I[TOCTAHOBJIEHUE MUHUCTEPCTBA IOCTULIUN PECITYBJIMKU BEJIAPYCh
19 suBapst 2009 r. Ne 4

006 yrBep:kaennu MHCTPYKUIMH 110 AeJIONPOU3BOJACTBY B
rocyIapCTBEHHbIX OPraHaxX, HHbIX OPraHNU3AIMUAX

W3meHeHus 1 JOMOJIHEHUS:

[ToctanoBnenne MunucTepcTBa foctuniuu PecnyOonmku benmapycs ot 24
okTsi0pst 2011 r. Ne 235 (3apeructpupoBano B Harmmonamsaom peectpe - Ne 8/24338
ot 02.11.2011 r.) <W21124338>;

[Tocranosnenne MunucrepcTBa roctuiiuu Pecriyonuku benapyce ot 27 ssHBaps
2012r. Ne 18 (3apeructpupoBano B HammonampHOM peectpe - Ne 8/24838 ot
06.02.2012 r.) <W21224838>;

[TocTranoBnenne MunuctepcTBa roctuinu Pecniyonuku bemapycs ot 15 ssuBapst
2013 r. Ne9 (3apeructpupoBano B HammonansHoMm peectpe - Ne 8/26849 ot
29.01.2013 r.) <W21326849>;

[NocranoBnenne MunuctepcrBa toctuuuu Pecnyonmuku bemapycs ot 10
nexadpst 2014 r. Ne 240 (3apeructpupoBano B HanmonamsHOM peectpe - Ne 8/29441
o1 29.12.2014 r.) <W21429441>;

[ToctanoBnenne MunucTepcTBa roctuniuu Pecmyonmku  benmapyes ot 30
nekadpst 2015 r. Ne 225 (3apeructpupoBano B HanmonansHoM peectpe - Ne 8/30557
ot 12.01.2016 r.) <W21630557> - BHECEHBI U3MEHEHUS U JIOTIOJIHCHHUSI, BCTYITUBIIIHE
B cuity 16 ssHBapst 2016 r., 3a HCKIIIOUEHUEM M3MEHEHMM U JOIOJIHEHUH, KOTOpPbIE
BCTYymAT B cuity | stuBaps 2017 r.;

[MocranoBnenne MunuctepctBa foctuiun Pecnyonuku benapycs ot 30
nekabpst 2015 r. Ne 225 (3apeructpupoano B HanmonamsHOM peectpe - Ne 8/30557
ot 12.01.2016 1.) <W21630557> - BHECEHBI U3MEHEHUS U IONIOJHEHUS, BCTYIIUBLINE
B crity 16 ssuBaps 2016 r. u 1 ssuBaps 2017 1.

[TocranoBnenne Munucrepctsa roctuuu Pecniyonmku benapycs ot 18 aBrycra
2017 r. Ne 167 (3apeructpupoBano B HamumonampHoM peectpe - Ne 8/32380 ot
04.09.2017 r.) <W21732380>;

[TocTranoBnenne MunucrepctBa roctunuu Pecriyonuku bemapyck ot 5 mapra
2018 1. Ne 51 (3apeructpupoBano B HamumonameHOoM peectpe - Ne 8/32911 or
12.03.2018 .) <W21832911>;

[Nocranosnenne MunucrepcTBa octuiun Pecriy6nuku benapyck ot 26 uroins
2018 r. Ne 154 (3apeructpupoBano B HanwmonampHom peectpe - Ne 8/33330 ot
01.08.2018 r.) <W21833330>;

[TocranoBnenne Munuctepcrsa roctuuuu Pecny6onuku benapycs ot 13 mapra
2019 1. Ne 39 (3apeructpupoBano B HammonampHOoM peectpe - Ne 8/33944 ot
18.03.2019 1.) <W21933944>;

[ToctanoBnenne MunucTepcTBa foctuiiun PecnyOonmuku  bemapyces ot 17
okTs10pst 2019 r. Ne 193 (3apeructpupoBano B HanmonansHOM peectpe - Ne 8/34715
ot 18.10.2019 r.) <W21934715>

Ha ocHoBanum dactu mepBoil crathu 26 3akoHa PecnyOmmku bemapychk oT 25 HOsOps
2011 r. Ne 323-3 «O06 apxuBHOM jJiene U jaenonpous3BoAcTBe B Pecnybnuke bemapycs» u ab3ara
nBaamaroro nonamynkra 6.30 nyHkra 6 Ilonmoxkenus o MuHucrepcTBe roctunuu PecryOmuku
benapych, yrBepxkaeHHoro nocraHosienrnem Cosera MunuctpoB Pecniyonmku benapycs ot 31
okTs10pst 2001 1. Ne 1605, Munucrepcerso roctuiuu Pecniyonuku benapycs IOCTAHOBJIAET:

1. VrBepauts MHCTpYKIMIO 1O JEIONPOU3BOACTBY B TOCYJApPCTBEHHBIX OpraHax, MHbBIX
opranmu3anusx (mpuaaraercs).

— Od¢uyuanvras npasosas ungopmayus
aw YTANOH ‘/ugopmayuonno-nouckosasn cucmema "ITAJTOH", 22.06.2022
— Hayuonanvnuiii yenmp npasosoii ungopmayuu Pecnyonuxu benapyce



2. [Ipusnath yTpaTuBIIMM cuily npukaz Komwurera mo apxuBaM U JI€IONPOU3BOJICTBY
Pecniyonmuku benapychb ot 23 mast 1995 r. Ne 13 «O6 yrBepxkaenun [IpuMepHO HHCTPYKLIUU 110
JIENIONPOU3BOJCTBY B MMHHMCTEPCTBAX, TOCKOMHUTETaX U JPYrUX ULEHTpPaJbHBIX OpraHax
YIpaBJICHUS, YUYPEXKICHUSAX, OpPraHM3alusAX M Ha mnpeanpuarusx PecrnyOnuku bemapych»
(Bronnerens HOPMAaTHBHO-TIPaBOBOM HHpOpManuu, 1995 r., Ne 11).

3. Hacrosimiee MOCTaHOBJIEHHWE BCTYNMAeT B CWIIy depe3 JecaTh JHEH Tocie ero
O0UIINATHEHOTO OITYOJIMKOBAHUS.

Munuctp B.I'.T'osioBaHoB

YTBEPXXIEHO

ITocranoBnenue
MunucTepcTBa FOCTULIUH
PecryOnuku benapychb
19.01.2009 Ne 4

HNHCTPYKIMUA
10 JeJIONIPOU3BOACTBY B rOCy1apCTBEHHbIX OPraHax, HHbIX OPraHH3aluAX
I'JIABA 1
OBIIUE ITOJIOXKXEHUA

1. Hacrosimas MHCTpyKIMsI ycTaHaBIMBAeT oOmMe TpeOOBaHUSA K JOKYMEHTHPOBAHHIO
YIPaBJICHYECKON JEATEIIbHOCTH M OpraHu3aluy padoThl ¢ JOKYMEHTAaMH B TOCYIapCTBEHHBIX
OpraHax, WHBIX OpTaHU3alMsIX HE3aBUCHUMO OT (OpPMBI COOCTBEHHOCTH M OpPraHHU3aLUOHHO-
paBoBOM (hOPMBI (J1aee — OpraHu3aLum).

2. UckitoueH.

3. Ilonoxenuss Hacrosimedd WHCTpyKIMM —pacmpoOCTpaHSIOTCS Ha OpraHU3alMOHHO-
pacrnopsAaUTEIbHYIO TOKYMEHTALUIO HE3aBUCUMO OT BUJA HOCUTENS M yCTAaHABIMBAIOT IIpaBUiIa
MOJrOTOBKH, O(GOPMIICHHS, YydeTa, TUPaKUPOBAHUS, KOHTPOJS MCIOIHEHHS, OIEPATUBHOTO
XpaHEHHUs, UCIOIb30BAHUS U MOJATOTOBKH K NEpeAaye B apXUB, OCYLIECTBISEMbIE C MOMOILBIO
PYYHBIX, MEXaHU3UPOBAHHBIX M aBTOMATU3UPOBAHHBIX (KOMITBIOTEPHBIX) TEXHOIOTUH.

OcoO6eHHOCTH TOATOTOBKM M O(QOPMIICHHSI MPOEKTOB HOPMATHUBHBIX IPAaBOBBIX AKTOB
ornpenenensl 3akoHoM Pecnyonuku benapycs ot 17 utons 2018 r. Ne 130-3 «O HOpMaTUBHBIX
IIPABOBBIX AKTAX).

ITonoxkenusa Hacrosmen MHCTpyKIMM — pacHpOCTpaHSIOTCS HAa  HEHOPMAaTHUBHBIC
(MHOUBHlyaJbHBIC) MPABOBLIE AKTHI, JIOKAJIbHBIE IPABOBBIE aKThl HOPMOTBOPUYECKUX OPraHOB
(TOMKHOCTHBIX JIMI[) B 4YacTW, HE YyperyinupoBaHHoW 3akoHoMm PecryOnuku benapyce
«O HOPMAaTUBHBIX NPABOBBIX aKTaX)».

Ocobennoctu opopmiieHHst, 00pabOTKH M XpaHEHUs! JOKYMEHTOB B 3JIEKTPOHHOM BHJIE, 3a
UCKJIFOYEHUEM JOKYMEHTOB, YKAa3aHHBIX B YaCTH YETBEPTOM HACTOALIETO IMyHKTA, PETyIUPYIOTCS
riaBoit 18 Hacrosmeit UHcTpykuu.

OcoOeHHOCTH TOATOTOBKH, OGOpPMIICHHS, O0paOOTKH, O0OECIeUeHUsI IEeTOCTHOCTH,
XpaHEHUs AJIEKTPOHHBIX JOKYMEHTOB, CO37aBa€MbIX IIOCPEICTBOM aBTOMATH3MPOBAHHOM
CHUCTEMBI JIOKYMEHTAIIMOHHOTO obOecmeueHus ympasieHus (namee — AC JIOY) 6e3 co3manus
JOKYMEHTOB Ha OYMaXHBIX HOCHUTENAX, SJCKTPOHHBIX KOMHUH JOKYMEHTOB Ha OyMa)KHBIX
HOCUTEJIAX peryaupyrorcs MHeTpykuuei o nopsiike paboThl ¢ 3IEKTPOHHBIMU JOKYMEHTaMH B
TOCYJapCTBEHHbIX ~ OpraHaX, MHBIX OpraHU3alMsX, YTBEP)KICHHOH  IOCTaHOBIICHHEM
MunucrtepctBa octuiuu Pecriyonuku benapyce ot 6 depans 2019 r. Ne 19.

OcobeHHOCTH TMOATOTOBKH, OhopMiieHUS U (MiIu) OOpabOTKH, XpaHEHUs IOKYMEHTOB,
COZEpPKALIMX TOCYJapCTBEHHBIE CEKPEThl M MHYI OXpaHAEMYI 3aKOHOJAATEbCTBOM
uHpopManuio, oOpalleHuil rpaxIaH, B TOM YHCJIE€ WHAWBUIYAIbHBIX NpeNlpUHUMATENCH, U
IOPUINYECKUX JIML W JOKYMEHTOB, CBS3aHHBIX C HX PacCMOTPEHHUEM, 3asiBJICHUM



3aMHTEPECOBAHHBIX JIUL, OOPAIIAIONIUXCS 32 OCYLIECTBICHUEM aJMUHUCTPATUBHON MPOLEAYPHI,
U HHBIX JIOKYMEHTOB, CBSI3aHHBIX C OCYIIECTBICHMEM aJMUHUCTPATUBHBIX IPOLEAYD,
PETYJINPYIOTCS aKTaMH 3aKOHOJATEIIbCTBA.

[Tonoxenus Hacrosimiedl MHCTpYKIMU pacrpOoCTpaHSIOTCS Ha OpPraHU3alUio padoThl C
JOKYMEHTaMH, HE OTHOCAIIMMHUCS K CHCTEME€  OPraHHU3allMOHHO-PACIOPSIAATEIbHON
JOKYMEHTaluu (TJ1aHOBasi, OTYETHO-CTATUCTUYECKAs, PACUETHO-IECHEKHAsI U APYTrUe CUCTEMBI
JIOKYMEHTAIMH), HE3aBUCUMO OT BUJA HOCHUTEJNS, BKJIOYAs MX PErHCTPALUIO, Y4eT, KOHTPOJb
UCIIOJIHEHUS, XPaHEHHE, B TOM YHCJIE OCYILECTBISEMBIE C IOMOIIBIO aBTOMATHU3UPOBAHHBIX
(KOMIIBIOTEPHBIX ) TEXHOJIOTHH.

4. Oprann3auusi U BeACHHME JEJIONPOU3BOACTBA B OpPraHU3aLUAX OCYLIECTBIISIOTCS Ha
OCHOBE CaMOCTOSTENbHO pa3padaThIBa€MbIX MHCTPYKIUII 110 AETONPOU3BOICTBY B COOTBETCTBUU
¢ TpeboBaHUsAMU HacTosAweH NHCTpyKIMH.

BeimecrosmyMu - OpraHu3alMsiMM  JUIE  OJHOPOIHBIX II0  XapakTepy HAeATEIbHOCTU
NOJYMHEHHBIX ~ OpraHM3auuii  pa3pabaThIBalOTCS  MHCTPYKUMU MO  JEJIONPOU3BOCTBY,
YCTAHABIIMBAIOIINAE THUIIOBOM WJIM IPUMEPHBIM XapaKTep OPraHU3alMK JeJIONpPOU3BOJCTBA,
UCTIOJIb3yeMbIe TIPU pa3paboTKe MHCTPYKIUH MO JeTONPOU3BOJCTBY STUX OPraHU3aIUi.

WHucTpyKnus 1o AeI0npou3BOACTBY, UMEIOIAsk TUIIOBOM XapaKTep, yCTaHABIUBACT €IUHBIN
MOPSAIOK OPTaHM3alUU JEJIONPOU3BOCTBA BO BCEX OJHOPOJHBIX OPraHU3ALIUAX.

WHcTpyKnpsa mo IeI0NpoU3BOJCTBY, MMEIOINAs NPUMEPHBIM XapakKTep, YCTAHABIMUBACT
MOPSAIOK OpraHU3al|K AEJIONPOU3BOICTBA B OJJHOPOIHBIX OpraHU3alusaX, IPeAyCMaTpHUBAIOILNN
BO3MOXXHOCTb €r0 KOHKPETH3alluM B MHCTPYKLIMSIX IO JCIONPOM3BOACTBY OpraHU3aluil B
YCTAaHOBJICHHBIX €10 paMKaXx.

HNHCTpyKIIMU MO 1€JIONPOU3BOACTBY, MMEIONIME TUIOBOM WM MPUMEPHBIA XapakTep,
SABIISIIOTCS 00s13aTEIBHBIMU I IPUMEHEHUS.

5. UHCTpyKUMM 1O  JENONpPOU3BOJACTBY OpraHU3alUi, SABISAIOIIMXCS HMCTOYHUKAMU
KOMIUIEKTOBAHMSI TOCYJApCTBEHHBIX AapXWBOB, YTBEP)KIAIOTCA HX PYKOBOAUTEISMHU I10OCIIE
COIVIACOBAHUS C COOTBETCTBYIOIIMM TIOCYJAapCTBEHHBIM apXUBHBIM YYPEKICHHEM WU
CTPYKTYPHBIM TMOJIpa3/IeJICHUEM II0 apXuBaM U JAEJONpPOU3BOACTBY 001acTHBIX (MuUHCKOTO
TOPOZCKOI0) UCIIOJHUTENBHBIX KOMUTETOB. IHCTPYKIMK IO AETONPOU3BOICTBY, PErYJINPYIOLINE
npaBuia paboTHl C AIIEKTPOHHBIMH JIOKYMEHTAMH M JOKYMEHTaMH B JJIGKTPOHHOM BHJIE,
YTBEPKAAKOTCS PYKOBOAUTEISIMM OPraHU3alldid II0CIE€ COTJIACOBAHMS C COOTBETCTBYIOIIHMM
rOCyIapCTBEHHBIM apXHUBHBIM YUPEKIECHUEM WIH CTPYKTYPHBIM MOPA3AEICHUEM 110 apXUBaM U
JeJIONIPOU3BOACTBY 00JacTHBIX (MMHCKOTO TOpPOJCKOr0) MCIOJHUTENbHBIX KOMUTETOB MU
rOCYJapCTBEHHBIM  ydpekaeHueM  «benopycckuii  Hay4HO-UCCIEAOBATECIICKUNA  LEHTP
JNEKTPOHHOU JOKYMEHTAL[UN.

WHcTpyKunyM 1O  [€IONPOU3BOJACTBY OpraHM3alui, HE SBIAIOIIMXCS HCTOYHUKAMU
KOMIUICKTOBAHMSI TOCYJApCTBEHHBIX ApPXWMBOB, YTBEPKIAIOTCA HMX PYKOBOIMUTEISIMHU IIOCIIE
COTJIACOBAHUS C BBIIIECTOSIIMMU OpraHU3AMSIMHU (TIPH UX HATHYUH).

HNHCTpyKIIMU MO 1EJIONPOU3BOACTBY, MMEIONIME TUIOBOM WM TPUMEPHBIA XapakTep,
paspabarbiBacMble peCHyOJIMKAaHCKUMHU OpraHaMH TOCYJapCTBEHHOTO YIPABICHUS, HHBIMH
rOCYJapCTBEHHBIMHM OpraHM3alusaMu, noaunHeHHbIMU IIpaBurensctBy Pecnybnuku benapycs,
YTBEPXKIAIOTCA MX PYKOBOIUTEISIMUA IIOCJIE€ COIVIACOBaHMSA C LleHTpasbHOM HKCIIEpTHON
komuccuert (mamee — I[OK) cooTBeTcTByrOIEro opraHa yhpabiieHHsl (OpraHu3alu) W
pecnyOIMKaHCKMM OpPraHOM TOCYJapCTBEHHOTO YIpaBiIeHHS B cdepe apXWBHOTO Jena |
JCIIONPOU3BOCTBA.

HNHcTpykuu 1o AEJIONPOU3BOACTBY, MMEIOIIME TUIIOBOM MIIM IIPUMEPHBIA Xapakrep,
paspabaTbiBacMble  OpraHU3alMsIMH,  SBJSIIOIMMHCS ~ MCTOYHHMKAMM  KOMIUIEKTOBAHMS
rOCylapCTBEHHBIX aPXMBOB, YTBEPKIAIOTCS MX PYKOBOIUTENIAMHU mocie coriacoBanus ¢ [[OK
9TUX OPraHU3alUi U COOTBETCTBYIOIIMMH FOCYAAPCTBEHHBIMU aPXUBAMH.

HNHcTpykuy 1o ACJIONPOU3BOACTBY, MMEIOIIME TUIIOBOM MM IIPUMEPHBIA XapakTep,
paspabaTblBacMble HHBIMH OPTraHU3ALMsMM, YTBEPKAAIOTCA HMX PYKOBOIUTEISIMH IOCIE
coriacoBanus ¢ [I1OK »tux opranuzanuii.



6. Opranuzanus M COBEPIICHCTBOBAHUE CHUCTEMBl JOKYMEHTAllMOHHOIO oObOecreyeHus
VIpaBIeHUSI B OpraHU3allMd, KOHTPOJIb 332 COOJIIOJICHHEM YCTaHOBIIEHHBIX MPaBUI PabOTHI C
JTOKYMEHTaMH, METOJANYECKOE PYKOBOJCTBO pabOTOl ¢ MOKyMEHTAaMU U O0ydeHHE paOOTHUKOB
OCHOBaM JICTIOTIPOM3BOJICTBA, BHEAPEHUE M TPHUMEHEHHE COBPEMEHHBIX HH(POPMAIIMOHHBIX
TEXHOJOTUI B paboTe C JOKYMEHTaMH BO3JAraloTcss Ha CIyxO0y JIOKYMEHTAllMOHHOTO
obecrieyeHus yrpasieHus (ganee — ciayxoa JI0Y).

HaunmenoBanune ciuyx0s1 JIOY (ympaBrneHue nenamu, cekperapuaT, OOIIMH oTxed,
KaHLETSIpUsl U T.I1.), € CTPYKTypa, 3amaud, (QYHKIUU YCTaHABIUBAIOTCS B COOTBETCTBUU C
MOJIO)KEHUEM O Hell B 3aBHCHMOCTH OT 00beMa JOKYMEHTOOOOPOTa, BHIMOJHSAEMBIX (YHKIIHA,
HAJTMYUS CPEJICTB BEIYUCITUTEILHON U OPTraHU3AIIMOHHON TEXHUKH | T.I1.

Cnyx06a JIOY MOXeT COCTOSATh M3 HECKOJBKUX TMOApa3AeiieHuid. 3amauu, (yHKIHH,
NOPSAAOK paboThI mopazaeneHuil ciayx0el IOY pernaMmeHTUpYIOTCS MON0KEHUSIMH O HUX.

[Tpu HEGoIBIIIOM 0O0BEME TOKyMEeHTOOOO0pOoTa ciyx0a JIOY MoxeT He co3naBarbes. B aTtom
cllydae BBHITIONHEHHE €€ (YHKIMK BO3JaraeTcs Ha CIENHaTbHO HA3HAYEHHOTO MPHKA30M
PYKOBOJMTEIIS OPTaHU3aIliU pabOTHUKA (TPYIITY PaOOTHUKOB).

[IpaBa, 00s3aHHOCTH W  OTBETCTBEHHOCTh  pPAOOTHUKOB,  YYacTBYIONIUX B
JeIONPOU3BOJCTBEHHOM OOCITY)KMUBAHUM OPTaHU3AllUM, OMPENESIIOTCS HUX JOHKHOCTHBIMU
WHCTPYKIUSMHU.

7. OTBETCTBEHHOCTh 32 OpPraHM3AIMIO JEIONPOU3BOJCTBA, COOJIIOIEHNE YCTAHOBICHHBIX
MpaBWI U TOpsiAKa paboThl ¢ TOKYMEHTaMH B OpraHU3allid, UX COXPAaHHOCTh BO3JIAraloTCs Ha
pyKOBOAUTENS opranu3auu. [lpyu cMeHe pykoBoaUTENs OpraHU3alluu COCTABISIETCS aKT pUeMa-
nepenayn JOKyMEHTOB U JIeJ.

OTBETCTBEHHOCTh 3a OpPraHU3alLMIO0 JEJONPOU3BOJCTBA, COOJIOJIEHUE YCTAaHOBIECHHBIX
MPaBWJI U TIOPSIKA PaOOTHI ¢ JOKYMEHTAMH B CTPYKTYPHBIX MOJPA3AeeHUsX OpraHu3allnd, uX
COXPAaHHOCThH BO3JararoTcs Ha PyKOBOJHUTENIEH 3TUX moApazaeneHuid. [Ipukazom pykoBoauTens
OpraHM3aly Ha3Ha4yaeTcs paOOTHHUK, OTBETCTBCHHBIN 32 BEJCHHUE JEIONMPONU3BOICTBA, KOTOPBIN
OCYILIECTBIISIET B CTPYKTYPHOM MOJIpa3felIeHUU y4eT U KOHTPOJIb MPOXOXKJIEHUSI JOKYMEHTOB B
YCTaHOBJICHHBIC CPOKH, HWH(DOPMHPYET PYKOBOAUTENS CTPYKTYPHOTO TMOAPA3NCICHHUS O
COCTOSIHMM MX UCTIOJIHEHUS U Ap.

PaGoTHUKM oOpraHu3anuy JOJKHBI OBITh O3HAKOMIICHBI C YCTAaHOBIECHHBIM IOPSIKOM
paboThI ¢ JOKYMEHTaMH B OpraHU3alHH.

PaGoTHUKM oOpraHu3alMu HECYT MEPCOHAIBHYIO OTBETCTBEHHOCTh 32 BBINIOJHEHUE
TpeOOBaHUIN MHCTPYKIUU MO JIE€JIOMPOU3BOJICTBY, COXPAHHOCTb HaXOIALINXCS Y HUX CIYKEOHBIX
IOKyMeHTOB. OO0 yTpare TOKyMEHTOB HEMEJIEHHO COOOIIAETCs] PYKOBOIUTEIIO MOAPA3IeICHHS
u B ciyx0y JIOVY.

[Tpu nepeBoe, IepeMeIIeHIH WA YBOJIbHEHUN pa0OTHUKA UMEIOIIHECS Y HETO JJOKYMEHTBI
U JeNa TepelaloTcs IO PEIICHUI0 PYKOBOIUTENS OpTraHu3allud WM COOTBETCTBYIOIIETO
CTPYKTYpPHOTO TOJpa3JeNICHUs APYyroMy pabOTHUKY MO aKTy MpHeMa-liepenadd JOKYMEHTOB U
hi (S

8. KouTponb 3a cOCTOSSHMEM [eJIONPOU3BOJICTBA B OPraHM3AIUSAX OCYIIECTBISCTCS
OpraHaMM apXuMBHOTO JieJa U  JENONPOM3BOJACTBA, TOCYJAPCTBEHHBIMU  apXUBHBIMU
YVUPEXKICHUSIMHU U BBIIIECTOSIIUMU OPTaHU3AIUSIMH.

I'JTABA 2
JOKYMEHTHPOBAHUE YIIPABJEHYECKOM JEATEJIBHOCTH

9. JlIokyMEHTHUpOBaHUE YIPABICHYECKOM JEATENbHOCTH 3aK/II0YaeTcsi B  CO3JIaHUU
VIpPaBIEHYECKUX JOKYMEHTOB — (DUKCAIlMM HAa MAaTEPUATBHBIX HOCHUTENSX YIPABICHYECKUX
JNEWCTBUM IO YCTAHOBJICHHBIM MpaBujaM. JIOKyMEHTHpOBaHUE YNPABICHYECKOU NEATEIbHOCTH
MOJKET OCYIIECTBIATHCS KaK PYKOIHUCHBIM CIIOCOOOM, TaK M C TOMOIIbIO TEXHUYECKUX CPEICTB.
VYnpaBieHdeckue TOKYMEHTbl MOTYT OBITh 3aUKCHpOBaHbl Kak Ha OyMaXHOM, Tak M Ha
AJIEKTPOHHOM HOCUTENE (JOKYMEHTBHl B JJIGKTPOHHOM BHJE, B TOM YHCIIE€ 3JEKTPOHHBIC
JIOKYMEHTHI).



JIOKYMEHTBI B 3JIEKTPOHHOM BHJIE MOTYT NPUMEHSTHCS BO BCeX cepax AEsITeTbHOCTH, TIe
UCIONIB3YIOTCS ~ MPOTPAMMHBIE, TMPOTPAMMHO-TEXHHUYECKHE W  TEXHHYECKHE CPE/ICTBA,
HEOOXOIUMBIC ISl CO3JaHHs, OOpabOTKH, XpaHEHHs, Mepenadyd W mnpueMa HWHpoOpMalud B
3JIEKTPOHHOM BHJIE.

TpeboBanust Kk TOKyMEHTaM B AJIEKTPOHHOM BHJI€ PACHpPOCTPAHSIOTCS Ha 3JIEKTPOHHbBIE
JTOKYMEHTBI, €CJId HHOE HE MPEAYCMOTPEHO 3aKOHOIATEILCTBOM 00 AJIEKTPOHHBIX TOKYMEHTAX U
AJICKTPOHHOU U(PPOBOH TTOIHCH.

CocTaB JOKYMEHTOB, 00pa3yloIUXcs B JACATEIBHOCTH OpPTraHU3aIlUH, ONpPENEIsIeTCs ee
KOMITIETEHIEeH, KPyroM yhpaBieHUYEeCKUX (YHKIHM, MOPSIKOM pa3pelieHuss BOIPOCOB
(EIMHONMMYHBIA WM  KOJUICTUANBHBIN), OOBEMOM M XapaKTepOM B3aMMOCBS3EH MEXIY
OpraHMu3alMsIMHI OJHOTO WJIM PAa3IMYHbIX YPOBHEH YIIpaBJIeHUS U T.II.

KOpuandecknM OCHOBaHHEM CO3JaHHS OPTaHU3ANMOHHO-PACIIOPSIUTEIBHBIX TOKYMEHTOB
B JICSITENIbHOCTH OpraHU3aluil IBIISIIOTCS:

aKThI 3aKOHOIATENILCTBA;

pelIeHus CyJI0B;

MPENUCaHuUs TOCYJapPCTBEHHBIX OPTraHOB U JOKHOCTHBIX JIUII;

MOPYYEHUS BBIILIECTOSIIIUX OPTaHU3ALINN;

OCYIIIECTBICHUE UCTIOTHUTEILHOW M OPTaHU3aIIMOHHO-PACTIOPSIIUTEIHHON e TEIILHOCTH B
LEJISIX BBIOJIHEHUSI OpraHu3alieil BO3I0KEHHBIX Ha Hee PYHKIMA U 3371a4 B COOTBETCTBUU C €€
KOMIIETECHIIUEN.

10. Opranuzanuu HaieICHBI IPABOM IMPUHUMATH (M3/1aBaTh) TOJIBKO T€ PACIIOPSAUTEIIBHBIC
JOKYMEHTBhI (TIPUKAa3bl, PACHOPSIKCHUS, YKa3aHWs, IIOCTAHOBICHHS, pPEIICHUS), KOTOPHIC
MPeyCMOTPEHBI 3aKOHOIaTEILCTBOM, YCTaBAMU WIIH MOJIOKEHUSIMU O HUX.

11. CoBMecTHBIE pacloOpsSAUTEIbHBIC JOKYMEHTBHI OpraHHU3aIfil, U3AIOMX OJNHAKOBEIC
BUJBl JOKYMEHTOB, HM3JAIOTCS B COOTBETCTBYIOIIEM BHAE. COBMECTHBIE paclOpsAUTEIbHBIC
JOKYMEHTBI OpTaHHM3aIfi, W3AIONNX PA3IUYHbIE BUABI TOKYMEHTOB, MPUHUMAIOTCS B BHJC
pelieHrs, KOTOpOE€ HMEET IPAaBOBYIO CHIJIY pAaclOpsAUTEIBHOTO JIOKYMEHTa Uil KaKIOou
OpraHH3aliy, PUHSIBIICH STOT JOKYMEHT.

12. Xon oOcyxeHns BOIPOCOB HA 3aCEIaHUsAX, COBEIIAHUAX, COOpaHUIX, KOHPEPECHITUIX,
JIeTIOBBIX BCTpeYax (nanee — 3aceqaHust) GUKCUPYETCs: B IPOTOKOJIAX.

Pemenusi, npuHATHIE HA 3aCeIaHUU KOJUIETHALHOTO OpraHa, MMEOIIEro COBeIIaTeIbHbIe
(GYHKIIUM, KaK MPaBUIIO, MPOBOJIATCS B JKU3Hb MPHUKA30M (PACIOpPSHKEHHUEM) PYKOBOIUTENS
OpraHu3alyy Ju00 MyTeM YTBEPKIACHUS PYKOBOAUTENEM OpPraHU3alMy IPOTOKOJIA 3aCeqaHMtsl.

13. Opranuzanuu BeAyT NEPENUCKY C BBIMIECTOSIIIUMU, TOJTIYMHECHHBIMU (BXOISIIUMU B
COCTaB, CUCTEMY), CTOPOHHUMH OpraHHU3aIUsIMU, TpakJaHaMH, B TOM YHCII€ HHIUBUyaTIbHBIMU
MPEeANPUHUMATEIISIMHU, B IIEJISIX BBITIOJHEHHS MOCTABICHHBIX MEpe] HUMH 3a71a4 M peau3aiuu
BO3JIO’KEHHBIX Ha HUX (YHKIIHII.

[lepernncka MEXIy CTPYKTYPHBIMH TOJpa3AeliCHUSMU OpraHU3allid, 32 HCKIIOUYEHUEM
TEPPUTOPUATBHO yATICHHBIX MMOAPA3IEICHNUN, 3aMpelacTcsl.

14. Opranuzanyu Ha OCHOBAHMHM HOPMATHUBHBIX IPABOBBIX AKTOB, OIMPEACTSIONIUX HUX
3a1a4uu U (YHKIUH, U3/1a10T (COCTABIISIOT) TaKKe TUIAHbI, OTYETHI, JOKJIHbIE 3aITUCKU, CIIPABKH,
aKThI U JPyTUE yIPABICHUYCCKHE TOKYMEHTHI.

15. IlpaBo u3nanus (MPUHATHS ) TOKYMEHTOB, UX MTOAUCAHUS, YTBEP)KICHHSI, COTIIACOBAHUS
(BU3UPOBAHMSI) 3aKPEIUIIETCS B TOJOXKEHUSX H YyCTaBaX OpraHW3aIfii, TMOJOKEHUSIX O
CTPYKTYPHBIX MOAPA3IEICHUIX, TOJKHOCTHBIX MHCTPYKIMSIX paOOTHUKAM M MHBIX JIOKAJIbHBIX
MIPABOBBIX aKTaX OpTaHHU3AIIHH.

16. IlonroToBka JOKyMEHTa BKJIIOYAET COCTABICHUE W O(OPMIICHHE MPOEKTa JOKYMEHTA,
ero MoAnucanue, Npxu HeoOXOAMMOCTH — COTJIACOBAHUE (BU3MPOBAHNUE), YTBEPKACHHUE.

[Ipu moaroroBke W O(QOPMIICHHH JTOKYMEHTOB HEOOXOAUMO COOJIIONAaTh TIpaBuia,
o0ecreynBaomue OPUIUUECKYI0 CHUIY JOKYMEHTa, OIEpPaTUBHOE U KauyeCTBEHHOE HX
MCIIOJTHEHUE U TTOHCK.



17. JIns cokpaimieHusi KOJWYECTBA MPUMEHSIEMBIX (OPM JTOKYMEHTOB OpTraHHU3aIlud
pa3pabarbIBalOT yHU(PHUIMPOBaHHBIE (OpPMBI AOKyMEHTOB (manee — YD), mpexacraBisionine
COBOKYITHOCTb PEKBHM3UTOB, YCTAHOBJIEHHBIX B COOTBETCTBHM C pEIIaeMbIMH B JAaHHOH cdepe
NEeSITeIbHOCTH 3aJjadaMyd M PACIIOJIOKCHHBIX Ha HOcWUTeNe WH(POPMAIMU B OIPEACICHHOM
MOPSIKE.

Y®J] Brmoyarores B «Tabenb yHU(UIIUPOBAHHBIX (OPM JTOKYMEHTOB OpraHHM3aIUN» —
MepeyeHb pa3pelIeHHbIX K IPUMEHEHUI0 (OpPM JOKYMEHTOB, HEOOXOAUMBIX U JOCTATOYHBIX JIs
peanu3anuu QYHKIMA U 33]1a4 YIPABICHYECKON IEATETHHOCTH C OTPAKEHUEM OCHOBHBIX JTAaIoB
WX TIOJITOTOBKHU U TIPOXOXKIEHUS (Hajiee, eCiIi He ONPECICHO HHOE, — Ta0elb).

TabGensr yTBepKImaeTcs PYKOBOAWTENEM opraHuzanuu. Pa3paboTka, BeneHHe Tadens M
KOHTPOJIb 32 €T0 IPUMEHEHUEM OCYIIECTBISI0TCS ciryx60i JIOVY.

TaGenb pazpabaTbIBacTCs C yYETOM CHEIUPHUKH IS TEIHHOCTH OPTaHU3AIMH 1 KOHKPETHBIX
3a/1a4, KOTOpBIE periaroTcs npu pa3padboTke Tabdens mo ¢opme coryacHo npuioxkenuro 1. [pu
Heo0XoauMocTH Tabenb MOKET ObITh nomonHeH rpadamu «Kox hopMel mo kiaccupukaTtopy»,
«Apnpecaty», «OTBETCTBEHHBIN 32 KOHTPOJIb UCIIOJTHEHUS» U JIP.

[Tpu paspaboTke Tabens pexBu3uThl «HammeHoBaHuWe opraHuszauumu», «HasBanue Buaa
TOKyMeHTa», «Jlata mokymeHTa», «PeructpanmoHHbIA HHIAECKC», «MECTO COCTaBICHUS WU
U3IaHus» U «3arojloBOK K TEKCTY» pAacIoyiaraloTcss W OQOPMIISIFOTCS B COOTBETCTBUHU C
TpeboBaHUsIMHU IMTYHKTOB 35, 41, 45-47, 49 u 54 nacrosmei HCTpyKIUy.

JlokyMeHTBI B Taberie MOTYT OBITh CHCTEMATHU3UPOBAHEI 110 CTPYKTYPHBIM TOIpa3AeICHUSIM
1 (mn) o GYHKIHSIM | 3a7a9aM YIpaBiICHUSI.

18. [lnst mpunaHusi TOKYMEHTY IOPUAMYECKON CHIIBI HEOOXOAMMO HAJU4Yue CIETYIOLIUX
00s13aTeIbHBIX PEKBU3UTOB:

HAaUMEHOBAHHE OPTaHU3aIUU U (WJIH) CTPYKTYPHOTO MOJpa3IeTICHIs — aBTOPa;

JaTa JOKyMEHTa;

pEruCTPallMOHHBIN UHIEKC;

MOJITHUCH.

JlJis1 OTAETBHBIX BUJOB TIOKYMEHTOB JOMOJHHUTEIHHBIMUA PEKBU3UTAMH, MPHUAAOIMIUMU UM
IOPUANYECKYIO CHILY, SIBIISIFOTCS] TPU(Q YTBEPKJIEHUS, Ie4aTh, OTMETKA O 3aBEPEHUU KOIHH.

[Tewatb MOXXET HE TPOCTABIATHCS OpPraHU3AIUSMH, KOTOPbIE B COOTBETCTBHH C
3aKOHOJATEIbHBIMA AaKTaMHM BIIPAaB€ HE MHCIIOJNb30BATh IE€YaTH, 3a HCKIIOYEHHEM CIIydaes,
MPEeIyCMOTPEHHBIX MEXKAYHAPOAHBIMU JoroBopamu Pecrydnuku benapycs.

19. JIokyMeHTBI IOKHBI OQOPMIISATHECS Ha OJIAaHKAX U UMETh YCTAaHOBIICHHBIH KOMILIEKC
00s13aTeTbHBIX PEKBU3UTOB M CTAOMIIBHBIN MOPSIIOK UX PACTIOTIOKEHUSI.

JIOKyMEHTBI B 3JIEKTPOHHOM BHC O(DOPMIISIIOTCS B MOPSAKE, YCTAHOBIEHHOM ITyHKTOM 220
Hacrosmen MacTpykiuu.

OTnenbHblE JTOKYMEHTHI (BHYTPEHHHE JOKYMEHTBl CTPYKTYPHBIX TMOJpa3fesieHuH,
COBMECTHBIE JOKYMEHTHI M JIp.) JOomycKaeTrcs opopmiaTh He Ha ONlaHKax, HO ¢ 00sS3aTelbHBIM
BOCIIPOU3BE/IEHUEM COOTBETCTBYIOLIUX PEKBU3UTOB.

[Tpu odopmieHun nrceM, CIpaBoOK U IPYTHX CHPABOYHO-MH(GOPMAIMOHHBIX JTOKYMEHTOB
JIOTTYCKAEeTCs UCTIO0Ib30BaTh YIJIOBOW HITAMIT OpraHU3aIuu.

[Tpu pykornucHOM 0pOPMIICHHH JOKYMEHTOB COCTAB U PACIOIOKEHNE PEKBU3UTOB JTOJIKHBI
COOTBETCTBOBATh COCTaBY M pACIHOJOKEHUIO PEKBU3UTOB JOKYMEHTOB, O(QOPMIIIEMBIX C
MOMOIIIBIO TEXHUYECKUX CPECTB.

20. Kax b1l TUCT TOKYMEHTA J0HKEH UMETh TIOJIS:

sneBoe — 30 MMm;

MpaBoO€ — HE MEHEE 8 MM;

BEpPXHEE U HIDKHEE — HEe MeHee 20 MM.

[Tons ¢ ykazaHHBIMU XapaKTEPUCTUKAMH JIOJKHBI 0TOOpakaThbCsl TP BHIBOJE JOKYMEHTA B
ANEKTPOHHOM BHJIE HA YCTPOMCTBO OTOOpaKEHUS U Ha OYMaKHBI HOCHUTEIb.



I'JTABA 3
BJIAHKH JOKYMEHTOB. YIJIOBOHM IITAMII

21. bnank JOKyMEeHTa — CTaHIAAPTHBIA JIMCT OyMard C BOCIPOHM3BEICHHOW Ha HEM
MIOCTOSIHHOM MH(pOpManueil TOKyMEHTa U MECTOM, OTBECHHBIM IS IEPEMEHHOM.

22. Ha GnaHkax M3rOTaBIMBAETCS TOJIBKO MEpBasi CTpaHUIA TOKYMEHTA, JJI U3TOTOBIICHUS
MOCIIEAYIONUX CTPAHMII MUCTIONIB3YIOTCS CTAaHAAPTHBIC YUCThIC TUCTH OyMaru.

23. YcraHaBnuBaeTcs JiBa BHAA OJAHKOB, pa3padaThIBAEMBIX B COOTBETCTBUH C
rocyaapcTBeHHbIM cranaaprom Pecnyomuku benapyce CTh 6.38-2016 «YHudumupoBaHHbIe
cucteMbl JokymeHTaruu Pecy6nuku benapycs. CrucreMa opraHu3aliiOHHO-PACTIOPSAUTEIBHON
nokyMeHTaruu. TpeboBaHus K 0QOPMIICHUIO JOKYMEHTOBY, YTBEPKIECHHBIM MTOCTAHOBICHHEM
INocynapcTBeHHOTO KOMHUTETA 1O cTaHaapTu3anuu Pecryonuku benapych ot 26 okTsi6pst 2016 T.
Ne 83 (manmee — CTB 6.38-2016): Onank 111 muchbMa U 00U OJaHK.

[Ipy M3roToBIEHUHM KOHKPETHOTO JOKYMEHTa Ha3BaHHWE €ro BuJa (KpoMme MHCbMa)
HAHOCHUTCS Ha OOMIMIA OJIAHK ¢ TOMOIIBIO0 TEXHUYECKUX CPEJICTB.

Ha ocHoBanuu o6miero OgaHKa MOTYT M3TOTaBIMBATHCSA OJAHKHU JUIsl KOHKPETHBIX BHIOB
JOKYMEHTOB (TIPUKa30B, PACIOPSHKEHUN, yKa3aHUH, MPOTOKOIIOB U 1p.). 3roToBneHne OJIaHKOB
JUIsI KOHKPETHBIX BHJIOB JIOKYMEHTOB IIeJIiecO00pa3Ho, eciu ux oO0beM mpesbimaer 200
JOKYMEHTOB B T'O/I.

24. Tlpn pa3paboTke OJAaHKOB JTIOKYMEHTOB HCIOJB3YIOTCS CTaHIApTHBIC JIUCTHI Oymaru
dopmartoB A4 (210 x 297 mm) u AS (148 x 210 mm).

Br16op dhopmaTa GraHka mpu M3TOTOBJIECHUU JOKYMEHTA 3aBUCHUT OT XapakTepa U o0bema
Tekcra. bmank gopmara AS mcmonb3yercs AN JOKYMEHTOB, UMEIOIUX He Ooyiee MSATH—CEeMU
CTPOK TEKCTa.

25. Ha GmaHK 17151 mIChbMa HAaHOCSITCS. PEKBU3UTHI:

INocynapcrBennsrii repd Pecniy6nmku bemapychs;

sMOIIeMa OpTaHU3AIMH WM TOBAPHBIN 3HAK (3HAK 00CTYKUBaHUA);

KOJ[ OpraHu3aluu;

HAaUMEHOBAHHE BHIIIECTOSIICH OpraHU3aIiy;

HauMEHOBAaHME OpraHU3aIUy;

HAaUMEHOBAHHE CTPYKTYPHOTO TIOIpa3IeIICHUS;

MOYTOBBIN aJpec OTIPABUTEIIS;

KOMMYHHKAITUOHHBIE U KOMMEPUYECKUE JaHHbIE.

Ha 6nank nis muchbMa HaHOCSATCS OTPAHUYUTENbHBIE OTMETKH M JIMHUU JJIS1 PEKBU3UTOB:
JaTa OKyMEHTa, PEeTHUCTPAllMOHHBIA WHAEKC, CChUIKA Ha PETUCTPALMOHHBIA WHACKC W JaTy
BXOJIAIIETO JTOKYMEHTA.

26. Ha o0muii 0;1aHK HAaHOCSATCSI PEKBU3UTHI:

INocynapcrBennsrii repd Pecny6nuku bemapychs;

sMOIIeMa OpTaHU3AIMH WIH TOBAPHBIN 3HAK (3HAK 00CTY)KUBAHUS);

KOJ[ OpraHu3aluu;

HAaUMEHOBAHHE BHIIIECTOSIICH OpraHU3aIiy;

HauMEHOBAaHME OpraHU3aIUy;

HAaUMEHOBAHHE CTPYKTYPHOTO TIOIpa3IeIICHUS;

MECTO COCTaBJICHUS WJIN U3JIaHUSI.

Ha oOmmii 61aHK HAHOCSTCS OTPAaHUYUTENbHBIE OTMETKU M JIMHUM JIJIsl PEKBU3UTOB: J1aTa
JOKYMEHTA, PEruCTPaIlMOHHBIN HHIEKC.

st opopmiienust pexBusuta «Ha3Banue Buga JOKyMeHTa» Ha 0OLIeM OJIaHKE OTBOJIUTCS
cBoOOIHOE MecTo Mexay pekBuzutamu «HammenoBanue opranuzauun» («HanmeHnoBanue
CTPYKTYpHOTO TOAPA3ICICHUS») W OTPAaHUYUTEIHHBIMUA JIMHHUSIMH JUIsl PEKBH3UTOB «JlaTa
JIOKyMeHTa» U «PeructpalMOHHBIN HHIEKC.

27. bnaHKM JTOKYMEHTOB pa3pabaThIBAIOTCS HAa OCHOBE TMPOJOIHHOTO WM YIIIOBOTO
BapHaHTa PacloIOKEHUS PEKBU3UTOB.



[Ipu yrioBom BapuaHTe PEKBU3HUTHI OJIaHKa pPACIIONAralOTCs B BEPXHEM JIEBOM YIIy.
MakcumanbHast JUIMHA CTPOKU PEKBH3UTOB OJIaHKa HE JTOJKHA IPEBBIIATh 73 MM.

[Ipu mpoaonpHOM BapHaHTE PEKBU3UTHI OJIaHKa PacloaraloTcsl Mocepe e JIMCTa BJIOJIb
BEPXHETO MOJIs €3 OrpaHuYEeHHUs Pa3MEPOB 110 TOPU30HTAIH, HO C COOJIIOJICHUEM YCTaHOBIICHHBIX
pa3MepoB MOoJEH.

28. PexBU3UTHI OJ1aHKA PACMONAralOTCs LIEHTPOBAHHBIM MITH (DIIarOBBIM CIIOCOOOM.

[Ipu nenTpoBaHHOM crOoco0€ HAa4Yall0 U KOHEI KaKJ0W CTPOKU PEKBU3HUTA LIEHTPYIOTCA, TO
€CThb PaBHOYIAJICHBI OT T'PAHHUL] 30HBI PACTIOJIOKEHUS PEKBU3UTOB.

[Ipu ¢uaroBom crocobe Kaxkaasi CTpOKa PeKBU3UTAa HAUMHAETCS OT JIEBOM T'PaHUIIbI 30HBI
PAacIioyIoKEeHHsI PEKBU3UTOB.

29. Ilpn HE0oOXOAMMOCTH Ha OJIAHK MOTYT HAHOCUTHCS OTPAaHUUYUTEIIBHBIC OTMETKH IS
MOJIEH M OTIENbHBIX PEKBU3UTOB B BHJIE YTOJKOB M JHHUHU. JlomycKaeTcss HAHOCUTh Ha OJIaHK
OTMETKH TS PasblIOBKU U IPOOUBKU OTBEPCTHH JTBIPOKOJIOM.

30. IIpu co3mannu OnaHKa Ha HECKOJNBKHMX SI3BIKAX DPEKBU3UTHI OJaHKA JOKHBI OBITh
MPOyOIMpPOBaHbI HA ATUX S3bIKAX.

Bo Bcex opraHmzanmusx He3aBUCUMO OT (OpMbI COOCTBEHHOCTH OJNaHK Ui MUChMa
M3TOTABIIMBAETCS C MPOIOJIBHBIM PACIIOIOKEHUEM PEKBU3UTOB Ha JIBYX S3bIKaX.

31. OcoOeHHOCTH U3TOTOBIICHUS M UCIIOJIB30BaHUS OJIAaHKOB JIOKYMEHTOB C H300pakeHHEeM
INocynapctBenHoro rep6a Pecriybnuku benapychk peryaupyroTcst akTaMy 3aKOHOIAaTeNIbCTBA.

32. YTnoBoii mTamIl mpoCcTaBisieTcsl B JIEBOM BEpXHEH yacTy MEPBOTO JIUCTA TOKYMEHTA.

JlommyckaeTcsi M3rOTaBIMBATh YIJIOBOW IITAMIT TPEX BHJIOB: JJIS MHChMa, OOIIUH YTIIOBOM
IITaMI 1 YIJIOBOM IITaMM JJIs1 KOHKPETHOTO BHUJIa TOKYMEHTA.

33. CocTaB PEKBH3WUTOB YIJIOBOTO INTaMIa, MOPSAOK HMX pa3MenieHUuss W O0GOpPMIICHUS
JOJDKHBI COOTBETCTBOBATH COCTaBY, MOPSIKY pa3MeIleHus: 1 0pOpPMIICHHS PEKBU3UTOB OJIaHKA.

34. Pa3mep yriaoBOTO IITaMIia He J0/HKEH MPEBHIIATh 73 MM 110 TOPU3OHTAIHN U 75 MM (11715t
mramMnoB ¢ uzo0paxenueM I'ocynapcrBennoro rep6a Pecriyonuku benapych niau sMO1eMbl) UITH
55 MM (mns mramrioB 6e3 m3oOpakeHus: ['ocymapcrBenHoro repba Pecnyonuku benapycs nnun
5MOJIeMbI) IO BEPTUKAJIH.

I'JTABA 4
OPOPMJIEHUE PEKBU3UTOB JOKYMEHTOB

35. IIpu moaroToBke M OGOPMIICHUH JOKYMEHTOB HCIOJB3YIOTCS PEKBU3HTHI, COCTaB H
MOPSOK pacnooxkeHus KoTopbix ycranosieH CTh 6.38-2016.

36. PexBusut «I'ocynapctBeHHbIN repd PecnyOnmku bemapychy.

N3o6paxkenue ['ocynapcTennoro repba PecriyOnmku benapych momeraercss Ha GiaHkax
JOKYMEHTOB W YIJIOBBIX INTammax TOCYAApCTBEHHBIX OPraHOB W HHBIX TOCYJapCTBEHHBIX
opranu3zanuii. HerocyapcTBenHble opraHu3aiiuy MoMenaT n3oopaxenue ['ocyrapcTBeHHOTO
repba Pecniybnuku benapych Ha OGiiaHKax JTOKYMEHTOB M YIJIOBBIX IITaMIax, €ClIM TaKOe MPaBo
MPEOCTaBIEHO UM B COOTBETCTBUHU C 3aKOHOIATEIbHBIMU aKTaMHU.

Nzobpaxenue ['ocynapcTBenHoro repoa Pecny6nmku benapych Ha 6iankax pacmosiaraetcst
B IIEHTpEe BepxHero nos. Juamerp usobpaxenus — He Oonee 17 mm.

37. PexBu3uT «OM0beMa opraHu3aiiuy Wik TOBAPHBIN 3HAK (3HAK 0OCITY)KUBAHUS )».

DOMmbnemMa opraHu3aiuy Wi TOBAPHBINA 3HAK (3HAK 00CITYKUBAHHMS), 3apETUCTPUPOBAHHBIC B
YCTaHOBJICHHOM 3aKOHOM MOpSKE, 0 YCMOTPEHHIO OpraHM3alMM MoMeIlaeTcss Ha OJaHKax Ha
JeBOM IoJie Ha YypoBHe pekBu3uta «HanmeHoBanue opranumzauun» («HammeHoBaHue
BBIIIECTOSIIIIEH OpraHu3aliny), €cid B ILEHTPE BEPXHEro Mojs MOMEIIEHO H300pakeHue
I'ocynapcrBennoro repba Pecniy6nnku benapycs.

Ha Onankax moxkymeHTOB 0e3 wu300paxkenus [ocymapcTtBeHHOoro repba PecmyOmuku
Bbenapyck smOnema uiu TOBapHBIM 3HaK (3HAK OOCITY)KMBaHUS) MOMEIIACTCS Ha BEPXHEM IIOJe
Omanka. [lpy mpomoaBLHOM PpACMOIOKEHUH PEKBHU3UTOB SMOJIEMa WJIM TOBAapHBIM 3HAK (3HAK
00CITy>)KUBaHHsI) OPTaHU3AI[MH [TOMEIIAETCS B LIEHTPE BEPXHET0 MO OJIaHKa, IPU YIIIOBOM — HaJl



cepennHoON CTpokH pekBu3uTa «HammenoBanue opranusanun» («HanMeHoBaHME BhIIECTOSIICH
OpraHu3aImny).

38. PexBusut «Koj opranuzamum.

Kon opranuzanuu mpocTaBisieTcss Ha BEpXHEM T0JIe ClipaBa Ha MEePBOM JIUCTE TOKYMEHTA.

['ocynapcTBeHHbBIE OpraHbl MPOCTABISAIOT KOJ| IO OOIIET0CYAapCTBEHHOMY KilacCu(UKATOPy
Pecnyonuku benapyce OKPB 004-2014 «Opransl TOCyAapCTBEHHOM BIIACTH U YIPABICHUS»,
YTBEP’KACHHOMY TIOCTaHOBJIEHHEM ['ocymapcTBEHHOro KOMHTETa [0 CTaHAapTH3aIUH
Pecniy6muku bemapyce ot 30 nexabpst 2014 . Ne 60 (manee — OKOI'Y). Uubie opranuzamnuu
MPOCTABIISIIOT KOJI MO OO0IerocynapcTBeHHOMY Kitaccudukaropy Pecnyonuku benapyce OKPb
018-2003 «lOpunnyeckue nUIa U HUHAUBHIYaJbHbIC TPEANPUHUMATENIN», YTBEPKICHHOMY
nocraHoBieHneM Komwurera mo cranaapTu3anuu, MeTposiornd u ceptudukanuu npu Cosere
MunuctpoB Pecniybnuku benapycs ot 28 anpesns 2003 r. Ne 22 (manee — OKIOJIII).

Heo6xomumocTs npocrasnenus koaa mo OKOI'Y unun OKIOJIIT Ha GiraHkax onpeaensercs
OpraHu3aluen.

39. PexBusut «Koa nokymeHTa.

Kon noxymenTta mpocTaBisieTcsi Ha BEpXHEM I10JIe CIIPaBa MoJ1 KOJJOM OpraHU3aliu.

[Ipu cocTraBneHUM KOHKPETHBIX JOKYMEHTOB KOJ MPOCTaBIsieTCsS Ha TeX U3 HUX,
yHU(ULIEpOBaHHBIE (POPMBI KOTOPBIX BKIIIOYEHBI B OOIIETOCYIapCTBEHHBIH KiIacCU(pUKATOP
Pecniyommukn  benapyce OKPB 010-95 «YHudumnupoBanHbie MTOKYMEHTBHI», YTBEPKICHHBIA
nmocraHoBjIeHrneM KomMuTera o craHmapTu3aiiy, METPOJIIOTHH U cepTHdUKAuu MUHUCTEpCTBA
oOpazoBanus u Hayku Pecriyonuku benapyce ot 29 centsops 1995 r. Ne 10 (manee — OKY D).

[Ipy  HEOOXOAMMOCTH  OpraHU3allMd  MOTYT  CaMOCTOSITENIbHO  pa3padaThiBaTh
yHUGDUIIPOBaHHBIE (DOPMBI TOKYMEHTOB, HE pa3paboTaHHbIE Ha OOIIETOCYAapCTBEHHOM YPOBHE,
OCYIIECTBIISITh KOAMPOBAHUE 3TUX (OPM C TOCICAYIONIMM BKIIOYCHHEM WX B JIOKAJIbHBIC
KJIacCU(UKATOPbI U UCIOJIb30BaTh pa3zpaboTaHHbIE KOAbI YHU(PHUIIMPOBAHHBIX JOKYMEHTOB MpHU
odopmiiennn pekBusnurta «Koa 1okyMeHTa.

HeoOxonuMocTs mpocTaBieHus KoJla JOKYMEHTa ONpeiesieTcs opraHu3anuei.

40. PexBu3ut «HauMeHOBaHHE BBINIECTOSIIEH OpTraHU3AI[UN.

[Ipy Hanmuuuu BBIIIECTOSIIIEH OpraHU3alMM HAa JOKYMEHTaX YKa3bIBae€TCsi €€ IOJHOE
odunmanTsHOe HAMMEHOBAaHWE, 3aKPEIJICHHOE B YCTaBe BBINICCTOSIICH OpraHM3aliyl WIn
ITOJIOKEHUH O HEM.

HamMeHoBaHMe BBINIECTOSIICH OpraHUW3alid YKa3blBaeTCS Ha BCEX OPraHU3alMOHHO-
pacnopsAUTENbHBIX JOKYMEHTaX, 32 UCKIIOYEHUEM BHYTPEHHUX MH(OPMalOHHO-CIPAaBOYHbBIX
JOKYMEHTOB (CITPaBOK, TOKJIAIHBIX 3aMMCOK, 3asBICHU, IPEICTABICHHUMA U P.).

41. PexBu3ut «HanmeHoBaHUE OpraHU3AIINI.

HaumenoBanme opraHusanud o0003HA4aeT aBTOpa JOKYMEHTa, KOTOPBIM SIBIISIETCS
IOpUANYECKOE JIUIO, CO3/aBIlIee JOKYMEHT.

HamMmeHoBaHMe oOpraHu3anuy YKa3blBaeTCs B TOYHOM COOTBETCTBHH C YCTaBOM,
noyioxkeHneM o Heil. CokpallleHHOe HaMEHOBAaHWE OPraHU3allMd MOXKET YKa3bIBaThCsl B TeX
Cllydasix, KOTJa OHO 3aKpEIUICHO B YUPEAMTEIbHBIX TOKYMEHTax opraHuzanuu. CokpaiieHHOe
HAaMMEHOBAHME [TOMEILAETCS HIXKE MOJIHOTO U 3aKJII0YaeTCsl B CKOOKH.

JIOKYMEHT, IOJITOTaBIMBAEMBI COBMECTHO JIBYMS U OoJiee OpraHu3ausiMu, opopmisercs
Ha YHCTOM CTaHAAapTHOM JjHcTe Oymaru. HaumeHoBaHus opraHusaiuii pacrojaraiorcs B
COOTBETCTBHUH C UX MOJHBIMHU O(UIIHATHHBIMA HAUMEHOBAHUSMHU B BEPXHEH YaCTH IOKYMEHTA Ha
OJIHOM YpOBHE.

Hanpumep:
MuHHCTEPCTBO (UHAHCOB MHUHHUCTEPCTBO 110 HaJlOTaM
Pecny6nmku Benapych u cbopam Pecnybnuku benapych

[Ipu cucreMaTnyeckod IMOArOTOBKE COBMECTHBIX JOKYMEHTOB MOKET HM3TrOTaBIMBATHCS
COOTBETCTBYIOIINK OJIAaHK C YKa3aHHEM HAaWMEHOBAHHW OpraHW3alluii, CO3JA0NINX JOKYMEHT, B
TOM YHCJIE Ha OJHOM SI3BIKE.
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42. PexBu3ut «HaumeHoBaHME CTPYKTYPHOTO MOAPA3ACTICHUS.

