[NOCTAHOBJIEHUE MUWUHUCTEPCTBA HOCTULNUN PECITYBJIMKU BEJIAPYCh
19 suBaps 2009 r. Ne 4

O0 yrBepxnenun HHCTPYKIMH 110 1€JIONIPOU3BOCTBY B IOCY/1apCTBEHHBIX OPraHaX, HHBIX
OpraHM3anusaXx

W3MeHeHus u AONOJIHEHUS:

[TocranoBinenne MunucrepctBa toctuuuu Pecnyonuku benapyce ot 24
oktsi0pst 2011 1. Ne 235 (3apeructpupoBano B HanmonansHom peectpe - Ne 8/24338
or 02.11.2011 r.) <W21124338>;

[TocranoBnenne MunucrepctBa roctuuuu Pecnyonuku bemapycs ot 27
ssaBapst 2012 r. Ne 18 (3apeructpupoBano B HarmonanmpHOM peectpe - Ne 8/24838 ot
06.02.2012 r.) <W21224838>;

[TocranoBinenne MunucrepctBa toctuuuu PecnyOnuku benapycs ot 15
suBapst 2013 r. Ne 9 (3apeructpupoBano B Harmonansnom peectpe - Ne 8/26849 ot
29.01.2013 r.) <W21326849>;

[TocranoBnenne MunucrepctBa roctuuuu Pecnyonuku bemapycs ot 10
nexadpst 2014 r. Ne 240 (3apeructpupoBaHo B HarmmonaibaoM peectpe - Ne 8/29441
o1 29.12.2014 1.) <W21429441>

Ha ocnoBanunu «O HarmonanbHoM
apxuBHOM (oHae u apxuBax B PecnyOmmke bemapyce» u Ilonoxxennss o MwuHucTEpCTBE
foctuiu  PecyOnmuku  benmapych, yTBepikaeHHOro moctaHoBieHueM CoBeta MUHHCTPOB
Pecniyommuku bemapych ot 31 oktsaopst 2001 1. Ne 1605, MunuctepcTBo roctuiiuu Pecryonuku
benapycs IIOCTAHOBJIAET:

1. YTBepauTh mpuiaraemyro MHCTPYKIMIO MO JENOMPOU3BOJICTBY B TOCYIAapPCTBEHHBIX
OpraHax, MHbIX OpTraHu3alusiX.

2. Ilpu3HaTh yTpaTUBIIUM CHITY Komutera mo apxuBamM U I€IONPOU3BOJCTBY
Pecny6nuku benapychb ot 23 mast 1995 r. Ne 13 «O06 yrBepxknenun [IpumepHON HHCTPYKIIMHU 110
JEJIONPOU3BOJCTBY B MHHHCTEPCTBAX, TOCKOMHUTETaXx W JAPYTrUX ULEHTPaJbHBIX OpraHax
yIpaBICHUS, YUPESKICHUSX, OpPTraHM3alMsIX M Ha nOpeanpusatusx Pecnyonuku benapychb»
(bromnerens HopMaTUBHO-TIpaBOBOM uH(MOpMaruu, 1995 ., No 11).

3. Hacrosuiee NOCTaHOBIEHUE BCTYHNAeT B CHUJIy 4Yepe3 JecsATh JHEH IIocle €ro
0pHUIINATEHOTO OMYOJIMKOBAHUS.

MunucTp B.I'.I'o;i0BanoOB

YTBEPXIEHO

[TocranoBnenue
MunucrepcTBa
FOCTHUIIH

Pecniyonuku benapych
19.01.2009 Ne 4

NHCTPYKIUA
10 JeJIONPOU3BOACTBY B rOCy1apCTBEHHbIX OPraHax, HHbIX OPraHU3aluAX
I''TABA 1
OBIIHE IMOJIOKEHUA

1. Hacrosimas MHCTpyKIMS OCHOBaHA Ha MOJIOkKeHUsX 3akoHa PecrnyOnuku bemapych ot
25 nosiopst 2011 roga «OO6 apxuBHOM Jienie U JenonpousBojcTBe B PecnyOinke bemapych»
(HarmmonanbHbIli peecTp mpaBoBbIX akTOB PecryOnmmku bemapyce, 2011 1., Ne 136, 2/1875) ¢



IIEJIBI0 COBEPIICHCTBOBAHUSA, MOBBIIICHUS 3(P(PEKTUBHOCTH M KavyecTBa JIOKYMEHTAI[HOHHOTO
oOecrieueHus yrnpaBieHUs] MyTeM YHU(DHUKAIIMU cOocTaBa U (OpPM YIPaBICHUECKUX JOKYMEHTOB,
TEXHOJIOTUH pabOThl C HUMH.

2. Hacrosmass MHCTpyKIMs yCTaHABIMBAET OOIIHE TpeOOBaHUS K JOKYMEHTHPOBAHHIO
YIPaBJIEHYECKON NEATENbHOCTH M OpraHu3aluu padOThl C JTOKYMEHTaMH B TOCYJapCTBEHHBIX
OpraHax, WMHBIX OpraHU3alusX HE3aBHUCUMO OT (OpMbI COOCTBEHHOCTH M OpPTraHHU3aIlMOHHO-
paBoBOH (OPMBI (Jlasiee — OpraHu3aIig).

3. Tlonmoxenuss nHactosimied WHCTpYKIMHU pacnpoCTPaHAIOTCS Ha OpraHU3alMOHHO-
paclopsIANTENIbHYIO JOKYMEHTAIMIO HE3aBUCUMO OT BUJIa HOCHUTEIIS U YCTAHABJIMBAIOT MpaBUia
MOJATOTOBKU, OGOpPMIICHHS, y4yeTa, THUPAXUPOBAHUS, KOHTPOJSI HCIOJHEHHS, ONEpPaTHUBHOIO
XPaHEHUs, UCIIOJIb30BAHUS U MOJArOTOBKHM K IIEpeJadye B apXUB, OCYLIECTBIIIEMBIE C ITOMOLIBIO
PYYHBIX, MEXaHH3UPOBAHHBIX M ABTOMATHU3HPOBAHHBIX (KOMIBIOTEPHBIX) TEXHOJOTHUH.
OcobenHoctu odopmiieHUs,, OOpaOOTKM U XpaHEHHUS JIOKYMEHTOB B DJCKTPOHHOM BUJE
perynupyroTcst TiaBoi 18 Hacrosmedn MHCTpykuM u akTaMu 3aKOHOJATENhCTBA PecrmyOmnku
benapycs.

Ocob6ennoctu oopmieHus, 00pabOTKH U XpaHEHHUSI OPTaHU3AIMOHHO-PACTIOPSIUTEITBHBIX
JOKYMEHTOB, OTHOCSIIMXCA K HOPMATHBHBIM TMpaBOBBIM akTaM Pecnybnuku bemapycs,
COZIepXkAaIMX TOCYAApCTBEHHBIE CEKPEThl M HHYI0 OXpaHAEMYK 3aKOHOAATEIbCTBOM
uH(popMaIrio, OOpaleHUu TpaKAaH, B TOM YHCJIEC WHIUBUAYAIBHBIX MpeANpUHUMATENCH, U
IOpUINYECKUX JIMII W JIOKYMEHTOB, CBSI3aHHBIX C WX pPacCMOTPEHHUEM, 3asBICHUU
3aMHTEPECOBAHHBIX JIUL, OOPALIAIOIINXCS 32 OCYIIECTBICHHEM aMHUHUCTPATUBHON MPOLIEAYPHI,
U MHBIX JIOKYMEHTOB, CBSI3aHHBIX C OCYIIECTBJICHHEM aJMUHUCTPATUBHBIX MpPOLEAYD,
PEerymupyroTCs akTaMu 3aKoHoAaTenbeTBa PecyOimku benapycs.

[Tonoxenus HacTosime MHCTPYKIIMK pacpOCTPAHSIIOTCS Ha OpraHM3aIdio paboThI ¢
JOKYMEHTaMH, HE  OTHOCALIMMHUCS K CHUCTEME  OpIraHM3aLMOHHO-PACHOPSAUTEILHON
JOKyMEHTaluu (TUIaHOBasi, OTYETHO-CTATUCTUYECKAs,, pacyeTHO-/ICHEKHAsI U APYrue CUCTEMbI
JOKYMEHTAIlMM), HE3aBUCUMO OT BUJA HOCHUTEIS, BKJIIOUAs MX PETUCTPALMIO, YYET, KOHTPOJIb
WCIIOJIHEHMS, XPAaHEHHE, B TOM YHCJIE OCYIIECTBIEMbIE C IOMOIIbIO ABTOMATHU3WPOBAHHBIX
(KOMIOBIOTEPHBIX ) TEXHOJIOTHA.

4. Opranuszanys M BEJECHHE [EJIONPOU3BOJACTBA B OPraHM3aLUSX OCYIIECTBIISIFOTCS Ha
OCHOBE CaMOCTOSITEIbHO pa3pabaThIBaeMbIX HHCTPYKIIUH 1O AETONPOU3BOICTBY B COOTBETCTBUU
¢ TpeOoBaHUsIMHU HacTosimer MHCTpyKInH.

Breimecrosimumu - opranu3auysaMu I OAHOPOJAHBIX 10  XapakTepy JesATEeIbHOCTH
NOMYMHEHHBIX  OpraHuM3alui  pa3pabaThIBAlOTCS  MHCTPYKLIMU 1O  JEJIONPOU3BOICTBY,
YCTaHABIMBAIOIIME THUIOBOW WM MPUMEPHBIM XapakTep OpraHu3aluH JIeJIONpPOU3BOJICTBA,
UCIOJIb3YEMbIe ITPU pa3paboTKe UHCTPYKIUHN O JeTONPOU3BOACTBY 3TUX OPraHU3aIUM.

WHeTpykuys 10 1€710NpPOU3BOJACTBY, HMEIONIAs THUIIOBOM XapakTep, YCTAHABIMBAET
€UHBIN MOPANOK OPraHU3alMH JIEJIONPOU3BOJICTBA BO BCEX OJHOPOIHBIX OPTaHU3aALUAX.

HNuctpykuus mo Aenonpou3BOACTBY, UMEIOIIAss MPUMEPHBIA XapaKTep, YCTaHABIMBAET
MOPSIIOK OPraHU3aLMU IEJTONPOU3BOICTBA B OJHOPOJAHBIX OpraHU3alusaX, IpelyCcMaTPUBAIOILINN
BO3MOXXHOCTb €r0 KOHKpPETH3allud B MHCTPYKLUMSIX IO JEJIONPOM3BOACTBY OpraHU3aluil B
YCTaHOBJIEHHBIX €10 paMKax.

HNHcTpykmu 1O JEJIONPOU3BOACTBY, HMMEIOIIME TUIIOBOM WM IIPUMEPHBIA Xapakrep,
ABIIAIOTCS 00SI13aTEILHBIMU JIJIS1 IPUMEHEHUSI.

5. HHCcTpyKuMu 1O JE€I0NPOM3BOJACTBY OpPraHM3aLMM, SBISIOIIUXCA HCTOYHUKAMU
KOMILUIEKTOBaHUSI TOCYJApPCTBEHHBIX apXWBOB, YTBEPKAAIOTCS HX PYKOBOAMTEISAMH IIOCIE
COIVIACOBAaHUSl C COOTBETCTBYIOIIMM TOCYJAapCTBEHHBIM apPXUBHBIM YUPEKICHUEM WU
CTPYKTYpHBIM TOJpa3ieeHUeM IO apXuBaM U JEJIONPOU3BOACTBY 00JacTHBIX (MuHCKOTrO
TOPOJICKOT0) UCTIOIHUTEIbHBIX KOMUTETOB.

WHCTpyKMM 1O  AEJNONPOU3BOACTBY OpraHM3alui, HE SBIAIOINIMXCS HCTOYHHKAMHU
KOMIUIEKTOBAHMSI TOCYJApCTBEHHBIX ApXMBOB, YTBEPKIAIOTCA HX PYKOBOAMTEISIMHU IOCIIE
COTJIACOBAHUS C BBIIECTOALUIMMHI OPTaHU3alUsIMHU (TIPU UX HAJTMYUHN).



HNHcTpyku 1O AEJIONPOU3BOACTBY, HMMEIOIIME TUIIOBOM WM IIPUMEPHBIA Xapakrep,
paspabarbiBaeMble pecrnyOJMKaHCKMMH OpraHaMU TOCYJapCTBEHHOTO YIPAaBJIECHUS, WHBIMHU
rOCYJapCTBEHHBIMH OpraHu3alusaMu, nogunHeHHbIMU [IpaBurensctBy PecnyOmuku benapycs,
YTBEPKIAIOTCA WX PYKOBOAUTEISIMH IIOCIE corjacoBaHus ¢ lleHTpanbHOW SKCHEpTHOH

komuccueil (mamee — L[OK) cooTBercTByromero opraHa yrpaBieHHs (OpraHM3aluu) H
pecnyOIMKaHCKMM OpraHOM TOCYIapCTBEHHOI'O YIpPaBieHHs B cdepe apXMBHOIO Jena M
J€II0NIPOU3BOCTBA.

NHCTpyKIIMM MO 1€TONPOU3BOACTBY, MUMEIONIME TUIOBOM WM TPUMEPHBIA XapakTep,
pa3pabaTbiBaeMble  OpPTraHU3ALMSAMM,  SBISIOIIMMHUCS ~ MCTOYHUKAMH  KOMILJICKTOBAHUS
rOCyJapCTBEHHBIX apXHMBOB, YTBEPXKIAIOTCS UX PYKOBOAMTENSIMHU Iociie coriacoBanus ¢ L[OK
3TUX OpPraHU3alui U COOTBETCTBYIOIIMMH I'OCYAaPCTBEHHBIMU apXHBAMHU.

NHCTpyKIIMM MO J1€I0ONPOU3BOACTBY, MUMEIONIME TUIMOBOM WM TPUMEPHBIA XapakTep,
pa3pabaTbiBaeMble WHBIMHA OPTaHU3ALMAMH, YTBEPXKAAIOTCA HUX PYKOBOJUTEISIMH IOCTE
coryiacoBanus ¢ [IOK atux opranuzanmii.

6. OpraHu3zanus M COBEPIICHCTBOBAHUE CHCTEMBI JOKYMEHTALMOHHOTO OOeCreueHus
yIpaBJIEHUS] B OpPraHU3allM, KOHTPOJIb 3a COOJIIOJIEHHMEM YCTAHOBJIEHHBIX IMpPAaBHUI PabOTHI C
JOKYMEHTaMH, METOJIMYECKOE PYKOBOJACTBO pabOTON € JOKYMEHTaMH M 00ydyeHHEe paOOTHUKOB
OCHOBaM JEJIONpPOU3BO/CTBA, BHEAPEHHE M IPUMEHEHHE COBPEMEHHBIX HH(OPMAIMOHHBIX
TEXHOJIOTUH B paboTe ¢ JOKyMEHTaMH BO3JaraloTcsi Ha CIyKO0y JOKYMEHTAllMOHHOTO
obecrieuenus ynpasieHus (nanee — ciryxoa JJ0Y).

HaumenoBanue cnyx6s1 JIOY (ympaBneHue nenamu, cekperapuar, oOmmii otTiedn,
KaHUEJApUs. U T.I.), €€ CTPYKTypa, 3aJaud, (PyHKIMM YCTaHABIMBAIOTCS B COOTBETCTBUM C
MIOJIOKEHUEM O HEH B 3aBUCHUMOCTH OT 00beMa TOKYMEHTOOOOpOTa, BBHIMOIHAEMBIX (DYHKIIHIA,
HaJINYMS CPEJCTB BBIUMCINUTEIBHOW U OPraHU3allMOHHON TEXHUKHU U T.I1.

Cnyx0a JIOY MOXeT COCTOSATh M3 HECKOJBKUX MOJpa3AeieHui. 3amaun, (QyHKIUH,
MOPSIIOK paboThI ojpaseneHuit ey 0os1 JIOY pernmaMeHTHPYIOTCS TTOJIOKEHUSIMU O HUX.

[Ipu HeGonbmoM obObeMe noKymMeHTooOopoTa ciayxba JIOY Moxker He co3nmaBaTtbesi. B
9TOM CJlydae BBIIIOJIHEHHE €€ (DYHKIMH BO3JaraeTcs Ha CIELUalIbHO Ha3HAYEHHOIO pabOTHHKA
(rpymnity pabOTHHKOB).

[lpaBa, o00sf3aHHOCTM W  OTBETCTBEHHOCTh  pPAOOTHMKOB,  y4YaCTBYIOIIMX B
JIeNTOTIPOU3BOJCTBEHHOM OOCTY)KMBAaHUU OPTaHU3ALUHU, OIPEACNSIOTCS HUX JIOJDKHOCTHBIMH
UHCTPYKLHSAMHU.

7. OTBETCTBEHHOCTb 33 OpPTaHU3AINIO JIEIONPOU3BOJICTBA, COOJIIOJICHHE yCTAaHOBICHHBIX
IpaBUI M MOpPsiIKa pabOThl C JOKYMEHTaMH B OpPIaHU3aLMH, UX COXPAaHHOCTh BO3JaratoTcs Ha
pyKOBOIUTENsl OpraHu3auuu. lIpm cMeHe pPYKOBOIUTENS OPraHU3allMd COCTABISETCS aKT
npremMa-nepesadu J10KyMEeHTOB U Jedl.

OTBETCTBEHHOCTh 32 OpPraHM3alMIO0 JIEJIONPOM3BOJICTBA, COOJIOACHHUE YCTAaHOBIECHHBIX
IpaBUI U TOPsIKA PabOTHI ¢ TOKYMEHTaMM B CTPYKTYPHBIX HOJpPa3[eIEHUSIX OpraHU3aliM, UX
COXPAHHOCTb BO3JIaraloTCsa Ha PyKOBOIUTENEH 3TUX nozapaszaciieHuid. [Ipukazom pykoBoaurens
OpraHu3allii Ha3HayvaeTcs pabOTHHUK, OTBETCTBEHHBIHN 3a BEJCHHUE 1ET0IPOU3BOICTBA, KOTOPHIH
OCYILECTBIISICT B CTPYKTYPHOM IOJIPa3/I€JICHUN yYeT U KOHTPOJIb MPOXOXKICHUS JOKYMEHTOB B
YCTQHOBJICHHBIE CPOKH, HWH(QOPMHUPYET PYKOBOIUTENS CTPYKTYPHOTO MOJpPA3JENEHUs O
COCTOSIHUM MX MCIIOJIHEHUS U JIP.

PaGoTHMKM oOpraHM3aluy JOJIKHBI OBITh O3HAKOMJIEHBI C YCTAQHOBJIEHHBIM IOPSAIKOM
paboThI ¢ JOKYMEHTaMH B OpraHU3alIlH.

PabGoTHMKM oOpraHm3anyy HECYyT MEpCOHAJIbHYI0 OTBETCTBEHHOCTb 3a BBIIIOJHEHHE
TpeOOBaHUI MHCTPYKIIUH 110 JAEIONPOU3BOICTBY, COXPAHHOCTh HAXOMSALIMXCS Y HUX CITY)KEOHBIX
NOKyMeHTOB. O0 yTpare JOKyMEHTOB HEMEJIEHHO COOOIIAeTCs] PYKOBOJUTEIIO MOAPa3ACICHUS
u B ciyxk0y 10V,

[Ipu mnepeBoze, mNepeMeLIEHMHM WIM YBOJIbHEHHM pPAa0OTHHKA MMEIOUIMECS Yy HEro
JOKYMEHTBl W Jella TepeJaloTcs 10 PEIIeHUI0 PYKOBOIUTENS OpraHU3alud  WIH
COOTBETCTBYIOLIETO CTPYKTYPHOIO TMOJAPA3JCIEHUs APYroMy pabOTHHKY IO akTy MpHeMa-



nepeaavu JOKYMEHTOB U JIell.

8. KoHTpoap 3a cocTOsSHHEM JACIONPOU3BOACTBA B OPraHMU3AIUAX OCYIIECTBIISICTCS
opraHaMy apXWBHOTO Jiela U  JIeJONPOU3BOJICTBA, T'OCYJAPCTBEHHBIMU  apXHWBHBIMU
YUPEKICHUSIMH U BBIIIECCTOSIINMHI OPTaHU3aAIHUSIMHU.

I'IABA 2
JJOKYMEHTHPOBAHUE YIIPABJIEHUECKOM JIEATEJBHOCTH

9. JloKkyMEHTHpOBaHHME YIPABJIECHYECKOW JEATENbHOCTH 3aKJIIOYAETCS B  CO3JaHUMU
yIpaBICHUYECKUX JOKYMEHTOB — (pMKCcalluy Ha Oymare WM APYTUX HOCUTENSAX YIpPaBIeHYECKUX
JEHCTBUN 110 YCTAaHOBJICHHBIM IIpaBuiaM. JJOKyMEHTUPOBAHHUE YIPABJICHYECKOU IEATEIBHOCTH
MOJKET OCYIIECTBISATHCS KaK PYKOIMCHBIM CITIOCOOOM, TaK U C IIOMOIIBIO TEXHUUECKUX CPEICTB.

CocTaB JOKYMEHTOB, 00pa3ylolMXCs B JAEATEIbHOCTH OPTaHU3aIMH, OIPENeNseTcs ee
KOMIIETEHIIMEH, KPYroM YIpaBiICHUECKUX (QYHKIMHA, TOPSAIKOM pa3pelieHusi BOIPOCOB
(eIMHONMMYHBIA WJIM KOJJICTHAIBHBIN), OOBEMOM M XapaKTepOM B3aMMOCBS3EH MEXIy
OpraHU3aIMsAMU OJHOTO WJIN Pa3INYHbIX YPOBHEH YNPABICHHUS U T.II.

IOpuanueckum ocHOBaHMEM CO3JAaHMSI OPraHU3ALNOHHO-PACIOPAIUTENBHBIX JOKYMEHTOB
B JICATEIBbHOCTH OPraHU3aLUN SABIISIOTCS:

aKThI 3aKOHOJaTebcTBa Pecybnuku benapyce;

peuIeHus Cy10B;

MpEeANUCaHus TOCYAAPCTBEHHBIX OPraHOB U JIOJXKHOCTHBIX JIUIL;

MOPYYEHUS BBIIECTOAIINX OPTaHU3ALINI;

OCYIIIECTBJIEHUE UCTIOIHUTEIBHON U OPraHU3allMOHHO-PACTIOPSIIUTENBHOM AESITEIbHOCTH B
LEJISIX BBIOJHEHUS! OpraHu3alieil BO3I0KEHHbIX Ha Hee (PYHKIMM U 3a7a4 B COOTBETCTBUU C €€
KOMIIETECHILIUEN.

10. Oprasm3anud  HaJelIeHBI  MPaBOM  NPUHUMATh  (M37aBaTh)  TOJBKO  T€
pacropsiiuTeNbHbIe  JOKYMEHTBhl (IMPUKAa3bl, PACHOPSIKEHUsS, YKa3aHUs, IOCTAHOBJICHUS,
pelIeHus ), KOTOpble MPeyCMOTPEHbI 3aKOHOoJaTeIbeTBOM Pecnyonuku benapych, ycraBamu uimn
MI0JIO’KEHUSIMU O HUX.

11. CoBMecCTHBIE aKThl OPraHOB FOCY/IAPCTBEHHOW BJIACTH W YIPABJICHUSI IPUHUMAIOTCS B
BUJE NOCTaHOBJIEHUNA. COBMECTHBIE aKThl MECTHbIX COBETOB [€MyTaTOB, MCIOJHUTEIBHBIX U
PaclopsIANTENBHBIX OPTAHOB IIPUHUMAIOTCS B BUIE€ pelieHnil. COBMECTHBIE PacOpsIUTEIbHbIE
JIOKYMEHTBI MHBIX OpraHU3alMi, W3MaomuX (MPUHUMAIONINX) OJUHAKOBBIE BUIbI JOKYMEHTOB
(mpuKa3pl, MOCTAHOBJICHUS W 1p.), M3JAIOTCA (TMPHUHUMAIOTCS) B COOTBETCTBYIOIIEM BHJIC.
CoBMecTHBIE pPacHOPSAUTEIbHBIE TOKYMEHTHl OpraHM3alMi, W3JAI0LUX Ppa3IudHble BUIbI
JOKYMEHTOB, [PUHUMAIOTCA B BHUJAE PEIICHHS, KOTOPOE€ MMEET IPAaBOBYI CHILY
PaciopsAUTENBHOTO TOKYMEHTA AJIs KaXKA0W OpraHU3aliy, NPUHIBIIEH 3TOT JOKYMEHT.

12. Xox obcyxaeHust BOIPOCOB Ha 3aCEIaHUsIX, COBEUIAHUAX, COOpaHUSIX, KOHPEPECHIIHSIX,
JIeNTOBBIX BCTpEYax (asee — 3aceanusi) GUKCUPYETCs B IPOTOKOJIAX.

Pemenus, npuHsATHIE HAa 3aC€AaHUU KOJUIETHATIBHOIO OpPraHa, UMEIOIIEr0 COBEIIATEIbHbIE
GyHKIIMHM, KaK MPaBUIIO, MPOBOJSATCS B KU3Hb NPUKA30M (PacloOpsHKEHUEM) PYKOBOAMUTENS
OpraHHu3aIy MO0 MyTeM YTBEPKACHUS PYKOBOIUTENIEM OpraHU3aIK IPOTOKOJIA 3aceJaHusl.

13. Opranuzanuy BeIyT TMEPENUCKY C  BBIIIECTOAIIMMHU, TOJBEIOMCTBEHHBIMU,
CTOPOHHMMH  OpraHu3alMsAMH, TpaxJaHamMM, B TOM  YHCI€  HWHIAUBUIYAJIbHBIMU
NpeANPUHUMATENIIMH, B 1IEJISIX BBINOJHEHUS MOCTaBICHHBIX MEpe]l HUMH 33/1ad U pealn3aluu
BO3JIO’KEHHBIX Ha HUX (YHKIIHM.

[lepenncka Mexny CTPYKTYpPHBIMHM NOJpa3felICHUSMU OpraHU3allid, 33 HMCKIIOYEHUEM
TEPPUTOPUATBHO YAAJICHHBIX MOIpa3IeICHUH, 3alPEIaeTCs.

14. Opranuzauuy Ha OCHOBaHUM HOPMATUBHBIX MPABOBBIX AKTOB, ONPEACISIONINX HX
3ajaud ¥ (PyHKIMM, H3HAIOT (COCTaBJSIOT) TaKKe IUIAHBL, OTYETHI, JOKJIAJHBIE 3alUCKH,
CIIPaBKH, aKThl U JIPYTUE YIPABICHYECKHUE IOKYMEHTHI.

15. TlpaBo w3gaHusi (MPUHATHSA) JOKYMEHTOB, WUX TOJNUCAHUSA, YTBEPKICHUSA,
coriacoBaHus (BU3WMPOBAHHWS) 3aKPEIUIICTCS B TMOJOXKCHHUSX M YCTaBaX OpTaHU3AIIHIA,



MOJIOKEHUAX O CTPYKTYPHBIX MOJPA3ICICHUSAX, MOJDKHOCTHBIX HMHCTPYKIHSIX pabOTHUKAM U
MHBIX JIOKAJIbHBIX MPABOBBIX aKTaX OpraHU3aIuu.

16. [loaroroBka TOKyMEHTa BKJIIOYAET COCTaBJICHUE M O(OpPMIIEHHE MPOEKTa TOKYMEHTA,
€ro MojAnucaHue, Ipu HEOOXOTUMOCTH — COTJIaCOBaHUE (BU3UPOBAHHE), YTBEPK/ICHNUE.

[Ipu mnoaroroBke M OGOPMIEHHUH JOKYMEHTOB HEOOXOJMMO COOJII0JaTh IpaBHIIa,
o0ecrieunBarOIe HOPUIUYECKYI0O CHIIy JOKYMEHTa, OIEepaTMBHOE U KauyeCTBEHHOE HX
UCTIOJIHEHUE U TIOUCK.

17. Jlns cokpaimieHHusl KOJWYECTBA NPUMEHSIEMBIX (OPM TOKYMEHTOB OpTaHH3allUN
pa3pabarbiBatoT yHU(DULIUpPOBaHHBIE (HOPMBI JTOKyMEHTOB (nanee — Y®JI), mpeacrasisiomue
COBOKYITHOCTh PEKBH3UTOB, YCTAHOBJICHHBIX B COOTBETCTBHH C pEIIaeMbIMH B JaHHOH cdepe
NESATENIbHOCTH 3aJadaMHd M PACIOJIOKCHHBIX Ha HOcHTeJIe WH(GOpMAIMU B OINpEACICHHOM
MOPSIKE.

Y@JI Bxmouatoress B «Tabenb YHUPHUIMPOBAHHBIX (OPM TOKYMEHTOB OpTaHU3AIUI —
nepeyeHb pa3pelieHHbIX K MPUMEHEHUI0 (OpM JOKYMEHTOB, HEOOXOAUMBIX U TOCTATOUYHBIX JJIS
peanuzanyy GYHKIUA 1 3a/1a4 YIIPABICHYECKON AEATEIHbHOCTH C OTPAXKEHUEM OCHOBHBIX JTAIoB
WX TIOJITOTOBKH M TIPOXOXKCHUs (nasiee — Tabenn).

Tabens yTBep)KIaeTcsi PYKOBOAWTENEM opraHusanuu. Pa3paboTka, BeaeHue Tadens M
KOHTPOJIb 32 €r0 MPUMEHEHUEM OCYIIECTBISI0TCS ciryxooi JIOVY.

TaGenp pa3pabaTeiBaeTCsi € Yy4YeTOM CHEHU(PUKU JEATENBHOCTH OpraHu3alud |
KOHKPETHBIX 3aj7a4, KOTOPbIC pEIIalTCs TpH pa3paboTke Tademss 1mo (opMe COrIacHo
IPUIIOKEHUIO 1.

JlokymenTsl B Taleiae MOryT OBITb CHCTEMaTHU3UPOBAHBI 1O  CTPYKTYPHBIM
noipa3ieNieHusIM U (M) 10 PYHKIMSIM U 3a/1a4aM YIpaBICHUSI.

18. Jlist mpumanust JOKYMEHTY FOPHIMYECKOW CHIIBI HEOOXOIMMO HAJIMUYWE CIEAYIOIINX
00s13aTeNbHBIX PEKBU3UTOB:

HAaUMEHOBAaHME OpraHU3alUH U (WIH) CTPYKTYPHOTO MOJpa3AeIeHHs — aBTOPa;

naTta;

pEerucTpaloHHbIN HHIEKC;

HOJIIHCh.

Jl1s OTAENBHBIX BUJOB JOKYMEHTOB JOMOJIHUTEIBHBIMU PEKBU3UTAMHU, MPUAAIOIIUMUA UM
IOPUAMYECKYIO CHITY, SIBIISIFOTCS TP} YTBEPKICHUS, I€YaTh, OTMETKA O 3aBEPEHUU KOTIHH.

19. JlokymMeHTBI JOKHBI 0OPMIIATHCS Ha OJIaHKaX M MMETh YCTAHOBJICHHBIM KOMILIEKC
00s13aTeNFHBIX PEKBU3UTOB M CTAOMIIBHBIN MOPSIIOK UX PACTIONOKEHUSI.

OtpenpHble JOKYMEHTBl (BHYTPEHHUE JOKYMEHTBl CTPYKTYPHBIX MOJpa3JelIeHUH,
COBMECTHBIE JOKYMEHTHI M JIp.) JAomyckaeTrcs oGopmiaTh He Ha OIaHKaxX, HO ¢ 00sS3aTeIbHBIM
BOCIPOM3BEICHUEM COOTBETCTBYIOUINX PEKBU3UTOB.

[Ipu odopminenun mucem, CpaBoOK U IPYTHX CHPABOYHO-MHGOPMAIMOHHBIX JTOKYMEHTOB
JIOITYCKaeTCs UCIOIb30BaTh YIJIOBOW IITAMIT OpraHU3allUH.

[Ipu pykonmucHoM oOQOPMICHUH JOKYMEHTOB COCTaB U PACIOJOKEHHE PEKBU3UTOB
JOJI’KHBI COOTBETCTBOBATH COCTABY U PACIIOJIIOKEHHUIO PEKBU3UTOB IOKYMEHTOB, O(OPMIIIEMBIX C
MOMOIIBIO TEXHUUECKUX CPEICTB.

20. KaxxapIil TUCT JOKYMEHTA IOJKEH UMETh TOJIS:

snesoe — 30 MM;

MpaBO€ — HE MEHEE 8 MM;

BEpPXHEE U HIKHEEe — He MeHee 20 MM.

I''TIABA 3
BJIAHKH JOKYMEHTOB. YIJIOBOH IIITAMII

21. bnaHk AOKyMEHTa — CTaHIAPTHBIA JHCT OyMaru C BOCIPOHW3BEICHHBIMH Ha HEM
PCKBU3HUTAMH, COACPNKAIIUMU TMOCTOSAHHYIO HHq)OpMaL[I/IIO, n MCECTOM, OTBCACHHBIM [JIA
MIEPEMEHHOM.

22. Ha OnaHKax M3TOTaBIMBAETCS TOJILKO MEpBasi CTpAHUIIA TOKYMEHTA, JJII U3TOTOBICHUS



MOCJEIYIONUX CTPAHUI] UCTIOIB3YIOTCS CTaHAAPTHBIE YUCThIE JTUCTHI OyMaru.

23. VYcranmaBnuBaercs JBa BHAa OJAHKOB, pa3pabdaThIBAEMBIX B COOTBETCTBUH C
Tl'ocynapctBennbiM ctangaptoM PecnyOmuku benapycs CTB 6.38-2004 «YHudumupoBaHHbIe
cucteMbl JokymeHTanuu Pecnyonuku benapyck. Cuctema opraHu3alimiOHHO-PACTIOPSAUTEIHHOM
JNOKyMeHTaruu. TpeboBaHUs K OQOPMIICHHIO JOKYMEHTOB», YTBEpPKIECHHBIM ITOCTAaHOBICHUEM
Komurera mo cranmaptuzanuu, Merposiorn u ceptuduxanmu npu CoBere MHHHCTPOB
Pecniyonmuku bemapyce ot 21 nmekabpst 2004 r. Ne 69 (manee — CTh 6.38-2004): Onmank uis
nUchMa M 001K OJIaHK APYTUX BUAOB OpraHU3alMOHHO-PACIOPAIUTENbHBIX JOKYMEHTOB.

[Ipu M3roTOBIIEHUH KOHKPETHOTO IOKYMEHTa HAaUMEHOBAaHHE €ro BuAa (KpoMe MHChMA)
HAHOCUTCS Ha OOIIMIA OJIaHK ¢ TOMOUIBIO0 TEXHUYECKUX CPEICTB.

Ha ocHoBanuu o6miero 61aHKa MOTYT U3TOTABIMBATHCS OJAHKHU IS KOHKPETHBIX BHUIOB
JIOKYMEHTOB (ITPUKA30B, PACIIOPSHKEHUM, YKa3aHWM, TPOTOKOJIOB U Jp.). M3rotoBneHnue 61aHKOB
JUIE KOHKPETHBIX BHUAOB JOKYMEHTOB IlefiecooOpa3Ho, ecnu ux o0wbem mpessimaer 200
JIOKYMEHTOB B T'O/I.

24. Tlpu pa3paboTke OJAHKOB JOKYMEHTOB HCIIOJIb3YIOTCSI CTAaHAApTHBIC JHCTHI Oymaru
dbopmaroB A4 (210 x 297 mm) u AS (148 x 210 mm).

Bri6op ¢opmara O6imaHKa MpU M3TOTOBJICHUH JTOKYMEHTA 3aBUCHT OT XapakTepa U oObema
TekcTa. brmank gopmara AS mcmonb3yercs mis TOKYMEHTOB, UMEIOIUX HE 0oJiee MATH-CEMH
CTPOK TEKCTa.

25. Ha GasHk mj1s miuchmMa HAaHOCSITCSI PEKBU3UTHI:

I'ocynapctBennslii rep6 Pecniyonuku benapycs;

sMOIeMa OpraHu3alliy UK TOBAPHBIN 3HAK (3HAK OOCITY)KUBaHMS ),

kox opranuzauuu: kox no OKPH 004-2001 «Opransl TrocyJapCTBEHHOM BIIACTH M
yrIpaBieHus ()11 OpraHoB TOCYAapCTBEHHOM BIAcTH W ympamieHus)» i kox mo OKPb 018-
2003 «HOpunuueckue Iula U MHAUBUIYAIbHBIEC IPEATPUHUMATEIN;

HAaUMEHOBAHUE BBIIIECTOSIIEH OpraHU3aIiy;

HAaUMEHOBAHHE OpraHU3aIUY;

HAaUMEHOBAHUE CTPYKTYPHOT'O MOpa3AeieHUS;

MOYTOBBIN aJPEC OTIPABUTEIIS;

KOMMYHHKAI[MOHHbIE U KOMMEpUYECKHE JaHHbIE.

Ha Gmank nnst muchMa HaHOCSATCS OTPAHUYUTENbHBIE OTMETKH U JTUHUM JJISi PEKBU3HUTOB:
JaTa, PErMCTPALMOHHBIA MHAEKC, CChUIKA Ha PETHUCTPALMOHHBIA HHJEKC W JaTy BXOMSILEro
JOKYMEHTA.

26. Ha oOmuii 6;1aHK HAHOCSITCSI PEKBU3UTHI:

I'ocynapctBennslii rep6 Pecniyonuku benapycs;

sMOIeMa OpraHu3alluy WK TOBAPHBIN 3HAK (3HAK OOCITY)KUBaHMS ),

xoz opranuzauuu: kog OKPB 004-2001 «Opransl rocy1apcTBEHHOH BJIACTH U yIIPaBJICHUS
(m7mst opraHoB TOCYHAapCTBEHHOW BiacTH W ympasieHus)» win ko mo OKPB 018-2003
«Opunuyeckue Muia ¥ MHIUBUyaTIbHbIC TPEITPHHIMATEIIN,;

HAaUMEHOBAHUE BBIIIECTOSIIEH OpraHU3aIiy;

HAaUMEHOBAHHE OpraHU3aIUY;

HAaUMEHOBAHUE CTPYKTYPHOTO MOpa3AeeHUS;

MECTO COCTaBJICHUS WM U3JJaHHUS.

Ha o6muii 61aHK HAHOCSATCS OrpaHUYHUTEIbHBIE OTMETKU U JTMHUM JUIsl PEKBU3UTOB: /1aTa,
PEruCTPALMOHHBINA UHIEKC.

s opopmnenust pekBuznta «Ha3Banue Buaa JOKyMeHTa» Ha 00IIeM OJlaHKe OTBOJIUTCS
cBOOOHOE MecTO Mexay pekBuszutamu «HammeHoBanue opranmzauun» («HammeHnoBanue
CTPYKTYPHOTO MOJAPA3JeICHUs») U OTPaHUYUTEIbHBIMU JIMHUSAMU IS PEKBU3HUTOB «Jlata» u
«PerucTpantMOHHBIN HHICKCY.

27. bnaHku JOKYMEHTOB pa3pabaThIBAIOTCS HA OCHOBE IPOJIOJHHOTO HWJIU YIJIOBOTO
PacroyioKeHUs] PEKBU3UTOB.

[Ipu yrioBoMm BapuaHTE€ PEKBU3UTHI OJIaHKAa PACIOJIaraloTCsl B BEPXHEM JIEBOM YIIIy.



MaxkcumanbHast JUIMHA CTPOKU PEKBU3UTOB OJIaHKa HE TOJKHA MPEBBIMLATH 73 MM.

[Tpy npoaoabHOM BapHaHTE PEKBU3UTHI OJaHKA pacroiaratoTcs MOCepeaUHe JIMCTA BAOJb
BEpXHEro mojsi 0e3 OrpaHuyYeHHss pa3MepoB IO TOPU3OHTAIH, HO C COONIOIEHHEM
YCTQHOBJICHHBIX Pa3MepOB MOJIEH.

28. PekBU3UTHI OJ1aHKA PACMONAraloTCs LIEHTPOBAHHBIM MITH (DIIaroBBIM CIIOCOOOM.

[Tpy neHTpOBaHHOM CIIOCO0€ HAYallo0 M KOHELl KaKA0H CTPOKH PEKBU3MTA LIEHTPYIOTCSA, TO
€CThb PaBHOYJAJICHBI OT TPAHUI] 30HBI PACTIONIOKEHUS PEKBU3HUTOB.

ITpu ¢naroBom crocodbe Kaxasi CTpOKAa PEKBU3UTAa HAUMHAETCS OT JIEBOM I'pPaHUIIBI 30HBI
PacroyIoKEeHUs] PEKBU3UTOB.

29. Ilpu HeoOXoAMMOCTH Ha OJIAaHK MOT'YT HAHOCHTBCS OIPAaHUYUTENIbHBIE OTMETKH IS
NoJIe M OTAETbHBIX PEKBU3UTOB B BHJIE YTOJKOB M JHHUHN. JlomyckaeTcst HAHOCUTh Ha OJaHK
OTMETKH 111 (PabLllOBKU U MPOOMBKU OTBEPCTHI JBIPOKOJIOM.

30. IIpu coszmanuu OnaHKa HA HECKONBKUX SI3BIKAX PEKBU3UTHI OJIaHKA JOJKHBI OBITH
poayOIMpPOBAHBI HA 3TUX A3BIKAX.

Bo Bcex opraHmzanusx He3aBUCUMO OT (opMbl COOCTBEHHOCTH OJaHK JUIsl NMHChMa
U3rOTaBJIMBAETCS C POIOJIBHBIM PACHOJI0XKEHUEM PEKBU3UTOB HA JABYX SA3bIKAX.

31. OcoOEHHOCTH U3TOTOBIICHUS M UCIIOIB30BAHUS OJTAHKOB JOKYMEHTOB C M300paKeHHEM
I'ocymapctBenHoro repba PecnyOnmuku bemapych perymupyroTcst akTaMu 3aKOHOJATENbCTBA
Pecriybnuku benapych.

32. YrioBo# mTaMIl MPOCTABIISIETCS B JIEBOW BEPXHEW YACTH MEPBOTO JIUCTA JOKYMEHTA.

JlomyckaeTcsi M3roTaBIMBaTh YIJIOBOHM IITaMII TpeX BUIOB: Ul MUChbMa, OOIIMA yrIOBOM
IITaMI U yIJIOBOW MITaMI KOHKPETHOTO BHJIA IOKYMEHTA.

33. CocTaB pEeKBU3UTOB YIJIOBOTO IITaMIla, MOPSINOK MX pa3MelleHus U odopmieHus
JIOJKHBI COOTBETCTBOBATH COCTaBY, MOPSIIKY pa3MeEIIeHUs U 0OPMIICHHS pEKBU3UTOB OJIaHKa.

34. Pa3mep yrioBoro mramina He JOJDKEH IMPEBBIIATh 73 MM IO TOPU3OHTAIM U 75 MM
(mms mTamnoB ¢ wu3oOpaxkenueMm [ocymapcrBeHHoro repba PecnyOmmku benmapych wnum
aMOemMbl) win 55 MM (s mTaMmoB 0e3 u3oOpaxenus ['ocynapcrBenHoro repba PecnyGnuku
benapych nim sMO1eMbI) IO BEPTHKAIIH.

I')IABA 4
OPOPMJIEHHUE PEKBU3UTOB TOKYMEHTOB

35. Ilpu moxnroroBke U opOpMIICHUN AOKYMEHTOB HCIOJB3YIOTCS PEKBH3UTHI, COCTaB U
MOPSIIOK pacmoiokeHus Kotopsix ycranosiieH CTh 6.38-2004.

36. PexBusur «I'ocynapcTBeHHbli repod PecriyOnuku benapychby.

N3o6paxenue ['ocynapctBennoro repba Pecny6nmku bemapych momernaercst Ha O1aHkax
JOKYMEHTOB M VIJIOBBIX LITaMIIaX TOCYJAapPCTBEHHBIX OPraHOB M HMHBIX T'OCYJapCTBEHHBIX
opranm3arnuii  Pecriybnmuku  benmapyce.  HerocymapcTBeHHBIE  OpraHHM3alid  [TOMENIAOT
u3zo0paxxenune [ocynmapcrBeHHoro repba PecnyOnuku bemapych Ha OnaHkKax JTOKYMEHTOB U
YIJIOBBIX IITaMIIaX, €CJIM TaKOE MIPABO MPEAOCTABICHO UM B COOTBETCTBUHU C 3aKOHOAATEIbCTBOM
Pecriybnuku benapych.

N3o6paxxenne ['ocymapctBenHoro repba PecmyOmmku  bBemapycs Ha — Omankax
pacriosiaraercsi B IeHTpe BepxHero nois. luamerp nzodpakeHus — He 6onee 17 Mm.

37. PexBusut «OM0OaeMa opraHu3aIiiy WIK TOBAPHBIN 3HAK (3HAK 0OCITYKHBAHUS)».

DOMbiiemMa OpraHu3aluy WIK TOBAPHBIN 3HAK (3HAK 0OCTY)XKMBaHUs), 3apETUCTPUPOBAHHBIC
B YCTQHOBJICHHOM 3aKOHOM IOPSIJIKE, II0 YCMOTPEHHUIO OpraHU3alMy OMEIIAeTCs Ha OJlaHKax Ha
JIEBOM TI0JIE, €CJIM B LIEHTPE BEPXHETO0 MOJIs MOMEIIeHO n3o0paxenue ['ocyrapcTBeHHOTO repba
Pecniyonmnku benapyce.

Ha Onankax npoxkymeHnToB 0e3 wuzoOpaxkenus ['ocymapcTBenHoro rep6a PecryOmuku
benapych amOiiemMa wiM TOBapHBINA 3HAK (3HAK OOCITY)KMBaHUS) IMOMEIIACTCS HA BEPXHEM I10JIC
Onanka. [Ipy mpomoNbHOM PACHONOKEHUHM PEKBH3UTOB 3MOJIeMa MM TOBApPHBIM 3HAK (3HAK
00CITy’)KMBaHUs) OPraHU3alMM MTOMEIIAETCS B IIEHTPE BEPXHEro MoJjisi OlaHKa, MPH yIJIOBOM —
HajJ cepeauHoM cTpoku pekBusuta «HaummenoBanue opranmzanumn» («HaummeHnoBaHue



BBIIIECTOSIIEH OPTaHU3AIAI).

38. PexBusut «Koxa opranuzanumn».

Kon opranusamnuu nmpocTtaBisieTcss Ha BEpXHEM ToJIe CIpaBa Ha MEPBOM JIUCTE TOKYMEHTA.

Opranbel rocyJapCTBEHHOH BJacTU M YIpPaBJIEHUS MPOCTABISAIOT KOJ OpraHU3aluu [0
ObmerocynapctBenHoMy kinaccugpukaropy Pecnyonuku bermapycs OKPB 004-2001 «Opranst
rOCyJapCTBEHHOM BiacTH W ympaieHus» (mamee — OKOI'Y). Jlns npyrux opraHU3amil KO
npocrasisiercs no O6merocynapcrseHHoMy kinaccupukaropy OKPB 018-2003 «HOpunnyeckue
JUIa ¥ MHAUBUIyalbHBIE TTpeanpuauMarenny (nanee — OKHKOJIIT).

39. PexBusur «Kox nokyMeHTa.

Koxa noxymenTta mpocTaBisieTcsi Ha BEpXHEM I0JIe CIpaBa Mo KOJOM OpraHU3aIiu.

[Ipu cocTaBneHUN KOHKPETHBIX JOKYMEHTOB KOJ MPOCTABISIETCS TOJIBKO HA TE€X U3 HHX,
yHU(UIIMPOBAHHBIE (POPMBI KOTOPBIX BKIIOYEHBI B OOIIErocygapCTBEHHBIN KIacCH(PUKATOP
Pecny6nuku benapyce 010-95 «YuuduuupoBanusie JokyMeHTh (nanee — OKY I).

40. PexkBu3ut «HanMeHOBaHME BBIIECTOSIIENH OPTaHU3AIUN.

[Ipn Hanmuuuu BBHIIECTOSIICH OpraHU3AlMKA YKa3bIBACTCA €€ TMOJHOe O(UIInaIbHOe
HaUMEHOBaHHUE.

41. PexBuzut «HanmeHoBaHUE OpraHU3AIIN.

HaumenoBanue opranuzanuu o0O3Ha4YaeT aBTOpa JOKYMEHTa, KOTOPBIM SBISIETCA
IOPUAMYECKOE JINLO, CO3aBIIEE JOKYMEHT.

HaumeHoBaHue opraHuzanuu YKa3blBa€TCs B TOYHOM COOTBETCTBHHM C YCTaBOM,
noniokeHneM o Hel. CokpalleHHOe HAaMMEHOBAaHUE OpPraHU3allid MOXKET YKa3bIBaThCS B TEX
CIIy4asiX, KOrJja OHO 3aKpeIUICHO B YYpEAMTEIbHBIX TOKyMEHTax opraHuzanuu. CokpaiieHHOe
HAUMEHOBAHHE MTOMEIIAETCS HIKE TTOJTHOTO U 3aKJIF0YASTCs B CKOOKH.

JIOKyMeHT, OJIr0TaBIMBAEMbIA COBMECTHO JIByMs U OoJiee opraHu3alusimMu, opopmisercs
HA YUCTOM CTaHJApTHOM JmcTe Oymaru. HammeHOBaHWsS OpraHu3aliii pacrojaraimorcs B
COOTBETCTBUU C WX MOJHBIMU O(UIIMATHLHBIMA HaMMEHOBaHUSMHU B BEpXHEH 4acTu JOKyMEHTa
Ha OJIHOM YpOBHE.

Hanpuwmep:
MuHnuctepcTBO (MHAHCOB MUHUCTEPCTBO MO HAJIOTaM
Pecny6nuku benapych u coopam Pecniy6niuku benapyce

[Ipn cucremaTnyeckoil MOArOTOBKE COBMECTHBIX JOKYMEHTOB MOXKET H3TOTABIMBATHCS
OTHEbHBIN OJIaHK.

42. PexBu3ut «HaumeHoBaHME CTPYKTYPHOT'O MOAPA3ACICHUS».

HaumeHOBaHME CTPYKTYpHOTO NOAPA3JEICHNAs yKa3blBacTCAd Ha JOKYMEHTE B TOM Ciydae,
€CITU JIOKYMEHT M3/1aeTcsl (COCTABIISAETCS) OT UMEHH TOTO MOAPA3IeICHHS.

43. PekBu3ut «l104TOBBIN agpec OTHPABUTEIS.

[TouTtoBbIif azpec ornpaButesss OG(OPMIIETCS B COOTBETCTBHH C JACHCTBYIOLIIUMHU
IIPABWJIAMU OKa3aHUs yCIYT MOYTOBOH CBS3H.

Hanpuwmep:
yi. Kponotkuna, 55, 220002, r. Munck

44. PexBu3ut «KOMMYHHMKAIIMOHHBIE U KOMMEPUYECKUE JaHHbBIEY.

KoMmmyHukanmonusie maHHbIe (TenerpadHbii ampec, Homepa TenedoHa, Tenedakca,
BKJIIOYAs KOJI AaBTOMATUYECKOH MEXIYyropogHedl (MexXayHaponHoW) TeneoHHOH CBA3H,
o(uLMaNbHBINA afpec JIEKTPOHHOM MMOYThI) IOMEIAIOTCS HUXKE MIOYTOBOIO a/ipeca OTIPABUTEINSL.
I'pynnel nudp B HOMepax TenedoHOB AeducoM WM APYrUMHM 3HAKaMU IPETNMHAHUS He
pazaenstorcs. Jlpyrue cBeeHHs yKa3bIBalOTCS 10 YCMOTPEHUIO OpraHU3aliH.

Kommepueckue 1aHHbIE BKIIIOYAalOT HOMEp PacyeTHOTO cueTa, HAaMMEHOBaHUE OAaHKa M TaK
Jlajiee ¥ pactojaraloTcsl HUKe KOMMYHUKAIMOHHBIX 1aHHBIX.



45. PexBusut «Ha3Banue Buaa 10KyMEHTa.

Ha3panue Buaa TOKyMEHTa OIpenesseTcsl ero Ha3HaYeHHeM M JOJDKHO COOTBETCTBOBATH
KOMIIETCHIIMH OPTaHU3aIluH, COACPKAHHUIO JOKYMEHTHPYEMOTO YIPaBICHYECKOTO ACHCTBHS, a
Takke Tabento. Ha nmucbMax Ha3BaHue BUAA JOKYMEHTA HE YKa3bIBAETCA.

HasBanwue Bua JOKyMEHTA MeyaTaeTcs MPOMUCHBIME OyKBaMU 0€3 pa3psIKu.

[Ipu ucnonp30BaHMU OOIIKMX OJAHKOB C MPOJOJIBHBIM PACHOJOKEHUEM PEKBU3UTOB Ha
JIBYX SI3bIKAaX Ha3BaHUE JOKYMEHTA [eYaTaeTcs Ha ABYX SI3bIKaX.

46. PekBu3ut «/lata 1OKyMeHTa».

JlaToii mOKyMeHTa SIBISIETCS Jara ero moamucaHus (IpuKa3, paclopsbkeHue, yKazaHue,
MACHMO U JIp.) WK COOBITHS, 3aUKCUPOBAHHOTO B IOKYMEHTE (TIPOTOKOJ, aKT), ISl JOKYMEHTA,
MPUHUMAEMOTO KOJIETHATbHBIM OpraHoM (TIOCTAHOBJICHHE, PEIICHUE), — JaTa €ro MPHUHSTHUS,

JUIS  YTBEP)KIAEMOTO JOKyMeHTa (TUIaH, OTYeT, WHCTPYKIHUS, IOJOKEHHWEe W Jp.) — Jara
YTBEPKJICHHUSL.

JlaToli  COBMECTHOrOo JIOKyMEHTa fABJSETCS Jara €ro IOJNHCaHWusS MOCIEIHEN
OpraHu3aIuen.

IIpn moAroToBKE MpOEKTa TOKYMEHTA JOITyCKAeTCs eyaTaTh TOJIBKO 0003HaYeHUs MecsIa
U TOoAa, JEHb Mecslla TMPOCTABIAETCS JODKHOCTHBIM JIMIIOM, HOJMHMCHIBAIOIIUM WM
YTBEPXKIAIOIIUM JOKYMEHT.

JlaTel moAmucaHus, YTBEPKACHUS, COTJIACOBAHUS, a TaKKe MaThl B pekBU3nuTax «Tekcry,
«CcpIIka Ha PETHCTPAllMOHHBIA HMHIACKC M JaTy BXOAAIIETO JOKyMeHTa», «Pe3omomusy,
«Bumsby, «I'pud mnpunoxenus», «OTMeTKa O HAIMYMHM OPUIOKEHUs», «OTMETKa O
HoCTyIIeHnn», «OTMeTKa 00 UCTIONTHEeHNH TOKYMEHTA U HallpaBJIeHUH €ro B 1es1o», «OTMeTKa 0
3aBEpeHUH KONHMM» O(QOPMIIIOTCS HUGPOBBIM CHOCOOOM. DJIEMEHTHI JaThl YKa3bIBAIOTCS
apabckuMu UQpPaMH B OJJHOI CTPOKE B CIICAYIONIECH MOCIEA0BATEIbHOCTH: ICHb MecsIa, MECHIL,
rog. /Jlenp Mecsna u mecan oopmisieTcs OBYyMs IMapaMu apaOCKux Ludp, pa3aeIeHHBIMH
TOYKOM, TOJ — YETHIPHMS apabCKUMU TUPpaMH.

Hanpuwmep:
08.07.2008

[Ipu odopmieHnn gat B JOKYMEHTaX, COACPKAIIUX CBEICHUS (PMHAHCOBOTO XapakTepa,
JIOTTYCKAETCsl UCIIOJIb30BAHUE CIIOBECHO-IIM(PPOBOTO CIIOco0a.

JlaTbl B HOpMaTHBHBIX IpaBOBbIX akTax PecmyOonuku benapycs odopmisiores B
COOTBETCTBHUU C 3aKOHOJATEIHCTBOM PecryOnmuku benapycs.

47. PexBu3ut «PeructpaiinOHHBIN UHIEKC.

PeructpaliuoHHbIi HMHJEKC CO3JaBAaEMbIX M IOJYyYa€MbIX JIOKYMEHTOB COCTOUT U3
HOPSIKOBOTO  PETUCTPAIIMIOHHOTO HOMEpPa, KOTOPBIH MOXET OBITh JOMOJHEH HHJIEKCOM IO
HOMEHKJIAType i, UHACKCOM NpPUMEHSEeMOro kiaccudukaTopa (KOppeCHOHIEHTOB, BOIPOCOB
NESTENILHOCTH | T.J1.) ¥ IPYTHMH YCJIOBHBIMH 0003HAYEHUSMHU.

Ha  nmoxymeHTax, COCTAaBIEHHBIX COBMECTHO  HECKOJBKMMH  OPraHU3aLHsSIMH,
perucTpalioHHble HHIEKCHl aBTOPOB MPOCTABIISAIOTCS YEpE3 KOCYIO YEPTY B MOPSAJIKE YKa3aHUS
aBTOPOB Ha IOKyYMEHTE (CJIeBa HAMPaBO).

48. PexBu3ut «CchulKa Ha PETUCTPALIMOHHBIM HHIEKC U 1aTy BXOJALIETO JTOKYMEHTAY.

Ccblika Ha PEruCcTPalOHHBIN MHIEKC U JaTy BXOJSIIErO JOKYMEHTAa pacloJiaraeTcsi Ha
OlaHke Ui THCEM M BKJIIOYAaeT B Ce0S PETrUCTPAlMOHHBIA WHACKC M JaTy NOKYMEHTa, Ha
KOTOPBII JAETCS OTBET.

49. PexBu3ut «MeCTO COCTaBICHUS UIN U3TAHUI).

MecTo cocTaBieHUsI WIA U3[1aHUs JOKYMEHTA PAcIoJlaraeTcs Moj pekBU3nTaMu «/larta» n
«PerucTpaniMOHHBINA HHICKCY.

50. PexBusut «I'pu¢ orpaHudeHus 10CTyIa.

I'pud orpanmuenus moctyna pacmojiaraeTcs B MPaBOM BEPXHEM YTy JOKYMEHTa BBIIIE
PeKBU3HUTOB «Anpecary, «I'pud yrBepxaeHus», «I pud mpuimoKeHus».



51. PexBusur «Anpecary.

AnpecataMu MOTYT SBISATBCS  OpraHM3allMM, UX CTPYKTYpHbIE IOJpa3JeNeHus,
KOHKpDETHBbIE  JOJDKHOCTHBIE — JIMIA, TIpaxJaHe, B TOM  UHUCIE€ WHJIUBHUIYyaJbHBIC
pEANPUHUMATEIH.

