3apeructpupoBaHo B HauyoHansHoM peectpe npaBoBbIX aKkToB

Pecnybnuku Benapycb 29 aHBaps 2009 r. N 8/20434

NOCTAHOBJIIEHUE MUWHUCTEPCTBA HOCTULIMN PECINYBJIUKU BEINNAPYCb
19 auBaps 2009r. N 4

OB YTBEPXXAEHUN MHCTPYKLIUM NO AENONPOU3BOACTBY B FOCYOAPCTBEHHbLIX OPTAHAX, UHbIX
OPrAHU3ALMNAX

(B pen. noctaHoBneHun MuHiocta ot 24.10.2011 N 235,

o1 27.01.2012 N 18, o1 15.01.2013 N 9, oT 10.12.2014 N 240,
ot 30.12.2015 N 225, o1 18.08.2017 N 167, ot 05.03.2018 N 51,
oT 26.07.2018 N 154, o1 13.03.2019 N 39, o1 17.10.2019 N 193,

o1 30.08.2022 N 113, ot 28.07.2023 N 46, ot 10.01.2024 N 2,

ot 30.04.2024 N 25)

Ha ocHoBaHuu 4YacTtu nepsow ctatbh 26 3akoHa Pecnybnukn Benapyck ot 25 Hoa6ps 2011 r. N 323-3 "O6
apxuBHOM fAerne v genonpoussoactee” MuHnctepcTso toctuumnmn Pecnybnukm benapycs MOCTAHOBNAET:
(npeambyna B pea. noctaHoBneHns MuHtiocta ot 30.08.2022 N 113)

1. YTBepantTb WHCTpYyKUMIO MO [Eenonpou3BOACTBY B FOCYAAPCTBEHHBLIX OpraHax, WHbIX OpraHu3auusx
(npunaraetcs).
(n. 1 B pea. noctaHoBneHus MuHiocta ot 13.03.2019 N 39)

2. MNpwusHaTtb yTpaTnBLUMM cuny npuka3 KomuteTa no apxmeam v genonponssoactsy Pecnybnukn Benapycb
oT 23 masa 1995 r. N 13 "O6 ytBepxaeHuUn MNMpMMeEPHO MHCTPYKLMM NO OEeronpoun3BOACTBY B MUHUCTEPCTBAX,
rockommuTeTax M OpPYrux LEHTparnbHbIX OpraHax ynpaBlieHWs, YUPEXOEHUsIX, OpraHM3aunsix U Ha npeanpusaTusix
Pecnybnuku benapycbk" (BronneteHb HopMmaTUBHO-NpPaBoBO MHopmauun, 1995 ., N 11).

3. Hactoswee noctaHoBneHne BCTynaeT B Cuny 4epe3 [ecAaTb [AHEeW nocne ero oduvumanbHOro
onybnunkoBaHus.

MwuHucTp B.l.M'onosaHoB

YTBEPXIEHO

[IocTaHOBJIEHHUE
MuHyuCcTepCcTBa OCTULUN
Pecnybnukmu Bejapych
19.01.2009 N 4

(B penmakuMy [IOCTAHOBJIEHUS
MuHMCcTepCcTBa KCTULIUN
Pecnybnuku Bejapychb
10.01.2024 N 2)

MHCTPYKLUMNA
no AENONPOU3BOACTBY B FrOCYOAPCTBEHHbIX OPFTAHAX, MHbIX OPFTAHU3ALIUAX

(B pen. noctaHoBneHun MuHiocta ot 10.01.2024 N 2,
o1 30.04.2024 N 25)



rMABA 1
OBLUME NOJNOXEHUA

1. Hactosawas WHcTpykuma ycTaHaenueaeT obuive TpeGoBaHWs K OOKYMEHTUPOBAHWUIO YMpaBrieH4YecKon
AeSTENbHOCTU, oOpraHusaumMn paboTbl C OOKYMEHTaMM, OpraHu3auMOHHOMY W MpaBOBOMY OGecneyeHuto
[enonpousBoACTBa, pacnpeaerieHnio OTBETCTBEHHOCTM Mexay paboTHMKaMu 3a BefeHWe [Oenonpou3BOACTBA U
COXPaHHOCTb [JOKYMEHTOB B TOCYAAPCTBEHHbIX OpraHaxX, WHbIX OpraHu3auusix He3aBUCUMO OT  (POpMbl
coBCTBEHHOCTU M OpraHU3aLMOHHO-NPaBoBON hopMbl (farnee, ecrnv He onpeaeneHo MHoe, - opraHu3aumn).

2. TlonoxeHua HacTodawen WHCTPpyKUUM pacnpoCTPaHslOTCs Ha OpraHu3auuoHHO-pacnopsanTenbHYO
OOKYMEHTaUMo, a B 4acTM COCTaBEHWS HOMEHKNnatypbl gen, (opMMpoBaHUSA fOern, 3KCNepTusbl LEHHOCTU
OOKYMEHTOB, 0pOpPMIIEHMS A€eM, COCTaBNEHUS ONuUCeln AeNn CTPYKTYPHbIX Noapas3geneHvn, nepegayu gen B apxus
OpraHm3aumm, YHUHTOXEHWS JOKYMEHTOB C UCTEKLLUMU CPOKaMU XPaHEHUS, ONepaTUBHOIO XpaHEHUS1 JOKYMEHTOB -
Ha BCIO ynpaBfieHYEeCKY0 LOKYMEHTaLUNI0 HE3aBMCMMO OT BUa HOCUTENS.

OcobeHHOCTM noaroToBku, 06paboTkn, obecneyeHns LEenoCcTHOCTU, ONepaTUBHOIO XPaHEHWUs ANEKTPOHHbIX
OOKYMEHTOB, CO3[aBaeMblX MOCPeACTBOM aBTOMaTU3UPOBAHHOW CUCTEMbI [AOKYMEHTaLMOHHOro obecneyeHuns
ynpaBneHus (aanee, ecnv He onpegeneHo vHoe, - AC JOY) 6e3 co3gaHma AOKYMEHTOB Ha BYMaXKHbIX HOCUTENSX,
SMEKTPOHHbIX KOMUI OOKYMEHTOB Ha GyMakHbIX HOCMTEnsx perynupytotcs MHCTpykumen o nopsigke paboTtbl C
9MNEKTPOHHBIMM JOKYMEHTaMW B roCyJapCTBEHHbIX OpraHax, MHbIX OpraHu3auusix, yTBepXXAEeHHON NOCTaHOBMNEHNEM
MuHucTepcTBa toctuummn Pecnybnuku Benapycb ot 6 deBpana 2019 . N 19.

OcobeHHOCTM MOAroTOBKM NPOEKTOB HOPMAaTWMBHBLIX NPAaBOBbLIX aKTOB onpedeneHbl 3akoHom Pecnybnvku
Benapycb o1 17 nons 2018 r. N 130-3 "O HopMaTuBHbIX NPaBOBbIX akTax".

MonoxeHus HacTosLen NHCTPYKUMM pacnpoCTpaHSTCA Ha HEHOpPMaTKBHbIE (MHAMBUAYarbHbIE) NPaBOBbLIE
aKThbl, flokanibHble NPaBOBblE aKTbl HOPMOTBOPYECKUX OPraHoB (OOSMKHOCTHBIX MWL) B YacTW, HE YpPeryrmpoBaHHON
3akoHom Pecnybnukm Benapychk "O HOpMaTUBHbIX MPaBOBbLIX akTax".

C 1 mons 2024 roga noctaHoBneHusmu MuHuctepctsa toctuummn Pecnybnvkn Benapycbh ot 10.01.2024 N 2 u
ot 30.04.2024 N 25 ofHOBpPEMEHHO BHECeHbl U3MeHeHus B VIHCTpykumto. MocTaHoBrneHnem MuHucTepcTBa
toctumm  Pecnybnukun Benapycb ot 10.01.2024 N 2 WHCTpyKuMs M3noXeHa B HOBOW pedakuuu, a
noctaHoBreHnem MuHucTepctBa toctuummn Pecnybnukm Benapycbk ot 30.04.2024 N 25 yacTtb natas nyHkTa 2
VIHCTpyKUMM N3NOXEHa B HOBOW pefakLnu.

OcobeHHOCTM MOAroTOBKM OOKYMEHTOB, OpraHusauun paboTbl C AOKYMEHTaMuW U XpaHEeHUs OOKYMEHTOB,
cofepXalwmnx rocygapCTBEHHbIE CEKpeTbl M UHYI0 OXpaHseMyl 3aKOHOAATeNnbCTBOM WMHGOpMaLumio, obpalleHun
rpakgaH, B TOM Yuche MHAMBMAYamNbHbIX NPeANpUHUMATENEN, N KPUOUYECKUX NUL, U OKYMEHTOB, CBA3AHHBIX C UX
paccMOTpPEHNEM, 3asBNEHMIN 3anHTEepeCcOBaHHbIX ML, 0OpaLlaloLWmMXcs 3a OCyLEeCTBNEHNEM agMUHUCTPATUBHOWM
npouenypbl, U MHbIX JOKYMEHTOB, CBS3aHHbIX C OCYLLECTBIEHUEM afMWHUCTPATMBHbLIX NPOLEAYpP, PErynmpyrTcs
aKTaMu 3akoHodaTenbCTBa.

(vyacTtb nsTas n. 2 B peq. noctaHoBneHus MuHiocta ot 30.04.2024 N 25)

3. Ona uenen HacTosiwen WHCTPYKUUN HWKENPUBEAEHHbIE TEPMUHbI WCMOMNB3YOTCA B CnegyloLmx
3HaAYEHUNAX:

aBTOMaTU3MpOBaHHas cucTtemMa [OOKYMEHTaUMOHHOro obecrneyeHust ynpaeneHust - WHGOpMaLMOoHHas
cucTemMa, npefHasHavyeHHas nnis aBTomMaTtv3aumy NPOLIECCOB [OKYMEHTUPOBAHMS W opraHmsauun paboTbl C
OOKyMeHTamu;

aKT - BMA OOKYMEHTA, COCTaBnseMbli KOMUCCUEN (YNONMHOMOYEHHBIMU NMLAMU UNN OOIMKHOCTHBIM MNLIOM),
NnoATBEPXXAALWMA YCTaHOBIEHHbIA (akT (YCTaHOBMEHHble dhaKThbl);

BnaHk JoKymMeHTa (Janee, ecnv He onpegeneHo uHoe, - 6naHk) - nuct bymarn ctaHgapTHoro dopmara ¢
BOCNPOM3BEAEHHOW HA HEM MOCTOSIHHOW MHpOpMaLuen AOKyMEHTa U MECTOM, OTBEAEHHbIM Afsi NePEMEHHOMN;

rmbpuaHoe Oeno - COBOKYMHOCTb JOKYMEHTOB, OOBbEeAMHEHHbIX MO OnpedenieHHOMY MpU3HaKy Ha OCHOBE
PU3NYECKMX W NOTMYECKUX CBSA3EN, XPaHSLWMXCA 4YacTMYHO B 3anekTpoHHom Buae B AC OOY M yacTuMyHO Ha
OyMaXHOM HocuTene B OTAENbHOM OBIOXKE;



neno - OOKYMEHT WM COBOKYMNHOCTb OOKYMEHTOB, Cd)OpMMpOBaHHbIX no onpeneneHHomMmy npusHaky u
NOMeELLEeHHbIX B OTAENbHYHO 06]10)KKy;

AOKnagHasi 3anvcka - Bua MHAOPMAaLMOHHOIO OOKYMEHTa, afpecyeMblil BbILLECTOSILLLEMY PYKOBOAMTESO B
nopsiake MpsiMoro NogYMHEHUS U COAepXaluin obCcToATeENbHOE U3NOXEHWE KaKoro-nmbo Bompoca C BbiBOAAMM,
npeanoxeHnsMmn n (unu) npocbbamu cocTaBuTens;

AOKYMeHTaUuoHHoe obecneyeHne ynpaenenus (ganee - LOOY) - ynpaBreH4yeckas AeSTENbHOCTb MO
HOPMaTMBHOMY PErynMpoBaHuio, METOANYECKOMY M OpraHu3aLUMoHHOMY oGecrneyeHnto 4enonpon3BoacTBa, B TOM
yrcne opMMpPOBaHMI0 AOKYMEHTaNbHOro ooHAa OpraHnsaLuu;

OOKYMEeHTUpOoBaHue - 3anncb vmcbopmau,mm Ha pas3fminyHbIX HOCUTENAX MO YCTaHOBJIEHHbLIM NMpaBuiamMm;

/J,OKYMeHTOOGOpOT - ABMXXEeHne OOKYMEeHTOB B OpraHu3aumm ¢ MOMEHTa UX NoJiydeHunAa unm co3gaHund Ao
3aBepLleHna NCnonHeHnaA, oTnpaBkn UM HanpaBJiieHUd B OE0;

MHpopMaLMOHHas cUcTemMa apxumBa opraHusaumMm - MHAOPMAaLMOHHAs cucTeMa, npeaHasHadeHHas Ans
ONUTENbHOTO XpPaHeHUs AOKYMEHTOB B 3JIEKTPOHHOM BUAE, B TOM YUCIE IMEKTPOHHbLIX [OKYMEHTOB, U WX
MeTafaHHbIX B apxuBe opraHusauuu, obecnevyvBarollasi MNOATBEPXKAEHME LENOCTHOCTM [OKYMEHTOB B
3MNEKTPOHHOM BUAE, B TOM YMCIE 3MIEKTPOHHbLIX 4OKYMEHTOB, 1 aBTOPU30BaHHbIN AOCTYM K HUM;

HOMEHKNnaTypa pAen opraHmsauum - CVICTeMaTI/I3I/IpOBaHHbII7I nepeyeHb 3arosyioBKOB nAersl, 3aBOAMMbIX B
OopraHusauunmn B genonpon3soacTtBeHHOM (KaﬂeH,El,apHOM) rogy, € ykasaHnmem CpOKOB UX XPpaHEHUA, O(bOpMﬂeHHbIVI B
YCTaHOBJIEHHOM MOPALKE;

HOMEHKMaTypa [en CTPYKTYpPHOro nogpasfeneHuns (oOLecTBEeHHOW opraHusauuu) opraHusaumu (ganee,
€ecnM He onpefeneHo MHoe, - HOMEHKNaTypa [en CTPYKTYPHOro nogpasfeneHusl) - CUCTeMaTU3vMpOBaHHbIN
nepeyveHb 3arofioBKOB [Jer, 3aBOAUMBbIX B CTPYKTYPHOM rnoapasgeneHun (obLiecTBEHHON opraHu3aumm)
opraHv3auuu B AeNONPOU3BOACTBEHHOM (KaneHAapHOM) rofy, C yka3aHWEM CPOKOB X XpaHeHUsl, 0hOPMITEHHbIN B
yCTaHOBINEHHOM MOpPsiAKe, NpeAHa3HaYeHHbIN ANt COCTaBNEHNUs HOMEHKNATYpPbI Aen opraHusauum;

HOoCcUTENb MHGOPMaUMKU (Oanee - HOCUTENb) - MaTepuanbHbii OOBEKT, UCMOMb3yembll ONA 3anucu U
XpaHeHusa nHopmaumu;

06beM AOKYMEHTO060pOTa - KONMYECTBO AOKYMEHTOB, NOMyYeHHbIX (BXOAALLME) U cO3aaHHbIX (BHYTPEHHWE,
ncxogsiume) opraHv3alunen 3a onpeaeneHHbI Nepuoa BpeMeH;

onepaTuUBHOE XpaHeHWe [OOKYMEHTOB (fanee, ecnv He onpedeneHo MHoe, - OMNepaTUMBHOE XPaHeHue) -
XpaHeHne AOKYMEHTOB B CTPYKTYPHbIX nogpasgenenusax n (nnn) B AC IOY 0o nx nepegaym Ha XxpaHeHue B apxuB
OopraHu3aummn UM yHUYTOXEHUS;

onucb Aen CTPYKTypHoro nogpasgeneHus (obliecTBeHHOW opraHusauuu) opraHusauuu (Oanee, ecnv He
onpedeneHo WHoe, - ONWUCb Aen CTPYKTYpHOro noapasgeneHust) - WMHGOPMaLVOHHO-TIOUCKOBbLIN apXMBHbIN
CNpaBOYHMK, NPeacTaBnsAoLWMA coBol CUCTEMATM3NPOBAaHHbLIN NepedeHb 3aronoBKOB Aen (eAuHUL XpaHeHust),
npeaHasHaYeHHbIN AN PackpbITUS cocTaBa U coaepXKaHusa aen, 3aKpenneHusl X cucTemaTtunsaunm 1 ydeTa;

OpraHu3auUMOoHHO-pacnopsaanTenbHas OOKYMeHTaunus - OOKYMeHTauus, npuMeHsemasi npyv odgopMieHUn
OpraHM3aumnoHHON, pacnopsaanTesibHON, UCMOMHUTESTbHOW M KOHTPOSbHOW OYHKLUMIA yNpaBreHus;

opraHmsauus pa6OTbI C AOOKyMeHTamMmun - opraHudaumsa ,1:|,0|<ymeHT006op0Ta, onepatnBHOro XpaHeHunAa wu
Mcnonb3oBaHUA JOKYMEHTOB B TeKyLLI,eVI AeATeNnbHOCTU opraHn3auunm;

O(*)OpMJ'IeHVIe AOOKyMEeHTa - O(*)OpMJ'IeHVIe HeobxoaMMbIX pekBn3nToB B COOTBETCTBUM C YCTAHOBJIEHHbIMU
npasuiiamMmm JOKyMEeHTUPOBaHUA,

nMCbMO - 0000OLEeHHOEe Ha3BaHMEe pPasfuYHbIX MO COAEpPXaHW0 U LieNieBOMY Ha3HAYeHUHO [AOKYMEHTOB,
BblAensieMoe B CBA3M C 0COObIM CNOCcOBOM M3NoXeHus 1 nepegadn nHdopmawmu;

npukKkas - HpaBOBOVI aKT, wu3gaBaembln pykoBoauTerniem opraHun3auum, D,eVICTBy}OU.lMM Ha OCHOBeEe
eQunHOoHa4vanuaA, ona paspeweHnd 3agad, CtToAalwmnx nepen opraHmaaumeVl;

npnmMmepHaa HOMeHKnaTtypa gen - CI/ICTeMaTVI3VIpOBaHHbIIZ nepeyeHb yHI/I(i)VILI,VIpOBaHHbIX 3arofioBkoB gern,



yCTaHaBMNMBaKwLWNA NPUMEpPHbIE COCTaB U WHAEKCbl Aen ANnS OAHOPOAHbIX MO XapakTepy [AeATenbHOCTU
opraHuMsauuin;

NPOTOKON - BUA OOKYMEHTa, B KOTOPOM huKcupyeTcst Xo4 oBCYyXAEeHUsI BOMPOCOB M MPUHATUS PeLUeHUn Ha
3acefaHusax, CoBeLLaHusAxX, cobpaHnsax, KOHepeHUnaX, OeNoBbIX BCTpeyax (ganee, ecnv He onpedeneHo nHoe, -
3acefaHus);

pacnopsaxeHune - ﬂpaBOBOVI akT, nsgaBaemblii €ANHOSTUYHO pykoBoauTeriemMm opraHmauunmn (Konnerwaanoro
opraHa yI'IpaBJ'IeHVIFI) ana peweHna onepaTtuBHbIX BOMNPOCOB AeATEJIbHOCTU OpraHn3aunm;

peructpaumsi OOKYMEHTa - 3anucb YYETHbIX [aHHbIX O [OKYMEHTE B PEerucTpaumoHHOW opMe C
NMPUCBOEHMEM EMY PEFMCTPALIMOHHOIO UHAEKCA, hmKkeupytowas dakT ero Co3ganHusi, Nosly4YeHnst UNn OTNPaBKy;

pe3onunda - OOKYMEHTUpPOBaAHHOE YyKal3aHWe pykoBOOUTENA, MHOIo YNOJIHOMOYEHHOro Juua O nopsaake
NCNOJNTHEHUA NN NCnonb3oBaHNA OJOKYMEHTA;

PEKBU3UT AOKYMEHTa - MHOPMALMOHHBIN 3NEMEHT, OTpaXaloLuii CBEAEHMST O COAEPKaHUN OOKYMEHTa U
(vnn) ero LeneBOM HasHa4YeHWW, aBTOPCTBE, BPEMEHM CO3[4aHUs, MOSyYeHUsi, MECTOHAXOXOEHUN B KOHKPETHbIN
MOMEHT BPEMEHMU, CBA3SX C APYrMMU LOKYMEHTaMM, yrpaBneHum JOKYMEHTOM B TEYEHNE BPEMEHM;

cnpaBka - Bug VIHd)OpMaLI,VIOHHOFO OOKyMeHTa, CO,D,ep)KaLU,VIﬁ onucaHne n (I/IJ'WI) noarTeepXxneHune Tex unu
MHbIX (*)aKTOB CJ'Iy>K€6HOFO mnnn 6MOFpa(*)VI‘-IeCKOFO XapakTtepa 6e3 MHeHus aBToOpa O cyuwiecTtBe wu3liaraeMbixX
BOMNpPOCOB;

TMNOBasi HOMEHKNaTypa Aen - CUCTEMaTU3UPOBAHHbLIN MNepedYeHb YHUMLMPOBAHHBLIX 3arofioBKOB Aerl,
yCTaHaenuBawLWmin TUMOBOMW COCTaB Aen C eOuMHOW CUCTEMOW WHAeKcauuu AN OAHOPOAHbIX MO XapakTtepy
JeaTenbHOCTM opraHn3aunig,

ynpaBneH4yeckass OOKYMEHTauus - COBOKYMHOCTb AOKYMEHTOB, 0Opasyloluxca B npouecce peanvsauuu
YyHKUMA  rocyAapCTBEHHOrO  ynpaBneHus, MEeCTHOrO  CaMOoynpaBfeHWsi, ynpaBfeHus  opraHu3auunen
(opraHusauuamn);

hopMMpoBaHUE Aen - rpynnupoBKa MCMOSNIHEHHbIX LOKYMEHTOB B Aernia B COOTBETCTBUM C HOMEHKMaTypoWn
en opraHvsauuy n cuctemaTusauns 4OKYMEeHTOB BHYTPY O€er;

(bopmynﬂp OOKYMEeHTa - COBOKYNHOCTb pPEKBU3UTOB [OOKYyMEeHTa, pPacCnoJyioXeHHbIX B onpe,u,eneHHoﬂ
nocrniegoBaTtesibHOCTU Ha 6yMa)KHOM HocuTene wuin B (bopme BHeWHero npeacraBieHnA [[OOKyMeHTa B
QITIEeKTPOHHOM BUAeE,;

3KCMepTU3a LIeHHOCTM [OKYMEHTOB - ornpeferieHne UCTOPUYECKO, HayYHOW, coumanbHOM, S9KOHOMUYECKOMN,
MONUTUYECKON, KyNMbTYPHOW M NPaKTUYECKOW 3HAYMMOCTU [OKYMEHTOB C LENbl YCTaHOBMEHUSI CPOKOB WX
XpaHeHus 1 oTéopa Ha XpaHeHue,;

3MIEKTPOHHOE [Jen0 - COBOKYMHOCTb [OOKYMEHTOB B 3MIEKTPOHHOM BMAE, B TOM YUCIE 3JIEKTPOHHbIX
OOKYMEHTOB, U UX MeTafdaHHbIX, 0O6beQUHEHHbIX MO onpeaenieHHOMY MpU3Haky Ha OCHOBE FOrMYeckux CBsi3er B
€[VHbIN NHPOPMALIMOHHbIN OO6BEKT ANIA yyYeTa, XpaHEHMS U NMOUCKa AOKYMEHTHOM MHpopMaLnn.

TepmuHbl "apxuB", "aenonpou3sBoacTBO", "AOKYMEHT B 3MNEKTPOHHOM BuAe", "MCTOYHMKU KOMMNIEKTOBaHUA
rocyapCTBEHHbIX apXMBOB" MCMOMb3YIOTCA B HacToswen VIHCTpyKuMn B 3HaYeHusx, onpeaeneHHblx absauamu
BTOPbIM, AECATbIM, TPMHAALATLIM M LecTHaauaTbiM YacTu nepon ctatbn 2 3akoHa Pecnybnuku bBenapyck "O6
apxXuBHOM aene 1 genonponssoacree”.

TepMUuHbI "KOMKUSA 3MEKTPOHHOIro AOKyMeHTa", "SNeKTPOHHasi Konusi OOKYMeHTa Ha OymMaxHoM HocuTene",
"9NeKkTpoHHaa uudpoBasd NoANUCL", "ANEKTPOHHbLIA AOKYMEHT" WCMNONb3ylTCA B Hactoswen WHCTpykuuu B
3HaYeHusAX, onpeaeneHHblx ab3auammn TpeTbUM 1 YeTblipHaauaTbiM - LecTHaguaTeiM ctaten 1 3akoHa Pecnybnvku
Benapycb o1 28 nekabpsa 2009 r. N 113-3 "O6 anekTpOHHOM AOKYMEHTE U 3NEKTPOHHOW LincppoBon noanmcn'.

TepmuH "dcbann" wucnonb3lyeTcss B HacTosilleh WHCTpykuunm B 3HaA4YeHMM, onpegeneHHoMm absauem
ceMHaguaTbiM nyHkTa 7 [NpaBun paboTbl C AOKYMEHTaMu B 3MEKTPOHHOM BMAE B apxmBax rOCYyAapCTBEHHbIX
OpPraHoB, MHbIX OpraHn3auun, yTBepXaeHHbIX NocTaHoBneHnem MuHucTepcTtBa toctuummn Pecnybnukn benapyck ot
6 cespans 2019 . N 20.



rMABA 2
OPrAHU3ALIMOHHOE U NPABOBOE OBECIMNEYEHUE AENONPON3BOACTBA

4. OpraHu3auuss WM BedeHMe [ernonpou3BOACTBA B OpraHM3auusx OCYLUECTBMSIOTCS Ha OCHOBE
CaMOCTOATENbHO paspabaTbiBaeMbiX WMHCTPYKUMA MO AEnOonpou3BOACTBY B COOTBETCTBUM C TpeboBaHUsIMU
HacToswen NHCTpyKumn.

Mo peleHno BbILLECTOALLMX OpraHmM3auui Ans O4HOPOAHbIX MO XapakTepy AesATeNnbHOCTU NOOYUHEHHbIX
opraHusaumi paspabaTtbiBalOTCsH TUMOBbIE UMW NPUMEPHBIE MHCTPYKUUM MO Oenonpoun3BOACTBY, UCMOMNb3yeMble
npu pa3paboTke MHCTPYKLMIA NO OENONPON3BOACTBY 3TUX OpraHu3aLmi.

Tunosas MHCTPYKUMA no genonpoun3BoactBy  yCTaHaBIIMBaeT eauNHbIN nopAaAAgoK  opraHusauunmn
gernonpon3soacTtBa BO BCEX OOHOPOOHbIX opraHn3auunax.

MprvMepHas MHCTPYKUMS NO AenonpoM3BOACTBY YCTaHaBNMBaET NOPSIAOK OpraHn3aummn AenonponsBoacTea B
OOHOPOZHbIX OpraHu3auusix, npeaycMaTpyBalOLWLMA BO3MOXHOCTb €ro  KOHKpPeTU3auum B UHCTPYKUMSAX MO
[Aernonpon3BoACTBY OpraHn3aLMin B yCTAHOBIEHHbIX €10 pamKax.

5. WHCTpykuMm no [enonpov3BOACTBY OpraHusauui, SBASAIOWMXCA WCTOMHUKAMW  KOMMIEKTOBaHMWS
rOCyAapCTBEHHbIX apXMBOB, YTBEPXAAIOTCA WX PYKOBOAUTENSAMU MNOCME COrnacoBaHUs C COOTBETCTBYIOLLMM
rocygapCTBEHHbIM apXvBOM WM CTPYKTYPHbIM MogpasgeneHvem rno apxusam M OenonpousBoacTBy 06nacTHbIX
(MuHcKoro ropogckoro) NCNOMHUTENbHbBIX KOMUTETOB.

NHCTpyKUMM no [Oenonpov3BOACTBY OpraHusauui, He SABASIOWMXCA WCTOYHMKAMM  KOMMEKTOBaHMSA
rOCyAapCTBEHHbIX apXMBOB, YTBEPXKOAOTCA WX PYKOBOAWTENSAMM MOCME COrfacoBaHWs C BblILLECTOALMMMU
opraHusaumsaMmm (Npu Ux Hanuyun).

TunoBble WM MpPUMEpPHbIE WHCTPYKUMM NO [OEenonpou3BOACTBY, pa3pabaTbiBaemMble OCyAapCTBEHHbIMU
OopraHamu, VMHbIMK OpraHu3auusaMmu, nogyvHeHHoiMun [NpaBuTenbcTBy Pecnybnvku benapych, yTBepXaarTCca UX
PYKOBOAMTENAMM MOCHE cornacoBaHus ¢ LieHTpanbHoOM akcnepTHOW komuccuen (aanee - LLOK) cooTBeTCTBYOLWETO
opraHa ynpaeneHusi (opraHmsaumm) u pecnybnMKaHCKMM OpraHOM rOCyAapCTBEHHOrO ynpasneHust B cdepe
apXMBHOrO Aena 1 OenonpousBoacTsa.

TunoBble W NpPUMEpHblE WHCTPYKUMM MO [Aenonpou3BOACTBY, paspabaTbiBaeMble OpraHu3auusivu,
ABMNSAOWMUMUCSH UCTOYHUKAMM KOMMIEKTOBaHWS FOCYAapCTBEHHbIX apXMBOB M HE YKa3aHHbIMU B 4acTu TpeTben
HacTOsILLero MyHKTa, YTBEPXAalTCs WX pyKoBOAWUTENsMM Mnocre cornacoBaHusi ¢ LIQK aTux opraHusauuii
COOTBETCTBYIOLMUMM FOCYAaPCTBEHHbLIMY apX1BaMMU.

TunoBble W NpUMeEpPHbIE WHCTPYKLUMM MO Oenonpou3BOACTBY, paspabaTtbiBaemble OpraHusauusamu, He
ABNSAOLLMMNCA UCTOYHUKAMMU KOMMIEKTOBAHUSA rOCYyAapCTBEHHbIX apXMBOB, YTBEPXAATCA UX PYKOBOAUTENAMMU
nocne cornacoBaHus ¢ LISK atnx opraHusauymn.

6. CTpyKTypHble nogpasdeneHns € npaBamy  HOpUMONYECKOro nuua, 060COoGMNEeHHble CTPYKTypHbIe
nogpasgeneHus, ABMSALWNEC CaMOCTOSATENbHBIMU UCTOYHUKAMKW KOMMIEKTOBAHUS roCydapCTBEHHbLIX apXWBOB,
BeOyT OTAeNnbHOe [enonpou3BOACTBO B MOPSAKEe, YCTaHOBMNEHHOM HacToswen WHcTpykunelt ons BeneHus
[ernonpou3BoACTBa B OpraHuMsauusx, B TOM 4YuUcre B 4YacTu pas3paboTKu, COCTaBNEHWs, CornacoBaHus,
noanucaHns, YTBEPXKOEHUA MWHCTPYKUMA MO Oenonpov3BOACTBY, HOMEHKnaTtyp nOen, onucei Oen, akToB O
BblAEMNEHNN K YHUUTOXEHUIO OOKYMEHTOB W [efl, He MoAnexallux XpaHeHuio, nepejadym OOKYMEHTOB W Jden B
apxuB.

CTpyKTypHble nogpasfenieHnss C MpaBamMu  lopuaMdeckoro  nuua, 060COONeHHble  CTPYKTYPHble
nodpasfernieHnsl, He ykasaHHble B 4acTu MepBOl HAaCTOSLEro MyHKTa, BeayT OTAeNbHOe Oenonpou3BOACTBO B
nopsiake, YCTAHOBJIEHHOM HacTtosiwen WHCTpykuuein Ans BeAeHUs Oenonpov3BOACTBA B OpraHusauumsix, Mo
PEeLUEHU0 OpraHu3aumni, CTPYKTYPHbIMK NOAPa3aeNeHUs MU KOTOPbIX OHU SIBMISIOTCS, €CMU MHOe He YCTaHOBIEeHO
3aKoHOAaTeNbCTBOM.

Mpn HanmM4MM NOAYMHEHHBbIX (BXOAALMX B COCTaB, CUCTEMY) OOHOPOAHBIX MO XapakTepy AeATENbHOCTU
OopraHusauui CTpyKTypHble NoapasaerieHnst ¢ npaBamMu IpPUaONYecKoro nuua paspadarbiBaloT A5s1 HUX TUMOBbLIE U
(vnn) NpMMepHbIe MHCTPYKLMK NO OENONPON3BOACTBY, TUMNOBLIE U (MNK) NPMMEPHbIE HOMEHKNATYpPbI AEM, CO34alT
LISK B nopsiike, yCTaHOBNEHHOM HacTosLen VIHCTpyKUneEN.

7. OpraHuzauusi n coBeplleHcTBOBaHMe cuctembl OOY B opraHusauuu, cobntogeHne ycTaHOBMEHHbIX



npaBun AOKYMEHTMPOBaHUSA M opraHusauun paboTbl C AOKYMEHTaMu, MeTOAMYECKOE PYKOBOACTBO paboTon C
OOKyMeHTaMun u obydeHne pabGOTHWKOB OCHOBaM LEefONpOU3BOACTBA, BHEAPEHWE U MPUMEHEHNE COBPEMEHHbIX
NMHPOPMAaLIMOHHBIX TEXHOIOTUI B paboTe ¢ AoKyMeHTamm obecneymnBatotca cnyxbom JOY.

Mpn HebBonbwom obbemMe AokymeHTooGopoTa cnyxba OOY moxeT He cosgaBatbcs. B atom cnyvae
BbINOMHEHNE ee (YHKUUA obecnevymBaeTcs HasHaAYeHHbIM pacnopsguTenbHbIM LOKYMEHTOM PYKOBOAMUTENS
opraHusauum paboTHUKOM (Janee - nuLo, oTBeTCTBEHHOoe 3a [OY).

8. PykoBoaMTenu opraHusaumMii W CTPYKTYpHbIX rogpasfeneHunii  obecrneuvBaloT — opraHusaumio
[AenonpousBoAcTBa, COOMIOAEHMEe YCTAHOBIEHHbLIX MNpPaBUil [OKYMEHTMPOBaHMS W opraHusauum paboTbl C
AOKYMEHTaMM, COXPaHHOCTb JOKYMEHTOB COOTBETCTBEHHO B OpraHM3aumsix U CTPYKTYPHbIX NoapasaeneHusx.

I'Ipm CMeHe pyKkoBoaMUTENA opraHn3aumm CcoCTtaBnaeTCAd akT npuemMa-nepenadn JOKYMEHTOB U Oernl.

PaCI'IOpFI,EI,I/ITeJ'IbeIM OOKYMEHTOM pyKoBOAUTENA OpraHn3aunn Ha3Ha4daeTcA paGOTHVIK, OTBETCTBEHHbIV 3a
BeaeHne gernonpon3soacTtBa B CTPYKTYPHOM nodpasaeneHunn.

PaboTHWMKM opraHu3aumm AOMmKHbI B6biTb O3HAKOMIIEHbI C YCTaHOBIEHHbIM NOPSIAKOM paboThl C AOKYyMEHTaMu
B opraHusaumm. O6 yTpaTe AOKYMEHTOB paboTHMKaMKU CoobLLaeTCsl pyKOBOAMTENO CTPYKTYPHOro nogpasgeneHus
n B cnyx6y [OY (nuuy, otBeTcTBeHHOMY 3a [OY).

Mpv nepeBoge, NepemelLeHUn Unn yBOSNbHEHUM (OCBOOOXOEHUM OT 3aHMMaeMoW AOJHKHOCTU Clyallero)
paboTHMKA MMElOLMECs Y HEro OOKYMEHTbI U [ena rnepeaalnTcsi Mo PelleHuio pyKoBoaAWUTENS opraHusaumn unm
COOTBETCTBYHOLLErOo CTPYKTYPHOrO NoapasaeneHust opyromy paboTHUKY Mo akTy npuema-nepenadv OOKYMEHTOB U
aen.

MABA 3 .
[OKYMEHTUPOBAHVE YMPABNEHYECKOW NEATENLHOCTM

9. [lokymeHTUpPOBaHWEe yNpaBneH4YEeCKoN AeSATENbHOCTU MOXET OCYLLECTBNATLCH KaK PYKOMUCHbIM cnocobom,
TaKk U C MOMOLLBI TEXHUYECKMX CPEACTB. YNpaBrieH4Yeckne AOKYMEHTbl MOryT ObiTb 3adMKCMpOBaHbl Kak Ha
OyMaHOM, Tak W Ha 3NEKTPOHHOM HocuTerne (OOKYMEHTbl B 9NEKTPOHHOM BuAe, B TOM YUCNE 3MeKTPOHHble
OOKYMEHTbI).

[lOKyMEHTb! B 3MEKTPOHHOM BUOE MOryT MPUMEHATLCA BO BCEX cdpepax OeATeNnbHOCTW, rae UCMOomnb3yTes
TEXHUYECKMe, MporpaMMHble M MporpamMmMHoO-annapaTHblie CpeacTBa, HeobxoauMble ANs co3fdaHusi, obpaGoTky,
XpaHeHus1, nepedayun 1 npuema MHMOPMaLum B SNEKTPOHHOM BUe.

TpeboBaHMSA K OOKYMEHTaM B 3MEKTPOHHOM BWAE PacrnpOCTPaHSIIOTCA Ha 3NEKTPOHHbIE OOKYMEHTbI, eCrnn
MHOEe He NpeayCMOTPEHO 3aKOHOAATENbCTBOM OO 3MEKTPOHHbIX AOKYMEHTaxX M 3MeKTPOHHOM UndpoBOM Noanncu
(oanee - dUM).

10. PacnopsigutenbHble OOKYMEHTbl OpraHusauui, npuHUMaemble KomsermanbHO, oopMNSATCS B Buae
NMOCTAHOBIIEHUN W (MN) PELLEHUNA.

PaCI'IOpFl,EI,I/ITeJ'IbeIe OOKYMEeHTbl, Wu3gaBaemMble pykosBogutenem, WHbIM  YNONMHOMOYEHHbIM  NULOM
opraHunsauunmn eanHOIMNYHO, O(bOpMJ'IFlI'OTCﬂ B Bnae npukKa3oB n (MJ'IM) pacnopﬂmeHMﬁ.

N3gaHve (NMpUHATUE) MHBbIX BUOOB PaCMoOpsiAUTENbHbIX OOKYMEHTOB, HE YKa3aHHbIX B 4acTsiX MEepBON U
BTOPOM HACTOALWLEro MyHKTa, OCYLLIECTBMSETCA oOpraHuM3auusimm (pyKOBOOMTENSAMM OpraHuM3auui, WHbIMK
YNOSTHOMOYEHHbBIMW NLaMK) B CNy4Yasix, YCTAaHOBMEHHbIX 3akoHoA4AaTeNbHbIMU akTaMu, noctaHoBneHnsmmn CoseTa
MwuHuctpoB Pecnybnukn Benapychb, B LLensax BbINOSTHEHUSA BO3NOXEHHbIX HA HUX (DYHKLUUI 1 3aa4 B COOTBETCTBUM
C X KOMMNEeTEHLNEN.

11. CoBMecCTHble pacnopaauTernbHble J0KYMEHTbl opraHu3auuii, uaaarowmx (MPUHUMaoLWMX) oanHaKoBble
BMObl OOKYMEHTOB, u3aatoTcsa (NpuHUMaloTcs) B cooTBeTCTBYHLleM Buae. CoBMecCTHble pacnopsauTenbHble
JOKYMEHTbl OpraHusauuii, uaaawlmx (MpUHMMAaloLUX) pasnuyHble BUAbl OOKYMEHTOB, NMPUHUMAaloTCa B BuUae
peLleHus.

12. Xop obcyxaeHus BONpoCcoB Ha 3acedaHnsix UKCMPYeTCsi B MPOTOKONax.

PelweHuns, NpuUHATBIE HaA 3aceaHun KonnernanbHOro opraHa, WMerlwlero cosellaTelibHble (byHKLI,VIVI,



NpoBOAATCA B XU3Hb NPUKa3oOM (pacnomeeHlAeM) pykoBoguTena opraHusauuun nnbéo nyTemMm yrtBepXxaeHua
pykoBoguTenem opraHmsauum npoTokona 3aceaHuA.

13. OpraHunsaumm BegyT Nepenncky C opraHusaunamu, rpaxxgaHamu Pecnyonukmn bBenapycb, MHOCTpaHHbIMA
rpaxkgaHamv v nuuamuy 6e3 rpaxgaHcTea, B TOM Yvche MHAMBUAYanbHbIMU NPeanpuHUMaTensamu (ganee, ecnv He
onpefeneHo WHoe, - rpaxaaHe), B Uenax BbIMNOMHEHMS1 MOCTaBfEeHHbIX Nepes HUMMW 3adady M peanusauuun
BO3MOXEHHbIX HA HUX OYHKLINIA.

14. Ha ocHoBaHun HOPMaTUBHbIX NMPaBOBbIX aKTOB, JIOKallbHbIX MPaBOBbIX aKTOB, onpeaenAarLwmnx nx 3agadum
n (*)yHKLI,I/II/I, opraHunsauunmn n3garoTt (COCTaBJ'IFII'OT) MHblEe ynpaBlieH4YeCKne OJOKYMEHTbI, B TOM YUCHE MJiaHbl, OTHYETHI,
AoKnagHble 3anncku, crpaBKkKu, akTbl, yBeAOMIIEHUA, NpeacTaBlieHud, npeaynpexaeHna.

15. lNpaBo n3gaHusa (NPUHATUS) OOKYMEHTOB, X MOANUCAHUS, YTBEPXKOEHUS, CornacoBaHns (BU3NpoBaHUs)
3aKpennsaeTca B MOMOXEHWSX W ycTaBaxX oOpraHusauumn, MONOXEHUAX O CTPYKTYPHbIX noAapasgeneHusx,
OOMKHOCTHBIX MHCTPYKUMAX PabOTHMKAM U MHBIX NOKarbHbIX NPaBOBbIX akTax opraHu3auuu.

16. MoaroToBka OOKYMEHTa BKMOYaeT COCTaBNeHMe M odhopMieHMe NpoekTa AOKYMeHTa, ero noanucaHue,
npy HeoBXoAUMOCTM - cornacoBaHue (BU3MPOBaHUE), yTBEPXKOEHME.

BHeceHune ncnpaBneHun nnv 4ONOMHEHUN B NOANUCAaHHbIE (YTBEPXAEHHbIE) AOKYMEHTbI HE JOMNyCcKaeTcs.

17. OokymeHTbl ochopmnsitoTcst Ha OGraHkax, UMEKT YCTAHOBIIEHHbLIN COCTaB PEKBU3NTOB M CTaOWMbHbIN
NopsiAOK UX PacnONOXEHNS.

[okyMeHTbl B 3MNeKTPOHHOM Buae OOPMNSAITCA B Mnopsgke, ycTaHoBneHHOM nyHktamm 201 - 206
HacToswen NHcTpyKuuu.

BHyTpeHHVIe LOOKYMEHTbl CTPYKTYPHbIX nop,paap,eneHwh M COBMECTHble OOKYMEHTbI A0MyCKaeTCA Od)OpMJ'IFITb
He Ha GnaHkax, Ho ¢ ob6si3aTernbHbIM BocCnpoussegeHnem CooTBeTCTBYHOLLNX PEKBU3UTOB.

Mpn odopmneHnn nucem, CNpaBoOK M APYrUX CNpaBOYHO-MH(OPMALMOHHbIX [OKYMEHTOB [AOMNycKaeTcs
MncnoJsib3oBaTb er‘IOBOVl wTamn opraHmsauunu.

an PYKOMNUCHOM O(bOpMJ'IeHMM OOKYMEHTOB COCTaB U pacnofioXeHne pekBU3UToB OOJTKHbl COOTBETCTBOBATb
COCTaBy 1 pacrnofioKeHN0 PEeKBU3NTOB JOKYMEHTOB, OCbOpMJ'IﬂeMbIX C NMOMOLLbIO TEXHNYECKUNX CPencTB.

18. Kaxxabli MMCT AOKYMEHTA AOMMKEH NMETb Nons:
nesoe - 30 mm;

npaBoe - He MeHee 8 MM;

BEPXHEE U HMXKHee - He meHee 20 Mm.

Monsa c YKa3aHHbIMU XapakTepUCTuKkamMun OOJTDKHbI OTO6pa)KaTbCF| npun BbiBOAE OOKYMEHTa B 3J1IEKTPOHHOM
Buae Ha yCTpOI7ICTBO OTO6pa)KeHI/IF| N Ha 6yMa)KHbIl71 HOCUTEIb.

FMABA 4 ]
BJIAHKV JIOKYMEHTOB. YFNOBOW LITAMN

19. YctaHaBnuBaeTcs Tpu Buaa OnNaHKOB AOKYMEHTOB: GnaHK Agnsi nucbMa, obwmi 6naHk, OnaHk ans
KOHKPETHOro B1Aaa AOKyMEHTa.

BbnaHk ansa nucbma 1 o6wmin 6GnaHk N3roTaBNMBalOTCSa BO BCEX opraHnsauunax.

BnaHkn Ons KOHKPETHbIX BWOOB [AOKYMEHTOB M3rOTaBMMBAOTCS MO PELUEHU0 OpraHu3auMum Ha OCHoBe
obLero 6naHka.

20. MNpwu pa3spaboTke 6NaHKOB JOKYMEHTOB UCNOMb3YOTCA NUCTLI Bymaru ctaHgapTHbix popmatoB A4 (210 x
297 mm) n A5 (148 x 210 mm).

BbiGop dopmaTa GraHka Mpy U3roTOBMIEHWM LOKYMEHTa 3aBMCUT OT xapakTepa M obbema TekcTa. bnaHk
dopmaTta A5 ncnonb3ayeTcsa Ans 4OKYMEHTOB, UMelLWWMX He Goree NATU-CeMm CTPOK TekcTa.



21. Ha 6naHk ons nucbMa HaHOCATCH PEKBU3UTDI:

locypmapctBeHHbi repb Pecnybnvku Benapycb (B crnyyasix, YCTAHOBMEHHbIX 4acTblo MEpPBON MyHKTa 32
HacTodAwern MIHCTpyKuun);

ambnema opraHm3auum Unu ToBapHbIN 3HaK (3HaK 0BCnyXunBaHus);
KoA opraHm3auum (Mo peLLeHnto opraHusauumn);

HaVMeHOBaHWe BbILWECTOSLLEN OpraHu3aumm;

HaMmeHOBaHVe opraHm3aLunu;

HanMeHOBaHMWEe CTPYKTYpPHOro nogpasaeneHunsa (HaHOCVITCFl Ha 6J'IaHK, I/ICI'IOJ'Ib3yeMbIl7I CTPYKTYPHbIM
nogpasgeneHmem, eCnm OHO HaferneHo NpaBoM M3gaHus (CocTaBrneHns) JOKYMEHTOB OT CBOEro MMEHMN);

NOYTOBbLIN agpec OoTrnpaBUTENA;
KOMMYHUKaUNOHHbIE N KOMMeEpPYeCKMne AdaHHble.

Ha 6naHk anst nucbMa HaHOCATCSt OrpaHUYMTENIbHbIE OTMETKM W NIMHUWM ONs PEKBUM3UTOB: AaTa LOKYMEHTA,
pervcTpaumoHHbIN HOEKC, CChINIKa Ha PerncTpaLMoHHbIN MHAEKC U AaTy BXOASALWEro AOKyMeHTa.

22. Ha obwmi 6naHk HAHOCATCS PEKBU3UTDI:

locypapctBeHHbIi repb Pecnybnukn Benapycb (B crnyyasix, YCTaHOBMEHHbIX 4acTbio NepBOW MyHKTa 32
HacTosiwen NHcTpykumm);

ambnema opraHm3aumm Unu ToBapHbIN 3HaK (3HaK 06CNyXnBaHMA);
KOZ opraHu3auuu (No peLLeHno opraHmsasmm);

HaVMEHOBaHWe BbILLECTOSILLEN OpraHu3aumy;

HaVMeHoBaHWe opraHusauuu;

HauMeHOBaHWe CTPYKTYpHOro nogpasfeneHust (HaHocuMTCs Ha OnaHK, MCNosfb3yeMbli  CTPYKTYPHbIM
noapasfieneHnem, ecrnv OHO HaflenieHo NPaBoOM U3[laHUS (COCTaBMNEHWs1) JOKYMEHTOB OT CBOEFO UMEHM);

MeCTO COCTaBlieHUda Unn n3gaHua.

Ha o6wwuin 6naHk HaHOCATCA OrpaHuMYUTENbHble OTMETKM W NIMHUM AN PEKBU3MTOB: AaTta AOKYMEHTa,
pPervcTpaunoHHbIN UHOEKC.

Ons ocdopmneHns peksuanta "HassaHue Buaa JokymeHTa" Ha obwem GnaHke oTBoguTCst CBOGOAHOE MEeCTO
mMexay peksusntamn "HaumeHoBaHue opraHusaumn" ("HavmeHoBaHWe CTPyKTypHOro nogpasgeneHus”) wu
orpaHnymTenbHLIMU NUHUAMK A58 pekBu3nTos "[aTa gokymeHTa" u "PeructpaunoHHbIN MHAEKC" .

