MOCTAHOBJIEHUE MUHUCTEPCTBA IOCTULIUU PECITYBJIUKU BEJIAPYCb
19 saneaps 2009 2. Ne 4

00 yrBepaxaennu MHCTPYKIMHU 110 AeJIONPOU3BOJACTBY B
roCy/1apCTBEHHBIX Opranax u opranusanusx Pecnyouku benapycs

Ha ocnoBanuu 3akona Pecrybnuku benapycs ot 6 okTs16pst 1994 rona «O Hanmonansaom
apxuBHoM ¢oHae u apxuBax B PecnyOnmuke bemapyce» u Ilonoxenuss o MuHuctepcTse
roctuiinn  Pecniyoniuku  benapyce, yTrBepkaeHHOro moctaHoBieHueM Coera MHMHHCTPOB
Pecriy6nmmku bBenapycek ot 31 oktsaopst 2001 r. Ne 1605, MunuctepcTBo toctuniuu Pecryonuku
benapycs IOCTAHOBJIAET:

1. YTBepauthy npunaraeMyro MHCTpyKLHIO 1O AEIONPOM3BOACTBY B TOCYJapCTBEHHBIX
opranax u opranusanusax PecryOnuku benapycsh.

2. IIpusHate yTpaTMBIIMM Cwily npuka3 Komurera mo apxuBam U JE€JIONPOU3BOIACTBY
Pecniyonuku benapych ot 23 mast 1995 r. Ne 13 «O6 yrBepxnenun IlpuMepHoil HHCTPYKLIUH 110
JIEJIONPOU3BOJCTBY B MHHHUCTEPCTBAX, TOCKOMHTETax U JAPYTrUX UEHTPAJIbHBIX OpraHax
yIpaBlIEHUs, YYPESKICHUAX, OpraHu3alusax M Ha npeanpusatusx PecnyOnuku benapycw»
(bronnerenp HOpMaTUBHO-TIPaBOBOM nH(popMaryu, 1995 r., Ne 11).

3. Hacrosiiee TMOCTAaHOBJIEHUWE BCTYMaeT B CHJy Yepe3 HeciaTh JHEW TMocie €ero
o(ULHaNbHOTO OMYOJINKOBAHMUS.

Munucmp B.I'I'onosanoes

YTBEPK/IEHO

llocmanosnenue
Munucmepcmea
jocmuyuy
Pecnybnuxu Berapyco
19.01.2009 Ne 4

NHCTPYKIUA
110 1eJI0NPOM3BOACTBY B IOCYIAPCTBEHHbIX OPraHax u opranuzanusx Pecny0oauku
beaapycs

I''TABA 1
OBIIHME ITOJIOKEHMA

1. MHCTpYKLIMS 1O JEJIONPOU3BOACTBY B TOCYAAPCTBEHHBIX OpraHax M OpraHU3alusax
Pecriyonmmku  benapych (mamee — WMHcTpyknus) pa3paboTaHa C IIEJIBIO COBEPIIICHCTBOBAHUS,
NOBBIIIEHUS YPPEKTUBHOCTH U KayecTBa JOKYMEHTAIL[MIOHHOIO 00eCIeUeHHs YIPaBICHUs IyTeM
YHU(UKALUU COCTaBa U (OPM YIPaBIEHYECKUX TOKYMEHTOB, TEXHOJIOTHHA pabOThl C HUMHU.

2. Hacrosimass MHcTpykuusi ycTaHaBiuBaeT o0miue TpeOoBaHUS K JOKYMEHTHPOBAHUIO
YIIPaBIEHYECKOM NIEATENbHOCTH M OpraHu3aluu paboThl C JOKYMEHTaMH B T'OCYAapCTBEHHBIX
opraHax u opranuzanusx PecnyOonuku benapych He3aBHCHMMO OT (OpPMBI COOCTBEHHOCTH H
OpraHU3aIMOHHO-TIPABOBOM (HOPMBI (Hajiee — OpraHu3aIlvm ).

3. Ionoxenus HacTosIel WHucTpykuun pacrpoCTpaHsAIOTCS Ha
OpPraHU3aL[MOHHO-PACIIOPAIUTENbHYIO0 JIOKYMEHTALlMI0 HE3aBHUCHMMO OT BHUJAA HOCHUTENS H
YCTaHABIMBAIOT IpaBWJa IOATOTOBKH, O(OpMIEHHSA, YydeTa, THUPAKUPOBAHUS, KOHTPOISA
UCIIOJIHEHUS, ONEPATUBHOIO XPAaHEHMs, MCIOJb30BaHUS U IOATOTOBKM K IIE€peladye B apXWUB,
OCYILIECTBJISIEMbIE C TOMOIIBIO PYYHBIX, MEXaHU3UPOBAHHBIX M ABTOMAaTH3UPOBAHHBIX
(koMmbIOTEpHBIX)  TexHOyorui. OcobeHHOCTH odopmiIeHHS, O0O0pabOTKM W  XpaHCHHS
JIOKYMEHTOB B 3JIEKTPOHHOM BH/JIE PETYIUPYIOTCS [1aBoi 18 Hactosmieit MHCTpykuu 1 aktamu
3aKoHozarenbcTBa Pecnyonuku benapyce.



OcobenHoctu opopmiieHHst, 00pabOTKH U XpaHEHHsI OpraHU3allMOHHO-PACTIOPSIUTEIBHBIX
JOKYMEHTOB, OTHOCSIIMXCS K HOPMAaTUBHBIM IpaBoBbIM akTam Pecnyonuku benapycs,
COEpXKAIIMX TOCYAAPCTBEHHBIE CEKPEThl M HHYK OXPaHSIEMYK 3aKOHOAATEIbCTBOM
nHpopMalMoo, oOpalleHUH TpakJaH U IOPUIMYECKUX JIMII U JIOKYMEHTOB, CBS3aHHBIX C HX
paccMOTpeHHEM, 3asBICHUM JHI, OOpallaloIMXCs 332 OCYIIECTBICHHEM aIMHHUCTPATUBHOU
MpOLEAYPbl, M WHBIX JOKYMEHTOB, CBS3aHHBIX C OCYIIECTBICHHEM aJMUHUCTPATUBHBIX
MpOLEyp, PETYIUPYIOTCS aKTaMU 3akoHoaTenbcTBa Pecniyonuku benapyce.

[Tonoxxenust HacTosmelh MHCTPYKIIMM pPacIpOCTPAHSIIOTCS HAa OpTraHU3aluio paboOThI C
JOKYMEHTaMHM, HE  OTHOCAIIMMHUCS K CHCTEME  OpIraHH3alMOHHO-PACHOPAIUTEIBHON
JOKYMEHTAIMK (IIJIaHOBasi, OTYETHO-CTATUCTHYECKAs,, PACUETHO-ACHEKHAsA U JIPYTUe CHCTEMBI
JOKYMEHTAIMH), HE3aBUCUMO OT BHJA HOCUTEISI, BKJIIOYas UX PErucTpaluio, y4eT, KOHTPOJIb
UCIIOJIHEHUS, XPaHEHUE, B TOM YHUCIIE OCYLIECTBIIIEMBIE C IIOMOILIBIO aBTOMAaTHU3MPOBAHHBIX
(KOMIIBIOTEPHBIX ) TEXHOJIOTUM.

4. Opranuzanusi U BeJEHHUE JEJIONPOU3BOJICTBA B OPraHM3alMsIX OCYILECTBISIOTCS Ha
OCHOBE CaMOCTOSITEIbHO pa3pabaThIBA€MbIX HHCTPYKLUH IO J€TONPOU3BOACTBY B COOTBETCTBUU
¢ TpeboBaHMAMU HacToseH NHCTPpyKINH.

Beimecrosmymu - opraHu3anpsMu Ul OJHOPOAHBIX M0 XapaKTepy JeATEIbHOCTH
MOJYMHEHHBIX  OpraHu3aluil  pa3pabaTbIBalOTCS MHCTPYKLUH 1O  JIEJIOINPOM3BOJCTBY,
YCTAHABJIMBAKOIIAE THUIIOBOM WM IPUMEPHBIM XapakTep OpraHuU3aluu AeJIONPOU3BOJICTBA,
UCIOJIb3yeMble MPU pa3paboTKe HHCTPYKIMHA MO JETONPOU3BOJCTBY 3TUX OpraHU3aluil.

WHeTpykuusg 10 A€I0NpOM3BOACTBY, MMEIOINAs TUIIOBOW XapakTep, YCTaHaBIMBAcT
€IUHBIN MOPSAIO0K OpraHU3aluy AeJIOIPOU3BOCTBA BO BCEX OJTHOPOIHBIX OPraHU3aLUsAX.

WNHceTpyknusg 1o AEIONpoOU3BOACTBY, MMEIOLIAs NMPUMEPHBIM XapaKTep, yCTaHABIUBAET
MOPAIOK OpraHU3alMy AEJIONPON3BOACTBA B OJHOPOJHBIX OPraHU3aLUX, IPELyCMaTPUBAIOIIHMI
BO3MOJKHOCTh €r0 KOHKPETH3allMM B HMHCTPYKLHSAX [0 JEJIONPOU3BOJACTBY OpPraHH3aluld B
YCTaHOBJICHHBIX €10 paMKax.

HNHcTpyknu 1o AesonpoMu3BOACTBY, MMEIOIIME TUIIOBOM WMIIM INPUMEPHBIM Xapakrtep,
SBIISIFOTCS 003aTENbHBIMU JUI IPUMEHECHMSL.

5. UHCTpyKIMM 10  AENONPOM3BOACTBY OpraHW3alui, SBISAIOIIUXCS HCTOYHUKAMU
KOMIUIEKTOBaHUsI TOCYJAapCTBEHHBIX apXUBOB, YTBEPXKIAOTCS HMX PYKOBOAUTEISIMU I10CIE
COIJIACOBAaHUS C COOTBETCTBYIOLIUM yupexaeHueM ['ocyaapcTBEHHOM apXUBHOW CIIy»KObI
Pecniy6nmku benapych.

HNHcTpykmu 10 JI€JONPOM3BOJACTBY OPraHM3alldi, HE SBISAIOMIUXCA HCTOYHHKAMU
KOMIIJIEKTOBAaHUS TOCYJAapCTBEHHBIX apXUBOB, YTBEPXKIAIOTCA HMX PYKOBOJUTEISAMU IIOCIE
COIJIACOBAHUS C BBILIECTOSUIMMH OpPraHU3alMsIMU (IIPU UX HAJIIUYUN).

HNHcTpyknu 1o Aeonpou3BOACTBY, MMEKOIIME THUIIOBOW WIIM INPUMEPHBIM Xapakrep,
pa3pabarbiBaeMble PECHyOJIMKAHCKUMU OpraHaMy TOCYJApCTBEHHOI'O YMPABJICHUS, WHBIMU
roCyJlapCTBEHHBIMU OpraHU3alusMHy, noaunHeHHbIMU IIpaBurenscTBy Pecnybnuku benapyce,
YTBEPKIAIOTCS MX PYKOBOJIUTEISIMU TIOCJHE corjacoBaHusi ¢ lleHTpanbHOW SKCIEpTHOU
komuccuedt (nanee — IL[OK) cooTBercTByromero opraHa ympaBieHus (OpraHu3alvu) u
peciyOIMKaHCKHM OPraHOM TOCYIApCTBEHHOTO YIIPABIICHHS, B BEJCHHH KOTOPOTO HAXOMSTCS
BOIIPOCHI apPXHUBOB U ACIONPOU3BOICTBA.

HNHcTpykMu 10 AEJIONPOU3BOACTBY, MMEIOIIME TUIIOBOM WIIM INPUMEPHBIM Xapakrtep,
paszpabarbiBaeMble  OpraHU3alUsSMU,  SBISIOIIMMUCA  HMCTOYHMKAMH  KOMILJIEKTOBaHUS
rOCyJapCTBEHHBIX APXMBOB, YTBEP)KIAKOTCS MX PYKOBOIUTENIAMHM Iocie corsacoBanus ¢ L[OK
3TUX OPraHU3aLMI U COOTBETCTBYIOIIUMHU IOCYJapCTBEHHBIMHU apXUBAMM.

HNHcTpyknu 1o Aeonpou3BOACTBY, MMEKOIIME THUIIOBOM WM NMPUMEPHBIM Xapakrtep,
pa3pabaTbiBaeMble HHBIMH OpIaHU3ALUSAMH, YTBEPKIAIOTCA HUX PYKOBOIUTENSIMH I10CIIE
cornacoBanus ¢ LIOK stux opranuzanui.

6. OpraHu3anus M COBEPIICHCTBOBAHUE CHCTEMBbl JOKYMEHTALlMOHHOIO oO0ecredyeHus
yIIpaBJe€HUs] B OpraHU3allMM, KOHTPOJIb 32 COOJIIOJICHMEM YCTAHOBJIEHHBIX MpPaBUI PabOTHI C
JOKYMEHTaMH, METOJMYECKOE PYKOBOJACTBO pabOTON C TOKYyMEHTaMU U O00ydeHHE paOOTHHKOB
OCHOBaM JI€JIONPOU3BOJICTBA, BHEAPEHHE M NPHUMEHEHHE COBPEMEHHBIX HH(OPMAIMOHHBIX
TEXHOJIOTUH B paboTe C JOKYMEHTaMHM BO3JIAraloTCsi Ha CHOYXO0y JOKYMEHTAIlMOHHOTO
obecrieuenust ynpasieHus (manee — cimyxo6a JIOVY).



HaumenoBanue cuyx0b1 IOV (ympaBineHue nenamu, CekperapuaTr, OOIIUH OTAel,
KaHLENApUS M T.I.), €€ CTPYKTYpa, 3afaud, (PyHKIHH YCTaHABIMBAIOTCS B COOTBETCTBUU C
MI0JIO)KEHUEM O HEell B 3aBHCHUMOCTH OT 00beMa JOKYMEHTOOOOPOTA, BBHIIOJHSAEMBIX (DYHKIIHM,
HaJIM4YMs CPEJICTB BBIUMCIUTEIBHON U OPraHU3allMOHHON TEXHUKH U T.II.

Cayx6a JIOY MOXeT cOCTOSATh M3 HECKOJBbKUX Mojapa3ieieHuid. 3amauu, (yHKLIUH,
MOPSI0OK pabOTHI TToApa3zAesieHnit ciyk0bl JJOY pernaMeHTHpPYIOTCS MOJOKEHUSIMH O HUX.

IIpu HeGonbiioM o0beMe AokymMeHTooOopoTa ciayxkba JIOY moxer He co3naBaThes. B
3TOM Clly4yae BBITIOJHEHHE €€ (YHKIMH BO3Jaraercss Ha CleNUalbHO Ha3HAYCHHOTO pabOTHHUKA
(Tpyrmimy paGOTHUKOB).

IIpaBa,  00s3aHHOCTM M  OTBETCTBEHHOCTb  pAOOTHHMKOB,  Y4YacCTBYIOIIMX B
JIEJIONPOU3BOJCTBEHHOM OOCIIY)KUBAHUM OpTraHU3alllM, OIPEAESIOTCS HX JOJKHOCTHBIMU
WHCTPYKUUSAMH.

7. OTBETCTBEHHOCTh 3a OPTaHU3ALMIO JIEIOMPOU3BOJICTBA, COOIIOACHNE YCTAHOBJICHHBIX
MpaBWJI U HOpsAKa paboThl C JTOKYMEHTaMU B OpraHM3al[Md, UX COXPAHHOCTh BO3Jararorcs Ha
pykoBoauTens opraHuzanuu. I[lpm cMmeHe pyKOBOAMTENS OpPraHU3alUHM COCTABIISIETCS AaKT
IpyeMa-repeiadi JOKyMEHTOB U JIE.

OTBETCTBEHHOCTh 3a OPraHU3alMI0 JEJIONPOU3BOJCTBA, COOIIOJEHHE YCTAHOBIIEHHBIX
IIPaBUI U MOpsiAKa paboThl C JOKYMEHTAMH B CTPYKTYPHBIX MOJpA3JeICHUSIX OpraHU3aluu, UX
COXPAHHOCTh BO3JIararoTcs Ha PyKOBOAWUTENEH 3TUX mojpasaeneHuil. Ilpukazom pykoBoauTens
OpraHM3aluy Ha3HauaeTcsl pabOTHUK, OTBETCTBEHHBIN 3a BEJIEHUE JEIONPOU3BOJICTBA, KOTOPHIi
OCYILECTBJISIET B CTPYKTYPHOM IMOJPA3AEICHUN YUET U KOHTPOJIb MPOXOXKAECHUS TOKYMEHTOB B
YCTaHOBJICHHBIE CPOKH, HWH(POPMHPYET PYKOBOIAHUTENS CTPYKTYPHOTO TIOJpPA3JCICHUS O
COCTOSIHUM MX MCIIOJHEHHUS U JIp.

PaboTHMKM OpraHu3ali JOJDKHBI OBITh O3HAKOMJIEHBI C YCTAHOBJIGHHBIM TMOPSIIKOM
paboThI ¢ JOKYMEHTAMU B OpraHU3aluu.

PaGoTHMKM oOpraHu3aluM HECYyT NEPCOHAIBHYI0 OTBETCTBEHHOCTh 3a BBITIOJHEHUE
TpeOOBaHUI MHCTPYKLIUU IO JEIONPOU3BOJICTBY, COXPAHHOCTD HAXOSIIUXCSA Y HUX CITYKEOHBIX
nokyMeHToB. O0 yTpaTe TOKyMEHTOB HEMEAJIEHHO COOOIIAeTCss PyKOBOJIUTENIO MOApPa3IeIeHUs
u B cyx0y J10V.

[Ipn nepeBoje, mnepeMelieHMH WM YBOJbHEHUM paOOTHUKAa HMEIOIIUECS y HEro
JOKYMEHTbl W Jiena [epeljarTcs MO0 PEHICHUI0 PYKOBOAUTENS OpraHU3aluud  WIN
COOTBETCTBYIOLIETO  CTPYKTYPHOTO  TMOApAa3JeNeHus JIpyromy pabOTHHKY 1O  aKTy
npuemMa-repeiad JOKyMEHTOB U JIe.

8. KoHTponb 3a COCTOSIHUEM [I€JONPOM3BOJACTBA B OpPraHU3AIUsAX OCYLIECTBISAETCS
OopraHamM W Y4pexIeHHsAMHU [ ocymapcTBeHHON apXxMBHOH ciyxObl PecrnyOnmku benmapyck u
BBIIIECTOSIIIIUMU OpraHU3aLUsIMU.

I''TABA 2
JIOKYMEHTHUPOBAHUE YITPABJIEHYECKOM JEATEJIBHOCTHU

9. JIOKyMEHTUPOBAHHUE YNPABICHYECKOM JACATEIBHOCTH 3aKJIIOYAETCS B  CO3JaHHUM
yIPaBICHUYECKHUX JOKYMEHTOB — (PUKCAIlMU Ha Oymare WiH JPYTUX HOCUTENSIX YIPAaBICHUYECKUX
JIEUCTBUN MO YCTAHOBJIEHHBIM IpaBwiaM. JJOKYMEHTUPOBAHHE YIPABICHUYECKON AECATEIbHOCTH
MOJKET OCYILIECTBIIATHCS KaK PYKOIMCHBIM CIIOCOOOM, TaK U C IOMOIIbIO TEXHUYECKUX CPEJICTB.

CoctaB JOKYMEHTOB, OOpa3yIOIIMXCS B JEATENbHOCTH OpraHU3allMH, ONpPEACIsIeTCs ee
KOMIIETEHI[MEH, KpPyroM yIpaBiI€HUYECKUX (YHKIMI, MOPSIKOM pa3pelieHus BOIPOCOB
(EIMHONUYHBIA WM KOJUJIETHATbHBINA), OOBEMOM M XapaKTepoOM B3aUMOCBS3EH MEXIy
OpraHMU3aLUsAMU OJHOTO UJIM Pa3JINYHBIX YPOBHEH yIIpaBIECHUS U T.II.

IOpuanueckm ocHOBaHHEM CO3JaHUSI OPTaHU3ALMOHHO-PACTIOPSAIUTENbHBIX JOKYMEHTOB
B JICATEIbHOCTH OpraHU3aluil SBISIOTCS:

aKThl 3aKkoHO1aTenbeTBa PecniyOnnku benapycs;

peuieHus Cy10B;

MpEeANUCaHUs TOCYAapCTBEHHBIX OPTraHOB U JOJKHOCTHBIX JIUIL;

MOPYYCHUS BBIIIECTOSAIINX OpraHU3aIni;



OCYILIECTBJICHHE UCTIOTHUTEIbHON U OPraHu3allMOHHO-PACTIOPSAUTENBHON 1eATeIbHOCTH B
LEJIAX BBITOJHEHHs OpraHu3alel BO3JI0KEeHHbIX Ha Hee (DYHKIM U 3a]1a4 B COOTBETCTBUU C €€
KOMIIETCHIIUEH.

10. Opranuzanuu  HajAeJdeHbl  NpPaBOM  NpUHUMATh  (M37aBaTh)  TOJNBKO  T€
pacnopsiAuTeNbHbIE JOKYMEHTHI (TIPUKa3bl, pACIOPSDKCHHS, YyKa3aHUs, I[MOCTAHOBIICHUS,
peteHus ), KOTOpbIe MpeIyCMOTPEHBI 3aKOHOAaTenbcTBOM Pecryonmku benapyce, ycraBamu wim
MOJIOKEHUSIMH O HHX.

11. CoBMecCTHBIE aKThl OPTaHOB TOCY/IapCTBEHHOW BJIACTH M YIPABICHUS MPUHUMAIOTCS B
BUJie MOocTaHOBJIeHHUI. CoBMECTHBIE aKThl MECTHBIX (COBETOB JAEMYTAaTOB, MCHOJHUTEIbHBIX U
pacropsIUTeIbHBIX OPraHOB MIPUHUMAIOTCS B BUjE pelieHuil. CoBMeCTHbIE paciopsIuTe/IbHbIE
JOKYMEHTBI MHBIX OpTaHM3alHi, W3MAI0MKX (PUHUMAIONINX) OJWHAKOBBIC BUIBI JOKYMEHTOB
(mpuKa3pl, MOCTAHOBJIEHUA M Mp.), U3JAIOTCA (IPUHUMAIOTCS) B COOTBETCTBYIOIIEM BHUJIE.
CoBMeCTHBIC pPaCHOPSAUTEIbHBIE JOKYMEHTHI OPraHU3allWid, W3MAIONMIUX PAa3IAYHBbIC BUIIBI
JOKYMEHTOB, TPHUHUMAIOTCS B BHJE pEIHICHUS, KOTOpPOE HMEET MPaBOBYIO  CHITY
paciopsAUTENFHOTO TOKYMEHTA I KaXKJ0W OpraHu3aluu, IPUHSBIIEH 3TOT JOKYMEHT.

12. Xoa oOcyKaeHus BOMPOCOB HA 3aCEIaHUSX, COBEIIAHUSAX, COOPAHUIX, KOH(PEPECHIIHSIX,
JIEJIOBBIX BCTpeuax (Aanee — 3aceqaHusi) GUKCUpyercs B MPOTOKOJIAX.

Pemienusi, npuHsATHIE HA 3aCelaHUM KOJUIETHAIbHOIO OpraHa, MMEOIIEro coBellaTe/IbHbIe
(GyHKINU, KaK MPaBHIIO, MPOBOAATCS B JKU3Hb NPUKA30M (PACHOPSIKEHHUEM) PYKOBOJUTEIS
OpraHMU3aIUy JIUOO MyTeM yTBEPKICHUS PYKOBOAUTEIEM OpPraHU3alluK IPOTOKOJIA 3aceJaHusl.

13. Opranuzanuu  BeIyT MEPEeNuCcKy C  BBIIIECTOSIIMMH, I0JIBEOMCTBEHHBIMH,
CTOPOHHHMH OpTaHHU3aIsIMH, TPaXIaHAMH B IEJSX BBIMIOJHEHUS MOCTABICHHBIX MEpe] HUMH
3a/1a4 U pean3aliy BO3JI0KEHHBIX Ha HUX (PYHKIIMA.

[lepenucka MeXIy CTPYKTYPHBIMH IOJApa3ACiICHUSIMU OpPTaHM3alMH, 3a HCKIIOYCHHEM
TEPPUTOPUATBHO YIAICHHBIX MOAPA3/IeIICHIH, 3alpenacTcs.

14. Opranu3anuu Ha OCHOBAaHMM HOPMATHBHBIX MPABOBBIX AKTOB, OMPEIENSIONIUX HX
3aJaul U (QYHKIUH, HU3AI0T (COCTaBISAIOT) TaKXKE IUIAHBI, OTYETHI, JOKJIAIHBIC 3aIUCKH,
CIIPABKH, aKThl U APYTUE YIPABIECHYECKUE TOKYMEHTHI.

15.TlpaBo wu3gaHus (MPUHATHSA) JOKYMEHTOB, WX TMOJNUCAHUSA, YTBEPIKICHUS,
corylacoBaHusi (BU3MPOBaHUS) 3aKpeluisieTcs B TOJOXKEHHMSX W ycTaBaX OpraHU3aIui,
MOJIOKEHUSIX O CTPYKTYPHBIX MOJpa3feNieHUsX, MOJDKHOCTHBIX HHCTPYKIUSX paOOTHUKAM H
WHBIX JIOKAJIBHBIX MTPABOBBIX aKTaX OpTaHU3aAIUH.

16. [loaroToBKa MOKyYMEHTa BKJIIOUYAET COCTaBIEHHE U OPOpPMIICHUE MPOCKTa JTIOKYMEHTA,
€ro MoJnucaHue, Npu HeoOXOANUMOCTH — COTJIacOBaHUeE (BU3UPOBAHUE), YTBEPKICHHE.

IIpu mnoaroroBke M OG(OPMIIEHUH JOKYMEHTOB HEOOXOJMMO COONII0JaTh IpaBHIa,
o0ecrieunBarOIIMe OPHINYECKYI0 CHIy JOKYMEHTa, OINEpaTUBHOE W KAaYeCTBEHHOE WX
WCTIOJIHEHUE U TIOUCK.

17. Insa cokpamieHus KOJMYECTBA TNPUMEHSIEMbIX (OpM TOKYMEHTOB OpraHU3alluu
paspabaTeiBaloT yHUDHUIIMPOBaHHBIE (OPMBI JOKyMEHTOB (nanee — Y®DJI), mpencrapisromnimne
COBOKYITHOCTh PEKBH3UTOB, YCTAHOBJIEHHBIX B COOTBETCTBHM C PELIa€MbIMU B JaHHOH cdepe
NEeSITeIbHOCTH 33Ja4aMHd W PACIONIOKEHHBIX Ha HOCUTelle WH(POpPMAMA B OIpPEISIIEHHOM
MOPSAIKE.

Y@JI Brumouatorcst B «Tabenb yHUUIIMPOBAHHBIX (OPM JOKYMEHTOB OpraHU3AIUID) —
MepeYeHb Pa3pelIeHHbIX K MPUMEHEHUIO (POpM TOKYMEHTOB, HEOOXOMUMBIX U TOCTATOYHBIX IS
peanuzanuy GyHKIHUN 1 331a4 YIIPaBICHYECKOM 1eATEeIbHOCTH C OTPAXKEHUEM OCHOBHBIX 3TaroB
WX TMOJTOTOBKHU U MIPOXOXKACHUS (j1anee — Tabenn).

Tabenp yTBepkIaeTcs pyKOBOAuTENeM opranu3anuu. Pa3paboTka, BeneHuwe Talens u
KOHTPOJIb 32 €r0 MPUMEHEHHEM OCYILIECTBIAI0TCS ciyx00ii IOY.

Tabens pa3pabaTbiBaeTCs C Y4e€TOM CHeNU(PUKK JACSITEILHOCTH OpraHU3alud |
KOHKPETHBIX 3a/lad, KOTOpbIE pemialoTcs Mpu paszpadoTke Tabens 1mo ¢opMme COryiacHO
HPUIOKEHHUIO 1.

JIokyMeHTHI B TaOesie MOTYT OBITh CHCTEMATH3HPOBAHBI IO CTPYKTYPHBIM IOJIPA3/ICICHUSIM
u (WK) 1Mo GyHKIMAM U 33]1a4aM YIIpaBICHUSI.

18. JIna npupanusi JOKYMEHTY FOPUIMYECKOM CHIIBI HEOOXOJUMO HAIMYHe CIIEAYIOIINUX
00s13aTeNbHBIX PEKBU3UTOB:




HAaMMEHOBAHME OPTaHU3alMH U (UJIH) CTPYKTYPHOTO MOAPA3ACIICHHS — aBTOPA;

Jara;

PEruCTpaIMOHHBIA WH]IEKC;

MTOJIMTHUCh.

J1st OTIENbHBIX BUAOB JIOKYMEHTOB JOMOJHUTEIBHBIMU PEKBU3UTAMU, MPUIAIOMIUMHA UM
OPUJINYECKYIO CUITY, SIBIITFOTCS TpU( yTBEp)KICHMSI, IeUaTh, OTMETKA O 3aBEPEHUH KOTIHH.

19. JlokyMeHThI JOMKHBI OGOPMIISATECS Ha OJlaHKaX M UMETh YCTAaHOBIIEHHBIM KOMILIEKC
00s13aTeNTbHBIX PEKBU3UTOB U CTAOUIIBHBINA MOPSIOK UX PACTIONOKEHUSI.

OtnenbHBIE JOKYMEHTHI (BHYTPEHHHE JOKYMEHTBI CTPYKTYPHBIX TIOJpa3/eICHUH,
COBMECTHBIE JOKYMEHTBI U JIp.) OMycKaeTcss ohopMIIsATh HE Ha OJaHKaX, HO ¢ 00s3aTedbHbIM
BOCITPOM3BEICHHEM COOTBETCTBYIOIINX PEKBU3UTOB.

[Ipu odopmiieHnn muceM, CIPaBOK U APYTUX CIPABOYHO-UH(POPMAIMOHHBIX TOKYMEHTOB
JOTYCKAeTCsl UCI0JIb30BaTh YIJIOBOW LITAMIT OpraHU3aliu.

[Ipu pykomucHOM OG(OPMIICHHH [TOKYMEHTOB COCTAaB M PACIOJIOKEHHUE PEKBU3UTOB
JIOJDKHBI COOTBETCTBOBAThH COCTABY M PACIOJIOKEHUIO PEKBU3UTOB JJOKYMEHTOB, 0(OPMIIIEMBIX C
MOMOIIIbIO TEXHUYECKUX CPE/ICTB.

20. KaxxapIit TUCT JOKYMEHTA JTOJKEH UMETh TOJIS:

neBoe — 30 mmM;

npaBoe — HE MEHee § MM;

BEpXHEE U HUKHee — He MeHee 20 MMm.

I''IABA 3
BJIAHKM JJOKYMEHTOB. YI'JIOBOM LIITAMIT

21. bnaHk JOKyMEHTa — CTaHIAPTHBIM JUCT OyMaru ¢ BOCHPOM3BEACHHBIMH Ha HEM
PEKBU3UTAMH, COJEPXKAIIMMHU TIOCTOSHHYIO HH(OpMAIMIO, M MECTOM, OTBEACHHBIM JUIs
IIEPEMEHHOM.

22. Ha 61aHkax M3roTaBIMBAETCs TOJIBKO MepBasi CTpaHULA JOKYMEHTA, U1l U3TOTOBICHMS
MOCTIeIYIOINX CTPAHHI] UCIIONB3YIOTCS CTAHJAPTHBIC YUCTHIE JIUCTHI OyMary.

23. YcranaBnuBaeTcsi JBa BHJA OJIaHKOB, pa3pabaThbIBa€MbIX B COOTBETCTBHU C
I'ocynapctBennbiM crangaptoM PecnyOnuku benapyce CTB 6.38-2004 «YHudunupoBaHHbIE
cuctembl JokyMeHTanuu PecriyOnuku benapyces. CucremMa opraHn3aliMOHHO-paciopsAUTEIbHOM
JOKyMeHTaluu. TpeboBaHUs K O(OPMIIEHUIO JOKYMEHTOBY», YTBEPXAECHHBIM IOCTAaHOBICHUEM
I'ocynapctBennoro komurera PecnyOnuku benapyce mo cranmapTu3aluu, METPOJIOTMH U
ceprudukanuu ot 21 nexadbps 2004 r. Ne 69 (mamee — CTb 6.38-2004): 6maHk ns mUchbMa U
o0yt 6JIaHK IPYTUX BUJIOB OpPraHU3allMOHHO-PACTIOPSANTENIBHBIX TOKYMEHTOB.

[Ipy M3roToBIEHMM KOHKPETHOTO JAOKYMEHTAa HAaUMEHOBAaHUE €ro BUAa (KpoMe MHUCbMa)
HaHOCHUTCS Ha OOl OJaHK C TOMOIIBIO TEXHUYECKUX CPE/ICTB.

Ha ocHoBanuu oOuiero OnaHka MOTYT M3TOTaBIMBATbCS OJIAHKU Ul KOHKPETHBIX BHJIOB
JOKYMEHTOB (TIPHUKA30B, PacCHOPsDKEHUH, YKa3aHU, TPOTOKOJIOB U 1p.). M3roToBieHne G1aHKOB
JUISL KOHKPETHBIX BHIOB JOKYMEHTOB II€JIecOo00pa3Ho, eciu ux o0bem mpeBbimaer 200
JIOKYMEHTOB B T'OJI.

24. [Ipu pa3paboTke OJAaHKOB JOKYMEHTOB HCIIOIB3YIOTCA CTaHAAPTHBIE JIUCTHI Oymaru
dbopmatoB A4 (210 x 297 mm) u AS (148 x 210 mm).

Bri6op ¢dopmara 61aHKa MpH U3TOTOBJICHUHU JTOKYMEHTA 3aBUCUT OT XapakTepa U o0bema
TekcTa. brank ¢gopmara A5 ucnonb3yeTcs S TOKYMEHTOB, UMEIOIIHUX HE 00Jiee MATH-CEMHU
CTPOK TEKCTa.

25. Ha 6naHk 7151 mucbMa HAHOCATCS. PEKBU3HUTHI:

lNocynapctBennslii repd Pecniyonuku benapycs;

sMOJIeMa opraHu3aluy UM TOBApHBIA 3HAK (3HAK 00CITy>KUBAHUS);

kon opranuzauuu: kog mno OKPB 004-2001 «Opranbl rocylapCTBEHHOW BJIacTH U
yrpaBlieHusl (I OpraHOB TOCYJApPCTBEHHOW BJIAcTH W ympasieHus)» uiau kox no OKPB
018-2003 «¥Opuauyeckue IuLa 1 MHAUBUAYAIBHBIE IPEATIPUHUMATEIINY;

HaMMEHOBAaHHE BBILIECTOSIIEH OpraHUu3alnu;

HalMEHOBaHME OpraHU3allNY;



HAaUMEHOBAHME CTPYKTYPHOTO MOAPA3IEICHMUS;

IIOYTOBBIN aJpec OTIPaBUTEIS;

KOMMYHHKAI[MOHHbIE 1 KOMMEPYECKHUE JTaHHBIE.

Ha Onask U1 mucbMa HaHOCSATCS OTPaHUYUTENbHbIE OTMETKU U JIMHUU /ISl peKBU3UTOB!
JlaTa, PETMCTPALMOHHBIN MHJIEKC, CCbUIKA HA PETUCTPALMOHHBIM HMHIEKC M JaTy BXOJAIIETO
JIOKYMEHTA.

26. Ha o0muii 071aHK HaHOCATCS! PEKBU3HTHI:

I'ocynapctBennsiii rep6 Pecriyonuku bemapyce;

sMOIeMa OpraHU3aliy I TOBAPHBIN 3HAK (3HAK OOCITY)KHUBaHUS);

kop opranusanuu: kog OKPbB 004-2001 «Opransl rocy1apcTBEHHOU BJIACTU U YIIPABJICHUS
(1ms opraHoB TOCYJapCTBEHHON BiacTh W ympasieHus))» unu kox no OKPB 018-2003
«Opuandeckue nuna U HHIMBUAyalbHbIEC IPEITPUHUMATEIIN,;

HaMMEHOBAaHME BBILIECTOSIIEH OpraHu3alnu;

HaMMEHOBaHHUE OpraHu3allly;

HaUMEHOBAHME CTPYKTYPHOTO MOAPAa3IEICHMS;

MECTO COCTABJICHUS WM U3AAHMSL.

Ha o6muii 61aHK HAaHOCATCS OrpaHUYHUTENbHbIE OTMETKH U JIMHUU /711 pEKBU3UTOB: JaTa,
pEruCTpalMOHHbIN UHIEKC.

s ohopminenust pekBusuta «HazBanue BuIa JOKyMEHTa» Ha 00IIeM OJaHKe OTBOIAMTCS
cBoOOgHOE MecTo Mexay pekBusutamu «HaumeHoBanue opranmsauumn» («HanmeHoBaHue
CTPYKTYPHOI'O TOJpPA3AC/IECHU») U OTPAHUUUTENBHBIMU JIMHUSAMU JJIs1 PEKBU3UTOB «/laTa» u
«PerucTpauOHHBIA HHIAEKC.

27. bnaHKu JOKYMEHTOB pa3padaThIBalOTCd HA OCHOBE IPOAOIBHOTO MM YIJIOBOTO
PacrosoKeHusl PEKBU3UTOB.

[Ipn yrioBom BapuaHTe PEKBU3UTHI OJaHKAa pacHoOJiararoTCsi B BEPXHEM JIEBOM YIIIy.
MaxkcumanpHasi JUIMHA CTPOKHM PEKBU3UTOB OJIaHKA HE JIOJKHA MPEBBILATh 73 MM.

[Ipu po1obHOM BapuaHTE PEKBU3HUTHI OJIaHKA PacIioaraioTcs MOCepenHE JTUCTA BIOJIb
BEpXHEro 1mojsi 0e3 OrpaHUYeHUs pa3MEepoB IO TOPU3OHTAIU, HO C COOMIOEHUEM
YCTaHOBJIEHHBIX Pa3MeEpOB IOJIEH.

28. PexkBU3UTHI OJIaHKA PACIIONIAraf0TCsl IEHTPOBAHHBIM WIIH (DIIAaTOBBIM CIIOCOOOM.

[Ipu neHTpoBaHHOM crOcOO€ Hayaio U KOHEI| KaXJI0W CTPOKHM pEeKBU3UTA LIEHTPYIOTCA, TO
€CTh PAaBHOYJAJIEHBI OT IPaHMI] 30HbI PACIIOJIOKEHUS PEKBU3UTOB.

[Ipu ¢uaroBoM criocode kaxkaasi CTpoKa peKBU3WTAa HAUMHAETCS OT JIEBOW I'PaHULIbI 30HbI
PacIoJIOKEHU PEKBU3HUTOB.

29. IIpyn HEoOXOIUMOCTH Ha OJaHK MOTYT HAHOCUTBCS OTpaHHYUTENIbHBIE OTMETKU IS
moJie U OTJENIbHBIX PEKBU3UTOB B BUJE YrOJIKOB U JMHUU. JlomyckaeTcsi HAHOCUTh Ha OJIaHK
OTMETKH /711 (PajIbIlOBKH U IPOOUBKH OTBEPCTHH JBIPOKOJIOM.

30. [Ipu co3manum OnaHKa Ha HECKOJBKUX S3BIKAX PEKBU3HUTHI OJIaHKA JOJDKHBI OBITH
poAyOIMpPOBAHBI HA ATUX SI3BIKAX.

Bo Bcex opranmzanusx He3aBUCUMO OT (OpMbI COOCTBEHHOCTH OJaHK Uil MHUChbMa
M3TOTABJIMBAETCA C POAOIBHBIM PACIIONOKEHIUEM PEKBU3UTOB HA JIBYX SI3bIKAX.

31. OcoGeHHOCTH U3rOTOBJIECHUS U UCIIOJIb30BaHUS OJAHKOB JOKYMEHTOB C U300pakeHUEM
I'ocynapctBennoro repba PecnyOonuku benapych perynupyrorcs akTaMH 3aKOHOAATENbCTBA
Pecniyonuku benapyce.

32. YriaoBo# mtaMin OpocTaBiseTcs B JIEBOM BEPXHEH 4acTH MEPBOTO JIMCTA JOKYMEHTA.

JlomyckaeTcst M3rOTaBIUBaTh YIJIOBOM IITaMIl TPEX BUIOB: Ul MUChbMa, OOLIMI YrIOBOM
LITaMII U YTJIOBOM IITaMI KOHKPETHOT'O BUJIA IOKYMEHTA.

33. CocTaB pPEKBU3UTOB YIJIOBOIO ILUTaMIa, MOPAAOK HMX pa3MelleHUs U O(QOopMIICHUS
JIOJDKHBI COOTBETCTBOBATH COCTaBY, MOPSIKY pa3MeleHus U 0(popMIIeHHs PEKBU3UTOB OJIaHKA.

34. Pazmep yrioBoro mramna HE JOJKEH MPEBbIIATh 73 MM IO TOPU3OHTAIU U 75 MM
(st mramMnoB ¢ wu3o0paxkeHueM [ocynapctBeHHoro rep6a PecnyOnmuku benapycs wnm
smOaembl) wim 55 MM (s mTamioB 0e3 uzobpakeHus ['ocynapcTBerHoro repba PecryOonmkn
benapych uinu 3M051eMbl) 110 BEPTUKAIH.



I''TIABA 4
OP®OPMIJIEHME PEKBU3UTOB IOKYMEHTOB

35. Ilpu moarotoBke U OQOPMIIEHUM JOKYMEHTOB HCIIOJIb3YIOTCS PEKBU3UTHI, COCTaB U
MOPSAZIOK pacnoioxkeHus: KoTopsix yctanoBiieH CTh 6.38-2004.

36. PexBusut «I ocynapcTBenHsli repd Pecniyonuku benapycoy.

N3obpaxenue ['ocymapctBenHoro repba Pecrybnuku benapycek momeniaercst Ha OinaHKax
JOKYMEHTOB W YTJIOBBIX MITaMIIaX TOCYAApCTBEHHBIX OPraHOB W HMHBIX TOCYJapCTBEHHBIX
opranmzaruii  Pecnyonuku  benmapyck.  HerocymapcTBeHHBIE — OpraHu3allid  IMOMEIIAIOT
n3obpaxkenue ['ocymapcrBeHHoro repba PecmyOmmku benapych Ha OnaHKax ITOKYMEHTOB H
YIJIOBBIX LITaMIIaX, €CJIM TAKOE MPABO MPEAOCTABICHO UM B COOTBETCTBHHU € 3aKOHOJATEIbCTBOM
Pecrry6nmku benapych.

M3obpaxenue TocymapctBeHHoro repba PecnyOnmkm  benmapyce Ha — OiaHkax
pacrioyiaraercsi B IeHTpe BepxHero nois. lnamerp nzobpaxenus — He 6oiuee 17 M.

37. PexBu3ut «OM0OnemMa opraHu3aiiy Wik TOBAPHBIN 3HAK (3HAK OOCTY)KUBAHHUS ).

DOMOiemMa opraHu3aliy Uil TOBApHBIN 3HAK (3HAK OOCITY)KMBaHMUS), 3aPETUCTPUPOBAHHBIE
B YCTAQHOBJICHHOM 3aKOHOM TOPSIJIKE, IO YCMOTPEHHUIO OpraHU3aliy IMoMenaeTcs Ha OJankax Ha
JIEBOM I10JIe, €CTIM B LIEHTPE BEPXHEro MOJIsl MOMENIeHO u3o0paxkeHue ['ocyaapcTBeHHOro repba
Pecniy6nuku benapych.

Ha Omankax nokymeHTOB 0e3 wu3oOpaxeHus locymapcTtBeHHoro repba PecnyOmuku
benapych ambieMa wim TOBapHBINA 3HAK (3HAK OOCITY)KMBAHHWS) MOMEIIAETCS HAa BEPXHEM I0JIE
6nmanka. IIpu mpomoibHOM pPACHOJIOKEHUM PEKBU3UTOB 3MOJIeMa MM TOBApHBIA 3HAK (3HAK
oOcCiTy>)KMBaHMs) OpraHU3alliy MOMEIIAETCsl B LIEHTPE BEPXHEro mojisi OJlaHKa, MPHU YIJIOBOM —
HajJ cepelMHOM cTpoku pekBu3uta «HammeHoBanue opranmzanun» («HanMeHnoBanue
BBIIIECTOSIIIEH OPraHU3AIII).

38. PexBusut «Koxa opraHuzanum.

Kon opranusanuu npoctapisieTcsi Ha BEpXHEM I0JI€ CIIpaBa Ha MEPBOM JIUCTE JOKYMEHTA.

Opranbl rocyaapCTBEHHOM BJIACTH M YIPABJIEHUS IPOCTABIAIOT KOJ OPraHU3allUU 110
Ob6merocynapctBenHomMy kiaccudukaropy Pecnyonmuku bemapycs OKPB 004-2001 «Opranbt
TOCYAApCTBEHHOM BiacTH M ynpasieHus» (aanee — OKOI'Y). ns apyrux opraHu3aunuil Kox
npoctasinsieTcs mo Ob6merocynapcrsenHoMy kiaccudukaropy OKPB 018-2003 «FOpuanueckue
JIMIIa ¥ MHIMBUAYaIbHBIC TpeanpuHuMaTenny (pamee — OKIOJIIT).

39. PexBusut «Kox JoKyMeHTay.

Kon noxymenTta mpocraBisieTcsi Ha BEpXHEM I10JIe CIpaBa Mo KOJOM OpraHu3aluu.

[Ipu coctaBneHUU KOHKPETHBIX TOKYMEHTOB KOJ MPOCTABJISETCS TOJIBKO Ha TE€X U3 HUX,
yHU(UIIUpOBaHHBIE (OPMBI KOTOPHIX BKIIOYEHBI B OOIIerocyapcTBEHHbIN Kiaccudukarop
Pecniyoimuku benapycek 010-95 «YHaudunupoBanubie 1okyMeHTh (1anee — OKY ).

40. PexBu3ut «HaumeHOBaHME BBIIIECTOSIICH OpraHU3alun.

[lpy HanMuUUU BBHIIIECTOSINEH OpPraHM3alMU YKa3bIBACTCSI €€ IOJIHOE OQUIMATBEHOE
HauMEHOBAaHHUE.

41. PexBusut «HanMeHOBaHUE OpraHU3ALUI.

HaumenoBanue opraHuzanuu o00O3HadyaeT aBTOpa JOKYMEHTa, KOTOPBIM SIBISIETCS
IOPUINYECKOE JIUIIO, CO3/IaBIIee JOKYMEHT.

HammeHoBaHue opraHu3alid YKa3bIBaeTCs B TOYHOM COOTBETCTBHHM C YCTaBOM,
nosioxkeHueM o Heil. CokpallleHHOe HauMEHOBaHHE OpraHM3allMd MOXKET YKa3bIBaThCS B TEX
Cllydasix, KOTr/la OHO 3aKpEIUIEHO B yYPEIUTENbHBIX JOKyMEHTax opranuzanuu. CokpaiieHHOe
HAaMEHOBAHHE MTOMEIIAETCS HIKE TOJIHOTO U 3aKII0YAeTCsl B CKOOKH.

JIOKyMEHT, OAroTaBIMBAaEMbIii COBMECTHO JIBYMsI U 0OoJiee opraHu3alusiMu, oQpopMIIsieTcs
Ha YHUCTOM CTaHJIApTHOM JjucTe Oymaru. HammeHoBaHMsI OpraHu3anuii pacroiaraiorcs B
COOTBETCTBUU C MX IOJHBIMUA O(QHUIIHMATFHBIMH HAaNMEHOBAaHHUSMU B BEpXHEW YacTH JOKYMEHTa
Ha OJTHOM YpOBHE.