IIpn anpecoBaHMM JOKyMEHTa OpraHu3allid €€ HAauMEHOBAHME YKAa3blBacTCAd B
UMEHUTEIBHOM MaJIeXKe.

Hanpuwmep:
MuHUCTEPCTBO FOCTULIMI
Pecnyomuku benapych

[Tpu appecoBaHMM JAOKYMEHTa CTPYKTYpPHOMY TMOAPA3/IECICHUIO B UMEHUTEIHLHOM Ma/exe
YKa3bIBa€TCS HAMMEHOBAaHWE OpraHU3allMk, a HIXKE — HAaUMEHOBaHUE CTPYKTYPHOIO
MoIpa3/iesIeHu .

Hanpuwmep:

MuHUCTEPCTBO FOCTULIMU
Pecnyonmnku benapych

VYipasneHue agBoOKaTypsl U TULEH3UPOBAHUS
IOPUANYECKOH EATEIBHOCTH

[Ipy HampaBiIeHHH [JIOKYMEHTa KOHKPETHOMY JOJDKHOCTHOMY JIMILy HaWMEHOBaHHE
OpTaHM3aIMHN YKa3bIBAETCS B MMEHUTEIBHOM IaJieke, a JOKHOCTh M (paMuiusi ampecara — B
JaTEeIbHOM.

Hanpuwmep:

MUHUCTEPCTBO 10 HaJIOTaM U cbopam
Pecniyonuku benapych

HavansHuky ynpasiieHHs] KOHTPOJIA,
JIEIOTIPON3BO/ICTBA U MaTePUATHHO-
TEXHUYECKOr0 00ECIIEUEHUS
Konpakory H.B.

[Ipu anpecoBaHMM JIOKYyMEHTa PYKOBOJUTENIO OpraHu3alud (€ro 3aMeCcTUTEINIO)
HAaMMEHOBAHHME OPTaHMU3aIMU BXOJUT B COCTAaB HAUMEHOBAHUS JOJKHOCTH aJpecara.

Hanpuwmep:
Hupektopy ['ocynapcTBeHHOTO
apxuBa MUHCKOH 00J1acTH
Kymnosoii E.B.

[Tpu HampaBiIeHUHU JOKYMEHTa B HECKOJIBKO OJIHOPOJHBIX OPTaHU3AIMA HX HAUMCHOBAHHS
YKa3bIBAIOTCS 0000IIEHHO B UMEHUTEIBHOM TaJIeXKeE.

Hanpumep:
PecnyOnukanckue opransl
TOCYIapCTBEHHOT'O yIPABICHUS

[Ipn HampaBiieHUN OKyMEHTa PYKOBOJIUTENSIM HECKOJIBKMX OJHOPOJIHBIX OpraHu3alui
HalMEHOBAaHUA UX JOJKHOCTEH yKa3bIBatoTcs 000OIIEHHO B JaTEIbHOM MaJIeKe.



Hanpumep:
PykoBoautensam pecryOIMKaHCKMX OPraHOB
roCyZapCTBEHHOI'O YIIPaBIICHUS

ITouToBBIN angpec, Kak MPaBWIO, YKa3bIBaeTCA TOJIBKO Ha KoHBepre. IlodtoBbli ampec
BXOJAUT B COCTaB pEKBHU3UTA «Ajpecar» TMpHU aJAPECOBAHWHM JOKYMEHTA pPa30BOMY
KOPPECIIOH/IEHTY.

[ToutoBbIli ampec B pekBu3uTe «Aapecar» ohOpMIISIETCS B COOTBETCTBUU C IMPABHIIAMU
OKa3aHUs yCIyT TIOYTOBOM CBS3H.

Hanpuwmep:
Yupexnenue «benopycckuii HayqHO-
HCCIIEA0BATEIbCKUN UHCTUTYT
JOKYMEHTOBEICHUS U apXUBHOTO JIeay
yi. KponotkuHa, 55
220002, r. MuHCK

Ha nmoxymeHTax, HampaBisieMbIX MOCTOSHHBIM KOPPECHOHACHTaM, OpraHU3aIHsIM CBOCH
CUCTEMBI, aJpec HE MPOCTaBiseTCsA. [ OTHPaBKM TaKUX JOKYMEHTOB MOTYT MPUMEHSTHCS
KOHBEPTHI C 3apaHee HarledaTaHHBIMU aJIPeCcamH.

[Ipu anmpecoBaHMu JOKYMEHTa TpaXIaHWHY, B TOM UHCJIE€ WHIUBUIYATHbHOMY
MpEeANPUHUMATEI0, BHAYAJIE YKA3bIBAOTCS (DaMIuIisl 1 MHUIHAIIBI (COOCTBEHHOE MM, OTYECTBO
(ecu TakOBOE MMEETCS) TTOJTyJaTelNs, 3aTeM — IMOYTOBBIN aapec.

Hanpuwmep:

CronsipoBoit H.M.

yi. I[1.I'me6kw, 1. 15, xB. 26
223120, n/o Jloro3a
Jloroiickoro p-Ha
MuHCKO# 00J1.

PexBusut «Anpecar» He JODKEH coaepkarh Oosiee 4deThipex anpecoB. CIOBO «KOIHS
nepe BTOPHIM | MOCTEAYIOIMMMHE aipecaTaMy HE MTPOCTABIISICTCS.

[Ipn HampaBieHu:m MOKyMEHTa Oojee 4eM B 4YEThIpe aJpeca COCTABJSIETCS CIHUCOK Ha
pacchuiKy 1o (hopMe COTJIacHO MpuiiokeHHuio 2. Ha kKakaom sK3eMIIsIpe yKa3bIBaeTCsl TOIBKO
OJIMH aJipecaT uiu 0000IIeHHOE HAMMEHOBaHUE a/IpECaTOB.

Ecnu 1mokyMeHT sBIISIETCSI OTBETHBIM, IMEPBBIM aJpecaToM Ha JOKYMEHTE YKa3bIBAeTCs
ABTOP MHUIIMATUBHOI'O MMCbMAa HE3aBUCUMO OT 3HAYMMOCTH OCTaJIbHBIX aJIPeCcaToB.

[Ipy HampaBieHUW JIOKYMEHTAa B BBIMICCTOSANIME OpPraHU3allMd HE JIOMYCKAeTCs
OJIHOBPEMEHHOE €r0 aJpEeCcOBAHME APYTHUM ajpecaTaMm, KpOME CIydaeB, KOI/ia 3TO ONPEIEICHO
MOPYYCHUEM BBIIIECTOAIICH OpTraHU3aIiH.

52. PexBusut «I pud yTBepKACHUMY.

VYTBepXKIaeHUE SBISICTCS OJAHUM W3 CIOCOOOB YAOCTOBEPEHHUS JOKYMEHTa IIOCIE €ro
noanucanusi. JIOKyMEHT, MOMJICKANINN YTBEPKACHUIO, TPUOOpPETAeT IOPUAUYECKYIO CHITY
TOJIbKO C MOMEHTA €T0 YTBEPKICHUSI.

JIOKyMEHT MOKET YTBEpXKAAThCA IBYMs CIOCOOaMHU: HW3IaHUEM PACIOPIIUTEIHHOTO
JIOKYMEHTA VI TOJDKHOCTHBIM JiniioM. O6a crioco6a MMEIOT OMHAKOBYIO FOPHINYECKYIO CHITY.

[Ipu yTBepkaeHUU AOKYMEHTA IOJDKHOCTHBIM JIMIIOM TpHU( YTBEPKICHUS COCTOUT M3
cinoBa «YTBEPXIAIO», HaumeHOBaHUS TOKHOCTH JIMIIA, YTBEPAUBILIETO TOKYMEHT, BKIIIOYAst
BUJIOBO€ HAaWMEHOBAaHHE OpTraHMU3AIMH, €ro TOJMUCH, pPACIIU(PPOBKH TOAMUCH U JaThl
YTBEPKJICHHS.

Hanpuwmep:



YTBEPXIAIO
JvpekTop UHCTUTYyTa

IHoamuce A.1.HoBukoB
23.06.2008

[Ipu yTBepXIEHUM JOKYMEHTa PYKOBOJIUTENIEM BBIIIECTOSAIIEH OpraHu3alud WU
JIOKYMEHTa, COCTAaBIIEHHOTO HE Ha OJaHKe, B HAMMEHOBAaHUE JOJKHOCTH JIUIA, YTBEPAHUBIIETO
JOKYMEHT, BKJIIOYaeTcs MOJIHOE HAMMEHOBAaHUE OpPTraHU3alllu.

Hanpuwmep:
YTBEPXIAIO
HupekTop yupexnaenus «benopycckuit
Hay4YHO-UCCJIE0BATENbCKUN UHCTUTYT
JOKYMEHTOBE/ICHUS U apXUBHOTO JIea)
[Monmucek A.E.PribakoB
25.06.2008

Hara (menr wMecsma) yrBepxkaeHus B rpude «YTBEPKIAIO» mnpocraBnsercs
JOJDKHOCTHBIM JIMOOM, YTBCPAHUBIIUM JOKYMCHT. MCCHI_[ U roa HJOMyCKacTCa Iedararb C
MOMOIIbIO0 TEXHUYECKUX CPEJCTB.

PaCHOpHI[HTeHBHBIﬁ AKT H3JacCTCdA, KakK TIIpaBujio, B ClIy4ac, Korga BBCICHUC
YTBEPKAAEMOI0 JOKYMEHTa TpeOyeT JOMOJHUTENbHBIX MPEANUCAHUN U pa3zbsSCHEHUM, MHBIX
JECTBUM, CBSI3aHHBIX C €70 IPUMEHEHUEM, a TAK)KE IIPU YTBEPKAECHUN HOPMATUBHBIX IIPABOBBIX
aktoB Peciy6nuku bemapych.

[Ipu  yTBepkKIEHUM  PACHOPSAUTENBHBIM JOKYMEHTOM HJM  IPOTOKOJIOM  TpH(]
yTBepxKaeHuss coctouT u3 cioBa «YTBEPXJ/EHO», Ha3Banuss Buma JOKyMEHTa B
UMCHUTCIIBHOM IIAACKE, €0 JaThl U UHACKCA.

Hanpuwmep:
YTBEPX/IEHO
[Tpuxa3z Munuctpa uadopmaryu
Pecnyomuku benapych
25.06.2008 Ne 32

NI

YTBEPXIEHO
[IpoTokon ob1ero

coOpaHus aKIIMOHEPOB
28.06.2008 Ne 15

['pud yTBepkIeHUS TPOCTABISIETCS B TPaBOM BEpXHEM yriIy JokymeHTa. [lpwm
YTBEPXKACHUH JIOKYMEHTa HECKOJIbKUMHU JIODKHOCTHBIMU JIMIIaMUA Tpu(dbl  yTBEpKICHUS
pacrioyiararotT Ha OJJHOM YpOBHE.

CnoBa «YTBEPXJAIO» u «YTBEPX/IEHO» neuarator mponucHbeiMH OykBamu 0e3
KaBBIUEK M MPOOECIIOB.

Hcnonp3oBanue OJTaHKOB JTOKYMEHTOB C MPOAOJIBHBIM PACHOIOKEHHEM PEKBU3HTOB JUIS
oopMIIeHHS JOKYMEHTOB, MOUISKAIIUX YTBEPIKICHHIO, HE TOMTYyCKAETCSI.

[lepeyeHb IOKYMEHTOB OpraHH3alllM, IOJUICKALINX YTBEPKICHUIO, OIPEIENIAeTCs B
COOTBETCTBUU C 3aKOHOAATENIbCTBOM PecnyOnuku benapych u 3akpernuisiercss B Tabene u (Wn)
WHCTPYKIIMU IO JIEJIONPOU3BOJICTBY OPTaHHU3AIUH, WHBIX JIOKATHHBIX HOPMATHUBHBIX MPABOBBIX
aKTax.



[IpumepHBIil nepedeHb NOKYMEHTOB, MOAJEKALUX YTBEP/KIEHUIO, ONPEAENIEH COIIACHO
MIPUIIOKEHUIO 3.

53. PexBusur «Pe3omonusi».

Pe3omonsi — NHCBMEHHOE YKa3aHUE PYKOBOIUTENS O TMOPSAKE HCIOJHEHUS WIA
MCII0JIb30BaHNUs JJOKYMEHTA.

PexBusut «Pe3omonus» BkitouaeT (aMUIMIO HUCHOJHUTENSA, COAEp)KaHUE MOPYUYECHUS U
CPOK HCIONIHEHUs. Pe3omonusi MoDKHA OBITh MOAMHMCAaHA (COOCTBEHHOpPYYHAsl MOINHNCH) U
JTaTUPOBaHa.

[Ipu HanMYMKM HECKONBKUX UCTIONHUTENCH epBOi yKa3biBaeTcsl (haMIIIUsL OTBETCTBEHHOTO
UCIIOJTHUTEIS, KOTOPBIA OpraHu3yeT paboTy COMCITOIHUTENEH.

Ha noxymenTe nomkHO ObITh He Oojiee oxHON pesomronuu. Ilocnenyromniie pe3oaronuu
pykoBouTenel opOpMIIIIOTCS, €CIIM B HUX JI€TATU3UPYETCS MOPSIIOK UCIIOTHEHUS TOKYMEHTA.

Pesomronust pacnosaraercss B IIpaBOM BEPXHEM YINIy MEPBOTO JHUCTAa JOKYMEHTa IEPEN]
tekctoM. [Ipn HeoO6xoauMocTH OGOPMIICHHS CIIOKHOM MO COAEPKAHUIO PE3ONIOIUH, a TaKXKe
HECKOJIbKUX PE30JII0LUNA U HEBO3MOYKHOCTH MX pa3MELIEHUS B OTBEIECHHOM Ul PE30JIOLUU
MeCTe JOIYCKAaeTCsl HalMCaHWe PE30TIOIMK Ha JTF000W CBOOOIHOM IUIONIAIN JTUIIEBON CTOPOHBI
NIEPBOIO JIMCTA JOKYMEHTA, HE 3aTparuBasi TEKCTa (HO HE Ha MOJISIX JOKYMEHTA).

[Tpu oTcyTcTBUM CBOOOJHOTO MECTa Ha JIMLIEBOM CTOPOHE IMEPBOTO JIMCTA JOMYyCKaeTcs
oopmIIeHHEe PE30TIONMY Ha OT/AEIBHOM JIUCTE C YKa3aHUEM Ha HEM PEruCTPallMOHHOTO WHEKCa
U JaThl TOKYMEHTa, K KOTOPOMY OTHOCHUTCS pe3oyronus. JIMCT pe30sronuu NpUKpeIusieTcs K
JOKYMEHTY U IIOCJI€ €r0 MCIOJIHEHHsS BMECTE€ C HMM IoAammMBaercs B naeno. Ha nokymenre
MIPOCTABIIIETCS] OTMETKA O HAJIMYUU TAKOTO JIMCTA.

[Ipu odopmieHun JUCTa PE3ONIONMUA HCIOJIB3YIOTCS CTaHJApTHBIC JIMCTHI OyMaru
dbopmaroB A6, AS, A4 ¢ coOm0IeHUEM CIEAYIOIINX Pa3MEePOB TOJICH:

s popmata A6: BepxHee U HIKHee — He MeHee 10 MM, JeBoe — He MeHee 12 MM, mpaBoe
— He MeHee 8 MM;

s popmata AS: BepxHee — He MeHee 15 MM, HUkHee — He MeHee 10 mm, neBoe — 20 M,
MpaBO€ — HE MEHEE 8 MM;

s opmara A4: BepxHee M HIbKHee — He MeHee 20 MM, jeBoe — 30 MM, mpaBoe — He
MeHee 8 MM.

Pezomonnn mo ucnonHenuto mnopyudeHuil Ilpesunenta PecnyOnmku benapych, ['naBel
Anvunnctpanuu [Ipesunenra PecnyOnuku bemapych m ero 3amecturenieit, mpeacenaTesnei
nanat HarmumonanbHoro coOpanusi PecnyOnmku benmapycs um ux 3amectuteneif, IIpembep-
MuHHCcTpa PecnyOnuku benmapyce m ero 3amectuTesneil, pPyKOBOIUTENEH TOCYydapCTBEHHBIX
OpraHOB, MHBIX OpraHU3alui OHOPMIISIIOTCS Ha OTAENBHBIX JIUCTAX PE30JIIOLUH.

54. PexBU3HT «3arojioBOK K TEKCTY».

JlokyMeHThI, opopMIIeHHbIE Ha OJaHKaX WM CTaHIApTHBIX JHcTax Oymaru ¢opmata A4,
JIOJKHBI MMETh 3aroJIOBOK. 3arojIOBOK K TEKCTY JOIYCKAaeTCs HE YKa3blBaTh HAa JOKYMEHTax,
oopmisieMbIX Ha OJTaHKaxX WM CTAHIAPTHBIX JUCTax Oymaru opmaTa AS.

3aronoBok (opmynHupyeTcsi cocTaBuTenaeM JokyMmeHTa. OH J0KeH ObITh KpaTKUM U
€MKHUM, TOYHO IE€pelaBaThb CMBICI TEKCTa U IpaMMaTHUYECKHU COIJIACOBBIBATBHCS C Ha3BaHUEM
JIOKYMEHTA.

Hanpuwmep:
npukas (0 yem?) «O COBEpIICHCTBOBAaHUU CTPYKTYPHI allfapara yIpaBiIeHUs»,
nosioxeHue (0 yem?) «O KaHIETAPUI;
POTOKOJI (4ero?) «coOpaHus akKIHOHEPOBY;
npaBuia (4ero?) «BHyTPEHHETO TPYAOBOTO PACIIOPSAKAY;
JOJDKHOCTHAS! HHCTPYKIUS (KOoMy?) «cekpeTapro-pedepeHty»;
akT (0 uem?) «O BBIJCIICHUH K YHUUTOXKEHUIO JOKYMEHTOB U JI€J1, HE MOJIeKAUX XPAHEHUIOY;
aKT (4ero?) «IpoBEPKI»;
nucbMo (0 ueM?) «O0 U3MEHEHNUN CPOKOB BBITIOJHEHHUS IOTOBOPAy.



B 3aronoBke kK TEKCTy paspemiaeTcsi ynoTpeOasaTh COKpAIEHUsI CJIOB M CIIOBOCOYETAHUH,
UCIIONB3YEMBIX B CTaHJAapTax M kiaccupukaropax Pecnybnuku bemapych, cokpaiieHHbIE
HAUMEHOBAHUS OpTraHU3aIuil U OOIIETIPHHSITHIC COKPAIIICHHUS.

Hanpumep:
O Buenpenuun CTh 6.38-2004

3aroyioBOK B KaBBIYKU HE 3aKJIIOYAeTCs W HE MoauepkuBaercs. Touka B KOHIIE 3arojOBKa
HE CTAaBUTCSL.

55. PexBu3ut «OTMETKA O KOHTPOJIEY.

OTMeTKa 0 KOHTPOJIE pacnojiaraeTcsi Ha JIEBOM IOJI€ JOKYMEHTa Ha YpPOBHE 3arojioBKa K
TEeKCTy U 0003HavaeTcst OykBoit «K» nmu cinoBom «KoHTposby. OTMETKA MPOCTABISAETCS OT PYKH
WIH ¢ TIOMOIIIBIO mTeMIiens. OTMeTKa MOKET OBITh JIOMOJHEHA KOHTPOIBHOM TATOM.

56. PexBu3uT «OTMETKA O HAUTMYHUH TPUITIOKECHUS.

OTMeTka O HaJIMYMM TPWIOKEHUs pacloyiaraerca HUXKE TEKCTa JOKYMEHTa Iepen
pexBusutoM «lloamucey. CroBo «lIpunokeHue» mevyaraercsi ¢ MPOMUCHOW OYKBBI OT HYJIEBOTO
MOJIOKEHUS TaOYISITOpa OT TPAHMIIBI JIEBOTO TIOJIS, IIOCIIE HETO CTAaBUTCS IBOSTOUHE.

Ecnu nokyMeHT umMeeT NpUJIOKEHUE, Ha3BaHHOE B TEKCTE€, TO B OTMETKE O HAIUYUHU
MPUIOKEHUS YKA3bIBACTCS TOJIBKO KOJUYECTBO JIUCTOB U IK3EMILISIPOB.

Hanpumep:
[Ipunoxenue: Ha 7 1. B 2 3K3.

Ecnu noxkyMeHT uMeeT NpUIIOKEeHHs, He Ha3BaHHbIE B TEKCTE, TO MX HaWMEHOBAHUS
MEPEUUCIIAIOTCS ¢ YKa3aHUEM KOJIMYECTBA JIMCTOB M AK3EMIUISIPOB KAXKIOTO Mpuioxkenus. [lpu
HAJIMYUU HECKOJBKUX MPUJIOKEHUIN OHU HyMepyroTcs apaOckuMu nudpamu.

Hanpumep

[Tpunoxenue: 1. MHCTpyKIMS 1O AENOMPOU3BOACTBY Ha 12 1. B 3 3K3.
2. OT3bIB Ha NPOEKT MHCTPYKIMH HA 3 JI. B 2 IK3.

Ecnu K NOKYMEHTY NIpWJIAaraercsi NOKYMEHT, MMEIOIIMM MPUIIOKEHHE, TO B OTMETKE O
HAJIMYUU TPUI0KEHUS yKa3bIBaeTcs 00I11ee KOJINYECTBO JIUCTOB MPHIIOKEHHH.

Hanpumep

[Tpunoxenue: mnuceMo HarmonanpHoro 6anka Pecriyonuku benapyce ot 08.11.2008 Neo 12-
7/389 u mpuI0KEHHE K HEMY, BCEro Ha 5 J1. B 1 9K3.

Ecnu npuiioxkeHue HampaBisieTCss HE BCEM ajpecaTaM, TO B OTMETKE O HaJIMYUU
MPUJIOKEHHUS yKa3bIBAeTCsl, B KAKOM aJpec HampaBIIseTcsl IPUIIOKEHHUE.

Hanpuwmep:
[Ipunoxenue: Ha 5 1. B 1 3K3., BO BTOpO# ajapec.

Ecnu npunoskeHus cOpOIIIOpOBaHbI, TO KOJTHYECTBO JTUCTOB HE YKA3bIBACTCSI.

B pacniopsauTenbHBIX JOKYMEHTAaX PEKBU3UT «OTMETKa O HAIWYUU TPUIIOKEHUS» HE
opopmIIsIeTCs; yKa3aHUE O HaIWYWU TMPUIOKCHHS HAeTCd B TEKCTE TOKYMEHTA: «COTJIACHO
MIPUIOKEHUIO», IIPUIIOKCHHUEY, IIPIIOKEHUE 1», «... MPEICTaBUTh NEPEUCHb TOKYMEHTOB I10
npusaraemMoit popme» u ap.

57. PexBuzut «Iloamucey.



HpOGKT AOKYMCHTA MNPCACTABIIACTCA Ha MOAINKUCH COOTBCTCTBYIOLIEMY OOJDKHOCTHOMY
auiy  (MCXonIs W3 €ro  KOMIIETCHIIMHM) TIOJHOCTBIO  O(OPMIICHHBIM, TPOBEPEHHBIM,
COIJIACOBAHHBIM (TIpM HEOOXOAMMOCTH) BMECTE C MPHIOKEHUSIMH M MaTepualaMH, Ha
OCHOBAHHHU KOTOPBIX OH COCTABJICH.

PexBusur «HOI[HI/ICI:» pacnojaracTcd mocCjic TCKCTa U OTMCTKU O HAJIMYWUH IMPUITTOKCHUSA U
COCTOUT W3 HAMMEHOBAHHUS JIOJDKHOCTH JINIA, TOIIHMCABIIETO JOKYMEHT, COOCTBEHHOPYYHOU
HOJNKCH U ee paci(PpoBKU (MHULIKAIGI, (amuus). MHUIuaNbl nedaTaioTes nepea hamMuiuei
0e3 MpoOesToB Ha YPOBHE TOCIIEIHEH CTPOKH HANMEHOBAHUS TOJDKHOCTH.

Ecnu nokymeHT odopmiieH Ha OlaHKe WM C UCIOJIb30BAHMEM YIJIOBOTO IITaMma, TO B
HaMMEHOBAHHUE JIOJDKHOCTH BKITIOYAETCS, KaK MPABUIIO, BUIOBOC HAMMEHOBAHHE OPTaHU3aIUH.

Hanpuwmep:
Jlupekrop HHCTUTYTA ITognuce A.E.PribakoB

[Ipu odopmieHnn TOKyMEeHTa He Ha OJlaHKe B HAMMEHOBAHME IOJDKHOCTH BKIIIOYACTCS
[IOJIHOE€ HAUMEHOBAHHUE OPraHU3aLUU.

Hanpuwmep:
JlupexTop yupexacHus
«benmopycckuit
Hay4YHO-UCCIEN0BATEIbCKUMN
WHCTUTYT
JIOKYMEHTOBEACHUS U apXUBHOTO
ea ITonnuce A E.Pri6akoB

B cocraBe pekBm3uta «[loAmuce» MOTYT yKa3bIBaThCS CTENEHH W 3BaHUSA (yUCHEBIC,
BOMHCKHE U JIp.).

Hanpuwmep:
JvpekTop UHCTUTYyTa
JOKTOP UCTOPHUYECKUX HAYK,
npodeccop [Toamnuce A.N.HoBuxon

HpI/I moATIMCAHUKU OOKYMCHTA HCECKOJBbKHMMH JOJDKHOCTHBIMHU JIMIAaMHW HX IIOAIKUCH
pacmojiararorcsa OJHa I10J I[perﬁ B IIOCJICAOBATCIIbHOCTH, COOTBGTCTBYIOH_IGI‘;I 3aHNUMAaCMbIM
JOJIXKHOCTAM.

Hanpuwmep:
Hupexrop 3aBoga ITognuce I'"H.Iletpos
['maBHBIN OyxTantep [Toanuce J.N.NBanoBa

HpI/I MMoANMUCaHUN OOKYMCHTA HECKOJBKUMHU JIMOaMH, HE IMOAYMHCHHBIMU IO JOJIXKHOCTH,
HX ITOAITHUCH pacmioiaratoTcsa Ha OJHOM YPOBHC.

Hanpumep:
Munuctp oOpazoBaHus Munuctp ¢hruHaHCOB
Pecny6nuku benapych Pecny6nuku benapych
IMonmucey A.M.Pangnkos [Toanmuce A.M.XapkoBen

[Tpu moanricaHuy TOKyMEHTA, TIOJrOTOBICHHOTO KOMUCCHEH, YKA3bIBAIOTCS HE TOJKHOCTH
i, a ux 06}1321HHOCTI/I B cocTaBe komuccuu. aMHUINU YJIEHOB KOMHUCCUU pacmojararoTcsa B
ariaBUTHOM TIOPSIZIKE.



Hanpuwmep:

IIpencenarens komuccuu ITognuce B.B.I'pymeBckuii

YeHBI KOMUCCHUH: Iloamuce I".5.OpnoB
IToanuce I1.I1.Cunaes
Iloamuce A.B.fInykoBuu

JIOKyMEHTBI KOJUIETHAIbHBIX OPraHOB IMOJIMUCHIBAIOTCS MpeAceNaTesieM U CEeKpeTapeM
3TOrO OpraHa.

Hanpuwmep:
[Ipencenarens Iloamuce B.1.Kupuios
Cekperapb ITognuce A.A Kynpeiunk

[Ipu noanucanuy pacnopsSAUTENBHBIX U UCXOAAIINX JOKYMEHTOB IOANUCHIBAETCS TIEPBbII
9K3EMIUISIP JOKYMEHTA.

I[Ipu  odopmieHuH axkTOB, TMPOTOKOJOB, COBMECTHBIX JOKYMEHTOB  IOJIHUCH
IPOCTABIISIOTCS Ha BCEX DK3EMIUIApax JOKYMEHTA.

B pexBmsure «llomnuce», a Takxke pekBuszutax «['pud yrBepxkaeHus» u «pud
COIJIACOBAHUA» YKa3bIBAIOTCA (PaKTHUECKasl JOKHOCTh JIUIA, MOANUCABIIEro (yTBEpAMBIIETO,
COIJIACOBABIIETO) JOKYMEHT, €ro HHHOUanbl U (amumiug. JlomyckaeTcst HCIOJIb30BaHHE
cokpameHuii  «3am.» («3amectutenwy), «M.0.» («acnomHsAOmMK 00s3aHHOCTHY»). He
JIOITYCKAeTCsl CTABUTh MPEAJIOT «3a» WM KOCYIO YepPTY Iepe]l HAMMEHOBAHUEM JIOJKHOCTH.

58. PexkBusut «I'pud nmpumoxxeHus».

I'pud npuiioskeHus pacrosiaraercsi B IpaBoOM BEpPXHEM YIIIy IIEPBOTO JINCTA MPHIIOKEHHS.

I'pud npunoxenus cocrour u3 cinoBa «lIpuoxkeHue», ero MOPSIAKOBOrO HoOMepa
(ykaspiBaercsi apabckumu 1udpamu 6e3 3Haka Ne ), Ha3BaHMA BUAA JOKYMEHTA B JaTEIbHOM
naziexe, ero JaThl U perucTpaliMOHHOIO MHJIEKCa.

Hanpuwmep:
[Ipunoxenue 2
K [IPUKa3y IUPEKTOpa HHCTUTYTA
18.11.2008 Ne 9

ITopsAKOBBII HOMED IIPUIIOKEHUS HE YKA3bIBACTCS, €CJIM OHO OZHO.

Ha npuioxeHusix, yTBEpKAAEMbIX PACIOPSAUTENBHBIM JOKYMEHTOM WA HPOTOKOJIOM,
rpu¢ npunoxeHus He odpopmisgercs. B 3ToM ciaydae B mIpaBoM BEpXHEM YTy MEpBOrO JIMCTa
YTBEPKAAEMOT0 JOKYMEHTa POCTABIISIETCSA TpU( yTBEPKACHHUS.

JIOKYMEHTBI-IPUIIOKEHU O(QOPMIISIIOTCS C yKa3aHHEM BCEX HEOOXOIMMBIX PEKBHU3HUTOB
nokymeHnTa («Ha3BaHue Buia JOKyMEHTa», «3aroioBoK K TekcTy», «lloamuce» u ap.).

59. CornacoBaHue 10KyMEHTOB.

JIOKyMEHTBI, OATrOTaBIMBAEMbIE B OPraHU3ALMM, 10 MPUIAHUS UM HOPUIUYECKON CHIIbI
(moamucaHus, YTBEP)KICHHSI, PETUCTPAIIH) B HEOOXOAMMBIX CIIydasX MOJIEKAT COTJIACOBAHUIO.
CornacoBanue IpoeKTa JOKYMEHTA MPOBOJIUTCA C OpraHU3alUsMU U JOHDKHOCTHBIMU JIMLIAMH.
CorymacoBaHue MOXKET NIPOBOAMTHCA KaK BHYTPU OpraHM3alMd — CO CTPYKTYpPHBIMU
MOJIpa3ieNIeHUs MU U JIOJDKHOCTHBIMH JIUIIaMH (BHYTPEHHEE COIJIaCOBaHHUE), TaK U BHE €€ — C
NOJYMHEHHBIMH U HETIOAYMHEHHBIMU OPTaHU3aMsIMU (BHEILITHEE COTJIACOBAHNUE).

60. PexBusur «I'pucd cormacoBanus.

Breminee cornmacoBanue opopmiisieTcst rpuoM CoriacoBaHuUs.

I'pud cornmacoBanust pacmosiaraetcsi Hke pekBuzuTa «lloamuck» Ha JTUIEBOW CTOPOHE
nocyienHero jucra gokymeHta U cocrout u3 cinoa «COI'NTACOBAHO», nanmeHoBaHus
JOJKHOCTH JIMIIA, C KOTOPBIM COTJIACOBBIBAETCS JOKYMEHT (BKJIIOUasi MOJHOE HAaUMEHOBAaHME



OpraHu3alm), COOCTBEHHOPYYHOI IMOANUCH, €€ paciiu(pOBKU U 1ATHI.

I'pud cormacoBaHusi meyaTarOT OT HYJIEBOTO TOJIOKEHUS TalyiasaTropa 0e3 OTCTyma OT
T'paHUIbI JICBOTO ITOJIA.

Cnoso «COI''TACOBAHO» nevararoT nponmucHbIMUA OyKBaMH 0€3 KaBBIYEK U TTPOOETIOB.

Hanpuwmep:
COI'ZTACOBAHO
JrpekTop rocy1apcTBEHHOTO
yupexaeHus «HauuonanbHbIA
apxuB PecriyOnuku benapyce»
Ioanucs B.JI.Cenemenen
13.10.2008

Ecim  cormacoBaHme OKyMEHTa TIPOM3BOAUTCA KOJJIETHAJIBHBIM OpPraHOM  WIIH
MIOCPECTBOM MHCHbMa, TO rpu( cornacoBanus opopmisiercs mo popme:

COI''TACOBAHO
[IpoTokon 3acenanus

SKCIEPTHOIO COBETA
18.10.2008 Ne 13

NI

COT'JTACOBAHO
IIncemo I'ocygapcTBEHHOrO KOMUTETA

no cranaaptusanuu Pecnyonuku bemapych
03.10.2008 Ne 11-10/1186

Ecnu noxkymeHT umeer nBa rpuda corjiacoBaHHs, TO OHM PacHoJiaraloTcsi Ha OJIHOM
YpOBHE.

Hanpumep:
COT'JTJACOBAHO COT'JTJACOBAHO
MuHUCTp FOCTULUA [Ipencenarens BepxoBuoro Cyna
Pecnyomuku benapych Pecnyomuku benapych
ITonnuce B.I'.I'osoBanoB [Moanuce B.J[.Cykaio
14.06.2008 14.06.2008

Ecnu noxkymeHT umeer TpH rpuda corjacoBaHUs, TO OHHM PAcHoOJIaraloTcsl B CIENYIOIIEM
MOPsI/IKE:

Hanpumep:
COT'JTIACOBAHO COT'JTJACOBAHO
MuHUCTp FOCTULHUA [Ipencenarens BepxoBuoro Cyna
Pecnyonmuku benapych Pecnyonmuku benapych
ITonnuce B.I'.I'osoBanoB [Moanuce B.J[.Cykaio
14.06.2008 14.06.2008
COT'JTIACOBAHO

MUHUCTpP SKOHOMHUKHU
Pecniyonuku benapych
IMonmuces H.I1.3afiuenko



14.06.2008

Bonee Tpex rpudos cornacoBanus opOpMISIOTCS IBYMsI BEPTUKAIBHBIMH PsiIaMHU.

[lpu orcyrcTBUM MecTa Ha JOKyMEHTEe O(OPMIISIIOT JIMCT COINIACOBAaHMA IO 00pasiy
coryiacHo npuioxkenuio 4. Ha nokymeHTe Ha MecTe, IpeyCMOTPEHHOM ISl pa3MeleHus rpuda
COIIACOBAHUs, AEIACTCS OTMETKA!

JIuct cornacoBaHusa
HpHIaracTcs

61. PexBu3ut «Bu3bI».

BryTpennee cormacoBanue oQOpMIISETCS IYTEM BHU3HPOBAHUS TMPOCKTA JOKYMEHTa
JIOJDKHOCTHBIM JTULIOM.

PexBuszutr «Buza» Bkiro4aeT B ceOs HaMMEHOBAHHUE JOJDKHOCTH JIMIA, BU3HPYIOUIETO
MPOEKT JOKYMEHTA, €r0 COOCTBEHHOPYYHYIO MOIHUCH, paCIIU(PPOBKY MOIMUCH H JIATYy.

Hanpuwmep:
HavanpHuK oTIE1a KaIpOB
[Mognuce A.B.CMupHukuit
25.06.2008

OTKa3eIBaTbCA OT BU3HUPOBAHUA, a TaKXE ACIaThb Kakue-I1100 HCIIPABJICHUA B TCKCTC
IMPOCKTAa MNOKYMCHTA HC HOOITYCKACTCA. 3amMeuaHusa u AOIOJIHCHHUA U3JIaratoTCsl Ha IMPOCKTC
JOKYMCHTA HHMXKE OaTbl BU3HUPOBAHUA. HpI/I 3HAYNUTEILHOM O0BbEME 3aMeUaHus U JOIIOJIHEHU A
H3JIararoTCad Ha OTACIbHOM JIUCTC, a4 Ha IMPOCKTC HOOKYMCHTA YKa3bIBACTCA: «3amMeuaHus
IIpUIaAraroTCs».

Hanpuwmep:
HauanbeHuk otnena kaapos
[Toanmuce A.B.CMupHUIIKUI
25.06.2008
C nDpoeKTOM HE COrJIaceH.
3aMeuaHus NpUIaraloTcs

Busel npocraBnsrorcs Huke pekBusuta «lloanucek» Ha JIMIEBOW CTOPOHE ITOCIEIHErO
JUCTAa TEPBOr0 SK3EMIUIApa JAOKyMEHTa ciieBa. [IpoeKThl pacnopsauTeNbHBIX TOKYMEHTOB
JIOTTYCKAeTCsl BU3UPOBATh HAa OOOPOTHON CTOpPOHE TOCJEIHEro JIMCTa TEPBOTO JK3EMILISpa
nokymeHTa. [Ipu cormacoBaHuy MUCEM U IPYTUX UCXOASIIMX JOKYMEHTOB BH3BI O(POPMIISIOTCS
Ha KOMHUIX, OCTAIOIINXCS B J¢IIC.

[Tpu HeoOxoauMocTH 0(hOPMIICHHS HECKOIBKUX BU3 OHH PACIIOIAraloTCs OJIHA MO APYToi
B IOPSAJIKE BU3UPOBAHUSL.

Hanpumep:

HavanpHuK oTIE7a KaIpOB
[Hopnuce H.b.CxBoprioBa
20.06.2008

3aB. OTZEIOM JOKYMEHTOBEACHHUS
[Toanmuces A.B.Cunopuon
20.06.2008

3aB. OTZICNIOM apXHUBOBEICHHUS
Honmucs T.1.bobposa



21.06.2008

FOpuckoHncynbT
[Moanuce H.C.11IBen
22.06.2008

[Ipu oTCyTCTBHM CBOOOJHOTO MECTa BHU3bI OPOPMIISIOTCS HA 00OpPOTE MOCIETHErO JINCTA
JOKYMEHTa WJIM Ha OTJCIBHOM JINCTE W TPU PA3MHOKEHUHU JOKYMEHTAa HE BOCIIPOH3BOMISTCS.
[Ipy HanMuuMu IKCTa COTJIACOBAHMSI Ha MECTE, NPEIyCMOTPEHHOM [UIsl pa3MEUICHHS BU3BIL,
JeNaeTcsi OTMEeTKa, odopmisieMass MO TPaBHIaM, YCTAaHOBIEHHBIM TyHKTOM 60 HacTosIIeH
NucTpykiuu.

[Tepeuens cornacyroumx WHCTAHIIUN OMPENEsSeTCs] COCTAaBUTEIEM JOKYMEHTa UCXOsS M3
€ro coJep>KaHusi ¥ TpeOOBaHUN HOPMATUBHBIX MPABOBBIX aKTOB.

62. PexkBusut «lleuaTthby.

PexBusut «lledarp» craBUTCS Ha JOKYMEHTaX, TPEOYIOIIUX OCOOOr0 yJOCTOBEPEHMS UX
MOITTUHHOCTH.

VYcranaBnuBaeTcs TpU BHUAA IedaTel: MeyaThb OpraHU3alldd, Ie4aTb CTPYKTYpHOTO
MoJpa3JieliecHrs] OpraHM3alliK, I[e4aTh, yKa3bIBaIOIIash HAa €€ IeJieBoe Ha3zHadueHue (s
JOKyMEHTOB u T.1.). [ledatw oprauzanmii moapas3aemstoTcss Ha repOoBble (IeYaTH C
u3obpaxkenuem ['ocynapcrBennoro repba Peciyonuku benapycs) u mpocteie.

[Topsimok HCIIONIB30BaHUA M OTBETCTBEHHOCTh 32 XpaHEHHUE IeyaTel 3aKpervisioTcs B
JIOKAJIbHBIX HOPMATHBHBIX MPABOBBIX aKTaX OpPTraHU3allMU, pa3padaThIBAEMBIX B COOTBETCTBUU C
3aKoHO1aTeIbCcTBOM PecryOnuku benapych.

[TepeueHb TOKYMEHTOB, Ha KOTOPBIX MPOCTABISIETCS MEUaTh, OMPEICIIIETC OpraHu3anuei
Ha OCHOBaHHMHM 3aKkoHojaarenbcTBa PecmyOonmku benapych. IlpocraBnenue medatn HE0OXOAMMO
Ha TMOJJIMHHUKAX OKYMEHTOB M WX KOIHUAX, B TOM 4YHCIE (PAKCUMIIBHBIX, YIOCTOBEPSIOIINX
nmpaBa, CBOOOBI M (WJIM) 3aKOHHBIE MHTEPECHI TPak/aH, IpaBa M O0S3aHHOCTH FOPHINYECKHUX
T, CAHKIIMOHUPYIOIINX PACXOI0OBAHUE ICHEKHBIX CPEICTB U MaTEpUATbHBIX [ICHHOCTEH.

OTTHCK Tme4yaTH [JOJDKEH 3axBaThlBaTh YacTh HAaWMEHOBAHHUS JOJDKHOCTH  JIMIIA,
MOJMKUCABIIETO (YTBEPAUBIIETO) TOKYMEHT.

Hanpumep:
JvpekTop UHCTUTYyTa [Toanuce C.A.Cupnopos

63. PexBu3ut «OT™MeTKa 00 UCIIOIHUTENEY.

OtMmeTka 00 WCIONHHUTENE pachojiaraeTcsi Ha JMIEBOM CTOPOHE TMOCIETHETO JIMCTa
JIOKYMEHTA B JIECBOM HH)KHEM YTITy.

OtmeTka 00 UCHONHUTENE BKIOYaeT (QaMIIIMI0 W HOMEp CiyxeOHoro TtenedoHa
UCTIOTHUTENSL (COCTAaBUTEINSI) MOKyMeHTa. DaMuiusi WUCTOJTHHUTENS W HOMEp €ro CIy)kKeOHOTo
TeneoHa nevaTaroTcs 6e3 3HaKOB MPETMHAHMS.

Hanpumep:
Kopnees 200 59 79

OrMerka 00 HCIOJHUTENE MOXET OBITh JOMOJHEHA WHIEKCOM CTPYKTYpHOTO
Mo/Apa3iesieHusl, B KOTOPOM FOTOBUJICSA JOKYMEHT.

Hanpuwmep:
3 Makosenxkuii 220 95 01

[Tpu HEOOXOAUMOCTH OTMETKA 00 HCITOJIHUTENIE MOKET OBITh TOTIOJHEHA JATON CO3/IaHus
JIOKyMEHTa, UMeHeM (aiiyia ¥ IPyruMHu MOMCKOBBIMU JIAHHBIMH (Ha BTOPOH CTpPOKE), KOTOPBIC
0(OPMIISIFOTCS TOJIBKO Ha HK3EMILISAPE TOKYMEHTA, OCTAIOIIEMCS B OPTaHU3AIIHH.



Hanpumep:
3 Maxkosenkui 220 95 01
26.05.2008 C:/ IIucemo.doc

[Ipu odopmneHNN MOKyMEHTa Ha KOMITBIOTEpE PEKBH3UT «OTMETKa 00 HCIIONHUTENC)
BeimostHsieTcs: mpudTomM Times New Roman (Times New Roman Cyr) oObrusblif, pazmep 9
MyHKTOB, MEXKCTPOUHBIN HHTEPBAI — TOYHO 9 ITyHKTOB.

OtMeTka 00 ucroiHUTENe 00s13aTeIbHO O(POPMIISETCS HAa MCXOIANTUX TOKYMEHTaX.

64. PexBusur «OT™METKa O 3aBEPEHUH KOTIUN».

Konusi noxymeHTa JOKHA BOCHPOU3BOJUTH BCE PEKBU3UTHI 3TOTO JOKYMEHTa, B TOM
YHClie PEeKBU3UTHI OslaHKa. [l MpUAaHUsS KOMUU JOKYMEHTAa IOPUAMYECKON CHIIBI OHA JOJKHA
OBITH 3aBepeHa (3aCBU/IETEIHCTBOBAHA) YIIOJIHOMOYEHHBIM JOKHOCTHBIM JIMIIOM OpraHHU3alliH.

Komuss mokymeHTa, BOCHpPOHM3BOASIIAS YacTh €0 PEKBU3UTOB, 3aBEpECHHAas B
YCTAaHOBJICHHOM TIOPSIAKE, SBISETCS BBIMUCKOW M3 JOKYMEHTAa. BBIMHCKHM M3 JTOKYMEHTOB
opopmisitorcsi Ha oOmem Omanke. B Bemmckax u3 JgokyMeHTOB cnoBo «BBITTMCKA»
BKJIIOUAETCS B HA3BaHUE BU/IA JJOKYMEHTA.

Hanpuwmep:
BbIITMCKA N3 ITPUKA3A

OTmeTka O 3aBepeHMM KOMUU OodopmisieTcs Hke pekBu3uTa «[loanmuce» M BKIIOYAET
cnoBo  «BepHO», HaMMEHOBaHME  JOJDKHOCTH  JIMIIA, 3aBEPUBLICTO  KONMIO,  €r0
COOCTBEHHOPYYHYIO MOJIMTUCH, PACHIM(PPOBKY MOIIMUCH U J1aTy 3aBEPEHUSI.

Hanpumep:

Bepno

Wucnekrop otnena kaapos [lognuce A.I'.JIeonos
25.01.2008

Komuu nOKyMEHTOB, MpENOCTaBIISIEMBbIE TpaXkaaHaMm, B TOM 4YHUCJIE WHIUBUIYyAIbHBIM
OpeIIpUHAMATEISIM, W IOPUAWYECKUM JHIaM (Jaiee — oOpaTWBIIeecs JHI0) WIH KX
MPEJICTAaBUTEINISAM, €CJIH TaKhe KOMMHU HEeOOXOIMMBI JIJIsl PELICHHS BOIIPOCOB, KACAIOLIUXCS PaB U
(unM) 3aKOHHBIX MHTEPECOB OOPATHBINUXCS JIUI, ¥ BBIMTUCKHA U3 HUX O(OPMIISIOTCS B TIOPSIKE,
PEAYCMOTPEHHOM YaCTSIMH BTOPON—ILIECTON HACTOSAIIETO ITyHKTA.

[Ipu mepechuike KOMHUI JOKYMEHTOB, BKJIIOYAs KOMHH JOKYMEHTOB, HEOOXOJMMBIX IS
pelIeHrs BOMPOCOB, KacaroIIUXCs MpaB U (MJIM) 3aKOHHBIX MHTEPECOB OOpATHBIIMXCS JIUL, U
BBIIIMCOK U3 HUX B JIpPyIM€ OpraHu3aliy WIK BbIAY€ UX HA PYKH OTMETKY O 3aBEPEHUU KOIHHU
YAOCTOBEPSIOT M1€YAThI0 OPraHU3aLNH.

Ha xonuax ucxomsdmux IOKYMEHTOB, OCTAOIIMXCS B JEJNE OpraHU3allH, PEKBU3UTHI
OllaHka He BOCIPOM3BOMAATCA, MPOCTABISAIOTCA JlaTa MONNUCAHUS JOKYMEHTa, €ro
PETUCTPALIMOHHBI MHIAEKC M OTMETKA O 3aBEPEHHUM KOINWH, B KOTOPOM JOINYCKAETCS HE
YKa3bIBaTh JATy 3aBEPEHUS U JOLKHOCTD JIMIA, 3aBEPUBILETO KOMUIO.

Hanpuwmep:
Bepuo
IMonmuce A.I'.JIeoHoB

Konuu pnokymeHTa, MOJIy4eHHbIE IIyTEM THPAXHUPOBAHUS MOJJIMHHHUKA CpEACTBAMHU
ornepatuBHOW monurpaduu, coaepkamue (aKCUMHIBHOE BOCIHPOU3BEACHUE TOANUCH H
npelHa3HaYeHHbIe [UIsl PAcChUIKM WMJIM BHYTPEHHErO TMOJb30BaHHS, HE HYXKAAIOTCS B
JOMOJIHUTCIIBHOM  YIOCTOBCPCHUHU, 3a HCKIIIOYCHUCM CIIYy4acB, MNPCAYCMOTPCHHBIX aKTaMHU
3akoHoaTtenscTBa Pecy6nuku bemapyce.



Pa3smHOXKeHHBIE OK3EMIUIAPBl JOKYMEHTA, MpEJHA3HAYEHHbIE JJIs pPACCBUIKM WU
BHYTPEHHEI0 IOJb30BaHUSA M HE BOCIPOU3BOASIINE (PAaKCUMMIIBHYIO MOJIINUCH MOAJUHHHKA,
JIOTYCKaeTCsl  YAOCTOBEPATh I€YaThlO, IPOCTABIsEMOM Ha MECTE€, OTBEIEHHOM JJIs
COOCTBEHHOPYYHOM TTOITHICH.

Opranuzanys MOKET 3aBEpATh KONHMM TEX JOKYMEHTOB, KOTOPBIE CO3/1aHbl B CaMOM
OpraHM3aly, JIOKYMEHTOB, IIOJyYEHHBIX OpraHM3aluell B IOATBEP)KICHUE €€ TIpas,
INOJTHOMOYMM W o0s3aHHOCTEH  (MLEH3UH, CcepTUPUKATOB M Jp.), JOKYMEHTOB,
pelyCMOTpEeHHbIX nocTaHoBieHneM Cosera MunuctpoB Pecniybnuku benapycs ot 30 nexabps
2012 1. Ne 1256 «O HEKOTOpBIX BONPOCAX BBIJAYU U CBUAETEILCTBOBAHMS KOIMUMI TOKYMEHTOB,
KacarolluXcsl MpaB U (WIM) 3aKOHHBIX HMHTEPECOB Tpak[aH, B TOM 4YMCJIE WHAMBHIYaTbHbIX
npeanpuHuMareneil, u opuandeckux suiy (HaunonampHbi mpaBoBoit HHTepHeT-mOpTan
Pecniyommmku benapycs, 06.01.2013, 5/36738) u uHBIMH aKTaMU 3aKOHO1aTEIHCTBA.

Konuu 1OKyMEHTOB B 3JEKTPOHHOM BHJE, BBIOJHEHHbIE Ha OyMa)KHOM HOCHTEIE H
IpeJHa3HAYCHHbIE NIl OOpalleHuss BHYTPU OpraHu3allM, 3aBEpslOTCs B IOPSIKe,
YCTaHOBJIEHHOM 4aCThIO BTOPOW HACTOSAIIETO MYHKTA.

65. PexBusut «OT™MeTKa 00 MCTIOJIHEHUH IOKYMEHTA U HAIIPaBJICHUU €TO B JICIIO».

OTtmerka 00 MCIIONHEHHWH JOKYMEHTAa W HANpaBICHUU €ro B JEJ0 IMPOCTABISETCA Ha
JOKYMEHTE T0CJIE €r0 UCIIOJHEHUS U SIBJIAETCS CBUJETEIbCTBOM 3aBEPIIECHUS paOOThI HAJl HUM.

OTtmerka 00 MCIIONHEHMM TOKYMEHTAa M HANpaBJICHUM €r0 B JIEJI0 PACHoJiaracrTcs Ha
HVDKHEM ITI0JIE TIEPBOTO JINCTA TOKYMEHTA ClIeBa U COCTOMT M3 clI0B «B neno», Homepa aena mno
HOMEHKJIaType A€, B KOTOpPOM OylIeT XpaHWUThCS IOKYMEHT, JaThl M WHJEKCAa JIOKyMEHTa,
CBHU/IETEJICTBYIOIETO 00 MCIOJHEHUH, COOCTBEHHOPYYHOM NOANMCH MCIOJHUTENS WM
PYKOBOJUTENS CTPYKTYPHOTO HOJPA3ACICHUSA-UCIIONHUTENS U JaThl HalpaBICHUs TOKYMEHTA B
JEII0.

Hanpuwmep:
B neno 11-10
ITonroroBieH OTBET
15.02.2008 Ne 11-10/130
IMonamuce
16.05.2008

[Ipu oTCyTCTBUM [OKYMEHTa, CBHJETEILCTBYIOIIETO 00 WCIIONHEHUH, B OTMETKE
YKa3bIBAIOTCSl KPATKHUE CBEIEHUS 00 HCIIOTHEHUU.

Hanpuwmep:
B neno 5-15
[IpousBeneH nepepacuer
Iloamuce
20.11.2008

66. PexBu3uT «OTMETKA O MOCTYILJICHUM .

OTMeTka O TOCTYIJICHMHM (PETHCTPALlMOHHBIM IITaMIl  BXOMSALIMX JOKYMEHTOB)
MIPOCTABIISIETCS HA HUYKHEM IT0JIEe TIEPBOT0 JIUCTa JOKYMEHTa CIpaBa U COCTOUT U3 MOJHOTO WU
COKpPAIICHHOI'0 HAMMCHOBAHUS OPraHU3aAlHUU-TIOIYydaTC/IA, AaTbl U PECTUCTPALIMOHHOTIO MHACKCA
(HOMepa) MOCTYIUICHUS JOKYMEHTA.

Hanpuwmep:

3A0 «Masik» 16 1
26.05.2008 MM
Ne 342




42 MM

Ha pokymenTax, TpeOyIOUIMX CpPOYHOTO HCIOJHEHHS, BMECT€ C JaToil JOIMycKaeTcs
yKa3bIBaTh BPEeMs IOCTYIJICHUS (Yachl, MUHYTHI).

I''IABA S
TPEBOBAHUSA K TEKCTAM JOKYMEHTOB

67. TekcT TOKyMeHTa IOJIKEH ObITh JOCTOBEPHBIM, 00bEKTHBHBIM, MAaKCUMAaIbHO KPAaTKUM
C COXpaHEHHEM IOJIHOTHI MH(POPMALIUU U TOUYHOCTH €€ M3JI0KEHHUS, He JOMYCKATh pa3IMYHbIX
TOJIKOBAHUH.

68. TekcT JAOKyMEHTa M3JIaraercsi MPOCTHIM U SICHBIM S3BIKOM, C COOJIOJACHHEM HOPM
O(QUIMATIEHO-/IETIOBOTO CTHJIS JIUTEPATYPHOTO S3bIKA.

69. SI3pIKamMH AETONpPOM3BOJACTBA U JOKyMeHTauuu B PecnyOnmke benapychk sBisitoTcs
OCIIOPYCCKUH U PYCCKHIA.

TekcTbl JOKYMEHTOB, HampaBiIsgeMbIX 3a npenensl PecrnyOnuku benapycs, moryt
COCTaBJISITHCSL Ha OEJIOPYCCKOM, PYCCKOM SI3bIKax, Ha fA3bIKE CTpaHbl ajJpecaTa WIM Ha JPYroM
MHOCTPaHHOM SI3bIKE.

70. IlpenmokeHHsT  CTPOATCS  COIVIACHO  OOIICTIPUHATHIM  T'PAaMMAaTHYECKUM U
opdorpapudeckumM TpaBuiIaM OETOPYCCKOTO ¥ PYCCKOTO SI3BIKOB, MPEUMYIIECTBEHHBIM
ABIISIETCS YIIOTPeOJIeHNE TPOCTHIX PACIPOCTPAHEHHBIX MPEITOKEHHM.

71. B poKyMeHTax NpPHUMEHSAIOT TEPMUHBI W  OIpPENEIECHMS, YCTAHOBJICHHBIE
JIEHCTBYIOIIMMH CTaHAAPTAMH U TEPMHUHOJIOTUYECKUMHU CIOBapsAMH. MHOTO3Ha4YHbIE TEPMUHBI B
KaX/IOM KOHKPETHOM CJIydae JIOJDKHBI YHOTPEOIATHCS TOIBKO B OJTHOM M3 CBOMX 3HAYCHUH.

72. B TekcTe TOKyMEHTa He JOIYCKAaeTC sl yIoTpeOieHue:

IPOCTOPEUMIA U SKCIIPECCUBHBIX (POPM Pa3TOBOPHOM peun;

WHOSI3BIYHBIX 3aMMCTBOBAHMM MNP HAJIMYMHM PABHO3HAYHBIX CIOB M TEPMUHOB B
0ETIOPYCCKOM MIIH PYCCKOM SI3BIKE;

HEYETKUX CIIOBOCOUYETAHMM, OOOOIICHHBIX PACCYKICHHH, BOCKIWIIAHWA W TPU3BIBOB,
00pa3HbIX CPaBHEHHH, AMUTETOB, MeTaOp;

ab0OpeBHaTyp, KPOME OOIICH3BECTHBIX MJIM PACITM(POBAHHBIX B TEKCTE TIOKYMEHTA;

HEHOPMATUBHOU JIEKCUKH.

73. TekcTbl CIHOXHBIX TIO COJEP)KAaHUIO JOKYMEHTOB (IPUKA30B, PaCHOPSKEHUM,
MPOTOKOJIOB, MHCTPYKUUU U JIp.) JENSATCS HAa MYHKTHI, MYHKTBI MOTYT MOAPA3ACNATHCS Ha
MOJMYHKTHI, MOANYHKTHI — Ha a03ampbl. B OGonbpmux 1mo o6beMy JOKYMEHTaX MYHKTBI MOTYT
00BETUHATHCS B TJIABBI.

['maBbl HyMepyroTcs apaOCKkuMu Ludpamu, Mociae KOTOPbIX TOYKAa HE CTaBUTCA. [ JaBbI
JOJKHBI MIMEThH 3ar0JI0BKHM, TOUKA B KOHILIE 3ar0JIOBKa HE cTaBUTCA. EciM 3aroJoBOK COCTOMUT U3
JIBYX MPEIJIOKEHUM, TO UX Pa3JesaOT TOUYKOW. B 3arosoBkax He JOMYCKaeTcs MEPEHOC CIOB Ha
CJICAYIOUIYIO CTPOKY, IPUMEHEHNE PUMCKUX IIU(P, MATEMaTUYECKIX 3HAKOB U I'PEUYECKUX OYKB.

Hanpumep

I''IABA 2
IMOPAIOK INTAHUPOBAHUA U PACXO/JJOBAHIA CPEACTB HA
OIUIATY TPYIA

[TyHKTBI HyMepyroTcs apabckuMu LUppaMud C TOYKOW M 3alUCBIBAIOTCSA € a03aIHOTO
OTCTYTIA.
[MonnmyHKTBI HyMepyIOTCSl apaOCKUMHU HU(ppaMy M 3alUCBHIBAIOTCS ¢ a03alHOTO OTCTYyIHA.