23. bnaHkn pa3pa6aTb|Ba+0T0ﬂ Ha OCHOBE MNpoAOoJSsiIbHOro wunn YyrnoBoro BapuvaHTa pacnosyioXeHuq
PEKBU3NTOB.

Mpwv yrnoBoMm BapvaHTe pekBM3uUTblI GriaHka pacronaratoTcs B BEpXHEM JieBoM yriy. MakcuMarnbHas anvHa
CTPOKM PEKBM3NTOB GriaHKka He JoShkHa NpeBbiwaTtb 73 MM.

an/I npoaosfibHOM BapuaHTe pPeKBU3UTbI OnaHka pacnonararTca nocepegnHe NMcta BOOJSIb BEPXHEro nonsa
6e3 orpaHn4eHunsa pasmepoB No ropu3oHTanu, HoO C cobniogeHnem YCTaHOBJ1€HHbIX pa3mMepoB nonemn.

24. PekB13uTbl 6naHka pacrnonaraloTcs LeHTPOBaHHbIM U ¢braroBbiM cnocobom.

Mpy UEeHTPOBaHHOM crnocobe Havano W KOHel KakgoW CTPOKM peKBM3WMTa LEHTPYKOTCH, TO €CTb
paBHOYyAarneHbl OT rPaHuL, 30HbI PACMOSIOXKEHNST PEKBU3UTOB.

I'Ipm (*)J'IHFOBOM crnocobe kaxaas CTpOKa pekBM3nTta Ha4dynHaeTcda OT nesomn rpPaHuLbl 30HbI pacrnofioXXeHnA



PEKBU3NTOB.

25. MNpyn HeoGXOAMMOCTU Ha BraHK MOTYT HAHOCUTLCS OrpaHUYUTENbHBIE OTMETKU AJ1s MoNiel U OTAESbHbIX
PEKBU3NTOB B BUAE YrOJIKOB M NUHWIA. [JoryckaeTcsi HaHOCUTb Ha GraHKk oTMeTku Anst anbLoBKM U NMPOBMBKM
OTBEPCTUI ObIPOKOSIOM.

26. MNpu co3gaHmm BGnaHka Ha HECKONbKUX S3blKax PEeKBU3UTbI BraHka OOMmKHblI ObiTb NpoaybnMpoBaHbl Ha
3TUX A3bIKaXx.

bnaHk onga nucbma M3rotaBnmMBaeTcd C npoAoJibHbIM pacnoJyioXKeHnemM peKBU3NTOB Ha OBYX A3blKax.

27. Ha 6naHkax u3roTaBnvMBaeTCsl TOMbKO nepBasi CTpaHuua OOKYMEHTa, ANs U3rOTOBMEHUS NOCrenyoLwmx
CTpaHWL, UCNOMb3YHTCHA YNCTbIe NUCTLI ByMarn ctaHgapTHoro chopmara.

28. YrnoBou LWiTaMn NpoCTaBsieTCH B IEBOM BEPXHEN YaCTU NEPBOro NiucTa OKYMEHTa.

Honyckaetca usrotaBnueaTth YrioBOW LITamn Tpex BUAOB: ANdA NMCbMa, OOLLMIA YrNOBOM LITaMMN U YrioBON
LWTaMn Anst KOHKPETHOro BMAa AOKYMEHTA.

29. CoctaB PEKBU3NTOB YyrnoBOro uwrtammna, nopAaaok ux pasmMmeleHuna wu O(*)OpMJ'IeHVIFI AOOJIKHbI
COOTBETCTBOBATb COCTAaBY, NMNOPAAKY padMeLlleHNAa n O(*)OpMJ'IeHI/IFI PEKBN3NTOB OnaHka.

30. Paamep yrnoBoro Ltamna He JOSMKEH NpeBbilwaTh 73 MM MO roOpUM30HTanu 1 No BepTUKanu:
75 Mm (ans wrtamnoB ¢ n3obpaxeHneM MocygapcTBeHHoro repba Pecnybnukn Benapyck unm aménemsl);
55 mm (ans wrtamnos 6e3 n3obpaxeHus ocygapcTeeHHoro repba Pecnybnukn benapycb nnun ambnemsi).

FMABA 5
O®OPMINEHUE PEKBU3UTOB JOKYMEHTOB

31. MNpu noarotoBke [OKYMEHTOB MCMONb3YKTCA PEKBU3UTLI, MOPSAOK O(OPMIIEHUS U PaCMONIOXKEHUS
KOTOpbIX onpefeneH B nyHkTax 32 - 61 HacTodAwen VIHCTpyKuun.

32. Tlpn odopmneHun peksusmta "locygapcTBeHHbin repb Pecnybnukn benapyck" wnsobpaxeHue
"ocymapctBeHHoro repba Pecnybnukn Benapycb nomelaetcs Ha 6riaHkax M yrioBbiX WTaMnax B COOTBETCTBUMN C
TpeboBaHnsamn 3akoHa Pecnybnukn Benapycb ot 5 mong 2004 r. N 301-3 "O rocygapCTBEHHbIX CUMMBOJax
Pecnybnuku benapycb".

N3o6paxeHne ocynoapcTeeHHoro rep6a Pecny6nuku Benapyck Ha 6naHkax pacnonaraetcs B LEHTpe
BepxHero nons. QuameTp n3obpaxeHus - He Gonee 17 MM.

33. lNpu odopmrneHun peksusmTa "OMONema opraHuM3auMM WM TOBApHbIA 3HAK (3HaK obGcnyxmBaHus)"
ambriema opraHusauMm WM TOBapHbIA 3HAK (3HAK OOCMY>XMBaHWSA), 3apEerMcTpUpPoBaHHblE B YCTAHOBIIEHHOM
3aKoHOAAaTeNbLCTBOM MOPSAAKE, N0 YCMOTPEHMIO OpraHn3auum nomelaetcs Ha 6naHkax Ha NeBOM Nose Ha ypoBHe
pekBusnta "HammeHoBaHue opraHudauun” ("HavmeHOBaHMe BbIWECTOSILLEN OpraHusaumm"), ecnu B LEHTpe
BEpXHero nons nomeLleHo nsobpaxeHue NocyaapcteeHHoro repba Pecnybnuku benapychb.

Ha 6naHkax 6e3 nsobpaxeHus MocygapctBeHHoro repba Pecnybnukn benapycb ambnema mnvm ToBapHbIN
3HaK (3Hak 06CnyXrBaHWs) MoOMeLlaeTcs Ha BepxHeM norne 6naHka. MNpu NpoaonbHOM pacnonioXeHNN PEKBU3NTOB
ambnema unu ToBapHbIN 3HaK (3HaK 0OCNYXXMBaHWS) OpraHU3aumn NomMeLLaeTcs B LIeHTpe BEepxXHero nong 6raHka,
npwv yrrioBoM - Haf CEpeanHon CTPOKM pekBusnTa "HammeHoBaHne opraHmdauun” ("HanmeHoBaHMe BbILLECTOSILLEN
opraHusauum").

34. MNpu odopmneHun peksusuta "Koa opraHmsaumm" kog opraHuM3auumn NpocTaBNsAeTCA Ha BEPXHEM rnorne
crnpaBa Ha NepBoM NUCTe AOKYMEHTa.

ocyaapcTBEHHbIE OpraHbl MPOCTaBMASAT ko4 Mo obLierocygapcTBeHHOMY Knaccudpmkatopy Pecnybnukm
Benapycb OKPBE 004-2014 "OpraHbl rocyaapCTBEHHONM BacTu 1 ynpaeBneHus", yTBEPXXAEHHOMY NOCTaHOBINEHNEM
ocymapcTBeHHOro komuteTa no craHaaptusauumn Pecnybnuvkn benapycek ot 30 gekabpst 2014 r. N 60 (oanee -
OKOI'Y). WHble opraHusaumn npocTaBnsioT ko no obuwerocygapcTBeHHOMY knaccudpumkatopy Pecnybnunku
Benapycb OKPB 018-2003 "HOpuguueckne nuua v uHAMBMAyanbHble npeanpuHuMaTenn”, yTBepKOeHHOMY



nocraHoeneHnem KomuTeTa no craHgapTusauuu, meTporniorum u ceptudukaumm npu Cosete MuHMCTpOB
Pecnybnuku benapycek ot 28 anpens 2003 r. N 22 (ganee - OKHOJIM).

35. Mpn odopmneHumn peksmamta "Kop OOKymMeHTa" KoL OOKYMEHTa MNPOCTaBnsdeTcss Ha BEpXHEM none
cnpasa nof KogoM OpraHvM3auun.

Mpn cocCTaBNEeHUM KOHKPETHbIX [OOKYMEHTOB KO [OOKYMEeHTa npOCTaBNsAeTCA Ha TeX U3  HuX,
YHUMLMpOBaHHbIE POPMbI KOTOPBIX BKIHOYEHBbI B 00LLerocyaapCcTBeHHbIN knaccudukatop Pecnybnuku benapych
OKPBE 010-2023 "YHucuMUMpoBaHHbLIE AOKYMEHTbI", YTBEPXOEHHbIA MOCTaHOBNEeHnemM MuHUCTepcTBa HOCTUMLMM
Pecnybnuku benapycbk oT 6 aekadbpsi 2023 r. N 75 (nanee - OKYL).

Mpn HeobxoauMOCTM oOpraHu3aumm MOryT CaMOCTOATENbHO paspabartbiBaTbh YHUPULMPOBAHHbIE (HOPMBbI
OOKYMEHTOB, He paspaboTaHHble Ha obLlierocyfapCTBEHHOM W (MNKM) OTpacrneBOM YPOBHE, OCYLLUECTBAATb
KoAMpoBaHWe 3TuUX GOPM C MNOCMEAYIOLWNM BKIOMEHMEM WMX B NOKamnbHble KraccudumkaTopbl M UCMOMb30BaTb
pa3paboTaHHble koAbl YHUDULIMPOBAHHbLIX JOKYMEHTOB Npu ochopmneHnn peksnsnta "Kog gokymeHTa".

HeobxoanmocTb npocTaBJieHNA Koda AOKYMeHTa onpenerndeTcd opranaaumeVl.

36. lpu odopmneHun peksmsnTa "HaumeHoBaHME BbIWECTOALWEN oOpraHuzaumm" Ha [OKyMeHTax
yKa3blBaeTCs NofnHoe oduumanbsHoe HaMMEHOBaHMe BbILWECTOSLEN OpraHu3aunm (Npy Hanmymm), 3akpenneHHoe B
ee ycTaBe Uin NONOoXeHUU O HEN.

HanmeHoBaHWe BbILLECTOSLLEN OopraHunsaumm ykKasblBaeTCA Ha BCeX opraHun3alUnOHHO-pacnopAaanTesibHbIX
OOKyMeHTax, 3a UCKIHYeHNeM BHYTPEHHUX I/IH(bOpMaLI,VIOHHO-CﬂpaBO‘-IHbIX OOKYMEHTOB.

HanmeHoBaHWe BbIWECTOSAWEN oOpraHu3auMyM pacrnonaraeTcsd B BepxXHEeW YacTu 3arofloBOMHOM YacTu
OOKyMeHTa.

B opraHusaumsax, Nog4YMHEHHbIX CTPYKTYPHbLIM NOApPa3faenieHnsM ¢ NpaBamm pUANYECKOro nuua (BXO4ALLMX
B WX COCTaB, cuctemy), B peksusuTe "HaumeHoBaHve BblLECTOSALLEN oOpraHuM3auumn" ykasblBaeTcd MNOHoe
odmumanbHOe HaMMeHOBaHNe COOTBETCTBYIOLLENO CTPYKTYPHOIO NogpasaeneHus.

37. B pekBusute "HaumeHoBaHue opraHusauun" obo3HayaeTCcss aBTOp AOKYMEHTa, KOTOPbIM SBMAseTCs
opraHusaumsi, cosgasLiasi JOKYMEHT.

HavmeHoBaHWe opraHusauum ykasbiBaeTcs B TOYHOM COOTBETCTBMM C YCTAaBOM, MNOSIOKEHWMEM O HEMN.
CokpallleHHOe HavMeHOBaHMEe OpraHM3auMuM MOXET YKasblBaTbCsl B TeX Cryyasix, KOrga OHO 3aKpenrneHo B
yllpe,EI.I/ITeJ'IbeIX ,qor(ymeHTax OpFaHI/I3aLI,I/II/I. COKan.leHHoe HanMeHoBaHMe nomMeLwlaeTca HUMXKe TMOoJIHOro wu
3aKnoyaeTcs B CKOOKM.

HaumeHoBaHvMe opraHuM3auum pacrnonaraeTtcsi B 3arofloBOMHOM 4YacTU [OKYMEHTa HWKe pekBu3uTa
"HavmeHoBaHWe BbilLeCTOsILLEN OopraHM3aumu" nNpu ero Hanuyuu, Npyu OTCYTCTBMM - HA MeCTe, OTBEAEHHOM Anis
pa3mMeLleHnst pekBuaunTa "HanmeHoBaHMe BbILLECTOSLLEN OpraHn3aumnn”.

[loKyMeHT, noAroTaBnMBaemblil COBMECTHO ABYMS 1 Gornee opraHusauusiMmn, opopMIISeTCs Ha YNCTOM NincTe
Oymary ctaHgapTHoro gopmaTta. HauMeHoBaHUsI opraHusauuii pacrnonaraloTcsl B COOTBETCTBMU C UX MOSHbIMU
ocuLmanbHbIMM HAMMEHOBAHUSIMU B BEPXHEN YacTu JOKYMEHTa Ha OOHOM YPOBHE.

an/I cUcTeEMaTUYECKON NOArOTOBKE COBMECTHbIX LOOKYMEHTOB MOXeT U3rotaBnmBaTbCA COOTBeTCTByIOLLI,MIZ
BGnaHk ¢ YKa3aHnem HanMMeHoBaHWM OpFaHI/ISaLI,MIZ, COo34alLWnX OOKYMEHT.

38. PekBuant "HammeHoBaHWe CTPYKTypHOro nogpasgeneHus” oopmnseTca Ha JOKYMEHTe B TOM crydae,
€Cnv JOKYMEHT n3gaeTcs (CocTaBnsieTcsl) OT MMEHU 3TOro Nogpas3ferieHuns.

HanmeHOBaHWe CTPYKTYpHOro noAapasfeneHusi pacrnonaraeTcs B 3arofloBOYHOW 4acTU [OKYMEHTa Huxe
pekBusnta "HanmeHoBaHue opraHusaumm”.

39. Tlpu odopmneHun peksuanta "lNMoyToBbIN agpec oTnpaBuTend” MOYTOBLIN agpec oTnpaBuTeENd
ocdopmnsieTcd B COOTBETCTBUM C [lpaBunamm okasaHus YCryr MOYTOBOW CBSI3U 0OLLEero nosfb3oBaHus,
yTBEPXAEHHbIMKU NocTaHoBreHneM CoBeTa MuHuctpos Pecnybnukun Benapycb ot 7 ceHTsabps 2004 1. N 1111.

MMouToBLIN agpec OTNpaBUTENS pacnonaraeTcd HWxke peksusnta "HaummeHoBaHMe CTPYKTYPHOro



nogpasgeneHns" Npy ero HanuMuum, Npu OoTCYTCTBUM - HUXE pekBusuTa "HavmeHoBaHne opraHusauun”.

40. MNpu odopmneHnn peksusuta "KOMMyHMKaALMOHHbIE U KOMMEpPYEecKkMe AaHHble" KOMMYHUKALWUOHHbIE
JaHHble (HoMepa TenedoHa, Tenedakca, BKMNOYas KOO aBTOMATUYECKOW MEXAYropoaHen (MeXxaoyHapOoLHOM)
TenedOoHHOW CBSA3W, oduumanbHblA aapec 3MeKTPOHHOW MOYThl) MOMELLATCA Ha UCXOAALMX NucbMax (GnaHkax
ansa nucem) Huxe peksusuta "lMoutoBbIN agpec oTnpasutensa”. pynnbl ungp B HoMepax TenedoHoB AedUcom
UNU JpyrumMyM 3Hakamu npenuHaHus He pasgensattcd. [pyrme cBefeHUs YKasbiBAlOTCA MO YCMOTPEHUIo
opraHusauum.

KOMMep‘-IeCKVIe AaHHble, B TOM 4uUClie HOMEP TeKyLllero (pacquHoro) GaHKOBCKOro cyeTa, HauMeHoBaHue
OaHka, pacnonararoTca HWXe KOMMYHUKAUMOHHBLIX [OaHHbIX. CocraB YKa3blBa€MbIX KOMMEPYECKUX OdaHHbIX
onpegenaeTca opraHmaauMePl.

41. MNpu odopmneHun peksuauTa "HasBaHne BuMaa OOKyMeHTA" HasBaHWE Buaa OOKYMEHTa ykasbiBaeTcs
Huxe pekBusmTa "HammeHoBaHue opraHusauun" ("HammeHoBaHue CTPYKTypHOro nogpasgenexHus") npu
N3roTOBMEHNN KOHKPETHOro AoKyMeHTa (bnaHka Ans KOHKPeTHOro Buaa AOKyMeHTa).

HassaHve Buaa OOKyMeHTa onpepgendaeTtcda ero HasHa4deHnem M OO0JIKHO COOTBETCTBOBATb KOMMETEHLUUU
opraHusauunmn, coaepXaHuto [OOKYMeHTUpyemMmoro ynpaBreH4YeCcKoro penctemns. B nucbmax HasBaHue Buga
OOKYMEHTa He yKa3blBaeTCA.

HasBaHue Buga gokyMeHTa nevaTaeTcs nponucHsiMu 6yksamu 6e3 npobenos.
HasBaHus BUOOB AOKYMEHTOB JOMXHbI cooTBeTcTBOBaTh OKY[.

I'Ipvl NCrnonb3oBaHMM 0OWMX OGnaHKoB C npoAoSyibHbIM pacnosfioXXeHnemMm pekBUM3nToB Ha AOBYX A3blKaX
Ha3BaHMe JOKYMeHTa ne4vyataeTcd Ha OBYX A3blKaxX.

42. PekBusnt "[data gokymeHTa" pacnonaraetcs HWxe peksuauta "HasaHve Buaa JokymeHTa", B MMCbMax -
Huxe peksusnTa "KoMMyHUKaLMOHHbIE N KOMMepYeCcKue AaHHbIe".

[aton JokymMeHTa sIBRsieTCs fata ero noanucaHust unm cobbiTusl, 3adMKCUMPOBAHHOIO B LOKYMEHTe
(npoTokon, akT), Ans AOKYMEHTa, MPUHMMAaeMOro KonnernanbHbiM opraHoM (MOCTaHOBMEHWe, pelleHne), - aata
€ro NpUHATUS.

[aTton COBMECTHOro [OOKyMeHTa Ha OyMaXHOM HocuTerne sBnsieTcs Jarta ero nognucaHus nocrnegHen
opraHusauuen.

[aton yTBEepxaaemoro AOKyYMeHTa ABNSAETCS AaTta ero yTBepXAeHus, KoTopas ykasblBaeTCs B peKkBu3nTe
"'pnd yTBEPXKAEHUSA".

Mpu NOAroTOBKE NpoekTa OOKYMeHTa AOMyCKaeTcsi nevyatatb TONbko 00603HavyeHuss Mecsita u roga, AeHb
Mecsla npocTaBnsieTcsl AOMKHOCTHbIM — NMLOM, MNOAMUCHLIBAKOWMM UM YTBEpXOawlWmMM  OOKYMEHT, 3a
UCKITIOYEHMEM CrydaeB, NpeayCcMOTPeHHbIX NyHkTamu 91 1 96 HacTosawen MHCTpyKuuu.

OnemeHTbl AaThbl yKasbiBalOTCA apabCkumu Lmdpamu B OOHON CTPOKe B CriefytoLlen nocrnenoBaTensHOCTU:
OeHb Mecsiua, Mecsu, rofd. [JeHb mecaua n mecsl oopMnaTca ABYMSA napamm apabekux umndp, pasgeneHHsIMm
TOYKOW, rog - YeTblpbMs apabckummn umudpamu.

43. PekBn3nt "PernctpaumoHHbli MHOEKC" YyKasbiBaeTCs B OAHOW CTpoKe nocne peksusuta "[aTta
OOKyMeHTa".

PermctpaumoHHbIn MHAEKC cO3aaBaeMbIX U NoyvYaemMbiX JOKYMEHTOB NpeacTaBnseT cobow LmdpoBoe mmnm
OykBeHHO-UUdppoBoe o603HayYeHune, BkNovatoLee B cebs NOpsaaKOBbIM PErMCTPALMOHHBIA HOMEpP, NPUCBOEHHLIN
OOKYMEHTY MpY CO34aHUM WK MOSTyYEHUM, KOTOPbIA MOXET ObiTb OOMOMHEH WMHAEKCOM MO HOMEHKNaTtype Aen
opraHusaumm, UHOEKCOM MPUMEHSIEMOro knaccudpukatopa (B TOM uyucne knaccudukatopa KOppecnoHOEHTOB,
BOMPOCOB AESATENBHOCTI) U OPYTUMU YCITOBHBIMU 0603HaYEeHUSAMMN.

Ha pokymeHTax, COCTaBEHHbIX COBMECTHO HECKONIbKUMW OpraHvM3auusiMi, perucTpauuoHHble WHAEKCHI
aBTOPOB NPOCTaBNATCH Yepe3 KOCYH YepTy B NopsiaKe ykazaHWs aBTOPOB Ha JOKYMEHTe (CreBa Hanpaso).

44. PekBu3uT "CcCbinka Ha perucTpauuoHHbIA WHOEKC M JaTy BXOAsLEero AoKymMeHTa" odopmnseTrcs Ha



nucbmax (6raHkax ans nucem) Huxe peksusntos "[ata gokymeHTa" n "PermcTpaumoHHbIn MHOEKC" U BKIOYaeT B
cebsa perucTpaumMoHHbIn UHOEKC M daTy AOKYMEHTa, Ha KOTopbl AaeTcs oTeeT. [lata AOKyMeHTa, Ha KOTOpbIN
aaetca oTeeT, ochopMnsaeTcs LMdpoBbIM CNOCO6oM.

45, lMpwn odopmMmneHun pekeuauta "MecTo cocTaBneHus unm usgaHus" MecTto COCTaBfEeHUs UMM U3gaHus
OOKYMeHTa yKa3sblBaeTca Huxe pekBuauToB "[data gokymeHTa" n "PernctpaumoHHbIN MHOEKC" Ha OOKYyMeHTax, 3a
WCKINIOYEHMEM NMUCEM U 3asIBNEHUIA.

46. PexkBmsnt "lpud orpaHudeHna goctyna” ogopMnseTcs B NpaBoOM BEPXHEM Yriy LOOKYMEHTa Bbllle
pekBuantoB "Appecat”, "Ipud ytBepxaeHns", "I'pud npunoxeHunsa" (Mpy Ux Hanu4yum).

47. PekBnaunt "AgpecaT” nomeLLaeTcs B NpaBOM BEPXHEM Yriy AOKYMEHTA.

A,qpecaTaMM ABINAKOTCA OopraHm3aunn, X CTPYKTYpPHble nogpas3aernieHnAa, KOHKpeTHble OOJDKHOCTHbIE J1Mua,
rpaxxgaHe.

I'Ipm agpecoBaHMn JOKYMeHTa opraHn3auunm ee HaMuMeHoBaHMe yka3blBaeTCA B UMEHUTENTbHOM Nnaaexe.

Mpu HanpaBneHuM OOKYMeHTa B HECKOSIbKO OOHOPOAHbLIX OpraHu3auuMi MX HauMeHOBaHMS YKasblBaloTCs
006006LLEeHHO B UMEHUTENTbHOM NaAeXxe.

I'IpM agpecoBaHMn [OOKyMeHTa CTPYKTYpHOMY noapas3fefieHNio B UMMEHUTENIbHOM nafeXxe YKa3blBaeTCA
HanmMmeHoBaHMe OopraHn3auunmn, a Hmxe - HaMMeHoBaHMe CTPYKTYPHOro noapasgeneHus.

I'Ipvl HanpaBneHnn JOKyMeHTa KOHKPETHOMY OOJDKHOCTHOMY Nly HanMeHoBaHUe opraHn3aunn ykasbiBaeTcAa
B UMEHUTENNbHOM naaexe, a AOJPKHOCTb cryXallero u d.)aMI/IJ'II/Iﬂ agpecarta - B gatesibHOM.

I'IpM agpecoBaHMn OOKyMeHTa pyKOoBOAUTENKO  oOpraHun3auum (ero 3aMeCTl/|TeJ'IIO) HanmeHoBaHne
OopraHusaumm BXxoauT B COCTaB HaMMEeHOBaHUA OOJIKHOCTU ClyXKallero agpecara.

Mpy HanpaBneHUM OOKYMEHTa PYyKOBOAMTENSM HECKOSbKMX OLHOPOAHbLIX OpraHu3auui HavMeHOBaHUst UX
[OIMKHOCTEN CNyXallmX yka3sbiBaloTcs 0606LLEeHHO B JaTeNbHOM Najexe.

Mpn agpecoBaHUM OOKYMeEHTa CTPYKTYpHOMY nogpasfeneHunto, segyliemMy oTAaenbHoe Aenonpovs3BoicTBO B
COOTBETCTBMM C YaCTAMU MEPBOW U BTOPOW NyHKTa 6 HacTosiwen VIHCTpyKUMK, ero pyKOBOAUTENO (3aMeCTUTENHD),
OAHOPOAHLIM CTPYKTYPHbIM noApasgeneHnsmM, pPyKoBOOUTENAM OOHOPOAHbLIX CTPYKTYPHbIX noapasfaeneHui,
KOHKPETHOMY AOIDKHOCTHOMY nuuy B pekBuaunTe "AgpecaT”, oopmnsiemMom B COOTBETCTBUM C TpeboBaHuAMMU
yactTen TpeTben - CcefbMOW HaACTOSAWEro nyHKTa, BMECTO HaMMEHOBaHUS opraHuv3auun YykasbiBaeTcs
HaVMeHOBaHWe CTPYKTYPHOro noapasfeneHns B COOTBETCTBYIOLUX Nagexe n vymcne.

I'IpM agpecoBaHMM OOKyMeHTa rpaxgaHuHy BHadalle yKa3blBakoTCA cbammnvm n MHugmnanbl (CO6CTB€HHO€
nMmd, oT4eCTBO (ech TakoBoe MMeeTCFl) nony4yarensa, 3atem NoYTOBbIN agpec.

MoyToBLIN agpec ykasbiBaeTcd Ha KoHBepTe. [lpu agpecoBaHuUM OOKyMEHTa pasOBOMY KOPPECMOHAEHTY
NoYTOBLIN apec BKMNOYaeTCcs B cOCTaB peksmanTta "Agpecart”.

MouToBbIN agpec B pekBuauTe "Agpecat" odopmnsieTcs B COOTBEeTCTBUM C [MpaBunamu okasaHusa ycnyr
NMOYTOBOW CBA3U O6LLErO NONb30BaHUSA.

Mpn HanpaBneHun OOKYMEHTa MO 3MIEKTPOHHOW MOoYTE PasoBOMY KOPPECNOHAEHTY B pekBmsute "Agpecat”
BMECTO NMOYTOBOro agpeca ykasblBaeTcs odumumanbHbIi agpec 3NeKTPOHHOM NMOYThbl OpraHusauuun-agpecara unm
afpec aMeKTPOHHON NOYThI FPaX4aHUHa.

Mpn  HanpaBneHun  OOKyMEHTa  nocpeacTtBOM  MHAOPMALMOHHOW  CUCTEMbl  BEAOMCTBEHHOrO
(kopnopaTMBHOIO) MMM MEXBEAOMCTBEHHOIO 3MEKTPOHHOIO0 [OKyMeHToobopoTa roCcyAapCTBEHHbIX OpraHoB B
pekBusnTe "Agpecat” noYToBbIN agpec unu ouumanbHbli agpec ANIEKTPOHHOM NOYThI HE yKa3blBaeTCs.

PekBusut "Apgpecat" He gomxeH cogepxaTb 6onee 4veTbipex agpecoB. Crioso "konusa" nepen BTOPbIM U
nocnegywLwmMm agpecataMmm He NPOCTaBNAETCA.

I'IpM HanpaBneHunn OOKyMeHTa bonee 4yem B YeTblpe afgpeca coCTtaBiAeTCA CMUCOK Ha paccCblJiKy MNno (:bopme
cornacHo npuoXxeHuro 1. Ha kaxgom JK3eMnndpe YykKa3blBaeTCA TOJIbKO OAWMH ajpecaTt Win 0000ueHHoe
HanMeHoBaHME agpecaToB.



Ecnn OOKYMEHT 4ABNAeTCA OTBETHbIM, nMNepBbiIM agpecatoMm Ha OOKYMeHTe YKa3blBaeTCA aBTOp
MHNUMATUBHOIO NMCbMa He3aBUCUMO OT 3HAYUMOCTU OCTallbHbIX agpecaToB.

Mpv HanpaBneHWM [OKYMEHTa B BbIWECTOsILME OpraHu3auuuM He [OoMycKaeTcs OAHOBPEMEHHOE €ro
aJpecoBaHve JpyrMM agpecatam, KpOMe CcrlyyaeB, KOrga 3TO OMpedesieHo MopyYeHUeM BbilLECTOosILen
opraHusaumu.

48. Peksnant "lNpnd yTBEpx)aeHNs" oopmnseTca B NpaBoOM BepXHEM Yriy AokymeHTa. [pu yTBepaeHun
OOKYMEHTa HECKOMbKMMU AOIMKHOCTHBIMU NLaMu rpudbbl yTBEPXKOEHMS pacnonaraT Ha OOHOM YPOBHE.

[oKkyMeHT MoXeT yTBepXaaTbCca ABYMS criocobamu: nocpeacTBOM MPOCTaBNEeHUA AOMKHOCTHbIM NMLIOM B
roucbe yTBEpXKAEHUA COOGCTBEHHOPYYHOW MNOAMMCU WNKU m3gaHus (NPUHATUA) pacnopsaauTenbHOro OOKYMEHTa
(coctaBneHus npotokona). Oba cnocoba ABNATCSA paBHO3HAYHbIMU.

Mpu yTBEPXOEHMN OOKYMEHTa MOCpeacTBOM NPOCTaBMEHUS OOIMKHOCTHBIM NMLOM B rpudpe yTBepxaeHuUst
coOCTBEHHOPYYHOW noanucy rpud yTBepxaeHus coctont n3 crnoea "YTBEPXKOAKD", HaMMeHOBaHUSI JOIMKHOCTU
cnyXawlero nmua, ero cobCTBEHHOPYYHOM NOAMWCHU, PacLLUMPOBKM NOANUCU U AaTbl yTBEPXKOEHUS.

B coctaBe pekBusnuta "pud ytBEPKOAEHNS" MOTYT YKa3bIBaTbCHA CTENEHU U (MNK) 3BaHUS.

Ecnn OOKYMEHT O(*)OpMJ'IeH Ha GnaHke, TO B HAUMEHOBaHWE AOSHKHOCTU cnyxauwero nmua HammeHoBaHue
opraHusauunmn He BKIlo4aeTCA nnbo BKIOYaeTCHa BUOOBOE Ui COKpalleHHOe HanmeHOoBaHne opraHmn3auunun.

Mpwu yTBEPXOEHUN LOKYMEHTA PYKOBOAUTENEM BbILLECTOSILLEN OpraHM3aLmn Unu JoKyMeHTa, COCTaBNEHHOrO
He Ha GnaHke, B HaUMEHOBAHWE OOSHKHOCTM CryXKallero nuua, yTBepAMBLUErO OOKYMEHT, BKIOYAeTCs MOMHoe
HauMeHOBaHWe opraHn3auuu.

Oata (oeHb Mecqaua) yTtBepxaeHus B rpude "YTBEPXOAK" npoctaBnsetrcsa AOMKHOCTHBIM fULIOM,
yTBEPAMBLUMM JOKYMEHT. MecsL 1 rog AonyckaeTcst neyataTb C MOMOLLbIO TEXHUYECKUX CPEACTB.

PacnopsanteneHbll akT M3gaeTcst (MpUHUMAETCs) B Criyyae, korga BBeOEHWEe YTBEPXKOAaeMOro OOKyMeHTa
TpebyeT AONONMHUTENbHBLIX NMPEeANUCAHUN, Pa3bACHEHUN, NHBIX AENCTBUI, CBA3AHHBIX C €r0 NPUMEHEHNEM.

C 1 vionsa 2024 roga noctaHoBneHusamMu MuHuctepctsa toctuumm Pecnybnukn Benapycek ot 10.01.2024 N 2 u
ot 30.04.2024 N 25 ogHOBpPEMEHHO BHeCeHbl M3MeHeHusi B WVIHcTpykumto. MoctaHoBneHnem MuHucTepcTBa
toctuuumn  Pecnybnukn Benapycs oT 10.01.2024 N 2 WHCTpykuMs wM3nNoXeHa B HOBOW pefakuuun, a
noctaHoBreHnem MuHnctepctBa toctuuumn Pecnybnukn Benapycb ot 30.04.2024 N 25 yacTb geBATas nyHKTa
48 NHCTPYKLMM U3M0XKEHa B HOBOW pefaKuumu.

Mpn yTBEpPXOEHUMM [OOKYMEHTa MNOCPEeACTBOM MPUHATUSA MNOCTAHOBIEHUSA, PELLUEHUS WNU COCTaBneHus
npoTokona rpud yreepxaeHus coctomt u3 cnosa "YTBEPXIOEHO", Ha3BaHusa Buaa yTBEpXKAAOLLEro JOKyMeHTa B
UMEHUTENBHOM najexe, BKMOYasi HaMMEHOBaHWE opraHu3auum (KonnernanbHOro opraHa), ero pgatbl U
perncTpaumoHHOro nHAekca.

(vyacTtb gessTtas n. 48 B pen. noctaHoBreHus MuHiocta ot 30.04.2024 N 25)

C 1 viona 2024 roga noctaHoBneHusamMu MuHuctepcTsa toctuumm Pecnybnukn Benapycek ot 10.01.2024 N 2 u
ot 30.04.2024 N 25 ofHOBpPEMEHHO BHECeHbl U3MeHeHus B VIHCTpykumto. MocTaHoBrneHnem MuHucTepcTBa
toctumm  Pecnybnukn Benapycb ot 10.01.2024 N 2 WHCTpyKuMs M3NoXeHa B HOBOW pedakuuu, a
noctaHoBreHnem MuHucTtepctBa tocTrumm Pecnybnuvkmn Benapycek ot 30.04.2024 N 25 nyHkT 48 VHCTpyKLUM
[JOMOJTHEH YaCTblo AECATOWN.

Mpn yTBEpXOEHMM AOKYMEHTa MOCPEeACTBOM U3OaHUA Mprkasa Unu pacrnopsbkeHus rpud yTBepKaeHus
coctout 13 cnosa "YTBEPXOEHOQO", HasBaHusa Buaa yTBepxaarolero OOKYMEHTa B MMEHUTENbHOM najexe,
HaMMEHOBaHUSA AOSMKHOCTU CRyXallero nvua, u3gasliero yTBepXAalolWwmnn OOKYMEHT, BKMNoYasi HaMMeHOBaHue
opraHuMsauun, ero gatbl U PpermcTpaLmMoHHOro nHaekca.

(vyacTtb gecatas n. 48 BBegeHa noctaHosneHmem MuHtocta ot 30.04.2024 N 25)

Cnosa "YTBEPXXOAKO" n "YTBEPXOEHQO" nevatatotcst nponvcHbiMu BykBamu 6e3 kaBbluek U Npobenos.



HaTtbl yTBEpXAEHMSA 0hOopMNATCHA LMEPOBLIM CNOCOBOM.

WNcnonb3oBaHve 6naHKOB C NpPOAOSNbHBIM BapuMaHTOM PAacrofioKEeHWs PEeKBUM3UTOB Ans 0hOopMIIeHUs
[OKYMEHTOB, NMOANEXallUX YyTBEPXKAEHUIO, He JOMNyCKaeTcs.

49. PekBuauT "Pe3ontouns” BknoyaeT paMunnio U UHULKMAnNbI UCMOMHUTENS, COAepXXaHue nopyyeHusa nnbo
yKasaHue O nopsake WCMnonb3oBaHuUs AOKymeHTa. [lpy HeobxoauMmoCTM B pe3oniouuu  yKasbiBaeTCsl CpPOK
ucnonHeHusi. Pesoniouua porkHa OblTb nognmcaHa (coGCTBEHHOpyYHas noanucb) M gaTupoBaHa. [ata B
pekBusnte "Pesontouma” opopmnsaeTcs umdpoBbiM Cnocobom.

Mpy HanMuUKM HECKONbKMX UCMONHUTENEN NepBoN ykasbiBaeTcs amMunmMs OTBETCTBEHHOIO WUCMOMHUTENs,
KOTOPbIN OpraHn3yeT paboTy coMcnonHuTenen.

Ha pgokymeHTe OomkHO ObiTb He Gonee ogHoi pesontouun. MNocneayolime pesonioumMn pykoBoauTenein
0popMNATCS, eCN B HUX AeTanuanpyeTcs Nnopsaok UCMONHEeHUA AOKyMeHTa.

Pesoniouusi pacnonaraetcss B NpaBoOM BEpxXHEM Yriy NepBOro Nnucta AOKyMeHTa nepen Tekctom. [pu
HeobXxoaAMMOCTM OOPMITEHMS CMOXHOW MO COAEPXKaHUI0 PE30SIOLUKN, a TakKe HECKONbKUX pe3oniouni u
HEBO3MOXXHOCTM UX pa3MeLLeHMs B OTBEAEHHOM ANS1 pe30nioUMn MecTe OOonyckaeTcs HanucaHue pesontouni Ha
nobon ceobogHON NNoLWaan NMUEeBOW CTOPOHLI MEPBOro NNCTa AOKYMEHTa, He 3aTparvBas TeKCTa (HO He Ha nonsax
OOKYMeHTa).

Honyckaetca odopmMneHMe pesoniouun Ha OTAENbHOM NMCTE C yKa3aHMeM Ha HEM perMcTpauyvoHHOro
WHOEKCA M AaTbl JOKYMEHTa, K KOTOPOMY OTHOCUTCS pe3ontouus. JICT pe3ontoummn NpuKpennaeTcs K JOKYMEHTY U
nocre ero WCMNoSfIHEHWUs BMECTe C HUM noAlimBaeTcs B geno. Ha gokymeHTe Ha mecTe, NpedyCMOTPEHHOM ANs
pa3meLleHns pesonoumm, genaetcsa otmeTka "Jluct pesontouunm npunaraetca”.

Mpu ochopmneHnn nucta pesontounn UCNonb3yTCa NUCTbl Bymarn ctaHaapTHbix dopmatos A6, A5, A4 ¢
cobniogeHvem cnegyoLmnx pasMepoB Noneu:

ansa popmara A6: BepxHee n HMxKHee - He meHee 10 MM, neBoe - He MeHee 12 MM, NpaBoe - He MeHee 8 MM;

ansa dopmata A5: BepxHee - He meHee 15 MM, HWXHee - He meHee 10 mm, neBoe - 20 MM, nNpaBoe - He
MeHee 8 MMm;

ans dopmaTta A4: BepxHee 1 HWKHee - He meHee 20 mMm, nesoe - 30 MM, NpaBoe - HE MeHee 8 MM.

Pesontouun no mncnonHeHuto nopyyenun MNpesngeHta Pecnybnukn Benapyck, Bcebenopycckoro HapoaHoro
cobpanusa, Mmaebl AomuHncTpauun lNpesnpeHta Pecnybnvku Benapycb u ero 3amecTtutenen, npepceparenemn
nanaTt HauuoHanbHoro cobpanus Pecnybnukn Benapycb n ux 3amectutenen, lNpembep-munHmuctpa Pecnybnvku
Benapycb 1 ero 3amectutenem, pykoBoauTenei rocyAapCTBEHHbLIX OPraHoOB, UHbLIX OpraHM3aunii 0POpPMIISTCA Ha
OTAENbHbIX NICTaX Pe3ontoLmn.

50. PekBu3nT "3aronoBoK K TEKCTY" yKasblBaeTCA Ha OOKyMeHTaX, 0pOpMIeHHbIX Ha GriaHkax unm nucrax
Oymarm craHgapTHoro copmata A4. 3aronoBoK K TeKCTy [OMyCKaeTCd He yKasbiBaTb Ha [OOKYMEHTax,
odhopmnsieMbIX Ha GriaHkax unu nuctax dymaru ctaHgapTHoro oopmata A5.

3aronoBoK K TEKCTY 0pOpPMISETCS B IEBOM BEPXHEM YINy JOKYMEHTa HUXe pekBuauTa "MecTo cocTaBneHus
unu usgaHusa". B nucbemax 3aronoBOK K TEKCTy odopMmnsieTcs Huxe pekBuauTa "Ccbinka Ha perucTpalyOHHbIN
WHAOEKC N AaTy BXoAsdLLero JOKyMeHTa".

3aronoBok (bOpMyﬂleyeTCﬂ cocTtaBuTenemMm [OOKyMeHTa. OH pomkeH ObiTb KpaTkKmM “U €eMKuUM, TOYHO
nepegaBsaTtb CMbICJ1 TEKCTA U rpaMMaTU4ECKN COorfiacoBbliBaTbCA C Ha3BaHNEM OOKYMEHTa.

B 3aronoBke k TEKCTYy paspeluaeTcs ynoTpebnsTb COKpalleHUs CNoB U CrIOBOCOYETaHMI, UCMOMb3yeMbIX B
rocygapcTBeHHbIX cTaHgapTax Pecnybnukn Benapycbh, obuierocygapcTBeHHbIX knaccudukatopax Pecnybnuvkm
Benapychb, cokpalleHHble HaMMEHOBaHNsI OpraHn3aunii U 0BLLENPUHSATBLIE COKpaLLEeHNS.

3aronoBoK B KaBbI4KM HE 3aKo4yaeTcs U He nogvyepKkmnBaeTCcA. Touka B KOHL|e 3arofiloBka He CTaBUTCS.

51. Mpwn odopmneHnmn pekBmauTa "OTMeETKa O KOHTpOMe" OoTMeTKa O KOHTpOSie pacrnonaraeTtcsd Ha NeBOM
none AOKyMEHTa Ha ypOBHe 3arorioBka K TekcTy u obosHavaeTtcs byksow "K" unu cnosom "KoHTponb". OTmeTka



NpoCTaBNAeTCA OT PYKU UK C NOMOLLUbIO LLUTEeMnend. OTtmeTKa MOXeT BbITb AOMNONHEHA KOHTpOJ'IbHOVI naTon.

52. PekBuaut "OTMeTKa O HanuuMm nNpUIIOXKEHUa" pacnonaraeTca Hwxe TekcTa [OKyMeHTa nepef
pekBuantom "Mognuck”. Crnoeo "lMpunoxeHne" neyaTaeTcs ¢ NPONMCHON OYKBbI, MOCIE HEro CTaBUTCSA ABOETOUME.

Ecnn OOKYMEHT WMeeT npunoxeHne, Ha3BaHHOE B TEeKCTe, TO B OTMETKe O Halnydnm npunoxeHusa
YKa3bIBaeTCA TOJIbKO KOJTMYECTBO JIMCTOB U 3K3eMMNJIApOB.

Ecnn OOKYMEHT UMeeT NnpunoxeHume, He Ha3BaHHOE B TEeKCTe, TO B OTMETKE O Halln4dum npurioxeHuA
YKa3blBaOTCA ero HammeHoBaHune, KoJfin4eCTBO JINCTOB N 3K3EMMITAPOB.

Ecnn QOKyMEHT MMeeT HeCKONbKO MPUMOXEHWWA, TO OHW HyMmepykTca apabckummn uudpamu, CrioBo
"TpunoxeHne" ocTaeTcsi OTKPbITbIM, a WX HaMMEHOBaHWA, KOMWYECTBO JIMCTOB W IK3EMMNSAPOB KaXOoro
NPUNoXeHUs YKa3bIBAKOTCA CTONOLIOM.

Ecnn k AOOKYMEHTY npunaraetcda OOKYMEHT, UMEIOLLINI npurnoXxeHne, To B OTMETKE O Halln4nmn npuioxeHudA
YKa3blBaeTcA obLee KonmM4ecTBO NICTOB I'IpI/IJ'IO)KeHVII7I.

Ecnu npunoxeHue HanpaBnsieTca He BCEM afpecaTtam, TO B OTMETKE O Hanuuum NpuroXeHus ykasblBaeTcs,
B KaKol agpec HanpaBnseTcsi NPUNoxXeHue.

Ecnn NPpUNoXeHnd C6pOUJIOpOBaHbI, TO KOJIN4eCcTBO JIMCTOB HE YKa3blBaeTCA. Ecnu npunoxeHume
COAEPXKNTCA B OQHOM 3K3eMmiidpe, TO KOJIMYECTBO 3K3EMMIIAPOB A0MNYCKaeTCA HE yKa3biBaTb.

B pacnopsauTenbHbIX OOKyMeHTax pekBu3uT "OTMeTka O HanmuMuuum npuroxeHus" He odopmnseTcs;
Ka3aHMe O Hanuyuu MPUIOXEHUs AaeTca B TEKCTe OOKYMeHTa: "cornmacHo npunoxeHuw", "npunoxexHue", "no
y y
npunaraemon dopme".

53. PekBusut "lMognuce" pacnonaraetcs nocne TeKkcTa AOKyMeHTa unu peksuauta "OTmeTka O Hanuyuu
npunoxexHusa".

PekBnaut "Moanucb” cOCTOUT M3 HaUMEHOBaHMA OOJMKHOCTM CIyXallero nuiua, noanvcasBllero LOKYMEHT,
COOCTBEHHOPYYHOM MOANMUCUM M ee pacwmdpoBkN (MHUUManbl, damunus). WHuuuansl nedvatatotcss nepeq
damunmer 6e3 npobenoB Ha ypoBHE NOCNEAHEN CTPOKN HAMMEHOBAHWSI LOJPKHOCTY CyXKaLlero.

B cocTase pekBuauta "lMognucek"” MOryT ykasbiBaTbCs CTENEHU U (MNN) 3BaHNUS.

Ecnn LOOKYMEHT Od)OpMJ'IeH Ha OnaHke WNu C MCMonb3oBaHMEM yrnosoro wrtamna, TO0 B HauMeHOBaHWE
OOJDKHOCTU  ChnyXauwlero HammMmeHoBaHMe OopraHumsaunn He BKIo4YaeTcCd nnbo BKIOYAETCs BMOOBOE WU
COKpalweHHOoe HanMeHoBaHne opraHmn3auun.

Mpu ocpopmneHn JokymeHTa He Ha GriaHke B HAMMEHOBaHUEe AOMMKHOCTU CIIyXKallero BKIYaeTcs NnosiHoe
HaVMeHOBaHWe opraHn3aLuu.

Mpu nognucaHMM [OOKYyMEHTa HECKONbKMMWU NuuaMu, NOOAYMHEHHbIMW MO [AOMKHOCTW, HaMMEHOBaHWS
OOIMKHOCTEN CnyXalux nuuy, noanucaBlUMX [OKYMEHT, COOGCTBEHHOPYYHble MNOANMCUM W UX pacLUMpPOBKM
(vHuumansl, damunun) pacnonaratoTca Apyr 3a ApYroM B NOCNeAoBaTeNIbHOCTU, COOTBETCTBYIOLEN 3aHUMaEMbIM
OOIMKHOCTAM Cry>KaLLmX.

Mpv noanucaHWM OOKYMEHTA HECKONbKAMM fMLaMW, He MOOAYMHEHHLIMW MO OOMMKHOCTM, HavMeHOBaHUs
OOJDKHOCTEW CRyXKalyxX §uul, MOANWCaBLUMX [OKYMEHT, COOCTBEHHOPYYHble MOAMUCKM U WX pacluMgPOBKM
(MHMUManbl, haMunniKn) pacrnonaratTcsi Ha OAHOM YPOBHE.

an noanncaHnn OOKyMeHTa, noaroTtoBlieHHOro KOMUCCHEN, YKa3bIBalOTCA He OOJDKHOCTU ChnyXXalux nuu, a
nx 065a3aHHOCTU B cOCcTaBe Komuccumn. Pammunmm 4neHoB KOMUCCUN pacnonararTcAa B aﬂd)aBVITHOM nopAagke.

,D,OKyMeHTbI KomnernanbHbIX OpraHoB noanncbiBakwdTCA npeancegareneMm M JMuoM  3TOro  opraHa,
noaroToBMBLUMM MPOEKT AOKYMEHTa, eClin MHOe He YCTaHOBJ1EHO 3akoHO4AaTelIbCTBOM.

I'IpM O(*)OpMJ'IeHI/IVI aKTOB, MNPOTOKOJIOB, COBMECTHbIX OOKYMEHTOB MnoAnucu TMnpocCTaBIAKTCA Ha BCeX
IK3eMnidapax AoKyMeHTa.

