[MTOCTAHOBJIEHME MUHUCTEPCTBA IOCTULNUN PECITYBJIMKU BEJIAPYChb
19 auBaps 2009 r. Ne 4

06 yTBepxaeHMn MHCTpyKLMKU NOo [enonponsBoaCcTBY B
rocyaapcTBeHHbIX OpraHax, MHbIX OpraHu3auusx

W3MeHeHus 1 AONOJIHEHUS:

[TocTtanoBnenne MuHucTepcTBa rocTuiid PecrmyOnmku benmapyck ot 24 okTs0ps
2011 r. Ne 235 (3apeructpupoBano B HammonansHom peectpe - Ne 8/24338 ot 02.11.2011 r.)
<W21124338>;

[TocranoBnenne Munucrepcrsa octuiuu Pecniyonuku benapyce ot 27 saBaps 2012 r.
Ne 18 (3apermctpupoBano B Harmonansnom peectpe - Ne 8/24838 or 06.02.2012 r1.)
<W?21224838>;

[TocTranoBnenne MunucrepcTBa roctuiiuu Pecriyonuku bemapycs ot 15 ssuBaps 2013 1.
Ne 9 (3apeructpupoBano B HarmumonameHOoM peectpe - Ne 8/26849 ot 29.01.2013 r.)
<W21326849>;

[ToctanoBnenne MunucrtepcrBa roctunuu Pecnyonuku benapycs ot 10 gexaOps
2014 r. Ne 240 (3apeructpupoBano B HarmonansHoM peectpe - Ne 8/29441 ot 29.12.2014 1.)
<W21429441>;

[TocranoBnenne MunucrepctBa toctuuuu Pecnybnuku benapycs ot 30 nexabps
2015 1. Ne 225 (3apeructpupoBano B Hannonansaom peectpe - Ne 8/30557 ot 12.01.2016 1.)
<W21630557> - BHeCeHbl U3MEHEHHUS U JOMOJHEHMsI, BCTYNUBIINE B cuily 16 saBaps 2016
I., 32 HCKJIFOYEHUEM U3MEHEHUH U JOIOJIHEHUH, KOTOpbIe BCTYNAT B cuily 1 ssuBaps 2017 r.;

[TocranoBnenne MunucrepctBa roctuuuu Pecnybnuku bemapycs ot 30 nexabps
2015 1. Ne 225 (3apeructpupoBano B HammonamsHoM peectpe - Ne 8/30557 ot 12.01.2016 1.)
<W21630557> - BHEeCEeHbI U3MEHEHUS U IOTIOJIHEHUS, BCTYNHUBIINE B cuuty 16 suBaps 2016 r.
u 1 auBaps 2017 r.;

[TocranoBnenne MunuctepctBa roctuiiuu Pecniy6nuku benapyces ot 18 aBrycra 2017 r.
Ne 167 (3apeructpupoBano B HammonameaHoM peectpe - Ne 8/32380 ot 04.09.2017 r.)
<W21732380>;

[TocranoBnenne MunucrepctBa roctuuuu Pecny6nuku bemapyce ot 5 mapra 2018 r.
Ne 51 (3apeructpupoBano B HarmmonansHoM peectpe - Ne 8/32911 ot 12.03.2018 r.)
<W21832911>;

[TocranoBnenne MunucrepcrBa roctuimu Pecny6nuku benapycs ot 26 utons 2018 r.
Ne 154 (3apeructpupoBano B HaumonansHom peectpe - Ne 8/33330 ot 01.08.2018 r.)
<W21833330>;

[TocranoBnenne MunuctepcrBa toctuiuu Pecny6onuku benapyce ot 13 mapta 2019 r.
No 39 (3apeructpupoBano B HarmmonaimbHom peectpe - Ne 8/33944 ot 18.03.2019 r1.)
<W21933944>;

[TocranoBnenne MunucrepctBa roctuuuu PecnyOnuku benapycs ot 17 okTa0ps
2019 r. Ne 193 (3apeructpupoBano B HannonansHoMm peectpe - Ne 8/34715 ot 18.10.2019 r.)
<W21934715>

Ha ocnoBanum uactu mnepBoil ctarbu 26 3akoHa PecnyOnuku bemapyce ot 25 Hosiops 2011 r.
Ne 323-3 «O0 apxuBHOM Jieyie M JeJIONpOu3BoACTBe B PecnyOnmke bemapych» w ab3ama JBajIIiaToro
nonnyHkra 6.30 nyHkra 6 Ilonmoxenus o MunucrepctBe toctuiun  Pecnybnuku — benapyces,
yTBepKAeHHOro noctaHoBieHneM Coera MunucrtpoB PecnyOnuku benapyce ot 31 oxtsabps 2001 r.
Ne 1605, MunuctepctBo toctuuuu Pecniyonuku benapycs [IOCTAHOBIISET:

1. VrBepaute WHCTpyKIMIO 1O JENONPOM3BOACTBY B TOCYJAapCTBEHHBIX OpraHax, HWHBIX
OpraHu3anusx (Mpuiaraercs).



2. [Ipu3HaTh yTpaTUBIINM cUiy Tpuka3 KoMuTeTa 1mo apxmBaM U JIEJIONPOU3BOACTBY PecryOnuku
benapych ot 23 mast 1995 1. Ne 13 «O06 yrBepxkaenun [IpumepHON HHCTPYKIMH IO JEIOMPOU3BOICTBY B
MUHHCTEPCTBAX, TOCKOMHUTETaX U JAPYIUX LEHTPAIbHBIX OpraHax YOpaBJICHUS, YUYPEKICHUSX,
opranmzalsix W Ha npeanpustusx PecnyOnuku benapycs» (broiiereHb HOpMaTHBHO-TIPABOBOM
uHdopmarmu, 1995 r., Ne 11).

3. HacTosiee mocTaHoBIEHHE BCTyMaeT B CHIIY 4Yepe3 JAeCATh AHEW mocie ero OoQHUIHalbHOTO
OITyOJIMKOBaHUSI.

MunucTp
HHCTPYKIUA
110 JeJIONPON3BOACTBY B rOCYXaPCTBEHHBIX OPraHax, HHbIX OPraHu3anusax
I''TABA 1
OBIIUE ITOJOXKXEHUS

1. Hacrosimass WMHcTpykuust ycTaHaBiumBaeT oOmue TpeOoBaHUS K  JIOKYMEHTHPOBAHMIO
YIIPaBJIEHYECKOM AEATeNbHOCTH U OpraHU3aluu paboThl C JOKYMEHTaMM B IOCYIApCTBEHHBIX OpraHax,
MHBIX OpraHU3alUsIX HE3aBHCUMO OT (POpPMBI COOCTBEHHOCTH M OPTaHU3AI[MOHHO-TIPABOBOW (OPMBI
(manmee — opraHu3anun).

2. UckimtoueH.

3. Ilonoxenuss  Hactoswmed  VMHCTpYKUMHM ~ PacHpOCTpaHSIOTCS  Ha  OpPraHU3alOHHO-
pacnopsAMTENbHYI0 JOKYMEHTAllMI0 HE3aBUCUMO OT BHJA HOCHUTENS M YCTAHABIMBAIOT IpaBUia
MOJIrOTOBKH, OQOPMIICHHS], yueTa, TUPAKUPOBAHMS, KOHTPOJS HCIIOJHEHUs, ONEpaTUBHOIO XpaHEHU,
UCIOJIb30BaHUs W IOATOTOBKM K TIepefadye B apXWB, OCYLIECTBIIIEMbIE C IOMOILIBIO PYYHBIX,
MEXaHU3UPOBAHHBIX U ABTOMATU3UPOBAHHBIX (KOMIIBIOTEPHBIX ) TEXHOJIOTHH.

OcoOeHHOCTH TIOATOTOBKU M O(OPMIICHHSI TPOSKTOB HOPMATHBHBIX MPABOBBIX aKTOB ONPEAETICHBI
3akoHoM Pecniy6nuku benapycs ot 17 utonst 2018 r. Ne 130-3 «O HOpMaTHBHBIX IPABOBBIX AKTAX.

[Tonoxxenus Hacrosimed MHCTpyKIMK pacnipoCTpaHsIOTCS HA HEHOPMAaTHBHbIE (MHAWBHAYaJIbHBIC)
IIPABOBBIE AKTHI, JOKaJIbHbIE MPABOBbIE aKThl HOPMOTBOPYECKHUX OPraHOB (JOJKHOCTHBIX JIMI[) B YACTH,
He yperynnpoBaHHON 3akoHoM Pecniyonuku benapyck «O HOPMAaTHBHBIX IPABOBBIX AKTaX).

OcobenHnoctu ogopmiieHUsi, 0OpabOTKM M XpaHEHUS JOKYMEHTOB B OJJIEKTPOHHOM BHJE, 32
UCKJIIOYEHHEM JJOKYMEHTOB, YKa3aHHBIX B YAaCTH YETBEPTOM HACTOSILEro MyHKTa, PEryIHpPYIOTCS IJ1aBON
18 Hacrosimeit Uactpykuum.

OcobeHHOCTH TOJATOTOBKH, OdopMIIeHUs, 00pabOoTKH, oOecreueHus IeIOCTHOCTH, XpaHEHUS
AJIEKTPOHHBIX ~ JIOKYMEHTOB,  CO3JaBa€MbIX  IOCPEICTBOM  aBTOMATU3MPOBAHHOM  CHCTEMBI
JOKyMEHTAIMOHHOTO obOecrieuenus ympasieHus (mamee — AC JIOY) 06e3 cosnmaHus JOKYMEHTOB Ha
OyMa)KHBIX HOCHUTENSX, JIEKTPOHHBIX KOMUN JOKYMEHTOB Ha OyMaXKHBIX HOCHUTENSX PEryIupyroTcs
WHucTpykuuen o nopsjake padoThl ¢ NEKTPOHHBIMU JIOKYMEHTaMU B TOCYIapCTBEHHBIX OpraHax, MHbBIX
OpraHu3alMsIX, YTBEpXKJIEHHOW MOcTaHOBiIeHMEeM MuHucrepcTBa roctuuuu PecnyOnuku benapych ot
6 despanst 2019 r. Ne 19.

OcobeHHOCTH TOATOTOBKH, opopmieHus 1 (i) 00pabOTKH, XpaHEHUs JOKYMEHTOB, CO/IEPIKAIINX
rOCy/lapCTBEHHbIE CEKPEThl M MHYI OXpPaHSIEeMYI0 3aKOHOJATEeIbCTBOM HMHQOpMAINIO, OOpalieHui
rpaxJaaH, B TOM 4YHCIE€ WHAMBHUIYAIbHBIX MpEANpPUHUMATENCH, U IOPUINYECKUX JIUI U JOKYMEHTOB,
CBA3aHHBIX C MX pPACCMOTPEHHUEM, 3asBICHUM 3aMHTEPECOBAHHBIX JIML, OOpalarouIMXcs 3a
OCYILECTBICHUEM aIMUHUCTPATUBHON NMPOLEAYPHI, U MHBIX JTOKYMEHTOB, CBSA3aHHBIX C OCYIIECTBICHUEM
a/IMMHHUCTPAaTUBHBIX MPOLIEYP, PETYIUPYIOTCS aKTaMH 3aKOHOIATeNIbCTBA.

[lonoxenus Hacrosimed MHCTpYKIMM paclpoCTpaHSIOTCS Ha OpPraHM3aluio  paboThl €
JOKYMEHTaMH, HE OTHOCSIIUMUCSA K CHCTEME OpraHM3alMOHHO-PACIOPSIUTENBHON JOKYMEHTAIUH



(maHOBasi, OTYETHO-CTATUCTHUECKAas, pacYETHO-IEHEXHash M JApyrue CHCTEMbl JOKYMEHTAllUH),
HE3aBHCHMO OT BUJA HOCHUTEINS, BKIKOYas UX PErMCTPalUIO, y4eT, KOHTPOJIb MCIIOIHEHHUS, XPAHCHUE, B
TOM UHUCJIE OCYLIECTBIIIEMBIE C IOMOILIBI0 ABTOMaTU3UPOBAHHBIX (KOMITBIOTEPHBIX) TEXHOJIOTHH.

4. Opra"u3anus ¥ BeJEHHUE J[EIONPOM3BOJCTBA B OpraHU3alMsIX OCYLIECTBISIOTCS Ha OCHOBE
CaMOCTOSITENILHO ~ pa3palaThIBaeMbIX HHCTPYKUIMH 1O  JIEIOMPOU3BOJACTBY B  COOTBETCTBHH C
TpeGoBaHusAMU HacToAled MHCTpykuuu.

Belmecrosmymu OpraHu3aiuusiMyA Ui OJHOPOJHBIX 10 XapakTepy AEATEIbHOCTH IOAYMHEHHBIX
OpraHu3aluii pa3padaThIBalOTCA MHCTPYKLUH IO JEJIONPOU3BOACTBY, YCTAaHABIMBAIOIINE TUIIOBON WM
MPUMEPHBIA XapakTep OpraHu3aluu JAEJIONPOU3BOICTBA, UCIOIb3yEMbIE MPH pa3pabOTKe HHCTPYKIIHA 11O
JEJIONPOU3BOICTBY 3TUX OPraHU3ALMMN.

HNHcTpykuus 1o JAeIOnNpOU3BOACTBY, HMMEIOIIAs THUIIOBOM XapakTep, YCTAaHABIMBACT EIAUHBIN
MOPSAIOK OPTaHU3ALKHN JEJIONPOU3BOACTBA BO BCEX OAHOPOIHBIX OPraHU3aALUsAX.

NHcTpykuusa 1o Jenonpou3BOJCTBY, MMEIOLIAs NPUMEPHBIM XapakTep, YCTaHaBIMBACT IOPAIOK
OpraHM3alMM JEeIOIPOU3BOICTBA B OJHOPOIHBIX OpraHU3aMsIX, IPELyCMaTPUBAIOLINI BO3MOXKHOCTb €r0
KOHKPETH3alMU B UHCTPYKLUSAX I10 EJIONPOU3BOJACTBY OpraHU3alMi B YCTAHOBIICHHBIX €10 paMKax.

WNHcTpyKIny 1o enonpou3BOACTBY, MMEIOIIME TUIIOBOW WJIM IPUMEPHBIM XapakTep, SBISIOTCS
00513aTeNbHBIMU JIJIS1 IPUMEHEHHSL.

5. IHCTpyKIMH MO AETIONPOU3BOACTBY OpraHU3aALUH, SIBISIOLIMXCS UICTOUHUKAMU KOMIUIEKTOBAHUS
TrOCYAApCTBEHHBIX  APXUBOB, YTBEPXKAAKOTCA HMX PYKOBOAMUTEISIMM  IIOCJIIE  COIVIACOBAHUA €
COOTBETCTBYIOIIUM I'OCYAAPCTBEHHBIM apXUBHBIM YUPEXACHUEM WIN CTPYKTYPHBIM IOAPa3JCIICHUEM 10
apXvBaM H JIEJIONPOM3BOJACTBY 007acTHBIX (MMHCKOTO TOpPOJICKOTO) HCIOJHUTEIBHBIX KOMHTETOB.
WHCTpyKIMU 1O 1EI0NPOU3BOJICTBY, PErYIHUPYIOLIHME MTpaBuiia padoThl C AIEKTPOHHBIMU JOKYMEHTaAaMH U
JOKYMEHTaMU B 3JIEKTPOHHOM BUJE, YTBEPKIAAIOTCA PYKOBOAUTEISIMU OPraHU3aLMN 110CIIE COTIacOBaHUs
C COOTBETCTBYIOIIMM T'OCYJApCTBEHHBIM apXUBHBIM YUPEKIACHUEM WIN CTPYKTYPHBIM IMOApa3JCIICHUEM
10 apXuBaM M JICJIONPOU3BOJCTBY 0071acTHBIX (MHUHCKOTO TOPOJCKOT0) MCIIOJHUTEIFHBIX KOMUTETOB U
rOCylapCTBEHHBIM yUupeXJIeHUEM «benopyccKuil Hay4HO-HUCCIIENOBATEIbCKUM LIEHTP 3JIEKTPOHHOU
JOKYMEHTAL[UN».

WHcTpykKunyn 1O J€JIONPOM3BOJACTBY  OpPraHM3allMi, HE  SBJSIOLIMXCA ~ MCTOYHUKAMU
KOMILUIEKTOBAHUS T'OCYIapCTBEHHBIX APXUBOB, YTBEPKIAAIOTCA UX PYKOBOIUTEISIMU II0OCIE COIIaCOBaHUSA
C BBIIIECTOSALIMMHU OPTaHU3ALMAMHU (TIPU UX HATTMYUH).

NHcTpyknmyr 10 J€IONPOU3BOJCTBY, MMEIOIIME TUIOBOW WM INPUMEPHBIA  Xapakrep,
paspabaTbiBacMble  pPECIyOJUKAHCKUMH  OpraHaMHM  TOCYJapCTBEHHOTO  YIPABICHMS,  WHBIMHU
roCy/lapCTBEHHBIMU  OpraHM3alusaMH, mnoauuHeHHbIMU [IpaButensctBy PecnyOnuku — benapyce,
YTBEPKIAIOTCA MX PYKOBOAMUTEISIMM IIOCJIE COIVIACOBAHMA C LIEHTpalnbHOM DSKCIEPTHOM KOMHUCCUEH
(manee — LIOK) cooTBeTCTBYIOILIEr0 OpraHa ynpaBieHHs (OpraHM3alii) U pecrnyOIMKAaHCKUM OpraHOM
rOCYJJapCTBEHHOTO YIPaBJIeHUs B chepe apXHUBHOTO JieNia U JeONPOU3BOICTBA.

NHcTpyknmyn 10 I€lIONpPOM3BOJCTBY, HMEIOLIME THUIIOBOW WM IHPUMEPHBIM  XapakTep,
paspabaTbiBacMble OpPraHU3ALUAMM, SBISIONIMMUCS HCTOYHMKAMU KOMIUIEKTOBAHMS TOCYAAapCTBEHHBIX
apXUBOB, YTBEPXKJAIOTCA HX PYKOBOIUTENSIMH mocie corjacoBanust ¢ LIOK stux opranuzanuit u
COOTBETCTBYIOIIMMH I'OCYJaPCTBEHHBIMHU apXUBaMHU.

NHcTpyknmyn 10 I€JIONPOM3BOJCTBY, HMMEIOLIME TUIOBOM WM TNPHUMEPHBIA  Xapakrep,
pa3pabaTbiBacéMble HHBIMU OpPTaHU3ALMSAMU, YTBEPKAAOTCA UX PYKOBOIAUTEISIMU MOCIIE COTIACOBAHUS C
32K sTux opranuszaiui.

6. Opranuzanus 1 COBEpIICHCTBOBAHUE CUCTEMBI JJOKYMEHTAIIMOHHOTO 00ECTIEYEeHNUs YIIpaBICHHS B
OpraHM3aliy, KOHTPOJb 3a COOJIOJEHHMEM YCTAaHOBJIEHHBIX TMpaBuWil pPadOTBl € JIOKYMEHTAMH,
METOAMYECKOE PYKOBOJCTBO pabOTOil C JOKyMEeHTaMH U oOyueHHe pabOTHMKOB OCHOBaM
JIeJIONPOU3BOICTBA, BHEIPEHHE U IIPUMEHEHHE COBPEMEHHBIX HH()OPMAIIMOHHBIX TEXHOJIOTUN B paboTe ¢
JOKYMEHTaMH BO3JIaraloTcsi Ha CIyx Oy TOKYMEHTAIIMOHHOTO 00ecIieyeHns yrpaBieHus (anee — ciayxo0a
JOY).

HaumenoBanue cinyx0b1 JIOY (ynpaBieHue aenamu, cekpeTapuar, OOIIU OTaelN, KaHUEeNIpUs U
T.I.), €e CTPYKTypa, 3aJaud, (PyHKIHUHU YCTAaHABIMBAIOTCS B COOTBETCTBUHM C IOJOXXEHHEM O HEW B



3aBUCUMOCTH OT OOBbEMa JOKYMEHTOOOOPOTa, BBINOJHSAEMBIX (QYHKIUH, HaIU4YUsl CPElCTB
BBIUUCIIUTENILHOW U OPraHU3allMOHHON TEXHUKHU U T.II.

Cayx6a JIOY MOXeT COCTOSTh M3 HECKOJNBKUX NOApa3feNeHui. 3amaun, (QyHKIUH, TOPSI0K
paboTel moapasaeneHuit ¢y onl [JOY pernmaMeHTUPYIOTCS TTOJIOKEHUSIMH O HUX.

[Tpu HebOobIIOM 00BbeMe TOKyMeHTooOopoTa ciyx0a JIOY mMoxkeT He co3naBarkes. B aTom ciydae
BBIIOJIHEHUE €€ (QYHKUMHA BO3Jaraercsd Ha CIELUAIbHO HA3HAUYEHHOI'O IPHKa30M pPYKOBOAMTEIS
opraHu3anyu paboTHUKA (TPYMILy paOOTHUKOB).

IIpaBa, 0053aHHOCTH U OTBETCTBEHHOCTh PAOOTHUKOB, YYAaCTBYIOIIUX B JEJIONPOU3BOACTBEHHOM
00CITy>)KUBAaHUH OPTaHU3AIIUH, OTIPEICISIOTCSA UX JODKHOCTHBIMU HHCTPYKIHSIMH.

7. OTBETCTBEHHOCTb 33 OPraHU3ALMIO JIEIONPOU3BOJCTBA, COOIOJCHUE YCTAHOBICHHBIX MPaBUWI U
nopsiika paboThl C JOKYMEHTaMU B OpPTraHU3allMHM, WX COXPAHHOCTH BO3JIAralOTCsl Ha PYKOBOJIUTEIS
opranuzanuu. [Ipy cMeHe pyKoBOANTEIIS OpraHU3aLUU COCTABIIAETCS aKT MpUeMa-nepesadu JOKyMEHTOB
U el

OTBETCTBEHHOCTb 32 OPraHU3ALMUIO JEJIONPOU3BOACTBA, COOJIIOIEHUE YCTAaHOBJICHHBIX IPAaBUI U
nopsiika pabdoOThl C JOKYMEHTaMHU B CTPYKTYPHBIX IOJPA3/CICHUSX OpPraHU3allih, MX COXPAaHHOCTh
BO3JIaraloTcs Ha pYKOBOAWTENEH JTHX moxapasaeneHuil. Ilpuka3oM pykoBOOUTENs OpraHu3alUM
HazHayaeTcss paOOTHHMK, OTBETCTBEHHBIH 3a BEJIEHUE JIEJIONPOU3BOJCTBA, KOTOPBIN OCYIIECTBISIET B
CTPYKTYPHOM IMOJIPA3/I€JI€HUN y4eT U KOHTPOJIb MPOXOXKICHHS JIOKYMEHTOB B YCTaHOBJIEHHBIE CPOKHU,
MH(GOPMHUPYET PYKOBOAUTEINS CTPYKTYPHOTO MOIPA3ACICHUS O COCTOSTHUN MX MCIIOJHEHUS U JIp.

PaboTHUKM OpraHu3any JOJKHBI ObITh O3HAKOMJIEHBI C YCTAHOBJICHHBIM HOPSAKOM palbOThI C
JIOKYMEHTaMH B OpTaHU3all1H.

PaboTHUKM OpraHu3allMd HECYT NEpPCOHANbHYI0 OTBETCTBEHHOCTh 3a BBINOJHEHHE TpeOOBaHMMA
MHCTPYKIIMU TIO JEJIOTIPOU3BOJICTBY, COXPAHHOCTb HAXOISIIUXCS y HUX CIYXKEeOHBIX JOKyMeHTOB. OO
yTpare J0KyMEHTOB HEMEIJIEHHO cOO0IaeTcs PyKOBOIUTENIO MoApas/ieneH s u B ciyxoy JJOVY.

[Tpu nepeBose, MEpEeMENICHUH WIH YBOJIHHEHUN Pa0OTHUKA MMEIOLINECS Y HETO JOKYMEHTHI U Jiefia
NepeaaTCs IO pEIIeHUI0 PYKOBOJUTENS OpPraHM3alMd WIM COOTBETCTBYIOUIETO CTPYKTYPHOTO
[0/Ipa3/IeJIeHUs APyroMy pabOTHHUKY I10 aKTy IpHeMa-lepeiay J0OKyMEHTOB U Jedl.

8. KoHTpoib 3a COCTOSIHHMEM J€JIO0INPOM3BOJCTBA B OPraHU3ALUAX OCYILIECTBISETCS OpraHaMu
apXUMBHOTO JieJa M JEJIONPOM3BOJCTBA, T'OCYAAPCTBEHHBIMU ApPXUBHBIMH  YUPEXKACHUAMU U
BBILLIECTOSIIUMYI OpraHU3alUsIMU.

I'JTIABA 2
JOKYMEHTHUPOBAHME YIIPABJIEHYECKOM JEATEJIbHOCTH

9. JlokyMEeHTHpOBaHUE YIPABICHYECKON NESTEIFHOCTH 3aKJIF0YAETCS B CO3AAHNU YIPABICHYECKUX
JOKYMEHTOB — (PMKCAllU Ha MaTepUaAIbHBIX HOCUTENAX YIPABICHUYECKHX JAECHCTBHUH MO yCTaHOBICHHBIM
npaBwiaM. JIOKyMEHTHUPOBaHUE YIPABIECHYECKOW JI€ATENbHOCTH MOMKET OCYUIECTBIATHCA  Kak
PYKOIHMCHBIM CIIOCOOOM, TaK U C MOMOIIBIO TEXHUYECKUX CPEICTB. YIpaBiIeHYECKHE JOKYMEHTHl MOTYT
OBbITh 3a)MKCUPOBAHbI KaKk Ha OYMaXHOM, TaK M Ha 3JIEKTPOHHOM HOCHTENE (JIOKYMEHTHI B 3JIEKTPOHHOM
BUJIE, B TOM UYHUCIIE JICKTPOHHbBIE TOKYMEHTHI).

JIOKyMEHTBl B 3JEKTPOHHOM BHUJE MOI'YT IPHUMEHATHCA BO BCeX cdepax AesITeIbHOCTH, TJie
UCMOJIB3YIOTCS IPOTPaMMHBIE, TPOrPaMMHO-TEXHUUYECKHE M TEXHUUYECKHE CPE/ICTBA, HEOOXOIUMBIE IS
co3/1aHus, o0pabOTKH, XpaHEeHUs, IepeJaul U IprueMa HH(GOpMaIluu B 3JIEKTPOHHOM BH/JIE.

TpeGoBaHMs K TOKyMEHTaM B 3JIEKTPOHHOM BUJIE PACIIPOCTPAHSIOTCS Ha HJIEKTPOHHBIE TOKYMEHTHI,
€ClIi MHOE HE NPEeIyCMOTPEHO 3aKOHOJATENbCTBOM OO 3JIEKTPOHHBIX JOKYMEHTaX M 3JIEKTPOHHOU
UG POBON OIIHCH.

CoctaB JOKYMEHTOB, 0Opa3ylouuxcs B JIEATEIbHOCTH OpTraHU3allUM, OIpelessieTcs ee
KOMIIETEHIEH, KPYrOM YIpaBiICHYECKHX (YHKIMH, MOPSJIKOM pa3pelieHus BOMPOCOB (€IMHOJINYHBIHN
WIN KOJUIETHaNIbHBIN), 00bEMOM M XapaKTepOM B3aHMMOCBS3€Hl MeXAy OpraHu3alusIMHU OJHOTO WU
Pa3NUYHBIX YPOBHEH YIPABICHUS U T.II.

IOpuanueckuM OCHOBaHMEM CO3JaHHS OPTaHU3ALMOHHO-PACTIOPSIUTEIbHBIX JIOKYMEHTOB B
NesITeIbHOCTH OPraHU3aIUil SABIISIOTCS:

aKThl 3aKOHOJATENIbCTBA;

pEeLIeHNns Cy10B;



MPENICaHus TOCYIapCTBEHHBIX OPTaHOB M JJOJKHOCTHBIX JIUIL;

MOPYYEHHUs BBIIIECTOSIINUX OpraHu3aLui;

OCYILECTBIICHHE MCIIOJHUTEIIHOW M OPraHU3alMOHHO-PACTIOPAIUTEIBHON JAESITEIBbHOCTH B LIEISIX
BBIIIOJIHEHUS] OpraHu3aliell BO3JOXKEHHbIX Ha Hee (QYHKUMH M 3agad B COOTBETCTBHUM C €€
KOMIIETCHIIUEH.

10. Opranu3anun HajAelaeHbl IPAaBOM MNPUHUMATh (M34aBaTh) TOJNBKO TE€ pPACIOPAAUTEIbHbIE
JOKYMEHTHI (TIPUKa3bl, paCIOPsDKEHUS, yKa3aHUs, IIOCTAHOBIICHUS, PELICHHUS), KOTOPBIE MPEIyCMOTPEHBI
3aKOHOJATEIbCTBOM, YCTaBaMH MJIH MOJIOKEHUSIMU O HUX.

11. CoBmecTHBIE pacOpSIUTENbHbIE JOKYMEHTHl OpraHH3alfid, W3JAOIIUX OJMHAKOBBIC BHJIBI
JOKYMEHTOB, H3JIAlOTCSI B COOTBETCTBYIOIIEM BuJe. COBMECTHBIE pPaCIOPAAUTEIbHBIE JTOKYMEHTHI
OpraHu3alfii, W3JAIOMUX pa3IM4YHbIE BUABI JOKYMEHTOB, NPUHUMAIOTCS B BHJE PEIICHUS, KOTOPOE
UMeEeT MPaBOBYIO CWIYy DPACHOPAAMTENBHOIO JAOKYMEHTa Ui KaKAOH OpraHu3alliy, NPUHSBILEH 3TOT
JTOKYMEHT.

12. Xon o0OCyxaeHuss BOIPOCOB Ha 3acelaHMsAX, COBEIIAHUIX, COOpaHUAX, KOH(MEpPEHIHUSX,
JIeTIOBBIX BCTpeYax (nanee — 3aceqanust) GUKCUPYETCs B MPOTOKOJIAX.

Pemienusi, npuHATBIE Ha 3acelaHUM KOJUIETHAJIBHOTO OpraHa, MMEIOLIEro COBEIATe/IbHbIE
(GyHKINHU, KaK MPaBUIIO, TPOBOMIATCS B )KU3HDb MPUKA30M (PAaCHOPSHKEHUEM) PYKOBOAMUTENS OPTaHU3AIUH
1100 MyTeM YTBEPKACHUS PyKOBOAUTEIEM OPraHU3allK [IPOTOKOJIA 3acCeIaHusl.

13. Opraau3anuu BeAyT NEPENHCKYy C BBIMIECTOSIIMMHU, NOAYNHECHHBIMHU (BXOISIIMMHU B COCTaB,
CHUCTEMY), CTOPOHHUMH OpraHu3alMsMHu, TpaxJaHamMM, B TOM 4YMCJI€ HHAMBHUIYalIbHBIMU
NpEINPUHUMATEISIMA, B UENAX BBIIOJIHEHUS TIIOCTABICHHBIX Tepel HHUMU 33Jad W pealn3alnuu
BO3JI0KEHHBIX Ha HUX (YHKLUH.

[lepencka MeXIy CTPYKTYPHBIMH —TOJpPA3JCICHUSIMH  OpPraHM3allid, 33 HCKIIOYCHHEM
TEPPUTOPUATBHO YAAJICHHBIX MOAPA3/IeNeHHN, 3aIpeIiaeTcs.

14. Opranu3anuyu Ha OCHOBaHMM HOPMATHBHBIX IPABOBBIX AKTOB, OMPEICISIONINX WX 33/Ja4d H
GyHKLIMHU, U31aI0T (COCTABIIAIOT) TaKXKe IUIaHbI, OTYETHI, JOKJIAJHbIE 3alIUCKHU, CIIPABKHU, aKThl U JApYyrUe
yIIpaBI€HYECKHE JOKYMEHTHI.

15. [IpaBo wu3naHus (OPUHATHS) JOKYMEHTOB, HMX IOANUCAHMS, YTBEP)KACHUS, COIJIACOBaHMS
(BM3MpOBaHMA) 3aKPEIUIIETCS B IOJIOKEHHUSAX M yCTaBaX OPraHM3alUi, MOJOXKEHHAX O CTPYKTYPHBIX
MOJIPA3/IeNIEHUsAX, JOJDKHOCTHBIX HHCTPYKLIMAX DPAOOTHUKAM M HHBIX JIOKAJbHBIX IMPABOBBIX AaKTax
OpTaHU3aIH.

16. [ToaroToBka JOKYMEHTa BKJIIOYAE€T COCTaBIEHHE U OQOpPMIIEHHE MPOEKTa JIOKYMEHTa, €ro
MOJITMCaHUE, TPH HEOOXOIUMOCTH — COTJIACOBaHUE (BU3MPOBAHUE), YTBEPKIACHHUE.

ITpu noaroToBke U 0HOpMIIEHUH TOKYyMEHTOB HEOOX0IMMO COOIII0IaTh MpaBuiia, 00eCeunBaroIye
IOPUINYECKYIO CHITY JOKYMEHTA, OTIEpPAaTHBHOE W KaY€CTBEHHOE MX MCIIOJIHEHHE U TIOUCK.

17. Jlns cokpalleHus: KOJIMYeCcTBa MPUMEHSIEMBIX (POpPM IOKYMEHTOB OpraHM3alliu pa3padaThIBatoT
YHUPUIUPOBaHHBIE (HOPMBI TOKYyMEHTOB (nanee — Y®DJ]), npeacTapisionue COBOKYIMHOCTh PEKBU3UTOB,
YCTAQHOBJICHHBIX B COOTBETCTBUM C peIIaeMbIMU B JaHHOM cdepe HeATETBbHOCTH 3aJadaMud U
PAacIioNIOKEHHBIX HA HOCHTENE HH(POPMAIUY B ONIPEISIICHHOM TTOPSIIIKE.

Y@/ Bkmtovaroress B «Tabenb yHUPUIMPOBAHHBIX (OPM JTOKYMEHTOB OpraHM3allUn» — NepedYeHb
pa3pelIeHHbIX K TPUMEHEHUI0 (OpM TOKYMEHTOB, HEOOXOIUMBIX M JIOCTaTOYHBIX ISl pean3anuu
GyHKUIMH M 3a/a4 YIPaBICHUECKOW JEATENbHOCTH C OTPaKEHHUEM OCHOBHBIX 3TaloOB MX MOJTOTOBKH U
MIPOXOKIACHUS (Janee, €CiIu He ONPEeIEHO HHOE, — Ta0eIh).

TaGenp yTBepxkmaeTcsi pyKoBoIUTENEM opranuzanuu. PazpaboTka, BegeHue tabesist 1 KOHTPOJIb 3a
€ro MpUMEHEHUEM OCYILECTBISIOTCS cityx00it JIOVY.

TaGenp pa3zpabaTbiBaeTcs C y4eTOM CHEUU(DUKH eATETbHOCTH OpraHU3allui U KOHKPETHBIX 3ajad,
KOTOpBIE PELIaoTcs Mpu pa3paboTke Tabdemns no ¢opme cornacHo npuiioxkenuto 1. [Ipu HeoOxonumocTu
tabenb MokeT ObITh JomonHeH rpadpamu  «Kox ¢opmbl 1o kimaccudukaropy», «Anpecary,
«OTBETCTBEHHBIN 32 KOHTPOJIb UCTIOTHEHUSD) U JIP.

IIpu pa3paborke Tabenss pekBu3uTHl «HammeHoBaHue opraHuzanumn», «Ha3Banue BuIa
NOKyMeHTa», «Jlata nOKyMeHTa», «PerucTpalMoOHHbI HHIEKCY, «MecTo COCTABIEHUS WU WU3JaHUS» U



«3aroI0BOK K TEKCTY» PacHoiararoTcsi U 0OPMIISIOTCS B COOTBETCTBUH C TPEOOBAHUSMHU IYHKTOB 35,
41, 45-47, 49 u 54 nacrosimeit MacTpyKIny.

JIOKyMEHTBI B Ta0esie MOTYT OBITh CUCTEMATU3HUPOBAHBI 110 CTPYKTYPHBIM MOAPA3ICICHUSIM U (WIJTH)
1o QYHKUIMSIM U 3a/1a4aM yIpaBIeHUS.

18. Inss mnpupaHus JOKYMEHTY IOPHJAMYECKON CHIIBI HEOOXOAMMO HAIWYUE CIICAYIOIINX
00s13aTeIbHBIX PEKBU3UTOB:

HaMMEHOBAHHME OPTaHMU3alMU U (WIH) CTPYKTYPHOTO MOIpa3IeNICHUs] — aBTOPA;

naTa JOKyMEHTa;

pEruCTpallMOHHBIN UHIEKC;

MOJIHUCH.

Jnst  OTHenbHBIX BUJOB JOKYMEHTOB JIOMOJHUTEIBHBIMU PEKBU3UTAMH, MPUIAIOMIUMH UM
IOPUANYECKYIO CHITY, SIBIISIFOTCSI TPU(] YTBEPKICHUS, 1€4aTh, OTMETKA O 3aBEPEHUH KOIHU.

[TeyaTp MOXET HE MPOCTABIATHCSA OPraHU3ALUAMU, KOTOPHIE B COOTBETCTBUU C 3aKOHOJATEIbHBIMU
aKkTaMd BIpaBe HE HCIIOJIIb30BaTh I€YaTH, 3a MCKIIOYEHHEM CIIydaeB, MPeIyCMOTPEHHBIX
MeXTyHapOAHBIMU JoroBopamu PecryOnuku benapych.

19. lokyMeHTbl JOKHBI OGOpMIISAThCS Ha OJaHKaX U HMMETh YCTAaHOBJIGHHBIM KOMILIEKC
00s13aTeTLHBIX PEKBU3UTOB M CTAOWIIBHBIN IMTOPSIIOK UX PACTIOIOKEHUSI.

JIOKyMEHTBl B DJIEKTPOHHOM BHUJE O(QOPMIIAIOTCS B MOPSAIKE, YCTAaHOBICHHOM NyHKTOM 220
Hacrosmen MacTpykimu.

OtnenpHbIE JOKYMEHTHI (BHYTPEHHHE IOKYMEHTBHI CTPYKTYpPHBIX MOJpa3/eieHHI, COBMECTHBIE
JOKYMEHTBI U Jp.) Aomyckaercs opopMIIsATh HE Ha OJaHKaxX, HO C 00s3aTENIbHBIM BOCIIPOU3BEACHUEM
COOTBETCTBYIOIIUX PEKBU3UTOB.

[Ipu odopmieHHH THICEM, CHPAaBOK M JPYTHX CIPABOYHO-MHPOPMAIIMOHHBIX JOKYMECHTOB
JIOTTYCKAEeTCs UCIOIb30BaTh YIJIOBOW IITAMIT OpraHU3aI1H.

[Ipu pykonucHoM oO(OpMICHHUU JTOKYMEHTOB COCTaB U PACIOJOKEHHE PEKBU3UTOB JOJKHBI
COOTBETCTBOBATh COCTaBY M PACIHOJIOKEHUIO PEKBU3UTOB JOKYMEHTOB, O(POPMIISIEMBIX C MOMOIIbIO
TEXHUYECKUX CPEJICTB.

20. Kaxplil TUCT TOKyMEHTa JOJKEH UMETh OIS

neBoe — 30 mMmM;

IpaBoe — HE MeHee § MM;

BEpXHEE U HIDKHEE — He MeHee 20 MM.

[Tonsa ¢ yKa3aHHBIMH XapaKTEPUCTUKAMH JOJDKHBI OTOOpa)kaTbCcs MPU BBIBOJE JOKYMEHTa B
AJIEKTPOHHOM BHJI€ Ha YCTPONUCTBO OTOOPXKEHUS U HA OyMa>kKHBIA HOCUTEIb.

I'JIABA 3
BJIAHKH JOKYMEHTOB. YIJIOBOM IITAMII

21. bnaHKk JIOKyMEHTa — CTaHAAPTHBIA JHUCT OyMmMaru ¢ BOCIPOU3BEACHHON Ha HEM IOCTOSHHOM
nH(popMaluen JOKyMeHTa ¥ MECTOM, OTBEJICHHBIM JIJIsl IEPEMEHHOM.

22. Ha OmaHkax W3rOTaBIMBAeTCS TOJBKO TMepBas CTpaHUIA JOKYMEHTa, JUIsi H3TOTOBICHUS
MOCJIEIYIONIUX CTPAHUII UCTIONB3YIOTCS CTaHIAPTHBIE YUCTHIC TUCTHI OymMar.

23. YcraHaBnIMBaeTCs JIBa BUJla OJIAaHKOB, pa3padaThiBa€MbIX B COOTBETCTBUHU C TOCYJaPCTBEHHBIM
craggaprom Pecny6nmuku benapyce CTBb 6.38-2016 «YHudummpoBaHHbIE CHUCTEMBI JOKyMEHTAIUU
PecniyOnuku benapycs. Cucrema opraHu3alliOHHO-pAcOPSAUTEILHON JTOKyMEHTaluuu. TpeOoBaHUS K
0(pOPMIICHUIO JTIOKYMEHTOBY», YTBEPKJICHHBIM IMOCTAHOBJICHHEM [ OCYIapCTBEHHOTO KOMHTETa IO
crannaptuzanuu Pecnyonuku benapych ot 26 oktsi6ps 2016 r. Ne 83 (manee — CTh 6.38-2016): 6mank
IUTSL TACHGMA M oO0mnii OJIaHK.

[Ipy M3roTOBIEHUHM KOHKPETHOTO AOKYMEHTAa Ha3BaHHE €ro BHAa (KpoMe MHUChMa) HAaHOCHUTCS Ha
oOIIMii OJTAHK C TTOMOIIBI0 TEXHUYECKUX CPEJICTB.

Ha ocnoBanum oOmiero OnaHKa MOTYT H3TOTaBIMBATHCS ONAHKU JUISI KOHKPETHBIX BHJIOB
JIOKYMEHTOB (IIPUKA30B, PACMOPSDKCHHM, yKa3aHUH, MPOTOKOJIOB M Jp.). M3roToBiieHHe OJAaHKOB st
KOHKPETHBIX BHIOB JOKYMEHTOB IieJiecoo0pa3Ho, ecinu ux o0beM npesbimaeT 200 JOKyMEHTOB B TO/I.

24. Tlpu pa3paboTke OJIAHKOB JJOKYMEHTOB HMCIIOB3YIOTCS CTaHIAApTHBIC JTUCTHI Oymaru (opMaToB
A4 (210 x 297 mm) 1 AS (148 x 210 Mm).



Bri6op ¢dopmata GnaHka mpu M3TOTOBJICHUU JOKYMEHTa 3aBHUCHT OT XapakTepa U o0beMa TEeKCTa.
bnank dopmara AS ncnonb3yeTcs A JOKYMEHTOB, UMEIOLIUX HE 0oJiee MATH—CEMH CTPOK TEKCTa.

25. Ha GaHK Ji1s MIChMa HAaHOCSTCS PEKBU3HTHI:

INocynapcrBennsrii repd Pecnyonuku benapych;

sMOJIeMa OpraHu3aIiy WIK TOBAPHBIN 3HAK (3HAK OOCITY>KUBAHMS);

KOJI OpraHu3aluu;

HAaUMEHOBAHHE BBIIIECTOSIICH OpTraHU3aIIH;

HaMMEHOBaHKE OpraHU3aluy,

HAaUMEHOBAHHE CTPYKTYPHOTO TOIpa3ACICHUS;

MIOYTOBBIN aJpec OTIIPABUTEIS;

KOMMYHHKAITUOHHBIE © KOMMEPUECKHE JaHHbIC.

Ha Omank st muchbmMa HaHOCATCA OTpaHUYHUTENIbHbIE OTMETKM M JMHUU JJIs PEKBU3UTOB: JaTa
JOKYMEHTA, PErHCTPAIlMOHHBIN HHJIEKC, CChUIKA HAa PErHCTPAIlMOHHBIA WHACKC W JaTy BXOJSIIETO
JOKYMEHTA.

26. Ha o0muii 0:1aHK HAaHOCSTCSI PEKBU3UTHI:

INocynapcrBennsrii repd Pecnyonuku benapych;

sMOJIeMa OpraHU3aIK WK TOBAPHBIN 3HAK (3HAK OOCITY>KUBAHHS);

KOJI OpraHu3aluu;

HAaUMEHOBAHHE BBIIICCTOSIICH OpTaHU3aIIH;

HaMMEHOBAaHHE OpraHU3aIUY;

HAaUMEHOBAHHE CTPYKTYPHOTO TIOIpa3ACICHUS;

MECTO COCTaBIICHUS WJIN U3JIaHUSI.

Ha oOmmii OmaHK HAHOCSTCS OTrPAaHUYHMTEIbHBIE OTMETKH W JIMHWW JJIS PEKBU3HWTOB: Jara
JOKYMEHTA, PETUCTPAIIMOHHBIN HHIEKC.

Hus odopmneHus pekBusnura «Ha3Banume BuIa JOKyMEHTa» Ha oOmeM OJIaHKE OTBOIUTCS
cB0O0OIHOE MECTO MEXIy pekBu3uTamu «HanMenoBanue opranuzanum» («HanMeHoBaHUE CTPYKTYPHOTO
MOJPA3JCIICHUsI») W OTPAaHUYHUTCIBHBIMU JIMHUSMH JUII  PEKBU3UTOB «Jlata jmokymMeHTa» WU
«PerucTpanlnoOHHBINA HHACKCY.

27. BraHKM JOKyMEHTOB pa3pabaThIBAIOTCS HA OCHOBE NPOAOIHHOTO WM YIJIOBOIO BapHaHTa
PacmoI0KEHUS PEeKBU3UTOB.

[Ipn yrmoBoM BapwaHTe pPEKBU3WTHI OJaHKa pacHojiaraloTcs B BEPXHEM JICBOM  YIIIy.
MaxkcuManbHas IJIMHa CTPOKH PEKBU3UTOB OJIaHKa HE JOJKHA MPEBBIIATh 73 MM.

[Ipy TpOJONBPHOM BapWaHTEe PEKBH3UTHI OJaHKA paclojaralTcs IOCEPEIUHE JIMCTa BJIOJb
BEPXHEro TOJs 0e3 OrpaHWYEeHHs] Pa3MEPOB IO TOPU3OHTAIM, HO C COOIIOJEHHEM YCTaHOBJIEHHBIX
pa3MepoB MOJIEH.

28. PexBU3UTHI OJIaHKA PACIIONIATAIOTCs [IECHTPOBAHHBIM WM (DIIATOBBIM CIIOCOOOM.

[Ipy EHTPOBAaHHOM CIOCOOE HAYalo M KOHEIl KaXIOW CTPOKM PEKBU3WUTA ICHTPYIOTCS, TO €CTh
paBHOYAAJIEHBI OT TPAHMII 30HBI PACTIONOKEHUSI PEKBU3UTOB.

IIpu ¢QmaroBom crmocobe Kaxmas CTpPOKa PEKBU3WTAa HAYMHACTCS OT JIGBOH TPAHUIIBI 30HBI
PacToI0KEHUS PEKBU3UTOB.

29. TIpyn HEOOXOAMMOCTH HA OJIAHK MOTYT HAHOCHUTHCS OTPAHHYUTEIIBHBIC OTMETKH JUIS ITOJICH U
OTIENbHBIX PEKBU3UTOB B BHJIE YrONKOB W JHHUN. JlomyckaeTcs HAaHOCHTh Ha OJIaHK OTMETKHU st
(anbIOBKU U MPOOUBKH OTBEPCTUMN JABIPOKOIIOM.

30.TIpu cozmanum OnaHka Ha HECKOJBKUX S3bIKaX PEKBU3UTHI OllaHKA JIOJDKHBI  OBITh
PO TyOTMPOBAHBI HA 3TUX S3bIKAX.

Bo Bcex opraHuzanusx He3aBUCUMO OT (OpPMBI COOCTBEHHOCTH ONaHK [ MHChMa
W3TOTABIIMBACTCS C IMPOJIOJIBHBIM PACIIOIOKCHUEM PEKBU3HUTOB Ha JIBYX S3BIKAX.

31. OcCOOEHHOCTH H3TOTOBIIEHUSI M HCIOJB30BaHUs ONAHKOB JIOKYMEHTOB C H300paKEHUEM
INocynapctBenHoro rep6a Pecriybnuku benapych perynupyroTcst akTaMu 3aKOHOIAaTeNIbCTBA.

32. YT10BO#1 mITaMI MPOCTABIISETCS B JICBOW BEpXHEW 4acTH MEPBOTO JHCTA JOKYMEHTA.

JlormyckaeTcsl M3rOTaBIMBATh YIJIOBOM MITAMIT TPEX BUJIOB: JUIS MMHChMA, OOIIHMIA YIIIOBOM IITaMIT U
YIII0BOM IITAMII 171 KOHKPETHOTO BUJA IOKYMEHTA.



33. CocTaB pEeKBU3UTOB YIJIOBOTO IITaMMa, MOPSAAOK UX pa3sMELICHUS U O(OPMIICHHUS OJIKHBI
COOTBETCTBOBAThH COCTABY, MOPAJIKY pasMeILeHHs U 0(POPMIICHHUS PEKBU3UTOB OJIaHKa.

34. PazMep yrioBoro Imtamiia He JO/DKCH MPEBBIIIATh 73 MM IO TOPU3OHTAIH U 75 MM (IS
mraMnoB ¢ u3obpaxenuem I'ocynapctBenHoro repba Pecniy6nuku benapych niaun sm0aeMsl) win 55 Mm
(mns mwrammoB 6e3 m3oOpaxeHus ['ocymapctBenHoro repba PecnyOmmku bemapychk miam sMOieMsl) 1Mo
BEPTUKAJIH.

I'JIABA 4
O®OPMJIEHUE PEKBU3UTOB JIOKYMEHTOB

35. [Ipu moaroToBke M OGOPMIICHHH JOKYMEHTOB MCHOJB3YIOTCS PEKBU3HUTHI, COCTAB U MOPSIOK
pacniosioxeHust Kotopsix yctanoiaeH CTh 6.38-2016.

36. PexBusut «I'ocynapctBeHHblit repod PecriyOmuku benapycby.

N3o00paxxenne I'ocynapcrBenHoro repb6a PecnyOnmuku benapych mnomemaercs Ha OnaHkax
JOKYMEHTOB M YIJIOBBIX HITaMIIax I'OCYJAapCTBEHHBIX OPraHOB M MHBIX I'OCYJAApCTBEHHBIX OpraHU3aluil.
HerocynapcTBeHHble OpraHu3aluy IOMeEINalT u3o0paxeHue I'ocymapctBeHHoro repba PecryOnuku
benapycr Ha OnaHkax AOKYMEHTOB M YIJIOBBIX MHITaMIaX, €CIM TaKOe MpPaBO IMPEJAOCTABICHO UM B
COOTBETCTBHUH C 3aKOHOJATEIbHBIMHU AKTaMH.

N3o6paxenune ['ocymapcrBenHoro repba PecmyOnmukm benmapych Ha OnaHkax pacroliiaraercs B
LIEHTpe BepXHero nosist. Juamerp uzobpaxenus — He Oosiee 17 mm.

37. PexBm3ut «OMOeMa oOpraHu3aIiy WA TOBAPHBIHN 3HAK (3HAK OOCITY>KUBAHHUS )».

OMmbnema oOpraHu3aly HJIM TOBApPHBIM 3HAK (3HAK OOCIYKUBAHM), 3aperuCTpPUPOBAHHBIE B
YCTQHOBJICHHOM 3aKOHOM MOPSJIKE, TI0 YCMOTPEHHUIO OpraHu3ally TOMeIaeTcs Ha OlaHKaxX Ha JEBOM
noje Ha ypoBHe pekBusuTra «HaummenoBanue opranuzauun» («HaumeHoBaHMe —BBIIIECTOSIIEH
OpraHM3alyu»), €clid B ILIEHTPE BEPXHEro Mol HoMeuieHo uzodpaxkeHue ['ocynapcTBeHHOro repda
Pecniy6nuku benapych.

Ha Onankax nokymeHTOB 0Oe3 m3o0pakenuss ['ocymapcrBenHoro repba PecnyOmmku bemapych
sMOjeMa WM TOBAapHbIM 3HAK (3HaK OOCIY)KMBaHUS) MOMENIAeTcs Ha BepxHeM moje Onanka. [lpu
MPOJOJIBHOM pACIONIOKEHUH PEKBH3UTOB HMOIEeMa WM TOBapHBIA 3HAK (3HAK OOCITYXKHBAHHSA)
OpraHu3alMK MOMEILIAeTCs B LEHTPE BEPXHEro Iojisi OJlaHKa, MPU YIJIOBOM — HAJ| CEPeIMHONW CTPOKHU
pexBusuTa «Hanmenosanue opranuzanumn» («HanMeHoBaHME BBIIECTOSIIEH OpraHU3aLUuN).

38. PexBusut «Koj opranuzamum.

Kon opranuzanuu npocrasiisieTcs Ha BEpXHEM II0JI€ CIIpaBa Ha EPBOM JIUCTE JOKYMEHTA.

I'ocynapcTBeHHbIE OpraHbl MPOCTaBISIOT KOA IO OOIIErocyJapCTBEHHOMY KJIacCU(PHUKATOPY
PecniyOomuku  benapyce OKPB  004-2014 «Opranbl rocylapCTBEHHOW BIAcTH M YIPABIICHUS»,
YTBEP)KICHHOMY IIOCTaHOBJIEHHEM [ OCyZapCTBEHHOTO KOMHTETa IO CTaHAapTU3auuu PecmyOmuku
benapychr ot 30 nexabps 2014 r. Ne 60 (manee — OKOI'Y). UHble opraHu3amnuu MpOCTaBISIOT KO T10
oberocynapcTBeHHOMY Kiaccupukaropy Pecnyonuku benapycs OKPB 018-2003 «tOpuanueckue nuna
U UHIUBUAYAIbHbIE NPENNPUHUMATEIN», YTBEpPKICHHOMY TmoctaHoBieHueM Komwurera 1o
CTaHJapTH3alMM, MeTposioruu u ceprudukanun npu Cosere MunuctpoB PecnyOnuku benmapych ot
28 anpens 2003 r. Ne 22 (manee — OKHOJIIT).

HeoOxomumocts mpoctaBnenuss koga mo OKOI'Y wmum OKFOJIII wa Onankax ompenensercs
OpraHu3aIuen.

39. PexBusut «Koj 1oKkyMeHTa».

Kox noxymenra mpocraBisieTcsi Ha BEpXHEM I10JIe CIpaBa Mol KOJOM OpraHU3aIiy.

IIpu cocTaBneHMM KOHKPETHBIX JOKYMEHTOB KOJ MpPOCTaBIseTcs Ha TeX M3 HUX,
YHUPUIIMPOBaHHBIE (OPMBI KOTOPBIX BKJIIOUEHBI B OOIIETOCYAapCTBEHHBIN Kiaccudukartop PecnyOnuku
benapyce OKPB 010-95 «YHu¢unupoBaHHble TOKYMEHTbI», YTBEPKACHHBINA ocTaHOBIeHHEeM KomureTa
M0 CTaHJApTHU3alMK, METPOJIOTUU U cepTHdHUKanuu MunucrtepcTBa oOpazoBaHusi U Hayku PecryOmuku
benapyck ot 29 cents6ps 1995 r. Ne 10 (nanee — OKVY JI).

[Ipn HEOOXOAMMOCTH OpTaHHW3allMd MOTYT CaMOCTOSITENHHO pa3pabaThiBaTh YHH(PUIIUPOBAHHBIC
GbopMBI  TOKyMEHTOB, HE pa3paboTaHHble Ha OOIIErOCYJapCTBEHHOM YpPOBHE, OCYIIECTBIIAThH
KOJIUpPOBaHUE HTHX (OpPM C TOCIEAYIOUIMM BKIIOYEHHEM HUX B JIOKaJbHBIE Kilaccu(UKATOpbl U



MCIOJIB30BATh pa3paboTaHHbIE KO/bI YHU(DPULIMPOBAHHBIX JOKYMEHTOB IpH odopMiIeHHH pekBu3nuTa «Kos
JTOKYMEHTa.

Heo6xoanMocTh mpocTaBiIeHUs KOJIa IOKYMEHTA ONPEAEIIsieTCs OpTaHUu3aIHeH.

40. PexBu3ut «HanmeHOBaHUE BBIIIECTOSIIEH OPraHU3aIHI.

[Tpu HaMMYMU BBHILIECTOSIICH OpPraHU3aluy Ha JOKYMEHTaX yKa3bIBaeTCs €€ MOJHOE O(UIIMAIbHOE
HaVMEHOBAHME, 3aKPEIJICHHOE B YCTABE BBILIECTOSIIECH OPraHU3aly WIH OJ0KEHUH O HEH.

HanMenoBanue  BpIIECTOSALICHM  OpraHU3allMM  yKas3blBACTC HA  BCEX  OPraHM3aLUOHHO-
paclopsSAMTENbHBIX JOKYMEHTaX, 3a MCKIIOYEHHEM BHYTPEHHUX HH(OPMALMOHHO-CIIPABOYHBIX
JIOKYMEHTOB (CIIpaBOK, JOKJIAIHbIX 3alIUCOK, 3asBJICHUM, IPEICTAaBICHUN U Ap.).

41. PexBu3ut «HammeHoBaHue opranu3ariim.

HanmenoBanue opranusanuu 00O3HA4YaeT aBTOpa JOKYMEHTa, KOTOPBIM SIBISETCS IOPUANYECKOE
JIMLO, CO3/1aBIIEE TOKYMEHT.

HanmenoBanue opraHusanuy ykKas3blBaeTCsl B TOYHOM COOTBETCTBHUU C YCTABOM, IIOJIOKEHHEM O
Hel. COKpallleHHOE€ HaWMEHOBAHME OpraHU3allMM MOJYKET YKa3blBaTbCi B TE€X CllydasX, KOrjga OHO
3aKpEIJIEHO B YYPEAMUTEIbHBIX JAOKYMEHTax opraHu3anuu. CokpallleHHO€ HauMEHOBAaHHE IOMEIIAETCs
HUKE MOJTHOTO U 3aKJII0YaeTCs B CKOOKHU.

JIOKyMEHT, TOJTrOTaBIMBAcMbIii COBMECTHO ABYMSI W Oojiee opraHu3amusMu, odopmisiercs Ha
YICTOM CTaHAApTHOM JiMcTe Oymaru. HauMeHoBaHuUs OpraHu3aluii pacmoiaraloTcs B COOTBETCTBUH C UX
MOJTHBIMHU O(QUIHATHLHBIMI HAMMEHOBAHHMSIMH B BEpXHEW 4aCcTH JOKYMEHTa HA OJHOM YPOBHE.

Hampumep:
MuHHCTEPCTBO (PMHAHCOB MuHuct
PecniyOnmuku Benapych u cbopar

IIpy cucreMaTnyeckod TMOArOTOBKE COBMECTHBIX JOKYMEHTOB MOXET HW3rOTaBIMBAThHCSA
COOTBETCTBYIOIIMN OJIaHK C YyKa3aHMEM HAMMEHOBAHWUW OpraHM3aliii, CO3JAIOIIMX JOKYMEHT, B TOM
4lCJIe HAa OJHOM SI3BIKE.