HaumeHoBaHMe CTPYKTYypHOTO NMOAPA3IEICHNs YKa3bIBAETCS HA IOKYMEHTE B TOM Cllydae,
€CJIM JJOKYMEHT H37aeTcs (COCTaBIseTCs) OT UMEHU 3TOTO MOAPA3/ICIICHNUS.

43. PexBu3uT «I104TOBBIN aipec OTIIPaBUTEIS.

[ToutoBelii aapec oTnpaBuTeNnst O(GOPMISETCS B COOTBETCTBHU C JICUCTBYIOIIMMH
IIpaBWJIaMU OKa3aHUs yCIyT TIOYTOBOM CBSI3H.

Hanpuwmep:
yin. Kponotkuna, 55, 220002, r. MuHCK

44. PexBu3ut «KoMMyHHKAIIMOHHbIE U KOMMEPUECKHE JaHHBIEY.

KommyHuKanonHsle faHHble (TenerpadHslii aapec, Homepa TenedoHa, Tenedakca,
BKJIIOYAsT KOJ[ AaBTOMATHYECKOM MEXIYropoaHed (MeXIyHapoaHOW) TenehOHHON CBSI3H,
o(unmaNbHBINA apeC FMEKTPOHHOM MOUTHI) IOMEIIAIOTCS HUXKE IMOYTOBOT0 aJIpeca OTIPABUTEIIS.
I'pynner mudpp B HOMepax TenedoHOB aedUCOM WIM JAPYTHUMH 3HAKaMU TPENHHAHUS HE
pazaemnstoTcs. Jlpyrue cBeeHNs yKa3bIBalOTCS 10 YCMOTPEHUIO OpraHU3alig.

KommMmepueckue nanHble BKIIOYAIOT HOMEpP pacyeTHOIO cueTa, HaMMEHOBaHUE 0aHKa U TaK
Janee U pactojaraloTcsi HUKe KOMMYHUKAITMOHHBIX TAHHBIX.

45. PexBu3ut «Ha3BaHue BUIa TOKYMEHTaY.

Ha3Banue Buja JOKyMEHTa ONpEIENSeTCS €ro Ha3HAaYeHHWEM U JOJDKHO COOTBETCTBOBATH
KOMITETEHIIMN OpraHu3allii, COACPKAaHUIO JOKYMEHTHPYEMOIO YIpPaBIECHUYECKOrO ICHCTBUS, a
Takxke Tabemto. Ha mucbMax Ha3BaHUe BHJIA IOKYMEHTA HE YKa3bIBACTCH.

HazBanue Busia JOKyMeHTa reyaTaeTcs MPOMUCHBIMU OyKBaMu 0€3 pa3psIKu.

[Tpu ucrionb30BaHUK OOIIUX OJIAHKOB C MTPOAOIBHBIM PACIIOI0KEHNEM PEKBU3UTOB Ha ABYX
S3pIKaxX Ha3BaHME JOKYMEHTA IeUaTaeTcsl Ha ABYX S3bIKAX.

46. PexBu3ut «/lata nokymenrta». OdopmieHue 1aT B JOKYMEHTaX.

JlaToli moKyMeHTa sIBJIS€TCSA JaTa ero moamucaHus (Ipuka3, paclopsbKeHue, yKaszaHue,
MUCHMO U JIp.) HIIM COOBITHSA, 3a()UKCUPOBAHHOTO B TOKyMEHTE (IIPOTOKOJI, aKT), JAJIS IOKyMEHTAa,
MPUHUMAEMOT0 KOJUJIETHATIbHBIM OPTaHOM (IIOCTaHOBJICHUE, PEIICHHE), — 1aTa ero MPUHITHSL, 1Jis
YTBEP)KIAEMOT0 IOKyMEHTa (IUIaH, OTYET, MHCTPYKIIHS, TIOJ0XKEHHE U JIP.) — 1aTa YTBEPIKICHHS.

JlaToit COBMECTHOTO JIOKyMEHTa Ha OyMa)KHOM HOCHTEJIE SIBJISIETCA JaTa ero MOANUCaHUs
IIOCJIEIHEH OpraHu3anue.

[Ipu moaroToBke mpoekTa JOKYMEHTa JI0IyCKaeTcsl evaTaTh TOJIbKO 0003HauUeHuUsl Mecsia
W TOoJa, JIeHb Mecsla TMPOCTABIACTCS JODKHOCTHBIM JIMIIOM, MOJNHUCHIBAIOIIUM  WJIH
YTBEPKAAIOIMIUM JOKYMEHT.

JlaTel moAMMCaHUs, YTBEPKICHHS, COTJIACOBAHUS, a TAaK)Ke ATkl B PeKBU3UTAX «TeKcTy,
«CchlKa Ha perucTpallMOHHbIN MHAEKC U JaTy BXOJALIET0 JOKyMeHTa», «Pe3omonusy», «Buzay,
«pud npunoxenus», «OTMETKa O HATUYUUA TPUWIOKEHUS», «OTMETKAa O MOCTYIUICHUU
(perucTpaloHHbIN TaMI BXOASIINX TOKYMEHTOB)», «OTMeTKa 00 MCMOMHEHUHU JTOKYMEHTa U
HaIpaBJICHUU €ro B JIesI0», «OTMETKa 0 3aBEpEHUH KOITUI» 0(OPMIIIOTCS IIUPPOBBIM CITIOCOOOM.
DOneMEeHThl JaThl YKa3bIBAIOTCA apaOCKkumMu mudpamMd B OJHOM CTpPOKE B ClEIyIOLen
MOCTIeIOBATENbHOCTH: JICHb Mecsla, Mecsl, rof. [lenb mecsma u mecsa ohopMIIIeTcss IByMs
napamu apabckux mudp, pa3neIeHHBIMU TOUYKOU, TOJ] — YETHIPbMsI apaOCKUMU ITudpaMu.

Hanpuwmep:
08.07.2008

[Ipu odopmienun nat B JOKyMEHTaX, COAEpXKAIIUX CBeIEHHUS (UHAHCOBOTO XapakTepa,
JIOIYCKAETCsl MCIIOJIb30BaHUE CIIOBECHO-IIM(poBoro crnocoda. Ilpu mcnonbp30BaHWU CIIOBECHO-
nudposoro crnocobda neHp Mecsia ohopmisercs apadekoit mudpoit (ot 1 g0 9) wim mapoi uudp
(ot 10 mo 31), HazBaHWe Mecsla — MPOIUCHIO, TOJ — YETHIPbMs apaOCKuMHu nudpamu, mocie
KOTOPBIX CTaBUTCS OYKBa «I» C TOUKOM.



11

JlaTbl B HOpPMATHBHBIX IPABOBBIX aKTax OQOPMIIAIOTCS B COOTBETCTBUU C 3aKOHOM
Pecniy6nuku benapych «O HOpMAaTUBHBIX NMPABOBBIX aKTax).

47. PexBu3uT «PeructparinOHHBIA HHIIEKCY.

PerucrpanmonHblii HMHAEKC CO3JaBa€MbIX M TOJIY4aeMbIX JOKYMEHTOB COCTOUT W3
MOPSAKOBOTO PETHCTPAIMOHHOTO HOMEpa, KOTOPBI MOXET OBbITh JOMOJHEH HHIEKCOM IO
HOMEHKJIAType JIeJl, HHACKCOM MPHUMEHSEeMOTo Kiaccudukaropa (KOppEeCIOHIEHTOB, BOIPOCOB
NEeSITeIbHOCTH U T.J1.) U IPYTUMHU YCIIOBHBIMU 0003HAYEHUSIMHU.

Ha  nmoxyMeHTax, COCTaBJIEHHBIX COBMECTHO  HECKOJBKUMHM  OpraHU3alMSIMHU,
pEerucTpalMoHHbIe WHIEKCHI aBTOPOB MPOCTABJISIOTCS Yepe3 KOCYI0 UYepTy B MOPAIKE YKa3aHUS
aBTOpPOB HA JOKYMEHTE (CJIEBa HAIPaBo).

48. PexBu3uT «CchbllKa Ha PETUCTPALIMOHHBIA UHACKC U JaTy BXOJSAIIETO TOKYMEHTa.

Ccbuika Ha PeruCTPAllMOHHBIN MHIEKC U JaTy BXOJSINEro JOKYMEHTa pacroJjiaraeTcsi Ha
OnaHke JJI1 MUChbMa W BKJIIOYAaeT B ceOs PETUCTPallMOHHBIM MHIEKC U JaTy JAOKyMEHTa, Ha
KOTOPBIN JAeTCsl OTBET.

49, Pexsusut «MecTO COCTaBIECHUS WIN U3LAHUD).

Mecrto cocTtaBieHUs WIM W3JIaHUs JOKYMEHTAa YKa3bIBa€TCs HMKE PEKBU3UTOB «JlaTta
JNOKyMeHTa» U «PerucTpanoHHbII MHIEKC» Ha BCEX JTOKYMEHTAaX, 3a MCKIIOYEHHEM IMUCEM U
3as1BJICHU M.

50. PexBuzut «I'pud orpaHudeHus TOCTYyIa.

I'pud orpanmueHust 1oCTyna pacmojiaraeTcs B MPaBOM BEPXHEM YIIy JOKYMEHTa BBIIIE
PEKBU3HTOB «Anpecary, «I'pud yrBepxkaeHus», «I'pud npuioKeHus».

51. PexkBusut «Anpecary.

AnpecaTaMu MOTYT SIBJISITHCSI OpraHU3alUH, UX CTPYKTYPHbIE MOpa3ieieHIs], KOHKPETHbIE
JOJKHOCTHBIC JIMIIA, TPaXKIaHe, B TOM YHCJIe HHIMBUYaTbHBIC TPEANPUHIMATEIIH.

[Ipu anpecoBaHMM [OKyMEHTa OpraHu3allud €€ HaWMEHOBaHHWE YKa3bIBaeTcs B
MMEHHTEIILHOM MaJIeXKeE.

Hanpuwmep:
MuUHHCTEPCTBO FOCTUIIUU
Pecniybnmuku benapych

[Ipu agpecoBanuu AOKYMEHTa CTPYKTYpPHOMY MOJpPA3ACICHUI0 B MMEHUTEILHOM MaJexe
YKa3bIBa€TCSl HAWMEHOBAaHUE OpraHU3allMd, a HIKE— HAUMEHOBAHHE CTPYKTYPHOTO
Mo/Ipa3/iesieHusl.

Hanpuwmep:

MuHHUCTEPCTBO IOCTUIIUN
Pecniyoimuku benapych

YmpaBieHne afBOKaTyphl U JIAICH3UPOBAHAS
IOPHINIECKON A TeTbHOCTH

[Ipn HanmpaBneHUM AOKYMEHTa KOHKPETHOMY JOJDKHOCTHOMY JIMIy HauMEHOBaHUE
OpraHM3alfy YKa3bIBae€TCS B UMEHHUTEIHLHOM IMaJeke, a JOJDKHOCTh W daMuius agpecata — B
JaTeITLHOM.

Hanpumep:

MHUHHCTEPCTBO 110 HAJIOTaM U cOopam
Pecniy6imnku benapych

HavanpHuKyY yripaBiaeHusI KOHTPOJIS,
JISIIONIPOU3BOJICTBA ¥ MATEPHAIILHO-
TEXHUYECKOr0 00eCIeueHus
Konnaxosy H.B.
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[Ipu anpecoBaHMM JOKyMEHTa PYKOBOJIUTENIO OpraHu3aluu (ero 3aMecTUTEIIO)
HaMMEHOBAHHME OPraHU3allUU BXOAUT B COCTaB HAMMEHOBAHUS JOJKHOCTH aJipecaTa.

Hanpuwmep:
Hupexropy ['ocynapcTBeHHOTO
apxuBa MUHCKO# 00yiacTi
Kymnosoii E.B.

[Tpu HanpaBieHUU JOKYMEHTA B HECKOJBKO OJHOPOIHBIX OpraHW3aIluii NX HaMMCHOBAHUS
YKa3bIBalOTCs 0000IEHHO B UMEHUTETHHOM Ta/ICKE.

Hanpuwmep:
PecniyOnukaHckue opraHbl
TOCYAAPCTBEHHOTO YIPaBJICHUS

IIpyn HanpaBieHUM OKYMEHTa PYKOBOJIUTENSM HECKOJIBKMX OJHOPOIHBIX OpraHu3alui
HaMMEHOBAHMS UX JOJDKHOCTEH yKa3bIBaroTCs OOOOIIEHHO B JaTEIbHOM MaeKe.

Hanpumep:
PykoBoauTessiM pecrry0JIMKaHCKUX OPTraHoB
roCyJapCTBEHHOI'O YIPaBICHUS

ITouToBBIN angpec, Kak MPaBWIO, yKa3blBaeTCs TOJIBKO Ha KoHBepre. [louyToBmINM axpec
BXOAUT B COCTAaB pEKBU3UTA «AJpecar» MNpHU aJAPECOBAHWHU JIOKYMEHTAa Pa30BOMY
KOPPECIOHJIEHTY.

[ToutoBBIN azmpec B peKkBU3HTE «AmpecaT» o(GOPMIISETCS B COOTBETCTBHH C IIPaBUIAMHU
OKa3aHus yCIyT MOYTOBOM CBS3H.

Hanpumep:
Vupexnaenue «benopycckuil HayuyHO-
UCCIIEA0BATEIbCKUI HHCTUTYT
JIOKYMEHTOBEJICHUSI U apXUBHOTO JIEJ1a)
yi. KponoTkusa, 55
220002, r. MuHCK

Ha noxyMmeHTax, HampaBisieMbIX ITOCTOSIHHBIM KOPPECIIOHJIEHTaM, OPraHU3alUsM CBOEH
CUCTEMBI, aapec [OIyCKAaeTCs HE IPOCTaBIIATh. [l OTIpPaBKM TakKUX JOKYMEHTOB MOTYT
IIPUMEHSTBCS] KOHBEPTHI C 3apaHee HAalleYaTaHHBIMH aJPECaMHU.

IIpu agpecoBaHuMM JOKYMEHTa TpaXJAaHWHYy, B TOM YHCIE€ HHIUBUAYAIbHOMY
IpEIIPUHIMATENI0, BHaYalle YKa3bIBAIOTCS (aMIIINS U MHULHAIBI (COOCTBEHHOE UM, OTYECTBO

(ecu TaKOBOE UMEETCS) MOJIydaTelsl, 3aTeM — IIOYTOBBIH azpec.
Hanpumep:
Cronsposoit HM.
yi. I1.Tnebku, n. 15, k8. 26
223120, /o Jloro3za
Jloroiickoro p-Ha
MuHcKko# 0071.

PekBusnut «Anpecar» He JODKEH cojaepkarh Oosiee deThipex aapecoB. CIOBO «KOIHS
Hepe;[ BTOpBIM nu HOCHGI[YIOH_II/IMI/I az[pecaTaMI/I HC HpOCTaBH}IeTC}I.

[Ipn HampaBieHWH JOKyMEHTa Oojiee 4eM B YeThIpe ajJpeca COCTaBJISACTCS CIIHCOK Ha
pacchUIKy 1o (opMe COTTACHO MPUIOKEHHIO 2. Ha KaKIoM 3K3eMIUISpe YKa3bIBa€TCs TOJIBKO
OJIMH aJipecaT WK 0000IIIEHHOE HAMMEHOBAHUE apeCcaToB.

ECHI/I I[OKyMeHT SABJISICTCA OTBCTHBIM, HepBBIM a;[pecaTOM Ha ,Z[OKYMGHTG yKa3BIBa€TC}I aBTOp
WHUITUATHBHOTO IMMChMa HE3aBUCHMO OT 3HAYMMOCTH OCTAJIBHBIX aJ[peCcaToB.



13

[Ipy HampaBieHHM [OKyMEHTa B BBIIIECTOSLIME OpTaHU3allMU HE JOIYCKaeTCs
OJIHOBPEMEHHOE €ro aJpEeCcOBaHME APYIHM ajpecaTam, KpOME CIydaeB, KOIr/ia 3TO ONPEIEICHO
MOPYYEHUEM BBILLIECTOSAIIEH OpraHU3aliHy.

[Ipu HampaBieHMH TOKYMEHTa MO AJIEKTPOHHOW MOUYTE B PEKBU3UTE «AJpecar» BMECTO
MOYTOBOTO aJipeca yKas3blBaeTcsi OQUUHUANIbHBIA aapec SJIEeKTPOHHON IMOYThl OpraHU3aIUu-
ajipecata Uiy aJipec ICKTPOHHOM MOYTHI TPaKJaHIHA.

52. PexBusut «I'pud yrBepKaCHUI Y.

YTBepKIeHUE SBISETCS OJHUM U3 CIOCOOOB yIOCTOBEPEHHUS IOKYMEHTa TMOCIE €ro
noanucanus. JJokyMeHT, mojuiexaiinii yrBep kJIeH1I0, IpUoOpeTaeT IOPpUANIECKYIO CHITY TOJIBKO
C MOMEHTA €T0 YTBEPKICHUS.

JIOKYMEHT MOXeT YTBEp)KIAThCS JBYMS CIOCOOaMH: TOCPEICTBOM IPOCTABICHUS
JOJDKHOCTHBIM JIUIIOM B Tpude YTBEPKACHHUS COOCTBEHHOPYYHOH MOANKUCU WU W3AaHUS
pactopsiIUTENILHOTO JTOKYMEHTa (cocTaBlieHHus poTokoia). Oba crocoda UMEIOT OJUHAKOBYIO
IOPUJTUYECKYIO CUTTY.

[Ipu yTBepKAeHUH JOKYMEHTa MOCPEICTBOM MPOCTABIEHUS JOJKHOCTHBIM JIMIIOM B Ipude
YTBEpXKACHUS COOCTBEHHOPYYHOH TOANUCH Tpud yTBEPKACHUS COCTOMT W3  CIOBA
«YTBEPX/IAIO», HaumMeHOBaHUsT JOJDKHOCTH JIWIIA, BKJIIOYAsi BUIOBOE (MHCTUTYT, KOMUTET U
T.I.) WIA COKpAaIIeHHOC HAUMEHOBAHHME OpTaHU3allUd, €ro COOCTBEHHOPYYHOW TOJITUCH,
paciipoBKY MOAMUCH U IaThl YTBEPKICHUS.

Hanpumep:
VTBEPXJIAKO
JupexTop MHCTUTYTA
IToamuces A.M1.HoBukos
23.06.2008

[Ipu yTBepkIeHUU JOKYMEHTa pPYKOBOJAMUTEIEM BBIIIECTOAIIEH OpraHu3aly MWIN
JIOKYMEHTa, COCTAaBIIEHHOTO HE Ha OJaHKe, B HAMMEHOBAHUE JTOJKHOCTHU JIUIIA, YTBEPAMUBIIETO
JOKYMEHT, BKJIIOYAaeTCs MOJIHOE HAMMEHOBAaHUE OpPraHU3alNu.

Hanpumep:
YTBEPXJIAIO
Hupextop yupexaenus «bemopycckuit
HAy4YHO-HMCCJIEJOBATEIbCKUN UHCTUTYT
JIOKYMEHTOBEJICHHSI U apXUBHOTO €A
TToammce A.E.PeibaxoB
25.06.2008

Hata (menr wMecsma) yrBepxkaeHuss B rTpude «YTBEPXKIIAIO» mnpocraBnsercs
JOJDKHOCTHBIM JIMLIOM, YTBEPAMBIIUM JOKYMEHT. Mecdll M Toj JOINYyCKAaeTcsl IedaraTb C
ITOMOIIBIO TEXHUYECKUX CPEICTB.

PacniopsiquTenbHbIi aKT U3a€TCs, KaKk IPaBUIlo, B CIy4yae, KOrJa BBEACHUE YTBEPKIaEMOro
JOKyMEHTa TPeOyeT TOTOTHUTEIBHBIX MPEANMCAHUN U Pa3bsICHEHUN, UHBIX JICHCTBUMN, CBSI3aHHBIX
C €ro IPUMEHEHUEM.

[Ipu yTBEepKaeHUN JOKYMEHTA MOCPEACTBOM U3AaHUS PACTIOPAUTEIBHOTO TOKYMEHTA WU
COCTaBJICHHS MPOTOKOIA TpU] yTBepkaeHHUs cocTouT u3 cnoBa «Y TBEPXXIEHO», nHazBanus
BHJIa TOKYMEHTA B UMEHUTEIBHOM NAJEKE, €ro JaThl U PErUCTPALMOHHOIO NHJIEKCA.

Hanpumep:
YTBEPXJEHO
[Tpuka3z MunucTpa HHPOpPMALIUU
Pecrry6mmku bemapycs
25.06.2008 Ne 32

HIJIN
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YTBEPXJEHO
[Ipotoxomn obiero
COOpaHHs aKIHOHEPOB
28.06.2008 Ne 15

I'pud yrTBepkaeHUS TPOCTABISIETCS B NPaBOM BEpXHEM yrily JaokymeHTa. [lpu
YTBEPKACHUHM JIOKYMEHTa HECKOJbKUMHU JOJDKHOCTHBIMU JIMIIAMH TPU(BI  YTBEPKACHUS
pacnosararoT Ha OJJHOM YpOBHE.

CrnoBa «YTBEPXJIAIO» u «YTBEPX/EHO» mneuataioT mponmucHbBIMEH OykBamMH 0Oe€3
KaBBIYEK U MPOOETIOB.

Hcnonb3oBanue 6J1aHKOB JOKYMEHTOB C MPOAOJIBHBIM PACIONIOKEHUEM PEKBU3UTOB JIS
o(opmIIeHNs JOKYMEHTOB, MOJUIEKAIIUX YTBEPIKICHHIO, HE JIOMYyCKAeTCsl.

[lepeyeHp NOKYMEHTOB OpraHU3allH, MNOMJIEKAIIUX YTBEPKICHHUIO, OMNPENEIsAETCS B
COOTBETCTBHHM C 3aKOHOAATEIbCTBOM M 3aKperuisiercs B Tabene W (MJIM) HHCTPYKUUH IO
JEJIONPON3BO/ICTBY OPraHU3ALMH, HHBIX JIOKAJIbHBIX IIPABOBBIX aKTaX.

VY TBepKaeHNE HOPMATUBHBIX IIPABOBBIX AKTOB OCYILECTBIISIETCS B OPSAJIKE, yCTAHOBIEHHOM
3akonoM Pecniy6nuku benapych «O HOpMaTUBHBIX MPABOBBIX aKTax).

53. PexBusur «Pe3omronus».

Pe3ontonus — NUCbMEHHOE YKa3aHUE PYKOBOAMUTENS O TOPSAKE MWCIOJIHEHUS WIN
HCIIOJIb30BAaHUS IOKYMEHTA.

PexBusutr «Pe3omonus» BKIOYAET (paMUIMIO M WHHUIMAIBI UCHOJHUTEINS, COAEpIKaHUEe
MOpYYEHHUsI U CPOK HCIONHEHHUs. Pesomonus nomkHa ObITH MoAanucaHa (COOCTBEHHOpYUYHas
MOAMNKCH) U IaTUPOBAHA.

[Ipu HaNTMYMKM HECKOJILKUX MCIOJIHUTENIEH MepBOM yKa3bIBaeTcs (paMuiusi OTBETCTBEHHOTO
UCTIOJHUTEJISA, KOTOPBI OPraHU3yeT paboTy COUCTIOTHUTEICH.

Ha moxymenTte momkHO ObITH He Oosiee ofHOW pesomtornuu. [locmeayromnime pe3oronun
pyKoBouTeneil opopMIIIOTCS, €CIIM B HUX ACTATU3UPYETCS MOPSAIOK NCIOTHEHUS JOKYMEHTA.

Pesonronust pacrionaraercs B MpaBOM BEPXHEM YIJy IMEPBOIO JINCTA JOKYMEHTA IEpen
TekcToM. [Ipu HeoOXoauMocTH O(GOPMIICHHUS CIOXKHON MO COAEPIKAHUIO PE3OJIOIUH, a TaKkKe
HECKOJIBKUX PE30JIFOIUI U HEBO3MOKHOCTH UX PA3MELIECHUS B OTBEACHHOM ISl PE30JIFOLIUN MECTE
JIOITyCKAETCsl HAalTMCAHUE PE30JIIOLU Ha JII000# CBOOOAHOM IIJIOIIA/ M JIUILIEBOM CTOPOHBI IIEPBOTO
JUCTa JOKYMEHTA, He 3aTparuBasi TeKCTa (HO He Ha MOJISAX JOKYMEHTA).

[Ipu orcyrcTBUM CBOOOJHOIO MECTa Ha JIMIEBOW CTOPOHE MEPBOTO JIMCTA JOMYCKAeTCS
odopmileHrEe PE30JIOLNN Ha OTJEIBHOM JIUCTE C YKa3aHUEM Ha HEM PErHCTPAallMOHHOTO MHJEKCa
U JaThl JOKYMEHTAa, K KOTOPOMY OTHOCHUTCS pe3oiitouus. JIMcT pe3ononuu NpUKperssercs K
JOKYMEHTY W TMOCJ€ €ro MCIOJHEHHs BMECTE ¢ HUM mojammBaercsa B jaeno. Ha nokymenTte Ha
MECTE, IPEIYCMOTPEHHOM JUIsl pa3MELICHHs PE3OJIIOLINH, JI€1aeTCd OTMETKA O HAJIWYUH JIMCTA
PE30II0LNH, BKIOYAIOMIAs CI0Ba «JIMCT pe30IIoIuy npuiiaraeTcsa».

[Ipu odopmieHHn IUCTa PE30ONIOUMU HCIONB3YIOTCS CTaHIAPTHBIE JIMCTHI OyMaru
dbopmatoB A6, AS, A4 ¢ cobI0IeHHEM CIISTYIONIUX Pa3MEPOB IOJICH:

st popmara A6: BepxHee U HIKHee — He MeHee 10 MM, JieBoe — He MeHee 12 MM, paBoe —
He MeHee 8 MM;

s popmata AS: BepxHee — He MeHee 15 Mm, HHxkHee — He MeHee 10 MM, sieBoe — 20 M,
MpaBoO€ — HE MEHEE 8 MM;

st popmara A4: BepxHee U HIKHee — He MeHee 20 MM, JieBoe — 30 MM, paBoe — HE MEHee
8 MM.

Pe3omonnn no ucnonnenuto mnopyudeHuil Ilpesunenta Pecnybnuku benapych, I'naBbr
Anmvunuctpanuu [Ipesunenta Pecriyonuku benapyce u ero 3amectuTeneit, npeacenarenei naiar
Hammonanenoro cobpanus Pecnybnuku benmapycs u ux 3amectureneid, IIpembep-muHHCTpa
Pecniy6nmuku benapych u ero 3amectureneii, pyKOBOJIUTENECH rOCy1apCTBEHHBIX OPTaHOB, WHBIX
OpraHu3anyii 0pOPMIISIOTCS Ha OTJCIBHBIX JTUCTAX PE3OITIOIUIA.
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JlJis TOKYMEHTOB B 3JIEKTPOHHOM BHJIE PE3OJIONUH OPOPMIISIIOTCS B 3JIEKTPOHHOM BHJIE
1100 Ha OTAeIbHOM JHcTe Oymaru. [Ipu opopmieHnN pe30IOINHN Ha OTAEIBHOM JINCTE OyMaru
oH ckanupyercs u mnomemaercs B AC JIOY mubo TeKCcT pe30NIOIUU TMEPEHOCUTCS B
PErUCTPaIIMOHHO-KOHTPOJIBHYIO KapTOUKy (nanee, eciu He onpexaeneno nHoe, — PKK) AC JIOY
YIIOJITHOMOYEHHBIM JIUIIOM C YY4ETOM TpeOoBaHUM MyHKTa 229 HacTosmer MHcTpykmm.

54. PexBU3UT «3aroj0BOK K TEKCTY».

JlokymeHTBI, 0hOpMIICHHBIC Ha OJIaHKax WM CTaHJAPTHBHIX JucTax Oymaru ¢opmarta A4,
JOJDKHBI UMETh 3arojIOBOK. 3aroJIoOBOK K TEKCTY JOMYCKAeTCsl HE yKa3blBaTh HAa JOKYMEHTax,
odopmMIIsieMbIX Ha OJJaHKaX WJIM CTaHAAPTHBIX JUCTax Oymaru ¢opmara AS.

3aronoBok GopMyIHpyeTCs COCTaBUTENeM TOKyMeHTa. OH JOKEeH ObITh KPATKHM U EMKHUM,
TOYHO MepeaaBaTh CMbIC] TEKCTa M TPAMMATUYECKU COTJIACOBBIBATHCS C HA3BAaHUEM JJOKYMEHTA.

Hanpuwmep:
npukas (0 yem?) «O coBEpLIEHCTBOBAHUHU CTPYKTYPHI alnapara yupaBJICHUs,;
nosioxeHue (0 ueM?) «O KaHIEIIpUmn,
IIPOTOKOJI (4ero?) «coOpaHMs aKIIMOHEPOBY;
npaBuia (4ero?) «BHYTPEHHETO TPYIOBOTO PaCIIOPSIIKa;
JOJDKHOCTHASI HHCTPYKIHS (KOMY?) «ceKpeTapro-pedepeHTy»;
akT (0 uem?) «O BBIOCNCHUH K YHIITOKEHUIO TOKYMEHTOB H JIeJI, HE TIOJUIC)KAIITIX XPAHCHUIOY,;
aKT (4ero?) «IpOBEPKI»;
mucbMo (0 yem?) «O06 N3MEHEHHH CPOKOB BHITIOJHEHHS IOTOBOPAY.
B 3aronoBke K TEKCTy paspeniaercsi ynoTpedisTh COKpAIleHHs CIIOB M CIIOBOCOYETAaHUM,
HCIIOJIB3YEMBIX B TOCYIAPCTBEHHBIX cTaHmapTax PecnyOnuku benapyce, 00merocyiapcTBeHHbBIX
knaccudukaropax PecrnyOnuku benmapych, cokpalieHHblE HAaWMEHOBAaHHUS OpraHM3alUd |

OOIIETTPUHSATHIE COKPAIIICHHUS.

Hanpumep:
O suenpenuun CTB 6.38-2016

3aroyioBOK B KaBbIUKH HE 3aKJIIOYACTCS U HE MOoAUYepKuBaeTcs. Touka B KOHIIE 3ar0JI0BKa He
CTaBUTCH.

55. PexkBu3ut «OTMETKA O KOHTPOJIEY.

OTMeTKa 0 KOHTpPOJIE pacrojiaraeTcsi Ha JIEBOM I0JI€ JOKYMEHTa Ha YPOBHE 3arojioBKa K
TEKCTy U 0003HavaeTcst OykBoil «K» unu cmoBom «KoHTposby. OTMETKa IPOCTABIIACTCS OT PYKH
WJIH ¢ TIOMOIIIBIO TTemMiens. OTMeTKa MOKET OBITh JIOMOJTHEHA KOHTPOJIBHOM JaTOM.

56. PexBu3ut «OTMETKA O HATUIUH TPUITOKCHHS.

OTMeTka O HAJIMYUM NPWIOKEHUS PpACIOJIATaeTCs HIKE TEKCTa JOKYMEHTa Mepen
pekBusuToM «llommucey. CnoBo «lIpunoxkeHney» medaraercs ¢ MPONMUCHOW OyKBBI OT HYJIEBOTO
MOJIOKEHUS Ta0YISITOpPa OT TPAHUIIBI JIEBOTO OIS, TIOCIIE HETO CTABUTCS IBOCTOUHE.

Ecnu noxkymMeHT mMeeT NpUIIOKEHHE, Ha3BaHHOE B TEKCTE, TO B OTMETKE O HaJIMYuU
MIPUIIOKEHHUS YKa3bIBACTCS TOJIBKO KOJMYECTBO JIUCTOB U HK3EMILISIPOB.

Hanpuwmep:
IIpunoxenne: Ha 7 1. B 2 9K3.

Ecnu noxymeHT uMeeT NpuUIIOKEHUS, HE Ha3BaHHbIE B TEKCTE, TO UX HAMMEHOBaHUS
MEPEUHCIIAIOTCS ¢ YKa3aHUEM KOJIMYECTBA JIMCTOB M AK3EMIUISIPOB KaXKJIOTO npuioxenus. [lpu
HaJIMYUU HECKOJIBKUX MPUJIOKEHUN OHU HyMepYIoTCs apaObCKUMK LU pamu.

Hanpumep:
IIpunoxenue: 1. UHCTpyKLIMS IO A€I0NpOU3BOACTBY Ha 12 1. B 3 3K3.
2. OT3BIB Ha MMPOCKT MHCTPYKIMH Ha 3 JI. B 2 9K3.

Eciu x nokymeHTy mpuiiaraercs JOKYMEHT, UMEIOIIUN IPUIIOKEHUE, TO B OTMETKE O
HATMYUU TPUIIOKEHUS YKa3bIBaeTCS 001Iee KOTUIESCTBO JIMCTOB MPUITOKEHUH.
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Hanpuwmep:
TIpunoxenwne: mucbMo Harnmonaneraoro 6anka PecmyOmnku bemapycs ot 08.11.2008 Ne 12-7/389 u
MPUJIOKEHHUE K HEMY, BCETO Ha 5 1. B 1 3K3.

Ecnu mnpunoxeHue HampaBisieTcss HE BCEM ajpecaTaM, TO B OTMETKE O HaIU4YUH
IIPUJIOKEHHUS YKa3bIBAETCs, B KAKOM aJpec HAaIpaBIIsAETCS PUIIOKEHUE.

Hanpumep:
TIpunosxxenue: Ha 5 1. B 1 3K3., BO BTOpOU aapec.

Ecnu npunoxkenus cOpoIopoBaHbl, TO KOJTHYECTBO JTUCTOB HE YKa3bIBACTCS.

B pacnopsauTenbHBIX JOKYMEHTaX PEeKBU3UT «OTMETKAa O HAJMYUHM TPHIOKEHHS» He
odopmiseTcs; ykazaHHE O HAJIMYUU TMPWIOKEHHUS JAaeTCsi B TEKCTE NOKYMEHTa: «COTJacHO
MIPUIIOKECHUIOY, «IIPUIIOKEHUEY, «IPHIIOKEHHE 1», «... MPEICTAaBUTh MEPEYeHb JOKYMEHTOB IO
npuiaraeMou hopme» u ap.

57. PexkBuzut «lloanucey.

[TpoekT JoKyMeHTa MpeaCTaBIsAeTCsS Ha OAIMICh COOTBETCTBYIOIIEMY JOKHOCTHOMY JIMILY
(McxXos U3 ero KOMIETEHITNH ) TIOJTHOCTBI0 0(hOPMIICHHBIM, ITPOBEPEHHBIM, COTJIaCOBAaHHBIM (TIpH
HEOO0XOJMMOCTH) BMECTE C MPWIOKCHHSIMU M MaTepualiaMd, Ha OCHOBAaHUU KOTOPHIX OH
COCTaBJICH.

PexBusut «lloamnucey» pacronaraercst Hocjie TEKCTa U OTMETKH O HAJIMYUU MPHUIIOKEHUS U
COCTOUT W3 HAaUMEHOBAHMS JOJHKHOCTH JIMIA, MOJIMUCABIIET0 JOKYMEHT, COOCTBEHHOPYYHOMH
MOJIHUCH U €€ pacuIuPpoBKU (MHULIMANGI, (hamunus). MHunnansl nedataroTces nepea pamuiuei
6e3 mpo0enoB Ha ypOBHE MOCJeIHEN CTPOKH HAUMEHOBAHHUS JTOJIKHOCTH.

Ecnu noxymeHT odopmiieH Ha OJaHKe WIM C WCHOJIb30BAHHMEM YIJIOBOTO IITAMIla, TO B
HauMEHOBAaHME JOJKHOCTH BKJIIOYAETCs, KaK MpaBUio, BUIOBOE HAMMEHOBAHUE OPraHU3all|H.

Hanpumep:
JupexTop HHCTUTYTA Ionmuce A.E.Pr1bakoB

[Tpu odopmieHnH TOKyMEeHTa He Ha OJlaHKE B HAMMEHOBAHME IOJDKHOCTH BKIIFOYACTCS
[IOJIHO€ HAUMEHOBAHHUE OPTaHU3aLUU.

Hanpumep:
Hupextop yupexaenus «benopycckuit
HayYHO-HCCIICAOBATEIILCKIHA HHCTUTYT
JIOKYMEHTOBEJICHUS U apXUBHOTO JIEJIa) TTonnuce A .E.Pr16axoB

B cocraBe pexBmsura «Iloamuce» MOTYT yKa3bIBaThbCs CTEIICHW M 3BaHHs (y4YCHBIE,
BOMHCKHE U JIp.).

Hanpuwmep:
Jupextop HHCTUTYyTa
JIOKTOP UCTOPHUIECKHX HAYK,
npocdeccop IToamwmch A.N.HoBukoB

[lpu moamucaHuM TOKYMEHTa HECKOJBKHMH JOJDKHOCTHBIMU JIMIIAMH HAaWMEHOBAHHSI
JOJDKHOCTEH JIMI, TOMMUCABIIMX JOKYMEHT, COOCTBEHHOPYYHBIEC MOAINCH U UX PACIIU(POBKH
(vHUIMANBL, (aMHIMK)  pacrojaraloTcs JApPyr 3a JIpPyroM B TOCIEI0BATEIHHOCTH,
COOTBGTCTByIOH_Ieﬁ 3aHUMACMBbIM JOJI)KHOCTAM.

Hanpumep:
JupexTop 3aBoga Ioxmuce I''H.Iletpos
I'naBHsIi Oyxranrep Ionmuce J.M."BaHoBa
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[Tpu monmucaHuu AOKYMEHTA HECKOJIbKUMH JIUIAMHU, HE NMOJAYMHEHHBIMU MO JOJDKHOCTH,
HaMMEHOBAHMS JOJDKHOCTEH JIMII, MTOANMCABIINX JOKYMEHT, COOCTBEHHOPYYHBIE TOANNCH U MX
pacmupoBKY (MHULHAIBL, (PaMUIIMH) pacIoIaraloTcs Ha OJHOM YpOBHE.

Hanpuwmep:
Munuctp obpazoBaHus MunucTp HprHAHCOB
Pecniy6imnku benapych Pecniybnmuku benapych
ITonmuce A.M.PaagpkoB [Moamuce A.M.XapkoBelr

[Tpu momnMcaHny TOKyMEHTA, OrOTOBJICHHOTO KOMUCCHEH, YKa3bIBAIOTCS HE JTOJDKHOCTH
JIiL, a UX O6H3&HHOCTI/I B cocTaBe komuccuu. aMuiIny 4iIeHOB KOMHCCHUU pacmnoJjiararoTcsa B
angaBUTHOM TIOPSIJIKE.

Hanpumep:
IIpencenarens komuccuu Tlonmuce B.B.I'pymeBckuit
YeHsl KOMUCCHU: TTonnuce I".5.OpioB
TToxmmce I1.I1.Cunaesn
TToxmmce A.B.SnykoBuu

JIOKyMEHTBl KOJUIETHMAJIBHBIX OPIaHOB MOJIHUCHIBAIOTCS NpEACceIaTeIeM U CeKpeTapeM
3TOrO OpraHa.

Hanpumep:
IIpencenatens Ionmuce B.M.Kupunnos
Cekperapb Ionmuce A.A Kynpeituuk

[Tpu moxnmMcaHuy PacHOPSIAUTENBHBIX M HCXOSIIUX TOKYMEHTOB TOIHCHIBACTCS IEPBbIiA
9K3EMIUISIP TOKYMEHTA.

[Tpu opopmieHnn aKTOB, MPOTOKOJIOB, COBMECTHBIX JIOKYMEHTOB MOIMCH TPOCTABIISIOTCS
Ha BCEX JK3EMIUIIPax JOKYMEHTA.

B pexBmsure «llomnuce», a Takxke pekBusutax «['pud yrBepxaenus» u «pud
COIJIAaCOBaHUS» YKa3bIBAIOTCS (pakTHUecKasl JOJKHOCTh JIUIA, MOANUCABIIEro (yTBEpPAMUBIIETO,
COTJIaCOBABIUIETO) JOKYMEHT, €ro HHULMaIbl u (amunuda. JlomyckaeTcs HCHOIb30BaHHE
COKpalIeHni «3aM.» («3aMecTHTeNby), «M.0.» («rcnonHsronmii 00s13aHHOCTHY). He momyckaercst
CTaBUTH MPEAJIOT «3a» UM KOCYIO YepTy Nepel HANMEHOBAaHUEM JIOJKHOCTH.

58. PexBusut «I pud nmpumoxxeHus».

I'pud nputoskeHus pacrosiaraercsi B IpaBOM BEPXHEM YIIIy MEPBOTO JIUCTA MPHIIOKEHHUSL.

I'pud npunoxenus coctout u3 cioBa «lIpunoxeHuey», €ro MnoOpsAIKOBOIO HOMepa
(yka3biBaercsi apabckumu nuppamu 0e3 3Haka No), Ha3BaHHs BHIA JOKYMEHTa B JIaTEIbHOM
najiexe, ero aBTopa, 1aThl M pErUCTPALIMIOHHOIO MHIEKCA.

Hanpumep:
IIpunoxenue 2
K [IPUKa3y AUPEKTOpa HHCTUTYTA
18.11.2008 Ne 9

[TopsiIKOBEI HOMEP MPUIIOKECHUS HE YKa3bIBACTCSI, €CITH OHO OJTHO.

Ha mpunoxkeHusAx, yTrBepKIAaeMbIX PAaCHOPSAAUTEIbHBIM JOKYMEHTOM WM IIPOTOKOJIOM,
rpud npunoxkeHus He odopmisieTcs. B 3ToM ciaydae B mMpaBOM BEpXHEM YTy MEPBOTO JIMCTA
YTBEP)KJAEMOT'0 IOKYMEHTA IMPOCTABIAETCS TPU(] YTBEPIKICHHS.

JIOKYMEHTBI-TTPHIIOKEHUST O(POPMIISIFOTCSI ¢ YKa3aHUEM BCEX HEOOXOIMMBIX PEKBH3HTOB
nokymenTa («Ha3BaHue BUIa TOKYMEHTa», «3aroJioBOK K TeKCTy», «lloamuce» u np.).

59. CoracoBanne TOKYMEHTOB.
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JIOKYMEHTBI, TIOArOTaBIMBaEMble B OpPraHU3aluU, A0 MPUIAHUS UM IOPHUIAWYECKON CHIIBI
(moamucanwsi, yTBEPKICHUS, PETUCTPALIMK) B HEOOXOIUMBIX CIyJasiX MOJICkKAT COTIACOBAHUIO.
CornacoBaHue MpoekTa AOKYMEHTa IMPOBOAUTCSA C OPraHU3ALUAMU U JOJDKHOCTHBIMH JIMIIAMU.
CornacoBaHne MOXET TPOBOAMTHCS KAaK BHYTPH OPraHU3allMd — CO CTPYKTYPHBIMU
MOJIPA3JCICHUAMUA U JOHDKHOCTHBIMU JIMIIAaMHU (BHYTPEHHEE COIJIaCOBAaHUE), TaK U BHE €€ — C
MTOTYMHEHHBIMU U HETIOAYMHEHHBIMH OPTaHU3AIUSIMU (BHEIITHEE COTJIACOBAHUE).

CornacoBaHue MPOEKTOB HOPMATHUBHBIX IPABOBBIX AKTOB OCYILECTBISIETCS B IOPSIKE,
ycTaHoBIeHHOM 3akoHOM PecnyOmuku bemapych «O HOpMATHBHBIX MPABOBBIX aKTaX».

60. PexBusut «I'pud cormacoBanus».

Bremnee cornacoBanue opopmiisieTcst rpuoM coriacoBaHUs.

I'pud cornmacoBanus pacronaraercs Hke pekBu3utTa «lloamucey Ha JHMIEBOW CTOpOHE
nocienHero jucra JnokymeHta u coctout u3 cioBa «COI'JIACOBAHO», nHaumeHOBaHUS
JOJKHOCTH JIMIIA, C KOTOPBIM COTJIACOBBIBAETCS JOKYMEHT (BKJIIOYas IMOJIHOE HAaMMEHOBAaHUE
OpraHM3aIliK ), COOCTBEHHOPYYHOU MOAMHKCH, €€ paciiu(GpPOBKH U JATHI.

I'pud cornmacoBanus meuyataroT OT HYJIEBOTO IMOJOXKEHUsS TaOymsTopa 0e3 oTcTyma OT
TPaHUIIBI IEBOTO MO,

Cnoso «COI'JTACOBAHO» nedataroT NponyuCHBIMU OyKBaMu 0€3 KaBbIYEK U TTPOOEIIOB.

Hanpumep:
COI''TACOBAHO
JupexTop rocy1apcTBEHHOTO
yupexnaenus «HaunonanbHblit
apxuB Pecrry6mmku berapycey
TToamuce B.J[.Cenemenen
13.10.2008

Ecnu cornacoBanue 10KyMeHTa IPON3BOANTCS KOJIETHATIBHBIM OPTaHOM HIIH ITOCPECTBOM
MUCHhMa, TO TP} coriacoBanus opopmisiercs no popme:

COI''TACOBAHO
TIpoTokon 3acenanus

9KCIIEPTHOTO COBETA
18.10.2008 Ne 13

HIIN
COI''TACOBAHO
IIucsmo ["'ocynapcTBeHHOT0 KOMUTETA

no crannaptuszanuu Pecrryonuku benapychb
03.10.2008 Ne 11-10/1186

Ecnu nokymeHT umeeT 1Ba rpuga corinacoBaHus, TO OHH paclojararoTcst Ha OJTHOM YpOBHe.

Hanpuwmep:
COI''TACOBAHO COI''TACOBAHO
IIpoTokoun 3aceqaHust SKCIIEPTHOM IIpoToxon 3aceganus
KOMICCHH OTKPBITOTO aKIIMOHEPHOTO 9KCIEPTHO-METOINIECKOI
obmectBa «Crapast Dabpuka» KOMHCCUU FOCYAapCTBEHHOIO
22.01.2019 Ne 1 yupexaenus «HannonanbHbIi

apxuB Pecniyonuku benapyce»
05.02.2019 Ne 2

Ecnu nokymMeHT nMmeer Tpu rpuda corjacoBaHHs, TO OHH PACHOJAraloTcs B CIEAYIOLIEM
MOpsIIKE:

Hanpumep:
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COI''TACOBAHO COI''TACOBAHO
JupexTop yupexxaeHus Jupexrop yupexaeHus
«["ocynapcTBeHHBIHN apXuB «["ocynapcTBeHHBIN apXuB
BpecTtckoii obmacti» Burebckoit odbmacti
IToamuce A.I'.Kapamy3oBa [Hoanucek T.M.CBuctyHoBa
22.01.2019 22.01.2019
COI''TACOBAHO

JupexTop yupexneHus
«I"ocynapcTBEeHHBIN apXUB
T'omennckoit 06macTm
IToanuce I1.M.YepHsiit
22.01.2019

Bosnee Tpex rpudoB cornacoBanus oHoOpMISIIOTCS ABYMSI BEPTUKATBHBIMH PSIIaMH.
[Ipu orcyTcTBUM MecTa Ha TOKyMeHTe 0(OpMIISIOT JTUCT coryiacoBanusl. Ha nokymenTe Ha
MecTe, MPETYCMOTPEHHOM /ISl pa3MelleHus rpuda coriacoBaHus, 1eIaeTcsi OTMETKA:

JIuct cormacoBanus
MpUIaraeTcs

61. PexBusut «Buzay.

BuyTtpennee cornacoBanue oQGOpMIISETCS IMyTeM BU3HPOBAHUS MPOEKTa JOKYMEHTa
JTIOJGKHOCTHBIM JIMI[OM.

PexBusur «Buza» BriIO4aeT B ce0s HAaUMEHOBAHHE JOJKHOCTH JIMIA, BHU3UPYIOILIETO
MPOEKT JJOKYMEHTA, €r0 COOCTBEHHOPYYHYIO MOJIMUCH, PACITU(GPOBKY TOJIITHACH U JIATYy.

Hanpumep:
HavanpHuk oTnena KaapoB
IToamuce A.B.CMUpHUTIKAN
25.06.2008

OTka3eIBaTBECS OT BU3HUPOBAaHUA, a TaKXKC OCIaTh Kakue-1100 HCIIPABJICHUA B TCKCTC
MMPOCKTa JOKYMCHTA HC OOIYCKACTCA. 3aMeuaHus H JOMOJIHCHHUA H3JIaraloOTCA Ha IIPOCKTEC
AOKYMCHTA HMIXKXC OaTbl BU3HUPOBAaHUA. HpI/I 3HAYNUTEIHLHOM O0bEME 3aMEUaHHUSA U JOITIOJIHCHU A
H3JIararoTCcsd Ha OTACIBHOM JIUCTC, a4 Ha MPOCKTC HOOKYMCHTA YKa3bIBACTCH: «3aMedaHus
IpUIararoTCs».

Hanpumep:
HavanpHuk oTnena KaapoB
IToamuce A.B.CMupHULKUN
25.06.2008
C MpoeKTOM He COTJIaceH.
3amedaHus MpUIIaraloTCs

Bussl npocTaBisatoTea HUKe pekBu3UTa «lloanuce» Ha MMIIEBON CTOPOHE MOCIEAHETO JINCTA
IIEPBOTO K3EMIUISIpA JOKyMEHTa ciieBa. IIpoeKThl pacopsaUTENbHbBIX JOKYMEHTOB JIOIyCKAETCs
BU3MPOBATh HA OOOPOTHOM CTOPOHE MOCJIEAHErO JIUCTA MEPBOro dK3eMIUIipa JokyMeHTa. [Ipu
COTJIACOBAaHUHU MHUCEM M JPYIHMX MCXOISIIUX JOKYMEHTOB BH3bI O(QOPMIIAIOTCS Ha KOIUSX,
OCTaIOIUXCs B JIEIIE.

[Tpu HeoOxoauMOCTH 0(hOPMIICHHUSI HECKOJIBKUX BU3 OHH PACIIONIaraloTCsl OJIHA MO/ JPYrou
B [TOPSAJIKE BUSUPOBaHUS.

Hanpumep:

HavansHuk oTnena kaapos
Hoanucs H.b.CxkBoprosa
20.06.2008
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3aB. OTIEIOM JOKYMEHTOBCACHHUS
IToamuce A.B.Cunopion
20.06.2008

3aB. OTZIEJIOM apXHBOBEICHUS
Hoamucs T.M.bobposa
21.06.2008

FOpuckoHCYIBT
TToxmmces H.C.IlIBerx
22.06.2008

[Ipu oTcyTrcTBUU CBOOOMHOTO MeCTa BH3bI OGOPMIIIIOTCS Ha 000pOTE IMOCIIEIHETO JUCTa
JOKYMEHTA WM Ha OT/ACIHHOM JINCTE U MPH PA3MHOKEHUU JOKYMEHTA He BocrpousBoasrces. [lpu
HaJIMYUU JIUCTA COTJIACOBaHMS HAa MECTE, MPEIyCMOTPEHHOM Ui pa3MEIEHUsl BU3bL, JIeIaeTcs
oTMeTKa, odopmisiemMass MO MpaBWIaM, YCTAaHOBIIGHHBIM YacThIO JABEHAANATON MyHKTa 60
Hacrosiel MHcTpyKiuu.

[lepeueHs cormacyronMX WHCTAHIMI OMpPENesSeTCsl COCTaBUTENIeM JOKYMEHTa UCXOMAS W3
€ro cojiepaHusi ¥ TpeOOBaHUN HOPMATUBHBIX MPABOBBIX aKTOB.

62. PexBusut «lledatsy.

[levatu w™moryt OBITh Tpex BHAOB: I[e€4YaThb OpraHU3al[Md, IeYaTh CTPYKTYPHOTO
MOJpa3JeliCHNsT OpraHW3alluy, Ie4aTh, YKa3bIBaIOllas Ha €€ IeJieBoe Ha3zHaueHue (s
JOKYMEHTOB 1 T.11.). [leuatu opranu3zanuii moapasaesistorcss Ha repOoBbIe U TPOCTHIE.

I'epOoBbIe IEUaTH MPUMEHSIOTCS OpTraHU3AIUSIMU, KOTOPBIM IPABO UCTIOIH30BaHUS NIeHaTei
¢ wm3o0paxenueM ['ocymapctBeHHoro repba Pecnybmuku bemapych  mpemocTtaBieHO
3aKOHOAATEIHHBIMU aKTaMHU.

[Ipu npocraBneHuMU TmeUaTH €€ OTTUCK JODKEH 3axBaThlBaThb YacTh HAMMEHOBaHUS
JOJKHOCTH JIUIIA, TTOMICABIIETro (YTBEPAUBILETO) JOKYMEHT.

Hanpumep:
JIHpekTOp HHCTHTY

IToamnuce C.A.Cunoposn

63. PexBu3ut «OT™MeTKa 00 HCTIOTHUTETIE.

OTtmeTka 00 WCHOJHHUTENE pacrojiaraeTcss Ha JUIEBOW CTOPOHE TMOCIETHETO JIMCTa
JOKYMEHTA B JICBOM HH)KHEM YTITy.

OTtmeTka 00 WUCHOTHUTENE BKIOYaeT (GaMHIMI0O W HOMEp CiykeOHoro TenedoHa
UCTIOJHUTENS (COCTaBUTENS) NOKyMeHTa. DaMuIIMs WCHOTHHUTENST U HOMEpP €ro Ciy)eOHOTro
TenedoHa nevaTaroTcst 6e3 3HaKOB MPETUMHAHUSL.

Hanpuwmep:
Kopreer 200 59 79

Otmerka 00 UCHOJHHUTENE MOXET OBITh JIONOJHEHAa HHJEKCOM CTPYKTYpPHOTO

noJpa3eiICHUs, B KOTOPOM I'OTOBMIICSI JOKYMEHT.
Hanpuwmep:
3 Makosenxwuii 220 95 01

[Tpu HEOOXOAMMOCTH OTMETKA 00 MCIIOTHUTENIC MOKET OBITh JOMOJHEHA TaTON CO3MaHMs
JOKYMEHTa, UMeHeM (aiiyia U APyruMH MOUMCKOBBIMHU JaHHBIMU (HA BTOPOM CTPOKE), KOTOpPbIE
0 OPMIISFOTCS TOJIBKO Ha K3EMILIAPE TOKYMEHTA, OCTAIOIIEMCS B OpTraHU3allHH.

Hanpuwmep:
3 Makosenxuii 220 95 01
26.05.2008 C:/ ITucemo.doc
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[Ipu odopmieHNH TOKyMEHTa Ha KOMITbIOTEpE PEKBH3UT «OTMETKa 00 HCIIOIHUTENE)
BeimostHsieTcs: mipudToM Times New Roman (Times New Roman Cyr) oObrusblif, pazmep 9
MTYHKTOB, MEXCTPOUHBIN HHTEPBAI — TOYHO 9 ITyHKTOB.

OtMmeTka 00 ucnosiHUTENE 00s3aTENHHO 0(DOPMITSIETCS] HAa HCXOAIINX TOKyMEHTaX.

64. PexBu3ut «OTMETKA O 3aBEPEHUM KON,

Konus nokymeHnTa 10mkHa BOCIIPOU3BOIUTE BCE PEKBU3UTHI ATOTO TIOKYMEHTA, B TOM YHUCIIE
pEeKBH3UTHI OnaHka. [l mpuaaHusl KOMUU JOKYMEHTA IOPUINYECKON CHUIIBI OHA JIOJDKHA OBITh
3aBepeHa (3aCBUAETEILCTBOBAHA) YIIOJTHOMOUYEHHBIM JTOJKHOCTHBIM JIUI[OM OpraHU3aIiH.

Komust nmokymeHTa, BOCHpPOHM3BOASIIAS YacTh €r0 PEKBU3UTOB, 3aBEpECHHAs B
YCTaHOBJICHHOM TIOpSIZIKE, SBIISETCS BBIMUCKOW M3 JOKyMEHTa. BBINIMCKHM M3 JTOKYMEHTOB
odopmisroTcst Ha 001eM Oianke. B Boimuckax u3 nokyMeHTOB ciioBo «BbITTMCKA» BkitouaeTcs
B Ha3BaHME BUJIA IOKYMEHTA.

Hanpuwmep:
BBITIMCKA 13 ITPUKA3A

OTMeTKa 0 3aBepeHUH KoMK 0(OpMIIETCS HIKE PeKBU3UTA «Il0MHCh» 1 BKIIIOYAET CIIOBO
«BepHO», HaMMeHOBaHHE JOJKHOCTH JIMLA, 3aBEPHUBILErO KOIHUIO, €r0 COOCTBEHHOPYYHYIO
MOJIHUCh, PACIIM(POBKY MOJMKMCH U J1aTy 3aBEPEHUSI.

Hanpuwmep:
Bepno
Wncnexrop otaena xaapos [logmuce A.I'.JleoHoB
25.01.2008

Komuu nokyMeHTOB, mpefocTaBiseMble TpaXKAaHaM, B TOM YHCIIC WHIUBUIYaTbHBIM
NpeANpUHUMATENSIM, W IOPUAMYECKUM JuiaM (fgajee — oOpaTuBIIEeCs JIMIO) WIH HX
MPEICTABUTEINSIM, €CITM TaKHe KOTIMH HEOOXOIUMBI JIJIsl PEIISHUS BOIPOCOB, KACAIOIINXCS MPaB U
(W1H) 3aKOHHBIX WHTEPECOB OOPATHBIITUXCS JIMII, U BBITTUCKU M3 HUX O(POPMIISIOTCS B TIOPSIKE,
MPETYyCMOTPEHHOM YaCTSIMU BTOPOHU—IIIECTON HACTOSAILIETO yHKTA.

Ha komnusx ucxoasmux J0KyMEHTOB, OCTAIONINXCSA B JeJie OpraHu3alii, peKBU3UTHI OJ1aHKa
HE BOCIPOM3BOMISTCS, MPOCTABISIFOTCS Jara MOMMUCAHUS JOKYMEHTa, €r0 PEeruCTPalMOHHBINA
MHJIEKC ¥ OTMETKA O 3aBEPEHHH KOIUHU, B KOTOPOM JOMYCKAeTCsl HE YKa3bIBaTh J1aTy 3aBEPEHUS U
JOJKHOCTB JIMIIA, 3aBEPUBIIETO KOIHUIO.

Hanpuwmep:
Bepno
[Moamuce A.T'.JleoHoB

Konmunm pokymeHTa, MNONy4YeHHBIE IIyT€M TUPAKUPOBAHMSA IOMJIMHHUKA CPEICTBAMU
orepatuBHOW mnonurpaduu, coaepkamue (aKCUMHIBHOE BOCHPOM3BEACHUE TMOANUCH U
IIPCIHA3HAYEHHBIE JUISI PACCBUIKM WM BHYTPEHHETO IIOJb30BaHUS, HE HYXKIAIOTCI B
JOTIOJIHUTEIIBHOM yIOCTOBEPEHUH, 34 HCKIIOYEHHEM CIIy4aeB, IPEAyCMOTPEHHBIX aKTaMH
3aKOHOJATEIIbCTBA.

Pa3smMHOXeEHHBIE OK3EMIUIAPHl JOKYMEHTA, IpEJHA3HAYEHHbIE JMJI PACChUIKM WU
BHYTPEHHEIO MOJIb30BaHUA M HE BOCIPOU3BOJIAIIME (PAKCUMHIBHYIO IOANUCH IOJUIMHHHKA,
JOIYCKAeTCs  yAOCTOBEPATH II€YaTbl0, IPOCTABISIEMOM Ha MeCTe, OTBEICHHOM JUIA
COOCTBEHHOPYYHOM HOJIKCH, JTUOO0 3aBepATh B MOPsJAKE, IPEIYCMOTPEHHOM YacTSIMU MATOW U
LIECTOW HACTOSAIIETO ITyHKTA.

