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[NOCTAHOBJIEHUE MUHUCTEPCTBA FKOCTULMU PECITYBJIMKU BEJIAPYCh
10 ssaBaps 2024 r. Ne 2

00 u3sMeHeHUN NOCTAHOBJIeHUSA MUHMCTEPCTBA IOCTHIIUU
Pecnyboimku beaapycs ot 19 ssuBaps 2009 r. Ne 4

Ha ocHoBanuu uactu mepBoit ctathui 26 3akona Pecmybnuku bemapyck oT 25 HOsOps
2011 1. Ne323-3 «OO0 apXxuBHOM JeJi€ U JACJIONPOU3BOACTBE» MMHHCTEPCTBO IOCTUIIUH
Pecny6siuku benapycs [IOCTAHOBJIAET:

1. UucTpyKuuio IO JIeJIONPOU3BOJICTBY B TOCY/IapCTBEHHBIX oprasax, UHBIX
OpraHM3alysaX, YTBEPKICHHYIO IOCTaHOBIEHHEM MUHUCTEpCTBAa IOCTHUIMH PecmyOmuku
benapych ot 19 saBapst 2009 1. Ne 4, U3510KUTH B HOBOU peaKkiuy (MIPUIAraeTcs).

2. Hacrosiiee noctaHOBJIEHNE BCTyMaeT B cuily ¢ 1 uronst 2024 r.

Munuctp C.H.XoMeHKO

YTBEPXKXIEHO

ITocranoBnenue
MuHHUCTEpPCTBA FOCTUITUU
Pecrry6nmuku benapych
19.01.2009 Ne 4

(B peaakIuu mocTaHOBIICHUS
MuHHCTEpPCTBA FOCTUITUN
Pecrry6nmuku benapyce
10.01.2024 Ne 2)

HNHCTPYKIUA
110 1eJIONPOU3BO/ICTBY B FOCY/IapCTBEHHBIX OPraHax, HHbIX OPraHU3alHAX
I'JIABA 1
OBLIME MOJIOKEHUA

1. Hacrosimass MHCTpyKIMS yCTaHaBIWMBAaeT OOIIHE TpeOOBaHUS K JTOKYMEHTHPOBAHUIO
YOPaBIEHYECKONW JEeATEIbHOCTH, OpPraHW3alud palOoThl C JOKYMEHTAMHU, OPTaHHU3AIHOHHOMY
Y IPAaBOBOMY OO0ECMEUEHUIO JEeIOMPOU3BOJCTBA, PACHPEIEICHUIO OTBETCTBEHHOCTH MEXKIY
paboTHHKaMU 3a BEeJICHHE JEJIONPOU3BOJICTBA U COXPAHHOCTh JJOKYMEHTOB B IrOCYIapCTBEHHBIX
OpraHax, WHBIX OpraHu3alugX HE3aBUCHUMO OT (GOpMbl COOCTBEHHOCTH U OpPTraHU3allMOHHO-
paBoBOii (hOpMBI (1asiee, ecIu He ONPEeIIEHO HHOE, — OpraHU3aliHN).

2. [Tonoxennst Hactosimedn MHCTpYKUMHM  pacnpoOCTpPaHSAIOTCA  Ha OpraHU3alMOHHO-
paclopsiANTENIbHYI0 ~ JOKYMEHTAlMi0, aB 4YacTH  COCTaBJICHUS HOMEHKJIATyphl  Jied,
(dbopMupoBaHMs €I, SKCIEPTU3bl LEHHOCTU JOKYMEHTOB, O(OpPMIIEHHS JeJ, COCTaBIICHUS
OMHCEN JIeN CTPYKTYPHBIX MOJpa3eIeHU, epeaadn Aej B apXUB OpraHu3alui, YHUUYTOKEHUS
JIOKYMEHTOB C UCTEKIIUMHU CPOKaMHU XPAaHEHHUs, ONEPaTUBHOIO XPAaHEHUS IOKyMEHTOB — Ha BCIO
yIPaBIEHYECKYIO0 JOKYMEHTALMIO HE3aBUCUMO OT BUJA HOCUTEIIS.

OcoO0eHHOCTH TOJTOTOBKH, OOpaOOTKH, o0OO0OecreueHus IEeJIOCTHOCTH, OIEePAaTHBHOTO
XpaHEHUs] JJIEKTPOHHBIX JOKYMEHTOB, CO3JaBa€MbIX TOCPEJACTBOM aBTOMATU3UPOBAHHOM
CUCTEMbI JOKYMEHTAIMOHHOTO oOecriedeHusl yIpaBieHus (Jajiee, eciid He ONpeAesieH0 UHOEe, —
AC JI0Y) 06e3 co3maHusi AOKYMEHTOB Ha OyMaKHBIX HOCHUTENSX, OHJIEKTPOHHBIX KOMHI
JOKYMEHTOB Ha OyMakKHbIX HOCUTENSIX perynupytorcss HWHcTpykuuelr o nopsake padoTsl
C DJIEKTPOHHBIMH ~ JOKYMEHTaMH B TOCYJapCTBEHHBIX  OpraHaX, MWHBIX OpTaHU3AIHSIX,
YTBEPKJICHHOW MOCTaHOBIIeHHEeM MuHUCTEpCcTBa tocTuiu Pecryonuku benapyce ot 6 derpans
2019 r. Ne 19.

Oco0OeHHOCTH TOATOTOBKM MPOEKTOB HOPMATUBHBIX TIPABOBBIX aKTOB OMPEIEICHbI
3akonom Pecnyonuku bemapych ot 17 utons 2018 . Ne 130-3 «O HOpMATUBHBIX MPaBOBBIX
aKTax».
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Ilonoxxennsa  Hacrosmer  MHCTpyknMM — pacnpOCTpaHSIOTCS ~ HAa HEHOPMAaTUBHBIE
(MHOUBHlyallbHbIE) TPABOBBIC AKThI, JOKAJIbHBIE IPABOBBIE AKThl HOPMOTBOPUYECKUX OPraHOB
(IOMKHOCTHBIX JIMI) B 4YacTH, He yperynupoBaHHoi 3akoHom PecnyOmuku benapych
«O HOpPMAaTUBHBIX IIPABOBBIX AKTAX).

ITonoxxennsa Hactosiued MHCTpyKOuM pacupoCTpaHSAIOTCS Ha MOATOTOBKY JOKYMEHTOB,
OpraHu3anyi  paboThl  C IOKyMEHTaMM U XpaHEHHE  JIOKyMEHTOB,  COJEpXallux
TOCYJIapCTBEHHBIE  CEKPeThl UM MHYI0 OXpaHsIeMyl0 3aKOHOAATEIbCTBOM  HMH(OpPMAIIHIO,
oOpaleHuii rpaxk/iaH, B TOM YHCJIE€ MHIUBHUYaJIbHBIX IpEANPUHUMATENECH, U FOPUANYECKHUX JIHIL
U JOKYMEHTOB, CBSI3aHHBIX CHUX pacCMOTPEHHUEM, 3asBJICHUI 3aMHTEPECOBAHHBIX JIMII,
oOpalnaronmxcst 3a OCyILIECTBIEHUEM aIMUHUCTPATUBHOM NpPOLEAYPHl, U UHBIX JTOKyMEHTOB,
CBSI3aHHBIX C OCYILECTBICHUEM aJMUHUCTPAaTUBHBIX MPOLENYpP, B 4aCTU, HE YPETYyJIMPOBAaHHOU
COOTBETCTBYIOIIMMHU aKTaMU 3aKOHO/IaTENIbCTBA.

3. [lna nenelr HactosAuiedl MHCTpyKUMM HUKENPUBEIEHHBIE TEPMUHBI HCIIOJIB3YIOTCS
B CJIEYIOUINX 3HAYCHUSIX:

aBTOMATH3UPOBAHHAs CHUCTEMa JOKYMEHTAI[MOHHOTO O0ecledyeHus  yIpaBICHUS —
nH(pOpMaLOHHAs CUCTEMA, npeIHa3HaYeHHAs JUIsL aBTOMAaTH3aluU MIPOLIECCOB
JOKYMEHTHPOBAHUs U OpraHU3alK padoThl ¢ JOKYMEHTaMH;

aKT — BUJ JOKyMEHTa, COCTaBIseMbIi KoMmHccHel (YMOJIHOMOYEHHBIMM JIMLAMU WIIU
JOJPKHOCTHBIM JIMLIOM), TOATBEPKAAIOLINHN yCTaHOBIEHHBIN (PaKT (YCTaHOBJIECHHBIE (DAKThI);

OylaHK JOKyMeHTa (Jajiee, €CluM He OMpEeNeNeHO WHOe, — OJIaHK) — JUCT Oymaru
CTaHJapTHOrO (opmara ¢ BOCIIPOM3BEJCHHOM Ha HEM IOCTOSIHHOM MH(poOpMauuel JOKyMeHTa
1 MECTOM, OTBEJICHHBIM I IEPEMEHHOM;

rUOpUIHOE [eJI0 — COBOKYIHOCTb JOKYMEHTOB, OOBEAMHEHHBIX IIO ONPEEICHHOMY
MIPU3HAKY HA OCHOBE (DM3MYECKHX W JIOTUYECKUX CBSI3€H, XPAHALIMXCS YACTUYHO B SJICKTPOHHOM
Buzie B AC JIOY 1 yacTuuHO Ha OyMa)kHOM HOCHUTENE B OT/AEIbHOM 00JI0KKeE;

JIEJI0 — JOKYMEHT WUJIM COBOKYMHOCTh IOKYMEHTOB, C()OPMUPOBAHHBIX 10 ONPEAECIEHHOMY
MIPU3HAKY ¥ MOMELICHHBIX B OTAEIbHYIO O0JIOXKKY;

JOKJIaHas 3alucKa — BUJ MH(OPMALMOHHOIO JOKYMEHTA, aJpeCcyeMblil BBIIIECTOSIIEMY
PYKOBOJUTEIIO B HOPSIIKE MPSIMOTO IMOAYMHEHUS M COJepKalluil 0OCTOSTENbHOE H3JI0KEHHUE
KaKoro-Jim00 BOIIpOca ¢ BHIBOAAMH, TIPEATIOKEHUAMH U (WIIN) TPOCKOAMHU COCTABHUTEIS,

JOKyMEHTallMOHHOe oOecrnieueHne ympasieHus (manee — JOVY)— ynpaBieHdeckas
NESATENIbHOCTh 110 HOPMAaTUBHOMY PETYJMPOBAHHUIO, METOJAMYECKOMY U OPraHU3allMIOHHOMY
00eCreyeHnIo JAEIONPOU3BOICTBA, B TOM YHCIE (OPMHUPOBAHUIO JTOKYMEHTAJIBHOrO (oHAA
OpraHu3aluy;

JOKYMEHTHPOBAaHHUE — 3allUCh MHPOPMALIUU Ha PA3IUUYHBIX HOCUTEISAX MO YCTAaHOBJICHHBIM
MpaBUJIaM;

JIOKYMEHTOOOOPOT — ABM)KEHHE JOKYMEHTOB B OPraHU3allMM C MOMEHTA UX IOJyYeHHs
WM CO3JaHMs /10 3aBEPILEHUS UCTIOTHEHMS], OTIPAaBKU UM HAIPABJICHUS B JIEJI0;

UHPOpPMALIMOHHAs CHCTeMa apxXuBa OpPraHM3aluU — HWHPOPMALMOHHAs CHCTEMa,
MpelHa3HauYeHHas JJis JJIMTENbHOIO XpaHEHUs! JJOKYMEHTOB B AJIEKTPOHHOM BHJIE, B TOM YHCIIE
JIEKTPOHHBIX JOKYMEHTOB, W MX METAJaHHBIX B apXuUBE OpraHU3aluu, obOecrednBarouias
MOATBEPK/ICHUE LIEJTOCTHOCTH JOKYMEHTOB B AJIEKTPOHHOM BHJE, B TOM YHUCIJE 3JIEKTPOHHBIX
JOKYMEHTOB, U aBTOPU30BAaHHBIN TOCTYI K HUM;

HOMEHKJIaTypa JIe]l OpraHu3allMi — CUCTEMaTU3UPOBAaHHBIM MEepedeHb 3arojOBKOB e,
3aBOJMMBIX B OpPTaHU3allMM B JIEJIONPOU3BOJCTBEHHOM (KaJeHJApHOM) TOAY, C yKa3aHUEM
CPOKOB UX XpaHEHHs, O(OPMIICHHBII B yCTAaHOBJICHHOM IOPSIIIKE;

HOMEHKJIaTypa JeJd CTPYKTypHOro Iojpa3jieneHusi (OOIIECTBEHHOW OpraHu3alum)

OpraHM3aluu (Jajgee, €clu He ONpEeAeNieH0 HHOE, — HOMEHKJIaTypa Jel CTPYKTYpPHOIO
MOMPA3JENICHNs]) — CHUCTEMaTHU3WPOBAHHBIM  TepedeHb  3arojioBKOB  JieJ,  3aBOJMMBIX
B CTPYKTYPHOM MoApa3ACICHUH (oOmrecTBeHHOI OpraHU3aIIHH ) OpraHu3aIu

B ICJIOMPONU3BOACTBECHHOM (KaJ'ICH)IapHOM) roay, C yKa3aHHMEM CpPOKOB HX XpaHCHHA,
0(1)0pMJ'IeHHI)II71 B YCTAHOBJICHHOM IIOPAIKE, Hpe[[HaSHa‘-IeHHI)II\/JI AJIs1 COCTAaBJICHUSA HOMCHKIIATYPbI
ACJI OpraHU3aIuu;
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HocuTeNnb HMH(pOpManMu (anee — HOCUTENb) — MaTepUAIbHBIA OOBEKT, MCIOIb3yEeMBbIil
JUISL 3alMCH U XpaHEHUS! HHPOpMaIHH;

00BbEM  JIOKYyMEHTO00OpOTa — KOJUYECTBO JIOKYMEHTOB, IMOJYYCHHBIX (BXOSILIHE)
Y CO3/IaHHBIX (BHYTPEHHHE, UCXOSIINE) OpraHu3allel 3a ONpe/IeIeHHBIN TepHo]] BPEMEHH;

OIIEpaTUBHOE XPaHEHUE JIOKYMEHTOB (Jajiee, €CIM HE ONPEAEIEHO MHOE, — ONEPATUBHOE
XpaHEHHE) — XpaHEHUE IOKYMEHTOB B CTPYKTYpHBIX mojpazaencHusx u (mim) B AC 10V nmo ux
nepeiayv Ha XpaHEHUE B apXUB OPraHU3alUU WM YHUUTOXKEHHUS;

OMHCH JENI CTPYKTYPHOTO TOApa3aeiieHus (0OIIeCTBEHHOW OpraHM3aIlii) OpraHU3alud
(manmee, ecnu He ONMpeNeleHO HMHOE, — ONUCh JeN CTPYKTYPHOTO TOJpa3fefieHus) —
MH(OPMaLIMOHHO-TIOUCKOBBIN apXHUBHBIN CIIPaBOYHUK, IIPEACTABIISIOIINN coboit
CUCTEeMAaTU3UPOBAHHBINM TEpeYeHb 3aroJIOBKOB Jei (EIWHUI] XPaHEHHUs), MpelHa3HauYeHHBIN
JUISL PACKPBITUSI COCTaBa U COJEPKAHUS JIe], 3aKpEIICHUS] UX CUCTEMAaTHU3alll1 U y4eTa;

OpraHU3alMOHHO-PACTIOPAAUTENbHAS JOKYMEHTAlUs — JOKYMEHTAIUs, TPUMEHsAEeMasl TIpU
oQOpMIICHUM  OpPTraHHW3AIlMOHHOHW, PACHOPSAUTEIBHOW, WCHOJHUTECILHON W KOHTPOJIHHOU
GyHKIUHN yIIpaBIeHUS;

opra"usanus paboTbl ¢ JOKYMEHTaMH — OpraHu3anus JOKYMEHTO00OpOTa, ONEepaTUBHOTO
XpaHEHMs ¥ UCTOJIb30BaHMs JOKYMEHTOB B TEKYIIEH I€ATeIbHOCTH OpraHU3allly;

oopmieHre ITOKyMEHTa — OQOpMIIEHHE HEOOXOIUMBIX PEKBU3UTOB B COOTBETCTBHH
C YCTaHOBJICHHBIMHU MTPaBUJIaMU JOKYMEHTUPOBAHMS;