Homep moamyHKTa BKIHOYaeT HOMEpP IIyHKTAa M HOMEp IOJIYHKTA, ITOCJIE KOTOPBIX CTaBATCA
TOYKHU.

Hanpuwmep:
2.1.
2.2.
2.3.

Hywmepaius myHKTOB MODKHA OBITh CKBO3HOW [IJISI BCETO JOKYMEHTA, MOAMYHKTOB —
CKBO3HOM JJIs1 KXKA0TO MyHKTA.

A03a1bl He HYMEPYIOTCS ¥ BBIICIISIOTCS a03aIHBIM OTCTYIIOM.

74. B TekcTe TOKyMEHTA Mepe KXo MO3UIMEel TTepeUYrCIICHUs], BBIICICHHON a03aIHbIM
OTCTyNOM, AeUC WIM WHOW 3HaK He cTaBUTCs. [locie mepeducieHus, KpoMe MOCIEIHETO,
CTaBUTCS TOYKA C 3aISITON.

75. TekcThl JOKYMEHTOB O(OPMIISIFOTCSI B BUJIE CBSI3HOTO TEKCTa, aHKETHI, TAOIUIIHI MU B
BUJE coeauHEeHUs 3TuX ¢opM. OmpenensiomuM B BbIOOpe (QOpPMBI MPEICTaBICHUS TEKCTa
SIBIISIETCSL XapakTep HHPOPMAIIIH, COACPIKAIIEHCS B TEKCTE TOKYMEHTA.

76. B pacnopsauTenbHBIX JAOKYMEHTAaX OpTraHHM3allMil, JECUCTBYIOIIMX Ha MNPUHIIUANAX
eAMHOHAYaIus, TEKCT U3JIaraeTcs oT nepsoro auua eauHcrseHHoro umncina: « [ [IPUKA3BIBAIOy,
«TPEJJIAT'AYO» u np.

B pacnopsauTenbHBIX JIOKYMEHTAaX KOJUIETHAJIbHBIX OpPraHOB TEKCT W3JIaraercs OT
Tperbero auna eauactBeHHoro uncna: «[ IOCTAHOBJIAETy, «PELIJI» u np.

I')IABA 6
TPEBOBAHHUA K OPOPMJIEHUIO JOKYMEHTOB, U3I'OTOBJIAEMBbIX C
INOMOIIBIO TEXHUYECKHUX CPEJICTB

77. Texct moOKyMeHTOB Ha OaHkax ¢opmara A4 rmedaraercs Ha MUIMIYIICH MaIlMHKE Yyepe3
MOJITOpa MEKCTPOUYHBIX HHTEPBAJIa WM OJMHAPHBIA HAa KOMIbIOTEpE, Ha OaHkax (opmara AS —
4yepe3 OJIMH MEKCTPOUHBIA MHTEPBAJ WM TOYHO 14 T Ha KOMIBIOTEPE.

78. Ilpu HabOpe TEKCTa C HUCIIONH30BAHIUEM TEXHHUUECKUX CPECTB MPUMEHSETCS TapHUTYPA
mpudta Times New Roman (Times New Roman Cyr) B 00bl9HOM HauepTaHuu, pazmep mpudra
— He MeHee 13 nr, wiu mWpHUQPTHL, YCTaHABIMBAaeMble HOPMATHBHBIMH IPABOBBIMU aKTaMH
PecnyOomuku benapych. BeipaBHHBaHME TEKCTA MPOU3BOIUTCS IO IIUPUHE JIUCTA.

B pecnyOnmkaHCKHX OpraHax roCylapCTBEHHOTO YIPABJICHUS M MHBIX TOCYIapCTBEHHBIX
opranmuzanusax, mnoaunHeHHbIX [IpaButensctBy PecnyOnuku  bemapych, odopmiienue
JIOKYMEHTOB OCYIIIECTBIISIETCS 110 YCTAHOBJICHHBIM B KOMIIBIOTEpAX MIAOIOHAM C MapamMeTpaMu
HAcTpOWKH B peaakTope Microsoft Word, pazmep mpudra — 15 mr.

OdopmneHne JTOKYMEHTOB OCYIIECTBIISIETCS C  HCIOJIB30BAaHUEM  IPOTPAMMHOTO
obecreueHust, COOTBETCTBYIONIETO CIEAYIOIIMM TPEOOBAHUSIM:

HaMuue (YyHKIIMOHATBLHOCTH, 00eCTIeYnBArOIIe BO3MOXHOCTh OOPMIICHHS PEKBHU3UTOB
JIOKYMEHTa B COOTBETCTBUH C TpeOOBaHUSAMU 3aKoHO1aTenbcTBa Pecriybnuku benapycs;

MOJJIEPIKKA TOMYCTUMBIX (POPMATOB JJOKYMEHTOB B 3JIEKTPOHHOM BUJIC;

NOJNJEPKKa METOJOB U CPEACTB 3allUThl TEKCTa JOKYMEHTa OT peIaKTHPOBaHUS
(maponpHasi 3alIuTa, CO3JAAHKME JOKYMEHTA, HE PEJAKTHUPYEMOTO CTAaHAAPTHBIMU CPEACTBAMH U
T.J.) JUISl TOMTYCTUMBIX (DOPMATOB.

79. Ilpu MOATOTOBKE TaOJUIl C MCIOJIH30BAHMEM TEXHUYECKUX CPEICTB BBHIPABHHBAHHE
TEKCTa MPOU3BOJUTCS IO HEOOXOAUMOCTH, C IIEPEHOCOM CJIOB. JlomycKaeTcsl yMEHbIIATh pa3Mep
aeBoro mosst 70 20 MM (KOraa TeKCT He BMEIAeTcs ), MeXCTPOUYHbIN nHTepBai — 10 11 oT.

B pecny0nukaHCKUX OpraHax rocyJapCTBEHHOIO YIPaBJIEHHUS U WHBIX IOCYIapCTBEHHBIX
opranm3anusax, noqdnHeHHbIX [IpaBurenscTBy Pecrybnuku benapych, mpu MoAroToBKe TaOIIHIT
JOTTYCKaeTcsl yMEHbIIATh pa3Mep mpudTa Tekcra Tadbaun 1o 13 nr.

80. IIpu odopmieHNN NOKYMEHTa Ha MHUINYIICH MAIIMHKE PEKBU3UTHI, COCTOSIIHE W3



HECKOJIbKUX CTPOK (KpoMe pekBuszuta «TekcT»), meyaTaloT 4Yepe3 OAMH MEKCTPOUHBIN
UHTEPBAJ.

CocraBHbIE YacTU PEKBU3UTOB «Anpecar», «['pud yrBepxaeHus», «OTMeTKa 0 HAIUYUH
npunoxkeHus», «['pud cormacoBanusi», «'pud NpUTOKEHUS» OTHENAIOTCS APYr OT Jpyra
IOJIyTOPHBIM MEXXCTPOYHBIM HHTEPBAJIOM.

PexBU3HUTHI TOKYMEHTA OTACISIIOT IPYT OT Apyra 2—3 MEXCTPOUYHBIMH MHTEPBAJIAMH.

Hanpuwmep:
COT'JTACOBAHO
1,5
Hupexrop [lenapramenTa

110 apXUBaM H JIEJIONPOU3BOICTBY
MuHucTepeTBa IOCTULUMA

Pecniyonuku benapych
15

[Hoanuce B.1.A namymiko
15

01.02.2008

COI'JTACOBAHO
1,5
[Iporokoi 3acenanust

DKCIEPTHOIO COBETA
1,5
01.02.2008 Ne 9

81. Ilpu odopMiIeHHH TOKYMEHTA Ha KOMITBIOTEPE PEKBU3UTHI, COCTOSIIINE U3 HECKOIBKUX
cTpok (kpome pekBuszuTa «TekcT»), medyaTaroT ¢ WHTEepBajgoM TOYHO 14 nt. CocTaBHBIC YacTH
pexBu3uTOB «Anpecary, «['pud yreepxnenus», «['pud cormacoanus», «OTMETKAa 0 HATUYUHU
MPUIOKEHUs», «[ prd MpUI0KEHUS» OTAEISAIOTCSA APYT OT ApYyra OAMHAPHBIM HHTEPBAJIOM.

PexBU3UTBI JOKYMEHTa OTACIAIOT JAPYr OT Jpyra IOJYTOPHBIM —MEXKCTPOYHBIM
HUHTEPBAJIOM.

Hanpuwmep:
COT'JTIACOBAHO
OnuHapHbBI
MuHUCTp FOCTULUA

Pecny6nuku Benapychk Touno 14 nr

OnunapHbIii
IMonmuces B.I'.T'onoBanos

OnunapHbIii
01.02.2008

ITonmyropHslit
COI''TACOBAHO

OnunapHbIii

MUHUCTpP SKOHOMHUKHU

Pecny6nuku benapych Touno 14 ot

OnuHapHbBI



01.02.2008

82. MakcumManbpHasi ITUHA CTPOKH MHOTOCTPOYHBIX PEKBH3UTOB JUISl MUIMYIIEH MAIIUHKHA
28 3HAKOB WJIM 73 MM Ha KOMIBIOTEPE.

83. Ilpu mneyaTaHMM JOKYMEHTOB Ha MHUIIYIIEH MAIIMHKE WCHONIB3YIOT [IEBATH
CTaHJaPTHBIX MOJOXKEHUH TaOylsTOpa UK OTCTYIbl B MIJZTUMETPAX OT TPaHMIIbI JIEBOTO OIS
npu opopMIICHUN Ha KOMIIbIOTEpE:

0 — rpaHuIa 1€BOTO MOJIS;

1 — mocne 5 neyaTHBIX 3HAKOB OT TPaHUIIbI JIEBOTO MO win 12,5 mM;

2 —nocinie 16 meyaTHBIX 3HAKOB OT TPAHUIIBI JIEBOTO MO Win 40 MM;

3 — mocne 24 nedaTHBIX 3HAKOB OT T'PaHMIIBI JIEBOTO MOt in 60 MM;

4 — niocne 32 mevaTHBIX 3HAKOB OT TPaHMUIIBI JICBOTO MOJIs Wik 80 MM;

5 —nocie 40 neyaTHbIX 3HAKOB OT T'paHUIbI JieBoro moiist nwin 100 mm;

6 — mocie 48 reyaTHBIX 3HAKOB OT TPAHUIIBI JIEBOTO MO Wn 120 MM;

7 —nociie 56 neyaTHBIX 3HAKOB OT IPaHUIIbI JIeBOTO mosst win 140 mMM;

8 — mociie 64 meyaTHBIX 3HAKOB OT TPAHUIIBI JIEBOTO MO Wik 160 MM.

84. OT HyJEBOTO MOJIOKEHUS M1€YATAIOTCS:

pexBu3uT «Ha3zBaHue Bua TOKyMEHTa;

PEKBU3HT «3arojioBOK K TEKCTY;

pekBu3uT «TekcT» (MCKIItoUas CTPOKH, HAUMHAIOIITUECS ¢ a03aIHOTO OTCTYIIA);

pekBU3UT «OTMETKA O HAJTMYUU TTPHIIOKECHUS,

pexBU3UT «OTMETKA 00 UCTIOTHUTENE;

pekBU3UT «OTMETKA 00 UCTIOTHEHUH JOKYMEHTA M HAMPABJICHUH €T0 B JIEJI0»;

pexBU3UT «OTMETKA O 3aBEPEHUN KOITUNY;

pexBu3uT «I'pud cormacoBaHus» U HAMMEHOBAHHE JOKHOCTH B pekBusute «lloamucey;

cinoBa «Bepnoy, «CIIYIIAJINY, «BBICTYIINJINY, «PEIINJINY, «[TOCTAHOBWJIN»,
«ITPUKA3BIBAIO», «IIPEJJJIAT AIO», «OBS3BIBAIO».

OT nepBoro NoJ0KEHUs IevaTaeTcsi Hayano ab3aleB B TEKCTeE.

OT 4eTBepTOro MOJOKEHHUS eUaTaeTCs PEKBU3UT «Aapecary.

OT mATOrO MOJIOKEHUS TMevaTaroTcsl peKBU3UTHl «['pud orpanunyenus: pocrynay», «pud
yTBepxaAcHUsY, «[ prud mprmokeHus».

Ot mecToro nonoxeHus rneyaraercs pacmudpoBka noanuc B peksusute «lloamucey.

Ot cenpmoro nosoxeHus rnevararores koasl mo OKY /[, OKOT'Y u OKIOJIII.

[Tpu odopmiennn nmokymeHTta Ha jguctax ¢opmara A4 B anpbO0MHON opueHTanuu (297 x
210) pexBusutsl «I'pud orpanuueHus gocrynay, «'pud yrsepxaeHus», «'pud mpumoxeHus»,
pacmudpoBka moanucu B pekBusutTe «lloamuch» mnedararTCs OT BOCBMOTO TOJOXKEHHS
tabynsaTopa (64 nmeyaTHbIX 3HaKa wiu 160 Mm).

85. Ilpu HamMuuu HECKOJIBKHX TPU(OB YTBEPKICHHUS W COTJIACOBAHUSA UX PaCIoJiararoT
JIBYMsI BEPTUKAIBHBIMU PsJIaMU, HAYWHAsL OT HYJIEBOTO W MATOTO MOJIOKESHUN TalyIsITOpa, a mpu
odopmIIeHHH JOKYMEHTa Ha juctax ¢opmata A4 B albOOMHON OpPHEHTAIIMU — OT HYJIEBOTO U
BOCBMOT'O TOJOXEHUH TadynaTopa, a mpu ohOpMIIEHUH JOKYMEHTa Ha jucrax ¢opmara A4 B
anb0OMHON OpUEHTAIMH — OT HYJIEBOTO U BOCKMOTO MOJIOXKEHUH Ta0ysTopa.

[Ipu nmoanucanuy TOKYMEHTAa HECKOJIbKMMH JIMIIAMH, HE TOJMYMHEHHBIMHU TIO JTOJKHOCTH,
HAaUMEHOBAaHUs JTOJDKHOCTEH B pekBu3uTe «llommuce» pacmonaraioT IByMsI BEPTHKAIbHBIMU
psAaamMu, Ha4rHAsI OT HYJIEBOTO U MSATOTO MOJIOKEHHU Ta0ysITopa.

B pecny0nukaHCKUX OpraHax rocyJapCTBEHHOI'O YIPAaBIEHHUS U WHBIX IOCYIapCTBEHHBIX
opranm3anusax, nogunHeHHbIX [IpaButensctBy Pecrybnuku benapych, HECKONIBKO PEKBU3UTOB
«Ilognucey, pacnonaraeMblX OAMH TMOJA JPYTUM, JONYCKAaeTcsl pasfeniarTh JIBONHBIM
MEXKCTPOUYHBIM UHTEPBAIOM.

86. Ecin 3aroioBOK K TEKCTYy MPEBBIIAET MATh CTPOK, €ro JOMYCKAETCs MPOJJIEBATH 10
TPaHUIIBI IIECTOTO MOJIOKEeHUs Tadymnaropa (120 MM OT rpaHHIIBI JIEBOTO TOJIS).

87. Ecimm B TEKCTE JOKyMEHTa HWMEIOTCS TIpPUMEUYaHUs WIM BBIICICHHAs B



CaMOCTOSITENIbHBIN a03al] CChUIKa Ha JOKYMEHT, MOCTYXHUBIIMA OCHOBAaHHEM K €ro W3JIaHUIO,
cinoBa «lIpumeuanue» m «OCHOBaHHE» MEYATAIOTCS OT HYJIEBOIO IOJOKEHUs TalyisTopa, a
OTHOCSIIIMICS. K HUM TEKCT — 4Yepe3 OAMH MEKCTPOUYHBIM MHTEpBal (IPH MeYaTH Ha MUIIYILEH
MaIIuHKE) WK TOYHO 14 nT (mpu Habope Ha KOMITBIOTEPE).

88. B Tekcrax nokymeHToB cioBa «lIpumeuanue», «OcCHOBaHHE», a TaKXe CIIOBO
«[Ipunoxenue» B OTMETKE O HAIUYUU MPUITOKEHHS OCTABIISIIOTCS OTKPHITHIMH, a OTHOCALIAsICS K
HUM MHQPOpMAIUS TeUaTaeTCsl CTOJIOIOM Yepe3 OAMH MEKCTPOYHBIN MHTEepBAI (IIpU MeYaTH Ha
MUNTYIIEH MalTuHKE) Wi ToYHO 14 1T (mpu Habope Ha KOMITBIOTEPE).

89. B KoHIle pEeKBH3HTOB (KpoMe pekBH3HTa «TeKCT») TOUkM He cTaBsATci. B cepennne
CTPOK PEKBU3UTOB 3HAKH NMPEIUHAHUS COXPAHSIIOTCS.

90. B noKkyMeHTax HE JIOMYCKAIOTCSI TEKCTOBBIE BBIJCICHUS B BUJIE MOMYEPKUBAHUS U
nevyaTaHus Bpa3psaKy.

[IporucHbiME OyKBaMu TMe4aTarOTCs: peKBU3UT «Ha3BaHWe BUAAa TOKyMEHTa», CIOBa
«YTBEPXJIAIO», «YTBEPXIEHO», «COI'JTACOBAHO» — B rpudax corjacoBaHus Hu
yrBepxacHus, « [ [IPUKA3BIBAIO» — B npukazax, «[IOCTAHOBJISIET» — B nocTaHOBIIEHUSIX,
«PEIIINII» — B pemenusix, «OBA3BIBAIO», «IIPEJJIATAKO» — B pacnopskeHUsix |
ykazanusix, «CJIIYIIAJI», «BBICTYIIUIIUY, «IOCTAHOBWUJIN», «PEUIWIIN» - B
POTOKOJIaX, paMHIINK paOOTHUKOB B TEKCTaX MPHUKA30B 110 JUYHOMY COCTaBY, Ha3BaHUS IJIaB B
OpraHU3aIMOHHBIX JOKYMEHTAX.

91. Ilpu odopmieHHN AOKYMEHTOB Ha ABYX M Oo0Jjee JHCTaX BTOPOH W IMOCIECTYIOUTUN
JUCTBl JOJKHBI OBITh TPOHYMEpOBaHBL. Homepa ITUCTOB NPOCTABISIOT B IIEHTPE BEPXHETO
KOJIOHTHTYJIa apabckumu mudpamu ¢ paccrosaueMm 10—15 MM OT BepxHEro kpas, rapHUTYypa
mpudTa Times New Roman (Times New Roman Cyr) B 00pIY4HOM HauepTaHUH, pasMep IpuQTa
— He meHee 13 nr. [lepBbIii TUCT HE HyMEpyeTCS.

B pecnyOnmkaHCKHX OpraHax roCcylapCTBEHHOTO YIPABJICHUS M MHBIX TOCYIapCTBEHHBIX
opranuzanusx, nonunHeHHbIx [IpaButensctBy Pecniyonuku benapycs, pazmep mpudra HomepoB
nucToB — 14 nr.

HoBbl1it cT 1oOKyMEHTa HE OMYCKAaeTCs HAYMHATD MOCIISTHEH HETIOTHOM CTPOKOM ad3aria.

JIOKyMEHTBI CO CPOKOM XpaHEHHUS JI0 TPeX JIET BKIIOUUTEIBHO JOIYCKAaeTCs MevaraTbh Ha
JIBYX CTOPOHAX JIUCTA.

91[1]. JloxymeHTHI, MpeHa3HAUYCHHBIC I OOpallleHuss B CHCTEME MEXBEIOMCTBEHHOTO
JMIEKTPOHHOTO JIOKYMEHTOOOOpOTa TOCYAApCTBEHHBIX OPraHoOB, MJOJKHBI COOTBETCTBOBATH
CJICAYIOIIMM TPEeOOBaHUSM:

OBITH IPEJICTABICHHBIMU B OpME, TOCTYMHON U OHATHOM J1J1s1 BOCTIPUSTHS;

CO3/1aBaThCsl B OHOM U3 JOMYCTHUMBIX (POPMATOB JOKYMEHTA B 3JIEKTPOHHOM BUJIC;

COJIep’KaTh PEKBU3UTHI, OOecreunBarolue UAeHTUPUKALNIO JOKYMEHTa, YCTaHOBJICHHbBIE
JUTSE TOKYMEHTOB JAHHOTO BHJIa B COOTBETCTBHUHU C 3aKOHOJATENLCTBOM PecmyOnuku bemapych.
OdopmieHne peKBU3UTOB OCYIIECTBISETCS B COOTBETCTBHM C TpPeOOBaHHMSIMH HaCTOSILIEH
WHCcTpyKIMK M MHBIMH aKTaMH 3aKoHo1aTenbcTBa Peciyonuku benapycs;

COJIep’KaTh OJHY WJIM HECKOJBKO 3JIEKTPOHHBIX MHU(PPOBBIX MOIMHCEH, a Takxke, MpHU
HEOOXOJUMOCTH, JOMOJHUTEIbHBIC JaHHBIC [UIsI TPOBEPKHM BKIIOYCHHBIX O3JIEKTPOHHBIX
U (POBBIX MOIMUCEH.

OTcyTcTBHE  3JCKTPOHHOM  LUGPOBOW  MOAMHUCH  JOMYCTUMO JJIsi  JIOKyMEHTOB
MH(OPMaLIMOHHO-CIIPABOYHOI0 XapakTepa U (WJK) He MOJJIeKaINX PETUCTPAlUU, a TakxKe AJIs
rpaduueckux o0pazoB JOKYMEHTOB Ha OymakHoM Hocutene. Ilpu oTcyrcTBUM y TOKyMEHTa
AMEKTPOHHOU IU(PPOBOM MOAMUCH JOJKHA OBITh MPEIyCMOTPEHA 3allUTa OT BHECEHUS B HETO
W3MEHECHUMU.

I'padpuaeckuii 06pa3 (M300pakeHHE, CO3/MaBacMOE MyTeM CKaHWPOBAHUS) JOKYMEHTAa Ha
OyMa)XHOM HOCHUTeNle JOJDKCH OBITh BBIIIOJIHEH B IIBETHOM pEXUME U HUMETh OJUH U3
JOTTYCTUMBIX (hOpMAaTOB rpadudecKux o0paszoB.

JIOKyMEHT B 3JIEGKTPOHHOM BHUJE HE JIOJKEH COJIEpkaTh aBTOMATHUYECKH HCIIOIHSEMBII
MpOrpaMMHBIN KO (MaKpOKOMAaH/Ty) IMOO CCHIJIKM HAa BHEITHUE MCTIOTHSIEMbIC (haiiibl.



I'IABA 7
OPOPMJIEHHME OTAEJIBHBIX BUJTOB JOKYMEHTOB

92. B opraHM3anusax MOryT W3/1aBaTbCid CIEAYIOIIME BHUIBl PaCHOPSAUTEIbHBIX
JIOKYMEHTOB: IIPUKA3, paCOpsLKEHUE, YKa3aHUE, TOCTAHOBIICHHUE, PELICHUE.

93. Ilpuka3 — npaBOBOW aKT, U3JaBacMblii PYKOBOJUTEIEM OpraHU3aluy, ACUCTBYIOLIMM
Ha OCHOBE €IMHOHAYalIMsl, 111 pPa3pelieHs] OCHOBHBIX 3a71a4, CTOSIINX Mepe]] OpraHu3ainei.

[Ipuka3el W3HAIOTCS TakXKe B ClydasX, KOrja HEOOXOIUMO JOBECTH TpeOOBaHUSA
JUPEKTUBHBIX JOKYMEHTOB BBIIIECTOSALIMX OpPraHU3alMA 10 CBEACHUS IMOAYMHEHHBIX JHI U
IIOJIBEJOMCTBEHHBIX OpraHU3aliii, HAMETUTh KOHKPETHBIE MEPOIPHUATHS [0 UX BBIIIOJIHEHUIO,
ONPEETUTh OTBETCTBEHHBIX JIML, CPOKH BBIMOJIHEHUS ITUX MEPOIPUATHUH.

94. PacnopspkeHue — TIpaBOBOM akT, HW3JAaBAE€Mbll €AMHOIMYHO PYKOBOAUTEIEM
OpraHu3aniy (KOJUIETHAIBHOTO OpraHa YIpaBJICHUs) UIsl PELICHHs] ONEPAaTUBHBIX BOIPOCOB
OCHOBHOM JI€SITENBHOCTH.

He nomyckaercs uznanue pacnopsiKeHHH B Cilydasx, KOrja HeoOXOAUMO JTOKYMEHTAIbHO
0(pOpMHUTH yNpaBIEHYECKOE pEIIEHHE IO OCHOBHBIM NPUHIUMHAIBHBIM 3a]adaM, CTOSIIMM
nepea opraHusanued. B 3TUX cioydasxX JOJKHBI HM3/1aBaThCsl MOCTAHOBJICHUS, PELICHHS,
MIPUKA3BI.

95. Yka3zaHue — MpaBOBOM aKT, U3JaBa€Mblid PYKOBOAUTEIEM OpraHU3allMd MO BOMPOCAM
UH(POPMALIMOHHO-METOJMUECKOT0  XapakTepa, a Takke [0 BOMpOcaM, CBS3aHHBIM C
OpraHu3alyeil UCIIOJIHEHUS IPABOBBIX aKTOB.

He nomyckaercs ucronb30BaTh yKa3aHHE B KAUECTBE YTBEP)KIAIOLLIETO JOKYMEHTA.

96. IlocTtaHoBlieHME — TIPaBOBOM AaKT, NPUHUMAEMbIH KOJUIETHAIBHO OpraHaMu
rOCy/1apCTBEHHOW BJIACTH U YIPABICHUS.

97. Pemenue — mnpaBOBOM aKT, MPUHUMAEMBIM KOJUIETHAJIbHO HCHOJHUTEIBHBIMUA U
pactopsiANTENIbHBIMA ~ OpraHaMM, a TaKXe KOJUIETUAJIbHBIMU  OpraHaMu, HMEIOIIMMHU
COBeIaTENIbHbIE (PYHKIIUH.

98. Ilpuka3pl U pacnoOpsDKEHHUs, W3JaBa€Mble B OpraHU3alUsX, MMOAPA3JEISIIOTCS Ha TPU
BH/JIA: [10 OCHOBHOMW JI€ATEIBHOCTH; 110 IMYHOMY COCTaBY; MO aAMUHHUCTPATUBHO-X035CTBEHHBIM
BOIIpOCaM; ITOCTAHOBJICHUS U PELIEHUS — HA JBa: [10 OCHOBHOM JAEATEIBHOCTU U IO JUYHOMY
COCTaBy.

He pnomyckaercss oObenMHEHHE B OJHOM pPACHOPSAMTEIHHOM JOKYMEHTE BOIPOCOB
OCHOBHOM JI€ATEIBHOCTH U 0 JUYHOMY COCTABY.

99. Tekcr pacnopsAUTENBHOTO JOKYMEHTA, KaK IPaBUiIO, COCTOUT U3 KOHCTaTUPYIOIIEH 1
pacnopsAIuTENbHON YacTen.

B kxoHcTaTHpyroLe 4acTH M3IaraloTcs IeNu, 33a1ayi, IPUYUHBL, (aKThl, TOCTYKUBIIHE
OCHOBAaHUEM JJI U3JaHUS PACTIOPSAAUTENBHOTO TOKYMEHTA.

[Ipy wu3naHum pacnopsSAMTENBPHONO JOKYMEHTAa Ha OCHOBAHMM (BO MCIIOJIHEHHE)
HOPMAaTUBHOTO MpaBoBoro akTta PecnyOnmuku benmapych wnm pacnopsiAMTEILHOTO JTOKYMEHTA
BBIILIECTOSIILIEN OpPraHM3allud KOHCTAaTUPYIOIAs 4YacTh JOJDKHA COAEpPXaThb CChUIKY Ha 3TOT
JIOKYMEHT C YKa3aHHEM €r0 HauMEHOBAHUs, JaThl, PETUCTPALIMOHHOTO UHJEKCA U 3ar0JIOBKa.

KoHcraTupyromas yacTe B pacnopsiAUTEILHOM JTOKYMEHTE MOXKET OTCYTCTBOBAaTb, €CIU
pacnopsAUTeNbHas 4YacTh HE HYXK/1aeTcsl B 000CHOBAaHUU.

B mnpukaszax u pacnopspkeHUsX 10 JIMYHOMY COCTaBy OCHOBAHME W3/laHUS JOKYMEHTa
YKa3bIBa€TCsl B KOHIIE Ka)JO0ro MyHKTa. Ecim ocCHOBaHWE Ul M3JaHUS HECKOJIBKUX ITYHKTOB
JIOKYMEHTA SIBJISIETCS] €UHBIM, OHO YKa3bIBa€TCs B KOHIIE TEKCTA.

PacnopsiautensHas  4yacth  mpukaza  HauumHaercs  ciaoBoM  «I[IPUKA3BIBAIO»,
pacnopspkenusi, ykazanus — «OBA3BIBAIO» wmm <« IIPEJJIAT'AIO», mnocraHoBieHus —
«(TIOCTAHOBIJIAET», «IOCTAHOBWJ/IN», pemenus — «PEIIWII», «PEIINIIA»,
«PEHINIIN».

PacnopsimuTenbHOe CIOBO IeYyaTaeTcs MPOMUCHBIMU OyKBaMU OT T'PAaHHUIIBI JEBOTO MOJI,
6e3 kaBbruek u mpoodenos. Cioo «IIPE/IJIAT'AIO» ucnonb3yercs B cirydae, €Clid UCIOTHUTEIS



HENb3sl 0053aTh BBIMONHATH JCHCTBHS, HE BXOMAIIUME B €ro OOS3aHHOCTH B COOTBETCTBUU C
3aHUMAaeMOU JTOJKHOCTEIO.

[Ipu odopmieHnn pacnopsDKEHUI pacropsIuTeIbHOE CIOBO MOXKET OTCYTCTBOBaTh. B
3TOM CJy4ae B KOHIIE KOHCTaTUPYIOIIEW YacTH CTaBUTCA JBOETOYME, a WCIIOIHUTEND
(TOIKHOCTHOE JTUIIO WM CTPYKTYPHOE TIOpa3ielieHue) YKa3bIBaeTCs B IaTEILHOM MajIeKe.

B npuka3zax u pacnopskeHUsX MO JUYHOMY COCTaBYy pacloOpsAUTENbHAS YaCTh HAUNHAETCSA
CJIOBOM, TOYHO oOo3HaudaromuM npeanuckiBaemoe neiicteue («I[IPUHAThy, «ITEPEBECTWy,
«YBOJIUTb» u ap.). Pacnopsaurensroe cnoBo «[IPUKA3SBIBAKO» MokeT ucmonb30BaThCs B
TEKCTaX CIOKHBIX MO CTPYKTYpPE MPUKA30B MO JTUYHOMY COCTABY.

ITyHKTBI pacniopsiAUTENbHON YaCTH CJIOKHBIX MO COAEPKaHUIO MPUKA30B U PACTIOPSHKEHUI
M0 JIMYHOMY COCTaBYy PACIIONAraloTCs B CIEAYIOMIEH MOCIeq0oBaTeIbHOCTH: IpUeM Ha pabdoTy,
nepeBo (mepemMeInieHue), yBoIbHEHNE U T.JI.

PacniopsimutensHass 4acTh pacropsiAMTENIBHOIO JOKYMEHTa 3aKaHUMBAECTCS YKa3aHHEM
JIOJKHOCTHOTO JIMIIA, OTBETCTBEHHOI'O 3a KOHTPOJb MCIOJHEHHS BCErO JOKYMEHTa WU €ro
OTJICBHBIX MMYHKTOB. OTCYTCTBHE YKa3aHHS 00 OTBETCTBEHHOM 32 KOHTPOJIb JIUIIE O3HAYAET, YTO
KOHTPOJIb 32 UCTIOJTHEHUEM JOKYMEHTa Oy/eT OCYLIECTBIATh PYKOBOAUTENb, OT UMEHU KOTOPOTO
oH u3gaH. He pomyckaercs ucnonb3oBanue (opmynupoBku «KOHTpONb 3a HCIONHEHHUEM
MpHUKa3a OCTaBIISIO 32 COO0I.

Ecnu pacnopsauTenbHbld JOKYMEHT OTMEHSET pPAaHEEe HU3JaHHBIM JOKYMEHT WM €ro
OTJIENIbHBIC IOJIOKEHUS, B IIOCIEIHEM IIyHKTE AA€TCs CChUIKA HAa OTMEHSIEMBIM JTOKYMEHT
(IyHKTHI OKYMEHTA) C YKa3aHHEM €ro JaThl, PerHCTPAIMOHHOTO MHJEKca W 3arojoBka. [lpu
ATOM MPHUMEHSETCSI YCTOWUNBBINA 000poT: «IIpr3HATh YyTPAaTUBIIMM CHITY TIPHKA3 ... OT ... No ....».

B pacnopsauTenbHbIi JOKYMEHT HE CleNyeT BKIKOYaTh NyHKT: «lIpuka3 mosectu 10
cBelleHus ...». [lepedyeHp MOIKHOCTHBIX JIMI[ WIM CTPYKTYPHBIX MOJpa3AeieHUH, MOMIekKaIINX
O03HAKOMIJICHHIO C PaCHOpPSAUTENIbHBIM JIOKYMEHTOM, YKa3bIBAa€TCS B JIUCTE O3HAKOMIICHMS,
MpUJIaraéMoM K MPOEKTY TOKYMEHTa, JTU00 odopmiisieTcss Ha 00OpPOTHON CTOPOHE TOCIETHETO
JUCTA JOKYMEHTA.

[Ipy HEoOXOIMMOCTH O3HAKOMJIEHHMSI C COJIEp’KaHHEM JOKyMEHTa BceX pPaOOTHHKOB
opranmu3anuy myHKT «[Ipuka3 ToBeCTH 10 CBEJIEHUS BCEX PAOOTHUKOBY 00sI3aTEINEH.

100. IIpoexkTbl  pacHmOpsIAUTEIBHBIX JTOKYMEHTOB  IMOJUIEKAT  COrJACOBAHUIO €
UCTIOTHUTEIISIMA U 3aMHTEPECOBAHHBIMHU JIOJDKHOCTHBIMH JUIIAaMH. B 00s3aTensHOM TOpsIKe
pacnopsAUTeNbHbIe JOKYMEHTBl COIJIACOBBIBAIOTCS C IOPUIMYECKOM Ciy>k00i1 opraHu3anuu.
CornacoBaHHBIA MPOEKT JOKYMEHTa MPEJCTaBISAECTCS Ha MOMAMNHUCH PYKOBOJAUTENIO, OT UMEHHU
KOTOPOI'O OH U3/1aeTCH.

101. Jlata B mnpukase, pacHOpsHKEHUH, YKA3aHUM IPOCTABISAETCS JIUIOM, €r0
noanucaBmMM. J[aToil mpukasa, pacliopsKeHUS, YKa3aHUs SIBISIETCS AaTa MOJIUCAHNUS.

JaToil mocTaHOBIEHUs, PELICHUS SIBISICTCS JaTa 3acelaHusl KOJUIETHAIbHOTO Oprasa,
NPUHSABLIErO penieHue. /[ata B MOCTAHOBICHUSX, PEIICHUSIX NEYaTaeTCsl WM MPOCTABIISIETCS OT
pYyKH.

102. PacriopsiAMTEIbHBIA TOKYMEHT BCTYITA€T B CUITy C MOMEHTA €r0 M3JIaHusl (TIPUHSTHS),
€CJIM B HEM HE YKa3aH MHOM CpOK.

103. TIpoTOKOT — MOKYMEHT, B KOTOPOM (HUKCHUPYeTCS XOi OOCYKIECHHS BOIPOCOB U
NPUHATUS PEIICHUIN Ha 3aceqaHusIX.

104. TIpoTOKOJIBI 1O MOJHOTE OCBEMIEHUS X0/1a 3aCEIaHMs IeIATCS Ha TPOTOKOJIbI MOJIHOM
dopmbl, KpaTKOi (HOPMBI U COKpAIICHHOH (POPMBI.

105. TIIpoTokonm coOCTaBISIETCS CEKpeTapeM 3acelaHus (CeKpeTapeM IOCTOSHHO
JEHCTBYIONIET0 KOJUIETHAIIBHOTO OpraHa) Ha OCHOBAaHUHM PYKOMUCHBIX, CTCHOTPaUUECKUX,
ayMo- WIM JPYTUX 3alucedl XOJa 3acelaHus, a TaKKe JIOKYMEHTOB, IOATOTOBJIEHHBIX K
3aceJaHuIo (TIOBECTKH JIHS, TEKCTOB U TE3UCOB JI0KJIAI0B, IPOEKTOB PELICHUN U JIp.).

106. 3arooBKOM K TEKCTY MPOTOKOJIA SIBJIAIOTCS Ha3BaHUE KOHKPETHOTO BUJIa 3aCEIaHUs,
HAUMEHOBAHHE KOJUIETHAIBHOTO OpraHa (eciu opraH He UMeeT CBoero OJaHKa) U BOIpocC (Tema)
3acelaHusl, €CIIU OH OJIUH.



107. JaToit mpoTOKOIa SIBJISIETCS AaTa MPOBEACHUS 3aCEIaHuUs.

108. TekcT mpoTOKOJIa AETUTCS HA BBOJHYIO 1 OCHOBHYIO YaCTH.

Bo BBOgHOW YacTu yKa3blBalOTCS WHULMANBI U (aMWIMM TpEAcenaTelis, CeKperaps U
MPUCYTCTBOBABILIKX YJIECHOB KOJUIETHAIBHOIO OpraHa, HAaMMEHOBAaHMSI TOJDKHOCTEH, haMUIuu 1
WHULIUAJIBI TPUTTIAIICHHBIX JIUI, HE SIBJSIOLIMXCS WICHaMH KOJUIErHalbHOro oprana. @amunuu
MPUCYTCTBOBABILUX U MPUTJIAIICHHBIX YKA3bIBAIOTCS B al(paBUTHOM MOPSIKE.

Ecnu konuyecTBO MPHUCYTCTBOBABIIMX Ha 3aceJaHUU YICHOB KOJUIETHAJIBLHOTO OpraHa
Oosnee 15 yenoBek, TO CIHUCOK MPHUCYTCTBOBABIIMX COCTaBISETCS OTIEIbHO M IMpHIIaraercs K
MPOTOKOJTY C MTPOCTABJICHUEM COOTBETCTBYIOIIEH OTMETKH.

Hanpumep:
[IpucyrcrBoBanu — 17 4enoBek (CIUCOK MPHUIIAraeTcs).

CIUCOK TPUTJIAMICHHBIX COCTABISIETCS OTICNBHO W TpHIAraeTcs K TPOTOKOIY C
MPOCTABICHUEM COOTBETCTBYIOIIEH OTMETKH, €CITU KOJWYECTBO MpHUIIANIeHHBIX Oonee 10
YEIIOBEK.

B mporokonax MOMONHUTENEHO MOXET YKa3blBaThCS KOJIMYECTBO MPHUCYTCTBYIOIINX,
HE00X0IMMOE JIJIsl IPABOMOYHOCTH TIPUHSTHS PEIICHHUS.

B mportokonax momHOW (GOpMBI TOCTE YKa3aHUS MPUCYTCTBOBABIIUX U IMPUTIIANICHHBIX
ClleAyeT TIOBeCTKa JHsS. B TIOBECTKE [IHS TEPEUUCISIOTCS  BOIPOCHI,  IOJIEKAIINE
PacCMOTPEHHIO, YKa3bIBalOTCS (OpPMBI WX HM3JIOKEHHS (AOKIAd, OT4YeT, CcooOIIeHue,
WH(pOpMaIKs), HAMMCHOBAHHS JIOJDKHOCTEH TOKJIQIUYUKOB, UX WHUIHAIBI M (PaMUIIHH.

Hanpuwmep:

O Xxoae MNOATOTOBKM TOCYAApPCTBEHHBIX APXUBHBIX YUPEKIEHUH K OCEHHE-3UMHEMY
OTONUTENILHOMY CE30HY.

Nudopmanust  HavanbHMKa  oTAena  OOECNEYeHHS  COXPAaHHOCTH  JOKYMEHTOB
0O.A.JIenoBckoM.

[Ipu BbIHECeHHMM Ha 3aceqaHHe ABYX M 0Oojee BONPOCOB OHM HYMEPYIOTCS apaOCKUMH
mudppamu. IlocnenoBaTensHOCTh BOIMPOCOB B TMOBECTKE MJHS OIPEACTSCTCS CTENEHBI0 HX
Ba)XHOCTH.

OcHOBHas yacTb NPOTOKOJIAa MONHOM (opMmel cTpoutcss mo cxeme «CIIYHIAJIML -
BBICTYIINJIN — PEIINJINA (ITOCTAHOBWJIN)» oTAENBHO MO KaXAOMY paccMaTpUBaEMOMY
BOIIPOCY.

B paznene «CJIYIIAJIN» yka3biBatoTcst (haMUIIAsS M MHUIIAATBI TOKJIATIMKA U H3J1araeTcs
KpaTKOe COJep)KaHUE BBICTYIUICHHs. TEKCT BBICTYIUICHUs (COOOIICHHS, OKJIana) MOMKET
MpUIaratbes K MpOTOKOILY, O UEM JeJIaeTCsl COOTBETCTBYIOIIAs OTMETKA.

Hanpuwmep:
CJIYIIAJIMA:
NBanosa O.JI. — TekcT BBICTYIICHUS IPUIIAraeTCs.

B paznene «BBICTYIINJIN» Tekct odopmisiercs ananoruano pasneny «CIIVIIAJINy». B
9TOT pa3acil 3allMChIBAIOTCS BOIIPOCHI K JOKJIAAUYUKY U OTBCTHI HA HUX.
B pasnmene «PEHINIJIM (IIOCTAHOBWJIN)» 3anmuchiBalOTCS TPHHATHIC PEIICHHS TI0

BOIIPOCY.
B mporokone kparkoit (opmbel moBecTka mHA He odopmisiercs. OCHOBHas 4YacTh
NpOTOKONa  KpaTtkod  ¢opmbel  ctpoutcs 1o cxeme «CIVIIAJIM - PEIIWIN

(ITOCTAHOBWJIN)» 6e3 Ttekcra BeicTymieHuid. B pasgene «CJIYIHAJIM» 3anuceiBaroTcst
BONpOCH! NoBeCTKH J1H4, B pazaene «PEIINJIN (IIOCTAHOBWIIN)» — npuHATHIE pEeLLIEHUS.
B cinydae BO3HUKHOBEHHSI TPUHLIMITHAIBHBIX Pa3HOTIIACUN B MMPOTOKOJIAX KPaTKOM (HopMbI



JIOITyCKaeTcsl PUKCHPOBATH OTJCIIbHBIC BBICTYIUICHUS YYACTHUKOB 3aCEIaHMs.

B npotokone cokpaimieHHOW ¢GoOpMBI TOCHIE KaXKIOrOo BOMpPOCA TOBECTKH  JHS
3aMMCHIBAIOTCS IPUHATHIE 110 HEMY PELLEHUS.

Pemennie kosuiernanbHOro opraHa B IPOTOKOJaX JIIOOBIX (hOPM MPUBOAUTCS MOJHOCTBIO.
[IpunATeIe peleHuss HyMEpyroTcs apaOCKuMHU nudpamu, eciau WX Heckoibko. Hymepauus He
MIPOU3BOJUTCS, €CIIH 110 BOIPOCY MPUHSITO TOJBKO OJJHO PELICHUE.

[TocTanoBnstonIas 4acTh MPOTOKOJA 3aKAHYMBAETCSA YKA3aHUEM JIMIIA, OTBETCTBEHHOIO 3a
KOHTPOJIb UCIIOJHEHUS PEIICHUN WM OTAEIBHBIX TYHKTOB PEIICHUM.

109. IIpoTokon coBelmanus NOANUCHIBAETCS MpeceaareneM (IpeaceiaTenbCTBYIOMNUM Ha
3aCelaHuM) U CEKpEeTapeM.

110. Tlopsimok TNOATOTOBKM © O(QOPMIICHHS IPOTOKOJIOB KOJIJIETHAIBHBIX OPraHOB
oTpeeNIeTCs MOJ0KEHUSIMHU 00 3TUX OpPraHax WU perjiaMeHTaMu X paOoThl.

111. AXT — HOKYMEHT, COCTaBISieMbIii KOMHCCHEH (YIIOTHOMOYEHHBIMHU JHUIIAMHU WIIH
JOJKHOCTHBIM ~ JIMIIOM), TOATBEP)KIAIOMINM  yCTaHOBJEHHbIE (DaKThl (aKThl POBEPOK,
WMHBEHTapH3allii, HECYACTHBIX CIIy4aeB, IpUeMa-Iiepeladl MaTepHalIbHbIX IEHHOCTEN U JIp.).

112. 3arooBKOM K TEKCTY aKTa SBISIETCS COACP)KaHUE aKTUPYEMOTO COOBITHS. 3ar0JIOBOK
aKTa JIOJDKEH COTJIaCOBBIBATHCS C HAa3BaHWEM BUJA TOKYMEHTa M (pOPMYIMPOBATHCS C MOMOILBIO
OTIJIaroJIbHOTO CYIIECTBUTENBHOTO B MPEITIOKHOM («aKT — O YEM?») UM POJUTEIILHOM MaJIexKe
(«aKT — gero?»).

113. JlaTa akTa IOJDKHA COOTBETCTBOBATH JIaT€ aKTUPYEMOTO COOBITHS W MPOCTABISATHCS
JOJIKHOCTHBIM JIMIIOM, IIOJIUCABIIMM JTOKYMEHT.

114. TekcT akTa COCTOUT U3 BBOAHON U KOHCTATUPYIOIIEH YaCTEH.

Bo BBOIHOHM yacTH yKa3bIBA€TCSl OCHOBAHME AJI COCTABJICHMSI aKTa M IEPEUUCIISIFOTCS
JM1A, COCTABUBUINE aKT U MPUCYTCTBOBABIINE MPH 3TOM.

OcHoBaHMEM JJI1 COCTaBJICHMsI aKTa MOXET SBJIATHCS HOPMATHUBHBIN IIPaBOBOM aKT
PecnyOnuku benapych, pacnopsiiuTenbHBIA JTOKYMEHT PYKOBOJIUTENS OpTraHu3alud MU
BBIILIECTOSIILIEN OPraHU3allY, IUIAHOBOE 3aaHHE U JIp.

[Ipn nepeuncieHnH JML, BXOASIIMX B COCTaB KOMHCCHUHM, BHAuaje YKa3bIBAKOTCS
HalMEHOBAHMUE JIOJDKHOCTH, HMHULMAIBI M (paMuius Tmpenacenarteniss KOMHCCHM, a 3aTeM
HAaUMEHOBAHMUS TOJDKHOCTEN, MHUIUANIBI ¥ (PaMUJIMH YJICHOB KOMHCCHUU B aJI()aBUTHOM TMOPSAJIKE.
B cnyuae yyactus B paboTe KOMHCCHU NPENCTaBUTEICH CTOPOHHUX OpPTaHU3alMi B aKTe MpH
HallUCaHUM JIOJDKHOCTEW  YKa3bIBAalOTCSI HAWMEHOBAHUS OpraHu3aluid, KOTOpbIE OHHU
IIPEJICTaBIISIIOT.

JlomkHOCTH, HHUIMABI U (PaMUJIHH JIML, TPUCYTCTBOBABIIUX MIPH COCTABJICHUH aKTa U HE
BXOJISILIIMX B COCTaB KOMUCCHUH, YKa3bIBAIOTCS OTAEIBHO.

B koHCTaTHpyIOLIEel YaCTH aKTa U3JararoTcs UEIu U 3aJa4l aKkTUPOBAHUs, JAeTCsl KpaTKoe
ONKCaHHUE TPOJEIIaHHONW palboThl (€€ CYIIHOCTb, XapakTep, METOIbl, CPOKH), (UKCHUPYIOTCS
YCTaHOBJICHHbBIE (DAKTHI.

B koHcTartupyromieli 4acTu akTa MOTYT H3JIaraTbCsl BBIBOJBI, PEKOMEHJIALMU U
NPEJIOKEHUSI COCTABUTENEH IO YCTaHOBJIEHHBIM (pakTaMm (aKThl MPOBEPOK IO BOIMPOCAM,
CBSI3aHHBIM C OCYIIECTBIICHMEM (PUHAHCOBO-XO3IHCTBEHHBIX OINEpPAIUil, aKThl MPOBEPKHU, AKTHI
npreMa 0ObEKTOB B AKCIUIyaTaluio U JAp.). BeIBOABI U NpeaioxKeHHs] MOTYT ObITh M3J0KEHBI B
pacnopsaIuTeabHON GopMe C YKa3aHUEM CPOKOB HCIIOIHEHUS MPEAUCHIBAEMbIX JCHCTBUH.

Ecnu B akTe oTpakaercs psia (pakTOB, TEKCT aKTa JIEIUTCS Ha yHKTHI.

B koHI1Ie TekcTa yKa3bpIBatOTCS CBEIEHUS O KOJUYECTBE IK3EMILIPOB aKTa.

Hanpumep:
CocragieH B 3 sKk3eMIuIspax:
1-#i 5x3. — B gemo Ne 10-11
2-11 5K3. — TUPEKTOPY IPEITPUSITUS
3-11 9K3. — B OyXTalTepHIO MPEIIPUATUSI



Uncno 9K3eMIUIPOB aKTa OIpeAemseTcs] HOPMATHBHBIMUA IMPABOBBIMU aKTaMU M (WJIH)
MPAKTUUECKON HEOOXOAUMOCTBIO.

115. AKT moanucChIBaeTCsl BCEMH JUIAMU, TPUHUMABIIMMHU Y4acTHE B €r0 COCTABIICHUH.
[Ipy moxamucaHuM aKTa yKa3bIBaeTCsl pachpeiesieHne OO0S3aHHOCTeW 4YJIeHOB KOMHCCHUU 0e3
yKazaHus ux gojikHocTel. [lepBoil mpocraBisieTcss moanUCh NpeceaTeNsi KOMUCCHU, MTOATUCH
YJIEHOB KOMHCCHH pacrojaraiTcs B alipaBUTHOM MOPAIKE.

Jluna, uMeromue 3aMeyaHus IO COACPKAHUIO aKTa, MOAMUCHIBAIOT €ro C OTMETKOM
«3amevaHust npusaraTcs». TeKCT 3aMeyaHuii u31araeTcsl Ha OTJAENIbHOM JIUCTE, HEOOIbIINE TI0
00BbeMy 3aMeUyaHMs JOMyCKaeTcsl PUKCHPOBATH HA CAMOM aKTe.

116. AKTBI, NOpEANUCHIBAIONIME BBINOJHEHUE ONPEACICHHBIX EHUCTBUM, MOMJIEkKAT
YTBEPXKJICHHUIO. AKT YTBEPXKAACTCS JOHKHOCTHBIM JIMIIOM, Y€l pacCHOpsAUTENbHBIA JOKYMEHT
(ycTHOE pacnopspkeHue) sIBUJICS OCHOBAHHUEM IS COCTABIICHUS aKTa.

117. AKTBI TpOBEpPOK IO BOIpPOCAM, CBSI3aHHBIM C OCYIIECTBICHHEM (PUHAHCOBO-
XO3SUCTBEHHBIX ONEpaluid, TMOAMKUCHIBAIOTCA MPOBEPSIONINM (PYKOBOAMUTEIEM IPOBEPKH)
KOHTPOJIUPYIOIIETO  (HAJ30pHOT0) OpraHa, OpraHa, OCYIIECTBISIONIET0 BEIOMCTBEHHBIN
KOHTPOJIb, & TaK)Xe MPEICTaBUTENIEM IPOBEPSEMOro CyObEeKTa, JIMIIOM, OCYIIECTBISIOIIUM
PYKOBOJCTBO OYyXTalTEPCKUM YYETOM IMPOBEPSIEMOr0 CyOBEKTa, B COOTBETCTBHHM C aKTaMH
3akoHo1aTenscTBa Pecy6nuku bemapyce.

118. Jloxyagnas 3anucka — WHGOPMALMOHHBIM JOKYMEHT, apecyeMblii BBIIIECTOSAIIEMY
PYKOBOJUTENIO B MOPSAIKE MPSMOr0o MOJUMHEHUS U COAEpKaIlUi 0OCTOSTENIbHOE H3JI0KEHUE
KaKoro-arb0 BOMpOca ¢ BHIBOJAMH U MPEATIOKEHUSIMUA COCTABUTETIS.

119. B 3aBUCMMOCTHM OT COJAEpKaHWS M 1EJIEBOrO HAa3HAYEHUS JOKJIAIHbBIC 3alHUCKU
NENATCS Ha MHUITUATHBHBIC (BHECCHHE MPEIIOKEHUH, U3I0KEHHE MPOChObI, (DAKTOB, SBICHUN) U
OoTYeTHbIe (0 XOJ€, COCTOSHUHU, 3aBEpPIICHHH padOT, BBINOJHEHUH MOPYYEHHI, MJIaHOB, O
pe3yabpTaTax KOMaHIUPOBKHU, IPOBEPKH U T.11.).

120. B 3aBucuMoOCTM OT ajapecaTa [OKJIAQJHbIE 3alUCKU JENSITCS Ha BHYTPEHHUE U
BHEIIIHUE.

BHyTpenHnue JokiagHble 3alMCKH  AAPECYIOTCS PYKOBOJIWTENIO OpraHM3alud |
o(opMIISIOTCS Ha CTaHAAPTHHIX JMcTax Oymaru gpopmara A4 unu AS.

BHemnue nokiaaHble 3aUCKU aIpECYIOTCS PYKOBOJUTEIIO BBIIIECTOSIICH OpraHu3aluy 1
oopMIISIFOTCS Ha 0011IeM OJIaHKe.

121. TekcT DOKIaAHON 3alIUCKU COCTOUT U3 BBOAHON M OCHOBHOMU YacTeH.

B BBO/IHOI yacTu M3naraeTcsi COCTOSIHUE BOMpPOCa, (PaKThl, MOCIYKUBLIME MTPUYNHON IS
COCTaBJICHUS TOKYMEHTA, TPOBOAUTCS UX aHAIU3.

B ocHOBHO# yacTH HOKIAAHON 3aMMCKH U3JIATal0TCsl BBIBOBI, MPEJIOKEHHUS, TPOCHOBIL.

122. BHyTpeHHHME NOKJIAJHBIE 3alMCKU MOAMUCHIBAIOTCA UX COCTAaBUTEIISIMU, BHEIIHHUE —
PYKOBOAMTENIEM OpraHu3aIuu.

123. JlaToit qokiIagHOM 3alIUCKH SIBJISICTCS JaTa €¢ MOAIUCAHMS.

124. CnpaBka — HH()OPMAIIMOHHBIA JOKYMEHT, COJAEp)KAIIMN oOmHcaHue u (WJIIH)
MOATBEPIKICHNE TEX WJIM UHBIX (PaKTOB CIYKeOHOTO MiIn Onorpadgudeckoro xapakrepa. CrpaBka
COJICPKUT KOHCTATAIMIO KaKuX-TuOo (hakToB Oe3 MHEHHsI aBTOpa O CYIIECTBE H3JIaraeMbIX
BOIIPOCOB.

125. B 3aBUCHMMOCTH OT COJEpKaHUSI W I€JIEBOT0 Ha3HAYEHUs CIPaBKU JENATCA Ha
CITy>KEOHBIC U TUIHBIC.

CrnyxxebHast cripaBka — OQUIIMAIBHBIN JOKYMEHT, COACpXKAIIUi CBEJICHUS 00 OCHOBHOM
JEeSTeIbHOCTH OpraHu3aluu (O MITaTHOM YUCIEHHOCTH, O BBHIIIOJHEHUH IJIAHOB, 3a/laHui U JIp.).

Jlnanas  copaBKa —  OQUIMAIBHBIA  JTOKyMEHT, TOJTBEPKIAIOUINI  CBEICHUS
ouorpaduueckoro u (W) CIy)KEOHOTO XapakTepa M BbIJaBaeMbli TPaKIAaHWHY (O MecTe
paboThI ¥ 3aHUMAEMO TOJKHOCTH, O TIeproie paboThl, 0 pazMepe 3apaboTHOM MIaTHI U JIp. ).

126. B 3aBUCUMOCTH OT ajipecaTta CIpaBKH JEJIATCS Ha BHYTPEHHUE U BHEIIHUE.

BHyTpeHHHE CHpaBKU aJpecyloTCs PYKOBOIUTENIO OpraHU3alud U O(QOpMISIOTCS Ha
CTaHJAPTHBIX JIUCTax Oymaru ¢popmara A4 nmu AS.



Bremnue crpaBku aapecyroTCs pyKOBOJUTEIO BBIIIECTOSIIEH OpraHU3alyui, CTOPOHHEN
OpraHHu3aIy WIK YaCTHOMY JIUILYy U 0(OpMIISIOTCS Ha 001ieM OJlaHKe WJIM CTaHJIapPTHBIX JIMCTaxX
oymaru gopmara A4 wiu AS ¢ UCTIOTB30BaHUEM YTIIOBOTO IITAMIIA.

127. TekcT cimyxeOHOW CIpaBKH MOXET O(GOPMIISATHCS B BUJIE TAOJUIBI, NCTUTHCS Ha
MYHKTBI, TOJMYHKTbI, UMETh MOSICHEHUS! U CCBLIKH.

[Tepuon BpeMeHH, K KOTOPOMY OTHOCSTCS MPUBOAMMBIE B CIIPAaBKE CBEIACHHUS, BKIIOYACTCS
B 3ar0JIOBOK K TEKCTY JIM0O0 MOMELIAETCs Iepel TEKCTOM.

Hanpumep:
ITo cocTostamro Ha 11.05.2008
NIn

3a mepuox ¢ 01.01.2007 mo 31.12.2008

B nuuHBIX cripaBKax 3aroJIoBOK JOIMYCKAeTCsl HE yKa3bIBaTh.

128. TekcT NUYHON CHpaBKKM HAYMHACTCS C yKa3aHUs (paMuiInM, COOCTBEHHOTO UMEHHU U
OoTYecTBa (€CIM TaKOBOE MMEETCs) JIMIa, O KOTOPOM COOOIIaroTcs cBeaeHus. He momyckaercs
HCIIOJIb30BaHUE PEUCBBIX OOOPOTOB «BBIJJaHA HACTOSIIASY, «ICHCTBUTEIHLHO paboTaeTy.

