3aperncTpmpoBaHo B HaumMoHanbHOM peecTpe NPaBoBbIX aKTOB
Pecnybanku Benapycb 29 aHsapa 2009 r. N 8/20434

NOCTAHOBJIEHUE MUHUCTEPCTBA HOCTULLUU PECNYBJ/IUKU BEJIAPYCb
19 aHBapa 2009r. N 4

Ob YTBEPXAEHUU UHCTPYKUWUUN NO AENONPOU3BOACTBY B rOCYAAPCTBEHHbIX OPFAHAX, UHbIX
OPrAHMU3ALMAX
(B pea. noctaHoBNeHMI MuHtocTa ot 24.10.2011 N 235,
0T 27.01.2012 N 18, o1 15.01.2013 N 9, 01 10.12.2014 N 240)

Ha ocHoBaHuMM 3akoHa Pecnybnuku Benapycb oT 6 okTabpa 1994 roga "O HauuoHanbHOm
apxuBHom ¢oHae n apxuBax B Pecnybnvke Benapyck" u MonoxeHma o MUHUCTEPCTBE HOCTULMM
Pecnybanku Benapycb, yTBepKAeHHOro nocraHosneHnem CoseTa MuHucTpoB Pecnybankmn benapycb ot
31 oktabpna 2001 r. N 1605, MuHuctepctso toctuumm Pecnybamnkm benapycb MOCTAHOBAET:

1. YTBepautb npunaraemyto MHCTPYKUMIO MO AeN0NpOU3BOACTBY B FOCYAApPCTBEHHbIX OpraHax,
WHbIX OpraHM3aunax.

(B pea. noctaHoBneHMA MuHiocTa oT 27.01.2012 N 18)

2. MpusHaTb yTpaTUBLLUMM CUAY NpuKa3s KomuTeTa no apxmusam 1 gesionpounssoactsy Pecnybanku
Benapycb oT 23 mas 1995 r. N 13 "0O6 yreBepxaeHun MNpuUmepHON MHCTPYKLUK MO AeNoNpOoM3BOACTBY B
MUHUCTEPCTBAX, FOCKOMMUTETAX W APYrUX LEHTPasbHbIX OpraHax YMNpaBAeHUA, Y4YpeXAeHUsX,
opraHusaumax W Ha npeanpuatuax Pecnybankm Benapych" (BlonneteHb HOPMaTMBHO-NPaBOBOM
nHpopmaumm, 1995 ., N 11).

3. HacTtosiwee nocTaHOB/AEHME BCTynaeT B CUMAY Yyepe3 AecAaTb AHel nocne ero opuumanbHoro
onyb6anMKoBaHus.

MuHucTp B.l.fonoBaHOB

YTBEPXIEHO
[locTaHOBJIEHUE
MyHMCTEepCTBa NCTULIUN
Pecnybnukmu Bejnapychb
19.01.2009 N 4

UHCTPYKLUA
no AENonPOn3BOACTBY B TOCYOAPCTBEHHbIX OPTAHAX, UHbIX OPFTAHU3ALMNAX
(B pea. noctaHoBneHMIM MuHiocTa ot 24.10.2011 N 235,
07 27.01.2012 N 18, 01 15.01.2013 N 9, 01 10.12.2014 N 240)

FMABA 1
OBLUUE NONOXKEHUA

1. Hactoswan MHCTpyKLMA OCHOBAHa Ha NooXeHusax 3akoHa Pecnybankum benapycb ot 25 Hos6psA
2011 roaa "O6 apxuBHOM gene u genonpoussoacTtee B Pecnybanke benapyck" (HaunmoHanbHbIN peecTp
npaBoBbix akToB Pecny6auku Benapycb, 2011 r., N 136, 2/1875) c uenbio COBEPLUEHCTBOBAHMA,
nosblWeHUA 3PPEKTUBHOCTM M KayecTBa [AOKYMEHTAUMOHHOrO obecneyeHuA ynpaBaeHUA nyTem
YHUUKaLMM cocTaBa M GOPM yNpaBieHYECKUX OKYMEHTOB, TEXHOIOMMIA PpaboTbl C HUMMU.
(B pea. noctaHoBNeHMA MuHiocTa o1 27.01.2012 N 18)

2. Hacrtoswas WHCTpyKuMs ycTaHaBAMBaeT obuwume TpeboBaHMA K [AOKYMEHTUMPOBAHMIO
ynpaBneHYecKon AesTeNbHOCTM M OpraHM3aumm paboTbl ¢ JOKYMEHTAMM B rOCYAapCTBEHHbIX OpraHax,
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WHbIX OpraHM3aumax He3aBMcMMO OT GOpMbl COBCTBEHHOCTU W OPraHU3aLMOHHO-MPaBoOBOM GOpPMbI
(manee - opraHusauun).
(B pea. noctaHoBNeHMA MuHiocTa oT 27.01.2012 N 18)

3. lonoxeHuns  HactoAwen  WMHCTPYKUMM  pPacnpoCTPaHAOTCA  Ha  OpraHM3alUMOHHO-
pacnopAgMTeNbHY0 AOKYMEHTAUMIO HE3aBMCMMO OT BMAA HOCUMTENA W YCTaHAB/AMBAKOT MpaBuAa
noAroToBKN, 0GOPMNEHUSA, YYeTa, TUPAXKMPOBAHUA, KOHTPOAA UCMONHEHMA, ONEPATUBHOIO XpaHeHWUs,
MCNONb30BaHMA WM MOAMOTOBKM K Mepefavye B aApPXMB, OCYLLECTBAAEMbIE C MOMOLLbIO PYYHbIX,
MEXaHM3MPOBAaHHbIX W AaBTOMATU3MPOBAHHbIX  (KOMMbIOTEPHbIX)  TexHosorMi.  OcobeHHOCTH
obopmneHuns, obpaboTKM U XpPaHEHUA AOKYMEHTOB B 3/IEKTPOHHOM BUAE peryaupytotca rnasoi 18
HacToAwwen NHCTPYKUUM 1 aKTamuM 3aKoHoaaTenbcTBa Pecnybinkm benapyce.

OcobeHHocT odopmaeHusa, 06paboTKM U  XpaHEHUA OpPraHU3aLMOHHO-PACNOPAANTENbHbIX
OOKYMEHTOB, OTHOCALUMXCA K HOPMaTMBHbIM NPaBOBbIM akTam Pecnybavkm benapycb, coaepialimx
rocyapCTBEHHbIE CEKPETbl M MHYI OXPaHAEMYH 3aKOHOAATe/NbCTBOM WHPOPMaumio, obpalleHunit
rpaxgaH, B TOM 4Yuc/ie WUHAMBUAYANbHbLIX NPEeAnPUHUMATENEN, N IOPULUYECKUX NNUL, U AOKYMEHTOB,
CBA3AHHbIX C WX PACCMOTPEHMEM, 3afBJEHMIA 3aUHTEPECOBAHHbLIX /uL, obpawatowmxca 3a
OCYLLECTBNEHNEM aAMUHUCTPATUBHOMN NPOLLEAYPbI, U MHbIX AOKYMEHTOB, CBA3AHHbIX C OCYLLECTBIEHNEM
aAMMHUCTPATMBHBIX NpoLeayp, PeryanpytoTca akTaMm 3akoHoaatenbcTsa Pecnybanku benapyceb.

(B pea. noctaHoBneHMAa MuHtocTa oT 24.10.2011 N 235)

MonoxeHna HacToAwen WHCTPYKLMM  PACNpOCTPAHAIOTCA HA OpraHusaumio  pabotbl ¢
OOKYMEHTaMW, He OTHOCALMMMCA K CUCTEME OPraHM3aUMOHHO-PACNOPAANTENBHON AOKYMEHTaUuu
(nnaHoBas, OTYETHO-CTAaTUCTMYECKasA, pPaCYETHO-AEHEe)KHaa U  ApYyrMe CUCTeMbl [OKYMeHTauum),
HE3aBUCMMO OT BMAA HOCUTENA, BKAKOYAA MX PErncTpaumio, y4eT, KOHTPOIb UCMONHEHUA, XPaHeHUe, B
TOM YMC/IE OCYLLECTBSIEMbIE C MOMOLLbIO aBTOMATU3NPOBAHHbIX (KOMMbIOTEPHBIX) TEXHOOTUIA.

4. OpraHusaums u BeaeHMe AeNOoNpPOM3BOACTBA B OpraHM3aumax OCYLLECTBAAIOTCA HAa OCHOBe
CamoCToATENbHO pa3pabaTbiBaemMblX WHCTPYKUMMA NO  AEeNonpov3BOACTBY B COOTBETCTBUMM  C
TpeboBaHMAMM HacToAWwen NHCTPYKUMK.

BblwecToAwmMmmM opraHMsaumMaMmm Aaa O4HOPOAHbLIX MO XapaKTepy AesATeNlbHOCTM NOAYMHEHHbIX
OpraHusaLmin pa3pabaTbiBAOTCA MHCTPYKUMM MO AeN0NPOU3BOACTBY, YCTAHABAMBAOWME TUNOBON UM
NPUMEpPHbIM XapaKTep opraHMsaLMn AefoNPOU3BOACTBA, UCMOb3yeMble NMPU pa3paboTKe MHCTPYKLUNM
no A4eN0oNpPOnN3BOACTBY STUX OpPraHM3aLNiA.

MHCTpyKUMA NO Aenonpou3BoACTBY, MMEIOLWAs TUMNOBOM XapaKTep, YCTaHABAWMBAET eAMHbIN
nopaAAoK opraHn3aLmm 4ef0Npon3BoOACTBa BO BCEX OAHOPOAHbIX OpraHU3aumsX.

MHCTpYKLMA NO [eN0onpon3BOACTBY, MMEIOWAA NPUMEPHbIN XapaKTep, YCTaHAaBAMBAET MopALoK
opraHv3aumMm Aenonpor3BOACTBA B OAHOPOAHbLIX OpPraHM3aumax, NpeasycMaTpuBalowmii BOSMOXKHOCTb
€ro KOHKPEeTM3aLMM B MHCTPYKLMAX NO Ae0NPOU3BOACTBY OPraHM3aLMii B YCTAHOB/IEHHbIX €10 PaMKaXx.

MHCTPYKLMM NO [EeNONPON3BOACTBY, MMEIOLWME TUNOBOM WUAN MPUMEPHBIA XapaKTep, ABAAIOTCS
0653aTeNbHbIMU AN NPUMEHEHUA.

5. HCTPYKUMK MO AeN10NpOM3BOACTBY OPraHU3aumMi, ABASIOLMXCA UCTOYHMKAMMN KOMMNIEKTOBAHMUA
rOCyZapCTBEHHbIX  apPXMBOB, YTBEPXKAAIOTCA UX  PYKOBOAWUTENAMM  NOCAE  COMacoBaHMA ¢
COOTBETCTBYHOLLMM FOCYAaPCTBEHHBIM APXMBHbBIM YUPEXAEHNEM UAN CTPYKTYPHBIM NOAPA3AENEHNEM NO
apxvMBam 1 AenonpousBoacTBy 061acTHbIX (MUHCKOro ropoAcKoro) UCNoIHUTENIbHBIX KOMUTETOB.

(B pea. noctaHoBneHMA MuHiocTa o1 27.01.2012 N 18)

MHCTPpYKUMM MO [e/onNpoM3BOACTBY  OpraHM3auuii, He  ABAAIOWMXCA  UCTOYHUKaMM
KOMMNIEKTOBaHMA FOCYAaPCTBEHHbIX aPXMBOB, YTBEPKAAIOTCA UX PYKOBOAUTENSAMM NOC/E COracoBaHMA
C BbILIECTOAWMMM OPraHn3aLmaMM (MPU UX HanMumnm).

MHCTpyKUMM NO  [eNonpou3BOACTBY, WMeKLWMe TUNOBOM MAM  MNPUMEPHbIA  XapakTtep,
pa3pabaTtbiBaemble  pecnyb/iMKaHCKUMW  OpraHamMu  rocyAapCTBEHHOTO  YNpPaBAE€HWUA,  UHbIMM
rocyapCTBEHHbIMM  OpPraHU3aLMAMKM, noAuYMHeHHbIMM  [paButenbctey  Pecnybamku  Benapyce,
YTBEPXKAAOTCA MX PYKOBOOMTENAMM NOC/AE COrnacoBaHuA ¢ LleHTpanbHOWM 3KCMepTHOW Komuccueit
(manee - U3K) cooTBeTcTBYylOLWErO OpraHa ynpasneHus (opraHvsaumm) u pecnybaMKaHCKMM OpraHom
rocyapCcTBEHHOrO yNpaBaeHua B chepe apxXMBHOTO Aena U AenonponsBoacTsa.

(B pea. noctaHoBNeHMA MuHiocTa oT 27.01.2012 N 18)

MHCTpYKUMM NO  4eNonpoU3BOACTBY, WMeKWMe TUNOBOW MAM  MNPUMEPHbIA  XapakTtep,

pa3pabaTtbiBaeMble OpPraHM3auUsaMK, ABAAIOWMMMNCA UCTOYHUKAMW KOMMNEKTOBAHWUS FOCYAapPCTBEHHbIX
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apXMBOB, YTBEP)KAATCA WX pyKoBOAUTENAMM nocne cornacosaHma ¢ LSK atux opraHusauyuin u
COOTBETCTBYOLMMWN FOCYAaPCTBEHHBIMWN apXMBaAMM.

MHCTpYKUMM no AenonpousBoAcTBY, WMelowMe TUAOBOM WAM  NPUMEpPHbIN  XapakTep,
pa3pabaTbiBaeMble MHbIMW OPraHU3aLMAMM, YTBEPHKAAKOTCA UX PYKOBOAUTENSAMM NOCAE COFIACOBAHUA C
LK aTnx opraHunsaumii.

6. OpraH13auma N coBepLLIEHCTBOBAHME CUCTEMbI AOKYMEHTALMOHHOIO obecnevyeHmsa ynpasaeHus
B OpraHM3aumu, KOHTPOAb 33 CObOAOAEHMEM YCTAaHOB/IEHHbIX NpaBun paboTbl C AOKYMeEHTamM,
MEeTOAMYECKOE PYKOBOACTBO pPaboTo ¢ p[OKymeHTamMum U obyyeHMe pabOTHMKOB OCHOBAM
OEeNonpounsBoACTBa, BHeAPEHME U NMPUMEHEHNE COBPEMEHHbIX MHPOPMALIMOHHbBIX TEXHONOTMNI B paboTe
C OOKYMEHTaMM BO3/1araloTcs Ha Cnykby OOKYMeHTauMoHHOro obecneuyeHus ynpasneHus (ganee -
cnyxba 40Y).

HanmeHoBaHue cnyx6bl AOY (ynpaBneHwe genamu, ceKpeTapuat, obLlWnin oTaen, KaHuenspusa m
T.N.), ee CTPyKTypa, 3afauyn, PyHKUMM YCTaHaB/IMBAOTCA B COOTBETCTBMM C MOJIOKEHMEM O Hel B
3aBMCMMOCTM OT obbema [OOKYMeHToob6opoTa, BbIMNOAHAEMbIX QYHKUMK, Hanuuma Ccpeacts
BbIYUC/IUTENIBHOM WU OPraHMU3aLMOHHOMN TEXHUKM U T.N.

Cnyxkba OOY MOMKeT cOoCTOTb M3 HECKO/IbKMX noapasgeneHuit. 3agaum, OyHKUMK, Nopsaaok
paboTbl noapasaeneHnin cnyKobol JOY pernameHTUPYOTCA NONOKEHUAMMU O HUX.

Mpn Hebonbwom obbeme AOKyMmeHToobopoTa cnyxba AOY MoXKeT He co3fgaBaTbcA. B atom
Cny4yae BbiNo/MHeHMe ee (YHKUMA BO3/araeTcA Ha cneuManbHO HasHayeHHoro paboTHuKa (rpynny
paboTHMKOB).

MNpaBa, 0683aHHOCTM M OTBETCTBEHHOCTb PABOTHMKOB, YY4ACTBYIOWMX B AE/0NPOM3BOACTBEHHOM
ob6cnyKMBaHMM OpPraHNU3aLNK, ONPEAENAIOTCA UX AOMKHOCTHBIMU UHCTPYKLMAMM.

7. OTBETCTBEHHOCTb 33 OpPraHU3aLMio AeN0NPOU3BOACTBA, COONIOAEHME YCTAHOBAEHHbIX NPABUA U
nopsaka paboTbl C AOKYMEHTAMW B OpraHM3aumuM, UX COXPaHHOCTb BO3NAraloTCA Ha PyKOBOAMTENA
opraHmsauuun. [lpn CcmeHe pyKoBOAMTENA OpraHM3auuM COCTABMIAETCA aKT Mpuema-nepesaudu
LOKYMEHTOB U Aen.

OTBETCTBEHHOCTb 33 OpPraHM3aLMio 4eN0NpPoM3BOACTBA, COOMIOAEHME YCTAHOBNEHHbIX MPaBuAa U
nopsaka paboTbl C AOKYMEHTaMW B CTPYKTYPHbIX NOAPa3AeNeHUsX OpraHM3aumnmM, UX COXPaHHOCTb
BO3/1araloTcA Ha pyKoBoauTenel 3TUx nogpasgeneHuin. [puKasom pyKoBOAUTENS OpraHUsauuu
Ha3Ha4yaeTcs pabOTHMK, OTBETCTBEHHbIN 33 BeAeHWe AeNONPOM3BOLCTBA, KOTOPbIN OCYLLECTBASET B
CTPYKTYPHOM MOApasaeneHMn YY4eT U KOHTPOb MPOXOXKAEHUA OOKYMEHTOB B YCTAaHOBAEHHbIE CPOKM,
MHPOPMUPYET PYKOBOAMUTENA CTPYKTYPHOTO NOAPa3AeNEHMNA O COCTOAHUN UX UCNIONTHEHUA U Ap.

PaboOTHUKM OpraHu3aummn AOAXKHbl BbiTb 0O3HAKOMJ/IEHbI C YCTAaHOBAEHHbLIM MOPAAKOM pPaboThbl C
OOKYMEHTaMM B OpraHM3aLnu.

PabOTHUKM OpraHusaLumMm HecyT NepcoHasibHY0 OTBETCTBEHHOCTb 3a BbINOJIHEHME TpeboBaHMUI
WMHCTPYKLUMM NO AEN0NPOM3BOACTBY, COXPAHHOCTb HAXOAAWMXCA Y HUX CAyxebHbix AoKymeHToB. 06
yTpaTe AOKYMEHTOB HeEMeaIeHHO cooblaeTcs pyKoBogMTe o NoapasaeneHuns u B ciy:xoby 40Y.

Mpu nepeBoge, NepemMelleHnn AN YBONbHEHUU PABOTHMKA UMEIOLWMECA Y HEro AOKYMEHTbl U
Aena nepeaaroTcAa MO PeLeHU0 PyKoBOAUTENA OpraHu3auuMm UM COOTBETCTBYHOLLErO CTPYKTYPHOro
noapasgeneHua gpyromy paboTHUKY Mo akTy Nnpuema-nepegaym 4OKYMEHTOB 1 Aen.

8. KoHTponb 3a COCTOAHMEM [eN0NpPOoM3BOACTBA B OPraHU3auuMAX OCYLLECTBAAETCA OpraHamm
APXUBHOrO Jena W  AeN0oNpou3BOACTBA, TOCYJAPCTBEHHBIMM — AaPXMBHBIMU  YUYPEXAEHUAMU U
BbILLECTOALLMMUN OPraHM3aLUAMM.

(B peq. noctaHoBNeHMA MuHiocTa o1 27.01.2012 N 18)

FNABA 2
AOKYMEHTUPOBAHME YNPAB/NIEHYECKOW AEATENIBHOCTHU

9. [loKyMeHTMpPOBaHMe yNpaB/eHYECKOM AeATENbHOCTM 3aKAH04AETCA B CO34aHNM YNPABAEHYECKMX
OOKYMeHTOB - ¢uKcaumMm Ha 6ymare wauM ApYyrMx HOCUTENAX YhpaB/ieHYecKUX AeWCTBUiA Mo
YCTaHOB/EHHbIM  npaBuaam.  [OKyMEHTUPOBaHWE  YMNpaBAEHYECKOW  AeATENbHOCTU  MOMKET
OCYLLECTBAATLCA KaK PYKOMMUCHBIM CMOCOB0M, TaK M C MOMOLLLbI0 TEXHUUYECKUX CPeAaCTB.

CoctaB [OOKYMeHTOB, 06pasyloWwmxca B AOeATENbHOCTM OpraHusauuu, onpegenserca ee
KOMNeTeHUMeN, KPpyrom yrnpasaeHYeckux GyHKUM, NOPAAKOM paspeLleHns BOMnpocoB (eanHONMYHbIN
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WU KONJerManbHblit), 06beMOM U XapaKTepOM B3aMMOCBA3EN MeXay opraHM3auuamMn OZHOTO UK
Pa3/IMUHbIX YPOBHEN YNpaBAeHMA U T.M.

HOpuanyeckum OCHOBaHWEM CO34aHUA OpPraHW3aLMOHHO-PACNOPAANTENbHBIX [OKYMEHTOB B
OEeATEeNbHOCTU OpraHM3auMi ABNAIOTCA:

aKTbl 3aKOHOAaTebcTBa Pecnybankm benapycs;

peLleHuna cyaos;

npeanMcaHna rocyAapcTBEHHbIX OPraHOB U AOMMKHOCTHbBIX UL

NopyYeHMA BbILLECTOALLMX OPraHn3aLmii;

OCYLLECTB/IEHME UCMOJIHUTENBHOM U OPraHU3aLMOHHO-PACNOPALMTENBHON AEATENBHOCTU B LLEeNAX
BbIMO/IHEHUA OpraHM3aUMen BO3/IOXKEHHbIX Ha Hee OYHKUMM WM 33434 B COOTBETCTBMM C ee
KOMMeTeHumen.

10. OpraHu3auumM HageneHbl NPaBoM MPUMHUMATb (M34aBaTb) TOILKO Te pPaCNopAAUTENbHbIE
OOKYMEHTbI (MpMKasbl, pacnopaXKeHus, ykasaHua, MNOCTaHOBNEHUSA, PELLEHUSA), KOTOPble NPEAYCMOTPEHbI
3aKoHoAaTenbcTBOM Pecnybnmkmn Benapych, yctaBamu UK NMONOKEHUAMM O HUX.

11. CoBMecCTHble aKTbl OPraHOB rOCyAapCTBEHHOM BAACTM M YyNpaBAeHUA MPUHUMAlOTCA B BUAE
noctaHoBneHuin. CoBMeCTHble aKTbl MecCTHbix CoOBETOB  AenyTaToB,  MCMOJHUTENbHbIX W
pacnopAaguTeNbHbIX OPraHOB MPUHUMAIOTCA B BuAe peweHnit. CoBMECTHble pacnopsguTesnbHble
OOKYMEHTbl WHbIX OpraHuM3aumii, wusgawowmx (NpUHMMaOWMX) OAMHAKOBbIE BUAbl [AOKYMEHTOB
(npuKasbl, nocTaHoBNEHMA M Ap.), n3gaoTca (NpMHUMatoTca) B cooTBeTcTByoweM Buae. CoBMeCTHbIe
pacnopAaguTeNibHble  AOKYMEHTbl  OpraHu3aumii, W3OaloWMX  pPasindyHble  BUAbl  AOKYMEHTOB,
NPUHMMAIOTCA B BUAE PELUEHUs, KOTOPOE MMEET MPABOBYHO CMAY PACNOPALUTENBHONO AOKYMEHTA AAA
KaXK4oM opraHmn3aumm, NPUHABLLEN 3TOT LOKYMEHT.

12. Xopg ob6Cy)KAeHMa BOMPOCOB Ha 3acedaHusX, COBeLLaHWAX, COobpaHusaX, KOHpepeHuusXx,
[AenoBbIX BCTpeyax (ganee - 3aceaaHma) GMKcnpyeTcs B NPOTOKONAX.

PeweHnsa, npuHATbIE Ha 3acefaHWM KOANErManbHOro OpraHa, MMEIOLWEro CcoBellaTeNbHble
dYHKUMK, KaK NPaBUIO, MPOBOAATCA B *KM3Hb NPUKA30M (pacrnopsKeHnem) pyKoBoaMTeNss OpraHM3aLmm
nnbo nyTem yTBEPKAEHUA PYKOBOAUTEIEM OPraHM3aL MM NPOTOKO1a 3aceaHus.

13. OpraHusaumm BeayT MNepennucky C BbIWECTOAWMMKN, NOABEAOMCTBEHHbIMWU, CTOPOHHMMM
OpraHusaumMamMu, rpaxgaHamu, B TOM YMCAE WHAMBUAYANbHbIMW MpeanpUHUMATENAMU, B LENsX
BbINO/IHEHWA NOCTAB/IEHHbIX Nepes HUMM 33434 U PeannsaLmm BO3N0KEHHbIX HA HUX GYHKLUNIA.

(B pea. noctaHoBneHMA MuHiocTa oT 24.10.2011 N 235)

Mepenucka Mexay CTPYKTYPHbIMK MNoApasAeneHuAMM  OopraHuMsauMu, 3a  WUCKAKYEHUEM
TepPPUTOPUANbHO YAaNEeHHbIX NOAPa3AeNeHNi, 3anpeLlaeTcs.

14. OpraHM3auumM Ha OCHOBaHWWM HOPMATMBHbIX MPABOBbLIX AKTOB, OMPEAENAIOWNX UX 3a434N U
dYHKUMK, N30at0T (COCTaBAAIOT) TaKKe NNaHbl, OTYETbI, AOKNAAHbIE 3aNUCKKU, CNPABKK, aKkTbl U Apyrue
ynpaBaeHYeCcKne AOKYMEHTbI.

15. MpaBo u3gaHuA (NPUHATUA) OOKYMEHTOB, WX MOANUCAHWUA, YTBEPMKAEHWUS, COrnacoBaHuA
(BM3npoBaHMA) 3aKpennaeTca B NONOXKEHUAX U yCTaBaxX OpraHM3aumii, MOJIOMKEHUAX O CTPYKTYPHbIX
noapasaeneHunax, AO/MKHOCTHbIX MHCTPYKUMAX PaboTHMKAM M MHbIX JIOKa/bHbIX MPaBOBbIX aKTax
opraHusaumm.

16. MNoarotoBKka AOKYMeEHTa BK/OYAET COCTaB/ieHME U OoPopMeHME MPOEKTa AOKYMEHTA, ero
nognucaHue, Npyn HeobXoAMMOCTH - CorlacoBaHMe (BU3MPOBAHUE), YTBEPKAEHME.

Mpn noarotoBke W 0GOPMAEHUM  OOKYMEHTOB Heobxoammo cobatogatb  npasuAaa,
obecneunBatowme OPUANYECKYIO CUNY AOKYMEHTa, OnepaTMBHOE W KAayeCTBEHHOE WX MCMOJIHEHME U
MOWCK.

17. [Ons COKpaWeHWs KOoAMYecTBa NpUMeHseMbix ¢opM  [LOKYMEHTOB  OpraHusauumm
pa3spabatbiBaloT yHUPUUMPOBaAHHbIE (OpmMbl  AOKYMeHTOB (manee - Y®[), npeacrasnaiolme
COBOKYMHOCTb PEKBU3WUTOB, YCTAHOBJIEHHbIX B COOTBETCTBMM C pellaembiMM B AaHHOW coepe
OeATeNbHOCTU 3a4a4aMn U Pacho/IOKEHHbIX Ha Hocutene nHGopmaLmm B onpeaesieHHOM nopsaaKe.

Yo skaovatotca B "Tabenb YHUOULMPOBAHHLIX GOPM AOKYMEHTOB opraHu3auuu" - nepeyeHb
pa3pelleHHbIX K MpUMeHeHUo GopmM AOKYMEHTOB, HEOBXOAMMbIX M AOCTAaTOUYHbIX AN peanusaumnu
GYHKUMA U 33434 ynpaB/ieHYecKol AeATeNbHOCTU C OTParKeHMeM OCHOBHbIX 3TanoB UX MOArOTOBKU U
npoxoxaeHua (nanee - Tabensb).

Tabenb yTBEp}KAaeTcA pyKoBoAMUTENEM opraHusaumn. PaspaboTKa, BeaeHue Tabena M KOHTPO/b
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32 ero NpMMeHeHneM ocyLLecTBAAOTCA cny»xoboi A0Y.

Tabenb pa3pabaTtbiBaeTca ¢ yyeTom cneymPpuKkn aeatesibHOCTU OpraHn3aumm 1 KOHKPEeTHbIX 3a4ay,
KOTOpble peluatoTca npu paspabotke Tabena no popme cornacHo npunoxeHuio 1.

JoKymeHTbl B Tabene moryTt 6biTb CMCTEMATM3MPOBAHbI MO CTPYKTYPHbIM MNOAPA3LENEHUAM U
(nnu) no dyHKUMAM M 3a4a4am YNpaBaAeHHUA.

18. [Ons npuaaHua OOKYMEHTY HPUAMYECKON CUbl HEeobXoAMMO Hanuume cieayowmx
06A3aTeNbHbIX PEKBU3UTOB:

HaMMeHOBaHMe OpraHn3aunn U (MNK) CTPYKTYPHOTo nogpasaeneHuns - aBTopa;

hara;

PErncTPaLNOHHbIN UHAEKC;

noanuce.

Ona oTAenbHbIX BMAOB AOKYMEHTOB AOMNOJHUTENbHbIMWU  PEKBU3UTAMMU, MPUAAIOWMMU UM
OPUANYECKYIO CUANY, ABNAIOTCA TPUG YTBEPKAEHMA, NeYaTb, OTMETKA O 3aBEPEHUM KOMUU.

19. [JOKymMeHTbl [0/MKHbl 0GOPMAATLCA HA OnaHKax M MMEeTb YCTaHOBJ/IEHHbIA KOMMIEKC
06A3aTeNbHbIX PEKBU3UTOB M CTAbU/IbHbIM NOPAAOK UX PACMOJIOMKEHMA.

OTaenbHble AOKYMEHTbl (BHYTPEHHME AOKYMEHTbl CTPYKTYPHbIX NOApasgeneHuin, COBMECTHblEe
OOKYMEHTbI U Ap.) gonyckaetcs opopmaaTb He Ha 6/1aHKax, HO ¢ 0bA3aTeNbHbIM BOCNPOU3BEAEHMEM
COOTBETCTBYIOLMX PEKBU3NTOB.

Mpn odopmneHnn nucem, CNPaBOK W APYrUX CNPaBOYHO-UMHPOPMALMOHHDBIX [AOKYMEHTOB
[0MYCKAEeTCA MCNOAb30BaTb YI/I0OBOM LUTAaMMN OpraHM3aumm.

Mpn pykonucHom odOpPMAEHUN [OKYMEHTOB COCTAB W PACNONONKEHWE PEKBUIUTOB LO/IKHbI
COOTBETCTBOBATb COCTABY W PACMO/IONKEHUIO PEKBUIUTOB AOKYMEHTOB, OQOPMASEMbIX C MOMOLLBHO
TEXHUYECKUX CPeaCTB.

20. Kaxkablit AINCT AOKYMEHTA A0XKEH UMEeTb NoAs:

nesoe - 30 mm;

npaBoe - He meHee 8 MMm;

BEPXHEE M HMXKHee - He meHee 20 mm.

FNABA 3
B/IAHKU IOKYMEHTOB. YI/1IOBOWM LUTAMN

21. BnaHK JOKYMEHTa - CTAaHAAPTHbIN ANCT Bymarn ¢ BOCNPOU3BEAEHHBIMW HAa HEM PEKBU3UTAMMU,
cofepKalwmMmmM NOCTOAHHYHO MHGOPMALUIO, U MECTOM, OTBEAEHHbIM 1A NepeMeHHON.

22. Ha 6naHKax M3roTaBAMBAETCs TONbKO NepBas CTpaHWUA LOKYMEHTa, A/1A W3roToB/AEHMSA
nocneayoLWmx CTPaHUL, MCNOb3YIOTCA CTaHAAPTHbLIE YNCTbIE IUCTbI Bymaru.

23. YcTaHaBAMBaeTca ABa Buaa 61aHKoB, pa3pabaTtbiBaeMbix B COOTBETCTBMM € [OCYAapCTBEHHbBIM
cTaHgaptom Pecnybnvku bBenapycb CTB 6.38-2004 "YHuUbUUMPOBAHHbIE CUCTEMbI AOKYMEHTaLUM
Pecny6ankun Benapycb. CucTema opraHU3aLMOHHO-PacnopaaANTEIbHON AOKYMeHTauun. TpeboBaHUs K
0bOPMNEHUNIO [OKYMEHTOB", YTBEP)KAEHHbIM MOCTaHOBNeHMEeM KomuTeTa Mo CTaHAapTU3aLmM,
meTponorum n ceptuduraumnmn npmn Cosete MuHuctpos Pecnybnmkun Benapych ot 21 aekabpa 2004 r. N
69 (manee - CTb 6.38-2004): 6naHK ANnA nNucbMa U obwmit BnaHK Apyrux BUOOB OpPraHM3aUUOHHO-
pacnopAaguTenbHbIX AOKYMEHTOB.

(B peq. noctaHoBneHMA MuHiocTa o1 24.10.2011 N 235)

MpW U3roTOBNIEHUN KOHKPETHOTO AOKYMEHTa HaMMeHOBaHMeE ero BMaa (Kpome nnucbma) HaHOCUTCS
Ha 06K BAHK C MOMOLLbIO TEXHUYECKUX CPECTB.

Ha ocHoBaHuM o6wero 6n1aHKa MOryT M3roTaBAMBaTbCA ONAHKM ANA  KOHKPETHbIX BUAOB
OOKYMEHTOB (NPWKA30B, PacnopsaKeHU, yKa3aHWM, NpoTOKoN0B U ap.). U3rotoBneHne 6naHKOB Ana
KOHKPETHbIX BUAOB AOKYMEHTOB LiesiecoobpasHo, ecnn nx oo6vem npesbiwaeT 200 4OKYMEHTOB B roA.

24. Mpwu paspaboTke 61aHKOB AOKYMEHTOB MCNONB3YIOTCA CTAaHAAPTHbIE AUCTbI Bymarn ¢opmaTos
A4 (210 x 297 mm) 1 A5 (148 x 210 mm).

Bbibop popmata 61aHKa NpU M3roTOBNEHUN AOKYMEHTA 3aBUCUT OT XapaKkTepa M obbema TeKCTa.
BnaHk popmata A5 ncnonbsyeTca A1A LOKYMEHTOB, UMEIOLLNX He Bonee NATU-CEMU CTPOK TEKCTA.

25. Ha 61aHK 419 nMcbMa HaHOCATCA PEKBU3UTDI:

locynapctBeHHbIN repb Pecnybankm benapych;


consultantplus://offline/ref=0E0E1FF887BBE0DAC03299A969C278630BA760F443492F7111E4F0F9C15EC550AEDF3B89E7C7CB20B8D43ABBO9U2H
consultantplus://offline/ref=0E0E1FF887BBE0DAC03299A969C278630BA760F44340287417E1FDA4CB569C5CACD834D6F0C0822CB9D438B896O5U9H

ambaiema opraH13aumnmn nam TOBapHbIM 3HaK (3HAK 06CNYKMBaHUSA);

Ko opraHmsaumu: kog no OKPB 004-2001 "OpraHbl rocyaapcTBEHHOW BAACTU M ynpaB/ieHua (ans
OpraHoB rocyaapcTBEHHOM BAacTU 1 ynpasneHus)" uam koa no OKPB 018-2003 "HOpuanyeckue anua u
MHAMBMAYaANbHbIE NpeanpuHMmaTenn”;

HaMMeHOBAHWe BbILWECTOALLEN OpraHu3aLmu;

HaMMeHOBaHWe OpraHu3aLmu;

HaMMeHOBaHWe CTPYKTYPHOrO NoApasaeneHus;

NoYTOBbIN aApec OTNPaBUTENS;

KOMMYHMWKaLMOHHbIE U KOMMEpPYECKME AaHHbIE.

Ha 6naHK gns nucbma HaAHOCATCA OrpPaHUMYUTENbHbIE OTMETKM M JIMHUU ANA PEKBM3MTOB: AaTa,
PErucTPaLMOHHbIA MHAEKC, CCbIZIKA HA PErMCTPALMOHHDBIN MHOEKC M AATy BXOAALLErO AOKYMEHTA.

26. Ha 0bwmit 6n1aHK HaHOCATCS PEKBU3UTDI:

locypapctBeHHbIM repb Pecnybankm benapycs;

ambnema opraHM3aunm UAK TOBapHbIM 3HaK (3HaK 06CNYKNBaHUA);

Koga opraHusaumun: kog OKPBE 004-2001 "OpraHbl rocygapcTBEHHOW BAACTM M ynpasaeHus (ans
OpraHoB rocygapcTBEHHOW BAACTU U ynpasaeHusa)" nam kog no OKPB 018-2003 "HOpuanyeckue nuua m
WHAMBUAYANbHbIE NpeanpuHumaTenn”;

HaMMeHOBaAHME BbIWECTOALLEN OPraHM3aLmm;

HaMMeHOBaHMe OpraHn3aunuu;

HaMMeHOBaHME CTPYKTYPHOro NoapasaeneHus;

MECTO COCTaB/IEHNA AN N3AAHUSA.

Ha obwmin 6n1aHK HAHOCATCA OrpaHWYMTEsNIbHbIE OTMETKM M JIMHUM AONA PEeKBU3MTOB: AaTa,
PEerncTPaLNoOHHbIN NHAEKC.

Ona odpopmneHua peksusuta "HassaHue Buaa AoKymeHTa" Ha obuem 6naHKe oTBOAMUTCS
cBobOAHOE MeCcTo Mexay pekBuautamu "HanmeHoBaHue opraHusaumm” ("HanmeHoBaHWe CTPYKTYPHOIO
nogpasgeneHusa") U orpaHUYUTENbHBIMU NIMHUAMM AAs peksusuToB "[ata" u "PerucrpaumoHHbIl
nHaekc".

27. BnaHKkM AOKYMEHTOB pa3pabaTtbiBatoTCA Ha OCHOBE NMPOAO0JIbHOIO WUJIN YINI0OBOTO PAaCMOJIOMKEeHUsA
PEKBU3UTOB.

Mpun yrnosom BapuaHTe pekBM3UTbl b6naHKka pacnonaraloTcA B BEPXHEM J1€BOM  YI/y.
MaKkcuManbHasa ANNMHA CTPOKM PEKBU3UTOB HNaHKA HE AOKHA NPEBbIWATh 73 MM.

Mpyv nNpoposbHOM BapuaHTe pPeKkBM3UTbl BnaHKa pacnonaratoTca nocepeguHe UCTa BAOAb
BEPXHero nons 6e3 orpaHUYeHWs pPasMepoB MO FOPU3OHTANM, HO C COBMOAEHMEM YCTAaHOBAEHHbIX
pa3mepoB nonei.

28. PekBU3UTbI H1aHKa pacnoaaratoTca LLeHTPOBaHHbIM UK ¢aarosbiM cnocobom.

Mpu ueHTpoBaHHOM cnocobe Hayano M KOHeL, KaXKAOW CTPOKU pPeKBM3UTA LEHTPYHOTCA, TO eCcTb
paBHOYAaNeHbl OT rPaHML, 30HbI PAaCNOIOXKEHUA PEKBU3UTOB.

Mpun ¢naroBom cnocobe KaxKaas CTPOKA PEKBU3UTA HAYMHAETCA OT JIeBOM rpaHuWLbl 30HbI
pacnofioXKeHNn PEKBU3UTOB.

29. Mpu HeobX0ANMMOCTM Ha 6AaHK MOTYT HAHOCUTBLCS OrpaHUUUTENIbHbIE OTMETKM ANs Nonen u
OTAENbHbIX PEKBU3UTOB B BUAE YrONIKOB M AMHMNA. [lonycKaeTca HAaHOCUTb Ha O/1aHK OTMETKM ans
$banbLOBKM U NPOBUBKM OTBEPCTUI AbIPOKOIOM.

30. Mpu co3pgaHum 6MaHKA Ha HECKONbKUX A3blKax pPeKBM3UTbl 6aaHKa [A0/KHbI  OblTb
npoay6MpoBaHbl Ha 3TUX A3bIKax.

Bo Bcex opraHuMsauuax HesaBUCMMO OT ¢opmbl  COBCTBEHHOCTM OnaHK Anda  nucbma
W3roTaB/IMBAETCA C NPOAOJ/IbHBIM PACMNONOXKEHNEM PEKBUIUTOB HA ABYX A3bIKaX.

31. OcobeHHOCTU W3roTOBAEHWA W WUCMONb30BaHUA GJaHKOB AOKYMEHTOB C M306parkeHMem
locypapctseHHoro repba Pecnybaunkm benapycb peryanpyrotca akTamMm 3akoHoZaTenbctea Pecny6amnku
benapyce.

32. YrnoBo# WwTtamn NPoCTaBAAeTCA B 1EBON BEPXHEN YacTU MEPBOro JIUCTA AOKYMEHTA.

[JonycKkaeTcsa M3roTaBAMBaTb YI/I0BOM LWTaMM TPex BUAO0B: 418 NMUCbMaA, OOLWMI YrN0oBOM WTamn U
YrI0BOW LUTaMN KOHKPETHOTO BUAA AOKYMEHTA.

33. CocTaB pPEKBM3UTOB YI/I0BOrO LWTamMa, NOpPALOK MX pasmelleHMs U opopMIEHUA OO0MKHbI
COOTBETCTBOBATbL COCTABY, MOPAAKY pasmeLLeHns 1 0bopMIEHUs PEKBUINTOB HaHKa.
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34. Pa3mep yr/i0BOro LITamna He [0J/IKeH MpeBblllaTtb 73 MM MO rOpU3oHTann u 75 mm (ans
LWTamMnoBs ¢ nsobpaxkeHmem MocyaapcrteeHHoro repba Pecnybankm Benapycb unm ambnemsl) uam 55 mm
(mna wtamnos 6e3 mM3obpaxkeHuns FocyaapcTBeHHoro repba Pecny6ankm benapycb nam ambnemsbi) no
BEPTUKANN.

FNABA 4
OdPOPM/IEHUE PEKBUSUTOB AOKYMEHTOB

35. Mpu nogrotoske M opoOpPMIEHUN AOKYMEHTOB MCMO/b3YIOTCA PEKBM3UTbI, COCTaB M MOPAAO0K
pacnonoxeHua Kotopbix yctaHosneH CTb 6.38-2004.

36. PekBu3nT "MocygapctBeHHbIN repb Pecnyb6ankm benapycb'.

N3o06pakeHne [ocypapctBeHHoro repba Pecnybaukm Benapycb nomewaerca Ha 6HaaHKax
OOKYMEHTOB M YI/I0BbIX LITAaMMAX rocyAapCTBEHHbIX OPraHOB M MHbIX FOCYAAPCTBEHHbIX OpraHU3auuit
Pecny6anku benapycb. HerocysapcTBeHHble OpraHmM3aumnmn nomewatoT n3obparkeHune focyaapcTBEHHOIO
repba Pecnybavkn benapycb Ha 6naHKax AOKYMEHTOB WM YI/IOBbIX LUTaMMaX, €CAM Takoe MpaBo
npeLoCcTaBAEHO UM B COOTBETCTBUM C 3aKOHOAATENbCTBOM Pecnybanku Benapyce.

N306pakeHne locypapctBeHHoro repba Pecnybanku benapycb Ha 6n1aHKax pacnosaraeTtca B
LUEeHTpe BepxHero nons. AuameTp n3obpaxkeHus - He 6onee 17 mm.

37. PekBu3nT "dIMbnema opraHnsaLmm Uam TOBaPHbIA 3HAK (3HAK obcnyKmBaHus)".

3mbaema opraHusauMM WM TOBAPHbIM 3HaK (3HaK 06CNYXKMBaHWA), 3aperncTpMpoBaHHble B
YCTQHOB/IEHHOM 3aKOHOM MOpPAAKe, MO YCMOTPEHUIO OpraHM3auMM NomeLlaeTca Ha 6aaHKax Ha eBom
nosie, ec/in B LEHTpPe BEPXHEro nons nomelieHo nsobpaxeHune MNocygapcrteeHHoro repba Pecnyb6anku
Benapyces.

Ha 6naHKax OoKymeHToB 6e3 un3obpaxkeHusa [ocyaapctBeHHoro repba Pecnybankm Benapych
ambnema UAM TOBapPHbIA 3HAK (3HAK 0B6CAYKMBaHWA) MOMeLLaeTcs Ha BepxHem none 6naHka. Mpu
NPOAO/SIbHOM Pacro/IOXKEHUM PEKBU3UTOB 3MbBJEeMa MAM TOBapHbIM 3HaK (3HaK 06CAyKMBaHMA)
OpraHu3aLmMmM NOMeLLLAeTCs B LEHTPe BEepPXHero nons 6naHka, nNpwu yrioBOM - Haj CEPeAnHON CTPOKM
peksusnuta "HaumeHoBaHue opraHmsaumm” ("HanmeHoBaHUWe BblleCcToALLEN opraHn3aumn').

38. PekBu3ut "Kog opraHunsaumm”.

Koz opraHusaLmm npocTaBAAeTcs Ha BEPXHEM MOJie CpaBa Ha NePBOM JIMCTE JOKYMEHTA.

OpraHbl rocygapCcTBeHHOM BAACTM WM ynpaBAeHMA NPOCTaBAAKT KOA, OpraHusauuu no
ObuwerocynapctBeHHoOMy  Knaccudukatopy Pecnybnmkm Benapyce OKPB  004-2001 "OpraHbl
rocy4apcTBeHHOM BnactM W ynpasneHusa" (panee - OKOIY). [Ona [ApyrMx opraHusauuii  Kop,
npocrtasnseTca no ObuierocyaapcTeeHHoMy Knaccudukatopy OKPBE 018-2003 "HOpuauuyeckme nnua u
MHAMBMAYaANbHbIE NpeanpuHMmaTtenn” (ganee - OKKOMN).

39. PekBun3nT "Kog aokymeHTa".

Kog, 4OKYMeHTa NPOCTaBAAETCA Ha BEPXHEM MOJie CnpaBa Noj KOAOM OpraHu3auuu.

Mpyn COCTaBNEHUN KOHKPETHbIX [OOKYMEHTOB KO MPOCTaBAAETCA TOMbKO HA TeX W3 HWUX,
YHUPUUMPOBAHHbIE POPMbI KOTOPbIX BKAOYEHbI B O6LLLEroCyfapCTBEHHDbIN KnaccuduKkaTop Pecnybamnku
Benapycb 010-95 "YHudMumnpoBaHHbIe AO0KYyMeHTbI" (aanee - OKY/).

40. PekBu3unT "HanmeHoBaHMe BblLLECTOALLEN OpraHn3aumn'.

Mpn  HanuMuMM  BbIWECTOSLEN OpraHW3auMmM  yKasbliBaeTca ee nosHoe oduumanbHoe
HaMMeHOBaHMe.

41. PekBu3uT "HanmeHoBaHMe opraHunsaumm'.

HavmeHoBaHMe opraHusaumm obo3Ha4YaeT aBTopa AOKYMEHTA, KOTOPbIM ABAAETCA OpUANYECKOoe
Lo, co3aaBLUee JOKYMEHT.

HanmeHoBaHMe OpraHM3aLMW YKasblBaeTcA B TOYHOM COOTBETCTBMM C YCTAaBOM, MOJIOKEHUEM O
Hel. CoKpalleHHOe HaMMEHOBAHWME OpraHW3aUMK MOXKET YKasblBaTbCA B TeX C/y4asdAx, KoOrga OHO
3aKpenieHo B yyYpeauTenbHbIX AOKYMeHTax opraHm3aumn. CoKpaleHHoe HaMMeHOBaHMe NMoMeLLaeTcs
HUW¥Ke NOJIHOTO W 3aK/IH0YAETCA B CKODOKM.

JOKYMEHT, NoAroTaB/iMBaeMblii COBMECTHO ABYyMA W b6onee opraHusaumamu, odopmaseTca Ha
YMCTOM CTAaHZAPTHOM nNucTe Gymarn. HaumeHOBaHWS OpraHM3aLMUi PacrnoiiaratoTCcs B COOTBETCTBUM C UX
NOSIHbIMM OOULMANBbHBIMW HAMMEHOBAHUAMU B BEPXHEN YACTU LOKYMEHTA HAa O4HOM YPOBHE.
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Hanpumep:
MyHMCTEepCTBO QMHaAHCOB MUHMCTEPCTBO IO Hajlor'aM
Pecnybnmku Bejapychb n cbopam Pecnybnmuxkm Beslapychb

Mpu cMcTeMaTMYeCKo NoAroTOBKE COBMECTHbIX LLlOKYMEHTOB MOKET U3roTaBANBATbCA OTAE/bHbIN
6naHK.

42. PekBu3uT "HanmeHoBaHMeE CTPYKTypHOro noapasgenexHms’.

HanmeHoOBaHWe CTPYKTYPHOTO MoApa3sfenieHnn YKasblBaeTcA Ha AOKYMEHTE B TOM C/y4ae, ec/iu
AOKYMEHT M3gaeTca (CocTaBNseTca) oT MMEHM 3TOro NoapasaeneHus.

43. PekBu3uT "MNoyToBbIN agpec otnpasuTena’.

MouToBbIV agpec oTnpasBuTensa oPOPMAAETCA B COOTBETCTBUM C AEUCTBYIOLLMMM NpaBUIaMu
OKa3aHUsA yCcnyr NOYTOBOM CBA3M.

Hanpumep:
yn. KponoTKknHa, 55, 220002, r. MuHck

44. PekBu3uT "KOMMYHUKaLMOHHbIE M KOMMEpPYECKMe AaHHble".

KoMMyHUKaLMOHHbIe AaHHble (TenerpadHblit agpec, Homepa TenedoHa, Tenedakca, BKAOUYan Koa,
aBTOMaTMUYECKON MeKAyropoaHei (meskayHapoaHo) TenepoHHOW cBA3M, oduUMaNbHbLIN aapec
3N1eKTPOHHOM MOYTbI) MOMELLAOTCA HUMKE MOYTOBOro aapeca otnpasutens. pynnbl unMep B HOMepax
TenedoHoB pedMcoOM WAM APYrMMM 3HAKaMKM NpenuHaHuA He pasgensatorca. [pyrve csefeHua
YKa3bIBaOTCA MO YCMOTPEHMIO OpraHM3auunm.

(B pea. noctaHoBneHMA MuHiocTa o1 10.12.2014 N 240)

Kommepuyeckne gaHHble BKAOYAOT HOMEP PacyeTHOro cyeTa, HaMMeHoBaHWe BaHKa M Tak ganee
M PacronaratoTcsa HUKe KOMMYHUKALNOHHbIX SaHHbIX.

45. PekBu3uT "HasBaHue BMAA AOKYyMeHTa".

HasBaHWe BWOA [AOKYMEHTa onpegenseTcd ero HasHayeHMeM W AOJ/IKHO COOTBETCTBOBATb
KOMMNETEeHUMU OpraHM3aLmu, COAEPHKAHUIO AOKYMEHTUPYEMOrO YNpaB/ieHYECKOro AENCTBUA, a TaKkKe
Tabento. Ha nucbMax HasBaHMe BUAA AOKYMEHTA He YKa3blBAETCA.

HasBaHwue BMAa AOKYMEHTa neYyaTaeTca NPonMCcHbIMU BykBamm H6e3 paspasgKu.

Mpn ncnonb3oBaHUKM 06WMX BNAHKOB C NPOAO/IbHBIM PACMOIOKEHNEM PEKBU3UTOB Ha ABYX
A3blKaxX Ha3BaHWe AOKYMEHTA NeyYyaTaeTcs Ha ABYX A3blKax.

46. PekBu3uT "[ata AoKymeHTa".

[aToi fOKyMeHTa ABNAETCA AaTa ero nognucaHua (NpUKas, pacnopsayKeHue, yKasaHue, NMcbmo M
4p.) nan cobbitna, 3aPpUKCUPOBAHHOIO B AOKYMEHTE (NPOTOKOJ, aKT), 418 AOKYMEHTa, NPUHMMAEMOTO
KOM/lernanbHbiM OpraHom (MoCTaHOB/MEHME, PelleHWe), - AaTa ero MNPUHATUA, 418 YTBEPXKA3aeMoro
OOKYMeHTa (NNaH, OTYET, UHCTPYKLMA, NONOXKEHNE U Ap.) - AaTa YTBEPKAEHUA.

[aTtoli coBMeCcTHOro fOKyMeHTa ABAAETCA AaTa ero noAnucaHus nocaegHen opraHmMsaumen.

Mpwn NnogroToBKe NpoeKkTa 4OKYMEHTa AONYyCKaeTcsa nevyataTb TO/IbKO 0603HavyeHMA mecsua U roga,
OEeHb MecALLa NPOCTaBASETCA AOMKHOCTHbIM INLLOM, MOANUCHIBAIOLLMM UKW YTBEPKAAOLWMM LOKYMEHT.

[aTtbl nognucaHua, yTBEPKAEHMA, COrNAcCOBaHMSA, a TaKKe AaTbl B pekBusnutax "Tekct", "CcbinKa Ha
PEerncTpaunoHHbIM MHAEKC U AaTy BXoAALWero AokymeHTa", "Pesontouma”, "Busel", "Ipud npunoxkeHuna”,
"OTmeTKa 0 Hanmuum npunoxkeHua", "OTmeTKa o noctynaeHun"”, "OTmeTKa 06 MCNONHEHUM AOKYMEHTA U
HanpasneHun ero B geno”, "OTmeTKa O 3aBepeHMM Konun' odopmasioTca umdpoBbIM cnocobom.
dnemeHTbl AaTbl yKasblBaloTcA apabckumm  umdbpamm B OLHOM  CTPOKE B  chegyloLei
nocnenoBaTeNibHOCTU: AeHb Mecsla, mecal, rog,. JeHb mecaua n mecay, odopmaseTca ABYMA Napamu
apabckux umop, pasgeneHHbIMU TOUKOM, Fof - YeTbipbMA apabckumm Lmdpamum.

Hanpumep:
08.07.2008

Mpu odopmneHnn p[atT B AOKYMEHTAxX, CoAeprKalumx cBeaeHuMAa GUHAHCOBOrO XapakTepa,
[AOMyCKaeTca UCNONb30BaHWe cnoBecHo-uMdposoro cnocoba.
[aTbl B HOPMaTMBHbIX NPaBOBbLIX aKkTax Pecnyb6ivku benapycb opopmnsaloTcA B COOTBETCTBMM C
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3aKoHoaaTeibcTBoM Pecnybamku benapyco.

47. PekBU3UT "PerncTpaumoHHbIii nHaeKc" .

PerncTpaumoHHbIi MHOEKC COo34aBaeMblX U MOMYYaeMblX LOKYMEHTOB COCTOMT M3 MOPALKOBOro
PEerucTpaunMoHHOrO HOMepa, KOTOPbIM MOMKeT ObiTb AOMOJAHEH MHAEKCOM MO HOMEHKNaType gern,
WMHOEKCOM MpPUMEHAEMOro KnaccudukaTopa (KOppecnoHAEHTOB, BOMPOCOB AeATEe/bHOCTU U T.4.) U
APYTMMU YCNOBHbIMU 0603HAYEHUAMM.

Ha [4OKymMeHTax, COCTaB/IEHHbIX COBMECTHO HECKO/IbKMMW OpraHM3aumsamMu, pPerncTpalmoHHble
WMHAEKCbl aBTOPOB MPOCTAB/AIOTCA Yepe3 KOCylo YepTy B MopsgKe YKasaHWa aBTOPOB Ha AOKYMeEHTe
(cneBa HanpaBgo).

48. PekBu3unT "Ccbl/IKa Ha PErncTpaLMoHHbIA MHAEKC M AaTy BXOAALEro AoKymeHTa".

CcblIKa Ha PerncTpaLyMoHHbIN MHAEKC M AaTy BXOAALLEro AOKYMEHTa pacrnonaraerca Ha 6naHke
ONA MUCEM U BK/KOYAET B Ce6A PerncTpaumMoHHbIA MHAEKC M AATy AOKYMEHTA, Ha KOTOPbIM AAeTcs OTBeT.

49. PekBu3unT "MecTo cocTaBneHua unm nsaaHua".

MecTo COCTaBAEHUA WAW WM3AAHMA LOKYMEHTA pacnonaraetca nog, pexksusutamu "“Oata" u
"PermcrpaumoHHbIi MHAEKC".

50. PekBun3nut "Mpud orpaHmyeHmns gocryna'.

lpnd orpaHuMyeHMAa Q[OCTyna pacnonaraeTcA B MNPaBOM BeEPXHEM Yy JAOKYMeHTa Bblwe
peksusnTos "Agpecat”, "Tpud yteep:aeHus", "Tpud npunoxeHuns".

51. PekBusut "Agpecar".

Appecatamm MOFyT ABAATbCA OPraHW3auMK, WMX CTPYKTYpHble MoApasfeneHuns, KOHKpeTHble
OOJ/IKHOCTHbIE INUA, FpaXkaaHe, B TOM Yucie MHAMBUAYaAbHbIe NpeanpuHumaTenu.