UCHMO — 0000IIEHHOE Ha3BaHWE PA3IMYHBIX IO CONEP)KAHHUIO U IEJIEBOMY HAa3HAYCHHIO
JIOKYMEHTOB, BBIJIEJIIEMOE B CBSI3U C 0COOBIM CIIOCOOOM H3JI0XKEHHS U Nepeiadyd HHPOpMAIIHH;

IIPUKa3 — IPAaBOBOM aKT, HW3/1AaBAaCMbIil PYKOBOJIUTEIEM OpraHU3alUH, JIEHCTBYIOIIAM
Ha OCHOBE €IMHOHAYaJus, AJIs pa3pelieHus 3a/1a4, CTOALUX Mepe]l OpraHu3aluei;

IpUMEpHas HOMEHKJaTypa Jel— CHUCTEMaTU3UPOBAHHBIN MEpedyeHb YHU(PHUIIMPOBAHHBIX
3aroJIOBKOB [I€J, YCTAHABIMBAIOIIUN IMPUMEPHBIE COCTAB W UHAEKCHI €N JJis OAHOPOIHBIX
10 XapaKTepy eATeIbHOCTH OPraHnu3alNi;

MPOTOKON — BHUJ TOKYMEHTa, B KOTOPOM (UKCUPYETCS XOHI OOCYXXICHHS BOIPOCOB
U OPUHATHS PEIIEHUN Ha 3aCelaHusX, COBEUIaHMSIX, COOpaHMAX, KOH(PEPEHUUSX, IEIOBBIX
BCTpeuax (Janee, eciiu He ONpeeIeHO HHOe, — 3aceaHus);

pacnopsiKeHHe — IPaBOBOM aKT, W3/1aBa€Mblil €IMHOJIMYHO PYKOBOJUTEIEM OpraHu3aluu
(KomeruanabHOrO OpraHa YIMpaBJiCHUS) JUIS PEIICHUs OMNEPAaTUBHBIX BOIMPOCOB JAESITEILHOCTU
OpraHu3aluiy;

perucTpanusi JOKYMEHTA — 3alKMCh YYETHBIX JIaHHBIX O JOKYMEHTE B PErMCTPAallMOHHOMN
(dopMe ¢ IPUCBOCHHUEM €My PETUCTPAIlMOHHOIO MHIEKca, (pukcupyromas (GakT ero cozmaHus,
MOJIyYEHUS WU OTIIPABKHU;

pe30IoNus — JOKYMEHTUPOBAHHOE YKa3aHUE DPYKOBOAMUTENS, MHOI'O YHOJHOMOYEHHOI'O
JULA O MOPSAKE UCIIOJHEHHS WA UCTIONb30BaHUS IOKYMEHTA;

PEKBU3UT  JOKyMEHTa — HMH(DOPMAIMOHHBIA  DIIEMEHT, OTPAKAIOMIMKA  CBEICHUS
0 CO/IepKaHUMU JTOKYMEHTa U (UJIM) ero ILeJeBOM Ha3HAuYeHUH, aBTOPCTBE, BPEMEHU CO3/aHUs,
MOJIy4E€HUS, MECTOHAXOKJICHUM B KOHKPETHBIH MOMEHT BPEMEHM, CBS34X C APYTUMU
JOKyMEHTaMH, YIPaBJICHUH JOKYMEHTOM B TEUEHHE BPEMEHHU;

CIpaBKa — BHJ HWH(POPMAIMOHHOTO JOKYMEHTa, COJACpKAllUK omucaHue W (V)
MOATBEPKICHHUE TeX WJIM WHBIX (DaKTOB CiIyx)eOHOro miu Ouorpaduueckoro xapakrepa 0e3
MHEHUS aBTOpa O CYILIECTBE U3JIaraéMbIX BOIPOCOB;

TUTNIOBasT HOMEHKJIATypa JeJl— CHCTEMaTU3WPOBAHHBIN TMepeueHb YHUPUIIMPOBAHHBIX
3aroJIOBKOB JI€JI, YCTAHABJIMBAIOLIMN TUIIOBOM COCTaB €] C €IMHOM CHCTEMOH HHJIEKCAaluu
JUTSL OTHOPOJHBIX MO XapaKTepy AESITeIbHOCTH OpraHU3alluii;

yIOpaBieHYecKass  JOKyMEHTAalMs — COBOKYIIHOCTb  JIOKYMEHTOB,  0Opa3ylouxcs
B IIpoIlecce peanu3anuu GyHKIMH rocyAapCTBEHHOTO yIPaBIEHUS, MECTHOTO CaMOYIIPaBIICHUS,
yIpaBieHUs OpraHu3anuel (Opranu3alusIMm);

dbopMupoBaHUEe AeT — TPYNIUPOBKA MCIIOJHEHHBIX JOKYMEHTOB B Jiefla B COOTBETCTBHH
C HOMEHKJIaTYpOM J1eJ1 OpraHu3alii U CUCTEMATH3aIUsl TOKYMEHTOB BHYTPH JEIT;
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dbopMyIp JOKYMEHTa — COBOKYIMHOCTh PEKBHU3UTOB JOKYMEHTA, PACIOJIOKCHHBIX
B ONPEJEIICHHON TOCIeA0BaTeIbHOCTH Ha OyMa)XHOM HOCHUTeNle Wi B (OpMe BHEIIHEro
MpeACTaBICHUS JOKYMEHTA B 3JIEKTPOHHOM BU/IE;

AKCIEPTU3a LEHHOCTH JOKYMEHTOB — OMPEACICHUE HCTOPUUECKOM, HAYYHOM, COLIMAIBHOM,
SKOHOMUYECKOM, ITOJIMTHUYECKOW, KYJIbTYPHOW M IPAKTUUYECKOM 3HAYUMOCTH JIOKYMEHTOB
C LIeJIbI0 YCTAHOBJICHHS CPOKOB MX XpaHEHHsI U 0TOOpa Ha XpaHEHHUE;

QJIEKTPOHHOE [IEJI0 — COBOKYIIHOCTH JIOKYMEHTOB B 3JIEKTPOHHOM BHJIE, B TOM YHCIIE
ANEKTPOHHBIX JOKYMEHTOB, U UX METaJIaHHBIX, OOBEAMHEHHBIX IO OMPEJCIIEHHOMY MPU3HAKY
HA OCHOBE JIOTMYECKHX CBs3€il B eAMHBIN WHGOPMAIMOHHBIH OOBEKT ISl y4eTa, XpaHEHUs
Y TIOMCKA TOKYMEHTHOH HH()OpPMAIIHH.

TepMUHBI «apXUBY, «IETONPOU3BOICTBOY, «TOKYMEHT B 3JIEKTPOHHOM BHUJIE)», KUICTOUYHUKH
KOMIUIEKTOBAHMSI TOCYJAapCTBEHHBIX apXHMBOB» HCIOJB3YIOTCA B Hacrosuied MWHcTpykuun
B 3HAYCHHSX, OMpPENEJCHHBIX a03allaMd BTOPBIM, JECSATHIM, TPUHAANATHIM U IIECTHAIIATHIM
gacTh  TepBod  crathu 2 3akoHa  PecmyOomukm  bemapych  «OO0 apXuBHOM  felie
U J€JOMPOU3BOJCTBEY.

TepMUHBI «KONUSL DJIEKTPOHHOTO JOKYMEHTa», «3JIEKTPOHHAs KOIUSA JOKYMEHTa
Ha OyMa)XHOM HOCHUTENIe», «OJEKTpPOHHAs LU(poBas MOAMUCH», «IJIEKTPOHHBIM JTOKYMEHT»
UCIIOJIb3YIOTCA B HacTosmed HHCTpyKiuu B 3HAUEHMSIX, OIpPENEICHHbIX ad3alaMu TPEeTbUM
Y YeThIpHAIaThIM—IIIeCTHAANATEIM cTaThu | 3akoHa PecmyOmuku bemapyce ot 28 nexabps
2009 1. Ne 113-3 «O0 37€KTPOHHOM JOKYMEHTE U 3JICKTPOHHOU U(DPOBOMA TTOITHACHY.

Tepmun «daitm» ucnonb3yercs B HacTosuledl MHCTPYKIMM B 3HAUYEHUU, OMPEICICHHOM
ab3amemM ceMHaauarbiM ImyHKTa 7 [lpaBuin paOoTbl € JOKYMEHTaMU B 3JIEKTPOHHOM BHJIE
B apXMBaX T'OCYJapCTBEHHBIX OPraHOB, MHBIX OPraHM3alUN, YTBEPKACHHBIX IMOCTAHOBICHUEM
Munuctepctsa roctuiuu Pecryoimku benapycs ot 6 despans 2019 r. Ne 20.

I'JIABA 2
OPTAHU3AIIMOHHOE U ITPABOBOE OBECIIEYHEHHUE JAEJIOIIPON3BOJICTBA

4. Opranu3anvsi Y BEJICHUE JEJIONPOMU3BOJACTBA B OPraHU3alUAX  OCYILECTBISIOTCS
Ha OCHOBE  CaMOCTOSITEJIbBHO  pa3palaThlBa€éMbIX  HMHCTPYKIHUH 1O JEIONpPOU3BOACTBY
B COOTBETCTBHUHM € TpeOOBaHUSIMHU HacTosed MHcTpyKium.

[To pemieHuIo BBILIECTOAIMX OPraHU3ALMM AJI1 OHOPOAHBIX O XapaKTepy AESTEIbHOCTU
MOJYMHEHHBIX OpraHM3aluil pa3pabaThIBalOTCA THUIOBBIE WIM MPUMEPHbIE HHCTPYKIUH
IO JIEJIONPOU3BOJCTBY, HCIOIb3yEMbIE INPU pa3paboTKe HMHCTPYKLMH IO JEIONPOU3BOICTBY
9TUX OpraHU3aLHil.

TunoBass MHCTPYKLIMSI 10 JAEJIONPOU3BOJICTBY  YCTAHABIMBACT E€IUHBIA  MOPAIOK
OpraHM3alvy JeI0IPOU3BOJCTBA BO BCEX OJHOPOIHBIX OpraHU3aLMsIX.

[IpumepHass MHCTPYKIUS IO EJIONPOU3BOJICTBY YCTAHABIMBAET IMOPSJIOK OpraHu3aluu
JIEJIONPOU3BOACTBA B OJHOPOAHBIX OpraHM3alMAX, NPEAyCMaTPUBAIOIIMM BO3MOXKHOCTb €r0
KOHKpETH3alluil B MHCTPYKLUSAX IO ACIONPOU3BOACTBY OpraHM3allil B YCTAHOBJIEHHBIX €IO
pamKax.

5. HCTpyKUMU 110 €JONPOU3BOJCTBY  OpraHM3alUil, SBJISIOMIMXCA HUCTOYHHUKAMM
KOMIUIEKTOBAHMSI TOCYJApCTBEHHBIX AapXMBOB, YTBEP)KIAIOTCA HMX PYKOBOAMUTEISIMHU IOCIIE
COIJIACOBAaHUSl  C COOTBETCTBYIOLUIMM  TIOCYAAPCTBEHHBIM  apXMBOM WU  CTPYKTYPHBIM
MOJIpa3/ielIeHueM TI10 apXUBaM U JIEJIONPOU3BOACTBY 00JacTHBIX (MHHCKOIO TOPOJICKOTIO)
HCIIOJIHUTENIbHBIX KOMUTETOB.

WNHCcTpyKuMyM 1O JEJIONPOM3BOACTBY — OpPraHM3alMii, HE SBISIIOIIMXCA HMCTOYHMKAMHU
KOMIUIEKTOBAHHUSI TOCYJApPCTBEHHBIX AapXHBOB, YTBEPXKIAIOTCA MX PYKOBOAMUTEISMHU IOCIIE
COIJIACOBAHUS C BBIILIECTOSAIIMMHU OPraHU3ALMSIMHU (TIPU UX HATUYUH).

TunoBble W OpUMEpHbIE  HMHCTPYKLMHM IO ACJIONPOU3BOJACTBY,  pa3pabaThiBacMble
TrOCyJApCTBEHHBIMH OpraHaMH, HHBIMM OpraHW3alUsMH, MNOJYMHEHHbIMU [IpaBHUTENBCTBY
Pecniybnuku  benmapych,  yTBepkAalOTCSl HMX  PYKOBOIMUTENSIMU  IIOCJIE€  COTJIACOBaHUs
¢ LlenTpanbHoii skcniepTHON Komuccueil (nanee — [IOK) cooTBeTcTBYI0IIEr0 OpraHa ynpasieHus
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(opranmzanuu) U pecnyOJIMKaHCKMM OpPraHOM TOCYJapCTBEHHOTO —YIpaBlIeHHS B cdepe
apXMBHOTO JIeN1a U JIeI0NPOU3BOJCTBA.

TumnoBsle W MpUMEpPHBIE  WHCTPYKLUMH IO AEJONPOU3BOJCTBY,  pa3padaTbiBacMble
OpraHu3alysAMHY, SBISIOUIMMHUCA HMCTOYHMKAMM KOMILJIEKTOBAHUS TI'OCYJapCTBEHHBIX apXHBOB
Y HE YKa3aHHBIMU B YaCTH TPEThEH HACTOSILIETO IyHKTa, YTBEPXKAAIOTCS MX PYKOBOIUTEISIMU
nocne cornacoBanus ¢ [[OK »Tux opranmzamuil ¥ COOTBETCTBYIOIIMMHU TOCYAapCTBEHHBIMHU
apX1BaMH.

TunoBele W MpUMEpPHBIE  WHCTPYKLIMU IO AEJIONPOU3BOJACTBY,  pa3padaTbiBacMble
OpraHu3alUsAMHU, HE SBISIONMMHCI UCTOYHUKAMHM KOMIUIEKTOBAHHSI TOCYAAPCTBEHHBIX apXHBOB,
YTBEPKAAIOTCS UX PYKOBOAUTEISIMU 11ociie coriacoBanusd ¢ LIOK atux opranuzanuii.

6. CTpyKTypHble TMOJpa3/ieieHUs C MpaBaMHM IOPUIUYECKOTO JIMIA, 000COOIEeHHBIE
CTPYKTYpHBIE MO/Ipa3eIIeHuUs, SIBIISTIOIIIHECS CaMOCTOSITEIIbHBIMU UCTOYHUKAMU
KOMIUIEKTOBAHUSI TOCYJapCTBEHHBIX apXUBOB, BEAYT OTAEIbHOE AEJIONPOU3BOJICTBO B MOPSIKE,
YCTAHOBJICHHOM HacTosme WHCTpyKIMel Ui BEACHUS JEJIONPOU3BOJICTBA B OPraHHU3AIINsAX,
B TOM 4YHCJ€ B YacTH pa3pabOTKH, COCTABJIECHHS, COTJIACOBAHMWS, MOJNMCAHUS, YTBEPXKICHUSA
MHCTPYKLIMH 10 JIEJONPOU3BOJCTBY, HOMEHKJIATYp JI€d, ONHCEH J1ed, aKTOB O BBIACJIECHUU
K YHUYTOXKEHHUIO JOKYMEHTOB M JIeJl, HE MOUIekKAlUX XpaHeHUIO, Iiepeiayll JOKYMEHTOB U Jiel
B apXUB.

CTpyKkTypHBIE TOJpAa3JeNieHUs] C IpaBaMU  IOPUIMYECKOro  JHIa, 000COOJIEeHHbIE
CTPYKTYpHBIC TIOJpa3JelieHus, HE yKa3aHHBIE B YaCTH MEPBOH HACTOSINErO ITyHKTA, BEIYyT
OTJENbHOE JIeJONPOM3BOJICTBO B MOPSJKE, YCTAaHOBIEHHOM Hacrosimedl WHcTpykiuen
JUTSL BEJIGHUS JICTIOTIPOM3BOICTBA B OPTaHU3AIUAX, O PEIICHUIO OpraHU3alHid, CTPYKTYPHBIMH
MOJIPa3/IeIeHUSIMU KOTOPBIX OHM SIBJISIIOTCS, €CJIM MHOE HE YCTAaHOBJIEHO 3aKOHOIATEIbCTBOM.