[Ipy  HaMMuUUU  KCMONB3YIOTCS  TUNOBBIE  (OPMBI  CIPAaBOK,  YTBEp)KIaeMble
pecnyONMKAaHCKUMH ~ OpTaHaMd  TOCYJAapCTBEHHOTO  YIPABICHUS B YCTAaHOBJICHHOM
3aK0HO1aTeIbLCTBOM PecmyOnmku benapych mopsiake.

129. BHemHue cripaBKy MOANKUCHIBAIOTCS PYKOBOJAUTENEM OpraHU3allii, BHYyTPEHHUE — UX
cocraButensiMi. CrpaBku, 3a COJEp)KaHHE KOTOPBIX HECET OTBETCTBEHHOCTh HECKOJBKO JIMII,
MOIMTMCHIBAIOTCS] BCEMH COCTaBUTEIISIMHU.

130. Tlpu HeoOXOaUMOCTH CIIy)KeOHasi CHpaBKa MOMXKET 3aBepsATbCs TMedarbio. B
00s13aTeNTLHOM TOPSIIKE IeYaThI0 OPTAHU3AINH 3aBEPSIOTCS TUIHBIE CTIPABKH.

131. laToit cipaBKU ABJISIETCA J1aTa €€ MOAMUCAHUS.

132. Pa3HOBHIHOCTBIO CIY’)KEOHBIX CIpPABOK SIBISIOTCS CBOAKA (00 HWCHONHEHUH
JIOKYMEHTOB, CBOJIKA TIPEIJIOKEHHH | T.1.). CBOAKH 0OPMIISIOTCS B BUIE TaOIUII, TpaduKOB.

133. IlucemMo — 0000IIEHHOE Ha3BaHUE pPA3TUYHBIX 110 COACPIKAHUIO JOKYMEHTOB,
BBIJICIIIEMOE B CBSI3M C OCOOBIM CIOCOOOM Mepeniadd TeKCTa (IepechlUiKa MO MoYTe U JPYTUM
KaHajaM CBSI3H).

134. B 3aBUCHMOCTH OT COJEpXKaHUS PA3IAYAIOTCA CIECAYIOIMIME Pa3HOBUIHOCTU
CIy’)KeOHBIX  MHCEM: MHUChMa-3alpoChl, MHCHMA-OTBETHI, THChbMAa COMPOBOAUTEILHBIC,
peKamMaliOHHbIe, TapaHTUITHbIE, HATTOMUHAHUS, U3BEIICHUS, TPUTTTAILIEHUS U JIp.

135. IIucbMa COCTaBISAIOTCS B CTPYKTYPHBIX MOJAPA3ICIICHUAX, B KOMIETCHIIMIO KOTOPBIX
BXOJIUT PEIIEHHE COOTBETCTBYIOIINUX BOPOCOB.

136. IluceMa nNOANUCHIBAIOTCS PYKOBOIUTEISIMM OpraHU3allud U €€ CTPYKTYPHBIX
MOJIpa3iesIeHui COTrJIaCHO MX KOMIIETEHLIMU U paclpeesieHUI0 00sS3aHHOCTE!, 3aKPEIIEHHBIM B
JIOKAJIbHBIX MTPABOBBIX aKTaX OPTaHMU3AIIHH.

137. JlaToit muchbMa SIBJISIETCS AaTa €ro MOAMUCaHHS.

I'/IABA 8
OPI'AHM3AIUA PABOTBI C JIOKYMEHTAMMAX

138. Opranuzanus 10KyMeHTo000poTa:

138.1. moKyMeHTOOOOPOT — 3TO JABMIKEHHE NTOKYMEHTOB B OpraHW3aIlMd C MOMEHTa HX
nonyqumI UK CO31aHus A0 SaBepLHeHI/IH HUCIIOJIHCHUA, OTHpaBKI/I N HaHpaBJIeHI/IH B ACJIO,

138.2. opranuzanus JOKyMEHTOO00pOTa JTIOJDKHA OTBEUYATh CIICAYIOMIUM TPEOOBAHUSM:

OHGpaTI/IBHOCTI: HpOXO)KI[GHI/I}I ,Z[OKYMGHTOB;

WCKITFOYCHHE HE 00YCIIOBIICHHBIX HEOOXOIMMOCTBIO MHCTAHITUN MMPOXOXKACHUS U JICHCTBHIA
C JIOKYMEHTaMH;

coOI0ICHNEe MaKCHUMaJIBHOTO €IWHOOOpasus Tops/Ka TMPOXOXKACHUS W 00paboTku
OCHOBHBIX KaT€rOpHUH TOKYMEHTOB.



[Ipoxoxnenue 1 00pabOTKa OCHOBHBIX KaTErOpuil JOKYMEHTOB B OpraHM3alUU JOJKHBI
OCYIIECTBIISITECS ~ CTPOrO B COOTBETCTBUM CO CXEMOH MPOXOXKACHUS JTOKYMEHTOB,
pa3pabarbiBaemoii ciyx60it JIOY u yrBepkaaeMoil pykoBOJCTBOM OpraHU3alIHH;

138.3. opranmzammsi JOKyMEHTOOOOpOTa MpU TPUMEHEHUH CPEICTB aBTOMATH3AIMU
JIEJI0NPOU3BOJICTBA JOJDKHA o0ecrieynBaTh COBMECTUMOCTh TpauLIMOHHON u
aBTOMAaTHU3UPOBAHHOW 00paOOTKH JOKYMEHTOB.

139. Perucrparnust JOKyMEHTOB:

139.1. perucrpauusi IOKYMEHTOB — 3allUCh YYETHBIX JAHHBIX O JIOKYMEHTE B
perucTpanonHoi popme, pukcupyromas GpakT ero Co3AaHus, MOIY4YSCHHUS WIH OTIIPABKHY;

139.2. peructpauum mOIeKAT BXOMSIINE, HCXOIAIIME W BHYTPEHHUE JOKYMEHTBHI,
TpeOyrole yuyeTa W UCIONHEHUs. JIOKYMEHThl PETUCTPUPYIOTCS HE3aBUCHMO OT CIOcoba uX
CO3/IaHMUsI, TIepeladyl WU T0CTaBKU;

139.3. HeperucTpupyembie JOKYMEHTHI BKJIIOYAIOTCS B IIEPEUCHb JIOKYMEHTOB, HE
MOJJIeKAIIMX ~ perucTpanuu, paspadareiBaembiii  ciayx6oit  JIOY wu  yTBepkmaeMmbli
pyKoBoguTENEM oOpraHusanuu. [IpuMepHBI IepeueHb JOKYMEHTOB, HE MOAJIEeKAIIUX
perucTpaium, OnpeesieH COTIaCHO MPUIIOKEHHIO 5;

139.4. perucrpauus BXOAAIIMX, UCXOIALIMX U BHYTPEHHUX JOKYMEHTOB B OpraHM3alUU
OCYIIECTBIISICTCS IEHTPATN30BaHHO B ciyxkoe JIOVY;

139.5.  nmeneHTpanu3oBaHHasT ~ perucTpanys  JOKYMEHTOB  JIOIyCKaeTcs  IpH
TEepPPUTOPUATHHON pa3o0IIeHHOCTH CTPYKTYPHBIX nojipasieseHui OpraHu3aIlyH.
JleneHTpanu30BaHHON pErucTpaluy IMOAJNEKAT TaKKE OTAEIbHbIE KaTErOpUM JOKYMEHTOB,
PErUCTPUPYEMBIX B CTPYKTYPHBIX MOApPa3IeICHHUsIX OpraHU3alli COTJIAacHO pa3padaThiBaeMOMY
ciyxx6oit JIOY u yTBep)KIaeMOMY pPYKOBOAMTEIEM OPTaHU3aIlMH IEPEYHIO TOKYMEHTOB, HE
MoJUIeXKAMX perucTpanuu  ciayx6oit JIOY (mepBuuHas u oOTYeTHass OyxraiaTepckas
JOKYMEHTAIUs], JOKYMEHTAIUS 10 MaTepUaIbHO-TEXHUYECKOMY CHAOXKEHHUIO U JIp.);

139.6. peructpaius BXOIAIIMX W UCXOMSIIMX JTOKYMEHTOB, MEpPEIaBa€MbIX IO KaHajaM
ANIEKTPOCBA3U ((paKkCUMMIIbHAS CBSA3b, JJEKTPOHHAsl MOYTa M Jp.), MPOU3ZBOAMTCS B TOM IKE
MOPSAJKE, YTO U JOKYMEHTOB, MIepeAaBaeMblIX 110 OYTE U KypbEePCKOH CBS3bIO;

139.7. nns peructpanuu BCEX KaTeropui BXOIAIIMX, HCXOASIIUX M BHYTPEHHHUX
JOKYMEHTOB 3aIlOJIHAETCS PETMCTPALMOHHO-KOHTPOJIbHAS KapTouka Ha OyMa)kHOM HOCHTENEe
WIA PErHCTPAallMOHHO-KOHTpONbHAs (opMa B aBTomaruzupoBaHHou cucteme OV (nmamee —
PKK), mpexacraBmsitonias co00HW COBOKYIMHOCTh PETHCTPAIlMOHHO-YYETHBIX CBEICHHH O
JIOKYMEHTE, 110 ()OpMe COTJIACHO MPUIIOKEHHUIO 6.

[IpaBua 3anosHeHus1 OCHOBHBIX pekBU3UTOB PKK omnpenenensl cornacHo MpUIoKeHUo 7.
CocraB pexBuzutoB PKK moxer ObITh nomomnneH pekBuzutamu: «Mcmomnurensy», «Pacnucka
UCIIOJTHUTEJIS B TMOJYYEHUHU JOKYMEHTa», «XoJ ucnoiaHeHus» u ap. [lopsaok pacmoioskeHus
JIOTIOJTHUTEIBHBIX PEKBU3UTOB HAa KAPTOUKE ONPEAEIIAETCS OpraHu3alei;

139.8. u3 PKK dQopmupyroTcss crpaBo4YHbIE W KOHTPOJBHBIE KapTOTCKH U (WIJIH)
ABTOMATU3UpPOBAaHHBIC 0a3bl (0aHKM) [aHHBIX, C I[OMOIIBI0 KOTOPBIX OCYIIECTBISIOTCS
crpaBoyHasi paboTa MO JOKYMEHTaM M KOHTPOJb 3a CpOKaMH MX HcnonHeHus. KonnyecTBo
sx3eMiursipoB PKK Ha OymaxxHOM HOcHTele, 3aMoMHsAeMON Ha JOKYMEHT, ONPENESIeTCs] YHCIOM
CIIPaBOYHBIX ¥ KOHTPOJBHBIX KApPTOTEK;

139.9. xypHanbHass (opma perucTpanuud JOKYMEHTOB JOIYCKAeTCs B OPTaHU3AIMSIX C
HE3HAYMUTEIBbHBIM 00BbeMOM JOKyMeHTooOopoTa (mo 600 mokymentoB B rom). KypHambl
pEerucTpay JOKYMEHTOB BelyTcsl IO (hopMaM COTIACHO MPHUIOKEHHSIM 8 U 9;

139.10. pemenue o BeIOOpe POPMBI perucTpaIiii JOKYMEHTOB B OpTaHU3alluu (KapTOYHOU
WJIN S)KYPHAJIBHOW ) 3aKPEIUISIETCS B JIOKAIIBHOM IPAaBOBOM aKTE;

139.11. mpu peructpamuu KaxAaoMy JIOKYMEHTY NPUCBAMBACTCS PErUCTPALMOHHBIN
MHJIEKC, KOTOPBII npezacTaBiseT co0oil nudposoe mim OykBeHHO-1MppoBoe 0bo3HaueHue. OH
BKJIIOYAeT B ce0sl MOPSIKOBBIA PETUCTPALlMOHHBIA HOMEp, TMPUCBOCHHBIM JOKYMEHTY MpHU
CO3JIaHUM WM TIOJTYYE€HUH, KOTOPHII MOKET OBITh JOTIOJIHEH MHAEKCOM JIeNia 10 HOMEHKJIAType
JIeJl, UHAEKCOM MPUMEHSEMOro B OpraHM3alii Kiaccu(uKaTopa KOPpPECHOHIEHTOB, BOIPOCOB



NESTENIbHOCTH U TOMY TIOJJOOHBIM, a TaKXKe IPYTHMH MOMCKOBBIMH MPU3HAKAMHU.

140. [Ipuem, peructpanusi ¥ UCIIOJTHEHUE BXOMSIIINX TOKYMEHTOB:

140.1. Bcs mocTynaromass B OPraHU3alMI0  KOPPECIOHAEHLMS NPUHUMAETCA U
obpabateiBaeTcs ciyxooit JJOY;

140.2. 10 BCKpBITHS KOHBEPTOB (IIAKETOB) MPOBEPSIOTCS MPaBHIBHOCTH JOCTaBKH (IO
aZipecy Ha KOHBEpPTE), LIEIOCTHOCTh YIAaKOBKH, COXPAaHHOCTh IIe4aTei.

Ommbo4HO [OCTaBleHHAs KOPPECIOHACHIIMS HANpPAaBISETCS IO HA3HAYCHHUIO, a MPHU
HEBO3MOKHOCTH YCTAHOBJIEHHUS aJpecaTa BO3BpallaeTcs OTIPABUTENIO ¢ MOMETKON «OmuboIHO
JIOCTaBJICHOY;

140.3. mocTynuBII“E KOHBEPTHI (ITAKEThI) BCKPHIBAIOTCS, 32 UCKIIOYECHUEM TPHUCIAHHBIX B
azpec OOIIEeCTBEHHBIX OpPTraHU3alMi WM UMEIOIINX MOMETKY «JIM4HO», KOTOphIe MepenaroTcs
ajzpecary.

YmakoBka JOKYMEHTOB, MOCTYNHBIIUX HA CHEMHBIX MAIIMHHBIX HOCHUTENSIX (JHMCKaXx,
TUCKETaX ® Jp.), HE BCKpBIBaE€TCA, OOpabOTKE TMOMJICKHUT TOJBKO COMPOBOAUTEIIbHAS
JIOKYMEHTAIUS;

140.4. mocne BCKPHITHA KOHBEPTOB (TIAKETOB) TMPOBEPSIOTCS KOMIUIEKTHOCTh U
COXPAHHOCTb BJIOYKEHHI.

B cayuyae mnoBpexIeHUs KOPPECHOHIEHIMH K HEBO3MOXHOCTU €€ HCIOIb30BaHU
COCTaBJISIETCSl aKT, OJMH SK3EMIUIIP KOTOPOrO BMECTE C MOBPEXKIECHHOW KOPPECIOHJECHUUEH
HaIpaBJIsIeTCsl OTIPABUTEINIO, BTOPOH ocTaercs B ciryxoe [J0Y.

OtcyTcTByIOIKMEe B KOHBEpTax (MakeTax) JHOKYMEHTBHI, OTACIbHBIC JIUCTHI, MPUIIOKEHUS
3alpamivBaloTCsl y OTIPABUTENs, a Ha JOKYMEHTE CTaBUTCS OTMETKa «J{OKyMEeHTBHI (JIUCTHI,
MPHUIIOKEHUsI) 3aTpeOOBaHbI» C YKA3aHUEM JaThl 3a1poca;

140.5. mocne BCKpPHITHS KOHBEPTHl (MAKEThl) YHUUYTOXKAKOTCS, 3a MCKIIOUYEHHUEM
CIIEYIOIIUX CIIy4aeB:

JaTa Ha OTTUCKE KaJleHAApHOTO INTEeMIeNsl HeoOXoAMMa Kak CBHJIETENIbCTBO JaThl
OTHPABKHU WJIU MOJYUYECHUSI IOKYMEHTA;

Ha JIOKYMEHTE OTCYTCTBYET PEKBU3UT «JlaTay;

JaTa JOKYMEHTa CYHUIECTBEHHO OTJIMYAETCS OT JIaThl €r0 MOJY4YCHHUS;

B MIOJIyUEHHOM JTIOKYMEHTE HEeT 0OpaTHOTO aJipeca OTIpaBUTES.

B ykazaHHBIX ciydasx KOHBEPT HPHUCOEAUHSACTCS K JIOKYMEHTY U IOCJ€ HUCIOJIHEHHS
JIOKYMEHTA MO/IINBAETCS BMECTE C HUM B JIEJO.

AJlpecHbIe SIPIBIKM KOHBEPTOB U TMAKETOB COXPAHAIOTCS B CIydae MOCTYIUICHUS
KOPPECHOH/ICHIIUN HAJOKEHHBIM ITUIaTEXOM JJIsl MPEJCTABICHUS C OTYETOM B OYyXrajiTepuio B
KaueCTBE ONpaBJaTEIbHBIX JOKYMEHTOB;

140.6. Ha Bcex MOCTYNUBIIMX JOKYMEHTax B IPABOM HUKHEM YIUIy IEpPBOr0O JHUCTa
MPOCTABIISIETCS OTMETKA O MOCTYIUICHUH (PeTuCTpaluoHHbIN mTam). [lItamn npocrasnsercs Ha
KOHBepTe (TIaKeTe), €CIIM KOPPECITOHACHITUS HE BCKPHIBACTCA.

JIOKyMEHTBI, MOJJICKAIIUE PETUCTPAIMU B CTPYKTYPHBIX MOJPA3IACICHUIX, MEPEIat0TCs
[0 Ha3HAYEHUIO HCIIOJHUTENSIM C MPOCTaBJICHHEM Ha HUX PErHUCTPAl[MOHHOIO IITaMIia, B
KOTOPOM IMPOCTABJISIETCS 1aTa MOCTYTUICHHUS.

Ha nepeructpupyembix IOKYMEHTaX, MEYAaTHBIX H3/aHUSAX, TOKYMEHTaX-TNPUIOKEHUSIX,
OJlaHKaxX JOKYMEHTOB PETUCTPAIIMOHHBIN ITAMIT HE TIPOCTABIISICTCS;

140.7. BXomsmue MTOKYMEHTHI JTOJDKHBI OBITh 3apeTrHCTPUPOBAHBI B JICHHb IMOCTYILICHUS.
PerucrpaninoHHBIM MHIEKCOM BXOJSLIETO TIOKYMEHTA SIBJISICTCS MOPSAKOBBIN PEruCcTpalluOHHbIN
HOMEp, MpUCBAaMBaEeMbIii B TMpeAenax JeJONPOU3BOJACTBEHHOIO ToOJa, KOTOPBIM mocie
WCIIOJIHEHUS IOKYMEHTa JOIOIHSAETCS MHACKCOM JieJia 0 HOMEHKJIAType Jell B COOTBETCTBHUH C
OTMETKON 00 MCIIOJTHEHUH TOKYMEHTA U HalpaBJICHUH €ro B JEJI0;

Hanpuwmep:
512/1 - 29



140.8. 3apeructpupoBaHHbIe TOKYMEHTHI nepeaaroTcs u3 ciayx0sl JJIOY Ha paccMoTpeHue
PYKOBOACTBY. JIOKyMEHTHI, HE TpeOyrolue pelieHusl pyKOBOACTBA, MEPEAatOTCsl UCIIOJIHUTEISIM
COIIACHO MX KOMIIETEHIIUH.

JIOKyMEeHTBI paccMaTpuBalOTCs, KaK MpPaBUIIO, B JIEHb UX IMOCTYIUICHHs. TenerpaMMmbl U
JIpYTHe CPOUYHBIE JOKYMEHTBI IIEPENAI0TCS PYKOBOAUTEIIO IO MEPE MOCTYIIIICHUS;

140.9. pe3ynbTaThl paCCMOTPEHUS TOKYMEHTOB OTPAXKAIOTCS B PE30JIIOIUH.

Pesomonus nepenocutcst B PKK. Jlokyment ¢ ogaum sx3emiuisipom PKK cioyx06oit I0Y
HANPAaBIISETCS UCIOJHUTEN0, a MPU HAJIWYUN HECKOJBKHX HCIOJHUTENIEH — OTBETCTBEHHOMY
UCTIOJIHUTEII0, YKa3aHHOMY B pe3omtonuu nepbiM. Onun sx3emmusip PKK ocraercs B ciayx0Oe
JOV.

Ecnu 1OKyMEHT COrflacHO pe3oJioluH TpeOyeT KOHTpoJs ucroidHeHus, sxk3emisip PKK
nepesaeTcsi B KOHTPOJIbHYIO CIYXOy WM JIMIY, OTBETCTBEHHOMY 3a KOHTPOJb HCIIOJHEHUS
JIOKYMEHTOB;

140.10. mpu HEOOXOIUMOCTH CPOYHOTO HCIIOJHEHHUS WM O3HAKOMJICHHUS C JIOKYMEHTOM
HECKOJIbKUX CTPYKTYPHBIX MOApa3JeNeHUN (IOKHOCTHBIX JHIl) B ciayxoOe JIOY ¢ mokymeHTa
CHUMaeTcsi HeoOXOIUMOE KOJIMYECTBO KOIUM, KOTOpbhIE OJHOBPEMEHHO HAIPaBIISIIOTCS Ha
ucnosHenue. [1o/UIMHHUK T0KyMEHTa NepeNaeTCss OTBETCTBEHHOMY MCIIOJIHUTEIO C IIOMETKOM O
nepegavye KOmuil coucrnomHuTeNsIM. JIOKyMeHT mepenaercsi MCHOJHUTENISIM MO0YEpEeHO, €Clu
Pa3MHOXXEHHME JOKYMEHTa HE pa3peliaeTcs.

Jis  yckopeHusi TPOIECCOB HCIHOJHEHUS JIOKYMEHTOB, a Takke B CIPAaBOYHO-
UH(POPMALIMOHHBIX IEsIX OyMa)KHbIE JTOKYMEHTHI, IOCTYNAIOIIHEe B OPraHU3aIUI0, MOTYT
NEPEBOIUTHCS B AJIEKTPOHHBIA BHUJA MyT€M CKAaHUPOBAaHUSA WIM HHBIM crocobom. Hanumuwme
AIIEKTPOHHON KOMHMU JOKYMEHTa HE OTMEHsIET HEeOOXOMMOCTH OCYIIECTBICHHUS C TOCTYMUBIINM
OyMaXXHbIM JOKYMEHTOM JIeJIONPOU3BOJCTBEHHBIX OMepaluii, YCTaHOBJICHHBIX HaCTOSIIEH
Wuctpykuueit, B ToM yrciie B yacTi (POPMUPOBAHUS €T0 B JICJIO U NIEpEaayd B apXUB.

JIBukeHHne NOKyMEHTa B MpOIlecce ero UCHOJHEHUS (PUKCHpYeTCs BO BCEX IK3EMILISpax
PKK;

140.11. moxymeHTHI, 3apeructpupoBaHHbie B ciyx0e JIOY, He mommexaT MOBTOPHOU
PETUCTpALMK B CTPYKTYPHBIX MOAPA3ACTICHUSIX;

140.12. n1OKyMEHTHI TIEPENAIOTCS HAa PACCMOTPEHUE PYKOBOJUTEIIO CTPYKTYPHOTO
NOJpa3JelIeHuss WIM €ro 3aMECTUTENI0 COIVIACHO YCTAHOBJIIEHHOMY pPaclpeiesIEHUI0
00sI3aHHOCTEIA;

140.13. 1OKyMEHT ¢ MOMEHTa IIOCTYIUIEHHUS 10 3aBEPIICHUS WCIIOJHEHUS HAXOIUTCH y
WCIIOJTHUTEIIS U B JIEJI0 HE TIOMENIaeTcs;

140.14. Ha UCIIONHEHHOM JOKYMEHTE UCIOJHUTENIEM WM PYKOBOIUTEIEM CTPYKTYpPHOTO
MOJIpa3Ie/ICHUs-UCTIONHUTENSI IPOCTABISIETCI OTMEeTKa 00 WCIOJHEHWH JOKyMEHTa U
HaIlpaBJICHUH €T0 B JIeJI0 C YKa3aHUEM HMHEKCca Jelia, B KOTOPOe TOKYMEHT OyJeT MOMEIICH.

OTBeTCTBEHHBIN 3a JIEIOMPOU3BOJICTBO MEPEHOCUT OTMETKY 00 HCIIOJIHEHUHU TIOKYMEHTa U
HAlpaBJICHUHU €r0 B JIENIO B PETUCTPAIMOHHYIO (pOpMYy, MOCIE Yero JOKYMEHT MOJIINBACTCS B
JeIo.

141. Peructpanus u oTIpaBKa UCXOAAIIUX JOKYMEHTOB!

141.1. ucxomsume NOKYMEHTHI perucTpupytorcs B ciuyxoe JJOY mocne ux moamucaHus
PYKOBOAMUTENIEM OpPraHu3aluyd WM UHBIMH YIOJHOMOYEHHBIMHU JIMIIAMU B COOTBETCTBUU C UX
KOMIeTeHIHeH. JIOKyMEHThI PETUCTPUPYIOTCS B JIEHb UX MOANUCAHUS;

141.2. ucxondiime JOKyMEHTBI JEJISTCS HAa MHUIIMATUBHBIC U OTBETHBIE;

141.3. MHAEKC WHUIMATUBHOTO MCXOJAIIECTO TOKYMEHTA BKJIIOYAET HMHAEKC Jeja M0
HOMEHKJIaType JeJ, B KOTOpOM OyAeT XpaHUTbCS KOMHS OTIPABIIEMOro JOKYMEHTa
(mpocTtaBinsieTcss B MOJpa3/ielieHnH, OArOTOBUBIIEM JOKYMEHT), U 4epe3 ApoOb — MOPSAKOBBIN
PETUCTPALIMOHHBIA  HOMEp, MPHUCBAMBAEMbIM  HCXOASAIIMM  JOKyMEHTaM B  Ipenaenax
JIETIOTIPOU3BOJICTBEHHOTO Tro1a ciyk00ii JIOY;

Hanpuwmep:
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141.4. Ha xaxAbpli MHUIMATUBHBIA JOKYMEHT, TPeOYIOIIUN OTBETAa, 3aIlOJIHSIOTCS, KaK
npaBwio, aBa sk3emiusipa PKK. OaunH sk3eMiuisip momMemaercsi B CHPaBOYHYIO KapTOTEKY,
BTOPOW — B KOHTPOJIbHYIO. [Ipy HEMoCTyIJIeHUN OTBETa B CPOK KOPPECIOHACHTY HaIpaBiseTcs
HAaIlOMMHAHUE;

141.5. perucrpanus OTBETHBIX JOKYMEHTOB OCYLIECTBIsieTcs, kak npasuio, Ha PKK, Ha
KOTOpPBIX  OBUIM  3aperHCTPUPOBAHbl  COOTBETCTBYIOIIME  WHUIMATHBHBIE  JOKYMEHTHI.
PerucrpanimoHHBIM MHIEKCOM OTBETHOI'O JIOKYMEHTA SIBJISIETCA MHJIEKC JieJla IO HOMEHKJIATYpE,
B KOTOPOM OyAeT XpaHUTHhCS KOIHS OTBETHOTO JOKYMEHTa, W PErUCTPAlMOHHBIA HOMEp
nocTyruieHuss uHunmatuBHOro nokymenta. B PKK wundopmamms 06 oTBETHOM [OKyMEHTE
3anuceiBaeTcs B rpady «OTMmerka 00 UCIIOIHEHUU TOKYMEHTa.

B 3aBucuMoOCTM OT NUpPHUHATOM B OpPraHU3alMUd CHUCTEMbl PETUCTPALMH JOKYMEHTOB
JIONYCKAETCSl PErUCTPUPOBATh OTBETHBIE NOKYMEHTHI Ha oTnaenbHbix PKK. PerucrpanmoHHbiM
MHJIEKCOM TaKOTO MCXOJIAIIEro TIOKYMEHTA SIBJISIETCSl MHJIEKC Jieia 0 HOMEHKIIAType, B KOTOPOM
OyIeT XpaHWUTbCS KOIMHUS OTBETHOTO JOKYMEHTa, U MOPSAIKOBBIM PErucTpalioOHHBIM HOMEp
UCXOJAIIEro  JOKYMEHTa, MPUCBAMBAEMbIH  HMCXOIAIIUM  JIOKYMEHTaM B  Mpejenax
JIETIOTIPOU3BOJICTBEHHOTO Tro/1a cyx00it JIOY.

Ha orBeTHOM JOKyMEHTE MNPOCTABIAETCS CCBIIKA HAa MCXOASALIMM PEruCTPallMOHHBIN
MHJEKC U J1aTy JOKYMEHTa-3ampoca;

141.6. otmpaBka MJOKYMEHTOB ocymiectBisiercs ciyxb6oir J1OY. B cayxbe HAOY
poBepsieTCs] MPaBUIBLHOCTh O(QOPMIIEHUSI JOKYMEHTOB: Hajluunde HEOOXOAMMBIX PEKBU3UTOB,
MPUIOKEHUN, COOTBETCTBHE KOJUYECTBA SK3EMIUIIPOB JIOKYMEHTAa KOJIMYECTBY aJpecaroB,
MPAaBHJIBHOCTH aJIPECOBaHUS U JIP.

HempaBmibHo  oopmiieHHBIE W HEKOMIUIEKTHBIE  JOKYMEHTHI  BO3BPAIIAOTCS
UCTIOJTHUTEIISIM;

141.7. ornpaBisieMble JOKYMEHTHI nepefaiorcs B ciayx0y /IOY B He3akOHBEPTOBAaHHOM
BHJIC C OTMETKOM O KaTEerOpUH OTIpaBiieHUs (TP HEOOXOAUMOCTH);

141.8. MOKyMEHThl HAa CBEMHBIX MAIIMHHBIX HOCHUTENSIX (AMCKax, IUCKETaXx W [p.)
NPUHUMAIOTCS K OTIPaBKE B YMAKOBKE, COOTBETCTBYIOUIEH TEXHMUYECKUM TpeOOBaHUAM, MPHU
HAIMYUU ~ COMPOBOJUTENHHOTO THChMa, OGOPMIEHHOTO H  3apETUCTPUPOBAHHOTO B
YCTaHOBJIEHHOM Mopsiake. Komusi conpoBOIUTENBHOTO MUChMa MOMEIIAETCS B A0 Ha 00X
OCHOBaHUSIX;

141.9. nokyMmeHTHI, HampaBiseMble OoJiee 4YeM B YETBHIPE ajapeca, NepenaroTcs s
OTIPABKH CO CITUCKOM Ha PACCBHUIKY, OPOPMIISIEMBIM B COOTBETCTBHH C TPEOOBAHUSMH ITYHKTA
51 Hacrosmeit Uactpykiuu.

Ha 3aka3Hyl0 KOppPECHOHIEHIIMIO COCTAaBIISIETCA PEECTP PACCBUIKHM, B KOTOPOM
OTIIPaBUTENIEM MPOCTABIAIOTCS (aMUiIMs U JaTa OTHpaBKu. PeecTp co mremmneneM OTAeleHUs
CBSI3M MOAIINBAETCA B Aeno ciayxosl JIOY;

141.9[1]. ormpaBka TOKyMEHTa B OJJICKTPOHHOM BHJE Oojiee 4eM B OJWH ajpec
OCYIIECTBIISICTCS MyTeM MPHUKPEIJICHUS €ro K COOOIIEHUIO DJIEKTPOHHOM IMOYTHI, YKa3aHHs B
COOTBETCTBYIOILIEM IIOJI€ BBOJAA BCEX O(DUIMAIBHBIX aJPECOB COTJIACHO CIHUCKY PaCCBHUIKU.
OdunuanpbHBIM  agpecoM DJIIEKTPOHHOM TOUTHI SIBISETCS aJpec, YKa3aHHBIH Ha OlaHke
OpraHHU3aluy;

141.9[2]. ormeTka 00 oTmpaBKe (IITAMI OTIPABKH) JTOKYMEHTA IO JJIEKTPOHHOW TOYTE
IPOCTaBIsIeTC Ha MCXOASIIEM JOKyMEHTE Ha OyMa)kKHOM HOCHUTEJe, OcCTalouieMcs B
OpTaHMU3aINH, TOJIBKO MOcTe ero (PaKTUIeCKON OTIPABKH IO SJIEKTPOHHOM MMOYTE;

141.10. 06paboTka 1 OTIpaBKa JOKYMEHTOB OCYIIECTBIISIOTCS B JICHb X TOJIACAHUS WIH
HE MO3/]HEE CIEAYIOIIEro paboyero JHs.

142. Peructpanus v UCIOJHEHUE BHYTPEHHUX IOKYMEHTOB:

142.1. paGotra ¢ BHYTpEHHMMH JOKYMEHTaMH Ha 3Tamax IOATOTOBKH M O(OpMIICHUS
BEJIETCsI 110 MpaBUjIaM, YCTAaHOBIEHHBIM I pabOThI C UCXOASIIUMU TOKYMEHTaMH,



142.2. BHyTpeHHHE NOKyMEHTHI peructpupyrorcd Ha PKK unu B xypHamax perucrpanuu
BHYTPEHHUX JOKYMEHTOB Mocje ux noanucanus (yrepxkaeHus). [lpu HesHaunTenbHOM 00beMe
JOKYMEHTOO0OpOTa BHYTPEHHHE JIOKYMEHTBI JIONYCKAETCS PErHucTPUpOBaTH B IKypHaje
PEruCTpaMKM UCXOIAIINX JOKYMEHTOB;

142.3. perucrpanusi pacnOpsAUTEIbHBIX JOKYMEHTOB M IIPOTOKOJIOB OCYIIECTBISAETCS 110
BHJIaM OT/EJIBHO OT IPYTUX BHYTPEHHUX JOKYMEHTOB.

PacniopsutenbHble JOKYMEHTBI 110 OCHOBHOM NEATENBHOCTH, IO JUYHOMY COCTaBy, IO
aIMUHUCTPATUBHO-XO3SIIICTBEHHBIM BOIIPOCAM PETUCTPUPYIOTCS OTAEIBHO.

PacnopsnurenbHple  AOKYMEHTBI 10 JIMYHOMY COCTaBy, [UIsl KOTOPBIX aKTaMu
3akoHoAaTenbcTBa PecmyOnuku  bemapych  ycTaHOBJEHBI  pa3Hble  CPOKM — XPaHEHMS,
PETUCTPUPYIOTCS OTAEIBHO.

PacniopsauTenbHble JOKYMEHTBI ONPENEICHHON PA3HOBUAHOCTH INPU UX 3HAYUTEIHHOM
o0beMe  JIOIYCKaeTcs  PEerucTpupoBaTh  OTAENIbHO.  Hampumep,  OTHENBHO  MOTYT
PErUCTPUPOBATHCS NPHUKA3bl O BHECEHMM HW3MEHEHHMM B INTATHOE PACIHMCAHUE, MPUKA3bl O
KOMaHAMPOBaHUH, O MPEAOCTABICHUH OTIIYCKOB U JIp.;

142.4. perucTpallUOHHBIM HHJEKCOM PACHOPSAUTEIBHOTO JTOKYMEHTa, MPOTOKOJIa
SIBIIIETCS  MOPSIAKOBBIM  PETMCTPAllMOHHBIM  HOMEp, IPUCBAaMBAaEMbIl €My B Ipeaenax
JI€JIOTIPOU3BOJICTBEHHOTO T0/1A.

PeructpaninoHHbIM MHAEKCOM PacHOpSAUTEIBLHOIO JTOKYMEHTA (IIPHKa3a, PACIIOPSIKEHUS)
10 JINYHOMY COCTaBY SIBJISIETCA MOPSAKOBBINA PETUCTPALIMOHHBIA HOMED, IPUCBANBAEMBIN €My B
npezenax JeJIONpOM3BOJICTBEHHOTO IO/, TOMOJHEHHBIH JUTEPOH «k» (U1 JTOKYMEHTOB 75-
JIETHETO CPOKa XPaHEHHUsI) WU «J1» (ISl JOKYMEHTOB 3-JIETHETO CPOKA XpaHEHU).

PeructpaninoHHbIM HHAEKCOM pacHOPSAUTEIBLHOTO JIOKYMEHTA, PETUCTPUPYEMOIO B
MopsIIKe, ompeneneHHoM ab3amem 4 mnoanyHkrta 142.3 Hacrosmedn MHCTpykmuu, sBiseTcs
MIOPSIIKOBBIN PEruCTpalOHHbIN HOMED, IIPUCBANBACMBIN eMy B npenenax
JEJIONPOU3BOJCTBEHHOITO  TOJia,  JOMOJHEHHbIH  MACHTU(UUUPYIOUUM  Pa3HOBHUIHOCTD
JIOKYMEHTa OYKBEHHBIM HJIM HHBIM YCIIOBHBIM 0003HAUYECHUEM;

142.5. coBMeCTHBIE pacoOpsAAUTENIbHBIE JOKYMEHTBI, MPOTOKOJIbI COBMECTHBIX 3acedaHui
MMEIOT COCTAaBHbIE MHJEKCHI, BKJIIOYAIOIIME IOPSAJIKOBBIE PErHMCTPAllMOHHBIE HOMEDA,
IIPUCBAaNBAEMbIE€ UM B OPTaHU3ALUAX, UX TOATOTOBUBIINX;

Hanpuwmep:
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142.6. perucTpallMOHHBIMU HWHJIEKCAMHU JOKJIAJHBIX 3alHCOK, CIPAaBOK U JPYrHX
MH(OPMALIMOHHO-CIIPABOYHBIX JTOKYMEHTOB SIBIISIIOTCA HX TOPSAKOBBIE PETUCTPAaLOHHBIE
HOMEpa, IpHUCBAaMBAacMble B Mpeenax JAeJONPOU3BOACTBEHHOIO TI0Ja, KOTOpPBIE MOIYT
JOTIOTHSTHCSI UHAEKCAMU JIeJI IO HOMEHKJIaType JIe;

142.7. paccMOTpeHME U MCIOJIHEHHE BHYTPEHHUX JOKYMEHTOB OCYILECTBIISIETCS B
COOTBETCTBUU C YCTAHOBJIEHHBIM MOPSAIKOM 00paOOTKHU BXOASIINX TOKYMEHTOB.

JIOKyMEHTBI, TpeOYIOIIHe KOHTPOJIS UCIOJHEHUs, MEepeNatoTcs B KOHTPOJIBHYIO CIYXKOy
s 3anonHennst PKK. M3 PKK na BHyTpeHHHME HOKYMEHTHI (DOPMHPYIOTCS KOHTPOJIBHBIC H
CIIPaBOYHbIC KAPTOTEKH.

143. NadopmMarimoHHO-TIONCKOBAasI CUCTEMA I10 JOKYMEHTaM OpraHU3allHiH:

143.1. B opraHu3anusIxX CO3JAIOTCS TPAJUIMOHHBIE (PYYHBIE) M aBTOMATU3MPOBAHHBIC
nHpopmarnmonHo-moruckossie cuctembl (mamee — HWIIC). UIIC crpositcs Ha ocHoBe PKK,
KOTOpPbIE 00BEANHSAIOTCS B KAPTOTEKU U 0a3bl (0aHKM) pErUCTPAlMOHHBIX TAaHHBIX;

143.2. mnpu TPagUIIMOHHOW KAapTOUYHOW PETHCTPAllMM TIe4YaTaeTcs HeoOXOoauMoe
komuecTBO PKK, koTOphie MOTYT 00BEMHATHLCS B CIIPABOYHBIC U KOHTPOJIbHBIE KAPTOTEKH;

143.3. cnpaBo4YHbIE KapTOTEKHU JEIATCSA Ha JIBE YaCTH: HEHCIIOJHEHHBIE M HCIIOJTHEHHBIE
nokymeHThl, PKK B KOTOpBIX cuCTEeMaTU3UPYIOTCS N0 CAEAYIOIINM MpU3HAKAM:

MPEIMETHO-BOIIPOCHOMY WJIM TEMaTUYeCKOMY (B COOTBETCTBUM C COJEpKaHUEM



JIOKYMEHTOB HJTU c(pepoii 1eATeIbHOCTH, K KOTOPOH OTHOCSTCS JOKYMEHTHI);

10 HOMEHKJIaType Jied (B COOTBETCTBHM C Ha3BaHUSIMU JIeJl IO HOMEHKIIaType J1ed WIH UX
WHJIEKCAMH ),

KOPPECHOHIEHTCKOMY (II0 HAUMEHOBAHUSM WJIM YCJIOBHBIM O0O3HAUYEHUSM OpraHU3alUH,
C KOTOPBIMU BEJIETCS MEPETNCKa);

10 UCIIOJIHUTENSIM (IO CTPYKTYPHBIM MOJpa3ieIeHUsIM);

andaBuTHOMY (B anpaBUTHOM Tmopsake ¢GamMuiIuil, HaUMEHOBaHUH OOBEKTOB WM
MIPEAMETOB);

reorpaduyeckomy (110 HANMEHOBAHHSIM aIMUHUCTPATUBHO-TEPPUTOPUATLHBIX €IUHUI);

HOMMHAJILHOMY (110 Ha3BaHUIO BUJIOB WJIK Pa3HOBHIHOCTEH JOKYMEHTOB);

PErucTparimoHHOMY (TI0 OPSAKY BO3PACTaHUS PETHUCTPALIMOHHBIX HOMEPOB JIOKYMEHTOB).

Bri6op mouckoBoro mpu3Haka OIMpenesseTcs] B 3aBUCUMOCTH OT BHJIOB JTOKYMEHTOB M
XapakTepa HHPOPMAITMOHHBIX 3alIPOCOB.

[lepBast yacTh KapTOTEKU CIYKHUT JUIsS MOMCKA CBEACHUN O JIOKYMEHTax B IpoOIlecce UX
UCTIONTHEHUS. BTOpas 4acTh KapTOTEKU CIIYKHT ISl IOMCKA UCTIOTHEHHBIX TOKYMEHTOB.

[To mepe ucnonnenus gokymeHToB PKK ¢ HEOOXOAMMBIMU OTMETKaMH TIEPEMEIIAIOTCS U3
NEepBOIl YacTH KapTOTEKH B COOTBETCTBYIOIIME pa3Aeibl U pyOpUKH BTOPOH;

143.4. B 3aBUCUMOCTH OT 00BbEMa JIOKYMEHTOO00POTa, CUCTEMBI PETUCTPAIIMN ¥ KOHTPOJIS
UCTIOTHEHUSI JTOKYMEHTOB, 3a/lad IOMCKa MOXET BeCTUCh enuHas cmpaBouHas UIIC wmm
HECKOJIBKO CaMOCTOATENbHBIX. OTaenpHbIe KapTOTeKH (0a3bl MaHHBIX) (OpMUPYIOTCS Ha
BXOJISIINE TOKYMEHTHI, MHUIIUATUBHBIC WCXOAIINE AOKYMEHTBI, OOpalleHusl TpaxkIaH, B TOM
YHCclie UHAWBUIYalbHBIX MpeAIpuHUMaTeNel, 1 opuandeckux aull. [Ipu 6oabpnioM konudecTse
HOPMAaTUBHBIX TMPABOBBIX aKTOB U PACHOPSAUTENBHBIX JOKYMEHTOB, HCIOJIb3YEeMBIX B
NEeSTeNIbHOCTH OpraHMu3allli, Ha HUX MOTYT CO3[aBaThCsl OT/AEIbHBIE KOIW(UKAIIMOHHBIE
KapTOTeKH (0a3bl JaHHBIX).

[Tepeuenr HauMeHOBaHUM 0a3 TAHHBIX aHAJIOTHYEH MIEPEUYHIO0 HANMEHOBAHUM KapTOTEK.

144. Yyer o6beMa TOKyMEHTOOOOpOTA!

144.1. o6BeM TOKyMEHTOO0OPOTa — KOJIMYECTBO JTOKYMEHTOB, IMOJYUYEHHBIX (BXOMAIINE) U
CO3/IaHHBIX (BHYTPEHHUE, UCXOAAIIIE) OpraHU3aIlel 3a ONpeleIeHHbIN epHoJ] BPEMEHH;

144.2. moacueT KOIMYeCTBa TOKYMEHTOB MIPOU3BOJMUTCS 1O PETUCTPAIMOHHBIM (popMaM B
MECTaX UX PErHCTPaIlHH.

3a enuMHUIy yuyeTa MPUHUMAETCS OJMH SK3eMIULIp JOKyMeHTa 0e3 yuera KOIHUH,
CO3/aBaeMbIX TPH TEYaTaHWU W Pa3sMHOKEHUHU. KaxAplii TOKYMEHT y4YUTBHIBACTCS OJUH pas.
[TpunokeHus K JOKyMEHTY YUUTHIBAIOTCS BMECTE C HUM KaK OJUH JIOKYMEHT.

OTnenbHO YYMTBIBAIOTCS TONYYEHHBIE M CO3JAaHHBIE OpraHU3aled JOKYMEHTHI,
oOpaillleHusi Tpa)X<JIaH, B TOM YHUCJI€ WHAUBUAYAIbHBIX INpEANpPUHUMATENEH, U IOPUIUIECKUX
JIMIL.

Pa3sMHOXEHHBIE IK3EMIUISPHI (KOMHMM) YYUTBHIBAIOTCS OTAENBHO IO KypHajliaM paloT B
MAIIMHOMUCHOM U KOMUPOBATHHO-MHOKUTEIBHOM OO ¥ (MJIH) TIO CIIUCKAM PACCHUIKH;

144.3. B opraHuzanmyy MOXET IPOBOJAWTHCS TOJHBIH M BBIOOPOYHBIA ydeT oObeMa
JOKYMEHTO00OpoTa (10 BCe OpraHu3aluy, MO CTPYKTYPHBIM MOJpa3JelICHUsIM, 10 Tpynnam
JIOKYMEHTOB H T.1I.).

Yyer u anHanu3 oObeMa JOKYMEHTOOOOpPOTa B OpraHM3allMd OCYLIECTBISIOTCS IO
pykoBoacTBOM ciyx061 IOV

144.4. pesynbraThl yueta obObema JOKyMeHTOOOOpoTa obOoOmarorcs ciyxb6oir 10OY u
MPEJICTABIISIIOTCS PYKOBOJICTBY OpraHU3alluu JUIsl BBIPAOOTKHM MEp IO COBEPIIEHCTBOBAHUIO
paboThI C JOKYMEHTaMU;

144.5. cBemenusi 006 oOBeME TOKYMEHTOOOOPOTa HCIOIB3YIOTCS JJIS YCTaHOBJICHUS
CTPYKTYpbl W INTaTHOW uucieHHOCTH ciuyx0bl JIOY, BbIOOpa TEXHOJIOTHMM pabOTHl C
JOKYMEHTaMHU U CpPEICTB aBTOMATHU3allMi JIEJONPOU3BOJCTBA, OINpEACNEHUs CTEeNeHU
3arpykeHHOCTH cayk0b1 /IOY u oTAeIbHBIX paOOTHUKOB.



I'/IABA 9 _
KOHTPOJIb HCITIOJIHEHUSA JOKYMEHTOB U IIOPYYEHHUH

145. 3anauu KOHTPOJISA UCTIOTHEHMUS:

145.1. menpr0 KOHTPOJS SBIAETCS OOECNeYeHHE CBOEBPEMEHHOTO M Ka4eCTBEHHOTO
UCTIOJIHEHUS OPYUEHUil, 3a)UKCHUPOBAaHHBIX B IOKYMEHTAX;

145.2. KOHTpPOIIO MOIJEkKAT BCE 3apPETHMCTPUPOBAHHBIE JTOKYMEHTBI: BXOJSIIUE,
UCXOJAIINEe U BHYTPEHHHE, KOTOPHIE IO CBOEMY XapakTepy TpeOyioT pemeHus (orBera). Ha
KOHTPOJIb MOTYT OBbITh ITOCTABJIEHbI TAK)KE YCTHBIE MOPYYCHUS] PYKOBOJICTBA;

145.3. KOHTPOJb OCYIIECTBIISIOT PYKOBOAMTENIb OpraHu3zanuu, ciayxb6a JOY wu
OTBETCTBEHHBIE UCIIOJIHUTEIN.

Ha xoHTponupyeMbIX JOKyMEHTaX MPOCTaBIAETCS OTMETKA O KOHTPOJIE.

146. Cpoku UCTIOJTHEHHUS TOKYMEHTOB:

146.1. cpoku HCHOIHEHMS] IOKYMEHTOB HCUMCISIOTCS B KaJEHIApHBIX OHSIX C JaThbl
nonanucaHusi (yTBEp:KIECHUS) JTOKYMEHTa, a JUIsl MOCTYMHUBIIMX — C JaThl MOCTYIUJICHUS, €CIU
MHOE HE YCTAaHOBJICHO aKTaMH 3aKoHoJaTelabcTBa Pecybnuku benapycs;

146.2. cpoKu UCTIOJIHEHHSI IOKYMEHTOB MOTYT OBITh THIIOBBIMU WJTU WHINBUYaJIbHBIMU.

TunoBble CPOKU UCIIOJHEHUS JOKYMEHTOB YCTAHABIMBAIOTCS HOPMAaTUBHBIMU IPAaBOBBIMU
aktamu Pecniybnuku benapycs.

WNHauBuayanbHble CPOKU MCIIOJHEHUS TOKYMEHTOB YKa3bIBAIOTCS B TEKCTE JOKYMEHTA WU
B PE30JIIOLIUN PYKOBOJIUTEIIS;

146.3. nOKyMEHT, A KOTOPOIO THUIIOBOW WJIM WHIUBUAYAJIbHBIA CPOK HCIIOJHEHHS HE
YCTaHOBJIEH, TOJKEH ObITh UCIOJIHEH B TeueHue 15 qHeil, ecau MHOe He YCTaHOBJIEHO aKTaMu
3akoHonaTenscTBa Pecnyonuku benapyce;

146.4. ecnm KpaWHsAsS Jara WCIOJTHEHHS JOKYMEHTa (IOpPY4YeHHUs) MPUXOIUTCS Ha
Hepabouuii JIeHb, OH JOJDKEH OBITh MCIONHEH He MO3/Hee Mpenslayniero pabdoyero aHs. B
CiIy4ae, KOIr/la CpOK MCIOJHEHHUs JTOKYMEHTa ONpPENEAeTCA C MCIOJb30BAaHUEM IPEMJIOTra «I0»
WJIM «K», YKa3aHHAs 32 HUM JaTa SBJIIETCSA KpallHEl JaTOM WCIOJHEHUS JOKYMEHTA;

146.5. nmomyckaeTcs W3MEHEHHE CpPOKOB MCIOJHEHHS JOKYMEHTOB (TIOpYYCHHIA).
WN3meneHnne  cpoka  HCHOJIHEHHMS ~ TNPOM3BOAWUTCA  JIMIIOM,  YCTAHOBHUBIIMM  €TO.
AprymMeHTHpOBaHHas Mpock0a UCIOJHUTENS O MEPEeHOCe CpOKa HAaIpaBiseTcsl MUChbMEHHO (B
(dbopme TOKIaJHOM 3aMMCKU) WM YCTHO JIMIlY, YCTAaHOBHBILEMY CPOK, HE MEHEe 4eM 3a 5 aHel
JI0 WCTEYEHHMsI CpOKA HCIIOIMHEHUs WM Cpa3y JK€ IOoCie IOoJydeHus 3aaaHus. l3meHeHue
JOKYMEHTUPYETCSl — MPOCTABIIAIOTCS HOBBIM CPOK, JaTa M3MEHEHHs U Hoanuch. V3meHeHus
BHOCSITCSI B pETUCTPAIlMOHHBIE (DOPMBI.

147. HWcnonHeHne MAOKyMeHTa (NOPYYEHHS) MOXKET OBbITh TOPYYEHO HECKOJIbKUM
UCIIOJIHUTENAM. VIcnoHUTENb, YKa3aHHBIN MTEPBBIM, ABIISIETCSI OTBETCTBEHHBIM MCIIOJHUTEIEM U
OTBEUYAET 32 CBOEBPEMEHHOE U Ka4ECTBEHHOE MCIIOJHEHHE 3aJaHUs B 11€10M. OTBETCTBEHHOMY
WCIIOJIHUTENIO MPEJOCTABISIETCS MPAaBO KOOPAMHUPOBATH W KOHTPOJIMPOBATH ACHCTBUSA
UCTIOJIHUTEJICH: CO3BIBAaTh COBEIIAaHUs, TpeOOBaTh HEOOXOIUMbIE MaTepUalbl, 1aBaTh NOPYUCHHUS
U Jap.

148. Opranuzanusi KOHTPOJISI UCTIOHEHHUS:

148.1. cuctemMa KOHTPOJISI UICIIOJTHEHHUSI BKJIFOYAET:

y4eT KOHTPOJHUPYEMBIX TOKYMEHTOB (MOPYYEHHH) M UX CBOEBPEMEHHOE JOBEJCHHE JI0
HCIIOTHUTENEH;

KOHTPOJIb 3@ CPOKaMH HCIIOIHEHHUS;

MIPOBEPKY U PErYIUPOBAHUE XOA UCIIOJHEHHUS, CHATHE TOKYMEHTOB C KOHTPOJIS;

yUYe€T ¥ OTYETHOCTH O PE3yJIbTaTaxX UCIIOJHEHMUS;

OILICHKY COCTOSIHHSI HCTIOJTHUTEIbCKON JUCIUIUINHBL,

148.2. yyeT KOHTPOJIMPYEMBIX JOKYMEHTOB (MOpPY4YEHUH) H KOHTPOJIb HCIOJHEHUS
CTPOSITCA Ha OCHOBE PETHCTPAIMOHHBIX JaHHBIX, OTpaxeHHbIX B PKK;

148.3. sx3emmisapsl PKK, 3amonssiemble npu perucrpanuu AOKYMEHTOB, HCIIOJb3YIHOTCS



npu GOopMUPOBAHUHN KOHTPOIBHOM KAPTOTEKH.

Ha onuH KOHTpONHMpYEMBI TOKYMEHT MOXET OBITh 3amoyiHeHO Heckoiabko PKK B
COOTBETCTBUU C YUCJIOM UCIOJIHUTENEH, 3aJaHUi WM Pa3IMUYHbBIMU CpOKaMH ucnoiaHeHus. [lpu
HECKOJIbKUX MCTIOJHUTENAX, OJIMH U3 KOTOPhIX HazHadaeTcsi oTBeTcTBeHHBbIM, PKK 3amonnsercs
TOJIBKO JJIs NIepeAadu UCTIOTHUTENI0, HA3HAYEHHOMY OTBETCTBEHHBIM.

YcTHOE mopydeHHe PYKOBOIMTENS, MOCTaBIEHHOE Ha KOHTPOJb, Takke (DUKCHUpyeTcs B
PKK, 3amonHseMoii B HEOOXOAUMOM KOJIMYECTBE IK3EMILISIPOB;

148.4. onun sx3emiuisip PKK octaercst B cimy:k0e KOHTPOJISI M IOMEIIASTCSI B KOHTPOJIBHYIO
KapTOTEKY, BTOPOU MEPENAETCS] UCIIOITHUTEIIO0 BMECTE C JJOKYMEHTOM,;

148.5. PKK rpynnupytoTcsi B KOHTPOJBHBIX KapTOTEKaX IO pa3aeiaM, COOTBETCTBYIOIIUM
YHUCITy JHEH MecsIa, COTJIACHO YCTAaHOBIEHHBIM CPOKaM HCIIOJIHEHHUS IOKYMEHTOB (TIOpyUYEHUH),
M0 UCXOSAIINM TOKYMEHTaM — COTJIaCHO OKUJaeMbIM JaTaM MOJIyYE€HHUs OTBETOB.

PKK ¢ mnepcrnieKTUBHBIMU U TPOCPOUYECHHBIMU CpPOKAMU HCIIOJHEHHUS JOKYMEHTOB
(mopy4eHuii) rpyNnnupyroTcsl B CAMOCTOATEIbHBIE Pa3Aesbl KOHTPOJIbHOU KAPTOTEKH.

B KOHTpONIBHON KapTOTEKE MOTYT BBIACIATHCS JOMOIHUTENBHBIE Pa3IeNibl U PyOPUKH st
cucremaruzanuu PKK mo ucnonHurtensm u rpynmnam J10KyMEeHTOB (MPUKa3bl, PELICHUS U JIp.);

148.6. kapTOTeKa €XEIHEBHO MPOCMATPUBAETCS KOHTPOJBHON CIy)KOOH C IIeNbIo
WH()OPMUPOBAHUSI PYKOBOJUTENS M HCIOJHUTENCH O NpUOIMKEHUU (MCTECYCHHH) CPOKOB
UCIIOJIHEHUS TOKYMEHTOB. [IpenynpexaeHue NCIOIHUTENEH OCYIIECTBIAETCS, KaKk MMPaBuio, 3a
2-3 1HS 10 UCTEUEHUS] YCTAaHOBJIEHHOTO CPOKa;

148.7. noxymeHT (TOpydY€HHE) CHHUMAETCS C KOHTPOJIS IIOCIe €ro WCIOJHEHHUS,
MOJITBEPKJIEHHOTO IOKYMEHTAIbHO.

CBHUIETENHCTBOM HCIIOMHEHHUS JOKYMEHTa (MOpY4YeHHs) SBISETCS MOATOTOBICHHBIN
UCIIOJTHUTENIEM M TMOJANUCAHHBIA PYKOBOJIWTENEM WM HWHBIM YIOJIHOMOYEHHBIM JIMIIOM
UCXONAIIMKA  WIM  BHYTPEHHMM  JOKyMeHT. B ciaydae  OTCyTCTBUS ~ JOKYMEHTa,
CBUJICTENBCTBYIOMIETO 00 WCIOMHEHUH, KPAaTKHE CBEACHHUS OO0 HCIONHEHUU (QUKCUPYIOTCS
ucnonauteneMm B PKK.

Ha wucnomnenHoMm nokymeHTe odopmisercss OTMETKa 00 HCIOMHEHMH JIOKYyMEHTa H
HaIlpaBJIEHUU €ro B JIEN0;

148.8. kaprouka ¢ wuHPOpPMANKEH, XapaKTepU3YIOIIEH HCIOJHECHHUE, TPEACTaBIAETCS
OTBETCTBEHHOMY 3a KOHTPOJb JJIsSi TPOBEPKU UCIIOTHEHUS W CHATHS JOKYMEHTa (MIOPYUYCHHUS ) C
KOHTPOJISL.

[Ipu HekauecTBEHHOM MCIIOJHEHMH TOKYMEHT (IIOpY4YeHHE) ¢ KOHTPOJS HE CHUMAETCS W
MEPEXOJIUT B pa3ps] HEUCIIOIHEHHBIX B CPOK;

148.9. uadopMmarus o pe3yinbTaTax UCIOTHEHUS JOKYMEHTOB (MIOPYUYCHHIA) TEPUOTUICCKI
000011aeTCs ¥ IOBOAUTCS 10 CBEJICHUS PYKOBOJICTBA;

148.10. KOHTpOJIbHBIE NEHCTBHS MOTYT OCYIIECTBIISTHCS B KOHTPOJIBHBIX CIIYy)KOax U B
MECTaX PpErucTpalud JOKYMEHTOB C HCIOJIb30BAaHUEM AaBTOMATHU3MPOBAHHBIX CHCTEM
JOKYMEHTAIMOHHOT0 obecrieueHus ynpasinenus (nanee — ACJLOY).