B peksusute "Mognuce", a Takke B peksusutax "lMpud yreepxaeHusa" n "lMpudg cornacosaHma" ykasbiBalOTCA



dakTnyeckas OOIDKHOCTb ChyXallero nuua, nognucasllero (yTBepAMBLIEro, COrnacoBaBLUEro) AOKYMEHT, ero
nHUUManel n dpamunusa. JonyckaeTca MCnonb3oBaHMe cokpalleHun "3am." (3amectutens), "M.0." (McnonHsowmn
0bsi3aHHOCTK). He pgonyckaetcsa crtaBuTb npegrior "3a" mnu kocyl 4epTy neped HaMMEHOBAHWEM [OJIKHOCTU
cny>atlero.

I'IpoeKT OOKyMeHTa npeactaBndaeTcda Ha noAnnucb COOTBETCTBYHOLEMY OOJIMKHOCTHOMY Nunuy (MCXO,EI,Fl n3 ero
KOMI'IeTeHLI,I/II/I) NOJTHOCTbIO Od.)OpMJ'IeHHbIM, npoBepeHHbIM, cornacoBaHHbIM (an HeOGXOﬂ,MMOCTM) BMecCTe C
NpUNoXeHnamMmm n matepmnanamMmm, Ha oOCHoBaHMMN KOTOPbIX OH COCTaBJ1EH.

54. PekBunaunt "pud npunoxeHua" pacnonaraetcs B NpaBOM BEPXHEM Yriy NepBOro siucta NpUNoXeHus.

Mpnd npunoxeHus coctout n3 cnosa "lpunoxeHne", ero NOpsAKOBOro Homepa (ykasbiBaeTcs apabckumum
undpamm 6e3 3Haka N), Ha3BaHUA B1aa JOKYMEHTA B AaTenbHOM nagexe, ero aBtopa, Aathl U perncTpaloHHOro
nHaekca. [lata B rpucpe npunoxeHus ocopmngaeTcs LmdpoBbIM CNOocoboMm.

nOpﬂ,D,KOBbIIZ HOMEP NPpUIoXXeHnAa He yKka3biBaeTcsd, eCJin OHO O4HO.

Ha pokymeHTax, yTBep)gaemblx pacnopsguTernbHbiM AOKYMEHTOM MMM NMPOTOKONOM, FpUd MPUIOXEHUS He
ocopmnsieTcss. B 3TOM cnyyae B MpaBoOM BEPXHEM yriy MepBOro NWCTa YTBEPXKAAaemoro [AOKYMeHTa
npocTaBnseTcs rpud yTBepKaeHus.

55. PekBuant "lNpudp cornacosaHus" oopmnsieTcs nNpu BHELIHEM COrflacoBaHMM MPOEKTa OOKYMEHTa CO
CTOPOHHUMW OpPraHn3aunsIMy U OSPKHOCTHBIMU NULaMMU.

Npnd cornacoBaHus pacnonaraeTcsl HWxke pekeuauTa "llognuce” Ha NUUEBOW CTOPOHE MOCreaHero nucta
aokymeHTa n coctont m3 cnosa "COIMACOBAHO", HanmeHOBaHMSA OOIMKHOCTM CRyXallero nvua, ¢ KOTOpbIM
cornacoBbIBaeTCa AOKYMEHT (BKMtoyasd MOfHOe HavMeHOBaHwe opraHusauum), COBCTBEHHOPYYHOW Moanucu, ee
pacwudpoBku 1 aatel. [lata cornacoBaHus oopmnseTcs unugpoBbIM cnocobom.

B cocTtaBe peksusnta "pudp cornacoaHma" MOryT ykasbiBaTbCA CTEMEHU U 3BaHUS.
CnoBo "COINTACOBAHO" neuaTtatoT nponuncHbiMu 6ykBamu 6e3 kaBblvek 1 Npoberos.

Ecnn cornacosaHue OOKYMEeHTa npou3BoanTCA KonnernaribHblIM OpraHom, B rp|/|¢>e cornacosaHuda
YKa3blBaeTCA Ha3BaHWe BuOa OOKYMEeHTa B MMEHUTENIbHOM najexe, BKIK4Yad HauMeHOBaHue KolnernarnbHOoro
OpraHa, gata un peFMCTpaLI,I/IOHHbIVI MHOEKC 3TOro AOKyMeHTa.

Ecnn cornacosaHve npou3BoouTCcs NOCpPeacTBOM MUCbMa, B rpudpe cornacoBaHWs YKasblBalOTCA CIIOBO
"lMncemo”, HaMMeHoBaHWe opraHnsaumm, ¢ KOTOPOW COrfacoBbIBaNCsA JOKYMEHT, AaTa U perncTpaumoHHbIN MHOEKC
nncema.

Ecnun nokymeHT MeeT aBa rpuda cornacosaHusl, ToO OHM pacronaralTcs Ha O4HOM YPOBHeE.
Bornee aByx rpndoB cornacoBaHusi opopMIIsSoTCs ABYMS! BepTUKarbHbIMY psigamu.

Mpu oTtcyTcTBUM CcBOBGOOHOrO MecTa Ans pasMelleHus rpudpa cornacoBaHWs Ha JOKYMEHTe OOpMIISOT
nucT cornacosaHus. [pu HanMuum NUcTa CornacoBaHUA Ha MecTe, NPeayCMOTPEHHOM AN pasMelleHus rpuda
cornacoBaHus, genaetcs otmeTka "JIuct cornacosaHus npunaraetcsa”.

56. PekBuaut "Busa" ocopmnsieTca npuv BHYTPEHHEM COrfacoBaHUW MpPOEKTa LOKYMEHTa MnyTeM ero
BM3UPOBaHWS JOMKHOCTHBIM JTNLIOM.

PekBuaut "Busa" BkniovaeT B cebs HaMMeHOBaHWE OOMKHOCTWU CRyXallero nuua, BU3MPYIOLLEro npoekT
OOKyMeHTa, ero cobCTBEHHOPYYHYO Noanucb, paclumndpoBKy noanucu u pgaty. [data odopmnseTrca LmMdpoBbIM
cnocobom.

B cocTtaBe pekBuanTta "Busa" MoryT ykasbiBaTbCsl CTEMEHU U (MNK) 3BAHMS.

OTkasblBaTbCs OT BU3MPOBAHWS, a TaKkke AenaTtb Kakne-nmbo ncnpasneHus B TEKCTe NpoekTa AOKYMEHTa He
gonyckaetcd. 3amevaHusl U OOMOMHEHMS U3naralTCA Ha MNpoeKTe OOKYMEeHTa Huxe AaTbl Bu3mpoBaHus. [pu
3HauMTenbHOM OObeMe 3aMedaHus U OOMOMHEHUS U3NaralTCca Ha OTAENbHOM IUCTE, a Ha NPOeKTe OOKYMeHTa
yKasbiBaeTcs: "3ameyaHuns npunaratoTcsa”.



Buabl npoctaBnawTca Hwke peksuauta "llognucb" Ha nMUEBOWM CTOPOHE MOCredHero nmucra nepBoro
ak3emnnsipa [JokymeHTa criesa. [lpoekTbl pacnopsguTenbHbiX [OOKYMEHTOB [OMyckaeTcd BU3MpOBaTb Ha
00OOpOTHOWM CTOPOHE MOCIeQHEero nMcTa NepBOro ak3emnnsipa JokymeHTa. lMpu cormacoBaHuM NUCeEM U OpPYrux
NCXOASILLNX AOKYMEHTOB BU3bl OPOPMITSIOTCA Ha 3K3eMMsisipax, OCTaloLWmMXcs B Aere.

an/l Heob6XxoaMMocTK Od)OpMJ'IeHI/lH HECKOJ1IbKMX B3 OHU pacnonaratTca oaHa noa p,pyr0|7|.

Mpu oTcytcTBMM cBOBOAHOrO MecTa Ha OOKyMeHTe BM3bl oopmmisioTcs Ha obopoTe nocregHero nuicra
OOKYMEHTa UIn Ha OTAENbHOM JNIUCTE M MpU Pa3MHOXEHUN OOKyMEHTa He Bocrnpoussoadatcs. [Npu Hanuumum nucta
COrnacoBaHusi Ha MecTe, MpPedyCMOTPEHHOM ANs pa3melleHuss Bu3bl, genaetcs oTmeTka "JIucT cormacoBaHus
npunaraetca”.

I'Iepequb BM3MPYHOLWKX UL onpegendaeTtcd coctaButenemMm OOKyMeHTa UcxoaAa M3 ero coaepXxaHua u
Tpe6OBaHVIVI HOPMATUBHbIX NMPaBOBbIX aKTOB, JTOKalrlbHbIX NMPaBOBbIX aKTOB.

57. MNMpu ocopmneHnn peksuauta "lMeyaTb" OTTUCK NPOCTaBMASEMON MeyvaTy LOSMKEeH 3axBaTblBaTb 4acTb
HaVMeHOBaHWsI JOJPKHOCTU Cry>Xallero nviua, noanucasLlero (yTBepanBLLETO) JOKYMEHT.

MevaTn MoryT BbITb TPEX BUOOB: NevaTb OpraHn3auun, nevatb CTPYKTYPHOro noapasfeneHns opraHmsaunm,
neyatb, ykasbiBaloLasa Ha ee LeneBoe Ha3HavyeHne (B TOM YMcne Ans Konun, Ans CnpaBokK, A4S yOOCTOBEPEHUN).

Buabl npuMeHAeMbIX neyaten B opraHunsauunm n nopsaaok Ux UCNoJSib3OBaHUA 3aKpennArTCA B JIOKalbHbIX
NpaBOBbIX aKTax.

58. Mpu odhopmnenun peksnsmta "OTmeTKa 06 ncnonHuTene" otmeTka o6 ncnonHUTene pacnonaraeTcsa Ha
NMLEBOI CTOPOHE MOCIEeQHEro NMCTa JOKYMEHTA B NIEBOM HUXKHEM Yriy.

OtmeTka 00 wucnonHutTene Bko4YaeT (*)aMVIJ'II/IIO n HOMep cny>|<e6Horo Teﬂe(*)OHa ncnoJsiHnTena
(COCTaBI/ITeJ'IFI) LOOKyMeHTa. damunms ncnonHUTensa n HOMEp ero CJ'Iy)Ke6HOFO Teﬂe(bOHa nevaTtatoTca 6e3 3HaKoB
npennHaHua.

Mpy HeobxoaMMOCTU OTMEeTKa 06 MCMONHMTErNe OOMONHAETCS MHAEKCOM CTPYKTYPHOrO noApasgerneHusl, B
KOTOPOM FOTOBMIICS OOKYMEHT, a TakkKe AAaToW CO3[aHus OOKYMeHTa, MMeHem dbaina u ApyriMu MOWUCKOBLIMM
JaHHbIMU (Ha BTOPOWM CTPOKE), KOTOpble OOPMIIAIOTCA TOMbKO HA 3K3EMMIsipe AOKYMEHTa, ocTatlleMmcsi B
opraHusauuu.

OTtmeTka 06 ucnonHutTene opopmMnaeTcs Ha UCXOOALWMX OOKYMEHTAX.
59. PekBunaut "OTmeTKa 0 3aBepeHnn konmmn" opopmMnaeTcs Hmke peksuauTa "lMognuce".

Konus OOKYyMeHTa OOJDKHa BOCNpPOM3BOAUTb TEKCT UMM 4YaCTb TeKCTa OOKyMeHTa U BCe PEeKBU3UTbl 3TOro
OOKyMeHTa, B TOM 4ucre pekBnu3nTbl OnaHka.

Konnsi pokymeHTa, BOCNpOU3BOAsLLasa YacTb ero TeKCTa, 3aBepeHHas B YCTAaHOBIIEHHOM MOpPsiAKe, sIBSieTCs
BbINMUCKOWN U3 AOKYMeEHTa. BbInMckn n3 gokymeHToB ohopmMnsoTcsa Ha obwem bnaHke. B BbinMckax u3 JOKYMEHTOB
cnoBo "BbINMMCKA" BkntovaeTcsi B Ha3BaHUE BMAa AOKYMEHTA.

OTmeTka O 3aBepeHMM KOMUWU BKMYaeT crnoso "BepHo", HaMMeHOBaHWe OOMKHOCTW CriyXxallero nuua,
3aBepUBLLUErO KOMWUKO, €ro COOBCTBEHHOPYYHYKO MNOANUCH, pacliMdpoBKY noganucu u aaty 3aeBepeHud. [ata
3aBepeHust ohopmMIisieTcs LMpPoBbIM CNOCOBOM.

Ha konuax ucxXogswmMX [OOKYMEHTOB, OCTAlOWMXCA B [Oene opraHusauun, pekBuauTbl 6naHka He
BOCMPOM3BOAATCH, NPOCTaBNATCA AaTa NoanvcaHus OOKYMeHTa, ero perucTpauuoHHbIA MHAEKC M OTMeTka o
3aBepeHnM Komuu, B KOTOPOM [OMyckaeTcs He ykasblBaTb OaTy 3aBepeHus M OOMKHOCTb ChyXallero nuiua,
3aBEPVBLLErO KOMMIO.

Mpy odopMMEHNM KOMWIA [OKYMEHTOB, MOJyYEHHbIX MyTEM TUPaXUPOBAHUS MNOASNMHHMKA CpeAcTBaMM
onepaTMBHOW nonurpacun, coaepxawmnx akCMMUIbHOE BOCMPOU3BEAEHME MOAMNUCU W MpeaHasHayeHHbIX Ans
PacCbINKM UM BHYTPEHHErO MoSb30BaHus, OTMETKY O 3aBEepPeHMU KOMuKU AonyckaeTcs He 0popMIsTb, eCnv UHOe
He YCTaHOBIIEHO aKTaMu 3aKoHoAaTeNbCTBA.

Mpn OOPMMEHUN PaA3MHOXEHHBLIX 3K3EMMIISAPOB [AOKYMEHTOB, NpeAHa3Ha4YeHHbIX Afs PacCbifiku Wnu



BHYTPEHHErO MONb30BaHUSA U HE BOCMPOU3BOOALLMX PAKCUMUITbHYIO NOAMNUCH NOANMHHUKA, BMECTO OhOpMIIeHUs
OTMETKM O 3aBEpPeHMM KOMUWM [OMycKaeTcs UCMONb3oBaTb NevyaTb, NPOCTaBMseMyl0 Ha MecTe, OTBEAEHHOM NS
COOCTBEHHOPYYHOW NOAMUCH.

Konuu [OKyMEHTOB B 3MEKTPOHHOM BUJe, BbINOJIHEHHbIE Ha GYMaXKHOM HOcUTerne W nNpefHa3HayYeHHble Ans
obpallleHusi BHYTPWM OpraHusauuu, 3aBepsitoTcs B Mopsiake, YCTAHOBIIEHHOM 4acTbl) 4eTBEpPTOM HacTOSILLEero
MyHKTa.

60. PekBuaut "OTmeTka 00 WCMOMHEHWMM OOKYMEHTa W HanpaBleHuM ero B Aerno" MNpoCTaBnsieTcsl Ha
OOKYMEHTE Mocrie ero UCMOMNHEHUS 1 ABMSETCS CBUAETENbCTBOM 3aBepLueHnsi paboTbl Hag HUM.

OTtmeTKa 06 UCNONHEHUN SOKYMEHTa M HanpaBneHun ero B Aeno pacnoraraeTcs Ha HWKHEM norie nepsBoro
nucTa OOKyMeHTa cneBa M cocTtouT u3 cnoB "B geno", nHaoekca gena no HOMEHKNatype gen opraHusauum, B
KOTOpoM ByaeT XpaHMTbCS AOKYMEHT, AaTbl U PerucTpaumoHHOro MHOEeKCa AOKYMeHTa, CBMaeTenbCcTByowero ob
NCMNOMHEHNN, COBCTBEHHOPYYHOMN noanucm ucnonHuTens unm pykoBoauTens CTPYKTYPHOrO
noapasgeneHnsa-ucnonHUTena M AaTtbl HanpasneHus AoKymeHTa B Aeno. [lata B oTMeTke 06 UCNOMHEeHWu
AOKYMEeHTa 1 HanpaBneHun ero B Aeno oopmnseTcs uugpposbiM cnocobom.

I'IpM OTCYTCTBMMN [OOKYMEHTa, CBUOETENbCTBYHOLLEIO 00 ucnonHeHun, B OTMETKE YKa3bIlBalOTCA KpaTKue
cBefeHust 06 NCNonHeHuu, COGCTBeHHOpy‘-IHaFI noanncb UCNOJNTHUTENA U AaTa HanpaBleHnAa JOKyMeHTa B Aeslo.

61. PekBunant "OTMeETKa O NOCTyNneHmMun (PermcTpaumoHHbIN LWTamn BXOAAWMUX AOKYMEHTOB)" NpocTaBnseTcs
Ha HWXHeM Morne NepBoro nucrta JOKyMeHTa crpaBa M COCTOUT M3 MOSIHOrO MMM COKPaLleHHOro HaMMeHOBaHUSA
opraHusauumn-nosnyyarens, gatbl U PerucTpaLvoHHOro nHaekca (Homepa) NoCTyNnNeHns JOKYMeHTa.

Pasmepbl OTMETKM O MOCTYNNeHMn (PerncTpauuoHHOro LTaMna BXOAAWMX [OOKYMEHTOB) He MoryT
npe.biwaTb 42 MM MO ropnsoHTany 1 16 Mm No BepTUKanu.

Ha pokymeHTax, TpeOylolMX CPOYHOrO WCMOSIHEHWS, BMeCTe C AaToW [JOonyckaeTcsl ykasblBaTb BpeMs
NocTynneHuns (Yacbl, MUHYTHI).

IrMABA 6
TPEBOBAHUA K TEKCTAM OOKYMEHTOB

64. Asbikamun genonpou3BoacTea U AokyMeHTauumn B Pecnybnuke benapycek saBnstotca 6enopycckmm u (mnm)
PYCCKUMA.

TekcThl LOOKYMEHTOB, HamnpaBlidAeMblX 3a npeaenbl Pecny6nM|<v| Eenapbe, MOryT COCTaBnATbCA Ha
6eJ'I0pyCCKOM, PYCCKOM d3blkaXx, Ha A3blke CTpaHbl agpecaTta unn Ha Apyrom MHOCTPaHHOM A3blKe.

65. lNMpeanoxeHns CTpoATCA COrNacHO OBLIENPUHATBIM rpaMmaTUYeckum 1M opdporpaduyeckum npasunam
6enopyccKoro n pycckoro S3blKOB, MPEUMYLLECTBEHHbIM ABMAseTCA ynoTpebneHve npocTbiX pacnpoCTpaHEHHbIX
npeanoXeHnin.

66. B OOKYMeHTax MNMPUMEHAKT TepMUHbl U onpeaeneHuda, yCtaHOBIeHHble HOPMaTUBHbIMU MNMpaBOBbIMU
akTamMmun, TeXHUYeCKMMM HOpPMaTUBHbIMW MpPaBOBbIMUA akTaMu, B TOM 4uUCle rocyaapCrtBe€HHbIMW CTaHOapTaMu
Pecny6n|/||<14 Benapbe, n TEPMUHONOIMYECKMMIN CrioBapAMN. MHorosHaudHble TEPMUHbI B KaXXOOM KOHKpPEeTHOM
Ccny4ae OOJIKHbI yI'IOTpeﬁj'IFlTbCFl TONbKO B OAHOM U3 CBOMX 3HAYEHUN.

67. B TekcTe gOKyMeHTa He gonyckaeTtcst ynotpebrneHue:
NPOCTOPEYUIN N SKCNPECCUBHBIX POPM Pas3roBOPHOM peyu;

MHOA3bIYHbIX CITOB Npn Hann4dmm 06Ll.l,eyI'IOTpe6VITeJ'IbeIX aHasnoros CroB “ Bblpa)KeHVIVI B 66ﬂ0pyCCKOM nnn
PYyCCKOM A3blKe;

HEeYeTKNX CrnoBocoYeTaHu, 0BOBLLEHHbIX pacCy>KOeHUN, BOCKNULLAHWUIA 1 MPU3bIBOB, 06pasHbIX CpaBHEHUN,
aNuUTeTOoB, MeTadop 1 APYrux CpeacTs XyAOXKEeCTBEHHON BbIPa3UTENbHOCTMY;

a66peBV|aTyp, Kpome 006LEen3BECTHbIX UM BBEAEHHbIX B TEKCTE OOKYMEHTa,

HEHOPMAaTUBHOWN NEKCUKM.



68. TeKkCTbl CNOXHbIX MO cogepXxXaHN OOKYMEHTOB AeNnATCA Ha NYHKTbl, MYHKTbl MOryT noapasgenAatbCa Ha
noAnyHKTbIl, 4aCcTn unn abzaupl; NoANYyHKTbl - HA YaCTn nUnn ab3aupbl; Yactu - Ha ab3aubl. B 6onblimnx no o6bemy n
CINOXHbIX NO NMNOCTPOEHUID OOKYMEHTaX MyHKTbl MOryT 00beaguHATLCA B MMaBbl, a rasbl - B pasaensbl.

Pasgenbl HyMepyloTcs PUMCKMMKU LMdpamu, rmaebl - apabckumy Ludpamu, Mocre KOTOPbIX To4Yka He
cTaBuTCA.

Pasgenbl 1 rnaBbl OOMKHbI UMETb 3arofiloBKM, TOYKa B KOHLEe 3arofioBka He ctaButcs. Ecnm 3aronosok
COCTOWUT M3 [OBYX NpeasioKeHWid, TO UX pas3fdensioT Toukon. B 3aronoBkax He OonyckaeTcsl MepeHoC CroB Ha
CrefyroLLyto CTPOKY, MPUMEHeHe PUMCKUX Ldp, MaTeMaTUYECKMX 3HAKOB M Fpeyecknx OYKB.

MyHKTBI HyMepytoTCs apabckumm unpamm ¢ TOYKON U 3anuceiBatoTcs ¢ ab3auHoro otcTyna.

MoanyHKTbl HyMepyloTcs apabckumm undpaMy 1 3anucbiBaloTcs ¢ ab3auHoro otctyna. Homep nognyHkTa
BKItoYaeT HoMep NyHKTa U HOMepP NoAMyHKTa, MOCIe KOTOPbIX CTABATCS TOYKM.

Hymepauus nyHKTOB AOMmKHa ObITb CKBO3HOW AN BCErO OOKYMEHTa, MOAMNYHKTOB - CKBO3HOW AN KaX4oro
nyHKTa.

YacTtu 1 ab3aupl He HYMEPYITCA U BblOENATCA ab3auHbIm OTCTYNnoM.

69. B TekcTe AOKYMeHTa nepepn Kaxaon nosvumen nepeyncrieHnst, BolaeneHHon absauHbiM OTCTynom, aeduc
UKW NHOW 3HaK He cTaBuTcs. [locne nepeyncneHns, Kpome nocnegHero, CTaBUTCS ToYKa C 3ansTON.

70. OaTol B TekcTe AOKyMeHTa odopmnsAlTcs undpoBbiM crnocobom. [py npuMEeHeHMn CCbINoK Ha
HOpMaTUBHbIE NMPAaBOBbIE aKkTbl B TEKCTE AOKYMEHTa OOMyCKaeTCs MCMOoNb3oBaHMe CrnoBecHO-LMdpoBoro cnocoba
ocdopmneHusa aat. MNpu ucnonb3oBaHuM crioBecHo-uudposoro cnocoba aeHb mecsua odopmnseTcsa apabckon
uncpon (ot 1 go 9) nnm napon undp (ot 10 go 31), Ha3BaHWe Mecsua - NPOMNUCHIO, oA - YETbIPbMS apabckumm
undpamu, nocre KoTopbix cTaBuTca Oykea "r" ¢ TOUKOMN.

71. TekCTbl AOKYMEHTOB 0COOPMIISIOTCS B BUAE CBSAI3HOIO TEKCTA, aHKETbI, Tabnuubl U B BUAE COEOUHEHWUSI
atnx ¢opm. OnpegensowmMm B Bblbope dopMbl MPeACcTaBreHUs TEKCTa SABMSETCS XapakTep uHopMaLumu,
cogepxallencsa B TEKCTe JOKYMEHTa.

72. B pacnopagnTesnibHbiX  OOKYMEHTax opraHmsau,Mﬁ, n3gaBaemMblX €OUHOJTMYHO pykoBOOUTENEM
opraHu3auunmn, TEKCT n3naraeTcd oT nepBoro nmua eanHCTBEHHOrIo 4Ymncna.

B pacnopAagnuTenbHbIX OOKYMEeHTax KosnnernarnbHbIX OpraHoB TEeKCT wu3naraetca OT TpeTbero nuua
€OJUWHCTBEHHOIo 4Yncna.

rMABA 7
TPEBOBAHUA K O®OPMIIEHUIO OOKYMEHTOB, M3roTOBJIAEMbIX C MOMOLbIO TEXHUYECKUX
CPEACTB

73. MNpun Habope TekcTa OOKYMEHTa npumeHsieTcs WpudT B OObIMHOM HavepTaHun, pasmep wpudTta He
MeHee 13 nT.

B rocygapcTBeHHbIX OpraHax U MHbIX OpraHm3aumsax, nogyunHeHHbix MNMpasuTtenscTBy Pecnybnuku Benapyco,
npUMeHsaeTcs WPUMT B 0ObIMHOM HadYepTaHuu, pasmep wpudta 15 nT.

BblpaBHMBaHMe TEeKCTa AOKYyMeHTa npon3BoguTCA no WMpuUHe nmucra.

74. lNpwn nogroToBke Tabnuu, BoipaBHMBaHME TeKCTa NPOM3BOANTCS MO HEOOXOAMMOCTU, C MEPEHOCOM CIIOB.
[onyckaeTcsa ymeHbLlaTb pasmep nesoro nons go 20 Mm (korga TEKCT He BMeLLaeTcsl), pa3mep wpudTa TekcTa
OOKYMEHTa 1 MEXCTPOUHbIN nHTepsan - ao 11 nt.

B rocygapcTBeHHbIX opraHax M MHbIX opraHusauusix, nogYnHeHHbix MpaeutenbcTBy Pecnybnvkn Benapychb,
npu NOAroToBke Tabnuu gonyckaeTcs yMeHbluaTb pa3Mep WwpndTa TekcTa Tabnuy go 13 nT.

75. Tpu oopMneHUN AOKYMEHTa PEKBU3UTBLI, COCTOSILLIME M3 HECKOMNbKMUX CTPOK, NneyaTalT C UHTepBanomM
ToyHo 14 n1. CocTaBHble 4YacTu peksusnToB "Agpecat”, "pud ytBepxaeHusa", "Mpudcd cornacosaHus", "Mpud
NpunoXxeHns" oOTAensloTCA APYr OT Apyra OAWHApHbIM MWMHTEPBArioM UMM LOMNOMHUTENbHBIM  MEXCTPOYHbIM



WUHTepBarnom 6 nt.

76. PekBu3nTbl JOKYMeHTa OTAeNstoT Apyr OT Apyra NonyTOpHbIM MEXCTPOYHbIM MHTepBanom. [JonyckaeTcs
PEKBU3NTLI AOKYMEHTA OTAENATL APYr OT Apyra npobenbHON CTPOKOW, paBHOM pasMepy Lpudgta pekBn3nToB.

MakcumanbHas AnvHa CTPOKU MHOFOCTPOYHbBIX PEKBUSUTOB - 73 MM.

77. MNpu odopMNeHMN JOKYMEHTOB OT FPpaHULIbl JIEBOrO MO NeYaTarTCs:

pekBu3uT "HassaHve Buga ookymeHTa";

PEeKBM3UT "3aronoBokK K TEKCTY";

TEKCT JOKYMEeHTa (MCKMoYas CTPOKK, HaunHarLmecs ¢ absalHoro oTcTyna);

cnoBo "lMpunoxeHne" B pekBusnte "OTMETKa 0 HaNM4YMM NPUNOXeHNs";

pekBun3unt "OTmeTka 06 ncrnonHuTene";

pekBun3ut "OTmeTka 06 MCMONMHEHUN JOKYMEHTa U HanpasneHun ero B aeno";

pekBu3ut "OTmMeTKa 0 3aBepeHumn Konmm";

pekBu3uT "lNpudh cornacoBaHns" 1 HaMMeHoOBaHMEe OOMKHOCTY Cnyxallero B peksuaute "lMognuck”;

crnosa "CITYWAINW", "BbICTYTNUNN", "PELLNITN", "TIOCTAHOBUIN", "TIPUKASBIBAIO", "MPEOJIATAIO",
"OBA3bIBAIO".

C otctynom 12,5 MM OT rpaHuLbl IEBOrO Nons nevyataeTcs Havano ab3aues B TEKCTE JOKYMEHTOB.
C otctynom 80 MM OT rpaHuULbl IEBOro NOMs neyataeTcs peksm3nt "Agpecat”.

C otctynom 100 MM OT rpaHuLibl NEBOro Nonsa nevaTtaroTcs peksuauTbl "Mpud orpaHnyeHunsa goctyna”, "lMpudd
yTBepxaeHus", "pud npunoxeHmsa".

C otctynom 120 MM OT rpaHuLbl NEBOrO MONSA NevaTaeTcs paclmdpoBka noanucu B peksusnte "Mognuck".
C otctynom 140 MM OT rpaHuLbl neBoro nons nevartatotcs kogsl no OKY, OKOI'Y n OKKOJIIT.

Mpu odpopmneHnn AokyMmeHTa Ha nuctax ctaHgapTHoro popmata A4 B anbbomHon opueHTauum (297 x 210)
pekBu3anTbl "pnd orpaHnydeHusa goctyna”, "Mpud yteepxaexHns”, "Mpud npunoxeHns", pacwumdgpoBka noanucK B
pekBu3uTe "lMognuce" neyatarTcs ¢ oTCTynoM 160 MM OT rpaHu1Lbl 1IEBOro Nons.

78. Tpu Hanuuuu HeCKOmNbkUX TIPUGOB YTBEPXKOEHUS W COIMACcCOBaHUSA WX pacnonaralT ABYyMS
BEpTUKanbHbIMK psaamu. MMpu aToM BTOpon psag nevataetcst ¢ oTcTynom 100 MM OT rpaHuLbl NIEBOro Moss, a npwu
ochopMIeHUN OKYMEHTa Ha nucTax ctaHgapTHoro dhopmata A4 B anbbomHom opueHTaumm - 160 MM OT rpaHuLbl
neBoro nons.

Mpu nognucaHMM [OKYMEHTA HECKONMbKUMMW NULAMW, HE MNOAYUMHEHHBIMW MO AOIMKHOCTU, HaMMEHOBaHWS
OOIMKHOCTEN cnyxalux B peksusute "lMognuck” pacnonaratoT ABYMSA BepTUKanbHbIMKU pagamu. Mpyn aTom BTOpom
psa neyataetca ¢ otrctynom 100 MM OT rpaHuubl NEBOro nonsi, a npu oopMreHuM OOKYMeHTa Ha nucTax
¢opmaTa A4 B anbboMHOM opueHTaumm - 160 MM OT rpaHuLbl IEBOrO MOns.

B rocygapcTBeHHbIX OpraHax U MHbIX opraHmM3auusax, nogumMHeHHbIx MNMpasutensctBy Pecnybnukn benapyce,
Heckonbko pekBuantToB "lMoanuck", pacnonaraemblXx OAWH NOA4 APYrMM, OOMycKaeTcs pasfensTb [[BOWMHbIM
MEXCTPOYHbLIM MHTEPBANOM UM NPo6eNbHOM CTPOKON, paBHON pasmepy WpudTa PEKBUIUTOB.

79. Ecnu 3aronoBoK K TEKCTY NpeBbILIaeT NSATb CTPOK, ero gonyckaeTtcs npoanesatsb A0 120 MM OT rpaHuLbl
neBOro nons, a Npu ohopmMneHnn AOKyMeHTa Ha nuctax dopmata A4 B anbbomHoM opmeHTaumm - 160 mm oT
rpaHuLbl IeBOro nons.

80. B TekcTax AokymeHTOB crioBa "lpumevanue”, "OcHoBaHue", a Tarke croeo "lMpunoxeHne" B pekBu3nTe
"OTMeTKa O HanmuuMM MNpPUNOXeHWs" nevyaTarTCa OT rpaHuubl NEBOr0 MOMS M OCTaBMAKTCA OTKPbITbIMM, a



OTHOCALWAaACA K HUM I/IHd)OpMaLI,Mﬂ neyataeTcsi CTONGLOM yepes Me)KCTpO‘-IHbIIZ MHTEpBAas TO4YHO 14 nr.

PekBuanut "OTmeTKka 06 ncnonHutene" ogopmnseTcs wpndToM B 06bIMHOM HayepTaHuu, pasmep wpudta 9
NT, MEXCTPOYHbLIA MHTEpPBA - TOYHO 9 MT.

81. B KOHLE peKBM3UTOB TOYKM He CTaBATcA. B cepeguHe CTPOK PEKBU3UTOB 3HaKWM NpenuHaHus
CoXpaHsoTCS.

82.B AOOKYyMEHTax He O0oNyCKakTCA TEKCTOBbIE BblAENIEHNA B BUAE NOOYEPKMBAHUA N NMeYvYaTaHnA Bpa3pAaKy.
B Cl'lpaBO‘-IHO-I/IH(*)OpMaLI,I/IOHHbIX OOKyMeHTax OOonyCKaeTCA AeNlaTb BblaelieHuaA Hanbonee BaXXHbIX CMbICIOBbIX
yacTen TekcTa KypCUBOM UM NONY>XXUPHbIM Ha4YepTaHUEM.

TeKCTbl JOKYMEHTOB U MHOTOCTPOYHLIX PEKBU3UTOB 0hopMisitoTcsl 6e3 nepeHoca Crnos.

MponucHbiMn GykBaMy nevartarTcs: pekBu3uT "HaseaHve Buaa AokymeHTa", crnosa "YTBEPXOAHKO",
"YTBEPXIOEHO", "COINTACOBAHQ" - B rpudax cornacoBanust 1 yteepxaenus, "TIPUKA3BIBAKO" - B npukasax,
"MOCTAHOBINAET" - B noctaHoBnenusx, "PEWNN" - B peweHusx, "OBA3bIBAKO", "MPEOJIATAKO" - B
pacnopsikenusix, "CITYWATILA", "BbICTYNUNN", "MOCTAHOBUIIN", "PEWWIIN" - B npoTokonax, camunum
pabOTHMKOB B TEKCTax MpUKa3oB MO JIMYHOMY COCTaBy, HasBaHWs pas3gefioB U rMnaB B OpraHM3auMOHHbIX
OOKYyMEHTax.

83. lNpwn ocopmneHnn JOKYMEHTOB Ha ABYX U Oonee nuctax BTOPOW M MOCMNEAYOLWUA NUCTbI OIMKHbI ObITh
NpOHyMepoBaHbl. Homepa nMCTOB MpOCTaBMAOT B LEHTPE BEPXHEro KOMOHTMTyNa apabckumu uudgpamm C
paccTtosiHuem 10 - 15 MM OT BepxXHero Kpas imcta JOKYMEHTA, WpU@T B 00bIMHOM HaYepTaHuW, pa3mep wpudrTa -
He meHee 13 nT. NepBbIN NUCT HE HyMepyeTCS.

B rocygapcTBeHHbIX OpraHax U MHbIX OpraHm3aumsax, nogyunHeHHbix MpasutenscTBy Pecnybnvku Benapycs,
pasmMep wpudTta HOMepPOB NUCTOB - 14 nT.

HoBbiln nnct OOKYMeHTa He [0MnyCKaeTCd Ha4ynHaTb nocnegHen HeMnosHon CTpOKOIZ absaua.

84. [dokymeHTbl BpemeHHoro (4o 10 neT) xpaHeHus, 3a UCKIioYeHneM AokymeHToB ¢ oTmeTkon "JlMK", nog
KOTOPOW MOHMMaeTCH 3KCMEePTHO-MPOBEPOYHAs KOMWUCCUSA, AOMyCKaeTCs neyataTb Ha ABYX CTOpPOHax Nnucra ¢
HaCTPOMKOMW 3epKarnbHbIX MONeN B COOTBETCTBUM C pas3mMepamu, YCTaHOBMEHHbIMW 4acTbio NepsBon nyHkTa 18
HacTosLen NHCTpyKuuu.

rMABA 8
OPOPMIEHUE OTAENbHbLIX BUOOB JOKYMEHTOB

85. B opraHusaumsx mMoryT nsgasatbcs (MpMHMMAaTBLCS) pacnopsanTenbHble AOKYMEHThl, MpeayCMOTPEHHbIe
nyHktoM 10 HacTosAwen VHCTpyKuun.

86. Mpukasbl n3gaTcs ANA paspelleHns 3adad, CTOALWMX Nepea opraHusaumnen, a Takke B criydyasx, korga
HeobxoOMMO [0BecTu TpeGoBaHWA HOPMAaTMBHbLIX NPaBOBbLIX aKTOB, JOKYMEHTOB BbILIECTOSALMX OpraHM3auui o
cBefeHus paBGOoTHWKOB opraHusaumMm u (Unu) MoAYMHEHHbIX (BXOOSALWMX B COCTaB, CUCTEMY) opraHusauui,
HaMeTUTb KOHKPETHblE MepOorpUSATUAA MO UX BLINOMHEHUIO, ONpPeaenuTb OTBETCTBEHHbIX UL, CPOKW BbIMOMHEHUS
3TUX MEPONpPUATHIA.

87. PaCI'IOpFDKeHVIFI n3garnTcAa OnAa pelweHnAa onepaTtuBHbIX BOMPOCOB AEATEJIbHOCTU. He aonyckaeTcd
n3gaHne pacnopﬂ>+<eHvu7| B Clny4asXx, Korga HeobxoamMmo AOOKyMeHTallbHO O(*)OpMI/ITb ynpaBJieH4eCKoe pelieHune no
OCHOBHbIM MNpuHUMNnarbHbIM 3agadam, CTodlKMM nepen opraHmsaumeVl. B atux cnyydadax AOOJIKHbl n3gaBaTbCA
NpuKasbl, NPUHNMATLCA NOCTAHOBIEHUA, peLleHna.

88. rlpVIKa3bI N pacnopaxeHud, ndgaBaemble B OpraHu3aumnax, nogpasgendaroTca Ha Tpu Buaa: no OCHOBHOW
ngedarenbHocTn, no Jn4yHOMY CoOCTaBy, MO aD,MVIHVICTpaTVIBHO-X03FII7ICTBeHHbIM BOMpocam; noCTaHOBJIEHUA WU
peweHna - Ha aea: no OCHOBHOW eATenNbHOCTU 1 MO JINYHOMY COCTaBy.

He ponyckaeTtcs 06beamMHeHne B 04HOM pacnopsanTenibHOM AOKYMEHTE BONPOCOB OCHOBHOWM AeATENbHOCTH
1 MO NIMYHOMY COCTaBYy.

89. TekcT pacnopsanTenbHOro 4OKYMeHTa COCTOMT U3 KOHCTaTUPYIOLLEN 1 pacnopsaauTenibHOM YacTen.



B KOHCTaTI/IpleLIJ,eVI 4acTn n3nararTca uenn, 3agadun, npuyunHbl, (*)aKTbI, nocnyxmsLwmne ocHoBaHMemMm Onsa
n3aaHuA (I'IpI/IHFlTI/IH) pacnopaaonTenbHOro JOKyMeHTa.

Mpn nsgaHnm (NpUHATUKN) pacnopsiANTENbHOIO AOKYMEHTa Ha OCHOBaHUM (BO MCMOJTHEHUE) HOPMAaTUBHOIO
MpaBOBOrO akTa WMM pacrnopsiAUTENbHOrO [OOKYMEHTa BbILIECTOSILLEA OpraHusaumMy KoHCTaTupylowasi 4acTb
OOMMKHa copepXaTb CCbIfIKy Ha 3TOT OOKYMEHT C yKasaHWeM ero Buaa, AaTbl, PEerncTpauuoHHOro MHOeKkca M
Ha3BaHus.

KOHCTaTI/IpyPOLLI,aﬂ YacTb B pacnopagutersibHOM OOKYMEHTE MOXXEeT OTCYyTCTBOBaTb, €Clin pacnopagunteribHada
YacCTb HE HYyXXOaeTCA B 0060CHOBaHUN.

B npukasax n pacnopsaxeHmax no NMM4HOMY COCTaBy OCHOBaHME M3aaHUA OOKYMEeHTa yKa3blBaeTCA B KOHLE
KaXXOoro nyHkKTa. Ecnn ocHoBaHue pOnsi u3gaHusi HECKOMbKUX MYHKTOB [OOKyMeHTa dBndAeTcA eAuHbIM, OHO
YKa3bIBaeTCA B KOHLIe TEKCTA.

PacnopsantenbHasa YacTb npukasa HaunHaetcst crioBom "TIPUKA3BIBAKD", pacnopsikeHus - "OBA3bIBAKO"
unu "MPEOJNATAKO", noctaHoBneHuss - "MOCTAHOBIAET", "MOCTAHOBWIIN", pewenusa - "PELWINN",
"PELUNNA", "PELLNIIN".

Cnoso "MPEOJIATAKO" ucnonb3yetcsa B criyyae, eCnu UCNONHUTENs Henb3st 0683aTb BbINOMHATL AENCTBUS,
He BXoasume B ero 0653aHHOCTN B COOTBETCTBUM C 3aHMMAEMOW OSMKHOCTBIO CIy)KalLlero.

I'IpM Od)OpMJ'IeHI/IVI paCFIOpFI)KeHI/IIZ pacnopagnTesibHoe CrioBO MOXXET OTCYTCTBOBATb. B atom Clny4yae B KOHLUe
KOHCTaTVIpy}OLlJ,eﬁ 4Yactn CTaBUTCA AOBOeTo4Me, a WCNOJIHUTENb (,D,OJ'I)KHOCTHOG muo U CTPYKTypHOe
nop,pasp,eneHMe) YKa3blBaeTCA B AAaTEJIbHOM Nnagexe.

B npukasax u pacnopspkeHusx no fM4YHOMY COCTaBYy pacrnopsianTeribHas YacTb HAYMHAETCH CIIOBOM, TOYHO
obosHavaowmum npeanuceiBaemoe pgencteue ("MPUHATL", "MEPEBECTW", "YBOJIUTB" u pgpyrve cnosa,
obo3Havawwme npegnucebiBaeMoe  gencteue).  PacnopsigutenbHoe  cnoBo  "TPUKA3BIBAKO"  moxeT
NCMNOMnb30BaTbCA B TEKCTAX CMOXHbIX MO CTPYKTYpe NpMKasoB No JIMYHOMY COCTaBy.

[MyHKTLI pacrnopaauTENbHOM YacTU CIIOXKHLIX MO COOEPXaHWI0 NPUKA3oB M PACMOPSHPKEHUW MO NUYHOMY
COCTaBy pacronaralTcsi B NOrMYECKO MOCcreaoBaTeNlbHOCTU: MpUeM Ha paboTy (HasHayeHWe Ha OOMMKHOCTb
Ccnyxallero), nepeBo Ha [Opyryt MNOCTOSIHHYI paboTy (nepemelleHue), yBOrbHeHME (OCBODOXAEHME OT
3aHMMaEMOW JOMKHOCTU CIyXKalLlero).

Ecnu B pacnopsantenbHOM [OKYMEHTE WKW OTAENbHbIX €ro MyHKTax YCTaHOBMEHbI CPOKM WUCMOSHEHMUS,
pacrnopsiauTenbHas 4acTb pacrnopsaguTenbHOrO [JOKYMeHTa 3akaHYMBAaETCA YkasaHMeM [OOSHKHOCTHOro nuua,
CTPYKTYPHOrO nogpasfeneHus UnvM opraHa, OTBETCTBEHHOIO 3a KOHTPOJIb MCMOSIHEHMS BCEr0 JOKYMEHTa UNnn ero
oTAenbHbIX NyHKTOB. OTCYTCTBME YyKaszaHMs 06 OTBETCTBEHHOM 3a KOHTPOfb O3HayaeT, YTO KOHTPOnb 3a
MCMNONMHEeHNeM AOoKyMeHTa OyaeT OCyLleCcTBATb PyKOBOAWUTESb, NOAMMCABLLUI pPacnopsavTeNbHbIA JOKYyMEHT. He
aonyckaeTtcs ucnonb3oBaHne GopMynmpoBkn "KOHTpOb 3a MCMOMHEHNEM MpuKa3a (pacrnopsbkeHus) OCTaBnsA 3a
cobon".

Ecnn paCI'IOpﬂLI,MTeJ'IbeIIZ OOKYMEHT OTMEHAET paHee N3aaHHbIN (I'IpI/IHFlTbIIZ) OOKYMEHT unn ero otaelbHble
nonoXxeHund, B nocregHemM nyHKTe gaeTcA CCblJika Ha OTMEHSAEMbIN LOOKYMEHT (I'IyHKTbI ,1:|,0|<ymeHTa) C yKazaHuem
ero Bnga, aatbl, permctpalMoHHOro MHaekca n 3aroynioBka (Ha3BaHMF|).

Mpy HeobGXoOAMMOCTU O3HAKOMIIEHUSI C COAEPXKAHMEM PacropsSiAMTENbHOIO OOKYMEHTa Bcex pPaboTHWMKOB
opraHuMsaumMm B Hero BktoyaeTcss NyHKT "lMpukas (pacnopsikeHne, NOCTAHOBMEHWE, peLUeHWe) [OBECTU OO0
cBefeHus Bcex paboTHMKoB". OTMeTka 06 03HaKOMMEHWUM C pacnopsAMTENbHLIM JOKYMEHTOM ODOPMIISIETCA HIKE
pekBusuta "lNognuce" Ha NMLIEBON CTOPOHE NOCNeaHero nNucTa JOKyMeHTa, NMbo Ha ero 060pOTHONM CTOPOHE, NnbHo
Ha OTAeNIbHOM JIUCTEe O3HaKoOMIeHuaA, npunaraeMmom K pacnopaanteribHOMY OJOKYMEHTY.

90. npoeKTbI pacnopAaaunTenbHbIX OOKYMEHTOB noaneXat corfnacoBaHMi C 3aMHTepecoBaHHbIMU
OOJDKHOCTHbIMK nnuamn. CornacoBaHHbIN NPOEKT AOOKYyMeHTa npencrtaBndAeTtcda Ha noanncCb ynosIHOMOYE€HHOMY
OOJDKHOCTHOMY nunuy.

91. [JaTon NOCTaHOBMEHUS, pELLUEHUs ABMseTCA faTa 3acefaHus KOmnernanbHoOro opraHa, NPUHSBLLENO
pelleHune. [lata B NOCTAaHOBMEHMUSAX, PELLEHUAX NeYaTaeTCsl UM NPOCTaBNSETCS OT PyKU.

92. PaCFIOpFI,CI,I/ITeJ'IbeIﬁ OOKYMEHT BCTynaeT B CUJly C MOMEHTa ero usgaHud (I'IpVIHFlTVIFI), €CIln B HEM He



yKa3aH UHOW CPOK.

93. Xoa obcyxaeHuss BOMPOCOB M MPUHATUSA PELUeHU Ha 3acedaHunsix UKCUpyeTcss B MPOTOKOMax.
IMpoToKoNbI MO NOMHOTE OCBELLEHMS X04a 3acedaHnsa AenaTcs Ha NPOTOKOSbI MONHON hopMbl, KpaTkon hopMbl U
COKpaLLeHHOM hopMbl.

94. [TlpoTokon CoOCTaBNgeTCs CekpeTapem 3acedaHus (cereTapeM NOCTOAHHO p,elZCTByrou.l,ero
KonnernanbHOro opraHa) Ha OCHOBaHWUW PYKOMWUCHBbIX, CcTeHorpaguyeckux, ayamo- unu gpyrux 3anucen xopaa
3acenaHud, a Takke JOKYMEeHTOB, NoAroToBJIEHHbLIX K 3aceaHuio.

95. 3arofioBKOM K TEKCTY MPOTOKOMa SIBMSIOTCA Ha3BaHWEe KOHKPETHOro Buaa 3acefaHusi, HauMeHoBaHue
KonnernansHOro opraHa (ecrnm opraH He UMeeT CBOero GraHka) U Bonpoc (Tema) 3acefjaHusl, eCrnv OH OfMH.

96. [aton NPOTOKOJ1a ABINAETCA p[ata npoBedeHuna 3acenaHud. [aTta B NpoTOKOsNe ne4vyataeTcd wunun
npocTaBndAeTCA OT PYKM npepncenarernieMm KomnnernanbHoro opraHa (3acep,ava) mnn nmuom, noarotToBuBLLUM
NpPOTOKOJ1, €C/in NHOE HE YCTaHOBJIEHO 3aKOHOAAaTEeJIbCTBOM.

97. TekcT NnpoToKONa AenuTCH Ha BBOAHYIO M OCHOBHYHO YacTu.

Bo BBOOHON 4acTu YKa3blBalOTCA MHUUManNbl U q)aMI/IJ'IVII/I npencenartend, cekpetapa U npucyTcrtesoBaBLUNX
YreHoB KoJiernanbHOro opraHa, HammMmeHoBaHUA OOJKHOCTEN cnyxatwux, (baMI/IJ'IVII/I N MHUUnanbl npurnaleHHbIX
vy, He ABNAWNXCA 4YneHamMmu KoJiernanbHOro opraHa. damunmn NPUCYTCTBOBAaBLLUNX W nMpuUrinaleHHbIX
YKa3blBatlOTCA B aﬂ(baBVITHOM nopsagke.