(B pea. noctaHoBneHMA MuHiocTa o1 24.10.2011 N 235)

Mpy agpecoBaHUU OOKYMEHTa OpraHW3auuu ee HaMMeHOBaHMEe YKa3biBaeTCA B MMEHUTE/IbHOM

nagexe.

Hanpumep:
MUHMCTEPCTBO OCTULUN
Pecnybnmuku Bejapychb

Mpn appecoBaHUM [OKYMEHTa CTPYKTYPHOMY MoAapasfesieHntd B WMMEHUTE/IbHOM najexe
YKa3biBaeTCA HAaMMeHOBaHME OpraHn3aunun, a HUXKe - HaMMeHoBaHKMeE CTPYKTYPHOIO noapasaeneHuna.

Hanpumep:
MMHMCTEPCTBO OCTULUN
Pecnybnukmu Bejnapychb

anaBneHMe aIBOKATYPE M JIMIIEH3MPOBAHUA
IOpM,I[quCKOIZ OeATeJIbHOCTIM

Mpy HanpaBAEHUN AOKYMEHTA KOHKPETHOMY AOJ/IKHOCTHOMY NMLY HaumeHoBaHWe opraHusauumm
YKa3bIBaeTCA B MMEHUTE/IbHOM Naaeske, a A0/IKHOCTb U pammana agpecata - B AaTe/IbHOM.

Hanpumep:
MMHMCTEPCTBO IO HajoraM um cbopam
Pecnybnuku Bejapychb

HauasbHUMKY yHOpaBJIEeHMA KOHTPOJIA,
IOeJIONPOM3BOACTBA M MaTepMaljibHO—
TEeXHUUECKOT O obecreuyeHusa
Konmaxosy H.B.

Mpu agpecoBaHMM JOKYMeHTa PYKOBOAMTENIO opransauMM(ero BaMECTMTeﬂKﬂ HanmeHoBaHMe
OopraHmnsaunn BXoauT B COCTaB HAMMEHOBAHNA OONTXKHOCTU aapecaTa.

Hampumep:
Iupexropy I'ocymapCTBEHHOTO
apxmuBa MmHCkKOM obJjlacTu
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Kymuosom E.B.

an HanpaB1eHNUN AOOKYMEHTa B HECKO/IbKO O4HOPOAHbIX opraHmaauMﬁ nX HanMmeHOBaHUA
YKa3biBatOTCA 0606LLI,GHHO B UMEHUTE/NIbHOM Nagexe.

Hanpumep:
PecnybnmkaHCKMEe OpPI'aHE
TOCYyINapCTBEHHOTO yIpaBJIEHUA

Mpn HanpaBAeHWW [OKYMEHTA pPYKOBOAUTENAM HECKONIbKMX OAHOPOAHbIX OpraHusaumi
HaMMeHOBaHMA UX AOKHOCTEN YKa3blBatoTcA 0606 EeHHO B AaTeIbHOM MajeKe.

Hanpmumep:
PykoBomuresiaM pecnyOJMKaHCKMX OPI'aHOB
TOCYHOapCTBEHHOTO yNpaBJIeHUA

MouToBbIN afpec, Kak MpPaBW/IO, YKa3blBaeTcA TONbKO Ha KoHBepTe. MouToBbIA aapec BXOAMUT B
cocTaB pekBusuTa "Agpecat” npu aapecoBaHUN JOKYMEHTA Pa30BOMY KOPPECNOHAEHTY.

MouToBbIN agpec B peksusnte "Agpecat" odpopmaAaeTcs B COOTBETCTBMU C NMpPaBMIaMM OKa3aHUs
YCYT NOYTOBOM CBA3M.

Hanpumep:
YupexneHue "BeJIOPyCCKMM HaydHO-—
UCCJIeNOBaATEJNILCKUM UHCTUTYT
IOOKYMEHTOBEOEHMSI M apxXMBHOIO meja'
ynn. KponorxmuHa, 55
220002, r©. MuHCK

Ha gokymeHTax, Hanpas/iseMbIX NOCTOAHHbIM KOPPECNOHAEeHTaM, OpraHM3aLUmMaM CBOEM CUCTEMBI,
agpec He npocrtasnasetca. Jna oTNPaBKU TaKUX LOKYMEHTOB MOTyT NPUMEHATbCA KOHBEPTbI C 3apaHee
HaneyaTaHHbIMKW agpecamu.

Mpn agpecoBaHMN AOKYMEHTA FparkaaHUHY, B TOM YMC/iIe UHAMBUAYANbHOMY NpeanpuHUMATESNIO,
BHayane yKasbiBaloTcd Gamuans uU MHUUManbl (COBCTBEHHOE MMSA, OTYECTBO (ec/iiM TakoBoe MmeeTcs)
nosiy4yaTtens, 3aTeM - NOYTOBbLIN agpec.

(yacTb geBsATHaguaTan n. 51 B pea. noctaHoBAeHUA MuHiocTa oT 24.10.2011 N 235)

Hanpumep:
Cronsporon H.M.
yyi. II.Tnebku, n. 15, xB. 26
223120, mn/o Jlorosa
Jloronckoro p-Ha
MuHCKOM OOJI.

PekBuauT "Agpecat" He [onKeH cofeprkaTb bonee yeTblpex agpecos. Cnoso "konua" nepef
BTOPbIM M NOC/EAYIOWMMM aPecaTaMmm He NpPOoCTaBAAETCS.

Mpy HanpaBneHMM AOKYMeHTa 6oJiee yem B YeTbipe aApeca COCTaBAAETCA CMMCOK Ha PaCCbIAKy Mo
dopme cornacHo NpuAoKeHUo 2. Ha KarKaoM 3K3emniape YKasblBaeTCAa TO/bKO OAMH agpecaT uan
0606LLeHHOE HaMMeHOBaHNe agpecaTos.

EcnM AOKYMEHT ABNAeTCA OTBETHbIM, MEepBbIM afpecaToM Ha [AOKYMEHTE YKasblBaeTca aBTop
WMHULMATUBHOIO NUCbMa HE3aBMCUMMO OT 3HAYMMOCTM OCTa/IbHbIX a4pecaTos.

Mpy HanpaB/ieHUN AOKYMEHTa B BbIECTOALME OpPraHM3aLMn He AOMYCKAaeTca O4HOBPEMEHHOE
ero ajpecoBaHWe ApyrMm agpecatam, KpOMe Caydaes, Korga 3TO OMpeaeseHo MnopyvyeHuem
BbILIECTOALLEN OpraHN3aLUK.

52. PekBusut "Tpud yteepxaeHua".

YTBepKaeHue ABAAeTCA OAHUM U3 CNocoboB yA0CTOBEPEHUA AOKYMEHTA MOC/ie ero NoAnucaHms.
[OKYMEHT, noa/iexKawmn yTBepKaeHUIo, NpuobpetaeT OPUANYECKYIO CUY TONbKO C MOMEHTA €ero
YTBEPKAEHUA.
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JOKYMEHT MOMKeT yTBep»KAaTbCA ABYMA crnocobamu: nsgaHMem pacnopaamutenbHOro AoKyMeHTa
WU AONKHOCTHbIM inuom. Oba cnocoba MMeoT 0AMHAKOBYHO KOPUANYECKYIO CUAY.

Mpu yTBEPXKAEHUN [AOKYMEHTA AOJ/IKHOCTHbIM JIMLOM rpUd YTBEPXKAEHUA COCTOUT U3 C/OBa
"YTBEPKOAKD", HanmeHOBaHWS [OJIKHOCTU /MLUA, YTBEPAMBLUEro [AOKYMEHT, BK/OYas BMAOBOE
HanMeHOBaHWe opraHn3auunm, ero NoANUCKU, paclimPpPoBKM NOAMNUCK U AaTbl YTBEPKAEHMUA.

Hanpumep:
YTBEPXIIAK
IpexTop MHCTUTYyTAa
lNloonmuce A./M.HOBUKOB
23.06.2008

Mpn yTBEPXKAEHUM AOKYMEHTA PYKOBOAMTENEM BbIWECTOALLEN OPraHM3auuM UAU AOKYMEHTA,
COCTaBNEHHOrO He Ha 6/1aHKe, B HaMMeHOBaHWE AO/KHOCTU NMUa, YTBEPAMBLUETO OOKYMEHT,
BK/ItOYAETCA NOJIHOE HAMMEHOBAHWE OpPraHU3aLmu.

Hanpmumep:
YTBEPXIA
IupekTop yudpexneHus "BeJopyCCKUM
Hay4YHO-MCCJIeNOBAaTEeJIbCKUM MHCTUTYT
IOOKYMEHTOBEOEHMSI M apxXMBHOIO meja'
HNomnmuce A.E.Pr©Oakos
25.06.2008

Jata (aeHb mecaua) yreepskaeHus B rpude "YTBEPHKIOAI" npocTaBafaeTca A0NXKHOCTHbIM INLOM,
YTBEPAMBLUMM AOKYMEHT. MecAy, 1 roZ, AONYCKaeTcA neyatatb C NOMOLLbIO TEXHUYECKMX CPeacTB.

PacnopagutenbHbli aKT M34A€TCA, KaK MpPaBWaO, B C/ly4yae, KOr4a BBEAEHMWE YTBEPMKAAEMOrO
OOKyMeHTa TpebyeT A0NONHUTENbHbIX NPeAnUCaHU U PasbACHEHWUN, MHbIX AEACTBUIA, CBA3AHHbIX C €ro
NPUMEHEHMEM, a TAK¥Ke NPU YTBEPKAEHUN HOPMATUBHbIX NPaBOBbIX akTOB Pecnyb6amku Benapyce.

Mpn yTBEPKAEHUN pPaACNOPAAUTENbHBIM AOKYMEHTOM WAW MPOTOKOAOM Fpud yTBEPKAEHMA
coctouT 13 cnosa "YTBEPHKOEHQO", HazBaHMA BUAA AOKYMEHTa B MMEHUTE/IbHOM MNafexe, ero AaThbl U
MHAEeKca.

Hanpumep:
YTBEPXIEHO
[Iprkas MuHMCTPa MHOOPMALUM
Pecnybnukmu Bejnapych
25.06.2008 N 32

nnn

YTBEPXIEHO
[IpoToKOJN OOWEro

cobpaHMsa aKLMOHEPOB
28.06.2008 N 15

o yTBEpPXKAEHMA NPOCTAaBAAETCA B NPABOM BEPXHEM YAy AOKYmeHTa. Mpu yTBepsKAeHUU
OOKYMEHTA HECKONbKUMMU LO/MKHOCTHBIMA iMLaMKU TpUdbl YTBEPXKAEHUA pacnosiaraloT Ha OZHOM
ypOBHe.

Cnosa "YTBEPXKOAK" u "YTBEPHKOEHO" neuatatoT nponucHbiMKM bykBamn 6e3 KaBbl4eKk U
npo6enos.

Mcnonb3oBaHWe 6/1aHKOB [OKYMEHTOB C MPOAOJ/IbHBIM PACMOOKEHNEM PEKBU3UTOB  A/1A
0pOpPMIEHUNA LOKYMEHTOB, MOANEKALLNX YTBEPHKAEHMIO, HE AOMYCKAETCA.

MepeyeHb [JOKYMEHTOB OpraHuW3auuu, nNoOAJEXalmux YTBEP)KAEHWIo, onpegenseTrcs B
COOTBETCTBMM C 3aKoHOZaTenbcTBOM Pecnybnuku Benapycb u 3akpennsetrca B Tabene u (uaum)
MHCTPYKLMM NO AEN0NPOU3BOACTBY OPraHM3aUmm, MHbIX N0KaAbHbIX HOPMATUBHbIX MPABOBbIX aKTax.

MpUMepHbIA nepedyeHb [AOKYMEHTOB, MOAJEXKallMX YTBEPNKAEHWUIO, onpeaenieH COrNacHo



NPUIOXKEHUIO 3.

53. PekBu3ut "Pesontoums".

Pesontoums - NUCbMEHHOE YKa3aHWe PyKOBOAMTENA O NOPAAKE UCMNONHEHUS UAU UCNONb30BaHUSA
OOKYMEHTa.

Peksuant "Pesontouma" BKAOYAET GaMUAUIO UCMONHUTENA, COAEPKAHME MNOPYYEHUA U CPOK
ncnosHeHus. Pesosiouma A01XKHa bbITb NoAanMcaHa (cobcTBEHHOPYYHas NoAnNunck)  AaTMpPoBaHa.

Mpn HanMuMM HECKONbKMX WCMONHUTENEN NepBOM YKasbiBaeTcA GaMuanA OTBETCTBEHHOIO
NCNOSIHUTENSA, KOTOPbI OpraHusyeT paboTy concnoaHuTenem.

Ha poKymeHTe pao/KHO ObiTb He 6onee ogHoit pesontounun. [locneayowme pesontounm
pyKkoBoauTeneit obopMAAIOTCA, ECNU B HUX AETANN3NPYETCA NOPALOK UCMONHEHNA SOKYMEHTA.

Pesontoums pacnosiaraeTca B NpaBoOM BepPXHEM Yriy NepBoro AUCTa AOKYMEHTa nepes TEKCTOM.
Mpu HeobxoAMMOCTN ODOPMIEHUS CNOXKHOM MO COAEPHAHWUIO PE30JIOUMM, a TaKKe HEeCKOJIbKUX
pes3oilouniAi U1 HEBO3MOXKHOCTU UX PasMELLEHUS B OTBEAEHHOM A/1A Pe3o/ilouun MmecTe AonycKaeTca
HanucaHue pe3onouMin Ha nobol cBoboaHOM NaoWaaN NMLEBON CTOPOHbI NEPBOro INCTA AOKYMEHTA,
He 3aTparmeas TeKCTa (HO He Ha NosIAX AOKYMEHTA).

Mpn otcytctBMM cBOBOAHOrO MecTa Ha /IMLEeBOM CTOPOHE MepBOro JIMCTa AonycKkaerca
odopmneHne pes3ontoumMmn Ha OTAENbHOM /INCTE C YKa3aHMEM Ha HeM PerncTpaumoHHOro MHAEKca U
0aTbl AOKYMEHTa, K KOTOPOMY OTHOCUTCS pe3ontouma. JIUCT pesosiiounmn NPpUKPEnIaeTcs K AOKYMEHTY U
rnocsne ero UCMoJIHEHMUA BMECTe C HUM noAlnBaeTca B Aeno. Ha JOKyMeHTe NpocTaBAsaeTcs OTMEeTKa O
Ha/IMYMM TAaKOro NUCTa.

Mpu odopmneHnn nmucta PesonioLmm UCNob3yTCA CTaHAAPTHbIE ANCTbI Bymarn dopmaTos A6,
A5, A4 c cobnogeHem caenyowmx pasmepoB noae:

ana dopmata A6: BEpXHEE U HUMKHee - He meHee 10 mm, ieBoe - He MeHee 12 Mm, nNpasBoe - He
meHee 8 Mm;

ana popmata A5: BepxHee - He meHee 15 MM, HUKHee - He meHee 10 mm, nesoe - 20 Mm, NpaBoe -
He meHee 8 Mm;

ansa dopmata A4: BepxHee N HUXKHee - He meHee 20 mm, nesoe - 30 MM, NpaBoe - He meHee 8 MM.

Pesonwoumn no WCNONHEeHUO nopydeHuin [MpesmpaeHTta Pecnybnavkn bBenapycb, [naBbl
AamuHuctpauum MpesungeHTta Pecnybankm Benapycb M ero 3amectutenei, npegcepateneit nanat
HaumoHanbHoro cobpanua Pecnybnmkum benapycb 1 nx samectutenei, Npembep-muHncTpa Pecnybinkm
Benapycb M ero 3amectuTesnieil, PyKoOBOAUTENEN TOCYAAapPCTBEHHbIX OPraHOB, WHbIX OpraHU3auui
0bOPMANAIOTCA Ha OTAENbHbIX IMCTaX PE30/IOLNNA.

(yacTb aeBsiTan n. 53 BBegeHa noctaHoBneHMemM MuHiocTa oT 10.12.2014 N 240)

54. PekBn3nT "3aro/IoBoOK K TeKCTy".

JoKymeHTbl, opopmMmaeHHble Ha B1aHKax UaK CTaHAapPTHbIX ncTax bymarn dopmata A4, AONKHbI
MMETb 3aro/I0OBOK. 3aro/IoBOK K TEKCTY [OMYCKaeTcA He yKasblBaTb Ha AOKYMeHTax, obopmaseMbiX Ha
61aHKax MK CTaHOAPTHBIX McTax bBymarn dopmata AS.

3aronoBok popmyanpyeTcs coctaButenem AokymeHTa. OH A0MKEH BbITb KPAaTKUM U eMKUM, TOYHO
nepeaaBaTb CMbIC/1 TEKCTa U FPaMMaTUUYECKU COrTacoBbIBATbCA C HAa3BaHWEM AOKYMEHTa.

Hanpumep:

npukas (o yem?) "O coBepLLUEHCTBOBAHUM CTPYKTYPbI annapara ynpasieHus";

nonoxeHue (o yem?) "O KaHuenapuun";

npoTokon (4ero?) "cobpaHus akumoHepos";

npaswuaa (4ero?) "BHyTPEHHEro TPyA0BOro pacnopsaka';

OO/MKHOCTHAA MHCTPYKUMA (Komy?) "cekpeTapto-pedepeHTy"”;

aKT (0 yem?) "O BblAENEHMM K YHUUTOKEHMUIO AOKYMEHTOB M A€, He NOAJIEeKALMUX XPaHEH D",
(B pea. noctaHoBneHMA MuHiocTa oT 24.10.2011 N 235)

aKT (yero?) "npoBepkun";
(B pea. noctaHoBneHMA MuHiocTa oT 24.10.2011 N 235)

nucbmo (o yem?) "O6 U3meHeHUN CPOKOB BbINOHEHUA AoroBopa".

B 3aronoBKe K TeKCTy paspelsaerca yI'IOTpe6J'IF|Tb COKpaleHna cnos w CNOBOCOYETAHUM,
MCNOoIb3yemMblX B CTaHAAPTaX U K/'IaCCM(bMKaTOan PECI'IY6I'IVIKVI benapycb, COKpaweHHble HAMMeHOBaHMA
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OpraHun3aumii 1 06LLENPUHATbIE COKpaLLLEHUA.

Hanpumep:
O BHenmpenuu CTB 6.38-2004

3aro/sIoBOK B KaBblYKM He 3aKAO4aeTcA M He nogyvepkuBaeTcA. TOUKa B KOHUE 3arosioBKa He
CTaBMUTCA.

55. PekBun3nuT "OTMETKa 0 KOHTposie".

OTMeTKa O KOHTPOJie pacnosiaraeTcs Ha 1eBOM MOse AOKYMEHTA Ha YPOBHE 3aro/IoBKa K TEKCTY U
obo3Hauaetca 6ykeoi "K" namn cnosom "KoHTponb". OTMeETKa NpoCTaBAAETCA OT PYKN WA C MOMOLLbIO
wremnena. OTMeTKa MoXKeT ObITb 4OMNO/IHEHA KOHTPO/IbHOM AaTOM.

56. PekBu3nT "OTMETKA O HANNMYUKN NPUNOKEHMA".

OTMEeTKa 0 Ha/M4YMKU NPUIOKEHUA PaCcrosiaraeTca HUXKe TeKCTa AOKYMEHTa nepeg, PeKkBUM3UTOM
"Mognuck". Cnoso "MpuaorkeHMe" nevyaTaeTcs c NPONMCHOM ByKBbI OT HYJ1IEBOIO NOAOXKEHMA TabynaTopa
OT rpaHu1Lbl 1€BOTO NOJIA, NOC/E HEro CTaBUTCA ABOETOUME.

Ecnn LOKYMEHT MMeEeT NPuUIoXKeHWe, Ha3BaHHOE B TEKCTE, TO B OTMETKE O Ha/IMYMUWN NPUIOKEHUS
YKa3bIBAETCA TO/IbKO KOIMYECTBO JIMCTOB U 3K3EMMJIAPOB.

Hanpumep:
[IpuioxeHme: Ha 7 J. B 2 BK3.

Ecnn  [OOKYMEHT WMeeT MNpPWIOMKEHMA, He Ha3BaHHble B TeKCTe, TO WX HAWMMEHOBaHMWA
NepeyYncnatoTca ¢ yKasaHMemM KOIMYECTBA INCTOB W 3K3EMMIAPOB KaXKA0ro NpuaoxKeHua. MNpu Hannumm
HECKO/IbKUX NPUIOKEHUI OHU HYMepPYHOTCA apabcknmm undpamm.

Hanpumep:
[IpuioxeHMe : 1. VMHCTpyKUMS IO IOEJIONPOM3BOIACTBY Ha 12 Jji. B 3 BDK3.
2. OT3HB Ha NPOeKT MHCTPYKUMM Ha 3 J. B 2 DK3.

Ecnm K OOKYMeHTYy npunaraeTtcA OOKYMeHT, MMeIOLLI,Mﬁ npunoXXeHne, To B OTMETKE O HaN4Ynn
NpuUNOKeHNA YKa3blBaeTCA o6u.|,ee KONn4ecTBo ZINCTOB I'IpM!'IO)KEHVIVI.

Hanpumep:
[IpuoxeHue : nucbMoO HaumoHasnbHOTO OaHka Pecnybsimkm Bejapyces or 08.11.2008
N 12-7/389 um npuioxeHue K HeMy, Bcero Ha 5 j. B 1 5K3.

Ecnv npunoskeHne HanpasaseTcA He BCeM ajpecatam, TO B OTMETKE O Ha/MuMKn MPUIoXKeHUs
YKa3blBaeTCA, B KaKOW agpec HanpaBAseTcsa NpuaoKeHue.

Hanpumep:
[IpunoxeHue: Ha 5 . B 1 »kx3., BO BTOPOM aIpecC.

Ecnn npunoxkeHuna cbpoLutopoBaHbl, TO KONNMYECTBO INCTOB HE YKa3biBAETCA.

B pacnopAagutenbHbiX AOKYMEHTax pekBusutT "OTMeTKa O Haauuuum npuaoxKeHusa" He
obopmMmnAeTcA; yKasaHWe O HaAnuMKM MPUIOXKEHUA [aeTcA B TeKCcTe JOKymeHTa: "corsiacHo
npunoxerHuto", "npunoxenune", "npunoxerHuwe 1", "... npepcTaBuUTb NepeyYeHb [AOKYMEHTOB MO
npunaraemoi ¢opme" n ap.

57. Peksu3ut "Mognucb".

MpoeKT [AOKyMeHTa npeactaBAdAeTcA Ha MOAMWMCb COOTBETCTBYIOLLEMY [AOJIKHOCTHOMY Auuy
(Mcxopa w3 ero KOMNETeHLMM) NOJMIHOCTbIO OPOPMIEHHBIM, MPOBEPEHHbLIM, COMACOBAHHbLIM (Npu
HEeobX04MMOCTM) BMECTE C NPUIOKEHUAMMN U MaTepPUanamm, Ha OCHOBAHWMU KOTOPbIX OH COCTaB/IEH.

Peksusnt "Mognuck” pacnonaraeTtca Nocsie TEKCTa U OTMETKU O HA/IMUUKN NPUNOKEHUS U COCTOUT
M3 HaMMEHOBAHWA AO/KHOCTU NMua, NOANMCABLUEro AOKYMEHT, COOCTBEHHOPYYHOW MOAMUCU U ee
pacwmndpoBKKN (MHUUManNLI, damuana). UHUMLManbl nedaTtatoTca nepen damununein 6e3 npobenos Ha
YPOBHE nocnegHen CTPOKM HAMMEHOBAHMA AOIKHOCTU.

Echn pokymeHT odopmaeH Ha 6naHKe MAM € UCNONb30BaHMEM YI/AIOBOrO LWTamna, TO B
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HanmeHoBaHWe AO0/TXKHOCTU BKIKOYAETCA, KaK nNpaBunio, BUaoBoe HanmeHoBaHMe OpraHn3auunn.

Hanpumep:
INMPEeKTOp MHCTUTYTa [Mopnmucse A.E.PeIOaKOB

an Od)OpMI'IEHMVI AOKYMEHTaA HE Ha 6naHKe B HaMMeHOoBaHue AOONKHOCTU BK/IIOYAETCA NoJsIHOEe
HanmeHoBaHWe opraHn3auunun.

Hanpmumep:
IVpeKTOp YyYpPeXIeHUS
"Benopycckum
HAay4UYHO-MCCJIeIOBaTEeJIb CKUM
MHCTUTYT
OOKYMEHTOBEIEHUS U apXUBHOT'O
nena" [omnmcob A.E.PrbakoB

B coctaBe pekBusnTa "Moanmcb" MoryT yKasbliBaTbCs CTENEHWN U 3BaHMA (YYeHble, BOUHCKME 1 Ap.).

Hanpmumep:
IVMPEeKTOp MHCTUTYTA
IOOKTOP MCTOPUUYECKMX HaykK,
npodeccop [Moonuce A.J.HOoBMKOB

Mpn nognNnUcaHMN JOKYMEHTA HECKONbKUMMN JONXKHOCTHBIMU NNLAMKU UX NOAMNUCKU pacnonaratoTca
oAHa noa AperVl B MoC/1ea0BaTe/IbHOCTH, COOTBETCTByPOLLI,Ef;I 3aHMMaeMbIM OO/1KHOCTAM.

Hanpumep:
InpexTop 3aBona [Mopgnmuce I'.H.IlleTpoB
T'nmaBHEM OyxTajiTep Noomnmce IO.M.ViBaHOBA

Mpn noanuCaHMM AOKYMEHTA HEeCKOJIbBKMMKW Nnuamn, He MNOAYMHEHHbIMU MO OOKHOCTU, WX
noanucun pacnosaratoTca Ha 0A4HOM YpPOBHeE.

Hanpumep:
MuHucTp 06pasoBaHUA MuHmcTtp QOMHAHCOB
Pecnybnmuku Benapychb Pecnybnmuku Benapychb
Nognmuce A.M.Panbxos Noponmce A.M.XapxkoBel]

Mpu NoANMCcaHUM JOKYMEHTA, NOATOTOBAEHHOTO KOMUCCUEN, YKA3bIBAOTCA HE AOMKHOCTU /UL, a
nx obs3aHHOCTM B cocTaBe Komuccuu. Pamuanvm UNeHoB KOMMUCCMM pacronaratoTcs B andaBUTHOM
nopagke.

Hanpumep:
[lpencenmaTesyib KOMMCCUMA [Tognuce B.B.I'pymeBCKUMA
YJIeHEl KOMMUCCUN : [Tognuce I'.B.Opisos
[lomnmce II.I1.Cunaes
[omnuce A.B.AryKOoBUY

[LOKYMEeHTbl KOANerManbHblX OpraHoB MNOAMMUCHIBAIOTCA NpeaceaaTeNem W CeKkpeTapem 3TOro
opraHa.

Hanpmumep:
[IpencenaTernb Nopnmuco B.UM.Kupninos
CekpeTapsb [lomnmce A.A.Kynpelumk

Mpn noanucaHmn pacnopAanTENbHbIX M UCXOAAWMX OOKYMEHTOB NOAMNUCbIBaeTCA ﬂepBMﬁ
9K3eMnaAp AOKYMEHTa.
Mpwn Od)OpM}'IEHMVI dKTOB, MPOTOKO/10B, COBMECTHbIX AOKYMEHTOB NOAMNMUCKU NPOCTABNAKOTCA Ha BCEX



3K3eMMASAPax 4OKYMEHTA.

B peksusute "Moanuch", a TakKe pekBusuTax "pud yreepkaenua" mn "lpud cornacoBaHua"
yKasbiBaloTcA (GaKTMYeckas [O/MKHOCTb /uMua, noanucaswero (yTBepauBLIEro, COracoBaBLUEro)
OOKYMEHT, ero uHuumanbl u damuama. [lonyckaerca WCNONAb30BaHME COKpaleHuin "3am."
("samectutens"), "N.0." ("ncnonHsowmin obasaHHocTn"). He monyckaeTca ctaButb npeasor "3a" wan
KOCYIO YepTy nepes, HAMMEHOBAHMEM A0/KHOCTMU.

58. PekBusut "Mpnd npunoxkexma".

lpnd NpunoxKeHUa pacnonaraeTcs B NPaBOM BEPXHEM Yray NEPBOrO NIUCTa NPUIONKEHNA.

Mo npunoskeHusa coctout M3 cnosa "MpunoxkeHune", ero NopagKoBoro Homepa (yKkasbiBaeTcs
apabckumn umndpamm 6e3 3Haka N ), HasBaHWA BUAA AOKYMEHTa B AaTe/IbHOM Najelke, ero AaTbl U
PervcTpaLnMoHHOro HAeKca.

Hanpmumep:
[Ipunoxenue 2
K IpMKazy IUPEKTOpa MHCTUTYyTa
18.11.2008 N 9

MopsAKOBbIA HOMEP NPUIOKEHUS HE YKa3blBAETCA, EC/IM OHO OAHO.

Ha npunoxeHuax, yTBepXAaemblx pacrnopaamTesibHbiIM AOKYMEHTOM MM MPOTOKOJIOM, rpud
npunoxeHuns He opopmasaeTca. B aTom cayyae B NpaBoOM BEPXHEM YIay MEPBOro SINCTa YTBEPKAAEMOrO
OOKYMeHTa npocTtasasetca rpud yTBepKaeHus.

JOKYMEHTbI-NPUNOXKEHNA O0POPMAAIOTCA C  YKasaHMeM BCEX HeobXoaMMbIX PEeKBU3IUTOB
AoKymeHTa ("Ha3saHue Buaa gokymeHTa", "3aronosok K Tekcty", "Moanuck" u ap.).

59. CornacoBaHue AOKYMEHTOB.

JOKymMeHTbl, NOAroTaB/AMBaemMble B OpraHuMsauuu, A0 MPUAAHUA UM  HOPUANYECKON CUNbI
(noanucaHuAa, yTBEpPXKAEHWUA, pPernctpauum) B HeobXOAMMbBIX C/yyasx noaJsiexkaT CoracoBaHuio.
CornacoBaHve npoeKkTa [AOKYMEHTa MPOBOAUTCA C OpPraHU3auMsMM W AOMKHOCTHBIMU  INLLAMMU.
CornacoBaHne MOXKET NPOBOAUTLCA KaK BHYTPM OpraHM3auum - CO CTPYKTYPHbIMUM NoApasaeeHuaMn 1
OO/IKHOCTHBIMM - IMLAaMKM  (BHYTPEHHEe CornacoBaHue), Tak M BHe ee - C MNOAYMHEHHbIMU U
HenoA4YMHEHHbIMW OpraHM3auMAMM (BHELLHee coriacoBaHme).

60. PekBun3nuT "Mpud cornacosaHus".

BHelwHee cornacoBaHne odpopmnsetcs rpudom cornacoBaHus.

Mo cornacoBaHUA pacnonaraerca HUXKe peksmsunTa "Mognuck" Ha AMLEBO CTOPOHE NocneaHero
JINCTa AIOKYMeHTa M coctouT mn3 cnosa "COIMMMACOBAHQ", HaumeHOBaHMA A0MKHOCTM NLA, C KOTOPbIM
COrnNacoBbIBaeTCA [AOKYMEHT (BKAlOYas MNOJMHOE HauMMeHOBaHMe opraHusauuu), cobCcTBEHHOPYYHOM
noanucu, ee pacwmnppoBKM 1 AaTbl.

lpnd cornacoBaHWs neyaTaloT OT HY/NEeBOro MNonoxeHus Tabynatopa 6e3 oTcTyna OT rpaHuubl
JIeBOro nons.

Cnoso "COI/IACOBAHQO" neyaTatoT NpONUCHbIMU ByKBammM 6e3 KaBblueK 1 Npobenos.

Hanpumep:
COTJIACOBAHO
InpexkTop rocynapCTBEHHOTIO
yupexneHnus "HaluMoHaslbHEM
apxus PecnyOsmku Bejstapycp"
[Momnmuce B.]I.CeyeMeHeB
13.10.2008

Ecan cornacoBaHWe [OOKYMEHTa MNPOM3BOAMUTCA KOJIErMANIbHbIM OPraHOM MAW MOCPeACTBOM
nucbMa, To rpud cornacoBaHua opopmaaetca no popme:

COIJIACOBAHO
[lpoTOKOJI 3acenaHmusa
BKCIEPTHOI'O COBeTa
18.10.2008 N 13
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COT'JIACOBAHO

nuceMO T'OCYINApPCTBEHHOTO KOMUTETA
o CTaHIaApTU3aLUU

Pecnybanku Besapych

03.10.2008 N 11-10/1186

(B pea. noctaHoBneHMA MuHiocTa ot 27.01.2012 N 18)

Ecnn AOKyMeHT umeeT ABa rpuda cornacoBaHusa, ToO OHM pacnosiaraloTca Ha O4HOM YPOBHe.

Hanpumep:
COT'JIACOBAHO COT'JIACOBAHO
MMHMCTP OCTULUU [lpencenaTens BepxoBHOTO Cyna
Pecnybnmuku Bejapychb Pecnybnmuku Bejapychb
MNomnuce B.I'.T'OJIOBaAHOB MNomnuce B.I.Cykajo
14.06.2008 14.06.2008

Ecnv goKyMeHT nmeeT Tpu rpuda CornacoBaHus, TO OHM PAcnoNaraloTcs B CAeAytollemM nopsaaKe:

Hanpumep:
COTIJIACOBAHO COTIJIACOBAHO
MMHMCTP OCTULUU [lpencenaTtens BepxoBHOTO Cyna
Pecnybnmuku Bejapychb Pecnybnmuku Bejapychb
lNognmuce B.I'.I'OJIOBAHOB lNognmces B.I.Cykajo
14.06.2008 14.06.2008
COTJIACOBAHO

MUHMCTP 3KOHOMUKM
Pecnybnmku Bejapychb
Nonnuce H.II.3aM4yeHKO
14.06.2008

Bonee Tpex rpudos cornacoBaHMa oGpopPMAAIOTCA ABYMA BEPTUKANbHLIMUN PALAMM.

Mpy OTCYTCTBUM MecTa Ha AO0KYMeHTe opOpMAAIOT ANCT COrlacoBaHMA No ob6pasuy cornacHo
npuaoxeHuto 4. Ha fLoKymeHTe Ha MecTe, NPeasyCMOTPEHHOM A/ pasmelleHus rpuda cornacoBaHus,
Aenaerca oTMeTKa:

Jlnct cornacoBaHuA
npuaaraetca

61. PekBu3uT "Busnbl".

BHyTpeHHee cornacoBaHve 0QOpPMAAETCS  NyTeEM  BU3UPOBAHWA  MPOEKTa  JOKYMEHTA
LOJIKHOCTHBIM JINLOM.

PekBusnt "Busa" BkatovaeT B cebAa HaMmeHOBaHME [O/KHOCTU AULA, BUSUPYIOLWETO MPOEKT
[OKYMeHTa, ero cobCTBEHHOPYYHYIO NOANUCH, PacluMdpPOoBKY NOANUCK U AaTy.

Hanpumep:
HauasibHMK oTrOeJsia KanpoB
Noonuce A.B.CMUPHULKUM
25.06.2008

OTKa3blBaTbCA OT BM3MPOBAHUA, a TaKKe AenaTb KakuMe-nmbo McnpaBneHMsA B TEKCTe MPOEeKTa
AOKYMeHTa He A0MNyCcKaeTcsa. 3ameyaHna 1 A0MNOJHEHNA U31araloTcA Ha NPOEKTe AOKYMEHTA HUXKe AaThl
BM3MPOBaHMA. NpKn 3HaUMTEIbHOM 06beME 3amMedaHnn 1 AOMNONHEHUA M31aratoTcA Ha OTAE/IbHOM UCTe,
a Ha NPOeKTe AOKYMEHTA YKasbliBaeTca: "3ameyaHua npunaratorca’.

Hanpumep:
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HauasbHMK oTmesia KagpoB
Momnmuce A.B.CMUPHMLIKUN
25.06.2008

C OpoekTOM He CoTJlaCeH.
3aMeuaHusa npuilaranTtcd

Bu3bl npocTaBnsaloTcA HUXKe pekBusmTa "Moanuch” Ha NMUEBON CTOPOHe nocaedHero aucTa
NepBOro 3K3emnjApa AOKyMeHTa cnesa. [1poeKTbl pacnopaanTesbHbIX AOKYMEHTOB A0MycKaeTcs
BU3NMPOBATb Ha OOOPOTHOM CTOPOHE nocnedHero /AUCTa MNepBOro 3K3emnaApa AokymeHTa. [pu
COr/TacoBaHUKN MUCEM U APYTUX UCXOAAWMX AOKYMEHTOB BU3bl 0QOPM/IAOTCA Ha KOMMAX, OCTAIOLIMNXCA B
aene.

Mpn HeobxoaMmocT oPOpPMNEHMA HECKOJIbKMX BM3 OHW pacnosiaraloTca ofHa nog Apyron B
nopaake BU3MPOBaHMA.

Hanpumep:

HauasnbHMK OTHesila KaIpoB
[Nomnmucy H.B.CxkBOpLOBa
20.06.2008

3aB. OTHEJIOM OOKYMEHTOBEIEeHUHA
[Nognuce A.B.CunopLoBs
20.06.2008

3aB. OTHOEJIOM apPXMBOBEIEHMS
[Nopgnuce T.M.BobBbposa
21.06.2008

OpuckoHCYJIBT
lMNognmce H.C.lBer
22.06.2008

Mpu otcytcTBUM cBoboaHOro MmecTa Bu3bl 0POpPMAAIOTCA Ha 0bopoTe nocaedHero JmncTa
OOKYMEHTa WAW Ha OTAENbHOM JIMCTE U MPU PA3MHOMKEHMM LAOKYMEHTA He Bocnpoussogatca. Mpwu
HA/IMYMM INCTA COFTAaCOBAHUA Ha MeCTe, NPeayCMOTPEHHOM 4151 Pa3MeLLEHMA BU3bl, 4e/1aeTCA OTMETKA,
odopmnsemasn no NpaBuAaM, YCTAHOBNEHHbIM NYHKTOM 60 HacToswen MHCTpyKuuu.

MepeyeHb coOrnacylowmx MHCTAHUUI onpeaensieTcd COCTaBUTENEeM AOKYMEHTa MCxoaa M3 ero
cofepKaHua n TpeboBaHUI HOPMATUBHbIX NPABOBbIX AKTOB.

62. PekBu3nT "Meyatb".

PekBnant "MeyaTb" cTaBUTCA Ha [OKyMeHTax, Tpebywowmx ocoboro yaoCTOBEPEHUs WX
NOAJIMHHOCTW.

YcTaHaBAMBAETCA TPU BMAA NeYaTel: nevyaTb OpraHM3aumm, Nnevyatb CTPYKTYPHOro nogpasaeneHuns
opraHu3auMu, neyatb, YKasblBalOWaA Ha ee LefeBoe HasHayeHue (aNnA AOKYMeHTOB M T.n.). Meyatu
opraHu3aumii noapasgenstorca Ha repbosble (neyaTm ¢ usobparkeHMem [ocyaapcTBeHHoro repba
Pecnyb6anku Benapycb) n npocTbie.

MopagoK MCNOIb30BaHMA M OTBETCTBEHHOCTb 33 XPaHEHWe nevyaTel 3aKPenaatTCA B JIOKANbHbIX
HOPMATUBHbIX NPABOBbIX aKTax OpraHn3aLmm, pa3pabaTbiBaeMbix B COOTBETCTBUM C 3aKOHOAATENLCTBOM
Pecnyb6anku benapyce.

MepeyeHb AOKYMEHTOB, Ha KOTOPbIX MPOCTABAAETCA MeyaTb, onpenenseTcA opraHuMsaumen Ha
OCHOBAHWMWM 3aKoHogaTenbcTBa Pecnybaunku bBenapycob. [MpocTtaBneHve neyvatm HeobXO4MMO Ha
NOA/IMHHUKAX OOKYMEHTOB WM MX KOMUAX, B TOM 4ucae GaKCUMMWUbHbLIX, YAOCTOBEPAIOLMX NpaBa,
cBoboAbl M (MAM) 3aKOHHbIe WMHTEpPEecbl TrpaXgaH, npaBa W 06A3aHHOCTU OPUANYECKUX NIUL,
CaHKLMOHMPYIOLWMX PAacXoA0BaHUE AEHEXHbIX CPeACTB U MAaTePUA/bHbIX LLEHHOCTEN.

OTTMCK neyaTM [OOJ/IKEH 3axBaTblBaTb 4acTb HAMMEHOBAHMA AOJKHOCTM AMuA, NOANUCABLLIErO
(yTBEpPAMBLLIErO) ALOKYMEHT.

Hanpmumep:
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IVpexTop MHCTUTYyTAa [omnmce C.A.Cumopos

63. PekBu3nT "OTMeETKa 06 ncnonHutene".

OTmeTKa 06 McnonHuTene pacnosiaraeTcs Ha JNMLEBON CTOPOHE NOC/AEAHEro /INCTa AOKYMEHTa B
JIEBOM HUKHEM YTy,

OtmeTKa 06 ucnonHuTene BkAoYaeT GaMUANIO U HOMep cayxebHoro TenedoHa mMcnonHUTeNA
(coctaBuTenn) nokymeHta. aMmuAnA UCMONHUTENA U HOMEP ero cayKebHoro TenedoHa nevatatotcs bes
3HAKOB MpenuHaHuA.

Hanpumep:
KopHees 200 59 79

OTmeTKa 06 MCnoNHUTENe MOXKET BbiTb AOMONHEHA UHAEKCOM CTPYKTYPHOro rnoapasgeneHus, B
KOTOPOM FrOTOBWJICS AOKYMEHT.
(4acTb naTan n. 63 B pea. NnoctaHoBAeHUA MuHIocTa oT 10.12.2014 N 240)

Hanpumep:
3 MakKoseukuit 220 95 01
(yacTb wectana n. 63 B pea. noctaHoBAeHUss MuHiocTa ot 10.12.2014 N 240)

Mpn HeobxoAMMOCTM OTMETKA 06 WCMOoNHUTENe MOXKeT OblTb AO0NOJHEHA AATOW CO34aHUS
OOKYMeHTa, MmeHem daina u ApyrMMyM NOUCKOBbIMM AaHHbIMW (Ha BTOPOW CTPOKe), KoTopble
0dOPMANAOTCA TO/IBKO Ha 3K3eMMAApe AOKYMEHTA, OCTAIOLWLEMCA B OPraHn3aLmu.

(yacTb ceabmas n. 63 BBeAeHa noctaHoBaeHMemM MuHtocTa ot 10.12.2014 N 240)

Hanpumep:
3 MakoBeuguin 220 95 01
26.05.2008 C:/ Nucbmo.doc
(yacTb Bocbmasn n. 63 BBeAeHa nocTaHoBaeHUem MuHiocTa ot 10.12.2014 N 240)

Mpn odopmneHUM [OOKYMEHTA Ha KomnbloTepe peksusant "OTmeTKa 06 wucnonHutene"
BbinonHsaeTcsa wpuptom Times New Roman (Times New Roman Cyr) obbluHbIl, pasmep 9 NyHKTOB,
MEMKCTPOYHbIN MHTEPBAA - TOYHO 9 NYHKTOB.

(B peq. noctaHoBNeHMA MuHiocTa o1 27.01.2012 N 18)

OtmeTKa 06 ncnonHuTene 06s3atesibHO 0GOPMAAETCA HA UCXOAALLMNX AOKYMEHTAX.

64. PekBu3nT "OTMETKa 0 3aBepeHumn Konun'".

Konua poKymeHTa A0/KHA BOCNPOM3BOAUTL BCE PEKBU3WUTbI 3TOrO AOKYMEHTA, B TOM 4ucne
PEKBU3UTbI BaHKa. 18 NpuAaHUA KONUKU SOKYMEHTa HOPUMANYECKOM CU/bl OHA A0/KHA ObITb 3aBeEpeHa
(3acBmnpaeTenbcTBOBaHa) YNOJAHOMOYEHHbBIM AONKHOCTHBIM IMLLOM OpraHu3aumu.

Konua poKymeHTa, BOCMPOM3BOAALLAA YaCTb €ro PEKBWU3WUTOB, 3aBEPEHHAA B YCTAHOBAEHHOM
nopagKe, ABAAETCA BbIMUCKOM M3 AOKYMEHTA. BbINMMCKM U3 JOKYMEHTOB 0GOPMAAIOTCA Ha obliem
61aHKe. B BbiNMCKax U3 AoKymeHToB cnoBo "BbIMUCKA" BkntoyaeTcs B Ha3BaHWE BUAA AOKYMEHTA.

Hanpumep:
BbIMNCKA U3 NMPUKA3A

OTmeTKa O 3aBepeHMM Konmuu oPOpMAETCA HUKe pekBusuTa "Moanuch" M BKAHOYAET CAOBO
"BepHO", HaMMEHOBaHWE AO/IKHOCTU /LA, 3aBEPUBLUErO KOMUIO, ero CO6CTBEHHOPYYHYO MOAMUCH,
pacwndpoBKYy NOANMCK M AaTy 3aBEPEHUA.

Hanpumep:

BepHo

MHcneKkTop oTaena kagpos MNognuce A.l.JleoHoB
25.01.2008
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Konun [OOKYMeHTOB, npeaocTaBiAsemMble rpaKgaHam, B TOM 4YuCAe  WHAWMBUAYANbHbIM
npeAnpuHUMATENs M, U IOPUONYECKUM Anuam (ganee - obpaTMBLLEECS INLO) UM UX NPEACTaBUTENAM,
€C/IM TaKMe KOMuM HeobxoauMmbl ANSA pPeleHMa BOMPOCOB, KacalowWwMxcs npaB M (MaKM) 3aKOHHbIX
MHTepecoB OOPATUBLUMXCA ANL, M BbIMUCKM M3 HUX OPOPMAAIOTCA B MOpAAKe, NPeaycMOTPEHHOM
YacTAMM BTOPOM - LLECTOMN HACTOALLErO NYHKTa.

Mpwn nepecbiaike KONUIA AOKYMEHTOB, BKIOYAA KOMUKW AOKYMEHTOB, HEOOXOAMMbBIX ONA PeLUeHMUA
BOMPOCOB, Kacatowmxca npaB U (MM) 3aKOHHbIX MHTEPECOB OBPATUBLLMXCA /ML, U BbIMUCOK M3 HUX B
Apyrve opraHuMsauMu UM Bbl4avye UX Ha PYKM OTMETKY O 3aBEPEHUM KOMUM YAOCTOBEPAIOT NEYaTbto
opraHusauum.

Ha Konuax mMcxogAawmx AOKYMEHTOB, OCTAlOLMXCA B Ae/le OpraHu3auum, pekBu3nTbl BiaHKa He
BOCMPOU3BOJATCA, MPOCTABAAIOTCA AaTa NOAMNWCAHUA [OKYMEHTA, €ro PermcTpauMoHHbIN MHAEKC U
OTMETKA O 3aBEPEHWW KOMWW, B KOTOPOM [OMYCKAETCA He YKasblBaTb AaTy 33aBEPEHUs U AONKHOCTb
/LA, 3aBEPUBLLIETO KOMMUIO.

Hanpumep:
BepHo
Moanucb A.l.JleoHoB

Konun goKyMeHTa, NONyYeHHble NyTeEM TUPAXKMPOBAHUA NOSJMHHUKA CPeAcTBAaMM ONepaTUBHOM
nonurpadun, cogepkawme GakcMMuabHOe BOCMPOM3BEAEHME MNOANUCUM M NpeAHa3HAYeHHble AAA
PacCblIKM WUAM BHYTPEHHEro MNOJIb30BaHMA, He HY)KAAKTCA B LOMNONHUTENbHOM YA0CTOBEPEHUM, 3a
WCKNOMEHMEM C/TY4aEB, NPeayCMOTPEHHbIX akTamMmM 3aKoHoaaTenbcTBa Pecnybavkun benapyce.

PasmHOMeHHble 3K3eMNAApPbl AOKYMEHTa, npegHasHavyeHHble ANA PAcCbIKM UAW BHYTPEHHEro
Nnosib30BaHMA M He BocnpoussBogAlme GaKCUMMWIBHYIO NOANWUCH  MNOAJIMHHMKA, LONYyCKaeTcs
Y40CTOBEPATL NeYyaTblo, MPOCTABAAEMON Ha MecTe, OTBEAEHHOM A8 COOCTBEHHOPYYHOMN NoAnNucu.

OpraHu3auma MOXKeT 3aBEPATb KOMUK TeX AOKYMEHTOB, KOTOpble CO34aHbl B CAMOM OpraHM3aumuu,
OOKYMEHTOB, MOJIyYEHHbIX OpraHM3aunen B NoATBEP!KAEHWE ee MpaB, NOSHOMOYUN U 0bBA3aHHOCTEN
(nMueHsnit, cepTMduMKaToB WM Ap.), OOKYMEHTOB, NPeAyCMOTPEHHbIX nocTaHoBieHMem CoBeTa
MuHuctpos Pecnybankm benapycb ot 30 aekabpa 2012 r. N 1256 "O HeKOTOpbIX BOMNPOCAx BblAaun 1
CBMAETENbCTBOBAHMA KOMUI AOKYMEHTOB, KacaloLMXCA NPaB U (UKN) 3aKOHHbIX MHTEPECOB rPpaxaaH, B
TOM YuUC/le UHOMBUAYANbHbIX NpegnpuHumaTtenei, n opugudeckux amy" (HaumoHanbHbIM NpaBoBoOW
NHTepHeT-nopTan Pecnybanku benapych, 06.01.2013, 5/36738) 1 MHbIMM aKTaMK 3aKOHOAATENbCTBA.

Konun [OOKYMEHTOB B 3/IEKTPOHHOM BUAE, BbIMNOJAHEHHblE Ha OymMa)KHOM HocuTene u
npefHasHayeHHble A1A 06paleHna BHYTPM OpraHU3aLuuK, 3aBepsAloTCA B MOpAgKe, YCTAaHOBAEHHOM
YacTbo BTOPOWM HACTOALLEro NyHKTa.

(4acTb yeTbipHaauaTan n. 64 BBeAeHa NocTaHoBMeHMeM oT 10.12.2014 N 240)
(n. 64 B pea. noctaHoBneHUAs MuHiocTa ot 15.01.2013 N 9)

65. PekBn3nT "OTMETKa 06 UCNOSIHEHUN AOKYMEHTA M HanpaB/ieEHUN ero B aeno'".

OTMeTKa 06 MCNOMHEHUN LOKYMEHTA M HanpaBAeHUU ero B Ae/10 NPOCTaBASETCS HA AOKYMEHTe
noc/sie ero UCNOJIHEHUA U ABNSETCA CBUAETE/IbCTBOM 3aBepLUEeHMA PaboTbl Hag HUM.

OTmeTKa 06 UCNONHEHUN SOKYMEHTa M HaMNpaB/iieHUM ero B Ae/10 PAcho/iaraeTca Ha HUXHEM nose
nepBoro INCTa AOKYMeEHTA c/ieBa M cocTouT 3 cnos "B geno", Homepa aena no HomeHKknaType Aen, B
KOTopomM OyaeT XpaHWUTbCA [JOOKYMEHT, AaTbl M WHAEKCA [OOKYMEeHTa, CBuAeTenbcTsylowero o6
WCNOSIHEHUKN, COBCTBEHHOPYYHON MOAMUCK  UCMONHUTENA WAM  PYKOBOAMUTENA  CTPYKTYPHOrO
noapasaeneHua-ucnoNHUTeNs U AaTbl HANPaBAEHUA AOKYMEHTa B AeN0.

Hanpumep:

B neno 11-10
MNMoarotoBneH oTBeT
15.02.2008 N 11-10/130
Mognuce

16.05.2008
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Mpn OTCYTCTBMM AOKYMEHTa, CBUAETE/NbCTBYHOLLErO 06 MCNOJIHEHNN, B OTMETKE YKa3blBaloTCA
KpaTKkune ceeaeHunaA 06 McnonHeHuN.

Hanpumep:

B geno 5-15
MpousseneH nepepacyer
Moanuce

20.11.2008

66. PekBu3nt "OTMeETKa 0 noctynaeHnn".

OTMeTKa O MOCTYN/IeHUU (PErMcCTPaLMOHHDBIM WTaMMN BXOAALWMX AOKYMEHTOB) MNPOCTABAAETCA HA
HUXXHEM rofie MepBOr0 JIMCTA AOKYMEHTa ChpaBa M COCTOMT M3 MNOJIHOFO MM COKPALLEHHOrO
HaMMeHOBaHMA OpraHM3auMm-noayyaTens, AaTbl U PEFUCTPALUMOHHOIO MHAEKCA (HOMepa) NocTynaeHus
OOKyMeHTa.

Hanpmumep:
3A0 "Masax" /\
26.05.2008 16 MM |
N 342 \/
42 MM
< >

Ha pgoKkymeHTax, TpebyloWmx CPOYHOro MCMNONHEHMs, BMecTe C AaToW AO0MYCKAaeTcsa yKasblBaTb
BPEMA NOCTYNeHUA (4acbl, MUHYTbI).

FNABA 5
TPEBOBAHMA K TEKCTAM AOKYMEHTOB

67. TeKCT OOKYMEeHTa AO/KeH ObiTb AOCTOBEPHbLIM, OOBEKTUBHbIM, MAKCUMMAJIbHO KPATKUM C
COXpaHEeHWeM MNOAHOTbI WMHPOPMALMM N TOUYHOCTU €€ WU3NOXKEHMA, He [AO0NycKaTb PasINYHbIX
TOJIKOBaHWN.

68. TEKCT AOKYMEHTA M3/1araeTcs NPOCTbIM U ICHbIM A3bIKOM, C cObatogeHnemM Hopm opULMaNbHO-
OEeN0BOro CTUAA NMTepaTypPHOro A3blKa.

69. fA3blkamuM [OenonpouM3BOACTBA WM AOKyMeHTaumm B Pecnybnuke Benapycb sBnstotca
6e10pPYCCKUIA U PYCCKUIA.

TeKCTbl LOKYMEHTOB, HanpaBAAeMblX 3a npegenbl Pecnybanku benapycb, MOryT COCTaBAATLCA Ha
6e/10pYCCKOM, PYCCKOM A3bIKax, Ha A3blKe CTPaHbl agpecaTa Uau Ha APYroM MHOCTPaHHOM A3bIKe.

70. MpeanoxeHua CTPOATCA COrNacHO ObLWEenpUHATBIM rpammaTMyeckum u opdorpaduyeckum
npasunam 6en0pyCcCKOro U PYCCKOrO A3bIKOB, NPEUMYLLLECTBEHHbIM ABAAETCA ynoTpebaeHne npocTbix
pacnpocTpaHeHHbIX NPeasosKeHWA.

71. B AOKyMeHTax MPUMEHAIOT TEPMWUHbI M ONpeaeneHus, YCTaHOB/IEHHble AeNCTBYIOWUMM
CTaHAapTaMu U TEPMUHONOTMYECKUMU CNoBapAMU. MHOro3HauyHble TEPMUHbI B KaXKAOM KOHKPETHOM
c/lyyae A0MKHbI ynoTpebaaTbcsa TONbKO B O4HOM U3 CBOMX 3HAYEHUN.

72. B TeKcTe AOKYMEHTa He gonycKkaeTtcs ynotpebneHue:

NPOCTOPeYniA U IKCMPECCUBHbIX GOPM Pa3roBOPHOM peun;

WMHOA3bIYHbIX 3aMMCTBOBAHUI NPU HAIMUYUN PAaBHO3HAUYHbIX C/I0B U TEPMUHOB B H@10PYCCKOM UK
PYCCKOM fA3bIKE;

HEYETKUX C/I0BOCOYETaHUM, 0B0BLEHHbIX paccyKaeHUW, BOCKAULAHUIA U NPU3bIBOB, 06Pa3HbIX
CpaBHEHWM, anuTeToB, meTadop;

abbpeBunaTyp, Kpome 06LLEN3BECTHBIX MW PacliMPPOBaAHHbIX B TEKCTE AOKYMEHTa;

HEHOPMAaTUBHOM IEKCUKM.



73. TeKcTbl C/IOXHbIX MO COAEPXAHUIO AOKYMEHTOB (NPWKa3oB, PacnopsKeHWi, NpoTOKOJOB,
WHCTPYKLMIA U ap.) AeNsTcA Ha MYHKTbl, MYHKTbl MOTYT NOAPA3AENATbCA HA NOANYHKTbI, NOAMYHKTbI - Ha
ab63aupl. B 60ablNX N0 06beMy AOKYMEHTAX MYHKTbl MOTYT 00beANHATLCS B FN1aBbl.

[naBbl HymepyloTcA apabckumu Lumdpamu, nocie KOTOPbIX TOYKA He CcTaBuTCA. [NaBbl SONXKHbI
MMeTb 3aro/IOBKW, TOYKA B KOHUE 3aronoBka He cTaButcA. Ecan 3aronoBoK cocTouT M3 ABYX
NpeaoXeHUn, TO UX PA3AeNAlT TOUYKOM. B 3arosoBKax He JONYCKAeTCA NepeHOC C/I0B Ha CleayioLLyto
CTPOKY, MPUMEHEHME PUMCKUX LLUDP, MaTeEMATUYECKMX 3HAKOB M FpevecKmx ByKBs.