I'JTABA 10
COCTABJIEHUE HOMEHKJUIATYPBI 1EJI

149. VYcranaBnuBalOTCA TpW BHAA HOMEHKIATYpPhl J€l: THUIOBasg, HIpPUMEpHAs U
HOMEHKJIaTypa J1eJ1 OpraHu3allUu.

150. TunoBas u mpuUMepHasi HOMEHKJIATYphl Jed — 3TO CUCTEMATU3UPOBAHHBIE TEPEUYHU
YHU(DUIMPOBAHHBIX 3aroJIOBKOB JEJ, 3aBOJMMBIX B JICJIONPOM3BOJCTBE OpraHU3alMi C
OJIHOPOJIHBIM XapaKTEPOM JEATEIBHOCTH U COCTABOM JOKYMEHTOB.

TumnoBass HOMEHKJIAaTypa YyCTaHaBIMBAE€T THUIIOBOW COCTaB M€ C CAUHOW CHUCTEMOHU
UHACKCAIMM W  YHU(PHUIMPOBAHHBIMHU 3aroJIOBKAMU JUIsl OAHOPOJHBIX IO  XapakTepy
JeSITeIbHOCTH OPTaHU3aIluil U HOCUT 00s13aTeIbHbIN XapakTep.

[IpumepHass HOMEHKJIATypa JeJl yCTAHABIMBAET NPHUMEPHBIE COCTaB W MHIEKCHI JEN JJIA
OpraHM3aluii, OJHOPOIHBIX IO XapakTepy JEATENIbHOCTH, M HOCHUT PEKOMEHAATEIbHBIN



Xapaxrep.

Homenkiatypa J1en opraHu3alnyy — 3TO CUCTEMaTU3UPOBAHHBIN IIEPEUEHb 3ar0JI0BKOB €,
3aBO/IMMBIX B OpraHu3allid B JIEJIONPOM3BOJICTBEHHOM (KaJIEHJApHOM) Troly, C YyKa3aHHEeM
CPOKOB UX XpaHEHHUs, 0OOPMIICHHBIH B YCTAHOBJICHHOM MOPSIKE.

B nenonpousBojicTBE HOMEHKIIATypa I OpraHu3alliu MCHOJb3YeTCs UIsl TPYINIUPOBKHU
WCIIOJIHEHHBIX JTOKYMEHTOB B JI€Jla, CUCTEMAaTU3aluM, UHACKCAUU U y4eTa JIeJ, ONpeneeHus
CPOKOB HX XpaHeHus. HoMmeHkiartypa nen sBIS€eTCd OCHOBOW Il COCTABJICHHMS OMMCEH IEN
MOCTOSIHHOTO W BpeMeHHOro (cBbimie 10 JjieT) XpaHeHHs, a TakKKe aKTOB O BBIJCJICHUU K
YHUYTOXXEHHUIO TOKYMEHTOB U JIEN, HE MOJICKALUX XPAHEHUIO.

B apxuBe opranuzanuu HOMEHKJIATypa Aesl UCIONb3yeTcs JIs ydeTa Jiel BPEMEHHOro (110
10 s1eT BKIIFOUUTENBHO) XPAHEHUS.

151. TunoBble W TpUMEpPHBIE HOMEHKJIATYphl el pa3padareiBatoTcs ciyxoamu OV
OpraHOB yINpaBlieHUsI (BBIIIECTOSIIIUX OpPTaHU3ALMI), MOABEAOMCTBEHHAsI CETh KOTOPBIX
BKJIFOYAET PsAJl OHOPOJHBIX OPraHU3aLU.

TumnoBble W TPUMEpPHBIE HOMEHKIIATYpPHI IeN, pa3padaThiBaeMble PECIyOIMKAHCKUMHU
OpraHaMy TOCYJApCTBEHHOTO YIPABJICHUS, HWHBIMH T'OCYJAapPCTBEHHBIMU OPTraHHU3ALUAMU,
nomunHeHHbIMU [IpaBuTenbcTBy Pecnybnuku bemapych, yTBEepKIAlOTCS MX PYKOBOIUTEISIMU
nocie corimacoBanus ¢ I[[OK cooTBercTByromero opraHa ympaBiieHHs (OpraHu3aluu) Hu
pecnyOIMKAaHCKUM OpPraHOM TOCYIAapCTBEHHOTO VIpaBlIeHUS B cdepe apXWBHOTO Jela |
JIEIONPOU3BO/ICTBA.

TunoBele W TpUMEpHBIE HOMEHKIATYpBl Jei, pa3pabaTbiBacMble OpraHU3aIUsIMHU,
ABJISIFOIUMUCA MCTOYHUKAMHU KOMIUIEKTOBAHUS TOCYJApPCTBEHHBIX apXWBOB, YTBEPKIAIOTCA UX
pykoBoauTensiMu mocie corinacoBaHus ¢ LIDK sTux opranuzanuii 1 COOTBETCTBYIOIIMMH
roCyJapCTBEHHBIMHU apXHUBaMH.

TunoBele ¥ TPUMEPHBIC HOMEHKJIATYPHI Jel, pa3padaThiBaeéMble MHBIMUA OpraHU3aIUsIMHU,
YTBEPKIAIOTCA UX PYKOBOJIUTEINSIMU TTocie coryiacoBanusd ¢ [IDK atux opranuzanmii.

152. HomeHxsaTypa nea cocTaBiseTcss B Kaxkaoi opranusaunuu. HomeHknatypsl nen
COCTaBJISIIOTCS Ha JieJla BCel opraHu3auuu (Jajgee — CBOJHAs HOMEHKJIATypa Jied) U KaxAoro
CTPYKTYPHOT'O MOJpPAa3/AeIEHUsI.

153. CBomHass HOMEHKIIATypa el cocTaBisercs ciayxooit JIOY Ha ocCHOBe HOMEHKJIATYpP
JIeNT CTPYKTYPHBIX MOApasaesieHuii mo Gpopme cormacHo mpuiioxkenuto 10.

CBozHAasi HOMEHKJIATypa Jel COCTaBJSETCSA €XETrOJHO, MOAMMCHIBAETCS PYKOBOJMUTEIIEM
ciyx0b1 JIOY (nurom, otBercTBeHHBIM 32 JIOY), COrNIacoBBIBAaeTCA C 3aBEIYIOIIUM apXHUBOM
opraHu3aryu (JMIOM, OTBETCTBEHHBIM 3a apXWB), dKCIEpPTHOW komwuccuen (manee — DK) umum
[OK opranmzauuy M yTBEp)KOA€TCS PYKOBOAMTENEM OpraHum3anMu A0 1 sHBaps roja, Ha
KOTOpPBIN COCTaBJICHA.

154. CBoHast HOMEHKIIATYpa /1] MOMJIEKUT COCTABICHUIO HA TEKYILIUN TO/1 PU CO3/IaHUU
HOBOM OpraHuM3aluy, a TaKXke IEePECOCTABICHUI0 TIPHU PEOPraHu3aluy, IOBJEKIIECH
3HAUYMUTENIbHBIC U3BMEHEHUS B CTPYKTYpE OpraHu3aliu.

155. CBoagHble HOMEHKIJIATYphl JEJ OpraHu3alMii, SBJSIIOMIMXCS UCTOYHUKAMU
KOMILUIEKTOBaHUSI TOCYAApPCTBEHHBIX apPXMBOB, COIJIACOBBIBAIOTCS C COOTBETCTBYIOLIMMU
FOCYJAapCTBEHHBIMU apXUBaMH M CTPYKTYPHBIMU MOJPA3JACICHUSAMU [0 apXuBaM H
JEIONPOU3BOJACTBY 00acTHRIX (MHHCKOTO TOPOACKOTO) UCIIOJIHUTEIHHBIX KOMHTETOB OJIUH a3
B IIATh JIET WM TOCJE 3HAYUTEIBHBIX MU3MEHEHUW B CTPYKTYpE OPraHHM3alliyd HE3aBUCHUMO OT
CpOKa MpeIbIIYIIETr0 CorjiacoBaHus. BkiroueHue nen ¢ JOKYMEHTaMH B JJIEKTPOHHOM BHJE,
MH(OPMALlMOHHBIMU ~PECypcaMd B CBOJHYIO HOMEHKJIATypy /el OCYIIECTBISETCS IO
COIJIaCOBAHUIO C NOCYJAPCTBEHHBIM yupexicHUueM «bellopyccKuil HayqyHO-HCCIEA0BaTEeIbCKUN
LEHTP JIEKTPOHHOHN JOKYMEHTALINM.

CBogHBIE HOMEHKJIATYpbl €1 MHBIX OpraHu3auuii cornacosbiBatoTcss ¢ [OK
BBIIIECTOAIIMX OPraHU3alUid OJMH pa3 B MATh JIET WIM IOCJIE 3HAYUTENIBHBIX M3MEHEHHUH B
CTPYKTYpE OpraHU3ali HE3aBUCHUMO OT CPOKa MPEbIIYIIETr0 COrIacOBaHUsI.

156. CBogHble HOMEHKIJIATYpPHl JEJ OpraHu3aluii, SBJSIIOIIMXCS WCTOYHUKAMU



KOMIUIEKTOBAHMSI TOCYJApPCTBEHHBIX ApXMBOB WM HMEIOIIUX BBIIIECTOSIYI0 OpraHU3aluIo,
COCTAaBJISIIOTCA B Tpex Osk3emiunsipax. CBOOHBIE HOMEHKIATYPBI 1€l HMHBIX OpraHU3alui
COCTaBJISIOTCS B ABYX 3K3EMILIApaAX.

[TepBbIii SK3eMIUSIp HOMEHKJIATYpBl Jen xpaHuTcs B cayxk6e JIOY (y nwia,
orBeTcTBeHHOTO 3a JIOVY), BTOpOIl mepenaercss B apXWB OpraHU3alMd B KAuyeCTBE YYETHOI'O
JIOKYMEHTa, TPETHUH — B TOCYJAapPCTBEHHBIA apXUB, MCTOYHMKOM KOMIUIEKTOBAHUS KOTOPOTO
sBigercs opranuzauus, win B I[OK Belmecrosimelt opraHuzanuu JUisi COIVIACOBAaHUS B
COOTBETCTBHUU C TpeOOBaHUSIMH MyHKTa 155 HacTosmei NHcTpyKIuy.

157. Tlocne yTBEp)KIEHUS CBOIHON HOMEHKJIATYpBl JI€] U3 HEE JAEJAIOTCS BBIIUCKHU I10
paszznenaM. 3aBEpPEHHBbIE B YCTAHOBIEHHOM ITOPSAKE BBIIMCKH MEPENAIOTCS B CTPYKTYpPHBIE
NOJpa3/IeIeHUs] OPraHU3aIMK I UCTIOIb30BaHUS U (POPMUPOBAHUU U YUETE A€, 3aBOJUMBIX
B 9TUX CTPYKTYPHBIX NOJPA3JIEICHUSX.

158. HomeHknaTypsl A€l CTPYKTYpPHBIX IOJPa3/IEiICHUN COCTaBISAIOTCS 10 (opme
COTJIACHO MpuIIOkKeHuto 11.

Homenknarypa nen CTpYKTYpHOIO HOJpas3fefieHUsl COIVIACOBBIBAECTCS 3aBEAYIOLIUM
apXMBOM OpraHM3aliK (JUIOM, OTBETCTBEHHBIM 3a apxuB), DK sroro moapaszaeneHus (npu ee
HAJIMYMM) U NOAINCHIBAETCS PyKOBOAUTENIEM MOAPA3ACICHUS.

159. Ilpyn HanmuuMu B OpraHU3alMHM OOIIECTBEHHOW opraHu3anuu (mpodeccHOoHaTbHOTO
COI03a M JIp.) €ée HOMEHKJIaTypa Jell COCTaBIAETCs M0 popMe, YCTAaHOBICHHOH I HOMEHKIIATYP
JIeNl CTPYKTYPHBIX MojpaszieneHui. JIOKyMeHThl OOIEeCTBEHHOW OpraHu3aly BKIIOYAIOTCS B
CBOJIHYI0 HOMEHKJIATypy Z1€]1 CAaMOCTOATEIbHBIM Pa3aEIOM.

160. Ilpum cocTaBlI€eHMHM HOMEHKJIATypbl [l MCHOJIB3YIOTCS YCTaB OpraHu3aluu
(moyio’keHHe O HEM), MOJOXKEHHUS O CTPYKTYPHBIX MOJpPA3JENIeHUsX, IUTAaTHOE pacluCaHHe,
IUTAaHBI M OTYeThl O paboTe OpraHM3alld U CTPYKTYPHBIX MOAPA3/EICHUM, TOJIKHOCTHBIE
UHCTPYKLIUU paOOTHUKAM, TUIIOBBIE M MPUMEpPHBIE HOMEHKIIATYPhI /1€, HOMEHKJIATYphl A€ 3a
MpebIIyIINe TOAbl, PETUCTPAMOHHBIE (POPMBI, CIPABOYHBIE KAPTOTEKU, IEPEUYHHU TOKYMEHTOB C
YKa3aHHUEM CPOKOB XpaHeHus. M3yuarorcs cocTaB, KOJIMUYECTBO U COJEp)KaHUE JOKYMEHTOB U
neln, o0pa3yroIuxcs B Ipoliecce AesITeIbHOCTH OpraHu3allnu.

161. B HOMeHKIaTypy Jed BKJIIOYAIOTCS JieNa (JOKYMEHTBI) MOCTOSHHOTO, BPEMEHHOTO
(cBprme 10 met) m BpemeHHOro (10 10 JIeT BKIIOYMTENHHO) XPAHEHHS, B TOM YHCJIE YYETHO-
perucTpanoHHbie GopMbl (KYpHAJIbI, KHUTH) U CIIPAaBOYHBIEC KAPTOTEKH.

B HOMeHKmaTypy Jien Takke BKIIIOYAIOTCS JTOKYMEHTBHI, 00pa3ylouifecs: B JIEATEIbHOCTH
BPEMEHHO JIEHCTBYIONIMX KOJUICTHAIBHBIX OpraHoB (KOMHCCHUH, COBETOB U T.I.) H
OOLIECTBEHHBIX OpPraHU3alUi.

B HoMmeHkiaTypy naen He BKIIOYAarOTCA HanuoHaubHBIM peecTp IPaBOBBIX aKTOB
PecnyOnuku benapychk u apyrue cOOpHUKH HOPMaTHUBHBIX MPABOBBIX aKTOB, [TEYATHBIC U3/IAHUS
(Opomtopsl, CIpaBOYHUKH, UHPOPMALMOHHBIE JIUCTKHU, OIOJUIETeHHU, pedepaTUBHBIC KypHAIbI U
T.J.), yKa3aTelu U Ipyrue BCIOMOraTelbHbIE TOKYMEHTHI.

162. CBogHas HOMEHKJIATypa JeJ COCTaBIIETCS, Kak IMpaBWIIO, MO CTPYKTYpHOMY (B
COOTBETCTBUM C YTBEPKIECHHOW M OTPaAKEHHOM B INTAaTHOM PACHUCAHUU CTPYKTYpOMl
OpraHu3alM) WIK [0 CTPYKTYPHO-(PYHKIMOHATHLHOMY MIPUHLIUIY (B COOTBETCTBHH CO IUTATHBIM
pacnucaHueM, yIpaBIeHYECKUMH (YHKIMSIMH U HAIllPaBICHUAMHU JESTEIBHOCTH OpPraHu3alluu).
B OeccTpyKTypHBIX OpraHM3alMsIX HOMEHKJIATypa AEN COCTaBIsAeTCS MO (YHKIHOHAILHOMY
INPUHLINITY (B COOTBETCTBUU C YNPABIEHYECKUMHU (PYHKIMSIMH U HAIPABICHUSMU AEATEIbHOCTU
OpraHu3aIlum).

163. CTpyKTypHBIMH 3JIEMEHTAMU HOMEHKJIATYPbI JI€JT ABJISIOTCS Pa3/ielibl, KOTOPHIE MOTYT
JEJIATHCS HA TIOAPA3/EIbL.

He3aBucuMo OT NpUHIHKIIA TOCTPOECHUSI HOMEHKIATYPBI €1 U YTBEPKIACHHON CTPYKTYpbI
OpraHu3alliy B MEPBBII pa3aesn BKIIOYAOTCs fena ciykosl JJOY.

HaumeHoBaHMsSI BpeMEHHO [EHUCTBYIOIIMX KOJUIETHAIbHBIX OpPraHOB W OOLIECTBEHHBIX
OpraHM3alMil B NOPSAAKE 3HAYUMOCTH YKA3bIBAIOTCA B KOHIIE HOMEHKJATyphl JE] B KauecTBE
CaMOCTOSITENIbHBIX PA3/EIIOB.



164. CBonHas HOMEHKIATypa jaeid opopmisieTcss Ha oO0meM OJlaHKe OpraHu3ald WId
qucTOM Jucte Oymaru popmata A4.

165. I'pahbl HOMEHKJIATYPBI /1€ 3aMOJIHSAIOTCS B COOTBETCTBUU C YCTAHOBIICHHOW (hOPMOIA:

165.1. B rpade 1 HOMEHKIATYpHI A€N YKa3bIBAIOTCS MHACKCHI jaen. MHaeKkc nena COCTOUT
U3 YCIOBHOTO 0003HaueHus (WHACKca) paznena (moapaszjiena) HOMEHKIATYpPhl Jel U
MOPSIKOBOTO HOMEpA Jiesia B Ipejieax JaHHOTO pasjena (Ioapasaena).

Hanpuwmep:
1-1, 1-2; 2-1, 2-2, 2-3

[Tpu He06XOAUMOCTH COCTABHBIE YACTH MHJIEKCA MOTYT JOMOIHATHCS UPPOil «O».

Hanpumep:
01-01, 01-02; 02-01, 02-02, 02-03

B cBomHOUM HOMEHKIIATYpE A€ OAHOPOIHBIM J€jaM, BKIIOUEHHBIM B Pa3JIMYHBIC Pa3aeiibl
(moapasnensl), MPUCBAUBAIOTCS OJIMHAKOBHIC 3aTOJIOBKH.

Hanpumep:
[Iprka3sl MUHUCTpA 110 OCHOBHOM JeATeIbHOCTH. Konuu

Jlena, B KOTOpbIE I'PYNIMPYIOTCS JOKYMEHTBHI IO BONPOCAM, Pa3pellaeMbiM B TEUEHHUE
IBYX M Oojee JeT (mepexosiiue J1ena), BKIIOYAITCs B HOMEHKIIATYpY A€ CIEAYIOIEro rojia
O] TEM 7K€ UH/IEKCOM.

B xonume xaxnoro pasgena (monpasznena) HOMEHKIATYpbl el MPEAyCMaTpUBAOTCS
pe3epBHbIE MHAEKCHI JUIsl HE3aIUIAaHUPOBAHHBIX JIEJ1, 3aBOAMMBIX B TEUCHHE T'OAa;

165.2. B rpade 2 HOMEHKJIATYpPHI /i€ YKA3bIBAIOTCA Ha3BaHUS pa3fesioB (IOJpPa3esioB) U
3aroJI0BKH Jedl.

3aroyIoBOK Jiefla JOJKEH COOTBETCTBOBATH COJAEP/KAHUIO M COCTaBY BKIIIOUAEMBIX B HETO
JIOKYMEHTOB, OBbITb KPATKUM, KOHKPETHBIM U JOCTYIIHBIM JUUIsl BOCIIPUSATHSL.

B cocraB 3aronoBka BKJIIOYAIOTCA YKa3aHME poOAa 3aBOAMMOrO jena (JIOKyMEHTHI,
IepenucKa, /1e10) WIK Pa3HOBUJIHOCTH IOKYMEHTOB (IPUKa3bl, IPOTOKOJBI, IJIAHbI, OTYETHI,
aKTHI U JIp.) ¥ Ha3BaHUE TEMBI (COIEepIKaHUe) J1ena.

B 3aronoBku onpeneneHHbIX KaTeropuii e JO0MOJIHUTENbHO BKIIOYAI0TCA:

yYKa3aHHWE aBTOpa JOKYMEHTOB (IIOJIHOE, COKpAlllEHHOE WJIM BHJIOBOE HAMMEHOBAaHUE
OpraHu3aluy, CTPYKTYPHOT'O MOAPA3AeICHHs WIH JOJKHOCTHOTO JIMLA);

Hanpuwmep:
[Ipuka3ssl nupeKTOpa IPEANPUATHS 10 OCHOBHOU I€ATEIbHOCTH

YKa3aHueC aapecara Uik KOppCCnoOHACHTa JOKYMCHTOB,

Hanpumep:
[Tepenucka ¢ MunucrepctBoMm toctunmu PecnyOnmku  benmapych o  mpoBeneHun
IOPUINYECKOM SKCIIEpTU3bl HOPMATUBHBIX IPAaBOBBIX akTOB PecriyOnuku benapychb

reorpauecKkoe Ha3BaHHE HACEJICHHOTO NMYHKTAa WM TEPPUTOPUH, C KOTOPOH CBA3aHO
coJiepKaHue IOKyMEHTOB JIeNa;

Hanpuwmep:
Otuetsl cpennux mkon bopucosckoro, [[3epxunckoro u Kpyrckoro paitoHoB MuHckoi
obsacti 00 yueOHO-BOCTTUTATEBHOM paboTe



naThl (epuon), K KOTOPbIM OTHOCHUTCS CO/IEp KaHKUEe JJOKYMEHTOB Jena;

Hanpuwmep:
OT‘-IeTBI I‘OCy,Z[apCTBeHHBIX apXI/IBOB 0O KOMIIUICKTOBAHUHN I[OKyMeHTaMI/I JIMYHOT' O
npoucxoxaeHus B 2001-2006 rr.

YKa3zaHueC Ha KOITMIHOCTh JOKYMCEHTOB, BKIIFOYCHHBIX B ICJIO0.

Hanpuwmep:
[Ipukassl AupeKTopa NpeIpUITHS 10 OCHOBHOMU AesiTeabHOoCTH. Konuun

TepmuH «/{OKyMEHTBI» UCIIONB3YETCS B 3ar0JIOBKE:

IIPY TPYNIHUPOBKE B J€J0 PA3NIMYHBIX BHJOB JOKYMEHTOB IIO OZHOMY BOIIPOCY, HE
CBSI3aHHBIX IIOCJIEIOBATEIbHOCTHIO [JEJIONPOU3BOACTBA. B KOHIlE 3arojoBka B CKOOKax
YKa3bIBAIOTCS JABa-TPU OCHOBHBIX BUJA TOKYMEHTOB, BKIIOYCHHBIX B JIEJI0;

Hanpuwmep:
JIOKyMEHTBI O CTPOUTEIBCTBE CIIOPTUBHOTO KOMILIEKCAa ((UHAHCOBBIA OTYET, CMETHI,
CIIPaBKH | JIp.)

npu OOBEAUHEHUU B OJHOM JeJie TOKYMEHTOB-IIPUJIOKEHUN K KaKOMY-ITHOO TOKYMEHTY
WJIU TPYIIIE TOKYMEHTOB.

Hanpumep:
JIoKyMEHTBI K TPOTOKOJIaM 3aceqaHuil KoJuieruu MuHucteperna 3a 2007 rog

Tepmun «/leno» ncnonb3yercs B 3aroj0BKe NMpU 00bEIUHEHUU B Jiee Pa3INdHbIX BUJOB
JIOKYMEHTOB TI0 OJTHOMY BOIIPOCY, CBS3aHHBIX MOCIEA0BATEIBHOCTHIO €T0 PEIICHHUS.

Hanpumep:
Heno o paccMoTpenuu xanoost iBanosa .M.

Tepmun «/leno» ynorpebinsercs B Ha3BaHUAX JIMYHBIX, CY/I€OHBIX, apOUTPAKHBIX JIEI.

B 3arosnoBkax nen ¢ NEpenucKod yKa3bIBAIOTCS KOPPECIOHAEHT WM KOPPECIOHIEHTHI,
€CJIM TepenucKka BENeTCs C OHHUM, JABYMS WM TpPeMs KOPPECHOHJEHTaMH, U COJIep:KaHHe
BOIIPOCA, [0 KOTOPOMY BEJIETCS IIEPENUCKA.

Hanpuwmep:
[lepenincka ¢ MUHUCTEPCTBOM 3IpaBOOXPAHEHUS, T'OCYNAPCTBEHHBIM IPEANPUATHEM
«bengapmarus» o mocTaBke JIEKapCTBEHHBIX IpenapaToB

Ecnu nepenucka Bepercsi ¢ 0ojee 4yeM TpeMsi OJHOPOIHBIMU KOPPECIOHACHTaMH, OHH
MOTYT OBITh Ha3BaHbI B 3ar0JIOBKE 00OOIIECHHO.

Hanpuwmep:
[lepenucka ¢ MCHOTHUTENBHBIMA KOMUTETaMHU oOjacTeil U r. MUHCKa O pacmpeeneHHH
MOJIOZBIX CIIELUAINCTOB

Ecnu mepenucka Begercs ¢ Oosiee ueM TpeMs Pa3HOPOIHBIMH KOPPECHOHJIEHTaMH, HX
Ha3BaHUs B 3ar0JIOBKE, KaK IIPABUIJIO, HE YKA3bIBAIOTCHI.



Hanpumep:
[lepenncka 0 3aKIIIOYEHUH TOTOBOPOB HA ITOCTABKY MATEPHAIIOB M KOMIUIEKTYIOILINX

B 3aronoBkax, colepiamux IUIAHOBYI0 WJIM OTYETHYIO JOKYMEHTAIMIO, YKa3bIBAIOTCA
YUCIJI0, MECSLI, KBapTaJl, TOJ, Ha (3a) KOTOPBIM COCTABIEHbI IOKYMEHTHI.

Hanpumep:
[Tnaner paboTHI CTPYKTYPHBIX MOApa3AeiieHnid npeanpusatus Ha [V kB. 2007 r.
KBapTanpHble 0T4eTHI 0 paboTe CTPYKTYPHBIX NoApasaeneHuii npeanpustus 3a 2007 rox

He nomyckaercst MCronb30BaTh B KAUYECTBE 3ar0JIOBKOB (POPMYIMPOBKH, HE OTPAKAIOLIHE
COCTaB U COZEp:KaHUE JIOKYMEHTOB, BKIIIOUEHHBIX B €10 («Martepuanbl», «JloKyMeHTalbHbIE
MatepHuaibl», «Pa3Hble TOKyMEHTh», «DUHAHCOBBIE JOKYMEHTBD», «O01as nepenucka u T.11.),
U OIpeleNeHus, B KOTOPBIX BMJ JIOKyMEHTa 3aMeHeH neiictBueMm («MccrnemoBanue ...»,
«Paccmorpenue ...», «ObecniedueHue ... » U T.11.).

B nponecce popmupoBaHus e 3aroJI0BKM MOTYT YTOUHSATHCS.

3arojoBkM B paszzgenax (moapaszienax) HOMEHKJIATYpPBl JAel CHCTEMAaTH3HPYIOTCS IO
rpymnnaM B 3aBUCUMOCTH OT 3HaYMMOCTHU M B3aMMOCBSI3H JIe]1 B CIIEAYIOLIEM MOPSAKE:

HOpPMAaTHBHBIE MpaBoOBble akThl PecmyOonmuku bemapycwk (mexpersl, ykassl Ilpesunenra
Pecniyonmmkn benapych, 3akonsl Pecryonuku benapyce, mocranosinenus CoBeta MHUHHCTPOB
Pecny6nuku benapycs u 1p.);

yupeauTenbHble JOKYMEHThl OpraHu3aluy (ycTaBbl, IIOJIOXKEHMS, CBUIETENbCTBA O
perucTpanyu u ap.);

pacnopsauTenbHble W METOAUYECKHE JOKYMEHTHI  BBIIIECTOSIIMX  OpraHU3alui
(mmocTaHOBIEHHUSI, TPUKA3bI, YKA3aHUS U Jp.);

pacnopsIuTeIbHbIE TOKYMEHTBI OpraHu3aluy (IIPUKa3bl, PACHOPSHKEHUS U p.);

OpraHu3allMOHHBIC TOKYMEHTHI (IITAaTHBIE PACTUCAHUS, TIOJO0KECHUS, MHCTPYKIIMH, IPaBUIa
¥ 71p.);

IIPOTOKOJIBI;

IUIaHBI;

OTYETBHI;

JIOTOBOPBI;

CIPaBOYHO-UH(POPMALIMOHHBIE JOKYMEHTHI (aKThl, CIIPaBKH, HH(OPMAIIMH, CBOIKHU H Ip.);

HepenucKa;

YYETHO-PETUCTPALUOHHBIE ()OPMBI.

[Topsimox cucTemMaTM3allMM  MHBIX 3arojIOBKOB  JI€J  ONpEAENseTcs COCTaBUTEIEM
HOMEHKJIATYpBI.

Cucremaru3zanus 3arojoBKOB JIeJ1 BHYTPU Ka)KAON I'PYIIIbI ONPEIENIeTCs] B COOTBETCTBUU
CO 3HAYMMOCTBIO JOKYMEHTOB U CPOKaMM MX XPAaHEHHUS: MPHUKA3bl 10 OCHOBHOH AESATEIBbHOCTU
pacriosiaraiorcsi nepej MpHkKa3zaMH 10 JIMYHOMY COCTaBY, FOJIOBbIE IUIAHBI M OTYETHl — HEpen
KBapTaJIbHBIMU M MECAYHBIMM, IIE€PENHUCKA C BBIIIECTOSIIMMU OpraHU3alUs MU — IEpeN
NEPEeNUCKON C MHBIMU OPTaHU3aLsIMHU U T.1.

Cucrematuzanus  3arojOBKOB  OJHOPOJHBIX  JI€J, COJAEpXKAIUX  HAaUMEHOBAaHMS
KOPPECIIOH/IEHTOB WM reorpaduieckie Ha3BaHUsl, OCYILECTBIIAETCS 10 aln(aBuTy;

165.3. rpada 3 HOMEHKJIATYpHI JIENT 3alOTHSICTCS B KOHIIE JEIOMPOU3BOJCTBEHHOTO TOJIa.
B Hell yka3pIBaeTcsi KOJIMYECTBO J1€1 (TOMOB, 4acTeil), 3aBeJICHHbIX B OpraHU3alMd B TEUCHHE
roJia MoJi COOTBETCTBYIOLIUM 3ar0JI0BKOM;

165.4. B rpadpe 4 ykas3pIBarOTCS CPOKH XpaHEHHUsS NI, HOMEpa IYHKTOB M (WJIM) CTaTel
COIJIACHO HOPMAaTHBHBIM IIPaBOBBIM akTam PecnyOnuku benapych, JOKaabHBIM HOPMATHBHBIM
IPaBOBBIM aKTaM, YCTAaHABJIMBAIONIMM IEPEYHM THUIOBBIX JOKyMeHTOB HanmoHnaneHOTrO
apxuBHoro ¢onna Pecnybnuku bemapyce, oOpasylommxcsi B Tpolecce AeATeNbHOCTH
rOCYJapCTBEHHBIX OpPraHOB, MHBIX OpraHU3alMii M WHAWBUAYAJIBHBIX HpPEANpPUHUMATENEH, C



yKa3aHWEeM CPOKOB XpaHEHUs (Jajnee — IMepeueHb THUIOBBIX JOKYMEHTOB C YKa3aHHEM CPOKOB
XpaHeHus1) U (WIK) MepeyHu TOKyMeHTOB HarmonanbHOro apXxuBHOTO (DOHA, 00pa3yrOMHMXCs B
MpoIecCce JESTEIBHOCTH TOCYAapCTBEHHBIX OPTaHOB, MHBIX OpPTaHHW3alil U MOMYMHEHHBIX UM
(BXOIAIIMX B COCTaB, CUCTEMY) OpPraHOB, OpraHU3aINi, C YKa3aHHUEM CPOKOB XpaHEHHS (Hayee —
BEJIOMCTBEHHBIN TMEpPEYCeHbh OKYMEHTOB C YKa3aHHEM CPOKOB XPAaHEHHS), a TAKXKe IMepeuHu
nokyMmeHToB HarmoHansHOro apxuBHOro (oHma, oOpasyrommxcs B Ipoliecce AesITeNbHOCTH
HETOCYJJaPCTBCHHBIX OpTraHM3alMi M TOMYMHEHHBIX UM (BXOJSIIMX B COCTaB, CHUCTEMY)
OpraHM3aIyii, C yka3aHUEM CPOKOB XpaHEHHS.

Cpoku XpaHEHUS TOKYMEHTOB, HE OTPAKCHHBIX B MEPEUYHSIX JOKYMEHTOB C YKa3aHUEM
CPOKOB XpaHEHHMS, YKa3aHHBIX B YAaCTHU MEPBOM HACTOALIECTO MOAMYHKTa, ompenenstorcs [[OK
(OK) opranumzanuii mo COIJIaCOBaHHIO C OpraHaMU apXHMBHOTO Jiefla U JIEJIONpPOHM3BOJCTBA U
roCy/IapCTBEHHBIMU apXHUBaMHU (AJIs1 OpraHU3alui, SIBISIFOIIUXCS UCTOYHUKAMU KOMIUIEKTOBAHUS
rocyIapCTBEHHBIX apXxuBoB) Win [[DK BhImecTosmux opranu3anuii (71 HHBIX OpraHu3alui);

165.5. B rpade 5 «lIpumMeuanue» MpPOCTABIAIOTCS OTMETKH O TMEPEXOMSAIIUX JAeNax, O
HE3aBEJICHUU JIell, 0 Tiepenade Jel B JAPYTryi0 OPraHU3allMIo WM CTPYKTYPHOE IMOApa3JeICHUe
JUTSI TIPOJIOJKEHUS, O BBIICTICHUH JIe]l K YHUUTOKEHHUI0, 00 yTpaTe e, O JUIaX, OTBETCTBEHHbIX
3a (opMmupoBaHHE Jel, O Tepefade B apXWB OpraHu3anuu jaen BpeMeHHoro (mo 10 mer)
XpaHeHHus, O JaTax W uHAeKkcax mnpoTokonoB 3acemanuit [[OK (OK) opranmszanuu, B
COOTBETCTBUU C KOTOPHIMH YCTAHOBIJIGHBI CPOKH XpPAaHEHHUS JOKYMEHTOB, HE OTPaKCHHBIX B
NEPEeYHSAX THUIOBBIX JOKYMEHTOB C yKa3aHHEM CpPOKOB XpaHEHHs] W (WJIM) BEJOMCTBEHHBIX
MEepPeYHsX JOKYMEHTOB C YKa3aHHEM CpPOKOB XpaHEHHsS, a TaKXKe IMEepPeUHsAX JOKYMECHTOB
HammonansHoro  apxuBHoro  ¢oHpa, oOpa3ylomuxcs B Ipolecce  JAeATeIbHOCTH
HETOCYJJaPCTBEHHBIX OpTraHM3alMii M TOMYMHEHHBIX UM (BXOJSIIMX B COCTaB, CHUCTEMY)
OpraHM3alyii, ¢ yKa3aHHeM CPOKOB XpaHEHUS, O HAJIMYUU JOKYMEHTOB B 3JIEKTPOHHOM BHJIE
(D), nuapopmannonnsix pecypcos (MP), rubpuansix genax (I'21) u ap.

166. B koHIIe CBOJIHOM HOMEHKJIATYPHI JIe] niepes peKBU3UTOM «Iloanucehy yKa3bIBalOTCS
HA3BaHWSI HOPMATHBHBIX TIPABOBBIX aKTOB, WCIIOJb30BAHHBIX TMPU ONPEACIEHUU CPOKOB
XpaHEeHus Aedl.

167. Tlo okoOHYaHHMHU JETONPOU3BOJICTBEHHOTO rofia ciry:x6oi JIOY oprannsanuu B KOHIE
CBOJIHOM HOMEHKJIATYphl JI€J COCTaBJIIETCS HMTOrOBas 3alHUCh O KaTEropusX U KOJUYECTBE
3aBEJICHHBIX JeN 1o GopMe COrjlacHO MpriiokeHuto 12. MToroBeie 3amucu K HOMEHKJIATypaM
Jiel CTPYKTYPHBIX TMOJpa3AeieHui (OOIECTBEHHON OpraHW3allii) COCTABIISIIOTCS IO ATOM XKe
dopMe ¥ TONMUCHIBAIOTCS  PYKOBOAMUTEISIMU OTHUX THoOApa3aeneHuil  (oOIecTBeHHON
OpTraHU3aIVH ).

I'JIABA 11
OOPMUPOBAHHME JEJI

168. ®opmupoBaHue A€l — TPYNNUPOBKA MCIOIHEHHBIX JIOKYMEHTOB B J€la B
COOTBETCTBUU C HOMEHKJIATYPOH €] U CHCTEMaTU3alus JOKYMEHTOB BHYTPH JIEI.

JIOKyMEHTBI IpyIIUPYIOTCS B ieja pabOTHUKaMU, OTBETCTBEHHBIMH 32 JEIONPOU3BOICTBO
B CTPYKTYpPHBIX MoJpa3jeneHusXx. KoOHTposnb 3a mpaBUIbHBIM (OpMUpOBaHHEM J€1 B
OpraHu3alluy OCYIIECTBIsIeTCs ciyk60i JJOVY.

169. JIoKkyMEeHTBI TPYNIUPYIOTCS B JieJa COTIIACHO OTMETKaM 00 MCTIOJHEHUU JTOKYMEHTOB
«B nmeno Ney. Ilpu 3TOM MpOBEpSIOTCS MPABHIBHOCTH OQOPMIICHHS JTOKYMEHTOB, HAJINYHE
HOJMMCEN, 1aT, OTMETOK 00 UCTIOJIHEHUH U APYIMX HEOOXOIUMBIX PEKBU3UTOB JOKYMEHTOB.

170. B nena rpynmnupyroTCs JOKYMEHTHI OJHOIO JEJIONPOM3BOACTBEHHOIO TIoOJa, 3a
UCKJIFOUEHUEM MEePEeXOSIUX, JINYHBIX U CY1eOHbIX Jell.

JIOKyMEHTBI TOCTOSIHHOTO, BpeMeHHoro (cBbimie 10 ser) u BpemeHnHoro (mo 10 mer
BKJIIOYMTENBHO) XPaHEHUs TPYNNHUPYIOTCA B OTAeIbHbIE Jena. Jlomyckaercss BpeMeHHas
IPYNIUPOBKA B OJHOM J€lie JOKYMEHTOB C pa3IM4YHBIMU CPOKAMH XPAHEHUs, CBSA3AHHBIX
pemieHreM OnHOro Bompoca. [I0 OKOHYaHMM [EIONPOU3BOACTBEHHOIO TIoja TakWe Jena
pacopMUPOBBIBAIOTCA, a JOKYMEHTHI TPYNIHUPYIOTCS B CaMOCTOSITEIbHBIE JieJla B 3aBUCIMOCTH



OT CPOKOB UX XPaHEHHUS.

B neno BkiItowaeTcs TONBKO OJMH SK3EMIUIIP KakIoro AokymeHTa. He momyckaercs
BKJIIOUATh B JIeTia IOKYMEHTHI, ITOJJIeXkKAIe BO3BPATy, YePHOBBIE U TyOJIETHBIC IK3EMILISPHI.

[Tpunoxxenus GopMHUpYIOTCS B Jiela BMECTE C JOKYMEHTaMH, K KOTOPHIM OHU OTHOCSITCSI.
[Ipu 3HaUMTETHHOM 00BEME MPUIIOKEHUI OHU TPYNITUPYIOTCS B OT/ACTHHBIC JeTa.

171. O6bem aena He gomxeH npesbimarh 300 aucToB mpu TonmumHe He Oonee 40 mm. [Ipu
OonbiieM 00beMe JOKYMEHTOB JIeJO JENAT Ha CaMOCTOSITENbHBIE TOMA; JOKYMEHTBI KaXKIOTO
TOMa SBJIIOTCS IPOJIOJIKEHUEM MPEABLAYIIETO.

172. JIOKyMeHTBHI B J€Ji€ CUCTEMATU3UPYIOTCS MO CIEAYIOUIUM MPUHLHUNAM WIH HX
COBOKYITHOCTH: BOTIPOCHO-JIOTHUECKHUH, XPOHOJIOTUUECKHH, ali(DaBUTHBIA, HYMEPAITHOHHBINA U .

PacniopsimuTenbHbIE JOKYMEHTBI TPYIIUPYIOTCS B JIeNa 10 BUJAM M CHCTEMAaTU3HPYIOTCS B
MOPsIKE BO3PACTaHUSI HOMEPOB.

[Ipuka3pl U pacnopsiKeHUss MO OCHOBHOWM MAESTENBHOCTHU, MO JMYHOMY COCTaBYy U IIO
aJMMUHHCTPATUBHO-XO3SIICTBEHHBIM ~ BOMpOCaM  TPYIIUPYIOTCS B  OTHENbHBIE Jela U
CHUCTEMAaTU3UPYIOTCS B MOPAJIKE BO3PACTaHUSI UX HOMEPOB.

[Tpuka3bl U pacnopspKeHHs] MO JIMYHOMY COCTaBy TPYIIUPYIOTCS B OTAENbHbIE Jelia B
3aBUCUMOCTH OT CPOKOB UX XPaHEHUS:

0 mpueMe (Ha3HAYEHUM HA JOJDKHOCTh), IEpEeBOJE, IMEpPEeMEIIEHUH, YBOJIbHEHUHU
(0CcBOOOXKIEHUH OT JOJDKHOCTH), HArpakI€HWH, MOOIIPEHUH, MPEMUPOBAHUU, MPOJICHUN
TPYZIOBBIX JTOTOBOPOB (KOHTPAKTOB), 3aKJIIOUEHUH HOBBIX TPYIOBBIX JOTOBOPOB (KOHTPAKTOB),
MEepeBoJic Ha KOHTPAKTHYH (GOpMy HaiiMa, YCTAaHOBICHHHM HAI0aBOK, OIUIAT, BPEMEHHOM
3aMECTUTENIbCTBE, MPHUCBOCHUU  KBATUM(UKAIMOHHBIX  KaTEropwii, pas3psioB, KJaccos,
MOBBIIICHUH Tapu(HBIX OKIIAJOB, ATUTEIBHBIX (0ojiee Mecsla) CIyKEOHBIX KOMaHAMPOBKAX B
npenenax PecnyOnuku benmapych M 3a rpaHuily, NpeAOCTaBICHUHM COLHUANBHBIX OTIYCKOB,
WU3MEHEHUU (haMUINH, COOCTBEHHOTO MMEHH, OTYeCTBa (€CIM TaKOBOE MMEETCs1) paOOTHUKOB —
75 meT;

O TPEAOCTaBIEHUH TPYIOBBIX OTIIYCKOB, OT3BIBE W3 TPYIOBOIO OTIIYCKa, HAJIOKEHUU
JUCIUIUIMHAPHBIX ~ B3bICKAHWW, Ha3HAYEHUHM JSKYPHBIX, CIY>KEOHBIX KOMaHAMPOBKAaX B
npenenax PecnyOnuku bemapych W 3a  rpaHuily, OKa3aHMM MaTepHaIbHOW ITOMOIIH,
HaIpaBJICHUU Ha MOBBIIIEHUE KBaTU(UKaUKU (MIEPENOArOTOBKY, CTAXXHUPOBKY) — 3 Tofa.

PacniopsiqutensHble  JOKYMEHTBI  OINPEACIICHHOW Pa3sHOBUAHOCTU, PETHUCTPUPYEMbBIE
OT/IEIbHO B COOTBETCTBUU C TpeOoBaHWsMU TmoANyHKTOB 1423 wu 142.4 mnHacTosmien
WNHcTpykuuu, TpynmupyroTCs B OTACTBHBIC JEa.

[IpoTokonbl B aAenax CUCTEMATU3UPYIOTCS IO XPOHOJIOTMH B TOPSAKE BO3pACTaHHS
HOMEPOB.

[11aHbl, OTYETHI, CMETHI, TUTYJIbHBIE CIIUCKU TPYINIUPYIOTCS OTAEIBHO OT PaCUe€TOB K HUM.

[Inanbl 1 OTUETHI TPYNIUPYIOTCS B J€JIa TOTO I'oJia, K KOTOPOMY OHU OTHOCSITCS IO CBOEMY
COIECP)KAHUIO, HE3aBUCHUMO OT BpEeMEHU HuX cocrtaBieHud. Hampumep, mman Ha 2006 rog,
cocraBneHHbid B 2005 roay, uim otyet 3a 2006 rox, cocraBneHHbli B 2007 TO1y, TOIKHBI OBITH
otHeceHbl K 2006 roxy. Ilnanel, paccuuTaHHBIE HA HECKOJIBKO JIeT, OPMHUPYIOTCS B Jieia IO
HAYaJLHOMY TOJIy MIX JIEHCTBUS; OTUYETHI O BBHIIIOJIHEHUH TAKUX TJIAHOB (POPMHUPYIOTCS B JIena 10
NocleAHEMY TO1y IeUCTBHUS IJIaHa.

Jlena ¢ mepenucKoii, MOpy4eHUsIMUA U IOKYMEHTaMU 00 MX BBITIOJTHEHUU (POPMUPYIOTCS 110
BOIPOCHO-JIOTHYECKOMY TMPUHLHUITY, TNPEAYyCMaTPUBAIONIEMY pAaclojoXKeHHe JAOKYMEHTOB B
JIOTUYECKOW TOCIIEIOBATEILHOCTH PEIICHUs] BOMPOCA: MEPBBIM MOMEMIACTCS WHUIIMATUBHBIN
JIOKYMEHT (3aIMpoc WK TMOPYYCHHE), 32 HUM — TOKYyMEHT-OTBET.

JIOKyMEHTBI JIMYHOTO Jejla CUCTEMAaTHU3UPYIOTCA B TMOPSAIKE, YCTAHOBJICHHOM aKTaMU
3akoHo1aTtenscTBa PecyOnuku bemapyce.

OOparmennst TrpaXaaH, B TOM YHCIE WHIWBHUIYaIbHBIX NpPEANPUHUMATENCH, U
IOPUAMYECKUX JIUI] U JOKYMEHTBI, CBSI3aHHbIE C HMX pPACCMOTPEHUEM, TPYHNIUPYIOTCS B
CaMOCTOSITENIbHBIC Jefla U CUCTEMATU3UPYIOTCS B XPOHOJIOTUYECKOM HIIH al()aBUTHOM TMOPSIKE.
OOparienust rpaxaaH, B TOM YHWCJI€ WHAUBUAYAIbHBIX MpEeNNpUHUMATENCH, U IOPUIUIECKUX



UL,  COJEp)Kallue  IPEMIOKEHUS 10  YIYYIICHHIO  JEATCIBHOCTH  OpraHU3alMi,
WHIVBUAYAJIBHBIX MPEANPUHAMATENECH, COBEPIICHCTBOBAHUIO IIPAaBOBOTO  PEryJIMpPOBaHUS
OTHOILIEHH B rOCYIapCTBEHHON 1 OOIIECTBEHHOM )XKU3HU, PELICHHUIO BOIPOCOB SKOHOMHYECKOMH,
HOJUTUYECKOM, COLUAIBbHOW U Jpyrux cdep AeATENIBHOCTH TocCyJapcTBa M OOILIECTBa,
IpyNIupyroTest oTAeabHo. Kaxknoe oOparienre 1 JOKyMeHTHI, CBSI3aHHBIE C €r0 pACCMOTPEHUEM,
COCTaBJIAIOT B JI€J€ CAaMOCTOSTENbHYI rpynmy. IloBropHble oOpalieHuss M JOKYMEHTHI,
CBSA3aHHBIE C X PACCMOTPEHHUEM, CUCTEMATU3UPYIOTCS B J€JI€ BMECTE C IIPEABIIYIIMMHU.

JIuneseple cYeTa TIPYNIUPYIOTCS B CaMOCTOSITENIBHBIE Jelda B IpeAelax roxa u
CHCTEMaTH3UPYIOTCA 10 andaBuTy haMuiInii.

I'JTABA 12
IKCIHEPTU3A HEHHOCTHU JOKYMEHTOB

173. DkcnepTr3a LIEHHOCTH JAOKYMEHTOB — 3TO OINPEIEICHHE HCTOPUYECKON, HAyYHOU,
COLIMAIIbHOM, 3KOHOMMYECKOW, ITOJIMTHUYECKOW, KYJBTYPHOM M IPAKTUYECKOM 3HAYMMOCTH
JIOKYMEHTOB C LI€JIbI0 YCTAHOBJICHHS CPOKOB MX XpaHEeHHs U 0TOOpa Ha XpaHEHHE.

174. DxcnepTu3a LEHHOCTH JTOKYMEHTOB B OpraHM3alMM OCYIIECTBISETCS ITOCTOSHHO
nerctBytomed OK. B rocymapCTBEHHBIX OpraHax W HMHBIX OpPraHU3alMsIX, HWMEHOUIUX
NOJUYMHEHHBIE (BXOISIIME B COCTaB, CUCTEMY) OpPraHbl, OpraHU3all{, CO3JAIOTCS MOCTOSHHO
nerctpytomue [[OK.

DK (OK) peiictByeT Ha OCHOBaHMM TOJOXKEHHUS, YTBEPKIAEMOIO PYKOBOJHUTEIEM
opranmzaruu. llomoxkernuss o I1IOK (OK) opranuzamuii, SBASIOMUXCA HWCTOYHUKAMH
KOMIUIEKTOBAHUSI TOCYJAapCTBEHHBIX AapXHUBOB, COIJIACOBBIBAIOTCS C COOTBETCTBYIOIIUMU
rOCyIapCTBEHHBIMH apXHUBaMHU, UHBIX opranu3anuii — ¢ [{OK BelecToAmmux opranusamui.

175. IIDK (OK) co3naercs B cocraBe He MeHee 3 yenmoBek. [Ipeacenmarenem I[[OK (DK)
Ha3HayaeTcs 3aMeCTUTENIb PYKOBOJWTENSI OpraHu3alliH, 4jieHAaMH — PYKOBOAMTEIb CIY>KObI
JOY (mumo, orBerctBeHHOE 32 JI0Y), 3aBeayronuii apxuBoM (JIUI0, OTBETCTBEHHOE 32 ApPXUB)
OpraHu3aIliy, TJaBHBIA OyxrajTtep W Jpyrue HamOosiee KBaTU(PHUIIMPOBAHHBIE PAaOOTHUKU
opraam3aiuu. B cocraB [[OK (OK) opranuzanuu, sBISIOMIEHCS UCTOYHUKOM KOMIUICKTOBAHUS
rOCy/IapCTBEHHOTO apXHBa, MOKET BKIIOYAThCA paOOTHUK COOTBETCTBYIOLIETO apXHBA.
[lepconansusiii coctaB LIOK (OK) yrBepxknaercs nmpuxazoMm (pacrnopsskeHHUEM) pyKOBOIUTENS
OpraHH3aIiH.

176. OcunoabiMu ¢yrKIUsIMEU LIIK (OK) sBrstores:

MIPOBEJICHUE AKCIEPTU3bl LICHHOCTH JOKYMEHTOB U ONpPEIEICHUE CPOKOB HUX XpaHEHUS B
COOTBETCTBUH € 3aKOHOJaTenbcTBOM Pecnyonuku benapyce;

COrJIacOBaHME IMPOEKTOB HOMEHKIATyp [JeJl OpraHu3allii U €€ CTPYKTYPHBIX
NOJIpa3/ieJIEHNH, TUIIOBBIX U IPUMEPHBIX HOMEHKJIATYp J€JI, MHCTPYKLUN IO EI0NPOU3BOJCTBY,
MIPOEKTOB MEpPeUYHEl JOKYMEHTOB C YKa3aHMEM CPOKOB XpaHEHHMs, METOJUYECKUX JTOKYMEHTOB
0 JIEJI0IIPOU3BOJICTBY;

€XKEroJIHbII 0TOOP TOKYMEHTOB Ha XpaHEHHE U YHUUYTOKEHUE;

COTJIaCOBAaHUE OIKCEH JIeJ MOCTOSHHOTO XpaHEHHUs, BpeMeHHoro (cBeime 10 Jer)
XPaHEHUs U MO JUYHOMY COCTaBY;

COIIACOBAHUE AKTOB O BBIJIEICHUM K YHMUTOKEHUIO TOKYMEHTOB M J€JI, HE MOJIEKAILNX
XPaHEHUIO;

NOJATOTOBKA TPEAJIOKEHUH 00 HW3MEHEHMM CpPOKOB XPaHEHHUs OTAEIbHBIX KaTeTrOpHi
JIOKYMEHTOB, YCTaHOBJIEHHBIX 3aKoHOAaTerabcTBoM PecnyOnuku benapych, U BHeceHHe HMX Ha
paccMOTpEHHE OPraHOB apXMBHOTO J€J1a M JEJIONPOU3BOACTBA U FOCYAAPCTBEHHBIX apXUBHBIX
YUPEKICHUH;

OCYILIECTBJIEHUE METOAMYECKOIO0 PYKOBOJACTBA M KOHTpOJIS 3a JeATenbHocThio OK
CTPYKTYPHBIX TMOJpAa3AeiICHU U MOAYMHEHHBIX (BXOISAIIMX B COCTaB, CHCTEMY) OpPIaHOB,
OpraHu3alLui;

INPUHIATHE PELICHU MO BOMpPOCaM COBEPLICHCTBOBAHMS EIOMPOU3BOJACTBA U PabOTHI
apXMBa OpraHU3ally U MOJAUYUHEHHBIX (BXOSIINX B COCTaB, CUCTEMY) OPTaHOB, OPTaHU3ALUH.



177. DK (OK) siBrsieTcst coOBEIIATENIbHBIM OPraHOM, PELICHUs] KOTOPOrO yTBEPKAAIOTCS
PYKOBOJIUTENIEM OPraHU3aLUH.

3acenanus LIDK (OK) u npunnmaemMsie perieHus opopMIISIOTCS TPOTOKOIAMHU.

178. HemnocpenctBeHHbli 0TOOp MOKyMeHTOB HarmonanbHOro apxuBHOro (Qonma
PecnyObnuku benapych Ha XpaHeHHEe B apXMB OpPraHU3allMM U BBIJCIEHHE K YHHUTOXCHMIO
IPOU3BOIUTCS PAaOOTHUKAMM CTPYKTYPHBIX TMOApA3JeNeHU OpraHu3ally, B JESITEIbHOCTH
KOTOPBIX OHU OBUTH 0OPa30BaHHbI.

[IpyHIMIIBI, KPUTEPUM M TOPSINOK IPOBEIEHUS DKCHEPTHU3bl LEHHOCTU JOKYMEHTOB
OTIpeNIeNAI0TCs aKTaMH 3aKoHoaTenbcTBa Pecny6inku benapycs.

179. 1o pe3ynpTaTraM 3KCIEPTU3BI IIEHHOCTH U 0TOOpa JOKYMEHTOB COCTABIISIOTCS OMUCH
JIeJT TIOCTOSIHHOTO, BpeMeHHOTo (cBbiie 10 JIeT) XpaHeHHsI U 10 JMYHOMY COCTaBY, a TAK)KE aKThI
O BBIJICJICHUU K YHHUUYTOKEHUIO JOKYMEHTOB H JI€JI, HE MOICKAIINX XPAaHCHHUIO.

I'JIABA 13
OPOPMJIEHHUE JAEJI

180. Jlena opranuzanuii mojexar oQpOpMICHHUIO NPU MX 3aBEACHUU U 1O 3aBEPUICHUU
JeJIONPOU3BOACTBEHHOr0 rojna. OdopmieHue aea HpOBOAUTCA PaOOTHUKAMHU CTPYKTYPHBIX
NOJpa3JieNIeHu, B KOTOPBIX OHU (POPMHUPYIOTCH.

181. B 3aBUCMMOCTM OT CpPOKOB XpaHEHHS MPOBOAUTCS TOJHOE WJIM YacTUYHOE
odopmIIeHHE AT

YactuyHoMy oopMIIeHHUIO MOJIekKAT BCE Jieia MPU UX 3aBEICHUH B JEJIONPOU3BOJICTBE.
[ToHOMY O(hOpMITEHUIO TTOJIekKAT Jelia MOCTOSHHOTO U BpeMeHHoro (cBbimie 10 er) xpaHeHus
MOCJIe UX 3aBEPIICHHUSI IETOMPOU3BOJICTBOM.

182. Yactuunoe odopmieHHe JAena TpU  3aBEICHHMM B JICJIONPOU3BOICTBE
npexycMaTpuBaeT opopMIIeHHE PEKBU3UTOB OOJIOKKH Jefla B COOTBETCTBUU C HOMEHKJIATYpOi
nen. Ha oGnoxxke nena yka3bIBaloTCs:

HAaUMEHOBAHUE BBIIIECTOSIIENH OpraHU3aIiy;

HAaUMEHOBAHHE OpraHU3aIUH;

HAaUMEHOBAHME  CTPYKTYpHOTO  MojpasfeleHus wWid  GYHKIUM  (HampaBiIeHHS
NeSITeIbHOCTH) OPTaHU3AIMH B COOTBETCTBUU C HOMEHKJIATYpPOU JEeT;

MHJEKC JieJia 10 HOMEHKJIAType J1e;

3aroJIOBOK JIefa;

roJl, B KOTOPOM 3aBOAMTCS JIEJIO;

CPOK XpaHEHUs Jiea.

183. TTomHoe oopmieHue Aena mpeaycMaTpruBacT:

MOJIINBKY WK TIEPEIUIeT JeNa;

HyMEpAIHIO JIMCTOB B JETIE;

COCTaBJICHUE BHYTPEHHEH ONHMCHU JOKYMEHTOB Jieja (B ClIydasiX, OMpEAEICHHBIX MyHKTOM
186 nacrosmeit Uactpykiun);

COCTaBJICHUE JIMCTA-3aBEPUTEIIA JeTIa;

odopMIIeHHE U YTOUYHEHHE PEKBU3UTOB O0JIOXKKH JIEIa;

CHCTEMAaTH3allMi0 JIOKYMEHTOB Jlela B COOTBETCTBUM C TpeOoBaHMAMHU TiaBel 11
Hacrosme Mactpykuuu.