Opranuzanys MOKET 3aBEpATh KOIMHA JOKYMEHTOB:

CO3/IaHHBIX B CaMOW OpraHU3aluy;

MOJTyYCHHBIX OpraHM3alyedl B MOATBEPXKICHHE €€ IpaB, MOJTHOMOYHMHA M 00sS3aHHOCTEH
(uieH3ui, cepTUUKATOB U Ip.);
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BKJIFOYAEMbIX B COCTAB JUYHBIX JIET;

NPEeIyCMOTPEHHBIX TocTaHoBieHneM Cosera MunuctpoB Pecny6muku benapycs ot
30 nexabpst 2012 1. No 1256 «O HEKOTOPHIX BOMPOCAX BBIJAYM M CBUACTCIBCTBOBAHUS KOIWN
JOKYMEHTOB, KacaloIMXcs NpaB M (WIM) 3aKOHHBIX HHTEPECOB TPaXKJaH, B TOM YHCIE
WHIUBUAYAIBHBIX  TpEANPUHUMATENICH, W  IOPUAUYECKUX  JIMI», HWHBIMH  aKTaMH
3aKOHOJATEIIHLCTBA.

Komuu n10KyMEHTOB B 3JIEKTPOHHOM BHJIE, BBIMOJHEHHBIE HAa OyMa)KHOM HOCHTENIE H
MpelHa3HauYeHHbIe M7 OOpalleHus BHYTPH OpraHW3allMd, 3aBEpSAIOTCS B  TOPSIKE,
YCTAaHOBJICHHOM YaCTSMH ITSITOW U MIECTOW HACTOAIIETO MyHKTA.

65. PexBu3ut «OT™MeTKa 00 HCIIOTHEHUH JOKYMEHTA M HAIIPABJICHUU €T0 B JIETION.

OtMeTka 00 HMCHOJHEHMH JOKYMEHTA W HANpaBJICHWU €ro B JEJIO IMPOCTABISETCS Ha
JOKYMEHTE TIOCJI€ €T0 UCIIOJIHEHUS U SBJISICTCS CBUJIETEIILCTBOM 3aBEPIIICHUs PaOOTHI HA/l HUM.

OtMmeTka 00 UCTIOJIHEHHH JOKYMEHTA U HAIPABIICHUH €TO B JIEJIO pacIioaraeTcs Ha HIKHEM
MoJie TMEepBOro JHCTa JOKyMEHTa clieBa U COCTOUT U3 cloB «B neno», wHaekca aena 1o
HOMEHKJIAType JIeJ1, B KOTOPOM OYyJIeT XpaHUThCS JOKYMEHT, aThl U PETUCTPAIIMOHHOTO HHJIEKCA
JOKYMEHTA, CBHJIETEIbCTBYIOIIETO 00 MCIIOTHEHUH, COOCTBEHHOPYYHOU MOAMMCH UCTIOTHUTEIIS
WM  PYKOBOJUTENS CTPYKTYPHOTO TOJpa3/eiACHUS-UCIIOJIHUTENI W JaThl HAaMpaBJICHUS
JIOKYMEHTA B JIEJIO.

Hanpuwmep:
B nmemno 11-10
ITogroToBiieH OTBET
15.02.2008 Ne 11-10/130
Ilonnuce
16.05.2008

[Ipy oOTCYTCTBUM JOKYMEHTa, CBHJIETEIbCTBYIOUIETO OO0 MCIOJHEHUH, B OTMETKE
YKa3bIBAIOTCS KPAaTKHE CBEAEHUS 00 UCIIOJHEHUN.

Hanpuwmep:
B neno 5-15
[IpousBenen nepepacuer
Ilonnuce
20.11.2008

66. PekBusur «OTMeTKa O MOCTYIUICHMM (PETMCTPAL[MOHHBIA IITaMI  BXOJSIIUX
JIOKYMEHTOB).

OTMeTka O TOCTYIUIGHMH (PErMCTPAllMOHHBIA IITaMIl  BXOJSAIIMX JOKYMEHTOB)
IIPOCTABJISIETCS. HA HUYKHEM 110JI€ TIEPBOTO JIMCTa JOKYMEHTA CIIpaBa U COCTOUT U3 MOJIHOTO WIN
COKpAILlEHHOI'O0 HauMEHOBaHMs OpraHU3alMU-TIOIy4aTeNs, JaThl U PETUCTPAllMOHHOIO MHJAEKca
(HOMepa) MOCTYIJICHUS JOKYMEHTA.

PazMepbl 0OTMETKH 0 MOCTYIUIEHUH (PErUCTPALIMOHHOIO IITAMIIA BXOSAIIUX JOKYMEHTOB) HE
MOTYT IPEBBILATH 42 MM 110 TOPU3OHTAIN U 16 MM IO BEPTUKAIH.

Hanpumep:
3A0 16 mm 1T
«Mastx»
N2
26.05.2008
Ne 342
42 MM
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Ha noxymeHTax, TpeOylolmUX CpPOYHOIO HCIIOJHEHUS, BMECTE C JaTod JOIYCKaeTcs
YKa3bIBaTh BPEMsI IOCTYIIIIEHUS (Yachl, MUHYTHI).

661. PexBusut «OTMETKA O MEePEHOCEe JAHHBIX Ha MAIIMHHBIA HOCUTEIb.

PexBu3zur «OTMmeTKa 0 MEpCHOCC NAaHHBIX Ha MAaIIWHHBIA HOCHUTEIb) pacnojiaracTtcda B
LEHTPE HUKHETO TOJIsI IEPBOTO JIUCTA TOKYMEHTA.

OTMeTKa 0 MepeHoce JaHHBIX Ha MAIIMHHBIM HOCHUTENIb MOXKET O(pOpMIISATECA OT PYKH, C
MTOMOMUIBIO MITAMIIAa WM B BUJIE IITPUXOBOTO KO/1a (IITPUXKOA).

[Ipu odopmieHUN OTMETKM OT PYKH WJIM C TIOMOLIbIO HITaMIla OHA BKJIIOYAET B ceOs
CBEJIEHUs O TIepeHoce MHpopMaIuu (TJOKyMEHTa) Ha MAIlIMHHBIA HOCHTEINb, COOCTBEHHOPYUYHYIO
NoANUCH Jiula, OTBCTCTBCHHOI'O 3a MCPCHOC HAHHBIX, AATy ICPCHOCA. I[OHOJIHI/ITG.HBHO MOT'YT
YKa3bIBaThCS TOWCKOBBIE naHHble mokymeHTa (B AC JIOY, B J0OKaabHOM XpaHWIUIIE
ANEKTPOHHBIX IOKYMEHTOB OpraHU3aLUU U Jp.).

[Ipy HEOOXOAMMOCTH IITPUXKOA MOXKET pa3MeIlaTbCs Ha JIEBOM IOJ€ MEepBOTO JIMCTa
AOKYMCHTA BHHU3Y. HpI/I HCBO3MOXXHOCTH pa3MCHICHUSA HITPUXKOJA B OTBCACHHOM JJIsI HCI'O MCCTC
JOTyCKAaeTCsl pa3MelIeHrue ITPUXKOoJa Ha JII0O00H CBOOOTHON TUIOMIAAM JIUIEBOH CTOPOHBI
IIEPBOIO JIUCTA TOKYMEHTA, HE 3aTparuBasi TEKCTa U APYTUX PEKBU3UTOB.

I''TABA §
TPEBOBAHMUSA K TEKCTAM JOKYMEHTOB

67. TexcT mokyMeHTa TOJDKEH OBITh JOCTOBEPHBIM, 00 bEKTUBHBIM, MAKCUMAJIBHO KPaTKUM
C COXpaHCHHEM TOJHOTH WH(OPMALUM W TOYHOCTH €€ HM3JIOKCHHS, HE JOMYCKaTh Pa3IMYHbIX
TOJIKOBaHUM.

68. TekcT IOKyMEHTa M3JIaraercsi MPOCTBIM U SICHBIM SI3BIKOM, C COOJIOZACHHEM HOPM
o(pUIHMATBEHO-EJIOBOTO CTUJIS JIMTEPATYPHOTO S3bIKA.

69. SI3pikaMu AETONMPOU3BOJACTBA U JOKyMeHTanuu B PecnyOnuke bemapych siBisiorcs
OCJIOPYCCKUM U PYCCKHIA.

TekcTbl JOKYMEHTOB, HampaBisgeMbIXx 3a mnpenensl Pecnybnuku benapycs, moryt
COCTaBJISIThCS Ha OEJIOPYCCKOM, PYCCKOM SI3bIKax, Ha A3bIKE CTpaHbl ajpecaTa WM Ha JPYroM
WHOCTPAHHOM SI3BIKE.

70. IlpenymokeHUsT  CTPOSITCSA  COMVIACHO  OONICHPHHSATHBIM ~ TPAaMMAaTHYECKUM |
opdorpadudeckum npaBuiIaM OEIOPYCCKOTO H PYCCKOTO S3bIKOB, PEUMYIIECTBEHHBIM SIBIISIETCS
ynoTpebaeHne MPOCThIX PaCpOCTPAHEHHBIX MPEAJIOKEHUN.

71. B tokyMeHTax MPUMEHSIOT TEPMHUHBI U OTIPEJICIICHUs, YCTAHOBICHHBIC JCHCTBYIOITUMU
CTaHIapTaMH U TEPMHUHOJOTUYECKUMH CJIOBapsSMU. MHOrO3HayHble TEPMUHBI B KaXJI0M
KOHKPETHOM CITy4ae JOJKHBI YIIOTPEOISITHCS TOJIBKO B OJHOM U3 CBOMX 3HAYCHHUIA.

72. B TeKkcTe TOKyYMEHTa He JOMYCKaeTCs yIoTpeOIeHue:

MIPOCTOPEUHIA U KCIIPECCUBHBIX ()OPM Pa3TOBOPHOM peyn;

MHOSI3bIYHBIX 3aUMCTBOBAHMM NpU HAJIWYMM PABHO3HAYHBIX CJIOB W TEPMHUHOB B
0eJI0PYCCKOM MIJIM PYCCKOM SI3BIKE;

HEUYETKHUX CJIOBOCOYCTAHHM, OOOOIICHHBIX PACCYXICHHH, BOCKIWUIAHWA W TPHU3BIBOB,
00pa3HbIX CPAaBHEHUH, JMUTETOB, MeTadoD;

ab0peBHaTyp, KPOME OOIIEH3BECTHBIX MIIM PACIIM(POBAHHBIX B TEKCTE JTIOKYMEHTA;

HEHOPMATUBHOMW JIEKCUKH.

73. TekcTbl CHOXKHBIX TIO COJIEP)KAHHUIO JTOKYMEHTOB (NIPUKAa30B, PaCHOPSKCHUM,
MPOTOKOJIOB, MHCTPYKUUWA W JAp.) JENATCS Ha MYHKTHI, MYHKTHI MOTYT TOJAPA3ACNAThCS Ha
MOJAMYHKTHI, MOJIMYHKTHI — Ha ab3ampl. B Oonbmiux mo o0beMy MOKYMEHTaX MYHKTHI MOTYT
OOBETMHSTHCS B TJIABHI.

['maBbl HymMepyroTCsl apaOCKUMU LH(paMu, MOCIe KOTOPHIX TOYKa HE CTaBUTCS. [ 1aBbl
JOJKHBI UIMETh 3ar0JIOBKH, TOYKA B KOHIIE 3aroJIoBKa HE CTaBUTCS. EcCiM 3arojoBOK COCTOHT U3
JBYX MPEIJIOKEHUM, TO UX PAa3JEsiOT TOUKOW. B 3aronoBkax He AOMYyCKaeTcs MEPEHOC CIOB Ha
CIIEYIOIYIO CTPOKY, IPUMEHEHHE PUMCKUX NU(P, MATEMAaTUISCKUX 3HAKOB M TPEUECKUX OYKB.
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Hanpumep:
I'JIABA 2
MOPAOOK INTAHMPOBAHUA U PACXOJJOBAHMA CPEJICTB HA OIUIATY TPYJA

[TyHkTBI HyMepyroTcs apaOCKUMU IU(PpaMU C TOUYKOW W 3alUCBIBAIOTCS C a03alHOro
OTCTYTIA.

[ToanyHKTEI HyMEpYIOTCSl apaOCKUMHM LU(PpPaMU U 3alUCHIBAIOTCS ¢ a03aI[HOTO OTCTYyIA.
Homep moamyHKTa BKJIIOYaeT HOMEpP HMYHKTa W HOMEp MOJITYHKTA, ITOCJIE KOTOPBIX CTaBSTCS
TOYKH.

Hanpuwmep:
2.1.
2.2.
2.3.

Hymeparuss mMyHKTOB MOJDKHA OBITH CKBO3HOW JJII BCETO JIOKYMEHTA, MOAIMYHKTOB —
CKBO3HOM JIJIsI K&KIOTO MyHKTA.

A0G3a1bl He HYMEPYIOTCS ¥ BBIICNSIOTCS a03aIHBIM OTCTYIIOM.

74. B TekcTe TOKyMEHTA Nepe] KaKI0u MO3UIIUeH MepeunCICHHs, BRICIICHHONW a03aI[HbIM
oTCTynoM, Aeduc WM WHOW 3HAK He craBuTcs. [locie mepeuucieHus, KpoMme TMOCIEeIHEro,
CTaBHUTCS TOYKA C 3aIISITOH.

75. TekcThl TOKYyMEHTOB O(DOPMIIIOTCS B BUE CBA3HOTO TEKCTA, aHKETHI, TAOIUIIBI W B
BHE coeauHeHUss ATuX (opm. OmnpenenstomuM B BbIOOpEe (OPMBI MpEACTaBICHUS TEKCTa
SIBIIIETCSL XapaKTep HHPOPMAIIHH, COIEPIKAIICICS B TEKCTE JOKYMEHTA.

76. B pacniopsauTeNbHBIX JOKYMEHTaX OpraHU3alMi, JCUCTBYIOIIMX HA MPHHITUIAX
€IMHOHAYaJIus, TEKCT U3JIaraercs oT nepsoro guua eauHcrseHHoro uucina: « [ [IPUKA3BIBAIOy,
«ITPEJJIAT AYO» u np.

B pacniopsinuTenbHBIX JOKYMEHTaX KOJUIETHAIBHBIX OPraHOB TEKCT U3JIaraeTcs OT TPEThEro
nuna equHcTBeHHOTO yncia: « [ IOCTAHOBIIAET», «PEILINJI» u ap.

I'JIABA 6
TPEBOBAHHUA K O®POPMJIEHUIO JOKYMEHTOB, U3I'OTOBJIAEMBbIX C
IHOMOIbIO TEXHUYECKHUX CPEJICTB

77. Texcr mokyMeHTOB Ha OnaHkax GopmaTta A4 medaraercs Ha MUITYIIEH MalTuHKE Yepes
MOJITOpPA MEKCTPOUYHBIX MHTEpPBAJIa WIIK OJIMHAPHBIN Ha KOMITbIOTEpE, Ha Onankax gopmara AS —
Yyepe3 OJMH MEXCTPOUHBIA UHTEPBAJI WJIM TOYHO 14 NT Ha KOMIBIOTEPE.

78. IIpu Habope TeKCcTa C UCIOIB30BAaHUEM TEXHUUECKUX CPEICTB IPUMEHSETCS TapHUTYpa
mpudTa Times New Roman (Times New Roman Cyr) B 00bI4HOM HauepTaHuH, pazMep mpudra —
He MeHee 13 nT, wium MWpPUQPTH, yCTaHABIMBAEMble HOPMATHBHBIMH IPAaBOBBIMH aKTaMH.
BripaBHUBaHME TeKCTa MPOU3BOIUTCS 1O MIMPUHE JTUCTA.

B pecnyOnmukaHCKMX OpraHax rocylapCTBEHHOI'O YIPaBIEHUS U MHBIX TOCYJapCTBEHHBIX
opranuzanusx, noqunHeHHsIx [IpaBurensctBy Pecny6nuku benapyce, ohopmieHne 10KyMeHTOB
OCYILECTBIISICTCS MO0 YCTAHOBJIEHHBIM B KOMITbIOTEpax mabiaoHam, pa3mep mpudra — 15 nr.

OdopmieHre JOKYMEHTOB OCYLIECTBISIETCS C  HCIOJb30BAaHUEM IPOrPaMMHOTO
o0ecreyeHus, COOTBETCTBYIOLIETO CIEAYIOIUM TpeOOBAHUSAM:

Hanu4re (QYHKIMOHATBHOCTH, 00€CIIEUNBAIOIICH BO3ZMOKHOCTh O(OPMIICHHUSI PEKBU3UTOB
AOKYMCHTA B COOTBCTCTBUU C Tpe6OBaHI/I}IMI/I 3aKOHOA4aTCIbCTBA,

MoAJepKKa JOMMYCTUMBIX (JOPMATOB JOKYMEHTOB B 3JIEKTPOHHOM BUJIE;

MOJIJIEP>KKA METOJIOB U CPEJICTB 3AIIUTHI TEKCTA JOKYMEHTA OT PelakKTUpOBaHUs (TTapoJIbHAs
3aluTa, CO3JaHhe JOKYMEHTa, HE PEJaKTHPYEeMOro CTaHJapTHBIMHM CpeICcTBaMU M T.J.) AJs
JOMYCTUMBIX (hopMaTOB.

79. Ilpu moaroroBke TaOJHI] C MCIOJIb30BAHUEM TEXHHUYECKHX CPEJCTB BbIpaBHUBAHUE
TEKCTa MPOU3BOJUTCS MO HEOOXOAMMOCTH, C TIEPEHOCOM CJIOB. JlOMyCKaeTCsl yMEHbBIIATh Pa3Mep
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neBoro mosst 10 20 MM (Korja TEeKCT He BMEIAeTcsl), pa3Mep mpudTa TEKCTa U MEKCTPOUHBII
uHTepBan — 10 11 oT.

B pecny0nukaHCKHUX OpraHax rocylapCTBEHHOI'O YIPABJIEHUS W MHBIX TOCYAapCTBEHHBIX
opranuzanusx, nogunHeHHsx [IpaBurensctBy Pecnyonuku benapyce, mpu moaroToBke Taliuil
JIOTTYCKaeTCcsl yMEHbIIATh pa3Mep mpudTa Tekcra tTadbnun a0 13 nr.

80. [Ipu odopmieHHUN AOKyMEHTa Ha MUIIYIIEH MAIIWHKE PEKBU3UTHI, COCTOSIINE W3
HECKOJIbKUX CTPOK (KpoMe pekBu3uTa «TekcT»), meyararoT yepes3 OAUH MEKCTPOUHbBIN HHTEPBa.

CocraBHbIE YacTU PEKBU3UTOB «Anpecar», «['pud yrBepxkaeHus», «OTMeTKa 0 HaTMYUH
npuioxkenus», «I'pud cormacoBanus», «'pud HPUIOKEHUS» OTIACIAIOTCS APYr OT Apyra
MOJTYTOPHBIM MEKCTPOYHBIM HHTEPBAJIOM.

PexBU3HUTHI TOKYMEHTA OTAENSIOT APYT OT Apyra 2—3 MEKCTPOUHBIMU MHTEPBAJIAMH.

Hanpumep:
COI''TACOBAHO
1,5
Hupexrop JlenapramenTa
1
10 apXUBaM U JEIOMPOU3BOICTBY
1
MuHucTepcTBa IOCTUIIUN
1
Pecniybnmuku benapych
1,5
Hoxnucs B.M.Anamynixo
1,5
01.02.2008
2
COI''TACOBAHO
15
IIpoToxon 3aceganus
1
9KCIIEPTHOTO COBETA
15

01.02.2008 Ne 9

81. Ilpu odopmiieHnH TOKYMEHTa Ha KOMITBIOTEPE PEKBU3UTHI, COCTOSIINE U3 HECKOJIBKUX
CTpOK (kpome pekBu3uTa «TekcT»), meuataroT ¢ uHTepBajgoM To4HO 14 nt. CocTaBHBIE YacTu
pekBU3UTOB «Anpecary, «'pud yrBepxknenus», «I'pud cormacoBanusy», «['pud mpuiokeHUsD
OTIENSIIOTCS IpYr OT Jpyra OJUHAPHBIM HMHTEPBAJIOM HIIM JOMOJHUTEIbHBIM MEXKCTPOYHBIM
MHTEpBAJIOM 6 MT.

PekBU3NTHI JOKYMEHTa OTAEISIOT APYT OT ApYra MOJIyTOPHBIM MEKCTPOUYHBIM HHTEPBAJIOM.
JlonyckaeTcsi peKBU3HUTHI JOKYMEHTa OTIENATH APYr OT Apyra MpoOebHOM CTPOKOH, paBHOM
pasmepy mpudTa peKBU3HUTOB.

Hanpuwmep:

COI''TACOBAHO

OauHapHblil uimy + 6 0T
JIupexTop ydapexaecHus Touno 14 nt
«"ocynapcTBeHHBIN apXuB
Bpectckoit obmacTuy

OauHapHsblil umy + 6 0T
IMoxmuce A.I' Kapamy3osa

OnuHapHBIH Wiy + 6 1T
05.02.2019

[ToyTopHBIN WK TPOOEITbHAS CTPOKA
COI''TACOBAHO

OauHapHblil uimy + 6 0T
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HupexTop yupexaeHus Touno 14 ot
«["ocynapcTBeHHBIHN apXuB
T'omenbckoit obmacTi

OmuHapHBIH iy + 6 1T
Tlonmuce [1.M.Yepubiii

OpnuHapHslif unu + 6 ot
05.02.2019

82. MakcumarnpHas JUIMHAa CTPOKM MHOTOCTPOYHBIX PEKBU3UTOB JUJISl MUILIYIIEH MAIIMHKU
28 3HAKOB UK 73 MM Ha KOMITbIOTEPE.

83. Ilpu neyaTaHuy JOKYMEHTOB Ha MUIIYIIEH MaITMHKE UCTIONb3YIOT AEBITH CTAHAAPTHBIX
MOJIOKCHUN TalynsITopa WIM OTCTYNBl B MWUIMMETPAax OT TPAaHMIBI JIEBOTO TMOJS TIpU
oopMIIEHUH Ha KOMIThIOTEPE:

0 — rpanwuIIa JIEBOTO OIS,

1 — mocne 5 meyaTHBIX 3HAKOB OT TPAHUIIBI JIEBOTO MOJIS WK 12,5 MM;

2 — mocne 16 meyaTHBIX 3HAKOB OT TPAHMIIBI JIEBOTO ToJIs Wun 40 MM;

3 — mociie 24 neyaTHbBIX 3HAKOB OT TPAHUIIBI JIEBOTO 1MOJIs Win 60 MMm;

4 — nocne 32 nmevaTHbIX 3HAKOB OT I'PAaHMULIBI JIEBOTO MoJis Uiu 80 MM;

5 — mociie 40 rmeyaTHBIX 3HAKOB OT TPaHUIIBI JIeBOTO 1Mot win 100 mMm;

6 — mocne 48 meyaTHBIX 3HAKOB OT TPaHMLIBI JIEBOT0 Moitst win 120 Mm;

7 — mociie 56 reyaTHBIX 3HAKOB OT TPAHUIIBI JIEBOTO 1Mo win 140 Mwm;

8 — mociie 64 reyaTHBIX 3HAKOB OT TPAHUIIBI JIEBOTO OIS it 160 MM.

84. Ot HyNeBOTO MOJOKEHUS MeYaTAOTCS:

pexBU3UT «Ha3BaHue BUa TOKYMEHTa;

PEKBH3UT «3arojIOBOK K TEKCTY»;

pekBU3HT «TekcTy» (MCKII0Yast CTPOKH, HAUMHAIOIINECS ¢ a03aI[HOTO OTCTYIA);

cinoBo «IIpunoxkenue» B pekBu3uTe «OTMETKA O HATHYUU TPUIIOKEHUS;

pekBU3UT «OTMETKa 00 HCTIOTHUTETIE;

pekBU3UT «OTMETKA 00 MCIIOTHEHHH JJOKYMEHTA M HAMPABJICHUH €0 B JEII0Y;

pekBU3UT «OTMETKA O 3aBEPEHUN KOITHI;

pekBU3UT «I'pud coriacoBaHus» U HANMEHOBAHKE JOKHOCTHU B pekBu3uTe «lloamucey;

cimoa «CJIVIHAJIN», «BBICTYIIWMIW», «PEIIWIN», «IIOCTAHOBHWJINY,
«ITPUKA3BIBAIOY, «ITPEJJIAT' AKO», «OBSA3BIBAIOY.

OT nepBOro NoJjoKeHus nevaTaercs Hayayio ad3aleB B TEKCTE.

OT yeTBepTOro MOJIOKEHHUS MEYATACTCS PEKBU3UT «AIpecar.

OT mATOrO MOJIOKEHUS TMedaraloTcs pekBU3UThl «I'pud orpanumyenust nocrynay, «Ipud
yTBepKAcHUSY, «[ pud nprnoxeHus.

OT mecToro noyioKeHus rnevyaraercs pacmudpoBka noanuck B peksusute «lloamucey.

Ot cenpmoro nonoxkeHus neyararores koawl mo OKY /[, OKOI'Y u OKIOJIIL.

[Ipu odbopmiiennn nokyMeHTa Ha nucrax (popmata A4 B anp00oMHOM opueHTanuu (297 x
210) pexBusutsl «I'pu¢ orpanuueHus gocrymnay, «'pud yreepxaeHus», «'pud npumaoxeHus»,
pacmidpoBka mnoamnucu B pekBusuTe «lloamuck» medararoTcs OT BOCBMOIO IMOJIOKECHHUS
Tabynaropa (64 neuaTHbIX 3HaKa win 160 Mm).

85. [lpn HanM4MK HECKONBKUX TPHU(OB YTBEPKICHUS M COTJIACOBAHUS MX PACIOJIararoT
IBYMsI BEPTUKAIbHBIMH psiiaMu. [lpu 3TOM BTOpO# ps medaTaeTcss OT IMSITOTO TOJOKEHUs
tadynaropa (100 MM OT TpaHHIIBI JIEBOTO TOJISA), a MPpU O(GOPMIICHHH JOKYMEHTa Ha JIUCTaX
¢dopmara A4 B anbOOMHON OpHEHTAIMH — OT BOCBMOTO IMOJIOKeHus: Tadynstopa (160 MM ot
TPaHMIIBI JIEBOTO TIOJIA).

[Tpu moanucanuy TOKyMEHTAa HECKOJIHKUMU JIMIIAMH, HE TMOJAYUHEHHBIMU MO JOJDKHOCTH,
HAaUMEHOBaHMs JNOJDKHOCTEH B pekBu3uTe «lloamuce» pacronaratoT ABYMs BEpPTHUKaJIbHBIMU
psanamu. Ilpu 3TOM BTOpOW psii medaraeTcss OT MATOro mnoyiokeHust tadymsropa (100 MM oT
TPaHMIIBI JIEBOTO TOJIs1), @ TPU OPOPMIICHUN TOKyMEHTa Ha juctax ¢opmara A4 B aab00MHOM
OpPHEHTAIMH — OT BOCBMOT'0 MOJIOKeHUs Tadymsropa (160 MM OT rpaHHIIBI JIEBOTO TOJIS).
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B pecny0nukaHCKHUX OpraHax rocylapCTBEHHOI'O YIPABJIEHUS W MHBIX TOCYAapCTBEHHBIX
opraHm3anusax, noqunHeHHbIX [IpaButenscTBy PecnyOnmku benapych, HECKONIBKO PEKBHU3UTOB
«[loamuce», pacnojsaraeéMbIX OAMH IOJA APYTUM, JIONMYCKAaeTcs pasfeniarTh JIBONHBIM
MEXCTPOYHBIM HHTEPBAIIOM MJIH MPOOETLHON CTPOKOH, paBHOU pasMepy mpu(Ta peKBH3UTOB.

86. Ecim 3aroyioBok K TEKCTy MpPEBBINIACT MATh CTPOK, €ro JOMycKaeTcs MpoiJieBaTh /10
TPaHMIIBI HIECTOro TMOosoKeHus TaOymstopa (120 MM OT TpaHMIBI JIEBOTO TOJs), a IpH
opopMIIeHUH JTOKYMEHTa Ha juctax ¢opmara A4 B aqbOOMHOW OpPHUEHTAIUHA — IO BOCHBMOTO
noyioxkeHus Tadbynsatopa (160 MM OT rpaHUIIBI JIEBOTO TOJIA).

87. UckmoueH.

88. B Tekcrax mokymeHTOoB cnoBa «lIpumeuanue», «OCHOBaHHE», a TaKXKe CIOBO
«[Ipunoxenue» B pexkBusuTe «OTMETKa O HaJIMYUU MPUIOKEHHUS» TEYaTaAIOTCAd OT TPaHUIIbI
JIEBOTO TOJSI U OCTABISIOTCS OTKPBITBIMH, @ OTHOCSAIIASICS K HUM HH(POpPMAIHS IMedaTaeTcs
CTOJIOLIOM Yepe3 OJIMH MEKCTPOUYHBIA MHTEpBaJ (IIPH MMeYaTH HA MUIIYIIEH MallMHKE) UM TOYHO
14 ot (mpu Habope Ha KOMITBIOTEPE).

89. B koHI11e peKBU3UTOB (KpoMe peKBU3HUTA « TEKCT») TOUKHU HE cTaBsATCs. B cepennne cTpok
PEKBHU3UTOB 3HAKHU MPEITUHAHUS COXPAHSIOTCS.

90. B nmoxymeHTax HE OMYCKAIOTCS TEKCTOBBIE BbIACNICHUS B BUJE MOAUYEPKUBAHUSA U
nevyaTtaHus Bpa3psaaky. B crnpaBodYHO-MHPOPMAIIMOHHBIX JOKYMEHTaX JOIMyCKaeTcs JeNaTh
BbIIeTICHUS] HauOoyiee BaXKHBIX CMBICIIOBBIX YacTel TEKCTa KYPCHBOM WM MOJIYKUPHBIM
HayepTaHUEM.

TexcT TOKyMEHTOB U MHOTOCTPOUYHBIX PEKBU3UTOB OopmiisieTcs: 6e3 mepeHoca CioB.

[MponucHbiME OyKBaMU TMeYaTalOTCs: peKkBU3UT «Ha3BaHWe BUAAa TOKYMEHTa», CIIOBA
«YTBEPXJAIO», «YTBEPXJIEHO», «COI'JTACOBAHO» - B rpudax corjacoBaHus u
yrBepxkacHus, «[IPUKA3BIBAIO» — B npukazax, « [ IOCTAHOBJISIET» — B nocTaHOBIIEHUSX,
«PEINII» — B pemienusix, «OBA3BIBAIO», «ITPEJIJIAT' AFO» — B pacniopsiKE€HUSIX M YKa3aHUSX,
«CIIVIOAJINY», «BBICTYIIWINY», «IIOCTAHOBWJIN», «PEIIWJIN» - B mnpoTokomax,
¢dbamunuu pabOTHUKOB B TEKCTax MPHUKA30B M0 JIMYHOMY COCTaBy, Ha3BaHUS TIJIaB B
OpraHHU3aIMOHHBIX JOKYMEHTAX.

91. Ilpu odopmiieHnH TOKYMEHTOB Ha ABYX M 00JI€€ TUCTAaX BTOPOU M TTOCIICTYFOIITHI JTUCTHI
JOJDKHBI OBITH POHYMEpOBaHbl. HoMepa IMCTOB MPOCTaBIISAIOT B IEHTPE BEPXHET0 KOJOHTUTYIIA
apabckumu nuppamu ¢ paccrosauem 10-15 MM OT BepxHero kpas, rapuutypa mpudra Times
New Roman (Times New Roman Cyr) B 00bIYHOM HauepTaHuu, pazMep mpudra — He meHee 13
nt. [IepBbIii JIUCT HE HYMEPYETCHI.

B pecny0nmkaHCKUX OpraHax roCyJapCTBEHHOTO YIPABIEHUS U MHBIX TOCYAApCTBEHHBIX
opranuzanusx, nogunHeHHbsIx [IpaButenscTBy Pecny6nuku benapycs, pazmep mpudra HOMEpOB
nucToB — 14 .

HoBerit et mokymMeHTa He AOMYCKAaeTCss HAUMHATh MOCTEAHEH HEMOMHON CTPOKOW ab3aria.

JIOKYMEHTBI CO CPOKOM XPaHEHHS JI0 TpeX JIET BKIIOUUTEIIBHO JOMYCKAETCs MevyaTraTh Ha
JIBYX CTOPOHAX JIUCTA.

91'. JlokymeHTBI, TpeaHA3HAYEHHBIE s OOpAlleHHs B CHCTEME MEXKBEJOMCTBEHHOTO
ANEKTPOHHOTO JTOKYMEHTOOOOpOTa TOCYAApCTBEHHBIX OPraHoOB, JOJDKHBI COOTBETCTBOBATH
CIICAYIOIIUM TPEeOOBAHUSM:

OBITh TIPECTABICHHBIMU B (pOpMeE, JOCTYIMHON U MOHATHOM JJIsl BOCIIPUSITHS,

CO3J1aBaThCs B OJTHOM U3 JIOIMYCTHUMBIX (H)OPMATOB JOKYMEHTA B 3JIEKTPOHHOM BHU/IE;

COJIepKaTh PEKBU3UTHI, OOecreunBarolue UAeHTUPUKALNIO JOKYMEHTa, YCTaHOBJICHHbBIE
JUIsL TOKYMEHTOB TJAaHHOT'O BHJIa B COOTBETCTBUU € 3aKOHOAATENbCTBOM. OopmiieHre peKBU3UTOB
OCYILIECTBIISIETCSI B COOTBETCTBHM C TpeOOBaHMSAMH HacTosmel MHCTpyKIMKU U UHBIMU aKTaMu
3aKOHOJATEIbCTBA;

coJiepKaTh OJIHY WJIM HECKOJBKO AJIEKTPOHHBIX MUQPOBBIX moanuced (manmee — DIII), a
TaKXe, IpU HEOOXOIMMOCTH, JIOTIOTHUTEIbHbBIC JaHHBIE I TPOBEPKH BKIFOUeHHBIX DLIIT.
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B cinywsae mnepecbUlkKM ANEKTPOHHOW KOMHMHM JOKYMEHTa Ha OyMa)XHOM HOCHUTEINE
(MpUIIO’KEHUS K TOKYMEHTY) OHA JOJDKHA OBITh BBINOJIHEHA B [IBETHOM PEXHMME WM B PEKHUME
rpafaly ceporo U UMETh OJUH U3 TOMYCTUMBIX (OPMATOB.

I'JIABA 7
OPOPMJIEHHUE OTAEJIBHBIX BU/I0OB JOKYMEHTOB

92. B opraHm3amusx MOTYT W3/1aBaThCsi CIEAYIOUIME BHUABl  PACTIOPSAUTEIHHBIX
JOKYMEHTOB: IIPUKa3, paCOpPsHKEHHE, YKa3aHUE, IOCTAHOBIICHHE, PEILICHHE.

93. [Ipuka3 — npaBoOBOil aKT, U3aBaEMbIii PYKOBOJUTEIEM OPTaHU3AIUH, ICHCTBYIOIINM Ha
OCHOBE €IMHOHAYalIMsl, ISl pPa3pelleHs] OCHOBHBIX 3a]1a4, CTOSIIIUX Iepe]] OPraHNu3anuei.

[Mpukaspl wW3MAlOTCA Takke B CIIy4asX, KOrJa HEOOXOAMMO JOBEeCTH TpeOoBaHUs
JUPEKTUBHBIX JOKYMEHTOB BBIIIECTOSIIMX OpPraHU3aluid 10 CBEACHUS IMOAYMHEHHBIX JIHI] U
MOAYUHEHHBIX (BXOIALIMX B COCTaB, CHUCTEMY) OpraHu3aluid, HAMETUTb KOHKPETHBIC
MEPONPHUSTHS TIO UX BBIINOJHEHUIO, ONPEIEINTh OTBETCTBEHHBIX JIUL, CPOKH BBIIOJIHEHUS ITUX
MEpPOIPHUITHH.

94. PacriopspkeHHE — TIPaBOBOM  aKT, W3JaBaeMblii  €AMHOJUYHO  PYKOBOJHUTEIIEM
opraHu3anuu (KOJUIETHAIBHOTO OpraHa YIPABJICHHS) ISl PELICHUS OINEpPAaTUBHBIX BOIMPOCOB
OCHOBHOH OESITEILHOCTH.

He momyckaercs n3nanue pacropsbKeHUHM B clydasix, KOraa HeoOX0IuMO JOKYMEHTAIbHO
0 OpMUTH yIIpaBICHUECKOE PEIICHHE 10 OCHOBHBIM MPUHIUIHAIBHBIM 3a/1a4aM, CTOSIIIUM Iepe]
opranuzanueil. B aTux ciayyasx JOJKHBI U3aBaThCS MOCTAHOBJICHUS, PEILICHUS, TPUKA3BI.

95. Ykazanue — MpaBOBOHM aKT, W37aBa€MbIii PYKOBOJUTEIIEM OpPraHU3aIluu 1O BOIPOCaM
MH()OPMAIMOHHO-METOIUIECKOT0 XapaKTepa, a TAK)Ke 10 BOMPOCaM, CBSI3aHHBIM C OpraHu3aiuen
HCIIOJTHEHUS TPABOBBIX aKTOB.

He nonyckaercst Hcrionb30BaTh yKa3aHUE B KAUECTBE YTBEP)KIAIOLIETO TOKYMEHTA.

96. MckmoueH.

97. VckinroueH.

98. Ilpukas3sl U pacHopsKEHHs, M3JaBacMble B OpPraHU3alUgX, MOJpa3AeNsioTcsa Ha TPU
BHJIA: 10 OCHOBHOM JIEATEILHOCTH; 0 JINYHOMY COCTaBY; MO aJIMUHUCTPATUBHO-X03IMCTBEHHBIM
BOIIPOCAM; MOCTAHOBJICHUS W PEIICHMS — Ha JBa: 110 OCHOBHOM AEATENBHOCTH U IO JINYHOMY
COCTaBYy.

He pnomyckaercs oObenuHEHHE B OJHOM PACHOPAIUTEIBHOM JOKYMEHTE BOIIPOCOB
OCHOBHOM JI€ATENBHOCTH U 110 IUYHOMY COCTaBY.

99. Tekct pacnopsiIUTENBHOTO JOKYMEHTA, Kak MPaBHIIO, COCTOUT U3 KOHCTAaTHPYIOIIEH U
pPacropsIAUTEIILHON YaCTEM.

B xoHcTatupyromel 4acTu M3iaratoTcs LEH, 3aJaud, NPUYUHbI, (PAKThI, MOCIYKUBILIHE
OCHOBaHHUEM JJI U3JaHUS PACTIOPSIUTENHHOTO TOKYMEHTA.

[Ipy wu3naHum pacnopsAMTENHLHOTO JOKYMEHTa Ha OCHOBaHMM (BO HCIOJHEHHE)
HOPMAaTUBHOTO MPABOBOTO aKTa WM PACHOPSAUTENIBHOTO JOKYMEHTa  BBIIIECTOSIIEH
OpraHu3aly KOHCTAaTUPYIOLAs 4YacTh JOJDKHA COJEPXKATh CCBUIKY Ha 3TOT JOKYMEHT C
YKa3aHUEM €ro HaMMEHOBaHUs, AaThl, PETUCTPAIMOHHOTO UHIEKCA U 3ar0JI0OBKA.

KoHcratupyronjass 4acTe B pacnopsauTENbHOM JOKYMEHTE MOYKET OTCYTCTBOBATh, €CIH
pacrmopsANTeNbHAs YacTh HE HYXK/1aeTCsl B 000CHOBAHUMU.

B npukazax m pacnopsKeHHsSX IO JIMYHOMY COCTaBYy OCHOBAaHWE H3JaHUS JOKYMEHTA
YKa3bIBa€TCSl B KOHIIE Ka)XJOro MyHKTa. Eciii OocHOBaHWE sl M3/IaHUS HECKOJIbKUX IYHKTOB
JNOKYMEHTA SIBJISIETCS €UHBIM, OHO YKa3bIBA€TCs B KOHIIE TEKCTA.

PacnopsnurenbHas  4yacte  npukaza  HaumHaerca  cinoBoM  «I[IPMKA3BIBAIO»,
pacniopsbkenusi, ykazaHus — «OBSA3BIBAIO» wmu «IIPEJJIAT'AKO», mnocraHoBieHus —
«IIOCTAHOBJISIET», «IIOCTAHOBWJIN», pemenuss — «PELIWI», «PELINIIAY,
«PEINJIN».

PacriopsimuTenbHOE CIIOBO MeYaTaeTcs MPONMUCHBIMEI OYKBaMH OT TPAHMIIBI JICBOTO OIS, Oe3
kaBeiuek U mpooOenoB. CiaoBo «IIPEJIJIAI'AKO» ucnonb3yercst B ciydae, €ClIM HCIIOTHUTEIS
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HeNb3s 0053aTh BBIMONHATH JCHCTBHS, HE BXOJAAILIUME B €ro OOS3aHHOCTH B COOTBETCTBUH C
3aHUMAEMOM JOJIKHOCTBIO.

[Tpu ohopmeHNM paciopsHKEHUN PACTIOPSATUTENHHOE CIIOBO MOXKET OTCYTCTBOBaTh. B aTOM
cllyyae B KOHIIE KOHCTaTHPYIOLIEH YacTH CTABUTCS JABOETOYME, & UCIOJIHHUTENb (JOKHOCTHOE
JIUIO WIHM CTPYKTYPHOE MOpa3ie/ieHUE) YKa3bIBAETCS B aTEIbLHOM MaJeKe.

B npukazax u pacniopsyKeHHSX 110 JINYHOMY COCTaBY PacHOpsAUTENbHAS YaCTh HAUMHACTCS
CJIOBOM, TOYHO oOo3HadarommmM npennuceiBaemoe aeiicteue («ITPUHATby», «ITEPEBECTW»,
«YBOJIUTDb» un np.). Pacnopsaurensnoe cinoBo «I[IPUKA3BIBAIO» MokeT ucnonab30BaThCs B
TEKCTax CIIOKHBIX [0 CTPYKTYpPE MPUKA30B IO JUYHOMY COCTABY.

IIyHKTBI pacriOpsIAUTEIBHON YaCTU CIIOKHBIX 110 COACPKAHUIO IIPUKA30B U PACHOPSKCHUN
[0 JJUYHOMY COCTaBY pacIoJlaraioTcsl B JIOTMUECKOHM IMOCIIEeOBAaTeIbHOCTU: MPUEM Ha paboTy,
nepeBo/I (MepeMeleHne), yBOJIbHeHNE U T. 1.

PacniopsimutenbHas 4acTh paclopsiIUTENbHOIO JOKYMEHTa 3aKaHYMBAaeTCs yKazaHWEM
JOJDKHOCTHOTO JIMIA, OTBETCTBEHHOI'O 3a KOHTPOJIb MCIOJHEHHS BCETO JTOKYMEHTa WM €ro
OTJENbHBIX MMYHKTOB. OTCYTCTBHE YKa3aHHs 00 OTBETCTBEHHOM 3a KOHTPOJIb JIMIIE O3HAYAET, YTO
KOHTPOJIb 32 MCIIOJIHEHHEM JIOKYMEHTa OyJIeT OCYLIeCTBIATh PyKOBOJIUTENb, OT HMEHU KOTOPOTO
oH u3aaH. He gomyckaercs ucnosnb3oBanue GopmMyarpoBku «KOHTpOIIb 3a UCTIOTHEHHEM ITpHUKa3a
OCTAaBJISAIO 33 COOOM».

Ecnu pacnopsauTenbHbli TOKYMEHT OTMEHSIET paHee W3JIaHHBIM JOKYMEHT WU €ro
OT/IeNIbHBIC MTOJIOKEHHSI, B TIOCJICTHEM ITYHKTE 1aeTCsl CChUIKA HA OTMEHSIEMBbIH TOKyMEHT (IIYHKTHI
JOKYMEHTa) C YKa3aHMEeM €ro JaThl, PEruCTPallMOHHOTO HWHJIEKca M 3aroioBka. Ilpu sTom
MpPUMEHSIETCA YCTOMYUBBINA 000poT: «I[IpU3HATH YTPATUBIIMM CHITY IIPHUKA3 ... OT ... No ....».

B pacnopsauTenbHbIl TOKYMEHT He cieayeT BKIouaTh NyHKT: «lIpuka3z noectu 1o
cBeeHus ...». OTMeTKa 00 O3HAKOMIIGHHMH C PACHOPSIUTENBHBIM TOKYMEHTOM odopmisiercs
Huxke pekBu3uta «lloanuce» Ha NWLEBOI CTOPOHE MOCIEIHEro JINCTa JOKYMEHTa JIMOO Ha ero
00OpOTHOM CcTOpoHE JMOO Ha OTIACIBHOM JIMCT€ O3HAKOMIIGHHUS, MPWJIAraeMoM K
paclopsAUTEIbHOMY TOKYMEHTY.

[Ipy HEOOXOIMMOCTH O3HAKOMJICHHSI C COAEp)KaHHMEM JOKYMEHTa BCEX pPaOOTHHUKOB
opranuzanuu nyHkT «[Ipuka3 noBectu 10 cBeeHUS BceX paOOTHUKOBY 00s3aTeNeH.

100. IIpoekThl ~ pacHOpsSIUTENbHBIX  JOKYMEHTOB  IOJAJEKAT  COIJIACOBAaHUIO  C
WCIOJIHUTENISIMA U 3aUHTEPECOBAHHBIMHU JIOJDKHOCTHBIMM JHIaMH. B oOs3arenbHOM mopsake
pacropsIuTeIbHbIE JOKYMEHTBI COTJIAaCOBBIBAIOTCA C IOPUIMYECKOM CITy)KOOH OpraHu3aluu.
CornacoBaHHBIN NMPOEKT JOKYMEHTa IPEACTaBIsSeTCS Ha MOJIUCh PYKOBOIUTENO, OT MUMEHU
KOTOpPOT'O OH M3JaETCs.

101. /laTa B mpuKase, pacropsHKeHUH, YKa3aHUHU TPOCTABIISETCS JIMIIOM, €0 TOIITACABIIIAM.
JlaToii mpukasa, paclopsuKeHUs!, yKa3aHus sIBISETCS JlaTa MOITUCAHHUS.

JlaToli TOCTaHOBIIEHUS, PEIICHMs SBISETCS JAaTa 3acelaHHsl KOJUIETHAJbHOIO OpraHa,
NPUHSABLIETO pemeHue. /lata B MOCTaHOBIICHUSX, PEIICHUSX NeUaTaeTCsl MU MPOCTABIISETCS OT
PYKH.

102. PacriopsiAMTENbHBIN TOKYMEHT BCTYIAET B CHIIy C MOMEHTA €ro U3JaHus (IPUHATHS),
€CJIM B HEM HE yKa3aH MHOU CPOK.

103. TIpoToKOa — IOKYMEHT, B KOTOpOM (UKcHUpyeTcs XOoA OOCYKAECHHS BOIPOCOB U
MIPUHSATHS pEIICHUN Ha 3aCeIaHusX.

104. TIpoTOKOJIBI MO MOJHOTE OCBEIICHHS X0/1a 3aCEAAHUs JENIATCS Ha TMPOTOKOJIBI TTOJHON
(dhopmbl, KpaTKoi GOPMBI B COKpaIIEHHOH (HOPMBI.

105. TIpoTokoa  cOCTaBNIsIETCSI  CEKpeTapeM  3aceiaHusi  (CeKperapeM  IOCTOSHHO
JCHCTBYIOIIEr0 KOJUIETHAIIbHOTO OpraHa) Ha OCHOBAaHUM PYKONMUCHBIX, CTEHOrpa(UyECcKuX,
ayauo- WM JPYruX 3aluceil Xoja 3acelaHus, a TakXKe JOKYMEHTOB, IOATOTOBIICHHBIX K
3aceaHuIo (MIOBECTKU JHS, TEKCTOB U TE3UCOB JIOKJIAI0B, IPOCKTOB PEIICHUH U JIp.).

106. 3aro0BKOM K TEKCTY IPOTOKOJIA SBISIOTCS HA3BaHUE KOHKPETHOTO BHU/IA 3aCEIaHMs,
HaWMEHOBAaHME KOJUIETHAIBLHOTO OpraHa (e€Cjau OpraH He MMEET CBOero OJlaHKa) M BOMPOC (TeMa)
3aceaHus, €CJIM OH OJIUH.
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107. [JaToit mpoTOKOJIA SBJISICTCS 1aTa MIPOBEACHUS 3aCEIaHuUs.

108. TekcT mpoTOKOA IEIUTCS Ha BBOJHYIO U OCHOBHYIO YacCTH.

Bo BBOAHOW 4YacTW yKa3bIBAlOTCS WHULMAIBI U (aMWIAH Tpeaceqarelis, CeKperaps
MPUCYTCTBOBABIINX YWICHOB KOJUIETHATHHOTO OpraHa, HAMMEHOBAHMSI JIOJDKHOCTEH, (haMUIHH U
WHUITHANBI TIPUTJIAINICHHBIX JIUI, HE SBJISIOIIAXCS YWICHAMH KOJUIETHAIBHOTO oprana. ®amuimun
MPUCYTCTBOBABIINX U MPUTIIANICHHBIX YKA3BIBAIOTCS B aI()aBUTHOM MOPSIKE.

Ecnu kommdecTBO MPUCYTCTBOBABIIIKMX HA 3aCEIaHUU WICHOB KOJUIETHAILHOTO oprana 0oJiee
15 "yenoBek, TO CIUCOK MPUCYTCTBOBABIINX COCTABIISIETCS OTJCIBHO U MPUIIATAETCS K TIPOTOKOTY
C MPOCTABJICHUEM COOTBETCTBYIOMIEH OTMETKH.

Hanpuwmep:
[MpucyrcrBoBanu — 17 yenoBek (CIUCOK NpHIIAraeTcs).

Crucok MNPUITIAICHHBIX COCTABJIACTCA OTACJIBHO MW TMPHUIIAracTtcsi K MIPOTOKOIYy C
MIPOCTABJIICHHEM COOTBETCTBYIOIIEH OTMETKH, €CJIM KOJWYECTBO MpHUIIAlIeHHBIX Oomnee 10
YeIIOBEK.

B mporokosnax MONOJHUTENBHO MOXET YKa3blBaThCAd KOJIMYECTBO MPUCYTCTBYIOUIUX,
HE00X0AMMOE JJIsl TPAaBOMOYHOCTHU TPUHATHS PELICHHUS.

B npotokonax monHOW (opMBl MOCie yKa3aHUs MPUCYTCTBOBABIIUX U IMPHUTJIAIIEHHBIX
ClIeTyeT TIOBeCTKa THS. B moBecTke JHS MEepEeUHCISIOTCS BOMPOCHI, MOICKAIINE PACCMOTPEHUIO,
YKa3bIBAIOTCS (POPMBI UX U3IIOKEHHS (IOKIIA, OTYET, COOOIIeHUE, HHPOpPMAIIHs ), HAUMEHOBAHUS
JOJKHOCTEHN TOKIaIUYUKOB, X MHUIHAIBI U (DaMUITHH.

Hanpuwmep:
O xoJie NOATOTOBKH IOCYAAPCTBEHHBIX apXMBHBIX YUPEXKICHUH K OCCHHE-3UMHEMY OTOIUTEIEHOMY CE30HY.
Wudopmanns HavyansHUKa OTAENa 00ecHeYeHns: COXpaHHOCTH JOKyMeHTOB O.A.Jle1oBCcKOH.

[Ipu BBIHECEHHMHM Ha 3acelaHue JBYX M 0oJiee BOIPOCOB OHU HYMEPYIOTCS apaOCKUMHU
uuppamu. IlocnenoBaTenbHOCTh BOINPOCOB B IOBECTKE MJHS OINpPEAESeTCS] CTENEHbI0 HX
BA)KHOCTH.

OcHoOBHasg 4YacThb MPOTOKOJIa TOJHOW ¢opmbl cTpoutTcs 1o cxeme «CIIYIIAJIA -
BBICTYIINJIN — PEHIWJIN (ITOCTAHOBWUJIN)» oTAENbHO MO KaXAOMY paccMaTpUBaEMOMY
BOIIPOCY.

B paznene «CJIYIIAJIN» yka3piBatOTCsS (paMIIIAS U HHALUAIBI TOKJIATIMKA U U3JIaraeTcs
KpaTKO€ CoOJIep)KaHue BBICTYIJICHHUS. TEKCT BBICTYIUIEHUS (COOOIICHMS, JIOKJIana) MOMKET
MpuiIaratbCst K IPpOTOKOIY, O YEM JEJIAeTCsl COOTBETCTBYIOIIAs OTMETKA.

Hanpuwmep:
CIIYHIAJIN:
WBanoBy O.JI. — TeKkCT BBICTYIIICHUS IPUIIaraeTcsl.

B paznene «BBICTYITMJIN» tekcT odopmisercs aHanoruddo pazaeny «CIIYIITAJINy». B
ATOT pa3/iell 3aMHUChIBAIOTCS BOMPOCHI K JOKIAJAUYMKY U OTBETHI HA HUX.

B pasmene «PEHINJIN (ITOCTAHOBWJIN)» 3anuchIBarOTCS MPHUHATHIC PEHICHUS IO
BOIIPOCY.

B npoTokoie kpatkoii hopmbl moBecTKa IHA He odopmiisiercs. OCHOBHAS 4acTh TPOTOKOJIA
Kkpatkoit popmel crpouTtcs o cxeme «CJIYHIAJIN — PEIHUJIN (ITOCTAHOBWJIN)» 6e3 Tekcta
BoicTymieHnil. B paznene «CJIYIIAJIM» 3anuckiBaloTCS BONPOCHI MOBECTKU NIHS, B pa3feie
«PEIIMJIN (ITOCTAHOBWJIN)» — npuHATHIE pELLIEHUS.

B ciniydae BO3HUKHOBEHUS MPUHIMIHAIBHBIX PAa3HOTIACHH B MPOTOKOIAX KPaTKOH (opMbI
JOITyCKaeTcsl PUKCUPOBATH OT/ACTbHBIC BHICTYIUICHUS YUaCTHUKOB 3aCEIaHMsI.

B mporoxoiie cokparieHHON (GOpMBI IOCIIe KaXa0ro BOMpOca MOBECTKHU JHS 3alHChIBAIOTCS
MIPUHSATHIE IO HEMY PEILICHUS.
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Pemenne xoernaibHOro opraHa B MPOTOKOJIAX JIFOOBIX (POPM MPUBOAMUTCA MOTHOCTBIO.
[IpunsATHIE pelIeHusT HyMepyloTcs apaOCKuMH LupaMu, eciad UX HecKoilbko. Hymepanus He
MIPOU3BOJIUTCS, €CIIH 110 BOMPOCY MPUHATO TOJIBKO OJHO PELICHHE.

[TocTaHoBMsIOMIAs YaCTh MPOTOKOJIA 3aKAaHUYUBACTCS YKa3aHUEM JIMIA, OTBETCTBEHHOTO 3a
KOHTPOJIb UCIIOJIHEHUS PEIICHUI WM OTJENbHBIX TYHKTOB PEIICHUH.

109. IIpoTokon coBemaHus MOIMUCHIBACTCS MpeaceaareneM (MpeaceaaTeNbCTBYIOIUM Ha
3aCelaHM ) U CEKPETapPEM.

110. TTopsinok MOATrOTOBKM U O(OPMIIEHHS MPOTOKOJIOB KOJUIETHAIBHBIX OPraHoOB
OTIpeIeIIAeTCs MOJ0KEHUSIMHU 00 3TUX OpTraHax WU perjiaMeHTaMH X padoThI.

111. AXT — [OKYMEHT, COCTaBISIEMbIi KOMHUCCHEH (YIMOTHOMOYCHHBIMHU JIMIIAMU WM
JNOJDKHOCTHBIM ~ JIMIIOM), TOATBEPKIAIOMIMM  yCTaHOBJEHHbIE (DaKThl (aKThl POBEPOK,
WHBEHTApHU3aIlM1, HECYACTHBIX CIy4aeB, IpUeMa-fepeaund MaTepraIbHbIX IEHHOCTEH U JIp.).

112. 3aronoBKOM K TEKCTY aKTa SIBIISICTCS COJIEPKAHUE aKTUPYEMOTO COOBITHS. 3aroj0OBOK
aKTa JIOJDKEH COTJIaCOBBIBATHCS C HA3BaHMEM BHUJIA TIOKYMEHTa M (POPMYIHUPOBATHCS C TOMOIIBIO
OTIJIarOJILHOTO CYIIECTBUTENBHOIO B MPEATIOKHOM («aKT — 0 4eM?») WM POJUTEIILHOM MaJiexe
(«akt — yero?»).

113. Jlata akTa AOJKHA COOTBETCTBOBATH JIaT€ AKTHUPYEMOTO COOBITHS M MPOCTABISATHCS
JOJPKHOCTHBIM JIUIIOM, TIOATMCABIINM JOKYMEHT.

114. TekcT aKTa COCTOUT M3 BBOJHOW W KOHCTATUPYIOIICH YacTeu.

Bo BBOIHOI YacTH yKa3bIBaeTCsl OCHOBAHUE JJIsl COCTABIICHUS aKTa U MEePEUHCISIOTCS M,
COCTaBHUBILHME aKT U MPUCYTCTBOBABIINE IIPU 3TOM.

OcHOBaHMEM Ui COCTaBJICHUS aKTa MOXET SIBISATHCS HOPMATHBHBIM INPaBOBOH axT,
paclopsAUTENbHBI JOKYMEHT PYKOBOJIWTENSI OpraHU3alliyd WM BBIIIECTOSIIENH OpraHu3alui,
IJIAHOBOE 3aJaHKE U AP.

[Ipy mnepeuncneHUM JML, BXOIAUIMX B COCTaB KOMMCCHUU, BHadalleé YKa3bIBAIOTCS
HAaMEHOBAaHME JOJDKHOCTH, HMHULMAIBI M (paMuwiug mpencenartesis KOMHCCHH, a 3aTeM
HAaUMEHOBAHMSI TOJDKHOCTEW, MHUIUANBI U (DaMUINHN YJIEHOB KOMUCCHH B al(paBUTHOM IOPSIJIKE.
B cnyuyae yyactus B paboTe KOMHCCHUU TNPEICTaBUTEICH CTOPOHHHUX OpPraHU3allMil B aKTe MpH
HalMCaHUM  JIOJDKHOCTEH  YKa3bIBAIOTCS HAWMEHOBAaHHUS  OpraHM3allfii, KOTOpble OHU
IIPEICTaBIISIOT.

JIOMKHOCTH, MHULMAIBI U (PaMUJIMU JIML, TPUCYTCTBOBABILUX MPHU COCTABJICHUH aKTa U HE
BXO/JISIIIIUX B COCTAaB KOMUCCHH, YKa3bIBAIOTCS B aji()aBUTHOM IOPSIKE OTACIHHO.

B koHcTaTupyromieil yacTu akta u3araioTcs Leiau U 3a7a4d akKTHPOBAHMUS, JaeTcs KpaTKoe
OINMCaHHWE TMpOJENaHHONH paldoThl (€€ CYIIHOCTh, XapakTep, METOJbl, CPOKH), (UKCHPYIOTCS
yCTaHOBJICHHBIE (DAKTHI.