Ecnun konvyecTBO NpMCyTCTBOBABLUMX Ha 3acedaHnK YreHOB KonnernanbHoro opraHa 6onee 15 yenosek, T0
CMMCOK MPUCYTCTBOBABLUNX COCTaBNAETCA OTAENbHO W npunaraeTcsl K npoTokony. B npoTokone ykasbiBaeTcs
cnoso "lpucytcTBoBanu”, obliee KONMMYECTBO MPUCYTCTBOBaBLUMX, B Ckobkax - "CnNMCOK npunaraetcs" unu
"perncTpaumnoHHbI NUCT NpunaraeTcsa”.

Ecnm konuuyecTBO mpurnawieHHbIXx Ha 3acedaHue Gonee 10 4enoBek, TO CMMCOK MPUrMaLLEHHbIX Takke
cocTaBnsieTcsi oTAenbHo. B npoTokone ykasbiBaeTcs cnoso "lMNpurnaileHHble”, obLiee KOoNMYecTBO NPUriaLleHHbIX,
B ckobkax - "cnucok npunaraetcs" vnu "permctpaumMoHHbIn NUCT npunaraetcs". Ecnu npurnaweHHoe nuuo
npeacTaBngeT CTOPOHHIOW OpraHusauuio, TO B HauMMeHOBaHWe [OIDKHOCTW  CRyXallero BKMo4YaeTcs
HaVMeHOBaHWe 3TOoW opraHusauunn.

B NPOTOKOMax AOONONMHUTESNIbHO MOXEeT YyKa3blBaTbCA KONMUYECTBO MNPUCYTCTBYHOLLUX, HeobxoaMmoe Ans
NpPaBOMOYHOCTU NMPUHATUA peLUEeHnA.

B npoTokonax nonHon ¢opmbl MOCMe yKa3aHWs MPUCYTCTBOBaBLUMX W MPUIMALLIEHHbIX crieqyeT noBecTka
OHs. B noBecTke OHS nepeuncnsioTcs BOMPOCHI, MOAMEXaliue pacCMOTPEHUI0, YKasbliBaloTcs (hOPMbl WX
N3noxeHus (goknag, coobuieHne, MHopMauws, OTYET), HAMMEHOBAHUS JOJHKHOCTEN CryKalmX AOKNaA4YNKOB, UX
VHULManbl 1 haMunmm.

I'IpM BblHECEHMN Ha 3acenaHne OByx W bonee BOMNPOCOB OHU HYMEPYKTCA apa6CKMMM LI,M(bpaMI/I.
MocnepoBatenbHOCTb BOMPOCOB B NMNOBECTKE OHA onpeaendaeTca CTeneHbo X BaXXHOCTW.

OcHoBHas YacTb npoTokona nonHon dopmbl cTpoutes no cxeme "CITYLWAIN - BbICTYTTUNN - PELUUIIA
(MOCTAHOBWIJIN)" oTAenbHO NO KaXXAoOMy paccMaTpyMBaemMomMy BOMPOCY.

B pasgene "CJIYWAINW" ykasbiBaloTCa amMunms M UHUUMAnNbLI AOOKMagynMka W u3naraeTcs kpaTkoe
coaepxaHue BbICTynneHusa. TekCcT BbICTYNneHus (goknaga, cooblieHus, MHdopmauun) MoXeT npunaraTbCsa K
NpoTOKONY, O 4YeM [enaeTca COOTBETCTByWLWAa oTMmeTka: "TekcT paoknaga (coobuieHus, wuHbopmaumm)
npunaraetca".

B pasgene "BbICTYIMUIN" TekcT odopmnsieTca aHanorudHo pasgeny "CITYWAJIA". B aToT pasgen
3anMchLIBaOTCA BOMPOCK! K AOKNaA4YMKY U OTBETHI Ha HUX.

B pasgene "PEWLININ (MOCTAHOBWIIN)" 3anucbiBatoTCsl NPUHATLIE MO BOMPOCY PELUEHMS.
B npoTtokone kpaTkon bopMbl NOBECTKa AHA He odopmnsieTcs. OCHOBHasA 4YacTb NPOTOKOMNa KpaTkon hopMbl

ctpoutca no cxeme "CINYWANW - PEWWUNN (MOCTAHOBWUIIN)" 6Ges Tekcta BbICTynneHun. B pasgene
"CNYWANWN" sanucbiBaloTcs BoOnpockbl noBecTkn AHg, B pasgene "PEWNIU (MOCTAHOBWIIN)" - npuHATble



peLleHus.

B cnyyae BO3HWKHOBEHUS MNPUHUMNMAMNBHbLIX pas3HOrfiacuin B MPOTOKOMNax KpaTkon dopMbl onycKaeTcs
UKCMpoBaTb OTAESbHBIE BbICTYMIIEHNS Y4aCTHUKOB 3acedaHusl.

B npoTokone COKpaLIJ,eHHOﬁ (*)OprI nocne Kaxaoro Bornpoca NOBEeCTKNU OHA 3anucbiBaldTCA MPUHATbIE MO
HeMy peLleHnA.

PelueHne konmervanbHOrO opraHa B MpOTOKonax mbbix (opM MPMBOAUTCA MOMHOCTbIO. [MpuHATbLIE
peLleHnss HyMepyoTca apabCkumy umMdpamn, eciim UX Heckosibko. Homep pelueHust BKoYaeT HOMep Bomnpoca
MOBECTKM AHA U 4Yepes3 TOYKy - HOMEep MPUHSATOro Mo Hemy pelueHus. Hymepauusi He Npou3BOAUTCS, ecnin no
BOMPOCY NPUHATO TOMbKO OOHO PeLUEeHue.

98. MpoTokon coBellaHus MNoAnuckiBaeTca npegcenarteneM (NpeacenatenbCTBYOLWUM Ha 3acedaHuun) u
cekpeTapem.

99. Tlopsgok noaroToBkM U OQOPMIIEHUA NPOTOKOMOB  KOMMervanbHbIX OpraHoB —onpegensercs
NonoXeHnsiMm 06 3TUX opraHax unu pernameHTamu nx paboTsoi.

100. B opraHn3aunax MoOryTt CoCTaBliATbCA CI'IpaBO‘-IHO-VIH(*)OpMaLI,I/IOHHbIe AOOKYMEHTbI, B TOM 4YUCI1€ aKThl,
AoKnagHble 3anncku, cripaBKku.

AKT cocTaBnsieTcst Kommccuen (YNnosIHOMOYEHHbIMU NNLAMU UK LOMMKHOCTHBLIM fIMLOM) ANst NoaTBEepXAeHWs
YyCTaHOBMEHHbIX (DaKTOB, B TOM YUCIE aKTbl MPOBEPOK, MHBEHTAPM3aLUUN, HECHACTHLIX ClyvaeBs, Npuema-nepenaym
MaTepuanbHbIX LLEHHOCTEN.

3aronoBKkoM K TEKCTY akTa A4BIAEeTCA coAepXaHue akTupyemoro cobbiTMs. 3aronioBoK akTta [AOSMKeH
cornacoBbiBatTbCA C Ha3BaHMeM Buaa [OOKyMeHTa WU (*)OpMyj'IVIpOBaTbCFI C nomMouwbko OTrmarojibHoro
CylweCTBUTENTbHOIo B NpeanoXXHOM Ui poanuTesibHOM nageixe.

101. data akta gormkHa COOTBETCTBOBATL AaTe akTUPOBaHUS.
102. TekcT akTa COCTOUT N3 BBOOHOW 1 KOHCTATUPYIOLLLEN YacTen.

Bo BBOgHOM yactu YKa3blBaeTCA OCHOBaHWE ONA COCTaBJIEHNA aKTa U nepevyncnarTca nmua, coctaBuseLLne
aKT 1 npucyTcTeoBaBLUME MPU 3TOM.

I'IpM nepedncneHnn nuy, Bxogdawmnx B COCtaB KOMUCCUK, BHaYarne ykasblBalOTCA HanMeHoBaHMe OOJMKHOCTU
cnyxawlero, nHuyuanbl 1 cbammnvm npegcenartenda KOMMUcCun, a 3atemM HanMeHOBaHUA OOIMKHOCTEN cnyxatliux,
MHUunanbl " (baMI/IJ'WIVI 4YreHoB KoMuccun B aﬂ(*)aBVITHOM nopagke. B cny4yae y4actua B pa60Te KOMUCCUn
HpeﬂCTaBMTeﬂeVI CTOPOHHUX opraHM3aL|,|/u7| B aKte npu HanmcaHuu DOIKHOCTEN cnyxawmnx YykasblBarTCA
HanmMeHoBaHUA opranaau,MVl, KOTOpble OHW nNpeacTaBnAtoT.

[ormkHocTn cnyxawwux, uvHuumnanbl u (*)aMVIJ'IVIVI mu, NpPpUCyTCTBOBAaBLUUX MPWU COCTaBIIEHUM aKTta U He
BXOOALWMX B COCTaB KOMUCCUN, YKa3blBAKOTCA B aJ'I('paBVITHOM nopsagke otaesibHo.

B KoHCTaTMpylolle YacTu akTa uanaralTcs Lenv M 3ajadn akTMpoBaHWs, OaeTcs KpaTkoe onucaHue
npoaenaHHo paboThl (ee CYLHOCTb, XapakTep, MeTodbl, CPOKU), (OUKCUPYIOTCH YCTaHOBMNEHHbIE (DakKThI.

B KOHCTaTVpytoLLe YacTu akta MOryT u3naraTbCsi BbIBOAbI, PEKOMEHAALUMN, NMPearioKeHns cocTaBuTenen no
yCTaHOBMNEHHbIM bakTam. BbiBoabl M npeanoxeHuss MoryT ObiTb M3NOXKEHbl B pacrnopsauTenbHoW ¢opme ¢
yKasaHueM CPOKOB UCMONTHEHWS NPeANUCHIBaEMbIX AeNCTBUA.

Ecnn B akTe OoTpaxaeTcAa paa (*)aKTOB, TeKCT aKTa AeNMNTCA Ha NYHKTbI.

B KoHLIe TekcTa ykasbiBalOTCA CBeOeHMs O KONMMYECTBE 9K3eMMNNAPOB akTa C ykasaHuem agpecaTa (Mecta
XpaHeHusa) Kaxaoro akaemnnspa. MepBblii 9K3eMNNap akTa noAwueaeTcs B AeNo COrnacHo HOMeHKnaType Aen
opraHusauuu.

Yucno JK3eMMJ1ApOB akTa onpegendaetcaA HOpMaTuBHbIMU NMpPaBOBbIMU akTamMn u (I/IJ'IVI) I'IpaKTVI‘-IeCKOIZ
HeobXxoOMMOCThIO.

103. AKT nognuceiBaeTca BCeMU nuvuamy, NpuHUMaBLLMMKU yvacTue B ero coctasneHuu. Mpu nognucaHum



aKTa ykasblBaeTcs pacnpefeneHve ob6a3aHHOCTEN YNeHOB Komuccun 6e3 ykasaHust UX AOMMKHOCTEN CRyXalliuX.
lMepBon npocTaBnsieTcs MNOAMUCH npeacefaTens KOMWUCCUMM, MOAMUCU UMEHOB KOMUCCUM pacronaralwTcsd B
ancasMTHOM Nopsaake.

Jlnya, wumelowmMe 3amedvaHWs NO COAEPXKaHMIKO akTa, MNOoANUCLIBAOT ero ¢ OoTMeTkon "3amedaHus
npunaratotcs". TekCT 3amMevaHuMi u3naraeTcs Ha OTAeNnbHOM nucTe, Hebornblive no obbemy 3amevaHus
JonyckaeTtcsa oMKCMpoBaTb Ha CaMOM akTe.

104. AKTbl, npegnucbiBalolMe BbINOSTHEHWE OMpedeNieHHbIX AEWCTBUK, nognexaT YTBepXOeHwmto. AKT
YTBEPXAAETCS YNOTHOMOYEHHbBIM AOMKHOCTHBIM JTULLOM.

105. AKTbl (crnpaBku) NPOBEPOK MOAMMCHIBAOTCA B COOTBETCTBUM C TpeboBaHMAMMK 3akoHOLaTenbCTBa B
cdepe KOHTPOnbHOW (Hag30pHOW) OeATENBHOCTMY.

106. B 3aBMCMMOCTM OT COAEpPXXaHUS M LeNieBoro HasHa4yeHus [OoKnafHble 3anucku Jenstcs Ha
VHULMATUBHbIE (BHECEHME NpearioKeHWUl, W3noXeHne npocbObl, (DaKToB, SIBMEHMWIA) U OT4YeTHble (O Xopde,
COCTOSIHWUM, 3aBepLUEHUN paboT, BbINOMHEHWUN NOPYYEHWA, MNTAHOB, O pe3ysibTaTax NpPoBEpPKM).

107. B 3aBMCMMOCTM OT agpecaTa AoKnagHble 3anuckn 4enaTcs Ha BHYTPEHHME U BHELLHNE.

BHyTpeHHWe OoknagHble 3anucku afpecyrloTcs pyKOBOAWUTENIO (3aMecTMTEN0 PyKOBOAWUTENS) opraHu3auum
(cTpykTypHOro nogpasgeneHus) u oopmnsATcs Ha nuctax 6ymarn ctaHgapTHoro popmata A4 unu A5.

BHelwHMe goknagHble 3anncKkM agpecyroTcsi PYKOBOAUTENIO (3aMeCTUTEN0 PyKOBOAMTENS) BbILLECTOALLEN
opraHusaumm n oopmMnaTCs Ha obLiem GnaHke.

108. TekcT goknagHoOM 3arnmckm COCTOUT U3 BBOAHOM M OCHOBHOW YacTen.

B BBOOHOM YacTn m3naraeTcd COCTOsIHME BOMnpoca, akTbl, MOCAYXUBLUME MPUYMHOWN AOfi COCTaBIieHUs
JOKyMeHTa, NpoBOANTCS UX aHanus.

B ocHOBHOWM YacTu QOKMagHOW 3anncku M3nararTcs BbiBOAbI, npeanoXxeHud, I'IpOCb6bI.

109. BHyTpeHHMe fOoknadHble 3anucky MoAMUCLIBAOTCA UMX COCTaBUTENAMMU, BHELLHWE - PyKOBOAWUTENEM
opraHu3auuu.

110. daTon goknagHom 3anuckn SBNseTcs aata ee noanmcaHus.
111. B 3aBMCMMOCTM OT COAEPXKAHNS U LIENEBOro Ha3Ha4YeHUs CNpaBku AensTca Ha cnyXebHble U NUYHbIE.
CnyxebHas cnpaBka - OKYMEHT, cogepallni cBeaeHns 06 OCHOBHOW AeATENbHOCTU OpraHmM3auuu.

JNlnyHas cnpaBka - [OOKYMEHT, MoATBepXdalolmii cBedeHuss Guorpaduuyeckoro u (unu) cnyxe6Horo
XapaKkTepa 1 BblaaBaeMblil rpaxkaaHuHy.

112. B 3aBUCMMOCTM OT afpecaTa crnpaBKku AeNATCS Ha BHYTPEHHNE N BHELLHMKE.

BHyTpeHHWEe cnpaBku aapecytoTcsi PyKOBOAUTEMO (MHbIM OOJBPKHOCTHBIM NULAM, KOMnernanbHbIM opraHam)
opraHusaumm n opopMnsTCs Ha Nuctax bymaru ctaHgapTHoro coopmata A4 nnm AS.

BHewwHMe cnpaBky agpecyloTcs pyKOBOAMTENO (MHbIM OOJHPKHOCTHBIM NLEAM) BbILLECTOSALWEN OpraHM3aunu,
CTOPOHHEN OpraHv3aunv Unmu rpaxgaHuHy 1 oopMnsiTcsa Ha obuemM 6raHke nnu nuctax Oymarvu ctaHgapTHOro
dopmaTta A4 nnn A5 ¢ ncnonb3oBaHneM yrrioBoro wramna.

113. 3aronosok crnpaBKku (bOpMyJ'II/IpyeTCFl C NOMOLLBK OTrNnarofibHOro CywecTtBUTENIbHOIo B npeasioXXHOM
nagexe.

I'Iepwop, BpEMEHN, K KOTOPOMY OTHOCATCA npuBOoAUMbIE B CJ'Iy)Ke6HOl7I crnpaBKke cBedeHUA, BKIMKOHaeTCAd B
3aroJioBOK K TEKCTY nnbo nomelyaeTcs nepen TeKCToM.

114. TekCT NUYHOM CMpaBKM Ha4YMHAETCHA C ykadaHusa amunum, cobCTBEHHOr0 MMEHUM U OTYyecTBa (ecnu
TakoBOE MMeeTCcs) nuua, 0 KOTOpoM coobLarTes ceegeHns. He gonyckaeTcs ncnonb3oBaHMe peyvesbiX 060poToB

"BblaaHa HacToswas", "oencTeutensHo paboTtaet".



an/l Hann4mm ncnonb3yrTca TUNOBbIE (*)OprI CnpaBoK, yCTaHaBMBaeMble rocyaapCTtBeHHbIMU opraHamMmu B
YCTaHOBJIEHHOM 3aKOHO4AaTeNIbCTBOM NnopsAake.

115. BHewHMe cnpaBku NoAnuchbIBaloTCS PyKOBOAUTENEM OpraHu3auuu, BHYTPEHHUE - UX COCTaBUTENSMU.
CnpaBku, 3a cogepxaHwe KOTOpbIX HeCeT OTBETCTBEHHOCTb HECKOMbKO Iul, NOAMMChIBAOTCA BCEMMU
cocTaBuTenaMuU.

116. [laTon cnpaBku siBnsieTcs Aata ee nognucaHus.

117. Pa3HOBMOHOCTBIO CNYyXeOHbIX CMpaBoK ABMsOTCA cBogkn. CBogkn odopmMnsoTcs B Buae Tabnwu,
rpadunKoB.

118. lucbMa NOANUCLIBAOTCS PYKOBOAWUTENEM OpraHvM3auuyv UM YNONHOMOYEHHbIM MM LOJIKHOCTHbIM
NLOM.

119. [daTton nucbMa 4BndeTca farta ero noanucaHus. [ata B nucbMe MpOCTaBnsieTcd NULOM, €ero
noanucasLLMM.

120. NMMCcbMO B 9MNEKTPOHHOM BUAE, OTNPABNAEMOE NO ANEKTPOHHON Mo4yTe, UHPOPMALMOHHBIM CUCTEMAaM
BEOMCTBEHHOIO (KOPMOpaTMBHOIO) UMM MEXBEOOMCTBEHHOIO 3NIEKTPOHHOIO AOKYMEHToobopoTa, odopmnsiercs
no popme CorfacHo NPUNOXKEHULO 2.

rMABA 9
OPrAHU3ALUUA OOKYMEHTOOBOPOTA. PETUCTPALUA OOKYMEHTOB.
MHO®OPMALIMOHHO-NMOUCKOBbBIE CUCTEMbI MO AOKYMEHTAM OPrAHU3ALIMA

121. OpraHusaunsa goKyMeHToo00poTa JOMKHa OTBEYaThb cnegyowmmMm TpeboBaHNsIM:
onepaTMBHOCTb NPOXOXAEHWUS] [LOKYMEHTOB;
UCKITtOYEHME He 0BYCNOBMNEHHbIX HEOOXOAMMOCTBIO MHCTaHLMIA NPOXOXAEHUSA N OENCTBUMA C JOKYMEHTaMU;

cobniofeHe MakCcMmanbHOro eavHoobpasusi nopsaka MpPoXoXKaeHUs M 06paboTKM OCHOBHBLIX KaTeropuii
[1IOKYMEHTOB.

MpoxoxaeHve n obpaboTka OCHOBHbIX KaTeropuin OOKYMEHTOB B OpraHM3aumy OOSDKHbI OCYLLECTBNSATLCH B
COOTBETCTBMM CO CXEMOWN MPOXOXOEHWUS OOKYMEHTOB, pa3pabaTbiBaemor cnyx6or JOY (nMMuom, OTBETCTBEHHbLIM
3a [OY) n ytBEpXOAEMOWN PyKOBOACTBOM OpraHusaumm.

OpraHusaumst gokymeHToobopoTta ¢ ucnonb3oBaHnem AC [OOY pomkHa obecnevmBaTb COBMECTMMOCTb
TPaaVLMOHHOM U aBTOMaTU3NMPOBaHHON 06paboTKN JOKYMEHTOB.

122. Pernctpaumsa OKYMEHTOB OCYLLECTBNAETCS B Crieaytowem nopsgke:

122.1. peructpaumm nognexar BXogslIMe, UCXOOSALME U BHYTPEHHUE OOKYMEHTbl, Tpebytowine ydeta u
WCMOMHEHNS, 3a WCKIIOYEHMEM CrlyyaeB, YKa3aHHbIX B MOAMNYHKTe 122.2 HacToswero nyHkta. [OKyMeHTbl
perncTpupytoTca He3aBUCMMO OT cnocoba ux co3aaHus, nepeaaydm unum JOCTaBKu.

Mpwv perucTpaumm KaxxgoMmy AOKYMEHTY NMPUCBaNBaETCA PErMCTPALMOHHDI UHAEKC;

122.2. HeperucTpupyemble OOKYMEHTbl BKMAYAOTCA B MepeyvyeHb [OOKYMEHTOB, He noanexalimx
pernctpaumm, paspabatbiBaembii  cnyxkbonr [OOY (nvuom, oTtBeTcTBeHHbIM 3a [OY) u  yTBepxaaembin
pyKOBOAWUTENEM OpraHu3aLmu;

122.3. peructpauusi BXogsLMX, UCXOOSALMX U BHYTPEHHUX OOKYMEHTOB B OpraHmsauMu OCYLLEeCTBNSeTCH
LeHTpanu3oBaHHo B cnyxbe OOY (nuuom, oTBeTCTBEHHbIM 3a [OY), 3a UCKIIOYEHMEM CIly4YyaeB, YKa3aHHbIX B
nognyHkte 122.4 HaCcToALWEro NyHKTa;

122.4. peueHTpanus3oBaHHad  perucTpauus  [JOKYMEHTOB  JOOMycKaeTcs Mpu  TepputopuanbHom
pa3obLLEHHOCTN CTPYKTYPHbIX MnoApasgeneHuii opraHmsaumn. [leueHTpanvM3oBaHHOM perucTpauumn noanexar
Takke OTAEeNbHble KaTeropum OOKYMEHTOB, PErNCTPUPYEMbIX B CTPYKTYPHbIX MoApa3feneHnsx opraHvsauuu
cornacHo paspabartbiBaemomy cnyxbon [OOY (nuuom, oTBeTcTBeHHbIM 3a [OOY) wu yTBepxgaemomy



pyKOBOAMTENEM OpraHu3auun nepeyHio OOKYMEHTOB, He noAanexawmx perunctpauum cnyxbon OOY (nvuom,
OTBETCTBEHHbIM 3a JOY);

122.5. pernctpaumss BXOAAWMX U UCXOOALWMX AOKYMEHTOB, nepefaBaeMblX MO KaHamnam 3MeKTpoCBSA3N
(chbakcmmmnbHas cBA3b, SMEKTPOHHAsT NoYTa, MHAOPMALMOHHBIE CUCTEMbI BE4OMCTBEHHOIO (KOPNoOpaTUBHOIO) UIK
MEXBEJOMCTBEHHOIO 3MEeKTPOHHOr0 AOKyMeHToobopoTa), MpoM3BOAUTCA B TOM Xe MNOopsiAke, YTO U LOKYMEHTOB,
nepegaBaeMbIX NO NOYTE UNU KYPbEPCKON CBA3bIO;

122.6. AN perucrtpauuy Bcex KaTeropuit BXOAALIMX, UCXOOALWMX U BHYTPEHHUX JOKYMEHTOB 3amnornHsaeTcs
perncTpaumMoHHO-KOHTpOnbHas KapTodka (Oanee, ecnu He onpegeneHo uHoe, - PKK) Ha ©ymaxHom wunu
3MNeKTPOHHOM HoCcUTene, coaepXalllas COBOKYMHOCTb YYETHO-PErMCTPALMOHHBIX CBEAEHUA O JOKYMEHTE.

Onsa ob6asatenbHbix pekBuautoB PKK ycTaHaBnmMBaloTCs cneaytoLimne npasuna 3anofnHeHuns:

"HasBaHve BuOa [OOKyMeHTa" - 3amnosiHsieTcss B COOTBETCTBMM C HasBaHWEM Buaa PerucTpyupyemoro
AokymeHTa. Mpu perrctpaumm nucem rpada He 3arnosHseTcs;

"ABTOp (KOpPpPEeCcnoHAeHT)" - npu peructpauun NOCTYMNMBLUEr0 AOKYMEHTa 3anucbiBaeTcs HauMeHoBaHue
opraHusaumm - aBTopa AOKymeHTa. [lpu peructpauum ucxogsulero LOKyMEHTa 3anuncbiBaeTcsl HauMeHoBaHue
opraHusauum-koppecnoHaeHTa. [lonyckaeTcs NpMMeHeHe COKpaLLEHHOro HaMMeHOBaHMs opraHmM3aumu;

"Nata n peFMCTpaLlVIOHHbIVI NHOEKC I'IOCTyI'IJ'leHVIFI" - 3arnoJiHAeTCA nNpu perncTtpaunn Bxogduwero JOKyMeHTa.
3anucbiBaloTca gaTa M MHAEKC, NPUCBOEHHbIE [OOKYMEHTY opraHMaaumeﬁ-nonyaneneM; NepeHoCcATCA U3
perncTpaumMoHHOro wramna BXogdauwmx JOKYMEHTOB;

"[ata n perucTpauuoHHbIN MHOEKC AOKYMeHTa" - 3annchbiBaloTCa AaTa U MHOEKC, MPUCBOEHHbIE OOKYMEHTY
opraHusaumen-aBTopOM; NePEeHOCATCH C BXOAALLErO UM UCXOASLLEro AOKYMEHTa;

"3aronoBok (KpaTkoe cofepxaHue)" - NepeHoCUTCS 3arofioBOK, CHOPMYNMPOBAHHbLIN B JOKYMEHTE;
"Pesonioumnsa nnu KoMy HanpaereH JOKYMEHT" - NEPEHOCUTCS TEKCT PE30IoLMM PYKOBOAUTENS;

"Cpok ucnonHeHus" - npoctaBnsieTcs gaTta (44cno, mecsid, rog), K KOTOpPOW LOKYMEHT [OSKEH ObITb
ncnonHeH. MNpu pernctpaumm NcxogsLLero MHULMATMBHOIO AOKYMEHTA 3anuncbiBaeTCs JaTta OXuaaemMoro oTBeTa;

"OTmeTka 06 MCNONMHEHWW [OKYMEHTa W HarnpaBfieHuM ero B Aeno" - npocTaBnsieTCcsl MHAEKC Aena no
HOMEHKNnaType Aen opraHusaumm, B KOTOpOM OyaeT XpaHuTbCA [OOKYMEHT MOCre WCMOSIHEHUs), KpaTko
3annCbIBAKOTCS peLleHne Bonpoca Mo CyLecTBy, Aata U MHAEKC OTBETHOIO JOKYMEHTa.

Mpu HeobxogumocTn B PKK Moryt ObiTb NpegyCMOTPEeHbl OOMOSNTHUTENbHLIE PEKBU3UTLI, B TOM 4ucCIe
"UcnonHuTtens", "Pacnncka ncnonHuTens B nonyyeHun JokymeHTa", "Xoa vcnonHeHus". [Nopagok pacnonoXeHus
AononHuTenNbHbIX pekem3ntoB B PKK onpeaensaeTcsa opraHmsaumen;

122.7. n3 PKK chopmumpytoTcs cnpaBOYHbIE M KOHTPOSbHbIE KAPTOTEKN M (MNK) aBTOMATM3MpOBaHHbLIE Gasbl
(6aHKkK) OaHHbIX, C MOMOLLBbID KOTOPBLIX OCYLLECTBMSTCA CnpaBodHasi paboTta no AOKYMEHTaM M KOHTPOSb 3a
cpokamu ux mucnonHeHusi. Konmdecteo ak3emnnsapoB PKK Ha GymakHOM HocuTene, 3anofiHAeMOW Ha AOKYMEHT,
onpegensieTcs YMCNom CnpaBOYHbIX N KOHTPOIMbHbLIX KAPTOTEK;

122.8. B opraHmMsaumax C He3HauuTesnbHbIM 0O6bemMoM AokymeHToobopoTa (4o 600 gokyMeHTOB B rofd)
BXOASLUME, UCXOAsSLUME W BHYTPEHHUE [OKYMEHTbl [OMyckaeTCcs PerMcTpuMpoBaTthb B KypHanax perucrpauuu
[OKYMEHTOB.

XypHan peructpaumMm BXOAAWMX AOKYMEHTOB COOEPXWUT rpadbl credylollero cofepxaHus: nata u
PerncTpaLMoHHbI MHOEKC MNOCTYMNNEHUA;, KOPPECNOHAEHT, daTta W PerucTpauuoHHbIM WMHOEKC MOCTYNMUBLIEro
[OKYMeHTa; Ha3BaHue Buaa W 3arofioBoK (KpaTkoe cofep)kaHue) AOKYMEeHTa; pe3oniouust UMM KoMy HanpasfeH
[IOKYMEHT; CPOK UCMOMHEeHNs; oTMeTka 06 UCMOMNHEHUN OOKYMEHTa U HarnpasneHun ero B Aeno.

XypHan peructpauumM ucxodsawmux [OOKYMEHTOB COAEPXWT rpadbl Criedylowero coaepxaHus: gata u
PEerncTpaumoHHbI MHAEKC AOKYMEHTa; KOPPECMNOHAEHT; Ha3BaHMe BuAa W 3arofioBoK (KpaTkoe copepkaHue)
[AOKYMeHTa; 0TMeTKa 06 UCMONHEHUM JOKYMEHTa 1 HanpaBfieHun ero B Aero.

XKypHan peructpaumm BHYTPEHHUX LOKYMEHTOB COOEPXWUT rpadpbl Crefylowero coaepxaHusi: gata u



peFMCTpaLI,MOHHbIVI MHOEKC OOKYMEeHTa; BUA4 OOKYMEeHTa; 3aroyioBokK (KpaTKoe CO,EI,Gp)KaHI/Ie) OOKyMeHTa; pesosoumna
Mnn KOMy HanpasJieH JOKYMEHT; OTMETKa 06 ncnonHeHnn OOKyMeHTa 1 HanpaslieHun ero B aerno.

Mpu HeobxoOAMMOCTHM B XXypHanax permctpaunm JOKYMEHTOB MOTyT ObITb NPeayCMOTPEHbl AONOMHUTENbHbIE
rpadbl, B TOM uncne "Pacnvcka B nony4veHmun”, "Bug gokymeHTa", "Cpok nonyyeHus otseta”;

122.9. pewueHne o Bbibope hopMbl perucTpaLmm JOKYMEHTOB B OpraHn3aumnm (KapTO4YHON UNK XXYpHarbHON)
3aKpennseTcs B lokanbHOM NPaBoOBOM akTe.

123. I'IpmeM, perncrtpauuna n ncnojfiHeHne Bxogdawmx JOKyMEeHTOB OCYLLECTBNAKTCA B clieyrowem nopqaake:

123.1. BCs mocTynaroLlas B opraHu3auunio KoppecrnoHAeHUMs, B TOM YUCne NOCTynuBLUAs MO 3fEKTPOHHOM
noyTe, MHPOPMALMOHHBIM CMCTEMaM BEAOMCTBEHHOIO (KOPNOPaTUBHOIO) UM MEXBEAOMCTBEHHOIO 3IEKTPOHHOMO
OOKyMmeHToobopoTa, npuHumaeTca n obpabatsiBaetcs cnyxbor JOY (nuuom, oTBeTCTBEHHbIM 3a AOY);

123.2. [0 BCKpPbITMSI KOHBEPTOB (MaKeToOB) NMPOBEPSOTCS NPaBUIIbHOCTb AOCTaBKM (MO aapecy Ha KoHBepTe),
LIeNTOCTHOCTb YMaKoBKM, COXPaHHOCTb nevaTel (Mpyu Ux Hanmummn).

OwunboyHo OOoCTaBlieHHaa KoppecnoHaoeHuMAa HanpasndeTcAa Mno Ha3Ha4deHuio, a npu HEeBO3MOXHOCTU
YCTaHOBMEHMA agpecaTa BO3BpallaeTcsi oTnpaBuTento ¢ nomeTkon "OwmnboyHo gocTaBneHo";

123.3. nocTynuBlIME KOHBEPTbl (MakeTbl) BCKPbIBAKOTCH, 3@ WCKIIOYEHWEM MpPUCNaHHLIX B agpec
00LEeCTBEHHbIX OpraHu3auun nnn nmerLmnx nomeTky "JInyHo", KoTopble NepedalTcs agpecary;

123.4. nocne BCKPbITUSA KOHBEPTOB (NaKeTOB) NPOBEPSAOTCA KOMMIEKTHOCTb U COXPAHHOCTb BIIOXEHWUIA.

B cnyyae noBpexaeHust KOPPecrnoHOAEHUUN U HEBO3MOXHOCTW €€ MCMOofb30BaHUSA COCTaBNAeTCH akT, OauH
3K3eMNNsAp KOTOPOro BMECTe C MOBPEXAEHHON KOPPeCcrnoHAeHUNen HanpaBnseTcs OTNpaBnTeNto, BTOPON OCcTaeTcs
B cnyx6e [OY (y nuua, otBeTcTBeHHOro 3a JOY).

OTcyTcTBYIOWME B KOHBEpTax (Maketax) AOKYMEHTbl, OTAErbHbIE JIUCTbI, NMPUMOXEHNST 3anpallvBalTcs y
OTNpaBuUTENS, @ HA JOKYMEHTE CTaBUTCA OTMeTKa "[JOKyMeHTbI (NTMCTbI, NPUNOXeHns) 3aTpeboBaHbl” C ykasaHeM
AaTbl 3anpoca;

123.5. nocne BCKPbITUSA KOHBEPTHI (MaKeTbl) YHUUYTOXAOTCS, 32 UCKIMIOYEHMEM CMEeAYIOLNX CITyYaes:

JaTa Ha OTTUCKe KaneH4apHoro wremnens Heobxoauma Kak CBUAETENbCTBO AaTbl OTNPABKX UMK MOSyYeHNs
[OKYMEHTa;

Ha JOKYMEeHTe OTCYTCTBYET pekBm3uT "[lata gokyMeHTa";
JaTa OOKYMeHTa CyLeCTBEHHO OTNNYaeTcs OT AaTbl ero NonyvYeHus;
B NOJTyYEHHOM JOKYMEHTE HET OOpaTHOro agpeca oTrnpaBuTeNs.

B cniyyasix, ykasaHHbix B ab3auax BTOPOM - MSATOM 4YacTW MepBOM HACTOSILLEro MOAMYHKTa, KOHBEPT
MPUCOEAMNHAETCS K JOKYMEHTY M MOCIIE UCMONTHEHUS AOKYMEHTa NOALUMBAETCS BMECTe C HUM B Aero.

A,D,peCHbIe APNbIKKW  KOHBEPTOB W NaKeTOB COXPaHAKTCA B Cllydae nocCTtynieHua KoppecnoHaeHunn
HanoXeHHbIM nnaTtexXom And npeacrtaBrieHna ¢ OT4ETOM B 6yxranTepmo;

123.6. Ha Bcex NOCTYNUBLLNX AOKYMEHTax B MPaBOM HWXHEM YIiy NepBOro fimcrta NpocTaBnseTcd oTMeTKa O
MOCTYNNEeHNN (PErMcTpaumoOHHbBIN WTamMn BXOAALMX OOKYMeHTOB). LUtamn npoctaBnsieTca Ha KoHBepTe (Mmakete),
€CNy KOppEeCnoHAEHLUUSI He BCKpbIBAETCS.

,D,OKyMeHTbI, nognexawne pernctpaumm B CTPYKTYPHbIX nogpasgernieHudax, nepenaroTcd no HasHa4eHuto
ncnonHuTenam C npocrtaBrieHMemM Ha HUX perncTpaumoHHOro Lwrtamna, B KOTOPOM nMpocTaBnAeTcda Aata
nocTynneHua.

Ha HeperncTpupyemboix OOKYyMEHTax, nevyaTHbIX U3OaHuAX, OOKYMEHTax-npunoxeHusax, OnaHkax
peFVICTpaLI,VIOHHbIVI LwTamMmn He NPOCTaBIIAETCA,

123.7. Bxogsawme OOKYMEHTbI OOJTXHbI ObITb 3aperncTtpmpoBanbl B AeHb MOCTYNJ1EHUA. PeI'VICTpaLI,VIOHHbIM



MHOEKCOM BXOAALLEro OKYMEHTa ABMSAETCH NOPSAKOBbIA perncTpaunoHHbI HoMep, NpMcBanBaemblin B npeaenax
[enonponsBoACTBEHHOrO roda, KOTOpbI Mocne WCMONHeHUs [OOKyMeHTa [OMOMHAeTCA WHOEKCOM [ferna no
HOMeHKNaType Aen opraHusauuv B COOTBETCTBUM C OTMETKOM 00 MUCMOMHEeHUU OOKYMEHTa U HanpasfeHun ero B
Aaeno.

[oKyMeHTbl, NMOCTyNuBLLME B OpraHu3auuio B Hepabounmin aeHb (Hepaboyee Bpems), perncTpupytoTca He
nosaHee Yem B NePBbIV CneayoLmin 3a HUM paboyunin AeHb;

123.8. 3aperncTpupoBaHHble JOKYMEHTbI nepenatoTca M3 cnyxobl JOY (nuuom, otBeTcTBEHHBLIM 3a [10Y) Ha
paccMoTpeHue pykoBoAcTBY. [OKyMeHTbl, He TpebyloliMe pelleHus pyKOBOACTBA, NMepefaroTCa UCMOMHUTENsIM
COrMacHO X KOMMNETEHLNN.

[loKyMeHTbl paccMaTpuBaloTCA PyKOBOACTBOM W NepeaaloTcsl Ha UCMOMHEHWE B AeHb UX MOCTYMNEeHns Unm
He nosaHee paboyero OHA, crneaytollero 3a AHem noctynneHus. CpoyHbie JOKYMEHTbI NepeaatoTcs PyKOBOAMTENIO
no Mepe MoCTYMNMNeHns;

123.9. pe3ynbTaTbl pACCMOTPEHUSI JOKYMEHTOB OTPaXXaloTCsl B PE30JTIOLIMN.

Pesontounss nepeHocutcs B PKK. [dokymeHT ¢ ogHum ak3emnnapom PKK cnyxbon [OOY (nvuom,
oTBeTCTBEHHbIM 3a [OY) HanpaBnseTca WCMOMHUTENO, a Mnpyv HanMyum HECKOMbKUX UWCMONHWUTEnem -
OTBETCTBEHHOMY WCMOMHUTENI0, yKaszaHHOMY B pesontoumn nepsbiM. OauH ak3emnnap PKK octaetcsa B cnyxbe
OOY (y nuua, otBeTcTBEHHOro 3a 10OY).

Ecnn OOKYMEHT corfnacHo pesosnounn Tpe6yeT KOHTPOJ1A WCNOJIHEHUA, 3K3eMniidap PKK nepegaeTca B
KOHTPOJ1bHYHO CJ'Iy)K6y nnn nuuy, oTBETCTBEHHOMY 3a KOHTPOJ1b UCMNOJTHEHUA OOKYMEHTOB;,

123.10. npn HeobXoOMMOCTM CPOYHOIO WCMOSTHEHUSA WU O3HAKOMIIEHUSI C OOKYMEHTOM HECKOJIbKMX
CTPYKTYPHbIX NogpasfeneHnii (QOMmKHOCTHbIX nuu) B cnyx6e AOY (nuuom, otBeTcTBeHHbIM 3a JOY) ¢ gokymeHTa
CHMMaeTcsi HeoOXOAMMOe KONMYEeCTBO KOMWIKA, KOTOpble OOHOBPEMEHHO HanpaBnsAlTCA Ha WCMOMHeHue.
MocTynmBWIMI OOKYMEHT nepedaeTcd OTBETCTBEHHOMY WCMOMHUTENO C MNOMETKOW O nepedadye  Konumn
coucrnonHuTenam. [okyMeHT nepegaeTcsi WCMOMHWTENSIM MOOYEePedHO, €CriM pa3MHOXEHVWEe [OOKyMeHTa He
pa3peluaeTcs.

[ns ycKopeHWsi MpoLEeCcCOB WCMOMHEHUS OOKYMEHTOB, a TakkKe B CrNPaBOYHO-MH(OPMAaLMOHHBIX LensiX
JOKYMEHTbI Ha GyMakHbIX HOCUTEnNsX, MOCTynatlLiMe B OpraHu3aumio, MOryT NepeBOAUTLCS B 3NEKTPOHHbIV BUA
MyTeM CKaHUPOBaHWS WU MHBIM CNOoco6oM. Hannuve aneKkTpoHHOM KONvMKM JOKYMeHTa Ha GyMakHOM HocuTere um
3MEKTPOHHOIO0 0TOOPaXKeHWs1 OKYMEHTOB Ha GyMakHOM HOCWUTENE He OTMEHSIET HEOBXOAMMOCTM OCYLLECTBIEHNS
C TMOCTYMMBLLUMM [OKYMEHTOM Ha GyMakHOM HocuTene [enonpou3BOACTBEHHBLIX onepauuii, YCTaHOBMEeHHbIX
HacTosien VIHCTpyKumeid, B TOM Yncne hopMUpPOBaHUS ero B efo COrfacHo HOMeHKNaType Aen opraHvMsauuu.

[BwxeHne aoKyMmeHTa B npolecce ero ncnosfiHeHnst omkenpyetca Bo Bcex aksemnnsapax PKK;

123.11. poKyMeHTbIl, 3apernctpupoBaHHble B criybe OOY (nuuom, otBeTcTBeHHbIM 3a [1OY), He noanexar
NMOBTOPHOW perucTpaLmm B CTPYKTYPHbIX NOApa3aeneHusx;

123.12. OOKYMEHTbI nepefarnTcs Ha pacCMOTPEHNE PYKOBOAUTESO CTPYKTYPHOro noapasfeneHns unm ero
3aMeCTUTENIO COMMNacHO YCTaHOBMEHHOMY pacnpeieneHunio obs3aHHOCTEN;

123.13. OOKYMEHT C MOMEHTa MOCTynneHna OO0 3aBeplleHUA UCMONTHEeHUA HaxoauTca Yy UCNONHUTENA 1 B
0eno He nomMeLlaeTcd;

123.14. Ha UCNONHEHHOM JOKYMEHTE WCMOMHWUTENEM WM PYKOBOAUTENEM CTPYKTYPHOrO noApasgeneHus -
UCNONMHWUTENS MpOoCTaBnsieTcss oTMeTka 06 WMCMONMHEHUM OOKYMEHTa W HanpaBlieHUM ero B AeNio C yKasaHuem
MHOEKca Aena, B KOTOPOe JOKYMEHT OyAeT NoMeLLeH.

Jlnuo, otBetcTBeHHOE 3a [JOY, nepeHocUT oTMETKY 00 MCNOMHEHUM AOKYMEHTA U HanpaBneHum ero B 4eno B
pervcTpaumoHHyto doopmMy, Nocre Yero JOKYMEHT NoALlnBaeTcs B AeNO.

124. Peructpauus u oTrnpaBka UCXOOALIMX OKYMEHTOB OCYLLECTBNAIOTCA B crieaytoLleM nopsaake:

124.1. ncxogdawme OOKYMEHTbl, B TOM 4Yucre OTnpaBnsdemble MO 3MEKTPOHHOW noyvTe, MHAPOPMALVNOHHBIM
cucTtemMam BEOOMCTBEHHOro (KOpnopaTUBHOMO) UMM  MeXBELOMCTBEHHOMO 3MEKTPOHHOrO AOKYMEHTOOO0poTa,



pernctpupytotca B cnyx6e OOY (nuuom, oTtBeTcTBeHHbIM 3a [OY) nocne ux noanucaHusi pykoBoautenem
opraHu3aumm WnuM MHbIMW  YNOSTHOMOYEHHBIMM NMLaMKU B COOTBETCTBMM C WX KOMMNeTeHuuen. [OoKyMeHTbl
PErnCTpUpyloTCa B O€Hb MX MOAMUCAaHUS, a AOKYMEHTbI, MOANMCaHHble B Hepabounii OeHb (Hepaboyee Bpems),
perucTpupyoTcs He No3gHee YeM B MEPBbIN criedyroLwmin 3a HUM pabounii AeHb;

124.2. ncxogswme OOKYMEHTbI AenATCA Ha UHULWaTUBHbIE U OTBETHbIE;

124.3. WHOEKC WHULMATMBHOIO M OTBETHOrO WCXOOsALWEro [AOKYMeHTa BKMYaeT MWHAEKC pAgena no
HOMEHKNaType Aen opraHn3aumm, B KOTOPoM ByaeT XpaHUTbCS KOMWs OTNPaBAsSeMOro AoKyMeHTa (NpocTaBnseTcs
B CTPYKTYPHOM nogpasgeneHun, noAroTOBMBLUEM OOKYMEHT), U vepe3 Apobb - MOPSAKOBLIA PErmcTpaLmOHHbIi
HOMep, NpUCBavMBaeMblil UCXOAALMM [OKYMEHTam B npegenax Aenonpov3BoACTBEHHOro roga crnyxton OOY
(nnuom, oTBeTCTBEHHBIM 3a [OY);

124.4. Ha Kaxabl MHULMATUBHBLIN OKYMEHT, TpebyloLwun oTeeTa, 3anonHsTes aAsa ak3emnnapa PKK. OguH
3K3EeMMMsp NoOMeLLaeTCs B CNPaBOYHYI0 KapTOTEKY, BTOPOW - B KOHTPOIbHYIO. [1py HEMOCTYNNEHNn oTBETa B CPOK
KOppPEeCnoHAEHTY HanpaBnsaeTcs HanOMUHaHWE;

124.5. Ha ncxogsdulemM OTBETHOM AOKYMEHTE MPOCTaBMIIETCS CCbIfIka Ha MCXOAALWMA PermcTpaunoHHbIN
WMHOEKC 1 AaTy NOCTYNMBLUENO MHULMATUBHOIO AOKYMEHTA;

124.6. oTnpaBka AOKyMEHTOB ocyulectenseTca cnyxbon JOY (nuuom, otBeTCcTBEHHbIM 3a [OY). B cnyxbe
OOY (nuuom, otBeTcTBeHHbIM 3a [OY) npoBepseTcs NpaBUibHOCTb OQOPMIEHNs LOOKYMEHTOB: Hamnudve
HeOOXOAMMbIX PEKBU3WUTOB, MPUMOXKEHUA, COOTBETCTBME KOMMYECTBA IK3EMMMSPOB OOKYMEHTa KONU4YecTBy
agpecaToB, NPaBWUbHOCTb aApecoBaHMS.

HenpaanbHo Od.)OpMJ'IeHHbIe N HEKOMMNIEKTHbIEe AOKYMEHTbl BO3BpaLlakoTCA NCMONHUTENAM;

124.7. otnpaBnsiemble AOKYMeHTbl nepegatwTca B cnyxby OOY (nuuy, otBetctBeHHomy 3a [OOY) B
He3aKOHBEPTOBaHHOM BUAE C OTMETKOMN O KaTeropuu oTrnpasneHust (npyu HeobxoanMocTu);

124.8. nokyMeHTbI, Hanpaensiemble 6onee Yem B YeTbipe agpeca, NnepefakTcs Ans OTNPaBKM CO CMMCKOM Ha
paccbinky, oopMnsaemMbiM B COOTBETCTBUM C TPeOOBaHUSIMM YacTeln LeCTHaguaTon U CeMHaauaTon nyHkra 47
HacToswen VHCcTpykuun;

124.9. OTnpaBka OOKyMeHTa B 3JIEKTPOHHOM Buae bonee 4yeM B OOWH agpec OCyLleCTBNdeTCA nyTtem
npukpenneHna ero K coobLeHunto 3ﬂeKTp0HHOI7I NoYThbl, YKa3aHua B COOTBETCTBYHWLlEM nMoJjie BBOAa BCeX
OCbI/ILI,VIaﬂbeIX ajpecoB SﬂeKTpOHHOVI NOoYTbl COIMMacHoO CMNUCKY Ha pPaccCblfiky. O(bI/ILI,MaJ'IbeIM agpecom
3HeKTp0HHOVI NOYThbl ABNAETCA agpec, yKa:BaHHbIVI Ha bnaHke;

124.10. obpaboTka M OTMpaBKa OOKYMEHTOB OCYLLECTBMSKTCSA B AEHb MX MOAMNWCAHUSA UM He Mno3gHee
pabouero gHs, crieQyoLwero 3a gHEM NoanMcaHus.

125. PeFMCTpaLI,MFl N ncnosnHeHne BHYTPeHHUX OKYMEHTOB OCYLLECTBIIAOTCA B crieqyouwemMm nopdaake:

125.1. BHyTpPEHHUE AOKYMEHTbI, B TOM YMCIe AOKYMEHTbI B 3NIEKTPOHHOM Buae, peructpupytotca Ha PKK vnnn
B XXypHanax permcrpaumm BHYTPEHHMX OOKYMEHTOB Mocrne ux nognucanus (yteepxgeHus). MNMpu HesHauntTensHoMm
o6beme JOKyMEeHTO060poTa BHYTPEHHNE AOKYMEHTbI, B TOM YMCIE JOKYMEHTbI B 3NIEKTPOHHOM BMAE, AONycKaeTcs
perMcTpupoBaTh B XXypHarne pernctpaumm ncxogawmnx GOKYMEHTOB;

125.2. perncTtpauma pacnopaanTeribHbiX JOKYMEHTOB U NPOTOKOJSIOB OCYyLUeCTBNAeTCA No Buaam otaesibHO
OT ApYyrux BHYTPEHHUX OOKYMEHTOB.

