3a" WM KOCYylO 4epTy mepen
HAaUMEHOBAHHEM JOJIKHOCTH.

58. PexBusur "['pud npunoxenus".

['pud mpunosxenus pacroyaraercs B IpaBOM BEPXHEM YIiIy MEPBOrO JUCTA MPUIOKESHHUS.

I'pud npunoxenus cocrout wu3 cioa "l[lpunoxenue", ero mMoOpsAAKOBOro Homepa (yKaspIBaeTcs
apabckumu nudpamu 6e3 3Haka N ), Ha3BaHHUA BHUAA JOKYMEHTa B JaTeNbHOM TNaJeke, €ro JaTbhl U
PErUCTPALIMOHHOTO UHJIEKCA.

Hanpumep:
[punoxeHue 2
K [pUKasy IMpeKTopa MHCTUTYTa
18.11.2008 N 9

[TopsaKoBBI HOMED MPUIIOKEHUS HE YKA3bIBAECTCS, €CJIM OHO OJHO.

Ha npunoxeHusix, yTBEp)KAAEMBIX PpacCHOPSIAUTENBHBIM JOKYMEHTOM WJIM HPOTOKOJIOM, TIpud
NpWIOKEeHUs He odopmisercs. B 3Tom ciiyyae B mpaBOM BEpXHEM YIUIy MEPBOIO JIUCTAa YTBEPHKIAEMOTO
JOKYMEHTa MPOCTaBIISIETCS TPU(Q YTBEPIKICHHS.

JIOKYMEHTBI-ITPUIIOKEHNUS O(QOPMIISIOTCA C YKa3aHHMEM BCEX HEOOXOAMMBIX PEKBU3UTOB JOKYMEHTa
("Ha3Banue Buga qokymenTa", "3aronoBok k tekcry", "Iloanuce" u ap.).

59. CornmacoBanue JOKYMEHTOB.

JIOKyMEeHTBI, MOATOTaBIMBAEMble B OpraHM3allld, 1O MPUAAHUS UM FOPUIMYECKOW CHJIIbI (ITOAMUCAHUS,
YTBEPKACHUS, PErucTpalni) B HEOOXOAMMBIX CiIydasX MOAJeXaT corjacoBaHuio. CoriiacoBaHHE MPOEKTa
JOKYMEHTa MPOBOJIUTCS C OpPraHU3aLUsAIMHU U TOJDKHOCTHBIMM JuiiaMu. CorjiacoBaHHe MOXKET IPOBOIUTHCS Kak
BHYTPU OpraHU3allMM - CO CTPYKTYPHBIMHU MOJpa3felieHus MU M JIOJDKHOCTHBIMHM JIMIIaMH (BHYTpEHHeEe
COTJIACOBaHUE), TaK W BHE €€ - C IMOJAYMHEHHBIMH M HENOJYMHEHHBIMM OpraHu3alUsaMH (BHELIHEEe
CoTJIacoBaHUE).

60. PexBusur "I'puc¢ cornacoanus".

Bremrree cormacoBanue oopmitsieTcst TpudomM corsiacoBaHuUs.

I'pud cormacoBanus pacrnonaraercs Hibke peksusuTa "l[loanuce" Ha TUIEBON CTOPOHE MOCIEAHErO JHCTa
nokymenta u coctroutr u3 cioa "COI'JTACOBAHO", nanMeHOBaHHS OJDKHOCTH JIMIA, C KOTOPBIM
COT'JIACOBBIBAETCS JOKYMEHT (BKJIIOYasi OJHOE HAMMEHOBAHUE OPraHU3aIlK), COOCTBEHHOPYYHOH MOANHKCH, ee
paciidpoBKHU U 1ATHI.

I'pud cormacoBaHus meyataroT OT HYJIEBOTO IOJIOKEHUsS TaOynsTopa 6e3 OTCTyna OT T'PaHMIbI JIEBOTO
OIS

Crnoso "COI'JTACOBAHO" neuaTaroT mponuCcCHbBIMUA OyKBaMu 0€3 KaBbIU€K U MPOOEIIOB.

Hanpumep:
COTJIACOBAHO
IMpeKTop roCcynapCTBEHHOI'O
yupexneHusa "HalroHaslbHBIM
apxuB Pecnybmauku Bejapycb"



INopnnuce B.J.CejyiemeHeB
13.10.2008

Ecnu cornacoBanue JOKyMEHTa MPOU3BOIAUTCS KOJUIETHAIBHBIM OPTaHOM WM MOCPEICTBOM MHUCHEMA, TO
rpud coriacoBaHusi opopmisieTcs 1o hopme:

COTJIACOBAHO
[IpOoTOKOJI 3acemaHus
3KCIEPTHOTO COBeTa
18.10.2008 N 13

NI

COTJIACOBAHO

[IrceMo T'OoCymapCTBEHHOTO KOMUTETA
10 CTaHIapTuU3alumn

Pecnybmnuku Beslapychk

03.10.2008 N 11-10/1186

(B pea. nocranoBienust Muntocra ot 27.01.2012 N 18)
(CM. TEKCT B MpebIIyLIeH peIaKinm)

Ecau AOKYMCHT UMCCT JIBa l"pI/Iq)a COIJIaCOBaHMs, TO OHH PACIIOJIAratoTCsa Ha OHOM YPOBHC.

Hanpumep:
COT'JIACOBAHO COT'JIACOBAHO
MyHMCTP OCTULUMU [lpencenmaTenisb BepxoBHOTO Cyna
Pecnybnuku Bejnapychb Pecnybnuku Bejnapych
INTognuce B.I'.T'OJIOBAHOB lMNognmuce B.I.Cykajio
14.06.2008 14.06.2008

Ecnyn 1okyMeHT nmeer Tpu rpuda corinacoBaHus, TO OHU PacIojararoTcs B CIECAYIOLUIEM HOPsIKe:

Hanpumep:
COTJIACOBAHO COTJIACOBAHO
MMHMCTP OCTULUMA [lpencenmarens BepxosHoTrTOo Cynma
Pecnybnuku Bejapychb Pecnybnuku Bejapychb
lNopnmce B.I'.T'OJIOBAHOB lNognuce B.I.Cykaljio
14.06.2008 14.06.2008
COTJIACOBAHO

MMHMCTP 3KOHOMUKU
Pecnybmnuku BeJsiapychb
Monnuce H.II.3amuyeHKO
14.06.2008

Bbonee tpex rpudos cornacoBanusi 0popMIISIOTCSA ABYMs BEPTUKAIbHBIMU PsIIaMHU.

IIpu otTcyrcTBHUM MecTa Ha JOKyMEHTE O(OPMISIOT JIUCT COIJIACOBaHUS MO 00paslly COIJIacHO
npunoxenuto 4. Ha nokymeHTe Ha MecTe, IpeAyCMOTPEHHOM I pa3MelleHns rpuda coraacoBaHusl, JenaeTcs
OTMETKA:

Jluct cornacoBanus
npuIaraeTcs

61. PexBuzut "Bussi".

BuyTtpennee cormacoBanue ogopMisieTcss MyTeM BHU3UPOBAHUS MPOEKTa JTOKYMEHTa JIOJDKHOCTHBIM
JIUTIOM.

PexBusut "Buza" Bkiouyaer B ce0si HAMMEHOBAaHUE JTOJDKHOCTH JIMIA, BU3UPYIOMIETO MPOEKT JOKYMEHTA,
€ro COOCTBEHHOPYYHYIO MOAMKCH, paciiu(pOBKY MOANKCH U JIATy.

Hanpumep:
HauasnbpHMK OoTHejia KampoB
Nonnuce A.B.CMUPHULKUMI
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25.06.2008

OTKa3bIBaThCS OT BU3UPOBAHUS, a TAKXKe JIe1aTh KaKHe-TH00 UCIPABIICHUS B TEKCTE MPOEKTA JTOKYMEHTA
He JoIycKaeTcs. 3aMedaHus U JOMOJHEHHUS U3J1araloTcs Ha MpoeKTe JOKYMEHTa HIKe AaThl BU3upoBanus. [Ipu
3HAYUTEIILHOM 00beMe 3aMEYaHus U JOTOTHCHUS M3JIaraloTcs Ha OTJCIBHOM JIMCTE, a Ha TPOEKTE TIOKYMEHTa
yKa3bIBaeTcs: "3aMeuaHus npuiararorcs'.

Hanpumep:
HauasnbHMK OoTHejsia KampoB
Homnuce A.B.CMMPHULIKUNI
25.06.2008
C npoexTOM He CcoIJlaCceH.
3aMeduaHra NpuilaranTcsd

Busel npocrasnsitores Huke pekBuszuta "lIloanuce" Ha JMIEBON CTOPOHE IOCIEIHETO JIUCTA MIEPBOTO
9K3eMIUIsIipa JOKyMeHTa cieBa. [IpoekThl pacropsiAUTENbHBIX JOKYMEHTOB JOIYCKAeTCsl BU3UPOBATh Ha
00OPOTHOM CTOPOHE MOCIEIHETO JIHCTa IIEPBOrO IK3EMILIIpa JoKyMeHTa. IIpu corimacoBaHuy MUceM U APYyTux
UCXOJAIIMX JIOKYMEHTOB BU3bI 0(OPMIIIOTCS Ha KOIUSX, OCTAIOIIUXCS B JIEIIE.

[Ipu HeoOxomuMocTH OPOPMIICHUS HECKOJIBKMX BU3 OHU PACIOJIATalOTCSl OJHA TIOJ IPYrod B IOPSIIKE
BU3UPOBAHUS.

Hanpumep:

HauasnpHUK oTHesia KaIpob
[loonuce H.B.CxBOpLOBAa
20.06.2008

3aB. OTHEJIOM HOOKYMEHTOBEIEHMSA
[Moponuce A.B.CunmopLos
20.06.2008

3aB. OTHEJIOM apXMBOBEIEHUA
lMonnuce T.V.Bobpora
21.06.2008

OprckoHCYJIBT
Homnmce H.C.leer
22.06.2008

[Tpu oTcyTCcTBHM CBOOOJHOrO MecTa BU3bl OPOPMIIAIOTCS HAa 000pOTE MOCIEIHEr0 JUCTa JOKYMEHTA UIIH
Ha OTAEIBHOM JIMCTE M IpU Pa3MHOXKEHUM JOKYMEHTa HE Bocrnpou3Bojsarcd. Ilpm Hammumm mucra
COIJIACOBAaHUSI Ha MeECTe, NMPEIyCMOTPEHHOM JUIs pa3MeEIIeHUsl BU3bI, JEJaeTcs OTMETKa, odopmisiemas o
IIpaBUjIaM, YCTaHOBIIEHHBIM ITyHKTOM 60 Hactosmie MacTpykumu.

Ilepedenp cormacyromux HWHCTAaHUUN OIPENEIAETCS COCTABUTEIEM JOKYMEHTa HCXOAsd W3  €ro
coJiep>KaHusl ¥ TpeOOBaHUN HOPMAaTUBHBIX IPABOBBIX aKTOB.

62. PexBusur "[leuats".

PexBuzur "[leyats" cTaBUTCS Ha TOKYMEHTaX, TPEOYIOMIUX 0COOOT0 yIOCTOBEPEHUSI UX MOJJIMHHOCTH.

VYcranaBnuBaeTcs TpU BUAA I€UaTei: MedyaThb OpPraHM3alUM, Ie€4aTb CTPYKTYPHOTO IOAPA3JEICHHUS
OpraHM3aliy, Ie4yaThb, YKa3bIBalOl[as Ha €€ I1IeJIeBOe Ha3HaueHue (I JOKyMeHToB W T.1.). Ileuarn
OpraHu3aIMii MoApa3eNsoTces Ha repOoBkIe (MedaT ¢ n3odpakenueM [ 'ocynapcrsenHoro repba Pecny6nuku
benapycs) u mpocTtsie.

ITopsimok HCHONB30BaHUS W OTBETCTBEHHOCTb 33 XPAHEHHME IIeYaTedl 3aKpeIUIAIOTCS B JIOKAJIBHBIX
HOPMAaTUBHBIX IPABOBBIX aKTaX OPraHU3alli{, pa3padaTbiBa€MbIX B COOTBETCTBUHM C 3aKOHOAATEILCTBOM
Pecny6imku benapych.

[lepedyeHb JOKYMEHTOB, Ha KOTOPBIX IPOCTABJISAETCS I1€YaTh, ONPEAEIIAECTCS OpraHu3aluel Ha OCHOBAaHNUH
3akoHoaaTenbcTBa PecryOnuku benapycs. [IpocraBienne neyatn He0OX0IUMO HA MOUIMHHUKAX JTOKYMEHTOB
U MX KOMNMAX, B TOM 4Hcie (PAKCUMUIbHBIX, YAOCTOBEPSIOMUX MpaBa, CBOOObI U (MJIM) 3aKOHHBIE MHTEPECHI
rpaxkJaH, IpaBa U 00sS3aHHOCTH IOPUANYECKUX JIMII, CAHKIIMOHUPYIOUIMX PACXOJIOBAHUE JIECHEKHBIX CPENICTB U
MaTEpUAIbHBIX [ICHHOCTEM.

OTTHCK mTeyaTH JOJDKEH 3axBaTblBaTh YacTh HAWMEHOBAHUS JIOJDKHOCTH JIMLA, MOJIHMCABILIErO
(yTBEpauBIIEro) JOKYMEHT.
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Hanpumep:

IVpexTop MHCTUTyTAa [Homnmce C.A.Cumopos

63. PexBusut "OTMeTKa 00 HCIOJIHUTETE".

OtmeTKa 00 HMCIIOJIHUTENE PacIojiaraeTcs Ha JUIEBOW CTOPOHE MOCIEIHErO JIMCTa JOKYMEHTA B JICBOM
HIDKHEM YTITy.

OtmeTka 00 HCIONHHUTENE BKIIOYACT (GaMWIMIO W HOMEp CIy)KeOHOro TenedoHa HCIIOTHUTENS
(cocraButensa) nokymeHta. damMuiIMs UCIOJHHUTENIS U HOMEp €ro ciayxkeOHoro rtenedoHa medaTaroTcs 0e3
3HAKOB MPENUHAHUS.

Hanpuwmep:
Kopuees 200 59 79

OTMeTKa 00 HCITOTHUTEIIE MOXKET OBITh JOMOJHEHA HHICKCOM CTPYKTYPHOTO TOJpa3/ieiCHUs, B KOTOPOM
TOTOBWICS JOKYMEHT (Ha IEpPBOM CTPOKE), MEepPBBIMH OYKBaMH COOCTBEHHOTO MMEHH M (paMuiuu JuIla,
OTIIEYATABIIEr0 MPOCKT JOKYMEHTA, JaTOW CO3JaHus JOKYMEHTa, UMEHeM (haiia (Ha BTOPOH CTpPOKE) U
JIPYTUMHU TTOMCKOBBIMU JTAHHBIMH.

(B pen. mocranoyienust Muntocta ot 24.10.2011 N 235)
(CM. TEKCT B IPEABLAYINEH PeAaKIIiN)

Hanpuwmep:
3 Maxkosenkui 220 95 01
AP 26.05.2008 ITucemo.doc

[Ipu odopmieHnn NOKyMEeHTa Ha KOMIbIOTepe peKBU3HT "OTMeTKa 00 ucHoiHHTENe" BBIIOIHICTCS
mpudrom Times New Roman (Times New Roman Cyr) oObiuHbIi, pasmep 9 MyHKTOB, MEXKCTPOUHBIH
MHTEpBAJI - TOYHO 9 IMyHKTOB.

(B pex. moctanoBieHus Muntocta ot 27.01.2012 N 18)
(CM. TEKCT B MPENBIAYIICH pelaKIin)

Otmetka 00 ucronHuTeNe 00s3aTeabHO 0)OPMIISIETCS Ha UCXOAALINX TOKYMEHTAX.

64. PexBusut "OTMeTKa O 3aBEPCHUH KOTHH".

Konus noxymeHTa JOKHA BOCIPOM3BOAUTH BCE PEKBU3MTHI 3TOTO JTOKYMEHTA, B TOM YMCIIE PEKBU3UTHI
Osanka. J{ns npugaHus KONMUKM JOKYMEHTa I0pUINYECKO CUiIbl OHA JJOJDKHA OBITh 3aBepeHa.

OTmeTka 0 3aBepeHHM Komuu odopmisercss Hke pekBuzuta "lloamuce" u Bkitouyaer cioBo "BepHo",
HAaUMEHOBAHME JIOJDKHOCTU JIMIA, 3aBEPHUBIIETO KOMHIO, €r0 COOCTBEHHOPYUYHYIO MOJIMKUCH, pacliu(poBKY
MOJITHMCH U J1aTy 3aBEPEHUsI.

Hanpuwmep:

Bepno

Wucnexrop otnena kaapos [loanucs A.I'.JIleoHoB
25.01.2008

[Tpu nepechlIke KOMKUU JOKYMEHTA B Ipyrve OpraHu3aliy Ui nepegade ee Ha pyku GUu3HYecKoMy JIUILY
3aBEPUTENBHYIO HAAMKCH YIOCTOBEPSIOT M1€YaThI0 OPraHU3aLNH.

Ha xommsx wucxoasimumx JOKYMEHTOB, OCTAIOIIMXCS B JieJie OpPraHM3alluM, PEKBU3UTHI OJlaHKa He
BOCIIPOU3BOJATCS, IPOCTABIISIFOTCS JaTa MOANNUCAHUS JOKYMEHTA, €r0 PErUCTPALlMOHHBIN HHIEKC U OTMETKA O
3aBepEeHUH KOIMUU, B KOTOPOW JTOMYCKaeTCs HE yKa3blBaTh ATy 3aBEPEHHUS U JIOJDKHOCTDH JIUIA, 3aBEPUBILETO
KOIIHIO.

Hanpuwmep:
Bepno
[Hopnuce A.IT.I'epmanoBuy

Komun nokymeHTa, NOIy4YeHHBIE NYTEM THPAKUPOBAHMS IOMJIUMHHUKA CpPEACTBAMHU ONEPATUBHON
nonurpaduu, coxepxkamue (HakKCUMUIBHOE BOCIPOU3BEICHUE MOANUCH U TMpeIHa3HAYEHHbIE ISl PACCHUIKU
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WIM BHYTPEHHETO TOJB30BaHUsS, HE HYKIAIOTCS B JIOTOJHUTEIHLHOM YJOCTOBEPCHHH, 32 HUCKIIOYCHHEM
Clly4aeB, IIPEelyCMOTPEHHBIX aKTaMU 3aKOHOAaTenbcTBa Pecybnnku benapych.

Pa3MHOXKEHHBIE SK3EMIUIAPHI TOKYMEHTA, IMpEeIHAa3HAUYEHHBIC ISl PACCHUIKH M HE BOCIPOM3BOJISIINE
(bakCUMUIIBHYIO TOANKCH MOAJIMHHHUKA, TOIYCKAaeTCs YJOCTOBEPSTH Ie4aThblo, MPOCTaBIsIEMOW Ha MecTe,
OTBEJICHHOM JIsl COOCTBEHHOPYYHO! TIOJIITUCH.

Opranuzanys MOXKET 3aBepsATh KOIMH TOJIBKO T€X JOKYMEHTOB, KOTOPBIE CO3/IaHbl B CaMOi OpraHu3aluu.

CHsTHE KOTIUH C IOKYMEHTOB CTOPOHHHMX OPTaHHU3AIMKA [T TIPEJCTABICHUS TPETHUM JIUIAM JIOTTYCKAeTCs
C pa3zpelIieHus ATUX opranuzauuid. bes paspemieHuss CTOPOHHUX OpraHU3alUil JOMycKaeTcss U3roTaBIUuBaTh U
3aBepsATh KOMWUU JOKYMEHTOB TpPH PEHICHHH BOIPOCOB MpHEMa TpakIaH Ha padoTy, MOATBEPKICHHUS WX
TPYIOBOIO CTaxa, (OPMUPOBAHMM JUYHBIX Jell PAaOOTHUKOB (KOMUU JUIIJIOMOB, CBHUJAETEIBCTB 00
00pa30BaHMM, TPYIOBBIX KHIKEK U JIp.), & TAK)KE IOKYMEHTOB, IMOJIYYCHHBIX OPTaHU3AIMEH B TIOJTBEPKICHHEC
€€ TpaB, MOJTHOMOYHUN U 00S3aHHOCTEH (JIMIIEH3UH, cepTU(HUKATOB U Jp.).

65. PexkBusur "OTMeTKa 00 UCIIOJHEHUH JOKYMEHTA M HAPABJICHUH €T0 B 110",

OtmeTKa 00 UCIIOTTHEHUH TOKYMEHTAa U HalpaBJICHUH €ro B JIEJ0 MPOCTaBIsIeTCA Ha JOKYMEHTE MOCIE ero
VCTIOJTHEHUS U SIBJISICTCS CBUCTEIILCTBOM 3aBEPIICHUS paOOTHI HAJl HUM.

OtmeTka 00 UCHOTHEHHHM [TOKYMEHTAa W HAMpaBlICHHUH €ro B JIEJ0 PAclojiaracTcsi Ha HUIKHEM I0JIe
MePBOTO JIUCTA JOKYMEHTA CJIeBa U COCTOUT U3 cjioB "B aeno", HoMepa nena mo HOMEHKIAType Aell, B KOTOPOM
OyZeT XpaHUThCA JOKYMEHT, JaTbl M HWHJIEKCAa JIOKYMEHTa, CBUACTEIbCTBYIOIIETO OO0 WCIOJHEHHH,
COOCTBEHHOPYYHOU TOJITUCH HCIIOJIHUTENSI WIIH PYKOBOJUTENS CTPYKTYPHOTO TIOPA3ACTICHUS -UCTIOTHUTEIS |
JaThl HAMpPaBIEHUS TOKYMEHTa B JIEIO.

Hampuwmep:

B neno 11-10
IloaroroBneH OoTBET
15.02.2008 N 11-10/130
Iloanuce

16.05.2008

HpI/I OTCYTCTBHH HOKYMCHTA, CBUACTCIILCTBYIOIICTO 00 HCITIOJTHCHUH, B OTMCTKE YKa3bIBAIOTCA KPAaTKUC
CBCHCHHH(ﬁSHCHOHHCHHH.

Hanpuwmep:

B neno 5-15
IIpousseneH nepepacuer
ITomnmce

20.11.2008

66. PexBusur "OTMeTKa 0 OCTYIIIIEHUH .

OTMmeTKa 0 MOCTYIUIEHUH (PErUCTPAlMOHHBIN IITaMI BXOSAIIMX JOKYMEHTOB) IPOCTABIISIETCA Ha HUKHEM
[I0JIE TIEPBOrO JIMCTa JOKYMEHTAa CIpaBa M COCTOMT M3 IIOJHOTO WM COKPAlIEHHOIO HauMEHOBAHMS
OpraHMU3alMK-TI0TydaTes, JaThl U PErUCTPAIMOHHOTO MHIEKca (HOMepa) MOCTYIUIEHUS JOKYMEHTA.

Hanpumep:
3A0 "Maak" /\
26.05.2008 16 MM
N 342 \/
42 MM
R e it >

Ha nokymeHnTax, TpeOyrOIIMX CPOYHOTO WCTOTHEHHS, BMECTE C JAaTON JOMYCKAeTCs YKa3bIBaTh BPEMs
MOCTYIIEHUS (Yachl, MUHYTHI).

I'naBa 5
TPEBOBAHUS K TEKCTAM JJOKYMEHTOB



67. TekcT HNOKyMEHTa JOJKEH OBITh JIOCTOBEPHBIM, OOBEKTUBHBIM, MAaKCHUMAJbHO KpaTKuM C
COXpaHEHHEM TOJIHOTHI HH(OPMAITMH U TOYHOCTH €€ U3NIOKEHHSI, HE TOMYCKaTh PA3IMYHbIX TOJIKOBAHUI.

68. TekcT AOKyMeHTa H3JIaraercs MPOCTHIM U SICHBIM SI3BIKOM, C COOJIOJEHHEM HOPM O(HIHAIBHO-
JIEJIOBOT'O CTUJIS JINTEPATYPHOT'O SI3bIKA.

69. SI3pIkamMu J1ETONMPOU3BOJICTBA U JTOKYMEHTauu B PecryOnmke benapych sSBIAOTCS OeIOpyCCKHUil U
PYCCKUI.

TekcThl JOKYMEHTOB, HampaBisieMblX 3a mpenensl PecnyOnuku bemapych, MOTyT COCTaBISATBCS Ha
0eJI0pPYCCKOM, PYCCKOM SI3bIKaX, Ha SI3bIKE CTPAHBI aApecara WM Ha APYroM HHOCTPAHHOM SI3bIKE.

70. IlpemioxkeHus CTpoSTCs COTJIaCHO OOLIEIPUHATHIM TpaMMaTHYECKUM U opdorpaduyeckuM mpaBuiiaMm
OEJOpYCCKOTO M PYCCKOTO  SI3bIKOB,  NPEHMYILECTBEHHBIM  SIBJSIETCS ~ YHNOTPEOJIEHHE  MPOCTBIX
pacpoCTpaHEHHBIX MPEJIOKEHUN.

71. B nokyMeHTax MPUMEHSIIOT TEPMUHBI U ONPEAEIEHUS, YCTAHOBJIEHHBIE IEHCTBYIOIIMMH CTaHIapTaMU
U TEPMHUHOJOTMYECKHMMH CJIOBAPSMU. MHOIO3HAYHBIE TEPMHUHBI B KaXXJIOM KOHKPETHOM CIIy4ae JOJIKHBI
YIOTPEOIIATHCS TOJIBKO B OTHOM U3 CBOMX 3HAUCHUIA.

72. B TekcTe JOKYMEHTa HE JIOMYCKaeTCsl yIoTpeOIeHue:

IPOCTOPEYHIA U IKCIIPECCUBHBIX (POPM pPa3rOBOPHOIL peun;

MHOSI3BIUHBIX 3aMMCTBOBAHUU TMPU HAJMYUM PABHO3ZHAYHBIX CJIOB U TEPMUHOB B OEIOPYCCKOM WIIU
PYCCKOM SI3BIKE;

HEYETKHX CIIOBOCOYETAHUN, OOOOIIEHHBIX PpACCYKICHHM, BOCKIMIIAHWA U MPHU3BIBOB, OOPa3HBIX
CpaBHEHMIA, JUTETOB, MeTaOp;

ab0peBuaTyp, KpoMe OOIIEU3BECTHBIX WU PACIIH(PPOBAHHBIX B TEKCTE TIOKYMEHTA;

HEHOPMATHUBHOW JIEKCUKH.

73. TekcTbl CHOXHBIX IO COAEPKAHUIO JIOKYMEHTOB (TIPUKA30B, pPaACHOPSHKEHUM, MPOTOKOJIOB,
UHCTPYKUMN W Ap.) AENATCS HA IMYHKTHI, MYHKTHl MOTYT MOAPA3JEISAThCS HA MOAMYHKTBI, MOAMYHKTHI - Ha
a63a1pl. B 601b1Kx 10 00beMy JOKYMEHTaX MYHKTHl MOTYT OObEIUHATHCS B TJIaBBL.

I'maBel HymMepyroTCsi apaOCKUMU U(ppPaMu, TOCIEe KOTOPBIX TOYKA HE CTaBUTCS. | JaBbI JOIKHBI UMETh
3aroJIOBKH, TOYKa B KOHIIE 3arojIOBKa HE CTaBUTCA. EcIM 3arosloBOK COCTOUT M3 JBYX NPEMJIOKEHUMN, TO UX
pa3nendioT TO4YKoM. B 3arojoBkax He OMYyCKaeTcs IMEPEHOC CJIOB Ha CIEAYIOUIYIO CTPOKY, NMpPUMEHEHHUE
PUMCKUX (P, MATEMATUYECKUX 3HAKOB U TPEUECKUX OYKB.

Hanpumep:
TJIABA 2
[IOPAIOK IIJIAHMPOBAHNMA U PACXOINOBAHMA CPEICTB HA OIUIATY TPYIA

[TyHKTBI HyMepYIOTCS apaOCKUMU IIUPpaMH ¢ TOYKON U 3aHMChIBAIOTCA ¢ a03aI[HOTO OTCTYIA.
[HoanmyHkTel HyMepyroTcs apabckumu IubpamMu M 3amuchiBaloTcs ¢ al3amHoro orcryna. Homep
MOJITYHKTA BKJIOYAET HOMEP IIyHKTAa U HOMEpP MOJIYHKTA, TOCIE KOTOPBIX CTABATCSA TOUKH.

Hanpuwmep:
2.1.
2.2.
2.3.

Hymeparusi myHKTOB J0MKHA OBITH CKBO3HOHM JUIsi BCETO JOKYMEHTa, MOAIYHKTOB - CKBO3HOW JIJIst
Ka)KJI0OTO MTYHKTA.

A03a1bl He HyMEPYIOTCS U BBIACINSIOTCS a03alHBIM OTCTYIIOM.

74. B TekcTe JOKyMEHTa Tepel, KaKI0oW MO3WIUEel MepedrucIeHus], BbIACIEHHOW a03allHbIM OTCTYIIOM,
nedurc uau HHOM 3HaK He ctaBuTcs. [locie mepeuncinenus, KpomMe MOCIeTHETO, CTABUTCS TOYKA C 3aISITOM.

75. TekcTbl HOKYMEHTOB OGOPMISIOTCS B BHUJE CBSI3HOTO TEKCTA, AHKETHI, TAaOMUIBI WM B BUJC
coenuHeHus 3TUX (GopM. OmnpenenstomuM B BbIOOpe (OPMBI MPEACTABICHUS TEKCTA SBIACTCS XapakTep
nH(OpMAIINHY, COAEPIKAIICHCS B TEKCTE JOKYMEHTA.

76. B pacnopsauTenbHbIX JOKYMEHTAX OpraHM3alMil, AEHCTBYIONIMX HA MPUHLMMNAX €JUHOHAYaJIHs,
TEKCT u3Jaraercs ot nepsoro auna equHctseHHoro yncna: "[IPUKA3BIBAIO", "IIPEJUIAT'AIO" u ap.

B pacrnopsauTenbHBIX TOKYMEHTaX KOJUICTHMAIBHBIX OpPraHOB TEKCT H3JIaraeTcsi OT TPEThEro JIUIla
eauHcTBeHHoro yucna: "[IOCTAHOBJIAET", "PELUWJI" u np.



I'naBa 6
TPEBOBAHIS K O©OPMJIEHUIO IOKYMEHTOB, U3I'OTOBJISIEMBIX C [IOMOIIBIO
TEXHUYECKHNUX CPEJCTB

77. TekcT nOKyMeHTOB Ha OnaHkax ¢opmara A4 medyaTaeTcs Ha MHINYIICH MaIIMHKE Yepe3 MOoITopa
MEXCTPOUHBIX HMHTEpBaja WJIM OJMHAPHBIA Ha KOMIbioTepe, Ha OnaHkax ¢opmara A5 - dYepe3 oJauH
MEXCTPOUHBIM HHTEPBAJI WM TOUYHO 14 NT HA KOMIBIOTEPE.

78. Ilpn Habope TeKcTa C MCHOJB30BAaHHWEM TEXHHMYECKHX CpEACTB IMPHUMEHsIeTCA TapHUTypa uipudra
Times New Roman (Times New Roman Cyr) B 00b19HOM HauepTaHuu, pazmep mpudra - He MeHee 13 nr, nim
mpudThl, ycTaHaBIMBacMble HOPMATUBHBIMU IpPaBOBbIMH akTaMu Pecrnybnuku benapych. BripaBHuBanHue
TEKCTa IPOU3BOJUTCS 110 IIUPHUHE JIUCTA.

(B pen. mocranosienust Muntocra ot 27.01.2012 N 18)
(CM. TEKCT B MPENBIAYIICH pelaKIin)

B pecnybnukaHCKHX OpraHax rocylapCTBEHHOIO YIPaBJICHUS U UHBIX TOCYIapCTBEHHBIX OpPraHU3alMSIX,
noqunHeHHbIX [IpaButenscTBy PecnyOnmuku benapych, odopmieHne TOKYMEHTOB OCYLIECTBISETCS IIO
YCTaHOBJICHHBIM B KOMIIbIOTEpax 11a0J0HaM C apaMeTpaMu HacTpouku B penakTope Microsoft Word, pazmep
mpudTa - 15 or.

(dacTb BTOpas m. 78 BBeneHa rnoctaHoBiaeHueM Munrocta ot 27.01.2012 N 18)

79. Ilpu mnoarotoBke TabNMII C WCHOJIB30BAHMEM TEXHUYECKHX CPEJICTB BBHIPABHUBAHUE TEKCTa
MIPOU3BOJUTCS IO HEOOXOIUMOCTH, C TIEpeHOCOM CIOB. JlomycKaeTcsl yMeHbIIaTh pa3Mep JieBoro mous g0 20
MM (KOrjja TEKCT HEe BMEIIAeTCs), MEKCTPOUHBINA MHTEpBaJ - 10 11 oT.

B pecnybnukaHCKUX opraHax rocyJapCTBEHHOTO YNPABJICHHS U MHBIX FOCYIapCTBEHHBIX OpraHU3alUsX,
nonuuHeHHbIX llpaBurensctBy PecnyOnmuku benapyck, mpu moAaroroBke TaOiauI] JAONYCKAaeTcs YMEHbIIATh
pa3Mep mpudTa Tekcra Tabmaun o 13 nr.

(. 79 B pen. nocranonenuss Muntocta ot 27.01.2012 N 18)
(CM. TEKCT B MPEBIAYIIEH PElaKIIN)

80. IIpu oopmieHnH TOKyMEHTa Ha MUIIYIIEH MAIIMHKE PEKBU3HUTHI, COCTOSIINE U3 HECKOJIBKUX CTPOK
(xpome pekBuzuta "Tekct"), mevararT 4yepe3 OJAMH MEKCTPOUHBIN HHTEPBAJL.

CocraBHble yacTH pekBU3UTOB "Anpecat”, "I'pud yrBepxkaenus", "OTMeTka 0 HAIMYUU MPUIIOKEHUA",
"I'pud cormacoBanus", "I'pud mnpunoxeHus" OTHENAIOTCA JIpPYr OT Jpyra IOJYTOPHBIM MEXKCTPOUHBIM
MHTEPBAJIOM.

PexBu3NTHI TOKyMEHTa OTIENSIOT IPYT OT Apyra 2 - 3 MEeXCTPOUYHBIMUA HHTEPBAJIAMHU.

Hanpumep:

COIJIACOBAHO
1,5

InpexkTop JenapTaMeHTa
1

10 apxmMBaM U HOeJIONPOU3BOLCTBY
1

MunmucrepcrTBa OCTHULUN
1

Pecnybnukmu Bejnapychb
1,5

llopnmce B.UM.AmamMyumxKo
1,5

01.02.2008
2

COIJIACOBAHO
1,5

[lpoTOKOJI 3acenaHud
1

BKCIIEPTHOT'O COBeTa
1,5

01.02.2008 N 9

81. IIpu opopmieHnn TOKyMEHTa Ha KOMIBIOTEpE PEKBU3UTHI, COCTOSIIIUE U3 HECKOJIIBKUX CTPOK (Kpome
pekBusnta "Tekct"), meuararoT ¢ mHTEpBAsioM TouHO 14 niT. CocTaBHbIe YacTH pekBU3UTOB "Anpecat"”, "I'pud
yrBepxxaeHus", "['pug cormacoBanus", "Otmerka o Hanmuuuu npusioxenus”, "I'pud npunoxxeHus" oTAenSIOTCS
APYT OT IpYyra OJMHAPHBIM HHTEPBAJIOM.
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PexBU3UTHI TOKYMEHTA OTAECISAIOT APYT OT APYyra MOJIYTOPHBIM MEXCTPOYHBIM UHTEPBAJIOM.

Hanpumep:

COTJIACOBAHO

OOVHAaPHEBI
MyHMUCTP 0OCTULIUN

TouHo 14 Ot
Pecnybnukmu Bejapychb

OOVHAaPHEIM
[Momnmce B.I'.T'OJIOBaHOB

OOVHAaPHEBIN
01.02.2008

[1OJIy TOPHEIN
COTJIACOBAHO

OOVHAaPHEBI
MyUHUCTP 2KOHOMMKM

Touro 14 Ot
Pecnybnukmu Bejnapychb

OOVHAaPHEBIM
01.02.2008

82. MakcumalibHas AJIMHA CTPOKU MHOTOCTPOYHBIX PEKBU3UTOB JIJIS MUILIYLIEH MAlIMHKU 28 3HAKOB UJIU
73 MM Ha KOMIbIOTEpE.

83. IIpu nevyataHuu JOKyMEHTOB Ha MULIYHIEH MalIMHKE MCIIONb3YIOT AEBATh CTAHJAPTHBIX MOJIOKEHUN
TadyJIATOpa UM OTCTYIIBI B MUJJIMMETPaX OT I'PaHHULIbI JIEBOT'O MO IPpU 0hOPMIICHUN Ha KOMIIbIOTEPE:

0 - rpaHuIa IEBOTO MOJIS;

1 - mocne 5 meyaTHbIX 3HAKOB OT I'PaHMIIBI JIEBOTO N0 UK 12,5 MMm;

2 - mocne 16 meyaTHBIX 3HAKOB OT TPaHMIIBI JICBOTO T10JIst Wt 40 MM;

3 - mocye 24 neyaTHbIX 3HAKOB OT TPAHUIIBI JIEBOTO MO Win 60 MM;

4 - mocne 32 nmevaTHBIX 3HAKOB OT TPAHMUIIBI JIEBOTO MOJIs Uik 80 MM;

5 - nocine 40 nevyaTHbIX 3HAKOB OT I'PaHMIIbI JIeBOro mojst uiau 100 Mm;

6 - mocne 48 meYaTHBIX 3HAKOB OT TPAHMIIBI JIEBOTO OISt Win 120 Mwm;

7 - mocne 56 mevaTHBIX 3HaKOB OT TPaHMUIIBI JI€BOTo nostst win 140 mm;

8 - mocie 64 mevyaTHBIX 3HAKOB OT TPAHMIIBI JIEBOTO MOJISt Win 160 MM.

84. OT HyEBOIrO MOJIOKEHUS I1€YaTArOTC:

pexBusuT "Ha3Banue Buma qoKkymeHTa";

PEKBU3UT "3arojoBOK K TEKCTY";

pexBu3uT "TekcT" (MCKiI0Yasi CTPOKH, HaUMHAIOIIKECs ¢ ad3allHOr0 OTCTYIA);

pekBU3UT "OTMETKA O HAIMYUU NIPUIIOKEHUS";

pexBu3uT "OTMeETKa 00 ucnonHuTene";

pexBu3uT "OTMeTKa 00 UCIIOJTHEHUN JOKYMEHTA U HalpaBJIeHUH ero B Aemo";

pexBu3UT "OTMETKA O 3aBEpEHUH KOIHH'";

pexBu3uT "I'pud cornacoBanus" 1 HaMMEHOBaHHE JODKHOCTH B pekBusute "lloamuce";

cinoBa  "Bepno", "CJIIVIIAJIN", "BBICTYIINJIN", "PEIINJIN", "TIOCTAHOBUWJIN",
"TIPUKA3BIBAIO", "TIPE/IJIATAIO", "OBA3BIBAIO".