Hanpumep:
TJIABA 2
[IOPANOK IIJIAHMPOBAHVA UM PACXOINOBAHVA CPEICTB HA OIUJIATY TPYIA

MyHKTbI HYMepPYIOTCS apabckumm Lmdpamm € TOUKOM M 3anmncbiBatoTcs ¢ ab3auHoro oTctyna.
MoANYyHKTbI HyMepyloTcs apabckumu Luudpamu M 3anucbiBatoTca ¢ absauHoro orctyna. Homep
NOANYHKTA BK/OYAET HOMEpP MyHKTa U HOMep MOAMNYHKTa, NOC/e KOTOPbIX CTaBATCA TOUKM.

Hanpumep:
2.1.
2.2.
2.3.

Hymepauma nyHKTOB A0MXHaA ObiTb CKBO3HOW A8 BCEro AOKYMEHTA, NOAMNYHKTOB - CKBO3HOM A
Ka*KA4oro NyHKTa.

AbB3aLbl He HYMepYOTCA U BblAenATca ab3aLHbIM OTCTYMOM.

74. B TeKcTe OOKYMEHTa Mepejn KaxkAolh no3vuuer nepedvncsieHus, BblAeNeHHOMW ab3auHbim
oTCTynom, Aeduc UAM MHOM 3HAK He cTaBuTcA. llocne nepevyncneHusa, Kpome nociegHero, CTaBUTCA
TOYKaA C 3anATOM.

75. TeKcTbl JOKYMEHTOB 0hOPMAAIOTCA B BUAE CBA3HOMO TEKCTA, aHKEeTbl, Tabauubl nan B Buae
coeagmHeHua aTnx dopm. Onpegensowmm B Bbibope Gopmbl NpeacTaBNeHUsA TEKCTa ABSETCA XapaKTep
MHPOpPMaLUMK, CoaepPKALLENCA B TEKCTE AOKYMEHTA.

76. B pacnopaautenbHbiXx AOKYMEHTAX OpraHM3auuMil, AOeNCTBYIOWMX Ha  NpUHUMNAax
eAMHOHayanus, TEeKCT u3naraetcs OT MNepBOro Auua eaAmHCTBeHHoro uucna: "MPUKA3bIBAKO",
"MPEANATAK" u ap.

B pacnopaauTenbHbIX OKYMEHTAX KOM/IErnasbHbIX OPraHoOB TEKCT M31araeTcA OT TPeTbero Amua
eauMHcTBEeHHoro ymcna: "MOCTAHOBAAET", "PELLNA" u gp.

TNABA 6
TPEEOBAHUSA K O®OPM/IEHUIO ;OKYMEHTOB, U3rOTOB/IAEMbIX C MOMOLLbIO TEXHUYECKUX
CPEACTB

77. TeKCT OKYMeHTOB Ha 6baaHKax ¢opmaTta A4 neyataeTca Ha NULIYLLEN MalLMHKe Yepes NonTopa
MEKCTPOYHbIX MHTEpBasa WUAN OAMHapPHbIA Ha KomnbioTepe, Ha 6naHkax ¢opmata A5 - yepes oauH
MEKCTPOYHbIN MHTEPBaa UAK TOYHO 14 NT Ha KoMMbloTepe.

78. Mpu Habope TeKCTa C WCMNO/Ib30BAHMEM TEXHUYECKUX CPEeACTB MPUMEHAETCA TapHUTYpa
wpudTa Times New Roman (Times New Roman Cyr) B 06bIMHOM HayepTaHUW, pasmep wpudra - He
MeHee 13 nT, uauM wWpudTbl, yCTaHaBAMBaeMble HOPMATUBHbIMKW NPaBOBbLIMW aKTaMu Pecnybamnku
benapycb. BolpaBHMBaHMeE TEKCTa MPOU3BOAUTCA NO WNPUHE NNUCTA.

(8 pea. noctaHoBNeHMA MuHiocTa oT 27.01.2012 N 18)

B pecnybaMKaHCKMX oOpraHax rocyAapCTBEHHOIO YMNPaBAEHUA M MHbIX TFOCYAAPCTBEHHbIX
opraHusaumax, noAYMHeHHbIx [pasButenbctBy Pecnyb6anku bBenapycb, odopmneHne [LOKYMEHTOB
OCYLLECTBNISETCA MO YCTAHOBJ/IEHHbIM B KOMMblOTEpax WabfoHamM C MapameTpaMy HACTPOWMKU B
penaktope Microsoft Word, paamep wpudTa - 15 nr.

(yacTb BTOpas n. 78 BBeAeHa noctaHoBAeHnem MuHtocTa ot 27.01.2012 N 18)
OdopmneHre [OKYMEHTOB OCYLLECTBASETCS C WMCMO/Ib30BaHMEM MPOrpaMMHOro obecneyeHus,
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COOTBETCTBYIOLLENO CAeAYyOWMM TpeboBaHUAM:

Hanuume QyHKLUMOHANbHOCTM, obecneynBatowen BO3MONXKHOCTE OQOPMAEHUSA PEKBU3IUTOB
OOKYMeHTa B COOTBETCTBMM C TpeboBaHMAMM 3aKoHOAaTenbcTBa Pecnybankm benapyco;

nogaep:kka 4onycTumbix GOpMaToB AOKYMEHTOB B 3/1IEKTPOHHOM BUAE;

nogAep:Kka MeTofoB M CPeACTB 3allMTbl TEKCTA AOKYMEHTa OT peAakTUpoBaHMA (naposibHas
3aWMTa, CO3ZaHWe [AOKYMEHTa, He pefaKkTMPyeMoro CTaHZApTHbIMM CcpeacTBamMu U T.4.) ANA
A0NyCcTUMBbIX popmaToB.

(yacTb TpeTba N. 78 BBeAeHa nocTaHoBAeHMeM MuHiocTa oT 10.12.2014 N 240)

79. Mpu noarotoBke Tabauy, C UCNONB30OBAHMEM TEXHUYECKUX CPEACTB BblpaBHWBAHWE TeEKCTa
Npoun3BOAMUTCA MO HEOHXOAMMOCTH, C NePEHOCOM C/I0B. [JonycKaeTcs ymeHblaTb pasmep J1IeBOro noss
00 20 Mm (Korga TEKCT He BMELLLaeTCs), MeXCTPOYHbI MHTepBan - go 11 nT.

B pecnybAMKAHCKMX OpraHax rocyAapCTBEHHOIO YMNPaBAEHUA M MHbIX TFOCYAAPCTBEHHbIX
opraHu3aumax, noayvMHeHHbix [MpasuTenbcTBy Pecnyb6ankn Benapycb, npu noaroToBke Tabauu,
OOMNYCKaeTca YMeHblUaTb pasmep wpudTa Tekcta Tabamu, go 13 nr.

(n. 79 B pea. noctaHoBneHUss MuHtocTa ot 27.01.2012 N 18)

80. Mpn odopmMNeHNN AOKYMEHTA Ha NMULLIYLLEA MALUMHKE PEKBMU3UTbI, COCTOALLME U3 HECKONBbKUX
CTPOK (Kpome pekBmuanuTa "TeKcT"), meyatatoT Yyepes OANH MEKCTPOUHbIN UHTEPBa.

CocTtaBHble 4acTM pekBusutToB "Agpecat”, "lpud yTBepKaeHua", "OTmMeTKa O HaAMuuK
npunoxenuns", "Fpud cornacosanms”, "Fpud npunoxkeHma" otaenstoTca Apyr OT Apyra NoayTOPHbIM
MEKCTPOYHbIM UHTEPBASIOM.

PeKBU3NTbI OKYMEHTA OTAENAIOT APYT OT Apyra 2 - 3 MeXCTPOUYHbIMU MHTEPBANaMM.

Hanpumep:

COTJIACOBAHO
1,5

InpexTop [JenapTaMeHTa
1

IO apxMBaM M ILOEJIONPOM3BOLNCTBY
1

MuHMCTEpCTBa KCTULUN
1

Pecnybnmuku Benapychkb
1,5

[Nomnnuce B.U.Amamymxko
1,5

01.02.2008
2

COTJIACOBAHO
1,5

[IpoTOKOJI 3acenaHmusa
1

BKCIEePTHOI'O COBEeTa
1,5

01.02.2008 N 9

81. Npu opopmaeHNn AOKYMEHTA Ha KOMMbIOTEPE PEKBU3UTBI, COCTOALLME M3 HECKOJbKUX CTPOK
(kpome pekBusmuta "Tekct"), neuyatatoT c¢ MHTepBasom TodyHo 14 nT. CocTaBHble YacTU PEKBU3UTOB
"Agpecat”, "Tpud yreepaeHns", "Mpud cornacosaHua", "OTMeTKa o HanuMuumn npunoxexHusa", "Mpud
NPUNOXKeHNA" OTAENAIOTCA APYT OT APYyra OANHAPHLIM UHTEPBA/IOM.

PeKBM3NTbI 4OKYMEHTa OTAENAIOT APYT OT APYra NOAYTOPHbIM MEXKCTPOYHbIM MHTEPBAIOM.

Hanpmumep:
COTJIACOBAHO
OOVHAaPHEBIM
MUMHUCTP OCTHULUMN
Touno 14 ot
Pecnybmuku Besapychb
OOVHAaPHEBIM
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MNomnuce B.I'.T'ojtOBaAHOB

OOVHAaPHEBI
01.02.2008

[1OJIy TOPHEIM
COTJIACOBAHO

OOVHAPHEI

MUHUCTP SKOHOMUKU

Touno 14 nm
Pecnybnuxku BeJsapycshb

OIMHaPHLM
01.02.2008

82. MaKcMmanbHas A/IMHa CTPOKM MHOTOCTPOYHbLIX PEKBU3UTOB A/1A MUWYLEN MalMHKK 28
3HaKoOB MM 73 MM Ha KOMMbloTepe.

83. Mpu neyaTaHUM [OOKYMEHTOB Ha MULWYLWEA MALIMHKE WCNOAb3YIOT AEBATb CTaHAAPTHbIX
NoNOXKEHUA TabynaTopa MAM OTCTYMNbl B MUAIMMETPAX OT FPaHULbl N1€BOTO NOAA NPU opOPMAEHUN Ha
KOMNbloTEpE:

0 - rpaHKUa NeBoro nons;

1 - nocne 5 neyaTHbIX 3HAKOB OT rPaHMLbl IEBOrO NOAA AN 12,5 mm;

2 - nocae 16 nevyaTHbIX 3HAKOB OT FPaHULLbl 1eBoro noaa nnm 40 mm;

3 - nocne 24 nevyaTHbIX 3HAKOB OT FPaHULLbI 1€BOro Noaa nnm 60 mm;

4 - nocne 32 neyaTHbIX 3HAKOB OT rpaHuLbl 1eBoro noasa uam 80 mm;

5 - nocne 40 neyaTHbIX 3HAKOB OT rPaHULLbl 1esoro noaa uam 100 mm;

6 - nocne 48 nevyaTHbIX 3HAKOB OT rPaHULLbI 1€BOro Noasa nnm 120 mm;

7 - nocne 56 nevyaTHbIX 3HAKOB OT rPaHULLbI 1eBOro noasa nnm 140 mm;

8 - nocne 64 neyaTHbIX 3HAKOB OT FPaHULbl 1eBOro Nona nan 160 mm.

84. OT HyneBOro NON0XeHUA neyaTaroTca:

pekBusnT "HasBaHue BUAA AOKYMeEHTa";

pPeKBU3UT "3aroN0BOK K TEKCTY";

pekBm3nT "TeKcT" (UCKNtoYasa CTPOKU, HauMHaloLWwMecs ¢ ab3alHoro oTcTyna);

pekBm3nT "OTMeTKa 0 HaIMuMK NpUNoKeHus";

pekBusnT "OTmeTKa 06 ncnonHutene";

pekBmnsnT "OTmeTKa 06 MCNONHEHMM JOKYMEHTA M HanpaB/ieHUn ero B aeno";

pekBunsnT "OTMeTKa 0 3aBepeHnn Konmu";

pekBusnT "Tpud cornacoBaHmn" n HaMMeHOBaHWE AOJIKHOCTU B pekBu3uTe "Moanuck";

cnosa "BepHo", "CNYLWIAAN", "BbICTYNUAN", "PELLININ", "NOCTAHOBUIN", "MPUKA3bIBAKO",
"MPEONTATALD", "OBA3bIBAID".

OT nepBOro NosoXKeHnA neyaTaeTcsa Ha4vano ab3aues B TEKCTE.

OT yeTBePTOro NOJIOXKEHMA NevaTaeTcs peksmsuT "AgpecaT".

OT nATOro Mo/IOXeHMA nedaTatoTca pekBmsnuTbl "lpud orpaHudeHua pgoctyna", "Mpud
ytBepxaeHua", "Tpud npunoxeHma".

OT wecToro nosoxKeHna neyaTaetca pacwmndpoBKa nognuck B peksmsmute "Mognmce".

OT ceagbmoro noaoXeHma nevatatotca kogbl no OKY/Z, OKOIY v OKHKOJIM.

Mpn odpopmaeHMM AOKyMeHTa Ha auctax ¢opmata A4 B anbbomHoW opueHTaummn (297 x 210)
pekBusnTbl "Tpud orpaHnyenus poctyna", "Mpud yreepxkaenua”, "Tpud npunoxenma", pacwmndposka
noanucu B pekeusuTe "Mognuck” neyaTaloTcs OT BOCbMOTO MOJIOXKEeHUA TabynaTopa (64 neyaTHbIX 3HaKa
nnu 160 mm).

85. MpW HanUuMM HECKONbKMX TPUPOB YTBEPKAEHUA M COTNACOBAHMA UX pacnoaraloT ABYyms
BEPTMKANbHBIMU PAAAMU, HAYMHAA OT HY/JIEBOrO M NATOrO NOJIOXKEHUIN TabynsTopa, a Npu odopMAEHUN
OOKYMeHTa Ha anctax ¢opmaTta A4 B aibOOMHOM OpPUEHTALUN - OT HYJIEBOTO U BOCbMOFO NOJIOKEHWI
Tabynatopa, a npu odopMIEHUM AOKYMEHTa Ha nuctax dopmata A4 B anbbOMHOM OpuMeHTauumn - ot
HY/JIEBOrO U BOCbMOTO MOJIOXKEHUI TabynaTopa.

Mpy nNoAnNUCaHUM [OOKYMEHTA HECKONbKUMMU NULAMM, He TMOAYMHEHHBbIMW NO  AO/IKHOCTH,
HaMMeHOBaHMA AO/KHOCTEN B pekBusuTe "lMognuck" pacnonaraloT ABYMS BepPTUMKANbHbIMU PAgAMM,
HauyMHas OT HY/IEBOTO M NATOrO MOJIOXKEHWUN TabynsaTopa.



B pecnybAMKaHCKMX oOpraHax rocyAapCTBEHHOrO YMNPaBAeHUS M WMHbIX TOCYLAPCTBEHHbIX
opraHusaumax, noAuYnmHeHHbiXx [paBuTenbctBy Pecnybnumkm bBenapycb, HECKO/IbKO PEKBU3UTOB
"Moanuce", pacnonaraembix OAWH NOA APYrMM, AOMNYCKaeTca pasfensaTb ABOMHbIM MEXKCTPOYHbIM
WNHTEPBAJIOM.

(yacTb TpeTbAa n. 85 BBeAeHa nocTaHoBAeHMeM MuHiocTa oT 27.01.2012 N 18)

86. Ecnun 3aronoBoK K TEKCTY NpeBbIWAET NATb CTPOK, ero A0NyCKaeTca nNpoaaeBatb A0 FpaHuULbl
LLUECTOro nosioxKeHus Tabynatopa (120 mm OT rpaHuMLbl N1€BOTO Nonsa).

87. Ecnn B TEKCTe AOKYMEHTa MMetoTcA NpMMeYaHus Uan Bblae/ieHHas B CAaMOCTOATe bHbIM ab3al,
CCbl/IKa Ha IOKYMEHT, MOC/NYXMBLUNIM OCHOBAHUEM K ero nsgaHuto, ciosa "Mpumedanue" n "OcHoBaHue"
MeyaTaloTcs OT HY/JIEBOrO MOJIOXKEHUA TabynAaTopa, a OTHOCALMIACA K HUMM TEKCT - 4yepe3 OAMH
MEMKCTPOYHbIM WHTEpBan (NpM neyaTM Ha NUWYyLENn MaWWHKe) uamM TouHo 14 nT (npu Habope Ha
KomnbloTepe).

88. B TeKcTax AoKymeHTOB cnoBa "MpumeyanHune”, "OcHoBaHue", a TakKe cnoso "MpunoxkeHne" B
OTMETKE O HA/IMYUWU MPUIOKEHUA OCTABAAKTCA OTKPbITbIMM, @ OTHOCALLAACA K HUM WHbOpMauma
neyataeTca CTONOLOM Yepe3 OAMH MEMNKCTPOUHbIN MHTEPBAN (NPU NevyaT Ha NULLYLLEA MALUMHKE) UK
ToyHo 14 nT (Npu Habope Ha KomnbloTepe).

89. B KOHUe peKBM3MTOB (Kpome pekBusuTa "TeKcT") TOUYKM He cTaBATcA. B cepeamHe cTpok
PEKBU3UTOB 3HAKM NPENMHAHNA COXPAHAIOTCA.

90. B OKYMEHTAX He A0MYyCKAtOTCA TEKCTOBbIE BbIAENEHUA B BUAE NOAYEPKMBAHUA M MevaTaHua
BPA3pAAKY.

MponucHbiIMM  BykBaMWM MevyaTatoTcAa: pekBu3uT "HasBaHue BMAa AOKYMeHTa", c/oBa
"YTBEPKOAIKO", "YTBEPHKAEHO", "COIJIACOBAHO" - B rpudax coriacoBaHus U YTBEpPXKAEHUS,
"MPUKA3BIBAKD" - B npukasax, "MOCTAHOBJ/IAET" - B noctaHoBneHusx, "PELUNN" - B pelieHusx,
"OBA3bIBAKO", "MPEOJIATAKO" - B pacnopsaxeHuax W ykasanuax, "CAYWANWU", "BbICTYNUNN",
"MOCTAHOBWN", "PELLUUNN" - B npoTOKONAX, pammnmm paboTHMKOB B TEKCTax MPUKA30B MO IMHHOMY
COCTaBY, Ha3BaHWA r/1aB B OPraHN3aLMOHHbIX LOKYMEHTAX.

(8 pea. noctaHoBAeHMA MuHiocTa oT 27.01.2012 N 18)

91. Mpu odopmMIEHNN OOKYMEHTOB Ha ABYX WU Honee snMctax BTOPOM U MOC/AeAyHoWMA JINCTbI
OO/MKHbI BbITb NPOHYMepoBaHbl. Homepa /AMCTOB NPOCTAaBAAIOT B LLEHTPE BEPXHEro KONOHTUTY/A
apabckmmm umdpamm c pacctosHmem 10 - 15 mm OT BepxHero Kpas, rapHutypa wpudta Times New
Roman (Times New Roman Cyr) B 06blMHOM HauyepTaHWUK, pasmep wpudTta - He meHee 13 nT. MNepBbii
JIUCT He HYMepyeTCs.

B pecnybAMKAHCKMX OpraHax rocyAapCTBEHHOIO YMNPaBAEHUA M MHbIX TFOCYAAPCTBEHHbIX
opraHu3aumax, noaunHeHHbIx MNpaButenbcTey Pecnyb6anku benapych, pasmep wpndta HOMEPOB ANCTOB
- 14 nT.

HoBblI INCT AOKYMEHTa He A0NYCKAeTcAa HaYMHATL NocAeAHeN HEMNOJTHOM CTPOKOM ab3aua.

JOKYMEHTbI CO CPOKOM XPaHEHWA A0 TPex JIeT BKAOUYMTE/IbHO AO0MYCKaeTcs neyaTaTb Ha ABYX
CTOPOHAX /IUCTa.

(n. 91 B pea. noctaHoBAeHUs MuHiocTa o1 27.01.2012 N 18)

91-1. [lOKymeHTbl, npeAHasHayeHHble AAA 0bpaleHna B CUCTEME MEXBEAOMCTBEHHOIO
3/IEKTPOHHOIo AOKYMEHTO0b60pOTa roCcyAapCTBEHHbIX OPraHoB, AOJIKHbI COOTBETCTBOBATL C/AEAYIOLUM
TpeboBaHMAM:

6bITb NpeacTaBAeHHbIMKU B dOopMe, JOCTYNHON M NOHATHOM A4 BOCNPUATUS;

€03/4,aBaTbCA B O4HOM U3 AOMNYCTUMbIX GOPMATOB AOKYMEHTA B 3/IEKTPOHHOM BULE;

COoLEep:aTb PeKBM3UTbI, obecneunBatowme MAEHTUOUKALMIO OOKYMEHTa, YCTaHOB/IEHHble A/A
OOKYMEHTOB AaHHOIO BMAA B COOTBETCTBUM C 3aKOHOAATeNbcTBOM Pecnybanku benapycb. OdopmneHnme
PEKBU3UTOB OCYLLECTBAAETCA B COOTBETCTBUM C TPebOOBaHUAMM HacToAwen WMHCTPYKUUM U MHbIMU
aKTamu 3akoHopaTenbcTBa Pecnybamkn Benapyco;

COAEep)KaTb OAHY WAM HECKONbKO 3/IEKTPOHHbIX UMOPOBbIX Nognucer, a TaKxke, npu
HeobX04AMMOCTH, OOMNOJIHUTENbHbIE [aHHble AR MPOBEPKM BKAIOYEHHbIX 3/1IEKTPOHHbIX LMOPOBbIX
noanucen.

OTCyTCTBUE 3/1EKTPOHHOM UMPPOBON NogNUCU AOMNYCTUMO ANA LOKYMEHTOB MHOOPMALMOHHO-
CNPaBOYHOrO XapakTepa M (MAKM) He nogaerkalwmux PerucTpaumm, a Takke ana rpaduyeckmx obpasos
OOKYMEHTOB Ha bymaxkHOm HocuTene. Mpu OTCYTCTBUM Y AOKYMEHTA 3NEKTPOHHON LMdpoBOMN nognucu
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[O0MKHA BbITb NPeayCMOTPEHa 3allMTa OT BHECEHUA B HErO U3MEHEHUN.

lpadumueckuit obpas (M306parkeHMe, co3gaBaemMoe MyTeM CKaHUMPOBaHUA) [AOKYMeHTa Ha
6yMarKHOM HocuTene AO0/KeH ObiTb BbINOMHEH B LBETHOM pPeXuMme U MMeTb OAMH U3 A0MYCTUMBbIX
dopmaTtos rpadmyeckmx o6pasos.

JOKYMEHT B 3N1EKTPOHHOM BMAE He [O/KEH COAeprKaTb aABTOMATMYECKU MWCMONHAEMbIN
NPOrpamMmMHbIi Kog, (MakpoKomaHay) MB0 CCbI/IKM Ha BHELLHMUE UCNoNHSAeMble dalifibl.
(n. 91-1 BBegeH noctaHoBneHMeM MuHtocTa oT 10.12.2014 N 240)

FNABA 7
OPOPMJIEHMUE OTAE/NIbHbIX BUAOB JOKYMEHTOB

92. B opraHuMsaumsax MOryT M34aBaTbCA cnegylolme BuAbl PacnopAaMTENbHbIX OOKYMEHTOB:
NpPUKas, pacnopsaKeHue, ykasaHme, NOCTAaHOBAEHUE, PeELUEHME.

93. MpuKKas - NpPaBOBOM aKT, M34aBaemMblli PYKOBOAMTENIEM OpPraHW3aumun, AEUCTBYIOLWMM Ha
OCHOBE eAMHOHaYanuns, AN paspeLleHMNA OCHOBHbIX 33434, CTOSLMX Nepes, opraHn3aumen.

MpuKasbl M3[aIOTCA TaKKe B CAyyasx, Korga Heobxoammo [0BecTn TpeboBaHMA AMPEKTUBHbIX
OOKYMEHTOB BbILWECTOALMX OpraHu3auMin [0 cBeAeHUA MOAYMHEHHbIX NWUL, U NOoABEAOMCTBEHHbIX
OpraHM3aunii, HAMeTUTb KOHKPETHbIE MEPOMPUATMA NO UX BbINONHEHUIO, ONPEAENNUTb OTBETCTBEHHbDIX
11U, CPOKM BbINOAHEHUA 3TUX MEPONPUATUN.

94. PacnopsiKeHWe - NpPaBOBOM aKT, M34aBaeMbl €AUHOANYHO PYKOBOAMTENEM OpraHM3aLuu
(KonnernanbHOro opraHa ynpaB/ieHus) A1 peweHna onepaTMBHbIX BONPOCOB OCHOBHOM AeATe/IbHOCTH.

He ponyckaetca u3gaHuMe pacnopsXeHWin B Ccayyasax, Korga HeobxXxoguMmo AOKYyMeHTaslbHO
0bOpMUTb YNpPaB/EHYECKOE pPEeLUEHME MO OCHOBHbIM MPUHLMMAMANbHLIM 334adyam, CTOALWMM Mepes,
opraHmsaumnen. B aTux cayyasx Ao1KHbl U30aBaTbCA NOCTAHOB/IEHWS, PELLUEHUSA, MPUKA3bI.

95. YKasaHuMe - MNpaBOBOM akKT, M34aBaeMbll PYKOBOAMTENIEM OpraHus3auMm no BOMpocam
MHGOPMALMOHHO-METOAMYECKOTO XapaKTepa, a TaKKe MO BOMPOCaM, CBA3AHHbIM C OpraHM3auuen
WCNOJIHEHWNS NPABOBbIX aKTOB.

He ponyckaeTca ncnonb3oBaTb YKa3daHMe B KaUeCTBe YTBEPKAAIOLEro AOKYMEHTA.

96. MNocTaHoB/EHME - NPABOBOM aKT, MPUHUMAEMbIN KO/JerMasbHO OpraHamm rocyapCcTBeHHOM
BJTACTU U yNpaBaeHuA.

97. PeweHne - NpPaBOBOM aKT, MNPUHUMAEMbIA KONNErMANbHO  WCMONHUTENbHbIMU U
pacnopagMTesibHbIMM OpraHamM, a TaK¥Ke KOAJerMasbHbIMW OpraHaMu, MMEKLWUMN COBeLLaTe/IbHble
$yHKUMN.

98. MNpuKasbl N pacnopaxeHusa, n3gasaemble B OpraHM3aLmMax, NOAPas3AenalTca Ha TpM BUAA: No
OCHOBHOWM AeATeNbHOCTM; NO JIMYHOMY COCTaBy; MO aAMMHUCTPATUBHO-XO3AMCTBEHHLIM BOMPOCAM;
NOCTAHOB/IEHUA M PeLleHUs - Ha A4Ba: MO OCHOBHOM AeATENLHOCTU U MO JIMMHOMY COCTaBY.

He ponyckaetca obbeguHeHWe B OLHOM PACMNoOPSAUTENIBHOM LOKYMEHTE BOMPOCOB OCHOBHOW
0eATeNbHOCTU U N0 IMYHOMY COCTaBy.

99. TeKCT pacnopAauTeNbHOrO AOKYMEHTA, KaK MNpaBMAO, COCTOMT W3 KOHCTATMPYIOLEN U
pacnopagMTenbHOM YacTe.

B KOHCTaTMpylOWehn 4YacTUM W3NaraloTcs Lenun, 3aZayvu, MpuuunHbl, aKkTbl, NOCAYXKUBLIKE
OCHOBaHMEeM AnA U3gaHnA pacnopaanTeIbHOro JOKYMeHTa.

Mpy M3JaHUKU pacnopAaUTENbHOTO AOKYMEHTa Ha OCHOBaHUM (BO MCMNO/NHEHME) HOPMAaTUBHOIO
npaBoBoro aKkta Pecnybnvkn Benapycb wWAM  pacnopaguTenbHOro  AOKYMEHTA  BbllecToALed
OpraHM3aLUnmM KOHCTaTUPYIOLWaa YacTb AOIKHA COAEPKaTb CCbIIKY Ha 3TOT AOKYMEHT C yKaszaHWem ero
HanMeHOBaHWUA, AaTbl, PErMCcTPaLMOHHOro MHAEKCA 1 3aro/0BKa.

KoHcTaTupylowana 4yacTb B pacnopaguTeNibHOM [AOKYMEHTe MOXeT OTCYTCTBOBaTb, €Cu
pacnopaamTenbHan YacTb He HyXAaeTcA B 060CHOBaHUMU.

B npuKasax n pacnopsareHnax no IMYHOMY COCTaBYy OCHOBaHWE U3[aHUA NOKYMeHTa yKa3blBaeTca
B KOHLLe KarKAoro nyHKTa. EcnmM ocHoBaHWe AnA M3aHMA HECKONbKUX NMYHKTOB AOKYMEHTA ABAAETCA
eAMHbIM, OHO YKa3bIBaeTCA B KOHLLE TEKCTa.

PacnopsgutenbHas 4acTb npuKasa HaumHaetca cnosom "MPUKA3BIBAKD", pacnopsskeHus,
yKaszaHusa - "OBA3bIBAKD" nan "MPEANATAKD", noctaHoBneHus - "MOCTAHOBNAET", "NOCTAHOBUN",
pewenus - "PELLIXAN", "PELLUNNA", "PELLNNN".
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PacnopsautensHoe CNoBO MeyaTaeTcs MPOMUCHbIMKM ByKBaMW OT rpaHuubl nesoro nons, 6es
KaBbluek 1 npobenos. Cnoso "MPEASIATAKD" ncnonb3yeTca B cayyae, eCn UCNOAHUTENA HeNb3a 06A3aTb
BbINONHATL AENCTBUSA, He BXoAALLME B ero 0643aHHOCTU B COOTBETCTBMM C 3aHUMAEMOM AONKHOCTbIO.

Mpn odopmneHUn pacnopsKEHU pPacnopaAanTEIbHOE C/I0BO MOMKET OTCYTCTBOBaTb. B 3tom
CNly4ae B KOHLE KOHCTaTUPYIOLWEN YacTh CTaBUTCA ABOETOYME, @ UCNONHUTEND (A0NKHOCTHOE /IMLO UK
CTPYKTYpHOE noapasgesieHne) ykasblBaeTcs B 4aTe/IbHOM Najgexe.

B npuKasax M pacnopsa)KeHuMAx No JAMYHOMY COCTaBy PACMOPAAMTENIbHAA 4YacTb HauyMHaeTcA
CN0BOM, TOYHO 0b03HavawWwmm npeanucbisaemoe aenctene ("MPUHATL", "MEPEBECTU", "YBOJIUTB" n
ap.). PacnopsautensHoe cnoso "MPUKA3BIBAKD" MoKeT MCNosib30BaTbCA B TEKCTaxX C/IOXHbIX MO
CTPYKTYpE NPUKA30B Mo IMYHOMY COCTaBy.

MyHKTbl pacnopaauTenbHOM YacTM CAOMKHbIX NO COAEP!KAHMIO MPUKA30B M PACMOPAKEHUN MO
JINYHOMY COCTaBYy pacrofiaratoTcs B CAeAylowen nocnenoBaTesbHOCTU: Npuem Ha paboTy, nepesop
(nepemeuieHne), yBonbHEHME U T.4.

PacnopsgutenbHas 4acTb  pacnopsaguTeNbHOro  AOKYMEHTA  3aKaHUMBAETCS  YKasaHMEM
OO0MNKHOCTHOIO N, OTBETCTBEHHOIO 3a KOHTPO/Ib UCMO/IHEHWUSI BCErO AOKYMEHTAa WU ero oTAeNbHbIX
NyHKTOB. OTCYTCTBME YKas3aHWsA 06 OTBETCTBEHHOM 33 KOHTPO/b /IMLE O3HAYaeT, YTO KOHTPOab 3a
WCNOJIHEHNMEM [AOKYMeHTa OyJeT OCyLecTBAATb PYKOBOAMUTENb, OT MMEHM KOTOpOoro OH u3gaH. He
OONYyCKaeTcs Mcnosib3oBaHne GopmMynnpoBkM "KoHTposib 3a MCMOSIHEHMEM MpPUKasa OCTaBAAlD 3a
coboin".

Ecnn pacnopsantenbHblii AOKYMEHT OTMEHAET paHee M3AaHHbIN AOKYMEHT UAU ero oTaesibHble
NOJIOXKEHUA, B NMoOC/iegHEM MyHKTe AaeTca CCbIIKA HAa OTMEHAEMbI OOKYMEHT (MYHKTbl AOKYMEHTa) C
YyKasaHMeM ero gatbl, PErMcTPaLMOHHOIO MHAEKCA M 3aronoBka. Mpu 3TOM NPUMEHAETCA YCTOMYMNBbIN
06opoT: "Mpn3HaTb YTPATUBLUMM CUAY NPUKa3 ... OT ... N ....".

B pacnopaguTenbHbl AOKYMEHT He cnedyeT BK/toYaTb NyHKT: "MpuKas goBectn 4o ceegeHus ...".
MepeyeHb AOMMKHOCTHBIX AUL, WAW CTPYKTYPHbIX MNOAPA3AENEeHUMIA, NOANEKAWMX O3HAKOMIEHUIO C
pacnopAgMTeNbHbIM LOKYMEHTOM, YKA3blBaeTCA B JINCTE O3HAKOMAEHWA, MPWUIAraemMom K MpPOeKTy
[OKyMeHTa, 1nbo opopmsieTca Ha 060POTHOM CTOPOHE NOCNEAHErO /INCTA AOKYMEHTA.

Mpn HeobX0AMMOCTN O3HAKOMIEHUA C COAEPKAaHMEM AOKYMEHTa Bcex pabOTHMKOB OpraHusaumm
NyHKT "MpuKKas JOBeCTU A0 CBeAeHUs BCeX PabOTHUKOB" 0bs3aTeneH.

100. lMpoeKTbl pacnopAaUTENbHbIX AOKYMEHTOB MNOAJEXAT COrMNAaCOBAaHUIO C UCMOJIHUTENAMU U
3aUHTEPECOBAHHbIMU  JOMKHOCTHBIMM  iMUaMKU. B ob6s3aTenbHOM nopsgKke pacnopsauTesbHble
OOKYMEHTbl COr/1acoBbIBAlOTCA C OPUAMYECKOW CNykboli opraHmusaumm. CoriacoBaHHbIM MPOEKT
OOKYMeHTa NpeAcTaBAseTca Ha NoAnNucb PYKOBOAMUTENIO, OT MMEHU KOTOPOro OH U3ZaeTcs.

101. daTa B npMKase, pacnopsKeHnu, ykasaHum NpocTaBAaeTcs MLOM, ero nognucaswmm. [latomn
NpWKasa, pacnopsrKeHusa, yKasaHua ABAsSeTCA AaTa noanucaHms.

[aTtoli NnocTaHOBEHUA, pelleHnA ABNAETCA AaTa 3aceflaHuA KoNerMaabHOro opraHa, NpUHABLLEro
peweHune. [laTa B NOCTAHOB/NEHUSAX, PELLEHUAX NeYaTaeTca UM NPOCTaBAAETCA OT PYKM.

102. PacnopsantenbHbl AOKYMEHT BCTYNaeT B CUY C MOMEHTA ero M3aaHua (NpUHATUA), ecnn B
HEeM He yKa3aH WMHOM CPOK.

103. MpoToKON - AOKYMEHT, B KOTopom UKCUpyeTcAa Xond 0bCy)KAEHWA BOMPOCOB U MPUHATUA
pelleHni Ha 3acegaHnsX.

104. MpoToKo/bl MO NOMAHOTE OCBELLEHMA XO0A4a 3acefaHusa [enAaTcA Ha MNPOTOKO/bl MOJIHOM
dbopmbl, KpaTKoM GOPMBbI U COKPALLLEHHOM GOPMbI.

105. MpoTOKON COCTaBAAETCA CeKpeTapem 3acefaHus (CekpeTapem MOCTOSHHO AeNCTBYIOLWEero
KO/IIeTMaNbHOro OpraHa) Ha OCHOBAHWUW PYKOMUCHbIX, cTeHOrpaduUyeckmx, ayamo- UamM Apyrux 3anucei
X04a 3acefaHuA, a TaKXKe OOKYMEHTOB, MOAroTOB/IEHHbIX K 3acedaHuto (MOBECTKM AHA, TEKCTOB U
Te31COB A0KNAA0B, MPOEKTOB peLlleHuii 1 ap.).

106. 3aron0OBKOM K TEKCTYy NPOTOKO/Ma ABAAIOTCA Ha3BaHWME KOHKPETHOro BWAa 3acefaHus,
HaMMeHOBaHMe KOJ//erManbHOro opraHa (ecnuM opraH He umeeT cBoero 6s1aHka) M Bonpoc (Tema)
3acefiaHuA, eC/In OH OAMH.

107. OaToli NpoTOKO/1a ABAAETCA AaTa NpOoBeAeHMNs 3acefaHns.

108. TeKCT NpoTOKONa AeNNTCA Ha BBOAHYO M OCHOBHYIO YacTu.

Bo BBOAHOWM 4YacTW YyKasblBalOTCA WHUUMANb M  daMuanK npeacenatenn, Ccekpetapa W
NPUCYTCTBOBABLLMX Y/NEHOB KOJI/IErMafibHOrO OpraHa, HauMeHOBaHWA AO0/BKHOCTEN, damuamm U



MHUUMANbl MNPUFNALLIEHHbIX WL, He ABAAIOWMXCA Y/leHaMM KoAnerManbHoro opraHa. Pamuavu
NPUCYTCTBOBABLUMX M MPUIAALIEHHbIX YKa3blBaloTCA B andaBUTHOM NopsaKe.

ECM KONMYecTBO MPUCYTCTBOBABLUMX Ha 3acedaHWWM YNeHOB KoAnerManbHoro opraHa 6onee 15
yesioBeK, TO CMNUCOK MPUCYTCTBOBABLUMX COCTaBAAETCA OTAENbHO M MpuUaaraeTcd K MNPOTOKOAY C
NpPOCTaB/feHNEM COOTBETCTBYIOLLEN OTMETKMN.

Hanpumep:
MpucyTtcTBOBanM - 17 yenosek (CNMCOK NpuiaraeTcs).

Cnu1CoK MpUrnallieHHbIX COCTaBAAETCA OTAE/IbHO M MPWUaaraetca K NpPoTOKOAY C MpoCTaBAeHUEM
COOTBETCTBYHOLLEN OTMETKN, eC/IM KONMYECTBO NpUrnalleHHbIx 6onee 10 yenosek.

B npoToKonax AOMONHUTENbHO MOMET YKa3blBaTbCA KONMYECTBO MPUCYTCTBYIOLMX, Heobxoammoe
ONA NPaBOMOYHOCTU NPUHATUA PeLLIeHUS.

B npoTokonax NonHoi ¢Gpopmbl Nocne yKasaHWAa NPUCYTCTBOBABLUMX W MPUrAalleHHbIX cneayet
nosecTka AHA. B noBecTKe AHA NepeuyncnsaoTca BONPOChI, NoAseNallne pacCMOTPEHUIO, YKa3blBatoTCA
dopMbl UX M3NOMKeHUs (goKnad, oTyeT, coobuieHue, MHPOPMaUMA), HaUMEHOBaHWA [AONXHOCTel
OOKNAAUYNKOB, UX UHULMANbI U bamuUanu.

Hanpumep:

O xoge noAroTOBKM TOCYAAPCTBEHHbIX APXMBHbLIX  YYPEKOEHUA K  OCEHHEe-3uMHemy
OTOMUTENIbHOMY CE30HY.

NHdopmauma HayanbHMKa oTAeNna obecneyeHma coxpaHHOCTK gokymeHToB O.A.J/leaoBCKOMN.

Mpu BbiHECEHMM HA 3acedaHue AByX U 6onee BONPOCOB OHWM HYMepyoTca apabckumm undpamm.
MocnepnoBaTeIbHOCTL BONPOCOB B NOBECTKE AHA ONPeAeNseTcs CTeMNEeHbO UX BaXKHOCTH.

OcCHOBHas 4acTb NPOTOKoaa nosHon ¢opmbl cTpoutca no cxeme "CNYLWASIN - BbICTYNUIN -
PELLINAN (NOCTAHOBW/IN)" oTaenbHO NO KaXKAoMy paccmaTpMBaeMoMy BOMpPoOcCy.

B pasgene "CNIYLWANN" yKasbiBatoTca damuana U MHULMAAbI AOKNAAAYMKA U U3araeTcs KpaTkoe
cogeprkaHue BbICTYNAeHUA. TeKCT BbICTYN/eHUsA (cooblieHus, AOKNafZa) MOXEeT npuaaratbca K
NPOTOKO/Y, O YEM AENAETCA COOTBETCTBYOLAA OTMETKA.

Hanpumep:
CNYLWANN:
MBaHoBa O.J1. - TeKCT BbICTYN/EeHMA NpUNaraeTca.

B pasgene "BbICTYNUIN" TeKcT odopmnsetca aHanormyHo pasgeny "CAYLWAMIN". B atoT pasgen
3anuUCbIBAOTCA BONPOCHI K AOKNAAUNKY M OTBETbI Ha HUX.

B pasaene "PELLUUAN (NOCTAHOBU/IN)" 3anuncbiBatoTcs NPUHATbIE pelleHus No Bonpocy.

B npoToKkone KpaTkoi ¢opmbl NoBecTka AHA He odopmnseTca. OCHOBHasA 4YacTb NPOTOKOANA
KpaTKon dopmbl cTpoutca no cxeme "CNYLIAN - PELLNAN (MOCTAHOBU/IN)" 6e3 TeKcTa BbICTYNAEHWUA.
B paspgene "C/YWANIN" 3anucbiBatoTcA BONPOCbl MNOBECTKM AHA, B pasgene "PELWWANU
(MOCTAHOBUN)" - NpuHATbIE PELLEHWs.

B cnyyae BO3HMKHOBEHMSA MNPUHLMMMAJBHBLIX Pa3HOMIacMii B MPOTOKOJIAX KpaTKon GopMmbl
JonyckaeTtca GUKCUMPOBaTb OTAE/bHbIE BbICTYMN/IEHNSA YYaCTHUKOB 3aceaHus.

B npoTOKONE COKpalleHHOW ¢GOpMbl MOC/AE KaXKAOro BOMPOCa MOBECTKM [AHA 3amnucbiBalOTCA
NPUHATbIE MO HEMY pPeLIeHus.

PeweHre KoONMernanbHOro opraHa B NPOTOKOMAX bbix GOPM MPUBOAMTCA MOJNHOCTbIO.
MpUHATbIE peLlleHuna HyMepyloTcs apabckumu umMébpamu, ecam UX HeckosbKko. Hymepauus He
NPOM3BOSUTCA, ECN MO BOMPOCY NPUHATO TONIbKO OL4HO peLleHue.

MocTaHOBAAOWAA YacTb MNPOTOKOAA 3aKaHYMBAETCA YKasaHMem /iMua, OTBETCTBEHHOro 3a
KOHTPO/1b UICNOSIHEHNA PELEHUI AN OTAEbHbIX MYHKTOB pPeLLeHUi.

109. lpoToKon coBelWaHWs MoAMNMCbIBaeTCA npeaceaatenem (npeacenatenbCTBYOWMM  HA
3aceaHnn) U cekpeTapem.

110. Nopagok NoAroToBKkM M 0GOpPMNEHMA MPOTOKO/IOB KO/EernabHbiX OpraHoB onpeaenseTcs



NoNoXKeHnsmm 06 3TUX opraHax Uan pernameHTamm nx paboTbl.

111. AKT - AOKYMEHT, COCTaB/AeMblit KoMmuccuen (YynoaHOMOYEHHbIMU IULAMU UKW AONKHOCTHbLIM
NINUOM), NOATBEPXKAAILWMA YCTaHOBAEHHbIe ¢GaKTbl (aKTbl NMPOBEPOK, MHBEHTAapM3aLMK, HECYACTHbIX
cnyyaes, NpMemMa-nepesaym matepmanbHbIX LeHHOCTEN 1 ap.).

112. 3aro/IoBKOM K TEKCTYy aKTa ABAAETCA COAEP)KaHWe aKTUpyemoro cobbiTvs. 3aro/ioBOK aKTa
OO/MKEH COrNacoBbIBATbCA C HasBaHWMEM BWUAA [AOKYMeHTa M GOPMYIMPOBATLCA C  MOMOLLbIO
OTr1aro/IbHOro CyLECTBUTE/IbHOTO B NpeasioXHoM ("akT - o yem?") unm poautenbHom nagexe ("aKr -
yero?").

113. [data aKTa [AO0/i)KHa COOTBETCTBOBATb [AaTe aKTUPyemMoro cobbiTus M NPOCTaBAATbCA
[OO0J/I}KHOCTHbIM JIMLLOM, NOANUCABLUMM AOKYMEHT.

114. TeKCT aKTa COCTOUT U3 BBOAHOM WU KOHCTAaTUPYIOLLEN YacTell.

Bo BBOAHOW 4YacTM YyKasblBAaeTCs OCHOBAHWE A1 COCTaB/IEHMA aKTa M NepeuymncastoTca nuua,
COCTaBMBLUME KT M MPUCYTCTBOBABLLME NPU STOM.

OcHoBaHMEeM AN COCTaB/JEHUS aKTa MOXKET ABMATbLCA HOPMATUBHbIA NPaBOBOM aKT Pecnyb6anku
Benapycb, pacrnopAaguTeNbHbii  AOKYMEHT  PYKOBOAMUTENA  OpraHM3auuu WM BblllecTosLwen
opraHmMsauuu, N1aHOBOE 3a4aHKeE U Ap.

Mpu nepeyncneHnn nul, BXOAALWMX B COCTAaB KOMMUCCUM, BHaAYane YKA3blBAOTCA HaMMeHOBaHUe
OONIKHOCTU, MHMUMANbI U pamnana npeaceaaTens KOMUCCUM, a 3aTEM HAMMEHOBAHWUA O0NKHOCTEWN,
MHUUMaNbl U GaMUINMK YNEeHOB KomuccuuM B andaBuTHOM nopsake. B cnyyae yyactus B pabote
KOMMCCUM NpeacTaBUTeNe CTOPOHHMUX OPraHM3aLnii B aKTe NPU HAaNMCAHUM AONKHOCTEN YKa3blBaOTCA
HaMMeHOBaHMA OpraHM3aumii, KOTOPbIe OHW NPeACTaBAALOT.

JOonKHOCTU, MHUUMaNbl U GaMUaANK UL, MPUCYTCTBOBABLUMX MNPU COCTaBAEHMM aKTa U He
BXOZALLMX B COCTaB KOMUCCUM, YKa3blBAtOTCA OTAENbHO.

B KOHCTaTUpyIOLWEeN YacTU aKTa M3NaraloTca Uean W 3a4adyn akKTUMPOBaHMA, AAeTcA KpaTkoe
onucaHue npoaenaHHon paboTbl (ee CyWHOCTb, XapakTep, MeToAbl, CPOKK), PUKcUpyloTcs
YCTAHOB/IEHHble (aKTbI.

B KOHCTaTUpyloWwen 4acTM aKTa MOFYT M31araTbCA BblBOAbI, PEKOMEHAALMW U MpPeasiorKeHUs
COoCTaBUTENIet MO YCTaHOBAEHHbIM @aKTam (aKkTbl MPOBEPOK MO BOMPOCaM, CBA3aHHbIM C
ocylecTB/ieHMeM PUHAHCOBO-XO3AMCTBEHHbIX OMepaLuii, aKTbl NPOBEPKM, aKTbl Npuema OOBHEKTOB B
3KcnyaTaumio U A4p.). BbiBoAbl U NPeaniosKeHnUa MOryT BbiTb U310XKeHbI B pacnopaguTenbHoi ¢popme ¢
YKa3aHWeM CPOKOB MCNOJHEHNA NPeANNCbIBAEMbIX AENCTBUNA.

(B pea. noctaHoBneHMA MuHiocTa oT 24.10.2011 N 235)
Ecnun B aKTe oTpaxkaeTca pag GaKToB, TEKCT aKTa Ae/IUTCA Ha NYHKTbI.
B KOHLEe TEeKCTa YKa3blBalOTCA CBEAEHMA O KOIMYECTBE 3K3EMNAAPOB aKTa.

Hanpumep:

CoctaBneH B 3 ak3emnaapax:

1-n 3k3. -8 geno N 10-11

2-1 3K3. - AUPEKTOPY NpeanpuUaTUa

3-1 3K3. - B byxranteputo npegnpuaTmsa

Ynucno 3SK3eMnspoB aKTa onpeaenserca HOPMAaTUBHbIMKM - MPaBOBbIMM  akTamu U (KMau)
NpPaKTU4YeCcKo HeobXoAMMOCTbIO.

115. AKT noanucbiBaeTcA BCEMW NULAMMU, NPUHUMABLUMMMK ydacTMe B ero cocrtasneHuu. lpu
NnoAnMCcaHUM aKTa YyKasblBaeTcA pacnpegeneHne 06s3aHHOCTEN YNeHOB KOMMUCCUMM 6e3 yKasaHua ux
AomKHocTen. MepBoi NpocTaBaseTca Nognucb npeacenatens KOMUCCUKM, NOAMUCKU YIEHOB KOMUCCUU
pacnonaratotca B andaBUTHOM NOpPALKeE.

Nnya, nmetowmMe 3ameyaHus No CoAEepP’KaHMIO aKTa, NOANUCHLIBAIOT ero ¢ OTMeTKoM "3ameyaHus
npunaratotca”. TEKCT 3amMeYaHnii nsnaraeTca Ha OTAe/IbHOM ncTe, Hebonblne No ob6bemy 3ameyaHus
ponyckaetca GUKCMPOBATb Ha CAMOM aKTe.

116. AKTbl, NnpeAnncbIBalOLWME BbINOSIHEHWE ONpeAeneHHbIX AeNCTBUIA, NoANeKaT YTBEPKAEHMIO.
AKT yTBep»KAaeTca AONNKHOCTHbIM MLOM, Yel pacnopsaauTenbHbIA AOKYMEHT (YyCTHOe pacnopsiKeHue)
ABUNCA OCHOBAHWEM ANA COCTAaBNEHUA aKTa.

117. AKTbl NPOBEPOK NO BOMPOCAM, CBA3aHHbIM C OcyllecTBNeHnemM GUHAHCOBO-XO3AMCTBEHHbIX
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onepaumii, MNOANUCLIBAIOTCA NpoOBepAlWMM  (pyKOBOAMUTENIEM MPOBEPKM)  KOHTPOJIMPYIOLLLErOo
(Hap30pHOro) opraHa, opraHa, OCyLLECTBAAIOLLEro BeAOMCTBEHHbI KOHTPO/Ib, a TaK}Ke npeacTaBuTenem
nposepsiemoro cybbekTa, AMUOM, OCYLLECTBAAIOWMM PYKOBOACTBO  OyXranTepckum  yyetom
nposepsemoro cybbekTa, B COOTBETCTBMM C aKTaMM 3aKoHOoAaTenbcTBa Pecnybamku benapyce.

(n. 117 B pea. noctaHoBAeHUss MuHiocTa oT 24.10.2011 N 235)

118. [doknagHasa 3anucka - WHOOPMAUMOHHbLIN AOKYMEHT, aApecyemblil BblleCcToALLEMY
pyKoBOAMTENO B MOPAAKE MPAMOro NOAYMHEHUA U copepKawmii 0b6CcToATENBHOE U3I0KEHNE KAaKOro-
nmbo Bonpoca ¢ BbIBOAAMU U NPeSNoXKeHUAMM COCTaBUTENA.

119. B 3aBMCMMOCTM OT coAeprKaHMA U LEeNeBOro HasHavyeHuAa OOKnagHble 3anucKU OenATcA Ha
MHULMATUBHbIE (BHECEHME NPEe/IOKEHUN, U3N0XKEHUE NPOoCbbbl, GaKTOB, ABNEHUIA) N OTYETHbIE (0 Xoae,
COCTOAHWUM, 3aBepLlIeHMM pPaboT, BbLIMOJAHEHWN MNOPYYEHWUI, NIAAHOB, O pe3y/bTaTaXx KOMAHAMPOBKM,
NpPoOBEPKN U T.4,).

120. B 3aBMCMMOCTM OT agpecaTta AOKAaA4HbIE 3aNMUCKM AeNATCA HA BHYTPEHHME U BHELLHME.

BHyTpeHHMe AOKNagHble 3aNUCKU agpecytoTCA PyKOBOAMTENID OpraHu3aumm u odopmMmastoTca Ha
CTaHAapPTHbIX IncTax bymaru dopmata A4 nnm AS.

BHewHMe [oOKNafaHble 3anWUCKU aapecyloTcs PYKOBOAMTE/NO BbIWECTOAWEN opraHusaumMm w
odopmnAoTCa Ha obwem bnraHKe.

121. TeKcT AOKNAAHOM 3aNMUCKM COCTOUT N3 BBOAHOM M OCHOBHOM YacTel.

B BBOAHOM 4acTM WM3naraeTca COCTOAHME BoOMpoca, (aKTbl, MNOCAYXMBLWIME NPUYMHON ANA
COCTaBNEHUA AOKYMEHTA, NPOBOAMTCA UX aHANU3.

B 0CHOBHOW YacTK A0OKNAAHOM 3aMMUCKN U3N1aratoTcA BbIBOAbI, MPEeAN0XKEHMUA, NPOCLObI.

122. BHyTpeHHUe p[oKnagHble 33anUCKM NOAMUCLIBAIOTCA WX COCTaBUTENAMM, BHeWHUe -
pPyKOBOAMTENEM OpraHM3aLUnM.

123. [laTolh AOKNaAHOW 3aMMUCKU ABASETCA AaTa ee noAnucaHus.

124. CnpaBKa - MHOOPMALMOHHbIN AOKYMEHT, COAEPKaLLMIA onMcaHne 1 (Mnm) noaTeepKaeHue
TeX AN UHbIX GaKTOB CyxKebHoro namn brnorpaduryeckoro xapakrepa. CnpaBKka COAEPIKUT KOHCTaTaLUIO
KaKnx-1nMbo ¢pakToB 6€3 MHEHUA aBTOPA O CYLLLECTBE MU3/1araembiX BOMPOCOB.

125. B 3aBMCMMOCTM OT COAEP!KAHMA U LEeNeBOro HasHAYeHUs CNPaBKU AENATCA Ha CayKebHble n
JNINYHblE.

CnykebHas cnpaBka - oduuUMaNbHbIA AOKYMEHT, CcoAep)kawuin cBedeHuss 06 OCHOBHOM
AeATeNbHOCTU opraHmn3aumm (o WTAaTHOM YUC/IEHHOCTHU, O BbINOJHEHUN N1AaHOB, 3a4aHWUA U Ap.).

NlnyHas cnpaBka - opuLManbHbIM OOKYMEHT, NOATBEPKAAOWMIA cBeaeHuUa buorpaduyeckoro m
(nnn) cny:kebHoro xapaKkTepa v BblAaBaeMbli rpaxkaaHUHyY (0 mecTe paboTbl U 3aHUMAEMON A0MKHOCTH,
0 nepuoge paboTbl, 0 pasmepe 3apaboTHOM NaaTbl 1 Ap.).

(B pea. noctaHoBneHMA MuHiocTa oT 24.10.2011 N 235)

126. B 3aBMCMMOCTM OT agpecaTta CnpaBKM AeNATCA Ha BHYTPEHHME U BHELLHUE.

BHYTpeHHMe cnpaBKKU af4pecytoTca PYKOBOAUTENO OpraHu3aumMm u opopmnAaoTca Ha CTaHOAPTHbIX
nnctax bymarmn dopmata Ad nnm AS.

BHelwHMe cnpaBKM aapecyroTca PYKOBOAMTENIO BbILWECTOALLEN OpraHM3aunu, CTOPOHHEN
OpraHusaLmMm UAK YacTHOMY nLy M opopmMAAoTCA Ha oblem 61aHKe MM CTaHAAPTHbLIX McTax Bymaru
dopmata A4 nam A5 ¢ UCNoIb30BAaHWEM YI/IOBOTO LUTAMNA.

127. TeKcT cnyxebHoM cnpaBKM MoKeT opopmaAaTbcA B BUAE Tabsvubl, AeNUTbCA Ha MYHKTbI,
NoANYHKTbl, UMETb MOACHEHWUS U CCbINKM.

Mepuog BpemeHW, K KOTOPOMY OTHOCATCA MPUBOAMMbIE B CNpPaBKe CBeAEHMA, BKIKOYAETCA B
3aro/I0BOK K TEKCTY IMB0 nomeLlLaeTca nepes TEKCTOM.