B KkoHCTartupyromeid dYacTH akTa MOTYT U3JaraThCsl BBIBOJBL, PEKOMEHAALUU U
MPEJIOKEHUSI COCTaBUTENEH IO YCTaHOBJEHHBIM (pakTaMm (akThl TPOBEPOK IO BOMPOCAM,
CBSI3aHHBIM C OCYIIECTBICHHEM (UHAHCOBO-XO3SHCTBEHHBIX ONEpAIMii, aKThl MPOBEPKH, aKThI
npreMa 0ObEKTOB B AKCILIyaTaluio U Ap.). BeIBOABI U MpeqiokKeHns] MOTYT ObITh M3JI0KEHBI B
pacropsauTeabHON popMe C yKa3aHUEM CPOKOB HCTIOJIHEHHSI ITPEIMHCHIBAEMbIX AEHCTBUI.

Ecnu B akte oTpaxkaercs psa (pakToB, TEKCT aKTa JAEIUTCS HA MYHKTHI.

B KoHIIe TeKCTa YKa3bIBAIOTCSI CBEJIEHUS O KOJIMYECTBE IK3EMILISPOB aKTa.

Hanpuwmep:
CocraBieH B 3 3K3eMIUIIpax:
1-i1 5k3. — B memo Ne 10-11
2-11 9K3. — TUPEKTOPY UHCTUTYTA
3-ii 3K3. — B OyXTaJITepPHIO HHCTHTYTA

Uucno 9K3eMIUISIPOB aKTa OIpenesseTcss HOPMATHUBHBIMU TPABOBBIMH aKTaMH H (WIIH)
MPaKTHYECKOM HEOOXOIUMOCTHIO.

115. AKT NOJMUCHIBAE€TCS BCEMHU JMIAMU, MPUHUMABIIMMHU Y4YacTHE B €r0 COCTaBJICHUHU.
[Ipn moxamucanum akTa yKa3bIBaeTCS paclpeecHUue OO0sS3aHHOCTEH WICHOB KOMHCCHH 0e3
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yKa3zaHus UX AoJKHOcTel. [lepBoil mpocTaBiseTcs: moANUCh NMpeaceaaTeNiss KOMUCCHH, TTOJITICH
YJICHOB KOMHCCHH PACIIOIaraloTcs B aiaBUTHOM MOPSIIKE.

Jluna, uMeromuye 3aMeyaHUs MO COAEPKAHUIO aKTa, TMOAMKMCHIBAIOT €ro € OTMETKOU
«3amedaHus mpuiaraTcs». TeKCT 3aMevYaHmii H3IaraeTcsi Ha OTACIBHOM JIUCTE, HEOOBIIHE 110
00beMy 3aMeuaHusl T0MyCcKaeTcss ((UKCUPOBATH HA CAMOM aKTe.

116. AxThl, TPEANHUCHIBAIONINE BBIMOTHCHUE ONPEICICHHBIX JIEHCTBUH, TOJUIekKAT
YTBEPKACHUIO. AKT YTBEP)KIAETCsl JOJDKHOCTHBIM JIMILIOM, Y€l PaCIOpSIUTENbHBIN JTOKYMEHT
(ycTHOE pacropsiKeHre) sIBUJICS OCHOBAHHUEM IS COCTABIICHUS aKTa.

117. AkTel (crpaBKH) TPOBEPOK IOJMUCHIBAIOTCS B COOTBETCTBHU C TPEOOBAHHUSIMU
3aKOHOAATENHCTBA B chepe KOHTPOIBHOUN (Ha30pHON) e TEIBHOCTH.

118. JoknagHas 3amucka — WH(GOPMAIIMOHHBIA JTOKYMEHT, aJIpeCyeMBbId BBIIIECTOSIIEMY
PYKOBOJUTENO B TOPSAIAKE MPSIMOTO MOJYUHEHUS U COACPIKAIUN 0OCTOSITENLHOE H3I0KCHHE
KaKoro-aubo0 BOmpoca ¢ BHIBOJIAMU U MPEAJIOKEHUSIMHA COCTABUTEIIS.

119. B 3aBHCHUMOCTH OT COACPKAHMS U [[EICBOT0 HA3HAYCHHUSI IOKJIATHBIC 3aITUCKH JIEISITCS
Ha WHUIMATHBHBIC (BHECCHHE TPEIJIOKCHUM, H3JI0KEHHUE TPOChObI, (HDAaKTOB, SBJICHHI) H
OTYeTHBIE (O XOJe, COCTOSHUHU, 3aBEPIICHUH paOOT, BBHIMOJIHCHWH TMOPYYCHHH, IUIAHOB, O
pe3ynbTaTax KOMaHIUPOBKH, TPOBEPKHU U T.1I.).

120. B 3aBucHMOCTH OT ajjpecaTa JOKJIaIHbIC 3alMUCKH IENATCS Ha BHYTPSHHHE U BHEIITHUE.

BHyTpeHHue JokiamHble 3amUCKUA  apecylOTCs PYKOBOAMTENIO OpraHu3alud U
o(opMIISIIOTCS HA CTaHAAPTHBIX JUcTax Oymaru Gpopmarta A4 umm AS.

Bueurnue nokiaaHble 3aIUCKU aAPECYIOTCSI PYKOBOJIUTEINIO BRIILIECTOALIEH OpraHU3aluy U
odopmisroTCs Ha 001IEM OJIaHKe.

121. TekcT DOKIIAOHOM 3aIIMCKA COCTOUT U3 BBOIHONW M OCHOBHOM YacTeli.

B BBO/IHOI yacTu M3mMaraeTcsi COCTOSIHUE BONpOca, (haKThl, MOCIYKUBLINE TPUYHMHON JUIS
COCTaBJICHUS IOKYMEHTA, TPOBOAUTCS UX aHAJIH3.

B oCHOBHO# 4acTu TOKIAHON 3aMMCKH U3JIAral0TCs BBIBOJIBI, MPEATIOKEHUS, TPOCHOBIL.

122. BuyTpeHHue AOKJIaJgHble 3alMCKU MOJIMUCHIBAIOTCS MX COCTABUTEISIMHU, BHEIIHHE —
PYKOBOJUTENIEM OpPTaHU3AIIHH.

123. JlaTo¥ moKiIagHOM 3aMMCKH SBIISICTCS JAaTa €€ MOIIMICaHHS.

124. CnpaBka — HWHQOPMAIIMOHHBIA JTOKYMEHT, COAEpXKAIMKA ONMUCaHue U (WJIH)
MTOATBEPKICHUE TE€X WM UHBIX (PaKTOB CIy>KeOHOTO Miu onorpaduyeckoro xapakrepa. CrpaBka
COZICP)KUT KOHCTATAIMIO KaKUX-INOOo (pakToB Oe3 MHEHMsS aBTOpa O CYIIECTBE H3JIaracMbIX
BOIIPOCOB.

125. B 3aBUCHMMOCTH OT COJEp)KaHUS W LEJICBOT0 HA3HAYCHHUS CIPABKH JEIATCS Ha
Cl1y>)keOHbIE U JTHUYHBIE.

CnyxebHast cripaBka — O(UIIMATBHBIA TOKYMEHT, COACpXAIIUN CBEIEeHUS 00 OCHOBHOM
NesITeIbHOCTH OpraHu3auy (O ITaTHOW YMCIEHHOCTH, O BBHIOJHEHHUH IIJIaHOB, 3aJaHUM U 1Ip.).

JInunas CIIpaBKa — OpUIHATTEHBIHA IOKYMEHT, MTOATBEPK AT I CBEICHUS
Oounorpaduyeckoro u (WJIn) CIIyKeOHOTo XapaKkTepa M BbIJIaBaeMblid TPaKIaHUHY (0 MECTE pabOThI
Y 3aHUMaeMOM OJKHOCTH, O Tiepruoie paboThl, 0 pa3mMepe 3apaboTHOM IIIaTHI U 1. ).

126. B 3aBucuMoOCTH OT ajipecaTta CIpaBKH JESATCS Ha BHYTPCHHUE U BHEIITHUE.

BHyTpeHHUE CHpaBKU aIpecyloTcs PYKOBOIUTENO OpraHU3anuud U O(OpMIISIOTCS Ha
CTaHJAPTHBIX JIncTax Oymaru ¢popmara A4 umm AS.

BuemHue cpaBku aapecyroTCs pyKOBOIUTENIO BBIIECTOSIIEH OpraHU3aluy, CTOPOHHEN
OpraHu3anvi Wik GU3NIECKOMY JUIY U O0QOPMIIIOTCS Ha 0OIIeM OJIaHKe WIIM CTaHIapTHBIX
muctax Oymaru ¢popmara A4 ninm AS ¢ UCIIOJIB30BaHHEM YIIJIOBOTO IITAMIIA.

127. TekcT CiyKeOHOW CHpaBKA MOXKET O(POPMIIATHCS B BHUJIIEC TAONHIIBI, JIEITUTHCS Ha
MYHKTBI, TIOJITYHKTHI, IMETh MOSICHEHUS U CCHLTKH.

[lepuon BpeMeHH, K KOTOPOMY OTHOCSITCSI IPUBOJIMMBIE B CIIPaBKE CBEICHHUS, BKIIOYAETCS
B 3ar0JIOBOK K TEKCTY JTHOO0 TOMEIIaeTCs Mepel TEKCTOM.

Hanpuwmep:
ITo cocrostauro Ha 11.05.2008
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NN
3a mepuon ¢ 01.01.2007 mo 31.12.2008

B nu4HBIX cripaBKax 3aroJioBOK JOIMYCKAeTCsl HE YKa3bIBaTh.

128. TexcT AMUHOW CIIPaBKU HAUYMHACTCA C yKa3aHHs (aMHIUU, COOCTBEHHOTO MMEHU U
oTYecTBa (€CJIM TaKOBOE MMEETCs) JIMIa, O KOTOPOM COOOIIArOTCs cBeAeHus. He momyckaercs
HCITIOJIb30BAHUE PEUEBBIX 0OOPOTOB «BBIAHA HACTOSILANY, «ICHCTBUTEIBHO paboTaeT.

[Ipy  HanMuuMKM  UCHONB3YIOTCS  TUIMOBBIE  (OPMBI  CIPAaBOK,  YTBEP)KIAAeMble
pecnyOIMKaHCKMMHM ~ OpraHaMHd  TOCYJapCTBEHHOTO  YOpPaBJICHHS B yYCTAHOBJICHHOM
3aKOHOJATEIHCTBOM IOPSIJIKE.

129. Buemnue cripaBKy NOANHMCHIBAIOTCS PYKOBOAUTENIEM OpraHU3alUH, BHYTPEHHHE — UX
cocraBuTensiMi. CrpaBku, 3a coJiepsKaHHE KOTOPBIX HECET OTBETCTBEHHOCTbh HECKOJBKO JIMII,
MOJINMCHIBAIOTCS BCEMHU COCTABUTEIISIMHU.

130. UckmtoyeH.

131. JlaToii cripaBKu SIBJISETCS JaTa €€ MOANUCAHMS.

132. Pa3HOBUIHOCTBIO  CIIY’)KEOHBIX CIPABOK SIBIISIIOTCS  CBOJAKH (00 HMCIOJHEHUU
JOKYMEHTOB, CBOJIKA IPEUIOKEHUH U T.11.). CBOAKH OQOPMIISIOTCS B BUJIE TaOIUI], IpauKOB.

133. [Iucbmo — 0000IIEHHOE Ha3BaHHWE PA3JIMYHBIX IO COACPKAHUIO JIOKYMEHTOB,
BBIJICJIIEMOE B CBSI3M C OCOOBIM CIOCOOOM Mepenauu TekcTa (Iepechulka Mo MOoYTe W APYrHM
KaHaJIaM CBSI3H).

134. B 3aBHUCHMMOCTH OT COJCpXAaHUS pPA3IUYAIOTCA CIEAYIOIIME PAa3HOBUAHOCTU
CIIy’)keOHBIX ~ MHCEM: [MHUChMa-3alpoChl, MHCHbMa-OTBETHI, MHCbMa COMNPOBOAUTEIbHBIE,
peKIaMalMOHHbIC, TApAaHTUITHBIC, HATTOMUHAHWS, U3BEIICHUS, IPUTIIALICHUS U JP.

135. [Tucema cocTaBisOTCA B CTPYKTYPHBIX MOAPA3/IEICHUSIX, B KOMIIETEHLIUIO KOTOPBIX
BXOJIUT PELICHUE COOTBETCTBYIOLINX BOIIPOCOB.

136. [Ilucbma TOANMKMCHIBAIOTCS PYKOBOAUTEISIMH OPraHU3allMM HW €€ CTPYKTYPHBIX
MOJIPA3/IEIeHUI COTIACHO MX KOMIIETCHLIMU U paclpe/leIeHUI0 00s13aHHOCTEH, 3aKpEIUIEHHBIM B
JIOKQJIbHBIX MTPABOBBIX aKTaX OpraHHU3aIliH.

137. JlaToi nucbMa SIBIIETCS JaTa €ro MOAIMUCAHHUS.

137'. TluckMo B  OSNEKTPOHHOM BHJE, OTIPABISEMOE IO DJIEKTPOHHOH MouTe,
MH(POPMALIMOHHBIM CHCTEMaM BEIOMCTBEHHOTO (KOPIIOPAaTUBHOIO) WM MEXBEIOMCTBEHHOTO
AJIEKTPOHHOTO IOKYMEHTO0000pOTa, oopMIIsieTcs 1o (opMe COTIIACHO TPUIIOKEHHUTO 3.

I'JIABA 8
OPI'AHM3AINUA JOKYMEHTOOBOPOTA. PETUCTPALIUA JOKYMEHTOB.
NHOOPMAIIMOHHO-ITIOUCKOBBIE CUCTEMBI 110 JOKYMEHTAM
OPI'AHU3 AU

138. Opranu3zamus 10KyMeHTO00OpOTA:!

138.1. 1OKyMEHTOOOOPOT — ATO JBMKEHHE TOKYMEHTOB B OpraHU3aIlMd C MOMEHTAa HX
MIOJIYYCHUS WITH CO3JaHMsI 10 3aBEPILICHUS UCTIOTHEHMSI, OTIPABKY WU HAMPABJIICHUS B JIEJI0;

138.2. opranuzanus J0KyMEHTO000pOTa JOJKHA OTBEYATh CJICIYIONIUM TPEOOBAHUSIM:

OTIEPaTHUBHOCTH MIPOXOKACHUS JOKYMEHTOB;

HCKJIFOYCHHE HE 00YCIIOBJIICHHBIX HEOOXOAMMOCTHIO MHCTAHIIMHA TIPOXOXKICHUS U ICUCTBUI
C TOKyMEHTaMH,

coOJI0JICHNEe MaKCHUMAJIBHOTO €AUHOO00pa3us TopsKa TMPOXOXKACHUS W 00paboTKu
OCHOBHBIX KaTerOpHii TOKyMEHTOB.

[Tpoxoxaenne u 0o0pabOTKa OCHOBHBIX KaT€rOpuil JOKYMEHTOB B OpraHU3AIMH JTOJDKHBI
OCYIIECTBISTBCS CTPOTO B COOTBETCTBHM CO CXEMOM TPOXOXKICHUS JIOKYMEHTOB,
paspabateiBaemoit ciryx6oi [IOY u yTBepKaaeMoit pyKOBOJCTBOM OpraHU3AIlHH;

138.3. opranuzanus JA0KyMEHTOOOOpOTa TMpH TPUMEHEHHWH CPEICTB aBTOMAaTH3alUU
JIETOTIPON3BOICTBA JOJKHA o0ecIeunBaTh COBMECTHUMOCTh TPaAUITMOHHOM n
aBTOMAaTH3MPOBAHHOM 00pabOTKU JOKYMEHTOB.
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139. Perucrpanus 10KyMEHTOB:

139.1. peructpanusi JAOKYMEHTa — 3alHUCh YYETHBIX JAHHBIX O JOKyMEHTE B
pPEruCTpallMOHHON (hOpMeE C MPUCBOCHUEM €MY PETUCTPAIIMOHHOTO HHEKCa, GUKCUpyromas hakT
€r0 CO3JIaHusl, IOMyYEHUS WA OTIIPABKH;

139.2. peructpanuu MOJIEKAT BXOJAIINE, HWCXONAIIAE W BHYTPEHHHE JOKYMEHTHI,
TpeOyrole yuyera U UCHOIHEHUs. JIOKYMEHThl PeruCTpUPYIOTCS HE3aBUCHMO OT CIocoba ux
CO3/1aHUs, IEpPeIauy WU TIOCTABKU;

139.3. Hepeructpupyemble JTOKYMEHTHl BKIIOUAIOTCS B IE€PEUYCHb JTOKYMEHTOB, HE
MOJICXKAIIUX PETUCTPAIH, pa3padaTeiBaeMblid Ciry>x00i JIOY u yTBepk1aeMbIii pyKOBOAUTEIIEM
OpraHH3aIiiy;

139.4. peructparusi BXOASIINX, UCXOANIMX U BHYTPEHHUX JOKYMEHTOB B OpTaHHM3alldd
OCYIIECTBISIETCS IEHTPAIN30BaHHO B ciryxoe 10V

139.5. nenenTpanuzoBaHHas perucTpanms JIOKYMEHTOB JOTTyCKaeTCs npu
TEPPUTOPUATBHOM Pa3o0IIeHHOCTH CTPYKTYPHBIX noipa3iesieHui OpTaHH3aIHH.
JleleHTpai30BaHHON pETUCTpallMi TMOMJIEKAT TaKXKe OTHENbHbIE KAaTerOpuu JOKYMEHTOB,
PETUCTPUPYEMBIX B CTPYKTYPHBIX MOAPA3ICICHHUSIX OPTaHU3aI[MN COTIACHO pa3padaThiBaeMOMY
cyx6oii JIOY u yTBepkmaeMoMy PYKOBOJIWTEIEM OpraHU3aIlMU TEPEUHIO JTOKYMEHTOB, HE
noJuIeXamux —perucrpauuu  ciayx6oir  JIOY (mepBuuHas u  oT4eTHas Oyxrairepckas
JOKYMEHTAIHs, TIOKYMEHTALUS [0 MaTepHalIbHO-TEXHUUYECKOMY CHA0KEHHUIO U . );

139.6. peructparus BXOASIIUX U HUCXOMSIIUX JOKYMEHTOB, IEpelaBacMbIX 10 KaHalIaM
ANEKTPOCBSA3U ((haKCUMMIIbHASL CBA3b, DJEKTPOHHAS MOYTa U JAp.), MPOU3BOJIUTCS B TOM K€
MOPSAZIKE, YTO ¥ IOKyMEHTOB, TIEpEAaBaCMbIX 110 TIOYTE UITU KYPhEPCKOU CBSI3BIO;

139.7. nns  perucTpanMu BCEX KATErOpUH BXOMSMIIMX, HCXOMAINMX ¥ BHYTPEHHHX
nokymeHnToB 3amosiHsercs PKK Ha OymMa)kHOM WM DIEKTPOHHOM HOCHUTENE, COJAep Karias
COBOKYITHOCTb PErHCTPAllMOHHO-YYETHBIX CBEJEHUH O JOKyMeHTe, Mo ¢opMe COrIacHO
MIPUIIOKEHUIO 6.

CocraB u mpaBuiia 3amojdHeHUs1 o0s3aTenbHbIX pekBu3uTOoB PKK ompenenensl cormacHo
npuinoxenunto 7. Cocras pekBu3uToB PKK MoxeT ObITh omonHeH pekBu3nTamu: «cronHuTensy,
«Pacriicka HMCTONMHUTENS B TOJNYYEHUH JOKYMeHTa», «Xoj wucnoiaHeHus» u ap. I[lopsamox
PaCTONIOKEHUS TOMOTHUTEIBHBIX PEKBU3UTOB HA KAPTOUKE OMPENEIsIeTCS OpraHu3aiuei;

139.8. u3 PKK dopmupyroTcs crpaBo4yHbIE W KOHTPOJIBHBIE KapTOTEKH U (WIH)
aBTOMATHU3MpPOBaHHBIC 0a3bl (0AHKU) JAHHBIX, C TMOMOIIBI0 KOTOPBIX OCYIIECTBISIOTCS
crpaBoyHasi paboTa MO JOKYMEHTaM M KOHTPOJb 3a CpOoKamMH HX HcroiiHeHus. KomudecTtBo
sx3eMiuisipoB PKK Ha OymakHOM HOcHTele, 3aroyiHAeMON Ha TOKYMEHT, ONpPEAeIseTCs YUCIOM
CIPAaBOYHBIX U KOHTPOJIbHBIX KAPTOTEK;

139.9. xxypHanbHas ¢dopma pErucTpany JOKYMEHTOB JOIMYCKAETCS B OpPraHU3aLUsAX C
HE3HAYHMTEIbHBIM 00BhEeMOM J0KyMeHTooOopoTa (10 600 mokymeHToB B rom). KypHaibl
perucTpany JOKYMEHTOB BeayTcss 1o ¢opmaMm coryiacHo mnpwiokeHusm 8 u 9. Ilpu
HE0OXOIMMOCTH KypHAJIbI MOTYT OBbITh JOMOJHEHBI Ipadamu «Pacnucka B momydeHun», «Bun
JTOoKyMeHTa», «CpOK MOJYyIeHHS OTBETa» U JIp.;

139.10. pemenue o BeIOOpe (HOpPMBI perUcTpaIiiy JOKYMEHTOB B OpraHu3auu (KapTOYHON
WJIH JKYPHATBHOMN ) 3aKPETUISIETCS B JIOKAJILHOM IPAaBOBOM aKTE;

139.11. npu peructparuu Kax10My JOKYMEHTY IPUCBAUBACTCS PETUCTPAIIMOHHBIN UH/IEKC,
KOTOPBIN MpeAcTaBisieT coboil mudpoBoe wim OykBeHHO-IU(poBoe 0603HaueHNe. OH BKIIOYAET
B ce0sl MOPSAIKOBBII pErucTpaliOHHBI HOMEp, MPUCBOCHHBIN JTOKYMEHTY MpPHU CO3JaHUU WU
MOJIY4E€HUH, KOTOPBIA MOXET OBITh JOTIOJTHEH MHIEKCOM JIelia 0 HOMEHKJIATYpe JIeJ, HHACKCOM
MPUMEHSIEMOT0 B OpraHu3aluu Kiaccu(ukaTopa KOPPECIIOHACHTOB, BOIPOCOB ACSITEILHOCTH U
TOMY TIOJIOOHBIM, a TAKXKE IPYTUMH MOMCKOBBIMH MMPU3HAKAMH.

140. ITpuem, peructpanys U UCTIOTHEHUE BXOIAIINX TOKYMEHTOB:

140.1. Bcst moctynaromasi B OpraHu3alfio KOPPECIOHACHIUSA, B TOM YHCIE IMOCTYIHBILAS
0 AJIEKTPOHHOU MOoYTe, HHPOPMAIIMOHHBIM CHCTEMAaM BEJOMCTBEHHOI'O (KOPIMOPATUBHOTO) WIIH
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MEXBEJIOMCTBEHHOT'O JJICKTPOHHOTO JIOKYMEHTOOOOpOTa, MpUHHUMAETCs W oOpabaTbiBaeTCs
ciyx60it JI0VY;

140.2. 10 BCKpBHITHS KOHBEPTOB (MAKETOB) MPOBEPSIOTCS MPABHJIBHOCTH JOCTaBKU (IO
azipecy Ha KOHBEpTE), [IEIOCTHOCTh YIAaKOBKH, COXPAHHOCTH TeUaTeH.

Omub04YHO [OCTaBIIEHHAs KOPPECIOHAEHIMS HAMpaBiseTCss [0 HA3HAYEHHUI0, a IpH
HEBO3MOXKHOCTH YCTAHOBIICHHS aJipecaTa BO3BPAIIAETCS OTIPABUTEINIO C MOMETKON «OmmrbouHO
JOCTaBIICHOY;

140.3. mocTynuBIIne KOHBEPTHI (ITAKETHI) BCKPBIBAIOTCS, 32 UCKIIIOUCHHEM TPUCIIAHHBIX B
azipec OOILECTBEHHBIX OpPraHU3alMi WM UMEIOIIUX NOMETKY «JIMuHO», KOTOpble NepeaaroTcs
azpecary.

VYnakoBka JOKYMEHTOB, MOCTYNMBIIMX Ha ChEMHBIX MAIIMHHBIX HOCHUTENAX (IHMCKaXx,
IMCKeTax W Jp.), HEe BCKpBIBAeTCs, 00pabOTKE TMOAJICKUT TOJNBKO COMPOBOIUTENbHAS
JIOKYMEHTaIUS;

140.4. mocne BCKpBITUSI KOHBEPTOB (IIAKETOB) MPOBEPSIOTCA KOMIUIEKTHOCTD U COXPAHHOCTh
BIIOJKEHUM.

B cnyuae mnoBpexaeHHs KOPPECIOHAECHLUNM M HEBO3MOXKHOCTH €€ HCIOJIb30BaHUs
COCTABJISICTCSI AKT, OAMH 3K3EMIUIIP KOTOPOIO BMECTE € MOBPEKACHHOM KOppECIOHIEHIMEN
HaNpaBJsSIETCs] OTHPABUTEIIO, BTOPOI ocTaercs B ciyxoe JJOVY.

OtcyrcTByromue B KOHBEpTax (IakeTax) AOKYMEHTBI, OTAEIbHBIC JIUCThI, MPHUIOKEHUS
3alpalIuBaOTCd y OTIPABUTENS, a HA JOKYMEHTE CTaBUTCS OTMETKAa «J{OKyMEHTBHI (JIHCTHI,
MIPUIIOKEHHS ) 3aTpeOOBaHBI» C YKA3aHUEM JIaThl 3aMpoca;

140.5. mocne BCKpITHSA KOHBEPTHI (ITAKEThl) YHUUYTOXKAIOTCS, 38 UCKIIOUEHUEM CIICTYIOLTHX
CIIy4yaeB:

JaTa Ha OTTUCKE KaJICHIapHOTO ITeMIIENsi He0OOXOMMa KaK CBUETENbCTBO AAThl OTIPABKH
WM NOJY4YEeHUs JOKYMEHTA,;

Ha JIOKyMEHTE OTCYTCTBYET PEKBHU3UT «/laTa JOKyMeHTay;

JlaTa JOKyMEHTa CYILECTBEHHO OTJIMYAETCS OT J1aThl €T0 MOJyYSHHUS;

B IIOJIy4YEHHOM JIOKYMEHTE HeT 00paTHOTro ajpeca OTIPaBUTEII.

B ykazaHHBIX cioy4asx KOHBEPT IPUCOEAMHSAETCS K JOKYMEHTY M IIOCIE HCIIOJIHEHMS
JOKYMEHTA MOIINBACTCS BMECTE C HUM B JIEJIO.

AnpecHble SpIBIKM KOHBEPTOB U IAKETOB COXPAHSIOTCS B ClIydae IOCTYIUICHHS
KOPPECTIOHICHIIMH HaJIOKEHHBIM IUIATEXKOM JUIS MPEACTABICHUS C OTYETOM B OyXTalTEepHIO B
Ka4yecTBE OIPABJATENbHBIX TOKYMEHTOB;

140.6. Ha Bcex MOCTYNMBIIMX JOKYMEHTaX B INPAaBOM HW)XKHEM YIJIy IIEpBOro JIHCTa
IIPOCTABIISICTCA OTMETKA O MOCTYIUIEHUH (PErMCTPALlMOHHBIM IITaMI BXOJAIIMX TOKYMEHTOB).
[tamn mpocTaBnsieTcs HAa KOHBEPTE (TaKeTe), €CIIM KOPPECIIOHICHIINS He BCKPBIBACTCSL.

JIOKyMEHTBI, IIOJJIEXKALIE PETUCTPALIMM B CTPYKTYPHBIX MOJpPa3AC/IEHHX, IEPEJAIOTCS 110
HA3HAYEHUIO MCIIOJHUTEISAM C IPOCTABICHUEM Ha HUX PETUCTPAIMOHHOTO IITamIla, B KOTOPOM
IIPOCTABIISETCA AaTa MOCTYIUIEHUS.

Ha HepeructpupyeMmbIX DOKyMEHTaX, MEYATHBIX H3JAHMSX, TOKYMEHTaX-TNPHIIOKEHUSIX,
OJ1aHKaX JOKYMEHTOB PETUCTPAL[MOHHBIN IITAMII HE POCTaBIISETCS;

140.7. BXoadie JOKYMEHTBI JOJDKHBI OBITh 3aperMCTPUPOBAHBI B JI€Hb IMOCTYILICHHS.
PerucrpalinOHHBIM MHJEKCOM BXOJSIIETO JOKYMEHTA ABISAETCS MOPAIKOBBINA PErMCTpallMOHHbIN
HOMEp, MPUCBANBAEMBII B ITpeJesiax AeIONPON3BOICTBEHHOTO ro1a, KOTOPBIH MOCIIE HCTIOHEHHS
JOKYMEHTA JIONOJHAETCA UHIEKCOM Jiejla IO HOMEHKJIAType /1€ B COOTBETCTBUU C OTMETKOM 00
WCTIOJTHEHUH JIOKYMEHTA U HaIlpaBJIEHUH €0 B JIEJI0;

Hanpuwmep:
512/1 -29

140.8. 3aperucTpupoBaHHbIE TOKYMEHTHI nepeaatorcs u3 ciyxosr JJIOY Ha paccmorpenue
PYKOBOJCTBY. JIOKyMEHTBI, HE TpeOYIOIIHME PEIIeHUs] PYKOBOJICTBA, IIEPEAAIOTCS UCTIOTHUTEISIM
COTJIACHO WX KOMITETEHIIHH.
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JIOKyMEHTBI paccMaTpuBalOTCs, KaK MPaBUJIO, B JIEHb MX MOCTyIUIeHHUs. Teraerpammsl u
IpYTU€ CPOUYHBIE JOKYMEHTHI IIEPENAIOTCS PYKOBOAUTEIIO [0 MEPE MOCTYIIICHUS;

140.9. pe3ynbTaThl pacCCMOTPEHUS TOKYMEHTOB OTPAXKAIOTCS B PE30JTIOIHH.

Pezomonnst nepenocutcs B PKK. Jlokyment ¢ ogaum sx3emiuisipom PKK cioyx6oit JIOY
HaIpaBIIAETCS MCIOJHUTENIO, & MPU HAJMYUU HECKOJBKHUX HCIIOJHUTENEH — OTBETCTBEHHOMY
UCIIOJIHUTEIIO, YKa3aHHOMY B pe3omtonuu nepBeiM. OauH 3x3eMiuisip PKK ocraercst B cimyx6e
JOV.

Ecnu 1oKyMEHT corylacHO pe3oitoluu TpeOyeT KOHTpouis ucrosHeHus, sk3emmusip PKK
nepenaeTcsi B KOHTPOJbHYIO CIYXOy WM JIMIlY, OTBETCTBEHHOMY 3a KOHTPOJb MCIIOJHEHUS
JTOKYMEHTOB;

140.10. mpu HEOOXOIUMOCTH CPOYHOTO HCIIOTHEHHUS WM O3HAKOMIICHUS C JIOKYMEHTOM
HECKOJIbKUX CTPYKTYPHBIX MOJpa3/eleHuil (IOJKHOCTHBIX JHUIl) B ciyx6e JJOY ¢ mokymeHra
CHUMaeTcs HeoOXOJUMOe KOJMYECTBO KOMHUM, KOTOpbhIE OJHOBPEMEHHO HAIpaBIISIIOTCS Ha
ucnonuenue. [1oUIMHHNK TOKYMEHTa MepeIaeTcss OTBETCTBEHHOMY MCIIOTHUTEIO ¢ IIOMETKOM O
nepenavye KOMHUM COMCIONHUTENSIM. JJOKyMEHT nepenaercss MCHOJHUTENSIM O0YEPEIHO, €Cln
pa3MHOXKEHHE JOKYMEHTA HE pa3pelaeTcsl.

Jlis  ycKOopeHusi TPOIECCOB HCIOJHEHUS JOKYMEHTOB, a TaKke B CIPaBOYHO-
MH()OPMAIIMOHHBIX LETSAX JOKYMEHTHI Ha OyMaXHBIX HOCHUTEIISX, IIOCTYIAOIINE B OPTaHU3AIIHIO,
MOTYT MEPEBOAUTHCS B AIEKTPOHHBIN BUJI TyTEM CKaHUPOBAHUS WM UHBIM criocoooM. Hammuune
ANEKTPOHHOW KOMUU JOKYMEHTa Ha OyMa)XHOM HOCHTENE HE OTMEHSET HEeoOXOIUMOCTU
OCYILIECTBJIEHUS C MOCTYNMUBIIUM JOKYMEHTOM Ha OYMa)KHOM HOCHUTEJIE JI€TIONPOU3BOICTBEHHBIX
orepanui, yCTAaHOBJIEHHBIX HAacTOsAIeH MHCTpyKIMel, B TOM Yuciie B YacTu (hOPMUPOBAHUS €TO
B JIEJIO.

JIBIDKEHHE JTOKyMEHTa B IPOLECCE €r0 UCMOMHEHUS (PUKCHPYETCsl BO BCEX IK3EMILIApax
PKK;

140.11. nokymeHThI, 3aperucTpupoBanHble B ciayxOe JIOY, He momiexar NOBTOPHOU
pETrUCTpalvK B CTPYKTYPHBIX MOAPA3IEICHUSX;

140.12. nokyMeHTBl TepelalTCs Ha PACCMOTPEHHE PYKOBOIUTENIO CTPYKTYpPHOTO
MOJpa3JelieHuss WM €ro 3aMECTUTENI0 COIVIACHO YCTAHOBJIIEHHOMY paclpeieseHUIo
00s13aHHOCTEH;

140.13. toKyMEHT C MOMEHTA TOCTYIUICHUS 1O 3aBEPIICHUs] WUCIIOTHEHUS HAXOIUTCSA Yy
WCTIOJTHUTEIIS U B JICTIO HE TIOMEIIACTCS,

140.14. Ha WCTIOTHEHHOM JOKYMEHTE HCIIOJHUTEIEM WIIN PYKOBOIAUTEIEM CTPYKTYPHOTO
MOIPA3ICIICHUS-UCTIONHUTENSL TPOCTABISIETCS OTMETKa 00 HCIONHEHWH JOKYMEHTa U
HaIpaBJIEHUU €T0 B JIeJI0 C YKa3aHUEM MHJIEKca Jiela, B KOTOPOe JOKYMEHT Oy/AeT MOMEIIEeH.

OTBeTCTBEHHBIH 3a JIETONPON3BOICTBO MEPEHOCUT OTMETKY 00 MCIOJIHEHUH JOKYMEHTA U
HaIpaBJIEHUU €r0 B IO B PETUCTPALMOHHYIO (OpPMY, MOCIIE YEro JOKYMEHT MOJUIMBACTCS B
bi (S (O

140.15. ucknroueH.

141. Peructpanus u oTnpaBKa UCXOIALINX JOKYMEHTOB:

141.1. ucxonsmme MTOKYMEHTBI, B TOM YHCJE OTIpaBIsSE€MbIC IO SJEKTPOHHOM IOYTe,
MH()OPMALIMOHHBIM CHUCTEMaM BEIOMCTBEHHOTO (KOPHMOPATUBHOTO) WU MEKBEIOMCTBEHHOTO
AJIEKTPOHHOTO JOKYMEHTOO0OpOTa, perucTpupytorcs B ciayxk6e JJOY mocne ux moamucaHus
PYKOBOJUTENEM OpPTaHU3AIMHA WM WHBIMH YIOJHOMOYCHHBIMHU JIUIIAMH B COOTBETCTBHH C UX
KoMIeTeHIeH. JIOKyMEHThI pErUCTPUPYIOTCS B IEHb UX MOANUCAHUS;

141.2. ucxoasmpe JOKyMEHTHI JENSITCS Ha MHUIIMATUBHBIC  OTBETHBIC;

141.3. yHAEKC WHUIMATHBHOTO HCXOJAIIETO JTOKYMEHTAa BKIIOYACT HHACKC Jena To
HOMEHKJIAType [, B KOTOPOM OyJdeT XpaHUThCS KOMHUS OTIPABISIEMOTO JOKYMEHTA
(mpocTtaBinsieTcsi B MOApa3/IeiIeHUH, MOATOTOBUBILIEM JOKYMEHT), U 4epe3 ApoOb — MOPSAKOBBIN
PETUCTPAIIMOHHBI  HOMEp, MPHCBAMBACMBIA  HUCXOIIIIMM  JOKYMEHTaM B  Mpeaenax
JIETOTIPOU3BOICTBEHHOTO To1a cinyko6oit JIOY;
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Hanpuwmep:
5-17/112

141.4. Ha KaXIbpli WHUIUATUBHBIN JOKYMEHT, TPEOYIOUIUI OTBETa, 3amOIHSIOTCS, KaK
npaBwio, aBa sk3emiusipa PKK. OauH sK3eMIuisip moMemaercss B CHPAaBOYHYIO KapTOTEKY,
BTOpPOI — B KOHTPOJIbHYIO. [Ipy HEMOCTYIIJICHNN OTBETa B CPOK KOPPECIIOHACHTY HAIPABIISCTCS
HallOMHHAHUE;

141.5. peructpanuusi OTBETHBIX JTOKYMEHTOB OCYILECTBISAETCs, Kak mpaBuio, Ha PKK, Ha
KOTOpPBIX  OBUIM  3aperucCTpUPOBAaHbl  COOTBETCTBYIOIIME  WHULMATHUBHBIE  JOKYMEHTHI.
PerucrpaiimoHHbIM HHIEKCOM OTBETHOTO JIOKYMEHTA SIBIIICTCSI MHACKC JIea [0 HOMEHKIIAType, B
KOTOpOM Oy/le€T XpaHUTbCA KOIMHUS OTBETHOTO JIOKYMEHTa, W PETrUCTPALMOHHBIA HOMEp
MOCTyIUIeHUsT WHUnMaTuBHOrO nokymenta. B PKK wundopmamms o6 oTBETHOM TOKyMEHTE
3anuchbiBaeTcs B rpady «OTMeTka 00 UCTIOMHEHUH JOKYMEHTAa.

B 3aBucuMocTH OT TPHUHATON B OpraHU3alid CUCTEMBl PETUCTPALUU JTOKYMEHTOB
JIOMYCKAETCsl PErUCTPUPOBATh OTBETHBIE OKYMEHTHI Ha oTAeiabHbIX PKK. PerucrpannonHbiM
WHJICKCOM TaKOTO MCXOJSIIETO JOKYMEHTA SBJSICTCS MHACKC JieJia IO HOMEHKJIAType, B KOTOPOM
OyIeT XpaHUTbCA KOIMHUS OTBETHOTO JOKYMEHTa, W MOPSIKOBBIM PErHCTPAllMOHHBIA HOMEp
UCXOJSIIET0  JOKYMEHTa, T[PUCBAUBAEMBIA  HMCXONAIIMM  JOKYMEHTaM B  Ipenenax
JIEIONIPON3BOICTBEHHOTO To1a ci1yk00it JIOY.

Ha oTBeTHOM TOKYMEHTE IPOCTABIISIETCS CCHUTKA HA HCXO SN PETUCTPAIMOHHBINA HHEKC
U JaTy IOKyMEHTa-3ampoca;

141.6. otnpaBka JOKYMEHTOB ocymectBisiercs ciayx6oit JIOY. B cayxbe HAOY
MPOBEPSIETCS] MPABUIBHOCTH O(QOPMIIEHHS AOKYMEHTOB: HaJM4Me HEOOXOIUMBIX PEKBHU3UTOB,
MPUIOKEHUH, COOTBETCTBHE KOJIMYECTBA JK3EMIUISIPOB JOKYMEHTA KOJMYECTBY AaJIpecaToB,
MPaBWJIBHOCTH aJIpECOBaHUS U JIp.

HenpaBunbHo  odopmiieHHBIE W HEKOMIUIGKTHBIE — JTOKYMEHTHI  BO3BPAIAIOTCS
UCIIOJTHUTEIISM;

141.7. otnpaBisieMble JOKYMEHTHI mepenatorcss B ciyx0y JIOY B He3aKOHBEpTOBAHHOM
BHJIE C OTMETKOM O KaTErOPUU OTMpaBlieHUs (TP HEOOXOAUMOCTH);

141.8. nOKyMeHTBl HA CHEMHBIX MAIIMHHBIX HOCHUTEIAX (OUCKaX, IMCKETaX | JIp.)
MPUHUMAIOTCS. K OTIPaBKE B YHNAKOBKE, COOTBETCTBYIOLICH TEXHHYECKUM TpPeOOBAHUSAM, MpU
HAIMYUU ~ COMPOBOJUTENHHOTO MHUChMAa, O(OPMIEHHOTO ¥  3apETUCTPUPOBAHHOTO B
YCTaHOBJIEHHOM mopsiake. Komus conpoBOIUTENbHOIO MUChbMa MOMENIAETCSA B J€JI0 Ha OOIIUX
OCHOBAHUSIX;

141.9. nokyMeHTBI, HampaBJIieMble O0JIee YeM B UEThIPE ajpeca, ePeaaroTCs I OTIIPABKU
CO CIHCKOM Ha pPAacChUIKy, O(OpMISEMbIM B COOTBETCTBUU C TpeOOBaHHMSIMH TyHKTa S1
Hacrtosen MHcTpyKiuu.

Ha 3aka3Hyl0 KOpPpECTOHICHIIMIO COCTABISIETCS pPEECTP PACCHUIKH, B KOTOPOM
OTIIPaBUTEJIEM MPOCTABIAIOTCS GaMUIMs U JaTa OTHpaBKu. PeecTp co mremmneneM OTAeleHUs
CBSI3M MOAIINBAETCS B €0 cinyx0b1 JJOY;

141.9%, OTTIpaBKa JOKYMEHTa B OJJICKTPOHHOM BHJIe Oojiee 4YeM B OJWH aJpec
OCYIIECTBIISICTCS MYTeM TPUKPEIJICHHUSI €ro K COOOIIEHUIO DJEKTPOHHOW TOYTHI, YKa3aHUS B
COOTBETCTBYIOIIEM I0JIe¢ BBOJA BCEX O(UIMAIBHBIX aJpPECcOB COMNIACHO CHHCKY Ha PAaCCHUIKY.
OdunuanbHBIM aApecoM DSJIEKTPOHHON TIOYTHI SBISETCS aapec, YyKa3aHHbIM Ha OlaHKe
OpraHu3aluiy;

141.9%. ormMeTka 00 oOTmpaBKe (IUTaMI OTHPABKM) SIEKTPOHHOM KONMHH JOKyMEHTa Ha
OyMa)XHOM HOCHTEJIE IO 3JIEKTPOHHOM mouTe, HH(POPMAIMOHHBIM CHCTEMaM BEJOMCTBEHHOTO
(KOpIIOPaTUBHOTO) WM MEKBEJOMCTBEHHOTO JICKTPOHHOTO JOKYMEHTO00OPOTa MPOCTABISETCS
Ha UCXOMSIIEM JOKYMEHTe Ha OyMa)XHOM HOCHUTEJIE, OCTAIOIIEMCs B OpraHU3allluu, TOJIbKO MOCIIe
ero (pakTUyecKor OTIPABKH IO EKTPOHHON MOYTE;

141.10. 06paboTka 1 OTMpaBKa JTOKYMEHTOB OCYIIECTBIISIFOTCS B JIEHb UX MOANUCAHUS WA
HE MO3/JHEE CIICAYIOIIEr0 pPaboyero JHs.

142. Peructpanus v UCIIOTHEHUE BHYTPEHHUX JOKYMEHTOB:
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142.1. pabota ¢ BHYTPEHHHMH JOKYMEHTaMH Ha JTamax TOJITOTOBKH M oQopMieHUs
BEJIETCsI 110 TIPAaBHUJIaM, YCTAHOBIIEHHBIM TSl pAOOTHI ¢ UCXOASIIUMU JOKYMEHTAMU;

142.2. BHyTpeHHHE JOKYMEHTHI, B TOM YHCIE JOKYMEHTHl B DJJEKTPOHHOM BHJE,
peructpupyrorcss Ha PKK wiam B KypHanax perucTpanuu BHYTPEHHHX JOKYMEHTOB IOCIE UX
noanucanust (yrBepxkacHus). [Ipn He3HaunTEIPHOM 00BEME JOKYMEHTOOOOpOTa BHYTPECHHHE
JOKYMEHTBI, B TOM YHCJIE€ JOKYMEHTHI B 3JICKTPOHHOM BHJIE, JOIMYCKAETCS PETUCTPHPOBATH B
KypHaJle PEeTUCTPALUN UCXOISIINUX TOKYMEHTOB;

142 .3. peructpanus pacrnopsaUTEIbHBIX JTOKYMEHTOB M IMPOTOKOJIOB OCYLIECTBISETCS T10
BUJIaM OTJEJIbHO OT APYTUX BHYTPEHHUX JTOKYMEHTOB.

PacniopsinuTenbHbple JOKYMEHTBI 110 OCHOBHOM JEATENBHOCTH, 1O JIMYHOMY COCTaBy, IO
aJIMMHHUCTPATUBHO-XO03SIICTBEHHBIM BOIIPOCAM PETUCTPUPYIOTCS OTAETBHO.

PacriopsimutenbHble  TOKYMEHTBI IO JIMYHOMY COCTaBy, JUIsI KOTOPBIX aKTaMu
3aKOHOJATENHCTBA YCTAHOBIIEHBI pa3HbIe CPOKU XPaHEHHUSI, PETUCTPUPYIOTCS OTACIBHO.

PacriopsimuTenbHbIe TOKYMEHTHI OMPEIEICHHON Pa3HOBUIHOCTU TNPU UX 3HAUYUTEIHHOM
o0BeMe J0MyCKaeTCsl perucTpupoBaTh OTAeNbHO. HanprumMep, oT1e1bHO MOTYT perucTpupOBaTHCS
MPUKa3bl O BHECEHWW HM3MEHEHHWH B INTATHOE pACIUCaHWE, MPUKA3bl O KOMAHIUPOBAHUU, O
MIPEIOCTABIIEHUHU OTITYCKOB H JIp.;

142.4. peructpaliluOHHBIM HHJEKCOM PACTIOPSIUTEILHOTO TOKYMEHTA, IIPOTOKOJIA SBIISETCS
MOPSKOBBIN pEerucTpallMOHHBIN HOMEp, MIPHUCBauBACMBIi1 eMy B npeaenax
JIEJIONPOU3BOCTBEHHOIO TO/Ia.

PeructpanmoHHbIM UHAEKCOM PacHOPSAUTEIBLHOTO TOKYMEHTa (IIPHKa3a, PacIopsiKEeHNs)
[0 JTUYHOMY COCTaBY SIBIISICTCS MOPSAKOBBIA PETUCTPAIMOHHBIA HOMEp, IPHCBABACMbI €My B
npezenax JIeIoNMpPOrU3BOJICTBEHHOTO T'0/a, JOMOTHEHHBIM JUTEPOH «K» (IS JOKYMEHTOB 75-
JIETHETO CPOKA XPAHEHMSI) UITU <«JD» (7151 JOKYMEHTOB 3-JIETHETO CpOKa XpaHEHUs).

PeructpaniuoHHBIM HMHIEKCOM pacCHOPSAIUTENILHOTO JOKYMEHTa, PErucTpupyeMoro B
MOPAJIKE, ONPEIEIIEHHOM YacThlO0 YETBEPTOM MOAMYHKTa 142.3 HAcCTOALIEro IyHKTA, SABIAETCA
MOPSIKOBBIN pEerucTpalMOHHBIN HOMEp, MIPHCBauBAECMBIi1 eMy B npeaenax
JIeTIOTIPOU3BOACTBEHHOTO T0/1a, TOTIOJIHEHHBIN UICHTU(DUITUPYIOIIUM Pa3HOBUIHOCTh IOKYMEHTA
OYKBEHHBIM WJIM UHBIM YCIIOBHBIM 0003HAYEHUEM;

142.5. coBMeCTHBIE pacHOpsIAUTENbHBIE TOKYMEHTHI, TIPOTOKOJIBI COBMECTHBIX 3aceJaHui
UMEIOT COCTaBHBIE MHJEKCHI, BKJIOYAIONIME TMOPSIKOBBIE PErHMCTPAllMOHHBIE HOMEpA,
MPUCBAaNBaEMbIC UM B OPTaHU3AIMSX, UX TTOITOTOBUBIIIHX;

Hanpuwmep:
81/54

142.6. perucTpallmOHHBIMA  WHJEKCAMH JOKJIAQIHBIX 3alMCOK, CHOPAaBOK M JAPYTHUX
MH()OPMALIMOHHO-CIIPABOYHBIX JIOKYMEHTOB SIBIISIIOTCS WX TOPSIKOBBIC PETUCTPALMOHHBIC
HOMEpa, NpHUCBaWBaeMble B TpeJesax JeJONPOU3BOJCTBEHHOIO T0/a, KOTOpPhIE MOTYT
JOTIOJTHATHCS UHICKCAMU JIeJ II0 HOMEHKIIAType JIeT;

142.7. paccMOTpeHHEe W UCIOJHEHHE BHYTPEHHHMX JOKYMEHTOB OCYIIECTBIISIETCS B
COOTBETCTBHUH C YCTAHOBJICHHBIM TOPSAIKOM 00paOOTKH BXOASIIUX TOKYMEHTOB.

JIoOKyMeHTBI, TpeOyIOoLIe KOHTPOJIS UCIIOTHEHUS, IEPEJatoTCs B KOHTPOJIbHYIO CIYKOY NS
sanmonHenns PKK. W3 PKK Ha BHyTpeHHHE AOKYMEHTHI (OPMHUPYIOTCS KOHTPOJIBHBIE H
CIPaBOYHbIE KAPTOTEKH.

143. NadopMaIilnOHHO-TIONCKOBAsI CUCTEMA 10 IOKYMEHTaM OpraHU3alluu:

143.1. B opraHuM3anusx CO3JAIOTCA TPATUIIMOHHBIC (Py4YHBIE) M aBTOMATH3MUPOBAHHBIC
uHpopmannoHHo-niouckoBbie cuctemsl (nanee — UIIC). UTIC ctpositcs Ha ocHoBe PKK, kxoTOpBIE
00BEIUHSAIOTCS B KAPTOTEKU 1 0a3bl (0aHKHM) pErUCTPAIIMOHHBIX TaHHBIX;

143.2. npu TpaIUIIMOHHON KapTOYHON PErUCTpalliy NIeYaTaeTcss HEOOX0IMMOE KOJIHMYECTBO
PKK, xoTopsie MOTYT 00BEIUHATHCS B CIIPABOYHBIE M KOHTPOJIbHBIE KAPTOTEKH;

143.3. cipaBoYHBIC KapTOTEKH JENATCS Ha JIBE YaCTU: HEUCTIOJHEHHBIC M HCIIOJHCHHBIC
nokyMeHThl, PKK B KOTOPBIX CUCTEMAaTU3UPYIOTCS MO CIAEAYIOIUM MPU3HAKAM:
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MPEIMETHO-BOMIPOCHOMY HWJIM TEMaTHYeCKOMY (B COOTBETCTBHM C COJEp)KaHHUEM
JTOKYMEHTOB MJIH c(hepoit 1eATeIbHOCTH, K KOTOPOW OTHOCATCS TOKYMEHTHI);

[0 HOMEHKJIAaType e (B COOTBETCTBUU C Ha3BaHUSAMU JIEJ 10 HOMEHKJIAType Aesl WM UX
WHJICKCAMM );

KOPPECMOHIEHTCKOMY (TI0 HAMMEHOBAHUIM WJIU YCIOBHBIM 0003HAaUYEHHUSAM OpraHU3aIuii, ¢
KOTOPBIMH BEJETCS MEPEIUCKA);

10 UCTIOJIHUTENSAM (II0 CTPYKTYPHBIM MOJPa3ACICHUSIM);

anpaBuTHOMY (B andaBUTHOM TmopsAkKe (aMHIUN, HAWUMEHOBAHUN OOBEKTOB WM
MIPEAMETOB);

reorpaduyeckomy (TI0 HAUMEHOBAHUSIM aIMUHUCTPATUBHO-TEPPUTOPUATHHBIX CIUHUIY);

HOMHHAJIbHOMY (110 Ha3BaHUIO BUJIOB WK Pa3HOBHUIHOCTEH TOKYMEHTOB);

pEerUCTpaOHHOMY (10 TIOPSAIKY BO3pACTaHUS PETHUCTPAIMOHHBIX HOMEPOB JIOKYMEHTOB).

Br16op mouckoBoro mpu3Haka ONpeAessieTcss B 3aBUCMMOCTH OT BHUAOB JOKYMEHTOB U
XapakTepa HHPOPMAIIMOHHBIX 3alIPOCOB.

[lepBast yacTh KapTOTEKU CIYXKHUT ISl TIOMCKA CBEACHHM O JTOKYMEHTaX B IpPOIECCEe HUX
UCIOJTHEHUS. BTOpas 4acTh KapTOTEKU CITYXKUT ISl IIOMCKA UCTIOTHEHHBIX IOKYMEHTOB.

ITo mepe ucnomuenust nokymeHToB PKK ¢ HE0OX0IMMBIMI OTMETKaMU MEPEMEIIAI0TCS U3
MEePBOM YaCTH KAPTOTEKH B COOTBETCTBYIOIIHE Pa3/IeNibl K PyOPHKHU BTOPOIA;

143.4. B 3aBUCHUMOCTH OT 00beMa JOKYMEHTOO0OPOTa, CHCTEMBI PETUCTPAIIMH U KOHTPOJIS
WCIIOJTHEHUSI JTOKYMEHTOB, 3a/Jay IOMCKAa MOXET BeCTUCh enuHas crpaBouHas WIIC wm
HECKOJIBKO CaMOCTOSTENbHBIX. OTaenpHble KapTOTeKu (0a3pl AaHHBIX) (GOpMHUPYIOTCS Ha
BXOJIAIIME TOKYMEHTHI, HHUIIUATUBHBIC HCXOJSIINE JOKYMEHTBI, OOpalleHus TpaxaaH, B TOM
qyclie MHIMBUIYaJbHBIX MpeANpuHUMaTenei, u opuandeckux jui. [Ipu 6omipiiom komudecTse
HOPMATUBHBIX TPABOBBIX aKTOB H PACHOPSAUTENBHBIX JOKYMEHTOB, HCIOJIB3YEMBIX B
NeSTeIbHOCTH OpraHM3allMi, Ha HHUX MOTYT CO3[aBaThCsl OTHEIbHbIE KOIU(DUKAIIMOHHBIE
KapTOTeKH (0a3bl JaHHBIX).

[Tepeyenr HauMeHOBaHMI 0a3 TAHHBIX AHAJIOTHYCH MTEPEYHI0 HANMEHOBAHUM KapTOTEK.

144. Yder oO6bemMa TOKyMEHTOO00OpOTA!

144.1. o6beM TOKYMEHTOOOOPOTa — KOJIMUECTBO JTOKYMEHTOB, TIOJYYCHHBIX (BXOIAIINE) U
CO3/IaHHBIX (BHYTPEHHUE, UCXOISIINE) OPTaHU3AIMEH 32 ONPEICIICHHBIN IEPUO]T BPEMEHH;

144.2. noncueT KOIM4eCcTBa TOKYMEHTOB MPOU3BOIUTCS MO PETUCTPAIMOHHBIM (popMaM B
MECTaX UX PEerucTpaliui.

3a eAMHMIy ydeTa TPUHUMAETCS OJMH 3K3EeMIULIp JOKyMeHTa 0e3 yuera KOIHUH,
CO3/1aBa€MbIX TPH TEYaTaHUU U Pa3MHOXKEHUHU. Kaaplii TOKYMEHT yYUTBHIBACTCS OJUH pas.
[IpunoxkeHus K TOKyMEHTY YUUTHIBAIOTCS BMECTE C HUM KaK OJIMH JIOKYMEHT.

OTaenbHO YYMTHIBAIOTCS IMIOJNIYYEHHBIE M CO3JIaHHBIC OpraHU3aluedl JTOKYMEHTHI,
oOparlieHus TpaXk/iaH, B TOM YHCJI€ MHAWBHUIYAJTbHBIX IPEINPUHUMATEICH, U IOPUANYECKUX JTULL.

Pa3smHOXEHHBIE PK3eMIUTSAPH (KOTMHH) YYUTHIBAIOTCS OTIEIBHO MO >KypHaiaMm paboT B
MaIIMHOMMCHOM U KOMUPOBAIbHO-MHOKUTEIHHOM OIOpO U (WJIH) MO CIIUCKAaM Ha PACChUIKY;

144.3. B opraHuzanyy MOKET NPOBOIMTHCA TMOJHBIA M BBIOOPOYHBIM ydeT oObema
JOKYMEHTO00OOpoTa (1o BCEil opraHu3aiiu, Mo CTPYKTYPHBIM MOJpa3fesieHusIM, MO TpyIam
JIOKYMEHTOB H T.[I.).

Yyer u aHanu3 oObeMa JOKYMEHTOOOOpPOTa B OpraHH3alMd OCYILECTBISIOTCS MOJ
PYKOBOJICTBOM ciysk0b1 JIOVY;

144.4. pesynbTarhl ydeTa o0beMa JOKYMEHTOOOOpoTa obOoOmmarorcs ciayxo6oit JIOY u
MIPEJICTABIISIOTCS PYKOBOJICTBY OpPTaHW3allMU JUIsl BBIPAOOTKH MEp IO COBEPIICHCTBOBAHUIO
paboTHI C TOKYMEHTAMH;

144.5. ceenennst 006 oOBbeMe JOKYMEHTOOOOPOTa HCHOJB3YIOTCA ISl yCTAaHOBJICHUS
CTPYKTYPHI ¥ IITATHOM YMCIeHHOCTH Cityk0b1 JIOY, BeIOOpa TexHOIOTHH PaOOThI C TOKYMEHTAMHU
U CPE/ICTB aBTOMAaTH3aIlMM JIeIONPOU3BOICTBA, ONPEICICHHs CTENICHN 3arpy>KEHHOCTH CIYXKOBI
JOVY u oTnenbHBIX paOOTHHUKOB.
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I''TABA 9
KOHTPOJIb UICITIOJTHEHUA JOKYMEHTOB U IOPYUEHUI

145. 3agaun KOHTPOJIS UCTIOJTHCHHUS:

145.1. nenpl0 KOHTPOJISL SIBISIETCS OOECTCUeHHE CBOCBPEMEHHOTO M KAadyeCTBEHHOTO
WCIIOJIHEHUS IOpYUYEHUH, 3apMKCHPOBAHHBIX B JOKYMEHTAX;

145.2. KOHTPOITIO TOJIEKAT BCE 3aPETUCTPUPOBAHHBIE JOKYMEHTHI: BXOSIIUE, UCXOISIINE
Y BHYTPEHHHUE, KOTOPHIE TT0 CBOEMY XapaKTepy TpeOyroT pemieHus (oTBeTa). Ha KoHTposb MOTyT
OBITh TIOCTABJICHBI TAKXKE YCTHBIC TIOPYUEHUSI PYKOBOJICTBA;

145.3. KOHTPOJIb ~ OCYIICCTBISIIOT ~PYKOBOAUTENh OpraHm3anuu, ciayxba JIOY wu
OTBETCTBEHHBIC HCIIOJTHUTEIIH.

Ha xoHTponupyeMbIX JOKyMEHTaX MPOCTaBISETCS OTMETKA O KOHTPOJIE.