OT nepBoro NoJ0KEeHUs MevaTaeTcst Hayayio ad3aleB B TEKCTE.

OT 4eTBepTOro NOJIOKEHNUS NIeYaTaeTcsl peKBU3UT "Apecar”.

Ot naroro nonoxeHusi nedararorcs pekBU3uThl "['pud orpanmuenus nocryma", "I'pud yrBepxkaeHus",
"I'pud npunoxxeHus".

Ot mecToro noyuoxeHus rneyaraercs pacmudpoBka noanuck B peksusute "[loamuce".

Ot cenpmoro nosioxeHus neyararorces koasl mo OKY /[, OKOI'Y u OKIOJIIL.

[Tpu opopmiienun nokymeHTa Ha iucrax ¢popmarta A4 B anbO0omMHON opueHTanuu (297 x 210) peKBU3UTHI
"I'pud orpannuenus noctyna", "I'pud yrBepxaenus", "I'pud npunoxenus", pacmmppoBka HOINHCH B
pekBusnte "[loanuce" meyaTaroTcs OT BOCKMOTO TOJIOKEHUS Ta0ysiTopa (64 revaTHeIX 3Haka win 160 mm).

85. Ilpu HanmuyMM HECKOJNBKUX TpH(OB YTBEPXKICHHS U COIJIACOBAHMS HUX pAacloNiaraloT JBYMs
BEPTUKAJIBHBIMU pAJaMM, HauMHas OT HYJEBOIO M IATOrO IOJIOKEHUM TalynsaTopa, a mpu OPOpMICHUH
JOKyMeHTa Ha Juctax (opmata A4 B anbOOMHOM OpHEHTAllMM - OT HYJIEBOTO M BOCBMOTO TIOJOXXEHUH
Taldynaropa, a npu opopMIeHUU TOKyMeHTa Ha JucTax ¢popmara A4 B albOOMHON OpHEHTAITUHU - OT HYJIEBOTO
¥ BOCBMOTO TIOJIOKEHHUH Ta0ysTOpa.



[Ipu noanucanuu qOKyMEHTa HECKOJIbKUMU JIMIIAMH, HE TTOJYMHEHHBIMU MO JOJKHOCTH, HAUMEHOBAHUS
JTOJbKHOCTEN B pekBu3ute "[loanuce" pacnonaratoT AByMs BEpTHUKAJIBHBIMHU PSJaMU, HAUMHAsI OT HYJIEBOTO U
ISTOTO TOJIOXKEHUH TabyIsTOpA.

B pecnybnukaHCKHX OpraHax rocy1apCTBEHHOTO YIPaBJICHHSI U MHBIX FOCYIapCTBEHHBIX OpraHU3alUsX,
nogunHeHHbIX [IpaButenscTBy PecnyOnmku benapych, Heckonbko pekBusuToB "lloammce", pacronaraeMbix
OJIMH MO IPYTUM, JOIYCKAETCs PA3AENIATh IBOMHBIM MEXCTPOUYHBIM HHTEPBAJIOM.

(dactb TpeThs 1. 85 BBeneHa nocrtanoBiaeHueM Muntocta ot 27.01.2012 N 18)

86. Ecnm 3arojioBOK K TEKCTY MPEBBILIAET ISATh CTPOK, €ro JONMYCKAeTCs MPOAJIEBaTh IO T'PAHULIBI
IecToro nojoxxeHus Tadynsaropa (120 MM OT TpaHUIIBI IEBOTO TIOJIS).

87. Ecnu B TekcTe JOKYMEHTa UMEIOTCS IPUMEYaHus WM BBIJEIIEHHAs! B CAMOCTOSITENIbHBIN a03all CChUIKa
Ha JIOKyMEHT, ITOCIYKMBIINA OCHOBAaHUEM K €ro U3AaHuio, ciosa "lIlpumeuanune” u "OcHoBaHue" nevararorcs
OT HYJIEBOTO MOJIOXKEHUS TaOyNIATOpa, a OTHOCAIIUNCS K HUM TEKCT - Yepe3 OJUH MEKCTPOUYHBIN UHTEepBal (IIpH
reyaTy Ha NUIIYIIeH MaluHKe) Wik TouHo 14 nt (mpu Habope Ha KOMIBIOTEpE).

88. B Ttekcrax nmokymeHToB cioBa "llpumeuanue", "OcHoBanue", a takxke cioBo "llpuinoxxkenue" B
OTMETKE O HAJMYUH MPHIOKEHHUS OCTABISIIOTCS OTKPBITBIMHU, a OTHOCSAIIAsICS K HUM MH(OpMAIHS MedaTaeTcs
CTOJIOLIOM 4Yepe3 OJIMH MEKCTPOUYHBIA MHTEpPBAJ (MPHU MeYaTH HA MUNIIYIIeH MallnHKe) Uiu ToYHO 14 nt (mpu
Habope Ha KOMIIBIOTEPE).

89. B xoHIIe pekBU3HTOB (KpoMe pekBu3uTa "TekcT") Touku He cTaBaTcs. B cepenrHe cTpok peKBU3UTOB
3HAKU NPENUHAHUS COXPAHSIIOTCA.

90. B nokymeHTax He JOMYCKAlOTCS TEKCTOBBIE BBIACICHUS B BUJE NOJYEPKUBAHUS M I€YATAHUS
Bpa3psAKy.

[TponucHpiMu OykBaMu meyaTaroTcs: pekBu3uT "Haszpanue Buma noxkymenta', ciosa "YTBEPXJAIO",
"VTBEPXIEHO", "COI'JTACOBAHO" - B rpucdax cornacoanus u yrepxaenus, "[IPUKA3BIBAIO" - B
npukazax, "[IOCTAHOBJIAET" - B mnocranosnenusix, "PEIIMII" - B pewmenusx, "OBA3BIBAIO",
"MIPEJJIATAIO" - B pacnopsikenusix u ykazanusx, "CJIYILIAJIA", "BbICTYIINIJIN", "TIOCTAHOBUWJIN",
"PELIMJIN" - B npoToKoaax, (hamMuany paGOTHUKOB B TEKCTaX MPUKA30B M0 JUYHOMY COCTaBY, Ha3BaHUs TJIaB
B OpraHU3alMOHHBIX JOKYMEHTAaX.

(B pen. nocranosienust Muntocra ot 27.01.2012 N 18)
(CM. TEKCT B MPENBIAYIICH pelaKIin)

91. Ilpu odopmieHNH TOKYMEHTOB Ha JIBYX U 0ojee JUCTax BTOPOW U MOCHEAYIOIIUH JUCTHI JOJIKHBI
ObITh IPOHYMepoBaHbl. HoMepa JTMCTOB MPOCTaBISAIOT B LIEHTPE BEPXHETO KOJIOHTUTYIIA apaOCKUMHU Ldpamu ¢
paccrosHueM 10 - 15 MM oT BepxHero kpas, rapautypa mpudra Times New Roman (Times New Roman Cyr)
B 0OBIYHOM HauepTaHuu, pa3mep mpudra - He MeHee 13 nt. [lepBblit 1ucT HE HyMepyeTcsl.

B pecnybnukaHCcKUX opraHax rocyAapCTBEHHOTO YIPABIEHUS M WHBIX TOCYAApCTBEHHBIX OpPTaHU3AIIMSIX,
nonunHeHHbIX [IpaBuTtenscTBy Pecnnybnuku benapyce, pasmep mpudra HomMepoB JucToB - 14 0T.

HoBslii 1CcT MOKyMEHTa HE TOMYyCKaeTCsl HAaUWHATh MOCEAHEH HEMOMHOM CTpOKo# ab3aria.

JIOKYMEHTBI CO CPOKOM XPAaHEHUs /10 TPEX JIET BKIIOUYUTEIbHO J0IMyCKaeTcs NevaTaTh Ha IByX CTOPOHAX
JUCTA.

(m. 91 B pen. nocranosnenuss Muntocta ot 27.01.2012 N 18)
(CM. TEKCT B MIpeNbIAYIIEH pelaKIim)

I'naBa 7
OD®OPMIJIEHHME OTAEJIBHBIX BU1OB IOKYMEHTOB

92. B oprarmzanusx MOTYT H3/1aBaThCsl CIEAYIOIMINE BUIBI PACTIOPSIUTEIHHBIX JTOKYMEHTOB: TPHUKa3,
pacnopsbkeHHe, yka3aHue, OCTaHOBIIEHUE, PEIlICHHE.

93. Ilpuka3 - MpaBOBOM aKT, WU3AaBAE€Mbli PYKOBOAMTEIEM OpraHU3allMy, IEUCTBYIOIIUM Ha OCHOBE
eAMHOHAYaus, A pa3pelieHusi OCHOBHBIX 33]1a4, CTOALIUX MEPe]l OpraHu3aluei.

[Ipuka3sl M3AAIOTCA TakXke B CIydasx, KOTJla HEOOXOJWMO JIOBECTH TPEOOBAHUS JUPEKTHUBHBIX
JIOKYMEHTOB  BBILIECTOSIIIUX OpraHu3aluid A0 CBEIEHUS TMOAYMHEHHBIX JIMI W MOJBEJIOMCTBEHHBIX
OpraHu3aluii, HAMETUTh KOHKPETHBIE MEPOIPHUATUS MO WX BBITIOJHEHUIO, ONPEICIUTh OTBETCTBEHHBIX JIHII,
CPOKH BBIMIOJTHEHUS 3TUX MEPOIPUSITHUH.

94. PacnopspkeHue - MpaBOBOM aKT, HW3JAaBAEMbIM €IMHOJMYHO PYKOBOAUTEIEM OpPTraHU3aALMHU
(KoJTernanbHOrO OpraHa yrnpaBjieHHs1) AJisl PEIICHUs OTIEPaTUBHBIX BOIIPOCOB OCHOBHOM JI€ATEILHOCTH.
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He nmomyckaercs u3maHue pacmopsDKeHUN B ClydasiX, KOT/Ia HEOOXOIMMO JTOKYMEHTAIbHO O(POPMUTH
YIPaBJICHUYECKOE PEIIEHUE 10 OCHOBHBIM MPUHIMIHUAIBHBIM 33/1a4aM, CTOSIIKUM Iepes opranusanuei. B stux
CIIy4asix JIOJ>KHBI M3/1aBaThCsl IOCTAHOBIICHUS, PEIICHHUS], IPUKA3bI.

95. VkazaHwe - TIpaBOBOM akT, W3JIaBa€Mbli PYKOBOJWTEJIEM OpraHu3alvyd IO BOIPOCAM
MH(POPMAIIMOHHO-METOINYECKOT0 XapaKTepa, a TAK)Ke MO BOIPOCaM, CBSI3aHHBIM C OPTaHU3AIMEH HCIIOTHEHHS
MIPaBOBBIX AKTOB.

He nonyckaercst ucronb30BaTh yKa3aHUe B KAUECTBE YTBEPKIAIOUIETO JOKYMEHTA.

96. [locTanoBIEHHE - IPABOBOM AKT, IPUHUMAEMbIN KOJUIETHAJIBHO OpraHaMy roCyJapCTBEHHOM BIacTH U
yIpaBiIeHUS.

97. Pemienue - npaBOBOW aKT, IPUHUMAEMBbII KOJUJIETHAIBHO HMCIIOJIHUTEIBHBIMUA U PACTIOPSAAUTEIbHBIMA
OpraHamH, a TaK)Ke KOJUIETHaJIbHBIMH OpraHaMH, UMEIOIIMMHU COBEIIATENbHbIC (PYHKIINH.

98. Ilpukaspl U pacnopsDKEHMs, M3JaBacMble B OpPraHU3alUsX, MOJPA3JEIsOTCd HAa TPU BUIA: IO
OCHOBHOM JI€ATENbHOCTH; II0 JMYHOMY COCTaBy; I10 aJMHUHUCTPATHBHO-XO3SIMICTBEHHBIM BOIPOCAM;
ITIOCTAHOBJICHUS U PELLIEHUS - Ha JIBa: 110 OCHOBHOM JIESTEIbHOCTU U 110 IMYHOMY COCTABY.

He pnomyckaercs oObeaMHEHHE B OJHOM PaclOpPSAAUTEIBHOM JOKYMEHTE BOIPOCOB OCHOBHOMU
NESATEIbHOCTH U 10 JIMYHOMY COCTaBY.

99. TekcT pacnoOpsSAUTENBLHOIO JIOKYMEHTa, KaK IpaBWIO, COCTOMT W3 KOHCTaTHUpYyIOUleH u
pacnopsiIUTENLHON YacTEN.

B koHCTaTHpYIOMmel YacTH M3IaratoTcs e, 3a1a49u, TPUYNHBI, (PAKThI, TOCTYKUBIINE OCHOBAHUEM IS
W3/1aHUS PACTIOPSAUTENBHOTO IOKYMEHTA.

[Ipn wu3gaHuKM pacnopsIUTENIBHOIO JOKYMEHTa Ha OCHOBAaHMM (BO MHCIIOJIHEHHE) HOPMATHUBHOTO
npaBoBoro akta PecnyOnuku benmapych win pacmopsAMTEIbHOTO JOKYMEHTA BBIIIECTOSIIEH OpraHU3aI|H
KOHCTaTHPYIOIIas 4yacTh JIOJIKHA COAEPKATh CCbUIKY Ha ATOT JOKYMEHT C YKa3aHMEM €0 HauMEHOBAaHMSI, JaThl,
PEruCTPallMOHHOTO MHIEKCA U 3aroJIOBKa.

KoHncratupyromass 4actb B pacHoOpsAIUTENbHOM  JIOKYMEHTE  MOMET  OTCYTCTBOBaTb,  €CIH
pacrnopsAuTeNnbHas 4acTh HE HYK/1aeTCsl B 000CHOBAaHUHU.

B npukazax u pacnopsikeHHsIX 0 JUYHOMY COCTaBy OCHOBAHME M3JaHMs JOKYMEHTA YKa3bIBA€TCS B
KOHIIE KaKI0ro NMyHKTa. Eciu ocHOBaHWE N7l U3JaHUSl HECKOJBKUX IMYHKTOB JIOKYMEHTA SIBJISIETCS €IUHBIM,
OHO YKa3bIBa€TCs B KOHILIE TEKCTA.

PacnopsnurensHas yacts npukasza HaunHaercs cinoBoM "IIPUKA3BIBAIO", pacniopsbkenus, yka3aHus -
"OBA3BIBAKO" wmm "TIPEILJIATAIO", mnocranoBnenuss - "IIOCTAHOBJISAET", "TIOCTAHOBWJIN",
pemenus - "PEIIWJI", "PEIUNJIA", "PELLIAJIN".

PacniopsiiutenbHoe ClIOBO nevyaTaeTcs MPONUCHBIMU OyKBaMHU OT I'PaHUIIBI JIEBOTO IMOJs, 0€3 KaBblYeK U
npo6enos. Cnoso "[IPEJJIATAIO" ucnonb3yercst B cilydae, €Cii UCIOJHUTENS HENb3sl 0053aTh BBITOIHATD
NeNCTBUS, HE BXOJAIIME B €r0 0043aHHOCTH B COOTBETCTBHH C 3aHUMAEMOM JTOJIKHOCTBIO.

[Tpu odopmieHNH pacHoOpsKEHUH pacHopsSAUTEIHHOE CIOBO MOXET OTCYTCTBOBaTh. B 3TOM ciydae B
KOHII€ KOHCTaTUPYIOIEH YacTH CTaBUTCS JBOETOUYNE, @ UCHOJHUTEND (JOHKHOCTHOE JIUIO0 WU CTPYKTYpHOE
Mo/ipa3/iesieHne) YKa3bIBaeTCsl B AaTeILHOM MajexKe.

B mpukazax u pacnopspkeHUSX MO JMYHOMY COCTaBY paclopsiiUTelNbHas 4acTb HAUMHAETCS CIIOBOM,
TO4YHO oOo3HauaromuM mpennuceiBaemoe aeiicteue ("IIPUHATH", "IIEPEBECTU", "YBOJIUTH" u np.).
Pacnopsiautensnoe cnoBo "IIPUKA3BIBAIO" mMoxkeT MCHOIB30BaThCS B TEKCTaX CIOXKHBIX MO CTPYKTYpe
MPUKA30B MO JTUYHOMY COCTaBY.

[TyHKTBI pacmoOpsSIUTEIBHON YaCTH CIIOKHBIX O COJIEPKAHUIO MPUKA30B U PACTIOPSHKCHUH 10 JIMYHOMY
COCTaBy pacIoJIaraloTCsl B CIEAYIOIEH MOCIeI0BAaTENbHOCTU: MPHEM Ha paloTy, mepeBoi (IepeMelleHue),
YBOJIbHEHUE U T.]1I.

PacniopsiqutenbHas 4acTh pacloOpsAMTENBHOTO JOKYMEHTA 3aKaHYMBAETCS YKa3aHUEM JOJIKHOCTHOTO
JIUIa, OTBETCTBEHHOTO 32 KOHTPOJIb UCIIOJHEHUS! BCETO JOKYMEHTA UJIM €ro OTJENbHBIX MYHKTOB. OTCyTCTBHE
yKa3aHus 00 OTBETCTBEHHOM 3a KOHTPOJIb JTUIE O3HAYAET, YTO KOHTPOIb 3a HUCIIOJIHEHHWEM JOKyMeHTa Oyjaer
OCYILIECTBISATh PYKOBOAUTENH, OT UMEHU KOTOPOTO OH M3AaH. He momyckaercs ncnonb3oBanue (popMynupoBKU
"KoHTpoJIb 32 HCIIOTHEHNEM NIPHKAa3a OCTABIISAIO 32 COOOU".

Ecnn pacnopsauTensHbli JTOKYMEHT OTMEHSIET paHee W3JIaHHBIM JIOKYMEHT WM €ro OT/AeJbHbIE
MOJIOKEHUSA, B TMOCJIEIHEM IyHKTE JaeTCid CChUIKA HAa OTMEHSEMbId JOKYMEHT (MYHKTBl JOKYMEHTA) C
YKa3aHHEM €ro JaThl, PErUCTPAIMOHHOTO MHJEKCa U 3arojioBka. [Ipu 3ToM mpuMeHsieTcsl yCTOHYUBBIA 000POT:
"IIpu3HaTh yTPAaTUBIIUM CHIIY NIPUKA3 ... OT ... N ....".

B pacnopsiauTenbHbli TOKYMEHT HE CilEAyeT BKIOYaTh MyHKT: "IIpuMka3 HOBECTH 10 CBEIECHUS
[lepeyeHb MAOMKHOCTHBIX JIMIl WM CTPYKTYPHBIX TOJPA3JeICHUM, MOICKAIUX O3HAKOMJICHUIO C

n



pacropsaUTeIbHBIM JOKYMEHTOM, YKa3bIBACTCS B JIMCTE O3HAKOMJICHUS, IPUIIAraeMOM K MPOEKTY JOKYMEHTa,
160 ohopmisieTcst Ha 000POTHOM CTOPOHE MOCIISIHETO JINCTA JOKYMEHTA.

[Tpu HE0OXOAUMOCTH O3HAKOMIICHUS C COJICpKAHUEM JTOKyMEHTa BCeX PaOOTHUKOB OpraHU3alMy MYHKT
"[Ipuka3 JOBECTH 10 CBEJICHUS BCeX PaOOTHUKOB" 00s13aTeNIeH.

100. IIpoexTsl pacHOPSAUTENBHBIX JOKYMEHTOB IIOJJICKAT COTJACOBAHHMIO C HCHOJHHUTEISAMU U
3aMHTEPECOBAHHBIMH JIOJDKHOCTHBIMU JHIIaMH. B 00s3aTeIbHOM MOPSAKE PacloOpsIUTENbHBIE JOKYMEHTBI
COTJIACOBBIBAIOTCA C  IOPUAMYECKOH ciyxOoi opranuzanuu. CorlacOBaHHBIA TMPOEKT JTOKyMEHTa
MIPeJICTaBIsIeTCs Ha MOMUCH PYKOBOJIUTEINIO, OT HMEHH KOTOPOTO OH MU3aeTCs.

101. Jlatra B mpukasze, paclopsKEHWHU, YKa3aHUU IPOCTABIISICTCS JMIIOM, €ro moamnucaBmuM. JlaTtoi
MIPHUKa3a, PaCIOPsKEHUS, YKa3aHUs SIBJIIETCS AaTa MOANKUCAHUS.

JlaToil mocTaHOBIEHMS, PELICHHS SIBISETCA JaTa 3acelaHusl KOJUIETHAILHOTO OpraHa, NPHUHSBILETO
peuienue. Jlata B MOCTaHOBIICHUSX, PEIICHUSAX ITeYaTaeTCs WK MPOCTABISAETCS OT PYKHU.

102. PacriopsiAuTeNbHBINA JOKYMEHT BCTYIIAET B CHIIYy C MOMEHTA €ro U3/laHus (MPUHSTHS), €CIIK B HEM HE
yKa3aH UHOM CPOK.

103. IIpoToKO - TOKYMEHT, B KOTOPOM (puKcHpyeTcs X0 00CYKIEHHsI BOIPOCOB U MPUHATHS PEIICHUI
Ha 3aCeaHMsIX.

104. TIpoTOKONBI MO TOJHOTE OCBEMICHUS XOJa 3aceJaHHs ACTATCS Ha IMPOTOKOJBI IOJHOW (OPMBI,
KpaTKOi (pOpMBI U COKpaIIeHHON (OPMBI.

105. TIIpoTokom cocTaBisieTcss CEKpeTapeM 3aceJaHdus (CEeKpeTapeM IOCTOSHHO JCWCTBYIOILIETO
KOJUIETHAJIbHOTO OpTraHa) Ha OCHOBAHUU PYKOMHCHBIX, CTEHOIpapUUeCcKuX, ayino- WK APYTUX 3amluceid Xxoaa
3ace/aHus, a TaKXKe JOKYMEHTOB, ITOATOTOBIICHHBIX K 3aC€AaHNUIO (TIOBECTKH JIHS, TEKCTOB U TE€3HUCOB JTOKJIA/IOB,
MIPOEKTOB PELICHUN U 1p.).

106. 3aroyioBKOM K TEKCTY MPOTOKOJIA SIBIISIIOTCA Ha3BaHME KOHKPETHOTO BUJIA 3aCEe/IaHMsl, HAMMEHOBAHUE
KOJUIETHAJILHOTO OpraHa (eciu opral He UMeeT CBOero OJaHKa) U BOIPOC (TeMa) 3ace/laHusl, €ClIM OH OJIMH.

107. datoit npoToKoJa SIBISIETCA JaTa IPOBEICHUS 3aCeAaHMUsl.

108. TekcT NpoTOKOJA IETUTCA HAa BBOAHYIO U OCHOBHYIO YacTH.

Bo BBO/IHOIT YyacTH yKa3bIBAIOTCS MHUIMAIBI U (DaMIJTUH TIPEACEaTeNsi, CeKpeTapsi ¥ MPUCYTCTBOBABIINX
YJIEHOB KOJUIETHAILHOTO OpraHa, HAMMEHOBaHUS JOKHOCTEH, (aMHUIIMK U MHULIMAIBI PUTIIAIICHHBIX JIUI, HE
SBIISIOIIMXCSL WICHAMU KOJUIETHMAJIbHOTO oOpraHa. @aMuWiInM TNPUCYTCTBOBABIIMX W  IPHUIJIAIICHHBIX
yKa3bIBAIOTCS B a()aBUTHOM MOPSIIKE.

Ecnu konndecTBO MpUCYTCTBOBABIIMX HA 3aCEAaHUU WICHOB KOJUIETHAJIBHOTO OpraHa Oojee 15 denosexk,
TO CHUCOK MPUCYTCTBOBABIIUX COCTABJIETCS OTAEIbHO M NpUIaraercs K MPOTOKONY C IPOCTaBIEHUEM
COOTBETCTBYIOLIEH OTMETKH.

Hanpuwmep:
[TpucyrcTBOBamM - 17 yenoBek (COUCOK MpUIaraeTcs).

Cnucok NpUITIAIIEHHBIX COCTABJIAETCA OTHENBHO M IpwiIaraercd K IPOTOKONIY € IIPOCTaBICHHEM
COOTBETCTBYIOIIEH OTMETKH, €CJIM KOJIMYECTBO MpUTIIIalieHHbIX Oosee 10 uenoBek.

B nmpotokonax IOMOJHUTENEHO MOXKET YKa3blBaThCs KOJMUYECTBO MPHUCYTCTBYIOIIUX, HEOOXOAUMOE ISt
IIPAaBOMOYHOCTHY IIPUHATHUS PEILICHMUS.

B nporoxomnax nosHo#i (GopMBbI ITOce YKa3aHUs MPUCYTCTBOBABILUX U MPHUIIIALICHHBIX CIEyeT MOBECTKA
nHs. B moBecTke IHS MEPEUUCISIOTCS BOIMPOCHI, IMOJIEKAIIME PACCMOTPEHMIO, yKa3bIBatOTCS (HOPMBI HX
U3JIOXKEeHUs (JOKJIad, OT4YeT, cooOuleHue, MHpopMalus), HAUMEHOBAHUS JIOJDKHOCTEH JOKJIAJUYUKOB, HX
MHULUANBI U (paMUITUH.

Hanpuwmep:

O Xxome MOArOTOBKH TOCYAApPCTBEHHBIX ApXUBHBIX YUPEKICHUH K OCCHHE-3MMHEMY OTOMHMTEIbHOMY
CE30HY.

Wndopmanus HavyanbHUKA OT/ena o0ecreyeHus: COXpaHHOCTH JOKyMEeHTOB O.A.JIe10BCKO.

[Ipn BBIHECeHWM Ha 3acelaHHe IBYX W 0OoJee BOMPOCOB OHHM HYMEpPYIOTCS apaOckumu nudpamu.
[TocnenoBarenbHOCTh BOMPOCOB B MOBECTKE AHS OMpPENEseTCs CTENEHbIO X Ba)KHOCTH.

OcHOBHast 4acTh MPOTOKOJIA MOMHOW ¢opmbl cTpoutcss mo cxeme "CIIYIHAJIM - BBICTYIIMJIA -
PEIINJIA (TTOCTAHOBUWJIN)" oTaenpHO MO KaXKI0My pacCMaTPUBAEMOMY BOTIPOCY.



B pazmene "CJIIYIHAJIN" yka3piBatoTcst (paMuiusi U WHHUIMAIBI JOKIAJUMKAa W HW3JAracrcs KpaTKoe
coJiep>KaHue BBICTYIUIEHUs. TeKcT BBICTYIUIEHUS (COOOIIEHUs, TOKIJIaAa) MOXKET MPUIaraTbCst K MPOTOKOIY, O
4eM JIEIaeTCsl COOTBETCTBYIOIIAsl OTMETKA.

Hanpuwmep:
CJIVIIAJINA:
HBanosa O.J1. - TekcT BBICTYIICHUS IPUJIATaeTCs.

B paznene "BBICTYIIMJIN" tekct odopmisiercs: aHamoruuno pazzaeny "CIIYIHAJIN". B aror paznen
3aIMCBIBAIOTCS BOIIPOCHI K JOKJIATUUKY M OTBETHI HA HUX.

B paznene "PEIINJIN (ITOCTAHOBUJIN)" 3anuchiBatoTCS MPUHSATHIE PELICHUS IO BOTIPOCY.

B mpotokone kpaTtkoil (opMmbl moBecTka IHS He odopmisiercs. OCHOBHas 4acTh IMPOTOKOJIA KPaTKOW
dopmbr ctpoutcst o cxeme "CIIYIIAJIN - PELHIMJIN (ITOCTAHOBWUJIN)" 6e3 TekcTa BhICTyIUICHHI. B
paznene "CJIYIIAJIN" 3anuckiBaroTcs BOIPOCHI moBecTkH AHs, B pazzaene "PEIINIINA (ITOCTAHOBUJIN)" -
IIPUHSTHIE PELICHHUS.

B ciyyae BO3HMKHOBEHUS NPUHLMIIMAIBHBIX Pa3HOIJIAcUil B MPOTOKOJIAX KPaTKOHM (Gopmbl omyckaercs
(UKCUPOBATh OTJEIbHBIC BBICTYIUICHUSI YIACTHUKOB 3aCEJaHMU.

B npoTokose cokpalieHHOM GOopMBbI ociie Kax10ro BOIpoca MOBECTKH JIHS 3alIUCBIBAIOTCS IPUHSTHIE 110
HEMY pEIlIEHUS.

Pemnienne kosulernajabHOrO opraHa B NPOTOKOJAax JIOOBIX (OpM NPUBOIUTCS HOIHOCTBIO. [IpuHSTBHIE
peleHunsi HyMepyroTcss apaOCKuMu mudpamu, eciii uX HeCKoJbKo. Hymepanus He MpOW3BOAWTCS, €CIH IO
BONPOCY MPHUHATO TOJIBKO OJHO pEIlIEHHE.

[TocranoBnstonias 4acTh MPOTOKOJIA 3aKAHYMBACTCS yKa3aHUEM JIMIIA, OTBETCTBEHHOI'O 3a KOHTPOJIb
VCTIOJIHEHUS PeIIEHUI UM OTAENbHBIX ITYHKTOB PELICHUH.

109. IIporokos coBellaHusi NOAMUCHIBAETCS IpejceaareneM (IpeaceaTeNbCTBYIOIIMM Ha 3aceJaHuu) U
CeKpeTapeM.

110. Tlopsimoxk mOATOTOBKM © OGOPMIIEHUS MPOTOKOJIOB KOJUIETHAIBHBIX OPIraHOB OIPENeNIeTCs
MOJIOKEHUSIMU 00 3TUX OpraHax WM perjiaMeHTaMH MX paboThlI.

111. AKT - IOKYMEHT, COCTaBJISIEMbId KOMHUCCHEH (YHNOJHOMOYEHHBIMHU JHMIAMH WIN JOJKHOCTHBIM
JIMIIOM), TIOATBEP)KJAIOIINI YCTaHOBIIEHHBIE (DAKThI (aKThl MPOBEPOK, MHBEHTAPU3AIIUU, HECUACTHBIX CIIy4aeB,
npreMa-fepeiadyl MaTeprallbHbIX IEHHOCTEHN U JIp.).

112. 3aroyioBKOM K TEKCTY aKTa SIBISIETCS COJEpKaHNUE aKTHUPYEMOIro COOBITHS. 3arojOBOK aKTa JAOJKEH
COTJIACOBBIBATbCSI C Ha3BaHMEM BHJAA JOKYMEHTa W (QOPMYIMPOBATHCS C IOMOIIbIO OTIJIArOJIBHOTO
CYIIECTBUTENHLHOTO B MPEANIOKHOM ("akT - 0 uem?") unu poauteabHoM naaexe ("akT - yero?").

113. [lata axTa J0JKHAa COOTBETCTBOBATH J1aT€ aKTUPYEMOT'O COOBITHUSI M MPOCTABIATHCSA JOJIKHOCTHBIM
JIULOM, IOMUCABIINM JOKYMEHT.

114. TekcT akTa COCTOUT U3 BBOJHOU U KOHCTATUPYIOIIECH YacTEH.

Bo BBOOHONM 4YacTH YyKa3bIBacTCs OCHOBAaHUE I COCTABJIEHUS aKTa M IEPEUUCISAIOTCA JIMIA,
COCTaBHUBILME aKT U MPUCYTCTBOBABIINE ITPU 3TOM.

OcHOBaHMEM JJIsi COCTABJICHHMSI aKTa MOXKET SBJIATHCS HOPMATHBHBIM IpaBOBOM akT PecrnyOmuku
benapych, pacnopsauTeNnbHbI TOKYMEHT PYKOBOJUTENS OpraHU3allMd WM BBHIIIECTOSIIENH OpraHU3alii,
IJIAHOBOE 33JaHKE U JP.

[Ipu mnepeduciaeHUH JUL, BXOASAIIMX B COCTAaB KOMHCCHM, BHAyale YKa3bIBAIOTCS HAUMEHOBAHHE
JOJDKHOCTH, MHULIMAIIBI U (paMUJIIHSL TIpe/iceAaTeNss KOMUCCHH, a 3aTeM HaMMEHOBAaHUS JOJDKHOCTEH, HHUIIUAIIBI
u  (amMunuu 4IEHOB KOMHUCCHM B ajgaBUTHOM mopsjake. B ciaydae ywactuss B paboTe KOMHCCHU
IIPEICTaBUTENEH CTOPOHHUX OPraHU3allMil B aKTe NPU HANMCAHWU JOJDKHOCTEN yKa3bIBarOTCS HAUMEHOBAHHUS
OpraHu3alyii, KOTOpble OHU MPEACTABISAIOT.

JlOIKHOCTH, MHUIMAIBI M (paMUJIMK JIML, TPUCYTCTBOBABIINX NPU COCTABICHUM aKTa M HE BXOJAALIMX B
COCTaB KOMHUCCHH, YKa3bIBAIOTCS OT/IEIBHO.

B koHcraTupyromei yacTH akTa M3JIaraioTcs LEIW U 33Ja4d aKTHUPOBAaHMs, JAETCAd KPAaTKOE ONMCAHHE
MIPOJIEJIaHHOM paboTHI (€€ CYIIHOCTh, XapaKTep, METObI, CPOKH), PUKCUPYIOTCS YCTaHOBIIEHHBIE (DAaKTHI.

B KkoHcTatupyromell 4YacTH aKkTa MOTYT M3JaraTbCsi BBIBOABI, PEKOMEHAALUU M IPEIJIOKECHUS
COCTaBHUTEJEH 0 YCTAaHOBJIEHHBIM (pakTaM (akThl MPOBEPOK IO BOMPOCAM, CBSI3aHHBIM C OCYLIECTBICHHEM
(MHAHCOBO-XO3UCTBEHHBIX ONEpAIMii, aKThl NMPOBEPKH, aKThl MpHeMa OOBEKTOB B HIKCIUIyaTallUIO0 U Jp.).
BbIBOABl M NIpeIoKEHHsT MOTYT OBbITh HU3J0KEHbl B PacloOpsIUTENbHOW (QopMe C yKa3aHUEM CPOKOB
VCIIOJIHEHUS IIPEANUCHIBAEMBIX IEUCTBUM.



(B pen. nocranoienust Muntocta ot 24.10.2011 N 235)
(CM. TEeKCT B IpeABIAYINEH PeaaKIIim)
Ecnu B akTe oTpakaercs psii (hakToOB, TEKCT aKTa JEIUTCS HA TTYHKTEHI.
B KoHIIe TeKCTa yKa3bIBAIOTCS CBEJCHUS O KOJIMYECTBE K3EMIUIIPOB aKTa.

Hanpuwmep:

CocrasieH B 3 3K3eMIULsIpax:

1-# 3k3. - B nesio N 10-11

2-11 9K3. - IUPEKTOPY MPEIIPUATHS

3-i1 9K3. - B OyXTajaTepHio PeANPUITUS

Yucno 3K3eMIUISIPOB aKTa OMpEeiseTcss HOPMATUBHBIMU INPABOBBIMU aKTaMH U (WJIHM) MPaKTHUYECKOU
HEO0OXOIMMOCTHIO.

115. AKT noOANUCHIBAETCS BCEMHU JIMIIAMH, NPUHUMABIIMMU Y4yacThe B €ro cocrabieHuu. Ilpu
MOJANMCAHUU aKTa YKa3bIBaCTCS paclpelesiecHne O0O0sI3aHHOCTe YJICHOB KOMHCCHM 03 YKa3aHUs uX
noibkHocTeil. [lepBoil mpocTaBisieTcs NOANKMCH MpeAacenaresis KOMHCCHM, IOANNCH YJIEHOB KOMUCCUU
pacrionaratorcst B anaBUTHOM TOPSIIKE.

Jluna, umeromue 3aMeyaHuss 1O COACPKAHUIO aKTa, MOAMMUCBHIBAIOT €ro C OTMETKOW '"3aMeuyaHus
npwiararotces”. Tekct 3ameuaHuil W3iaraeTcsl Ha OTICIBHOM JIMCTE, HEOONBIINE MO0 O0bheMY 3aMEYaHHS
JoTycKaeTcsi PUKCUPOBATh HA CAMOM aKTe.

116. AxTbl, NpeANUCHIBAIOIIME BBIIOJHEHUE OIPENEICHHBIX JIEHCTBUM, MOJIEKAT YTBEPKICHUIO. AKT
yTBEPKAAeTCs JOHKHOCTHBIM JIMIIOM, Yel pachopsAMTEIbHBIA JOKYMEHT (YCTHOE PaclOpsiKEHHE) SIBUIICS
OCHOBAHHEM JIJII COCTaBJICHUS aKTa.

117. AKTBI TIpOBEpOK IO BOIPOCAaM, CBSA3aHHBIM C OCYIIECTBIIEHHEM (DUHAHCOBO-XO3SHCTBEHHBIX
oTepalnii, MOMUCHIBAIOTCS MPOBEPSIONINM (PYKOBOJUTENIEM IMPOBEPKU) KOHTPOJMUPYIOUIETO (HAI30PHOTO)
opraHa, OpraHa, OCYILECTBJISIOIIETO BEJIOMCTBEHHBIM KOHTPOJb, @ TAaKXKe MPEACTABUTEIEM IPOBEPSIEMOTO
CyOBeKTa, JIMIIOM, OCYIICCTBIISIIOIIUM PYKOBOACTBO OyXTaJITEPCKUM YYE€TOM TPOBEPSEMOro CyOBbeKTa, B
COOTBETCTBHUH C aKTaMHU 3aKOHOAaTenbcTBa Pecmyonuku benapyce.

(n. 117 B pen. mocranoBnenust Muntocta ot 24.10.2011 N 235)
(CM. TEKCT B MPEBIAYIIEH PelaKIiN)

118. Jloxiagnas 3anucka - "HOOPMAITMOHHBINA TOKYMEHT, aJJpeCyeMbIi BBIIIECTOSIIIEMY PYKOBOAUTEIO B
MOPSATIKE MPSMOTO MOAYMHEHHSI ¥ COJIEPKAIIN 00CTOATENHHOE U3JI0KEHNE KaKOT0-JIN00 BOMPOCa ¢ BBIBOJAMH
Y TIPEVIOKEHUSIMUA COCTaBUTES.