184. [lena, mojexarye moJHOMY O(QOPMIICHHIO, OIIINBAIOTCS HE MEHEE YeM B YEThIpe
MIPOKOJIa B TBEPAYIO O0JIOKKY HIIM MEPEIIETAIOTCS ¢ YIETOM BO3MOXKHOCTH CBOOOHOTO YTEHUS
TEKCTa BCEX JIOKYMEHTOB, JaT, BU3 U PE30JIOUMH Ha HUX. JIOKYMEHTBI, 0(pOpMIICHHBIE HA JIHCTaX
oymaru gopmara A4 B albOOMHOM OPHUEHTAIINH, TTOIIIUBAIOTCS (TIEPETIIIETAIOTCS ) 3a JICBOE TI0JIe
U ckiaapBatoTcs. [lpu moAarotoBke aen K MoAUIMBKE (MEPEIUIETy) METAUTMYEeCKHUE MPEeAMETHI
(OymaBkH, CKOOBI, CKPETIKU U JP.) U3 TOKYMEHTOB YIAJISIOTCS.

Jlena OCTOSIHHOTO XpaHEHUs!, COCTOSIINE U3 TOKYMEHTOB 0CO00H HAayYHO-MCTOPUYECKOH,
XyJ0’KECTBEHHOM M MHOW LIEHHOCTH WJIM He()OPMATHBIX TOKYMEHTOB (UEpPTEKH, PYKOIUCU U
T.J.), XpaHATCA B TAamKax C Tpems KIamaHaMH W 3aBs3KaMU WIH B KapTOHHBIX (yTispax



(kopoOkax).

185. Jluctel B pgene, KpoMe JMCTAa-3aBEPUTENSl JleJla M JIMCTOB BHYTPEHHEW OIUCH,
HYMEPYIOTCSI B TIPABOM BEPXHEM YTy apaOCKUMU IUppaMu YepHBIM TpadUTHBIM KapaHIaIIoM.
Hcnonp3oBaHre YepHUI U LBETHBIX KapaHAalled Ajii HyMepaluu JIMCTOB HE JIOMYCKAaeTCs.
JlucTel BHYTpEHHEH OMUCH JOKYMEHTOB Jejia HyMEpPYIOTCS OTIEIbHO. JIMCTBI KaXA0ro Toma
JieJia HyMEpYyIOTCsl OTAEIBHO.

Cno>xeHHBIH JTUCT pa3BOPAYMUBACTCS U HYMEpPYeTCsl B IPaBOM BepXHeM yriy. JIuct moboro
dbopmara, TOAMUTHIN 32 OMUH Kpal, HyMepyeTcs Kak OJuH JUCT. JIUCT, CJI0KEHHBIHN MOoIaM 1
MOAIMIUTHIN 32 CepeIMHY, HyMEPYETCs KaK J[Ba JUCTA.

Yeprexu, nauarpammbl, Qororpadumn wu  apyrue  crnenuPpuUYecKue  JTOKYMEHTHI,
NPECTaBIISIONINE CAMOCTOSATENILHBIN JIUCT B Jeie, HyMEPYIOTCS Ha 00OPOTHOM CTOPOHE B JIEBOM
BEPXHEM YTIIy.

JIuct ¢ Harmyxo HAKJIECHHBIMH JOKyMeHTaMu (doTorpadusMu, BEIPE3KaMH, BEITUCKAMU U
T.I.) HyMepyeTcsi Kak OJUH JHUCT. JOKyMEHTbI, MOJAKJIEEHHBIE OJIHUM KpaeM, HyMepyoTcs
OTJIENBHO.

JIOKyMEeHTBI, KOTOpble HEBO3MOKHO MOJIIUTh B JI€TI0, BKJIA/IbIBAIOTCS B KOHBEPT, KOTOPBIN
MNOJLIMBAETCS B J1€710. BioXkeHus: HyMepyroTCsl OTAEIbHO OT KOHBEPTOB: BHAaYaJle HyMEpyeTcs
KOHBEPT, a 3aTe€M OYEPETHBIM HOMEPOM Ka)kJ10€ BIIO)KEHHE B KOHBEPTE.

[MoamuTeie B 1e/I0 JOKYMEHTBI C COOCTBEHHOW HyMepalueil JINCTOB (BKJIOYAst IMeYaTHBIE
W3IaHusI) HyMepyroTcs B oOmiem mopsiake. CoOCTBeHHass HyMmeparusi COXpPaHSeTCs, €Cld
MMEIOLINI €€ JOKYMEHT COCTaBJISIET OTAEIBHOE JEIIO.

[Tpu Hanuuuu OOJBIIOTO KOJIMYECTBA OMIMOOK B HyMEpalMH JMCTOB Jieja MPOBOJUTCS HX
NEpEeHyMEpaLys: CTapblii HOMEp 3a4EPKUBACTCA OJHOW HAKIIOHHOM YEepTOW, PsIOM CTaBUTCS
HOBBIH HoMep Jucta. Eciam oOHapykeHHble OIIMOKM B HyMEpallMd HE3HAUYUTEIbHBI, TO
UCIIOJIB3YIOTCSL TUTEPHBIE HOMEPA JTUCTOB.

Hanpuwmep: 15a, 156

186. K memam, yd4eT KOTOPBIX BBI3BIBACTCS CHEIU(PUKON TOKyMEHTAIuu (0CO00 IICHHEIE,
cyneOHble, CIeICTBEHHBIE, TNYHbIE JeNa, Jena, chopMupoBaHHBIE 110 BUJAM U Pa3HOBUIHOCTIM
JIOKYMEHTOB, 3aroJIOBKM KOTOPBIX HE IMOJHOCTBIO PACKPBIBAIOT KOHKPETHOE COJEp>KaHUE
JIOKYMEHTOB JIeJla), COCTaBJSeTCs] BHYTPEHHSSI OMUCh JOKYMEHTOB Jenia Mo (opMe COrjacHo
npuIoKeHuto 13.

Bo BHyTpeHHel omnucu yKa3blBaloTCA MOPSIAKOBBIE HOMEpa IJOKYMEHTOB B Jelie, JaThl,
WHJICKCBI, 3arojOBKH JOKyMEHTOB M HOMEpa JIMCTOB, HAa KOTOPBIX PACIOJNIOKEH KaXKIbIN
TOKyMeHT. Bo BHyTpeHHeW omucu [l ¢ paclopsiAUTEIbHBIMUA JTOKYMEHTaMU 10 JUYHOMY
COCTaBy B KAaueCTBE 3aroJioBKa yKa3bIBAIOTCS MPEANHCHIBAEMbIC ACUCTBUS (TIpUEM, MEPEBO/,
YBOJIbHEHHE W Jp.) C yKazaHueMm (aMuiInid, COOCTBEHHBIX HMMEH, OTYECTB (€CJIM TaKOBBIC
UMEIOTCS1) KOHKPETHBIX PaOOTHUKOB. Eciu B OHOM pacropsiiuTeTbHOM JOKYMEHTE 110 JIMYHOMY
COCTaBY COJEPKUTCA HECKOJBKO JACHCTBHH, KaXKI0€ U3 HUX OTPAKAETCS BO BHYTPEHHEH OIMUCH
MOJI CAMOCTOSITEIbHBIM MOPSIKOBBIM HOMEPOM.

BHyTpeHHsiE omuch JAOKYMEHTOB JIMYHOIO JieJla COCTaBIIETCS B MpOIECCe BEIACHHS
JUYHOTO Jiena. Ecu HeCKONbKO JIMYHBIX JIENT YBOJICHHBIX PAOOTHHKOB MOALIUTO (TIEPEIIETEHO)
B OJHO J€J0, KpOME BHYTPEHHUX ONHCEH KaXKIOro Jejla COCTABIAETCA OMOJHUTENbHAs
BHYTPEHHSISI OTMCh BKJIFOUEHHBIX B HETO JIMYHBIX JIE.

B KoHIle BHYTpEHHEW OMNUCH JI€JlaeTCsl WTOroBasi 3aluCh, B KOTOPOM YKa3bIBACTCS
mudpamMu ¥ MPOMHUCHIO KOJWYECTBO BKIIFOYECHHBIX B JIEO JOKYMEHTOB M KOJMYECTBO JIHCTOB
BHYTPEHHEHN OMUCH.

BuyTpeHHssT ONUCh MOJNMUCHIBAETCS COCTABUTENEM C  YKa3aHUEM  JOJKHOCTH,
pacm@poBKU MOAMKMCH, JaThl COCTABIICHUS U MTOMEILaeTcsl B Havae fena. Eciau aeno moamuro
(meperuiereHo) 6e3 BHYTpEHHEH OIMUCH, COCTABIIEHHAs MO YCTAaHOBIEHHOW (hopMe BHYTPCHHSIS
OIHCH MOJIKJIEUBAETCS K BHYTPEHHEH CTOPOHE O0JI0KKHU Jena.



W3menenust cocraBa JOKYMEHTOB Jelia (M3bATHE, BKJIIOUYEHHE IOKYMEHTOB, 3aMeHa HX
KONUSIMU U Jp.) OTpakaloTcs BO BHyTpeHHel omucu B rpade «lIpumedanue» co cchlIkaMu Ha
COOTBETCTBYIOIIME akThl. IIpy HEOOXOJMMOCTH COCTaBISIOTCS HOBBIE HMTOTOBas 3allUCh K
BHYTpPEHHEH OIMUCHU U 3aBEpUTEIbHAS HA/IMUCh.

187. Jlng ydera KOJIMYECTBA JIUCTOB B Jeje, (PUKCAIIMA OCOOCHHOCTEH MX HyMEpaluu U
(U3NYECKOTO COCTOSIHUSI COCTAaBJISIETCSl 3aBEpUTENIbHAS HAJMUCh. 3aBEpUTENIbHAS HAJIUCh
COCTaBJIIETCSI HA OTAEIBHOM JIUCTE-3aBEepUTeNe Jeia 1o (opMe COrIacHO MPUIIOKEHHIO 14 u
nmoMeriaercsi B KoHIe jaena (Toma, yactu). Ecam gemo moammuTo (mepersieTeHo) Oe3 JucTa-
3aBEpPUTENS, COCTABJICHHBIM IO YCTaHOBIIEHHOW (opMe IHUCT-3aBEpPUTENb IOJAKICHUBACTCA K
BHYTpPEHHEN CTOpOHE O0JI0KKH JAena.

B 3aBepurenbHOM Hammucu 1HM@paMu M OPOMHCHIO  YKA3bIBAIOTCS  KOJUYECTBO
IPOHYMEPOBAHHBIX JINCTOB, KOJIMYECTBO JIMCTOB BHYTPEHHEH onucH (IpU ee HAIU4YuK), HaJu4ne
JUTEPHBIX U MPOMYIIEHHBIX HOMEPOB JIUCTOB, HOMEPA JINCTOB C HaKJICeHHBIMU (hoTOrpadusiMu u
JOKYMEHTaMHU (3a UCKJIIOYEHHUEM JIMYHBIX JIeJT), HOMEpa KOHBEPTOB C BJIOKEHUSMHU U KOJIUYECTBO
BJIOKEHHBIX B HHUX JHCTOB. KOIMYECTBO JHMCTOB BHYTPEHHEH ONHCH YyKa3bIBaeTCs B
3aBEPUTEIILHON HAJITMCH TIOCIIe 00IIEero KOJIWYECTBA JTUCTOB JIefia Yepe3 3HaK «+» (TUTroC).

3aBepuTeNbHAs HAIMHMCh TOANUCHIBACTCS COCTABHTENEM C YKa3aHUEM JIOJDKHOCTH,
pacmu@poBKY MOAMUCH U 1aThl COCTABICHUSI.

[Ipu nepeHymeparuu JUCTOB B KOHILIE JIeJIa COCTABISETCS HOBAs 3aBepUTENbHAs HAAIKUCH,
cTapasi HaANKCh 3a4€PKUBACTCS, HO COXPAHSIETCS B Jeie.

188. O610kKH 1€ 0POPMIIIOTCS 1O (popMe COrsIacHO MPUIIOKEHUIO 15.

[To oxOHYaHWU AETONPOU3BOJICTBEHHOTO Tr0Jla PEKBH3UTHI OOJOXKEK JAeJ, MOAJIeKAIIUX
HOJTHOMY O()OPMIICHHIO, YyTOUHSIOTCSI:

Opyu W3MEHEHMM HaWMEHOBAHMS BBINIECTOSALICH OpraHu3alyy, OpraHu3alud WU
CTPYKTYPHOTO TOApa3JeNeH s, MPH Mepetade fefia B APYryl0 OpraHU3alyio UK CTPYKTYpHOE
nozipaszziesieHue B nepuoja GopMUPOBAaHUS Jiefia Ha 00JI0KKE YKa3bIBA€TCsl HOBOE HAaMMEHOBAaHUE
(cBepxy), a MpeKHee 3aKIII0YAETCs B CKOOKH;

B 3aroJIOBKax JeJI C pacHopsSAUTENbHBIMU JTOKYMEHTAMHU, MPOTOKOJIAMHU, COCTOSIIIMX W3
HECKOJIbKMX TOMOB, YKa3bIBaIOTCSl MX HOMEPA;

Ha O0JIOKKE Jiea MpoCcTaBisieTcs aTta faena (KpailHue JaThl JOKYMEHTOB, BKIIIOUEHHBIX B
JIeJ0);

€CJIM B JIEJIO BKJIIOYEHBI JOKYMEHTHI 3a Oojiee paHHUN Mepuol, 4yeMm roj GopMupoBaHUs
Jiena, TO MOJ AaTOH Jiena JenaeTcst oTMeTka «VIMeroTest JOKyMEHTHI 3 ... TOJ(bl)»;

U3 JINCTa-3aBEpUTEIIS Ha OOJ0XKKY Jieja BBIHOCUTCS KOJIMYECTBO JINCTOB B JIEIIE;

IpY BHECEHUH Jiefla B CBOJHYIO ONUCh B COOTBETCTBHHM C TpeOoBaHUsAMHU IyHKTa 204
HacTosmier MHCTpyKImyu Ha OOJIOKKE Jeina MpOCTaBisieTcss apXuBHBIM mudp (Homep ¢doHa,
OTIMCH U JIeJIa 110 OIKCH).

Jata Ha O0OJOXKe nema oOo3Havaercss apaOckumu mmdpamu. [laTel gen ¢ TutaHamw,
OTYETaMH, INTATHBIMU PACMUCAHUSMHU, JIMYHBIMA KAPTOYKAMU YBOJIEHHBIX DPaOOTHUKOB,
JUIEBBIMU CUETaMH, JieJ, CHOPMHUPOBAHHBIX M3 HECKOJbKUX JIMYHBIX JEJ YBOJIEHHBIX
pabOTHHKOB, M JIeNI, COACPKAIIUX OJWH JOKYMEHT, BKJIIOUAIOT TOJIbKO rof. Kpaitnumu maramu
JUYHOTO JieNla SBJISIOTCS JaThl MPUKA30B O MpPUEME U YBOJbHEHUU PAOOTHHKA, HA KOTOPOIO
3aBE/ICHO JIEIO.

B BepxHeil wactu 0070KeK €71 TOCTOSHHOTO XpaHEHWs, MOAJIeKAIlUX Iepefade B
TOCYIapCTBEHHBIA apXWB, NPEIyCMAaTPUBACTCS MECTO JJIs yKa3aHUsS HAaUMEHOBAaHUS
COOTBETCTBYIOILIETO FOCYAaPCTBEHHOI'O apXHUBA.

Haanmucun ©Ha 00NOXKKax JAenaroTcs YEeTKO CBETOCTOMKMMM YEpPHWJIAMM, TYIIBIO WM
MIapUKOBOM  pydkoil. JlomyckaeTcss odopMiaeHHE PEKBHU3UTOB OOJOXKH C  IOMOIIBIO
TEXHUYECKUX CPEJICTB HAa OTJCIILHOM JIUCTE C MOCTeTyIONIei HaKIeHKON ero Ha 00JIOXKKY Jiena.

189. Jlena BpemenHoro (o 10 meT BKIIOYMTENBHO) XpaHEHHs TOCIE 3aBEpPIICHUS
JIeNTOTIPOU3BOJICTBOM ~ OCTAIOTCS  YAaCTUYHO O(OPMIICHHBIMU: JIOKYMEHTBl ~XpaHATCS B
CKOPOCIIMBATENAX, JIUCTHI HE HYMEPYIOTCs, IepecucTeMaTH3anus [OKyMEHTOB B Jelie He



MMPOBOAUTCS, BHYTPCHHUC OITMCHU U 3aBCPUTCIIbHBIC HAAIIMCHU HEC COCTABIIAIOTCH.

I'JIABA 14
COCTABJIEHUE ONIMCEM JEJI

190. Onuce nen — apXUBHBIN CIIPABOYHUK, COJEPKAIUNA CUCTEMATU3UPOBAHHBIN NIEpEeYEHb
3aroJI0BKOB JIeJ, MpEeAHA3HAYEHHBIN JJI1 PacCKpBITHS COCTaBa M COJEPKAHMS /e, UX ydeTa U
CUCTEMAaTHU3al1H.

191. Onucu cocTaBisIIOTCS €KErOJHO Ha Jela, 3aBEpIICHHBIEC JEIONPOU3BOJICTBOM, CPOK
XpaHeHHs KOTOpbIX mnpeBbimaer 10 jer. Omnucu Aen COCTaBISIIOTCS OTJAEIBHO Ha Jiena
MOCTOSTHHOTO, BpeMeHHOro (cBoimme 10 Jier) XpaHeHUs, TO JUYHOMY COCTaBy, Jela CO
CHeIMalIbHOM TOKyMEHTaluel (HaydyHble OTUEThl [0 TeMaM, CyeOHbIe U CIICACTBEHHbIE Jieia U
T.IL.).

192. Onucu nen COCTaBISIIOTCA B CTPYKTYPHBIX ToJpasfeicHusx (B OECCTPYKTYPHBIX
OpraHm3alusax — pabOTHUKAMH, OTBETCTBEHHBIMH 3a COOTBETCTBYIOLIUE HAIPaBICHUS
JIESATETLHOCTH WJIM BBITTOTHEHHE (YHKIIUN) (ajiee — OMUCH JeNT CTPYKTYPHBIX MOJIpa3IeicHIi)
U B apXMBE OpraHu3alnu (Janee — CBOAHBIE ONUCH JIE).

193. B CTpYKTypHBIX MNOAPA3ACICHUAX OIMMCHU JIeJl COCTABJISIOTCA MOJ METOJUYECKUM
PYKOBOJICTBOM apXHBa OpraHU3alliy Mo (hopMe COTIacHO MPUIOKEHUIO 16.

194. Onricu ien CTPYKTYPHBIX MOJpa3eieHUI TOJDKHBI OBITh COCTABJICHBI U O(YOPMIICHBI
B YCTaHOBJICHHOM MOpsAKe He mo3aHee 31 mexabps rona, CIEIyIOIIEro 3a TOJ0M 3aBEpIICHUS
JIeNl J1eJI0NPOU3BOJICTBOM, M NPEICTABICHBI B apXUB OpraHU3alMd B TEUEHHE CIIETYIOIIEro
JIeIONPOU3BOJICTBEHHOTO Toja. OTBETCTBEHHOCTh 32 CBOEBPEMEHHOE M KaueCTBEHHOE
COCTaBJICHHME OMNHUCEeH JeNl CTPYKTYpPHBIX TMOJpPA3AeICHU HECyT pPYKOBOJUTEIH ITHX
nosipaszzeneHuii (pabOTHUKH, OTBETCTBEHHBIC 32 COOTBETCTBYIOIINE HAIIPABICHHUS ICITEILHOCTH
WJIU BBITIOJTHEHNE (DYHKITHIA).

195. Ilepen BHECEHHEM 3aroJIOBKOB JEJI B OMUCHh MPOBEPSETCS COOTBETCTBUE KOJIUYECTBA
JIeJI, BHOCUMBIX B OMNHCh, KOJUYECTBY 3aBEJEHHBIX €Nl M0 HOMEHKJAType JAeNl OpraHHu3alu,
MPOU3BOJAUTCS MOJUCTHBIA TpocMoTp Aen. [Ipu mpocMmoTpe nena mpoBepsieTcsi COOTBETCTBUE
3aroJioBKa Jieja COAEp KaHUI0 JOKYMEHTOB B Jielie, MPaBUILHOCTh O(OPMIIEHUS! U TPYNIUPOBKU
JIOKYMEHTOB, BKJIFOUEHHBIX B JI€J0, KQU€CTBO MOJIIMBKU WIM MEperJieTa, HyMepauus JIMCTOB
Jena, HajduyMe U TNpaBUIbHOCTh OGOpMIIEHHS BHYTpEHHEH omucH Jena B ciaydasx,
ompesieNieHHBIX MYHKTOM 186 Hactosmieir MHCTpyKIuK, HATMYKe U MPaBUILHOCTh OopMIteHuUs
3aBepuTeNbHON Haanucu. OOHapyKeHHbIEe HapylIIEHUS! YCTAaHOBJIEHHBIX MpaBUi GOPMHUPOBAHUS
1 opopMITeHUS JeNT yCTPAHSIIOTCS B CTPYKTYPHBIX TOIPa3ACICHUSX.

[Ipu orcyrcTBUM  J1€d, UHCISIIMXCS 1O  HOMEHKIAType Jel, CTPYKTYpHBIM
noJipa3eliecHneM MPUHUMAIOTCS MEPBI M0 UX po3bicky. OOHapyKEHHBIE JieNa BKIIOYAIOTCS B
onuch. Ecnu mouck oxazancs 6e3pe3yinbTaTHBIM, TO Ha OTCYTCTBYIOLIWE Ji€Ja COCTaBIIsETCS
CIpaBKa C H3JIOKEHUEM NpPUUMH MX OTCYTCTBUA. CripaBKa MOAMHUCHIBAETCS PYKOBOJIUTEIEM
CTPYKTYpHOTO  mojpasfeneHus (paOOTHHUKOM, OTBETCTBEHHBIM 3a  COOTBETCTBYIOIEE
HaTPaBIICHUE JIEATEIBHOCTH WJIH BHITIOTHEHHE (QYHKIIUN) U MEePEIaeTCss BMECTE C OMHUCHIO NI B
apXuB OpraHHU3aIiH.

196. Ilpu cocTaBieHHMH ONUCH [N CTPYKTYPHOTO MOJApa3ieieHus COOII0Aa0TCs
ciemyromye TpeOoBaHus:

KaX70e Jel0 (TOM, 4YacTh) BHOCHTCS B OIKCh MMOJA CAMOCTOSTEIbHBIM MOPSIKOBBIM
HOMEpPOM,;

MOPSIIOK HyMEpaluu JeJ B OMUCH — BaJIOBOU;

3aroJIOBKH JIeJ1 BHOCSITCSI B OTUCh B COOTBETCTBHHU C MIPUHATON CXEMOM crcTeMaTU3alliy Ha
OCHOBE HOMEHKJIATYpPhI J1€1;

rpadbl OMUCH 3aMOJHAIOTCS B TOYHOM COOTBETCTBUU C TEMHU CBEICHUSMH, KOTOPHIE
BBIHECEHBI Ha 00JIOKKY JIeTa;

IIPU BHECEHUH B OIUCH MOAPSA] HECKOIBKUX e ¢ OJUHAKOBBIMU 3ar0J0BKaMH 3aroJIOBOK
MEPBOrO JieNla YKa3bIBaeTCsl IOJHOCTBIO, a 3aroJIOBKH MOCIEIYIOMUX el 0003HAYaloTCs



cinoBamMu «To >ke», MpU ATOM JAPYyrUe CBEJACHUS O JeNlaX BHOCITCS B OMKCHh TOJHOCTHIO (HA
Ka)XKJIOM HOBOM JIMCTE OTIMCH 3ar0JIOBOK JIeja BOCTIPOU3BOUTCS MMOJTHOCTHIO);

nepexoJsiue /eia, coJepKallue JOKYMEHThI 3a HECKOJBbKO JIET, BKJIIOYAIOTCS B OMUCH
JIeT TI0 TOY 3aBEACHUSI; MPU COCTABJICHUU OMUCEN J€ MOCIEAYIOMNX JET, B TECUCHUE KOTOPHIX
dbopMUpOBaHHE MEPEXOAANIUX el ObLIO MPOJOJDKEHO, B HUX 3a TOCJICIHEH OmMmHMcaTelbHON
CTPOKOM Ka)kKJO0T0 rojia AENaroTCsl CChUIKM Ha HOMEpa e MO OMUCH TOrO rojia, B KOTOPYIO 3TH
MEPEeXOIAIINE J1ea ObLTU BKIIOUYCHBL;

Hanpumep:
JoxymenTst 3a 2006 rox cM. Taxke B ortucu Ne 3/2005 3a 2005 rox, nenma Ne 5, 7, 15.

rpada ommcu «lIpuMeuanue» ucHoOIb3yeTCs s OTMETOK O Tepefade JAell B apXuB
OpraHMW3aly, O JAeNaxX, NPUHATBIX W3 APYTUX CTPYKTYPHBIX TOJpa3AeliecHud B TEUCHUE
JIETIOTIPOU3BOJICTBEHHOTO T'0/1a, 00 0COOCHHOCTAX (PU3UIECKOTO COCTOSIHHS I U T.11.

197. Onucu nen CTpyKTypHBIX NOJpa3felieHud HMMEIT MNopsakoBble Homepa. Homep
OIKMCHU COCTOMUT U3 MHJEKCA CTPYKTYPHOIO MOAPAa3IeiIeHHs 0 HOMEHKIIAType JIeJl OpTaHu3alki,
roja, 3a KOTOpBIM Jieja BKJIIOYAIOTCS B omuch. K HOMepy omucHu Jiea Mo JIMYHOMY COCTaBy
nobapisieTcsi OyKBeHHOE O0O3HAaUEHHE «IC», a K HOMEpPY ONMHUCH JieJ BpeMeHHOTO (cBhime 10
JIET) XpPaHEHUS — «BY.

198. B koHIle onucH J1ed CTPYKTYPHOTO TMOApa3zeiieHHs (3a MOCIeAHEH omucaTeIbHON
CTPOKOH) COCTaBISIETCS WTOTOBas 3alUCh, B KOTOPOW MH(PpaMU M TPOMUCHIO YKa3bIBACTCS
KOJIMYECTBO JeJ, BKJIIOYEHHBIX B OMNKCh, NEPBbI W TMOCIEIHUN HOMepa Jied IO OIHCH,
OTOBAPHBAIOTCA 0COOEHHOCTH HyMEpaluy el B OnUcH (JIMTEpHBIE U MPOMYIICHHBIE HOMEPA).

199. Omnwmce nen CTPYKTYpHOTO TMOApPa3/eNCHHUs] MOANUCHIBACTCS COCTABUTEIEM C
yKa3aHWeM JOJDKHOCTH, pPAacIIM(GPOBKH TOIIMUCH M JaThl COCTaBJICHHS, COTJIACOBBIBACTCS
pykoBoauTtenem ciyx0b1 JIOY opranuzanuu, K cTpykrypHOTro nojapasaeneHus (pu HATHYWHN )
Y YTBEP)KJIAETCSl PYKOBOJUTEIEM CTPYKTYPHOI'O IIOJIpa3eIICHUSI.

200. Onucu gen CTPYKTYPHBIX MOAPa3IeICHU COCTABIISIIOTCS B ABYX AK3EMIUISIpax, a Mmpu
Hamnuun OK  cTpykTypHOro mnopgpasaeneHuss — B Tpex. OIMH DK3EMIUIIp OCTaercs B
CTPYKTYpPHOM TOJIpa3JeIeHUH, BTOPOW TMepedaeTcs B apXWB BMECTE C JejaMH, TpeTui
NOJLIMBAETCS K NPOTOKOIY 3acenanus JK.

201. Ha oGnokax 11e, BHECEHHBIX B OIUCH JIeJ CTPYKTYPHOTO MOIPA3CICHUS, MITKAM
YEpHBIM TpapUTHBIM KapaHIAIIOM MPOU3BOAUTCS BPEMEHHAS IH(PPOBKA Je]I B COOTBETCTBHUH C
OIHCHIO JIeJ CTPYKTYPHOTO MOIpa3 iesiCHusI.

202. Ilo omucaM nAen CTPYKTYPHBIX IOAPA3JEICHUN JOKYMEHTHI CHAIOTCS B apXHB
opranu3anuu. Ha ocHOBe omucel Aen CTPYKTYPHBIX MOApa3/eICHH B apXWBE OpraHU3aliH
COCTaBJISIIOTCS TOJOBBIE PA3/A€Ibl CBOAHBIX OIUCEH JEI.

203. Tlpy HanmWuuu B OpraHU3alMKM OOIIECTBEHHOW opraHu3anuu (mpodeccHoHaTbHOTO
COI03a U JIp.) €€ JOKYMEHTHI BKIIIOYAIOTCS B OTACIBHYIO OINHUCH /I, COCTABIIEMYIO 10 (Gopme,
YCTAaHOBJICHHOW IS ONMHCEH JeN CTPYKTYPHBIX Tmojpa3acieHuidt. Jlema oOmecTBeHHOM
OpraHu3aly MEePeAatoTCs B apXUB OpPraHr3alii B MOPsJIKE, YCTAHOBICHHOM JUJIs Tepeaadn Aell
CTPYKTYPHBIX MOJIpa3eIeHui, U BKIIOYAIOTCSI B TOJIOBBIE pa3zesibl CBOJHON OMKCH JIEI.

I'JIABA 15
IHEPEJJAYA JEJI B APXUB OPI'AHU3ALIUU

204. [lena nocTOSIHHOTO, BpeMEHHOTro (cBbliie 10 j1eT) XpaHeHUs U 110 JINYHOMY COCTaBy
HoJyIeXkaTr nepeaaye B apXuB OpraHUu3aliy.

Jlena n0KHBI OBITH TMEepelaHbl B apXUB OPraHU3aIllMN U BKIIIOYEHBI B CBOAHYIO OIHCH JIEI
(ro10BOH pazfen CBOJHOM OIMUCH JeJ1) N0 MCTEUYEHUH rojla, HO HE MO3JHee JBYX JIET MOcie MX
3aBEPLICHMS 1€JI0IPOU3BOICTBOM.

[lepenaua nen B apXWB OpraHU3alMM OCYILECTBIISIETCS IO OMMCAM JEJl CTPYKTYPHBIX
NOJpa3/IeIeHUil, COCTaBIIEMbIM B COOTBETCTBHUH C TpeOOBaHMAMM TJaBel 14 HacTosmen



HNuctpykuuu.

205. [ena Bpemennoro (o0 10 meT) xpaHeHUsI B apXUB OPraHU3allUK HE MepeaaloTcs U 1Mo
MCTEUYEHUHU CPOKOB BPEMEHHOI'O XpaHEHUs IOJUIeKaT YHUUTOXKEHMIO. [lepenaua nen BpeMEHHOTO
(o 10 ;meT) XpaHEHHUS B apXUB OpPraHU3allMM JOMYCKAEeTCAd B HCKIIOUUTENbHBIX CIIy4asx I10
PELICHNI0 PYKOBOAUTENS oprann3zauu. [lepenaya Takux nena B apXUB MOXKET OCYLIECTBIISITHCS
10 COIVIACOBAHMIO C APXHWBOM OPraHHU3alMy 10 HOMEHKJIATYpE JIedl.

206. [lena mepenaroTcs B apXuB opraHuzauudu mo rpaduxy. ['paduk cocraBisercs
3aBElyIOIIMM  apXMBOM  (JIMIIOM, OTBETCTBEHHBIM 32 apXuB), COIJIACOBBIBAE€TCA C
PYKOBOJIUTENSAMU CTPYKTYPHBIX [TOAPA3JEICHUN U YTBEPKIAETCSI pyKOBOJIUTEIEM OpraHU3aliy.

[Ipu npueme-miepenaye Aen B apXuUBe MPOBEPSETCS MNPAaBUIBHOCTH (DOPMHpPOBAHUS U
oopmieHus naeda, COOTBETCTBHE KOJIMYECTBA €N, BHECEHHBIX B OINHUCH JIEJI CTPYKTYpHOTO
MO/ApAa3/IeNCHNs], KOJIMYECTBY JeJI, 3aBEACHHBIX B COOTBETCTBMM C HOMEHKJIATypoOul Jel
opraHu3ani. BbpIABICHHbIE TIpU TPOBEPKE HENOCTATKU YCTPAHSIOTCS pPaOOTHUKAMH
CTPYKTYPHBIX MOAPA3ACIICHUM.

Jlena mepenaioTcs B apXWB OpraHU3allMd B TPUCYTCTBHM PAOOTHHKA CTPYKTYPHOTO
nonpaszzeneHus. B oboux sk3emiuisipax onmucH B rpade nmpuMedaHue KakJoro 3arojoBka jena
IPOCTABISAIOTCS OTMETKM O HAJMYUM JIeNl. B KOHIE KaXJ0To 3K3eMIUIIpa OMHUCU IU(paMu U
MPOMUCKHI0 YKA3bIBAIOTCS KOJIWYECTBO (DAKTUUYECKU TMPUHATHIX B apXWB Jel, Jara HpHeMa-
nepefayn e, HAUMEHOBAaHUS JOJDKHOCTEH, NOJMHCH, pacIIM(pPOBKH MOJNMUCEH JHIla,
nepegaBluIero Jena, 1 padoTHHKA apXuBa (JIUIa, OTBETCTBEHHOI'O 32 apXUB), IPUHSBIIETO JIejIa.

CBepeHHbIE C OIUCHIO JeNia MOOMPAIOTCS M YBA3BIBAIOTCS B ApXUBHBIE CBSI3KU TOJILIMHOM
1m0 20 cm. Jlema ykiambIBaloTCs MO BO3pPAaCTaHHWIO HOMEPOB B ONMUCH Ha o0Oe cTopoHsl. [lema
JOCTABIISIIOTCS B ApXUB PAOOTHUKAMU CTPYKTYPHBIX MO/Ipa3/IeiICHUN.

I'JIABA 16
YHUUYTOXEHUE JTOKYMEHTOB C UICTEKIIMMH CPOKAMU XPAHEHUA

207. OT60p nen K YHUUYTOKEHHUIO OCYIIECTBIISETCS 10 Pe3ybTaTaM dKCIIEPTU3bI IICHHOCTH
JIOKYMEHTOB T10CJI€ TIOATOTOBKH CBOJHBIX OMHUCEH el OCTOSHHOTO, BpeMeHHoro (cBbime 10
JIeT) XpaHeHUs ¥ IO JIMYHOMY COCTaBy M O(OPMIIIETCS aKTOM O BBIJECIIEHUU K YHUUYTOKEHUIO
JIOKYMEHTOB U JIeJl, HE TOAJIeXkKAIINX XPAHEHUIO.

HenocpenctBeHHbIil  OTOOP  NOKYMEHTOB K  YHHYTOXKEHHIO B CTPYKTYPHBIX
NOJPa3JeNIEHUsAX OCYLIECTBIISIIOT OTBETCTBEHHBIE 3a JEIONPOM3BOACTBO Jjuuna. I[Iposepky
MPaBUIILHOCTH Mpou3BeAeHHOT0 oTOopa ocymiectsisier [[OK (OK) opranmusanumu.

208. Jlena BKJIIOYAIOTCS B aKT O BBIACJIEHUU K YHUUTOXEHHIO, €CIIM YCTaHOBJIEHHBIN CPOK
UX XpaHEHUs UCTEK K | stHBaps rofa, B KOTOPOM COCTABIIEH AKT.

209. AKT 0 BBIIETIEHUM K YHUUYTOXKEHUIO TOKYMEHTOB U JIEN, HE MOAJIEKALIUX XPAHEHUIO,
MOKET COCTABJIATHCS KaK Ha JieJla BCEH OPraHM3aliy, TaK U Ha JIeJa OTAEIbHOIO CTPYKTYPHOTO
noapasaenenus. Ha nokymenTsl ¢ otmeTkoi «IIK» cocTaBnsiercss OTAENbHBIN aKT.

210. AKT O BBIJIEJICHUH K YHUUTOXEHHUIO JOKYMEHTOB M JIeJl, HE MOJIEkKAIIUX XPAHCHUIO,
cocTaBiIsieTcs 1o popmMe coryacHo npuiiokenuio 17. B akre yka3pIiBatoTcs:

3aroJIOBKM OTJEJBHBIX JI€]1 WK FPYIIIOBBIE 3ar0JOBKH OJJHOPOIHBIX JEIT;

Hanpuwmep:
[Tnan pabots! otaena nokymeHnToBeaenus Ha 2001 rox
WIN
[Tnanbl paboTHI CTPYKTYPHBIX MO/Ipa3ACICHUN HHCTUTYTA

JlaTa Wid KpaHue J1aThl JE;
Hanpumep:
2001

NI



2001-2005

HOMEpa HOMEHKJIATYp /I, B KOTOPHIX ObUIM YYTEHBI BBIJIENIAEMbIE K YHUUTOXKEHUIO JIeia
WM HOMEpa OMHUCEH el BpEMEHHOTO XPaHEHHUs, B KOTOpPble ObUIM BKIIIOUEHBI BbIIEISEMbIE K
YHUYTOXXEHUIO Jiena (JUId Jed co CpokoM XpaHeHHs Ooiee 10 ser, B TOM 4HCIE MO JUYHOMY
COCTaBY), HOMepa OMHCEW JeNl MOCTOSHHOTO XPaHEHUs, U3 KOTOPBHIX B XOJe UX mepepaboTKu
OTJIENIbHBIE JI€Ia UM JOKYMEHTBI BbIIEIEHBI K YHUUTOKEHUIO;

WHJEKCBI J€J1 10 HOMEHKJIAType AeJ UM HOMEPA JIE] 0 OIUCH;

KOJIMYECTBO e (KaX bl TOM YUUTBIBAETCS KaK OTIEIIBHOE JIEN0);

CPOKHM XpaHEHUs Jesl U HoMepa cTaTel (TyHKTOB) MO MEPEUHSIM.

Hanpuwmep:
5 n., 1. 461

211. AKT 0 BBIIEJICHUM K YHUUYTOXKEHUIO TOKYMEHTOB U JIEN, HE MOAJEKAUX XPAHEHUIO,
MOANKCHIBAETCS JTULOM, IPOBOJMBILNAM JKCIIEPTU3Y LIEHHOCTH JOKYMEHTOB, M PACCMaTPUBAETCS
Ha 3acenanuu [{1OK (OK) oprannsannun o1HOBPEMEHHO CO CBOIHBIMH OIUCSAMU /€.

AKT, COCTaBIIIEMBI B OpraHU3alUM, SIBISIFONICHCS HCTOYHMKOM KOMIIJIEKTOBAHMS
rOCYJapCTBEHHOTO apXHBa, YTBEPXKIACTCS PYKOBOAMUTENIEM OPraHU3allUU MOCE YTBEPKICHUS
COOTBETCTBYIOIIIMM T'OCYJAPCTBEHHBIM ApXUBOM MWJIM CTPYKTYPHBIM HOJpA3JEJICHUEM IO
apxXMBaM U JIEJIONPOU3BOJCTBY 00MacTHBIX (MHUHCKOTO TOpPOACKOTO) MCHOTHUTEIBHBIX
KOMHTETOB CBOJIHOM OIMCH €I IOCTOSTHHOTO XPAHEHUS U COTJIACOBAHUS CBOJIHOM ONUCH JEJ MO
JTUYHOMY COCTABY M aKTa O BBIJCICHUHU K YHUUTOXEHUIO TOKYMEHTOB C OTMETKOM «IITK».

AKT, COCTaBJII€MbI B OpraHU3allMM, HE SBISIIOLIEHCS HMCTOYHMKOM KOMILJIEKTOBAHMS
rOCYJapCTBEHHOT'O apXHBa, HO B JICATEIILHOCTU KOTOPOM 00Pa3yrOTCsl JOKYMEHTBI TOCTOSTHHOTO
XpaHEHHS, YTBEPXKIACTCA PYKOBOAUTENEM oOpraHuzanuu nocie yrBepxkaeHus [IOK
BBIIIECTOAILEH OpraHu3aluu (MpU HAJIMYKMU) CBOJAHOW OMHUCH JIeJ MOCTOSHHOTO XPaHEHUS U
COTJIaCOBAHUS CBOJHOM ONMCH JAEJ MO JUYHOMY COCTAaBY M aKTa O BBIJECICHUU K YHUUTOKECHHIO
JIOKYMEHTOB ¢ OTMETKOM «ITTK».

AKT, COCTaBIII€MbI B OpraHU3allMM, HE SBISIIOLIEHCS HCTOYHUKOM KOMILJIEKTOBAHMS
TOCYJapCTBEHHOTO apXHBa, B JCSATEIBHOCTH KOTOPOIl HE 00pa3yroTcs JOKYMEHTHI TOCTOSTHHOTO
XpaHEHHMS, YTBEPXKAACTCA PYKOBOJAUTENIEM OpraHu3anuu rmnocie coriacoBanusa c¢ [OK
BBIIIECTOALLIEH OpraHu3aluu (MpU HATWYUU) OMUCU [l 1O JIMYHOMY COCTaBy M akTa o
BBIJICJIEHUH K YHUUTOKEHUIO JOKYMEHTOB € OTMETKOU «IITK».

212. OtoOpaHHBIE K YHHYTOKCHUIO U BKJIIOYEHHBIE B AKT JOKYMEHTHI IEpeIaroTCs
OpraHu3aIusaM, BEAlINUM 3arOTOBKOM BTOPUYHOTO ChIpbs. Vcnosib30BaHME 3TUX JOKYMEHTOB
JUI XO3AWCTBEHHBIX HYXJ 3ampenieHo. Cradya JOKYMEHTOB O(GOpPMIISETCS NMPHUEMO-CAaTOUYHOM
HaknagHou. JlaTa caiaun 1 HOMEP HAKJIAIHOW YKAa3bIBAIOTCS B aKTeE.

YHUYTOXKEHHE JOKYMEHTOB, COJEP)KALIUX CBEICHHUS, OTHECEHHBIE B YCTaHOBJICHHOM
MOPSIIKE K TOCYJTApCTBEHHBIM CEKpeTaM, KOMMEPUYECKOW M (MJIM) WHOM OXpaHsSeMON 3aKOHOM
TaifHe, OCYIIECTBIISIETCS B COOTBETCTBUU C 3aKOHOATENILCTBOM PecmyOnuku benapycs.

I'JIABA 17
OIIEPATUBHOE XPAHEHUE JOKYMEHTOB

213. C MomeHTa 3aBElIeHHs] W JIO Tepeadyd B apXWB OpPTaHHM3allid WM YHHUUYTOXKCHUS
IIOCJIE HKCTEYEHHA CpPOKOB BPEMEHHOIO XpaHEHHSA Je€lla XpaHATCI B  CTPYKTYPHBIX
nojapasaeneHusx (y JOIKHOCTHBIX JIHIT) 10 MECTy (OopMUPOBAHUS.

Jlena xpaHsTcst B pabouynxX KOMHATax M (WJIM) CIEIHATbHO OTBEACHHBIX JUIS 3TOM LIEIH
MOMEIICHUSAX B 3amupaeMbix ImKadax, oOOeCMeYMBaOIIMX WX TIOJHYI COXPaHHOCTD,
HpGI[OXpaH}IIOH_[I/IX I[OKYMGHTBI OT IIBIJIN U BOBHGﬁCTBHH COJIHCYHOTI'O CBETa.

214. B nensix MOBBIIIECHUS ONMEPATUBHOCTH MOMCKA JTIOKYMEHTOB J€jla pacrojaratorcs B
mkagdax B BEPTUKATHLHOM IMOJOXKEHUH KOPEUIKaMU HapyXKy B COOTBETCTBUU C HOMEHKIIATYPOU



nen. Ha xoperikax 007105KeK JIeT YKa3bIBalOTCS WHICKCHI 10 HOMEHKIIATYpe.

MaruuTtHble JIeHThI ¢ (OHOrpaMMaMM 3aceJaHHil KOJUJIErMajJbHBIX OPraHOB XPaHATCS B
KOpoOKax y cekperaps KoJIeTHalbHOro oprana. Ha yieHTe u kopoOKke JenatoTcss OTMETKU O JaTe
3acelaHts U BPEMEHHU 3aIUCH.

215. IokyMeHTHI U Jiefia, HaXOSIMecss Ha ONEePaTUBHOM XPaHEHUU, MOTYT BbIIaBaThCS B
MOJIb30BAaHUE B MpEENIax OPraHU3alUU JIPYTUM CTPYKTYPHBIM HOJpa3/IeICHUsM OpraHU3alllH,
CTOPOHHUM OpTraHU3alUsIM U B CIy4asix, ONPENENEHHBbIX ACHCTBYIOIIMM 3aKOHOAATEIbCTBOM,
rpaKJIaHaM.

Brijaua nOKyMEHTOB M /1€l B MOJIb30BAHUE JPYrOMY CTPYKTYPHOMY MOAPA3/IEICHUIO
OpraHu3alu NPOU3BOJINUTCS C Pa3pelIeHUs] PYKOBOJUTENS CTPYKTYPHOTO OAPA3/IEICHNUS.

Brimaua JOKyMEHTOB M i€l CTOPOHHEW OpraHu3alud MPOU3BOAUTCS HA OCHOBAHUH
MACBMEHHOTO 3aIIpoca 3TOM OPraHU3aluy U PE30JTFOLUN PYKOBOIUTENS OpraHU3aliy.

Brimaua [0KYMEHTOB H  JIel TpaxJaHaM OCYIIECTBISIETCS B COOTBETCTBHHM C
3aK0oHO1aTeIbCcTBOM PecmyOnuku benapych.

JIOKyMEHTBI, HAXOMSIIUECS Ha OMEPAaTHBHOM XPAaHEHUU B OPTaHHU3AIUHM, MOTYT OBITh
U3BATHl B XO0JI€ MPEABAPUTEIHLHOTO paccieloBaHusl, Cy/1e0HOro pa3dupaTenbCcTBa, UCIOIHEHUS
peuIeHui OopraHa YroJIOBHOTO MpECIAEAOBaHUS U CyJa IO YrOJOBHBIM JejlaM B TMOPSJKE,
YCTaHOBJIEHHOM 3aKoHO/AaTenbcTBOM Pecny0mnnku benapych.

N3bsiTHE NOKYMEHTOB W3 JIeT MOCTOSIHHOTO XPAaHEHHS MPOW3BOAUTCA C 00sS3aTeIbHBIM
BKJIFOYEHHUEM B JI€JIO 3aBEPEHHON KOIMH U3BSATOrO TOKYMEHTA.

216. [Ins KOHTpOJS 3a BO3BPAaTOM HA MECTO BBIIAHHOTO (M3BATOrO) M3 JieNa JIOKYMEHTa
MOMEIAETCS JINCTOK-3aMECTUTENb, 0hopMiIieMblid TI0 (popme cormacHo npriioxeHuto 18. Jlns
KOHTPOJISI 32 BO3BPATOM JIEJI COCTAaBJISIETCS KapTa-3aMeCTUTENb Jena, odopmisiemas mo ¢opme
COTJIACHO MPUJIOkKEHHIO 19.

I'JIABA 18
OCOBEHHOCTH PABOTbHI C JOKYMEHTAMM B 3JIEKTPOHHOM BHU/IE

217. JIOKyMEHTBI B OJJICKTPOHHOM BHJI€, NOJJUHHOCTH M IIEJIOCTHOCTh KOTOPBIX
yIIOCTOBEpEHA B YCTAHOBJIICHHOM MOPSAKE, B TOM YHCIE MPU MOMOLIM 3JIEKTPOHHON HU(pOoBOii
nognucu (manee — OLUII), npupaBHUBAIOTCS K JOKYMEHTaM Ha OyMaXHOM HOCHTEJeE,
YIIOCTOBEPEHHBIM B YCTAHOBJICHHOM IOPSIZIKE, €CIIM 3aKoHOoAaTenbcTBOM Pecny6onuku benapych
HE YCTaHOBJIEHO MHOE.

218. ®dopmarbl JAOKYMEHTOB B JJICKTPOHHOM BHJE, a TaKXE€ BHUIbl HCIIOIb3YEMbIX
MaTCpHAJIbHBIX HOCUTeNeH AL UX XpaHCHUA OHNpPCACIIAIOTCA opraHmauHeﬁ, €ClIi UHOC HC
YCTaHOBJICHO 3aKOHOAaTeIhCTBOM PecryOmmku benapych.

OpI‘aHI/ISaHI/IH, ABJIIOINHUCCA UCTOYHUKAMHU KOMIUICKTOBAHUA TOCYNAaPCTBCHHBIX apXHWBOB,
COTJIACOBBIBAIOT  HCMOJb3yeMble  (QopMaThl  JOKYMEHTOB B  JJIEKTPOHHOM  BHIE C
YIIOJHOMOYCHHBIM I'OCYJapCTBCHHBIM APpXUBHBIM YUPCIKICHUCM.

Hcnone3yemble  ¢opMaThl JOKHBI — OOecCleurMBaTh  MOJJIMHHOCTh, JOCTYIHOCTb,
[IEJIOCTHOCTh UH(OPMAIK JOKYMEHTOB B JIEKTPOHHOM BHJIE U MOJIHOTY CBEACHUH 0O crocobax
UX CO3JIaHus, TPAHCIOPTUPOBKH (IIOJIy4EHHUs, OTIPABKH), XpPaHEHUS C MOMEHTa UX CO3JIaHus
(mosyueHus) A0 Tepelayd B apXWMB WIM YHUYTOXKEHHUS, B TOM YHCJE TNPH OCYIIECTBICHUU
KOHBEpTAllUM JIOKYMEHTOB B HOBbIe (hOpMAaThl, MUTpAIMM B HOBbIE aBTOMAaTU3HPOBaHHbBIC
CHUCTEMBI, DKCIIOPTE U3 DJIEKTPOHHOU IIOYTOBOU CUCTEMBI U JIP.

JonyctumbiMu popMaTaMu TOKYMEHTOB B AJIEKTPOHHOM BH/IE SIBISIOTCS:

Portable Document Format / A (PDF/A);

Office Open XML (DOCX);

OpenDocument Format (ODT).

JonyctumbiMu opMaTtamu rpadudecKux 00pa3oB TOKYMEHTOB Ha OYMaKHBIX HOCHUTEIISX
(CKaHOB) SBJISIOTCS:

Portable Network Graphics (PNG);

Tagged Image File Format (TIFF);



Joint Photograph Experts Group (JPEG);

Portable Document Format / A (PDF/A).

219. IloaroroBka M COIJacOBAaHHWE IIPOEKTOB JOKYMEHTOB B 3JIEKTPOHHOM BHJE
OCYIIECTBIISIIOTCA IO MpaBHJIaM, YCTAHOBJIEHHBIM HacTtosiimied MHCTpykiued B OTHOIIEHUU
AQHAJIOTMYHBIX JOKYMEHTOB Ha OYMa)KHOM HOCHTEJIE.

220. JIOKyMEHT B 3JICKTPOHHOM BHUJI€ JOJPKEH UMETh BCE PEKBU3UTHI, YCTAHOBJIICHHBIE JJIS
AQHAJIOTMYHOTO JIOKYMEHTa Ha OyMaXHOM HOCHUTEJIE, 3a UCKIIOYCHHEM H300paKeHus
['ocynapctBenHoro repba Pecnybnmuku bemapych, a Takke OTTHCKOB TeYaTe W IIITAMIIOB.
Pacnionoxxenne u oopMieHIE PEKBU3UTOB B (POPMYIIsIpe JOKYMEHTA B DJIIEKTPOHHOM BHUJE TIPH
€ro BHEIIHEM TMpeACTaBlIeHUU[*] TOMKHO COOTBETCTBOBATh TPEOOBAHUSM, YCTAHOBJICHHBIM
nyHKkToM 35 Hacrosmiet MacTpykiuu.

*BHemHee MpeAcTaBlICHUE JOKYMEHTa B 3JCKTPOHHOM BHJE — €T0 BOCIIPOM3BE/ICHHE HA
3JIEKTPOHHOM CpECTBE OTOOpaskeHUs MH(OpMaIuu, Ha OyMaKHOM MO0 MHOM MaTepUaIbHOM
00BEKTE B BUAE, IOCTYITHOM M HOHSATHOM JJISl BOCTIDHSATHS YETIOBEKOM.

221. B nokyMeHTax B DJEKTPOHHOM BHJE NpH OQOPMICHHH PEKBU3UTOB, B COCTaB
KOTOPBIX BXOJUT COOCTBEHHOpPYYHAas MOJIMUCh, BCE ODJIEMEHThl TaKUX PEKBU3HUTOB, 3a
UCKJTIOUEHHEM COOCTBEHHOPYYHOU MOJIUCH, IPY BHEIIHEM MPEICTaBICHUH TOKYMEHTA JOJKHBI
OBITh OTpa)KEHBI HEMOCPEACTBEHHO B (opMmyisipe IOoKyMeHTa. B KkauecTBe HKBHBaJIEHTa
cOOCTBEeHHOpPYYHOH moanucu ucnoib3yercss DL, 3a HCKIIOYEHHMEM CIydaeB, yKa3aHHBIX B
nyHkTe 222 Hacrodmer MacTpykuuu.

Ucnons3oBanue  OLII  ocymecTBisiercss B~ COOTBETCTBHM € TpeOOBaHHUAMH
3akoHoAarenbcTBa PecmyOnuku benapych, B TOM 4Hcle NOpPeabsIBISIEMBIM K CpeICTBaM
BeIpaboTKH 1 poBepku DLIIT.

222. VHCTpyKIHMEH MO JENONPOU3BOJCTBY OpPTaHU3allMd U (WJIM) WHBIMH JIOKQIHHBIMU
HOPMAaTUBHBIMH TIPABOBBIMH aKTaMH OpTraHHU3aIllMM MOTYT OBITh YCTAaHOBJICHBI MpaBHIIA
MOJIMUCAHUS, COTJIACOBAaHUSA, YTBEPKICHHUS BHYTPEHHUX JOKYMEHTOB B 3JIEKTPOHHOM BHJE (3a
UCKJIIOYEHHEM  JIOKAIbHBIX  MpPaBOBBIX  akTOB) ©Oe3  wucmomb3oBanus  OUIL,  ecim
3akoHoAaTenbcTBOM PecnyOnuku benapych He ycTaHoBieHO nHoe. Takue mpaBuia MOryT ObITh
YCTAaHOBJIEHBl IIPU YCIOBUHM, UYTO IPOIPAMMHBIE CPEACTBA, HMCIOJIb3YEMBbIE B OpraHHU3alUH,
MO3BOJIAIOT ~ OJHO3HAYHO  UACHTU(PUUIMpOBATH  JIMIO, TMOJMKCaBIIee (CorjiacoBaBIlIEe,
YTBEpAUBILIEE) JOKYMEHT.

[Tognmucanue wucxomsmux JOKyMEHTOB 0Oe3 wucnons3oBanus OLII momyckaercs mo
COMIALLIEHUIO CTOPOH TMpPU YCIOBUHM, YTO MPOrpaMMHBIE CpPEICTBA, IPUMEHSEMBIE B
OpraHMu3aIMsaX, MO3BOJISIIOT OJHO3HAYHO HAEHTU(GUIUPOBATH JHUIO (OpraHMU3alMio) — aBTOpa
JIOKYMEHTA, €CJIM 3aKOHOIaTeNbcTBOM PecnyOmnku benapych He yCTaHOBIEHO HHOE.

[Ipu ocyuiecTBI€HWH BHEIIHETO COIJIACOBAHMS MPOEKTOB JOKYMEHTOB B 3JIEKTPOHHOM
BUJIC B KayeCTBE HKBHBAJICHTA COOCTBEHHOPYYHOW IOAINMCH, BXOISIICH B COCTaB PEKBHU3HUTA
«I'pud cormacoBanusi», ucnonbzyercs OIIII. CormacoBanme mokyMeHTa 0€3 HCIOJIb30BaHUS
OUII nomyckaeTrcs MO COIVIAIIEHWIO CTOPOH IPU YCIOBUHM, YTO IPOTrPaMMHBIE CPEJICTBA,
IpUMEHSEMbIE B OpPraHU3alUsAX, IO3BOJIAIOT OJHO3HAYHO WJEHTHU(PHUIMPOBATH  JHUIIO,
COTIJIaCOBaBIIIEE JOKYMEHT, U COBMECTUMBI MEX]ly COOOM, €CIT 3aKOHOAATENbCTBOM PecnyOonuku
benapych He yCTaHOBJIEHO MHOE.

223. Ilpm NOATOTOBKE [OKYMEHTOB B JJIEKTPOHHOM BHJE MOIYT MCHOJIb30BaThCS
mabnonsl. [[abmoHbl pa3pabaThiBalOTCS Ha OCHOBE YHU(MUIIMPOBAHHBIX (OPM JTOKYMEHTOB
ciyxx60it JIOY opranuzanuu.

224. Ilpuem u oTnpaBKa JOKYMEHTOB B 3JIEKTPOHHOM BHUJI€ OCYIIECTBIIACTCS, KaK MPaBUIIO,
ciyx60it JIOVY.

JlomyckaeTcss mpueM M OTIpaBKa JOKYMEHTOB B JJIEKTPOHHOM BHJE CTPYKTYPHBIMHU
noapaszeneHusiMi  (paboTHUKaMM) opraHuzanuu 6e3 ywactus ciayxosl JIOY. Ilepeuens



KaTeropuil JOKYMEHTOB B JIEKTPOHHOM BHJI€, IPUEM M OTIIPaBKa KOTOPBIX OCYLIECTBIISETCS
CTPYKTYPHBIMH  TIOApa3ielieHussMu  (paOOTHUKAMH)  OpPraHHW3alldd  CaMOCTOSITEIBHO,
pas3pabarbiBaercs ciy:x6oi JIOY u yTBepkaaeTcss pyKOBOAUTEIEM OpraHU3aIUH.

[locne oTnpaBKky AOKYMEHTa B AJIEKTPOHHOM BH[E, YAOCTOBEPEHHOI'O B COOTBETCTBHM C
TpeOoBaHUAMH HacTosmed MHCTpYKIIMH, JOCBIIKA €ro 3K3eMIUIApa Ha OyMa)KHOM HOCHUTENE He
TpeOyeTcs, eciu 3aKoHoAaTeNbCcTBOM Pecniyonuku benapychk He ycTaHOBIIEHO HHOE.

225. Ilpun nony4yeHuu TOKyMEHTOB, noAnucanHbix DI, ocymecTBisercs npoBepka:

noamuaHocTr O1IIT;

coOTBeTCTBUS cnocoba ucnonb3oBanus OLII cBeneHHsIM, yKa3aHHBIM B CepTH(HUKATE
KJIFOYa MMOJIUCH;

JeMCTBUTENBHOCTH cepTU(UKATa KITI0Ua MOATKCH.