Hanpuwmep:



MuHucTepcTBO (hMHAHCOB MuUHUCTEPCTBO 110 HAJIOraM
Pecnyomuku benapych u coopam Pecriyonuku Benapych

[Ipu cucremaruueckol MOATOTOBKE COBMECTHBIX JOKYMEHTOB MOXKET H3TOTABJIMBATHCA
OTHEJIbHBIN OJIaHK.

42. PexBu3ut «HanMmeHoOBaHUE CTPYKTYPHOTO MOAPA3ACICHUS.

HanmenoBaHue CTpyKTypHOIO MOAPA3ACIICHHs YKa3bIBAETCS HA JJOKYMEHTE B TOM Cllydae,
€CJIM JOKYMEHT u37aeTcs (COCTaBIsAeTCs) OT UMEHU 3TOTO MOAPA3ICICHHUS.

43. PexBu3ut «IlouToBBIN afgpec OTIPaBUTEISD.

[TouToBBIli agpec oOTHmpaBUTENsT OQPOPMIISIETCS B COOTBETCTBUU C JCHCTBYIOIIUMHU
MpaBUJIaMU OKa3aHUs YCIIYT TOYTOBOM CBSI3U.

Hampumep:
yi. Kponotkuna, 55, 220002, r. MuHck

44. PexBu3uT «KOMMYHUKAIIMOHHBIE U KOMMEPUECKHE JTaHHBICY.

KomMmyHukarmonnele naHHble (TenerpadHblii ampec, HoMepa TenedoHa, Tenedakca,
BKJIIOYAsT KOJ aBTOMATHYECKON MEXIyropoaHen (MexmayHapoJHOH) TeneOHHON CBSI3M)
MIOMENIAI0TCA HIKE MOYTOBOrO ajpeca ormpaButensd. I'pymmbl nudp B HOMepax TeneoHOB
nedrcomM WM APYrUMH 3HAKAMH MPETIMHAHUS HE Pas[esstoTcs. Apec IEKTPOHHOU MOYTHI
Jpyrue CBEACHUS YKa3bIBAIOTCS IO YCMOTPEHUIO OPraHU3aluH.

Kommepueckue 1aHHBIE BKIIOYAaIOT HOMEP PacCueTHOIO CUYeTa, HaMMEHOBaHHUE OaHKa U TaK
Jaiee W pacroaraloTcsl HIKe KOMMYHUKAITMOHHBIX JTaHHBIX.

45. PexBusut «Ha3zBaHnue Bua JOKYMEHTA.

Ha3Banue Buaa TOKyMEHTa ONpeeNnsieTcss ero Ha3HAYeHHEM U JIOJDKHO COOTBETCTBOBATH
KOMIIETCHIIUN OpTaHHW3alliH, COJCPKAHUI0 JOKYMEHTHPYEMOTO YIIPABJICHYECKOTO IEHCTBHS, a
Takxe Tabenro. Ha mucbMax Ha3BaHue BU/Ia JOKYMEHTA HE YKa3bIBaeTCs.

Ha3Banue Bua TOKyMEHTa Ne4aTaeTCs NPOMUCHBIMUA OyKBaMU 03 pa3psaKu.

[Ipn ucnonp3oBanuu OOHIMX OJAHKOB C MPOJOJIBHBIM PACIOJIOKEHHEM DPEKBU3UTOB Ha
JIBYX SI3bIKaX Ha3BaHUE JIOKYMEHTA MeYaTaeTcs Ha IBYX s3bIKAX.

46. PexBu3ut «/laTa mokyMeHTa».

JlaToii ToKyMeHTa sIBJISE€TCS JaTa ero moAamucaHus (IpHKas, pactopsiKeHHe, yKa3aHHe,
MUCBMO U JIp.) WJIM COOBITHS, 3a(MKCUPOBAHHOTO B TOKYMEHTE (TIIPOTOKOJ, aKT), JUIs JOKYMEHTA,
MPUHAMAEMOTO KOJIJIETHAIBHBIM OPraHoM (IIOCTaHOBIIEHUE, pEIIEHHUE), — Jara ero MpHHATHS,
JUIS YTBEP)KIAEMOTo JOKyMeHTa (TiaH, OT4YeT, WHCTPYKLHs, TOJOKEHHEe U Jp.)— JaTa
YTBEPKACHUS.

JlaToii  COBMECTHOrO JOKyMEHTa ABJISETCS Jara €ro IOJANHCaHUs TOCJeaHEH
OpraHu3anuen.

[Ipu moAroTOBKE MPOEKTA JOKYMEHTA JOMYCKAETCs MevYaTaTh TOJIbKO 0003HAUEHUS MecsIa
W Troja, JeHb Mecslla TPOCTABISETCS JOJDKHOCTHBIM JIMIOM, TOJIUCHIBAIOIIUM MU
YTBEP)KIAIOIIUM TIOKYMEHT.

JlaTel Toam¥caHusl, YTBEP)KACHUS, COTIIACOBAHUSA, a TAak)Ke JaThl B pekBU3HTaX «TekcTy,
«CchbuiKa Ha perucTpaIMoHHbIN HHAEKC U IaTy BXOJIAIIETO TOKyMeHTay, «Pe3omtonusy, «Busb»,
«pud npunoxenus», «OTMETKa O HAIUYUU TPUIOKEHUs», «OTMETKa O TMOCTYIUICHUMY,
«OTtMmeTKa 00 HCIOJIHEHWH JOKYMEHTa M HalpaBJIEHUU €ro B Jieno», «OTMEeTKa O 3aBepeHUH
KOMUK» OQOPMIISIFOTCS HU(PPOBBIM CIIOCOOOM. DJIEMEHTHI JaThl YKa3bIBAIOTCA apaOCKUMU
nuppaMu B OJJHOH CTPOKE B CIEAYIONIEH MOCIeI0BaTEeNbHOCTH: IHb MecsIa, Mecsl, Toa. [leHp
Mecsa U Mecsi, opopmisieTcs: IByMsl mapaMu apabckux mudp, pa3aeIeHHbIMH TOYKOM, TOJ —
YeThIpbMS apaOCKUMU LUPpaMHU.

Hampumep:
08.07.2008

[Ipu odopmieHnn naT B AOKyMEHTax, COJEpKallMX CBEAECHUS (PUHAHCOBOTO Xapakrepa,
JIOITYyCKAETCsI UCMOIIb30BaHKE CIIOBECHO-IIM(POBOTO cr1ocoba.



Jlatbl B HOpPMATHUBHBIX NIPaBOBbIX akTax Pecmybnuku bemapycs odopmisiorcs B
COOTBETCTBUU C 3aKOHOJIaTeNbcTBOM PecnyOnuku bemapyce.

47. PexBu3ut «PeructpaninOHHbIN HHACKCY.

PeructpanmoHHbBII WHIEKC CO3/1aBa€MbIX U IOJYYa€MBIX JOKYMEHTOB COCTOUT H3
MOPSAIKOBOTO PETHUCTPAIMOHHOTO HOMEpa, KOTOPBIH MOXKET OBITh JOMOJHEH HWHAEKCOM II0
HOMEHKJIAType eI, MHIAEKCOM MPUMEHSEMOTo Kiaccudukaropa (KOppecrnoHIeHTOB, BOIPOCOB
JEeSTENbHOCTH U T.J.) U IPYTUMH YCIOBHBIMU 0003HAYEHHUSIMHU.

Ha  noxkyMeHTax, COCTaBJIICHHBIX  COBMECTHO  HECKOJbKMMH  OpraHU3alUsIMU,
PEruCTPALIMOHHBIE HUHJIEKCHl ABTOPOB IPOCTABIISIIOTCA Y€pe3 KOCYIO YEPTY B MOPSAIKE yKa3aHUs
aBTOPOB HA JOKYMEHTE (CIIeBa HAMPABO).

48. PexBu3ut «CchlTKa Ha PETUCTPALIMOHHBIA UHJIEKC U 1aTy BXOAIIETO JOKYMEHTAY.

Ccblika Ha PerucTpalMOHHBIA MHAEKC M JaTy BXOJIAILEro JOKYMEHTa paclojaraercs Ha
OnmaHke Uil THCEM M BKJIIOYAeT B ce0sl PErMCTPAlMOHHBIA MHIEKC M JaTy JOKYMEHTa, Ha
KOTOPBIN JTa€TCs OTBET.

49. PexkBU3UT «MecTO COCTaBICHUS WU U3AAHUS.

MecTo cocTaBiieHUS WM U3IaHUS JOKYMEHTA PacroyaraeTcsl noj pekBusuTtamu «Jlara» u
«PerucTpanOHHBIA HHIEKC.

50. PexBu3ut «l'pu¢ orpaHuuEHUs 10CTyNa».

I'pud orpanmdeHus nocTyma pacronaraeTcss B MPaBOM BEPXHEM YTy JOKYMEHTA BBIIIC
pekBU3UTOB «Anpecary, «I pud yrBepkacHus», «I prud TPUITOKEHU.

51. PexBusur «Anpecar».

AJnlpecaTaMu  MOTYT SIBIIATbCSL OpPTaHHM3allUM, WX CTPYKTYpHBIE TMOJpa3eiacHusl,
KOHKPETHBIE TOJDKHOCTHBIE M YaCTHBIE JIMIIA.

[Ipu anppecoBaHMHM JOKYMEHTAa OpraHU3allid €€ HaWMEHOBAHHME YKa3bIBaeTCs B
MMEHUTEIIBHOM NaJIeXKeE.

Hanpumep:

MUHUCTEPCTBO FOCTULIUU
Pecriyonmuku benapych

IIpu appecoBaHMM JOKYMEHTAa CTPYKTYPHOMY IOJPA3JAECICHUI0 B UMEHUTEIBHOM I1a/IEkKe
YKa3bIBa€TCS HAWMEHOBAHME OpraHW3allMd, a HWKE— HAUMEHOBAaHHME CTPYKTYpPHOI'O
MOAPA3ACIICHMUS.

Hampumep:

MuHHCTEpPCTBO IOCTULIMH
Pecny6nuku benapych

praBHeHI/IC aZIBOKATYPHbI U JIMLICH3UPOBAHUA
IOpPII[PI‘IeCKOﬁ JACATCIIBHOCTH

[Ipn HampaBieHWH [TOKyMEHTa KOHKPETHOMY OJKHOCTHOMY JIMI[y HaWMEHOBaHUE
OpraHM3aIMU YKa3bIBACTCS B UMCHHUTEIHLHOM MaJieXkKe, a JOJDKHOCTh U (haMuius aapecara — B
aTEIILHOM.

Hanpumep:

MuHUCTEPCTBO 110 HaJloraM U cOopam
Pecny6imuku benapych

HayanbHuky ynpasieHUs: KOHTPOJIA,



JIEJIONPOU3BOICTBA M MaTepHAIIbHO-
TEXHUYECKOTO 00eCIeucHUs
Konpaxosy H.B.

IIpu agpecoBaHMM JOKyMEHTa pPYKOBOAMTENIO OpraHu3aluu (€ro 3aMeCTHUTENIO)
HauMEHOBaHME OPraHU3aLUU BXOAUT B COCTAaB HAMMEHOBAHU JIOJDKHOCTH aJipecara.

Hanpuwmep:

Hupexropy I'ocynapcTBeHHOrO
apxuBa MuHCKO# obnacTu
Kymrnosoit E.B.

[Ipn HanpaBiieHUH JOKYMEHTA B HECKOJIBKO OJTHOPOJHBIX OpraHU3aluil UX HAaUMEHOBAaHUS
YKa3bIBAIOTCSI 0000IIEHHO B MMECHUTEIHFHOM IaJIeKe.

Hanpumep:

PecnybnukaHckue oprassl
rOCY/IapCTBEHHOT'O YIIPABICHUS

[Ipyn HampaBieHUH JOKyMEHTa PYKOBOJIUTEISIM HECKOJIBKMX OJHOPOJHBIX OpraHU3anui
HAaUMEHOBAHMs UX JTOJDKHOCTEH YKa3bIBAIOTCSl 0OOOIIEHHO B 1aTEIbHOM MaJIeXKe.

Hanpuwmep:

PykoBoauTensiM pecyOIMKaHCKUX OPraHOB
rOCyapCTBEHHOI'O yIIPaBJICHHUS

[TouToBBIN ajpec, Kak NPaBUIIO, YKa3bIBAETCS TOJIBKO Ha KOHBepTe. llouToBbI aapec
BXOJUT B COCTaB pEKBU3HUTa «Anpecar» TpU aIPECOBAHUU JIOKYMEHTa pa30BOMY
KOPPECIIOHJIEHTY.

[TouroBelif anpec B pekBu3zuTe «Anpecar» opOpMIISETCS B COOTBETCTBUU C IPaBHIIaMU
OKa3aHUs yCIyr IOYTOBOM CBSI3U.

Hanpumep:

VYupexnenue «benopycckuii Hay4HO-
HCCIIEI0BATEIbCKUN UHCTUTYT
JOKYMEHTOBEACHUA U apXUBHOI'O A€J1a»
yi. Kponotkuna, 55

220002, r. MuHCK

Ha noxymeHTax, HanpaBisieMbIX IOCTOSIHHBIM KOPPECIIOHJIEHTaM, OPTaHM3alUsM CBOEH
CUCTEMBI, aJpec He NpocTaBiderca. s OTHpaBKM TaKUX IOKYMEHTOB MOTYT IPUMEHATHCA
KOHBEPTBHI C 3apaHee HalleYaTaHHBIMU aJIpECaMH.

[Ipn agpecoBaHuM AOKyYMEHTa 4YacTHOMY JIMI[y BHayajle YKa3blBalOTCS (GaMuwius |
MHULMAIBI (MM, OTYECTBO) MOTydaTelis, 3aTeM — [TOYTOBBIH ajpec.

Hanpumep:

CromspoBoit H.M.
yi. I1.I'ne6xkwu, a. 15, xB. 26
223120, i/o Jloro3a



Jloroiickoro p-Ha
MuHCKOH 001.

PexBusur «Anpecar» He AOKEH coaepxkaTh Oosee uyeTelpex ajapecoB. CIIOBO «KOMUS»
nepes BTOPhIM U MOCIIEAYIOIUMU aipecaTaMy He IIPOCTaBIISETCS.

IIpu nampaBiaeHHH JOKyMeHTa Oojiee 4eM B YeThIpe ajapeca COCTABISETCS CHHCOK Ha
pacchuIKy 1O (popMe cornacHo NpuiiokeHuro 2. Ha kaIoM 3K3eMIUIIpe yKa3bIBAE€TCs TOJIbKO
OJIUH aJpecaT Win 0000LIeHHOe HAMMEHOBAaHHUE aJ]pecaToB.

Ecnu 1oxkyMeHT sBISieTCS OTBETHBIM, INEPBBIM aIpPEcCaToM Ha JIOKYMEHTE YyKa3bIBacTCs
aBTOpP MHUIIMATUBHOTO NMUCbMA HE3aBHCHUMO OT 3HAUMMOCTH OCTAJIbHBIX aJpecaToB.

IIpy HanmpaBineHMM JOKyMEHTa B BBIIIECTOSAIIME OpPraHM3alMU HE JOIyCKaeTcs
OJTHOBPEMEHHOE €r0 aJpecoBaHME JIPYTUM ajpecaraM, KpOME CIIydaeB, KOTJa 3TO OINPENEICHO
MIOPYYEHHUEM BBIIIECTOALIECH OPraHU3aLHH.

52. PexBu3ut «'pud yrBepKICHUM.

VYTBepkaeHUE SBISETCS OIHHM M3 CIIOCOOOB YIOCTOBEPEHHS JIOKYMEHTa IIOCIE €ro
noanucanus. JIOKyMeHT, NoOJUIeXalluil yTBEP)KIACHUIO, NPHOOpPETaeT HOPUIUYECKYIO CHITY
TOJIBKO C MOMEHTA €T0 YTBEPKIACHUS.

JIOKyMEHT MO’KeT YTBEp)KIAThCS ABYMS CIIOCOOAMH: HU3JAaHUEM PACIOPSIUTEIHHOIO
JOKYMEHTA WU TOJKHOCTHBIM JTUIIOM. O6a crioco6a MMEIOT OIMHAKOBYIO IOPHINYECKYIO CUITY.

[Ipu yTBep)KIeHMM IOKYMEHTA JOJDKHOCTHBIM JIMIIOM TPU( YTBEPKACHUS COCTOUT M3
cinoBa «Y TBEPXIAIO», HanMeHOBaHUS TOJKHOCTH JIMIA, YTBEPAUBIIErO JOKYMEHT, BKIIFOUAs
BUJIOBOE HAWMEHOBAaHWE OpraHU3alUH, €ro MOJINUCH, pPACUIMPPOBKUM MOJIUCH U JaThbl
YTBEPXKICHHUS.

Hanpumep:

YTBEPXJIAIO
JMpeKTop HHCTUTYTA
ITonnuces A.1.HoBukoB
23.06.2008

HpI/I YTBCPKACHUN HNOKYMCHTAa PYKOBOIHUTCICM BBILIICCTOSIICH opraHusanyvu HJIn
AOKYMCHTA, COCTABJICHHOI'O HC Ha 6HaHKe, B HAUMCHOBAHHC NOJDKHOCTHU JIMIA, YTBECPAUBIICTO
JAOKYMCHT, BKJIHOYACTC IMOJTHOC HAMMCHOBAHUEC OpraHu3aluu.

Hanpumep:

YTBEPXJIAIO

Hupekrop yapexaenus «bemopycckuit
HAYYHO-UCCIICIOBATEIbCKUI HHCTUTYT
JIOKYMECHTOBEICHHS U apXUBHOTO JIea»
IMoamucek A .E.Prioakos

25.06.2008

Hara (menp wMmecsana) yrBepxkuaeHuss B Tpude «YTBEPXKJIAKO» mpocraBnsercs
JOJDKHOCTHBIM JIUIIOM, YTBEPAMBIINM JOKYMEHT. Mecsi W TOJ OMyCKaeTcsl Iedarartbh C
TMOMOIIBI0 TEXHUUYECKUX CPEJICTB.

PacnopsaurenpHblid  akT M3JaeTCs, KaK IPaBUJIO, B Clydae, KOIJa BBEJICHHUE
YTBEP)K/Ia€MOT0 JIOKyMEHTa TpeOyeT MOTOJHUTEIbHBIX TPEANUCAHUN U Pa3bICHEHUH, WHBIX
JENUCTBUIM, CB3aHHBIX C €r0 IPUMEHEHUEM, a TAKXKE IPU YTBEPKICHUH HOPMATUBHBIX ITPABOBBIX
aktoB Pecniyonuku benapycek.

[Ipu  yTBepX)ACHWUW  PACTIOPSATUTEIHHBIM  JOKYMEHTOM HWJIW  TPOTOKOJIOM  TIpud
yrBepxkaeHus coctoutr u3 cinoBa «YTBEPXJEHO», Ha3Banus BuAa JOKyMEHTa B
HMEHUTEIIFHOM IMaJeKe, €ro JaThl U HHJCKCA.



Hanpumep:

YTBEPXJIEHO

[Mpuka3 MunncTpa nHGOpMAIIH
Pecny6muxu Benapychb
25.06.2008 Ne 32

nim

YTBEPXXJIEHO
ITpotoxoun obmiero
coOpaHust aK[HOHEPOB
28.06.2008 Ne 15

I'pud yTBepkmeHHs mpOCTaBIseTCss B MPaBOM BEpXHEM yrioy JAokyMmeHTa. llpu
YTBEPXKJICHUU JOKYMEHTAa HECKOJBKUMHU JODKHOCTHBIMUA JUIAMU TPUQDBl  YTBEPKICHUS
pacrnojararT Ha OJIHOM YpOBHE.

Cnosa «YTBEPXJIAIO» u «YTBEPXJIEHO» neuarator mponucHeiMH OykBamu 0e3
KaBbIUEK U MPOOEIIOB.

Hcnonb3oBanue 61aHKOB JOKYMEHTOB C MPOAOJBHBIM PACHOJIOKEHUEM PEKBU3UTOB IS
o OopMIICHUS TOKYMEHTOB, MOJICKAIINX YTBEPKICHHUIO, HE TOTYCKASTCSI.

[lepeyeHr TOKYMEHTOB OpraHU3AIMH, MOICKAIINX YTBEPKACHUIO, OIMpPEACIACTCS B
COOTBETCTBUU C 3aKOHOJATeNbCTBOM PecnyOnuku benmapych u 3akperuisieTcst B Tabene u (WiH)
MHCTPYKIUU IO JEJIOMPOU3BOJICTBY OpPraHU3allMi, UHBIX JIOKAJIbHBIX HOPMATHUBHBIX MPABOBBIX
aKTax.

[IpuMepHBIil nepedyeHb JOKYMEHTOB, MOJJIEKAIIUX YTBEPKIACHHUIO, ONPEAENIEH COIIACHO
IPUIOKEHUIO 3.

53. PexBusut «Pe3omronus.

Pezontonust — NHChbMEHHOE YKa3aHUE PYKOBOIAUTENSI O TMOPSAIKE WCIOIHEHUS WU
WCIIOIb30BaHMS JIOKYMEHTA.

PexBusutr «Pe3omonus» BkItouaeT (HaMUIIMIO HUCIIOJHUTENS, COJAEp)KAaHUE MOpPYYEHUs U
CpPOK HCIHONIHEHUs. Pe3omorus nopkHA OBITh moamucaHa (COOCTBEHHOpYYHas MOAMKCH) U
JTaTUpOBaHa.

[Ipn HANTMYMM HECKOJIBKUX MCTIOTHHUTENEH epBON yKa3bIBaeTCs (paMIIIUS OTBETCTBEHHOTO
WCTIOJTHUTENS, KOTOPBIM OpraHu3yeT paboTy COMCTIONHUTENEH.

Ha moxymenTe momxHO ObITH He Oosiee omHOW pe3omornuu. Ilocnemyromniue pe3oronun
pykoBoauTeneit opopMIIIOTCS, €CIIU B HUX JICTATH3UPYETCS MOPSIIOK UCTIONHEHUS JOKYMEHTA.

Pe3zomionus pacrnonaraercs B MpaBOM BEPXHEM YIUIy IEPBOrO JIMCTAa JOKYMEHTa Iepes
TekctoM. [Ipu HeoOxoauMocTH 0hOPMIICHHS CIIOKHOM MO COACPNKAHUIO PE30JIOIUHU, a TaKKe
HECKOJIbKUX PE30JIOUUM M HEBO3MOXHOCTH HUX Pa3MEIICHUS B OTBEAECHHOM ISl PE30JIOLMHU
MECTE JOMYCKAETCsl HAlMCAaHWEe PE30IIOIMNA Ha JTI000i CBOOOIHOM TUIOMIAAN JIUIIEBOM CTOPOHBI
MIepPBOTO JTUCTa JTOKYMEHTA, HE 3aTparuBasi TeKCTa (HO He Ha MOJSAX JOKYMEHTA).

[Ipu oTcyrcTBUM CBOOOJHOIO MECTa Ha JIMLEBOM CTOPOHE IMEPBOTO JIUCTA JIOIYCKAeTCs
oopMmIIeHHE PE3O0JIOLINU Ha OT/IEIbHOM JIMCTE C yKa3aHUEM Ha HEM PETHCTPAIlMOHHOTO MHAEKCa
U JaThl JIOKYMEHTa, K KOTOPOMY OTHOCHUTCS pe30Jitonus. JIMCT pe3osonuu MpUKperisiercs K
JOKYMEHTY W TIOCJIE€ €r0 HCIOJHEHHUs BMECTE€ C HUM IMOIIMBaeTcs B Jeno. Ha moxymeHnte
MIPOCTABJISETCS] OTMETKA O HaJIMYUU TAKOT'O JIMCTA.

[Ipn odopmieHun nucTa pe30TIONUU HUCHOIB3YIOTCS CTAaHIAPTHBIE IJMCTHI OyMaru
dbopmartoB A6, AS, A4 ¢ coONIOACHUEM CIICIYIOIINX Pa3MEPOB TIOJICH:

s popmara A6: BepxHee M HIDKHee — He MeHee 10 MM, JleBoe — He MeHee 12 Mw,
IIpaBO€ — HE MEHEE & MM;

s popmata AS: BepxHee — He MeHee 15 MM, HikHee — He MeHee 10 mm, eBoe — 20 MM,
MpaBoe — HE MEHee 8 MM;




st popmara A4: BepxHee W HUXKHee — He MeHee 20 mm, seBoe — 30 MM, mpaBoe — HE
MeHee 8 MM.

54. PekBU3HT «3arojioBOK K TEKCTY».

JlokyMeHTBI, oopMIIEHHBIE Ha OJaHKaxX WM CTaHAAPTHBIX JHcTax Oymaru (opmara A4,
JOJDKHBI MMETh 3arojIOBOK. 3aroJioBOK K TEKCTY JOIYCKAaeTCsl HE yKa3blBaTh Ha JOKyMEHTaXx,
odopmIIsieMbIX Ha OJIaHKaX WM CTaHAApTHBIX JHcTax Oymaru ¢popmata AS.

3aronoBok (QopMyIHpyeTcs cocTaBuTeneM AokyMeHTa. OH JObKeH OBITh KpaTKUM U
€MKHUM, TOYHO IepeJaBaTh CMBICI TEKCTa U I'pPaMMaTHYECKH COTIJIacOBBIBATHCS C HA3BAHHUEM
JIOKYMEHTA.

Hanpuwmep:
nipuka3 (0 yem?) «O cOoBEpIICHCTBOBAHWH CTPYKTYPHI alliapaTa yIpaBieHUs»;
nosoxxeHne (0 4yem?) «O KaHIEeIApUn»;
MIPOTOKOI (4ero?) «coOpaHus aKIIHOHEPOBY;
mpaBwia (4ero?) «BHyTPEHHETO TPYAOBOTO PACIIOPSAKAY;
JOJDKHOCTHASI MHCTPYKIHS (KoMy?) «ceKpeTapro-pedeperty»;
axT (0 yem?) «O BBIAETICHUU TOKYMEHTOB K YHHYITO)KEHHIOY;
akT (4ero?) «peBU3UN»;
mucbMo (0 ueM?) «O0 U3MEHEHUU CPOKOB BBITIOJTHEHUS JJOTOBOPAy.

B 3aronoBke K TEKCTy paspemaercss ynoTpeOasTh COKpAIIEHUs CIOB U CIOBOCOYETAHHIA,
HCIIONIb3YEeMBIX B CTaHAapTax W Kiaccudukaropax PecnyOnuku benapyce, cokparieHHbIe
HAaWMEHOBAHUS OpPTaHU3AIHNA U OOIIETIPUHSITHIE COKPAIIICHHSL.

Hampumep:

O Baenpenun CTH 6.38-2004

3aroJIOBOK B KaBBIYKH HE 3aKJIOYACTCS U HE NONYEPKUBAECTCS. TOYKa B KOHIIE 3aroJIOBKa
HE CTaBUTCS.

55. PexBu3ut «OTMETKA O KOHTPOJIEN.

OTMmeTKa 0 KOHTpOJIE paclojiaraeTcs Ha JIEBOM IIOJI€ JOKYMEHTAa Ha YPOBHE 3aroJIoBKa K
TEKCTY U 0003Hayaercs: OykBoil «K» i cinoBom «KoHTposb». OTMETKa MPOCTABIIACTCS OT PYKH
WJTU C TIOMOIIBI0 mTemMiiesiss. OTMeTKa MOKET OBITh JIONOJTHEHA KOHTPOJIBHOM TaTOMH.

56. PexBu3ut «OTMETKA O HAIMYUU NIPUIIOKEHUS.

OTMmeTKka 0 HaJIWYUM MPWIOKEHMs paclojiaraeTcsd HMKE TEKCTa JOKyMEHTa Iepen
pexBuzutoM «lloxmuce». Cnoso «lIpunoxenney neyaraercss ¢ IPONUCHON OyKBbI OT HYJIEBOTO
MOJIOKEHHSI TaOyIIATOpa OT TPAHUIIBI JIEBOTO I10JIsA, TIOCJIE HETO CTAaBUTCS JBOECTOUYHE.

Ecanm noKyMEeHT MMeeT NpHIOKEHHE, HAa3BaHHOE B TEKCTE, TO B OTMETKE O HAINYUU
IIPHIIOKEHHSI YKA3bIBAETCS TOJIBKO KOJIMYECTBO JIUCTOB U SK3EMILISPOB.

Hanpumep:

IIpunoxenue: Ha 7 11. B 2 3K3.

Ecam noxkymMeHT umMeeT NpUIIOKEHMS, HE HAa3BaHHBIE B TEKCTE, TO MX HAWMEHOBAHMS
MIEPEYUCIIAIOTCA C YKa3aHUEM KOJIMYECTBA JIMCTOB U JK3EMILIAPOB KaXKIOro NpuinoxeHus. Ilpu
HAJIMYUH HECKOJIBKUX MPUIIOKEHUH OHU HYMEPYIOTCS apaOCKUMU I pamH.

Hanpuwmep:

IIpunoxenue: 1. MHcTpyKums 1o Aenonpou3BoAcTBY Ha 12 1. B 3 3K3.
2. OT3BIB Ha MPOEKT HHCTPYKIWH HA 3 JI. B 2 3K3.



Ecm JOKYMCHTY IIpujaracrcsa AJOKYMCHT, I/IMCIOH_[I/Iﬁ IIPUIIOKECHUE, TO B OTMECTKE O
HaJIMYNU TPHUIIOKCHHA YKA3bIBACTCA 06]]_[66 KOJIHNYCCTBO JIMCTOB HpHJ’IO)KGHHﬁ.

Hanpumep:

[punoxenne: muceMo Harmonanenoro 6anka Pecrryommku benapycs ot 08.11.2008 Ne 12-7/389 u
NPUIIOKEHUE K HEMY, Bcero Ha 5 J1. B 1 9K3.

Ecnn npunoxeHue HampaBiseTcss HE BCeM ajpecaTtaM, TO B OTMETKE O HaJU4UU
MIPWIOKEHMSI YKA3bIBAETCsl, B KAKOH aJipec HallpaBsieTCs IPUIIOKEHHE.

Hampumep:

IIpunoxenue: Ha 5 1. B 1 9K3., BO BTOpOi1 agpec.

Ecnu npunoxenust cOpoOIIropoBaHbl, TO KOIUYECTBO JTHCTOB HE YKa3bIBACTCA.

B pacnopsauTenbHBIX TOKyMEHTaX pPeKBU3UT «OTMETKA O HAIMYUU MPHIOKCHHS» HE
obopMIIIeTCS;, yYKa3aHWE O HAJIMYUM TPUIOKEHUSI JAETCS B TEKCTE JOKYMEHTa: «COTJIACHO
MIPUIIOKECHUIO», «IIPUIIOKEHHUEY, «IPUIIOKEHUE 1», «... MPEJACTaBUTh MEPEeUeHb JOKYMEHTOB IO
npuiaraeMoun hopme» u Jp.

57. PexBusut «lloamucey.

[IpoexT nokymeHTa MpPEICTaBIAECTCS Ha MOJMNUCH COOTBETCTBYIOLIEMY JIOJBKHOCTHOMY
muiy  (MCXOOs W3  ero  KOMIETCHIIMH) TOJHOCTBIO  O(QOpPMIIEHHBIM, IPOBEPEHHBIM,
COTJIaCOBaHHBIM (TIpM  HEOOXOJUMOCTH) BMECTE€ C TPHIOKEHHUSIMH W MaTepuajlaMd, Ha
OCHOBAHUU KOTOPBIX OH COCTAaBJICH.

PexBu3ut «Iloamucey pacronaraercs mocie TeKCTa U OTMETKH O HAJIMYUH TTPUIIOKEHUS U
COCTOMT W3 HAaWMEHOBAHUS MOJDKHOCTU JIMIIA, MOIMHCABIIETO0 AOKYMEHT, COOCTBEHHOPYYHOM
MOJMUCH U e¢ paciuPpoBkH (MHUIMAGI, hamuins). MHuImaner neyaratores nepen Gamunueit
0e3 mpo0eIoB Ha YPOBHE MOCIEAHENH CTPOKH HAMMEHOBAHUSI IOJDKHOCTH.

Ecnu noxymeHT odopmiieH Ha OlaHKE WM C HCIOJB30BAHUEM YTJIOBOIO IITaMIia, TO B
HalMEHOBaHUE JOHKHOCTH BKITIOUAETCS, KaK MPaBUIIO, BUI0BOE HANMEHOBAHHME OPTaHU3alIUH.

Hanpumep:

JupexTop UHCTUTYTa oxmuce A.E.PribakoB

HpI/I O(I)OpMJ'ICHI/II/I JOKYMCHTa HC Ha OJlaHKe B HAaMMEHOBAHHUE JOJDKHOCTH BKIKHOYACTCA
IMOJITHOC HAMMCHOBAHUC OPraHu3aliuu.

Hanpumep:

Hupexrop yupexxaenus «benopycckuit
Hay4HO-UCCIEI0BATENIbCKUI HHCTUTYT
JIOKYMEHTOBEJIEHUS U apXUBHOTO JIETIa» TToamuce A.E.Pri6axoB

B cocraBe pexBuzuta «lloamuck» MOTYT YyKa3bIBaThCsl CTETIEHH M 3BaHMs (Y4CHBIE,
BOMHCKHE U Jp.).

Hanpumep:

JupexTop UHCTUTYTA IMoxmuce A V1.HoBuxos
JIOKTOpP UCTOPUYECKUX HAYK,
mpodeccop



HpI/I nmoanmruCaHu IOOKYMCHTAa HCECKOJBbKHMMH JOJDKHOCTHBIMU JIMOHAMHW HX IIOAINHMCHU
pacmojiararoréa OoJHa II0J ,prrOﬁ B IIOCJIICAOBATCIBHOCTH, COOTBCTCTBYIOH_[Cﬁ 3aHUMAacMbIM
JOJDKHOCTSAM.

Hampumep:
HupexTop 3aBona IToanuce I''H.Ilerpos
I'maBHBIH OyxranTep IToanuce J.1.MBanosa

HpI/I MNOANNCAaHUN JOKYMCHTA HCCKOJIBKMMHU JIMIIaMH, HC IMOAYNHCHHBIMU I1O0 HOJIZKHOCTH,
HX IMOAINKUCH paclojiararoTcd Ha OJHOM YPOBHC.

Hanpuwmep:
MuHuctp 00pazoBaHus Munuctp puUHAHCOB
Pecrryomuku benapycs Pecrryonmuku Benapycs
TToxmmce A.M.Panpkos IHoamucer A.M.XapkoBen

[Tpn moanucanuym TOKyMEHTa, HOATOTOBICHHOTO KOMUCCHEH, YKa3bIBAIOTCS HE JJOJDKHOCTH
JHI, a UX OOSM3aHHOCTH B COCTaBe KOMHCCUU. DaMHUINHM WICHOB KOMHCCHH PACIIONIaraloTcs B
an(aBUTHOM HOPSIKE.

Hamnpumep:
IIpencenarens komuccuun IToanuce B.B.I'pymeBckuii
YJieHbI KOMHUCCHUH: TTonnuce I'.b.Opnos
Tloamnuck T1.I1.Cunaes
IToanuce A.B.SInyxoBmy

JIOKyMEHTBI KOJUIETHAJIbHBIX OPTraHOB MOAMHUCHIBAIOTCS MpEACEeAaTeeM U CeKpeTapeM
3TOr0 Oprasa.

Hampumep:
IIpencenarens Tlonmnuce B.1.Kupumios
Cekperapb Ioxmuce A.A Kympeitunk

[Ipu noanucannm pacopsIUTENbHBIX U UCXOAALIUX IOKYMEHTOB TOJITUCHIBAECTCS MEPBBIi
9K3EMIULAP JOKYMEHTA.

I[Ipu  odopmieHHH  akTOB, NPOTOKOJOB, COBMECTHBIX JOKYMEHTOB  IIOAIHCH
MIPOCTABJISIIOTCA HA BCEX IK3EMILISIpaxX JTOKYMEHTA.

B pexBmsute «llogmuce», a Takxke pekBuzutax «['pud yrBepxkmenus» u <« pud
COTJIACOBAaHUSD YKA3bIBAIOTCA (haKTHUeCKas JOJDKHOCTH JIMIA, MOJMUCABIIETO (YTBEPIUBIIETO,
COTJIACOBABIIET0) JOKYMEHT, €ro WHHUIMaNel u damuius. JlomyckaeTcss HCIOJIb30BaHHE
cokpateHui «3am.» («3aMecTuTenby), «M.0.» («ucmonHsIommi 00s3aHHOCTHY). He nomyckaercs
CTaBUTh NPEUIOT «3a» WM KOCYI0 YEPTY Mepel HAMMEHOBAaHUEM JTOJIKHOCTH.

58. PexBusut « pud npunoxeHus».

I'pud npunoxxkenus pacroiaraercs B IpaBOM BEPXHEM YIIIy MIEPBOTO JIUCTA MPHUIIOKCHHS.



I'pud npunoxenuss cocroutr w3 cnoBa «lIpunoxeHue», ero MOpsIKOBOro HoOMepa
(yxa3piBaercsi apabckumu nugppamu 6e3 3Haka Ne ), Ha3BaHUs BUAA JOKYMEHTa B JAaTEIbHOM
MaJiee, ero 1aThl U PErUCTPALIMOHHOTO UHJIEKCA.

Hamnpumep:

[Ipunoxenue 2
K [IPUKa3y TUPEKTOpa MHCTUTYTa
18.11.2008 Ne 9

[HopsaKoBBIIT HOMEP MPUIIOKEHUS HE YKA3bIBAETCS, €CJIM OHO OJTHO.

Ha npunoxxeHusix, yrBepakaaeMbIX pPaCIOpPSIUTEIbHBIM JOKYMEHTOM WM IPOTOKOJIOM,
rpud mpunoxxkenus He opopmisieTca. B sToMm ciydae B mpaBoM BEpXHEM Iy MEPBOTO JIMCTA
YTBEPKIaEMOTO IOKYMEHTa IPOCTABIISIETCS TPU( YTBEPKIACHHUSL.

JIOKYMEHTBI-IPUIIOKEHUS OQOPMIIIOTCS € YKa3aHHEM BCEX HEOOXOIMMBIX PEKBU3UTOB
nokymeHTa («Ha3BaHue Buaa JOKYMEHTa», «3aroioBoK K TeKcTy», «[loamuce» u ap.).

59. CornacoBaHue 10KyMEHTOB.

JIOKyMEHTBI, OArOTaBIMBAaeMble B OpPraHU3alUU, 0 MPUIAHUS UM IOPUAMYECKON CUIIBI
(moamucanus, yTBEPKICHUS, PETUCTPALIUN) B HEOOXOAMMBIX CIIydasx MOJJIEKAT COTJIACOBAHMIO.
CornacoBaHue NpOEKTa JOKYMEHTa IPOBOAUTCSA C OpPraHU3ALMSIMHU U JOKHOCTHBIMU JIMIIAMHU.
CornacoBaHnre MOXET MPOBOIAUTHCS KAaK BHYTPU OpraHM3allUd — CO CTPYKTYPHBIMH
MOIPA3JCICHUSIMA U JOJKHOCTHBIMH JIUIIaMU (BHYTPEHHEE COTJIAaCOBaHWE), TaK M BHE €€ — C
MOAYMHEHHBIMH ¥ HETIOTYMHEHHBIMU OPTaHU3aIMsAMH (BHEIIIHEE COTJIACOBAHMUE).

60. PexBusut «I'pud corimacoBanus».

Bremnee cornacoBanue oopmisieTcss rpud)oM COTTIaCOBAHHUS.

I'pud cornmacoBanus pacronaraercst Hke pekBusuta «lloamuce» Ha JIMIIEBON CTOpPOHE
nocjienHero nucra aokyMeHta u cocrouT u3 cinoBa «COI'NTACOBAHO», nauMeHoBaHUs
JOJDKHOCTH JIMIA, C KOTOPBIM COIJIACOBBIBAETCSA JIOKYMEHT (BKJIIOYas IMOJHOE HAaWMEHOBaHUE
OpraHu3aIum), COOCTBEHHOPYYHOU MOJIIUCH, €€ PacCIIu(PPOBKU U JATHI.

I'pud cormacoBanmsi medaTaroT OT HYJIEBOTO MOJOXEHHS Tabymsaropa 0e3 OoTcTyma oT
IpaHULbI JIEBOTO MOJS.

Cnoo «COI''TACOBAHO» nevararoT mponucHbIME OyKBaMu 0€3 KaBbIYEK U MPOOEIIOB.

Hanpuwmep:

COI'JTACOBAHO

Hupekrop ['ocynapcTBeHHOTO
yupexaeHus «HarumonanbHbIi
apxuB Pecniyonuku benapyce»

TTonmuce B.JI.Cenemenen
13.10.2008

Ecnmu cormacoBaHue JOKyMEHTa TPOU3BOJUTCS  KOJUICTHATBHBIM  OpPraHOM WM
MTOCPEICTBOM MHUCHhMa, TO Tpu coriacoBaHust opopmiisieTcs 1o hopme:

COI''TACOBAHO
[IpoTokon 3acenanus
9KCIIEPTHOTO COBETA
18.10.2008 Ne 13

nim

COI''TACOBAHO

ITucemo 'ocymapcTBEHHOTO KOMUTETA
10 CTaH/APTH3aLUH, METPOJIOTHH 1
ceptudukanuu Pecryommku benapycs



03.10.2008 Ne 11-10/1186

Ecmu nokymeHT mmeer nBa rpuda COTJIACOBAaHHUS, TO OHHM PACIOJararoTcsi Ha OIHOM
YpPOBHE.

Hamnpumep:
COI'JTACOBAHO COI'JTACOBAHO
MuHHCTp IOCTULIMU IIpencenatens Bepxosuoro Cyna
Pecny6miku benapych PecnyOnuku benapych
IlTonnuce B.I'.I'onoBanoB IMoamuce B./I.Cykano
14.06.2008 14.06.2008

Ecmu nokymeHT mmeer TpH TpHda COrilacoBaHHs, TO OHHM PACIIONaraloTcs B CIEAYIOIIEM
HopsiaKe:

Hanpumep:
COI'JTACOBAHO COT'JTJACOBAHO
MunucTp rocTHLIT IIpencenatens BepxoBuoro Cyna
Pecnyomuku benapychb PecnyOmuku benapych
IToamuce B.I'.I'omoBanos IMoamuce B./I.Cykaino
14.06.2008 14.06.2008
COT'JTJACOBAHO

MuHHUCTp 3KOHOMUKHU
Pecny6muku Benapych
TToamuces H.I1.3atiuenko
14.06.2008

Bonee Tpex rpudoB cornacoBanus 0QOPMIISIOTCS IByMsI BEpTUKATBHBIMH PSIaMU.

IIpu orcyrcTBHMM MecTa Ha JOKYMEHTE O(QOPMIISIOT JIMCT COIJIAaCOBAaHUS IO 00pasiy
coryacHo nmpuioxkenuto 4. Ha qokymeHTe Ha MecTe, IpeayCMOTPEHHOM Uil pa3MelieH s Tpuda
COTJIACOBaHUS, JIETAETCSI OTMETKA!

JIncT cormacoBaHus
TpHUjIaraeTcs

61. PekBu3ut «Busb».

BuayTrpennee coriacoBanue odQopMIIseTcs IyTeM BH3UPOBAHHMS TIPOCKTa JIOKYMEHTa
JIOJDKHOCTHBIM JTULIOM.

PexBu3ut «Buza» BKiIO4aeT B ceOs HaMMEHOBAaHWE JODKHOCTH JIMIA, BU3UPYIOIIETO
MPOEKT TOKYMEHTA, €r0 COOCTBEHHOPYUHYIO MOIUCH, paciIu(PpOBKY MOAMKUCH U JaTy.

Hampumep:

HauaneHuk otaena kaapos
IToamucs A.B.CMupHUIIKHT
25.06.2008

OTka3pIBaThCSA OT BU3HWPOBAHHA, a4 TAKXKE OCJIATh Kakue-JImoo HCIIPABJICHUA B TCKCTC
IIpOCKTa AOKYMCHTA HC JOOITYCKACTCH. 3ameyanus H JOIIOJIHCHUSA HM3JIaratoTCs Ha IMPOCKTE
AOKYMCHTAa HMXKC OaTbl BU3UPOBAHUA. HpI/I 3HAYUTEILHOM O0ObEME 3aMeYaHHus U JOITIOJITHCHUA
nu3jjararoTCd Ha OTACIbHOM JIMCTE, a4 Ha IPOCKTC JOKYMCHTA YKa3bIBaCTCs: «3aMedaHus
NpUIIarar0TCa».



Hanpumep:

HavanbHuk oTaena kaapoB
IToanucey A.B.CMupHULKUT
25.06.2008

C IpOoeKTOM He COTIIaCCeH.
3aMeyaHus IPUIIATAI0TCS

Busel mpocraBnsitorcss Huke pekBusuTa «lloamuce» Ha NUIEBOM CTOpPOHE MOCIEIHErO
JAMCTa TEPBOrO HK3EMIUISpa JOKyMEHTa cjeBa. [IpOeKThl pacHopsAUTENbHBIX OKYMEHTOB
JIOTTYCKAeTCsl BU3UPOBAaTh Ha OOOPOTHON CTOpPOHE MOCJEIHEro JHMCTa MEPBOr0 3K3EMILIspa
nokymenTa. [Ipu cornacoBaHuy mMuceM U APYTHX UCXOSMIIMX JOKYMEHTOB BHU3bI OPOPMIISIFOTCS
Ha KOTIHAX, OCTAIOLINXCS B JIEJIE.

[Ipu HeoO6xoaumocTu opopMIIEHHS HECKOIBKUX BU3 OHH PaCIoiaratoTcsl OJJHa MO APYron
B MOPSAJIKE BU3UPOBAHUS.

Hamnpumep:

HavanbHuk oTaena kaapos
Hoamuces H.b.CxBoprioBa
20.06.2008

3aB. OTAEIOM JOKYMEHTOBEACHUS
IMoanuce A.B.Cunopuos
20.06.2008

3aB. OTZIEJIOM apXUBOBEICHHMS
Honamucs T.M.bobposa
21.06.2008

IOpuckoHCynbT
ITonnucs H.C.1lIBen
22.06.2008

[Ipu oTcyTcTBHM CBOOOAHOTO MecTa BU3bI O(OPMIISIFOTCS Ha 000pOTE MOCIEAHETO JIHCTa
JOKYMEHTa WJIM Ha OTJEJIbHOM JIUCTE U MPU Pa3MHOKEHUU IOKYMEHTa HE BOCIPOU3BOJISATCS.
[Ipn HanuuuMM nKMCTa COIVIACOBAaHUS Ha MECTE, NMPEAYCMOTPEHHOM JJsi pa3MELIEHUs BU3BI,
JenaeTcsi OTMETKa, odopmiisiemMass MO MpaBWIaM, YCTAaHOBJICHHBIM IYHKTOM 60 HacTosIiei
HNucTpykiuu.

[lepeuenp cornacyrommx MHCTAHUUN ONpPEAEIAETCS COCTABUTEIEM JIOKYMEHTA UCXOJS U3
€ro coJiepKaHusl ¥ TpeOOBaHUN HOPMATHUBHBIX MTPABOBBIX AKTOB.