146. Cpoku uCTIOTHEHUS JOKYMEHTOB:

146.1. cpoku HWCMOTHEHUSI JTOKYMEHTOB HCYHCISIOTCS B KaJCHAAPHBIX THSAX C JaThl
noanucanusi (yTBepKIEHHUs) JOKYMEHTa, a JIJsl MOCTYMHUBIINX — CO JHS, CIEAYIONIETro 3a JTHEM
perucTpalnuu JOKyMeHTa B OpraHu3aliy, €Clii HHOE He YCTAaHOBJICHO aKTaMU 3aKOHO/1aTeIbCTBa,

146.2. cpoku UCTIONHEHUSI JOKYMEHTOB MOT'YT OBITh THIIOBBIMH HITA WHIUBUTYaTbHBIMH.

TunoBble CPOKH UCTIOTHEHUS! JOKYMEHTOB YCTaHABIMBAIOTCSI HOPMAaTUBHBIMU TIPABOBBIMU
aKTamH.

NnauBuayanbHble CPOKU UCIIOTHEHUS JOKYMEHTOB YKa3bIBAaIOTCS B TEKCTE JOKYMEHTA WU
B PE30JIIOLUU PYKOBOJIUTEIS;

146.3. noKyMeHT, UIsi KOTOPOTO THUIIOBOW WJIM WHIWBHAYAJIbHBIM CPOK HMCIOJHEHHUS HE
YCTaHOBJIEH, JIOJDKEH OBITh UCIIONHEH B TeUeHUEe 15 mHEH, ecii MHOE HE YCTAHOBJIEHO aKTaMH
3aKOHOJATEIbCTBA;

146.4. ecnu KpaiiHsis JaTa HCIOJTHEHUS TOKYMEHTA (IOPYUYEHHUs1) IPUXOAUTCS HAa Hepabounii
JIeHb, OH JIOJDKEH OBbITh MCIIOJHEH HE MO3[HEee MEepBOro CIeNyIoIIero 3a HuM padoudero nus. B
cllydae, KOrjla CpOK HCIIOJTHEHHS TOKYMEHTa OMPEENIeTCsS C MCIOIB30BaHUEM IPEJIora «JI0%»
WM «K», YKa3aHHasl 32 HUM JlaTa SBJISETCS KpailHel 1aToil NCIOIHEHUs JOKYMEHTA,

146.5. nommyckaeTcss W3MEHEHHE CpPOKOB HCIIOJIHEHUS JOKYMEHTOB (MOpYdYEHUH).
W3meHeHue cpoka UCTIOTHEHHSI TPOU3BOIUTCS JTUI[OM, YCTAHOBUBIIMM €r0. ApryMEeHTUPOBaHHas
mpock0a WCHONHUTENS O IMEePEHOCE CPOKa HaIMpaBlIIeTCs MHCBMEHHO (B (opme mokIagHOU
3aMMCKH) UM YCTHO JIMILY, YCTAHOBUBIIEMY CPOK, HE MEHEE UeM 3a 5 THeH 70 UCTEYEHHsI CpOKa
WCIIOJIHEHUSI WJIM Cpa3y e TOcie TMOoNydeHHs 3amaHus. V3MeHeHHe IOKYMEHTUPYETCS —
MPOCTABJISIIOTCS HOBBIM CpPOK, JlaTa MW3MEHEHUsS U MoAnuch. V3MeHeHus BHOCATCA B
perucTpanoHHbIe POPMBI.

147. Ucionnenne 1oKyMeHTa (MOpYYEHHUsI) MOXKET OBITh TOPYYEHO HECKOJIbKUM
UCTIOTHUTENSAM. VICTIONMHUTENh, YKa3aHHBIN MTEPBBIM, SBISICTCS OTBETCTBEHHBIM HUCIIONHUTEIIEM U
OTBEYAET 32 CBOEBPEMEHHOE M KAaU€CTBEHHOE HCIOJIHEHHE 33/JaHus B 11eJ0M. OTBETCTBEHHOMY
WCIIOJIHUTENIO TPENOCTABISACTCS TPAaBO KOOPAWHUPOBATH U KOHTPOJIUPOBATH JIEHCTBUS
WCIIOJIHUTEJIEN: CO3bIBAaTh COBEIIaHUs, TPeOOBaTh HEOOXOAUMbIE MaTepUabl, JaBaTh NOPYyUEHUS
v Jp.

148. Opranuzamnus KOHTPOJIS UCTIOJHCHHUS :

148.1. cuctema KOHTPOJISI HCTIOJIHEHHSI BKJIIOYAET:

y4eT KOHTPOJUPYEMBIX JTOKYMEHTOB (IIOPY4YE€HMI) U UX CBOEBPEMEHHOE JOBEICHHE 0
HUCIIOJIHUTEICH;

KOHTPOJIb 332 CPOKAMU HCIIOTHEHHUS,

MIPOBEPKY H PETYIMPOBAHUE X014 UCTIONHEHUS, CHATHE JOKYMEHTOB C KOHTPOJIS,

y4eT ¥ OTYETHOCTh O pPe3yJIbTaTaxX UCIOJHEHUS;

OILICHKY COCTOSTHUSI UCTIOTHUTEIHCKON TUCITUTUTHHEI;

148.2. yueT KOHTPOJIMPYEMBIX IOKYMEHTOB (TOPYUYEHUH ) U KOHTPOJIb HCTIOTHEHHUS CTPOSTCS
Ha OCHOBE PErHCTPAIlMOHHBIX JaHHBIX, OTpaxxeHHBIX B PKK;
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148.3. sx3emmusipsl PKK, 3amomHsieMble Tpu perucTpanuu J0KyMEHTOB, HCTIOJb3YIOTCS MPH
(hopMUPOBaHUH KOHTPOJIHHON KaPTOTEKH.

Ha oawH KOHTpOIMpyeMbI JOKYMEHT MOXET ObITh 3amojHeHo Heckoibko PKK B
COOTBETCTBUH C YMCJIOM HCIIOTHHUTENCH, 3aJaHIi WM Pa3IMYHBIMU CPOKaMU HCTONHEeHus. [Ipu
HECKOJIbKUX UCIIOJHUTENAX, OIMH U3 KOTOPhIX HazHadaeTcsi oTBeTcTBeHHBbIM, PKK 3amonnsercs
TOJIBKO JUTSI TIepeiadyl HCTIOTHUTENIO, HA3HAYEHHOMY OTBETCTBEHHBIM.

VYcTHOE mopydeHre pyKOBOIMUTENS, MOCTaBIEHHOE Ha KOHTPOJb, TaKXke (QUKCUpYETCs B
PKK, 3anonHsieMoil B HEOOXOIUMOM KOJIMYECTBE IK3EMILISIPOB;

148.4. onun sx3emiuisip PKK octaercst B cimy:x0e KOHTPOJISI M IOMEIIAETCS B KOHTPOJIBHYIO
KapTOTeKy, BTOPOH MepelaeTcs UCTIOTHUTENIO BMECTE C JIOKYMEHTOM;

148.5. PKK rpynmnupyroTcsi B KOHTPOJIBHBIX KapTOTEKax MO pasjieiaM, COOTBETCTBYIOIIUM
YHCITY JTHEHW MecsIa, COrJIaCHO YCTAaHOBJICHHBIM CPOKAM HCIIOJHEHHSI JIOKYMEHTOB (OPYYCHHUI),
10 UCXOJIALINM TIOKYMEHTAaM — COTJIAaCHO O’KUJAEMBIM JlaTaM MOJY4EHUs OTBETOB.

PKK ¢ mnepcnekTUBHBIMH H MPOCPOYCHHBIMH CPOKAMU HCIOJIHEHHUS JIOKYMEHTOB
(mopy4eHwuil) rpynmnupyroTcsl B CAMOCTOATEIbHBIE Pa3esibl KOHTPOJIbHOM KapTOTEKH.

B KOHTpONBHON KapTOTEKE MOTYT BBIACIATHCS JAOMOJHUTEIbHBIC PA3/eNbl U PYOPUKH IS
cucremaruzauuu PKK no ncnonuuTensm u rpynmnaM JOKyMEHTOB (TMPUKa3bl, pEISHUs U Jp.);

148.6. xkapToTeka eXeIHEBHO MPOCMATPUBACTCS KOHTPOJBHOM CIyx)00H C IIenbio
WH(POPMUPOBAHUS PYKOBOJMUTENS M WCIOJHUTENCH O NpUOTMKEHUN (MCTCUCHHH) CPOKOB
UCIIOJTHEHUST JOKYMEHTOB. [IpenynpexaeHre UCIIOHUTENEeH OCYIIECTBISIETCS, KaK MPaBUIIo, 3a
2-3 1HS 10 UCTEUEHUS! YCTAaHOBJIEHHOTO CPOKa;

148.7. nokymeHT (MOpydYeHUE) CHUMAETCS C KOHTPOJS TIOCJIE€ €ro HCIOJIHEHUS,
MOJATBEPIKIEHHOTO IOKYMEHTAJIBHO.

CBHIIETENIBCTBOM HCIIONIHCHUS JOKYMEHTa (TOpYYeHHs) SBISETCS IMOATOTOBICHHBIN
UCIOJIHUTENIEM U TOANUCAHHBIM PYKOBOJWUTEIEM WM HWHBIM YIIOJHOMOYEHHBIM JIUI[OM
UCXONSIIMM MM BHYTPEHHMH  JOKYMeHT. B cimydae  OTCyTCTBUS ~ JOKYMEHTAa,
CBUJETEIbCTBYIOIIEr0 OO0 HCIONHEHUU, KpaTKUE CBEACHHUS OO0 HCIOJHEHUU (QUKCUPYIOTCS
ucnonautenem B PKK.

Ha wucnonneHHoMm pokyMeHTe oQopmisieTcs OTMETKa 00 HCHOJHEHUH IOKYMEHTa u
HaIpaBIIEHUH €TO0 B JIEJIO;

148.8. xapTouka ¢ uHpOpMaNUEH, XapaKTEPU3YIOMICH WCIOJHECHHUE, TPEICTABISETCS
OTBETCTBEHHOMY 3a KOHTPOJIb JJIsi IPOBEPKH UCTIOTHEHHSI M CHATHS JOKyMEHTa (IIOPYYCHUS) C
KOHTPOJISL.

[Ipn HEeKa4eCTBEHHOM HCIIOJIHEHUU JOKYMEHT (IIOpYYeHHE) C KOHTPOJS HE CHUMAaEeTCs U
MEPEXOIUT B Pa3ps]l HEUCIIOIHEHHBIX B CPOK;

148.9. undopmarus o pe3yapTarax UCIOIHEHHUS JOKYMEHTOB (ITOPYUYCHHI) EPUOTNIECKU
00001I1aeTCs U TOBOAMTCS 10 CBEJICHUS PYKOBOJICTBA;

148.10. KOHTpOJIbHBIE JOEHCTBUS MOTYT OCYIIECTBISTHCS B KOHTPOJBHBIX CIY)K0ax U B
MeCTaxX perucTpaluu JOKyMEHTOB ¢ ucnosib3oBanueM AC [JOY.

I')TIABA 10
COCTABJIEHUE HOMEHKJIATYPbBI JEJI

149. YcranapnuBaroTcss TpH BHJA HOMEHKJIATYphl J€l: THIIOBas, TMpUMEpHas U
HOMEHKJIaTypa JIeJ OpraHUu3alliH.

150. TunoBasgs u mpuMepHas HOMEHKJIATYpBl JIell — 3TO CHCTEeMaTU3UPOBAHHBIC MEPEYHU
YHU(DUIIMPOBAHHBIX 3arojIOBKOB JIEJI, 3aBOJIMUMBIX B JICJTOMPOM3BOJCTBE OpraHM3alliid C
O,Z[HOpOI[HI:IM xapaKTepOM ACATCIIBHOCTHU U COCTaBOM ,Z[OKYMGHTOB.

TumnoBas HOMEHKJIATypa YCTAHABIMBA€T THUIOBOM COCTaB 1€l C €JUHOW CHUCTEMOU
HHACKCAIIUN 1 yHHq)I/IL[HpOBaHHBIMH 3aroJIOBKaMu IJ1d O,Z[HOpOI[HBIX 110 xapaKTepy NCATCIIBHOCTHU
OpraHu3alMil K HOCUT 00s3aTEIHHBIN XapaKTep.

IIpuMepHass HOMEHKIIATypa JAeJl yCTaHaBIMBACT IPUMEPHBIE COCTAB U MHIEKCHI JEN UL
OpraHu3aIyii, OJHOPOIHBIX 110 XapaKTepy ACATEILHOCTH, U HOCHUT PEKOMEHIATEIbHBIA XapaKTep.
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Homenxknarypa fen opraHu3aiuy — 3T0 CUCTEMaTH3UPOBAaHHBIN IepeueHb 3arojioBKOB e,
3aBOJUMBIX B OpraHU3al1H B AEJIONPOU3BOACTBEHHOM (KaJIEHAAPHOM) IOy, C YKa3aHHUEM CPOKOB
UX XpaHEeHUs, OPOPMIICHHBIN B YCTAHOBJICHHOM MOPSIKE.

B nenonpousBojicTBE HOMEHKIIATYypa €Nl OpraHU3al[di HCHOJb3YeTCs ISl TPYNIUPOBKHU
WCIIOJIHEHHBIX OKYMEHTOB B JleJla, CUCTEMaTH3alluu, UHICKCAIlUN U y4eTa JeJl, ONpeesieHus
CPOKOB UX XpaHeHusa. HoMeHkiarypa nen sBISE€TCS OCHOBOW I COCTaBJICHUS ONUCEW el
MOCTOSIHHOTO U BpeMeHHOro (cBbimie 10 yer) XpaHeHHs, a TaKKe aKTOB O BBIIEICHUH K
YHUUYTOKEHHIO TOKYMEHTOB U JI€]1, HE NIOUIEKALINX XPaHEHUIO.

B apxuBe opranuzanuy HOMEHKJIATypa Jell UCIOIb3yeTcs AJis ydeTa Jesl BpeMeHHOro (10
10 net BKIIOYUTENHHO) XpPAaHEHHUS.

151. TumoBble W MpUMEpPHBIE HOMEHKJIATYphl Jel pas3padareiBatoTcs ciyxbamu J[OY
OpPraHOB yIpaBJCHHs (BBIMICCTOSIINX OpraHU3aIuii), TOJIBEJOMCTBEHHAs CETh KOTOPBIX
BKJIIOYAET PsAJT OJTHOPOIHBIX OpraHU3aI[Hil.

TumoBble M TpUMEpHBIE HOMEHKIATYpPHI JEN, pa3padaThiBaeMble PECITyOIUKAHCKUMU
OpraHaMy TIOCYIapCTBEHHOTO VIpaBJiCHHS, HHBIMU TOCYAApCTBEHHBIMU OpraHU3aLUSIMU,
nomunHeHHbIMU [IpaBuTenbeTBy Pecnybnmuku bemapych, yTBEpKIAIOTCS MX PYKOBOIUTEISIMU
nmocine cormacoBanus ¢ I[OK cooTBercTBylomero oprana ymopaBieHHS (OpraHU3allid) H
pecnyOIMKaHCKHMM OpPraHOM TOCYJapCTBEHHOTO YIpaBiIeHHS B cdepe apXWBHOTO Jena |
JIeJIONPOU3BOICTBA.

TumoBele W TpHUMEpHBIE HOMEHKJIATYPHI Jei, pa3padaThiBacMble OpraHU3aIlUsIMHU,
SBIIAIOIIMMUCSA UCTOYHHKAMH KOMIUIEKTOBAHUSI TOCYIapCTBEHHBIX apXHUBOB, YTBEPKAAIOTCS UX
pykoBoguTensaMu mnocie cornacoBanuss ¢ LIOK 3tux opraHuzanuii ¥ COOTBETCTBYIOIIMMHU
rocy/1apCTBEHHBIMHU apXUBaMHU.

TumnoBele U IpUMEpHBIE HOMEHKJIATYPHI Ael, pa3padaThiBaeéMble MHBIMU OpraHU3aIUsMHU,
YTBEPKJIAIOTCA UX PYKOBOJIUTENSIMU TTocie coryiacoBanusd ¢ [IOK »atux opranu3zanmii.

152. HomenkiaTypa Jenl COCTaBiIseTCS B Kaxaoi opranmsanuud. HomeHKmatypsl aen
COCTaBJISIIOTCS Ha Jejla BCel OpraHu3aluy (Jlajee — CBOJHAs HOMEHKIJIATypa Jell) U KaXA0ro
CTPYKTYpPHOTO MOAPAa3AEICHUS.

153. CBogHast HOMEHKJIaTypa el cocTaBisiercs ciryxo6oi JIOY Ha ocHOBE HOMEHKIIATYp
Jie7l CTPYKTYPHBIX MOApa3AeseHuii o ¢popme coriacHo npuioxeruro 10.

CBoaHasi HOMEHKJIATypa JeNl COCTaBISIeTCS €XKEroJHO, MOMANUCHIBAETCS PYKOBOAMUTEIEM
ciyx0b1 JIOY (nuom, otBercTBeHHBIM 3a JIOY), cOrylacoBhIBaeTCs C 3aBEAYIOLIUM apPXUBOM
opraHu3anuu (JIMIIOM, OTBETCTBEHHBIM 3a apXHB), IKCIIepTHOU Komuccuel (nanee — OK) nmu [[1OK
OpraHM3alli U YTBEPXKIACTCS PYKOBOIHUTENIEM OpraHW3aluu 10 | sHBaps roaa, Ha KOTOPBIU
COCTaBJICHA.

154. CBogHast HOMEHKJIaTypa JeJ IOUIEKUT COCTABIEHUIO HA TEKYILUI I'OJ] IIPU CO3JaHUU
HOBOW OpraHM3aliy, a TAaKXKe MePECOCTaBICHUIO IIPU PEOPraHU3alllu, OBJIEKIIeH 3HaUUTEIbHbIE
U3MEHEHHUS B CTPYKTYpE OpraHU3aliu.

155. CBogHbIE  HOMEHKJIATYPBl  JIe]  OpPraHW3alHi, SIBJSIONIUXCS  MCTOYHHUKAMHU
KOMIUIEKTOBAaHMSI TOCYAAPCTBEHHBIX AapXUBOB, COIJIACOBBIBAIOTCA C COOTBETCTBYIOIHUMU
rOCy/lapCTBEHHbIMH apXMBaMH M CTPYKTYPHBIMH MOJApA3JEICHUSIMU IO apXuBaM U
JeTOTIPOU3BOACTBY 001acTHBIX (MHHCKOTO TOPOACKOT0) UCTIOJIHUTENFHBIX KOMUTETOB OJIUH Pa3
B IISITh JIET WJIH MTOCIIE 3HAYUTENIbHBIX U3MEHEHH B CTPYKTYpE OpraHU3alliy HE3aBUCUMO OT CPOKa
IIPEBIAYIIErO COTJIaCOBAHMUS.

CBOoAHBIE HOMEHKJIATYPHI €1 UHBIX OpraHu3aiuii corsiacopbiBatoTcs ¢ [IOK Brimectosimmx
OpraHm3alyii OIWH pa3 B MATh JET WM IOCJIe 3HAYUTEIBHBIX W3MEHEHUH B CTPYKType
OpraHM3aliy HE3aBUCUMO OT CPOKa MPEABIAYIIETO COrJIaCOBAHMSL.

156. CBogHbIE  HOMEHKJIATYpbl 1€l  OpraHu3aluid, SBISIONIMXCS  MCTOYHUKAMU
KOMIUIEKTOBAHMSI TOCYIAapCTBEHHBIX apXWMBOB WM HMMEIOIIMX BBIIIECTOSIIYI0 OpraHu3alluio,
COCTABIISIIOTCA B Tpex dk3eMmiuisipax. CBOJHbIE HOMEHKIATYpbl J€JI HHBIX OpraHu3alui
COCTaBJISIOTCS B IBYX 3K3EMILISPAX.



43

[TepBbrIit 5K3eMIUTAP HOMEHKIATYPHI 1€ XpaHUTCs B cyk0e JIOY (y nuia, OTBETCTBEHHOTO
3a JIOY), BTOpOIi niepeaeTcst B apXUB OPraHU3alMK B KaUe€CTBE YUETHOIO JOKYMEHTA, TPETUN —
B FOCY/1apCTBEHHBIN ApXUB, UICTOUHUKOM KOMIUIEKTOBaHHS KOTOPOT'O ABJISETCSA OpraHu3aLysl, Uik
B LIOK BhIIeCTOSIIIEH OpraHu3auy A5l COrJIacOBaHUS B COOTBETCTBUU C TPEOOBAHUSAMU ITYHKTA
155 Hacrosmeit UHcTpyKIuu.

157. Illocne yTBep>kKAE€HHsSI CBOJHON HOMEHKIIATYPBI €Nl U3 HEE JENIAI0TCSl BBIMHCKU IO
pasznenaM. 3aBEpEeHHbIE B YCTAaHOBJIEHHOM IOPSAIKE BBIIUCKH IE€PEJAIOTCSI B CTPYKTYPHBIE
MOJIPa3/IeIeHUs] OPTaHU3AIMH I UCIOIB30BAHUS IPU (POPMUPOBAHHUHU U YUETE Jell, 3aBOUMBIX
B 3TUX CTPYKTYPHBIX MOJIPA3/IEIECHUSAX.

158. HomeHKaTyphl el CTPYKTYPHBIX MO/IPa3/IeICHNN COCTABISIOTCS 0 JOPME COTTIACHO
npusioxeHuto 11.

Homenknatrypa nen CTPYKTYpHOTO NOJpa3felieHUs COIVIACOBBIBAETCS 3aBEAYIOLIUM
apXMBOM OpraHu3aluM (JIUIOM, OTBETCTBEHHBIM 3a apxuB), DK sToro nmoapasnenenus (mpu ee
HAJIMYMH) U TTOITUCHIBACTCS PYKOBOIUTENEM MOIpa3/IeICHHUS.

159. [Ipy Hanuymu B OpraHU3aIlMu OOIIECTBEHHOW oOpraHm3anuu (mpodeccHoHaTbHOTO
COI03a M JIp.) €e HOMEHKJIaTypa JeJ COCTaBIIsAeTCs Mo (popMe, yCTAaHOBICHHOM AJIsi HOMEHKJIATyp
JeNl CTPYKTYPHBIX TNojpasiencHuil. JIOKyMEeHThl OOLIECTBEHHOW OpraHM3allid BKIIOYAIOTCA B
CBOJIHYIO HOMEHKJIaTypy JI€J1 CAMOCTOSTENBHBIM Pa3/I€IOM.

160. [Ipu cocTaBieHMHM HOMEHKJIATYpbl JEJ HCIONB3YIOTCSA YCTaB OpraHu3aIuu
(mosio’keHUE 0 Hel), MOJOKEHUS O CTPYKTYPHBIX MOAPA3/IEIEHUsX, IITATHOE pacliCaHue, TIaHbl
U OTYEThI 0 paboTe OpraHU3alM U CTPYKTYPHBIX MOJApa3AEICHUN, JOIKHOCTHBIE HHCTPYKIUH
paOOTHHKaM, TUIIOBBIE U TIPUMEPHBIE HOMEHKJIATYPHI /1€, HOMEHKJIATYphI JIel 3a MpeIblIyle
rOfibl, PErUCTPALMOHHBIE (DOPMBI, CIIPABOYHBIE KAPTOTEKH, MEPEYHH JTOKYMEHTOB C yKa3aHHEM
CpPOKOB XpaHeHus. M3ydaroTcsi cocTaB, KOJIMYECTBO M COJEp)KaHUE JOKYMEHTOB U Jell,
00pa3yIoIKXCs B IPOLECCE AEATEIIBHOCTH OPraHU3aLHH.

161. B HOMeHKNaTypy JAed BKIIOYAIOTCS Jefia (JOKYMEHTBI) IMOCTOSHHOTO, BPEMEHHOIO
(cBpime 10 met) m BpemeHHOTO (10 10 €T BKIIOYHUTENBHO) XpPAaHEHHS, B TOM YHCJIE y4YETHO-
peructpanroHHble GOpMbI (KYpHAJIbI, KHUTH) U CIIPAaBOYHBIE KAPTOTEKH.

B HOMeHKnaTypy Aen Takke BKJIIOYAOTCS JOKYMEHTBI, 00pa3yloIIuecss B JAESATEIbHOCTH
BPEMEHHO JCHCTBYIONIMX KOJUIETHABHBIX OPraHOB (KOMHUCCHUI, COBETOB U T.I1.) M OOLIECTBEHHBIX
OpraHu3aIui.

B Homenkiarypy nen He BKIo4aroTcs HanuoHanbHBIM peecTp INPaBOBBIX AKTOB
Pecniy6nuku benapych u apyrue cOOpHUKHM HOPMAaTHBHBIX MPABOBBIX AKTOB, I€YATHBIC W3aHMS
(OporItopsl, CipaBOYHHUKH, WH(POPMALIMOHHbIE JTUCTKH, OI0JUIeTeHH, pedepaTuBHBIC )KYpHAIbI U
T.J1.), YKa3aTelIu U Jpyrue BCIOMOIaTelbHbIE JOKYMEHTHI.

162. CBogHast HOMEHKJATypa JAel COCTaBIseTCsA, Kak NpaBUiO, MO CTPYKTypHOMY (B
COOTBETCTBUM C YTBEPKICHHOW M OTPAKEHHOHM B IITATHOM PACHUCAHUH CTPYKTYPOM
OpTraHU3aIMH) WIX M0 CTPYKTYPHO-(PYHKIIMOHATBHOMY IPUHIUITY (B COOTBETCTBHU CO HITATHBIM
pacnucaHieM, ypaBlIeHYeCKUMHU (PYHKIUSAMH U HAlIPaBJICHUSIMU A€ATEIbHOCTU OpraHu3anun). B
OECCTPYKTYPHBIX OpraHM3alMsX HOMEHKJIAaTypa Jell COCTaBIAeTCs MO (YHKIHOHATIHLHOMY
IPUHIUIY (B COOTBETCTBUU C YNPABJICHUYECKUMHU (YHKLHUSAMHU U HANPaBICHUSAMH JIEATEIbHOCTH
OpraHu3aIum).

163. CTpyKTypHBIMHU 3JIEMEHTAMU HOMEHKJIATYphI eI ABJISIFOTCS Pa3/ieibl, KOTOPbIE MOTYT
JETUTHCS Ha TOApa3ACIbl.

HezaBucumo oT npuHIMIA NOCTPOCHHUS HOMEHKJIATYPHI 1€l U YTBEPKIAECHHONW CTPYKTYPBI
OpraHu3alMK B NIEPBBII pa3jien BKItoYaroTcs aena ciayxost JOY.

HanmeHoBaHMS BpPEeMEHHO JEHCTBYIOIIMX KOJUIETMAJbHBIX OPraHOB M OOILIECTBEHHBIX
OpraHu3alyii B MOPAIKE 3HAUMMOCTH YKa3bIBAIOTCS B KOHIIE HOMEHKJIATYPHI JET B KaueCTBE
CaMOCTOSITENIbHBIX Pa3/IeIOB.

164. CBognast HOMEHKJIaTypa Jen odopmisieTcss Ha oOuieM OlaHKe OpraHu3alvd WIN
YUCTOM JiucTe Oymaru popmata A4.

165. I'padpl HOMEHKIIATYPBI JIEJT 3aMOTHAIOTCS B COOTBETCTBUU C YCTAaHOBICHHON (OPMOI:
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165.1. B rpadpe 1 HOMEHKIIATYPHI I€TT YKA3bIBAKOTCS MHIEKCHI Aei. HIeKC nena COCTOUT U3
YCIIOBHOTO 00O03HauYeHMs (MHIEKca) paszniena (moapasniena) HOMEHKIATYPhl JeT U MOPSAKOBOTO
HOMEpa Jieia B Ipejiesiax JaHHOTo pasjena (Toapasiena).

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

ITpu HEOOXOIMMOCTH COCTABHBIE YaCTH MHJIEKCA MOTYT JOTMOIHATHCS HUPPOH «O».

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

B cBOmHOI HOMEHKIIAType Je/l OTHOPOAHBIM JielaM, BKJIIOUEHHBIM B pa3iInyHbIe pa3ieibl
(monpaznensl), IPUCBAUBAIOTCS OJIMHAKOBBIE 3aTOJIOBKH.

Hanpuwmep:
[Ipukasbl AUpeKTOpa HHCTUTYTA 10 OCHOBHOM AesiTenibHOCTH. Konuu

Jlena, B KOTOpBIE IPYIIIAPYIOTCSA JOKYMEHTBI 110 BOIIPOCAM, Pa3pelIacMbIM B TEUEHUE JIBYX
u Oortee net (TepexoIsIIre /ieia), BKIIOYAITCs B HOMEHKIIATYPY A€ CIEeIYIOIIEro rojia moja TeM
KE UHJIEKCOM.

B konme kaxmoro paszzmena (moapaszena) HOMEHKIATYPBI el TpPeayCMaTpUBAIOTCS
PE3CPBHBIC MHACKCHI AJId HE3AIJIAHUPOBAHHLBIX ICII, 3aBOAMMBIX B TCUCHUC I'0J1a,

165.2. B rpade 2 HOMEHKIATYPHI €T YKa3bIBAIOTCS HA3BaHHS Pa3eioB (IIOApPA3CiioB) U
3aroJIOBKH JIEII.

3aroJoBOK Jenia JOKEH COOTBETCTBOBATH COJIEPIKAHUIO M COCTaBY BKJIFOUAEMBIX B HETO
AOKYMCHTOB, 6I>ITB KpaTKUM, KOHKPCTHBIM U JOCTYITHBIM JJIsI BOCIIPUATHUS.

B cocraB 3aromoBka BKIIOYAIOTCS YKa3aHUE poOJa 3aBOAMMOTO Jeia (IOKYMEHTHI,
nepenmrcka, I[GJIO) HJIN Pa3HOBUAHOCTU JOKYMCHTOB (HpI/IKaBBI, IMPOTOKOJIbI, IUIAHBI, OTYCTHI, AKThI
U JIp.) ¥ Ha3BaHHUE TeMBI (CoepikaHue) ena.

B 3aronoBku OMMPCACIICHHBIX KaTeI‘OpI/Iﬁ ACJI JOIIOJHUTCIBHO BKIIFOUAKOTCA:

yKa3zaHUE aBTOpa JOKYMEHTOB (TIOJHOE, COKpalleHHOE WM BUIOBOC HAMMEHOBAHWE
OpraHM3al|M, CTPYKTYPHOT'O IOJpa3AeIeHUs WIN JOHKHOCTHOTO JIUIA);

Hanpuwmep:
[Ipukassl TUpEeKTOpa HHCTUTYTA [0 OCHOBHOH NESTEITLHOCTH

yKa3aHUe ajpecara Wid KOPPECIOHICHTa JOKYMEHTOB;

Hanpuwmep:
[Tepenmcka ¢ MuHHCTEPCTBOM IOCTHIMK PecyOnmku benapych o mpoBeneHnH 00s13aTEIEHOMN I0PUINIECKOM
JKCIIEPTU3bl HOPMATUBHBIX IPABOBHIX aKTOB

reorpaguueckoe Ha3BaHHME HACEIEHHOTO MYHKTa WJIM TEPPUTOPHH, C KOTOPOMl CBSA3aHO
coJiepKaHue JOKyMEHTOB JIefa;

Hanpuwmep:
Otuetsl cpetHuX 1Koy bopucosckoro, [3epxxunckoro u Kpynckoro paitoHoB MuHckoii o6nacti 00 yueOHO-
METOIMYECKON paboTe

nathl (Mepuo), K KOTOPBIM OTHOCHTCS COJIepP KaHHUEe JOKYMEHTOB JIeNa;

Hanpuwmep:
OT4eTbl TOCYAApCTBEHHBIX APXMBOB O KOMIUIEKTOBAHUU JOKYMEHTAMH JIMYHOTO IMpoucxoxzaenus B 2001—
2006 rr.
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YKa3aHUC Ha KOIIUMHOCTD AOKYMCHTOB, BKJIFOUCHHBIX B ACJIO.

Hanpuwmep:
IIpukasbl AUPEKTOpa HHCTUTYTA [10 OCHOBHOM AesiTenibHOCTH. Konuu

TepMuH «/{oKyMEHTBI» UCTIOJIB3YETCA B 3ar0JI0OBKE:

IIpU TPYHIHUPOBKE B AEI0 pPa3IN4YHBIX BHUIOB JOKYMEHTOB II0 OJHOMY BOIIPOCY, HE
CBSI3aHHBIX I[IOCJIEJIOBATEILHOCTBIO JIEIONPOU3BOJACTBAa. B KOHIle 3arojioBka B CKOOKax
YKa3bIBAOTCA ABA-TPHU OCHOBHLIX BHJa JOKYMCHTOB, BKIIFOUCHHBIX B JI€CJIO,

Hanpuwmep:
JIOKYMEHTHI O CTPOUTEIHCTBE CIIOPTUBHOTO KOMITIEKCa ((PMHAHCOBHII OTYET, CMETHI, CIIPAaBKH U 1Ip.)

pu 00BETUHEHUH B OJHOM JIeJIe TOKYMEHTOB-TIPUIIOKEHUH K KaKOMY-TTH00 JOKYMEHTY HIIN
rpyIIe JOKyMEHTOB.

Hanpuwmep:
JloKyMeHTBI K IPOTOKOJIaM 3acelaHnil KoJieruu MuHuctepersa 3a 2007 rof

TepMI/IH ((ILG.HO)) HCIIOJI3YCTCA B 3aroJIOBKC IIpH OG’bGI[I/IHeHI/II/I B JCJIC PA3JIMYHBIX BUJ0B
AOKYMCHTOB I10 OJHOMY BOIIPOCY, CBA3aHHBIX ITOCIICA0OBATCIbHOCTBIO €T0 PCIHICHUA.

Hanpuwmep:
JHeno o paccmoTpennu xanoosl Mieanosa U.U.

Tepmun «/leno» ynorpebmsercs B Ha3BaHHUSIX JIMUHBIX, CYI€OHBIX, apOUTPasKHBIX JIEII.

B 3arosioBkax el ¢ nepenucKkon yKa3plBatoTCs KOPPECIIOHAEHT UM KOPPECTIOHIEHTHI, €CITN
IepenucKa BEAETCs ¢ OJTHUM, ABYMS UJIM TPEMs KOPPECIOHIEHTaMU, U COAEpAKaHUE BOIIPOCa, T10
KOTOPOMY BEIETCS EPEMUCKA.

Hanpuwmep:
IMepenncka ¢ MuHHCTEpCTBOM 37paBooxpaHeHus PecrnyOnukn benmapych, TOProBO-IpOM3BOACTBEHHBIM
pecyOIMKaHCKIM yHUTapHBIM npeanpuatieM «bendapmanus» o HocTaBke JEKapCTBEHHBIX CPEICTB

Ecnm mepernucka Benmercsi ¢ Oojiee 4eM TpeMsi OZHOPOAHBIMH KOPPECIIOHACHTAMH, OHH
MOTYT OBbITh Ha3BaHBI B 3ar0JIOBKE 00OOIIEHHO.

Hanpuwmep:
[lepermcka ¢ WMCTONHUTENHHBIMH KOMHTETaMH oOjacTeii W T. MHHCKa O pachpenelieHHH MOJOIBIX
CIIETIHATNCTOB

Ecnu mepemnucka Benetcst ¢ Oosnee 4eM Tpemsl pa3HOPOAHBIMU KOPPECTOHAEHTAMHU, HX
Ha3BaHUS B 3ar0JIOBKE, KaK MIPaBUJIO, HE YKA3bIBAIOTCH.

Hanpuwmep:
[lepenucka o 3aKkJIIOYEHUU TOTOBOPOB HA MOCTAaBKY MaTepUaIOB U KOMIUIEKTYIOLIUX

B 3aronoBkax, cojepkalux IUTAaHOBYIO WJIM OTYETHYIO JOKYMEHTAIMIO, YKa3bIBAIOTCS
YHCII0, MECSI, KBapTall, TO/1, Ha (3a) KOTOPBI COCTaBIIEHbI IOKYMEHTHI.

Hanpuwmep:
[Tnanbl paboOTHI CTPYKTYPHBIX HOApasaeneHnid naetutyTa Ha IV kB. 2007 .
KBaprayibHble oT4eTHI 0 paboTe CTPYKTYPHBIX ToApasaeneHnii nHerutyta 3a 2007 rox
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He nomyckaercst ucnosb30BaTh B KaueCTBE 3arojOBKOB (POPMYIMPOBKH, HE OTpaskKarolue
COCTaB W COJepKaHUE TOKYMEHTOB, BKIIOYEHHBIX B Jeno («Marepuanbly, «JlokyMeHTaIbHbIC
MaTepuaibl», «Pa3Hble TOKyMEHTbI», «DUHAHCOBBIE TOKYMEHThI», «O011as nepenucka» u T.11.),
U OINpeAeNieHus, B KOTOPHIX BHJ JOKYMEHTa 3aMeHeH neiictBueMm («McciemoBaHue ...»,
«Paccmotpenue ...», «ObecniedeHue ...» 1 T.1.).

B mporiecce popmMupoBaHus €N 3ar0JIOBKA MOTYT YTOUHSITHCSI.

3aroyioBKH B pazjenax (1moapas/enax) HOMEHKIIATYPhl 1€ CUCTEMAaTU3UPYIOTCS MO TPyIaM
B 3aBHCHMOCTH OT 3HAYMMOCTH ¥ B3aHMOCBSI3H JIEIT B CIICIYIOIIEM MOPSIKE:

HOpMAaTUBHbIE MpPaBOBbIE aKThl (IekpeThl, yka3wl IIpesmpenta Pecny6muxu benapyce,
3akoHbl Pecrybnuku benapych, mocranosienus CoBera MunuctpoB Pecniyonuku benapych u
ap.);

YUpEAUTENbHBIC JOKYMEHTBHl OpraHu3anuu (yCTaBbl, TOJIOKEHHUS, CBHJIETEIBCTBA O
roCy/1apCTBEHHON PETUCTPALlUU U JIp.);

pacmopsANTEeNbHBIE W METOAMYECKHE JOKYMEHTBHI  BBIIMICCTOSIIUX  OpTraHu3alui
(mocTaHOBIIEHHUS, TPUKA3BI, YKA3aHUS U JP.);

paciopsANTeNbHBIC JOKYMEHTBI OpTraHU3aIuH (MIPUKA3bl, PACTIOPSIKEHUS H . );

OpraHMU3alOHHbIE JOKYMEHTHI (IITaTHBIE pACIIUCaHUS, TOJOXKEHHS, MHCTPYKLUH, TIpaBUiia
u ap.);

MIPOTOKOJIBI;

TUTaHBI;

OTYETHI;

JIOTOBOPBI;

CIIPaBOYHO-UH(OPMAITMOHHBIC TOKYMEHTHI (aKThI, CIPaBKH, HMH(POpPMAIIUU, CBOAKHU U IP.);

MEPETHCKa,

YUETHO-PErUCTPAIMOHHBIE (DOPMBI.

[Topsimox  cucTeMaTu3allMi WHBIX 3aroJIOBKOB  JIeJ  OMpPENeNsieTcss COCTaBUTENEM
HOMEHKJIATYpBhI.

CucremaTHu3aliys 3aroj0BKOB €Nl BHYTPH KaXXJI0W TPYIIBI ONPEACISETCS B COOTBETCTBUU
CO 3HAQYUMOCTBIO JJOKYMEHTOB U CPOKaMH MX XPAaHEHHUS: MPUKA3bl 10 OCHOBHOHN AESITENHbHOCTU
pacmonararoTcs Mepea MpuKa3zaMu MO JIMYHOMY COCTaBY, TOJOBBIC TUIAHBI M OTYETHI — MEPE]
KBapTaIbHBIMU M MECAYHBIMU, TIEPENUCKAa C BBIIIECTOSIIMMH OpraHU3aLUsIMU — TMepes
MIEPETHCKON C MHBIMU OPTaHU3AIMSIMH H T.1.

CucremaTuzaiuss  3arojOBKOB  OJHOPOJHBIX  JI€N, COAEpXKAlluX  HAaUMEHOBaHUS
KOPPECMOH/ICHTOB HJIU TeorpaduiecKre Ha3BaHUs, OCYIIECTBISICTCS MO anaBuTy;

165.3. rpada 3 HOMEHKIIATYpHI J1eJ1 3aMOTHAETCS B KOHIIE JEIONPON3BOICTBEHHOTO ro1a. B
HEel yKa3bIBaeTCsl KOJIMYECTBO JIeN (TOMOB, YacTei), 3aBe/ICHHBIX B OPraHU3allii B TCYCHHE ro/1a
MOJ1 COOTBETCTBYIOIINUM 3ar0JIOBKOM;

165.4. B rpadpe 4 yka3wpIBarOTCS CPOKM XpaHEHUS e, HOMEpa MYyHKTOB W (WJIM) CTaTeu
COTJIACHO HOPMATUBHBIM IPABOBBIM aKTaM, JIOKAJIbHBIM NPABOBBIM aKTaM, YCTAHABIMBAIOIIUM
MEepPeYHU THUIIOBBIX TOKYMeHTOB HammoHanbHOTOo apxuBHOTO (oHma Pecrmybnmku bemapyce,
00pa3yomuxcsi B MPOLECcCe AEATEeIbHOCTH TOCYAapCTBEHHBIX OPraHOB, MHBIX OpraHu3aluil U
WHIVUBUAYAIBHBIX TMpEANpPUHUMATENCH, C yKa3aHHEM CpPOKOB XpaHEHHUs (Jalee — MepeueHb
TUIOBBIX JIOKYMEHTOB C YKa3aHMEM CpPOKOB XpaHeHHUs) U (WJM) MEepeyHU JIOKYMEHTOB
Harmmonansnoro apxmBHOro ¢onaa Pecnyonuku benapyck, oOpasyroomuxcss B mporiecce
NeSITeIbHOCTH FOCYIapCTBEHHBIX OPTaHOB, MHBIX OPTaHU3AlMA U TOJYMHEHHBIX UM (BXOJAIINX B
COCTaB, CHCTEMY) OpraHOB, OpraHM3alllii, C yKa3aHHEeM CpPOKOB XpaHeHus (manee —
BEJIOMCTBEHHBII MepevyeHb JTOKYMEHTOB C YKa3aHHEM CpPOKOB XpaHEHHMsI), a TaKXKe IepeuHu
nokymMeHToB HanumonanpHOro apxuHoro ¢onaa Pecny6nuku benapych, oOpasyromuxcs B
mpoLecce JAesTeIbHOCTH HEroCyJapCTBEHHBIX OpPraHM3allil U MOAYMHEHHBIX UM (BXOMSIIUX B
COCTaB, CHCTEMY) OpPraHU3alNi, C YKa3aHHEM CPOKOB XPaHCHHUSI.

Cpoku XpaHeHHUS JOKYMEHTOB, HE OTPaXCHHBIX B MEPEYHSIX JOKYMEHTOB C YKa3aHUEM
CPOKOB XpaHEHHS, YKa3aHHBIX B YaCTH IMEPBOM HACTOAIIETO MOANYHKTa, ompexaenstorcs [[OK
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(OK) opranuzamuii 1o COTJIAaCOBAaHHMIO C OpPTaHAMH AapXWBHOTO Jiela W JEJIONPOM3BOJICTBA U
rOCy/IapCTBEHHBIMU apXUBaMU (JIJIs1 OPTraHU3AIN, SIBISIOIIUXCS UICTOYHHKAMHI KOMILIEKTOBaHUS
rocyaapcTBeHHBIX apxuBoB) win [{OK BrIecToSmUX opraHu3amnuii (1151 HHBIX OpraHU3aIlHi);

165.5. B rpade 5 «lIpumeuanue)» MPOCTABISAIOTCS OTMETKH O MEPEXOMANINX Jelax, O
HEe3aBeJICHUU JIeJ, O Iiepeaaye /el B IPYryio OpraHu3aluio Wi CTPYKTYPHOE MOpa3ieieHue 1Jis
MIPOJIOJKCHHSI, O BBIICTICHUU Je)I K YHUYTOXKEHUIO, 00 yTpaTe JIeN, O JIMIAX, OTBETCTBEHHBIX 3a
dhopMupoBaHHE JIeT, O TIepeIaue B apXuB OpraHu3aluy 1e7 BpeMeHHoro (10 10 net) xpaneHus, o
Jatax v uHAeKkcax npotokosos 3aceqanuii [[OK (OK) opranu3zaiuu, B COOTBETCTBUU ¢ KOTOPBIMU
YCTaHOBJIEHBI CPOKH XPAaHEHUS JOKYMEHTOB, HE OTPA)KEHHBIX B IMEPEUHSX THUIIOBBIX JOKYMEHTOB
C YKa3aHHEM CPOKOB XpaHEHHS U (W) BEIOMCTBEHHBIX IMEPEUHSX TOKYMEHTOB C yKa3aHHUEM
CPOKOB XpaHEHHUsS, a TakkKe IepedyHsX JOoKyMeHTOB HamuoHanbHOro apxuBHOTO ¢oHIa
PecniyOnuku  bemapych, oOpa3yrommxcss B Mpolecce AeATeIbHOCTH HETroCYIapCTBEHHBIX
OpraHu3alyii ¥ NOAYMHEHHBIX UM (BXOJSIIUX B COCTaB, CUCTEMY) OpraHH3alui, ¢ yKa3aHHEM
CPOKOB XpaHEeHHsI, 00 3JIEKTPOHHBIX JIENIaX, COJEPKAIIUX JOKYMEHTHI B 3JIeKTpoHHOM BHE (D/]),
nHpopMmanmonHbix pecypcax (MP), ruopunnpix nenax (I'J1) u ap.

166. B xoHIle cBOHOM HOMEHKIIATYpHI JIeN nepes, peKBU3uToM «lloanucey yka3bplBatoTCs
Ha3BaHMsI HOPMATUBHBIX MPABOBBIX AKTOB, UCIOJIb30BAaHHBIX IIPH OMPEICICHUN CPOKOB XPAHEHUS
bS8

167. [To okoOHYaHHWM IETOMPOU3BOJICTBEHHOTO rojaa ciayx0o0it JJOY opranuszaiuu B KOHIIE
CBOJHOM HOMEHKJIATypbl JEJl COCTABIISIETCSl MTOTOBas 3alKMCh O KaTEropusX M KOJIHUYECTBE
3aBeJIEHHBIX JIeJ 10 (hopMe COrIacHO MpuioxeHuto 12. IToroseie 3amucu K HOMEHKIATypaM el
CTPYKTYPHBIX MOJIpa3/ieleHnii (00IEeCTBEHHOM OpraHu3aly) COCTaBIAIOTCS M0 3TOMH ke hopme
Y TIOJITUCBIBAIOTCS] PYKOBOJUTENSIMH 3TUX MOApa3/iesieHni (00I1eCTBEHHOM OpraHu3alun).

I'TIABA 11
O®OPMUPOBAHHUE JIEJI

168. ®opmupoBanue Jein— TPYNIAPOBKA UCHOJHEHHBIX JOKYMEHTOB B Jella B
COOTBETCTBUM C HOMEHKJIATYpPOH /1€ U CUCTeMaTH3alus JOKYMEHTOB BHYTPH JIEI.

JIOKYMEHTBI TPYIIIUPYIOTCS B JIeia paOOTHUKAMU, OTBETCTBEHHBIMU 32 JENIOTPOU3BOACTBO
B CTPYKTYpHBIX mojpazaeneHusix. KoHTponb 3a mnpaBWwibHBIM (opMHpOBaHHEM el B
OpraHU3aIMH OCYIIECTBIsIeTCs ciy)00i JJOY.

169. JlokyMeHTBI TPYNIIUPYIOTCS B JieJIa COTJIACHO OTMETKaM 00 MCTIOJHEHUU JTOKYMEHTOB
«B nmeno Ney. Ilpu 3TOM mHpOBEpsAIOTCS MPAaBUIBHOCTH O(POPMIICHHS TOKYMEHTOB, HalM4ue
MOJMNKUCEH, 1aT, OTMETOK 00 UCIIOIHEHUHU U IPYTUX HEOOXOIUMBIX PEKBU3UTOB TIOKYMEHTOB.

170. B nmena rpynmupyroTcs JOKYMEHTBI OIHOTO JAEJIONpPOM3BOJACTBEHHOTO ToOAa, 32
UCKITIOUEHUEM MEePEXOISIINX, TUYHBIX U CYJeOHBIX JIe.

JIOKyMEHTBI TOCTOSIHHOTO, BpeMeHHoro (cBeimie 10 met) u BpemenHoro (mo 10 ner
BKJIIOUMTENBHO) XpaHEHUs TPYNNHUPYIOTCS B OTHENbHbIE Jena. JlomyckaeTcsi BpeMeHHas
TPYNIIUPOBKA B OJHOM €€ JOKYMEHTOB C PAa3JIMYHBIMU CPOKaMU XpaHEHUs, CBS3aHHBIX
peuieHreM oAHoro Bompoca. [lo OKOHYaHMM [1EJONMPOU3BOJACTBEHHOrO ToOJa Takue Jena
pacGOopMUPOBBIBAIOTCS, a JOKYMEHTBI TPYNIUPYIOTCS B CAMOCTOSTENILHBIE Jielia B 3aBUCUMOCTHU
OT CPOKOB UX XPAaHEHUS.

B neno BkimrowaeTrcs TOJIBKO OAMH 3K3EMIUIP KaXaoro NokyMmeHTa. He nomyckaercs
BKJIIOYATH B Jieia TIOKYMEHTHI, MOJUIeXkKaIlINe BO3BpaTy, YEPHOBbBIE U 1yOJIETHBIE IK3EMILISPHI.

[Tpunoxxenust GopMHUPYIOTCS B JieTIa BMECTE ¢ JOKYMEHTaMH, K KOTOPBIM OHH OTHOCSTCS.
[Ipu 3HauUKTEIHLHOM 00BEME MPUIIOKEHHUI OHU TPYIIIUPYIOTCA B OT/IEIbHBIC AeTa.

171. O6bem nena He noypkeH npessimarh 300 nmuctoB npu TonmuHe He 60ee 40 mm. [pu
00J1b111EM 00bEME TOKYMEHTOB JIEJI0 ACJISAT Ha CAMOCTOSTEIbHbIE TOMA; TOKYMEHTHI Ka)KJ0ro TOMa
SBJIAIOTCSI IPOJIOJIKEHUEM MTPEABIAYIIETO.

172. lokymMeHTbI B JeJie CHUCTEMATHU3UPYIOTCS 110 CICIYIONIUM MPUHIUIAM WM HX
COBOKYITHOCTHU: BOTIPOCHO-JIOTUYECKH, XPOHOJIOTHUECKUH, al(aBUTHBINA, HyMEpaIlMOHHBIN U 1.
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PacnopsauTtenbHble TOKYMEHTHI TPYIIUPYIOTCS B JI€7a IO BUJAM U CUCTEMAaTU3UPYIOTCS B
MOPSIAIKE BO3pACTaHUSI HOMEPOB.

[Ipuka3pl 1 pacnopsiKe€HUss MO OCHOBHOW JAESATENBHOCTH, MO JMYHOMY COCTaBy MU IO
aMUHUCTPATUBHO-XO3SIMICTBEHHBIM ~ BOIIPOCAM  TPYNIUPYIOTCS B OTACNbHBIE Jiela U
CUCTEMATU3UPYIOTCS B OPSAJIKE BO3PACTAHUS UX HOMEPOB.

[Ipuka3bl u pacHnoOpsDKEHHsI 10 JIMYHOMY COCTaBY TPYNIUPYIOTCS B OTACNIbHBIE Jeia
B 3aBUCHMOCTHU OT CPOKOB UX XPaHEHHS.

PacniopsiqutenbHble  TOKYMEHTBI  ONPEACIEHHOM PpPa3sHOBUAHOCTU, PETHUCTPUPYEMbIE
OTJIETTLHO B COOTBETCTBUH C TpeOOBaHUSIMH MOANMYHKTOB 142.3 u 142.4 mynkra 142 Hacrosmen
WNHcTpykuuu, rpynnupyroTcst B OT/ACNIbHbBIE Jela.

[IpoTokonbl B Jenax CHCTEMATU3UPYIOTCS MO XPOHOJOTMM B TOPSAJKE BO3PACTAHMS
HOMEPOB.

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

[1naHbl ¥ OTYETHI TPYNIUPYIOTCS B €JIa TOTO roJia, K KOTOPOMY OHU OTHOCSITCSI IO CBOEMY
COJICP)KAHUIO0, HE3aBHCHUMO OT BpEMEHHM HUX cocrtaBieHusa. Hampumep, miman Ha 2006 rop,
cocraBieHHblit B 2005 roxy, wim order 3a 2006 ron, cocraBneHHbiid B 2007 Toy, JOMKHBI OBITH
otHeceHbl K 2006 roxy. Ilnanel, paccuuTaHHBIE HA HECKOJIBKO JIET, (POPMHUPYIOTCS B Jieja IO
HAYaJIbHOMY TOJTy MX JIEHCTBUS; OTUYETHI O BBIIIOJIHEHUN TAKHUX IJIAHOB (JOPMUPYIOTCS B Jieja 1o
MIOCJIEIHEMY TOZly IEMCTBUS IUIAHA.

Jlena ¢ mepenucKoi, MOpyuYeHUsIMU U IOKYMEHTaMU 00 MX BBITOJIHEHUU (OPMUPYIOTCS 110
BOIIPOCHO-JIOTUYECKOMY MPUHLUITY, HPELYyCMaTPUBAIOIIEMY pACIOIOKEHHE JOKYMEHTOB B
JIOTUYECKOW TOCJIEIOBATEILHOCTH PEIICHUsI BOMPOCA: MEPBBIM MOMEIIACTCS MHUIIMATUBHBIN
JOKYMEHT (3alpoc UK NOPYYEHHE), 332 HUM — JOKYMEHT-OTBET.

JIOKyMEHTBI JIMYHOTO Jejla CHUCTEeMAaTU3UPYIOTCA B TOPSAJKE, YCTAHOBJIEHHOM aKTaMH
3aKOHO/IATENbCTBA.

OOparnieHus TpaxkJiaH, B TOM YHCIIe MHIUBUTyaTbHBIX IPEANPUHUMATENCH, U FOPUAHIECKUX
JIUL ¥ TOKYMEHTBI, CBSI3AHHBIE C UX PACCMOTPEHHUEM, IPYNIIUPYIOTCS B CAMOCTOSITENIbHBIE JI€Na U
CUCTEMAaTHU3UPYIOTCS B XPOHOJIOTHYECKOM WK andaButHOM nopsike. OOpaiieHus rpakiaH, B
TOM 4YHCIIE€ WHJIWBHUAYAJbHBIX MpEANPUHUMATENICH, W IOPUAUYECKHUX JIMI, COAEprKallue
NpeAJIOKEHUST ~ MO YIYYIICHUIO  JCATENbHOCTH  OpraHu3alui,  HMHAUBUAYAJIbHBIX
MpEeANPUHUMATENEH, COBEPIICHCTBOBAHUIO IPAaBOBOTO  PETYJIMPOBAHMUS  OTHOIIEHHHA B
TOCYJapCTBEHHOH M OOIIECTBEHHOH  JKM3HH, PEUICHHIO BOIPOCOB  SKOHOMHUYECKOIA,
MOJINTUYECKON, COIMAIIbHOM U Jpyrux cdep AesITeNbHOCTH TrocylapcTBa M OOIIEcTBa,
TPYIIHUPYIOTCS O0TAeNbHO. Kaxmoe oOpaieHue u TOKyMEHTHI, CBI3aHHBIE C €M0 PACCMOTPCHHEM,
COCTaBJISIOT B J€lIe CaMOCTOATeNbHYI0 Trpynmy. [loBTopHble oOpaimieHuss U JOKYMEHTHI,
CBS3aHHBIE C UX PACCMOTPEHUEM, CUCTEMATU3UPYIOTCS B JI€Jie BMECTE C MPEAbITYIIUMHU.

JluueBble cueTa TPYNIUPYIOTCS B CAMOCTOSATEIBHBIE Jejla B Ipelnenax roja H
CHCTEMaTU3UPYIOTCA 10 andaButTy haMmini.

I')TABA 12
IKCIIEPTHU3A HEHHOCTHU JOKYMEHTOB

173. DxcnepTr3a IEHHOCTH JOKYMEHTOB — 3TO OIPEACIICHHE HCTOPUYECKON, HAYIHOM,
COLIMAIIBHOW, 3KOHOMMYECKOW, IIOJUTUYECKON, KYJIbTYPHOW U IPAKTUYECKOW 3HAYUMOCTHU
JIOKYMEHTOB C LIEJIbI0 YCTaHOBJICHUSI CPOKOB UX XpaHEHUs U 0TOOpa Ha XpaHEHHUE.

174. DxcnepT3za LEHHOCTU AOKYMEHTOB B OpraHU3allUd OCYIIECTBISAETCS IOCTOSHHO
nerictByromied OK. B rocygapCTBEHHBIX OpraHax MW HMHBIX OpraHU3alUsIX, HWMEIOIIUX
MIOJYMHEHHBIE (BXOJAIIME B COCTaB, CUCTEMY) OpraHbl, OpraHU3allld, CO3JAI0TCSI MOCTOSHHO
nerictpyromue [OK.

[IOK (OK) pelictByeT Ha OCHOBaHMM IIOJIOXKEHMS, YTBEPKIAEMOIO PYKOBOIUTEIEM
opranmsanuu. [lomoxennss o [IOK (OK) opranuzamnuii, SBISIOMUAXCS HCTOYHHKAMHU
KOMIUIEKTOBAaHMSI TOCYAAPCTBEHHBIX AapXUBOB, COIJIACOBBIBAIOTCA C COOTBETCTBYIOIHMMU
rOCyJ1IapCTBEHHBIMH apXUBaMHU, UHBIX Oopranu3amnuii — ¢ [[OK BelliecToAmmx opraHuzaiuiu.
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175. 19K (OK) co3maercs B coctaBe He MeHee 3 uenoBek. [Ipencenarenem DK (OK)
HA3HAYACeTCS 3aMECTUTENh PYKOBOAMUTENSI OPTaHU3AINH, WICHAMHU — PYKOBOJIUTENb cIyx0b1 JJOY
(mumo, ortBerctBeHHOe 3a JIOY), 3aBedyromuii apXWBOM (JIMIIO, OTBETCTBCHHOC 3a apXWB)
OpraHu3aliy, TJaBHBIA Oyxraiarep M JApyrue Hambosee KBanu(uUUIUpOBaHHbIE PaOOTHUKU
opranuzanuu. B cocraB [IDOK (3K) opranmzanuu, sBistonieiicss ICTOYHUKOM KOMIUICKTOBAHUS
TOCYy/IapCTBEHHOTO apXWBa, MOXET BKIIOYAThCA pAOOTHUK COOTBETCTBYIOIIETO apXHUBA.
[Tepconanbnbiii coctaB 1[OK (OK) yrBepkmaercs nmpuka3zom (pacmopsbKeHHEM) PYKOBOIAUTEIS
OpraHH3aIlHH.