Hanpumep:

Mo coctoaHuto Ha 11.05.2008

nan

3a nepunog ¢ 01.01.2007 no 31.12.2008

B NN4YHbIX cNpaBKax 3aro/I0BOK A0MNYCKAaeTCA He yKa3blBaThb.
128. TeKCT nn4HOM CnpaBKN Ha4YMHAETCA C YKa3aHuA d)amvmmm, COBCTBEHHOrO MMEHU U OTYECTBa
(ECI'IM TaKoBoOe€e MMeeTCH) nta, O KOTOpoOm COO6IJ.I,aPOTCF| ceegeHuA. He gonyckaeTtca mMcnonb3oBaHue


consultantplus://offline/ref=0E0E1FF887BBE0DAC03299A969C278630BA760F44340287417E1FDA4CB569C5CACD834D6F0C0822CB9D438B897O5U7H
consultantplus://offline/ref=0E0E1FF887BBE0DAC03299A969C278630BA760F44340287417E1FDA4CB569C5CACD834D6F0C0822CB9D438B897O5U9H

peyeBblx 060poTOB "BblAaHa HacToAwWwan", "aencTBuTenbHO paboTtaet".
(8 pea. noctaHoBneHMA MuHiocTa oT 24.10.2011 N 235)

Mpn HanuMuuM KUcNonb3ytoTcA TUNOBble GOPMbl CMPaBOK, yTBEpPXKAaeMble pecnybanKaHCKMMmn
OpraHamm roCy[apCTBEHHOrO YyMnpaB/JeHWA B YCTaHOB/JEHHOM 3aKoHogaTenbcTBOoM Pecnybamku
benapycb nopagke.

129. BHewHue crnpaBKM NOAMNUCLIBAIOTCA pPYyKOBOAUTENEM OpraHuU3aunmn, BHYTPEHHUE - KX
coctaButenamu. CnpaBKW, 3a COAEpXKaHME KOTOPbIX HeCeT OTBETCTBEHHOCTb HECKONbKO /UL,
NOAMNUCbIBAOTCA BCEMU COCTAaBUTENAMM.

130. Mpu HeobxoaMmocTM cayxKebHaa cnpaBKa MOXKET 3aBepsTbCA neyaTblo. B ob6A3aTesibHOM
nopazKe nevyaTblo OpraHM3aLnm 3aBepPAKTCA JIMYHbIE CMPABKMU.

131. JaTolt cnpaBKu ABAAETCA AaTa ee noAnucaHus.

132. Pa3sHOBWAOHOCTbIO CAYKeOHbIX CNPaBOK ABAAOTCA CBOAKM (06 MCNONHEHWMWM AOKYMEHTOB,
CBOZKa NpennoxKeHuii n 1.4.). CBogkm opopmnstoTca B Buae 1abaumu, rpadpukos.

133. Mucbmo - 0606LeHHOe Ha3BaHME Pa3/INYHbIX MO COAEPKAHUIO LOKYMEHTOB, Bblaenaemoe B
cBA3M € 0cobbIM cnocobom nepeaayum TekcTa (Mepecblsika MO NOYTe U APYrMM KaHanam CBA3M).

134. B 3aBMCMMOCTM OT COLEPNKAHMA pPas3nMyaloTcA cnefyowmne PasHOBUAHOCTU CAYKEOHbIX
nuMcem: MMUCbMa-3anpocbl, MNUCbMa-OTBETbI, MUCbMa  COMPOBOAMTENbHbIE, pPeK/JaMauUOHHble,
rapaHTUMHbIE, HANOMMHAHWA, U3BELLEHUA, NPUrAaIEeHNA U ap.

135. MNMucbma cOCTaBNAKTCA B CTPYKTYPHbIX NoApasaeneHuax, B KOMNEeTeHUMI0 KOTOPbIX BXOAUT
pelleHne COOTBETCTBYIOLLNX BOMPOCOB.

136. MncbMa NOANUCHIBAOTCA PYKOBOAUTENSAMM OPraHM3auUMmM U ee CTPYKTYPHbIX NogpasaeneHui
COrNacHO MX KOMMETEHLMU U pacnpeneneHnio 06a3aHHOCTEN, 3aKpPenieHHbIM B JIOKaAbHbIX MPaBOBbIX
aKTax opraHusauuu.

137. Jatoit nucbMma ABAsSETCA AaTa ero NoAnucaHus.

FNABA 8
OPTAHU3ALNA PABOTbI C JOKYMEHTAMMU

138. OpraHusauma gOKymeHToobopoTa:

138.1. 4OKYMEHTOOOOPOT - 3TO ABUMKEHME AOKYMEHTOB B OpraHM3aumMm ¢ MOMEHTA UX NOyYeHus
WU CO34aHNA A0 3aBepLUeHMA NCNONHEHWA, OTNPABKMU MW HanpaBAeHUA B AeN0;

138.2. opraHusaumsa 4OKYMeHTO060pOTa AO/IKHA OTBEYATb CAeAyoWwMM TpeboBaHUAM:

OMNepaTUBHOCTb NPOXOXKAEHUA AOKYMEHTOB;

UCKNIOYEHNE He 0OYyCcNOBNEHHbIX HEOOXOAMMOCTBIO MHCTaHUMI MPOXOXAEHUA U OENCTBUI C
OOKYMEeHTamu;

cobntofeHNe MAKCMMAIbHOMO eAMHO0bpasua nopsaka NpPoXoXKAeHua UM o0bpaboTKM OCHOBHbIX
KaTeropuit 4OKYMEHTOB.

MpoxoxaeHne M 06paboTKa OCHOBHbIX KaTeropuii [AOKYMEHTOB B OPraHM3auuMu [OJXKHbI
OCYLLEeCTBNATLCA CTPOrO B COOTBETCTBMM CO CXEMOW MNPOXOXAEHWS AOKYMEHTOB, pa3pabaTtbiBaemol
cny»6oi JOY n yTBep:KAaeMOM PyKOBOACTBOM OpPraHM3aLmu;

138.3. opraHu3aums  OOKymeHToOb6OpoTa nNpuM  NPUMEHEeHUM CpPeacTB  aBToMaTU3aLuMu
OEenonpounsBoAcTBa A0/KHA obecneymBaTb COBMECTMMOCTb TPAAMUMOHHOM W aBTOMATM3MPOBAHHOM
06paboTKN AOKYMEHTOB.

139. Pernctpauma 4OKYMEHTOB:

139.1. peructpauma AOKYMEHTOB - 3aMUCb YYETHbIX OAHHbIX O AOKYMEHTE B PerucrpauyMoHHOM
dopme, pukcupytowan GakT ero co3gaHus, NONYyYEHUA UAN OTNPABKMY;

139.2. perucTpaunn noanexat BXxoAsAlMe, UCXO4ALME U BHYTPEHHME AOKYMEHTbI, Tpebytouine
yyeTa U UCNOAHeHUA. [JOKYMEHTbI PErucTpUMpyoTCA HEe3aBMCMMO OT cnocoba ux co3paHuA, nepesayn
WU OOCTaBKM;

139.3. HeperucTpupyemblie AOKYMEHTbl BKAOYAKOTCA B NepeyeHb AOKYMEHTOB, He nojjeXKalimx
perucTpaumun, paspabatbiBaembiii cayxkboii [JOY M yTBEp)KAAeMbli PYKOBOAUTENIEM OpraHU3aLumu.
MpuMepHbIN NepeyveHb AOKYMEHTOB, HE MOANEXKALLMX PETUCTPALMM, ONPeAENEH COTNAaCHO NPUNOKEHUIO
5;

139.4. perucTpauma BXOAALMX, MUCXOOALWMX W BHYTPEHHUX [OOKYMEHTOB B OpraHuM3auuu
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OCYLLECTBNAETCA LLEHTPAIM30BaHHO B cnykbe 0OY;

139.5. peueHTpanM3oBaHHAA pPervcTpauma OOKYMEHTOB [OMNYCKAeTCA Npu TeppuTopuanbHOm
pa30bLWEeHHOCTM CTPYKTYPHbIX NOApasAeneHuin opraHusauuun. [eueHTpanvM3oBaHHOW perncTpauun
nognexaTr TaKXe OTAeflbHble  KAaTeropum  AOKYMEHTOB, PErucTpUpyemblX B CTPYKTYPHbIX
noapasaeneHuax opraHMsauun coriacHo paspabatbiBaemomy cayxbon AOY u yTBepxaaemomy
PYKOBOAMTENEM OpraHM3auUMM MEPEYHIO AOKYMEHTOB, He MogaexKaliux perucrpaumm cnyxoéoin [0OY
(nepBuYHan 1 oTYeTHasA ByxranTepckas AOKYMEHTaUMs, LOKYMEHTaUMA No maTepunanbHO-TEXHUYECKOMY
CHabXeHuto 1 ap.);

139.6. peructpauma BXOZAWMX W UCXOOAWMX AOKYMEHTOB, MepegaBaemblX MO KaHanam
anekTpocsA3m (pakcuMmnabHas cBA3b, 3EKTPOHHAA NoYTa U Ap.), NPOU3BOAMTCA B TOM Ke NopsaKe, YTo
N LOKYMEHTOB, NepeaaBaeMblX MO NOYTE UAN KYPbEPCKOM CBA3bIO;

139.7. pna pernctpaumm BCEX KATErOPUM BXOAALLUMX, UCXOLAWMX U BHYTPEHHUX [AOKYMEHTOB
3aMNO/IHAETCA PErncTPaLMOHHO-KOHTPOIbHAA KapToyKa Ha BymarkKHOM HocuTene UAM pernctpalmoHHO-
KOHTpO/IbHasa ¢opma B aBTOMaTM3MpoBaHHOW cucteme NOVY (aanee - PKK), npeacrasnstowan cobol
COBOKYMHOCTb PErUCTPALMOHHO-YYETHbIX CBEAEHUIN O OKYMEHTE, N0 GOPME COrNACHO NPUIOKEHUIO 6.

MpaBuna 3anosHeHNA OCHOBHbIX pekBm3nToB PKK onpeaeneHbl cornacHo npunoxenuto 7. Coctas
pekBn3nTtoB PKK moxkeT ObiTb A0NOMHEH pekBuauTamu: "UcnonHutens", "Pacnucka mcnonHutena B
nosnyyeHum pokymenta", "Xog wucnonHenums" wn ap. MNopsagoK pacnonoxeHus AO0NONHUTENbHbIX
PEKBM3UTOB Ha KapTOUKe onpeaenaeTca opraHM3aumen;

139.8. un3 PKK dopmupytoTca  cnpaBoYHble W KOHTPOJIbHbIE  KapTOTEKM U (Mnu)
aBTOMaTM3MpPOBaHHble 6a3bl (6aHKM) AaHHbIX, C NMOMOLLbIO KOTOPbIX OCYLLECTBAAIOTCA CNpaBOYHas
paboTa No AOKYMEHTaM M KOHTPOJ/Ib 3@ CPOKaMM MX ucnosiHeHusA. Koanyectso aksemnaspos PKK Ha
6yMaXKHOM HocUTene, 3anoIHAEMON Ha AOKYMEHT, ONpeaenaeTca YUC/I0OM CNPaBOYHbIX U KOHTPO/bHbIX
KapTOTEK;

139.9. KypHasbHaa d¢opma perucTpauMm [OOKYMEHTOB [OMYCKAaeTcs B OpraHusauuax c
He3HauuTeIbHbIM 06beMoM AO0KyMeHToobopoTa (A0 600 AOKYMEHTOB B roa). *ypHanbl perncrpauuu
OOKYMeHTOB BegyTca no ¢opmam COrnacHo NpUAoXKeHnam 8 n 9;

139.10. peweHne o Bbibope GOPMbI perncTpaLmm AOKYMEHTOB B opraHusauumn (KapTouHoW uam
YKYPHa/IbHOW) 3aKPENIAETCA B IOKA/IbHOM NPaBOBOM aKTE;

139.11. npu perncTpaumm Kaxaomy AOKYMEHTY MPUCBAMBAETCA PErUCTPaLMOHHbIN UHAEKC,
KOTOpPbIA NpeacTaBnseT coboi unpposoe uam GykBeHHo-UNPpoBoe 0603HaUYeHMe. OH BKAtOYAET B cebs
NopAAKOBbIA PErucTPaLMOHHbBIN HOMEpP, MPUCBOEHHbLIA AOKYMEHTY NMpPU CO34AHUM WU MONYHEHWUM,
KOTOPbIA MOXET bbiTb JOMNONHEH UHAEKCOM Aefla N0 HOMEHKAaType AeN, UHAEKCOM MPUMEHAEMOTO B
opraHu3aumm KnaccudumKaTopa KOppeCcnoHAEHTOB, BOMPOCOB AEATENbHOCTM M TOMY NOAOOHbIM, 3 TaKKe
OPYrMMU NOUCKOBLIMM NPU3HAKaMMU.

140. MNpuem, pernctTpaumnsa u UCNoJHEHNE BXOAALMX SOKYMEHTOB:

140.1. BcA nocTynawoLWan B OPraHM3aUMIO KOPPECNOHAEHUMS NpUHMMaeTcs U obpabaTtbiBaeTcs
cnyx6oi A0OY;

140.2. f0 BCKPbITUA KOHBEPTOB (NaKeTOB) NPOBEPAIOTCA NPaBWUIbHOCTb AOCTABKM (MO aapecy Ha
KOHBepTe), LLeNOCTHOCTb YNaKOBKK, COXPAaHHOCTb NeyaTei.

OwunboYHO [JOCTaBNEHHAA KOPPEeCcnoHAEHUMSA HAMpaBAAeTcA MO  HasHavyeHuto, a npu
HEBO3MOXHOCTM YCTAHOB/IEHMSA ajpecaTa BO3BpALLAETCA OTNpaBuTento ¢ nomeTkoir "OwmboyHo
[ocTtaBneHo";

140.3. nocTynuBLUME KOHBEPTbI (MaKeTbl) BCKPbIBAKOTCA, 33 UCKAOYEHMEM NPUC/TAHHbIX B agpec
06LecTBEHHbIX OpraHM3aunit uan nmetowmx nomeTky "JInuHo", KoTopble NepeaatoTca agpecary.

YNaKkoBKa [OKYMEHTOB, MOCTYNUBLLUMX HA CbEMHbIX MALIMHHbLIX HOCUTENAX (OUCKaX, AWCKeTax U
Ap.), He BCKpbIBaeTcA, 06paboTke NogeMT TONbKO CONPOBOANTENbHAA AOKYMEHTALMA;

140.4. nocne BCKPbITUA KOHBEPTOB (MAKETOB) MPOBEPAIOTCA KOMMJIEKTHOCTb M COXPAHHOCTb
B/IOXKEHU.

B cnyyae nospexaeHUA KoppecnoHAEeHLUMN U HEBO3MOXKHOCTM €€ MCNONb30BaHWA COCTaBAAETCA
aKT, OAMH 3K3eMMAp KOTOPOro BMeCTe C MNOBPEXAEHHOW KOPPEeCnoHAEHLMEN HanpaBadeTcs
OTNpPaBuUTENtO, BTOPOW OCTaeTcs B ciybe AOY.

OTcyTcTBYlOWME B KOHBepTax (nakeTax) [OKYMEHTbl, OTAe/IbHble JINCTbl, MPUIOXKEHUA
3anpalnBatoTCa Y OTNPABUTENA, @ HA JOKYMEHTE CTaBUTCA OTMETKA "[LOKYMeHTbI (IUCTbI, NPUAOKEHNA)



3aTpeboBaHbl" c yKazaHMeM AaTbl 3anpoca;

140.5. nocne BCKPbITUA KOHBEPTbl (MaKeTbl) YHWYTOMKAKOTCA, 33 WUCK/AIOYEHWEM CeayHoLLMX
C/Ny4vaes:

[aTa Ha OTTUCKE KaJieH4apHOro wiemnena HeobxoauMma Kak CBMAETENbCTBO AaTbl OTNPABKU UAn
Nosy4YeHMA AOKYMEHTa;

(B pea,. noctaHoBneHMa MuHiocTa ot 24.10.2011 N 235)

Ha AOKYMEHTEe OTCcyTCTBYET pekBu3unT "[ata";

[aTa AOKYMEHTA CYLLEeCTBEHHO OTIMYAETCA OT AaTbl €ro Noay4YeHus;

B NONYYEHHOM AOKYMEHTE HEeT 06paTHOro aApeca OTNpPaBUTENS.

B yKasaHHbIX CAy4anax KOHBEPT NPUCOEAUHAETCA K AOKYMEHTY M MOC/Ae UCMOSIHEHMA AOKYMEHTA
noALwnBaeTca BMeCcTe C HUM B Aefo.

AZpecHble ApAbIKWM KOHBEPTOB W MAKETOB COXPAHAIOTCA B CAy4ae NoCTynaeHUsA KoppecrnoHAeHU MU
HaNOMEHHbIM NAaTEXOM ANA NPeACTaBAeHMA C OTYETOM B ByxranTeputo B KauecTBe ONpaBaaTeNbHbIX
OOKYMEHTOB;

140.6. Ha Bcex NOCTYNMBLLMX AOKYMEHTax B MPaBOM HUXHEM Yr1y NepBoro JiMcTa NpocTaBaseTca
OTMETKA O MOCTYMN/eHUN (perncTpaumoHHblit wrtamn). LUTamn npoctaBnseTca Ha KoHeepTe (nakete),
€C/IN KoppecrnoHAEHUMA He BCKPbIBAETCA.

JOKymeHTbl, noasexalwme perncTpauun B CTPYKTYPHbIX MNo4pasgeneHuax, nepegaroTca no
Ha3HAYeHUI0 WCMOJIHUTENAM C MPOCTaBAEHMEM HA HWUX PErucTpPauMoOHHOro LWTamna, B KOTOPOM
npocTaBasAeTcA AaTa NoCTynaeHus.

Ha Heperucrpmpyembix AOKYMEHTaxX, NEYaTHbIX WU3Z4aHUAX, AOKYMEHTAX-MPUAOKEHUAX, BaaHKax
OOKYMEHTOB PErUCTPALLMOHHbIN LITAaMM He NPOCTaBAAETCS;

140.7. BxogAwMe [OOKYMEHTbl LONXHblI OblTb 3aperMcTpMpoBaHbl B A€Hb MOCTyNiaeHus.
PernctpaunmoHHbIM MHOEKCOM BXOAALLErO AOKYMEHTA ABAAETCA NOPAAKOBbLIA PErMCTPALLMOHHDLIA HOMED,
npucsanBaemblii B nNpegenax 4en0npon3BoACTBEHHONO ro4a, KOTOPbIM NOC/Ae UCNONHEHUA AOKYMEHTa
OONONHAETCA MHAEKCOM Aefla MO HOMEHKNAType AeNl B COOTBETCTBUMM C OTMETKOM 06 WCNOSHEeHWUU
OOKYMEHTa U HanpaBAEHUU ero B 4eNo;

Hanpumep:
512/1-29

140.8. 3apernctpupoBaHHble [OKYMEHTbl nepegatorca m3 cay:bbl JOY Ha paccmoTpeHue
pykoBoacTBy. [OKyMeHTbl, He Tpebylowue pelweHMa pPYKOBOACTBA, NepesaloTcss WCNOSHUTENs M
COrNAaCHO UX KOMMNETeHLUN.

JOKyMeHTbl paccmaTpuBalOTCA, KakK NpasBuao, B AeHb UX NOCTynneHuA. Tenerpammbl U gpyrue
CPOYHble AOKYMEHTbI NepeaatoTca PYKOBOAMUTENIO NO Mepe NOCTynneHus;

140.9. pe3ynbTaTbl pacCMOTPEHMA JOKYMEHTOB OTPAXKAOTCA B Pe30I0LUN.

Pesontoums nepeHocutca B PKK. [JoKymeHT ¢ ogHum 3k3emnaspom PKK cayx6oit O0OY
HanpaBAAETCA MWCMOJIHUTENO, @ MPU  HaNMYUM  HECKONIbKMX UCMONHUTENEN - OTBETCTBEHHOMY
NCNOJIHUTENID, YKa3aHHOMY B pe3ontoummn nepsbiM. OamH sk3emnasap PKK octaetcs B ciyxkbe J0Y.

Ecnn  [OKYMEHT cOrnacHo pesontouun TpebyeT KOHTPOAs WCNoAHeHusa, 3Kk3emnaap PKK
nepesaeTcsa B KOHTPOJIbHYIO CYXKOY UM AnLy, OTBETCTBEHHOMY 33 KOHTPO/1b MCNONHEHWUA LOKYMEHTOB;

140.10. npu HeobXO4MMOCTM CPOYHOTO WCMOJHEHUSA WAW O3HAKOMNEHMSA C AOKYMEHTOM
HECKOJIbKUX CTPYKTYPHbIX NoapasgeneHuin (4oMKHOCTHbIX nu) B ciy»kbe AOY ¢ AOKYMeHTa CHUMAaEeTCs
Heobxo4MMOe KOAMYEeCTBO KOMMIK, KOTOpble OAHOBPEMEHHO HanpaBAsAlTCA Ha  WCMNOJIHEHME.
MoA/IMHHUK LOKYMEHTa nepefaeTcA OTBETCTBEHHOMY MCMOMHUTENO C NOMETKOW O Mmepeaave KOnwi
coucnonHuTenam. JokymeHT nepepaerca UCNOJAHUTENAM NOOYEPeaHO, eCIU Pa3MHOMKeHNe AOKYMEHTa
He pa3speluaeTca.

[na ycKopeHWs npoLeccoB UCMOSIHEHUA AOKYMEHTOB, a TaKXXe B CNPaBOYHO-MHOOPMALMOHHbIX
uenax 6ymaxkHble 4OKYMEHTbI, NOCTYNatowWwmne B OPraHM3aLmio, MOryT NepeBoguTbCA B SNEKTPOHHbIN BUA,
NnyTem CKaHWPOBAHUA MAW MHbIM CMOCOOOM. Hannume 3N1eKTPOHHOW KOMUM LOKYMEHTA He OTMeHseT
HEeobX04AMMOCTM OCYLLECTBIEHMA C MOCTYNUBLWIMM OYMaXKHbIM [OKYMEHTOM AeN0MNpoM3BOACTBEHHbIX
onepawmin, yCcTaHOBAEHHbIX HAacToAWwen NHCTpyKuMen, B TOM YMcae B 4acTn GOPMUPOBAHMA €ro B A0 U
nepenayn B apxms.
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[BuKeHne LOKYMeEHTA B NpoLLecCce ero UCNoIHEHMA UKCMpPYETCA BO BCex ak3emnaapax PKK;

140.11. fOKYMEHTbI, 3aperncTpmpoBaHHble B cnyxbe [0Y, He noanexat NOBTOPHOM perncrpaumm
B CTPYKTYPHbIX NoApasaeneHunax;

140.12. noKyMeHTbl NepeaatoTca Ha PacCCMOTPEHME PYKOBOAUTENIO CTPYKTYPHOrO nogpasaeneHuns
WKW ero 3amMecTUTesto COrNIaCcHO YCTAaHOBIEHHOMY pacnpeaeneHuto oba3aHHoCTe;

140.13. AQOKYMEHT C MOMEeHTa MOCTYNnAeHWA [0 3aBepleHMA WCMOAHEHUA HaxoauTca vy
WCNOJIHUTENA N B AEN10 He MOMEeLLAeTCs;

140.14. Ha WCNOAHEHHOM [AOKYMEHTe MWCNOAHUTeNEM WAM pPYyKoBOAUTENEM CTPYKTYPHOro
nogpasaeneHnA-McnofHUTENA NPOCTAaBAAETCA OTMETKA 06 MCNONHEHUM AOKYMEHTA U HanpaBieHUN ero
B A,/10 C YKa3aHWeM UHAEKCA AeNa, B KOTOPOE AOKYMEHT byAeT NOMELLEH.

OTBETCTBEHHbIN 33 [AENONPOM3BOACTBO MEPEHOCUT OTMETKY 06 WCNONHEeHUW [AOKYMeHTa W
HanpaB/ieHWM ero B A4e/10 B PerncTpauyoHHyo ¢opmy, nocae 4ero 4OKYMEHT NOALWMBAETCA B AeNO.

141. Pernctpauma n oTnpaBKa NCXOSALWNX AOKYMEHTOB:

141.1. ucxopsawme [OOKYMEHTbl perucTpupytotca B cayxxbe [JOY nocne wx noanucaHus
pykosBoguTenem OpraHusauuMm WAnM UHbIMW  YNOJIHOMOYEHHbIMW ANLAMU B COOTBETCTBUM C UX
KomMneTeHumen. [loKyMeHTbl PEFUCTPUPYIOTCA B AEHb UX NOAMNUCAHUSA;

141.2. ucxogawme AOKYMEHTbI AeNATCA Ha UHULMATUBHbBIE U OTBETHbIE;

141.3. MHAEKC MHULMATUBHOIO UCXOAALLLErO AOKYMEHTA BKAOYAET MHAEKC Aena No HOMeHKnaType
OeN, B KOTOPOM ByAeT XPaHWUTbCA KONUA OTNPABAAEMOro AOKYMEHTa (NpocTaBAaseTcA B NoApas3aeieHunu,
NoAroTOBMBLUEM LOKYMEHT), 1 Yepe3 Apobb - NOPAAKOBbIN PErMCTPALMOHHDLIA HOMEP, MPUCBANBAEMDI
NCXO4ALWMM AOKYMEHTAM B Npeaenax Ae/ionpom3BoACTBEHHOIO roga cay»bon A0Y;

Hanpumep:
5-17/112

141.4. Ha KaxAbld UHMLMATUBHbIMA OOKYMEHT, Tpebytowmin oTBeTa, 3aM0JHAIOTCA, KaK NpaBuo,
ABa 3ksemnaapa PKK. OauH 3Kk3emnnsp NoOMewaeTcs B CrNpPaBOYHYIO KapTOTEKy, BTOpOM - B
KOHTPO/IbHYO. [1pM HENOCTYN/1IeHMM OTBETA B CPOK KOPPECNOHAEHTY HanpaBaseTcA HANOMUHAHUE;

141.5. perucrpauma oTBETHbIX AOKYMEHTOB OCYLLECTBAAETCA, KaK npasuno, Ha PKK, Ha KoTopbIx
6b1/IN 3aPErMCTPUPOBAHDBI COOTBETCTBYIOLLME MHULMATUBHbIE AOKYMEHTbI. PErncTpaunmoHHbIM MHAEKCOM
OTBETHOrO AOKYMEHTa ABAAETCA MHAEKC AeNa N0 HOMEHKNAType, B KOTOPOM OyAeT XPaHWUTbCA Konusa
OTBETHOMO [AOKYMEHTA, U PErNCTPALUOHHBIA HOMEpP NOCTYMJIEHUA MHULMATUBHOIO AOKymeHTa. B PKK
nHbopmauusa 06 0TBETHOM AOKYMEHTe 3anucbiBaeTca B rpady "OTmeTKa 06 MCNONHEHUN AOKYMEHTa".

B 3aBMCMMOCTM OT MPUHATON B OpPraHM3auUUM CUCTEMbI PErucTpaumm OOKYMEHTOB AOMyCKaeTcA
perncTpupoBaTb OTBETHble AOKYMEHTbl Ha oOTAenbHbix PKK. PerncrpauyMoHHbIM WMHAEKCOM TaKoro
NCXOAALLLErO AOKYMEHTA ABAAETCA MHAEKC AeNa Mo HOMEHKNATYPe, B KOTOPOM ByAeT XPaHUTbCA Konus
OTBETHOFO [OOKYMEHTa, W MNOPAOKOBbIN  PErucTpPaLMOHHbIN  HOMEP WCXOOALWEro  AOKYMEHTa,
npuvcBaMBaemblil UCXOAALLMM AOKYMEHTAM B Npesenax Ae/10npom3BOACTBEHHOrO roga cayo6oi JOVY.

Ha oTBeTHOM AOKYMeHTe NPOCTaBAAETCA CCbI/IKA HA UCXOAALLMIN PErNCTPALMOHHBIN MHAEKC U AaTy
OOKYMEeHTa-3anpoca;

141.6. oTnpaBKa OOKYMEHTOB ocyliecTeasetca cnyxboir AOY. B cayxbe [AOY nposepsaetca
NPaBUAbHOCTb OPOPMIEHUA LOKYMEHTOB: Ha/iMunme HeobXoAUMbIX PEKBU3UTOB, MNPUIOKEHUN,
COOTBETCTBME  KOJIMYECTBA IK3EMMIAPOB  AOKYMEHTa KO/AMYeCcTBy ajpecaToB, MPaBUIbHOCTb
afpecoBaHua n ap.

HenpaBunabHO odpopmaeHHbIE M HEKOMNAEKTHbIE AOKYMEHTbI BO3BPALLLAIOTCA UCMONHUTENAM;

141.7. otTnpaBnsemble OOKYMEHTbl nepegatoTca B cayxby [OY B He3aKOHBEPTOBAaHHOM BUAE C
OTMETKOM O KaTeropmm oTnpasieHus (Npy HeobxoanmocTw);

141.8. [OKYMEHTbI Ha CbEMHbIX MALIMHHBIX HOCUTENAX (AMCKAX, AMCKETaxX U Ap.) NPUHMMAIOTCA K
OTMpaBKe B  YMAKOBKEe, COOTBETCTBYHOLLEM  TexHUYeckMM  TpeboBaHMAM, NpU  HaAUYuMK
CONPOBOAUTENBHOIO MUCbMA, OPOPMIEHHOFO W 3aPErMCTPUPOBAHHOIO B YCTAHOB/IEHHOM MOpPALKE.
Konwusa conpoBoAnTeNbHOMO NMCbMa NOMELLLAETCA B Ae/10 Ha O6LLMX OCHOBAHMAX;

141.9. foKyMeHTbI, HanpaBasemble 6osee Yem B YeTbipe afpeca, NepesatoTca Ana OTNPaBKKU CO
CMMCKOM Ha paccbliky, odopmasembiM B COOTBETCTBMM C TpeboBaHMAMM NyHKTA 51 HacToswein
MHCTpyKumK.



Ha 3aKasHyt0 KoppecnoHAEHUMIO COCTaBAAETCA PEEecTp PaACCbIIKM, B KOTOPOM OTMPaBUTENIEM
npoctasasaoTca Gamuama n gata oTnpaBKU. PeecTp co wrTemnenem oTaeneHua CBA3WN NOALIMBAETCA B
aeno cnyxoébl 40OY;

141.9-1. oTnpaBKa AOKYMEHTa B 3/1eKTPOHHOM Buae bosee 4em B OAMH afapec OCyLecTBAseTcs
nyTeM MPUKPENSEHMA €ro K COOBLLEHMIO 3/1EKTPOHHOM NOYTbl, YKAa3aHMA B COOTBETCTBYIOLLEM MOse
BBOZA BCeX 0DULMA/BHDBIX A PECOB COMMACHO CNUCKY Paccblikn. OPuumManbHbIM afpecom 3N1eKTPOHHOM
NnoyTbl ABASETCA aApec, YKa3aHHbIN Ha 61aHKe opraHM3aumu;

(nn. 141.9-1 BBeaeH noctaHoBneHMeM MuHiocTa oT 10.12.2014 N 240)

141.9-2. otmeTka 06 oTnpaBKe (WTamMn OTNPaBKW) [OOKYMEHTa MO 3/1EKTPOHHOW nouTe
NPOCTaBAAETCA HA MCXOAALWLEM AOKYMEHTe Ha OymarKHOM HOCMTeNe, OCTAlWEMCA B OpraHM3aummy,
TO/IbKO NOC/e ero GakTUYECKOM OTNPABKMU MO 3NEKTPOHHOW NOYTE;

(nn. 141.9-2 BBeaeH noctaHoBAeHMemM MuHtocTa ot 10.12.2014 N 240)

141.10. obpaboTKa M OTMpPaBKa AOKYMEHTOB OCYLLECTBASIOTCS B AE€Hb WX MOAMUCAHUA UAN He
nosaHee cneaytowero paboyero ans.

142. Pernctpauma n ncCnoNHeHne BHYTPEHHUX AOKYMEHTOB:

142.1. paboTa ¢ BHYTPEHHUMMU AOKYMEHTAMM Ha 3Tanax NOArOTOBKM U opopmaeHMA BedeTca no
npaBuiam, YCTaHOBNEHHbIM A8 PaboTbl C UCXOAALLMMM JOKYMEHTAMMU;

142.2. BHyYTPeHHME [OKYMEHTbl pernctpupytotca Ha PKK uam B KypHanax permcrpauuym
BHYTPEHHMX [OOKYMEHTOB MOCAe WX noanucaHua (yTeepykaeHusa). Mpu HesHauMTenbHOM obbeme
OOKYMeHTO0b0pOTa BHYTPEHHME AOKYMEHTbl AONYCKAETCA PErMcTpMpoBaTb B XKypHane perumcrpaumm
NCXOOALMX OKYMEHTOB;

142.3. permucrtpauma pacnopaanTesibHbIX 4OKYMEHTOB U MPOTOKO/I0B OCYLLECTBAAETCA N0 BUAAM
OTAE/IbHO OT APYIrMX BHYTPEHHUX OOKYMEHTOB.

PacnopsagutenbHble OOKYMEHTbl MO OCHOBHOM AeATeNbHOCTW, NO JIMYHOMY COCTaBy, Mo
aAMMHUCTPATUBHO-XO3AMCTBEHHbIM BOMPOCAM PErMCTPUPYIOTCA OTAENbHO.

PacnopagutenbHble [OKYMEHTbI NO JIMYHOMY COCTaBy, AJ1A KOTOPbIX aKTaMW 3aKOHOLATENbCTBA
Pecnybanku benapycb yCTaHOB/EHbI Pa3Hble CPOKU XPaHEHMUA, PETUCTPUPYIOTCA OTAE/NbHO.

PacnopsagutenbHble LOKYMEHTbI onpeaeneHHOW pPasHOBUAHOCTU MPU UX 3HAYUTENbHOM obbeme
[OMYyCKAeTCA perncTpupoBaTtb OTAeNbHO. Hanpumep, OTAENbHO MOTYT PErmcTtpupoBaTbCA MPUKasbl O
BHECEHMM W3MEHEHMI B LUITATHOE pPaACNMUCaHME, MPUKaAsbl O KOMAHAMPOBAHWMW, O MNPeAOCTaBAEHUU
OTMNYCKOB U Ap.;

142.4. perncTtpaumMoHHbIM MHOEKCOM PacnopaguTenbHOro LOKYMEHTa, MPOTOKO/Aa ABAAETCA
NopAAKOBbIA PErucTPaLMOHHbIN HOMEpP, NMPUCBAMBAEMbI eMy B npeaenax Aenonpou3BOLCTBEHHOMO
roga.

PerncTpaumMoHHbIM MHAEKCOM PACNOPAAUTENBHOTO AO0KYMEHTa (MpMKasa, pacnopsKeHusa) no
JINYHOMY COCTaBy ABAAETCA MOPALKOBBIN PErMCTPALMOHHBIM HOMEpP, NPUCBAaMBAEMbIN emy B Npeaenax
OEeNonpousBoACTBEHHOIO roAa, AOMOJIHEHHbIW auTepol "K" (&nAa AOKYmMeHTOB 75-n€THero cpoka
XpaHeHus) nan "n" (ana 4OKYMEHTOB 3-N1e€THero CpoKka XpaHeHus).

PernctpaumMoHHbIM MHAEKCOM PACNOPAAUTENBHOMO AOKYMEHTa, PErncTpupyemoro B NOpPAAKe,
onpeaeneHHom ab3auem 4 nopnyHkTa 142.3 Hactoswel WHCTPYKUMKM, ABNSETCS NOPALKOBLIN
PEernmcTpaunoHHbI HOMep, npucBaMBaembli emy B Mpegenax [Aenonpov3BOACTBEHHONO roaa,
OONONHEHHbIN UAEHTUPULMPYIOWMM PA3HOBUAHOCTb AOKYMEHTa OYKBEHHbIM WMAW WMHBLIM YCI0BHbLIM
0b03HavYeHnem;

142.5. coBMmecTHble pacnopsaauTesbHble JOKYMEHTbI, MPOTOKO/Ibl COBMECTHbIX 3acefaHuii umerT
COCTaBHble MHAEKCbI, BK/AKYAOLWME MOPAAKOBbIE PErucTpauuoHHble HOMEpPA, NMPUCBanUBaemble MM B
OpraHusaumax, Ux NoAroToBUBLLNX;

Hanpumep:
81/54

142.6. perMcTpauMoHHbIMU MHAEKCaMWN AOKAAAHbIX 3aNNCOK, CNPaBOK U APYrMX MHGOPMaLMOHHO-
CMPaBOYHbIX AOKYMEHTOB ABAAKOTCA WX MOPAAKOBbIE PErMcTpaumoHHble HoMepa, NpucBamBaemble B
npegenax Aenonpov3BOACTBEHHOrO rofa, KOTOpble MOryT AOMNOMHATbCA MHAEKcaMM Aen  no
HOMEHKNaType aen;


consultantplus://offline/ref=0E0E1FF887BBE0DAC03299A969C278630BA760F443402A7812E1F2A4CB569C5CACD834D6F0C0822CB9D438B895O5U6H
consultantplus://offline/ref=0E0E1FF887BBE0DAC03299A969C278630BA760F443402A7812E1F2A4CB569C5CACD834D6F0C0822CB9D438B895O5U6H

142.7. paccmoTpeHue U UCNoNHEeHUEe BHYTPEHHUX AOKYMEHTOB OCYLLECTBAAETCA B COOTBETCTBUM C
YCTAHOB/IEHHbIM NOPAAKOM 06paboTKM BXOAALLMX JOKYMEHTOB.

JoKymeHTbl, Tpebylolwme KOHTPOAA WCNONHEHWUA, NEpenatoTCA B KOHTPOJSIbHYHO CAyXOy ana
3anonHenna PKK. M3 PKK Ha BHyTpeHHWEe AOKyMeHTbl GOPMUPYIOTCA KOHTPOJIbHbIE W CMpPaBOYHble
KapTOTeKW.

143. UHdOPMaALMOHHO-NONCKOBAA CUCTEMA MO AOKYMEHTAM OpraHU3aLmnm:

143.1. B oOpraHMs3auMax CcoO34alOTCA TPaAULMOHHbIEe (pyyHble) M  aBTOMAaTU3NPOBaHHbIE
MHOOPMALMOHHO-NOUCKOBbIE cucTembl (ganee - WUMC). UNC ctpostca Ha ocHoBe PKK, KoTopbie
06beaNHAIOTCA B KapTOTEKU 1 6a3bl (6aHKM) perncTpauMoHHbIX AaHHbIX;

143.2. npu TPagMLMOHHOM KapTO4YHOM perncrpaumm nevataetca Heobxoaumoe Koamdectso PKK,
KOTOpble MOryT 06beANHATLCA B CNPABOYHbLIE M KOHTPOJIbHbIE KAPTOTEKM;

143.3. cnpaBoOYHble KapTOTEeKM AenATcA Ha ABe YacTW: HEWUCNONHEHHble W WUCNONHEHHble
OOKyMeHTbl, PKK B KOTOpbIX CMCTEMATU3UNPYIOTCA MO CheayoWwnm NpU3HaKam:

npeAMEeTHO-BONPOCHOMY WM TEMATUUYECKOMY (B COOTBETCTBUM C COAEPHKAHNEM LOKYMEHTOB UAN
chepoli feaTenbHOCTU, K KOTOPOI OTHOCATCA AOKYMEHTbI);

no HOMeHKnaType fen (B COOTBETCTBMWM C Ha3BaHUAMW €Nl MO HOMEHKAAType Aen WAU KX
MHAEKCaMn);

KOPPECNOHAEHTCKOMY (MO HAMMEHOBAHUAM WM YCNOBHbIM OOO3HAYEHMAM OpPraHM3auUn, c
KOTOPbIMM BEAETCA NepPenmncKa);

Mo UCNOAHUTENAM (NO CTPYKTYPHbIM NOAPa3AeNeHUaM);

andasutHomy (B andaBMTHOM nopaaKe Gpamuamii, HAMMEHOBaHNN 06BEKTOB UM NPeaMETOB);

reorpaduyeckomy (No HaMMeHOBaHUAM aAMUHUCTPATUBHO-TEPPUTOPUAJIbHBIX e4UHULL);

HOMWHaIbHOMY (MO Ha3BaHWIO BUAOB UM PAa3HOBUAHOCTEN [OKYMEHTOB);

pervcTpauyoHHoMy (Mo NopsaAaKy BO3pacTaHWUA PerncTpaLMoHHbIX HOMEPOB AOKYMEHTOB).

Bbibop NomMcKoBOro NpM3HaKka onpeaenserca B 3aBUCMMOCTU OT BUAOB SOKYMEHTOB M XapakTepa
MHGOPMALMOHHbBIX 3aNpPOCOB.

MepBana 4YacTb KapTOTEKU CAYXKMT ANA NOUCKA CBEAEHWM O [OOKYMEHTax B npouecce Wx
ncnosiHeHUA. Bropas yacTb KapTOTEKM CNYKUT A1A NOMCKA UCMOJTHEHHbIX JOKYMEHTOB.

Mo mepe ncnonHeHusa gokymeHToB PKK ¢ HeobxoanumMbiMM OTMETKAMM NepeMeLLatoTcs U3 NepBom
YaCTU KapTOTEKM B COOTBETCTBYIOLLME pa3aesnbl U pybpuKmM BTOPONL;

143.4. B 3aBMCMMOCTM OT ObObEMA AOKYMEHTOOOOPOTA, CUCTEMbI PEFUCTPALUM U KOHTPONS
WUCNONIHEHNA OOKYMEHTOB, 33Jay MOUCKa MOXeT BeCcTucb eauHasa cnpasoyHaa WUMNC uam Heckonbko
camocToaTeslbHbIX. OTAesIbHble KapToTeku (6asbl AaHHbIX) GOPMUPYIOTCA Ha BXOAAWME LOKYMEHTI,
WHULMATUBHbIE UCXOAALLME [OKYMEHTbl, ObpalleHus rpaxgaH, B TOM 4ucie MWHAMBUAYANbHbIX
npeAnpuHUMATENEN, U IOPUANYECKUX KL, PN HONBLIOM KOIMYECTBE HOPMATMBHbIX NPaBOBbLIX AKTOB U
pacnopaguTenbHbIX [AOKYMEHTOB, WCNOMAb3yeMbIX B AeATe/IbHOCTM OpraHus3auum, Ha HUX MOryT
€03/aBaTbCA OTAENbHblE KOAMDUKALMOHHbIE KapToTeKn (6a3bl AaHHbIX).

(B pea. noctaHoBneHMA MuHiocTa oT 24.10.2011 N 235)

MepeyeHb HAMMEHOBAHWUM 633 AaHHbIX aHANOTMYEH NePEYHI0 HAMMEHOBAHUI KapTOTEK.

144. YueT o6bema goKymeHToobopoTa:

144.1. obbem [OKYMEHTOO6OPOTa - KOJIMYECTBO [OKYMEHTOB, MOJYYEHHbIX (BXoAaalwme) u
CO3AaHHbIX (BHYTPEHHWE, UCXOAALLME) OpraHU3aLMeit 3a onpeaeneHHbI Nnepuos BpemeHu;

144.2. nofcyeT KoAMYecTBa AOKYMEHTOB NPOM3BOAMTCA MO PErNCTPALMOHHBIM dopMam B MecTax
UX PErucTpauum.

3a eguHMLY y4eTa NPUHMMAETCA O4MH IK3eMNAAP AOKYMeEHTa 6e3 yuyeTa Konuii, co3gaBaemMblix Npu
neYyaTaHMM M PasMHOMKeEHUU. Kaxkablil AOKYMEHT yuyuTbIBAaETCA OAMH pas. [pUNoKeHUA K AOKYMEHTY
YYUTbIBAKOTCA BMECTE C HUM KaK OAMH OOKYMEHT.

OTAenbHO Y4YMUTbIBAKOTCA MOJIyYEHHble W CO3AaHHble OpraHu3auuMein AOKYMeHTbl, obpalleHus
rpaxgaH, B TOM YMcie UHAMBUAYANbHbIX NpeanpUHUMaTENel, N PUANYECKUX NULL.

(B pea. noctaHoBneHMA MuHiocTa oT 24.10.2011 N 235)

PasmHOXeHHble 3K3emMnaAapbl (KONMWKM)  yuYUTbIBAKOTCA OTAE/bHO NO KypHanam paboT B
MaLLUMHOMMUCHOM W KOMMPOBaibHO-MHOXUTE/IbHOM 6HOPO M (MIM) NO CNUCKAM PACCbIIKY;

144.3. B oOpraHM3auMM MOXKET NPOBOAMTBLCA MOAHbLIA W  BbIOGOPOYHbIA y4eT obbema
OOKyMeHToobopoTa (Mo BCe oOpraHMsauMuM, MO CTPYKTYPHbIM MoApashefieHuam, No  rpynnam
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JOKYMEHTOB 1 T.4.).

YyeT n aHann3 obvema AOKYMeHTO060pOoTa B OpraHM3aumm OCyLLEeCTBAAKTCA No4 PYKOBOACTBOM
cny6bl A0Y;

144.4. pe3ynbTaTbl y4dyeTa obbema [AoKymeHToobopoTa ob6obuwatotca cayxkbot A0OY wu
NnpeacTaBAAOTCA PYKOBOACTBY OpraHM3aumm gns BblpaboTKM mMep MO COBEPLUEHCTBOBaHMIO paboTbl C
OOKYMEHTamMu;

144.5. ceegeHna 06 obbeme AOKYMEHTOOOO0POTA MCMONL3YIOTCA AR YCTaHOB/IEHUA CTPYKTYPbI U
LWUTAaTHOM 4ncneHHOCTU cnyxbbl OOY, Bblbopa TexHosormuM paboTbl C AOKYMEHTAMW M CpPeacTs
aBTOMaTM3aUMM 4eN0NPOM3BOACTBA, ONPEeAENEHUA CTENEHM 3arpyKeHHOCTH cayKbbl OY 1 oTaenbHbIX
paboTHUKOB.

FMABA 9
KOHTPO/1b UCNONTHEHUA OKYMEHTOB U NOPYYEHWUA

145. 334341 KOHTPOAA UCNOSTHEHUA:

145.1. uenbto KOHTpONA ABNAETCA obecrneyeHne CBOEBPEMEHHOMO U KauyeCTBEHHOMO MCMOAHEHUSA
nopyyeHuin, 3adpUKCMpPOBAHHBIX B OKYMEHTaX;

145.2. KOHTPONIO nognexaTr BCe 3aperncTtpupoBaHHble AOKYMEHTbl: BXoAAaliue, ucxogdauine wm
BHYTPEHHME, KOTOpble MO CBOEMYy XapakTepy TpebytoT peweHusa (oTeBeTa). Ha KOHTposb MoryT 6biTb
NOCTaB/IeHbl TaK¥Xe YCTHble NopyYeHUA PyKOBOACTBA;

145.3. KOHTPO/Ib OCYLLECTBAAIOT PYKOBOAWUTE/Ib OpraHusauum, cayxba AOY M oTBETCTBEHHblE
NCMOJIHUTENN.

Ha KoHTponnpyembix LOKYMEHTax NPOCTABIAETCA OTMETKA O KOHTpOe.

146. CpOKM UCNONHEHUA AOKYMEHTOB:

146.1. CPpOKM UCNONHEHUA OOKYMEHTOB UCHUCAAIOTCA B KaJieHAAPHbIX AHAX C AaTbl NOANUCAHUA
(yTBEpPKAEHMA) AOKYMEHTa, a A4 MOCTYNUBLIMX - C AaTbl NMOCTYMN/AEHUA, €CN MHOE He YCTaHOBJEHO
aKTamu 3aKoHogaTesibcTBa Pecnybankm benapycs;

146.2. CPOKM UCMNOSIHEHMA AOKYMEHTOB MOTYT ObITb TUNOBLIMM UAW UHAUBUAYASIbHBIMM.

TunoBble CPOKM UCMOSTHEHWNA LOKYMEHTOB YCTAaHAB/IMBAKTCA HOPMATUBHbLIMM NPABOBbIMW aKTaMM1
Pecnybanku benapyce.

NHOouBMAyanbHble CPOKU UCMONHEHUA AOKYMEHTOB YKa3blBAlOTCA B TEKCTe OOKYMeHTa Uaun B
pesontounm pykoBoauTens;

146.3. [QOKYMeHT, ANA KOTOPOro TWUMOBOM WAW WHAMBUAYANIbHBLIA CPOK WCMOJIHEHUA He
YCTaHOB/MIEH, AOJ/IKEeH ObiTb WCMOAHEH B TeyeHue 15 AHel, eciM MHOE He YCTAHOBJ/IEHO aKTaMu
3aKoHoaaTenbcTBa Pecnybnvku benapyce;

146.4. ecnu KpaliHAA gaTa UCMONHEHWUA JOKYMEHTa (MOPyYeHUs) NpUxoamTca Ha Hepabounini AeHb,
OH [OJ/IKeH OblTb MCNOJHEH He no3gHee npeablaylero pabodero AHA. B cnyyae, Korga cpok
NCNONIHEHNS JOKYMEHTa OnpeaenneTca C Ucnosb3oBaHnem npegsaora "go" mam "K', ykasaHHas 3a HUM
[aTa ABNAETCA KpaliHel faToM UCNOIHEHNA AOKYMEHTa;

146.5. ponyckaeTcs W3MEHEHME CPOKOB MCMNOMHEHMSA [OKYMEHTOB (Mopy4veHwuit). U3meHeHue
CPOKa WCMNOJIHEHWS NPOM3BOAMTCA JIMLOM, YCTAaHOBMBLUMM ero. AprymeHTMpoOBaHHas npocbba
NCMNOJIHUTENS O NepeHoCce CPOKa HanpaBAseTca NUCbMeHHO (B dopme AOKNALHOM 3aMUCKK) UAK YCTHO
inuy, YCTaHOBUBLUEMY CPOK, HE MeHee YeM 3a 5 gHel A0 UCTEeYEHUA CPOKA UCMOJIHEHUS UK CPasy XKe
nocse nonyvyeHua 3agaHuA. M3meHeHWe [OOKYMEHTUPYEeTCA - MPOCTaBAAKTCA HOBbIM CPOK, AaTa
NM3MeHeHMA N noanncb. IameHeHMA BHOCATCA B perncTpaLmoHHble GopMbl.

147. WUcnonHeHve JOKYMeHTa (MopyyeHus) MOXKET BbiTb NOPYYEHO HECKObKMM UCMOAHUTENSIM.
UcnonHuTenb, YyKasaHHbIA NepBbIM, ABAAETCA OTBETCTBEHHbIM WCMOAHUTENEM W OTBeYaeT 3a
CBOEBpPEMEHHOEe W KayecTBeHHOe WCMNoAHeHue 33fdaHuAa B uenom. OTBETCTBEHHOMY WCNOJHUTENO
NpefoCTaBNAETCA NPaBO KOOPAMHWMPOBATb WM KOHTPO/IMPOBATb AEWCTBMA MCNOSHUTENEN: CO3blBaTb
coBelaHua, TpeboBaTb HEObX0AMMble MaTEPUabl, 4aBaTb NOPYYEHUA U 4.

148. OpraHu3auma KOHTPONA UCNONHEHMUA:

148.1. cuctema KOHTPONA UCNONIHEHMA BK/IIOYAET:

YYET KOHTPOJIMPYEMbIX [OKYMEHTOB (NOpyYeHWi) M UX CBOEBPEMEHHOE [J0BefeHue [0
UCNoNHUTeNen;



KOHTPO/Ib 33 CPOKaMM UCMONHEHUS;

NPOBEPKY M peryanpoBaHue Xxoaa UCNOAHEHMUA, CHATUE AOKYMEHTOB C KOHTPONS;

YUYeT 1 OTHETHOCTb O pe3ynbTaTax UCMONHEHUSA;

OLLEHKY COCTOAHMA UCMONHUTENBCKOM AUCLUNANHDI;

148.2. yyeT KOHTPO/IMPYEeMbIX AOKYMEHTOB (MOPYyYEHWUI) U KOHTPOJIb UCMOJIHEHMA CTPOATCS Ha
OCHOBE PerncTpaLmnOoHHbIX AaHHbIX, OTparkeHHbIX B PKK;

148.3. sk3emnnapbl PKK, 3anonHaemble npu perncrpaumu AOKYMEHTOB, MCMOANL3YIOTCA Npu
dopMUPOBAHUM KOHTPOIbHOM KapTOTEKN.

Ha oguH KOHTpoAMpyembld AOKYMEHT MOXKET ObITb 3an0/IHEHO Heckonbko PKK B cooTBeTcTBMMU C
YMCAOM  UCMOAHUTENEW, 33aZaHUIA  WAW  PA3AUYHBIMM  CPOKAMM  UCNOAHEHUA. [pu  HEeCKONbKUX
WCNONIHUTENAX, OAMH U3 KOTOPbIX Ha3HayvaeTca oTBeTcTBEHHbIM, PKK 3anonHsaeTca TonbKo ana nepesaym
WCNOJIHUTENI0, Ha3HAaYeHHOMY OTBETCTBEHHbIM.

YcTHOoe nopyyeHuve pyKOBOAMTENA, MOCTAaB/NIEHHOE Ha KOHTPO/b, Takke oukcupyetrca B PKK,
3aM0/HAEMOM B HEODXOAMMOM KONMYECTBE IK3EMNNAPOB;

148.4. oanH 3ksemnnsap PKK octaetca B cnyxbe KOHTPONA U MOMELLAETCA B KOHTPOJIbHYIO
KapTOTEKY, BTOPOW NepesaeTca UCNOSHUTENO BMECTE C LLOKYMEHTOM;

148.5. PKK rpynnupytoTcA B KOHTPOAbHbLIX KapTOTEKax NO pasaesniam, COOTBETCTBYHOWMM YUCNY
OHel Mecsiua, COrlAacHO YCTAHOB/IEHHbIM CPOKAM  WCMOJAHEHWA [OOKYMEHTOB (MOpyyeHuid), no
NUCXOAAWMM AOKYMEHTAM - COMIaCHO OXMaaeMbiM AaTam NoayYeHUA OTBETOB.

PKK c nepcnekTMBHbIMW W MPOCPOYEHHLIMW CPOKAaMWU WCMONHEHUA [OKYMEHTOB (MOpyveHwit)
rPYNNUPYIOTCA B CAMOCTOATE/IbHbIE Pa3gesibl KOHTPO/IbHOW KapTOTEKM.

B KOHTPO/IbHON KapToTeKe MOryT BbIAENATbCA AOMOJIHUTE/bHble pasfenbl U PybpuKkn ans
cuctematusaymm PKK no ncnonHutenam u rpynnam gOKYMEHTOB (NPuKasbl, peLueHus u ap.);

148.6. KapTOTeKa eXeAHEBHO MNPOCMATPUBAETCA  KOHTPOJIbHOM  cay»bol Cc  uenblo
MHPOPMUPOBAHUA PYKOBOOUTENS U UCNONHUTENEN O NPUBAUKEHUU (MCTEYEHMM) CPOKOB UCMOJIHEHUS
OOKyMeHTOB. [peaynpexaeHne WUCNOAHUTENEN OCYLWECTBAAETCA, KaK NpaBuno, 3a 2 - 3 gHA 4o
NCTeYEHMA YCTAaHOBNEHHOIO CPOKaQ;

148.7. LOKYMEHT (Nopy4YeHue) CHUMAETCA C KOHTPOAA NOCAe ero UCNONHEHUSA, MOATBEPIKAEHHOro
LOKYMEHTaNbHO.

CBNOETEeNbCTBOM  UCMOJIHEHUS  OOKYMeHTa  (nopydyeHus)  ABAseTca  MNOArOTOB/IEHHbIN
NCNOSIHUTENEM U NOAMUCAHHBIN PYKOBOAUTENEM WA UHBIM YNOJHOMOYEHHBIM JIMLLOM UCXOSAWMIA NN
BHYTPEHHUI [OOKYMEHT. B cnyyae OTCYTCTBMA [OOKYMEHTa, CBUAETENbCTBYHOLLEro 06 MCMOAHEHUM,
KpaTKkue ceegeHnn o6 ucnosHeHnmn pukcnpyrotes ncnonHutenem s PKK.

Ha ncnonHeHHoM gokymeHTe odpopmaseTca oTMETKa 06 MCNONHEHUM AOKYMEHTA U HanpaBAeHUM
ero B Aeno;

148.8. Kaptoyka ¢ uWHbOpMmauUMen, XxapaKTepu3ylolWelr UCMNONHEeHMe, npeacTaBaAeTcA
OTBETCTBEHHOMY 3a KOHTPOJIb AN MNPOBEPKM MUCMOMHEHUA W CHATUA [OKyMeHTa (nopydeHus) c
KOHTpONA.

Mpn HeKayecTBEHHOM WCMONHEHUW [OKYMEHT (MOpyYeHWEe) C KOHTPOASA He CHUMAEeTCa U
nepexoamT B pa3pag HEUCNOIHEHHbIX B CPOK;

148.9. vHbopmaumsa O pesynbTaTax WCMNOJMIHEHUS [OKYMEHTOB (MOpydYeHU) nepuoamnyecku
o606uaeTca n A0BOANTCA A0 CBEAEHMA PYKOBOACTBA;

148.10. KOHTpOAbHblE AEUCTBMA MOFYT OCYLLECTBAATbCA B KOHTPOJIbHbIX CAyXb6ax M B mecTax
perncTpauum AOKYMEHTOB C MCMNOJ/b30BaHMEM ABTOMATU3MPOBAHHbLIX CUCTEM AOKYMEHTALWOHHOIO
obecneyeHun ynpasneHua (ganee - ACAOY).