PaCI'IOpFIﬂ,VITeJ'IbeIe AOOKYMEHTbI no OCHOBHOW OEeATEeJIbHOCTH, no JINYHOMY cocTasny, no
aﬂ,MVIHVICTpaTVIBHO-XO3FII7ICTBeHHbIM BOrnpocam perncTpupyroTca otaesibHo.

PaCI'IOpﬂ,D,I/ITeJ'IbeIe OOKYMEeHTbl MO JIMYHOMY COCTaBy, AO51d KOTOpPbIX akKtamMun 3akKoHodaTelbCTBa
YCTaHOBJIEHbI pa3Hble CPOKN XpaHEeHUA, PermcTpupyroTca oTaesrbHo.

PacnopsigutenbHble OOKYMEHTbI OMpeaeneHHol pasHOBMOHOCTM (O BHECEHUW W3MEHEHWW B LITaTHOe
pacnvcaHue, KOMaHAVPOBaHUW, MPedOoCTaBfeHMU OTMYCKOB UM MHbIX Pa3HOBUAHOCTEN) MPU UX 3HAYUTENbHOM
obbeMe J0MnycKaeTca PerMcTpupoBaTh OTAENbHO;



125.3. perncTpaumoHHbIM MHOEKCOM pacnopAaanTeribHOro AOKyMeHTa, NPOTOKONa ABIAETCA I'IOpFl,EI,KOBbIIZ
peFMCTpaLI,MOHHbIIZ HOMeED, I'IpI/ICBaMBaeMbIIZ €My B npegenax genonpon3soacTtBeHHOro roaa.

PernctpaunoHHbIM MHAEKCOM pacnopsaauTenbHOro AOKyMeHTa (npukasa, pacnopsikeHus) no  nuYHOMY
COCTaBy ABMSIeTCA  MOPSAOKOBbIA  PErncTpauMoHHbIA  HOMep, MpucBavBaeMbli  eMy B npefdenax
0enonpou3BoACTBEHHOMO roaa, AONOMHEHHbIN nuTepon "K" (4na JOKYMeHToB 55-neTHero cpoka xpaHeHus) unm "n"
(Onst OKYMEHTOB 3-NeTHEero cpoka XpaHeHus).

PernctpaumoHHbIM ~ MHOEKCOM  pacrnopsigMTeNnbHOrO  OOKYMEHTa,  perucTpupyeMoro B Mopsiake,
onpefesieHHoOM 4acTblo 4YeTBepTorM noanyHkta 125.2 HacToswero nyHKTa, SBMSETCS  MNOPSAKOBbIN
PErNCTpaUMOHHbLIA HOMEpP, MNpUCBaMBaeMbli eMy B Mpegenax Aenonpou3BOACTBEHHOINO roda, OOMOSTHEHHLIN
NOEHTUOULMPYIOLWLMM Pa3HOBUOHOCTb AOKYMEHTa OYKBEHHbLIM UM MHLIM YCITOBHbIM 0003Ha4YeHMEM;

125.4. coBMecTHble pacnopsaanTernbHble JOKYMEHTbI, MPOTOKOMNbI COBMECTHbIX 3acefaHuin UMET COCTaBHbIE
perncTpaumoHHble WHAEKChI, BKOYaKLIMe MOPSOKOBblIE pPErucTpalMoHHble HOMepa, NpucBaMBaeMble UM B
opraHusaumsix, X NOAroTOBUBLLMX;

125.5. perncTpaumoHHbIMK nHaeKcamm JOKNnagHbIX 3arucok, cnpaBokK 7 apyrumx
MH(POPMALMOHHO-CNPABOYHbIX ~ JOKYMEHTOB  SBMSIIOTCS  UX  MOPSiAKOBble  pPerncrpaumoHHble  Homepa,
npuceBavBaemMble B npeferiax Aeronpou3BOACTBEHHOMO rofa, KOTopble MOryT AOMOMHATBCA WHAEKCaMK Aen no
HOMEHKNaType Aen opraHmsauuu;

125.6. paccmoTpeHne u WucnosfiHeHne BHYTPEHHUX [LOOKYMEHTOB OCYyLleCTBIIAeTCA B COOTBETCTBMU C
YCTAHOBJ1E€HHbIM MOPALOKOM O6pa6OTKI/I BXOOAWNX OOKYMEHTOB.

[okymeHTbl, TpebytoLue KOHTPONA UCMOMHEHNS, NepeaatTcs B KOHTPONbHYO cnyxby anga sanonHeHuns PKK.
M3 PKK Ha BHYTpeHHWe AOKYMEeHTbl (DOPMUPYIOTCH KOHTPOSbHbIE U CMPaBOYHbIE KapTOTEKMU.

126. ®yHKUMOHMPOBaAHME WMHOPMALMOHHO-MOUCKOBOMW CUCTEMBbI MO [OKYMEHTaM opraHusauuun (ganee -
UINC) obecneumBaeTcs B crieaytolem nopsigke:

126.1. B opraHmn3auusx co3garoTcs TpaguumoHHble (pyyHbie) n aBTomatusmposaHHble UMC. UMNC ctposTca
Ha ocHoBe PKK, koTopble 06beaguHstoTcsa B kKapToTekun 1 6a3bl (6aHKn) perncTpaumoHHbIX AaHHbIX;

126.2. Npy TpaguULMOHHOW KapTOYHOM perucrtpaumm nedataetcs Heobxoaumoe konudectBo PKK, koTopble
MOryT 06BbEeANHATLCSA B CNPABOYHbIE U KOHTPOSbHLIE KaPTOTEKN;

126.3. cnpaBoYHble KapTOTEeKM AEenATCS Ha ABEe 4YacTu: HEWCMOSHEHHble (nepBas 4YacTb KapTOTEKM) K
MCMOMNHEHHbIe AOKYMEHThI (BTOpas YacTb kapToTekn). PKK cuctematmanpyrotcs no crnedyowmm npusHakam:

npeaMeTHO-BONPOCHOMY UM TeMaTn4eCckomMy (B COOTBETCTBMMN C copepXaHUeM OOKYMEHTOB WUIn C(prOﬁ
OeATEeNbHOCTH, K KOTOpOVI OTHOCATCA JZI,OKyMeHTbI);

Mo HOMEHKnaType [nen opraHusaumn (B COOTBETCTBUM C 3arofioBkaMu [en No HOMeHKnatype pnen
opraHusaumm Unu ux nHaekcamu);

KOPPECMNOHAEHTCKOMY (MO HaMMEHOBAHUSIM WUNN  YCINOBHbIM OOO03HAYEHWsIM OpraHuM3auui, C KOTOPbIMU
BeAeTCH nepenncka);

MO MCNONHUTENSAM (MO CTPYKTYPHBIM NodpasfeneHnsm);

andasuTHOMY (B andaBUTHOM nopsaake damunuii, HaMMeHOBaHUA OO BLEKTOB UK NPeaMETOB);
reorpagudeckomy (N0 HaUMEHOBaHUAM aAMUHUCTPATUBHO-TEPPUTOPUANBHBIX €4UMHUL);
HOMWHanbHOMY (MO Ha3BaHWO BUAOB UMW Pa3HOBUAHOCTEN AOKYMEHTOB);

perncTpaumoHHOMY (Mo NopsiAKy Bo3pacTaHUst permcTpauuoHHbIX HOMEPOB JOKYMEHTOB).

BbiGop MOMCKOBOro Mpu3Haka onpedenseTcs B 3aBMCUMMOCTM OT BWMOOB [OKYMEHTOB M Xapakrepa
MHPOPMALIMOHHBIX 3aMpPOCOB.

I'IepBaﬂ HYacCTb KapTOTEKN CNyXUT And noucka cBedeHun o OOKyMeHTax B npouecce nx UcnosiHeHus. BTOpaﬂ



HacCTb KapTOTEKN CINYXUT Ond NOUCKa NCMNOJIHEHHbIX AOKYMEHTOB.

Mo mepe mucnonHeHunst aokymeHToB PKK ¢ HeoOxogumMbiMKM OTMETKamMu nepemellaroTcs U3 nepBol YacTu
KapTOTEKM B COOTBETCTBYOLLME pa3genbl U pyopuku BTopor. ObsizaTenbHO oamH ak3emnnsip PKK Ha ncnomnHeHHble
OOKYMEHTbI MOMELLAeTCs B CMPaBOYHYI0 KapTOTEKY, CUCTEMAaTU3NPOBAHHYHO MO HOMEHKIaType Aen opraHm3auum (B
COOTBETCTBMM C 3arofioBKamu Aen no HOMeHKnaType Aen opraHu3auumn unu nx uHgekcamm).

127. Y4yeT obbema JoKyMeHToobopoTa OCyLLEeCTBNAETCS B crieAyloLLeM Nopsake:

127.1. noacyeT KoNMYecTBa [OOKYMEHTOB MPOM3BOAMTCA MO PErMcTpPauMoHHbIM chopMam B MecTax WX
perncTpaumu.

3a eQnHuly yyvyeta npuHnmMmaeTcda OOMH 3K3eMnnAaAp OOKyMeHTa. Kaxgpbin OOKYMEHT y4YUTbiBaeTCA OAUH pas.
rlpI/IJ'IO)KeHI/IFl K JOKYMEHTY y4nTbiBatOTCA BMeCTe C HUM KaK OONH OOKYMEHT.

OtaenbHo YYUTbIBAKOTCA MOJTIy4eHHble U CO34aHHble OpFaHVI3aLI,I/Iel7I OOKYMEHTHbI, 06pau.|,eH|/|$| rpaxgaH un
ropnanyeckmnx nuu.

Konuu yunTbiBatoTCs OTAENBHO;

127.2. B opraHusaumm NpoBoguTCs NONHbIA 1 (Mnn) BbIBOPOYHBIN yd4eT obbeMa AoKymMeHToobopoTa (No Bcewn
opraHusaumm, No CTPYKTYPHbIM NoapasfaeneHunsiM, no rpynnam OKYMEHTOB, MO UCTIONHUTENSIM).

Y4yeT n aHanu3 obbemMa AOKyMeHTOObopoTa B OpraHu3auun OCYLLECTBIAOTCS Mog PYKOBOACTBOM ChyXObl
OOY (nuua, otBeTcTBEeHHOro 3a 4OY);

127.3. pe3synbTaThl y4eTa obbema fokymeHToobopoTa obobuatotes cnyxbon JOY (NMUUOM, OTBETCTBEHHBLIM
3a JOVY) 1 npeacTaBnsOTCA PYKOBOACTBY OpraHvW3auuv ansi BbipaboTku Mep Mo COBEpLUEHCTBOBaHWIO paboTbl C
[OKYMEHTaMMU.

MABA 10 .
KOHTPOI1b UCMOJIHEHUA OOKYMEHTOB (MOPYYEHUN)

128. Llenbto KoHTpoOns ABNseTcst obecnevyeHne CBOEBPEMEHHOMO U KAYECTBEHHOIO MCMOSTHEHUS MOPYYEHUN,
3ahMKCUPOBaHHbLIX B [OOKYMEHTax, PacCMOTPEHMS COAEPXaLUMXCHA B [OKYMEHTaX 3amnpocoB, NPeasioKeHUn u
NMPUHATMSA MO HAM PELLEHUI, MOATOTOBKM OTBETOB.

KoHTponto nopnexaTt BcCe 3aperncTpupoBaHHble (BXOASLME, WUCXOASILME U BHYTPEHHUE) LOKYMEHTbI,
KOTOpbIE MO CBOEMY XapakTepy TpPebyroT pelwleHus (oTeeta). Ha kOHTponb MoryT 6GbiTb NOCTABMNEHbI TAKKE YCTHbIE
nopyyeHuns pyKOBOACTBaA.

KoHTponb ocyLecTBAsT pykoBoauTernb (3aMecTuTeNb PYKOBOAMTENS) opraHu3aumum, cnyxba JOY (nuuo,
oTBeTcTBEHHOE 3a [10Y) 1 OTBETCTBEHHbIE UCNOMHUTENN.

Ha koHTponmpyemMbIx AOKyMEHTax NPOCTaBnseTCa OTMEeTKa O KOHTporne.
129. Cpokun UcnonHeHnst OKyMEHTOB (NMOpyYeHUIn) ONPeaEnstoTCs B CriedyoLeM nopsiake:

129.1. CpOKM UCNOSTHEHUSA JOKYMEHTOB (MOPYYEHMIA) UCHUCTIAIOTCA B KarneHAapHbIX AHAX C AaTbl NognnucaHus
(yTBEpPXOEHMS) OOKYMeHTa, a Ons NOCTyNMBLUMX - CO OHS, Criedylollero 3a gHeM perucrpauuu OOKyMeHTa B
opraHm3aumv, €cnuM WHOe He YCTaHOBIEHO HOPMAaTUBHbIMW MNPAaBOBbIMW  aKTaMu, PacropsKEHUSAMU
Mpembep-muHncTpa Pecnybnvku bBenapycs;

129.2. cpoku MCNONHEHMSA JOKYMEHTOB (MOPYyYeHNUin) MOryT BbiTb TUMOBBIMU UNN NHAMBUAYANbHLIMU.

TunoBble CPOKM WCMOSIHEHUSI [OKYMEHTOB (MOpYYeHWiA) yCTaHaBNMBAKOTCA HOPMAaTMBHLIMU NPaBOBbLIMU
akTamu, pacnopsbkeHusmu MNpembep-MuHucTpa PecnyGnvkm Benapyce.

NHanBmnayanbHble CPOKM UCMONHEHUS] JOKYMEHTOB (MOPYYeHUIn) yKasbiBalOTCA B TEKCTE AOKYMEHTa Wnu B
pe3onouun pyKoBOAMUTENS;

129.3. gokyMeHT (MopyyeHue), Ans KOTOpOro TWUMOBOW WNWU WHOUBMAOYaAIbHbIA CPOK WCMONTHEHUA He
YCTaHOBMEH, AOMKEH ObITb NCMONHEH B TeyeHne 15 aHen;



129.4. ecnn KkpanHAA [ata MCNOMHEHUA OOKYMeHTa (NopyyYyeHwus) npuxoouTtca Ha Hepabouui AeHb, OH
OOMXKeH BbITb UCMONHEH He NO3aHee NepBoro creayLwero 3a HUM paboyero gHs;

129.5. ponyckaeTcsi W3MEHEHWEe CPOKOB WCMOSIHEHUS [OOKYMEHTOB (MOpydveHuit). M3ameHeHne cpoka
NCMONMHEHNs1 NMPOM3BOAMTCS NULIOM, YCTaHOBMBLUUM €ro. ApryMeHTMpoBaHHas npocbba MCNOMHMUTENSA O NnepeHoce
CpoKka HanpaBnseTcs NUCbMEHHO (B dpopMe [OKNagHOW 3amnucku) UnmM YCTHO nuuy, YCTaHOBUBLLEMY CPOK, He
no3aHee OOHOW TPeTW CpoKa BbIMNOMHEHUS MOPYYEHUs UNKU Cpasy Xe MNocne NoryyvyeHusa 3afaHus, ecrnv UHoe He
YCTaHOBMEHO HOPMAaTMBHbLIMU NMPaBOBbLIMK akTaMu, pacnopskeHuamu MNpembep-muHncTpa Pecnybnukn benapyce.
MN3meHeHne LOOKYMEHTUPYyeTCA: NpoCTaBNAKTCA HOBBbIM CpPOK, AaTa nsamMeHeHnAa n noanmuco. MN3mMeHeHns BHOCATCA B
perncTpaumoHHble opMbl.

130. WcnonHeHne [JOKyMeHTa (MOpy4YyeHUsl) MOXeT ObiTb MNOPYYEHO HECKOSIbKUM  UCMOSTHUTENSIM.
WMcnonHutenb, ykasaHHbIA NEpBbIM, SBNSETCA OTBETCTBEHHbIM MCMOMHUTENEM UM OTBEYaeT 3a CBOEBPEMEHHOE U
KauyecTBEHHOe WCMoNHeHne 3adaHus B UenoM. OTBETCTBEHHOMY WCMONHUTENO NpPeAoCTaBnsieTcss npaBo
KOOPOVHUPOBATbL M KOHTPONMpPOBaTb OEWCTBUA MCMOMHUTENEN: co3biBaTh coBellaHus, TpeboBaTe HeobxoanmMblie
maTepuarnsl, 4aBaTb NOPYYEHMs] U OCYLLIECTBNATb MHble HEOBXOAUMbIE AN UCMOMNHEHUS 3a0aHNA OeNCTBUS.

131. OpraHunsauns KOHTPOMS UCMONHEHNS OCYLLECTBNAETCH B CrieAyloLeM NopsakKe:

131.1. cuctema KOHTPOMs UCNOMHEHUS BKMOYaET:

y4YeT KOHTPONMPYEMbIX JOKYMEHTOB (MOPYYEHUI) N UX CBOEBPEMEHHOE AOBEeAEeHWE 00 UCMONHUTENEN;
KOHTPOSb 32 CPOKaMW UCMOSTHEHUS;

NpOBEpPKY U perynvpoBaHne Xoaa UCMOMNHEHUS, CHATUE AOKYMEHTOB (MOPYYEHWIN) C KOHTPONS;

yyeT U OTYETHOCTb O pe3ynbTaTax UCMOMHEHUS;

OLEHKY COCTOSAAHMWS NCMONMHUTENBbCKOW ANCLUNMNHDI;

131.2. yyeT KOHTpONMpPyeMbIX [OOKYMEHTOB (MOpPYyYeHUA) U KOHTPOMNb WUCMOMHEHUS CTPOATCA Ha OCHOBE
perncTpaumoHHbIX AaHHbIX, OTpaKeHHbIX B PKK;

131.3. ak3emnnapsbl PKK, 3anonHsemble npyu perncrpauum AOKYMEHTOB, MCMOMb3YTCA Npu (hOpMUPOBaHMM
KOHTPOSbLHOW KapTOTEKM.

Ha oguH KOHTpOﬂMpyeMbIVI LOOKYMEHT MOXeT ObITb 3anonHeHo Heckonbko PKK B COOTBETCTBUM C YMCIIOM
UCnonHUTenNen, 3agaHun unm pa3fnmn4HbIMM CpOKaMWn WUCNOJTHEHUA. |_|pl/l HECKOJIbKMX uncnonHutenax, oanH wus
KOTOPbIX Ha3Ha4YaeTCA OTBETCTBEHHbIM, PKK 3anonHsieTcs Tonbko Ans nepengayvn UCNOJNHUTEN, HasHa4eHHoOMY
OTBETCTBEHHbIM.

YCTHOe nopy4yeHne pyKkoBoauTend, NocTaBfeHHOe Ha KOHTPOIb, Takke dgukeupyeTcs B PKK, sanonHsaemon B
Heo6Xx04MMOM KONMYECTBE 9K3EMMIIAPOB;

131.4. ogun ak3emnnap PKK octaetca B cnyxbGe KOHTPONS U MOMELLAETCH B KOHTPOSIbHYIO KapTOTeky,
BTOPOWN NnepeaaeTcs UCMOMHUTEMNO BMECTE C JOKYMEHTOM;

131.5. PKK rpynnupytloTcs B KOHTPOSbHbIX KapToTekax no pasgenam, COOTBETCTBYIOLWMM 4YUCAY AHEWN
MecsiLa, COrnacHoO YCTaHOBIIEHHbIM CPOKaM MCMONTHEHNSI AOKYMEHTOB (MOPYYeHWIA), N0 UCXOAALNM AOKYyMEHTaM -
COrNacHo OXxugaembiM gaTam NofyyYeHust OTBETOB.

PKK ¢ nepcnekTuBHbIMU U NMPOCPOYEHHBIMU CPOKaMU UCNONTHEHUA OOKYMEHTOB (nopyquMﬁ) rpynnmpyroTcAa B
CaMOCTOATENbHbIE pa3erbl KOHTpOJ'IbHOIZ KapTOTEKWN.

B KOHTpOMbHONM KapToTeKke MOryT BblAENATbCA AOMNOMHUTENbHbIE pasdensl U pybpukn ans cuctematTusauum
PKK no ncnonHutenam v rpynnam 4OKYMEHTOB;

131.6. kapToTeka exeAHEeBHO MNPOCMaTpMBAETCHA KOHTPOSbHOW CcnyX6on C uenso WHGOPMUPOBAHUSA
PYKOBOAMUTENS U UCNONHUTENEN O NPUBNMKEHUN (MCTEYEHUN) CPOKOB UCMNOMHEHMS AOKYMeHTOB. [peaynpexaeHne
NCMNONHUTENEN OCYLLECTBIAETCH 3a 2 - 3 AHSA 40 UCTEYEHUSA YCTAHOBINIEHHOMO CPOKa;

131.7. OOKYyMEHT (NnopyyeHue) CHMMaeTCs C KOHTPONSA MOocCre ero WCMOSIHEHUS, MNOATBEPKAEHHOro



OOKYyMEeHTallbHO.

CBuoeTenbCTBOM MWCMOMHEHUSA [OOKyMeHTa (MOopyyeHus) SBNSIETCA MOATOTOBIIEHHbLIN WUCMOMHUTENEM U
MOANUCAHHBLIN PYKOBOAWUTENEM WUMN MHBIM YMONTHOMOYEHHBIM NULOM WUCXOOSALWUA WU BHYTPEHHUA OOKyMeHT. B
criyyae OTCYTCTBUS [OOKYMeEHTa, CBMAETENnbCTBylLWero o6 WCMOMHeHWW, KpaTkne cBefeHuss 06 MCNOoSHeHuu
dukecupytotes ucnonHutenem B PKK.

Ha ucnonHeHHOM OoKymeHTe ogopMIisieTcs oTMeTKa 00 WCMONMHEeHWW AOKYMeHTa W HanpaBneHuu ero B
Oeno;

131.8. kapTouka ¢ WH(popmaumen, xapakTepuayloLen MUCnonHeHne, NpeacTaBnseTca OTBETCTBEHHOMY 3a
KOHTPOIb AN NPOBEPKU UCMOMHEHUS U CHATUSA AOKYMEHTa (MOpyYeHUs1) C KOHTPONS.

Mpv HeKa4YeCTBEHHOM WCMOMHEHNUN JOKYMEHT (MOpyYeHME) C KOHTPOIS He CHUMAETCs U NepexoauT B paspsa
HEe UCMOSTHEHHbIX B CPOK;

131.9. uHcpopmaums o pesynbraTtax UCMOMHEHUS OOKYMEHTOB (MOpy4eHMn) nepuogmdeckn obobuiaetcsa u
O0BOANTCA A0 CBEAEHMUS PYKOBOACTBA;

131.10. KOHTpObHbIE AEACTBUS MOMYT OCYLLECTBATLCA C Ucnonb3oeaHnem AC JOY.

rMABA 11
COCTABINEHME HOMEHKNATYPbI OEN

132. YcrtaHaBnuBatoTcs YyeTblpe BuMAa HOMEHKNnaTtypbl Aes. TunoBad, NpuMepHad, HOMeHKnatypa aen
opraHusaumm, HOMeHKnaTtypa ey CTpyktypHOro nogpasgeneHus.

TunoBasa HOMeHkNaTypa Oen ycTaHaBnuBaeT TMNOBOW COCTaB Aefl C eAUHOW CUCTEMOW uHAekcauuum u
YHUPULMPOBAHHLIMK  3arofioBKaMn AN OOHOPOAHbLIX MO XapakTepy [AesaTenbHOCTU opraHusauui u HOCUT
obsi3aTeNbHLIN XapakTep.

MpymMepHas HOMeHKnaTypa Aen ycTaHaBnMBaeT NMPUMMEpPHbIE COCTaB M MHAEKCHl Aen Ans OAHOPOAHbLIX MO
XapakTepy OeaTenbHOCTU OpraHu3aUmin 1 HOCUT peKOMeHAaTeNbHbIN XapakTep.

HomeHKnaTypa gen opraHnsaunm yCtaHasiMBaeT COCTaB Aes U MHAEKChbl ger, 3aBoAnMbIX B OpraHn3aumn B
aenonpon3BoaCcTBEHHOM (KaﬂeH,El,apHOM) rogy, C ykasaHmem CpOKOB UX XPaHEHUA N ABIAETCA obsi3aTenpHOM Ans
NnpUMEeHeHus.

HomeHknaTypa gen CTpyKTypHOro nogpasfenieHnst ycTaHaBvMBaeT COCTaB Aen U MHAEKChl Aerl, 3aBOAUMMbIX
B CTPYKTYPHOM TMoapasferieHuy opraHvsauuv B [OenonpoM3BOACTBEHHOM (KarieHZapHOM) rogy, C ykasaHuem
CPOKOB UX XPaHEHUSI U CIYXUT OCHOBOW AJ1sl COCTaBMIEHWUsI HOMEHKIaTypbl Aer OpraHn3auum.

133. TunoBble N NpuMepHble HOMeHKNaTypbl Aen paspabatbiBatoTca cnyxbamu JOY opraHoB ynpaBneHus
(BblLLECTOSALLMX OpraHn3aunii), NoaBeAOMCTBEHHAs CETb KOTOPbIX BKIKOYAET psg OAHOPOLHbIX OpraHu3aLmi.

TunoBble U NpUMepHblIE HOMEHKMATypbl Aer, paspabaTbiBaemble roCyAapCTBEHHbIMU OpraHamu, WHbIMM
opraHusauusiMi, noduMHeHHbiMu lMpaBuTtenbcTBy Pecnybnvkvu Benapycb, yTBepXdalTcsl MX PYKOBOAMTENSIMU
nocrne cornacoBaHus ¢ LIOK cooTBeTCTBYIOLWErO OpraHa ynpaeneHust (opraHusauum) n pecrnyonnkaHCKUM opraHoMm
rocy4apCTBEHHOTO yrnpaBfieHns B cdhepe apXMBHOIO Aeria U 4enonpounsBoacTea.

Tunosble npumMmepHble HOMEHKNnaTypbl Aen, pa3pa6aTb|BaeMb|e opraHn3auunamun, ABnAOLLMMUCA
MCTOYHMKaMKMN  KOMMIIEKTOBaHMA TOCyAapCTBEHHbIX apxXMBOB, YTBepXAdakTCcA WX pyKoBoOOAUTENAMWU nocne
cornacoBsaHuA C L|,3K ATNX Opl'aHVI3aU,VIl7I M COOTBETCTBYHOLWNMUN TOCyAapCTBEHHbIMU apXmnBaMu.

TunoBble 1 NpuMepHbIe HOMEHKNAaTypbl Aen, pa3pabaTbiBaeMble opraHM3aLmsMu, He YKasaHHbIMW B 4acTsaX
BTOPON M TpeTben HaCTOosILLEero MyHKTa, YTBEpXOalTcs UX pykoBoauTenamu nocrne cornacoBaHusa ¢ LIOK atux
opraHmsauuin.

B TUNOBBIX M MPMMEPHbIX HOMEHKMNaTypax Aen CPOKU XpaHeHMsl Oen YyKasblBalTCs B COOTBETCTBMM C
TpeboBaHusaMu nognyHkTa 149.4 nyHkra 149 HacTosien MHCTpyKuuu.

134. HomeHknatypa gen opraHusaumMmM COCTaBMSIETCS B KaXOOW OpraHuM3auun Hes3aBMCMMO OT Hanmuus



TUMOBOW MUNn I'IpI/IMepHOVI HOMEHKInaTypbl gen.

Mpv cocTaBneHWn HOMEHKNaTypbl Aer opraHM3auny Ha OCHOBE TWUMOBOW HOMEHKNaTYpbl AeNn MHAEKCbl aen,
3arosioBOK KaXZJoro ferna v Cpoku XpaHeHusl fief NepeHocsTcs B Hee 6e3 3MEHEHMWIA.

Mpu cocTtaBneHUM HOMEHKNATYypbl Aern opraHnsauMu Ha OCHOBE NPUMEPHON HOMEHKMaTypbl Aen WHAEKChI
BKIIOYaeMbIX B Hee [Aen npucBamBaloTCsd C YY4eTOM NPUHATBIX B OpraHusauuv npasun vHAekcauuu aen B
COOTBETCTBMU C TpeboBaHuAMK nognyHkTa 149.1 nyHkra 149 HacToswen NHCTpyKumn.

I'IpM ncnosnb3oBaHn l'lpVIMepHOVI HOMEHKNnaTypbl gen no oAgHOMY €€ 3aroJjioBky B HOMEHKnartype pnern
opraHunsauunm gonyckaetcd npegycmatpuBatb HECKOJIbKO 3arojfioBkOB feJ1, a 3arojyioBkym pgersi ¢ ognHakoBbIMU
CpOKaMWn XpaHeHud, BKIMKYEHHble B MPUMEPHYK HOMEHKNnaTtypy nen, AonyckaeTcAa o0beanHATb U BKMAO4YaTb B
HOMeEHKNaTypy Aen opraHn3aunm Kak oguH 3arosfioBok.

135. B agenonpon3sBoacTteBe HOMEHKNnatypa Agen opraHn3aunm ncnosib3yeTcd And rpynnmpoBKU UCMOJTHEHHbIX
OOKYMEeHTOB B [Jelila, cucremMartmsaumn, WHAeKcauum wn ydeta p[en, onpeneneHna CpoKOoB WX XpaHEeHUA.
HomeHKnaTypa Aen opraHun3auunnm ABIdeTcAd OCHOBOW 15 COCTaBfeHnUs onucen fen MOCTOSHHOrO, BpeEMEHHOro
(CBbILlJe 10 J'IeT) XpaHeHua n Mno JIN4YHOMY COCTaBYy, a TakKXe akToB O BblAeJieHUN K YHUYTOXEHUO OOKYMEHTOB U
aern, He noaneXxawmnx XxpaHeHuto.

B apxmBe opraHusaumu HOMEHKnaTypa Aen opraHusauumn ucnonb3yetcsd Ana yyeTa gen spemexHoro (go 10
neT) XpaHeHwus.

136. HomeHmaTypa aen opraHun3aunnm COoCTaBJIAETCA Ha pena BCEN opraHmsauunmn, HOMEHKnaTtypa pnern
CTPYKTYPHOro nogpasaerieHna CoCTtaBideTCA Ha Aella KaXaoro CTpykKTypHOro nogpasaerieHna opraHmn3auumun.

137. HomeHknatypa gen opraHusauum coctasnsietcs cnyx6on JOY (nvuom, otBeTcTBeHHbIM 3a OOVY) no
dopme cornacHo NpUNoXeHuto 3 Ha OCHOBE HOMEHKNaTyp AeNn CTPYKTYPHbIX NoApasaeneHuii.

HomeHknaTypa gen opraHusaummu COCTaBMSIETCSA €XerogHo, noanuncbiBaeTcs pykoBoautenem cnyxotsl JOY
(nuuom, oteBeTcTBeHHbIM 3a [OY), cornacoBbiBaeTCs C PYyKOBOAUTENEM apxuBa opraHmsaumu (nuuom,
OTBETCTBEHHbIM 3a apxuB), LUOK wnm akcneptHow komuccumen (ganee - 3OK) opraHusaumm u yTBepxgaetcs
pyKOBOAMTENEM OpraHusauum oo 1 sHeaps roga, Ha KOTopbI COCTaBrieHa.

138. HomeHknatypa fgen opraHusaumv MOAMEXUT COCTaBMEHUMI0 Ha TeKylWWuih rod npuv co3gaHuuM HOBOW
opraHusaumm, a Takke MNEpPecOoCTaBMEHUIO MPU 3HAYUTENbHBbIX U3MEHEHMSIX B CTPYKTYpe U (Mnun) dyHKUMAX
(HanpaBneHuax OesATeNbLHOCTM) OpraHM3aunn.

139. HomeHknaTypbl Oen opraHu3auun, SIBRSIOWMXCS WMCTOYHMKAMM KOMIMIIEKTOBaHMS pecnybrmKaHCKnx
rocygapCTBEHHbIX apXMBOB, COMNAacoBbLIBAtOTCHA C COOTBETCTBYIOLLMMMW rOCYAapCTBEHHBIMU apXyBaMu.

HomeHknaTypbl Aen opraHusauuii, SBMsOLWMXCA UCTOYHMKAMWU KOMMIEKTOBaHMUA 0BNacTHbIX U 30HanbHbIX
rocyQapCTBEHHbIX apXMBOB, COINAacoBLIBAKOTCA C COOTBETCTBYHOLUMMMW [OCYAapCTBEHHbIMU apxuBamu, a no
PeLUeHNo CTPYKTYPHbIX NoapasgeneHuin no apxvMeam W OenonpousBoAcTBy o6nacTHbix (MUHCKOro ropofckoro)
UCMONMHUTENbHBIX KOMUTETOB - C COOTBETCTBYIOLUMMM CTPYKTYPHbIMU MoAapasgeneHusiMM Mo apxuBam U
AenonpoussoAcTBy 06nacTHbIX (MUHCKOrO ropoAcKoro) UCNoSIHUTENbHbLIX KOMUTETOB.

HomeHknaTypbl [Oen opraHusauui, He SBMSOWMUXCA MCTOYHUKAMMW KOMMIEKTOBaHUA rOCYAapCTBEHHbIX
apX1BOB, cornacoBbiBatoTcs ¢ LIOK BbIlLECTOSLMX OpraHu3auunii (Mpy nx Hamu4unm).

HomeHknaTypbl gen opraHusauuin, YykasaHHble B 4acTsax MepBOM - TpeTbel HacTosALWero MnyHKTa,
COrNacoBbLIBAOTCA OAMH pa3s B NATb JeT, a Takke Nocne 3HaYnTenbHbIX USMEHEHUI B CTPYKTYpe U (Mnn) PyHKUUSAX
(HanpaBneHnsAx AeATenbHOCTM) OpraHn3aumm He3aBncMO OT CPOoKa NpeablayLLero cornacoBaHus.

140. HomeHknaTypbl gen opraHvsauun, noanexaiume COrnacoBaHUKO C roCyLapCTBEHHbIMU apxvBamu B
COOTBETCTBMM C TpeboBaHMsaMK YacTeln nepson u BTopon nyHkta 139 HacToswen WMHCTpyKuuKn, COCTaBnaTca B
Tpex ak3emnnspax. [lepBbi 9Kk3eMnnsap HOMEHKnaTypbl Aen opraHu3daumm xpaHutca B cnyxbe OOY (y nuvua,
otBeTcTBeHHoro 3a [OY), BTOpoW nepegaeTcss B apxXvB OpraHu3auuun, TPeTUn - B FOCYOapCTBEHHbIA apXuB,
NCTOYHMKOM KOMMMEKTOBAHNSA KOTOPOro ABNSAETCHA OpraHu3aums.

HOMeHKJ'IaTypr aen OpFaHVISGLI,VIIZ, noaneXxawine cornacoBaHUo CO CTPYKTYPHbIMU nogpasgeneHnamm no
apxmeaM n gernonpon3soacTBy 06nacTHbIX (MVIHCKOFO FOpOD,CKOI'O) NUCNOJTHUTEJIbHbLIX KOMUTETOB B COOTBETCTBUN C



TpeboBaHusMM YacTu BTopor nyHkTa 139 HacTosiwen NHCTpyKLmMK, COCTaBnaTCA B Tpex akdemnnspax. [lepsbin
3K3EeMMMsp HOMEHKNAaTypbl Aen opraHusauum xpaHutca B cnyx6e JOY (y nuua, otBeTcTBEHHOro 3a JOY), BTOpOn
nepegaeTcsi B apxvB OpraHv3auunu, TPeTUn - B CTPYKTYpHOE nogpasferieHne no apxvBam M OenonpousBoicTBY
obrnacTtHoro (MuHCKOro ropogcKoro) UCMOMHMTENBHOIO KOMUTETA Afsi COrfacoBaHuWs, a Nocrie CorfacoBaHus - B
rocygapCTBEHHbIV apXmB, UCTOYHMKOM KOMMIEKTOBAHWUS KOTOPOro SABMSETCH OpraHmM3auus.

HomeHknaTypbl Aen opraHusaumin, nognexaiwue cornacosaHuio ¢ LISK BblwecToawmx opraHusauuin B
COOTBETCTBMU C TpeboBaHMAMWU 4acTu TpeTben nyHkta 139 Hactoswen WMHCTPyKUMKM, COCTaBMSOTCA B Tpex
ak3emnnspax. [lepBbl 3K3eMnnsAp HOMEHKNaTypbl Aen opraHu3aumm xpaHutca B cnyxbe OOY (y nwuua,
oTtBeTcTBeHHOro 3a [10Y), BTOpou nepefaeTcs B apxvB opraHn3aumu, TPETU - B BbILLECTOSALLYIO OpraHu3aLuio.

HomeHknaTypbl Oen opraHv3auuii, He MoAnexaluMe COrnacoBaHWi0 C ToCyAapCTBEHHbIMU apxvMBamu,
CTPYKTYPHbIMW NoApasgeneHusMuM No apxuBaMm W [enonpou3BoAcTBY obnacTHbix (MWHCKOrO ropopackoro)
NCNOMHUTENbHBIX KoMuTETOB, LIOK BbILECTOSILMX OpraHu3aLuii, COCTaBnsTCS B ABYX 3k3eMmnnspax. lepsbii
3K3eMNNsap HOMEHKNaTypbl Aen opraHusaummn xpaHutcs B cnyxbe JOVY (y nuua, otBeTcTBeHHOro 3a [OY), BTopon
nepefaeTcsl B apxvB OpraHusauum.

141. lMocne yTBEPXOAEHNA HOMEHKNAaTypbl A€l opraHun3aunn m3 Hee JenaroTCA BbINMUCKKM NOo pasgenaMm.
SaBepeHHble B YCTaHOBJIEHHOM TMOpdAAKe BbIMMCKXM M3 HOMEHKNaTtypbl Aen opraHn3auum nepenarTcda B
CTPYKTYPHbI€ nogpasgernieHna opraHnsaunm anda Ucnosib3oBaHnAa npu (*)OpMI/IpOBaHI/II/I n ydyete aen, 3aBogMMbIX B
ATUX CTPYKTYPHbIX noAapa3aeneHunax.

,El,onyCKaech BMECTO BbINMMCOK W3 HOMEHKNnaTtypbl el opraHun3aunnm WnCnofib3oBaTb J3J1IEKTPOHHOE
0To6pa>|<eH|/|e HOMEHKnaTypbl gen opraHndaunn, OCTyn K KOTOPOMY MMEKT BCe pa6OTHI/IKVI opraHusauuu.

142. HomeHknaTtypbl en CTPYKTYPHbIX NoApa3feneHuii CoCTaBnatoTcs No opme cornacHo NpunoXeHuto 4.

HomeHknaTypa Aen CTPYKTYpPHOro noapasfeneHns CornacoBbiBaETCA PyKOBOAUTENEM apxumBa opraHvu3aumm
(nuom, oTBeTCcTBEHHbIM 3a apxuB), OK 9TOro nogpasgeneHusd (Mpu ee HamuMuuu) W nognucbiBaeTcs
pyKOBOAWTENEM CTPYKTYPHOTO noapasferieHuns.

143. npl/l Hann4mm B opraHunsauunm obLLecTBEHHOM OopraHunsaumm ee HOMEHKInaTtypa eyl coCtaBlidAeTca no
¢>opme cornacHo npunoXxeHuw 4. [ena obLecTBeHHOM opraHunsaumn BKIHOYAKTCA B KOHeL HOMEHKNnaTypbl Oern
opraHunsaunm camMmoCTodATesIbHbIM pa3aeriom.

144. Tlpn cocTaBneHUN HOMEHKNaTypbl AeN OpraHM3aunyM UCMoNb3ylTCS YCTaB opraHusaumun (NornoxeHne o
Hen), MONOXEHNS O CTPYKTYPHbIX NoAapasfeneHunsx, CTPYKTypa U WTaTHas YMCMEeHHOCTb, LTaTHOe pacnucaHue,
nnaHbl U OT4eTbl O paboTe opraHu3aunyM U CTPYKTYPHbIX NOApasfeneHuin, UHCTPYKUMSA Mo Aenonpou3BOACTBY B
opraHmsaumm, OOMKHOCTHble (paboune) MHCTPYKUUM paboTHWKaM, TUMOBbIE U MPUMEPHbIE HOMEHKNATypbl Aen,
HOMEHKNaTypbl Aern opraHu3auuun 3a npegbigyline rofbl, HOpMaTBHbIE NPAaBOBbIE aKThbl, JIOKanbHbIE NpPaBoOBble
aKkTbl, YyCTaHaBnuBawLME MepeyvYeHb TUMOBbIX [OKYMEHTOB, OOpasylowmxcsd B npouecce OeATerbHOCTU
rocy0apCTBEHHbIX OpPraHoB, MHbIX OpraHusauuMn U HAMBWAYyarnbHbIX NPeanpuHMMaTenen, ¢ ykasaHuem CPOKOB
XpaHeHus n (Mnu) nepedHn AOKYyMEHTOB, obpasylolmnxcsa B npouecce AeATENbHOCTU rocyAapCTBEHHbIX OpraHos,
MHbIX TOCYAAapCTBEHHbIX OpraHu3auui M NOAYMHEHHbIX UM (BXOASALWMX B COCTaB, CUCTEMYy) OpraHoB W (unu)
opraHusauuin, C ykasaHWeM CPOKOB XpaHeHWs, a Takke nepeyHu [OOKyMEeHTOB, obpasyrolmxcsa B npolecce
AeATEeNbHOCTM HerocyapCTBEHHbIX OpraHusauui M MOAYMHEHHbIX WM  (BXOAAWMX B COCTaB, CUCTEMY)
opraHusauun, c ykasaHnem CpOKOB XpaHeHus (ganee - nepeyHu), y4eTHo-perncTpaumnoHHblie popmbl, CnpaBoYHbIe
kapToTeku. M3yyalTca cocTas, KOMMYECTBO W codepaHue OOKYMEHTOB M Aen, obpasylowmxca B npouecce
OEeATenbHOCTN opraHusauun.

145. B HoMeHKknaTypy Aen opraHM3auumn BKITHOYAKTCA 3arofloBKU Aen NOCTOSIHHOro, BpeMeHHoro (cBbiwwe 10
net) n BpemeHHoro (0o 10 neTt) xpaHeHus, B TOM YMCME YYETHO-PErmMCTPaLMOHHbIX POPM (KYpHamoB, KHUT) U
CMpaBOYHbIX KapToTeK, MHPOPMALMOHHBLIX PECYPCOB.

B HOMEHKNaTypy Aen opraHmsaunn TakXxe BKINOYaKTCA 3arofioBkM aen ¢ AOKYMEeHTaMy, 06pa3yrou.|,v|M|/|c;| B
npouecce gedaTteflbHOCTU KoJnernanbHbIX OpraHoB, KOMUTETOB U KOMUCCUN.

B HoMmeHKknaTypy Oen opraHu3auuu He BKMovaloTcs HauMoHanbHbIN peecTp npaBoBbIX akToB PecnyGnuku
Benapycb 1 gpyrme cGopHUKM HOPMAaTMBHbLIX MPaBOBbIX aKTOB, NeYaTHbIe N3aHWUsl, BCriomMoraTesibHble JOKYMEHTbI.

146. CTpyKTYpHBIMW 3NieMeHTaMn HOMEHKNaTypbl Aen OpraHM3auny SBAsTCA pasgens! (nogpasaenst).



147. HomeHknaTypa [en opraHu3auuu cOCTaBnsieTcs Mo CTPYKTYPHOMY MpuHUMNY (B COOTBETCTBUM C
YTBEPXKOEHHOW 1 OTPaXXEHHOW B LUTATHOM pacnucaHuy CTPYKTYpOr opraHnsauum), yHKLMOHaNbHOMY NpUHUMNY (B
COOTBETCTBUM C  yMpaBlieHYeckUMU yHKUMAMKU  (HanpaBlieHWsIMM  OeSTENbHOCTU)  opraHusaumMu)  unu
CTPYKTYPHO-(PYHKLUMOHANbHOMY MPUHLUMMY (B COOTBETCTBMM CO LUTATHbIM pacnucaHueM, YnpaBreHYeCKUMU
hyHKUMSIMU (HanpaBrieHVsIMK OesTelIbHOCTM) opraHu3aumm).

B 6eCCprKTyprIX opraHmsauunax, a TakkKe B opraHm3aumax ¢ 4Yacto MeHsIoLLencs CprKTypOIZ
HOMEHKNnaTypa aen opraHn3aunn coctaBndaeTcs no d.)yHKLI,I/IOHaJ'IbHOMy npuHUnny.

HasBaHvsiMu pasgenoB (nogpasferioB) HOMEHKNAaTypbl e opraHu3auun, COCTABIIEHHOM MO CTPYKTYPHOMY
NPUHLMMY, SBNSIOTCS HAMMEHOBAHUSA CTPYKTYPHbLIX NoApasfaeneHnii opraHusauum.

HassaHnsmn pasgenoB (mogpasgenoB) HOMEHKNATypbl el opraHvsauuu,  COCTaBfeHHOM Mo
YHKUMOHANBHOMY NPUHLMMY, SBNAIOTCA ynpaBneHyeckne yHKUMU (HanpaBneHns AeaTenbHOCTN) opraHn3aumm.

HasBaHusiMm pasgenoB  (nodpasferioB) HOMEHKNaTypbl  [Aen  OpraHu3auuu, COCTaBIIEHHOM Mo
CTPYKTYPHO-(PYHKLUMOHANBEHOMY NMPUHLMIMY, SIBIAIOTCA HaMEHOBAaHUSI CTPYKTYPHbIX NodpasgereHnit opraHnsauum
W ynpaeneHyeckne pyHKUUM (HanpaBneHns 4esTeNlbHOCTM) opraHusaumu.

HanmeHoBaHus OpraHoB YynpaBlieHMA W KOHTPOJIbHbIX OpraHoB opraHu3auun B nopsaake 3Ha4YMMOCTU
YyKa3blBalOTCA B Ha4yane HOMeHKNnaTypbl Oen opraHun3aunn B KadeCTBe CaMOCTOATENbHbIX pa3nerioB
(nogpasgenos).

Mpu OTCYTCTBUM B OpraHu3aLMu OpraHoB YMNpPaBIieHWs U KOHTPOSbHLIX OpPraHoB B MEPBbLIN pa3gen
HOMEHKNATYypbl Aen opraHu3auun BKMYarTes gena cnyxos JOY.
YacTtb nckntoyeHa ¢ 1 nwons 2024 ropa. - NMoctaHosneHne Muntocta ot 30.04.2024 N 25.

148. HomeHknatypa gen opraHusauuu ocopmmseTca Ha obuiem 6naHke opraHuM3aumMu UM YMCTOM fUCTe
O6ymaru ctaHgapTHoro cpopmata A4.

149. 'padbbl HOMEHKNATYpbI AN OpraHM3auun 3anosHAKTCA B CrieayoweM nopsiake:
149.1. B rpacde 1 HOMEHKNATYpbl AEN OpraHu3auun ykasbiBalTCs MHAEKCHI Aen, obo3HavYaemMble apabckumm
uncdpamn. MHgekc gema coctouT M3 HOMepa pasgena (nogpasgena) HOMEHKnaTypbl Oen opraHu3aumm u

nopsiAKOBOro HoMepa Jerna B npedenax AaHHoro pasgena (nogpasgena).

Homep pasgena (nogpasgena) v NopsakoBbI HOMEP dena B npefernax AaHHOro pasgena (mogpasgena)
pasgenseTca geducom.

NHpoekcbl gen, B KOTopble MOMELLEHbI JOKYMEHTbI, COAepXKalume cryxebHyo nHdopmaumo orpaHUYeHHOro
pacnpocTpaHeHnss WM WHgopMaunio, COCTaBNSAOLLYI KOMMEPYECKYID TaWHy, OOMOMHATCS 4Yepe3 pedmc
COOTBETCTBEHHO CTPOYHbIMU NuTepamu "acn" unu "Kt" B nopsiike, yCTaHOBMIEHHOM aKTaMu 3aKkoHoA4aTenbCTBa.

CocTaBHble YacTu MHOEKCa fgena, CoCTosALWmMeE N3 ogHom apabckor Lundpbl, gonyckaeTcst AONOMHATL Lndpon
IIOII'

Hena, B KOTOpbIe rpynnmpyroTCcA OOKYMEHTbl NO BOMNpoCaM, pa3pellaeMbiM B TedeHune OBYX U bonee nert
(nepexo,u,ﬂu.l,vle ,u,ena), BKIMHOYAKTCA B HOMEHKINaTypy Aen opraHn3auum cnenyrulero roga nog 1eM e MHOeKCOM.

B KoHUe kaxgoro pasgena (nogpasgena) HOMEHKNaTypbl e opraHM3auuy npeaycMaTpuBaloTcs pe3epBHblie
MHOEKChI AN He3annaHMPOBaHHbIX Aerl, 3aBOAMMbIX B TeYEHWe roda;

149.2. B rpache 2 HOMeHKNaTypbl Aen opraHM3auuun ykasbiBalOTCA Ha3BaHMS pasfernoB (nogpasgernos) u
3arosfioBKM gen.

3aronoBok gena gOMmKeH COOTBETCTBOBATb coaepXaHn U CoCTaBy BKIllO4aeMbIX B HEITO AOKYMEHTOB, ObITb
KPaTKUM, KOHKPETHbIM U OOCTYMNMHbIM ONA BOCNPUATUA.