[lpn HanWuMKM MOAYUHEHHBIX (BXOAALIMX B COCTaB, CHCTEMY) OJHOPOIHBIX IO XapakTepy
NeSITeIbHOCTH OpPraHu3aluil CTPYKTYypHbIE MOJpPA3[eNIEHUs] C IPaBaMU IOPUIUYECKOro JIHIA
pa3pabaThIBalOT Ui HUX TUIOBBIE U (WJIM) NMPUMEPHBIE WHCTPYKIHHU IO JIEIOTPOU3BOICTRY,
TUIOBbIE U (WJIK) NMPUMEPHbIE HOMEHKJIATYphl Aen, co3natT [[OK B mopsake, ycTaHOBICHHOM
Hactosen MHCTpyKIuen.

7. Opranuzanusi ¥ coBepuieHCcTBoBaHME cucteMbl JIOY B opranuszanuu, coOioJeHue
YCTAHOBJICHHBIX TPAaBWJI JOKYMEHTHPOBAaHUS U OpraHU3ald paboThl € JOKyMEHTaMH,
METOJMUYECKOEe PYKOBOJCTBO pabOTON C TOKYMEHTaMHM U O00ydeHHe pabOTHMKOB OCHOBaM
JIeTIOTIPON3BOICTBA, BHEJPEHUE U MPUMEHEHUE COBPEMEHHBIX HH()OPMAIMOHHBIX TEXHOJOTHIMA
B paboTe ¢ JOKyMEeHTaMu obecrieunBaroTcs ciyx6o0i JJOVY.

[Ipu neGonbmoM o0beMe IOKyMeHTOoOOOpoTa ciyxba JIOY MoxeT He co3maBaThCs.
B sTOM cnyuae BbInonHeHHE ee (YHKUUH oOecreunBaeTcsl Ha3HAaYEHHBIM PACIOPSAUTEIbHBIM
JIOKYMEHTOM PYKOBOJIUTEIIS OpraHU3alui paOOTHUKOM (J1ajee — JIMio, OTBeTcTBeHHOoE 3a JJOY).

8. PykoBoauTenun  opraHuzanuii M CTPYKTYpPHBIX  MOApa3feleHui  00ecrnednBaroT
OpTaHU3aIMIO JICJIOMPOU3BOJICTBA, COOJIOACHNE YCTAHOBJICHHBIX NPAaBWI JTOKYMEHTHPOBAHUS
U OpraHu3alMu  paboThl  C JOKYMEHTaMH, COXPaHHOCTb JOKYMEHTOB COOTBETCTBEHHO
B OPTaHU3AIUAX U CTPYKTYPHBIX MTOIPA3/ICTICHUSX.

[Tpu cMeHe pyKOBOAUTEIISE OpPraHU3aLUU COCTABIIETCS akT MpUeMa-niepeadd JOKyMEHTOB
u aed.

PacnopsiainTenbHbIM JJOKYMEHTOM PYKOBOJMTENSl OpraHU3allMd Ha3HAa4yaeTcs pabOTHUK,
OTBETCTBEHHBIH 3a BEIEHNE AETONPOU3BOICTBA B CTPYKTYPHOM HOJAPA3ACICHUHU.

PaGoTHHKM oOpraHm3anuy JOJKHBI ObITh O3HAKOMIIEHBI C YCTAHOBJIEHHBIM IOPSIKOM
paboThl ¢ JOKyMeHTamMu B opraHuzanuu. O0 yTpaTe JOKYMEHTOB PaOOTHUKAMH COOOIIAeTCs
PYKOBOJUTENIO CTPYKTypHOTo moApasziencHus U B ciayx0y JOVY (iuiy, OTBETCTBEHHOMY
3a JIOY).

[lpu mnepeBoje, meEpeMEIIEHUN WM YBOJIbHEHUH (OCBOOOXAEHUU OT 3aHUMAEMOil
JOJDKHOCTH  CITy’Kalllero) pabOTHUKAa HMMEIOIIMECS y HEr0 JOKYMEHThl M Jiejla MNepeNaroTcs
[0 PELICHUIO ~ PYKOBOJIMTENS  OpraHu3alMd  WJIM  COOTBETCTBYIOLIETO  CTPYKTYpPHOTO
MOJIpa3IeIeHus IPYroMy pabOTHHUKY I10 aKTy MpHeMa-Tiepeiadn JOKYMEHTOB H JIell.



Hayuonanvnoui npasosoii Mnmepnem-nopman Pecnyonuxu beaapyce, 08.02.2024, 8/41095

I'JIABA 3
JOKYMEHTHUPOBAHME YIIPABJIEHYECKOM JEATEJIbHOCTH

9. IOKyMEHTUPOBAaHUE YIMPABICHUECKON JEITETbHOCTH MOMKET OCYIIECTBIATHCA Kak
PYKOIHCHBIM CIIOCOOOM, TaK U C TIOMOIIbIO TEXHUYECKHUX CPEJCTB. YpaBiIeHUECKHE JOKYMEHTBI
MOTYT OBITh 3a(pMKCHPOBAHBI KaK Ha OyMa)KHOM, TaK M Ha 3JIEKTPOHHOM HOCHUTENE (JOKYMEHTHI
B JIEKTPOHHOM BHU/IE, B TOM UHCJIE 3JEKTPOHHBIE JOKYMEHTHI).

JIOKYMEHTHI B 3JIEKTPOHHOM BHUJIE MOTYT MMPUMEHSATHCS BO BCeX cepax AeITeTbHOCTH, T1Ie
WCIIONIB3YIOTC ~ TEXHMYECKHe, NpOorpaMMHBIE U IpOrpaMMHO-allllapaTHble  CPEACTBa,
HeoOXOMuMBIE ISl CO3aHusl, OOpaOOTKHM, XpaHEHHWs, Nepenayd U npuema uHGOpMaLUU
B 3JIEKTPOHHOM BUJIE.

TpeOoBaHMs K IOKyMEHTaM B 3JIEKTPOHHOM BHJE PACIPOCTPAHSIOTCS Ha AIIEKTPOHHBIE
JIOKYMEHTBI, €CJIM MHOE HE MPEeIyCMOTPEHO 3aKOHOJATEIHCTBOM OO0 3JIEKTPOHHBIX JOKYMEHTaX
Y DIIEKTPOHHON 1H(poBoi moamucu (panee — JLIT).

10. PacriopsiauTennbHble  AOKYMEHTBI ~ OpraHU3alfii, TMPUHUMAEeMble KOJUIETHAIBHO,
0o OpMIISIIOTCS B BIJI€ TIOCTAHOBJICHUN U (UJTN) PEIICHUN.

PacriopsimuTebHBIE TOKYMEHTHI, W3/1aBaeMbIe PYKOBOJIUTEIIEM, HHBIM YIIOJTHOMOYCHHBIM
JIMIIOM OpPTaHMU3AIH €TUHOIUYHO, O(OPMIISIOTCS B BUJE MPUKA30B U (MIIN) pACIOPSIKEHHIA.

WN3nanne (MpUHATHE) WHBIX BHUJIOB PACIOPSIUTEIBHBIX JOKYMEHTOB, HE YKa3aHHBIX
B YacTAX TMEpBOM M BTOPOM HACTOSIIETO IYyHKTa, OCYIIECTBISETCS  OpraHU3alusIMU
(PyKOBOIUTEISIMA ~ OpPraHW3aluid, WHBIMH  YIOJHOMOYCHHBIMU  JIMIIAMH) B CIIyYasX,
YCTaHOBJICHHBIX ~ 3aKOHOJATENbHBIMU  akTaMu, TnocTaHoBieHusmMu CoBera MUHHUCTPOB
PecriyObnmukn  Benapych, B IENsSX BBIMOJTHCHHS BO3JIOKEHHBIX Ha HUX (DYHKOHMNA W 3a7ad
B COOTBETCTBUU C UX KOMIIETCHIIHEH.

11. CoBmecTHEBIE pacnopsIuTENbHbIE JIOKYMEHTBI OpraHu3aIui, HU30aI0IINX
(TMpUHUMAIOIIHX) OJIMHAKOBBIE BU/IBI JIOKYMEHTOB, U3JIAI0TCS (mpuHUMAIOTCH)
B cOOTBeTCTBYyIomeM BHae. COBMECTHBIE pACHOPSIUTENbHBIE JTOKYMEHTHI OpraHU3allNi,
u3naonux (MPUHUMAIONINX ) PA3IMYHbIe BUBI JOKYMEHTOB, IPUHUMAIOTCS B BUJE PEIICHUS.

12. Xox o0CcyKaeHHs BOITPOCOB HA 3aceIaHUAX (PUKCUPYETCS B MPOTOKOIAX.

Pemienus, nmpuHsATHIE Ha 3aceJaHUM KOJUJIETHATBHOTO OpraHa, MMEIOIIEro COBEIIaTeIbHbIC
(YHKITUH, TIPOBOASTCS B KHU3HB MPUKA30M (PacCHOPSIKEHUEM) PYKOBOJIUTESI OpraHU3aIuu JTHO0
MyTeM YTBEPKICHHS PyKOBOIUTEIEM OpTaHU3aI[MH MPOTOKOJIA 3aCEIaHusl.

13. Opranuzanuu  BeAyT TMEPENUCKY C OpraHu3alMsIMu, Trpaxnanamu PecmyOnuku
benapych, WHOCTpaHHBIMH TpakJaHAMU U JIUllaMd 0Oe3 TpaXkJaHCTBAa, BTOM YHCIIE
WHIWBHUIYaJIbHBIMU TIPEANPUHUMATEIISIMH (J1ajiee, €CJIM He ONMpeJeieHO HHOEe, — Tpa)KaaHe),
B LEJISIX BBIMOJTHEHUS MOCTABJICHHBIX MEpe] HUMH 33/Ja4d U peanu3alii BO3JI0KEHHBIX Ha HUX
GYHKIHIA.

14. Ha ocHOBaHMHM HOPMATHBHBIX TIPABOBBIX AaKTOB, JIOKAJIbHBIX TPABOBBIX aKTOB,
ONPEACISAIONMIUX HMX 3aJa4d W QYHKIUH, OPTaHM3alMH W3AAI0T (COCTABJISIOT) WHBIC
yIOpaBleHYECKHE JOKYMEHTBI, B TOM YHCJE IUIaHbI, OTYETHI, JOKIAIHBIC 3alHUCKH, CIPABKH,
aKTbl, YBEJIOMJICHUS, TIPEACTABJICHUS, PETyTPEIKICHHUS.

15.TlpaBo wu3gaHus (MpUHATHS) JAOKYMEHTOB, HX TOJMUCAHUS, YTBEpXKICHUS,
cornacoBaHusi  (BU3MPOBAHMS) 3aKpEIUISIETCS B MOJOKEHUAX W yCTaBax  OpraHU3alldid,
MOJIOKEHUAX O CTPYKTYPHBIX TOJpa3AeNieHUsIX, JOJDKHOCTHBIX MHCTPYKIHSIX pabOTHUKAM
Y MHBIX JIOKAJTBHBIX MPABOBBIX aKTaX OpraHU3aIUH.

16. TloarotToBka JOKYMEHTa BKJIIOYAET COCTaBICHHE W 0OPMIICHHE MPOEKTa JOKYMEHTa,
€ro NoJnucaHue, Npu He0OX0IMMOCTH — COTJIaCOBaHKE (BU3UPOBAHUE), YTBEPKICHUE.

Brecenue ucnpaBieHH Wi AOMOJHEHUHN B MOAMHUCAHHBIE (YTBEPKACHHBIE) HOKYMEHTHI
HE JIOMYCKaeTCsl.

17. JoxymeHTBl OpOpMIIAIOTCS Ha OJlaHKaX, UMEIOT YCTAaHOBIIEHHBIH COCTaB PEKBHU3UTOB
Y CTaOWJIBHBIN MOPSIAOK UX PACTIOJIOKECHUSI.

JIOKyMEHTBI ~ B DJIGKTPOHHOM  BHUJe  OQOPMIISIIOTCS B MOPSAAKE, yCTAaHOBICHHOM
nyaktamu 201-206 nacrosimeit MHCTpyKIIu.
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BHyTpeHHHE HOKYMEHTBI CTPYKTYPHBIX TMOJpa3JelieHU ¥ COBMECTHBIC JOKYMEHTBI
JomycKaeTcss  opopMIISATH  HE Ha OJIaHKaX, HO  C 00s3aTeNbHBIM  BOCIIPOM3BEICHUEM
COOTBETCTBYIOIINX PEKBU3UTOB.

[Tpu odopmieHun nucem, CrpaBOK U APYTUX CIPABOUYHO-UH(DOPMAILIMOHHBIX JOKYMEHTOB
JIOITYCKAeTCs UCTIOIh30BaTh YIIIOBOM MITAMIT OpTraHU3aIHH.

[Ipu pykonucHoOM OGOPMIECHUH JOKYMEHTOB COCTaB M PAclONOXKEHHE PEKBU3UTOB
JOJKHBI COOTBETCTBOBATh COCTABY U PACIIONIOKCHHIO PEKBU3UTOB JOKYMEHTOB, OOPMIIIEMBIX
C TIOMOIIIBIO TEXHUYECKHUX CPEJICTB.

18. KaxxapIil TMCT JOKYMEHTA T0KEH UMETh MOJIA:

neBoe — 30 mMM;

paBoe — HE MeHee 8 MM;

BEpXHEE U HIKHEee — He MeHee 20 MM.

[Tonst ¢ yka3aHHBIMU XapaKTEPUCTHKAMU JOJDKHBI OTOOPaXKaThCs MPU BHIBOJIE JOKYMEHTA
B QJICKTPOHHOM BHJIE HAa YCTPOMCTBO OTOOpaKCHUS  HA OYMaKHBI HOCHUTEIb.

I'JIABA 4
BJAHKHU JOKYMEHTOB. YIJIOBOH IITAMIT

19. YcranaBnuBaercss TpU BUJa OJaHKOB JIOKYMEHTOB: OJIaHK /IS MUChbMa, oOImMi OJaHK,
OJIaHK JUIsl KOHKPETHOTO BUJIA IOKYMEHTA.

bnank 11 nuckma u o01munii 6JaHK U3rOTAaBIMBAIOTCSA BO BCEX OpraHU3alusiX.

bnanku U191 KOHKpETHBIX  BUAOB  JOKYMEHTOB  W3TOTaBIMBAIOTCA [0 PELICHUIO
OpraHu3alM Ha OCHOBE O0I1Iero OJaHKa.

20. Ilpu pa3paboTke OJIAHKOB JTIOKYMEHTOB HCIIOJIB3YIOTCS JIUCTBI OymMard CTaHMIApTHBIX
dbopmaroB A4 (210 x 297 mm) u AS (148 x 210 mMm).

Br16op ¢opmaTa OnaHKa MpHu M3TOTOBJICHUH TOKYMEHTa 3aBHCHT OT XapakTepa M o0bema
TekcTa. biank ¢gopmara AS ucnosb3yercs A IOKYMEHTOB, UMEIOIIMX He 0ojiee MATH-CEMU
CTPOK TEKCTA.

21. Ha 6naHK U1 TUChbMa HAaHOCSTCSI PEKBU3UTHI:

lNocynapctBennsiii repd PecnyOnuku benapych (B ciiydasix, yCTaHOBJICHHBIX YaCTbIO
nepBoii myHkTa 32 HacTosel MHCcTpyKium);

sMOJIeMa OpraHU3alluY WM TOBapHBIM 3HaK (3HAK 00CTyKUBaHUS);

KOJ1 OpraHu3alum (1o PEeLIeHNI0 OpraHu3alum);

HAaUMEHOBAHUE BBIILIECTOSIIEH OpraHU3allH;

HalMEHOBAaHUE OpraHU3allu;

HAaUMEHOBAHUE CTPYKTYPHOTO TOJpa3AeieHus] (HaAHOCUTCS Ha OJIaHK, MCIIOJIb3yEeMbIi
CTPYKTYPHBIM TOJpa3feiCHUEM, €CIM OHO HaJelNeHO NpPaBOM M3/AaHus (COCTaBICHMS)
JIOKYMEHTOB OT CBOETO UMEHH);

HOYTOBBIN aipec OTIPaBUTENS;

KOMMYHHKAI[MOHHbIE U KOMMEPUECKHE JaHHbIE.