226. IlpoBepka IEHCTBUTENBHOCTH cepTH(dHKATA KIIOYa TOAMHMCH BKIIOYAaEeT B ceOs
IPOBEPKY CpPOKa JeHCTBUS cepTHU(HKATA KIF0Ya MOANHUCH (CPOK JeHCTBUS cepTH(HKATa KIH04a
MOJMUCH HE JIOJDKEH HCTeYb Ha MOMEHT MOJNMHUCAHMs JIOKYMEHTa), a TaKKe IOJIyueHUuEe U3
yJIOCTOBEPSIOLIETO LIEHTPA, BBIJABIIEIO CEepTU(UKAT KIIOYa MOAMUCH, CBEACHUN O JCHCTBUH
ceprudukaTa KJIroua NOIMUCH (IEHCTBYET, NeHCTBUE TPUOCTAHOBIEHO, CPOKH ITPHUOCTAHOBIICHUS
€ro JECUCTBUS, aHHYJIUPOBaH).

227. JIOKyMEHTBI B DJIEKTPOHHOM BHJI€ MOJJIEKAT PETUCTPALMM B COOTBETCTBUU C
TpeboBanusMH nyHkTa 139 Hactosmen MacTpyKIuy.

JlonoMHUTENPHO TPU PETUCTPAUMM  JOKYMEHTOB B  3JIEKTPOHHOM BHJI€ MOTYT
UCIIONIb30BAThCS PEKBUBUTHI  «J{OJDKHOCTh, WHUIMAIBI W (HaMUIUS U1, TTOAMHCABIIETO
JOKYMEHT», «AJIpec XpaHEHHs JOKYMEHTA B JIEKTPOHHOM BHJIe», «BHYTpeHHsIs nepeaapecanus
JOKYMEHTa I0 UCHOJIHUTENAM», «Hannumne mpuiiokeHuil Kk IHOKyMeHTY», «Croco® 1ocTaBKH
JTOKyMEHTa» (10 MHPOPMAIIMOHHO-TEJIEKOMMYHUKAIIMOHHOM CEeTH, HAa MaTepUaIbHOM HOCHTENEe
U ap.) ¥ Jp.

228. Bo BHYTPEHHUX W HUCXOJAIINX JOKYMEHTAX B AJIEKTPOHHOM BHU/IE, YAOCTOBEPEHHBIX C
ucnonbszoBanueM OLII, pexBusutsl «J/lata» u «PerucTpauvoOHHBI HMHIEKC» MPOCTABISAIOTCS
IIOCJIE MOANUCAHUS ITPU COXPAHEHUH MOJJIMHHOCTH U IIEJOCTHOCTH MOAIKUCAHHOIO JOKYMEHTA.

Bo BHYTpeHHHX U UCXOAALIMX JOKYMEHTaX, YAOCTOBEPEHHBIX Oe3 mcnoib3oBanus DI B
COOTBETCTBUHU C TpeOOBaHMAMHU MyHKTa 222 HacTosmed WHcTpykiuu, pekBu3uTHl «JlaTta» u
«PerucTpanioHHBINA UHACKCY, KaK MPABUIIO, BKIIOYAIOTCS B MICXOHBIN (ailll JOKyMEHTA.

229. Bo Bxoasmmx W BHYTPEHHUX JOKYMEHTax WH(OpMaIHs, CcoAepiKamascs B
pekBusuTax «Pezomonus», «OTMeTKa 0 KOHTpose», «OTMeTKa 00 MCIONHEHUH TOKYMEHTa M
HAIpPaBJIEHUU €ro B Jeio», «OTMeTKa O MOCTYIJICHUH (PETUCTPALMOHHBINA IITaMIT BXOJSLINX
JIOKYMEHTOB)», OTMETKE 00 O3HAaKOMJIEHHH C JIOKYMEHTOM, MHBIX CIyEOHBIX OTMETKax, MpH
paboTe ¢ JOKyMEHTaMH B OJJIEKTPOHHOM BHAEe B uX ¢GopMmynsap He BHocutcs. JlanHas
uHpopManus oTpaxaercs B perucrpaunoHHbix (opmax (PKK wmmu xypnane) Ha OymakHOM
HocuTese MO0 B MAacCUBE PETUCTPAlMOHHO-YUETHBIX JAaHHBIX, YYET U yNpaBieHHE KOTOPHIMU
OCYILECTBIISICTCSI C TIOMOIIBIO ABTOMAaTH3UPOBAHHON CUCTEMbI, W TIPU HEOOXOJUMOCTH
MPUKPEIISETCS] B BUJE CAMOCTOSTEIbHBIX JOKYMEHTOB B JJIEKTPOHHOM Buae ((daiinoB) k
perucTpupyeMomMy (YUUTHIBAEMOMY) TOKYMEHTY.

230. PeructpalilmOHHO-yYETHBIE NaHHBIE O JIOKYMEHTaX B JJICKTPOHHOM BHJIE M CBS3U
MEXIYy HUMHU U CaMHUMHU JOKYMEHTaMHM COXpPAaHSIOTCS B HEU3MEHHOM M JOCTYIHOM s
BOCIIPOMU3BEJICHUSI U BOCIPUATHS YEIOBEKOM BHJI€ HA MPOTSHKEHHM BCETrO KU3HEHHOrO ILIMKIA
NOKyMeHTOB. IIpu nepenaue JOKYMEHTOB B 3JIEKTPOHHOM BHUJAE BHYTPHM OpPTraHU3alMM WU IIPU
OTHPABKE 3a MpeJeNbl OPraHu3aluy BMECTE ¢ HUMHU NEPENAIOTC UX PETUCTPAMOHHO-YUETHBIE
JTaHHBIE.

231. Ilpu mnepechuUiKE€ MO OBJIEKTPOHHOW TMOYTE€ JOKYMEHT B JJEKTPOHHOM BHUJIE
oopmisieTcs Mo mpaBWiIaM, YCTaHOBJIEHHBIM HacTosimied MHCTpykumed, M MpUKpersiercs B
BUJIC TIpUIIOXKEHUS ((aiisia) K JJIEKTPOHHOMY IMHChMY.

232. JIOKyMEHTBI B 3JEKTPOHHOM BHUJE, B TOM UHUCJE OTIPABIsAEMBble (IIOJy4yaeMble) IO
KaHaJIaM 3JI€KTPOHHOM MOYTHI, JOITYCKAETCS:



HKCIOPTUPOBATH BO BHEIIHHUE 110 OTHOIICHHUIO K IIOYTOBOW CHCTEME 3JIEKTPOHHBIE (hailibl;

skcnioptupoBath B ACJIIOVY;

pacrnedaTsiBaTh Ha OyMa)KHOM HOCHTEIIE.

233. Ilpu sKcropTe MOKyMEHTa B 3JIEKTPOHHOM BHJIE, OTIPABICHHOTO (MTOJIYYEHHOTO) IO
KaHaJlaM 3JIEKTPOHHOHM IMOYTHI, BO BHEIIHUN IO OTHOLICHHWIO K MOYTOBOM cucteme (hailn uim
ACJIOY ¢ MOKyMEHTOM 3KCHOPTHUPYETCs (pacrledaThiBaeTCs) COMPOBOAUTEIIHHOE JIEKTPOHHOE
MUCHMO, BKJITIOYast HHPOPMAIIUIO, COJIEPKAIIYIOCS B 3ar0JIOBOYHOM YaCTH AJIEKTPOHHOTO MHUCHMa
(cBemeHust 00 DJIEKTPOHHOM ajpece OTHpaBuTeNs (MoJydarelns), JaTe OTIPaBKH, JiaTe
MOJTyYeHUsI, TEME MHUChMa, O MYTAX MPOXOXKICHUS IEKTPOHHOTO MUChMa MO0 MH(OPMAIIMOHHO-
KOMMYHHKAI[MOHHBIM KaHajaM CBSI3H, HJIEHTU(UKATOpE MHCbMa B HH()OPMALIMOHHON cUcTeME U
Ip.), €Cli JIOKYMEHT HE COJACPXKHUT PEKBU3HUT «/laTa», B MHBIX CllydasX, KOIJa yKa3aHHas
nHpopmalus HeoOXoauMma JUIsl TOATBEPXKIACHUS (akTa W YCIOBUM OTIPaBKH (TOTyUEHUS)
JOKYMEHTa ¥ (MJIM) MOXKET OBITh UCTIOJIb30BaHA B CIIPABOYHBIX U JOKA3aTEIbHBIX IEIISX.

234. [lpyu XpaHEHUU W UCIOJIB30BAHUM JIOKYMEHTOB B 3JIEKTPOHHOM BHJE, B TOM YHCIIE
OTMPABJICHHBIX (TOJYYCHHBIX) TIO0 KaHAJIaM DJIEKTPOHHON IMOYTHI, OOECTEeUMBACTCS WX
JOCTYMHOCTh JJII BCEX 3aMHTEPECOBAHHBIX PAOOTHUKOB OpPraHU3alMd B COOTBETCTBHH C
YCTaHOBJICHHBIMU O0S3aHHOCTSIMH U IIpaBaMH JIOCTYIIA.

235. KOHTpOJIb UCTIOJHEHUS! IOKYMEHTOB B AJIEKTPOHHOM BHJI€ OCYILIECTBIISECTCS C Y4ETOM
TpeboBaHui rinasebl 9 HacTosme NHCTpyKImy.

KonTponb ucnosHeHHs: AOKYMEHTOB B 3JEKTPOHHOM BHIE OOecreyrBaeTcs TeM Ke
CTPYKTYPHBIM TOJpa3/eieHueM (JODKHOCTHBIM JIMLIOM), KOTOpOE€ B COOTBETCTBUH C
JIOKQJIbHBIMM HOPMAaTHBHBIMU IPABOBBIMU aKTaMHU OO0ECTIEYMBAET KOHTPOJIb HCIIOIHEHUS
JIOKYMEHTOB Ha OyMa>KHBIX HOCHUTEISX.

236. JIOKyMEHTBI B 3JICKTPOHHOM BHJI€ TOCJIE€ WX HMCIOJHEHHUS MOJJIeKAT XPAHCHHUIO B
TEYCHHE CPOKOB, YCTAHOBJICHHBIX ISl aHAJIOTUYHBIX JOKYMEHTOB Ha OyMa)KHBIX HOCHUTEIISIX.

XpaHeHHe TOKYMEHTOB B AJIEKTPOHHOM BHJie 0€3 CO3/1aHUS OpPUTMHAIOB Ha OyMaKHOM
HOcHTene, 0hOPMIICHHBIX U TIOMUCAHHBIX B YCTAHOBICHHOM MOPSIKE, JOMYCKAETCS TOIBKO IS
JIOKYMEHTOB CO CpoKaMu XpaHeHus 10 10 jeT, ykazaHHBIX B MEPEYHE COIIACHO IPUIIOKEHUIO
20.

HcnonHeHHble JOKYMEHTHI B JJIGKTPOHHOM BHJE (OPMHUPYIOTCS B DJIEKTPOHHBIE Jeja
(mankwW, AUPEKTOPUM HA JKECTKOM JUCKE CIEIUATbHO BBIJACIIEHHOTO KOMIBIOTEpA) B
COOTBETCTBUU C HOMEHKJIATypOM JeJl OpraHu3aiii, COCTaBIseMOM B COOTBETCTBHUH C
TpeboBaHusiMU TaBel 10 HacTosmel MHCTpYKITHH.

237. ®opmupoBaHre U 0HOPMIICHHE AIEKTPOHHBIX JIET OCYIIECTBIISETCS C yU€TOM OOIIHMX
TpeboBaHuil hopMupoBaHus U OPOPMIICHHUSA JeN C JOKYMEHTAaMH Ha OyMasKHBIX HOCHUTEIX,
yKazaHHBIX B ri1aBax 11 u 13 HacTtosmeit MHCTpyKIHH.

B nesrenpHOCTHM oOpraHuzanuii nomyckaercs (GopMuUpoBaHWE THOPUIHBIX €T B TOM
cllydae, Korja B MpejesiaXx OJHOro Jejia 00beTUHSIOTCS TOKYMEHTBI, YaCTh KOTOPBIX MOCTYIHIIA
B OpraHM3aIUIO M0 KaHallaM JIEKTPOCBS3U WK ObLIa CO3/IaHa B OpraHU3aI[uH B BUC TOKYMEHTA
B DJIGKTPOHHOM BHUJIE, @ YacTh JOKYMEHTOB IOCTYIWJa B OpPraHU3alldi0 WU Oblla CO3/1aHa B
opranm3anu Ha OymaxkHOM Hocutene. [Ipu 3TOM B HOMEHKIATYype JeN JIeNaeTcs OTMETKa B
COOTBETCTBUU € MOANYHKTOM 165.5 myHkTta 165 Hactosimein UHCTpyKIuu.

I'uGpugHOe neno cymiecTByeT TOJBKO Ha CTaJMU ONEPATHBHOTO XPaHEHHs JOKYMEHTOB.
[Tocne wucnonHeHUsT BceX [OKYMEHTOB M 3aBEpILEHHUS JIEJIONPOU3BOJICTBEHHOIO Toja U3
ruOpuHOro nena GopMmupyercs JIubO0 Jeno ¢ JOKYMEHTaMu Ha OyMa)XHOM HOcWTene, JH0o
anekTpoHHoe neno. [lpu QopmupoBanum gena JOKyMEHTaMH Ha OyMaKHOM HOCHUTEIE
JIOKYMEHTBI B 3JIEKTPOHHOM BHJI€ PAcCleyaThIBAIOTCA U 3aBEPSIOTCS B MOPSJIKE, YCTAHOBICHHOM
3aKOHOAATENbCTBOM. llpu QopMupOBaHHUU 3JIEKTPOHHOTO Jejia JIOKYMEHTHl Ha OyMakHOM
HOCHTEJIE MEPEBOIATCS B 3JICKTPOHHBINA BUJI (CKAHUPYIOTCS).

Henomyctumo popmupoBaTh ruOpuHbIE J1e1a JOKYMEHTAMH MOCTOSSHHOTO U BPEMEHHOTO
(cBbrme 10 ner) xpaneHus.

OcobenHoctu ¢GopMupoBaHUsT W OGMOPMIICHHS JJICKTPOHHBIX J€1 OTPAXAITCS B



MHCTPYKLUU 110 JEJIONPOU3BOACTBY OPraHU3aLUHU.

238. MecTo XpaHeHus 3JIEKTPOHHBIX A€ U OTACIbHBIX JOKYMEHTOB B 3JICKTPOHHOM BHU/IE
0 UX TEepelaud B apXWB WIM BBIIEJICHUS K YHUUYTOXKEHUIO OIPEIEISIETCS OpraHu3aluei
CaMOCTOSTENIBHO U 3aKPEIUISIETCS B JIOKAIBHOM MPABOBOM aKT€, YTBEPKAAEMOM PYKOBOJIUTEIEM
OpraHu3aIiu.

239. DkcrmepTr3a I[EHHOCTH JOKYMEHTOB B JJICKTPOHHOM BHJI€ OCYILIECTBIISIETCA B
NOpsIIKE, YCTAaHOBJIEHHOM TJaBoil 12 Hacrosmed MHCTpykuuu, a Takke HHBIMM aKTaMu
3akoHoaTtenscTBa Pecy6nuku bemapyce.

240. Ilepenaua B apXUB U BBIIEICHUE K YHUUTOKEHUIO 3JIEKTPOHHBIX JIE] U IOKYMEHTOB B
3JIEKTPOHHOM BH/JIE€ OCYILECTBISIOTCS B COOTBETCTBUU € TpeOOBaHUSIMH HacToseld MHcTpyKunn
U MHBIX aKTOB 3aKOHOJaTenbcTBa PecmyOnuku bemapyce.

ITpunoxenue 1

K MHCTpyKIIMHK 110 1€10IIPOU3BOJCTBY
B TOCYJJapCTBEHHBIX OpraHax, MHbIX
OpraHM3ausaX

IIpumepHnas ¢gopma Tadest yYHUPUIUPOBAHHBIX (POPM TOKYMEHTOB OPraHU3alNM

YTBEPXJIAIO

(HaMMEHOBaHUE TOJDKHOCTH

PYKOBOJUTEIS OpraHU3aL1N)

Iloamuce Pacmudposka moanucu
Hara
Jara CornacoBaHue
YTBEPKICHUS
, [Toxpasnenen
Hanmen Apasit
o HAaNMEHOBAHMY| ue ITepuo- ou
e (TOIKHOCTHO YTBepKI nuaHOCTE|
BaHUe Iloamnu ITeya Me-
OpraHu3alliyl| € JIMIO), [BHYTPEHHE BHEIIH e- cocTaBjie
bopmbI Ch Tb YaHU
(IOJKHOCTHO| OTBETCTBEHH e ee HUE -
TOKyMe e
i ro JUIa), o€ 3a HUS
YTBEPIUBIIIEH| TIOJTOTOBKY
(opmy
JOKYMEHTa
1 2 3 4 5 6 7 8 9 10
HaumMeHnoBaHue TOMKHOCTH PYKOBOIUTES
cyx0w1 JIOY (numa, otBercTBeHHOTO 32 JIOY) [Toamuce Pacmudposka moanucu

[Ipumeuanue. TabGenr wmoxker ObITh gomonHeH rpadamu  «Komx  dopmer 1o
KIacCupUKaTopy», «Aapecar», «OTBETCTBEHHBIN 32 KOHTPOJIb UCIIOJHEHUS» U JP.



[Tpunoxenue 2

K MHCTpyKIIMHM 10 1€10IIPOU3BOJCTBY
B TOCYJJapCTBEHHBIX OpraHax, MHbIX
OpraHM3aLusIxX

@dopmMa cnucKa HA PacChUIKY

(Ha3BaHme, n1aTa, MHACKC JOKYMEHTA)

HanmvenoBanwue opranm3zanuu u (win) crpyktypHoro |IlouroBsiii| KommuectBo [[Ipumedan
No/ipa3/iesIeHusl, TOJDKHOCTHOTO JIMIIA — aJjpecara aapec HK3EMIUISIPOB ue
1 2 3 4

HanmMeHoBaHME TOIKHOCTH PYKOBOJIUTENS
CTPYKTYPHOT'O IOAPA3AEIIEHUS [Toanuce PactmmmdpoBka moanucu

[Tpunoxenue 3

K MHCTpyKLIMH MO JeI0NPOU3BOJCTBY
B FOCY/IapCTBEHHBIX OpraHax, MHBIX
opraHu3anusax

IMPUMEPHBIN IEPEYEHD
JOKYMEHTOB, MO/JIEKANIUX YTBEPKIEHUIO

1. AxTel (mpueMa 3aKOHUEHHBIX CTPOUTEIHCTBOM OOBEKTOB, BBINOJHEHHBIX padoT,
CIIUCaHMs, SKCIIEPTU3bI, TpHeMa-Tiepeiauu Il U T.1.).

2. I'padpuxu (OTITYCKOB, TIMYHOTO MTPHEMA H T.J.).

3. 3amanus (Ha MPOEKTUPOBAHHWE OOBEKTOB, TEXHHMUYECKHUX COOPYKECHHH, KalmUTAIBHOE
CTPOUTENBCTBO, MPOBEACHUE HAYYHO-UCCIEIOBATEIbCKUX, MPOCKTHO-KOHCTPYKTOPCKUX H
TEXHOJIOTHYECKUX padOT, TEXHUYECKUE U T.1.).

4. 3asBKH (Ha MaTepUaAIbHO-TEXHUYECKOE CHaOKeHue, 000pyI0BaHUE H T.1.).

5. MucTpyknu (mipaBuia) (OJDKHOCTHBIE, IO JSJIONPOU3BOACTBY, TEXHUKE 0€30MacHOCTH,
BHYTPEHHETO TPYJOBOTO PaCcOpPsIIKa U T.1.).

6. HopmaTtuBbel (pacxona ChIpbsl, MaTe€pHalIOB, 3JIEKTPOIHEPTUHU, TEXHOJIOTUYECKOTO
IPOCKTHUPOBAHUS, YUCIIEHHOCTH PaOOTHUKOB H T.].).

7. Otuetsl (0 TPOW3ZBOJACTBEHHOM  NEATEIHLHOCTH, KOMAaHIMPOBKAaX, HAay4YHO-
UCCIIeIOBATEIbCKUX paboTax u T.1.).

8. Ilepeunu (momkHOCTEH PAOOTHUKOB C HECHOPMHUPOBAHHBIM PA0OUYUM JTHEM, TOKYMEHTOB,
00pa3yIoNMXCs B EATEILHOCTH OpraHu3alui, ¢ yKa3aHHEeM CPOKOB XPaHEHUS U T.11.).

9. Ilnanbl (IIPOM3BOJCTBEHHBIC, KANHUTAJIBHBIX BJIOXKEHUH, CTPOUTEIHLHO-MOHTAXKHBIX,
POEKTHO-U3BICKATENIbCKUX, HAYYHO-UCCIIE0BATENBCKUX paboT U T.1.).

10. Tlomoxxenumst (yctaBbl) (00 oOpraHu3alud, CTPYKTYPHOM  TOApAa3CIICHUH,
IPEMUPOBAHUU U T.J1.).

11. ITporpammsr (ipoBeAeHUsT pabOT, MEPOTIPUATHN U T.1.).

12. PaciieHku (Ha Mpou3BOACTBO paboT, OKa3aHHUE YCIIYT).

13. Cmetsl (pacxomoB, MTOXOJOB M PacXojJ0B BHEOIOHKETHBIX CPENICTB, Ha KaMUTAIBHOE



CTPOUTENBCTBO U T.1.).
14. CtangapTsl.

15. CtpykTypa 1 IITaTHas YUCIEHHOCTD.
16. YaudunupoBanubie GOpMbI JOKYMEHTOB.

17. IlITaTHblE pacnucaHusl.

[Tpunoxenue 4

Kk MHCTpyKIIMHM 11O 1€10IIPOU3BOJCTBY
B TOCYJJapCTBEHHBIX OpraHax, MHbIX
OpraHM3aLusIxX

Oopa3zen opopMiieHHs JIMCTA COTIACOBAHMS

JIMCT COI'JTACOBAHUA

IIPOEKTa MOCTAHOBIIEHUsI MUHHMCTEPCTBA PUPOIHBIX PECYPCOB U OXPAHBI OKPYKAIOIIEH CPEbI
Pecny6nuku benapyce «O06 yrBepxkaeHnn MHCTpYKINK O OPSAKE BEACHHUS IEPBUYHOTO yUeTa

COI'JTACOBAHO
MuHUCTp KUITULTHO-
KOMMYHaJIBHOT'O X035 CTBa
Pecniyonuku benapych

Ilogmuce B.M.BenoxBocToB
21.09.2008

COT'JTACOBAHO

3aMecTUTeNb npeaceaaTens
Bpectckoro obmacTHoro
MCTIOJTHUTEIEHOTO KOMUTETA
Hoamuecsr M.M.IOxumyx
20.09.2008

COT'JTACOBAHO
[Ipencenarens

I'oMenbsckoro 00I1aCTHOTO
HCIIOJHUATEIHFHOTO KOMUTETA

I[Mommuce A.C.Axo0cou
22.09.2008

COI''TACOBAHO

[IepBrlii 3amMecTUTEND
npeacenaresns

MMHCKOro ropoACKOro
VCIIOJIHUTEIIBHOTO KOMUTETA

[ommucr A.A.KyHueuu
22.09.2008

HCIIOJIBb30BaHHUA BOI»

COI''TACOBAHO

[TepBblii 3aMeCTUTEND
[Ipencenarens
I'ocynapcrBeHHOrO

KOMUTETA 110 CTAHIaPTH3ALNH
Pecny6nuku benapych

ITognucey B.B.Haszapenko
21.09.2008

COI''TACOBAHO
[Ipencenarens

Buredckoro 06:1acTHOTO
HCIIOJHUTEIHHOTO KOMUTETA

ITonnuce B.II.AHnpeitueHko
27.09.2008

COI'JTACOBAHO
[Ipencenarenn
I'poaHeHckoro 061acTHOrO
UCTIOJTHUTEIEHOTO KOMUTETA

ITogmucey B.E.CaBuenko
22.09.2008

COI''TACOBAHO
[Ipencenarens

MuHCKOro 00JIaCTHOTO
HCIIOJIHUTCIIBHOTO KOMUTETA

[Moanucey JI.®.Kpynerg
24.09.2008



COT'JTIACOBAHO

[IepBrlii 3amMecTUTEND
npeacenarens
MorunaeBcKoro 001acTHOIO
HCIOJIHUTENLHOI0 KOMUTETA
[Mognucey B.B.Kpasios

22.09.2008
IIpunoxenue 5
Kk MHCTpyKIIMHM 110 1€10IIPOU3BOJCTBY
B TOCYJJapCTBEHHBIX OpraHax, MHbIX
OpraHM3aLusaX

MNPUMEPHBINA IEPEYEHD

AOKYMEHTOB, HE MOJICKAINUX PEruCcTpaAllum

1. JIokyMeHTHI oOmepaTuBHO-WH(POPMAIIMOHHOTO XapakTepa (IUCbMa, CBOAKH U p.),
IpUCIaHHbIE JJI CBEIACHHUS.

2. 3as1BKH, HapsIbl, pa3HapPSIKH.

3. Ilo3gpaBuTebHBIE MUCHMA U TEJIETPAMMBI.

4. Tlporpammpl, TIJIaHBI, TOBECTKH 3acelIaHUl, COBEMAHUH, KOH(EpEeHINI, WHBIX
KOJUIETHalIbHBIX MEPOIPUITUH.

5. llpurnacurenbHbIC OUIIETHI.

6. [TeuaTHbie u3gaHus (KHUTH, )KYPHAIIBI, Ta3€ThI).

7. Pexnamubie MaTepuaibl (JINCTOBKU, IPOTPAMMBI, TPOCHIEKTHI, U3BEIICHU).

8. Ilucbma opranuzanuii 1 WHAWBUAYAJIBHBIX MPEANPUHUMATENCH C MPEII0KEHUIMH O
COTPYAHUYECTBE WJIM OKA3aHUU YCIIYT.

9. MHWudopmanmoHHblE W  CHOpaBOYHBIE  MaTepuaidbl  (OIOJUICTEHH,  OpOIIIOPHI,
uH(OpPMAaILMOHHBIE JINCTKU, IPOCTIEKTHI U3/IaHUH, aBTOpedepaTsl U Ap.).

10. ®opMBbI CTATUCTHYECKON OTYETHOCTH U CONTPOBOAUTENbHAS JOKYMEHTAIUS K HUM.

[Tpunoxenue 6

K MHCTpyKLIMH MO JeI0NPOU3BOJCTBY
B FOCY/IapCTBEHHBIX OpraHax, MHBIX
opraHu3anusax

IIpumepHnasi gopma perucTpanuOHHO-KOHTPOJIbHON KAPTOYKH

JInuesas cropona

123 4567 8 9 1011121314151617 18 192021222324252627282930 31
CpoOK HCIIOIHEHHUS | Ha3Banue Bua noKkymeHTa ABTOp (KOPPECIIOHJIEHT)
JlaTta ¥ MHAEKC MOCTYIIJICHUS JlaTa v UHAEKC TOKYMEHTa
3aronoBoK (KpaTKoe CoJepKaHue)
Pe3omronus wim KoMy HampaslieH JOKYMEHT
OTmeTKa 00 UCTIOTHEHUH JOKYMEHTA

O06opoTHast cTopoHa



KontponbHbie 0TMETKH

Donng Ne

Onuce Ne | Jeno Ne

IIpunoxxenue 7

Kk MHCTpyKIIMHK 11O 1€10IIPOU3BOJCTBY
B TOCYJJapCTBEHHBIX OpraHax, MHbIX
OpraHM3aLusaxX

IIpaBuiia 3an0/1HeHHsI OCHOBHBIX PEKBH3UTOB PerHCTPALMOHHO-KOHTPOJIbHON KAPTOYKH

PexBu3uThI ITosicHeHNS K 3aITOJTHEHHIO
1 2
Ha3zpaHnue Buaa 3amoTHAETCS B COOTBETCTBHH C Ha3BaHUEM BHJIa PETHCTPUPYEMOTO
ITOKYMEHTa nokymenTa. [Ipu peructparum nucem rpaga He 3arnoHsAeTCs
IABTOD [Ipu perucrpanuy MOCTYNUBIIETO JOKYMEHTA 3alIUChIBACTCS
(KOppEeCTOHACHT) HaMEHOBAaHKE OpPTaHU3aIlMU — aBTOpa JoKyMeHTa. [Ipu perucrpanun

MCXOAAICTO NOKYMCHTA 3alIUCBIBACTCA HAMMCHOBAHUC OpraHU3alun-
KOppecroHieHTa. JlomycKaeTcss IpUMEHEHHE COKPAIIEHHOTO
HAMMCHOBAHUS OPraHU3allun

JlaTa u nHACKC
HOCTyH.HeHI/I}I

3anoJHAETCs IPYU PETUCTPALUN BXOASIIETO JOKYMEHTA. 3alUChIBAIOTCA
naTa ¥ MHIEKC, IPUCBOCHHBIE TOKYMEHTY OpraHHU3alel-110JIydaTeNneM;
[EPEHOCSTCS U3 PETMCTPAlMOHHOTO MITaMIa BXOIAIIUX TOKYMEHTOB

JlaTta u nHAEKC

3anuCchIBAIOTCS AaTa U UHAEKC, IPUCBOCHHBIE IOKYMEHTY OpTraHu3aluen-

ITOKYMEHTa ABTOPOM; TIEPEHOCATCS C BXOMSIIETO MM NCXOSIIET0 JOKYMEHTa
3aronoBok (kpatkoe [[lepeHOCHTCS 3ar0JIOBOK, CPOPMYTUPOBAHHBIN HA JOKYMEHTE
coJIepKaHUE)

Pe3osronus uim KoMy
HanpasiieH JOKYMEHT

[lepeHOCUTCS TEKCT PE30IIIOIIMM PYKOBOAUTENS

CpOK UCIIOJTHEHHUS

[IpocraBisieTcst mara (4UCII0, MECHII, TO/), K KOTOPOH JOKYMEHT JIOJKECH
ObITH UcTiONHEH. [Ipu peructpary HCXOoAIIeT0 HHUIIMATHBHOTO
ITOKYMEHTA 3alMCHhIBACTCS J1aTa 0’KMJIaeMOT0 OTBETA

Otmerka 00

KpaTKO 3alMUCBIBAIOTCA PCIICHNUEC BOIIPOCA IO CYHICCTBY, JaTa U UHACKC

CITOJIHEHU U ITOKyMEHTa-0TBETa
ITOKyMEHTa
Ulemo Ne [IpocTaBiisieTcs MHAEKC Jea, B KOTOPOE MOMENIEH IOKYMEHT MOCe

M CIIOJIHCHHUA B COOTBETCTBHU C HOMGHKHaTypOI\/'I ACJI

ITpunoxxenue 8

K MHCTpYyKIIMK TIO AETIONIPOU3BOICTBY
B TOCYZIapCTBEHHBIX OpraHax, HHBIX
OpraHu3aIHsIX

IIpumepHas popma sKypHaJIa perucTPaliu BXOASIIIMX TOKYMEHTOB




aTa Koppecnnonnenr, nara
A PP ACHT, I Pe3omronmsa nmm

IIOCTYILJICHUS U U UHJICKC Kpatkoe Pacnmcka B{OTMeTKa 00
KOMY HallpaBJiCH|
MHJIEKC MOCTYIHUBIIETO conepiaHue o epr  |[DOTYICHHH|MCIIOTHEHIH
JIOKYMEHTa JIOKYMEHTa Y
1 2 3 4 S) 6

[Tpunoxenue 9

K MHCTpyKIIMU IO 1€70MPOU3BOJCTBY
B TOCY/IapCTBEHHBIX OpPTaHaX, MHBIX
OpraHu3alusIx

IIpumepHas popma xKypHaIa perucTpaniy HCXOASIIMX U BHYTPEHHUX JOKYMEHTOB

Jara n unnexc  |Koppecnonn| Kparkoe conepxkanue OTmeTka 00 HCTIOIHEHUH
JOKYMEHTa €HT JOKYMEHTa JOKYMEHTa
1 2 3 4

ITpunoxxenune 10

K MHCTpYyKIIMK TIO AETONIPOU3BOICTBY
B TOCYZIapCTBEHHBIX OpraHax, HHBIX
OpraHu3aIHsIX

®opMa HOMEHKJIATYPBI J1eJ1 OpraHu3auuu

HaunmenoBanue Boimecrosmed opranmzanuu Y TBEPX/IATO

HaumeHnoBanue opranuzanuu

HOMEHKIJIATYPA JEJ (HamMeHOBaHUE JOJIKHOCTH
Ne

PYKOBOIUTENSI OpTraHU3AIIH )

(MecTO cOCTaBJICHHUS )
Ha rox Iloamuce Pacmudposka moanucu
Hara

Cpok xpaHeHHUsI

HasBanue paznena
Kon-Bo nen | nena (Toma, yactu)

nozpaszena
WNunekc nena (noapasnena), (TOMOB, | M HOMEpPA ITYHKTOB IIpumeyanue
3aroJIOBOK Jiefia (ToMma, N N
yacTei) (crareif) o
YacTH)
NEPEYHIO
1 2 3 4 S)

HOMGHK.HaTypa JACJ COCTaBJICHA HAa OCHOBAaHHUU

(HaSBaHI/IH " BBIXOOHBIC JaHHBIC

HOPMAaTUBHBIX MIPABOBBIX aKTOB, UCIOJIb30BAHHBIX MPHU ONPEACIECHUN CPOKOB XPAaHEHHUS JIEI)




HaumeHnoBanue nOJKHOCTH PYKOBOAUTENS
cyx0w1 JIOY (numa, otBercTBeHHOTO 32 JIOY) [Toamuce Pacmudposka moanucu

3aBeAyromnuil apXxuBoM (HAaMMEHOBAaHUE
JOJDKHOCTH JIMIa, OTBETCTBCHHOI'O 3a apXI/IB)

IMoamuce Pacmudposka moanucu
JlaTa
COI''TACOBAHO COI'JTACOBAHO*
[Tporokon 3acenanus [I1OK (OK) [Tporokon 3acenanus IMK (II1K, 119K)
(HauMEeHOBaHUE OPTaHU3ALIIH) (HauMeHOBaHUE
Ne

roCy/1apCTBEHHOI'O apXHBa WU

CTPYKTYPHOTO MOJPa3ICIICHUs 110 apXUBaM U

JIEONIPON3BOICTBY 001acTHRIX (MUHCKOTO
I‘OpO,Z[CKOFO) HUCIIOJIHUTCIIbHBIX KOMHUTCTOB,

BBIIICCTOSIICH OPTaHU3AIIHH )
Ne

*B opraHuzanusx, He SBISIONUXCS MCTOYHMKAMH KOMILIEKTOBAHUSI TOCYIApPCTBEHHBIX
apXMBOB U HE MMEIOIIUX BBIIIECTOSIIETO OpraHa yIpaBieHus, He oopmiiseTcs.

[Tpunoxenue 11

Kk MHCTpyKIIMHM 11O 1€10IIPOU3BOJCTBY
B TOCYJJapCTBEHHBIX OpraHax, MHbIX
OpraHM3aLusaxX

®opMa HOMEHKJIATYPHI J1eJI CTPYKTYPHOI0 nmoapas/aeseHus (001ecTBEHHOH OpraHu3aium)
OpPraHu3anuu

HanmeHnoBanue opranuzanuu
HanmenoBanue CTpyKkTypHOTO
nojapasaeneHus (001mecTBeHHOU
OpraHu3aIim)
HOMEHKIJIATYPA JEJI

No

(MecTO COCTaBJICHHUS )



Ha rof
Miex HasBanue pa3nena Kon-Bo nen |Cpoxk xpaneHus aena (Toma, 4acTH) Mounedan
¢ nena (mogpasnena), 3aroJI0BOK (TOMOB, Y HOMEpa IMYHKTOB (CTaTei) mo p e
nena (Toma, 4acT) JacTeil) TIEPEYHIO
1 2 3 4 S)

Howmenknarypa aen cocraBieHa Ha OCHOBaHUU

(HaBBaHI/I}I X BBIXOJHBIC JaHHBIC

HOPMATUBHBIX IMPABOBLIX dKTOB, UCITOJIB30BAHHBIX IPU OIMMPCACIICHUN CPOKOB XPaHCHUSA ,Z[GJ'I)

HaumeHnoBanue 1OMKHOCTH PYKOBOAUTENS
CTPYKTYPHOTO TIO/IPA3ICICHUS
(oO11ecTBeHHOW OpraHU3aIIH )

3aBeyronuii apXxuBOoM (HAaUMEHOBAaHUE
JOJI’KHOCTH JIMLA, OTBETCTBEHHOTO 32 apXUB)

Ioamuce

Jara

COI'TTACOBAHO*
[Iporokoun 3acenanus DK

PacmmpoBka nmoxnucu

(HauMeHOBaHUE
MoApa3IeICHUs )

Ne

CTPYKTYpPHOTO

[Honnuce Pacmmdposka

*Odopmnsiercs pu Hammauu DK CTPyKTYypHOTO TTOApa3aeICHHUS.

[Tpunoxenune 12

HOJIIINCH

K MHCTpYyKIIMU IO 1€70MPOU3BOJCTBY
B TOCY/IapCTBEHHBIX OpPTaHaX, MHBIX

opraHu3anusax

®DopMa UTOrOBOM 3aNMCH K HOMEHKJIAaType e/l OpraHu3anuu

Hrorosas 3anmce o KaTCeropuiax U KOJINM4YCCTBE OCI,

3aBCACHHBIX B roay B

(HaMMEeHOBaHWE OPTaHU3AIIHH )

ITo cpokam xpaHeHHUs

Bcero

B ToM uncie

nepexomimux |¢ otMeTkoi «IITK»

1

3

4

TTocTostHHOTO

Bpemennoro (cpiie 10 yer)




Bpemennoro (10 10 et BKIFOYUTEIIBHO)

NTOI'O

HaumeHnoBanue nOMKHOCTH PYKOBOAUTENS

cyx0sw1 JIOY (numa, otBercTBeHHOTO 32 JIOY) [Toamuce Pacmudposka moanucu
JlaTa

Hrorossle cBeleHUs NIEpEJaHbl B ApXUB OPraHU3aLUU

HawnmeHoBaHme qJOKHOCTH JINIIA,

MepPEABILIETO CBEICHUS IMoamuce Pacmudposka moanucu
JlaTa

[Tpunoxenue 13

K MHCTpyKIIMU IO 1€70MPOU3BOJCTBY
B TOCY/IapCTBEHHBIX OpPTaHaX, MHBIX
OpraHu3alusIx

®opMa BHYTPEHHeH ONUCH JOKYMEHTOB /eJia

Buytpennsisa onuch
JIOKYMEHTOB fena Ne

No
Ha3Banue u (vim) Howmepa nucroB  |[Ipumeuanu
r/ |[lata nokymeHnTalllHeKkc TOKyMeHTa
I 3aroJIOBOK JIOKYMEHTa zena e
1 2 3 4 5 6
Hroro JIOKYMEHTOB.

(urdpaMu ¥ TPOTHCHIO)
KonnuecTBo IMCTOB BHYTPEHHEH OMUCH

(undpamu U IPOIMHUCHIO)

HaumenoBanue JOJKHOCTH JIMIia, COCTaBUBIICTO

BHYTPEHHIOIO OTTUCh TOKYMEHTOB Jea [Toanuck Pacmudposka moanucu
JlaTa

[Tpunoxenue 14

K MHCTpYyKIIMU IO 1€70MPOU3BOJCTBY
B TOCY/IapCTBEHHBIX OpPTaHaX, MHBIX
OpraHu3aIusIx

®opma JHMCTA-3aBEPUTEIA 1es1a




JIMCT-3ABEPUTEJIb IEJIA Ne

B nene moammTo (BI0XK€HO) M TPOHYMEPOBAHO

(urdpaMu ¥ TPOTHCHIO)
uCT(OB), B TOM YHCIIC:
JUTEPHBIE HOMEpA!
MpONyIEHHbIE HOMEpa!
+ JIMCTOB BHYTPEHHEH OIUCHU:

OcobeHHocTH (PU3NUECKOTO COCTOSIHUS U (DOPMHUPOBAHMS JIeTIa Howmepa nuctoB

1 2

HanmMeHnoBanue TOKHOCTH JIUIIA,
COCTaBHUBIIIETO 3aBEPUTEILHYIO HAAIIUCH ITognuce PacmmpoBka nmoxmnucu
Jara

ITpunoxxenue 15

Kk MHCTpyKIIMHM 110 1€10IIPOU3BOJCTBY
B TOCYJJapCTBEHHBIX OpraHax, MHbIX
OpraHu3aIHsIX

®opma 00JI0:KKH J1ej1a

D. No

Or1. Ne

J1. No




(HauMeHOBaHME IrOCYJapCTBEHHOTO apXHBa)™®

(HaMMEeHOBaHUE BHIIIECTOSIIEH OpraHU3aIuu)

(HauMEeHOBaHUE OPTaHU3ALIIH)

(HauMEeHOBaHME CTPYKTYPHOTO MoApas/eneHust (00IecTBeHHON opranu3alun),

(YHKLIMU WK HAMIPaBICHUS IESTEILHOCTH)

Jleno Ne Tom Ne

(3aroJIoBOK jerna)

nata (KpaifHue 1aThl)

Ha JIACTax
XpaHUTh

D. No

Om. Ne

JT. Ne

*OcdopmisieTcss B OpraHM3ANMsIX, SBISIOMUXCS UCTOYHHKAMH  KOMIUICKTOBAHHS
roCy/IapCTBEHHBIX apXUBOB, IIPH Mepeaaye aesa (ToMa, 4acTh) B TOCYIapCTBEHHbIN apXUB.

ITpunoxxenue 16

K MHCTpYKIMU 110 1eTONTPOU3BOJCTBY
B TOCYJIApPCTBEHHBIX OpTraHaXx, MHbBIX
OpraHM3aLIX

®opma onucH JeJ1 NOCTOSTHHOT0, BpeMeHHOro (cBbime 10 j1eT) XpaHeHHusI M 110 JIMYHOMY
COCTaBY CTPYKTYPHOI0 moJapasaejeHusi (001eCTBEHHO! OPraHu3amumn) Opranu3auuu

HanmenoBanue opranuzanuu YTBEPXIAIO
HaumeHnoBaHue CTpyKTypHOTO
nosipa3zeneHus (00IeCTBEeHHOM OpraHnu3alum) (HauMeHOBaHUE JOJIKHOCTH

Onucek Ne




nen PYKOBOAMTEIISA CTPYKTYPHOIO

(HaMEeHOBaHWE KaTETOPHH JIET)

3a rof noapaseneHus (00uecTBeHHON
OpraHu3aIm)
ITonnuce PacmmpoBka nmoxmucu

Hara

Ne| MHupexc Hassanue paznena, |[lara nena KonnuectBo

Cpok xpaHeHus

[Ipumeuan
n/|nena (Toma,| 3aroJIOBOK Jela (ToMma, JIUCTOB B JIeIe nena (ToMma, e
*
1| 4YacTH) (TOMa, 9acTH) YaCTH) (TOMe, 9acTH) YaCTH)
1 2 3 4 5 6 7

B nannyo onuce BHECEHO

(mrdpamMu ¥ IPOTHCHIO)
nen ¢ Ne o Ne

B TOM YHCIJIC:

JUTEPHBIE HOMEpA!
IIPOITYLICHHBIE HOMEpa!

HanmenoBanue 10KHOCTH
COCTaBUTEIS OIUCU IMoamuce
JlaTa

HaumeHnoBanue nOMKHOCTH PYKOBOAUTENS
cyx0sw1 JIOY (numa, otBercTBeHHOTO 32 JIOY)

[Toanuce Pacmm¢poBka nmoxmnucu
Jara
COI'-TACOBAHO**

[Iporokoun 3acenanus DK

(HaMMEHOBaHUE CTPYKTYPHOTO MOAPA3EICHNUS)
Ne

[lepenan nenu

Pacmudposka moanucu

(urdpaMu ¥ TPOTHCHIO) (urdpaMu ¥ TPOTHCHIO)

PEerucTpalioOHHO-KOHTPOJIBHBIX KaPTOUYEK K JOKYMEHTaM.

HanMeHnoBanue TOJDKHOCTH pabOTHUKA,

[epeaaBlIero aena ITonnuce PacmmpoBka nmonmucu
Jara
[Tpunsin el u

(urdpaMu ¥ TPOTHCHIO) (urdpaMu ¥ MPOTHCHIO)

pPEerucTpalioOHHO-KOHTPOJIBHBIX KapTOUYEK K JOKYMEHTaM.

HanmeHoBaHMe 10KHOCTH paOOTHUKA

apxuBa (JInLa, OTBETCTBEHHOIO 3a APXUB),

IIPUHSBILETO J€J1a ITonnuce
JlaTa

Pacmmudposka moanucu




*I'pada 6 He ohopmIsieTcss B ONUCSX A€ IOCTOSHHOTO XPaHEHUSI.
**Odopmsiercs pu Hamnuuu DK CTpyKTypHOTO Mo Ipa3ieiecHusl.

ITpunoxxenune 17

Kk MHCTpyKIIMHM 11O 1€10IIPOU3BOJCTBY
B TOCYJJapCTBEHHBIX OpraHax, MHbIX
OpraHu3aIHIX

@dopmMa aKTa 0 BbIIeJIeHUH K YHUUTOKEHUIO TOKYMEHTOB H JIeJI, He TO/IJIeKAINX
XpaHEHH 10

Haunmenosanue Boimecrosieit opranuzauun Y TBEPXKJIAIO
HanmenoBanue opranuzanuu

AKT (HauMeHOBaHUE JOJIKHOCTH
Ne
PYKOBOIUTEISI OPTaHH3AIIH )
(MecTO cocTaBieHU) [Toamnuce Pacmudposka moanucu
Harta

O BbIICNIEHUH K YHUUTOXEHUIO
JIOKYMEHTOB H JIeJI, HE TIOIIEKAIINX
XPaHEHUIO

Ha ocHoBanun

(HaBBaHI/IH 1 BBIXOOHBIC TAHHBIC HOPMATHBHBIX IIPABOBBIX AKTOB,

WCTIOJIb30BAHHBIX TIPU MTPOBEICHUH IKCTIEPTU3HI IICHHOCTH )
OTOOpaHbl K YHUYTOXKCHHUIO KaK HE MMEIOIINE HAyYHO-UCTOPHUYECKON IIEHHOCTH W yTPATHBIIHC
MPAKTUYECKOE 3HAYCHHE CIIEYIOIINE JOKYMEHTHI U fena ¢ponma Ne*

(Ha3Banue GoHIA)

Cpok XpaHEHUS]
3arosoBOK WNHupekce nena ena (Toma
Jara Homepa ACKE A Kon-so | ™ ( ’
Nel  nema nnmn (Toma, 4yacTH) 1o 4acTH) U
. |[ena uin| HOMEeHKIaTyp nen [Tpumeuan
/| TPYIIOBOM . . HOMEHKJIaType HOMeEpa
KpaitHue | (omuceii) 3a (TOMOB, ue
Il | 3aroJIOBOK v Ne gena mo . MyHKTOB
aThel el roJ1(bI) yacTei) N
nen OTIHCH (crareii) o
MIEPEYHIO
1 2 3 4 5 6 7 8
Hroro Jlel1 3a roj(bl).
(mmdpamMu ¥ TPOITHUCHIO)
Onucu e MOCTOSIHHOTO XPaHEeHUSI 32 roJi(bl) YTBEPKJICHBI,

a o nmyHOMY cocTaBy coriacoBanbl ¢ DMK (BI1K, 1[OK)

(HaMMeHOBaHUE TOCYJAPCTBEHHOTO apXUBa, CTPYKTYPHOIO MOIpa3iesieHus 0 apXuBaMm U



ACJIONPOU3BOJACTBY

ob6nactHpIX (MUHCKOTO TOPOICKOT0) UCTIOTHUTEIBHBIX KOMUTETOB WIIH BBIIIECTOSIIEH

OpTraHu3aITiH)
(TpoTOKOT Ne )
HauMenoBaHue TOMKHOCTH JIHIIA,
MIPOBOAMBILIETO IKCIIEPTUIY
LIEHHOCTHU JOKYMEHTOB ITonnuce PacmmpoBka nmonmucu
COI'JTACOBAHO COI''TACOBAHO**
[Tporokon 3acenanus [I1OK (OK) [Tporokon 3acenanus DMK (IIIK, 119K)
(HaMMEeHOBaHWE OPTaHU3AIIHH ) (HamMeHOBaHUE
Ne
roCy/1IapCTBEHHOI'O apXHBa WM
CTPYKTYpPHOTO MOpa3ieieHHs 10 apXuBaM 1
JIEONIPON3BOICTBY 001acTHRIX (MUHCKOTO
TOPOACKOI0) UCIIOTHUTEIBHBIX KOMHTETOB,
BBIIIECTOSIICH OPTaHU3AIIHH )
Ne
JIOKYMEHTBI B KOJIMYECTBE nelt,
(urdpaMu ¥ TPOTHCHIO)
BECOM KT C/IaHbI B
(HaMMEHOBAaHUE OPTraHU3AIINN )
Ha TepepadoTKy MO MPUEMO-CIaTOYHOM HAKIATHOU OT No

HanmMeHnoBaHue TOKHOCTH pabOTHHKA
OpraHH3aluy, CAABIIETO JOKYMEHTHI ITonnuce PacmmpoBka nmoxmucu
Jara

HN3meHeHus B YUCTHBIC TOKYMCHTEI BHCCCHBI.

HanmeHoBaHMe 1OKHOCTH paOOTHHKA

apxuBa (JInLa, OTBETCTBEHHOIO 3a APXUB),

BHECIIETO U3MECHECHMSI B YUETHBIE JOKYMECHTBI [Tonnuce Pacmm¢poBka nognucu
JlaTa

*Homep (¢donma yka3bplBaeTCsi B  OpraHM3alusaX, SBISIOIIUXCS  HWCTOYHHUKAMHU
KOMIIJICKTOBAHUA TOCYJAPCTBCHHBIX apXUBOB.
**OdopmisieTcst B akTax O BBIJICJICHUN K YHUUTOKEHHUIO TOKYMEHTOB ¢ 0TMETKOM «IITK».

[Tpunoxenne 18

Kk MHCTpyKIIMHM 11O 1€10IIPOU3BOJCTBY
B TOCYJJapCTBEHHBIX OpraHax, MHbIX



opraHu3anusax

dopma JINCTKA-3aMeCTHTEJIsI IOKYMEHTa
JIUCTOK-3AMECTHUTEJIb IOKYMEHTA

Bug nokymenTta Hara HNunexc
Koppecnonaent
3aro0BOK (MJIM KPaTKOE COACpIKaHNE JOKYMEHTA)

Briman
(maTa BbIIAYM)
Briman [Homyunin
(HauMEHOBaHHE JOJDKHOCTH, (HauMEHOBaHME JJOJKHOCTH, MTOJIUCH,
HOJIIHCb,
pacungpoBKa MOIMKUCH JINIA, pacungpoBKa MOMKUCH JINIA,
BBIJIABIIETO JTOKYMEHT) KOTOPOMY BBIJIaH JOKYMEHT)

[Tpunoxenue 19

K MHCTpyKIIMU IO 1€70MPOU3BOJCTBY
B TOCY/IapCTBEHHBIX OpPTaHaX, MHBIX
OpraHu3aIusIx

CI)opMa KapTbI-3aMECTUTE/IA /1€J1a

HanmenoBanue opranuzanuu
HanmenoBanue CTpyKTypHOTO

noJipa3iesieHus
KAPTA-3AMECTUTEJIb JEJIA

Hemo Ne

(MHJIEKC 10 HOMEHKJIATYpe A€ UM HOMEp I10 OMUCH U 3aT0JIOBOK)
Brinano BO BPEMEHHOE MOJIb30BaHUE 10

(aTa BBIIAYH) (mara Bo3Bpara)
Briman [Homyunin

(HauMeHOBaHUE JOJIKHOCTH, (HaMMEHOBaHUE JI0JKHOCTH, OIIHUCH,
HOJIIHC,
pacungpoBKa MOIMKUCH JINIA, pacuugpoBKa MOAMKCH JINIA,

BBIJIABIIETO JIEJI0) KOTOPOMY BBIJIAHO JIEJI0)



ITpunoxxenne 20

K MHCTpyKIINK

IO JIEOIPOU3BOJCTBY

B rOCY/IapCTBEHHBIX OpraHax,
WHBIX OPraHMU3aLMIX

INEPEYEHb
JOKYMEHTOB, CO3/1aHNe U XPaHeHHEe KOTOPbIX MOKeT ObITh OPraHN30BaHO B 3JIEKTPOHHOM
BH/JIE

1. [TpoTokosbl coOpaHuii paOOTHUKOB CTPYKTYPHBIX TMOJIpa3IeieHU OpraHu3aiii

2. IIpoTOKOJIBI ONEPATUBHBIX COBEIIAHUNA Yy PYKOBOJCTBA OpPraHMU3aLMi U JOKYMEHTBI K
HUM

3. IIpoexThl IpUKa30B, PACIOPSKEHUH, YKa3aHUM pyKOBOAUTENEH OpraHU3alui

4. TTpoeKThl YCTaBOB OpTaHM3aIlMi, JOKYMEHTHI 10 UX pa3paboTKe (IOKJIaIHBIC 3aIlHCKH,
CIIPAaBKH, CBEJIEHUS, OT3BIBBI U 1IP.)

5. IIpoeKkTsl pernaMmeHTOB, UHCTPYKIMMA, TPABUII, MOJ0KEHUH, METOJUYECKUX YKa3aHUU U
PEKOMEH 1Al

6. Ilepenncka o pa3paboTKe, MPUMEHEHUH W Pa3bsICHEHWH PETIaMEHTOB, WHCTPYKIIWH,
MIPaBUIIL, TOJIOKEHNUN, METOIUYECKUX YKA3aHUW U PEKOMEH TN

7. PeructpaiiioHHble KapTOUKH 00 aIMUHUCTPATUBHBIX IPABOHAPYIICHUSIX

8. JXypHampl perucTpaluu MPOTOKOJIOB M TIOCTAHOBJIEHUN 00 aJIMUHHCTPATUBHBIX
MIpaBOHAPYLIECHUAX

9. Aynmutopckue 3akiarodeHMs (B ayAUTOPCKMX OpraHM3alMsX, Yy ayJIuTOpOB,
OCYIIECTBIISIONIUX JIEATEIbHOCTh B KaUeCTBE MHAMBUAYATbHBIX MPEANPUHUMATEIEH )

10. TIucemennas wuHdopMmamus (OTUETH) IO pe3yibTaTaM IPOBEJIEHUS ayAuTa B
ayIUTOPCKUX OPraHHu3alusX, y ayJIuTOpOB, OCYIIECTBIISIOIIUX JEATEIbHOCTh B KauyeCTBE
WHUBUIyaJIbHBIX TIPEANPUHUMATEIIEH )

11. Kauru peructpaiuu 3akiIl0YeHHBIX IOTOBOPOB OKa3aHUs ayAUTOPCKUX YCIyT

12. JIoKyMEHTBI O pa3bsCHEHUM TOpSAKA INPUMEHEHUS aKTOB 3aKOHOJATENbCTBA
(nHbOpMaINMK, CTIPABKH, CBEACHUS, TIEPETIHCKA U IP.)

13. Ilepenucka 0 3aKIIOYEHUH M HMCIIOJHEHHM JOTOBOPOB, KOHTPAKTOB MO (pUHAHCOBO-
XO3AHCTBEHHON NIEITENbHOCTH

14. KypHanel peructpanyi JOTOBOPOB, KOHTPAaKTOB IO (HHAHCOBO-XO35HCTBEHHON
JeATEIbHOCTH

15. IlpeTen3noHHas nepenucka

16. X)KypHanbl yuyera npeTeH3Hil 1 UCKOBBIX 3asBJICHUI

17. Knuru, xKypHaisl yueTa IOpUANYECKUX KOHCYJIbTalui

18. JIoKyMEHTBI O COCTOSITHUM PaOOTHI MO PACCMOTPEHHIO OOpAIICHWA TpaxKaaH, B TOM
YHUClIe WHIWBHUIYaTbHBIX MpEANPUHUMATENCH, U IOPUANYECKUX I (JIOKIAJHBIC 3alHCKH,
CIIpaBKH, aHAJIW3bl, CBOJKH, OO30pBI, TAOJHWIIBI, TEepenucka W 1p.) (KpoMme opraHu3aiuii, B
KOTOPBIX OHU OBUIH COCTABIICHBI)

19. PerucTtpaniioHHO-KOHTPOJBHBIE (OPMBI PETHCTPAllUM OOpAIICHUNA TpakIaH, B TOM
YUCJIe UHAUBUIYATbHBIX MPEAIPUHUMATENCH, U FOPUIUYECKHUX JTUI]

20. PeructpaninoHHO-KOHTPOJIBHBIE (OPMBI PETHUCTPAIIMHN TPEANHCAHUN O HaJJIeKaIleM
pEIIEHNH BOMPOCOB, M3JIOXKEHHBIX B OOpaIlleHHsX TpakKAaH, B TOM YHCIE HHIUBUAYATbHBIX
NpEeANPUHUMATENIEH, U FOPUIUIECKUX JINI]

21. JIOKyMEHTBI O COCTOSHUM paboOTBl 1O PAaCCMOTPEHHUIO 3aMeuaHuil u  (Wiu)
MpeJI0KEHUH, BHECEHHBIX B KHUTY 3aMEYaHUN U MPEAIOKEeHUH (CIpaBKH, CBOAKH, MEpENucKa U
Ip.) (KpoMe opraHu3aInii, B KOTOPBIX OHU OBLIH COCTABIICHBI)

22. Kuurm yyera JMYHOTO TIpUE€Ma TpaxaaH, B TOM YHUCIE HWHIWBUAYAJIbHBIX
IpPEANPUHUMATEINIEH, UX MPEICTABUTEIICH, IPEACTABUTENICH FOPUINIECKUX JIULL



23. JIOKyMEHTBl O pacCMOTPEHHH OOpalleHUHd TpaxaaH W OPUAMYECKUX JIHII,
MOCTYMUBIINX B XOJI€ «IPAMBIX T€IEPOHHBIX JUHUI U «TOPSUUX JIMHUIY (AOKIJIaIHbIE 3aMUCKH,
CIIPaBKH, MIEPENUCKa U JIp.)