42. PexBu3ut «HanMeHOBaHUE CTPYKTYPHOTO TOAPA3ICIICHHS.

HaunmenoBaHue CTpYKTYpHOrO NMOAPA3/EiICHMs yKa3blBa€TCAd HAa JOKYMEHTE B TOM Ciyd4ae, €Clu
JOKYMEHT U31aeTcsl (COCTaBIIIETCs]) OT UMEHH 9TOTO MOAPAa3ACIICHHSL.

43. PexBu3ut «I104TOBBIN aipec OTIIPaBUTEIS.

[TouroBelii agpec oTmpaBuTenss O(QOPMISETCS B COOTBETCTBUM C JEHCTBYIOIIMMHU MpaBHIIaMU
OKa3aHMs yCIyT ITOYTOBOM CBS3U.

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

44. PexBu3ut «KoMMyHHKAIIMOHHBIE U KOMMEPUYECKUE JaHHBIEY.

KoMMyHHKaITMOHHEIC JTaHHBIC (TeierpadHblid agpec, HoMmepa TeinedoHa, Tenedakca, BKIOYAs KO
ABTOMAaTUYECKOM MEXIYropoAHe (MeXIyHapoaHOW) TenedOHHONW CBs3M, OQUIIMANBHBIN aapec
AJIEKTPOHHOW MOYTHI) MOMEUIAIOTCS HHM)KE MOYTOBOIO ajpeca oTmpaBuTensd. I'pynmbsl nudp B HoMepax
TerneoHOB aAeducoM WIM JPYTMMU 3HAaKaMH TpEenuHaHus He pazaenstorca. Jlpyrue cBeaeHus
YKa3bIBAIOTCS IO YCMOTPEHHUIO OpPTraHU3aIlNH.

KommMmepueckue naHHbIe BKIIOYAIOT HOMEpP pacyeTHOTO cueTa, HaMEeHOBaHUe O0aHKa M Tak Jajiee u
pacmojiararoTcs HUKC KOMMYHUKAIIMOHHBIX JaHHBIX.

45. PexBu3ut «HazBaHue BUa TOKYMEHTAY.

Ha3Banme BHIa JOKyMEHTa OIPEIENsETCS €ro Ha3HAaYeHWeM H JIOJDKHO COOTBETCTBOBATh
KOMITETEHIIMM OPTraHU3allii, COACPKAHHUIO JOKYMEHTHPYEMOTO YIIPABJICHUYECKOTO JEHCTBHUS, a TaKke
tabemro. Ha mruceMax Ha3BaHWE BHJA IOKYMEHTA HE YKa3bIBACTCH.

HasBanwne Bua JOKyMEHTA MeyaTaeTcs MPOMUCHBIME OyKBaMu 6€3 pa3psaKy.

HpI/I HUCITOJIB30BaHNU O6IHI/IX OJIAHKOB C IPpOAOJIBbHBIM PACIIOIOKEHNUEM PEKBU3HUTOB Ha JIBYX A3BIKAX
Ha3BaHME JJOKYMEHTA TeYaTaeTcsl Ha IBYX S3bIKaX.

46. PexBm3ut «/lara nokymenTay. OdopMieHHE JaT B TOKYMEHTAX.



Jlatoit mokyMeHTa SIBIISIETCSl AaTa €ro MOoJnucaHus (MpuKa3, paclopsoKeHUe, YKa3aHue, MUChbMO U
Jp.) WA COOBITHS, 3a)UKCUPOBAHHOTO B JOKYMEHTE (ITPOTOKOJ, aKT), /IS JOKYMEHTa, TPUHUMAEMOTO
KOJUISTHAJIbHBIM OpPTaHoOM (IIOCTaHOBIIEHUE, PEIICHHE), — JlaTa €ro HPHUHSATUS, JUIsl YTBEPKIAEMOTO
JOKYMeHTa (I1J1aH, OTYEeT, HHCTPYKIIHS, MTOJI0KEHHE U Ap.) — AaTa yTBEPKACHHUS.

JlaToii COBMECTHOTO JOKyMEHTa Ha OyMa)XKHOM HOCHUTENE SIBJISICTCS JlaTa €ro IMOAMUCAHUS
MOCJIEIHEN OpraHu3alren.

[Tpu moArOTOBKE MPOCKTA JOKYMEHTA JOMYCKAETCs IMe4YaTaTh TOJIbKO 0003HAUCHUsI MECcAIla U Toja,
JIeHb MECA11a TPOCTABISETCS TOMKHOCTHBIM JIUI[OM, TIOJITMCHIBAIOIINM WM YTBEPXKIAIOIIUM JOKYMEHT.

JlaTel moanuMcanusl, yTBEPKACHUS, COTJIACOBAHUS, a TaKXkKe MaThl B pekBu3znuTax «Tekcty, «Ccpuika
HA PEruCTPallMOHHBIM HMHAEKC W JaTy BXOJMIIEro AOKyMeHTa», «Pesomouus», «Buza», «I'pud
MPWIOKEHUsD», «OTMETKAa 0 HAIWYUHM TPUIOKEHUs», «OTMETKa O MOCTYIUICHHH (PErUCTPAlMOHHBIN
HITaMIT BXOASIIUX AOKYMEHTOB)», «OTMEeTKa 00 MCHOJIHEHUH JTOKYMEHTA U HANpaBICHUU €T0 B JEJIO»,
«OTMeTKa 0 3aBEpeHUM KOMHI» O(QOPMIIIOTCS HMH(PPOBBIM CIIOCOOOM. DJIEMEHTHI JIaThl YKa3bIBAIOTCS
apaOCcKkuMu HHU(ppaMud B OAHON CTPOKE B CIEAYIOIIEH MOCIEeI0BATEIbHOCTH: JE€Hb Mecsla, Mecsl, Toll.
Jlerp Mecsiia U Mecsity oopMIIsieTcss ABYMsI MapaMu apabCKuX IUQp, pa3IeIeHHBIMH TOYKOW, TOJ —
YETBIPbMS apaOCKUMH [UPPAMH.

Hampumep:
08.07.2008

[Ipu odopmieHnun par B JOKYMEHTax, COJEp)KalIMX CBEACHUS (UHAHCOBOTO XapakTepa,
JOITyCKAeTCsl MCIIOJIb30BaHUE CIOBECHO-IIU(pOoBOro crocoda. [Ipu ncnoab30BaHUN CIOBECHO-IH(PPOBOTO
cnocoba JeHbp Mecsia opopmisieTcs apadckoi 1udpoit (ot 1 mo 9) wimm mapoit mudp (ot 10 mo 31),
Ha3BaHUE MeCsIa — MPOIHUCHIO, TOJl — YETHIPhMS apaOCKUMHU IU(paMu, MMOCIe KOTOPBIX CTaBUTCS OyKBa
«T» C TOYKOM.

JlaTbl B HOPMAaTUBHBIX IMPABOBBIX aKTax O(GOPMIIAIOTCS B COOTBETCTBHU C 3aKoHOM PecmyOmuku
benapych «O HOpMaTUBHBIX IPABOBBIX aKTaX).

47. PexBu3uT «PerucrpaiiuoHHbII HHIEKCY.

PeructpanimoHHbIil UHACKC CO3/1aBa€MbIX M TOTYYaeMbIX JOKYMEHTOB COCTOHUT M3 IMOPSIKOBOTO
PETUCTPAIIMOHHOTO HOMEpa, KOTOPBI MOXET OBITh JOIOJHEH HWHAEKCOM IO HOMEHKIAType Iell,
MH/IEKCOM TPUMEHsAEeMOro kiaccudukaropa (KOpPpPECIOHAEHTOB, BOMPOCOB JEATENBHOCTH U T.1.) U
JIPYTUMH YCIIOBHBIMH 0003HAUYECHUSIMH.

Ha nokymeHTax, COCTaBIEHHBIX COBMECTHO HECKOJBKHMHU OPTaHU3ALUSIMH, PETUCTPALUOHHBIE
WHJ/IEKCHI aBTOPOB IPOCTABIIIIOTCS Yepe3 KOCYH0 YepTy B TOPSJIKE YKa3aHUS aBTOPOB Ha JIOKYMEHTE
(cneBa Hampaso).

48. PexBu3uT «CChUIKa Ha PETHCTPAIMOHHBIN HHACKC U IaTy BXOMISIIETO TOKYMEHTa.

Ccblika Ha pErucTpaIMOHHBIN WHAEKC U JaTy BXOMAIIETO JOKYMEHTa pacroyiaraercs Ha OJaHke
IUTSL TIMChMa M BKJIFOYAeT B ce0sl perruCTPpallMOHHBIA HHACKC U IaTy JOKYMEHTA, Ha KOTOPBIA JaeTCsl OTBET.

49. PexBU3UT «MecTO COCTAaBIEHUS W U3TAHU.

MecTo cocTaBleHHs WIH U3JaHUS JOKYMEHTA YKa3bIBaeTCS HUKE PEKBU3UTOB «JlaTta JOKyMeHTa» U
«PeructpaninoHHBIN UHAEKC» Ha BCEX JOKYMEHTaX, 32 UCKIIOYEHHEM MHUCEM U 3asBICHHIA.

50. PexBmsut «I'pu orpaHUUEHUS TOCTYIIa.

I'pud orpanuueHust AOCTyIa pacroiaracTcsi B MpaBOM BEPXHEM YTy TOKYMEHTA BhIIIE PEKBU3UTOB
«Anpecaty, «['pud yrBepxacHus», «I'prud NpuIoKEeHUsI».

51. PexBU3UT «Anpecary.

AnpecaraMu MOTYT SIBJISITBCS OpPTaHM3AIMH, WX CTPYKTYPHBIC IOJIPA3/ICiCHUs, KOHKPETHBIE
JOJKHOCTHBIC JIUIIA, TPaXKIaHe, B TOM YKCJIe HHIWBUYaTbHbIC TPEANPUHIMATEITH.

[Ipu agpecoBaHWM JOKyMEHTa OpraHHW3allMd €€ HAaNMEHOBAHWE YKa3bIBACTCS B HMMEHUTEIHLHOM
najiexe.

Hampumep:
Munuct
PecmyGm



[Ipn anmpecoBaHWH JOKYMEHTa CTPYKTYpHOMY TMOJpa3JelIeHUI0 B HMMEHUTEIHLHOM IMaJexe
YKa3bIBa€TCS HAMMEHOBAHHME OpPTaHMU3aIMH, @ HUKE — HAMMEHOBAHHUE CTPYKTYPHOIO MOAPA3/ICICHHUS.

Hampumep:
MuHuct
Pecmry6u
Vipasie
OpUINY

HpI/I HaIpaBJICHUU JOKYMCHTa KOHKPETHOMY MOJDKHOCTHOMY JIMIY HAMMCHOBAHHUE OpraHHU3alluu
YKa3bIBACTCA B UMCHHUTCIIBHOM ITAZICKE, A NOJDKHOCTL U CI)aMI/IJII/ISI aapecara — B JaTCJIbHOM.

Hampumep:
MuHuCT
Pecry6u
Hauanbn
JIETIOTPO
TEXHUYEC
Konnaxkc

HpI/I aaApeCOBaHNU NOKYMCHTA PYKOBOAUTCIIO OPraHU3aluU (GFO SaMCCTI/ITeHIO) HanMCHOBAHHC
oprann3any BXOAUT B COCTAaB HAMMCHOBAHUWA NOJDKHOCTHU ajipecaTta.

Hampumep:
JupexTc
apxuBa |
Kymnos

IIpy HanpaBieHMH JOKyMEHTa B HECKOJbKO OJHOPOAHBIX OpraHu3aliil MX HauMMEHOBAHUS
YKa3bIBAIOTCSI 0000IIEHHO B UMEHUTEIIEHOM TaJIeKeE.

Hampumep:
Pecriy6n
rocyzap

[Ipn HampaBneHMHM JOKYMEHTa pPYKOBOJIWTENSIM HECKOJIBKHX OJHOPOJHBIX OpraHU3aluu
HaMMEHOBAaHMA UX JIOJDKHOCTEH yKa3bIBatoTCs 000OIIEHHO B JJATEIbHOM IaJIekKe.

Hampumep:
PykoBon
rocynape

[TouToBBIN aznpec, Kak MPaBUIIO, YKAa3bIBAE€TCS TOJILKO HAa KOHBepTe. 11odTOoBBIM agpec BXOAUT B
COCTaB PEKBU3HTA «AJlpecar» MpH aIpeCOBAHUU JOKYMEHTA Pa30BOMY KOPPECIIOH/IEHTY.

[TouroBHIii ampec B pekBU3UTE «AdpecaT» ohOpMIISETCS B COOTBETCTBHM C MpPaBUJIAMHU OKa3aHUS
YCIYT MOYTOBOM CBSI3H.

Hanpuwmep:
Yupex
HCCIIEA0
JIOKYMEH
yi. Kpor
220002,



Ha nokymeHTax, HanmpaBisieMbIX [TOCTOSIHHBIM KOPPECIIOHAEHTAM, OpraHU3alusiM CBOEH CHCTEMBI,
azipec JIOMyCKaeTcs He MPOCTABIATh. J{JIsl OTIPAaBKM TAKUX JOKYMEHTOB MOT'YT IPUMEHSTHCS KOHBEPTHI C
3apaHee Hale4aTaHHBbIMU aPECaMH.

IIpu agpecoBaHuM JTOKyMEHTa IPaKAaHUHY, B TOM YHCJIE MHIUBUAYAJILHOMY NpEANPUHUMATEIIIO,
BHAYaje YKasbIBAIOTCS (aMUIIMs M MHUIHUAIBI (COOCTBEHHOE MMs, OTYECTBO (€CIM TAaKOBOE HMMEETCS)
HOJTyYaTesis, 3aTeM — II0YTOBBIHN aJipec.

Hampumep:
Cromsipo
yi. 11T
223120,
Jloro¥ick
Muncko

PexBu3uT «Azdpecar» He JOJIDKEH colepxkarb Oosee udeThipex aapecoB. CIOBO «KOMHs» Iepen
BTOPBIM U NOCJIEAYIOIIMMH aJpecaTaMy He IPOCTaBIISETCS.

[Ipu HanpaBiieHUU TOKyMEHTa OoJiee YeM B UETBIPE aJpeca COCTABIISAETCS CIIMCOK Ha PacChUIKY I10
¢dopme coryiacHO mpuilokeHuto 2. Ha KakaoMm sK3eMIUIsipe yKas3bIBaeTcs TOJNBKO OJMH ajapecaTr WM
000011IeHHOE HAMMEHOBAHUE aJIPECATOB.

Ecnn nOKyMEHT ABIII€TCS OTBETHBIM, IIEPBBIM aJpecartoM Ha JOKYMEHTE YKa3bIBA€TCsS aBTOP
VHHIMATUBHOTO IIMChMa HE3aBUCUMO OT 3HAYMMOCTH OCTAJIBHBIX aJpeCcaToB.

IIpn HanpaBIeHUHM NJOKYMEHTA B BBIIECTOSIIIAE OPraHU3aluy HE JOIYCKAETCsl OTHOBPEMEHHOE €TI0
aJApeCcOBaHME IPYrUM ajpecaraM, KpoOMe CIIy4aeB, KOIZIa 3TO ONpPEACIICHO NOPYYEHHMEM BBIIIECTOSALIEH
OpraHU3alMH.

[Ipu HanpaBiieHUU TOKYMEHTA 110 3JEKTPOHHOM MOYTE B PEKBU3UTE «AjipecaTy BMECTO I1I0YTOBOTO
azpeca ykasblBaeTcsl OQUIMAIBHBIA aapec 3JEKTPOHHOM MOYThl OpraHM3alUHU-aJipecaTa WM aJpec
JJIEKTPOHHOM MTOYTHI IPAXKIAHUHA.

52. PexBU3UT «I'pud yTBEpKIACHUNY.

VYTBepKIeHUE SABISAETCS OJHUM U3 CHOCOOOB YIOCTOBEPEHUS JOKYMEHTA IOC]IE €ro MOINHCAHUS.
JIOKYMEHT, MHOJUIeKALINH YTBEpXKIECHUIO, MPUOOpPETaeT IOPUANYECKYI0 CHIIy TOJBKO C MOMEHTa €ro
YTBEPKJICHMUS.

JIOKYMEHT MOXKET YTBEpPXAaThCsl JBYMs CIIOCOOaMM: MOCPEICTBOM IMPOCTABIEHUS JOKHOCTHBIM
JUIOM B Tpude yTBEpXKICHHS COOCTBEHHOPYYHOW TMOJNUCH WJIM W3JaHUS PacCHOPSAUTEIHLHOTO
JOKyMEHTa (COCTaBJIeHUs MpoToKoa). O6a crocoba UMEIOT OMHAKOBYIO FOPUINYECKYIO CHUITY.

[Ipn yTBepXkA€HUM AOKyMEHTa IOCPEIACTBOM IIPOCTaBICHUS JOHKHOCTHBIM JIMLOM B Tpude
YTBEP)KIEHHUs COOCTBEHHOPYYHOW mojamucu rpu¢ yTBepkaeHus cocTtoutT u3 cioa «Y TBEPXKIAIO»,
HAaUMEHOBAaHMS JOJDKHOCTH JIMIA, BKJIIOYas BUIOBOE (MHCTUTYT, KOMHUTET U T.Il.) WIH COKpAlllEHHOE
HalMEHOBaHME OpraHU3allMM, €ro COOCTBEHHOPYYHOH MOANHUCH, paclIM(PpPOBKU TMOAMUCH M JaThl
YTBEPKJICHMUS.

Hampumep:

VTBEP:
Hupextc
TTommuc
23.06.2C

[Ipn yTBep)kaeHMH NOKYMEHTa PYKOBOIAUTEJEM BBIIIECTOSNIEH OpPraHU3allMd WX JOKYMEHTA,

COCTaBJICHHOI'O HC Ha 6naH1<e, B HAUMCHOBAHUC JOJKHOCTH JIMIA, YTBEPAUBIICTO JOKYMCHT, BKIIFOUACTCA
IMOJITHO€ HAMMCHOBAHWEC OpraHu3alnuu.

Hanpuwmep:
YTBEP]
Jupekto
Hay4YHO-
JIOKYMEH
TTonmuct



25.06.20

Hata (men» mecsma) yrBepxkaeHus B rpude «YTBEPKIIAIO» mpocraBnsercs AOTKHOCTHBIM
JIMIOM, YTBCPpAUBIIHNM JOKYMCHT. MCCSII_[ U roa AOMyCKacTCsA IedaTaTb € IIOMOIIBIO TCXHUYCCKUX
CPEICTB.

PacriopsimuTeNnbHBIN aKT W3JaeTcsi, KaKk MpPaBHIO, B Clydae, KOTJa BBEICHHUE YTBEPKIAECMOIO
JOKYMEHTa TpeOyeT NOMOJHUTENbHBIX MPEANUCAHUI U pa3bICHEHUN, UHBIX JACHCTBUM, CBS3aHHBIX C €r0
IIPUMEHEHUEM.

[Ipn yTBepkKIEHHWU JIOKyMEHTa IOCPEICTBOM U3JaHUS PACIOPSAUTEIBHOIO JIOKYMEHTa WU
COCTaBJICHHSI TPOTOKONa Tpud yTBepxkaeHUs cocTouT u3 cioBa «YTBEPXK/IEHO», nHa3zBanus Buua
JOKYMEHTa B UMEHHUTEJIbHOM IaJIeKe, €r0 1aThl U PETUCTPALIMOHHOTO UHIEKCA.

Hampumep:
YTBEP)
IIpukas |
Pecmy0n
25.06.20

HJIN

YTBEP)
IIpoTokc
cobpanu
28.06.20

I'pud yTBepkaeHus mpocTaBisieTCss B IPaBOM BEpXHEM yriay AokyMmeHTa. Ilpu yTBepkneHuu
JIOKYMEHTa HECKOJIbKUMH JIOJDKHOCTHBIMU JIMIIAMH TPU(BI YTBEPKACHUS PACIIONIAraroT Ha OJTHOM YPOBHE.

CrnoBa «YTBEPXIAIO» u «YTBEPXXJIEHO» neuatatoT nponucHbIMH OyKBaMu 0e3 KaBBIYEK U
pooeoB.

Hcnonb3oBanue OJaHKOB JOKYMEHTOB C MPOJOJIBHBIM PACIOJIOKEHUEM PpEKBH3UTOB IS
o opMIIeHUS JOKYMEHTOB, ITOJICKAIIUX YTBEPKICHHUIO, HE TOIMYCKASTCS.

[lepeueHb TOKYMEHTOB OpPTraHU3AlMU, MOIJICKAIINUX YTBEPKACHUIO, OTPEACISETCS B COOTBETCTBUU
C 3aKOHOJIATEJIBCTBOM U 3aKperuisiercss B Tabene W (WIM) HMHCTPYKIHMHU 1O JEJIONPOU3BOJCTBY
OpraHu3ally, UHBIX JIOKAJbHBIX PABOBBIX AKTaX.

YTBepkaeHHE HOPMATHUBHBIX TPABOBBIX AKTOB OCYIIECTBIAETCS B TMOPSIKE, YCTAaHOBJICHHOM
3akonoM PecnyOmuku benapych «O HOpMATUBHBIX MPABOBBIX aKTaxX).

53. PexBu3ut «Pe3omonusiy.

Pe3ointonus — NUCbMEHHOE yKa3aHHE PYKOBOJAUTENS O MOPSJIKE UCIIOIHEHUS WIM HCIOJIb30BaHUSA
JIOKyMEHTA.

PexBuzut «Pe3omonusy BkItoyaeT GaMUINI0 U UHUIHATBI UCTIOTHUTENS, COAep)KaHUe TOPYUYEHUS
Y CpOK ucnosiHeHus. Pe3omtorust 1omkHa ObITh ToANKcaHa (COOCTBEHHOPYYHAs TTOAMKCH) U TaTHPOBaHA.

[Ipy HanMUMM HECKOJIBKHX HCIOJIHHUTENEH TMepBOM yKas3bIBaeTcs (amMuiidsg OTBETCTBEHHOTO
WCTIOTHUTEISI, KOTOPBIA OpraHu3yeT paboTy COMCIIOTHUTENCH.

Ha nokymeHnte nomxHO ObITh He Oonee ofHONM pesomronuu. llocienyromme pe3orOUuu
pyKOBOAMTENEH OOPMIISIFOTCS, €CJIM B HUX JIETATU3UPYETCS MOPSIOK UCTIOJIHEHHS TOKYMEHTA.

Pe3zomonust pacnonaraercst B MpaBOM BEPXHEM YTy MEPBOTO JIMCTA JIOKYMEHTa MEeped TEKCTOM.
[Ipu HEoOX0omMMOCTH OQOPMIIECHHUS CIIOXKHON IO COJEPKAHUIO PE3OJIIOIMU, a TaKKe HECKOJIbKHX
30O U HEBO3MOXXHOCTH WX PAa3MEUIEHUSI B OTBEJECHHOM Uil PE3OJIOLMH MECTE JI0NMyCKaeTcs
HaIMCAaHUE PE30JTIONNNA Ha JTF0001 CBOOOIHOM IUTONIA TN JTUIIEBON CTOPOHBI TIEPBOTO JIMCTA TOKYMEHTA, HE
3aTparuBas TeKcTa (HO HE Ha MOJISIX JOKYMEHTA).

[Ipu orcyrcTBUM CBOOOJHOTO MeCTa Ha JIMIIEBOM CTOpPOHE TIEPBOTO JIMCTA JIOMYCKAETCS
odopmIIeHHEe PE30TIONNH Ha OTACIIBEHOM JIHCTE C YKa3aHUEM Ha HEM PETHCTPAIIMOHHOTO WHACKCA U JAaThl
JIOKYMEHTA, K KOTOPOMY OTHOCHUTCSI PE30JIONUs. JINCT pe30Ionuy MPUKPEIIIAETCS K JOKYMEHTY U TIOCIIe
€ro MCIIOJHEHUs] BMECTE€ C HUM IMOJIIMBaeTcs B Jeno. Ha nokymeHTe Ha Mecte, MPeAyCMOTPEHHOM st



pa3MelLIeHHs PE30IIOINH, JIENAaeTCs OTMETKA O HAJIMYUM JINCTA PE30JIIOLUH, BKIOYaromas ciosa «JIucr
PE30ITIOLMH MTPUIIAraeTCs».

[Tpu odopmiteHUH JIMCTa PE30TIOUUHN UCIIONB3YIOTCS CTaHIAapTHBIE JUCTHl Oymaru ¢gopmartoB A6,
AS, A4 ¢ cobmoIeHrEeM CIISYIOIINX Pa3MepPOB TOJICH:

s popmata A6: BepxHee u HIDKHee — He MeHee 10 MM, eBoe — HE MeHee 12 MM, mpaBoe — He
MeHee 8 MM;

s popmata AS: BepxHee — He MeHee 15 M, HukHee — He MeHee 10 mm, jeBoe — 20 MM, rpaBoe —
HE MeHee 8 MM;

st popmara A4: BepxHee U HIDKHee — He MeHee 20 MM, nieBoe — 30 MM, IpaBoe — HE MEHEe 8 MM.

Pesomoruu  mo  wcnonmHeHuto mopydyeHuit  [Ipeswmenta PecnyOomuku  bemapych, [maBwi
Anmunuctpamun Ilpesunenta PecnyOnuku bemapych M ero 3amectureneid, mpeacenaTeneil mnanaT
HanmonansHoro cobpanus Pecnyonuku benapych u ux 3amecrureneit, [Ipembep-munuctpa PecnyOnuku
benapyce u ero 3amectureneil, pyKOBOJIUTENEW TIOCYJapCTBEHHBIX OPraHOB, HWHBIX OpraHMU3alMi
0 OpMIIIOTCS HAa OTNIENBHBIX JTUCTAX PE3OIIOLUH.

Jlisi JOKYMEHTOB B AJIEKTPOHHOM BHJIE PE30JIIOLUHU O(GOPMIISIOTCS B 3JIEKTPOHHOM BUE JTHOO Ha
oTaenbHOM Jiucte Oymaru. [Ipu opopmiieHnn pe3ononuu Ha OTACIBHOM JHCTe OyMaru OH CKaHUPYeTCs
u nomemaercs B AC JIOY 0o TeKCT pe30soluu MEPEHOCUTCS B PErHUCTPallMOHHO-KOHTPOJIBHYIO
KapTouky (manee, ecnu He ompezaeneHo uHoe, — PKK) AC JIOY ynmoaHOMOYEHHBIM JIUIIOM C y4€TOM
TpeOoBaHui myHKTa 229 HacTosmend MHcTpykuny.

54. PexBU3UT «3aroj0BOK K TEKCTY».

JlokyMeHTBI, 0(hOpMIICHHBIE Ha OJIaHKaX WM CTaHAAPTHHIX JMcTax Oymaru ¢opmarta A4, TOIKHBI
HMMETh 3aroJIOBOK. 3arojioBOK K TEKCTY JOMYCKaeTCs He YKa3blBaTh Ha JOKYMEHTax, oOpMIIIEMbIX Ha
OnaHKaxX WIM CTaHIApPTHBIX JHCTax Oymaru gopmara AS.

3aronoBok (OpMyIUpyeTcs cocTaBuTeNeM AJokyMeHTa. OH J0KeH OBbITh KPaTKUM U €MKUM, TOYHO
Iepe/1aBaTh CMbICI TEKCTA U TPaMMaTHUECKH COTJIaCOBBIBATHCS C HA3BAHUEM JIOKYMEHTA.

Hampumep:
npuka3 (0 ueM?) «O coBEpUICHCTBOBAHNH CTPYKTYPHI allliapara yIpaBICHUs;
nostoxxeHne (0 geM?) «O KaHIEISIpUn»;
MIPOTOKOJI (4ero?) «coOpaHus aKIIMOHEPOBY;
npaBuiia (4ero?) «BHYTPEHHETO TPYIOBOTO PACIIOPSIIKa;
JIOJDKHOCTHASI HHCTPYKIMA (KOMY?) «CeKpeTapro-pedepeHtTy»;
akT (0 uem?) «O BBIJCNCHUH K YHUYTOXKEHHIO TOKYMEHTOB U JIeJl, HE TIOAJIE)KAIINX XPAaHCHHUION;
aKT (4ero?) «IpoBEPKN»;
mucbMo (0 uem?) «O6 N3MEHEHUH CPOKOB BBITTOJIHEHHS IOTOBOPaY.

B 3arosoBke K TEKCTy paspeuiaercss yHoTpeOsATh COKpAalleHHs CJIOB U CIOBOCOYETaHMIH,
HCIOJIb3YEMBIX B TOCYAApCTBEHHBIX cTaHjaaprax PecnyOmuku benapych, oOuierocyiapcTBeHHbBIX
kiaccupukaropax Pecnyonuku benapyck, cokpalieHHble HAMMEHOBAHUS OpraHU3aliil U OOLIENPUHSThIE
COKpAIICHHUS.

Hampumep:
O Bueapenun CTh 6.38-2016

3aroyioBOK B KaBBIUKM HE 3aKJIOYAeTCsl MU HE IMoauepkuBaeTcs. Touka B KOHIE 3arojioBKa He
CTaBHUTCSL.

55. PexBu3ut «OT™METKA O KOHTPOJIEY.

OTMmeTKa 0 KOHTPOJIE paciioyiaracTcs Ha JIEBOM I0JI€ JOKYMEHTa Ha YPOBHE 3arojloOBKa K TEKCTY U
o0o3Hauaercs OykBoil «K» miu cnoBoM «KoHTposby. OTMETKa MPOCTaBISAETCS OT PyKU UM C TIOMOILBIO
mremnens. OTMeTKa MOXKET ObITh JIOMOJTHEHa KOHTPOJIBHOM J1aTOM.

56. PexBm3uT «OTMETKA O HATTMYUH TTPHITOKEHHSD».

OTMeTKa O HANM4MM IPUJIOKEHUS PACIOJIaraeTcsl HMXKE TEKCTa JOKYMEHTa IEepes] PEKBU3UTOM
«[loamuce». CnoBo «Ilpunoxenue» mnedaraercs C NPONUCHOW OYKBBI OT HYJIEBOTO IOJIOKEHHUS
TabynATOpa OT IPAHUIIBI JIEBOTO T10JISA, IIOCJIE HETO CTABUTCS ABOETOUHE.



Eciu JOKYMCHT MMCCT NMPHUJIOKCHUEC, HA3BAHHOC B TCKCTC, TO B OTMCTKC O HAJIMYHUU NPUITOKCHUA
YKa3bIBA€TCA TOJBKO KOJIMYECTBO JIMCTOB U OK3CMIIIAAPOB.

Hampumep:
IIpunoxenue: Ha 7 1. B 2 9K3.

Ecnmu  1OKyMEHT uMeeT NpPUJIOKEHHsS, HEe Ha3BaHHbIE B TEKCTe, TO HX HAMMEHOBAHUS
MEePEUUCISIOTCS C yKa3aHUEeM KOJMYECTBA JIMCTOB M AK3EMIUIIPOB KaX0ro MmpuiokeHus. [lpu Hammanm
HECKOJIbKUX MPUIIOKESHUN OHU HYyMEpYIOTCs apaOCKUMH U paMu.

Hampumep:
[Ipunoxenue: 1. MHCTpyKLKS O AENONpPOU3BOACTBY Ha 12 11. B 3 3K3.
2. OT3BIB Ha MIPOCSKT HHCTPYKIMH Ha 3 JI. B 2 3K3.

Ecmu x JOKYMCEHTY IIpujarac€rcia JOKYMCHT, I/IMeIOH_[I/Iﬁ IIPUIOKEHUEC, TO B OTMCTKE O HAINYHUHU
IMPUIIOKCHUS YKA3bIBACTCA 06Luee KOJIMYCCTBO JIUCTOB HpPIJIO)KCHPIfI.

Hampumep:
[punoxenue: nucbMo HarnmonaneHoro 6anka Pecniyonmuku benapycs ot 08.11.2008 Ne 12-7/389 u mpwuiic

Ecmu IMPUIIOKCHUC HAIpPaBJIACTCA HC BCEM aapccaraM, TO B OTMCTKC O HAJIWYHUU HNPUIIOKCHHA
YKa3bIBacTCs, B KaKon aJIpCC HAIIPABJIACTCA IIPUIIOKCHUC.

Hampumep:
[Ipunoxxenue: Ha 5 1. B 1 9K3., BO BTOPOii aapec.

Ecnu nmpuiosxeHust cOpOIIOPOBaHBL, TO KOJIMYECTBO JUCTOB HE YKA3bIBACTCH.

B pacnopsauTenbHBIX JOKyMEHTaX peKkBM3UT «OTMETKa O HaJIM4YUuM [PWIOKEHUS» He
oopmisiercs; yka3aHWe O HaJIMYUM TPUIOKEHHUS JAaeTCsl B TEKCTE€ JIOKYMEHTA: «COTJAcHO
NPUWIOKEHHUIO», <«IIPUIOKEHHE», «IPWIOKEHHE 1», «.. TMPEICTaBUTh NEPEUCHb JOKYMEHTOB IIO
mpuiiaraeMoi popme» u Jap.

57. PexBusur «lloanucey.

[IpoekT mOKyMeHTa TMpPEINCTaBIseTCS Ha TOJMHCH COOTBETCTBYIOIIEMY JODKHOCTHOMY JIHILY
(ucxons W3 ero KOMIETEHIMH) MOJIHOCTbIO O(OPMIICHHBIM, HPOBEPEHHBIM, COIJIACOBAHHBIM (IIPH
HEOO0XOIMMOCTH ) BMECTE C TIPUIIOKEHUSIMHU U MaTepHajaMH, HA OCHOBAaHHH KOTOPBIX OH COCTaBJICH.

PexBusur «lloganuck» pacnonaraercs nocjie TeKCTa i OTMETKU O HAIWYMU MPUIIOKEHHUSI U COCTOUT
W3 HAWUMEHOBAaHUS JOJDKHOCTH JIUIIA, TIOAINMCABIIErO TOKYMEHT, COOCTBEHHOPYYHOH IONIUCH U €€
pacppoBky (MHULMANBL, (pamuius). MHunmansl neuvatarorcs nepen (amuinedt 6e3 mpoOenoB Ha
YPOBHE MOCTIETHEH CTPOKM HAMMEHOBAHUS JTOJDKHOCTH.

Ecnmu gokymeHT odopmiieH Ha OJaHKe WIM C HUCHOJb30BAHMEM YIJIOBOIO MITaMIa, TO B
HAaMEHOBAHHE JIOJDKHOCTH BKIIIOYAETCS, KaK MPABUIIO, BUIOBOE HANMEHOBAHHE OPTaHU3aIIH.

Hampumep:
JupexTop UHCTUTYTA IToanuce

[Ipu odopmiilennn HOKyMeHTa He Ha OJlaHKe B HaMMEHOBaHUE JOJDKHOCTH BKIIIOUAETCS MOJHOE
HauMEHOBAHME OpraHU3al1H.

Hampumep:
Hupexrop yupexnenus «benopycckuii IToanuce
Hay4HO-HUCCIIEN0BATENBCKUI HHCTUTYT
JIOKYMEHTOBEACHMSI U apXUBHOT'O JIeJIa

B cocraBe pexBusuta «lloamnuck» MOTYyT yKa3bIBaThCsl CTENEHU M 3BaHUS (yueHble, BOMHCKHE U
ap.).



Hanpuwmep:
JIMpeKTOp HHCTUTYTA Toamnuce
JIOKTOP MCTOPHIECKHUX HAYK,
npodeccop

[Ipu moanucaHum TOKYMEHTa HECKOJBKUMHU JOJKHOCTHBIMU JIMIIAMU HAUMEHOBAHUS JOJIKHOCTEH
JIU1, TOJIUCABIINX JOKYMEHT, COOCTBEHHOPYUHbIE TOJMUCH U UX paciin(poBKU (MHUIHAIBI, paMUIUN)
pacnojararoTcs Apyr 3a IpyroM B OCIEA0BATEIbHOCTH, COOTBETCTBYIOLIEH 3aHUMAEMbBIM JOKHOCTSIM.

Hampumep:
HupexTop 3aBona ITonmuce
I'naBHBIi Oyxrantep IToanuce

[Ipy moanmucaHuM JOKYMEHTAa HECKOJIBKHUMH JIMIIAMH, HE TOJYMHEHHBIMH 110 JOJDKHOCTH,
HAMMCHOBAHMS JOJDKHOCTEH JIMII, TOANUCABIIAX JOKYMEHT, COOCTBEHHOPYYHBIC MOJIUCH U HX
pacmdpoBKy (MHAIMATBI, (PaMUITHH) PACIIONIATAIOTCS HA OJHOM YPOBHE.

Hampumep:
MunuCcTp 00pazoBaHUA MuHuct
PecniyOnmuku Benapych Pecmy0On
ITonmuces A.M.PanpkoB TTonmmuc:

[Ipu moanucanum HOKyMEHTa, MOATOTOBJICHHOTO KOMHUCCHEH, YKa3bIBAIOTCS HE JIOJDKHOCTHU JIUII, a
UX OOS3aHHOCTH B COCTaBe KOMHUCCUH. DaMUIMKM YJIEHOB KOMHCCHHM PAaCIOJIararoTcs B al(paBUTHOM
MOPSIIKE.

Hampumep:
[Ipencenarens komuccun TToamnuce
YneHbI KOMUCCHH: Tloamuce
TToamnuce
TToamnuce

JIOKYMEHTBI KOJUICTHAJIBHBIX OPTaHOB IOJIMHUCHIBAIOTCS MpPEICEIaTeIeM U CEKPETapeM dTOro
oprasa.

Hampumep:
IIpencenarens Tloamnuce
Cekperapb IToamuck

[Ipn mnoanucaHuM pacHoOPSIUTENBHBIX M HCXOJAIIMX JOKYMEHTOB MOJIMUCHIBACTCS NEPBBIN
IK3EMILIAP TOKYMEHTA.

[Ipu opopmiieHun aKTOB, MPOTOKOJIOB, COBMECTHBIX JIOKYMEHTOB MOJITMCH IIPOCTABIISIFOTCS Ha BCEX
IK3EMILIAIpaxX JOKYMEHTA.

B pexBusure «llognucey, a taxke pexkBusutax «I'pud yrsepxkaenus» u «I'pud cormacoBanus»
yKa3bpIBalOTCSl (hakTHdecKas JOJDKHOCTb JIMIA, MOAMMUCABIIEro (yTBEPAMBIIETO, COIJIACOBABILIETO)
JOKYMEHT, €ro uHuiuaibsl u ¢ammwinsd. Jlomyckaercs HUCHOJIB30BaHUE COKpalleHUH «3am.»
(«3amectutenby), «M.0.» («ucnonustonmii o0s3anHOCTHY). He nomyckaercst cTaBUTh Mpeuior «3a» WUiH
KOCYIO UepTy Mepej] HAUMEHOBAaHUEM JIOJKHOCTH.

58. PexBusut «I pu¢ npunoxeHus».

['pud mpunoxkenus pacnonaraercsi B IpaBOM BEPXHEM YIJTy IIEPBOTO JIUCTA MPUITOKEHHUSI.

I'pud npunoxenus coctout u3 cinona «lIpunoxeHue», ero MOpsAKOBOro Homepa (yKaszbIBaeTcs
apabckuMmu nudpamu 0e3 3Haka Ne), Ha3BaHUS BUJIAa IOKYMEHTa B JaTEJIbHOM MajiekKe, ero aBTopa, JaThl
U PETUCTPALIMOHHOIO MHJEKCA.

Hampumep:



TIpunox
K IIPHKA:
18.11.2C

[TopsaKoBBIIT HOMEp MPUIIOKEHHUS HE YKA3bIBACTCS, €CIIM OHO OHO.

Ha mpuiokeHusx, yTBEp)KIAEeMBIX PACIOPSAUTEIbHBIM JOKYMEHTOM WA IMPOTOKOJIOM, Tpud
pUJIOKEeHUs He odopmisieTcs. B 3ToM cirydae B mpaBoOM BEpXHEM YITy TIEPBOTO JIUCTA YTBEPKIAEMOTO
JOKYMEHTA MPOCTABIISICTCS TPU( YTBEPKIACHUS.

JIOKyMEHTBI-TTPUIIOKEHUS OPOPMIISIOTCS C YKa3aHHEM BCEX HEOOXOIMMBIX PEKBHU3UTOB JOKYMEHTA
(«Ha3Banue Buia JOKyMEHTay, «3arojioBOK K TeKCTy», «[loamuce» u ap.).

59. CoracoBanue JOKYMEHTOB.

JIOKyMEeHTBI, TOATOTaBIMBAEMbIE B OpraHU3alUM, A0 MPUAAHUS UM IOPUIUYECKON CHIIbI
(monmucaHus, YTBEPKACHHS, PETUCTpallii) B HEOOXOAMMBIX CiIydasx IOJJIeKAT COIJIACOBAHMIO.
CornacoBanve mpoeKTa JOKYMEHTa MPOBOJUTCA C OpPraHU3AlUSIMU U JIOJDKHOCTHBIMHU  JIUIAMU.
CorylacoBaHre MOXET MPOBOAUTHCS KaK BHYTPH OPTaHU3AlUHA — CO CTPYKTYPHBIMU TOJIpa3ICICHUSIMU U
JOJDKHOCTHBIMHM  JIMIIAMH  (BHYTPEHHEE COIJIACOBAHHME), TaK W BHE €€ — C TMOJAYMHEHHBIMU H
HETOYMHEHHBIMHA OpPTaHU3aIUsIMHU (BHEIIIHEE COTJIAaCOBaHUE).

CornacoBanne TMPOEKTOB HOPMATHBHBIX IPABOBBIX AKTOB OCYILIECTBISAETCS B  TOPSIKE,
ycTaHOBJIEHHOM 3akoHOM Pecnybnuku benapych «O HOpMAaTHBHBIX MIPABOBBIX aKTaX».

60. PexBmsut «I'pu cormacoBaHus».

Bremrnee cornacoBanue oopmisieTcss TpudoM coriiacoBaHus.

I'pud cornacoBanus pacmosaraercs HIkKe pekBu3uTa «1omuch» Ha JTUIIEBOM CTOPOHE ITOCIIECTHETO
nucra JgokymeHnta u coctoutr u3 cioBa «COI'JIACOBAHO», HanMmeHOBaHUSI JOJDKHOCTH JIHMIA, C
KOTOPHIM  COTJIaCOBBIBACTCS  JIOKYMEHT  (BKJIOYas  TOJHOE  HAaWMEHOBAHHE  OpraHU3aIllH),
COOCTBEHHOPYYHOM MOAMUCH, €€ paciiu(PpOBKU U JATHI.

I'pud cormacoBaHus MeYaTarOT OT HYJIEBOTO IMOJIOXKECHHS TaOynsaTopa 0e3 OTCTyma OT TpPaHHIIbI
JIEBOTO T1OJIAL.

Cnoso «COI''TACOBAHO» neyararoT NponucHbIMUA OykBamMu 0€3 KaBbIUEK U IPOOEIIOB.

Hampumep:
COTI'JTACOBAHO
JupeKkTop rocy1apCTBEHHOTO
yupexaeHus «HannonanbHbIi
apxuB Pecrry6nuku berapycey
IToxmuce B.J[.Cenemenen
13.10.2008

Ecnu cornmacoBaHue JOKYMEHTa MPOU3BOJUTCS KOJUIETHANBHBIM OPraHOM WM TOCPEACTBOM
nucbMa, To Tpu@ cornacoBanus opopmisieTcs o Gopme:

COI''TACOBAHO
IIpoTtokon 3acenanus

9KCIIEPTHOTO COBETa
18.10.2008 Ne 13

NN

COI''TACOBAHO

IMucemo I'ocynapcTBEHHOTO KOMUTETA

o crannaptuzanuu Pecrry6onuku benapych
03.10.2008 Ne 11-10/1186

Eciu AOKYMCHT UMCCT [IBa rpn(ba COoryIaCoBaHUsd, TO OHH pacClioiaratoTcsa Ha OJHOM YPOBHE.

Hampumep:
COI''TACOBAHO COI'JTA



IIpoToxou 3aceganust IKCIIEPTHOMN
KOMHCCHH OTKPBITOTO aKIIMOHEPHOTO
obmecTBa «Crapas Dabdpukay

22.01.2019 Ne 1

Ecnu noxyMeHT umeeT Tpu IpHuda coriacoBaHusl, TO OHU PacIoaratoTcs B CIEAYIOIIEM MOPSIKE:

Hampumep:
COI'TACOBAHO
JupexTop yupexaeHus
«["ocynapcTBEHHBIN apXUB
Bpectckoit obmactm
[Hoamuce A.I'.Kapany3osa
22.01.2019

TIpoToxc
SKCIEPT!
KOMHCCF
YIPEKIE
apxuB Pc
05.02.20

COI'JIA
Jupekto
«"ocyna
Butebck

TTonmmucs
22.01.20

COI'TTACOBAHO
JlupexTop ydpexxaeHus
«l"ocynapcTBEHHBIN apXUB
I'omenbckoi 06macT»
Hoanuce I1.M.YepHslit
22.01.2019

Bonee Tpex rpudoB cornacoBanus ohopMIISIOTCA IBYMsI BEpTUKATbLHBIMU PsIIaMHU.
[Ipu oTcyTcTBUM MecCTa Ha JTOKyMEHTE O(QOPMIISIOT JIMCT coriacoBanus. Ha mokymeHTe Ha mecre,
MIPEelyCMOTPEHHOM JJIsl pa3MelleHus rpuda coriaacoBaHus, AeTaeTCsl OTMETKA!

JIucT cornacoBanus
puiaraeTcs

61. PexBusur «Busza.

Baytpennee coriacoBanue oGopMISIETCSl yTeM BU3UPOBAHMSI IPOCKTA JJOKYMEHTA JOKHOCTHBIM
JIALIOM.

PexBusut «Buza» BiiItO4aeT B ce0s HaWMMEHOBAaHUE JOJHKHOCTH JHIA, BU3HPYIOIIETO IPOEKT
JOKYMEHTA, €r0 COOCTBEHHOPYYHYIO TTOIMUCH, PACITH(PPOBKY TOITUCH H JaTy.

Hampumep:
HavanpHuk oTnena kanpos
Moamuck A.B.CMuUpHUTIKUN
25.06.2008

OTKa3pIBaThECS OT BU3HUPOBAHUA, a TAKKC ACIATh Kakue-1oo HCIIpaBJICHHUA B TCKCTC ITPOCKTA
HAOKYMCHTA HC NOITYyCKaCTCH. 3ameyaHus u JAOIMOJIHCHU HU3JIaratoTCs Ha MPOCKTEC JOKYMCHTA HUKE JAThl
BU3WPOBaHUA. HpI/I 3HAYUTECILHOM 00beME 3aMCUaHHUs U JOIIOJIHECHU HU3JiaratoTcsa Ha OTACIIbHOM JIMCTE, a
Ha IMPOCKTC NOKYMCHTA YKA3bIBACTCA: «3amMedaHus MMpUIAraroTCs».

Hampumep:
HavanbHuk oTznena kaapos
Hoxnucs A.B.CMupHUIKHIA
25.06.2008
C IpOEKTOM HE COIJIaCEH.
3aMeuaHus IpUIararTCcs

Busnr MMPOCTABJIAIOTCA HHUIKEC PCKBU3UTA «llognuce» Ha nuIEBOM CTOPOHC TOCJICOHEIO JIUCTA
INEPBOro IK3EMIIIAPA AJOKYMCHTa CJICBA. HpoeKTm pacnopsAauTCIbHBIX AOKYMCHTOB JOITYCKACTCA
BU3HUPOBATh Ha 060pOTHOﬁ CTOPOHC TMOCJICOHCIO JIMCTAa IICPBOr0 OSK3CEMIUIAPA MAOKYMCHTA. HpI/I



COTJIACOBAHUU TTUCEM U IPYTHX UCXOJSAIINX JOKYMEHTOB BU3bI ODOPMIIIOTCS Ha KOMHUSIX, OCTAIOIIUXCSI B
nene.

[Ipu HEOOXOAMMOCTH O(OPMIICHUS HECKOIBKUX BH3 OHHM PACHOJIATal0TCsl OJHA TOJ APYrod B
MOPSAIKE BUSHPOBAHHUS.

Hampumep:
HauanpHuk oTaena kaapos
IHoamucek H.b.CxBopiioBa
20.06.2008
3aB. OTJCIOM JOKYMEHTOBEACHUS
[oanuce A.B.Cunopiio
20.06.2008
3aB. OTIEIOM apXHBOBEACHUS
Honmues T.M.bobposa
21.06.2008
IOpuckoHCYIBT
ITonmuces H.C.11IBerx
22.06.2008

IIpu oTcyrcTBUM CBOOOJHOrO MecTa BH3bl O(GOPMIIAIOTCS Ha O0OpPOTE TOCIEIHEro JHCTa
JOKYMEHTa WJIM Ha OTIEJIBHOM JIMCT€ W IpPU Pa3sMHOXKEHUU JOKyMEHTa He BocmpousBoxsarcs. [Ipu
HaJIMYMU JIUCTA COIJIACOBAHMS HAa MECTE, IPEyCMOTPEHHOM JJIsl pa3MELLEHUsl BU3bI, JIEJIaeTCs OTMETKA,
oopmisiemMast o mpaBUiIaM, YCTAaHOBJIEHHBIM YaCThIO JABeHAAUaToN myHkTa 60 HacTosme MHcTpykuuu.

[lepeueHp cornacyroomux HMHCTAHIUN OMNpENENeTCs COCTaBUTENIEM JIOKYMEHTAa HCXOAsl U3 €ro
cojiep>KaHusl U TpeOOBaHUN HOPMATUBHBIX ITPABOBBIX aKTOB.

62. PexBusut «Ileqarpby.

Ileyatn Moryt OBITH TpeX BHIOB: IeyaTb OpPraHU3aALMM, IeyaTb CTPYKTYPHOTO MOJpa3/eleHus
OpraHM3aliy, IedaTh, YKa3blBalolllas Ha €€ LIeJeBO€ HazHaueHue (s JOKyMEeHTOB W T.1.). Ileuatn
OpraHu3alMi MOJIpa3IeNAI0TCsA Ha repOOBbIe U IPOCTHIE.

I'epOoBble me4aTH MNPUMEHSIOTCS OpPraHU3aLUsAMHU, KOTOPBIM IPaBO MCIOJIb30BAaHUS Iedared ¢
n3zobpaxkenneM ['ocynapcrBeHHoro rep6a PecnyOnuku benapych npenocTaBieHO 3aKOHOAATENIbHBIMU
aKTaMH.

IIpyn mpocraBiaeHUM IE€4aTH €€ OTTHCK JOJDKEH 3aXBaTbIBaThb 4YacTb HAMMEHOBAHMS JOJDKHOCTH
JUIa, MOANKUCABIIETO (YTBEPIUBIIET0) JOKYMEHT.

TToamnuce

63. PexBusut «OT™MeTKa 00 MCIIOJTHUTEIIE.

OtmeTKa 00 WCIIONHUTENE pacloyiaraeTcsl Ha JIMIEBOM CTOPOHE MOCIEIHEro JUCTa JOKYMEHTa B
JICBOM HIDKHEM YTITY.

OtmeTka 00 WCMONHUTENE BKIOYaeT (haMUIIMI0 M HOMEp CIy:keOHOro TenedoHa HCIIOTHHUTENS
(cocTaBuTens) mokymMeHTa. DaMUIIHsI UCTIOTHUTEIST H HOMEP €ro ciry:keOHoro TenedoHa nevaratorcs 0e3
3HAKOB MPENMHAHMUS.

Hampumep:
Kopnees 200 59 79

OTMCTKa 06 HUCITIOJITHUTCIIC MOXECT 6BITL AOIOJIHCHA MHACKCOM CTPYKTYPHOI'O IMOAPA3ACIICHUS, B
KOTOpOM TOTOBUJICSA )IOKYMGHT.

Hampumep:
3 Maxkosenxuii 220 95 01



[Ipn HEOOXOAMMOCTH OTMETKa 00 WCIHOJHHUTENE MOXKET OBITh JOMOJIHEHA JJaToi CO3IaHus
JOKYMEHTa, MMeHeM (aisla M JPYrMMH IIOMCKOBBIMH JAaHHBIMH (Ha BTOPOH CTpPOKE), KOTOpbIE
0 OPMIISFOTCSI TOJIBKO Ha IK3EMILISIPE JOKYMEHTA, OCTAIOIIEMCS B OpraHU3alliu.

Hampumep:
3 Maxkoseuxnii 220 95 01
26.05.2008 C:/ ITucemo.doc

[Ipu odopmieHnrn AOKyMEHTa Ha KOMIIbIOTEpE pEKBU3HT «OTMeTKa 00 HCIOJHUTEIIC
BeimonHseTcs mpudtom Times New Roman (Times New Roman Cyr) oObruHBIA, pa3mep 9 MyHKTOB,
MEKCTPOYHBIN MHTEPBAJI — TOYHO 9 MYHKTOB.

OtmeTka 00 UCTIOTHHUTENE 005M3aTeIbHO 0POPMIISICTCS. HA UCXOISIINX TOKYMEHTaX.

64. PekBu3ut «OTMETKA O 3aBEPCHUH KOITUN.

Konus nokymeHTa noiKHa BOCHPOM3BOJIUTH BCE PEKBHU3UTHI 3TOrO JIOKYMEHTA, B TOM YHUCIE
PEKBU3HTHI OylaHka. JJig mpuaaHust KONMU JOKYMEHTA IOPUIUYCCKON CHIIBI OHA JIOJDKHA OBITh 3aBepeHa
(3acBHIETETHCTBOBAHA) YIIOJHOMOYEHHBIM JJOJPKHOCTHBIM JIMLIOM OpTraHU3AIINH.

Konusa nokymeHTa, BOCHpPOU3BOJAIAS YacTh €ro PEKBU3UTOB, 3aBEPEHHAs B YCTAHOBJICHHOM
MOPSI/IKE, SIBJISIETCSl BBIMMCKONW M3 JOKYMEHTa. BBIMUCKH W3 JIOKYMEHTOB O(OpMIISIOTCS Ha oO0IemM
6nanke. B Beimuckax u3 qokymeHToB ciioBo «BBIIIMCKA» BkiitodaeTcsi B Ha3BaHUE BUJa IOKYMEHTA.

Hampumep:
BBIIIMCKA 13 ITPUKA3A

OtmeTka 0 3aBepeHMHM Komuu odopmisieTcss Huxke pekBu3uTa «lloamuch» W BKIIOYAET CIOBO
«BepHo», HaMEHOBaHUE JOHKHOCTU JIMIIA, 3aBEPUBIIETO KOMHUIO, €ro COOCTBEHHOPYYHYIO MOIIUCH,
pacimnpoBKy MOAMKCH U ATy 3aBEPEHUS.

Hampumep:
Bepuo
Wucnexrop otaena xaapos [loamuces A.I'.JIleoHOB
25.01.2008

Komun 10OKyMEHTOB, DpelOCTaBIs€eMblE TpakJaHaM, B TOM YHCIE€ HWHIWBHIYAJIbHBIM
OpeINpUHUMATENSIM, U IOPUIMUECKUM JHLaM (anee — oOpaTUBIIeeCs JUI0) WIM UX MPEICTaBUTEISIM,
€ClIi TaKhe KONHWU HeOOXOOUMBI JUIsl PELIEHHs BOIIPOCOB, Kacarouluxcs MpaB U (WIKM) 3aKOHHBIX
MHTEPECOB OOpATMBILUXCS JIMI, U BBIMMCKM U3 HUX O(QOPMIISIOTCS B TMOPSJIKE, MPETyCMOTPEHHOM
4acTSAMU BTOPOW—IIECTON HACTOSAIIETO ITyHKTA.

Ha xomusix MCXOAALIMX JIOKYMEHTOB, OCTAalOIIMXCS B JeJie OpraHu3allly, peKBU3UTHI OJIaHKa He
BOCIIPOM3BOJATCS, IPOCTABISIOTCS JaTa INMOANMCAHUS JIOKYMEHTA, €r0 PETHCTPAlMOHHBIM HHIEKC U
OTMETKA O 3aBEPEHUU KOIIUHU, B KOTOPOU JOIIYCKAETCs HE YKa3bIBAaTh ATy 3aBEPEHUS U JTOJDKHOCTD JIMLA,
3aBEPUBIIETO KOIHIO.

Hampumep:
Bepuo
Ioxnuce A.I'.JIeoHoB

Komuu nmoxymeHTa, mogydeHHbIE MyTeM THPAXKUPOBAHUS TOJJTMHHUKA CPEACTBAMHU ONEPATUBHOM
nonurpadun, copepxamue ¢(aKCUMUIBLHOE BOCIPOU3BEACHHE TOAMUCH W TpeJHa3HAYCHHBIC IS
PAcChUIKM WJIM BHYTPEHHETO IOJB30BaHUS, HE HYKIAIOTCS B JIOTOJHUTEIBHOM YJIOCTOBEPEHHUH, 3a
HCKIIIOYEHHEM CIIy4aeB, MPElyCMOTPEHHBIX AKTaMHU 3aKOHOJIaTEIbCTBA.

Pa3MHOKEHHBIE SK3EMIUIIPHI JOKYMEHTA, MpEeAHA3HAUYCHHBIE NJIs PACCHUIKM WM BHYTPEHHETO
MOJIb30BAaHUS M HE BOCHPOU3BOAAIIME (DAKCUMHIBHYIO TIOAMUCh TOJJIMHHHMKA, JIOMYCKAaeTCs
YAOCTOBEPATH MEYaThIO, MPOCTABISIEMON Ha MECTE, OTBEJICHHOM JIJIi COOCTBEHHOPYYHOU IMMOJITUCH, THOO
3aBEPSTh B MOPSJIKE, MPETYCMOTPEHHOM YaCTSIMH MSATOM U 1IECTON HACTOSILIETO MMyHKTA.



Opranuzanus MOXeT 3aBepSATh KOMUH TOKYMEHTOB:

CO3/IaHHBIX B CaMO OpraHU3aIuy;

MOJIYYEHHBIX OpraHU3alleil B MOATBEPKICHUE €€ MPaB, MOJTHOMOYUN U 00sI3aHHOCTEN (JIMLIEH3UH,
cepTudUKaTOB U JIp.);

BKJIFOUYAEMBIX B COCTaB JIMYHBIX JEIT;

peayCMOTPEHHBIX mocTtaHoBiaeHUeM Coeta MunuctpoB PecnyOnumku benapyce ot 30 gexaOps
2012r. Ne 1256 «O HEKOTOpPHIX BOMPOCaX BBAAYM M CBHJCTEIBCTBOBAHUS KOMHH OKYMEHTOB,
Kacaloluxcsi mpaB © (WIM) 3aKOHHBIX MHTEPECOB TpaxJIaH, B TOM 4YHUCIE WHAMBUAYAIbHBIX
IIpEeANPUHUMATENEH, U FOPUAUYECKUX JIMI», UHBIMU aKTaMU 3aKOHO/1ATEIbCTBA.