62. PexBu3ut «lleuathb.

PexBusut «lledaTs» cTaBUTCS Ha TOKYMEHTaX, TPEOYIOIIMX OCOOOTO YIOCTOBEPEHHS WX
MOJTUHHOCTH.

VYcranaBnuBaeTcs TpU BHJA IeyaTel: MedaTb OpraHW3aluu, I€4aTb CTPYKTYpHOTO
MO/Ipa3JeNIeHusl OpraHu3alliy, IIe4aTh, YKa3blBalolllas Ha €€ IeJieBOe Ha3HaueHue (s
NOKyMeHTOB u T.m.). Ilewatu opranumszaumii noapasgensitorcas Ha repOoBble (Ie4aTH C
nzobpaxxenuem ['ocynapcrBennoro repba Pecyonuku benapycs) u npocthie.

[Topsnox ucnonb30BaHUSI U OTBETCTBEHHOCTh 33 XpaHEHHE IedaTed 3aKperuisitoTcs B
JIOKAJNbHBIX HOPMATUBHBIX MPABOBBIX aKTaX OpraHHU3aIUH, pa3pabaThIBAEMbIX B COOTBETCTBHH C
3aKoHOJIaTeNbCTBOM PecmyOnnku benapyce.

[lepeueHb TOKyMEHTOB, Ha KOTOPBIX IPOCTABIISIETCA MeYaTh, ONPEENIIeTCs OpraHnu3alnuen
Ha OCHOBaHMM 3akoHonaTenscTBa PecnyOnmuku benmapych. IIpocraBnenue meyatu HEoOXOIUMO



Ha MOJUIMHHUKAX JOKYMEHTOB U MX KOIHUAX, B TOM 4YUCIE (PaKCUMHIIBHBIX, YAOCTOBEPSIOIIUX
npasa, cBOOOABI U (MJIM) 3aKOHHBIE MHTEPECHl I'pa)</l1aH, MpaBa U OOA3aHHOCTU HOPUIUYECKUX
JIUL, CAHKIIMOHUPYIOIIUX PACXOJOBAHUE JEHEKHBIX CPEJICTB U MaTepUaIbHBIX LIEHHOCTEH.

OTTHCK Tme4yaTh JOJDKEH 3axXBaThlBaTh 4YacTh HAMMEHOBAHMS JOJDKHOCTH  JIMIIA,
MOANUCABLIETO (YTBEPAUBLIET0) JOKYMEHT.

Hampumep:

HupexTop UHCTUTYTa IToanuce C.A.Cunopos

63. PexkBu3uT «OTMETKa 00 UCITOTHUTEIECY.

OTMeTrka 00 UCIOJHHUTENE pACIOJIaraeTcs Ha JHUIEBONH CTOPOHE IOCIEIHEro JHUCTa
JIOKYMEHTA B JIEBOM HI)KHEM YTIIy.

OtmeTka 00 UCHONHUTENE BKIIOYAaeT (aMUIMI0 W HOMEp CIy:KeOHOro TenedoHa
UCTIONHUTENS (CocTaBUTENsI) MOKyMeHTa. dDamuins UCHOJHUTENS U HOMEp €ro CIyKeOHOTO
TenedoHa nevararoTcsa 6e3 3HaKOB MPEMUHAHUS.

Hanpuwmep:
Kopnees 200 59 79

Otmerka 00 UCHOJHUTENE MOXET OBITh [JOMOJHEHa MHIEKCOM CTPYKTYPHOIO
MO/IPA3IENICHNUs, B KOTOPOM TOTOBHJICS JTOKyMEHT (Ha TEpPBOM CTPOKE), MEPBBHIMH OyKBaMH
MMEeHH W (aMUIIUU JIUIA, OTIEYATaBIIETO MPOEKT JOKYMEHTAa, JAATOW CO3/IaHMs JOKYMEHTa,
nMeHeM ¢aiina (Ha BTOPO CTPOKE) U APYTUMH MTOMCKOBBIMH JTaHHBIMH.

Hanpumep:
3 Maxkosenxkuii 220 95 01
AP 26.05.2008 ITucemo.doc

IIpu odopmieHun AOKyMEHTa Ha KOMIIBIOTEpE PEKBHM3UT «OTMETKa 00 HCIIOIHUTENEe»
BbinonHsAeTcs mpudTom Times New Roman oObIuHBIN, pasMep 9 MyHKTOB, MEXCTPOUHBIH
WHTEPBAI — TOYHO 9 IIyHKTOB.

Otmetka 00 HcTIONHUTENE 00513aTeNbHO 0POPMIIETCS Ha UCXOSIIUX JOKYMEHTaX.

64. PexBusut «OTMETKA O 3aBEPEHUU KO,

Konus noxkymeHTa [0/KHA BOCIPOM3BOAMTH BCE PEKBU3UTHI 3TOTO JOKYMEHTAa, B TOM
qucie peKBU3UTHI OnaHka. s nmpuaaHus KONMHM JTOKYMEHTa IOPHIMYECKON CHJIbI OHA JIOJKHA
OBITH 3aBEpEHa.

OTmerka O 3aBepeHMM KOMMM O(opMisieTcss Huxke pekBu3uTa «lloamuck» M BKIHOYAET
cioBo  «BepHO», ~ HauMMEHOBaHME  JOJDKHOCTH  JIMIIA,  3aBEPUBIIETO  KOMMIO,  €ro
COOCTBEHHOPYUYHYIO MOANKCH, paclin(pOBKY MOJAINKCH U ATy 3aBEPEHUS.

Hampumep:
Bepno
Wucnexrop otaena kagpos [loamics A.I'.JleonoB
25.01.2008

[Ipn mepecbuike KOMUU JOKYMEHTa B Jpyrue OpraHu3allud WIM Iepefadye ee Ha PyKu
(bu3nyecKkoMy JIMILY 3aBEPUTEIbHYIO HAIUCh YIOCTOBEPSIOT €YaThi0 OpraHU3altH.

Ha xommsx ucxoasimux IJOKYMEHTOB, OCTAOLIUXCS B JI€J€ OpraHW3alud, PEKBU3UTHI
O/laHKa He BOCIPOM3BOMASATCS, MPOCTABIAIOTCS Jara MOAMNHCAHMUS  JOKYMEHTa, €ro
PETUCTPAlIMOHHBIA MHJEKC M OTMETKa O 3aBEPEHUH KONHUHM, B KOTOpPOW JOMycKaeTcs He
yKa3bIBaTh J1aTy 3aBEPEHUS U JTOJDKHOCTD JIMIA, 3aBEPUBILETO KOIIUIO.

Hampumep:
Bepno
Hoxmuce A.ILI'epmanoBuy



Konuu nokymeHTa, NOJyd4eHHBIE WyTeM THPAXHPOBAHUSA MOJUIMHHUKA CpPEICTBAMU
OlepaTuBHOW monurpaduu, copepkamme Q(aKCUMIIBHOES BOCIPOU3BEICHUE TOAINMHUCH |
NpeAHa3HAUYEHHbIE JUISi PACChUIKM WM BHYTPEHHETO TOJb30BaHMs, HE HYXKIAIOTCI B
JIOTIOTHUTEILHOM  yJIOCTOBEPEHHH, 3a MCKIIOYCHHEM CIIy4aeB, IPEIyCMOTPEHHBIX aKTaMHu
3akoHofaTenscTBa Pecnyonuku benapyce.

Pa3MHOKEHHBIE JK3EMIULIpBl JOKYMEHTa, NpeJHAa3HAUCHHbIE Ui PACCBUIKH M HE
BOCTIPOM3BOJAIINE  (PAaKCUMUIBHYIO TOJIMUCH MOJUIMHHUKA, JIOMYCKAETCS  YIOCTOBEPSTH
MIeYaThio, MPOCTABIAEMON Ha MECTE, OTBEJCHHOM JUIsl COOCTBEHHOPYYHOM MOIIHCH.

Opranuzanys MOKeT 3aBepsATh KOIUU TOJIBKO T€X JOKYMEHTOB, KOTOpPBIE CO3/1aHbl B CAaMOM
OpraHMU3aLUH.

CHsiTHEe KONMMH C JTOKYMEHTOB CTOPOHHUX OpraHU3alMid ISl TPEICTABICHUS TPETbUM
JMIIaM  JIOMYCKAeTcs C paspelieHus STUX OpraHum3auuid. be3 paspemeHus: CTOPOHHUX
OpraHu3aluil JOMYCKaeTCsi HM3TOTABIMBAaTh M 3aBEPSITh KOMWU JOKYMEHTOB NpPU PEIICHUH
BOIIPOCOB IIpHEMa IpakJaH Ha paboTy, MOATBEPKACHUS MX TPYIOBOTO CTaxa, (hOPMHPOBAHHU
JUYHBIX /1€ paOOTHUKOB (KOTIMH JUIIOMOB, CBHIETENILCTB 00 00pa30BaHMH, TPYIOBBIX KHIKEK
W 7Ap.), a TaKKe JOKYMEHTOB, MOJYYCHHBIX OpTraHW3allMeil B TOATBEPXKICHHE €€ TIpaB,
MIOJTHOMOYUH 1 003aHHOCTEN (JIUIEeH3UH, cepTU(UKATOB U Ap.).

65. PexBu3ut «OT™METKA 00 UCMIOTHEHUH JOKYMEHTA M HAIIPABJICHUHU €TO B JIEIION.

OtMeTka 00 HCHONHEHHHM JOKyMEHTAa M HANpaBJICHWH €ro B JEJI0 HpPOCTaBIsETCS Ha
JOKYMEHTE T10CJIE €r0 UCIIOTHEHUS U SIBJISETCS CBUJCTEIBCTBOM 3aBEPILICHUS PA0OTHI HAJ HUM.

OtMeTka 00 WCHOJHEHMHM IOKYMEHTAa W HANpaBICHUM €ro B JEJIO paclojlaraeTcs Ha
HIDKHEM TI0JI€ TIEPBOTO JIMCTA JOKYMEHTA ClieBa M COCTOUT M3 CIIOB «B nemo», Homepa aena 1o
HOMEHKJIAType Jell, B KOTOPOM OyAeT XpaHUTbCS JTOKYMEHT, OaThl M HHJAEKCAa JOKYMEHTa,
CBHUJICTEJIbCTBYIONIETO 00 WCHOJHEHWH, COOCTBEHHOPYYHOW TIOJIMHMCH WCIIOJHUTENS WU
PYKOBOAUTENS CTPYKTYPHOTO IOJPA3eNICHUS-UCIIONHHUTEISI M JaThl HAlpaBJICHHS JOKYMEHTA B
1e1o.

Hanpuwmep:
B nemo 11-10
IloaroroBieH OoTBET
15.02.2008 Ne 11-10/130
Iloamuce
16.05.2008

HpI/I OTCYTCTBUU HOOKYMCHTA, CBUIACTCIBCTBYIOLICTO 00 HCIIOJJHCHHH, B OTMCTKC
YKa3bIBarOTCA KPAaTKUC CBCACHH A 00 UCIOJIHCHHH.

Hampumep:
B neno 5-15
IIpousBenen nepepacuer
Ioxnuce
20.11.2008

66. PexBu3ut «OTMETKA O IOCTYIJIEHUN.

OTmeTKka O TOCTYIUIEHMHM (PErHMCTPAllMOHHBIA IITAaMI  BXOJASIIUX  JOKYMEHTOB)
IIPOCTABIISAETCS HA HIDKHEM I10JIe MIEPBOro JIMCTa JOKYMEHTa ClipaBa U COCTOUT M3 MOJIHOTO HIIN
COKpAIIIEHHOTO HaWMEHOBAaHUSI OpPTraHU3alUU-TIONydaTeNsl, 1aThl U PETUCTPAIMOHHOTO MHIEKCA
(HOMepa) MOCTYIUICHUS JOKYMEHTA.

Hanpuwmep:

3A0 «Mask» 16 T

MM

26.05.2008 v




Ne 342

42 MM

Ha pokxymenTax, TpeOyIOIIMX CpPOYHOTO HCIIOJHEHHs, BMECTE C JaTOW JOIyCKAaeTCs
YKa3bIBaTh BPeMsI MOCTYIUIEHHS (4achl, MUHYTHI).

I''TABA 5
TPEBOBAHUNA K TEKCTAM JJOKYMEHTOB

67. TekcT TOKyMeHTa J10JIKEH OBbITh JJOCTOBEPHBIM, OOBEKTUBHBIM, MAaKCUMAJILHO KPAaTKUM
C COXpaHEHHMEM IIOJIHOTHI MH(POPMALIMU U TOUYHOCTU €€ U3JI0KEHMS, HE JIOMYCKaTh Pa3InYHbIX
TOJIKOBAaHUH.

68. TeKkCT MOKyMEHTa M3JIaraercsl MPOCThIM U SICHBIM S3BIKOM, C COOJIIOJJIEHMEM HOPM
o(uaNbHO-IEIIOBOTO CTHJIIS JINTEPATYPHOTO S3BIKA.

69. SI3plkamMu 1€IONpPOU3BOJCTBA U JOKyMeHTauuu B PecnyOnuke benapych siBistorcs
OCIIOPYCCKHI M PYCCKUH.

TexcTpl JOKYMEHTOB, HampaBisgeMblX 3a mpeaensl PecnyOnuku benapych, moryr
COCTaBJISITHCS Ha OENOPYCCKOM, PYCCKOM SI3bIKaxX, Ha A3bIKE CTPAaHbI agpecara WM Ha APYrom
MHOCTPAaHHOM SI3BIKE.

70. IlpeuioxkeHUst  CTPOSITCSL  COTJIACHO ~ OOIIETIPUHATBIM ~ IPAMMATUYECKUM U
opdorpapudeckuM mpaBuIaM OeI0pYCCKOro U PycCKOTo SI3bIKOB, IPEUMYILECTBEHHBIM SBIISETCS
yrnoTpebaeHne NPOCThIX PACIPOCTPAHEHHBIX MPEATIOKEHHH.

71.B  nokyMeHTax NpPUMEHSAIOT TEPMUHBI U  ONPEIENIECHUS, YCTAHOBJICHHbBIC
NeUCTBYIOIUMH CTaHJapTaMHU M TEPMUHOJIOTUYECKHUMHU CIOBApsIMU. MHOro3HauHble TEPMUHBI B
KaXKI0M KOHKPETHOM CITy4ae JOJDKHBI YHOTPEOIATHCS TOIBKO B OJHOM M3 CBOUX 3HAUCHHH.

72. B TekcTe TOKyMEHTa He JOIYCKAaeTCsl yIoTpeOIeHHeE:

IPOCTOPEUYMI U SKCIPECCUBHBIX (POPM pa3rOBOPHON peul;

MHOSI3bIYHBIX 3aMMCTBOBAaHMI IIpU HAJIMYUM pPABHO3HAYHBIX CJIOB U TEPMUHOB B
0EJI0PYCCKOM HIIU PYCCKOM S3BIKE;

HEYETKUX CJIOBOCOUYETAaHUH, OOOOIIEHHBIX pAaCCyXJECHUH, BOCKIMIAHWA M TNPU3BIBOB,
00pa3HbBIX CpaBHEHUI, SITUTETOB, MeTadop;

ab0peBuaTyp, KpoMe OOLIEU3BECTHBIX WM PACIIM(PPOBAHHBIX B TEKCTE JOKYMEHTA;

HEHOPMAaTUBHOMH JIEKCUKH.

73. TekcTbl CIOXHBIX IO COAEPNKAHUI JOKYMEHTOB (IIPUKA30B, paCHOPSKEHHIH,
IIPOTOKOJIOB, MHCTPYKIMH M Jp.) JEJNATCS Ha IYHKTHI, IMYHKThl MOTYT MOAPAa3JeNsAThCs Ha
MOJMYHKTHI, TOAMYHKTHI — Ha a03aipl. B OonpmMX 1Mo 00beMy JOKyMEHTaX IYHKTBI MOTYT
00BEAUHSTHCS B IJIaBHI.

I'maBel HymepyroTcs apaOCckuMu Lu(ppaMu, Mociae KOTOPHIX TOYKA HE CTaBUTCA. I aBbl
JOJKHBI UMETh 3aroJI0BKH, TOUKA B KOHIIE 3ar0JI0BKa HE cTaBUTCA. EciM 3arojloBOK COCTOUT U3
JIBYX MPEITI0KEHN, TO UX Pa3JeNaoT TOUKO. B 3aroioBkax He JIOMyCKAaeTCsl MEPEHOC CJIOB Ha
CJICAYIOILYIO CTPOKY, IPUMEHEHHE PUMCKUX HU(DP, MATEMAaTHYECKUX 3HAKOB U I'PEUECKUX OYKB.

Hampumep:

I'JTABA 2
IMMOPAJOK INTAHNPOBAHUA 1 PACXOJIOBAHIA CPEJICTB HA OIUIATY TPYIA

[IyHKTBI HyMepylOTCS apaOCKUMU LU(PpaMU C TOYKOM U 3amuchbiBalOTCA C ab3alHoro
OTCTYIIA.



[MoanyHKTE HymMepyroTcs apaOCKuMH LHU(paMu M 3aIUCBHIBAIOTCS ¢ a03al[HOTO OTCTYyIHA.
HomMmep moamyHkTa BKJIIOYAET HOMEP NMYHKTA U HOMEP MOJIYHKTA, MOCIE KOTOPBIX CTaBSTCS
TOYKH.

Hampumep:
2.1.
2.2.
2.3.

Hymepanus myHKTOB J0JIKHA OBITH CKBO3HOW JUIsI BCErO JOKYMEHTA, IMOAIYHKTOB —
CKBO3HOM /ISl KaXKJI0TO ITYHKTA.

A03a11pl He HyMEpPYIOTCS U BBIICISIOTCS a03aI[HBIM OTCTYIIOM.

74. B TekcTe TOKyMEHTa Nepe1 Kaxa0W MO3UIIMEH MepEeUnCICHUs, BRICICHHOW a03aIiHbIM
oTcTynoM, aeduc unu WHOW 3HaK He crtaBuTcs. llocie mepeuncneHus, KpoMe MOCIEIHETO,
CTaBUTCA TOYKA C 3aISATOM.

75. TekcThl TOKYMEHTOB O(DOPMIISIOTCSI B BUJIE CBA3HOTO TEKCTA, AaHKETHI, TAOJIMIIBI WU B
BUJe coeAnHeHHs] 3TuUX (opm. OmnpenensiromM B BbIOOpe (OPMBI MPEACTABICHUS TEKCTa
SBIISIETCS XapakTep HHPOPMAIINHU, COAEPIKAIICHCs B TEKCTE JOKYMEHTA.

76. B pacniopsauTeNbHBIX JAOKYMEHTaX OpraHu3aluii, ACHCTBYIOIIMX HAa MNPUHLMIAX
€AMHOHAYaIus, TEKCT U3J1araeTcs oT nepsoro auna eauHcrseHHoro uucna: «[[IPUKA3BIBAIO»,
«TPEJJIAT AYO» u nip.

B pacnopsauTenbHbIX JIOKYMEHTax KOJUIETHAJIbHBIX OpPraHoOB TEKCT H3Jaraercsa OT
TpeThero auna eguHcTBennoro yucia: «[IOCTAHOBJIAETy, «PELLII» u np.

I'JIABA 6
TPEBOBAHIA K O©OOPMIJIEHNIO JJOKYMEHTOB, U3I'OTOBJIXIEMbBIX C IIOMOIIBIO
TEXHUYECKUX CPEJICTB

77. Tekct 1OKyMEeHTOB Ha OiaHkax (opmara A4 medataeTcsi Ha MUIIYILEH MalIMHKE Yepe3
MIOJITOPa MEKCTPOUYHBIX MHTEPBaIa WIM OJWHAPHBIM Ha KOMIIbIOTEpE, HA OiaHkax GopmaTa AS —
4yepe3 OAMH MEXCTPOYHBIN UHTEpBa UM TOYHO 14 NT Ha KOMIIBIOTEPE.

78. Ilpu HAbOpe TEKCTa ¢ UCTIOH30BAHUEM TEXHUUECKUX CPEJICTB MIPUMEHSETCS TapHUTYpa
mpudta Times New Roman B 0ObluHOM HauepTaHuu, pazmep mpudTa — He MeHee 13 0T, win
mpu@TH, yCTaHABIMBAaEMble HOPMATUBHBIMU IIPAaBOBBIMH akTamu PecryOmmku bBemapyce.
BripaBHUBaHUE TEKCTA MPOU3BOIUTCA 110 IMIMPUHE JIUCTA.

79.lpu MOArOTOBKE TaOJIUI[ C MCIOJB30BAaHHEM CPEJCTB BBIYUCIUTEIBHON TEXHHKH
MEKCTPOUYHBIN MHTEPBAJ IOIIyCKAETCs yMEHbIIATh 10 11 nT.

80. IIpu odopmieHnn NOKyMEHTa Ha MHINYIIEH MAaIIMHKE PEKBU3HUTHI, COCTOSIIME W3
HECKOJIbKUX CTPOK (KpoMe pekBu3nuTa «TekcT»), meyararoT yepes3 OJuH MEKCTPOUHBINA UHTEPBAIL.

CocraBHbIC YacTH PEKBU3UTOB «Axapecary, «I'pud yrBepkaeHus», «OTMETKa 0 HATUIUHU
npuioxeHus», «'pu¢d cormacoBanus», «'pud nNpuIOKEHUS» OTHENAIOTCA IPYr OT JApyra
MIOJIYTOPHBIM MEXCTPOUYHBIM HHTEPBAJIOM.

PexBU3UTHI TOKyMEHTa OTAEISIOT APYT OT Apyra 2—3 MEKCTPOUYHBIMU MHTEPBaJIaMHu.

Hanpuwmep:
COI'JTACOBAHO
1,5

Hupextop [lemaprameHTa

10 apXUBaM U JEJONPONU3BOJICTBY



MuHucTepeTBa I0CTULII

Pecniyonuku benapych

L5

IMoanuce B.M.Anamyniko
1,5

01.02.2008
2

COI'JTACOBAHO
1,5

IIpoTtokon 3acemanus
1

SKCIIEPTHOTO COBETa
L5

01.02.2008 Ne 9

81. IIpu opopmieHHH TOKYMEHTA Ha KOMITBIOTEPE PEKBU3UTHI, COCTOSIINE U3 HECKOIBKHUX
cTpok (kpome pekBuszuTa «TekcTy»), medararoT ¢ uHTEpBajIoM TOYHO 14 mt. CocTaBHBIC YacTH
pexkBU3UTOB «Anpecary, «I'pud yrBepxkaeHus», «'pud cormacoBanus», «OTMETKAa O HAIUYUU
MpIIoKeHUs», «[ prud MpuToKeHUs OTIACIAIOTCS IPYT OT IPyTra OJMUHAPHBIM UHTEPBAJIOM.

PexBU3UTBI JOKyMEHTa OTHENSIOT JpYyr OT Jpyra MOJYTOPHBIM MEXCTPOUYHBIM
WHTEPBAJIOM.

Hampumep:

COI'JTACOBAHO

OnuHapHBIHA
MuHuCTp 10CTULMH

Touno 14 nr
Pecmry6muku benapycs

OnuHapHBINA
ITognuce B.I'.I'ooBaHOB

OuHapHBIH

01.02.2008

[TomyTopHslit



COI'JTACOBAHO
OnuHAPHBIH

MuHHCTp SKOHOMHKH
Touyno 14 ot
Pecnyomuku benapych

OnuHapHBIHA

01.02.2008

82. MakcumaiibHasi JJIMHA CTPOKU MHOTOCTPOYHBIX PEKBU3UTOB ISl MULIYIIEH MalluHKU
28 3HAKOB WK 73 MM Ha KOMIIBIOTEpE.

83.Ilpy mnedaraHud JOKYMEHTOB Ha TMHUIIYIIEH MAaIIUHKE MCHOJb3YIOT JIEBSTH
CTaHJAPTHBIX MOJOXKEHUH TaOynsTOpa WM OTCTYNHI B MIJTUMETPAX OT TPAHHIIBI JIEBOTO OIS
1pu 0(hOpMIICHUU Ha KOMITbIOTEpE:

0 — rpaHuIIa I€BOTO MOJIS;

1 — mocine 5 meyaTHbIX 3HAKOB OT TPaHULIbI JIEBOTO MO WK 12,5 MM;

2 —nocie 16 nmevaTHbIX 3HaKOB OT IPAHMIIBI JIEBOTO oISt Wi 40 MMm;

3 —nocine 24 nevaTHbIX 3HaKOB OT IPAHMIIBI JIEBOTO MoJIst mind 60 MMm;

4 — nocne 32 nevaTHbIX 3HAKOB OT TPAHUIIBI JIEBOTO oISt vt 80 MM;

5 —nocne 40 nmevyaTHpIX 3HAKOB OT TPAHUIIBI JIEBOTO 1oJs uin 100 mwm;

6 —nociie 48 nevaTHbIX 3HAKOB OT IPAHMIIBI JIEBOTO MoJIst wiind 120 MMm;

7 —nocie 56 neyaTHbIX 3HAKOB OT I'PaHULbI JIEBOTO Mot uin 140 mMM;

8 — nmocne 64 nevyarHbIX 3HAKOB OT TPAHUIIBI JIEBOTO MOJs uin 160 mm.

84. OT HyJIEBOTO MOJIOKEHUS [1€YATAIOTCSL:

pexBu3uT «Ha3BaHue BU1a JOKYMEHTAY;

PEKBU3UT «3arojIoBOK K TEKCTY»;

pekBu3UT «TeKCT» (MCKITtoUast CTPOKH, HAUMHAIOIINECS ¢ a03aIlHOTO OTCTYIIA);

pekBU3HUT «OTMETKA O HATUIUH TIPHIIOKEHUSY,

pekBU3UT «OTMETKa 00 UCTIOTHUTETIEY;

pekBU3UT «OTMETKA 00 MCIIOTHEHUH IOKYMEHTAa U HAIPABICHUH €T0 B JIEJIO;

pekBU3UT «OTMETKA O 3aBEPEHUU KOITUNY;

pexBu3uT «I 'pud coriacoBaHus» U HANMEHOBaHUE JOKHOCTH B pekBu3uTe «lloamucey;

cioBa «Bepuoy, «CIIYIIAJIN», «BBICTYIIWINy, «PEIININy, « IOCTAHOBWJINY,
«TPUKA3BIBAIO», «ITPEJJIAT AIO», «OBA3BIBAIO».

OT nepBOTo MOJOKEHUS TIeYaTaeTCsl Hadano ab3areB B TEKCTE.

OT 4eTBepTOro MOJIOKECHUSI TIEYaTACTCS PEKBUBHT «Apecary.

OT mATOrO MOJOXKEHUS MeYaTaloTcs peKBU3UTHI «['pud orpanuueHus gocrtymay, «lpud
yTBepxKAeHUS», «[ prud mpHIIoKeHUSD.

Ot mecToro nonoxeHus neyataercs pacimrdponka noanucu B pekBusure «lloamnucey.

Ot cenpmoro nosioxxkeHus nevararorcs koapl o OKY I, OKOI'Y u OKHOJIIL.

[Ipu odpopmiennn noxkymeHTa Ha Juctax ¢popmata A4 B anmpO0MHON opueHTanuu (297 x
210) pexBu3uthl «I pud orpanmdeHus gocrynay, «'pud yrBepxkacHus», «'pud NpuIoKeHUs,
pacmdpoBka moamucu B pekBuzuTe «lloAMUCH» TedaTrarTcs OT BOCHBMOTO TOJOXKEHUS
TabymnsaTopa (64 meyaTHbIX 3HaKa uiu 160 Mm).

85. Ilpyn HanMuuu HECKONbKUX TPUGOB YTBEPXKIEHUS W COTJIACOBAHUSA HUX PACIONararoT
JBYMsI BEPTUKAILHBIME PSJIaMU, HAUWHASL OT HYJEBOTO U MSTOTO MOJOXKEHUHN TaOynaTopa, a mpu
odopmIleHHH JOKYMEHTa Ha Juctax gopmara A4 B albOOMHON OpPHUEHTAIlUH — OT HYJIEBOTO U
BOCBMOTO TIOJIOKEHUU TalymnsTopa, a mpu ohopMICHUH TOKyMEHTa Ha nuctax ¢opmara A4 B
QTB00OMHON OPUEHTAITUU — OT HYJIEBOTO M BOCEMOTO TOJIOKEHUH TadymsTopa.

[Ipn moanucanuy TOKyMEHTa HECKOJIBKMMU JMLAMU, HE MOAYMHEHHBIMU IO JIOJKHOCTH,
HaUMEHOBaHUsl JOJKHOCTEH B pekBu3utTe «llommuch» pacmosaratoT JByMsi BEPTUKAIbHBIMHU
psAgaMu, HAYWHASI OT HYJIEBOTO U TISITOTO MOJIOKCHHH Ta0yIsITopa.



86. Eciin 3arojioBOK K TEKCTy MPEBBIIAET MSATh CTPOK, €ro JAOIMYCKAeTCs IpPOAJIeBATh J10
TpaHUIIBI IIECTOTO MOJIoKeHus TadymsTopa (120 MM OT IrpaHMIIBI JIEBOTO TOJIS).

87.Ecntm B TeKCTe JOKYMEHTa HWMEIOTCS NpPUMEYaHHUs WJIM  BBIICICHHAs B
CaMOCTOSITENIbHBIA a03al] CChUIKa Ha JOKYMEHT, MOCIYKUBIIMA OCHOBAaHHMEM K €ro M3/aHuIo,
cioBa «lIpumeuanue» u «OcCHOBaHHE» IEUATAIOTCS OT HYJIEBOTO MOJOXEHHUS TalyssaTopa, a
OTHOCSIIIMICS K HUM TEKCT — 4epe3 OJUH MEXKCTPOUHBIM MHTepBaj (MpU MeyaTH Ha MUIIyIIeH
MalIHKe) Uiy ToyHo 14 0T (mpu Habope Ha KOMIBIOTEPE).

88. B Tekcrax nokymeHToB cioBa «lIpumeuanue», «OcHOBaHUE», a TakKXKe CIOBO
«IIpunoxeHne» B OTMETKE O HAIMYUU MPUIIOKEHUS OCTABIISIFOTCSI OTKPBITBIMU, & OTHOCALIAsICA K
HUM HH(]OpMaIus rneyaraeTcst CTOJI0LOM Yepe3 OJUH MEXCTPOUYHbIN MHTEpBal (IPU MeYaTH Ha
MULIYIIeH MaluHKe) Ui TouyHo 14 0T (mpu Habope Ha KOMIBIOTEPE).

89. B koHIle peKkBH3UTOB (KpoMe pekBU3HTa «TEKCT») TOUKH HE CTaBATcA. B cepenmHe
CTPOK PEKBU3UTOB 3HAKU IIPENUHAHUS COXPAHSIIOTCS.

90. B noxkymeHTax He JOMYCKalOTCS TEKCTOBbIE BbIACIEHUS B BUJE IMOAYEPKUBAHUSA U
nevaTaHus Bpa3psiky.

[IponucubpiMu OykBamM MedaTaroTcsi: pekBU3UT «Has3BaHuWe BHIA JOKyMEHTa», CJIOBa
«YTBEPXIAIO», «YTBEPXIEHO», «COI'JTACOBAHO»— B rpudax corimacoBaHus H
yreepxaeHus, « [ [PUKA3BIBAIO» — B nmpukazax, «[IOCTAHOBJISIET» — B nocTaHoBIEHUSX,
«PEIINJI» — B pemennsx, «OBA3BIBAIO», «(IIPEAJIATAIO»— B pacnopsbkeHusix U
ykazanusx, «CIIYIOHAJIA», «BBICTYIIMIINAY», «IOCTAHOBWJIN», «PEIIWIIN»— B
MPOTOKONAX, (haMuiIuKd pabOTHUKOB B TEKCTaX NPUKA30B IO JIMYHOMY COCTaBY, Ha3BaHUS
pa3zesoB U NOAPa3AeioB B OPraHU3allMOHHBIX JOKYMEHTAX.

91. IIpu odopmiieHNH TOKYMEHTOB Ha JBYX M 0ojee CTpaHHUIaX BTOpas U MOCIeIyIole
CTpaHMIIBI JIOJDKHBI OBITh NpPOHYMepoBaHbL. Homepa CTpaHHII TPOCTaBISAIOT MOCEpEIUHE
BEPXHETO IOJISI TUCTa apaObCKUMU LUppaMu, IepBasi CTpaHUIa HE HyMepYyeTCsl.

HoByto cTpaHuily JOKyMeHTa HE JOIMYCKAeTCs HauMHATh MOCJIEAHENH HEMOJIHOM CTPOKOH
a0zara.

JIOKyMEHTBI CO CPOKOM XPaHEHUS 10 TPEX JIET BKIKOYUTEIBHO JOMyCKaeTcs IevaTaTrh Ha
JIByX CTOPOHAx JIUCTA.

I''TABA 7
ODPOPMIJIEHME OTJEJIbHBIX B/IOB JOKYMEHTOB

92.B opraHuzanusx MOTyT H3/4aBaTbCs CIEAYIOUIME BUIBl  PaCHOPSAUTEIBHBIX
JIOKYMEHTOB: IpUKa3, pacopsKeHHE, yKa3aHue, IOCTaHOBIIEHUE, PELICHHE.

93. Ilpuka3 — npaBOBOM aKT, W3JaBa€Mblii PYKOBOJUTEJIEM OpraHU3alMH, JACHCTBYIOIIUM
Ha OCHOBE €IMHOHAYaJINs, IS pa3pelleHHs] OCHOBHBIX 3aJay, CTOSALINX [epesl OpraHu3anuei.

[Ipuka3sl wu3maOTCs Takke B CiIydasx, KOrja HeoOXOoIWMO JOBECTH TpeOoBaHUs
JUPEKTUBHBIX JOKYMEHTOB BBIIIECTOSIIIUX OPTaHU3AIMi 10 CBENEHUS MOTYMHEHHBIX IHUI[ U
I10/IBEIOMCTBEHHBIX OpraHU3allli, HAMETUTh KOHKPETHBIE MEPONPUATUS O MX BBINOJIHEHHUIO,
OTIpeAeUTh OTBETCTBEHHBIX JIUI], CPOKHU BBIOJIHEHUS STUX MEPOIIPUATHUH.

94. PacniopskeHME —  NIPpaBOBOM  aKT, M3AAaBaEMbI  €IMHOJIUYHO PYKOBOJIUTEIEM
OpraHu3anuu (KOJUIETHaIbHOIO OpraHa YIpaBJICHHs) Ul PEIICHHsS ONEPATUBHBIX BOIPOCOB
OCHOBHOI1 J1eATEIbHOCTH.

He nomyckaercst u3ganue pacnopspKeHHH B Cirydasx, KOraa HE0OX0AUMO JOKYMEHTAIbHO
0QOpPMUTH YNPABIECHYECKOE PELICHHE 10 OCHOBHBIM MNPUHLMIHUAIBHBIM 33JadyaM, CTOSLIUM
nepen opraHuzanuei. B 3TuUX ciydasx JODKHBI H3/1aBaThCs TOCTAHOBJICHHUS, PEIICHMUS,
MIPUKa3bI.

95. Vka3aHne — nMpaBOBOM aKT, U3/1aBAEMBbId PYKOBOJUTEIEM OPraHM3allMM 110 BOIPOCaM
MH(POPMAIIMOHHO-METOIUYECKOT0  XapakTepa, a TakXe [0 BOIpOcaM, CBSI3aHHBIM C
OpraHM3aIeil NCIIOTHEHMSI IPABOBBIX aKTOB.

He nomyckaercs ncnonb30BaTh yKa3aHue B KaUYECTBE YTBEPXKAAIOIIETO JOKYMEHTA.

96. IlocTaHoBlIEHNE — TIPaBOBOM  aKT, [PUHUMAEMBbId  KOJUJIETHAJIBHO  OpraHaMu
rOCYIApCTBEHHOW BJIACTH U YIPABIICHHUSL.



97. PemueHne — npaBOBOMl aKT, NPUHUMAEMBIM KOJUIETUAJIBHO HCIOJIHUTEIbHBIMA U
pactopsiANTENIbHBIMA ~ OPTaHaMHM, a TaKXe KOJUIETHAJIbHBIMU  OpraHaMu, HMEIOIINMHU
COBEILATEJIbHbIE (PYHKIIUH.

98. [Ipuka3pl U pacnopsKEHHUsI, U3JaBA€Mble B OpPraHU3ALMAX, MOJIPA3JEISAIOTCS Ha TPHU
BHJIA: 10 OCHOBHOM JI€ATENIbHOCTH; 10 JIMYHOMY COCTaBY; MO aIMUHHUCTPATUBHO-XO03IUCTBEHHBIM
BOIIPOCAaM; TIOCTAHOBIICHUSI W PEIICHUS — Ha J[Ba: 10 OCHOBHOM JEATETHLHOCTH W 10 JTUYHOMY
COCTaBy.

He nomyckaercs oObequHEHHWE B OJHOM pACIOPSIUTENBHOM JIOKYMEHTE BOIIPOCOB
OCHOBHOM JI€ATEILHOCTH U IO JINYHOMY COCTaBY.

99. Tekct pacnopsAUTEIBLHOTO TOKYMEHTA, KaK MMPAaBUIIO, COCTOUT U3 KOHCTATUPYIOLIEH U
pacnopsAIUTENBLHON YaCTEH.

B xoHcTaTtupyromel 4acTu M3/araloTcs LeNH, 3a/1add, TPUUUHBI, (AKThI, MOCTYKUBLINE
OCHOBaHUEM Il U3JaHUsl PACOPAIUTEILHOTO JOKYMEHTA.

[Ipn w3manum pacmopsAIUTETLHOTO JOKYMEHTa Ha OCHOBaHMH (BO HCIIOJHEHHE)
HOPMAaTUBHOTO TpaBoBOro akra PecnyOmuku bemapych uiaM pacnopsauTeNbHOTO JOKyMEHTa
BBIIIECTOSINIECH OpraHu3alid KOHCTATUPYIOIIAs 4YacTh JOJDKHA COJAEpPXkaTh CCBUIKY Ha 3TOT
JIOKYMEHT C YKa3aHHUEM €ro HauMEHOBAaHUS, aThl, PETUCTPAIIMOHHOTO UHJIEKCA U 3aTr0JI0BKA.

Koncrarupyromiass yacte B pacnopsIuTEIbHOM JOKYMEHTE MOXET OTCYTCTBOBATh, €CIU
pacnopsAUTeNbHas 4YacTh HE HYXK/1aeTcsl B 000CHOBAaHUU.

B npukazax u pacnopspkeHUsIX IO JIMYHOMY COCTaBy OCHOBAHME HM3JIaHUS JTOKYMEHTa
YKa3bIBAE€TCSI B KOHIIE KaXJ0ro MmyHKTa. Ecnu ocHoBaHuWE UIsl M3[aHUS HECKOJIBKUX IMYHKTOB
JOKYMEHTA SIBJISIETCSl €IMHBIM, OHO YKa3bIBAETCSI B KOHIIC TEKCTa.

PacnopsgutensHas  yactb  mpukaza  HauuHaercs  cioBoM  «[IPUKA3BIBAIO»,
pacnopspkenusi, ykazaHud — «OBA3BIBAIO» wumun <« IIPEJUIAT'AIO», mnocraHoBieHUS —
«1IOCTAHOBIJISIET», «IOCTAHOBWJ/IN», pemenus — «PELIWI», «PEILNIIAY,
«PEHINJIN».

PacniopsimuTenbHOE CIOBO TEYaTAETCs] MPOMUCHBIME OYKBaMH OT TPAHUIIBI JICBOTO ITOJIS,
0e3 kaBbruek u nmpodenoB. Cinoso «ITPEJIAT AFO» ucnonb3yercs B ciiydae, €ClId UCTIOJTHUTEIIS
HeJb3s 0053aTh BBIMOJHATH NEHCTBHUS, HE BXOZSAIINE B €ro OOS3aHHOCTH B COOTBETCTBUU C
3aHUMAEMOH JOJKHOCTBIO.

[Ipn odopmieHun pacrnopssKeHUN pPacIoOpsSIUTENbHOE CIOBO MOXET OTCYTCTBOBaTh. B
3TOM CJy4a€ B KOHIE KOHCTaTUPYIOLIEH YacTU CTaBUTCA JIBOETOYHME, a WCIOIHUTENb
(1OJKHOCTHOE JIMLIO WK CTPYKTYPHOE MOIpa3/ielieHne) YKa3bIBaeTCs B 1aTEIbHOM MaJeKe.

B npukazax u pacnopsKeHHsIX 110 JUYHOMY COCTaBY pAaCHOPSAAUTEIbHAS YaCTh HAUMHACTCS
CIIOBOM, TOYHO OOo3Hauaronmm npennuceiBaemoe aeiicteue («[IPUHAThy», «[ITEPEBECTW»,
«YBOJIUTb» u np.). Pacnopsnurensaoe cioBo «[ IPUKA3BIBAIO» MoxeT ncCrons30BaThCs B
TEKCTaX CI0XKHBIX IO CTPYKTYpE MPUKA30B MO JUYHOMY COCTABY.

[IyHKTBI paciOpsIUTEIBHON YaCTH CIOKHBIX 10 COACPKAHUIO IIPUKA30B U PACIIOPSKECHUN
[0 JTUYHOMY COCTaBYy paclojaraioTcs B CIEAYIOLIEH MOCIe0BaTeIbHOCTH: MPUEM Ha padoTy,
nepeBoj (mepeMelieHne), yBolIbHEeHUE U T.JI.

PacniopsinutensHass 4acTh pacHoOpsSAUTEIHLHOTO JOKYMEHTA 3aKaHUYMBACTCS YKa3aHUEM
JOJDKHOCTHOTO JIMIIA, OTBETCTBEHHOIO 3a KOHTPOJIb WCIIOJHEHUS BCErO JIOKYMEHTa WJIU €ro
OTJICNBHBIX MYHKTOB. OTCYTCTBHE YKa3aHUs 00 OTBETCTBEHHOM 32 KOHTPOIIb JIMIIE O3HAYAET, YTO
KOHTPOJIb 32 UCIIOJTHEHUEM JIOKYMEHTA OYJIeT OCYIIECTBIIATh PYKOBOAUTEb, OT UMEHH KOTOPOIO
oH u3naH. He nomyckaercss ucnonb3oBaHue (QopMyaupoBkH «KOHTpOIb 3a HCIOIHEHHEM
MpHKa3a OCTABIISIO 332 COOOM.

Ecom pacnopsnuTensHBI JOKYMEHT OTMEHSIET paHee H3JAaHHBIA JOKYMEHT WM €ro
OTJIENIbHBIE TIOJIOKEHUS, B MOCIEAHEM ITYHKTE JAeTCs CChbUIKA HAa OTMEHSEMbId JOKYMEHT
(yHKTBI TOKyMEHTA) C YKa3aHHEM €ro JaThbl, pETHCTPAllMOHHOTO MHJAEKca U 3aroyioBka. Ilpu
9TOM MPUMEHSETCS YCTOWYUBBIN 000pOT: «IIprU3HATH YyTPATUBIINM CHUITY TIPUKA3 ... OT ... No ...».

B pacnopsiauTenbHbIii JOKYMEHT HE cleAyeT BKJIouaTh NyHKT: «lIpuka3z moBectu a0
CBENICHUS ...». llepeueHb MOMKHOCTHBIX JIMIl WJIM CTPYKTYPHBIX MOIAPA3IACICHUH, MOAJICKAITUX
O3HAKOMJICHHIO C paCIOPSAUTENbHBIM JOKYMEHTOM, YKa3bIBa€TCS B JIMCT€ O3HAKOMJICHHS,
MPUJIAraeMOM K MPOEKTY TOKYMEHTa, JTU00 ohopMisieTcs Ha 0OOPOTHOH CTOPOHE MOCIEAHETO
JIUCTa IOKYMEHTA.



IIpy HEoOXOAMMOCTH O3HAKOMIIEHUS C COJCpXKAHMEM JIOKyMEHTa BCeX pPaOOTHUKOB
opranuzanuu myHKT «[Ipuka3 J0BeCTH 710 CBEIEHUS BCeX paOOTHUKOBY» 00s3aTeNeH.

100. [IpoexkTsl ~ pacHOpsSOUTENbHBIX  JOKYMEHTOB  IIOJUIEKaT  COIJIACOBAHHMIO  C
UCIOJHUTEISIMA M 3aWHTEPECOBAHHBIMU JOJDKHOCTHBIMM JIMIaMH. B 00s3arenbHOM mopsjke
pacropsauTenbHble JOKYMEHTHI COTJIACOBBIBAIOTCA C IOPHIMYECKOH CIIy)KOOH OpraHu3aluy.
CornacoBaHHBI NPOEKT TOKYMEHTa MPEACTABIAETCS HAa MOMANUCH PYKOBOJIUTENIO, OT UMEHHU
KOTOPOI'O OH U3/aeTcsl.

101. lTata B mpuKasze, pacHOpPsHKEHUHM, YKA3aHUM MPOCTABISIETCS  JIMIIOM, €ro
noanucasmuM. Jlatoil npukasza, pacopsykKeHUsl, yKa3aHUs sBJSIETCS 1aTa MOANNCAHMSL.

JlaToil MOCTAaHOBICHMS, PEIICHUs SBJISAETCS JaTa 3acelaHusl KOJUIETHAIbHOTO OpraHa,
MPUHSABLIETO pelleHne. JlaTa B MOCTAaHOBIEHUSX, PELIEHUAX M€YaTaeTCs WM MPOCTABISETCS OT
PYKH.

102. PacriopsiinTenbHbI JOKYMEHT BCTYNAET B CHILy C MOMEHTA €r0 U3JaHus (IPUHSTHS),
€CJIM B HEM HE yYKa3aH MHOM CPOK.

103. IIpoToKOsI — JAOKYMEHT, B KOTOPOM (UKCHpYyeTCcsl XOJ OOCYKAEHUS BOIPOCOB U
MIPUHATHUS PELICHUM Ha 3aceJaHusX.

104. ITpoTOKOBI IO MOTHOTE OCBEUIEHUS X0/1a 3aCEIaHUs ACIISATCS Ha TPOTOKOJBI TTOJHOMN
(bopMbl, KpaTKoil GOPMBI U COKpAIIEHHON (HOPMBI.

105. [IpoTokon  cocTaBisieTcsl  CEKpeTapeM  3acelaHus  (CeKpeTrapeM  IOCTOSHHO
JEUCTBYIOLET0 KOJUIETHAIBbHOIO OpraHa) Ha OCHOBAHUHU DPYKONHCHBIX, CTEHOIpa()UUYECKHX,
ayaMo- WIM JApPYrHX 3amuceil Xoja 3acelaHus, a TakkKe JOKYMEHTOB, IMOJTIOTOBJICHHBIX K
3aceaHuIo (ITOBECTKH JIHS, TEKCTOB U T€3UCOB JOKJIAJI0B, IPOEKTOB PELLIEHUH U JIp.).

106. 3aroioBKOM K TEKCTY IIPOTOKOJIA SIBJIIIOTCS Ha3BaHNWE KOHKPETHOI'O BHUJA 3aCelaHus,
HaWMEHOBaHME KOJUIETHATLHOTO OpTraHa (€CIM OpraH He UMEeT CBOETo OJIaHKa) U BOMpPOC (TeMa)
3aceJaHusl, €CJIU OH OJIUH.