FMABA 10
COCTABJIEHUE HOMEHKNATYPbI AEN

149. YcTaHaBAMBAKOTCA TPU BMAA HOMEHKAATYPbI AeN: TUNOBas, NPMMEPHasa U HOMEHKAaTypa Aen
opraHusaumu.

150. Tunosas W NpPMMeEpPHas HOMEHKNATypbl Oen - 3TO CUCTEMATU3MPOBAHHblE MNepPeYHU
YHUOULMPOBAHHbIX 3aro/I0BKOB A€/, 3aBOAUMbIX B Ae/0Npon3BOACTBE OpraHM3aLuii ¢ 04HOPOAHbBIM
XapaKTepOM AeATEeNbHOCTU U COCTaBOM AOKYMEHTOB.



TunoBaa HOMEHK/aTypa YCTaHaB/AMBAET TUNOBOW COCTaB Aen C eANHON CUCTEMOM MHAEKCALUU U
YHUPULMPOBAHHBIMW 3aro/I0BKAMW A1 OAHOPOAHbIX MO XapaKTepy AeATe/NIbHOCTU OpraHusauunii u
HOCUT 06A3aTeNbHbIN XapaKTep.

MpumepHaa HOMEHKNaTypa JAen YCTaHaBAMBAEeT NPUMEpPHble COCTaB W WHAEKCbl Aen Ana
OpraHu3aLnin, 0A4HOPOAHbIX MO XapaKTepy AEATENbHOCTU, U HOCUT PEKOMEHAATENbHbIN XapaKTep.

HomeHknaTypa Aen opraHuM3auum - 3TO CUCTEMATU3MPOBAHHbIN NepeyeHb 3aro/fI0OBKOB Aen,
3aBOAMMbIX B OpraHW3auuun B AeN0Npon3BoACTBEHHOM (KaneHZapHOM) roay, C yKasaHMeM CPOKOB WX
XpaHeHUs, 0boOpMAEHHDIN B YCTaHOBAEHHOM NopsaKe.

B penonpousBoacTBE HOMEHKAATypa JAen OpraHusaumm  UCNosb3yeTca ANA  TPYynnUpoBKU
WCMOJIHEHHbIX AOKYMEHTOB B Ae/1a, CUCTEMATU3ALLUM, MHAEKCALMN U yYeTa Aes, onpeneneHna CPoKOB
MX XpaHeHusi. HomeHKnaTypa Agen sBNSETCA OCHOBOW AN COCTaB/JIEHWUA OMWUCelN Aen MOCTOSIHHOMo M
BpemeHHoro (cebiwe 10 neT) XpaHeHUA, a TaKKe aKTOB O BblAENEHUM K YHUUTOXKEHUIO OOKYMEHTOB U
OEN, He nognexalmx XxpaHeHuo.

B apxuBe opraHM3aunm HOMEHKAATypa AeN UCNoJb3yeTca Aa yyeTa aen BpemeHHoro (go 10 net
BK/IIOYUTEIbHO) XPaHEHMUS.

151. TunoBble M NpPUMEPHbIE HOMEHKAATypbl Aen paspabaTbiBatotcs cnykbammu LOY opraHos
ynpaBneHus (BbIWECTOAWMX OpraHM3aumii), noaBeAOMCTBEHHAsi CeTb KOTOPbIX BK/AOYaeT pajg,
OAHOPOAHbIX OpraHM3aLnit.

TunoBble U NPUMEpPHble HOMEHKNATypbl Aes, pa3pabaTbiBaemble pecnybanKaHCKMMUKM opraHamm
rocyAapCTBEHHOrO  YNpPaBAEHMA, WHbIMW  TOCYAAPCTBEHHLIMM  OPraHU3auMAMKM, MNOAYMHEHHbIMU
MpasutenbcTsy Pecnybankn benapycb, yTBEPKAAOTCA UX PYKOBOAUTENAMM MOC/E cornacoBaHua ¢ LIIK
COOTBETCTBYIOLWLErO  OpraHa  ynpaBfeHus  (opraHusaumm) U pecnyb/MKaHCKMM  OpraHom
rocyfapcTBEHHOrO yrpasneHusa B chepe apxXMBHOTO Aena 1 4enonpon3BoaCTBa.

(8 pea. noctaHoBAeHMA MuHiocTa oT 27.01.2012 N 18)

TunoBble M NpUMepPHblE HOMEHKAATYPbI e, pa3pabaTbiBaeMble OPraHM3aUNAMM, ABAAIOLLMMUCA
WUCTOYHUKAMUM KOMIMJIEKTOBAHUA FOCYAapPCTBEHHbIX aPXMBOB, YTBEPKAAIOTCA UX PYKOBOAUTENAMMU NOC/Ne
cornacosaHmsa ¢ L|IK aTux opraHM3aumii 1 COOTBETCTBYIOLLMMM FrOCYAaPCTBEHHBIMM apXMBAMMU.

TunoBble W MNPUMEpPHble HOMEHKANATypbl Aen, pa3pabaTbiBaemble WHbIMKM  OPraHU3aLMAMM,
YTBEPXKAATCA UX PYKOBOAUTENAMM Nocae coriacoBaHuns ¢ LUK atnx opraHusaymi.

152. HomeHKnaTypa [Aen CcocTaBfseTcA B Kaxaon opraHumsaumu. HomeHKnatypbl gen
COCTaBNAIOTCA Ha Jena Bcel opraHuM3auuu (ganee - cBoAHasA HOMEHKAaTypa Aen) M Kaxaoro
CTPYKTYPHOro noapasaenieHus.

153. CBoaHaA HOMEHKNaTypa Aen cocTasBnseTca cayxkbo AOY Ha ocHOBe HOMEHKNatTyp Aen
CTPYKTYPHbIX nogpasaeneHunii no Gopme cornacHo npuaoxkerHuto 10.

CBoaHas HOMEHK/aTypa Aen COCTaBASAETCA eXKeroAHo, NnoAnucbiBaeTcs PYKOBOAUTENEM CNYKObI
O0Y (nuuom, oTtBeTcTBeHHbIM 3a [QY), cornacoBbliBaeTcs C 3aBeAYHOLMM apXWMBOM OpraHM3auuu
(nMMuUOM, OTBETCTBEHHbIM 3a apXMB), 3KCNepTHOW Komuccuen (panee - IK) mam LK opraHusaumm u
YTBEPXKAAETCA PyKOBOAUTENEM OpPraHM3aumnmn 4o 1 sHBaps roaa, Ha KOTOPbIN CoCTaB/eHa.

154. CBogHaA HOMeHKANaTypa AeN NOANEXKMUT COCTaBAEHMIO Ha TEKYLWMM rod Npu co3gaHnn HOBOM
OpraHM3aLnK, a TaKKe NepecocTaB/IEHNIO NPU PeopraHM3aLmm, NoBAEKLWEN 3HAUNTEIbHbIE U3SMEHEHUSA
B CTPYKTYpE OpraHM3aumu.

155. CBogHble HOMEHKAATypbl Aen opraHu3auui, ABAAIOWMXCA UCTOYHUKAMMU KOMMIEKTOBAHMUSA
roCcyapCTBEHHbIX apPXMBOB, COI1ACOBbLIBAOTCA C COOTBETCTBYIOLMMM FOCYAAPCTBEHHBIMU apPXUBAMK U
CTPYKTYPHbIMK nogpasfeneHnamMn Mo apxuBam W Aenonpomssoactsy o6sacTHbix  (MuHCKoro
ropoACKOro) UCNOIHUTENbHbIX KOMUTETOB OAMH pa3 B NATb J1IET UKW NOC/E 3HAYUTENbHBIX USMEHEHUN B
CTPYKTYypE OpraHM3auMm He3aBUCMMO OT CPOKa Npeablayliero cornacoBaHuAa. BrnwoueHve gen c
OOKYMEHTaMWN B 3/IEeKTPOHHOM BMAE, MHPOPMALIMOHHBbIMU Pecypcamu B CBOAHYIO HOMEHKNATypy Aen
OCYLLECTBNSETCA MO COrM/IAaCOBaHUIO C TOCYAApPCTBEHHbIM yuypexgeHuem "Benopycckmii  HayyHo-
nccnefoBaTeIbCKUM LLEHTP 3/1eKTPOHHOM JOKYMeHTaumn'".

(B pea. noctaHoBAeHMI A MuHiocTa oT 27.01.2012 N 18, o1 10.12.2014 N 240)

CBOAHble HOMEHKNATYpbl A€N WHbIX OpraHM3auumit cornacosbiBatoTca ¢ LK BbiwecToAWwmMX
opraHM3auui oAMH pas B MNATb NeT UAW Noc/ae 3HAYUTENbHbIX U3MEHEHUI B CTPYKTYpe opraHusauum
HE3aBMCMMO OT CPOKa NpeablayLLEro COr1acoBaHUA.

156. CBogHble HOMEHKANATypbl AeN OpraHu3auuii, ABASIOWMXCA UCTOYHMKAMW KOMMJIEKTOBAHUA
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rocyapCTBEHHbIX apXMBOB WAU MMEIOWMX BbILIECTOALLYIO OpPraHM3auMio, COCTaBAAKOTCA B Tpex
aKk3emnasapax. CBoAHble HOMEHKNATYPbI AeN UHbIX OPraHM3auMIiA COCTABAAIOTCA B ABYX 3K3eMNAApaXx.

MepBblii 3K3EMNAAP HOMEHKAATYPbl AN XpaHuTca B cayxbe AOY (y /fvua, OTBETCTBEHHOrO 3a
[O0Y), BTOpoli nepenaeTca B apxXvMB OPraHM3aLMM B KayecTBe YYETHOro AOKYMeHTa, TpeTuih - B
rOCYZapCTBEHHbIA apXMB, NCTOYHUKOM KOMMNAEKTOBAHWA KOTOPOro ABASETCA opraHusauma, uam B LOK
BbILUECTOALLEA OpraHu3auumM pAas COrnacoBaHWA B COOTBETCTBMM C TpeboBaHMAMWU nyHKTa 155
HacToawen UHCTpYKUmK.

157. Nocne yTBEPKAEHUA CBOAHON HOMEHKNATYPbI A€M U3 HEE AeNatoTCA BbIMMCKU NO pasgenam.
3aBepeHHble B YCTAaHOBJIEHHOM MOpPAZKE BbIMMCKU MepesaloTca B CTPYKTYpHble noapasgeneHus
OpraHusaumMm AnAa Ucnosb3oBaHMA Npu GOPMMPOBAHUU U yYeTE AN, 3aBOAUMbIX B 3TUX CTPYKTYPHbIX
noapasgeneHusx.

158. HomeHKnaTypbl Aen CTPYKTYpPHbIX MOAPasAeNeHuin cocTaBaatoTca no ¢Gopme CornacHo
npunoxeHuto 11.

HomeHKnaTypa Aen CTPYKTYpHOro mnojpasaeneHua COrnacoBbiBaeTcA 3aBeylowmMm apXMBOM
opraHusaumMm (AMUOM, OTBETCTBEHHbIM 3a apxms), K 3Toro noapaspeneHus (Npu ee HanMumm) U
noAnucbiBaeTca pykosoauTenem noapasgeneHus.

159. Mpn HannMumMmM B OpraHM3aunmM obLLECTBEHHON OpraHM3aumMm (NpodeccMoHanbHOro Cor3a M
Op.) ee HOMeHKnaTypa QAen cocTasasetca Mo ¢opme, YCTAaHOBAEHHOM A/1A HOMEHKNATYp Aen
CTPYKTYPHbIX nogpasseneHuin. [JOKyMeHTbl 0OLEeCTBEHHOM OpraHM3aLMy BK/KOYAIOTCA B CBOAHYHO
HOMEHKNaTypy AeN CaMOCTOATEIbHbIM pPa3ae/iom.

160. Mpu cocTaBneHUU HOMEHKAATYpbl AeNl UCNO/b3YIOTCA YCTaB opraHM3aummn (NonokeHue o
Hel), NOJIOXKEHNA O CTPYKTYPHbIX NoApasAeneHusax, WTaTHoe pacnucaHune, NaHbl U OTYeTbl 0 paboTe
OpraHusaLmMm M CTPYKTYPHbIX NOAPas3LeneHnin, OOMKHOCTHblIe MHCTPYKLMU PabOTHWMKAM, TUMOBbIE U
NPMMEpPHbIE HOMEHKAATypbl Aen, HOMEHKAATypbl Aen 3a npeablayliuve rofbl, PerucTpauuoHHble
$opmMbl, CNpaBoYHbIe KapTOTEKM, MepeyHU LOKYMEHTOB C YKasaHMEM CPOKOB XpaHeHuA. M3yyatotcs
COCTaB, KONMYECTBO WU COAEpPrKaHME AOKYMEHTOB W Aes, obpasylowmxca B npouecce AesTeNbHOCTU
opraHusauuu.

161. B HOMeHKNaTypy Aen BKAYaTCA Aena (A0KYMEHTbI) MOCTOAHHOrO, BpemeHHoro (csbile 10
net) n BpemeHHoro (4o 10 neT BKAOUYUTENbHO) XpaHeHUsA, B TOM 4YMUC/ie YY4eTHO-PerMcTpaLMoHHbIe
dopMbl (KypHabl, KHUTK) U CMIPAaBOYHbIE KaPTOTEKMN.

B HOMeHKNaTypy AeN TaK¥Ke BKAYaoTCcA AOKYMEHTbI, 06pasytowmeca B 4eATeNbHOCTM BPEMEHHO
OEVCTBYIOLLMX KONNErMaIbHbIX OPraHoB (KOMMUCCUI, COBETOB M T.M.) M O6LLLECTBEHHbIX OpPraHU3aLmiA.

B HOMEHKNaTypy Aen He BKAOYaloTCA HauMOHanbHbIM peecTp NpaBoBbIX aKToB Pecnybanku
benapycb u apyrve cOOpPHMKM HOPMATMBHbLIX MPaBOBbIX AKTOB, Me4YyaTHble WM3gaHuA (bpoLwopsl,
CNPaBOYHMKKN, UHOOPMALMOHHbIE NUCTKK, BtonneTeHn, pedepaTUBHbIE KYPHAbl U T.4.), YKasaTenm u
Apyrne BcnomoraTesibHble AOKYMEHTbI.

162. CBoAHasa HOMEHKIATypa AN COCTABAAETCA, KaK NPaBMIOo, NO CTPYKTYPHOMY (B COOTBETCTBUM
C YTBEPXKAEHHOM M OTPAXKEHHOM B LUTAaTHOM PacnmncaHmMm CTPYKTYPOMN OpraHnsaummn) Uam no CTpyKTypHo-
bOYHKUMOHANbHOMY MNPUHUMNY (B COOTBETCTBMM CO LWITAaTHbIM PacnMCaHUEM, YNpaB/ieHYEeCKUMU
OYHKUMAMM M HanpaBAeHUAMU [eATeNbHOCTM OpraHusaumm). B 6ecCTpyKTYpHbIX OpraHM3aumax
HOMEeHKNaTypa [Jen cocTaBadeTca No  QyHKUMOHANAbHOMY NpUHUMNY (B COOTBETCTBUM C
ynpaBaeHYeckMmmn GyHKLUUAMM U HanpaBAeHUAMM AeATeNbHOCTU OpraHu3aumnn).

163. CTpPYKTYpHbIMW 3/1eMeHTaMW HOMEHKNATypbl Aen ABNAKTCA pasaesnbl, KoTopble MOryT
AeNnnTbCA Ha nogpasaenb.

HesaBncMMo OT npuHLUMNA NOCTPOEHUS HOMEHKAATYpbl AN U YTBEPXKAEHHOW CTPYKTYpbI
opraHu3aumu B NepBblli pasgen BKAYatoTca aena cnyxbol JOVY.

HaumeHOBaHMA BpemMeHHO [eNCTBYHOLWMX KOMANETrMaNbHbIX OpPraHoB U 0OLLEeCTBEHHbIX
opraHu3aumMii B MNOpAAKE 3HAYMMOCTM YKA3bIBAOTCA B KOHLE HOMEHKAATypbl Aen B KayecTse
CaMOCTOATE/IbHbIX Pa3aenos.

164. CBogHaa HOMeHKAaTypa Aen opopmaseTcs Ha obuiem 6iaHKe OpraHM3auMmM UaM YUCTOM
nncte bymarn popmata A4.

165. I'padbl HOMEHKNATYPbI AeN 3aMOHAKTCA B COOTBETCTBMM C YCTAHOBAEHHOM popMoOin:

165.1. B rpade 1 HOMeHKNaTypbl Aen YyKasbiBatoTcA WMHAEKCbl aen. NHAeKc aena cocTtouT wm3
ycnoBHOro o6o3HaveHus (MHAEeKca) pasgena (noapasaena) HOMeHKAATYpPbl 4eN U NOPALKOBOro Homepa



Aena B npeaenax AaHHoro pasaena (noapasaena).

Hanpumep:
1-1,1-2; 2-1,2-2,2-3

Mpn HeOBXOAMMOCTM COCTABHbIE YacTU MHAEKCA MOTYT AONOAHATLCA Lmdpoit "0".

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

B CBOAHOVI HOMEHKNaType Aen ogHOpOoAHbIM AenamM, BKAKYEHHbIM B pPa3/iMyHbIE pasgesbl
(no,u,pasp,enbl), npnucBanBaloTCA OANHAKOBbIE 3aro/J10BKU.

Hanpumep:
MpWKa3bl MMHUCTPA NO OCHOBHOM AeATeNbHOCTU. Konum

Lena, B KOTOpble rpynnupytoTca AOKYMEHTbl MO BOMPOCaMm, paspellaembiM B TedeHue ABYX U
b6onee net (nepexodAwme Aena), BKAOYAIOTCA B HOMEHKNATYpPY AeN cneaylowero roga nog Tem ke
MHAEKCOM.

B KoHUe KarKaoro pasgena (noapasgena) HOMEHKNATypbl AeN NpeaycMaTpUBaloTCAa pes3epBHbIe
MHAEKCbI ANA He3anNaHUPOBaHHbIX AeN, 3aBOAMMBbIX B TeYeHUe roaa;

165.2. B rpade 2 HOMEHKNATypbl Aen YKasblBalOTCA Ha3BaHWA pas3genos (noapasnenos) wu
3aro/I0BKu gen.

3aronoBOK Aena [O0/KEeH COOTBETCTBOBATb COAEPXaHMIO M COCTaBy BK/AKOYAEMbIX B Hero
OOKYMEHTOB, ObITb KPAaTKUM, KOHKPETHbIM W AOCTYMNHbLIM A5 BOCMPUATUA.

B coctaB 3aronoBKa BK/OYAIOTCA YKasaHWe poaa 3aBOAMMOro Aena (4OKYMeHTbl, Mepernucka,
OEN0) UM PasHOBUAHOCTU AOKYMEHTOB (NPUKa3bl, MPOTOKO/IbI, MAaHbl, OTYETbI, aKTbl U AP.) U Ha3BaHMWe
TemMbl (comeprKaHune) aena.

B 3aro/s10BKM onpeseneHHbIX KaTeropui Aen 4ONOAHUTENbHO BKAOYAOTCA:

yKasaHuMe aBTopa [JAOKYMEHTOB (MoJIHOe, COKpalleHHOe WAM BWUAOBOE HaMMeHOoBaHWe
OpraHusaLmm, CTPYKTYPHOro noapasaeeHuns Uam 4oKHOCTHOMO iMua);

Hanpumep:
MpuKasbl AMpeKTopa NpeanpuATUA MO OCHOBHOM AeATENIbHOCTU

YKa3aHue agpecata nam KoppecnoHaeHTa A4OKYMEHTOB,

Hanpumep:
Mepenncka ¢ MuHUCTepcTBOM tocTUUMKM Pecnybankn Benapycb 0 npoBeAeHUMM tOpUANYECKOM
3KCnepTU3bl HOPMATUBHbIX NPABOBbIX aKTOB Pecnybankun Benapyco

reorpapuyecKkoe HasBaHME HaCeNeHHOro MNyHKTa WAW TeppuTOpMM, C KOTOPOK CBA3aHO
cofepiKaHne JOKYMEHTOB Aena;

Hanpumep:
OTyeTbl cpegHUX WKon bopucosckoro, [3epxunHckoro n Kpynckoro palioHoB MUHCKoW obnactu
06 yyebHo-BOCNMTaTEIbHOM paboTe

AaTbl (neproa), K KOTOPbIM OTHOCUTCA COAEPKAHNE AOKYMEHTOB 4eNa;
Hanpumep:

OT4eTbl rocyapcTBEHHbIX apXMBOB O KOMMNEKTOBAaHUN JOKYMEHTaMW INYHOTO MNPOUCXOMKAEHNA B
2001 - 2006 rr.



YKa3aHue Ha KOMUIMHOCTb AOOKYMEHTOB, BK/Z1IKOYEHHbIX B AeN0.

Hanpumep:
MpuKasbl AMpPEKTOPA NPeanpuATUA NO OCHOBHOMN aeaTenbHocTU. Konum

TepmuH "[lokymeHTbl" MCNONb3yeTCA B 3aro/1I0BKE:

npu rpynnuMpoBKe B AEN0 Pa3/INYHbIX BUAOB AOKYMEHTOB MO OAHOMY BOMPOCY, HE CBA3AHHbIX
nocneaoBaTeNIbHOCTbIO Ae/I0NPOn3BOACTBA. B KOHLe 3arosioBKa B CKOOKax yKasblBaloTcA ABa-Tpu
OCHOBHbIX BUAA AOKYMEHTOB, BKJIOYEHHbIX B AEN0;

Hanpumep:
JOKYMeHTbI O CTPOUTENLCTBE CMOPTUBHOTO KOMMNaeKca (PUHAHCOBBIM OTYET, CMETbI, CNPABKU U
Ap.)

npu obbeguHEHUN B OAHOM Aefie LOKYMEHTOB-MPUIONKEHUIA K KaKOMy-IMB0 OOKYMEHTY WAn
rpynne gOKyMeHTOB.

Hanpumep:
JOKyMeHTbI K NPOTOKO/1IaM 3aceaHunii Koaiermm MuHuctepcraa 3a 2007 rog,

Tepmnu "[Oeno" wucnonb3yetca B 3aronoBke MNpu 06beguMHEHUM B Aesie Pas/IMYHbIX BUAOB
OOKYMEHTOB MO 04HOMY BOMPOCY, CBA3aHHbIX MOC/IEA0BaTeIbHOCTbIO €70 PeLeHMS.

Hanpumep:
[eno o paccmoTpeHuun Kanobbl MBaHoBa U.U.

TepmuH "Oeno" ynotpebnaerca B Ha3BaHUAX JINYHbIX, CyAeOHbIX, apOUTpaXKHbIX Aen.

B 3arosioBKax Aen C NepenucKkoi YKasblBalOTCA KOPPECNOHAEHT WAN KOPPECNOHAEHTbI, ecu
nepenuncka BedeTca C OAHWMM, ABYMA WM Tpemsa KOPPecnoHAeHTamu, U coaeprkaHue Bormpoca, no
KOTOpPOMY BeZeTcs nepenuncka.

Hanpumep:
Mepenncka ¢  MUWHUCTEPCTBOM  34PABOOXPAHEHMA,  TOCYAAPCTBEHHbIM  NpeanpuaTUEM
"Bendapmauma” o NoctaBKe SIeKAapPCTBEHHbIX NPenapaTos

Ecan nepenncka Begetca ¢ 6osee yem Tpema OAHOPOAHbLIMU KOPPecnoHAeHTaMW, OHWU MOTyT
6bITb Ha3BaHbl B 3aro/ioBKe 06061LEeHHO.

Hanpumep:
Mepenncka ¢ UCNOAHUTENbHBbIMW KOMUTETAMKN obnacTel n r. MUHCKa 0 pacnpeaeneHnmn Monoabix
cneumanncTos

Ecnun nepenucka Begetca ¢ bonee yem Tpems PasHOPOLHbIMM KOPPECNOHAEHTAMMU, UX HA3BaHWA B
3aro/I0BKe, Kak NpaBuo, He YKa3blBaloTCA.

Hanpumep:
Mepenucka o 3akNYEHMM JOTOBOPOB HA MOCTAaBKY MaTepManoB U KOMMIEKTYHOLWMX

B 3arosioBKax, cogeprKallMx MAaHOBYHD MM OTYETHYIO AOKYMEHTALMIO, YKasblBalOTCA UUCAO,
MecAL, KBapTas, rod, Ha (3a) KoTopblii COCTaB/EeHbl AOKYMEHTbI.

Hanpumep:
MnaHbl paboTbl CTPYKTYPHbIX NoApasaeneHuii npeanpuatma Ha IV ks. 2007 r.
KBapTanbHble OTYETbI 0 paboTe CTPYKTYPHbIX NoapasgeneHuii npeanpuatus 3a 2007 rog,



He ponyckaeTca Mcnonb3oBaTb B Ka4ecTBe 3aro/I0BKOB GOPMYIMPOBKU, HE OTPArKAKOLLME COCTaB U
cofepXaHne AOKYMEHTOB, BK/KOYeHHbIXx B aeno ("Matepuanst”, "[JOKymeHTanbHble maTtepuanbl”,
"PasHble AoKymeHTbl", "®OuHaHcoBble AoKymeHTbl", "Obuwana nepenucka" u T.n.), U onpeaeneHus, B
KOTOPbIX BUA AOKYMEHTa 3ameHeH aelicteuem ("UccneposaHue ...", "PaccmoTtperue ...", "ObecneyeHue
Ltutaa).

B npouecce popmnpoBaHUA Aen 3arosI0OBKN MOTYT YTOYHATLCA.

3arosioBKM B pasgenax (nogpasgenax) HOMEHKNATYpbl AN CUCTEMATU3IMPYIOTCA MO rpynnam B
3aBMCMMOCTM OT 3HAYMMOCTM M B3aMMOCBA3M AEN B CIEAYIOLEM NOPALKe:

HOPMaTMBHbIE NpPaBoOBble aKkTbl Pecnybanku benapycb (aekpetbl, yKasbl NpesnaeHTa Pecnybamku
Benapycb, 3aKoHbI Pecnybankm benapycb, noctaHoBneHns Coseta MuHucTtpos Pecnyb6amnkm benapychb u

ap.);

yypeanTenbHble AOKYMEHTbl OpraHM3aumm (ycTasbl, NONOMKEHUSA, CBUAETENbCTBA O PErncTpaLumn 1
Ap.);

pacnopagauTenbHble U MeToaMYeckue AOKYMEHTb! BbILLECTOALLMX OpraHM3aunii (noctaHoBAEHMS,
NpuKasbl, yKasaHua n ap.);

pacnopaauTenbHble 4OKYMEHTbI OpraHu3aluum (NpuKasbl, pacnopaxeHua u ap.);

OpraHM3aUMOHHbIe OKYMEHTbI (LUTAaTHbIE pacnmcaHuA, NONOMKEHWUA, MHCTPYKLUUK, NpasBuaa u ap.);

NPOTOKO/bl;

naaHbl;

OTYeTbl;

[0roBOpbI;

CnpaBoYHO-MHPOPMaLMOHHbIE AOKYMEHTbI (aKTbl, CPaBKKU, MHPOPMaLMK, CBOAKM U Ap.);

nepenuncka;

YYETHO-perncTpaymoHHbie Gopmbl.

MopagoK cucTemaTM3aLMmM MHbIX 3ar0/I0BKOB €N OnpeaenaeTca COCTaBUTEIeM HOMEHKNATYPbI.

CuctemaTvsauma 3aro/IoBKOB Ae/l BHYTPM KaxKAOW Tpynnbl onpeaensercs B COOTBETCTBUMM CO
3HAYMMOCTbIO OOKYMEHTOB M CPOKaMM WX XPaHEeHWA: MNPWKasbl MO OCHOBHOW [AeATeNbHOCTU
pacrnonaratoTca nepeg nNpWKasamyM Mo JIMYHOMY COCTaBy, roAoBble MJaHbl UM OTYeTbl - Nepep,
KBapTa/ibHbIMU U MECAYHbIMM, MEepPenmcka C BbILLECTOALMMM OpraHU3auusamu - nepes nepenuckon c
WMHbIMUW OPraHn3auusamm n T.4.

CucremaTm3auma 3aro/IOBKOB OAHOPOAHbIX Ae/, COAepMKalUMX HaMMEeHOBaHNA KOPPeCnoHAeHTOB
UAN reorpaduyeckmne Ha3BaHMA, ocyLLecTeafeTca no andasuty;

165.3. rpada 3 HOMeHKANaTypbl AeN 3an0/HAETCA B KOHLE AenonpousBoACcTBEHHOro roaa. B Helt
yKa3blBaeTCA KO/NMYecTBO Aen (TOMOB, YacTeil), 3aBeleHHbIX B OpraHusauMuM B TedeHue roga nog
COOTBETCTBYHOLLMM 3ar0/I0BKOM;

165.4. B rpade 4 yKasbiBalOTCA CPOKM XpPaHEHUA aen, HoMepa MYHKTOB M (MauM) cTaTeit cornacHo
HOPMaTUBHbIM NPaBOBbIM aKTaM Pecnybanku benapycb, 0KasbHbIM HOPMATUBHbIM MPaBOBbLIM aKTam,
YyCTaHaBAMBAOWMM MepeyHn TUMNOBbLIX AOKYMeHTOB HauuoHanbHOro apxvmsHoro ¢oHaa Pecnybauku
benapycb, 06pasyoLmMXca B npoLecce AeATeNbHOCTM rOCYAapCTBEHHbIX OPraHOB, MHbIX OpraHU3aumii u
WMHAMBUAYANbHBIX NpeanpuUHMMaTENeid, C yKa3aHMEM CPOKOB XpaHeHua (Janee - nepeyeHb TUMOBbLIX
OOKYMEHTOB C YKa3aHWEM CPOKOB XpaHeHua) 1 (Uan) nepedyHn AOKYMeHTOB HauMoHaNbHOro apXMBHOTO
¢doHaa, obpasyowmxca B npouecce AeATeNbHOCTU roCyAapCTBEHHbIX OPraHoOB, MHbIX OpraHu3auui u
NoAYMHEHHbIX UM (BXOAALLMX B COCTaB, CUCTEMY) OPraHOB, OpraHn3aLMii, C yKazaHMEM CPOKOB XpPaHeHUs
(manee - BeAOMCTBEHHbIN NepeYyeHb AOKYMEHTOB C YKa3aHMEM CPOKOB XPaHEHMSA), a TaKKe MepeyHu
OOKYMeEHTOB HauMoHanbHOro apxuBHoro @¢oHaa, obpasylolmxca B npouecce AeATeNbHOCTU
HerocyapcTBeHHbIX OpraHu3auuii U NoAYMHEHHbIX UM (BXOAALWMX B COCTaB, CUCTEMY) OpraHM3aLumid, C
yKa3aHMeM CPOKOB XpaHeHMs.

CpoKM XpaHeHUs [AOKYMEHTOB, He OTPaXXeHHbIX B MepeyHsX AOKYMEHTOB C yKa3aHMEeM CPOKOB
XpaHeHMs, yKasaHHbIX B 4acTVU NepBOi HaCTOALLEro nNoAnyHKTa, onpeaenstorca LIK (3K) opraHmsaumii
Mo COrnacoBaHMIO C OpraHaMy apXMBHOMO Aena U AeNonpPou3BOACTBa W rOCYAapCTBEHHBIMU apXMBamm
(ana opraHM3aumin, ABNAIOLWLMXCA MCTOYHUKAMMN KOMMNIEKTOBAHWUA rOCyAapCcTBEHHbIX apxnsos) nan LI3K
BbILLECTOALLMX OPraHU3aLmMii (409 MHbIX OpraHM3aumii);

(nn. 165.4 B pea. noctaHoBAeHMA MuHiocTa oT 27.01.2012 N 18)
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165.5. B rpade 5 "[MprmevaHue" NnpocTaBaAOTCA OTMETKN O Nepexoanalmx agenax, o He3aBeAeHUmn
Aen, o nepeaave Aen B APYryto OpraHM3aumio AW CTPYKTYpHOe noapasfeneHue Aaa npoaoKeHus, o
BblAENEHUN [N K YHUUTOXKEHUIO, 06 yTpaTe Aen, o Anuax, oTBETCTBEHHbIX 32 popmunpoBaHUe aen, o
nepegaye B apxuB opraHusaumMm gen BpemeHHoro (4o 10 neT) xpaHeHusa, O AaTax M MHAEKCcax
npotokonos 3acegaHuii LK (9K) opraHusaumm, B COOTBETCTBUM C KOTOPbIMW YCTaHOBJIEHbI CPOKM
XPaHEHUA [AOKYMEHTOB, HE OTPA’KEHHbIX B MEPEYHAX TUMOBbIX AOKYMEHTOB C YyKa3aHWEM CPOKOB
XpaHeHUs U (UAn) BeAOMCTBEHHbIX NEpeyvHsAX AOKYMEHTOB C YKa3aHMEeM CPOKOB XPaHEeHWs, a TaKXke
nepeyvyHsax AOKYMeHTOB HauuoHanbHOro apxuBHoro ¢oHAa, obpasyrowmxcs B npouecce AeATeNbHOCTU
HerocyapcTBeHHbIX OpraHn3aLuii U NoAYMHEHHbIX UM (BXOAALMX B COCTaB, CUCTEMY) OpraHM3aLmid, C
YKa3aHMEeM CPOKOB XPaHEeHWs, O Ha/IMuuMK LOKYMEHTOB B 3/1eKTPOHHOM Buae (34), HdopMaLMOHHbIX
pecypcos (UP), rubpugHbix aenax (F'4) v ap.

(B pea. noctaHoBAeHMIM MuHtocTa o1 27.01.2012 N 18, o1 10.12.2014 N 240)

166. B KOHUe cBOAHOW HOMEHKANATYpbI Aen nepes pekeusuTom "Mognuck” yKasbiBatoTcsa Ha3BaHMA
HOPMAaTUBHbIX NMPaBOBbIX aKTOB, MCMOJIb30BAHHbIX NPU ONpPeaeNeHUN CPOKOB XpaHeHUA aen.

167. No oKoOHYaHUKN AeNoNpPON3BOACTBEHHOrO roga cnyxoboi OY opraHMsaLmMm B KOHLE CBOAHOM
HOMEHKNATYpPbl AN COCTaB/AAETCS UTOroBas 3arnucb O KaTeropuax M KoAM4YecTBe 3aBeAeHHbIX Aen no
dopme cornacHo npunoxkeHuto 12. WUToroBble 3anuMcuM K HOMEHKAATypam [AeN  CTPYKTYPHbIX
noapasgeneHnin (06LWEeCTBEHHOM OpraHM3auMm) COCTaBAAKTCA MO 3TOM e dopme M NoAnucbiBatoTca
PYKOBOAUTENAMM 3TUX NoapasaeneHnin (0bLecTBeHHOM opraHnsaLumm).

FNABA 11
®OPMWPOBAHUE AEN

168. ®dopmupoBaHue gen - rpynnnMpoBKa UCMOJIHEHHbIX OOKYMEHTOB B Aesa B COOTBETCTBMU C
HOMEHKNATYPOI AeN U CUCTEMATU3ALLUA LOKYMEHTOB BHYTPU AEN.

(B pea,. noctaHoBneHMA MuHiocTa o1 10.12.2014 N 240)

JOKyMeHTbl rpynnupyoTca B Aena paboTHMKAmMM, OTBETCTBEHHbIMW 33 AEN0NpPOM3BOACTBO B
CTPYKTYPHbIX noapasgeneHusax. KoHTponb 3a npaBuabHbiM GOPMUPOBAHMEM AEN B OpPraHM3auuu
ocyuwecTsnaeTca cay>kbon A0OY.

169. [lokyMeHTbl FpynnnpyroTCA B Ae1a COrTAacHO OTMEeTKaM 06 McnosHeHUN foKymeHToB "B geno
N". Mpu 3TOM npoBepstOTCA MNPaBUIbHOCTb OPOpPMIEHMA [OKYMEHTOB, HanuMuuMe noanucei, Aar,
OTMETOK 06 UCMOIHEHUUN U APYIUX HEOBXOAMMbIX PEKBU3UTOB A OKYMEHTOB.

170. B pena rpynnupytoTca AOKYMEHTbI O4HOr0 AeN0NPOn3BOACTBEHHOIO ro4a, 3a UCKAYEHUEM
nepexoasLUmx, MNYHbIX U CyaebHbIX gen.

JOKyMeHTbl NOCTOAHHOTO, BpeMeHHOoro (cBbiwe 10 feT) n BpemeHHoro (a0 10 feT BKAUYUTENbHO)
XPaHEeHUA FpynnupyoTca B OTAeNbHble aena. [onyckaeTca BpemeHHaa rpynnupoBKa B OAHOM Aefe
OOKYMEHTOB C Pa3/IM4HbIMU CPOKAMM XPaHEHUSA, CBA3AHHbIX pPeLleHnem ogHOro Bonpoca. 1o okoHYaHum
0eNonponsBOACTBEHHONO roga Takue gena pacGOpMMpPOBLIBAKOTCA, @ AOKYMEHTbl FpynnupyloTca B
CamMOoCTOATE/NbHbIE Ae/ia B 33aBUCMMOCTU OT CPOKOB MX XPaHEHMUA.

B geno BKAOYAETCA TOIBKO OAMH 3K3eMNAAP KaxKAoro AoKymeHTa. He gonyckaeTca BKAoYaThb B
AeNna [OKYMEHTbI, Nog/erallme BO3BPaTy, YepPHOBbIE U Ay6AeTHbIE 3K3eMNNAPSI.

MpunoxeHuns dopmupyloTca B Aesla BMEcTe C AOKYMEHTaMM, K KOTOPbIM OHWM oTHocATcA. Mpwm
3HaYMTEIbHOM 06bEME NPUIOKEHUI OHM TPYNNUPYIOTCA B OTAE/bHbIE AeNna.

171. O6bvem pena He posiKeH npesblwatb 300 nuctoB Npu ToawmHe He 6onee 40 mm. Mpun
6onbwem obbeme AOKYMEHTOB AE€/0 AENAT Ha CaMOCTOATE/IbHble TOMA; LOKYMEHTbl Ka)K4oro Toma
ABNAIOTCA NPOAOJIKEHMEM NPpeablayLLero.

(B pea. noctaHoBneHMA MuHiocTa o1 10.12.2014 N 240)

172. lokymeHTbI B Aene CUCTEMATU3UPYIOTCA MO C/eAYIOWMM NPUHLMMAM UM UX COBOKYMHOCTU:
BOMPOCHO-/I0MMYECKUIA, XPOHONOTMYECKUI, andaBUTHbIN, HYMEPaLMOHHbIN 1 4p.

PacnopagutenbHble AOKYMEHTbl TPYNNUPYIOTCA B Aena no BUOAM W CUCTEMATU3IUPYIOTCA B
nopsake Bo3pacTaHMA HOMEPOB.

MpuKasbl W pacnopsAXeHWA MO OCHOBHOM AeATeNbHOCTM, MO JIMMHOMY COCTaBy W Mo
aAMUHUCTPATUBHO-XO3AMCTBEHHbBIM BONPOCAM FPYNMNUPYIOTCA B OTAE/NbHbIE AEeNa U CUCTEMATUIUPYIOTCA
B NopsAAKe BO3pacTaHMA UX HOMEPOB.
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(yacTb TpeTba n. 172 B pea. noctaHoBAeHUss MuHtocTa ot 10.12.2014 N 240)

MpurKasbl M pacnopaXKeHMa No IMYHOMY COCTaBY rpynnUpPytoTCA B OTAE/IbHbIE Aena B 3aBUCMMOCTU
OT CPOKOB UX XpPaHEHUA:

0 npueme (HazHaYeHUM Ha AO/KHOCTL), NepeBoje, nepemeLleHnn, yBoabHeHUM (0CBOBOKAEHUU
OT [OOJ/IKHOCTM), HarpasKAeHWUM, MOOLWPEHMM, MPEMUPOBAHUM, MPOANEHUN TPYAOBbLIX LOrOBOPOB
(KOHTPAKTOB), 3aK/OYEHUM HOBbIX TPYAOBbLIX AOrOBOPOB (KOHTPAKTOB), MepeBoAe Ha KOHTPAKTHYIO
dopmy Halima, YCTaHOBAEHMM HaAbaBOK, A0MAaT, BPEMEHHOM 3aMeCcTUTEeNbCTBe, MPUCBOEHUNU
KBaNMOUKALMOHHDBIX KAaTEropuil, pa3pAnoB, KAaccos, NOBbIWEHUN TapUHbIX OKNA[O0B, AJUTENbHbIX
(bonee mecsaua) cnykebHbIX KOMaHOMpPOBKax B npegenax Pecnybavku benapycb M 3a rpaHuuy,
NnpesoCcTaBAEHUN COLMANbHbBIX OTMNYCKOB, U3MeHeHUN dammamm, cobCTBEHHOrO UMEHM, OTYeCTBa (ec/u
TakoBoe umeetcs) paboTHMKOB - 75 nerT;

O nNpeaoCTaB/NIEHUN TPyOOBbIX OTMNYCKOB, OT3blBE M3 TPYAOBOro OTMNYCKA, HANOXKEHUMU
OVUCLUMNIMHAPHbIX B3bICKAHWN, Ha3HAYeHUM AEXKYPHbIX, CAYKeOHbIX KOMaHOMPOBKax B npegenax
Pecnyb6anku Benapych 1 3a rpaHuuy, OKasaHUM MaTepuanbHOM NOMOLLM, HAaMPaBAEeHUM Ha MNOBbIWEHUe
KBanmduKkaumm (NnepenoaroToBKy, CTa*KMPOBKY) - 3 roaa.

(yacTb yeTBepTan n. 172 B peAa. noctaHoBneHua MuHiocTa ot 10.12.2014 N 240)

PacnopsgutenbHble OOKYMEHTbl ONpeAeneHHOM pasHOBMAHOCTM, PerncTtpupyemble OTAE/IbHO B
COOTBETCTBUM C TpeboBaHMAMM noanyHKToB 142.3 u 142.4 HactoAwer UHCTpYKUMU, rpynnupytoTcs B
OTAEeNbHble Aena.

MpoTOKOAbI B A€NAX CUCTEMATUINPYIOTCA MO XPOHO/IOFMKN B NOPALAKE BO3pacTaHMA HOMEPOB.

MnaHbl, OTYETbI, CMETbI, TUTY/IbHbIE CIUCKU FPYNMNPYIOTCA OTAE/IbHO OT PACYETOB K HUM.

MnaHbl M OTYETblI FPYNNMPYIOTCA B Aefla TOro roga, K KOTOPOMY OHM OTHOCATCA MO CBOEMy
COAEPXKaHUIO, HE3aBUCMMO OT BPEMEHU UX cocTassieHns. Hanpumep, nnan Ha 2006 rog, cocTaBAeHHbIM
B8 2005 roay, nnun otyeT 3a 2006 roa, coctaBneHHbi B 2007 roay, A01XKHbI 6bITb OTHeceHbI K 2006 roay.
MnaHbl, paccymMTaHHble Ha HECKOJIbKO ieT, GOPMUPYIOTCA B Aena NO HayYalbHOMY rofy WX AeWCTBUA;
OTYETbI O BbINOJAHEHUM TAaKMX NAAHOB GOPMUPYIOTCA B Aena Mo nocaeaHemy rogy AencTBmA NAaHa.

Jena c nepenuckoit, NMOpyvyeHMAMU U LOOKyMeHTamu 06 ux BbINOAHEHUM GOoPMUPYOTCA MO
BOMPOCHO-/I0MMYECKOMY NMPUHLMMY, NPeLyCMaTPMBAIOWEMY PacnooKeHNe AOKYMEHTOB B SIOFMYECKOM
nocnenoBaTe/IbHOCTU pPeleHMs BONpoca: NepBbiM MOMELLLAETCA MHULMATMBHbINA AOKYMEHT (3anpoc uam
nopy4yeHue), 3a HUM - LOKYMEHT-OTBET.

[JOKYyMEHTbl /MYHOFO Aefla  CUCTEMATU3UPYIOTCA B MNOpPAAKe, YCTAaHOBAEHHOM  aKTamu
3aKoHoaaTenbcTBa Pecnybaunku Benapyce.

Ob6palleHuns rpaxgaH, B TOM YMCIe MHANMBUAYANbHbIX NPeAnpUHUMATENEN, N IOPUANYECKMX NNL, U
OOKYMEHTbl, CBA3aHHble C WX PACCMOTPEHUEM, TPYMNMNUPYIOTCA B CaMOCTOATE/IbHble Aefa W
CUCTEMATU3NPYIOTCA B XPOHOJIOTMYECKOM MM andaBuTHOM nopagke. ObpalleHMs rpaxaaH, B TOm
yncne MHAMBUAYANbHbLIX NpeanpUHUMATENEN, U HOPULUYECKUX NUL, COAEepKallMe MNpPennorKeHus no
YAYULWEHNIO AEATENBHOCTM OPraHn3auuii, UHAMBUAYANbHbIX NpeanpuHMMaTeENei, COBEPLUIEHCTBOBAHUIO
NpaBoOBOro peryinpoBaHMA OTHOLIEHWA B rOCYyAapCTBEHHOMW M OOLECTBEHHOMN XW3HKU, PELUEHUIO
BOMPOCOB 3KOHOMMWYECKOW, MOSNTUYECKON, COUMANbHON N Apyrux chep AeATeNbHOCTM rocyaapcTBa U
obuwecTtBa, rpynnupytotca oTtaenbHo. Kaxpoe obpalleHne W JOKYMEHTbl, CBfi3aHHble C €ro
paccMOTPEHMEM, COCTABAAIOT B Ae/le CaMOCTOATe IbHYIO rpynny. NoBTOpHble 06palLeHns 1 LOKYMEHTSI,
CBA3aHHbIE C UX PaCCMOTPEHNEM, CUCTEMATU3UPYIOTCA B Ae/le BMECTe C NpeablayLLunmu.

(yacTb oguHHaauaTas n. 172 B pea. noctaHoBAeHUA MuHiocTa oT 24.10.2011 N 235)

Nnuesble cyeTa rpynnUMpyoTca B CAaMOCTOSTE/IbHbIE Aena B Npeaenax roga U cMcTemaTmsmpyoTcs

no andasuTy pamunnii.

FNABA 12
SKCNEPTU3A LEHHOCTU AOKYMEHTOB

173. 3KcnepTu3a UEHHOCTM [AOKYMEHTOB - 3TO ONpeAefieHNe WCTOPMYECKOW, Hay4yHOW,
COLMaANbHOM, SKOHOMUYECKOM, MOAUTUYECKOMN, KYNbTYPHON M NPAKTUYECKOW 3HAUMMOCTU AOKYMEHTOB C
LLeNblo YCTaHOBIEHNA CPOKOB UX XpaHeHMs 1 oTbopa Ha XpaHeHue.

(n. 173 B pea. noctaHoBneHns MuHtocTa ot 10.12.2014 N 240)
174. SKcnepTM3a UEHHOCTM [OKYMEHTOB B OpraHM3auMm OCYLECTBASETCA NOCTOAHHO
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aevicteytoweli IK. B rocysapcTBeHHbIX OpraHax M WMHbIX OPraHM3aumsax, MMeKLWMX MNoAYMHEHHble
(BXxoaawwme B coCTaB, CMCTEMY) OpraHbl, OpraHM3aumm, Co3aatoTca NOCTOAHHO genctaytowme LIK.
(B pea. noctaHoBNeHMA MuHiocTa oT 27.01.2012 N 18)

L3K (3K) peicTByeT Ha OCHOBAHUU NONOXKEHUSA, YTBEPKAAEMOro PYKOBOAUTEEM OPraHU3aLuun.
MonoxeHuns o LIK (IK) opraHmnsaumi, ABAAIOLLMXCA UCTOYHUKAMN KOMMAEKTOBaHMA rocyAapCTBEHHbIX
apPXMBOB, COINAcOBbLIBAIOTCA C COOTBETCTBYHOLMMM FOCYAAPCTBEHHBIMW AapPXMBAMM, UHbIX OpraHM3aumni -
¢ LK BblwecToAWMX OpraHn3aLmii.

175. 9K (3K) cospaetca B coctaBe He meHee 3 yenosek. Npeacepatenem LIIK (3K) HasHavaeTcs
3aMecTUTeNb PYKOBOAMTENSA OpraHuMsaumu, uYaeHamu - pyKoBoauTenb cayxbbl  AOY  (nunuo,
oTBeTcTBeHHoe 3a [O0Y), 3aseaylouwMii apxMBOM (NMLO, OTBETCTBEHHOE 3a apXuB) OpraHM3auuu,
rNaBHbIN Byxrantep u apyrue Hambonee KBanUdULMPOBaHHbIE PAaBOTHUKM opraHm3aumn. B coctas LIIK
(3K) opraHuzauum, ABNAIOWENCA WCTOYHMKOM KOMMIEKTOBAHUA FOCYAAPCTBEHHOMO apXxmBa, MOMXKET
BK/ItOYaTbCA PabOTHMK COOTBETCTBYHOWErO apxuBa. [epcoHanbHbi coctaB LK (3K) yTBep:kpaetca
NPWKa3oM (pacnopsrKeHNnem) pyKoBOAUTENA OpPraHM3aLmu.

176. OcHoBHbIMMK dyHKUMAMMK LLIK (3K) asnatoTca:

npoBeAeHMe 3KCNEePTU3bl LLEHHOCTU [OKYMEHTOB U ONpeAeneHWe CPOKOB WX XpPaHeHUA B
COOTBETCTBUM C 3aKOHOZATENLCTBOM Pecnybanku Benapyce;

(ab3aL BBeaeH noctaHoBneHnem MuHtocTa ot 27.01.2012 N 18)

COrnacoBaHMe MPOEKTOB HOMEHKNATYP AN OPraHusauun U ee CTPYKTYPHbIX NoApaspeneHui,
TUMNOBbIX U MPUMEPHbIX HOMEHKAATYP A€/, UHCTPYKUMM MO AeNonpou3BOACTBY, NMPOEKTOB MNepeyHen
OOKYMEHTOB C YKa3aHMeM CPOKOB XpaHEHUA, METOAMYECKUX AOKYMEHTOB MO AE/10NPOM3BOACTBY;

eXeroZiHbl oT60p JOKYMEHTOB Ha XPaHEHWNE N YHUUTOXKEHUE;

cornacoBaHue onucen Aen NoCTOAHHOro XpaHeHus, BpemeHHoro (cebiwe 10 neT) xpaHeHusa U no
JINYHOMY COCTaBY;

COrnacoBaHMe aKTOB O BbIAENEHUN K YHUUTOXEHWUIO LAOKYMEHTOB W Aef, He NoAJjerKalimx
XPaHEHUIO;

(B pea. noctaHoBneHMA MuHiocTa o1 24.10.2011 N 235)

NoAroTOBKa NPeasioXKeHU 06 MU3MEHEHNN CPOKOB XPaHEHUA OTAE/NbHbIX KaTEropuii JOKYMEHTOB,
YCTAHOB/IEHHbIX 3aKOHOZATeNbCTBOM Pecnybanku benapycb, U BHECEHWE UX HA PAacCMOTPEHME OpPraHoB
apPXMBHOIO Aena 1 Aenonpoun3BoACTBa M FOCYyAaPCTBEHHbBIX APXUBHbIX YYPEXAEHWUNA;

(B pea. noctaHoBneHMA MuHiocTa oT 27.01.2012 N 18)

OCYLLECTB/IEHNE METOAMYECKOTO PYKOBOACTBA M KOHTPOAA 32 AesTenbHOCTbto DK CTPYKTYPHbIX
noapasgeneHunii n NOAYNMHEHHbIX (BXOAALLMX B COCTAB, CUCTEMY) OPraHOB, OpraHU3aLmii;
(B pea. noctaHoBneHMA MuHiocTa oT 27.01.2012 N 18)

NPUHATUE PELUEeHU MO BOMPOCAM COBEPLUEHCTBOBAHWA Ae/10Npon3BOACTBA M paboTbl apxmea
OpraHM3aumMm U NOAYMHEHHbIX (BXOAALMX B COCTAB, CUCTEMY) OPraHOB, OpraHM3aLmit.

(B pea. noctaHoBneHMA MuHiocTa oT 27.01.2012 N 18)

177. U3K (39K) sBnsetca coBew,aTeNbHbIM OPraHOM, PELIEHUA KOTOPOro YTBepXKAakoTcs
pyKOBOAUTENEM OpPraHU3aLmm.

3aceganus U3K (3K) n npuHMmaemble pelueHns opopmastoTca NPOTOKONAMM.

178. HenocpeactBeHHbI O0TOOP AOKYyMeHTOB HauumoHanbHoro apxvBHoro ¢oHaa Pecnybaumku
benapycb Ha XpaHeHMe B apXWB OpPraHM3auMM W BblAeNeHWE K YHUUTOXEHUID Npou3BoAMTCA
paboTHMKaMKM CTPYKTYPHbIX MNOAPA3LeNeHUn opraHuM3auuu, B AeATENbHOCTU KOTOPbIX OHU Bblan
o6paszoBaHbl.

(B peq. noctaHoBneHMA MuHiocTa o1 27.01.2012 N 18)

MpUHUMNBI, KPUTEPUN M NOPALOK NPOBEAEHNA IKCNEPTU3bI LLEHHOCTU AOKYMEHTOB ONpeaensatTca
aKTamu 3akoHopaTenbcTBa Pecnybamkn Benapyce.

179. Mo pe3ynbTaTtam 3KCNEpPTU3bl LEHHOCTM U O0TBOpa AOKYMEHTOB COCTaBAAKOTCA ONUCKU Aen
MOCTOSHHOTO, BPeMeHHoro (cebiwe 10 NeT) XpaHeHWMA M MO JIMYHOMY COCTaBy, a TaKKe aKTbl O
BbIAE/IEHUMN K YHUUTOKEHMIO SOKYMEHTOB U e/, HE NOANENKALLMX XPAHEHUIO.

(B pea. noctaHoBneHMA MuHiocTa oT 24.10.2011 N 235)

FMABA 13
OPOPM/EHUE OEN
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180. [Oena opraHusauuit noanexkat oPoOpMNAEHUIO NPU UX 3aBEAEHUM WU MO 3aBepLleHuun
aenonpomsBoacteeHHoro roga. OdopmneHve gen npoBoauTCs  PabOTHUKAMM  CTPYKTYPHbIX
nogpasaeneHni, B KOTOPbIX OHU popmuUpyroTCA.

181. B 3aBMCUMMOCTM OT CPOKOB XPaHEHUA NPOBOAMTCA NOJIHOE UM YacTMYHOE 0odopMIEHNE aen.

YactmyHoMy odopmneHuto nognexaT Bce gena npu WX 3aBefeHuM B 4e/0Npou3BOACTBE.
MonHomy opopmMieHUI0 NoAsexaT Aena NOCTOAHHOIO U BpemeHHoro (cBbillie 10 neT) xpaHeHMa nocne
WX 3aBepLUeHNA Ae0NpPOoM3BOACTBOM.

182. YactnuHoe odopmnaeHune aena Npu 3aBedeHUM B Ae/I0NPOU3BOACTBE MNpeaycmaTpuBaeT
odopmieHne pekBU3MTOB 0OSI0XKKU Aena B COOTBETCTBUM C HOMEHK/IATypol aen. Ha ob6noXkke gena
YKa3bIBalOTCA:

HaMMeHOBaHWeE BbILECTOALLEN OpraHu3aunu;

HaMMeHOBaHMe OpraHM3aunm;

HaMMEHOBAHWE CTPYKTYpPHOro noapasgeneHns wuanm oGyHkuMM (HanpaBneHua AeATenbHOCTH)
OpraHn3aLmmn B COOTBETCTBMU C HOMEHKNATYPOW Aen;

MHAEKC Aena No HOMeHKANaType aen;

3aro/I0BOK 4ena;

rog, 8 KOTOPOM 3aBOAMTCA OEN0;

CPOK XpaHeHuA gena.

183. NMonHoe opopmneHne gena npeaycmaTpmBaeT:

NOALWMBKY NN NepenseT 4ena;

HYMepaLMio INCTOB B Aene;

COCTaB/ieHMe BHYTPEHHEN OMUCU AOKYMEHTOB Aena (B caydasx, onpeaeneHHbIXx nyHKTom 186
HacToAwen UHCTpyKumn);

COCTaB/ieHue NINCTa-3aBepuTens 4ena;

odopmneHne N yToOYHEHME PEKBUINTOB 00N0KKM AEeNa;

CMUCTEMATU3ALMNIO OOKYMEHTOB fefla B COOTBETCTBUMM C TpeboBaHMAMKM rnaBbl 11 HacToAlel
UHCTpYyKUMK.