176. OcuoBabiMu pynkiusmu [[OK (OK) seastoTcs:

MPOBE/ICHUE HKCHEPTH3bl LIEHHOCTH JOKYMEHTOB U ONpEACTICHUE CPOKOB UX XPAHEHHUS B
COOTBETCTBHUH C 3aKOHOJATEILCTBOM;

COTJIACOBAHUE TMPOCKTOB HOMEHKIATYp [l OpraHm3allii W €€ CTPYKTYPHBIX
MO/Ipa3IeJIeHNH, TUIIOBBIX U IPUMEPHBIX HOMEHKJIATYP /1€, MHCTPYKLUN MO JIeTONPOU3BOJICTRY,
MIPOEKTOB MIEPEYHEH TOKYMEHTOB C YKa3aHHEM CPOKOB XpaHEHUS, METOJMYECKUX IOKYMEHTOB TIO
NIeJIONPOU3BOICTBY;

€XKEroIHBI 0TOOP TOKYMEHTOB Ha XPAaHEHHUE U YHUUYTOKEHUE;

COTJIaCOBAHUE OIKCEH /1€ TOCTOSIHHOTO XpaHEeHHsI, BpeMeHHOro (cBbimie 10 yet) XxpaneHus
Y TI0 TMYHOMY COCTaBY;

COTJIACOBAHUE AKTOB O BBIJEICHUU K YHHUUTOKEHUIO TOKYMEHTOB M €N, HE MOJUIekKAIINX
XpaHEHUIO;

MOATOTOBKA MPEIJIOKEHU 00 H3MEHEHHU CpPOKOB XpaHEHHs OTAEIbHBIX KaTeropui
JOKYMEHTOB, YCTaHOBJICHHBIX 3aKOHOJATEIHCTBOM, H BHECEHHE WX Ha PACCMOTPEHHE OpPTaHOB
ApXUBHOTO JieJia U JeIONPON3BOACTBA U TOCYIaPCTBEHHBIX APXUBHBIX YUPEKIACHUM;

OCYILECTBIICHHE METOAMYECKOTO0 PYKOBOACTBA M KOHTpoJs 3a jeaTenbHocThio K
CTPYKTYpPHBIX TMOJpa3leieHU U MOJAYMHEHHBIX (BXOISIIIMX B COCTaB, CHCTEMY) OpPIaHOB,
OpraHu3aLMil;

MPUHATHE PELIEHUIl MO0 BOIMpPOCaM COBEPILIEHCTBOBAHUS JEJIONPOU3BOJICTBA U PabOTHI
apXuBa OPraHMU3AINH U TIOTIYMHEHHBIX (BXOSIINX B COCTaB, CUCTEMY) OPTraHOB, OpraHU3aIINN.

177. 19K (OK) sBrsieTcst coBemaTeIbHBIM OPTaHOM, PEIICHUSI KOTOPOTO YTBEPKIAFOTCS
PYKOBOJUTENIEM OpPTaHU3AIIHH.

3acemanus 1[OK (OK) u mpuauMaemMsble peneHus 0ohOpMISIFOTCS TPOTOKOJIAMHU.

178. HenocpenctBeHuslii  oTOOp 1OoKyMeHTOB HammoHanmpHOro apxuBHOTO — (poHMa
PecniyOnuku benapych Ha XpaHeHHe B apXHUB OpPraHU3allMM U BbIAEIEHUE K YHUUYTOXKEHUIO
MPOU3BOIUTCS PAOOTHUKAMHU CTPYKTYPHBIX IOApPA3/ICICHU OpPraHU3aliH, B ACSITEIbHOCTU
KOTOPBIX OHH ObUTH 00pa30BaHBI.

[TpuHIMIBI, KPUTEPUU U TOPSAOK MPOBENCHUS OKCIEPTH3BI LEHHOCTH JOKYMEHTOB
OTIPEETISAIOTCA aKTaMU 3aKOHO/1aTebCTBA.

179. o pe3ynapTaTam SKCIEPTHU3bI IIEHHOCTU M 0TOOpa JOKYMEHTOB COCTABIISIIOTCS OIHCH
JIeJT TOCTOSIHHOT0, BpeMeHHOro (cBblie 10 jeT) XpaHeHus: U 10 JTUYHOMY COCTaBY, a TAKXKe aKThl
O BBIICTICHUH K YHUYTOXKEHUIO JOKYMEHTOB U JeJl, HE MOJICKAIINX XPAHCHHUIO.

I')TABA 13
OPOPMJIEHHUE JEJI

180. [lena opranuzanmii mojajexar oQOpMIICHUIO MPU UX 3aBEACHUU W IO 3aBEpPIICHUU
JeNONPOU3BOACTBEHHOTO roja. OdopMieHue aen MPOBOAUTCA PaOOTHHKAMHU CTPYKTYPHBIX
MOJIPa3/IeIeHNH, B KOTOPBIX OHH (DOPMUPYIOTCH.

181. B 3aBUCHMMOCTH OT CPOKOB XpaHEHUS IPOBOJUTCS MTOJIHOE UM YaCTUYHOE opopMIIeHHE
el

YactuuHoMy 0(OPMIICHHUIO MOJUIEkKAT BCe Jefia MPU MX 3aBEJCHUU B JIENIONPOU3BOICTBE.
[TorHOMY O(OPMIICHHIO MOAJIEKAT JesIa TIOCTOSHHOTO U BpeMeHHOTO (cBbIme 10 neT) xpaHeHwus
MOCJIC UX 3aBCPIICHUA ACITONPOU3BOJCTBOM.
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182. Yactuunoe odopMiieHre Aeia TP 3aBEJICHNUHN B JEIOMPOU3BOICTBE IPEIyCMaTPUBACT
odopmIleHHe PEKBU3UTOB OOJIOKKH Jella B COOTBETCTBHH C HOMEHKIJIATypoul aen. Ha oGmoxke
7ieNia yKa3bIBaloTCs:

HAaMMEHOBAHME BBILIECTOSINEH OpraHu3aluy;

HauMEHOBAaHME OpraHU3aIUY;

HAaUMEHOBAHHE CTPYKTYPHOTO MOApa3ieieHus Wi QYHKIUN (HAIIPaBICHUS ACSITETLHOCTH)
OpraHu3ally B COOTBETCTBUU C HOMEHKJIATYpOU Jelt;

MHJIEKC Jieia 10 HOMEHKIIAType Ael;

3aroJjI0OBOK Jiena;

rofl, B KOTOPOM 3aBOJUTCS JETI0;

CPOK XpaHEeHus Jena.

183. ITomHOE 0 opMIICHHE [eNIa TPeIyCMaTPUBALT:

MOJLIUBKY WM NIEPETIET JIena;

HYMEpALHUIO JIUCTOB B JIETE;

COCTaBJICHHE BHYTPEHHEH OMUCH JOKYMEHTOB Jiea (B Cly4asix, ONpe/eleHHbIX MYHKTOM
186 nacrostieit Uuctpykuun);

COCTaBJICHHE JIUCTA-3aBEPUTEIS JIeTIa;

o(opmieHrEe U YTOUHEHUE PEKBU3UTOB OOJIOKKH J1EN1a;

CUCTEMAaTH3alMIO0 IOKYMEHTOB JieJla B COOTBETCTBUU ¢ TpeOoBaHUsAMHU IU1aBhl 11 HacTosmei
NHucTpykuun.

184. [lena, mojexaiiyue MoJTHOMY O(QOpMIICHHUIO, TTOIIMBAIOTCS HE MEHEE UYeM B UETHIPE
MIPOKOJIAa B TBEPAYIO OOJIOKKY MM MEPEIICTAI0TCs ¢ YI€TOM BO3MOXKHOCTH CBOOOJIHOTO UYTEHHUS
TEKCTa BCEX JOKYMEHTOB, JIaT, BU3 U PE30JIIOLUN Ha HUX. JJokyMeHThI, 0(hOpMIICHHBIE Ha JINCTaX
Ooymaru ¢popmara A4 B anbOOMHON OPUEHTAITUH, TOIIIMBAIOTCS (TIEPETIETAIOTCS) 32 JIEBOE T10JIE
U ckjiaapBaioTcs. [Ipu moaroroBke Aen K MOAIIMBKE (MEperieTy) METaUIMYecKue MpeaMeThl
(OynaBkH, CKOOBI, CKPENIKU U JIP.) U3 JOKYMEHTOB YAAJSIOTCS.

Jlema moCTOSTHHOTO XpaHEHHUsI, COCTOSIIIUE U3 JOKYMEHTOB 0CO00# HCTOPHUECKOM, HAyYHOM,
XY0KECTBEHHON U MHOM IIEHHOCTH UM HE(OPMATHBIX JOKYMEHTOB (4E€PTEXH, PyKOIIUCH U T.1.),
XPaHATCS B MAINKax ¢ TPeMs KJarmaHaMU 1 3aBsI3KaMU WU B KapTOHHBIX QyTisipax (KOpoOkax).

185. Jluctel B gene, KpoMe JIMCTa-3aBEpUTENS Jiefla U JIUCTOB BHYTPEHHEH OIKCH,
HYMEpYIOTCSl B IPaBOM BEpPXHEM YTy apaOCKuMH IudpamMu YepHbIM IpadUTHBIM KapaHAAIlIoOM.
Hcnonb30BaHKe YepHUI U IBETHBIX KapaHAIICH 171l HyMepalluy JTUCTOB He TomycKkaeTcs. JIucTo
BHYTpEHHEH OMNHUCH JOKYMEHTOB JieJa HYMEpYyIOTCsl OTIeNbHO. JIMCTBI KaKAoro Toma Jena
HYMEPYIOTCSI OTJIEJIBbHO.

Cno>keHHBIN JIMCT Pa3BOPAYMBACTCS U HYMEPYETCs B MPAaBOM BepxHEM yriry. JIuct moboro
¢dopmara, MOIIMIMTHIN 32 OJUH Kpail, HyMepyeTcsl Kak OJuH JUCT. JIKCT, CII0KEHHBIN MOMoiIaM U
MOJLIUTBIN 32 CepeIMHY, HyMepyeTcs KaK J1Ba JIUCTA.

Yeprexu, nauarpammsbl, ¢ororpapuu U gpyrue  crneuupuueckue  JIOKYMEHTHI,
MIPEJICTaBIISIONINE CAMOCTOATEIbHBIN JIUCT B JIeie, HyMEPYIOTCS Ha 000pOTHOW CTOPOHE B JIEBOM
BEPXHEM YTIIy.

JlucT ¢ Harmyxo HakJIeeHHBIMHU JOKyMeHTaMH (poTorpadusMu, BEIpe3KaMu, BBIMUCKAMU U
T.I.) HyMepyeTcsl Kak OJUH JHUCT. JIOKyMEHTHI, MOJKJIECHHbIE OIHUM KpaeM, HyMEpPYIOTCS
OTJENBHO.

JIOKYyMEHTBI, KOTOpbIE HEBO3MOXKHO TMOIIUTH B /€10, BKJIAIbIBAIOTCS B KOHBEPT, KOTOPBIHA
MOJIIMBAETCS B JIeJ0. BioxeHus: HyMepyroTcsl OTAEIbHO OT KOHBEPTOB: BHauajie HyMepyercs
KOHBEPT, a 3aTEM OYEPETHBIM HOMEPOM KaXK10€ BIIOKEHHE B KOHBEPTE.

[TonmmTeie B €510 TOKYMEHTHI ¢ COOCTBEHHOW Hymepaluel JIMCTOB (BKJIOYas meyaTHbIe
U3aHusg) HymepyloTcs B oOmeM mnopsiake. CoOCTBeHHas HyMepanusi COXpaHSeTCs, €ciH
MMEIOIIUI ee TOKYMEHT COCTaBJISIET OTAEIBHOE JIENO.

[Tpu Hamuuum OOJBIIOTO KOJIMYECTBA OMIMOOK B HYMEpAIUH JHCTOB Jiefla IPOBOJUTCS UX
MEepEeHyMEepaIsi: CTapbldi HOMEp 3a4YE€pPKUBACTCS OJIHOM HAKJIOHHOW 4YEpTOM, PSIAOM CTaBUTCS
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HOBBIH HOMep Jucta. Eciam oOHapyXeHHble OIIMOKM B HyMEpallUd HE3HAUYUTENbHBI, TO
WCIIONB3YIOTCS TUTEPHBIE HOMEPA JIUCTOB.

Hampumep: 15a, 156

186. K nmenmam, y4eT KOTOPBIX BBI3BIBAETCS CIENU(PUKONW JOKyMEHTAIMU (0c000 IICHHBIC,
cyneOHble, CIeICTBEHHBIC, TUYHbIE Jela, Aena, ChopMUpPOBaHHBIC IO BUIAM U PA3HOBUIHOCTSIM
JOKYMEHTOB, 3arojIOBKM KOTOpPBIX HE TMOJHOCTBIO PACKPBIBAIOT KOHKPETHOE COJEp)KaHUe
JOKYMEHTOB JI€]la), COCTaBISETCS] BHYTPEHHSISI OMUCH JOKYMEHTOB Jenia Mo (opMe COTiacHO
NpuJIokeHuto 13.

Bo BHyTpeHHEW onmucu yKa3bIBalOTCs MOPSAKOBBIE HOMEpa JIOKYMEHTOB B JieJie, JIaThl,
MHJICKCBI, 3arojOBKM JIOKYMEHTOB M HOMEpa JIUCTOB, Ha KOTOPBIX PACIOJNIOKEH KaXKIbIl
NOKyMEHT. Bo BHyTpeHHEHl omucu naen ¢ pacnopsauTeIbHBIMH JOKYMEHTaAMHU IO JIMYHOMY
COCTaBy B KayeCTBE 3aroJioBKa yKa3bIBaIOTCS MpEANHCHIBaeMble ACUCTBUS (TpUEM, MEPEBO/,
YBOJILHEHUE U JIp.) C YKazaHueM (paMuiiuii, COOCTBEHHBIX UMEH, OTYECTB (€CITU TAKOBBIC UMEIOTCS)
KOHKPETHBIX paOOTHUKOB. Eciiu B 0JTHOM pacnopsAUTEI-HOM JOKYMEHTE IO JUYHOMY COCTaBY
COJIEPKUTCS HECKOJIBKO ACHCTBUM, KAXKI0€ U3 HUX OTPAXKACTCS BO BHYTPEHHEH OIMCHU IIOX
CaMOCTOSITENIbHBIM MOPSIIKOBEIM HOMEPOM.

BuyTpeHHsIs onuCch TOKYMEHTOB JIMYHOTO JIeJIa COCTABIISIETCS B IPOIIECCE BEACHUS TIMYHOTO
nena.

B koHIle BHyTpeHHEH OIUCH JieNlaeTcs UTOroBasi 3alKcCh, B KOTOPOil yKa3biBaeTcs nudpamu
U TIPONUCHIO0 KOJIMYECTBO BKIIIOUEHHBIX B JIEJIO JOKYMEHTOB M KOJMYECTBO JINCTOB BHYTPEHHEN
OTIHCH.

BHyTpeHHss onuch MOANUCHIBAETCS COCTABUTENEM C YKa3aHHEM JI0JKHOCTH, paciinpoBKy
MOJITKCH, AAaThl COCTABJICHHSI M MIOMENIAETCs B Havyase Aena. Eciu aemo noamuro (meperuieTeHo)
0e3 BHYTpEHHEH OINUCH, COCTaBJIEHHAas [0 YCTAHOBJIEHHOW QoOpMe BHYTPEHHSA OIUCh
MOJIKJICUBACTCS K BHYTPEHHEH CTOpOHE 00JI0XKKH Jena.

W3meHneHus coctaBa JOKYMEHTOB Jena (M3bSATHE, BKIIOUYEHHE JOKYMEHTOB, 3aMEHa HX
KOMUSIMHU U JIp.) OTpakaloTcs BO BHyTpeHHel ommcu B rpade «[Ipumedanue» co CChUTKaMU Ha
COOTBETCTBYIOIIME aKThl. [IpM HEOOXOIMMOCTH COCTAaBJSIOTCS HOBBIE HUTOrOBasl 3alUCh K
BHYTPEHHEHN OMKUCH U 3aBEPUTEIbHAS HAITUCh.

187. Ins ydyeta KoNMM4YECTBA JUCTOB B jeie, GUKCAIMM OCOOCHHOCTEH WX HyMepalud U
(U3MUYECKOTO COCTOSHUSI COCTaBIISIETCS 3aBepUTENbHAs HAAMUCH. 3aBEpUTEIbHAs HAAMUCH
COCTaBJISIETCSl HAa OTIIEIBHOM JIMCTE-3aBepUTeNie JeNia 1Mo ¢opMe COrliacHO MpUiIokeHuio 14 u
MOMeIIaeTcss B KOHIlEe jAena (Toma, dact). Ecnm nmeno mommwuro (meperieTeHo) 0e3 IucTa-
3aBEpUTEINIsI, COCTABJICHHBIM MO YCTaHOBJIEHHOM (OopMe IHUCT-3aBepUTENb MOIKICHUBACTCS K
BHYTpPEHHEH CTOpPOHE O0JI0XKKH Jena.

B 3aBeputenbHON Hagnmucu nMdpaMu U OPOMUCHIO  YKAa3bIBAIOTCS  KOJUYECTBO
MIPOHYMEPOBAHHBIX JIMCTOB, KOIMYECTBO JIMCTOB BHYTPEHHEH omucH (IPpH €€ HATHYWH ), HATHIHe
JUTEPHBIX U MPOMYIIEHHBIX HOMEPOB JINCTOB, HOMEPA JUCTOB C HAaKJIeeHHBIMU (hoTOrpadusiMu u
JOKYMEHTaMH (32 UCKJIFOYEHHUEM JIMYHBIX JelT), HOMEpa KOHBEPTOB C BIOKEHUSIMHU U KOJIUYECTBO
BJIO)KEHHBIX B HHUX JHCTOB. KOJIHWYECTBO JHCTOB BHYTPEHHEH OIUCH YKa3bIBaeTCi B
3aBEpUTENBHON HAAMKUCH TIOCTIE OOIIEro KOJIMYECTBA JINCTOB JIeja yepe3 3HaK «+» (TUTI0C).

3aBepuTenbHas HAAMNKHCHh TMOJMUCHIBACTCA COCTABUTEIEM C YKa3aHHUEM JIOJDKHOCTH,
pacmu(poBKY MOAMUCH U TAThI COCTABIICHUS.

[Ipu mepenymepanuy JUCTOB B KOHLIE JIeJla COCTABIISETCS HOBasl 3aBepUTENIbHAs HAAIMUCh,
cTapasi HaIMK1Ch 3aYEPKUBAETCS, HO COXPAaHSETCs B JEJie.

188. O6n0xKu Aen 0hOpMIIAIOTCS TI0 PopMe COTITACHO MPUITOKECHHTO 15.

[To oxoHYaHWM AENOMPOW3BOJACTBEHHOTO TOJAa PEKBU3HUTHI OOJIOKEK JIeN, TOJJIeKAIIX
MOJIHOMY O(pOPMIICHHUIO, YTOUHSIFOTCS:

IpU HW3MEHEHUM HAUMEHOBAHMS BBIIIECTOAIICH OpraHW3alyy, OpraHu3aluu WU
CTPYKTYpPHOTO TOJpa3efieHus, Ipy Mepeaaye Aefia B IPYryl0 OpraHu3aluio WIA CTPYKTYpHOE
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nojpaszenenue B nepuos GopMUpoBaHUs Jefia Ha 00JI0OKKE YKa3bIBae€TCs HOBOE HAMMEHOBAaHUE
(cBepxy), a MpeKHEe 3aKJIF0YAETCS B CKOOKH;

B 3arojioBKax JIel C PaCHOpPAIUTENbHBIMU JOKYMEHTaMH, MPOTOKOJIAMH, COCTOSIIUX W3
HECKOJIBKUX TOMOB, YKa3bIBAIOTCS UX HOMEPA;

Ha O0JIOKKE Jieia MpoCcTaBisieTcs naTta jeia (KpaifHue 1aThl JOKYMEHTOB, BKIIIOUEHHBIX B
1eso0);

€ClIi B JIeJI0 BKJIIOYEHBI JOKYMEHTHI 3a Oojiee paHHUH Mepuoj, 4eM roj GopMupoBaHUS
Jiena, TO TIOJT AaTOH ena nenaercs otMeTka «MerTes JOKYMEHTHI 34 ... TO(Bl)»;

U3 JIICTa-3aBepUTEIsl Ha 00JI0XKKY JieJia BBIHOCUTCS KOJTMYECTBO JINCTOB B JIETIE;

IpU BHECEHUH Jella B CBOJHYIO ONHKCh B COOTBETCTBUHU C TpeOoBaHHMsIMU MyHKTa 204
Hacrosein HCTpyKImu Ha OOJIOKKE Jieia MpOCTaBseTCss apXuBHbIM mudp (Homep doHAa,
OTIMCH U JIeJa TI0 OTIUCH).

Jlata Ha 0ONOXKe jAema obOo3Hadaercs apabckumu nudpamu. JlaTel Aen ¢ TUTaHaMH,
OTYETaMH, IITATHBIMU PACMUCAHUSMHU, JIMYHBIMH KapTOYKaMU YBOJEHHBIX pPaOOTHHUKOB,
JUIEBBIMU CUETaMH, Jel, CHOPMUPOBAHHBIX M3 HECKOJbKHUX JIMYHBIX JI€1 YBOJIEHHBIX
pabOTHUKOB, U JIeT, COACPKAIIUX OIUH JOKYMEHT, BKIIOUAIOT TONBKO roj. KpaiiHumu natamu
JUYHOTO JeNla SBISAIOTCS JaThl MPUKA30B O MpUEME M YBOJbHEHUU pabOTHHKA, HA KOTOPOTO
3aBENIEHO JIEO.

B BepxHeill yactu 005I0KEK J€ MOCTOSHHOTO XpaHEHHs, MOJUISKAIIMX Meperadye B
rOCYy/IapCTBCHHBI  apXuB, TPEAyCMaTpPUBACTCSI MECTO JUIS yKa3aHUS HAMMEHOBaHUS
COOTBETCTBYIOIIETO TOCYIapPCTBEHHOI'O apXHUBa.

Hagnmucn Ha 00mokKax MJenaroTcs YEeTKO CBETOCTOWKMMH YEpPHHUJIAMH, TYIIBIO WA
apuKoBO# pydkoit. JlomyckaeTcst opopMieHrnEe peKBU3UTOB 00JI0KKH C MIOMOIIBIO TEXHHYECKUX
CpPEZCTB Ha OT/IEIBHOM JICTE C MOCIEAYIOIEH HaKJIEHKOH ero Ha 00JI0XKKY Jesa.

189. [lena BpemenHoro (mo 10 JieT BKIIOYMTENIBHO) XpaHEHHUS TIOCIE 3aBEpIICHUS
JENIONPOU3BOJCTBOM  OCTAIOTCS YaCTHYHO O(OPMIICHHBIMU: JOKYMEHTHI XPaHATCA B
CKOpPOCIIMBATENSAX, JIUCTBI HE HYMEPYIOTCS, MepecucTeMarus3alusi JOKYMEHTOB B Jeje He
MIPOBOAMTCS, BHYTPEHHUE ONKCH U 3aBEPUTEIbHBIC HAAMICH HE COCTABIISIOTCS.

I''TABA 14
COCTABJIEHUE ONIMCEM JEJI

190. Onmck aen — apXUBHBINA CIIPABOYHUK, COAEPKAIUN CHCTEMAaTU3UPOBAHHBIN MEpEeUEHb
3arojIOBKOB JeJl, MpeAHa3HAYCHHBIN ISl PACKPBITUS COCTaBa U COJICpPXKAHUS JeN, UX ydeTra u
CUCTEeMAaTH3allHH.

191. Onucu cocTaBNSIOTCS €KEroHO Ha Jiejia, 3aBEpIICHHBIC JEIOMPOU3BOICTBOM, CPOK
XpaHeHHUsT KOTOpbIx mpeBbimiaer 10 jger. Omucu Aen COCTaBIAIOTCS OTAEIBHO Ha Jena
MIOCTOSIHHOTO, BpeMeHHOro (cBbimie 10 Jer) xpaHeHus, MO JUYHOMY COCTaBy, Jelia CO
CHelHaIbHOM JOKyMeHTaluel (HaydyHble OTYeThl IO TeMaM, Cy/leOHbIe U CIEACTBEHHbIE Jela U
T.IL.).

Ha snexTpoHHBIE Aena COCTaBISAIOTCS OTIENbHBbIE OMUCH B TOPSAKE, YCTaHOBICHHOM
WNucTpykuueit o mopsake padoThl C JIEKTPOHHBIMU JOKYMEHTAMHU B TOCYJIaPCTBEHHBIX OpPTraHax,
MHBIX opranu3anusx u [IpaBunamu paboThl ¢ TOKyMEHTaMH B AJIEKTPOHHOM BHJE B apXHUBax
TOCYy/IapCTBCHHBIX  OPraHOB, WHBIX OpraHM3AINi, YTBEPKICHHBIMH  IOCTAHOBJICHHEM
MunucrtepctBa octuiuu Pecriyonuku benapyce ot 6 depans 2019 r. Ne 20.

192. Onucu nenm cocTaBisIOTCS B CTPYKTYPHBIX MHOJpa3lesieHUsiX (B OeCCTPYKTYPHBIX
OpraHmu3alnusx — pabOTHUKAMM, OTBETCTBEHHBIMH 32 COOTBETCTBYIOIIME HaIlpaBIICHUS
JeSTeTbHOCTH WM BBITTOJIHEHUE (QYHKIIHI) (1anee — OMmucH Jell CTPYKTYPHBIX TOIpa3AesieHui) u
B apXHMBE OpraHU3AINH (J1ajee — CBOIHBIC OMUCH JIEN).

193. B CTpyKTypHBIX TOApa3ACIEHUSX OMHCH el COCTaBJISIOTCS TOJ METOAMYECKUM
PYKOBOJICTBOM apXHBa OpraHU3aluu Mo (GopmMe CorIacHO NpUiIoKeHuto 16.

194. Onucu nien CTPYKTYPHBIX MOAPA3ICICHUI JOKHBI ObITh COCTABIICHBI U O)OPMIICHEI B
YCTaHOBJICHHOM MOpsiiKe He mo3aHee 31 aexabps roaa, CleayroIero 3a roJJoM 3aBepIleHus J1el
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JIEJIONPOU3BOJCTBOM, W TMPEJICTaBICHbl B apXWB OpraHU3allUd B TEUEHHUE CIIEAYIOIIEro
JIeTOTIPOU3BOACTBEHHOTO Troja. (OTBETCTBEHHOCTh 332 CBOCBPEMEHHOE M KauyeCTBEHHOE
COCTaBJICHHE OMHCEeH Jell CTPYKTYPHBIX TMOApPa3AeICHU HECyT PpPYKOBOJIUTEIH JTHX
nojpasnenenuii (paboOTHUKH, OTBETCTBEHHBIE 32 COOTBETCTBYIOIME HAPABJICHUS AESITEILHOCTH
WJTU BBITIOJIHEHUE (PYHKITUH).

195. Tlepen BHECEeHHEM 3aroJIOBKOB /€T B OMUCH IMPOBEPSETCS COOTBETCTBHE KOJIMYECTBA
7ie]l, BHOCUMBIX B OINKCH, KOJMYECTBY 3aBEJCHHBIX JeNl MO0 HOMEHKJAType /el OpraHusalui,
MPOU3BOIUTCS TIOJMCTHBIA MpOocMOTp nen. [Ipu mpocMoTpe jaena MpoBepsieTcs COOTBETCTBHE
3aroJjioBKa Jiejia CO/epPKaHHUI0 JTOKYMEHTOB B JieNie, MPaBUILHOCTh O(hOPMIIEHUSI U TPYIIUPOBKU
JTOKYMEHTOB, BKJIFOUCHHBIX B JIeJI0, Ka4eCTBO IMOALIMBKU WM TEeperieTa, HyMepauus JHCTOB
7iena, HaJu4re ¥ MPaBHUIIbHOCTh OOPMIICHHS BHYTPEHHEH OMKCH JieTia B ClIydasx, ONpeeIeHHbIX
nyHkToM 186 Hacrosmeit UHCTpyKIMK, Halnuyue U MpaBUILHOCTh OPOPMIICHHS 3aBEPUTEIBHOM
Haanucu. OOHapyKeHHbIe HapyUIEHUS] YCTAaHOBJIEHHBIX MPaBUJ (OPMUPOBAHUS U OPOPMIICHHUS
JIeTl YCTPAHSIOTCS B CTPYKTYPHBIX MOJIPA3/ICICHUSX.

[Ipu oTcyTCTBUU A€M, YUCISIIUXCS IO HOMEHKIIAType e, CTPYKTYPHBIM MOIpa3/iesieHueM
MPUHUMAIOTCS MEPBI MO0 UX po3bIcky. OOHapy>KEHHBIE [iesia BKIIOYAIOTCS B onKch. Eciu nmouck
oka3zascsi 6e3pe3yabTaTHBIM, TO Ha OTCYTCTBYIOIIME JIeIa COCTABISETCS CIIpaBKa C U3JI0KEHUEM
NPUYHMH UX OTCYyTCTBUS. CIipaBKa MOAMUCHIBACTCS PYKOBOJUTEIEM CTPYKTYPHOTO MOAPA3IeTICHHS
(paOOTHUKOM, OTBETCTBEHHBIM 3a COOTBETCTBYIOLIEE HAMpaBieHHE JEATENbHOCTH WU
BBINOJIHEHUE (DYHKIIMIT) U TTepeaeTcsi BMECTE C ONUCHIO JIeN B apXHUB OpraHU3alllu.

196. [Ipu cocTaBieHHMM OMHCH M€ CTPYKTYPHOTO TOJApa3JeIeHUs COOJIOMA0TCS
ClIeAyIoIIre TpeOOBaHUS:

Kaxgoe Jeno (ToM, 4acTb) BHOCUTCS B ONHCH IOJ] CAaMOCTOSITENBHBIM IOPSAKOBBIM
HOMEPOM;

MOPSAIOK HyMEepalHy JIeN B ONKCH — BaJIOBOW;

3aroJ0BKH JIeJl BHOCSATCS B OIIMCh B COOTBETCTBUH C MIPUHATOM CXEMOM CUCTeMaTH3aIllH Ha
OCHOBE HOMEHKJIaTypHhl JIeT;

rpadpl ONMUCH 3aMOJHSAIOTCS B TOYHOM COOTBETCTBUUM C TEMM CBEIEHUSIMH, KOTOpbIC
BBIHECEHBI Ha 00JIOXKKY Jena;

IIPU BHECEHUH B OMKCH MOAPST HECKOIBKHUX JIEJI ¢ OAMHAKOBBIMHU 3ar0JIOBKAMH 3ar0JIOBOK
MEPBOTO Jeia YKa3bIBaeTCs MOJHOCTHIO, a 3aT0JIOBKH MOCIEAYIONIUX JIeJl 0003HAYaI0TCS CII0BaMU
«To e, Ipu ATOM JIpyrHe CBEACHUS O JIeJIaX BHOCITCS B OMKCH MOJHOCTHIO (HAa KaXK10M HOBOM
JIUCTE OIUCH 3ar0JIOBOK JieJla BOCTIPOU3BOAUTCS MOJIHOCTHIO);

NepexoIsIIue elia, CoepKallue JOKYMEHTHI 32 HECKOJIBKO JIET, BKIIOYAIOTCS B OMUCH JIET
[0 TOAY 3aBEACHUS; IPU COCTABJICHUU OMHUCEH JeN MOCIEYIOIUX JET, B TeUeHHUE KOTOPBIX
¢dbopMHpoBaHKE TEPEXOAALINX JAed ObLJIO MPOJOJDKEHO, B HUX 3a MOCTETHEH OmHcaTelbHON
CTPOKOI Ka)KJI0T0 rojia JIeJaroTcsl CChUIKM Ha HOMepa JeJl IO OMKCH TOro rojia, B KOTOPYIO 3TH
nepexosIue Jiesa ObUTH BKIIOUYEHBL;

Hanpuwmep:
Jloxymentst 3a 2006 Tox cM. Taoke B ortucu Ne 3/2005 3a 2005 rox, aema Ne 5, 7, 15.

rpada ommcu «lIpumeuyanue» HCHOIB3yeTCs Uil OTMETOK O Iiepenade el B apXuB
OpraHm3alyy, O JAeliaX, NPUHATBIX W3 APYTUX CTPYKTYPHBIX TOJpa3fclieHud B TEUYCHUE
JIEIOTIPON3BOICTBEHHOTO T'0/1a, 00 0COOCHHOCTAX (PU3UIECKOTO COCTOSIHUS 1€ U T.11.

197. Onucu nen CTpyKTypHBIX MOpa3Ie]ICHI UMEIOT HoMepa. HoMep omucu cocTouT u3
MHJIEKCA CTPYKTYPHOT'O MOJpa3esieHusl 10 HOMEHKJIAType JeJl OpraHu3aliy, rojaa, 3a KOTOpbIi
JieNia BKIIIOYAloTCs B ONuch. K HOMepy omucH Jien mo JUYHOMY COCTaBy 100aBIsieTcss OyKBEHHOE
0003HaYECHHE WIC», a K HOMEPY OMUCH Jie] BpeMeHHOro (cBblie 10 j1eT) XpaHeHHs — «B».

198. B koHIe ommcu A€ CTPYKTYPHOTO MOApa3JeieHus (3a MOocieIHed OmucaTelbHOM
CTPOKOI1) COCTaBJSIETCSl WTOTOBasi 3alKCh, B KOTOpPOM HHU(paMu U TPOMHUCHIO YKa3bIBAeTCS
KOJMYECTBO JeJl, BKJIIOYEHHBIX B OMNHUCh, NEPBBIA W TMOCIEIHUNA HOMEpa Jel MO OIHCH,
OTOBapUBAIOTCS OCOOCHHOCTH HyMepaIluu JIeN B ONUCH (JIMTEPHBIE U TIPOIYIICHHBIE HOMEPA).
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199. Ommck nen CTpyKTYpHOTO MOAPa3AesICHUs TIOIMTUCHIBACTCS COCTABUTENIEM C YKa3aHUEM
JOJKHOCTH, paciiM(pOBKUA MOMAMUCH M JAThl COCTABIICHUS, COTJIACOBBIBACTCS PYKOBOIUTEIIEM
cyx0b1 JIOY opranmzanuu, DK cTpyKTypHOTO MOApa3aeieHus (pyU HATHYUN) U YTBEPKIAETCS
PYKOBOJIUTENEM CTPYKTYPHOTO MOPA3/ICICHUSI.

200. Onucu nien CTpYKTYPHBIX TOJAPA3IeTIEHU COCTABISIOTCS B ABYX dK3EMIUIIPax, a MpH
Hanuuuu DK cTpykTypHOro noapasaeneHus — B Tpex. OJuH 3K3eMIULIp OCTAeTCsl B CTPYKTYPHOM
MO/Ipa3JelIeHny, BTOPOM Mepedaercs B apXMB BMECTE€ C JelaMM, TPETUH MOAIIMBAETCS K
poTokoity 3acenanus JK.

201. Ha oGnokkax Jie7, BHECEHHBIX B OMHUCH JIEJI CTPYKTYPHOTO MOJpa3IeiICHUs, MATKUM
YepHBIM I'paUTHBIM KapaHJAIlIoOM IMPOW3BOAUTCS BPEMEHHAS U POBKA €T B COOTBETCTBUH C
OIHCHIO JIeJ]I CTPYKTYPHOTO MOIpa3/IesICHNUS.

202.Tlo omucsaM paen CTPYKTYpHBIX TOAPA3JCNCHUA TOKYMEHTHI CHAIOTCSI B apXHB
opranmn3anuu. Ha ocHOBe omuceld Aen CTPYKTYPHBIX MOJpa3/IeSICHUl B apXUBE OpraHU3alvu
COCTABJISIIOTCS TOJIOBBIE Pa3/IeIibl CBOJIHBIX OMHUCEH JeI.

203. [lpu Hamuuuu B OpraHM3allid OOIIECTBEHHOW oOpraHu3anuu (Mpo¢ecCHOHAIBHOTO
COI03a U JIp.) €€ JTOKYMEHTHI BKJIIIOYAIOTCS B OTAEIBHYIO OINHUCH JIEJ, COCTABIIEMYIO 10 (GopMme,
YCTAHOBJICHHOW JUIsI OMHMCEH JeN CTPYKTYPHBIX TMojapasfenceHuil. Jlema oOmiecTBeHHOM
OpraHM3aIfy MEePeAtOTCs B ApXUB OPraHU3aI[uH B MOPSIIKE, YCTAHOBICHHOM JIJISl TIepeIadu el
CTPYKTYPHBIX MOJIpa3iesieHuH, U BKJIIOYAIOTCS B FOJIOBBIE Pa3/ieibl CBOAHON OMKCH JIell.

I')IABA 15
INEPEJAYA JEJI B APXUB OPI'AHU3AIIUHU

204. Jlena mocTOSIHHOTO, BpEMEHHOT0 (cBbIle 10 JieT) XpaHeHHs U MO JIMYHOMY COCTaBY
HoJyIeXkar nepeaaye B apXyuB OpraHu3alum.

Jlena HOJDKHBI OBITH MEpeJaHbl B apXHB OPraHU3alMN U BKIIIOYEHBI B CBOAHYIO OIHCH JIEI
(ro10BOM paznesl CBOJHON OIMCH JIeJ) 10 MCTEYEHUH To/la, HO He MO3/IHee JIBYX JIET MOcie UX
3aBEPILECHHS JEIOTPOU3BOICTBOM.

Ilepenaua nen B apxuB OpraHU3alMM OCYHIECTBISETCA IO OMUCSIM el CTPYKTYPHBIX
MOJIPa3/IeIeHNH, COCTaBISIEMbIM B COOTBETCTBUM C TpeOOBaHUSMH TIJIaBbl 14 HacTosmeH
HNucTpykuun.

205. Jlena Bpemennoro (10 10 neT) XpaHeHus: B apXUB OpraHU3aLUHN HE MEPEaaroTcs U 1o
UCTEUCHUH CPOKOB BPEMEHHOT'O XPaHEHHs MTOAJIeKaT YHUUTOXKEeHU0. [lepenaya nenn BpeMeHHOro
(mo 10 ;eT) XpaHeHUs B apXUB OpPraHU3alMM JONYCKAEeTCs B MCKIIOUUTEIBHBIX ClIydasX IO
peLIeHHIO PYKOBOIUTENS opranu3anuu. [lepegaua Takux e B apxUB MOKET OCYILECTBIISATHCS 110
COTJIACOBAHUIO C apXHWBOM OPTaHU3ALUHU 110 HOMEHKJIAType Jell.

206. Jlena mepemaroTcss B apXwB opraHuzanuu 1o rpaduky. I'paduk cocraBusercs
3aBEYIOLINM apXHUBOM (JIMIIOM, OTBETCTBEHHBIM 32 aPXHUB), COTJIACOBBIBACTCS C PYKOBOJIUTEISIMU
CTPYKTYPHBIX MOAPA3JEICHUN U YTBEPHKAAETCsl PyKOBOAUTENIEM OpraHU3aLHH.

[Ipu mpueme-miepenaue Aea B apXHUBE MPOBEPSETCS MPABUILHOCTh (OPMHUPOBAHUS H
oopmieHus n1en, COOTBETCTBME KOJMYECTBA M€, BHECEHHBIX B OINUCh €N CTPYKTYpPHOIO
MOJIPA3/IeIeHUs, KOJMYECTBY JIeJ, 3aBEACHHBIX B COOTBETCTBHMM C HOMEHKJIATYpOH e
OopraHu3anyy. BbIBI€HHbIE TNpU MPOBEPKE HENOCTATKU YCTPAHAIOTCA pabOTHUKaMHU
CTPYKTYPHBIX MOpPA3ICIICHH.

Jlena mepenaroTcs B apXWB OpraHU3alMM B IPUCYTCTBUM Pa0OTHHKA CTPYKTYPHOTO
nojpasnenenus. B oboux sk3eMIuigpax onucu B rpade mpuMedaHue KakJIoro 3arojioBKa Jiena
IIPOCTABIISIOTCS. OTMETKM O HAJIMYUU Jed. B KOHIlE KaKIoro sK3eMIuIApa OMHMCH LUppaMu U
IPONKUCHIO YKa3bIBAIOTCS KOJMYECTBO (AKTHUECKH TPHHATHIX B apXuB [N, JaTa Ipuema-
nepefayd Jej, HauMEHOBAHMSA JIOJDKHOCTEH, MOJINHUCH, paclIM(ppOBKU IOANUCEH JuIa,
nepeaaBIIero aena, 1 paboTHUKA apXuBa (JIMIa, OTBETCTBEHHOTO 32 apXUB), IPUHSABIIETO JENa.

CBepeHHBIE ¢ OIUCHIO Jefla NOAOUPAIOTCS M YBA3BIBAIOTCS B APXUBHBIE CBSI3KU TOJIIMHOM
1o 20 cm. [lema ykmajapIBaloTCs 1O BO3pacTaHUIO HOMEPOB B OMHMCU Ha o0e cTOpoHbI. [lema
JOCTABIISIOTCS B ApXUB PAOOTHUKAMU CTPYKTYPHBIX MTOPA3/IEIECHUH.
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206, Tlepenaua JOKYMEHTOB B JIEKTPOHHOM BHJIE B ApXUB OPTAHMU3AINN OCYIIECTBIISETCS
B TIOpsiZIKe, ycTaHOBIeHHOM [IpaBuinaMu paboThI C JOKYMEHTaMH B SJIEKTPOHHOM BHJIE€ B apXUBaX
rOCYJapCTBEHHBIX OPTaHOB, MHBIX OpPTraHH3aIINH.

I')IABA 16
YHUUYTOXEHHUE JOKYMEHTOB C UCTEKIIMMH CPOKAMU XPAHEHUA

207. OT0op Aen K YHHUYTOKEHUIO OCYIIECTBIIICTCS MO Pe3yabTaTaM dKCIEPTH3bI IEHHOCTH
JOKYMEHTOB I10CJI€ MOJATOTOBKHU CBOJHBIX OMHCEN /1] MOCTOSIHHOTO, BpeMeHHOT o (cBbIte 10 jeT)
XpaHeHHUs M 1O JMYHOMY COCTaBy M O(OpMISIETCSs aKTOM O BBIACICHUM K YHHUTOXCHMIO
JOKYMEHTOB U JIeJI, HE TMOJUIekKAIIUX XPaHEHHIO.

HenocpencTBenHbIi 0TOOP TOKYMEHTOB K YHUUTOKEHHUIO B CTPYKTYPHBIX MOJIPA3/ICICHUAX
OCYILIECTBIISIIOT OTBETCTBEHHbIE 3a JENONPOM3BOACTBO Jinia. [IpoBepky mNpaBUIBHOCTU
npousBezieHHoro oroopa ocymectisier LIOK (9K) opranuszanmu.

208. Jlena BKJIIOYAIOTCS B aKT O BBIACICHUU K YHUUTOXXEHHIO, €CIIM YCTaHOBJIEHHBIN CPOK
UX XpaHEHHUs UCTEK K | siHBaps roja, B KOTOPOM COCTaBJIEH aKT.

209. AKT 0 BbIIETICHUH K YHHUUTOKEHUIO JOKYMEHTOB U JIeJl, HE MOJIIeKalINX XpaHEHHUIO,
MOJKET COCTaBJISIThCS KaK Ha Jieja BCEH OpraHu3allui, Tak U Ha Jiela OTAENbHOIO CTPYKTYPHOIO
noapasnenenus. Ha nokyMmeHnTsl ¢ otMeTkor «OIIK» cocTaBisieTcs OTAeIbHbBINA aKT.

210. AKT 0 BBbIIENIEHUU K YHUYTOKEHUIO JIOKYMEHTOB U JIeJI, HE MOAIEKAIINX XPAHEHHIO,
coctaBisieTcs o opme corsiacHo mpuitokeHuto 17. B akTe yka3pIiBaroTCs:

3aroJIOBKU OTJEJIBbHBIX JIEJ UM TPYNIIOBBIE 3aI0JI0BKU OJTHOPOAHBIX JEII;

Hanpuwmep:
[Tnan paboTer oTnena moxkymentoBeaeHus Ha 2001 rox
WA
[Tmane! pabOTHI CTPYKTYPHBIX MOAPA3ACICHAN HHCTUTYTA

JaTa WA KpaHUe 1aThl e,

Hanpuwmep:
2001
WA
2001-2005

HOMEpa HOMEHKJIATyp JeJ, B KOTOPbIX ObUIN YYTEHBbI BBIJIEISIEMble K YHUUTOXKEHUIO Jiena
WM HOMEpa OMHUCEH JeNl BPEMEHHOTO XPAaHEHHS, B KOTOpPbIE OBLIM BKIIFOUEHBI BBHIICTSEMBIC K
YHUUTOXKEHUIO Jiena (ISl el CO CpOKOM XpaHeHus Oonee 10 yeT, B TOM 4HcCIe MO JTUYHOMY
COCTaBy), HOMepa OIMHCEH el MOCTOSHHOTO XPAaHEHHS, U3 KOTOPHIX B XOJe MX HepepaboTku
OTJIeNbHbIE JIeTIa UK JOKYMEHTBI BbIIEJICHBI K YHUUTOKEHUIO;

MHJIEKCBI JIeJ 10 HOMEHKJIAType JEJ UM HOMEpa JIeJ M0 OMHUCH;

KOJMYECTBO JIeN (KaXKIbI TOM YUHUTHIBA€TCA KaK OTJENbHOE JIETIO);

CPOKH XpaHEHHUs JIeJ U1 HoMepa cTaTell (IIyHKTOB) IO MEPEUHSIM.

Hanpuwmep:
55, m 461

211. AKT 0 BBbIIENIEHUHU K YHUYTOXKEHUIO JTOKYMEHTOB U JIeJI, HE MOMAIEKAIINX XPAHEHHIO,
MOJITMCHIBAETCS JIUIIOM, IPOBOJUBIINM 3KCIEPTU3Y LIEHHOCTU JOKYMEHTOB, U pacCMaTpUBACTCS
Ha 3aceganuu L[OK (OK) opranuszanuu oJHOBPEMEHHO CO CBOJHBIMHU OIUCSIMH JIEIT.

AKT, COCTaBIsIEMbIiI B OpraHu3alUM, SBISIOIIEHCS HCTOYHUKOM KOMIUIEKTOBaHMS
rOCyIapCTBEHHOI'O apXMBa, YTBEPKAAECTCS PYKOBOJUTENIEM OpPraHU3allMU IOCIE YTBEP)KIEHUS
COOTBETCTBYIOLINM I'OCYJAPCTBEHHBIM apXUBOM WJIM CTPYKTYPHBIM MTOJIPA3/I€JI€HUEM IO apXUBaM
U JICTIOTIPOU3BOACTBY 00J1aCTHBIX (MHHCKOT'O TOPOCKOT0) UCTIOHUTEIBHBIX KOMUTETOB CBOAHOM
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OIMCH JIeJ1 TIOCTOSTHHOT'O XPaHEHUS M COTJIaCOBAaHUS CBOJAHOM OMKCH JIEJ MO JINYHOMY COCTaBy U
aKTa O BBIIEICHUH K YHUYTOXKEHHUIO JOKYMEHTOB ¢ OTMETKON «DITK».

AKT, COCTaBNsieMblii B OpraHu3allid, HE SBISIIOIIENHCS HCTOYHUKOM KOMIUIEKTOBAaHUS
TOCYJJapCTBEHHOTO apXWBa, HO B JIEATEIILHOCTU KOTOPOW 00pazyroTCst JOKYMEHTHI TOCTOSTHHOTO
XpaHEHHUs, YTBEP)KIACTCS PYKOBOAUTEIEM oOpraHuszanuu 1ocie yrBepxkaeHusa [IOK
BBIIIECTOSIINIEH OpraHu3anuu (TpyU HAIWYWK) CBOJHOM OMHCH JeNl TOCTOSIHHOTO XpaHEHHS U
COTJIACOBAHUS CBOJHOM OMHCH JeJI IO JIMYHOMY COCTaBY M aKTa O BBIJEICHUH K YHUUYTOKEHUIO
JOKYMEHTOB ¢ OTMeTKOU «IITK».

AKT, COCTaBNsieMblii B OpraHU3allid, HE SBISIIOIIEHCS HCTOYHUKOM KOMIUIEKTOBAaHUS
TOCYJJapCTBEHHOTO apXHBa, B JACATEIBHOCTH KOTOPOIl HE 00pa3yloTcs JOKYMEHTHI IOCTOSTHHOTO
XpaHEHHUs, YTBEP)KIACTCS PYKOBOAUTEIEM OpraHuszanuu Tnocie corjacoBanus ¢ [[OK
BBIIIECTOSIIEH OpraHu3aluy (IpYU HATUYKN ) OITUCH JIEJ TT0 TUMYHOMY COCTaBY U aKTa O BBIACIICHUU
K YHHUUTOKEHUIO IOKYMEHTOB ¢ OTMETKON «IITK».

212. OtoOpaHHblE K YHUYTOKEHUIO W BKJIIOYEHHBIE B aKT JOKYMEHTBHI IEpeaaroTCs
OpraHu3alysaM, BeJalolUM 3aroTOBKONH BTOPUYHOTO ChIpbs. Mcronb30BaHUE 3TUX TOKYMEHTOB
JUTSL XO3STUCTBEHHBIX HYXJ 3ampenieHo. Caada JOKYMEHTOB OGOPMIISETCS MPUEMO-CAATOYHOU
HakJaagHoM. JlaTa cajaun M1 HOMEp HaKJIaJHOW YKa3bIBalOTCS B aKTeE.

YHUUYTOXKEHHE JIOKYMEHTOB, COJIEpKAlllUX CBEJCHUS, OTHECEHHbIE B YCTAaHOBJICHHOM
MOPSIIKE K TOCYNAapCTBEHHBIM CEKpEeTaM, KOMMEPUYECKOW M (MJIM) WHON OXpaHsSIeMOW 3aKOHOM
TaliHe, OCYILECTBIISIETCS B COOTBETCTBUHU C 3aKOHOJIaTEIbCTBOM.

I')TABA 17
OIIEPATUBHOE XPAHEHUME JOKYMEHTOB

213. C momeHTa 3aBeJICHUSI U JI0 TIepelavuy B ApXUB OpTraHU3AIMH I YHUYTOXEHHUS TTOCIIE
UCTEYCHHUS CPOKOB BPEMEHHOTO XPAaHEHUS JeJia XPaHATCS B CTPYKTYPHBIX MOApa3eIeHUsIX (y
JOJDKHOCTHBIX JIHIT) TT0 MECTY (hOpMHUPOBAHUSI.

Jlena xpaHsTCS B pabouyux KOMHAaTaxX W (WIIM) CIENHUAIbHO OTBEICHHBIX IS ATOW IeNn
MOMENICHUSAX B 3amupaeMbIx ImKadax, oOO0eCNeYMBAOIIMX WX TIOJTHYI COXPAaHHOCTD,
MPEIOXPAHSIIONINX JOKYMEHTHI OT MBUTA U BO3ACUCTBUS COJIHEYHOTO CBETA.

214. B nensx TMOBBIMICHUs OMEPATUBHOCTH TMOWCKA JOKYMEHTOB JieJla PacIoyiaralorcsi B
mkagdax B BEPTUKAIHLHOM IMOJOXKEHUH KOPEUIKaMU HapyXKy B COOTBETCTBUU C HOMEHKIATYPOU
nen. Ha kopenikax 007105KeK A€ yKa3bIBalOTCS WHIEKCHI TT0 HOMEHKJIAType.

DNEeKTPOHHBIE HOCUTEIH ¢ OHOTpAMMaMH 3acelaHUi KOJUIETHAIBHBIX OPraHOB XPAHSITCS
y CeKpeTaps KOJUIeTHaIbHOTO oprana. OTMETKH O JaTe 3aceaHus U BPEMEHU 3aIliCH JIeTIal0TCs
Ha yIIaKOBKE HOCHUTEIIEH.

215. JIokyMeHTHI | Jiena, HaXOASIIuecss Ha OTIePaTUBHOM XPAaHCHWH, MOTYT BBIJABaThCS B
MOJIb30BaHKE B TPEJENIax OpraHU3alluu JPYTUM CTPYKTYPHBIM MOAPA3/ICICHHUSIM OpTaHH3aINH,
CTOPOHHUM OpTraHW3alllsIM W B CIydasx, OMPEACIICHHBIX ICHCTBYIONTUM 3aKOHOIATEIBCTBOM,
rpaxKIaHaM.

Brimaua JOKyMEHTOB W JIeNT B TOJIB30BAaHUE JPYTOMY CTPYKTYPHOMY TMOAPA3ACIICHUIO
OpraHHU3aINH MPOU3BOJIUTCS C pa3pEIICHUs PYKOBOAUTENS CTPYKTYPHOTO MOAPA3ICICHHSL.

Brimaua mOKyMEHTOB W e CTOpPOHHEH OpraHW3allMd TMPOU3BOAUTCS HA OCHOBAHUH
MMCEMEHHOTO 3aMpoca 3TOW OpraHu3allii U PE30TIOIUN PYKOBOIUTEIS OpraHU3aIliu.

Brimaua 1OKYMEHTOB ® 1€l TpaKJaHaM OCYIIECTBIISIETCA B  COOTBETCTBHH  C
3aKOHO/IaTEILCTBOM.

JIOKyMEHTBI, HaXOJAIIWECS Ha OIEPAaTUBHOM XPAaHCHHH B OpTraHMU3aIlid, MOTYT OBIThH
U3BATHl B XOJ/I€ TMPEABAPUTEIHLHOTO PACCIENOBAHUs, CyIeOHOTO pa30oUpaTeNbCTBa, UCIIOHEHUS
pelIeHuil OopraHa YroJOBHOTO IPECICJAOBaHWS W CyJa IO YrOJIOBHBIM JejlaM B TOPSIJIKE,
YCTaHOBJICHHOM 3aKOHOATEITLCTBOM.

N3bsiTHe NOKYMEHTOB W3 JEN TMOCTOSHHOTO XPaHEHHWs IMPOM3BOJIUTCSA C 00s3aTEIbHBIM
BKIJIFOUEHHUEM B JIETIO 3aBEPEHHOM KOMHUU U3BATOTO TOKYMEHTA.
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216. JInst KOHTPOJIS 32 BO3BPATOM HA MECTO BBIJAHHOTO (M3BATOTO) M3 Jejia JOKYMEHTa
MIOMENIAETCS JTHCTOK-3aMECTUTENh, 0QOpMIIsieMbli 10 (hopMe coryacHo mpuiioxkeHuto 18. Jlis
KOHTPOJISI 32 BO3BPATOM JIENl COCTaBJSIETCSl KapTa-3aMeCTHTENb Aeia, odopmiseMas mo Gpopme
COIJIACHO NMPUJIOKEHUIO 19.

I')TABA 18
OCOBEHHOCTH PABOTHBI C JOKYMEHTAMMX B 3JIEKTPOHHOM BUJIE

217. UckmioueH.

218. ®opmMaThl TOKYMEHTOB B JJEKTPOHHOM BHJAE, a TaKKE BHJBI HCIOJIb3YEMbIX
MaTepualbHBIX HOCHUTENEH IJIsi MX XPAHEHHUs OINPENEISAIOTCS OpraHU3allleil, eClIu HWHOE HE
YCTaHOBJIEHO 3aKOHOAATEIbCTBOM.

Opranuszanuy, sBISIOIUECS UCTOYHUKAMH KOMIUIEKTOBaHUS TOCYJAapCTBEHHBIX apXHUBOB,
COTJIACOBBIBAIOT UCIIONIb3yeMbIe (HOpMaThl JOKYMEHTOB B 3JIEKTPOHHOM BH/JIE C YIIOJIHOMOYEHHBIM
rOCYAapCTBEHHBIM APXUBHBIM YUPEKICHUEM.

Hcnonb3yemble  (QopMarhl  JODKHBL  00ECNEuMBaTh  MOJUIMHHOCTH,  JOCTYIHOCTb,
LEJIOCTHOCTh UH(POPMAIN JOKYMEHTOB B 3JIEKTPOHHOM BHJI€ U MOJHOTY CBEJEHUN O criocobax
UX CO3[aHUs, TPAHCIIOPTUPOBKHU (TIOJIyYEHUs], OTIPABKU), XpPaHEHHUs] ¢ MOMEHTA MX CO3JaHHS
(mody4yeHus) OO0 TMepefadyd B apXUB WM YHUYTOXEHHS, B TOM YHCIE HPHU OCYLIECTBICHUU
KOHBEpTAaIlMM JTOKYMEHTOB B HOBBIE (hOpMaThl, MHUTpAllMd B HOBBIE ABTOMATH3UPOBAHHBIC
CHUCTEMBI, SKCIIOPTE U3 JIEKTPOHHOM MOYTOBOM CUCTEMBI U Ap.

JlonycTUMBIMH (popMaTamMH JOKYMEHTOB B 3JIEKTPOHHOM BUJE SBIISIOTCS:

Portable Document Format / A (PDF/A);

Office Open XML (DOCX);

OpenDocument Format (ODT).

JlonycTUMBIMH (popMaTaMu IJIsl SIEKTPOHHBIX OTOOPaKEHUH JOKYMEHTOB Ha OyMaXKHBIX
HOCUTEISX SBJISIOTCSA:

Portable Network Graphics (PNG);

Tagged Image File Format (TIFF);

Joint Photograph Experts Group (JPEG);

Portable Document Format / A (PDF/A).

JlonycTumble (GOpMaThl 3JEKTPOHHBIX KOMUK JOKYMEHTOB Ha OYMaKHBIX HOCHUTENSX
omnpeznenensl WHcTpykuuel o mopsnke paboTbl € 3JIEKTPOHHBIMH — JOKYMEHTaMU B
roCylapCTBEHHBIX OPraHaxX, MHbIX OpraHU3alHsIX.

219. TlogrotroBKa ¥ COTJIACOBAaHHME TMPOCKTOB JOKYMEHTOB B O3JEKTPOHHOM BHJIC
OCYILECTBISIOTCA [0 IPaBUJIaM, YCTAHOBJIEHHBIM Hacrosimed WMHCTpykuued B OTHOIIEHUU
aHAJIOTUYHBIX JOKYMEHTOB Ha OyMa)KHOM HOCHUTEJIE.

220. JIoKkyMeHT B 3JIEKTPOHHOM BUJIE JOJDKEH UMETh BCE PEKBU3HTHI, YCTAHOBJICHHBIC JUIS
aHAJIOTUYHOTO JIOKYMEHTa Ha OyMa)XHOM HOCUTEJe, 3a UCKIIOYEHHEM H300pakeHus
I'ocynapctBennoro repba PecnyOnmuku benmapych, a Takke OTTHCKOB Ie4aTedl M LITAMIIOB.
Pacnonoxxenne u odopmiieHne pekBU3UTOB B (GOpMYIspe ITOKYMEHTa B 3JEKTPOHHOM BHJIE
(oOmieit yacTM BJEKTPOHHOTO JIOKYMEHTA) NpU €ro BHEIIHEM NPEACTaBICHUU JOJKHO
COOTBETCTBOBATh TPEOOBAHUSIM, YCTAHOBJICHHBIM MyHKTOM 35 HacTosmend NHCTpyKInu.

221. B 1oKyMeHTax B 3JIGKTPOHHOM BH/JI€ IPH 0(POPMIICHHH PEKBU3UTOB, B COCTaB KOTOPBIX
BXOJIUT COOCTBEHHOpYYHasi MOJIKUCH, BCE DJIEMEHTHhl TaKUX PEKBU3UTOB, 32 HMCKIIOUYEHHEM
COOCTBEHHOPYYHOM TMOANHKCH, IPH BHEIIHEM TMPEICTABICHUH JOKYMEHTa JOJDKHBI OBITh
OTpaXEHbl HEMOCPEACTBEHHO B (Qopmymnspe HokyMeHTa. B  kadecTBe SKBHBaJIEHTa
coOCTBeHHOPYYHON moamnucu ucnonb3yercss DL, 3a MCKIIOYEHHEM CIydaeB, yKa3aHHBIX B
nyHkTe 222 Hacrosme MHcTpykiuu.

Ucnonb3oBanne Ol  ocymecTBisiercss B COOTBETCTBHM € TPeOOBaHUSAMHU
3aKOHOJATENIHCTBA, B TOM UHCJE MPEABABISIEMBIM K CpeAcTBaM BoIpaOOTKH U nipoBepku DLIIT.