119. B 3aBucuUMOCTH OT COAEp)KaHUSI M LEJIEBOTO HA3HAYEHHUs JOKJIAJHbIE 3alHUCKU JENATCd Ha
WHUIIMATUBHBIC (BHECEHUE TPEIJIOKEHUHN, W3IIOKEHHE MPOChObI, (haKTOB, SIBJICHUN) W OTYETHHIE (O XOJE,
COCTOSIHUH, 3aBEPILICHUU pa0dOT, BHINOTHEHUH TIOPYYCHHH, IJIAHOB, O Pe3yabTaTaX KOMaHAUPOBKU, TPOBEPKU U
T.0.).

120. B 3aBucumocTH OT aapecara JOKIaJHbIE 3aMMCKU JENSITCS HA BHYTPEHHHUE U BHEIIHHE.

BayTpennue nokiagHbBIe 3alMCKH  AAPECYIOTCS PYKOBOJIUTENIO OpraHu3aiud U o(QOpMIIIOTCS Ha
CTaHJApTHBIX JHcTax Oymaru ¢popmara A4 umm AS.

Baemane nmoknamHBIE  3aMUCKA  AAPECYIOTCS  PYKOBOJMTENIO  BBIIECTOSIIEH OpraHu3alud |
odopmIsrOTCs Ha 001IIeM OIaHKe.

121. TekcT NOKIagHOM 3alIUCKU COCTOUT U3 BBOJHOUW U OCHOBHOI 4YacTeH.

B BBOAHO# yacTH m3naraercsi COCTOSIHUE BOIpoca, (PaKkThl, MOCIYKUBIINE MPUIHMHON ISl COCTABICHUS
JIOKYMEHTA, MPOBOJAUTCS UX aHAJU3.

B ocHOBHO# yacTu HOKIAAHON 3aMMCKH U3IIAraloOTCs BBIBOBI, MPEATIOKEHHS, TPOCHOBI.

122. BHyTpeHHUE AOKJIAIHBIE 3aUCKH MOJMUCHIBAIOTCS UX COCTABUTENISIMHU, BHEIIHUE - PYKOBOJUTEIEM
OpraHu3alyy.

123. JlaToit qokJIaHOM 3alIUCKH SIBJISIETCS AaTa €€ MOANCaHusl.

124. CrpaBka - nHGOPMAIMOHHBIN TOKYMEHT, COJAEepKAIMK onmucaHue U (W) TOATBEPKICHUE TE€X WU
UHBIX (haKkTOB ciayxeOHoro win ouorpadpudeckoro xapakrepa. CripaBka COAEpPKUT KOHCTATAIMIO KaKUX-THOO
(akToB 6€3 MHEHUS aBTOpPA O CYIIECTBE M3JIaraéMbIX BOIIPOCOB.

125. B 3aBUCUMOCTH OT COepKaHUs U 1[EJICBOTO HA3HAYCHUS CIIPABKU JCIATCS HA CIY>KEOHBIE U JINYHBIC.

CrnyxeOHasi cipaBka - o(QUIMATBHBIA JOKYMEHT, COJEpKAIllfii CBEICHUS 00 OCHOBHOW JESATEIbHOCTH
opranuzanuu (0 ITaTHON YUCICHHOCTH, O BHIMOJIHEHNUH TUIAHOB, 3aJJaHUi U Ap.).
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JlndHas crpaBka - OQUIMANBHBIA TOKYMEHT, TIOJATBEPKIAIONINI CBelleHUs Onorpaduyueckoro u (Wim)
CIIy>)keOHOTO XapakTepa U BblAaBaeMbli rpakJaHuHY (0 MecTe paboThl M 3aHMMAaeMOM JOJKHOCTH, O TIEPUOJE
paboThI, 0 pazMepe 3apabOTHOM MIaTHI U JIp.).

(B pen. moctanoyienns Muntocta ot 24.10.2011 N 235)
(CM. TEKCT B IPEABLAYIIEH peIaKIIin)

126. B 3aBUCUMOCTH OT ajipecaTa CIpaBKH ACJISITCS Ha BHYTPEHHUE U BHEITHUE.

BHyTpeHHHE CHpaBKU aIpecylOTCs PYKOBOAMTENO OpraHW3alMi W OQOPMIISIFOTCS HA CTaHAAPTHBIX
nucrax oymaru ¢popmara A4 niaum AS.

Bnemnue crnpaBku apecyrOTCss PYKOBOJHUTENIO BBIIMIECTOAIICH OpraHU3alMKi, CTOPOHHEW OpraHU3alNU
WM YaCTHOMY JIUIY U OOPMIISIOTCS Ha 00IIeM OJlaHKe WJIM CTaHJapTHBIX JucTax Oymaru ¢opmara A4 miu
AS5 ¢ ucnosib30BaHMEM YTJIOBOTO IITaMIia.

127. Tekct cimyxeOHOW CHpaBKU MOXET O(GOPMIIITBCS B BHJE TaONHIIBI, JCIUTHCS HA ITYHKTHI,
MOJMTYHKTBI, UMETh MOSICHEHUS M CCHUTKH.

[Tepuoa BpeMeHH, K KOTOPOMY OTHOCATCS IPUBOJAMMBIE B CIIPABKE CBEICHUS, BKIIOYAETCS B 3ar0JIOBOK K
TEKCTY JINOO MOMEIIAETCS TMepe] TEKCTOM.

Hanpuwmep:

ITo cocrossauio Ha 11.05.2008

I

3a nepuox ¢ 01.01.2007 mo 31.12.2008

B nu4HBIX clipaBKax 3aroJIoBOK JAOIMYCKAETCsl HE YKa3bIBaTh.

128. TekcT MMYHON CHpaBKM HauyMHAETCs C yKa3aHUs (amMuinu, COOCTBEHHOIO MMEHM U OT4YecTBa (eciu
TaKOBOE MMEETCs) JUIla, O KOTOPOM COOOIIAIOTCS cBeaeHusa. He momyckaercs HMCHOJIb30BAaHUE PEUYEBBIX
000poTOB "BBIJAaHa HAacTOsIIAA", "AeCTBUTEILHO paboTaet".

(B pen. mocranoyienus Muntocta ot 24.10.2011 N 235)
(CM. TEKCT B MPEIBIAYIICH pelaKIin)

[Tpy HaIMYMK MCHONB3YIOTCS THIOBBIE (DOPMBI CIIPABOK, YTBEPXKAaeMble PeCIyOIMKaHCKUMU OpraHaMU
roCy/1IapCTBEHHOI'O yIPABJIEHUS B YCTAHOBIEHHOM 3aKoHOAaTenbcTBOM Pecriydnuku benapyce nopsaxe.

129. BHemHue cHpaBKH MOJIMUCBHIBAIOTCS PYKOBOJUTENEM OpraHMU3allMM, BHYTPEHHHE - UX
cocraBuTensiMu. CripaBKkH, 3a COIEpKAaHUE KOTOPBIX HECET OTBETCTBEHHOCTh HECKOJIBKO JIMIL, MOJIHCHIBAIOTCS
BCEMU COCTABUTEIISIMHU.

130. IIpu HeoOXoaMMOCTH CITyKeOHasi CripaBKa MOXKET 3aBEpAThCS Ieudarbio. B o0s3aTenbHOM MOpsiaKe
NI€YaThI0 OPraHU3ALNN 3aBEPSIOTCS JIMUHBIE CIIPABKU.

131. JlaToit cipaBKH SIBJISIETCS 1aTa €€ MOAMUCAHUSI.

132. Pa3HOBHJIHOCTBIO CIIY’K€OHBIX CHPABOK SIBJSIOTCS CBOAKHM (00 HMCHOJHEHHMH JOKYMEHTOB, CBOJKA
npenioxeHui u T.4.). CBoaku oopMIIstoTCs B BUE TaOIHIL, IpadUKoB.

133. [TuceMo - 06001IEHHOE HA3BaHUE PA3IUYHBIX 110 COJEPKAHUIO TOKYMEHTOB, BBIIEISIEMOE B CBSI3H C
0c00BIM CIOCOOOM Mepeaun TeKCTa (MepechbuIKa Mo MoUTe U IPYIUM KaHallaM CBSI3H).

134. B 3aBUCHMOCTH OT COJEpXaHUS PA3TUYAIOTCS CIEAYIONME PA3HOBUAHOCTH CIIY)KEOHBIX MHCEM:
MMChbMa-3alpoChl, UCbMA-OTBEThl, IHUCbMa  CONPOBOJUTENbHbIE, pEKIAMAllMOHHbIE, TapaHTHUHHBIE,
HAaIlOMMHAHUS, U3BELLEHUS, IPUTTIAIIECHUS U Jp.

135. Ilucbma cCOCTaBISIFOTCA B CTPYKTYPHBIX MOJPA3/ICICHUSX, B KOMIIETCHIIMIO KOTOPBIX BXOJHUT
pELIEHNE COOTBETCTBYIOINX BOIIPOCOB.

136. Ilucbma NOANMCHIBAIOTCS PYKOBOAUTEISIMH OPraHHU3alMyd M €€ CTPYKTYpPHBIX NOJApa3IeleHUn
COTJIACHO MX KOMITETEHLMH M PaCHpeAeSICHUIO 00s3aHHOCTEH, 3aKPEIJICHHBIM B JIOKAIbHBIX MPABOBBIX aKTax
OpraHu3alHH.

137. JlaToit mruchMa SIBIISICTCS AaTa €ro IMOJMNCAHUS.

I'naBa &
OPTAHU3AILIMA PABOTHI C JOKYMEHTAMMU

138. Opranuzarust JOKyMEHTOO00pOTA:

138.1. 1OKyMEHTOOOOpOT - 3TO IBHUKEHHE JOKYMEHTOB B OpPraHU3aI[MM C MOMEHTA MX IMOJyYCHHs WU
CO3JIaHMsI 10 3aBEPILIEHMsI UCIIOJIHEHUS, OTIPABKU WM HAIIPABICHUS B J€JI0;

138.2. opranu3zanus JOKyMEHTO000pOTa JI0JIKHA OTBEYATh CIEAYIOUIUM TPEOOBAHUSAM:
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OIEpaTUBHOCTDH IIPOXOXKAECHUS JOKYMEHTOB;

UCKIIIOUEHHE HE OOYCIIOBJIEHHBIX HEOOXOJUMOCTbIO WHCTAHIMM MNPOXOXKAECHUS U JEUCTBUI C
JOKYMEHTaMU;

coOJTII0ICHNEe MaKCUMaJIBHOTO €IMHOO00pa3us MOopsaKa MPOXOKICHUSI U 00pabOTKH OCHOBHBIX KaTEropHuit
JIOKYMEHTOB.

[TpoxoxxaeHne u 06paboTKa OCHOBHBIX KaTEeropuil JOKYMEHTOB B OpPraHU3aLUHU JOJKHBI OCYILECTBIISATHCS
CTPOTO B COOTBETCTBUH CO CXEMOH WPOXOXICHHUS JOKYMEHTOB, pa3padaTeiBaeMoil ciyx6o0ii JIOY wu
YTBEp>KaeMOH pyKOBOACTBOM OpraHU3ALINY;

138.3. opranm3amusi TOKyMEHTOOOOpOTa MPU MPUMEHEHUU CPEICTB aBTOMATHU3AIMU JICIOMPOU3BOICTBA
J0JKHA 00ecrieunBaTh COBMECTUMOCTh TPAJAULIMOHHOM U aBTOMAaTU3UPOBAHHOW 00pabOTKU JOKYMEHTOB.

139. Perucrpanust JOKyMEHTOB:

139.1. perucrpauus JTOKyMEHTOB - 3allUCh YYETHBIX JAHHBIX O JJOKyMEHTE B PErHMCTPAllMOHHOH (opme,
¢bukcupyromas GaxkT ero co3aHus, MOJTyYSHNS WIN OTIIPABKH;

139.2. perucrpanuu NoAaeKaT BXOAALIME, UCXOIAIINE U BHYTPEHHUE TOKYMEHTHI, TpeOyolue y4yera 1
UCTIOJHEHUS. JIOKYMEHTBI pETUCTPUPYIOTCS HE3aBUCHMO OT CIIOCO0a UX CO3/IaHus, Iepead Wil TOCTaBKH;

139.3. Hepeructpupyemble AOKYMEHTHl BKJIIOYAIOTCA B IIE€pEUYEHb JIOKYMEHTOB, HE IOAJIEKAIINX
perucrpaum, pazpadarsiBaeMsblil ciyx6oi IOY u yrBepxaaeMblii pykoBoauTeneM opranuzanuu. [IpumepHbrit
IepevyeHb JOKYMEHTOB, HE MOAJIEKAIINUX PETUCTPALIMH, ONIPEIENIEH COIJIACHO PUII0KEHUIO 5;

139.4. perucrpanust BXOJALINX, UCXOJSAIINX U BHYyTPEHHUX IOKYMEHTOB B OPraHU3alliK OCYIIECTBIIAETCS
LEeHTpaIn30BaHHoO B ciayxoe 10V

139.5. nmeueHTpanu3OBaHHAs PETUCTpalds JOKYMEHTOB JIONYCKAeTCs IpU  TEPPUTOPUATIBHOU
Pa300IIEHHOCTH CTPYKTYPHBIX MOApa3JeNeH’i opraHu3anuy. JeneHTpaaTn30BaHHOM PEerucTpalny MoaaekaT
TaK)X€ OT/AEJbHbIE KaTErOpUM JOKYMEHTOB, PETHCTPUPYEMBIX B CTPYKTYPHBIX IMOJAPA3/AEICHUSIX OpraHu3aluu
corjlacHO paspabarbiBaeMoMy ciyx00it JIOY u yTBepkaaeMoMy PYKOBOJAUTENIEM OpraHU3alMM IEepedHIo
JOKYMEHTOB, HE TOJUIeXAIUX perucrpanuu ciuyxoorr JOY (mepBuuHas um oTdeTHas Oyxrairepckas
JOKYMEHTAIMs, JOKYMEHTALMs 110 MaTepUaIbHO-TEXHUYECKOMY CHA0XKEHUIO U JIp.);

139.6. peructpamus BXOASAIIMX M UCXOIALIMX JOKYMEHTOB, IE€PENIAaBAEMbIX 10 KaHalIaM 3JIEKTPOCBS3U
(pakcuMuiIbHAs CBA3b, MEKTPOHHAS MOYTA U JAp.), IPOU3BOJUTCS B TOM K€ IOpPsJIKE, YTO U JOKYMEHTOB,
nepelaBaeMbIX IO M0YTE WIH KYPbepCKOH CBSI3bIO;

139.7. nna peructpauMM BCEX KaTerOpud BXOIALIMX, HCXOISAIIMX W BHYTPEHHUX JIOKYMEHTOB
3aMoJIHSIETCd PETUCTPALMOHHO-KOHTPOJIbHAs KapToyka Ha OyMaXHOM HOCUTENE WIM pPETUCTPAllMOHHO-
KOHTpoJibHast ¢opma B aBTomaruzupoBaHHoW cucreme JIOY (manee - PKK), mpencrasnstomas coboit
COBOKYITHOCTb PETUCTPALIMOHHO-YUETHBIX CBECHUN O IOKYMEHTE, 0 (hOpMe COTIIACHO MPUIIOKEHUIO 6.

[TpaBuiia 3anonHeHus ocHOBHbIX pekBuU3UTOB PKK ompenenensl cormacHo npunoxenutro 7. Cocras
pexBu3utoB PKK Moxer ObiTh nomonHeH pekBusutamu: "Hcnomnurens", "Pacnucka wucnonHutens B
nosiyueHuu nokymeHra", "Xoxn ucnoanenus” u ap. Ilopsaaok pacrnonoxeHus JOMOJIHNUTENbHBIX PEKBU3UTOB Ha
KapTOUKE ONpeesieTcsl OpraHu3aliiei;

139.8. 3 PKK ¢opmupyrorcs cripaBoyHble U KOHTPOJIbHBIE KapTOTEKU M (MJIM) aBTOMAaTU3UPOBAHHBIE
0a3pl (0aHKM) JAHHBIX, C TOMOILIBIO KOTOPBIX OCYIIECTBISIOTCA CHpaBOYyHas padboTa MO JOKyMEHTaM U
KOHTPOJIb 32 CpoKamH uX ucnonHeHus. Komuectso sx3emmuisipoB PKK Ha OymaxxHOM HOcuTene, 3amoIHIeMon
Ha JIOKYMEHT, OTPE/IENIAETCS YUCIOM CIIPABOYHBIX U KOHTPOJIBHBIX KapTOTEK;

139.9. )xypHanbHas ¢opma perucTpaluy JOKYMEHTOB JOIYCKAETCs B OpraHM3alUsAX ¢ He3HAYUTEIbHBIM
o0beMoM JToKyMeHTooOopoTa (10 600 nokymeHToB B roj). JKypHaslbl perucTpaluu JOKYMEHTOB BEIyTCs 1O
¢dbopmam cornacHo MpuIoKeHusM 8 u 9;

139.10. pemenue o BbIOOpEe (OPMBI pErucCTpalvivi JOKYMEHTOB B OpraHu3anuu (KapTOYHOW WIH
KYPHAJIBbHOI ) 3aKpeIUIseTCsl B JOKaJIHHOM IPAaBOBOM aKTE;

139.11. mpu perucrpanuu KaxxJaoMy JOKYMEHTY IPHUCBAWBAECTCS PErMCTPALMOHHBIA HHJEKC, KOTOPBIN
npencraBiser coboit mudpoBoe win OykBeHHO-IMPpoBoe 0O03HaueHHe. OH BKIIOYAET B CEOS MOPSAKOBBIN
pErucTpallMOHHBI HOMEp, MPUCBOEHHBIA TOKYMEHTY MpPH CO3AAHUU WM MOJTYYEHUU, KOTOPHI MOXKET OBITH
JIOTIOJTHEH MHJIEKCOM JIeJia [0 HOMEHKJIaType Jiell, HHASKCOM MPUMEHSIEMOro B OpraHu3aliu KiaccupukaTopa
KOPPECIOHIEHTOB, BOIIPOCOB JIEATEIHHOCTH U TOMY ITOJIOOHBIM, a TaK)Ke APYTMMHU TOMCKOBBIMU MPU3HAKAMH.

140. ITpuem, peructpanys 1 UCIIOJHEHUE BXOASIIUX JOKYMEHTOB!

140.1. Bcsa mocTymaromias B OpraHU3aIfilo KOPPECIIOHISHITNS TPUHUMAETCSI U 00pabaThIBaeTCs CIIyK00i
HOV;

140.2. 1o BCKpBITHS KOHBEPTOB (ITAKETOB) MPOBEPSIOTCS MPABWIBHOCTH JOCTAaBKH (IO aapecy Ha
KOHBEPTE), LIEJIOCTHOCTh YIIAKOBKH, COXPaHHOCTh IeYaTeil.
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Omub0YHO OCTaBJICHHAS KOPPECHOHACHLUS HAIMpaBIseTCs MO HA3HAUYCHHUIO, a TMPU HEBO3MOXKHOCTH
YCTaHOBJICHHS aJjpecara BO3BPAIIACTCS OTIPABUTENIO ¢ TOMEeTKOH "Omubo4Ho g0cTaBieHo";

140.3. mocTynuBLIME KOHBEPTHI (MAKETBI) BCKPBIBAIOTCSA, 3a HMCKIOYEHMEM IIPHUCIAHHBIX B aJpec
OOIIIECTBEHHBIX OPraHU3aIlUN WU UMEIONMUX TTOMETKY "JIM4HO", KOTOpBIE MepeaaroTCs aapecary.

Y1akoBKa JI0KyMEHTOB, TIOCTYIMBLUIMX Ha CbE€MHBIX MAIIUHHBIX HOCUTEISX (IUCKaX, IUCKETax U Jp.), HE
BCKPBIBAETCsl, 00pabOTKE NOUIEKHT TOJIBKO CONPOBOAUTENbHAS TOKYMEHTALINS;

140.4. nocne BCKpBITHSI KOHBEPTOB (IIAKETOB) NMPOBEPSAIOTCS KOMIIJIEKTHOCTh U COXPAHHOCTD BJIOYKEHUH.

B cnyuae noBpexaeHMs KOPPECHOHICHIMHM M HEBO3MOXKHOCTU €€ MCIIOJb30BaHMs COCTABJIAETCS akT,
OJIMH 3K3EMIUISIP KOTOPOTr0 BMECTE € MOBPEXKIECHHON KOPPECIIOHAEHIIMEN HANpaBiseTCs] OTIPABUTEINIO, BTOPOU
octaercs B ciyxoe JJOVY.

OtcyTcTByOIIME B KOHBEPTaX (IIAKETax) JOKYMEHTBI, OT/AEIbHBIC JIUCTHI, IPUIIOKEHHS 3aIIPALIUBAIOTCS Y
OTIIPAaBUTENA, a Ha JOKyMEHTE CTaBUTCA OTMeTKa "JIOKyMEHThl (JIUCTBI, MNPUIOKEHUs) 3aTpeOoBaHbI" C
YKa3aHHUEM JaThl 3a1pOCa;

140.5. mocne BCKpBITUS KOHBEPTHI (ITAKEThl) YHUUYTOXKAIOTCS, 382 UCKIIOYEHUEM CIIEIYIOIUX CIIy4aes:

JaTa Ha OTTHCKE KaJICHJApPHOTO INTEMIIeNs HEeoOXOJMMa KaK CBHJIETEIbCTBO AAThl OTIPABKU WU
MOJTy4eHHUs JOKYMEHTA;

(B pen. nocranoBneHust Muntocta ot 24.10.2011 N 235)
(CM. TEKCT B MpebLIyLIeH peIaKInm)

Ha JIOKYMEHTE OTCYTCTBYET pekBU3UT "JlaTa";

JlaTa JOKyMEHTA CYILECTBEHHO OTJIMYAETCS OT JIaThl €0 MOJyYEeHHUS;

B TIOJY4€HHOM JOKYMEHTE HET 00paTHOTO aJipeca OTIPABUTEIIS.

B ykazaHHBIX cilyyasX KOHBEPT HPHUCOECIUHSIETCS K JIOKYMEHTY M TIOCJIE€ HCIOJIHEHUS JIOKyMEHTa
MO/ILIMBAETCS] BMECTE C HUM B JIENO.

AnpecHble SpIBIKM KOHBEPTOB M IAKETOB COXPAHAIOTCA B Cllydae IMOCTYIUICHHS KOPPECIOHICHIIUU
HAJIOKEHHBIM IIJIATEKOM I TPEACTABIEHUS C OTYETOM B OyXTaJNTEpUI0 B KadyeCTBE OIPaBAATEIbHBIX
JOKYMEHTOB;

140.6. Ha Bcex MOCTYNMBLIMX JOKYMEHTaxX B IMPAaBOM HIDKHEM YNy IEPBOro JIMCTa MPOCTABIIAETCS
OTMETKa O MOCTYIJICHUM (perucTpauuoHHbIi mTamm). IlItamMn mpocraBisieTcs Ha KOHBepTe (MAKeTe), eciu
KOPPECIOHIEHIIUSI HE BCKPBIBAETCSI.

JIOKYMEHTBI, TIOJUIEKAIINE PETUCTPALIMU B CTPYKTYPHBIX MOJAPA3ACICHUAX, IIEPEIAIOTCS 110 HA3HAYEHHUIO
UCIOJIHUTENIIM C IPOCTaBICHMEM Ha HUX PEruCTPallMOHHOIO IITamia, B KOTOPOM IHpPOCTaBIISETCS JAara
MOCTYIUICHUSI.

Ha mHepeructpupyempIx [HOKyMEHTaX, IEYaTHBIX W3/AaHUAX, JOKYMEHTaX-MPUJIOKEHUSAX, OJaHKax
JOKYMEHTOB PErMCTPAllMOHHBIN ILITaMII HE TPOCTaBIIAETCS,;

140.7. Bxopsmue JOKYMEHTBl JIOJDKHBI ~ OBITh  3aperHCTPUpPOBaHbl B JE€Hb  IOCTYIUICHHUS.
PerucrpanilmOHHBIM HMHJEKCOM BXOJAIIETO JOKYMEHTA SBISETCS IMOPAIKOBBI PETHCTPALIMOHHBIA HOMED,
IpUCBalBaeMblii B IMIpelienax JeJIONPOU3BOJICTBEHHOIO TOfa, KOTOPBIM I0CJIE WCIOIHEHUs JAOKyMEHTa
JIOMIOJTHSIETCS MH/IEKCOM JieJla IO HOMEHKJIAType €7 B COOTBETCTBUM ¢ OTMETKOW 00 MCIIOJIHEHUH TOKYMEHTa U
HaIpaBJIEHUU €ro0 B JIEN0;

Hanpuwmep:
512/1 - 29

140.8. 3aperucTpupoBaHHbIE TOKYMEHTHI IepenatoTcs u3 ciayx0bl JJIOY Ha paccMOTpeHHe pYKOBOJICTBY.
JIOKyMeHTBI, He TpeOyIolue pelieH s pyKOBOJICTBA, IEPEIAI0TCS UCIIOJHUTENSIM COTJIACHO UX KOMITETEHIUH.

JIOKyMEHTBI paccMaTpHUBAIOTCS, KaK MPABUJIO, B JIEHb UX MOCTYIUICHH. TenerpaMMbl U IPYyTrUe CPOUHBIE
JIOKYMEHTBI MepelatoTCs PYKOBOIUTEIIO [0 MEpPE MOCTYIIIICHUS;

140.9. pe3ynbTarsl pacCMOTPEHMS TOKYMEHTOB OTPAXKAIOTCSI B PE3OJIIOLIUH.

Pesomonus nepenocurcst B PKK. JlokymenT ¢ oguum sx3emiuisipom PKK ciyx6oit JIOY nanpaBnsercs
WCIIOJHUTEIIO, @ MPU HAIMYUU HECKOJIbKHMX HCIOJHUTENIEH - OTBETCTBEHHOMY HCIIOJHHUTENIO, YKa3aHHOMY B
pesomonnu nepBbiM. OauH 3x3emiuisip PKK octaercs B cnyx6e JIOY.

Ecnu mokyMeHT coriiacHO pesostonuu TpeOyeT KOHTpousa ucnonHeHus, sk3emiusip PKK nmepenaercs B
KOHTPOJIBbHYIO CITYXOY WU JIUILY, OTBETCTBEHHOMY 32 KOHTPOJIb UCIIOJTHEHUS IOKYMEHTOB;

140.10. mpu HEOOXOAMMOCTH CPOYHOTO HCIIOJIHEHUS WJIA O3HAKOMIICHHUS C JOKYMEHTOM HECKOJBKUX
CTPYKTYPHBIX TOApa3AelieHui (JOKHOCTHBIX Juil) B ciyxk0e JIOY ¢ pokymeHTa CHHUMAaeTcsi HEOOXOAMMOe
KOJIMYECTBO KOIHM, KOTOpPHIE OJHOBPEMEHHO HAIpaBJSAIOTCS Ha UcHojiHeHue. [loAMMHHUK JOKyMeHTa
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nepeAaeTcsi OTBETCTBEHHOMY HCIOJHUTENI0 C MOMETKOM O mepenaye KOMUM COUCHOJHUTENSAM. [[oKymeHT
IepeAaeTCsl UCIOJHUTENSAM ITOOYEPETHO, ECIIM PA3MHOKEHHE IOKYMEHTA HE pa3pelaeTcs.

Jlyist yCKOpeHUs MPOIECCOB MCIIOMHEHHS JOKYMEHTOB, a TaKKe B CIPABOYHO-MH(GOPMAIMOHHBIX IIENIIX
OyMakHbIE€ JIOKYMEHTBI, MMOCTYHAIONIMEe B OPraHMU3alMIo, MOTYT MEPEBOIUTHCS B AJIEKTPOHHBIA BUA IyTEM
CKaHWPOBAHUS WM UHBIM crocoOoM. Hanume 31eKTpoHHON KOMHMH JOKYMEHTa HE OTMEHSET HE0OX0IMMOCTH
OCYIIECTBICHUS C  MOCTYNHUBIIUM  OyMaXXHbIM JOKYMEHTOM  JI€JIOTIPOM3BOJICTBEHHBIX  OIEpAaLUH,
YCTaHOBJICHHBIX HacTosmed MHCTpykiuel, B TOM Yuclie B 94acTu (OPMUPOBAHUS €0 B JCNO U Mepeaadd B
apXuB.

JIBr>keHne JOKyMEHTa B IPOLIECCe ero UCToHeHMs (pukcupyeTcs Bo Beex ak3emiuisipax PKK;

140.11. moxymeHTBI, 3apeructpupoBaHHbie B ciyxOe JIOY, He moaexaT MOBTOPHOW pETrHCTpaluy B
CTPYKTYPHBIX MOAPa3ICICHUSIX;

140.12. 1oKyMeHTBI MepenarTCsl Ha paCCMOTPEHUE PYKOBOAMUTENIO CTPYKTYPHOIO MOAPA3ACIICHUS WU
€ro 3aMECTHTENIO COTJIACHO YCTaHOBIEHHOMY pacIipeleIeHUI0 00s3aHHOCTEH;

140.13. 1OKyMEHT C MOMEHTa MOCTYIUJIEHUS /10 3aBEPILICHUS UCIIOJIHEHUS HAXOAUTCS Y UCIIOJIHUTENS U B
JIEJI0 HE [TOMEILAeTCs;

140.14. Ha UICIOJTHEHHOM JOKYMEHTE UCIIOJHUTEIEM WIIM PYKOBOJUTENIEM CTPYKTYPHOTO IIOIpa3ieICHUs -
WCIIOJTHUTEIIS TIPOCTABIISICTCS OTMETKA 00 WCITOJIHEHUHW JOKYMEHTA M HAIpPaBICHUHM €ro B JIEJIO C YKa3aHHEM
MHJIEKCA Jieia, B KOTOPOE TIOKYMEHT OyJ1eT MOMEIIICH.

OTBETCTBEHHBIN 3a JCTONPOU3BOICTBO MEPEHOCUT OTMETKY 00 MCIIOTHEHUHU JOKYMEHTA U HaIlpaBJICHUU
€ro B JIeJIO B PETUCTPALIMOHHYIO (pOpMYy, MOCIE Yero JOKYMEHT MOIINBAETCS B AETO.

141. Perucrpanus u oTpaBKa UCXOAAIIUX JOKYMEHTOB:

141.1. ucxoasmume JOKYMEHTBI perucTpupytorcs B ciyxoe IOV mocie ux moanvucaHusi pykoBOJUTEIEM
OpraHu3aliy WM WHBIMH YIOJHOMOYEHHBIMU JIMIIAMHU B COOTBETCTBHHM C WX KOMIMETCHIMEH. J[OKyMEHTHI
PErUCTPUPYIOTCS B IEHb UX MOANHUCAHMS;

141.2. ucxonsiuye JOKYMEHTBI JEJISTCS HA UHUIIMATUBHBIC U OTBETHBIC,

141.3. UHIEKC MHULIMATUBHOI'O UCXOSAUIET0 JOKYMEHTA BKIKOYAET UHIEKC JIea [0 HOMEHKIIAType Jie, B
KOTOPOM OyZIeT XpaHUThCA KOMMS OTIPABIAEMOro JOKyMeHTa (IIPOCTaBisAe€TCA B TOJpa3JielICHUH,
MOATOTOBUBIIEM JOKYMEHT), U 4Yepe3 Opo0b - TMOPSAKOBBIA PETUCTPALMOHHBIA HOMEp, MPHUCBAUBAEMBIii
HCXOJISIIUM TJOKYMEHTaM B Tpeeliax AeIONPOU3BOACTBEHHOTO Toja ciryx06oii [0V

Hanpuwmep:
5-17/112

141.4. Ha KaXIbpli MHUIMATUBHBIA JOKYMEHT, TpeOYIOIIMN OTBETa, 3alOJHAIOTCS, KaK MpPaBUIIO, JBa
sx3emmuisipa PKK. Oaun sk3eMIuisp nomeniaerca B CIPaBOYHYIO KapTOTEKy, BTOPOW - B KOHTposbHYIO. [Ipu
HEINOCTYIUIEHUU OTBETA B CPOK KOPPECIIOHIEHTY HAIIPABIIAETCS HATIOMUHAHUE;

141.5. peructpanusi OTBETHBIX JOKYMEHTOB OCYIIECTBIsIeTCs, Kak npaBuio, Ha PKK, Ha koTopeix Obuin
3apErUCTPUPOBAHBl COOTBETCTBYIOLINE MHUIMATUBHBIE TOKYMEHTHI. PErMcTpallMOHHBIM UHAEKCOM OTBETHOTO
JOKYMEHTa SIBJISIETCS MHJIEKC JeJla 10 HOMEHKJIAType, B KOTOPOM OyJeT XpaHUTbCA KOIHS OTBETHOTO
JOKYMEHTa, ¥ PErMCTPAllMOHHBIM HOMEp MOCTYIJICHUsT MHUIMATUBHOTO aokyMmeHTa. B PKK undopmanus o6
OTBETHOM JIOKYMEHTE 3anucbiBaeTcs B rpady "OTmeTka 00 MCIIONHEHUN JOKyMEHTa".

B 3aBucuMOCTM OT MHpPHUHATON B OpraHU3allUd CHUCTEMBl PErMCTpalMd JOKYMEHTOB JIOIyCKaeTcs
pEerucTpUpoBaTh OTBETHBIE JOKYMEHTHI Ha oTaenbHbIX PKK. PerucrpaiiionHbIM HHIEKCOM TaKOr0 UCXOSIIETO
JOKYMEHTa SIBJSIETCS HWHAEKC Jiela 0 HOMEHKJIAType, B KOTOpOM OYJeT XpaHUThCS KOIMHUS OTBETHOTO
JOKYMEHTA, U MOPSAKOBBIA PETUCTPALIMOHHBIA HOMEp UCXOSIIEro JOKYMEHTa, IPUCBAUBAEMbIH HCXOISIINM
JOKYMEHTaM B IIpeJiesiax JIeJIOoNpPOU3BOICTBEHHOTO rofia ciyxooii JIOY.

Ha otBeTHOM nOKyMEHTE MpOCTaBISETCS CChUIKA HA HCXOMASIIUMN pPETHCTPAllMOHHBIN HMHJEKC U Jary
JOKYMEHTa-3a1poca;

141.6. ormpaBka JOKyMEHTOB ocymecTBisercs ciyxooi JIOY. B cmyxbe HOY mnposepsiercs
MPaBUIBHOCTh OQOPMIICHHS JOKYMEHTOB: HaJHMYUe HEOOXOIMMBIX PEKBH3HMTOB, MPUJIOKEHUH, COOTBETCTBHE
KOJIMYECTBA 3K3EMILISIPOB JJOKYMEHTA KOJIMYECTBY a/IpecaToB, MPABMIIBHOCTh aIpeCOBaHUS U JIp.

HenpaBuinbHo oopMiieHHBIE B HEKOMILICKTHBIE JOKYMEHTBI BO3BPAIAIOTCS HCIIOTHUTEIISIM;

141.7. oTnpaBisieMble TOKYMEHTHI TiepeaaroTcs B cryx0y JIOY B He3aKOHBEPTOBAaHHOM BHUJIE C OTMETKOMN
0 KaTeropuu OTHpaBJIeHUs (IpH HEOOXOAUMOCTH);

141.8. mOKyMEHThI Ha CHEMHBIX MAIIMHHBIX HOCHUTENSIX (IMCKaX, MUCKETaX W Jp.) MPUHUMAIOTCA K
OTIPaBKE B YIAKOBKE, COOTBETCTBYIOLICH TEXHWYECKMM TpPEOOBaHUSAM, MPHU HAIWYMU COMPOBOIUTEIHLHOTO



NUChbMa, O(OPMIIGHHOTO W 3apErMCTPUPOBAHHOTO B YCTAHOBJICHHOM Mopsake. Komus compoBOAMTEIHHOTO
IIMCbMa MTOMEIIAETCS B 1EJI0 Ha OOIINUX OCHOBAHUSIX;

141.9. noxyMeHTHI, HampaBisgeMble Oojiee YeM B YEThIpe ajpeca, IepeatoTcs Ui OTIPABKH CO CIIUCKOM
Ha pacchUIKy, OOpMIIIEMBIM B COOTBETCTBUH C TPeOOBaHUAMH NyHKTa 51 HacTosmer MHCTpyKImm.

Ha 3aka3Hyr0 KOppECIOHAEHLMIO COCTAaBJISIETCS PEECTP pacChUIKU, B KOTOPOM OTIPABHUTEIEM
IPOCTABIAOTCS (haMuwiIns U Aara oTnpaBku. PeecTp co mremiieneM OTAEIEHUS CBSI3U MOJALIMBAETCS B JAEJIO
ciyx0st JI0OVY;

141.10. o6paboTKka M OTHpaBKa JOKYMEHTOB OCYIIECTBIISIOTCA B J€Hb MX IOJNMCAHUS WIHM HE IO3]HEe
CJIeyIoIero pabodero JaHsl.

142. Peructpanus ¥ UCIIOJHEHUE BHYTPEHHUX TOKYMEHTOB:

142.1. pabota ¢ BHYTPEHHUMH JIOKyMEHTaMH Ha JTamax IOATOTOBKH M O(QOPMIICHHS BEAETCSA IO
[IpaBUJIaM, YCTAHOBJIEHHBIM I pa0OThI C UCXOSAIIUMU TOKYMEHTAMU;

142.2. BHyTpeHHHE AOKyMeHThl peructpupyrorca Ha PKK umu B >KypHanmax perucrpauuy BHYTPEHHHX
JOKYMEHTOB Iocie MX mnojanucaHus (yrBepkiaeHus). Ilpu He3HauuTenbHOM 00beMe JOKYMEHTOOO0OpOTa
BHYTPEHHUE JIOKYMEHTHI I0ITyCKAeTCsA PETUCTPUPOBATH B )KypHAJE pErUCTpali HCXOIAIIMX JOKYMEHTOB;

142.3. peructpanust pacHoOpsIAUTENBHBIX JOKYMEHTOB M IPOTOKOJIOB OCYIIECTBISETCS IO BHJAM
OTJENbHO OT APYTUX BHYTPEHHUX JOKYMEHTOB.

PacnopsinuTenbHple  JOKYMEHTBI 110 OCHOBHOW  JIESTENBHOCTH, IO JIMYHOMY COCTaBy, IO
aJIMMHHUCTPaTUBHO-XO03SIICTBEHHBIM BOIIPOCAM PETUCTPUPYIOTCS OTIEIBHO.

PacnopsinuTenbHbple  TOKYMEHTBI 110 JIMYHOMY COCTaBy, JUIsI KOTOPBIX aKTaMM 3aKOHOAATENIbCTBA
PecniyOnuku benapych ycTaHOBIIEHBI pa3Hble CPOKH XPAHEHUS, PETUCTPUPYIOTCS OTIEIBHO.