107. JlaToii mpoToKoJIa SIBJISETCS 1aTa MPOBEACHUS 3aCeIaHusl.

108. Tekct mpoTOKOJIA AETUTCS HA BBOJHYIO U OCHOBHYIO YaCTH.

Bo BBOgHON 4YacTH yKa3bIBarOTCS MHUIMAIbl U (aMHINU TpeAcenarTess, ceKperaps U
[IPUCYTCTBOBABIIUX YWIECHOB KOJUJICTHAIIBHOTO OpraHa, HaMMEHOBAaHHUs JOJDKHOCTEH, haMunuu u
MHULMAIbl TPUIIIAIIEHHBIX JIMLI, HE SBJSIIOIIMXCS WIEHAMHU KOJIJIETHaabHOro opraHa. @amMunuu
IIPUCYTCTBOBABIIUX U MPUITIAIIEHHBIX YKa3bIBAIOTCA B ajl()aBUTHOM MOPSIIIKE.

Ecnu konmuyecTBO NpPUCYTCTBOBABUIMX HA 3aCEAaHUU WIECHOB KOJUIETMAJIbHOIO OpraHa
6osee 15 4yenoBek, TO CIHUCOK NMPUCYTCTBOBABIIMX COCTABIISAETCS OTAEIBHO M IpUJIAraercs K
IIPOTOKOJIY C IPOCTABICHUEM COOTBETCTBYIOILIEH OTMETKH.

Hanpumep:
[pucyrcTBoBa M — 17 4enoBeK (CIUCOK MPHUIIATACTCS).

COucoK NpUIIAIIEHHBIX COCTABISAETCA OTIEIBHO W MPUJIAraeTcss K MPOTOKOIY C
MIPOCTABICHUEM COOTBETCTBYIOIIEH OTMETKH, €CIH KOJMYEeCTBO MpUIJIAIIeHHBIX Oojee 10
YeJoBeK.

B mnporokonax IOMOJHUTENBHO MOXKET YKa3bIBaThCS KOJMYECTBO MPUCYTCTBYIOIIUX,
HE00X0IMMO€ ISl TPAaBOMOYHOCTH IIPUHSTHS PELICHHUS.

B npotokonax monHO# (opMbl mocne ykazaHWs MPUCYTCTBOBABLIMX M IMpPHUTJIAIIEHHBIX
cleqyeT IIOBeCTKa JHs. B moBecTke [HSA NEPEUMCISIFOTCS  BONPOCHI,  IOJUIEIKAIIME
pPacCMOTpPEHHIO, YKa3bIBAIOTCS (POPMBI WX H3IIOKEHHUS (HOKJIAa, OTYET, COOOIICHHE,
uHpopmanus), HAMMEHOBAHUS JOJDKHOCTEH TOKIAAUYUKOB, UX HHULIUAJBI U (DaMUITHH.

Hanpuwmep:
O xoz€ MOATrOTOBKH rOCYIaPCTBEHHBIX APXUBHBIX YUPEKACHUN K OCCHHE-3UMHEMY OTOIMUTEILHOMY CE30HY.
Hudopmanus HagyarbHUKA OT/ENa 00CCIICYCHUS COXPaHHOCTH TOKyMeHTOB O.A.JIemoBCcKoi.

[Ipn BbIHECEeHMM Ha 3acefaHHe IBYX U 0Oojee BOIPOCOB OHU HYMEpYIOTCS apaOCKUMHU
uuppamu. IlocrenoBaTeNbHOCTh BOMPOCOB B TOBECTKE JHS OINPEACNSETCS CTEMEeHBbI0 WX
BA)KHOCTH.



OcHOBHass 4YacThb MPOTOKONAa TMONMHOW (opmbl cTpoutcss 1o cxeme «CIIYIIAJIN —
BBICTYIINJIN — PEIIWJIN (ITOCTAHOBWJIN)» oTAeNbHO TO KaXKIOMY paccMaTpHBaEMOMY
BOIIPOCY.

B paznene «CJIYIIAJINY yka3piBaroTcs (hamMruiisi 1 MHUITHAIBI TOKJIAIIMKA U U3J1aracTcs
KpaTKOe COJep)KaHHE BBICTYIUICHUS. TEKCT BBICTYIUICHHS (COOOIIEHUS, IOKJIaga) MOXKET
MPUJIAraThCs K MPOTOKOIY, O UeM JIEIAeTCsl COOTBETCTBYIOIIAS OTMETKA.

Hampumep:
CJIIVIIAJIN:
WBanosa O.JI. — TekcT BBICTYIUICHUS IPUIIATACTCS.

B paznene « BBICTYIIUJIN» tekct odhopmisiercss ananoruano pazaeny «CIIYIIAJIN». B
3TOT pa3zell 3alKChIBAIOTCS BOMPOCH! K JOKJIATUUKY U OTBETHI HA HUX.

B paznene «PEIIMJIN (IIOCTAHOBWJIM)» 3anuchiBalOTCS HPUHATBHIE PELIEHUS IO
BOIIPOCY.

B mnporokone kparkoii Qopmbl moBecTka IHS He odopmisiercs. OCHOBHAas 4YacTh
MPOTOKOJIA  KpaTtkoir  ¢opmel  cTpoutcss 1o  cxeme «CJIIVIIAJIM-  PEIINIIA
(ITOCTAHOBWJIN)» 6e3 Ttekcra BbicTymieHuid. B pazgene «CIIYIIAJIM» 3anuchkiBaroTcs
Bonpockel nosecTku AHs, B pazaene «PEIINJIN (IIOCTAHOBUJIN)» — npuHATHIE PELLIEHUS.

B ciiyyae BO3HUKHOBEHMSI IPUHLIMIIMAIBHBIX PA3HOITIACHI B MPOTOKOJIaX KPaTKo (OpMBI
JoTycKaeTcsi PUKCUPOBATH OT/I€JbHBIC BBICTYILICHUS YYACTHUKOB 3aCEIaHMUS.

B mporokone cokpameHHOH (opMbl TMOCie KaXAOro BOMpOca IMOBECTKH  JIHS
3aMMChIBAIOTCA MIPUHSATHIE IO HEMY PEIlICHUS.

Pemenune xonernaabHOro opraHa B MPOTOKOJNAX JIFOOBIX (DOPM MPUBOAUTCA MOJHOCTBIO.
[IpunATEIe pelieHHus HyMEpylTcs apaOCKuMM IupaMu, €ciad WX HecKoyibko. Hymepauus He
MIPOU3BOJIUTCS, €CIIU IO BOIIPOCY MPHUHSITO TOJIBKO OJTHO PEIICHHUE.

[TocTanoBnsromIas YacTh MPOTOKOJIA 3aKAHUYMBAETCS YKa3aHMEM JIMIA, OTBETCTBEHHOTO 3a
KOHTPOJIb UCTIOJIHEHUS PELIEHUH U OTJEJIbHBIX TYHKTOB PEIICHUH.

109. [IpoTokosn coBemaHusi NOAMUCHIBACTCS MpeaceaaTeneM (peaceaaTesIbCTBYIOIIUM Ha
3aCceJaHNM) U CEKPETapEM.

110. ITopsimok MOATOTOBKM ©  O(GOPMIICHUST TMPOTOKOJIOB KOJUICTHAIBHBIX OPTaHOB
OTIpeeNsAeTCs OJ0KEHUIMHU 00 ITHX OpraHax WM perjaMeHTaMH UX paOoThI.

111. AKT — JOKYMEHT, COCTaBJIIEMbII KOMHCCHEW (YIIOJIHOMOYEHHBIMHM JIMLAMHU WIH
JNOJKHOCTHBIM ~ JIMIIOM), TOATBEP)KIAIONINI  ycTaHOBIEHHbIEe (aKThl (aKThl MPOBEPOK,
WHBEHTapHU3alli1, HECUACTHBIX CITy4aeB, MpueMa-Tnepeadynd MaTepruaibHbIX [IEHHOCTEH U JIp.).

112. 3aroyioBKOM K TEKCTY aKTa SIBJISIETCS COJIEPKAHUE aKTUPYEMOTO COOBITHS. 3arojl0BOK
aKTa JIOJDKEH COTJIacOBBIBAThCS C Ha3BaHUEM BUJA JOKYMEHTa U (pOPMYIHPOBATHCS C MOMOULIBIO
OTIJIar0JILHOTO CYLIECTBUTENIBHOIO B MPEAJIOKHOM («aKT — O 4YeM?») WIA POAUTEIBLHOM IAEKe
(«akT — 4ero?»).

113. lata akTa J0OJKHA COOTBETCTBOBATH JaTe€ aKTUPYEMOTO COOBITHS M MPOCTaBISATHCS
JOJKHOCTHBIM JIMIIOM, TIOJIMCABUINM TOKYMEHT.

114. TekcT akTa COCTOUT M3 BBOJIHOM M KOHCTATUPYIOIICH YacTeu.

Bo BBOIHOI yacTH yka3bIBaeTCsl OCHOBAHME MJI COCTaBICHHS aKTa U TEPEUHCISIOTCS
JMIa, COCTABUBIINE aKT U IPUCYTCTBOBABILNE IIPU STOM.

OcHoBaHMEM MJIi COCTaBJICHMSI aKTa MOXET SBIATHCS HOPMATUBHBIA IMPABOBOM akT
Pecnyonuku benapych, pacnopsiAMTENbHBIM JTOKYMEHT PpPYKOBOAWUTENS OpraHu3alud WU
BBIIIECTOSIIEH OpraHU3aluy, IJIAaHOBOE 3a/laHue U JIp.

[Ipn mnepeuncieHun JHI, BXOASIIMX B COCTaB KOMHCCHUHU, BHayajieé YKa3bIBaIOTCS
HAaUMEHOBaHHE [OJDKHOCTH, HWHHUIMAIBl W (GaMuiIus Npefcenarenas KOMHCCHH, a 3aTeM
HAaMMEHOBAHUsI TOJDKHOCTEH, MHUIMAIBI U ()aMIUINU YWICHOB KOMUCCHHU B aJ(aBUTHOM TOPSIIIKE.
B cinyuae yuactusi B paboTe KOMUCCHH IpPEACTABUTEIEH CTOPOHHHMX OpPTaHU3alMil B aKTe MpHU
HallUCaHUM JOJDKHOCTEM  YKa3blBalOTCSI HAMMEHOBAaHUS  OpraHU3aluid, KOTOpbIE OHU
MIPE/ICTaBISIOT.

JIOmKHOCTH, MHUIIUANBI U (DaMUITUU JIHII, TPUCYTCTBOBABLINX MPU COCTABICHUU aKTa U HE
BXOJAIIMX B COCTaB KOMHCCHHU, YKa3bIBAKOTCS OTIEIIBHO.



B xoHCcTaTHpyrOIEl YacTy aKTa U3JlararoTcs LeJd U 3a7a4id aKTUPOBaHUs, JaeTCsl KPaTKoe
ONKCaHWE TMPOJIENaHHOW paboThl (€€ CYIIHOCTb, XapaKTep, METOJbl, CPOKH), (UKCUPYIOTCS
YCTaHOBJICHHbIE (DAKTBHI.

B koHcrartupyromeil 4acTM akTa MOTYT H3JIaraTbCs BBIBOJABI, PEKOMEHIALUUU U
NIPEeIIOKECHUS cocTaBUTENEH o YCTaHOBJIEHHBIM dakram (axThI peBu3UI
(bMHAHCOBO-XO3SIICTBEHHOW JAESITETbHOCTH, AaKThl MPOBEPKH, aKThl TpHeMa OOBEKTOB B
AKCILTyaTaIUIo U JIp.). BEIBOABI U MpenoKeHusi MOTYT ObITh M3JI0KEHBI B PACTIOPSIAUTEIHHON
(dbopMe ¢ yka3zaHHEeM CPOKOB UCITOJIHCHUS MTPEANUCHIBAEMBIX JICHCTBUN.

Ecnu B akTe oTpaxkaercs psia (akToOB, TEKCT aKTa JAETUTCS HA MyHKTHL.

B xoHI1IE TEKCTa yKa3bIBAKOTCS CBEICHUS O KOJIUYECTBE SK3EMIUIPOB aKTa.

Hampumep:
CocraBieH B 3-X 3K3eMIUIIpax:
1-#1 5k3. — B geno Ne 10-11
2-# 3K3. — IUPEKTOPY NPEANPUITUSL
3-i1 9K3. — B OyXTaJITepPHIO TIPEIIPHUSITUS

Uncno 5K3eMIUIPOB aKTa ONpeAeNsieTCss HOPMATHBHBIMU TMPABOBBIMU aKTaMU U (WJIH)
MPAKTHYECKON HEOOXOIUMOCTHIO.

115. AKT mOANUCHIBAETCA BCEMU JIMIIAMH, MPUHUMABIIMMH Y4aCTHE B €r0 COCTABJICHUU.
[Ipyn moamuMcaHuM aKTa YKas3bIBaeTCS pacHpeleieHHe OOS3aHHOCTEH YJICHOB KOMHCCHHM 0Oe3
yKa3aHHs UX AOJDKHOCTEH. [1epBoii mpoCcTaBIsIeTCss MOANUCH TpEACcEnaTeNss KOMUCCUU, OAMUCH
YJIEHOB KOMHCCHH pacrojaratorcs B ajaipaBUTHOM IMOPSIJIKE.

Jluna, uMeromMe 3aMeyaHus IO COACPKAHUIO aKTa, IMOINUCHIBAIOT €ro C OTMETKOH
«3aMeuaHus MPIIAraroTcsy. TEKCT 3aMeuaHui U3JlaraeTcs Ha OTACILHOM JINCTE, HEOOJBIIHE TI0
0o0BeMy 3aMedaHusl TomycKaeTcsi GUKCUPOBATh HA CAMOM aKTe.

116. AKTbl, TpeANUCHIBAIOLUIME BBIOJIHEHUE ONPEIEIEHHBIX JEUCTBUM, MOAJIEkKAT
YTBEPXKJICHUIO. AKT YTBEPKAACTCS JOHKHOCTHBIM JIUIIOM, Y€ pPacTOPSAUTEIbHBIA TOKYMEHT
(YycTHOE pacnopspKeHue) sIBUJICS OCHOBAHUEM JJIsl COCTAaBIICHUS aKTa.

117. AxThI IIPOBEPOK (peBu3wii) (UHAHCOBO-X03HCTBEHHOM NEeATEIbHOCTH
MOJNUCHIBAIOTCS MPOBOJUBIINM MPOBEPKY (PEBU3HIO) paOOTHUKOM KOHTPOJHUPYIOLIETO OpraHa
(pykoBoguTeNleM MPOBEPKH (PEBU3MM)) U  YIOJIHOMOYEHHBIMHU JIUIAMU  IPOBEPSEMOI
OpraHu3aIliy B COOTBETCTBUHU C aKTaMH 3aKOHOJaTenbcTBa Pecrybnuku benapycs.

118. JloknagHast 3anucka — WHGOPMAIIMOHHBIA JOKYMEHT, aJpeCyeMbId BBIIIECTOSIIEMY
PYKOBOAMTENIO B TMOPSAKE MPSIMOTO MOMAYMHEHUS U COAEpXKAIUN 00CTOSITENbHOE H3JI0KEHUE
KaKoro-J1u00 BOMPOCca ¢ BEIBOJAAMH U MIPEITIOKEHUSIMHU COCTABUTEIIS.

119. B 3aBUCMMOCTH OT COJEpKaHHMS M LIEJIEBOI0 HA3HAUYECHMS JIOKJIAJHBIE 3alUCKH
JENATCS HA MHUITMATUBHBIC (BHECECHUE MPETIOKECHUM, U3TI0KEHUE TIPOCKOBI, (aKTOB, SIBJICHUN) U
OoT4eTHhIE (0 XOJ€, COCTOSIHMH, 3aBEPIICHUH DPAOOT, BHIMOJHEHUH TMOPYYCHHUH, IIJIAHOB, O
pe3ynbTaTax KOMaHIUPOBKH, IPOBEPKH U T.1.).

120. B 3aBucumocTH OT ajpecara JOKJIAJHbIE 3alUCKU JENIATCS Ha BHYTPEHHUE H
BHEIIIHUE.

BuyTpeHHue nokiagHble 3alUCKH  AApPECYIOTCA PYKOBOIAUTENIO OpraHu3alud |
oopMIISIOTCS Ha CTaHIAPTHBIX JHcTax Oymaru ¢opmara A4 wmm AS.

Bremnne nokiiaHbpIe 3aUCKU apECYIOTCS PYKOBOJMUTEIO BBILIECTOSALIEH OpraHu3aluu u
oopMIISIFOTCS Ha 0011IeM OIaHKe.

121. TekcT mOKJIAIHON 3aIIMCKHA COCTOUT U3 BBOIHON M OCHOBHOM 4acTeH.

B BBOJHOI yacTH W31araeTcsi COCTOSIHHE BOIpOca, (aKThl, MOCIYKUBIINE TPUUUHON IS
COCTaBJICHUS JOKYMEHTA, TPOBOJIUTCS UX aHAJIU3.

B ocHOBHO# 9acTH TOKJIaHOM 3aMMMCKU W3JIaraloTCsl BBIBOJIBI, MPE/TIOKEHUS, POCHOBI.

122. BuyTpeHHUE [OKJIAJHbIe 3allUCKU IMOIIUCHIBAIOTCS UX COCTABUTENSIMHU, BHEIIHUE —
PYKOBOJUTENIEM OpraHU3aIUu.

123. JlaToit qokJIagHOM 3alIMCKU SIBJSETCS J1aTa €€ MOAMUCaHus.

124. CripaBka — uWH(GOpPMAIIMOHHBIA  TOKYMEHT, COJEpKalluii omucaHue u  (WiIn)
MTOATBEPIKICHNE TEX WM HHBIX (PAKTOB CIIyKeOHOTO Win Ouorpadudeckoro xapakrepa. CrpaBka



COJICP’KUT KOHCTATaIlMI0 KaKuX-TM00 (hakToB 06€3 MHEHHs aBTOpa O CYIIECTBE M3JIaraeMbIX
BOIIPOCOB.

125. B 3aBUCHMMOCTH OT COJEP)KaHHS W II€JIEBOIO0 HA3HAYEHHUS CIPABKH JACIATCS Ha
ciy:keOHBIE U JINYHBIE.

CnyxebHast cnpaBka — O(UIHUATBHBIA JOKYMEHT, COICpXAIlUii CBEJACHUS 00 OCHOBHOU
JeSTeIbHOCTH OpraHu3aluy (0 ITAaTHON YMCIEHHOCTH, O BBIIIOJHEHUY TUIAHOB, 3aJaHUi U 1p.).

JlnuHas  cmpaBka —  OQUIMANBHBIA  JOKYMEHT,  MOATBEPKIAIOIIMA  CBEACHUSA
ouorpaduueckoro u (MWIM) coy)keOHOTO XapakTepa W BbIJaBaeMbIi YaCTHOMY JIMIy (O MecTe
paboTHl M 3aHMMAEMON JTOJDKHOCTH, O TIEpUOIe pabOThI, O pa3Mepe 3apaboTHOI TuIaTe u ap.).

126. B 3aBucUMOCTH OT agpecaTa CIIPAaBKH JEJSATCS Ha BHYTPEHHUE U BHEILHUE.

BHyTpeHHue copaBKu aApecyloTcs PYKOBOAMTENIO OpraHU3aluu U O(QOpMIISIOTCS Ha
CTaHJAPTHBIX JHCTax Oymaru popmaTta A4 umu AS.

Bremnue cripaBku apecyroTcs PyKOBOAMTEINIO BBILIECTOSAIIECH OPraHU3aluy, CTOPOHHEN
OpraHM3aIMy WIK YaCTHOMY JIMILY U 0OPMIISIIOTCS Ha o0I11eM OJaHKe WIIM CTaHJapTHBIX JTUCTaxX
Ooymaru ¢opmara A4 unu AS ¢ UCTIOIB30BAaHUEM YIIIOBOTO IITAMIIA.

127. Tekct cimy:xeOHOH CIpaBKU MOXKET O(QOPMIISATHCS B BUJE TAOJMUIBI, JEIUTHCA Ha
MYHKTHI, TIOJIIMTYHKTHI, UMETh TTOSICHEHUS U CCHUIKH.

[lepron BpemeHH, K KOTOPOMY OTHOCSITCSI IPUBOJIMMBIE B CIIPABKE CBEACHHUSI, BKIIOYACTCS
B 3aroJIOBOK K TEKCTY JIM00 MOMeIaeTcs nepes TEKCTOM.

Hampumep:
ITo coctostauro Ha 11.05.2008

WIH
3a nepuoa ¢ 01.01.2007 mo 31.12.2008

B nuuHBIX cripaBKax 3arojOBOK JOIYCKAETCSl HE YKa3bIBaTh.

128. TekcT AMYHOM CHpaBKU HAUMHAETCS C yKa3aHUs (GaMUINK, UMEHU U OTUECTBA JIMIIA, O
KOTOpPOM COO0IIatTcst cBeAeHus. He momyckaeTcsi HCIOIb30BaHUE PEUEBBIX 00OPOTOB «BBIJAaHA
HACTOSIIIAs, «ICUCTBUTEIHLHO padOTaLCT».

[Ipy  HanmuuuM  UCMONB3YIOTCA  TUNOBBIE  (OPMBI  CHOPABOK,  YTBEpXKJaeMble
pecnyONIMKaHCKUMHU ~ OpraHaMH  TOCYJAapCTBEHHOTO  YIPaBJICHHUS B  YCTaHOBICHHOM
3aKoHOMATeNLCTBOM PecryOnmku benapych nmopsinke.

129. BHeniHue cripaBKu MOANUCHIBAIOTCS PYKOBOJUTEIEM OpraHu3alui, BHYyTPEHHUE — UX
coctaBuTensiMu. CHpaBKH, 3a COAEPHKAHUE KOTOPBHIX HECET OTBETCTBEHHOCTh HECKOJBKO JIHIL,
MOMUCHIBAIOTCS] BCEMU COCTABUTEIISIMHU.

130. [Ipu HeoOXOAMMOCTH chyXeOHas CIpaBKa MOXET 3aBepsThCs TMeyaThio. B
00s13aTeTLHOM TOPSIJIKE IMeYaThI0 OPTaHU3AINH 3aBEPSIOTCS JIMYHBIC CITPABKHU.

131. laToit cripaBKU SIBJISIETCS 1aTa €€ MOANUCAHMUS.

132. Pa3HOBUTHOCTBIO ~ CIY’KEOHBIX CHPAaBOK SBJSIFOTCS CBOAKM (00 HMCHOTHEHUH
JIOKYMEHTOB, CBOJIKA TPEUIOKEeHHH U T.11.). CBOAKH 0hopMIIsIOTCS B BHIE TAaOIHII, TpadHKOB.

133. [luceMo — 0000IIIECHHOE Ha3BaHUE PA3JIUYHBIX 110 COJEPKAHUIO JTIOKYMEHTOB,
BBIJIETISIEMOE B CBSI3U C OCOOBIM CIOCOOOM Tepefaud TeKcTa (Mepechluika MO MoYTe M JPYTUM
KaHaJIaM CBSI3H).

134. B 3aBUCHMOCTHM OT COAEp)KaHUS PA3IUYAIOTCA CIEAYIOIIHE PAa3HOBUIHOCTH
CIy’)KeOHBIX  THUCEM: TMHUChMa-3alMpoChl, IMHCHMA-OTBETHI, THChMAa COMPOBOIUTEILHEIC,
peKJIaMalMOHHbIC, TApAaHTUIHBIC, HATTOMUHAHMS, U3BEIICHUSI, PUTIIAICHUS U JIP.

135. IInceMa coCTaBIsAIOTCS B CTPYKTYPHBIX MOAPA3ACIICHUSIX, B KOMIETEHIIUIO KOTOPBIX
BXOJUT PEIIEHUE COOTBETCTBYIOIINX BOIIPOCOB.

136. [lucbmMa MOANMMUCHIBAIOTCA PYKOBOAMTEISIMU OpPraHM3allMd M €€ CTPYKTYPHBIX
MO/IPA3IEICHUN COTJIACHO UX KOMIETEHIIMHN U PACIPEIeICHUI0 00I3aHHOCTEH, 3aKPETJICHHBIM B
JIOKAJIbHBIX MPABOBBIX aKTaX OPraHU3aIINH.

137. JlaToii muchbMa SIBISICTCS JaTa €ro MOAINHCaHUS.

I''TABA 8
OPI'AHU3ALNA PABOTHI C JOKYMEHTAMU



138. Opranuzarus JOKyMEHTOO0O0pOTa:

138.1. 1OKyMEHTOOOOPOT — 3TO ABM)KEHHE JOKYMEHTOB B OpPraHM3allMd C MOMEHTa HX
MIOJIyYEHUS WIH CO3JJaHUs /10 3aBEPILECHNUS CIIOJHEHUS, OTIIPAaBKU WM HANPABJICHUS B JIEJI0;

138.2. opranu3zanus 10KyMEHTO000pOTa I0JIKHA OTBEUYaTh CIEAYIOIIMM TPEOOBaHUAM:

OIIEpaTUBHOCTbH IIPOXO0KJIEHUS JOKYMEHTOB;

HCKJTFOYCHUE HE 00YCIIOBIEHHBIX HEOOXOIMMOCThIO WHCTAHIIMKN TIPOXOKICHUS U ICUCTBUIN
C IOKyMEHTaMH;

coONIOZICHNE MAKCUMAJIbHOTO €QMHO00pa3us MOopsiAKa MPOXOXACHUS U 00paboTKu
OCHOBHBIX KaT€ropuil JOKyMEHTOB.

[IpoxoxneHre 1 00pabOTKa OCHOBHBIX KAaTEropuil TOKYMEHTOB B OpraHM3allMU JIOJIKHBI
OCYILIECTBJISTBCS CTPOrO B  COOTBETCTBUM CO CXEMOH MPOXOXIEHUS JOKYMEHTOB,
paspabateiBaeMoii ciry:x00it JIOY u yTBep)kmaeMol pyKOBOJICTBOM OpraHU3aIlUH;

138.3. opranuzanusi JOKYMEHTOOOOpPOTa TpU MPUMEHEHUH CPEACTB aBTOMATH3ALlUU
JIeJIONPOU3BOJICTBA JOJKHA o0ecnieunBaTh COBMECTUMOCTh TpaJuLIMOHHOM u
aBTOMaTH3UPOBAaHHON 00pabOTKU TOKYMEHTOB.

139. Peructpanus 10OKyMEHTOB:

139.1. peructpanust JTOKYMEHTOB — 3alUCh YYETHBIX JaHHBIX O JIOKYMEHTE B
perucTpanuonHoi popme, pukcupyromas GakT ero Co3AaHus, MOIyUYEHHs UIH OTIIPABKHU;

139.2. peructpanuu NOAJEXKAT BXOAAIIME, HCXOASIIME W BHYTPEHHUE JOKYMEHTHI,
TpeOyrolye ydera U UCIOJHEHMs. JIOKyMEHTBhl PErMCTPUPYIOTCS HE3aBHUCHMO OT CIIOC00a UX
CO3/1aHHs, IIEpelauy UIU TOCTaBKH;

139.3. HeperucTpupyembie JTOKYMEHTHI BKJIIOYAIOTCS B TIEPEYCHb JOKYMEHTOB, HE
MOJUICKANUX ~ perucTpanuu, paspabareiBaemblii  ciayxoOoir  JIOY wu  yTBepkmaeMblit
pykoBoAMTeneM opraHuzauuu. IIpuMepHBII IepeueHb JOKYMEHTOB, HE MOAJIEKAIUX
perucrpalum, OnpeaesieH COrIacHO IPUI0KEHUIO 5;

139.4. peructpanus BXOAALIMX, UCXOJAIIUX U BHYTPEHHHX JOKYMEHTOB B OpraHM3alluu
OCYILIECTBIISETCS IEHTPAIM30BaHHO B ciryxkoe [0V

139.5. neuentpanuzoBaHHas peructpanus JIOKYMEHTOB JIOIyCKaeTCst npu
TEPPUTOPUATBHON pa3o0IIEeHHOCTH CTPYKTYPHBIX HoJipa3iesIeHu i OpraHH3aLyu.
JlenieHTpanu30BaHHONW PErHCTpalluy IOJUIekKAT TAKKE OTIENIbHbIE KaTeropuu JIOKYMEHTOB,
PETUCTPUPYEMBIX B CTPYKTYPHBIX MOAPA3EICHHUSIX OpraHU3allMy COIJIaCHO pa3padaThiBaeMOMY
ciyx60it JIOY u yTBepKIaeMoMy PYKOBOJIUTENEM OpraHH3alllM IEpPeyHI0 JOKYMEHTOB, He
nojJieKalux perucrtpauuu  ciayx6oit  JJOY (mepBuuHass W oT4yeTHass OyxrajaTepckas
JOKYMEHTALMs, JOKYMEHTALHs 110 MaTepUalbHO-TEXHUUECKOMY CHa0XEHHUIO U JIp.);

139.6. peructpanusi BXOAAIIUX M UCXOIAIIMX JOKYMEHTOB, NEpEaBacMbIX IO KaHAIaM
ANEKTPOCBs3H ((haKCUMHIIbHASA CBSI3b, DJIEKTPOHHAS MOYTAa U Jp.), MPOU3BOAMTCS B TOM XK€
MOpsAKE, YTO U JOKYMEHTOB, [TEPeJaBacMbIX 10 IOYTE WM KYpbepCKOH CBS3BIO;

139.7. nna perucTpanuu BCEX KaTEropuil BXOASIIMX, HCXOJAIIMX U BHYTPEHHHX
JOKYMEHTOB 3alOJIHSIETCSl PEerucTPALlMOHHO-KOHTPOJIbHAS KapTOdyka Ha OyMa)KHOM HOCHUTEIE
WIM PErucTPallMOHHO-KOHTPOJIbHAs (GopMa B aBTOMaTU3MpoBaHHOH cucreme OV (nanee —
PKK), mnpeacraBusiromasi co00il COBOKYMHOCTh PETHUCTPAIIMIOHHO-YYETHBIX CBEICHHHA O
JOKYMEHTE, 110 (popMe COrJIaCHO HPUIIOKEHHUIO 6.

[IpaBuna 3anonHeHus ocHOBHBIX pekBU3UTOB PKK onpenenens cornacHo npuiokeHuto 7.
CocraB pexBuszutoB PKK moxer ObiTh nonosHeH pekBusutamu: «Vcmomanutensy», «Pacnucka
UCIIOJHUTENS B MOJIYYEHUHM JOKYMEHTay», «Xoi HcroaHeHus» U ap. Ilopsmok pacnonoxeHus
JIOTIOJIHUTEIIBHBIX PEKBU3UTOB HA KAPTOUKE OINPEAEIAETCS OpraHu3aluei;

139.8. u3 PKK ¢QopmupyroTcst crpaBoyHble U KOHTPOJIbHBIE KapTOTeKH U (WIN)
aBTOMAaTH3UpOBaHHbIE 0a3bl (0aHKM) JaHHBIX, C IIOMOILIBIO KOTOPBIX OCYIIECTBISIOTCS
crpaBoyHasi paboTa MO JOKYMEHTaM W KOHTPOJIb 3a CPOKaMH MX HCHoONHEeHHs. KoiamdecTBo
sx3eMiusipoB PKK Ha OymaxHOM HOCHTENE, 3aMOTHAEMON Ha JJOKYMEHT, OMPEIEISETCS YUCIOM
CIIPaBOYHBIX U KOHTPOJIbHBIX KAPTOTEK;

139.9. xxypHanbpHas ¢opMa PErUCTpAMH JOKYMEHTOB JIOIYCKAETCS B OPraHU3AlHsIX C
HE3HAUYUTENbHBIM 00beMOM JOKyMeHTooOopoTa (1o 600 moxkymeHTOB B ron). JKypHalbl
perucTpany JOKyMEHTOB BelyTcs 10 (opMaM COTJIACHO MPUIIOKEHUAM 8 U 9;




139.10. pemenue o BeiOOpe (GOPMBI perucTpaIuy JOKYMEHTOB B OpraHu3aiuu (KapTOYHOM
WJIM )KypHAJIBHOM ) 3aKpEIUISIETCS B JJOKAJIIBHOM IIPAaBOBOM aKTE;

139.11. mpu  perucTpanuu KaXJOMy JIOKYMEHTY IIPUCBAaWBAETCS PETUCTPALIMOHHBIN
WHJIEKC, KOTOPBIN MpeACcTaBIseT coOoi 1mudpoBoe win OykBeHHO-ITU(ppoBoe oOo3HaueHne. OH
BKJIIOYAEeT B ce0sl TOPSIKOBBIA PErMCTPAIIMOHHBIA HOMEp, NPUCBOCHHBIA JOKYMEHTY IpH
CO3/IaHUU WJIM TOJIyYE€HUH, KOTOPHIH MOXKET OBITh JOMOJHEH MHJIEKCOM Jiejia 10 HOMEHKJIAType
7iel, UHAEKCOM MPHUMEHSEMOIro B OpraHM3aluu KJIacCU(PHUKATOPa KOPPECHOHIEHTOB, BOIPOCOB
JESATENIbHOCTH U TOMY IOJJOOHBIM, a TaKXe IPYTMMH [TOMCKOBBIMU ITPU3HAKAMH.

140. [Ipuem, peructpainusi 1 UCIOJHEHUE BXOIAIIUX JTOKYMEHTOB:

140.1. Bcs  mocrynawoomias B OpPraHU3alMI0  KOPPECHOHACHLUS INPUHHUMAETCS U
oOpabatsiBaetcs ciyx00it JIOVY;

140.2. 10 BCKpBITUS KOHBEPTOB (IAKETOB) MPOBEPSIOTCS NPAaBUIBHOCTb JOCTABKH (I10
aZipecy Ha KOHBEPTE), LIEJIOCTHOCTh YIIAKOBKH, COXPAHHOCTh IeYaTeil.

OmmOo4HO JOCTaBlIeHHAs KOPPECIOHICHIMS HaIpaBisieTcs 10 Ha3HA4YeHHWIO, a Mpu
HEBO3MOXHOCTH YCTaHOBIJIEHUS aJipecara BO3BPAILAEeTCs OTIPABUTENIO ¢ MOMETKOH «Omunbo4Ho
JIOCTaBJICHOY;

140.3. nocTynuBIINE KOHBEPTHI (ITAKEThI) BCKPHIBAIOTCS, 3@ UCKIIIOUEHUEM MPUCIAHHBIX B
azipec OOIIECTBEHHBIX OPraHU3alUil WIM UMEIOIUX MOMETKY «JIM4HO», KOTOpBIE MepeaaroTcs
azpecary.

VYnakoBka OKYMEHTOB, NOCTYNMBIIMX Ha ChEMHBIX MAIIMHHBIX HOCHUTENSX (IUCKaX,
JMCKeTax M Jp.), HE BCKpbIBaeTcs, 00pabOTKe MOAJEKUT TOJBKO COMPOBOJIUTENbHAS
JIOKYMEHTAIHS;

140.4. nocne BCKpPBITHA KOHBEPTOB (MAKETOB) MPOBEPSIOTCS  KOMILIEKTHOCTh U
COXPAaHHOCTb BIIOKEHUH.

B cnyyae mnoBpexaeHUs KOPPECHOHJEHIMHU U HEBO3MOXKHOCTH €€ HCIIOJIb30BaHUS
COCTAaBIISIETCS aKT, OJMH JK3EMIULIP KOTOPOTO BMECTE C IOBPEXKIEHHOW KOPPECHOHACHLUEH
HallpaBJIsieTCs OTIPABUTENIO, BTOPOW ocTaercs B ciryx0e J[OVY.

OtcyrcTByrone B KOHBEpPTax (IakeTax) JOKYMEHTBI, OTAEIbHBIC JHMCTbI, MPUI0KEHUS
3aMpaluBalOTCs y OTHpPABUTENA, a Ha JOKYMEHTE CTaBUTCA OTMETKa «JlOKyMeHThI (JIUCTHI,
MIPHJIOKEHUST) 3aTpeOOBaHbD) C YKa3aHUEM JaThl 3a1pOCa;

140.5. mocne BCKpBITUS KOHBEPTHl (IAKETbl) YHMUYTOXAIOTCSA, 3a HCKIOYEHUEM
CIIEYIOIIUX CITy4acB:

JaTa IOYTOBOrO INTEMIENsT HeoOXoJuMa KaK CBHJIETENBCTBO JAaThl OTIPAaBKU WK
MIOJIy4EHUS JOKYMEHTA;

Ha JOKYMEHTE OTCYTCTBYET PEKBU3HUT «J/laTay;

JaTa JOKyMEHTa CYIIECTBEHHO OTJIMYAeTCs OT AAaThl €ro MOTY4YeHHUS;

B MIOJTy4E€HHOM JIOKyMEHTE HEeT 0OpaTHOro aJpeca OTIpPaBUTEIIS.

B yka3zaHHBIX cilydasix KOHBEPT IMPUCOEIMHSAETCS K JOKYMEHTY M IIOCIE€ HCIOJHEHUs
JOKYMEHTA MOJIINBAETCA BMECTE C HUM B JIEIIO.

AnpecHble SpIIBIKM KOHBEPTOB M IIAKETOB COXPAHAIOTCS B ClIydyae IOCTYIUICHMS
KOPPECTIOH/ICHIINN HAI0KEHHBIM TUIATE)KOM JIJISl TIPEJICTABICHUS C OTYETOM B OYXTalTEpUIO B
KaueCTBE ONPaBAATEIbHBIX JOKYMEHTOB;

140.6. Ha BceX MOCTYNUBIIMX JOKYMEHTAaX B IPAaBOM HWXXHEM YIJy IE€pBOTO JIHCTa
IIPOCTABJISIETCS] OTMETKA O MOCTYIJICHUH (perucTpaonsblil mramn). llltamn npocrasnsercs Ha
KOHBepTe (ITaKeTe), €CIIU KOPPECIIOHICHIINS HE BCKPhIBAETCS.

JIOKyMEHTBI, IIOJUIEKaIIE PETUCTPALIMU B CTPYKTYPHBIX ITOAPA3IEICHUIX, IEPEJAIOTCS 110
Ha3HAYEHUIO UCIOJHUTENSIM C IPOCTaBICHUEM Ha HUX PETMCTPALIMOHHOTO IITamIa, B KOTOPOM
IIPOCTABJISETCS 1aTa MOCTYIIIICHUS.

Ha HepeructpupyemMpIXx AOKyMEHTaX, NEYaTHBIX H3/aHUAX, JOKYMEHTaxX-NPUIOKEHUSX,
OJ1aHKaX JOKYMEHTOB PETMCTPAL[MOHHBIN IITaMII HE IPOCTABIISAETCS;

140.7. Bxogsmue JTOKYMEHTHI JOJDKHBI OBITh 3aperuCTPUpPOBAaHbI B JE€Hb IOCTYIUICHUS.
PeructpaninoHHbIM HHJIEKCOM BXOJSLIETO JOKYMEHTA SIBJISIETCS MOPSAKOBBIA pEerucTpaliiOHHbII
HOMEp, TPUCBAMBAEMBI B IIpeAesax [JeJONPOU3BOJCTBEHHOIO TIoOJa, KOTOPBIA IOCHE
HCIIOJIHEHUS TOKYMEHTA JOIOJIHAETCS MHAEKCOM Jiela 10 HOMEHKJIAType Jell B COOTBETCTBUU C
OTMETKON 00 MCIIOJIHEHUH JIOKYMEHTA U HAIIPaBJIEHUU €T0 B JIETIO;
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140.8. 3aperucTpupoBaHHbIE JOKYMEHTHI miepeAaroTcs u3 ciyxx0nl JJOY Ha paccmorpenue
pYKOBOACTBY. JloKyMeHTHI, HE TPeOyIOIINe pPelIeHUs] PYKOBOJICTBA, MEPEAAIOTCS UCIIOJIHUTEISIM
COTJIaCHO MX KOMIIETEHIUH.

JIOKyMEHTBI paccCMaTpUBAIOTCS, KaK MPaBWJIO, B JICHb MX MOCTYIUICHUS. Tenerpammbl U
Jpyrye CPOUHbIE TOKYMEHTHI MepeAatoTCsl PyKOBOJUTEIO 110 Mepe TMOCTYIIICHUS;

140.9. pe3ynbTaThl pacCCMOTPEHMSI TOKYMEHTOB OTPAKatOTCS B PE3OJIIOLIUH.

Pezomrorus nmepenocutcst B PKK. Jlokyment ¢ omanm sx3emmusipom PKK ciyxx60it JIOY
HaIpaBJIIeTCS HUCIOIHUTENI0, a MPU HATUYUHM HECKOJIBKHX HCIOJIHHUTENEH — OTBETCTBEHHOMY
HCIIOJIHUTENIO0, YKa3aHHOMY B pe3ostounu nepBbiM. OnuH sk3emiuisip PKK ocraercs B cityx6e
JOYVY.

Ecnu gokyMeHT corjacHO pe3oiroiuu TpeOdyeT KOHTpoJs ucnonHeHwus, sk3emiuisip PKK
NeperaeTcsi B KOHTPOJIbHYIO CIYXOy WJIM JIMIly, OTBETCTBEHHOMY 3a KOHTpPOJb HCIIOJTHEHMS
JIOKYMEHTOB;

140.10. mpu HEOOXOIUMOCTH CPOYHOTO HMCIIOJIHEHUS HJIM O3HAKOMIICHHUS C JIOKYMEHTOM
HECKOJIbKUX CTPYKTYPHBIX TOJApa3eleHu (JODKHOCTHRIX Jull) B ciayxoe IOV ¢ mokymeHnrta
CHUMaeTcsi HeoOXOIUMOe KOJIMYECTBO KOIMUN, KOTOphIE OJHOBPEMEHHO HAMpaBISIOTCA Ha
ucnosiHeHue. IoIMHHMK JOKyMEHTa NepeJacTCsl OTBETCTBEHHOMY MCIIOJHUTENO C IOMETKOU O
nepenaye KOMHUIl COUCIONHUTENSAM. JOKYMEHT mepefaeTcs HCIOIHHUTENSM I[OOYEPETHO, €CIU
Pa3MHOKEHHE IOKYMEHTA HE pa3pelaeTcs.

Ja  yckopeHus IPOLIECCOB UCIIONTHEHUsI  JIOKYMEHTOB, a  Takxe B
CIPaBOYHO-UH(OPMALIMOHHBIX HENAX OyMa)KHbIE JOKYMEHTHI, MOCTYMAIOIIME B OpraHU3alHUIo,
MOTYT MEPEBOAUTHCS B IIEKTPOHHBIN BHJI yTeM CKaHUPOBAHUS WU UHBIM criocoboMm. Hanmuuue
3JIEKTPOHHOM KOIMUU JTOKYMEHTA HE OTMEHSIET HEOOXOAMMOCTH OCYIIECTBICHUS C MOCTYIMHBIITUM
OyMa)XKHBIM JIOKYMEHTOM JI€JIOMPOU3BOJICTBEHHBIX OIepaluii, YCTaHOBJICHHBIX HACTOSIICH
WNucTpykuueit, B TOM 4rciie B 9acTu (OPMUPOBAHHUS €T0 B JEII0 U Mepeiayl B apXUB.

JIBukeHure JOKyMEHTa B MPOLIECCE €ro UCHOJHEHUS (PUKCUPYETCsl BO BCEX IK3EMILIApax
PKK;

140.11. nokyMeHTBI, 3aperucTpupoBaHHbIe B ciyxOe JIOY, He moanexar MOBTOPHOM
perucTpaium B CTPYKTYPHBIX MTOAPA3IEICHUSX;

140.12. nOKyMEHTBl MEpealoTCcs Ha PACCMOTPEHUE PYKOBOAMUTENIIO CTPYKTYPHOTO
MO/IpA3JeIEHUsT WM €ro  3aMECTUTENI0 COIVIACHO YCTaHOBJIEHHOMY  pacIHpeleleHHI0
00513aHHOCTEH;

140.13. AOKyMEHT ¢ MOMEHTa MOCTYIUICHUS] O 3aBEPLICHUS HCIOJHEHUS HAXOOAUTCS Y
WCIIOJIHUTEJS U B JIEJIO HE TIOMEIAeTCs;

140.14. Ha UCTIOJTHEHHOM JOKYMEHTE HMCIOJHUTEIEM W PYKOBOAUTEIEM CTPYKTYPHOTO
MO/IPA3ICICHUS-UCTIOIHATENSI  TPOCTABISETCS OTMETKa 00 WCIOTHEHUH JIOKyMEHTa |
HaIlpaBJICHUHU €r0 B JIeJIO ¢ yKa3aHUEM MHJEKca JieNa, B KOTOPOe JOKYMEHT Oy/IeT OMEIIEH.

OTBEeTCTBEHHBII 32 JEJIONPOU3BOICTBO MEPEHOCUT OTMETKY 00 MCTIOTHEHUHU JOKYMEHTA U
HaNpaBJICHUU €r0 B JIEJIO B PErHCTPALMOHHYIO (HhOpMy, MOCITE Yero JOKYMEHT IOAIINBACTCS B
Jelio.

141. Peructpanus u oTIpaBKa UCXOJAIIUX TOKYMEHTOB:

141.1. ucxoasiue AOKYMEHTBI perucTpupyrorcs B ciyxbe JJOVY mocne ux noxamucaHus
PYKOBOAMTENEM OpPraHU3allMi WM MHBIMU YIOJHOMOYEHHBIMHU JIULIAMU B COOTBETCTBUHU C UX
KoMmneTeHIuen. JIOKyMeHThI peruCTPUPYIOTCS B IEHb UX MOAINUCAHNUS;

141.2. ucxopasimue TOKYMEHTHI IETISATCSA Ha MHUIIMATUBHBIE U OTBETHBIC,

141.3. uHJIeKC WHUIMATUBHOTO MCXOMSIIEro JOKYMEHTa BKJIIOYAaeT HWHACKC Jeja 1o
HOMEHKJIATYpE JieJ, B KOTOPOM OyAeT XpaHUTHhCS KOMHS OTHPaBISIEMOT0 JOKYMEHTa
(mpocTaBinseTcs B MOAPa3ACICeHUH, MTOATOTOBUBIIEM JOKYMEHT), U 4epe3 Apo0b — MOPSIKOBBIMA
PErUCTPALIMOHHBIA ~ HOMEp, [PUCBAMBAEMBI  HUCXOAIIMM JOKYMEHTaM B  Ipejaeliax
JIEJIONIPOU3BOJICTBEHHOTO roj1a ciyxooit JJ0Y;
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141.4. Ha KaxIOblii MHUIMATUBHBIA TOKYMEHT, TPeOYIOIIMH OTBETa, 3AIOJHSIOTCS, Kak
npaBuio, asa sk3eMiuisipa PKK. OxuH sk3eMiuisip momemaercss B CIPaBOYHYIO KapTOTEKY,
BTOPOU — B KOHTPOJIbHYIO. [Ipu HemocTymieHnn oTBeTa B CPOK KOPPECIOHICHTY HANPABIISIETCS
HarOMUHAHHUE;

141.5. peructpanusi OTBETHBIX JOKYMEHTOB OCyllecTBiseTcs, kak npasuiio, Ha PKK, Ha
KOTOpBIX  OBUIM  3apEeTUCTPUPOBAHBI  COOTBETCTBYIOLIME  HMHHUIIMATUBHBIE  JOKYMEHTBHI.
PeructpaninoHHbIM HHAEKCOM OTBETHOTO JOKYMEHTA SIBJISIETCS MHIEKC A€ II0 HOMEHKJIAType, B
KOTOpOM OyZeT XpaHUTbCA KOIMHUS OTBETHOTO JIOKYMEHTa, W PEruCTPAllMOHHBIM HOMEp
MOCTYIUIeHUs WHUNMATUBHOTO AokymeHTa. B PKK wundopmamus o0 OTBETHOM JOKYMEHTE
3amuchBaeTcs B rpady «OTMeTKa 00 UCTIONTHEHUH JIOKYMECHTAY.