24. PeructpanluOHHO-KOHTPOJBHBIE (OPMBI pErucTpanui OOpaIeHuil TpakIaH u
IOPUAMYECKUX JIUIT, TTOCTYIUBIIUX B XOJI€ «IIPSAMBIX TeJIe(OHHBIX IMHUN» U «TOPSINX JTTHHUID)

25. HomeHKnaTypsl Jen CTPYKTYpPHBIX TMOApa3aeiieHni (OOIECTBEHHBIX OpraHU3aIluii,
KOJUIETHAJIbHBIX OPTaHOB) OpraHU3aIuil

26. BeInucku U3 HOMEHKIJIATYP A€ OpraHu3aluii

27. KypHansl yuera OJaHKOB JOKYMEHTOB C H300paxkeHHeM [ ocynapcTBeHHOro repba
Pecniyonmnku benapych

28. Ilepemmcka 00 oOpraHu3anmy ¥ COBEPIICHCTBOBAHMM JEATEIBHOCTH B cdepe
JIEeTIONIPOU3BOJICTBA

29. JlokyMeHTBI 00 aHaJlM3e U KOHTPOJIEC MCIIOJHEHUS TOKYMEHTOB (CIIPAaBKH, JOKJIAJIHbIC
3aMUCKH, TpaUKH, CBOAKU, KOHTPOJbHBIE JUCTHI U JP.)

30. PeructpanmOHHO-KOHTPOJbHBIE (POPMBI PETUCTpPAIMM TOCTAHOBJICHUHM, IMPHUKA30B,
pacnopsKeHUH, peleHni, YKa3aHHil:

30.1. 1o aAMUHUCTPATUBHO-XO35IIICTBEHHBIM BOIIPOCAM

30.2. 0 npeoCTaBIEHUHU TPYIOBBIX OTIIYCKOB, OT3bIBE U3 TPYAOBOIO OTIIYyCKa, HAJIOKEHUU
TUCIUTUIMHAPHBIX ~ B3BICKAHWW, HA3HAYEHUHM JCKYPHBIX, CIY)KEOHBIX KOMaHAMPOBKAX B
npeaenax Pecnybmuku bemapych u  3a rpaHuIly, OKa3aHWHW MaTEepPHAIBHOW ITOMOIIIH,
HANPaBIICHUH Ha MOBBINIEHUE KBATU(PUKANH (TIEPENOITOTOBKY, CTAKHPOBKY)

31. PerucrpaiioHHO-KOHTPOJbHBIE (OPMBI PETHUCTPALIMU BXOMALINX, HCXOIALUINX H
BHYTPEHHUX JOKYMEHTOB

32. PeecTpsl Ha OTIPABIECHHYIO KOPPECTOHACHIINIO

33. 3aka3pl, 3asBKM Ha BBIOJIHEHHE pPa0OT C MHCIOJB30BAaHHEM KOMIIBIOTEPHOM,
MHOHUTEJIBHOU TEXHUKH

34. XKypHanbl, CBOAKM ydeTa padOT C HCIOJIb30BAaHHEM KOMITBIOTEPHOM, MHOKUTEIbHON
TEXHUKH

35. Ilepenucka 06 opraHU3alyy U COBEPIIEHCTBOBAHUHU pabOTHl apXUBOB OpraHU3aIHii

36. I'padpuku mpuema nen B apXvBbl OpraHu3aIui, rpaduky nepeaadu Aesl Ha TOCTOSHHOE
XpaHEHUE B TOCYJapCTBEHHBIE APXUBBI

37. XKypHanbsl peructpainvu JOTOBOPOB O MPOJJIEHUH CPOKOB BPEMEHHOIO XPaHECHUS
JIOKYMEHTOB rocyaapcTBeHHoM yactu HanmonansHoro apxuBHoro ¢onna Pecriyonuku benapych

38. XKypHanbl perucTpauud JOTOBOPOB O B3aUMOJEHUCTBUU U COTPYIHUYECTBE
rOCy/IapCTBEHHBIX apXUBOB C HEIOCYIapCTBEHHBIMU OpraHU3aLUsIMU

39. XXypHanbl peructpanydu AOTOBOPOB XpaHEHUs JTOKYMEHTOB TrOCYAapCTBEHHOM YacTh
Hanuonanenoro apxuBHoro ¢onaa Pecnyonuku benapych, nepemaBaeMbIX Ha IMOCTOSIHHOE
XpaHEHUE B TOCYIAapCTBEHHBIE apXMBbI JO HMCTEUEHHsS CPOKOB MX BPEMEHHOIO XpaHEHUS B
apXuBax OpraHu3aLun

40. ’KypHaibl perucTpalu J0roBOPOB XpaHEHUs] JOKYMEHTOB HETOCYJapCTBEHHON YacTH
Hanuonansnoro apxuHoro ¢onna PecrnyOnuku benapychk, mepenaBaeMbIX Ha XpaHEHHE B
roCy/IapCTBEHHbIE apXMBBI, TEPPUTOpPUATIbHBIE (TOPOJCKUE WU PallOHHBIE) apXHMBBI MECTHBIX
WCIIOJIHUTENIbHBIX U PACIIOPSIAUTENIbHBIX OPTaHOB

41. Omnucu J1en  CTPYKTYPHBIX mojpasfencHuil  (OOIIECTBEHHBIX  OpraHU3aIlHi,
KOJUIETHAJIbHBIX OPTaHOB) OpraHU3aIuil

42. XypHampl perucTpanuy TOKa3aHUHW KOHTPOJBbHO-U3MEPUTEIBHBIX MPUOOPOB IS
U3MEpEHUS TEMIIEPATYPhl U BIAKHOCTH BO3/1yXa

43. 3aka3bl Ha BbIAAUy J€J1 U3 apXHUBa OPraHU3alMi B YUTAJIbHBINA 351

44. XKypHalibl pEerucTpaly MOCEUIEHUN MOJIb30BATEeNISIMU YUTAJbHBIX 3aJI0B apXHUBOB
OpraHu3aun

45. KapTouku perucTpaiyu U yueTa UCIOTHEHUS 3aMpoCcoB (TEMAaTHUYECKUX 3aIIPOCOB)

46. )KypHasibl perucTpanuy mojib30BaTeNIel U UX JIUYHBIX JEI



47. XypHaibl ydeTa 3aKa30B Ha KONMMPOBAaHUE TOKyMEHTOB

48. [Inanbl paboTh Opranu3aiuil (KBapTaabHBIC)

49. Ilnansl pabOTBl CTPYKTYPHBIX TOApa3feNeHU  (KOJUIETHAIBHBIX  OPraHoB)
OpraHu3arun

50. UunuBHIyanbHBIC TUTAHBI PA0OTHUKOB

51. Ilepenucka mo Bompocam IiIaHUPOBAHUS

52. Ort4erbl O BBHIIOJHEHWH IUTAHOB pabOThl  CTPYKTYPHBIX  IMOApPAa3/ICICHUIA
(KoJIerHaIbHBIX OPTaHOB) OPTaHU3AIUN

53. CTaTuCTUYECKHE OTUYETHI IO BCIIOMOTATEIBHBIM HAMPABICHUSAM U BHIaM JESITEIbHOCTH
OpraHu3arun

54. JIOKyMEHTBI O COCTaBJICHUU CBOJHBIX CTATHCTHUYECKUX OTUETOB (TAOIUIIBI, paCUETHI,
CIIPaBKH | JIp.)

55. OmneparuBHBIE OTYETHI (CBEICHHUS) O BBIMOJHEHUU OMNEPATUBHBIX TUIAHOB IIO
HAIPAaBJIECHUSAM JCSITEIbHOCTH OPTaHU3AINI U UX CTPYKTYPHBIX MMOAPA3ICICHUM

56. Ilepenucka o cocTaBlIEHUH, IPEACTABIEHUH U IPOBEPKE CTATUCTUUECKON OTYETHOCTH

57. byxrantepckas (hrHAHCOBasI) OTYETHOCTD (KBapTaJbHAsI, MECSIUHAS)

58. Ilepenucka o nepenaye KIMEHTOB U OAHKOBCKUX ONEpaIfii U3 OJHUX OAHKOB B IpyTrHe

59. Ilepenricka 00 OTKPHITHU U BEJACHUU CUETOB FOPUINYECKHX JIUI] — HEPE3UICHTOB

60. Kauru yuera 1enoHMpOBaHHOM 3apab0OTHOI MIaThl

61. OtueTsl 00 UCTIOTHEHUU OOJKETOB 32 OTUYETHBIN (DMHAHCOBBINA IO, MOSCHUTEIIBHBIC
3aMKUCKHU K HUM (KBapTalbHBIC, MECSUHBIC)

62. IIpoeKThI OI0KETHBIX CMET TOJTyJaTesield OI0/KETHBIX CPEACTB

63. BpINUMCKM W3 JIMUEBBIX CUETOB C MPUIOXKEHUSMU JOKYMEHTOB, OTYETHl O
(MHAHCUPOBAHUHU U OCTATKaX OFOIKETHBIX CPEICTB

64. JIokyMEeHTBI O KpEIUTOBAHUU T'OCYIapCTBEHHBIX MPOTpamMM (CBeIeHUs, HHPOpMAIUH,
CIIPaBKH, TOKJIa/IHbIE 3alUCKHU U JIp.)

65. OTyeTsl O KpeAWTOBAaHWU (U3NYECKUX U (WIIM) FOPUINYECKUX JHIl (KBapTallbHEIE,
MECSYHBIC)

66. OTueTsl 0 BBIAAHHBIX KpeAUTax (MOralieHHbIX, IPOCPOYEHHBIX U JIp.)

67. Otuetsl O GOPMHPOBAHUM U HCIIONB30BAHUM CIECIUATBHOTO pe3epBa OOIIHMX
0AaHKOBCKHX PUCKOB (10 KOTOPHIM HE BBIIABAJICS KPEIHT)

68. Ilepermcka o (yHKIMOHMpPOBaHMM KpemuTHOTO perucrpa W TONYYEHUH H3 HETO
uHpopMaun

69. JlokymMeHThI 00 aHHYJIMPOBAHWH, BHECCHHMH W3MCHCHHH W (WJIM) JOIMOJHEHUH B
KpPEAUTHBIE HCTOPUH (3asBICHUS, TOKIAIHBIC 3aITMUCKH, TIEPETHCKa 1 JIp.)

70. Ilepenucka O KpeaIUTOBaHHMM, TOKYMEHTApHBIX OMepanusix, OaHKOBCKHX TapaHTHUSX,
au3uHTe, (PaKTOPHHTE, TIOPYIUTEITLCTBE U JIP.

71. PacdeTsl pa3MepoB MPOIEHTOB M IUIATHI 32 MOJIb30BAHUE KPEAUTHBIMU PECypCaMu

72. PeecTpbl, CONPOBOAMTENIbHBIE OMUCH TMEpeJayd KPEAUTHBIX JIOChE KIHUEHTOB —
bu3nvecKux U (UIN) IOPUINIECKUX JIUIL B OETOPYCCKUX PYOJIIX U HHOCTPAHHOU BAITIOTE

73. Ilepenucka o GaabIIMBOMOHETHHYECTBE

74. KaccoBble Mmi1aHbl ¥ OTYETHI 00 UX BBITOJIHEHUN

75. OT4eTHI 0 KacCOBBIX 000poTax OaHKa

76. CripaBKH 0 KaCCOBBIX 000POTax 3a JIEHb U OCTaTKaX IIEHHOCTEH

77. CBOIHBIE CTIPAaBKH O KACCOBBIX 000pOTax 3a JIeHb

78. OTueTHBIC CIPaBKHA 00 000POTaX MO MPOAAKE ATTECTOBAHHBIX OPHILTMAHTOB 3a JACHb U
UX OCTaTKax

79. JIOKyMEHTbI O KOOpJAMHALIMU JEATEIBHOCTH MO BOIMPOCAaM OpraHU3alliyd JCHEKHOTO
oOpaiieHuss W TEPEBO3KM HAIMYHBIX JICHEXKHBIX CPEACTB, IUIATEKHBIX HMHCTPYKIIHA,
JParolieHHbIX METAJUIOB M JAPAroleHHBIX KaMHEM M HHBIX ILIEHHOCTEW (Janee — IMepeBO3Ka
[eHHOCTeN) (TIJIaHbl, OTYETHI, TpaduKH, 3aKITIOYCHHS U JP. )

80. JIokyMEeHTHI O pacHpenesieHHd M OCTaTKaX JCHEKHOW HAJIMYHOCTH (OTYETHI, 3asBKH,



000CHOBaHUS, CBEJCHMSI, PACUEThI, PEIICHUS U JIp.)

81. BemoMocTu ydera omeparuii Mo BBINYCKY JCHET B oOpalieHUE W U3BIATHIO JICHET W3
oOparteHus

82. Ilepenmcka o peanu3anuu 0AaHKHOT U MOHET

83. JIOKyMEHTBI MO YCTAHOBJIEHUIO JHMMHUTOB OCTATKOB JCHEKHOM HAJIUYHOCTH B
Oeopycckux pyoOsisiX W MHOCTPAHHOM BalllOTe B OMEPAIMOHHBIX KaccaxX (3asBKU, pacyeThl,
3aKJIFOUYEHHUs, IEPENNCKA U Ap.)

84. 3asBKU Ha MMOAKPEIUICHHUE ICHS)KHON HATMYHOCTHIO OMEPAIlMOHHON KacChl OaHKa

85. CBeleHUs 0 CpOKaX BBHITUIATHI 3apa0OTHOMH IJIATHI U APYTUX BHIIOB JTOXOJIOB

86. JlokyMeHThl 00 YyCTaHOBJEHHH OQUIMAIBHBIX KYpPCOB O€lopyccKoro pyOias Mo
OTHONIICHUIO K WHOCTPAHHBIM BaioTaM (pacmopspKeHusi, MHGOPMAIUK, CIIHCKH, MEepenucKka u
ap.)

87. JlokyMeHTBI O (YHKIIMOHHPOBAHUUA OOMEHHBIX IYHKTOB W BAIIOTHBIX KacC (OTUETHI,
CBEJICHUS, TIepenucKa u Jip.)

88. Knuru yyera yHUYTO)KEHHBIX OQHKHOT

89. Cenenust 00 obecriedeHUN (HOPMEHHOM OACKIOH, OOYBBIO, CHAPSHKEHUEM K OPYKUIO
U WHIUBUIYaTbHBIMA CpPEACTBAMH 3alllUThl PaOOTHUKOB CIYXObl WHKaccaluu (naiee —
MHKAcCaTOphl), paOOTHUKOB, B OOS3aHHOCTH KOTOPBIX BXOIHUT OCYIIECTBICHHE IEPEBO3KU
LIEHHOCTEN

90. Crnucku opraHm3anuii (MHIUBUAYAIBHBIX MpEANpUHUMATENCH), 00CTyKMBAaEMBIX
MHKaccaTopaMu

91. SIBoUYHBIE KAPTOUKHU

92. Ilepemnucka 00 MHKAacCAIMH JCHEKHON BBIPYUKH U IEPEBO3KE IIECHHOCTEH

93. Tlepemmucka O TMONY4YEHUHU, cCHade, y4yeTe, XPAaHEHUU OpYXKHs, OOCHPHUIACOB U
TEXHUYECKUX CPEJICTB 3aIUTHI

94. XKypHaibl yueTa opyXust U1 60ETpUIIacoB

95. Mapuipytsl, TpaduKH 3ae310B MHKACCATOPOB B OpraHU3anuu (K WHAUBUIYATbHBIM
MIPEANPUHUMATEIISIM )

96. OtueTsl O TPOBEACHMHM OAHKOBCKUX omepanmuii ¢ ¢usnueckumMu W (HIN)
IOPUANYECKUMU JTHIIAMU

97. JIoKyMeHTBl 1O aHAJIW3y pOCTa, COCTaBa M PA3BUTHUS KIMEHTCKOW 0a3bl (OTYETHI,
CBeJIeHUs, H(pOopMaIuu, Iepenucka u ap.)

98. BBINKUCKYU U3 JUIEBBIX CUYETOB MO YUYETY BAIFOTHBIX OMEepaliuii

99. Ilepenrcka 00 OTKPHITUH BATIOTHBIX CYETOB B YITOJTHOMOYEHHBIX OaHKax PecnyOmuku
benapycs

100. )XypHansl BEIJaHHBIX (OTUIAYE€HHBIX ) PACUETHBIX YE€KOB

101. JdokymeHThl 00 opraHum3zanuu paboThl OaHKOMATOB, IUIATEKHBIX TEPMHUHAJIOB,
IUIATeKHO-CIIPABOYHBIX ~TEPMHUHAJIIOB  CaMOOOCTYXMBaHUS, IYHKTOB BBIJA4M  HaJIMYHBIX
JNEHEXKHBIX CPEACTB, OpPraHU3aluii TOPTOBIM W CepBHCA (aKTHI, aHAIW3bI, IUIAHBI, 3asSBKH,
JOKJIaTHBIE 3aMMUCKH U Jp.)

102. Tlepenucka Mo BOMpOCAM MNPHUBIICYCHHS JICHEKHBIX CPEACTB (pu3mueckux u (W)
IOPUINYECKUX JIUI] BO BKJIAbI (JICTIO3UTHI)

103. BanaHcsl «aeno» (000pOTHBIE BEIOMOCTH) ACMO3UTAPHSI IO LIEHHBIM Oymaram

104. [1epenucka o MPOBEICHUH JIOTEpEH

105. Ilepenucka o nopsaKe OCYIIECTBICHUS ApEHAHBIX OTHOLLIEHUI

106. [1epenucka o pa3bsICHEHUH 3aKOHOAATENBCTBA O 3aHATOCTH HACEJICHUS

107. JIokyMeHTBI 00 OpraHu3aluyi U MPOBEICHUH SPMApPOK BAaKaHCHM, JHEH OpraHu3anui
(Tutasbl, cBeAicHUS, MH(MOPMAITUH, TIEPETIHCKA U JIP.)

108. CBeneHus 0 HATUYUH CBOOOTHBIX pabOYMX MECT (BaKaHCHIA)

109. PerucTpanOHHBIE  KAapTOYKH  TpaKgaH, oOOpaTHUBIIMXCSA IO  BOIpOcCaM
TPYIOyCTPONCTBA

110. XypHansl peructpauuu JTOKYMEHTOB IO OCYIIECTBICHHUIO aIMHHUCTPATUBHBIX



IpoLeayp

111. I'paduku paboT (CMEHHOCTH)

112. JTokymMeHTBI 00 y4eTe pabo4yero BpeMeHHu (CBOAKH, CBEEHUS, JOKIATHBIC 3alTUCKA 1
zp.)

113. KanenaapHsle I1aHbl 3aMEHBI U IEPECMOTPA HOPM Tpyia

114. Tlepenncka mo BompocaM HOPMHUPOBAHUS U OILJIATHI TPY/a, TApU(PHON CUCTEMBI

115. ®otorpadun pabouero BpeMeHH

116. ®ortorpadun BpeMEeHH HCIOIB30BaHUs 000PYI0BaHUS

117. JoKyMeHTB O pe3yjibTaTax TIpOBENCHHUS XpOHOMeTpaxa ((HOTOXpOHOMETpaXKa)
TPYAOBOrO Mpolecca (IIaHbl, OTYEThI, CIIPABKH, KAPThI, pacyeTHbIE TAOIUIIBI U JIP.)

118. Tlepenucka 0 MPUMEHEHUHM DPA3TUYHBIX (OPM OIIATHI TpyHda, 00 yCTAaHOBJICHUU
JOJIKHOCTHBIX OKJIQZOB, O NPUMEHEHHUU Tapu(HBIX CETOK, O CO3JaHMUU, PETYIHPOBAHUU U
UCTOJIb30BaHUU (POHA 3apabOTHOM MIATHI

119. Tlepenncka 006 aBapusX U HECYACTHBIX CITyJasXx Ha MPOU3BOJICTBE

120. CooO1ieHnst 0 HeCHACTHBIX CIIy4asXx Ha IPOU3BOJICTBE

121. WM3Bemenus 00 OCTphIX MpodecCHOHANBHBIX 3a00JICBaHUSAX (IKCTPEHHBIE) W
XPOHUYECKHX MPO(HECCHOHATBLHBIX 3a00JIEBAHUSX

122. 3asBku Ha Je4EOHO-TIPOPUIAKTHYECKOE IMHUTAHUE M CPEACTBA WHIWBHIYAIbHOU
3aIIUTHI ISl pAOOTHUKOB, 3aHATHIX Ha paboOTe ¢ BPEAHBIMU U (MJIM) OMIACHBIMU YCIOBUSMH TPYZa

123. Ilepermnucka o0 TpoOBEeICHHH  JeYeOHO-IPO(PIIIAKTHIECKUX U CAHUTApPHO-
TUTUEHUYECKUX MEPOIIPHUITHI 10 OXpaHe Tpya

124. JIokyMeHTBI O TPOBEICHHUHM OO0S3aTEIbHBIX MEIUIIMHCKHX OCMOTPOB PadOTAIOIIMX
(mpeBapUTENbHBIX, IEPHOANYECKHX ) (CIUCKH, TpaMKH, aKThI, IEPENUCKa U JAp.)

125. JlokyMeHTBI 00 OpraHu3aIiiyd U MPOBEICHUN OOYyUEHHs MO OXpaHe Tpynaa (ydcOHbIe
IUTaHBI, Y9€OHBIC TPOTPAMMBI, CIIUCKH, TIEPETHCKa U Jp.)

126. JlokymeHTBl 00 opraHu3anuu u paboTe KaOWHETa OXpaHbl TpyAa (IUIaHBI, OTYETHI,
uH(pOpMaIUKU, CBEICHUS U JIp.)

127. lIokyMeHTBI O HaOJIOICHUH 332 COCTOSTHUEM BO3AYITHOM CPe/Ibl B IIeXaX OpraHu3aluii
(POTOKOJIBI, ©XKEAHEBHBIC aHAIIM3BI IPOO, TIEpEmrcKa U Jp. )

128. [lepenucka 0 COCTOSSHUM BEHTHISILTAOHHOTO XO35IICTBA HA MPOU3BOICTBE

129. Ilepenucka 0 MPUMEHEHUHU U IKCIUTyaTallUM CPEACTB 3JIEKTPUUYECKOIO OCBEILEHHUS B
1exax opraHu3aruii

130. J)KypHaibl perucTpaiui OrHeBbIX padoT

131. [lepenucka 0 NPUMEHEHUU COLMAIBHBIX CTAHAAPTOB U HOPMATHUBOB IO COIUAIIBHOM
3alllUTe HACEJICHUS

132. Tlepenncka o0 yrurate 00s3aTeIbHBIX CTPAXOBBIX B3HOCOB

133. BenomocTy BbIIaYM UCXOIALIMX JOKYMEHTOB

134. PeecTpsl niepeiaund UCXOIAIMINUX JOKYMEHTOB

135. Ilepenucka 0 Ha3HAYEHUU TIEHCUH

136. AHKETBI 3aCTpaxOBaHHBIX JIUI]

137. Ilnansl paboOTHI IO BEACHUIO BOMHCKOTO Y4eTa U OpOHUPOBAHUS BOCHHOOOS3aHHBIX

138. JIokyMEeHTBI O BEJIECHHWHW BOMHCKOTO Yy4eTa W OpPOHHPOBAaHMS BOECHHOOOS3aHHBIX
(OTYeTHI, CIIUCKH, CIIPABKH H JIP.)

139. Tlepenucka o BeIEHHMH BOMHCKOTO y4eTa U OpOHUPOBAHUS BOSHHOOOS3aHHBIX

140. KypHambl TpOBEpOK  COCTOSIHMSI ~BOMHCKOTO ydeTa UM OpOHHpPOBAaHUS
BOCHHOOOSI3aHHBIX

141. XKypHanb! yueta paOOTHHKOB, BEIOBIBAIOLINX B CITy>KEOHbIE KOMaHIUPOBKU

142. XKypHaisl peructpaiii KOMaHAMPOBOYHBIX yIOCTOBEPEHUMN

143. I'papuku TpyIOBBIX OTITYCKOB

144. NtoroBele CBOAKH, CBEACHHUS, BEJOMOCTH O MPOBEICHUU aTTECTALNHU, YCTAHOBJICHUU
KBaJTU (DUKAITIH

145. Tlepenucka o MpoOBEICHNN aTTECTAIlMN, YCTAHOBIICHUH KBaTU()UKAITUN



146. Ilnanel pacrpenencHuss IENAarorMyecKol Harpy3kKu MeXAy IeJaroru4ecKuMHU
pabOTHUKAMHU U OTYETHI 00 MX BBIMOJIHEHUH

147. NnauBuayanbHble MIaHbl paOOThl MEAAarorMyeckuxX pabOTHUKOB M OTYETHI 00 MX
BBINOJTHEHUH

148. KypHanbl, KapTOYKH, BEJAOMOCTH Y4Y€Ta BBIIOJHEHHUS MEJArOrH4eCKUMHU
pabOTHUKAMHU NIEAArornYecKoi Harpy3Ku, pacrpeaeneHusl ydeOHbIX YacoB

149. CaeneHuss O BBINOJIHEHMHM [E€arOTMYECKOM  HArpy3ku IeJaroru4ecKMMH
paboTHUKaMHU

150. Ilepemucka 00 oOecmedeHUH YUpexkACHHU 0O0pa3oBaHUS Y4eOHO-METOIUYECKOM
JOKyMEeHTaluel, ydeOHbIMH HU3JaHUSIMU, UHBIMU CpeJICTBaMU OOyueHUs, HEOOXOAUMBIMU IS
OpraHu3ali 00pa3zoBaTeNIbHOTO MpoLecca

151. 3asBku Ha y4eOHO-METOAMYECKYIO IOKYMEHTAIMI0, Y4eOHbIC W3JaHHs, y4eOHO-
HaTJsiHBIE TOCcOOMs, OOOpyIOBaHME U WHBIE CpeACTBAa OOYy4YeHHs, HEOOXOIUMBIC s
OpraHu3aiy 00pa3oBaTeIbHOIO Mpolecca

152. Tlepenucka o A0MycKe K MCIOJIb30BAaHUIO B 00pa30BaTEIbHOM IpPOIEcCe YUEOHUKOB,
y4eOHBIX TTOCOOMH, MHBIX YUCOHBIX U3JIaHUN

153. JIokyMeHTBI O MOJATOTOBKE K HOBOMY Y4e€OHOMY TOAY YUpEKACHUH 0Opa3zoBaHUs
(axThI, cripaBKU, HHGOPMAIINH, TIEPETTUCKA U JIP.)

154. E>xenHeBHbIE IUIaHBI PAaOOTHI MEAATOTMYECKUX PAOOTHUKOB C BOCHHTAHHUKAMH,
IUTAHBl  KOPPEKIMOHHO-pa3BUBAOIIE pabOThl C BOCHUTAHHUKAMH C  OCOOEHHOCTSMU
NCUXO(DHU3HUUECKOTO Pa3BUTHS B YUPEKICHUSIX JOMIKOIHLHOTO 00pa30BaHUs

155. bank naHHBIX O AETAX AOLIKOJIBHOTO BO3pacTa B palioHE

156. CBeneHust 0 IBMKEHUHU BOCITUTAHHUKOB B YUPEKACHUSAX JOIIKOIBHOTO 00pa30BaHMs,
B TOM 4HcCJie 00 UX 3aKOHHBIX MTPEICTaBUTEISIX

157. CBeneHust 0 HANMYUK y4eOHBIX M3aHUN M MHBIX CPEICTB O0Y4eHUs, HEOOXOJMMBIX
JUIsL OpraHu3aluy 00pa3oBaTeIbHOrO MPoIlecca B yUPEKICHUIX JOIIKOIHHOTO 00pa3oBaHus

158. JlokyMeHTBI TIO yYeTy U JBIIKEHHUIO JeTei B Bo3pacte A0 18 neT (CUCKH, OTYETHI U
ap.)

159.  Pacnmcanusi ~ y4eOHBIX  3aHATHH,  KOPPEKUMOHHBIX,  CTUMYJIHPYIOIIUX,
NONJEPKUBAIOUMX W (aKyJIbTaTUBHBIX 3aHATUH, OObeIMHEHUIl Mo HHTepecaM (KPYXKKOB,
CEeKIMH, CTynui, KIyOOB M [p.), BBITYCKHBIX IK3aMEHOB B YUPEKICHHUAX OOIIET0 CPEIHEro
o0pa3oBaHMs, YUPEKICHUSAX O0Opa3oBaHWs, WHBIX OpPraHU3alUsaX, Y HHAWBHUIYaJIbHBIX
IpEeIIIPUHUMATENIEH, KOTOPBIM B COOTBETCTBMM C 3aKOHOJATEIbCTBOM IIPEJOCTABIEHO IPABO
OCYIIECTBIISITh 00pa30BaTENbHYIO EATEIbHOCTD, PEAU3YIOUIMX 00pa30BaTeIbHbIE MPOTrPaMMbl
CIHeHaIbHOTO 00pa30oBaHus (Jlaee — yUpexkIeHHs CIIeUaTbHOr0 00pa30BaHus)

160. XypHanbsl oOmEKUTHN YUIPEKICHUN 0OIIET0 CpeaHero oOpa3oBaHMs, CHEIUaTbHbBIX
0011e00pa30BaTeNIbHBIX KON (CHEHUaNbHBIX 00IIe00pa3oBaTeNbHBIX IIKOJI-HHTEPHATOB),
BCIIOMOTaTeNbHBIX HIKOJI (BCTIOMOTATENbHBIX IIKOJI-UHTEPHATOB)

161. Ilepenmcka 00 WTOrOBOIl aTTeCTAllMM YYalIMXCS B TOPSJIKE SKCTepHATa MpU
MOJTy4eHHUH 00111ero 6a30BOro 1 001Iero cpeaHero 0opa3oBaHus

162. CexeHusi 0 JanbHEHIIEM >XKU3HEYCTPONCTBE BBIMTYCKHUKOB YUPEXKICHHH 0011ero
CpemHero oOpa3oBaHMs

163. JlokyMeHTBI O TmepeBoie OOy4YalolmUXCs B WHBIC YUPEKICHUS CICHHAIBLHOTO
00pa3zoBaHus (IOKJIATHBIC 3aITUCKH, 0OOCHOBAHMS, TIEPETIUCKA U JIp.)

164. )KypHaib! yyera NponymeHHbIX U 3aMEHEHHBIX YU€OHBIX 3aHATUI

165. HWuadopmanmuu o0 IKU3HEYCTPOWCTBE, IaTPOHATE BBITYCKHUKOB CIEIHATbHBIX
0011e00pa30BaTebHBIX KON (CHEHaNbHBIX 00IIe00pa3oBaTeNbHBIX IIKOJI-UHTEPHATOB),
BCIIOMOTATENbHBIX INKOJ (BCIIOMOTaTeNbHBIX IIKOJ-MHTEPHATOB) (MacmopT MaTpoHaTa
BBIITYCKHHKA)

166. [TporpamMmMbl 0 MpoUIAKTHKE M IPECEYCHUN KyPEHUS, YIIOTPEOICHUS aTKOTOJIbHBIX,
cJ1a00AJIKOTOJIbHBIX HANMTKOB, MHBA, HAPKOTHUYECKUX CPEICTB, MCUXOTPONHBIX, TOKCHYECKUX U
JIPYTUX OJlypMaHHUBAIOLIUX BEIIECTB (KpOME OpraHU3allkii, B KOTOPHIX OHU OBLIM COCTABIICHBI)



167. CounanbHble nacnopra yupexIeHuii 00pa3oBaHuUs

168. JlokyMeHTBI 0 pa0oTe MEeAaroroB-MCUXOJIOTOB, TMEAaroroB CONUAIBHBIX, YYUTEIICH-
e eKTON0roB (IJIaHbl, OTYETHI, HH(OPMAIINHU, TIEPETTUCKA U JIp.)

169. XypHanel yuyera WHIMBUAYATHHOW U TpynmoBoil ¢opm pabOThl TeAaroroB-
IICHXOJIOTOB, TIEIarOroB COLMANBHBIX, YUUTEeH-1eeKTOI0roB

170. JIOKyMEHTBI O MEPUOJAMYECKUX MEIUIMHCKUX OCMOTpax M MPUBUBKAX
BOCIIUTAaHHUKOB COLMAIbHO-TIEIArOTMYECKUX YUPEKICHUH (CBEIEHUS, CITUCKH U Jp.)

171. XKypHansl yyera NponyuI€HHbIX U 3aMEHEHHBIX YPOKOB

172. XypHansl yueTa 3aHATHI ¢ BOCHUTAHHUKAMHM JIOIIKOJIBLHOTO BO3pacTa

173. XKypHansl ydera nmoceneHuii HeOIaronoyqHbIx ceMein

174. XKypHanbl ydyera MocemeHni yupexxaeHnii 00pa3oBaHUs

175. XKypHansl yueTa TuarHoCTHIECKON paboThI

176. EnuHOBpEeMEHHBIE CBEICHUS O 3200I€BA€MOCTH BOCIIUTAHHUKOB

177. XKypHaisl perucTpaiii BOCIUTAHHUKOB B KAPAaHTUHHOW rpymmne

178. XKypHabl yuera CaHUTapHO-IIPOCBETUTEIILHONU PaOOTHI

179. CanutapHble KypHaIbI

180. AMOynaTopHbIe KypHAaJIbI

181. XKXypHans! yuera HHPEKIIMOHHBIX 3a00JIEBaHUMA

182. XKypHans! yyera pU3NIECKOTO pa3BUTHUS BOCITUTAHHUKOB

183. XKypHaisl yueta 0CMOTpa BOCIUTAHHUKOB HA MEAUKYIIE3

184. XKypHansl AMCIIaHCEPHOIO y4eTa BOCIUTAaHHUKOB

185. XKypHaisl yuera NpUuBUBOK

186. XypHansl yuera TpaBM

187. XKypHainsl yueTa KOHCYJIbTallui

188. XKypHanbl y4era JOrOBOPOB O B3aWMOJEHCTBHM YUPEXKACHUH OOpazoBaHHs C
OpraHM3alUsIMHU — 3aKa3uMKaMH KaJpoB MPHU MOArOTOBKE CIENUANINCTOB, pPa0OUUX, CIYKaIIUX,
3asBOK Ha MOJATOTOBKY CHEIMAINCTOB, pa00OYUX, CIyXKaIluX

189. TIlepenmcka 00 opraHu3anuyu 00pa30BAaTEIBLHOTO TMpoIecca MPHU peaTH3aluu
00pa3oBaTeNbHON MPOTPaMMBbl MOJTOTOBKH JIMI] K MOCTYIJICHUIO B YUPEXKACHUS 00pazoBaHHS
Pecnyomuku benapych

190. Ilepenncka o MpOBEACHUN JHEH OTKPHITHIX ABEPEH B YUPEKACHUAX 00pa30oBaHuUs

191. CBeneHust O KOJMYECTBE 3asBICHUM OT JIMI, MNOCTYMAaBIIUX JJISI MOJY4CHUS
npo¢eCCHOHATBHO-TEXHUYECKOTO, CPEIHEro CIEIHaTbHOIO0 W BBICHIETO 00pa3oBaHUs B
yapexKIeHUsT 00pa3oBaHUs

192. JKypHanel peructpauuyd JOKYMEHTOB JIMI, IOCTYHAIOIIMX B YUPEKICHUS
o0Opa3oBaHusl Al HOJMydeHUs NPOo(hecCHOHATBLHO-TEXHUYECKOTO, CPEAHEro CIEeUUaIbHOro Hu
BBICIIET0 00pa30BaHUs

193. XKypHansl y4eTa 3asBICHUNA JIUI, OOPATUBIINXCS ISl YIacTHsI B MPOPECCHOHAITBHO-
NICHXOJIOTHYECKOM co0eceI0BaHUH (TECTUPOBAHUN), U TIPUHATHIX PELICHUN

194. Ot4ueTbl O TPOBEACHUU BCTYMHUTEIBHBIX HCHBITAHUN B YUYPEKICHUS 0Opa3oBaHUS
(kpome opranu3zaiuii, B KOTOPbIX OHU OBUIM COCTABIICHBI)

195. JlokyMeHTBI O XO0j€ MpHeMa JIHUIl, TOCTYNAIIMNUX B YUPEKACHUS 0O0pa3oBaHUS IS
NOJY4YeHUsT  NPOPEeCcCCHOHATBHO-TEXHUYECKOTO,  CPEIHEro  CIEHUAIbHOTO W BBICHIETO
obOpasoBanus (CrpaBKu, HHOOPMAIUHU, CITUCKH, TOKJIAHBIC 3aIHCKU U p.)

196. ExenneBHbIE CBEJCHHS O pe3yibTaTaX BCTYHMHUTEIbHBIX MCIBITAHUN B YUPEKIACHUS
o0pazoBaHus

197. Ilepenicka o mpreMe M 3a4MCICHUH JIUIL B yUpExKICHHs 00pa3oBaHus

198. Knuru yuera nepenadd B OTAeN KaapoB (yU4eOHYIO YacTh) JUYHBIX JC]T 00yUJarOmuXCs

199. Pacnucanusi, rpaduku y4eOHBIX 3aHATHH, (QaKyIbTaTUBHBIX 3aHATHH, 3a4€TOB
(muddepeHIIMpOBaHHBIX  3a4€TOB), HK3aMEHOB IO Yy4eOHBIM mpeameraM  (y4eOHBIM
TUCITUTIMHAM ), TOCYJapPCTBEHHBIX IK3aMEHOB (KBaU()UKAIIMOHHBIX YK3aMEHOB), KaHIUIATCKUX
3aueToB  (auddepeHIUpOBaHHBIX 3a4€TOB) MO  00IIE00pa3oBaTENbHBIM  JIUCIIUILUIHHAM,



KaHTUAATCKUX JK3aMEHOB IO OO0IIe00pa3oBaTeNbHBIM AUCIHUILTNHAM, KOHCYJIBTALUN, 3alIUTHI
KYPCOBBIX TIPOCKTOB (KYpCOBBIX pabOT), HIUIUIOMHBIX MPOCKTOB (IUILUIOMHBIX pabdoT),
MarucTepPCKUX IUCCEPTAIUi, CETKH YacOB M0 Y4eOHBIM mpeameraM (yueOHBIM AUCIUILITUHAM)

200. CBoakH, BEIOMOCTH y4eTa MOCEIAaeMOCTH YU€OHBIX 3aHATUN 00yJarOITUMHUCS

201. XypHaisl perucTpaluy KOHCYIbTalUi

202. Tlepenucka 0 TMPOBEACHUH IK3aMEHAIMOHHBIX CECCHU M JIOMyCKE O0YyJaromuxcs K
cmade 3a4eToB (nuddepeHIMpOBaHHBIX 3a4€TOB), 9K3aMEHOB I10 YYE€OHBIM MpeaMeTaM
(Y4eOHBIM TUCIUTUIMHAM ), BBICBIIIKE TOMAITHUX KOHTPOJIBHBIX PaOOT M APYTUM BOIIPOCaM

203. [Tepeunu IPOBEPOYHBIX PaOdOT MO MPOU3BOJICTBEHHOMY O0yUEHUIO

204. Ilepeunu kBanMpUKAITMOHHBIX (TIPOOHBIX) pabOT

205. Tlepeunu TeM KYpCOBBIX IPOEKTOB (KypCOBBIX pabOT), AMUIIOMHBIX MPOEKTOB
(IUTUTOMHBIX PadoT)

206. Ilepenrcka 00 OpraHu3allil U COCTOSHUU 3209HOM (POPMBI MOJTydeHHs! 00pa3oBaHUs

207. JKypHanmbl perucTpalui CIHPaBOK-BBI30BOB OOyYaIOIIMXCS 3a09HOM  (OPMBI
NOJy4eHUs: 00pa30BaHUs

208. XypHansl y4eTa JOMAITHUX KOHTPOJBHBIX padOT M KYPCOBBIX MPOEKTOB (KYpPCOBBIX
pabot) obyqaromuxcs 3a04HON (POPMBI OTYUEHHUSI 00pa3OBaAHHUS

209. JIoKyMEHTBI O TPOBEICHHUU PECIyOJUKAHCKUX KOHKYPCOB MPO(ECCHOHATBHOTO
MacTepCTBa, TEXHMUYECKOTO U JEKOPAaTUBHO-TIPUKIAJAHOIO TBOPYECTBA, CMOTpPOB, CJETOB,
BBICTABOK M JIPYTMX 00pa30BaTeIbHBIX MEPONPUATUI (TIOJT0KEHUS, TIPOTOKOJIbI, 3aBKH, aHKETHI,
CIIMCKH U JIp.)

210. Criucku opraHu3anmii, Ha 6a3e KOTOPBIX TPOBOIUTCS MTPAKTHUKA

211. XXypHanbl ydera NpPOU3BOACTBEHHOTO OOYy4YEeHHs, JTAOOPATOPHBIX W TMPAKTHUECKUX
3aHATUN, KOHTPOJIbHBIX PaboT

212. TIlepenmcka 00 YTBEpXKICHHH COCTaBa T'OCYJAPCTBEHHBIX KBaTU(UKAIIMOHHBIX
(KBaTM(PUKAIMOHHBIX) KOMHUCCUH, TOCYJAapCTBEHHBIX OK3aMEHAIMOHHBIX KOMHMCCUH M HX
npeacenaTenen

213. BenoMocTH epCcOHAIbHOrO y4€Ta BBIMYCKHUKOB

214. Ilnanbl, BEIOMOCTH pacIipeesieHus (HapaBieHus Ha paboTy) BBITYCKHUKOB

215. Kuuru yyera BbIAAQYM CIPABOK O CaAMOCTOSTEIBHOM TPYAOYCTPOMCTBE U
NOATBEPXKICHUH 0 mpueMe Ha padoTy

216. Knuru y4era BbIJIaud CBUJETEIHCTB O HANPABJICHUU HA paOOTy W MOJITBEPKIACHUHN O
npueme Ha paboTy

217. IoKyMEHTBI O POBEACHUHN IKCKYPCUH (OTYEThI, HHPOPMAIINH, THEBHUKH, pedepatsl,
nepenucka u ap.)

218. Ilepenmucka 00 yTBEPKIECHHH COCTaBa TOCYJApPCTBEHHBIX AK3aMEHAIMOHHBIX
KOMUCCHH (KBATH(DHUKAITMOHHBIX KOMUCCHI) U UX TIpeiceaarencit

219. JlokyMeHTHI O TOCYJApCTBEHHON perucTpanuv WH(QOPMAIMOHHBIX CHCTEM U
UH(OPMALIMOHHBIX PECYPCOB (3as1BKH, 3aKIIOUEHHS U JIP.)

220. Ilepenucka mo BOMpocaM MaTepHATbHO-TEXHUYECKOTO 00ECTICUCHUS IeATEIIbHOCTH

221. JKypHansl yuera BbIIa4M KOHKYPCHBIX JOKYMEHTOB, 3allpOCOB  I[EHOBBIX
MPEII0KEHU I

222. XKypHansl yyeTta BblJauM MPUIJIAIEHUN K YYaCTHIO B IPOLEAYPAX 3aKYIIOK TOBApOB
(pabor, yciyr)

223. XKypHaisl perucTpauuy npeioKeHUN

224. XKXypHajbl perucTpaiyuy MpUOBITHS YYaCTHUKOB HA 3aCETaHUs KOMUCCUU

225. KypHansl yueTa TOTOBOPOB O MAaTEPUATHLHO-TEXHHUYECKOM 00eCTIeueHUH

226. JIokyMEHTBI 0 MOTPEOHOCTH B CHIPhE, MaTEpHAIIaX, KOMIUICKTYIOITUX M MHBIX TOBapax
(pabortax, ycimyrax) (CBOJHBIE BEIOMOCTH, TAOIHIIBI, pACYETHI U . )

227. KOMIIEKTOBOYHBIE BEJOMOCTH

228. JlokyMeHTHl 00 YCIOBUSIX M O(GOpPMIIEHHH TIOCTaBOK ChIpbs, MAaTepHajoB,
KOMIUIEKTYIOIUX M HWHBIX TOBapoB (paboT, ycmyr) (CnpaBKH, CBEICHUS, 3asgBKH, 3aKa3bl,



nepenucka u ap.)

229. T'padbuku OTTPY3KH CHIPbS, MaTEpUAJIOB, KOMIUICKTYIOIIUX ¥ WHBIX TOBAapOB
noTpeouTENIM

230. JIokyMeHTBI O BbIJa4€ ChIpbs, MATEPUATIOB, KOMIUICKTYIOIIMX M HHBIX TOBApPOB
(o6ocHOBaHUS, HAPSIBI U JIP.)

231. JKypHaibl yyeTa CbIpbsl, MaTE€pUAJIOB, KOMIUICKTYIOIIMX MW HWHBIX TOBAapOB,
OTIIPABJISIEMBIX IOTPEOUTENSIM

232. I'py30BbI€ TaMOXXEHHBIE JICKIapaluy (JeKIapaiuy Ha TOBaphl)

233. CBOJKM, BEAOMOCTH, KHUTU y4e€Ta OTIPY3KH IKCIIOPTHBIX TOBAPOB

234. JIOKyMEHTBI O €KEIHEBHOW OTIPY3KE CHIPbS, MAaTEPUAIIOB, KOMIUIEKTYIOIIUX U HHBIX
TOBAapOB (IAUCIETYEPCKUE KYPHAIIbI, CBOAKHU U JIp.)

235. CBenenust 00 OTTPYKEHHBIX CHIPhE, MaTepHUaliaX, KOMIUICKTYIOIIUX H HHBIX TOBapax

236. Oruersl 00 ocTaTKaxX, IOCTYIUICHUM M PACXOJOBaHHU ChIPbs, MaTepHalIOB,
KOMIUIEKTYIOIUX U UHBIX TOBAPOB

237. JIOKyMEHTBl O KadecTBE IOCTYIMAIOMUX U OTHPABISEMBIX CHIPbS, MaTEepPHAIIOB,
KOMIUIEKTYIOIIUX U UHBIX TOBAPOB (padoT, yciyT) (aKThl, 3aKJIFOUCHHS, CIIPABKU U Jp.)

238. [lepenucka 0 3aroTOBKE U OTIPY3KE METAJNINYECKOTO JIOMa

239. HopMaTuBbI CKIIaJICKUX 3a1acoB

240. [Mepenrcka 00 opraHu3aluy CKIAJACKOTO XpaHEHUs

241. Ilepenrcka o MpUOBITHH TPY30B

242. Ilepenncka O 3aBO3€ CHIPbsl, MAaTEPUAJIOB, KOMIUIEKTYIOIIMX M HHBIX TOBAapOB Ha
CKJIa/1bI

243. TpeGoBaHus U KOIMU TPEOOBAHMI Ha MOJyY€HUE HHCTPYMEHTOB CO CKJIaJI0B

244, KHUTH ydeTa pacnopsbiKeHUW Ha OTIYCK ChIPbsl, MAaTEPHAOB, KOMIUIEKTYIOIIUX U
UHBIX TOBAPOB CO CKJIAJIOB

245. Tlepenricka 06 UCTIOIB30BAHUH Tapbl

246. JIoKyMEHTHI O JOIMYCKE B CIIY)KEOHBIC MMOMEIICHUS B Hepabouee BpeMsi U BBIXOJHBIC
JTHU (3asIBKU, CBEJICHUS, TIEPENUCKa  JIp.)

247. I'paduku nexxypcTB pabOTHUKOB, )KypHAJIBI yueTa JeKypCTB paOOTHHKOB

248. JloxymeHTbI 00 oopMiIeHHHU CITY>KEOHBIX MPOE3IHBIX TOKYMEHTOB, OPOHHPOBAHHUU
MECT B TOCTUHHMIIAX (CIIUCKH, CBEICHMUS], IEPENUCKa U JIp.)

249. KypHanbl yuera BbIIaud eYaTeH U MITAMIIOB

250. ITnansl, rpaduKu TPOPHUIAKTHIECKUX OCMOTPOB M TEKYIIETO PEMOHTa 000pyI0BaHHUS
U MH)KEHEPHBIX CUCTEM

251. JIOKyMEHTHI O TEXHHYECKOM COCTOSSHUM 3JaHui (MIOMENICHMIi), 3aHUMAEMBIX
OopraHu3aIusIMu (OTYEThI, CIIPABKHU, CBEACHUS U JP.)

252. JIOKyMeHTHI O IOArOTOBKE 3aHUH (MOMeIeH i) 1 000pyJOBaHUS K SKCITyaTallud B
OCEHHE-3UMHHI nepro (TIaHbl, TpaQUKH, IEPENUCcKa U JIp.)

253. XypHanel permcrpanmuu JOTOBOPOB O KOMMYHAIBHOM OOCITYXHUBAaHUHU 3[aHUI
(coopyxeHuit)

254. Ilepenricka 0 KOMMYHAJIBHOM OOCTYKMBaHUU 3JaHUN (COOPYKEHUN)

255. Tlepenucka O coAepKaHMHM 3[aHUK (COOPY)KEHHI) M TIpWIEralomeld K HUM
TEPPUTOPUH B HAITIEKAIIEM TEXHUIECKOM U CAHUTAPHOM COCTOSIHUU

256. Ilnansl MepONpUATUNA MO YKOHOMUU TEIJIOBOM W AJIEKTPUYECKOW SHEPTUU U OTYETHI
00 UX BBITIOJIHEHUHU

257. Xypnains! ydera pacxojia TEIJIOBOW SHEPTUH, TOTPEOIEHUS dIIEKTPUIECKON SHEPTHH,
IPUPOIHOTO ra3a, BOAbI

258. XXypHansl yaera ocMOTpa U paboThl TU(TOB

259. JIOKyMEHTBI 1O KOHTPOJIO MPOTHBOIOXKAPHOTO COCTOSHHUS W PEXUMa OXPaHBI
opraHusanuii (IaHbl, OTYEThI, aKThI, CBOJKHU, CBEJICHUS, IEPENUcKa U Ap.)

260. MHCcTpyKIIMU 0 Mepax MoKapHOi 6e30MmacHOCTH

261. UHCTpyKIIMM TIO SKCIUTyaTalldd CHCTEM IPOTHBOMOXKAPHOTO BOJIOCHAOKECHHUS W



YCTAHOBOK HOYKapHOW aBTOMATHKH

262. UHCTpYKIIMHU MO TYUIEHUIO TTOKAPOB B AJIEKTPOYCTAHOBKAX

263. WHCTpyKIMU 1O OOECIEYCHHIO SBaKyalluu IoJell (Ha OOBEeKTax ¢ MacCOBBIM
peOBIBAHUEM JTIOJICH )

264. llepenncka O NPHOOPETEHUH TOXAPHOW TEXHHUKH, IOKAPHOTO 000pyIOBaHMS,
MOKapHOIO0 HHBEHTAapsi, OTrHETYIIMTEJEH, OrHeTyIIaluX BEIIeCTB U JPYIHMX CpEelICTB
MPOTUBOIIOKAPHOM 3aIUTHI

265. XKypHaibl perucTpaiuy T10rOBOPOB 00 OpraHU3AIMK OXPAHbBI

266. CxeMbl TUCIIOKALUY TIOCTOB OXPAHbI

267. JlokymMeHTBHI 0 pexxuMe padoThl OXPAaHHUKOB M CTOpOXKeW (rpaduku, pacriucanus u
zp.)

268. 3asBku Ha OpYXKHUe, OOCTIPUTIACHI, BEIIIEBOE UMYIIIECTBO JJISI OXPAHHUKOB

269. Otuetsl 00 yCTPOUCTBE U HKCIUTyaTAI[MH TEXHUYECKUX CPENICTB OXPaHbI

270. I1naHbl 3aIUTHl HACETICHUSI U TEPPUTOPUN OT UPE3BBIUAMHBIX CUTYALH MPUPOTHOTO
Y TEXHOTEHHOT'0 XapakTepa

271. [1nansl npeaynpexAeHUs U JIMKBUAAIMN YPE3BbIYANHBIX CUTYAIINH

272. IlnaHbl TpaKIaHCKOH 0OOPOHBI

273. JloxymeHThl 00 opraHu3anuu (GyHKIIMOHUPOBAHUS TOCYJAPCTBEHHOW CHUCTEMBI
OpeIyNpexaAeHUs] M JUKBUIALMU YPE3BBIYAMHBIX CUTyallMd W TPaKIAaHCKOH OOOpOHBI
(Yka3aHus, IJIaHbl, OTYETHI, HH(DOPMAIUU U Ip.)

274. Tlepenucka 00 opraHu3auuu (YHKIMOHUPOBAHUS TOCYAAPCTBEHHOM CHCTEMBI
IpeIyNpexIeHNs U TUKBUAAIMN YPE3BbIYAITHBIX CUTYAIMH U FpakAaHCKOH 000pOHBI

275. Ilepenucka 0 AESITEABHOCTH KOMUCCUH 110 YPE3BBIYAMHBIM CUTYaLUSAM

276. JIOKyMEHTBI O CO3JaHWUM, UCIIOJIB30BAaHUM U BOCIOJHEHUU PE3E€PBOB MATEPUATBHBIX
PECYPCOB /IS IMKBUIAIUH YPE3BBIYAMHBIX CUTYAIMH (KOIMMH PEIICHUH, MPUKa30B, MEPENucKa U
zp.)

277. JIOKyMEHTBl O TIOATOTOBKE PYKOBOJIMTENEH, IOJKHOCTHBIX JIMI, PaOOTHHKOB
OpraHM3alyii, HaceleHus B OO0JIACTH 3aIIUTHl OT YPE3BBIYAMHBIX CUTyallUd HPUPOTHOTO U
TEXHOI€HHOI'O XapakTepa (IUIaHbl, IPOrpaMMBbl, OTYETHI, IEPEMUCKA U JIp.)

278. JlokyMeHTBI 00 OpraHu3allid W BEACHUM TPAXKIAHCKOW OOOpPOHBI (ITOJOKEHHS,
IUTaHbI, OTYETHI, IEpeNnucKa U 1p.)

279. lokyMeHTBI 00 opraHu3anuy (yHKIIMOHUPOBAHUS U TOJTOTOBKE CHJ TPaKIaHCKOU
00OpOHBI (ITOJIOKEHHS, PELICHHs, MEPEYHH, OPraHU3aAIMOHHO-IITATHBIE CTPYKTYpHI, Tabenn H
zp.)

280. JHokyMeHThl 00 oOecrne4eHHH U WCIOJIb30BAHUHM CIEHUATBHOTO HUMYIIECTBA
TPpaKIaHCKOW 00OPOHBI (TIJIaHBI, OTYETHI, CBEACHUS U JP.)

281. JIoKyMEHTBI O COCTOSIHUM M 3KCIUTyaTalluy Pa3IMYHbIX BUJOB TPAHCIIOPTHBIX CPEACTB
(cripaBKH, JOKJIQHBIE 3alIMCKU, CBEICHMUSI, IEpEenucKa U Jp.)

282. JIOKyMEHTHI O HAJIMYUU U COCTOSTHUU aBTOMOOMJIBHBIX MAPKOB, TapaXkeil, MaCTepCKUX
(cripaBKH, CBEEHUS, TIEPENUCKA U JIP.)

283. JlokyMeHTHl 00 OmpeJeNeHHH IMOTPEOHOCTH B TPAHCIOPTHBIX CPEICTBAX U HUX
BBIICICHUH (3a5BKH, pACUEThI, IEPENUCKA U JIP.)

284. JIokyMEHTBI O IBM)KEHUHU TPAHCIOPTHBIX CPEIACTB (CBOJAKH, CBEICHMS, paclMCaHus,
rpadukH, epenucka u Jip.)

285. JIOKyMEHTBI O COCTOSSHUM WM pa3BUTUHU BHYTPEHHEH CBSA3M (JIOKJIAIHbIE 3aIUCKH,
CIIpaBKH, MEPEINCKa)

286. JIOKyMEHTBI O pEMOHTE COOPYKEHHUH M CPEACTB CBSI3U (TUIaHBI, OTYETHI, MIEPEHUCKA U
zp.)

287. XypHaibl perucTpanuud JOrOBOPOB 00 OpraHm3aly, SKCIUTyaTallud, apeHje H
PEMOHTE BHYTPEHHEW CBA3U

288. [lepenucka o mpoBeneHNH pabOT 1o TenedoHU3aNY, PATUO(DUKALINT, CUTHATU3AIUH
U DKCIUTyaTallud BHYTPEHHEN CBS3H OpraHu3aluu



289. CxeMbl JIMHUM CBSI3U OpraHu3anui

290. XypHaisl, KHUTH y4eTa TeJae(OHHBIX pa3rTOBOPOB

291. XKypHans! npohUIaKTHIECKIX OCMOTPOB 000PYAOBaHUS U KAaHAJIOB CBSI3U

292. TexHUYECKHUE KYPHAJIbI SKCIUTyaTallul CPEICTB CBI3HU

293. JIoKyMEHTHI IO TIOJTOTOBKE yUPEIUTEIbHBIX ChE3/10B, KOH(DEPESHIIHA, OOIINX U UHBIX
YUpEAUTEIbHBIX COOpaHHUN OOILIECTBEHHBIX OpraHu3aluid (IUIaHbl, MPOTPaMMBbl, CIPABKH,
uHpOpMaLnK, IEpenncKa 1 ap.)

294. JloxymeHThI 00 HWTOTaxX OTYETHO-BBIOOPHBIX KaMIIAHWUW, BBITIOJHEHUU PEIICHUN
BBICIIIMX OPTaHOB OOIIECTBEHHBIX OpTaHU3AINi (OTYETHI, CIIPABKH, MPOTOKOJIBI U JIP.)

295. Ilepenricka 06 opraHu3aIiiy U TPOBEICHUH OTYETHO-BBIOOPHBIX KaMIIaHUN

296. I1nanbl npoBeieHUs OOIECTBEHHBIX MEPOIIPUATUI

297. JIOKyMEHTBI O JEeATEILHOCTH KOMHCCHI OOIIECTBEHHBIX OpraHU3alMi (ITPOTOKOJIBI,
aKTbl, BEJOMOCTHU, CBEJICHUS U JIP.)

298. ®uHaHCOBBIE CMETHI OOIIECTBEHHBIX, IEPBUYHBIX OOIIECTBEHHBIX OpPraHU3aIui

299. Otuersl 00 UCHOMHEHHWH (UHAHCOBBIX CMET OOIIECTBEHHBIX, IEPBUYHBIX
OOLIECTBEHHBIX OpraHu3alui

300. JIokyMEeHTBI O MOCTYIUIEHUH U PACXOJIOBAHUU YJICHCKUX B3HOCOB (OTUETHI, MEPETHCKa
u ap.)

301. JTokyMeHTHI 00 ydeTe WICHCKUX OMIIeTOB (OTYETHI, 3aBKH, aKThl, CBEACHHS U JIP.)

302. YueTHbIe KapTOUKH YJICHOB OOIIECTBEHHBIX OPTaHU3aluN

303. Criucku 4IeHOB OOIIECTBEHHBIX OpraHU3aIuit