PacniopsinnTenbHbple  TOKYMEHTBI ONPEAETICHHOM pPAa3HOBUAHOCTH MPU HUX 3HAUYUTEIBHOM O0beMe
JIOITYCKAeTCsl PETUCTPUPOBATh OTAENbHO. Harpumep, oTie1bHO MOTYT pETUCTPUPOBATHCS MPUKA3bl O BHECEHUU
M3MEHEHMH B IITaTHOE paclycaHue, IPUKa3bl O KOMaHAUPOBAHUH, O NIPEIOCTABICHNUU OTIYCKOB U Jp.;

142.4. peructpalliOHHBIM MHJIEKCOM PaCHOPSAUTEIBLHOIO JOKYMEHTA, IPOTOKOJIA SIBISIETCSA HOPSAKOBBIN
perucTpanoHHbII HOMEp, IPUCBANBAEMbIN €My B Ipeienax JeI0NpOU3BOJCTBEHHOIO Iojia.

PerucTtpaninoHHbIM MHAEKCOM DPACIOPSIUTENBHOIO JOKYMEHTa (TpUKa3a, paclopsbKEHUs) MO JIUMYHOMY
COCTaBy ABJIAETCA TOPSAIKOBBIM  PETUCTPAllMOHHBIA HOMEP, NPUCBAMBAEMBII €My B  IIpeaenax
JIeJIONPOU3BOJICTBEHHOI'O TOJla, JOMOJIHEHHbIN JuTepol "K" (A7 JOKYMEHTOB 75-JIETHEro Cpoka XpaHEHUs)
win "n" (JUIst JOKYMEHTOB 3-JIETHETO CPOKa XPaHEHUs).

PeructpaiinoHHBIM  MHIEKCOM  PACTIOPSIAUTENBHOIO JOKYMEHTA, PpErucCTpUpPYyeMOro B  IOPSJKE,
ompeneneHHoM a03aneM 4 moamyHkta 142.3  HacTtosmiedt MHCTpykiuu, SBISE€TCS — MOPSIKOBBIM
pPETrUCTpallMOHHBI HOMEp, NMPUCBAMBAEMBI €My B Ipelenax eJIONpOM3BOJCTBEHHOIO r0/a, JOMOJIHEHHbII
UACHTUDUIHUPYIOUIUM Pa3HOBUIHOCTh JOKYMEHTa OYKBEHHBIM HJIM MHBIM YCJIOBHBIM 0003HAYECHUEM;

142.5. coBMecCTHBIE pacHOpPAIUTENIbHbIE JOKYMEHTBI, IPOTOKOJBl COBMECTHBIX 3aCEJaHUil HMEIOT
COCTaBHbIE HWHJCKCHI, BKIIOYAIONINE MOPSAJKOBBIE PETUCTPALlMOHHBIE HOMEpPA, IPUCBANBAEMbIE WM B
OpraHM3alusIX, UX MOATOTOBUBIINX;

Hanpuwmep:
81/54

142.6. perucTpallMOHHBIMH HMHJIEKCAaMU JOKJIATHBIX 3allMCOK, CIPABOK U JAPYTUX HHPOPMAIIMOHHO-
CIIPABOYHBIX JIOKYMEHTOB SIBIISIFOTCSI X TOPSIIKOBBIE PETHCTPAIIMOHHBIE HOMEpa, MPUCBAaBAaEMbIE B TIpeieax
JEJIONPOU3BOICTBEHHOIO T'0J1a, KOTOPHIE MOTYT JIOMOJIHATHCS UHAEKCAMHU JIEN 10 HOMEHKJIAType Je;

142.7. paccMOTpeHHWE M WCIIOJIHEHHWE BHYTPCHHHX JIOKYMEHTOB OCYIIECTBISICTCS B COOTBETCTBHH C
YCTaHOBJICHHBIM MOPSAKOM 00paOOTKH BXOJSAIIUX TOKYMEHTOB.

JlokymMeHTBI, TpeOyIolrue KOHTPOIS UCTIOMHEHHUS, TIEPEIal0TCsl B KOHTPOJIBHYIO CIYXKOY TSl 3aTIOJTHEHUS
PKK. 13 PKK Ha BHyTpeHHUE JOKYMEHTHI (DOPMHUPYIOTCSI KOHTPOJBHBIE U CIIPABOYHBIE KAPTOTEKHU.

143. UndopmainoHHO-MTOMCKOBAsI CUCTEMA 10 JOKYMEHTaM OpraHu3aliu:

143.1. B opranuzanusx CO3Jal0TCs TPATUIIMOHHbBIE (PY4YHBIE) M aBTOMATU3UPOBAHHBIE HH(POPMAIIOHHO-
nouckoBbie cuctemsl (nanee - UIIC). UTIC cTposrcs Ha ocHoBe PKK, KoTOpbie 00beTUHSIOTCS B KAPTOTEKH U
0a3bl (0aHKH) PErHCTPALIMOHHBIX TaHHBIX;

143.2. mpu TpaguIIMOHHOW KAapTOYHOM pErucTpamuu Tmedaraercs Heoboxomumoe kommuectBo PKK,
KOTOPBIE MOTYT OOBEIUHATHCS B CIIPABOYHBIE H KOHTPOJIbHBIC KAPTOTEKH;

143.3. cnpaBOYHBIE KAPTOTEKHU AEIATCA HA IBE YaCTH: HEMCIIOJTHEHHBIE U UCTIOJHEHHBIE T0KyMeHThI, PKK
B KOTOPBIX CUCTEMATU3UPYIOTCS 0 CIEIYIOIUM MTPU3HAKAM:
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IPEIMETHO-BOIIPOCHOMY WJIM TEMAaTHYECKOMY (B COOTBETCTBHMHU C COJICPKAHUEM JIOKYMEHTOB WM chepoit
NeSITeIbHOCTH, K KOTOPOM OTHOCATCS JOKYMEHTBHI);

10 HOMEHKJIaType el (B COOTBETCTBHUH C HA3BAHUSMH JIEN IO HOMEHKJIATYpe e WIH UX MHICKCAMH);

KOPPECHOHJIEHTCKOMY (10 HAaUMEHOBAHUSM WJIM YCJIOBHBIM OOO3HAUEHUSIM OpraHM3alii, ¢ KOTOPHIMU
BEJIETCS MEePENucKa);

10 UCIIOJIHUTEISIM (IO CTPYKTYPHBIM MOAPAa3/ICICHHIM);

asnaBuTHOMY (B asi(paBUTHOM MOPSIKE (haMIIINI, HANMEHOBAaHUN OOBEKTOB HIIH TPEIMETOB);

reorpauyeckomy (110 HAUMEHOBAHUSIM aIMUHUCTPATUBHO-TEPPUTOPUATILHBIX €IUHUIL);

HOMUHAJIBHOMY (110 Ha3BaHUIO BUJIOB MJIM Pa3HOBUIHOCTEH JOKYMEHTOB);

PErUCTPalMOHHOMY (I10 MOPSAKY BO3pACTaHUs PErHCTPAIMOHHBIX HOMEPOB JIOKYMEHTOB).

Bribop mouckoBOro mpu3HaKa ONpEAENsSeTcs B 3aBHUCUMOCTH OT BHJAOB JIOKYMEHTOB M XapakTepa
MH(OPMALIMOHHBIX 3aIPOCOB.

[lepBasi yacTh KapTOTEKH CIY>KUT JJIsl TIOMCKA CBEJICHHH O JOKYMEHTaX B IPOLECCE UX HMCIIOTHEHHMS.
Bropas yactb KapTOTEKH CITY>KUT JJIsl TOMCKA UCTIOIHEHHBIX JOKYMEHTOB.

[To mepe ucnonnenus: nokymeHToB PKK ¢ HEOOXOAMMBIME OTMETKaMH MepEeMENIa0TCs U3 MEPBOM 4acTH
KapTOTEKH B COOTBETCTBYIOIIHE Pa3/ieibl U PyOPHKHU BTOPOIA;

143.4. B 3aBUCUMOCTH OT 00bE€Ma JOKYMEHTOOOOpPOTa, CUCTEMbl PEIHCTPALlMU U KOHTPOJISI UCIIOJHEHUS
JOKYMEHTOB, 3aJa4 MOMCKa MOXET BecTHCh eauHas crpaBouHas MIIC uimm HECKOJIBKO CaMOCTOSTEIbHBIX.
OtnenpHBbIC KapTOTEKH (0a3bI JAaHHBIX) (DOPMHUPYIOTCS HA BXOJSIINE TIOKYMEHTHI, MHUITUATUBHBIC UCXOISIINC
JOKYMEHTBI, OOpallleHusl Tpak/laH, B TOM YUCJI€ WHIUBUIYATbHBIX MPEANPUHUMATENCH, U IOPUAUYECKUX JTUIL.
[Tpu 60JIBIIOM KOJIMYECTBE HOPMATHUBHBIX IMPABOBBIX aKTOB U PACIIOPSIUTEIBHBIX TJOKYMEHTOB, HCIIOIh3YEMbIX
B JICATEILHOCTU OpPraHu3alliy, Ha HUX MOTYT CO3/1aBaThbCsi OTIENbHbIE KOIU(UKAIIMOHHBIE KapTOTEKU (0a3bl
JTAHHBIX ).

(B pen. mocranosyiennst Muntocta ot 24.10.2011 N 235)
(CM. TEKCT B IPEABLAYIIEH PeaaKIIin)

[Tepeuenr HanMeHOBaHUH 0a3 TaHHBIX aHAJIOTUYEH MEPEUYHI0O HAMMEHOBAHHUH KapTOTEK.

144. Yuer o6beMa TOKyMEHTOO0OpOTA:

144.1. o0beM ITOKYMEHTOOOOpOTa - KOJUYECTBO JOKYMEHTOB, MOJYYECHHBIX (BXOJSIINE) U CO3JAHHBIX
(BHyTpEeHHHE, NCXOISIINE) OpraHu3alluel 3a OTpeIeTICHHBIN IEPHO]T BPEMEHH;

144.2. mojcyer KOIMYECTBAa JIOKYMEHTOB MPOM3BOAUTCS MO PETUCTPALMOHHBIM (opMaM B MecTax HX
perucTparmy.

3a equHUIy ydueTa MPUHUMAETCS OJUH JK3EeMIULIp JOKyMeHTa 0e3 ydeTa KOMWMU, CO3/1aBaeMbIX MPHU
MeYaTaHud W pa3sMHOKEHHH. KaxJblii JIOKyMEHT YyYUTBIBa€TCS OJIWH pa3. [IpuiiokeHus K JOKYMEHTY
YUUTBHIBAIOTCSI BMECTE C HUM KaK OJIMH JJOKYMEHT.

OTnenbHO YYMTHIBAIOTCS TOJIYUYEHHBIE W CO3JJaHHBIE OPraHU3allMell TOKYMEHTHI, OOpaIlleHusl TPaKaaH, B
TOM UYHUCJI€ UHIUBUAYAIbHBIX IPEANPUHUMATENEH, U FOPUAMUECKUX JIUII.

(B pen. mocranoyienust Muntocta ot 24.10.2011 N 235)
(CM. TEKCT B MPEIBIAYIIEH PelaKIiN)

Pa3mMHOXKeHHBIC 3K3eMIUISIPHI (KOTIMH) YYUTBHIBAIOTCS OTICIBHO 110 JKypHajiaM paboT B MAIIMHOITUCHOM H
KOMTUPOBATEHO-MHOKUTEITHHOM OFOPO M (MJIH) TIO CIIUCKAM PaCcChUIKH;

144.3. B opraHu3aiiuu MOKET MPOBOJAUTHCS TIOJIHBIN M BEIOOPOUYHBIN ydeT o0beMa JOKyMEHT0000poTa (110
BCE OpraHM3alli, MO0 CTPYKTYPHBIM MOApa3AeTIeHUSIM, 10 TPYIaM JOKYMEHTOB U T.J.).

Yyer m aHanm3 oObeMa JOKYMEHTOOOOpPOTa B OpTaHU3aIlMH OCYHIECTBISIFOTCS IO PYKOBOJICTBOM
ciyx6s1 JI0Y;

144.4. pe3ynpTaThl y4yera o0beMa JOKyMEHTOOOOpoTa oboOmmatores ciyxooit IOY u mpeacraBisiroTces
PYKOBOJICTBY OpTaHH3aIUH JIJIsl BEIPAOOTKHU MEp 10 COBEPIICHCTBOBAHUIO PAOOTHI C IOKYMEHTAMU;

144.5. cBenenus o0 oObeMe JOKYMEHTOOOOpPOTa HCMONB3YIOTCS ISl YCTAHOBJIEHHUS CTPYKTYPHI U
IITaTHOM YKCICHHOCTH ciy>k0b1 JIOY, BeIOOpa TEXHOIOTHUH PAOOTHI C TOKYyMEHTAMHU U CPEJICTB aBTOMATHU3AINH
JIEIOTIPON3BO/ICTBA, OTPECIICHUS CTETIEHHU 3arpyKeHHOCTH ci1y:k0b1 JIOY 1 oTaenbHBIX paOOTHHUKOB.

I'maBa 9
KOHTPOJIb UCITIOJIHEHM S TOKYMEHTOB U [IOPYUYEHUI

145. 3anaun KOHTPOJIS UCTIOTHEHUS:
145.1. menpr0 KOHTPOJSI SBISETCS OOECIICUCHHE CBOEBPEMEHHOTO M KA4eCTBEHHOTO HWCIIOTHEHUS
Mopy4eHui, 3a)UKCUPOBAHHBIX B IOKYMEHTAX;
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145.2. KOHTpOJIO TNOMJIEKAT BCE 3apPETUCTPUPOBAHHBIE JOKYMEHTBI: BXOJSIIME, MCXOMAUIME W
BHYTPEHHHUE, KOTOpPBIE IO CBOEMY XapakTepy TpeOyroT pemieHus (otBera). Ha KOHTpoib MOTYT OBITh
IIOCTABJIEHBI TAK)KE YCTHBIE TOPYYEHUS PYKOBOJCTBA,

145.3. KOHTpPOJBL OCYIIECTBISIOT PYKOBOJIWUTENTh oOpranu3anuu, ciyx6a JIOY u oTBeTCTBEHHBIC
VCIIOJIHUTEIIH.

Ha xoHTpoIMpyeMBIX JOKYMEHTaX MPOCTaBIISAETCSI OTMETKA O KOHTPOJIE.

146. Cpoku UCHIOJTHEHUS JOKYMEHTOB:

146.1. cpoxn HCIONHEHHS NOKYMEHTOB MCUHUCIAIOTCS B KaJECHIOAPHBIX [HAX C JaTbl ITOANMCAHUSA
(yTBepKIEeHHS) TOKYMEHTA, a JJIs NOCTYIUBIIMUX - C JIaThl IOCTYIUIEHUS, €CIIM UHOE HE YCTAaHOBJIEHO aKTaMH
3akoHoJaTenbcTBa PecyOnuku benapycs;

146.2. cpoku UCIIOTHEHHS JOKYMEHTOB MOTYT OBITh TUITOBBIMH MJIM WHAWBUYaTbHBIMH.

Tunosble CPOKM HCIOIHEHHS JOKYMEHTOB YCTaHABJIMBAIOTCSI HOPMATHBHBIMU IIPABOBBIMH aKTaMHU
Pecrry6iiku benapych.

WMuauBuayallbHbIE CPOKH MCIIOIHEHHS TOKYMEHTOB YKa3bIBAlOTCSA B TEKCTE JOKYMEHTA WM B PE30JIIOLIUN
PYKOBOIUTEIS;

146.3. mOKyMeHT, A KOTOPOrO THUIIOBOW WM WHIUBUAYAJIBHBIA CPOK HCIIOJHEHMSI HE YCTAHOBIIEH,
JOJDKEH OBITh HCIIOJNIHEH B Te4eHWe 15 faHel, ecam MHOe He YCTAHOBJICHO AaKTaMH 3aKOHOAATENbCTBA
Pecniy6nuku benapyco;

146.4. ecnu KpaiiHsg AaTa UCHOJHEHHS JOKYMEHTa (IMOPYYEHMs) IPUXOIUTCS HAa HepaOoOuui J€eHb, OH
JOJDKEH ObITh HCIIOJIHEH HE IO3JHee Mpeablaylero paboyero aHa. B cioywae, korzna Cpok HMCIOJHEHHS
JIOKYMEHTa OIpEIeNsieTCsl ¢ UCIOJIb30BaHWEM mpesyiora "mo" wunu "K", yka3zaHHas 3a HUM JaTa sIBJISETCS
KpaliHel 1aToOM UCIIOJIHEHUS JOKYMEHTA,

146.5. nomyckaercs W3MEHEHHE CPOKOB HCIOJHEHHS JIOKYMEHTOB (mopyueHuil). M3meHenue cpoka
UCIOJHEHUSI MPOU3BOAUTCS JIMLOM, YCTAHOBMBIIUM €ro. ApryMEHTHUPOBaHHas Npocb0a HCIOIHUTENS O
MEePEHOCE CPOKa HAMPABJISETCS MUCbMEHHO (B OpMe TOKJIAAHON 3aMUCKU) WIIM YCTHO JIUIY, YCTAaHOBUBIIEMY
CPOK, HE MEHEe 4YeM 3a 5 IHEH 1O MCTEYECHMsI CPOKa MCIIOJIHEHUS MJIM Cpa3y K€ IOCIIE MOJIyYECHMs 3alaHMsl.
W3MmeHeHne NOKyMEHTHpPYETCsS - IMPOCTABISAIOTCS HOBBI CpPOK, JaTa M3MEHEHUs M NoAanuch. V3mMeHeHus
BHOCATCS] B pETUCTPALIIOHHBIE (POPMBI.

147. VcnonHeHue JOKyMEHTa (IOPYYEHHS) MOXKET OBbITh MOPYYEHO HECKOJIbKUM HCIIOJHUTESIM.
HcnonHuTenb, yKa3aHHbIN IEPBBIM, SIBISETCSI OTBETCTBEHHBIM MCIIOJIHUTEIEM U OTBEYAET 32 CBOEBPEMEHHOE U
KaueCTBEHHOE WCIOJIHEHHE 3afaHusi B 1eqoM. OTBETCTBEHHOMY HCIOJHUTENIO MPEIOCTABISAETCS IPaBO
KOOP/JMHUPOBaTb M KOHTPOJUPOBAaTh JICHCTBUS HWCHOJHWUTENEH: CO3bIBaTh COBEIIAHUs, TpeOoBaTh
Heo0X0IMMble MaTepUaJbl, AaBaTh MOPYUYECHUS U JAP.

148. Opranuzanust KOHTPOJISI UCTIOJIHEHHUS:

148.1. cucrema KOHTPOJISI UCTIOJIHEHUSI BKITFOUAET:

y4eT KOHTPOJIMPYEMbIX JOKYMEHTOB (IOPYUYEHUI) U UX CBOEBPEMEHHOE JOBEJCHUE 10 UCTIOTHUTENCH;

KOHTPOJIb 3@ CPOKaMH HCIIOJIHEHUS;

IIPOBEPKY U PETYINPOBAHKUE XO1a UCIIOTHEHHUS], CHATHE JOKYMEHTOB C KOHTPOJIS;

yU4€T ¥ OTYETHOCTh O Pe3y/IbTaTax UCIOIHEHMUS,;

OLIEHKY COCTOSIHUS UCTIOJTHUTEIBCKON TUCIUIUINHBI;

148.2. yyeT KOHTPOJIUPYEMBIX TOKYMEHTOB (IOPYYEHHIl) U KOHTPOJIb UCIIOJIHEHUSI CTPOSATCS HAa OCHOBE
PETUCTPALIMOHHBIX JaHHBIX, OTpakeHHbIX B PKK;

148.3. osx3emmapsl PKK, 3anosmHsemsle mpu perucrpanuu JAOKYMEHTOB, MCHOJB3YIOTCS IPH
(bopMHPOBaHUN KOHTPOJIBHOM KapTOTEKH.

Ha omuH KOHTpOnMpyeMbIil JOKYMEHT MOXET ObITh 3amonHeHo Heckobko PKK B cootBeTcTBHU C
YKCJIOM HCIOJIHUTENEH, 3aJaHUi WM PAa3IMUYHBIMU CPOKaMU MCHOJIHEHMs. IIpH HECKOJIBKMX MCIOIHUTENSX,
OJIMH U3 KOTOpBIX Ha3Hauaercsi oTBeTcTBeHHbIM, PKK 3amonHsiercs Tonpko A mepenauyd HCHOJHUTEINIO,
Ha3HAYEHHOMY OTBETCTBEHHBIM.

YcTHOE mOpydeHHE PpYKOBOJAMTENS, IOCTaBICHHOE Ha KOHTpOJdb, Takke Qukcupyercs B PKK,
3aIoJIHAEMON B HEOOXOMMOM KOJIHUYECTBE IK3EMILISIPOB;

148.4. onun sx3emmisip PKK ocraercst B ciyx0e KOHTPOJS M MOMENIAETCs] B KOHTPOJIbHYIO KapTOTEKY,
BTOPOI MepeaacTcs NCIIOJHUTENIO BMECTE C IOKYMEHTOM;

148.5. PKK rpynnupytoTcsi B KOHTPOJIBHBIX KapTOTEKax MO pa3jiesiaM, COOTBETCTBYIOIIUM YHUCIY JTHEU
MeECs1a, COIVIACHO YCTAHOBJEHHBIM CpPOKaM MCIIOJIHEHMSI JOKYMEHTOB (TOPYYEHMi), IO HCXOIALIUM
JOKYMEHTaM - COTJIaCHO OKMJACMBIM JAaTaM IIOJIy4E€HHUsI OTBETOB.



PKK ¢ mnepcnekTMBHBIMH U TPOCPOYEHHBIMH CpPOKaMU MCIOJIHEHHUSI JOKYMEHTOB (IOpY4YEHUH)
IPYNIIUPYIOTCS B CAMOCTOATENBHBIE PA3/1e/bl KOHTPOJIBHOW KapTOTEKH.

B KOHTpONbHON KapTOTEKE MOTYT BBIJCHATHCS JOMOJHUTENbHBIE pasfensl W pyOpuKH JUis
cucremaruzanuu PKK no ucnonHuTensM u rpynmnaM 10KyMeHTOB (IPUKa3bl, PELICHUS U JIp.);

148.6. kapToTeKa €XETHEBHO IMPOCMATPHBAETCS KOHTPOJIHHOM CIy:KOOW € Lenbi0 MH(POPMHUPOBAHUS
PYKOBOIUTENS M WCHOJHUTENEH O MNpUOIMKEHUMM (UCTEYEHHUH) CPOKOB MCIIOJHEHHsS] JOKYMEHTOB.
[IpenynpexaeHne UCIOIHUTENEH OCYIIECTBIAETCS, KaK MPaBUilo, 3a 2 - 3 IHS 10 UCTEUEHUSI YCTAaHOBJIEHHOTO
CpOKa;

148.7. nmoxymeHT (TOpy4YE€HHE) CHMMAETCS C KOHTPOJIA IOCIE €ro HCIOJHEHUs, MOATBEPKIECHHOIO
JOKYMEHTaJIbHO.

CBUIETENBCTBOM HUCIOJHEHUS JIOKYMEHTa (IOpYYEHMs) SABJIAETCS IOJATOTOBJICHHBIN HCIIOJIHUTEIEM U
IOJIIMCAHHBIA PYKOBOAUTENIEM WIIM UHBIM YIIOJHOMOUYEHHBIM JIMIIOM UCXOAALIMHA MM BHYTPEHHUN TOKYMEHT.
B ciiydae oTCyTCTBHS JJOKYMEHTA, CBUJECTEIBCTBYIOIIETO 00 MCIIOJHEHUH, KPATKUE CBEACHUS 00 MCIOIHEHUU
¢buxcupyrorcs ucnoanurenaem B PKK.

Ha ucnonnenHoM gokymeHTe oopMIISeTcss OTMETKa 00 MCIIOJHEHUH HOKYMEHTa M HAalpaBJICHUU €T0 B
1eJ10;

148.8. xaprouka ¢ uH(pOpMAIHel, XapaKTepU3yIOLIeH NCTIOTHEHUE, TPECTABISETCS OTBETCTBEHHOMY 3a
KOHTPOJIb JUIs IPOBEPKHU UCIIOJIHEHUS U CHATUS JIOKYMEHTa (IIOPY4EHUs1) C KOHTPOJISL.

[Ipn HekaueCcTBEHHOM HCIOJHEHUHM JOKYMEHT (IOpPY4YEHME) C KOHTPOJS HE CHUMAETCS U HEPEeXOJUT B
pas3psl HEUCIIOJHEHHBIX B CPOK;

148.9. undopmanus o pe3yabTaTax UCIOTHEHHUS JOKYMEHTOB (IIOPYUYSHHI) IEpUOIUIECKH 0000maercs u
JIOBOJIUTCSL 10 CBEICHUS PYKOBO/ICTBA,;

148.10. KOHTPOJBHBIE NEHCTBHUS MOTYT OCYIIECTBIATHCS B KOHTPOJBHBIX CIyX)0ax M B MecTax
perucrTpanyy JOKyMEHTOB C HCIOJb30BaHMEM aBTOMAaTHU3UPOBAHHBIX CUCTEM JIOKYMEHTALlMOHHOTO
obecnieuenus ynpasieHus (naiee - ACAOY).

I'maBa 10
COCTABJIEHME HOMEHKIJIATYPHI IEJI

149. VYcranaBnuBawTCia TpU BUIA HOMEHKIATYpHI JEeN: THIOBAas, MpUMEpHAas W HOMEHKIAaTypa el
OpraHu3aIyy.

150. TumoBas u mnpuMepHass HOMEHKJIATYpbl Jel - 93TO CHUCTEMAaTH3UPOBAaHHBIE TEPEYHH
YHU(DUIIMPOBAHHBIX 3aroJIOBKOB JI€JI, 3aBOJAUMBIX B JCJIONMPOM3BOJCTBE OpraHU3aluii C OIHOPOJHBIM
XapaKTEPOM JEATETbHOCTH U COCTABOM JOKYMEHTOB.

TumnoBass HOMEHKJIATypa YCTAaHABJIMBAECT THUIIOBOW COCTaB eI C €AUHOM CHCTEMOM HHAEKCAIUU H
YHU(DHUIIMPOBAHHBIMU 3aroJIOBKaMU JUIsI OJHOPOJIHBIX MO XapaKTepy NeATeIbHOCTH OpraHU3aluii U HOCUT
00s13aTeIHHBIN XapaKTep.

[TpumepHass HOMEHKIIATypa JeJl yCTaHABIUBAET MPUMEPHBIE COCTaB W MHAEKCHI JIed JUIsl OpraHu3aIui,
OJIHOPOJIHBIX 10 XapaKTepy AEATeIbHOCTH, U HOCUT PEKOMEHIaTeIbHBIN XapaKTep.

Homenknarypa aen opraHu3anuu - 3TO CHCTEMaTU3UPOBAHHBIN MEPEUYEHb 3ar0JI0OBKOB JIEll, 3aBOJIUMBIX B
OpraHu3alii B JICTOMPOU3BOJCTBEHHOM (KaJICHIApHOM) TOHIY, C YKa3aHHEM CpPOKOB HX XpaHEHUS,
0 OpMIICHHBII B YCTAaHOBICHHOM TOPSIKE.

B nenonpoun3BoicTBE HOMEHKJIATypa JIe7 OpPTaHU3aIldd MCTIOIb3YeTCs IS TPYNIUPOBKUA MCIOJHEHHBIX
JIOKYMEHTOB B Jiejla, CHCTeMaTH3allud, WHJAEKCAllud U YyyeTa Jel, OINPEIETICHUS CPOKOB HX XpaHEHUS.
Homenkiatypa fien siBisieTcsi OCHOBOM ISl COCTABIICHUS OMUCEH JIeNT TOCTOSTHHOTO W BpeMeHHOTo (cBbImie 10
JIET) XpaHEHUs, a TAK)KE aKTOB O BBIICJICHUH K YHUUTOKCHHUIO JIOKYMEHTOB U JIeTI, HE MOJIeKAIINX XPAHCHHUIO.

B apxmBe opraHuzanuu HOMEHKJIATypa JAeJl HCIOJb3yeTcs g ydera naen BpeMmeHHoro (mo 10 et
BKJIFOUUTENIHHO) XPAHEHUSI.

151. TunoBble M TpUMEpHbIE HOMEHKJIATYyphl Jen paspabarbiBatorcs ciyxOamu JIOY opraHos
yIpaBieHHs (BBIIIECTOSAIINX OpraHU3allnii), MOABEIOMCTBEHHAS! CETh KOTOPBIX BKIIOUAET PSII OJHOPOIHBIX
OpraHu3aIui.

TumnoBble W TPUMEpPHbIE HOMEHKJIATYPHI e, pa3pabaThiBacéMble pPECHyOIMKAHCKUMU OpraHaMu
TrOCYAapCTBEHHOTO YIPABJICHHS, MHBIMHU TOCYIapCTBEHHBIMUA OPTaHU3aIUSAMHU, TTOJYUHEHHBIMU [IpaBUTEIHCTBY
PecriyOnuku benapych, yTBEpKIarOTCS MX PYKOBOAMUTENSAMH mocie coriacoBanus ¢ LI9K coorBercTBytoIiero
opraHa ympaBlieHHs (OpraHW3allii) U PecryOJUKAHCKUM OPTaHOM TOCYJIapCTBEHHOTO YIPaBJICHHUS B cdepe
apXUBHOTO JIeJIa U JICJIONMPOU3BOJICTBA.



(B pen. nocranosienust Muntocta ot 27.01.2012 N 18)
(CM. TEKCT B MPEBIAYIIEH pelaKIim)

TumnoBele W TpPUMEpPHbIE HOMEHKJIATYpPHI [el, pa3padaThiBaeMble OpPraHU3ALUSMU, SBISIOIIMMHUCS
HMCTOYHUKAMU KOMIUIEKTOBAHUSI TOCYJApCTBEHHBIX apXUBOB, YTBEPKAAIOTCS WX PYKOBOIAUTENSMU TOCIE
coriacoBanus ¢ [IOK »aTux opranuzanuii 1 COOTBETCTBYIOIIMMU T'OCYIapPCTBEHHBIMU apXUBAMHU.

Tunosble U MpUMepHbIE HOMEHKJIATYPHI JIe]1, pa3padaTbiBaeéMble HHBIMU OpPraHU3AlUsIMH, YTBEPHKIAI0TCS
UX pyKOBOJUTENAMHU nocie coryiacoBanus ¢ LIOK atux opranusanuid.

152. HoMeHkmarypa nen cocTaBisieTCsl B KaXJ0W opraHu3zauud. HoMeHKIaTypbl €7 COCTaBISAIOTCS Ha
JieJia BCel opraHu3alui (aanee - CBoJAHas HOMEHKJIATypa J€1) U KaXKI0r0 CTPYKTYPHOTO MTOAPA3IEIECHHUS.

153. CBognass HOMEHKJATypa JAell cocTaBisercs ciayxooi JIOY Ha oCHOBE HOMEHKIATYp el
CTPYKTYPHBIX MOApa3eNeHH 1o (hopMe coraacHo npuiioxenuto 10.

CBoaHas HOMEHKJIATypa JIeJl COCTaBJISIeTCsl €KEroJHO, MOANUCHIBAeTCS pyKoBojuTeneM ciyxkOb JJOY
(uoM, otBercTBeHHBIM 3a JIOVY), coriacoBbiBaeTCs € 3aBEAYIOLIMM apXMBOM OpraHU3alMH  (JIULOM,
OTBETCTBEHHBIM 3a apXMB), dKCHEpTHOW Kommccuen (nmanee - OK) mmu DK opranuzamuum m yTBep)KaacTcs
PYKOBOJMTENEM OpraHu3aluu 10 1 siHBaps roja, Ha KOTOPBI COCTaBIICHA.

154. CBomHas HOMEHKIATypa el MOJAJEKHUT COCTaBICHHUIO Ha TEKYIIMWA ToJl MPH CO3JAaHUU HOBOU
OpraHu3alfM, a TAaKXe IEePEeCOCTABICHUIO MPH PEOpraHU3alMK, MOBJICKIICH 3HAYUTEIIbHBIE HU3MEHEHHS B
CTPYKTypE OpraHU3aIliH.

155. CBoaHble HOMEHKJIATyphl €1 OpraHu3alui, SBJSIONUXCS HCTOYHUKAMH KOMIUIEKTOBaHUS
rOCy/IapCTBEHHBIX apPXUBOB, COIJIACOBBIBAIOTCSI C COOTBETCTBYIOIIMMHU T'OCYJapCTBEHHBIMU apXWBaMH H
CTPYKTYPHBIMH TOJpA3JCICHUSIMIA 0 apXWBaM U JEJONPOU3BOJACTBY 001acTHBIX (MHHCKOTO TOpPOJCKOTO)
UCIOJHUTENBHBIX KOMHTETOB OJMH pa3 B MATh JIET WM IOCJIE 3HAYUTEIbHBIX W3MEHEHUH B CTPYKTYpe
OpraHM3allK HE3aBUCUMO OT CPOKA MPEIbIIYIIEr0 COTJIaCOBAHMUS.

(B pexn. mocranosyiennst Muntocta ot 27.01.2012 N 18)
(CM. TEKCT B IPEABAYIIEH peaaKIIin)

CBoHBICE HOMEHKJIATYPHI JIe] MHBIX OpraHu3anuii cornacoBeiBatoTcs ¢ [{OK BoimecTosmux opranuzanui
OJIUH pa3 B MATh JIET WM IMOCJEC 3HAYUTEIBHBIX U3MEHEHU B CTPYKTYpE OpraHU3allMM HE3aBHUCHMO OT CpOKa
MPEABIYILETO COrIACOBAHUSI.

156. CBoaHble HOMEHKJIATYphl €1 OpraHu3alui, SBJSIOMUXCS HCTOYHUKAMH KOMIUIEKTOBaHUS
roCyJAapCTBEHHBIX APXUBOB WJIM UMEIOIIUX BBIIIECTOSAIIYI0 OPTaHU3ALNI0, COCTABISAIOTCS B TPEX IK3EMILISpax.
CBoJIHbIE HOMEHKJIATYPHI JIeJ MHBIX OPTraHU3AIMN COCTABISIOTCS B ABYX AK3EMILIspax.

[TepBblii SK3EMIUIIP HOMEHKIATYPHI Aen xpanutcs B ciyxOe IOV (y muma, orBerctBeHHoro 3a JJOVY),
BTOPOU TepeacTcs B apXWB OpraHU3alMM B KAa4ECTBE YYETHOTO JIOKYMEHTA, TPETHHl - B TOCYIapCTBEHHBIN
apXMB, HMCTOYHUKOM KOMIUJIEKTOBAHMS KOTOpPOro sBisieTcs opraHusanus, wii B LOK BeimecTosieit
OpraHM3alMK JUIsl COIJIACOBAHMSI B COOTBETCTBUU C TpEOOBaHUAMHU MyHKTA 155 HacTosmen MHcTpykium.

157. Tlocne yTBepXkAE€HHS CBOJHOW HOMEHKJIATYphl J€1 HU3 HEe JeJaloTCs BBIIUCKH [0 pa3/ieiiaM.
3aBepeHHBbIC B YCTAHOBJICHHOM IOPSIKE BBIMUCKU MEPEAAIOTCS B CTPYKTYPHBIC MOJpa3/ieTICHUs] OpraHu3allun
JUIS UCTIONIb30BaHUS TIPH (POPMHUPOBAHUM U YUETE /€T, 3aBOJIMMBIX B ATHX CTPYKTYPHBIX MOJpa3AeIeHUsX.

158. HomeHKIaTyphI 1e71 CTPYKTYPHBIX MOAPA3ACICHUN COCTABISIOTCS 10 (POpME COTIIACHO TTPUIIOKEHHUTO
11.

Homenknarypa genm CTpyKTypHOTO TMOApa3/I€i€HHs] COTJACOBBIBAETCS  3aBEAYIOIIMM  apXHBOM
opraHm3anuu (JWIIOM, OTBETCTBEHHBIM 3a apxuB), DK »sroro moapasznmenenus (mpu ee HAIUYUU) U
MOJNKCHIBAETCA PYKOBOJAUTENEM MOPa3ATICHUS.

159. [lpu Hamu4uu B OpraHu3aluy OOLIECTBEHHON opraHu3aiuu (MpodeccHoHaIbLHOTO COK3a U JIp.) ee
HOMEHKJIaTypa JieJ COCTaBlIseTcs 1O (opMe, YCTaHOBJIEHHOM [UIsi HOMEHKJIATYp JieJd CTPYKTYPHBIX
nojpaszaeneHuil. JJoKyMeHThl OOIIECTBEHHON OpraHH3allii BKJIIOYAIOTCS B CBOJHYI) HOMEHKIATYpYy el
CaMOCTOSITENIbHBIM Pa3/IeJIoM.

160. Ilpu cocTaBieHMM HOMEHKJIATYpPBHI /€Nl UCIOJIb3YIOTCS YCTaB OpraHu3aluu (MOJOKEHHE O Heil),
MTOJIOKEHHUS O CTPYKTYPHBIX MOApPA3ACICHUsX, IIITATHOE PACIUCaHKe, TUIaHBl U OTYETHI O pab0Te OpraHHU3alUN
U CTPYKTYPHBIX TMOJApAa3JeNCeHUN, MODKHOCTHBIE WHCTPYKIIMM pPAaOOTHHKAM, THUIIOBBIE U TPUMEpPHBIE
HOMEHKJIATYpPBhI [1€J, HOMEHKJIATYphl Jel 3a TPEAbIAYIIUe TO/Abl, PErUCTPAIMOHHBIE (DOPMBI, CIPABOYHBIE
KapTOTEKH, MEPEUYHH JIOKYMEHTOB C YKa3aHUEM CpPOKOB XpaHeHus. HM3yudaloTcsi cocTaB, KOJIMYECTBO U
coJiep>KaHue TOKYMEHTOB U JieJl, 00pa3yIoluXcsl B Ipoliecce ACITeIbHOCTH OpraHU3aIiH.

161. B HOMeHKIATypy J1e7 BKJIIOYAIOTCs Jiena (IOKYMEHThI) OCTOSIHHOTO, BpeMeHHOoro (cBbiie 10 ser) u
BpeMeHHOTO (710 10 JeT BKIFOUUTENIbHO) XpPaHEHUS, B TOM YHCJIE YU€THO-PETHCTPAIMOHHBIE (hOPMBI (KYpHAIIBI,
KHUTH) U CIIPAaBOYHbIE KAPTOTEKHU.
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B HOMeHKnaTypy nAen Takke BKIIIOYAIOTCS JOKYMEHTBI, OOpa3yloliuecss B JAEATENIbHOCTH BPEMEHHO
JEUCTBYIOIUX KOJIJIETHAIbHBIX OPraHOB (KOMUCCHI, COBETOB U T.II.) U OOIIECTBEHHBIX OpraHU3alui.