Komuu [0OKyMEHTOB B OJEKTPOHHOM BHJE, BBHIIOJHEHHbIE Ha OyMa)XHOM HOCUTENE U
npeJHasHaueHHbIE JUIs OOpaIleHuss BHYTPU OpraHU3alMM, 3aBEPSAIOTCS B IMOPSAIKE, YCTAHOBICHHOM
YacTAMH IATOM U MIECTON HACTOSIIETO MyHKTA.

65. PekBm3ut «OT™METKa 00 UCTIOJTHEHUH TOKYMEHTA U HAIIPABICHUH €T0 B JIEIION.

OtmeTKa 00 MCIONHEHUU JOKYMEHTAa W HampaBlI€HUH €ro B JeNI0 MPOCTABISAETCS Ha JOKYMEHTE
MI0CJI€ €r0 MCIIOJIHEHHS U SIBJISETCS CBUCTEIHCTBOM 3aBEPUICHUS PA0OTHI HA/l HUM.

OtmeTKa 00 MCIIOJIHEHUU TOKYMEHTa M HAIlPaBJICHUU €ro B JeJI0 pacrojaraeTcsl Ha HIDKHEM I0Jie
[IEpPBOTO JIMCTA JOKYMEHTA ClIeBa U COCTOUT U3 OB «B nenoy», nHaekca jena o HOMEHKIAaType e, B
KOTOpOM OyAeT XpaHWTbCA JIOKYMEHT, JaThl U PErHCTPAllMOHHOTO MHJAEKCa JIOKYMEHTa,
CBUJETEIBCTBYIOIIEIO0 00 MCIOJIHEHUH, COOCTBEHHOPYYHOU MOJNUCU HUCIIOJHUTENS WM PYKOBOAMTENS
CTPYKTYPHOTO MOAPA3/IeICHHUI-UCIIONHUTENS U JaThl HAPaBICHUS TOKYMEHTa B JIEJO.

Hampumep:
B neno 11-10
ITonroroBsneH oTBET
15.02.2008 Ne 11-10/130
ITonnuce
16.05.2008

HpI/I OTCYTCTBHUH IOOKYMCHTA, CBUACTCIHLCTBYIOLICTO 00 HCIIOJIHCHUH, B OTMCTKC YKAa3bIBAKOTCS
KpaTKuUC CBCACHUA 00 UCIIOJIHCHHUM.

Hampumep:
B neno 5-15
[IpousBeneH nepepacyer
ITonnuce
20.11.2008

66. PekBm3ut «OTMETKA O TIOCTYIUICHUH (PETHCTPAIMOHHBIA IITAMIT BXOASAIINX JTOKYMEHTOB)).

OTMeTKa O MOCTYIJICHUM (PETUCTPAIIMOHHBIN IITaMI BXOJSIIMX JOKYMEHTOB) IMPOCTABIISIETCS Ha
HIDKHEM II0JI€ IIEpBOrO JIMCTa JOKYMEHTa CIpaBa M COCTOMT M3 IOJHOIO WJIM COKPAIEHHOI'O
HaMEHOBAaHMs OpraHU3alMU-TIONYyYaTeNs, JaThl U PEruCTPALMOHHOIO MHJAEKCAa (HOMepa) MOCTYIUIEHUS
JOKYMEHTA.

PazMepbl OTMETKH 0 MOCTYIUIEHUH (PErUCTPALIMIOHHOIO ITAMIIA BXOSIIUX JOKYMEHTOB) HE MOTYT
IpeBbIIaTh 42 MM IO TOPU3OHTANIN U 16 MM 1O BEpTUKAJIH.

Hanpumep:



Ha nokymeHTax, TpeOylOIIMX CPOYHOI'O HCIIOJHEHHs, BMECTE C JAaTOW JIOIYCKAaeTCsl yKa3bIBaTh
BpeMs MTOCTYIUICHUSI (YaChl, MUHYTHI).

66'. PexBusut «OTMETKA O EPEHOCE NAHHBIX HA MAIIMHHBIA HOCHTEIb.

PexBu3ur «OTMeTKa O NMEpeHOCe NaHHBIX Ha MAIIMHHBIA HOCUTENb)» PACIojaraeTcs B LIEHTpe
HUYKHETO T10JIsI IEPBOTO JIMCTA IOKYMEHTA.

OTMeTKa 0 epeHoce AAHHBIX Ha MAllMHHBII HOCUTEIb MOXKET 0(OPMIIATHCS OT PYKH, C TIOMOIIBIO
LITaMIIa WIK B BUJI€ IITPUXOBOTO KOJia (IUTPUXKOAA).

IIpu opopmieHHH OTMETKH OT PYKH WJIM C IOMOIIBIO IITaMIla OHAa BKIIIOYAET B ce0sl CBEJCHMS O
nepeHoce mHpopManuu (JIOKyMEHTa) Ha MAIIMHHBIA HOCHUTENb, COOCTBEHHOPYYHYIO IOAINHWCH JIMIIA,
OTBETCTBEHHOI0 3a MEPEHOC JaHHBIX, JaTy NepeHoca. J[OMOIHUTENIbHO MOTYT YKa3bIBaThCs ITOMCKOBBIE
nanHble qokyMeHTa (B AC JIOY, B NOKaJIbHOM XpaHWIMILE JIEKTPOHHBIX JOKYMEHTOB OpPraHU3allUU U
Jp.).

[Tpu HEOOXOAMMOCTH MITPUXKOA MOXKET Pa3MeUlaTbCs Ha JIEBOM II0JIE€ MEPBOTO JIHCTA JOKYMEHTA
BHU3y. Ilpn HEBO3MOXXHOCTH pa3MElIeHUs IUTPUXKOJA B OTBEICHHOM [yl HEro MeCTe JOIYyCKaeTcs
pa3MelieHre TPUXKOoIa Ha JIt000i CBOOOAHOM IJIOLIAAN JIMLIEBOM CTOPOHBI IIEPBOTO JIUCTA JOKYMEHTA,
HE 3aTparuBasi TeKCTa U JPYTUX PeKBU3UTOB.

I'JIABA 5
TPEBOBAHUSA K TEKCTAM JOKYMEHTOB

67. TekcT MOKyMEHTa JOJDKEH OBITh JIOCTOBEPHBIM, OOBEKTHBHBIM, MAaKCHMAaJIbHO KPATKUM C
COXpaHEHHMEM MOJIHOTHI MH()OPMAIIMKM U TOYHOCTH €€ U3JI0KEHMSI, HE TOMYCKaTh PA3JIMYHbIX TOJIKOBAHUI.

68. TekcT MOKyMEeHTa M3J1araeTcsi MPOCTHIM U SICHBIM SI3BIKOM, C COOIOIEHNEM HOPM O(HUITHAIEHO-
JIeJI0OBOTO CTUJISI JIMTEPATYPHOTO S3bIKA.

69. SI3pikaMu  ENOTMPOM3BOACTBA M JIOKyMeHTanuu B PecmyOnuke bemapych  sSBISIOTCS
0e0pyCCKUil U pyCCKUil.

TekcThl JOKYMEHTOB, HAINpaBIIsIeMbIX 3a Tpeaesnbl Pecriyonuku benapych, MOTYT COCTAaBIISIThCS Ha
0€eJI0pYCCKOM, PYCCKOM sI3bIKaX, Ha sI3bIKE CTPAHBI aJjpecaTa Win Ha IPyroM UHOCTPAHHOM SI3bIKE.

70. [IpemmoskeHust CTPOSITCS COTJIACHO OOMICTIPUHSITBIM TPaMMAaTHYECKUM M opdorpapudeckum
IpaBuUIaM OEOpPYCCKOr0 U PYCCKOIO SI3bIKOB, NMPEUMYILIECTBEHHBIM SIBIISIETCS YHNOTpeOJIEeHUE MPOCTHIX
pacpoOCTPaHEHHBIX MPEII0KEHUM.

71. B nOKyMeHTax HOpPUMEHSIOT TEPMHUHBI U OIpPENEJICHUs, YCTAHOBJIEHHBIE JEHCTBYIOIUMHU
CTaHJapTaMU M TEPMHUHOJIOTMUYECKUMHU CIIOBapsIMH. MHOrO3HAauHblE TEPMUHBI B KaKJOM KOHKPETHOM
cllyyae JOJDKHBI YIOTPEOIATHCS TOJIBKO B OHOM U3 CBOMX 3HAUEHUI.

72. B TeKCTe TOKyMEHTa He JIONycKaeTcs yrnoTpeOaeHue:

MIPOCTOPEUM U SKCIIPECCUBHBIX (OPM Pa3TOBOPHOM peyn;

MHOSI3bIYHBIX 3aMMCTBOBAHHM MPU HAJMYKUU PAaBHO3HAYHBIX CJIOB U TEPMUHOB B O€JIOPYCCKOM WIIU
PYCCKOM SI3BIKE;

HEYETKUX CJIOBOCOYETAHUN, OOOOIIEHHBIX DPACCYKIEHUH, BOCKIMIIAHUM U TNPHU3BIBOB, 00pa3HbIX
CpaBHEHM, MIUTETOB, MeTadop;

ab0peBHaTyp, KpoMe 0OIIEN3BECTHBIX WU PACIIM(PPOBAHHBIX B TEKCTE TOKYMEHTA;

HEHOPMATUBHOMN JIEKCHUKH.

73. TEKCTBI CIIOXKHBIX IO COJEP)KAHHUIO JTOKYMEHTOB (TPUKA30B, PACIOPSHKEHUH, MPOTOKOJIOB,
MHCTPYKUIUHU U JIp.) AEIATCS Ha MMyHKTHI, ITYHKTBI MOTYT MOAPA3AeIAThCS HA MOAIMYHKThI, MOJMYHKTHI — Ha
ab3anpl. B 601b11KX 10 00bEMY JOKYMEHTaX MYHKTHl MOTYT OObEIUHATHCS B TJIaBBI.

I'maBbl HyMepyrOTCsl apaOCKuMHU nudpam, MOcCiIe KOTOPhIX TOYKa HE CTABUTCS. ['JIaBbl JOJKHBI
MMETh 3arojIOBKM, TOYKAa B KOHILIE 3arojloBKa He CTaBUTCS. EciaM 3arojoBOK COCTOUT U3 JBYX
IIPEJIOKEHUH, TO UX Pa3JENSIIOT TOYKOW. B 3arojoBkax He JOIMyCKaeTcs MEPEHOC CIOB Ha CIEIYIOLIYIO
CTPOKY, IPUMEHEHHE PUMCKUX LHU(]p, MaTeMaTHYECKUX 3HAKOB U IPEYECKUX OYKB.

Hanpuwmep:

[OPAOOK IINTAHUPOBAHUA

[1yHKTBI HyMepyIOTCSl apaOCKUMU IIUPPaMU ¢ TOYKOM U 3aHUCHIBAIOTCS ¢ a03a1IHOr0 OTCTYTIA.



[MonnmyHKTBI HyMepyrOTCsl apaOCKuMu IU(ppaMu U 3aMUCHIBAIOTCS ¢ ab3amHoro orcryna. Homep
MOJITYHKTa BKJIIOYAeT HOMEp ITyHKTa ¥ HOMEp MOAMYHKTA, TIOCJIE KOTOPBIX CTaBATCS TOUKH.

Hampumep:
2.1.
2.2.
2.3.

Hywmepanusi myHKTOB 10JKHA ObITh CKBO3HOW JAJISL BCETO TOKYMEHTA, MOJIYHKTOB — CKBO3HOM JIs
Ka)KJIOTO MyHKTA.

A03a11pl He HyMEPYIOTCS U BBIJICJIAIOTCS a03a1HBIM OTCTYIIOM.

74. B TekcTe AOKyMEHTa Mepel KaXJod MO3MIMeH IepedrcaeHus], BbIACIEHHON a03alHbIM
OTCTYNOM, Je(uc WO MHOM 3HaK He craBUTcA. [locie mepedncieHusi, KpoMe MOCIEIHEr0, CTaBUTCS
TOYKA C 3aIATOM.

75. TeKcTbl TOKyMEHTOB O(QOPMIISIOTCS B BUJIE CBA3HOTO TEKCTa, aHKETHI, TAOIHUIIBI MU B BHUJC
coequHeHus 3Tux Gopm. OnpeaensonmmM B BeIOope GOpMbI MPEACTaBICHUSI TEKCTa SBISETCS XapakTep
uH(pOpMAIINH, COACPIKAIICHCS B TEKCTE TIOKYMEHTA.

76. B pacnopsOuTeNnbHBIX ~JOKYMEHTaX OpraHu3aluid, JeHCTBYIOIIMX Ha  MPHUHIMIAX
eAMHOHAUaIusl, TEeKCT u3Jaraercss OT mepBoro muna enuHcrBeHHoro umcia: «[IPUKA3BIBAIOy,
«ITPEJJIAT AIO» u np.

B pacnopsauTenbHbIX TOKYMEHTaX KOJUIETMaJbHBIX OPraHOB TEKCT M3J1araeTcsi OT TPEThEro JinLa
enquHctBeHHoro yncia: «[IOCTAHOBJIAET», «PEIIWII» u ap.

I')IABA 6
TPEBOBAHMUSA K O®POPMJIEHUIO JOKYMEHTOB, U3I'OTOBJIAEMBbBIX C IIOMOIIBIO
TEXHUYECKUX CPEJACTB

77. Tekct nokyMeHTOB Ha OnaHkax (opmara A4 meuataeTcst Ha MUIIYIIEH MalTHHKE Yepe3 MoJITopa
MEXCTPOYHBIX WHTEpBala WM OJMHAPHBIM Ha KOMITbIOTEpe, Ha OnmaHkKax Qopmara AS — depe3 onuH
MEXCTPOUHBIM HHTEPBAJ WK TOYHO 14 NT HA KOMIBIOTEPE.

78. IIpu Habope TeKcTa C WCIONB30BAaHUEM TEXHHUYECKUX CPEICTB NIPUMEHSETCS TapHHUTypa
mpudra Times New Roman (Times New Roman Cyr) B 00bIYHOM HauyepTaHuu, pazMmep mpudTa — HE
MeHee 13 nr, uau mwpU@TH, ycTaHABIMBAaeMble HOPMATHUBHBIMU MPAaBOBBIMU akTaMH. BblpaBHHUBaHME
TEKCTa IPOU3BOJUTCS 10 IHUPHUHE JIUCTA.

B pecnyOnukaHckux opraHax TOCYJapCTBEHHOTO YIPABIEHUS M HHBIX TI'OCYJapCTBEHHBIX
opranuzanusax, noauuHeHHbIX IlpaButensctBy PecnyOnuku benapych, odopmieHne AOKyMEHTOB
OCYILIECTBIISIETCS 110 YCTaHOBJIEHHBIM B KOMIIbIOTEPAX 11adiioHam, pazMep mpudra — 15 nr.

OdopmieHre NTOKYMEHTOB OCYLIECTBISIETCS C HCIOJIb30BAaHUEM MPOrPaMMHOr0O OOecHedeHus,
COOTBETCTBYIOLIETO CIIETYIOIUM TpeOOBaHUAM:

Hanuuue (QYHKIMOHAJIBHOCTH, OOECHEeUMBAOIIEd BO3MOXXHOCTh O(OpPMIIEHUS PEKBU3UTOB
JOKYMEHTa B COOTBETCTBHHM C TPEOOBaHUSMHU 3aKOHOAATENIbCTBA,;

MOJJIEP’KKA JOMYCTUMBIX (POPMATOB JOKYMEHTOB B 3JIEKTPOHHOM BUJIE;

MoJiIep>)KKa METOAOB M CPEACTB 3aIIUThl TEKCTa JOKYMEHTa OT pPEJaKTUpOBaHMA (MaposbHas
3aluTa, CO3/1aHue JJOKYMEHTA, HE PEJaKTUPYEMOTO CTaHAAPTHBIMU CPEACTBAMHU M T.[.) ISl JOIMYCTUMBIX
¢dbopmaros.

79. IIpy mOATOTOBKE TAONHMIl C WMCIOJNB30BAaHUEM TEXHUYECKHX CpPEICTB BBIpaBHUBAaHUE TEKCTa
MIPOU3BOIUTCS 110 HEOOXOMMOCTH, C IIEPEHOCOM CIIOB. JlomycKkaeTcsi yMeHbIaTh pa3Mep JEBOTro MOJIs J10
20 MM (KorJa TeKCT He BMEIIaeTcs), pa3Mep mpudTa TEKCTa U MEKCTPOUHBIN HHTepBas — 110 11 nr.

B pecnyOimkaHCKHX oOpraHax TOCYJapCTBEHHOTO YIPABIEHUS M HMHBIX TOCYJapCTBEHHBIX
opranm3zanusx, noaunHeHHbIX IIpaButenscTtBy Pecny6muku benapyce, mpu mHOAroToBKE TaOIHUIL
JIOMyCKaeTCsl yMEeHbIIAaTh pa3mep mpudra Tekcra Tabnui 10 13 or.

80. [Ipu odopmieHnH JOKYMEHTa Ha MHUINYIIEH MAIIMHKE PEKBH3UTHI, COCTOSIINE U3 HECKOJIBKUX
CTpPOK (KpoMe pekBU3HTa «TeKCT»), meyaTaroT yepe3 0JJuH MEeXCTPOUYHbII HHTEpBal.



CoctaBHBIE 4YacTH pPEKBU3UTOB «Anpecar», «['pud yrBepxkaeHus», «OTMeTKa O HaJIMYUU
npunoxeHus», «I'pud cormacoBanus», «I'pud NpuUIOKEHUS» OTAEISIOTCS IPYT OT ApYra MOJYTOPHBIM
MEXCTPOUYHBIM HHTEPBAJIOM.

PexBU3UTHI JOKYMEHTa OTAEIAIOT APYT OT Apyra 2—3 MEeKCTPOUYHBIMU UHTEPBAJIAMHU.

Hampumep:

COI'JTACOBAHO
15

Hupekrop [enapramenra
1

10 apXUBaM U JIEIOIPOU3BOJICTBY
1

MuHucTepcTBa I0CTULUI
1

Pecniy6nuku Bemapych
15

[oanuce B.N. Anamynikxo
15

01.02.2008
2

COI''TACOBAHO
1,5

IIpoTtokon 3acenanus
1

JKCHEPTHOTO COBETA
15

01.02.2008 Ne 9

81. [Ipu odopmieHUN JOKYMEHTa Ha KOMIIbIOTEPE PEKBU3MTHI, COCTOSIINE U3 HECKOJIBKUX CTPOK
(xpome pexBusuta «TekcT»), medararor ¢ uHTEepBaNoM TOYHO 14 nt. CocTaBHBIE YAaCTH PEKBU3UTOB
«Anpecar», «'pud yrBepxkaeHus», «I'pu¢ cornacoanusy», «I'pud mpuaoKeHUs» OTAEIAIOTCS IPYr OT
Jpyra oJlMHAPHBIM UHTEPBAJIOM WM JTOTIOJIHUTEIbHBIM MEXCTPOUHBIM UHTEPBAJIOM 6 NT.

PexkBU3UTHI JOKyMEHTa OTHENAIOT IPYr OT JApyra IOJIYTOPHBIM MEXCTPOUYHBIM HHTEPBAJIOM.
JlomyckaeTcsi peKBU3UThl JOKYMEHTa OTAEIATh APYr OT Apyra ImpoOesbHON CTPOKOW, paBHOM paszMepy
mpudTa peKBU3UTOB.

Hampumep:

COI'TTACOBAHO

OnunapHbIi wiu + 6 0T
JupexTop yupexaeHus Touno 14 ot
«I"ocynapcTBeHHBIN apXUB
Bpectckoii o6mactuy

OpuHapHbIi win + 6 0T
Hoanuce A.I'.Kapany3osa

OpuHapHbIi Wwin + 6 OT
05.02.2019

[MomyTopHsIit nim mpobenbHast CTpoka
COI'TTACOBAHO

OnunHapHbIi wiu + 6 0T
JlupekTop yupexaeHus Touno 14 ot
«I"ocynapcTBeHHBIN apXUB
I'omenbckoit o0macTm»

OpuHapHbIHi Wik + 6 T
Hoxnuces I1.M.Yepnsrii

OpuHapHbIHi Wik + 6 T

05.02.2019

82. MakcumarnpHasi JUIMHA CTPOKM MHOTOCTPOYHBIX PEKBH3UTOB ISl THINYNICH MaImuHKA 28
3HAKOB MM 73 MM Ha KOMIIBIOTEPE.



83.Ilpu meuaTaHwu JOKYMEHTOB Ha MHUIIYIIEH MAIIUHKE WCIONB3YIOT JEBATh CTaHIAPTHBIX
MOJIOKEHUN TalyssTopa WM OTCTYIbl B MUJUIUMETPaX OT T'PaHUIBI JIEBOTO MOJIS MPU OPOPMIIEHUU Ha
KOMIIBIOTEPE:

0 — rpanuIa J€BOTO MOJIS;

1 — nocne 5 neyaTHBIX 3HAKOB OT TPaHUIIbI JIEBOTO MO Win 12,5 mM;

2 —nocne 16 meyaTHbIX 3HAKOB OT IPaHMIIBI JIEBOTO MoJist win 40 Mwm;

3 — mocye 24 nevaTHBIX 3HaKOB OT TPAHHUIIBI JIEBOTO MOJIS Wik 60 MM;

4 — nocne 32 neyaTHbIX 3HAKOB OT T'PaHUIIbI JIEBOTO Mo Win 80 MM;

5 —nocne 40 neyaTHbIX 3HAKOB OT IpaHMIIbI JieBoro nojs win 100 mm;

6 — mociie 48 reyaTHBIX 3HAKOB OT TPAHUIIBI JIEBOTO MO win 120 Mm;

7 —mociie 56 rneyaTHbIX 3HAKOB OT IPaHUIIbI JIEBOTO 1oJst win 140 mMM;

8 — mocite 64 reyaTHBIX 3HAKOB OT TPaHUIIBI JIEBOTO OIS it 160 MM.

84. OT HyIIeBOT0 MOJIOKEHUS 11€YaTAIOTC:

pexkBu3UT «Ha3BaHue Bua TOKYMEHTa;

PEKBU3HUT «3aroJioBOK K TEKCTY;

pekBU3UT «TekcT» (MCKIoYasi CTPOKH, HAUMHAIOIIKECs ¢ a03allHOTO OTCTYIIA);

cinoBo «lIpunoxenue» B pekBu3uTe «OTMETKA O HATTUYNU TIPUIIOKCHUS;

pekBU3UT «OTMETKA 00 HCTIOTHUTEINE;

pekBu3HUT «OTMETKA 00 UCTIOJHEHUU JJOKYMEHTA M HAIIPABJICHUH €T0 B JCII0»;

pekBU3UT «OTMETKA O 3aBEPEHUU KO,

pekBH3UT «I'pud coriacoBaHUs» U HANMEHOBAHHE JOKHOCTH B pekBH3UTE «Iloamucey;

clioBa «CJIYILIAJI», «BBICTVYIIWJIN», «PEILINJIN», «[TOCTAHOBHNJIN»,
«ITPUKA3BIBAIOY, «IIPEJJJIAT AIO», «OBA3BIBAIO.

OT nepBoOro NoJjoXKEHUs MmeyaTaeTcs Hayano ad3aleB B TEKCTE.

OT 4eTBepTOro MOJIOKEHHUS IeYATACTCSI PEKBU3UT «AIpecaTy.

OT maTOro TONIOKEHUs Tedararorcs pekBu3uThl «['pud orpanuuenus poctymay, «['pud
yTBEpPXKACHUS», «['pud NpUIOKEHUS.

OT mecToro MoyIoKeHUs revyaraercs pacundpoBka NOAMUCH B peKBU3UTE «Iloamuch.

Ot cenpmoro nonoxenus rmedararorces koasl mo OKY /[, OKOI'Y u OKIOJIIL.

[Ipu odopmiiennn noxkymeHta Ha nuctax gopmara A4 B anbOomHOU opuentauuu (297 x 210)
pexkBU3UTHI «I'pud orpannuenus gocryna», «'pud yreepxaenus», «'pud npuiioxeHus», pacuppoBka
noanucu B pekBusuTe «lloamuck» medyataroTcst OT BOCHBMOTO TOJNOKEHHs TaOymstopa (64 medaTHbIX
3Haka uimm 160 Mm).

85. [Ipy HanmW4YMM HECKONbKUX TpU(OB yTBEPKACHUS U COTJIACOBAHMS HUX PACHONATalOT JIBYMS
BEPTUKAIbHBIMU psiaaMu. [Ipu 3ToM BTOpOH psa medaraercss OT HATOro nojoxeHus tadymnsropa (100 mm
OT TPaHHUIBI JIEBOTO TONs), a Mpu o(opMmiIeHHH IOKyMeHTa Ha nuctax (opmara A4 B anpO0MHOU
OpPUEHTAIIMH — OT BOCBMOT0 MOJI0KeHUst Tadynaropa (160 MM OT rpaHUIIBI JIEBOTO MOJIs).

[Ipy noanucaHuu JOKYMEHTa HECKOJIbKMMH JIMI[AMH, HE MOJAYMHEHHBIMU 110 JOJIKHOCTH,
HaMMEHOBAaHHS JOJDKHOCTEH B pekBusuTe «lloamucey» pacmonaraioT JByMsi BEPTHUKAIBLHBIMU PSJIaMH.
[Ipu 3TOM BTOpOH psiA meuyaTaeTcs OT MATOTrO MoiokeHus TadymnsaTopa (100 MM OT rpaHMIBI JIEBOTO
oJis1), a Mpu opOpMIIEHNH JOKYMEHTa Ha jJuctax popmara A4 B anbOOMHON OpUEHTAIMH — OT BOCBMOTO
noJyiokeHus Tadymstopa (160 MM OT rpaHHIIBI JIEBOTO TIOJIsA).

B pecnyOnukaHCKMX oOpraHax TOCYJApCTBEHHOTO YIIPAaBJIEHUS U HWHBIX TOCYJAapPCTBEHHBIX
opraHm3anusx, MNoauyuHeHHbIX [IpaBurenscTBY PecmyOnuku bemapych, HECKOTBKO PEKBU3UTOB
«Iloamuck», pacmojaraeéMbiXx OJWH TIOJ IPYTHM, JOMYCKAETCS Pa3AeiiaTh JBOWHBIM MEXKCTPOUHBIM
WHTEPBAIOM WU MPOOETHHOM CTPOKOH, paBHOU pazMepy mipudTa peKBU3HTOB.

86. Eciin 3aroiioBOK K TEKCTY MPEBBIIIAET MATh CTPOK, €ro JIOIYCKAeTCs MPOJIEBATh 10 TPAHUIIBI
[IECTOTo MoJIokeHus TadynsaTopa (120 MM OT rpaHHIIBI JIEBOTO MOJs), a MPU OPOPMIICHUH TOKYMEHTA Ha
muctax (opmara A4 B anbOOMHON OpHUEHTAIMH — 10 BOCBMOIO MojoxeHus Tadynsaropa (160 mMm ot
TPaHUIIBI IEBOTO TIOJIS).

87. UckiroueH.



88. B Tekcrax nokymeHToB cioBa «lIpumedanue», «OcHoBaHHE», a Takke cloBo «[IpunoxkeHue» B
pekBu3uTe «OTMETKAa O HaJIMYUU MPUIOKEHUS MeYaTaloTcs OT TPaHMIIbl JIEBOTO TOJS U OCTAaBISIOTCS
OTKPBITBIMH, @ OTHOCSIIAsACA K HUM HH(OpMAIMs IMedaTaeTrcs CTOJIOIOM uepe3 OJUH MEKCTPOUHBIH
WHTEpBaJ (MpHU MeYaTH Ha MUIIYIICH MalllMHKe) WK TOYHO 14 nT (mpu Habope Ha KOMIIBIOTEpE).

89. B koH1e peKkBU3UTOB (KpoMme pekBH3HTa «TEeKCT») TOYKM He CTaBsTCA. B cepenmHe CTpok
PEKBU3UTOB 3HAKH MPEMUHAHUS COXPAHSIIOTCA.

90. B moxyMeHTax He JOIyCKAaIOTCs TEKCTOBHIC BBIACICHUS B BHUJE MOJUYEPKUBAHUSA U TE€YATAHUS
Bpa3psaAky. B crnpaBouHO-MHGOPMAIMOHHBIX JOKYMEHTaX JAOIMYyCKaeTcs JesiaTh BBIJICICHUS Haubosee
BaYKHBIX CMBICJIOBBIX YaCTEH TEKCTa KypCUBOM WM MOJYKUPHBIM HaU€PTaHUEM.

TekcT TOKyMEHTOB U MHOTOCTPOYHBIX PEKBU3UTOB OopmIisieTcs: 6e3 mepeHoca CloB.

[IponucHbiMu  OykBamMHM TedaTaroTcs: pekBM3UT «Ha3Banwme Bupa JIOKyMEHTa», ClOBa
«YTBEPXIAIO», «YTBEPXXJIEHO», «COI'JTACOBAHO» — B rpu(ax coriiacoBanusi ¥ yTBEPKICHUS,
«ITPUKA3BIBAIO» — B mpukazax, «I[IOCTAHOBJISAET» — B mnocranosnenusx, «PELIWI» — B
pewenusix, «OBA3BIBAIO», «IIPEJJIAI'AIO» — B pacnopsbkenusix u ykazaHusix, «CIIYIIIAJINy,
«BBICTVYIIW/IN», «[IOCTAHOBUJIN», «PEIIWJIN» — B mnpotokonax, ¢aMuinu paOOTHUKOB B
TEKCTax MPUKA30B I10 JIMYHOMY COCTaBY, HA3BaHUS IJIaB B OpPraHU3alMOHHBIX JOKYMEHTaX.

91. Tlpu odopmiieHHHM DOKYMEHTOB Ha ABYX M 0oJiee JIMCTaX BTOPOW M TOCICIYIOIIHHA JHCTHI
JOJDKHBI OBITH MPOHYMEpOBaHbl. HoMepa NHCTOB MPOCTaBISIOT B IIEHTPE BEPXHETO KOJIOHTHUTYIA
apabckumu nudpamu ¢ paccrosaueM 10—15 MM oT BepxHero kpas, rapHurypa mpudta Times New
Roman (Times New Roman Cyr) B 00bI4HOM HauepTanuu, pasmep mpudra — He meHee 13 nt. [lepBsiii
JIUCT HE HyMEpYeTCs.

B pecnyOnukaHCKMX oOpraHax TOCYJapCTBEHHOTO YIIPABICHHUS W MHBIX TOCYAapCTBEHHBIX
opraHuzanysax, nomunHeHHbIX [lpaButenscTBy PecnyOmmkm bemapych, pasmep mpudra HOMEpOB
aucToB — 14 nt.

HoBplii 11CT JOKYMEHTa HE IOMYCKaeTCsl HauMHaTh NOCIIEAHENH HENOJIHOM CTpOKO# ab3aria.

JIOKYMEHTBI CO CPOKOM XPaHEHHUs 10 TpeX JIeT BKIIOUUTEIBHO JOMYCKAeTCs MedaTaTh Ha JBYX
CTOpOHAx JIUCTA.

91, JlokyMeHTBI, TpeJHAa3HAYeHHbIE I OOpAIIEHHMS B CHUCTEME  MEKBEIOMCTBEHHOIO
AJIEKTPOHHOTO JIOKyMEHTO00OpOTa rOCY/IapCTBEHHBIX OPTaHOB, JIOJDKHBI COOTBETCTBOBATH CIIEIYIOIIUM
TpeOOBaAHUSM:

OBITH IIPEJCTABICHHBIMU B (pOpME, TOCTYIMHON U MOHATHOM JIJIsl BOCIIPUATHS;

CO3/1aBaThCs B OJTHOM U3 JIOIYCTHUMBIX (hOPMATOB TOKYMEHTA B 3JIEKTPOHHOM BUJIE;

COJIep’KaTh PEKBU3UTHL, OOECHeunBaOlMe HJIEHTU(UKALNIO JOKYMEHTAa, YCTAHOBJIEHHbBIE JUIS
JOKYMEHTOB JaHHOTO BHJAa B COOTBETCTBUM C 3aKOHOAATeNbCTBOM. OdopMmieHne peKBU3UTOB
OCYILIECTBIISIETCSI B COOTBETCTBUUM C TpeOoBaHUSAMHU HacTosimied WHCTpyKIuMM M WHBIMM aKTaMu
3aKOHOJATEIIbCTBA;

COJIEpKaTh OJIHY WJIM HECKOJIBKO 3JIEKTPOHHBIX UPPOBbIX noanucel (panee — D1III), a Takxe, npu
HE00XO0AMMOCTH, JIOTIOJIHUTEIbHBIE TaHHBIE JUISI TPOBEPKH BKIItOUeHHbIX DLIII.

B ciyuyae mepechUIKM 3JIEKTPOHHOM KOMHMM JOKYMEHTa Ha OyMakHOM HocuTene (IMpUIIOKEHUs K
JOKYMEHTY) OHa JIOJKHA OBITh BBITIOJIHEHA B IIBETHOM PEKMME WIIH B PEKUME TpajJallii CEporo U UMETh
OJIMH U3 JAOIYCTUMBIX (hOPMATOB.

I'JIABA 7
O®OPMJIEHUE OTAEJIBHBIX BUIOB JIOKYMEHTOB

92. B opranuzanusx MOTYT H3IaBaThCsl CIEAYIOUINE BHIBI PACTIOPSAUTEIBHBIX JOKYMEHTOB:
MIPHUKa3, PaclopsKEeHUE, YKa3aHue, IOCTaHOBIICHUE, PEIICHHUE.

93. [Ipuka3 — mpaBoOBOM aKT, U3AaBAEMBI PYKOBOJIUTENEM OpraHU3alui, AeHCTBYIONIMM Ha OCHOBE
€IMHOHAYaJMs, ISl pa3pelleHns OCHOBHBIX 33]1a4, CTOSAIIUX Iepe] OpraHu3anuei.

[Tpuka3sl M37aI0TCS TaKXKe B CIydyasX, KOTJla HEOOXOJUMO JIOBECTH TpeOOBaHUS JAUPEKTHBHBIX
JIOKYMEHTOB BBILIECTOSALINX OpraHU3alui 10 CBEICHUS MOTYMHEHHBIX JIUI] ¥ MOAYNHEHHBIX (BXOJAIIUX B
COCTaB, CUCTEMY) OpraHU3alluii, HAMETUTb KOHKPETHBIE MEPOIPHUATHS 110 UX BBIIOJHEHUIO, OIPEEIIUTD
OTBETCTBEHHBIX JIMII, CPOKU BHIIOJHEHHS 3TUX MEPONPHUATHUH.



94. PacniopspkeHHE — TPABOBOM aKT, W3JaBa€Mbli €IMHOJIUYHO PYKOBOJHUTEIEM OpraHU3aluU
(xoJernanbHOIO OpraHa yrpaBJeHHUs ) Ul pEIIeHUs ONIepaTUBHBIX BOIPOCOB OCHOBHOM J1€ATEIbHOCTH.

He nomyckaercss wu3naHue pacmopspDKeHUE B cilydyasiX, KOT/Ia HEOOXOJMMO JOKYMEHTaJIbHO
oQOpMUTH YIPaBICHYECKOE pEIIEHHWE [0 OCHOBHBIM NPHUHLHMIIMAIBHBIM 3a/ladaM, CTOSIIMM Hepen
opranusanuei. B aTux ciydasx JOJDKHBI U3aBaThCsl IOCTAHOBIIEHUS, PEIIEHUS, IPUKA3bI.

95. Vka3zanue — MpaBOBOW aKT, W3/aBa€Mblii PYKOBOAMUTEIEM OpraHHU3allMd [0 BOIpPOCaM
MH(POPMALIMOHHO-METOIMYECKOTO0 XapakTepa, a TakKe I0 BOMPOCaM, CBS3aHHBIM C OpraHu3anuei
HCIIOJTHEHUS IPABOBBIX AKTOB.

He nomyckaercs uCnoyib30BaTh yKa3aHUE B KAYECTBE YTBEPKIAIOLIETO TOKYMEHTA.

96. VckmoueH.

97. UckiroueH.

98. Ilpukassl U pacrnopsbKeHUs, U3/1aBaeMble B OpraHU3alMsIX, MOAPA3JIEISIIOTCS Ha TPU BHUJA: 110
OCHOBHOM JIESTEIBHOCTU; MO JIMYHOMY COCTaBy; IO aJAMUHUCTPATUBHO-XO3SMCTBEHHBIM BOIPOCAM;
ITIOCTAHOBJICHUS U PELLIECHUS — Ha JIBA: TI0 OCHOBHOM JI€SATEIIbHOCTU U 11O INYHOMY COCTaBY.

He nomyckaercss oObeAMHEHHE B OJHOM PACIOPSAIUTEILHOM JIOKYMEHTE BOIPOCOB OCHOBHOMU
NEATEIBbHOCTH U 110 JUYHOMY COCTaBY.

99. TekCT pacHOPSAUTENHEHOTO JOKYMEHTa, Kak IPaBHIO, COCTOMT W3 KOHCTAaTHPYIOUIEH W
pacnopsIAUTENIbHON YacTeu.

B koHcTatupyromieil uacTd U3NAraroTCA IEeNH, 3a/laud, MPUYUHBL, (aKThl, MOCTY>KUBIIHNE
OCHOBAaHHWEM JJIs U3AaHUS PACTIOPSAUTENBHOTO TOKYMEHTA.

[Ipy W3naHuM pacnoOpAIUTENIBHOTO JIOKYMEHTa Ha OCHOBaHHM (BO MHCIIOJIHEHHWE) HOPMAaTHBHOIO
[IPAaBOBOTO aKTa WJIM PACHOPSAUTEIBHOIO JOKYMEHTA BBIIIECTOSLIEH OpraHU3alluy KOHCTaTUPYHOIIAs
4acTh JOJDKHA COJAEPXKAaTh CCBUIKY Ha OTOT JOKYMEHT C YKa3aHMEM €ro HauMEHOBAaHMS, MIaThl,
PEruCTPallMOHHOIO MHIEKCA U 3aroJIOBKa.

KoHcratupyromas dYactb B paclopsiIUTENbHOM JIOKYMEHTE MOXKET OTCYTCTBOBaTh, €CIIU
pacrnopsAuTeNbHas YacTh HE HYX/1aeTCsl B 000CHOBAHUU.

B npukazax u pacnopsKeHMsIX 10 JUYHOMY COCTaBY OCHOBAHUE M3JaHMs JOKYMEHTa YKa3bIBAaeTCs
B KOHIE KaXXJIOro NnyHKTa. Eciu ocHOBaHMWeE AJii M3JaHUS HECKOJBKHX ITYHKTOB JIOKYMEHTA SIBJISETCS
€/IMHBIM, OHO YKa3bIBA€TCs B KOHIIE TEKCTA.

PacnopsaurensHas vacte npukaza HauuHaercs ciioBoM «[IPUKA3BIBAIO», pacnopsbkenus,
ykazanus — «OBA3BIBAKO» wm «IIPEJJIATAIO», mnocranoBienusi — <« [IOCTAHOBIIAETY,
«ITOCTAHOBWJIN», pemenus — «PEHINI», «PELLIIIA, «PEHINIIN».

PacniopsiiuTenbHOE CIOBO T€YaTaeTcsl MPOMHUCHBIMM OyKBaMU OT TpaHMIIBI JIEBOTO MOJs, 0Oe3
kaBbuek M mpodenoB. CrnoBo «IIPEJIJTAI'AIO» ucnone3yercs B ciydae, €ClIM HCIIOJHUTENS HENb3s
00s13aTh BBITIOJIHATH JICUCTBUS, HE BXOJAIIME B €ro OOS3aHHOCTH B COOTBETCTBUU C 3aHUMAEMOM
JOJIKHOCTBIO.

[Ipu oopmieHun pacopsKeHU pacopsIUTENILHOE CI0OBO MOXKET OTCYTCTBOBaTh. B 3TOM citydae
B KOHIIE KOHCTATUPYIOIIEH YacTH CTaBUTCS JBOETOYUE, a HCIOJIHUTENb (JOHKHOCTHOE JHIO WU
CTPYKTYpPHOE IO/Ipa3/IICHNE) YKa3bIBACTCA B JaTEIbHOM IaJIEXKeE.

B npukazax u pacnopsiKeHusiX 0 JUYHOMY COCTaBYy paclopsiAUTENbHAs 4YaCTh HAUMHAETCS CJIOBOM,
TOYHO oOo3HavaromuM mnpeanuckiBaemoe aeiicteue («[IPUHATHy, «ITEPEBECTUy», «YBOJIUTb» u
ap.). PacnopsautensHoe cioBo «[IPUKA3BIBAIO» mMokeT HMCMONb30BaThCsl B TEKCTaX CIOXKHBIX IO
CTPYKTYpPE MPHUKA30B I10 JIMYHOMY COCTaBY.

[IyHKTBI pacnopsIMTENbHON YacTH CIIOXKHBIX IO COAEPNKAHUIO MPUKA30B U PACTIOPSIKEHUU MO
JUYHOMY COCTaBy pacrojaraiorcs B JIOTUYECKOM MOCIeI0BaTeIbHOCTH: MpUEM Ha paboTy, MepeBoj
(nmepemeriieHne), yBOIbHEHHUE U T.1I.

PacnopsautensHass 4YacTh  pacHOpPSJWTENBHOTO  JOKYMEHTA  3aKaHUMBAETCS  YKAa3aHHUEM
JOJKHOCTHOTO JIMIIA, OTBETCTBEHHOTO 32 KOHTPOJb MCIIOJHEHHUS! BCETO JIOKYMEHTA MJIM €r0 OTIEIbHBIX
MyHKTOB. OTCyTCTBHE YKa3aHHs OO0 OTBETCTBEHHOM 3a KOHTPOJIb JIMIE O3HAYaeT, YTO KOHTPOJb 3a
UCTMIOTHEHUEM JOKYMEHTa OyJIeT OCYIIECTBIATH PYKOBOJUTENb, OT MMEHH KOTOpPOro oH wu3naH. He
JIOMyCKaeTcsl UcIosb3oBaHue GopMynupoBku «KOHTpodb 3a HCHOMHEHHMEM IMpHKa3a OCTaBIsIO 3a
co00i».



Ecnu pacnopsauTenbHbI TOKYMEHT OTMEHSET paHee W3JAaHHBIM JTOKYMEHT WJIM €r0 OTIENIbHbIE
MIOJIOKECHHMSI, B TOCJIEIHEM IYHKTE JAeTCsl CChLIKAa Ha OTMEHSAEMBbIH JOKYMEHT (ITyHKTbI JOKYMEHTa) C
YKa3aHUEM €r0 JaThl, PErUCTPALMOHHOIO MHIEKCAa U 3arojoBka. IIpu 3TOM npuMeHseTcs yCTOMYMBBINA
obopor: «IIpu3HaTh yTpaTUBLIMM CHIIY IIPHUKA3 ... OT ... Ne ...».

B pacnopsiauTenbHbI TOKYMEHT HE cleayeT BKItouaTh NYHKT: «[Ipuka3 noBecTu 10 CBEJEHUS ...».
OTtMmerka 00 O3HAKOMIIEHUM C paclOpAIUTEIbHBIM JOKYMEHTOM O(QOpMIISeTCS HHMKE pPEKBU3UTA
«[Toamuch» Ha TUIEBOM CTOPOHE MOCIEAHETO JUCTA JOKYMEHTA JIM0O HA ero 0OOPOTHOUW CTOPOHE OO0
Ha OT/IEJIbHOM JIUCTE O3HAKOMIIEHUS, IPHJIAraeMOM K PACHOPSAUTEIIbHOMY IOKYMEHTY.

[Tpu HEOOXOAMMOCTH O3HAKOMJICHHS C COJEp)KaHHEM JOKYMEHTa BCEX PaOOTHHKOB OpraHH3aIUd
nyHKT «[Ipuka3 goBectu 10 cBelleHHs BceX paOOTHUKOBY» 00s13aTelIEH.

100. ITpoekTsl pacrnopsIUTEIbHBIX JOKYMEHTOB IIOJJICKAT COTJIACOBAHUIO C HCIIOJHUTEISMHU H
3aMHTEPECOBAHHBIMU  JOJDKHOCTHBIMU  JUIIaMU. B o0s3aTellbHOM MOpPSJKE pacnopsIuTeIbHble
JOKYMEHTBHI COTJIACOBBIBAIOTCS C IOPHIMYECKON cCiy:kOoi opranu3annu. CoOTrjacoBaHHBI HPOEKT
JOKYMEHTA MPE/CTaBIAETCs Ha OIUCh PYKOBOJUTENO, OT UMEHH KOTOPOI'O OH U3AETCsl.

101. /lata B npuKase, paclopsHKeHUH, YKa3aHUH MPOCTABIISIETCS JIMIIOM, €0 MOANUCaBIIKUM. JlaToil
IIpHKa3a, pacopsKEHUs, YKa3aHUs sIBJIETCS JaTa MOIMCaHus.

JlaToli mOCTaHOBJIEHUS, PEIIEHUS SBJSETCS JlaTa 3acelaHusl KOJIJIETHaIbHOIO OpraHa, MPUHSBIIETO
pewienue. Jlata B MOCTaHOBJICHUSIX, PEIICHUX NIeYaTaeTCsl UM IIPOCTABIISAETCS OT PYKH.

102. PactiopsiAMTeNbHBIA JOKYMEHT BCTYIAET B CHIIy C MOMEHTA €ro M3/aHus (IIPUHATH), €CIIH B
HEM He YKa3aH UHOH CpOK.

103. TIpoTOoKOJ — JOKYMEHT, B KOTOPOM (UKCHUPYETCS XOJ OOCYKICHHUS BOIPOCOB M TPUHSATHA
peleHuii Ha 3aceJaHUsX.

104. TIpoTOKOIBI MO TOJHOTE OCBEIICHHSI X0/1a 3aCEAaHUs JENIATCS Ha TPOTOKOJIBI TIOHOH (OPMBI,
KpaTKoi ()OpMBI M COKPAILIEHHOH (hOPMBI.

105. ITpoToKON COCTaBIsIETCS CEKpeTapeM 3acefaHusi (CeKpeTapeM ITOCTOSHHO JCHCTBYIOIIETO
KOJIJIETHAJIBHOTO OpraHa) Ha OCHOBAaHMM PYKOINHCHBIX, CTEHOTpa(pUUECKHX, ayIuo- WIN APYIUX 3amucei
X0Jla 3acelaHus, a TaKXe JOKYMEHTOB, IOJIOTOBJIEHHBIX K 3aceJaHui0 (IIOBECTKH MOHs, TEKCTOB U
TE3UCOB JIOKJIA/I0B, IPOEKTOB PEILIEHUH U Jp.).

106. 3arol0oBKOM K TEKCTY IpPOTOKOJIA SIBIISIOTCS Ha3BaHWE KOHKPETHOTO BHJA 3acelaHus,
HalMEHOBAaHME KOJUIETHMAJIbHOIO OpraHa (eciu opraH He HMMeeT CBoero OjaHka) M BOHpoc (Tema)
3acejaHusl, €CIM OH OJIUH.

107. [JaToit mpoTokofa sBseTcs AaTa MPOBEICHHs 3aceqaHusl.

108. TekcT mpoTOKOIa ICIUTCS HA BBOJHYIO M OCHOBHYIO YaCTH.

Bo BBOmHONM uwacTM yKa3plBalOTCS HWHUIMAIBl W (aMuiuMm mpeacenaress, Ccekperaps U
MIPUCYTCTBOBABIINX WIEHOB KOJIJIETHAJIbHOTO OpraHa, HAMMEHOBaHUS JIOJDKHOCTEW, (amMuiuu Hu
WHUIMAIBl TPUIJIALICHHBIX JIML, HE SBISIOUIMXCS WIEHAMH KOJUIETHAIBHOrO opraHa. ®amuiauu
MIPUCYTCTBOBABIINX U MPUTJIAIICHHBIX YKa3bIBAIOTCS B aJI(paBUTHOM HOPSAKE.

Ecnu xonu4ecTBO MPHCYTCTBOBABIIMX Ha 3aC€IaHUU YJICHOB KOJUIETHAIBLHOrO opraHa Oozee 15
YeJ0OBeK, TO CHUCOK MPHUCYTCTBOBABIIMX COCTABJIAETCS OTAEIBHO M IpWIaraercs K MPOTOKOIY C
IIPOCTaBJICHUEM COOTBETCTBYIOIIEH OTMETKH.

Hampumep:
[IpucyrcTBoBanu — 17 yenoBek (CIUCOK MPUIIATraeTcs).

CHnuCcOoK MPUTIANICHHBIX COCTABISAETCS OTACIBHO M TPHJIAraeTcsi K MPOTOKOIY C MPOCTaBICHUEM
COOTBETCTBYIOIIEH OTMETKH, €CJTH KOJTMYECTBO MPUTIANIeHHbIX Oonee 10 uenoBek.

B mpoTokonax qomoJHUTEIHFHO MOXKET YKa3bIBaTHCS KOJMYECTBO MPUCYTCTBYIONINX, HEOOXOIMMOE
JUTSl IPAaBOMOYHOCTH MPUHSATHS PEILICHUS.

B mporokonax momHOW (GoOpMBI MOCTE yKa3aHUS MPUCYTCTBOBABIIUX W TMPUTJIANIEHHBIX CIIETYET
noBecTka AHSA. B moBecTke AHS MEpEeYUCISIIOTCS BOMPOCHI, MOANIEKAIINE PACCMOTPEHUIO, YKA3bIBAKOTCS
dbopMBI HX W3JOXKEHUS (JIOKJIAn, OT4YeT, cooOmieHue, HHPpOpMaNus), HAMMEHOBAHUS JIOJDKHOCTEH
JOKJIATYUKOB, UX MHULIUAIBI U (PaMUIIUH.



Hanpuwmep:
O xo[1e MOATOTOBKH I'OCYJapCTBEHHBIX ApXUBHBIX YUPEKICHUN K OCEHHE-3UMHEMY OTONHUTEIIEHOMY CE30HY.
HNHubopmanms HagalbHAKA OTIeIa o0ecriedeHus coxpanHocTH JokyMeHToB O.A.JIe1oBCKOH.

[Ipu BbIHECEHMM Ha 3aceqaHue JBYX M Oojee BOMPOCOB OHM HYMEpYIOTCs apabckumu 1udpami.
[TocnenoBarenbHOCTH BOIIPOCOB B IMOBECTKE JIHS OMPEACIIACTCS CTEINEHbIO UX BaXKHOCTH.

OcHoOBHas 4acTh MPOTOKOJIA MOJHOU (hopmbl cTpouTcs 1o cxeme «CIIYIITAJIN — BBICTYITNJIN —
PEIINJIA (ITOCTAHOBUWJIN)» oTAENBbHO MO KaKIOMY pacCMaTPUBAEMOMY BOMIPOCY.

B paznene «CJIYILIAJIN» yka3biBatoTcs haMUIAs U HHUITAAIBI TOKJIAYUKa U U3JIaraeTcsl KpaTKoe
COJIEp’)KaHUE BBICTYIUICHUSA. TEKCT BBICTYIUICHUS (COOOIIEHUS, JIOKJIaNa) MOXET TMpUiIaraTthCs K
MIPOTOKOITY, O YEM JIETIAeTCsl COOTBETCTBYIOIIAs OTMETKA.

Hampumep:
CIIYIIIAJIA:
HBanoBy O.JI. — TekcT BbICTyNJICHUS IPUIaraeTcsl.

B paznene «BBICTYIIMJIN» Texct odopmitsercs ananorudHo pazaeny «CIIYIIAJIW». B atot
pa3/ielt 3auchIBalOTCS BOMPOCH! K JOKJIAYUKY U OTBETHI Ha HUX.

B paznene «PEILNJIN (ITOCTAHOBWJIN)» 3anuchIBatoTCs IPUHATHIE PEIISHUS 10 BOIIPOCY.

B nporoxone kpatkoil ¢opMbl moBecTka aHA He odopmisercs. OCHOBHas 4acTh IMPOTOKOJIA
kpatkoii Qopmbl crpoutca mo cxeme «CJIYIHAJIM — PEINWJIA (ITOCTAHOBWUJIN)» 6e3 TtekcTa
BbIcTyIuieHud. B pasznene «CJIYIIAJIN» 3anuchiBatoTCsl BOPOCH! NOBECTKU AHs, B pasaene «PEILJIN
(ITOCTAHOBWJIN)» — npuHsATHIE pELICHUS.

B cnayyae BO3HMKHOBEHHS TPHHIWIHAIBHBIX PA3HOTIIACHH B MPOTOKOJNAX KPAaTKOH (OpPMBI
JOTyCKaeTcsl PUKCUPOBATH OT/IEIbHBIC BBICTYINICHUS YYACTHUKOB 3aCE/IaHu.

B mpotokone cokpamieHHOW (OpMBI TMOCIE KaKJOro BOMPOCAa TOBECTKU JHS 3alMCBIBAIOTCS
MIPUHSATHIE TI0 HEMY PEIICHUS.

Pemenne KoJulermajgbHOTO OpraHa B MPOTOKONAX JIIOOBIX (OpPM TPUBOMUTCS TOJHOCTHIO.
[IpunsTHIe peleHuss HyMepyroTcs apaOckumu nudpamu, ecid HX Heckonbko. Hymepanus He
IIPOU3BOJIUTCS, €CIIH 110 BONPOCY MPUHATO TOJIBKO OJHO PELICHHE.

[TocraHoBystOass YacThb NPOTOKOJA 3aKaHUYMBAETCS YKa3aHHUEM JIMI[A, OTBETCTBEHHOTO 3a
KOHTPOJIb UCIIOJIHEHUS PEILIEHUI WIIM OTJENbHBIX TYHKTOB PEIICHUH.

109. IIpoTrokon coBewlaHus MOANUCHIBaeTCS NpezcenareneM (MpelceaTeNIbCTBYIONMM — Ha
3aceJaHNM) U CEKPETapeM.

110. ITopssiok MOATOTOBKU U O(GOPMIIEHUS] IPOTOKOJIOB KOJUIETHAIBHBIX OPIaHOB OIpPEeseTcs
MOJIOKEHUSAMHU 00 3THX OpraHax WK PeriaMeHTaMu UX padoThl.

111. AKT — TOKYMEHT, COCTaBII€MbIii KOMHUCCHEH (YTTOJTHOMOYEHHBIMHU JTMLAMH UJTH JTOJI’KHOCTHBIM
JIMIIOM), TOJATBEPKIAIOUINI yCTaHOBJIEHHbIE (DaKThl (aKThl MPOBEPOK, MHBEHTApHU3alMM, HECYACTHBIX
ClIydaes, IIpHeMa-Iiepeladyl MaTepHalIbHbIX HEHHOCTEN U JIp.).

112. 3aromoBKOM K TEKCTY aKTa SBISIETCS COJEp)KaHUE aKTHPYeMOro COOBITHS. 3aroJOBOK aKTa
JOJDKEH COIJIacOBBIBATbCS C Ha3BaHMEM BHJA JOKyMEHTa M (QOpPMYJIHPOBAaTHCS C IOMOUIBIO
OTIJIaroJIbHOTO CYIIECTBUTEIBHOTO B MPEIOKHOM («@KT — O 4eM?») WM POAUTEIbHOM Najieke («aKT —
4ero?y).

113. Jlata axkTa JJOJDKHA COOTBETCTBOBATH JIaT€ AaKTHPYEMOTO COOBITHS W  IPOCTABISATHCS
JOJKHOCTHBIM JIMIIOM, MOAMMCABIINM JOKYMEHT.

114. TekcT akTa COCTOUT U3 BBOJHOW U KOHCTATUPYIOIIEH YacTeH.

Bo BBOIHOI YacTu yKa3bplBacTCd OCHOBAaHHUE U COCTaBICHMS aKTa M NEPEUUCIAIOTCS JIMIA,
COCTaBUBILHUE aKT U MPUCYTCTBOBABIIHE ITPH 3TOM.

OcHOBaHMEM [UIsI COCTaBJIEHMsI AaKTa MOXET SBJISITbCS HOPMAaTHBHBIA IIPAaBOBOM  axT,
paclopsAUTENbHBIN JOKYMEHT PYKOBOAMUTENS OpraHU3alliy WM BBIIIECTOSIIEH opraHu3aliy, jIaHoBOe
3aJlaHuE U Jp.

[Ipu nmepedrciaeHUH JUL, BXOASIIMX B COCTaB KOMHMCCHUHU, BHayajie yKa3bIBalOTCSI HAUMEHOBAaHUE
JOJDKHOCTH, MHUIMANBl M (paMuiIMs MpenacenaTenss KOMHUCCHHM, a 3aTeM HAaUMEHOBAHMs JOJDKHOCTEH,



VMHUIHAIB M (aMUITHK YWIEHOB KOMUCCHU B alipaBUTHOM nopsake. B ciydae yyactus B paboTe KOMHCCUU
MPEACTABUTENEN CTOPOHHUX OpraHW3aluid B aKT€ IpUW HAMMCAaHUM JIOJDKHOCTEH YKa3bIBAKOTCS
HAaMMEHOBAHUS OPraHU3ALMI, KOTOPbIE OHU MPEICTABISIOT.

JIOMKHOCTH, WHMLIMAIBI U (QaMUIMK JIMI, MPUCYTCTBOBABIIMX IPU COCTAaBICHHHM aKTa U HeE
BXOAIIHUX B COCTaB KOMUCCHUHU, YKA3BIBAIOTCA B aﬂ(l)aBI/ITHOM MOpAAKE OTACIIBHO.

B koHCcTaTupyromeldd 4acTM aKTa M3JararoTCs LEId W 3a/Jayd aKTHUPOBAHUA, JAETCA KpaTKoe
OMMHMCaHWE TMPOJICTaHHONH paboThl (€€ CYIIHOCTh, XapakTep, METOAbl, CPOKH), (QHUKCUPYIOTCS
yCTaHOBJICHHbIE (DAKTHI.

B KOHCTaTHPYIOH_Ieﬁ YacTh aKTa MOT'YT M3JaratbCsa BbIBOABI, PCKOMCHAAIUHW W IPCATIOKCHUA
COCTaBUTENEH IO YCTaHOBJICHHBIM (pakTaM (aKThl TMPOBEPOK IO BOMPOCaM, CBSI3aHHBIM C
OCYIIECTBICHHEM (PHMHAHCOBO-XO3HCTBEHHBIX OIEpaIfii, aKThl MPOBEPKH, aKThl MpHEMa OOBEKTOB B
AKCIUTyaTaIUIo U JIp.). BBIBOMBI U MPEAoKeHUs: MOTYT OBITh HM3JI0KEHBI B paCHOPSAAUTENbHON Gopme ¢
YKa3aHUEM CPOKOB MCIIOJIHEHUS MPEANUCHIBAEMbIX JEHCTBUM.

Ecnu B akte otpaxkaercs psija (pakToB, TEKCT aKTa JIEIUTCS Ha MTyHKTHI.

B KoHIIE TekcTa yKa3bIBAKOTCS CBEICHHS O KOJIMYECTBE AK3EMIUISIPOB aKTa.