B 3aBUCMMOCTM OT NpPHUHATON B OpraHU3alMM CUCTEMBl PETHCTPAllUM JOKYMEHTOB
JIOIIYCKAEeTCsl pErMCTpUPOBATh OTBETHBIE NOKYMeHThl Ha oTaenbHbIX PKK. PerucrpanuonHbIM
MHJEKCOM TaKOT0 UCXOMSIIEro JOKYMEHTA SIBJISETCS MHIEKC Jiejia 10 HOMEHKIJIAType, B KOTOPOM
OyleT XpaHUThCA KOMUS OTBETHOTO JOKYMEHTa, U TMOPSAKOBBIA PETUCTPALMOHHBIA HOMEp
UCXOJAIIEr0  JOKYMEHTa, IPUCBAUBAaEMBbI  MCXOAAIIMM  JOKYMEHTaM B  Ipejaenax
JIEIOTIPON3BOJICTBEHHOTO roja ciy6oit JJOY.

Ha oTBeTHOM JOKyMEHTE MPOCTABISIETCS CChUIKA Ha HCXOASIIMI PEruCcTpallMOHHBIN
MHJEKC U 1aTy JOKYMEHTa-3a1poca;

141.6. oTnpaBka JOKYMEHTOB ocymiecTBisieTcss ciayx6ort JIOY. B cuyxbe OV
IIPOBEPSETCS MPaBUIBHOCTh O(OPMIIEHUS JTOKYMEHTOB: HaJM4Me HEOOXOIMMBIX PEKBHU3HUTOB,
MIPWIOKEHUHM, COOTBETCTBHE KOJMYECTBA 3K3EMIUISIPOB JOKYMEHTA KOJIMYECTBY aJpecaToB,
MPAaBUJIBHOCTb aJPECOBAHUS U JP.

HenpaBunbHo ~ odopmileHHBIE UM HEKOMIUIEKTHBIE  JOKYMEHTHl  BO3BpAIIAIOTCS
WCIIOJIHUTENISIM;

141.7. otnpaBisieMble TOKYMEHTHI TiepemaroTcss B cinyx0y JIOY B He3akOHBEPTOBAaHHOM
BUJIE C OTMETKOW O KaTEropuu OTIpaBieHHs (IpU HEOOXOIUMOCTH);

141.8. TOKyMEHTBl Ha CBEMHBIX MAIIMHHBIX HOCUTENAX (JUCKAaX, IHUCKETaX W Jp.)
MPUHUMAIOTCS K OTMpPaBKE B YMAKOBKE, COOTBETCTBYIOLIEH TEXHUYECKHUM TpeOOBaHUSAM, MPHU
HAIAYUHM ~ CONPOBOAMUTENBHOTO MHChMA, O(GOPMICHHOTO M  3apETUCTPUPOBAHHOTO B
YCTaHOBJICHHOM Mopske. Komusi conpoBOIUTENBHOIO MUChbMa MOMENIAETCA B JEJI0 Ha OOLIUX
OCHOBAaHUSIX;

141.9. noxymeHTBI, HampaBisieMble Oojiee 4YeM B 4YEThIpe ajapeca, IMepefaroTcs Uit
OTIIPaBKH CO CIIUCKOM Ha PAacChUIKY, 0(OpMIISiEMBbIM B COOTBETCTBUU C TPEOOBAHUSAMHU IIYHKTA 51
Hacrosmen MHCTpyKkuu.

Ha 3aka3Hyi0 KOppECHOHIEHIMIO COCTaBJISI€TCS PEEeCTp pacChUIKH, B KOTOPOM
OTIIPaBUTENIEM MPOCTABIAIOTCS (aMUIMs U JaTa OTIpaBKU. PeecTp co mremiieneM OTIelIeHUS
CBSI3M MOAIINBAETCS B AeNo ciayx0b1 JJOY;

141.10. 06paboTKka 1 OTIpaBKa JOKYMEHTOB OCYILECTBIISIOTCS B I€Hb UX MOAMUCAHUS WU
HE TI03/IHEE CIeyroIIero pabodero qHs.

142. Peructpanys 1 UCIIOJIHEHUE BHYTPEHHUX JOKYMEHTOB:

142.1. pabota ¢ BHYTPEHHHMMH JOKYMEHTAMH Ha JTalax MOATOTOBKU U OGOPMIICHHS
BEJIETCs 10 IPaBUJIaM, YCTAHOBJIEHHBIM JJIs1 paOOTHI C UCXOSIIMMH TOKYMEHTAMU;

142.2. BHyTpeHHHE NOKyMEHTHI peructpupyrorcs Ha PKK nnm B xypHanax perucrpauuu
BHYTPEHHUX JOKYMEHTOB Mocje ux noanucanus (yreepxkaenus). [lpu HesHauntenbHOM o0beme
JOKYMEHTO00OpOTa BHYTPEHHHE JIOKYMEHTHI JOMYCKaeTCsl PErucTpupoBaTh B IKypHale
perucTpany UCXOAAUX JOKYMEHTOB;

142.3. peructpanus pacnopsaIUTEIbHbIX JOKYMEHTOB U MPOTOKOJIOB OCYLIECTBISETCS IO
BHJIaM OTJEJIBHO OT APYTUX BHYTPEHHUX JIOKYMEHTOB.

PacniopsiiutenbHble JOKYMEHTBI 110 OCHOBHOHM JESTENBbHOCTH, 1O JUYHOMY COCTaBy, IO
aJIMMHHMCTPATUBHO-XO35IICTBEHHBIM BOIIPOCAM PErMCTPUPYIOTCS OTIENBHO.



PacniopsnurenbHbple  JOKYMEHTBI 10 JIMYHOMY COCTaBy, [UI KOTOPBIX aKTaMHU
3akoHonaTenscTBa PecnyOnuku — bemapych  ycTaHOBIGHBI  pa3Hble CPOKM  XpaHEHU,
PETUCTPUPYIOTCS OTIEINIBHO.

PacniopsnurenbHble TOKYMEHTBI ONPENEICHHON PAa3HOBUJHOCTH IPHU UX 3HAYUTEIBHOM
o0beMe  JIONyCKaeTCs  pPerucTpUupoBaTh  OTAEIbHO.  Hampumep,  OTAEIBHO  MOTYT
PEruCTPUPOBATHCSA NPHUKA3bl O BHECEHWHM HW3MEHEHHMH B INTAaTHOE paclHCaHHue, MPHUKa3bl O
KOMaHIUPOBAaHUH, O IPEIOCTABIEHUH OTIIYCKOB H Ip.;

142.4. perucTpalluOHHBIM ~ HMHJEKCOM  PACIOPSIUTENBHOIO  JIOKYMEHTa, IPOTOKOJIA
ABIIIETCSL NOPSANKOBBIM  PETUCTPALIMOHHBIM HOMEp, IPUCBAaUBAaEMbld €My B IIpelenax
JI€JIONPOU3BOJCTBEHHOTO IOJa.

PeructpaiinoHHBIM HHIEKCOM PaCHOPAIUTENBHOIO JOKYMEHTa (MpUKa3a, paclopsyKeHUs)
10 JINYHOMY COCTAaBY SIBJISIETCS MOPSIKOBBI PErMCTPAlMOHHBIA HOMEp, IPUCBAUBAEMBIN €My B
npenenaax JAeJONpPOU3BOACTBEHHOIO IO/, JOMOJHEHHBIM JIUTEPOH «K» (Ui JOKYMEHTOB
75-11eTHEro0 CpoKa XpaHEHUs1) WU <« (U1 JOKYMEHTOB 3-JIETHEr0 CpOKa XpaHeHus).

PeructpaninoHHBIM HMHIEKCOM DPACIOPSAUTENBHOIO JIOKYMEHTa, PETUCTPUPYEMOTO B
nopsiike, ompeneneHHoM a63ameMm 4 moanyHkra 142.3 nHacrosmeidt WHCTpykumwu, sBiseTcs
MTOPSIAKOBBII PEruCTpalMOHHBINA HOMEp, MIPUCBANBAEMBII eMy B npenenax
JIeNIOTIPOU3BOACTBEHHOITO  T0/a,  JONOJHEHHbIM  MACHTUOUIHUPYIOLUM  PAa3HOBUIHOCTD
JOKyMEHTa OyKBEHHBIM WJIM UHBIM YCIIOBHBIM 0003HAYCHHEM;

142.5. coBMeCTHBIE pacloOpsAUTEIbHBIE JOKYMEHTBI, TPOTOKOJIbI COBMECTHBIX 3aC€IaHUI
UMEIOT COCTAaBHBIE MHJAEKCHI, BKIIOUAIOUIME TOPSAKOBBIE PETUCTPALlMOHHBIE HOMEpA,
MPUCBaBAaEMbl€ UM B OPraHU3ALUAX, UX MOJTOTOBUBIINX;

Hampumep:
81/54

142.6. peruCTpalluOHHBIMA ~ MHACKCAMU JIOKJIAJHBIX 3alHMCOK, CHOPaBOK H JAPYTrUX
MH()OPMALIMOHHO-CIIPABOYHBIX JOKYMEHTOB SIBISIFOTCSI HMX MOPSAIKOBBIE PErrucTpaliOHHbBIE
HOMEpa, IMpUCBaMBaeMble B IIpelenax JeJIONpPOU3BOJICTBEHHOTO TI0Ja, KOTOpPBIE MOIYT
JIOTIOJIHSTHCSI UHJIEKCaMU JIeJ1 IO HOMEHKJIaType Jell;

142.7. paccMOTpeHHEe U UCHOJIHEHHWE BHYTPEHHHX JOKYMEHTOB OCYIIECTBISIETCS B
COOTBETCTBUU C YCTAHOBJICHHBIM MOPSAIKOM 00paOOTKH BXOIAIMINX TOKYMEHTOB.

JlokyMeHTBI, TpeOyrolirue KOHTPOJS HCHOJHEHUs, MEepeNaloTcs B KOHTPOJBHYIO CIYKOYy
s 3anonHenuss PKK. M3 PKK Ha BHyTpeHHHME NOKYMEHTHI (POPMHUPYIOTCS KOHTPOJIbHBIE U
CIIPaBOYHBIE KAPTOTEKH.

143. adopmMaiimoHHO-TTIOMCKOBAs CUCTEMA 110 IOKYMEHTaM OpraHU3aIuu:

143.1. B opranuzanusix CO3Jal0TCA TPAAULMOHHBIE (PyYyHbIE) M ABTOMATH3UPOBAHHBIE
nHpopmannonHo-nouckoBele cuctemsl (nanee — HIIC). UIIC crposarcs Ha ocHoBe PKK,
KOTOpPBIC OOBbEIUHSIIOTCS B KAPTOTEKH M 0a3bl (0aHKH ) PETUCTPAIIMOHHBIX JTaHHBIX;

143.2. mpu  TpaAMLMOHHON KAPTOYHOM  pErUCTpalM IedaTaeTcs HeoOXOoquMoe
koindectBo PKK, koTopbie MOTyT 00bEeIMHATHCS B CIPABOYHBIE U KOHTPOJIBHBIE KAPTOTEKH;

143.3. cipaBouHbIe KapTOTEKH JIEISATCS HA JBE YaCTH: HEUCIIONHEHHBbIE W MCTIOJHEHHBIC
nokyMeHTsl, PKK B KOTOpBIX CHCTEMAaTU3UPYIOTCS MO CIEAYIOIIUM IIPU3HAKAM:

MPEIMETHO-BOIIPOCHOMY HWJIM TEMaTH4YeCKOMY (B COOTBETCTBUU C COZAEpXKaHUEM
JIOKYMEHTOB UJIH c(hepoit 1eATeIbHOCTH, K KOTOPO OTHOCSTCS JJOKYMEHTHI);

10 HOMEHKJIAType AeJ (B COOTBETCTBUU C HA3BAHMSIMU JI€JI IO HOMEHKJIAType JIeN WM UX
HHJIEKCaMHU );

KOPPECTIOHICHTCKOMY (110 HAUMEHOBAHMSIM WJIM YCIOBHBIM 0003HAYSHHSIM OpraHU3aLui, ¢
KOTOPBIMH BEJIETCS IIEPEIUCKA);

10 UCTIOJIHUTENSAM (II0 CTPYKTYPHBIM MOJpa3IeTCHHIM);

andasuTHOMY (B andaBuTHOM Topsake Qamuini, HaWMMEHOBAaHUN OOBEKTOB WU
MIPEIMETOB);

reorpaguueckomy (10 HaUMEHOBAaHUAM aJIMUHUCTPATUBHO-TEPPUTOPHATIBHBIX €IUHHUII);

HOMMHAJILHOMY (110 Ha3BaHUIO BUJIOB WJIM Pa3HOBUAHOCTEHN IOKYMEHTOB);

perucTpanoHHoMy (110 MOPSAIKY BO3pACTaHUS PErHCTPALIMOHHBIX HOMEPOB JOKYMEHTOB).



Bbi0op mouckoBoOro npusHaka omnpezensercs B 3aBHCHUMOCTH OT BHMJIOB JOKYMEHTOB U
XapakTepa HHPOPMAaILMOHHBIX 3aIIPOCOB.

[lepBast 4acTh KapTOTEKH CIIY)KUT ISl TTOMICKA CBEJCHHWU O JOKYMEHTaxX B Ipolecce MX
UCIOJHEHUA. BTOpas 4acTh KapTOTEKH CIY>KUT JJIs TIOMCKA UCIIOJTHEHHBIX JJOKYMEHTOB.

ITo mepe ucnonnenus: nokymeHnToB PKK ¢ HeoOXoauMbIMu OTMETKaMU MepeMenialoTcs 13
MEPBOI YaCTH KaPTOTEKH B COOTBETCTBYIOIINE Pa3/IeNIbl U pyOPHKH BTOPOIA;

143.4. B 3aBCUMOCTH OT 00BEMa TOKyMEHTO000pOTa, CUCTEMbI PETHCTPALIUA U KOHTPOJIS
WCTIOJHEHUsI JTOKYMEHTOB, 3ajad IOMCKa MOXKET BecTHCh enuHas cnpaBouHas WIIC wmm
HECKOJIbKO CaMOCTOSITeNIbHBIX. OTHenbHble KapTOTeku (0a3bl JaHHBIX) (GOPMUPYIOTCS Ha
BXOJIAIME JIOKYMEHTBl, MHULUATUBHBIE MCXOJAIINE JOKYMEHTHI, oOpaiieHus rpaxnaad. [Ipu
OOJIBIIIOM KOJIMYECTBE HOPMATHUBHBIX IIPABOBBIX AKTOB M PACIOPSAIUTEIBHBIX JOKYMEHTOB,
UCIOJb3YyEeMbIX B JIE€ATEIIBHOCTH OpraHU3allid, Ha HUX MOTYT CO3/1aBaThCsl OT/AEJIbHbIC
KOJIU(UKAIMOHHBIE KAPTOTEKH (0a3bl TaHHBIX).

[lepeuenp HaumMeHOBaHM 0a3 JaHHBIX AHAJIOTUYEH MEPEUYHI0O HAUMEHOBAaHUMN KapTOTEK.

144. Yuer o6beMa TOKyMEHTOOOOpOTA:

144.1. 00beM HOKyMEHTO000POTa — KOJIMYECTBO JOKYMEHTOB, IOJYYEHHBIX (BXOISIIUE) U
CO3JTaHHBIX (BHYTPEHHUE, UCXOSIIIE) OPTaHU3aIlMeH 3a OTpeAeTICHHBIIN TepHo BpEMEHH;

144.2. noacueT KoJaMyecTBa JOKYMEHTOB MPOM3BOAUTCS MO PErHCTPALMOHHBIM (hopMaM B
MECTax MX PEerucTpaluu.

3a eauHMIy ydeTa IPUHUMAETCS OJUH DJK3eMIUIAp JOKyMeHTa Oe3 ydera KOIuM,
CO3/1aBaeMbIX TpU TEYaTaHUM W pa3MHOXKEHMU. KakIblii JOKYMEHT YYMTBIBAETCS OJUH DPa3.
[TpunoxeHus K JOKYMEHTY YIUTHIBAIOTCS BMECTE C HUM KaK OJIMH JOKYMEHT.

OTnenbHO YYMTHIBAIOTCS TIOJTYYEHHBbIE M CO3JaHHbIE OpraHM3alued JTOKyMEHTHI,
oOpartieHus Tpax/iaH.

Pa3mHOXkeHHBIE SK3eMIUIApHl (KOMUHU) YYUTHIBAIOTCA OTHAEIBHO IO JKypHajiam paboT B
MAaIIMHOMHUCHOM U KOIMPOBAJIbHO-MHOXKUTEIBHOM OIOPO M (MJIN) 1O CIIUCKAM PACCHUIKY;

144.3. B opraHumsanuud MOXET IPOBOAUTHCS TOJHBIA M BBHIOOPOUYHBIA y4yeT oObema
JOKYMEHTO0000poTa (110 BCEM OpraHu3alMM, 10 CTPYKTYpHBIM MOJpPA3JENEHUsIM, IO Ipyniam
JOKYMEHTOB U T.]1.).

Yder u aHanu3 oObeMa JOKYMEHTOOOOpOTa B OpraHU3aIl[MM OCYIIECTBIAIOTCS O[T
pyKoBoICTBOM ci1y)0b1 IOV

144.4. pe3ynbraThl ydyera oObemMa JOKyMeHTooOopoTa oOoOmatorcs ciayx6oit IOV wu
MPEJCTABISIOTCS PYKOBOJCTBY OpPraHM3AlMU ISl BHIPAOOTKHM MEp MO COBEPIICHCTBOBAHHUIO
paboThI ¢ JOKYMEHTaMH;

144.5. ceenenuss 00 oObeMe JOKYMEHTOOOOpPOTa HCHOJB3YIOTCS JJsl YCTaHOBIICHUS
CTPYKTYphl M INTaTHOM uuciaeHHocTu ciyxk0bl JIOY, BbIOOpa TexHOMOTMU paboThl ¢
JOKYMEHTaMH M CPEJCTB aBTOMATH3allMU JIeJONPOM3BOJICTBA, ONPEAETICHUS CTENEeHU
3arpy>keHHOCTH cIIy0bl JIOY U OTIeNbHBIX paOOTHUKOB.

I''TABA 9 .
KOHTPOJIb UCITIOJIHEHWA JOKYMEHTOB U [IOPYUEHNN

145. 3amaum KOHTPOJISL UCTIOTHEHUS:

145.1. uenpr0 KOHTPOJS sIBiIseTCd OOecreYeHre CBOEBPEMEHHOIO M KadeCTBEHHOTO
WCTIOJIHEHUSI TOPYUYEHUH, 3a)UKCUPOBAHHBIX B IOKYMEHTAX;

145.2. KOHTpOIO ~ TOAJEKAT BCE 3apPETUCTPUPOBAHHBIC  JIOKYMEHTBHI:  BXOJSIIHE,
UCXOJAIINEe M BHYTPEHHHUE, KOTOpBIE MO CBOEMY XapakTepy TpeOyroT pemienus (orsera). Ha
KOHTPOJIb MOTYT OBITh IIOCTaBJICHBI TAKXKE YCTHBIE MOPYICHUS PYKOBOJICTBA;

145.3. KOHTPOIb ~ OCYIIECTBISIIOT ~ PYKOBOJIWUTENh Opranusamuu, ciayxoa JOY wu
OTBETCTBEHHBIE UCIIOJIHUTEIIH.

Ha koHTponupyemMbIX JOKYMEHTaX MPOCTABIISIETCS OTMETKA O KOHTPOJIE.

146. Cpoku uCTIOHEHUS TJOKYMEHTOB:

146.1. cpokM MCHOJIHEHHS JOKYMEHTOB HCUHUCISIOTCS B KaJCHJAPHBIX JHSIX C JIaThl
noAanucanus (yTBEp>KIEHUS) JOKYMEHTA, a JUIsl TOCTYNUBIINX — C ATl MOCTYIUICHHUS, €CJIA UHOE
HE YCTaHOBIIEHO aKTaMH 3aKoHoaTenbeTBa Pecrybmuku benapycs;



146.2. cpoku UCIOTHEHUS IOKYMEHTOB MOTYT OBITh TUIIOBBIMU WJIM MHIUBUIYAIbHBIMU.

TunoBble CPOKHU HCIIOJIIHEHUS JOKYMEHTOB YCTaHABJIMBAIOTCSI HOPMAaTUBHBIMH ITPaBOBBIMU
aktamu PecnyOnuku benapyce.

WNHnuBuayanbHble CPOKU UCTIOTHEHUS IOKYMEHTOB YKa3bIBAlOTCS B TEKCTE JIOKYMEHTA WU
B PE30JIIOLIMY PYKOBOAMUTES;

146.3. 1OKyMeHT, s KOTOPOTrO THUIIOBOM WM WHIMBUIYaIbHBIH CPOK HCIIOJIHEHHS He
YCTaHOBJICH, JOJKEH ObITh MCTOJHEH B TE€UeHHE 15 NIHEH, eclii MHOE HE YCTAaHOBIEHO aKTaMH
3akoHojarenbcTBa Pecniyonuku benapyce;

146.4. ecnu  KpaiiHAsS JaTa WCIOJHEHUS JOKyMEHTa (MOPYYEHHs) TMPUXOAWTCS Ha
HepabouMii JeHb, OH JIOJDKEH OBbITh HCIOJHEH HE IO3/Hee Mpelblayiiero padbodero aHsa. B
cllydae, KOrjla CpOK MCIOJHEHHUS JOKYMEHTa OINpEAENseTCs] ¢ UCIOJIb30BAHUEM IPEAJIOTa «I0»
WJIU «K», YKa3aHHas 3a HUM J1aTa SBJISIETCS KpaHEe! JaTOM UCIOJHEHHUS TOKYMEHTA;

146.5. nonmyckaeTcsi U3MEHEHUE CPOKOB HCIIOJIHEHUS JOKYMEHTOB (TMOpYy4YeHUM).
W3menenne  cpoka  HCHOJIHEHHS  MPOM3BOAMTCS  JIMIOM,  YCTAaHOBUBIIUM  €TO.
AprymMeHTHpOBaHHAsI MPOChOa HCIOJIHUTENS O MEepPeHOCce CpPOoKa HampaBiseTcsl MUChMEHHO (B
(dhopMe AOKIATHON 3aMMCKH) WU YCTHO JIMITY, YCTAHOBUBIIIEMY CPOK, HE MEHEE YeM 3a 5 JTHEeH 10
UCTEUYEHUsS] CpOKa WCIIONIHEHUS WM cpa3y K€ TMocje TMOoNydeHus 3ajaHus. l3meHeHue
JOKYMEHTUPYETCSI — IPOCTABJISIFOTCS. HOBBIM CpPOK, AaTa W3MEHEHMs] U noanuch. M3meHeHus
BHOCSITCSI B pETMCTPALlMOHHBIE (POPMBI.

147. cnommneHne JOKyMEHTa (MOPYYEHHUS) MOXET OBITh MOPYYCHO HECKOIBKHM
UCIIOJIHUTENSM. McionHUTENb, yKa3aHHBIN NEPBBIM, SIBISETCS OTBETCTBEHHBIM HCIIOJIHUTEIEM U
OTBEYAET 332 CBOEBPEMEHHOE M KaYECTBEHHOE MCIOJIHEHUE 3aJaHus B LeJI0M. OTBETCTBEHHOMY
WCTIOJTHUTEN0 TPENOCTABIsACTCA IMPaBO KOOPAUHUPOBATH M KOHTPOJIUPOBATH JIEUCTBUS
WCIIOJHUTEJCH: CO3BIBATh COBELIaHM, TPEOOBATH HEOOXOAUMBIE MAaTEPUAIIbI, TaBaTh MOPYYCHHS
u ap.

148. Opranusanusi KOHTPOJIS UCIIOJHEHUS:

148.1. cucreMa KOHTPOJISI UCTIOJIHEHUS BKIIFOYAET:

y4eT KOHTPOJUPYEMBIX JOKYMEHTOB (IOpYYEHHI) U UX CBOEBPEMEHHOE JOBEICHHE IO
HCIIOJIHUTEJICH;

KOHTPOJIb 332 CPOKAMU MCIIOJIHEHUS;

IIPOBEPKY U PETYJIMPOBAHUE XO/1a UCTIOJTHEHUS, CHATHE TOKYMEHTOB C KOHTPOJIS;

YUYET ¥ OTYETHOCTH O PE3YNbTaTax UCIOIHEHMS;

OLICHKY COCTOSIHUSI UCTIOJTHUTEJIbCKON JUCITUIUINHBI;

148.2. yyeT KOHTPOJIUPYEMBIX JOKYMEHTOB (TIOPYYCHHH) W KOHTPOJIb HCIOJHECHHS
CTpPOSITCSl HA OCHOBE PETUCTPALIMOHHBIX JaHHbIX, OTpaxkeHHBIX B PKK;

148.3. sx3zemmusipel PKK, 3amosHsemble mpu perucTpanuu JOKYMEHTOB, MCIOJIB3YFOTCS
pu GOPMUPOBAHUU KOHTPOJIHHON KaPTOTEKH.

Ha oauH KOHTpOJIUpYEMBI JOKYMEHT MOXET OBbITh 3amosiHeHo Heckoiibko PKK B
COOTBETCTBUU C YMCIIOM MCIOJIHUTEIIEH, 3aJaHUI WIM Pa3IuYHbIMU CpOKaMu ucnojgHeHus. [Ipu
HECKOJIbKUX MCIOJHUTENSX, OAUH U3 KOTOPBIX Ha3HauaeTcsl oTBeTcTBeHHbIM, PKK 3anonnsercs
TOJIBKO IS II€pelayy UCIIOIHUTENIO, HA3HAYEHHOMY OTBETCTBEHHBIM.

YcTHOE mopydeHHue PYKOBOAMTENS, IOCTABICHHOE HA KOHTPOIIb, TakkKe (DUKCHUpPYeTCs B
PKK, 3amonHseMoii B HEOOXOAMMOM KOJIMUYECTBE IK3EMILISIPOB;

148.4. oqun sx3emiuisip PKK octaetcs B city:k0e KOHTPOJIS U TOMEIIAETCs] B KOHTPOJIbHYIO
KapTOTEKY, BTOPOH NEPEAAETCS NCIIOJHUTEIIO BMECTE C JIOKYMEHTOM;

148.5. PKK rpynnupyroTcsi B KOHTPOJIBHBIX KapTOTEKax MO pa3jesiaM, COOTBETCTBYIOIINM
YHCITy JHEW Mecslia, COrJIaCHO YCTAaHOBJIEHHBIM CPOKAaM HCIOJHEHHUS JOKYMEHTOB (TOPYYEeHHIH),
10 UCXOJAIIUM JIOKYMEHTAaM — COIJIAaCHO 0’KMJIAEMBIM JjaTaM I10JIy4Y€HUSI OTBETOB.

PKK ¢ mnepcrnekTMBHBIMH M HNPOCPOYEHHBIMM CPOKAMM MCIIOJHEHHS JIOKYMEHTOB
(mopy4eHuii) TpyNIupyrOTCS B CAMOCTOSITENIbHBIE pa3/ieibl KOHTPOJIbHON KapTOTEKH.

B KOHTPOJBHOM KapTOTEKE MOTYT BBIACISATHCS AONOIHUTEIbHBIE PAa3/Ieibl U PyOPUKH AT
cucremaruszanuu PKK no ucnonmnurensm u rpynnaM JOKYMEHTOB (IIPUKa3bl, pEIICHUsS U Ip.);

148.6. kapTOTeKa EXKEAHEBHO MPOCMATPUBAETCS KOHTPOJBHOW CIYXKO0H C IEJbIo
WH(POPMHUPOBAHUS PYKOBOAMTEISI W HCIOJHUTENEH O NPUONMKEHUU (MCTECYEHUH) CPOKOB



UCIOJIHEHUs JOKyMeHTOB. [Ipenynpexaenue MCroiHUTENIeH OCYyIIeCTBIsETCs, KaK MPaBUIIO, 3a
2-3 HA 10 UCTEYEHHUs] YCTAaHOBJIEHHOIO CPOKA;

148.7. nokymeHT (TOpyY€HHE) CHHUMAEeTCS C KOHTPOJISI TIOCJIE€ €ro HCIOJTHEHUS,
MOJITBEPHKAEHHOTO JOKYMEHTAJIBHO.

CBUIETENBCTBOM MCIOJIHEHUS JOKYMEHTa (IOpY4YeHMs) SBISETCS IOATOTOBICHHBIN
WCIIOJIHUTENEM U TOJNUCAHHBIA PYKOBOJUTENIEM WJIM HMHBIM YHOJHOMOYEHHBIM JIULIOM
UCXOAAIIMM  WIM  BHYTPEHHMM  JOKyMeHT. B ciaydae  OTCyTCTBUSL ~ JOKYMEHTAa,
CBUJIETEJLCTBYIOIIETO OO0 HWCIIOJIHEHHWH, KPAaTKUE CBEACHHS 00 HCHOJHEHUH (DUKCUPYIOTCS
ucnosnaurenaem B PKK.

Ha wucnonnenHoMm 1okymeHTe o¢opMiIseTcsi OTMETKa 00 HCHOJHEHHWH JOKYMEHTa U
HaIlpaBJIEHUH €r0 B JIEJI0;

148.8. kaprouka ¢ wWHPOPMANKEH, XapaKTEPHU3YIOIICH WCIONMHEHUE, IPEACTABISICTCS
OTBETCTBEHHOMY 3a KOHTPOJIb JJI1 IPOBEPKU HCIIOJIHEHUS U CHATHUS AOKyMEHTa (IIOpy4YEHUs) C
KOHTPOJISL.

IIpu HekauecTBEHHOM MCIIOJIHEHUH JOKYMEHT (TMOpydYeHHE) ¢ KOHTPOJII HE CHUMAeTcs U
IIEPEXO/IUT B Pa3psii HEUCIIOJHEHHBIX B CPOK;

148.9. undopmanus o pe3yabTaTax UCIOJHEHUS TOKYMEHTOB (IOpYUYEHHIT) MEepUOANYECKU
0000111aeTCs ¥ JOBOJUTCS 1O CBEAECHUS PYKOBO/ICTBA;

148.10. KOHTpOJIBHBIE AEUCTBHUSI MOTYT OCYIIECTBISATHCS B KOHTPOJIBHBIX CIIyX0ax U B
MECTax pErucTpalud JOKYMEHTOB C HCIOJb30BAHMEM AaBTOMATU3MPOBAHHBIX CHCTEM
JOKYMEHTAIlMOHHOTO o0ecrieueHus ynpasieHus (ganee — ACJJOY).

I'JTABA 10
COCTABIJIEHUE HOMEHKIJIATYPbBI IEJI

149. YcranaBnuBaroTCs TpU BUAA HOMEHKIATypbl [€l: THUIIOBas, IpPUMEPHas H
HOMEHKJIaTypa Jejl OpraHu3aium.

150. TunoBast U mpUMepHass HOMEHKIATYpbl JeJ — 3TO CHUCTEMaTH3UPOBAHHbBIC MEPEUHU
YHU(UIIUPOBAHHBIX 3aroJIOBKOB €, 3aBOJMMBIX B JICJIIONPOMU3BOJCTBE OpraHU3aIUil C
OJTHOPOJHBIM XapaKTEepPOM JAESITEIbHOCTH U COCTAaBOM JIOKYMEHTOB.

TunoBas HOMEHKJATypa YyCTAHABIMBAET TUIIOBOW COCTAaB JeJlI C E€IUHOM CHUCTEMOM
WHJCKCAIMU W  YHUQUIIMPOBAHHBIMHU  3arojOBKaMH IS  OJHOPOJHBIX IO  XapakTepy
JeSITeIbHOCTH OPraHu3aluii U HOCUT 00sI3aTeNIbHBIN XapaKTep.

[IpuMepHass HOMEHKIIaTypa JeJl YCTAHABIMBAET MPUMEPHBIE COCTAB M MHJAEKCHI J€d IS
OpraHu3anuii, OJHOPOJHBIX IO XapakTepy JeATENbHOCTH, U HOCHUT pPEKOMEHIATEJbHBIH
XapakTep.

Homenkimarypa nien opraHu3aiuy — 3T0 CUCTEMATU3UPOBAHHBIN MEPEYEHb 3ar0JIOBKOB eI,
3aBOJUMBIX B OpraHM3allMd B JIEJIONPOU3BOJACTBEHHOM (KaJ€HIApHOM) Trojay, € YKa3aHUEM
CPOKOB UX XpaHEHHUsI, OPOPMIICHHBIN B YCTAHOBICHHOM IOPSIJIKE.

B nenonpoun3BojcTBE HOMEHKJIATYpa A€l OpraHu3alMM HCIOJIb3YETCs JUIsl TPYNIHPOBKU
HCIIOJIHEHHBIX JIOKYMEHTOB B JIeJla, CUCTEMaTU3alluM, UHAEKCAllUK W y4deTa JIeJ, ONpeaeieHus
CpoKOB MX XpaHeHus. HoMmeHknaTypa Jen sIBJISIETCS OCHOBOM JJi COCTAaBJIEHHUS ONMMCEH Jlen
MOCTOSTHHOTO M BpeMeHHOro (cBbilie 10 JieT) XpaHeHMs, a TakKe€ aKTOB O BBIICTICHUU K
YHUUYTOKEHUIO JOKYMEHTOB U JI€JI, HE MOJUIekKAIIUX XPAHEHUIO.

B apxuBe opranuzanuy HOMEHKJIATypa JEJ UCIIONb3YETCs ISl y4eTa Jesl BpEMEHHOTO (110
10 et BKIIIOUUTENBHO) XpAaHEHUS.

151. TumoBsle W TIpUMEpPHBIE HOMEHKIATYPHI e paszpadaTeiBatoTcs ciayxoamu JIOY
OpraHOB YIpaBJeHUs (BBIIMIECTOSALIMX OpraHU3alMil), MOABEIOMCTBEHHAs CETh KOTOPBIX
BKJIIOYAET PsAJI OJTHOPOJHBIX OpraHu3alui.

TunoBble W TNpPUMEPHBIE HOMEHKIATYpHl JeJ, pa3pabaThiBacMble pECHyOIMKaHCKUMU
opraHaMy TOCYJIApCTBEHHOTO YIPAaBJIEHUS, WHBIMH TOCYJapCTBEHHBIMH OpTaHHU3aLUSIMHU,
nopuuHeHHbIMU [IpaBurenscTBy PecnyOnuku benmapych, yTBepkKIaroTcs MX PYKOBOJIUTEISIMH
nmocne cornacoBanuss ¢ [IOK cooTBercTByromiero opraHa ympaBlieHUs (OpraHu3aluu) H
pecIyOIMKaHCKHM OPTaHOM YIIPABJICHUS, B BEJCHHH KOTOPOTO HAXOMSATCS BOIPOCHI apXHBOB U
JIeJIONPOU3BO/ICTBA.



TunoBble W mpUMEpHbIE HOMEHKIATYphl JIed, pa3padaTbiBaeMble OpraHU3aLUIMU,
SBJIAIOIIMMHUCSA UCTOYHMKAMHU KOMIUIEKTOBAHMS TOCYJapCTBEHHBIX ApXMBOB, YTBEPKIAKOTCSA HUX
pykoBoauTensiMu 1ocie coryacoBanus ¢ LOK stux opraHuzanuii U COOTBETCTBYIOLIUMU
rOCY/1apCTBEHHBIMHU APXUBAMH.

TunoBsle U IpUMEPHbIE HOMEHKJIATYpPHI JIeJ, pa3padaTbiBacMble MHBIMU OpraHU3alUsiIMHU,
YTBEPKIAOTCS UX PYKOBOAMTEISIMU 1ociie cornacoBanus ¢ LIOK satux opranuzanmii.

152. HomeHnknaTypa A€l COCTaBII€TCS B KaxAoW opraHuzauuu. HomeHkiatypbel nen
COCTaBJISIIOTCSA Ha Jiejla BCeM opraHu3aluu (jajee — CBOJHAs HOMEHKJIATypa JeJ) U KaXKIoro
CTPYKTYPHOIO MOJAPA3AECICHHUS.

153. CBozHas HOMEHKJaTypa JAen cocTaBisercs ciyx0oit JJOY Ha ocHOBE HOMEHKIIATYp
JIeJT CTPYKTYPHBIX TIOpa3aeleHuH Mo (opMe COrTacHO mpuiioxkeHuto 10.

CBoziHasi HOMEHKJIATypa J€J COCTaBISIETCA €XKEroJHO, MOIINUCHIBAETCS PYKOBOIUTEIEM
ciryx0b1 JIOY (mumoMm, otBercTBeHHBIM 32 JIOVY), coriacoBbIBaeTCsl € 3aBEAYIOIIUM apXHUBOM
OpraHu3anuy (JUIOM, OTBETCTBEHHBIM 3a apXuB), dKCIepTHOW komuccuelt (nanee — OK) win
OK opranuszanum M yTBEpKIOAETCS PYKOBOAMTENEM OpraHu3aluu 10 1 sHBaps roja, Ha
KOTOPBIA COCTaBJICHA.

154. CBogHass HOMEHKIAaTypa JIe MOJIEKUT COCTABICHUIO HAa TEKYIIUN TOJ IPU CO3IaHUU
HOBOM OpraHu3alMM, a TakKe IIEPECOCTaBICHUIO IIPU PEOpPraHMU3aluM, IOBJIEKIIEH
3HAUUTENIbHbIE U3MEHEHUS B CTPYKTYPE OpraHu3allH.

155. CBogHbleE  HOMEHKJATYpbl i€l ~ OpraHu3alyil, SBISIOIIUXCS  UCTOYHUKAMHU
KOMIUJIEKTOBaHUSI TOCYAAPCTBEHHBIX apXMBOB, COIVIACOBBIBAIOTCS C COOTBETCTBYIOLIMMH
apXMBaMU OJIMH pa3 B IATh JIET WIH N1OCJIE 3HAUNTENbHBIX U3MEHEHUI B CTPYKTYpE OpraHu3aluu
HE3aBUCHUMO OT CPOKA MPEBIIYIIETO COrNIACOBAHMS.

CBonHBIE HOMEHKJATYpbl [J€J1 MHBIX OpraHMsanuil coriacosbBatorcs ¢ [IOK
BBIIIECTOSIIIUX OPraHU3alUi OJUH pa3 B MATH JIET WM IOCJIE 3HAYUTENbHBIX HU3MEHEHUH B
CTPYKTYp€ OpraHM3allid HE3aBUCUMO OT CPOKA MPEBIIYILIETO COINIACOBAHMS.

156. CBoiHBIE  HOMEHKJATypbl JIe]1  OpraHu3aluid, SBJSIIOIIMXCA  MCTOYHUKAMU
KOMIUIEKTOBaHUSI TOCYIapCTBEHHBIX APXUBOB WJIM HMEIOIIMX BBIIIECTOSIIYI0 OpPraHU3aLMIO,
COCTaBIAIIOTCA B Tpex HK3emiuripax. CBOJHBIE HOMEHKJIATYpbl J€l MHBIX OpraHu3alui
COCTaBJISIOTCSA B ABYX K3EMIUISIpaXx.

[lepBbIfi  SK3EeMIIAP HOMEHKJIATYphl Jel XpaHutcs B ciayxoOe JIOY (y nwuna,
orBercTBeHHOro 3a JIOVY), BTOpO# mepenaercs B apXuB OpraHM3allMM B KauyecTBE YYETHOTO
JIOKYMEHTa, TPETU — B TOCYIAapCTBEHHbIH apXUB, MCTOYHUKOM KOMIUIEKTOBAHMSI KOTOPOTO
saBisieTcss opranmzauus, win B [[OK Belmecrosimeil opraHusanuu JJid COIJIacOBaHUs B
COOTBETCTBUH ¢ TpeOOBaHUAMM MyHKTa 155 HacTosmen MHcTpyKkuuu.

157. I[locne yTBEep:KIE€HUS CBOJHOM HOMEHKJIATYphl NI€J1 U3 HEE JEIAl0TCS BBIIUCKU 1O
pazznenaM. 3aBEpEHHBbIE B YCTAHOBJIEHHOM IMOPSAKE BBINUCKU MEPENAlOTCd B CTPYKTYPHbIE
MOJIpa3/IeICHUs] OPTaHU3AIUH JIJTsl HCTIONIB30BAHMS TPH (POPMUPOBAHUH H YUETE eI, 3aBOTUMBIX
B 3TUX CTPYKTYPHBIX IOJIPA3/IECICHUSAX.

158. HomeHknaTypsl /€1 CTPYKTYPHBIX HOJpPA3JIeNeHUuN COCTaBIAIOTCS 1O (opme
COTJIACHO MPUJIOKEHUIO 11.

HomeHnknarypa pen CTpyKTypHOIO MOJpa3JeleHUsl COIVIACOBBIBAECTCA 3aBEAYHOLIUM
apXUBOM OpraHu3anuu (JIMIIOM, OTBETCTBEHHBIM 3a apxuB), DK sToro nmoapasaenenus (mpu ee
HaJIU4YWU) U MOANUCHIBAETCS PYKOBOJIUTEIEM MOIpa3/IeIICHNUS.

159. Ilpu Hamuuuu B OpraHU3aIliyd OOIIECTBEHHOW opraHu3anud (MpogecCHOHATHLHOTO
COI03a | JIp.) €€ HOMEHKJIATypa JeJl COCTaBIsIeTCs 10 (hopMe, YCTaHOBICHHON I HOMEHKJIATYP
JIe CTPYKTYPHBIX TMOapa3feneHuii. JIoKyMeHThl OOIIECTBEHHON OpraHW3allid BKIIFOYAIOTCS B
CBOJIHYIO HOMEHKJIATypy JI€]1 CAMOCTOATEIbHBIM Pa3aeIOM.

160. [Ipn cocTaBieHMM HOMEHKJIATypbl JI€J MCIONb3YIOTCS yCTaB OpraHu3aluu
(mojoxeHue O Hel), MOJIOKEHUSI O CTPYKTYPHBIX MOApA3NIEICHUSIX, IITaTHOE pacHucaHue,
IUTaHBI U OTYEeThl O paboTe OpraHM3allMd U CTPYKTYPHBIX MOJpa3AeiIeHUN, JOJKHOCTHBIE
WHCTPYKIIMK pabOTHHKAaM, TUIIOBBIE M TPUMEpPHBIE HOMEHKIIATYPHI /I, HOMEHKJIATYphI JeT 3a
MIpebIAYIINE TObl, PETUCTPALMOHHBIE (DOPMBI, CIIPABOYHBIE KAPTOTEKH, IEPEYHHU TOKYMEHTOB C
yKa3aHHEM CPOKOB XpaHeHus. M3yuaroTcs cocTaB, KOJIMUYECTBO U COJAEP)KAHME JOKYMEHTOB U
1el1, 00pa3yroLuXcs B IPOLecce AeSITENbHOCTH OpraHU3allu.




161. B HOMEHKIIaTypy el BKJIIOYAIOTCS Jelia (JOKYMEHThI) MOCTOSIHHOTO, BPEMEHHOTO
(cBpime 10 nmer) u BpemeHHoro (mo 10 5eT BKJIIOYMTENHHO) XpaHEHUS, B TOM 4YHCIIE
YUETHO-PETUCTpallMOHHBIE (POPMBI (3KypHAJIbI, KHUTH) U CIPAaBOYHbIE KAPTOTEKH.

B HomeHKNaTypy nen Takke BKIIIOYAlOTCA JOKYMEHTHI, 00pa3yrolmuecs B ACSTeNbHOCTH
BPEMEHHO JCUCTBYIOUIMX KOJUICTMAJbHBIX OPraHoB (KOMHCCHM, COBETOB M T.I.) U
0OIIIeCTBEHHBIX OpraHU3AIUH.

B HoMmeHkiarypy nen He BKIOUaloTcs HamuoHanbHBI peecTp MPaBOBBIX AaKTOB
Pecnyonuku benapyck u npyrue cOOpHHKM HOPMATHUBHBIX NPABOBBIX aKTOB, MEYAaTHBIC U3/IaHUS
(6pomurropsl, CIpaBOYHUKH, WH()OPMAITMOHHBIE JIUCTKHU, OrOJUIeTeHH, pedepaTUBHBIE )KYPHAIBI U
T.J1.), yKa3aTelIHu U APYrue BCIOMOraTeIbHbIe TOKYMEHTHI.

162. CBoiHass HOMEHKJAaTypa el COCTaBJISETCS, KaK IpPaBWJIO, MO CTPYKTypHOMY (B
COOTBETCTBUU C YTBEPKICHHOW U OTPaXEHHOW B IUTATHOM paCHHCAaHUHM CTPYKTYpOil
OpTraHMU3aIMH) WU [0 CTPYKTYPHO-(PYHKIIMOHATHFHOMY MPUHIHUITY (B COOTBETCTBHH CO IITATHBIM
pacrucaHueM, yInpaBIeHUYSCKUMHI (YHKIUSMHI U HAIPaBICHUSAMHU JCATEIBHOCTH OPTaHU3aINN).
B OeccTpyKTypHBIX OpraHu3aldsIX HOMEHKJIATypa JeJd COCTaBlsieTcs MO (YHKIMOHATBEHOMY
MPUHLHUITY (B COOTBETCTBUU C YNPABICHYECKMMHU (QYHKIUSIMHU M HANPABICHUSAMHU ACATEIbHOCTH
OpraHu3aInm).

163. CTpyKTYpHBIMHU 3JIEMEHTAMU HOMEHKJIATYPBI JIeJT SABIISIOTCS pa3ielibl, KOTOPbIE MOTYT
JEJINTHCS Ha TIOJPa3Aebl.

He3aBucumo oT npuHIUNa NOCTPOCHUS HOMEHKJIATYpPHI €7 U YTBEPKICHHOUW CTPYKTYpHI
OpraHu3alluy B NIEPBBIN paz/ies BKIOYA0TCs Aena ciayxos JJOVY.

HammeHoBaHMSI BpEMEHHO NEHCTBYIOMIMX KOJUIETHAJIBHBIX OPraHOB M OOIIECTBEHHBIX
OpraHM3alii B MOPAIKE 3HAUMMOCTH YKa3bIBAIOTCS B KOHIIE HOMEHKIIATyphl JIel B KadecTBe
CaMOCTOSITENIbHBIX Pa3/IeioB.

164. CBognass HOMEHKJIaTypa Aen odopmisieTcss Ha oOmeM OJaHKe OpraHu3alfd WiIu
4grcTOM JucTe Oymaru popmara A4.

165. I'padppl HOMEHKIIATYPHI JIE]T 3aMOJIHSAIOTCS B COOTBETCTBHH C YCTAaHOBJIEHHOW (hOPMOH:

165.1. B rpade 1 HOMEHKIIATYPHI €T YKA3bIBAKOTCS MHIEKCHI Aes. IHIeKC 1e71a COCTOUT U3
yCJIOBHOTO 0003HaueHus1 (MHAeKca) pasaena (moapas/ena) HOMEHKIATYPhl A U HOPSAKOBOTO
HOMEpa Jiefia B Ipejiesiax JaHHoTo pasjena (moapasena).

Hampumep:
1-1, 1-2; 2-1,2-2,2-3

[Tpu HEOOXOAMMOCTHU COCTABHBIC YaCTH MHJIEKCA MOTYT JAOMOIHATHCS (POt «0».