B HOMeHKIaTypy nen He BKItouyaroTcest HannoHanbHbIN peecTp mpaBoBbIX akToB Pecry0Onmku benapych u
Apyrue COOpPHUKM HOPMAaTHBHBIX IIPaBOBBIX aKTOB, II€YaTHblE U3JaHUA (OpOLIIOPBI, CIPAaBOYHHKH,
WH(POPMALIMOHHbIE JIUCTKH, OIOJIETeHH, pedepaTUBHBIC IKypHaIbl W T.JI.), yKa3aredd U Jpyrue
BCIIOMOTaTeIbHbIE IOKYMEHTHI.

162. CBoznHass HOMEHKJATypa JI€] COCTaBJISETCs, KaK MPABUIIO, MO CTPYKTYpHOMY (B COOTBETCTBUHU C
YTBEP)KJCHHOM M OTPaK€HHOM B LITAaTHOM pPACIUCaHUM CTPYKTYpPOM OpraHM3aluu) WM 1O CTPYKTYPHO-
(bYHKIMOHATHLHOMY MPUHIHITY (B COOTBETCTBUHU CO HITATHBIM PAcIUCAHUEM, YIPABICHUYECKUMH (DYHKIHSIMU H
HalpaBJICHUSAMHU JEATENbHOCTH OpraHu3anuu). B OeccTpyKTypHBIX OpraHu3alusXx HOMEHKIATypa [Jell
COCTaBIISICTCS MO (PYHKUMOHAJIHHOMY HPUHIUIY (B COOTBETCTBUM C YHPABICHUYCCKUMH (DYHKIUSAMH U
HalpaBJICHUSMH JI€ATEILHOCTH OpPraHU3alun).

163. CTpyKTYpHBIMU 3JI€MEHTaMH HOMEHKJIATYpPbI €] SIBJISIFOTCSI pa3/iesbl, KOTOPbIE MOTYT JI€JIUTHCS Ha
HOJIPa3/Iebl.

He3aBucumo oT npuHLMIIA TIOCTPOEHUSI HOMEHKIJIATYPhI A€ U YTBEPKIAECHHONW CTPYKTYpbl OpraHU3alluu B
MePBBIN pa3en BKIOYaroTcs aena ciayxos JJOY.

HaunmenoBaHusi BpeMEHHO AEWCTBYIOUIMX KOJIJIETHAJIBHBIX OPraHOB M OOIIECTBEHHBIX OpPraHM3alUid B
HOpsAKE 3HAYMMOCTH YKa3bIBAIOTCS B KOHLIE HOMEHKJIATYpPBI /1€ B KAYECTBE CAMOCTOSATENIbHBIX Pa3/iesoB.

164. CBoxgHass HOMEHKJIaTypa nen odopmiisseTcs Ha oOmieM OJaHKe OpraHWU3alyyd WU YUCTOM JIUCTE
Oymaru popmara A4.

165. I'pahbl HOMEHKIIATYPBI JIE]T 3aMOJIHSAIOTCS B COOTBETCTBUHU C YCTaHOBJICHHON (hOPMOIA:

165.1. B rpade 1 HOMEHKIATYpHI JieNl YKa3bIBAIOTCS MHIEKCHI Jeil. MHIeKe aena cOCTOMT U3 YCIOBHOTO
obo3HaveHHs (MHICKCA) pasena (mmoapas3/esia) HOMEHKIIATYPBI JIe M IMOPSIIKOBOIO HOMEpa Jielia B mpeaesiax
JAHHOTO pa3zena (rmoapasaena).

Hampuwmep:
1-1, 1-2; 2-1, 2-2, 2-3

[Tpu HE0OXOAMMOCTH COCTABHBIE YaCTH UHJIEKCA MOTYT JIOMOJIHATHCS 1udpoit "0".

Hanpuwmep:
01-01, 01-02; 02-01, 02-02, 02-03

B cBogHoit HOMCHKIJIATYpEC ACII OAHOPOAHBIM JI€JIaM, BKIIFOYCHHBIM B PA3JIMYHBIC PA31CJIbL (nonpamenm),
IMPHUCBANBAOTCA OAMHAKOBBIC 3aIOJIOBKH.

Hanpuwmep:
[Tpuka3bl MMHHCTpA 110 OCHOBHOM JesTeNbHOCTH. Konun

Jlena, B KOTOpbIE TPYHIUPYIOTCS TOKYMEHTHI 110 BOIIPOCaM, pa3pelraeMbiM B TEUCHHE ABYX U Oojee JeT
(mepexosmIne /esa), BKIFOYAIOTCS B HOMEHKIIATYPY eI CIETYIOMIETO o/l IO/ TEM YK€ HHICKCOM.

B koHI1le kaxaoro paszzaena (moapasziena) HOMEHKIATYPHI JIed MPeAyCMaTPUBAIOTCS Pe3epPBHBIC WHIEKCHI
AJI HE3AIUIAaHUPOBAHHBIX A€, 3aBOJUMBIX B TCUHCHUEC I'OJIa;

165.2. B rpade 2 HOMEHKIIATYPHI JeT yKa3bIBAIOTCS Ha3BaHUS Pa3AesioB (MIOAPA3/IEIOB) U 3aTOJIOBKH JIE.

3aroJIoBOK JieNa JIOJDKEH COOTBETCTBOBATH COIEPIKAHWIO M COCTaBY BKIIOYAEMBIX B HErO JOKYMEHTOB,
OBITh KPATKUM, KOHKPETHBIM U JOCTYITHBIM JJIsI BOCTIPUSTHSL.

B cocraB 3aronoBka BKITIOYAIOTCS YKa3aHUE PoJia 3aBOJAMMOTO Jeia (JJOKYMEHTBI, TIEPETHCcKa, JIEN0) W
Pa3HOBUAHOCTH JIOKYMEHTOB (MPUKAa3bl, MPOTOKONBI, IJIAHBI, OTYETHI, aKThl M Jp.) W Ha3BaHUE TEMBI
(conmeprkanme) nena.

B 3aronoBku onpeeneHHbIX KaTeropuil 1e TOTOTHUTEIFHO BKITFOYAIOTCS:

yKa3zaHHe aBTOpa JOKYMEHTOB (IIOJIHOE, COKpAIeHHOE WM BHOBOE HAMMEHOBAHWE OpTaHU3aIHH,
CTPYKTYPHOTO MOAPA3IEICHNS WU TOJKHOCTHOTO JINLA);

Hanpuwmep:
[Tpuka3bsl TUpeKTOpa NPEANPUATHS IO OCHOBHOH IEATENBHOCTH



YKa3aHue aapecara Wik KOPpECCIIOHACHTA JOKYMCHTOB,

Hanpuwmep:
[lepenucka ¢ MuHnucrepctBoM toctunun PecnyOnuku bemapych 0 TpOBEICHMH FOPHIWYECKON
HKCHEPTU3bl HOPMATHUBHBIX MPaBOBBIX akToB Pecnyonuku benapych

reorpa)uuecKkoe Ha3BaHUE HACEICHHOTO MYHKTa WIM TEPPUTOPUHU, C KOTOPOW CBSI3aHO COJCPIKAHUEC
JOKYMEHTOB JIJIa;

Hanpuwmep:
Otuersl cpennux mkon bopucosckoro, J[3epxkuHckoro u Kpyrckoro paiioHoB MuHckoi ob0iactu o0
y4eOHO-BOCITUTATEIHLHOM padboTe

naThl (epuo), K KOTOPHIM OTHOCHUTCS COZIEp KaHKEe JOKYMEHTOB JIea;

Hampuwmep:
OTYeThl TOCYAAPCTBEHHBIX APXUBOB O KOMILUIEKTOBAHUH JOKYMEHTAMU JIMYHOTO mpoucxoxaeHus B 2001
- 2006 rr.

YKa3aHHueC Ha KONUNHOCTD AOKYMCHTOB, BKJIFOUCHHBIX B JCJIO.

Hampuwmep:
[Ipuka3sbl nupeKkTOpa NpeanpusTrs 10 OCHOBHOU AesATenbHOCTH. Ko

TepmuH "JlokyMeHTbI" UCHIONIB3YETCS B 3aTOJIOBKE:

Opyd TPYNIUPOBKE B JIEJIO Pa3IMYHBIX BUJOB JOKYMEHTOB IO OJHOMY BOIIPOCY, HE CBSI3aHHBIX
II0CJIEI0BATENBHOCTBIO JEIO0IPOU3BOACTBA. B KOHIE 3arojioBka B CKOOKaX YKa3bIBarOTCS JIBAa-TPU OCHOBHBIX
BHJIA IOKYMEHTOB, BKJIFOUEHHBIX B JIEJIO;

Hanpuwmep:
JIOKYMEHTBI O CTPOUTEIBCTBE CIIOPTUBHOTO KOMIUIEKCA ((PMHAHCOBBIN OTYET, CMETHI, CIIPABKH U JIp.)

npu OOBEIMHEHHH B OJIHOM JieJie JIOKYMEHTOB-TIPUJIOKEHUN K KaKOMY-JIHOO JOKYMEHTY WU TPYIIe
JIOKYMEHTOB.

Hanpumep:
JIOKyMEeHTBI K IPOTOKOJIaM 3acefjaHuil kojuieruu MuHuctepcrsa 3a 2007 rox

Tepmun "Jleno" ucnonb3yeTcs B 3aroj0BKE MpHU OOBETUHEHUHU B JIEJI€ PA3IMYHBIX BUJIOB JIOKYMEHTOB I10
OJTHOMY BOTIPOCY, CBSI3aHHBIX MOCIIEA0BATEIHHOCTHIO €r0 PEIICHUS.

Hanpumep:
Heno o paccMoTpenuu sxanoos iBanosa .M.

Tepmun "Jleno" ynorpebnsiercss B Ha3BaHUAX JIMYHBIX, CyJI€OHBIX, apOUTPAKHBIX JEII.

B 3aronoBkax nen ¢ NnepenucKou yKasplBalOTCs KOPPECIOHACHT WM KOPPECIIOHIEHTHI, €CIIU MEPEIUCKa
BEJIETCA C OJHUM, JIByMsI WJIM TPeMsl KOPPECHOHAECHTAMH, U COJEpKaHUE BOIIPOCa, MO KOTOPOMY BEIETCS
[IEPENUCKA.

Hanpumep:
[Tepenncka ¢ MUHUCTEPCTBOM 3/IpaBOOXpaHEHUS], TOCYyIapCcTBeHHbIM mpennpustiueMm "bendapmarusa” o
IIOCTaBKE JIECKAPCTBEHHBIX IIPENapaToB

Ecnu mepenucka Bemercss ¢ Oojee 4eM TpeMsi OJHOPOAHBIMH KOPPECHOHACHTAMH, OHH MOTYT OBITh
Ha3BaHEI B 3ar0JIOBKE 000OIIEHHO.



Hanpumep:
[lepenucka ¢ MCHONHUTENBHBIMU KOMHUTETaMH oOsiacTed M . MHHCKa O pacnpelieneHud MOJIOIbIX
CIELUATUCTOB

Ecnu mepenmcka Bezmercst ¢ Ooiee 4eM TpeMsi Pa3sHOPOJHBIMU KOPPECIIOHACHTAMM, WX HAa3BaHUS B
3arojoBKe, KaKk IPaBUJIO, HE YKa3bIBAIOTCSL.

Hanpuwmep:
[Tepenucka o 3akI0YEHUU JOTOBOPOB HA MTOCTAaBKY MAaTEPHAIOB U KOMIUIEKTYIOIIHUX

B 3aronoBkax, comepikaliux IUIAHOBYIO WJIM OTYETHYIO JOKYMEHTAIIMIO, YKa3bIBAIOTCS YHCIIO, MECHII,
KBapTal, roji, Ha (3a) KOTOPbIi COCTaBJICHBI JOKYMEHTHI.

Hanpuwmep:
[Tnaner paboThI CTPYKTYPHBIX MOJpa3aenenuit npeanpustus Ha [V kB. 2007 1.
KBaprasnbHble 0TUeTHl 0 paboTe CTPYKTYPHBIX Nojpa3aeiaeHuit npeanpustus 3a 2007 rox

He nomyckaercss ucnonb30BaTh B KaueCTBE 3arojIOBKOB (DOPMYIHPOBKH, HE OTPAXKAIOIIWE COCTaB U
CoJiep’KaHue JIOKYMEHTOB, BKIIOYEHHBIX B Jeno ("Marepuansl”, "JlokymeHTanbHble Marepuainsl”, "PasHbie
nokyMeHThl", "®uHaHcoBble AOKyMeHTHI", "OOmas mnepenucka" W T.I.), U ONpeAENCHUS, B KOTOPBIX BUJ
nokyMmeHnTa 3ameHeH neiicteueM ("Hccnenosanwue ...", "PaccmoTpenue ...", "Obecrieuenue ..." u T.1.).

B npouecce dopMupoBanus e 3aroI0BKA MOTYT YTOUHSITHCS.

3arosoBKM B pazaenax (Hoapas3zienax) HOMEHKIATYphl JeJl CUCTEMATH3UPYIOTCS MO TIpynmnaM B
3aBUCUMOCTH OT 3HAUMMOCTH U B3aUMOCBSA3H /€Il B CIEAYIOIIEM MOPSIKE:

HOpMaTHBHbIE NpaBoBble akThl PecnyOnmuku benapych (mekpersl, ykasel Ilpesupenra PecrnyOnuku
benapycs, 3akons! Pecniybnmku benapycs, mocranosienust Copera MunuctpoB Pecniy6nuku benapyce u ap.);

y4peaUuTEeIbHbIE JOKYMEHThI OpraHu3auu (yCTaBbl, OJI0XKEHHS, CBUIETENBCTBA O PETUCTPALU U Jp.);

pacropsauTeNbHble W METOJUYECKHE JIOKYMEHTHI BBIIIECTOSANIMX OpraHu3alui  (MOCTaHOBJICHHUS,
MIPUKa3bl, YKA3aHUA U Jp.);

pacropsauTeNbHbIe JOKYMEHThI OpraHu3aluy (IpUKa3bl, paCOPSLKEHUS U JIp.);

OpraHU3aI[MOHHbIE JOKYMEHTHI (IITaTHBIE pACIUCAHMSL, T0JI0KEHUS, MHCTPYKIUH, IpaBuia U ap.);

IIPOTOKOJIBI,

IUTaHbI;

OTYETBHI;

JIOTOBOPBI;

CIPaBOYHO-UH(POPMALIMOHHBIE JOKYMEHTHI (aKThl, CIIPABKH, HH(POPMALIUU, CBOAKH U JP.);

NEPETNCKa;

YYETHO-PErUCTPALUOHHBIE (POPMBI.

[Topsiiok cucTemMaTn3anuy HHBIX 3ar0JI0BKOB JI€J ONPENESIETCsS COCTABUTENEM HOMEHKIIATYPHI.

CucremaTuzanus 3aroJIOBKOB /i€ BHYTPU KaXJOW TpYNIbl ONPEAENAETCS B COOTBETCTBHUH CO
3HAYUMOCTBIO JTOKYMEHTOB M CPOKaMH MX XpaHEHMs: NMPHUKa3bl 10 OCHOBHOM NEATENbHOCTH pacrojaraiorcs
nepesl NpUKa3aMu 0 JIMYHOMY COCTaBy, TOAOBBIE IUIAHBI U OTYETHI - MEPE] KBApTaJIbHBIMU M MECSYHBIMU,
MepenucKa ¢ BBIIECTOSIIIUMU OpTraHU3aIUsAMU - [Iepe]l NEPENUCKON C MHBIMU OpraHU3alusIMU U T.1.

CucremaTtuzanusi 3arojlOBKOB OJHOPOJHBIX [€JI, COJEp/KallMX HAaWUMEHOBAaHMS KOPPECIOHACHTOB WIIH
reorpauyeckue Ha3BaHuUs, OCYILECTBISETCS 10 aihaBUTY;

165.3. rpada 3 HOMEHKJIATYphl JeN 3alOJH’IETCd B KOHIE JEJIONPOU3BOJCTBEHHOro roja. B Heit
YKa3bIBa€TCsl KOJMYECTBO Jied (TOMOB, 4YacTei), 3aBe€HHBIX B OpraHM3alMd B TEUEHUE ToAa TIOJ
COOTBETCTBYIOILIIUM 3ar0JIOBKOM;

165.4. B rpade 4 yka3pIBalOTCSI CPOKM XpaHEHHUs JieJ, HOMepa IYHKTOB M (MJIM) CTaTeid COrjlacHO
HOPMATHBHBIM MpPaBOBbIM akTaM PecnyOnukn benapych, JOKaJdbHBIM HOPMAaTHBHBIM IIPABOBBIM aKTaM,
YCTaHABIIMBAIOIIMM NIEPEYHU TUIOBBIX JOKyMeHToB HannonansHoro apxusHoro gouaa Pecyonuku benapycs,
00pa3ylomMXCcsi B  MpOLECCe JEATEIBbHOCTH TOCYIAapCTBEHHBIX OpPraHOB, MHBIX OpraHu3aluil U
WHIUBUAYAIBHBIX MpeANpUHUMATENel, ¢ yKa3aHHEM CpPOKOB XpaHeHMs (Jajiee - TMepevYeHb THUIOBBIX
JOKYMEHTOB C YKa3aHHEM CpPOKOB XpaHEHMs) W (MJIHM) MEpeyHH TOKYMEHTOB HalmoHaqibHOrO apXUBHOTO
donma, oOpa3ymomUXCsS B Ipolecce NeSATeNIbHOCTH TOCYIapCTBEHHBIX OPraHOB, HMHBIX OpraHu3anuil u
MIOJYMHEHHBIX UM (BXOISILMX B COCTaB, CUCTEMY) OpPIaHOB, OpraHU3alluii, C yKa3aHUEM CPOKOB XpaHEHMs



(mamee - BEIOMCTBEHHBIM MepeyeHb JOKYMEHTOB C YKAa3aHMEM CPOKOB XpaHEHHWs), a TakKe MEepeuHH
nokymeHtoB  HamumonanmpHoro  apxuBHoro ¢onpga, oOpasylommxcs B Ipolecce  JIeATeIbHOCTH
HEroCyJapCTBEHHBIX OpraHU3alMil U MOJYMHEHHBIX UM (BXOISAIIMX B COCTaB, CHUCTEMY) OpraHU3aluid, C
YKa3aHHEM CPOKOB XpaHEHHUSI.

Cpoku XpaHEHHUs TOKYMEHTOB, HE OTPaKEHHBIX B NIEPEUHSIX JIOKYMEHTOB C YKa3aHUEM CPOKOB XpaHEHHS,
YKa3aHHBIX B YacTH IIEPBOM HacTosAmero mnoamnyHkTa, omnpexeistorcs [IOK (OK) opranmzamuii mo
COIVIACOBAHUIO C OpraHaMH apXMBHOIO Jejla U JEJIONPOU3BOJCTBA M T'OCYJAapPCTBEHHBIMHM apXuBaMu (AJs
OpraHM3aluii, SBISIOUMXCA HCTOYHHUKAMU KOMILJIEKTOBAaHHUS TOCYyAapCTBEHHBIX apxuBoB) win [IOK
BBIIIECTOSAIIUX OPraHU3aAMK (7151 MHBIX OpraHU3aluil);

(. 165.4 B pen. moctanoBienuss Muntocta ot 27.01.2012 N 18)
(CM. TEKCT B IPEABLAYIIEH peaaKIlim)

165.5. B rpade 5 "[Ipumeyanue" mpoCTaBISIOTCS OTMETKH O MEPEXOIAIINX Jenax, O He3aBEeICHUU /1T, O
nepeaye J1en B Apyryro OpraHu3aluio Wik CTPYKTYPHOE NoApa3esieHue AJis IPOJOJIKEHMSI, O BbIIECICHUH JIEN
K YHMUYTOXEHHUIO, 00 yTpare Jej, O JIMIaX, OTBETCTBEHHBIX 3a (OpMHUPOBAHUE e, O Iepelaye B apXuB
opraHu3zaiuu Jea BpeMeHHoro (1o 10 net) xpanenus, o JaTtax U uHAekcax nporokosioB 3aceaanuit LIDK (DK)
OpraHM3allfy, B COOTBETCTBHHM C KOTOPBHIMHU YCTAaHOBIIEHBI CPOKHM XPaHEHHS TOKYMEHTOB, HE OTPaKCHHBIX B
MEePEYHSIX THUIOBBIX JIOKYMEHTOB C YKa3aHHEM CpPOKOB XpaHEeHHMs] U (WIM) BEJOMCTBEHHBIX TMEPEUHSIX
JOKYMEHTOB C YyKa3aHHUEM CPOKOB XpaHEHHUs, a TaKkKe IMepeuHsX MOKyMEHTOB HalnoHaabHOTrO apXWBHOTO
¢doHma, 00pa3yrOMUXCS B MPOLECCE JCATEIFHOCTH HEroCYAapCTBEHHBIX OpraHW3alMidi M TOAYMHEHHBIX UM
(BXOASIIMX B COCTaB, CUCTEMY) OpraHU3alui, C yKa3aHUEeM CPOKOB XpaHEHUS, U JIp.

(B pea. nocranoBienust Muntocra ot 27.01.2012 N 18)
(CM. TEKCT B MPEBIAYIIEH PElaKIiN)

166. B xoHue cBOJHOW HOMEHKJIATypbl aen nepen pekBuzutroMm "[loammch" yka3piBaroTCsi Ha3BaHUSA
HOPMATUBHBIX IPABOBBIX aKTOB, UCIIOJIH30BAHHBIX MIPH OIPEICICHUH CPOKOB XpaHEHUS JeIl.

167. Tlo okoHYaHMM AETOMPOU3BOACTBEHHOTO Toja ciayx6oit JIOY opranuzanuu B KOHIIE CBOIHOMU
HOMEHKJIATYphI Jell COCTABJIETCS UTOTOBAas 3alKCh O KAaTErOPUAX M KOJIMUYECTBE 3aBEICHHBIX Jied Mo Gopme
corylacHo mpwiokeHuto 12. VToroBble 3amMcu K HOMEHKIATypaMm Jell CTPYKTYPHBIX IOApa3/eleHU
(oO1IecTBEHHOM OpraHU3aIli) COCTABJISAIOTCS MO ATOH ke (opMe W TOJMUCHIBAIOTCS PYKOBOAUTEISIMHU STHX
nojipasz/iesieHni (00111eCTBEHHOM OpraHu3aum).

I'nasa 11
OOPMHUPOBAHMUE JIEJI

168. ®opmupoBaHue nen - TPYNIUPOBKA MCIOJHEHHBIX JOKYMEHTOB B Jiella B COOTBETCTBUU C
HOMEHKJIATypOU JIedl.

JIOKyMeHTBl TpYyNNHUpYyIOTCs B Jiena paOOTHUKAaMH, OTBETCTBEHHBIMH 3a JIEJIONPOU3BOJICTBO B
CTPYKTYpHBIX ToOApasfeneHusx. KOHTponb 3a TpaBWIBHBIM (opMUpOBaHMEM Jel B OpraHU3anuu
ocyuecTBisiercs cinyxooit I0Y.

169. JIoKyMeHThI TPYIIUPYIOTCS B JieJla COTIaCHO OTMETKaM 00 MCIoIHeHUHU AokyMeHToB "B nemo N'.
IIpu >TOM HpPOBEPAIOTCS MPABHWIBHOCTE O(POPMIICHHS JOKYMEHTOB, HaJIM4yHe IOAMUCEH, JaT, OTMETOK 00
WCTIOJTHEHUH U APYTHX HEOOXOIUMBIX PEKBU3UTOB TOKYMEHTOB.

170. B nena rpynmupyroTcsi ITOKYMEHTHI OJHOTO JIEJIONPOM3BOJICTBEHHOTO T0Jd, 3a HCKIIOYEHUEM
MEePEeXOISIINX, JIAYHBIX U Cy/IeOHBIX JeI.

JIOKyMEHTBI TOCTOSIHHOTO, BpeMeHHoro (cBeime 10 yiet) m BpemMeHHoro (10 10 jeT BKIIOUHTENBHO)
XpaHeHHsI TPYNIUPYIOTCS B OTHENbHBIE fena. JlomyckaeTcs BpEeMEHHas TPYNIHAPOBKA B OIHOM JIejie
JOKYMEHTOB C DPa3JIMYHBIMM CPOKAaMHU XpPAaHEHMs, CBA3aHHBIX peEIIeHHEeM OJHOro Bompoca. [lo okoHuaHHM
JETOTIPON3BOACTBEHHOTO TO/Aa Takue Jena pacOpMUPOBBIBAIOTCS, a JOKYMEHTHI TPYNIUPYIOTCS B
CaMOCTOSITENIbHBIE JIeJ1a B 3aBUCUMOCTH OT CPOKOB MX XpPaHEHUS.

B neno BkitoyaeTcsl TONBKO OJMH IK3EMIUISP Kaxa0ro JokymeHta. He nomyckaercs BKIOYaTh B Jiena
JOKYMEHTBI, TIOJIeXKAII1e BO3BPATY, YEPHOBBIE U TyOJIETHBIE HK3EMIUISPHI.

[Mpunoxenuss GoOpMHUPYIOTCS B JlelNa BMECT€ C JOKYMEHTaMH, K KOTOPBIM OHH OTHOcsTcs. [lpm
3HAYUTEIHHOM 00BbeMe MPHUIIOKEHUI OHU TPYNIHUPYIOTCS B OTACIBHBIE JIea.

171. O6weM paena He nomkeH npesbimarh 250 aucToB npu TommuHe He Oonee 40 mm. [lpu Gombiiem
o0beMe JOKYMEHTOB [eJI0 JACNSAT Ha CaMOCTOSATENIbHBIE TOMa; JOKYMEHTHl KaXIOro TOMa SIBIISIOTCS
IIPOAOIKEHUEM IPEABIAYIIETO.
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172. JIoOKyMeHTBI B JeJ€ CHUCTEMATU3UPYIOTCS MO CJIACAYIOIIMM MNPUHIIMIAM WM HMX COBOKYIHOCTH:
BOIIPOCHO-JIOTHYECKUM, XPOHOJIOTHIECKUH, al(aBUTHBIN, HyMEPaIlMOHHBIN U JIp.

PacniopsinuTenbHble JOKYMEHTBI TPYNIUPYIOTCS B Jejia MO BUAAM U CHUCTEMATU3UPYIOTCS B MOPSIKE
BO3pacTaHUsI HOMEPOB.

[Ipuka3pl 1 pacnopspKeHUsI MO OCHOBHOM JICSITENIBHOCTH M IO JIMYHOMY COCTaBy TPYNIHUPYIOTCS B
OTJICNbHBIE JIeNIa.

[Ipuka3zbl U pacnopspKeHHs M0 JUYHOMY COCTaBY T'PYIIIUPYIOTCS B OTACJIbHBIC JieJia B 3aBUCUMOCTH OT
CPOKOB UX XPaHEHHUS:

0 TpueMe, MepeBo/ie, YBOIbHEHUH, MOOIIPCHUH, TPEMUPOBAHIH, YCTAHOBICHUHN HA/I0aBOK, MPHUCBOCHUH
KBAIM(UKAIIMOHHBIX KAaTerOpui, pa3psaoB, KJIaccoB, [UIMTENbHBIX (Oojee Mecsila) U 3apyOeKHBIX
KOMAaH/IUPOBKAX, 3aKIIOYCHUH U MPOJICHUH TPYIOBBIX JIOTOBOPOB (KOHTPAKTOB);

0 MPEJIOCTABJICHUN OTITYCKOB, HAJIO)KEHUHU B3bICKAHUN, HA3HAYEHUU JCKYPHBIX, KOMaHIUPOBKaX.

PacniopsiqutenbHble  JOKYMEHTHI ONPEACIIEHHOW PpPa3sHOBUAHOCTU, PETUCTPUPYEMBIE OTIEIBHO B
COOTBETCTBUH C TpeOOoBaHUAMH TOANMYHKTOB 142.3 wm 142.4 wnHacrosmeit WMHCTpyKIMuM, TPyNnmupyroTcs B
OTJIEJIbHBIE JIeNa.

[TpoTOKOIIBI B IeIaX CUCTEMATU3UPYIOTCS 110 XPOHOJIOTHU B MTOPSIKE BO3PACTaHUS HOMEPOB.

[Inanbl, OTYETHI, CMETHI, TUTYJIBHBIC CIIUCKHU TPYIITUPYIOTCS OTACIBHO OT PACUYETOB K HUM.

[T1aHbI ¥ OTYETHI TPYIIUPYIOTCS B JIeNIa TOTO TOJa, K KOTOPOMY OHHM OTHOCSTCS [0 CBOEMY COJIEP KAHHUIO,
HE3aBHCUMO OT BpeMeHH ux cocrtasieHus. Hampumep, minan Ha 2006 roa, cocraBieHusii B 2005 roay, miu
otuet 3a 2006 rox, cocraBienHsiit B 2007 roxy, 1oKHBI ObITh oTHeceHbI kK 2006 roay. [lnansl, paccunTaHHbie
Ha HECKOJIBKO JIeT, (QOPMHUPYIOTCS B JieJIa 110 HAYaJIbHOMY TOJIy WX JCUCTBUS; OTYETHI O BBIOJHEHUU TAKUX
IJ1aHOB (DOPMUPYIOTCS B JIENa IO MOCIEeIHEMY IOy JEHCTBUS MIIaHa.

Hena ¢ mepenuckoy, MOpyuyeHUIMH U JOKYMEHTaMH 00 MX BBINOJHEHUU (HOPMHUPYIOTCS IO BOMPOCHO-
JIOTUYECKOMY  TMPUHIUIY,  OPeIyCMaTPUBAIOLIEMY  PACIONOXKEHHE  JOKYMEHTOB B  JIOTHUECKOU
MOCJICIOBATEILHOCTH PELICHUs BOIMPOCA: IEPBBIM TOMEIIACTCS HWHHUIIMATUBHBIN JTOKYMEHT (3alpoc Wiu
MOpYYEHUE), 32 HUM - IOKYMEHT-OTBET.

JIOKyMEHTBI JINYHOTO Jiela CUCTEMATU3UPYIOTCA B MOPSIKE, YCTAHOBICHHOM aKTaMU 3aKOHOJATENbCTBA
Pecniy6nuku benapycs.

OOpatenust TpaxaaH, B TOM YHCIE WHIAUBUAYAJIbHBIX MNpEANpPUHUMATEICH, W IOPUIAYECKUX JUIl U
JIOKYMEHTBI, CBSI3aHHBIE C UX PACCMOTPEHHEM, TPYNIHUPYIOTCA B CAMOCTOSATEIbHBIE /Ie]1a U CUCTEMATU3UPYIOTCS
B XPOHOJOTHYECKOM WM andaBuTHOM Tmopsake. OOpamieHusi TpakaaH, B TOM YHCIE WHIWBHUIYAIbHBIX
NpeAnpUHUMATENIed, U HOPUANYECKUX JIMI, COAEpP)KAIME MPEMIOKEHUS MO YIYUYIIEHUIO JeATeIbHOCTH
OpraHu3alyii, WHIWBUAYyAJIbHBIX MPEANPUHUMATENICH, COBEPIICHCTBOBAHUIO IIPABOBOTO PETYIHPOBAHUS
OTHOIIEHUH B TOCYJApPCTBEHHOW W OOIIECTBEHHOW JKM3HHM, PEUICHHI0 BOMPOCOB HAKOHOMHUYECKOM,
MOJINTHYECKOM, COLMANBHON W Jpyrux cdep ACITENIBHOCTH TOCYJapcTBa U OOIIECTBA, TPYNIUPYIOTCS
otnenbHo. Kaxkmoe oOparieHne W JOKYMEHTHI, CBS3aHHBIE C €r0 PAacCMOTPEHHEM, COCTABISIOT B JeNe
camocToATeNbHYI0 Tpynny. [loBTOopHBIE oOOpaleHuss W JOKYMEHTBHI, CBSI3aHHBIE C HMX PAaCCMOTPEHHEM,
CUCTEMATU3HUPYIOTCA B JI€JI€ BMECTE C MPEAbLAYIIUMH.

(vacTh omuHHamUATas 1. 172 B pen. mocranosienuss Muntocta ot 24.10.2011 N 235)
(CM. TEKCT B MPEABLIYIIEH peaaKIIim)

JlutieBble cueTa TPYNIUPYIOTCS B CaMOCTOSITENIbHBIC J€Jia B TPeAesiax Toja U CUCTEeMATH3UPYIOTCS IO

andaBuTy hamMuIni.

I'maBa 12
OKCIIEPTU3A HEHHOCTHU JOKYMEHTOB

173. DkcnepTu3a EHHOCTH JOKYMEHTOB - OIPEAEIICHHE HayYHO-UCTOPUYECKON, COLUAIIBHO-KYJIBTYPHOU
HEHHOCTH U MPAKTUYECKON 3HAYMMOCTH JJOKYMEHTOB C LIEJIbI0 YCTaHOBJICHHS CPOKOB UX XpaHEHUs U 0TOOpa Ha
XpaHEeHHUe.

174. DxcnepTU3a HEHHOCTH JOKYMEHTOB B OpraHU3alliy OCYIIECTBIISIETCS TOCTOSAHHO AelcTByronieil JK.
B rocynapcTBeHHBIX opraHax M MHBIX OpraHU3alUsaX, UMEIOIINUX OJYMHEHHbIE (BXOASIINE B COCTaB, CHCTEMY)
OpraHbl, OpraHu3aiuu, Co3at0Tcsl MOCTOSIHHO AeicTByromue [[OK.

(B pen. moctanosyiennst Muntocta ot 27.01.2012 N 18)
(CM. TEKCT B MPENBIAYIIEH pelaKIin)

[IOK (OK) peiicTByeT Ha OCHOBaHUHM TOJOXKCHHS, YTBEPKIA€MOIO PYKOBOJIUTEIEM OpPTraHU3aIINH.

ITonoxxenna o LIDK (OK) opranuzanuii, sSBIAIOIUXCS HUCTOYHUKAMU KOMILJIEKTOBAHUS TOCYAAPCTBEHHBIX


consultantplus://offline/ref=D8C3734628ABC8870ACE03571B140C0331A72C699F2E8AE386A5B49FB124F20E2D71CD3D2DCF81E64A439682C5BBK4N
consultantplus://offline/ref=D8C3734628ABC8870ACE03571B140C0331A72C699F2E8AE386A5B49FB124F20E2D71CD3D2DCF81E64A439682C5BBK0N
consultantplus://offline/ref=D8C3734628ABC8870ACE03571B140C0331A72C699F2E8AEE83A4B59FB124F20E2D71CD3D2DCF81E64A43968AC6BBK5N
consultantplus://offline/ref=D8C3734628ABC8870ACE03571B140C0331A72C699F278CEF82A5B8C2BB2CAB022F76C2623AC8C8EA4B429688BCK0N
consultantplus://offline/ref=D8C3734628ABC8870ACE03571B140C0331A72C699F2E8AE384A5B79FB124F20E2D71CD3D2DCF81E64A43968AC7BBKFN
consultantplus://offline/ref=D8C3734628ABC8870ACE03571B140C0331A72C699F2E8AEE82A0B29FB124F20E2D71CD3D2DCF81E64A43978AC6BBKFN

apXHUBOB, COTJIACOBBIBAIOTCS C COOTBETCTBYIOIIMMH TOCYHApPCTBEHHBIMH apXHBaMHU, MHBIX OpraHu3alui - ¢
3K BeImecTosImMX Oprann3aruii.

175. IOK (OK) co3naercs B coctaBe He MeHee 3 uenoBek. [Ipencemarenem L[DK (OK) naznauaercs
3aMECTUTENb PYKOBOAMUTENSI OpraHU3alliy, WieHAMHU - pyKoBoauTenb ciayk0bl JIOY (nu10, 0TBETCTBEHHOE 3a
JIOY), 3aBenyromuii apXxuBoM (JIMII0, OTBETCTBEHHOE 33 apXUB) OpraHW3allly, TJIaBHBIH OyXraiarep M Ipyrue
HanOosiee KBaHQpUIMpoBaHHbIe paboTHUKU opranm3anuu. B cocras [IDOK (OK) opranmszanuum, sBistomeiics
HMCTOYHUKOM KOMIUIEKTOBAaHUS IOCYIapCTBEHHOI'O apXMBa, MOXKET BKJIIOYAThCS PAOOTHUK COOTBETCTBYIOILEIO
apxuBa. Ilepconanpubiii cocraB [[DK (OK) yrBepxkmaeTcs mpuka3zoMm (pacropsbKeHHEM) PYKOBOIUTEIS
OpraHu3alMH.

176. OcaoubiMu pyHkiusmu [IOK (OK) sBustoTcs:

IIPOBEJCHUE IKCIIEPTU3BI LIEHHOCTH TOKYMEHTOB U OINPEEICHUE CPOKOB UX XPAHEHHUS B COOTBETCTBUU C
3akoHoAarenscTBoM PecriyOnuku benapycs;

(ab3an BBeneH nocranoieHueM Muntocta ot 27.01.2012 N 18)

COTJIacOBaHUE MPOEKTOB HOMEHKJIATYp JeJl OPraHU3aluU U €€ CTPYKTYPHBIX MOAPA3/IeICHUA, TUIIOBBIX U
IIPUMEPHBIX HOMEHKJIATYp J€J, WHCTPYKLUHUH IO JEJIONPOU3BOJCTBY, IPOEKTOB IEPEYHEH TOKYMEHTOB C
yKa3aHHUEM CPOKOB XpaHEHUS, METOAMUECKUX JTOKYMEHTOB IO JIEIOMPOU3BOJICTRY;

€XKEroJIHbIi 0TOOP TOKYMEHTOB Ha XpaHEHUE U YHUUTOXKECHHUE;

COTJIaCOBaHUE OIUCEH el IMOCTOSHHOTO XpaHEHWs, BpeMeHHOro (cBoimie 10 ser) XpaHeHHs U TIO
JUYHOMY COCTaBY;

COTJIACOBAaHUE aKTOB O BBIICJICHUH K YHUUTOXKCHUIO TOKYMEHTOB U JIeJI, HE MOAJIEKAIUX XPAHEHUIO;

(B pen. nocranoBneHust Muntocta ot 24.10.2011 N 235)
(CM. TEKCT B MPEBIAYIIEH PElaKIiN)

HNOJArOTOBKA MPEJIOKEHUM 00 H3MEHEHHWU CpPOKOB XPAHEHHUsS OTAEJbHBIX KaTEropuil JOKYMEHTOB,
YCTaHOBJICHHBIX 3aKOHOAATENbCTBOM PecnyOnuku benapych, U BHeceHHE MX Ha PAacCMOTPEHHE OpPraHOB
apXUBHOTO Jiejia U JIeJIONPOU3BOCTBA U TOCYIaPCTBEHHBIX aPXUBHBIX YUPEKICHUM;

(B pexn. mocranoyiennst Muntocta ot 27.01.2012 N 18)
(CM. TEKCT B MPEIBIAYIICH pelaKIin)

OCYILIECTBJIEHUE METOJHUYECKOTO PYKOBOACTBA M KOHTPOJSA 3a AeiarenpbHocThio OK  cTpyKTypHBIX
M0/Ipa3/IeJIeHNH U MOAUYNHEHHBIX (BXOASIIUX B COCTAaB, CUCTEMY) OPraHOB, OPraHU3AIIMIA;

(B pen. nocranosienust Muntocta ot 27.01.2012 N 18)
(CM. TEKCT B MPENBIAYIICH pelaKIin)

OPUHITHE PEIICeHUH [0 BOMPOCAM COBEPIIEHCTBOBAHUS JAENOMPOM3BOACTBA U pabOThl  apXHBa
OpraHM3allK U MOJYMHEHHBIX (BXOJSALINX B COCTAB, CUCTEMY) OPraHOB, OpraHU3aLUH.