Ha Gnank a7 muceMa HaHOCSATCSI OTPAHUYUTENIbHBIE OTMETKH U JIMHUM JJIsl pEKBU3UTOB:
naTa JOKYMEHTAa, PErMCTPAallMOHHBI MHJEKC, CChUIKAa Ha PErMCTPAllMOHHBIM HHAEKC W JaTy
BXOZSILETO TOKYMEHTA.

22. Ha o0mwuii 0:1aHK HAHOCSTCSI PEKBU3UTHI:

I'ocynapctBennslii rep0 PecnyOnmku benapych (B ciydasx, yCTAHOBJEHHBIX YacTbiO
nepBoi myHkTa 32 Hactosied MucTpykiun);

sMOIIeMa OpraHu3aliy UM TOBAPHBIN 3HAK (3HAK 00CTYKHUBaHNUA);

KOJI OpraHu3anui (1o peueHnuo Opranu3alum);

HalMEHOBAHHUE BBILIECTOSIIEH OpraHu3aluy;

HaUMEHOBAHUE OpraHU3alUy;

HalIMEHOBAHHUE CTPYKTYPHOIO MOJpa3/ieneHusi (HaHOCUTCSA Ha OJaHK, MHCIOJIb3yeMbIi
CTPYKTYpHBIM TOJpa3felieHUEM, €clidi OHO HaJeJIeHO IMpaBOM M3AaHUS (COCTABJICHUS)
JIOKYMEHTOB OT CBOETO UMEHH);

MECTO COCTaBJICHUS WJIN U3JaHUSI.
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Ha o0muii 61aHK HaHOCATCS OTPaHUYHUTEIbHbIE OTMETKH W JIMHUU JJIs1 pEKBU3UTOB: JlaTa
JOKyMEHTa, PErUCTPALIMOHHBIN HHIEKC.

Jns opopmienus: peksusura «HasBaHue BUIa JOKyMEHTa» Ha o0OmieM OJiaHKe OTBOJIUTCS
cBoOOgHOE MecTo Mexay pekBuzutamu «HammenoBanme opranmsauum» («HammeHnoBanue
CTPYKTYPHOTO TOJpa3/eiCHUs») U OTPAaHUYUTEIbHBIMU JIMHUSAMHU JUIA peKBU3UTOB «JlaTa
JOKyMEHTa» U «PerucrpallnoHHbIA HHIEKCY.

23. bnanku pa3pa0OaTBHIBAIOTCS HA OCHOBE MPOJOJBHOIO WM YIJIOBOIO BapuaHTa
PacIoyIOKEHUs] pEKBU3UTOB.

[Ipn yriioBoM BapuaHTE PEKBU3UTHI OJIaHKAa pACHOJAararoTCsl B BEPXHEM JIEBOM YIIIy.
MaxkcumanbHast JUIMHA CTPOKH PEKBH3UTOB OJaHKA HE TOJDKHA NPEBBIMIATH 73 MM.

[Tpu npoaoabHOM BapHaHTE PEKBU3UTHI OJaHKA pacHojaraloTcs NOCepeIuHe JINCTa BIOIb
BEpXHEro mossi 0e3 OrpaHWYeHHs pa3MEpoB IO TOPU3OHTAIM, HO C COOJIIOIEHHEM
YCTAHOBJICHHBIX Pa3MepOB MOJIEH.

24. PexBU3UTHI OJIaHKA PACTIONAratoTCs EHTPOBAHHBIM WM (DJIArOBBIM CIIOCOOOM.

[Tpy LeHTpOBaHHOM crIOCO0€ HAyalo U KOHEI[ KaX/10i CTPOKHM peKBHU3MUTA LEHTPYIOTCA, TO
€CTh PaBHOYJAJICHBI OT TPAHMUI] 30HBI PACTIOJIOKEHUS] PEKBU3HUTOB.

ITpu ¢naroBom crnocobe Kaxkaas CTpOKa peKBU3UTAa HAYMHAETCS OT JIEBOW I'PAHUIIBI 30HBI
PacIioIOKEHUs] PEKBU3HUTOB.

25.1lpu HeoOXoAMMOCTH Ha OJaHK MOTYT HAHOCUTBCS OTIPaHUYHUTEIbHBIE OTMETKH
JUIS TIOJIEH W OT/ACTBHBIX PEKBU3UTOB B BUJE YTOJNKOB W JIMHUK. JlomyckaeTcs HaHOCHUTH
Ha OJaHK OTMETKH 7151 (pajibI]OBKHU U MPOOUBKU OTBEPCTUH JIBIPOKOJIOM.

26.Ilpu co3nanuu OnaHKa Ha HECKOJBKMX S3bIKaX PEKBU3UTHl OJaHKA JIOJKHBI OBITh
pOoAYyOIUPOBAHbBI HAa ATUX S3BIKAX.

bnaHk 1715 muchMa M3rOTaBIMBACTCS C MIPOIOJIBHBIM PACIIOIOKEHUEM PEKBU3UTOB Ha JIBYX
A3BIKAX.

27. Ha 6raHKax M3roTaBIMBACTCS TOJIBKO TEPBasi CTPAHMIIA JTOKYMEHTA, JUIS N3TOTOBIICHHS
MOCTEIYIOIUX CTPAHUI] HCIOIB3YIOTCA YMCThIE JIUCTHI OyMaru cTaHAapTHOTO Gopmara.

28. Yr10BO# 1ITaMI IPOCTABIISETCS B JIEBOW BEPXHEN YacTH NEPBOIO JIUCTA JOKYMEHTA.

JlonmyckaeTcsi M3roTaB/IMBaTh YIJIOBOW IITaMIl TPeX BUAOB: Ul NUCbMa, OOIIMN yTJIOBOM
IITaMII ¥ YTIIOBOM HITaMIT 1151 KOHKPETHOTO BHJIA IOKYMEHTA.

29. CocTaB pEKBHU3UTOB YIJOBOTO IITaMIa, MOPSJIOK MX pa3MeIIeHUs M 0POpMIICHHS
JIOJDKHBI COOTBETCTBOBATH COCTaBY, TOPSIIKY pa3MEIICHUs! 1 OPOPMIICHHS PEKBU3UTOB OJIaHKA.

30. Pazmep yrimoBoro mramma He JOJDKEH HpeBblIaTh 73 MM 110 TOPU3OHTANIN
Y TI0 BEPTUKAIIH:

75 MM (ans mraminoB ¢ uzoopaxkenuem ['ocymapctBenHoro repba Pecryonuku bemapych
WU YMOJIEMBI);

55 MM (s mTamnoB 6e3 uzoopaxenus ['ocygapctBenHoro repba PecnyOnuku benapychb
WU YMOJIEMBI).

I')TABA 5
OPOPMJIEHHUE PEKBU3UTOB JIOKYMEHTOB

31.IIpy HOArOTOBKE [IOKYMEHTOB HCIIOJIB3YIOTCSI PEKBU3UTHI, MOPAIAOK O(opMieHus
U PACIIOJIOKEHUS KOTOPBIX olpesesieH B MyHKTax 32—61 Hactosimedt MHCcTpyKIuy.

32.1lpu odopmnenun pekBusuta «l'ocynmapctBeHHbli Tepd PecnyOmmku benapyce»
m3o0paxkenue ['ocymapctBenHoro repba PecmyOnmuku benapych mnomemniaercss Ha OJlaHKax
U YIJIOBBIX LITaMIIaX B COOTBETCTBUU C TpeOoBaHUsAMU 3akoHa PecniyOnuku benapych ot 5 utons
2004 r. Ne 301-3 «O rocynapcTBeHHbIX cuMBoax PecnyOnuku benapychby.

N3o0paxxenne ['ocymapctBeHHoro repba  PecnyOnuku — benmapych  Ha GimaHkax
pacroiaraercs B lIEHTpe BepxHero noiis. luamerp nzobpaxxenus — He 6osee 17 mm.

33.IIpu odopmieHnH pekBU3UTa «IMOiieMa OpraHu3alMM WM TOBapHBIA 3HAK (3HaK
oOciyxuBaHus)» 5MOJemMa OpraHU3allMd WM TOBAapHbIM 3HAK (3HaK OOCIyXKMBaHMS),
3apETUCTPUPOBAHHbIE B YCTAHOBJIEHHOM  3aKOHOJATEJICTBOM — MOpPSAKE, IO YCMOTPEHMIO
OpraHM3aliy MoMmelaercs Ha OJaHKax Ha JIEBOM I0J€ Ha ypoBHe pekBu3uTa «HammeHoBaHue
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opraam3anun» («HanMeHoBaHUe BBINIECTOSAIICH OpraHU3AIMIY), €CIH B IEHTPE BEPXHErO MOJIs
nomenieHo n3obpaxenue I'ocymapcrBerHoro repda Pecniyonuku bemapychs.

Ha 6nankax 6e3 uzobpaxenus ['ocynapcrBernnoro rep6a Pecrybnuku bemapych ambnema
WM TOBapHBIM 3HAK (3HAK OOCIY)XMBaHMs) TIOMEIIACTCS Ha BEpXHEM Toje OJiaHKa.
[Ipy mpoIOIEHOM ~ PACTIONIOKEHUH PEKBU3UTOB OSMOJieMa WM TOBapHBIM 3HAK (3HAK
00CITyKUBaHUS) OpPraHU3allMM TOMEIIAETCsS B LIEHTPE BEpXHEro Mojs OJiaHKa, MPH YIJIIOBOM —
HajJ cepelMHOM cTpoku pekBuszuta «HammenoBanue opranmsanumn» («HaummeHnoBanue
BBIIIECTOSIIIECH OpraHU3aII).

34. IIpu odbopmnenun pexBuszuta «Koa opranmzanumy» KoA OpraHU3aIMH MPOCTABISIETCS
Ha BEPXHEM II0JI€ CTIpaBa Ha MEPBOM JIUCTE TOKYMEHTA.

['ocynapcTBeHHbBIE OpraHbl MPOCTABJISIOT KOJ 1o 00IEerocy1apCTBEHHOMY
kinaccudukaropy Pecnyomuku benapycs OKPB 004-2014 «Opranbsl TocyaapCTBEHHOM BJIaCTH
U yTpaBICHU, YTBEPKIACHHOMY MOCTaHOBJICHUEM I'ocynapcTBeHHOTO KOMUTETA

no cragaaptuzanuu Pecniyonuku benapycs ot 30 mexabps 2014 1. Ne 60 (mamee — OKOI'Y).
VHble opraHu3aluy OPOCTaBISAIOT  KOJX IO OOLIEroCyAapCTBEHHOMY  KilacCH(UKaTOpy
Pecny6muku  bemapycs OKPB  018-2003  «¥Opuanueckue Juiia W UHAUBUIYATbHBIC
NpeJIpUHUMATENN», YTBEP)KICHHOMY IoOcTaHoBleHHMeM Komurera 1o cTaHIapTU3aLUM,
MeTposioru U ceptuduranuu npu CoBere MunuctpoB PecnyOmuku bemapyce ot 28 anpens
2003 r. Ne 22 (manee — OKFOJIIT).

35.Tlpu odopmneann pekBusuta «Koa MTOKyMEHTa» KOJ JOKYMEHTa MPOCTAaBISICTCS
Ha BEpXHEM I0JIe CIpaBa Mo KOJOM OpraHU3alHH.

[Ipn cocTaBieHHH KOHKPETHBIX JOKYMEHTOB KOJ JIOKyMEHTa IPOCTAaBJISIETCS Ha TeX
U3 HUX, YHUOQUIMPOBAaHHBIE (OPMBI  KOTOPBIX  BKJIIOYEHBI B OOILIEroCyJapCTBEHHBIH
knaccudukarop Pecryonmukm bemapyce OKPB 010-2023 «YHUpHUIHPOBaHHBIE JTOKYMEHTBD»,
YTBEpKJICHHbII MOCTaHOBIeHHEM MuHucTepcTBa octuiun Pecrryonuku benapycs ot 6 gexaOpst
2023 r. Ne 75 (manee — OKVY ).

[lpy  HEOOXOOUMOCTM  OpraHu3alMM  MOTYT  CaMOCTOSTEIbHO  pa3padaTbIBaTh
yHu(puImpoBaHHbIe (OPMBI JOKYMEHTOB, HE pa3padoTaHHBIE Ha OOLIETOCY1apPCTBEHHOM H (WIJTH)
0TpacjIeBOM ypOBHE, OCYIIECTBIIATh KOAUPOBAHUE ATUX (POPM C MOCIEAYIOIINUM BKIIOYEHUEM UX
B JIOKQJIbHbIE KJIacCCU(PUKATOPBhl U HCIOJIb30BAaTh pa3paboTaHHbIE KOJbl YHU(UIMPOBAHHBIX
JOKYMEHTOB IpH oopMiieHUH pekBu3nuTa «Kox 1oKyMeHTay.

HeobxonumMocTs npoctaBieHus KoJia JOKYMEHTa ONpeeseTCsl OpraHu3alue.

36.IIpu odopmienun pexkBusuTa «HammeHOBaHHME BBILIECTOSIIEH OpraHU3ALUID)
Ha JIOKyMEHTaX yKa3bIBaeTCs MOJHOE OPUIaIbHOE HAMMEHOBAHUE BBILIECTOSALIEH OpraHu3aluu
(pu HaNMYMK), 3aKPETJICHHOE B €€ YCTaBE WM MOJI0KEHUHU O HeH.

HanmenoBaHue BbIIIECTOSIIEN OpraHu3allii yKa3bIBAaeTCsl HA BCEX OPraHMU3allMOHHO-
pacnopsIUTEIbHbIX JOKYMEHTAX, 3a MCKIIOYEHHEM BHYTPEHHUX MH()OPMAIMOHHO-CIPAaBOYHBIX
JIOKYMEHTOB.

HaumeHoBaHue  BbIIIECTOAILIEM  OpraHu3allMd  pacloyiaraeTcsi B BEpXHEM  yacTH
3aroJI0BOYHOM YaCTH JOKYMEHTA.

B opraHmsanusx, THOJUYUHEHHBIX  CTPYKTYPHBIM  TOApa3AeiCHUSM  C IpaBaMH
IOpUAMYECKOT0 JHIa (BXOASIIMX BHUX COCTaB, CUCTeMY), B pekBusute «HammeHnoBanue
BBILIECTOSIIEH  OpraHu3alMW»  yKas3blBaeTcs  MOJHOe  o(duIHUalbHOE  HaMMEHOBaHME
COOTBETCTBYIOILIETO CTPYKTYPHOI'O OApa3ACICHUS.

37.B pexBusute «HanMmeHoBaHMe opraHuzanuu» O00O3HA4YaeTCs aBTOP JOKYMEHTa,
KOTOPBIM SIBJIIETCS OpraHU3allysl, CO3/aBIIasi JOKYMEHT.

HaumeHoBaHue opraHuM3alliy  YKa3blBaeTCsl B TOUHOM COOTBETCTBUU  C YCTaBOM,
noyioxkeHneM o Heil. CokpallleHHO€ HauMEHOBaHME OpraHMU3allMM MOXET YKa3bIBaThCsl B TEX
cllydasix, KOTrJja OHO 3aKpeljeHO B yUpeIUTENbHBIX JOKyMeHTax opraHuzanuu. CokpalieHHoe
HauMEHOBAaHME MTOMEILAETCS HIXKE MOJIHOTO U 3aKJIF0YaeTCsl B CKOOKH.

HaumeHnoBaHue opraHM3alMy pacrioyiaraeTcsl B 3arOJIOBOYHOM YacTH JOKYMEHTa HHUXKe
pexBu3nTa «HanMeHOBaHME BBIIIECTOSIIECH OpraHU3aIi» MPU €r0 HAJTHYUH, IPH OTCYTCTBUH —
Ha MECTe, OTBEICHHOM JUIs pa3MmelleHuss pekBusuta «HauMeHoBaHUE — BBIIIECTOSIICH
OpraHU3aIm».
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JIOKyMeHT, OATrOTaBIMBaEMbIii COBMECTHO ABYMS U O0Jiee OpraHu3alUsIMH, 0OPMIISETCS
Ha YUCTOM JIUCTe OyMaru cta”jaaptHoro gopmaTta. HaumeHoBaHMs opraHn3aluii pacrnonararoTcs
B COOTBETCTBUH C MX IMOJHBIMU O(QUIMATHLHBIMI HAUMEHOBAaHUSAMHU B BEPXHEH 4acTU JTOKyMEHTa
Ha OJTHOM YPOBHE.