Hampumep:
CocraBieH B 3 3K3eMIUIIpax:
1-i1 5Kk3. — B memo Ne 10-11
2-11 5K3. — TUPEKTOPY UHCTUTYTA
3-#1 9K3. — B OyXTanTepuro HHCTUTYTa

Uucno HK3eMIUISIPOB  aKTa OMNPENEsieTCss HOPMATHUBHBIMU TPABOBBIMH aKTaMu W (UJIN)
MPAKTUYECKONH HEOOXOIUMOCTBIO.

115. AKT NOANUCHIBAETCS BCEMH JIMIIAMH, TMPUHUMABIIMMHU y4acTHe B €ro coctaBieHuu. [lpu
MOANMCAHUU aKTa YKa3bIBACTCS paclpelieieHHe OO0S3aHHOCTeM 4YIeHOB KOMHUCCHHM 0€3 yKa3zaHus HX
noipkHocTed. [lepBoil MpoCTaBIAEeTCS MOMANKMCH MPEACENATeNIsi KOMUCCHH, TMOANUCH YICHOB KOMHCCUHU
pacnonararoTcs B anaBUTHOM MOPSIJIKE.

Jluna, uMeroIMe 3aMeUaHus M0 COJEPKAHHMIO aKTa, MOJAMUCHIBAIOT €r0 C OTMETKOW «3aMeuaHus
npuiaratoTesy. TekcT 3aMedyaHuii u3naraercss Ha OTAEIBLHOM JIMCTE, HEOOMbIINe M0 00beMy 3aMedaHus
JOMycKaeTcsi UKCHPOBATh HA CAMOM aKTe.

116. AXThI, TPEINMUCHIBAIOIINE BBIMOJIHEHNUE OINpPENEICHHBIX JIEHCTBHMA, TOIekKAT YTBEPKIACHHIO.
AKT yTBep)KZaeTcs JOTKHOCTHBIM JIMIIOM, Y€l pacTOpsAUTENbHBIA JOKYMEHT (YCTHOE PacHopsKEHHE)
SIBUJICSI OCHOBAHHMEM JIJISl COCTABJICHMSI aKTa.

117. Axtel  (cnpaBKH) TMPOBEPOK IMOANUCHIBAIOTCS B  COOTBETCTBUM C  TpeOOBaHUSIMU
3aKOHOAATENHCTBA B cpepe KOHTPOIBHOMN (HaI30pHOI) e TEIbHOCTH.

118. loknmagnast 3amucka — WHGOPMAIMOHHBIN  JOKYMEHT, QJPECYyeMbI  BBIMIECTOSIIEMY
PYKOBOJUTENO B MOPSAKE MPSIMOTO MOAYUHEHHS] M COAEpX AIIUi 0OCTOSATENbHOE M3JI0XKEHHE KaKOTo-
100 BOMpoca ¢ BbIBOJIAMHU U MPEUIOKEHUSIMA COCTABUTEIIS.

119. B 3aBUCHMMOCTH OT COJAEP)KAaHUS M IEJIEBOTO HAa3HAUEHUs JTOKJIAJHBIC 3aMUCKU JIESITCS Ha
WHUIIMATUBHBIC (BHECEHUE TIPETIOKEHHM, U3II0KEHHE MPOCHOBI, (PAaKTOB, SIBJICHUI) U OTYETHBIE (0O X0JE,
COCTOSIHMM, 3aBEpUICHUH pabOT, BBIIOJHEHWU MOPYYCHHM, TJIAHOB, O pe3yJdbTaTaX KOMAaHIUPOBKH,
IIPOBEPKHU U T.1I.).

120. B 3aBHCHUMOCTH OT ajipecara JOKJIaJHbIe 3allMCKU JeNIATCS Ha BHYTPEHHUE U BHEUTHHE.

BHyTpeHHUEe NOKIaJHbIE 3alUCKU aIpECYIOTCS PYKOBOJIUTENIO OpraHU3aluud U OQOPMIISIFOTCS Ha
CTaHJApTHBIX JHUcTax Oymaru Gpopmara A4 umu AS.

Bremane noknagHbIe 3aMMCKUA  aApPECYIOTCS PYKOBOJUTENIO BBIMIECTOSINCH OpraHU3aluN |
odopmisroTcst Ha 001IeM OJaHKe.

121. TekcT MOKIIAIHON 3alIUCKHA COCTOUT U3 BBOJHON U OCHOBHOM YacTeH.

B BBOmHOI dYacTu wW3maraercs COCTOSIHHE BOMpoca, (aKThl, MOCIYKHUBIIWE MPUYAHON st
COCTaBJICHUS IOKYMEHTA, TPOBOAUTCS UX aHAJIM3.

B ocHOBHO# YacTu TOKIaHOMN 3aMMCKU U3NIATal0TCs BHIBOJIBI, IPEATIOKEHUS, TIPOCHOBI.



122. BHyTpeHHHE JOKJIAIHBIE 3alUCKH TMOMAMUCHIBAIOTCS WX COCTABUTEISIMH, BHEIIHHE —
PYKOBOJHUTENIEM OpPraHU3aliH.

123. JlaToit moKIaIHOM 3aMMCKH SBJISETCS JaTa €€ MOAMUCAHUS.

124. CnpaBka — MH(POPMAIIMOHHBIN JOKYMEHT, COJEp)KAIIUA ONMHCAaHWEe W (WJIM) MOATBEPIKICHUE
TeX WM MHBIX (PaKTOB ciy)e0HOoro nin Ouorpadudeckoro xapakrepa. CrpaBka COAEPKHUT KOHCTATALIUIO
Kakux-1100 ¢pakToB 0e3 MHEHUS aBTOpa O CYILIECTBE H3J1araéMbIX BOIIPOCOB.

125. B 3aBUCHUMOCTH OT COACpX aHUS U IEJIEBOr0 HA3HAYEHUS CIPABKH JETSATCS Ha CIYXEOHBIC U
JIUYHBIE.

CnyxebHast crnpaBka — O(UIMANBHBIA JOKYMEHT, COJEpKalluii CBeIeHUs 00 OCHOBHOMN
NesITeIbHOCTH OpraHu3aiuy (O ITAaTHOW YMCIEHHOCTH, O BBHITIOJHEHHUH IIJIaHOB, 3aJaHUM U 1p.).

JluuHast crnpaBka — OQUIMATBHBIA JOKYMEHT, MOATBEPKIAIONINNA CBEACHHsS Ouorpaduyeckoro u
(unm) cimyke0HOTo XapakTepa U BbIJaBaeMblid rpakJaHUHY (0 MecTe paboThl U 3aHUMAEMON JTOJKHOCTH,
0 Teprojie paboThl, O pa3Mepe 3apadOTHOM IIIATHI U JIP.).

126. B 3aBHCUMOCTH OT ajipecara CIpaBKu AEJSATCS Ha BHYTPEHHUE U BHEIIHUE.

BHyTpeHHHE CIIPaBKH a/IpeCyIOTCSI PYKOBOAMTEIIO OPTaHU3alui 1 0(hOpMIISIFOTCS Ha CTaHAAPTHBIX
nucrax oymaru ¢popmara A4 naum AS.

BuemHne cnpaBku  aApecyroTCs pYKOBOAMTENIO BBIMIECTOSALIEH OpraHU3alMM, CTOPOHHEH
opranu3anuy uid (GU3NYECKOMY JHIY U OQOPMIISIFOTCS Ha oO0IieM OJIaHKe WM CTaHIAPTHBIX JUCTaX
Ooymaru popmara A4 unu AS ¢ UCTIOIB30BAHUEM YTIIOBOTO IITAMIIA.

127. TekcT ciayxeOHON crnpaBKU MOXKET OGOPMISTHCS B BUIE TAOJHUIbBI, ACTUTHCS HA IYHKTHI,
MOJAITYHKTBI, UMETh MOSICHEHUS M CCHUTKH.

[lepriog BpemMeHH, K KOTOPOMY OTHOCSITCS NPHUBOJMMBIE B CIPaBKE CBEACHMS, BKIIOYAECTCA B
3aroJOBOK K TEKCTY JHOO0 MOMENIAETCs epe ]l TEKCTOM.

Hampumep:
ITo cocrostamto Ha 11.05.2008
NJIIN
3a nepuon ¢ 01.01.2007 mo 31.12.2008

B nu4HBIX cripaBKax 3aroJIOBOK JOIMYCKACTCsl HE YKa3bIBATh.

128. TekcT NUYHOW CIpPaBKU HAYMHAETCS C YKa3aHHs (aMIIMU, COOCTBEHHOIO MMEHU M OTYEeCTBa
(ecnu TakoBOE HMMEETCs) JIMIa, O KOTOPOM COOONIArOTCs CBeleHus. He momyckaeTcs MCIOJIb30BaHUE
peUeBbIX 000POTOB «BBIIAHA HACTOAIIAN», «IEHCTBUTEIHHO paboTaeTy.

[Ipy HATWYWKM WCIONB3YIOTCS THIIOBBIC (DOPMBI CIPABOK, YTBEPIKJIaeMbIe PpPECIyOIHMKaHCKUMU
OpraHaMi TroCy/IapCTBEHHOTO YIIPABJICHHS B YCTAaHOBIEHHOM 3aKOHOAATEILCTBOM MOPSIJIKE.

129. BHemHue CHpaBKA TOJIMUCHIBAIOTCS PYKOBOJUTEIIEM OpPTaHW3aIllMd, BHYTPEHHUE — WX
cocraBuTesiMi. CHpaBKH, 3a COJEpKAHHUE KOTOPBIX HECET OTBETCTBEHHOCTh HECKOJIBKO JIHII,
MTOJIMTMCHIBAIOTCS BCEMH COCTaBUTEIISIMH.

130. UckmtoyeH.

131. JlaToii cripaBKH SIBJISETCS J1aTa €€ TOATMCAHMS.

132. Pa3HOBUIHOCTBIO CITYKEOHBIX CIPABOK SBISIOTCS CBOAKU (00 HCIIOTHEHUH IOKYMEHTOB,
CBOJIKA TIPEIOKEeHUH U T.11.). CBOAKK 0OPMIISIFOTCSI B BUJI€ TAOJIHII, TPadUKOB.

133. ITucemo — 060011I€eHHOE Ha3BaHHE PA3IMUYHBIX MO COACPKAHHUIO JIOKYMEHTOB, BBIJCIAEMOE B
CBSI3M ¢ 0COOBIM CIIOCOOOM Tepejaun TEKCTa (MepechUIKa M0 MOYTE U IPYTUM KaHallaM CBSI3H).

134. B 3aBUCHMOCTH OT COJEpXKaHUS pa3INyYaloTCs CIEAYIOIIUe Pa3HOBUIHOCTU CIY>KEOHBIX
MMACEM:  TUChbMAa-3ampochl, MHUChMA-OTBETHI, IMHCHhMa  CONPOBOJUTENBHBIC, pPEKIaMaIlMOHHEIC,
rapaHTUiiHbIe, HATOMUHAHUS, U3BEIICHUS, IPUTIIAIIICHUS U JIP.

135. ITuceMa COCTaBISAIOTCS B CTPYKTYPHBIX TOPA3ICICHHUIX, B KOMIIETCHIIMIO KOTOPBIX BXOIUT
pelIeHre COOTBETCTBYIOIIUX BOIIPOCOB.

136. [TucrmMa TOMUCHIBAIOTCS PYKOBOJIUTEIIIMA OPTraHU3alMU U €€ CTPYKTYPHBIX TOJIpa3aeiieHUi
COTJIACHO MX KOMIIETEHIIUU U PACIIPENCTICHUIO 00s3aHHOCTEH, 3aKPEIIEHHBIM B JIOKAJTbHBIX MPaBOBBIX
aKTax OpraHu3aIuy.

137. JlaToit mruchbMa SBIISETCS JaTa €ro MOAMHCaHus.



137%. [lucsMO B SIEKTPOHHOM BHJE, OTIIPABIAEMOE IO JIEKTPOHHOMN T0uYTe, HH()OPMAIMOHHBIM
cUCTeMaM  BEJOMCTBEHHOIO  (KOPHIOpPAaTMBHOIO)  WJIM  MEKBEAOMCTBEHHOTO  3JEKTPOHHOIO
JTOKYMEHT0000poTa, opopmisiercs o GopMe COrIacHO MPHIIOKEHHIO 3.

I'JIABA 8
OPTAHU3ALIUA TOKYMEHTOOBOPOTA. PETUCTPALIUA JOKYMEHTOB.
NHO®OPMAINIMOHHO-ITIONCKOBBIE CUCTEMBI 110 JOKYMEHTAM OPT'AHU3ALIMU

138. Opranuzanus JOKyMEHTO000pOTA!

138.1. 10OKyMEHTOOOOPOT — ATO JBM)KCHHE JTOKYMEHTOB B OPraHM3allMM C MOMEHTA UX IMOJYYCHUS
VI CO3JIaHMsI 10 3aBEPILEHUS UCIIOTHEHNUS, OTIPABKU WM HAIPaBJICHUS B JIEII0;

138.2. opranuzanus JT0KyMEeHTO000pOTa JOJKHA OTBEYATh CIICIYIONIUM TPEOOBaHMSIM:

OIIEPATUBHOCTH MPOXOKACHUS IOKYyMEHTOB;

UCKJIIOYEHHE HEe OOYCIIOBJIEHHBIX HEOOXOJUMOCTbIO HMHCTaHLMHA NPOXOKICHUS U JEHCTBHHA C
JTOKYMEHTaMH;

COOJIFOJICHHE MaKCHUMAJIBHOIO €AMHOO00pa3us MOpsJKa HPOXOXKICHHSA U OOpabOTKHM OCHOBHBIX
KaTeropuil JOKYMEHTOB.

IIpoxoxaenrne M o00paOOTKa OCHOBHBIX KAaTeropuil JOKYMEHTOB B OpIaHU3alUM JIOJIKHbI
OCYIIECTBISITBCSI CTPOTO B COOTBETCTBHHM CO CXEMOW IMPOXOXKIEHHS JOKYMEHTOB, pa3padaThIBaeMOi
ciryx60# JIOY u yrBepk1aeMoil pykoBOJICTBOM OpraHU3alH;

138.3. opranuzanuss  TOKyMEHTOOOOpOTa  TIPU  TNPUMEHEHHUM  CPEICTB  aBTOMATH3aIluU
JIeJIONIPOU3BO/ICTBA JIOJDKHA 00€creunBaTh COBMECTUMOCTh TPAJUIMOHHON M aBTOMAaTHU3UMPOBAHHOMN
00pabOTKH JOKYMEHTOB.

139. Perucrtpanus 10KyMEHTOB:

139.1. peructpanusi AOKyMEHTa — 3allUCh YYETHBIX JTAHHBIX O JOKYMEHTE B PETHCTPALMOHHOM
¢bopme ¢ IPUCBOEHHEM €MY PETUCTPALMIOHHOIO HHAEKCA, (PUKCUpYrolas (akT ero Co3/1aHusl, MOoITyYeHHs
W OTIIPABKH;

139.2. peructpanuu nojuiexkar BXOZSAIIME, UCXOJAIIME M BHYTPEHHUE JTOKYMEHTHI, TpeOyrouue
ydeTa 1 UCTIONHEHUS. JJOKyMEHTBI peTUCTPUPYIOTCS HE3aBUCHMO OT CIIOCO0a MX CO3/IaHus, epeaadn il
JOCTaBKH;

139.3. Hepeructpupyemble JOKYMEHTBHI BKJIIOYAIOTCS B MEPEYEHb JTOKYMEHTOB, HE IMOMJIEKAIINX
peructpanu, papadarsiBaeMblii ciyx00i JIOY u yrBepkaaeMblil pyKOBOIUTEIEM OpraHU3aluu;

139.4. peructparusi BXOISIINX, HCXOASIIMX W BHYTPEHHHUX JIOKYMEHTOB B OpraHU3aIlH
OCYILECTBISETCS IEHTPAIN30BaHHO B ciyx0e JIOY;

139.5. neneHTpanM3oBaHHAs PETUCTPAIUS JTOKYMEHTOB JOIYCKAeTCs TPH TEPPUTOPUATBHOM
pa300IIEHHOCTH CTPYKTYPHBIX TOJpa3JesieHuil opraHu3anuu. JlelneHTpanu30BaHHONH perucTpanuu
MOJIeXKAT TAKXKE OTJIEIbHBIE KaTETOPUH JTOKYMEHTOB, PETHCTPUPYEMBIX B CTPYKTYPHBIX MTOJIPa3/ICICHUSIX
OpraHu3ali COIJlacHO pa3pabareiBaeMoMy ciyxb6oit JIOY u yTBepkaaeMoMy pyKOBOJIUTEIEM
OpraHM3aliM IEepeyHI0 JOKYMEHTOB, HE MOJUIeXKalux perucrpauuu ciayxooi JOVY (mepBuuHas u
oT4yeTHas Oyxranrepckas JOKYMEHTAIHs, JOKYMEHTAIUs 10 MaTepHaIbHO-TEXHUUECKOMY CHAOXEHUIO U
7p.);

139.6. peructpanuss BXOJIAIIMX M HMCXOJAIIMX JOKYMEHTOB, II€pelaBaeMblX [0 KaHajaM
AIIEKTPOCBS3U ((PaKCHMUIbHAS CBS3b, DJIEKTPOHHAS MTOYTA U JIp.), IPOU3BOJUTCS B TOM K€ TOPSIKE, 9TO U
JOKYMEHTOB, MIepeaBaeMbIX 0 IOYTE WIN KyphepCKOil CBA3bIO;

139.7. nns perucTpanuy BceX KaTETOPUH BXOISIINX, MCXOIIIIMX W BHYTPEHHUX JOKYMEHTOB
sanonHsiercs PKK Ha OymMaXHOM WM SIEKTPOHHOM HOCHTENE, CoJepiKalas COBOKYIHOCTh
PETUCTPAIIMOHHO-YIETHBIX CBEJICHUH O TOKYMEHTE, TI0 ()OPME COTIIACHO MPUIIOKESHHUIO 6.

CoctaB U mpaBuia 3amojHeHUs o0s3aTenbHbIX pekBu3uToB PKK  onpenenens! coriacHo
npuioxkennto 7. CocraB pexkBuzutoB PKK Moxker ObITh gomonHeH pekBusutamu: «lcnomHutenby,
«Pacnycka UCTIONHUTEINS B MOJYYEHUN JTOKYMEHTa», «X0J UCIOMHEHMUs» U Jp. [IopsIok pacmnonokeHus
JOTIOTHUTEIBHBIX PEKBH3UTOB HAa KAPTOUKE OTPEIEISIETCS] OpraHU3aIHei;

139.8. u3 PKK (¢opmupyrorcs crnpaBoyHble U KOHTPOJBHBIE  KAapTOTEKH U (WIN)
aBTOMATHU3HpOBaHHbIe 0a3bl (O0aHKM) TaHHBIX, C TOMOIIbIO KOTOPBIX OCYHIECTBIISIOTCS CIIpaBOYHAs
paboTa MO JAOKyMEHTaM M KOHTPOJb 3a cpokamMu uUxX ucnoiHeHus. KommuectBo sx3emmisipoB PKK Ha



OyMa)kHOM HOCHUTEJNE, 3aMOoTHIeMON Ha JOKYMEHT, OMPEISISIeTCS YUCIOM CIPABOYHBIX U KOHTPOIBHBIX
KapTOTEK;

139.9. xypHanbHas (opma pErUCTpalid JAOKYMEHTOB JOIMYCKAaeTCs B OpraHU3alHsIX C
HE3HAYUTENIbHBIM 00beMOM JoKkyMeHTooOopoTa (10 600 mokymeHTOB B roj). JKypHajibl perucrpainuu
JOKYMEHTOB BEAyTCs 10 opMaM COTJIacHO MpriiokeHusM 8 1 9. [Ipu HeoOX0AMMOCTH KypHAJIBI MOTYT
ObITh JToNOJHEeHbI rpadamu «Pacnucka B monydeHun», «Bua qokymenTtay», «Cpok MOJydyeHUs: OTBETa» U
Ap.;

139.10. pemenue o BbIOOpe (POPMBI perHCTpaIlliU JTIOKYMEHTOB B OpraHU3auH (KapTOYHOH WITH
KYPHATBHOM ) 3aKPETUISETCS B JIOKATHHOM ITPABOBOM aKTE;

139.11. npu perucTpanuu KaxaoMy JOKYMEHTY TIPHUCBAMBACTCS PETUCTPAIIMOHHBIN WHICKC,
KOTOPBIH mpencTaBisieT coboil uuppoBoe mim OykBeHHO-M(ppoBoe 0003HaueHHe. OH BKIIIOYAET B ceOs
MOPSAKOBBIM PEruCTPAllMOHHBIA HOMEpP, MPUCBOCHHBIM MOKYMEHTY MpPH CO3JaHUM WM TOJTYYECHUH,
KOTOPBIH MOXXET OBITh JOTOJHEH MHICKCOM Jeja M0 HOMEHKIAType JAeJ, WHAECKCOM MPHUMEHSEMOro B
Opranmzaluu KiaccupukaTopa KOPpPECIOHACHTOB, BOIIPOCOB JIEATEIHHOCTH U TOMY MOAOOHBIM, a TaK¥Ke
JIPYTUMU TTOMCKOBBIMU TIPU3HAKAMM.

140. ITpuem, peructpaius U UCIIOJHEHHE BXOIALINX JOKYMEHTOB:

140.1. Bcs moctymaroniasi B OpraHU3alMI0 KOPPECIOHJCHIHMS, B TOM YHCIIE IOCTYIHBILIAS 10
ANEKTPOHHOW moYTe, WHGOPMAIMOHHBIM CHCTEMaM BEIOMCTBEHHOrO (KOpPIIOPAaTUBHOTO) WM
MEXXBEJIOMCTBEHHOTO JJICKTPOHHOTO JOKYMEHTOOOOpOTa, MPUHUMACTCS W 00padaThIBaeTCs CIyKOOU
HOVY;

140.2. 10 BCKpBITUSI KOHBEPTOB (ITAKETOB) MPOBEPSIFOTCS MPABUIBHOCTH JOCTaBKH (TI0 ampecy Ha
KOHBEPTE), IIEJIOCTHOCTh YIAKOBKH, COXPAaHHOCTh TeuaTeil.

Omub0YHO JOCTaBICHHAs KOPPECIIOHACHIMS  HAMpaBlseTcs IO HAa3HAYCHHIO, a TIpHU
HEBO3MOXXHOCTH YCTAHOBJIICHHUSI aJipecara BO3BpAIIAeTCs OTIPABUTENIO C MOMETKOW «OmubouHo
JOCTaBIICHOY;

140.3. moctynuBIIre KOHBEPTHl (ITAKEThI) BCKPHIBAIOTCS, 32 MCKIIOYEHHEM MPHUCIAHHBIX B aJipec
OOIIECTBEHHBIX OPTaHU3AINHA WIM UMEIOIINX MOMETKY «JIM4HO», KOTOpBIE TIepeIatoTCs apecary.

YnakoBKka JOKYMEHTOB, IMOCTYMUBIIUX HAa CHEMHBIX MAIIMHHBIX HOCUTENSX (IUCKaX, AUCKETaX W
Ip.), HE BCKPBIBAETCs, 00pabOTKE MOAJICKHUT TOJIBKO COMPOBOAUTEIbHAS TOKYMEHTAIIMS;

140.4. nocre BCKPBITHS KOHBEPTOB (ITAKETOB) TMPOBEPSIOTCS KOMILUIEKTHOCTh W COXPaHHOCTH
BJIOYKEHHI.

B cnyuae moBpexaeHHs] KOPPECTIOHICHIIMM W HEBO3MOXHOCTH €€ WCIOIB30BaHUS COCTABISIETCS
aKT, OJMH OK3eMIUIIp KOTOPOTO BMECT€ C TIOBPESKACHHOW KOPPECTIOHACHIIMEH HAaIpaBIseTCs
OTIIPABUTEINIO, BTOPOH ocTaercs B ciayxoe JOVY.

OtcyTcTByIOIIME B KOHBepTax (MakeTax) JAOKYMEHTBI, OTHEIbHBIC JIMCTHI, TPHUIOKEHUSI
3ampanmBarTCs y OTIPABUTENS, a HA JOKYMEHTE CTaBUTCS OTMETKa «J{OKyMEHTBI (JIUCTHI, MPUIOKEHUS)
3aTpe0OBaHbD) C YKa3aHUEM JaThl 3a1poca;

140.5. mocrne BCKpPBITHS KOHBEPTHl (MAKEThl) YHHYTOXKAIOTCS, 3a HCKIIOYEHHEM CIIETYIOIINUX
CITy4aeB:

JaTa Ha OTTHUCKE KaJeHAApPHOTO IITEMIeNs HeoOXOoAuMa Kak CBUACTEIHCTBO AAThl OTIPABKH WU
MOJTy4YeHUST JOKYMEHTA;

Ha JIOKYMEHTE OTCYTCTBYET PEeKBU3UT «JlaTa JOKyMeHTa;

JaTa JJOKyMEHTa CYIIECTBEHHO OTJIMYACTCS OT AThl €0 MOTyUCHHUS;

B MOJIYYEHHOM JIOKYMEHTE HET 00paTHOTO aJipeca OTIPaBUTEIIS.

B yka3zaHHBIX ciTydasx KOHBEPT MPHCOCIUHSECTCS K JOKYMEHTY M TOCJ€ WCIIONHEHUsS JTOKyMEHTa
MOMIIITUBAETCS] BMECTE C HUM B JIEJO.

AnpecHble SPIBIKH KOHBEPTOB M TIAKETOB COXPAHSIOTCS B CIIydae MOCTYIUICHHUSI KOPPECTTOHICHIINN
HAJIOKEHHBIM TIIATEKOM JJIsl TPEACTABICHUS C OTYETOM B OYXTalnTepHI0 B KadecTBE OMpPaBlIaTEIbHBIX
JTOKYMEHTOB;

140.6. Ha Bcex MOCTYNMMBIIMX JTOKYMEHTaX B MIPABOM HU)XKHEM YIIIy MEPBOTO JIUCTA MPOCTABISAETCS
OTMETKAa O TIOCTYIUICHUH (PEeTUCTPAIMOHHBIN IITaMIT BXOIANTUX JTOKyMEeHTOB). [lITam mpocrapnsercs Ha
KOHBepTe (IaKeTe), eCIM KOPPECIIOHICHIINS He BCKPBIBACTCSI.



JIOKYMEHTBI, TOJIeKAIINE PErHCTPAlli B CTPYKTYPHBIX MOAPA3ICICHUSAX, MEpPeNaloTcs I0
HA3HAYCHUIO WCIIOJIHUTENSIM C TIPOCTaBICHHWEM Ha HHUX PETHCTPAIMOHHOTO INTaMIla, B KOTOPOM
MPOCTABIISETCA AaTa MOCTYIUICHUS.

Ha HeperucTpupyembpIx TOKYMEHTaX, IMEYaTHBIX W3JaHUSAX, JTOKYMEHTaX-TPUIOKEHUIX, OJlaHKaX
JOKYMEHTOB PErHCTPAIIMOHHBIN IITaMI HE IPOCTABIISACTCS,

140.7. Bxonsmue AOKYMEHTHI JOJ/DKHBI OBITh 3apEeTrHCTPHPOBAHBI B JIEHb IOCTYILJICHUS.
PerucrparimoHHBIM HHIEKCOM BXOJISIIETO JOKYMEHTA SBJISETCS MOPSIKOBBIN PEeruCcTPaIllMOHHBIN HOMED,
MPHUCBAaWBACMbIil B TIpejeiax JeJIONPOU3BOACTBEHHOIO TOjla, KOTOPBIH MOCIE MUCHOJIHEHUsS JOKYMEHTa
JIOTIOJTHSICTCS HMHJIEKCOM JIella 10 HOMEHKJIAType I B COOTBETCTBHU C OTMETKOW 00 HWCIOTHCHHH
JOKYMEHTa M HallPaBJICHUHU €T0 B JIEII0;

Hampumep:
512/1-29

140.8. 3apeructpupoBanHble JIOKYMEHTHI IepenatoTcs u3 ciayxobl JIOY Ha paccMmoTpeHue
pykoBOACTBY. JIOKyMEHTBHI, HE TpeOylolle peuleHus PYKOBOJCTBA, MEPENAIOTCS HCIOIHUTENISIM
COIJIACHO MX KOMIIETEHIIUH.

JIOKYMEHTBI pacCMaTpUBAIOTCS, KaK MPaBWJIO, B JI€Hb MX MOCTYyIUIeHUS. TenerpaMmbl U Apyrue
CPOYHBIE IOKYMEHTHI IEPEIAOTCS PYKOBOJIUTEIIO 110 MEPE NOCTYIICHUS;

140.9. pe3ynbTaThl paCCMOTPEHUS JOKYMEHTOB OTPAKAIOTCS B PE3OIIOLIUU.

Pezomonust mepenocutrcs B PKK. Jlokyment ¢ omuum sk3emruisipoMm PKK  ciyx6oit [JOY
HAMpaBlIETCS HUCHOJHUTENI0, a TMPH HAIWYUM HECKOJIbKUX HCIOIHHUTENEH — OTBETCTBEHHOMY
WCTIOJHUTEIIO, YKa3aHHOMY B pe3oionuu nepssiM. Oaun sxk3emiisip PKK ocraercs B cimyx6e JIOVY.

Ecnu pokymeHT coriacHo pesonronuu TpeOyer KoHTposst ucnoiHeHus, sk3emmsip PKK
IIepe1aeTcsl B KOHTPOJIbHYIO CIY:KOY WJIH JIMILY, OTBETCTBEHHOMY 3a KOHTPOJIb UCIIOJIHEHUSI JOKYMEHTOB;

140.10. npy HEOOXOAMMOCTH CpPOYHOTO HCIIOJIHEHUS WJIA O3HAKOMIIGHUS C JIOKYMEHTOM
HECKOJIbKUX CTPYKTYPHBIX MOJpa3iefieHui (JOIKHOCTHBIX JIHI) B ciryx0e JIOY ¢ nokymMeHTa CHUMaeTcs
HE00X0IMMO€E KOJIMYECTBO KOMUIl, KOTOPHIE OJTHOBPEMEHHO HAIPABIAIOTCS Ha HCTONHEeHue. [loammHHuk
JOKYMEHTa IIepeJaeTcsi OTBETCTBEHHOMY HCIIOJIHUTEII0 C IOMETKOM O Imepenade  KOMMM
COUCIIOJIHUTENSIM. JIOKyMEHT nepeacTcsl HCTIOHUTENSM TT00UYEePEIHO, €CITU Pa3MHOKEHUE IOKYMEHTA He
paszperaercsl.

JUisi yCKOpeHUsl MpPOILIECCOB MCIOMHEHHs TOKYMEHTOB, a TakKe B CHPAaBOYHO-WH(OPMAIIMOHHBIX
LEeIsIX JOKYMEHThl Ha OyMa)KHBIX HOCHUTENSX, MOCTYMNAlOUIMe B OPraHu3alliio, MOTYT MEpPEBOAMUTHCS B
ANEKTPOHHBIN BUJ] MTyTEM CKAaHUPOBAHUS WM UHBIM criocoOoM. Hanmuune aekTpoHHON KOMUH TOKYMEHTa
Ha OyMa)XHOM HOCHUTEJIe HE OTMEHSIET HEOOXOAMMOCTH OCYIIECTBIECHHUS C MOCTYIUBIINM JOKYMEHTOM Ha
OyMa)KHOM HOCHTEJIE JEJONPOU3BOACTBEHHBIX ONEpalfii, yCTaHOBIEHHbIX HacTosmell MHcTpykuuei, B
TOM YHCIIE B YacTH (pOPMHUPOBAHUS €T0 B JIENO.

JIBI>KeHHe JJOKYMEHTa B IPOILIecce ero UcroyHeHus pukcupyetcs Bo Beex ak3emiuisipax PKK;

140.11. noxymeHTHI, 3aperucTpupoBanHbie B ciayxoe JIOY, He moyiexkaT MOBTOPHOM PEerUCTPAIINN
B CTPYKTYPHBIX MOJpa3IeIeHUIX;

140.12. noKyMeHTHI TepeatoTcsl Ha PAaCCMOTPEHHE PYKOBOJUTEIIO CTPYKTYPHOTO TOAPA3IeICHHS
WM €r0 3aMECTUTEII0 COrJIACHO YCTAaHOBJIEHHOMY paclipe/ieIeHUI0 00s3aHHOCTEH;

140.13. noOKyMeHT ¢ MOMEHTa TOCTYIUICHHS JI0 3aBEPUICHHUS WCIONHEHHUS HAXOIUTCS Y
WCIIOJIHUTEIISA U B JEJI0 HE TIOMEIIAETCS;

140.14. Ha WCMOJHEHHOM JIOKYMEHTE WCIIOJTHUTEIEM WJIA PYKOBOJMTEIEM CTPYKTYPHOTO
M0JIPa3/IeIeHUA-UCIIOIHUTENS IPOCTABIISIETCS OTMETKA 00 MCIOJHEHNHU JJOKYMEHTA U HalpaBJICHUH €ro B
JIeNI0 C YKa3aHUeM MHJEKca Jiena, B KOTOpoe TOKYMEHT OyJ1eT MOMENIEH.

OTBETCTBEHHBIN 3a JIEJIONPOU3BOJCTBO MEPEHOCUT OTMETKY OO0 HCIONHEHUH JOKyMEHTa |
HaIpPaBJIEHUU €T0 B JIEJIO B PETUCTPALIMOHHYIO (pOpMYy, MOCIIE Yero JOKYMEHT MOIINBAETCS B €TI0,

140.15. uckmroueH.

141. Peructpanus u OTIpaBKa UCXOASIIUX JOKYMEHTOB:

141.1. ucxonsmue JOKYMEHTB, B TOM YHCJE OTIpaBiIsE€Mble [0 3JEKTPOHHOH MouTe,
MH(OPMALIMOHHBIM ~ CHUCTEMaM  BEJIOMCTBEHHOrO0  (KOPIIOPAaTUBHOIO) MJIM  MEXBEJIOMCTBEHHOTO



ANEKTPOHHOTO JOKYMEHTO000pOTa, peructpupyorcs B ciayxkde JIOY mocne WX MOAMHCAHUS
PYKOBOJHUTENIEM OpTraHW3allid WJIA WHBIMH YIIOJJHOMOUYCHHBIMH JIMIIAMH B COOTBETCTBHH C UX
KOMIIETeHITHEH. JIOKYMEHTBI PETUCTPUPYIOTCS B JIEHb MX TIOIITUCAHUS;

141.2. ucxonsimume JOKyMEHTBI ASISITCS Ha MHUITMATUBHBIC U OTBETHBIC,

141.3. vHAEKC MHUIIMATUBHOTO UCXOJIAIIETO JOKYMEHTA BKJIFOYAET MHJICKC Jelia 0 HOMEHKIIAType
JIeJ, B KOTOPOM OyJIeT XpaHUThCS KOIHUS OTIPABIIIEMOT0 JIOKYMEHTA (MPOCTABIIICTCSA B IMOAPA3ICICHHH,
MOJTOTOBUBIIEM JIOKYMEHT), U 4epe3 IPOOb — MOPSIKOBBIN PETUCTPAIMOHHBIN HOMEp, MPHUCBANBACMBIi
HCXOJAIIMM JJOKYMEHTaM B peJIeliax JIeJI0NPOU3BOICTBEHHOr0 roja ciyxooi JJOY;

Hampumep:
5-17/112

141.4. na KaX/1blii MHUIIMATUBHBINA TOKYMEHT, TPEOYIOLINI OTBETA, 3aMOIHAIOTCS, KaK MPaBUIIO, BA
sx3emiuripa PKK. Onun sK3eMInisap nomemaercss B CIpaBOYHYI0 KapTOTEKY, BTOPOH — B KOHTPOJIBHYIO.
IIpu HenocTyIIEHNH OTBETA B CPOK KOPPECIIOHACHTY HAIIPaBIISIETCS] HATOMUHAHMKE;

141.5. peructpanus OTBETHBIX JIOKYMEHTOB OCYILECTBIIsAETCs, Kak npaBuio, Ha PKK, Ha koTopsIx
OBUIM 3apErHCTPUPOBAHBI COOTBETCTBYIOIINE WHUIIMATUBHBIC TOKYMEHTHI. PerrucTpainoOHHBIM HHIEKCOM
OTBETHOI'0 JIOKYMEHTa SBJISETCS MHJAEKC Jiesla 10 HOMEHKJIAType, B KOTOPOM OyIeT XpaHUTbCS KOIHS
OTBETHOI'O JTOKYMEHTa, U PErMCTPALlMOHHBI HOMEpP IOCTYIUICHHWs] MHUIMATUBHOTO nokyMeHTa. B PKK
uHpopManus 00 OTBETHOM JIOKYMEHTE 3anucbiBaeTcs B rpady «OTMeTKa 00 UCIIOJTHEHUN JOKYMEHTa.

B 3aBucumocTH OT NPHUHATON B OpraHU3allid CUCTEMbl PETUCTPALUU JTOKYMEHTOB JOIYCKAeTCs
PETUCTPUPOBaTh OTBETHBIE NOKYMEHTHI Ha oTAeiabHbIX PKK. PerncrpanyioHHBIM HMHIEKCOM TakKoro
UCXOJAIIET0 JIOKYMEHTa SBIISETCS MHIEKC Jejla 10 HOMEHKJIAType, B KOTOPOM OYAET XpaHUTbCS KOMHUS
OTBETHOTO JIOKYMEHTa, M IOPSAJKOBBIM PETMCTPALMOHHBIA HOMEDP MCXOMAILIEro JIOKYMEHTa,
[IpUCBalBaeMblil UCXOASIIMM JOKYMEHTaM B Ipejesiax JeI0Iporu3BOCTBEHHOr0 roja ciysxooi 10VY.

Ha oTBETHOM JOKYyMEHTE IIPOCTaBIISETCS CChUIKA HA UCXOASIINN PETUCTPALIMOHHBINA HHIEKC U JaTy
JIOKYMEHTa-3a1poca;

141.6. otnpaBka JOKyMeHTOB ocyuecTBisercs ciyx6oit [I0Y. B cuyxbe J1OY mnposepsiercs
IPaBWIBHOCTh OQOPMJIEHMSI JOKYMEHTOB: HaJM4W€ HEOOXOAMMBIX PEKBU3UTOB, IPUIOKEHUH,
COOTBETCTBHE KOJIMYECTBA IK3EMILIIPOB TOKYMEHTA KOJIUYECTBY aJpecaToB, IPAaBUIbHOCTD apECOBAaHUS
u Jap.

HenpaBunbHo odopmileHHbIE U HEKOMITJIEKTHBIE JOKYMEHTbI BO3BPAILIAIOTCS UCIIOTHUTENSIM;

141.7. otnpaBnsiemble TOKYMEHTHI mepenatorcs B ciayxk0y JJOY B He3aKOHBEpPTOBAaHHOM BHUJE C
OTMETKOW O KaTeropuu OTIpaBiIeHus (MIpH HEOOXOAUMOCTH);

141.8. TOKyMEHTHI Ha ChEMHBIX MAIIMHHBIX HOCHTENSAX (AMCKaX, MUCKETax W JAp.) MPUHUMAOTCS K
OTIpaBKE B  YIAKOBKE, COOTBETCTBYIOLIEH  TEXHUYECKMM  TpeOOBaHUSAM, TIpPH  HAIUYHH
COINPOBOJUTENILHOTO MHUChbMa, O(GOPMIIEHHOTO U 3aperMCTPUPOBAHHOTO B YCTAHOBJIEHHOM IOPSJIKE.
Konust conpoBoAUTENBHOTO MUChMA MTOMEIIAETCS B JIEJI0 Ha OOIINX OCHOBAHUSIX;

141.9. noOKyMeHTHI, HaMpaBJsIeMble OOJiee YeM B 4YEThIpE ajpeca, NMepeNaroTcs JUIsl OTIPABKHA CO
CIMCKOM Ha pacCchUIKy, O(QOpPMIISIEMBIM B COOTBETCTBUM C TpeOOBaHUSAMM IyHKTa 51 HacTosme
NHcTpyknumn.

Ha 3aka3Hyl0 KOpPpPECHIOHACHILMIO COCTABIIAECTCS PEECTP PACCBUIKUA, B KOTOPOM OTIIPABUTEIIEM
MIPOCTABJISIOTCS (QamMuiinsg M JaTa OTHpaBKU. PeecTp co mreMmeneM OTAENCHHUS CBSI3U MOJIIMBAETCSA B
neno cinyx6os1 10V

141.91. otpaBka OKyMeHTa B SIEKTPOHHOM BHIE 0OJee YeM B OAMH aApec OCYIIECTBIAETCS
IyTeM MPUKPEIUIEHUS €ro K COOOIICHUIO SJIEKTPOHHON MOYTHI, yKa3aHHWS B COOTBETCTBYIOIIEM IIOJIE
BBOJIa BCeX OQUIMAIBHBIX aJpecoB COIJAacHO CIUCKY Ha paccbUlky. OQUIMalbHBIM aJpecoM
3JIEKTPOHHOM MOYTHI SABISETCA aIpec, yKa3aHHbII Ha OJaHKe OpraHU3aluy;

141.92. otmMeTka 06 oTmpaBKe (IITAMIT OTIIPABKHU) JIEKTPOHHON KOMMH JOKyMEHTAa Ha OyMaXKHOM
HOCHUTEJIE TI0 3JIEKTPOHHOM IMouTe, MHPOPMALMOHHBIM CHCTEMaM BEIOMCTBEHHOTO (KOPIIOPAaTHBHOIO)
WM MEXBEJIOMCTBEHHOTO 3JI€KTPOHHOTO JOKYMEHTOOOOpOTa MPOCTABISETCS] Ha UCXOASIEM JTOKYMEHTE
Ha OyMa)XHOM HOCHUTEJIE, OCTAIOLIeMCsS B OpraHM3allid, TOJBKO IOCie ero (pakTHYeCKOW OTHpPaBKU IO
3JIEKTPOHHOM IOYTE;



141.10. oOpaboTka ¥ OTHpaBKa JOKYMEHTOB OCYLIECTBISIOTCS B JIEHb MX IOANUCAHHS WIA He
MO3/JHEE CIIEeYIOIIEr0 paboyero JHs.

142. Peructpanus u UCIIOJTHEHUE BHYTPEHHUX JOKYMEHTOB:

142.1. paboTta ¢ BHYTpEHHUMH AOKYMEHTaMHU Ha dTallax MOJITOTOBKH M OGOPMIICHHS BEIETCS IO
MpaBUjIaM, YCTAHOBJICHHBIM Il pa0OTHI C HCXOSIIUMU TIOKYMEHTAMU;

142.2. BHyTpeHHUE IOKYMEHTHI, B TOM YHCII€ IOKYMEHTHI B JJIEGKTPOHHOM BHJIE, PETUCTPUPYIOTCS
Ha PKK i B )ypHanax peructpaiyy BHyTPEHHHX JOKYMEHTOB IOCIE UX MOANUCAHUS (YTBEPXKICHHS).
[Ipu He3HauuTEeNHLHOM 00BEME TOKYMEHTOOOOPOTa BHYTPEHHUE TOKYMEHTHI, B TOM YHCII€ JOKYMEHTHI B
3JIEKTPOHHOM BHJIE, IOIYCKACTCS PETUCTPUPOBATH B )KypHAJIE PETHCTPALUU HCXOSAIINX JOKYMEHTOB;

142.3. peructpanusi pacrnopsIuTENbHbIX JTOKYMEHTOB M IPOTOKOJOB OCYIIECTBISIETCS MO BUIAM
OTAENBHO OT APYTHX BHYTPEHHUX JOKYMEHTOB.

PacniopsimuTtenbHble  TOKYMEHTBHI 110 OCHOBHOM JESTENbHOCTH, IO JIMYHOMY COCTaBy, II0
aJIMUHUCTPATUBHO-XO03SICTBEHHBIM BOIIPOCAM PETUCTPUPYIOTCS OTIEIBHO.

PacniopsimuTtenbHble JOKYMEHTBI [0 JHYHOMY COCTaBy, JUJIS KOTOPBIX aKTaMH 3aKOHOJATENIbCTBA
YCTaHOBJICHBI Pa3HbIE CPOKU XPAHEHUS], PETUCTPUPYIOTCS OTICIBHO.

PacriopsimuTenbHble TOKYMEHTHI ONPENEICHHON pPa3HOBUIHOCTU MPU MX 3HAYUTEILHOM 00beMe
JOMYCKAETCsl PETUCTPUPOBATh OTAENbHO. Hampumep, OTAETBbHO MOTYT PETUCTPUPOBATHCS NPUKA3Bl O
BHECEHUU W3MEHEHHMH B INTAaTHOE pacHUCaHHe, TMPUKa3bl O KOMAHIUPOBAHUHU, O MPEAOCTABICHUU
OTITYCKOB H JIp.;

142.4. perucTpalluOHHBIM HHJAEKCOM PACHOPSAUTENBLHOTO JOKYMEHTa, MPOTOKOJA SBISETCS
MIOPSIAKOBBIN PErUCTPALMOHHBINA HOMED, IPUCBANBAEMBIA €EMY B IIPEIENIax AEIONPOU3BOACTBEHHOIO I'OJIa.

PeructpaniuoHHBIM HMHAEKCOM PaCHOPSAUTEIBLHOTO JOKyMEHTa (IpHKas3a, pacropsyKeHHs) Io
JUYHOMY COCTaBY SIBJISIETCS TOPSIKOBBIA PETUCTPAIIMOHHBIA HOMEp, MPUCBAUBACMbIil €My B Ipelenax
JENIONPOU3BOJICTBEHHOTO TOJa, OMOJHEHHBIH JUTEPOH «K» (ISl JTOKYMEHTOB 75-JETHEro Ccpoka
XpaHEHUs1) WK «J1» (11 JOKYMEHTOB 3-JIETHEr0 CPOKa XpaHEHUs).

PeructpaiiuoHHBIM HHIEKCOM PACIOPAIUTENBHOTO TOKYMEHTA, PETUCTPUPYEMOTrO B MOPSIKE,
OMpENICJICHHOM YacThl0 YETBEPTON MOANyHKTa 142.3 HACTOSIIEr0 IyHKTA, SBJSETCS TMOPSIKOBBIN
pPETUCTPALIMOHHBI  HOMEp, NPHUCBaMBaeMbli €My B TIpelenax JIeJIONpPOU3BOJICTBEHHOTO ToOJa,
JOTOTHEHHBIH HICHTH()UIUPYIOINM Pa3sHOBUIHOCTh JOKYMEHTa OYKBEHHBIM WM HHBIM YCJIOBHBIM
0003HaUYEHHEM;

142.5. coBMeCTHBIE pacropsIUTeIbHbIE JOKYMEHTHI, TIPOTOKOJIBI COBMECTHBIX 3acEeJaHUil MMEIOT
COCTaBHbIE HMHJIEKCHI, BKJIIOYAIOIINE MOPSAIAKOBBIE PErMCTPAaLMOHHBIE HOMEpa, NpUCBaMBaeMble UM B
OpTaHU3aIMsIX, UX ITOATOTOBHBIIHX;

Hampumep:
81/54

142.6. peructpalluOHHBIMU MHJEKCAMU JOKJIAIHBIX 3alIMCOK, CIPAaBOK U JPYTUX MH(POPMAalMOHHO-
CIPAaBOYHBIX JOKYMEHTOB SIBJISIOTCS WX HOPSAJKOBBIE pPEruCTpallMOHHbIE HOMEpa, NpPHUCBaWBaeMble B
npenenax JeJONPOU3BOACTBEHHOIO TIOJa, KOTOPbIE MOTYT JOMNOJHATBCS HMHAEKCAMHM Jied IO
HOMEHKJIAType Aell;

142.7. paccMOTpeHUe U UCIIOJIHEHHE BHYTPEHHUX JOKYMEHTOB OCYIIECTBIISIETCS B COOTBETCTBUU C
YCTaHOBJIEHHBIM MOPSAJIKOM 00paOOTKH BXOASIINX TOKYMEHTOB.

JIOKyMEHTBI, TpeOyIolIie KOHTPOJIS MCIOJHEHHUs, MepelaloTcss B KOHTPOJBHYIO CIyXOy amis
3anonHenus PKK. 13 PKK na BHyTpeHHue NOKYMEHTHl (OPMUPYIOTCS KOHTPOJIBHBIE M CIIPaBOYHBIE
KApTOTEKH.

143. N opMaIiioHHO-TIONCKOBAs CUCTEMA TI0 JIOKYMEHTaM OpraHH3aIlHu:

143.1. B opraHmzanmusx co37al0TCid  TpPaJuIMOHHBIE (pyyHble) ¥  ABTOMAaTH3UPOBAHHBIE
nHpopmanronHo-nouckosbie cucrtembl (nanee — UIIC). UIIC crpositcs Ha ocHoBe PKK, koropeie
00BETUHSIOTCS B KAPTOTEKH U 06a3bl (0aHKH) PErMCTPALMOHHBIX IaHHBIX;

143.2. ipu TpaIUIIMOHHON KapTOYHOH pPEerucTpaiuu Tedataetcss HeoOxomumoe kommdecTBo PKK,
KOTOPBIE MOTYT O0BEIMHATHCS B CIPABOYHBIE M KOHTPOJIbHBIE KAPTOTEKH;



143.3. cipaBo4HbIE KapTOTEKH JENATCS Ha JBE YacTH: HEHCIIOJHEHHBIE W HCIOJHEHHBIC
nokyMeHTbl, PKK B KOTOpBIX CUCTEMATU3UPYIOTCS MO CIAEAYIONIUM MPU3HAKAM:

MPEIMETHO-BOIIPOCHOMY WJIM TEMAaTHYeCKOMY (B COOTBETCTBHHU C COJIEP)KAHHEM JOKYMEHTOB WU
cdepoit 1eaTeIbHOCTH, K KOTOPOU OTHOCSITCS IOKyMEHTHI);

[0 HOMEHKJAType Jen (B COOTBETCTBHM C HA3BaHUSAMHU [l 1O HOMEHKJIAType Oell WM HX
HHJIEKCaMHu );

KOPPECTIOHIEHTCKOMY (110 HAMMEHOBAHUSM WM YCIOBHBIM OOO3HAYCHHSIM OpraHu3aluid, ¢
KOTOPBIMH BEJIETCS TIEPEINCKa);

10 UCTIOJHUTENSM (TI0 CTPYKTYPHBIM MOAPA3ICIICHUSIM);

andaBuTHOMY (B asihaBUTHOM Mopsiake GpamMunii, HAUMEHOBaHUI OOBEKTOB WJIH TIPEIMETOB);

reorpadguueckoMy (110 HANMEHOBAHUAM aIMUHUCTPATUBHO-TEPPUTOPHUATBHBIX EAUHUIL);

HOMHUHAJILHOMY (110 Ha3BaHUIO BHUJIOB WJIK Pa3HOBHUIHOCTEH JOKYMEHTOB);

perucTpanoHHOMY (110 TOPSIIKY BO3pacTaHUs! PErUCTPALMOHHBIX HOMEPOB JOKYMEHTOB).

Br160p mouckoBOro mpu3HaKa ONpeAessieTcs B 3aBUCHMOCTH OT BHUJIOB JIOKYMEHTOB U XapakTepa
MH(POPMALMOHHBIX 3aIPOCOB.

[lepBast yacTh KapTOTEKU CITYXKHT ISl IOMCKA CBEJCHHM O TOKYMEHTaX B IMPOIECCE UX HCIIOTHEHHUS.
Bropas yacTh KapTOTEKH CIYXKHT JJIsl IOUCKA HCIIOTHEHHBIX JOKYMEHTOB.

ITo mepe ucnonnenus aokymeHToB PKK ¢ HEOOX0AMMBIMU OTMETKAMU MEepEMEIaloTcs U3 MepBon
YaCTH KapTOTEKU B COOTBETCTBYIOIINE PA3/IENbl U PYOPUKHU BTOPOH;

143.4. B 3aBUCMMOCTH OT 0O0BEMa JAOKYMEHTOOOOPOTa, CUCTEMBl PErHcTpalid U KOHTPOJISL
WCTIOJTHEHUSI JIOKYMEHTOB, 33/1a4 IOMCKa MOXKET BeCcTUCh enuHas cnpaBouHas MIIC wimm HeCKOJIbKO
camocTosITenbHbIX. OTaenbHbIE KapTOTeKH (0a3bl AaHHBIX) (POPMUPYIOTCS HAa BXOJANINE JOKYMEHTHI,
MHUIMATUBHBIC HCXOJMINIME JOKYMEHTHI, OOpalleHUs TpaXKAaH, B TOM YHWCIIE WHIWBUAYAIbHBIX
npearnpuHUMaTenei, 1 ropuandeckux juil. [lpu OonpmoM KolnYecTBe HOPMATUBHBIX MPABOBBIX aKTOB U
pacropsUTEIbHBIX JOKYMEHTOB, HCIIOJNIB3YEMBIX B JEATENBHOCTH OpTaHU3allHd, Ha HUX MOTYT
CO3/1aBaThCs OT/IEIbHbIC KOAU(PUKAIIMOHHBIE KApTOTEKH (0a3bl TaHHBIX ).

[lepeuenp HauMeHOBaHUI 0a3 JaHHBIX AaHAJIOTMYEH MEPEUYHI0O HAUMEHOBAaHUI KapTOTEK.

144. Yder o0bemMa TOKyMEHTOO0OpOTA:

144.1. oObeM [OKYMEHTOOOOPOTa — KOJUYECTBO JOKYMEHTOB, TOJYYECHHBIX (BXOHAIIME) U
CO3/IaHHBIX (BHYTPEHHHE, UCXOIINE) OpraHu3alre 3a onpeeNieHHbIH epUo BpeMEHU;

144.2. moacyeT KOIMYECTBA JTOKYMEHTOB MPOU3BOAMTCS MO PETUCTPAIIMOHHBIM (hopMaM B MecTax
UX PETUCTPAlUU.

3a enquHUILY ydeTa MPUHUMACTCS OJTUH AK3EMIUIIP JOKYMEHTa 0e3 ydeTa KOMHH, CO3/1aBaeMbIX TPH
NeYyaTaHUd U pa3MHOKeHUHU. Kakaplil TOKyMEHT y4uThIBaeTcsi OJuH pa3. lIpuinokeHus K JOKyMEHTY
YYUTBIBAIOTCS] BMECTE C HUM KaK OJIH JJOKYMEHT.

OTnenbHO YYUTHIBAIOTCS MOJYYEHHbIE M CO3/IaHHBIE OpraHM3alueil JOKYMEHTBI, OOpalleHHus
rpakJiad, B TOM YHCJIe WHAWBUYAITBHBIX TPEAPHHUMATENEH, U FOPUIMYECKUX JIAL.

Pa3MHOXEHHBIE SK3eMIUIIpbl  (KOMHMM) YUYUTBIBAIOTCS OTAENBHO 10 JKypHajam palboT B
MalTHHOMUCHOM M KOMTUPOBAIbEHO-MHOXXHUTEIIBHOM OIOpO | (WUJTH) MO CIIUCKaM Ha PacChUIKY;

144.3. B opraHu3anMM MOXET MPOBOJUTHCS IMOJHBIH M  BBIOOPOUHBIH  y4yeT oObema
JOKYMEHTO00OpoTa (10 BCEH OpraHu3aliH, 1O CTPYKTYPHBIM IOJAPA3/CiCHUsM, II0 TpyIam
JOKYMEHTOB U T.]1.).

VYder u aHanu3 o0beMa JOKYMEHTOOOOPOTa B OPraHU3aIMK OCYHIECTBISIFOTCS 1O/ PYKOBOJICTBOM
ciyx6s1 JI0Y;

144.4. pezynpTaThl y4yeTa o0beMa JOKyMeHTooOopoTa oOoOmatorcs ciayxooi JAOY wu
MPEJCTABISAIOTCS PYKOBOACTBY OpraHU3allMU Ul BBIPAOOTKM Mep MO COBEPLICHCTBOBAHHIO PabOTHI C
JTOKYMEHTaMH,

144.5. ceenenust 00 oObeMe JOKYMEHTOOOOPOTa MCIONB3YIOTCSA ISl YCTAaHOBIIEHUS CTPYKTYPHI H
mTaTHOW wuciaeHHocTH ciaykO0el JIOY, BbiOOpa TexXHONOTMH pabOTBI C JOKYMEHTAaMH H CPEICTB
aBTOMaTHU3allUU JIEJTONPOU3BOJICTBA, ONPEACIICHHs CTENEHHU 3arpy>keHHOCTH ciay)O0bl JIOY 1 oTaenbHBIX
PabOTHHKOB.



I'IABA 9
KOHTPO.Ib UCIIOJTHEHUSA JIOKYMEHTOB M TIOPYUEHUI

145. 3agaun KOHTPOIISI UCTIOJTHEHUS:

145.1. uenpo0 KOHTpPOJIS SIBJIsiETCS OOecrieueHne CBOEBPEMEHHOI'O M KaueCTBEHHOTO HCIOIHEHHS
Mopy4eHui, 3a)UKCUPOBAHHBIX B IOKYMEHTAX;

145.2. KOHTPOJIIO TOJJIEKAT BCE 3apPETMCTPUPOBAHHBIC JOKYMEHTBI: BXOJSIINE, HCXOASIINE U
BHYTPEHHHUE, KOTOpPBIE MO CBOEMY Xapakrepy TpeOyroT pemieHus (orBera). Ha KOHTpoJib MOTYT OBITH
MOCTaBJICHBI TAK)KE YCTHBIE MTOPYUEHHUSI PYKOBOJICTBA;

145.3. KOHTPOJb OCYIIECTBISIOT PYKOBOAUTENb opraHu3anuu, ciyx6a JIOY u oTBeTCTBEHHBIE
UCIIOJTHUTEIIH.

Ha xoHTpoIMpyeMbIX JOKYMEHTaX MPOCTABISAETCS OTMETKA O KOHTPOJIE.

146. Cpoku UCTIOJTHEHUS JOKYMEHTOB:

146.1. cpoKkH HCIIOJIHEHUSI TOKYMEHTOB HCYHCISIOTCS B KaJCHAAPHBIX HSAX C JAThl MOJITUCAHHS
(yTBepkIeHHUS]) MOKYMEHTa, a JUIsl MOCTYNUBLIMX — CO JHS, CIEIYIOIIEro 3a JIHEM perucTpaiuu
JOKYMEHTa B OpraHU3ally, €CJIH UHOE HE YCTaHOBIIEHO aKTaMH 3aKOHOJIATEIIbCTBA;

146.2. cpoku UCTIONHEHUSI JOKYMEHTOB MOT'YT ObITh THUIIOBBIMH UM MHIMBUyaIbHBIMU.

TumnoBkie CPOKU UCTIOTHCHHSI JOKYMEHTOB YCTAaHABIMBAIOTCS HOPMATHBHBIMU IIPABOBBEIMH aKTaMH.