222. VIHCTpyKIIMEeH 1O AETONpPOU3BOACTBY OpraHW3alMyd W (MJIM) WHBIMU JIOKaJbHBIMH
MPaBOBBIMU aKTaMHM OpraHHU3allMM MOTYT OBITh YCTAHOBJEHBI IpaBWJIa TOJNHUCAHMUS,
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COTJIACOBAHUS, YTBEP)KIEHUS BHYTPEHHHUX JOKYMEHTOB B 3JIEKTPOHHOM BHJIE (32 HCKIIIOUEHUEM
JIOKAJIbHBIX TPABOBBIX akKTOB) 0e3 wucnonb3oBanus OIIII, ecnu 3aKkOHOAATETHLCTBOM HE
YCTaHOBJIEHO MHOE. Takue mpaBuiia MOT'YT OBITh YCTaHOBJICHBI IPU YCIOBUH, YTO MMPOTPAMMHBIE
CpeICTBa, UCIOJIb3yeMbIE B OpPTraHU3alllH, TO3BOJISIOT OJHO3HAYHO WACHTU(DHUIIMPOBATH JUIIO,
ToAMKCcaBIIee (COrIacoBaBIlee, yTBEpAUBIIEE) TOKYMEHT.

OTnpaBka JOKYMEHTOB B AJIGKTPOHHOM Buie 0e3 ucronb3oBanus DI gomyckaercs 1o
COTJIALIEHUIO CTOPOH IPH YCIOBHUH, YTO IPOrPaMMHBIE CPECTBA, IPUMEHSIEMbIE B OPraHU3aIHIX,
MO3BOJISIFOT OJHO3HAYHO WACHTU(DUIIMPOBATH JHIO (OpraHU3allMio) — aBTOpa OKYMEHTA, €CIU
3aKOHOAATEIHCTBOM HE YCTAaHOBIIEHO HHOE.

[Tpu ocymiecTBIEHUU BHEITHETO COTTIACOBAHUS IIPOEKTOB JOKYMEHTOB B DJIEKTPOHHOM BHJIC
B Ka4eCTBE SKBUBAJICHTa COOCTBEHHOPYUYHOM MONMUCH, BXosulel B coctaB pekBusuta «I pud
cormacoBanusi», ucnonb3yercs OIIII. CormacoBanue mokymeHTa Oe3 wucmonb3oBanus LI
JIOTTYCKAETCs 10 COTJIALIEHUIO CTOPOH IPU YCIOBHH, YTO IPOrpaMMHBIE CPEJICTBA, IPUMEHSIEMbIE
B OpPraHU3alUsiX, O3BOJISIIOT OJJHO3HAYHO UACHTU(UIIMPOBATH JIUI0, COTJIACOBABIIIEE TOKYMEHT,
Y COBMECTHUMBI MKy OO0, €CIi 3aKOHOIaTEIbCTBOM HE YCTAaHOBJIEHO MHOE.

Otcyrctue OUII nmomyctuMo Juisi JOKYMEHTOB (32 HCKIIOYEHHEM DJIEKTPOHHBIX
JTIOKYMEHTOB) WH()OPMAITMOHHO-CIIPABOYHOTO XapakTepa U (WJK) HE TOJISKAIIUX PEeTrUCTPAIIHH,
a TaKKe IS AIEKTPOHHBIX OTOOpakeHUN JOKYMEHTOB Ha OYMaKHOM HOCHTETIE.

223. Tlpu moATroTOBKE JOKYMEHTOB B 3JIEKTPOHHOM BHUJIE MOTYT HCITOIh30BaThCS MMAOJIOHBI.
[ITabmoHbI pa3pabaThIBalOTCS HA OCHOBE YHU(HUIIMPOBAHHBIX (POPM JTOKYMEHTOB ciryxk60it JI0Y
OpraHu3aIHH.

224. Tlpuem u OTHpaBKa JOKYMEHTOB B JICKTPOHHOM BHJI€ OCYIIECTBISETCS, KaK MPaBUIIO,
cyxooit JI0Y.

JlomyckaeTcsi pueM M OTIpaBKa JOKYMEHTOB B JJIEKTPOHHOM BHJE CTPYKTYPHBIMHU
noapazAeieHus MU (paOoTHUKaMU) opraHu3anuu 0e3 ydactus ciayx0br JIOY. Ilepeuens
KaTeropuil JOKYMEHTOB B AJICKTPOHHOM BHJIE, IPHUEM M OTIPAaBKa KOTOPBIX OCYIIECTBISETCS
CTPYKTYpHBIMH  MOApa3feleHusMu  (paOOTHHKaMH)  OpraHM3aliM  CaMOCTOSITENbHO,
paspabarbiBaercs ciyx6oi JJIOY u yTBep:kaaeTcss pyKOBOAUTEIEM OPTaHU3aIUH.

[Tocne oTnpaBKu TOKYMEHTa B 3JEKTPOHHOM BHUJE, YIOCTOBEPEHHOTO B COOTBETCTBHH C
TpeboBaHUSAMU HacTosIIe NHCTPYKIIMK, TOCHIIKA €r0 dK3eMIUIsIpa Ha OyMaKHOM HOCHUTEINE He
TpeOyeTcsl, eci 3aKOHOJaTeIbCTBOM HE YCTAHOBJIEHO MHOE.

2241, TIpu nomy4eHnt JOKYMEHTOB B 3JI€KTPOHHOM BHJIE, B TOM UKcJIe Moamucanubix DI,
MpPOBEpSIeTCSl MX MOJUIMHHOCTh M II€JIOCTHOCTh, HAJIMYME BCEX YKa3aHHBIX MPUIIOKEHUH,
BO3MOYXHOCTh UX BOCIIPOHU3BEICHUS, OTCYTCTBHE KOMIBIOTEPHBIX BUPYCOB U T.II.

225. UckitoueH.

226. UckitoueH.

226, TIpy MONMOKUTETBPHOM pe3yJbTaTe NPOBEPKM JTOKYMEHTHI TIOIIEKAT IambHeHIeit
obpaboTke.

B cnyuae oOHapyxeHHs OMUOOK (OTPHUIATENBHBIX pe3yiabTaToB mpoBepku DI,
OTCYTCTBHSI ~TPHWJIOKEHUH, HEKOPPEKTHOTO  BOCIPOW3BEIACHUS  COJEP)KAaHUsS,  HaIH4us
KOMITBIOTEPHBIX BUPYCOB U T.J.) OPTaHU3ALMU-OTIIPABUTENIO HAMIPABIISETCS YBEIOMIICHHE.

227. IOKyMEHTbl B DJIIGKTPOHHOM BHJIE MOMJEKAT PETUCTPAIM B COOTBETCTBUU C
TpeboBaHusiMu yHKTa 139 Hacrosmieit MacTpyKIny.

JIOTIOJIHUTENHHO TPH  PETUCTPAlMM  JOKYMEHTOB B  JJIEKTPOHHOM BHJIE MOTYT
UCIIOJIb30BAaThCA PEKBUBUTHI «J[OIDKHOCTh, WHUIMANBI M (aMuius JMLa, MOJIHCABIIErO
JOKYMEHT», «AJIpec XpaHeHUs JOKYMEHTa B JJIEKTPOHHOM BUJe», « BHYTpeHHSs iepeaapecanus
JOKYMEHTa [0 HCIOJHUTENIM», «Hanuune mpuiokeHuid K TOKyMeHTy», «Crnoco0 T0CTaBKU
JOKyMeHTa» (110 HHPOPMAITMOHHO-TETIEKOMMYHUKAIIMOHHOM CETH, HA MaTePHAILHOM HOCHUTENIE U
Jp.) U JIp.

228. UckitoueH.

229. Bo BXoAsSMIMX U BHYTPEHHHUX JTOKYMEHTaxX HH(POPMAIIHS, COACPIKAIIAsACs B peKBU3UTAX
«Pe3zomonusy, «OTMETKa 0 KOHTpOJey, «OTMeTKka 00 UCIIOJIHEHWH JOKYMEHTa M HaIlpaBJICHUU
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ero B eno», «OTMeTKa O MOCTYIUIEHUH (PETUCTPALIMOHHBIN IITAaMI BXOIALIMX JOKYMEHTOB)Y,
OTMETKE 00 O3HAKOMJICHHMM C JIOKYMEHTOM, HHBIX CIy)KEOHBIX OTMETKax, Hpu pabore ¢
JOKYMEHTaMH B 3JIEKTPOHHOM BUJIE HE BHOCUTCA B UX (HOPMYJISIP.

Jlannas uHpopmanus oTpaxaercs B peructpanroHHbix gopmax (PKK umm sxypnane) Ha
OyMa)XHOM WJIN DJEKTPOHHOM HOCHUTENE€ M IpU HEOOXOIUMOCTH IPUKpEIUIIeTCs] B BHUJE
OTAENbHBIX (paiioB (MHGOPMAIIMOHHBIX OOBEKTOB) K PErHCTpUpPYEeMOMY (YYUTHIBAEMOMY)
JOKYMEHTY B 2JIEKTPOHHOM BUJIE.

230. PeructpaiioHHO-y4eTHbIE JaHHBIE O JOKYMEHTaxX B JJIEKTPOHHOM BHUJAE WU CBS3H
MEXIy HUMH M CaMHMHU JIOKyMEHTAMU COXPAHSIOTCS B HEU3MEHHOM M JIOCTYIIHOM JUIs
BOCTIPOU3BEJICHHUS] U BOCIPHUATHUS YEIOBEKOM BHJE HA MPOTSHKEHUU BCETO XU3HEHHOTO LUKJIA
JNOKyMeHTOB. [Ipu mepenade TOKYMEHTOB B 3JEKTPOHHOM BHJ€ BHYTPH OpraHU3alMM WM MPH
OTIIPaBKE 3a Mpeeibl OPraHu3aluu BMECTE C HUMH NEPEJAlOTCs UX PErUCTPAllMOHHO-YUYETHBIC
JIAHHBIE.

231. Ilpu nepechlIKe 1O IEKTPOHHON MOYTE TOKYMEHT B 3JIEKTPOHHOM BHJE OPOPMIISETCS
I10 IIPaBUJIaM, YCTaHOBJICHHBIM HacTosIeH MHCTpyKIMeH, 1 IpUKPEIIAeTCs B BUJIE MPUIIOKEHHUS
(paiina) K AIEKTPOHHOMY MHUCHEMY.

232. JIokyMeHTBI B 3JIGKTPOHHOM BHJE, B TOM YHCJI€ OTIpaBIsAeMble (ITOTydyaeMbIe) 1O
KaHaJlaM >JIEKTPOHHOM MOYTHI, JTOIYCKACTCS:

HKCHOPTUPOBATH BO BHEIIIHHUE 110 OTHOIIEHUIO K TIOYTOBOM CHCTEME 3JIEKTPOHHBIE (haiiibl;

skcnioptuposats B AC JIOV;

pacrieqarbiBaTh Ha OyMa)KHOM HOCHUTEIIE.

233. Ilpu 3KcopTe JOKYMEHTA B 3JIEKTPOHHOM BHJE, OTIPABJICHHOTO (IOJIYYEHHOTO) IO
KaHaJIaM 3JICKTPOHHOH MOYTHI, BO BHEITHUI MO OTHOIIEHUIO K TTOYTOBOM cucteme aitn mm AC
JOVY ¢ JDOoKyMEHTOM 3KCHOPTHUPYETCsS (pacreyaThbIBAeTCsl) COMPOBOAUTENIHHOE 3JIEKTPOHHOE
IIUCbMO, BKJIFOYasi HH(OPMALIHIO, COIEPKAILYIOCS B 3ar0JIOBOYHON YacTH IEKTPOHHOTO MUChMa
(cBeneHus 00 AIIEKTPOHHOM ajjpece OTIPaBUTENs (TIOTydaTens), 1aTe OTIPABKH, AaTe MOTyUCHHUS,
TeMEe MHCbMa, O MYTIX MPOXOXKICHHUS JIEKTPOHHOIO MHUChbMAa IO HH(OPMAIOHHO-
KOMMYHHUKAIIMOHHBIM KaHaIaM CBSA3H, HIEHTU(UKAaTOpe MUChbMa B MHPOPMALIMOHHOM CUCTEME U
Ip.), €CIM JOKYMEHT HE COJAEPKUT PEKBHM3UT «JlaTa», B MHBIX CilydasX, KOI/la yKa3aHHas
uHpopManus HeoOXonuma Ui TMOJNTBEPXACHUS (GakTa W YCIOBUH OTHpPaBKU (TIOTydEHUS)
JOKYMEHTa U (WIN) MOXKET ObITh UCIOJIb30BAaHA B CIIPABOYHBIX U I0KA3aTEIbHBIX LIEISX.

234. Ilpu XpaHEHUH W HCIIOJIB30BAaHUM JOKYMEHTOB B SJIEKTPOHHOM BHJE, B TOM YHCIE
OTIPABJICHHBIX (IOJYYEHHBIX) II0 KaHajdaM »JJEKTPOHHOM TO4YThI, oOOecrnednBaeTcss HX
JTOCTYITHOCTh JJIsl BCEX 3aMHTEPECOBAHHBIX PAOOTHHKOB OPraHU3allMM B COOTBETCTBUU C
YCTaHOBJICHHBIMH O0SI3aHHOCTSIMU M ITpaBaMU JOCTYIA.

235. KOHTpOJIb MCIIONHEHHS TOKYMEHTOB B 3JIEKTPOHHOM BHUJIE OCYLIECTBIISIETCS C YUETOM
TpeboBaHu# T11aBbl 9 Hactosmend MHCTpyKIny.

KoHTponb HUCHONHEHUS AOKYMEHTOB B JJICKTPOHHOM BHJIE OOECIIEYMBACTCS TEM Ke
CTPYKTYPHBIM MOApa3eIeHUEM (JOKHOCTHBIM JIMIIOM), KOTOPOE B COOTBETCTBHH C JIOKAIbHBIMU
MIPABOBBIMHU aKTaMH 00€CIIeYMBAET KOHTPOJIb UCTIOIIHEHHS IOKYyMEHTOB Ha OYMa)kHBIX HOCUTEIISAX.

236. JIokyMeHTBI B 3JIEKTPOHHOM BHJE IOCTE WX TMOAMHCAHHUS TOMJEKAT XPAHCHUIO B
TEUYEHUE CPOKOB, YCTAHOBJICHHBIX JUIsl aHAJIOTUYHBIX JTOKYMEHTOB Ha OyMa)KHOM HOCHUTEIIE.

B opranmzanusx, B apxuBax KOTOPBIX HE CO3/aHbl YCIOBUSA AJIsl XpaHEHHs JJOKYMEHTOB B
3JIEKTPOHHOM BH/JIE€ C COXPAaHEHHUEM HX LEIOCTHOCTH, OCYIIECTBIISIETCS] XpaHEHUE UICHTUYHBIX I10
COJEPKAHUIO JOKYMEHTOB Ha OyMa)XHOM HocuTene, OQOPMIEHHBIX W TOANHCAHHBIX B
yCTaHOBJIEHHOM Topsizike. [Ipr HeBO3MOXKHOCTH MOTydeHHsI OyMa)XXHBIX OPUTHHAJIOB CO3/1al0TCH,
3aBEPSIIOTCS B YCTAHOBJIEHHOM MOPSAKE M XPaHATCS KOIUU JTOKYMEHTOB B 3JIEKTPOHHOM BHJIE HA
OyMa)KHOM HOCHUTEJIE.

Jlisl TOKyMEHTOB B JIEKTPOHHOM Buje BpeMeHHoro (10 10 ner) XxpaHeHus, yKa3aHHBIX B
NEpeYHe COTIacHO NpuiIokeHuto 20, XxpaHEeHHe UICHTUYHBIX 10 COJACPXKAHUIO JOKYMEHTOB Ha
OymaxxHoM HocuTene He Tpedyercs, eciu AC JIOY, wHas wuHpOpManMoHHAs CcHUCTEMa
OpraHu3alfM, IOCPEJACTBOM KOTOPOW OTH JOKYMEHTHl OBUIM CO3JAaHbl MM TOJYYEHBI,
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o0ecrieunBaeT UX LEJIOCTHOCTh B TEUEHHE YCTAaHOBIIEHHBIX CPOKOB XpaHeHus. OpraHuzanus
BIIpaBe pa3paboTaTh aHAJIOTMYHBIA TEPEYCHb, BKIIOYUB B HEro JPYrue BUIBI JTOKYMEHTOB
BpeMeHHOro (10 10 neT) XpaHeHus 63 TOTMOTHUTEIbHBIX YCIOBHUI BbIICTEHUS K YHUUTOKEHUIO
(B8 Tom umucine ormerok «JIIK», «llocie mpoBeneHHs HaJOTOBBIMU OpraHaMH IPOBEPKU
COOJTIOICHUSI HaJIOTOBOT'O 3aKOHOAATEILCTBAY, «Ilocie 3aMeHbl HOBBIMIY).

[Ipy HanMUUMM UICHTHYHBIX TIO COJACPIKAHUIO JTIOKYMEHTOB B JJIGKTPOHHOM BHUJEC M Ha
OyMa)XHOM HOCHUTENIe TOKYMEHTBI B 3JI€KTPOHHOM BHJE XPaHSTCS A0 MUHOBAaHUS HaJOOHOCTH.
YHUUYTOXKEHHE TOKYMEHTOB B 3JIEKTPOHHOM BHUJIE MOCTOSSHHOTO U BpeMeHHOro (cBbimie 10 jer)
XpaHEHUs OCYIIECTBIISETCS HE paHee YTBEPKICHHUS B YCTAaHOBJICHHOM IOPSIJIKE TO0BBIX pa3/eioB
CBOJHBIX OTHCEH J1e, COAepPIKALINX JOKYMEHTHI Ha OyMa)KHOM HOCHTEIIE.

237. ®opmupoBaHue U 0PopMIICHUE IIEKTPOHHBIX JI€JT OCYIIECTBISIETCS C YI€TOM OOIINX
TpeOoBanuii popMupoBaHUs U OPOPMIICHHS A€l C JOKYMEHTaMH Ha OyMa)KHBIX HOCHTEIIX,
yKka3aHHbIX B Ty1aBax 11 u 13 nHactosimen UHCTpyKIuu.

B nestensHOCTH OpraHu3aiuii fonyckaercs GopMUpOBaHHE THOPUIHBIX Je B TOM cllydae,
KOIJla B Tpelenax OJHOTO Jena OObEeIUHSIOTCS JTOKYMEHTBHI, 4acTh KOTOPBIX MOCTYyNWIa B
OpraHM3aIHIoO TI0 KaHaJlaM JIEKTPOCBSI3U WK ObllIa CO3/IaHa B OPraHU3aIMH B BUJIEC TOKYMEHTA B
ANIEKTPOHHOM BHJE, @ YacTh JOKYMEHTOB IOCTYIWJIa B OpPraHH3alUI0 WIKM ObUla co3JaHa B
opraHm3anuu Ha OymakHOM Hocutene. [Ipym 3ToOM B HOMEHKJIAType IeN NIelNaeTcs OTMETKa B
COOTBETCTBHUU € MOANYHKTOM 165.5 myHkra 165 HacTosmein MHCTpyKInu.

I'uGpuaHOEe neno CyIIEeCTBYET TOJNBKO Ha CTAJMU ONEPATUBHOTO XpaHeHWs. | mOpuaHblie
nena BpeMeHHoro (o 10 jer) xpaHeHMs MOCJie OKOHYaHHS JEIOMPOU3BOJCTBEHHOIO rojia He
MOJIEKAT TOTHOMY O(DOPMIICHHUIO U XPAHSATCS B TCUCHUE YCTAHOBIEHHBIX CPOKOB.

B opranumzanusix, B apXmBax KOTOPBIX CO3[aHbl YCJIOBHUS ISl XpaHEHHUS HOKYMEHTOB B
9JIGKTPOHHOM BHUJIE C COXPaHEHHEM HUX LEJIOCTHOCTH, THOPHUIHBIC Jela IOCTOSHHOTO H
BpeMeHHOro (cBbime 10 jeT) XxpaHeHHs MpU MOATOTOBKE K Mepefaue B apXUB OpPraHU3alUU
MOJJIKAT MOJHOMY O(GOPMIICHHIO B JIBA CAMOCTOSITENIBHBIX JIea: TOKYMEHTH Ha OyMaKHOM
HocuTene (QOpPMHUPYIOTCS B JI€J0 C JOKyMEHTaMM Ha OyMa)XHOM HOCHUTENe, JOKYMEHThHl B
3JIEKTPOHHOM BHJE€ (OPMHUPYIOTCS B IJIEKTPOHHOE JAET0. YKAa3aHHBIM JellaM MpPHUCBAauBaCTCS
OJIMHAKOBBIM UHJIEKC MO HOMEHKJIATYpe JeJ1 U 3ar0JI0BOK.

B opranmsanusix, B apxuBax KOTOPBIX HE CO3/IaHBI YCIIOBUS JJIsl XpaHEHHs TOKYMEHTOB B
AJIEKTPOHHOM BHJIE C COXPAaHEHHEM HMX LIEJIOCTHOCTHU, HE JIOMycKaeTcsi GOpMUPOBATh THOpUTHBIE
Jena JIOKYMEHTaMM TOCTOSSHHOTO W BpeMeHHoro (cBeimie 10 ser) xpanenusi. B chydae
MOCTYIUIEHUS TaKUX JOKYMEHTOB B OpPTaHM3AIMIO MO 3JIEKTPOHHOM Moure, HH()OPMALMOHHBIM
cHUCTeMaM BEJIOMCTBEHHOrO (KOPIIOPAaTUBHOIO) WJIM MEXBEJOMCTBEHHOIO 3JIEKTPOHHOTO
JOKYMEHTOO00pOTa M Ha OyMa)KHOM HOCUTEJE MPUMEHSIOTCS TPeOOBaHMsI 4YacTed BTOPOH H
TpeTbel nyHkTa 236 HacTosAwell MHCTpyKIuu.

Ocobennoctu hopMHupOBaHUS U 0HOPMIICHHS SIICKTPOHHBIX U THOPHUIHBIX JCTT OTPAKAFOTCS
B MHCTPYKIIUU TIO JIEIOMPOU3BOJICTBY OpTaHU3aIUH.

238. Mecto XpaHEHHUs AJIEKTPOHHBIX W THOPHAHBIX JIeJ M0 WX Tepefadyd B apXvB HWIH
BBIJICTICHUS] K YHHUYTOKEHHUIO OIMPEAEISETCS OpraHu3alieil caMOCTOSATENhHO M 3aKpeIlIseTCs B
JIOKQJIbHOM TIPaBOBOM aKTe, YTBEPKAAEMOM PYKOBOJUTEIEM OpraHU3allu.

239. DkcnepTu3a EHHOCTH JOKYMEHTOB B 3JIGKTPOHHOM BHUJIE OCYILIECTBIISICTCS B IOPSIJIKE,
YCTaHOBJICHHOM TJ1aBou 12 HacTosimeld MHCTpyKIMK, a Tak)Ke MHBIMU aKTaMH 3aKOHOAATENIbCTBA.

240. [lepenaya B apXuB M BBIJICJICHHE K YHHUTOKEHUIO 3JICKTPOHHBIX JIEN U IOKYMEHTOB B
AJIIEKTPOHHOM BH/IE OCYILIECTBISIOTCS B COOTBETCTBUU € TpeOOBaHUSIMH HacTosel NHcTpykunu
Y MHBIX aKTOB 3aKOHOJIATEIHCTBA.
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[Ipunoxenue 1

K MHCTpYKLUH 110 JEI0NPOU3BOICTBY
B TOCYJIaPCTBEHHBIX OpTraHaX, HHBIX
OpraHu3aluax

(B penakuuy OCTaHOBJICHUS
MunucTepcTBa FOCTULINN

PecryOnuku benapychb
13.03.2019 Ne 39)

®dopma
Tabeab yaupuuupoBaHHbIX GOPM TOKYMEHTOB
YTBEPXIAIO
(HaI/IMCHOBaHI/IC JOJIKHOCTHU
PYKOBOJUTEIISI OpTraHU3AIHH )
IToamuce Pacmudposka moanucu
Jara
Jara CornacoBanne
TBECPXKAC-
YTBEPHI Tlonpazne-
HHWA, HAUMCHO-
JieHue (JOJK-
BaHUC
Haunwme- HOCTHOE [Tepuo-
OopraHuzanun HpI/I-
HOBAaHHEC J'H/IIIO), JUYHOCTb
(momx- BHYT- BHenl- [[loanuceYTBepkaenue| Ileuats Meua-
(hopMbI OTBETCT- COCTaB-
HOCTHOE peHHee Hee HHE
JOKYMCHTA BCHHOC 3a JICHUA
JIUIO), YTBEP-
o oaro-
TUBIICH
TOBKY
dopmy
JIOKyMEHTA
1 2 3 4 5 6 7 8 9 10
HaumeHnoBanue 1OJKHOCTH PYKOBOAUTENS
cyx0s1 IOV (nmuma, otBercTBeHHOTO 32 JIOY) [Toamuce Pacmudposka moanucu
[Ipunoxenue 2
K MHCTpYKIINHY 110 TETTOTIPON3BOACTBY
B FOCYJapCTBECHHBIX OpPTaHax, HHBIX
OpraHu3alugIx
®dopma
Cnmcox Ha paccbuUIKY
(Ha3BaHue, naTa, MHIEKC JOKYMEHTA)
HaunmenoBanue opranuzanuu ¥ (WiIM) CTPYKTYPHOTO IouToBBIi Konnuectso Hpuveuanie
noJapasacyjceHus, 10JDKHOCTHOT'O JIMla — aapecara aapec OK3CMILJIAPOB P
1 2 3 4
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HanmeHnoBaHue 10IKHOCTH PYKOBOJUTENS
CTPYKTYPHOTO IIOJIpa3/IeJICHUS [Toanuce PacmmdpoBka noanucu

IIpunoxenue 3

K MHCTpYyKIIUU 1O IEJIONPOU3BOACTBY
B TOCYJIAPCTBEHHBIX OpTaHaX, HHBIX
OpTraHHU3aIMsIX

(B peakum MmoCcTaHOBJICHUS
MuHucTepcTBa FOCTULIMKI

Pecny6nmmku benapych
13.03.2019 Ne 39)

dopma
HaiimenHe BoImdiicTassuaii apranizaiibli HaunmeHnoBaHue BbIIECTOAIIECH OpraHu3alliu
Haiimenne apranizaisli HaumenoBanue opranuzauuu
[TamrroBsI agpac [TouToBbIl agpec
KamyHikanpIitHbis JaHbIs KommyHUKaIMOHHBIE TaHHbBIE
KamepupliiHbis 1aHbis Kommepueckue gannbie
No Anpecar
Ha Ne an AJlpec 3JEeKTPOHHOM MOYTHI
3aroJIoBOK K TEKCTY
Texkct
HaumeHnoBanue nomKkHOCTH PacmmmdpoBka noamucu
damvunus ucnoauurest 000 00 00
[Ipunoxenue 4
HNCKJIIFOYCHO
[punoxenue 5
HNCKJIIKOUCHO
[Ipunoxxenue 6
K MHCTpyKIIMY 1O I€TONIPOU3BOACTBY
B I'OCYJApCTBCHHBIX OpraHax, MHbIX
OpraHuvs3anusax
®dopma

PerucTpaninoHHO-KOHTPOJILHAS KapTOUYKa

JluueBas cropona

1 2 3 45 6 7 8 9 101112 13 14 15 16 17 18 19 20 21 22 23 24 25 26 27 28 29 30 31
CpOoK UCTIOTTHEHHMSI | Ha3panue Buia 1o0KyMeHTa ABTODp (KOPPECTIOHJEHT)
Jlata v MHJEKC NOCTYIJICHUS Jlara v MHJEKC JOKYMEHTA
3aroyioBOK (KpaTKoe CoJiepiKaHue)
IPe30JTi01Ms T KOMY HANpaBJIeH JTOKYMEHT
OTtMmeTKa 00 UCTIOJTHEHUH JOKYMEHTA
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O6opoTHas cTopoHa

KonTponbHbIE OTMETKH]
Domnp Ne Ormuce Ne | Jleno Ne

ITpunoxenue 7

K MHCTpYKIINY 110 IETOTIPOU3BOICTBY
B TOCYIapCTBEHHBIX OpPTaHaX, HHBIX
OpraHu3alugIX

Cocrtas 1 npaBuJIa 3an0JHeHHs 0053aTeJbHBIX peKkBU3UTOB PKK

PekBu3uTh IlosicHeHHs K 3aIOJIHEHUIO
1 2
IHasBaHne BUIa 3aIoJIHICTCSA B COOTBETCTBUH C Ha3BaHHEM BUJa pEruCTpupyeMoro J0KyMeHrTa. HpI/I
JIOKYMCHTA CTUCTPALMH TUCEM rpaq)a HC 3aIl0OJIHACTCA

IABTOD (KOppectonnieHT) |[Ipu perucrpanuy NoCTYMUBILIETO JOKYMEHTA 3aliChIBAETCSl HAUMEHOBaHUE
OpraHuzanuu — aBTopa AokymeHnTa. [Ipu perucrpanumn UCXOAALIero J0KyMeHTa
BarmmchIBacTCS HAMMEHOBAHKE OpTaHM3alMU-KoppecnonaeHTa. JlomyckaeTcs
[IPUMEHEHNE COKPAIICHHOTO HAaWMEHOBAHHS OPTaHU3aIINHI

/lata 1 ©HACKC 3arnosHseTCs IPH PErHCTPALMK BXOSIIET0 JOKYMEHTA. 3aliChIBAIOTCS 1aTa U HHIIEKC,

MOCTYIUICHUS [IPUCBOCHHBIE IOKYMEHTY OpraHU3alNei-1I0TydaTesieM; epeHoCsTCs U3
ErUCTPALMOHHOTO ITaMIIa BXOASNIMX JOKYMEHTOB

/lata 1 ©HACKC 3aIruChIBalOTCS aTa U MHACKC, IPUCBOCHHBIC IOKYMEHTY OpraHU3alneii-aBTOpOM;

ITOKyMeHTa epEHOCATCSI ¢ BXOSIIET0 MM HCXOSIIIET0 TOKYMEHTA

3aroJIoBOK (KpaTkoe [TepeHocuTCs 3aro0JI0BOK, CHOPMYTHPOBAHHBIA HA TOKYMEHTE

coJiep)kaHue)

IPe3osronus Ui KoMy [TepeHOCUTCSI TEKCT PE30ITIOIUH PYKOBOIUTEIIS

HAIPaBJICH JIOKYMCHT

CpOK UCTIIOJTHEHUS [MpocTapnsieTcs aara (YMCI0, MECALI, TOJ), K KOTOPOil TOKYMEHT HOJDKCH OBITh

IMCIIOJIHCH. HpI/I perucrpan UCXOAAICro MHUIIMATUBHOT'O JOKYMCHTA 3aIlIUChIBACTCA
yara O KugacMoro OTBera

OTMeTKa 00 MCIIOIHECHUU HpOCTaBJ’IHCTCﬂ HUHACKC [i€Jia 10 HOMCHKJIATypE ACJI, B KOTOPOM 6y;[eT XpaHUTBCA
HMIOKYMCHTA WOKYMCHT I1OCJIC UCIIOJHCHHS, KPATKO 3allMChIBAIOTCS PCIICHUE BOIIPOCA MO CYILECTBY,
yaTa U THACKC JOKYMCHTA-OTBCTA

[Ipunoxenue 8

K MHCTpYKIINY 110 IETOTIPOU3BOICTBY
B TOCYIapCTBEHHBIX OpPTraHaX, HHBIX

OpraHu3alusx
dopma
KypHaJu perucTpauuu BXOASIIIUX JOKYMEHTOB
ata noctymieHus | KoppecnoHneHT, nata u Pesounronus nnu
A y pp ide Kpatkoe H Cpox OrmeTka 00
U MHJICKC MHJIEKC MOCTYIHBIIETO KOMY HarpasJieH
coJieprkaHue WCIIOJTHCHUS | UCIIOTHEHUH
JIOKYMEHTa JIOKYMEHTa JIOKYMEHT

1 2 3 4 5 6
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[punoxxenue 9

K MHCTPYKIINH IO 1eNIONIPON3BOICTBY
B TOCYAapCTBEHHBIX OpTraHax, HHBIX
OpraHM3aIMsAX

dopma

KypHas peructpanum ucxXoasiliux 10KyMeHTOB

[ara n nagexc nokymenra|Koppecnonnent|Kpatkoe cogepkanue qokymenTa|OTMeTka 00 MCIIOTHEHUH JOKYMEHTA
1 2 3 4

[punoxenue 10

K MHCTpyKLUH 1O AETOMPOU3BOACTBY
B TOCYJJApCTBEHHBIX OpTraHax, HHBIX
OpraHM3aIHAX

®opMa HOMEHKJIATYPHI /1eJ] OPraHU3aI UM

HaumenoBanue Boimecrosimen opranuzanuun Y TBEPK/IARO

HaumeHnoBanue opranuzamnuu
HOMEHKIJIATYPA JEJI (HaMMEHOBAHHE JIOJHKHOCTH
No

PYKOBOAMTEIISI OPraHU3aLINH)

(MecTo cocTaBIcHUs)
Ha rona

IMoamuce Pacmmdposka moanucu
JlaTa

Cpox xpaHeHHsI iena

Hazganue paznena
Kon-Bo gen  |(ToMa, 9acTh) u HOMepa

Wunekc nena HOZIpas3iesna), 3arojJ0BOK . N [Mpumeuanue
AeKe i (nozpaspiena), (TomoB, yacTeli)| MyHKTOB (cTareit) o p
nena (ToMa, 4acTH)
TIepeyUHI0
1 2 3 4 5

Howmenknarypa aen cocraBieHa Ha OCHOBaHUU
(Ha3BaHI/IH U BbIXOJHBIC NAHHBIC

HOPMATHBHBIX IIPABOBBIX aKTOB, HCIIOJIH30BAHHBIX MPH ONPEACICHUN CPOKOB XPAHEHUS JIE)

HanmeHnoBaHne TOKHOCTH PYKOBOIUTEIS
ciyx0b1 JIOVY (nmua, otBercTBenHOro 32 JI0Y) [Hoanuce PacmmpoBka nmonmucu

3aBeyIonii apXuBoM (HaMMEHOBAaHUE
JIOJDKHOCTH JIUIIA, OTBETCTBEHHOTO 32 aPXUB)
[Toanuce PacmmpoBka nonmucu
Jara

COT'JTIACOBAHO COI'JTACOBAHO*
[Iporoxoin 3acenanus LIDK (OK) [Iporokon 3acenanus MK (IIIK, 1IIK)
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(HaUMEHOBaHKE OPraHU3AIINH ) (HauMeHOBaHKE
Ne

ToCyaJapCTBEHHOI'O apXnBa Win

CTPYKTYPHOTO MOAPA3/IeJICHNS IO ApXHBAM H

JIEITOTIPON3BOACTBY 0071acTHRIX (MHHCKOTO TOPOJCKOTO)
HCIIOIHUTEIBHEIX KOMUTETOB,

BBIIIECTOSAIIEH OpPTaHU3aINH)
Ne

*B opraHmzamusax, HE SBISIIOMINXCS HCTOYHHUKAMH KOMIUIEKTOBAHUS TOCYHZApCTBEHHBIX apXHBOB W HE
MMEIOIINX BBIMIECTOSIIIEr0 OpraHa yIpaBIeHuUs, He 0(OPMIIIETCS.

[Tpunoxenue 11

K MHCTpYKIINY 110 IETOTIPOU3BOICTBY
B TOCYIapCTBEHHBIX OpPTraHaX, HHBIX
OpTaHMU3AIUIX

®opMa HOMEHKJIATYPBI J1eJl CTPYKTYPHOI0 nojgpasaeaeHus (001ecTBeHHOM OPpraHu3aIun)
OpraHu3anuu

HaumenoBanue opranuzanuu
HanmeHnoBanue CTpyKTypHOTO
noapaseneHus (00uecTBeHHON
OpTraHU3aITIH)
HOMEHKIJIATYPA JIEJI

Ne

(MecTo cocraBieHus)
Ha ToJI

Haspanue pa3nena
(moxpaszena), 3arojIoBOK Jeia
(TOMa, yacTu)

1 2 3 4 5

Koun-Bo nen Cpox xpaHeHus Jena (Toma, 4acTH) U
(TOMOB, yacTeil) | HOMepa IYHKTOB (cTaTel) 1o MepPEeYHIo

Wnnexc
nena

[Tpumeuanue

HOMGHK.HaTypa A€ COCTaBJICHA HAa OCHOBAaHHUHU

(HaSBaHI/Iﬂ " BBIXOIHBIC JaHHBIC

HOPMAaTHUBHBIX IPABOBLIX AKTOB, UCIIOJIB30BAHHBIX MTPU ONPEACICHUN CPOKOB XPAHCHUS LleJ'I)

HanmeHnoBaHue TOIKHOCTH PYKOBOIUTEIS
CTPYKTYPHOTO HOJpa3ACICHUS
(oO1IecTBEHHOM OpraHu3aIum) [Hoanuce Pacmm¢poBka noanucu

3aBeyronuil apXxuBOoM (HAaUMEHOBAaHUE
JOJI’KHOCTH JIMLA, OTBETCTBEHHOTO 32 apXUB)
[Toanuce PacmmpoBka noxmnucu
Jara




COI''TACOBAHO*

[IpoTtokon 3acenanusa K
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(HauMeHOBaHHE CTPYKTYPHOTO MOAPa3AEICHU)

No

*Odopmirsercs npu Hamuuuu K cTpyKTYpHOTO 1oipasiesieHusl.

IIpunoxxenune 12

K MHCTpyKIIMY 1O AE€TONPON3BOACTBY
B TOCY/IapCTBEHHBIX OpraHax, HHbIX
OpraHu3aluax

(B penakuuu MoCTaHOBIICHHS
MunucTepcTBa FOCTHULINN

Pecny6nmmku benapych
13.03.2019 Ne 39)

®dopma

HTroromsas 3anuch o KaTeropusdx 1 KoJim4eCcTrBe aeu,

3aBC¢ACHHbIX B

roay B

(HaMMeHOBaHWE OPTaHU3AIIIH )

Ilo cpokam xpaHeHus

Bcero

B toMm uncie

MePEeXOAALIUX

¢ orMeTKoH «ITTK»

1

2

3

4

[locTostHHOTO,

13 HUX:

PIEKTPOHHBIX JCIT
THOPUIHBIX JEIT
MHGOPMAIIMOHHBIX PECYPCOB

Bpemennoro (cBoimie 10 neT),
M3 HUX:

PIIEKTPOHHbIX /eI
THOPUIHBIX JEIT
MHGOPMAIIMOHHBIX PECYPCOB

Bpemennoro (o 10 mer),

13 HUX:

PIEKTPOHHBIX JCIT
THOPHTHBIX JCIT
MH(QOPMALMOHHBIX PECYPCOB

MTOI'O

HanmenoBanne AOJIKHOCTH PYKOBOIUTEIIA

ciyx0b1 JIOY (muna, orBercTBeHHOTO 32 JIOY)

Jara

HToroBrie cBeeHUS NTepeaHbl B ApXUB OpraHu3aIiy.

HaunmMenoBanue TOKHOCTH JINILIA,

nepeaaBuIcro CBCACHUA
Jara

Iloamuce

Iloamuce

PacmmmdpoBka moanucu

PacmmmdpoBka moanucu
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[Ipunoxenue 13

K MHCTpYKITNY 110 IE€TOTPON3BOACTBY
B TOCYJIaPCTBEHHBIX OpTaHaX, UHBIX
OpTaHMU3AIHIX

®opMa BHYTPEHHeH ONUCH JOKYMEHTOB /eJia

BuyTtpennsisa onuch
JIOKYMEHTOB fena Ne

Ne HazBanue u (vm)
aTa JIOKyMeHTa HJICKC IOKYMEHTa oMepa JIUCTOB Jieja UMeYaHue
y u y Homep Ip
n/m 3aroJIOBOK JIOKYMEHTA
1 2 3 4 5 6
Hroro JIOKYMEHTOB.

(mdpamMu 1 IPONUCHIO)
KonuuecTBo 1MCTOB BHYTpEHHEN OMUCH

(dpamMu 1 IPONUCHIO)

HanmenoBaHue TOKHOCTH JIUIA, COCTABUBIIIETO
BHYTPEHHIOIO OIIMCH TOKYMEHTOB J€1a ITognuce Pacmm¢poBka noanucu
Hara

IIpunoxenune 14

K MHCTPYKITUY 110 I€TIOMPOU3BOACTBY
B TOCY/IapCTBEHHBIX OpraHax, WHbIX
OpTraHU3aIHsIX

®opma JIHMCTA-3aBEPUTEJIA [1es1a
JIMCT-3ABEPUTEJIb JEJIA Ne

B nene moammTo (BI10XK€HO) M TPOHYMEPOBAHO

(mdpaMu 1 IPOMTUCHIO)
TUCT(OB), B TOM YHUCIIE:
JIUTEpHBIEC HOMEpa:
IIPONYILLIEHHBIE HOMEPA!
+ JIMCTOB BHYTPEHHEH OIHUCH:

OcobeHHOCTH (PU3NUECKOT0 COCTOSIHUS U (YOPMHUPOBaHUS Jiesia Howmepa nictoB

1 2

HaumeHnoBanue noimkHOCTH TMIIA,
COCTABUBLIETO 3aBEPUTEIIBHYIO HAIIHUCh [Tognuce PacmmdpoBka noanucu
Jara

[Ipunoxenune 15
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K HCTpYKITNY 110 IE€TOTIPON3BOACTBY
B TOCYJIAPCTBEHHBIX OpTaHaX, HHBIX
OpTraHHU3aIHsIX

®opma 00JI0:KKH J1ej1a

(HauMeHOBaHME roCyJapCTBEHHOTO apXHBa)*

(HaMMeHOBaHWE BBIMIECTOSIIEH OPTaHU3AIIHH)

(HauMeHOBaHHME OpraHU3alMN)

(HaMEHOBaHUE CTPYKTYpPHOTO Mojpa3zaeneHus (00ecTBeHHOH OpraHu3aium),

(YHKITUY WITA HATIPaBIICHUS IEITEIHHOCTH)

Jeno Neo Tom Ne

(3aroso0BOK Jera)

nata (KpaiiHue 1aThl)

Ha JIUCTax
XpaHUTh

D. Ne

Om. Ne

JI. Ne

*OdopmiiseTcs B OpraHU3alysIX, SBISIOMINXCS HCTOYHUKAMU KOMIUIEKTOBAaHHS TOCY1apCTBEHHBIX apXHBOB,
IpH Iiepeiaye Jieia (ToMa, 4acTh) B TOCYIapCTBEHHBIH apXUB.

IIpunoxxenune 16

K MHCTpyKIUH 1O AETOMPOU3BOACTBY
B FOCYJIapCTBEHHBIX OpraHax, HHBIX
OpraHM3aIMAX



69

®opMa ONUCH JeJI MOCTOAHHOI0, BpeMeHHOro (cBbimie 10 j1eT) XpaHeHUus U M0 JHYHOMY
COCTaBY CTPYKTYPHOIO Noapa3aejieHus (001eCTBEHHOI OPraHu3alu) OPraHu3annuu

HaunmeHnoBanue opranuzamnuu YTBEPXAIO

HanmenoBanue cTpykTypHOro

noApazaesieHust (00IeCTBEHHOW OpraHu3aIlii) (HanMeHOBaHKE JIOJDKHOCTH
Omuce Ne

nen PYKOBOJMTENS CTPYKTYPHOTO

(HaMeHOBaHWE KaTETOPHH JIEI)
3a roja

nojpasesieHust (00IIeCTBEHHOM

OpraHu3aIum)

[loanuce Pacmm¢poBka noanucu
Jara

Ha3Banue paznena, Jlara nemna

Ne| Mnpexc nena KonnuectBo mucros B | Cpok XpaHeHUS

3aroJIOBOK Jena (Toma, (ToMma, [Ipumeuanue
r/m| (Toma, 9acTh) nene (ToMe, 9acTu) |mena (ToMa, 9acTH)
Y4acTH) Y4aCcTH)
1 2 3 4 5 6 7

B nanHyo onuce BHECEHO

(dpamMu 1 IPONUCHIO)
nei ¢ Ne o Ne B TOM YHCIIC:
JUTEPHBIC HOMEPA:
MIPOIIYIIEHHBIE HOMEpPA:

HauMmeHnoBaHuE NOKHOCTU
COCTABUTES OIIUCHU IMoamuce Pacmmudposka moanucu
Jara

HaumeHnoBanue 1OJKHOCTH PYKOBOAUTENS
cyx0sn1 JIOY (numa, otBercTBeHHOTO 32 JIOY)

[Hoanuce PacmmpoBka nmonmucu
Jara
COI'JTACOBAHO**

IIporokoin 3aceqanus DK

(HaMeHOBaHWE CTPYKTYPHOTO MOAPAa3IEICHHS)

Ne

[Iepenan Jen U
(1mdpaMu ¥ IPOMTUCHIO) (umpaMu ¥ IPOMHCHIO)
PEruCTPAIIMOHHO-KOHTPOJBHBIX KapPTOUYEK K JTOKYMEHTaM.

HanmenoBanue n0mKHOCTH pabOTHHUKA,

[IepEeIaBILIETo Aeaa ITonnuce Pacmm¢poBka noanucu
Hara
[Tpunsin el u

(mdpaMu 1 TIPOMTUCHIO) (dpamu 1 IPONUCHIO)

PErUCTPAIMOHHO-KOHTPOJIbHBIX KAPTOUCK K JOKYMCHTAM.
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HanmMeHnoBanue T0KHOCTH pabOTHHKA
apxuBa (JInLa, OTBETCTBEHHOIO 3a APXUB),
MIPUHSBILETO JIeJIa IToamuce Pacmudposka moanucu

JlaTa

*I'pada 6 HE oopMIISETCS B OMTUCX JEJT MTOCTOSTHHOTO XPAaHEHUSI.
**Odopmisercs npu Haamaun DK cTpyKTypHOTO ITOApa3aeeH s

IIpunoxenue 17

K MHCTpYKITNY 110 IE€TOTPON3BOACTBY
B TOCYJIaPCTBEHHBIX OpTaHaX, UHBIX
OpTraHU3aIHsIX

@dopmMa aKTa 0 BbIIeJICHUH K YHUUTOKEHUIO TOKYMEHTOB H JIeJI, He TO/IJIeKAINX
XpPaHEHH 10

HaumenoBanue Boimecrosimen opranuzanuun Y TBEPXK/IARO

HaumeHnoBanue opranuzamnuu
AKT (HaMMEHOBaHHUE JOJKHOCTH

No

PYKOBOAMTEIIS] OPraHU3aLINH)

(MecTo cocraBieHus)

[Hoanuce Pacmm¢poBka noanucu
Jara

O BBIJICJIICHUU K YHUYTOXKCHHUIO
JOKYMCHTOB U [I€JI, HC MMOAJICKAIIUX

XpaHEHHIO

Ha ocHoBanuu

(HaSBaHI/IH 1 BBIXOJJHBIC TAHHBIC HOPMATUBHBIX IIPABOBBLIX AKTOB,

HCIOJIb30BAHHBIX IPU MPOBEACHUUN SKCIICPTUS3BI HGHHOCTI/I)
OTOOpaHbl K YHUYTOKCHHUIO KaK HE MMEIOIINE HAYYHO-UCTOPUIECKON IIEHHOCTH W yTPATHBIIHC
MPAKTUYECKOE 3HAYCHHE CIIEYIOIINE JOKYMEHTHI U fena ¢onma Ne*

(Ha3BaHue GoHma)

Cpox xpaHeHHUst
Jara nemna Howmepa Wunexe aena (toma, | Kon-Bo P P
3aroyioBOK J1ena nena (Toma,
Ne N U HOMEHKJIATyp 4acTH) Mo zen
WK TPYIIIOBOM N . gyacTu) U HoMepa |[Iprmevanue
I/ KpaitHue (ommuceit) 3a HOMEHKJIAType Wil | (TOMOB, N
3aroJI0BOK JeN .. | MyHKTOB (cTareii)
naThl AeJI roji(b1) Ne nena mo onucu 4yacTei)
10 NEPEYHIO
1 2 3 4 5 6 7 8
Hroro Jlel1 3a roj(bl).
(umpaMu ¥ IPOMHUCHIO)
Onucu fen NOCTOSTHHOTO XpaHEHHUS 3a roJi(bl) YTBEPKICHBI,

a 1o 1MuHOMY cocraBy coryiacoBansl ¢ DMK (BIIK, [19K)
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(HaI/IMGHOBaHI/Ie TroCyAapCTBECHHOI'O apXnBa, CTPYKTYPHOT'O NOAPA3ACJICHUA 110 apXUBaM U ACJIOIMPOU3BOACTBY

obnacTHbIX (MUHCKOTO TOPOACKOTO0) UCTIOTHUTEIHLHBIX KOMUTETOB HITH BBIIIECTOSIICH OpraHU3aIiim)
(TpoTOKOT Ne )

HanmeHoBanue TOJDKHOCTH JINIIA,
MPOBOJIMBIIIETO AKCIIEPTUY

LIEHHOCTH JOKYMEHTOB ITonnuce Pacmm¢poBka noanucu
COI'NTACOBAHO COI''TACOBAHO**
[Tporokon 3acenanus [[OK (OK) [Tporokon 3acenanus IMK (II1K, 119K)
(HaI/IMeHOBaHI/Ie OpFaHI/ISaHI/II/I) (HaI/IMGHOBaHI/Ie
Ne

TOCyIapCTBEHHOTO apXUBa U

CTPYKTYPHOTO NOAPA3ACIICHUA 110 apXUBaM U

JIeTIONPOU3BOICTBY 001acTHBIX (MHUHCKOTO FOPOJICKOTO0)
UCTIOJIHUTENIbHBIX KOMUTETOB,

BBIIIECTOSIIEH OpraHU3aInN)

Ne
JIOKyMEHTBI B KOJINYECTBE nedn,
(undpamu 1 MPONHUCHIO)
BECOM KI' CZJaHbI B
(HaMMeHOBaHWE OPTAHU3AIIIH )
Ha repepaboTKy MO IPUEeMO-CIaTOYHON HAKJIQAHOH OT Ne

HaumeHoBaH#e TOMKHOCTH pabOTHUKA

OpraHM3allfu, CAABLIETO TOKYMEHTHI [Toanuce Pacmudposka moanucu
Hara

M3menenus B YUCTHBIC NTOKYMCHTBI BHCCCHBI.

HaunmenoBanue nomkHOCTH pabOTHHKA

apxuBa (JIMI1a, OTBETCTBEHHOTO 32 APXHB),

BHECIIEr0o U3MEHEHUS B YUETHBIE TOKYMEHTHI [Toanuce Pacmmdposka moanucu
Hara

*Homep ¢oHma yKaspiBaeTCsA B  OPraHU3aAlMIX, SBISIONUXCSA HCTOYHHKAMH  KOMILICKTOBAHHUS
rOCY/JapCTBEHHBIX apXUBOB.
**OdopmIsercs B aKTax O BBIACICHUH K YHHUYTOKEHHUIO TOKYMEHTOB ¢ OTMeTKOH «DITK».

IIpunoxenue 18

K HCTpYKITNY 110 IETOTIPON3BOACTBY
B TOCYJIaPCTBEHHBIX OpTaHaX, UHBIX
OpTraHU3aIHsIX

(I)opMa JUCTKA-3AaMECTUTEIA JOKYMEHTA
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JUCTOK-3AMECTHUTEJIb TOKYMEHTA

Bun noxkymenra Harta Nuanekc
Koppecnonnient
3aroJ0BOK (MJIM KPaTKOE COJepKAHUE TOKYMEHTA)

Brigan
(naTa BeIIauM)
Briman [Tonyunn
(HauMEHOBaHUE JJOJKHOCTH, TIOJIIHCH, (HauMEHOBaHUE JJOJKHOCTH, TIOJIHCH,
pacmudpoBKa MOIITUCH JTUTIA, pacmudpoBKa MOIITUCH JIUTIA,
BBIJIABIICTO JOKYMCHT) KOTOPOMY BBIJIaH JJOKYMCHT)

IIpunoxxenune 19

K MHCTpyKIIMY 1O AE€TONPON3BOACTBY
B TOCY/IapCTBEHHBIX OpraHax, MHbIX
OpraHu3aluax

®opma KapThI-3aMeCTUTEJI /1ej1a

HaumenoBanue opranuzanuu
HanmeHnoBanue CTpyKTypHOTO

MoApa3IeICHUS
KAPTA-3AMECTHUTEJIb AEJIA
Jleno Ne
(MHIOEKC 0 HOMEHKIIATYPE el HIX HOMED IO OIKCH M 3ar0JI0BOK)
Brigano BO BPEMEHHOE MOJIB30BAHUE JIO
(marta BeIIAYH) (mara Bo3BpaTa)
Briman [Tomyunn
(HauMeHOBaHUE TOKHOCTH, MOJITUCH, (HaUMEHOBaHUE JIOJKHOCTH, MOJIITHCH,
pacmudpoBKa MOJITUCH JTUTIA, pacmudpoBKa MOIITUCH JTUTIA,
BBIJIABIIETO JIEJI0) KOTOPOMY BBIAAHO JIEJI0)
IIpunoxxenne 20
Kk UHCcTpyKIIMu
10 JIEJIOTIPOU3BOJICTBY
B IOCYJIapCTBEHHBIX OPraHaXx,
WHBIX OpTraHA3aluaX
INIEPEYEHDb

JAOKYMEHTOB, XpPaHeHHE KOTOPbIX MO:KeT ObITh OPraHU30BAHO B 3JIEKTPOHHOM BH/1e

1. IIpoTokossl coOpaHuii paGOTHUKOB CTPYKTYPHBIX MO/Ipa3/IeieHU OpraHu3aui
2. IIpoTOKOJIBI ONIEPAaTUBHBIX COBELIAHNHN Y PYKOBOJCTBA OPTaHU3AUI U JOKYMEHThI K HUM
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3. [IpoekThI MpHUKa30B, PaCIOPSHKEHUM, YKa3aHUN PYKOBOJIUTENCH OpraHu3aiiuii

4. ITpoeKThl ycTaBOB OpraHU3alfi, TOKYMEHTHI 10 UX pa3paboTKe (AOKJIaIHBIE 3aMUCKH,
CIIPaBKH, CBEJICHUS, OT3BIBHI U JIp.)

5. IIpoeKkThl periiaMeHToB, HHCTPYKLIUN, IIPAaBUJI, TOJOKEHUM, METOINYECKUX YKa3aHUN U
pEeKOMEH 1Al i

6. Ilepenncka o pa3paboTKe, MPUMEHEHUH WU PA3bICHECHUU DPETJIAMEHTOB, MHCTPYKIIHM,
MPaBUJI, MOJOKEHUN, METOJIMYECKUX YKA3aHUM U PEKOMEH TN

7. PeructpaiimoHHbIe KQpTOUYKH 00 aIMUHUCTPATUBHBIX IPABOHAPYIIICHHUSIX

8. KXypHanbl perucrpanuu MPOTOKOJIOB U TOCTAHOBICHUH 00 aJMHUHUCTPATUBHBIX
MIPABOHAPYIIICHHUSIX

9. Aynutopckue  3aKkirod4eHHs (B ayAMTOPCKMX  OpraHu3alusiX, Y ayJIuTOpOB,
OCYILECTBIISIOUINX JEATEIbHOCTh B KAUeCTBE MHMBUIYAJIbHBIX MIPEAIPUHIMATENICH )

10. [lucemennas wuHpopmarus (OTYETBI) MO pe3yJdbTaTaM TNPOBEICHHS ayauTa B
ayJIUTOPCKUX OpTraHU3alMsIX, Yy ayJUTOPOB, OCYLIECTBISIOMIMX JEATEIbHOCTh B KauyecTBE
WHIAUBUAYAJIBHBIX MIPEATNPUHUMATENEH )

11. Kuuru peructpainuu 3aKiIr0YeHHBIX JOTOBOPOB OKa3aHUs ayJIUTOPCKUX YCIyT

12. lokyMeHTBl O pa3bsCHEHUH TOpSAJKa MPUMEHEHHUsS] AaKTOB 3aKOHOJATENIbCTBA
(uH(OpMaIH, CTIPABKU, CBEICHUS, IEpENcKa U Ap.)

13. Tlepenncka O 3aKIIOYCHUH W WCIOJHEHHH JOTOBOPOB, KOHTPAKTOB MO (DMHAHCOBO-
XO3SIMCTBEHHOM AEATEIbHOCTH

14. )XypHansl perucTpamu JIOTOBOPOB, KOHTPAKTOB IO (hHHAHCOBO-XO3SHCTBEHHON
JeSITeIbHOCTH

15. TlpereH3noHHas epenucKa

16. XKypHnansl ydera npeTeH3Ui U UCKOBBIX 3asBJICHUN

17. Knuru, xypHaibl yuyeTa IOpUInYeCKUX KOHCYJIbTAIHi

18. JIokyMeHTBI O COCTOSTHUM pabOTHI IO pACCMOTPEHHIO 00paIeHUi rpaX/iaH, B TOM YUCIIe
WHAUBUAYAIbHBIX TpPEeIIpUHUMATENCH, U IOPUANYECKUX JIHI (JIOKIaJHBbIE 3aMUCKU, CIIPaBKH,
aHaJU3bl, CBOJKH, 0030pbI, TAONHUIIBI, MIEPENUCKa U Ap.) (KpOME OpraHM3aluii, B KOTOPbIX OHH
OBLITN COCTABJICHBI)

19. PeructpanimoOHHO-KOHTPOJIbHBIE (OPMBI PETUCTpPAIMM OOpaIleHUil TpakAaH, B TOM
YHclie UHANBUAYAIbHBIX MPeANpUHUMATENEH, U IOPUANYECKUX JIULL

20. PeructpailnOHHO-KOHTPOJBHBIE (POPMBI PETUCTpAIMM TPEANMUCAHUM O HaJJeKalleM
pELIeHUH BOMPOCOB, M3JIOKEHHBIX B OOpALIEHUSIX Tpa)klaH, B TOM YHCJIE€ WHIUBUAYAIbHbBIX
npeanpuHUMaTeNei, U IOPUINIECKUX JTUIT

21. JIOKyMEHTBI O COCTOSTHUU paOOTHI IO PACCMOTPEHUIO 3aMEUaHUN U (WJTH ) TIPEITIOKCHHH,
BHECEHHBIX B KHHUTY 3aMEYaHUU W MPEUIOKEHUH (CIpaBKH, CBOJAKH, MEPENucKa U ap.) (Kpome
OpraHu3aIi, B KOTOPhIX OHU OBLIN COCTABJICHBI)

22. Kauru ydera JUYHOTO TMpHEMa TpaxJaH, B TOM 4YHCIE WHIUBUIYATHHBIX
MpeaNpUHUMATENEH, UX PEACTABUTEINICH, MPEICTaBUTENICH IOPUINYECKUX JIUIL]

23. JIOKyMEHTBI O paCCMOTPEHHH 00OpaIleHU TpakKIaH U FOPUIHYECKUX JIUIL, TOCTYITHBIIUX
B XOJI€ «IIPSIMBIX TeJe(OHHBIX JTUHUI (IOKJIaJHbIE 3aITUCKHU, CIIPABKH, EpPEemnucKa 1 Jp.)