Hampumep:
01-01, 01-02; 02-01, 02-02, 02-03

B CBOI[HOfl HOMCHKJIaTypEC A€J1 OAHOPOJAHBIM A€JIaM, BKIIFOYCHHBIM B Pa3JIMYHBIC Pa31Ciibl
(HOI[paS,Z[eJ'II)I), IMPpHUCBANBAIOTCA OAMHAKOBLIC 3aI'0JIOBKHU.

Hanpuwmep:
[Ipuxa3sl MUHUCTpa IO OCHOBHOM AesATenbHOCTH. Komuu

Jlena, B KOTOpBIE IPYNIIUPYIOTCS JOKYMEHTBI 110 BOIIPOCAM, Pa3pellaeMbIM B TEYCHHUE JIBYX
u Oonee yer (mepexoisiIue jena), BKIIOYAIOTCS B HOMEHKIATYPY el CIeIyIOLIero rojia moj
TEM K€ UHICKCOM.

B koHme kaxnoro pasaena (mojapaszena) HOMEHKIATYpbl el IpeaycMaTpUBAIOTCS
PE3CPBHBIC MHACKCHI JISI HE3AIIIAHUPOBAHHBIX ACJI, 3aBOAUMBIX B TCUCHUC I'OAa,

165.2. B rpade 2 HOMEHKJIATYpBI J€J1 YKa3bIBAIOTCSA Ha3BaHUS Pa3leyioB (MOApPA3/EioB) U
3aroJIOBKH €Il

3arojoBOK Jiejla JOJKEH COOTBETCTBOBATH COAEP/KAHUIO U COCTABY BKIIIOUAEMBIX B HETO
JOKYMEHTOB, ObITh KPaTKUM, KOHKPETHBIM U JOCTYITHBIM JUIsl BOCTIPUSATHSL.



B cocraB 3arosioBka BKIJIIOYAIOTCS YKa3aHWE poOJa 3aBOIUMOIO Jenia (JOKYMEHTHI,
MepernucKa, Jel0) WIM Pa3sHOBHIHOCTH IOKYMEHTOB (MPUKA3bl, MPOTOKOJBI, IUJIAHBI, OTYETHI,
aKTHl ¥ Jp.) ¥ HA3BaHUE TEMBI (COAEepKaHUE) JIeTa.

B 3arosoBku onpeiesIeHHbIX KaTeropui Il JOMOIHUTEIFHO BKIIIOYAOTCS:

yKa3aHUE aBTOpa JIOKYMEHTOB (IIOJIHOE, COKpAIlleHHOE WU BHUJIOBOE HAaWUMEHOBAHUE
OpTaHu3aIluH, CTPYKTYPHOTO MOIPa3/IeICHUS WIN JOJDKHOCTHOTO JINIIA);

Hampumep:
[Tprka3zsl AupeKTOpa MPEeIIPHUITHS IO OCHOBHOI JEATEIbHOCTH

yKa3aHue ajipecaTa Uil KOpPPEeCIOHeHTa JOKYMEHTOB;

Hampumep:
Ieperncka ¢ MunncTepcTBOM tocTrin PecryOuku benapych o mpoBeneHNH FOPHIMYECKON SKCHEPTU3BI
HOPMAaTHBHBIX IIPaBOBBIX akToB PecnyOmmku bemapychb

reorpauyeckoe Ha3BaHUE HACEIEHHOIO IYHKTa WJIA TEPPUTOPHH, C KOTOPOH CBSI3aHO
coJiep>kaHue JOKYMEHTOB JIeNia;

Hanpumep:
Otuethl cpemuux kol bopucorckoro, [[3epxxuHckoro m Kpyrckoro paiioHoB MuHcko#t obmacta 00
y4eOHO-BOCTIMTATENBHOW paboTe

JaThl (nepﬂoz[), K KOTOPBIM OTHOCUTCs COACPIKAHUC JJOKYMCHTOB ACJIA,

Hanpumep:
OTueTsl TOCYJapCTBEHHBIX apXUBOB O KOMIUIEKTOBAHMM JOKYMEHTaMU JIMYHOTO IIPOUCXOXKIEHUS B
2001-2006 rr.

YKa3aHHC Ha KOITMIHOCTH JOKYMCHTOB, BKIIFOUCHHBIX B ACJIO.

Hanpuwmep:
[Ipuxassl fupeKTopa NpeArnpUATUs 10 OCHOBHOM AesATenbHOCTH. Konun

TepmuH «Jl0OKyMEHTBI» HCIIOJIB3YETCSI B 3aTOJIOBKE:

IIpU TPYNIIUPOBKE B JEJIO Pa3IUYHBIX BHUAOB JOKYMEHTOB II0 OZHOMY BOIIPOCY, HE
CBSI3aHHBIX II0OCJIEOBATEIbHOCTBIO [JEJIONPOMU3BOJACTBA. B KOHIE 3arojoBka B CKOOKax
YKa3bIBAKOTCS JBa-TPU OCHOBHBIX BHJA JOKYMEHTOB, BKIIFOUEHHBIX B JI€JIO0;

Hanpumep:
JIOKyMEHTBI O CTPOUTENILCTBE CIIOPTUBHOTO KOMILIEKCA ((PMHAHCOBBIH OTYET, CMETHI, CIIPaBKH | JIp.)

Inpu O6T>GI[I/IH6HI/II/I B OJHOM JI€CJIC ,Z[OKYMCHTOB—HpI/IJ'IO)KCHI/Iﬁ K KaKOMy-J'II/I6O JOKYMCHTY
WJIA TPYIIIC JOKYMCHTOB.

Hanpuwmep:
JIOKyMEHTHI K TIPOTOKOJIaM 3acedaHuil Koyierun MuHucTepeTBa 3a 2007 rox

TepMI/IH «I[eno» HCIIOJIB3YCTCA B 3aroJIOBKC IIpH OGT:GIII/IHGHI/II/I B JICJIC PA3JIMYHBIX BUIOB
JOKYMCHTOB I10 OJHOMY BOIIPOCY, CBA3AHHBIX IMOCJICA0BATCIbHOCTBIO €0 pCIICHUA.

Hampumep:
Hemo o paccMoTpennu xanoos1 iBanosa W.1.

Tepmun «Jleno» ynorpe0iasieTcs: B Ha3BaHUAX JIMYHBIX, CY/I€OHBIX, apOUTPAKHBIX JIE.

B 3aronoBkax nen ¢ NEpENUCKON YKa3bIBAIOTCS KOPPECIOHAECHT WM KOPPECIOHEHTHI,
€CJIM TEepenucKka BEAETCS C OJHUM, JABYMS WM TpPeMsl KOPpPECHOHJIEHTaMH, U COJEp)KaHHe
BOIPOCA, 110 KOTOPOMY BEJETCS NEpEnucKa.



Hampumep:
Ileperncka ¢ MUHHCTEPCTBOM 3ApaBOOXPAHEHUs, I'OCYAApPCTBEHHBIM mnpennpustueM «bendapmammsa» o
MIOCTABKE JICKAPCTBEHHBIX IIPENapaToB

Ecnmu mepernucka Bepercs ¢ Oojee 4eM TpeMsi OAHOPOJHBIMH KOPPECTIOHJCHTAMH, OHU
MOTYT OBITh Ha3BaHbI B 3ar0JIOBKE 000OIIIECHHO.

Hanpuwmep:
[lepenncka ¢ WCHOJHUTENBHBIMM KOMHTETaMH oOjacTeld M T. MHHCKAa O paclpeleleHHH MOJIOIBIX
CIIEI[MAINCTOB

Ecnu mepemnucka Benetcst ¢ Oosee yeM TpeMs Pa3sHOPOIHBIMH KOPPECIOHAEHTAMH, HX
Ha3BaHUs B 3ar0JIOBKE, KaK NMPABUIIO, HE YKA3bIBAIOTCS.

Hampumep:
IIepenucka o 3aKJIIOUEHUH JOTOBOPOB Ha IIOCTaBKY MATEPUAIOB U KOMILIEKTYOIIUX

B 3aronoBkax, cojaep)Kallux IUIAHOBYIO WJIM OTYETHYIO JOKYMEHTAlMIO, YKa3bIBAIOTCS
YHUCJI0, MECHLI, KBapTall, TOJ, Ha (3a) KOTOPBI COCTABIIEHBI IOKYMEHTHI.

Hampumep:
[Tmans! paboTHI CTPYKTYPHBIX HOApa3aeneHuii mpeanpuatust Ha IV kB. 2007 .
KsapTanpHbIe 0TUETHI 0 paboTe CTPYKTYPHBIX MOApa3aeneHmi npeanpustus 3a 2007 rox

He nomyckaercst MCIIONb30BaTh B KaUeCTBE 3arojOBKOB (hOPMYIHPOBKH, HE OTPaXKArOIINe
COCTaB M COJEp’KaHHE JOKYMEHTOB, BKJIIOUEHHBIX B feno («Marepuans», «/lokymMeHTanbHbIe
MaTepHuaibl», «Pa3Hbple JOKyMEHTb», «DUHAHCOBBIE JOKYMEHThI», «O0I11as nepenucka» u T.11.),
U OIlpejeNeHus, B KOTOPBIX BHUJ JOKyMEHTa 3aMeHeH aelictBueMm («MccnenoBanue ...»,
«Paccmotpenue ...», «O0ecrneyeHue ...» 1 T.1.).

B nporecce popmupoBaHus A€ 3ar0JIOBKM MOTYT YTOUHSITHCSL.

3aronoBku B paszfenax (moapaszfenax) HOMEHKIATYphl JIell CHCTEMAaTH3UPYIOTCS 10
rpyImnam B 3aBUCHMOCTH OT 3HAYMMOCTHU M B3aUMOCBSI3U €T B CIIEIYyIOLIEM MOpsAKe:

HOpMaTHBHbBIE TpaBoOBble akThl PecrnyOnmku benmapych (mekpersi, ykasbl llpe3uaenra
Pecniyoiuku benapych, 3akonsl Pecryonuku benapycek, mocranoBinenusi Coeta MuHHCTPOB
Pecny6nmuku benapycs u ap.);

yupeIuTeNbHbIE JOKYMEHThl OpraHu3anuu (yCTaBbl, IIOJOKEHUS, CBHUJIETEIBCTBA O
perucTpanuu u ap.);

pacnopsAUTENbHbIE W METOJUYECKHE  JOKYMEHTBHl  BBIIIECTOSIIIMX  OpraHu3aiui
(mocTaHOBIIEHUS, IPUKA3bl, YKa3aHUS U Jp.);

pacropsauTeIbHbIE JOKYMEHThI OpraHu3alui (IpUKa3bl, paclopsKeHUs U JIp.);

OpraHM3aLMOHHBIE TOKYMEHTHI (IUTAaTHBIE PACIIMCAHUS, I0JI0KEHUS, MHCTPYKIUH, TpaBuia
¥ 1Ip.);

IIPOTOKOJIBI;

IIJIaHbL;

OTYETHI;

JIOTOBOPBIL;

CTIPaBOYHO-UH(POPMAIIMOHHBIE TOKYMEHTHI (aKThI, CIIPAaBKH, HHPOPMAIIUHU, CBOJKH U JP.);

HIepenucKa;

YYETHO-PETUCTPALIIOHHBIE (POPMBI.

[lopsimox cucremartu3alli MHBIX 3aroJIOBKOB  JIEJI  ONPEJENSETCs COCTaBUTEIEM
HOMEHKJIATYPBI.

CucremaTtu3zaliys 3arojoBKOB JI€JI BHYTPH Ka)KJO0M I'PYIIIbI ONPENENISETCsS B COOTBETCTBUU
CO 3HAYUMOCTBIO JOKYMEHTOB U CPOKAMU MX XPAaHEHHUS: MPUKAa3bl 10 OCHOBHOM AESTENbHOCTH
pacriosiaraiotcs nepej; NpuKa3aMy IO JIMYHOMY COCTaBy, FOJIOBBbIE IUIAHBI U OTUETHI — IEpe]
KBapTaJlbHbIMU ¥ MECSYHBIMM, IIE€PENHUCKa C BBIILIECTOSIMMU OpTraHU3alUsIMH — TEpe]
NEPENUCKON ¢ MHBIMHM OpraHU3alUsAMU U T. 1.



Cucrematuzanus  3arojloOBKOB  OJHOPOJHBIX  JeJ, COAEpXkallhuX HauMEHOBaHUs
KOPPECTIOH/IEHTOB WJIM reorpaguuecKkue Ha3BaHMsl, OCYLIECTBISETCS MO andaBuTy;

165.3. rpada 3 HOMEHKJIATYpHI J€J 3alOJIHIETCS B KOHIIE JI€JIONPOU3BOICTBEHHOTO Toja.
B Heil yka3piBaeTcs KOJIUYECTBO Jied (TOMOB, 4acTeil), 3aBe/ICHHBIX B OPraHU3aIlMN B TEUCHHUE
roJia noJi COOTBETCTBYIOLIUM 3ar0JI0BKOM;

165.4. B rpade 4 yKa3bIBAIOTCSI CPOKM XpaHEHHs Jiel, OIpeesiseMble COTJacHO
JNEHCTBYIOIIUM TEpPEYHSIM THUIIOBBIX JOKYMEHTOB U (WMJIM) BEIOMCTBEHHBIM TEPEYHIM
JOKYMEHTOB C YKa3aHHEM CpPOKOB XpaHEHUs, MHbIMHM aKTaMH 3aKOHOJaTelbCcTBa PecmyOnuku
Bbenapycb, 1atoTcst CChUIKM HAa COOTBETCTBYIOUINE MYHKTHI U (MJIM) CTaThbU MEPEUHEH.

Cpoku XpaHeHMs AOKYMEHTOB, HE OTpak€HHBIX B mIepeuHsax, onpeaessorcs LIOK (BK)
OpraHu3alui MO COTJACOBAHUIO C OpraHaMU M YYPEeXICHUSMH [ 0CymapCTBEHHOW apXHMBHOM
ciyxkOpl  PecnyOnmuku  bemapych (it opraHuzanuid, — SBJSIONIMXCA — UCTOYHUKAMU
KOMIIJIEKTOBaHUSI TOCYIapCTBEHHBIX apxXxuBoB) win LIOK BelmecTosimux opraHu3zauui (Juist
WHBIX OpraHu3anui);

165.5. B rpade 5 «lIpumedanue» MPOCTABISIIOTCS OTMETKH O IEPEXOAAIIUX JeaxX, O
HE3aBEJICHUU JIeJ, O Mepeaayde Jiel B IPYryl0 OpraHU3alMI0 WIM CTPYKTYpHOE MOJpa3ieicHUuE
JUISL IPOJIOJIKEHUS, O BBIIETICHUH JIeTT K YHUUTOKEHUI0, 00 yTpaTe Jiej, O JINLAaX, OTBETCTBEHHBIX
3a (QopMHpOBaHUE [eJI, O IepeJaue B apXHB OpraHu3aluu Jen BpeMeHHoro (mo 10 iner)
XpaHeHus, O Jarax W wuHAekcax mnpoTokosnoB 3acemanuit [[DK (OK) opranmzanum, B
COOTBETCTBUU C KOTOPBHIMU YCTAaHOBJIEHBI CPOKH XpaHEHHUS JOKYMEHTOB, HE OTPaKEHHBIX B
MEPEYHSIX THIOBBIX JOKYMEHTOB U (MJIM) BEJOMCTBEHHBIX MEPEYHSIX JOKYMEHTOB C yKa3zaHHEM
CPOKOB XpaHEeHHus, 1 JIp.

166. B xoHIle CBOJHONM HOMEHKJIATYPHI Aei neped pekBu3uToM «lloamuce» ykasbiBaroTcs
Ha3BaHUS HOPMATHBHBIX IIPaBOBBIX AaKTOB, MCIIOJb30BAaHHBIX IIPU OIPENEICHUH CpPOKOB
XpaHEHHus Jell.

167. I1o okoH4YaHUU AETOMPOU3BOACTBEHHOIO Tofa ciayx0o0it JIOY opranuzanuu B KOHIE
CBOJIHOI HOMEHKJIATYpbl JI€]1 COCTaBJISETCS MTOrOBas 3allUCh O KaTEropusiX U KOJUYECTBE
3aBeIEHHBIX JAeN mo ¢opMe coriacHo mpuiokeHuto 12. MTorosble 3amucu K HOMEHKJIATypam
Jiesl CTPYKTYPHBIX MoApa3zencHuil (00IIeCTBEHHONH OpraHu3allii) COCTaBISIOTCS IO 3TOM ke
dbopMe ® TIONMUCHIBAIOTCS PYKOBOJWUTEISIMH OTUX ToJpa3zielieHud  (0OmecTBeHHOU
OpraHu3aIum).

I'JTABA 11
OOPMHNPOBAHMUE JIEJI

168. ®opmupoBanne €1 — TPYNNUPOBKA HCHOJHEHHBIX JIOKYMEHTOB B Jiella B
COOTBETCTBUU C HOMEHKJIATYpOH Jell.

JIOKyMEHTBI TPYITIUPYIOTCS B JieJia pabOTHUKAMU, OTBETCTBEHHBIMU 3a JIEJIOMPOU3BOICTBO
B CTPYKTYpPHBIX mofpasneneHusx. KoOHTponb 3a TpaBHIBHBIM (OpMHpOBaHUEM el B
OpraHu3aIuu ocyliecTBisieTcs ciyxooi IOV,

169. JIokyMeHTBI TPYIIUPYIOTCS B JieJIa COTJIaCHO OTMETKaM 00 MCIOJIHEHHH JTOKYMEHTOB
«B nmeno No». Ilpu sTOM TpOBEpSIOTCS MPABUIBLHOCTH O(OpPMIIEHUS TOKYMEHTOB, HajIH4due
MONUCEH, 1aT, OTMETOK 00 UCTIOJTHEHUU U JPYTHUX HEOOXOIUMBIX PEKBU3UTOB JIOKYMEHTOB.

170. B nmena rpynmupyroTcs HOKYMEHTHI OJHOIO JEJONPOM3BOJCTBEHHOrO ToOfa, 3a
HCKITIOUEHUEM TEePEXOISAIINX, JIMYHBIX U CYIeOHBIX eI

JIOKyMEHTBI TIOCTOSIHHOTO, BpemMeHHOTo (cBbimie 10 met) m BpemeHHoro (mo 10 mer
BKJIIOUUTEIBHO) XpaHEHUs TPYNIUPYIOTCA B OTAEIbHBIE Jena. Jlomyckaercs BpeMeHHas
TPYNIUPOBKA B OJIHOM JI€Ji€ JOKYMEHTOB C pPa3JIMYHBIMU CPOKaMHU XPAaHEHUSs, CBSI3aHHBIX
peuieHreM ofHoro Bompoca. [lo OKOHYaHMM JETONPOM3BOACTBEHHOIO TroJila TakHue jena
pachOopMUPOBBIBAIOTCSA, & TOKYMEHTHI TPYIIUPYIOTCS B CAMOCTOSITENIBHBIE JIela B 3aBUCHMOCTH
OT CPOKOB UX XpaHEHHS.

B neno BkiouyaeTcs TOJNBKO OAMH JK3EMIUIAp KaXKIoro aokymeHta. He nmomyckaercs
BKJIIOYATH B JieNia JOKYMEHTBHI, MTOJIekKAIINe BO3BPATy, YePHOBBIE U TyOIETHBIE IK3EMIUISPHIL.

[Ipunoxenust GopMHUPYIOTCS B Jiefia BMECTE C IOKYMEHTaMH, K KOTOPbIM OHH OTHOCSTCS.
[Ipu 3HaUMTETFHOM 00BEME PUIIOKEHUH OHU TPYIIHPYIOTCS B OTAEIbHBIE JeNa.



171. O6bem nena He MODKEH IpeBbimarh 250 mucToB mpu TosmHe He 0omee 40 mm. [Tpu
OospiieM oO0beMe JOKYMEHTOB €0 AENSAT Ha CaMOCTOSITENbHBIE TOMA; JOKYMEHTHI Ka)XIO0TO
TOMa SIBJISTFOTCS TIPOJIOJDKEHUEM MPEIBITYIIETO.

172. JlokyMeHTbl B JieJ€ CHUCTEMATU3HPYIOTCA [0 CIEAYIOIIMM MPHHIUIAM W HX
COBOKYITHOCTH: BOMPOCHO-JIOTHUECKUH, XPOHOJOTHYECKUH, al(aBUTHBINA, HyMEpalMOHHBIA MU
Ap.

PacnopsiqutenbHble JOKYMEHTHI TPYIIUPYIOTCS B JIea 10 BUJAM U CUCTEMATU3HPYIOTCS B
MOPSIIKE BO3pACTAaHUSI HOMEPOB.

[Ipuka3zpl u pacnopspkeHUss 1O OCHOBHOW JEATENBHOCTM M IO JUYHOMY COCTaBy
TPYNIUPYIOTCS B OTJIEIbHBIE JIETa.

[Ipuka3bl 1 pacnopspKEHHs 1O JIMYHOMY COCTaBy TPYIIUPYIOTCS B OTACIbHBIC Jelia B
3aBUCHMOCTHU OT CPOKOB UX XPAHEHUS:

0 MmpueMe, epeBo/ie, YBOILHEHUH, MTOOIIPEHUH, IPEMUPOBAHNUN, YCTAHOBICHUH HA0ABOK,
MIPUCBOCHUU KBAJIM(DUKAIIMOHHBIX KaTeropuid, pa3psAaoB, KJIACCOB, JINTEIbHBIX (0ojee Mecsia)
U 3apyOexHBIX KOMaHIMPOBKAX, 3aKIOYEHHMM M TPOJUICHUH TPYIOBBIX JOTOBOPOB
(KOHTpaKTOB);

O TIPEJOCTABJICHUH OTIYCKOB, HAJIOXKEHUW B3BICKAHWW, HA3HAUYCHUH JEKYPHBIX,
KOMAaH/IUPOBKaX.

PacniopsimuTenbHble  JOKYMEHTBI  ONPEICICHHOW PAa3HOBUIHOCTH, PETHCTPUPYEMbIE
OTIETLHO B COOTBETCTBUU C TpeOOBaHWSMU TOANYHKTOB 142.3 wu 142.4 HacTosmen
HNHcTpykuuu, rpynnupyroTcst B OTAEIbHBIE JIeTa.

[IpoTokonbl B Jnejax CHUCTEMATH3UPYIOTCS MO XPOHOJIOTHU B TOPSJIKE BO3PACTAHHS
HOMEPOB.

[1naHbl, OTYETHI, CMETHI, TUTYJILHBIE CIIUCKU TPYIIUPYIOTCS OTAEIBHO OT PACUE€TOB K HUM.

[Inanbl 1 OTYETHI TPYNIUPYIOTCS B J€JIa TOTO ro/ia, K KOTOPOMY OHH OTHOCSATCS TIO CBOEMY
COZIEpKaHUIO0, HE3aBUCHMMO OT BpeMEHHM HX cocTaBieHusa. Hampumep, nman Ha 2006 ron,
cocraBneHHbIi B 2005 roxy, wim order 3a 2006 rox, cocraBneHHsblid B 2007 roay, JOMHKHBI OBITH
otHeceHbl K 2006 roxy. Ilmansl, paccunTaHHBIE HA HECKOJIBKO JIET, (GOPMHUPYIOTCS B Jieja IO
Ha4yalbHOMY T'OJly UX JACHCTBHS; OTUETHI O BBHIOJHEHUHU TAaKUX IJIAHOB (POPMUPYIOTCS B JIena MO
MOCJIeIHEMY TOJy JE€HCTBUS TJIaHA.

Jlena ¢ nepenuckoii, Mopy4eHUssMU U TOKYMEHTaMU 00 MX BBIIOJIHEHUU (POPMHUPYIOTCS IO
BOIIPOCHO-JIOTUYECKOMY TPUHLHIY, MPEeIyCMATPUBAIOUIEMY PACHOJ0XKEHUE JIOKYMEHTOB B
JIOTUYECKOM TOCJIEIOBATEILHOCTH PEIICHUs BOMPOCA: TEPBHIM IMOMENIACTCS WHHUIIMATHBHBIN
JOKYMEHT (3ampoc UK TIOpYyYEeHHE), 32 HUM — JOKYMEHT-OTBET.

JIOKyMEHTBI JIMYHOTO Jejla CUCTEMATU3UPYIOTCS B IMOPSAKE, YCTAHOBIEHHOM aKTaMu
3akoHofaTenbcTBa Pecnyonuku benapyce.

OOpamienust TpaxkJaH H JOKYMEHTHl 10 WX PACCMOTPEHUIO TPYNIUPYIOTCS B
CaMOCTOSITENIbHBIC JIeJla U CUCTEMATU3UPYIOTCS B XPOHOJIOTHYECKOM HIIM al()aBUTHOM TOPSIJIKE.
OOpamienust TpaxkJIaH, CoOJepKallhe MPeUIOKEHHs 1O  YIYYIIEHHIO  JAesTebHOCTH
rOCyJlapCTBEHHBIX OPraHOB, WHBIX OpTaHU3alMi (JIOJDKHOCTHBIX JIMII), COBEPUICHCTBOBAHHIO
MIPABOBOTO PETYJIMPOBAHKS OTHOIICHWI B TOCYJapPCTBEHHON M OOIIECTBEHHOW JKU3HU, PEIICHUIO
BOIIPOCOB AKOHOMUYECKOHM, TOJUTHYECKOW, COIHAIbHONM U Jpyrux cdep AesTeNbHOCTH
rocymapcTBa M oOIIeCTBa, TPYNIHUPYIOTCS OTACTHLHO OT OOpalIeHW TpakJaH IO JIMYHBIM
BorpocaMm. Kakymoe oOpaimieHne W JOKYMEHTHI [0 €r0 PACCMOTPEHHIO COCTaBIISIIOT B JIEJIe
camocTrosTenbHyt0 rpynmy. [loBTopHBIE OOpaimieHuss ¥ AOKYMEHTBI MO HX PacCMOTPEHUIO
CHUCTEMAaTU3UPYIOTCS B JIeJIe BMECTE C MPEABITYIIUMH.

JlunieBple cyeTa TPYNNUPYIOTCS B CaMOCTOSITENBHBIC Jiefla B TMpeneiax roja |
CUCTEeMATU3UPYIOTCS O an(aBUTy HaMUITHIA.

I''IABA 12
OKCIIEPTU3A HEHHOCTHU JOKYMEHTOB

173. ODkcnepTu3a LEHHOCTH  JOKYMEHTOB —  OINPEACIIEHUE  Hay4YHO-UCTOPUYECKOM,
COLIMAJIbHO-KYJIBTYPHON IEHHOCTH M MPAKTUYECKOW 3HAUYUMOCTH JOKYMEHTOB C IIE€JIBIO
YCTaHOBJIEHHS CPOKOB UX XpaHEHUsS U 0TOOpa Ha XpaHEHHUE.



174. DxcnepTr3a LIEHHOCTH JOKYMEHTOB B OpraHU3allid OCYIIECTBISETCS MOCTOSHHO
nevcteytomer OK. B rocynapcTBEHHBIX OpraHax W HMHBIX OpraHM3alusX, HMEIOUIUX
MOAYMHEHHBIC OPTaHU3AIlMU, CO3/IAI0TCSI MMOCTOSHHO AcicTByromme [[DK.

9K (OK) nelicTByeT Ha OCHOBAaHWU TMOJOXKEHHS, YTBEPKIAEMOTO PYKOBOIUTEIEM
opranmzanuu. llomoxenuss o IK (OK) opranuzauuii, SBASIOIUXCS UCTOYHHUKAMU
KOMIUJIEKTOBaHUSI TOCYAApCTBEHHBIX apXHMBOB, COTJIACOBBIBAIOTCS C COOTBETCTBYIOLIMMH
roCyJapCTBEHHBIMU apXUBaMU, HHBIX opranuzanuii — ¢ [{OK BeimecTosmux opranu3ammii.

175. IOK (3K) coznaerca B cocraBe He meHee 3 uenoBek. [Ipeacemarenem DK (DK)
Ha3HAYaeTCsl 3aMECTUTENIb PYKOBOIUTENS OpraHU3alli{, YIEHAMU — PYKOBOJUTENb CIYXKObI
JOVY (nmuno, orBerctBeHHOE 32 JIOY), 3aBeAyIONIMil apXUBOM (JIUI[0, OTBETCTBEHHOE 32 apXUB)
OpraHu3alliy, TJIABHBIA OyXranTep W Apyrue Hambosiee KBaIM(UIMPOBAHHBIE PAOOTHHUKH
opranuzaruu. B cocraB [IDOK (OK) opranmszanum, sBistomencs KICTOYHUKOM KOMIUJICKTOBAHHS
TOCYAapCTBEHHOTO apXHMBa, MOXXET BKIIOYATbCS pabOTHUK COOTBETCTBYIOLIETO AapXHBA.
[lepconanbusiit cocraB LIOK (OK) yrBepxpmaercs nmpukazom (pacnopsiKeHHEM) PYKOBOJIUTEIS
OpraHH3aIiH.

176. OcnoBubivu pyakuusmu [[IK (OK) sBisroTcs:

COTJIaCOBaHME TMPOEKTOB HOMEHKJIATyp JieJ OpraHu3alud M €€ CTPYKTYpPHBIX
NOApPa3ACICHU, TUNOBBIX U  NOPUMEPHBIX  HOMEHKIATyp  J€J, HMHCTPYKUUH IO
JIEJIONPOU3BOJICTBY, NPOEKTOB TNEPEYHEN JIOKYMEHTOB C YKa3aHHEM CpPOKOB XpaHEHMS,
METOJIMYECKUX IOKYMEHTOB 110 JIeJIONPOU3BOJICTBY;

€XKEroJHbII 0TOOp JOKYMEHTOB Ha XpAaHEHUE U YHUUTOXKEHUE;

COIVIACOBAaHUE OMNHUCEH [Iel IOCTOSHHOTO XpaHEHHUs, BpeMeHHoro (cBbime 10 1er)
XpaHEHHUs U TI0 JTUYHOMY COCTaBY;

COTJIaCOBAaHUE AKTOB O BBIJICJICHUM K YHUUYTOXXCHHUIO JOKYMEHTOB W JIE€J, HE MOJIeKAIINX
JalIbHENIIEMY XPAHEHUIO;

MOJATOTOBKA MPEIOKEHU 00 W3MEHEHHWU CPOKOB XPAHEHMsI OTIEIbHBIX KaTeropuid
JIOKYMEHTOB, YCTAHOBJICHHBIX 3aKOHOJATENbCTBOM PecmyOnmku benapych, ' BHeceHue MX Ha
pacCMOTPEHHE OPTraHOB W opraHu3anuii ['ocymapcTBeHHOW apXWBHOUM CIykObl PecmyGmuku
benapycs;

OCYILIECTBJICHHE METOAMUYECKOTO PYKOBOJCTBA U KOHTpoJsl 3a jedarenbHocThio OK
CTPYKTYPHBIX MOJpa3ieJIeHUI U MOAYNHEHHBIX OpraHU3aIui;

NPUHATHE PELICHUH IO BOMpPOCaM COBEPLICHCTBOBAHMS JAEJIONPOU3BOACTBA U PabOTHI
apXuBa OpraHU3alUy U MOJYUHEHHBIX OpraHU3alui.

177. 12K (OK) sBisieTcss coBemaTeIbHBIM OPTaHOM, PEIIEHUS KOTOPOTO YTBEPIKIAIOTCS
PYKOBOAMTENIEM OpraHU3aINH.

3acenanus LIOK (OK) u npunumaemsble perienust ohopMIISIOTCS TPOTOKOJIAMHU.

178. HenmocpeacTBeHHBIN OTOOpP JAOKYMEHTOB Ha apXMBHOE XpaHEHHWE U BBIACICHHUE K
YHUYTOXKEHUIO TPOM3BOIUTCS PAOOTHUKAMHU CTPYKTYPHBIX MOJpPA3/IeNIeHUH OpraHu3aluu, B
NESATETLHOCTH KOTOPBIX OHU OBLTH 00pa30BaHbI.

[IpyHUMOBI, KpUTEPUHM U TOPSAOK MPOBEACHHUS HKCIEPTU3bl LIEHHOCTH JIOKYMEHTOB
OTIpeNIeNIAIOTCS aKTaMH 3aKOHO1aTeNbeTBa Pecrryonmku benapycs.

179. 1o pe3ynpTaTam 3KCIEPTU3bI LIGHHOCTH U 0TOOpA JTOKYMEHTOB COCTAaBJISIOTCS OMUCH
JIeJ1 TOCTOSIHHOT 0, BPEMEHHOTO (cBbllIe 10 j1eT) XpaHEeHUsI U 110 JIMYHOMY COCTaBY, a TAKXKE aKThl
O BBIJICJIEHUU K YHUUYTOKEHUIO JOKYMEHTOB, HE IOJIJIEKALINX XPAHEHHUIO.

I'JTABA 13
OP®OPMIJIEHME JAEJI

180. Jlena opranuzaruii mojiexxar oOpMIICHUIO TP WX 3aBEICHUH M TI0 3aBEPIICHUU
JeNIONpPOU3BOACTBEHHOr0 roaa. OdopmieHue Aen MPOBOAUTCS PaOOTHUKAMH CTPYKTYPHBIX
MO/Ipa3/INICHU, B KOTOPBIX OHU (DOPMHPYIOTCSL.

181. B 3aBUCMMOCTH OT CpPOKOB XpaHEHHUs MPOBOAMUTCSA TMOJHOE WM YaCTUYHOE
odopmiieHue aed.



YactuyHoMy 0(OpMIICHUIO MOAJIEKAT BCE JIeNa MPU UX 3aBEICHUH B JEIONPOU3BOICTBE.
[TomHOMY OOpMIIEHHIO MTOIEXkKAT Jiea MOCTOSHHOTO U BpeMeHHOTO (cBbiie 10 jer) XxpaHeHus
IIOCJIE UX 3aBEPIIEHUS JETONPOU3BOACTBOM.

182. YactuyHoe  odopmiieHHE  Jela TpH  3aBEICHUM B JICJONPOU3BOJICTBE
npeaycMaTpuBaeT opopMIIeHHE PEKBU3UTOB OOJIOXKKH JieJa B COOTBETCTBHHM C HOMEHKJIATYPOI
nein. Ha o6noxke nena yka3blBaloTCs:

HAaUMEHOBAHHE BBIIIECTOSIICH OpraHU3allnu;

HauMEHOBAaHME OpraHU3alllu;

HAaMMEHOBaHWE  CTPYKTypHOrO  MojpasfeneHus Wik  (QyHKOUM  (HaIlpaBJICHUS
NeSITeIbHOCTH) OPTaHU3aI[Mi B COOTBETCTBUU C HOMEHKJIATYPOIl Jet;

WHJEKC Jella IO HOMEHKIaType Ae;

3aroJIoBOK JIefa;

roJl, B KOTOPOM 3aBOJUTCS JIEN0;

CPOK XpaHEHHUs Jena.

183. TlomHoe oopmieHHUE ena mpeaycMaTpPUBaET:

MO/IUMBKY WIN NIEPEIIET JIeNa;

HyMEpaIuIo JIUCTOB B JEIE;

COCTaBJICHUE BHYTPEHHEH ONMHUCH JIOKYMEHTOB Jefia (B ClIydasiX, ONpeAeCHHbIX IYHKTOM
186 nacrosmeit MHcTpykuun);

COCTaBJICHUE JINCTA-3aBEPUTEIS JIeTIa;

oopmieHre U YTOUHEHUE PEKBU3UTOB OOJIOKKH €A,

CHCTEMAaTH3aIMI0 JOKYMEHTOB [ella B COOTBETCTBUM C TpeOOBaHUSMH TaaBbl |1
HacTtoset MHcTpyKiuu.

184. lena, mouiexanie moJiHoMy oQOpMIICHHIO, MTOAIIMBAIOTCA HE MEHEEe YeM B YEThIpe
IIPOKOJIa B TBEPAYIO OOJIOKKY WM MEPEIUIETal0TCs C Y4ETOM BO3MOXHOCTH CBOOOJIHOTO YTEHHUS
TEKCTa BCEX JIOKYMEHTOB, JaT, BU3 U PE30IOLUN Ha HUX. JJOKyMeHThI, 0(hOpMIICHHBIE HA JIUCTAX
Oymaru gopmara A4 B anpb00MHOI OpHEHTAIMH, TOAIIMBAIOTCA (TIEPEIUIETAIOTCS) 3a JIEBOE T0JIe
u ckiaabiBatoTcs. [lpu moaroroBke nen K MOMIMBKE (TEpPEIUIeTy) METaTIMYeCKHe MPEeAMEThI
(OynaBku, CKOOBI, CKPENKH U Jp.) U3 JOKYMEHTOB YAAJSFOTCA.

Jlena OCTOSIHHOTO XPaHEHUs1, COCTOSIINE U3 JOKYMEHTOB 0CO00# HaydHO-UCTOPHUYECKOM,
XYIOKECTBEHHOW M MHOW LIEHHOCTH WJIM HePOpPMATHBIX JOKYMEHTOB (UEPTEXKHU, PYKOMHCH U
T.J.), XpaHATCS B TAamKax C TpeMs KIalMaHaMd U 3aBA3KaMd WMIU B KapTOHHBIX (QyTispax
(kopobkax).

185. JIucTtel B jnenie, KpoMe JMCTa-3aBEpUTENS JieJla W JIMCTOB BHYTPEHHEH OIUCH,
HYMEpYIOTCS B MPAaBOM BEpXHEM YTy apaOCKuMu mudpamu 4epHBbIM rpadUTHBIM KapaHIalloM.
Hcnonb3oBaHne 4YepHUT M IBETHBIX KapaHAalledl A HyMepaluH JIMCTOB HE JIOIYCKaeTcs.
JIucTel BHYTpEeHHEH OMHCH AOKYMEHTOB Jelia HyMEpYIOTCS OTAENbHO. JIMCThI Kaxaoro toma
JieJia HyMEpYIOTCSl OTJIENBHO.

CrosXKeHHBIN JIUCT Pa3BOPAUYUBACTCS U HYMEPYETCs B TpaBOM BepxHeM yriy. JIuct aroboro
¢dopmara, MOAIIMTHIN 3a OUH Kpal, HyMepyeTcsl Kak OJHUH JIUCT. JIMCT, CI0KEeHHBIN MonojaaM u
MOJILIUTBIN 3a CepelnHy, HyMepyeTcs Kak J[Ba JINCTA.

Yeprexku, auarpammbl, ¢Gotorpaduu u  Apyrue  crneuu@uueckue  JIOKyMEHTHI,
MPEICTABISIONINE CAMOCTOSATENBHBIN JIUCT B JIe)ie, HyMEpPYIOTCS Ha 000POTHOM CTOPOHE B JIEBOM
BEPXHEM YTIIy.

JIucT ¢ Harmyxo HaKJIEeHHBIMHU JOKyMeHTamH ((poTorpadusMu, BbIpe3KaMH, BHITUCKAMU U
T.II.) HYMEpYeTCsl KaKk OJUH JUCT. JIOKyMEHTBI, MOJKJIECHHBbIE OJHUM KpaeM, HYMEPYHOTCS
OTJIENBHO.

JIOKyMEHTBI, KOTOpbIE HEBO3MOYKHO MOJIINTD B J€JI0, BKJIAIbIBAIOTCS B KOHBEPT, KOTOPBIH
MO/IIIMBAETCS B JIeNI0. BiokeHuss HyMepyroTCcsl OTAEIbHO OT KOHBEPTOB: BHayalle HyMepyeTcs
KOHBEPT, a 3aT€M OUepeIHBIM HOMEPOM Kax10€ BIOKEHHE B KOHBEPTE.

[onmmuteie B €10 JOKYMEHTHI ¢ COOCTBEHHOI Hymepauuen JMCTOB (BKIIIOYas Me4aTHbIe
W3JaHus) HyMmepyloTcss B obOmeMm mopsake. CoOCTBeHHas HyMepaius COXpaHseTCs, €CIH
HMMEIOIIUH ee TOKyMEHT COCTaBIseT OTAENbHOE JIENO.

[Tpu Hanmuuuu OOJBIIOrO KOJIMYECTBA OUIMOOK B HyMEpAIUH JHCTOB Jiefla IPOBOAUTCS UX
MEepEeHyMEpalMs: CTapblii HOMEp 3a4YE€pPKUBAETCS OJHOW HAKJIOHHOW YEPTOM, PAIOM CTaBUTCA



HOBBIHN HOMEp JIMCTa. Ecmm 06Hapy>KeHHBIe OIINOKH B HyMEpaluyi HE3HAYUTCIbHBI, TO
HCTIOJIB3YIOTCS JIMTCPHBIC HOMCPA JINCTOB.

Hanpuwmep: 15a, 156

186. K nmemam, yueT KOTOPBIX BBI3bIBACTCS CHEHM(PHUKON JTOKyMEHTAalUuu (0CO00 ILIEHHBIE,
cyneOHble, ClIeZICTBEHHbIE, JIUUHbIE Jela, Aena, chOpMHUPOBAHHbBIE 110 BUJIAM U PA3HOBUIHOCTSIM
JOKYMEHTOB, 3arojIOBKM KOTOPBIX HE IOJHOCTBIO PACKPBIBAIOT KOHKPETHOE COEp KaHue
JOKYMEHTOB Jiejla), COCTAaBIJIACTCS BHYTPEHHSS OMHCH JTIOKYMEHTOB Jefla Mo (OopMe COTIacHO
HIpUI0XKEHHIo 13.

Bo BHyTpeHHEeHl ommcH YKa3bIBalOTCS HOPSAKOBbIE HOMEpa JIOKYMEHTOB B JeJie, JaThl,
MHJIEKChI, 3arojIOBKM JIOKYMEHTOB M HOMEpa JIMCTOB, HA KOTOPBIX PACIOJNIOKEH KayKIbIH
JOKYMEHT. Bo BHyTpeHHell omucu Jen ¢ pacnopsIuTelbHbIMH JOKYMEHTAaMH IO JIUYHOMY
COCTaBy B KayecTBE 3aroJIOBKa YKa3bIBalOTCS NpEANUChIBAEMble JEHCTBUS (IpueM, MEpeBO/,
YBOJIbHEHHUE U JIp.) C yKazaHueM (aMIINi, UMEH, OTYECTB KOHKPETHBIX paboTHWKOB. Eciu B
OJTHOM paclopsIUTEIbHOM JTIOKYMEHTE 110 JJUYHOMY COCTaBY COJEPKUTCSI HECKOIBKO JAEHCTBUIA,
KaXJI0€ M3 HUX OTPAXaeTcsi BO BHYTPEHHEH ONMCU TMOJ CaMOCTOSTEIbHBIM IMOPSIKOBBIM
HOMEPOM.

BHyTpeHHSE ONUCh JTOKYMEHTOB JIMYHOTO Jiefla COCTaBJsieTCs B IpOLecCe BEACHUs
AUYHOTO Jiena. Ecny HeCKONbKO JIMYHBIX /1€ YBOJIEHHBIX PA0OTHUKOB MOALIMTO (IIEPEIIETEHO)
B OJHO J€J0, KpOME BHYTPEHHUX OIUCEH KaXJIOro Jena COCTaBJISAETCA JOINOJHUTEIbHAs
BHYTPEHHSS ONUCH BKIKOUYEHHBIX B HETO JIMYHBIX JIE]l.

B koHI1€ BHYTpEHHEH OIKCH JIeJaeTCsl UTOTOBAas 3aIUCh, B KOTOPOW yKa3bIBaeTcs uppamMu
U TIPOMMCHIO KOJIMYECTBO BKIIOYEHHBIX B JEJ0 JIMUCTOB JTOKYMEHTOB M KOJHYECTBO JIMCTOB
BHYTPEHHEH OIKCH.

BHyTpeHHsis omuch MOJNMCHIBAETCS  COCTaBUTENIIEM C  YKa3aHHEM JOJKHOCTH,
pacinpoBKU MOIMUCH, JaThl COCTaBJIEHUS U MOMeIaeTcs B Havane aena. Eciu geno nmoammro
(mepermieTeno) 6e3 BHYTPEHHEH OMMCH, COCTABJICHHAs 10 YCTAHOBICHHOH (popMe BHYTpEHHSIS
OIHCH MOJAKJIEUBAETCS K BHYTPEHHEN CTOPOHE 00JIOKKH Jiena.

W3meHeHust cocraBa JOKYMEHTOB Jiesla (M3bATHE, BKIIOYEHHE JIOKYMEHTOB, 3aMEHa MX
KONUSMH H JIp.) OTPaXKaroTCsi BO BHYTpPEeHHEH omucu B rpade «[IpumeuaHue» co CCbUIKAMU Ha
COOTBETCTBYIOLIME aKThl. Ilpn HEOOXOAMMOCTH COCTABISIOTCS HOBBIE HMTOrOBas 3aIllUCh K
BHYTPEHHEH OMUCH U 3aBEpPUTEIbHAS HAIHUCH.

187. lnst yuera KOJIMYECTBA JUCTOB B Jele, (PUKCcAallMd OCOOCHHOCTEH MX HyMepalud U
(U3MYECKOTO COCTOSHUSL COCTABJIAETCS 3aBEpUTENIbHAS HAJAIUCh. 3aBEpUTENIbHAs HAJIIUCh
COCTaBJIIETCSI HA OT/AEIBHOM JIMCTE-3aBEepUTee Jieia 1o (opMe COrNIaCHO NPUIOKEHUI0 14 u
rnmoMeniaeTcss B KoHIe Jena (toma, dactu). Ecnum nmeno mommuro (meperuieTreHo) 0e3
JIMCTa-3aBEPUTEIIS, COCTABICHHBIN MO YCTAHOBJIEHHON (hOpMe JTUCT-3aBEPUTENb MOAKICUBACTCA K
BHYTPEHHEH CTOpOHE 00JI0XKKH J1ea.

B zaBeputenbHOM Hammucu OU@paMd M MPOMHCHIO  YKA3bIBAIOTCS  KOJHUYECTBO
IIPOHYMEPOBAHHBIX JMCTOB, KOJIMYECTBO JINCTOB BHYTPEHHEN ONHUCH (TP €€ HAINYHMM), HATTMUUe
JUTEPHBIX U TMPOMYIIEHHBIX HOMEPOB JIMCTOB, HOMEpA JINCTOB C HAKJIIEEHHBIMHU (POTOrpadusiMu 1
JOKYMEHTaMH (32 UCKJIFOUEHUEM JIMUHBIX JIe)), HOMEepa KOHBEPTOB C BJIOKEHUSAMU U KOJINYECTBO
BJIOXKEHHbIX B HHMX JHUCTOB. KoJMuecTBO IJMCTOB BHYTPEHHEH OMNHMCH YKa3bIBaeTcs B
3aBEPHUTEIHHON HAITUCH MTOCIIE OOIIET0 KOJIMYECTBA JIUCTOB JIeNIa Yepe3 3HaK «+» (TUToc).

3aBepuTenbHAs HAANNCh TMOAMNMCHIBAETCS COCTAaBUTENEM C YKa3aHHEM JOJKHOCTH,
pacinppoBKY MONMCH U 1aThl COCTaBJICHUS.

[Ipu nepenymepanuu JUCTOB B KOHIIE JIeJla COCTABIIETCS HOBAsl 3aBEpUTENbHASI HAAMKCh,
cTapasi HaJlIMCh 3a4ePKUBACTCSI, HO COXPaHAETCs B JeIe.