[Ipn cucremaTnueckoll MOArOTOBKE COBMECTHBIX JOKYMEHTOB MOXKET W3TOTaBIMBATHCS
COOTBETCTBYIOIIUI OJIaHK C YKa3aHHEM HaMMEHOBAaHUI OpraHu3aluii, CO31al0UNX J0KYMEHT.

38. PexBu3ur  «HaumeHoBaHHME  CTPYKTYpPHOTO  MOJpa3jieieHusy»  odopmisercs
Ha IOKyMEHTE B TOM Cllyyae, €CIM JOKYMEHT H3Aaercsi (COCTaBIAETCS) OT UMEHH 3TOro
O/Ipa3IeJICHUSI.

HanmeHoBaHMe CTpPYKTYpHOro NOJpa3AeiieHUs] paclojliaraercs B 3arojJOBOYHOW 4acTu
JOKYMEHTa HIKe pekBu3nuTa «HanMeHoBaHuE OpraHn3anumy.

39.Ilpu odopmnennn pekBusuTa «IlOYTOBBIN ampec OTIMPABHUTENS» IIOYTOBBINA alpec
oTnpaButens odopmisercss B cOoTBETCTBUM ¢ [IpaBuinamMu oka3zaHUsl yCIyr IOYTOBOM CBSI3U
oOlIero IMoJyIb30BaHMsI, YTBEPXKACHHBIMH MocTaHoBiIeHHeM CoBera Munuctpo PecryOnuku
benapych ot 7 centsa6ps 2004 r. Ne 1111.

[TouToBBI axpec OTHpaBUTENSA pacronaraercd Huxke pekBusuta «HanmenoBanue
CTPYKTYpPHOTO TOAPA3JEICHUs» IpPU €ro HaJIU4YUU, I[P OTCYTCTBUU — HIKE PEKBU3UTA
«HanmeHnoBaHue opraHnuzanumny.

40. IIpu odopmnenun pexBu3nta «KOMMYHHMKALIMOHHBIE W KOMMEPUYECKUE JaHHBIE)
KOMMYHUKAI[MOHHBIC JaHHbIE (HOMepa TenedoHa, Teiedaxca, BKIIIOYas KOJ aBTOMAaTHYECKOI
MEXAYropogHeil (MexIyHapoaHoi) TenedoHHON CBs3H, OQUIIMATBHBIA aJpec ANEKTPOHHOU
MOYTH) TOMEMIAIOTCS Ha UCXOMIIUX NHUChbMax (OlaHKaxX it MHCEM) HWXKE pPEKBH3UTA
«IlourtoBblil anpec ornpaButens». ['pynmnsl nudp B HoMepax TenedoHoB 1ehUcoM WK IPyTrUMU
3HaKaMHM TpENUHAHMUS He pa3ieistorcs. [[pyrue cBeneHUs yKas3bIBaIOTCS I10 YCMOTPEHUIO
OpraHM3alyH.

Kommepueckne naHHble, B TOM YHCIE HOMEP TEKYIIEeTo (pacdeTHOro) OaHKOBCKOTO CYETa,
HauMEHOBaHME OaHKa, pACIHOJAraloTCsl HIDKE KOMMYHHKALMOHHBIX JaHHbIX. CocraB
YKa3bIBa€MbIX KOMMEPUYECKUX JIAHHBIX OINPEAEIAETCS OpraHu3aluen.

41. IIpu odopmienun pekBusnta «Ha3Banue Buma TOKyMEHTa» Ha3BaHHUE BUA JOKYMEHTA
yKa3bIBaeTcsl HWKe pekBusuTa «HanumeHoBanue opranuzauun» («HanMmeHoBaHHE CTPYKTYpPHOIO
MOJIPa3/IeJICHNUs) TIPY M3TOTOBJICHUU KOHKPETHOTO JOKyMeHTa (OJaHKa /Uit KOHKPETHOTO BUIA
JIOKYMEHTA).

Ha3Banue Buga NOKyMEHTa OIpPENENSETCsS €ro Ha3HAuY€HUEM M JOJDKHO COOTBETCTBOBATH
KOMIIETCHIIUM OpPraHU3alud, COACPKAHMIO ITOKYMEHTHPYEMOI'O YINPAaBICHYECKOTO ACUCTBHA.
B nuceMax Ha3zBaHMe BUAA JOKYMEHTA HE YKA3bIBACTCA.

HasBanue Bua JoKyMeHTa reyaTaeTcs MpornruCcHbIMU OykBaMu 6€3 mpoOesoB.

HasBanus BUI0B JOKYMEHTOB JI0JIKHBI cooTBeTCTBOBaTH OKVY /1.

[Ipu wucnonb3oBaHuM OOMMX OJAHKOB C MPOJOJBHBIM PACHOJOXKEHUEM PEKBU3UTOB
Ha JIBYX SI3bIKaxX Ha3BaHME JOKYMEHTA I1€4aTaeTCs Ha JBYX S3bIKaX.

42. PexBm3ut «Jlata ngoKkyMeHTa» pacrnoJiaraercsi Huke pekBusuta «Hazpanume Buma
JIOKYMEHTa», B MUCbMax — HIKe pekBU3nUTa « KOMMyHUKallMOHHbIE 1 KOMMEPYECKUE TAHHBIEY.

Jlatoil mOoKyMeHTa SIBIISIETCSI JlaTa €ro MOJIMUCAHWS WIH COOBITHS, 3a(UKCUPOBAHHOTO
B JOKYMEHTE (IIPOTOKOJI, aKT), JUId JOKYMEHTa, NPUHMMAEMOIO KOJUIETHAIBHBIM OpraHOM
(mocTaHOBIIEHUE, PELICHNE), — 1aTa €ro NPUHSITHS.

JlaToil coBMECTHOrO JOKyMEHTa Ha OyMa)XHOM HOCHTEJE ABISAETCA JaTa ero MOoANUCaHUs
MOCTIEIHEW OpraHu3aIuei.

JlaToii  yTBep)kgaeMoro JOKyMEHTa SBJSIETCS JaTra €ro YTBEpXKJIEHHUs, KoTopas
yKa3bIBaeTCs B peKBU3UTE «I'pHud yTBEpKICHU.

[Ipu moaroToBKe MpoeKTa JOKyMEHTA JOIMyCKaeTCs eYaTaTh TOJIBKO 0003HAYCHHS MecsIa
UTOAa, JACHb MecsAlla MPOCTABIAETCA JOJDKHOCTHBIM JIMIOM, TIOJIMCBHIBAIOIIUM WA
YTBEPKJIAIONIUM JTOKYMEHT, 3a UCKJIIOYEHHEM CIy4aeB, MPEIyCMOTPEHHBIX IMyHKTamu 91 u 96
Hacrosuet MHcTpykiuu.

DJIEMEHTBl JIaThl YKa3bIBAIOTCS apaOCKUMM IMdpaMu B OJHOM CTPOKE B CICAYIOIICH
MOCTIeIOBATEIbHOCTH: JACHb MecAla, Mecsl, roa. JleHp mecsma u Mecsa opopMIISIOTCS IBYMS
napamu apabckux mudp, pa3aeIeHHBIMU TOUYKOU, TOJ — YETHIPbMS apaOCKUMU ITUdpamMu.

10



Hayuonanvnoui npasosoii Mnmepnem-nopman Pecnyonuxu beaapyce, 08.02.2024, 8/41095

43. PexBu3ut «PerucTpallioHHBIH HMHAEKC» YKa3bIBAETCA B OAHOM CTPOKE IOCIIE
pexBu3uTa «Jlara JOKyMEHTay.

PeructpaninoHHbIll HMHIEKC CO374aBacMbIX M MIOJIy4a€MbIX JOKYMEHTOB IIPEACTaBIsAET
coboii mudpoBoe miau OykBeHHO-IIM(PpOBOE 0O0O3HAUYEHHWE, BKIIOUAIONIEE B Ce0S TOPSIKOBBIN
pErucTpalOHHBIA HOMEP, IPUCBOEHHBIM JOKYMEHTY MpPU CO3JAAHUU WIM MOITYYEHHH, KOTOPBIH
MOET OBITh JIONOJHEH MHAEKCOM II0 HOMEHKJIAType Jed OpraHu3aluy, HHIEKCOM
IpUMEHsIEMOro KiaccupukaTopa (B TOM uucie Kilaccu(puKaTopa KOPPECIOHIEHTOB, BOIIPOCOB
NESITeIbHOCTH) U JPYTUMH YCIIOBHBIMU 0003HAUEHUSMH.

Ha  ngokyMeHTax, COCTAaBJIIEHHBIX  COBMECTHO  HECKOJBKMMHM  OPTraHU3ALUAMH,
perucTpaloHHble HHJEKCHl aBTOPOB MPOCTABIISAIOTCA YEPE3 KOCYIO UEpTy B MOPAJKE yKa3aHUs
aBTOPOB Ha JJOKyYMEHTeE (clieBa HaIlpaBo).

44. PexBu3ut «CcbUlKa Ha PETUCTPALMOHHBIA HMHJEKC U JaTy BXOJAIIETO JIOKYMEHTa»
oopmisiercs Ha mucbMax (OaHKaxX JUId MUCEM) HIDKE pPEKBU3UTOB «JlaTta JOKyMeHTa»
u «PerucTpallioHHBIH HMHIEKC» M BKIKOYAEeT B ce0s PErucTpallMOHHBIA MHIEKC U JaTy
JOKYMEHTa, Ha KOTOpbI Jaercsa oTBeT. Jlata JOKyMeHTa, Ha KOTOpPBIM Jaercs OTBET,
odopmitsiercs UGPOBBIM CIIOCOOOM.

45. TIpu ohopmieHnU peKBU3UTA «MeCTO COCTABICHUS WM U3JJaHHUSD» MECTO COCTABIICHHS
WIM  W3JaHusl  JIOKyMEHTa  yKa3blBaeTCs  HIKE  pPEKBU3UTOB  «Jlata  JOKyMeHTa»
n «PeructpaninoHHbIN HHAEKC» Ha TOKyMEHTAX, 3 UCKIIOYEHUEM ITUCEM U 3asIBICHUM.

46. PexBusut «['pud orpaHuueHust n0cTyma» OGOPMIISIETCS B IPABOM BEPXHEM YTITy
JIOKyMEHTa BBIILIE PEKBU3UTOB «Axpecar», «['pud yrBepxkneHus», «['pud npunoxeHus»
(pu UX HATUYUN).

47. PexBU3UT «Anpecary OMEIIAETCSA B IPABOM BEPXHEM YIIIy JOKYMEHTA.

AnpecaraMu SIBIISIFOTCS OpraHU3allid, UX CTPYKTYpPHBIE MOJAPA3/JEIEHUs, KOHKpPETHbIE
JOJDKHOCTHBIE JIMLIA, TPaXKIaHe.

[Ipu anpecoBaHMu JOKyYMEHTa OpraHM3alliM €€ HauMEHOBAaHHE  YKa3bIBaeTCs
B UMEHUTEIIBHOM IMaJIEXKE.

[Ipu HanpaBiieHUU TOKYMEHTa B HECKOJBKO OJHOPOIHBIX OpraHM3allil UX HAaMMEHOBaHUS
yKa3bIBalOTCs 000OIIEHHO B UMEHUTEIIEHOM Ma/Iexke.

[Ipu agpecoBaHuu TOKyMEHTa CTPYKTYpPHOMY HOJIpa3Ae/iEHUI0 B UMEHUTEIBLHOM MaJekKe
YKa3bIBa€TCsi HAMMECHOBAHWUE OpraHM3allUM, a HWKE — HAUMEHOBAHHME  CTPYKTYPHOIO
MIOAPA3ACIICHHUS.

[Ipu HampaBiaeHMM [OKyMEHTa KOHKPETHOMY JOJDKHOCTHOMY JIMIy HAaUMEHOBAaHUE
OpraHU3alli yKa3bIBACTCS B MMEHUTEIHHOM TIaJeke, a JOJDKHOCTh CIyKamero u (aMumms
azpecaTa — B JaTE€IbHOM.

[Ipn anpecoBaHuM JNOKyMEHTa pPYKOBOJAUTENIO OpraHM3aluu (€ro 3aMeCcTHUTEIO)
HaMMEHOBAaHME OpraHU3alMy BXOAUT B COCTaB HAMMEHOBAHUS JOJKHOCTH CIIy Kalllero agpecara.

[Ipn HampaBiieHUM JOKYMEHTa PYKOBOJUTENSIM HECKOJIBKUX OJHOPOJHBIX OpraHu3alui
HaUMEHOBAHMA UX JOJDKHOCTEH CIyKalMX YKa3bIBalOTCS 00OOIEHHO B 1aTEIbHOM Maiexke.

[Ipn agpecoBaHuu NOKyMEHTa CTPYKTYPHOMY IOJApA3JEIICHUIO, BEAYILIEMY OTIEIbHOE
JIEJIONPOU3BOACTBO B COOTBETCTBUM C 4acTAMM IIE€PBOM M BTOPOW IIyHKTAa 6 HacTOsILEN
WHeTpykuuy,  €ro  pyKOBOJUTENIO  (3aMECTUTENI0),  OAHOPOAHBIM  CTPYKTYPHBIM
MOPA3JECIICHUSIM, PYKOBOIUTEISAM OIAHOPOJAHBIX CTPYKTYPHBIX NOAPA3AEICHUM, KOHKPETHOMY
JIOJDKHOCTHOMY JIMITY B PEKBH3UTE «Azpecar», 0pOpMIIIEeMOM B COOTBETCTBUHU C TPEOOBAHUSIMHU
yacTed TpeTbeW—CEeNbMOM HACTOSALIETO IIyHKTa, BMECTO HAMMEHOBAaHMs OpraHu3aluu
YKa3bIBa€TCs HAWMEHOBAHHE CTPYKTYpPHOIO IOJApA3JEICHNUs B COOTBETCTBYIOIUX MAJeKe
U YHCIIE.

[Ipu angpecoBaHnM JOKyMEHTa Ipa)kIaHUHY BHaYalle YKA3bIBAIOTCSA (paMUIIUS U HHULIAAIIBI
(cobcTBEHHOE MMSI, OTYECTBO (€CJIM TAKOBOE UMEETCs) MOoTydaTes, 3aTeM [TOYTOBbIH ajpec.

IToutoBblli agpec yka3biBaeTcs Ha KoHBepTe. [Ilpu agpecoBaHMM JOKyMEHTa pa3oBOMY
KOPPECIIOHIEHTY MTOYTOBBIN aJpec BKIIOUYAETCS B COCTaB PEKBU3UTA «Apecar.

[TouToBEIil agpec B pexBu3uTE «Anpecat» odopmisiercss B cooTBeTcTBHU C [IpaBmmamu
OKa3aHMs yCIyT MOYTOBOM CBSI3U OOLLIETO MOJIb30BAHMSL.
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[Ipn HanpaBieHUM JOKYMEHTa 110 3JIEKTPOHHOM IOYTE pa30oBOMY KOPPECHOHIEHTY
B PEKBU3UTE «AJpecaT» BMECTO IOYTOBOIO aJpeca yKa3blBaeTcs OQHUIMAIbHBIN ajapec
AJIEKTPOHHON NIOYTHI OpraHU3aluu-apecaTa WiK apec MIEKTPOHHON MOYTHI I'paXkIaHNUHA.

[Tpu HanpaBieHUU TOKYMEHTa OCPEACTBOM HH(OPMAIIMIOHHON CUCTEMBbI BEIOMCTBEHHOT'O
(KOpIIOpaTUBHOIO) WIH MEXBEJOMCTBEHHOT O AJIEKTPOHHOIO JOKYMEHTO0000poTa
rOCYJIJapCTBEHHBIX OPTaHOB B PEKBHU3MUTE «AJpecary» MOUYTOBBINM afpec WiIu OpHUIMAIbHBIN aapec
AJIEKTPOHHOMN IIOYTHI HE YKa3bIBAECTCS.

PexBu3ur «Anpecar» He HOIKEH coAepxkarb Oojee uyeThipex aapecoB. CIOBO «KOMUS»
nepes BTOPbIM U MOCIEAYOIUMH aJpecaTaMy He IPOCTaBIISETCS.