B cocTaB 3aronoBka Aena BKMOYalOTCS yKasaHve Buaa 3aBoAMMOro Aena (OOKYMEHTbI, nepenvcka, Aeno)
nnu Buaa (pasHoOBMAHOCTN) AOKYMEHTOB M Ha3BaHWe TeMbl (cogepxaHve) gena.

B 3aronoBku onpeneneHHbIX KaTeFOpMVI aen AonoJIHUTENbHO BKITHOYAKTCA:



YKasaHune aBTopa [OOKYMEHTOB (I'IOJ'IHOG, COKpalLleHHoe w1 BMOAOBOE HauMMeHOBaHME oOpraHunsauuu,
CTPYKTYPHOro nogpasaeneHuna nnm HammeHosaHmne OOJIKHOCTU CryXKallero nuua, nsgarouiero JJ,OKyMeHTbI);

yKasaHue agpecaTta UIn KOppPecrnoHAeHTa AOKYMEHTOB (HavMeHOBaHWe opraHusaummn unm nvua, ¢ KoTopbim
BedeTCsi nepenucka);

reorpacbmquKoe Ha3BaHMe HacCelneHHOro nyHkKkta wnn TeppuTtopumn, C KOTOpOIZ CBA3aHO cofepxaHune
OOKYMEeHTOB fena,

AaTtbl (I'IepI/IO,CI,), K KOTOPbIM OTHOCUTCA coaepXaHne OOKYMEHTOB Aerna;

yKasaHue Ha KOMUNHOCTb JOKYMEHTOB, BKMIOYEHHbIX B Aero. B koHue 3aronoBka CTaBUTCHA TOYKa, nocne
KoTOopon ykasbiBaetcs crnoso "Konua" unu "Konun".

TepMuH "[JoKyMeHTbI" NCNOMb3yeTCs B 3arofioBke Aena:

npy rpynnupoBke B [en0 pasfnuyHbiX BWAOB [OOKYMEHTOB MO OAHOMY BOMPOCY, HE CBA3a@HHbIX
nocnenoBaTenbHOCTLIO Aenonpon3BoacTea. B koHUe 3aronoBka B CkODKax ykasblBalOTCA ABa-TPY OCHOBHbIX BuAa
(pa3HoBMOHOCTEN) AOKYMEHTOB, BKIMOYEHHbIX B AENO0;

npu ob0beguHeHun B 0gHOM Aene ,EI,OKyMeHTOB-FIpI/IJ'IO)KeHVIﬁ K OOKYMEHTY uUnu rpynne oKyMeHTOB.

Tepmun "[eno" wucnonb3yeTcs B 3arofioBke Jena npy obbeavHeHuM B Aene  pasnuyHbiX BUOOB
(pasHoBMOHOCTEN) OOKYMEHTOB MO OOHOMY BOMPOCY, CBA3AHHbIX MOCNE40BaTENBbHOCTBIO €r0 PELLEHUs, a Takke B
Ha3BaHUAX NNYHBIX, CyAe0HbIX, apOUTPaXKHbIX, MEHCMOHHbIX, aTTECTAUMOHHbIX AEN.

B 3aronoekax gen c ﬂepeHMCKOVI YKa3blBalOTCA KOppPECnoHAEHT WM KoppeCnoHAeHTbl, eClin nepenncka
Begetcd ¢ OoOgHMM, OBYMA UMK Tpemsa KoppecnoHgeHTamMu, U coaeplkaHue BOMnpoca, Nno KOTOpOMy BedeTcA
nepenuncka.

Ecnu nepenncka Beaetcs ¢ 6ornee 4em TpemMsi OGHOPOAHbLIMY KOPPECMNOHAEHTAMUN, OHM MOTYT OblTb Ha3BaHbI
B 3aronoske aeria o600LLEeHHO.

Ecnn nepenncka segeTca C Oonee yem TpemMda pa3HOpPOAHbIMU KoppecnoHaeHTaMun, X HauMeHOBaHUA B
3arosfioBke gena He yKa3blBaloTCA.

B 3aronoskax gen, coaepXxawmx nnaHoByO UMMM OTHETHYHO OOKYMEHTauutko, yKa3biBalOTCA YUCIO, MeCAl,
KBapTarn, rog, Ha (38) KOTOprVI COCTaBJ1€Hbl JOKYMEHTbI.

Ecnv peno coctouMT M3 OOHOrO OOKYMEHTa, TO B 3arofioBke Aena ykasbiBalTcd BuA (PasHOBWOHOCTB)
OOKYMEHTa, ero cogepxxaHve, aBTop v garta.

B HOMeHKnatype naen opraHundaumm OAOHOPOAHbIM OeflaM, BKIKYEeHHbIM B pasfindHble pasgenbl
(no,u,paap,enbl), npuceBanBaloTCA OANHAKOBbIE 3aroJioBKWU.

He ponyckaeTcsa wncnonb3oBaTb B Ka4yecTBe 3arofioBKOB (POPMYINMPOBKM, HEe OTpaXkalwline COoCTaB MU
cogep)xaHue AOKYMEHTOB, BKIIHOMEHHbIX B Aeno, B ToM yucrne "Matepuanel”, "[JokymeHTanbHble matepuans!”,
"PasHble OokymeHTbl", "®uHaHcoBble A0KyMeHTHI", "OOwas nepenucka”, M onpedeneHnsi, B KOTOPbIX BUA
OOKYMEHTa 3aMeHeH JencTBuveM, B ToM uucne "WiccnepoBanue ...", "PaccmotpeHue ...", "ObecneveHune ...", a
TaKke BBOAHbIE CITOBA U CITOXHbIE CUHTAKCUYeCcKne 000opoThI.

3aronoeku gen 0O0nyckaeTcd YTOYHATb B npouecce d)OpMMpOBaHMFl aen.

3aronoBkn gen B pasgenax (no,u.pas,u.enax) HOMEHKNaTypbl el opraHn3aunnm CucTtemMmatuanpyroTcd no
rpynnam B 3aBMCUMOCTU OT 3HAYUMOCTUN N B3aMOCBA3N el B crieayrLliemM nopagke:

HOPMaTWBHbIE NPaBOBbIE aKThI;
yCTaBbl OpraHu3aLuii;

OOKYMEHTbl O CO3[aHuu, rocyaapCTBEHHOW perncTpauun, nepeMMeHoBaHuW, peopraHmsauuu, nuksnaaunm
(NpekpalleHnmn 0eaTenbHOCTH) opraHmM3aumin,



pacnopsiauTenbHble U METOANYECKME OOKYMEHTbI BbILLECTOSALLUX OpraHn3aunii;
rocyAapCTBEHHbIE NMPOrpaMMbl U JOKYMEHTbI MO UX BbINOSTHEHUIO;
pacnopsauTenbHble AOKYMEHTbI OpraHMsaLmuy;
OpraHn3auMoHHbIE JOKYMEHTbI OpraHu3auuu;

NPOTOKOSbI;

nnaHbl;

oTYeThl;

[OroBOpbI;

CNpaBOYHO-MH(OPMALMOHHbIE JOKYMEHTbI;

nepenucka;

YYETHO-PEMMCTPALNOHHbIE (DOPMbI;

onvcKu Aen CTPYKTYPHbIX NoapasaeneHnis;

HOMeHKnaTypa Aen opraHM3aumu 1 BbIMUCKA U3 Hee.

nOpﬂﬂ,OK cucreMmaTtmn3aumm 3arojioBkoB Aersl, He yKa3aHHbIX B 4acTu NATHaOLaToOM HacTosLero noANyHKTAa,
onpepgendaeTca nmuom, CoctaBnAroWLIMM HOMEHKNAaTypy Aaen opraHnsaugunun.

CuctemaTtunsaums 3aronoBKoB Aen BHYTpU Kaxkgomn rpynnbl onpegenaeTcd B COOTBETCTBMM CO 3HAYUMOCTbHO
OOKYMEHTOB U CpOKaMUn NX XpaHeHU4.

CuctemaTtunsaums 3aronoBKoOB OOHOPOAOHbIX AOel, coaepXxawnux HaMMeHOBaHUA KOppecnoHOEeHTOB WIn
reorpacbmqecme Ha3BaHUA, OCyLLUECTBIIAETCA No aJ'ICbaBVITy;

149.3. rpacdha 3 HOMEHKNaTypbl Aen opraHu3auun 3anoriHAETCS MO OKOHYaHWM Aernonpov3BOACTBEHHOrO
roga. B Heln ykasbiBaeTcs KOnNMYecTBO TOMOB, YacTew Aen, 3aBefdeHHbIX B OpraHusauuu B TeyeHue roga nog
COOTBETCTBYIOLLMM 3arofioBKOM;

149.4. B rpadpe 4 HOMeHKNaTypbl A€ OpraHM3auny yKasbiBaloTCH CPOKU XpaHeHMs Aerl, Homepa MyHKTOB No
NnepeyHo, MHOMY HOpPMaTMBHOMY MpPaBOBOMY akTy. B crydyae ykasaHus cpoka XpaHeHwss ferna no MHomy
HOpPMaTMBHOMY MpPaBOBOMY akTy [JOMOSHUTENbHO YKas3blBalOTCH BWA W HasBaHWE COOTBETCTBYIOLLEro
YTBEPXXAEHHONO HOPMAaTMBHOMO MPaBOBOro akTa, a Takke BuA, AaTa U perncTpauuoHHbIN HOMep yTBepXAatoLLero
ero HOpMaTMBHOIO MPaBOBOrO akTa WnM BWA COOTBETCTBYIOLLEro HOPMaTMBHOrO NPaBOBOrO akra, ero gara u
perncTpaumoHHbI HoMED.

CpoKn XpaHeHusi [OKYMEHTOB, HE OTPaXEeHHbIX B MEPEYHSsIX, MHbIX HOPMATUBHbLIX MPaBOBbLIX akTax,
onpegenstTca LUOK (OK) opraHusauum no cornacoBaHuWio C rocyfapCTBEHHbIMU apXuBamu, CTPYKTYPHbIMU
nogpasgeneHmsiMm Mno apxveam W Lenonpou3BOAcTBY 06nacTHbiX (MWHCKOrO ropogckoro) WCMOMHUTENbHbIX
komutetoB unm LK BblwecToAWwMX opraHvM3auui B Mopsigke, YCTaHOBIIEHHOM nyHkTom 139 HacTtosiwen
WHCTpyKUuMM Ansa cornacoBaHns HOMeHKNaTtyp Aen.

B npouecce geatenbHOCTU opraHu3auuyM MoryT 06pa3oBbiBaTbCs JOKYMEHTbl BPEMEHHOIO XpaHeHUsl, CpokK
XpaHEHUs KOTOPbIX NOcre NpoBeAeHUs 3KCMepPTU3bl LIEHHOCTU MOXET npopneBatbes. K CpoKy XpaHeHus Takux
OOKyMeHTOB 1 fien pobaensietcs otmeTka "OIMK";

149.5. B rpacbe 5 HOMmeHKnaTypbl Aen opraHuMsauun NPOCTaBAAKTCA OTMETKM O nepexogdawmx genax, o
HesaBedeHUn Aen, o nepegaye Aen B APYryto OpraHn3aumio unm CTpyKTypHoe nogpasgenieHve Ans npogormkKeHus,
O BblAENEHUN Oen K YHUUTOXEeHUIo, 06 yTpaTe gen, o nuuax, OTBETCTBEHHbIX 3a hopmMupoBaHve gen, o nepegave
B apXxvB opraHusauuvm gen spemeHHoro (8o 10 neTt) xpaHeHusl, 0 gatax U perncTpauuoHHbIX MHAEKCaxX NPOTOKOMOB
3acepgaHui LOK (OK) opraHusaumm, B COOTBETCTBMM C KOTOPbIMU YCTAHOBMEHbI CPOKU XpaHEHUS JOKYMEHTOB, 06
3NeKTPOHHbIX Aenax (3[), uHdopmauuoHHbIx pecypcax (UP), rmbpugHbix genax (M) u wvHble Heobxoaumbie
OTMETKM.



150. B koHUEe HOMeHKNnaTypbl Aen opraHu3auuu nepen peksuautom "lognuck” ykasbiBaloTcs BUAbl, AAThbl,
perucTpaumMoHHble HOMepa W Ha3BaHWA HOPMATUBHbLIX MPaBOBbIX AaKTOB, JIOKaNbHbLIX MPaBOBLIX aKTOB,
YyCTaHaBMMBAKOLWNX MEPEYHU, UHBbIX HOPMAaTUBHBLIX NMPAaBOBbIX aKTOB, UCMOJIb30BaHHbIX MPU OMpeaerieHnn CPOKOB
XpaHeHus gen.

151. Mo okoH4YaHUWM AenonpousBoacTBEHHOro roga cnyxéon AOY opraHusaumn (NMLOM, OTBETCTBEHHLIM 3a
OOY) Ha oTAenbHOM NUCTE COCTaBMNSETCA UTOroBasi 3anucb O KaTeropusx M KOnuM4ecTBe 3aBefeHHbIX Aen no
dopme cornacHo nNpunoxeHuto 5. MIToroeas 3anncb O KaTeropusix M KonuyecTse 3aBefdeHHbIX Aen noMellaeTcs B
KOHLE HOMEHKNaTypbl Aen opraHu3auum.

NToroBble 3anmucy O KaTeropusix M KONMYECcTBe 3aBefeHHbIX Aefl K BbiNMcKamM M3 HOMeHKnaTypbl aen
opraHusaumMm (MpyM WX HanMyMu) COCTaBNAOTCA MO 3ToW ke opMe W TMOAMUCHIBAOTCH PYKOBOAMTENSIMU
CTPYKTYPHbIX nofpasfeneHnit  (OGLLECTBEHHbIX OpraHusauuii) unM paboTHUKaMW, OTBETCTBEHHbIMM 3a
JOKYMEHTaLMOHHOe obecrneyeHVe OTAENbHbIX ynpaBlieHYecknx (YHKUMA (HanpaBrneHun OesiTenbHOCTU)
opraHusauuu.

CeepneHus, coaepxalinecsa B NMTOroBON 3anucu o KaTeropunax n Konn4vecrtee 3aBeeHHbIX Aes1 HOMeHKNnaTypbl
aen opraHn3auun, nepeparvTcAa B apxXmB OpraHu3auun. OtmeTka "UToroeble cBepeHus nepenaHbl B apxvB
OpraHl/I3aLl,I/II/I" noanucbiBaeTCcA N gatupyeTtcd nmuom, nepenasllnMm CBeeHUA.

rMABA 12
DPOPMUPOBAHUE OEN

152. JokymeHTbl chopMupytoTca B Aena paboTHUMKaMu, OTBETCTBEHHbIMUM 3a BeAeHve 4enonpon3BoAcTBa B
CTPYKTYPHbIX nogpasferneHnsax, unum nvuamun, oTBeTCTBEeHHbIMU 3a hopMuMpoBaHWE COOTBEeTCTBylOWMX aen. B
BeCCTPYKTYPHbIX OpraHnsaumnsax opmupoBaHue Aen OCyLEeCTBAT paboTHMK, BbIMOMHSAOLWNA (YHKUMM CryXObl
OOY B opraHusauum, unm paboOTHWKK, OTBETCTBEHHble 3a [JOKYMeHTauuoHHOe obecneyeHve OTAeNbHbIX
ynpaBreH4yecknx pyHKunn (HanpasneHni 4esaTenbHOCTW) OpraHu3auun.

ObecneyeHne nNpaBurnbHOro hopmMupoBaHnsa Aen B AENONpoM3BOACTBE ocyLlecTBnAT cnyxba OOY (nuuo,
OTBETCTBEHHOE 32 apXMB) U apxuB opraHunsauun. MNMpaBunbHOCTL POPMUPOBAHUS Aen NPOBEPSETCS NpU Nepegave
Oen B apxuB OpraHuM3auunm W B TOCYAApPCTBEHHbIA apxvB, €CMM  OpraHu3auust SBMsieTC  MCTOYHWKOM
KOMMJIEKTOBAHWS TOCY4apCTBEHHOIO apxuBa.

153. B gpeno nomewatotca LOOKYMEeHTbI, KOTOPpbl€ NO CBOEMY CcOoAepXaHUK COOTBETCTBYIOT 3arosioBKy Aena.
lD,OKyMeHTbI rpynnmpyroTcAa B Aena corfnacHo OTMeTKam 06 ncnonHeHun OOKyMeHTa U HanpaBleHun ero B geno.
|_|pl/l 3TOM MNpoOBEPATCA NPaBUITbHOCTb O(bOpMJ'IeHI/IFl OOKYMEHTOB, Halun4due nognucen, paTt, OTMETOoK 06
MCMNOoJIHEHNN OOKYMEHTa U HanpaBleHnn ero B esfio U apyrnx HeobxoaMMbIX PEKBU3NTOB OOKYMEHTOB.

154. B pena rpynnupyloTca OOKYMEHTbl OOHOro Aenonpou3BOACTBEHHONO roga, 3a WCKIYEeHUEM
nepexoasaLmx, NMM4YHbIX U cyaebHbix aen.

[oKyMeHTbl MOCTOAHHOTO, BpemeHHoro (cBbiwe 10 neT) n BpeMeHHoro (Ao 10 neT) XpaHeHus rpynnupyoTes
B OTAenbHble Agena. [JonyckaeTca BpeMeHHas rpynnupoBka B OQHOM Aene OOKYMEHTOB C pasfuMyHbiMKU CpoKaMmu
XpaHeHus1, CBA3aHHbIX pelleHneM ogHoro Bornpoca. [1o okoHYaHWWM Oenonpon3BOACTBEHHOro roga Takve gena
pacOopMUPOBLIBAIOTCH, a AOKYMEHTbl FPYnnuMpyroTCa B CaMOCTOATErNbHbIe Aerna B 3aBUCUMOCTU OT CPOKOB WX
XpaHeHwus.

B pmeno Bknio4vaeTcs TOMbKO OAWH 9K3eMNNApP KaXxaoro OOKyMeHTa. He OOnyCKaeTCd BKN4aTb B Aena
OOKyMeHTbI, noanexatline so3Bparty, 4epHoBble U D,yGJ'IeTHbIe 9K3eMnnAapbl.

anIJ'IO)KeHI/IFI (*)OpMI/IpyI'OTCFI B Aelia BMecTe C JOKyMeHTaMU, K KOTOPbIM OHN OTHOCATCA. |_|pl/l 3HA4YNTEIbHOM
obbeme I'IpI/IJ'IO)KeHI/I17I AonyckaeTca ux rpynnmupoBka B OTAesIbHbIe aena.

155. O6bem fgena MOCTOSAHHOrO M BpeMeHHoro (cebiwe 10 neT) xpaHeHwWs He AorkeH npesbiwaTb 300
nuctoB npu TonwuHe He 6onee 40 mm. lMpu 6onbwem obbeme OOKYMEHTOB A€o OeNAT Ha CamoCTOoATeNbHbIE
ToMa. [IOKyMeHTbl Kaxaoro ToMma sBAsTCA NPoAOIHKeHMeM npeabiayLuero.

156. [OKyMEeHTbl B [Jefne CUCTEMATU3UPYIOTCA MO CregylluMm MNpuHLMNaM WM UX  COBOKYMHOCTM:
HOMWHAnNbHbIN, BOMNPOCHO-NOMMYECKUN, XPOHONOTMYECKUN, andaBUTHbIA, HYMepPaLUWOHHbLIN, KOPPEeCnoHOAEHTCKUN,
reorpacnyeckui.



157. PaCI'IOpﬂD,MTeJ'IbeIe OOKYMEHTbl rpynnmpyroTca B ena no snaamMm U CUCTEMATUSUPYKOTCA B NopsAke
BO3pacTaHna HOMEPOB.

Mpvka3bl W pacrnopshkeHWss MO  OCHOBHOW  [esATeNnbHOCTM, N0  JIMYHOMY COCTaBy W Mo
aaMMWHWCTPATMBHO-X03SIMCTBEHHBIM BOMPOCaM rpynnupyroTCs B OTAENbHbIE Aena U CUCTeMaTU3MPYIOTCS B NMOPsSAKe
BO3pacTaHUs X HOMEpPOB.

rlpVIKaSbI N pacnopaxeHmna no JIM4YHOMY COCTaBy rpynnupyroTcAaA B OTAeElibHble Oelfla B 3aBUCUMMOCTU OT
CPOKOB X XpaHeHuA.

PacnopsantenbHble OOKYMEHTbl OMpefeneHHOM pas3HOBUOHOCTM (O BHECEHUW W3MEHEHUN B LITaTHOe
pacnucaHue, O KOMaHAMPOBaHMU, O NPenoCTaBfieHUM OTNYCKOB U WHbIX PasHOBUOHOCTEN), perncrpupyemble
OTAENbHO B COOTBETCTBUMM C TpeboBaHuamu noanyHkToB 125.3 n 125.4 nyHkta 125 HacToswen WHCTpykumw,
rpynnmMpyloTcs B OTAENbHbIE Aena.

OpraHI/I3aLI,VIOHHbIe OOKYMEHTbl, B TOM 4uUClie yCTaBbl, MOJIOXKEHUA, WNHCTPYKUUWU, LWTaTHble pacrnncaHud,
d)OpMI/IpyIOTCFl B OTAEelNbHblE Aena. OpFaHI/I3aLI,VIOHHbIe OOKYMEHTbI, YTBepXAEeHHble pacnopAagnTesibHbIMA
OOKyMEeHTaMn U NpPOTOKOJ1laMKn, OO0MNyCKaeTCAd (*)OpMI/IpOBaTb B Aejla BMeCTe C yKa3aHHbIMWA OOKYMEeHTaMWU KakK
NPUNOXEHNA K HUM.

MpoTokonbl rpynnupytoTCs B Aena OTAENbHO MO Buaam (PasHOBUOHOCTSIM) M CUCTEMATU3MPYHOTCS MO
XPOHOMOrMu B NOpsiike BO3pacTaHWUsl HOMEPOB.

MnaHbl 1 oTYeThl rPYNNMPYIOTCA B Aena Toro rofa, K KOTOPOMY OHW OTHOCSTCS MO CBOEMY COAEPXKaHWio,
He3aBUCMMO OT BPEMEHU UX cocTaBreHus. MnaHbl, paccynTaHHbIe Ha HECKOMNbKO NeT, dhopMuUpyoTCca B Aena no
HayanbHOMY rogly ux aenctems. OTyeTbl O BbINONHEHUN TakuUX NNaHoB hOpMUPYIOTCA B Aena no nocneaHemy rogy
JencTBusa nnaHa.

Jena c nepenuckol, NOPyYEHUSMU W OOKYMEHTamMu 06 WX BbIMOMHEHUM hOpMUPYOTCS MO
BOMPOCHO-TIOTMYECKOMY  MPUHLMMY, MNpegycMaTpuBaloLLeMy  pacnofoXeHUe [OKYMEHTOB B NOrMYecKom
nocrnefoBaTeNbHOCTM  PELLEHUS BOMpoca: MepBbiM MOMELLAETCS WHULMATWBHLIA [JOKYMEHT (3anpoc wnwu
MOpyYeHNE), 38 HUM OTBETHbIN JOKYMEHT.

ﬂOKyMeHTbI JNIMYHOro gena cuctemMaTu3npyroTca B nopsagke, yCtTaHOBIEHHOM akTaMu 3akoHo4aTes1bCTBa.

OGpalueHus rpaxaaH 1 pUaONYeckMX N, U JOKYMEHTbI, CBA3aHHbIe C UX paccMOTpeHneM, hopMUpYIoTCs B
nopsigke, npegycMoTpeHHoM lMornoxeHnem o nopsake BedeHWUs OenonpoM3BOACTBa No obpalleHuam rpaxaaH u
IOPUANYECKUX NUL, YTBEpXAeHHbIM nocTtaHoBreHneM Coseta MunucTpos Pecny6nukn Benapyck ot 30 gekabps
2011 r. N 1786.

JluueBble cyeTa MO HauucneHwo 3apaboTHOW nnaThl paboTHMKAM OpraHuM3auuM TpynnuMpyloTcs B
camocTosiTeNlbHble ena B npefenax roga v cucteMaTuavpytoTcs no andasuty damunuii paboTHUMKOB UK Mo
CTPYKTYPHbIM NogpasaeneHusm v andasuTy aMmunvii paboTHUKOB B Npeaeriax CTPYKTYPHOro noapasaeneHust.

rMABA 13
9KCMNEPTU3A LEHHOCTU AOKYMEHTOB

158. OkcnepTu3a LEHHOCTU AOKYMEHTOB OCYLLECTBRSETCA B OpraHu3auuyM NocTosiHHO Aencteytowen LISK
(3K), cosgpaBaemon u pgencTBytollern B nopsagke, ycTaHoOBNEeHHOM rnaBamu 7 - 9 [MpaBun paboTbl apxuBoB
rocygapCTBEHHbIX OpPraHOB W WMHbIX OpraHu3auuin, YTBEPXOEHHbIX MOCTaHOBreHneM MUuHMCTEpPCTBa HCTULUK
Pecnybnuku benapycbk ot 24 masa 2012 r. N 143.

159. HenocpencTtBeHHbIN OTOOP AOKYMEHTOB Ha XpaHEHWe B apxXuB OpraHuM3auuMuM W BblOeneHue K
YHUUYTOXEHUIO  MPOU3BOAUTCA  pabOTHMKaMW  CTPYKTYPHbIX —NogpasferneHun opraHu3auum, B npouecce
OEATEeNbHOCTU  KOTOPbIX OHWM Obinu  obpasoBaHbl, B 6GECCTPYKTYpHbIX oOpraHu3auusax - paboTHMKamu,
OTBETCTBEHHbIMU 3a [OOKYMEHTaUMOHHOe obecnedeHne OTAEeNbHbIX YnpaBreHYecknx YHKUUA (HanpaBneHun
OEeATenbHOCTU) OpraHu3auumn.

160. Mo pesynbTaTtam 3KCNepTU3bl LIEHHOCTM M OoTGopa AOKYMEHTOB Ha XpaHeHWEe WK YHUYTOXEHUe
COCTaBISAOTCA ONUCKU Aen NMOCTOSIHHOIO, BpeMeHHoro (cebile 10 NeT) XpaHeHusl U No NIMYHOMY COCTaBY, a Takke
aKTbl O BblAENEHUN K YHUUTOXXEHMNIO [OKYMEHTOB U [EN, He MoANexXallnx XpaHeHuo.



rMABA 14
O®OPMINEHUE OEN

161. [ena opraHu3aumm nognexar OdOPMSIEHMIO MNpU WX 3aBefeHuM B [OenonpouM3BOACTBE M Mpwu
MOAroTOBKE K Mepejaye B apXuB OpraHm3auum.

OcbopmneHve gen npoBoauTcst paboTHUKaMK CTPYKTYPHbIX NOApa3feneHun opraHmsauunmn, B KOTOPbIX OHU
dopmupytoTcs unu Bbinn chopmmpoBaHbl. B 6ecCTpyKTypHbIX opraHusaumsix oopMrieHme Aen oCyLeCcTBAseTcs
paboTHMKaMK, OTBETCTBEHHbIMU 3a [OKYMEHTAUWOHHOe obecneyeHue OoTAeNbHbIX YNpaBneHYEeCKNX YHKLUWUA
(HanpaBneHun JeaTenbHOCTU) OpraHn3aLun.

OdbopmrieHne Oen ocyLlecTBnsSeTcs Mo KOHTPOMeM M Npy MeToAauuyeckol nomolm cnyx6ol OOY (nuua,
oTBeTCcTBEHHOTO 3a [1OY) u apxvBa opraHusauun. MNpaBunbHOCTE 0hopMIIeHUst Aen NpoBepsieTcst Npu nepegave
Jen B apxuB oOpraHvM3aluM WM B TOCYdapCTBEHHbI apxvB, €CNU opraHusauus SIBMNSeTcs WCTOYHMKOM
KOMMNEKTOBaHMS rocy4apCTBEHHOro apxusa.

162. B 3aBncMMOCTM OT CPOKOB XpaHeHUA npoBognTCd noJiHoe nnn 4Yactun4Hoe O(bOpMJ'IeHVIe aen.

l—|aCTI/I‘-|HOMy OCbOpMJ'IeHI/IIO noanexart BCe paena npum ux 3aBeaeHunn B Oerfionpou3BOCTBE. |-|OJ'IHOMy
Oq)OpMJ'IeHVIK) noanexart pgernia noctoAHHOro M BpeMEHHOro (CBbILIJe 10 J'leT) XpaHeHnda nocne ux 3aBeplieHund
nenonpon3soacTBOM.

163. YactnyHoe OCbOpMJ'IeHI/Ie nena npu 3aeBefeHnn B Aenonpoun3BoacTtee npeaycMatpuBaeT 3aBeeHune
0BnoXkn un O(*)OpMJ'IeHI/Ie Ha ee nuueBow CTOpOHE pPEeKBn3nToB B COOTBETCTBUU C HOMeHKﬂaTypOVI aen
opraHusauun. Ha obnoxke gena YKa3bIBalOTCA:

HaMMeHOBaHWe BbILLECTOSLLEN OpraHM3aLmm (Mpu ee Hanmuun);
HauMeHoBaHWe opraHu3auum;

HavMeHOBaHWe CTPYKTYpPHOro nogpasgeneHuns (obLwecTBeHHON opraHu3aunv) unm QyHKUMKM (HanpaBrneHus
OeATenbHOCTW) OpraHn3aumn B COOTBETCTBMU C HOMEHKNATYpOn AeNn opraHu3auum;

WHAEKC gena no HOMeHKNaType e opraHusaumuy;
3aronoBoOK Aena;

rog, B KOTOPOM 3aBOAMTCS Aerno;

CPOK XpaHeHus gena.

164. NonHoe odopmneHne gena npegycMmaTpuBaet:
HyMepauuIo NTIMCTOB B Jere;

COCTaBrieHMEe BHYTPEHHEN OMMCU AOKYMEHTOB ferna (B cry4vyasx, onpeAeneHHbIX NyHKTom 166 HacTosLuen
UHCTpyKUMn);

COCTaBfeHue nucTa-3aseputens gena (Toma, 4actu);
opopMeHNe 1 YTOYHEHNE PEKBU3UTOB OBIOXKM Aena;
MOALLMBKY MW NepenneT gena.

Mepen nonHbIM oopMMeHNeM Aena NpoBepsieTCs MpPaBUNbHOCTb CUCTeMaTu3auum OOKYMEHTOB Aena B
COOTBETCTBUM C TpeboBaHUAMU rnaBbl 12 HacTosLWwen VHCTpyKUUN.

Ecnn B TeuyeHue [enonpomsBOACTBEHHOrO roga copMMpPOBAHO HECKONbKO TOMOB (4acTei) gena, To
KaXkgbli TOM (4acTb) opopMNsSieTcs OTAENbHO B COOTBETCTBMM C TPeOOBaAHUSAMM, YCTAHOBMNEHHBIMU MyHKTaMu 165 -
170 HacTosAwen NHCTpyKuuu.

165. Jlnctel B gene, kpome nucTa-3aBepuTens Aerna, HyMepyrlTcd B MpaBOM BEPXHEM Yriy IMUEBON
CTOPOHbI, HE 3ajeBas TekCTa [OKYMEHTOB, apabckumu uudpamu YepHbIM rpaduTHbIM - KapaHAaLloM.



VMcnonb3oBaHue YEepHWUIT N UBETHbIX KapaH,u,aLuePl ana Hymepaunuum nmcTtoB HE O0MNYyCKaeTCA.

JIucTbl BHYTpPEHHEN onucy OOKYMEHTOB Aena HyMepyloTcsi OoTAenbHO. JIMCTbI Kaxgoro Toma (4acTtu) gena
HYMEepYIOTCS OTAENbHO.

ﬂI/ICT-3aBepI/1TeJ'Ib oena He HyMepyeTcA. K KaXXaomy TOMy (qacm) Jena cocTaBnsdeTcs OTAeIbHbIN
NNCT-3aBepuTernb.

CroxeHHbI NUCT pasBopayvMBaeTcs M HyMepyeTcsl B MpaBoM BepxHem yriy. JlucT nboro dopmara,
noAWWTLIN 33 OAMH Kpai, HyMepyeTcsl Kak OAuH NUCT. JIUCT, CNOXEHHbIN nomnosiam v NOALWWTLIA 3a CepeauHy,
HyMepyeTcs Kak [Ba fucTa.

Yeptexun, Aauarpammbl, ¢oTorpacdpum un  gpyrme  cneumduyeckme  OOKYMEeHTbl, npeacTasnsiowme
CaMOCTOSITENbHbIV NACT B Aene, HYMepyrTcs Ha 06OPOTHONM CTOPOHE B FIEBOM BEPXHEM YIT1y.

JInCT ¢ nNNOTHO HaKneeHHbIMK OOKyMeHTaMn, B TOM 4uUcne (*)OTOFpa(*)I/IFIMVI, Bblp€3KaMu, BbINMMNCKaMu,
HymMepyeTCcA Kak O4auH JINCT. ,D,OKYMEHTI:I, noAkrieeHHblie O gHUM KpaeM, HyMepyrTCA OTAESIbHO.

,D,OKyMeHTbI, KOTOpble HEBO3MOXHO NOoALWNTb B Aef0, BKNaabiBalOTCA B KOHBEPT, KOTOprl7I noalunBaeTca B
peno. MogwuTble B geno KOHBEPTbl C BJIOXEHUAMU HYMEepYKTCA, Npn 3TOM BHa4darie HymMepyeTcA KOHBEPT, a
3aTtemM o4epeaHbIM HOMEPOM KaXK[oe BJ10XKeHWe B KOHBepTe (Ka)Kﬂ,bII?I JINCT BITOXXEHUA B KOHBepTe).

CdopmnpoBaHHble B AeNn0 AOKYMEHTbl C COBCTBEHHOW HyMepaumen NMCTOB (BKOYas nevyaTHble M3gaHus)
HymepytoTcs B obwem nopsgke. CobcTBEeHHass Hymepauus COXpPaHAeTCs, €Cnv UMEKLWUn ee  OOKYMEHT
cocTaBnseT OTAenbHoe Aerno.

Mpy Hanuunm Gonbluoro KonuyecTBa olwmnbok (Gonee 20) B HymMepauuu NUCTOB [ena NpPOBOAWUTCS WX
nepeHyMepauus: cTapblii HOMep 3a4epKMBaeTCs OOHOW HAKIOHHOWM YepToM, PSAOM CTaBUTCS HOBbI HOMep nucTa.
Ecnn obHapyXeHHble OWMWOKM B Hymepauuyu HesHauduTemnbHbl, TO WCMOMb3yTC NUTEPHbIE HOMepa JIMCTOB,
KOTOpble yKa3blBaloTCs CTPOYHbIMM BykBamu 6e3 npobena.

166. K genam, y4eT KOTOpPbIX BbI3biBAETCS cneundukon JoKyMeHTauumn (0cobo ueHHble, cyaebHble, nnyHble
aena, gena, cchopMMpOBaHHbIE MO BMAAM U Pa3HOBMAHOCTSAM AOKYMEHTOB, 3arofloBKM KOTOPbLIX HE MOJTHOCTbIO
pacKpbIBalOT KOHKPETHOE COoAepKaHNe AOKYMEHTOB [ena), COCTaBMSIETCA BHYTPEHHSAS ONMCh AOKYMEHTOB Aena no
dopme cornacHo NpUnoXeHuo 6.

Bo BHyTpeHHel onucy OOKYMEHTOB [erna YKasbiBaloTCA MOPSAKOBble HOMepa OOKYMEHTOB B Aene, AaThl,
PErncTpaLnoHHble MHAEKCHI, Ha3BaHWA M (UMW) 3arofioBKM OOKYMEHTOB M HOMepa NUCTOB [ena, Ha KoTopbIX
pacnonoXeH Kaxablii JOKYMEHT.

Bo BHyTpeHHel onucuM OOKYMEHTOB Aena C pacnopsauTeribHbIMU AOKYMEHTaMu Mo JIMYHOMY COCTaBy B
KayecTBe 3arofioBka YkasblBalOTCA npeanucbiBaemMble OEWCTBUSA (MpuemM, nepeBod, YBOMNbHEHME W UHble
npeanvcbiBaemMble OEWCTBUSA) C YKa3aHuem hamunuin, COBCTBEHHbLIX MMEH, OTYECTB (eCrivM TakoBble MMEIOTCS)
KOHKpeTHbIX paboTHUKOB. Ecnv B ogHOM pacnopsautenbHOM [OKYMEHTE MO fIMYHOMY COCTaBy COOEpPXKUTCS
HECKOMNbKO AENCTBUN, KaXXA0E U3 HUX OTpaXKaeTcs BO BHYTPEHHEW ONUCK OKYMEHTOB Aera noj caMOCTOSATENbHbIM
nopsiakoBbiM HoMepoMm. Ecnv B ogHOM pacnopsiaMtenbHOM [OOKYMEHTEe MO JIMYHOMY COCTaBy OfHO
npeanvcbiBaemMoe [OeNCTBME PacrnpOCTPaHAETCA Ha LUMPOKUA Kpyr pabOTHUKOB, UX ¢amMunmm, COOCTBEHHbIE
MMeHa, OTYecTBa (eCnn TakoBble MMEKTCS1) BO BHYTPEHHEN ONUCK AOKYMEHTOB Aera JOMNyCKaeTCs He yKasblBaThb.

B koHue BHyTpeHHeIZ onucn LOOKyMEeHTOB [Aena [enaeTtca utoroeada 3anuncCb, B KOTOpOIZ YKa3bIBalOTCA
Ll,I/Id)paMI/I N NpPponnUCbo KONMNYECTBO BKIMKOYEHHbIX B OEe10 OOKYMEeHTOB U KOJMM4eCTBO JIUCTOB BHyTpeHHeVI onucu
OOKYMEeHTOB fena.

BHyTDEHHFIﬂ onnMcb AOOKYMEHTOB Aena noanucbiBaeTcA Jnnuom, COCTaBMBLLUMM BHYTPEHHKOK ONMUCb
OOKYMEHTOB Aena, U nomMelwlaeTcqda B Hadane gena. Ecnu geno nogwmto (nepenneTeHo) be3 BHyTpeHHeVI onucun
OOKYMEeHTOB [deqna, CocCTaBJ/ieHHada no yCTaHOBﬂeHHOVI (bopme BHYTPEHHAA ONMCb OOKYMEHTOB [Jea
noaKkrnemBaeTcd K BHyTpeHHeI7I CTOpOHE 00noxXku gena.

M3meHeHnsa cocTaBa QOKYMEHTOB Aena, B TOM YMChe U3bSATUE, BblEMKA, BKITIOYEHNEe JOKYMEHTOB, 3aMeHa MX
KONWsIMK, OTpaXKaltTCs BO BHYTPEHHEN OnMuMcM OOKYMeHToB fAena B rpade "llpumedaHue" co ccbinkamu Ha
COOTBETCTBYlOLWME aKTbl. [1pM HEOBXOAUMOCTN COCTaBNAETCHA HOBas BHYTPEHHASA ONUCb AOKYMEHTOB Aena v (unw)
MTOroBas 3anuncb K BHYTPEHHEW ONuWCKM AOKYMeHTOB Adena. lNpeabigyline BHYTPEHHUE ONMCKM LOKYMEHTOB dena u



MTOroBble 3arnncn K HAM 3a4epKNBaKOTCA OAHOWN HaKITOHHOM qepToﬁ, HO COXpaHAKTCA B Aene.

167. [lns y4yeTa Konu4yecTBa JIMCTOB B Aene, ukcaumm OCOBEHHOCTEN MX Hymepauun u usnyeckoro
COCTOSIHUSI COCTaBIISIETCS 3aBepuTenbHasi Haanucb. 3aBepuTernibHas HaAMUCb COCTaBMNSAETCHA MNOCPEnCTBOM
0OopMIIEHUST OTAENBHOIO NUCTa-3aBepuUTeENs Aena no opme COornacHo NPUITOXEHU0 7 1 NOMELLAeTCs B KOHLEe
aena. Ecnn peno noawwuto (nepenneteHo) 6e3 nucTta-zaBepuTenst Aena, COCTaBMEHHbIA MO YCTaHOBMNEHHOM
dopmMe nUcT-3aBepuTenb Aena NoaknenBaeTcs 3a BEPXHIOK YacTb K BHYTPEHHEN CTOPOHe 06noxkn aena.

B nucTte-zaBepuTene gena uudgpamu M NpONUCbI0 YKa3biBAOTCA KOMIMYECTBO MPOHYMEPOBAHHbIX NMCTOB
dena, KOnv4ecTBO IMCTOB BHYTPEHHEW OMUCKM OOKYMEHTOB fAena (NpyM ee Hanuuuu), HanvMyume JUTEPHbIX U
MPOMyLLIEHHbIX HOMEPOB JIMCTOB, HOMEpa JfIMCTOB C HakneeHHbiMn doTorpadmsmMn n  JokyMeHTamu (3a
WCKMIOYEHMEM FIMYHBLIX OEr1), HOMepa KOHBEPTOB C BIIOXEHUSIMU U KONMMYECTBO BMOXEHWUA (FIMCTOB BIIOXEHMWN).
KonunyecTtBo NMMCTOB BHYTPEHHEW ONUCK JOKYMEHTOB era yKka3biBaeTCs B 3aBEPUTENbHON Haanucu nocne obero
KonmnyecTBa NUCTOB Aena vepes 3Hak "+" (nntoc).

J-|I/ICT-3aBepI/ITeJ'Ib noena noanucbliBaetcAa InULOM, COCTaBMBLUMM 3aBepUTEeribHyH0 Haanucb, C yKa3aHuem
OOJDKHOCTM crnyXallero, paCLIJI/I(*JDOBKI/I noanncu U aatbl COCTaBNeHUA.

Mpu nepeHymepauumn NUCTOB B KOHLE AeNna COCTaBNsAeTCA HOBas 3aBepuTerbHas HaAanucb NocpeacTBOM
odbopMIeHns HOBOro nucta-zaseputensa gena. lNpeabigywas 3asepuTenbHas Haanuchb 3avepkMBaeTcs OOHOM
HaKMOHHOW YepTOWn, HO COXpaHsaeTcsa B Aene.

168. O6noxkn aen odopMnsaTCst N0 POPMe COrnacHoO NPUNoXeHuto 8.
169. Mpn odbopmneHnmn obnoxkn gena cobnogaroTcs cregyolime npasuna:

169.1. HaMMeHOBaHME BbILLECTOSLENA OpraHM3auun (Npy ee Hanuyuu), opraHuM3auun u CTPYKTYPHOro
nogpasgeneHnst (OOLECTBEHHOW OpraHu3auun) ykasbiBaeTCs MOMIHOCTbIO B UMEHUTENbHOM nagexe. Ecnu
opraHm3aums Unu BbllecTosiLasi opraHM3auuss MMeeT ouLManbHO NPUHATOE COKpaLleHHOEe HauMeHOoBaHWe, TO
OHO YKa3bIBaeTCst HUXKE NOJTHOro HaMMEHOBAHWSI B CKOOKax.

Ecnn B nepvog ¢opMuMpoBaHUs Oena HauMeHOBaHVe BbILLECTOSILLEN OpraHusauMu, opraHusaumMm Wnm
CTPYKTYPHOrO noapasfeneHnss U3MEHSINIocb, TO MpeXxHee HauMMeHOBaHWe 3akrioyaeTcs B CKOOKM, a Bbille
yKasblBaeTCA HOBOE HaVMeHOoBaHue.

Ecnu B nepvod hopmMypoBaHWA Oena OHO ObINO NepedaHo B OPYryl0 OpraHv3auuio WM CTPYKTypHoe
nogpasgerneHve, TO HaMMEHOBaHWe OpraHW3auuM WM CTPYKTYPHOro noapasderneHusi, B KOTOpoM Aeno Gbino
HayaTo, 3akn4yaeTcs B CKOOKM, a Bbllle YKasblBaeTcs HaVMeHOBaHWe OpraHusauuy WnuM CTPYKTYPHOro
noapasfeneHus, B KoTopoe Aeno 6bifo nepeaaHo.

Ecnu opraHusauuss, B KOTOpylo ObINO nepefaHo Aeno, UMeeT MHYK BbILLIECTOSILLYIO OpraHusauuio, 4Yem
opraHusauus, B KOTopol geno ObiNo 3aBedeHo, HaMMEeHOBaHWe BbILLECTOSLLEeN opraHu3auun, ykasaHHoe Ha
oBnoxke NMpu 3aBedeHUM [Oena, 3aknio4yaeTcs B CKOOKM, a Bbllle YKasblBaeTCs HaVMeHOBaHWe BblllecTosen
opraHusauuu Ansa Tol opraHusauum, B KOTopyto Aeno 6bino nepenaHo;

169.2. MHOEeKCbl M 3arofioBKM Oenl Ha OONOoXKax YKasblBalOTCS B COOTBETCTBMM C HOMEHKIATYpon Aen
opraHusaummn. Npu nepecocTaBneHnn HOMeHKNaTypbl Aes opraHnsaummM B TedeHne Oeronpon3BOACTBEHHOIO roga
N U3MEHEHWM MHAEKCA Aena NPEXHU MHOEKC 3aKIoyaeTcsa B CKOOKN, a HOBbIV YKa3biBaeTCsl Ha HUM;

169.3. ecnu B TeyeHne 0enonNpPon3BOACTBEHHOrO roga chopMMpoOBaHO HECKONbKO TOMOB (YacTein) gena, 1o
Ha 0bnoxke kaxxgoro Toma (4acTtu) ykasbiBaetcs cnoso "Tom" ("HacTb") n ero Homep;

169.4. B 3aronoBkax gen c pacnopAaaunTeribHbiIMN OOKYMEHTaMu, NpoTOKOJ1aMn, COCTOALLNX N3 HECKOJIbKMX
TOMOB, YKa3blBalOTCA UX HOMeEpa.

B 3aronoBkax gen ¢ NIMYHbIMW KapTOYKaMU YBOMEHHbLIX PpAabOTHUKOB UK NULEBLIMM CHETAMM MO HAYUCTIEHUIO
3apaboTHOM nnaTtbl paboTHMKaAM OpraHmM3auum, COCTOSILLMX M3 ABYX U Gonee TOMOB, yka3bliBaloTCs nepBble OYKBbI
dammnuii NepBoro 1 NocrneaHero PaboTHUKOB, YbW NUYHBbIE KAPTOYKM UMK NULIEBLIE CHETa BKIMIOYEHbI B TOM.

B 3aronoekax gen, coaepxXawunx Konnun OOKYMEHTOB, YKa3blBaeTCA WX KOMUAHOCTL. [loanuHHOCTL
OOKYMEHTOB [€eJ1a B 3aroJioBke He oroeapunBaeTCH;



169.5. Ha obnoxke gena npoctaBnseTcsa Aata gena (kpaHue gatbl AOKYMEHTOB, BKITIOYEHHbLIX B AENO0).
[aTta (kpanHune gatbl) Ha 06noXke gena o603HavalTCs LMdpPoBLIM cnocobom apabekumm uudpamm.
[aton pena saBnsieTcs rof, K KOTOPOMY OTHOCSITCS! BKITFOYEHHbIE B HEFO JOKYMEHTbI.

KpaiiHuMu gatamu fena siBASOTCS AaTbl CAMOIO paHHEro M CaMoro MO3AHEro AOKYMEHTOB, BKITOYEHHbIX B
fdeno. [lata camoro paHHEro BKJIIOYEHHOIO B erio [JOKyMeHTa yKkasblBaeTcs nocre croBa "HauvaTo:", aata camoro
MO3AHEro BKIIOYEHHOTO B A0 OOKYMEHTa - rnocrie croBa "OKOHYeHO:". OreMeHTbl JaTbl YKasbiBaloTCA B OOHOM
CTpoke B criedyloLleil nocrnefoBaTeflbHOCTU: AeHb Mecsua, mMecsid, rod. [eHb mecsaua U Mecsl oopMIIsTCs
ABYMs Mapamy apabckux Ludp, pasaeneHHbIMY TOYKOM, rof - YeTbipbMs apabekumm Ludpamu.

,D,aTbI nen c nnaHamu, ot4eTamMu, WTaTHbIMU pacnucaHnAaMN, NMMYHbIMU KapPpTOYKaMin YBOJNEHHbIX pa6OTHVIKOB,
nmyeBbiMn cHeETaMM MO HAYUCTIEHUIO 3apa60TH0|7| nnartbl pa6OTHI/IKaM OopraHun3auunn BKINOYakT TOJ1bKO roa.

Ha obnoxke gena garta He YKa3blBaeTCA, €CJIM OHa OTpaXeHa B 3arosyioBke gena.

[aton pena, cogepxatlero oanH OOKYMEHT, ABNAETCA gaTa 3TOro AOKYMeHTa, yKa3blBaeMaa B 3arojioBke
nena.