188. O6moxKu e oopMISFOTCS 110 (hOpME COTIIACHO MPUIIOKEHUTO 15.

[lo okOHYaHMU [EIONPOU3BOJICTBEHHOTO I'OAA PEKBU3UTHI OOJOXKEK e, MOIekKallnuX
MOJTHOMY O(OPMIICHUIO, YTOUHSIOTCS:

Npy W3MEHCHWH HAMMEHOBAHMS BBINIECTOSIIEH OpraHW3aldd, OpraHW3alld WA
CTPYKTYpPHOI'O IOJpa3feieHus, [IpH Mepenade Jiesia B Ipyryt0 OpraHu3aluio WIK CTPYKTYPHOE




nojipasiesieHre B repuoj popmupoBaHus Jiena Ha 00J0KKe YKa3bIBa€TCsSd HOBOE HaMEHOBaHUE
(cBepxy), a mpexHee 3aKII0YaeTCsl B CKOOKHU;

B 3aroJIOBKax [eJI C pacHopsIUTENIbHBIMU JOKYMEHTaMH, MPOTOKOJIAMH, COCTOSILIUX M3
HECKOJIbKUX TOMOB, YKa3bIBAIOTCS UX HOMEPA;

Ha O0JIOXKKE Jiefia MPOCTAaBIISIETCs Jara jaena (KpailHue JaThl JOKYMEHTOB, BKIIFOUCHHBIX B
JIeN0);

€CJIM B IO BKJIFOYEHBI JTOKYMEHTHI 3a Ooyiee paHHUUN Mepuoj, yeM roj GpopmMupoBaHUs
Jie1a, TO OJ1 AaTOM Jiena Jienaercs oTMeTKa «/IMeroTCsl TOKyMEHTHI 32 ... To/(bl)»;

W3 JIUCTa-3aBEPUTENIS Ha 00JIOKKY Jiesia BBIHOCUTCS KOJIMYECTBO JINCTOB B JIETIE;

IIpY BHECEHUHU JIela B CBOJAHYIO ONHCh B COOTBETCTBUU C TpeOOBaHUSAMHM HyHKTa 204
Hacrosimedn MHCTpykimu Ha OOJIOKKE Jiesia MpOCTaBisieTcs apXuBHBIA mudp (Homep (doHna,
OIMCH U JieJia TI0 OTHCH).

Jlata Ha 0ONOXKKe nema obOo3Hayaercs apaOckumu Iudpamu. JlaTel gen ¢ miaHamw,
OTYeTaMM, IITAaTHBIMU PACIUCAHUSAMHU, JIMYHBIMU KapTOUYKAMHM YBOJEHHBIX pPaOOTHUKOB,
JUIEBBIMH CUeTaMH, Jel, C(HOPMUPOBAHHBIX U3 HECKOJBKMX JUYHBIX JEN YBOJCHHBIX
pabOTHHKOB, M JIeN, COACPKAINX OJUH JOKYMEHT, BKJIIOYAIOT TOJNbKO roa. KpaitHumu naramu
JUYHOTO JIeNia SIBJIAIOTCS JaThl MPUKA30B O MpPUEME U YBOJbHEHUU PAOOTHHMKA, HA KOTOPOTO
3aBEJICHO JIEJIO.

B BepxHell yacTu 00JI0)KEK JA€N MOCTOSHHOTO XpaHEHUs, MNOJUIeKalluX Iepeaade B
rOCyJIapCTBEHHBI  apXuB, MpelycMaTpUBAaeTCsl MECTO /s yKa3aHUus HauMEHOBAaHMS
COOTBETCTBYIOILLETO TOCYAAPCTBEHHOIO apXHBa.

Hagnucun Ha o00mokkax JenaroTcs YEeTKO CBETOCTOMKMMH UYEpHWJIAMH, TYIIbIO WIIN
mapukoBoi  pyukoit. Jlomyckaercss odopMieHHE PEKBU3UTOB OOJOXKKA C  IOMOIIBIO
TEXHUYECKHUX CPEJCTB Ha OTACIHLHOM JIUCTE C MOCIEAYIONIEH HAKICHKOM ero Ha O0JI0XKKY Jera.

189. [lena BpemeHHoro (mo 10 ser BKJIIOYUTENBHO) XpaHEHHUsS I[IOCNIEe 3aBEpLIEHUs
JEIIONPOU3BOJCTBOM  OCTAIOTCS YAaCTUYHO O(OPMIEHHBIMH: JTOKYMEHTHI XpaHITCS B
CKOPOCIIMBATENAX, JIMCTBI HE HYMEPYIOTCS, IepecucTeMaTH3alus [IOKYMEHTOB B JI€lie HE
MIPOBOJMUTCS, BHYTPEHHHUE ONKCH U 3aBEPUTENIbHbBIC HAIITUCU HE COCTABIISIFOTCSI.

I'JTABA 14
COCTABJIEHME OITUCEH JIEJT

190. Onuce nen — apXUBHBIM CIIPABOYHUK, COJIEPIKAIIUN CUCTEMAaTU3UPOBAHHbBINA MIEPEUYCHD
3aroJIOBKOB JI€JI, NMpEeAHA3HAUYEHHBIN ISl pACKpPBITUS COCTaBa U COJEpXkKaHUs JeN, UX ydyeTa U
cUCTeMaTHU3aliu.

191. Onucu cocTaBIAIOTCS €XKETOIHO Ha Jieia, 3aBeplUICHHbIE EIOMPOU3BOJICTBOM, CPOK
XpaHeHus KoTopbix mnpesbimaer 10 mer. Omucu fAen COCTaBIAIOTCA OTAEIBHO Ha Jena
MOCTOSIHHOTO, BpeMeHHOro (cBeimie 10 7eT) XpaHeHHs, MO JUYHOMY COCTaBy, Jejla Co
CHeIMalbHON TOKyMEHTalel (HaydHble OTYETHI [0 TeMaM, cyeOHbIe U CIEACTBEHHbIE JIea U
T.IL.).

192. Onucu aem COCTABISIIOTCS B CTPYKTYPHBIX MOApa3aeiieHusXx (B OECCTPYKTYpPHBIX
OpraHM3anusx — paOOTHUKAMH, OTBETCTBEHHBIMH 32 COOTBETCTBYIOLIME HAMPaBICHUS
JeSITeTbHOCTH WJIH BBITIOTHEHNE QYHKIN) (1aee — OHCH e CTPYKTYPHBIX Opa3IeeHui) 1
B apXMBE OpraHu3aluu (J1ajgee — CBOJHBIEC OMKICH JIE).

193. B CTpYKTYpHBIX NOJpa3/IEIEHUAX OMHUCH JEJl COCTABISIOTCS IOJ METOJIUYECKUM
PYKOBOJCTBOM apXuBa OpraHU3aluy 1o GopMe COrjaacHO IPUII0KEHHUI0 16.

194. Onucu aen CTPYKTYPHBIX MOJApa3IeIeHUN JOKHBI OBITh COCTABJICHBI U O(OPMIICHBI
B YCTQHOBJICHHOM MOpsijiKe He mo3aHee 31 nexadps roja, Ciaeayrouiero 3a ToJ0M 3aBEpLICHHS
JIeJT JIeJONPOU3BOJICTBOM, M TPEJCTaBICHbl B apXUB OpPraHU3allMd B TEUEHHUE CIEIYIOIIEro
JIEJIONPOU3BOJACTBEHHOrO roaa. OTBETCTBEHHOCTb 3a CBOEBPEMEHHOE U KadyeCTBEHHOE
COCTaBJICHUE ONUCEH Jie1 CTPYKTYpHBIX TOJPA3AEIeHUN HECYT PYKOBOAMUTEIN 3TUX
nojpaseneHuii (paboTHUKH, OTBETCTBEHHBIE 32 COOTBETCTBYIOIME HAMIPABJICHUS 1€ATEIbHOCTH
WM BBITMOJHEHUE QYHKIHI).

195. [lepen BHECEHHEM 3aroJIOBKOB JIed B OMMCHh MPOBEPSIETCS COOTBETCTBUE KOJIMYECTBA
JIeNl, BHOCUMBIX B OMKCh, KOJUYECTBY 3aBEJCHHBIX JeN MO HOMEHKIAType JieJ OpraHu3allui,




IIPOM3BOAUTCS MOJUCTHBIM mpocMoTp Aen. Ilpu mpocmoTpe nena mpoBepseTcsi COOTBETCTBUE
3aroJI0BKa Jiejia COJePKAHUIO JOKYMEHTOB B JieJie, IPABUIBHOCTh O(OPMIICHHUS U TPYIIIHUPOBKH
JIOKYMEHTOB, BKJIIOYEHHBIX B JI€JI0, KQUECTBO MOJIIMBKU WM IMEpeIuieTa, HyMepalus JIMCTOB
Jena, Hajduuue W TPaBWIBHOCTb O(OpPMIIEHHS BHYTPEHHEH ONUCH Jena B ClydasXx,
OTIpeNIeIeHHBIX MYHKTOM 186 HacTosmeld MHCTpyKIuK, HAIMYMe U MPaBUIBHOCTh O(OPMIICHUS
3aBepuTenbHON Haanucu. OOHapyKEHHbIE HapYIIEHUs YCTAaHOBJIEHHBIX MpaBm (OPMUPOBAHUS
1 o(hopMIICHUS 1€ YCTPAHAIOTCS B CTPYKTYPHBIX MOJIPA3/IETCHHUSAX.

[Ipu oTcyrcTBUN A€, YUCTAMMXCS 10 HOMEHKIIATYpe J1eN, CTPYKTYPHBIM [10Apa3IeIeHUEM
MIPUHUMAIOTCS. MEPHI 10 UX po3bIcKy. OOHapyKeHHBbIE Jlesla BKIKYaloTCs B onuch. Eciau mouck
okasaJicsi 0e3pe3ynbTaTHbIM, TO Ha OTCYTCTBYIOIIME Jeia COCTABISAETCS CIIPaBKa C U3JI0KEHUEM
npuurH  ux  orcyrcrBus. CrhpaBka  MOJNUCHIBAETCS  PYKOBOJUTENIEM  CTPYKTYPHOI'O
nojpaszeneHus  (paOOTHUKOM, OTBETCTBEHHBIM 3@  COOTBETCTBYIOIIEE  HalpaBlIEHUE
NEeSITeIbHOCTH WM BBINOJHEHHE (YHKIMHA) W TEpeJaeTcss BMECTe C OIMUCBHIO JeNl B apXHB
OpraHu3aluu.

196. Ilpu cocTaBieHMHM ONUCU JIeJ1 CTPYKTYpHOrO MOApa3JeNeHuss COOII0Ial0TCs
clleAyroIure TpeOOBaHMS:

KakJaoe Jeno (TOM, 4acTh) BHOCHTCS B OINKCHh I0J] CaMOCTOSITENBHBIM TMOPSAKOBBIM
HOMEPOM;

HOPSZIOK HyMEpALUH 1€l B OTIMCH — BaJIOBBI;

3aroJIOBKH i€l BHOCSITCSI B OIIUCh B COOTBETCTBUU C IPUHATONW CXEMOH cHcTeMaTH3aluu
Ha OCHOBE HOMEHKJIATyphl 1€l

rpadbl ONMUCH 3alOJHSAIOTCS B TOYHOM COOTBETCTBHHM C TEMH CBEIACHUSMH, KOTOPHIC
BBIHECEHBI Ha 00JIOKKY JeTa;

[P BHECEHUU B OMMCH MOJPSIT HECKOJIBKHX /1€ C OJIMHAKOBBIMH 3aroJIOBKAMH 3ar0JI0BOK
[IEPBOTO JIeJIa YKa3bIBA€TCsA IIOJIHOCTBIO, & 3arojIOBKU IOCIEAYIOIIUX eI 00O03HAYaroTCs
cioBaMu «To xke», IpU 3TOM Jpyrue CBEAEHUS O Jelax BHOCATCA B OMUCHh IOJHOCTBIO (HA
KaKI0M HOBOM JIUCTE OIIUCH 3arojI0BOK JejIa BOCIIPOU3BOJUTCS MOJIHOCTBIO);

NepexosIue JieNa, CoAepKallue JOKYMEHTBI 3a HECKOJIBKO JIET, BKIIIOYAIOTCS B OIHUCh
JIeJ1 TI0 TOAY 3aBEJIEHUS; IIPU COCTABICHUM OIMMCEN el MOCIEAYIOIHUX JIET, B TEUEHUE KOTOPBIX
dbopMupoBaHHE NEPEXOAANIMX Jel ObUIO MPOAOKEHO, B HUX 3a MOCIEIHEH ONHCaTeIbHOM
CTPOKOH Ka)KJIOTO T'0/1a JIeNal0TCs CChUIKM Ha HOMepa JeJl 110 OIMKMCH TOTO rojia, B KOTOPYIO 3TH
nepexo/sIue 1ena ObUId BKIIOUYEHBI,

Hampumep:
Joxkymentsl 3a 2006 rog cM. Takke B orrcu Ne 3/2005 3a 2005 rog, aema Ne 5, 7, 15.

rpada onucu «l[Ipumedyanue» ucmonb3yercs i OTMETOK O Iepejaue Jel B apXuB
OpraHM3aluy, O JellaX, NPUHATBIX U3 JPYIUX CTPYKTYPHBIX THOJpa3leieHUN B TEUEHUE
JIeJIOTIPON3BOACTBEHHOTO To/ia, 00 0COOCHHOCTSIX (PU3NYECKOI0 COCTOSHUS JIe U T.I1.

197. Onucu nen CTPYKTYpHBIX NOJApa3felieHUi HMMEIT NopsakoBele HoMmepa. Homep
OIHCHU COCTOMUT U3 MHJAEKCA CTPYKTYPHOTO MOJpPA3/IeNeHUs 10 HOMEHKJIAType Aell OpraHu3aluy,
roa, 3a KOTOpPbIM Jena BKIIOYAlOTCA B omnuch. K HOMepy Omucu Aen Mo JIMYHOMY COCTaBy
nobasisieTcst OyKBEHHOE 0003HAUCHHUE «IC», @ K HOMEPY OIUCH JieN BpeMeHHoro (cBbimie 10 ser)
XPaHEHUSI — «BY.

198. B xoH1IE omMCH €l CTPYKTYPHOIO IOApa3JAeicHMs (3a MOCIEeIHEH ONUCcaTeIbHON
CTPOKOMW) COCTABIJISIETCSI UTOTOBas 3alMCh, B KOTOPOW IH(PpaMH U TMPOMUCHIO YKa3bIBACTCS
KOJIMYECTBO J€J, BKJIIOYEHHBIX B ONMCh, INEPBbII U MOCIEIHUI HOMepa Jiesl IO OIUCH,
OTOBAPHUBAIOTCS OCOOCHHOCTH HyMEpAIMH JIe]l B ONUCH (JIMTEPHBIEC U MPOIYIEHHBIE HOMEPA).

199. Onuch  fenn  CTPYKTYpHOTO  IMOAPA3JENCHHs] TOAMMCHIBAETCS COCTABUTEIEM C
yKa3aHMEM JOJDKHOCTH, pacliM(pOBKH MOANKUCH M JaThl COCTaBJIEHHUS, COIJIACOBBIBAETCS
pykoBomutenem ciyx0bl JJOY opranuzanuu, K cTpyKTypHOTO noapaseneHus (Ipyu HaTuYHH )
U YTBEPXKIAETCsl PyKOBOJUTEIEM CTPYKTYPHOTIO MOpa3AeICHHUS.

200. Onucu en CTpYKTYpHBIX MOJpa3IesIeHUIl COCTaBIAIOTCS B ABYX K3EMILUISPAx, a Ipu
Hamuuun OK  cTpykTypHOro mnojpaszaeneHus — B Tpex. OIuH 53K3eMIUISIp OCTaeTcd B



CTPYKTYPHOM IOApA3/ACIICHUH, BTOPOM IMEpelaeTcss B AapXUB BMECTE€ C JeJlaMH, TPETHil
MOAIIMBAETCS K MPOTOKOITY 3acenanus JK.

201. Ha obnoxkax ey, BHECEHHBIX B OMHCH JI€J CTPYKTYPHOI'O MOJAPA3JACICHUs, MATKUM
YepHBIM IpaUTHBIM KapaHJAIIoOM MPOU3BOAUTCS BpeMeHHas Mu(POBKa /1€ B COOTBETCTBUU C
OMUCHIO JIEJ CTPYKTYPHOT'O MOAPA3ACIICHHUS.

202.Ilo ommucsaM Jaen CTPYKTYPHBIX MOAPA3ACICHUN TOKYMEHTBHI CHAIOTCS B apXHB
opranu3aiuu. Ha ocHOBe ommceil nen CTpyKTYpHBIX MOAPA3ACIICHUN B apXWMBE OpraHU3alu
COCTABJISIIOTCS TOJIOBBIE Pa3/Ieibl CBOJAHBIX OMUCEH JIelI.

203. Ilpy HamMuuu B OpraHU3allid OOIIECTBEHHOW opraHu3anuu (MpodeccHoHaATHLHOTO
COI03a U JIp.) €€ JOKYMEHTHI BKJIIOYAIOTCS B OTIENBHYIO OMKCH JIeJ, COCTaBIsIeMyro 1o (opme,
YCTAaHOBJIGHHOW JJIi ONHUCEH Jesl CTPYKTYpHBIX ToApaszaeneHuit. Jlema oOIiecTBEeHHOM
OpraHu3aluy MepeatTcs B apXUB OPraHU3alUU B MIOPSAKE, YCTAHOBICHHOM IS IIepeJadu Jell
CTPYKTYPHBIX NOJIpA3/IeNICHU, U BKJIIOYAIOTCS B TOI0BBIE Pa3/Iesibl CBOAHOM OMUCH JIE.

['JIABA 15
ITEPEJJAYA JIEJI B APXNB OPI'AHU3AIINN

204. [lena nocTossHHOTO, BpeMeHHOro (cBbiiie 10 j1eT) XpaHeHUs! U 1O JINYHOMY COCTaBy
MO/JIeXKAT Mepeiade B apXUB OpraHu3alHH.

Jlena HOJKHBI OBITH MEpe/laHbl B apXUB OPraHU3alMU U BKJIIOUEHBI B CBOJHYIO OMHCH /€]
(romoBoil pazzien CBOAHOW OMMCH JIeN) 0 UCTEYEHHUH roJia, HO He MO3/HEE ABYX JIET MOocie UX
3aBEPUICHUS 1EJIONPOU3BOICTBOM.

Ilepenaya nen B apxuB OpraHU3allid OCYHIECTBIIAETCA IO OMUCAM JENI CTPYKTYPHBIX
MOJIPA3/ICICHU, COCTaBIIIEMbIM B COOTBETCTBHHM C TpPEOOBaHHWSAMH TJaBbl 14 HacToOSIIEH
HNucTpykiuu.

205. [ena BpemenHoro (1o 10 neT) XpaHeHUs B apXUB OpraHU3alMU HE MEPEAtOTCs U 10
HCTEYEHUU CPOKOB BPEMEHHOT'0 XpaHEeHHUsI MOJIekaT YHUUTOXeHU10. [lepenaya en BpeMeHHOTo
(1o 10 ner) xpaHeHHs B apXUB OPraHU3ALUU JOMYCKAETCS B MCKIIOYUTEIBHBIX CIydasx IO
pELIeHNI0 pyKoBoauTENs opranu3auuu. [lepenaya Takux Aen B apXUB MOXKET OCYILECTBIISTHCS
10 COTJIACOBAHMIO C APXMBOM OPraHU3alliy 110 HOMEHKJIATYype JEIl.

206. lena mepenatoTcsi B apXWMB opraHuzauuud mno rpacpuky. ['paduk cocraBisercs
3aBelyIOIIMM  apXMBOM  (JIMIIOM, OTBETCTBEHHBIM 3a apXMB), COIJIACOBBIBAETCS C
PYKOBOAMTEISIMU CTPYKTYPHBIX IOAPA3AEICHUI U YTBEPKAACTCA PYKOBOIUTEIEM OpraHU3aluu.

IIpu mpueme-mepenaue A€l B apXuUBE MPOBEPSETCS MPABHIBHOCTH (OPMHUPOBAHUSA U
oopmIIeHHs Jell, COOTBETCTBUE KOJIMYECTBA [I€JI, BHECEHHBIX B OMNHCH JEJI CTPYKTYPHOIO
MOZIPA3JCICHNs, KOJIMYECTBY [€JI, 3aBEICHHBIX B COOTBETCTBUM C HOMEHKJIATYpOH J€n
OopraHu3anud. BpIABICHHBIE TIPU TNPOBEPKE HEAOCTATKU YCTPAHSIOTCS PaOOTHHUKAMH
CTPYKTYPHBIX IOJIpa3/ICICHUMN.

Jlena mepenaroTcs B apXMB OpraHU3allud B TNPUCYTCTBUHM pabOTHHMKA CTPYKTYpHOIO
nonpasnenenus. B o0oux sk3eMIuisipax omucu B rpade mpuMedYaHue Ka)JIOoro 3arojioBKa Jeia
IIPOCTABIISAIOTCS OTMETKM O HAJIMYUU Jel. B KOHIlE KaKAoro 3K3eMIuIipa OomucH LudppamMu U
IPONUCHIO  YKa3bIBAIOTCSI KOJMYECTBO (DAKTUYECKM TMPHUHATBIX B apXuB Jied, JaTa
npuemMa-repeiadu e, HAUMEHOBaHUs JOJDKHOCTEH, MOJAIUCH, paciiu@pOBKU MOAMNKUCEH TULa,
nepeaBIlero Jiena, 1 paboTHUKA apXuBa (JIMLa, OTBETCTBEHHOTO 33 apXMB), IPUHABLIETO Jeja.

CBepeHHbIE C OIUCHIO JeNia MOAOMPAIOTCS U YBSI3BIBAIOTCS B APXUBHBIE CBSI3KU TOJIIMHON
1m0 20 cm. Jlema ykimaabpIBarOTCsA MO BO3pacTaHWIO HOMEPOB B OMUCH Ha 00€ cTopoHBI. Jlenma
JIOCTABJIAIOTCS B ApXUB PAOOTHUKAMU CTPYKTYPHBIX MOJIPA3/IE€IECHU.

I'JIABA 16
YHUUYTOXEHUE JOKYMEHTOB C UCTEKIIMMHU CPOKAMU XPAHEHUW A

207. OT6op aen K yHUUYTOKEHHUIO OCYIIECTBIIACTCS M0 Pe3yabTaTaM dKCIEePTU3bl IEHHOCTH
JIOKYMEHTOB TOCJI€ TMOATOTOBKU CBOJIHBIX OIHUCEH JIeJ MOCTOSHHOr0, BpeMeHHOro (cBbimie 10
JIeT) XpaHEHUs U MO JUYHOMY COCTaBy M OQOPMIIIETCS aKTOM O BBIACICHUU K YHHUUYTOKEHHUIO
JIOKYMEHTOB, HE MOJUIEKAINUX XPAHEHHUIO.



HemnocpeacTBeHHbIi 0TOOP TOKYMEHTOB K YHUYTOXEHUIO B CTPYKTYPHBIX OJIpa3ICICHUIX
OCYIIECTBJISIIOT OTBETCTBEHHBIE 3a JIEJONMPOU3BOACTBO Jula. [IpoBepky mpaBUIBLHOCTH
npousBeneHHoro oroopa ocymectsisieT LIOK (OK) opranuzamnumn.

208. lena BKJIIOYAIOTCS B aKT O BBIJICICHUM K YHUUYTOXXEHHUIO, €CJIM YCTAHOBJICHHBIN CPOK
UX XpaHEHHs UCTEK K | siHBapst roa, B KOTOPOM COCTABJICH aKT.

209. AKT 0 BBIICJICHUU K YHUUYTOXEHUIO TOKYMEHTOB U €], HE MOJIEkKAIUX XPAHEHHUIO,
MOXET COCTaBJIATHCA KAK Ha JIeJIa BCE OpraHU3alliy, TaK U Ha JieJa OTACIBHOTO CTPYKTYPHOTO
noapazaenenus. Ha nokymenTsl ¢ otmetkoi « 1Ky cocraBinsieTcst OTaenbHBIHN aKT.

210. AKT 0 BBIICJICHUU K YHUUYTOXEHUIO JTOKYMEHTOB U €], HE MOJJIEkKAIIUX XPAHEHHUIO,
cocraBmsieTcs mo (opMe COrIacHO NMPUIokKeHuto 17. B akTe yka3bpIBaOTCS:

3aroJIOBKU OTACJIBHBIX JICJ UJIU TPYIIOBBIC 3ar0JIOBKU OJHOPOIHBIX JIET;

Hampumep:
[Tan paboTsl oTAena qokymeHToBeaeHus Ha 2001 rox
WIH
[Tans! paboOTHI CTPYKTYPHBIX HOAPA3ICICHUN HHCTHTYTA

JlaTa Wid KpaHHUE NaThl e,

Hanpuwmep:
2001
NI

2001-2005

HOMEpa HOMEHKJIATYp JAeJ, B KOTOPBIX OBLIM YYTCHBI BBIACISEMBbIC K YHHUTOXKCHHIO JIeNa
WM HOMEepa OIuCeH Jiell BpEMEHHOI'0 XpaHEeHHs, B KOTOpble ObUIM BKIIIOYEHBI BBIJACISEMBIE K
YHUYTOXKEHUIO Jiena (Ui J1ed CO CPOKOM XpaHeHust Ooinee 10 jer, B TOM 4YuCie MO JUYHOMY
COCTaBy), HOM€pa ONUCEl JieJ MOCTOSIHHOIO XpaHEHUs, U3 KOTOpBIX B XOJE HUX IepepaboTKu
OTJIeJIbHBIE /1714 WM JOKYMEHTBI BbIJICJIEHBl K YHUUTOXKEHUIO;

MHJEKCHI J1E] 110 HOMEHKJIAType J1eJ1 UM HOMepa JIe 110 OIUCH;

KOJIMYECTBO /171 (KaKblii TOM YUUTBIBAETCS KaK OTJEIBbHOE JIETIO);

CPOKM XpaHEHUs /1€ U HoOMepa cTaTel (IyHKTOB) 10 MEPEYHSIM.

Hanpuwmep:
5n.,1m 461

211. AKT O BBIJIEICHUM K YHUUYTOXKEHUIO JOKYMEHTOB, HE MOMJICKAIIUX XPAaHEHHUIO,
MOAMUCKHIBAETCS JIULIOM, MPOBOAUBIINM 3KCHEPTU3Y LIEHHOCTU JTOKYMEHTOB, U pacCMaTpHUBAETCS
Ha 3aceganuu LIOK (OK) opranusaium oJHOBpEMEHHO CO CBOJHBIMU OMUCSIMHU JIE.

AKT, COCTaBIsIeMbld B OpraHHW3alldd, SIBISIONICHCS WCTOYHMKOM KOMIIJIEKTOBAHHS
rOCYIapCTBEHHOTO apXHMBa, YTBEPXKIACTCS PYKOBOAUTENIEM OPraHU3alMM TOCIE YTBEPKIACHUS
COOTBETCTBYIOIIMM TOCYJAPCTBEHHBIM apXWBOM WJIM OPraHOM [ OoCyZapCTBEHHOW apXWBHOM
cinyx0bl PecniyOnuku bemapych CBOIHOM ONMUCH 1€l MOCTOSHHOTO XPAaHEHHs] U COTJIACOBAHUS
CBOJHOM OMUCH JEJI MO JIMYHOMY COCTAaBY M aKTa O BBIJCICHUH K YHUUYTOXKEHHUIO JOKYMEHTOB C
oTMeTKOM «IITK».

AKT, COCTaBIIIeMbId B OpraHM3allUM, HE SBISIIOUIEHCS HMCTOYHMKOM KOMILIEKTOBAHUS
TrOCYapCTBEHHOTO apXWBa, HO B JIEATEILHOCTH KOTOPOH 00pa3yroTCs JOKYMEHTHI TOCTOSIHHOTO
XpaHEHUs, YTBEPXKAACTCS PYKOBOJMUTENIEM oOpraHu3amuu mocie yrBepxkacHus [[OK
BBINIECTOSIIECH OpraHu3anuy (IpU HAJIWYUH) CBOJHON ONMUCH e TOCTOSHHOTO XpaHEHUsS U
COTJIaCOBAHUS CBOJHOM OIMHUCHU N IO JIMYHOMY COCTaBY M aKTa O BBIJICJICHUU K YHHYTOXEHUIO
JOKYMEHTOB ¢ 0TMeTKOU «IITK».

AKT, COCTaBJII€MbId B OpraHM3allUM, HE SBISIIOMICHCS HMCTOYHMKOM KOMILIEKTOBAHUS
TrOCYIapCTBEHHOTO apXWBa, B JEATEILHOCTH KOTOPOH HE 00pa3yroTCs JOKYMEHTHI MTOCTOSIHHOTO
XpaHEeHUsl, YTBEPXKAACTCS PYKOBOJUTENEM OpraHu3anuu mnociie coriacoBaHuss ¢ LOK
BBIIIECTOSIINIEH OpraHu3zanuu (Ipy HaJIUYMH) OMKMCH JeJ MO JIMYHOMY COCTaBy M aKTa o
BBIJICJICHUM K YHUUTOXKEHUIO JOKYMEHTOB € OTMETKOU «IITK».



212. OtoOpaHHbIE K YHUYTOXXKCHHIO W BKJIIOYCHHBIE B aKT JOKYMEHTHI TIEPEIaroTCs
OpraHM3alysAM, BEAAIOINUM 3arOTOBKOW BTOPUYHOTO ChIpbs. Vcronb30BaHUE 3THX JOKYMEHTOB
JUIsL XO3SMCTBEHHBIX HYXJ 3ampeuieHo. Crada JOKyMEHTOB O(opmiisieTcss MpHeMO-CIaTOYHOM
HakJIagHOM. J[aTa c1auu 1 HOMEpP HaKJIaJHOW yKa3bIBalOTCS B aKTe.

YHUYTOXKEHUE TOKYMEHTOB, COJAEpXKAILUX CBEJIEHUS, OTHECEHHBIE B YCTAHOBJIEHHOM
MOPSAJIKE K TOCYAApCTBEHHBIM CEKpeTaM, KOMMEpYEeCKOW M (MJIM) WHOM OXpaHsSIEeMON 3aKOHOM
TaifHe, OCYyIIEeCTBISIETCS B COOTBETCTBUH € 3aKOHOJaTeabcTBOM Pecrybnnku benapycs.

I''IABA 17
OIIEPATUBHOE XPAHEHUE JOKYMEHTOB

213. C MoMeHTa 3aBeleHHS M 10 Mepelayd B apXWMB OpraHu3alydyd WM YHUUYTOXKEHHS
MOCJ€ WCTEYEHHUsI CPOKOB BPEMEHHOTO XpaHEHUs Jejla XpaHATCS B  CTPYKTYPHBIX
nojapaszieneHusx (y I0JDKHOCTHBIX JIUIT) 10 MecTy OPMHUPOBaHUSI.

Jlena xpansTcs B pabo4ynx KOMHATaX W (MJIM) CHEIUAIBHO OTBEICHHBIX HJISl 3TOH LEeTu
MOMENICHUAX B 3amupaeMbiX Ikadax, o0O0ECHeunBarONIUX HX TOJHYIO COXPaHHOCTD,
MPEAOXPAHAIOINX JOKYMEHTBI OT MbLJIN U BO3JEHCTBHS COJTHEYHOI'O CBETA.

214. B nensx MOBBIIICHUSI ONEPATUBHOCTH IMOMCKAa JOKYMEHTOB JieJla pacrojiaralorcs B
mkadgax B BEPTHKAIHLHOM IOJOKEHHH KOPEIIKaMHU HapyXy B COOTBETCTBHU C HOMEHKJIATYPOMH
nen. Ha xoperikax 005105KeK J1e YKa3bIBAIOTCS UHACKCHI 10 HOMEHKIIATYpe.

MarauTHble JEHTBl ¢ (OHOTpaMMaMH 3aceaHUi KOJUIETHAIBHBIX OPTaHOB XPaHATCS B
KOpOoOKax y cekpeTapsi KoJijlernaibHoro opraHa. Ha yiente u kopoOke JenaioTcsi OTMETKU O JaTe
3ace/laHusl U BPEMEHU 3aIKCH.

215. JIOKyMeHTHI U Jiela, HaXOSIINECs] Ha ONEPaTUBHOM XPaHEHHWH, MOTYT BBIJIaBaThCs B
M0JIb30BaHKUE B Mpeenax OpraHu3aluu IPYrMM CTPYKTYPHBIM HOJAPA3/IEJICHUSM OpraHU3alu,
CTOPOHHUM OpraHu3alMsM U B CIydasx, ONPEACNICHHBIX JCHCTBYIOIIUM 3aKOHOAATEIIbCTBOM,
rpaKIaHaM.

Brimaua nOKyMEHTOB W €Nl B TMOJIb30BAaHUE JAPYroOMYy CTPYKTYPHOMY MOAPA3AEICHUIO
OpraHu3aIuy TPOU3BOIUTCS C PA3PEIICHUS PYKOBOAUTEINSI CTPYKTYPHOTO MOAPA3/ICIICHUS.

Bbimaua JOKYMEHTOB M 1€ CTOPOHHEM OpraHuW3aluy NPOU3BOAMUTCS HAa OCHOBAHUH
MHUCbMEHHOTO 3a1poca 3TON OpraHru3aluu U PE30JIIOLUNA PYKOBOJIUTENS OpTraHU3alUu.

Brimaua J10KYMEHTOB M JIel TpaXKJaHaM OCYIIECTBISIETCS B  COOTBETCTBUH  C
3aKoHOJaTeNbCcTBOM Pecnybnuku benapycs.

JIOKyMEHTBI, HAXOMSAIIUECS Ha OINEpPaTHBHOM XpPAaHEHUU B OpPraHU3aIllMd, MOTYT OBITh
U3BATHI B XOJIE MPEABAPUTEIHLHOTO PACCiIeIOBaHMs, CyIeOHOTO pa3OupaTeabCcTBa, UCIIOJTHECHUS
peuIeHuil OpraHa YroJIOBHOTO IPECIEAOBaHUS M CyJa II0 YrOJIOBHBIM JieJlaM B MOpPSJIKE,
YCTaHOBJICHHOM 3aKOHO/AaTenhcTBOM PecryOnuku benapyce.

N3bsiTHe AOKYMEHTOB W3 JIeNl MOCTOSTHHOTO XPAHEHUs MPOU3BOJUTCS C 00s3aT€IbHBIM
BKJIFOUEHUEM B JIEJI0 3aBEPEHHOM KONUU U3BSITOrO JOKYMEHTA.

216. Jlna KOHTpOJISL 32 BO3BPATOM HAa MECTO BBIJIAHHOTO (M3BSTOr0) M3 Jieja JIOKyMEHTa
MTOMENIAETCS JINCTOK-3aMECTUTENh, 0hopMIsieMblid TT0 GopMe coriacHo mpuiokeHuro 18. Jlms
KOHTPOJISI 32 BO3BPATOM JIel COCTaBISIETCSl KapTa-3aMEeCTUTENb Jena, odopmisiemas mo ¢opme
COTJIACHO MPHJIOKEHUIO 19.

I'JTABA 18
OCOBEHHOCTHU PABOTBI C JOKYMEHTAMMU B 3JIEKTPOHHOM BUJE

217. JIOKyMEHTBI B DJJIGKTPOHHOM BHJI€, TOJJIUHHOCTh U IIEJIOCTHOCTH KOTOPBIX
yIOCTOBEpPEHA B YCTAHOBJICHHOM MOPSIKE, B TOM YHCIIe TP MOMOIIHU AJIEKTPOHHOU HU(pOBOH
noamucu  (manmee — OIII), npupaBHUBaKOTCI K JOKYMEHTaM Ha OYMa)XHOM HOCHTETE,
YIOCTOBEPEHHBIM B YCTAHOBJIEHHOM IOPSIZIKE, €CIH 3aKOHOoaaTesbecTBOM Pecnyonuku benapych
HE YCTaHOBJIEHO MHOE.

218. ®opMaTbl JOKYMEHTOB B JJIEKTPOHHOM BHJIE, a TakXe€ BHJABl MCIOJIb3YyEMbIX
MaTepUaIbHbIX HOCHUTENIEW I MX XPAaHEHHS ONPENESIOTCS OpraHMu3alleld, €ClIi MHOE He
YCTaHOBJIEHO 3aKOHOAaTeNnbcTBOM Pecniyonuku benapyce.



Opranuzanuy, ABJIAIOIIKAECS UCTOYHUKAMHU KOMIUIEKTOBAHMS TOCYNAPCTBEHHBIX apXHUBOB,
COTJIACOBBIBAIOT ~ HUCHOJb3yeMble  (OpMaThl  JOKYMEHTOB B  JJIEKTPOHHOM  BHAE C
YIOJHOMOYEHHBIM OpPraHOM WM YydpexjaeHueM [ocynapcTBEHHONW apXHWBHOM — CIyXObI
Pecniyonmnku benapyce.

Hcnons3yemble  (GopMaTel  JOKHBI — 0OecreunmBaTh  MOAJIMHHOCTb, JIOCTYITHOCTb,
L[EJ0CTHOCTh UH(OPMAIIUU TOKYMEHTOB B JIEKTPOHHOM BHUJIE U MOJHOTY CBEIEHUN O crocobax
UX CO3JaHHUs, TPAHCIOPTUPOBKU (IOJIYYEHUs, OTHPABKU), XPAHEHUSI C MOMEHTA MX CO3JaHUS
(modydeHus) 1O Mepeiayd B apXUB WM YHUYTOXEHHUS, B TOM YHUCIIE IPHU OCYLIECTBICHHUH
KOHBEpTallMi JIOKYMEHTOB B HOBBbIE (hOpMaThl, MHUIpallMd B HOBBIE ABTOMAaTHU3UPOBAaHHBIC
CUCTEMBI, DKCIIOPTE U3 3JIEKTPOHHOU ITIOYTOBOM CUCTEMBI U JP.

219. IlogrotoBKka © COIVIACOBAHUE IPOEKTOB JOKYMEHTOB B JJIEKTPOHHOM BHJE
OCYILECTBJISIIOTCS IO IIPaBHJIaM, YCTaHOBJIEHHBIM Hacrosmed HMHCTpykuued B OTHOLICHUM
aHAJIOTHYHBIX JIOKyMEHTOB Ha OyMa)>KHOM HOCHTEJIE.

220. JIOKyMEHT B 3JICKTPOHHOM BHU/JIE JIOJDKEH UMETh BCE PEKBU3UTHI, YCTAHOBIICHHBIC IS
aHAJIOTUYHOTO JOKYMEHTa Ha OyMaKHOM HOCHTEJE, 32 HCKIYEHHEM OTTHCKOB Iedaredl |
mramnoB. Pacronoskenue u opopmieHrne peKBU3UTOB B (hopMyJsipe JOKYMEHTa B 3JICKTPOHHOM

*
BUJ€ IIPU €ro BHEIIHEM IPEJICTaBICHUU JIOJDKHO ~ COOTBETCTBOBATh TpPeOOBaHUSM,
YCTaHOBJICHHBIM ITYHKTOM 35 Hacrosmen MHcTpyknun.

*BHeIIHee NPEICTAaBICHHE IOKYMEHTa B DJIEKTPOHHOM BHJIE — €r0 BOCIPOU3BEICHHE Ha JJICKTPOHHOM
cpencTBe oTroOpakeHHs MH(OpMAIH, Ha OyMa)KHOM JIMOO WMHOM MaTepPHaJbHOM OOBEKTe B BHAE, ITOCTYITHOM M
TIOHSTHOM JUISl BOCHIPHUSITHS YETIOBEKOM.

221.B nokymeHTax B JJIGKTPOHHOM BHJE HpU O(GOPMIEHUH PEKBH3UTOB, B COCTaB
KOTOpPBIX BXOJWUT COOCTBEHHOpPYYHasi MOJIHUCH, BCE DJIIEMEHThl TaKUX PEKBU3UTOB, 3a
HCKJIFOYEHUEM COOCTBEHHOPYYHOM MMOANUCH, TPU BHELTHEM IIPEACTABICHUH JOKYMEHTA JOJIKHBI
ObITh OTpa)KEHBI HEMOCPEICTBEHHO B (opMmyisipe OoKyMeHTa. B KkauecTBe SKBUBaJIEHTa
cobcTBeHHOpYYHOU moanucu ucnoib3yercs OLII, 3a uckirodeHweM ciaydaeB, yKa3aHHBIX B
nyHKkTe 222 Hactosme MHcTpyKiuu.

Ucnons3oBanne  DLII  ocymectBiasercs B~ COOTBETCTBUM  C  TpeOOBAHUSMHU
3akoHOarenscTBa PecnyOnuku benapych, B TOM uucie MNpPeABABISIEMBIM K CpeICTBaM
BbIpaboTKH U mpoBepku DI

222. UHCcTpyKIMENW MO JEJIONPOM3BOJCTBY OpraHW3alud U (WJIM) WHBIMHU JIOKAJIbHBIMU
HOPMAaTUBHBIMM TIPAaBOBBIMH aKTaMH OPIraHU3aLUU MOTYT OBITh YCTAQHOBJICHBI IIpaBHJIA
MOAINNCAHNUS, COIVIACOBAHMS, YTBEP)KIEHUS BHYTPEHHUX JOKYMEHTOB B 3JIEKTPOHHOM BHJIE (3a
UCKJIIOUEHUEM  JIOKANbHBIX  IPaBOBBIX  akToB) ©0e3  wucnonb3oBanus  OUII,  ecnm
3akoHoJaTenbcTBOM PecnyOnuku benapycs He ycraHoBieHo nHoe. Takue npaBuiia MOTYT OBbITH
YCTQHOBJIEHBI TPU YCJIOBHM, YTO IPOTPAMMHBIE CpEACTBA, HCIOJIb3YyEMBbIE B OpraHU3alllu,
MO3BOJISIIOT ~ OJAHO3HAYHO  WJAEHTU(GUUMPOBATH JIMLO, MOAMKCaBIIEe (COIJIacoBaBILEE,
yTBEpJUBIIEE) TOKYMEHT.

[Monnmucanue wuCXOmAMMX JOKyMEHTOB Oe3 wucnonb3oBanus DLl gomyckaercs 1o
COTJIAILIEHUIO CTOPOH TIPU YCIOBUH, YTO MPOrpaMMHBIE CpEACTBA, MPUMEHSEMbIE B
OpraHu3alusaX, MO3BOJIIOT OJHO3HAYHO HMAEHTHU(HUIMPOBATH JHUIO (OPraHU3aIUI0) — aBTOpa
JOKYMEHTA, €CJIM 3aKOHOaTeICTBOM PecryOnuku benapyck He yCTaHOBJICHO HHOE.

IIpu ocymiecTBI€HHMHM BHEIIHETO COIVIACOBAHUS MPOEKTOB JOKYMEHTOB B 3JIEKTPOHHOM
BUJIe B KayecTBE SKBMBAJICHTa COOCTBEHHOPYUHOW IMOANMCH, BXOSIIEH B COCTaB PEKBU3UTA
«'pud cormacoBanwmsi»y, ucrnonb3dyercs DIl CormacoBanune nokymMeHTa 0€3 HCIOJIB30BAHUS
OUII nomyckaeTcss MO COINAIIEHUIO CTOPOH HpPU YCIOBHMM, YTO IPOrpaMMHBIE CpEACTBa,
NpUMEHSIEMblE B  OpPraHU3ALMUAX, T[O3BOJIAIOT OJHO3HAYHO HMACHTHU(HUIMPOBATH  JIHIIO,
COIJIacoBaBLIee IOKYMEHT, U COBMECTUMBI MEX]Ty COOOH, €clii 3aKOHOAATENbCTBOM Pecrydnuku
benapych He yCTaHOBJIEHO MHOE.

223.1lpy mNOATrOTOBKE [OKYMEHTOB B 3JEKTPOHHOM BHJE MOTYT HCIOJIb30BaThCA
ma6sionsl. [llabmoHsr pa3zpabaThiBalOTCI Ha OCHOBE YHUMDHUIIMPOBAHHBIX (OPM TOKYMEHTOB
ciryx60it JIOY opranuzanumu.



224. Ilpuem u oTIpaBKa JOKYMEHTOB B JJIEKTPOHHOM BHUJE OCYILECTBIIAETCS, KaK MPABUIIO,
ciryx60it JIOY.

JlomyckaeTcsi mpueM M OTIpaBKa JIOKYMEHTOB B D3JIEKTPOHHOM BHJI€ CTPYKTYPHBIMH
noapazacieHus MU (paboTHUKaMH) opraHuzanuu  0e3 ydactus ciayxOer JIOY. Ilepedenn
KaTeropuil JOKYMEHTOB B 3JIEKTPOHHOM BHJE, NPUEM U OTIpPaBKa KOTOPBIX OCYIIECTBISAETCS
CTPYKTYpHBIMU  TOJpa3fiefiecHussMi  (paOOTHHKaMH)  OpraHH3allid  CaMOCTOSITENBHO,
paspabareiBaetcs cayx60it JIOY u yrBepkaaeTcsi pyKOBOIUTENIEM OpraHU3aIiH.

[Tocne ormpaBky AOKYMEHTa B 3JIEKTPOHHOM BHJE, YAOCTOBEPEHHOT'O B COOTBETCTBUU C
TpeOoBaHUsIMU HacTose NHCTpyKINY, HOCBIIKA €ro 3K3eMIUIsIipa Ha OyMa)KHOM HOCHUTENE He
TpebyeTcs, eciu 3aKkoHoAaTenbcTBOM Pecniyonuku benapych He YCTaHOBIIEHO HHOE.

225. Ilpu nomy4yeHuH TOKyMEHTOB, nofanucanubix DL, ocymecTBisercs npoBepka:

noanuaHoctr D11,

cooTBeTCTBUSl crocoba wucnonb3oBanust DL cBexeHusiM, yka3aHHBIM B cepTU(UKATE
KJIFOYa MOJIUCH;

JEHCTBUTENBHOCTH cepTU(UKaTa KITt0Ya MOIMICH.

226. IlpoBepka AEHCTBUTENBHOCTH cepTU(UKATa KIIOYa IOANKCH BKIIOYAET B cels
MIPOBEPKY CpOKa JEUCTBUS cepTHU(HKaATa KIro4a MOAMKUCH (CPOK JEHCTBUS cepTudUKaTa Kiroda
MOJMUCH HE JIOJDKEH HCTeYb Ha MOMEHT MOAMMCAaHUS JIOKYMEHTa), a TaKXKe MOJy4YeHUue W3
yIOCTOBEPSIONIETO [EHTPA, BBIJABIIETO CepTHU(HUKAT KI0Ya IMOJIMUCH, CBEJCHHHA O ACWCTBUU
ceprudukata  KIO4a  mOANMMCH  (OEMCTBYeT,  JEHCTBUE  IPHUOCTAHOBIEHO,  CPOKH
MIPUOCTAHOBIIEHUS €T0 JCWCTBUS, AaHHYJIHPOBAH).

227. JIokyMeHTbl B OJJIEKTPOHHOM BHJ€ MOJJIEXKAT PETUCTPAllUd B COOTBETCTBUH C
TpeboBaHusAMHU yHKTA 139 HacTosmert MHcTpykimy.

JIOTIOIHUTENBHO TNpPU  PETUCTpPAllMM  JOKYMEHTOB B  JJIEKTPOHHOM BHJIE MOTYT
UCIIOJIb30BAThCS PEKBU3UTHI «JlOJDKHOCTh, WHULKAIB M (QamMuivsg JHIa, HOANKCABLIETO
JOKYMEHT», «AJIpeC XpaHEHUs TOKYMEHTa B 3JIEKTPOHHOM BUJIE», « BHYTpEHHsIs nepeaapecanus
JOKYMEHTa I10 HCHOJHHUTENsIMY», «Hanmuune mpunokeHuit K JOKyMeHTY», «Croco0 10CTaBKH
JOKyMeHTa» (10 MH(OPMAaLMOHHO-TEIEKOMMYHUKAIIMOHHON CETH, HA MaTepUAIbHOM HOCHUTEJIE
U Ap.) U Jp.