[Ipn HanpaBieHuum JOKyMeHTa OoJjieeé 4YeM B YETBIpE aJpeca COCTaBISAETCS CIHCOK
Ha pacchbUIKy 1o (opMe coriacHo npuiiokeHuto 1. Ha kaxxaqoM sK3eMIuIsipe yKa3bIBaeTcs TOIbKO
OJIMH ajjpecaT win 0000IIeHHOe HANMEHOBAHHE a/IPECATOB.

Ecin OKyMEHT SIBJIsSIETCS OTBETHBIM, IEPBBIM aApPECaTOM Ha JOKYMEHTE YKa3bIBA€TCS
aBTOp MHUIMATUBHOIO MUChMa HE3aBUCUMO OT 3HAUMMOCTH OCTAJIbHBIX aJpecaToB.

[Ipy HampaBneHMM JOKyMEHTa B BBINIECTOSIIAE OPraHU3allid  HE JOIyCKAaeTCs
OJIHOBPEMEHHOE €ro aJpecoBaHUE APYTUM aJpecaTraM, KpoMe CIydaeB, KOTJa 3TO OIpeneIeHO
MOPYYEHHUEM BBILLIECTOSILEN OPTaHNU3ALHH.

48. PexBuzut «I'pu¢ yrBepxaeHus» odopmisieTcss B IPaBOM BEPXHEM YINIy JOKYMEHTA.
[Ipu yTBep)KIEHMH JOKYMEHTa HECKOJBKUMHU JOJKHOCTHBIMM JIMLAMHU TPU(DBl yTBEPKICHUS
pacrnojararoT Ha OJTHOM YPOBHE.

JIOKyMEHT MOXeT YTBEp)KIaTbCsi JBYMS CIIOCOOAMHU: TIOCPEACTBOM IPOCTABICHHUS
JOJDKHOCTHBIM  JIMLIOM B Tpu()e YTBEP)KACHUS COOCTBEHHOPYYHOW TOMNHCH WIH HW3JaHHS
(IpUHATHS) PACIOPSAAUTENBHOTO JTOKYMEHTa (cocTaBieHus mpoTokoia). Oba crocoba sABISAIOTCA
PaBHO3HAYHBIMHU.

[Ipu yTBepKIEeHUM JAOKyMEHTa IIOCPEACTBOM IIPOCTABJICHMS JIOJDKHOCTHBIM JIMLIOM
B Tpude yTBEpKICHHUS COOCTBEHHOPYYHOW NOJMHCH TpH(] YTBEPKICHHS COCTOUT H3 CJIOBA
«YTBEPXJIAKO», HanMmeHOBaHUS IOJMKHOCTH CIyXalllero JHIla, €ro COOCTBEHHOPYYHOMU
MOAIUCH, PaCIIM(PPOBKU MOANKCH U 1aThl yTBEPKICHHUSL.

B cocrase pexBusuta «I'pud yTBepKAeHUN» MOTYT YKa3bIBaThCs CTENIEHU U (WJIM) 3BAHUSL.

Ecnu nokymeHT odopmiieH Ha OjaHKe, TO B HAMMEHOBAHUE JOHKHOCTH CITY’Kallero JInia
HaMMEHOBaHME OpraHU3allMM HE BKIIOYAETCS JIMOO BKIIOYAETCS BUAOBOE WM COKpAIIEHHOE
HauMEHOBaHHME OpraHU3alUH.

IIpu yTBepKIE€HUMHM JOKyMEHTa PpPYKOBOAMTEIEM BBIIIECTOALICH OpraHMU3alMM WU
JOKYMEHTa, COCTaBJICHHOTO HE Ha OJaHKe, B HAMMEHOBAHHE JOJDKHOCTH CITy’Kallero JUIa,
YTBEPAMBLIETO TOKYMEHT, BKJIFOUAETCS TIOJTHOE HAUMEHOBAHUE OpraHU3aLUH1.

Hara (menp wecsima) yrtBepknenuss Brpude «YTBEPXKJIAIO» mnpocrasisercs
JNOJDKHOCTHBIM  JIMIIOM, YTBEPAMBIIUM JOKyMEHT. Mecsal uTrol AOMyCKaeTcs Iedararb
C TIOMOILIBIO TEXHUUECKUX CPEJICTB.

PacnopsinutenbHplii  akT  u3gaercs  (IpUHUMAaeETCs) B cly4yae, KOIJla  BBEJEHHE
YTBEPKAAEMOIO JIOKyMEHTa TpeOyeT MOMOJHUTEIbHBIX MpPEANUCAaHUl, pa3bsICHEHUN, HHBIX
NEICTBUM, CBA3aHHBIX C €0 IPUMEHEHUEM.

[Ipn yTBepkaeHUM TOKYMEHTa MOCPEACTBOM HU3JaHUs (IIPUHSATHUS) PACTIOPSIUTEIBHOIO
JOKYMEHTa WJIM COCTaBJIEHMs IPOTOKONAa TIpu¢  YTBEPXKACHUS COCTOUT M3 CJIOBa
«YTBEPXJIEHO», wna3Banusi BuIa JOKyMEHTAa B MMEHUTEIBHOM TAaJeXe, BKIIOYAs
HaMMEHOBaHME OpraHu3aluu (KOJUIETHAILHOIO OpraHa), €ro JaTbl U perucTPaliOHHOTO
MHJIEKCA.

CnoBa «YTBEPXJAIO» u « YTBEPXIEHO» mneuaratorcst nmponucHsIMH OykBaMu 0e3
KaBBIYCK U MPOOETIOB.

Jatel yTBepxKIeHUs 0OPMIIAIOTCS HU(POBBIM CIIOCOOOM.

Hcnonb3oBanue OJIaHKOB € MPOAOJIBHBIM  BapHAHTOM  PACIOJIOKEHUS PEKBU3UTOB
11 opopMIIeHHST JOKYMEHTOB, OUIEKAIUX YTBEPXKICHUIO, HE JIOITyCKAaeTCsl.

49. PexBusut «Pe3omonus» BKiIoYaeT GaMUINI0 U UHULMAIIBI UCTIOJTHUTENS, COJIep KaHne
nopyuyeHust Ju0O0 yKa3aHUE O HOpPsIKE HCHOJIb30BaHUSA JOKyMeHTa. [Ipm HeoOxoaumocTH
B PE30JIIOIIMM  YKa3bIBAETCS CPOK HCIIONHEHHA. Pe3omronust Ao0mKHA OBITH IMOAIIMCAHA
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(cobcTBeHHOpYYHAsl TMOANMKCH) W AaTupoBaHa. Jlata B pexkBuzute «Pesomonus» odopmisercs
UG poBEIM CIOCOOOM.

[Ipu HanMYMKM HECKOJIBKUX UCIIOJIIHUTENEH MepBoii yKa3biBaeTcsl (haMUInsl OTBETCTBEHHOTO
WCIIOJTHUTEIS, KOTOPBIA OpraHu3yeT paboTy COUCTIONHUTENEH.

Ha noxymenre nomkHO ObITh He Oojiee ofHOM pesomounu. Ilocnemyromniye pe3oaonuu
pykxoBoauTeneld oQpOpMIIIOTCS, €CIIH B HUX JIETATU3UPYETCs MOPSII0K UCIIOTHEHUS TOKyMEHTA.

Pesomtonust pacrosnaraercst B IpaBOM BEPXHEM YINIy IEPBOIO JIUCTA JOKyMEHTa MeEpe]
TtekcToM. [lpu HeobxomuMocTH O(OpPMIIEHHUS CIOKHOM MO COINEP)KaHUIO PE30JIOIUH, a TaKXKe
HECKOJIbKUX PE30JIIOLMNA U HEBO3MOXKHOCTH HX pa3MEUICHHs B OTBEJCHHOM I PE3OJIOLUN
MECTe JIOIyCKAeTCsl HAIMCAHUE PE30JIIOIUI Ha JIF000 CBOOOHON IJIOMAH JTUIICBOW CTOPOHBI
MIEPBOTO JTUCTA JOKYMEHTA, HE 3aTparuBasi TeKCTa (HO HE Ha MOJISIX JOKYMEHTA).

Jlomyckaercsi odopMIIEHHE PE30JNIONHMKA Ha OTJACIBHOM JIUCTE C YKa3aHHEM Ha HeM
PETUCTPAIIMOHHOTO WHIEKCAa M JaThl JAOKYMEHTa, K KOTOpOMY OTHOCUTCS pesomrorus. Jluct
PE30ITIOIHMH TPUKPEIUISIETCS K JOKYMEHTY U IOCJIE€ €r0 UCIOIHEHHSI BMECTE C HUM HOIINBAETCS
B Aeno. Ha nokyMmeHTe Ha MecTe, MpeayCMOTPEHHOM JUIS pa3MEIeHHs] PEe30JIOLNH, JeNaeTcs
oTMeTKa «JIUCT pe30I0LuN NpUIaraeTcs.

[Ipu odopmieHnn nucTa PE3OTIOLUUU HCIONB3YIOTCS JUCTHI OyMaru CTaHAApTHBIX
dbopmaroB A6, AS, A4 ¢ coOIrocHIEM CIISIYIONINX Pa3MePOB MOJICH:

st popmara A6: BepxHee U HIKHee — He MeHee 10 Mm, jeBoe — He MeHee 12 MM,
MpaBoe — HE MEHee § MM;

st opmarta AS: BepxHee — He MeHee 15 MM, HibkHee — He MeHee 10 mwm, neBoe — 20 MM,
MpaBoe — HE MEHEee § MM;

st popmara A4: BepxHee u HUKHee — He MeHee 20 MM, neBoe — 30 MM, mpaBoe —
HE MEHee 8 MM.

Pesomonun  mo ucnonHennto  nopydenuii  I[lpesmmenta PecnyOmmku  benmapyce,
Bcebenopycckoro HapomHoro cooOpanusi, ['n1aBer Anmunuctpanuu I[Ipesunenta PecryOmuku
benapyce u ero 3amecrtuteneii, npeacenareneil nanat HamuonansHoro coOpanust PecryOmuku
benapyce u ux 3amectureneit, [Ipembep-munucTpa Pecyonuku benapych u ero 3amecTuTeNei,
pyKOBOJUTENEH TOCYJapCTBEHHBIX OPTaHOB, MHBIX OpPraHMU3allii 0(pOPMIISIIOTCS Ha OTIEIbHBIX
JIMCTAX PE3OJOIUH.

50. PekBu3HT «3arojoBOK K TEKCTY» YKa3bIBa€TCS Ha JIOKYMEHTax, O(OpMIECHHBIX
Ha OyaHKax win Juctax Oymaru crangaptHoro gopmara A4. 3aroloBOK K TEKCTY JOIMyCKaeTCA
HE YKa3bIBaTh Ha JOKyMEHTaX, OQOpPMIISIEMBIX Ha OJJaHKaX WM JHCTaX OyMarw CTaHAapTHOTO
¢dopmara AS.

3aronoBoK K TEKCTy Oo(QOpMIIIEeTCS B JIEBOM BEPXHEM YTy JOKYMEHTa HUXKE PEKBU3UTA
«MecTo cocTaBieHHS WM HM3AaHMUsS». B muchbMax 3arojioBOK K TEKCTy OGOpMIIsieTcsl HIXKE
pekBu3uTa «CChUIKa Ha PETUCTPALIMOHHBINA UHAEKC U ATy BXOJSIIETO TIOKYMEHTay.

3aromoBok (opMmynHpyeTrcs cocraBuTeneM JokymMeHTa. OH JIOJDKEH OBITh KPaTKUM
U €EMKHM, TOYHO IepeAaBaThb CMBICI TEKCTa M IPaMMAaTHYECKU COTJIACOBBIBATHCS C HA3BaHHUEM
JOKYMEHTA.

B 3aronoBke k TEKCTy pa3pemiaeTcsi ynoTpeOIsTh COKpPAIICHHs CJIOB U CIIOBOCOYETAHUU,
HCIOJIb3YEMBIX B FOCYyAapCTBEHHBIX cTaHnapTax Pecrybnuku benapyck, o0mierocy1apcTBeHHbBIX
knaccudukaropax PecmyOonmuku  benmapych, COKpamieHHbIE HAaUMEHOBAHHS — OpTaHU3aAIUiA
1 OOLIETIPUHSATHIE COKPALLIEHUS.

3aroyIoBOK B KaBBIUKM HE 3aKJIFOYAETCS M HE MOAUYEPKUBAETCs. TouKka B KOHLE 3arojoBKa
HE CTaBUTCH.

51.1lpu  odopmnenun pekBuzuta «OTMETKAa O KOHTPOJIE» OTMETKAa O KOHTpPOJIe
pacrmojiaraeTcsi Ha JIEBOM II0JI€ JIOKyMEHTa Ha ypOBHE 3arojioBKa K TEKCTy U 0003Havaercs
oykBoil «K» wumu cnoBom «KoHTponb». OTMETKa HpPOCTABISETCS OT PYKH WIH C ITOMOIIBIO
mrremnentst. OTMETKa MOXKET ObITh JIOMOJTHEHa KOHTPOJIBHOM TaTOH.

52. PexBu3ur «OTMETKAa O HAJIMYUU TPUWIOKEHUS» paclojiaracrcsd HIKE TEKCTa
nokymenta mepen pexkBusutoM «llommucey. CrnoBo «IIpunoxenue» medaraercs ¢ MPOMUCHON
OYKBBI, IOCJIE HETO CTAaBUTCS ABOETOUHE.

Ecin noxkymMeHT uMeeT MNpUIIOKEHHE, Ha3BaHHOE B TEKCTE, TO B OTMETKE O HAIUYUU
MIPUJIOKEHHUS YKA3bIBAETCS TOJIBKO KOJIMYECTBO JINCTOB U SK3EMILISPOB.
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Ecnu nOKyMeHT MMeeT MpUJIOKEHHE, HE Ha3BaHHOE B TEKCTE, TO B OTMETKE O HAIMYHUH
MIPUJIOXKEHHUS YKA3bIBAIOTCS €r0 HAMMEHOBaHUE, KOJIMYECTBO JIMCTOB M 3K3EMIUISIPOB.

Ecnu 1OKyMEHT HMMeEeT HECKOJBbKO MPHIOKEHHH, TO OHM HYMEpYIOTCS apaOCKUMH
uugpamu, cioBo «lIpunoxxenue» octaercs OTKPHITHIM, a UX HAUMEHOBAHUS, KOJIMYECTBO JIHCTOB
1 9K3EMIUISIPOB KaXKJIOTO MPUIIOKEHHUS YKA3bIBAIOTCS CTOJIOIIOM.

Eciu k mokymeHTy mnpuiaraercs JOKYMEHT, WMEIOLIUI MPUIIOKEHUE, TO B OTMETKE
0 HaJIMYWU TPUIIOKEHUS YKA3bIBaeTCs 001Iee KOIMYESCTBO JIMCTOB TPUTIOKEHUH.

Eciu mnpunoxeHue HampaBiseTcss HeE BCEM ajpecaTtaM, TO B OTMETKE O HAIUYUU
MIPUIIOKEHUS YKA3bIBAETCS, B KAKOH aJpec HaMpaBIIsIeTCs MPUIOKEHUE.

Ecnu mpuiioskeHust cOpOIIIOPOBAaHBI, TO KOJHWYECTBO JIMCTOB HE yKasbIBaeTcs. Ecim
MIPUIIOKEHNUE COACPKUTCS B OJTHOM HK3EMILIApPE, TO KOJIWYECTBO SK3EMIULSIPOB OMYCKaeTCs
HE YKa3bIBaTh.

B pacnopsnuTenbHBIX JIOKyMEHTaX pekBH3UT «OTMETKa O HAIMYUU TPUIOKECHUSDY
He oopMIIIeTCs; yKa3aHHE O HAIMYHMU TIPHIIOKEHHS JAeTCS B TEKCTE JOKYMEHTA: «COTJIACHO
MIPUIIOKEHUIOY, KIIPUIIOKEHUEY, «II0 TIPUiIaraeMoi opmey.

53. PexBusur «lloamuce» pacnonaraercst mociae TEKCTa JOKyMEHTa WIM PEKBU3UTA
«OTMeTKa 0 HATUYHUH TTPUIIOKEHUSY.

PexBm3ur «IloAmuce» COCTOMT W3 HAMMEHOBAHUS JIOJDKHOCTH CITy’Kallero JIMIA,
MOMMHUCABIIETO JTOKYMEHT, COOCTBEHHOPYYHON TOINUCH U €€ paciiuppoBKH (MHHUIHAIIBI,
dbamunusi). MEummansl nedatarorcs mepen (amuaueid 0e3 mpoOenoB Ha YpOBHE TOCICIHEH
CTPOKH HAaMMEHOBAHUS JOHKHOCTH CITy’Kallero.