NuauBuayanbHble CPOKH HUCIOTHEHHS JOKYMEHTOB YKa3bIBaIOTCS B TEKCTE JOKYMEHTa WIH B
PE30ITIOIUH PYKOBOIUTEIIS;

146.3. noKyMeHT, AJi1 KOTOPOTO TUIIOBOW WJIM MHIWBUIYaIbHBIA CPOK HCIIOTHEHUS HE YCTAHOBJICH,
JIOJDKCH OBITH MCIIOJTHEH B TeUCHHE 15 qHEH, eciir HHOE HEe YCTAaHOBJICHO aKTaMU 3aKOHOIaTeIbCTBA;

146.4. ecnu kpaiiHsis 1aTa UCIIOTHEHUS JOKYMEHTa (MOpydYeHus) MPUXOAUTCS Ha Hepabouuii JeHb,
OH JIOJDKEH OBITh MCIOJHEH HE MO3JHee MEPBOTo CIEAYIOIIEro 3a HUM padboduero aHs. B ciydae, korma
CPOK HCIIOJIHEHUS JOKYMEHTa OMpEeNsieTcs ¢ MCIOIb30BaHUEM MPEIOra «I0» WU «K», YKa3aHHas 3a
HHM JiaTa SBJIAETCS KpailHEN JaTOM UCIIOJHEHHS JOKYMEHTA;

146.5. nomyckaeTrcss USMEHEHHE CPOKOB HCIIOTHEHUs JOKYMEHTOB (TopyuyeHui). M3mMenenue cpoka
WCIIOJTHEHUST TIPOU3BOUTCS JIUIIOM, YCTAHOBHBIIUM €r0. APTYMEHTHPOBaHHAs TIPOChOA HCIIOJHUTENS O
MEPeHOCe CpOKa HampaBiseTcsl MNHCbMEHHO (B QopMme [OKIaJHON 3amuCKH) WM YCTHO JUILY,
YCTaHOBHBILIEMY CPOK, HE MEHEE YeM 3a 5 JTHEH 0 UCTEYCHHS CPOKa MCIIOJHEHHS WM Cpasy ke Mocie
MOJIy4eHUs 3a/1aHud. VI3MeHeHne NOKYMEHTHPYETCS — MPOCTABISIOTCS HOBBIM CPOK, /1laTa U3MEHEHUS U
MOANHUCH. I3MeHeHUsI BHOCSTCS B PETUCTPAIMOHHBIC (hOPMEI.

147. UcnionHeHne AOKyMEHTa (TOpydYeHHs]) MOKET OBbITh MOPYYEHO HECKOJIBKUM HCIIOJHHUTEISM.
WcnomuuTenb, YyKa3aHHBIA TIEPBBIM, SIBISETCS OTBETCTBCHHBIM HCIIOJHUTEIEM W OTBEYAaeT 3a
CBOEBPEMEHHOE W KayeCTBEHHOE HCIOJIHEHHE 3aJaHus B 1eloM. OTBETCTBEHHOMY HCIOTHUTEIIO
MPEIOCTABIIICTCS TIPABO KOOPIAMHHUPOBATH M KOHTPOJIHPOBATH JICUCTBUS HCIOJNHUTEICH: CO3BIBATH
COBeIaHus, TpeOOBaTh HEOOXOJUMBIE MaTepUabl, 1aBaTh MOPYUYEHUS U JIP.

148. Opranu3zamusi KOHTPOJISI HCTIOJTHEHHS:

148.1. cuctema KOHTPOJIS UCTIOTHEHHSI BKITIOYAET:

y4eT KOHTPOJUPYEMBIX JTOKYMEHTOB (TOpyYeHWH) W WX CBOCBPEMEHHOE JOBEICHHUE 1O
HUCIIOJIHUTEICH;

KOHTPOJITh 32 CPOKAMH HCIIOJTHEHHST,

MIPOBEPKY U PETYIUPOBAHUE X012 UCTIOTHEHHUS, CHATUE TIOKYMEHTOB C KOHTPOJIS;

y4eT U OTYETHOCTH O Pe3yIbTaTaxX UCIOJHEHHUS;

OILICHKY COCTOSTHUS UCTIOTHUTENHCKOM TUCITUTUIMHEI;

148.2. yder KOHTPOJNMPYEMBIX JOKYMEHTOB (ITOPYYCHHI) W KOHTPOIb HCIOJIHEHUS CTPOSTCS Ha
OCHOBE PETUCTPAIlMOHHBIX JaHHBIX, OTpaxkeHHBIX B PKK;

148.3. sx3zemmsippr  PKK, 3amonHsieMble TpHU pErHCTpaldy JTOKYMEHTOB, WCIIONB3YIOTCS TIPU
(hopMUPOBaHUN KOHTPOJIBHON KapPTOTEKH.

Ha onue KOHTpONHMpYeMBIi TOKYMEHT MOXKET OBITh 3amosiHeHO Heckobko PKK B cooTBeTcTBHM €
YUCIIOM HWCHOJNHUTENEH, 3aJaHuil WM Pa3IUYHBIMU CpOKamMH ucrnoiHeHus. [Ipu HecKoIbKux
WCTIOJTHUTEIISIX, OJTUH M3 KOTOPBIX HazHavyaeTcs oTBeTCcTBeHHBIM, PKK 3amoitHseTcss TONBKO IS TIepeiadn
WCIIOJTHUTEI0, HA3HAYCHHOMY OTBETCTBEHHBIM.



YCcTHOE TOpydeHHe PyKOBOJAMTEINS, MOCTAaBIEHHOE Ha KOHTpONb, Takke ¢ukcupyercs B PKK,
3aMoHsIeMON B HEOOXOAMMOM KOJIMUYECTBE 3K3EMILISIPOB;

148.4. omuur sx3emmusip PKK ocraercss B ciy’k0e KOHTPOJISE M TOMEMIAETCS B KOHTPOJBHYIO
KapTOTEKY, BTOPOU Mepe1aeTCsl UCTIOTHUTEIIO BMECTE C JJOKYMEHTOM;

148.5. PKK rpynnupyrooTcs B KOHTPOJBHBIX KapTOTEKaxX IO Pa3/ieiaM, COOTBETCTBYIOIUM YHCITY
JHEH Mecslia, COTJacHO YCTaHOBJIEHHBIM CPOKaM MCHOJHEHUS JOKYMEHTOB (MIOPYUYEHHUIA), IO UCXOSIINM
JOKYMEHTaM — COTJIACHO OKUAeMbIM JIaTaM MOJTy4eHHUsI OTBETOB.

PKK ¢ mnepcnekTUBHBIMU U MPOCPOUYEHHBIMH CPOKAMHU HUCIHOJHEHHS JOKYMEHTOB (IIOpYYEHHUN)
TPYIIHUPYIOTCS B CAMOCTOSITENILHBIC Pa3ielibl KOHTPOJIBHOM KapTOTEKH.

B KOHTpOJBHON KapTOTEKE MOTYT BBIIEISATHCS JOMOJHUTENbHBIE pa3fielbl U pyOpHKH Ui
cucremarusanuu PKK mo ucnomHuTensM u rpymmnaM JOKYMEHTOB (IIPUKa3bl, PEIICHUs U JIp.);

148.6. xapToTeKa exXeTHEBHO IPOCMATPUBACTC KOHTPOJIBHOM CITYK00# C 11e1b10 HHPOPMUPOBAHUS
PYKOBOIUTENSE W WCIOTHHUTENEH O NpUOMMKEHUH (MCTEYCHHH) CPOKOB WCIOTHEHHS JOKYMEHTOB.
[Ipenynpexaenue UCHOMHUTENIEH OCYILIECTBISETCS, Kak NpaBWio, 3a 2-3 JAHS [0 HCTEYCHHUS
YCTaHOBJIEHHOT'O CPOKa;

148.7. nokyMeHT (IMOpy4YEHHUE) CHUMAETCS C KOHTPOJIS MOCJE €ro MCIOTHEHUS, TOATBEPKISHHOTO
JOKYMEHTAJTBHO.

CBHIETENHCTBOM UCIIOJIHEHUS JOKYMEHTa (OpyUYeHUsi) SBISETCS OATOTOBICHHBIN UCIIOTHUTEIEM
W TIOANHUCAHHBIA PYKOBOJUTEIIEM WU WHBIM YIOJHOMOYCHHBIM JIUIIOM HMCXOJSIINN WJIM BHYTPCHHHU
JOKYMEHT. B ciiydae oTCyTCTBHUS JOKYMEHTa, CBHJIETEIbCTBYIOLIETO 00 MCIIOIHEHUH, KPATKUE CBEJICHUS
00 ucnomHeHnu Gukcupyrorcs ucnoaauTenem B PKK.

Ha ucnonnenHom noxkymente ohopMisieTcsi OTMETKa 00 MCIIOTHEHUH JOKYMEHTA W HaIlpaBJICHUU
€ro B JIeJ10;

148.8. kaprouka ¢  uHpopmanmen, XapakTepHU3yIOIIEeH  HUCHOJHEHHE,  IPEACTaBISAETCS
OTBETCTBEHHOMY 32 KOHTPOJIb JUISl IIPOBEPKH MCIIOJTHCHUS U CHATHS IOKYMEHTa (TIOPYYEHUS) C KOHTPOJIS.

[Ipu HEeKaueCTBEHHOM HMCIIOJIHEHUHU JOKYMEHT (MIOPYYEeHHE) C KOHTPOJIS HE CHUMAETCS U MEPEXOIUT
B pa3psii HEUCTIOJHEHHBIX B CPOK;

148.9. undopmanuss o pe3ynbraTax HUCIOIHEHUS JOKYMEHTOB (MOpY4YEHUH) MepHOIUYECKH
000011aeTCs ¥ JOBOJIUTCS IO CBEICHUS PYKOBOJICTBA;

148.10. xoHTpOJIbHBIE NIEHCTBUS MOTYT OCYIIECTBISATHCS B KOHTPOJIBHBIX CIYk0ax M B MecTax
perucrpanum J0KyMeHToB ¢ ucnoisibzoBanueM AC JIOY.

I'JIABA 10
COCTABJIEHUE HOMEHKJIATYPBI JEJ

149. YcranaBnuBaloTcs TpU BUAA HOMEHKJIATYPHI J€: TUNOBasl, IpUMEpHas U HOMEHKIIaTypa Jael
OpTaHM3aIHH.

150. TunoBass u TpUMepHasT HOMEHKIATYphl JIel— JTO CHUCTEMAaTU3HUPOBAHHBIC MEPEUHU
VHU(PUITUPOBAHHBIX 3aroJOBKOB JIEJ, 3aBOJUMBIX B JICIONMPOU3BOJCTBE OPTaHU3ANNUNA C OJHOPOTHBIM
XapaKTepoM JEeSTeIbHOCTH U COCTaBOM JIOKYMEHTOB.

TurnoBas HOMEHKJIATypa YCTAHABIMBAECT TUIIOBOM COCTaB JE€] C €AMHOM CHUCTEMOM WHIEKCAUUA U
YHU(DHUIIMPOBAHHBIMU 3ar0JIOBKAMHU ISl OJTHOPOJIHBIX M0 XapaKTepy AesITeNbHOCTH OPraHU3aluid U HOCUT
00s13aTeIHHBIN XapaKTep.

[IpumepHass HOMEHKIATypa Jell YCTaHaBIWMBaeT MpPHUMEPHBIE COCTaB W WHAEKCHl Jel JUid
OpTraHM3aIHi, OJTHOPOIHBIX 110 XapaKTePy JIEATEITHPHOCTH, U HOCHT PEKOMEH IATSIIbHBIN XapaKkTep.

Homenkmatypa pgen opraHusaiuy — 3TO CHCTEMAaTH3MPOBAHHBIA IEpEUYeHb 3arojOBKOB e,
3aBOJUMBIX B OpTaHHW3AIlMH B JICJIONMPOW3BOJICTBEHHOM (KaJICHIAPHOM) IOy, C yKa3aHHEM CPOKOB HX
XpaHeHus1, 0hOPMIICHHBIN B YCTAHOBICHHOM TOPSIKE.

B nmenompow3BoaCTBE HOMEHKJIATypa JIedl OpTaHHW3alMHM  HCIOJIB3YeTCs JUIS TPYIITHPOBKU
UCIIOJTHEHHBIX JOKYMEHTOB B JIeNla, CUCTEMaTH3allii, HHACKCAIIMH U y4eTa Jell, ONpeeNieHUs] CPOKOB UX
xpaHeHus. HoMmeHkmatypa nen sBISETCS OCHOBOH JUIS COCTABJICHHSI ONHCEH Je TIOCTOSIHHOTO H
BpeMeHHOro (cBbiie 10 JeT) XxpaHeHHs], a TaKKe aKTOB O BBIICICHUU K YHUUYTOXKEHHUIO TOKYMEHTOB U
TIeT1, He TIOUIEKAINX XPAHEHHIO.



B apxuBe opraHu3zanuyu HOMEHKJIATypa JeJ UCIOJIb3YeTCs A ydeTa jeda BpemeHHoro (mo 10 mer
BKJIIOUMTEIBHO) XPAHEHHUS.

151. TunoBble M TpHMEpHBIE HOMEHKJIATYpHI el paspabarbiBatoTcs ciayxbamu J[OY opraHos
ylnpaBieHus (BBILIECTOSIIIUX OpraHu3aluii), IOABEJOMCTBEHHAs CETh KOTOPBIX BKJIIOYACT PAL
OJIHOPOJHBIX OpraHU3alUM.

TunoBesle ¥ NmpUMEpHbIE HOMEHKJATYpPbI 1€, pa3pabaTbiBaeMble pPECIyOJIMKaHCKUMH OpraHaMu
rOCy/lapCTBEHHOI'O  yIpaBJICHMs,, HUHBIMU TOCYJAapCTBEHHBIMM OpraHU3alUsMH{, IOJYUHEHHBIMU
[IpaButenscTBY PecniyOnuku benapych, yTBEp)KIar0TCsl UX PYKOBOAMTEISIMHE Mocie coriacoBanus ¢ [[OK
COOTBETCTBYIOLIIETO  OpraHa  ympaBieHUs  (OpraHu3alui) W peclnyOJMKaHCKHMM  OpPraHOM
rOCyJapCTBEHHOT'O YIPaBJIeHUs B chepe apXHUBHOTO Jieia U JeJI0NPOU3BOICTBA.

TunoBele ¥ MpUMEpHbIE HOMEHKJIATYPHI JeJ, pa3padaTbiBaeMble OPraHU3ALUSAMH, SBISIOMIMMUCS
MCTOYHUKAMHU KOMITJIEKTOBAHMS FOCYJapCTBEHHBIX apXUBOB, YTBEPKAAKOTCS UX PYKOBOJIUTEISIMH I1OCIIE
cornacoBanus ¢ LIOK 3Tux opranuszanuii 1 COOTBETCTBYIOIIUMHU IOCY1apCTBEHHBIMU apXUBaMHU.

TunoBele M npuUMEpHbIE HOMEHKJIATYpbl [el, pa3padaTblBaéMble HHBIMU OpraHU3alUsIMH,
YTBEPKAAIOTCS UX PYKOBOAUTEISAMU nocie coraacoBanud ¢ LIDK atux opranuzanuii.

152. HomenkuiaTypa Jies1 cOCTaBiIsIeTCsl B KaKA0M opranu3anui. HoOMEHKIaTyphl 1€ COCTaBISIOTCS
Ha Jena Bcell opraHu3anuu (Jajee — CBOJHAsT HOMEHKJIATypa Jeld) M KakIOoro CTPYKTYpPHOTO
HOJIpa3/IeJIeHusl.

153. CBogHas HOMEHKJAaTypa Heil coctaBisiercs ciyx6oi JIOY Ha oCHOBE HOMEHKIATYp el
CTPYKTYPHBIX MOApa3eneHuit no gopme cormacHo npuiioxeHuto 10.

CBojHasi HOMEHKJIaTypa Jell COCTABIISETCS €XKETOJHO, MOJINUCHIBAETCS PYKOBOJUTENIEM CITYXKObI
JOVY (nmuuom, orBercTBeHHBIM 3a J[OVY), coriacoBbIBaeTCsl € 3aBEIYIOIIUM apXUBOM OpraHHU3aluu
(JIu1IOM, OTBETCTBEHHBIM 3a apXuB), dKcrnepTHON komuccuen (nmanee — OK) mnmu LIOK opranuzanuum u
YTBEP)KIAeTCsl PyKOBOAMTEIEM OpraHu3aluu 10 1 sHBaps rojia, Ha KOTOPBIN COCTaBIIEHA.

154. CBogHast HOMEHKJIATypa JeJl MOAJEKUT COCTABJICHUIO HA TEKYLIUI roj MpH CO3JaHUU HOBOM
OpraHu3al|M, a TAK)KE IePECOCTABICHUIO IIPYU PEOPraHU3al|Y, MOBJIEKILIEeH 3HaUUTeIbHbIEe U3MEHEHUS B
CTPYKTyp€ OpraHU3aliH.

155. CBoHbBIE HOMEHKIJIATYphl JA€J OpraHu3alMi, SBJISIOLUXCS MCTOUYHMKAMHU KOMILIEKTOBAHMS
roCy/lapCTBEHHBIX apXMBOB, COTJIACOBBIBAIOTCS C COOTBETCTBYIOLIMMU I'OCY/JIAPCTBEHHBIMU apXUBaMU U
CTPYKTYPHBIMU IOJpA3JCICHUsIMM 10 apxXuBaM U JEJIONPOU3BOJACTBY oOsacTHbIX (MMHCKOTO
TOPOJICKOT0) UCHOJHUTENIBHBIX KOMUTETOB OJUMH Pa3 B MATh JIET WIM MOCJIE 3HAYUTEIIbHBIX U3MEHEHHH B
CTPYKTYp€ OpraHM3alMK HE3aBHCUMO OT CPOKA MPEIBIIYILErO COTIaCOBaHNU.

CBoaHBIE HOMEHKJIATYpbl J€J1 HMHBIX OpraHu3anuii coryacoBeiBatoTcst ¢ L[OK Bbrmecrosimumx
OpraHM3alyii OJWH pa3 B IISATH JIET WIM IOCJIE 3HAYUTENIBHBIX M3MEHEHUN B CTPYKTypE OpraHU3aluu
HE3aBHCHMO OT CpOKa MPEIBIIYIIEro COrIacCOBaHUS.

156. CBoiHBIE HOMEHKJIATYphl AEN OpraHu3alfid, SBISIOMUXCS HWCTOYHMKAMHU KOMIUIEKTOBAHUS
rOCy/IapCTBEHHBIX apXUBOB WM MMEIOIIMX BBIIIECTOSALIYI0O OpraHM3allMio, COCTaBJSIOTCS B TpeX
sk3eMIuspax. CBOJHBIE HOMEHKIIATYPBI J€J1 MHBIX OPTaHMU3alMi COCTABIAIOTCA B IBYX DK3EMILIAPAX.

[lepBbIii AK3eMIUIAp HOMEHKJIATYphl A€l XpaHUTcs B ciayxoe JJOVY (y auma, OTBETCTBEHHOIO 3a
JOY), BTOpo#i mepenaercss B apXWB OpraHM3allMM B KAYeCTBE YYETHOIO JOKYMEHTA, TPETHH — B
roCy/1IapCTBEHHBIN apXUB, HCTOYHUKOM KOMIUIEKTOBAaHUSI KOTOPOTro siBjisieTcs opraHuzauus, win B L[OK
BBIILIECTOSIEH OpraHu3alluy JUIsl COTJIACOBAHMS B COOTBETCTBUM C TpeOOBaHUSAMHM IyHKTa 155
Hacrosmen MacTpykimu.

157. Tlocne yTBepkKJAeHUs CBOJHOW HOMEHKIIATYpHI JI€J M3 Hee JIEJIAlOTCS BBIMUCKU MO pa3zeiaMm.
3aBepeHHble B YCTAHOBJICHHOM TIOPSAKE BBIMUCKH MEPEeNaloTcsid B CTPYKTYpHBbIE MOJApa3JeeHUs
OpraHu3alMK JJIsl UCTOJIb30BaHUS MPU (POPMHUPOBAHUU U YUeTe JEJl, 3aBOJAUMBIX B 3TUX CTPYKTYPHBIX
MO/Ipa3/JIeIICHUsX.

158. HomeHkiaTypbl /el CTPYKTYPHBIX THOJpA3JeNieHHil COCTaBIAIOTCS 1O (opMe COTIacHO
MpUIIokKeHuro 11.

Homenknarypa nen CTpyKTYpHOTO MOAPAa3JIEiICHMsI COIVIACOBBIBAECTCA 3aBEAYIOLIUM apXHBOM
opranuszanuu (JIMLOM, OTBETCTBEHHBIM 3a apxuB), DK aToro mnonpasgeneHus (mpu ee HaJIUYUU) U
MIOJINUCHIBAETCSA PYKOBOAUTENIEM MOAPA3ACICHUS.



159. TIpy Hanuuuu B OpraHU3aIMM OOLIECTBEHHOW OpraHm3auuu (MpodecCHOHAIBHOTO COM03a H
1p.) €€ HOMEHKJIaTypa JeJl COCTaBIIAETCs 10 (OopMe, YCTAaHOBIEHHOM JUIsl HOMEHKIIATYP Jell CTPYKTYPHBIX
nojpasneneHuil. JIokyMeHThI OOIIECTBEHHON OpraHM3aliy BKJIIOYAIOTCS B CBOJAHYIO HOMEHKIIATYPY JeT
CaMOCTOSITEJIbHBIM Pa3/IeJIOM.

160. ITpu cocTaBiieHWM HOMEHKJIATYPHI JEN UCHOJB3YIOTCS YCTaB OpraHu3anuud (MOJIOKEHUE O
Heil), MMOJIOKEHUsI O CTPYKTYPHBIX IO/pa3AeieHUsX, IITaTHOE paclucaHue, IUIaHbl U OTYETHl 0 pabore
OpraHu3alliil U CTPYKTYPHBIX MOAPA3JCeNCHHHA, JOJKHOCTHBIE WHCTPYKIMH PaOOTHUKAM, TUIIOBBIE U
IIPUMEpPHbIE HOMEHKJIATYphl A€, HOMEHKJIATyphl JIeJl 3a MpeblIyle To/Ibl, PErUCTPALlMOHHbIE (POPMBI,
CIpaBOYHBIE KapTOTEKH, MEPEYHHM JOKYMEHTOB C YKa3aHHEM CPOKOB XpaHeHHUs. M3ydarorcsi cocTas,
KOJINYECTBO U COJEPKAHNE IOKYMEHTOB U Jie]l, 00pa3yIoIIHUXCsl B IIPOLECCE AEATEIbHOCTH OPraHU3alHH.

161. B HoMeHKJIaTypy AeN BKIIOYAIOTCA Jieia (JJOKyMEHTHI) TIOCTOSIHHOTO, BpeMeHHOTO (cBbimie 10
ner) u BpeMeHHoro (1o 10 jer BKJIIOYMTENIBHO) XpPaHEHUS, B TOM YHCJIE YYETHO-PErMCTPALMOHHBIC
(hopMBI (KypHAITBI, KHUTH) M CIIPABOYHBIC KAPTOTEKH.

B HOMeHKnaTypy zen Takke BKIHOYAIOTCS JOKYMEHTBI, 00pa3yroIuecs B AEATEIbHOCTH BPEMEHHO
JEWCTBYIOIUX KOJJIETUAIBHBIX OPTraHOB (KOMUCCHIA, COBETOB U T.II.) U OOIIECTBEHHBIX OPTaHU3AII.

B HomeHwiaTypy nen He BiiIouaroTcss HanmoHanbHBI peecTp NpaBOBbIX akTOB PecrmyOnuku
Benapyce u apyrue cOOpHMKM HOPMATHBHBIX IPABOBBIX AaKTOB, I€YaTHBIE H3AaHUS (OpOIIOPHI,
CIPaBOYHHMKH, WH(OpPMALIMOHHbBIE JUCTKH, OIOJUIETEHH, pedepaTUBHbIE XKYpHAJIbl U T.J.), yKa3zaTeld U
JpyTUe BCIIOMOTATEIbHBIE JOKYMEHTHI.

162. CBoHast HOMEHKJIATypa Jell COCTABISAETC A, KaK MPaBUIIO, 110 CTPYKTYPHOMY (B COOTBETCTBHHU
C YTBEpKJIEHHON M OTPaKEHHOW B IITATHOM PAaCHHCAHUU CTPYKTYPOW OPTaHU3aINK) WK IO CTPYKTYpPHO-
(GYHKLIMOHATBHOMY MPHUHLUMITY (B COOTBETCTBMM CO INTAaTHBIM pPAaCHUCAHUEM, YIPaBICHYECKUMHU
GYHKIMSAMH W HamNpaBICHUSMH JESITEIBHOCTH OpraHu3aiuu). B OecCTpyKTypHBIX OpraHHM3alusiX
HOMEHKJIaTypa JeJl COCTaBisiercss 1O (YHKUMOHAIbHOMY HpPUHIUIY (B  COOTBETCTBUH C
yIpaBieHYeCKUMHU QYHKIUSIMU ¥ HAIIPABICHUSAMH JICATEIIbHOCTH OPTaHU3AIINN ).

163. CTpyKTYpHBIMH 3J€MEHTAaMM HOMEHKJIATYphbl J€1 SBJSIOTCA pa3lelibl, KOTOpblE MOIYT
JETUTHCS Ha TTOAPa3AeIbl.

HezaBucumo OT mnpuHLMIA [OCTPOEHUS HOMEHKJIATyphl €l M YTBEP)KIACHHOM CTPYKTYpbI
OpraHM3ally B NIEPBBIN pa3zes BKItoyaroTces Aena ciryx0sl JJOVY.

HaumeHoBaHMS BpEMEHHO JEHCTBYIOUIMX KOJIJIETHAIHBIX OPTaHOB U OOLIECTBEHHBIX OpraHU3alui
B TIOPSIIKE 3HAYMMOCTH YKAa3bIBAIOTCS B KOHIIE HOMEHKIATYPHI Jell B KaueCTBE CAMOCTOSTEIBHBIX
pasziesnos.

164. CBomHast HOMEHKJIATypa Aen ohopMIIsIeTcsl Ha o0IIeM OJlaHKe OpraHU3aliy WA YACTOM JIUCTE
Oymaru gopmara A4.

165. I'padhbl HOMEHKIIATYPBI JIEJT 3aMOTHSIIOTCS B COOTBETCTBUM C YCTAaHOBIICHHON (hOPMOI:

165.1. B rpade 1 HOMEHKJIATyphl el YyKa3blBalOTCd MHIEKCHI Jenl. MHaekc nena COCTOUT W3
ycioBHOTO 0003HaueHus (MHAEKca) pasnena (Mmojapaszesia) HOMEHKIATYPHI JIeST U TOPSJIKOBOTO HOMEpPA
7ien1a B IpeJiesiax JaHHOTO paszena (1opasiena).

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

[Tpu HE0OXOAMMOCTH COCTABHBIE YaCTU UHJIEKCA MOTYT TOTOJHATHCS IUGpoit «O».

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

B CBO}IHOf/i HOMCHKJIAaTYpE A€ OAHOPOJHBIM [€jIaM, BKIIIOYCHHBIM B Pa3JIWMYHBIC Pa3aciibl
(Honpawenm), IMPUCBAUBAIOTCA OANHAKOBLIC 3aIOJIOBKH.

Hampumep:
IIpukasbl AUpEKTOpa UHCTUTYTA 110 OCHOBHOM AesTenpHoCcTH. Konuu



Jlena, B KOTOpBIE TPYNIHPYIOTCS JOKYMEHTHI IO BOIIPOCaM, pa3peliacMbIM B TEUCHHE JBYX U Ooee
net (mepexomsnre Aema), BKIFYAITCS B HOMCHKIIATYPY JIeJT CIEAYIONIETo Io/ia MO TeM e WHICKCOM.

B koHie kaxkgoro pasznena (mojapasjena) HOMEHKIATYPhl AeNl MPEelyCMATPUBAIOTCS PE3CpPBHBIC
WHJICKCHI [T HE3aIUIaHUPOBAHHBIX JIEJ1, 3aBOJIMMBIX B TEUCHHUE TO/IA;

165.2. B rpade 2 HOMEHKIATYPHI JeT YKA3bIBAIOTCS HA3BaHUS Pa3/IesioB (MIOAPa3/IeioB) U 3ar0JI0BKU
el

3aroloBOK Jiela JOJMKEH COOTBETCTBOBATh COACPKAHMIO M COCTAaBY BKJIIOYAEMBIX B HErO
JOKYMEHTOB, OBITh KPaTKUM, KOHKPETHBIM U JIOCTYITHBIM JUISI BOCTIPHSITHSL.

B cocTaB 3aroioBka BKIIIOUAIOTCS yKa3aHUE poja 3aBOJIMMOTO Jiefa (IOKyMEHTHI, ePEmIcKa, J1e10)
WA Pa3HOBHUIHOCTH JJOKYMEHTOB (TIPUKA3bl, IIPOTOKOJIBI, IUTAHBI, OTYETHI, aKThI U JIpP.) ¥ HAa3BAaHHE TEMBI
(coneprkanue) nena.

B 3arosoBku onpeeneHHbIX KaTeropyid el TOTIOJIHUTEILHO BKITIOYAKOTCS:

yKa3aHHEe aBTOpa JIOKYMEHTOB (TIOJTHOE, COKPAIICHHOE WJIM BUJ0BOE HAMMEHOBAaHUE OPTaHU3AINH,
CTPYKTYPHOTO TOJIpa3/IeJICHUS WIN JOJDKHOCTHOTO JIUIIA);

Hampumep:
IIpukasbl AUPEKTOpa UHCTUTYTA 110 OCHOBHOMU AESTEIbHOCTH

yKa3aHHe ajpecaTa Wi KOPPECIOHIEHTa JOKYMEHTOB;

Hamnpumep:
Ilepenucka ¢ MunuctepcTBoM toctuumu PecnyOnuku benapych o mnpoBeneHHM 0053aTeNbHON IOPHIMYECKOM
JKCIIEPTU3bl HOPMATUBHBIX IIPABOBBIX aKTOB

reorpauuecKoe Ha3BaHUE HACCICHHOTO MYyHKTA WM TEPPUTOPHH, C KOTOPOIi CBA3aHO COJCPIKAHHE
JOKYMEHTOB JIJIa;

Hampumep:
OTtuetsl cpenHux Mmkon bopucosckoro, [3epxkurckoro m Kpyrckoro paiioHoB MmuHCKOI o0macti 00 ydeOHO-
METOINYECKOI padoTe

HAaThbl (HepI/IOI[), K KOTOPBIM OTHOCHUTCS COACPIKAHUC NOKYMCHTOB ACJIa;

Hampumep:
OT4eThl TOCYaPCTBEHHBIX APXHUBOB O KOMIUIEKTOBAHUH JOKYMEHTAMH JIMYHOTO Tpoucxoxaerus B 2001-2006 rr.

YKa3aHUeC Ha KOITMIHOCTh JOKYMCHTOB, BKIIFOYCHHBIX B ACJIO.

Hampumep:
ITpukassl fUpeKTopa HHCTUTYTA [0 OCHOBHOM JesTenbHOCTH. Konnu

TepmuH «/IOKyMEHTBI» UCITONIB3YETCS B 3ar0JIOBKE:

IIpU TPYNIIMPOBKE B JEJIO PaA3IMYHBIX BHUIOB JOKYMEHTOB II0 OJHOMY BOIIPOCY, HE CBS3aHHBIX
MOCJIEI0BATENBHOCTBIO JI€JIONPOU3BOCTBA. B KOHIIE 3arojoBka B CKOOKAax yKas3bIBAaIOTCS [JBa-TPU
OCHOBHBIX BHJIa JOKYMEHTOB, BKJIIOUEHHBIX B JIE]I0;

Hampumep:
JIOKyMEHTBI O CTPOHUTENHCTBE CIIOPTUBHOTO KOMIUIEKCa ((PHHAHCOBBIA OTYET, CMETHI, CIIPAaBKH U JIp.)

npu OOBEAVMHEHUH B OJHOM JieJie JOKYMEHTOB-IIPUJIOKEHUH K KakoMy-IHOO IOKYMEHTY WM
rpymnne JOKyMEHTOB.

Hampumep:
JIOKyMEHTHI K IPOTOKOJIAM 3aceaHnii KOJulernd MUHHUCTepCcTBa 3a 2007 Tox



TepMI/IH «I[eno» HCIOJIB3YCTCSA B 3aroJIOBKC IIpHU OGBGILI/IHCHI/II/I B [ACJIC pas3IMYHbBIX BHUIOB
AOKYMCHTOB I1O OJHOMY BOIIPOCY, CBA3aHHBIX ITOCICA0BATCIIBHOCTBIO €I'0 PCILICHM.

Hampumep:
Heno o paccmoTtpenuu xxanodsl MBanosa N.1.

Tepmun «/leno» ynmorpebinsieTcss B Ha3BaHUSAX JIUYHBIX, Cy/ICOHBIX, apOUTPAKHBIX JIEI.

B 3arosioBkax Jen ¢ MepenucKkoil yKa3bIBAKOTCS KOPPECHOHICHT MM KOPPECIIOHACHTHI, ©CIH
MepenuckKa BeIeTCsl C OJHUM, ABYMS WJIH TpeMs KOPPECHOHICHTAMH, M COJIEpPKaHHUE BOIPOCA, IO
KOTOPOMY BEJIETCS TIEPEIIHCKA.

Hampumep:
Ileperucka ¢ MunucrepcTBoM — 31paBooxpaHeHust PecrnyOnuku — bemapych,  TOProBO-IPOU3BOACTBEHHBIM
pecyOIMKaHCKUM YHUTApHBIM NpeanpustueM «bendapmanusy o mocTaBke JEKapCTBEHHBIX CPEACTB

Ecnu nmepenucka Benercs ¢ 6oyee 4eM TpeMsi OTHOPOTHBIMUA KOPPECTIOHACHTAMH, OHU MOTYT OBITh
Ha3BaHbI B 3ar0JIOBKE 000OIIEHHO.

Hampumep:
[epenncka ¢ HCHOTHUTEIBHBIMI KOMHTETAMH 00sIacTei U r. MUHCKA O pacIipeaeIeHH MOJIOIBIX CIICIIHAINCTOB

Ecan MEpeIrucKa BEACTCA C bosee ueM TpEMA pasHOPOAHBIMHU KOPPCCIIOHACHTAMHA, UX HA3BAHHA B
3aroJIOBKEC, KaK IIpaBuJIO, HC YKAa3bIBArOTCH.

Hampumep:
[Nepenncka o 3aKIFOYCHNH JOTOBOPOB HA IIOCTaBKY MAaTEPHAlOB M KOMIUIEKTYIOIINX

B 3aronoBkax, cojepamux IJaHOBYIO MJIM OTYETHYIO JOKYMEHTAIMIO, YKa3bIBAIOTCA YHUCIO,
Mecsll, KBapTall, TOJ, Ha (3a) KOTOPBIM COCTABIECHBI IOKYMEHTHI.

Hampumep:
[TaHB! pabOTHI CTPYKTYPHBIX HOApa3aencHni mHcTUuTyTa Ha [V kB. 2007 1.
KBapTanbsHbIe OTUETHI 0 paboTe CTPYKTYPHBIX HOApa3aeneHuid HHCTUTyTa 3a 2007 rof

He nomyckaercst ucronb30BaTh B KaueCTBE 3aroJIOBKOB (POPMYIUPOBKH, HE OTPAKAIOILIKE COCTaB U
coJlepKaHuEe JOKYMEHTOB, BKJIIOUEHHBIX B Jeno («Marepuanbl», «JloKyMeHTaJIbHbIE MaTepHalbD»,
«Pa3nble 1OKyMeHThI», «DUHAHCOBBIE NTOKYMEHTHI», «OO0Ias nepenucka» U T.I.), U ONpeaeieHUs, B
KOTOpBIX BHJ JIOKyMeHTa 3ameHeH JeiictBueM («MccrnenoBanue ...», «PaccMoTpenue ...»,
«ObecrmieueHue ...» u T.1.).

B npornecce popmupoBaHus A€ 3ar0JIOBKM MOTYT YTOUHSATHCS.

3aroyioBKM B paszzaenax (Moapasjaenax) HOMEHKIATYphl A€l CUCTEMATHU3HPYIOTCS IO TpylnaMm B
3aBHCHUMOCTH OT 3HaYMMOCTH M B3aUMOCBSI3HU €I B CIEAYIOIEM HOPSAIKE:

HOpMaTUBHbIE IPAaBOBbIE aKThl (AeKkpeThbl, yka3bl [Ipesunenra Pecny6nuku benapych, 3axoHbI
Pecny6bnuku benapycs, nocranosnenust CoBera MunuctpoB Peciyonuku benapycs u 1p.);

yuYpeAUTEIbHbIE  JOKYMEHThl ~ OopraHu3zauuu  (yCTaBbl, IIOJIO)KEHUS, CBUJETEIbCTBA O
roCy1apCTBEHHON PETUCTPALIUU U JIp.);

pacnopsiAMTENbHbIE U METOAMYECKHE JOKYMEHTHI BBIIIECTOALIMX OpraHu3alui (MOCTaHOBJICHHUS,
IIPUKA3bl, YKA3aHUA U Jp.);

pacrnopsAMTENbHbIE JOKYMEHThI OpraHU3aluy (MIPUKa3bl, pACHOPSKEHUS U Ip.);

OpraHM3alMOHHbIE JOKYMEHTHI (IITaTHBIE paCIMCAaHMsL, T0JIOKEHNS, MHCTPYKIUH, TIpaBuiIa U 1p.);

IIPOTOKOJIBI;

IUUIaHBbI;

OTYETHI;

JIOTOBOPBI;



CIPaBOYHO-MH(POPMAIIMOHHBIE TOKYMEHTHI (aKThI, CIIPAaBKH, WH(OPMAIIUU, CBOJIKH U JP.);

MIePETNCKa;

YYETHO-PETUCTPALTUIOHHBIE (POPMBI.

[Topsmok cucTeMaTu3aluy HHBIX 3ar0JI0BKOB JIEJ OMPEIENsieTCs COCTABUTENEM HOMEHKIIATYPHI.

CucrtemaTu3anysi 3aroJIOBKOB /i€ BHYTPU KaXAOH TPYIIBI ONPEAEseTCs B COOTBETCTBUU CO
3HAYUMOCTBIO JIOKYMEHTOB M CpPOKaMU UX XpaHEHHs: NpUKa3bl IO OCHOBHOW JESATENIbHOCTH
pacrnojararoTcs Iepeji IpUKa3aMM [0 JIMYHOMY COCTaBY, TIOZOBBIE IUIAHBI M OTYETHl — IEpPEN
KBapTaJIbHBIMU U MECAYHBIMHU, IMEPENHCKa C BBIIMIECTOSIIIMMU OpraHU3alUsSIMU — MEepe] MEepPernuckon ¢
WHBIMH OPTaHU3AIUSMU U T.].

CucremaTn3anusi 3aroJioBKOB OJHOPOIHBIX [N, COAEPKAIUX HAMMEHOBAaHUS KOPPECIIOHACHTOB
WK Teorpaduueckre Ha3BaHUs, OCYIIECTBIIACTCS 10 alpaBuUTYy;

165.3. rpacdha 3 HOMEHKIATYPHI [ 3aIMOJIHICTCS B KOHIIE JEJIONPOU3BOACTBEHHOTO roja. B Heit
YKa3bIBa€TCsl KOJMYECTBO /€1 (TOMOB, 4acTeil), 3aBEEHHBIX B OpraHU3allud B TEUEHUE IoJa IO
COOTBETCTBYIOIIIUM 3ar0JIOBKOM;

165.4. B rpade 4 yKazpIBarOTCS CPOKHM XpaHEHUS /e, HoMepa IMYHKTOB M (MJIM) CTaTei COTIacHO
HOPMAaTUBHBIM TPAaBOBbIM aKTaM, JIOKAJbHBIM MPABOBBIM aKTaM, yCTAHABIMBAIOUIMM MEPEYHH THIIOBBIX
nokymeHToB HanmonambHOro apxuBHOro (onma Pecrydonmuku benapych, oOpasyrommxcs B Iporecce
JeSITeIbHOCTH TOCYJapPCTBEHHBIX OPTaHOB, MHBIX OpPTaHU3alUi U WHANBUAYAIbHBIX TPEIIpUHAMATENCH,
C YKa3aHHUEM CPOKOB XpaHEHUS (Jajiee — IepedeHb THIIOBBIX IOKYMEHTOB C YKa3aHUEM CPOKOB XPaHEHUS)
u (unu) 1epedyHd JoKyMeHToB HamumonameHoro apxuBHoro (¢onna Pecny6muku benapyce,
00pa3ylommxcsi B TMpoIecce MeATENIbHOCTH TOCYIapCTBEHHBIX OpPraHOB, WHBIX OpraHW3aludid H
MOIYUHEHHBIX UM (BXOJSIIMX B COCTaB, CUCTEMY) OPTaHOB, OPraHU3alluid, C YKa3aHHEM CPOKOB XPaHEHUS
(mamee — BETOMCTBEHHBIN IEPEUYCHb JOKYMEHTOB C YKa3aHHEM CPOKOB XpaHEHHs), a TaKKe MepeyHH
nokyMmeHToB HanuonanbHoro apxuHoro ¢onaa Pecnybnuku bemapych, oOpasyrommxcs B mpoiiecce
JESTeTBbHOCTH HETOCYIapCTBEHHBIX OPTaHM3alMi M MOJYUHEHHBIX UM (BXOASIIUX B COCTaB, CHCTEMY)
OpraHM3alyii, ¢ yka3aHUEM CPOKOB XPaHECHHS.

Cpoku XpaHEHHs JOKYMEHTOB, HE OTPa)XCHHBIX B IEPEUYHSIX JTOKYMEHTOB C YKa3aHHUEM CpPOKOB
XpaHeHusl, yKa3aHHBIX B YaCTHU MEPBO HacTosmero noanynkra, onpenenstorces [IOK (3K) opranuzanumii
10 COIVIACOBAHUIO C OpraHaMU apXUBHOTIO Jejia U JIeJONPOU3BOACTBA M I'OCYIapCTBEHHBIMU apXUBaMH
(mns opraHu3anui, SBISIONIMXCS UCTOYHUKAMU KOMILUIEKTOBAHUS TOCYAapCTBEHHBIX apxuBoB) uiu [[OK
BBIIIECTOSIINX OPTaHU3aNHN (I MHBIX OpTaHU3aIui);

165.5. B rpade 5 «lIpumedanue» MpOCTaBISAIOTCS OTMETKU O MEPEXOIAINX JeNaX, O He3aBeICHUU
Jiell, 0 Tepeaaye Jesl B YTyl OpraHMU3alfio WM CTPYKTYpHOE MOojpa3fesieHue JUIsl MPOJOJIKEHUS, O
BBIJICJIEHUH JIe]l K YHUUYTOXEHHI0, 00 yTpare e, O JIMIaX, OTBETCTBEHHBIX 32 ()OPMHUPOBAHUE JEN, O
repeaayde B apXuB OpraHU3aIyu aei BpeMeHHoro (10 10 jeT) xpaHeHus, o 1aTtax U HHACKCaX MPOTOKOJIOB
3acemanmnii [[1OK (OK) opranmszamuu, B COOTBETCTBHH C KOTOPBIMH YCTaHOBJIEHBI CPOKH XPaHEHUS
JOKYMEHTOB, HE OTPA)KCHHBIX B MEPEYHSX THUIOBBIX JOKYMEHTOB C YKa3aHHEM CPOKOB XpaHEHHUs U (WIIN)
BEJIOMCTBEHHBIX MEPEYHIX TOKYMEHTOB C YKa3aHMEM CPOKOB XPaHEHUs, a TaKXkKe MepevHsX JOKYMEHTOB
HanmonaneHoro apxusHoro ¢onna Pecny6mnuku benapych, oOpasyromuxcsi B mpoiecce AesTeIbHOCTH
HEroCyJIapCTBEHHbBIX OpPraHU3allMii U MOJYMHEHHBIX UM (BXOJSIIUX B COCTaB, CUCTEMY) OpraHH3aIuil, ¢
YKa3aHHEM CPOKOB XpaHEHHs, 00 3JEKTPOHHBIX J€Nax, COJAEpKaIMX JTOKYMEHTHI B 3JEKTPOHHOM BUJE
(O), nunpopmannonnsix pecypcax (MUP), rubpunnsix nenax (I'l) u np.

166. B xoHIle CBOJTHON HOMEHKJIATYPHI JeJ niepe]] peKBH3UTOM «[1oanuchy yKa3pIBalOTCS Ha3BAHHS
HOPMATUBHBIX MIPABOBBIX aKTOB, UCIOJIH30BAHHBIX MPHU OMPEACICHUN CPOKOB XPAHEHHUS JIE.

167. ITo okOHYaHHWH ACITOMPOU3BOACTBEHHOTO rojia cinyx00i JIOY opraHu3aiuu B KOHIIE CBOJIHOM
HOMEHKJIATYphI JIeJl COCTaBJIETCSI UTOTOBAsl 3allUCh O KATErOpusX M KOJWYECTBE 3aBEACHHBIX JIEN IO
dopme cormacHo mpwiIokeHHI0 12. HToroBble 3amMcH K HOMEHKIATypaM Jell CTPYKTYPHBIX
nojpaszienenuil (001IeCTBEHHOW OpraHM3alMi) COCTABISIIOTCA MO 3TOM ke (opMe U IMOAMUCHIBAIOTCS
PYKOBOJMUTENSMHU ITHX NOJpa3aeseHuH (001eCTBEHHOW OpraHu3aIim).

I'JIABA 11
®OPMUPOBAHUE JEJI



168. ®opmupoBanue nen1 — rpynnupoOBKa HCIOJHEHHBIX JOKYMEHTOB B Jiella B COOTBETCTBHH C
HOMEHKJIATYpOil J1e1 U cucTeMaTh3alus J0KyMEHTOB BHYTpH JI€]l.

JIOKyMEHTBI TPYIIUPYIOTCS B Jefla paOOTHUKaMH, OTBETCTBEHHBIMU 3a JIEJIONPOHM3BOJCTBO B
CTPYKTYpPHBIX THoapa3aencHusX. KoHTposib 3a NpaBWIbHBIM (OPMHUPOBAHUEM Jie1 B OpraHU3aluu
ocymiecTBisieTcs ciyxooi JJOVY.

169. JTokyMeHTBI IPYIIUPYIOTCS B JIeJIa COTJIaCHO OTMETKaM 00 HCIIOJIHEHUHU JOKYMEHTOB «B nerno
Ney. Ilpu 3TOM TpPOBEPSIOTCS MPABUIBHOCTH O(GOPMIICHHS JOKYMEHTOB, HAJIMYME MOJIUCEH, Har,
OTMETOK 00 UCTIOJTHEHUH U APYTUX HEOOXOJAUMBIX PEKBU3UTOB JOKYMEHTOB.

170. B nena rpynnupyroTcsi JOKyMEHTBI OJTHOTO JEJIONPOU3BOJCTBEHHOTO T'O/a, 32 UCKIIOYEHUEM
MEePEeXOIAIIUX, TUYHBIX U CYA€OHBIX AEI.

JIOKyMEHTBI OCTOSIHHOTO, BpeMeHHOT0 (cBbImIe 10 neT) u BpeMeHHoro (10 10 jieT BKIIOUUTENHHO)
XpaHEHUusl TPYIIUPYIOTCA B OTAeNbHbIe nena. JlomyckaeTcsi BpeMeHHasi TpYIIUPOBKa B OJIHOM Jielie
JIOKYMEHTOB C Pa3JIMYHbIMM CPOKaMHU XPAHEHUS, CBSA3aHHBIX PELIEHUEM OJIHOro Bompoca. Ilo okoHuanuu
JIeJIONPOU3BOJICTBEHHOIO TOa TaKhe Jela pacGOpMUPOBBIBAIOTCSA, a JOKYMEHTHI TPYINIUPYIOTCS B
CaMOCTOSITEJIbHBIE JIEJIa B 3aBUCUMOCTH OT CPOKOB UX XPAHEHUS.

B neno Bkiro4aercs TOJNBKO OJUH 3K3EMIUISP KaXJI0To AoKyMeHTa. He momyckaercs BKIOYaTh B
7ena TOKyMEHTBHI, ITOIJIe)KaIle BO3BPaTy, YePHOBBIC U TyOJIeTHBIE SK3EMILISAPHIL.

[Ipunoxxenus GopMupyroTcs B Jella BMECTEe C JOKYMEHTaMH, K KOTOPbIM OHHM OTHOcsSTcs. [lpu
3HAYUTEIBHOM 00bEeME MPUIIOKEHUN OHU TPYIIIUPYIOTCS B OTIENIbHBIE JIeNa.

171. O6vem nena He pompkeH mpesbimarh 300 aucToB mpu ToinmuHe HEe Oonee 40 mMm. Ilpum
OonpmieM oObeME TOKYMEHTOB JIENI0 JIENAT Ha CaMOCTOSITEIbHBIE TOMA; JOKYMEHTHI Ka)XIOTrO ToMa
SBIIIOTCS IPOJIOJKEHUEM MPEABIAYIIIETO.

172. JIokyMeHTHI B JieJie CHCTEMATH3UPYIOTCS 10 CICTYIOIUM MPUHIUIAM HIIM UX COBOKYITHOCTH:
BOIIPOCHO-JIOTMYECKHM, XPOHOJIOTHYECKH, an(aBUTHBIN, HyMEpallMOHHBIN U JIp.

PacniopsiiuTenbHble TOKYMEHTHI TPYIIIMPYIOTCA B JIENa 110 BUAAM U CUCTEMATU3UPYIOTCS B OPSIKE
BO3pacTaHMsI HOMEPOB.

[Ipuka3pl W pacnopspKeHHsT IO OCHOBHOW JIEATENbHOCTH, IO JIMYHOMY COCTaBy U IO
aJIMMHHUCTPATUBHO-XO3SIICTBEHHBIM BOIIPOCAM TPYIIUPYIOTCSA B OTACNbHBIC Jella U CUCTEMATU3UPYIOTCS
B [IOPSAJIKE BO3PACTAHUS UX HOMEPOB.

[Ipukasbl U pacropsLKEHUs M0 IMYHOMY COCTaBY IPYHIUPYIOTCS B OT/AETIbHBIC JIea B 3aBUCUMOCTH
OT CPOKOB UX XPAHEHUS.

PacniopsiauTtenbHble JOKYMEHTBI OMNPENEICHHON Pa3HOBUAHOCTU, PETUCTPUPYEMBIE OTIEIBHO B
COOTBETCTBUM C TpeOOBaHHUAMU MNOANMYHKTOB 142.3 u 142.4 nynkra 142 nHacrosmei WMuctpykuuw,
TPYNIHUPYIOTCS B OTAENBHEIE JIeNa.

[IpoTokoibl B 1eiax CUCTEMATU3UPYIOTCS 110 XPOHOJIOTHH B MOPSIJIKE BO3PACTAHUSI HOMEPOB.

[1naHbl, OTYETHI, CMETHI, TUTYJIBHBIE CIIUCKU TPYIIUPYIOTCS OTAEIBHO OT PACUETOB K HUM.

[Inanbl ¥ OTYETHl IPYNNHUPYIOTCS B JAefla TOro rojaa, K KOTOPOMY OHHM OTHOCSTCS IO CBOEMY
COJIepKaHUI0, HE3aBUCUMO OT BpeMEHHU MX cocTaBieHusa. Hanpumep, nnan Ha 2006 roz, cocTaBlI€HHBIN B
2005 roxy, wiu otuet 3a 2006 rox, coctaBieHHbld B 2007 roay, M0mKHBI ObITH OTHECEHBI K 2006 romy.
[Inanpl, paccuuTaHHBIE HA HECKONBKO JIET, (OPMUPYIOTCS B Jeja MO0 HAdyalbHOMY TOJy MX ICHCTBHS,
OTYETHI O BBHINOJHEHUH TaKUX IUIAHOB (POPMHUPYIOTCA B JI€1a IO MOCIIETHEMY TOAYy AeMCTBUS MJIaHa.

Jlena ¢ mepenuckod, MOPYyYEHUSIMH U JOKYMEHTaMH OO0 HUX BBINOJHEHUU (HOPMUPYIOTCS IO
BOIIPOCHO-JIOTMYECKOMY MPHUHIINITY, IPEIyCMATPUBAIOLIEMY PACIOJIOKEHNUE TOKYMEHTOB B JIOTMYECKOM
MOCJIEIOBATEILHOCTH PEIICHUS] BOMPOCA: MEPBBIM MOMEIIAETCS WHUIIMATUBHBIA JTOKYMEHT (3ampoc Wiu
MOpYyYEHHUE), 38 HUM — IOKYMEHT-OTBET.

JIOKyMEHTBl ~JTUYHOTO JieJla CHCTEeMAaTU3UPYIOTCA B TMOPSAKE, YCTAaHOBIEHHOM aKTaMH
3aKOHOJATENbCTRA.

OOparienus rpaxiaH, B TOM YHUCJI€ WHIUBUAYAIBHBIX MPEINPUHUMATENCH, U IOPUAUMUECKUX JTHUI] U
JOKYMEHTBI, CBSI3aHHBIE C MX pPACCMOTPEHUEM, TpPYNIUPYIOTCS B CAMOCTOATEIbHBIE Jela U
CUCTEMAaTHU3HPYIOTCS B XPOHOJIOTHYECKOM WK ajdaBUTHOM nopsiike. OOpalieHus rpaxkaH, B TOM YHCIe
WHIUBUAYAIbHBIX TpEANpUHUMATENeH, U IOPUAWYECKUX JIML, COJepXKallhe MpeajoKeHus Io
YIYUIICHUIO JIEATeIbHOCTH OpPraHu3aluii, UHIMBUAYAIbHBIX MPEANpPUHUMATENEH, COBEPIICHCTBOBAHUIO



MIPaBOBOTO PETYJIMPOBAHUS OTHOIICHHH B TOCYJapCTBEHHON M OOILIECTBEHHOW KH3HH, PELICHHIO
BOIPOCOB SKOHOMHUYECKOH, MOJUTUYECKOH, COLMAIbHON U ApPYrux cdep NesITeabHOCTH IOCyAapcTBa U
obmiecTBa, TpyNmupywoTcs oTAenbHO. Kaxgoe oOpalieHue U JOKYMEHTBI, CBSI3aHHBIE C €O
paccMOTPEHHUEM, COCTABJISIIOT B JIeJIe CaMOCTOSITENbHYIO rpyniy. [loBTopHbIe 0OpalieHus U J0KyMEHTSHI,
CBA3aHHBIC C UX PACCMOTPEHUEM, CUCTEMAaTU3UPYIOTCS B J€JI€ BMECTE C IPEAbIIYILIUMHU.

JIuuesple cueTa rpyNIUpPYIOTCS B CAMOCTOSTENBHbIE [IE1a B IPEJeIax rojla U CUCTEMATU3UPYIOTCS
no andasuty paMuIni.

I'JIABA 12
IKCHEPTHU3A HIEHHOCTU JOKYMEHTOB
173. DkcniepTu3a I1EHHOCTH JOKYMEHTOB — 3TO OIpEJIeJIeHHEe HCTOPUYECKOW, Hay4dHOH,

COLIMAJIBHOM, YKOHOMHUYECKOM, IMOIUTUYECKON, KYJIbTYPHON U NMPAKTUYECKOW 3HAYMMOCTH JOKYMEHTOB C
LIEJIBIO YCTAHOBJICHUS CPOKOB UX XPaHEHHs U 0TOOpa Ha XpaHEHHeE.

174. OxkcniepTu3a LEHHOCTM JOKYMEHTOB B  OpraHM3allUd  OCYILECTBISETCS  ITOCTOSIHHO
neiicteyromeil OK. B rocynapcTBeHHBIX OpraHax W HHBIX OpraHU3alMAX, MMEIOLIMX IOJYMHEHHbIE
(BXopsIKeE B COCTaB, CUCTEMY) OpraHbl, OpraHU3aluy, CO3a0TCs OCTOSIHHO AelicTByronue [IOK.

2K (OK) aeiicTByeT Ha OCHOBaHUH IOJIOKEHHUS, YTBEPHKIAEMOT0 PYKOBOJIUTEIEM OpraHU3AINH.
[Tonoxenus o LIDK (3K) opranuzanuid, SBisiFONIMXCSI HCTOUHUKAMU KOMILIEKTOBAHUS TOCYAapCTBEHHBIX
apXH1BOB, COJIACOBBIBAIOTCS C COOTBETCTBYIOLIMMHU rOCYIapCTBEHHBIMU apXMUBaMU, HHBIX OpraHU3alui —
¢ LIOK BblIeCcTOSIIUX OpraHu3alui.

175. IIDK (OK) co3naercs B coctaBe He MeHee 3 uenosek. [Ipeacenarenem LIOK (OK) nasnauaercs
3aMECTUTENIb PYKOBOJIUTENSI OpraHu3allluy, WIeHaMu — pyKoBoauTenb ciyx0el JOY  (nuuo,
orBercTBeHHOe 3a JIOVY), 3aBenyromuil apxXxuBoM (JIMLIO, OTBETCTBEHHOE 3a apXMB) OpraHMU3ALUHU,
TJIaBHBIA OyXranrep u Apyrue HanOojee KBanuuuupoBaHHbIE paOOTHUKHM opranu3anuu. B cocras [[OK
(OK) opranuzanuu, SBIAIOLIEHCS HNCTOYHUKOM KOMILJIEKTOBAHUS TIOCYJAapCTBEHHOI'O apXMBa, MOXET
BKJIIOYAThCSl paOOTHHUK COOTBETCTBYIOmIero apxuBa. [lepconanbusiii coctaB LIOK (OK) yreepxkmaercs
IIPUKA30M (pacrnopsyKeHUEM) PYKOBOIUTEIISE OPraHU3aLUH.

176. OcuoBubivu ¢pyakmmsimu LIDK (OK) sBnsitorest:

IIPOBE/ICHUE SKCIEPTU3bl LEHHOCTH JOKYMEHTOB W OIpEJeNIeHHE CPOKOB HX XpaHEHUs B
COOTBETCTBHUH C 3aKOHOJATEILCTBOM;

COIJIACOBAHUE IPOEKTOB HOMEHKJIATYp JeJl OpraHu3allid M €€ CTPYKTYpPHBIX IOJpa3/eieHuH,
TUIOBBIX U NPUMEPHBIX HOMEHKJIATYp JI€J, MHCTPYKIUI IO JEeIONpPOU3BOACTBY, MPOEKTOB MEepeUHEn
JOKYMEHTOB C YKa3aHHEM CPOKOB XPaHEHUS, METOAMUYECKUX JTOKYMEHTOB IO JIEIONPOU3BOJCTBY;

€XKEroJIHbIM 0TOOP TOKYMEHTOB Ha XpaHEHHE U YHUUTOKEHHUE;

COI'JIACOBAHUE OIHUCEH JIeN MOCTOSHHOIO XpaHEeHHUs, BpeMeHHOro (cBbimie 10 jeT) XpaHeHus U 1o
JUYHOMY COCTaBY;

COIJIACOBAHUE AKTOB O BBIACIECHUM K YHUYTOXKCHHMIO JTOKYMEHTOB M [€J, HE MOAJIekKalluX
XpaHEHUIO;

MOJIFOTOBKA MPEATIOKEeHUH 00 M3MEHEHHHM CPOKOB XPaHEHMs OTAEIbHBIX KaTeropHil TOKYMEHTOB,
YCTAHOBJICHHBIX 3aKOHOJATEIbLCTBOM, U BHECEHUE MX Ha PACCMOTPEHHME OpPraHOB apXWBHOIO Jeja U
JEJIONPOU3BOCTBA U FOCYJaPCTBEHHBIX APXUBHBIX YUPEKICHUM;

OCYILIECTBJICHUE METOAMYECKOI0 PYKOBOJACTBA U KOHTPOJS 3a JesATeNbHOCThI0 DK CTpyKTYpHBIX
MOJIpa3/ieIeHuil U MOJUMHEHHBIX (BXOAALIMX B COCTaB, CHCTEMY) OPTraHOB, OpraHU3aINii;

MPUHATHE pELIEHUI 10 BOIPOCAM COBEPIICHCTBOBAHUS JIEJIONPOU3BOJACTBA M PabOThl apXuBa
OpraHM3alMM U MOJYMHEHHBIX (BXOSALIMX B COCTAB, CUCTEMY) OPraHOB, OPraHU3aLUN.