24. PeructpallmOHHO-KOHTPOJIBHBIE  (DOPMBI  perucTpauuu oOpamieHHid TpaXkAaH H
IOPUAMYECKUX JIUII, ITOCTYMUBIINX B XOJI€ «IIPSAMBIX TeJIe(OHHBIX JIMHUN

25. HoMmeHKIaTyphl Jiell CTPYKTYPHBIX Iojpa3feieHull (OOIIEeCTBEHHBIX OpraHU3alIHid,
KOJUIETHaJIbHBIX OPTaHOB) OpTraHu3aluii

26. Bpimucky n3 HOMEHKJIATYp /11 OpraHu3anui

27. XypHanel y4yeta OJaHKOB JIOKYMEHTOB C H300pakeHHEM [ ocymapcTBeHHOro repbda
Pecniyonuku benapych

28. Ilepeniicka 00 oOpraHu3alMii W COBEPIIEHCTBOBAHHWM JIEATEILHOCTH B cdepe
JIeNTOTIPOU3BOICTBA

29. JlokyMeHTBI 00 aHaJIU3€ W KOHTPOJIC UCIIOTHEHHUSI TOKYMEHTOB (CIpPaBKHU, TOKJIATHBIC
3aMucKy, rpaduKu, CBOJKH, KOHTPOJIbHBIE JIUCTHI U 1P.)
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30. PeructpaiimnoHHO-KOHTPOJIbHBIE (DOPMBI  PETUCTpAIlUU TTOCTAHOBJICHUH, IPHKA30B,
pacHopsLKEHUM, peIICHUN, YKa3aHUN:

30.1. mo agxMUHUCTPATUBHO-XO35IICTBEHHBIM BOIIPOCaM

30.2. o0 mpenocTaBIeHUH TPYIOBBIX OTIYCKOB, OT3bIBE M3 TPYAOBOTO OTITYCKa, HAJIOKEHUH
JTUCIUIUIMHAPHBIX B3bICKAHUM, JOCPOYHOM CHSTHHM AMCHMILTMHAPHBIX B3bICKAHUHM, HA3HAYEHHUU
NEXKYPHBIX, CITYKEOHBIX KOMaHIMpPOBKAaxX B mpenenax PecmyOmuku bemapych u 3a rpaHuiy,
OKa3aHWW  MaTepUaNbHOM  TMOMOINM, HAMpaBJIeHHMM HA  TOBBIIIEHHE  KBaTU(UKALUU
(MepenoAroToBKy, CTaXKHPOBKY)

31. PeructpaliOHHO-KOHTPOJIbHBIE (OPMBI PETUCTPALUU BXOASIIUX, HCXOASAIIUX U
BHYTPEHHUX JJOKYMEHTOB

32. PeecTpsl Ha OTIIPABICHHYIO KOPPECIIOHEHITHIO

33. 3aka3pl, 3asBKM Ha BBHINOJHEHHWE pPabOT C MCIOJB30BAaHUEM KOMIIBIOTEPHOM,
MHO>KUTEIbHON TEXHUKU

34. Kypnaiel, cBOAKM ydeTa pabOT C HCHOJIb30BAHUEM KOMITBIOTEPHOM, MHOXKUTEIBHOM
TEXHUKHU

35. [lepemnucka 06 opranu3anyy ¥ COBEpPIICHCTBOBAHUU paObOTHl apXUBOB OPraHU3aIHiA

36. 'paduiku mpuema men B apXuBBl OpraHu3aIuil, rpa@uku nepeaadu 1e1 Ha MOCTOSTHHOE
XpaHEHHE B roCy/lapCTBEHHBIC apXMBbI, TPAQUKH MPEICTABICHUS TOJOBBIX Pa3ieiioB CBOJHBIX
OMHCel [ Ha PacCCMOTPEHUE IKCIEPTHO-METOAMYECKOH KOMUCCUU TOCYJapCTBEHHOTO apXHBa
WIA  DKCIEPTHO-TIPOBEPOYHOH  KOMHUCCHM  CTPYKTYPHOTO  IOJpA3/CiCHUs IO apXHBaM
U JIETIOTIPOU3BOJICTBY 00JIACTHOTO MCTIOHUTEIBHOIO KOMUTETA

37. KypHanel perucTpanyii JIOTOBOPOB O MPOJJICHUH CPOKOB BPEMEHHOTO XpPaHEHHS
JIOKYMEHTOB TOCyAapcTBeHHOM yacTi HanmonansHOTO apxuBHOTO poHma Pecmyonmku benapych

38. KypHainbel peructpauuu AOrOBOPOB XpaHEHUS JOKYMEHTOB TOCYAAPCTBEHHOM 4YacTH
HanmonansHoro apxuHoro gonna Pecyonmku benapych

39. XKypHainel peructpauuu AOrOBOPOB XpaHEHUS JOKYMEHTOB T'OCYAAPCTBEHHOM 4YacTH
HannonansHoro apxusHoro ¢onma Pecnyonmmku benapych, mepemaBaeMplx Ha TOCTOSHHOE
XpaHEHHE B FOCYIapCTBEHHBIC aPXHBHI JI0 HCTEUCHHSI CPOKOB X BPEMEHHOI'O XpPaHEHUs B apXUBaxX
OpraHu3auin

40. XXypHanbl perucTpaluy I0roOBOPOB XpaHEHUs JOKYMEHTOB HErOCYAapCTBEHHOM YacTH
HannonansHoro apxuBHoro (onmga Pecnybnmuku bemapych, mepemaBaeMbIx Ha XpaHEHHE B
TOCYJapCTBEHHBIC apXHBBI, TEPPUTOPUAIBHBIE (TOPOACKHE WM PallOHHBIE) apXUBBI MECTHBIX
MCIIOJTHUTEINIbHBIX U PAaCIOPAIUTEIbHBIX OpPraHOB

41. Onucu  fen CTPYKTYPHBIX — MMOJpa3fieieHuil  (OOLIECTBEHHBIX  OpraHM3alui,
KOJUIETHaJIbHBIX OPTaHOB) OpraHu3aluii

42. XypHaibl perucTpanuu IMOKa3aHUH KOHTPOJIbHO-U3MEPHUTEIBHBIX TPUOOPOB st
U3MEpEHUs TeMIIEpaTyphl U BIaKHOCTH BO3/1yXa

43. 3aka3bl Ha BbIIaYy JIe) U3 apXUBa OpraHU3aIlliu B YATATHHBIN 327

44. XypHanbl perucTpaluy TIOCEIICHUN IOIb30BATENsIMU YHUTAJIbHBIX 3aJI0B apXHBOB
OpraHu3aun

45. KapTo4yku perucTpaiyy U yaeTa UCIIOTHEHUS 3apOoCOB (TEMAaTHIECKUX 3aIIPOCOB)

46. XXypHaJbl perucTpaiuu nojab30BaTeNIel U UX JIMYHBIX eI

47. )XypHaibl yuera 3aKa30B Ha KOMMMPOBAHHUE IOKYMEHTOB

48. IInanbl paboTHl OpraHu3anuii (KBapTalibHbIC)

49. [Tnanbl pabOTHI CTPYKTYPHBIX TOJIpa3ieleHUH (KOJJIETHAIbHBIX OPTAaHOB) OpraHU3aIHi

50. UnauBuyanbHbIE MIaHBI pAOOTHUKOB

51. [lepenucka mo Bonmpocam IJIaHUPOBAHUS

52. OTueTsI O BBHITIOJHEHUH TUTAHOB PA0OTHI CTPYKTYPHBIX MOApa3eieHUuH (KOJIeTHaabHBIX
OpraHOB) OpPraHU3AIHIA

53. CratucTuyecKre OTUETHI 0 BCIIOMOTaTeIbHBIM HANPaBJICHUSAM U BUJAM JESITEIbHOCTH
OpraHu3aun
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54. JIOKyMEHTBI O COCTaBJICHUHM CBOJIHBIX CTaTHUCTUYECKHX OTYETOB (TAOJIUIIBI, PACUETHI,
CIIPaBKU U JIp.)

55. OnepaTuBHBIE OTYETHI (CBEJACHHUS) O BBINOJHCHUHM ONEPATHBHBIX TUIAHOB TIO
HATPABICHUSAM JCSITEILHOCTH OPTAaHU3AINHI U UX CTPYKTYPHBIX MMOAPA3ICICHUIMA

56. Ilepenucka o cocTaBieHUHU, IPEICTABICHUN U MPOBEPKE CTATUCTUUECKONW OTYETHOCTHU

57. Byxranrepckas ((puUHaHCOBAsH) OTYETHOCTH (KBapTaJlbHAs, MECSUYHAs )

58. [lepenucka o mepenayve KIMEHTOB U OAHKOBCKHUX OIepaIiuii U3 OJHUX 0aHKOB B IPYTHE

59. Ilepenucka 00 OTKPHITUH U BEJICHUHU CUETOB FOPUIUIECKIX JIUIl — HEPE3UCHTOB

60. Kauru ydera 1enoHMpOBaHHON 3apaO0THOM IJIATHI

61. OtueTsl 00 UCTIOTHEHUH OFOKETOB 332 OTYETHHINH (DUHAHCOBBINA T'OJI, MOSICHUTEIBHBIC
3aMUCKU K HUM (KBapTaJIbHBIC, MECSIYHBIC)

62. IIpoeKTh! OI0IKETHBIX CMET MOTydaTesiell 010 KETHBIX CPENICTB

63. Beimucku W3 JIMLEBBIX CYETOB C TMPUIIOKEHUSIMU JTOKYMEHTOB, OTYETHl O
(UHAHCHPOBAHUM U OCTaTKaxX OIOJKETHBIX CPEIICTB

64. JIokyMEeHTBI 0 KpEeIUTOBAaHUU TOCYIapCTBEHHBIX Mporpamm (CBeIeHUs, HHPOPMAIIHH,
CIIPaBKH, TOKJIQ/IHBIC 3aIMCKHU U JIP.)

65. OT4eTsl 0 KpenuTOBaHWHM (U3MYECKUX U (WIM) IOPUAMYECKUX JHI (KBapTajdbHBIC,
MECSIYHBIC)

66. OT4eTsl 0 BBIIAHHBIX KpeAuTax (MOTanieHHbIX, TPOCPOUYCHHBIX H JIP.)

67. OTueTsl 0 (OPMUPOBAHMM U UCIOJIB30BAaHUHM CIEHUAIBHOIO pe3epBa OOIIUX
0aHKOBCKHUX PUCKOB (110 KOTOPHIM HE BBIIABAJICS KPEIHT)

68. [lepenucka o ¢GyHKIMOHMPOBaHWU KpeauTHOTro perucTpa M TMONYYEHUH M3 HETro
uHpopmaruu

69. JIokyMeHTBI 00 aHHYJTUPOBAHWU, BHECCHHWHM W3MEHECHUNW U (WJIHM) JOMOJHEHUH B
KpEAUTHBIE UCTOPUH (3asBIICHUS, TOKIaIHbIE 3aUCKH, MTepernucKa 1 1p.)

70. Tlepenncka O KpeAUTOBAHWH, NOKYMEHTAPHBIX OMEPAlUSIX, OAHKOBCKUX TapaHTHSIX,
au3uHre, HaKTOpUHTe, MOPYUUTETHCTBE U JIP.

71. PacueTsl pa3MepoB MPOIIEHTOB U IJIATHI 32 TIOJIb30BaHUE KPEIUTHBIMU PECYPCAMHU

72. PeecTpbl, CONpPOBOJAUTENIbHBIE OMUCH TMepeAadyd KPEAUTHBIX JOChe KIUEHTOB —
¢u3nueckux U (MIM) IOPUINIYECKUX JIUI] B OETOPYCCKUX PYOIISX U MHOCTPAHHON BaJIIOTE

73. Ilepeniicka o GpanbIIMBOMOHETHHYECTBE

74. KaccoBble MIaHbI U OTYETHI 00 UX BBITTOIIHEHUN

75. OT4eTHl 0 KAaCCOBBIX 000pOTaxX OaHKa

76. CipaBKH 0 KacCOBBIX 000OpPOTax 3a JCHb U OCTATKaX IIEHHOCTEH

77. CBOJIHBIE CTIPABKU O KACCOBBIX 000pPOTax 3a JICHb

78. OTueTHBIE CpaBKU 00 000POTaxX MO MPOJAKE ATTECTOBAHHBIX OPMIIJIMAHTOB 32 JICHb U
UX OCTaTKax

79. JIoKyMEHTBI O KOOpJWHAIMH JCSITEILHOCTH 1O BOMPOCAM OPTraHU3AIMH JICHEKHOTO
oOpallieHus ¥ IePEeBO3KU HAJTMYHBIX JICHEKHBIX CPE/ICTB, MIIATEKHBIX HHCTPYKIUH, TPAarolleHHbIX
METAJIJIOB ¥ JPArolleHHBIX KaMHEH U MHBIX IIEHHOCTEH (1anee — nmepeBo3ka IeHHOCTeH) (TUIaHBL,
OTYeTHI, rpadUKH, 3aKIIIOUCHUS U JIP.)

80. JIokyMeHTHBI O paclpeleleHHH U OCTAaTKaX JIEHEKHOW HAIMYHOCTH (OTYETHI, 3asBKH,
000CHOBaHUSI, CBEJICHUSI, pPACUCTHI, PEIICHHS U JIp.)

81. BenoMocTu yuera omepanuii o BHIMYCKY JIEHEr B OOpalleHue W U3BATHUIO JCHET W3
oOpareHus

82. [lepemnucka o peanu3annuu 6aHKHOT U MOHET

83. JIokyMeHTbl 1O YCTaHOBJICHHMIO JIMMUTOB OCTATKOB JIEHE)KHOW HAJIWYHOCTU B
OenmopycckuxX pyONsiX W WHOCTPAHHOW BANlIOT€ B OINEPAIIMOHHBIX Kaccax (3asBKH, PacyeThl,
3aKJTIOYEHUS, TIEPETHCKa U p.)

84. 3asBKU Ha MOAKPEIUICHUE IEHE)KHON HAIMYHOCTHIO OTIEPAIlMOHHON KacChl OaHKa

85. CBeneHus 0 CpoOKax BBITUIATHI 3apa0OTHOM TIJIAThI U APYTHX BUAOB I0XO0B
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86. JlokymMeHTBI 00 yCTaHOBJICHHH O(MUIMAIBHBIX KYypCOB O€IopyccKoro pyoias mo
OTHOILEHHIO K MHOCTPAHHBIM BAJTIOTaM (pacropsKeHHs , THPOpMaIuK, CIIMCKU, IEPETUCKa U Ap.)

87. JlokyMeHTBI 0 (PYHKIIMOHUPOBAHUU OOMEHHBIX ITYHKTOB M BAJIOTHBIX KacC (OTYETHI,
CBEJICHUS, MIepenucKa u Jip.)

88. Kuuru y4era yHUYTOKEHHBIX OAHKHOT

89. Ceenenus 06 obecrieueHnn HOpMEHHOM OCKIA0H, 00YBBIO, CHAPSDKEHHEM K OPYKHUIO U
WHAVBUAYAIbHBIMH  CpPEACTBAMM  3alllUThl PaOOTHUKOB CIIy:KObl ~MHKaccauuu (manee —
MHKAcCcaTophl), PaOOTHUKOB, B OOS3aHHOCTH KOTOPBIX BXOAUT OCYIIECTBICHUE MEPEBO3KU
LIEHHOCTEHU

90. Criucku  opraHu3anuii (MHAMBHUIYaIbHBIX TNpEANPHUHUMATENEH), 00CITyKHUBaeMbIX
MHKaccaTopaMu

91. sIBouHbIE KAPTOUKHU

92. Ilepenncka 006 MHKACCAITUU JIECHEKHOM BRIPYUKHU U TIEPEBO3KE IIEHHOCTEN

93. [lepenucka O TMONyYeHHH, CAAYE, Y4eTe, XPAHEHUH OpPYXKHsA, OOEHpUIIacoB U
TEXHUYECKUX CPEICTB 3aIIUThI

94. XKypnansl yueta opy>kusi 1 O0CIPUIIACOB

95. MapuipyThl, TpaduKy 3a€370B MHKACCATOPOB B OpraHU3amuvu (K WHIUBUIYaJTbHBIM
IpEIIPUHUMATETISIM)

96. OT4eTsl 0 MPOBEACHUN OAHKOBCKHX OTIEpAIMK ¢ GU3NISCKUMH U (WIIH) IOPUTUICCKUMA
TUIAMU

97. JIokyMeHTBIl TIO aHaJu3y pOCTa, COCTaBa W PA3BUTHUs KJIMEHTCKON 0a3bl (OTUETHI,
CBe/IeHUs, HH(OpMAIIHH, TIEPETTUCKa U JIp.)

98. Brinucky U3 JTUIEBBIX CUETOB M0 YUETy BAIOTHBIX ONeparuil

99. INepenucka 00 OTKPBHITHH BANIOTHBIX CYETOB B YIIOJHOMOUYEHHBIX OaHkax PecnyOnuku
benapych

100. XKypHaiibl BbIIaHHBIX (OIJIaYE€HHBIX ) PACYETHBIX YEKOB

101. JoxymeHTsl 00 opraHu3anuu paboThl OAHKOMATOB, IUIATEKHBIX TEPMHHAJIOB,
MUTATeKHO-CIIPABOYHBIX ~TEPMHUHAIIOB CaMOOOCTY)XKMUBaHUs, IYHKTOB BBIJAYM  HAaJIHMYHBIX
JNEHEXKHBIX CpEACTB, OpraHU3aluil TOPrOBIM W CepBHCA (AKTHI, aHAIW3bl, IUIAHbI, 3asBKH,
JIOKJIJHBIE 3aUCKU U Jp.)

102. [Tepenucka Mo BOIpOCaM TPHUBJICUCHUS JNEHEKHBIX CPEACTB (pu3nyeckux W (WIiH)
IOPUINYECKUX JIUI] BO BKJIAJbI (JIETIO3HUTHI)

103. banauch! «erno» (000pOTHBIE BEIOMOCTH) JISTIO3UTAPHS 10 IIEHHBIM Oymaram

104. Ilepemnucka o mpoBeIeHUH JOTEpeit

105. [Tepenucka o OPSIAKE OCYIIECTBICHUS apCHIHBIX OTHOIIICHUH

106. [Tepemnucka o pa3bsICHEHUH 3aKOHOJATEIHCTBA O 3aHATOCTH HACEICHUS

107. JokymMeHTHI 00 OpraHU3alMK W MPOBEACHUHU SPMApOK BaKaHCHH, THEH OpraHU3aIui
(maHbl, cBeieHUS, MH(OpMAIIHH, TIeperrcKa U JIp.)

108. Cenenust 0 HAIMYNUK CBOOOTHBIX pabOUNX MECT (BaKaHCHIA)

109. PeructpauvoHHble  KapTOYKW  TpaxgaH,  OOpaTMBLIMXCS  TIO0  BOMIpOCaM
TPYAOYCTPOMCTBA

110. XypHanbl perucTpanui JOKYMEHTOB TIO OCYIIECTBICHHUIO aJMUHUCTPATUBHBIX
npoueayp

111. I'paduku paboT (CMEHHOCTH)

112. JoxymeHTHI 00 ydeTe pabouyero BpeMeHHU (CBOJKH, CBEACHHS, TOKIAIHBIC 3alTUCKA U
zp.)

113. KanennapHsbie miaHbl 3aMEHBI M TIEPECMOTPa HOPM TPy/ia

114. Tlepemnucka Mo BOIpocaM HOPMUPOBAHMS U OILIATHI TPY/AA, TAPU(PHON CUCTEMBI

115. ®otorpaduu pabouero BpeMeHH

116. ®ororpaduu BpeMeHHU UCIOIB30BaHUS 000PYIOBAHUS

117. lokymeHTBI O pe3yibTaTaX TMPOBEIACHUS XpoHOMeTpaxa (PpoToxpoHOMETpaXka)
TPYAOBOTO Ipoliecca (IJIaHbl, OTYETHI, CIPABKH, KapThl, pacYeTHbIC TaOIHIIbI U AP.)
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118. [lepenucka O MPUMEHEHHWH pPa3IUYHBIX (OPM OIUIATHI TpyAa, 00 YCTaHOBJICHUHU
JOJKHOCTHBIX OKJIQZOB, O TPUMEHEHUU TapU(HBIX CETOK, O CO3JaHHUU, PETYIHPOBAHUU H
WCIIOTh30BaHUU (POH/IAa 3apaOOTHOM TIIATHI

119. [lepemnucka 06 aBapHsIX ¥ HECUACTHBIX CITydasx Ha MPOU3BOJICTBE

120. CoobmieHust 0 HECUACTHBIX CITydasx Ha MIPOU3BOJICTBE

121. U3Bemienust 00 OCTPBIX NPOPECCHOHATBHBIX 3a00JIeBaHUSAX (IKCTPEHHBIE) U
XPOHUYECKHUX MPOPECCHOHATHHBIX 3a00JICBaHUSIX

122. 3asBku Ha JeyeOHO-IPOMIAKTUYECKOE IUTAHHE U CPEICTBA WHIMBHIYaTbHON
3aIIUTHI I PAOOTHUKOB, 3aHATHIX Ha pad0Te ¢ BPEAHBIMH | (WUJTH) OMTACHBIMHU YCIIOBUSIMH TpyZAa

123. Ilepemnucka o mpoBeaeHUH J1e4eOHO-MTPOPMIAKTUIECKUX U CAHUTAPHO-TUTHEHUYECKUX
MEpONPUATHI TIO OXpaHe Tpyia

124. JlokyMeHTBl O TPOBEIACHHUH O05S3aTEIbHBIX MEAUIIMHCKHX OCMOTPOB PadOTAIOIIUX
(mpenBapuTENbHBIX, TEPHUOINYECKHX ) (CITHCKHU, TpadHKH, aKThI, IEPETHCKa U JIP.)

125. JlokyMeHTbl 00 OpraHM3aluU U MPOBEACHUU OOy4YeHMs MO oXpaHe Tpyda (yueOHbIe
TJIaHBI, Y9eOHBIE MPOrPaMMBbI, CITUCKH, TIEPETUCKa U JIp.)

126. JlokymMeHTBl 00 opraHu3aluu U padore KaOMHeTa OXpaHbl Tpyna (TUIaHBI, OTYETHI,
nHpopMaIuu, CBeIeHUS U Ip.)

127. JlokyMeHTBI 0 HAOIIOICHUH 32 COCTOSITHHEM BO3AYIITHOW CPE/Ibl B II€XaX OpPraHU3aIIHiA
(TIPOTOKOJIBI, ©XKETHEBHBIC aHATU3BI TTPOO, TIEPETHCKa U Ap.)

128. [lepemnucka 0 COCTOSHUY BEHTWISILIMOHHOTO X035iICTBA Ha MIPOU3BOJICTBE

129. [lepenucka 0 MPUMEHEHUH M AKCIUTyaTallMd CPEACTB AJIEKTPUUYECKOTO OCBEIICHUS B
LeXax OpraHu3alui

130. XKypnaibl peructpaiiui OTHEBBIX padOT

131. Ilepenucka 0 MPUMEHEHUU COIMAIBHBIX CTAaHAAPTOB M HOPMATHBOB IO COIMAIBLHOM
3alUTe HACEICHUS

132. Ilepemnucka 06 yruiate 00s13aTeIbHBIX CTPAXOBBIX B3HOCOB

133. BenoMocTu BbI1auM UCXOASIINUX JOKYMEHTOB

134. Peectpsl niepenayu UCXOASIINX JOKYMEHTOB

135. [lepenucka 0 Ha3HAYCHUH TTICHCHI

136. AHKeTBI 3aCTpaXOBaHHBIX JIUI

137. [Inanbl paboTHI IO BEACHUIO BOMHCKOTO y4eTa M OpOHUPOBAHMS BOCHHOOOS3aHHBIX

138. JIokyMeHTBl O BeIEHHMH BOMHCKOIO yd4eTa M OpOHHpPOBAHUS BOEHHOOOS3aHHBIX
(OTYETHI, CIUCKH, CTIPABKHU U AP.)

139. [lepemnucka o BeIeHUU BOMHCKOTO yueTa U OpPOHUPOBAHMS BOCHHOOOS3aHHBIX

140. )Kypnaiibl mpoBEPOK COCTOSHUS BOMHCKOTO ydeTa 1 OPOHUPOBAHUS BOSHHOOOS3aHHBIX

141. XXypnains! yueta paOOTHUKOB, BHIOBIBAIOIINX B CIYKEOHbIE KOMaHIUPOBKH

142. )Kypnaibl peructpaiiui KOMaHIMPOBOYHBIX YIOCTOBEPEHUI

143. I'paduku TPyIOBBIX OTITYCKOB

144. toroBble CBOJKH, CBEICHHUS, BEIOMOCTH O MPOBEICHUH aTTECTAI[MH, YCTAHOBICHUH
KBaJTU(DUKAITIH

145. [Tepenucka o MPOBEACHUY aTTECTAIIUHN, YCTAHOBICHUN KBATH(UKAITII

146. Ilnanbl  pacmpeneNieHus TMeAarorn4ecKol Harpy3kd MeEXAy IeJarorudecCKuMH
pabOTHUKAMHU U OTYETHI 00 MX BBIMOJIHEHUH

147. npuBuayanbHble TUIAHBI PaOOTHI MEJArOTHYECKUX PAOOTHHKOB M OTYETHI 00 HX
BBINOJIHEHUH

148. XXypHaibl, KapTOYKH, BEJOMOCTH y4eTa BBITIOIHEHUS MTeJarOrMYeCKUMHU paOOTHUKAMHU
MeAarorn4eckoi Harpy3KkH, pacrpeaesneHus: y4eOHbIX YacoB

149. CBeneHus O BBIMOJIHEHUH MTEIaTOTMYECKON HArpy3KH MeJarorndeCKuMu pabOTHUKAMHU

150. [Tepenucka 00 oOecreyeHUH YUPESXKIACHHH 00pa3oBaHUA Y4eOHO-METOIUYECKON
JMOKyMEHTaIuel, y4eOHBIMH HM3IaHUSMU, UHBIMUA CPEJICTBaMU OOyuYeHUs, HEOOXOAMMBIMU ISt
OpraHu3aly 00pa3oBaTeIbHOIO Mpolecca
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151. 3asBku Ha Y4eOHO-METOAMYECKYIO JOKYMEHTAIMIO, y4eOHBbIC W3MaHHS, Y4eOHO-
HaTJsiAHBIE TIOCOOMs, OOOpyIOBaHWE W WHBIE CpEACTBAa OOYy4YeHHs, HEOOXOIUMBIC s
OpraHu3aiy 00pa3oBaTeIbHOIO Mpolecca

152. Tlepemnucka 0 AONMyCKe K MCIOIB30BAHUIO B 00pa30BaTEIHLHOM Ipolecce Y4eOHHKOB,
y4e€OHBIX TTOCOOMH, MHBIX YICOHBIX U3JIaHUN

153. JIokyMeHTbl O TOATOTOBKE K HOBOMY Yy4YEOHOMY TOAY YUpEeXIeHHH 00pa3oBaHus
(axThI, cripaBKH, HHGOPMAIINH, TIEPETTUCKa U JIp.)

154. ExxetHeBHBIC TUIAHBI pa0OTHI TEAArOTHYECKUX PAOOTHUKOB C BOCTIMTAHHUKAMH, TIAHBI
KOPPEKIIMOHHO-PA3BUBAIOIICH PaOOTHI C BOCIIUTAHHUKAMHU C OCOOECHHOCTSIMH TICUXO0()H3NIECKOTO
Pa3BUTHS B YUPEKACHUAX JOLUIKOIBLHOTO 00pa30BaHMUs

155. bank naHHBIX O AETAX JOMIKOJIBLHOTO BO3pacTa B pailoHe

156. CBeneHust 0 IBUKEHUH BOCIIUTAHHUKOB B YUPEXKICHUSAX JIOIIKOJIBHOTO 00pa30BaHUs,
B TOM 4HcCJie 00 UX 3aKOHHBIX MPEICTaBUTEISIX

157. CBenenust 0 HAIMYUK y4eOHBIX M3JAaHUN M MHBIX CPEICTB 00ydeHUs, HeOOXOAMMBIX
JUISL OpraHU3aluy 00pa3oBaTeIbLHOrO MPoIlecca B yUPEKICHUSIX JOIIKOIHHOIO 00pa3oBaHus

158. JlokyMeHTBI TIO y4eTy W ABMKCHHUIO JeTei B Bo3pacTe M0 18 ner (CHUCKH, OTYETHI U
ap.)

159. Pacniucanus y4eOHBIX 3aHSTHIA, KOPPEKIUOHHBIX, CTUMYTUPYIOIINX,
MOJJIEPKUBAIOLINX U (DaKyJIbTaTUBHBIX 3aHATHI, 00beIMHEHUH 110 HHTepecaM (KPY»KKOB, CEKIIUMH,
CTYAMM, KIIyOOB U Jp.), BBITYCKHBIX 3K3aMEHOB B YUPEKICHUSIX 0OIIEro cpeTHero 00pa3oBaHus,
YUpEXKIEHUSAX 00pa30BaHUS, MHBIX OPraHU3alMAX, Y WHIAUBUAYAIbHBIX MpearpuHUMAaTENeH,
KOTOPBIM B COOTBETCTBHM C 3aKOHOJATEIbCTBOM IPENOCTABICHO IMPAaBO OCYIIECTBIATH
00pa30BaTeNbHYIO JESTENbHOCTh, PEATU3YIOMINX 00pa3oBaTelbHbIE MPOTPAMMBI CIEIUATBHOTO
o0Opa3oBaHus (Janee — YIpexkIeHUs CIEIUAITBHOTO 00pa30BaHMS)

160. XXypHaybl OOMIEKUTHI yUpeKACHUN OOIIETro CpeaHero oOpa3oBaHHUs, CHEIUaTIbHBIX
001eo0pa3oBaTeNIbHBIX KON  (CHEHaNbHBIX 00Ie00pa3oBaTeNbHBIX IIKOJI-HHTEPHATOB),
BCIIOMOTaTeNbHBIX HIKOJI (BCIIOMOTATENbHbBIX IIKOI-UHTEPHATOB)

161. [leperiucka 00 UWTOrOBOM aTTEeCTAllMM YydYallUXCsd B MOPSAAKE SKCTepHATa MpU
MOJTy4eHHUH 00111ero 6a30BOro U 001Iero cpeaHero 0opa3oBaHus

162. CBenenusi 0 NanbHEWIIEM >KU3HEYCTPONCTBE BBITYCKHUKOB YYPEKIACHHUI OOIIETo
CpemHero oOpa3oBaHMs

163. JlokyMeHTBl O TMepeBojie OOYYAIOIIMXCS B UWHBIC YUPEXKICHUS CICIHAIBLHOTO
00pa3zoBaHus (IOKJIATHBIC 3aITUCKH, 00OCHOBAHMSI, TIEPETIUCKA U JIp.)

164. XXypHaisl yueTa NponyIIeHHbIX U 3aMEHEHHBIX YUEOHBIX 3aHATHHA

165. Undpopmanim 0 KU3HEYCTPOWCTBE, TATPOHATE BBIMYCKHUKOB CHEIHMATBHBIX
0011e00pa30BaTeIbHBIX KON (CHEHaNbHBIX 00Ie00pa3oBaTeNbHBIX IIKOJI-UHTEPHATOB),
BCIIOMOTATENbHBIX INKOJ (BCIIOMOTaTeNbHBIX IIKOJ-MHTEPHATOB) (MacmopT MaTpoHaTa
BBIITYCKHHKA)

166. [TporpamMmbl 0 TpO(PHITAKTHKE U TIPECEUECHUU KYPEHUS, YITOTPEOICHUS aTKOTOJIbHBIX,
C1a00aNKOTOIBHBIX HAMMTKOB, MMHUBA, HAPKOTHUYECKUX CPEICTB, IICUXOTPOIHBIX, TOKCUYECKHX U
JIPYTUX OJlypMaHUBAIOLIUX BEIIECTB (KpOME OpraHU3allHii, B KOTOPHIX OHU OBLIM COCTABIICHBI)

167. ConmanpHble macmopTa yupeKaAeHU 00pazoBaHUs

168. lokymeHTsI 0 paboTe MemaaroroB-TICUXO0JIOTOB, MEAAroroB COIHANTBHBIX, YYHTEIICH-
NeeKTOoN0roB (IJIaHbl, OTYETHI, H(OPMAIINHU, TIEPETUCKA U JIp.)

169. Kypnanbl ydera WHAMBHUAYaJIbHOHM U TPynmoBodl ¢GopMm pabOThl IemaroroB-
IICHXOJIOTOB, TIEIarOroB COLMANBHBIX, YUUTEIeH-1eeKTOI0roB

170. ToxyMeHTBI O IEPUOANUECKUX METULIUHCKUX OCMOTpaX U MPUBUBKAX BOCITUTAHHUKOB
COLMAJIbHO-TIEIATOTMUECKUX YUPEKICHUH (CBEICHUS, CITUCKHU U Jp.)

171. )Xypnaibl yuera mpoOIyIIeHHbIX U 3aMECHEHHBIX YPOKOB

172. )XypHaisl yueTa 3aHATUH C BOCIIUTAHHUKAMHU JOIMIKOJIBHOTO BO3pacTa

173. Kypnaubl yuera moceneHnii HebIaromoaydHbIX ceMei

174. )Xypnaisl yueTa nmoceuieHuid yupexieHuil oopa3oBanus
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175. XKypnaibl yuera AMarHOCTUYECKON PabOThI

176. ExuHoBpeMeHHbIE CBEJICHUS O 3a00J1€BA€MOCTH BOCIIUTAHHUKOB

177. Xypnaisl peructpaiiui BOCIIMTAHHUKOB B KAPAaHTUHHOM TPyIIIe

178. XKypHaisl yueta cCaHUTapHO-TIPOCBETUTEIHLHON paObOTHI

179. CanuTapHbie )KypHaJIbI

180. AMOymnaTopHbIe )KypHAIbI

181. XKypnaib! yuera nHOEKITMOHHBIX 3a001€BaHU

182. XKypnaisl yueta pU3MUECKOTO Pa3BUTHS BOCIIUTAHHUKOB

183. XKypnaibl yuera ocMOTpa BOCITUTAHHUKOB Ha TIEUKYJIE3

184. )KypHaiisl JUCTIaHCEPHOTO yueTa BOCIIMTAHHUKOB

185. XKypnaibl yuera mpuBUBOK

186. XKypnaisl yueta TpaBm

187. XKypnaibl yuera KOHCYIbTAIIUH

188. KypHanel yuyera IOTOBOPOB O B3aMMOACWUCTBUHM YUPESKACHUNH OOpa3oBaHHS C
OpraHM3alUsIMHU — 3aKa3UMKaMH KaJpoB MPHU MOATOTOBKE CIEIHAIMCTOB, paboyuX, CIyKalluX,
3as1BOK Ha MOATOTOBKY CHEIHMAIMCTOB, PaO0UHX, CITyKaIIHX

189. [Tepenucka 00 opraHu3anuu 00pa30BATEIBHOTO TpoIlecca IMPU  peaU3aluu
00pa3oBaTeNbHON MPOTPaMMBbl MOJTOTOBKH JIMI] K MOCTYIJICHUIO B YUPEXKACHUS 00pazoBaHHA
Pecnyonmmku benapych

190. [Tepemnucka o IpoBeIEHUH THEH OTKPBITHIX JABEPEH B yUPEKIECHUSIX 00pa30BaHUS

191. CBenenuss O KOJMYECTBE 3asBJICHHH OT JIMI], TOCTYNABIIUX IS TOJTYYEHUS
npo¢eCCHOHATBLHO-TEXHUYECKOTO, CPEIHEro CIEIHaTbHOIO0 W BBICHIETO 00pa3oBaHUs B
YUpexKICHUsT 00pa30oBaHUs

192. )KypHaisl peructpanuu J0KyMEHTOB JIUI, MOCTYMAIONIUX B yUpEXKIEHUS 00pa30oBaHus
JUISL  TIOJIy4eHUS Mpo(ecCHOHATbHO-TEXHUYECKOIO, CPEJHEro CIEUHUaJIbHOTO M BBICIIETO
o0Opa3oBaHUs

193. XKypnaubl ydera 3asBICHUN JIMI, OOPATUBIIUXCS NI y4acTUsl B MPOPECCHOHATBHO-
NICHXOJIOTHYECKOM co0eceI0BaHUH (TECTUPOBAHUN), U TIPUHATHIX PELICHUN

194. OtueTsl O TPOBENCHUHM BCTYMHUTEIBHBIX HCIBITAHUNA B YUPEKACHHUS OOpa3oBaHUS
(kpome opraHu3zaiuii, B KOTOPbIX OHU OBUIN COCTABIICHBI)

195. JlokymMeHTHI O XOJ€ MpHUeMa JIHII, MOCTYHAIOMUX B YUYPEKICHUS OO0pa3oBaHUS s
HOJy4YEeHHUs TPOPECCHOHATBHO-TEXHUYECKOT0, CPETHETO CIEIIMATLHOIO M BBICIIETO 00pa3oBaHus
(cipaBku, HH(DOpPMAIUH, CITUCKH, TOKJIAHBIC 3aTUCKU U Ap.)

196. ExxetHeBHBIC CBEJIEHUSI O PE3YNIbTaTaX BCTYMUTENBHBIX HCIBITAHUA B YUPEKICHUS
o0pazoBaHus

197. Ilepemnucka o mpuemMe 1 3a4UCICHUN JIUI B YUPESKICHUS 00pa30BaHUs

198. Kauru ydera nepenayu B oT/ie7 KaapoB (Y4eOHYIO YaCTh) JIMYHBIX J1€7T 00 YJIarOITIXCsl

199. Pacniucanus, rpaduku y4eOHBIX 3aHATHH, (aKyIbTaTUBHBIX 3aHATUH, 3a4eTOB
(muddepeHIIMpOBaHHBIX  3aY€TOB), HK3aMEHOB IO Yy4eOHBIM mpeameraM  (y4eOHBIM
TUCITUTIIMHAM ), TOCYJapPCTBEHHBIX IK3aMEHOB (KBaJU()UKAIIMOHHBIX YK3aMEHOB), KaHIUJATCKUX
3aueToB  (auddepeHIUpOBaHHBIX  3a4€TOB) MO  00IIe00pa3oBaTEIbHBIM  JIUCIIUILUIHHAM,
KaHIUAATCKUX JK3aMEHOB IO OO0IIe00pa30BaTeNbHBIM AUCIHUILTUHAM, KOHCYJIBTALUN, 3alIUTHI
KYPCOBBIX TIPOEKTOB (KYypCOBBIX pabOT), HIUIUIOMHBIX MPOCKTOB (IUILUIOMHBIX pPabdoT),
MaruCcTepPCKUX IUCCEPTAIUi, CETKH YacOB M0 Y4eOHBIM mpeameraM (yueOHBIM AUCIUILITUHAM)

200. CBoaku, BETOMOCTH y4eTa MOCENAeMOCTH YUY€OHBIX 3aHATHI 00yJarOIIMMUCS

201. )KypHanbl perucTpanuy KOHCYIbTalui

202. Tleperiucka 0 MPOBEACHUU SK3aMEHAIIMOHHBIX CECCHUH M JIOMYCKE OOYYarOIIMXCS K
cnaue 3a4eToB (auddepeHIInpPOBaHHBIX 3a4ETOB), 9K3aMEHOB 10 y4eOHBIM IpeaMeTaM (yueOHbIM
JUCIUIIMHAM ), BHICBUIKE JOMAITHUX KOHTPOJIBHBIX pabOT U IPYrHMM BOIIpOcaM

203. Ilepeunu MpoBEPOUYHBIX PAOOT MO MPOU3BOJICTBEHHOMY O0YUECHHUIO

204. Tlepeunun kBaM(pUKAIMOHHBIX (MMPOOHBIX) padboOT
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205. [lepeynn TeM KypCOBBIX IPOECKTOB (KYypCOBBIX pPabOT), IUIIJIOMHBIX IPOEKTOB
(IMTIIIOMHBIX PaboT)

206. Ilepernncka 00 opraHU3aIliy U COCTOSIHUM 3a09HOM (hOPMBI TTOJTYIeHHUST 00pa30BaHUS

207. YXypHaubl periucTpalui CripaBoOK-BbI30BOB 00y4arOMUXCst 309HON (POPMBI OTYUECHHUS
o0pazoBaHUs

208. XXypHanbl ydera JOMAIIHUX KOHTPOJBHBIX pabOT M KYPCOBBIX MPOEKTOB (KYypCOBBIX
paboT) 0OyJaromuxcst 3a09HOM POPMBI OJTyUdESHHsI 0Opa30BaHUS

209. JIokyMeHTBl O TPOBEACHUM pPECHyOIMKAHCKUX KOHKYPCOB MpPO(ECCHOHAIBLHOTO
MacTepCcTBa, TEXHMYECKOTO U JEKOPAaTUBHO-TIPUKJIAJAHOIO TBOPYECTBA, CMOTpPOB, CJIETOB,
BBICTaBOK H JIPYTMX 00pa30BaTEIbHBIX MEPOTPUATHH (TIOJOKEHUS, IPOTOKOJIBI, 3aIBKH, AHKETBI,
CITUCKH | JIp.)

210. Cnucku opranu3anui, Ha 6a3e KOTOPBIX IPOBOJUTCS MPAKTUKA

211. )XXypHanbl y4deTa MPOM3BOJCTBEHHOTO OOYYEHHs, JTaOOpaTOPHBIX M MPAKTHUUYECKHX
3aHSTHIA, KOHTPOJBHBIX PabOT

212. Tleperiucka 00 yTBEPKICHUM COCTaBa TOCYIAApPCTBEHHBIX KBaJTH(DUKAIMOHHBIX
(KkBaMTH(UKAIMOHHBIX) KOMHUCCHH, TOCYJApPCTBEHHBIX JK3aMEHAIMOHHBIX KOMHCCHA H WX
npeacenaTenen

213. BetoMOCTH MEPCOHATIBHOTO y4eTa BBITYCKHUKOB

214, Tlnanbl, BEAOMOCTH pacupeneiaeHus (HarmpaBjaeHus Ha paboTy) BHITYCKHUKOB

215. Kuuru y4era BBIJAYM CIPAaBOK O CaMOCTOSATEIHHOM TPYAOYCTPOMCTBE W
MOJATBEPKJIEHUH O IpreMe Ha padoTy

216. Kuuru ydera BbIIauu CBUACTEILCTB O HANpPaBICHUHM HA PabOTy M MOATBEPKACHUN O
npuemMe Ha padoTy

217. JIokyMeHTBI O IPOBEJCHUU SKCKYpCuil (0T4eThl, MHpOpPMALIUH, JHEBHUKH, pedepaTsl,
NepenucKa u ap.)

218. Nepemnucka 00 YTBEPKACHHH COCTaBA FOCYIaPCTBEHHBIX SK3aMEHAIIMOHHBIX KOMUCCHI
(kBamM(pUKAITMOHHBIX KOMUCCHI) U UX TpeceaaTeNeH

219. JIokyMeHTBl O TOCYAApCTBEHHOM perucTpauud HWHPOPMALMOHHBIX CUCTEM H
WH()OPMAIMOHHBIX PECYPCOB (3asBKH, 3aKITIOUYCHUS U JP.)

220. [epemnucka 1Mo BOpocaM MaTEepPUATLHO-TEXHHUECKOTO 00eCTIeUeHUs ACSITENEHOCTH

221. XKypHanbl yuyera BblJaud KOHKYPCHBIX TOKYMEHTOB, 3aIIPOCOB LIEHOBBIX MPEII0KEHUI

222. )XypHanbl y4era BbIJaud MPUTTAIICHUH K YYaCTHIO B NMPOLEAYpPax 3aKyMOK TOBApPOB
(pabor, yciyr)

223. KypHaunbl perucTpanuu rnpeioKeHni

224, )XypHanbl perucTpanuu NPUOBITUS YIaCTHUKOB Ha 3aCeIaHUs] KOMUCCUHU

225. XKypHaibl ydeTa JOrOBOPOB O MaTepUATBHO-TEXHUYECKOM 00eCTIeYeHUN

226. JIokyMeHTHI 0 TIOTPEOHOCTH B CHIPhE, MaTepHaiaX, KOMIUICKTYIOIIUX M HHBIX TOBapax
(pabortax, ycimyrax) (CBOJHBIE BEIOMOCTH, TAOIHIIBI, pACYETHI U . )

227. KoMIJIEKTOBOYHBIE BEJOMOCTH

228. JlokymeHTsl 00 ycnoBHSX W OQOPMIIEHHMH TIIOCTaBOK CBHIpbs, MAaTepHalioB,
KOMIUIEKTYIOIIUX M HWHBIX TOBapoB (paboT, ycmyr) (CnpaBKH, CBEICHUS, 3asgBKH, 3aKa3bl,
nepenucka u ap.)

229. I'padmkn  OTIPY3KH CBIPbS, MaTEPHAIOB, KOMIUICKTYIOIIUX W WHBIX TOBApOB
noTpeouTeNsIM

230. JlIokyMeHTbl O BbIJaye ChIPbS, MATEPUAIOB, KOMIUIEKTYIOIIUX M HHBIX TOBAapOB
(o6ocHOBaHUS, HAPSIBI U JIP.)

231. XXypHanel yd4eTa ChIpbS, MATEpUATIOB, KOMIUICKTYIOIIMX W WHBIX TOBApOB,
OTTIPABIISIEMBIX IOTPEOUTENSIM

232. I'py30BBIe TAMOKEHHBIE IeKIapanuu (JeKIapaiuy Ha TOBaphl)

233. CBOJIKH, BEIOMOCTH, KHUTH y4eTa OTIPY3KHU SKCIIOPTHBIX TOBAPOB

234. JIOKyMEHTBI O €XEeIHEBHON OTIPY3KE CBHIPhS, MAaTEPUAIOB, KOMIUIEKTYIOIINX U HHBIX
TOBAapOB (IUCIETYEPCKUE KYPHAIIbI, CBOAKHU U JIp.)
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235. CBenenus 00 OTTPYKEHHBIX ChIPhE, MaTepragax, KOMIUIEKTYIOIIMX U HHBIX TOBapax

236. Otyersl 00 oOcTaTKax, TMOCTYIUICHUM M PAcXOJOBaHHM ChIPbs, MaTEepHaJIOB,
KOMIUIEKTYIOIUX U UHBIX TOBAPOB

237. JIokyMeHTbl O KayecTBE TIOCTYMAIIIUX M OTIPABISIEMBIX CHIPbS, MaTEpHAJIOB,
KOMIUIEKTYIOIIUX U UHBIX TOBAPOB (padoT, yciyT) (aKThl, 3aKJIFOUCHHS, CIIPABKU U Jp.)

238. Ilepenucka o 3aroTOBKE U OTTPY3KE METANTNYECKOTO JIOMa

239. HopmaTuBBI CKIIJCKHUX 3aI1acoB

240. epenrcka 06 opraHU3aluy CKIAJCKOTO XpaHEHUs

241. Tlepernucka o MPUOBITUH TPY30B

242. Tleperiicka O 3aBO3€ CHIPhSl, MAaTEPHAIIOB, KOMIUICKTYIOIIMX W WHBIX TOBapOB Ha
CKJIa/1bI

243. TpeOoBaHus U KoMUY TpeOOBAHU Ha MOTyYSeHHE HHCTPYMEHTOB CO CKJIAJI0B

244. KHuru yuyeTa pacropspDKeHUN Ha OTITYCK ChIPhS, MaTEPUAJIOB, KOMIUIEKTYIOIIMX U HHBIX
TOBApOB CO CKJIAJIOB

245. Tlepernncka 00 MCIIOH30BAHUH TAPBI

246. JIokyMeHTBI O JOIMYCKE B CIyKeOHbIE MOMEIICHHS B HepaOouee BpeMsl U BHIXOIHBIE
ITHU (3asIBKU, CBEJICHUS, TIEPENUCKa U JIp.)

247. I'pacduku 1exxypcTB paOOTHUKOB, KypPHAJIBI yueTa AeKYpPCTB paOOTHUKOB

248. JloxymeHTbl 00 0OPMIICHHH CITY>)KEOHBIX TPOE3JTHBIX JOKYMEHTOB, OPOHHPOBAHHUU
MECT B TOCTUHHMIIAX (CIIUCKH, CBEICHMUSI, IEPENUCcKa  JIp.)

249. )XXypHanbl ydera BbIJa4M MeYaTel U MITaMIIOB

250. ITnansl, rpadguxu npoduIaKTHYECKMX OCMOTPOB M TEKYILEr0 PeMOHTa 000pyI0BaHHUs
U MTH)KEHEPHBIX CUCTEM

251. JIokyMeHTbl O TEXHHUYECKOM COCTOSHUW 3[0aHUH ([IOMEIIEeHUH), 3aHMMaeMBbIX
OpraHu3aIsIMu (OTYETHI, CIIPABKH, CBEIACHUS U JP.)

252. JIokyMeHTBI 0 TIOATOTOBKE 3/IaHH (MOMEIICHNI) 1 000PYAOBaHUS K SKCIUTyaTalluu B
OCEHHE-3UMHHUI 1epro (TJIaHbl, TpaQUKH, IEPENUCcKa U JIp.)

253. XKXypHanbl pPErucTpalid JOTOBOPOB O KOMMYHAIBHOM OOCITYXHBaHUHM 3IaHHMA
(coopyxeHuit)

254. Tlepenucka 0 KOMMYHAJIBHOM OOCITY>)KHUBaHUU 3AaHUH (COOPYKEHUIN)

255. Tlepernucka o conep)aHuM 3/IaHUN (COOPYKEHUI ) ¥ TIPUJIETAIOIIEH K HUM TePPUTOPUN
B HQ/IJISXKAIIEM TEXHUYECKOM U CAHUTAPHOM COCTOSTHUH

256. Ilmanbr MEpONPUATHI TI0O SKOHOMHUH TETUIOBOM M SJIEKTPUYECKON SHEPTUU U OTUETHI 00
UX BBITIOJTHEHUU

257. XXypHanbl ydeTa pacxojia TeITUIOBOM SHEPTHH, TOTPEOICHUS dJIEKTPUICCKON dSHEPTHH,
IPUPOIHOTO ra3a, BOAbI

258. XXypnansl yaera ocMOTpa U paboThl TU(TOB

259. JIokyMeHTBl IO KOHTPOJIIO MPOTHBOIOKAPHOTO COCTOSHHUSI M pEXUMa OXpaHbl
opranu3anuii (IaHbl, OTYEThI, aKThI, CBOJKHU, CBEJICHHUS, IEPENUcKa U Ap.)

260. MHCcTpyKIMK 0 Mepax moxapHoi 6e30macHOCTH

261. UHCTpyKIMK TIO DJKCIUTyaTallid CHUCTEM TPOTHBOIOXKAPHOTO BOJOCHAOKECHUS U
YCTaHOBOK TIOKapHON aBTOMATHUKH

262. HCTpyKIIMH 1O TYIICHHUIO TTOKApOB B AJIEKTPOYCTAHOBKAX

263. MHCTpYKIIMK TI0 OOECTEUEHUI0 HBaKyaluu JroAe (Ha O0OBEKTax C MacCOBBIM
peOBIBAHUEM JTFOJICH )

264. Ilepeniucka O TpUOOpPETEHUH TMOKAPHOM TEXHUKHU, IOXKAPHOTO 000pyIOBaHMA,
MOKapHOIO0 HHBEHTAapsi, OTrHETYIIMTEJEH, OrHeTyIIaluX BEIIeCTB U JPYIHMX CpelCTB
MIPOTUBOIIOKAPHOM 3aIUTHI

265. XXypHansl perucTpaiyu J0roBOpoB 00 OpraHU3alid OXPaHbI

266. CxeMblI JUCIOKALUHU IIOCTOB OXPaHBbI

267. JlokyMeHTHI 0 pexxuMe paboThl OXPaHHUKOB U CTOpOKeH (TpadvKu, pacliucaHus U JIp.)

268. 3asiBKM Ha OpyXUe, OOCTPUTIACHI, BEIIEBOE UMYIIECTBO ISl OXPAHHUKOB
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269. OtueThl 00 yCTPONCTBE U AKCIUTyaTAIllUU TEXHHUYECKUX CPECTB OXPAHBI

270. IInaHbl 3aIUTH HACEIIEHUS U TEPPUTOPHMA OT UPE3BBIYAWHBIX CUTYAIIUi IPUPOTHOTO U
TEXHOT€HHOT'0 XapakTepa

271. [Tnanpl npeaynpeKIeHUs U JIMKBUAANUN YPE3BBIYAMHBIX CUTYAIIHA

272. Tlnanpl TpaXxaaHCKOH 00OPOHBI

273. JlokymMeHTsl 00 opraHu3aluu (QYHKIMOHUPOBAHHUS TOCYAAPCTBEHHOH CHCTEMBI
MpenyNpexIeHNs U JIMKBUAALNN YPE3BbIYAMHBIX CUTYALMH U TPaXKIaHCKOH 0OOPOHBI (yKa3aHUs,
IUTaHBl, OTYETHI, THPOPMAIIUH U Jp.)

274. Tleperiucka 00 opraHu3anuu (yHKIIMOHUPOBAHUS TOCYIAPCTBEHHOW CHUCTEMBI
NpeIYNpexICHUS U JTUKBUAALUHN YPE3BBIYaHBIX CUTYAIlUH U IPakIaHCKONH 00OPOHBI

275. Tlepernucka o IeATETLHOCTH KOMUCCHH IO YPE3BBIYAHHBIM CUTYaIIHsIM

276. JIokyMeHTBI O CO3/1aHUH, MCIIOJIB30BAaHUH M BOCIIOJIHEHHH PE3EPBOB MaTepHUaIbHBIX
pecypcoB sl TMKBUAIUN YPE3BBIYANHBIX CUTYyallui (KOMUH pElIeHU, TPUKA30B, MepernucKa u
zp.)

277. JIokyMEeHTBI O TIOATOTOBKE PYKOBOAMTEIICH, TOJDKHOCTHBIX JIMI, pPaOOTHUKOB
OpraHu3aliii, HaceleHus B OOJACTH 3alIUTHl OT YPE3BBIYAMHBIX CHUTyallUd MPHUPOIHOTO H
TEXHOT€HHOI'0 XapakTepa (IJIaHbl, IPOrpaMMBbl, OTYETHI, IEPENUCKa U JIp.)

278. JlokyMeHThI 00 OpraHU3aIiK U BEACHUH I'PaXKTAHCKOW 000POHBI (TIOJI0XKEHUS, TIIAHBI,
OTYETHI, IEPENUCcKa 1 JIp.)

279. JlokyMeHTBl 00 opraHu3aiyu (yHKIHOHUPOBAHUS U IMOATOTOBKE CHJI TPaXKITaHCKOM
000pOHBI (TTOJIOKEHUS, PEIICHUS, TIEPEIHH, OPTaHU3AIMOHHO-IIITATHBIC CTPYKTYPHI, TAOCIH U JIP.)

280. JIokymeHTsl 00 oOecreuyeHMH U HCIONb30BAaHMM CIIEHUAIBHOTO HMYIIECTBA
TPpaKIaHCKOW 00OPOHBI (TIJIaHBI, OTYETHI, CBEACHUS U Jp.)

281. JIokyMeHTBI O COCTOSIHUU M 3KCILTyaTalluy Pa3IMYHbIX BUJOB TPAHCIIOPTHBIX CPE/ICTB
(cripaBKH, JOKJIQHBIE 3alIMCKU, CBEICHMUSI, IEpEeNnucKa U Jp.)

282. JIokyMEeHTBI O HaJJMYUHU U COCTOSIHUM aBTOMOOMIIBHBIX TTAPKOB, Fapa)keil, MacTepCKUX
(cripaBKH, CBEIEHUS, TIEPENUCKA U JIP.)

283. JlokyMeHTBl 00 OmpeAeseHUHd MOTPEOHOCTH B TPAHCIOPTHBIX CPEACTBAX M HUX
BBIICICHUH (3a5BKH, pACUEThI, IEPEIUCKA U JIP.)

284. JIokyMeHTBI O JIBUKEHUU TPAHCIIOPTHBIX CPEACTB (CBOJKH, CBEIEHUS, PACIUCAHUA,
rpadukH, epenucka u Jip.)

285. JIokyMeHTBl O COCTOSSHUM W Pa3BUTHH BHYTPEHHEH CBS3U (IOKJIAJHBIC 3alMCKH,
CITpaBKH, MEPEINCKa)

286. JIokyMEHTBI O PEMOHTE COOPYKEHUN U CPENICTB CBSA3M (ILJIaHbI, OTUYETHI, IEPETUCKA U
zp.)

287. )KypHanbl perucTpalu J0TOBOPOB 00 OpraHM3alluy, HKCIUTyaTalldd, apeHjae H
PEMOHTE BHYTPEHHEU CBA3U

288. Ilepenucka o mpoBeAeHUU padoT 1o TeneOHNU3AUNH, PAAHOPUKAIINH, CUTHATIH3ANN
U DKCIUTyaTallud BHYTPEHHEN CBS3HM OpraHu3aluu

289. CxeMbI TUHUH CBSI3U OpPTaHU3AIIHIA

290. XXypHanbl, KHUTH y4eTa TeJaedOHHBIX Pa3TOBOPOB

291. XXypnanbl npohUIaKTHYECKUX OCMOTPOB 000PYIOBAHHUS U KAaHAJIOB CBSI3U

292. TexHu4ueCKHe KypHAIIbI KCIUTyaTallud CPEACTB CBSIA3U

293. JIoKkyMeHTHI 1O MOATOTOBKE YUPEAUTENbHBIX Che310B, KOHPEpEHIIUH, OOIINUX ¥ MHBIX
YUpEAUTEIbHBIX COOpaHUN OOIIECTBEHHBIX OpraHu3aluid (IUIaHbl, NPOTPaMMBbl, CIPABKH,
uHOpMaLINH, IEPenncKa 1 ap.)

294. JlokyMeHTbI 00 HWTOTax OTYETHO-BHIOOPHBIX KaMITAaHWH, BBHITIOJIHEHUH PEIICHUN
BBICHIMX OPTaHOB OOIIECTBEHHBIX OpraHU3aluil (OTYETHI, CIPAaBKU, IPOTOKOJIBI U JIp.)

295. Tlepernncka 00 opraHu3aIuy ¥ TPOBEICHUH OTYETHO-BBIOOPHBIX KaMIIaHUN

296. [Inanbl npoBeaeHHS OOLIECTBEHHBIX MEPOIPUSATHIA

297. JIokyMeHTBI O JeATEeIbHOCTH KOMHUCCHUU OOIECTBEHHBIX OpraHU3AIMK (IIPOTOKOJIBI,
aKThl, BEZIOMOCTH, CBEICHUS U IP.)
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298. duHaHCOBBIC CMETHI OOIECTBEHHBIX, IEPBUYHBIX OOIIECTBEHHBIX OpraHU3aIfil

299. Otyersl 00 HCIOMHEHMHM (UHAHCOBBIX CMET OOILIECTBEHHBIX, MEPBUYHBIX
OOIIECTBEHHBIX OpraHU3aIUi

300. IoKyMEeHTHI O TIOCTYIJICHUU U PACXOJJOBAHUH WICHCKHX B3HOCOB (OTYETHI, MEPEIHCKa
u ap.)

301. JIokyMeHTHI 00 y4eTe 4ICHCKUX OMIeTOB (OTYETHI, 3asBKH, aKThl, CBEACHHS U JIP.)

302. YdeTHbBIE KapTOUKHU WICHOB OOIIECTBEHHBIX OpraHU3aAIHI

303. Cricku 4IeHOB OOIIECTBEHHBIX OpraHu3alnui

IIpunoxenue 21
UCKIJTIOUCHO