184. [ena, nognexkawme nosHOMY O(POPMIEHUIO, MOALIMBAIOTCA HE MEHEee YemM B YeTbipe
NpoKona B TBepAyto 060Ky UM NepensieTatoTca C y4ETOM BO3MOXKHOCTM cBOOOAHOIO YTEHMA TEKCTa
BCEX OOKYMEHTOB, AaT, BM3 U pe3o/ioumnii Ha Hux. [JOoKymeHTbl, opopmeHHble Ha ancTax bymaru
dopmata A4 B anbbomHOW oOpueHTauuu, noawwmsatoTca (nepennetaroTcA) 3a neBoe Mose U
cKnagbiBatotcs. Mpu noaroToBKke Aen K noAlimeke (nepennety) meTannmvyeckne npegmetbl (6ynaBku,
CKOObI, CKPEMKN U Ap.) U3 IOKYMEHTOB yAANAIOTCA.

[Jena nNOCTOAHHOIO XpaHeHWs, cocToflMe W3 [AOKYMEHTOB 0C060lM Hay4yHO-UCTOPUYECKOMN,
XYOOXEeCTBEHHOW W WMHOW LEHHOCTU UAM HedOopMaTHbIX [AOKYMEHTOB (Y4epTesku, pyKonucu u T.4.),
XPaHATCA B NamnKkax c TPemMs KnanaHamum M 3aBA3KaMn UM B KapTOHHbIX ¢yTaapax (KopobKax).

185. Jlnuctbl B Aene, KPOMe NUCTa-3aBEPUTENA AENA U NIUCTOB BHYTPEHHEN ONUCKU, HYMEpPYOTCA B
npaBoM BepxHemM yray apabckumm umdpamm 4YepHbiM rpaduTHbIM KapaHgawom. Mcnonb3oBaHue
YEPHMN U UBETHbIX KapaHgaleln Ana Hymepauum ANCTOB He AonyckaeTca. JICTbl BHYTPEHHeN onucu
OOKYMEHTOB Zie/1a HYMEPYHOTCA OTAE/IbHO. JIUCTbI KaXKA0ro TOMa Ae1a HYMepPYyHTCA OTAE/bHO.

CNnoKeHHbI NINCT pasBOpPaAYMBAETCA M HyMepyeTca B NpaBom BepxHem yray. Jluct nwboro
dopmaTta, NOAWNTLIA 33 OAMH KpaWl, HyYMepyeTcs Kak OAMH NUCT. JIMCT, C/AIOMKEHHbIM nonosiam U
NnoALWNTbIN 32 cepeamHy, HYMmepyeTcs KaK ABa ncTa.

YepTexu, guarpammbl, ¢otorpadmm u gpyrve cneumduyeckme OOKYMEHTbl, Npeactasastowme
CaMOCTOATENbHbIN JINCT B Aesle, HYyMmepyroTca Ha 060POTHOM CTOPOHE B 1EBOM BEPXHEM YIAYy.

JINCT ¢ Harnyxo HaKneeHHbIMU AOKYMeHTamu (doTorpaduamu, Bbipe3Kamu, BbIMUCKaMKU M T.M.)
HYMepyeTCcA KaK 0aMH INCT. JOKYMeHTbl, NOAKAeeHHble O4HUM Kpaem, HYMepyroTCA OTAENbHO.

JOKyMeHTbl, KOTOpble HEBO3MOXHO MOAWMWTbL B A€10, BKA3LbIBAOTCA B KOHBEPT, KOTOPbLIA
noALwunBaeTca B 4eno. BnoxeHna HymepyroTca OTAENbHO OT KOHBEPTOB: BHavaie HYMepyeTca KOHBEPT, a
3aTemM ovyepeaHbIM HOMEPOM KaXKa0e BAOXKEHUE B KOHBEPTE.

MoalwnTble B AeN0 AOKYMEHTbI C COBCTBEHHOM HyMmepaLmen MCTOB (BKAtoYanA nevyaTHble U3gaHmns)
HymepytoTca B obuiem nopagke. CobCTBEHHAA HYMepaUUs COXPaHAETCA, eC/IN UMEKLINIA ee JOKYMEHT
COCTaBAAET OTAE/IbHOE Aeno.



Mpyn HanuumMm 60NbWOr0 Ko/MYecTBa OWMOOK B Hymepauuwu JINCTOB Aena MpPOoBOAMUTCA WX
nepeHymepauma: CTapbli HOMEp 3a4epKUBaeTCA OAHOM HAKAOHHOW YepTOM, PAAOM CTaBUTCA HOBbIM
Homep /iucTa. Ecniv o6HapyKeHHble OWMOKMN B HYMepPaLUymn He3HAYUTE IbHbI, TO MCMONb3YHOTCA INTEPHbIE
HOMepa INCTOB.

Hanpumep: 15a, 156

186. K aenam, y4eT KOTOpbIX Bbi3biBaeTcA cneuuduKon AoKymeHTauumn (0cobo LeHHble, cyaebHble,
CNeAcTBEHHble, IMYHble gena, Aena, cGopMMpPOBaHHbIE MO BUOAM M PA3HOBUAHOCTAM [OKYMEHTOB,
3aro/IOBKM KOTOPbIX HEe MOJIHOCTbIO PAaCKPbIBAOT KOHKPETHOEe CoAeprkaHWe [OOKYMEHTOB Aena),
COCTaB/IAETCA BHYTPEHHAA ONUCb AOKYMEHTOB Aena No popme COrnacHo NPUAoKeHuwo 13.

Bo BHYTpeHHel onucK yKasblBatoTcA NOPAAKOBblE HOMEPA AOKYMEHTOB B Aene, AaTbl, MHAEKCDI,
3aroN0BKM [LOKYMEHTOB M HOMEPaA /INCTOB, Ha KOTOPbIX PACMOIOXKEH Kaxabl LOKYMEHT. Bo BHyTpeHHel
onuUCU Aen C pPacnopagUTeNbHbIMU  LOKYMEHTaMW MO JMYHOMY COCTaBy B KayecTBe 3aro/ioBKa
yKa3blBalOTCA MpeAnucbiBaemble AeNCTBUMA (Npuem, nepeBos, YBOJbHEHWE M Ap.) C YKA3aHWEM
bamunmnii, cobCTBEHHbIX MMEH, OTYECTB (eC/iM TAKOoBble MMEIDTCA) KOHKPETHbIX paboTHukos. Ecan B
OZHOM PacnopAAUTENIbHOM AOKYMEHTE MO IMYHOMY COCTaBY COAEPKUTCA HECKO/IbKO AENCTBUN, Kaxaoe
M3 HUX OTPAXKAETCA BO BHYTPEHHEWN ONUCKU NOJ CaMOCTOATENbHbIM MNOPAAKOBbIM HOMEPOM.

(B pea. noctaHoBneHMA MuHiocTa oT 24.10.2011 N 235)

BHYTpPEHHASA ONUCb AOKYMEHTOB IMYHOTO AEN13 COCTABASAETCA B NPOLLECCE BeAEHUA IMYHOTMO Aena.
ECNN HECKOJIbKO JINYHbIX AN YBOMEHHbIX PabOTHMKOB NMoAWWTO (MepenneteHo) B 04HO AeNo, Kpome
BHYTPEHHMX OMWUCEN KaKAOro Aena COCTaBAAeTCA AOMNONHUTENIbHAsA BHYTPEHHAN OMNMUCb BKJTIOYEHHbIX B
Hero INYHbIX ge.

B KOHLEe BHYTpPEHHeil onucu genaeTca UTOroBas 3anucb, B KOTOPOM YyKasbiBaeTca Uubpamu u
NPOMMCbIO KONNMYECTBO BK/HOYEHHbIX B 4,€/10 OKYMEHTOB M KOJIMYECTBO /INCTOB BHYTPEHHEN ONUCH.

(B pea,. noctaHoBneHMA MuHiocTa o1 10.12.2014 N 240)

BHYTpeHHAs onucb NoAMnMCbIBAaeTCA COCTaBUTENIEM C YKasaHWEM AOKHOCTU, paclimdpoBKu
nognucy, Aatbl COCTaBNEHUA M MOMeELLAeTca B Hadane gena. Ecam geno noawuto (nepenneteHo) 6es
BHYTPEHHEN OMUCKM, COCTaB/IEHHAs MO YCTaHOB/NEHHON GOopMe BHYTPEHHAA OMUCb NOAKNAEMBaEeTcA K
BHYTPEHHEeM CToOpoHe 0610XKKN gena.

N3meHeHMA cocTaBa AOKYMEHTOB Aena (M3bATUE, BKIIOYEHUE AOKYMEHTOB, 3aMeHa UX KONUAMU U
Ap.) oTpakatoTca BO BHYTpPeHHel onucu B rpade "lMpumedyaHne" co CCbIIKaMM Ha COOTBETCTBYOLLME
aKTbl. Mpun HeobXxoAMMOCTM COCTABAAOTCA HOBble WTOrOBas 3anuCb K BHYTPEHHEN Onucu u
3aBepuTeibHan HaAMMUCh.

187. [Ana ydeTa KosamyecTBa AnUCToB B gene, PUKcauum ocobeHHOCTeM MX Hymepauum U
$M3MYECKOTO COCTOAHUA COCTABAAETCA 3aBepUTENIbHaA HagNUCb. 3aBepUTENbHAA HAANWUCb COCTaBASAETCS
Ha OTAENbHOM /IUCTe-3aBepuTenie gena no Gopme COrMacHO NPUNOKEHUIO 14 1 NOMELLAeTCa B KOHLE
aena (toma, vactm). Ecnm geno noawwuto (nepenseteHo) 6e3 nucTa-3aBepuTens, COCTABAEHHbIN MO
yCTaHOB/IEHHOW GOpPMe NNCT-3aBEPUTENb NOAKIENBAETCA K BHYTPEHHEN CTOpOHE 0610XKKM aena.

B 3aBepuTenbHOM Hagnucy LmMdpamm U NPONUCbIO YKa3blBaOTCA KOANMYECTBO NMPOHYMEPOBAHHbIX
JIUCTOB, KO/IMYECTBO /INCTOB BHYTPEHHEN ONUCK (NPU ee HaNUYMK), HaZInYnE IUTEPHbBIX U MPOMYLLEHHbIX
HOMEpPOB /INCTOB, HOMEpPa JINCTOB C HaKNeeHHbIMKU GOTOrpaduAMM N AOKYMEHTAMU (33 UCKIOUEHUEM
JIMYHBIX ZeN), HOMepa KOHBEPTOB C B/IOKEHUAMMU U KOJMUYECTBO BNIOXKEHHbBIX B HUX IUCTOB. KonnuecTso
JIUCTOB BHYTPEHHEN ONMWUCK YKa3biBAaeTCA B 3aBepPUTENIbHON Haanucy nocsie obLiero KomMyecTsa IMCTOB
Aena dyepes 3Hak "+" (natoc).

3aBepuTenbHaA HaAMUCb NOANMUCHIBAETCA COCTAaBUTENEM C YKA3aHWEM AO/KHOCTU, paclimdpoBKM
noanucy 1 oaTbl COCTaBAEHMA.

Mpu nepeHymepaLmMm IUCTOB B KOHLLE Aie/1a COCTAaBAAETCA HOBAA 3aBepUTe/IbHAA HagNUCb, CTapas
HaZNMCb 3a4ePKMBAETCA, HO COXPAHAETCA B Aene.

188. 0610KKM Aen opopmaatoTca no Gopme CornacHo NpuioxKeHuio 15.

Mo OKOHYaHUKU [EeNONPON3BOACTBEHHOIO rOAa PEKBU3UTLI OBNONKEK A/, NoaNeKalMX NOJHOMY
0bOPMNEHNIO, YTOUHSALOTCA:

npu M3MeHeHMM HAaMMEHOBAHMA BbILECTOALLEN OpraHU3aLMu, OpraHM3aumMmM UAU CTPYKTYPHOrO
nogpasgeneHus, nNpu nepegade gena B APYrytd OpraHWsaumio WAM CTPYKTYpHOe noAapasfeneHue B
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nepvosa GopMmpoBaHMA Aenla Ha 06/10XKKe YKa3blBaeTca HOBOE HaMMeHOBaHMe (CBepxy), a npexkHee
3aK/0YaeTCcs B CKOBKY;

B 3aro/ioBKax Jen C pacnopsauTeNnbHbiMM  AOKYMEHTaMM, MPOTOKONAMM, COCTOSLMX W3
HECKOJ/IbKMX TOMOB, YKa3blBalOTCA UX HOMEPa;

Ha 06/10KKe Aena npocTasaserca AaTa Aena (KpaliHue AaTbl JOKYMEHTOB, BKAOYEHHbIX B AeN10);

€C/1 B Ae/10 BK/OYEHbl AOKYMEHTbI 3a 6bosiee paHHUI nepuoa, Yem rog opMmupoBaHua aena, To
noa Aatoi Aena Aenaerca oTMeTKa "MmetloTca AOKYMeHTbI 3a ... roa(bl)";

M3 INCTa-3aBepUTENA Ha 06N0XKKY Aena BbIHOCUTCA KONMYECTBO INCTOB B AENE;

npu BHECEHMMU AeNa B CBOAHYH OMUCb B COOTBETCTBUM C TpeboBaHUAMM NyHKTa 204 HacToALei
MHCTPYKUMM Ha 0BNOXKKe Aena MpoCTaBAAeTCA apxvBHbIM wndp (Homep doHAa, onucn M aena no
onucu).

[aTta Ha obnoxKe gena obosHayaeTca apabckumum undbpamu. [aTbl gen € NaaHamu, OTYETaMM,
WTAaTHbIMM PacnUCaHUAMM, JINYHBIMU KapTOYKAMU YBOJIEHHbIX PabOTHMKOB, IMLLEBbLIMM CYETAMM, e,
ChOPMUPOBAHHBIX M3 HECKONbKMX INYHBIX AEN YBONEHHbIX PabOTHUKOB, M Aen, cogep’Kalinx OAMH
OOKYMEHT, BK/OYAOT TO/IbKO rog. KpallHMMKW gaTamMu JIMYHOTO gena ABAAKTCA AaTbl MPUKA30B O
npueme n yBosibHEHUN PabOTHUKA, Ha KOTOPOro 3aBeAEHO AENO.

B BepxHelr yacTu o06n0XKeK [en MOCTOAHHOrO XpPaHeHusa, nogJeralmx nepenadye B
rocyapcTBEHHbIM apXxMB, NpeayCcMaTPUBaAETCAs MECTO A/1A YKa3aHWs HaMMEeHOBaHMUA COOTBETCTBYIOLLEro
rocyaapcTBEHHOro apxuBea.

Hagnucn Ha 06/10)KKax AenatoTcA YETKO CBETOCTOMKUMWU YepHUIaMW, TYLWbIO WU LIAapUKOBOW
pyykoit. [onyckaeTca odopmaeHne pPeKBUIUTOB OBNOXKKM C MOMOLLBbIO TEXHWYECKMX CPeacTB Ha
OTAE/IbHOM INCTE C NOC/AeAyOLLEN HAKNENKOM ero Ha 0610XKKy aena.

189. [dena BpemeHHoro (Ao 10 neT BKAOYUTENbHO) XpaHeHMA Mocne 3asBeplueHus
OEeNonpons3BOACTBOM OCTAOTCA YacTUYHO OPOPMAEHHBIMU: AOKYMEHTbI XPaHATCA B CKOPOCLUMBATENAX,
JINCTbl HE HYMEPYIOTCA, NepecnucTemMaTn3anma LOKYMEHTOB B Ae/le He NPOBOAUTCA, BHYTPEHHME ONUCKU U
3aBepuTesibHble HAaAMUCKU He COCTABAAIOTCS.

FNABA 14
COCTABJ/IEHUE ONUCEN AEN

190. Onucb gen - apxXMBHbLIX CNPABOYHMK, COAEPKALMN CUCTEeMATM3MPOBAHHbLIN MepeyeHb
3aroN0OBKOB [Aen, MpefHasHayYeHHbI ONA PacKpbiTMA COCTaBa M CcoAepKaHuA [Aen, UX ydeta U
cucTemaTtusaumu.

191. Onucu cocTaBNAKOTCA eXerogHo Ha [Aena, 3aBeplleHHble Aenonpou3BOACTBOM, CPOK
XpaHeHnAa KoTopbix npesbiwaet 10 net. OnucKu gen CoCTaBaAOTCA OTAENbHO Ha Aena MOCTOAHHOrO,
BpemeHHoro (cebiwe 10 neT) xpaHeHWa, N0 AUYHOMY COCTaBY, AeNa CO CneLManbHON AOKYMeHTaumen
(Hay4Hble oT4eTbl N0 TemMam, cyaebHble U cneacTBEHHbIE Aena u T.N.).

192. Onucuk aen cocTaBnATCA B CTPYKTYPHbIX NoApa3aeneHnax (B 6eccTpyKTypHbIX OpraHmn3aLmax
- pabOTHMKaMK, OTBETCTBEHHbIMM 32 COOTBETCTBYHOLLME HANPABAEHUA AEATENbHOCTU UK BbINONHEHME
byHKUMI) (Aanee - onucn Aen CTPYKTYPHbIX NoApasfesnieHuit) M B apxuse opraHusauuu (pganee -
cBOAHble onucK aen).

193. B CTpyKTypHbIX nogpasgeneHuax OMUCKM Aen  COCTaBAAKTCA Noh  MeToANYECKUM
PYKOBOACTBOM apx1Ba opraHun3auuun no popme cornacHo npunoxkeHuto 16.

194. Onucu pen CTPYKTYPHbIX noapasfeneHuii AofxHbl OblTb cocTaBneHbl M 0dOpMAEHbl B
yCTaHOB/NIEHHOM nopagKke He no3gHee 31 pekabpa roga, cneayrolero 3a rogom 3aBeplieHUs Aen
OeNonpounsBoACTBOM, W NpPeAcTaB/iieHbl B apXvMB  OpraHM3auumM B TeyeHWe  caejylowiero
AenonpounssoacTBeHHOro rofga. OTBETCTBEHHOCTb 3a CBOEBPEMEHHOe W KayeCTBeHHOe CoCTaBieHue
onucen pen CTPYKTYPHbIX NoapasAeneHuit HecyT PYKOBOAMTENW 3TUX noAgpasgeneHuii (paboTHUKM,
OTBETCTBEHHbIE 32 COOTBETCTBYHOLME HANPaABAEHUA AEATENbHOCTU UAW BbIMOAHEHUE GYHKLNNA).

195. lNepen BHeceHWem 3aroNOBKOB AeN B ONUCb NPOBEPAETCA COOTBETCTBME KO/MYEeCTBa Aen,
BHOCMMbIX B OMWUCb, KONNMYECTBY 3aBeAeHHbIX AeN Mo HOMEHKIaType Aen opraHM3auum, npoussoamTca
NO/MIUCTHBLIN npocmoTp gen. [pu npocmoTpe Aena NpoBepAeTcA COOTBETCTBME 3aro/ioBKa JAena
coOeprKaHWI0O OOKYMEHTOB B Jene, MNpPaBUAbHOCTb OQOpMAEHUA W TPYNMUPOBKU [AOKYMEHTOB,
BK/IIOYEHHbIX B [e/10, KAyecTBO MOALWMBKU MAM Mepenneta, HyMepauusa JNCTOB Aena, Hanumune wu



NPaBUAbHOCTb OPOPMIEHUA BHYTPEHHEW OMWCUM Aena B CAydYaAx, OMpedesieHHbIX MNyHKTom 186
HacToAwen WMHCTPYKUMKM, HanAMuMe W MpPaBUAbHOCTb OGOPMIEHUA 3aBEPUTENbHOW  HaAMMUCMW.
O6HapyKeHHble HapyLlleHWsA YCTaHOB/EHHbIX NpaBua GopMUPOBaHMNA U ODOPMIEHNA AeN YCTPaHATCA
B CTPYKTYPHbIX NOApPa3AeneHuUsX.

Mpy OTCYTCTBUM A€, YUCAALLMXCA MO HOMEHKNaType e/, CTPYKTYPHbIM nogpasgesieHnem
NPUHUMAIOTC Mepbl NO MX PO3bicKy. OBHapy»KeHHble Aena BK/UaloTca B onucb. Ecv nomck okasanca
6e3pe3yNbTaTHbIM, TO Ha OTCYTCTBYHOLLME OENa COCTaBASETCS CMpaBKa C M3N0XKEHUEM MPUYUH KX
oTcyTcTBMA. CnpaBKa MOAMMCLIBAETCS PYKOBOAUTENEM CTPYKTYPHOro nogpasgeneHua (paboTHUKOM,
OTBETCTBEHHbIM 33 COOTBETCTBYIOLLEE HaMpaB/ieHUe AEeATE/NIbHOCTU WM BbiNoAHEHME JYHKUUI) U
nepegaercs BMeCTe C ONUCbIo AeN B apXMB OpraHn3aumu.

196. MNpu cocTaBneHUM ONUCK JeN CTPYKTypHOro noapasgenieHuns cobntogalotca ciaeaytowme
TpeboBaHuA:

Kaxkgoe feno (Tom, 4acTb) BHOCMTCA B ONUCH NOZ, CAMOCTOATEIbHBIM NOPAAKOBLIM HOMEPOM;

NnopAAOK HyMepauun 4en B ONUCK - BaSIOBOW;

3aro/I0BKM Zie/1 BHOCATCA B OMWCb B COOTBETCTBUM C MPUHATOMN CXEMOM cMCTEMATM3aLMM Ha OCHOBE
HOMEHKNATYpbI Aen;

rpadbl ONUCK 3aMOHAIOTCA B TOYHOM COOTBETCTBUM C TEMMU CBEAEHUAMM, KOTOPbIE BbIHECEHbI Ha
060Ky Aena;

npu BHECEHWMM B ONWUCb MOAPAL HECKO/IbKUX AN C OOVNHAKOBbIMM 3aro/loBKamu 3aro/j0BOK
NepBoro Aena yKasblBaeTcA MOJIHOCTbIO, @ 3aro/I0BKM nocieaylolmx aen obosHavarotca ciosamun "To
*e", py aTOM Apyrue cBeeHWA O Aeflax BHOCATCA B ONMCb NOJIHOCTbIO (Ha KaXK40M HOBOM /INCTE ONUCH
3aroJ/I0BOK A,e/1a BOCNPOU3BOANTCA NOJIHOCTbLIO);

nepexogduiMe Aena, cogepiawime AOKYMEHTbI 32 HECKOJ/IbKO JIET, BK/IOYAIOTCA B ONUCb AeAn Mo
rogy 3aBefeHus; Npu coCTaBAEHUN ONUcen aen nocieayowmnx NeT, B TedeHme KoTopbix GopMupoBaHme
nepexoanalumnx aen 6bl10 NPOAO/NKEHO, B HUX 33 MOCNeAHel OnMcaTeNbHOM CTPOKOM KaXKgoro roga
OENalTca CCbINKM Ha HOMepa Aen Mo Onucu TOro rofa, B KOTOPYH 3TWM nepexogsawme gena bbian
BK/IIOYEHDI;

Hanpumep:
JokymeHTbl 33 2006 rog cm. Takke B onucu N 3/2005 3a 2005 roa, gena N 5, 7, 15.

rpada onucu "MpumeyaHune" ncnonbayeTca 419 OTMETOK O Nepegayde AeNl B apXmMB OpraHmMsaumm, o
Oenax, NPUHATbIX U3 APYTUX CTPYKTYPHbIX NoApa3aeeHuii B TeYeHUe 4e/10NpoM3BOACTBEHHOrO roga, 06
0C06EHHOCTAX GPU3NYECKOrO COCTOAHUA AN U T.M.

197. Onucu pen CTPYKTYPHbIX NoApasgeneHnn MMerT nopagKoBble Homepa. Homep onuvcum
COCTOUT U3 MHAEKCa CTPYKTYpPHOro noApasfeneHna no HOMEHKNaType Aen opraHusauuu, roga, 3a
KOTOPbIA Aena BKAYatoTca B onuck. K Homepy onucu gen nNo AMYHOMY cocTaBy fobasnsercs
b6ykBeHHOe ob6o3HauyeHue "nc", a K Homepy onunck aen BpemeHHoro (cebiwwe 10 feT) XpaHeHusa - "B".

198. B KOHLLe onucK Aen CTPYKTYPHOro noapasgeneHus (3a nocnegHen onucaTesibHOM CTPOKOM)
COCTaBNAETCA WTOrOBasA 3anucb, B KOTOPOW UMdPpamu M NPONUCbIO YKA3bIBAaeTCA KOAMYECTBO [Aer,
BK/IIOYEHHbIX B OMWCb, MEPBbIA U NOCneaHUIA HOMepa Aen No OnucKU, oroBapuBatoTca 0cobeHHOCTH
HyMepauun aen B onuck (AUTepHble U NPONyLLEHHbIE HOMEepPa).

199. Onucb Aen CTPYKTYPHOro nogpasgeneHua NOAMUCbIBAaeTCA COCTaBUTENEM C YKasaHuem
OOMKHOCTH, pacliMdpoBKM NOLNMUCKM U [ATbl COCTAB/IEHWUS, COrACOBLIBAETCA PYKOBOAUTENEM CAYXKObI
[0V opraHusayum, K CTpyKTypHOro nogpasgeneHusa (Npy HanMumMm) 1 yTBepXKAaeTcA pyKoBoAUTENEM
CTPYKTYpPHOro noApasaeneHuns.

200. OnucK aen CTPYKTYPHbIX Noapa3aeneHniA COCTaBAAOTCA B ABYX IK3EMNAAPAX, @ NPU HaUYUK
3K cTpyKTypHOro nogpasgeneHma - B Tpex. OAnH 3K3eMnaAp OCTaeTcA B CTPYKTYPHOM noapasfeneHuu,
BTOPOW NepenaeTcsa B apxmMB BMeCTe C AieslaMu, TPETUIM NOALLMBAETCA K NPOTOKOAY 3aceaaHnsa dK.

201. Ha 0bnoxKax aen, BHECEHHbIX B ONUCb AEN CTPYKTYPHOrO NoApasaefieHuns, MArkMm YepHbIM
rpaduUTHbBIM KapaHAalOM MPOU3BOAUTCA BpeMeHHas WKUPPOBKA AeN B COOTBETCTBUM C OMUCHIO Aen
CTPYKTYpPHOro noApasaeneHus.

202. Mo onucAm Aen CTPYKTYPHbIX NOoApasAeneHnin AOKYMEHTbl COAIOTCA B apXMB OpraHU3aumuu.
Ha ocHoBe onucei gen CTPYKTYPHbIX NOAPA3AeNeHMIA B apXMBE OPraHU3aLLMmn COCTABAAIOTCA rof0Bble



pa3genbl CBOAHbIX onucen aen.

203. MNpKn HaAMuYUKM B OpraHmM3aummn obLLeCTBEHHOM opraHM3aummn (NpodeccMoHanbHOro cotosa U
Op.) ee [OKYMEHTbl BKAOYAIOTCS B OTAE/bHYIO OMNUCb A€/, COCTaBAsemyto No ¢popme, YCTaHOBEHHOM
O ONUCEN Aen CTPYKTYPHbIX nogpasgeneHnin. [lena obwecTBeHHOW OpraHM3auumn nepesatoTca B apxms
OpraHusaumMm B MNOPALKE, YCTAHOBMEHHOM ANA Nepefaynm Aen CTPYKTYPHbIX NoApasaeneHuit, u
BK/IIOYAIOTCA B rOA0BbIE Pa3ae bl CBOLHOW OnucK aen.

FMABA 15
NEPEAAYA OEN B APXUB OPTAHU3ALUN

204. lena nocToaHHOro, BpemeHHoro (cBbiwe 10 fieT) xpaHeHMA 1 MO IMYHOMY COCTaBy Noasexkar
nepefaye B apxvmB OpraHM3aumu.

Jena pomKkHbl 6biTb NepefaHbl B apXMB OpPraHM3aLMM WM BKAOYEHbl B CBOAHYIO ONWUCb Aen
(ropoBoi paspen cBoAHOW onucK Oen) No WUCTeYEeHMM Fofa, HO He Mo3gHee ABYX NEeT nocsie ux
3aBepLlUeHnA 4e0Npon3BoACTBOM.

Mepemaya pfJen B apxvB OpraHM3auuM OCYLLECTBAAETCA MO OMUCAM Aen  CTPYKTYPHbIX
noapasgeneHunii, cCocTaBasemMblM B COOTBETCTBUM € TPeOOBaHUAMM rnaBbl 14 HacToAwen UHCTPYKUMN.

205. [ena BpemeHHoro (4o 10 neT) XpaHeHMA B apXxuB OpraHM3auMM He nepenaroTca U no
NCTEYEHUN CPOKOB BPEMEHHOTO XPaHEHMA NOANEKAT YHUUTOXKEHUIO. Mepeaaya aen spemeHHoro (4o 10
NIeT) XpaHeHWA B apPXMB OpraHM3aLMuM AOMYCKAETCA B MWCKAKOUUTENIbHBLIX CAydYasX MO pPeLleHuio
pyKkoBoauMTeNa opraHusauuu. Nepegayva Takux Aen B apXmMB MOXKET OCYLLECTBIATLCA MO COr1ACOBAHMIO C
APXMBOM OpPraHu3auMm Mo HOMeEHKNAType aen.

206. [lena nepenatoTca B apxmB opraHmsaumm no rpadumky. Npaduk coctaBasercs 3aBeayolinm
apxvMBOM (NMLOM, OTBETCTBEHHbIM 33 apXWB), COMNACOBbLIBAETCA C PYKOBOAUTENAMMU CTPYKTYPHbIX
nogpasaeneHnn n yTBepKaaeTca PyKOBOAMTENEM OpPraHM3aUUN.

Mpu Nnpueme-nepenaye gen B apxmee NpoBepAeTcs NPaBUAbHOCTL GOPMUPOBAHMA U opopMaeHuUA
O€eNn, COOTBETCTBME KOMMYECTBA JeJi, BHECEHHbIX B OMUCb Jes CTPYKTYPHOro nozpasaesieHus,
KONIMYecCTBY AeN, 3aBeJeHHbIX B COOTBETCTBUM C HOMEHKIATYPOW AeN OpraHM3auuun. BoisiBaeHHble npu
NPoBEpPKe HEAOCTATKN YCTPAHAIOTCA PAabOTHMKAMM CTPYKTYPHbIX NOAPa3aeeHUN.

Jena nepepatoTcA B apXMB  OpraHMsauMmM B NPUCYTCTBUM  PaAbOTHWMKA  CTPYKTYPHOTO
nogpasgeneHusa. B oboux aksemnasapax onucu B rpade npuMmevaHMe KaxKAOro 3arosoBKa Jena
NPOCTaBAAOTCA OTMETKN O Ha/M4YMK Aen. B KOHUe Kaxgoro aksemniapa onucu uymdpamm 1 nponumcbto
YKa3blBalOTCA KOAMYECTBO (aKTMUECKM MNPUHATLIX B apXMB AeN, fata npuema-nepegayn naen,
HaMMeHOBaHMA [O/KHOCTEM, NOAMUCU, pacwWKUPpPOBKM NOAMUCEN AuULQ, Nepefasllero Aena, U
paboTHMKa apxmBa (1L, OTBETCTBEHHOTO 32 apXuB), NPUHABLUErO Aena.

CBepeHHble C ONUCbIO Aena noabupatoTca M yBA3bIBAOTCA B apXMBHbIE CBA3KM TOLWMHOW Ao 20
cM. [lena yKnapplBatoTca Mo BO3PacTaHWIO HOMEPOB B ONMUCK Ha obe CTOPOHbI. [lena AoCTaBAAOTCA B
apx1B PabOTHUKAMM CTPYKTYPHbIX NOApa3aeNeHUNA.

FNABA 16
YHUYMTOXKEHUE JOKYMEHTOB C UCTEKLLMUMWN CPOKAMU XPAHEHUA

207. OT60p Aen K YHUYTOMKEHUIO OCYLLECTBAAETCA MO pe3y/bTaTaM 3KCNepTM3bl LLEeHHOCTU
OOKYMEHTOB Moc/e MOAroTOBKM CBOAHbIX OMWCeN Aen MOCTOSHHOro, BpemeHHoro (csbiwe 10 nerT)
XPaHEHUs U MO JIMYHOMY COCTaBY U OPOPMIAETCA aKTOM O BblAENEHUN K YHUUTOKEHUIO [AOKYMEHTOB U
OeN, He MoA/1eKaLMX XpaHEeHNIO.

(B pea. noctaHoBneHMA MuHiocTa oT 24.10.2011 N 235)

HenocpeactBeHHbIi OTOOP [AOKYMEHTOB K YHUUTOMKEHUIO B CTPYKTYPHbIX MNoApasgeneHusax
OCYLLECTBAAIOT OTBETCTBEHHbIE 33 Ae/10NPOon3BOACTBO Anua. NMpoBepKy NpaBUAbHOCTU NPOU3BEAEHHOIO
oTbopa ocyuiectenset L|9K (3K) opraHmsauum.

208. [ena BKAKOYAIOTCA B aKT O BbIAENEHUWN K YHUUTOMKEHMUIO, €C/IM YCTAaHOB/EHHbIA CPOK WX
XPaHEeHUA UCTEK K 1 AHBapA roza, B KOTOPOM COCTaB/IEH AKT.

209. AKT O BblAENEHNN K YHUUTOXKEHUIO AOKYMEHTOB M AeN, He NoAfiexalmx XpaHEHUID, MOXKeT
COCTaBNATbLCA KaK Ha Jena BCeEW oOpraHM3auuu, TaK W Ha Jena OTAENbHOTO CTPYKTYPHOro
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noapasaeneHun. Ha aokymeHTbl ¢ otmeTkoM "3MK" coctaBnseTca oTAEeNbHbIN aKT.

210. AKT O BbIAENEHUM K YHUYTOXKEHMUIO AOKYMEHTOB W Aen, He noaferKalux XpPaHeHWo,
cocTaBnseTcs No ¢opme CornacHo npunoxeHuto 17. B akte yKkasbiBaroTca:

3aro/IOBKM OTAENbHbIX AN UK FPYNNOBble 3ar0/I0BKM O4HOPOAHbIX AeN;

Hanpumep:

MnaH paboTbl oTAeNa AokymeHToBeAeHUA Ha 2001 rog,
nn

MnaHbl paboTbl CTPYKTYPHbIX NOAPA3AENEHUIA MHCTUTYTA

AaTa UK KpaliHue aatbl aen;

Hanpumep:
2001

nnm

2001 - 2005

HOMEpa HOMEHKNATyp Ae/, B KOTOPbIX BblM yuTeHbl BblAeNAeMble K YHUUTOXKEHWUIO Aena uan
HOoMepa onucen Aen BPeMeHHOro XpaHeHus, B KOTopble BblM BKAKOUYEHbI BbIAENAEMbIE K YHUUTOXKEHUIO
Aena (ansa aen co Cpokom xpaHeHun 6osee 10 neT, B TOM Yncae NO IMYHOMY COCTaBY), HOMepa onucei
[Aen NOCTOAHHOIO XpaHeHUs, U3 KOTOPbIX B XOZe MX NepepaboTku OTAe/bHble Aena Wau AOKYMEHTbI
BblAe/IeHbl K YHUUTOXKEHWUIO;

WHAOEKCbI AN O HOMEHKNAType Aesl Uav HoMepa Aesl No onucy;

KOJIMYECTBO Aen (Kax bl TOM YUUTbIBAETCA KaK OTAENbHOE AeNo);

CPOKU XpaHeHUA Aen U HoMepa cTaTel (MyHKTOB) No nepeyHsaMm.

Hanpumep:
5n.,n.461

211. AKT O BblAeNIeHUU K YHUYTOXKEHUIO OOKYMEHTOB W AeN, He nognexawux XpaHeHwuto,
NnoANMCbIBaeTCcA JIMLLOM, MPOBOAMBLUMM 3KCNEPTU3Y LLEHHOCTU AOKYMEHTOB, M pPacCMaTpMBaEeTCs Ha
3acegarum L3K (9K) opraHnsaumm ogHOBPEMEHHO CO CBOAHBIMMW ONUCAMU AEN.

(B pea. noctaHoBneHMA MuHiocTa oT 24.10.2011 N 235)

AKT, COCTaBAsAemMblA B  OpraHM3auuMu, ABAAIOWLENCA  UCTOYHMKOM  KOMMAEKTOBAHUA
rocyapCTBEHHOTO apxMBa, YTBEPXKOAETCA PYKOBOAUTENEM OpraHM3aumMm MNocCne YTBEPKAEHMA
COOTBETCTBYIOLMM FOCYAAPCTBEHHbIM apXMBOM WM CTPYKTYPHbIM MOApPasAeneHMemM MO apxuBam U
AenonpounssoacTBy 061acTHbIX (MUHCKOrO ropogCcKoro) MCNOAHUTENbHBIX KOMUTETOB CBOAHOW OMUCH
OeN NOCTOSIHHOTO XPaHEeHWA W COrNacoBaHWA CBOAHOM ONUCKU AeNn NO JIMYHOMY COCTaBy WM aKTa o
BblAENEHUUN K YHUUTOXKEHWNIO AOKYMEHTOB C oTMeTKoM "IMK".

(B pea. noctaHoBneHMA MuHiocTa oT 27.01.2012 N 18)

AKT, cCcOCTaBisemMbli B OpraHM3aumMun, He ABNAIOWENCA WCTOYHMKOM  KOMMEKTOBAHUSA
rocy4apcTBEHHOTO apxMBa, HO B [AeATE/IbHOCTM KOTOPOM 006pasytoTca AOKYMEHTbl MOCTOAHHOTIO
XPaHEeHUs, YTBEPKAAETCA PYKOBOAMTENEM OpPraHusaumm nocne yreepxaeHus LK BblwecToAwLel
opraHusaumm (Npyv HaAM4YMKM) CBOAHOWM OMUCU AeN MOCTOAHHOTO XPaHEeHWs M COrlacoBaHUSA CBOAHOM
OnucKY Aen No IMYHOMY COCTABY M aKTa O BblAENEHUN K YHUUTOXKEHUIO JOKYMEHTOB ¢ oTMeTKon "IMK".

AKT, COCTaBiAEMbIA B OpraHM3auuMu, He ABAAIOWENCA MWUCTOYHMKOM  KOMMIEKTOBAHMA
rocyapCTBEHHOTO apxvMBa, B AEATENIbHOCTU KOTOPOW He o06pasytoTca AOKYMEHTbl MNOCTOAHHOIO
XpaHEHUsA, YTBEPKOAETCA PYKOBOAWUTENEM opraHusauum nocnae cornacosanua ¢ LSK Bsobiwectoswei
OpraHusaumm (Npy HaaMuMKM) oNmUcK Aen NO JANYHOMY COCTaBy M aKTa O BbIAENEHUMN K YHUUTONKEHUIO
[OKYMEHTOB c oTmeTKoi "IMK".

212. OTObOpaHHbIe K YHUUTOMKEHMUIO U BK/IHOYEHHbIE B aKT LOKYMEHTbI NepeaatoTcs opraHn3aumsam,
BE4AOWMM 3aroTOBKOM BTOPMYHOrO CbipbA. Mcnosb3oBaHME 3TUX AOKYMEHTOB A/A XO3SMCTBEHHbIX
HY)K4, 3anpeweHo. Caavya AOKYMEHTOB 0hOPMASAETCA MPUEeMO-COATOMHON HaKnagHon. [ata caaum u
HOMep HaK/MaZHOM YKa3blBAlOTCA B aKTe.
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YHUUTOXKEHWE OOKYMEHTOB, COAEPKALUMX CBEAEHUA, OTHECEHHbIE B YCTAaHOBNEHHOM MoOpsAAKe K
rocyJapcTBEHHbIM CEKpeTaM, KOMMep4yeckoh U (MAM) WHOM OXpaHAemMOl 3aKOHOM TaliHe,
OCYLLEeCTBNISETCA B COOTBETCTBUM C 3aKOHOAaTenbCcTBOM Pecnybankun Benapyco.

FNABA 17
ONEPATUBHOE XPAHEHME JOKYMEHTOB

213. C momeHTa 3aBeAeHMA M 40 Nepefadun B apXmMB OpPraHM3aumMu MAM YHUUTOXKEHMUA nocne
NCTEYEHUA CPOKOB BPEMEHHOrO XpaHeHUA Jena XPaHATCA B CTPYKTYpPHbIX nogpasgeneHusax (y
OOJ/IKHOCTHBIX NL) No mecTy GOpMUPOBaHUA.

Odena xpaHsaTca B paboumx KomHatax W (Mam) cneumanbHO OTBEAEHHbIX ANA 3TOW Lenu
NOMELLEHUAX B 3anMpaemblx WKadax, obecneymBaromMx UX NOAHYIO COXPAHHOCTb, NPeaoXPaHaoLWmnX
OOKYMEHTbI OT MNbl/IX U BO3AENCTBMA COTHEYHOTO CBETA.

214. B uenax NosblWEHUA ONepPaTUBHOCTM NOUCKA AOKYMEHTOB A€e/1la pPacno/araloTca B WKadax B
BEPTUKA/IbHOM MOJIOXKEHMUM KOPELLKAMM HapYKy B COOTBETCTBMM C HOMEHK/IATYpon gen. Ha KopeluKax
06.210KeK Aen yKasblBatoTCA MHAEKCHI MO HOMEHKAATYpE.

MarHuTHbIEe NeHTbl C pOHOrPaMMamMmM 3aceaHnin KoANernanbHbIX OPraHoB XPaHATCA B KOPOOKax y
CeKkpeTapa KonnerManbHoro opraHa. Ha snieHTe U KopobKe AenatoTca OTMETKM O AaTe 3acedaHus U
BPEMEHM 3aNnCK.

215. [JOKYMeHTbl W pgena, HaxoZAwMmeca Ha OMnepaTMBHOM XpPaHEHMWM, MOTryT BblgaBaTbCA B
Nnofb3oBaHMe B npegenax OpraHusaunM Apyrum  CTPYKTYPHbIM nogpasgeneHunam opraHusauumm,
CTOPOHHMM OpraHuMsauMaAM UK B CAyYaAx, OnNpeaefieHHbIX AEeWCTBYIOWMM 3aKOHOAATEe/IbCTBOM,
rpa*kgaHam.

Bblgaya [OKYMEHTOB M Aen B MOAb30BaHWE APYromy CTPYKTYPHOMY noApasaefieHuto
OpraHM3auum NPomn3BOAUTCA C paspeLleHna PYKOBOAMTENA CTPYKTYPHOro noapasaeneHus.

Bblgaya 4OKYMEHTOB M &N CTOPOHHEN opraHunsaumm npon3BoanTcAa Ha OCHOBAaHUM MUCbMEHHOTO
3anpoca 3ToM OpraHnsaLmMn 1 pPes3ooLMm PYKOBOANUTENA OpraHM3aL K.

Bblaaya OOKYMEHTOB U Aen rpaxaaHam OCyLecTBAAeTCA B COOTBETCTBUMU C 3aKOHOAATEe/bCTBOM
Pecnybanku benapyce.

JOKyMeHTbl, HaxogAwMecs Ha onepaTMBHOM XPAaHEHWW B OPraHU3auumn, MoryT 6biTb U3bATbI B
XoAe npeaBapuTe/IbHOro paccnefoBaHus, cyaebHoro pasbupaTenbcTsa, UCMOHEHMA PELUEHUA OpraHa
YroNIOBHOrO npecnefoBaHMA UM cyga nNO  YronoBHbIM  Aenam B NopAagKe, YCTAaHOBJIEHHOM
3aKoHoaaTenbcTBOM Pecnybnmku benapyce.

N3bATME [OKYMEHTOB W3 AeN MNOCTOAHHOIO XpaHeHMa npousBoauTca C 06s3aTebHbIM
BK/IIOYEHMEM B A,€/10 3aBEPEHHON KOMUU N3BATOFO AOKYMEHTA.

216. [Ons KOHTPONS 3a BO3BPAaTOM Ha MECTO BblAaHHOrO (M3bATOrO) M3 Aena OOKYMEHTa
NomeLLLaeTca NMCTOK-3amMecTUTe b, 0popmMIAEMbIN NO Popme CornacHo npuaoxkeHuto 18. ins KoHTpons
3a BO3BpPaTOM [fen COCTaBAsETCA KapTa-3aMecTuTenb Aena, odopmasemas no ¢opme COrnacHo
npunoxkeHuto 19.

FNABA 18
OCOBEHHOCTHU PABOTbI C AOKYMEHTAMM B 3/IEKTPOHHOM BUAE

217. NOKyMeHTbl B 9/1€KTPOHHOM BUAE, NOAJANHHOCTb U LLe/IOCTHOCTb KOTOPbIX YAOCTOBEpPEHa B
YCTaHOB/IEHHOM MOpPAAKE, B TOM YMC/Ie NPY MOMOLLM 3/1eKTPOHHOM undposoit noanucu (ganee - SUN),
NPUPaBHMBAOTCA K AOKYMeHTaM Ha OymMa)KHOM HocuTene, yAOCTOBEPEHHbIM B YCTAaHOBJAEHHOM
nopaaKe, eciv 3akoHoAaTeNbCcTBOM Pecny6ankun benapycb He yCTaHOBAEHO MHOE.

218. ®opmaTbl JOKYMEHTOB B 3/IEKTPOHHOM BUAE, A TaK¥Ke BUAblI MCMONb3yEeMbIX MaTepuabHbIX
HocuUTENeM p[NA  UX  XPaHeHMA OnpefensAltTCs opraHu3aumel, ecan WHoe He  YCTaHOBJIEHO
3aKoHogaTenbcTBom Pecnybimkn Benapyce.

OpraHusauumn, aBnAAloOWMECA WCTOYHMKAMM  KOMMAEKTOBAHUA  TOCYAAPCTBEHHbIX APXMBOB,
COr/NIacoBbIBAOT UCMNOJSb3yeMble GOpPMaTbl LOKYMEHTOB B 3/IEKTPOHHOM BMAE C YMNOJHOMOYEHHbIM
roCcy4apCTBEHHbIM apXUBHbIM YUPEKAEHUEM.

(B pea. noctaHoBNeHMA MuHiocTa oT 27.01.2012 N 18)
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Ucnonbayemble ¢opmaTtbl AOMKHbI obecneymBaTb MNOAJMHHOCTb, AOCTYMHOCTb, LEAOCTHOCTb
MHPoOpMaLUUM AOKYMEHTOB B 3/IEKTPOHHOM BMAE M MNONHOTY CBEAEHUM O crnocobax MX co3gaHus,
TPaHCMOPTMPOBKM (NO/y4eHUsi, OTNPaBKMU), XPaHEHUS C MOMEHTa MUX CO3JaHuA (nonyyeHusa) Ao
nepegayn B apxmsB UM YHUYTOXKEHUS, B TOM YMUC/E MPU OCYLLECTB/IEHUN KOHBEPTALMU AOKYMEHTOB B
HoBble $GOpPMaTbl, MUTPALUN B HOBble aBTOMATU3MPOBAHHbIE CUCTEMbI, IKCNOPTE W3 3NEKTPOHHOWN
NMOYTOBOM CUCTEMBI U 4.

Jonyctumbimn popmatamm OKYMEHTOB B 3/IEKTPOHHOM BUAE ABAAIOTCA:

Portable Document Format / A (PDF/A);

Office Open XML (DOCX);

OpenDocument Format (ODT).

(yacTb yeTBepTan n. 218 BBeAeHa noctaHoBaeHMem MuHtocTa ot 10.12.2014 N 240)

donyctumbimu popmaTamm rpadmyecknx o6pasoB AOKYMEHTOB Ha ByMaXKHbIX HOCUTENAX (CKAHOB)
ABNAOTCA:

Portable Network Graphics (PNG);

Tagged Image File Format (TIFF);

Joint Photograph Experts Group (JPEG);

Portable Document Format / A (PDF/A).

(yacTb naTas n. 218 BBeageHa noctaHoBneHMem MuHiocTa oT 10.12.2014 N 240)

219. MNoAaroToBKa U cornacoBaHMe NPOEKTOB AOKYMEHTOB B 3/IEKTPOHHOM BUAE OCYLLECTBAAIOTCA
Nno npaBWaaMm, YCTaHOBAEHHbIM HacToswen NHCTpyKuuen B OTHOWEHMN aHANOMMYHbIX AOKYMEHTOB Ha
6ymaxkKHOM HocuTene.

220. [OKyMeHT B 3/IeKTPOHHOM BWAE AO0/KEH MMETb BCE PEKBU3UTbI, YCTAaHOBAEHHble AN
aHaNOrMYHOro AOKYMeEHTa Ha ByMaXKHOM HocuTese, 33 UCKoYeHNeM n3obpaxkeHuns FocyaapcTBeHHOro
repba Pecnybnnku bBenapycb, a Tak¥e OTTUCKOB nedyaTen M WTamnoB. PacnonoxeHve n opopmaeHue
PEKBU3NTOB B GopmMynsape AOKYMEHTa B 3/IEKTPOHHOM BUAE NMPU €ro BHEWHeM npeacTaBaeHun <*>
[0J1>KHO COOTBETCTBOBATb TPEOOBAHUAM, YCTAHOBJ/IEHHbIM MYHKTOM 35 HacToswen MHCTpyKumu.

(B peq. noctaHoBneHMA MuHiocTa o1 10.12.2014 N 240)

<*> BHellHee npeacTaBjeHUe AOKYMEHTa B 3/IeKTPOHHOM BWAE - ero BOCMPOU3BeAeHWe Ha
3/IEKTPOHHOM CpeAcTBe OToBpaXkeHusa uHPopmauumn, Ha 6GymaskHoOM Anbo MHOM MaTepuasibHOM
o06beKTe B BUAE, AOCTYNHOM U NOHATHOM A5 BOCNPUATUA HYE/I0BEKOM.

221. B AOKyMEHTax B 3/1IeKTPOHHOM Buae npu opopmMAeHUN PEKBU3UTOB, B COCTAaB KOTOPbIX
BXOAMT CODCTBEHHOPYYHAA MNOAMUCb, BCE 3/IEMEHTbl TaKMX PEKBU3UTOB, 33 WCK/IOYEHUEM
COHCTBEHHOPYYHOM MOAMNUCK, MPU BHELWHEM NPeACTaBAeHUU AOKYMEHTa LO/KHbl OblTb OTPAXKeHbl
HenocpeacTBeHHO B Gopmynsape AOKYMeHTa. B KayecTBe 3KBMBA/NEHTa COOCTBEHHOPYYHOM MOAMMCU
ncnonbayetca JLUIM, 3a UCKAOYEHWEM CNy4YaeB, YKa3aHHbIX B MyHKTe 222 HacToAwen NHCTpyKuum.

Mcnonb3osaHue 3LM ocywecTBasetca B COOTBETCTBUM C TpebOBaHMAMM 3aKOHOLATENbCTBA
Pecny6ankun Benapycb, B TOM YMcie NpeabaBasSeMbIM K CPeacTBaM BblpaboTKu 1 nposepku ILUM.

222. WHCTpyKuMel no Aenonpou3BOACTBY OpraHuM3aumm W (MNM)  WMHBIMM - IOKA/bHbIMU
HOPMaTUBHbIMU MNPABOBbIMU aKTaMW OpPraHuUsaunn moryt ObITb YCTaHOB/1EHbl NpPaBuW/a nNoAnncCaHuA,
COTNIaCOBAaHUSA, YTBEPKAEHWUA BHYTPEHHUX [OKYMEHTOB B 3/IEKTPOHHOM BMAE (33 WCKIOYEeHUEM
JIOKaNbHbIX MPaBOBbIX aKToB) 6e3 ucnonbzoBaHuAa 3N, ecnan 3akoHopaTenbLcTBOM Pecnyb6aukn
Benapycb He yctaHoBneHO MHoe. Takve npasBuaa MOryT OblTb YCTAaHOB/EHbl MPWU YCAOBUM, 4TO
NnporpamMmmHble cpeacTBa, UCNO/b3yeMble B OpraHn3aLumn, No3BOAAKT OAHO3HAYHO MAEHTUPULNPOBATL
ML, noanvcasLlee (CornacoBaBLUlee, yTBEPAMNBLLEE) AOKYMEHT.

MoanucaHue ucxoaawmMx AOKYMeHTOB 6e3 mcnonb3osaHua LM gonyckaeTcAa no cornaweHuto
CTOPOH MNPW YCNOBWUKM, 4YTO MNpPOrpamMmHble CPeAcTBa, NMPUMEHAEeMble B OpraHuW3auuax, NO3BONAIOT
OZHO3HAYHO MAEeHTUOMLMPOBaTb INLO (OpraHM3aLmIo) - aBTOopa AOKYMEHTA, eCN 3aKOHOAATENbCTBOM
Pecny6ankun Benapycb He yCTaHOB/IEHO MHOE.

Mpu ocywecTBNeHMN BHELUHErO COr1acoBaHMA MPOEKTOB AOKYMEHTOB B 3/IEKTPOHHOM BUAE B
KayecTBe 3KBMBajseHTa COOCTBEHHOPYYHOM MoANWUCK, BXOZALWLEW B COCTaB pekBusuTa "lpud
cornacoeaHua", ucnonbsyetca 3N, CornacoBaHne AoKymeHTa 6e3 ncnonb3osaHua LM gonyckaeTcs
Mo COrNaleHUI0 CTOPOH MPU YCNOBUM, YTO NPOrPaMMHbIE CPeACTBA, NPUMEHAEMbIE B OpPraHM3aumsx,
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No3BO/IAOT OAHO3HAYHO UAEHTUPULMPOBATL AN, COr1acoBaBLIee AOKYMEHT, U COBMECTUMbI MeXay
coboi, ecnm 3akoHogaTeNbCTBOM Pecny6amnku benapycb He yCTaHOBIEHO MHOE.

223. Mpu NoarotoBke AOKYMEHTOB B 3/1EKTPOHHOM BMAE MOTYT WMCMO/Ib30BaTbCA LWABIOHbI.
LLabnoHbl paspabaTbiBaloTcA Ha OCHOBE YHUPUUMPOBAHHbLIX GopM AOKYMeHToB cayxkboint [A0OY
opraHusaumm.

224, Mpunem n oTnpaBKka LOKYMEHTOB B 3/1€KTPOHHOM BMAE OCYLLECTBAAETCA, Kak NpasBuno,
cnyxboi JOY.

JonyckaetTca npuvem W OTNpPaBKa [OKYMEHTOB B 3/IEKTPOHHOM BUAE  CTPYKTYPHbIMU
nogpasgeneHmamm (paboTHMKamMn) opraHusaumm 6e3 yyactua cayxbbl OOY. MepeyeHb KaTeropuit
OOKYMEHTOB B 3/IEKTPOHHOM BWAE, NMPUEM M OTNPaBKa KOTOPbIX OCYLLECTBASETCS CTPYKTYPHbIMMU
nogpasgeneHnammn (paboTHMKaMM) opraHM3aunmM camocTonTenbHO, paspabaTbiBaeTca cay»bon A0OY u
YTBEPKAAETCA PYKOBOAUTENEM OPraHM3aL K.

Mocne oOTNPaBKM [AOKYMEHTa B 3/1EKTPOHHOM BWAE, YOOCTOBEPEHHOrO B COOTBETCTBUM C
TpeboBaHMAMM HacToswWwel WMHCTPYKLUMM, AOCbIAKA €ro 3K3emnaspa Ha OymarKHOM HocuTene He
TpebyeTca, ecnmn 3aKkoHoaaTenbCcTBOM Pecnyb6amkn Benapycb He ycTaHOBAEHO MHOe.

225. Mpwn nonyvyeHnn JOKYMeEHTOB, nognucaHHbix UMM, ocywecTenaeTca nposepKa:

noaanHHocTtu JLUM;

CcooTBeTCTBMA cnocoba ucnonb3oBaHusa UM cBegeHMAM, YKasaHHbIM B cepTUdUKATE Katoua
noanucu;

AEeNCTBUTENBHOCTU cepTUdMKaTa KAtova NOANMUCH.

226. MpoBepKa AeNCTBUTENbHOCTM cepTudMKaTa KawYa Noanucyu BKAKOYaeT B ceba npoBepKy
CpoKa Aenctsma cepTudMKaTa Kaouva noanucu (CpoK aeincteusa cepTuduKaTta Kawya Noanmucu He
OOJ/IKEH UCTeYb Ha MOMEHT MOoAMNWCaHUSA OOKYMEHTa), a TaKXKe MoJiydeHue M3 yA0CTOBEepPAIoLLEero
LEeHTpa, BblAasLwero cepTndmKaT Karoda Nnoanucuy, CBeaeHnin o gencTemm ceptudmKaTta Karda noanmncu
(mencrtByeT, AelicTBME NPUOCTAHOB/IEHO, CPOKWN MPUOCTAHOBAEHUSA ero AenCcTBUA, aHHY/IMPOBaH).

227. JIOKyMeHTbI B 3N1€KTPOHHOM BUE NOoAJiexKaT PerncTpaumm B COOTBETCTBUM C TPeOOBaHUAMM
nyHKTa 139 HacToAawen NHCTpyKumm.

[JOonosHUTEeNbHO NPU PerncTpaumMmM AOKYMEHTOB B 3/1I€KTPOHHOM BMAE MOTYT WMCMO/1b30BaTbCH
pekBm3nTbl "[ONKHOCTb, MHULMANbI U damuaMAa Anua, nognucasllero goKymeHT", "Agpec xpaHeHuA
OOKYMEHTa B 3/1eKTPOHHOM BuAe", "BHYTpeHHAA nepeagpecauma AOKYMeHTa NO MUCNoAHUTenam",
"Hanuume npunoxKeHuih K pokymeHty", "Cnocob poctaBKM [AoKymeHTa" (no uWHOOPMaUMOHHO-
TEIEKOMMYHMKALUMOHHOM CeTH, Ha MaTepuabHOM HocuTene 1 4p.) u ap.