177. 119K (OK) sBasieTrcss coBemIaTeIbHBIM OpPraHOM, PEIIEHHUS KOTOPOTO YTBEPXKIAIOTCS
PYKOBOJUTENIEM OPraHU3aLUH.

3acenanus LI1OK (OK) u npunnmaemsble pemienns 0opopMIsIIOTCS IPOTOKOJIaMH.

178. HenocpenctBeHuslit ot60p nokymMeHTOB HanmonanmpHOro apxuBHoro ¢onga PecrnyOnmku
benapycr Ha XpaHeHHe B apXUB OpraHM3alliM M BbIJEIEHWE K YHHUYTOXKEHUIO TPOU3BOAUTCS
paOOTHUKAMHU CTPYKTYPHBIX MOJpAa3/eNeHUuil OpraHu3aluy, B JESITEeIbHOCTH KOTOPBIX OHHU ObLIH
00pa3oBaHBbI.



[IpuHIMIBI, KPUTEPUH U TOPSAOK MIPOBEAEHUS SKCIIEPTU3bl IEHHOCTU TOKYMEHTOB OIPEIEIISIFOTCS
aKTaMU 3aKOHO/1aTEeJIbCTRA.

179. Tlo pe3ynpTataM 3KCIEPTHU3bl IEHHOCTH M OTOOpa JOKYMEHTOB COCTABIISIOTCS OMHUCH eI
MOCTOSIHHOTO, BpeMeHHoro (cBeimie 10 neT) XpaHeHHWs W MO JIMYHOMY COCTaBy, a TaKXe aKThl O
BBI/IEJICHUH K YHUUTOXKEHUIO JIOKYMEHTOB U /1], HE NOJIEKALUX XPAHEHUIO.

I')IABA 13
OPOPMJIEHHUE JEJI

180. lena opranuzanuii mnoanexar oOGOPMICHUIO MPU HUX 3aBEICHUM M IO 3aBEPIICHUU
JENONpPON3BOACTBEHHOrO rojga. OdopmiieHne ael  NPOBOIUTCS — paOOTHUKAMH  CTPYKTYPHBIX
MO/Ipa3/IesIeHnH, B KOTOPBIX OHU (POPMUPYIOTCSI.

181. B 3aBHCHMOCTH OT CPOKOB XpaHEHHUSI IPOBOJUTCS MOTHOE MITM YaCTUYHOE O(OPMIICHHUE JIEII.

YactuyHoMy 0QOPMIICHHIO TIOJIJIEKAT BCE Jiea IPU UX 3aBEeIEHUU B JenonpousBojactse. [lonHomy
oOpMIICHHIO TIOAJIEKAT JIela MOCTOSHHOTO W BpeMeHHOro (cBeimie 10 JjieT) XpaHeHHS TOCIe WX
3aBepUICHHUS JIETOMPOU3BOJICTBOM.

182. YactuuHoe odopmIIeHHE [ela TpU 3aBEACHHH B JCIOMPOU3BOACTBE TPEIyCMaTPUBACT
odopmileHHEe pPEeKBU3UTOB OOJIOXKKM Jella B COOTBETCTBUU C HOMEHKIaTypod nen. Ha obmoxkke nena
YKa3bIBaIOTCA:

HAaUMEHOBAHME BBIIIECTOSIIECH OpraHU3aIIH;

HauMEHOBaHME OpraHU3aluy;

HAaUMEHOBAHME CTPYKTYPHOIO TMoOApa3leneHuss wuin (QyHKUUK (HampaBiIeHUS AESITEIbHOCTH)
OpraHM3ally B COOTBETCTBUU C HOMEHKJIATypOU Jell;

MHJIEKC JIeTia 0 HOMEHKIIAType JIeT;

3aroJI0OBOK J1€1a;

roJl, B KOTOPOM 3aBOAMTCS JIEJI0;

CPOK XpaHEHus Jena.

183. ITonHoe odopmieHHe fena mpelycMaTpuBaeT:

MOJLIMBKY WU NEPEIIET Jea;

HyMepaIuio JUCTOB B JIelie;

COCTaBJICHUE BHYTPEHHEW OINUCU JOKYMEHTOB Jeja (B Cilydasx, ONpEeAENEHHBIX IyHKTOM 186
HacTosweill MHCTpykium);

COCTaBJICHHE JIUCTAa-3aBEPUTENS JIETa;

o(opmieHrEe 1 YTOUHEHUE PEKBU3UTOB OOJI0KKH JIeNa;

CHUCTEMATHU3AII0 JIOKYMEHTOB Jlela B COOTBETCTBHU C TpeOOBaHHMSAMHU TaBbl 11 HacTosmien
HNHucTpykuun.

184. Jlena, moyiexaniiue moJTHOMY O(hOpMIICHHUIO, TTOANIMBAIOTCS HE MEHEE YeM B UEThIPE IMPOKOJIa
B TBEPAYI0 OOJOXKKY WJIM IMEPeIrUIeTaloTCs C YY4eTOM BO3MOYKHOCTH CBOOOJHOTO YTEHHs TEKCTa BCEX
JIOKYMEHTOB, J1aT, BU3 U PE30JIOIMI Ha HUX. JIOKyMeHThI, opopMIIeHHBIE Ha iucTax Oymaru popmara A4
B albOOMHOM OpHMEHTalMy, MOJIIMBAIOTCS (MEpervIeTaloTcs) 3a JIeBoe IoJie M CKiajbiBatoTcs. [lpu
MOATOTOBKE JIEN K MOAIIMBKE (TIEPETieTy) METAITHYECKHEe TpeIMeThl (OyIaBKU, CKOOBI, CKPENKH U Jp.)
U3 JOKYMEHTOB YJAIISIOTCS.

Jlena TMOCTOSHHOTO XpaHEHHSs, COCTOSIME U3 JIOKYMEHTOB 0CO000i HCTOPHUYECKOW, Hay4dHOM,
XYA0)KECTBEHHOM W HHOW LIEHHOCTH WM He(pOpPMaTHBIX JOKYMEHTOB (YepTeXH, PYKOIHCH M T.1.),
XPaHATCS B MAINKaXxX ¢ TpeMs KJanaHaMU U 3aBsIi3KaMU WJIU B KAPTOHHBIX QyTsipax (KOpoOKax).

185. JIuctel B Aene, KpoMe JIMCTa-3aBEPUTEINS Jieda U JIUCTOB BHYTPEHHEH ONKCH, HYMEpYIOTCS B
MIPaBOM BEpXHEM YTy apaOCKUMU HU(PpaMu YepHBIM IpadUTHBIM KapaHaamoMm. Vcrnonb3oBaHue YepHII
U [BETHBIX KapaHjauled i HyMepalMM JIMCTOB HE JOmyckaercs. JIMCThl BHYTpEeHHEW omucu
JIOKYMEHTOB JieJla HyMEPYIOTCSl OTJENbHO. JINCTBI KaXKI0ro ToMa Jiela HyMepyTCS OTIENIBHO.

CHOXeHHBI JHMCT pa3BOpayMBaeTCs M HyMEpYyeTcsl B IpaBoM BepxHeM yriy. Jluct moboro
dbopMaTta, MOIIMTHIM 3a OJUH Kpail, HymepyeTcss Kak OJWH JHCT. JIUCT, clOXEeHHBIH MomoiaMm Hu
MOJLIUTBIN 3a CEpPEUHY, HyMEPYETCs KaK /1Ba JINCTA.

UYeprexu, nuarpammsl, (ororpapuu u apyrue crnenupuieckue JOKYMEHTHI, MpPE/CTaBISIONINe
CaMOCTOSITENIbHBIN JIUCT B Jielie, HyMEPYIOTCsl Ha 000POTHOI CTOPOHE B JIEBOM BEPXHEM YTIIy.



JIucr ¢ HarIyxo HaKJIEeHHBIMHM JOKyMeHTaMH ((oTorpadusiMu, BbIPE3KaMH, BBITUCKAMH U T.II.)
HyMepyeTcs Kak OAMH JIUCT. JIOKyMEHTBI, TOAKIEEHHbIE OJHUM KPaeM, HyMEpPYIOTCS OTAEIBHO.

JIOKYMEHTBI, KOTOpbIE HEBO3MOXHO MOJIINTH B J€J0, BKJIAJBIBAIOTCS B KOHBEPT, KOTOPBIH
MOAIIMBAETCS B J1€710. BioeHns HyMepyroTCsl OTAEIBHO OT KOHBEPTOB: BHA4YaJIe HyMEpPYeTCsl KOHBEPT, a
3aTe€M OuYepeHbIM HOMEPOM KaX/10€ BIOXKEHHE B KOHBEPTE.

[ToamuTeie B 170 TOKYMEHTHI ¢ COOCTBEHHON HyMmepaluel JUCTOB (BKIIIOYas MeYaTHbIC W3/1aHus)
HyMepyloTcst B o0mieM nopsake. CoOCTBEHHAss HyMepalus COXPaHSETCs, €CIIM UMEIOIIUI ee TOKyMEHT
COCTAaBJISIET OTAEIBHOE JEIO.

[Ipu HamMuuu OOJBIIOTO KOJUYECTBA OIIMOOK B HYMEPALUU JIMCTOB Jelia MPOBOIUTCS HX
MepEeHyMepaLMsl: CTapblii HOMEp 3a4EPKUBAETCS OJIHOM HAKJIOHHOM 4YepTO#, pAOM CTAaBUTCS HOBBIU
HoMmep nucta. Ecnu oOHapyKeHHbIe OIMOKY B HyMEpaluy He3HAYUTEIIbHBI, TO UCIOIB3YIOTCS JTUTEPHbIC
HOMEpa JINCTOB.

Hanpumep: 15a, 156

186. K nenam, yueT KOTOPBIX BBI3BIBACTCS CIIEU(PUKON TOKYMEHTAMH (0CO00 LIEHHBIE, Cy1eOHbIe,
CIIe/ICTBEHHbIE, JINYHbIE Jena, JAena, c(OopMHUpPOBaHHBIE MO BUAAM M PA3HOBUIHOCTSAM JOKYMEHTOB,
3arojIOBKM KOTOPBIX HE IOJHOCTBbIO PACKpPHIBAIOT KOHKPETHOE COJIEp)KaHUE JOKYMEHTOB Jieja),
COCTAaBJISI€TCSI BHYTPEHHSISI OIMCh JOKYMEHTOB JieJia 1o (hopMe COTIacHO MPUIIokKeHUo 13.

Bo BHyTpeHHEH OmHMCH YKa3bIBaIOTCS MOPSAKOBBIE HOMEpa JTOKYMEHTOB B JIENie, JaThl, HHIEKCHI,
3aroJOBKH JIOKYMEHTOB U HOMEpa JIMCTOB, HAa KOTOPBIX PACHOJIOKEH KX/l JOKYMEHT. Bo BHyTpeHHeil
ONMUCH JEN C pPACHOPSAUTENBHBIMA JOKYMEHTaMH IO JMYHOMY COCTaBy B KadeCTBE 3arojoBKa
YKa3bIBAIOTCS MPEIIIChIBaeMbIe ACUCTBUS (IIpUeM, IIEPEBO/, YBOJIBHEHHUE U Jp.) C YKa3aHueM (haMUIIni,
COOCTBEHHBIX HMMEH, OTYECTB (€CIM TAaKOBbIE HMEIOTCSA) KOHKPETHBIX paboTHHKOB. Ecnmm B omHOM
pacropsauTeIbHOM JOKYMEHTE 110 JUYHOMY COCTABY COJIEPKUTCS HECKOJIBKO JEHCTBHM, KaKI0€ U3 HUX
OTpaykaeTcsi BO BHYTPEHHEH OIMCH IOJT CAMOCTOSITEIIbHBIM TOPSIIKOBBIM HOMEPOM.

BHyTpeHHss onuch JOKYMEHTOB JIMYHOTO JieJla COCTABIISIETCS B IPOLIECCE BECHUSI JIMUHOTO Jea.

B KoHIIe BHYTpEHHEW OIMCH JeNaeTcs HTOTOBasl 3aluCh, B KOTOPOW yKa3bIBaeTCs IU(ppaMu U
IIPOMMCHIO KOJIUYECTBO BKIIOUEHHBIX B 1€J10 JOKYMEHTOB U KOJIMYECTBO JIUCTOB BHYTPEHHEN OIUCH.

BHYTpeHHSII ONUCH TOANMCHIBACTCS COCTAaBUTENEM C YKa3aHHWEM JOJDKHOCTH, pacIIu(ppOBKU
MOJINHMCH, J1aThl COCTAaBJIEHUS M NOMeIaeTcsl B Hadaine jaena. Ecinu neno moamwmro (meperuieTeHo) 6e3
BHYTPEHHEH OIMCH, COCTaBJCHHAs MO YCTAHOBIIEHHOH ()opMe BHYTPEHHSSI OIUCH TOAKIEUBACTCA K
BHYTPEHHEH CTOPOHE OOJIOKKH Jera.

W3meHeHns coctaBa TOKYMEHTOB Jiena (M3bSITHE, BKIIOUEHHE JOKYMEHTOB, 3aMEHA MX KOIHUSMH U
Ip.) OTpaXkaroTcsi BO BHYTpeHHeH omucu B rpage «lIpumeuaHue» co CChbUIKaMHM Ha COOTBETCTBYOIME
akTel. Ilpu HEOOXOAMMOCTH COCTABISIOTCS HOBBIE HWTOTOBas 3alMCh K BHYTPEHHEH OMUCH H
3aBepUTEIbHAS HAAIUCH.

187. Ins ydera KOJMYECTBA JIMCTOB B Jeiie, (UKCAMK OCOOEHHOCTEH WX HyMepalud W
(U3NYECKOTO COCTOSTHUS COCTaBIISIETCsl 3aBEpPUTENNbHAs HA/MUCh. 3aBepUTEIbHAs HAAMUCh COCTABISAETCS
Ha OTJEJIbHOM JINCTEe-3aBEpPUTEIE Jiesa 10 (JopMe COIIaCHO NMPUIIOKEHHIO 14 1 momeIiaeTcsi B KOHIIE Jena
(roma, uactu). Ecnm neno mnoammTo (mepersiereHo) ©Oe3 JHMCTa-3aBEpUTENIs, COCTABICHHBIH 110
YCTaHOBJIEHHOU (hOpMe JIMCT-3aBEPUTEIIb MTOIKJIEUBAETCS K BHYTPEHHEN CTOPOHE OOJI0KKH JAena.

B 3aBeputenbHON Haanucu UQpaMu U MPONUCHI0 YKa3bIBAIOTCA KOJIMYECTBO NPOHYMEPOBAHHBIX
JIMCTOB, KOJIMYECTBO JINCTOB BHYTPEHHEH OnucH (IIpY €€ HAJTMYWH ), HATWYHE JTUTEPHBIX U MPOMYIICHHBIX
HOMEpPOB JIUCTOB, HOMepa JIUCTOB C HAaKJIEEHHBIMU (poTorpadusiMH U JTOKYMEHTaMHU (32 HUCKIIOUYEHUEM
JIMYHBIX JIeIT), HOMepa KOHBEPTOB C BIOKEHHUSMHU M KOJIMYECTBO BIIOKEHHBIX B HUX JIMCTOB. KommuecTBo
JIMCTOB BHYTPEHHEH OMHMCH yKa3bIBAeTCsl B 3aBEPUTENILHONW HAJAIMMUCH IOCIE OOIEro KOJMYeCTBa JUCTOB
Jiena yepes 3HaK «+» (IIToc).

3aBepHTeIbHAS HAJIUCh MOJMMCHIBAETCS COCTABUTENIEM C yKa3aHHEM JIOJDKHOCTH, paciiu(ppoBKU
TIOJIIIMICH U TaTHl COCTABIICHHS.

[Ipu mepenymepanuu JUCTOB B KOHIIE Jlefla COCTABIISIETCS HOBAasl 3aBEPUTENIbHAS HAAIUCh, cTapas
HAJMKCh 3aU€PKUBAETCS, HO COXPAHSETCS B Jee.



188. O6noxku aen opopMIsIOTCs 1Mo (hopMe COrIacHO MPHIIOKEHUIO 15.

[lo oxoHYaHUU AETOMPOU3BOACTBEHHOTO I'0jla PEKBU3UTHI OOJIOKEK e, MOJJICKAIINX OJIHOMY
o OpMIICHHUIO, YTOUHSIOTCS:

py U3MEHEHHM HAaWMEHOBAHMS BBIIIECTOSIICH OpraHU3alliy, OPraHU3alldd WIH CTPYKTYPHOTO
MOJIpa3/ieNIeH s, IPH Mepeaye Jieia B JPYry0 OpraHu3ainio WK CTPYKTYPHOE MoIpa3AeiieHue B IEpHO]
dbopMupoBaHus ena Ha 00JI0KKE YKa3bIBa€TCS HOBOE HAUMEHOBaHHE (CBEpPXY), a MPEeKHEEe 3aKII04YaeTCs
B CKOOKH;

B 3aroJIOBKAax JIeJl C paclopsAIuTEIbHBIMU JOKYMEHTAMH, TPOTOKOJIAMHU, COCTOSIIIUX U3 HECKOJIBKHIX
TOMOB, YKa3bIBaIOTCS UX HOMEPA;

Ha 00JIOXKKE Jieia MPOCTAaBIIseTCs AaTa Aena (KpaiiHue AaThl JOKYMEHTOB, BKIIOUECHHBIX B JIEJ0);

€CIT B JIEJI0 BKJIIOYEHBI JIOKYMEHTHI 3a Oojiee paHHHMU MEpuoJ, 4eM roa (pOpMHpOBaHUS JAeja, TO
MOJ1 JaTOM Jena aenaercs oTMerka «VMerTes JOKYMEHTHI 3a ... ToJ(bl)»;

U3 JIMCTa-3aBEPUTENS HAa OOJI0XKKY Jie7a BHIHOCUTCS KOJIMYECTBO JIMCTOB B JIEIIE;

IIpY BHECEHHH JieJia B CBOJHYIO OIMUCh B COOTBETCTBUM C TpeOoBaHHAMH NyHKTa 204 HacTosIen
WNucTpykiinn Ha OOJIOKKE Jiela MpocTaBisieTcsl apXuBHBIA mmdp (Homep QoHma, omucw W Aena 1o
OTIHICH).

Jlara Ha 00nOXKe nmena obo3Hawaercs apabckumu mudpamu. JaTtel Aen ¢ IiaHaAMH, OTYCTAMH,
IITATHBIMU PACMHUCAHUSIMH, JIMYHBIMU KapTOYKAMU YBOJICHHBIX PAOOTHUKOB, JUIEBBIMHU CUETaMU, JI€J,
C(OPMHPOBAHHBIX M3 HECKOJBKUX JIMYHBIX JEN YBOJCHHBIX PAaOOTHHKOB, W JEJ, COJEpXKAIIUX OJUH
JOKYMEHT, BKJIIOYAIOT TOJIbKO roj. KpaitHumu 1aTamul TMYHOTO Jesia SBISIOTCS JaThl IPUKA30B O IpUeMe
Y YBOJIbHEHHH PaOOTHUKA, HA KOTOPOTO 3aBEJCHO JIEO.

B BepxHeli dacTu OOJIOXKEK JeJ TOCTOSHHOTO XpaHEHWs, MOAJeKalluX Iepenadye B
rOCYJapCTBEHHBIN apXWB, MPEAYCMAaTPUBAETCS MECTO JUISl YKa3aHUSI HAUMEHOBAHUSI COOTBETCTBYIOIIETO
roCy/IapCTBEHHOI'O apXHUBa.

Hanmucn Ha 00J0XKaxX JIENTal0TCs YETKO CBETOCTOMKMMH YEepHWJIAMH, TYIIBIO WM IHapUKOBOU
pyukoii. JlomyckaeTrcsi opopmiIeHHE PEKBHU3UTOB OOJOXKKH C TOMOMIbIO TEXHHYECKHUX CPEICTB Ha
OTJIETTLHOM JIMCTE C MOCJEeAYIONIEH HAKICHKON ero Ha 00JI0XKKY Jena.

189. /lena Bpemennoro (mo 10 Jer BKIIOYHMTEIBHO) XpaHEHUS TIOCIE  3aBEpIICHUS
JETOTIPOU3BOACTBOM OCTAIOTCS YAaCTHYHO O(OPMIICHHBIMHU: JOKYMEHTBHI XPAHSTCS B CKOPOCIIMBATEIISX,
JUCTBl HE HYMEPYIOTCS, MIepeCcUCTeMaTH3alus JOKYMEHTOB B JieJie He MPOBOJUTCS, BHYTPEHHUE OMKCU U
3aBEpPHUTEIbHBIC HAAMNICH HE COCTABIISIOTCS.

I'JIABA 14
COCTABJIEHUE ONMUCEM JEJI

190. Onuce fenm — apXMBHBIM CHPaBOYHMK, COJAEPIKALIMM CHCTEMAaTU3MPOBAHHBIA IE€pEeYCHb
3aroJOBKOB [IeJl, TpPEJHAa3HAYCHHBIM I PACKPBITHS COCTaBa W COAEp)KaHUS JeN, MX ydeTa W
cHCcTeMaTHU3alluu.

191. Ommcu coCTaBISIOTCS €KETOHO Ha JIeja, 3aBepIICHHBIE AETONPON3BOACTBOM, CPOK XPaHEHUS
KOTOpbIX mpeBbiaer 10 ger. Onucu e cOCTaBISAIOTCS OTAEIBHO Ha Jiefla OCTOSHHOTO, BPEMEHHOTO
(cBpime 10 yiet) XpaHeHHUs, O JUYHOMY COCTaBy, Jielia CO CIHEIHUAIbHON JOKyMEeHTaluenl (HaydHbIe
OTYETHI 10 TeMaM, Cy/ieOHbIE U CIeICTBEHHbIE Jes1a U T.11.).

Ha snexTpoHHBIE /ieia COCTaBISIOTCS OT/ACIbHBIE OMUCH B IMOPSIKE, YCTAHOBICHHOM MHCTpyKIHen
0 MopsKe paboThl C IEKTPOHHBIMH JOKYMEHTaMH B FOCYJIapCTBEHHBIX OpraHax, MHbIX OpraHU3alusix U
[TpaBunamu paboOTHI C JOKYMEHTaMH B DJIEKTPOHHOM BHJI€ B apXMBaX T'OCYIapCTBEHHBIX OPTaHOB, HHBIX
OpraHu3aIyii, yTBepKJIeHHBIMH MOCTaHOBJIEHMEM MuUHHUCTEpCTBa rocTulmu Pecnybnuku bemapycek ot
6 despast 2019 r. Ne 20.

192. Onucu  nien cOCTaBISIIOTCS B CTPYKTYPHBIX — IMOJpa3feieHusX (B OECCTPYKTYPHBIX
OpTraHu3aIMsIX — paOOTHUKAMH, OTBETCTBEHHBIMH 32 COOTBETCTBYIOIINE HAIPABICHUS JIESITEILHOCTH W
BbINOJIHEHUE (DYHKIMI) ([ajee — OMUCH Jell CTPYKTYPHBIX MOApA3ZeNeHU) U B apXUBE OpraHHU3aLUuU
(manmee — CBOJIHBIE OITUCH JIEN).

193. B CTpYKTypHBIX NOJpa3JelEeHUsIX OMHCHU Jell  COCTAaBJIAIOTCS TMOJ  METOAMYECKUM
PYKOBOJICTBOM apXKBa OpraHU3aliy 1o (opMe COrIaCHO MPUIIOKEHUIO 16.



194. Onucu fen CTPYKTYPHBIX MOJpAa3/AeiCHUN JOJDKHBI OBITH COCTaBiIEHBI U O(OPMIICHBI B
YCTAHOBJICHHOM TMopsiike He mo3aHee 31 nekabps roma, CISIYIOHMIETO 3a TOJOM 3aBEPUICHHUS eI
JCJIONPOU3BOJACTBOM, U  MPEACTaBICHBI B apXUB OpPraHU3allid B  TEYCHUE  CIICAYIOLICTO
J€TONPOU3BOACTBEHHOrO Tojma. OTBETCTBEHHOCTh 32 CBOEBPEMEHHOE M KAaYeCTBCHHOE COCTaBJICHHUE
omuced NIeN CTPYKTYPHBIX TOAPA3/ICICHHA HECYT PYKOBOAMTEIH STHUX TMOJpa3AeieHUi (paOOTHUKH,
OTBETCTBCHHBIE 3@ COOTBETCTBYIOIIUE HAPABICHHUS ACATSIbHOCTH HJIH BITOJHEHUE QYHKITHU).

195. [lepen BHEeceHHEM 3arojOBKOB el B OIKCh IMPOBEPSETCS COOTBETCTBHE KOJIMYECTBA JIEl,
BHOCHUMBIX B OIKCh, KOJHUYCCTBY 3aBEJCHHBIX JIEJ 110 HOMEHKJIATYPE JIeJl OpraHU3allid, POU3BOIUTCS
NOJMCTHBIA TpocMoTp Jnen. [lpu mpocMmoTpe Jena mpoBepsieTcs COOTBETCTBHE 3aroJioBKa jeia
COICP)KAHUIO JIOKYMEHTOB B JieJie, MPaBUILHOCTh O(GOPMIIEHHS U TPYIIUPOBKA JTOKYMECHTOB,
BKJIFOYCHHBIX B [ACJI0, KAa4YCCTBO IIOAIIMBKU WJIKW MNOCPCINICTA, HyMEpalusa JUCTOB ACJId, HAJIWUYHUC U
NPaBUILHOCTh O(GOPMJICHUS BHYTPCHHEH OMNKMCH Jeina B CiydasX, OIpPEACICHHBIX MyHKTOM 186
Hactosmed WHCTpyKIMHM, Haau4Me U NPAaBWIBHOCTh O(OPMIICHHS 3aBEPUTEIBHOW  HAJIIHCH.
OOHapyXeHHbIC HAPYILICHHS YCTAHOBICHHBIX MPaBHI GOPMUPOBAHUS U 0HOPMIICHHS J€TT YCTPAHSAIOTCS B
CTPYKTYPHBIX IIOJpa3ACIICHUAX.

[Mpu oTCyTCTBHM [Ie]l, YHMCIALIMXCS 0 HOMEHKJIATYpE [eJ, CTPYKTYPHBIM IOJApa3jieicHueM
NPUHUMAIOTCS MEPBI 10 X PO3bICKy. OOHApY)KEHHBIC Jiefia BKIIOYAIOTCS B ONMUCH. ECiin MOUCK okazaics
0e3pe3ysbTaTHBIM, TO Ha OTCYTCTBYIOIIHE JieJla COCTABISCTCS CIpaBKa C HW3JI0KEHHEM MPUYHUH HX
orcyrcTtBusl. CripaBKa IMOJIUCBHIBAETCS PYKOBOJUTENIEM CTPYKTYPHOIO HOJpas3aeieHus (paboTHUKOM,
OTBETCTBCHHBIM 3a COOTBETCTBYIOIICE HAIPABJICHHE CATEILHOCTH WM BBIMOJHCHHE (QYHKIMHA) H
HepeIacTCsl BMECTE C OMKCHIO JIC)I B ADXUB OpraHU3allHu.

196. [Ipu cocTaBieHHH OMUCH e CTPYKTYPHOIO TOApa3IeiiCHHsT COOIOMAIOTCS CIEAYIOIINe
TpeOOBaHUSI:

Ka)10€ J1eJ10 (TOM, 4acTh) BHOCHTCS B OMUCH 0] CAMOCTOSITEIbHBIM TTOPSAKOBBIM HOMEPOM;

MOPSAI0OK HyMEPALMU J€1 B OIIMCH — BAJIOBOW;

3aroJIOBKH JIEJI BHOCSATCS B OIKMCh B COOTBETCTBUU C MPHUHATON CXEMOM CHCTEMAaTH3allii Ha OCHOBE
HOMEHKJIATYPBI JICIT;

rpadbl OMKUCH 3aMOJHIIOTCS B TOYHOM COOTBETCTBUH C TEMH CBEACHHUSIMHU, KOTOPHIC BBIHECEHBI Ha
00JI0XKKY Jiena;

[IPU BHECEHHH B OIKCH MOJPSI HECKOJIBKHX JIEN ¢ OJMHAKOBBIMHU 3ar0JIOBKAMH 3aroJIOBOK IIEPBOTO
Jie7Ia yKa3bIBACTCs MOJHOCTHIO, @ 3ar0JIOBKHU MOCICIYIONIMX JIesl 0003HavaroTes cioBamu «To xey, mpu
3TOM JIpyrHe CBEICHUS O JellaX BHOCATCS B ONKCH ITOJHOCTHIO (HAa KaXXIOM HOBOM JIUCTE OIUCH
3aroJIOBOK JIejia BOCIIPOU3BOUTCS MOJTHOCTHIO);

nepexosIue Jena, CoAeprKallue TOKYMEHTHI 3a HECKOJIBKO JIET, BKJIIOYAIOTCS B OMHCH JIEN 110
rOJly 3aBEJICHHS; TIPU COCTABJICHUU OIHUCEH JIeN MOCICSIYIONIHMX JIET, B TCYCHUE KOTOPBIX (hOPMHUPOBAHUE
NepexoIAIuX JeN ObUIO TMPOJODKEHO, B HUX 3a IMOCTETHEW OMHMCaTeNbHON CTPOKOHM KaXIOoro roja
JIeTAl0TCSl CCBUIKM Ha HOMEpa JIeJI 10 OMKCH TOTO TOja, B KOTOPYIO 3TH MEPEXOJIIUe Jeia ObLIH
BKJIFOUCHBI;

Hampumep:
Jokyments 3a 2006 roj cM. Taxoke B ortucu Ne 3/2005 3a 2005 rox, mena Ne 5, 7, 15.

rpada onucu «IIpumedanue» ucnonap3yeTcs i OTMETOK O Iepeayde Jied B apXUB OpraHu3aliu, o
Jenax, MPUHATHIX U3 IPYTUX CTPYKTYPHBIX MOJpa3AeIeHU B TE€UEHHUE IEIOMPOU3BOICTBEHHOTO rojia, 00
0COOEHHOCTSIX (PU3MUECKOTO COCTOSHUS JIET | T.II.

197. Onucu aen cTpyKTYpHBIX TOJpa3AesieHrii UMEIOT HoMmepa. Homep omucu coCTOUT U3 MHAEKCa
CTPYKTYPHOTO MOJpa3ieieHHs IO HOMEHKJIAType JeJl OpraHu3aluy, To/1a, 3a KOTOPbI /1ea BKII0YaroTCs
B onuck. K HOMepy omucu J1en 1o JIMYHOMY COCTaBy J00aBisieTcss OYKBEHHOE 00O03HAueHHUE <«JIC», a K
HOMEPY OTHCH JieJ1 BpeMeHHOTO0 (cBbImIe 10 j1eT) XpaHeHUs — «B».

198. B xoHIle omucH el CTPYKTYpHOTO TMOApa3eNieHus (3a MOCIeaHEH omucaTenbHON CTPOKOH)
COCTaBJISIETCSI MTOTOBAsl 3alKCh, B KOTOPOW HHM(pPaMH H TMPOMHUCHI0 YKa3bIBACTCS KOJIUYECTBO €,
BKJIFOUEHHBIX B OIMCh, MEPBBIM W TOCIEAHUNA HOMEpa JeN MO OMHUCH, OTOBapUBAIOTCS OCOOEHHOCTHU
HyMEpAINH JIeJT B ONUCH (JINTEPHBIE U MPOMYIIIEHHBIE HOMEPA).



199. Onuce fen CTPYKTYPHOTO TMOApa3AeieHUs MOJIMUCHIBACTCS COCTaBUTEIEM C YKa3aHUEM
JOJKHOCTH, paciin@poBKU MOAMMCHU U JIaThl COCTaBJICHHMSI, COTJIACOBBIBACTCS PYKOBOAMTEIEM CITY>KOBI
JOVY opranuzauuu, K cTpykTypHOTO nojipasaeiacHus (pyu HATMYKUU) U YTBEPKIAETCA PYKOBOJIUTENIEM
CTPYKTYpPHOTO MOApa3IeICHHUS.

200. Omucu gen CTPYKTYPHBIX TOJIPa3AelIeHUI COCTABIISIIOTCS B ABYX dK3EMIUIApaXx, a MPHU HAJTMIUU
OK cTpykTypHOro noapasaeneHusi — B Tpex. OIUH 3K3eMIUISIP OCTAeTCsl B CTPYKTYPHOM IMOAPa3ICICHUH,
BTOpOI NEpeAaeTCs B apXUB BMECTE C JIeJIaMH, TPETUH MOAIINBACTCS K IPOTOKOITY 3acenanus OK.

201. Ha oGmnoxKax Jied1, BHECEHHBIX B OMKCH JIEJI CTPYKTYPHOIO MOJApa3/esieHus], MITKUM YEPHBIM
rpadUTHBIM KapaHJAIIOM MPOU3BOAUTCS BpPEMEHHas IU(POBKA /€1 B COOTBETCTBHHM C OIKCHIO JET
CTPYKTYpPHOTO MOApa3IeICHHUS.

202. Ilo omucsM 1en CTPYKTYPHBIX MOJIPa3/IeIeHUi TOKyMEHTHI CIAl0TCs B apXyB opranu3anui. Ha
OCHOBE ONUCEH JeNl CTPYKTYpPHBIX MOApA3/eiICHU B apXHBE OpraHU3al[Md COCTABISIOTCS TOOBbBIE
paszesnsl CBOJHBIX OMHCEH el

203. [lpn HayMuuMy B OpraHU3aMKM OOIIECTBEHHOW OpraHm3aiuu (Mpo¢ecCHOHATBHOTO COK3a H
Ip.) €e JOKYMEHTHI BKJIIOYAIOTCS B OTAEIBHYIO OMHCH JIeN, COCTAaBIsIEMYyIO 1O (hopMe, yCTaHOBJICHHOMN
JUIS OTKCEH JIeN CTPYKTYPHBIX mojapasfeneHuid. [lena obiiecTBeHHOI opraHu3alii NepeJaloTcs B apXuB
OpraHu3alii B TOPSAIKE, YCTAHOBICHHOM [UIA Tepefadn JAel CTPYKTYPHBIX TOJpas[elieHH, |
BKJIIOYAIOTCS B TOJIOBBIE Pa3/ieiibl CBOJAHOM OMUCH AT

I'JIABA 15
INEPEJAYA JEJI B APXUB OPTTAHU3ALIUU

204. Jlena mocTOsTHHOTO, BpeMeHHOTO (cBbIme 10 j1eT) XpaHeHus: U 10 JTMYHOMY COCTaBY IMOJIEkKAT
nepenavye B apXuB OpraHu3aluu.

Jlena oyKHBI OBITH MEpEIaHbl B apXUB OPraHU3aluU M BKJIIOUEHBI B CBOJHYIO OMHCH el (TOI0BOM
paszen CBOJHOM OMUCH JIel) MO MCTEUYeHWU Toja, HO HE MO3JHee JABYX JIeT IMOCJIEe UX 3aBEepIICHUS
JIeTIOTIPON3BOCTBOM.

Ilepenaya gemn B apXWB OpraHU3alldd  OCYIIECTBISIETCS MO OMHCSIM Jell  CTPYKTYPHBIX
[10/Ipa3/IeJIEHNH, COCTaBIISIEMbIM B COOTBETCTBUHU € TpeOOBaHUSAMMU Ii1aBbl 14 HacTosAmed MHcTpykumu.

205. Jlena BpemenHnoro (mo 10 meT) XpaHeHHs B apXuB OpraHU3aIlMM HE TIEPENalOTCI U IO
UCTEUYEHNUU CPOKOB BPEMEHHOI'0 XpaHEHUs MOJylekaT yHUuToKeHuto. [lepenaua nen sBpemennoro (1o 10
JIET) XpaHEeHUS B AapXHB OPraHMU3AIMM JIOMYCKAETCS B MCKIIOUUTENBHBIX CIydasx IO PEHICHUIO
pyKoBonuTENs oprann3anuu. [lepegaya Takux e B apXUB MOXKET OCYIIECTBIISTHCS MO COTIACOBAHUIO C
apX1BOM OpraHU3alMy 0 HOMEHKJIAType Jell.

206. Jlenma mepemaroTcsi B apXWB OpraHu3anuu 1o rpaduky. I'paduk cocTaBisieTcs 3aBeqyONIIM
apXxvBOM (JIMLIOM, OTBETCTBEHHBIM 3a apXHUB), COIJIACOBBIBACTCS C PYKOBOJUTEISAMH CTPYKTYPHBIX
MOJIpa3/IeIeHN il M yTBEPKIAETCS PYKOBOAUTEIEM OpPTaHU3aINH.

[Tpu mpueme-nepenade e B apxXuBe MPOBEpseTCs MPAaBUILHOCTh GOPMHUPOBAHUS U O(opMIIeHUs
JIeT, COOTBETCTBHE KOJIMYECTBA JeJ, BHECEHHBIX B OMHCH JIEJI CTPYKTYPHOTO TOAPA3IeIICHHS], KOJTHYECTBY
7ie1, 3aBEJICHHBIX B COOTBETCTBMM C HOMEHKJIATYpOH JieNl OpraHM3alvu. BhIABIEHHBIE TpU MPOBEpKe
HE/IOCTATK! YCTPAHSIOTCS paOOTHUKAMHU CTPYKTYPHBIX TTOAPA3ICTICHHMN.

Jlena nepenaroTcst B apXUB OpraHU3ally B IPUCYTCTBUHM paOOTHHUKA CTPYKTYPHOTO MO/Ipa3/ieIeHuUs.
B 060oux sk3eMInisipax onmucH B rpade mpuMedaHue KakI0ro 3arojioBKa Jiejia MPOCTaBISIFOTCS OTMETKH O
HINYMU Jiesl. B KOHIle Ka)X10ro 3K3eMIUIsipa ONUCH HHU(pamMH U MPOMUCHI0 YKa3bIBAIOTCS KOJIUYECTBO
(aKTHYECKN PUHATHIX B apXUB JIE], JaTa IprueMa-Tepe1adn Jell, HAMMEHOBAaHUS JTOJDKHOCTEH, TIO/IITHCH,
pacpoBKU TMOJAMUCEH JUIa, MepelaBLIero Jena, U paboTHUKAa apXuBa (JUIA, OTBETCTBEHHOIO 3a
apxuB), IPUHSABLIETO Jieja.

CBepeHHBIE C OMHCHIO JieNla MOJOMPAIOTCS M YBSA3BIBAIOTCS B apXUBHBIE CBS3KHM TOJIIMHON 10 20
cM. Jlema ykimaneIBarOTCS 1O BO3pPAcTaHUIO HOMEPOB B ONMHCH Ha 00€ CTOPOHBI [lenma JoCTaBiSIOTCS B
apXxuB paOOTHUKAaMU CTPYKTYPHBIX [1O/Ipa3ieiIeHU.

206, ITeperaua TOKyMEHTOB B OIEKTPOHHOM BHJIE B ApXMB OPTaHM3AIMH OCYIIECTBJIAETCS B
nopsiike, ycraHoBieHHOM [IpaBuimamu paboTBl € JOKYMEHTaMH B 3JEKTPOHHOM BHJE B apXHMBax
rOCYJapCTBEHHBIX OPTaHOB, MHBIX OpTaHU3aINH.



I'’TIABA 16
YHUUTOXEHUE JOKYMEHTOB C UCTEKIIUMU CPOKAMU XPAHEHUA

207. OtOop nen K YHUYTOXKEHHIO OCYIIECTBIISIETCS IO pe3yibTaTaM 3KCIEPTU3bl IIEHHOCTH
JIOKYMEHTOB IIOCJI€ TOATOTOBKM CBOJHBIX OIMCEH JeJ MOCTOSHHOTrOo, BpeMeHHoro (cBwimie 10 jer)
XpaHEHUs ¥ 10 JIMYHOMY COCTaBy U O(DOPMIISETCS aKTOM O BBIJCIICHUU K YHUYTOXKEHHUIO JTOKYMEHTOB U
JIeJT, He TTOJIC)KAITUX XPaHEHUTO.

HenocpencTBeHHbIlt 0TOOp MOKYMEHTOB K YHHUYTOXEHHIO B CTPYKTYPHBIX MOAPAa3ICICHHSIX
OCYIIECTBJISIIOT OTBETCTBEHHBIC 3a JICIOMPOU3BOACTBO Julia. [IpoBepKy MpaBHIIBHOCTH MPOU3BEICHHOTO
ot6opa ocymectrisieT [IOK (OK) opranuzarmm.

208. Jlena BKIJIIOYAIOTCS B aKT O BBIJCICHHH K YHHUYTOXEHHUIO, €CIM YCTAaHOBIICHHBIH CPOK MX
XpaHeHUs UCTEK K | sHBaps roa, B KOTOPOM COCTABJICH aKT.

209. AKT 0 BBIJICIICHHH K YHUUYTOXKCHHUIO JIOKYMEHTOB M JIeJl, HE IMOUICKAITUX XPaHCHUIO, MOXKET
COCTaBJIATHCS KaK Ha JieJia BCEH OpraHu3aliiy, TaK ¥ Ha Jielia OTJEIBHOT0 CTPYKTYPHOTO MOIpa3/Ie/ICHu.
Ha noxymenTtsl ¢ ormeTkoit «9ITK» coctaBnsieTcst OTIeNbHBIN aKT.

210. AKT O BBICTICHMM K YHHYTOXKEHUIO JOKYMEHTOB W [IeJI, HE TMOJICKAIUX XPAHCHUIO,
coctaBisieTcs o opme corsacHo nmpuitokeHuto 17. B akTe yka3biBaroTcs:

3aroJIOBKU OTJICIBHBIX JIEJ WM TPYIIIOBBIC 3aT0JIOBKH OJTHOPOJIHBIX JCIT;

Hampumep:
[Tman paboTs! oTAena qokymenToseneHus Ha 2001 rox
WU
[TmaHB! pabOTHI CTPYKTYPHBIX MOAPA3ACICHAN HHCTUTYTA

JaTa WIK KpalHUe TaThl JIeT;

Hampumep:
2001
HIH
2001-2005

HOMEpa HOMEHKIJIATyp Jell, B KOTOPBIX ObUIM YYTEHb! BbLAEISEMble K YHUUTOXKEHHIO Jejia WU
HOMEpa OINuUCEl J1el BpEMEHHOT0 XpaHEHHs], B KOTOpPbIe ObUIM BKJIFOUEHBI BbLIEISEMbIE K YHUUTOKEHUIO
nena (A7 J1en co CpokoM XpaHeHus 6osee 10 ser, B TOM 4uciie MO JIMYHOMY COCTaBy), HOMepa onucei
JIeJl TTIOCTOSIHHOTO XpaHEHUs, U3 KOTOPBhIX B XOJ€ UX NepepaboTKU OTAEIbHBIE J€la WU JOKYMEHTHI
BBIJICJICHBI K YHUYTOXKEHHUIO;

MHJIEKCBI J€J1 IO HOMEHKJIATYPE A eI WM HOMEPA A€l IO OIHCH;

KOJINYECTBO JeJT (KaXKIblii TOM YUUTBIBAETCS KaK OTAEIbHOE JIEN0);

CPOKHU XpaHEHUs €]l U1 HoMepa cTaTel (ITyHKTOB) MO MEPEUHSIM.

Hampumep:
5., m 461

211. AKT O BBIJENIEHUM K YHHUYTOXXCHHIO JOKYMEHTOB M [, HEe IMOJUIekKAIIUX XPaHEHHUIO,
MOJIMCHIBACTCS JIMIIOM, HPOBOJUBIIMM 3KCIEPTU3Y IIEHHOCTH JIOKYMEHTOB, M paccMaTpUBaeTCs Ha
3acenannn [[OK (OK) opranuzammu 0 JHOBPEMEHHO CO CBOJAHBIMU OMTUCSMH €.

AKT, coOCTaBlsieMbli B  OpraHM3alli¥, SIBJISAIOLICHCA  HMCTOYHMKOM  KOMIUIEKTOBAHHUS
TOCYJapCTBEHHOTO apXWBa, YTBEPXKJACTCS PYKOBOJUTEIEM OpTaHU3alld TI0CJIE  YTBEPKIACHUS
COOTBETCTBYIOLIUM TOCYAAPCTBEHHBIM apXMBOM MJIHM CTPYKTYPHBIM MOJpa3/ielIeHUEM IO apXuBaM H
JETOTIPON3BOACTBY 00MacTHRIX (MHHCKOTO TOPOACKOTO) MCHOTHUTEIBHBIX KOMHUTETOB CBOJIHOM OIHCH
JIe7T TIOCTOSIHHOTO XPaHEHHs] M COTJIacOBaHMs CBOJHOM OMHCH JIeJl MO JMYHOMY COCTaBy M akTa O
BBIJICJICHUH K YHUUTOKEHHUIO TOKYMEHTOB C OTMETKOU «IITK».

AKT, cocTaBie€MBIi B OpraHU3alMd, HE SBJIAIOMIENHCS HCTOYHMKOM KOMIUIEKTOBAHUS
TOCYJapCTBEHHOTO apXHBa, HO B JIEATEIILHOCTH KOTOPOW 00pa3yroTcsi TOKYMEHTBI MOCTOSTHHOTO
XpaHEeHHUs, YTBEp)KJIAeTCcs PYKOBOJHUTEIEM OpraHuzanuu mnocie yrBepxaeHus LOK Beimecrosieit



opraHuzanuu (Ipyu HaJTWYUU) CBOJHOM OMHMCH €1 MOCTOSHHOTO XPAHEHHS U COIJIACOBAHMS CBOJHOM
OMUCH JIeJT 110 JIMYHOMY COCTaBY M aKTa O BBIJICJICHUH K YHUUTOKEHHUIO JOKYMEHTOB ¢ OTMETKON «ITTK».

AKT, COCTaBJIIEMBII B OpraHu3aluyd, HE SABJISAIOMICHCS HCTOYHHUKOM KOMIUIEKTOBAHUSA
rOCy/IapCTBEHHOI'O apXuBa, B JEATENBHOCTH KOTOPOM HE 00pa3yloTcs AOKYMEHTHl MOCTOSIHHOTO
XpaHEHUs, YTBEP)KIACTCSl PYKOBOJIUTENIEM OpraHu3anuu rnocie coriacoanusa ¢ LIOK Beimecrosmiei
opranuzanuu (Ipu HAJIUYUHM) OMHMCU JeJ MO JUYHOMY COCTaBY M aKTa O BBIJICICHUHU K YHUUYTOKEHHUIO
JOKYMEHTOB ¢ 0TMeTKOU «IITK».

212. OtoOpaHHbIE K YHUYTOKCHUIO U BKJIIOYCHHBIE B aKT JOKYMEHTBHI MEepEAal0TCsl OpraHu3ausm,
BEJIAIOIIUM 3arOTOBKOM BTOPUYHOTO ChIpbs. Mcrosib30BaHWE 3TUX JOKYMEHTOB JJisi XO3SMCTBEHHBIX
HYXJ 3amnpemieHo. Crnaya JIOKyMEHTOB OQopMIIsieTcs MPUEeMO-CAATOYHOW HakjaaHoi. [lata cnaum u
HOMEp HaKJIa/JHOH YKa3bIBalOTCS B aKTE.

YHHUUYTOKEHHE JOKYMEHTOB, COJEPXKAILMX CBEICHMS, OTHECECHHBbIE B YCTAHOBJICHHOM MOPAJKE K
roCyJapCTBEHHBIM CEKpeTaM, KOMMEpYecKo u (WIM) HHOW OXpaHsAeMOW 3aKOHOM  TaiiHe,
OCYUIIECTBJISIETCSL B COOTBETCTBUHU € 3aKOHOIaTEIBCTBOM.

I'JIABA 17
OIIEPATUBHOE XPAHEHHUE JOKYMEHTOB

213. C MoMeHTa 3aBElCHUS W 10 TEpeladyd B apXWB OPraHM3ALUU WM YHUYTOXKEHHUS MOCTe
UCTEUYCHHUS CPOKOB BPEMEHHOIO XpaHEHHs [lela XpaHATCA B CTPYKTYPHBIX NojpazaeneHusix (y
JOJKHOCTHBIX JIMI) 110 MECTY (POPMUPOBAHUS.

Hlena xpansrcas B pabounx KoMHatax U (WIM) CHEHUANTbHO OTBEACHHBIX JIsi STOM IIeNu
MOMEMICHUAX B 3alMpaeMbIX IIKadax, 00ECIeYNBAONINX UX MOJHYIO COXPAaHHOCTB, MPEIOXPAHSIONINX
JOKYMEHTBI OT IbLUIN U BO3JECHCTBUSI COJTHEYHOT'O CBETA.

214. B nensix NMOBBIIIEHUS ONEPATHBHOCTH MOUCKA JOKYMEHTOB JeJla pacloyaralorcs B mkadax B
BEPTUKAIBHOM IMOJIO)KEHUHM KOPEIIKaMU Hapy)Ky B COOTBETCTBMM C HOMEHKJaTypol nen. Ha kopemikax
00JIOXKEK JIeJT YKa3bIBAIOTCS MHICKCHI TI0 HOMEHKJIATYpe.

DNeKTpOHHbIE HOCUTENH C (OHOTpaMMaMHU 3aceJaHUM KOJUIETHAIbHBIX OPraHoOB XpaHATCS Yy
CEKpeTapsi KoJUuleTMalbHOro oprasa. OTMETKM O JaTe 3acelaHus M BpPEMEHHM 3alMCH JEJalTCs Ha
yIaKOBKE HOCHUTEJIEH.

215. JlIokyMeHTbl W Jeiia, HaXOJSIIHeCs Ha OICPATUBHOM XPAHCHWH, MOTYT BBIIABATHCS B
MOJIb30BaHWE B Mpelerax OpraHu3aludyd JIpPYyruM CTPYKTYPHBIM MOJAPA3JIEICHUAM OpraHU3aluu,
CTOPOHHHUM OpraHu3alusiM M B CIydasiX, ONPEJEICHHbIX JEHCTBYIOIIMM 3aKOHOAATEIbCTBOM,
rpaKJaHaM.

Bbrgaua 1OKyMEHTOB U JIeN B [TOJIb30BAHKUE JIPYTOMY CTPYKTYPHOMY MOJpPa3AeIeHUI0 OpraHu3alun
MIPOU3BOJUTCS C PAa3pELICHUs] PYKOBOAUTEIS CTPYKTYPHOIO MOAPA3ACICHHUS.

Bbigaua OKYMEHTOB M /el CTOPOHHEW OpraHu3aluy MPOU3BOJUTCS HAa OCHOBAaHUM MHCbMEHHOIO
3ampoca 3TOW OpraHu3aluy U PEe30JIIOIMN PYKOBOIUTENSI OPraHU3aLIUN.

Bbrgaua 10KyMEHTOB U el TpaXk/laHaM OCYIIECTBIISIETCS B COOTBETCTBHH C 3aKOHOJATEILCTBOM.

JIOKyMEHTBI, HaXOSIIKecs Ha ONePaTUBHOM XPaHEHUH B OPTaHU3AlUU, MOTYT OBITh U3BATHI B X0OJI€
MIPEIBAPUTENIBHOTO pacClIeZIOBaHUsI, CYJeOHOro pa3OupaTenbCTBa, WCIOJIHEHUS peIIeHUH oOpraHa
YrOJIOBHOTO TMpPECHENOBaHUS M CyJa [0 YIOJOBHBIM JielaM B TOpAJKE, YCTaHOBJIEHHOM
3aKOHOJIaTEIbCTBOM.

N3baTre OKyMEHTOB U3 A€l MOCTOSHHOTO XPaHEeHUS MPOU3BOJIUTCS C 00s3aTeIbHBIM BKJIFOUEHHUEM
B JIEJIO 3aBEPEHHON KOMHUU U3BATOTO TOKYMEHTA.

216. [1ns KOHTpoOJISE 3a BO3BPAaTOM HAa MECTO BBIIAHHOTO (U3BATOr0) M3 Jela JOKyMEHTa
TTOMEMIACTCS JINCTOK-3aMECTUTENh, 0hopMIIIeMbIid TI0 (popme cormacHo mpriioxkeHuto 18. [ koHTposs
3a BO3BPAaTOM [IeJ COCTaBISIETCA KapTa-3aMecTUTeNlb Jena, odopmiseMas 1Mo QopMe COriacHO
MIPUIIOKEHUIO 19.

I'TABA 18
OCOBEHHOCTHU PABOTbI C JOKYMEHTAMM B JIEKTPOHHOM BUJIE
217. UckmtoueH.



218. ®opmMaThl TOKYMEHTOB B AJIEKTPOHHOM BHJIE, @ TAKXKE BUIBI UCHOJIB3YEMBIX MaTepHATbHBIX
HOCUTENIEH Ul MX XpaHEHWs OINpeNeNAloTCs OpraHu3alded, eclli HMHOE€ HE YCTaHOBJIEHO
3aKOHOAATEIBCTBOM.

Opranu3anuu, SBIAIOLIMECS HCTOYHUKAMU KOMIUIEKTOBAHUS TOCYAAapCTBEHHBIX apXHUBOB,
COTJIACOBBIBAIOT HCIIONIb3yeMble (OpMAThl JOKYMEHTOB B D3JIEKTPOHHOM BHJAE C YIOJIHOMOYECHHBIM
rOCYJapCTBEHHBIM apXUBHBIM YUPEKICHUEM.

Hcnonb3yembie (opMaThl JODKHBI 00€CHednBaTh MOJUIMHHOCTB, JIOCTYITHOCTh, IEIOCTHOCTh
uHpOpMallUU JIOKYMEHTOB B 3JEKTPOHHOM BHJE M IIOJHOTY CBEAEHUI O clocobax MX cO3AaHus,
TPaHCIOPTUPOBKHU (TIOJyUYEHUs], OTIPABKM), XPAHEHUSI C MOMEHTA UX CO3JaHus (MOIY4EeHHUs) A0 Nepeladun
B apXMB WJIM YHMYTOXEHHS, B TOM YHCIE IPU OCYLIECTBICHUM KOHBEPTALUU JOKYMEHTOB B HOBBIE
¢dbopmartbl, MUTpalliil B HOBBIC ABTOMATH3MPOBAHHBIC CHCTEMBI, SKCIOPTE M3 AJIEKTPOHHON MOYTOBOM
CHCTEMBI U .

JlonycTUMBIME (popMaTamMu JOKYMEHTOB B 3JIEKTPOHHOM BH/IE SBIISIOTCS:

Portable Document Format / A (PDF/A);

Office Open XML (DOCX);

OpenDocument Format (ODT).

HonyctumbiMi  (hopMaTamMu ISl OJCKTPOHHBIX OTOOPaXEHHWH JIOKyMEHTOB Ha OyMa)kKHBIX
HOCHUTEJISAX SBIISIOTCS:

Portable Network Graphics (PNG);

Tagged Image File Format (TIFF);

Joint Photograph Experts Group (JPEG);

Portable Document Format / A (PDF/A).

JlonmycTumbie OpMAaThl 3JIEKTPOHHBIX KOMHUK JOKYMEHTOB Ha OyMa)KHBIX HOCHUTEINSX OIpPEesICHBI
WHcTpykuueit o nopsiike paboThl ¢ JIEKTPOHHBIMU JJOKYMEHTaMHU B TOCYJIapCTBEHHBIX OpraHax, MHBIX
OpraHu3alMsIX.

219. IloarotoBka M COIIacOBaHUE MPOEKTOB JOKYMEHTOB B 3JIEKTPOHHOM BHUE OCYLIECTBIISIOTCS
10 IIPaBHUJIaM, YCTAHOBJIEHHBIM HacTosulel MHCTpykuyell B OTHOIIEHWH aHAJIOTMYHBIX JIOKYMEHTOB Ha
OyMa)KHOM HOCHUTEJIE.

220. JIokyMeHT B DIJIEKTPOHHOM BHJE JIOJDKCH HMETh BCE PEKBU3UTHI, YCTAHOBIICHHBIC JUIS
aHAJIOTMYHOTO JIOKYMEHTa Ha OyMa)KHOM HOCHTEJNE, 3a UCKJIIOUEHHEM u300paxeHus ['ocyaapcTBeHHOro
repOa Pecniybnmuku bemapyce, a Takke OTTHUCKOB medaTeil u mrammnoB. Pacrnonokenune u odopmiieHue
PEKBU3UTOB B (pOpMyJIsipe JOKYMEHTa B 3JIEKTPOHHOM BHjE (OOIIEeH YacTH 3JIEKTPOHHOIO JTOKYMEHTA)
IIPU €T0 BHEIIHEM MPEJCTABIEHUH JOKHO COOTBETCTBOBATh TPEOOBAHUIM, YCTAHOBICHHBIM ITYHKTOM 35
Hacrosuien Muactpykuuu.

221. B moKyMeHTax B DJIEKTPOHHOM BHUE MPH OPOPMIICHHH PEKBU3UTOB, B COCTaB KOTOPBIX BXOIUT
COOCTBEHHOpYYHAsl MOJIKUCH, BCE AJIEMEHThl TaKUX PEKBU3MTOB, 32 HCKIIOYEHHEM COOCTBEHHOPYYHOM
MOJINKCH, TIPU BHEIIHEM IPEACTAaBICHUN JOKYMEHTA JOJDKHBI ObITh OTPaXKEHbI HEMOCPEICTBEHHO B
dopmynsipe noKkymeHTa. B kauecTBe skBHBaJieHTa COOCTBEHHOPYUYHOU moamucu ucnois3yercs DL, 3a
HCKJIIOYEHUEM CITy4yaeB, YKa3aHHBIX B MyHKTe 222 HacTosmeld MHcTpykuy.