228. Bo BHYTpPEHHHUX U UCXOJSALINX TIOKYMEHTaxX B 3JIEKTPOHHOM BHUJE, YAOCTOBEPEHHBIX C
nucnonbzoBanuem OLIII, pexBusuthl «/lata» M «PerucTpallMOHHBIA HHAEKC» IMPOCTABISIOTCS
II0CJIE TIOJINUCAHUS IIPU COXPAHEHUH MTOUIMHHOCTH U LIEIOCTHOCTH MOANMCAHHOIO JOKYMEHTA.

Bo BHYTpeHHUX U HCXOASIIUX JOKYMEHTaX, yI0CTOBEpEHHBIX 0e3 ucnonb3zoBanus DL B
COOTBETCTBUHU C TpeOOBaHUSMH IyHKTa 222 Hacrosmied MHCTpykmuu, pekBU3HTHl «JlaTay u
«PeructpanimoHHBI UHACKC, KaK MPABUIIO, BKIIOYAIOTCS B HCXOIHBIN (ailn qOKyMeHTa.

229. Bo BXoasmux W BHYTPEHHHMX JIOKyMEHTax HWHQoOpmanus, coaepxkamascs B
pexBu3uTax «Pezomonus», «OT™MeTKa 0 KOHTpose», «OTMeTka 00 HCIONHEHUH TOKYMEHTa U
HaIlpaBJIEHUU €ro B Jeso», «OTMeTKa O MOCTYIUIEHWU (PErMCTPAallMOHHBINA IITAMIT BXOMASIIUX
JOKYMEHTOB)», OTMETKE 00 O3HAKOMJIEHHH C JIOKYMEHTOM, MHBIX CIYKEOHBIX OTMETKaXx, MpH
paboTre ¢ JOKyMEHTaMH B D3JEKTPOHHOM BHuAE B HX (opmynsp He BHocuTcd. [laHHas
uHpopManus oTpaxkaercs B perucrpanuoHHbIX (opmax (PKK mmm xypnane) Ha OymakHOM
HocHTeNe JM00 B MacCUBE PETrUCTPALMOHHO-YYETHBIX JAAHHBIX, YUE€T U YIpPaBJIEHHE KOTOPHIMU
OCYIIECTBISIETCS C TOMOUIbI0 aBTOMATU3MPOBAHHOW CHUCTEMBI, M TPH HEOOXOTUMOCTH
MPUKPEIUIAETCS B BHJIE CAMOCTOSITENBHBIX JIOKYMEHTOB B 3JIEKTPOHHOM Buie ((haiioB) K
perucTpupyemMomy (YUIUTHIBAEMOMY) JOKYMEHTY.

230. PeructpalinOHHO-y4€THBIE JAaHHBIE O JOKYMEHTaX B JJIGKTPOHHOM BMJIE€ U CBSI3U
MEXJy HHMH M CaMHUMH JOKYMEHTAaMH COXPAHSIOTCS B HEU3MEHHOM M JIOCTYIHOM JJisi
BOCIIPOM3BENICHUSI U BOCIPUATHUS YEJIOBEKOM BHJE HA IMPOTSIKEHUU BCETO JKU3HEHHOI'O IMKJIA
nokyMeHTOB. [Ipu nepenaye NOKYMEHTOB B 3JIEKTPOHHOM BHJI€ BHYTPU OpraHU3allid WU MPU
OTIPABKE 3a MpeJeibl OpraHu3aluy BMECTE C HUMH MEPENAI0TCS UX PErMCTPALMOHHO-YYETHBIE
JTAaHHBIE.

231.Ilpu mepecbulke TO OJJICKTPOHHOM TMOYTE JOKYMEHT B DJEKTPOHHOM BHUJE
odopmisieTcs Mo MpaBWiIaM, YCTaHOBJIEHHBIM HacTosmed WHCTpyKuuel, u MpUKperuiseTcs B
BU/IE TIPUIOKEHUS ((paiiia) K AIEKTPOHHOMY MTHUCHEMY.



232. JIOKyMEeHTBI B 3JIEKTPOHHOM BHJIE, B TOM 4YHCIE€ OTIpaBIsieMble (I10JIydyaeMble) IO
KaHaJlaM 3JIEKTPOHHOM IOYTHI, T0ITyCKAETCS:

9KCIIOPTUPOBATh BO BHEIIHHE 10 OTHOIIEHHUIO K IIOYTOBOM CHUCTEME IEKTPOHHBIE (halliIbl;

skcnioptupoBath B ACJIOVY;

pacrieyaTbIBaTh Ha OyMa)KHOM HOCHTEJIE.

233. [Ipu sxcnopTe JOKYMEHTa B AJIEKTPOHHOM BHJE, OTHPABIEHHOTO (MOJY4E€HHOTO0) 1O
KaHajaM 3JIEKTPOHHON MOYTHI, BO BHEUIHMM MO OTHOIIEHHUIO K MOYTOBOW cucTeMe (aiin uiu
ACIIOY ¢ NOKyMEHTOM 3KCHOpPTUpYETCs (pacreyuaTbiBaeTCsi) COMPOBOJAUTENHLHOE IIEKTPOHHOE
MIUCHMO, BKJII0Yas HH(OPMALIHIO, COAEPIKALLYIOCS B 3ar0JIOBOYHON YaCTH JIEKTPOHHOTO NMHUChMa
(cBemeHMst 00 DJIEKTPOHHOM ajpece OTHpaBuTens (MOodydaTelns), JaTe OTIpPaBKH, JaTe
MOJIy4YeHUsi, TEeME€ MHCbMa, O TYTAX MPOXOXKIACHUS  BJIEKTPOHHOTO MHUCbMa IO
MH(POPMAIIMOHHO-KOMMYHHUKALIUOHHBIM ~ KaHaJlaM  CBSI3M, HUJAEGHTU(UKATOpe MHCbMa B
MH(POPMAIIMOHHON CHUCTEME M JIp.), €CIH JOKYMEHT HE COJEPXKHUT PEKBU3HUT «JlaTta», B MHBIX
CiIyJasix, Korja yka3zaHHas uHopMamus HeoOxoauma i MOATBEPKICHUs (aKTa U YCIOBUM
OTHpaBKH (TOJIYYCHHS) JOKYMEHTAa M (MJIM) MOXKET OBITh HCIOJIb30BaHA B CIPABOYHBIX H
JIOKa3aTeNbHbIX LIETAX.

234. Ilpn XpaHEHUN W UCIIOJIB30BAHWM JTOKYMEHTOB B JJICKTPOHHOM BHJIE, B TOM YHUCIE
OTIPaBJIEHHBIX (IIOJYYEHHBIX) IO KaHajaM »3JEKTPOHHOH NOYTHI, OO0ecleYuBaeTcs uX
JOCTYITHOCTh JJIl BCEX 3aUHTEPECOBAHHBIX PAOOTHUKOB OpraHU3allid B COOTBETCTBUU C
YCTaHOBJIEHHBIMH O0S3aHHOCTSAMU U NpaBaMU JOCTYyIA.

235. KoHTpoOJIb UCIIONHEHUS JOKYMEHTOB B 3JIEKTPOHHOM BUJIE OCYILECTBISETCS C YUETOM
TpeOoBaHuil riasel 9 Hacrosmeld MHcTpykuuu.

KoHTponb HCHOMHEHHS TOKYMEHTOB B D3JIEKTPOHHOM BHJE OOECIEUMBAETCS TEM XK€
CTPYKTYPHBIM IOJpa3JCII€HUEM (JOJDKHOCTHBIM JIMIIOM), KOTOPOE€ B COOTBETCTBUU C
JIOKAJIbHBIMU HOPMAaTUBHBIMHM IPAaBOBBIMM AaKTaMH OOECIEYMBAET KOHTPOJIb HCIOJHEHUS
JOKYMEHTOB Ha OyMa)XHbIX HOCHUTEIISX.

236. JIOKyMEHTBI B 3JIEKTPOHHOM BHJE IMOCIE MX HCIOIHEHUS MOJICkKAT XPAHCHUIO B
TEUYEHUE CPOKOB, YCTAHOBIICHHBIX [UI aHAJIOTUYHBIX JOKYMEHTOB Ha OyMa)KHBIX HOCUTEISX.

HcnonHeHHble JOKYMEHTHI B 3JIEKTPOHHOM BHUAE (OPMHUPYIOTCS B 3JIEKTPOHHBIE Jiesia B
COOTBETCTBUM C HOMEHKJIATypOMl J€J1 OpraHu3alid, COCTaBIEMOM B COOTBETCTBUHU C
TpeboBaHusAMU 11aBbl 10 HacTosmeldn MHCTpyKIuy.

IIpu cocraBieHnHn HOMEHKJIATyphl Jen B rpade «[Ipumeyanue» ykasblBaeTcs, 4TO JIEJIO
(TOM, YacTh) BeJIeTCs B DJIEKTPOHHOM BHUJIE.

237. ®opMupoBaHue U 0QPOPMIICHHE SJIEKTPOHHBIX /€] OCYLIECTBISAETCA C Y4eTOM OOIUX
TpeboBaHui (hopMupoBaHUS U OPOPMIICHHUS AEN C JOKYMEHTaMH Ha OYMa)KHBIX HOCHUTEIX,
yKa3aHHBbIX B raBax 11 u 13 nacrosmeit MHCTpyKImy.

OcobenHoctu  (opMupoBaHHsT U OQOPMIICHHUS DSJIEKTPOHHBIX Jell OTpaKaloTcs B
MHCTPYKLIHH IO JIETONPOU3BOJICTBY OpraHU3aLINH.

238. MecTo XpaHEHHS JIEKTPOHHBIX JI€J1 U OTACIbHBIX IOKYMEHTOB B 3JICKTPOHHOM BHE
0 UX Iepelayd B apXWB WIM BBIJCICHUS K YHHUUYTOXXEHHUIO OIPEAEIAETCS OpraHu3alnuen
CaMOCTOSITENILHO U 3aKpEIUIsieTCs B JIOKAIbHOM IPABOBOM aKTE, YTBEPKAAEMOM PYKOBOAUTEIEM
OpraHH3aLyu.

239. OkcnepTu3a ILIEHHOCTUM JOKYMEHTOB B D3JIEKTPOHHOM BHJE OCYLIECTBIISIETCA B
MOPSIAKE, YCTAHOBJIEHHOM InaBoil 12 Hacrosmed MHCTpyKIuMu, a TakKe HHBIMHA aKTaMHU
3akoHoaTenbcTBa Pecnyonuku benapyce.

240. Ilepenaua B apXMB U BbIIEICHUE K YHUUTOKEHUIO AJIEKTPOHHBIX A€ U JTOKYMEHTOB B
3JIEKTPOHHOM BH/JI€ OCYIIECTBIISIOTCSA B COOTBETCTBUU € TpeOOoBaHUAMU HacTosAeill MHcTpykiun
U MHBIX aKTOB 3aKOHOaTenbcTBa PecriyOnuku benapyce.



Ipunooicenue 1

K Uucmpyxkuuu no denonpouzsoocmey
6 20CY0apCMEEeHHbIX OP2AHAX U OP2AHUZAYUAX
Pecnybnuxu bBenapyco

IIpumepnas popma Tadenss yunpuuupoBaHHbIX GOPM JOKYMEHTOB OpPraHU3aluu

YTBEPXIAIO

(HaI/IMCHOBaHI/Ie JOJDKHOCTH

PYKOBOIHUTENS OPTaHU3AIIIH)

TToamuce Pacmudposka noanucu
[ara
Jara CornacoBaHue
BEPKACHUSA, Tlepuo
YTBEPAL IMoapasnenenu p
Hanmeno- | HanMeHOBaHHE . BHYTpCHHE | BHew - o
BaHHE OpraHu3aIyu (nomKHOCTHOE e nee | Tome YTBepk ey | AHIHO Mz
(dhopMBI (momKHOCTHOT 2 110) i ne- aTh CTh .
JOKYMEHT 0 JIUIIa), OTBCTCI'I-“IBC;IHOG HHUE COCTaB .
a YTBEpABLICH 3a MMOATOTOBK e
bopmy Y HUS
JIOKyMEHTa
1 2 3 4 5 6 7 8 9 10
HaumenoBanue JOJDKHOCTH PYKOBOJUTECIIA
ciyx6b1 JIOY (nnua, orBercTBeHHOTO 32 JIOVY) IToamnuce PacmmpoBka nmoxnucu

[Tpumeuanne. Tabens MoxeT ObITh momonHeH rpadamu «Kox Gopmsel mo kmaccudukaTopy», «Axpecam,

«OTBETCTBEHHBII 3a KOHTPOJIb UCTIOJITHCHUA» U P.

IHpunooicenue 2

K Uncmpyruyuu no 0eronpouzeo0cmaey
8 20CYOAPCMBEHHBIX OP2AHAX U OP2AHUZAYUAX
Pecnybnuxu Berapyce

dopma cnircKa Ha PacCbLUIKY




(Ha3BaHUe, naTa, HHACKC JOKYMCHTA)

HanmvenoBanue opranuzanuu 1 (Win) CTPYKTYPHOTO [TouTOBBIN KommuecTBo [Ipumeua
MOJIpa3/ieNIeHus, JOIDKHOCTHOTO JIMIA — ajipecara azapec 9K3EMIUIIPOB HUE
1 2 3 4

HaumenoBanue A0MKHOCTH PYKOBOJAUTEIIS
CTPYKTYPHOTO MO/Apa3ICICHUS [Tonmnuce PacmmdpoBka noanvcu

Ipunooicenue 3

K UHcmpyKkyuu no 0enonpoussoocmay
6 20CY0apCMEEHHbIX OP2AHAX U OP2AHUZAYUAX
Pecnybnuxu Benapyco

NPUMEPHBIN NEPEYEHD
AOKYMEHTOB, MOAJIeKallUX YTBEPKICHHIO

1. AkThl (TIpueMa 3aKOHYEHHBIX CTPOMTEIBCTBOM OOBEKTOB, BBIMNOJIHEHHBIX paldoT,
CIIMCaHMs, KCIIEPTU3bI, IpUEMA-TIEPEAAYUN €T U T.1.).

2. I'paduku (OTIMYCKOB, TUYHOTO MTPHEMA U T.J.).

3.3agaHus (Ha TPOEKTUPOBaHHE OOBEKTOB, TEXHHYECKHUX COOPYKEHUH, KamUTaJbHOE
CTPOUTENIbCTBO, IPOBEACHUE HAYyYHO-UCCIIEN0BATEIbCKUX, IPOEKTHO-KOHCTPYKTOPCKUX U
TEXHOJIOTHYECKUX pabOT, TEXHUYECKHE U T.1I.).

4. 3asBkH (Ha MaTepUaIbHO-TEXHUUYECKOE CHa0XKeHUe, 000py10BaHKE U T.1.).

5. NHctpykiuu (ipaBuia) (OJKHOCTHBIE, 110 JETONPOU3BOICTBY, TEXHUKE O€30MaCHOCTH,
BHYTPEHHET0 TPYAOBOIO paclnopsaka U T.1.).

6. HopmatuBel (pacxoja ChIpbs, MaTepHaJIOB, JJIEKTPOIHEPIHH, TEXHOJIOTHYECKOTO
IPOEKTUPOBAHMS], YUCIIEHHOCTH PAaOOTHUKOB U T.1I.).

7. OTueTsl (o MIPOU3BO/ICTBEHHON NesTeNbHOCTH, KOMaHJIUPOBKax,
HAYYHO-HCCIIEOBATENILCKUX paboTax u T.1.).

8. Ilepeunu (momxHOCTEH paOOTHUKOB C HEHOPMUPOBAHHBIM pabOYUM JHEM, TOKYMEHTOB,
00pa3yroImuxcs B JeSITeIbHOCTH OpPraHU3alluid, C yKa3aHUEM CPOKOB XpaHEHHs U T.1I.).

9. Ilnanbl (IPOU3BOJACTBEHHBIE, KANUTAJIbHBIX BIIOXKEHHH, CTPOUTEIbHO-MOHTAXXHBIX,
IIPOEKTHO-U3bICKATENbCKUX, HAYyYHO-UCCIIEI0BATEIbCKUX PA0OT U T.1.).

10. [Tomo>xxenust ~ (ycraBbl) (00  opraHuzanuu, CTPYKTYPHOM  TOJpa3JelIeHUH,
IPEMHUPOBAHUH U T.11.).

11. ITporpammsr (ipoBeaeHUST PabOT, MEPOTIPUATHNA U T.1.).

12. Pacuienku (Ha MPOU3BOJICTBO pabOT, OKa3aHUE YCIIYT).

13. CmeThl (pacxolloB, T0XOJ0B M PacxXxoi0B BHEOIOJKETHBIX CPEJCTB, Ha KaIUTAJIbHOE
CTPOUTENBCTBO U T.1I.).

14. CrannapTsl.

15. CTpykTypa U mITaTHasi YUCICHHOCTD.

16. YHudumnupoanusie (OpMbl JOKYMEHTOB.

17. IlITatHble pacnucaHusl.

Ipunooicenue 4



K Uucmpykuuu no denonpouzsoocmey
8 20CYO0ApPCMBEHHbIX OP2AHAX U OP2AHUZAYUAX
Pecnybnuxu Benapyce

Oo0pa3zen opopmiieHHsT JTUCTA COTJIACOBAHUS

JIMCT COI'JTACOBAHUA
IIPOEKTA [IOCTAHOBJIEHUS MUHHUCTEPCTBA IPUPOIHBIX PECYPCOB M OXPaHbl OKPYXKAIOLIEH CpeIbl
PecniyOnunku benapycs «O0 yrBepkaeHun MHCTpyKIuu o nopsake BeeHUS IEPBUYHOTO yueTa

HUCIIOJIB30BaHUA BOI»

COI'JIACOBAHO COI'JIACOBAHO
Munucmp srcunuwro- Ilepswiii 3amecmumens
KOMMYHAIbHO20 X035UCMEa Ilpeoceoamens
Pecnybnuxu Berapyce Tocyoapcmeennoco
B.M . Bbenoxeocmos Komumema no
21.09.2008 cmanoapmusayuu
Pecnybnuxu Bernapyco
B.B.Haszapenko
21.09.2008
COI'JIACOBAHO COI'JIACOBAHO
3amecmumenv npedcedamers Ilpedceoamens
bpecmckozo obracmuozo Bumebckozo obracmuozco
UCNOTIHUMENbHO20 KOMUmMema UCNOTIHUMENbHO20
M. U FOxumyx KoMumema
20.09.2008 B.Il. Anopeiiuenk
0
27.09.2008
COI'JIACOBAHO COI'JIACOBAHO
Ilpedceoamens Ilpedceoamens
Tomenvcroeo obracmnozo Tpoonencroeo obracmmnoeo
UCNONIHUMETbHO20 KOMUmMema UCNOTIHUMENbHO20
A.C Hkobcon Komumema
22.09.2008 B.E.Casuenxo
22.09.2008
COI'JTACOBAHO COI'JTACOBAHO
Iepswiti 3amecmumens npedcedamens Ilpedcedamens
Munckoeo 20podckozo Munckoeo obaacmnozo
UCNONIHUMENbHO20 KOMUmMema UCNONIHUMENbHO20
A.A Kynyeeuu Komumema

22.09.2008

JI.D.Kpyney
24.09.2008



COI'JTACOBAHO

Ilepsviii 3amecmumens npedcedamens
Moczunesckoeo obnacmmuozo
UCNOTIHUMENbHO20 KOMUMema

B.B.Kpasyos
22.09.2008
Ipunoosxcenue 5
K UHcmpyKkyuu no 0enonpoussoocmay
6 20CYOAPCMBEHHBIX OP2AHAX U OP2AHUZAYUSAX
Pecnybnuxu bBenapyco
IPUMEPHbBIA IEPEYEHDb

AOKYMCHTOB, HE MMOAJICKAIIIUX PErUCTpaluu

1. JIoKyMEeHTBI OIepaTUBHO-UH(POPMAIIMOHHOTO XapakTepa (TMUChMa, CBOJKH H 1p.),
MPUCIIAHHBIE JJIs1 CBEACHUSI.

2. 3asBKU, HapsI/Ibl, pa3HaPSIIKH.

3. I[lo3npaBUTENBHBIE TUCHMA U TEIETPAMMBI.

4. [IporpamMmbl, TIUJIaHBI, TIOBECTKH 3acCelaHHii, COBEIIAHWN, KOH(MEpPEeHIINI, WHBIX
KOJUIETHATLHBIX MEPOTIPUATHH.

5. IlpurnacutenbHble OUIIETHI.

6. IleyaTHble u3nanus (KHUTH, )KypHAJbl, FA3€ThI).

7. Pexnamuble MaTepuaibl (JINCTOBKU, IPOrPAMMBI, TPOCIEKTHI, U3BEIICHMUS).

8. Ilucbma opraHuzaluii U WHAMBHUAYAJIbHBIX NPEANPUHUMATENEH C MPEAJIOKEHUSIMU O
COTPYIHMYECTBE WJIK OKa3aHUU YCIIYT.

9. UnpopManiioHHBIE U CIpaBOYHbIE  MaTepuayibl  (OroJuIeTeHH,  OpOIIOPHI,
uH(}OpPMaIMOHHBIC JTUCTKH, POCIIEKTHI U3/IaHUH, aBTOpedepaThl U 1p.).

10. ®opMBbI CTATUCTUYECKOW OTYETHOCTH U COMIPOBOAUTENbHAS TOKYMEHTALHUS K HUM.

Ilpunooicenue 6

K Uncmpyxyuu no 0e1onpouzeoo0cmaey
8 20CYOAPCMBEHHBIX OP2AHAX U OP2AHUZAYUAX
Pecnybnuxu Benapyco

IIpumepHasi popMa perucTpaMOHHO-KOHTPOJIbHONH KapTOYKH

JluuieBas cropona

1 2345 6 7 8 9 1011 12 13 14 15 16 17 18 19 20 21 22 23 24 25 26 27 28 29 30 31

CpOK HUCTIONHEHHS Ha3Banue Buja 1oKymeHTa ABTOp (KOPPECIIOH/ICHT)

Z[aTa 1 MHACKC NMOCTYIJICHUA Z[aTa 1 MHJACKC JOKYyMCHTA

3aroJI0BOK (KpaTKOE COJepIKAHUE)




Pe3on}0u1/m WJIM KOMY HallpaBJICH JOKYMCHT

OTMeTKa 00 UCIIOTHEHUH JOKYMEHTa

OG6opoTHas CTOpOHA

KOHTpOJ'ILHLIe OTMCTKH|

Dong Ne

Omuck Ne Jlemo Ne

Ipunoowcenue 7

K UHcmpykyuu no 0enonpoussoocmay

8 20CYOAPCMBEHHBIX OP2AHAX U OPAHUBAYUSX
Pecnybnuxu Benapyce

IIpaBunia 3an0/1HeHNS] OCHOBHBIX PEKBH3UTOB PerHCTPALMOHHO-KOHTPOJIBHOM KAPTOYKH

PexBU3UTEH

[TosicHeHHS K 3aITOTHSHUIO

IHasBanwue Buaa
IMOKyMEHTa

3anoJHIeTCA B COOTBETCTBUH C Ha3BaHUEM BUAa PEruCTpupyeMoro 10KymMmeHTa. HpI/I
perucTpanuu nucem rpa(ba HEC 3aIIOJIHACTCA

IABTOp (KOPPECTIOH/ICHT)

IIpu perucrpanuu NOCTYNMUBIIETO JOKYMEHTA 3alIUChIBACTCSI HANMEHOBAHUE
opraHu3aluu-aBTopa JoKyMeHTa. IIpu perucrpanyuu ucXoasero JOKyMeHTa
3aIMChIBAETCS] HAMMEHOBAaHUE OpraHu3aluu-KoppecnoraeHTa. Jlonyckaercs
IIPUMEHEHUE COKPALICHHOI0 HAUMEHOBAHUS OpraHu3aluy

JlaTta 1 uHIEKC
TTOCTYTIICHUS

3amoJHACTCS IPU PETUCTPALIMH BXOISIIETO JOKYMEHTA. 3alMCHIBAIOTCS J1aTa U
MHJIEKC, IPHICBOCHHBIE JOKYMEHTY OpraHU3alNeH-TI0ydaTeNIeM; IIEPEHOCITCS U3
PETHUCTPAIIIOHHOTO IITaMIa BXOASAIINX JOKYMEHTOB

Z[aTa " UHJCKC NTOKYMCHTA

3anuchIBarOTCS JlaTa 1 UTHACKC, IPUCBOCHHBIC JOKYMCHTY Opl"aHH?;aHPIeﬁ—aBTOpOM;
NEPEHOCATCA C BXOAAIICTO UIIK UCXOAAIICTO JOKYMCHTA

3aroJI0BOK (KpaTKoe
coiep kaHne)

[leperocuTcs 3aroaoBoK, chOPMyITHPOBAHHBIN Ha JOKYMEHTE

Pe3omronus umm komy
HaIpaBJIeH JTOKYMEHT

HepCHOCI/ITCH TEKCT PE30JIIOLINHU PYKOBOAUTEIIA

CpOK MCTIOTHEHUS

IIpocTaBnsiercs aara (4UCI0, MECHII, TO), K KOTOPOU JOKYMEHT JOJDKEH OBITh
HCITIOJIHCH. HpI/I peFI/ICTpaI_H/H/I HUCXOOAIICTO UHUIIMATUBHOTI'O }IOKyMeHTa 3alliuChIBACTCA
JlaTa 0XKMIAEMOTO OTBETA




IMOKyMeHTa

OTMmeTKa 00 MCIIOJIHEHU T

KpaTKO 3alIMCBIBAIOTCA PEHICHUE BOIIPOCA 110 CYIIECTBY, JaTa U NHICKC
JOKYMCHTA-OTBECTa

Jlemo Neo

HpOCTaBJIS[eTCSI HMHJCKC ZICJIa, B KOTOPOC MOMCIICH JOKYMCHT I1OCJIC UCIIOJIHCHUS B
COOTBETCTBUU C HOMGHKHaTypOﬁ pi(SA) |

Ilpunooicenue 8

K Unucmpykuuu no denonpouzsoocmey

8 20CYOAPCMBEHHBIX OP2AHAX U OP2AHUZAYUAX
Pecnybnuxu Benapyce

IIpumepnas popma skypHasIa perucTpauvu BXOASIIUX JOKYMEHTOB

Jata moctyruienus | KoppecnonneHt, nata u Kpatkoe Pezonronus nnm
Pacnicka B | OtMmeTka 00
U UHJIEKC HHJIEKC MOCTYIMUBIIETO co/iepKaHU | KOMY HalpaBJeH
MOJIyYEHUU | HWCTIOJIHEHUU
JIOKyMEHTa JIOKyMEHTa e JIOKyMEHT
1 2 3 4 5 6

Ilpunooicenue 9

K Uncmpyxyuu no 0e1onpouzeoocmaey
8 20CYOAPCMBEHHBIX OP2AHAX U OP2AHUZAYUAX
Pecnybnuxu Berapyce

IIpumepHas popma xKypHaJIa perucTpaluy UCXOAAIIUX U BHYTPEHHUX IOKYMEHTOB

Jlata v uHACKC Koppecnonn Kpatkoe conepxanue OtmeTKa 00 UCTIOJTHEHUN
JOKYMCHTa CHT JOKYMEHTa JOKYMCHTa
1 2 3 4

Ipunooicenue 10

K UHcmpyKyuu no 0enonpousgoocmay

8 20CYOAPCMBEHHBIX OP2AHAX U OP2AHUAYUAX
Pecnybnuxu Berapyce

®opMa HOMEHKJIATYPHI /ieJ1 OpraHu3aluu




HanmMeHoBaHME BBIIECTOSAMIEN OpraHU3aluU YTBEPXIAIO
HaumenoBanue opranuzanuu
HOMEHKIJIATYPA JIEJI (HaMMEHOBaHHE JOJDKHOCTH

Ne

PYKOBOJIUTEIISI OPTraHN3aINH)

(MeCTO coCTaBIICHHS)

Ha ron
IToamuce Pacumdposka nognucu
Jara
K XpaHCHUS Jiena
Ha3Banue paznena Kon-Bo gen Cpox xp e
(TOMa, YacTH) U
Wupeke nema | (mompasmerna), 3aT0JOBOK (TOMOB, [Ipumeuanue
. HOMeEpa IyHKTOB
Jena (ToMa, 9acTH) JacTen) .
(cTateif) o mepedHio
1 2 3 4 5

HOMeHKJ'IaTypa ACJI COCTaBJICHA HA OCHOBaHHNU

(Ha3BaHI/IH W BBIXOJHBIC TaHHBIC

HOPMATUBHBIX MPABOBLIX AKTOB, UCITIOJIB30BAHHLIX ITPU ONPECACICHUN CPOKOB XpaHCHU Z[eJ'I)
HanmeHoBaHME JODKHOCTH PYKOBOIUTEIS
cyx60s1 IOV (muia, orBercTBerHoro 3a I0OVY) [Toanuck PacmmidpoBka mogmucu
3aBenyronInii apXuBoM (HAMMEHOBaHUE
JOJDKHOCTH JIMIIA, OTBETCTBEHHOTI'O 33 apXUB)

IToamuce PacmmdpoBka noanucu

[ara

c orJjJ]ACOBAH OCOTITJTJACOBAH O *

[Tporokon 3acenanus [I1OK (OK) [Ipotoxoin 3acemannss IMK (DI1K, [1DK)
(HamMeHOBaHUE OPTAHU3AIINHN) (HamMeHoBaHWE
No

TOCYyAJapCTBEHHOI'O apXHBa UJIK OpraHa

I'ocynapcTBeHHOM apXHUBHOH CITy»KOBI

Pecny6smku Benapycs,

BBILIECTOSIIEN OpraHU3aI|H)
Ne




*B opraHu3alMsax, He SBIISIOIIUXCS WMCTOYHMKaMH KOMIUIEKTOBAHMS TOCYJapCTBEHHBIX apXHBOB M HE
MMEIOIINX BBIIECTOSIIEr0 OpraHa yrpasJieHus, He 0(OpMIISETCSL.

Ipunooicenue 11
K UHcmpyKkyuu no 0enonpoussoocmay

6 20CYOAPCMBEHHBIX OP2AHAX U OP2AHUZAYUSX
Pecnybnuxu bBenapyco

dopmMa HOMEHKJIATYPHI /1eJ1 CTPYKTYPHOI0 moapasjaesieHus (001mecTBeHHOH OpraHu3anumn)

OpraHu3aunu

HanmenoBanue opranuzamnuu
HaumenoBanue CTPYKTYPHOT'O
nojapasaeneHust (001ecTBeHHOM
OpraHu3aIuun)
HOMEHKIJIATYPA JIEJI

No

(MecTO cocTaBIICHUS)

Ha ron

HasBanue paznena Koin-Bo nexn
Wnnekc Cpok xpaHeHus zena (Toma, 9acTH) U [Iprmega

(moxpaszznena), 3aroJI0BOK Jeia (TOMOB, o
zena N HOMeEpa ITyHKTOB (CTaTeil) o MepedHIo HUE
(ToMa, yactu) JacTe)
1 2 3 4 5

HOMCHKJ'IaTypa ACJI COCTaBJICHA HAa OCHOBAaHHNH

(HaSBaHI/IH " BBIXOHBIC TaHHBIC

HOPMATUBHBIX MMPABOBLIX dKTOB, UCITOJIb30BAHHLIX ITPU ONPCACICHUN CPOKOB XpaHCHU ZIGJ'I)
HanmenoBanme JOJDKHOCTH PYKOBOJUTECIIA

CTPYKTYPHOTO TTO/Ipa3/ICICHUS
(oGmIecTBEHHOM OpraHU3AIIH ) [Toamuce Pacmmudposka noanucu

3aBeayromuii apxuBoM (HaMMEHOBAaHUE
JOJKHOCTH JIMIIA, OTBETCTBEHHOT'O 33 apXUB)

IMonmuce Pacmudposka noanucu

Jara

COT'JIACOBAHO*




[Tporoxon 3acenanus K

(HanMeHOBaHHE CTPYKTYPHOTO ITOAPa3ICIICHI)

Ne

*Odopmirstercs mpu Hammauu DK cTpyKTypHOTO TTOIpa3IeIeHIs.

Ilpunoocenue 12
Kk Uncmpykyuu no 0enonpousgoocmesy

8 20CYOApPCMBEHHBIX OP2AHAX U OP2AHUZAYUAX
Pecnybnuxu Benapyce

®dopMa UTOroBOI 3aNIMCH K HOMEHKJIaType JeJ1 OpraHu3auuu

Hrorosas 3anuce o KaTCropuiax U KOJIUYECTBC ACII,

3aBCICHHBIX B roay B
(HauMeHOBaHHME OpraHN3alNH)
B tom uncne
Ilo cpokxam xpaneHus Bcero
MEPEXOAALIUX ¢ otmeTKo# «OITK»
1 2 3 4

[TocTostHHOTO
Bpemennoro (csbime 10 ner)
Bpemennoro (10 10 et BKIFOYUTETHHO)
MTOI'O
HanmenoBanme JOJIDKHOCTH PYKOBOJUTEIIA
cyx0b1 IOV (nuna, orBeTcTBeHHOTO 32 JIOY) [Toamuce Pacmmdposka noanucu
Jara
HrtoroBbie cBeieHUS NEPEIAHbI B apXUB OpraHU3aIuu
HawnmenoBanue JOJIDKHOCTH JIM1a,
MepeIaBIlIero CBEICHUS IMoamnuce Pacmudposka noanucu

JHara

IHpunoowcenue 13

K UHcmpyKkyuu no 0enonpousgsoocmay
8 20CYOAPCMBEHHBIX OP2AHAX U OPAHUZAYUSAX



Pecnybnuxu bBenapyco

®opMa BHYTPEHHEH OIMCU JOKYMEHTOB Jiej1a

Bnyrpennsis onuce
JOKYMEHTOB ziena Ne

Ne

i I[aTa JAOKYMCHTa I/IH,HGKC JAOKYyMCHTa 3aroioBok JAOKYMCHTa HOMepa JIMCTOB J1€J1a HpI/IMe‘{aHI/Ie

Hroro JINCTOB JOKYMCHTOB.
(tmdpamu 1 IPOTTUCHIO)
KosmnuecTBo 1MCTOB BHYTPEHHEN OIUCH

(1dpamu ¥ POITUCHIO)

HaumenoBanue 10IKHOCTH JIMLA, COCTABUBILETO
BHYTPEHHIOIO OIUCh JIOKYMEHTOB J€JIa [Tognuce PacimmmgpoBka noanucu

JlaTa

Ipunoowcenue 14

K Uncmpyxyuu no 0e1onpouzeoocmaey
8 20CYOAPCMBEHHBIX OP2AHAX U OP2AHUZAYUAX
Pecnybnuxu Berapyce

d)opMa JIUCTA-3aBCPUTCIIA ACjIa

JIMCT-3ABEPUTEJIb JIEJIA Ne

B nene noamuTo (BJI0XKEHO) U MPOHYMEPOBAHO

(undpamu U MPONUCHIO)
aUCT(OB), B TOM YHUCIIE:

JUTEpPHBbIE HOMEpa:
HPONYyIIEHHbIE HOMEpPA:
+ JINCTOB BHYTPEHHEU OMUCH:

OcobeHHOCTH (PU3NUECKOTO COCTOSHUSA ¥ (POPMHUPOBAHUS JieIa Howmepa micros
1 2
HaumenoBanue JOJDKHOCTH JIM1a, HO,Z[HI/ICB PaCH_II/I(prBKa IoAnmncu

COCTaBHMBUICTO 3aBCPUTCIIBHYIO HAJAIINCH




Jara

Ipunooswcenue 15

K UHcmpykyuu no 0enonpoussoocmay
8 20CYOAPCMBEHHBIX OP2AHAX U OPAHUBAYUSX
Pecnybnuxu Bernapyce

dopma 00J105KKH /1e1a

D. Neo
Om. Ne
1. Ne

(HanMeHOBaHME TOCYIapCTBEHHOTO apxuBa)*

(HaI/IMCHOBaHI/Ie BI)IIHCCTOS[IIICﬁ OpFaHI/ISaHI/II/I)

(HauMeHOBaHME OPraHU3AINH)

(HanMeHOBaHHE CTPYKTYPHOTO TOoApa3eseHns (00IecTBeHHON OpraHu3aInn),

(I)yHKI_[I/II/I WJIK HAIIpaBJICHUA Z[e?[TCJ'IBHOCTI/I)

Jeno Neo Tom Ne

(3aroJIoOBOK J1eia)

nata (KpailHuE 1aThl)
Ha JINCTax
XpaHUThb

®d. Ne
Omn. Ne
. Ne




*OdopmirsieTcss B OpraHu3anusix, SBISIOMINXCS UCTOYHUKAMU KOMIUIEKTOBAHHSI TOCY/IapCTBEHHBIX apXUBOB,
TIpY TIepeade aena (ToMa, YacTH) B TOCYIapCTBEHHbIH apXuB.

Ipunooicenue 16

K Uncmpyryuu no 0eronpouzeo0cmaey
6 20CYOAPCMBEHHBIX OP2AHAX U OP2AHUZAYUSX
Pecnybnuxu Berapyce

®opMa ONUCH eI OCTOSTHHOI0, BpeMeHHOro (cBbiiie 10 jieT) XpaHeHUus U M0 JHYHOMY
COCTaBY CTPYKTYPHOIO Noapa3aejeHus (001ecTBEHHON OPraHu3anu) OpraHnu3anumn

HanmenoBanue opranusanuu YTBEPXIAIO
HanmeHnoBaHue CTpyKTypHOTO
nojipa3fenenus (0OIIeCTBEHHON OpTaHU3aIIHH ) (HanMeHOBaHKE JOJUKHOCTH
Ormmuce Ne
nen PYKOBOIUTEISI CTPYKTYPHOTO
(HanMeHOBaHHE KaTEeTOPUH JIeT) _
3a ro nojipasesicHus (0OIIeCTBCHHON
OpraHU3aI1H)
[Tonmnuce PacmmdpoBka noamnucu
JlaTa
Ne Hnnexc Ha3Banue paznena, JlaTa nena Cpok xpaHeHHs1
KonnuecTBo nmcroB IIpumeua
/| nena (Toma, | 3aroJIoBOK Jena (Toma, (ToMa, nena (Toma,
B Jiene (ToMe, 9acTH) * HUE
1§ JacTH) YacTH) YacTH) qacTH) —
1 2 3 4 5 6 7

B nannyro onuch BHECEHO

(umdpamu 1 MPONHCHIO)
nei ¢ Ne 1o Ne B TOM YHCIIC:
JIMTEPHBIC HOMEpaA:
IIPOIIYLICHHBIE HOMEpaA!

HaumeHnoBanue 10IKHOCTH
COCTaBUTENA OIUCH ITogmnuce Pacmm¢poBka nmoxnucu

JlaTa
HanMeHnoBaHue TOMKHOCTH PYKOBOIUTES
cyx6561 IOV (nuna, orBeTcTBeHHOTO 32 JIOY)

[Tonmnuce PacmmpoBka nmoxnucu



Jara

COI''TACOBAHO**
[Iporokon 3acenanus K

(HanMeHOBaHHE CTPYKTYPHOTO ITOAPa3AeIICHNU)

No

[Tepenan Jen v
(umupamMu ¥ IPOTTUCHIO) (mdpamu 1 IPOTTUCHIO)

PETUCTPAalMOHHO-KOHTPOJIBHBIX KAPTOYCK K JOKYMCHTAM.

HaumenoBanue 1omxHOCTH paOOTHHKA,

TepeaaBIero Jieya IMToamnuce Pacmmdposka noanucu
Jara
[Tpunsin nenu

(unhpamMu ¥ IPOTTUCHIO) (mdpamu 1 IPOTTUCHIO)

PEerucTpalMOHHO-KOHTPOJIBHBIX KAPTOUEK K IOKYMEHTaM.
HaumeHoBaHMe JOIKHOCTH paOOTHHUKA
apxuBa (Jinla, OTBETCTBEHHOTI'O 32 apXUB),

MIPUHSBILIETO JIeyIa IMoamnuce Pacmmdposka noanucu

Jara

*"pacha 6 He 0OpMIISIETCS B OIHUCSX JIEJT IIOCTOSIHHOTO XPaHEHHSI.
**Qdopmisercs npu Hasmauu DK CTPYKTYpHOT0 MOApa3/eieHusl.

Ipunooicenue 17

K Uncmpyruyuu no 0eronpouzeo0cmaey
8 20CYOAPCMBEHHBIX OP2AHAX U OP2AHUZAYUAX
Pecnyonuxu Berapyce

@®opma aKTa 0 BbIIeJICHUH K YHHYTOKEHHIO TOKYMEHTOB M J1eJ1, He MOIesKalnX
XPaHEeHHI0



HanmMeHoBaHME BBIIECTOSAMIEN OpraHU3aluU YTBEPXIAIO
HaumenoBanue opranuzanuu
AKT (HaMMeHOBaHWE JIOJDKHOCTH

No

PYKOBOIUTENS OpraHU3aliH)

(MecTo cocTaBICHUS)
IMoamuce Pacmmdposka noamnucu

Jara
O BBIZICIICHUH K YHHUTOXKCHUIO
JOKYMEHTOB U JIeJl, HE TOIJIeXKallInX

XPaHEHHUIO

Ha ocHoBanun

(Ha3BaHI/IH Y BBIXOJHBIC NTaHHBIC HOPMATUBHBIX ITPABOBLIX aKTOB,

HCTIONB30BAaHHBIX TP MPOBEJCHNUH IKCIIEPTU3BI IIEHHOCTN)
OTOOpaHbl K YHUYTOKCHHUIO KaK HE MMECIOIINE HAyYHO-UCTOPUICCKOW IIEHHOCTH M YTPATHUBIINE
MPaKTUYECKOE 3HAUECHHE cleayroumue JIOKYMEHTBI u nenaa donma No*

(Ha3Banue QoHaa)

Cpok xpaHeHHUs
3aromoBoK ena (Toma.
Hara Homepa Wunexc nena (toma, | Koim-Bo a ( ’
Ne|  nmema mmm YacTH) U
. | memawymm | HOMEHKIATYp Y4acTH) 10 Jen [Iprmmega
/| TPYNIOBOH N N HOMEpa
KpaiiHue (ommceit) 3a HOMEHKJIaType Wik | (TOMOB, HUE
Il | 3aroJIoBOK . MTyHKTOB
JIaThl 1e] roJi(b1) No nena mo omucu | 4acTeil) N
nen (cTareit) mo
MIEPEYHIO
| 2 3 4 5 6 7 8
Hroro Jien 3a roJi(bl).
(b pamMu ¥ IPOMUCHIO)
Onucu e NOCTOSTHHOTO XpaHEHHUs 32 roJi(bI) yTBEPKICHBI,

a o ImyHOMYy coctaBy coriacoBanbl ¢ DMK (II1IK, [19K)

(HanMeHOBaHME TOCYAapPCTBEHHOI0 apXMBa, opraHa ['ocyqapcTBeHHON apXUBHOM CITy>KObI

Pecny6muku Benapych MM BBIIECTOSIIEN OpraHU3aLiy)
(1IpoToKO Ne )

HaunmenoBanue nODKHOCTH JIAIA,
MIPOBOJIUBIIIETO SKCIEPTUIY
LIEHHOCTHU JOKYMEHTOB IToamuce Pacmmdposka noanucu

COT'JTIACOBAHO COT'JTACOBAHO**
[Iporokon 3acenanus LIOK (9K) [Iporoxoin 3acemanus DMK (BI1K, [IDK)



(HauMEeHOBaHHE OPTaHU3AIIN) (HanMeHOBaHHE

Ne
rOCyapCTBEHHOT'O apXHBa MM OpraHa
l'ocynapcTBeHHOM apXHUBHOH CITyKOBI
Pecniyonuku benapycs,
BBIIIECTOSIIEH OpraHU3aInm)
Ne
JIOKyMEHTBI B KOJINYECTBE Jen,
(undpamu 1 MPONHCHIO)
BECOM KI' CHAHBI B
(HauMeHOBaHNE OPraHU3AIIH)
Ha nepepaboTKy MO MPUEMO-CIATOYHOW HAKIAAHOW OT No

HaumeHnoBanue 1omxHOCTH paOOTHHUKA
OpraHu3aluy, CAABIIETO JOKYMEHTHI IToamuce Pacmm¢poBka noxnucu

Jara

WUsmenenus B YUYC€THBIC JOKYMCHTBI BHCCCHBI.

HanmenoBanue nomkHOCTH pabOTHUKA
apxuBa (JIMLla, OTBETCTBEHHOTO 32 apXHB),
BHECILIETO U3MEHEHHUS B YYETHBIE JOKYMEHTBI IToamuce PacmmpoBka nmoxmnucu

JlaTa

*Homep ¢oHma yka3plBacTCs B OpraHM3alMAX, SBIIOMUXCS  HCTOYHMKAMH  KOMIUIEKTOBAHUS
TrOCYAapCTBEHHBIX APXUBOB.

**OdopmiseTcs B aKTax O BBIICIICHUN K YHHUTOXKEHHIO TOKYMEHTOB ¢ 0TMeTKoN «IITK».

Ipunooicenue 18
K UHcmpyKkyuu no 0enonpoussoocmay

8 20CYOAPCMBEHHBIX OP2AHAX U OPAHUAYUAX
Pecnybnuxu bBenapyce

(I)opMa JUCTKA-3AaMECTUTECIA TOKYMEHTA

JIMCTOK-3AMECTUTEJIb JOKYMEHTA

Bun nokymenrta JHara Nunexc
Koppecnonaent
3aroyioBOK (MJIM KPaTKO€ CO/EpKaHUE TOKYMEHTA)




Briman

(mata BbIIAYM)

Briman [Tomyunn
(HaI/IMeHOBaHI/Ie JOJIDKHOCTH, ITIOAIINCH, (HaI/IMeHOBaHI/Ie JOJIKHOCTH, ITOAIINUCH,
pacuudpoBKa MOAMUCH JIHIIA, pactmdpoBKa MOIMUCH JUIIA,
BBIJIABIIETO JOKYMEHT) KOTOPOMY BBIJaH JOKYMEHT)

Ipunooicenue 19

K UHcmpyKkyuu no 0enonpousgsoocmay
8 20CYOAPCMBEHHBIX OP2AHAX U OP2AHUAYUAX
Pecnybnuxu Berapyce

®opma KapThI-3aMeCTHTEJIS J1eJ1a

HanmenoBanue opranuzanuu
HanmenoBaHue cTpyKTypHOTO

nojApa3aesieHust
KAPTA-3AMECTUTEJIb IEJTA
Hemo Ne
(MHIEKC 110 HOMEHKJIAType el WM HOMEp I10 OITHCH U 3ar0JIOBOK)
BBII[aHO BO BpCMCHHOC ITOJIB30BAHUC 10
(maTa BBITAYN) (mata Bo3Bpara)

Briman [Homyunn

(HauMEHOBaHHME JIOJDKHOCTH, IOAIHUCH, (HauMeHOBaHME JIOJDKHOCTH, OAIHUCH,

pacumppoBKa MOJNUCH JIUIIA, pacimppoBKa MOINUCH JIUIIA,

BBIZIABIIIETO JIEJIO) KOTOPOMY BBIZIAHO JIEJIO)