KpaIZHI/IMI/I AataMy NMYHOro gena 4ABndarTCA AaTbl NMPUKa3oB (VIHbIX pacnopaanTenbHbIX ,EI,OKyMeHTOB) 0}
npuneme Ha pa60Ty (Ha3Ha‘-IeHVIVI Ha OOJIKHOCTb cnymau.l,ero) N yBOJIbHEHUN (OCBOGO)K,EI,eHVIVI OT 3aHMMaeMom
AOOJDKHOCTU CJ'IY)KaLLI,eFO) paGOTHMKa, Ha KOTOporo 3aBegeHo pgeno, eclim uHoe He  YyCTaHOBJIEHO
3aKoHO4aTeNIbCTBOM.

Ecnu B geno BkM4YeHbl JOKYMEHTHI 32 Gonee paHHWIA nepuog, Yem rog oopMmMpoBaHus Aena, nog SaTtoun
Jena genaeTcsa oTMeTka "ViMeloTca JOKYMEHTbI 3a ... rog(bl)".

Ecnun geno 661110 Ha4YaTo B OOHOM OpraHM3auumn, a OKOHYEHO B APYron, Ha obnoXxKke NpOCTaBnsOT TpU AaThl:
nocne cnoea "HauvaTto:" apobblo B uncnutene - gata 3aBefeHUs Aena B NEpBOW OpraHu3auun, B 3HameHaTene -
Aarta nocTynneHus gena B APYrylo opraHu3auuio, Hwke nocne crnosa "OKOH4YeHO:" - AaTta OKOHYaHus gena BO
BTOPOW opraHu3aLmu.

Ecnu pgata OokymMeHTa wnv OTOENbHble ee 3neMeHTbl onpeaeneHbl NpubnuavTenbHO, B TOM 4YMchie Ha
OCHOBaHWWM aHanua3a COoAepXaHUs OOKYMEHTOB Aefa, TO Npu odOopMIEHNM Ha OOIOXKE OHM 3aKMioyalTcs B
KBafpaTHbIe CKOBKM;

169.6. KONMYECTBO NIUCTOB B Aefe BbIHOCUTCS Ha ODMNOXKY U3 NUCcTa-3aBepuTens Aena;

169.7. CpOK XpaHeHUsl MepeHOoCUTCA Ha OOMNoXKy [Jdena W3 HOMEeHKNaTypbl [en  opraHvsauuu.
JononHutenbHble YCNOBUS BblAENEHUS JOKYMEHTOB K YHUUTOXEHUIO UM UX XpaHeHUs! B TeYeHne onpeaerieHHoro
cpoka Ha oGrnoxke gena He ykasbiBaoTcs. Ha obnoxkax Aen MOCTOSIHHOrO XpaHeHusl ykasblBaeTcs: "XpaHWuTb
nocTosiHHO". Ecnu B nepuon hopMUPOBaHUA Aena CPoK XpaHeHUs U3MEHSICS, TO Ha 0Broxke Aena NpexHuil cpok
XpaHeHUs 3aKroyaeTcsi B CKOOKM, a Bbile yKa3blBAeTCs HOBbI CPOK XpaHeHusi unun ocopmrisieTcs HoBasi 06roxka
aena;

169.8. npu BHeceHUM gena B ONUCb AeNn CTPYKTYPHOro noapasgeneHus Ha obnoxke fena npoctasnsercs
apxvBHbIN WP (HoMep doHaa, onucK 1 aena rno onucK);

169.9. Ha obnoxke gena, Nognexawero nepegaye B rocygapCTBEHHLIN apxXuB, NpegycMaTpuUBaeTCcs MeCTo
ONsl HAMMEHOBaHWsi COOTBETCTBYIOLLIETO rOCY4apCTBEHHOIo apxuBa. HanmeHoBaHme rocyjapCTBEHHOro apxmea Ha
0o6noxke gena ogopMnsieTcd Mpu ero nogroToBke K rnepegadye Ha MOCTOSAHHOE XpaHeHWe B rocydapCTBEHHbIN
apxwuB;

169.10. pekBU3NTbI OBNOXKN Aena opopMNAlTCa C UCMOMNb30BaHMEM CBETO- Y BOOOCTOMKUX YEPHUIT, TyLIN
UNU WapuKoBOM pydku. [lonyckaeTcs oopmneHne pekBuanToB OBMOXKN C MOMOLLbI0 TEXHUYECKUX CPEACTB Ha
OTOENbHOM NUCTE € NoCneayLLen Haknenkon ero Ha obnoxky gena.

170. Oena, nognexawue MNOMHOMY OCOPMIIEHMIO, MOALIMBAKOTCA HE MeHee 4YeM B YeTblpe Mnpokona B
TBEpAY 0OMOXKY UM NepenneTarnTcs C y4eTOM BO3MOXHOCTM CBOBOAHOIO YTEHMS TEKCTa BCEX AOKYMEHTOB, AarT,
BM3 1 pe30nouni Ha HMX. [lokyMeHTbl, ohopMIIeHHbIe Ha nuctax bymarn dopmata A4 B anbGOMHOM opueHTauuu,
noALwmeatoTcs (nepenneTarnTcs) 3a nesoe none u cknageisatotcs. [pu noarotToBke Aen K NoALllmBke (nepenneTy)



MeTannunyeckme npegmeTbl, B TOM 4Yucne 6ynaB|<v|, CKOObl, CKpernku, N3 4OKyMEeHTOB yaandrTCcA.

[ena NOCTOSHHOrO XpaHeHus, COCTOsILME W3 AOKYMEHTOB, WMMEKLWMUX OCOBEHHOCTU XyAOXKEeCTBEHHOro
ochopMIeHusl, MaTeprarnbHON OCHOBbI AOKYMEHTa, CoAaepXalwmx B opopmreHnM matepuanbHble LEeHHOCTU, UMK
cocToswue n3 HepopmMaTHbIX JOKYMEHTOB, XPaHATCH B Narnkax ¢ Tpems KnanaHamm 1 3aBsi3kaMy U B KAPTOHHbIX
dyTnspax (kopobkax).

171. dena BpemeHHoro (oo 10 neT) XxpaHeHUs nocre 3aBepLleHnst 4enonpomn3BogCTBOM OCTaKTCS YaCcTUYHO
OChOPMIEHHBIMU: AOKYMEHTbl XPaHATCS B CKOpPOCLUMBATENsIX, IMCTbl HE HYyMEepylTcs, nepecucremMarnsaums
OOKYMEHTOB B [efne He NpoBOAWUTCH, BHYTPEHHME ONWCU OOKYMEHTOB Aefia M 3aBepuTeNibHble Haanucu He
COCTaBMATCA.

_ [NABA15 ]
COCTABJEHVE OMWUCEW AEN CTPYKTYPHbIX NOAPA3AENEHUNA

172. Onucyn pen CTPYKTYPHbIX MogpasfernieHni COCTaBNSAlTCA €XerogHo Ha [Jdena, 3aBeplUeHHble
Oenonpov3BOACTBOM, CPOK XpaHeHusi KoTopbix npesbiwaetT 10 net. Onucu gen CTPYKTYpHbIX nogpasgeneHun
COCTaBMATCA OTAENbHO Ha Aerna MOCTOSHHOro, BpeMeHHOro (cebiwe 10 neTt) xpaHeHus, o NMYHOMY COCTaBy,
Aena co crneuvansHON AOKyMeHTaumen. B onncn gen CTpyKTypHbIX nogpasgeneHuin BKYalTCa 3arofoBku gen,
NPOLUEALINX IKCNepTMU3y LEHHOCTU, CHOPMMUPOBAHHBIX U OOPMIIEHHBLIX B YCTAHOBIIEHHOM nopsgke. 3aronoBok
Kaxgoro Toma (4actu) gena BHOCMTCA B OMUCb Aen CTPYKTYPHOrO nogpasgerieHns nog CaMoCTOATESbHbIM
NOPSIAKOBbIM HOMEPOM B COOTBETCTBMU C MPaBUiamMmn, yCTaHOBNEHHbIMU MYHKTOM 177 HacToswen NHCTpyKumu.

Ha anekTpoHHble Oena COCTaBnsATCA OTAENbHble OMMCU AeN CTPYKTYPHbIX noapasfernieHui B nopsigke,
yCTaHOBMNeHHOM WHCTpyKumen o nopsiake paboTbl C SMEKTPOHHbIMU AOKYMEHTaMWU B rocyAapCTBEHHbIX OpraHax,
WHbIX opraHu3aumsax u MNpaeunamu paboTbl C AOKYMEHTaMU B 3NEKTPOHHOM BMAE B apxuMBax rocyAapCTBEHHbIX
OpraHoB, MHbIX OpraHM3aLmi.

173. Onucu fpen  CTPYKTYPHbIX MOApasfeneHWin COCTaBrsiloTCS B CTPYKTYPHbIX —MnogpasfaeneHunsx
paboTHMKaMK, OTBETCTBEHHbIMWU 32 BefeHWEe [enonpou3BOACTBA B CTPYKTYPHbIX NoApasfeneHusix, B
GeCCTPYKTYpPHbIX oOpraHusauusix - paboTHMKamMW, OTBETCTBEHHbIMW 32 [OKYMeHTauuoHHoe obecneveHune
OTAENbHbIX YNPaBNEHYECKNX PYHKUNIA (HanpaBneHuin AesTeNbHOCTM) OpraHn3aLmm.

174. Onucu gen NoCTOSHHOro, BpeMeHHoro (cBbilwe 10 neT) XpaHeHUs 1 No NMUYHOMY COCTaBy CTPYKTYPHOro
nogpasaeneHns (obLecTBeHHOM opraHM3aummn) opraHM3aumn no oopMe COorfacHo NpPUIoXeHUo 9 CocTaBnsATCA
noA METOANYECKMM PYKOBOACTBOM apXxmBa OpraHu3aunu.

175. Onncu gen CTPYKTYpHbIX NOApa3aeneHnin AoMmkHbl ObITb COCTaBNeHbl U 0POpPMIIEHbI B YCTAHOBIIEHHOM
nopsigke He nosgHee 31 pgekabpsi roga, crnegylowero 3a rogoMm 3aBeplleHus den Aenonpov3BOACTBOM, W
npeacTaBrfeHbl B apxvMB OpraHvM3auny B TeYeHue creayowero enonpons3sogcTBeHHoro roga. CBoeBpemMeHHoe 1
KadeCTBEHHOE COCTaBleHMe Onucer [Oen CTPYKTYpHbIX MogpasgeneHuin obecneynmBaloT PyKOBOAWUTENU 3TUX
nogpasgeneHun, B OeCCTPYKTYpHbIX OpraHumsauusax - pabOTHWMKKW, OTBETCTBEHHblE 3a [OOKYMEHTaLMOHHOe
obecneyeHne oTaenbHbIX yNpaBrneH4Yecknx OyHKUNIA (HanpaBneHni 4esaTenbHOCTW) opraHM3aunm.

176. lNepen BHeceHuem 3arofnoBKOB AeNn B ONWCb Aen CTPYKTYPHOro noapasfeneHus npoBepseTcs
COOTBETCTBME KOMMYecTBa Aeri, BHOCMMbIX B OMWUCb, KOMWYECTBY 3aBEAEHHbIX Aen MO HOMEeHKnaType pgen
opraHusauumn, nNpou3BOAMTCA MOMUCTHBIM nNpocMoTp Aen. [Mpu npocmoTpe fdena npoBepseTcs COOTBETCTBME
3aronoBka fena CoAepXaHu OOKYMEHTOB B Aene, NpaBWiibHOCTb OPOPMIEHUS U TPYMNNUPOBKA OOKYMEHTOB,
BKIMIOYEHHbIX B Aeno, Hymepauus fMCTOB fena, Hanmuuve W nNpaBWuibHOCTb OMOPMIIEHWS BHYTPEHHEN onucu
AOKYMEHTOB Jerna B cryyasix, onpefenieHHblX 4acTbio NepBON MyHKTa 166 HacTtoswen WHCTpyKummn, Hanunuve u
NpaBUNbHOCTb OOOPMIIEHNS 3aBEePUTENbHON HaAnMUCK, KayecTBO MoAWMBKM unu nepenneta. O6GHapyXeHHble
HapyleHns YCTaHOBIEHHbIX npaBun OpPMUPOBaHUA U  OOPMIEHUS OeNn YCTPaHATCA B  CTPYKTYPHbIX
nogpasgeneHunsx, B 6eCCTPYKTYpHbIX OpraHm3aumsx - paboTHMKamMu, OTBETCTBEHHbIMU 3a OOKYMEeHTauMOHHOe
obecneyeHne oTaenbHbIX YNpaBrneH4Yecknx OyHKUMI (HanpasneHni 4eAaTenbHOCTM) opraHM3aunm.

MNpy OTCYTCTBUM [ern, YNCHALWUXCS N0 HOMEHKNAType Aen opraHu3auuu, CTPYKTYPHbIM NoApasfierneHnem
MPUHUMAIOTCH Mepbl MO UX PO3bICKY (B GECCTPYKTYPHbIX OpraHu3auusix - paboTHMKaMu, OTBETCTBEHHLIMU 33
[OKYMEHTaLMoHHOoe obecneveHne OTAENbHbIX YNpaBreHYecknx (YHKUUA (HanpaBneHun [esiTenbHOCTH)
opraHusaumu. OBHapyxeHHble Oena BKIOYAKTCA B ONMUChL [en CTPYKTYpHOro nopapasfeneHus. Ecnu nowck
okasancsi 6e3pe3ynbTaTHbIM, TO Ha OTCYTCTBYHLIME Oena COCTaBMAETCS CrpaBka C W3MNOXEHWEeM MNPUYUH UX
oTcyTcTBMA. CnpaBka NOANUCHIBAETCS PYKOBOAUTENEM CTPYKTYpHOro nogpasgeneHns (B 6eccTpyKTypHbIX



opraHusaumsix - paboTHMKOM, OTBETCTBEHHbIM 3a AOKYMEHTaLMOHHOe obecneveHve OTAEMbHbIX YNpaBneH4YeCcKuX
yHKUMN (HanpaBneHUn [OesTenbHOCTN) opraHv3auuMmM M nepefaeTcsa BMECTe C OMUCbID AeNn CTPYKTYPHOro
nogpasgeneHuns B apxvB opraHusaumu.

177. MNpw cocTaBneHnn onucy aen CTpyKTypHOro noapasneneHuns cobnogatoTcs crneaytolme npasuna:

3arofioBk/ e BKMNK4YakTCA B ONMUCb Ael1 CTPYKTYPHOro nogpasgeneHuna Toro roga, B KOTOPOM OHU Obinn
Ha4vaTbl 4enonpon3soncTBOM UK NOCTYNUINN B OpraHn3aunio ona npoaoinkeHna segeHna B 0enonpon3BoacTBe,

3arofioBKM [Aen, HayaTblX [enonpous3BoAcTBOM B OAHOM CTPYKTYPHOM noApasgeneHuu, a 3aTem
NPOOOIPKEHHbIX B APYrOM, BKIHOYAKTCH B OMNWUCb Aen TOro CTPYKTYPHOrO MoApasferieHusl, B KOTOPOM OHU Gbinu
38KOHYEHBI;

3arojioBgn gen c niaHamMmuy, ot4eTamMmn, CMeTaMn BKIMHOYaKTCA B OMUCb AeJ1 CTPYKTYPHOro noapasgerieHnd
TOro roga, Ha KOTOprIZ nnn 3a KOTOprI7I YKa3aHHbl€ OOKYMEHTbI ObINIM cocTaBneHbl, HE3aBUCMMO OT AaTbl WX
COCTaBJIEHUA;

3arofioBkn gen c nnaHamu, nporpamMmmamu, paccyMTaHHbIMMU Ha HECKOINbKO JeT, BKI4akTCA B OMNUCb AOen
CTPYKTYPHOro nogpasaeneHna no HavanbHOMY rogy OencTeus YKa3aHHbIX JOKYMEHTOB;

3aroJioBkn gen ¢ UToroBbiMmn ot4yeTamMm O BbINMOJTHEHUN TAKUX NMiiaHOB, NporpamMmM BKITHOYAKTCA B ONUCb el
CTPYKTYPHOro nogpasaerneHna no nocnegHemy rogy OencTBus nnaHa, nporpamMmmbl;

B OMUCWU Aen CTPYKTYpPHOro noapasfeneHusl no NMYHOMY COCTaBy 3arorfioBKM Aen CUCTEMaTU3MpYTCS No
HOMUWHarNbHOMY MPU3HaKy;

nopAaaoK HyMmepauun gen B onncu aen CTpykTtypHoro nogpasgeneHua - BasioBbIN;

rpacbl onucu [en CTPYKTYPHOro nogpasfdenieHnst 3anofiHSalTcs B TOMHOM COOTBETCTBUM C  TeMu
CBeEeHMSAMN, KOTOpble BblHECEHbI Ha 0BMOXKY Aena;

nepeHoC TeKCTa 3arofioBka pfAefla Ha Apyryo CTpaHuuly Oonnucu fen CTPYKTYPHOro nogpasfeneHua He
00onycKaeTca,

npyv BHECEHUW B ONUCb Aen CTPYKTYPHOro noapasgenieHusi 3arofoBKOB fen C KOMUSIMU [AOKYMEHTOB B
3arosfioBKax COOTBETCTBYIOLLMX e yKa3blBaeTCs KOMUMHOCTb JOKYMEHTOB;

3arofioBk/ nepexoadwmnx gen, coaepxawmx AOOKYMEHTbl 3a HEeCKOJIbKO J1eT, BKIHYakTCA B ONUCb Oen
CTPYKTYPHOro nogpasgeneHuma no roay 3aBefeHuna agern. I'IpM CoCTaBneHun onucen pgen CTPYKTYPHOIro
nogpasaeneHna nocnengyroumx net, B Te4eHne KOTOpbIX (*)OpMMpOBaHMe nepexoadawmnx gen ObIno npoAoJiKeHo, B
HUX 3a MNocrnegHen onucaTenbHom CTpOKOI7| KaXXgoro roga pgenarTcd CCblUIKM Ha HOMepa fenl no onucu pgen
CTPYKTYPHOIro nogpasaerieHmnsa Toro roga, B KOTOpYHo 3arofioBkM 3aTux nepexoadwmnx aen ObINKM BKMOYEHbI;

rpacda onucu gen CTPYKTypHoro nogpasgeneHunsa "lMpumedaHune"” ucnonb3yetca And OTMETOK O nepegade
Jen B apxvuB oOpraHuMsauuu, O pfenax, MNPUHATbIX M3 OPYrMX CTPYKTYPHbIX Moapas3geneHnn B TeyeHue
4enonpon3BoACTBEHHOIO roga, 06 0COBEeHHOCTAX hU3NYECKOTO COCTOSHNS AN U MHBbIX OTMETOK.

178. Onucu pen CTPYKTYpPHbIX MoJpasfeneHni uMMeroT Homepa. Homep onuvcu gen  CTpYKTYpHOro
nogpasgeneHnsl COCTOUT U3 MHAEKCA CTPYKTYPHOrO noApasgeneHns no HoMeHknaType Aen opraHu3auumu, roga, 3a
KOTOpbIA Aena BKoYalTcs B onucb. K HOMepy onucu Aen CTPYKTYPHOro noapasfefieHnst no fIMYHOMY COCTaBy
nobaBnsieTcst 6e3 npobena OykBeHHOe 0603Ha4yeHne "mnc", a K Homepy onucu gen BpemeHHoro (cebiwe 10 net)

XpaHeHnA - 'B

179. B koHUe onucuM paen CTPYKTYpHOro noapasfgeneHuns (3a nocrnegHen onucaTernibHOW CTPOKOM)
COCTaBMnsieTCa UTOroBas 3anucb, B KOTOPOWM LudpamMn 1 NPOMNMUCbIO YKasbliBaOTCA KONMMYECTBO €S, BHECEHHbIX B
OaHHYH0 OMuCb, NEPBbLIV U NOCMeAHUIn HOMepa Aen No ONUCK Aen CTPYKTYPHOro noapasfaeneHunsi, oroBaprBatoTes
0COBGEHHOCTN HyMepaLmmn gen B oNucK Aen CTPYKTYPHOro nogpasfaeneHus (NMUTepHbIe U NponyLLeHHbIe HOMepa).

180. Onucbk Aen CTPYKTYpHOro noapasferieHus NognvchbiBaeTcd CoCTaBuTeneM C ykasaHueM AOIIKHOCTU
cryxatliero, paclmncpoBkM NoanuMCu W JaTtbl COCTaBMEHWs, COMMacoBblBAeTCA pykoBoautenem cryxoel JOY
opraHmsdaumm (nuuom, oTBeTCcTBEHHbIM 3a [OVY), OK cTpykTypHOro nogpasgeneHvs (npu ee Hanuuun) u
yTBEpXAaeTCa PyKOBOAMTENEM CTPYKTYPHOro nogpasgeneHus.



181. Onncu gen CTPYKTYpHbIX nogpasferneHuin COCTaBnsTCA B ABYX 3k3emnnspax, a npu Hanuumm 3K
CTPYKTYpHOro nogpasgeneHuss - B Tpex. OauH ak3eMnnap OCTaeTcsl B CTPYKTYPHOM noapasgerneHuun, BTOpou
nepegaeTcsi B apxmB opraHvMsauuym BMecTe ¢ Aenamu, TpeTun NOALMBaEeTCs K MpoTokony 3acedaHus OK.

Onucn gen CTpyKTypHbIX NoAapasfeneHvii MoryT co3faBaThCs B BUAE AOKYMEHTa B 3MNEKTPOHHOM BuAe, B
TOM YuCe 3NEeKTPOHHOro JOKYMEHTa, B NopsaKke, yCTaHOBNEHHOM B nMyHkTax 172 - 180 HacTosiwen VHCTpyKumw,
ecrim AC [OY, uHas uHpopmauMoHHaAss cucTema opraHumsaumm obecneymBaloT MX LUENOCTHOCTb B TeYeHue
YCTaHOBMEHHbIX CPOKOB XpaHeHMS!.

182. Ha o6noxkax [gOen, BHECEHHbIX B OMWUCb [efn CTPYKTYPHOro noapasderneHusi, MArkUM YepHbIM
rpacdvTHLIM KapaHgaloM NPou3BOAUTCS BpeMeHHas WMdpoBKa Aefn B COOTBETCTBUM C OMUCHIO A€ CTPYKTYPHOIo
noapasfeneHus.

183. lMpun Hanuunn B opraHu3aumm obLLECTBEHHOW OpraHM3auun ee AOKYMEHTbl BKOYaTCA B OTAENbHYIO
onucb Jen, cocTtaBnsieMylo no ¢opme, yCTaHOBIEHHOW AMs onucen Aen CTPYKTYpHbIX noapasaeneHui. Oena
06LLEeCTBEHHON OpraHu3auun nepefarTcs B apxXmMB OpraHvM3auny B nopsiake, yCTaHOBMEHHOM ANs nepefaydv aen
CTPYKTYPHbIX NOApasAeneHnin, 1 BKIYaTCca B roqoBble pa3genbl CBOAHOM ONWUCK Aen.

rMABA 16
NEPEOAYA OEN B APXUB OPTAHU3ALIUU

184. Nena nocTosiHHOro, BpeMeHHoro (cBbilwe 10 neT) XpaHeHWs W MO NMYHOMY COCTaBy noanexat
nepegave B apxvB OpraHunsaumm.

[ena pomkHbl 6biTb NepefaHbl B apxXmB OpraHmnsauumn 1 BKNKOYEHb! B CBOAHYO ONWUCh Aen (FO4oBOW pasgen
CBOZHOW ONMCK Aen) Mo UCTEYEHMMN FoAa, HO He No3aHee ABYX NET NOCHe UX 3aBePLUEHNS AENONPON3BOACTBOM.

lMepepaya gen B apxvB opraHu3auum OCYLLECTBIISIETCA NO ONUCAM Aen CTPYKTYPHbIX nogpasgerneHun,
COCTaBnsieMbIM B COOTBETCTBUM C TpeboBaHuAMU rmasbl 15 HacTosAwen NHCTpyKumm.

185. [lena BpemeHHoro (4o 10 neT) xpaHeHUs B apXuB OpraHu3auun He nepeaaroTcs U No UCTeYEHUM CPOKOB
BPEMEHHOIO0 XpaHeHMs noanexar yHudToxeHuto. lMNMepenava gen BpemeHHoro (4o 10 neTt) xpaHeHus B apxuB
opraHu3aumm [OMycKaeTCa B MCKIIOYMTENBHBIX Cry4Yasx MO pelleHunio pykoBoaWTens opraHu3auun. lNMepepava
TaKkMX Oen B apXuB OpraHu3auuu OCYLLECTBIISIETCS MO COrNacoBaHWI0 C apXUBOM OpraHu3auuu no onucsiM Aen
CTPYKTYPHbIX NOAPa3aeNeHnin Unm no HOMEHKNaType gen opraHnsauumn.

186. MNpu HannumMuM CTPYKTYPHbIX MoApasgeneHnn gena nepefarTcs B apxXuB opraHuMsauun no rpaduky
npvema gen B apxvB opraHusaumu.

Mpv nepenade Oen B apxvBe OpraHv3auuM MpPOBEpPSETCA MPaBUIbHOCTb (DOPMUPOBAHUS U OPOPMIEHUS
[en, COOTBETCTBME KONMWYECTBa [erl, BHECEHHbIX B OMNWUCb AEN CTPYKTYPHOro noapasaerneHunsi, KonumyecTsy aOer,
3aBefeHHbIX B COOTBETCTBMM C HOMEHKMATypoW Aen opraHvu3auuv. BbisiBneHHble Npy NpoBepke HeaocTaTku
YCTPaHATCA paBoTHUKaMU CTPYKTYPHBIX NoapasaeneHuit.

[ena nepefaroTca B apxmB OpraHv3auny B NPUCYTCTBMM paboTHMKa CTPYKTYpPHOro nogpasgernenns. Bo Bcex
aK3emnnsipax OnNWcWM [en CTPYKTYpHOro nogpasgeneHus B rpade "lpymevaHve” Kaxgoro 3aroroBka fgena
NPOCTaBAATCA OTMETKU O HanMyun UnuM OTCYTCTBUM Aen. B KoHLe KaXaoro ak3emnnsipa onucu aen CTpyKTypHOro
noapasaeneHns uugpamm n NponuUCbio YKasbIBalOTCHA KOMMYECTBO (PAKTUYECKU MPUHATBIX B apXvMB OpraHusauunm
Jen, Homepa OTCYTCTBYWOLWUX Aen, Aata npuemMa-nepegayn pen, HaMMeHOBaHWs AOMMKHOCTEWN CryXalluumx,
noanucu, paclimdpoBku nognucen nuua, nepepasllero gena, M paboTHMKa apxvBa (nvua, OTBETCTBEHHOrO 3a
apxuB), MPUHABLLErO Aena.

CBepeHHble C ONUCbI0 Aen CTPYKTYPHOro noapasfeneHus aena noabuparotcst U yBA3bIBAOTCSH B apXMBHbIE
CBSI3KM TONWMHOM Ao 20 cM unu nomMeLiaroTcs B apxuBHble Kopobku. [ena yknagbiBalTcs MO BO3pacTaHWio
HOMEpOB B OMMWCK Aen CTPYKTYPHOro nogpasfaeneHus kopellkaMmu Ha o6e CTOpoHbl. [lena AOCTaBNsATCS B apxuB
opraHu3aumm paboTHUKaMW CTPYKTYPHbIX NoapasaeneHnii.

187. lNepenava SNEKTPOHHbIX A€ B apXuB OpraHM3auun OCYLLEeCTBISieTCs B Mopsiake, YCTaHOBINEHHOM
MpaBunamm paboTbl C OOKYMEHTaMW B 3MEKTPOHHOM BWAE B apxuBax rOCYLAPCTBEHHbIX OPraHoB, WHbIX
opraHmMsauuin.

rMABA 17



YHUYTOXEHUE OOKYMEHTOB C UCTEKIWLMMU CPOKAMU XPAHEHUA

188. OT6Op Oen K YHUUMTOXKEHWUIO OCYLLECTBSIETCS MO pesynbTaTtaM 3KCNepTu3bl LEHHOCTU [OKYMEHTOB
nocrie NOAroTOBKM CBOAHbLIX onuvceit Aen (rofoBbiX pasgenoB CBOAHLIX OMUCEeR Aer) MOCTOSIHHOTO, BPeMEHHOIo
(cBbilwe 10 neT) XpaHeHWs M MO JIMYHOMY COCTaBy U OCGOPMIIAETCH aKTOM O BbIAENEHUM K YHUYTOXKEHWIO
[OKYMEHTOB 1 [€efl, He NoAnexallmx XpaHeHuio.

HenocpeaCTBEHHbIV OTOOP AOKYMEHTOB K YHUUTOXEHMIO B CTPYKTYPHbIX NogpasfeneHusax ocyLlecTBsSoT
paboTHMKK, OTBETCTBEHHbIE 3a BedeHWe Aernonpou3BoAcTBa, B OGECCTPYKTYpPHbIX opraHusaumsax - paboTHMKW,
OTBETCTBEHHbIE 3@ [AOKYMEHTauuoHHOoe obecneveHne OTAenbHbIX YNpaBneHYecKnXx YHKUUA (HanpaBneHun
aearenbHoOCTU) opraHusauun. [poBepky npaBunNbHOCTM npousBefeHHoro otbopa ocyuwectenser LIK (OK)
opraHm3auun.

189. [lena BkOYaOTCA B aKT O BblAEMNEHNM K YHUMTOXEHUIO JOKYMEHTOB U Aen, He NoAnexXallmx XpaHeHuto,
€CNn YCTaHOBIEHHbIN CPOK MX XpaHEHUs1 UCTeK K 1 ssHBaps rofa, B KOTOPOM COCTaBMEH aKT.

190. AKT O BbIOENEHNN K YHUUTOXEHUIO LOKYMEHTOB W A€, He MOoANexXallMx XpaHeHo, COCTaBNsAeTCcsa Ha
Jena BCEW opraHu3auum Unu Ha gena OTAENbHOro CTPYKTYPHOro noapasgeneHusi. Ha aokymeHTbl M gena ¢
otmeTkon "OIK" coctaBnsieTcsl OTAENbHbIM akT Mo ¢opme, YCTAHOBMEHHOW AN akta O BblAENeHUMU K
YHUUTOXEHWIO LOKYMEHTOB M A€, He Nnoasiexallnx XpaHeHuo.

Ecnu B aKkT 0 BblAENEHUN K YHUHTOXEHUIO JOKYMEHTOB U Aer, He NOoANeXallMx XpaHeHWIo, BKIOYEHbl Aena
HECKONbKUX  CTPYKTYPHbIX NoApasgerneHunid, TO HauMeHOBaHMe KaXXOoro CTPYKTYPHOro noapasfeneHus
ykasblBaeTCcs nepes rpynmnow 3arofioBKOB Aen 3TOro noapasgeneHust.

191. AKT O BblAENeHUn K YHUYTOXEHUIKO OOKYMEHTOB U e, He noanexXawunx XxpaHeHU, COCTaBIidAeTCcAa no
cbopme cornacHo npunoXeHuto 10. B akte 0 BblgeneHun K YHUHTOXEHNIO OOKYMEHTOB U Aenl, He noanexalnx
XPaHEeHUIO, YKa3bIBakOTCA:

3aronoBKM OTAENbHbIX A& UMK FPYMnoBble 3arorfoBKU OAHOPOAHbLIX Oer;
JaTa [ena unu kpaiiHue aaTel gen. [lonyckaeTcs ykasbiBaTb TONbKO rod (rogbl);

perucTpaumoHHble MHOEKCHl HOMEeHKNaTyp Aen opraHv3auuu, B KOTOPbIX GbiM yYTeHbl BblAensemMble K
YHUYTOXEHWIO Aena, UM Homepa onuceit Aen BPEMEHHOro XpaHeHUs!, B KOTopble Bbinn BKNOYEHb! Bblgensemble K
YHUUTOXEHWIO Aena (Ans Aen Co CPOKOM xpaHeHus Gonee 10 neT, B TOM 4ucrie Mo NUYHOMY COCTaBy), HOMepa
onuceit Aen NOCTOSIHHOTO XPaHeHUs!, U3 KOTOPbIX B XOAE WX nepepaboTku OTAENbHblE Aena U AOKYMeHTb! bbinu
BblOEmNeHbl K yHUYTOXeHUo. Ecnu rpynnoBoii 3aronoBoK OOHOPOAHLIX [en BKMOYaeT Jena 3a HECKOMNbKo meT,
JonyckaeTcs ykasblBaTb TOMbKO PErncTpaLMOHHBIN MHOEKC NOcnedHEel HOMEHKNaTypbl Oen, B KOTOPOW Obinu
YUTEHBI BblAENAEMbIE K YHUUTOXEHUIO AENA;

WHOEKCbI Aen N0 HOMEHKIaType Aen OpraHusaumum unn Homepa gen no onucu aen;
KonnyecTBo Aen (TOMOB, YacTein) (Kaxabl TOM YYUTbIBAeTCs Kak oTAernbHOe Aeno);
CPOKWN XpaHeHus1 Aen 1 HoMepa NyHKTOB MO NePeYHt0, UHOMY HOPMaTUBHOMY NMPaBOBOMY aKTy.

192. AKT O BblOENEHUN K YHUYTOXKEHMIO JOKYMEHTOB W fef, He MoAnexalmx XpaHeHWto, NMOAnMUCbIBaeTCs
NIMLOM, NPOBOAVBLUMM 3KCMEPTM3Y LEHHOCTM [OKYMEHTOB, M paccMmaTpuBaeTcs Ha 3acegaHun LIOK (OK)
opraHusauuu.

AKT O BbIJENEHMU K YHUYTOXKEHUIO [OOKYMEHTOB W [en, He noanexawmx XpaHeHuto, yTBepXaaeTcs
PyKOBOAWTENEM OpraHu3auun nocrne yTBepXAEeHUS MM CBOAHOM onucu den (rogoBOro pasgena CBOOHOW OMvcH
4en) NOCTOSIHHOro XpaHeHus (Mpu ee Hanuynn) U CBOgHOW onucu gen (rogoBoro pasgena CBOAHOM onucy gen) no
NNYHOMY COCTaBy, COCTaBIIEHHbIX U OGOOPMIIEHHbIX B COOTBETCTBUM C TpeboBaHusamu rnae 14, 15 n 17 lNpasun
paboTbl apxMBOB TOCYAapCTBEHHbIX OPraHOB W WHbIX OpraHu3auui, akta O BblAENEHUN K YHUYTOXEHUIO
OOKYMeHTOB 1 fen ¢ otmeTkon "AIMK", He noanexalumx xpaHeHuto (Mpy ero Hanuuun).

AKT O BblAENEeHUN K YHUYTOXEHUIO AOKYMEHTOB W Aen ¢ oTmeTtkow "JMK", He nognexawmx XpaHeHuto,
opraHusauui, SBNSIOWMUXCA WUCTOYHMKAMM KOMMIEKTOBaHWS rOCYAapCTBEHHbIX apXMBOB, COMNacoBbiBAeTCsd C
COOTBETCTBYIOLUMMMN TOCYOAPCTBEHHLIMW apXMBamu UMW CTPYKTYPHbIMW MoApasdeneHnsamMn no apxumeam U
AenonponssoacTBy 06nacTHbIX (MUHCKOro ropoAcKoro) MCNOMHUTENbHBIX KOMUTETOB.



193. [JokymeHTbl U fena C WUCTEKWMMU CpPOKaMU XpaHEeHWs paspellaeTcsl YHWUYToXaTb TOMbKO Mocne
YTBEPXKOAEHUS PYKOBOAWUTENEM OpraHmsauMuM akta O BblAeNeHUM K YHUUTOXEHWI0 [OKYMEHTOB W fen, He
noanexalimx XpaHeHuto, B COOTBETCTBMM C TpeboBaHUAMM NyHkTa 192 HacToswen VIHCTpyKumn.

194. OTOGpaHHbIE K YHUUTOXEHMUIO U BKMOYEHHbIE B aKT O BblAEMNEeHUM K YHUYTOXEHUIO JOKYMEHTOB U Aen,
He noanexalimx XpaHeHuto, JOKYMEHTbl NepeaalTcsl opraHn3aumsiM, BeJatoLWmnM 3aroTOBKOM BTOPUYHOTO ChIpbS.
Mcnonb3oBaHne 3TUX AOKYMEHTOB AMsl XO3AWCTBEHHbIX HyXA 3anpeleHo. Caoava AOKYMEHTOB odopmnsieTcs
TOBApHO-TPAHCMOPTHON HaknagHow (akTom caaumn-npuemkun). [ata cgayum M HOMep TOBapHO-TPAHCMOPTHOM
HaknagHoW (aKkTa coadm-npuemkn), a Takke BeC AOKYMEHTOB YKa3blBaeTCs B akTe O BblAEMNEHUU K YHUUTOXEHUIO
OOKYMEHTOB 1 [ieNn, He Noanexalunx XpaHeHuo.

YHUUYTOXEHNE [OKYMEHTOB, COAEpXKallMx CBEeAeHUsl, OTHECEHHble B YCTaHOBNEHHOM nopsake K
rocy4apCTBEHHbIM CeKpeTam, KOMMEPYECKOW M (MNN) MHOW OXpaHsieMol 3aKOHOM TalHe, OCYLIeCTBNSeTcs B
COOTBETCTBUM C 3aKOHOOATENBCTBOM.

YHuuTOXEHMe foKyMeHToB HaumoHanbHoro apxmeHoro ¢oHaa Pecnybnukn benapych 3anpeliaetcs.

rMABA 18
ONEPATUBHOE XPAHEHUE OOKYMEHTOB

195. C MOMeHTa 3aBefeHUs M OO Nepefady B apxyB OpraHu3aLuu UM YHUYTOXEHUSI NOCre UCTeYeHus
CpPOKOB BPEMEHHOI0 XpaHeHUs1 Aena XpaHATCHA B CTPYKTYPHbIX noAapasgeneHusax (y OOSMKHOCTHBIX NUL) Mo MecTy
dopmupoBaHus.

[ena xpaHaTca B pabounmx kOMHaTax u (Unu) cneuymnanbHO OTBEAEHHbIX ANA 3TOM Lenu NoMeLLeHUsIX B
wkadax, obecneymBaloLMX MX MOMHYK COXPAHHOCTb, MPEOOXPaHAILWMX AOKYMEHTbl OT MbiM U BO3OENCTBUS
CONHEeYHoro ceerTa.

196. B uensx noBbIWEHWs OMepaTMBHOCTM MOUCKa [OKYMEHTOB [Aeria pacnonaralwTcs B WwkKadax B
BEPTUKANbHOM MONOXEHNM KOpeLlKaMy HapyXy B COOTBETCTBUM C HOMEHKNaTypou gen opraHusauun. Ha
KopeLuKax 0bnoxek Aen ykasblBalTCs MHAEKCHl N0 HOMEHKNaType Aen opraHMsauun.

3ﬂeKTp0HHbIe HOCUTENN C (bOHOFpaMMaMI/I 3acefaHuin KonnervanbHbIX OpraHoB XpaHATCA Yy CeKpeTapd
KonnermnanbHOro opraHa. OTmeTKM 0 gaTe 3acegaHua n BpeMeHun 3anncun genarTcd Ha ynakoBke HocuTenen.

197. [JokymMeHTbl U gena, Haxoddwmecs Ha onepaTMBHOM XpaHeHWWU, MOTyT BblAaBaTbCs B MOSib30BaHWE B
npegenax opraHvsauuu OpYrMM CTPYKTYPHbIM MOApa3ferneHnsM opraHmsaumu, CTOPOHHUM OpraHuM3auusmM 1 B
cnyyasix, ornpefeneHHbIX 3aKOHOA4aTeNbCTBOM, rpaxaaHam.

Bblgava OOKYMEHTOB W Aenn B NoJfib3oBaHMe [OpyromMy CTPYKTYPHOMY nogpasferieHnio opraHnsauunm
npon3BonTCA C pa3pelleHna pykoBognuTena CTPYKTYPHOro nogpasaeneHus.

Bblgaya [OOKYMEHTOB M [en CTOPOHHeM opraHvM3auvMu npou3BOAMTCS Ha OCHOBaHUM 3anpoca 9Tou
opraHu3aLMu 1 pesonioLmmn pyKoBoaUTENS opraHu3aLuu.

Bbligava OOKYMEHTOB M aen rpaxgaHaM oCyLecTBAeTCA B COOTBETCTBUM C 3aKOHOOATENIbCTBOM.

,D,OKyMeHTbI, Haxoadwunecd Ha onepatMBHOM XpaHeHUn B OpraHu3auunn, MOryTt OblTb U3bATHI B X0o4e
npenoBapuUTesibHOro paccrnenoBaHud, Cyﬂ,GGHOI’O pa36V|paTeanTBa, NCNOJIHEHUA peLueHvu7| OopraHa yrosnoBHOro
npecnegoBaHuAa U cyda no yroJioBHbIM Aenamv B nopsaake, yCTaHOBJ1IEHHOM 3aKOHOAAaTEIbCTBOM.

N3batne (Bblemka) OOKYMEHTOB W3 Aen MOCTOSIHHOrO XpaHeHusi npou3Boautcs C  obAsaTernbHbIM
BKITOMEHMEM B en0 3aBePEHHON KOMUN U3BATOrO AOKYMEHTA.

198. Ons KOHTpOJ1IA 3a BO3BpatOM Ha MECTO BblaHHOIo (VI3'bFITOI'O) N3 gena OOoKyMeHTa nomMmellaeTcad
JINCTOK-3aMeCTuUTellb OOKYMEeHTa Mo cbopme cornacHo npurioXxeHuro 11. On4a KOHTPOJIA 3a BO3BpatomMm Aden
COCTaBIAeTCA KapTa-3amMmecTtuTellb gena no cbopme cornacHo nNpuiioXeHuwo 12.

rMABA 19
OCOBEHHOCTU PABOTbI C AOKYMEHTAMU B 3NNIEKTPOHHOM BULE

199. Vcnonb3dyemble B opraHusauun opmatbl (PannoB AOKYMEHTOB B 3fIEKTPOHHOM BMAE [OOMKHbI



obecneumBaTb MX LIENIOCTHOCTb, BO3MOXHOCTb BOCNpOM3BeAeHUst hopMbl BHELLUHEro NpeacTaBreHUss Ha Bcex
aTanax o6paboTku U XpaHeHus.

BHyTpeHHMEe [OOKyMEHTbl oOpraHuM3auuMmM B 3MeKTPOHHOM Buae (dannbl obwen 4YacTu 3MEeKTPOHHbIX
OOKYMEHTOB), B TOM YMUCIl€ ONIEKTPOHHbIE KOMWWM W 3NEKTPOHHblIE OTOOpaKeHMs OOKYMEHTOB Ha OymakHOoM
HocuTene, NOCTOSAHHOrO U BpeMeHHoro (cBbiwe 10 neT) xpaHeHusa nnun ¢ otmeTkon "OlMK", BkNoYas NpunoxeHus,
OomxkHbI 6bITh NpeacTasneHsl B popmate Portable Document Format (PDF/A1 nnu PDF/A2).

[loKyMeHTbl B 3MeKTpoHHOM BuAe (chaiinbl obLieit 4acTu 3MeKTPOHHbIX [AOKYMEHTOB), B TOM uucre
3MEKTPOHHbIE KOMWUM U 3MEKTPOHHbIE O0TOOPaXKEHUs AOKYMEHTOB Ha GyMakHOM HocuTerne, BKIoYas NpUIIoKeHNs,
HanpaBrsieMble B CTOPOHHWE OpraHu3aLum, OOMMKHbl ObiTh NpeacTaBneHbl B goopmaTe Portable Document Format
(PDF/A1 unn PDF/A2).

200. lMogroTtoBka [OKYMEHTOB B 3MIEKTPOHHOM BUAE OCYLUECTBMASIETCS NO NpaBunamM, YCTaHOBMEHHbIM
HacTodAwen VIHCTpyKUMENn B OTHOLLEHUN aHaNorMyHbIX JOKYMEHTOB Ha ByMaXHOM HocuTene.

201. [OKyMEHT B 3NEKTPOHHOM BuWAE OOIMKEH UMETb BCE PEKBU3UTbI, YCTAHOBMEHHbIE AN aHanorn4yHoro
JOKyMeHTa Ha OGymMaxHOM HocuTene, 3a MCKMYeHueM u3obpaxkeHus ocygapcTBeHHoro repba Pecny6nvku
Benapycb, a Takke OTTUCKOB NevaTel M LiTamnoB. PacnonoxeHve un odopMieHne TeKcTa U PEKBU3UTOB B
dopmMynsipe OOKYMEHTa B 3M1eKTPOHHOM Buae (0OLEen 4acTu SMEKTPOHHOTO [OOKYMEHTa) Mpu ero BHELHeM
npeacTaBneHnn A0MKHO COOTBETCTBOBATL TPeBOBaHNAM, YCTAHOBMEHHbIM B rMaBax 5 - 7 HacTosLen MHCTpyKumu.

Mpv noaroToBKE AOKYMEHTOB B 3NIEKTPOHHOM BWAE MOrYT MCMONb30BaTbCs LWIAGMOHbI JOKYMEHTOB B
anekTpoHHoM Buae. CocTaB peKBU3UTOB B 3aroflIoBOYHOM YacTy LWABMOHOB JOKYMEHTOB B 3NIEKTPOHHOM BUAOE W UX
pacnosioXXeHne AOSHKHbI COOTBETCTBOBATbL OGOPMIIEHMI0 PEKBU3UTOB GriaHKa AoKyMeHTa Ha ByMaXkHOM HocuTene,
3a UCKIoYeHem n3obpaxxeHuns FocyaapcTeeHHoro repba Pecny6nuku Benapyce.

202. B pokyMeHTax B 9MeKTpOHHOM Buae npu odopmneHun peksmautoB "lpud ytBepxageHusa", "Mpud
cornacoBaHus”, "Busza", "lNognuce", B COCTaB KOTOPbLIX BXOAUT COOCTBEHHOPYYHAsi MOANMUCH, BCE COCTaBHbIE YaCTU
Takux PEeKBM3UTOB, 3@ WCKIOYEHMEM COOCTBEHHOPYYHOW MOAMWCU, MPU BHELIHEM MPEACTaBMEHMM OOKYMeEHTa
OOJDKHbI OblTb OTpaXkeHbl HEMOCPEACTBEHHO B hopMyrnsipe AOKYMEHTa B SNIEKTPOHHOM Buae (obwen 4vactum
3MNEKTPOHHOrO JOKyMeHTa). B kayecTBe akBMBaneHTa cobCTBEHHOPYYHOW nognucu mncnonb3yetca UM unm uHble
aHanorv cobCTBEHHOPYYHOW NOAMMCHK B CIyvasXx, NPeLyCMOTPEHHBIX YacTbio BTOPOW HAacTOSLLErO MyHKTAa.

JonyckaeTcsa nognuceiBaTh, COMNacoBbIBaTb, YTBEPXAATb BHYTPEHHUE OOKYMEHTbI B 3NEKTPOHHOM Buae 6e3
ncrnono3oBaHus JLUIM, ecnn MHOe He YCTaHOBNEHO 3aKOHOAATENbCTBOM, MPU YCMOBWM, YTO MpPOrpamMMHble
CpeacTBa, MCMonb3yeMble B OpraHu3auuu, MO3BOMST OAHO3HAYHO WMAEHTMdUUMPOBaTb NMUO, Moanvcasliee
(cornacoBaBluee, yTBEPAMBLLEE) OKYMEHT.

203. PekBuantbl "[aTta gokymeHTa" u "PermcrpaumoHHbIn MHAEKC" B OOKYMEHTax B OMEeKTPOHHOM BuAe
BHOCSITCS B €ro (popMynsap NOMAHOCTbIO, €Cry 3TO He HapyLlaeT LeNoCTHOCTb U NOAMMHHOCTbL JOKYMEeHTa nocre ero
noanucaHus (yteepxaeHus). B uHbIX cnydasx peksusuTbl "[ata gokymeHTa" m "PeructpauuoHHbid uHaekc"
OoTpaXalrTcs B y4eTHO-peructpaumoHHbix dopmax (PKK, xxypHane) Ha ByMaxXHOM MMM 3NEeKTPOHHOM HocuTene.
[onyckaetcsa BknoyeHne B opMyndp OOKYMEHTa B 3fIeKTPOHHOM BMAE COCTaBHbIX 4acTen pekBuauToB "[ata
OOKyMeHTa" 1 "PermctpaunoHHbii MHAEKC", N3BECTHbLIX A0 NOAMNUCaHUSA OKYMEHTAa B 3NIEKTPOHHOM Buae (Mecsu u
rod, MHOEKC Aerna no HoOMeHKnaType Aen opraHm3aumm).

204. PekBusut "Pesonioumnsa” B JOKYMEHTax B SNEKTPOHHOM BUAE OTpaXKaeTCs B YYETHO-pPerncTpaLMoHHbIX
dopmax (PKK, xypHane) Ha GymaxHOM MnM 3MNEKTPOHHOM HocuTene unv odhopmMnseTcs NUCTOM pe3onoLnu,
cofepxaHue KOTOpOM NepeHoCUTCH B Yy4YeTHO-pernctpauunoHHble dopmbl (PKK, ypHan) Ha OGymaxHOM wunu
3NEKTPOHHOM HocuTene.

205. BHeluHee cornacoBaHWe 3SEKTPOHHBLIX OOKYMEHTOB OCYLLECTBISIETCA B Nopsiake, NpeaycMOTPEeHHOM
MyHKTOM 36 MHCTPYKUMKM O nopsigke paboTbl C 3/1eKTPOHHBLIMU [OKYMEHTaMM B FOCY[apCTBEHHbIX OpraHax, UHbIX
opraHusauusx.