B coctaBe pexBusuta «[loanuck» MOTYT yKa3bIBATHCS CTETICHU U (UJTH) 3BAHUSL.

Eciu pgokymeHT odopmiieH Ha OMaHKE WIM C UCTIOIB30BAHUEM YIJIOBOTO INTaMIIA,
TO B HAMMEHOBAaHHE JOHKHOCTH CIYy’Kalllero HauMEHOBaHHE OpraHU3allMu HE BKJIIOYAETCS JINOO
BKJIIOUAETCS BUAOBOE MIIM COKpALIEHHOE HAUMEHOBAHHE OpraHU3aIlHH.

[Ipu odopmiennn nokyMeHTa He Ha OJaHKE B HAMMEHOBAaHUE IOJDKHOCTH CITy)KaIlero
BKJTIOYAETCS TIOJTHOE HAUMEHOBAHHUE OPTaHU3aIUH.

[Ipn moammcaHuuM AOKYMEHTa HECKOJIBKUMH JIMLAMH, TMOJYUHEHHBIMH IO JIOJDKHOCTH,
HAaUMEHOBAHMS JOJKHOCTEH CHy’KallMX JIWI, MOAMHCABIIUX TOKYMEHT, COOCTBEHHOPYYHbBIE
MOAMUCH W UX pacmu@poBKH (MHULMATEI, (aMUTIUK) pacrlojiaraloTcs Opyr 3a APYyroM
B [IOCJIEZIOBATEILHOCTH, COOTBETCTBYIOIIEH 3aHUMAEMbIM JOKHOCTSIM CITY>KalUX.

[Tpu monmucaHuM JOKYMEHTa HECKOJIbKMMU JUI[AMH, HE MOJYUHEHHBIMH IO JOJIKHOCTH,
HAaUMEHOBAHHS JOJKHOCTEH CIy’KalllMX JIMI, MOAMNKMCABIINX JTOKYMEHT, COOCTBEHHOPYYHBIC
MTOATHICH M X paciiiuppOoBKU (MHUITHAIBI, (DaMHIIMN) PACTIONATAlOTCs HA OJTHOM YPOBHE.

[Tpu moamMcanny JOKyMEHTA, MOATOTOBIEHHOTO KOMUCCHEH, YKa3bIBAIOTCS HE JOKHOCTH
CIyXallluX JIML, auX OOA3aHHOCTU B cocTaBe KoMuccuu. @daMuaum YIeHOB KOMHCCHUU
pacronararTcs B alh)aBUTHOM TOPSIIIKE.

JIOKyMEHTBI KOJUIETHAIBHBIX OPraHOB MOJIHCHIBAIOTCS MPEACENATeNIEM M JIUIOM ATOTO
opraHa, MoJAroTOBUBIINM IIPOEKT JTOKYMEHTA, €CJIM NHOE HE YCTAaHOBJICHO 3aKOHO1AaTEIbCTBOM.

[Ipu  odopmieHUH  aKTOB, MPOTOKOJIIOB, COBMECTHBIX JOKYMEHTOB  MOJIUCH
MIPOCTABJISAIOTCS Ha BCEX AK3EMILISApaxX JOKYMEHTA.

B pexBusute «[lognmuce», aTaxke B pekBuzutax «I'pud yrBepxkacHus» u «I'pud
COTJIACOBAHUS YKAa3bIBAIOTCA (DaKTHYeCKas IOJDKHOCTH CITy’)Kallero JIMIA, TTOANKCABIIETO
(YTBEpAMBILIETO, COTJIACOBABIIETO) IOKYMEHT, €ro uWHuImanbl u pamunusa. [lomyckaercs
WCIIOJIb30BaHUE COKpamieHuid «3am.» (3amecTturens), «l.0.» (MCIONHSIOMMNA OOS3aHHOCTH).
He nomyckaeTcst cTaBuUTh mpeior «3a» WK KOCYI0 4epTy Mepe]] HAMMEHOBAHHEM JIOJDKHOCTHU
CITyKallero.

[IpoekT nOKyMeHTa MpenCTaBIsSETCS Ha MOJIMUCh COOTBETCTBYIONIEMY JTOKHOCTHOMY
auny  (MCXOAS W3 €r0  KOMIIETEHIMH)  TMOJHOCTBIO  O(QOPMIIGHHBIM,  ITPOBEPEHHBIM,
COrTacOBaHHBIM  (TIpH  HEOOXOJUMOCTH) BMECTE  C MPWIOKEHUSMU U MaTepUATAMU,
Ha OCHOBAaHUH KOTOPBIX OH COCTaBJICH.

54. PexBuzutr «['pud mnpumoxeHus» pacroyiaraertcsi B IIPaBOM BEPXHEM YTy IEPBOrO
JUCTA MPUIIOKEHHUS.

I'pud npunoxenuss cocroutr wuscinoBa «lIpunoxkeHue», €ro MOPIIKOBOIO HOMeEpa
(yxaspiBaercst apabckumu dpamu O6e3 3Haka No), HazBaHHS BHJA JOKyMEHTA B JIaTEILHOM
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najieXxe, €ro aBTOpa, MAaThl W PErHCTPALIMOHHOrO WHAeKca. Jlata BTpude NpHIOKEHHS
odopmItsieTcs TUPPOBBIM CITOCOOOM.

ITopsaKoOBBI HOMED IIPUIIOKEHUS HE YKA3BIBACTCS, €CIIM OHO OJHO.

Ha noxyMmeHTax, yTBEp»AaeMbIX PpacHOpsSIUTEIbHBIM JOKYMEHTOM WM IPOTOKOJIOM,
rpu¢ npuinoxkeHus: He opopmisiercs. B 3ToMm ciydae B mpaBOM BEpXHEM YIJy MEPBOTO JIUCTA
YTBEP)KJAEMOI'0 IOKyMEHTa IIPOCTABIAETCS IpU( YTBEPKACHUS.

55. PexBusur «I'pud cormacoBanusi» oopMIIIETCS NMPH BHEIIHEM COTJIACOBAaHMU IMPOEKTA
JOKYMEHTa CO CTOPOHHMMHU OPTaHU3aLMsIMU U TOJKHOCTHBIMM JIMLIAMHU.

I'pud cormacoBanusi pacrosaraercsi Huke pekBuszurta «lloamuce» Ha AHMLIEBOM CTOpOHE
nocyienHero Jyucra mokymMeHta ucoctoutr u3cioBa «COIJIACOBAHO», nHammeHOBaHUSA
JIOJDKHOCTH  CITY’KAlllero JIMIA, C KOTOPBIM COTJIacOBBIBAETCS JOKYMEHT (BKJIIOYasi IIOJHOE
HaMEHOBAHHME OpPTaHM3alNh), COOCTBEHHOPYYHOH MOIINCH, €e pacmudpoBKu U aatel. [lara
coriacoBanusi opopmisercs uGPOBBIM CIIOCOOOM.

B cocrase pexBusuta «I'pud cormacoBaHus» MOTYT YKa3bIBaThCS CTETICHU M 3BAHHUS.

CrnoBo «COI'JTACOBAHO» neuaTaroT nponucHbBIMUA OyKBaMu 0€3 KaBbIYEK U MPOOEIIoB.

Ecin cornacoBaHue JOKyMEHTa IPOU3BOJIUTCS KOJUIETHMAIbHBIM OpraHoM, B rpude
COIJIACOBAHUS YKa3blBAETCS HA3BaHUE BUAA JIOKYMEHTa B MMEHHUTEIBHOM IMafie’Ke, BKIIOYas
HaMMEHOBaHME KOJUIETHaJIbHOTO OpPraHa, 1aTa U perucTpalMOHHbIN HHIEKC ATOr0 JOKYMEHTA.

Ecnun  cornmacoBaHue IPOU3BOAUTCS IOCPEACTBOM IHCbMa, B TIpU(E COTIacoBaHMS
yKa3bplBatoTcsa ciaoBo «IIuceMo», HaMMEHOBAHHE OpraHM3aLMU, C KOTOPOH COIIaCOBBIBAJICS
JOKYMEHT, J1aTa U pEerucTPalMOHHbIN UHJEKC UChMa.

Ecnu nokymeHT mmeer nBa rpuda coriacoBaHus, TO OHHU pacloyiaraioTcs Ha OJHOM
YPOBHE.

Bonee nByx rpudos cornacoBanus opopMISIOTCS IBYMS BEPTUKAIBHBIMH PsIaMU.

ITpu oTcyTcTBHM CBOOOAHOrO MecTa AJIs pa3MelleHus rpuda corylacoBaHUs Ha JIOKYMEHTE
opopmisiror nuct  cornacoBanus. [Ipu  HamWymmM  MCTa  COTJIACOBAaHUS  HA MECTe,
NPEeIyCMOTPEHHOM Ui pa3MelleHust rpuda corimacoBaHus, Jenaercs oTMmerka «Jluer
COIJIACOBAHUS IPUIIATaeTCsa.

56. PexBu3ut «Buza» opopmisiercs Mpu BHyTPEHHEM COIIACOBAHMU MPOEKTa JOKYMEHTa
IIyTE€M €r0 BU3UPOBAHUS JTOJKHOCTHBIM JIMILIOM.

PexBuzur «Busa» Brioyaer BceOs HaMMEHOBaHME JIOJDKHOCTHM CIIY’Kallero JIUIA,
BU3HPYIOIIETO MPOEKT TOKYMEHTa, €r0 COOCTBEHHOPYYHYIO TOIIHCH, PAacCIIU(pPOBKY ITOIMUCH
u naty. Jlata opopmisercs: uupoBbIM CIIOCOOOM.

B cocraBe pexBusuta «Buza» MOryT ykasbIBaThcs CTETIEHH U (MJIH) 3BaHUS.

OTka3pIBaThCs OT BU3UPOBAHMS, a TaKKe JeNaTh Kakue-TM00 WCIpPaBICHHUS B TEKCTE
IIPOEKTa JOKYMEHTa He JONyCKaeTCsA. 3aMeuyaHHsl U JOMOJHEHUS MW3JIaraloTcsi Ha MPOEKTe
JOKYMEHTa HIDKE JaThl BH3UpoBaHWA. [Ipy 3HaYMTENHHOM O0BbEMe 3aMedaHusi M JOTOJTHEHHS
W3JIAaraloTCsl Ha OTAEJIbHOM JIMCTE, a Ha IPOeKTe JIOKyMEHTa YKas3blBaeTcs: «3amMeydaHus
MIPUJIAratoTCsI».

Busbl npocraBnstoTcss Huke pekBu3uTa «lloAnucek) Ha IHMIEBOW CTOPOHE MOCIETHETO
JMCTa MEpBOr0 HK3eMIUIApa AOKyMeHTa cieBa. I[IpoekTel pacmopsauTenbHBIX TOKYMEHTOB
JIOIyCKAETCsl BU3UPOBAaTh Ha OOOPOTHOM CTOPOHE IOCIENHEro JIMCTa IEPBOrO 3K3EMILIIpa
nokyMeHTa. [Ipu coriacoBaHuM MHMCEM U APYTUX UCXOIALIMX JOKYMEHTOB BU3bI 0(OPMIISIOTCS
Ha 3K3EMILISIPAX, OCTAIOUINXCS B JEIIE.

[Ipu HeoOXomuMOCTH OQGOPMIICHHSI HECKOJBKHX BHM3 OHM pACIONAraloTcs OfHA
IO/ APYTOH.

[Ipu oTcyTcTBUM CBOOOAHOTO MeECTa Ha JOKYMEHTE BH3BI O(QOPMISIOTCS Ha 000poTe
MOCJIETHETO JINCTA JOKYMEHTa WJIM Ha OTJAEIbHOM JIHMCTE€ W IIPU PAa3MHOXKEHUM JTOKYMEHTa
He BocnpousBoadrca. [Ipy Haiuyuu JMCTa COIMVIACOBAaHUS HA MECTE, IPEeAyCMOTPEHHOM
JUIsS pa3MELIeHMsI BU3BL, JE€IAeTCsl OTMETKA «JIMCT coriiacoBaHusl MpUIIaracTcs».

[lepedeHp BUBHMPYIOIIMX JUI] ONPEIENSIETCS COCTAaBUTEIEM JTOKYMEHTa MCXOHsS M3 €ro
coJiepKaHus U TpeOOBAHNN HOPMATUBHBIX IIPABOBBIX AKTOB, JIOKAJIbHBIX IIPABOBBIX aKTOB.

57.Tlpu odopmienun pekBu3uTa «lledath» OTTHCK NPOCTABISIEMON TEYaTH OJKCH
3axBaThlBaTh 4YacTb HAWMEHOBAaHUS  JOJDKHOCTH  CIY’Kallero JIMLA, MOAMHMCABLIErO
(YTBEpIMBILIETO) TOKYMEHT.
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[Tesatm wmoryt OBITH TpeX BHUAOB: TIe€YaTh OpPraHHW3aAIUH, TeYaTh CTPYKTYPHOTO
MO/Ipa3/iesIeHnsl OpraHu3aluy, 1eyaTh, YKa3blBalolllas Ha ee IieJieBoe HazHaueHue (B TOM YHCIie
JUTSL KOITUH, 17151 CIIPaBOK, JJIsl YIOCTOBEPEHUN ).

Bunel  npumeHseMbIx —nedaTteid B OpraHu3allid M MOPSIIOK  MX — MCHOJIb30BaHUS
3aKpPETUISIOTCS B JIOKATBHBIX MPABOBBIX aKTaX.

58. Ilpu odopmiiennn pexkBusnuta «OTMETKAa 00 UCTIOTHUTENE» OTMETKA 00 MCIOJIHHUTENES
pacroyiaraercs Ha JUIEBON CTOPOHE MOCIEHErO JUCTA JOKYMEHTA B JIEBOM HUXKHEM YTITy.

OtMeTka 00 UCTIONMHUTENE BKIOYaeT (GamMuwiInio W HOMEp CiIy)eOHoro TenedoHa
WCTIONHUTENS (COCTaBUTENsA) NOKyMeHTa. DamMWiIvsg HCIOIHUTENIS W HOMEP €ro Ciy>KeOHOro
TenedoHa nevataroTcs 6e3 3HaKOB IIPETUHAHUS.

[Tpu HEeoOXomUMOCTH OTMETKAa 00 HMCIOIHUTENE IOIMOJHAETCS WHAEKCOM CTPYKTYPHOTO
MO/Ipa3/IeJIeHUs], B KOTOPOM T'OTOBMJICS JOKYMEHT, a TAK)Ke JaTOW CO3JaHMsl JOKyMEHTa, UMEHEM
(haiina v APyrMMU MOMCKOBBIMU JaHHBIMH (HA BTOPOM CTPOKE), KOTOPbIE O(hOPMIIIOTCS TOIBKO
Ha 3K3EMIUISIPE JOKYMEHTA, OCTAIOLIEMCS] B OpraHU3alllu.

OtmeTka 00 ucnoigHuTene ohopmIIseTcss Ha UCXOIAIINX JOKYMEHTaX.

59. PexBu3ut «OTMETKA O 3aBEpPEHUH KOMTUI» oopmisieTcs: Hibke pekBu3nuta «[lommucey.

Konust gokyMeHTa JOKHA BOCHPOU3BOAMTH TEKCT MIM YacTh TEKCTa JOKYMEHTa U BCE
PEKBH3UTHI ATOTO JOKYMEHTA, B TOM YHCJIC PEKBU3HUTHI OJIaHKA.

Komnust 1okyMeHTa, BOCIPOHM3BOASIIAS YacTh €ro TEKCTa, 3aBEPEHHAsl B YCTaHOBJICHHOM
TOpPSIAKE, SIBJSIETCS. BBIMUCKOM M3 JOKyMEHTa. BBIMMCKKM U3 JOKYMEHTOB O(OpMIISIOTCS
Ha oOmiem Onanke. B Beimuckax u3 gokymeHToB ciioBo «BBIIIMCKA» BktouaeTcsi B Ha3BaHUE
BHJIa TOKyMEHTA.