(B pen. nocranosienust Muntocra ot 27.01.2012 N 18)
(CM. TEKCT B MPENBIAYIIEH pelaKIin)

177. 2K (OK) sBnsieTcst coBemaTeIbHBIM OPTaHOM, PEIIEHUsI KOTOPOTO YTBEPKIAIOTCS PYKOBOIUTEIEM
OpraHu3alMH.

3acenanus LIOK (9K) n npuHrnMaemsle perieHns oGpopMIIsIFoTCs TPOTOKOIAMHU.

178. HenocpenctBennblii oT60p 1okymMeHTOB HarmonansHoro apxuBHoro gonga Pecnyonuku benapych
Ha XpaHEHHE B apXUB OpraHU3alliu U BBIJCIECHUE K YHUUYTOKEHHUIO MMPOU3BOIUTCS PAaOOTHUKAMU CTPYKTYPHBIX
MoApa3AeIeHUd OpraHu3aIiy, B ACSITEIIBHOCTH KOTOPHIX OHU OBLTH 00pa30BaHEI.

(B pen. nocranoienust Muntocta ot 27.01.2012 N 18)
(CM. TEKCT B MPENBIAYIIEH pelaKIim)

[IpyuHUUIBI, KPUTEPUU U MOPSAOK MPOBEICHUS] SKCIEPTU3bl LEHHOCTH JOKYMEHTOB OIPEIENSIOTCS
aKTaMHu 3aKkoHojAaTenbcTBa PecyOnmmku benapych.

179. Ilo pe3ynabTaTaM »HKCHEPTH3bl LEHHOCTH M OTOOpa JOKYMEHTOB COCTaBISIOTCSI OIUCH JIeNd
MOCTOSIHHOTO, BpeMeHHOro (cBbiie 10 yeT) XpaHeHHs U MO JUYHOMY COCTaBY, a TakXKe aKThl O BBIJEJICHUU K
YHUUTOXEHUIO IOKYMEHTOB U JeJl, HE OAJIekKAIINX XPAHEHHUIO.

(B pen. nocranoBneHust Muntocta ot 24.10.2011 N 235)
(CM. TEKCT B MpEABLIYIIEH peaaKIIim)

I'maBa 13
ODOPMIJIEHUE JIEJI
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180. Jena opranuzamuii mnoanexar OQOpPMIEHHIO TpU HUX 3aBEJACHMHM U 10 3aBEpIICHUHU
JeJI0NPOU3BOACTBEHHOIO0 roja. OdopmieHue aen nNpoBOAUTCS paOOTHUKAMU CTPYKTYPHBIX MOJApa3AeiIeHUN, B
KOTOPBIX OHU (POPMHUPYIOTCH.

181. B 3aBUCUMOCTH OT CPOKOB XpaHEHHUS MPOBOJAUTCS TMOTHOE WM YACTHIHOE O(OPMIICHHE JIETT.

YactuunoMmy Oo(OpPMIICHHIO TOJUIekKAT BCE Jeia MPH WX 3aBelEHUH B Jesonpou3BojcTBe. llomHomy
oopmiIeHHIO MOJUIeXkKAT JeJla IOCTOSHHOTO U BpeMeHHOro (cBbime 10 j1eT) XpaHeHUs Mocie UX 3aBepLICHUs
JEJIONPOU3BOJICTBOM.

182. YactruHoe odopMileHHE Jiea NPU 3aBEJJCHUU B JIEJIONPOU3BOICTBE IIPEeycMaTpuBaeT ohopMiieHue
PEKBU3UTOB O0JI0XKKH JIeJIa B COOTBETCTBHU C HOMEHKJIATYpo# nien. Ha 000 Ke 1ena yka3pIBatoTCs:

HalMEHOBAHUE BBILIECTOSIIECH OpraHu3aLuy;

HauMEHOBAHME OpraHU3aluy;

HalMEHOBAHUE CTPYKTYPHOI'O NOJpa3ieneHus win GQyHKIUK (HaIpaBiIeHHs IeATebHOCTH) OpraHu3aluu
B COOTBETCTBUU C HOMEHKJIATYPOU AET;

MHJIEKC JieJia [0 HOMEHKJIaType /e,

3aroJIOBOK JI€Na;

rofl, B KOTOPOM 3aBOJUTCS A€JI0;

CPOK XpaHEHUs Jena.

183. [TonHoe odopmieHue ena nmpeaycMaTpuBaeT:

HNOJUIMBKY WU TIEPEIUIET JeIa;

HYMEPALUIO JIUCTOB B JIEJIE;

COCTaBJICHUE BHYTPEHHEHN ONMKUCH JOKYMEHTOB Jelia (B ciay4asX, OIpeIe]IeHHbIX TyHKTOM 186 HacTosen
Wuctpykuun);

COCTaBJICHUE JIMCTa-3aBEPUTEIS JI€TIa;

oopmiIeHHE U YTOUHEHUE PEKBU3UTOB OOJIOKKH J1€N1a;

CUCTEMATH3AlMIO JOKYMEHTOB JIeJla B COOTBETCTBUH C TpeOoBaHUsAMU IJ1aBbl 11 HacTosient MHCcTpyKuy.

184. Jlena, mojuiexalye moJHOMYy O(OpPMIIEHUIO, MOIIMBAIOTCS HE MEHEEe YeM B YeThIpe MPOKoja B
TBEPAYIO 00JI0KKY MJIM MEPEIUIETA0TCS C YU€TOM BO3MOKHOCTH CBOOOIHOTO UTEHUS TEKCTA BCEX TIOKYMEHTOB,
JatT, BU3 U pe3oironuil Ha HuX. JlokymMeHTHI, odopmileHHbIe Ha nucTax Oymaru ¢opmata A4 B anbOOMHOM
OpHUEHTAllNM, TMOAIINBAIOTCS (TEeperuieTaloTcs) 3a JIeBOe Ioyie M cKianabiBatoTcs. [Ipu monaroroBke nen K
MOJIIMBKE (TeperyieTy) MeTalIMueckue mnpeamersl (OynaBKH, CKOOBI, CKpEeNKH M Jp.) U3 JIOKyMEHTOB
YAAJSIOTCS.

Jlena TMOCTOSIHHOTO  XpaHEHMs, COCTOSIIME M3 JIOKYMEHTOB 0CO0OW  Hay4HO-MCTOPUYECKOI,
XYJ0’KECTBEHHOW U MHOM LIEHHOCTH WJIX HE(POPMATHBIX JTOKYMEHTOB (UEPTEXKH, PYKOIUCH U T.I.), XpAHSITCS B
nankax ¢ Tpems KjalnaHaMU U 3aBsI3KaMU UM B KAPTOHHBIX QyTisipax (KOpoOKax).

185. JIuctsl B nesne, KpoMe JIUCTa-3aBEPUTENS JeJla U JINCTOB BHYTPEHHEHN ONMKMCH, HYMEPYIOTCS B TIPaBOM
BEpPXHEM Yriy apabckumu nuppaMu 4epHbIM IpadUTHBIM KapaHiamoM. Vcronb3oBaHue YEpHUI U IIBETHBIX
KapaHjameid aas HyMepaluu JIMCTOB He Jomyckaercs. JIMCThl BHYTpEHHEM ONUCH JIOKYMEHTOB Jeja
HYMEPYIOTCS OTAEIBHO. JINCTBI KaXa0ro ToOMa Jej1a HyMEPYIOTCS OTAEIBHO.

Crno’xeHHBIM JUCT pa3BOpauMBaeTCs U HyMepyeTcs B IpaBOM BepxHeM yray. Jluct moboro ¢opmara,
MOAIIUTBIN 32 OAWH Kpail, HyMepyeTcs Kak OJMH JUCT. JIUCT, CII0’KEHHBIN MON0JIaM U NOUIUTHIN 32 CEpEANHY,
HyMepyeTcs Kak JiBa JUCTa.

UYeptexku, auarpamMmsel, ¢ortorpapuu u JApyrue cnenuduueckue JOKYMEHTBI, MpeICTaBISIONINE
CaMOCTOSITENIbHBIN JIUCT B JIeJie, HyMEPYIOTCsl Ha 000POTHOM CTOPOHE B JIEBOM BEPXHEM YTIIy.

Jluct ¢ HariyxXxo HakKJIEeHHbIMM JOKyMeHTaMu (QortorpadusiMu, BBIpE3KaMH, BBIIMCKAMU U T.IIL.)
HyMepyeTcs KakK OJUH JIUCT. JJOKyMeHTBI, TOAKJIEEHHbIE OAHUM KpaeM, HyMEpYIOTCS OT/IENIbHO.

JIOKYMEHTBI, KOTOPbIE HEBO3MOXKHO MOALIUTH B JIET0, BKJIAIBIBAIOTCS B KOHBEPT, KOTOPHIN MOALINBAETCS
B Je70. BioxkeHuss HyMepyroTcsi OTJEIbHO OT KOHBEPTOB: BHAaYajle HyMepyeTcs KOHBEPT, a 3aTeM OuepeIHbIM
HOMEPOM Ka)KJI0€ BJIOKEHNE B KOHBEPTE.

[TonmmTele B Je/I0 JAOKYMEHTBHI ¢ COOCTBEHHOM HyMmepanued JUCTOB (BKJItOYash MEYaTHblEe HM3IaHMS)
HyMepyloTcst B obuiem mnopsiake. CoOcTBeHHass HyMmepalusi COXpaHSEeTCs, €CIM HMMEIOUIMA ee JOKYMEHT
COCTaBJISIET OTAEIBHOE JIEINO.

[Ipu Hanuuum OONBIIOrO KOJWYECTBA OHIMOOK B HyMEpalMd JHMCTOB Jiela MPOBOAUTCS HX
MEepEeHyMepalusi: CTapblii HOMEp 3a4ePKHUBACTCA OJIHOW HAKJIOHHOW YEpTOM, PAIOM CTaBUTCS HOBBIA HOMED
mucta. Ecnu oOHapyXeHHble OMIMOKM B HyMEpallMd HE3HAYMTENbHBI, TO HCIOJB3YIOTCS JIMTEPHBIE HOMEpa
JIMCTOB.


consultantplus://offline/ref=D8C3734628ABC8870ACE03571B140C0331A72C699F2E8AE386A5B49FB124F20E2D71CD3D2DCF81E64A43978AC3BBK4N
consultantplus://offline/ref=D8C3734628ABC8870ACE03571B140C0331A72C699F2E8AE386A5B49FB124F20E2D71CD3D2DCF81E64A43978AC4BBK4N

Hanpuwmep: 15a, 156

186. K nmenmaM, y4eT KOTOPBIX BBI3BIBAaCTCS CHEIM(PUKON JOKyMeHTauuu (0co0o IeHHbIE, CyacOHBIE,
CIIEICTBEHHbIE, JINYHbIE JIeTIa, JIe/1a, CPOPMUPOBAHHBIE 110 BHAAM U Pa3HOBUIHOCTAM JOKYMEHTOB, 3ar0JIOBKU
KOTOPBIX HE MOJHOCTHIO PACKPHIBAIOT KOHKPETHOE COAEPKAHUE JOKYMEHTOB JI€J1a), COCTABISAETCS] BHYTPEHHSS
OIKCH JOKYMEHTOB JieNa 1o (popMe COTJIaCHO MPUIIOKEHHO 13.

Bo BHyTpeHHeH omnucH yKa3bIBalOTCS IOPSAJIKOBbIE HOMEpa JOKYMEHTOB B JI€J€, JaThl, WHJEKCHI,
3arojIOBKM JOKYMEHTOB M HOMEpa JIMCTOB, Ha KOTOPBIX PACIOJIOXKEH KaXIblii JOKyMeHT. Bo BHyTpeHHei
OIUCHU JI€T C PAaCHOPSAAUTEIbHBIMU JOKYMEHTAMM IO JIMYHOMY COCTAaBY B Kau€CTBE 3arojlOBKa YKa3bIBAIOTCS
MpeIrchiBaeMble ACHCTBUS (IPUEM, IEPEBO/I, YBOJIBHEHHUE U JIP.) C YKa3aHHeM (paMuiInii, COOCTBEHHBIX UMEH,
OTYECTB (€CIIM TAKOBBIE UMEIOTCS1) KOHKPETHBIX paOOTHUKOB. Eciii B 0IHOM pacnopsIuTEIbHOM JOKYMEHTE 110
JUYHOMY COCTaBY COJIEPIKUTCS HECKOJIKO NEHCTBHM, KaKJ0€ U3 HUX OTPa)KaeTCsl BO BHYTPEHHEH OMUCH TOJ
CaMOCTOSITEJIbHBIM ITOPSIIKOBBIM HOMEPOM.

(B pexn. mocranoyienns Muntocta ot 24.10.2011 N 235)
(CM. TEKCT B MPEIBIAYIICH pelaKIin)

BHyTpeHHAsS OonUCh TOKYMEHTOB JIMYHOTO Jieja COCTABIIAETCS B Mpollecce BEACHHs TUYHOro Aena. Ecmu
HECKOJIBKO JINYHBIX JI€Jl YBOJIEHHBIX PAOOTHUKOB IMOJAIIUTO (IIEPEIIETEHO) B OJHO JI€J0, KPOME BHYTPEHHUX
onucel KaXKAoro Jielia COCTABISAETCS JOMOIHUTENbHAS BHYTPEHHSISI OMUCH BKIFOUYEHHBIX B HETO JTMYHBIX JIEII.

B koH1Ie BHYTpEHHEN OIUCH J€1aeTcsl UTOroBasl 3alKCh, B KOTOPOM yKa3bIBaeTcsl HuppamMu U MPONUCHIO
KOJMYECTBO BKJIIOYEHHBIX B JIEJIO JINCTOB IOKYMEHTOB U KOJIMYECTBO JIMCTOB BHYTPEHHEH OMUCH.

BHyTpeHHSIST OMHMCh TOJIMHMCHIBAECTCS COCTABHUTENEM C YKa3aHHUEM JOJDKHOCTH, pacIiM(pOBKH TOJIIHCH,
JaThl COCTABIICHUS U MOMeIaeTcs B Havane fena. Eciu neno moammro (neperiereHo) 6e3 BHyTpeHHeH omucH,
COCTaBIJICHHAS TI0 YCTaHOBJIEHHON (popMe BHYTPEHHSISI ONUCH MOJKICHBACTCS K BHYTPEHHEH CTOPOHE OOJIOKKH
nena.

N3menenus cocraBa JOKYMEHTOB Jena (M3bATHE, BKIIOUYEHHE JOKYMEHTOB, 3aMEHA UX KOIMHUSIMHU U Ap.)
OTpaXkaloTcst BO BHYTpeHHe# omucu B rpade "lIpumeuanue" co ccplikaMu Ha COOTBETCTBYIOLIUE akKThl. [lpu
HEOO0XOIMMOCTH COCTABIISIIOTCSI HOBBIE UTOTOBAs 3aIMCh K BHYTPEHHEH ONUCH U 3aBEpUTENIbHAS HAIIHCh.

187. Jlns yuyera Koiu4ecTBa JHUCTOB B Jeie, (PUKCAMM OCOOEHHOCTEH MX HyMmepaluud M (PU3NYecKOro
COCTOSIHUSI COCTaBJIIETCS 3aBEpUTENIbHAs HAJAINWCh. 3aBEPUTENbHAs HAJIUCh COCTABISIETCd Ha OTAEIbHOM
JMCTe-3aBepuTeNie Jiena no (opMme COrnacHo MPUIOXKEHHIO 14 M momeniaercss B KOHLE Jiena (ToMa, YacTH).
Ecnu neno moamuTo (meperuiereHo) 0e3 IucTa-3aBEPUTENS, COCTABIEHHBIM MO YCTAaHOBJICHHON (popme JincT-
3aBEpUTENb MOJIKJICHBAETCS K BHYTPEHHEH CTOPOHE 00JI0KKH Jea.

B 3aBepurenbHOl Hagnucu nudpamMu U NPONKUCHIO YKAa3bIBAIOTCS KOJTMYECTBO IPOHYMEPOBAHHBIX JIUCTOB,
KOJIMYECTBO JIMCTOB BHYTPEHHEH omucu (Mpu ee HAIWYUU), HaJu4ue JUTEPHBIX U MPOMYIICHHBIX HOMEPOB
JIMCTOB, HOMEpa JIMCTOB C HakJIeeHHbIMU (oTorpadusMyd U JOKYMEHTaMH (3a MCKIIOYEHHEM JIMYHBIX JIeN),
HOMEpa KOHBEPTOB C BJIOKEHUSAMHU U KOJUYECTBO BIOKEHHBIX B HUX JIMCTOB. KoIm4yecTBO TMCTOB BHYTPEHHEN
OMHCH YKa3bIBA€TCA B 3aBEPUTEIHHON HAAMUCH TOCIE OOIIEro KOJMYECTBa JIUCTOB Jelia yepe3 3Hak "+
(muroc).

3aBepuTeNnbHas HAANUCH TOJIIMCHIBAETCS COCTaBUTENIEM C YKa3aHUEM JOJDKHOCTH, pPAacHIM(pPOBKHU
IIOJNNCH U J1aThl COCTABJICHUS.

[Ipu mepeHyMmepanuu JHCTOB B KOHIE Jieja COCTaBJISIETCS HOBas 3aBepUTeNIbHAs HAANMCh, cTapas
HAJAMNCh 3a4EPKUBAETCS, HO COXPAHSAETCS B J€EIIE.

188. O6moxku 1 0ohopMIIIIOTCS IO GOpME COTIIACHO TIPHIIOKEHUTO 15.

[Io oxoHUaHMM JEIOMPOU3BOJCTBEHHOTO TIOJa PEKBU3UTHI OOJOXKEK e, MOAJIEeKAIIUX ITOJHOMY
0(pOpPMIIEHHUIO, YTOUHSFOTCSI:

Opy W3MEHEHWHM HAUMEHOBAHUS BBHINIECTOSINEH OpraHW3alliy, OpPTaHW3allMi WU CTPYKTYPHOTO
Mo/ipa3JiesieHus, MpH Iepeaade Jena B APYTyI0 OpPraHu3aldio WIH CTPYKTYPHOE IOJApa3JelieHue B Mepuoj
dbopmupoBaHus Jena Ha OOJIOKKE YKa3bIBae€TCs HOBOE HAaMMEHOBaHME (CBEpPXY), a MPEKHEe 3aKII0YaeTCs B
CKOOKH;

B 3aroJIOBKax JeNl C PACHOPSIUTENbHBIMU JOKYMEHTaMH, NPOTOKOJIAMH, COCTOSIIIMX U3 HECKOJIBKUX
TOMOB, YKa3bIBaIOTCS UX HOMEPA;

Ha 00JI0XKKE JIe1a MPOCTaBIsAeT s Aarta ena (KpaHue JaThl JOKyMEHTOB, BKIIOUEHHBIX B JI€JI0);

€CJIM B JIeJI0 BKJIIOYEHBI JOKYMEHTHI 3a Oosiee paHHUN Nepuoj, 4eM Toja (GOopMHpOBaHHS [ena, TO MO
naTou nena aenaercs ormeTka "MMeroTcst TOKyMeHTHI 3a ... rof(b1)";

U3 JICTa-3aBEpUTEII Ha OOJ0XKKY JIea BHIHOCUTCS KOJIHYECTBO JIUCTOB B JIEJIE;
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Opy BHECEHUHM Jela B CBOJHYIO ONHCHh B COOTBETCTBHHM C TpeOoBaHUsMU TyHKTa 204 HacTosIIeH
HNHcTpykiny Ha 00J105KKe Aelia TPOCTaBISICTCS apXUBHBINA mudp (HoMep GhoHa, ONKUCH U JIeNIa 110 OTIHCH).

Jlata Ha o6mokke nena o0o3Havaercs apadckumu nmudpamu. J[aTel 1€ ¢ miiaHaMu, OTYETaMU, IITATHEIMU
pacnucaHusIMM, JUUYHBIMH KapTOUYKaMH YBOJIEHHBIX PaOOTHUKOB, JIMIIEBBIMU CUETaMHU, Jie], CHOPMHUPOBAHHBIX
W3 HECKOJbKHUX JIUYHBIX JIEJT YBOJEHHBIX pa0OTHUKOB, U JI€J, COJIEpPKAIINX OJUH JOKYMEHT, BKIIOUYAIOT TOJIBKO
ron. KpailHumMu natamu JTUYHOTO Jejia SIBJISIOTCA JaThl MPHUKA30B O MpPUEME M YBOJIBHEHUU pabOTHHKA, Ha
KOTOPOTO 3aBEECHO JAEIO0.

B BepxHeil yacTu 00JIOKEK J1eJ MOCTOSIHHOTO XpaHEHUs, MOJUIekKAIIUX Iepefadye B rocyAapCTBEHHBIN
apxuB, IPEAyCMaTpUBAETCS MECTO JUIsl YKa3aHHWs HAUMEHOBAaHUS COOTBETCTBYIOUIETO I'OCYAAPCTBEHHOTO
apxuBa.

Hangnucu Ha 00noXkKax J1€1ar0TCsl YETKO CBETOCTOMKMMHM YEPHMJIAMU, TYIIbIO WIM IIAPUKOBOW PYUKOM.
JomyckaeTcsi opopMiIeHHE PEKBU3UTOB OOJOKKHU C MOMOIIbIO TEXHHUUYECKUX CPEJICTB HA OTACIIBHOM JIHCTE C
MoCTeTyIONIei HaKJIeHKOW ero Ha O0JIOXKKY Jiena.

189. lena BpemenHoro (o 10 jeT BKIFOYHMTEIBHO) XpaHEHUS MOCIE 3aBEPIICHHS JIEJIOMPOU3BOICTBOM
OCTalOTCS YaCTUYHO O(OPMIICHHBIMH: JOKYMEHTBI XPAHSATCS B CKOPOCHIMBATEISAX, JUCTHI HE HYMEPYIOTCH,
nepecucTeMaTH3anus JOKYMEHTOB B JieJie HE MPOBOAUTCS, BHYTPEHHHUE OIMKCH U 3aBEPUTENIbHBIC HAIIUCH HE
COCTaBJISIFOTCA.

I'nmaBa 14 5
COCTABIJIEHME OIIMCEU AEJI

190. Onuch fen - apXuBHBIA CHPABOYHUK, COAEPKALIMN CHCTEMAaTHU3UPOBAHHBIN MEPEUYEHb 3aroJOBKOB
1eJ1, IpeJHa3HaYeHHbIH JIJIs1 paCKPBITHS COCTAaBA U COJIEPKaHuUs Jell, UX yueTa U CUCTEMaTH3aluu.

191. Onucu coOCTaBIAOTCS €KErOJHO Ha Jiela, 3aBEpIUICHHbIE JIEJIONMPOU3BOJICTBOM, CPOK XpaHEHUs
KOTOphIX npespimaeT 10 jger. Onucu €1 COCTaBISAI0TCS OTAEIbHO Ha JIeja HOCTOSSHHOTO, BPEMEHHOTO (CBBILIIE
10 neT) XpaHeHwus, 10 JUYHOMY COCTaBY, Jelia CO CIeNHaTbHOM JOKYMEHTAlel (Hay4HbIE OTUEThI IO TEMaM,
CylleOHBIE U CJICJICTBEHHBIE JIeJIa U T.I1.).

192. Omnucu Jien COCTaBIISAIOTCS B CTPYKTYPHBIX HOJpa3/iesieHusX (B OecCTPYKTYpPHBIX OpPraHU3alUsaX -
pabOTHUKaMHU, OTBETCTBEHHBIMH 3a COOTBETCTBYIOIIME HAMpaBiICHUs MAESITEIbHOCTH WM BbIIOJIHEHUE
¢byHKUMi) (ganmee - OMUCH JIeNl CTPYKTYPHBIX HOJApa3JesieHHi) U B apXuBe OpraHu3aluu (jajnee - CBOAHBIC
OTIMCH JIET).

193. B CTpyKTypHBIX NOAPA3AEICHUSAX ONHUCU JE] COCTABIIAIOTCS IMOJ METOJUYECKHMM PYKOBOJCTBOM
apXuBa OpPraHU3aIrU 10 GOpMe COTIIACHO MPHIIOKEHUIO 16.

194. Onucu nen CTPYKTYpPHBIX NOJpPA3JeNeHU JODKHBI OBITH COCTaBI€Hbl U O(GOpPMIIEHBI B
YCTaHOBJICHHOM TMOpsiike He mo3aHee 31 nexalbpst roja, CIEAYIOIIEro 3a TOAOM 3aBeplueHHUs el
NENIONPOU3BOACTBOM, W MpPEACTaBIEHbl B  apXWMB  OpraHu3allud B TEUEHUE  CIIEIYIOIIEro
JeJIONPOU3BOCTBEHHOIO roja. OTBETCTBEHHOCTD 3a CBOEBPEMEHHOE U KaUECTBEHHOE COCTaBJIEHUE OIMCEN Jie
CTPYKTYPHBIX MOApa3JeNeHU HECyT PYKOBOAMUTENM STHX MOApasfefNeHui (paOOTHHKH, OTBETCTBEHHBIE 3a
COOTBETCTBYIOIIME HAMPABICHUS 1€ATEIbHOCTH WU BHIMOIHEHUE QYHKIU).

195. Ilepen BHECEHHEM 3ar0JI0BKOB JI€]I B ONUCH MPOBEPSETCS COOTBETCTBUE KOJIMYECTBA /1€, BHOCHUMBIX
B OIHUCh, KOJIMYECTBY 3aBEJCHHBIX €I MO0 HOMEHKJIAType JeJ OpraHu3allid, NMPOU3BOJAUTCS IOIUCTHBIN
npocMoTp nen. IIpu mpocMoTpe aena mpoBepsieTcss COOTBETCTBUE 3aroJIoBKa Jefla COACPKAHUIO JOKYMEHTOB B
nene, MpaBUIbHOCTh OQOPMIIEHUS U TPYNIUPOBKH JTOKYMEHTOB, BKJIIOYEHHBIX B JI€JIO, KAUECTBO IMOAIINBKH
WIN TIeperuieTa, HyMepanus JUCTOB JieNa, HaJMYUe U MPaBUIBHOCTh 0(OpMIICHHSI BHYTPEHHEH ONKCH Jiena B
Cllydasix, OINpeAeNieHHbIX MyHKTOM 186 Hactosmed MHCTpykiuu, HaluyuMe W NpPaBUIBLHOCTH OGOPMIICHHS
3aBepuTeNbHON Hagnmucu. OOHapyKeHHbIE HAPYIICHUs YCTAaHOBJICHHBIX MpaBul (POPMUPOBAHUS U OpOpMIICHHUS
JIe]l yCTPAHSIOTCS B CTPYKTYPHBIX TOJpa3AeIeHUsX.

IIpn orcyrcTBMM 1€, UHCIAIIMXCS 1O HOMEHKIAType Jell, CTPYKTYpHBIM TMOJpa3JelIeHuEM
MPUHUMAIOTCSI MEPbI MO0 UX po3bIcKy. OOHapyKeHHbIE Jlela BKIIOYAIOTCS B OMKCh. Eciu MOMCK oka3zaics
0e3pe3ynbTaTHbIM, TO Ha OTCYTCTBYIOIIHE JI€Ia COCTABISETCS CIIPaBKa C U3JI0KEHHEM NPHUYUH UX OTCYTCTBHUS.
CrpaBka MOJIIUCHIBAETCS PYKOBOJIUTENIEM CTPYKTYPHOTO MOJpa3zesieHus (paOOTHUKOM, OTBETCTBEHHBIM 3a
COOTBETCTBYIOIIIEEC HANPABICHHUE NESATEIHLHOCTH WJIM BBITOJHEHHE (DYHKIIMIA) U IepelaeTcsi BMECTE C OMHUCHIO
JIeJ1 B ApXUB OpraHu3aliu.

196. Ilpum cocTaBIeHMM ONHUCH [T CTPYKTYPHOTO TMOJApa3AeieHUus COONIONAIOTCS CIEIyIOIue
TpeOOBaHUS:

Ka)K70€ A€eJ0 (TOM, 4acTb) BHOCUTCS B OIKCH 110 CAMOCTOSTEBHBIM MOPSAKOBBIM HOMEPOM,;
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MOPSAAOK HyMEpaLUK A€ B OIUCH - BAJIOBOW;

3arOJIOBKH JIeJI BHOCSATCSI B ONHCh B COOTBETCTBHU C NPUHATOM CXEMOHM CHCTEMaTH3allMM HAa OCHOBE
HOMCHKIJIATypPhbI ICI;

rpadpl ONMUCH 3aIMOJHAIOTCS B TOYHOM COOTBETCTBHM C TEMH CBEJCHUSMH, KOTOpPHIE BBIHECEHBI Ha
00JIOXKKY JIena;

Y BHECEHUH B ONHMCH MOAPSI HECKOJIBKHUX JIe]l ¢ OJMHAKOBBIMH 3ar0JIOBKAMH 3arojOBOK IEPBOTO Jeiia
YKa3bIBa€TCs MOJIHOCTHIO, @ 3ar0JIOBKHU MOCIIEAYIOIUX A€l 0003HavyatoTcs cioBamu "To xe", mpu 3ToM Ipyrue
CBEJICHUS O JeflaX BHOCATCA B ONHCh MOJHOCTHIO (HAa KaXKJOM HOBOM JIMCTE OIKMCH 3aroJIOBOK Jeja
BOCIIPOU3BOJUTCS TIOJTHOCTBIO);

Hepexo/sIue Jea, COAepKallue TOKYMEHTH 32 HECKOJBKO JIET, BKIIIOYAIOTCS B ONHUCH JIEN O TOXYy
3aBEJICHUS; NPU COCTABJICHUU OMHUCEW el NOCIEAYyIOUNX JIeT, B TEYCHHE KOTOPHIX (OopMUpOBaHHE
HepexXoIAIIUX /e ObUIO MPOJOKEHO, B HUX 3a MOCIIEAHEH ONMMCcaTeNbHONW CTPOKOW KaXKIOTO rofa JeNaloTCs
CCBUIKHM Ha HOMepa JIeJI [0 OIHMCHU TOTO I'0J1a, B KOTOPYIO 3TH NepexXoAsiye aena Obli BKIIOYESHBI;

Hanpuwmep:
JoxymenTs 3a 2006 ron cm. Takxke B omricu N 3/2005 3a 2005 rox, nena N 5, 7, 15.

rpada onucu "[Ipumeuanue” ucnonb3yercs 1 OTMETOK O Mepenade Jied B apXuB OpraHu3aiuy, o Jenax,
NPUHATBIX W3 JPYTUX CTPYKTYPHBIX TMOAPA3JEICHH B TEUYCHUE JICJIONPOU3BOJICTBEHHOTO Troja, 00
0COOCHHOCTSIX (PU3MYECKOTrO COCTOSTHUS A€M U T.I1.

197. Onucu aen CTpyKTYpHBIX HOJpa3esieHuil UMEIOT TOPsIKOBbIe HOMepa. Homep omucu cocTouTt u3
UHJEKCA CTPYKTYPHOTO MOJpa3felieHuss MO0 HOMEHKIAType Jed OpraHu3allid, roja, 3a KOTOPBIM nerna
BKJIIOYAIOTCA B onuch. K HOMEpy omnucu e 1o JUYHOMY COCTaBy J100aBisieTcsi OykBeHHOe o0o3HaueHue "ic",
a K HoMepy omucHu 1en BpemeHHoro (cBeie 10 net) xpanenus - "B".

198. B koHlle omucH e CTPYKTYPHOTO MOApa3fesiieHus (3a MOCHeAHEH OMUCaTeIbHOM CTPOKOI)
COCTaBJISIETCSI HTOTOBas 3aMKCh, B KOTOPOH I paMU U MPOIKUCHI0 YKA3bIBAETCSA KOJUYECTBO JIeT, BKIIOYCHHBIX
B ONNCH, TIEPBBIA U MOCIEIHUN HOMEpA /I TI0 OIKCH, OTOBApUBAIOTCS 0COOEHHOCTH HyMEpAaIuH AeJ B OIHCH
(TUTEpHBIE U MPOIYIIEHHBIE HOMEPA).

199. Onuch e CTPYKTYPHOTO MOpa3IeICHHS MOAMUCHIBAETCS COCTABUTENIEM C YKa3aHUEM JIOJHKHOCTH,
pacmrdpoBKY MOJMUCH U JaThl COCTaBJICHHUS, COTJIACOBBIBAeTCA pykoBoauTeneM ciayxobl JJOY opranuzamumy,
OK cTpykTypHOTO TmoOApa3fencHus (MpU HATHYUM) W YTBEPXKIACTCS PYKOBOIUTENEM CTPYKTYPHOTO
MOJIpa3/IeNIeHusl.

200. Onucu Aen CTPYKTYPHBIX MOAPA3ICIEHUN COCTABISIOTCS B JIBYX DK3EMIUIIpax, a mpu Hamuuuu DK
CTPYKTYpPHOTO TOApa3AeneHus - B Tpex. OIuH dK3EMILISP OCTAeTCsl B CTPYKTYPHOM TOJIpa3elieHuH, BTOPO
nepeaaeTcsl B apXyuB BMECTE C JIEIaMu, TPETUH TIOAIINBAETCS K IPOTOKOITY 3acenanus DK.

201. Ha o0moxkax fel, BHECEHHBIX B OIUCh e CTPYKTYPHOTO TOJpa3fefieHusi, MATKUM YEPHBIM
rpadUTHBIM KapaHJaloM [POU3BOANUTCS BpeMEHHas IMU(POBKA eI B COOTBETCTBHH C ONKCHIO JIe
CTPYKTYpPHOTO MOAPAa3ICICHHUS.

202. Tlo omucsM Aen CTPYKTYPHBIX IMOJAPa3AeiICHUN JOKYMEHTHI CIAIOTCS B apXuB opranm3anuu. Ha
OCHOBE OIMCEH JIeJ CTPYKTYPHBIX MOAPA3JEICHUN B apXHBE OPraHU3allMU COCTABIISIFOTCS TOJOBBIE Pa3eiibl
CBOJHEIX OITMCEN JE.

203. Ilpu HamU4Mu B OpraHU3allMK OOLIECTBEHHON OpraHu3aly (MpogecCHOHAIBHOTO COI03a U JIp.) ee
JOKYMEHTHI BKJIFOUAIOTCS B OTACIBHYIO OIHCH eI, COCTABIISIEMYIO 10 (pOpMe, YCTaHOBJICHHOW IS OTIHCEH Jel
CTPYKTYpHBIX Toapa3aencHuil. [lena oOIIECTBEHHON OpraHM3alUd TEPEJaroTCs B apXUB OpTaHU3allUd B
MOPSI/IKEe, YCTAHOBJICHHOM ISl TE€peNadd Jel CTPYKTYPHBIX IOApa3AeieHUd, W BKIIOYAIOTCS B TOIOBBIC
paszesnsl CBOJHOM OMUCH JIedl.

I'maBa 15
ITEPEJJAYA JIEJI B APXUB OPTTAHU3AILINU

204. Jlena mMOCTOSIHHOTO, BpeMEHHOro (cBbimie 10 JeT) XpaHEHHs W MO0 JUYHOMY COCTaBY IMOJJIEXAT
repeaayde B apXuB OpraHu3aluu.

Jlena noykHBI OBITH NEpelaHbl B apXUB OpPraHU3alMM U BKIIIOYEHBI B CBOJHYIO ONMCH 1€l (TO10BOH
paszes CBOJHOM OmMCH Jell) [0 MCTEYEHUM TIoJa, HO HE IO3JHEee JBYX JIET IIOCIE€ HUX 3aBEpLICHUS
JEIIOIPOU3BOICTBOM.



[lepenaya nen B apXuB OpraHM3allMM OCYLIECTBIIAETCS IO OMUCSAM JAEN CTPYKTYPHBIX HOJpa3AcicHUl,
COCTaBJISIEMBIM B COOTBETCTBHH C TpeOOBaHUSMH TJ1aBbl 14 HacTosmed UHCTpyKIIUU.

205. lena BpemenHoro (mo 10 yer) XxpaHeHUs B apXHMB OpraHU3alMU HE MEPENAIOTCS U 110 UCTEYEHUU
CPOKOB BPEMEHHOI'O XpaHEHUs MOoJJeKaT yHnuToxxeHuto. [lepenada nen BpemenHoro (1o 10 sier) xpaHeHus B
apXuB OpraHU3alliU JIOIYCKAaeTCsl B MCKIKYMTEIbHBIX CIydasX [0 PEIICHHUI0 PYKOBOJAUTENSI OpraHU3alMH.
Ilepenaua Takux 1€l B apXUB MOXKET OCYIIECTBJIATHCSA I10 COIVIACOBAHMIO C AapXMBOM OpraHU3alMM IO
HOMEHKJIAType Aedl.

206. Jlena nepenaroTcs B apXUB OpraHusanui 1o rpaduky. I'paduk cocrapisercs 3aBeyolMM apXHUBOM
(JIMIOM, OTBETCTBEHHBIM 32 ApPXMB), COIJIACOBBIBAETCS C PYKOBOJIUTENSAMHU CTPYKTYPHBIX IOJAPA3JCIICHUN U
YTBEPXKJIAEeTCs PYKOBOJUTEIEM OpraHU3aIUH.

[Ipu mpueme-niepenaye aen B apXUBe MPOBEPSETCS MPABUIBHOCTH (POPMHUPOBAHUSA M O(DOPMIICHHUS I,
COOTBETCTBHE KOJIMYECTBA [I€JI, BHECEHHBIX B ONKUCH €] CTPYKTYPHOIO IOJApa3/ieieHUs, KOJIMYECTBY Jell,
3aBEJICHHBIX B COOTBETCTBUM C HOMEHKJIATYpOH €] opraHu3aluu. BbIsBiIE€HHBIE IpU IPOBEPKE HEIOCTATKU
YCTPaHAIOTCS PAOOTHUKAMH CTPYKTYPHBIX OJPa3/eJICHU.