228. Bo BHYTPEHHUX W UCXOAAWMX OOKYMEHTAX B 3/EKTPOHHOM BUAE, YAOCTOBEPEHHbIX C
ncnonbsoBaHmem 3SUM, peksusautbl "AaTa" M "PerncrpayuoHHbIi MHAEKC" npocTaBaatoTca nocne
noAnNMcaHus Npu CoxpaHeHUn NOAANHHOCTMU U LLeSIOCTHOCTU NOANUCAHHOTO AOKYMEHTA.

BO BHYTPEHHMX W UCXOAALWMX [AOKYMEHTax, YAOCTOBEPEHHbIX 6e3 wucnonb3osaHua 3SUM B
COOTBETCTBUM C TpeboBaHMAMM MyHKTa 222 HactosAwen WHCTpyKuuu, pekeusuTbl "AdaTta" U
"PernctpauMoHHbI MHAEKC", KaK NPaBUIO, BKIOYAIOTCS B UCXOAHbIN daiin AOKYMEHTa.

229. Bo BXOAAWMX W BHYTPEHHWUX [AOKYMeHTax MHOOpMaLMA, COAEeprKalascAa B pPeKBU3MTaX
"Pesontouma”, "OTmeTKa 0 KoHTpose", "OTmeTKa 06 UCNONHEHUM AOKYMEHTa M HanpaB/ieHUMM ero B
aeno", "OTmeTKa O NOCTyn/ieHUM (PerncTpaumoHHbIA WTaMM BXOAAWMX AOKYMEHTOB)", oTMeTKe 06
O03HAaKOMJ/IEHUM C [OKYMEHTOM, WHbIX C/AY)KebHbiXx OTMeTKax, npu paboTe C [OKYMEHTamu B
3N1EeKTPOHHOM BUAe B UX Gopmynap He BHOCUTCA. [laHHaA MHPOPMaLMA OTPaXKaeTca B PermcTpaLmMoHHbIX
dopmax (PKK wmam KypHane) Ha bymaxkHOM HocuTene nMbo B MaccMBe PErucTpalMoOHHO-YYETHbIX
OaHHbIX, YYET 1 yrnpaB/ieHMe KOTOPbIMM OCYLLECTBASETCA C NMOMOLLbIO aBTOMATU3MPOBAHHOMN CUCTEMBI, U
npu HeobXoAMMOCTU MPUKPENnAAeTcA B BUAE CAaMOCTOATENIbHbIX AOKYMEHTOB B 3/IEKTPOHHOM BUAeE
(dbainoB.) Kk pernctpupyemomy (y4nmTbiBaeMomy) LOKYMEHTY.

230. PernctpaLMOHHO-y4ETHbIE AaHHbIE O OKYMEHTaX B 3/IEKTPOHHOM BUAE U CBA3U MEXKAY HUMM
M CaMUMKM [OOKYMEHTaMW COXPAHAKTCA B HEU3IMEHHOM W AOCTYNHOM A/A BOCMPOM3BEAEHUA W
BOCMPUATUA YE/IOBEKOM BUAE HA NPOTAXKEHUU BCErO KU3HEHHOIO LMKNA AOKYMeHTOB. Mpu nepeaave
OOKYMEHTOB B 3/IEKTPOHHOM BUAE BHYTPU OpraHM3aLMuM UAW Npu OTMPaBKe 33 Npeaesibl OpraHnsaumnu
BMeCTe C HUMW NepesaroTcs UX PErncTPaLMOHHO-YYETHbIE AaHHbIE.

231. MNpu nepecbinKke NO 3NEKTPOHHOW NoYTE LOKYMEHT B 3/IEKTPOHHOM BuAe odopmaseTca no
npaBWiam, YCTaHOB/IEHHbIM HacTosLWEN MHCTPYKUMEN, U NPUKPENAAETCA B BUAE NPUAOKeHUA (daiina) K



3IEKTPOHHOMY MUCbMY.

232. JOKyMeHTbl B 3/IEKTPOHHOM BUAE, B TOM YKUC/ie OTrnpasasemMble (Noslydyaemble) NO KaHanam
3/IEKTPOHHOM NOYTbI, OMYCKAETCA:

3KCNOPTUPOBATb BO BHELUHME MO OTHOLLIEHUIO K MOYTOBOM CUCTEME 3N1EKTPOHHbIE dainbl;

aKkcnoptuposatb B ACAOY;

pacne4yaTbiBaTb Ha BymaxKHOM HocuTene.

233. Mpwu 3KcnopTe AOKYMEHTA B 3/IEKTPOHHOM BMAE, OTNPABAEHHOro (MonyYeHHOro) No KaHanam
3NIEKTPOHHOM NOYTbl, BO BHELIHWI NO OTHOLWEHMIO K MOYTOBOM cnucteme dann unm ACO0Y ¢ LOKYMEHTOM
3KcnopTMpyeTcs (pacneyaTbiBaeTcs) CONPOBOAUTENIbHOE 3/IEKTPOHHOE MUCbMO, BK/OYas MHbOPMaLuio,
CoAeprKallylocs B 3aro/IOBOYHOM YacTM 3/IEKTPOHHOIrO Nucbma (cBedeHus o6 3neKTPOHHOM agpece
oTnpasutena (nony4yatensa), AaTte OTNPABKM, AaTe MNOAYYEHUA, TEME NUCbMA, O NYTAX MPOXOXKAEHUS
3/IEKTPOHHOIO NMUcbMa No UMHOGOPMALNOHHO-KOMMYHUKALMOHHBIM KaHanam cBA3n, naeHtudukatope
nucoema B MHGOPMALMOHHON CUCTEME U AP.), €CAN AOKYMEHT HE COAEPKUT pekBusuT "[ata", B UHbIX
CNyYanx, Korga ykasaHHaa uHbopmaums Heobxoguma ANnA NoATBEPKAEHWUA GAKTA U YCAOBUIMN OTMNPABKU
(nonyyeHnn) pokymeHTa u (MAKN) MoXKeT BbITb UCNO/Ib30BaHA B CNPABOYHbIX U AOKA3ATENbHbIX LLeNsX.

234. Mpu XpaHEHUM W WCNOJIb3OBAHUW [OKYMEHTOB B 3/1E€KTPOHHOM BWAE, B TOM u4ucne
OTNpPaB/EHHbIX (MOAYYEHHDbIX) NO KaHaNaM 3NEKTPOHHOM NoYTbl, obecneynBaeTca UX AOCTYNHOCTb ANs
BCEX 3aMHTEPECcOBaHHbIX PAaOOTHMKOB OpPraHM3aLMn B COOTBETCTBUM C YCTAHOB/IEHHbIMW 06A3aHHOCTAMM
W NpaBamu JoCTyna.

235. KoHTpo/ib MCNONHEHWA [OKYMEHTOB B 3/€KTPOHHOM BUAE OCYLLECTBAAETCA C Y4YETOM
TpeboBaHMI rnasbl 9 HacToAwen MHCTPYKLMH.

KOHTpO/Ib UCMONHEHMA LOKYMEHTOB B 3/IEKTPOHHOM BMAE 06eCNeyYnBaeTcs TEM Ke CTPYKTYPHbIM
nogpasgeneHmem (LOMKHOCTHBIM JIMLLOM), KOTOPOe B COOTBETCTBMM C JIOKA/IbHbIMM HOPMATUBHbIMU
NpPaBoOBbIMW aKTamMmM 0becneynBaeT KOHTPOJIb UCMONHEHUA AOKYMEHTOB Ha ByMaXKHbIX HOCUTENAX.

236. [loKyMeHTbl B 3/IeKTPOHHOM BUAE MNOCNE UX UCMOJIHEHUA NOAJMENAT XPaHEHUIO B TeyeHue
CPOKOB, YCTaHOB/IEHHbIX 418 AHA/IOTMYHbIX LOKYMEHTOB Ha BYMaXKHbIX HOCUTENAX.

XpaHeHWe JOKYMEHTOB B 3/1€KTPOHHOM BuAe 6€3 co3aaHMa opurMHaaoB Ha bBymaxkHOM Hocutene,
0dOPMNEHHDBIX U NOAMNMUCAHHbIX B YCTAHOBNEHHOM MOPAAKE, AOMYCKAeTCA TONbKO ANA AOKYMEHTOB CO
CpOKamm xpaHeHusa 1o 10 neT, yKasaHHbIX B NepeyHe COrlacHo npuaoxenuto 20.

(yacTb BTOpas n. 236 BBeAeHa noctaHosaeHWem oT 10.12.2014 N 240)

McnonHeHHble AOKYMEHTbl B 3/1EKTPOHHOM BUAE GOPMUPYIOTCA B 3/NEKTPOHHblE Aena (nankw,
OMPEKTOPUM  HA KECTKOM [AWCKe CheunanbHO BblAEeNEeHHOr0 KOMMbIOTEPA) B COOTBETCTBUWM C
HOMEHKNATYpOh A[en opraHM3aumu, COCTaBASEMOM B COOTBETCTBMM C TpeboBaHMsMM rnasbl 10
HacToAwen NHCTpyKumm.

(B pea. noctaHoBneHMA MuHiocTa oT 10.12.2014 N 240)

YacTb nckatoudeHa. - NMocraHosneHne MuHtocta ot 10.12.2014 N 240.

237. ®opmupoBaHMe M OPOPMNEHUNE 3SNEKTPOHHbIX AN OCYLLEeCTBAAETCA C Y4eToM obwmx
TpeboBaHuUIt GOpMUPOBAHMA U OPOPMAEHNA AeN C AOKYMEHTAMM Ha BYMaXKHbIX HOCUTENAX, YKa3aHHbIX
B rnasax 11 n 13 HacToAwen NHCTpyKumnm.

B peaTenbHOCTM opraHM3aumin gonyckaetca popmmupoBaHmne rmbpuaHbIX Aen B TOM C/yyae, Korga
B Npegenax ogHoOro gena ob6beguHATCA AOKYMEHTbl, YaCTb KOTOPbIX MOCTYNMAa B OpraHM3aumto no
KaHa/lamM 3N1eKTPOCBA3M MK Bblna co3gaHa B OpraHMsaLmm B BUAE AOKYMEHTa B 3/IEKTPOHHOM BUAE, a
YyacTb AOKYMEHTOB MOCTyNuAa B OpraHM3auuio uam bblna co3gaHa B OpraHM3auum Ha BymarkKHom
HocuTene. lpu 3TOM B HOMeEHKANaType Aen AenaetcA OTMETKa B COOTBETCTBMWM C noanyHKTom 165.5
nyHKTa 165 HacToAwen NHCTpyKumm.

(yacTb BTOpan n. 237 BBegeHa noctaHoBaeHMeM MuHiocTa ot 10.12.2014 N 240)

MbpmnaHoe feno cyliecTByeT TOMIbKO Ha CTaAWKM OMepaTMBHOTO XpPaHeHUA AOKyMeHToB. [ocne
WCMNOJIHEHNA BCEX OOKYMEHTOB W 3aBepLUEHUs Aef0NpoOU3BOACTBEHHOrO roga m3 rmbpugHoro aena
dbopmupyetca ambo peno ¢ AoKyMeHTamMu Ha bymaxkHOM HocuTene, nMbo anekTpoHHoe peno. Mpwu
bopmMMpoBaHUN Aena AOKYMEHTaMM Ha OymaxkHOM HocuTene [AOKYMEHTbl B 3/1EKTPOHHOM BUAe
pacneyaTbiBaAOTCA M 3aBEPAIOTCA B NOPAAKE, YCTAHOBAEHHOM 3aKOHOA4ATENbCTBOM. [pn dopmumposaHnm
3NEKTPOHHOTO Aefla AOKYMEHTbl Ha OymMaxHOM HocuTene NepeBOSATCA B 3NEKTPOHHbLIA  BUA
(ckaHupytoTca).

(yacTb TpeTba n. 237 BBeAeHa NocTaHoBeHMem MuHiocta oT 10.12.2014 N 240)
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Heponyctnmo dopmmpoBaTh rubpuaHblie gena A0KYMEHTaMM NOCTOAHHOIO U BPeMeHHOro (CBbllle
10 neT) xpaHeHus.

(yacTb ueTBepTas n. 237 BBeAeHa noctaHoBaeHnem MuHtocTta ot 10.12.2014 N 240)

OcobeHHOCTM popMMPOBaAHUA U OPOPMIEHMA SNEKTPOHHDBIX AEN OTPAXKAOTCA B MHCTPYKLUKM MO
[enonpou3BoACTBY OpraHM3auumn.

238. MecTo XpaHeHWA 3IEKTPOHHbIX AeN U OTAENbHbIX JOKYMEHTOB B 3/IEKTPOHHOM BUAE A0 UX
nepesayv B apxXuB UAWN BblAENEHUA K YHUUTOXKEHUIO ONpeaenseTca opraHu3aumet CamoCTOATENbHO U
3aKpennaeTca B /IOKaIbHOM MPaBOBOM aKTe, YTBEPXKAAEMOM PYKOBOAUTENEM OpPraHU3aLmK.

239. JKcnepTM3a UEHHOCTUM OOKYMEHTOB B 3/IEKTPOHHOM BUAE OCYLLEeCTBAAETCA B NoOpAaKe,
YCTAHOBNEHHOM rnaBoin 12 HacTtoAwen WMHCTPYKLUMM, a TaKXKe MHbIMW aKTaMW 3aKOHOLATeNbCTBa
Pecnyb6anku benapyce.

240. Mepepaya B apxvB W BblaeNeHUE K YHUUTOMEHUIO INEKTPOHHbLIX AeN U OOKYMEHTOB B
3/IEKTPOHHOM BUAE OCYLLECTBASAIOTCA B COOTBETCTBMM C TpeboBaHMAMM HacToAWwen MHCTPYKUMKN U UHbIX
aKTOB 3aKoHoAaTenbcTBa Pecnybnmkun benapyce.

MpunoxkeHue 1

K HCTpYKLUK

no Aenonpoun3soaCcTay

B roCyapCTBEHHbIX OpraHax,
WHbIX OpraHM3aLmax
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lpuMepHast popMa Tabens yHMPuMUMPOBAHHEIX (OpPM NOKYMEHTOB OpIraHM3aLun

YTBEPXIAIO

(HaMMeHOBaHME IOJIKHOCTU

pyrkoBOOUTEIIA OpPaHMBaHMM)

[Momnmcse PacumppoBka nNOONMUCHK
IDaTa
IaTa
YTBEPXIEHUS, CorjlacopaHue
HamMmeHno- |HamMeHOBaHMe |llomopasnesieHue [lepuo-
BaHMe opTraHu3auum (moJmxHOCTHOE YrBepxnoe- ONYHOCTL |llpmmMme-—
bopMEL (DOJIXKHOCTHOT' O JINLIO) , Illomnmce HUEe I[leuaTs | cOCTaBJIe— | UaHUe
OOKYMEHTAa auua) , OTBETCTBEHHOE HUS
YTBEPOMBLIEM [3a NOOTOTOBKY |BHYTPEHHEE |BHEIHEE
bopmy
OOKYyMEeHTa
1 2 3 4 5 6 7 8 9 10
HamMeHOBaHMEe HOOJIXKHOCTU PYKOBOOUTEJIA
cayx6el IOY (Juila, OTBEeTCTBEHHOTO 3a II0Y) IlNoomnmce Pacumpporka nomnmcum
[lpnmMeuaHMe. Tabesnb MOXeT OBITb JONOJIHEH Tpabamm "Konm Qopmel IO
kynaccudukarTopy", "Ampecat", "OTBeTCTBEHHHM 3a KOHTPOJbL MCIOJHeHUA" M Ip.

MpunoxkeHue 2
K UHCTpYKLUMK



no genonpon3soactey
B roCy4apCTBeHHbIX OpraHax,
MHbIX OpraHn3aumnax

@opma CIIMCKa Ha PacCCHUIKY

(Ha3BaHMe, JaTa, MHIEKC OOKyMEeHTAa)

HamveHnoBaHMe OpraHM3aluumyM m

(M) CTPYKTYPHOTO [IouTOBEI andpec KommuecTBO [IpuMeuaHue
nonpasneiieHusa, IOOJIKHOCTHOT'O SK3EMIJIAPOB
guiia - ajgpecara
1 2 3 4

HammeHOBaHME OOJDKHOCTU pyroBOOUTEIIA
CTPYKTYPHOT'O IoOpa3neJieHnA [Mopnuce Pacmm@pOBKa rnogrmcum



MpunnoxxeHue 3

K UHCTpYKLUUK

no 4,enonpoun3BoacTay

B roCyapCTBEHHbIX OpraHax,
WHbIX OpraHmn3aumax

NPUMEPHbIN NEPEYEHb AJOKYMEHTOB, NOANEMXALLMX YTBEPKAEHWUIO

1. AKTbl (MpMema 3aKOHYEHHbIX CTPOUTENLCTBOM OOBEKTOB, BbIMOJHEHHbIX PaboT, cnucaHus,
3KCnepTu3bl, NpMeMa-nepesayv gen u T.4.).

2. F'padmKm (0TNYCKOB, AMYHOTO NpMema 1 T.4.).

3. 3apaHuAa (Ha nNpOEeKTUpoBaHWE OOBEKTOB, TEXHUYECKMX COOPYNKEHWUIM, KanuTasbHOeE
CTPOUTENBCTBO, nposegeHue Hay4YHO-MCCNen0BaTENbCKUX, NPOEKTHO-KOHCTPYKTOPCKUX n
TEXHONOTNYECKUX PaboT, TEXHUYECKME N T.4.).

4. 3aABKM (Ha MaTepuanbHO-TEXHUYECKOE CHabKeHne, obopyaoBaHue U T.4.).

5. WHcTpyKumn (npaBuna) (O0MKHOCTHble, MO Ae/0NPOM3BOACTBY, TEXHMKe 6esonacHocTy,
BHYTPEHHEro TPpyA0BOro pacnopsaka u T.4.).

6. Hopmatmebl (pacxoga CbipbA, MaTepMasnoB, 3/NEKTPOIHEPrMM,  TEXHOJIOTMYECKOTO
NPOEKTUPOBAHMA, YACIEHHOCTU PaBOTHUKOB U T.4.).

7. OtyeTtbl (0 NPOM3BOACTBEHHON AEATENbHOCTM, KOMaHAMPOBKaX, Hay4HO-MCCNEeLO0BaTENbCKUX
paboTax 1 T.4.).

8. MepeyHun (pomKHOCTEe PabOTHMKOB C HEHOPMUPOBAHHbLIM paboymMm AHEM, AOKYMEHTOB,
06pasyloLmxca B AeaTe/IbHOCTU OpraHn3aumii, ¢ yKasaHMEM CPOKOB XPaHEeHUA U T.4.).

9. MnaHbl (NPOM3BOACTBEHHbIE, KanUTa/ibHbIX BAOXEHWA, CTPOUTE/IbHO-MOHTaMXKHbIX, MPOEKTHO-
M3bICKATE/IbCKMX, Hay4YHO-UCCNef0BaTeIbCKUX PaboT U T.4,).

10. MonoxeHusa (yctasbl) (06 opraHM3aL MM, CTPYKTYPHOM NOAPA3AENEHUN, NPEMUPOBAHUN U T.4.).

11. Nporpammbl (NpoBeaeHMA paboT, MeponpuaTUn 1 T.4,.).

12. PacueHKM (Ha npon3BoAacTBO PaboT, OKasaHue ycayr).

13. CmeTbl (pacxofoB, AOXOAOB W PACXOLOB BHEBIOAMKETHbIX CPEeACTB, Ha KanuTasbHOe
CTPOUTENBCTBO U T.4,.).

14. CtaHpapTbl.

15. CTpyKTypa 1 WTaTHAA YNCNEHHOCTb.

16. YHuduunposaHHble Gopmbl LOKYMEHTOB.

17. WtaTHble pacnmcaHuA.

MpunoxeHue 4

K HCTpYKLUUM

no 4enonpoun3BoacTBy

B rOCyapCTBEHHbIX OpraHax,
WHbIX OpraHM3aumnax

Ob6pasen, obopMiieHMsT JIMCTa COIJIaCOBaHUSA

JIMCT COTIJIACOBAHMA
IpOeKTa [IOCTAaHOBJIEHMA MMHMCTEPCTBa NPUPONHBEIX PECYPCOB UM OXPAaHH
oKpyXawuel cpens Pecnybnuxky Besapychb "O6 yTBepXIOeHUM VHCTPYKLUMU



O IMOpAIKEe BEeIEHUMA IIE€PBUUYHOT'O ydeTa MCIIOJIB30BaHUA Bon"

COTJIACOBAHO

MUHMCTP XUIIMIHO—
KOMMYHaJIbHOTO XO34MCTBa
Pecnybnmuku Bejapychb
[loonuce B.M.BeJIOXBOCTOB
21.09.2008

COTJIACOBAHO

3aMecTUTeslb NpencenaTens
BpecTckoro o6yjacTHOTO
VCIIOJIHUTEJIBHOTO KOMUTETAa
Hognmuce M.U.0OxumMmyk
20.09.2008

COT'JIACOBAHO

[lpencenmaTernb

T'oMeslbCKOT'O OBJIaCTHOT'O
VCIIOJIHUTEJIBHOT'O KOMUTETa
Momnuce A.C.Hdx0o6COH
22.09.2008

COTJIACOBAHO

[lepBBIM 3aMEeCTUTENL IIpencenaTeiis
MMHCKOT'O T'OPOLCKOI'O
VCIIOJIHUTEJIBHOTO KOMUTETAa
MNomnuce A.A.KyHLUEeBUY
22.09.2008

COTJIACOBAHO

[lepBHM 3aMeCTUTeJIb NpencenaTeiisa
MormyieBCKOTO OOJIaCTHOTO
MCIIOJIHUTEJIEHOTO KOMUTETAa
[lognuce B.B.KpaBuos

22.09.2008

COTJIACOBAHO

[IepBHIM 3aMeCTUTEIb
[lpencenmatTena
T'ocymapcTBeHHOTO

KOMMTETa II0 CTaHOapTU3aLuUMn
Pecnybnukmu Besapych
[Momnmce B.B.HaszapeHKO
21.09.2008

COTJIACOBAHO

[IpencenatTesib

Burebckoro o6JiaCTHOTO
VICIIOJIHUTEJIBHOT'O KOMMTETAa
Nopnuce B.Il.AHOPEeMYEHKO
27.09.2008

COTJIACOBAHO

[lpencenmaTernsb
I'poOHEHCKOTO OBJIACTHOTO
NCIIOJIHUTEJILHOT'O KOMMTETAa
[loonmucep B.E.CaBuYueHKO
22.09.2008

COTJIACOBAHO

[IpencenaTesb

MMHCKOTO OBOJIACTHOTO
VICIIOJIHUTEJILHOT'O KOMUTEeTa
Nomnmuce JI.d.Kpymners
24.09.2008

Mpunoxkenne 5

K MHCTpYKLUUKM

no 4enonpoun3BoacTBY

B rOCy4apCTBEHHbIX OpraHax,
WHbIX OpraHM3aLmax

NPUMEPHbIA NEPEYEHb AOKYMEHTOB, HE NOANEXALLMX PETUCTPALIUN

1. loOKymeHTbl ONepaTUBHO-MHPOPMALMOHHOIO XapaKkTepa (MMCbMa, CBOAKM U Ap.), NPUCAaHHbIe
ONna ceegeHus.

2. 3aABKMW, HapAabl, pa3HapPALKM.

3. Mo3gpaBuTenbHbIe MMCbMa U TeNlerpaMmbl.

4. Mporpammbl, NaaHbl, NOBECTKM 3aceaHuni, coBeLaHnii, KOHGEPEHLMIA, UHbIX KOANErManbHbIX
MepPONpPUATUIA.

5. MpurnacutenbHble Gunetol.

6. MeyaTHble U34aHUA (KHUTK, JKYPHAbI, Fa3eTbl).

7. PeknamHble matepuans (TMCTOBKK, MPOrpaMMmbl, MPOCMEKTbI, U3BELLEHWS).



8. Mucbma opraHusauuii U WMHAMBUAYANbHbLIX NPEANPUHUMATENEN C MPEO/IONKEHUAMN O
COTPYAHMYECTBE AN OKA3aHUW YCAYT.

9. MHdopmauMOHHbIE M crlpaBoYHble MaTepuanbl (btonneteHn, Gpolwtopbl, UHGOPMALMNOHHbIE
JIUCTKK, NPOCMEKTbI U3aaHui, asTopedepatbl U 4p.).

10. ®opMbl CTAaTUCTUYECKOM OTYETHOCTM M CONPOBOANTENIbHAA SOKYMEHTALMA K HUM.

MpunnorkeHune 6

K IHCTpYKLUUM

no A,e/fonpon3BoACTBY

B rocyZ,apCTBEHHbIX OpraHax,
WHbIX OpraHM3aumax



lIpuMepHast popMa PErMCTPaLMOHHO-KOHTPOJILHOM KapTOYKM

JInuiepasa CTOpPOHAa

12345678910111213141516171819202122232425262728293031

CpOK NUCNONIHEHUNA HasBaHue BMAa AOKYMEHTA

ABTOp (KOppecnoHAeHT)

[aTta u nHgekc noctynnenmsa

[aTa n MHAeKC AoKyMeHTa

3aro/10BOK (KpaTKkoe comepxaHue)

Pesontouma nam Komy Hanpas/ieH AOKYMEHT

OTmeTKa 06 NCNONHEHUN AOKYMEHTA

OBbopoTHass CTOpPOHAa

KOHTpONbHblE OTMETKMU

doHa N Onuce N

deno N

MpunoxkeHue 7

K HCTpYKLUM

no 4enonpons3BoacTBY

B rOCyZ,apCTBEHHbIX OpPraHax,



lIpaBuna BaroJIHEHMUSI OCHOBHEIX PEKBMBUTOB
PeTrMCTPaUMOHHO-KOHTPOJBHOM KapTOYKM

PekBn3nTbl

[MoscHeHnA K 3an0NHEHUIO

2

HasBaHue BMAa AOKYMeEHTa

3anosiHAeTCA B COOTBETCTBUM C Ha3BaHWEM BUAA
pPerncTpmpyemoro goKkymeHTa. Mpu peructpaumm nucem rpada
He 3anosiHAeTcA

ABTOp (KOppecnoHAEeHT)

Mpwu pernctpaymm NoCcTynMBLLETO AOKYMEHTA 3anucbiBaeTca
HaMMeHOBaHMeE OpPraHM3aLnK - aBTopa AOKyMeHTa. MNpu
PervcTpaummn NCXoAAWEero 4OKYMEHTA 3anncbiBaeTca
HaMMeHOBaHMe OpraHun3aunn-KoppecnoHaeHTa. Jonyckaercs
NPUMeHeHWe COKPALLEHHOrO HAMMEHOBAHMA OpraHM3auum

[aTta u uHaeKc noctynaeHua

3anonHAeTcA NpU PerucTpaumm BXogALWEro AOKyMeHTa.
3anucbiBaloTcA AaTa U UHAEKC, MPUCBOEHHbIE OKYMEHTY
opraHusaumnen- noaydyatenem; NePeHoOCATCS U3
PEerncTpaLMoHHOro WTamna BXoAALWMUX JOKYMEHTOB

[aTa v nHaeKkc AoKymeHTa

3anucblBaloTCA AaTa U MHAEKC, NPUCBOEHHbIE LOKYMEHTY
opraH13auven-aBTopom; NEPEHOCATCA C BXOAALLENO UK
NCXOAALLEro AOKYMEHTa

3aronoBoK (KpaTKoe coaepkaHue)

MepeHOCUTCA 3aro/I0BOK, CHOPMYINPOBAHHBIN HA AOKYMEHTe

Pesontouma nam KOMY Hanpas/sieH
AOKYMEHT

HEDEHOCI/ITC’FI TEKCT pe3oarunmn pyrkosoautena

CpOK MCNoaHeHUnA

MpocTasnsaeTtca aata (UMcno, mecal, rod), K KOTOPo AOKYMEHT
[ONKeH BbITb UCNoHEH. Mpy perncTpaummn MCXoaaLero

MHbIX OpraHn3aumnax



WHNUNATUBHOTO AOKYMEHTA 3aMUCbIBAETCA OaTa OXKXNOAEMOTO
OTBETA

OTmeTKa 06 NCNONHEHUN AOKYMEHTA

KpaTKo 3anucbliBaloTCA pelleHne Bonpoca Mo CyLwecTsy, gaTa u
WHAEKC JOKYMEHTa-0TBeTa

Oeno N MpocTaBnaeTca UHAEKC gena, B KOTOPoe NOMeLLEH JOKYMEHT
nocne ncnoJiHeHnA B COOTBETCTBUN C HOMeHKnaTypOVI aen
[lpuMepHasT popMa xypHajla permcrpaluy BXOASIMX NOKYMEHTOB
JaTa KoppecnounngeHr, Pesogouma wmnm | Pacnmucka
NOCTYIJIEHUA | JaTa M MHIOEKC Kparkoe KOMY B OrmMeTka 00
M MHIOEKC [NOCTYNMBIIET'O comepxaHue HanpaBJieH [OJIYYEHUM | UCIIOJIHEHUU
JOKYyMEHTAa JOKYMEHTAa JOKYMEHT
1 2 3 4 5 6

MpunokeHue 8

K IHCTpYKLUM

no 4enonpounsBoaCTBY

B rOCy/ZL,apCTBEHHbIX OpPraHax,
WHbIX OpraHM3aumax



Hpmaepnaa Qopma XypHajyla permcrpaum MUMCXOoAOAlLMX M BHYTPEHHUX OOKYMEHTOB

JaTra n mHoexc| KoppecnoHOeHT Kparkoe comepxaHue OrmeTka 06
JOKYMEHTa JOKYMEHTa MCIIOJIHEHUNM IOOKYMEHTaAa
1 2 3 4

(8 pea. noctaHoBneHMA MuHiocTa oT 27.01.2012 N 18)

MpunokeHue 9

K IHCTpYKLUM

no 4enonpounsBoacTBY

B rOCy4apCTBEHHbIX OPraHax,
WHbIX OpraHM3aLmnax

MpunorkeHune 10

K UHCTpYKLUMK

no 4enonpouns3soacTay

B roCyapCTBeHHbIX OpraHax,
WHbIX OpraHM3aLuax


consultantplus://offline/ref=0E0E1FF887BBE0DAC03299A969C278630BA760F44340287910E0FFA4CB569C5CACD834D6F0C0822CB9D438B892O5U9H

@OPMa HOMEHKJIATYPs neJl OopraHmM3aumumn

HavMeHOBaHMe BHIIECTOALEN OPIraHM3aALUU YTBEPXIAIO

HammMeHOBaHMe oOpTraHM3aLun

HOMEHKIJIATYPA IEJI (HaVMeHOBaHMEe IJOJIXKHOCTU
N

pykrkoBOOMUTEIIA OpPaHMSaHMM)

(MecTO COCTaBJIEHUSA)
Ha Torm [lopnuce Pacumbporka nomgnmucu
JaTa

Haspanme pasnena |Kom-Bo gnesn| Cpok XpaHeHuUA nesa

VHOekc neJa (nompazmena) , (TomOB, (Toma, uvacTtu) u [IpuMeuaHue
3aT0JIOBOK IeJjia yacrTen) HOMEpa INYHKTOB
(Toma, uactTu) (cTaTel) 0O NepeuHo
1 2 3 4 5

HOMeHKﬂaTypa IoeJl CoCTabJIeHa Ha OCHOBAaHMUNU

(HaBBaHMH M BEIXOIHBIE IOaHHEBIE

HOPMATMBHEIX IIPaBOBEIX aAKTOB, MCIIOJIB3OBAHHEIX IIPU OIpeneJISeHUN
CPOKOB XpaHeHusa Inejl)

HamMeHOBaHME IOJIKHOCTY PYKOBOOUTEJIS
cayx0ul JOY (Jjimua, OTBeTCTBEHHOTO 3a JI0Y) [lognmch PacumppoBka NOONUCHU

BaBenyoumuil apxXMBOM (HaMMeHOBaHMUE
OOJDKHOCTM JIMlla, OTBETCTBEHHOTO 3a apxXUB)

[oonucse PacumppoBra NOONMUCHU
IDaTa
COTJIACOBAHO COIJIACOBAHO <*>
[IpoTokoJy 3acedaHusa LOK (9K) [IpoTokoJy 3acemaHusa OMK (OIIK, L3K)
(HaMMeHOBaAHME OpPITaHM3ALUMN) (HaMMeHOBaHME TOCYINAapCTBEHHOT'O apxmBa
N

VIV CTPYKTYPHOTO I[OOpa3lelieHUs 10

apxmeaM U IOeJIOIIPOM3BOICTBY 06J1aCTHEIX

(MMHCKOTO TOPOICKOIO) MCIOJIHUTEJbHBIX

KOMMTETOB, BHIIE CTOSIEN OpPaHMBaHMM)
N

<*> B opraHm3aumnax, He ABJIARIIMXCHS MCTOUHMKAMM KOMIIJIEKTOBAHUS
TOCYHOAapCTBEHHHX apxXMBOB M He MMeUMX BHUECTOSAWNEI'0 opraHa yNpaBJIeHMS, He
obopmMmrigeTcs.

MpunnoxkeHune 11
K MHCTpYKLUUM
no Ae/IoNpon3BOACTBY



B roCyapCTBeHHbIX OpraHax,
MHbIX OpraHn3aumnax

dopMa HOMEHKJIATYPH [HAeJl CTPYKTYPHOI'O NOIApasfelieHus
(obmecTBeHHOM OpTraHMBaLMKM) oOpIraHMBaluun

HavMeHOBaHME oOpIraHM3aLUNU
HamMeHOBaHME CTPYKTYPHOTIO
nompasneseHus (oOmecTBEeHHOM
opraHm3almun)
HOMEHKIJIATYPA IEJI

N

(MecTO COCTaBJIEHUSA)
Ha ron

HaspaHMre pasnerna

Kosn-Bo nmemn

Cpok XpaHeHuA neJia

VHOexkCc Jjeja (mompazmena) , (TomoB, (Toma, uwactu) u [IpuMeuaHue
3aT0JIOBOK IeJjia yacren) HOMepa IIYyHKTOB
(Toma, uyacTu) (cTaTel) 0O HepeydHo
1 2 3 4 5

HOMeHKJ’IaTypa oeJjl CoCTaBJIeHa Ha OCHOBaHUM

(HaBBaHI/IH 1 BEIXOIIHEIE JIJaHHEIE

HOPMATVBHEIX IIPAaBOBEIX AKTOB,

VICIIOJIBE3OBAHHEBIX IIPU OllpeneJIieHUN

CPOKOB XpaHEeHMd IeJuI)

HauMeHOBaHME OOJDKHOCTU PYKOBOOMUTEIIA

CTPYKTYPHOT'O MNoIpaslelIeHUs
(oBmecTBEeHHOM OpTaHM3aluM)

SaBe,I[yIOLLU/HZ APXMBOM (HaMMeHOBaHMUE
OOJIXHOCTM JIMlla, OTBETCTBEHHOI'O 3a

apxXunB)

[Nopgnmuco Pacumdpporka NOONUCH

ITaTa

COTJIACOBAHO <*>
[IpoTokoJs1 3acenaHma OK

(HaVIMeHOBaHMe CTPYKTYPHOT'O

HO,I[paS,I[eJ'IeHMH)

<*> OpopmiigeTca npu Hammumm 3OK

[Nomnucso Pacumpporka NOONUCK

CTPYKTYPHOIT'O IIOIpa3neJiIieHUA .

MpunnoxkeHune 12

K HCTpYKLUUM

no Ae/IoNpon3BOACTBY

B roCyZ,apCTBEHHbIX OPraHax,
MHbIX OpraHM3aumax



dopMa MTOT'OBOM BammMcCM K HOMEHKJIaType Hes opTraHM3aumm

NToroBasa 3amnMcChb O Kareropmax mM KoJIudecTBe nei,

3aBE€OEHHEBEIX B rony B
(HaMMeHOBaHME OpITaHM3aLUM)
B Tom uncne
Mo cpokam xpaHeHwuA Bcero
nepexoaaLLmnx ¢ otmeTKomn "IMK"
1 2 3 4
MocTosiHHOrO

BpemeHHoro (cBbiwe 10 ner)

BpemeHHoro (8o 10 neT BKAOYNTENBHO)

UTOro

HauMeHOBaHME IOOJIXHOCTU PYKOBOAUTEIS

canyx0el IOY (Juila, OTBETCTBEHHOTO 3a

oY) Honnmcob
ITaTa

VTOTOBEIE CBEeIEeHUSA IIepeaHbl B apXMB OpI'aHM3alln
HammMeHOBaHMe OOJIXKHOCTM JIMLa,

repenapmero CBelOeHMA [Topgnuce
JaTa

PacumppoBka NOONUCK

PacumppoBka NOAONUCHK

MpunoxkeHue 13



BHYTpeHHAA ONNMCH
OOKyMeHTOR nejsia N

(B peq. noctaHoBneHMa MuHiocTa ot 10.12.2014 N 240)

dopMa BHYTPEHHE! ONMUCKU HNOKYMEHTOB Hena

N JaTa Nupmexc Hazspaume u Homepa msmcTos| IlpuMedaHue
n/n| OOoKyMeHTa OOKYyMeHTa | (uamM) 3aTroJIOBOK nesa
IOOKYMEHTAa
1 2 3 4 5 6
NToro IOKYMEHTOB.

HammMeHOBaHMe IOOJIXHOCTM JiMLa,

(umdpaMm M HOPONMCEI)
KonmmuecTBO JMCTOB BHYTPEHHEM ONMUCHU

CcoCTaBMBIIETO

BHYTPEHHIIO OIIMCbB IOOKYMEHTOB IOejia

IHaTa

I[Toonuce

(umbpaMy ¥ HOPONMUCHIO)

PacumppoBka NOONUCK

K IHCTpYKLUM

no 4enonpounsBoacTBY

B roCyZ,apCTBEHHbIX OpraHax,
WHbIX OpraHmn3aLmnax

Mpunoxenune 14

K UHCTpYKLUMK

no 4enonpounssoacTay

B rOCy4apCTBEHHbIX OpraHax,


consultantplus://offline/ref=0E0E1FF887BBE0DAC03299A969C278630BA760F443402A7812E1F2A4CB569C5CACD834D6F0C0822CB9D438B891O5U5H

MHbIX OpraHn3aumnax

dopmMa JnmuCTa-BaBepuUTeNsT Oerna
JIMCT-3ABEPUTEJIL OEJIA N

B nmesie momoummMToO (BJIOXEHO) UM IMNPOHYMEPOBAHO

(ubdpaMm M HOPONMCHIO)
JucT (OB), B TOM UMCIIE:
JIMTEPHBIE HOMEepa:
IPONyLIEHHEE HOMepa:
+ JIMCTOB BHYTPEHHEM OIUCU:

OcobeHHOCTM (QUBMUECKOI'O COCTOSHMA U QOpMMPOBAHMA »Oesa Homepa mnmcTOB

1 2

HammvMeHOBaHMe IOOJIXKHOCTM JiMLa,
COCTaBMBUIET'O 3aBEPUTEIIBHYIO

HaAIIMCh loanmchb Pacumpporra nomnmcu
JaTa

MpunoxeHune 15

K UHCTpYKLMK

no AenonpounsBoacTByY

B roCyZlapCTBEHHbIX OpraHax,
WHbIX OpraHM3aumax



®opMa OBJNOXKKM mesa

®. N
Om. N
oO. N

(HaMMeHOBaHME TOCYINAapCTBEHHOTO apxmuBa) <*>

(HaMMeHOBAaHME BHIUECTOALEN OpIraHM3alLuM)

(HaMMeHOBaHME OpPITaHM3alUM)

(HaMMeHOBaHME CTPYKTYPHOI'O HNOoIpaslesyieHMsa (oDOmeCTBEeHHOM opIlaHu3aluumn),

@yHKLU/H/I VJyL HallpaBJIEHMA ILeHTeJ'IbHOCTM)

Oesio N ToMm N

(3aroJsioBok neja)

naTta (xpalHue ZIaTH)

Ha JMCcTax
XpPaHUThb

®. N

Om. N

I.

N

<*> ObopmisieTcsa B OpTaHMBALMAX, SBJISOIMXCSA MCTOUYHMKAMM KOMIIJIEKTOBAHMUS
TOCYIapCTBEHHHIX AapXMBOB, IIpM Iepelade meja (ToMa, dYacTM) B TOCYyHapCTBEHHEIM
apxuUB.

MpunnokeHue 16

K HCTpYKLUUM

no 4e/fonpon3BoOACTBY

B roCyA,apCTBEHHbIX OPraHax,
MHbIX OpraHM3aumax

CI:opMa OInMCH gneJji INIOCTOSAHHOT'O, BPEeMeHHOTIO (csme 10 J'Ie'.[‘) XpaHeHusda u IIO



JINYHOMY COCTAaBy CTPYKTYPHOI'O NIOoOpal3nelieHnst (06HECTBEHHOﬁ oprannsaunn)

opraHmMsauumn

HammMeHOBaHMe oOpTraHM3aLun
HamMeHOBaHME CTPYKTYPHOTI'O

YTBEPXIAI

nompasnesieHusa (oOmeCTBEHHOM (HaMMeHOBaHME IOJIKHOCTU
opraHmM3almumn)
Ommce N PYKOBOIOUTEJS CTPYKTYPHOT'O
e
(HaMMeHOBaHME KaTeropuu Inejl) nompasnesieHus (oOmecTBEeHHOM
3a Tonm
opraHu3aLmumM)
[opnuce Pacumbpporka nomnmucu
ITaTa
VHoexc HasepaHue HaTa negsa|KommuecTBo |CpOokK XpaHEeHUA
N neJsa paszznena, (ToMma, JIMCTOB B nesa (ToMma, |lIpumeuaHue
n/nof| (Troma, 3aT0JIOBOK IeJjia JyacTu) nene (Tome, | uvacTu) <*>
JyacTu) (Toma, uactTu) JyacTu)
1 2 3 4 5 6 7
B maHHYH0 OIMCH BHECEHO
(undpaMm ¥ HOPONUCHIO)
ey ¢ N no N B TOM UMCJIE:

JIMTEPHEIE HOMepPa:
NPONylEeHHEIE HOMEPaA :

HamMeHOBaHME OOJLDKHOCTU

COCTaBUTEJIA OIIUCK [Tomnuce
OaTa

HavMeHOBaHME OOJIXKHOCTM PYKOBOIOUTEJA

cinyxbel OOY (;auila, OTBETCTBEHHOTO 3a

noy)

[loonucso Pacumdpporka NOONMUCH

IDaTa

COTJIACOBAHO <**>

[lpoTokos 3acenaHma 3K

(HaMMeHOBaHME CTPYKTYPHOT'O HOApPa3neJIeHUs)

N

[lepenan ey u

Pacumdp

OBKa IIOOIINCHU

(undpaMm M HOPONUCHIO)
PETUCTPALMOHHO-KOHTPOJIBHEIX KapTOueK K IOKyMeHTaM.

HamMeHOBaHMe HOOJDKHOCTHM pab®oTHMKA,

nepenaBmwero ngeja [loonmucso
IDaTa
[Ipuuan nejl u

(umdpamMm m 10p

Pacumdp

OTIMUCBLIO)

OBKa IIOOIINCHU

(umbpaMm M NOPONMUCHIO)
PETUCTPALMOHHO-KOHTPOJILHEIX KAPTOUEeK K INOKYyMEeHTaM.

HauMeHOBaHME IOOJLDKHOCTU pa@OTHMKa
apxmBa (HMHa, OTBETCTBEHHOI'O 3a apXMB),

(umbpamm u

IIPONMCH)



NIPUHABIIETO Iejia [Topgnuce Pacumbpporka nomnmucu

IDaTa

<*> Tpaba 6 He odopmMmisgeTCda B ONMCHX HEJI INOCTOSHHOTO XPAHEHUS.
<**> OpopmiigeTcsa nNpu Hammuum OK CTPYKTYpPHOI'O NoIpas3nesieHud.

Mpunoxkenne 17
K UHCTpYKLUUM
no 4eN0oNpPoOnN3BOACTBY
B roCyZ,apCTBEHHbIX OpraHax,
MHbIX OpraHM3aumax
(B pea. noctaHoBneHMA MuHiocTa ot 27.01.2012 N 18)

dopMa akKTa O BHIOEJNEHMM K YHMUTOXKEHMI0O NOKYMEHTOB M IeJ,
He nomjexaumx XpaHeHMUIo
HamMeHOBaHMe BHIIECTOALEN OPIaHM3aLUN YTBEPXIAIO
HamMeHOBaHMe OpTraHM3aLUn
AKT

(HaMMeHOBaHMe OOJIXHOCTU
N

pyroBOIOUTEIIA OpPaHMSaHMM)

(MecTO cCcocTaBJIeHUSA)
I[lommnmce
DaTa

PacumppoBka NOONUCK

O BBIOEJIEHMM K YHUYUTOXEHMIO
IOOKYMEHTOB M IeJl, He IIOoOJiexallx
XPaHEeHUO

Ha ocHoOBaHUM

(HasBaHMA UM BEIXOIHBIE IaHHEE HOPMATVBHEIX IIPAaBOBEIX 4AdKTOB,

VICIIOJIB3OBAHHEIX IIPUM IIPOBEIOECHUM BSKCIIEPTUI3EL HeHHOCTM)

OTOOPAaHE K YHUUTOXEHMIO KaK He UuMeolMe Hay4YHO-MCTOPUUECKOM LIeHHOCTU U
yTpaTuUBlMe IIpakTUUeCckoe 3HAaueHMe CcJenyolye OOKYMeHTH M nejia doHma N <*>
(HazBaHMe ¢oHIa)

Cpoxk
XpaHeHUs
3arojsioBok | IaTa NHmexkc pera neJsia
meyla uau| neja Homepa (Toma, Kosm-Bo (Toma,
N |rpynnosoun VI HOMEHKJIATYypP| dYacTu) IO neJl yactu) u|llpuMmeuaHue
1/ | 32aT0JIOBOK | kKpariHue | (ommucert) 3a|HoMeHKJaType | (ToMoB, HOoMepa
e IaTE Tox (BI) minm N mejla |yacTeM) [IyHKTOB
e IO OIMuCHU (cTaTen)
1o
IepeyHo
1 2 3 4 5 6 7 8
NToro ey 3a Toxm (BI) .

(undpaMm ¥ HOPONUCHIO)
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Onmcy nmeJj NOCTOSHHOTO XPaHeHUS 3a T0on (Bl) YTBEPXIEHH,
a 1o JMYHOMY COCTaBy cCoIJlacoBaHE c OMK (3IIK, I3K)

(HauMeHOBaHUE

TOCYIAapCTBEHHOTO apxXMBa, CTPYKTYPHOTO MNOApa3IesIeHUs [0 apxuBaM U
OEeJIONPOU3BONCTBY 00JIaCTHHX (MMHCKOTO

TOPOLACKOT'O) MCIIOJIHUTEJIbHEIX KOMUTETORBR WMJIM BHIUIECTOANEN OpTlaHM3aluM)
(mpoToko N )

HauMeHOBaHME OOJDKHOCTM JiMlla,
IIPOBOOMBIIETO DBKCIIEPTU3Y

LIEHHOCTHM OOKYMEHTOB [loonuchb PacumdpoBka NOIOIUCU
COT'JIACOBAHO COTJIACOBAHO <**>
[IpoTokosi 3acemaHmsa [OK (9K) [IpoTokoJsi 3acemaHmsa 3SMK (OJIIK, [3K)
(HaMMeHOBaHME OpITaHU3alNN) (HaMMeHOBAaHME TI'OCYIapCTBEHHOT'O apxXuBa
N

WIM CTPYKTYPHOTO IOOPa3neJIeHUs I10

apxmeaM M IOeJIONIPOM3BOIOCTBY o6J1aCTHHX

(MMHCKOTO TOPOIOCKOTO) MCIIOJHUTEJbHBIX

KOMUTETOB, BHUECTOAWEN OpPIraHM3aLUMU)

N
IJOKYMEHTH B KOJMUECTBE e,
(undpaMm M HOPONUCHI)
BECOM KI' CHOaHBl B
(HaMMeHOBaHME OpIraHM3alUM)
Ha HepepaboTKy IO NPMEMO-CHATOYUHOM HAKJIQOHOM OT N

HamMeHOBaHME HOOJDKHOCTM pabOoTHMKA
opraHm3auuM, CcIOaBIIET'O IOOKYMEHTEL [lonnmce PacumppoBka NOONMUCHU
IDaTa

V/3MeHeHMda B yUYeTHBE IOOKYMEHTE BHECEHH.

HamMeHOBaHME HOOJDKHOCTHM paboTHMKA

apxmBa (IMlla, OTBETCTBEHHOTO 3a apxXuB),

BHECIIETO M3MEeHEeHUsS B YyUeTHHE IOKYMEHTEH [lonnmcob PacumppoBka NOONUCK
HaTa

<*> Homep ¢oOHIa ykaz3bBaeTCH B OpIraHMB3aLUMAX, ABJIAOIMXCA MCTOUYHMKAMU
KOMIIJIEKTOBAHMA TOCYIAapCTBEHHBIX APXMBOB.

<**> OdpopmiiseTcsa B aKTax O BBOEJIEHUM K YHUUTOXEHMIO HOKYMEHTOB C
ormeTkom "OSIK".

MpunnoxkeHue 18

K HCTpYKLUUM

no 4e/fonpon3BoOACTBY

B roCyA,apCTBEHHbIX OPraHax,
MHbIX OpraHM3aumax

dopMa JIMCTKaA-BaMeCTHUTEJNsI NOKYyMeHTa



JIMCTOK-3AMECTUTEJIE JOKYMEHTA

Bun moxkymMeHTa ITaTa ViHOekC
KoppecnoumeHT
3aroJyioBOK (MJIM KpaTKOe COIepXaHMe INOKYMEeHTA)

BrimaH
(maTa BbBIDAUM)
Breigagt Mojyryumn
(HaMMeHOBaHME IOJIKHOCTHM, (HaMMeHOBaHME IOJIKHOCTM,
IOIONNCE, IOIONNCE,
pacumbporka NOONMUCU JIMLA, pacumbpporka NOONMUCHU JIMLA,
BHIIABIIETO HOOKYMEHT) KOTOPOMY BBIAH INOKYMEHT)

MpunnoxkeHune 19

K MHCTpYKUUM

no A4enonpon3BoACTBY

B rOoCyA,apCTBEHHbIX OPraHax,
WHbIX OpraHM3aLmax

@opma KapTh-3aMeCcTHUTe s nela

HamMeHOBaHMe OpTraHM3aLuUn
HamMeHOBaHME CTPYKTYPHOTI'O

nompasneyieHus
KAPTA-3AMECTUTEJIE IOEJIA
Hesio N
(MHOEeKC IO HOMEHKJIaType IeJl MJM HOMep IO OIMCHUM U 3aT'0JIOBOK)
BrelmaHO BO BPEMEHHOE I[I0JIb30BaHMe IO
(maTa BBIDAYUM) (naTa BO3BpPaTa)
Brimasn [Mosryumn
(HauMeHOBaHME IOJIXHOCTM, (HauMeHOBaHME IOJIXHOCTM,
NOIONNCH, NOIONNCH,
pacumdpoBKa MNOONMUCKU JIMlia, pacumdporka DOONMCU JIMLIA,
BBIOABIIETO HEJIO) KOTOPOMY BHIAHO HeJIO)

MpunnoxxkeHune 20

K HCTpYKLUUM

no 4enoNpon3BOACTBY

B rOCyZLlapCTBEHHbIX OpraHax,
MHbIX OpraHM3aumax

NEPEYEHb



AOOKYMEHTOB, CO34AHUE U XPAHEHUE KOTOPbIX MOXET bbiTb OPFTAHU30OBAHO B
3JIEKTPOHHOM BUAE
(sBepeH nocraHoBneHMem MuHiocTa oT 10.12.2014 N 240)

1. MpoToKonbl cobpaHuii PabOTHMKOB CTPYKTYPHbIX NoApa3ae/ieHUn opraHn3auui

2. MpOTOKObl ONEPATMBHbLIX COBELLAHWUI Y PYKOBOACTBA OPraHM3aumii U JOKYMEHTbI K HUM

3. MpoeKTbl NPUKaA30B, PacnopPAXKEHUN, YKa3aHUI pyKoBoAMUTENEN OpraHM3aLmii

4. NpoeKTbl YCTaBOB OpraHM3aunin, JOKYMEHTbI Mo UX pa3paboTke (LOKNagHbIe 3annCcKK, CNPaBKHY,
cBeAeHus, oT3biBbl U A4p.)

5. TpoeKTbl pernameHTOB, WHCTPYKUWIA, MNpaBw, MONOXKEHUN, METOAUYECKUX YKasaHUin wu
pekomeHaauni

6. Nepenucka o pa3paboTKe, NPUMEHEHUN U PA3BACHEHUWN PErNAaMEHTOB, MHCTPYKLUWN, NpasuA,
NONIOXKEHWNA, METOANYECKUX YKA3AHUIN U pEKOMEHAALMI

7. PerncrpaLmoHHble KapTouKM 06 aAMUHUCTPATUBHBIX NPABOHAPYLLUEHUAX

8. WypHanbl peructpauuMmM  NpPOTOKOAOB M NOCTAHOBAEHUI 00  aAMMHUCTPATUBHbIX
npaBoOHapYLLEeHNAX

9. AyaMTOpCKME 3aKatouveHMA (B ayAMTOPCKUX OpraHusauumaAx, y ayAuMTOpOB, OCYLLECTBASAIOLLMNX
OeATEeNbHOCTb B KayecTse MHAMBUAYA/IbHLIX NpeanpuHMMaTenei)

10. MucbmeHHas MHPopmauma (oTYeTbl) MO pesynbTaTam MPOBEAEHWUA ayauTa B ayAUTOPCKMX
OopraHusaumax, y ayguTOpOB, OCYLLECTBAAIOWMX [AeATe/IbHOCTb B KayecTBe WHAMBUAYaANbHbIX
npeanpuHMmaTenei)

11. KHurM permcrTpawmm 3ak10UYeHHbIX 4OroBOPOB OKA3aHUA ayguTOPCKUX yCayr

12. [loKymeHTbl O pa3bsACHEHUWU MopaaKa NPUMEHEHMUA aKTOB 3aKOHOoAaTeNbCTBa (MHPopmaumm,
CNpaBKW, CBEAEHMA, NepenucKka u ap.)

13. Mepenucka O 3aK/AOYEHUN WU WCMNOJHEHMU [OrOBOPOB, KOHTPAKTOB MO (UHAHCOBO-
XO3AUCTBEHHOM AeATEe/IbHOCTU

14. KypHanbl perncTpaumnmn 4oroBopos, KOHTPAKTOB N0 PUHAHCOBO-XO3ANCTBEHHON AEATENBHOCTH

15. NpeTeH3noOHHaA nepenncka

16. }ypHanbl yyeta NnpeTeH3nn 1 UCKOBbIX 3a8BEHUI

17. KHu1ruY, XKypHabl yyeTa lopuamyecknx KOHCynbTalmi

18. [lOKyMeHTbl O COCTOAHMWM PaboTbl MO PACCMOTPEHUIO OBpaLLEHUI TpaXKaaH, B TOM 4uc/ie
WUHAMBUAYANbHBIX NPeANPUHUMATENEN, U IOPULMYECKUX UL, (AOKNAAHbIE 3aMUCKM, CNPABKM, aHaAU3bI,
CBOAKM, 0630pbl, TabAULbI, Nepenncka u ap.) (Kpome opraH13aLnin, B KOTOPbIX OHW BbiNM COCTaB/EHbI)

19. PerucTpaumMoHHO-KOHTPObHblE GOpPMbl perncTpaumm obpalleHUid FpaXkaaH, B TOM 4uc/ie
WHAMBUAYANbHBIX NPeanpUHUMATENEN, U LOPUANYECKUX NNLL,

20. PerncTpaLMOHHO-KOHTPO/IbHbIE GOPMbI PEFrUCTPaLLMKN NPEANUCAHNIN O HAaA/1EXKALLEM PEeLLEeHUN
BOMNPOCOB, U3/I0XKEHHbIX B 0OpaLLLEHUAX FPaXKaaH, B TOM YNCIE MHAMBUAYAbHbLIX NPeanpuHUMaTENeN, n
HOPUANYECKUX UL,

21. JOKyMeHTbl O COCTOSHMWM PaboTbl MO PACCMOTPEHUIO 3amMedaHui U (MAKn) NpeanoxKeHun,
BHECEHHbIX B KHWUIY 3aMeYaHWi U NpepsiosKeHui (cnpaBKkM, CBOAKW, nepenucka u gp.) (Kpome
OpraHM3aumuii, B KOTOPbIX OHWU BbIJIN COCTaBNEHDI)

22. KHMIMM yyYeTa IMYHOrO Npuema rpaxaaH, B TOM YMcne MHOMBUAYANbHbIX NpeanpuHUMmaTenei,
nX npeactaBuTenen, npeactaBuTenen lopuaMYecknx nuL

23. [lOKYMEHTbI O PacCMOTPEHNN 0OPALLEHWNI FPAXKAAH U HOPUAMYECKUX UL, NOCTYNUBLUNX B XOA4e
"NpAMBbIX TeIePOHHBIX IMHMI" 1 "ropaunx TMHKIK" (LOKNaZHbIe 3aMMUCKK, CNPABKK, NepenucKka v ap.)