Hcnonb3oBanue DL ocymiecTBisieTcs B COOTBETCTBUM € TPEOOBAHUSAMH 3aKOHOAATENIBLCTBA, B TOM
qclie IPEIbIBISIEMBIM K CpeICTBaM BbIpad0oTKH U poBepku DI

222. VIHcTpyKIMe no Aeaonpor3BOACTBY OpraHU3aliK U (WIM) UHBIMU JIOKAJIbHBIMU NPaBOBBIMU
aKTaMU OpraHu3allid MOTYT OBbIThb YCTAHOBJIEHBI INpaBUja MOJANUCAHUS, COTJIACOBAaHUS, YTBEPKICHUS
BHYTPEHHUX JOKYMEHTOB B 3JIEKTPOHHOM BHJE€ (32 MCKIIOYEHHEM JIOKAJIbHBIX NPABOBBIX aKTOB) 0e3
ucnonb3oBanus OLII, eciu 3aKkoHOJATENCTBOM HE YCTAHOBJIEHO HMHOE. Takue mpaBuiia MOTYT OBITh
YCTAHOBJIEHBI TPU YCIOBHH, YTO IPOIPAaMMHBIE CPEJICTBA, MCIIOIb3YyEMbIE B OPraHU3AlMU, TO3BOJISAIOT
OJIHO3HAYHO HICHTU(ULMPOBATH JIMIIO, MOMKCABILEe (COrlacoBaBIlIee, yTBEPAUBIIEE) TOKYMEHT.

OTnpaBka JOKyMEHTOB B DJJIEKTPOHHOM BHJe 0e3 wucnonb3oBanus OLII gomyckaercs 1o
COTJIALIEHUIO CTOPOH NpPHU YCIOBHH, YTO IPOrpPaMMHBIE CPEJICTBA, NMPUMEHSEMbIE B OpraHU3aIUsX,
MO3BOJISIOT  OJHO3HAYHO HJAEGHTH(PHUUIMPOBATH JIMIO (OpPraHU3aIMI0) — aBTOpa JOKYMEHTa, ecli
3aKOHOAATEIHCTBOM HE YCTAaHOBIJIEHO MHOE.



IIpy ocylIeCTBIEHNN BHEUIHETO COIVIACOBAHMUS IPOEKTOB JOKYMEHTOB B JIEKTPOHHOM BHJE B
KaueCcTBE OJKBUBAJEHTA COOCTBEHHOPYYHON TOJIMUCH, BXonsAmed B coctaB pekBuszuta «I['pud
cornmacoBanusy, ucnonbszyercst DIIII. CormacoBanue mokymenta 6e3 ucnonbszoBanus DI gomyckaercs
[0 COTJIAIEHUIO CTOPOH NpPU YCIOBUH, YTO MPOTPAMMHBIE CPEACTBA, MPUMEHSIEMbIE B OpraHU3aIUsX,
MO3BOJISIOT OAHO3HAYHO HIACHTU(UIIMPOBATH JIMIO, COTJIACOBABIIEE TOKYMEHT, 1 COBMECTHMBI MEXKIY
co00ii, ecii 3aKOHOJATETLCTBOM HE YCTaHOBJICHO MHOE.

OtcyrctBue DOUII gomycTuMo il JOKYMEHTOB (32 HCKJIFOUEHHEM AJIEKTPOHHBIX JTOKYMEHTOB)
MH(OPMALIMOHHO-CIIPABOYHOIO XapakTepa W (WIKM) HE NOJJIeKAUIMX PErucTpaluu, a Takke Ui
AJIEKTPOHHBIX OTOOpPAKEHUI TOKYMEHTOB Ha OyMa)KHOM HOCHTEJIE.

223.IIpn moOArOTOBKE JOKYMEHTOB B JJIGKTPOHHOM BHJE MOTYT HCIOJIb30BaThCS IMIAOJIOHBI.
[[TaGmonbr pa3pabaThiBalOTCST HA OCHOBE YHUGDHUIMPOBAHHBIX (OpM JIOKYMEHTOB ciyxo0oii JIOY
OpraHH3aIHH.

224. TlpueMm ¥ OTHpaBKa JOKYMEHTOB B JJIEKTPOHHOM BHJIE OCYIIECTBIIACTCS, KakK MpPaBUIIO,
ciyxooii JI0Y.

JlonyckaeTcss TpueM W OTHpaBKa JIOKYMEHTOB B 3JEKTPOHHOM BHJE CTPYKTYPHBIMHU
nojpasaesneHusMu (paboTHUKaMU) opraHuzauuud 6e3 yuactus ciuyxObl JIOVY. Ilepeuens karteropwii
JIOKYMEHTOB B 3JIEKTPOHHOM BHJE€, MPUEM M OTIpaBKa KOTOPBIX OCYLIECTBISETCS CTPYKTYPHBIMU
nojpasaeneHusMu (pabOTHUKaMK) OpraHU3allMi CaMOCTOATEIbHO, pa3padateiBaercs ciayxooi OV u
YTBEPKAAETCS PYKOBOJUTEIEM OpraHU3al|H.

[locne oTmpaBKM [OKyMEHTa B OJJIGKTPOHHOM BHUJE, YAOCTOBEPEHHOTO B COOTBETCTBHH C
TpeOOBaHUSAMHU HAcTOAIeH WHCTPYKIMH, IOCBUIKA €ro HK3eMIUIsipa Ha OyMa)KHOM HOCHTENIE He
TpeOyeTcsi, ecii 3aKOHOJaTeIbCTBOM HE YCTAHOBJICHO MHOE.

2241, Tlpu momydeHWH JOKyMEHTOB B JJIEKTPOHHOM BHJE, B TOM dYHcIe momamucaHubx DI,
MIPOBEPSIETCS UX MOJIMHHOCTD U LIEIOCTHOCTD, HAJIMYKE BCEX YKa3aHHBIX MPUIIOKEHHM, BO3MOKHOCTh UX
BOCIPOU3BEJIEHUS, OTCYTCTBUE KOMIIBIOTEPHBIX BUPYCOB U T.JI.

225. UckitoueH.

226. UckittoueH.

226, TIpu nonokuTeILHOM pe3y/bTaTe MPOBEPKU JOKYMEHTHI TIOIEXKAT AalbHelel o6paboTke.

B cnydae obnapyxeHusi ommOOK (OTpULIATENBHBIX pe3ynbTaToB mpoBepku LI, orcyrcTBuUs
MPUIIOKEHUH, HEKOPPEKTHOTO BOCIIPOU3BEICHUS COICPIKAHMSI, HATMYHS KOMIBIOTEPHBIX BUPYCOB U T.1.)
OpraHMU3alMU-OTIPABUTEIIO HANPABISETCS YBEJOMIICHUE.

227. JJokyMeHTBI B 3JIEKTPOHHOM BMJIE IOJUIEKAT PETUCTPALMU B COOTBETCTBUU C TPEOOBAHUSMU
nyHkrta 139 nacrosmieit Mactpykmum.

JIOTIOJIHUTENBHO MPU PETUCTPALMM JOKYMEHTOB B DJJIEKTPOHHOM BHJE MOTYT HCIOJb30BaThCS
PEKBU3UTHI «JlODKHOCTh, MHULMANBI U (aMUIIUS JIUIA, MTOANKUCABLIETO TOKYMEHT», «AJpec XpaHEeHUs
JOKYMEHTa B DJEKTPOHHOM BHUIE», «BHyTpeHHsAs mNepeanpecanysi JAOKYMEHTa IO HCIOJHUTEISAM,
«Hannune mnpunoxeHudt K JTOKyMeHTY», «Crnoco0 A0CTaBKM JOKyMeHTa» (1Mo HH(OpPMaIlOHHO-
TEJIEKOMMYHUKAIIMOHHON CeTH, Ha MaTepHaIbHOM HOCHUTENE U Ap.) U JIp.

228. UckitoueH.

229. Bo BXoAAIIMX M BHYTPEHHMX JOKyMEHTaxX HH(OpMaIus, cojepkaliascs B pPEKBU3UTaX
«Pezomonusay, «OTMeTKa 0 KOHTpoJe», «OTMeTka 00 MCIOJHEHHH JOKYMEHTa W HalpaBJI€HWU €ro B
neno», «OTMeTKa O MOCTYMJIEHUH (PErHMCTPALlMOHHBIM IITaMIl BXOJSAIIMX JOKYMEHTOB)», OTMETKE 00
03HAaKOMJIEHUU C JOKYMEHTOM, UHBIX CIIY)KEOHBIX OTMETKaX, pH padboTe C JOKYMEHTaMH B 3JIEKTPOHHOM
BHUJIE HE BHOCUTCA B UX (HOPMYIISIP.

HNannast unopmanust otpaxaercs B peructpaiioHHbix ¢popmax (PKK mnm xyprnane) Ha OymakHOM
WIA DJEKTPOHHOM HOCHTENE M TNPH HEOOXOJUMOCTH TPHUKPEIUISIeTCs B BHJE OTICIBHBIX (ailioB
(MHpOpPMAIIMOHHBIX 00BEKTOB) K PErHCTPUPYEMOMY (YUUTHIBAEMOMY) TIOKYMEHTY B 3JIEKTPOHHOM BUJE.

230. PeructpaiiioHHO-y4eTHBIE JaHHBIE O JIOKYyMEHTaX B 3JICKTPOHHOM BHUJIE U CBSI3U MEXIY HUMHU
U CaMHUMH JIOKYMEHTAMHM COXPAHSIIOTCSI B HEM3MEHHOM U JOCTYIIHOM [UIsi BOCHPOU3BENEHUS W
BOCIIPUATHS YEJIOBEKOM BHUJE Ha MPOTSIKEHUM BCETO JKU3HEHHOIO IIMKJIAa TOKyMeHTOB. lIpu mepenaue
JOKYMEHTOB B AJIGKTPOHHOM BUJE€ BHYTPU OpraHM3alliy WM MPU OTHpPaBKE 3a Mpeleibl OpraHu3aluu
BMECTE C HUMHU NIEPEAIOTCS UX PETUCTPALIMOHHO-YUETHBIE JaHHbIE.



231. Ilpu mepecbuIKe MO 3JIEKTPOHHON MOYTE JOKYMEHT B AJIEKTPOHHOM BHIE O(OPMIIIETCS IO
MpaBUjiaM, YCTAaHOBJICHHBIM HacTosmerd MHCTpyKkiue#, u mpuKperisieTcs: B BUje npuioxkeHus (daina) x
AJIEKTPOHHOMY ITHCHMY.

232. JIokyMEHTHI B DJICKTPOHHOM BHJIE, B TOM YHCJIE OTIpaBisieMble (ITOJydaeMble) IO KaHajlaM
AJIEKTPOHHOMN IOYTHI, JOIyCKAETCS:

SKCIIOPTHUPOBATH BO BHEIIIHKE IO OTHOLICHHIO K ITOYTOBOM CHCTEME 3JIEKTPOHHbIE (haillibl;

skcrioptuposats B AC JI0V;

pacrneuaThiBaTh Ha OyMa)KHOM HOCHTEJIE.

233. Ilpu sKcropTe JOKYMEHTa B 3JIEKTPOHHOM BHUJE, OTHPABICHHOTO (IOJIYYEHHOTO) 10 KaHajaM
AJICKTPOHHOW IIOYTHI, BO BHENIHWUN 110 OTHONIICHHIO K mouyToBoi cucreme aitn mmm AC JIOY ¢
JOKYMEHTOM 3KCHOPTHPYETCs (pacnedaThlBacTCsl) COIPOBOAUTEIBHOE 3JEKTPOHHOE MHCbMO, BKIIIOYAs
nH(OPMALIMIO, COJEPKAIIYIOCS B 3arojOBOYHOM YacTH OJEKTPOHHOrO TMHUChMa (CBEACHHS 00
AJIEKTPOHHOM ajJipece OTIpaBuTeNs (Mojaydaress), JaTe OTIPABKH, Jare MOIY4YEHMs, TEME IUCbMa, O
MYTAX MPOXOXKICHUS SJIEKTPOHHOTO MHChbMa MO MH(GOPMAIMOHHO-KOMMYHHUKAIIMOHHBIM KaHaJlaM CBS3H,
UACHTU(DUKATOPE MUChMa B UH(OPMAIIMOHHON CHCTEME M [Ip.), €CIM JOKYMEHT HE COJCPKHUT PEKBU3UT
«laTta», B MHBIX CilydasX, KOrja ykazaHHas umHGopManus HeoOXoauMma JJisi MOATBepkIeHus (akra u
YCIIOBUH OTMpaBKH (IOJYYCHHS) TOKYMEHTa W (WJIM) MOXKET OBITh HCIIOJIb30BaHA B CIPABOYHBIX H
JI0Ka3aTeJIbHBIX [ESIX.

234.1lpn XpaHEeHHMH ¥ WCIOJB30BAHUU JOKYMEHTOB B OJJIEKTPOHHOM BHJE, B TOM YHCIE
OTIIPaBJICHHBIX (IIOJIYYCHHBIX) MO KaHAJIaM 3JEKTPOHHOW MOYTHI, 00ECIEUYNBACTCSA UX JAOCTYIMHOCTH AJIS
BCEX 3aMHTEPECOBAHHBIX PAOOTHUKOB OPraHMU3ALMU B COOTBETCTBHU C YCTAHOBJICHHBIMHU 00S3aHHOCTSIMH
Y TIpaBaMHU JIOCTYTIA.

235. KOHTpOIb HCHOMHEHUS JOKYMEHTOB B JJIGKTPOHHOM BHJE OCYIIECTBISIETCS C YYETOM
TpeboBanuii rnaBel 9 HacTosme NHcTpyKuuu.

KoHTposib HcToNnHEeHNs JOKYMEHTOB B RJIEKTPOHHOM BUJIE OOECIEUNBAETCSA TEM K€ CTPYKTYPHBIM
no/ipa3JiesieHueM (JIOJDKHOCTHBIM JIMIIOM), KOTOPO€ B COOTBETCTBUU C JIOKAIbHBIMU MPABOBBIMH aKTaMU
obecrieynBaeT KOHTPOJIb UCIIOJTHEHUS JOKYMEHTOB Ha OYMa)KHBIX HOCHTEIISX.

236. IoKyMeHThI B AJICKTPOHHOM BHJE MOCJIE MX MOIMHCAHUS TOJUIekKAT XPAaHEHUIO B TEUCHUE
CPOKOB, YCTAHOBJICHHBIX JJIs1 aHAJIOTUYHBIX JIOKYMEHTOB HAa OyMa)>KHOM HOCHUTEJE.

B opranumsanmsx, B apxuBaX KOTOPBIX HE CO3JaHbl YCIOBHS Uil XpaHEHHs JAOKYMEHTOB B
AJNIEKTPOHHOM BHJE C COXPAaHEHHEM MX LEIOCTHOCTH, OCYIIECTBIISIETCS XpaHEHHE WICHTHYHBIX IIO
COJIEp’KaHUIO TOKYMEHTOB Ha OyMa)kHOM HOcHTese, 0(OPMIICHHBIX M MOANHUCAHHBIX B YCTAHOBJIEHHOM
nopsake. [Ipy HEBO3MOXHOCTM TOJy4YeHHMs] OyMaXKHBIX OpUIMHAJIOB CO3/al0TCS, 3aBEPSIOTCS B
YCTQHOBJICHHOM TOPSAJIKE U XPaHATCS KOIMHM JOKYMEHTOB B 3JIEKTPOHHOM BHJIe HA OyMa)XHOM HOCHUTEIIE.

Jl11 JOKYMEHTOB B 3JIEKTPOHHOM BHJE BpeMeHHoro (10 10 yeT) xpaHeHus, yka3aHHbIX B [I€peUHe
COrJIaCHO MpuiokeHuto 20, XpaHEHHE HAEHTHUYHBIX IO COJAEPKAaHUI0 JOKYMEHTOB Ha OyMa)XHOM
Hocutene He Tpedyercs, ecnmu AC JIOY, unas uHbopmalmoHHass CUCTeMa OpraHU3aINH, TTOCPEICTBOM
KOTOPOM 3TH JOKYMEHTHI OBLIM CO3/1aHbl MJIM MOJYYEHbI, 00eclednBaeT MX LEIOCTHOCTh B TEUEHHE
YCTaHOBJIEHHBIX CPOKOB XpaHeHus. Opranuzanus BIpaBe pa3paboTaTh aHAJOTUYHBINA NIEpeYeHb, BKIIOUHB
B HEro Apyrue BUIbl TOKYMEHTOB BpeMeHHoro (1o 10 ner) xpaHeHus 0e3 JOMOIHMUTENbHBIX YCIOBHI
BbIIEJICHUS] K YHHMUTOXXeHUIO (B ToMm umcie ormeTok «JIIK», «llocine mpoBeneHHs HaIOroBbIMU
OpraHamu IpOBEPKH COOIIOIEHUS HAJIOTOBOT'O 3aKOHOIaTENIbCTBA, «Ilociie 3aMeHbl HOBBIMIY).

[Ipn HanMUYUU WIEHTUYHBIX [0 COJAEP)KAHUIO JOKYMEHTOB B 3JIEKTPOHHOM BHUJE M Ha OyMa)kHOM
HOCHUTENIE JTOKyMEHTBI B 3JEKTPOHHOM BHJE XPaHATCS OO MHUHOBAaHUS HAJIOOHOCTH. YHHUUYTOXXKEHUE
JOKYMEHTOB B DJIEKTPOHHOM BHJE TIIOCTOSSHHOIO U BpeMeHHoro (csbimie 10 1er) XpaHeHHs
OCYILIECTBIISIETCS] HE pAHEE YTBEP/KAEHUS B YCTAHOBJIEHHOM MOPSAKE T'OJ0BBIX Pa3elioB CBOIHBIX ONUCEN
1ell, COAep KaIIUX JOKYMEHThI Ha OyMa>KHOM HOCHTEJNE.

237. ®opmupoBaHre H OGOpPMIIEHHE OHIEKTPOHHBIX [E€JI OCYIIECTBIAETCS C Yy4eTOM OOIIMX
TpeboBaHuit hopmMupoBanus U 0GOPMIICHHUS 1€ C JOKYMEHTaMHU Ha OyMa)KHBIX HOCUTEIISIX, YKa3aHHBIX B
rnaBax 11 u 13 nacrosmeit Uuctpykuu.

B nestenbHOCTH Opranu3anuii JomnyckaeTcs: popMupoBaHrUe THOPUAHBIX J€] B TOM cllydae, Korja B
npejenax OJHOro Jiena OObEAMHAIOTCS JOKYMEHTBI, YacThb KOTOPBIX IOCTYNMJIA B OPTaHU3AIMIO I10



KaHaJlaM 3JIEKTPOCBSA3HM WJIM ObLIa CO3[]aHa B OpPTaHU3allMM B BHUJE JOKYMEHTa B AJIEKTPOHHOM BHJIE, a
4acTh JOKYMEHTOB IOCTYNWJIA B OpraHM3alMio WM Oblla cO3JlaHa B OpraHu3aluud Ha OyMaKHOM
Hocurene. [Ipy 3TOM B HOMEHKIAType JeN JAeNaeTcsi OTMETKa B COOTBETCTBUH C MOAMYHKTOM 165.5
nyHkTa 165 Hacrosmeit MHcTpyKkiuu.

I'uGpuaHOe 1eno CymecTBYeT TOJIbKO Ha CTAaJuH OINEpaTUBHOrO XpaHeHus. [uOpumHble nena
BpeMeHHOro (o0 10 yier) XpaHeHUs MOCie OKOHYAHUS JEJIONPOU3BOICTBEHHOIO Trojla HE MOAJIexKar
MOJTHOMY O(OPMIICHHIO U XPAHSITCS B TEUCHHE YCTAHOBJICHHBIX CPOKOB.

B opranmsanusx, B apXxuMBax KOTOPBIX CO3/aHbl YCJIOBHUS [JJIs XpaHEHUS JOKYMEHTOB B
AJIEKTPOHHOM BHUJE C COXPAHEHHWEM MX LEJIOCTHOCTH, TMOpUAHBIE Jieda IOCTOSHHOTO M BPEMEHHOIO
(cBpime 10 ser) xpaHeHHs HpU MOJATOTOBKE K IMepeAaye B apXWUB OpPraHU3alUU IMOJUIekKAT IOJHOMY
o(opMIIeHHIO B IBa CaMOCTOSITEIBHBIX JIeJIa: JOKYMEHTHI Ha OyMa)XHOM HOcUTeNe (HOPMUPYIOTCS B JEIIO0
C JOKyMEHTaMH Ha OyMa)XHOM HOCHUTENe, AOKYMEHThl B OJJIGKTPOHHOM BHUAEC (QOPMHUPYIOTCS B
ANIEKTPOHHOE JEN0. YKa3aHHBIM JejlaM MPUCBAaWBAETCS OJMHAKOBBIM MHIEKC 110 HOMEHKJIAType Jel U
3aroJioBOK.

B opraHmszanusx, B apxuBax KOTOPbIX HE CO3/aHbl YCJIOBMS AJIi XpaHEHUs JIOKYMEHTOB B
AJIEKTPOHHOM BHUJIE C COXPAaHEHHEM MX IIeJIOCTHOCTH, HE JOMycKaercs (opMUpOBaTh TMOpPHAHBIE Jena
JIOKYMEHTaMH IOCTOSIHHOTO M BpeMeHHoro (cBeimie 10 neT) xpaHeHus. B ciydae mocTymieHus: Takux
JOKYMEHTOB B OPraHU3allMI0 MO 3JEKTPOHHOW MoYTe, MH()OPMAIMOHHBIM CHCTEMaM BEIOMCTBEHHOIO
(KOpIIOPaTUBHOT0) WJIM MEXBEAOMCTBEHHOIO AJIEKTPOHHOI'O JOKYMEHTOOOOpOTa M Ha OyMa)XHOM
HOCHTEJIE PUMEHSIOTCS TpeOOBaHMs YacTeil BTOPOH U TpeThelt myHkTa 236 Hacrosmed NHCTpyKuuu.

Ocobennoctu GopMHpPOBaHUS W OPOPMIICHHS AJIEKTPOHHBIX W THOPUAHBIX NI OTPAKAIOTCS B
MHCTPYKIHUU 1O JEJIONPOU3BOCTBY OPTaHHU3AIIIH.

238. MecTo xpaHeHHs 3JEKTPOHHBIX U THOPUIHBIX JIEN JI0 MX Mepeadd B apXUB WIH BBIACICHHUS K
YHUUYTOXKEHHUIO OTpeAeNsieTcs] OpraHu3alueil caMOCTOSTENIbHO U 3aKPEIUIIeTCS B JIOKAJIBHOM IMPaBOBOM
aKTe, yTBEP)KJAEMOM PYKOBOJUTENIEM OpraHU3al|H.

239. DkcnepTu3a IEHHOCTH JIOKYMEHTOB B JJEKTPOHHOM BHJIE OCYIIECTBISIETCS B TOpPSIKE,
YCTaHOBJICHHOM IJ1aBoil 12 Hacrosiel MHCTpyKIKH, a TaK)Ke HHBIMHM aKTaMH 3aKOHOJATEIbCTBA.

240. [lepenaya B apXWB M BBIACNCHHUE K YHUYTOXKCHHIO SJEKTPOHHBIX JET M JTOKYyMEHTOB B
AJIEKTPOHHOM BHJI€ OCYLIECTBIIIOTCSI B COOTBETCTBUU € TPpeOOBaHUAMU HacTosed NHCTpyKIMK U UHBIX
aKTOB 3aKOHOJIaTEJIbCTBA.

[Tpunoxenue 1

K MHCTpYKLIUH 110 AETIONPOU3BOACTBY
B TOCY/IapCTBEHHBIX OpPraHax, MHBIX
OpraHu3aIysIxX

(B pelakIy OCTaHOBIJICHUS
MHUHHCTEPCTBA IOCTULIUH

Pecniy6Onuku Benapycn
13.03.2019 Ne 39)

®opma
Tabeap yHu(puUHUPOBAHHBIX (POPM JOKYMEHTOB

YTBEPXJIAIO

(HaI/IMeHOBaHI/Ie JOJIDKHOCTH

PYKOBOIUTEIISI OpPTaHN3aIINH )

[Toanuce PacimmmdpoBka noanvcu
JlaTa



Hauwme- Hara Tlonpaszne- CornacoBanue |[Toamuce|YTBepknenue| Ileuats | Ilepmo- | Ilpu-
HOBaHHUE | yTBEpKIe- |JIEHHE (IOK-| BHYT- BHELLI- JIUYHOCTh | MEYa-
(GbopMBI  [HHSI, HAUMEHO-|  HOCTHOE peHHEe Hee COCTaB- | HUE
JIOKYMCHTa BaHHE JIUIIO), JICHUS
OpraHu3alu OTBETCT-
(momx- BEHHOE 3a
HOCTHOE IOJIrO-
JIMIIO), yTBEP- TOBKY
JUBIICH
dopmy
JIOKyMEHTa
1 2 3 4 5 6 7 8 9 10
HaunmenoBaunue JOJDKHOCTH PYKOBOIAUTCIIA HO,Z[HI/ICI) PaCH_II/I(prBKa IIoAIINCHU

ciyx0st IOV (muna, orBercTBerHoro 3a JI0Y)

[Ipunoxxenue 2
K HCTpYKLIUH 10 AETIONPOU3BOACTBY
B rOCYIapCTBEHHBIX OpraHax, MHBIX

OpraHMU3alNAX

CnHcok Ha paccbUIKY

(Ha3BaHue, naTa, MHJCKC TOKYMEHTA)

HammeHoBanme opranm3anuy 1 (WIK) CTPYKTYPHOTO [TouroBslii KonnuectBo [Ipumedanue
NnoJApa3acJICHUsA, JOJLKHOCTHOI'O JIMIA — aApecaTa aapec IK3CMILIIPOB
1 2 3 4
HanmeHnoBanue q0JKHOCTH PYKOBOIUTEIS IToamuce Pacmudposka moanucu

CTPYKTYPHOT'O MOJIpa3ieJeHus

Haiimenne BrinmiicTassuail apraizaisii

Haiimenne apranizatibli
[TamrroBel anpac
KamyHikanpIiHbIs TaHBIS

KamepubiiiHbls JaHbIsS

[Ipunoxenue 3
K MHCTpYKIIMH 110 I€TOTIPON3BOACTBY
B TOCYJIapCTBEHHBIX OpTraHax, HHBIX

OpraHu3alMax
(B pelaky MOCTAaHOBJICHUS

MuHucTepCTBa FOCTULIMN

Pecniy6nuku benapycs
13.03.2019 Ne 39)

HanmeHoBaHN€E BBIISCTOSAIIEH opraHusanuun

HanmenoBanue opranuzanuu

[TouToBslii agpec

KoMmMmyHHKanIMoOHHBIE JTaHHBIE
Kommepueckne nanHbie

®opma

dopma



Ne Anpecat
Ha Ne an AJipec 3JEKTPOHHOM MOYTHI

3aroJIoBoOK K TEKCTY

TexcT
HaunmenoBanue noimKkHOCTH Pacimmdposka nmoanucu
damunusg ucnoaaureas 000 00 00

[Ipunoxenue 4
HCKITIOYCHO

IIpunoxenue 5
HCKIIIOUYEHO

[Ipunoxenue 6
K MHCTpYKIUH 1O 1eNI0NIPON3BOICTBY

B TOCYAAapPCTBEHHBIX OPTraHax, HHBIX
Opra"u3anusax
®opma

PerncrpanmoHHO-KOHTPOJILHAS KAPTOUYKA

Jluuesas cropoHa

123456 7 8 9 101112 1314151617 18 19 20 21 22 23 24 25 26 27 28 29 30 31
CpOK HCTIOTHEHHs I HasBanue Buza JOKyMeHTa ABTOp (KOpPpPECIIOH/ICHT)
JlaTa u uHAEKC NOCTYIIICHUS Jlata 1 MHAEKC TOKyMEHTa
3aroJI0BOK (KpaTKoe Cofiep KaHue)
Pe3omonus WM KOMY HampaBJyieH IOKYMEHT
OTMeTKa 00 HCIIOJTHEHUH TIOKYMEHTa

ObopoTHas cTopoHa

KoHTpoibHBIE OTMETKH
Donp Ne Omnuce Ne | Jeno Ne

IIpunoxenue 7

K MHCTpYKLIUH 110 AETONPOU3BOACTBY
B FOCYZIapCTBEHHBIX OpraHax, MHBIX
OpTraHMU3aIHAX

Cocras 1 npaBuJIa 3an0JIHeHHA 00513aTeJbHBIX peKBU3UTOB PKK

PexBU3UTHI ITosicHeHMS K 3aII0JIHEHUIO
1 2
HasBanue Buzia 3anoyHsAeTCA B COOTBETCTBUHM C Ha3BAHUEM BHJIA PETUCTPUPYEMOTO TOKyMeHTa. [Ipu
/TOKYMEHTa €rUCTpaINK NHceM rpada He 3aIoHsIeTCs
IABTOp (KOppecnonaeHT) |[Ipu perucTpanuy HOCTYNUBIIEr0 JOKYMEHTA 3aliChIBACTCSI HANMEHOBAHUE




opraHu3alu — aBTopa AokymeHrta. [Ipu perucrpaiuu UCXOISAIIEro JOKYMEHTa
BanMchIBacTCS HANMEHOBaHHUE OpTaHM3alMn-KoppeconaenTa. Jlomyckaercs
MIPUMEHEHHE COKPANICHHOTO HANMEHOBAHHNS OPTaHU3AIHH

/laTa 1 ©HIEKC 3aTI0JIHACTCS [IPU PETUCTPALIMU BXOIAIIETO JOKYMEHTA. 3aliCHIBAIOTCS 1aTa H HHACKC,

MOCTYIUICHUS [PHCBOCHHBIE JOKYMEHTY OpraHH3alieii-orydaTeseM; NepeHOCTCS U3
STUCTPAMOHHOTO [ITAMIIA BXOASAIINX TOKYMECHTOB

/laTa 1 HHOEKC 3annChIBAOTCS laTa U HHIEKC, IPUCBOCHHBIC JOKYMEHTY OpraHu3aLHeii-aBTopoM;

[TOKyMEHTa NepeHOCATCS C BXOSIIIEr0 MIIM HCXOIIEro JOKYMEHTa

3aroJI0BOK (KpaTkoe [TeperoCHTCS 3ar0JI0BOK, ChOPMYTHPOBAHHBIN HA JOKYMEHTE

collepKaHue)

Pe3omronust wim KoMy [TepeHOCHTCS TEKCT PE30TIONUH PYKOBOIUTEIS
HanpasJeH JOKYMEHT
CpoK HCTIOTTHEHUS [MpocraBnsiercst nata (YUCII0, MECSAL, TON), K KOTOPOI JOKYMEHT JIOJDKEH OBITh UCIIOJIHEH.
[Ipu perucTpanvu UCXOISIIET0 MHUIIMATUBHOTO TOKYMEHTa 3alluChIBacTCs AaTa
0’KU1a€MOT0 OTBETA

OtMeTKa 00 ucnonHennu [[IpocraBinsieTcst MHACKC Jiesia M0 HOMEHKJIATYpe A€, B KOTOPOM OyJeT XpaHUThCS
ITOKyMEHTa ITOKYMEHT I0CJIe UCTIOJIHEHUs, KPaTKO 3allMChIBAIOTCS PEIIEHHE BOIIPOca 0 CYIIECTBY,
1aTa ¥ MHIEKC JOKYMEHTa-0TBeTa

[Ipunoxenue 8
K MHCTpyKLMU IO AETONPOU3BOACTBY
B TOCYAAapPCTBEHHBIX OPTraHax, HHBIX

OpraHU3aLMIX
®opma
Kypnaa perucrpanum BXOASIMX JOKYMEHTOB
Jara noctymnenus | Koppecnonnenr, nara u Kpartkoe Pe3omonus umu Cpok OtmeTka 00
1 MHOCKC HMHACKC NOCTYIMHUBIICTO COACPIKAaHUC KOMY HallpaBJICH HUCIIOJITHEHUA HCIIOJIHCHUH
JAOKYMCHTA JAOKYMCHTA JAOKYMCHT
1 2 3 4 5 6
[Ipunoxenue 9
K MHCTpyKIMH HO JIETONPOU3BOACTBY
B rOCYIapCTBEHHBIX OpraHax, MHbIX
OpraHU3aLMIX
®opma

)Kypﬂa.n PErucrpanuu HCXoasAmux T10KyMEHTOB

Jlata u ungexc nokymentaKoppecnonnent|Kpatkoe cogepxanue nokymenta|OTMeTka 00 UCTIOTHEHUH JOKYMEHTa
1 2 3 4

[punoxenune 10

K MHCTpYKIIUY 10 JeTONPOU3BOCTBY
B TOCYAAapCTBEHHBIX OpTaHax, HHBIX
OpTaHU3aINsIX

®opMa HOMEHKJIATYPBbI e/l OPraHu3aluu



HaumenoBanue Boimecrosiuen opranuzanuun Y TBEPXKJIAIO

HanmenoBanue opranu3anuu
HOMEHKIJIATYPA JIEJI (HanMEHOBaHHE JOJKHOCTH
No

PYKOBOJUTENS OPraHU3aLIHH )

(MecTo cocTaBieHUs)

Ha ToJ
TToamuce Pacmudposka noanucu
[Hara

HWNupexc nema HasBanue paznena Kon-Bo gen Cpok XpaHEeHHS JeTa [Ipumeuanue
(mompasznena), 3aroIoBOK  |(TOMOB, YacTeil)|(ToMa, 9acTH) U HoMepa
nena (ToMa, 9acTH) ITyHKTOB (cTaTtei) mo
MEPEYHIO
1 2 3 4 5

HOMGHKHaTypa A€ COCTaBJICHA Ha OCHOBAaHHNHU

(HaSBaHI/Iﬂ W BBIXOIHBIC JaHHBIC

HOPMAaTHUBHBIX IPABOBLIX AKTOB, UCIIOJIB30BAHHBIX ITPU OMIPEACIICHUN CPOKOB XPpaHCHUA Ileﬂ)

HanmenoBanue 107KHOCTH PyKOBOIUATENS [Tognuce Pacummdposka noanucu
ciyx0b1 IOV (muna, orBerctBerHoro 3a JI0VY)

3aBenyrouuii apxuBoM (HaMMEHOBaHUE
JOJKHOCTH JIWIIA, OTBETCTBEHHOT'O 32 ApXUB)

Ilonnuce Pacmudposka moanucu
Hara
COI''TACOBAHO COI'JTACOBAHO*
[Tporoxon 3aceqanus [[OK (3K) [Tporoxon 3aceganust DMK (OIIK, 113K)
(HanMEeHOBaHHE OPTaHU3AIIH) (HauMeHOBaHHE
No

TOCYIapCTBEHHOTO apXHBa WIIH

CTPYKTYPHOTO TIOJpa3IeTIeHHs 110 apXUBaM U

JIETTOTIPON3BOACTBY 001acTHBIX (MHHCKOTO TOPOACKOTO)
HCIOJIHUTEIBHBIX KOMUTETOB,

BBILIECTOSAIIEH OpraHU3aIKN)
Ne

*B OopraHuzanusax, HC SABJAOIIUXCSA HWCTOYHHUKAMHU KOMIUJICKTOBAHUS TOCYHApPCTBEHHLIX APXHMBOB W HE HMCIOMIUX
BBIIICCTOSAICTO OpTraHa YIIpaBJICHUS, HE O(I)OpMJISIeTCSI.

[Tpunoxenue 11

K MHCTpYKIIMY 1O IE€TOTIPOU3BOICTRY
B FOCYZIapCTBEHHBIX OpraHax, MHBIX
OpraHHU3alMAX



®opMa HOMEHKJIATYPBI J1eJI CTPYKTYPHOTI0 noapasaeseHus (001ecTBEeHHOH OpraHu3amum)
OpraHu3anuu

HaunmenoBanue opranuzanuu
HaunmeHnoBanue CTpyKTypHOTO
noApasaeneHus (001mecTBeHHOM
OpraHM3aL1H)
HOMEHKIJIATYPA JEJI

Ne

(MecTo cocTaBIeHUS)
Ha ron

Wupexc Hazpanue pa3gena Komn-Bo men Cpoxk xpaHeHus aena (Toma, 9acti) U |[Iprmedanne

nena | (mompaszena), 3aroJIOBOK Aejia | (TOMOB, yacTei) | HOMepa ITyHKTOB (CTaTeil) Mo MepevHto
(TOMa, YacTn)
1 2 3 4 5

HOMGHKHaTypa A€ COCTaBJICHA Ha OCHOBAaHHNHU

(HaSBaHI/Iﬂ W BBIXOJHBIC JaHHBIC

HOPMAaTHUBHBIX IPABOBLIX aKTOB, UCIIOJIB30BAHHBIX ITPU OMIPEACIICHUN CPOKOB XPpaHCHUA Ileﬂ)

HanmenoBanue 10mKHOCTH PyKOBOIUTENS ITognuce Pacmm¢poBka noanucu
CTPYKTYPHOTO IOAPa3IeICHU
(oOmIecTBeHHON OpTraHU3AIIH)

3aBenyrouuii apxuBoM (HAaMMEHOBaHUE
JIOJDKHOCTH JIUIIA, OTBETCTBEHHOTO 3a apXUB)
[Tonnuce PacmmdpoBka noanucu
JlaTa

COI'TACOBAHO*
[TpoTokon 3acenanus DK

(HaMEHOBaHME CTPYKTYPHOTO MOJPA3EICHUs)

Ne

*Odopmisiercs: mpu Hanmmunu DK CTPYKTYpHOTO MOJpa3aeieHus..

[Tpunoxenue 12

K MHCTpyKIIMU 1O AE€TONIPON3BOACTBY
B TOCYJIaPCTBEHHBIX OpraHaX, MHBIX
OpTraHM3aIHsIX

(B pelaky MOCTaHOBJICHHS
MunncTepcTBa FOCTULIUT

Pecry6imnku benapycn
13.03.2019 Ne 39)



HTrorosas 3anuch o KaTeropusdax U KoJIu4ecTBe aeJl,
3aB¢ACHHbIX B roay B

(HanMeHOBaHME OpPTaHU3AIINH)

ITo cpokxam xpaHeHus Bcero B Tom uncne

NEePEXOAALIUX ¢ ormeTkon «TTK»

1 2 3 4

IlocTostHHOTO,

M3 HUX:

PIEKTPOHHBIX 1€
THOPHUIHBIX eI
MHPOPMAIMOHHBIX PECYPCOB

Bpemennoro (csoime 10 ner),
W3 HUX:

DIIEKTPOHHBIX JIEJT
THOPHUIHBIX eI
MH(POPMAIIMOHHBIX PECYPCOB

Bpemennoro (o 10 ner),

13 HUX:

HIIEKTPOHHBIX J1eJT
rUOPHITHBIX J1eJT
MH(OpPMaLMOHHBIX pECYPCOB

NTOI'O

HaumeHnoBaHue JOMKHOCTH PYKOBOIUTEINS [Toamnuck PacmmdpoBka noamnucu
ciryx0s1 IOV (muma, orBercTBerHoro 3a JI0VY)
Hara

Htorossie cBeACHUS nepCaaHbl B apXUB OpraHU3alluN.

HaumeHnoBanue q0KHOCTH JIMIIA, [Monnuce Pacmmdposka noanucu
MEPEIaBIIETO CBEACHUS
ara

[punoxenue 13

K MHCTpYKLIUH 110 AETONPOU3BOACTBY
B FOCYIapCTBEHHBIX OpTraHaxX, HHBIX
OpraHMU3alNAX

®opMa BHYTPEHHEH ONUCH JOKYMEHTOB /eJia

BryTtpennssa onucek
JOKYMEHTOB zienia Ne

Ne | Mara noxkymenra | MHpaekc noxkymeHTa HaszBanwue u (nm) Howmepa nucroB nena | IIpumeuanue
n/n 3aroJIOBOK JOKYMEHTA

1 2 3 4 5 6
Hroro JIOKYMEHTOB.

(mdpamu ¥ IPOITUCHIO)
KomnyectBo 1HcTOB BHYTpeHHCﬁ OIINCH

(umdpamu ¥ MPONHCHIO)

®dopma



HanmeHnoBanne JOIKHOCTH JIMIIA, COCTABHUBIIIETO IMoamuce Pacmmdposka moanucu
BHYTPEHHIOIO OIKCH JOKYMEHTOB JieJia
Jara

[Ipunoxenune 14
K MHCTpYKITUY O JeTONPOU3BOICTBY

B I'OCYJapCTBCHHBIX OpraHax, MHbIX
OpraHusanusax
dopmMma JucTa-3aBepUTEIs AeJ1a

JIMCT-3ABEPUTEJIb JIEJIA Ne

B nene noammTo (Bi0KEeHO) U MPOHYMEPOBAHO

(mpaMu 1 IPOTIHCHIO)
JUCT(OB), B TOM UYHUCIIE:

JIUTEPHBIE HOMEpA:
IIPONYLIEHHbIE HOMEpaA!
+ IMCTOB BHYTPEHHEN OIUCH:

Oco0OCHHOCTH (PU3UUECKOTO COCTOSIHUSA ¥ (DOPMHUPOBAHUS JeTa Howmepa nucros
1 2
HaumeHnoBanue n0KHOCTH JIMIIA, [Moanuce Pactmmdposka moanucu
COCTaBHUBILEr0 3aBEPUTEIbHYIO HAAIUCH

Jara

[Ipunoxenue 15

K MHCTpYKLIUH 110 AETONPOU3BOACTBY
B TOCYJIapCTBEHHBIX OpraHax, MHbBIX
OpraHMU3aLNAX

dopma 00J105KKH /1e1a

D. Neo
Om. Ne
1. Ne




(HaMMEHOBaHKE rOCyJapCTBEHHOrO apXxuBa)™*

(HanMeHOBaHUE BBIIIECTOSIICH OpraHu3aIlium)

(HauMeHOBaHME OpPTaHU3AIIH)

(HanMeHOBaHME CTPYKTYPHOTO MOApa3AeieHus (00mecTBeHHOI oprann3anum),

(yHKIIMM WK HaNpaBJIeHUs NS TEIbHOCTH)

JHeno Ne Tom Ne

(3aroJioBOK Jena)

narta (KpaiHie JaThl)

Ha JIMCTax
XpaHUTh

D. Ne

Om. Ne

JI. No

*OdopmisieTcss B OpraHU3ALMSX, SBISIOMINXCS HWCTOYHMKAMH KOMIUIEKTOBAHHMS TOCYNApCTBEHHBIX apXHBOB, IpPHU
nepenaue gena (Toma, 4acTH) B TOCYJAapCTBEHHBIN apXUB.

[punoxenue 16

K MHCTpYKIIH 1O IENTONIPONU3BOJICTBY
B TOCYJJapCTBEHHBIX OpTaHaX, HHBIX
OpTaHU3aINsIX

®dopma ONMCH JeJI MOCTOSTHHOT0, BpeMeHHOro (cBbime 10 j1eT) XpaHeHHus1 M 110 JIMYHOMY COCTABY
CTPYKTYPHOIO nojpa3sjejeHus (001ecTBEHHON OpraHn3annu) Opranu3auun

HanmenoBanue opranusanuu YTBEPXIAIO

HaunmeHnoBanue cTpyKTYpHOTO

nojapasieneHus (001uecTBeHHON OpraHu3alim) (HanMMEHOBAHHE JIOIDKHOCTH
Onncp Ne

nen PYKOBOIUTEIIS CTPYKTYPHOT'O

(HaMEHOBaHHE KaTEerOpPHH JIeI)

3a ron nojipasenenus (00ecTBeHHOH

OpraHu3aluH)



[Toanuce Pacmm¢poBka noanucu
ara
Ne| Unpeke nena HasBanue paznena, Hara nena | KommaectBo muctoB B | Cpok xpanerHust |[IpuMedanune
/11| (ToMa, 4aCTH) | 3aroJjoBOK Jelna (ToMa, (ToMma, nene (ToMme, 4acTH) |gena (ToMma, 9acTu)’
4acTun) 4acTu)
1 2 3 4 5 6 7

B JaHHYIO OIIKMCh BHECCHO

(mmhpaMu ¥ IPOTTUCHIO)
nei ¢ Ne 1o Ne

B TOM YHCJIC:

JUTEPHBIE HOMEpa:
MPOIYyILIEHHbIE HOMEpa!

HaumenoBaHue nOIKHOCTH Tloamuce
COCTaBUTENSA ONUCH
Jlara

HanmMeHoBaHME TODKHOCTH PYKOBOIUTEIIS
ciyx0b1 IOV (nuua, orBerctBeHHOro 3a J10Y)

[lonmuce Pacmmudposka moanucu
[ara
COI''TACOBAHO**

IIporokon 3acenanusa K

(HauMeHOBaHHE CTPYKTYPHOTO MOApa3AeICHNU)

No

Ilepenan el u

PacimmmdpoBka noanucu

(umpaMu U IPOTTUCHIO) (tmdpamu U IPOTTUCHIO)

PEruCTPpaiuOHHO-KOHTPOJBHBIX KaPTOYCK K JOKYMCHTAM.

HaumenoBanue 10mkHOCTH paOOTHHUKA, [Moanuce Pacmudposka moanucu
IepeaBlIIero Jena
Jara
[Tpunsan Jen v
(undpamu 1 IPONUCHIO) (mdpamu 1 IPONUCHIO)

PEruCTpainOHHO-KOHTPOJIBHBIX KapTOYCK K JOKYMCHTAaM.

HaumeHnoBaHMe JOKHOCTH pabOTHHUKA [Tonnuce
apxuBa (JInla, OTBETCTBEHHOTO 3a apXUB),

IPUHSIBILETO JEJ1a

Jara

*I'pada 6 He ohopMIIIETCS B OIMUCAX JE]T TOCTOSHHOTO XPAHEHHS.
**Odopmmstercs mpu Hamaru OK CTPyKTYpHOTO MMOApa3AeIeHus.

[punoxenune 17

Pacmm¢poBka nognucu



K MHCTpYKIINU IO IETOTIPOU3BOACTRBY
B FOCYIapCTBEHHBIX OpTaHaX, WHBIX
OpTraHM3aIHIX

(I)opMa AKTa 0 BBIACJICHUH K YHHUYTOKCHUIO JOKYMECHTOB M J1€JI, HEC MOAJICKAIIUX XPAHECHUIO

HaunmenoBanue Boimecrosimend opranuzanuu Y TBEPXK/IATO
HaunmenoBanue opranusanuu
AKT (HaMMEHOBaHUE JOJKHOCTH

Ne

PYKOBOJUTENS OPTraHU3aLIHH)

(MecTo cocTaBIeHUS)

[Toanuce Pacmm¢poBka noanucu
Hara

0] BBIACIICHUU K YHUYTOKCHUIO
AOKYMCHTOB U JCJI, HC ITIOJICIKAIIUX

XpaHEHUIO

Ha ocnoBanun

(HaSBaHI/ISI 1 BBIXOJHBIC NTaHHBIC HOPMATUBHBIX IPABOBBIX AKTOB,

UCTIONB30BAaHHBIX MIPU IMPOBEICHUH IKCIIEPTU3HI IIEHHOCTH)
OTO6paH]E>I K YHHUYTOXXCHHUIO KaK HC HMCHOIIUC Hay‘IHO-HCTopH‘ICCKOﬁ OCHHOCTH W YTPATHUBIIUC
MPaKTUYECKOE 3HAUCHHE CIIEAYIONINE JOKYMEHTHI U aena (ponma No*

(Ha3Banue GoHaa)

Ne [3aronoBok genal Jlata nena Homepa Wnpekc nena (toma, | Kom-Bo | Cpoxk xpanenus |[Ipumeuanue
[1/T| MK TPYNIIOBOM|  WMin HOMEHKJIATYP YacTH) 10 Jen nena (Toma,
3aroJIOBOK JIeJl | KpaiitHue (onmceii) 3a HOMEHKJIaType Win | (TOMOB, | 4YacTH) M HOMepa
JIaThI 1] roJi(bI) Ne nena o onmcu | vacteil) | myHKTOB (cTareit)
10 TIEPEYHI0
1 2 3 4 5 6 7 8
Hroro Jien 3a ro(bl).
(mdpaMu ¥ IPOTTHCHIO)
Onucu ACII TOCTOSIHHOI'O XpaHCHUA 3a FO,Z[(BI) YTBCPIKIACHBI,

a o TuyHOMY coctaBy cornacoBanbl ¢ OMK (OI1K, I19K)

(HaI/IMCHOBaHI/Ie rocyJapCTBEHHOI'O apXuBa, CTPYKTYPHOI'O IOAPA3ACJICHUA 10 apXUBaM U JACJIONPOU3BOJACTBY

obnactHbIX (MUHCKOTO TOPOICKOT0) UCTIOTHUTEIHHBIX KOMUTETOB WM BBIIIECTOSIIEH OPTaHU3aIINN)
(mpoTokomn Ne )

HaunmenoBanue 101KHOCTH JUIA, [Moanuce PacimmdpoBka moanucu
MIPOBOJIUBIIIETO IKCIIEPTHUIY
LEHHOCTHU JOKYMEHTOB

COT'JTACOBAHO COT'JTACOBAHO**
[IpoToxon 3acenanus 11K (OK) [Iporokon 3acenanus IMK (OI1K, 1I1DK)

(HaMMEHOBaHME OPraHU3AIINH) (HaumeHOBaHMe



TroCyJapCTBEHHOI'O apXrBa UJIN

CTPYKTYPHOTO TOAPA3AEICHNUS 110 apXUBaM U

JIeTIONPON3BOJICTBY 00macTHBIX (MUHCKOTO TOPOJICKOI0)
HCIIOJTHUTENILHBIX KOMUTETOB,

BBIIIECTOSIIEH OpraHn3aIim)

Ne
JIOKyMEHTBI B KOJINYECTBE Je,
(umdpamu ¥ MPONUCHIO)
BECOM KT C/IaHBI B
(HauMeHOBaHME OpTaHU3AIMH)
Ha nepepaboTKy MO MPUEeMO-CAATOYHON HAKIaAHOU OT No
HaumenoBanue 1omKkHOCTH pabOTHUKA [Moanuce PacimmdpoBka noanucu
OpraHu3aliy, CAABIIETO TOKYMEHTHI
Jlara

N3meHneHnus B YUYCTHBIC JOKYMCHTBI BHCCCHBI.

HaumeHnoBaHue 1OKHOCTH pabOTHHUKA [onmuce Pacmm¢poBka nognucu
apxuBa (JInla, OTBETCTBEHHOTO 3a apXUB),

BHECILIETO U3MEHEHUS B YUETHbBIE JOKYMEHThI

Jara

*Homep ¢oHIa yKaszplBaeTCSd B OPTaHM3AIMX, SBILIFOIIMXCS HCTOYHHKAMH KOMIUICKTOBAHHUS TOCYIApCTBEHHBIX
APXHBOB.
**OdopmIsieTcs B aKTax 0 BBIACICHAN K YHUUTOKSHHUIO JOKYMEHTOB ¢ 0OTMETKON «OITK».

[Ipunoxenue 18

K MHCTpYKIIUH 1O 1EJIONIPONU3BOJICTBY
B TOCYJJapCTBEHHBIX OpTaHaX, HHBIX
OpTaHU3aIMsIX

®opma JIMCTKA-3aMeCTHTEJIsl IOKYMEHTAa
JIMCTOK-3AMECTHUTEJIb TOKYMEHTA
Bun noxymenta Hara Nunexc

Koppecnonnenr
3aroyioBOK (MM KpaTKoe CoJiep:KaHue JOKYMEHTA)

Brinan

(mara BBIIAYH)

Briman [Tomyunn
(HaI/IMeHOBaHI/Ie JOJIDKHOCTH, IMOAIIUCH, (HaI/IMGHOBaHI/IG JOJIDKHOCTH, ITOAIIUCH,




pacmudpoBKa TOIIKCH JIUIIA, pacmmdpoBKa OIITUCH JIUTIA,

BBIJIABIIETO JOKYMEHT) KOTOPOMY BBIJaH JOKYMEHT)

[punoxxenue 19

K MHCTPYKIINM IO 1EJIONIPOU3BOJICTBY
B TOCYJJapCTBEHHBIX OpTaHaX, HHBIX
OpTaHU3aIHAX

®opma KapThI-3aMeCTUTeJIs JIeia

HanmenoBanue opranuzanuu
HaumeHnoBaHue CTpyKTypHOTO

noApa3aesieHust
KAPTA-3AMECTUTEJIb IEJIA
Hemo Ne
(MH/IEKC 110 HOMEHKJIAType A€ WM HOMEp MO OIKCH U 3aroj0BOK)
BLI,I[aHO BO BPECMCHHOC I10JIb30BAHHUEC OO0
(mara BBITAYM) (mata Bo3Bpara)
Brigan [Tomyunin
(HaUMEHOBaHHE TOJKHOCTH, MOJIITUCH, (HauMEHOBaHKE TOKHOCTH, MOJITUCH,
pacuudpoBKa MOIMUCH JIHIIA, pacuudpoBKa MOAMUCH JIHIIA,
BBIJIABIIETO JIEJI0) KOTOPOMY BBIZIAHO JIENIO)
[punoxenue 20
K MHCcTpyKuuu
10 JEIONPOU3BOACTBY
B I'OCYJIapCTBEHHBIX OpraHax,
WHBIX OpTraHU3alnsIX
IIEPEYEHD

AOKYMEHTOB, XpPaHEHHE KOTOPbIX MOKeT ObITh OPraHN30BaHO B 3JICKTPOHHOM BH/Ie

1. IlpoTokomsl coOpaHHil paOOTHUKOB CTPYKTYPHBIX HOJIpa3AeIeHII OpraHu3annit

2. IIpoTOKOJIBI OTIEPATUBHBIX COBEIAHUH Y PYKOBOJICTBA OpraHU3alui M TOKYMEHTbI K HUM

3. IIpoeKThI MPUKa30B, PACIIOPSHKEHNH, YKa3aHU PYKOBOIUTEINEH OopraHu3annii

4. ITpoexTsl yCTaBOB OpraHM3aluid, JOKYMEHThI [0 X pa3paboTKe (JOKJIAJHbIE 3alUCKH, CIPABKH,
CBEJICHUSI, OT3BIBBI U JIP.)

5. IIpoeKThl periiaMeHToOB, WHCTPYKLUH, NpaBWi, IMOJOKEHUH, METOJMUYECKUX YKa3aHUH U
PEKOMEHJAalH

6. Ilepenncka o pa3zpaboTke, MPUMEHEHUU U Pa3bsICHEHUHM PETJIAMEHTOB, MHCTPYKIMH, MpaBull,
MOJIO)KEHUM, METOJIMYECKUX YKA3aHUW U PEKOMEH AN

7. PeructpaiioHHble KapTOYKU 00 aIMUHUCTPATUBHBIX NTPABOHAPYILICHHIX

8. KypHanbl  perucrtpanid  TPOTOKOJIIOB W TOCTAHOBJICHHH 00  aJIMHUHHCTPATHBHBIX
IIpaBOHAPYUIECHUSX

9. Ayauropckue 3aKioueHus (B ayJAMTOPCKUX OPTraHU3AlUSAX, Y ayAUTOPOB, OCYIIECTBISIOIINX
NS TeIbHOCTh B KAYeCTBE MHIMBUAYAIBHBIX NPEANIPUHUMATETICH )



10. [Tucbmennass uHbopManus (OTYETHI) MO pe3yjibTaTaM NpPOBEACHUS aylduTa B ayIUTOPCKUX
OpraHu3alysIX, y ayJIuTOpOB, OCYHIECTBISIOIIMX JEATEIbHOCTh B KAdyeCTBE HHIUBUAYAIbHBIX
IIpeIPUHUMATETIEH )

11. KHuru perucrpanuu 3akIr04eHHbIX JOTOBOPOB OKa3aHUs ayAUTOPCKUX YCIyT

12. JIokyMeHTBl O pPa3bsACHEHHH TOPSJIKAa MPUMEHEHHUS aKTOB 3aKOHOJATENbCTBA (MH(OpMALUH,
CIIpaBKH, CBEJICHUSI, IIepernucKa 1 ap.)

13. [lepenucka O 3aKIIOYEHHWM M HCIOJHEHHHM JIOTOBOPOB, KOHTPAKTOB IO (PUHAHCOBO-
X035iCTBEHHOU J€ATEIbHOCTH

14. XKypnansl perucTpanuu 10roBOpoB, KOHTPAKTOB MO (PMHAHCOBO-XO3IHCTBEHHOM IESTEILHOCTH

15. Ilperen3nonHas mepenucKa

16. XKypnansl yyeta npeTeH3uil 1 UCKOBBIX 3asBICHUN

17. Kuuru, >xypHaJibl yueTa IpUAMYECKUX KOHCYIbTallUui

18. JIoKkyMEHTBI O COCTOSIHMHM Pa0OThl MO PACCMOTPEHHIO OOpalleHUi TpaKAaH, B TOM YHUCIIE
MH/MBUYAJIBHBIX MpEIIpUHUMATENCH, U IOPUANYECKUX JHIL (JOKJIaJHbIe 3alMCKH, CIIPABKH, aHAJIM3BI,
CBOJIKH, 0030pBI, TAOIUIIBI, TIEpENUCKa U JIp.) (KpOME OpraHu3aIuii, B KOTOPBIX OHU OBLIA COCTABIICHBI)

19. PeructpailnOHHO-KOHTPOJIbHBIE (OPMBI PETUCTPALMM OOpallleHUH Trpa)x<iaH, B TOM 4YHCIE
MHJUBUAYAIbHBIX [IPEANPUHUMATENEH, U FOPUANYECKUX JINLL

20. PeructpalinOHHO-KOHTPOJIbHBIE (DOPMBI PErUCTpallUU NPEANUCAHUM O HajJIeXKalleM pelIeHUuN
BOIIPOCOB, M3JI0’KEHHBIX B OOpAILLEHUAX I'PaXk/laH, B TOM YKCJI€ UHAMBUAYAIbHBIX NPEeAIpUHUMATENEH, U
IOPUINYECKUX JIHII

21. IOKyMEeHTBl O COCTOSIHUM pPabOTBhl 1O PACCMOTPEHHIO 3aMEYaHWN W (W) TPEATIOKCHHH,
BHECEHHBIX B KHMIY 3aMEUaHUl W MNpeanoxeHWH (CHpaBKH, CBOJKH, IEpenucka U Ap.) (Kpome
OpraHu3aIHii, B KOTOPHIX OHU OBLTH COCTABJICHBI)

22. KHuru ydera JIMYHOTO MpUEMa Ipax/iaH, B TOM YUCJI€ WHAMBHUIYAIbHbBIX MpEeINpUHUMATENEH,
UX MPEeACTaBUTENEH, TPEeICTaBUTENEH IOPUANUECKUX JIUL

23. JIOKyMEHTBI 0 PaCCMOTPEHUHU OOpaleHNH TpaskJjaH U IOPUANYECKUX JIUL, IOCTYMUBIIUX B X0/
«IPSIMBIX TeNe(OHHBIX JIMHUID» (TOKIIaIHbIC 3aITUCKH, CIIPABKH, TIEPEIICKA U JIp.)