Jlena mepenaroTcs B apXuB OpraHH3allMyd B MPHUCYTCTBUH PaOOTHUKA CTPYKTYPHOTO IojpaszieieHus. B
000MX HK3eMIUIIpax ONHUCH B rpade NpUMEYaHHE KaKJOro 3aroJioBKa Jejla IMPOCTaBIIAIOTCS OTMETKH O
HUIMYAKA Jied. B KOHIlE KaKAOro SK3eMIUIsipa OMUCH HU(PpPaMU M TIPOMHUCHIO YKa3bIBAIOTCS KOJIUYECTBO
(akTHUeCKu NPHUHATHIX B apXHB JeJ, Jara NpueMa-nepeaayd Jesl, HauMEHOBaHMs JOJDKHOCTEH, MOAINUCH,
pacmu(poBKY MOINUCEH JUIA, NMEPEJaBIIEro aena, ¥ padOTHUKA apXuBa (JIHUIA, OTBETCTBEHHOTO 33 apXWB),
IIPUHSABLIETO JIefa.

CBepeHHBIE ¢ ONMUCHIO Jiea MOAOUPAIOTCS U YBA3BIBAIOTCS B ApXUBHBIE CBA3KU TOMIIMHOM 110 20 cm. [lena
YKJIQJBIBAIOTCSl 110 BO3pacTaHUI0 HOMEPOB B ONKMCH Ha 00€ CTOpOHBIL. Jlena JOCTaBIAIOTCS B apXuB
pabOTHUKAMU CTPYKTYPHBIX IOAPa3ACICHHN.

I'maBa 16
YHUUYTOXEHUE JOKYMEHTOB C UCTEKILIMMHU CPOKAMU XPAHEHUWA

207. OT0op fea K YHUUTOXEHHUIO OCYILECTBIISETCS MO pe3yibTaTaM 3KCIEepTH3bl HEHHOCTH JOKYMEHTOB
ocJie MOATOTOBKH CBOJHBIX OMUCEH A€ MOCTOSHHOTO, BpeMEHHOro (cBbiie 10 j1eT) XxpaHeHus U MO0 JUYHOMY
COCTaBy M 0(OPMIISIETCSI aKTOM O BBIACICHUN K YHUUYTOXKEHUIO JOKYMEHTOB U JIeJ, HE MOAJIEKAIINX XPaHEHHIO.
(B pen. mocranoyiennst Muntocta ot 24.10.2011 N 235)

(CM. TEKCT B MPEBIAYIIEH pelaKIiN)

HenocpencrBennsiii  0TOOp JAOKYMEHTOB K YHHUYTOXKEHHIO B  CTPYKTYPHBIX  IOJApa3JEIICHUSAX
OCYILIECTBISIOT OTBETCTBEHHBIE 3a JEJIONPOM3BOACTBO JiMLA. [IpoBEpKY NpPaBUIBHOCTH NPOU3BEIECHHOTO
ot6opa ocymectiser LIOK (OK) opranuzaruu.

208. Jlena BKJIIOYAIOTCSA B aKT O BBIIEJIEHUU K YHUUYTOKEHUIO, €CJIM YCTAHOBJIICHHBIA CPOK UX XPaHEHUs
UCTEK K | stHBaps roja, B KOTOPOM COCTAaBJIEH aKT.

209. AKT O BBIAECNEHUM K YHUYTOXKCHHMIO JOKYMEHTOB W [I€JI, HE IOJUICKAIIUX XPAHEHUIO, MOXKET
COCTaBJIATHCS KakK Ha JieJia BCel OpraHM3alliy, Tak U Ha Jejia OTJAEIBHOI0 CTPYKTypHOro mojpasnaeienus. Ha
nokymeHThI ¢ oTMeTKoM "OIIK" cocTaBisieTcss OTAeNbHBIN aKT.

210. AKT 0 BBIICJICHUU K YHUUTOXEHHUIO JTOKYMEHTOB W J€J, HE MOJJIEkKAIIUX XPAHEHUIO, COCTaBIISAETCS
o (hopMe coraacHo npuiiokeHuto 17. B akte ykaspiBaroTcs:

3aroJIOBKU OTJEIbHBIX JIEJ WU TPYIIIOBBIE 3ar0JIOBKU OJTHOPOIHBIX JIET;

Hanpuwmep:

[Tnan pabots! otaena nokymentoBeaenus Ha 2001 ron
WIH

[Inanel paboThI CTPYKTYPHBIX MOJIPA3/I€TIEHUI HHCTUTYTA

JaTa UM KpaiHue JaThl e,

Hanpuwmep:
2001
501041

2001 - 2005
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HOMEpa HOMEHKJIATyp JeJ, B KOTOPHIX OBUIM YYTEHBI BBIJCNSEMbIE K YHUUTOXKEHHUIO Jiefla WM HoMepa
OIUCEH J1e]1 BPEMEHHOI'0 XpPaHEHHMs], B KOTOpbIEe ObIIIM BKJIIOUEHBI BBIAEISEMbIE K YHUUTOXKEHUIO J1ena (11 el
CO CpOKOM xXpaHeHHs Oosiee 10 jeT, B TOM 4uCIlie 10 JUYHOMY COCTaBy), HOMEpa OMHCEH JIeNl MOCTOSHHOTO
XpaHEeHHUs, U3 KOTOPBIX B X0JI€ UX NepepabOTKH OT/ENIbHBIE Jela UM JOKYMEHTHI BbIAETICHbBI K YHUUTOXKECHHUIO;

UHJIEKCHI ]I TI0 HOMEHKJIAType eIl WK HOMEPA e 110 OIHUCH;

KOJINYECTBO e (KayKIbli TOM YUYHUTBIBAETCS KaK OTAEIbHOE JIENI0);

CPOKHM XpaHEHUs A€l U HOMEpa CcTaTel (IIyHKTOB) IO MIEPEUHSIM.

Hanpuwmep:
5., 1. 461

211. AKT O BBIIEJICHUH K YHUYTOKECHUIO TOKYMEHTOB U JI€]1, HE MOAJIEKAIUX XPAHEHUIO, IIOIITMCHIBACTCS
JUIIOM, MPOBOJUBIIUM 3KCIEPTU3Y IIEHHOCTH JIOKYMEHTOB, M paccMmarpuBaercs Ha 3acemanuu L[DK (OK)
OpraHM3aly OJHOBPEMEHHO CO CBOAHBIMU ONUCSAMH JCIL.

(B pen. nocranoyienust Muntocta ot 24.10.2011 N 235)
(CM. TEKCT B MpebLIyLIeH peIaKInm)

AKT, COCTaBJIIEMbI B OpraHU3alll{, SBJSIOLIEHCS MCTOYHUKOM KOMIUIEKTOBAHUS TOCYAAPCTBEHHOTO
apxuBa, YTBEP)KIACTCS  PYKOBOAMTEIEM  OPraHM3allUd  TI0CIE€  YTBEPKICHUS  COOTBETCTBYIOIIMM
roCy/1lapCTBEHHBIM apXMBOM WJIM CTPYKTYPHBIM [TOAPA3/IEICHUEM 10 apXUBaM U JEJIONPOU3BOCTBY 00JACTHBIX
(MUHCKOrO TOpOACKOIr0) HUCIOJHUTENBHBIX KOMHUTETOB CBOJHOM ONUCH Jell TOCTOSHHOI'O XpaHEHUs Hu
COIJIACOBAHUS CBOJHOW OIKCH I MO JIMYHOMY COCTaBy M aKTa O BBIAEJIECHUU K YHUUYTOKEHUIO TOKYMEHTOB C
ormetkon "OIIK".

(B pea. nocranoBienust Muntocra ot 27.01.2012 N 18)
(CM. TEKCT B MpebLIyLICH peIaKIim)

AKT, cOCTaBJIsieMblil B OpraHU3alluy, HE ABJISIOLIEHCS UCTOYHUKOM KOMIUIEKTOBAHMS TOCYAAPCTBEHHOTO
apxuBa, HO B JIEATEJBHOCTH KOTOpPOH 00pa3yloTcs JIOKYMEHTbl ITOCTOSIHHOTO XpAaHEHHUs, YTBEp)KIaeTcs
PYKOBOJUTENEM OopraHu3anuu nocie yreepxxaeHus LIOK Brimecrosieit opranuzanuu (Ipu HaIMYKUK) CBOIHOM
ONHMCH JEJ NOCTOSHHOTO XPAaHEHMsI M COIVIACOBAHMS CBOAHOW OIMCH JIeN MO JUYHOMY COCTaBy M aKTa o
BBIJIEJICHUH K YHUUTOXKEHHIO TOKYMEHTOB ¢ oTMeTkoi "OIIK".

AKT, cOCTaBIIsIEMbIl B OpraHU3alliy, HE ABIIIOIIEHCS NCTOYHUKOM KOMIUIEKTOBAHMS TOCYAAPCTBEHHOTO
apxuBa, B JEATEIILHOCTH KOTOpPOM He 00pa3yloTcs AOKYMEHTBbl IOCTOSIHHOIO XpaHEHHs, YTBEpXkAaeTcs
PYKOBOJIUTENEM OpraHu3aiuu rnocie cornacoanus ¢ LIOK Beimecrosimeit opranuzanuu (Ipyu HATUYUH) OITUCH
JIeJ IO IMYHOMY COCTaBY M aKTa O BBIIEJICHUH K YHUUTOXKEHHIO IOKYMEHTOB ¢ oTMeTKoi "OIIK".

212. OtoOpaHHBIE K YHHUYTOXXEHHMIO M BKJIIOYEHHbBIE B aKT JOKYMEHTBl MEPeNaroTcs OpraHU3aLusM,
BEJAIOIIMM 3aroTOBKOM BTOPUYHOIO ChIpbs. lcmonp3oBaHue 3TUX AOKYMEHTOB Uil XO3SIMCTBEHHBIX HYX]
zampemieHo. Craya JOKyMEHTOB oO(opMIIsieTcss MpHUeMO-CAaTOYHOM HakimaaHoi. Jlata cmaum u Homep
HaKJIQJHOM yKa3bIBAIOTCS B aKTe.

YHUYTOXKEHHE JOKYMEHTOB, COJIEP)KALUX CBEICHMS, OTHECEHHBIE B YCTAaHOBJIEHHOM MOpSAKE K
TrOCYJapCTBEHHBIM CEKpeTaM, KOMMEPYECKON U (WJIM) MHOW OXpaHsSeMON 3aKOHOM TalHe, OCYIIECTBIISIETCS B
COOTBETCTBHH C 3aKOHOZAATeNbCcTBOM Pecnyonuku benapycs.

I'maBa 17
OIIEPATMBHOE XPAHEHUE TOKYMEHTOB

213. C MOMeHTa 3aBEJEHHS U 110 Mepelayd B apXHB OPraHU3AMU WM YHUUYTOXKEHHUS TOCIIE UCTECUEHUS
CPOKOB BPEMEHHOT'O XPAaHEHHUS JIela XPAHITCS B CTPYKTYPHBIX MOJpa3felieHusK (y JOJDKHOCTHBIX IHIL) TIO
MecTy (hOpMHUPOBAHHSL.

Jlena xpansrca B pabounx KOMHaTax U (WJIH) CIEMUATBHO OTBEACHHBIX ISl ATOW e MOMENICHUSX B
3amupaeMbIX mKadax, 00eCIeYnBaOIINX UX MOJHYI COXPAaHHOCTH, MPEAOXPAHSIIONUX JOKYMEHTHI OT TBUTA U
BO3JCHUCTBHUS COJIHEYHOI'O CBETA.

214. B mensx TOBBIMICHUS] OMEPATUBHOCTH TIOWCKA JTOKYMEHTOB Jieja pacrojiaraloTcs B mkadax B
BEPTUKAJIBHOM TIOJIOKEHHH KOpELIKaMU HAapyXky B COOTBETCTBUM C HOMEHKIaTypod nen. Ha kopemkax
00JI0’KEK JIeJT YKa3bIBAIOTCS MHJIEKCHI TT0 HOMEHKJIATYpeE.

MarauTHble JIGHTHI ¢ (OHOTpaMMaMH 3acelaHHil KOJJIETHAIbHBIX OPraHOB XPAHATCS B KOpOOKax y
ceKkpeTapsl KoJUIerHaJlbHOrO opraHa. Ha yieHTe m KOopoOKe JenaroTcs OTMETKH O JaTe 3acelaHus U BPEMEHU
3aIlUCH.
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215. I[OKyMeHTBI " acjia, HaxXoAAIUeCd Ha OIICPATUBHOM XPAHCHUH, MOTYT BbIIdABATHCA B IMOJIb30OBAHWC B
npejenax OpraHu3aliy IPYTUM CTPYKTYPHBIM MOPa3ACICHUSM OpraHU3alii, CTOPOHHUM OpPTraHU3aIisIM U B
clIydadax, OonmpeaciCHHbIX I[CﬁCTByIOH.[HM 3aKOHOAATCILCTBOM, I'paAKIaHaAM.

Bbimaua MOKYMEHTOB W [Nl B TIOJB30BAHUE APYrOMY CTPYKTYPHOMY TOJpPAa3[EIICHUIO OpTraHU3aIluH
MIPOU3BOIUTCS C Pa3pEIICHUS] PYKOBOIUTEIS CTPYKTYPHOTO MOIPa3ICICHUS.

Bbitaua JOKyMEHTOB 1 JIe71 CTOPOHHEH OpraHu3aiyy MPOU3BOUTCS HA OCHOBAHMH MTUCHbMEHHOTO 3arpoca
ITOI OpraHU3aluy U PE30JIOIMU PYKOBOIMUTEIISI OPTraHU3aIHH.

Bbiaua JOKYMEHTOB W Jiel TpakJaHaM OCYILIECTBIIIETCS B COOTBETCTBUH C 3aKOHOJATEIbCTBOM
Pecrry6miku benapych.

JIOKyMEHTBI, HaxOsIIUecs Ha ONEPAaTHBHOM XPAaHCHWHM B OPraHU3allMH, MOTYT OBITh U3BATHI B XOC
NPEBAPUTEIILHOTO PacCieIoBaHus, CyqeOHOro pa30rpaTenbCTBa, UCIIONIHEHHS PELICHUI OpraHa yroJOBHOTO
MPECIIeIOBaHUsI U Cy/a 10 YTrOJIOBHBIM JeJiaM B IOPSJIKE, YCTaHOBJICHHOM 3aKOHOIATEILCTBOM PecnyOnmku
benapyce.

W3bsiTHE TOKYMEHTOB M3 JIeJI TOCTOSTHHOTO XPaHEHHS MPOU3BOAMTCS C 00S3aTEIbHBIM BKIIOUCHHEM B
JIeTI0 3aBEPCHHON KOIIMU U3BSITOTO JJOKYMEHTA.

216. JIns KOHTpOJIS 32 BO3BPATOM HA MECTO BBIIAHHOTO (M3BATOr0) U3 Jieja JOKYMEHTa IOMEIIaeTCsI
JIMCTOK-3aMECTUTENb, 0(opMIIsieMbld IO opMme cornacHo npuiiokeHuro 18. st KOHTpOIIs 32 BO3BPATOM Jiel
COCTABIISICTCS KApTa-3aMECTHUTEb Jielia, odopmirieMas o popMe COrlIacCHO MpHUIokKeHuto 19.

I'maBa 18
OCOBEHHOCTHU PABOThBI C JOKYMEHTAMMUA B 5JIEKTPOHHOM BUJIE

217. JlokyMeHThl B DSJEKTPOHHOM BHJE, MOJIMHHOCT M IEJIOCTHOCTh KOTOPBIX YIOCTOBEpEHa B
YCTaHOBJICHHOM MOpPSJKE, B TOM YHCJE MPU MOMOIIM 3JIEKTpOHHOU udppoBoi mommucu (mamee - DLII),
MIPUPABHUBAIOTCS K JIOKYMEHTaM Ha OyMa>XHOM HOCHTEJIE, YOCTOBEPEHHBIM B YCTAaHOBJICHHOM TOPSIIKE, €CITU
3akoHoAarenscTBOM PecniyOnuku benapych He yCTaHOBIEHO HHOE.

218. ®opmarbl JOKYMEHTOB B JJICKTPOHHOM BHJIE€, a TaKXE€ BHJbl HCIIOIB3YEMBIX MaTepUaTbHBIX
HOCHUTENEHN AJI1 UX XpaHEHUs! OMpPENEeNstOTCS OpraHU3alMel, eClii HHOE€ HE YCTaHOBJIEHO 3aKOHOJATEIbCTBOM
Pecniy6nuku benapyce.

Opranuzauuy,  ABJISIIOIIMECS ~ MCTOYHMKAMM  KOMIUIEKTOBaHMS  TOCYJApCTBEHHBIX  ApXUBOB,
COTJIaCOBBIBAIOT HCIIOJIb3yeMble (opMaThl TOKYMEHTOB B OJJICKTPOHHOM BHJI€ C YIOJHOMOYEHHBIM
roCyJapCTBEHHBIM APXUBHBIM YUPEKICHUEM.

(B pen. mocranoyienus Muntocta ot 27.01.2012 N 18)
(CM. TEKCT B MPEBIAYIIEH PElTaKIIHN)

Ucnonwzyembie  ¢dopmaThl  TOJDKHBI — 0OecrneuuBaTh MOIMHHOCTh, JOCTYIMHOCTh, II€JIOCTHOCTH
uH(pOpMallUd OKYMEHTOB B DOJEKTPOHHOM BHAE M TOTHOTY CBEACHHM O crmoco0ax WX CO3JaHMs,
TPaHCIOPTUPOBKHU (TIOJIY4YEHHUs, OTIPABKU), XpaHEHUSI C MOMEHTa MX CO3/laHus (TOJy4eHHUs) /10 Meperadu B
apXUB WU YHUUYTOKEHHUS, B TOM YHCJIE MPH OCYIIECTBICHUH KOHBEPTAIIMHU JOKYMEHTOB B HOBBIE (hOpMATHI,
MUTPAIMU B HOBbIE aBTOMATU3UPOBAHHBIE CUCTEMBI, DKCIIOPTE U3 DJIEKTPOHHOM MOUYTOBOM CUCTEMBI U JIp.

219. TloaroroBka M COIJIACOBAHME MPOEKTOB JTOKYMEHTOB B 3JIEKTPOHHOM BHUJE OCYIIECTBIISIOTCS IO
MpaBujiaM, YCTAaHOBIIEHHBIM HacTosIel HCTpyKInel B OTHOIICHHH aHAJIOTHYHBIX JOKYMEHTOB Ha OyMaKHOM
HOCHTEJIE.

220. JIOKyMEHT B 3JIEKTPOHHOM BHUJE JOJKEH UMETh BCE PEKBU3UTHI, YCTAHOBJICHHBIE VISl AHAJIOTUYHOTO
JOKyMeHTa Ha OyMa)kHOM HOCHTENE, 3a HCKIIOUYEHHUEM OTTHUCKOB Tedareil W ITamIoB. PacmonoskeHue u
oopMIieHHE PEKBU3UTOB B (POPMYISIpe JOKYMEHTa B DJIEKTPOHHOM BHJIC MPU €T0 BHEIIHEM IPEICTABICHUH
<*> IOJDKHO COOTBETCTBOBATh TPEOOBAHMSIM, YCTAHOBJICHHBIM TyHKTOM 35 HacTosmeit MHCTpyKium.

<*> BHemHee OpeaACTaBJICHUC JOKYMCHTA B 3JICKTPOHHOM BUIC - €0 BOCIIPON3BEACHUEC Ha SJICKTPOHHOM
CpCACTBC OT06pa)KCHI/IH I/IH(I)OpMaL[I/II/I, Ha 6yMa)KHOM 1100 UHOM MaTCpUaJIbHOM 00BEKTE B BUIC, NOCTYIIHOM U
IMOHATHOM JIA BOCHIPUATHUA YEJTIOBCKOM.

221. B ngokymeHTax B 3JEKTPOHHOM BHUJIE€ MpHU O(POPMICHHUU PEKBU3UTOB, B COCTaB KOTOPHIX BXOIUT
COOCTBEHHOpYYHAsl TOAINHUCH, BCE D3JEMEHThl TAaKUX PEKBU3UTOB, 32 MCKIIOYCHHEM COOCTBEHHOPYYHOU
MOJIKCH, TIPY BHEITHEM MPEJCTABICHUHU JOKYMEHTA JO0JKHBI ObITh OTpa’keHbI HETIOCPEICTBEHHO B (popMmyIsipe
JIOKyMeHTa. B KkadecTBe SKBHMBajJieHTa COOCTBEHHOPY4HOW mommucu ucnoibidyercs DOLII, 3a uckiroueHueM
CIIy4aeB, YKa3aHHBIX B MyHKTe 222 HacTodAmer MucTpykumm.
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Ucnons3osanne DI ocymiecTBiasieTcs B COOTBETCTBHM ¢ TPEOOBAHUSAMH 3aKOHOAATENbCTBA PecmyOonuku
benapych, B TOM uucIie MpeabsaBIsSeMbIM K CpeACcTBaM BbIpaboTku u nmpoBepku D1IIT.

222. VHCTpyKIMEN MO eNO0NpPOU3BOJICTBY OpraHU3alUy U (MJIM) MHBIMH JIOKAJbHBIMM HOPMAaTHBHBIMHU
IIPaBOBBIMU aKTaMM OpraHU3alMM MOTYT OBbITh YCTaHOBJEHbI IpaBWja IOANUCAHMS, COIJIACOBAHMUS,
YTBEPKACHUSI BHYTPEHHUX JOKYMEHTOB B 3JIEKTPOHHOM BHJIE (32 UCKIFOUEHHUEM JIOKAJIbHBIX [IPABOBBIX AKTOB)
0e3 ucnonb3oBanus OLIII, ecnu 3akoHOmaTenscTBOM PecnyOnuku benapychk He yctaHoBieHO nHOe. Takue
IpaBUjIa MOTYT OBITh YCTAHOBIICHBI IIPU YCIIOBUH, YTO MPOTPAMMHBIE CPE/ICTBA, UCIIOIB3YEMbIE B OPraHU3aLIH,
MO3BOJISIIOT OAHO3HAYHO MACHTU(HUIIMPOBATH JIMIO, MOANHKCABIIEE (COrIacoBaBllee, yTBEpAUBILEE) JOKYMEHT.

[Monnmucanue ucxoaauMx JOKYMEHTOB 0e3 mcronb3oBanus DL gomyckaeTcst Mo COTNIalIeHNuI0 CTOPOH
IIPU YCJIOBHH, 4YTO IPOIPAMMHBIE CpPEICTBA, NPHUMEHSEMbIE B OpraHHU3aLMsX, IO3BOJIAIOT OJHO3HAYHO
UACHTH(GUIMPOBATh JUIO (OpPraHU3alMI0) - aBTOpa JOKYMEHTa, €CIU 3aKOHOJATEIbCTBOM PecmyOumku
benapych He yCTaHOBIIEHO HHOE.

[Ipu ocyiiecTBIEHNH BHEIIHErO COIJIACOBAaHUS MPOEKTOB JOKYMEHTOB B RJIEKTPOHHOM BUJE B KayeCTBE
DKBUBAJICHTA COOCTBEHHOPYYHOM TOMAIMMCH, BXOJAlIeH B cocTaB pekBusuta "['pud cormacoBanus",
ucnonbzyercst DIIII. CornacoBanue mokymenta 6Oe3 ucnonb3oBanus DLl momyckaercss Mo coryiamieHUro
CTOPOH IIPH YCJIOBHMHM, YTO IIPOIPAMMHBIE CPEICTBA, IPUMEHSAEMBIE B OPTaHU3ALNAX, TO3BOJISIOT OJHO3HAYHO
UACHTU(PUIIMPOBATH JIMIIO, COTIACOBABIIEE JOKYMEHT, U COBMECTHUMBI MEXy OO0, eCii 3aKOHOIAaTEIbCTBOM
Pecny6nuku benapych He yCTaHOBIEHO MHOE.

223. Ilpu mOATrOTOBKE JTOKYMEHTOB B 3JIEKTPOHHOM BHJE MOTYT HCHOJB30BaThCs madnoHbl. [1labmoHsr
pa3pabaTbIBatOTCA Ha OCHOBE YHUDUIIMPOBAHHBIX (popM JOKyMEHTOB ciayx00it IOY opranuzanum.

224. Tlpuem U oTIpaBKa JOKYMEHTOB B 3JIEKTPOHHOM BHJE OCYILECTBISETCS, KaK IMpaBUIIO, CIIy>KOOU
JOVY.

JlonyckaeTcst mpuemM U OTIpaBKa JOKYMEHTOB B 3JIEKTPOHHOM BHJI€ CTPYKTYPHBIMU MOJpPA3AEICHUSIMU
(paboTHHMKaMu) opranuzanuu 6e3 ydactus ciyxosl JIOY. Ilepeuenb kaTeropuil 10KyMEHTOB B 3JIEKTPOHHOM
BUJC, TIPUEM M OTIPaBKa KOTOPBIX OCYIIECTBISETCS CTPYKTYPHBIMH TOApa3JefeHUsIMA (paboTHUKAMM)
OpraHu3all CaMOCTOATENBbHO, pa3pabareiBaercss ciayx0oit JIOY u yrBepkaaercss pyKOBOAUTEIEM
OpraHu3alMH.

[Tocne oTnpaBKu AOKYMEHTa B 3JIEKTPOHHOM BHJIE, YJOCTOBEPEHHOTO B COOTBETCTBHM C TPEOOBAaHUSAMU
HacTosAmell WHCTpykuMM, [OCBUIKA €ro JK3eMIulisipa Ha OyMakKHOM HoOcuTele He Tpedyercs, eciau
3aKoHoJaTeabcTBOM PecnyOnuku benapychk He ycTaHOBIIEHO HHOE.

225. [lpu nonyyenun 1okyMeHToB, noanucanubix JIII, ocymecTBiseTcs npoBepka:

noanuaHocTH D1IIT;

COOTBeTCTBUS crnioco0a ucnoaszoBanus DI cBegeHusM, yka3aHHbIM B cepTHU(UKATE KIH04a MOIINICH;

NeMCTBUTENBHOCTH cepTU(UKATa KJItoYya MOAMUCH.

226. IlpoBepka JEHCTBUTEIBHOCTH cepTHU(UKaTa Ki04ya MOJIMUCU BKIIOYAET B ceOsl MPOBEPKY CpoOKa
neicTBus cepTu(uKaTa Kio4a MOANUCH (CpoK JecTBus cepTu(dUKaTa KIo4a MOAMNUCH HE JTOJDKEH UCTeUb Ha
MOMEHT MOJMUCAHUS TOKYMEHTA), a TaK)Ke MOJyYeHHE U3 YOCTOBEPSIIOIIETO IEHTPa, BhIJABLIETr0 cepTuduKar
KJII0Ya MOJIMTUCH, CBEIEHUH 0 AelcTBUM cepTU(dUKaTa Kilroua MOAMUCH (JIelicTByeT, AeHCTBUE IPUOCTAHOBIIEHO,
CPOKHU IIPUOCTAHOBIICHUS €T0 JIEHCTBUS, aHHYIMPOBAH).

227. IOKyMEHTHI B 3JIEKTPOHHOM BHUJIE MOAJIEKAT PETUCTPALUU B COOTBETCTBUU C TPEOOBAHUSMH ITyHKTA
139 nacrosmeit Uucrpykuu.

JloTIONHUTENBHO NPU PETUCTPALIUU JOKYMEHTOB B 3JIEKTPOHHOM BHJIE MOTYT MCIIOJIb30BaThCSI PEKBU3UTHI
"JIOM>KHOCTh, WMHULMANBI U (GaMuwIMs JHIa, MOJIUCABIIEro AOKYMeHT', "AJpec XpaHEHHUS [IOKyMEHTa B
ANIEKTpOHHOM Bue", "BHyTpeHHss nepeanpecanus JOKyMEHTa o ucnogHutessaM", "Hannuue npunoxeHui x
nokymeHty", "Cmoco0 mpoctraBku AokymeHTa" (10 WHQPOPMAIMOHHO-TEIIEKOMMYHHUKAIIMOHHOW CETH, Ha
MaTepHaJIbHOM HOCUTENE U Ap.) U JIp.

228. BO BHYTpPEHHMX M HCXOIAIIMX JOKYMEHTaX B OJJIEKTPOHHOM BHJIE, YAOCTOBEPEHHBIX C
ucnoas3oBanueM OIIII, pexBusutsl "Jlata" u "Peructpannonsslii HHAEKC" MPOCTABIAIOTCS MOCIE OUCAHUS
MIPU COXpPaHEHHUH MOAJIMHHOCTHU U IIEIOCTHOCTH MOANUCAHHOTO IOKYMEHTA.

Bo BHYTpeHHHX U UCXOAALIMX JTOKYMEHTaX, YAOCTOBEPEHHBIX 0e3 ncnoib3oBanus DL B cooTBeTCTBUU
¢ TpeboBaHMsIMH TIyHKTa 222 HacTosimed UHcTpykuuu, pekBu3uthl "Jlata" u "PerucrpaiiioHHblil vHAEKC", KakK
MIPaBUJIO, BKIIIOYAIOTCS B UCXOAHBIN (hailn JOKyMEHTa.

229. Bo BXomsammMx © BHYTPEHHHX JOKyMEHTax WHGOpMAIUs, COJAEpKamascsa B PEKBU3UTAX
"Pezomonus”, "Otmerka o koHTpone", "OTMeTka 00 MCHOTHEHHH JOKYMEHTa M HANpaBIIEHWU €ro B JeNo",
"OTMeTKa O MOCTYIUICHUH (PETUCTPAIMOHHBIA IITAMI BXOSAIINX JOKYMEHTOB)", OTMETKE 00 O3HAKOMJICHUU C
JTOKYMEHTOM, MHBIX CITyKEOHBIX OTMETKaX, Ipu paboTe ¢ JOKYMEHTaMH B 3JIEKTPOHHOM BHUE B UX (HOpMYJIsp
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He BHocutTcs. [lanHas umHOpManus oTpaxkaercss B peructpanuoHHbIX ¢opmax (PKK wmm xypnane) Ha
OyMa)XHOM HOCHTeJe JIMOO B MAacCHUBE PETUCTPALlMOHHO-YYETHBIX NAHHBIX, YYET M YIpaBlIeHHE KOTOPHIMU
OCYIIECTBISETCA C TIOMOIIBI0 aBTOMAaTU3UPOBAHHOM CHUCTEMBI, M NIPH HEOOXOAMMOCTH HMPUKPEIUISETCS B BUE
CaMOCTOSATENIbHBIX JOKYMEHTOB B JJEKTPOHHOM BuIe ((ailyioB) K perucrpupyeMoMy (y4duTHIBAEMOMY)
JIOKYMEHTY.

230. PeructpaliiOHHO-y4YeTHbIE JAaHHBIE O JOKYMEHTaX B JIEKTPOHHOM BHJE M CBA3M MEXIY HUMHU U
CaMMMM JOKYMEHTaMHM COXPAHSIIOTCSI B HEM3MEHHOM U JOCTYIHOM JUIsl BOCIPOM3BEICHUS U BOCHPUATHS
YeJIOBEKOM BHUJE Ha IPOTSHKEHUM BCEro JKU3HEHHOIO IMKJIAa JOKYMEHTOB. lIpu mepepaye 1OKYMEHTOB B
AJIEKTPOHHOM BHJI€ BHYTPHM OpraHM3allUd WM IHPU OTIPABKE 3a IIpPeleibl OpraHu3allMd BMECTE C HUMH
NepeaaoTcs UX PErucTPalliOHHO-Y4YETHbIE IaHHbIE.

231. Ilpu mepecbUlKe IO BIIEKTPOHHOW MOYTE JOKYMEHT B JJIGKTPOHHOM BHJE O(opMIisiercs o
IIpaBUJIaM, YCTaHOBJIEHHBIM Hacrosmedl MHcTpykuuei, U npukperuisercss B BUIe NpuiioxkeHus (daiina) k
AJIEKTPOHHOMY ITHCHMY.

232. JIOKyMEHTBbl B 3JIGKTPOHHOM BHJE, B TOM 4MCJE OTHpaBiseMble (MOIydaeMble) MO KaHajlaM
AJIEKTPOHHOMN IOYTHI, JOIyCKAETCS:

9KCHOPTUPOBATH BO BHEIIIHHUE 110 OTHOIIEHUIO K TIOYTOBOM CHCTEME 3JIEKTPOHHBIE (ailiibl;

skcnioptuposatb B ACJIOVY;

pacrieqaTslBaTh Ha OyMa)KHOM HOCHUTEJIE.

233. Ilpu skcnopTe AOKYMEHTa B 3JEKTPOHHOM BHJE, OTIPABICHHOIO (IIOJYYEHHOr0) MO KaHajlaM
AJIEKTPOHHON MOYTHI, BO BHEUIHHI MO OTHOIIEHHUIO K Mo4TOBOM cucteme daitn wim ACHAOY ¢ gokymMeHToM
OKCHOPTHPYETCS (pacredyarbiBaeTcsi) CONPOBOIUTENBHOE JJIEKTPOHHOE MHCHMO, BKIIOYAas HWH(OPMALHIO,
COJZIEpKALIYIOCS B 3aroJIOBOYHOM YacTH dJEKTPOHHOTO MNHCbMa (CBeEeHHs 00 53JIEKTPOHHOM ajpece
oTrpaBuTesd (MoJydaress), JaTe OTIPABKH, JaTe IOJIyY€HHUs, TEME IHUCbMa, O IMYTAX IPOXOKIACHUS
3JIEKTPOHHOIO MUChMa M0 MHPOPMALMOHHO-KOMMYHUKAIIMOHHBIM KaHajaM CBSI3U, UIEHTU(UKATOPE HCbMa B
MH(POPMALIMOHHON CHCTEME M Jp.), €CIH TOKYMEHT HE COJCpKHUT peKBU3UT "JlaTa", B MHBIX CiIydasx, KOTAa
yKa3aHHasg uH(popMmanus HeoOXoAuMa Ui MHOATBEPXKIEHUS (akTa M YCIOBUH OTHNPaBKU (TOJIyYEHUs)
JIOKYMEHTA U (MJIM) MOKET ObITh MCIIOJIb30BaHa B CIIPABOYHBIX U J0KA3aTEIbHBIX LIEJISX.

234. Ilpn XpaHEHUHU U UCIOJB30BaHUU JOKYMEHTOB B JJIEKTPOHHOM BHJE, B TOM YMCJIE OTIPAaBICHHBIX
(MOdMy4YeHHBIX) 1O KaHajlaM OJJIEKTPOHHOW TMO4YThI, oOOecneurMBaeTcs HX JOCTYMHOCTh JUIs  BCEX
3aWHTEPECOBAHHBIX PAOOTHUKOB OPTaHU3ALMU B COOTBETCTBUU C YCTAHOBJIEHHBIMU OOS3aHHOCTSMU U IIPaBaMHu
J0CTyTa.

235. KOHTpOJIb MCIIOJIHEHHSI TOKYMEHTOB B 3JIEKTPOHHOM BHJIE OCYLIECTBISIETCA C YyUE€TOM TPeOOBaHUIA
r1aBsl 9 HacTosmen MHCTpyKInH.

KoHTponb wHcIOMHEHHsS IOKYMEHTOB B 3JEKTPOHHOM BHJIE O0ECIEUMBAETCS TE€M K€ CTPYKTYPHBIM
nojpasjesieHneM (JOHDKHOCTHBIM JIMIIOM), KOTOpPO€ B COOTBETCTBHUM C JIOKQJbHBIMH HOPMAaTHUBHBIMU
IIPABOBBIMHU aKTaMU 0OE€CTIEYMBAET KOHTPOJIb UCIIOJHEHNS JOKYMEHTOB Ha OyMaKHBIX HOCUTEIISX.

236. JIokyMEHTbI B RJIGKTPOHHOM BHJI€ TIOCJIE MX HCIIOJHEHUS MOJJIEKAT XPaHEHUIO B TEUEHHE CPOKOB,
YCTaHOBJICHHBIX JJIsl aHAJTOIMYHBIX JJOKYMEHTOB Ha OyMa)KHBIX HOCUTEJISIX.

HcnonHeHHble JOKYMEHTHI B 3JIEKTPOHHOM BHJIe (POPMUPYIOTCSA B 3JIEKTPOHHBIE JI€la B COOTBETCTBUU C
HOMEHKJIATYpOH Jie]l OpraHu3aliM, COCTaBIsIeMOl B COOTBETCTBUU € TpeOoBaHUsAMHU rinaBbl 10 HacTosein
NHcTpykuumn.

IIpu cocraBnennn HoMeHKIATypsl nen B rpade "Ilpumeuanue" ykaspiBaercs, 4To Aeno (TOM, 4acTb)
BEJIETCSI B 3JIEKTPOHHOM BH/IE.

237. ®opmupoBaHue U o(pOpMIIEHHE FNIEKTPOHHBIX JI€] OCYLIECTBISIETCS C YyU4€TOM OOLIMX TpeOOBaHUI
dhopmupoBanus U 0POPMIICHUS T C JOKYMEHTaMH Ha OyMa)KHBIX HOCHUTENSNX, yKa3aHHbBIX B rmaBax 11 u 13
Hacrosumen MacTpykuuu.

OcoOenHoctu (opmupoBanusi U OGOPMIIEHHSI 3JIEKTPOHHBIX i€ OTPAXKAIOTCA B HUHCTPYKUUHU TIO
JIEJIONPOU3BO/CTBY OpraHU3aLUH.

238. MecTto XpaHEHHS JJIEKTPOHHBIX JI€1 U OTIEIbHBIX JOKYMEHTOB B JJIEKTPOHHOM BHJE /10 HUX
nepelayd B apXUB WM BBIACIEHUS K YHMUYTOKEHUIO OIPEAENAETCS OpraHu3aluedl CcaMOCTOATENbHO H
3aKpeIIsieTCs B JIOKATbHOM IPABOBOM aKTe, YTBEPKIAEMOM PYKOBOJUTEIEM OpPraHU3alINH.

239. DOkcmeprh3a ILEHHOCTH JOKYMEHTOB B AJIEKTPOHHOM BHJE OCYUIECTBIETCS B IOpPSAKE,
YCTaHOBJICHHOM TIJ1aBoM 12 Hacrosmeit MHCTpyKIuK, a Tak)Ke WHBIMA aKTaMH 3aKOHO/JATeNbcTBa PecnyOmuku
benapyce.
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240. Ilepenaya B apXvB M BBIIEICHUE K YHUUTOXKEHHIO AIEKTPOHHBIX JEN U TOKYMEHTOB B AJIEKTPOHHOM

BUJIE OCYUIIECTBIIIOTCS B COOTBETCTBUM C TpeOOBaHMSIMM HacTosmied WHCTpyKIMM W MHBIX aKTOB
3aKoHOAaTenbcTBa PecmyOnuku benapyce.