24. PernctpaLMOHHO-KOHTPO/IbHble GOpPMbl perucTpauumn obpalleHnin rpaxkaaH u puanNYecKux
Jnu, NOCTYNUBLUKNX B Xo4e "npsmbIxX TenedoHHbIX IMHUI" 1 "ropaunx nuHmnn"

25. HomeHKnaTypbl Oen  CTPYKTYpPHbIX noapasfeneHnit  (obLecTBEHHbIX  OpraHM3auui,
KOIernanbHbIX OPraHOB) OpraHM3aLui

26. BbINWUCKM M3 HOMEHKNATYP AeN opraHun3auumi

27. MypHanbl yyeTa 0NaHKOB [OKYMEHTOB ¢ W3obpaxkeHuem [ocypapcTBeHHoro repba
Pecnybnnku Benapycb

28. lMepenucka 06 oOpraHM3auMm U  COBEPLUEHCTBOBAaHMM  geaTesibHOCTM B cdepe
AenonpounsBoacTea
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29. lokymeHTbl 06 aHanM3e 1 KOHTPO/Ie UCMOJIHEHUA AOKYMEHTOB (CNpaBKK, A0KAaAHble 3aNnCKMy,
rpaduKm, CBOAKN, KOHTPOJIbHbIE INCTbI U Ap.)

30. PerncTtpauMoHHO-KOHTPO/bHblE  GOPMbl  pPerncTtpaumm  NocTaHOBAEHUN,  MPUKA30B,
PacropsAXKeHWU, pelleHNn, yKa3aHui:

30.1. N0 aAMUHUCTPATUBHO-XO3ANCTBEHHbIM BOMPOCaM

30.2. 0 npegocTaBNeHUMN TPYLOBbIX OTMYCKOB, OT3biBE M3 TPYAOBOro OTNYCKa, HaNAOXKEeHWUU
OVNCLUMNNMHAPHbIX B3bICKAHWUW, Ha3HAYEHWUW AEXKYPHbIX, CAYKEeOHbIX KOMAHAMPOBKAX B npeaenax
Pecnybanku benapycb v 3a rpaHuLy, OKasaHUW MaTepManbHON NOMOLLM, HANPaBIEHMM HA NOBbILEHMWE
KBannduKaumm (NepenosroToBKy, CTaXKMPOBKY)

31. PerucTpaLMOHHO-KOHTPO/IbHbIE GOPMbl PErUCTPALUN BXOAALLMX, UCXOAALMX U BHYTPEHHMUX
OOKYMEHTOB

32. PeecTpbl Ha OTNPABAEHHYIO KOppecnoHAeHUMIO

33. 3aKasbl, 3aABKN Ha BbINOJIHEHWE PabOT C UCMNONL30BAHUEM KOMMbIOTEPHOM, MHOMXKMUTENbHOM
TEXHUKH

34. }KypHanbl, CBOAKM yyeTa paboT C UCNONb30BaHMEM KOMIMBIOTEPHOMN, MHOXUTENbHON TEXHUKMU

35. Mepenuncka 06 opraHnsaLmMm 1 COBEPLUEHCTBOBAHUN PaboTbl apXMBOB OpraHn3aLmim

36. padukM npuvema Oen B apxmBbl OpraHUsauumini, rpaduKM nepegaum Oen Ha MNOCTOsIHHOe
XpaHeHne B rocy4apCTBeHHbIE ApPXMBbI

37. HKypHanbl perncrpaumm orosopos 0 NPoASeHNN CPOKOB BPEMEHHOIO XPaHEHUA AOKYMEHTOB
rocygapcTBeHHOM YacTn HaumoHanbHoro apxmsHoro ¢doHaa Pecnybnvkun benapycb

38. ypHanbl perncrpaunm AoroBopoB O B3aUMOAENCTBUM U COTPYAHMYECTBE FOCYAaPCTBEHHbIX
APXMBOB C HEroCyAaPCTBEHHBIMUW OPraHM3aLMAMM

39. XypHanbl perncrpaumm [OroBOPOB XPaHEHUA [OOKYMEHTOB TOCYAAPCTBEHHOM 4acTu
HaunoHanbHoro apxmeHoro ¢poHga Pecnybamnkm benapycb, nepefaBaemblx Ha NOCTOAHHOE XPaHeHUe B
roCyAapcTBEHHbIE apXUBbI 40 UCTEYEHMA CPOKOB MX BPEMEHHOIO XPaHEHWA B apXMBAxX OpraHnsaLmm

40. ypHanbl perncrpaumm [OoroBOPOB XPaHEHUA [AOKYMEHTOB HErocyAapCTBEHHOM 4acTu
HauuoHanbHOro apxuBHoro d¢oHaa Pecnybnmku bBenapycb, nepeaaBaembiXx Ha XpaHeHue B
rocyapCTBEHHblE apXWMBbl, TeppPUTOPUAbHble (rOPOACKME WAM  PalOHHbIE) apXUBbl  MECTHbIX
WCMOJIHUTE/IbHBIX M PacnopAAnTesIbHbIX OPraHOB

41. Onucu aen CTPYKTYPHbIX noapasaeneHuii (0buecTBeHHbIX OpraHM3aumii, KonnernanbHbIX
OpraHoB) opraHuM3aumi

42. }ypHanbl peructpaumm nokasaHUm KOHTPOIbHO-U3MEPUTENbHbIX NPUBOPOB ANA U3MEpeHUs
TemnepaTtypbl M BNAXKHOCTU BO3AyXa

43. 3aKa3sbl Ha BblAa4y AeN U3 apXnBa OpraHM3aumMm B YMTaAbHbIM 3an

44. WypHanbl perucTtpauum MnocCeleHUn noab30BaTeNSMM YMTANbHbIX 33a/10B  apXMBOB
opraHusauuni

45. KapTo4Kn perucrTpaumm 1 yuyeTta MCNoIHEHWUA 3aNpPOCOB (TEMaTUUYECKUX 3aNpPOoCoB)

46. }ypHanbl perucTpaunm nonb3oBaTeNien U UX INYHbIX Aen

47. ypHanbl y4yeTa 3aKa3oB Ha KONMPOBaHME JOKYMEHTOB

48. MNnaHbl paboTbl opraHU3aumii (KBapTaabHble)

49. NnaHbl paboTbl CTPYKTYPHbIX NoApa3AeneHui (KoinernanbHbIX OpraHoB) opraHM3aLmii

50. UhamBuayanbHble naaHbl paboTHUKOB

51. Nepenuncka no Bonpocam NAaHUPOBaHUA

52. OTyeTbl O BbLIMNOJAHEHWUW MNAHOB PaAbOTbl CTPYKTYPHbIX MNOApasAeNeHuin (KonnervanbHbix
OpraHoB) opraHM3aumit

53. Cratuctuyeckme oTyeTbl MO BCMOMOraTesibHbIM HamnpasAeHUMAM M BUAAM LeATeNIbHOCTU
OpraHusauui

54. JOKYMeHTbl O COCTaB/IEHUU CBOAHbIX CTaTUCTUUYECKUX OTYETOB (TabuLbl, pacyeTbl, CNPaBKK U
Aap.)

55. OnepaTuBHble OT4YeTbl (CBeAEeHMA) O BbINOJAHEHUN OMNEPATMBHbIX MJIAaHOB MO HaMpaB/eHUAM
AeATeNbHOCTM OpPraHU3aLniA U UX CTPYKTYPHbIX NoapasaeneHni

56. MNepenuncKka o cocTaBneHUK, NpeacTaBAeHUM U NPOBEPKE CTaTUCTUYECKOM OTYETHOCTU

57. Byxrantepckas (bunHaHCOBas) OTYETHOCTb (KBapTasibHan, mecsayHas)

58. Mepenuncka o nepeaaye KAMEHTOB M 6aHKOBCKMX onepauumii M3 ogHUX 6aHKOB B Apyrue



59. Nepenuncka 06 OTKPbLITUM U BEAEHUN CHETOB HOPULMUYECKMX SIUL, - HEPE3ULEHTOB

60. KHurun yyeTa AenoHMpPOBaHHOM 3apaboTHOM NaaThbl

61. OT4eTbl 06 MCMONHEHNM BIOAMKETOB 33 OTYETHbLIN GMHAHCOBbLIM 04, NOACHUTE/IbHbIE 3aMUCKU K
HUM (KBapTa/ibHble, MeCAYHbIe)

62. MNpoeKTbl 6I0AXKETHbIX CMET nosyyaTenen 610aKeTHbIX CpeacTs

63. BbINUCKM M3 NNLEBLIX CYETOB C MPUIOKEHUAMM LOKYMEHTOB, OTYETbI O PUHAHCUPOBAHUMU U
OCTaTKax b6toaKeTHbIX CpeacTB

64. [OKYMEHTbl O KpeguToBaHMM TOCYAaPCTBEHHbIX MNporpamm (cBefeHus, MHboOpmMauuu,
CMNPaBKW, SOKNAAHbIE 3aMUCKM U Ap.)

65. OT4YeTbl 0 KPeaUTOBAHUM GUINYECKUX U (MAK) OPUAMYECKUX UL, (KBapTasibHble, MeCcAYHble)

66. OT4YeTbI 0 BblAAHHbIX KpeauTax (MoraweHHbIX, NPOCPOYEHHbIX U Ap.)

67. OtyeTbl 0 GOPMMPOBAHMM U UCMNOSIb3OBAHUM CMELMANbHOTO pe3epBa 06X 6aHKOBCKMX
PUCKOB (MO KOTOPbLIM He BblAABAICA KPeamT)

68. Nepenuncka o GyYHKUMOHUPOBaHMM KpeanTHOro pernctpa n Noay4eHnn u3 Hero MHGopmaumm

69. [JokymeHTbl 06 aHHY/IMPOBAHUWN, BHECEHUN U3IMEHEHWUA U (MAKN) JOMONHEHUI B KpeaUTHble
ncTopun (3anBneHun, LOKNALHbIE 3aMMUCKM, NEpPEnUCKa 1 ap.)

70. Mepenncka o0 KPeauToBaHWKU, AOKYMEHTAPHbIX onepauusax, 6aHKOBCKUX rapaHTUAX, N3UHre,
baKTOpUHre, NOPYYMTENBLCTBE U Ap.

71. PacyeTbl pa3mepoB NPOLLEHTOB M NAaTbl 33 NO/Ib30BAaHME KPEAUTHbIMU pecypcamm

72. PeecTpbl, CONPOBOAMTE/IbHbIE ONUCK Nepeaayn KpeguTHbIX AOCbe KNMEHTOB - GPU3UYECKUX U
(nnu) ropuanyeckmx auu, B 6en1opycckux pybasx u MHOCTPaHHOW BakoTe

73. Mepenucka o ¢anblIMBOMOHETHMYECTBE

74. KaccoBble NnaHbl U 0T4ETbI 06 UX BbINOJIHEHUM

75. OTyeTbl 0 KaccoBbIx 06opoTax baHKa

76. CnpaBKKM 0 KaccoBbix 060pOTax 3a AE€Hb U OCTATKaX LeHHOCTeM

77. CBoaHbIe CNPaBKM O KaccoBbix 060poTax 3a AeHb

78. OTyeTHble cnpaBku 06 obopoTax Mo NpoAa*ke aTTeCTOBAHHbIX OPWIIMAHTOB 3a AEeHb U UX
ocTaTKax

79. [OKymeHTbl O KoopAuHauuuM [OeATeNbHOCTM MO BOMPOCaM OpraHuMs3auuMn AeHEeXHoro
obpalLleHma U NepeBO3KM HaNMYHbIX AEHEKHbIX CPEeACTB, MNAATEXHbIX MHCTPYKLUMWA, AParoueHHbIX
METaNN0B U1 AParoueHHbIX KAMHEW U MHbIX LLEHHOCTEN (fanee - nepeBo3Ka LLeHHOCTeN) (MAaHbl, OTYETDI,
rpaduKm, 3aKka04eHna n ap.)

80. [oKymeHTbl O pacnpefeneHun W OCTaTKax AOEHEXHOM HaAMYHOCTU (OTYEeTbl, 3asBKM,
060CHOBaHMA, CBEAEHMA, PACYETbI, peLleHna n ap.)

81. BegomocTn yyeTa onepauuii MO BbINYCKY AeHer B OOpalleHMe U MU3bATUIO AeHer u3
obpaleHun

82. Nepenucka o peannsaumm 6aHKHOT U MOHET

83. [JOKYMeHTbl MO YCTAHOB/IEHUIO JIMMUTOB OCTATKOB AEHEMKHOM Ha/IMYHOCTU B HEN0PYCCKMX
pybaaxX MU MHOCTPaAHHOM BaNtOTe B OMEPaLMOHHbIX KAaccax (3adaBKM, pacyeTbl, 3aKA04EHUA, NEPENUCKA U
Ap.)

84. 3aABKM Ha NogKpenseHne AeHeXHOM HAaIMYHOCTbIO ONepaLMOHHONM Kaccbl baHKa

85. CBeeHUA 0 CpoKax BbinaaTbl 3apaboTHOM NAATbl M APYInX BULOB LOXOL0B

86. [JokymeHTbl 06 ycTaHOBAEHUN OdULMANbHBIX KypcoB 6enopycckoro py6ss Mo OTHOLWIEHMUIO K
MHOCTPaHHbIM Ba/IlOTaM (pacrnopsarKeHus, MHPopmMaUunn, CNUCKK, Nepenncka n ap.)

87. JOKYMEHTbI 0 GYHKLMOHMPOBAHUN OBMEHHbBIX NMYHKTOB M Ba/IlOTHbIX Kacc (OTYeTbl, cBeAeHus,
nepenucka u ap.)

88. KHUr1 yueta YHUUYTOXKEHHbIX HaHKHOT

89. CBepeHua ob obecrnevyeHUn GOPMEHHOWN OAEKOO0M, OOYBbIO, CHAPSKEHMEM K OPYHKUIO U
WMHANBUAYANbHLIMW CPEACTBAMM 3alUMTbl PabOTHUKOB CAY»KObl MHKaccauuu (ganee - MHKaccaTopbl),
pabOoTHMKOB, B 06A3aHHOCTM KOTOPbIX BXOAWUT OCYLLECTBAIEHME NEPEBO3KU LieHHOCTEN

90. Cnuckn  opraHu3aumn  (MHAMBMAYaNbHbIX  NpeanpuHUMATenen),  obcayRnBaemblix
MHKaccaTopamm

91. ABOYHbIE KAPTOUKM

92. Nepenuncka 06 MHKaccaunmn AeHEKHOW BbIPYYKM M NepeBO3Ke LEHHOCTEN



93. Mepenncka O MOAYYEHWUU, CAaYe, y4eTe, XPaHEHUW Opyxua, Boenpunacos U TEXHUYECKMX
CpPeACTB 3aLUNTbI

94. ypHanbl yyeTa opyusa n boenpunacos

95. MaplupyTbl, rpadMKnm 3ae340B WHKAcCaTOPOB B OpraHusaumu (K UHAMBMAYA/bHbIM
npeanpuHUMaTensm)

96. OTyeTbl O MpoBeAeHUM BAHKOBCKMX onepaumini ¢ GU3MYecKUMU U (UK) HPUANYECKUMMU
anuamu

97. [IOKyMeHTbl N0 aHanAW3y POCTa, COCTaBa U Pas3BUTUA KIMEHTCKOM 6asbl (OT4YeTbl, cBeAeHMUS,
MHbOPMaLUMK, Nepenmnucka u ap.)

98. BbINMCKM M3 INLEBBIX CYETOB MO YYETY Ba/IIOTHbLIX Onepaymi

99. Nepenuncka 06 OTKPbLITUM BANOTHbIX CHETOB B YNONHOMOYEHHbIX 6aHKax Pecnybanku Benapycb

100. KypHanbl BblAaHHbIX (ON/1a4Y€HHbIX) PACYETHbIX YEKOB

101. [JoKymeHTbl 06 opraHM3aumm paboTbl HAHKOMATOB, MAATEXKHbLIX TEPMWUHAN0OB, MNATENKHO-
CMPaBOYHbIX TEPMUHANOB CaMOOBCNYXKMBAHMA, MYHKTOB BbIAAYM HANMYHbIX AEHEXHbIX CPeacTs,
OpraHu3aLmii TOProBaM U cepauca (aKkTbl, aHaNM3bI, NAaHbI, 3a8BKK, LOKAAAHbIE 3aMUCKK U Ap.)

102. Mepenucka no BONPOCaM MPMBIAEYEHUA [EHEXKHbIX CPeacTB Ou3MYeckux u  (1am)
HOPULMYECKMX NTUL, BO BKNAAbI (AeN03UTbI)

103. banaHcbl "aeno" (0bopoTHbIE BEAOMOCTH) A€N03UTAPUA MO LEHHbIM Bymaram

104. NMepenuncka o npoBeAeHNN NoTepen

105. MNepenuncKa o nopAgKe OCyLLecTBAeHNA apeHAHbIX OTHOLWEHNUN

106. Mepenuncka o pa3bACHEHMW 3aKOHO4ATENbCTBA O 3aHATOCTU HaceneHuA

107. lokymeHTbl 06 opraHM3aumu 1 NPoBeAEHUN APMAPOK BaKaHCUIA, AHel opraHn3aumii (nnaHbl,
cBegeHusn, nHdopmaLmm, nepenncka u ap.)

108. CBeaeHUA 0 Hannunmn cBo6OAHbIX Paboumx mecT (BakaHCKi)

109. PerncTpauunoHHble KapToOYKK rpaxkaaH, 0bpaTMBLUMXCA MO BOMPOCam TPYA0YyCTPOMCTBa

110. ypHanbl permcrpaumm 4OKYMEHTOB NO OCYLLECTB/IEHMNIO a4MUHUCTPATUBHBIX Npoueayp

111. FpadumKkm paboT (cmeHHOCTH)

112. JoKymeHTbl 06 yuyeTe pabouyero BpemeHn (CBOAKK, CBEAEHUSA, AOKNaAHble 3an1UCKK 1 Ap.)

113. KaneHpapHble nAaHbl 3aMeHbl M epecmoTpa HOpM TpyAa

114. Mepenuncka No BONPOCcaM HOPMUPOBAHMA 1 onaaTbl TPYAA, TapUPHOM cMCTEMBI

115. ®oTtorpadun paboyero BpemeHu

116. doTorpacdmm BpeMeHn Ncnonb3oBaHMa 0bopyaoBaHUA

117. JoKyMeHTbl O pe3ynbTaTax MPoOBeAEHMA XpoHOoMeTpaxka (PpoToxpoHomeTpaxka) TpyLoOBOro
npouecca (NaaHbl, OTYETbI, CNPABKM, KAPTbl, pacyeTHble Tabanubl 1 4p.)

118. Mepenuncka o0 NPUMEHEHMM Pa3ANYHbIX GOPM onaaTbl TPyAad, 06 YCTaHOBNEHUWN AOMKHOCTHbIX
OK/1afl0B, O NPUMEHEHUN TAPUPHbIX CETOK, O CO34aHWUWN, PEryJiMpoBaHUM U MCNOAb30BaHUM $oHAA
3apaboTHoM nnatobl

119. Nepenuncka 06 aBapmAX U HECYACTHbIX C/Ty4Yasx Ha MPOM3BOACTBE

120. CoobLLeHMNA O HECYACTHbIX CNyYasaXx Ha NPOM3BOACTBE

121. U3BewweHns o6 ocTpbix NPodeccMoHaNbHbIX 3a00seBaHUAX (IKCTPEHHbIE) U XPOHUYECKMX
npodeccnoHanbHbIX 3aboeBaHMAX

122. 3aABKM Ha neyebHo-NpodunakTMyeckoe NUTAHWE U CPeacTBa MHANBUAYANbHOM 3aLWLUTbI ANA
pabOoTHMKOB, 3aHATbIX Ha paboTe ¢ BpeAHbIMU U (M) ONAaCHbIMU YCIOBUAMM TPYLAA

123. Mepenncka O nNpoBeAeHUU nNevyebHO-NPOPUNAKTUYECKMX W CaHUTAPHO-TUFMEHUYECKUX
MeponpUATUIA NO OXpaHe Tpyaa

124. [loKymeHTbl O npoBeAeHUM 0bA3aTeNbHbIX MeAULMHCKUX OCMOTPOB paboTaroLLmx
(npeaBapuTenbHbIX, NEPUOAUYECKUX) (CMIMCKM, TPadUKM, aKTbl, Mepennucka u gp.)

125. lokymeHTbl 06 opraHM3aunmn 1 NposeseHUM obyyeHUs No oxpaHe Tpyaa (yuebHble naaHbl,
y4yebHble NPOrpammbl, CMUCKK, NepenucKka n ap.)

126. [loKymeHTbl 06 opraHu3aumm u paboTe KabuHeTa oOxpaHbl Tpyaa (NnaHbl, OTYETHI,
MHbOPMaUUK, CBEAEHUS U Ap.)

127. [lOKymeHTbl O HabAlAeHWW 33 COCTOAHMEM BO3AYLWHOM cpegbl B LEXax OpraHusauumi
(npoToKonbl, eXkegHEBHbIE aHANM3bI NPO6, Nepenncka n ap.)

128. MNepenuncKa 0 COCTOAHUM BEHTUNALMOHHOIO XO3ANCTBA HA NPOM3BOACTBE



129. MepenncKka 0 NPUMEHEHUN W 3KCMyaTauMU CPeACTB 3/IEKTPUYECKOrO OCBELLEHMA B LLEXaX
opraHusauuni

130. }ypHanbl peructpaumm orHeBbix paboT

131. Mepenucka 0 NPUMEHEHMM COLMANBHbIX CTAHAAPTOB M HOPMATUBOB NO COLMANBHON 3almTe
HaceneHus

132. MNepenucKka 06 ynnate ob6a3aTeIbHbIX CTPAXOBbIX B3HOCOB

133. BeaomocTu Bblaa4ymn UCXo4ALMX 4OKYMEHTOB

134. Peectpbl nepefaym UCXogAWMX LOKYMEHTOB

135. Mepenuncka 0 HazHa4YeHUN NeHcui

136. AHKeTbl 3aCTPaxOBaHHbIX AL,

137. NnaHbl paboTbl N0 BEAEHUIO BOMHCKOrO y4YeTa u 6pOHMPOBAHNA BOEHHOOOA3AHHbIX

138. [lOKyMeHTbl O BeAEHMM BOMHCKOMO y4yeTa U OGPOHMPOBAHWMA BOEHHOODOA3aHHbLIX (OTYETbI,
CMWCKK, CNPaBKK 1 ap.)

139. Nepenuncka o BeAEHMUM BOMHCKOIO y4eTa U BpOHMPOBAHNA BOEHHOOBA3AHHbIX

140. }KypHanbl NpoBEPOK COCTOAHMA BOMHCKOrO yyeTa M 6pOHNPOBaHMA BOEHHOOHA3aHHbIX

141. }ypHanbl yyeTa paboTHUKOB, BbIObIBAIOLLMX B CYKEOHbIE KOMAHANPOBKM

142. KypHanbl perncrTpaumm KoMaHANPOBOUYHbIX YAOCTOBEPEHMUM

143. I'padmKM TPYAOBbIX OTNYCKOB

144. Wtorosble CBOAKW, CBEAEHWA, BEeAOMOCTM O MPOBEAEHWMWU aTTecTauuu, YCTaHOBJIEHUMU
KBasIMpMKauum

145. MNepenuncKa o NnpoBeaeHNN aTTeCTALLUK, YCTAHOBAEHUM KBaAUDUKaLLUK

146. MnaHbl pacnpeaeneHnsa negarorMyeckor Harpyskn mexay neaarormnyeckumMmm paboTHMKamm u
OT4YeTbl 06 MX BbINOJHEHUM

147. UnamnBmayanbHble niaHbl paboTbl negarormyeckmux paboTHMKOB M OTYETbI 006 MX BbIMOJIHEHUN

148. XypHanbl, KapTOYKWU, BEAOMOCTM Yy4yeTa BbINOJHEHUA MefarorMyeckKUMmn pPaboTHUKaMM
negarornMyeckoi HarpysKku, pacnpegeneHms ydebHbix 4acos

149. CeefeHuA 0 BbINONHEHUM NESATOTMYECKON HArPY3KKU Neaarormyeckumm paboTHMKamm

150. [epenucka o6 obecrneyeHUM y4yperkaeHMn ob6pas3oBaHUA y4ebHO-meToaMyecKom
OOKYMeHTaumnen, y4yebHbIMMU M3OAHUAMU, WHBIMW CPeacTBaMM 0bOydyeHusa, HeobxoaAMMbIMKU  ONA
opraHusaumm obpasoBaTeNbHOro NpoLecca

151. 3asABKM Ha y4ebHO-METOAMYECKYIOD AOKYMEHTALMIO, y4ebHble M34aHuA, y4ebHO-HarnsaHble
nocobusa, obopyaoBaHMe U WHble CcpeacTBa 0bOyyeHMs, Heobxogumble AAs  OpraHM3auum
o0b6pa3oBaTeibHOro npotiecca

152. lMepenucka o0 A[OMNYyCKe K MCMNO/b30BaHUIO B 06pa3oBaTesibHOM Mpouecce y4ebHMKOB,
y4ebHbIX N0COBUN, UHBIX y4eOHbIX U3AaHUN

153. [loKyMeHTbl O MOArOTOBKE K HOBOMY y4ebOHOMY rofy y4yperkaeHu ob6pa3oBaHMA (aKTbl,
CNpaBKn, MHGOPMaLUMK, Nepenmcka 1 gp.)

154. ExXefAHeBHble MAaHbl PaboTbl MeAarorMyeckux PaboOTHWMKOB C BOCMMTAaHHMKAMMK, MaHbl
KOPPEKUMOHHO-pa3BMBatoLen paboTbl € BOCMUTAHHMKAMM C OCOBEHHOCTAMWM NCUXOPU3NYECKOTO
Pa3BUTUA B yUPEXAEHUAX AOLKOAbHOIO 06pa3oBaHus

155. BaHK AaHHbIX O AeTAX AOLKO/IbHOrO BO3pacTa B palioHe

156. CBefeHMA O ABUMKEHUM BOCMUTAHHUKOB B YUYPEXKAEHUAX AOLKOJAbHOrO 06pa3oBaHMA, B TOM
yncne 06 Mx 3aKOHHbIX NPeacTaBUTENAX

157. CBegeHus O HaanuMK y4yebHbIX M34aHUMA U MHbIX CpeacTB obyyeHuA, HeobxoaMmbIX Ans
opraHusaummn obpasoBaTeIbHOrO NPOLLECCA B YUYPEKAEHMAX AOLWKOAbHOIO 06pa3oBaHmA

158. [loKyMeHTbI NO YYeTY U ABUKEHUIO AeTel B Bo3pacTe A0 18 neT (cnmcKku, oT4eTbl U ap.)

159. PacnucaHuA yd4ebHbIX 3aHATUI, KOPPEKLMOHHBIX, CTUMYINPYIOWMX, NOAAEPKMBAIOLLNX U
$aKyNbTaTUBHbIX 3aHATUIN, 06beANHEHUIA MO MHTepecamM (KPY»KKOB, CeKUMM, cTyamin, knybos u ap.),
BbIMYCKHbIX 3K3aMEHOB B yupexaeHnax obuiero cpegHero obpasoBaHusa, yupexaeHusax o6pa3oBaHus,
WMHbIX OpraHuM3auuax, Yy WHOMBUAYaNbHbIX NpeanpuHMMmaTesnei, KOTOpPbIM B COOTBETCTBUM C
3aKOHOAATEeNbCTBOM  NPEAOCTaBNEHO MNPaBO  OCYLLECTBAATbL 0Opa3oBaTeNibHY0  AeATe/IbHOCTD,
peanusyowmx obpasoBaTenbHble MNPOrpaMmmbl CreuuasbHOro 06pa3oBaHUA (Janee - yyperaeHUs
cneupnanbHoro obpasoBaHus)

160. XypHanbl 0OWEXUTUI yupeaeHuin obuiero cpegHero o6pas3oBaHMA, CrneumanbHbIX



obweobpazoBaTenbHbIxX LWIKOAN (cneumnanbHbIx obweobpazoBaTebHbIX LUKON-MHTEPHATOB),
BCMOMOTraTe/IbHbIX KO/ (BCMOMOraTe/IbHbIX LWKOA-UHTEPHATOB)

161. MNepenncka o6 WMTOroBON aTTeCTAUMM YYaLMXCA B MOPAAKE 3KCTEpHATa MpU MOAYyYeHUMU
obuiero 6a3oBoro 1 obuiero cpegHero obpasoBaHus

162. CBegeHuA 0 AanbHelleM XU3HEYCTPOMCTBE BbIMYCKHMKOB yupexxaeHuin obuiero cpeaHero
obpa3oBaHusA

163. [lokymeHTbl 0 nepeBode 0byyaroLMXCA B UHbIE yuyperkaeHMa crneunasbHoro obpasoBaHuA
(moknagHble 3annckn, 060CHOBaHMWA, Nepenncka n ap.)

164. KypHanbl y4yeTa NPONyLEHHbIX U 3aMEHEHHbIX Yy4ebHbIX 3aHATUI

165. NHdopmauum O  KM3HEeyCTpOoWCTBe, naTpoHarte BbIMYCKHMKOB  creuuasbHbIX
obweobpasoBaTesibHbIX LWKON (cneuunanbHbIx obuweobpasoBaTesibHbIX LWKOJI-MHTEPHATOB),
BCMOMOTraTe/IbHbIX LWKOJ (BCMOMOraTeIbHbIX LWKOA-MHTEPHATOB) (MACNOPT NaTPOHATA BbIMYCKHWMKA)

166. Mporpammbl O NPOPUNAKTUKE W NpPEceYeHUM KypeHus, ynoTpebnieHUs anKorosbHbIX,
CNaboanKorosibHbIX HAMWUTKOB, MMBA, HAPKOTUYECKUX CPEACTB, NMCUXOTPOMHbIX, TOKCUYECKUX U APYrUX
O4YPMaHMBaOLLMX BELLECTB (KPOMe OpraHM3aLmii, B KOTOPbIX OHW BblJIN COCTABAEHDI)

167. CoumanbHble nacnopTa yypexRaeHuii obpasoBaHus

168. [oKkymeHTbl O paboTe neparoroB-ncMxosioros, MefaroroB COUMasbHbIX, YyduTenen-
aedeKTon0ros (NnaHbl, 0T4YETbI, MHGOPMALMK, NEpPENNCKA U Ap.)

169. XKypHanbl yyeTa uHAMBUAYaNbHOM M rpynnoBon ¢opm paboTbl NesaroroB-McUXo0/0Oros,
nesaroroB cOUManbHbIX, yuuTenein-aedeKkTonoros

170. [JOKyMeHTbl O NepuoamnyvecKkUX MeaUUMHCKMX OCMOTPax WM MNPUMBMBKAX BOCNUTAHHWUKOB
COUMaNbHO-NeAarorMyeckmx yupeskaeHui (ceeaeHuns, Cnmckm u ap.)

171. XKypHanbl yyeTa NponyLEeHHbIX U 3aMeHEHHbIX YPOKOB

172. MypHanbl y4yeTa 3aHATUI C BOCIUTAHHMKaMM AOLWKObHOIO BO3pacTa

173. MypHanbl yyeTa nocewteHnn Hebnaronoay4HbIx cemem

174. KypHanbl yyeTa NOCeLeHNN yupeRaeHUn obpas3oBaHuA

175. HypHanbl yyeTa AMarHOCTMYECKOM PaboThbl

176. EaAnHOBpEMEHHbIe cBefeHMA 0 3a601eBaeMOCTU BOCNIMTAaHHMKOB

177. KypHanbl pernctpaumm BOCNMTaHHMKOB B KAPAaHTUHHOM rpynne

178. HypHanbl yyeTa CaHUTapHO-NPOCBETUTENBbHOM PaboThbI

179. CaHuTapHble }KypHanbl

180. AmbynaTopHble }KypHasbl

181. KypHanbl yueTa MHPEKLMOHHbIX 3ab0NeBaHNM

182. KypHanbl yueta pusnyeckoro pa3BnTmMA BOCNUTAHHUKOB

183. }ypHanbl yyeTa ocMOTpa BOCMUTAaHHUKOB Ha NeanKynes

184. }ypHanbl AUCNaHCePHOro yyeTa BOCNUTAHHUKOB

185. XKypHanbl yyeta NnpMBMBOK

186. KypHanbl yyeTta Tpasm

187. ’ypHabl y4eTa KOHCY/bTaLUi

188. }ypHanbl y4yeTa 4OrOBOPOB O B3aMMOLENCTBUM yupeRaeHNn 06pa30BaHNA C OpraHM3aLMAMM
- 3aKa3YyMKaMu KagpoB MpW MOALrOTOBKE CMEeuManucTos, paboumx, cay:Kalwmx, 3adBOK Ha NOArOTOBKY
CNeumnanncTos, paboumnx, CayKawmx

189. Mepenucka 06 opraHuMsaumMm ob6pasoBaTe/NbHOrO Mpouecca nNpu  peanmsauuu
obpasoBaTesbHOM MPOrpaMmbl MNOAFOTOBKM NML, K MOCTYMNNEHUIO B y4ypexaeHua obpasoBaHua
Pecnybanku benapycb

190. Nepenuncka 0 NpoBeAeHUN AHEN OTKPbITbIX ABEPEN B yupexaeHUax obpasoBaHusa

191. CsBefeHMss O KOAMYECTBE 3afB/IEHWM OT AuUL, NOCTYMaBWIMX AAA  MNOAyYeHuA
npodeccnMoHanbHO-TEXHUYECKOTO, CPefHero CneLManbHOro U BbiCliero o6pa3oBaHUA B yupexaeHus
obpasoBaHus

192. ¥ypHanbl perucTpauumn OOKYMEHTOB UL, NOCTYNAlOWMUX B yYperKaeHua obpasoBaHua ans
nosiydeHna npodeccUoHaNbHO-TEXHUYECKOTO, CPEeAHErO CMeLManbHOro U BbiCLLero o6pasoBaHus

193. XMypHanbl y4yeTa 3asBAEHUI Auu, 0b6paTMBLUMXCA [N yyacTMa B npodeccroHanbHo-
ncuxonornyeckom cobeceioBaHMmM (TECTUPOBAHUK), YU MPUHATLIX PELLEH U

194. OTyeTbl O NpoBeAeHUWN BCTYMUTENbHbLIX UCMbITAaHWI B yypexaeHua obpasoBaHus (Kpome



OpraHu3aLnin, B KOTOPbIX OHW BbINM COCTaBAEHbI)

195. IoKyMeHTbI 0 X0A4e Npuema auu, NOCTynatLWmnX B y4perKaeHMa o6pa3oBaHMa Ana NoyYeHun
Npo¢eccnoHaNbHO-TEXHUYECKOTO, CpefHero CcneuwanbHOro W Bbicllero o6pa3oBaHMA  (CnpaBKM,
MHbOPMaLMK, CNIUCKK, AOKAaLHbIE 3aNUCKN 1 gp.)

196. ExepHeBHble CcBeAeHWs O pe3yabTaTaX BCTYMUTENbHbIX MWCMbITAHUI B y4YpexaeHus
obpa3oBaHusA

197. Mepenuncka 0 NpMemMe 1 3a4NCNeHUN INL, B yupeXxaeHns obpa3oBaHms

198. KHurv yueTta nepegaun B oTaen Kagpos (y4ebHyto 4acTb) INYHBIX Aen 0by4YatoLmxcs

199. PacnucaHua, rpaduKM  y4ebHbIX  3aHATUIN, AKYNbTATMBHbLIX 3aHATUN, 3a4eToB
(anddepeHuMpoBaHHbIX 3a4eTOoB), 3K3aMeHOB MO y4ebHbIM npeameTam (y4ebHbIM AMCUMNANHAM),
rocygapcTBEHHbIX  3K3aMeHOB  (KBaMGUKAUMOHHBLIX  3K3aMEHOB),  KaHAWOATCKMX  3a4eToB
(anddepeHymMpoBaHHbIX 3a4eToB) No 06LLe0bpa3oBaTENbHLIM AUCUMMNMHAM, KAHANOATCKMX SK3AMEHOB
no obuweobpasoBaTenbHbIM AUCUMMNANHAM, KOHCY/NbTaUMM, 3allUTbl KYPCOBbIX MPOEKTOB (KYypPCOBbIX
paboT), AMNNOMHbIX MPOEKTOB (AMNAOMHbIX PaboT), MarucTepckux AuccepTauuii, CETKM 4acoB Mo
yuyebHbIM NpegmeTam (y4ebHbIM gucumnanHam)

200. CBoAKM, BEAOMOCTM YYeTa NOCELLAEeMOCTHN YY4eOHbIX 3aHATUIA 0byYatoWmMmMmCcs

201. }ypHanbl perncTpaumm KoOHCyibTauni

202. Mepenucka 0 NpoBeAeHMM 3K3aMEHALUMOHHbIX CECCUIM M AO0MYycKe obydyalolmxca K caade
3ayetoB (aMddepeHUMPOBAHHbIX 334eTOB), 3K3aMeHOB Mo y4yebHbIM npeametram (y4ebHbIM
AVNCLUMNIMHAM), BbICbIJIKE OMALIHMX KOHTPObHbIX paboT 1 ApyrMm Bonpocam

203. MepeyHn NpoBepPOYHbIX PpaboT No NPOM3BOACTBEHHOMY 0OyYeHUI0

204. NepeyHun KBanUdUKaLMOHHbIX (MPOobHbIX) paboT

205. MNepeyHn Tem KypcoBbIX MPOEKTOB (KypcoBbix paboT), ANNAOMHbIX NPOEKTOB (AMMNOMHbIX
pabor)

206. Nepenncka 06 opraHM3aunm U COCTOAHUMU 3a04HOM GOPMbI NOSTyYeHNs 06pa3oBaHMA

207. MypHanbl peructpauMm CnpaBOK-BbI30BOB 0Oy4YaloWMXCA 3a04YHOM GOPMbI  MOJIyYEHMUA
obpa3oBaHus

208. ypHanbl yyeTa AOMALUHUX KOHTPO/bHbIX PaboT M KypCOBbIX NPOEKTOB (KypcoBbix pabor)
obyuatowmxca 3a04HOM GopMbl Noy4eHUs 0bpa3oBaHUsA

209. [lokyMeHTbl O NpoBeaeHMn pecnybiMKaHCKUX KOHKYPCOB NPodeccMoHanbHOr0 MacTepcTBa,
TEXHUYECKOrO W AEeKOPaTUBHO-MPUKNALHOIO TBOPYECTBA, CMOTPOB, C/IETOB, BbLICTABOK W  ApYrux
obpasoBaTebHbIX MepPonpPUATUIA (MON0XKEHUS, NPOTOKO/bl, 3aBKWU, aHKETbI, CMUCKK 1 Ap.)

210. CnucKku opraHusaumin, Ha 6ase KOTOpbIX MPOBOAUTCS NPAKTMKA

211. ypHanbl y4yeTa Npou3BOACTBEHHOro 06yuYeHUsi, NabopPaTOPHbIX M NPAKTUUYECKUX 3aHATUMN,
KOHTPO/IbHbIX paboT

212. Mepenucka 06 yTBEpPXAEHMM COCTaBa  rOCYAAPCTBEHHbIX  KBaNMUKALMOHHbIX
(KBaNMPUKaLMOHHBIX) KOMUCCUIA, FOCYAaPCTBEHHbIX 3K3aMeHaLUMOHHbIX KOMUCCUIA U UX NpeacenaTenei

213. BegomocTh NepcoHanbHOro y4yeTa BbliMyCKHUKOB

214. NnaHbl, B6AOMOCTM pacnpegeneHus (HanpasaeHUs Ha paboTy) BbINyCKHUKOB

215. KHUIM yyeTa BblgayM CNPaBOK O CAMOCTOATE/IbHOM TPYAOYCTPOMUCTBE U MOATBEPKAEHUNA O
npueme Ha paboty

216. KHUIM yyeTa BblgayM CBUAETE/IbCTB O HAMPaB/AeHMM Ha PaboTy M NOATBEPKAEHUI O Npueme
Ha paboty

217. [OKyMeHTbl O NpOBeAEeHUU 3SKCKypcui (oTyeTbl, MHOOPMALMU, OHEBHUKM, pedepartbl,
nepenucka u ap.)

218. lMepenucka o6 yTBEPXKAEHUWM COCTaBa rOCYAAPCTBEHHbLIX 3K3aMEHAUMOHHbIX KOMWMCCUA
(KBaNMOUKALMOHHbBIX KOMUCCUIA) U UX NpeaceaaTenei

219. [OKyMeHTbl O TrOCyZapCTBEHHOW  pernctpaumm  MHGOPMALMOHHBLIX  CUCTEM WU
MHPOPMaLMOHHbIX PecypcoB (3asBKU, 3aKI04YeHNA U 4p.)

220. Nepenncka No Bonpocam maTtepuanbHO-TEXHUYECKOro obecneyeHns AeaTeNbHOCTU

221. KypHanbl yyeTa BblAaYN KOHKYPCHbIX AOKYMEHTOB, 3aNpOCOB LEeHOBbIX NPea/OKeHN

222. MypHanbl yyeTa Bblgaun NpuUrnalleHUin K yyacTuio B NpoLeaypax 3akynoK Toeapos (pabor,
ycnyr)

223. ypHanbl perncrpaumm npeanorKeHni



224. }ypHanbl perncTpaummn npubbITMA Y4aCTHUKOB Ha 3acefaHnsa KOMUCCUM

225. }ypHanbl yyeTa fOroBOPOB O MAaTEPUASIbHO-TEXHUYECKOM obecneyeHmm

226. [loKymeHTbl O NOTPeBHOCTM B Cbipbe, MaTepuanax, KOMMIEKTYIOWMX M MHbIX TOBapax
(paboTax, ycnyrax) (ceogHble BeaomMmocTu, TabauLbl, pacyeTbl U Ap.)

227. KoMnaeKToBOYHbIE BEAOMOCTHU

228. loKyMeHTbl 06 ycnoBusx 1 0obOpMAEHUM NMOCTABOK CbiPbA, MaTEPMaNoB, KOMMIEKTYIOWMNX U
WHbIX TOBapoB (paboT, ycayr) (cnpaBku, cBeAeHMs, 3as8BKK, 3aKa3sbl, MepenucKka 1 gp.)

229. T'padmKM OTrPy3KM CbiPbA, MATEPUANOB, KOMMNNEKTYIOWMX U MHbIX TOBApPOB NOTpebutenam

230. loKyMeHTbI O Bblf@aye Cbipbsi, MaTePManoB, KOMMNIEKTYIOLMX U UHbIX TOBapOB (06ocHOBaHMS,
Hapsaabl u ap.)

231. ypHanbl yyeTa CbipbA, MaTEPUAsIOB, KOMMIEKTYIOWMX U MHbIX TOBApOB, OTMPaB/AEMbIX
nortpebuTtenam

232. 'py30Bble TaMOXKEeHHbIe AeKnapaumu (geknapaumm Ha ToBapsbl)

233. CBOAKN, BEAOMOCTU, KHUTU y4eTa OTIPY3KU SKCNOPTHbLIX TOBAPOB

234, [JoKyMeHTbl O eXXeAHEBHOW OTIPY3Ke CbipbA, MaTePMANoB, KOMMIEKTYOLWMUX U UHbIX TOBAPOB
(amncneTyepckue KypHanbl, CBOAKM U Ap.)

235. CBeeHMA 06 OTIPY»KEHHbIX Cbipbe, MaTepuManax, KOMMANEKTYIOLMX U UHbIX TOBapaXx

236. OT4eTbl 06 OCTaTKaAX, NOCTYMN/IEHUU U PACXOL0BAHUN CblpbA, MATEPMANOB, KOMMNEKTYIOLMX U
WHbIX TOBAapoOB

237. [OoKymeHTbl O KayecTBe MOCTynalwowWMx W OTNpPaBAAeMbIX CblpbA, MaTepuasos,
KOMMNIEKTYIOLMX U UHbIX TOBAPOB (paboT, ycayr) (aKkTbl, 3aKN04eHUs, CNpaBKu 1 Ap.)

238. NepenuncKa 0 3aroToBKe 1 OTrpy3Ke MeTaNIMYEeCKoro Jioma

239. HopmaTtumBbl CKNAACKMX 3aMacoB

240. NMepenncka 06 opraHn3aumm CKNAACKOro XpaHeHun

241. Nepenwncka o npnbbITUM rpy308

242. NepenuncKa 0 3aBO3e CbipbA, MAaTEPMANOB, KOMMIEKTYIOLWMX N UHbIX TOBAPOB HA CKAaAbl

243. TpeboBaHUA 1 KONUK TPEeOOBaHWNI Ha NOYYEHNE MHCTPYMEHTOB CO CK1aa0B

244. KHUrM y4yeTa pacrnopsKeHUM Ha OTNYCK Cblpbfi, MATEPMaANioB, KOMMNEKTYIOWMX U WHbIX
TOBapOB CO CK/IaA0B

245. Nepenncka 06 NCNob30BaHUK TapPb!

246. JOKyMeHTbl O AOMNyCcKe B CAy)KebHble nMomeleHUs B Hepaboyee Bpems U BbIXOAHblE AHMU
(3anBKM, cBEAEHMA, NEpennUCKa U Ap.)

247. TpadumKn aexypcTs paboOTHUKOB, KYPHa/Ibl yYeTa AeXKYPCTB PabOTHUKOB

248. [lokymeHTbl 06 opopmaeHUn cnyKebHbIX NPOe3gHbIX AOKYMEHTOB, HPOHMPOBAHUM MECT B
rOCTUHWULAX (CNWUCKK, CBEAEHUA, NepenmncKa u ap.)

249. }ypHanbl y4yeTa Bbl4a4M NevaTen 1 LUITaMNoB

250. MnaHbl, rpadukn NPodUNaKTUYECKUX OCMOTPOB M TEKYLLEro pemoHTa obopyaoBaHMA
WHXXEHEPHbIX CUCTEM

251. JJOKyMeHTbl O TEXHUYECKOM COCTOAHUMN 34aHUI (MOMELLEHWIA), 3aHMMAEMbIX OpPraHM3aLUAMU
(oTueThbl, cnpaBKu, cBeaeHUA 1 ap.)

252. lIo0KyMeHTbI 0 NOArOTOBKE 34aHWI (MoMeLLeHWiA) 1 060pyA0BaHUA K SKCMIyaTalnmn B OCEHHe-
3UMHUI nepuog (nnaHbl, rpaduKKM, nepenncka u ap.)

253. XypHanbl perncrpaLmm A40oroBopoB 0 KOMMYHaNbHOM 06CNYKUBAaHWUM 340aHUIA (COOPYKEHUIA)

254. Mepenncka 0 KOMMYHaNbHOM 06CNYKMBAHWUM 340aHUIA (COOPYKEHUIA)

255. Mepenncka o cofepyKaHUM 34aHUIA (COOPYIKEHUI) U Mpunerawwein K HUM TeppuTopun B
Hag/NeKallem TEXHUYECKOM Y CAaHUTapHOM COCTOAHMUMU

256. MnaHbl MeponNpUATAIA NO SKOHOMWUWU TEMNJIOBON U INEKTPUYECKOM SHEPTUM U OTYETbl 06 KX
BbINO/IHEHUU

257. ypHanbl yyeTa pacxoga TensoBOW 3SHepruu, notTpebneHMa 3S1eKTPUYECKOW 3SHepruwm,
NPUPOAHOro rasa, BoAbl

258. ypHanbl y4yeTa ocmoTpa U paboTbl AMdToB

259. [loKyMeHTbI MO KOHTPO/O NMPOTUBOMOXKAPHOTO COCTOAHMA U pPEXMMA OXPaHbl OPraHU3aLUi
(nnaHbl, OTYETHI, aKTbl, CBOAKM, CBEAEHMA, NEPENUCKA U Ap.)

260. MHCTpYKLMM O Mepax NoXKapHoM 6e3onacHoCTH



261. WIHCTPYKUMM MO 3KCNAyaTauMn CUCTEM MPOTUBOMOMKAPHOIO BOJOCHAOXKEHMA M YCTAHOBOK
NoXapHOW aBTOMaTUKM

262. IHCTPYKLUMK NO TYLLEHMIO NOXKAPOB B 3/IEKTPOYCTAHOBKAX

263. MHCTpyKuMKn no obecnedyeHuto aBakyaunn nogen (Ha obbeKkTax ¢ maccoBbim npebbiBaHNEM
noaen)

264. MNepenncka o NPUOGPETEHMM NOXKAPHON TEXHUKM, NOXKAPHOro 0bopynoBaHMA, MNOXKAPHOTO
WHBEHTApPA, OFTHETYLIMTENEN, OTHETYLALLMX BELLECTB M APYIMX CPeACTB MPOTMBOMNOXKAPHOM 3aLMTbI

265. *ypHanbl perncrTpaumnmn orosopos 06 opraHM3aLnm oxpaHobl

266. Cxembl NCNOKALMM NOCTOB OXPaHbl

267. lOKyMeHTbI 0 pexkMme paboTbl OXPAaHHUKOB M CTOpOXKel (rpadukn, pacnucaHma u gp.)

268. 3aABKM Ha opy»KuMe, boenpmnachl, BELLLEBOE MMYLLLECTBO A8 OXPAaHHUKOB

269. OTyeTbl 06 YCTPOMCTBE M IKCMAYATALUMN TEXHUYECKUX CPEACTB OXPaHbl

270. NnaHbl 3aWMTbl HaceneHua U TeppUTOPUMA OT 4Ype3BblYaMHbIX CUTyaLUA NPUPOLAHOro U
TEXHOreHHOro XxapaKkrepa

271. NnaHbl NpeaynpexXaeHnsa U IMKBUAALMM YPE3BbIYaNHbIX CUTyaLMi

272. NnaHbl rpaxaaHCKo 060poHbI

273. JlokymeHTbl 06 opraHusaumn  PYHKUMOHMPOBAHMA  FOCYHAPCTBEHHOMW  CUCTEMDI
npeaynpexaeHna n ANKBMAALMU 4Ype3BblYalHbIX CUTyaUMA M TFParkAaHCKOM 0OOpPOHbI (YKasaHus,
NaHbl, OTYETbI, UHGOPMALUN U Ap.)

274. Mepenucka 06 opraHu3aumm  GYHKUMOHMPOBAHMA  TOCYAAPCTBEHHOM  CUCTEMDI
npeaynpexaeHnsa u IMKBUAALMM Ype3BblYalHbIX CUTYaLNIA U FpaXKaaHCKOM 060pOHbI

275. Nepenuncka o AeATenbHOCTU KOMUCCUI MO Ype3BblYaliHbIM CUTYaLUAM

276. [JOKymMeHTbl O CO34aHMW, MCNOJb30BAaHUM W BOCMOJIHEHUM PE3EPBOB MATEPMAbHbBIX
pecypcoB A1a IMKBUAALNN Ype3BbI4aMHbIX CUTYaLUMUI (KOMUKM pPeLIeHni, MPUKa3oB, Nepenucka u ap.)

277. JOKYMeHTbl O MOArOTOBKE PYKOBOAMUTENIEN, AOJ/INKHOCTHbIX /ML, PAabOTHMKOB OpraHM3auuin,
HaceneHus B 06/11aCTV 3aWMTbl OT YPE3BbIYANHbIX CUTYaUUI NPUPOAHOIO U TEXHOTEHHOrO XapakTepa
(nnaHbl, NporpaMmbl, OTYETHI, NEpenuncka u ap.)

278. [loKymeHTbl 06 opraHusauMuM U BeOeHUWU TPaXKOaHCKOW O0B6OPOHbI (MOMOMKEHUS, NAaHbI,
OTYeTbl, Nepenucka u ap.)

279. lokKyMeHTbl 06 opraHmnsaumm GyHKLULMOHMPOBAHMA U NOLAFOTOBKE CUJI TPaXKAaHCKON 060POHbI
(nonokeHus, peleHns, NnepeyHn, OpraHM3aUMOHHO-LUTaTHbIE CTPYKTYpPbI, Tabenu n ap.)

280. JoKkymeHTbl 06 obecrneyeHnn U UCMOJIb30BaHUU CMELMANbHOIO MMYLLECTBA PaXKAaHCKOWM
060pOoHbI (NNaHbl, OTYETHI, CBEAEHMA U Ap.)

281. [JOKYMeHTbl O COCTOAHUM W 3KCMAyaTauMM pPasnYHbIX BMAOB TPAHCMOPTHBLIX CPencTs
(cnpaBKu, fOKNaAHbIE 3aMUCKK, CBEAEHUA, NEPEnnUcKa n ap.)

282. [JOKyMeHTbl O Ha/M4MM M COCTOSHUM aBTOMOOMBLHbLIX MAPKOB, raparkei, MacTepCKux
(cnpaBKku, cBeaeHUs, nepenucka u gp.)

283. [okymeHTbl 06 onpeaeneHnn NoTPebHOCTM B TPAHCMOPTHbLIX CPEACTBAaX U WX BblaeneHun
(3anBKM, pacueTbl, NepenncKka 1 gp.)

284. [loKyMeHTbI O ABUKEHUU TPAHCMOPTHbIX CPEACTB (CBOAKM, CBEAEHWUA, pacnncanus, rpaduku,
nepenucka u ap.)

285. [JOKYMEHTbI O COCTOAHUU U Pa3BUTUN BHYTPEHHEW CBA3W (4OKNaAHble 3aMUCKKU, CNpPaBKW,
nepenucka)

286. [IOKYMEHTbI O PEMOHTE COOPYKEHUI U CPeACTB CBA3M (NNaHbl, OTYETbI, Nepenncka u ap.)

287. HypHanbl pernctpauum oroBopoB 06 opraHM3aumm, SKCNIyaTauuu, apeHae U pemMoHTe
BHYTPEHHEWN CBA3N

288. Mepenucka o nposeaeHun pabot no TenedoHusaumu, pagmoduKaLmu, CUrHaANAM3aLUKN U
SKcnayaTauum BHYTPEHHEN CBA3M OpraHM3aLmm

289. CxeMbl IMHWUIA CBA3W OpraHU3aumit

290. KypHanbl, KHUMM yyeTa TenedOHHbIX Pa3roBopoB

291. XypHanbl NnpodMAaKTUYECKMX OCMOTPOB 060PYA0BaHMA U KaHA/I0B CBA3MU

292. TexHMYECKUNE XKYPHa/bl SKCNAYyaTaLUMM CPeaCTB CBA3U

293. [JoKymeHTbl MO MOArOTOBKE Yy4YpeauTesibHbIX Cbe340B, KOHbEepeHUMN, O0BWMX U UHbIX
yupeauTenbHbiX cObpaHnii 06LLLECTBEHHbIX OpraHM3aumMii (MAaHbl, NPOrpaMmmbl, CNPaBKKU, MHOPMaLUK,



nepenucka n ap.)

294. [oKymeHTbl 06 MTOrax OTYETHO-BbIOOPHbLIX KamMnaHWM, BbIMNOJIHEHWUM PELIEHUI BbICLLUX
OpraHoB 06LLEeCTBEHHbIX OpraHn3aLmii (oT4eTbl, CNPaBKK, NPOTOKO/bI 1 Ap.)

295. NMepenuncka o6 opraHnsauum 1 NPoBeaeHNN OTYETHO-BbIOOPHbIX KamnaHui

296. MNnaHbl NpoBegeHMA 06LW,ecTBEHHbIX MEPONPUATUIA

297. JOKYMeHTbl O AeATeNbHOCTU KOMMUCCUIA OBLLLECTBEHHbIX OpraHusauMii (MPOTOKO/IbI, aKTbl,
BEAOMOCTU, CBeZleHMA 1 Ap.)

298. ®DnHaHCOBbIE CMETbI 0OLLECTBEHHbIX, MEPBUYHbIX OOLLECTBEHHbIX OpPraHn3auui

299. OtyeTbl 06 MCMNOSHEHUM GUMHAHCOBBLIX CMET O0OLLeCTBEHHbIX, NEePBUYHbLIX OOLLECTBEHHbIX
opraHusauuni

300. loKyMeHTbI 0 NOCTYMN/I€HUM U PACXOA0BAHUMN YNEHCKMX B3HOCOB (OTYETHI, NEepenucKka 1 ap.)

301. lokymeHTbl 06 yyeTe YneHCcKMx 6unetoB (OTYETHI, 3a8BKM, aKTbl, CBEAEHUA U Ap.)

302. YYeTHble KapTOYKMN YN1EHOB OBOLLLECTBEHHbIX OpraHn3aLmin

303. Cn1cKn YneHoB obLecTBeHHbIX OpraHn3aumi