24. PeructpalliOHHO-KOHTPOJIbHBIE (DOPMBI perucTpanuy oOpalleHuil rpakJaH U IOPUANYECKHX
JIMII, TOCTYIMUBIINX B XOJI€ «IPSAMBIX TeIe()HOHHBIX JTHHU

25. HomeHKknaTypbl  JeJ1  CTPYKTYPHBIX  HoApasfelneHuil  (OOINEeCTBEHHbIX  OpraHU3allMid,
KOJUIETHaJIbHBIX OPraHOB) OpraHu3alui

26. BpImMcky U3 HOMEHKJIATYp /1€ OpraHu3aiuit

27. Kypnaisl yueTta O1aHKOB JJOKYMEHTOB ¢ n300pakeHneM ['ocynapcTBeHHOTO repba PecryOmmku
benapych

28. [lepernucka 06 OpraHU3aly H COBEPIIEHCTBOBAHUH JIESATEIILHOCTH B c(hepe AeTOMPOU3BOICTBA

29. JlokyMeHTHI 00 aHaJIM3€ M KOHTPOJIE HCIIOJHEHHS JOKYMEHTOB (CIIPAaBKH, JOKJIAJHBIE 3aMUCKH,
rpaduKH, CBOAKH, KOHTPOJIbHBIE JIUCTHI U Jp.)

30. PeructpallnOHHO-KOHTPOJIbHBIE ~ (DOPMBI  pEerucTpallMd  TOCTAHOBJIEHUH,  IPUKA30B,
pacnopsKEHUM, pelIeHUH, YKa3aHHU:

30.1. mo agTMUHHUCTPATUBHO-X03IHCTBEHHBIM BOIIPOCAM

30.2. 0 mpemoCTaBIECHHH TPYAOBBIX OTIYCKOB, OT3BIBE M3 TPYIOBOTO OTITYCKA, HAIOKEHUHU
JUCLMIUIMHAPHBIX  B3BICKAHMM, JOCPOYHOM CHSATUM JMCLMIUIMHAPHBIX B3bICKAaHWN, Ha3HA4YE€HUU
JEKYPHBIX, CIYKEOHbIX KOMaHIMpPOBKax B mpenenax Pecnybnuku bemapych u 3a rpaHuily, oka3aHUH
MaTepHaJIbHON TOMOIIM, HAIIPABJICHUU HA MOBBIIIEHNE KBATU(UKAIMU (TIEPETIOATOTOBKY, CTAXKUPOBKY)

31. PeructpaninOHHO-KOHTPOJIbHBIE (DOPMBI PETUCTPAIIMH BXOJSIINX, HUCXOSAIINX W BHYTPEHHHX
JIOKYMEHTOB

32. PeecTpsl Ha OTIIPABJIICHHYIO KOPPECTIOHICHITHIO

33. 3aka3bl, 3asiBKM Ha BBINOJHEHHE PAa0OT C MCHOJIb30BAaHMEM KOMIBIOTEPHOW, MHOXKHUTEIHHOMH
TEXHUKHU

34. XKypnaisl, CBOJKH y4yeTa paboT ¢ UCIIOIb30BAHUEM KOMIBIOTEPHON, MHOXKUTEIIbHOW TEXHUKU

35. [epemnucka 06 opraHU3anyy ¥ COBEPIICHCTBOBAHUHU paOOTHI apXHBOB OPTaHU3AITHIA



36. 'paduku mpuema 1en B apXMBBl OpraHM3alui, TpadUKd IepeJadd Jell Ha IOCTOSHHOE
XpaHEHUe B rOCYJapCTBEHHbIE apXWBbI, TpaUKy MPEICTaBICHUS TOJOBBIX Pa3/ielOB CBOAHBIX OMHCEH
JIeJl HA PaCCMOTPEHUE IKCIEPTHO-METOANUECKON KOMUCCUM IOCY/AapCTBEHHOIO apXHuBa WU IKCIEPTHO-
IIPOBEPOYHOM KOMHMCCHUU CTPYKTYPHOTO MOJpa3AesieHUs] MO apXHBaM H JIEIOMPOU3BOJCTBY 0OJIACTHOTO
HCIIOJIHUTEIIBHOTO KOMUTETA

37. XKypnansl peructpaiuu A0rOBOPOB O MPOJJICHUH CPOKOB BPEMEHHOT'O XPaHEHUs JTOKYMEHTOB
rocynapcTBeHHoON yactu HarmonansHOTo apxuBHOro ¢onaa Pecyonuku benapych

38. XKypHanel perucrtpauuu JOTOBOPOB XPAaHEHHUS JOKYMEHTOB TOCYJapCTBEHHOH 4acTu
HarmonansHoro apxusHoro ¢onaa Pecriyonunku bemnapych

39. XKypHanel peructpauuu JOTOBOPOB XPAaHEHHUS JOKYMEHTOB TOCYJapCTBEHHOH 4acTu
Hammonansnoro apxuBHoro ¢gouaa Pecnyonmku benapych, nepenaBaeMbIX Ha MOCTOSITHHOE XpaHEHHUE B
roCy/1apCTBEHHbIE apXUBBI JO UCTEUEHHS CPOKOB UX BPEMEHHOT'O XPaHEHUS B apXHUBaX OpraHU3alui

40. )XypHasibl perucTpany JOTOBOPOB XpaHEHUS JIOKYMEHTOB HETOCYAAapCTBEHHOW YacTh
Hamuonansnoro apxuBHoro ¢onga PecnyOnuku benapych, mnepegaBaeMblXx Ha XpaHEHHE B
rOCy/lapCTBEHHBIE apXUBbI, TEPpPUTOpUAIbHBIE (TOPOACKUE WJIM pallOHHBIE) apXUBBI MECTHBIX
UCIIOJIHUTEJIBHBIX U PACIIOPATUTENIBHBIX OpPraHOB

41. Onucu f1en CTPYKTYPHBIX Mojpa3feneHuid (OOIIEeCTBEHHBIX OpTaHU3aIlfid, KOJUIErHaIbHBIX
OpraHoOB) OpraHu3alun

42. )XypHaibl perucTpanuy MOKa3aHUH KOHTPOJIbHO-U3MEPUTEIBHBIX MPHOOPOB JJISi M3MEPEHHS
TEMIIEPATypPhI U BIAKHOCTU BO3AyXa

43. 3aka3bl Ha BBIAAYY A€ U3 apXHWBa OPTaHU3AIMH B YATAIBHBINA 32

44, )XypHalbl perucTpaiiy mocemeHnii molb30BaTeIIMU YUTAIBHBIX 3aJI0B apXHBOB OpraHU3auit

45. KapTo4Kku perucTpaluy 1 yuera UCIIOJHEHHS 3a1IpOCOB (TEMAaTUUECKHUX 3allPOCOB)

46. XXypHalbl peructpaliyy nojib3oBaTeneil 1 UX JNYHBIX J1e

47. Xypnaibl yueTa 3aKka30B Ha KOIIMPOBAHUE JJOKYMEHTOB

48. [1nanbl paboTHl OpraHU3aIMil (KBapTaabHBIC)

49. TInanbl paboTHI CTPYKTYPHBIX MMOAPa3ACIeHUN (KOJUIErHaIbHBIX OPTaHOB) OPTaHU3AIHIA

50. unuButyansHbIe TIaHBI PAOOTHUKOB

51. Ilepenucka o BOIpocam IJIaHUPOBAHUS

52. OtueTsl O BBIMOJHEHUU IUIAHOB Pa0OTHI CTPYKTYPHBIX TMOApa3ieieHU (KOJUIerHaabHBIX
OpraHOB) OpraHU3aLUN

53. CraTucTUYEeCKHE OTYEThl IO BCIIOMOIaTENbHBIM HAMpaBJIEHUSIM M BUIAM JI€ATEIbHOCTH
OpraHu3aIuin

54. JIOKyMEHTBI O COCTaBJIECHUU CBOJHBIX CTATUCTUYECKUX OTUYETOB (TAOJIHUIIBI, pacyeThl, CIPaBKU U
7p.)

55. OnepaTuBHBIE OTUYETHI (CBEAEHUS) O BBINOJHEHUM OINEPATUBHBIX IJIAHOB IO HANpPaBICHUSM
NEeSITeIbHOCTH OpraHU3aluil U UX CTPYKTYPHBIX MOApa3ieIeHUM

56. [lepenucka o cocTaBI€HUH, IPECTABICHUN U TPOBEPKE CTATUCTUYECKOI OTUETHOCTH

57. bByxrantepckast (puHaHCOBas) OTUETHOCTD (KBapTalbHAsI, MECSUHAS)

58. [lepemnucka o nepenaye KIMEHTOB M OAHKOBCKHUX ONEpAIMi U3 OTHUX OAHKOB B Ipyrue

59. [epernucka 06 OTKPHITHH U BEICHHH CYETOB IOPUINIECKHX JIUI] — HEPE3UICHTOB

60. Kuuru yueta 1enoHMpOBaHHOM 3apab0THOI MIaThl

61. OtueTsl 00 WCIOTHCHUH OOJKETOB 32 OTYCTHBIN (DMHAHCOBBIN IO, IOSCHUTEIIBHBIC 3aITUCKU K
HUM (KBapTaJIbHbIE, MECSUHBIC)

62. [IpoeKThI OFOIKETHBIX CMET TOTyJaTesieil OF0KETHBIX CPENICTB

63. BbImKcky U3 JTUIEBBIX CUETOB C MPUIOKEHUSMH JOKYMEHTOB, OTYETHl O ()MHAHCHPOBAHUH U
OCTaTKax OFOKETHBIX CPEJICTB

64. JIoKyMeHTBI O KpeAUTOBAaHUM rOCYIapPCTBEHHBIX MPOrpaMM (CBeIEHUs, MHPOpMAIUH, CIIPABKH,
JTOKJIa/THBIC 3aMUCKU U Jp. )

65. OT4eTsl 0 KpEeAUTOBAHUN (PU3UUECKUX U (UITH) FOPUIUUECKUX JHIL (KBapTaIbHbIE, MECIYHBIC)

66. OTyeTsI 0 BBIJAHHBIX KpeauTax (TOTalleHHbIX, IPOCPOUCHHBIX H JIp.)



67. Otuetsl 0 (POPMHUPOBAHUU M HCIIOJIB30BAHUH CIICIUAIBHOTO pe3epBa OOMUX OaHKOBCKHUX
PHUCKOB (IT0 KOTOPBIM HE BBIIABAJICS KPEIINT)

68. [lepenucka o pyHKIMOHUPOBAHUN KpeauTHOrO perucTpa u noxy4eHuH U3 Hero HHpopMarum

69. JlokymMeHTBl 00 aHHYJWPOBAaHWH, BHECEHWHM W3MEHEHUH W (WJIM) JOMOJHEHUW B KPEAUTHBIC
UCTOPUH (3asIBIICHUS, TOKIIAHbIE 3aIIMCKH, TIEPETNCKa U JIp.)

70. Ilepenucka 0 KpeAUTOBAHUU, HOKYMEHTAPHBIX OIlEpalusx, OaHKOBCKUX TapaHTHsX, JIU3HUHTIE,
(bakTOpHHTE, MOPYYUTETHCTBE U JIP.

71. PacueTsl pa3MepoB MPOLIEHTOB U IIJIATHI 32 MOJIb30BAaHUE KPEIUTHBIMU PECypCcaMu

72. PeecTpsl, COMPOBOAUTEIBHBIE OMHUCH MEPENauyld KPEIUTHBIX 0ChE KIMEHTOB — (PM3UYECKUX U
(W) FOPUIMYECKUX JIMI] B OCTTOPYCCKUX PYOIISIX M MHOCTPAHHOM BAJTFOTE

73. Ilepenucka o ¢GarbIIMBOMOHETHHYECTBE

74. KaccoBble MIIaHbl U OTYEThI 00 UX BBHITOJIHEHUN

75. OtueTsl 0 KacCOBBIX 000poTax OaHKa

76. CripaBKH 0 KacCOBBbIX 000pOTax 3a JIeHb U OCTaTKaX [EHHOCTEH

77. CBOJHBIE CIIPaBKH O KACCOBBIX 000POTax 3a JIeHb

78. OTyeTHBIC CIpaBKH 00 000pOTax MO MPOJA)Xe aTTECTOBAHHBIX OPWLIMAHTOB 3a JCHb U X
ocTaTKax

79. JIoKyMEHTBI 0 KOOPJAMHALIMU JESTEIILHOCTH 110 BOIIPOCAM OpPraHHU3aIUH JEHEKHOTO o0palieHus
U TIEPEBO3KM HAIMYHBIX JCHEKHBIX CpPEACTB, IUIATE)KHBIX HWHCTPYKIMHA, JPAaroleHHBIX METAJUIOB H
JparolieHHbIX KaMHEHl W MHBIX IIEHHOCTEH (Janee — mepeBo3ka IeHHOCTeH) (TUIaHbl, OTYEThl, rpaduKH,
3aKJIFOYEHUS U JIp.)

80. JIokyMeHTBI O pacmpeleleHMd U OCTaTKaxX JCHEKHONM HaTU4YHOCTH (OTYEThl, 3asiBKH,
000CHOBAHUs, CBEJICHHSI, PACYETHI, PEUICHHUS U JIp.)

81. Benomoctu yuera orneparuii o BeIIIYCKY J€HET B 00pallleHre U U3BSATHIO ACHET U3 00paleHus

82. Ilepenucka o peanu3anuu OAHKHOT U MOHET

83. JIokyMeHTbI MO YCTaHOBIEHHUIO JHUMHUTOB OCTATKOB JICHEKHOW HAIMYHOCTH B OEIOPYCCKHUX
pYyOJIIX ¥ MHOCTPAaHHOM BAJIIOTE B ONEPAIMOHHBIX Kaccax (3asiBKH, pacyeThl, 3aKIIIOYCHHS, TIEPETHCKA U
ap.)

84. 3asiBKM Ha OJKPEIJICHNUE JICHE)KHON HATMYHOCTBIO ONIEPAIIHOHHON Kacchl 0aHKa

85. CBeneHus 0 CpoKax BBIILIATHI 3apa00THOM TUIATHI U IPYTUX BUIOB JOXOJI0B

86. JlokyMeHTHI 00 YCTaHOBJICHHU O(PHIHATBHBIX KypCOB OEIOPYCCKOTo pyOJisi MO OTHOIICHHIO K
MHOCTPAaHHBIM BaJIOTaM (pacropsikeHus, MH(popMaIiu, CMCKH, TIepenucKa u Jip.)

87. lokyMeHTHI 0 (YHKIMOHUPOBAHUN OOMEHHBIX ITYHKTOB M BAITIOTHBIX KacC (OTYETHI, CBEICHHUS,
nepenucka u ap.)

88. Kauru yuera yHHUTOKEHHBIX OaHKHOT

89. Ceenenust 00 obecrieueHnn (GOPMEHHOM OACKIOM, OOYBBIO, CHAPSKEHHEM K OPYXHIO U
WH/IMBUYAIGHBIMA CPEJICTBAMH 3aIUTHl PAOOTHUKOB CIYKObI MHKAcCaIllMH (Jajiee — MHKACCaTOPHI),
pabOTHUKOB, B 00S3aHHOCTH KOTOPBIX BXOAUT OCYIIECTBICHHE IEPEBO3KU LIECHHOCTEN

90. Criucku OpraHu3aLNN (MHIMBUIYaJdbHBIX  TNpeANpUHUMATENEH), 00CITyKHBaEMbIX
MHKaccaTopaMu

91. sSIBo4HBIE KAPTOUKH

92. Ilepenucka 06 MHKaccallUU ACHEXKHOMN BBIPYUKH U NEPEBO3KE LIEHHOCTEN

93. [lepenucka O TMONYYEHHH, Clade, y4eTe, XPAaHCHWU OPYXKHs, OOCTPUIIACOB M TEXHHYECKHX
CPE/CTB 3aIUTHI

94. KypHaisl yueta opyKusi 1 00EIpUTIacoB

95. MapuipyTtel, rpaduku 3ae340B HHKAcCaTOpOB B OpraHu3anuud (K HMHIUBHIyaTbHBIM
MpeNPUHUMATEISIM)

96. OTueTh! 0 MPOBEACHNU OAHKOBCKUX OIepanuil ¢ (GU3NYeCKUMHU U (WIK) I0PUINIECKUMH JTUIaMU

97. JIokyMEHTHI IO aHAJM3y POCTa, COCTaBa M Pa3BUTHS KIUEHTCKOW 0a3bl (OTYETHI, CBEICHWS,
uHpoOpMalny, epenucka 1 ap.)

98. BeIIHCKH 13 JIMIIEBBIX CUETOB IO YYETY BATFOTHBIX OTIEpaIIHid



99. [lepenucka 00 OTKPHITHM BATIOTHBIX CYETOB B YIOJHOMOYEHHBIX OaHkax PecmyOnmuku
benapych

100. XXypHautbl BBIJaHHBIX (OIUTAYEHHBIX ) PACUETHBIX YEKOB

101. foxymeHTbl 00 oOpraHu3anuu padoOThl OAHKOMATOB, IUIATEKHBIX TEPMHUHAJIOB, IIATEKHO-
CIPAaBOYHBIX TEPMHUHAJIOB CAaMOOOCITY>KUBAHHs, ITYHKTOB BBIJAUYM HAIWYHBIX JICHEKHBIX CPEICTB,
OpraHu3alMil TOProBIX U cepBHCca (aKThl, aHAJIN3bI, IUIAHBI, 3a8BKH, JOKJIaIHbIE 3aIIMCKH U JP.)

102. Ilepenucka 1O BOIMpOCaM TIPUBICYCHUS JCHEKHBIX CPEACTB (U3NYECKUX U (WIIN)
IOPUINYECKUX JIUI] BO BKJIA/bI (I€TIO3UTHI)

103. banancs! «1emno» (000pOTHBIE BEJOMOCTH) JIEMO3UTAPUS IO IIEHHBIM OyMaram

104. Tlepemnucka o MpOBEACHUH JIOTEpEit

105. Iepemnucka o MOPSIAKE OCYIIECTBICHUS aPSHIHBIX OTHOIICHHIA

106. IIepenucka o pa3bICHEHHH 3aKOHOJATEILCTBA O 3aHATOCTH HACEIEHUS

107. lokymeHTBI 00 OpraHU3aluyd U TMPOBEICHUH SPMApPOK BaKaHCHUH, JHEH opraHu3anui (TJIaHsbl,
CBeJleHUs, HH(pOpMaILUH, IEPEeNnucKa U JIp.)

108. Cenenus 0 HATMYKUU CBOOOIHBIX PAOOYMX MeCT (BaKaHCHUIA)

109. PerucrpanroHHble KapTOUKHU IPpaxaaH, 0OpaTUBILUXCS IO BOIIPOCaM TPYAOyCTPOHCTBA

110. XXypHaubl peructpanyi JOKYMEHTOB 110 OCYIIECTBICHUIO aJIMUHUCTPATUBHBIX IPOLIETYD

111. I'paduku paboT (CMEHHOCTH)

112. JTokymeHTHI 00 yueTe pabouero BpeMeHH (CBOJIKHU, CBEICHHS, JOKJIaIHbIC 3aIIMCKH U JIP.)

113. KanenpapHsble IJ1aHbI 3aMEHBI U IIEpECMOTpa HOPM TpyJia

114. Tlepenucka 1o BOIpOcaM HOPMHUPOBAHHS U OILIATHI TPy, TAPHU(PHON CUCTEMBI

115. ®otorpaduu pabouero BpeMeHH

116. ®ororpaduu BpeMeHU UCTIOIB30BAHUS 000Dy TOBAHUS

117. lokymMeHTBl O pe3ylbTaTrax MpOBENeHHUS XpoHOMeTpaxa ((poToxpoHOMeTpaxka) TPYyIOBOTO
npouecca (IIaHbl, OTYETHI, CIIPABKU, KAPThI, paCYETHbIE TAOIHIIBI U JIP.)

118. Ilepenucka 0 NPUMEHEHUHU PA3IUYHBIX (OPM OmIaThl TPYIa, 00 YCTAHOBIEHUU JOKHOCTHBIX
OKJIQJIOB, O TIPUMEHEHUHM TapU(pHBIX CETOK, O CO3JAaHWU, PETYIMPOBAaHUU M HCIOIB30BaHUH (OHIA
3apa0OTHOM I1aThI

119. Ilepenucka 06 aBapusIX U HECYACTHBIX CIyYasxX HA MPOU3BOJICTBE

120. CooOrienust 0 HECUACTHBIX CITydasix Ha MPOU3BOJICTBE

121. N3Bemennst 006 oCTpBIX NMPO(ecCHOHANBHBIX 3a00JIeBaHUSX (IKCTPEHHBIE) M XPOHUYECKUX
po¢eCCHOHATILHBIX 3a00I€BAHUAX

122. 3asBku Ha e4eOHO-TIPOUITAKTUIECKOE TUTAHUE M CPEACTBA WHAMBHUIYATbHOMN 3aIIUTHI IS
paOOTHUKOB, 3aHATHIX Ha paboTe ¢ BPeIHBIMU U (WJIM) ONACHBIMH YCIOBUAMHU TPya

123. Tleperucka O TPOBEACHUU JIEUCOHO-NPODUIAKTHYECKHMX W CAHUTAPHO-THTHEHUYECKHX
MEpONPUATHI MO OXpaHe Tpya

124. JlokyMeHTBI O TIPOBEICHUH O0OS3aTENBHBIX MEIUIIMHCKAX OCMOTPOB  pabOTArOIINX
(mpenBapUTENbHBIX, IEPUOANYECKHX) (CIIMCKH, TPpaQUKH, aKThI, IEpEnucKa 1 ap.)

125. JIokymMeHTBI 00 OpraHu3alii ¥ MPOBEACHUU OOydYeHHs MO oxpaHe Tpyda (ydeOHBbIE IIaHBI,
y4eOHbIe TPOTpaMMbl, CIIUCKH, NIEPENUCKa U Jp.)

126. loxymentsl 00 opraHm3anuu W pabore KaOwWHeTa oOXpaHbl Tpyna (TUIaHBL, OTYETHI,
uH(pOpMalN, CBEICHUS U JIp.)

127. lokymeHTBl O HAOJIOACHWU 3a COCTOSHHUEM BO3AYIIHOW CpeApl B IeXaX OpraHU3alfi
(IPOTOKOJIBI, €XKETHEBHBIE aHATIM3BI IPOO, TIEpenucKa u Jp.)

128. Tlepenncka 0 COCTOSTHAN BEHTUJISIIIMOHHOTO XO35HCTBA Ha MTPON3BOJICTBE

129. Tlepenucka 0 NMPUMEHEHUH M SKCIUTyaTallUU CPEACTB JJIEKTPUUYECKOTO OCBEIICHUS B LIE€XaxX
OpraHu3aIui

130. XXypHauibl perucTpalii OTHEBBIX paboT

131. Tlepenncka 0 MPUMEHEHUN CONMANBHBIX CTAHIAPTOB M HOPMATHBOB 110 COIMAIBHOW 3aIlUTe
HaCeJIeHUs

132. Tlepenncka 00 yruiate 00si3aTeIbHBIX CTPAXOBBIX B3HOCOB

133. BeromMocTH BbIIa4M UCXOAALINX TOKYMEHTOB



134. PeecTphbl nepeaayu UCXOASIINX TOKYMEHTOB

135. Ilepenucka 0 Ha3HAYCHUH TICHCHI

136. AHKeThI 3aCTpaXOBaHHBIX JIHI

137. Ilnanbl paGoTHI 1O BEJACHUIO BOMHCKOTO y4eTa M OpOHUPOBAHKS BOCHHOOOS3aHHBIX

138. JIokyMeHTB O BeIEHHH BOMHCKOIO y4eTa M OpOHMpPOBaHHMS BOCHHOOOS3aHHBIX (OTYETHI,
CIIMCKH, CIIPaBKHU U Jp.)

139. Ilepenucka o0 BeAEHUU BOMHCKOTO yueTa U OpPOHUPOBAHMSI BOCHHOOOS3aHHBIX

140. XKypHaiibl TpOBEPOK COCTOSHUS BOMHCKOTO yueTa U OpOHUPOBaHMS BOCHHOOOS3aHHBIX

141. XXypnaus! yuera pabOTHUKOB, BBIOBIBAIOIINX B CIYKEOHBIE KOMAHIUPOBKU

142. )XypHaibl peructpanyiy KOMaHIMPOBOYHBIX Y1OCTOBEPEHHH

143. T'paduku TpyIOBBIX OTITYCKOB

144. 'toroBble CBOJKH, CBEAEHUS, BEAOMOCTH O MPOBEJCHUM AaTTECTAL[MH, YCTAHOBIICHUU
KBaJTU(pUKAITIH

145. Tlepernucka o MPOBEACHUHU aTTECTAIIUHU, YCTAHOBICHUN KBATH(UKAITUN

146. ITnans! pacrpeneeHus MeJarorn4eckoil Harpy3Ku MEX/y MeJarorndieCKUMu paboTHUKaAMU |
OTYEThbl 00 UX BBINOIHEHUH

147. NaauBuayalibHbIC UIAHBI PA0OTHI TIETarOTHIECKIX PAOOTHHKOB M OTYETHI 00 WX BBITOJIHCHUHU

148. )XXypHasibl, KapTOYKH, BEAOMOCTH YdeTa BBIIOJHEHHUS MEJarorMuecKUMH pabOTHUKAMU
[earornyeckoi Harpy3Kku, pacrpeaeaeHus: ydeOHbIX 4acoB

149. CBenenus 0 BBIIIOJHEHUH TI€JarOTMYECKON Harpy3KH MeJarorndeckiMu paboTHUKaMU

150. ITeperiucka 006  obecniedueHWH  YYpeXIeHH  00pa3oBaHMs  y4eOHO-METOIUYECKON
JOKyMEHTalel, y4eOHbIMM U3JaHUAMH, HUHBIMH CpPEACTBaMU OOyuYeHHs, HEOOXOIUMBIMH IS
OpraHu3aiuu o0pa3oBaTeIbHOIO IIpoLecca

151. 3asBku Ha y4yeOHO-METOJUYECKYIO JOKYMEHTAlMI0, ydeOHble M3/1aHus, y4eOHO-HAIJIsAHbIE
nocobusi, oOOpyIOBaHME ¥ WHBIE CpeAcTBAa OOy4YeHHs, HEOOXOAWMBIC Ui  OpraHMU3aLUU
o0pa3oBaTenpHOro mpolecca

152. Tlepenucka o AOMyCKe K MCIIOJIB30BaHUIO B 00Pa30BaTEIbHOM Mpolecce y4eOHUKOB, YIEOHBIX
MOCOOMH, MHBIX y4EOHBIX U3IaHUN

153. JIokyMeHTBI O TIOATOTOBKE K HOBOMY Y4YeOHOMY TroJy y4upexaeHui oOpa3oBaHUs (aKThl,
CIIpaBKH, HH(OpPMAIHH, IEPEITUCKA U 1. )

154. ExxenHeBHBIE IIaHbl paOOTHl MENAarorH4ecKMX paOOTHUKOB C BOCIHHUTAHHUKAMH, IUIAHBI
KOPPEKIIMOHHO-Pa3BUBAIONIEH pabOThl € BOCIUTAHHUKAMH C OCOOEHHOCTSIMHM TCUXO(pHU3UYECKOTO
Pa3BUTHS B YUPEKACHUSIX JOUIKOIHLHOTO 00pa30BaHHMS

155. baHk JaHHBIX O JIETAX JIOLIKOJBLHOTO BO3pacTa B paiioHe

156. CBenenust 0 ABWKEHHHM BOCIUTAHHUKOB B YUPEKICHHUAX JOUIKOJIHHOTO 0Opa30BaHUs, B TOM
yucie 00 UX 3aKOHHBIX PEACTaBUTENAX

157. CBeneHuss 0 HanM4MM Y4eOHBIX M3JAaHUM W UHBIX CPEICTB OOydeHHUs, HEOOXOAMMBIX JUIS
opraHu3aiuy 00pa3oBaTeIbLHOTO MpoIecca B YUPEKICHUSIX JOMIKOIBHOTO 00pa30oBaHus

158. JIokyMeHTEHI 110 Y4eTy U JIBIKSHHIO JIeTel B Bo3pacte A0 18 ner (CMcKku, OTYETHI U JIp.)

159. Pacniucanus y4eOHBIX 3aHATUN, KOPPEKIMOHHBIX, CTUMYJIUPYIOUIMX, MOJJEPKUBAIOIINX U
(bakynbTaTUBHBIX 3aHATUH, OOBEAMHEHUN IO HMHTEpecaM (KpPY)KKOB, CEKLUH, CTyaui, KiIyOOB U 1p.),
BBIITYCKHBIX 3K3aMEHOB B YUPEXJIEHUSIX OOLIEro cpelHEero oOpa3oBaHMs, YUPEXIEHUSX 00pa3oBaHUS,
WHBIX OpPraHM3alusAX, y WHAWBUAYAIBHBIX TPEANPHHAMATENCH, KOTOPHIM B COOTBETCTBUU C
3aKOHOJATEIbCTBOM  MPEJOCTABIEHO MPaBO  OCYLIECTBIATh  OOPa30BATENbHYIO  JAEATENbHOCTbD,
pean3yronmx o00pa3oBaTeiabHble MPOTPAMMbI CHEIHAIBHOTO OOpa3oBaHMs (llajnee — y4peKJIeHUs
CIEeLUAIBHOT0 00pa30BaHus)

160. XXypHaybl OOIMICKUTUH  YUPEKACHHA OOIIEro CpeaHero oOpa3oBaHMs, CIICIUATBHBIX
0011e00pa3oBaTeNbHBIX  LIKOJI (clenuanpHBIX  00IIE00pa30BaTENbHBIX  IIKOJ-MHTEPHATOB),
BCIIOMOTATENTLHBIX IITKOJI (BCIIOMOTATENBHBIX IKOJI-HHTEPHATOB)

161. ITepenucka 006 MTOTrOBOW aTTeCTAllMM yYallluXcs B MOpPsAKE SKCTEpHATa MpPU TOIYyYEHHH
oO1mero 6a30BOro U 001IeTo cpeHero 00pa3oBaHuUs



162. CBenenust 0 JanbHEUIIEM >KU3HEYCTPOWCTBE BBIMTYCKHHKOB YUPEKICHUN OOIIETO CpenHEro
oOpa3zoBaHUs

163. JIokyMeHTBI O NepeBoAe OOYy4aroIIUXCs B HHBIC YUPEKACHUS CICHUATBLHOTO 00pa30BaHUS
(loKJ1aHbIE 3alUCKU, 0OOCHOBAHUS, IEPENUCKA U Jp.)

164. XXypHaibl yueTa MponyneHHbIX U 3aMEHEHHBIX YU4eOHBIX 3aHATHN

165. Uudopmanun 0 KU3HEYCTPOWCTBE, aTpOHAaTe  BBITYCKHUKOB  CIEIHMAJIbHbBIX
001meo0pa3oBaTeNbHBIX ~ IIKOJI (cmennanbHBIX 0011e00pa30BaTeNIbHBIX  IIKOJI-UHTEPHATOB),
BCIIOMOTATEIbHBIX LIKOJI (BCIIOMOIaTEJIbHBIX IIKOJI-MHTEPHATOB) (IIACIIOPT MaTPOHATA BBIITYCKHHUKA)

166. IIporpammbl 0 TpPO(UIAKTHKE M TPECEYCHUHM KYPEHHUs, YHNOTPEeOJCHUs aIKOTOJIbHBIX,
CJ1a00AJIKOTOJIBHBIX HAIMTKOB, ITMBA, HAPKOTUYECKUX CPEICTB, MCUXOTPOMHBIX, TOKCUYECKUX U JPYTUX
OJlypPMaHMBAIOLINX BEIIECTB (KPOME OpraHU3alHii, B KOTOPHIX OHU OBLTH COCTABJICHBHI)

167. ConmasibHbIe TTACIIOPTA YUPEIKACHUN 00pa3OBaHMS

168. JlokymeHTsl 0 paboTe TeAaroroB-IICUXOJIOTOB, TENaroroB COIUANBHBIX, yYUTENICH-
nedekTosoroB (IIaHbl, 0TYEThI, HHPOPMAIIMH, TIEPEIUCcKa U JIp.)

169. XXypHasibl y4yera WHAMBHIyalbHOH W TpymmoBoi (opM pabOThl IMEIaroroB-ICUX0JIOTOB,
[1€/1aroroB COLUANIbHBIX, yUUTeNei-1e(eKTOI0roB

170. JIokyMeHTBI O TEPHOAMYECKHX MEAMIMHCKUX OCMOTpaX H TPHUBUBKAX BOCHHUTAHHUKOB
COLIMAJIbHO-TIEIArOrMUECKUX YUPEXKICHUH (CBEIeHUs, CITUCKH U Jp.)

171. XKypHaubl yyera MpoINyIIEHHbIX U 3aMEHEHHBIX YPOKOB

172. )XypHaiibl yueTa 3aHATUH ¢ BOCIIUTAHHUKAMHU JOIIKOJIBHOTO BO3pacTa

173. XypHaib! ydera mocemeHnii HebIaronoaydHbIX CEMeH

174. XXypHaibl y4yeTa MmoceueHui yupexaeHuii oopazoBaHus

175. XXypnainsl yuera JUarHoCTUYECKOU pabOThI

176. EnuHoBpeMeHHbIE cBeleHus 0 3a00J1eBa€MOCTH BOCIIUTAHHUKOB

177. XKypHaubl peructpaiiiy BOCIUTaHHUKOB B KAPAHTUHHOM rpyIine

178. XKypHaubl yyeTa CaHUTapHO-TIPOCBETUTEIHHOM PabOTHI

179. CanurapHbie KypHAIbI

180. AmOynaTopHbIe KypHAIbI

181. XKypnaub! yuera nH(EKINOHHBIX 3a00JI€BaHIHA

182. XKypnains! ydera (pU3NIECKOr0 pa3BUTHSI BOCIIUTAHHUKOB

183. XKypHaibl yaera ocMOTpa BOCIIMTAHHUKOB Ha TIEIUKYIIE3

184. )KypHaibl TUCTIAHCEPHOTO yueTa BOCIIMTAHHUKOB

185. XKypHaisl yueTa mpuBHBOK

186. XKypHaubl yuera TpaBm

187. XXypHaiel yueTa KOHCYIbTAIIUI

188. )XKypHanbl  ydera JOrOBOPOB O  B3aUMOJCHCTBUM  yupexaeHuHl  oOpa3oBaHHS C
OpTaHU3aIMsIMH — 3aKa3YMKaMH KaJIpOB MPH MOATOTOBKE CIEIUAINCTOB, pab0UnX, CITy)KallIlUX, 3asSBOK Ha
MOJITOTOBKY CIIELUAIUCTOB, pab0ounX, CITYy>KaIUX

189. INepemnucka 00 opraHu3anuu 00pPa30BATEIHLHOTO MPOIIecca MPU peaTh3aii 00pa3oBaTeILHOM
IIpOrpaMMbl MOATOTOBKH JIUI] K MOCTYIJICHUIO B yupexaeHus oopazoBanus Pecnyonuku benapych

190. ITepenncka o0 MPOBEACHUH THEH OTKPBITHIX JABEPEH B yUPEkKACHUSIX 00pa30BaHUS

191. CBenenuss 0O KOJMMYECTBE 3asBIEHUH OT JMI, MOCTYNABIIMX JUISL  IOJyYEHMS
poheCCHOHATEHO-TEXHMUECKOTO, CPEJHET0 CIEMUATLHOTO W BBICIIETO OOpa30BaHUS B YUPEKICHUS
o0Opa3oBaHUs

192. )XypHaibl perucTpanuy JTOKYMEHTOB JIHII, TIOCTYMAIOMIMX B YUYPEXKIECHUS OO0pa3oBaHHS IS
MOJTy4eHUs TPOPECCHOHATBHO-TEXHUUECKOT0, CPEAHET0 CIIEUAIBHOTO U BBICIIET0 00pa30BaHUs

193. XKypHanbl ydera 3asiBICHWH JHI, OOPAaTUBIIMXCS [UIA y4acTUs B TPOQecCHOHATBHO-
MICUXOJIOTUYECKOM coOeceIoBaHUHU (TECTUPOBAHUN), U TIPUHATHIX PELICHUN

194. Ot4ersl O TPOBEACHWW BCTYNMUTEINBHBIX HCIBITAHUN B ydpexaeHusi oOpa3oBaHUS (Kpome
OpraHu3aIMii, B KOTOPHIX OHU OBLTH COCTABJICHbI)



195. JIokyMeHTHI 0 XO/€ TpUeMa JIML, MOCTYMAIOUINX B YUPEXKICHHsI 00pa30BaHUs ISl TTOTyYECHUS
PO ECCHOHATPHO-TEXHUYECKOTO, CPEAHET0 CIEIHAIBHOTO U BBICIIEr0 oOpa3oBaHus (CIpaBKH,
uH(pOpMAaIINH, CTIUCKH, TOKJIQJHbIEC 3aIIUCKU U 1IP.)

196. ExxenqHeBHBIE CBEACHHS O pe3yJbTaTaX BCTYNHUTEIBHBIX HCIBITAHUM B  yUpEKICHHUS
o0Opa3oBaHMs

197. Ilepemnucka o mpueMe U 3a4MCICHUH JIHI] B yUPESKICHUSI 00pa30BaHUs

198. Kuuru ydera nepenaud B OTAET KaapoB (Y4eOHYIO YacTh) JTMUHBIX J1eJT 00yUJaromuXCst

199. Pacniucanusi, rtpaduku  y4eOHBIX  3aHATHM, (AaKyJIbTAaTUBHBIX  3aHATHH,  3a4ETOB
(muddepeHMPOBaHHBIX 3a4YE€TOB), 9K3aMEHOB 10 y4eOHbIM mpeaMeraMm (y4eOHBIM AUCIUILIUHAM),
rOCy/IapCTBEHHBIX ~ 3K3aMEHOB  (KBaJM(UKALMOHHBIX  JK3aMEHOB),  KaHAMJIATCKUX  3a4eTOB
(muddepeHMpPOBaHHBIX 3aY€TOB) MO 00IIe00pa30BaTENbHBIM AUCIUILITMHAM, KaHUIATCKUX 9K3aMEHOB
no o0ueo0pa3oBaTeIbHbIM JUCHUIUIMHAM, KOHCYJIbTALUN, 3aIIUThl KYPCOBBIX MHPOEKTOB (KYPCOBBIX
paboT), OUIUIOMHBIX TMPOEKTOB (JAMIUIOMHBIX PAa0OT), MAaruCTepPCKUX AUCCEPTAllMi, CETKH YacoB IO
y4eOHBIM TIpeaAMeTaM (YICOHBIM JTUCITATIIINHAM )

200. CBoikH, BEJOMOCTH y4€Ta MOCEIaeMOCTH YUEOHBIX 3aHITHI 00YyJarOIUMUCS

201. )XXypHaisl perucTpaiuy KOHCYIbTaIlui

202. Ilepeniucka 0 TPOBENCHUHM SK3aMEHAIIMOHHBIX CECCHH M JOIMyCKEe OOydJarommMxcs K caade
3aueToB  (AudQepeHupoBaHHBIX 3a4€TOB), OK3aMEHOB MO Y4eOHbIM mpeaMeraM (y4eOHBIM
IMCUUIUIMHAM ), BBICBIIKE JIOMAITHUX KOHTPOJIBHBIX paOdOT U APYTrUM BOIPOCAM

203. [1epeunu npoBEepOYHBIX pabOT MO MPOU3BOJICTBEHHOMY O0yUYEHUIO

204. Tlepeunu kBaM(UKATUOHHBIX (TPOOHBIX) paboT

205. [lepeuynu TeM KypCOBBIX MPOEKTOB (KypCOBBIX PalOT), AUILIOMHBIX MPOEKTOB (IUILIOMHBIX
pabor)

206. [lepenucka 06 opraHu3aluy U COCTOSIHUM 3209HOM (hOPMBI MOTY4eHHUs 00pa30BaHuUs

207. KypHanbl pErucCTpaliyd CHPABOK-BBI30BOB OOYYAIOMIUXCS 3a0YHONW (DOPMBI TIOTydCHUS
oOpa3oBaHHs

208. XKypHanbl yuera JOMAaIIHUX KOHTPOJBHBIX PaOdOT M KYpPCOBBIX NMPOEKTOB (KYPCOBBIX PadOT)
oOyuaromuxcs 3a04HON (POPMBI MOTYYeHHs] 00pa30BaHUS

209. JIokyMeHTBI O MPOBEICHUU PECITyOJMKAHCKHX KOHKYPCOB MPOQECCUOHATHLHOTO MacTepCTBa,
TEXHUYECKOTO U JEKOPATHBHO-MIPHUKIATHOTO TBOPYECTBA, CMOTPOB, CIETOB, BBICTABOK M JAPYTUX
00pa3oBaTENbHBIX MEPONPHUATHH (TIOJOKEHHUS, TIPOTOKOJIBI, 3asIBKH, AaHKETHI, CIIUCKU U JIp.)

210. Cnucku opraHu3anui, Ha 6a3e KOTOPbIX IPOBOJUTCS MPAKTUKA

211. XKypHanbl y4era MpOW3BOICTBEHHOTO OOydYeHUSs, JTAOOPAaTOPHBIX M NPAKTHYECKUX 3aHITHH,
KOHTPOJIbHBIX padoT

212. Ileperiucka 00  YTBEpXJEGHWH  COCTaBa  TOCYAAPCTBEHHBIX  KBANM(DUKAIMOHHBIX
(kBaJIM(PMKALMOHHBIX ) KOMHCCUH, TOCYJapCTBEHHBIX IK3aMEHAIIMOHHBIX KOMUCCUI U UX Ipejcenareieit

213. BenoMoCTH MepCOHATBHOTO y4eTa BBITYCKHIKOB

214. I1naHbl, BEIOMOCTH pacipe/eseHus (HanpaBieHus: Ha paboTy) BBITYCKHUKOB

215. Kauru ydvera BBIJJAYM CIIPABOK O CAMOCTOSITEIIHHOM TPYJIOYCTPOHCTBE W TOIATBEPKICHUHA O
npueme Ha paboTy

216. Kauru yvera BbIJa4d CBUJICTEIBCTB O HANpPaBJICHUH HA pabdOTy M MOATBEPKICHUN O MpHEeMe
Ha paboty

217. JIokyMeHTBl O TIPOBEIEHHHM OJKCKypcHWil (OT4eThl, HWH(OpMAIMH, ITHEBHUKH, pedepaTsl,
nepenucka u ap.)

218. Ilepercka 00 YTBEpXKAECHUM COCTaBa TOCYIApPCTBEHHBIX HSK3aMEHAIIMOHHBIX KOMHCCHH
(kBaJIM(PMKALMOHHBIX KOMUCCUI) M UX TIpeJceaTenei

219. JIokyMeHTBI O  TOCYAAapCTBEHHOW  perucTpanud  WHQOPMAIMOHHBIX  CHCTEM U
MH(OPMAIIMOHHBIX PECYpPCOB (3asBKH, 3aKIIOUEHUS U Jp.)

220. Ilepencka o BOpocaM MaTepHATBHO-TEXHHYECKOTO 00ECTICUCHHUS ACATEINbHOCTH

221. XKypHanbl ydyera BblJJaud KOHKYPCHBIX JIOKyMEHTOB, 3aIIPOCOB IIEHOBBIX MPEATIOKESHUN

222. KypHanbl ydera BBIaYd MPHIJIAMICHUH K YIaCTHIO B TIPOIEAYpax 3aKyIoOK TOBapoB (pador,

yCIIyr)



223. XKypHaJibl perucTpauu rnpeioKeHni

224. )XypHaibl perucTpanuy NpUOBITHS YIACTHUKOB Ha 3aCeIaHNs KOMUCCHHU

225. KypHaisl ydera JOTOBOPOB O MaTepHaIbHO-TEXHUIECKOM 00ecTieueHIH

226. JlokyMeHTBl O NOTPEOHOCTH B ChIpbE, MaTepHajaX, KOMIUIEKTYIOIIMX W HHBIX TOBapax
(pabotax, yciyrax) (CBOJAHBIE BEIOMOCTH, TaOIHUIIbI, PACUETHI U JIP.)

227. KoMIJIEKTOBOYHEIE BEJOMOCTH

228. JlokyMeHTBI 00 YCIOBUSX U O(OPMIIEHUH TOCTABOK CHIPHsI, MATEPHAIOB, KOMIUICKTYIOIIUX U
WHBIX TOBAapOB (paboT, yciryr) (CripaBKH, CBEICHHMS, 3asBKH, 3aKa3bl, IEpEIrcKa v JIp.)

229. I'pauku OTTpy3KHU CHIPbS, MAaTEPHATIOB, KOMILICKTYIOIIMX M UHBIX TOBAPOB MOTPEOUTEISM

230. JIokyMeHTBI O BblJjaue ChIpbsi, MAaTEPUAIOB, KOMIUICKTYIOLIMX U HHBIX TOBapOB (00OCHOBAHUS,
Hapsiibl U 1Ip.)

231. XKypHanbl ydera ChIpbs, MaTepUaJIOB, KOMIUIEKTYIOIIMX M HHBIX TOBApOB, OTIPABIIAEMBIX
MOTPEOUTEISAM

232. I'py30BBIC TAMOXEHHBIE ICKIapaluu (JeKIapaiy Ha TOBaphI)

233. CBOJIKH, BE€IOMOCTH, KHUTH y4€Ta OTTPY3KH IKCIIOPTHBIX TOBAPOB

234. JIoKyMEeHTBI O €XEeIHEBHOW OTIPY3Ke ChIPbsl, MAaTEPHAIOB, KOMIUIEKTYIOIIUX U MHBIX TOBapOB
(ZucneTdyepcKue )KypHajbl, CBOJKH U Jp.)

235. CezneHus 00 OTIPYKEHHBIX ChIPbE, MaTE€pUaIax, KOMIUIEKTYIOIUX U MHBIX TOBApax

236. Otuersl 00 ocTaTKax, NOCTYIUICHUH M PACXOIOBAHUHU CBHIPhS, MATEPUAIOB, KOMITICKTYIOIINX H
UHBIX TOBapOB

237. JlokyMeHTBl O KayecTBE IOCTYMAOIUX M  OTHPABISEMBIX  CBIPbS, MaTEpUAJIOB,
KOMIUIEKTYIOIIUX U UHBIX TOBApOB (paboT, yciyr) (aKThl, 3aKJIFOYEHUS, CIIPABKU U AP.)

238. [lepenmcka 0 3aroTOBKE U OTTPY3KE METAUIMYECKOTO JIOMa

239. HopMaTuBBI CKJIIQJICKHX 3aI1acoB

240. Teperrcka 00 opraHU3aluy CKIAJICKOTO XPaHEHUS

241. Ilepenucka o NpUOBITUU TPY30B

242. Ilepenrcka o 3aB0O3€ CBHIPhS, MATEPHAIIOB, KOMILIEKTYIOIINX ¥ HHBIX TOBAPOB HA CKIIA]IbI

243. TpeOoBaHUs 1 KOIIUU TPpeOOBaHMI HA TIOTyYEHUE HHCTPYMEHTOB CO CKJIa/I0B

244. Kaurn ydera pacropshKeHHH Ha OTIYCK CBIPbS, MaTEpHUaloB, KOMIUICKTYIOIIUX W HHBIX
TOBApOB CO CKJIa/I0B

245, Tlepenncka 00 MCIIOIB30BaHUM TaPbI

246. JIokyMeHTBl O JIOIyCKE B CIIy)KEOHbIE MOMEUICHUs B Hepabouee BpeMs M BBIXOJHbIE IHU
(3as1BKM, CBEJICHUSI, ITEPENHCKa U JIp.)

247. I'papuku nexxypcTB paOOTHUKOB, )KypHAJIBbI yueTa AeKYpCTB paOOTHUKOB

248. JlokymeHTBl 00 OQOPMIICHHH CIY)KEOHBIX TPOE3IHBIX JOKYMEHTOB, OPOHHPOBAHUU MECT B
TOCTMHHUIAX (CIIUCKHU, CBEJICHUS, TIepenucKa U JIp.)

249. KypHaibl yueTa BbIJJa4d MTeYaTeld U ITaMIIOB

250. IInansl, rpadguku nDpopMIAKTUYECKUX OCMOTPOB M TEKYLIEro peMOHTa 00OpydOBaHUS U
WH)XEHEPHBIX CHCTEM

251. JIokyMeHTBl O TEXHUYECKOM COCTOSIHMM 3[aHMH (MOMEIeHHI), 3aHUMAaeMbIX OpraHU3aLUusIMU
(OTYeTHI, CIIpaBKU, CBEACHUS U p.)

252. JIokyMeHTBI O TIOJTrOTOBKE 3/1aHUM (TOMELIeHU) 1 000pYA0BaHUS K SKCIUTyaTalluud B OCEHHE-
3UMHUN niepuoy (I1aHbl, rpa@uKy, MepenucKa 1 Jip.)

253. JXKypHaibl perucTpaniy JOroBOpoB 0 KOMMYHAJIBHOM OOCTYKUBaHUU 3JaHUN (COOPYKEHUN)

254. Tlepencka 0 KOMMYHAJIBHOM OOCITY)KHBaHUU 3[aHUH (COOPYKECHUN)

255. Ilepenucka o coiepXaHUM 37aHUN (COOPY)KEHHH) M TNpuHeraroue K HUM TEpPPUTOPUHU B
Ha/IJIKAIIEM TEXHIYECKOM U CAHUTAPHOM COCTOSTHUHT

256. [Inansl MEpONPHUATUNA MO YKOHOMHMM TEIJIOBOM M 3JIEKTPUUECKOW PHEPTUU M OTUETHl 00 MX
BBITTOJTHEHUH

257. XKypHanbl ydera pacxoja TeIJIOBOH SHEPruM, NOTPEOJICHUs] 3JIEKTPUUECKOM HHEepruu,
MIPUPOTHOTO Ta3a, BOJBI

258. XKypHansl yueta ocMOTpa U paboThI JIU(TOB



259. JIoKyMEHTBI 110 KOHTPOJIO MPOTHUBOMOXKAPHOTO COCTOSIHUA M PEKUMa OXPaHbl OpTraHU3aIHif
(mIaHbl, OTYETHI, aKThl, CBOJIKU, CBEICHUSI, IEpENKCcKa U Ap.)

260. MHCTpyKIIMHM 0 Mepax NoxapHoi 0e30macHOCTH

261. IHCTpyKIMM 10 3KCIUTyaTallud CUCTEM IPOTHBOIOXKAPHOIO BOJIOCHAOKEHHSI U YCTaHOBOK
MMOYKapHOM aBTOMAaTUKHU

262. VIHCTpyKLUH 110 TYLLIEHHIO [10’KapOB B 3JIEKTPOYCTAaHOBKAaX

263. MHCcTpyKIIMK MO 00ECIIeUeHUI0 3BaKyalluu JitoJIel (Ha 00BEKTaX C MAcCOBBIM NPEOBIBAHUEM
JIIOJICH)

264. Ilepeniicka 0 MPHOOPETEHUHU TOKAPHOH TEXHUKH, TOXKAPHOTO OOOPYHAOBAaHUS, IMOKAPHOTO
WHBEHTAapsl, OTHETYIINTEIEH, OTHETYIIAINX BEIECTB U APYTUX CPEACTB IPOTUBOIOKAPHOM 3aIIUThI

265. JKypHabl perucTpaiy JOroBOpPOB 00 OpraHU3alny OXPaHbl

266. CxeMbl TUCITIOKAIIMU TTOCTOB OXPaHbI

267. JIokyMeHTBI O peXHME PabOThl OXPAHHUKOB M CTOPOXeH (TpaduKu, paciucanus u Jip.)

268. 3asBKu Ha OpykHe, OOCIPUTIACKHI, BEIIEBOE UMYIIIECTBO JIJIi OXPAaHHUKOB

269. Otyetbl 00 yCTPOHCTBE U HKCILTyaTAIllMd TEXHUYECKUX CPEJCTB OXPaHbI

270. Ilnanbl 3aIlIMTHl HACEJIEHHUS U TEPPUTOPUM OT 4Ype3BbIUANHBIX CUTYAlLM MPUPOJHOIO U
TEXHOTEHHOT'O XapakTepa

271. IlnaHsl NpeaynpexIeHHUs U JTUKBUIALMH YpE3BbIUAHBIX CUTYyallUN

272. IlnaHbl TpasKAaHCKON 000POHBI

273. lokyMeHTsl 00  opraHu3anuud  (YHKIMOHUPOBAHUS  TOCYAAPCTBEHHOH  CUCTEMBI
MPEIYNPEXKJACHUS U JIUKBUIAINH YPE3BBIYAWHBIX CUTYallui U TPaKJAaHCKONH 00OpOHBI (yKa3aHMsI, IJIaHBbI,
OTYEeThI, HHPOPMALIMH H JIP.)

274. Ilepeiucka 00  opraHuzanuu  (QYHKIMOHHUPOBAHUS  TOCYAAPCTBEHHOW  CHUCTEMBI
IPeSYIpPEexACHUS U JTUKBUAALUHN YPE3BbIYaHBIX CUTYAUIl U IPaX1aHCKOW 00OPOHBI

275. Ilepenicka o NesITEILHOCTH KOMUCCHH 110 UpE3BBIYAHBIM CUTYAIHSIM

276. JIokyMeHTBI O CO37]aHUH, UCTIOIb30BAHUYU U BOCIIOJIHEHUHU PE3EPBOB MAaTEPUAIBHBIX PECYPCOB
JUISL TAKBHUIAIMH YPE3BbIUANHBIX CUTYaIH (KOTIMU pelIeHUH, TPUKa30B, TIEPENHCKa U JIp.)

277. JJokyMeHTBl O MOATOTOBKE PYKOBOJAUTEINEH, JOJKHOCTHBIX JIML, PAaOOTHUKOB OpraHMU3alui,
HAaCceJeHUs B 00JAcTH 3alMThl OT YPE3BBIYAWHBIX CHUTYallMHd HPUPOAHOTO M TEXHOTEHHOTI'O XapakTepa
(maHsl, IPOrpaMMBbl, OTYETHI, IEPENUCcKa 1 JIp.)

278. JlokyMeHTBl 00 OpraHW3allii ¥ BEICHUW TPAXTAHCKOH OOOpPOHBI (TIOJOKEHUS, IUIAHBI,
OTYETHI, IepenucKa u ap.)

279. lokyMeHThI 00 opraHu3anuu (HYHKIIMOHHPOBAHKS W TIOJITOTOBKE CHJI TPaXKIaHCKON 0OOPOHBI
(moJsto’KeHus, pelieH!sl, IepeYHH, OpraHU3allMOHHO-ILTATHbIE CTPYKTYpbI, TAOEIH U Ap.)

280. lokyMeHTbI 00 O0OECNeYeHWH W HCIIOJIh30BAHWH CICIHATLHOTO HMYIIECTBA TPakIaHCKON
000pOHBI (TINIaHBI, OTYETHI, CBEACHUS U JP.)

281. JIoKkyMEHTBl O COCTOSHMM W OKCIUTyaTal[iM Pa3IMYHBIX BUJOB TPAHCIIOPTHBIX CPEICTB
(cripaBKH, TOKJIA/IHbIE 3aIIUCKHU, CBEJICHUS, TIEpENHCKa U JIp.)

282. JIokyMeHTBl O HAJIMYUH W COCTOSHUM aBTOMOOWJIBHBIX NapKOB, Trapaykei, MacTepCKHX
(cripaBKH, CBEACHUS, IEPETIUCKA U JIP.)

283. JlokyMeHTBl 00 OIpenesieHu: MOTPeOHOCTH B TPAHCIIOPTHBIX CPEACTBAX M WX BBIJCICHUH
(3as1BKH, pacueTsl, epernucka 1 ap.)

284. JIokyMeHTBI O IBHKCHWU TPAHCIIOPTHBIX CPEICTB (CBOJKH, CBEJCHHS, pacICaHus, rpaduKy,
nepenucka u ap.)

285. JIokyMeHTBl O COCTOSHHHM M Pa3BUTHH BHYTPEHHEH CBS3M (IOKJIAJHBIC 3aIHCKH, CIPaBKH,
IepernucKa)

286. JIokyMeHTBI O PEMOHTE COOPYKEHHI U CPEICTB CBSI3H (IIJIAHBI, OTYETHI, IEPETUCKa U Jp.)

287. XKypHanbl peructpaiyu JOroBOpPOB 00 OpraHU3alMM, SKCIUTyaTallud, apeH]ieé U PEMOHTE
BHYTPEHHEN CBSA3U

288. Ilepenucka o mpoBeaeHUH paboOT 1Mo TenedoHH3AMU, PATUO(UKALMKN, CUTHAIM3ALUU U
AKCILTyaTallii BHYTPEHHEH CBSI3W OpTraHU3aIiN

289. CxeMbl TUHUI CBSI3U OpraHU3AIIHIA



290. XKypHaubl, KHUTH yueTa Telae(OHHBIX pa3roBOpOB

291. XypHansl TpoPUIAKTHIECKUX OCMOTPOB 000PYIOBAHHUS U KAHAJIOB CBSI3U

292. TexHuueCcKHe KypHAJIbl SKCILTyaTalluy CPEACTB CBA3U

293. JIokyMEHTBI 10 TOATOTOBKE YYPEAUTEIbHBIX ChE3/I0B, KOH(EPEHIHMHA, OOIMX M HWHBIX
YUpEeIUTENbHBIX COOpaHHii OOIIECTBEHHBIX OpraHu3auuil (MIaHbl, TPOTPAMMBI, CIIPABKH, HH(OPMAIIH,
MepenucKa u Jip.)

294. JlokymeHTsl 00 HTOrax OTYETHO-BBIOOPHBIX KaMITaHUH, BBIIIOJHEHUM PEUICHUH BBICIIMX
OpraHoB OOIIECTBEHHBIX OPraHU3alUi (OTYETHI, CIPABKH, IPOTOKOJIBI U JIP.)

295. Ilepenncka 00 OpraHu3ally U MPOBEICHUN OTYETHO-BBIOOPHBIX KaMITaHUH

296. ITimanpl mpoBeeHHs OOIIECTBEHHBIX MEPOTIPHATHI

297. JIoKyMeHTBl O NEeSTETbHOCTH KOMHCCHH OOILIECTBEHHBIX OpraHu3auuil (MPOTOKOJIBI, aKTHI,
BEJIOMOCTH, CBEJICHHS U JIp.)

298. ®uHaHCOBBIE CMETHI OOIIECTBEHHBIX, IEPBUYHBIX OOLIECTBEHHBIX OpraHU3alui

299. OTtuerl 00 WCHOJHEHMH (DUHAHCOBBIX CMET OOIIECTBEHHBIX, MEPBUYHBIX OOIIECCTBEHHBIX
OpraHu3aluin

300. JIokyMeHTBI O IOCTYIUICHUU M PACXOJOBAHUH WICHCKUX B3HOCOB (OTYETHI, TIEPEIIHCKA U JIp.)

301. lokyMeHThI 00 ydeTe WICHCKUX OMIeTOB (OTYETHI, 3asBKH, aKThI, CBEJICHUS | JIp.)

302. YdeTHbIe KapTOUKH YICHOB OOIIECTBEHHBIX OPraHU3alui

303. Crucku 4IeHOB 0OLIECTBEHHBIX OpraHU3alnui

[Ipunoxenue 21
UCKIJIIOUEHO