BHyTpeHHee cormnacoBaHMe 3MeKTPOHHbIX [OKYMEHTOB OCYLUECTBNAETCA B MOpsiAKe, NpeaycMOTPEeHHOM
NyHKTOM 35 MHCTpyKUMKM O nopsigke paboTbl C 351EKTPOHHBIMU [OKYMEHTaMW B rOCy[apCTBEHHbIX OpraHax, WHbIX
opraHusauusix.

BHellHee 1 BHYTpeHHee cornacoBaHne LOKYMEHTOB B 3/1EKTPOHHOM BuAe B MHOPMALMOHHBIX CUCTEMAX, B
KOTOpbIX peanu3yeTcsl 3NEeKTPOHHOE WH(OpPMaLMOHHOE B3aMMOAEWCTBME, OCYLLIECTBISIeTCA B  Nopsake,



onpepgeneHHoM pernameHTamm nnn nonoXXeHnAmMmm o HX.

206. BHelwlHee ¥ BHYTPEHHee corfacoBaHWe WHbIX AOKYMEHTOB B 9fIEeKTPOHHOM BWMAE, HE YKasaHHbIX B
nyHkte 205 Hactosiwen WHcTpykumu, 6e3 ucnonb3oBaHus 3L gonyckaeTcs no cornaweHuo CTOPOH Nnpwu
YyCIMOBUKW, 4YTO MpOrpaMMHbIE CPeACTBa, MNPUMEHSIEMble B  OpraHu3auusx, MO3BOMSAKT  OOHO3HAYHO
naeHTnMLMpoBaTh NMLO, CornacoBasLLee JOKYMEHT, eCl MHOE He YCTaHOBMNEHO 3aKOHO4ATENbCTBOM.

207. CeepeHvss 0O nMuax, COrnacoBaBLKUX (3aBU3MPOBABLUMX) [OOKYMEHT B  3/IEKTPOHHOM  Buie
(HaMMeHoBaHMS  [OOSMKHOCTEN CRnyXalmx, UWHUUManesl, damMmunun), U patbl cornacoBaHusi (BU3MPOBaHMUS)
oTpaxkatoTcsl B y4eTHO-perncTpaumoHHbix popmax (PKK, xxypHane) Ha 6yMaXKHOM Unu 351eKTPOHHOM HOCUTENE UMK
0hOpPMISIOTCS NIUCTOM COrflacoBaHus, coAepXKaHMe KOTOPOro MEePEHOCUTCS B YYETHO-PErMCTPaLMOHHBIE hOPMbI
(PKK, >xypHan) Ha 6yMaxHOM Unn 3r1ieKTPOHHOM HOCUTESE.

[Mpn BHewHeM cornacoBaHWM [OKYMEHTOB B 3MEKTPOHHOM BMAE MWCbMOM UMW MNPOTOKOSIOM Ha3BaHUSA
cornacylLwmx JOKYMEHTOB, UX aBTOPbI, AaTbl U PErMCTPALMOHHbIE MHAOEKCHI BHOCATCA B (hOPMYNsip AOKYMEHTA B
3NEKTPOHHOM BMAE M OTpaxalwTcs B Y4YeTHO-permctpaumoHHbix dopmax (PKK, xypHane) Ha GymaxHOM wunu
3NEKTPOHHOM HocuTene.

208. PekBuanTbl "OTMeTKa 0 KoHTpone", "OTmeTka 06 MCNOMHEHMM OOKYMEHTA W HanpaBneHun ero B geno”,
"OTmMeTKka 0 NOCTYMMNEHUN (PEMMCTPALMOHHBIV LITAMN BXOASLLEro AOKyMEHTa)" B JOKYMEHTax B 3NIEKTPOHHOM Buae
oTpaxatoTcs B y4eTHo-perncrpaumnoHHsix popmax (PKK, xxypHane) Ha BymaXHOM MUrnn 3neKTPOHHOM HocuTerne.

209. lNprveM u oTnpaBka OOKYMEHTOB B 3NEKTPOHHOM Buae ocylwecTBnsietca cnyxbon OOY (nuvuom,
OTBETCTBEHHbIM 3a JOVY).

Honyckaetcsa npuem 1 oTnpaBka JOKYMEHTOB B 3NIEKTPOHHOM BMAE, BKITHOYEHHbIX B MepeYveHb OOKYMEHTOB,
He noanexaiumx permctpaunm cnyxoon JOY, paspabaTbiBaeMbli B COOTBETCTBMM C MOAMNYHKTOM 122.2 nyHkTa 122
HacTosiwen WVHCTpyKuun, CTPYKTYpHbIMKM nogpasgeneHnsmu (paboTHukamm) opraHmusauum 6e3 yvactus cnyxObl
Joy.

I'IpmeM M oTnpaBka [OOKYMEHTOB B 3JIEKTPOHHOM Buae 6e3 uncnonb3oBaHus 3L|.|_| nonyckarTca no
cormaweHn CTOPOH Mnpun ycnosuu, 4YTO nporpamMMmHble cCpencTtBa, NpuMeHdaemMble B opraHu3aundax, no3BonAaroT
OAHO3Ha4YHO I/I,El,eHTI/I(*)VILI,I/IpOBaTb aBTOpa AOKyMeHTa, eClit UHOoe He YCTaHOBJ1€HO 3aKOHO4AaTesIbCTBOM.

Mpwv nepecbirike 3MEeKTPOHHbLIX KOMUA M 3MEKTPOHHBIX OTOOpaXKeHW OOKYMEHTOB Ha OYMaXkHOM HocuTene,
BKITOYasi MPUSIOKEHUS!, OHU AOIMKHbI ObITb BbINOMHEHbI B COOTBETCTBUM C TpeboBaHusIMM nyHKTa 58 VMIHCTpyKUMK O
nopsiake paboTbl C SNEKTPOHHBIMW JOKYMEHTaMW B TOCYAaPCTBEHHbIX OpraHax, MHbIX OpraHu3aLusix.

Mocne OoTnpaBKM OOKYMEHTa B 3J1IEKTPOHHOM BuAE OOCHhINIKa ero aK3emmnndapa Ha 6yMa)KHOM HocuTene (r|p|/|
HaJ'IW-IMM) He Tpe6yeT0ﬂ, €CIM 3aKoHO4aTeNMbCTBOM HE YCTAHOBJIEHO MHOE.

210. TMpn nonyvyeHun [OKYMEHTOB B 3NEKTPOHHOM BMAEe MNPOBEPSIOTCA HanuMune BCeX YKasaHHbIX
MPUIOXEHWI, BO3MOXHOCTb WX BOCMPOM3BEAEHMS, COOTBETCTBME YCTAHOBMEHHbIM (OpMartam, OTCYTCTBUE
KOMMbIOTEPHbIX BUPYCOB. Mpn nonyyeHnn JOKYMEHTOB B 3MEKTPOHHOM BuAe, nognucaHHbix SLIMN, gononHuTensHO
npoBepsaeTCs UX LLleNOCTHOCTb U NOAMMHHOCTb.

211. Mpn NONOXMTENbHOM pe3ynbTaTe NPOBEPKN JOKYMEHTHI NOoANexXaT AanbHenwen obpaboTke.

B cnyuyae obHapyxeHus olwnbok, B TOM 4ucne oTpuuaTtenbHbiX pedynbTatoB nposepku SLUIM, oTcyTcTBuA
NPUNoXeHU, HECOOTBETCTBUS YCTAHOBIEHHbIM dopmaTaM, HEKOPPEKTHOro BOCNPOU3BEOAEHUSI COAepXaHus,
HanNUuMsa KOMMbIOTEPHBIX BUPYCOB, OpraHM3auun-oTNpaBUTENO HanpaenseTca ysegomneHme ob otkase B npueme
N peructpaumu.

212. [JokyMeHTbI B 3NIEKTPOHHOM BMAE MOANEXaT perucrpaumm B COOTBETCTBMM ¢ TpeboBaHusAMM nyHkTa 122
HacToswen NHcTpyKumm.

213. Y4YeTHO-perncTpaLmoHHble AaHHble O JOKYMEHTaX B 9NIEKTPOHHOM BUAE U CBA3M MeXAY HUMU U cCaMUMK
OOKYMEHTaMU COXPaHATCS B HEM3MEHHOM M AOCTYNHOM AN BOCNPOM3BEAEHUSI N BOCNPUATUSA YEMNOBEKOM Buae ¢
MOMEHTa CO30aHUA WM MOMyYeHus OO0 nepefadunm B apXvMB OpraHuM3auun U YHUYTOXEHUS [OOKYMEHTOB B
3NeKTpoHHOM Buae. Npu nepenave JOKYMEHTOB B 3MEKTPOHHOM BUAE BHYTPU OpraHu3aLvuM unu npu otnpaeke 3a
npeaenbl opraHn3aunm BMeCcTe C HUMU NepeaatTcs UX yYeTHO-PErncTpaLMOHHbIE AaHHbIE.



214. Tlpn nepecbinke MO SMEKTPOHHOW MOYTE OOKYMEHT B 3MEeKTPOHHOM BMAE MNpUKpenndeTca B Buae
npunoxeHus (parna) Kk COobLLEHNIO ANEKTPOHHON NOYTHI.

215. [loKyMeHTbI B 951IEKTPOHHOM BUAE AONyCcKaeTcs:
akcnopTuposaTb B AC [1OY, MHble MIHHPOPMALMNOHHbIE CUCTEMBI;
pacnevatbiBaTb Ha ByMaxHOM HocuTene.

216. lMpwn akcnopTe gokymeHTa B anektpoHHoM Buge B AC JOVY, mHble UH(OPMaALMOHHbIE CUCTEMBI C
OOKYMEHTOM  3KCropTupyeTcs  (pacnedvaTtbiBaeTcsl) COnpoBOAUTENbHOE  COODLIeHWe, WHble  CBeAeHus,
cogepxalimecs B cOOOLeHUN, ecnu AOKYMEHT B 3NIEKTPOHHOM BUAe He coaepXuT peksusut "[ata gokymeHTta"
WUNU K HEMY He MpUNOXeHa y4YeTHO-permcTpaumoHHaa opma, B MHbIX CryvasX, Korga ykasaHHasa vHdopmauus
HeobxoamMma AOns NOATBEPXAEHUS dhakTa U YCroBMN OTNPaBKM (MONy4YeHUs) OOKYMEHTa U (unun) moxet ObiTb
ncrnonb3oBaHa B Liensx gokasaTenbCTea, NoATBEpXKAEHWS, CBMOETENbCTBA.

217. KoOHTpONnb MCMOMHEHUS [OOKYMEHTOB B 3MEKTPOHHOM BUAE OCYLIECTBMASETCS B COOTBETCTBUM C
TpeboBaHusamu rnaebl 10 HacTosAwen NHCTpyKLmMK.

218. ®opmupoBaHue M 0OPMITIEHNE INEKTPOHHbLIX ANl OCYLLeCTBNSeTcs C y4yeToMm oblmx TpeboBaHui
dopmMmpoBaHms 1 obopMIeHnst Aen C AOKYMEHTaMn Ha OyMakHbIX HOCUTENsIX, yKkasaHHbIX B rnaBax 12 u 14
HacTosiwen MHcTpykumn, n TpeboBaHuii rmaebl 8 IHCTpyKuun 0 nopsigke paboTbl C 3MEKTPOHHLIMU JOKYMEHTaMU B
rocygapCTBEHHbIX OpraHax, MHbIX OpraHn3auusix.

219. B peaTenbHOCTW opraHusauumn gonyckaetcs opMupoBaHue rmbpuaHbiX Aen B TOM crnydvae, Korga B
npegenax ogHoOro gena obbeguHATCA OOKYMEHTbI, YacTb KOTOPbIX MOCTyNuia B OpraHM3auuio no SeKTPOHHOWN
noyTe, MHPOPMALMOHHBEIM CMCTEMaM BEAOMCTBEHHOIO (KOPMOPATUBHOIO) UM MEXBEAOMCTBEHHOIO 3IEKTPOHHOMO
OOKymeHToob6opoTa unu 6bina cos3gaHa B OpraHu3auum B BuAE AOKYMEHTa B 3MEKTPOHHOM BMAe, a YacTb
OOKYMEHTOB MOCTyNuna B opraHvM3aumio unu obina cosgaHa B opraHu3aumm Ha 6ymakHom HocuTene. Mpu aTom B
HOMEHKNaType Aen opraHusauuu genaetca oTMeTKa B COOTBETCTBMM ¢ noanyHkToMm 149.5 nyHkta 149 HacToswen
UHCTpyKUMK.

MMbpuaHoe [eno CylecTByeT TOMbKO Ha CTaauu OnepaTUBHOMO XpaHeHus. [MbpuaHble Aena BPeMeHHOro
(mo 10 neT) XxpaHeHus1 Nocne OKOHYaHMs AEernonpou3BOACTBEHHOroO roga He Moanexar MonHOMY OOPMIIEHUI0 U
XpaHSATCS B TeYEeHNe YCTaHOBMEHHbLIX CPOKOB.

B opraHusauusix, B apxmBax KOTOPbIX CO3[aHbl YCIOBUS AN XpaHEHUs JOKYMEHTOB B 3/1IEKTPOHHOM BMAE C
COXpaHeHMEeM MX LeNoCTHOCTM B COOTBETCTBUM C TpeBoBaHUAMK NyHKTa 227 HacToswen MHCTpyKkuun, rmubpuaHble
[ena nocTosiHHOro 1 BpeMeHHoro (cBbile 10 neT) XxpaHeHWsl Npu NOAroTOBKe K Nepegaye B apxvMB opraHu3aumu
noanexaTr MOMHOMY OCQOPMIEHVWI0 B OBa CaMOCTOATENIbHbIX [ena: AOKYMEHTbl Ha OymaXHOM Hocuterne
hopmMuMpytoTCsl B AENO C JOKYMEHTaMu Ha ByMaXkHOM HOcUTere, AOKYMEHTbI B 3/IEKTPOHHOM Buae (hOpMUPYIOTCS B
3MeKTpoHHOe Aeno. YkasaHHbIM AernaM NpucBanBaeTCsl OOQMHAKOBLIE MHAEKC W 3aroSfloBOK MO HOMEHKNaType Aen
opraHusaumm.

B opraHusauusax, B apxmBax KOTOPbIX HE CO3[aHbl YCNOBUSA AN XpaHEeHUs1 JOKYMEHTOB B 9NEKTPOHHOM Buae
C COXpaHeHMeM uX LIeMOCTHOCTU B COOTBETCTBUM C TpeboBaHuMsAMW MyHkTa 227 HacToswen WHCTpykuuu, He
ponyckaetca dopmupoBath rMbpuaHble gerna [OKYMEHTamMu MOCTOSIHHOrO W BpemeHHoro (csbiwe 10 neT)
XpaHeHus. B cnyvyae nocTynneHusa Taknx AOKYMEHTOB B OpraHM3aLumio No 3NEeKTPOHHOW noyvte, MHPOPMaLMOHHbIM
cucTemMam BeJOMCTBEHHOro (KOpnopaTMBHOIMO) MMM MEeXBEAOMCTBEHHOIO 3MEKTPOHHOIo AOKYyMeHToobopoTa 1 Ha
OyMaKHOM HocuTene NPUMeEHSIOTCS TpeboBaHMsA NYHKTOB 223 1 224 HacTosiwen NHCTpyKuuu.

220. OnepaTMBHOE XpaHeHWe [OKYMEHTOB B 3MEKTPOHHOM BMAE OCYLLECTBNSAETCA B COOTBETCTBUM C
TpeboBaHusaMy rnaebl 9 VIHCTpyKUMM O nopsigke paboTbl C 3NEKTPOHHbIMU OOKYMEHTaMu B rocyapCTBEHHbIX
opraHax, UHbIX opraHu3auusx.

MecTo XpaHeHUA 3J1eKTPOHHbIX U FI/I6pVI,EI,HbIX aen o ux nepegaydn B apxme opraHunsaunm mnn BbliaeneHna K
YHUYTOXEHUIO onpenendaeTcd opransauMePl CaMOCTOATENIbHO U1 3aKpenaeTca B HOMeHKNnaTtype gen opraHmnsaunm
C YKa3aHuem npu HeobX0AMMOCTU Ha3BaHUS VIHCpOpMaLI,VIOHHOPI CUCTEMbI, B KOTOpOVI OHU XpaHATCA.

221. BKcnepTm3a LLEHHOCTM JOKYMEHTOB B 3NIEKTPOHHOM BUAE OCYLLECTBNAETCHA B NOPSiAKE, YCTAHOBEHHOM
rnason 13 HacToswen VIHCTpyKumK, a Takke MHbIMW akTaMy 3aKkoHo4aTenbCcTBa.



222. Mpun XpaHeHU! U UCMONb30BaHUN [OKYMEHTOB B 3/1EKTPOHHOM Buae obecrieumBaeTcs UX AOCTYMHOCTb
AN BCeX 3auHTepecoBaHHbIX PabOTHMKOB OpraHM3aLuuM B COOTBETCTBMM C YCTAHOBIEHHbIMU 0BGA3aHHOCTAMMU U
npaBamMu gocTtyna.

223. ,D,OKyMeHTbI B 3NEKTPOHHOM Buae noanexat XpaHeHUK B Te4YeHue CpPOKOB, YCTaHOBJIE€HHbIX O514
aHanorn4yHblX JOKYMEHTOB Ha 6yMa)KHOM HocuTene.

224. B opraHusaumsx, B apxmBax KOTOpPbIX HE CO3[aHbl YCMOBUSA ANst XpaHEHWUs] AOKYMEHTOB B 3JIEKTPOHHOM
BMAE C COXpaHEHMEeM WX LIeNTOCTHOCTM B COOTBETCTBUM C TpeboBaHuAMW MyHKTa 227 Hactosiwen WHCTpykumm,
OCYLLECTBMNAETCA XpPaHEHWE WOEHTUYHbIX MO COOEPXXaHU0 OOKYMEHTOB Ha OYMaXXHOM HOcMTEeNe MOCTOSHHOMO U
BpeMeHHoro (cBbliwe 10 neT) xpaHeHust unu ¢ otmeTkon "AMNK", 0hOpMIIEHHBIX 1 NOANUCAHHBLIX B YCTAHOBIIEHHOM
nopsigke. MNMpu oTcyTCTBMU BYyMaXKHBIX OPUTMHANOB CO30al0TCs, 3aBEPSATCA B YCTAHOBMIEHHOM MOPSAKE U XPaHATCH
KONUW OOKYMEHTOB B 3fIEKTPOHHOM BuAe Ha OyMaXkHOM HocuTene.

225. [na [OOKYMEHTOB B 3MEeKTPOHHOM BuAe BpeMeHHoro (o 10 neT) xpaHeHus, 3a WUCKNHYEHUEM
OOKyMeHTOB ¢ oTmeTkon "OINMK", XxpaHeHWe MAEHTUYHbBIX NO COOEPXKaHUI0 AOKYMEHTOB Ha DymMa)KkHOM HocuTene He
Tpebyetcs, ecnn AC [OY, nHas uHgopmMaLMOHHas cucTeMa opraHmsaumm obecneudmBaloT UX LEerioCTHOCTb B
TEeYEeHNe YCTaHOBIEHHbIX CPOKOB XpaHEHMUSI.

226. lpn HanmMuMM WOEHTUYHbIX NO COAEPXaHWUIO AOKYMEHTOB B 3MIEKTPOHHOM BuAe M Ha BymakHOM
HocuTene OOKYMEHTbl B 9MEKTPOHHOM BUAE XPaHATCH OO MWMHOBaHWS HagoOBHOCTU. YHWYTOXEHME AOKYMEHTOB B
3NEKTPOHHOM BMAE MOCTOSIHHOTO W BpeMeHHoro (cebiwe 10 neT) XpaHeHus OCYLUECTBMSETCA He paHee
YTBEPXAEHUS B YCTaHOBMEHHOM MoOpsAKke CBOOHbIX onucen gen (rogoBbiX pasdenoB CBOAHbLIX Oonucewn Aen),
copepXawmnx JOKYMEeHTbl Ha ByMaXKkHOM HOCUTENe U B 3NIEKTPOHHOM BUAE.

227. XpaHeHue OOKYMEHTOB B 3IIEKTPOHHOM BUAE MOCTOAHHOMo U BpeMeHHoro (cBbiwe 10 neT) xpaHeHus
6e3 BymaXHbIX aHarnoroB LOMNyCKaeTcs B cryyae, ecru:

OOKYMEHTbI B 9/IEKTPOHHOM BuAe Co3AaHbl Unu nonyyeHsl B popmate Portable Document Format (PDF/A1
nnn PDF/A2);

AC 0OV, nHas nHgpopmaumoHHas cnctema nos3sonsioT opMUpoBaThb NIEKTPOHHbIE Aena B COOTBETCTBUMN C
TpeboBaHuaMU rnaBbl 8 NHCTpyKUMM O nopsigke paboTbl C 3MEKTPOHHbIMM [OKYMEHTaMU B rOCyAapCTBEHHbIX
opraHax, UHbIX opraHu3auusix;

AC [OOY, wuHas wuHdOpMaUMOHHAs cucTtemMa NO3BONAT MepefaBaTb OfEKTPOHHbIE Jena B apxuvB
opraHusaumMm B COOTBeTCTBMM C TpeboBaHusMu rnaebl 10 VIHCTPyKUMM O nopsigke paboTbl C 3MNEKTPOHHBIMM
AOKYMEHTaMu B roCyapCTBEHHbIX OpraHax, MHbIX opraHusauusix u rnasbl 4 MpaBun paboTbl ¢ AOKyMEHTamMu B
3MNEKTPOHHOM BUAE B apXuBaXx rocyaapCTBEHHbLIX OPraHoOB, MHbIX OpraHu3auuni;

MH(pOPMaUMOHHAs CcUCTEMa apxuMBa oOpraHusauum cooTBeTcTByeT TpeGoBaHuam [lpaBun pabotbl ¢
[OKYMEHTaMM B 3JIEKTPOHHOM BUAE B apXMBax rocy4apCTBEHHbIX OPraHoOB, MHbIX OpraHU3auui.

228. I'Iepe,u,aqa B apxmB opraHun3aumm M BblaesieHne K YHUUTOXEHUKO 3JTeKTPOHHbIX el U OOKYMEHTOB B
QIIEeKTPOHHOM BuMAEe OCYLLEeCTBNAKTCA B COOTBETCTBUAN C Tpe6OBaHMF|MI/I HacTosLen MHCprKLI,MM N UHbIX aKTOB
3akoHodaTesnbCTBa.

MpunoxeHue 1

K IHCTpyKUMKM Mo Oenonpon3BoacTBy
B roCyapCTBEHHbIX OpraHax,

WHbIX OpraHu3aumnax

(B pegakuumn NnocTaHOBIEHUSA
MwuHncTepcTBa tocTULmMn
Pecnybnvku Benapycb

10.01.2024 N 2)



CIINMCOK

dopma

HA PACCHUIKY

(Bum, maTa, PEerMCTPAaLMOHHBEINM MHIEKC, 3ar'oJIOBOK IOKYyMEHTa)

HanmeHoBaHue opraHusauum| lNovtoBbIN agpec
N (UNKN) CTPYKTYPHOTO (odbnumanbHbIN KonuuecTso
nogpasgeneHus, agpec MpvmeydaHne
o 9K3eMnnapos
AOJPKHOCTHOro nuua - ANEKTPOHHOU
agpecara noyThl)
1 2 3 4
HammveHOBaHMe IOOJDKHOCTU
CJIyXalleI'o COCTaBMUTeJIsd CIMCKa
Ha pPaccChUIIKY lomnmcse Pacumpporka nomnmcu
MpunoxeHue 2
K MHCTpyKLMM NO AenonponsBoacTey
B rocyjapcTBeHHbIX opraHax,
MHbIX OpraHmn3auunax
(B penakumn noctaHoBIIEHUA
MI/IHVICTepCTBa rCTUUnn
Pecny6nuku benapycb
10.01.2024 N 2)
dopma
HaviMeHHe BBIURMCTagdal HauMeHOBaHME BHIIECTOALEN
apraHisausi opraHu3aumumn
HaviMeHHe apraHiszausi HamMeHOBaHME OpraHMU3alUM
[lamToOBEl ampac [IouTOBEI anpec
KaMyH1KalEMHES OaHBLS KoMMyHMKAUMOHHEIE IaHHEE
KaMepUBIMHEIS OaHBIS KoMMepueckme naHHBE
N Apgpecar
Ha N an

3aroJIOBOK K TEKCTY

TexkcT

HamMeHOBaHME IOOJIKHOCTMU
damunma ucnosHuTesag 000

CJIyXamero
00 00

PacumppoBka MOOONIUCHU

MpunoxeHue 3

K MHCTpyKLMM NO AenonponsBoacTey
B rOCyJapCTBEHHbIX OpraHax,

WHbIX OpraHu3auunax

(B pegakuumn nocTaHOBMNEHNS
MuHUuCTEepCcTBa OCTULMK
Pecny6nuku benapycb



10.01.2024 N 2)

dopma
HOMEHKJIATYPA IEJI OPT'AHM3AIUU

HamMeHOBaHMe BHIUIECTOSAEY OpTaHM3aLUu YTBEPXIA
HammveHOBaHMe opraHM3aLUNn

(HaMMEeHOBAHME IOJIKHOCTU CJIyXalleI'o
HOMEHKJIATYPA IEIJI

N
MecTO cocTaBJIeHUA PYKOBOAUTEJNS OpIT'aHM3aluM)
Ha ron omnmcse Pacumpporka
Imonornmcum
IDaTa
Cpok xpaHeHust gena
HassaHune P P A
N HOMepa MYHKTOB MO
MNHpekc pasgena KonnyectBo

_|  MEepeyYHto, MHOMY MpumeyaHune
jena (nogpasgena), ToMoB, YacTen

HOpMaTUBHOMY
3arofioBokK Aena
npaBoOBOMY aKTy
1 2 3 4 5

HomeHkIIaTypa IOeJ CcoCTaBJiIeHa Ha OCHOBAHUU

(B, Oara, PerucTpalVOHHEMN

HOMEP M Ha3BaHME HOPMATMBHBIX [IPABOBHEX aKTOB, JIOKAJILHHX [IPABOBLBIX aKTOB,
VICIIOJIb30BAHHEIX IIPY ONpelesIeHUM CPOKOB XPaHeHUsa Iel)

HauMeHOBaHMe OOJDKHOCTM CJIyXalleITo
pykoBoOMUTEeJNA CJyx0Oel JOY
(nmuua, orTBeTCcTBEeHHOTO 3a J0OVY) lognuchb PacumppoBKa DOIANMUCHU

HauMeHOBaHME IOJDKHOCTM CJIyXalleT'o
PYKOBOIOMUTENSA apxubBa OpTaHM3aLUM
(MMia, OTBETCTBEHHOTO 3a apxXUB)

[Nomnmcse Pacumpporka NOONUCK

HaTa

COTJIACOBAHO COTJIACOBAHO <*>

[IpoToxkosi 3acemaHusa [OK (39K) [IpoTokoJsl 3acemaHmsa SMK (31K, L[I3K)

(HaMMeHOBaHMe OpTraHM3alLUM) (HaMMeHOBaHMe T'OCyOapCTBEHHOTO
N

apxuBa, CTPYKTYPHOT'O MOIpas3IesieHUs

10 apXMBaM UM LOeJIOINIPOUM3BOLCTBY

obmacTHOTO (MMHCKOTO TOPOICKOTO)
VICIIOJIHUTEJILHOTO KOMUTETAa WJIIM

BBHILECTOAWEN OpIraHM3aLUM)
N

<*>B HOMeHKnaTtypax aen OpFaHM3aHMﬁ,HBHHKMuMXCﬂ MCTOYHMKaMN KOMMNIEeKTOBaHUA rocyaapCTBEHHbIX
apXmnBOB; B HOMEHKInaTtypax gen opraHmsau,Mﬁ, He ABNALNXCA NCTOYHUKAMN KOMNNTEKTOBAHUA roCya4apCTBEHHbIX
ApPXMBOB, - NP HanNnn4nmn BbILLIECTOSILLEN opraHunsauunn.



Mpunoxexue 4

K MIHCTpyKUMM No Aenonpon3BoacTBy

HOMEHKJIATYPA [EJI CTPYKTYPHOT'O NOIPASBMAEJEHUS
(OBIECTBEHHOM OPTAHMBAIINKM) OPTAHM3ALMMA

HauMeHOBaHME OpPTaHM3aALUUM

HamMeHOBaHME CTPYKTYPHOTO NOOpas3nefieHUsd
(oOmeCTBEHHOM OpTaHmU3aluu)

HOMEHKJIATYPA IEJI

N
MecTO cocTaBJleHUSA
Ha Ion
Cpok xpaHeHus
HasBaHue Jena v Homepa
WHpekc pasgena KonnyectBo NYHKTOB MO n
. pumMmevaHue
nena (nogpasgena), [TOMOB, YacTeW| NepeyHto, MHOMY
3arofioBOK Aena HOpMaTUBHOMY
nNpaBoOBOMY aKTy
1 2 3 4 5

HomeHkIIaTypa OeJj CcoCcTaBJiIeHa Ha OCHOBAHUU

B rOCyJapCTBEHHbIX OpraHax,
WHbIX OpraHM3aumsx

(B pegakuumn NnocTaHOBEHUSA
MwuHucTepcTBa toCcTULNN
Pecnybnuku benapycb

10.01.2024 N 2)

dopma

(Bum, maTa, pPermMcTpPaluMOHHBIN

HOMEP ¥V Ha3BaHME HOPMATMBHBIX IIPAaBOBEIX aKTOB,
VICIIOJIB3OBAHHBIX IIPUM OlpelneJIeHUNM CPOKOB XPaHEeHUMA oen)

HauMeHOBaHMe OOJDKHOCTM CJIyXalleTo
PYKOBOOUTEJIA CTPYKTYPHOT'O IHOOpaslelIeHUS
(oBumeCcTBEHHOM OpIraHM3alUM)

HavMeHOBaHME OOJIKHOCTU CJIyXalleI'o
PYKOBOOMTEJA apxMBa OpITaHU3aLUM

(Mnua, OTBETCTBEHHOI'O 3a apPXUB)

[Moonuce Pacumdpporka nommnmcu
HaTa

COTJIACOBAHO <*>
[lpoTokon 3acenaHmsa 3K

(HaMMEeHOBAHME CTPYKTYPHOTO NONpas3nelieHNs)
N

JIOKAJIbHBEIX IIPAaBOBEIX AaKTOB,

Mononmce Pacumpposka nomnmucu



<*> [pu Hanuumm OK CTPyKTYpHOro noapasgeneHus.

MUTOT'OBASI 3AINUCH

O KaTeropmsix M KOJM4YeCTBEe neJji, BaBeOeHHHX B

MpunoxeHue 5

K IHCTpyKLMKM MO Oenonpon3BoacTBy
B rOCyapCTBEHHbIX OpraHax,

WHbIX OpraHu3aumnax

(B pegakuumn NnoCTaHOBMEHUSA
MwuHucTepcTBa HoCTULNN
Pecnybnuku Benapycb

10.01.2024 N 2)

dopma

romy

(HaMMeHOBaHVIe OpPaHMBaLU/IM)

B Tom yucne

Mo cpokam xpaHeHus Bcero C OTMETKOIA

nepexogAaLwmx

1 2 3

NocTosiHHOTO,

N3 HUX:

Ha ByMaxxHOM HocuTene
ANEKTPOHHbIX Aen
rmbpuaHbIX gen
MHOPMAaLIMOHHBIX PECYPCOB

BpemeHHoro (cebiwe 10 neT),
N3 HUX:

Ha ByMaxHOM HocuTerne
ANEKTPOHHbIX Aen
rmépuaHbIX gen
MHOPMaLIMOHHBIX PECYPCOB

BpemenHoro (oo 10 ner),

N3 HUX:

Ha ByMaxxHOM HocuTene
ANEKTPOHHbIX Aen
rmépuaHbIX gen
MHOPMAaLIMOHHBIX PECYPCOB

NTOro

HauMeHOBaHME OOJDKHOCTM CJIyXalleT'o

pykoBOoOmuTeJNd CJyX0Oe IOY

(nmuua, oTBeTCTBEHHOTO 3a JOY) <*> IToonmcoe
IaTa

VToroBEIE CBEIEHUSA IIepellaHbEl B apXMB OpPIaHM3alliM.

HamMeHOBaHMe IOOJIKHOCTM

CcJyXxamero Juua,

rnepenaBuero CBeIeHUA Momnmcse
IaTa

Pacumbporka NOONUCUK

PacumppoBka NOONUCH



<*> [1ns1 NTOroBOM 3anuUcuK O KaTeropmsax U KONU4ecTBe Aen K BbiNUCKe U3 HOMEHKNAaTypbl AeNn opraHusauny -
HaMMeHOBaHWe [OMKHOCTU  CryXallero pykoBoaUTenst CTPYKTypHOro noapasgeneHvs  (obLuecTBeHHON
opraHmsaumm) unu paboTHUKa, OTBETCTBEHHOIO 3a AOKYMEHTaLMOHHOE o6ecneyeHre OTAeNbHbIX YNpaBieHYeCKnx
dYHKUUI (HanpaBneHnin AesTeNbHOCTUN) OpraHn3aumm.

MpunoxeHue 6

K MHCTpyKLMM NO AenonponsBoacTey
B rOCyapCTBEHHbIX OpraHax,

WHbIX OpraHu3aumnax

(B pegakuumn NnocTaHOBEHUSA
MuHUCTEpCTBaA OCTULIMK
Pecnybnuku Benapycb

10.01.2024 N 2)

dopma
BHYTPEHHAA OIUCH OOKYMEHTOB [IOEJIA

BHyTpeHHAA ONMCH

OOKYMeHTOB nmeJjia N ToMm N

HasBsaHue 1
N Hata PerncrpaunoHHbIn (nnn) Homepa

nuctos | NpumeyaHune

n/n | AOKyMeHTa | MHOEKC JOKYMeHTa | 3arorioBOK nena

OOKYMeHTa
1 2 3 4 5 6
MToro IJOKYMEHTOB.

(umdpamMm ¥ MNPONMUCHI)
KonmuuecTBO JIMCTOB BHYTPEHHEM ONMCKM HOOKYMEHTOB

(umbpaMy M MNPONMUCHIO)

HamMeHOBaHMEe IOOJIKHOCTU

CJlyXalmero Jiulla, COCTaBUBIIETO

BHYTPEHHKK ONMCBH INOKYMEHTOB JIeJja loanmchb Pacumpporka nomonmcu
IlaTa

Mpunoxexune 7

K VIHCTpYyKUuUM No 4enonpou3BoacTBy
B roCyAapCTBEHHbIX OpraHax,

WHbIX OpraHn3aumsax

(B pepakuuy NocTaHOBMEHNS
MuHWCTepcTBa HOCTULUN
Pecnybnuku Benapycb

10.01.2024 N 2)

dopwma

JIncr-3aBepuTesib neja



JIMCT-3SABEPUTEJIE JEJIA N

B nmese nmomumTo (BJIOXEHO) M NPOHYMEPOBAHO

JucT (0B), B TOM UMCJIIE:
JVTEpPHBIe HOMEepa JIMCTOB:
[IPONyUEeHHEE HOMepa JIMCTOB:

Tom N

(umbpaMy M MNPONMUCHIO)

HOMEepa JIMCTOB C HAaKJIEEeHHEIMM GoTorpadmsaMu M IOKYMEHTaMU :
HOMEepa KOHBEPTOB C BJIOXEHMAMM M KOJMUECTBO BJIOXEHMUN (JIMCTOB BJIOXEHUN) :
+ JIMCTOB BHYTPEHHEM ONMCM INOKYMEHTOB IeJa:

OcobeHHOCTN PU3NYECKOTO COCTOSAHNSA 1
dopmMumpoBaHusa gena

Homepa nuctos

1 2
HamMeHOBaHME IOOJIKHOCTU
CJlyXaumero Jjuia, CoCTaBMBIIET'O
3aBEPUTEJIbHYIO HaIIIMChb HO,JIHMCB PaCLLII/I@pOBKa Imonornmcum
IaTa
MpunoxeHue 8
K MHCTpyKLMM NO AenonponsBoacTey
B rOCyapCTBEHHbIX OpraHax,
WHbIX OpraHM3aumsx
(B pegakuumn NnoCTaHOBMEHUSA
MuHucTEepCTBa HOCTULMM
Pecny6nuku benapycb
10.01.2024 N 2)
dopma
OBJIOXKA OENA
— 1N 1
(HanmeHOBaHMe rocyfapCcTBEHHOro apxmea) <*> N IO
N D

(HaMmeHOBaHMe BbILECTOSLLEN OpraHmM3auumn) <* >

(HaMmeHoOBaHwWe opraHu3auun)

(HaMmeHoOBaHwWe CTPYKTYPHOro nogpasaeneHus (o6LecTBEHHOW opraHusaumm)

UK OYHKUMK (HanpaBreHus AesTENbHOCTU) opraHu3aumum)

Oeno N

Tom N

(3aronoBok aena)




(paTa (kpanHue gathbl)

Ha

JIMcTax

XpaHUTb

<*> [Inga gen, nognexawimx nepegaye B rocyfapCTBEHHbIA apXMB, NPy Takow nepegade.

<**> [pun Hanuuun.

HammMveHOBaHMe opraHmMs3aluumn
HamMeHOBaHME CTPYKTYPHOTO

OINCH [OEJ
IIOCTOSIHHOT'O, BpeMeHHoro (cBmume 10 jeT) xXpaHeHMST M MO JIMYHOMY COCTaBy
CTPYKTYPHOT'O mHnojpaspelyieHuss (oOlWecCTBeHHOM opraHmuBaunMM) OpTraHM3auuu

MpunoxeHue 9

K IHCTpyKLMKM MO Oenonpon3BoacTBy
B rOCyapCTBEHHbIX OpraHax,

WHbIX OpraHn3aLmsax

(B pegakuum nocTaHoOBNEHNS
MwuHucTepcTBa IOCTULMM
Pecnybnuku Benapycb

10.01.2024 N 2)

dopma

YTBEPXIAIO

InompasneJsieHnd (O@LueCTBeHHOﬁ (HaT/IMeHOBaHMe JOJIXXHOCTIM CJlyXalero
opraHm3alLmum)
Onmce N PYKOBOIUTEJA CTPYKTYPHOTO
el
(HaMMeHOBAaHME KAaTeropum nejl) nogpasnesyieHusa (oOlWeCTBeHHOM
3a ron
opTraHu3aLmum)
Momnmce Pacumbpposka
IIoOnmncum
HaTa
ara
HassaHune A . Cpok
(kpaviHue | KonunyecTtso
pasgena, XpaHeHus
N | MHpekc natbl) NNCTOB B
3arofioBOK aena |lNpumevaHue
n/n | pgena gena | gene (Towme,
Aena (Toma, (Toma,
(Toma, yacTu) .
4yacTu) yactn) <*>
yacTu)
1 2 3 4 5 6 7

B maHHYyI ONMCH BHECEHO




(umbpaMy M MNPONMCHIO)

nesn ¢ N no N

B TOM U4MCIJIE:

JIMTEPHBIE HOMEpa:
IIPOIIYyULIEeHHEIE HOMEPa:

HammMmeHOBaHMEe IOOJIKHOCTM CJyXalleTro
COoCTaBUTEJId OIINMCHU [lopgnuce

IlaTa cocTaBJIEHUS

HamMeHOBaHME IOOJDKHOCTM CJlyXalleTo
pykoBoOUTeJNA CJyXOel JOY

(nuua, oTBeTCTBEeHHOTO 3a I0Y)
[Moonucse Pacumdpporka nomnmcu
HaTa

COTJIACOBAHO <**>
[lpoTokoJsi 3acemaHma 3K

(HaMMeHOBaHME CTPYKTYPHOTO MNOIpasmesieHUsd)
N

[lepenan neyn mu

Pacumbporka NOOONUCHK

(umdpamMm ¥ NPONMCHI)
PeIrMCTPalMOHHO-KOHTPOJIBHEIX KapToduek K HOOKYyMEeHTaM.

HamMeHOBaHME OOJDKHOCTM CJIyXalleT'o

paboTHMKa, IepemaBllerc neja Homnuce
IlaTa
[Mpuuan oey u

(umdpaMmt M HOPONMCHI)

Pacumbporka nNOONUCHK

(umdpaMm ¥ MNPONMCHI)
PerMCTPalUMOHHO-KOHTPOJIBHEIX KapTOdUeK K HOKYyMEeHTaM.

HamMmeHOBaHME HOOJDKHOCTM CJIyXalleT'o

paboTHMKA apxMBa (Jaulla, OTBETCTBEHHOIO

3a apxXuB), OPUHABLIETO Iejia Momnmcse
HaTa

(urdpaMy M OPONMUCHIO)

PacumppoBka NOONUCU

<*> [Insi onucen aen BpeMeHHoro (cebille 10 feT) XpaHeHUs 1 Mo NIMYHOMY COCTaBy.

<**> [Mpun Hannuumn 3K CTPYKTYpHOro nogpasaeneHuns.

Mpunoxexne 10

K VIHCTpYyKUUM No 4enonpou3BoacTBy
B rocyapCTBEHHbIX OpraHax,

WHbIX OpraHn3aumsax

(B pegakuum NoCTaHOBMNEHNS
MwuHucTepcTBa tocTnumnm
Pecnybnuku Benapycb

10.01.2024 N 2)

dopma



AKT O BHIEJIEHMM K YHUUTOXEHMIO JOKYMEHTOB M IEJ,
HE [NOIEXAIMX XPAHEHMIO

HavMeHOBaHME BHIIECTOSUEN

OpTraHM3aUUN

HammveHOBaHMe opraHM3aLUMn

AKT
N

YTBEPXIAIO

(HaMMeHOBaHME IOJIXHOCTU CJIyXxXamero

PYKOBOOMTEJIA OPIaHM3aLUM)

MecTo cocTapBJieHUA Mononuce Pacumpporra
O BRHIDEJIEHUM K YHMNUTOXEHMIO nonnmucu
OOKYMEHTOB M JeJl, He NOoAJeXallMx DaTa
XpPaHeHU
Ha ocHoBaHMM
(emnO, nDaTa, PEeTUCTPALMOHHBI HOMEP M Has3BaHME HOPMATMBHHX
IPaBOBEIX A4KTOB, JIOKAJIbHEIX [IPaBOBHIX aKTOB, MCIIOJIb30OBAHHEIX IIPKM [IPOBEOEHUU

OTOOPAHE K YHUUTOXEHMI Kak HE MMeKlue
, IOJIMTUUYECKOM

SKOHOMUUECKOMU

DKCIEePTU3E LIEHHOCTU HOOKYMEHTOB)

niim

KyJIbTYPHOM

UCTOPUUECKON,

HAy4HOU,
LIEHHOCTU

coumralsibHOM,

n yTpaTuBuye

IpakTUUYeCcKoe 3HAaUeHMre CJlefgyolye NOKYMEeHTH U neja ¢oHma N <*>

Cpok xpaHeHus
3aronoBok PernctpauunoHHble [MIHOekc aena no
HaTta aena v Homepa
aena unu MHAOEKChI HomeHknaTtype | Konuuectso
N . |oena nnu MYHKTOB MO
rpynnoBon - HOMeHKNaTyp Aen |4aen unv Homep | aen (ToMmos, Mpumevanne
n/n KpanHue 5 . nepeyHio, NHOMY
3aronoBokK (Homepa onucen | gena no onucu yacTen)
nartbl oen HOpMaTUBHOMY
aen aen) 3a rog(bl) nen
NpaBoOBOMY aKTy
1 2 3 4 5 6 7 8
NToro oen s3a Ton (Br) .

CBOOHEIE OINUCHU
3a

neJ1

(umbpaMy M NPONUCHIO)

COIJIaCOBAHEL C

SMK

(9IIK, ILO3K)

TOx (BI)

(romoBEle pasmeJsisl CBOIOHBIX ONMCEMV Iejl)
YTBEPXIEHE,

MOCTOSHHOTO XPaHeHUs
a Mo JIMYHOMY COCTaBYy

(HaMMeHOBaHUE I'OCyIDapCTBEHHOTI'O apxuBa,

CTPYKTYPHOT'O IOOpasneJieHusa IO apxmubBaM M LOEeJIONPOM3BOLCTBY OBJIACTHOTO
VICIIOJIHUTEJIBHOT'O KOMMTETAa MJIM BHIIECTOSIEN OpTaHM3aLuy)

(MMHCKOTO TOPOLCKOTO)

(mpoTokoJ

N ) .

HammMmeHOBaHMEe OOJIKHOCTM CJyXalleTro

auua,

LIEeHHOCTNM IOOKYMEHTOB

COTJIACOBAHO

[lpoTokosi 3acemaHma [OK

IIPOBOOMBIIETO BSKCIIEPTUIY

(3K)

(HauMeHOBaHME OpTaHM3aluM)

N

JOKYyMEHTEL

B KOJIMUECTBE

INopnmce

COIJIACOBAHO <**>
[lpoTokoJs 3acemaHmsa SMK

(3IIK)

PacumdpoBKa MIOONUCU

(HaMMeHOBAaHME

TOCYIapCTBEHHOTO apXUBA,

CTPYKTYPHOTO HOIpas3mejieHus 10

apxmeaM UM IOeJIONIPOUM3BOIOCTBY

oBJIaCTHOTO

MCIIOJIHUTEJIBHOTO KOMUTETA)

N

(MMHCKOTO T'OPOICKOTO)

neJs,




(umbpamMy M NPONUCHIO)
BEeCoOM KI' CIOAaHHE B

(HaMMeHOBaHMKEe OpTraHM3alNuM)
Ha nepepaboTKy IO oT N
(B IOKyMEeHTAa)

HamMmeHOBaHME OOJDKHOCTM CJIyXaleTro

paboTHMKA OpraHM3aLuuu,

CcOoaBller0 OOKYMEHTEHI Iloonmce PacumppoBka NOONUCH
HaTa

VI3MeHeHMSa B YyUEeTHHE IOOKYMEHTE BHECEHH.

HamMmeHOBaHME OOJDKHOCTM CJIyXallero
pa@OTHVIKa apxuBa (J'H/H_I,a, OTBETCTBEHHOTI'O

3a apxuB), BHECHWEIO M3MEHEeHUS
B yUeTHHE IOOKYMEHTH INoonmce Pacumpporka nomnmcu
IlaTa

<*>B opraHunsauunax, ABnALWNXCA NCTOYHUKaMMN KOMMNITEKTOBAaHNA rocyaapCTBEeHHbIX apXnBOB.

<**> B aKkTe O BblOENEeHMU K YHUUTOXEHUIO OOKyMeHTOB M fen ¢ oTtmeTkon "IMK", He nognexawimnx
XpaHEHMUIO.

Mpunoxexne 11

K IHCTpyKLMKM MO Aenonpon3BoacTBy
B roCy4apCTBEHHbIX OpraHax,

WHbIX opraHu3aumnsax

(B pegakuumn NnocTaHOBEHUSA
MuHuncTepcTBa tocTuumnm
Pecnybnuku benapycb

10.01.2024 N 2)

dopma
JIMCTOK-3AMECTUTEJIE OOKYMEHTA
Bun nmoxkymMeHTa IDaTa VHoekcC

KoppecnoHOoeHT
B3aroJyiIoBOK (MJIM KpaTKOe COoIepXaHMe IOKyMeHTAa)

BrimaH
(maTa BBDAYUN)
Breiman I[Tosryumn
(HamMMeHOBAaHME IOOJIKHOCTU (HaMMeHOBaHME OOJIKHOCTU
CrayXalero, NOONNMChH, pacumdppoBKa clyxamero, IIOIONNMChH, pacurdpoBKa
NOONMCU JIMIla, BHEIOABIETO IOKYMEHT) NOONUCU JIKlla, KOTOPOMY BHIIAH

IOOKYMEHT)



Mpunoxexne 12

K IHCTpyKLMKM MO Oenonpon3BoacTBy
B rOCy4apCTBEHHbIX OpraHax,

WHBIX OpraHn3aumsax

(B pegakuum nocTaHoOBMEHNS
MwuHucTepcTBa ICTULMM
Pecnybnuku benapycb

10.01.2024 N 2)

KAPTA-3AMECTUTEJIbL OEJIA
HamMmeHOBaHME OpraHM3aLUUM

HamMeHOBaHME CTPYKTYPHOTIO

nompasnesieHusa
KAPTA-3AMECTUTEJIL IIEJIA
Ieso N
(MHOEeKC IO HOMEHKJaType IeJl OpTaHM3aluuM WM HOMep IO ONMCU Iejl U
3aT0JIOBOK)
BeimaHoO BO BPEMEHHOe II0JIb30BaHMue IO
(maTa BBIDAYUM) (naTa BO3BpPaTa)
Breiman [Nomyumin
(HamMMeHOBaHME HOOJIKXHOCTU (HaMMeHOBaHME OOJIKHOCTU
CcrayXalero, OOONNMCH, pacumdppoBKa clyXamero, IIOIONNMChH, pacurdpoBKa

nmogonmcy JiMiia, BHEIOABIIET'O neJjio) nognmMcy Jjiniia, KOTOPOMY BBIOAHO neJo)

dopma
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