[Ipunoxenue 1

K UHcTpykunmn

10 JIEJIONIPOU3BOJICTBY

B FOCY/IapCTBEHHBIX OpraHax
Y OpraHu3aIusaX
Pecnyonmnku benapychb

lIpuMmepHasa ¢opMa Tabesd yHMOMUUMPOBAHHEIX QOPM OOKYMEHTOB OpIaHM3alun

YTBEPXIAI

(HaMMeHOBaHMEe IOOJIKHOCTU

PpyKOBOIOIMTEIA opraHmaauMM)

lloonuce PacumppoBka HOONMCH
IaTa
IaTa
yTBepPXIeHNH, CorylacoBaHMue
HamMeHO—- |HamMeHoOBaHMe |llompasnersieHue Ilepmno—-
BaHNUE opranmsauum (HOHXHOCTHO@ YTBerHe— INYHOCTE HpMMe—
@OPMH (HOHXHOCTHOPO HMHO), llomnuce HUEe I[leuaTs | cOCTaBJie— | UaHUE
IJOKYyMEeHTa auua) , OTBETCTBEHHOE HIUSA
YTBEPIMBIIEN |3a NONTOTOBKY |BHYTPEHHEE |BHEIHee
dopmy
OJOKYMEHTAa
1 2 3 4 5 6 7 8 9 10
HamMeHOBaHME IOOJIXHOCTM PYKOBOIOMTEIA
cnyx0sr JJOY (nmuua, oTBeTCTBEHHOTO 3a J0Y) llomnuce PacumppoBka NOONMCK
[IprMedaHKe . Tabesnb MOXeT OBTb HonoJiHeH Trpabamm "Konm ©opMmel 1o
xyaccupmraropy", "Ampecat", "OTBETCTBEHHHI 3a KOHTPOJIb MCIOJHeHMA" u Op.
[Ipunoxenue 2
K MHCcTpyKIINHK
10 JCJIOIIPOU3BOJACTBY
B TOCYJAapCTBCHHBIX OpTraHax
" OpraHuvsanusiax
Pecniy6nuku benapychb
dopMa cHomMcka Ha pPacCCBUIIKY
(Ha3BaHMe, JaTa, MHIEKC OOKYyMEeHTAa)

HaumveHOBaHUME OopraHMn3almum m

(M) CTPYKTYPHOTO [IoUuTOBE azpec KosmuecTBO [IpuMeuyaHme
nompasnesyieHuss, HOOJDKHOCTHOT'O 3K3EMIJISPOB
auua - ajpecara



HammeHOBaHME OOJDKHOCTU pykroBOOUTEIIA
CTPYKTYPHOT'O IoOpa3neJieHMA Mopnuce PaCU.U/I(i)pOBKa rnogrimcum

[Ipunoxenue 3

K MHCTpyKIINHK

0 JIEJIONPOU3BOJICTBY

B IOCY/IapCTBEHHBIX OpraHax
U OpraHU3aIMsIX
Pecny6omuku benapychb

[IPUMEPHLI IIEPEYEHB JJOKYMEHTOB, TIOJIEXXAILIMX YTBEPXXIEHHUIO

1. AxkTbl (mpueMa 3aKOHYCHHBIX CTPOUTEIBCTBOM OOBEKTOB, BBIOJHEHHBIX pPa0OT, CHHCAHUS,
HKCHEPTHU3bL, IpUeMa-nepeaayu e u T.1.).

2. I'paduku (OTIyCKOB, TUYHOTO IIPUEMA U T.1I.).

3. 3ajaHus (Ha IPOEKTUPOBAHHME OOBEKTOB, TEXHUUECKHUX COOPYKEHHM, KamUTaJbHOE CTPOMUTEILCTBO,
IIPOBE/ICHUE  HAyYHO-UCCIEIOBATEIbCKUX, IPOEKTHO-KOHCTPYKTOPCKUX M TEXHOJOIMUYECKHX  pador,
TEXHUYECKUE U T.1.).

4. 3asBKM (Ha MaTepUaIbHO-TEXHUYECKOE CHaOkeHue, 000pyJOBAHUE U T.JI.).

5. UucTpykiuu (npaBuiia) (JOKHOCTHBIE, TIO JASJIONPOU3BOJICTBY, TEXHUKE O€30MaCHOCTH, BHYTPEHHETO
TPYAOBOTO paCIOpsAAKa U T.JI.).

6. HopmaTuBel (pacxona ChIpbsi, MaT€pHaJIOB, 3JEKTPOIHEPTUHU, TEXHOJOTHYECKOIO MPOEKTUPOBAHMS,
YHUCICHHOCTU PaOOTHHUKOB U T.11.).

7. OT4eTrsl (0 NPOU3BOACTBEHHOM JAEITEIbHOCTH, KOMaHIUPOBKAX, HAyYHO-UCCIEA0BATENbCKUX paboTax
U T.J.).

8. Ilepeunnm (momxHOCTEH paOOTHUKOB € HEHOPMHUPOBAHHBIM pabO4YMM JHEM, JIOKYMEHTOB,
00pa3yIoUXCs B IESITEIbHOCTH OpraHu3alliil, ¢ YKa3aHueM CPOKOB XPaHEHUS U T.JI.).

9. Ilnansl (IPOM3BOJACTBEHHBIC, KalUTAIbHBIX BIIO)KEHUH, CTPOUTEIbHO-MOHTAXHbBIX, IPOEKTHO-
U3bICKATEIbCKUX, HAYYHO-UCCIIEI0BATEIbCKUX PAOOT U T.1.).

10. TTonoxenus (ycraBsl) (00 opraHu3aliu, CTPYKTYPHOM MOJIpa3/ielIeHuH, IPEMUPOBAHUH U T.11.).

11. IIporpammsl (ITpoBeAeHUsT pPabOT, MEPOIIPUATHI U T.11.).

12. PacrieHku (Ha MpOU3BOJCTBO PabOT, OKa3aHUE yCIIYT).

13. CmeTs! (pacxo/10B, J0X0A0B U Pacxo10B BHEOIOPKETHBIX CPE/ICTB, HA KAIUTAJILHOE CTPOUTENBCTBO U
T.J.).

14. CrannapTsl.

15. CTpykTypa ¥ mITaTHAs YUCIEHHOCTD.

16. YauduuupoBanHsie GOpMbI TOKYMEHTOB.

17. lllTaTHBIE pacIMCAHUS.

[Tpunoxenue 4

K MHCcTpyKIINHK

0 JI€JIONPOU3BOJICTBY

B IOCY/IapCTBEHHBIX OpraHax
Y OpraHU3aLMIX



Pecrry6miku benapych

Obpaszen obopMIIeHMS JIMCTa COIJIACOBaHUS

JMCT COIJIACOBAHNA

IIpOoeKTa I[IOCTaHOBJIEHMA MMHMCTepCTBa IIPVMPOOHEIX PECYPCOB UM OXPaHEL

okpyXxawnumel cpemnsl Pecnydnukm BeJsiapychb

"O6 yTBepXOeHUM VHCTPpYyKLUM

O IMopAIKe BeIeHMA IEePBUMYHOT'O ydeTa MCIIOJIb3O0BaAHUA son"

COTJIACOBAHO

MUHMCTP XWUJIMIHO—
KOMMYHAJIbBHOTO XO3SMCTBAa
Pecnybnukmu Bejnapychb
Nognuce B.M.BejJloxXBOCTOB
21.09.2008

COT'JIACOBAHO

3aMecTUTeNb NpencenaTesnda
BpecTckoro o6yacTHOTO
VICIIOJIHUTEJIBHOTO KOMUTETA
Mognuce M.U.H0OxuMmyk
20.09.2008

COTJIACOBAHO

[lpencenmaTernb

T'oMeJsIbCKOT'O 0B0JIaCTHOT'O
VICIIOJIHUTEJIBHOT'O KOMMTETA
HNomnmuce A.C.Axo0OCOH
22.09.2008

COT'JIACOBAHO

[lepBHM 3aMeCTUTEJIb NpencenaTesis
MMHCKOI'O I'OPOIOCKOTO
UCIIOJIHUTEJIBHOT'O KOMMTETA
Mognmuce A.A.KyHueBuu
22.09.2008

COTJIACOBAHO

[lepBEM 3aMeCTUTEJIb NpercenaTesid
MormjieBckKoro oOOJIaCTHOTO
MCIIOJIHUTEJILHOT'O KOMMUTETa
[loopnuce B.B.KpaBuos

22.09.2008

COTJIACOBAHO

[lepBEM 3aMeCTUTEJIb
lpencenmaTena
T'ocymapcTBeHHOTO

KOMUTETa IO CTaHmapTu3aluumn
Pecnybmnuku Beslapychb
[Momnmuce B.B.HaszapeHKO
21.09.2008

COT'JIACOBAHO

[lpencenaresib

Burebckoro o6yacTHOTO
VICIIOJIHUTEJIbHOT'O KOMUTETa
Homnmuce B.II.AHOPENUYEHKO
27.09.2008

COTJIACOBAHO

[lpencenmaTernb
I'pOOHEHCKOT'O OBJIACTHOTO
VICIIOJIHUTEJIBHOTO KOMMUTETa
llognmuce B.E.CapueHKO
22.09.2008

COTJIACOBAHO

[lpencenaTelib

MuHCKOTO OOJIACTHOTO
VCIIOJIHUTEJIBHOIT'O KOMMTETa
Hopgnmce JI.®.Kpyner
24.09.2008

[Ipunoxenue 5
Kk MHCcTpyKIINHK

10 JICJIONTPOU3BOICTBY
B FOCYJJapCTBEHHBIX OpraHax

" OpraHuvsanusiax

Pecniy6nuku benapychb

[IPUMEPHBIN [TEPEYEHD JIOKYMEHTOB, HE IOJJIEXXAIIIX PETUCTPALIUN

1. JIokyMeHTHI OornepaTuBHO-WH(OPMAIIMOHHOTO XapakTepa (MUChMa, CBOIKH H JIp.), MPHCIAHHBIC IS

CBEJICHMSL.
2. 3asBKHU, HapAIbl, pa3HaPSAIKH.

3. Ilo3gpaBuTebHBIE MUCHMA U TEJIETPAMMBI.



4. Tlporpammpl, TUIaHBI, TOBECTKM 3acEJaHHI, COBEIIAaHWN, KOH(PEPEHIHN, WHBIX KOJIJIETHATHHBIX
MEpOIPUSITHH.

5. llpurnacurenbHbIC OUIETHI.

6. [TeuaTHpie u3gaHus (KHUTH, )KYPHAIIBI, Ta3€THI).

7. PexnamMHuble MaTepuanbl (JJUCTOBKU, IPOTPAMMBI, IPOCIIEKTHI, U3BEILICHHUS ).

8. ITuceMa opranu3anuii U1 UHAUBUAYAIbHBIX MPEANPUHUMATENECH C IPEIJIOKEHUSIMU O COTPYAHUYECTBE
WJTU OKA3aHHUH YCIIYT.

9. UndopmannonHsle U COpaBoYHbIE MaTepuaibl (OrOJIETeHH, OpOIIOpbI, UH(POPMALIMOHHBIE JHCTKH,
MIPOCIIEKTHI M3IaHUM, aBTOpedEpaThl U Ip.).

10. ®opMBbI CTATUCTUYECKON OTYETHOCTH U COITPOBOJUTEIbHAS JOKYMEHTALUS K HUM.



[IpuMepHas dopmMa PETUCTPALUMOHHO-KOHTPOJIBHOM KapTOUYKU

JInuiepas CTOpPOHAa

123456789101112131415161718 192021 2223242526 2728293031

CpoOK UCHOJIHEHHUS | Ha3Banune Busa nokymeHTa ABTOp (KOPPECIIOHJIEHT)

I[aTa U NHACKC NMOCTYIJICHUA I[aTa U MHACKC NOKYMCHTA

3aroyioBOK (KpaTKoe COJepKaHHe)

Pesomtonus uny KoMy HarpaBiIeH JOKYMEHT

Ot1MeTKa 00 UCIIOTHEHHH JOKYMCHTA

OBopOoTHasA CTOpPOHAa

KOHTpOJIBHLIC OTMCTKH

Dong N | Oy N | leno N

[Tpunoxenue 6

K MHCcTpyKIINK

I10 J1eJIONPOU3BOICTBY

B IOCYJIapCTBEHHBIX OpraHax
U OpraHu3aIusax
Pecriybnuku benapych



[Tpunoxenue 7

Kk MHCcTpyKIINHK

0 JIEJIONPOU3BOJICTBY

B I'OCY/IapCTBEHHBIX OpraHax
U OpraHU3aIMsIX
Pecniy6muku benapych

[IpaBuiia BalnOJIHEHMSA OCHOBHEIX PEKBU3UTOB
peI‘MC‘I‘paLLMOHHO—KOHTpOJ'H:;HOIZ KapTouKM

PexBu3UTHI

IlosicHEeHNS K 3aI10JIHEHUIO

1

2

HazBanwne BHUJa JOKYMCHTa

3anoJHAeTCs. B COOTBETCTBUM C HA3BAHUEM BUA
peructpupyemMoro JokymenTa. [Ipu perucrpanuu
nuceM rpada He 3arnoiaHseTcs

ABTODp (KOpPpPECTIOHIEHT)

IIpu perucrpanuy NOCTYIHUBIIETO JOKYMEHTa
3aIUCHIBACTCS] HANMEHOBAaHUE OPraHU3alunu-aBTopa
nokymenTa. [Ipu perucrpanyuu ucxonsumero
JIOKYMEHTA 3aIliChIBACTCS HAMMEHOBaHHE
OpraHu3aluu-KoppecrnonaeHTa. Jonyckaercs
IIPUMEHEHHE COKPALEHHOIO HAUMEHOBAHMUS
OpraHu3anuu

I[aTa U NHACKC NMOCTYIUICHUA

3anomaHsIeTCs IIpHu pEruCTpanu BXOoaA1ECro
JOKYMCHTA. 3anmCchIBAIOTCS JaTta 1 UHICKC,
MMPUCBOCHHBIC JOKYMCHTY OpFaHHSaHHeﬁ'
MOJIy4aTeCJICM; MIEPCHOCATCA U3 PCTUCTPALIMOHHOT'O
mramMiia BXOAAIHUX JOKYMCHTOB

Jara u uHAEKC TOKyMEHTa

3anmuchIBalOTCS Jarta U UHACKC, IPUCBOCHHLBIC
JOKYMCHTY Opr aHH3aHHCﬁ'aBTOpOM; IMEPEHOCATCAH
C BXOOAIIETO MJIU UCXOOAIIETO JOKYMCHTA

3aroioBoK (KpaTkoe
COJIepKaHUe)

[IepenocuTcst 3aronoBoK, cGOpMyJIUPOBAHHBIN HA
JIOKYMEHTE

Pesosronust nim KoMy HarpasiieH
JOKYMEHT

[TepeHOCUTCS TEKCT PE30IOLUN PYKOBOIUTENS

CpoK UCTIOTHEHUS

[IpocraBnsiercst nara (4UCio, MecsIl, TO1), K
KOTOPOM TOKYMEHT J0JKEH ObITh UcTONHEeH. [Ipu
perucTpainmu UCXOAAIETO HHUIIMATUBHOTI'O
JIOKYMEHTA 3alHUChIBACTCS J1aTa 03KU1aEMOT0
OTBETA

OtmeTka 00 MCTIOIHEHUH
JIOKYMEHTA

KpaTKO 3alMUCBIBAIOTCA PCIICHUE BOIIPOCA 110
CYHICCTBY, AaTa U MHACKC TOKYMCHTA-OTBCTA

Jleno N

HpOCTaBHHeTCH HHJCKC ACJIa, B KOTOPOC MOMCIICH
JOKYMCEHT IIOCJIC UCITOJTHCHHUA B COOTBETCTBUU C
HOMeHKHaTypOﬁ Aca

[Tpunoxenue 8

Kk MHCcTpyKIINHK

10 IEJIONIPOU3BOJCTBY

B IOCY/IapCTBEHHBIX OpraHax
Y OPTaHM3ALMIX
Pecriy6mmku benapych



[lpyMepHas GopMa XypHalla peruMcTpaluy BXOOANMX IOKYMEHTOB

JaTa KoppecnoxnzneHT, Pesomnwouma wunu | Pacnucka
NOCTYIJIEHMS | HaTa UM MHIOEKC KpaTrkoe KOMY B OrmeTka 06
U MHIEKC IOCTYNMBIETO comepxaHue HalpaBJIeH [IOJIyYEHUM | MCIIONTHEHUN
IOOKYyMEHTa IOOKyMEHTa IOOKYMEHT
1 2 3 4 5 6

[Ipunoxenue 9

K MHCTpyKIINHK

0 JIEJIONPOU3BOJICTBY

B IOCY/IapCTBEHHBIX OpraHax
U OpTaHU3aLUIX
Pecniy6miku benapychb

HpMMepHaH @opma XypHaljla permcrpalnn MCXOIOAIMX VI BHYTPEHHUX ITOKYMEHTOB

IaTa n muHIekC| KoppecnoHIeHT KpaTkoe conepxaHue OrmeTka 06
IDOKYyMEHTa IDOKYyMEHTa VICIIOJIHEHUM IOKYyMEHTa
1 2 3 4

[Ipunoxenne 10

K MHCTpYyKIINK

10 JIEJIONIPOU3BOJICTBY

B IOCY/IapCTBEHHBIX OpraHax
Y OpTaHM3aLUAX
Pecniyonmmku benapych

(B pea. nocranoBienust Muntocra ot 27.01.2012 N 18)
(cM. TEKCT B IpebIAyIIeH peIaKIlnm)

dopMa HOMEHKJIATYPH IEJI OpraHM3alumn

HauMeHOBaHME BHIIECTOALEY OpTaHM3aLUM YTBEPXIAIO

HauMeHOBaHMe OpraHmM3alumn

HOMEHKJIATYPA IEJI (HaMMeHOBAaHMEe IOJIXKHOCTU
N

pykroBOOUTEIIA OpPaHMBaHMM)

(MecTO CcoOCTaBJIEHUS)
Ha hinfe} [lomnucob PacumppoBKa IOIONMUCU
DaTa

HaszBaume paszperna
(nompaszmena) ,

Kom-BOo nmen
(TomoB,

CpOok XpaHeHmuda neja
(Toma, uvactu) u

VHnexkc zpmera [pumeuaHMe
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3aTo0JIOBOK IeJia yacrTen) HOMepa IIYHKTOB
(Toma, uvacTu) (cTaTell) 1O IIepeudHo

1 2 3 4 5

HomeHkJIaTypa OeJl CcOoCTaBJjieHa Ha OCHOBAHUU

(Ha3BaHMA ¥ BHIXOIHBIE OAHHHE

HOPMATUBHBEIX [IPaBOBEX akKTOB, MCIIOJIb30BAHHEIX [IPM OlIpenelieHUn
CPOKOB XPaHeHMsA neJl)

HamMeHOBaHME HOOJDKHOCTM PYKOBOIOUTEJIS
cayx06el IOY (nuiia, OTBEeTCTBEHHOTO =a II0VY) Ilommnuce Pacumbporka nomnmucu

Bapenyoumull apxXMBOM (HaMMeHOBaHMUE
OOJDKHOCTM JiMIla, OTBETCTBEHHOT'O 3a apxXmB)

[Mopnuce Pacumbporka nomnmucu
HaTa
COTJIACOBAHO COTJIACOBAHO <*>
[IpoToxon BacenmaHumsa LU3K (9K) [IpoToxos sBacenaHmsa 9OMK (OIIK, L39K)
(HauMeHOBaHME OpIT'aHM3alNuM) (HaMMeHOBaHME I'OCYIapCTBEHHOT'O apxXuBa
N

WM CTPYKTYPHOTO HOIpas3neJieHUus IO

apxmepaM UM OeJIONIPOM3BOIOCTBY 06J1aCTHEIX

(MMHCKOT'O T'OPOICKOTIO) MCIIOJIHUTEJIbHBIX

KOMUTETORB BHIIECTOSAEN OpPTIaHM3 aLU/II/I)
N

<*F> B OpTraHM3aumnax, He ABJIARIMXCA MCTOUYHMKAMM KOMIIJIEKTOBAHMA
TOCYHapCTBEHHEX AapxXMBOB M He MMEIMX BEUECTOSUEeI0 oplaHa yNpaBJIeHusa, He
obopmMIigeTcH.

[Ipunoxenune 11
K MHCTpYyKIINK

10 JIEJIONPOU3BOJICTBY
B FOCYJJapCTBEHHBIX OpPraHax

" OpraHusanusax

Pecniyonmmku benapychb

dopMa HOMEHKJIATYPH IeJl CTPYKTYPHOI'O IoIpas3nelieHUd
(oBumecTBEHHONM OpTaHM3aluM) opIlaHM3aUuuUm

HauvmeHOBaHME oOpTaHU3ALUN
HauMeHOBaHME CTPYKTYPHOI'O
nompasnesyieHus (obmeCcTBeHHOMU
opraHu3aLmum)
HOMEHKJIATYPA IOEJI

N

(MecTo coCTaBJIEHUS)
Ha TOm

Haspaume pasgpedsa|Kon-so men [Cpok xXpaHeHMS Ieja
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VHOekC pjeja (nompaszmena) , (TomoB, (Toma, uvacTu) u [IpuMeuaHme
3aTr0JIOBOK Ieja yacrTen) HOMepa IIYHKTOB
(Toma, uvacTu) (cTaTel) 0O HNEepedH
1 2 3 4 5

HomeHkJIaTypa OeJl CcOoCTaBJjieHa Ha OCHOBAHUU

(Ha3BaHMsa ¥ BBIXOOHBEIE IaHHBIE

HOPMATVBHEIX IIPaBOBEIX aKTOB,

CPOKOB XpPaHeHUSa IeJi)

HammMveHOBaHMEe OOJIXHOCTU PYKOBOOUTEIS

CTPYKTYPHOT'O INoIpaslelieHus
(oBmeCcTBEHHOM OpI'aHM3alMUM)

Bapenymoumi apxXMBOM (HaMMEeHOBaHMUE

IOOJIXHOCTHM JIMlla, OTBETCTBEHHOI'O 3a

APXUB)

Moonuce Pacumpporka nomnmcu

HaTa

COTJIACOBAHO <*>
[lpoTokoy 3acenaHmsa 3K

(HaMMeHOBaHME CTPYKTYPHOTO
nompas3nesieHus)

<*> Odpopmrnsaercsa npmu Hammudum K

VMCIIOJIB3OBAHHBIX IIPUM OllpeneJieHUN

Momnmcse PacumppoBka NOONUCHK

CTPYKTYPHOTO NHNOIOpasneJieHMA.

@opma UTOTOBOM 3alMUCU K HOMEHKJIaType neJjl opraHM3allumn

VToroBad 3anmMchb O KarTeropmax M KoOJIMuecTBe ngei,

3aBEeIEeHHBEIX B TOony B

[Ipunoxenne 12

K MHCTpYyKIINHK

10 JIEJIONIPOU3BOJICTBY

B IOCY/IapCTBEHHBIX OpraHax
Y OpTaHM3aALUAX
Pecniyomiku benapychb

(HaMMeHOBaHMe OpPaHMBaHMM)

B ToM uncie

ITo cpokam xpaHeHHs Bceero TEePEXOIAIINX C OTMETKOM
H9HKH

1 2 3 4

ITocTostHHOTO

Bpemennoro (cBbimie 10 siet)

Bpemennoro (10 10 et BKIFOYUTEIHHO)

NTOI'O

HamMeHOBaHMEe HOOJIKHOCTM PYKOBOOUTEJII
cayx0el IOY (jmila, OTBETCTBEHHOITO 3a

noy)

[Mognuce Pacumbporka nomnmucu
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IlaTa

WTOoTOBEIE CBEIEHUSA IIepeaHbl B apXMB OpIr'aHM3alnmn

HamveHOBaHMe OOJIXKHOCTM JMLa,

InepegaBmero CBedeHud

IaTa

[Mopnuce Pacumbpporka nomnmucu

[Ipunoxenne 13

K UHcTpyKumnmn

110 JI€JIOIPOU3BOJICTBY

B FOCYZIapCTBEHHBIX OpraHax
Y OpraHu3aLUsIX
Pecniy6nuku benapychb

dopMa BHYTPEHHENM ONMCM NOKYMEHTOB IeJja

BHyTpeHHHH OIIVICBb
OOKyMeHTOB Inejia N

N JaTa Nupmexc 3aroJyIoBOK Homepa mmcTos| IlpuMeduaHue
n/n| IDOoKyMeHTa IOOKYMEHTa IOOKYMEHTa neja
1 2 3 4 5 6
Toro

JIMICTOB IOKYMEHTOB.

HammMeHOBaHMe OOJIXHOCTM JIMLE,
BHYTPEHHIOK OIIMCB IOOKYMEHTOB Iejla

HaTa

B mejyie nogumTo

(umdpaMyt ¥ HPONUCHI)
KonmnueCcTBO JIMCTOB BHYTPEHHEM OIUCU

COoCTaBUMBIIET'O

(umdpamMm ¥ NPONMCHI)

[Moonmce PacumppoBka nonnmucu

[Ipunoxenne 14

K MHCTpYyKIINHK

10 JIEJIONIPOU3BOJICTBY

B IFOCY/IapCTBEHHBIX OpraHax
Y OpTaHM3aLMIX
Pecniyonmmku benapych

dopmMa JnmCcTa-3aBepUTeNid neja

JMCT-3ABEPUTEJIE IEJIA N

(BJIOXEHO) ¥ NPOHYMEPOBAaHO

JgucT (OB), B TOM UYMCIIE:
JVTEPHEIE HOMEpPaA:
[IPONyLIEeHHEE HOMepa:

+ JIMCTOB BHYTPEHHEV OIUCU:

(umbdpaMmy ¥ NOPONMUCHI)



OcoBeHHOCTM (OM3UUEeCKOT'O COCTOAHMSA UM QOpMMPOBAHMUA IeJia HomMmepa nmcTOB
1 2
HauMeHOBaHMe HOOJIKHOCTHU JMLa,
COCTAaBUBIIET'O 3aBEPUTEJIBHYI
HaOnmcChb [Mopnuce Pacumbporka nomnmucu
IaTa

[Ipunoxenue 15

K UHcTpykunu

10 JI€JIONPOU3BOJICTBY

B FOCYZIapCTBEHHBIX OpraHax
Y OpraHu3ausax
Pecniy6nuku benapychb

dopma OOJIOXKM »OeJia

. N
Om. N
I. N

(HaMMeHOBaHMEe TOCYINapCTBEHHOTO apxmuBa) <*>

(HaMMeHOBaHME BHIECTOAWEN OPIaHM3aLNUM)

(HaMMeHOBaHMe OpI‘aHMBaLU/H/I)

(HaMMeHOBaHME CTPYKTYPHOI'O nozmpasiesyieHusa (oOmeCTBEHHOM opIlaHu3aumum),

Iemso N

OYHKUMM MM HaNpaBJIEHUS IOeATeJIbHOCTU)

Tom N

naTta (KpalHMe -IaTH)

(3aroJoBOK gmeJja)

Ha JucTax
XpPaHUThb
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<*> Od¢opmisgeTcsa B opraHM3aLUaX,
TOCYHAapCTBEHHEIX AapXMBOB,
APXUB.

dopmMa onmcm mesi INOCTOAHHOTO,

npu mnepepade meja

BPEMEHHOTO
JMYHOMY COCTAaBY CTPYKTYPHOTO MNOIpasmesieHud

ABJISOIMXCS MCTOUHMKAMM KOMIIJIEKTOBAHUS
(ToMa, uYacTu) B I'OCyIapCTBEHHHM

[Ipunoxenue 16
K UHcTpyKumnmn

10 JIEJIONIPOU3BOJICTBY
B FOCY/IapCTBEHHBIX OpraHax

" OpraHusanusax

Pecniyonmnku benapychb

(cBeme 10 JieT) XpaHEHMS U IO

(oBmeCcTBEHHOM OpI'aHM3aLMUM)

OpTraHM3aumnm

HauMmeHOBaHME OpTraHU3alUMU
HavMeHOBaHME CTPYKTYPHOI'O

YTBEPXIAIO

nompasnejyieHusa (oOmeCcTBeHHON (HaMMeHOBaHME IOJIXHOCTU
opraHu3alumun)
Onmuce N PYKOBOAUTENS CTPYKTYPHOTO
neJ
(HaMMeHOBaHME KaTeropmm Iedl) nogpasnesyieHus (oOWeCTBEeHHOMU
3a Ton
opraHm3alun)
Moonmce PacumppoBka nonnmucu
ITaTa
Nunekc HasBaHue IaTa npesa|KommuecTtBo |Cpok XpaHeHUA
N neja pazmena, (Toma, JIMCTOB B mena (Troma, |llpuMmeuaHue
n/n| (roMa, |3arojoBOK meJja vyacTtu) |nesge (rome, | uacTm) <*>
JacTu) (Toma, uacTu) JacTu)
1 2 3 4 5 6 7
B @maHHYIO ONMCB BHECEHO
(umbpaMm M MNPONMCHIO)
memn ¢ N no N B TOM 4YMCJIE:

JIMTEPHBIE HOMEpa:
IIPOIIyULIeHHEIE HOMeEepa:

HammMeHOBaHME IOOJIXKHOCTU
CcCoCTaBUTENIg OIUCKU

TaTa

HamMeHOBaHME OOJIXHOCTU PYKOBOOIUTEIA

cayx6el IOY (Juila, OTBETCTBEHHOTO 3a
noy)
lMoonmce PacumppoBka nomnmucu
JaTa

COTJIACOBAHO <**>
[lpoTokoyn 3acepmaHma 9K

lMoonmce PacumppoBka nonnmucu

(HaMMeHOBaHMEe CTPYKTYPHOTO MNOIpa3IesieHNs)

N
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[lepenamn nemn u
(urbdpaMm M HOPONMCEIO) (urbppaMy M HOPONMCEIO)
PETUCTPALMOHHO-KOHTPOJIBHEIX KAapTOodek K IJOKYyMEeHTaM.

HammMeHOBaHME IOOJIKHOCTM PaBOTHMKA,

rnepenaBumero ngeja [Momonmce PacumppoBka NOONUCHK
JaTa
Mpuuan neyn u

(umbpaMy M MNPONMCHIO) (umbpaMy M MNPONMCHIO)

PETUCTPALVMOHHO-KOHTPOJIBHBEIX KapTOoOWeK K IOKYMEHTaM.

HamMeHOBaHMEe HOOJDKHOCTU paboTHMKA

apxuBa (JaMua, OTBETCTBEHHOI'O 3a apxmB),

NPUHABIIETO IeJia [Mopnuce Pacumbporka nomnmucu
IaTa

<*> Tpada 6 He odopmyiIgeTCHa B ONMUCHX HOEJI NOCTOSHHOTO XPAaHEHUS.
<**> Obopmrnsercsa npu Hamuuumm DK CTPYKTYPHOTO HOOPAa3IEJIEHMS .

[Ipunoxenune 17
K UHcTpykunu

10 JIJIONIPOU3BOJICTBY
B TOCY/IapCTBEHHBIX OpraHax

" OpraHusanusax

Pecny6nuku benapychb

(B pea. mocranoBienust Muntocta ot 27.01.2012 N 18)
(CM. TEKCT B IPEABIAYINEH peIaKIInm)

@opMa dKTa O BBIIOEJIEHUM K YHMUTOXEHMIO IOOKYMEHTOB M IeJl,
He IojiexXalrX XpaHeHUMIO

HavMeHOBaHME BHIECTOAIEN OPIaHM3aLMUM YTBEPXIAO

HammveHnoBaHMe oOpraHn3alumn

AKT (HaMMeHOBaHMEe OOJIKHOCTU
N

pyroBOOUTEIJIA OpPaHMBaHMM)

(MecTO cCcocTaBJIeHUS)
IToonmce PacumbppoBKa MNOONUCHU
DaTa

O BHIOEJIEHUM K YHUUTOXEHUIO
JOKYMEHTOB UM HOeJI, He IogjiexalmX

XPaHEeHU

Ha ocHoBaHum

(HaBBaHMH M BBIXOIHBIE IaHHBIE HOPMATMBHEIX IIPAaBOBBIX aKTOB,

MCIIOJIbE3OBAHHEIX TIIPUM TIPOBEIEHUM OJSKCIIEPTU3EL HGHHOCTM)
omo@paHm K YHUYTOXEHMIO Kak He mMerme HaquO—MCTOqueCKOﬁ LeHHOCTN ™"
yTpaTmuBuyre IIpaxKkTnudecKroe 3HaA4YeHNe cliiegymoummne JOKYMEHTEI M HOejla @OHHa N <*>

(HaBzBaHMe QoHza)

Cpok
XpaHeHMs
3aroJioROoK | IaTa VHOekCc nmeJa neJa
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meJyia wuiau| mesa Homepa (Toma, Kos-BO (Toma,
N |rpynnoBom W HOMEHKJIaTyp| YacTu) IO neJ yacTtu) u|llpuMeuaHue
/1| 3aroJIOBOK | kKpariHue | (onmcert) 3a|HoMeHkJaType | (Tomos, HOMepa
nej OaTH Ton (BI) unm N mejla |dJacTem) |[IyHKTOB
nes IO ONIMCU (cTaTen)
o
[IepeyYH0
1 2 3 4 5 6 7 8
NToro ey 3a roxn (BI) .
(umbpaMy M MNPONMCHIO)
Onmucy mejl NMOCTOSAHHOTO XPaHeHMS 3a T0on (BI) YTBEPXIEHEH,

a 1o JMYHOMY COCTaBy CoOIJlacoBaHH Cc OMK (OIIK, I3K)

(HaMMeHOBaHUE

TOCYIAapCTBEHHOTO apxuBa, CTPYKTYPHOTO IONPAa3IOeJIeHUs [0 apXMBaM U
IEeJIONPOM3BONCTBY OBJaCTHHX (MMHCKOT'O

TOPOICKOTO) MCIIOJIHUTEJIbHEIX KOMUTETOB WMJIM BHIECTOAMEY OpTaHM3alLNuM)
(mpoToKOJI N )

HauveHOBaHMe OOJIXKHOCTM JIMLE,
IIPOBOOMBIIETO BKCIIEPTU3Y

LLEHHOCTU IOOKYMEHTOB Ilommnmce PacumppoBka NOONUCK
COTJIACOBAHO COTJIACOBAHO <**>
[IpoToxon BacenmaHusa LU3K (9K) [IpoToxos sBacenaHmsa 9OMK (OIIK, L9K)
(HaMMeHOBaHME OpT'aHmM3aluM) (HaMMEeHOBaHME I'OCYIDapCTBEHHOTO apxmBa
N

VI CTPYKTYPHOI'O IIoIpa3neJieHUMA II0

apxMBaM M OEJIONPOM3BOIACTBY OOJIACTHEIX

(MMHCKOTO TOPOINCKOTO) MCIOJHUTEJbHBIX

KOMMUTETOB, BRILIECTO AMEN OpI‘aHT/IBaLU/H/I)

N
JIOKYMEHTEl B KOJIMYUECTBE neJi,
(umppaMm ¥ MOPONMUCEHIO)
BEeCOM KI' CHAHBEl B
(HaMMeHOBaHMEe OpTaHM3alLUM)
Ha HnepepaboTKy IO NPMEMO-CHAaTOYHOM HAKJIAOHOM OT N

HamMeHOBaHMEe HOOJIKHOCTHU paboTHMKA
opraHM3alMM, COABILEI'O OOKYMEHTEL INoomnmce Pacumpporka nomnmcum
HaTra

VI3MeHeHUS B yUYeTHHE IOKYMEHTH BHECEHEH.

HamMeHOBaHME HOOJIXKHOCTHU paboTHMKA

apxuBa (aMua, OTBETCTBEHHOITO 3a apxmBs),

BHECIETO M3MEHEHMS B YyUYeTHHE IOKYMEHTE llonnmuceb PacumppoBka MNOONUCK
JaTa

<*> Homep OGoHIa yKa3HBaeTCHS B OPTaHMB3alLMUSAX, SBJISOIMXCS MCTOUYHMKAMMI
KOMITJIEKTOBAHUSA TOCYIaPCTBEHHEX APXMBOB.

<**> OdpopmiigeTcsa B aKTax O BHIOEJIEHUM K YHUUTOXEHUIO HOOKYMEHTOB C
orMeTkom "IIIK".
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[Tpunoxenue 18

Kk MHCcTpyKIINHK

0 JIEJIONPOU3BOJICTBY

B I'OCY/IapCTBEHHBIX OpraHax
U OpraHU3aIMsIX
Pecriy6mmku benapych

dopmMa JIMCTKa-3aMeCcTUTeJId INOKyMeHTa
JIMCTOK-3AMECTUTEJIb IOOKYMEHTA
Bun nmoxkymeHTa IlaTa VHoekcC

KoppecnoumeHT
B3aroJyiIoBOK (MJIM KpaTkKoe COIepXaHMe NOKYMEeHTA)

BeimaH
(maTa BHIDAUM)
Brimas Moyryum
(HaMMeHOBaHMe OOJIXHOCTH, (HaMMeHOBaHMe OOJIXHOCTH,
NOOINCH, NOOINNCH,
pacurppoBKa MIOANMCHK JMLA, pacurdppoBKa MIOANMCHK JIMLE,
BRIDABIIETO INOKYMEHT) KOTOPOMY BBIIAH IOKYMEHT)

[Ipunoxenue 19

K MHCTpyKIINHK

10 JI€JIONPOU3BOJICTBY

B FOCYJapCTBEHHBIX OpraHax
Y OpraHU3alMsIX
Pecniy6nuku benapychb

dopMa KapPTH-3aMeCTUTEeJIsa »eJa

HamveHnoBaHMe OpraHMn3almn
HamveHnoBaHMe CTPYKTYPHOTI'O

nonpas3nesyieHus
KAPTA-3AMECTUTEJIL IOEJIA
Ieso N
(MHOEeKC [0 HOMEHKJIATYpe IeJl MJIM HOMEep IO OMNMCU U 3aTO0JIOBOK)
BeIDAaHO BO BpPEMEHHOE I[10JIb30BaHMe 10
(maTa BHIIDAUN) (maTa BOBBpPaTa)
Breiman Moyryumi
(HaMMeHOBaHMe IOOJIXHOCTHM, (HaMMeHOBaHMe IOOJIXHOCTHM,
rnognmcse, rnognmcse,
pacumbppoBka MHOONMUCU JIMLIA, pacumppoBka MHOONMUCU JIMLIA,

BEIOABIIETO MEJIO) KOTOPOMY BHIIAHO IE&JIO)