OTmeTKa O 3aBepeHHMH KONMHM BKJIIOYAaeT cJIoBO «BepHo», HauMeHOBaHME IOJKHOCTH
CIy’)Kalllero JIMIA, 3aBEPHBILIETO KOMHIO, €ro COOCTBEHHOPYYHYIO TOAINMKCH, PacHIA(pOBKY
MOJITMCH U J1aTy 3aBepeHus. JlaTa 3aBeperus opopmisieTcs UPpPOBBIM CIIOCOOOM.

Ha xommusix uCXOIsAIIUMX JOKYMEHTOB, OCTAIOIIMXCS B JeJie OpPraHu3allid, PEKBU3UTHI
OaHka  He BOCHPOM3BOASATCS, TMPOCTAaBISAIOTCA  JaTa  MOAMHCAHUS  JTOKyMEHTa, €ro
PETUCTPAIIOHHBI  MHJAEKC W OTMETKA O 3aBEPEHUM KOMHH, B KOTOPOM  JOMycKaeTcs
HE YKa3bIBaTh JIaTy 3aBEPEHUs U TOJDKHOCTD CIIYKAIIETro JIHUIA, 3aBepUBIIETO KOMHIO.

[Ipu odopmiIcHHH KOTHI JOKYMEHTOB, MOJYYCHHBIX MyTEM THPKUPOBAHUSI MTOITHHHUKA
CpeICTBAaMHU ONEpPATUBHOW monurpaguu, coiepx amux (aKCUMUIBHOE BOCIPOU3BEICHUE
MOANUCH W MPETHA3HAYCHHBIX JIJIS PACCHUIKH WM BHYTPEHHETO TMOJb30BAaHUS, OTMETKY
0 3aBEPEHUU KOMHUU JOMycKaeTcsi He opopMIIATh, €CIM HWHOE HE YCTAaHOBICHO aKTaMU
3aKOHO/ATEIbCTBA.

[Ipu odopmieHUN pPa3MHOKEHHBIX JK3EMIUISIPOB JIOKYMEHTOB, IMpeIHa3HAYEHHBIX
JUISI PACCBUIKM  WJIM  BHYTPEHHETO TIOJIb30BAHUS W HE BOCIPOHM3BOIANINX  (DAKCUMIIIBHYIO
MOMANUCh TONJTUHHUKA, BMECTO O(GOPMIICHHS OTMETKH O 3aBEpEHUM KOMHH J[OMYyCKAeTCs
WCIONIb30BaTh I€4YaTh, MPOCTaBISIEMYIO Ha MeCTe, OTBEACHHOM [JIsl COOCTBEHHOPYYHOMN
TIO/THCH.

Konuum 1OKyMEHTOB B 3JI€KTPOHHOM BHJE, BBIOJIHEHHbIE Ha OyMa)KHOM HOCHTENE
Y TIpeIHa3HAYCHHBIC I OOpallleHUs BHYTPU  OpraHU3aIlid, 3aBEPSIOTCS B MOPSIKE,
YCTaHOBJICHHOM YacCThIO YE€TBEPTOM HACTOAIIETO IMyHKTA.

60. PexBu3ur «OTMeTka 00 MCTIOJIHEHHHM JOKYMEHTAa M HAlpaBICHUU €ro B JIEIO»
MIPOCTABJISETCS HA JOKYMEHTE IOCIIe €r0 MCIOMHEHUS U SBISETCS CBHUJIETEIHCTBOM 3aBEPILICHUS
paboTHI HAJ HUM.

OtmeTka 00 UCTIOTHEHHHM JIOKYMEHTa W HAalpaBlI€HUM €ro B JIeJ0 paclojiaraercs
Ha HI)KHEM II0JI€ TEPBOro JIMCTa JOKYMEHTa ClieBa M COCTOUT U3 clloB «B nemno», unaekca nena
[0 HOMEHKJIAType e OpTraHW3allii, B KOTOPOM OyIeT XpaHUTbCA JOKYMEHT, JaThl
Y PETUCTPALlMOHHOTO  HMHJAEKCAa  JOKYMEHTa,  CBHJETEIbCTBYIOIIETO 00 UCTHIOJHEHHH,
COOCTBEHHOPYUYHOM MOAMUCH UCTIOTHHUTENS WM PYKOBOAMUTENS CTPYKTYPHOTO MOApa3/CICHHUs-
WCIIOJIHUTENS U JIaThl HaIlpaBJIeHUs JOKyMeHTa B Jeno. Jlata B oTMETKe 00 MCIONHEHUU
JOKYMEHTA Y HAMPABJICHUH €0 B JeJI0 0(hOPMIISETCS IIUPPOBLIM CIIOCOOOM.

[Ipn oTcyTcTBHHM  JOKyMEHTa, CBUJETEIIbCTBYIOLIETO OO0 MCIIOJIHEHHWH, B OTMETKE
YKa3bIBAIOTCA KpaTKUE CBEJEHUs 00 MCIOJIHEHUU, COOCTBEHHOPYYHAs MOAMUCH WCTIOTHHUTENS
U JaTa HapaBJIEHUs JOKYMEHTa B JIEJIO.
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61. PexkBuzur «OTMeTKa O NOCTYIUIEHUU (PETMCTPALlMOHHBIN  IITaMIl  BXOASILUX
JIOKYMEHTOB)» MPOCTABIIAETCS HA HWKHEM IIOJIE MEPBOT0 JIMCTA JOKYMEHTa CIpaBa M COCTOMT
U3 [IOJIHOTO WM  COKpAalIeHHOIO0  HAMMEHOBAaHUS  OpraHU3aluu-NOoIy4yaTens,  JaThl
U PErHCTPALMOHHOrO HHEKca (HOMepa) MOCTYIIIEHUs JOKyMEHTa.

Pa3mepbl oTMETKM O NOCTYIUIEHUH (PETUCTPALMOHHOIO IITaMIa BXOIALIUX JTOKYMEHTOB)
HE MOTYT IPEBbIIATH 42 MM 10 TOPU3OHTAIU U 16 MM 110 BEpTUKAJIH.

Ha noxymenTax, TpeOymOIIMX CpPOYHOTO HCIIOJHEHUS, BMECTE C JIaTOW JOIMyCKaeTCs
yKa3bIBaTh BPeMs IOCTYIUIEHUS (Yachl, MUHYTHI).

I'JIABA 6
TPEBOBAHMUSA K TEKCTAM JOKYMEHTOB

62. TeKCT TOKyMEeHTa JI0JIKEH OBITh JOCTOBEPHBIM, OOBEKTUBHBIM, MAKCUMAJIbHO KPATKUM
C COXpPaHEHUEM IIOJIHOTH MH(OPMAIMK M TOYHOCTH €€ W3JI0KEHHUs, He JOIyCKAaTh Pa3INIHBIX
TOJIKOBAHUH.

63. TekcT MOKyMEHTa H3Jaraercsi IMPOCTHIM U SICHBIM SI3bIKOM C COOJIIOIGHHEM HOPM
o(ULMaNBHO-AET0BOr0 CTUIISL IUTEPATYPHOTO S3bIKA.

64. SI3plkaMu  IETONPOU3BOJICTBA M JOKyMeHTauuu B PecryOnmke bemapychs sBisroTcs
OenopycCcKuil U (W) PYCCKUA.

TekcTbl JOKYMEHTOB, HampaBsieMbIX 3a mpeaensl PecrmyOmmkm  bemapych, Moryt
COCTaBJIATHCS Ha OEIOPYCCKOM, PYCCKOM SI3bIKAaX, Ha SI3bIKE CTpaHbl ajpecaTa WM Ha APYTroM
MHOCTPAHHOM SI3bIKE.

65. Ilpennoxenus CTPOSITCS COIJIACHO OOIIENPUHATHIM IrpaMMaTHYECKUM
u opporpapuyeckuM MpaBuiIaM OEJIOPYCCKOTO U PYCCKOIO SI3bIKOB, IPEUMYILIECTBEHHBIM
SBJISICTCS YNOTPeOIeHHE MPOCTHIX PACIPOCTPAHEHHBIX MPEII0KEHUH.

66. B noxymMeHTax NpUMEHSIOT TEPMUHBI U ONIPEAEIICHUS], YCTAaHOBIEHHbIE HOPMAaTUBHBIMU
IIPaBOBBIMU aKTaMM, TEXHUYECKMMHM HOPMAaTHBHBIMU IIPAaBOBBIMH AaKTaMH, B TOM 4YHCIIE
rocyAapCcTBEHHbIMU cTaHAapTaMu PecnyOnuku benapych, 1 TEpMUHOIOTHYECKUMU CIIOBApPSIMH.
MHoro3HayHble TEPMHMHBI B KaXJJOM KOHKPETHOM CiIy4ae JOJDKHBI YHNOTPEOIAThCA TOJIBKO
B OJJHOM M3 CBOUX 3HAYCHUM.

67. B TekcTe JOKyMeHTa He JJ0IyCKaeTcsl ynoTpeOieHue:

IPOCTOPEUHIA U SKCIIPECCUBHBIX (POPM Pa3TOBOPHOM pedn;

MHOS3BIYHBIX CJIOB MPHU HATUYUU OOILEYNOTPEOUTENbHBIX aHAJOTOB CJIOB U BBIPAKEHUIM
B OEJIOPYCCKOM HJIU PYCCKOM SI3BIKE;

HEUETKUX CJIOBOCOYETAHUM, OOOOLICHHBIX pacCyXICHUH, BOCKJIMLIAHUNA W NPU3BIBOB,
OOpa3HbIX  CpaBHEHHMH, OIUTETOB, MeTaop W IPyrHX  CPEICTB  XYJOKECTBEHHOU
BBIPA3UTEIbHOCTH;

ab0peBuaTyp, KpoMe OOIIEN3BECTHBIX UM BBEACHHBIX B TEKCTE JOKYMEHTA;

HEHOPMAaTUBHOMN JIEKCUKHU.

68. TeKCTbI CIOXKHBIX MO COAEPKAHUIO JTOKYMEHTOB JEJATCS Ha MyHKThI, IyHKTbl MOTYT
MOJIPA3/eNAThCA Ha MOAMYHKTHI, YacTW WM ab3albl; MOIMYHKThl — HA 4acTH WM al3allbl;
JacTu — Ha ab3ampl. B Oonmbmmx 1mo 00beMy U CIIOKHBIX T10 IIOCTPOCHUIO JTOKYMEHTaX IYHKTHI
MOTYT OOBbEIUHATHCS B TJ1aBbl, a TJIaBbl — B Pa3/€bl.

Paznensl Hy™mepyroTcsi puUMCKUMHM IupamH, TjaBbl — apaOCKUMM LU(PpaMu, IOcIe
KOTOPBIX TOYKA HE CTABUTCH.

Pa3nensl v rnaBbl JOKHBI UIMEThH 3ar0JIOBKH, TOUKa B KOHIIE 3arojioBKa He ctaButcs. Eciun
3aroJIOBOK COCTOMT M3 IByX MNpPEMIOKEHUN, TO HUX pa3lesiloT TO4ykKoil. B 3aromoskax
HE JIOIyCKAeTCs TIEPEHOC CJIOB Ha CIEAYIOUIYI0 CTPOKY, TPHUMEHEHHE pPUMCKUX w1udp,
MaTeMaTUYECKHUX 3HAKOB U IPEYECKUX OYKB.

[lynkTel HymepyroTcs apaOckuMM LH(paMu C TOUKOW U 3alUCHIBAIOTCSA C ab3allHOTro
oTcTyma.

[MonmyHKTBI HyMepyrOTCsi apaOCKuMu TUGpPaMU U 3aIHCHIBAIOTCS C a03aI[HOTO OTCTYTIA.
Homep moamyHKTa BKIIIOYAET HOMEp IyHKTa W HOMEDP MOJIYHKTA, IOCIE KOTOPBIX CTaBATCS
TOYKH.
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Hywmepanys TyHKTOB JOKHA OBITH CKBO3HOWM JJIsSI BCETO JOKYMEHTA, MOJIMTyHKTOB —
CKBO3HOM JIJIs1 K&KJIOTO ITyHKTA.

UYactu u ab3a1ipl HE HyMEPYIOTCS U BBIICTSIOTCS a03aI[HBIM OTCTYTIOM.

69. B TekcTe JOKyMEHTa TIepe1 KaXKI0H MO3UITUEH TTepEUHCIICHHs, BBIICIEHHON a03aIHbIM
oTcTynoM, neduc WM WHOW 3HaK He craBuTcs. [locie mepedwcieHus, KpoMme IOCIEIHEro,
CTaBUTCS TOYKA C 3aISITOM.

70. datel B TeKcTe JOKyMeHTa opopMiIsitoTcss HuppoBeIM criocoboMm. Ilpu mpumeHeHun
CCBUIOK Ha HOPMATHBHBIE INPABOBBIE aKThl B TEKCTE AOKYMEHTa JIOIYCKAETCS HCIIOJIb30BAaHUE
cnoBecHO-1IM(ppoBoro crocoba odopmienus nat. [Ipu Mcmonp30BaHUU CIOBECHO-IIU(POBOTO
cnocoba JeHb Mecana odopmisiercss apadckod muppoi (or 1 m09) wim mapoit mmdp
(ot 10 mo 31), HazBaHMe Mecsla — MPOIMUCHI0, TOA — YETHIPbMs apaOCKUMU HU(paMu, Mocie
KOTOPBIX CTABUTCS OYKBA «T» C TOUKOM.

71. TekcTbl TOKyMEHTOB O(QOPMIISIOTCS] B BUJIE CBSI3HOTO TEKCTa, AHKETHI, TAOIUIBI WIIH
B BUAE coenuHEeHHsA STHX (opMm. OmnpenensromuM B BBIOOpE (OPMBI TPEACTABICHUS TEKCTa
SIBJIIETCS XapakTep HHPOpMAIINH, COIepPIKAIIEIHCS B TEKCTE JOKYMEHTA.

72.B  pacnopsIUTENbHBIX JIOKYMEHTax OpraHU3alHi, W3JaBa€MbIX €IMHOJIUYHO
PYKOBOAMUTENEM OpPraHU3alMU, TEKCT U3JIaraeTcsi OT MEPBOro JUIA €AUHCTBEHHOTIO YUCIIA.

B pacnopsauTenbHBIX JOKyMEHTaX KOJUIETHAIBHBIX OpPraHOB TEKCT H3JIaraeTcs
OT TPETHETO JULA EAMHCTBEHHOTO YUCIA.

I'JIABA 7
TPEBOBAHMUSA K O®OPMJIEHUIO JOKYMEHTOB, U3I'OTOBJISAEMbIX
C IIOMOIIbIO TEXHUYECKHUX CPEJCTB

73. Ilpu Habope TekcTa JOKyMEHTa NpUMeHseTcs WpU@T B OOBIYHOM HauepTaHUH, pa3Mep
upudra He meHee 13 mT.

B rocynapcTBeHHBIX OpraHax W MHBIX OpraHM3alMsAX, MNOAYMHEHHBIX [IpaBuTENbCTBY
Pecny6inku benapyce, npumensiercs: mpudT B OOBIYHOM Ha4epTaHUH, pazmep mpudTa 15 mr.

TexkcT nokyMeHTa medaraeTcs Ha OJaHKax cTaHgapTHoro ¢opmata A4 uepes3 OAMHAPHBIHN
MHTEpBaJ, Ha OaHkax (opmaTta AS — yepe3 MEKCTPOUHBIH HHTEPBAJI TOYHO 14 mT.

BrIpaBHMBaHuE TEKCTa JOKYMEHTA IPOU3BOAUTCS 110 IIUPHUHE JIUCTA.

74. Ilpu moArotoBke TaOMUI] BbIpABHHUBAHHE TEKCTa MPOU3BOAUTCS IO HEOOXOIMMOCTH,
c mepeHocoM cioB. Jlomyckaercss yMeHbIIaTh pa3Mep JeBoro moist 10 20 MM (Korza TeKcT
HE BMEIIAETCs), pa3Mep MpUQTa TEKCTa JOKYMEHTa U MEKCTPOUHBIA HHTepBal — A0 11 1.

B rocynmapcTBeHHBIX OpraHax M MHBIX OpraHM3alMAX, MOAYMHEHHBIX [IpaBuTenbCTBY
Pecniybnuku benapych, mpu moAroToBke TaOIUI] AOMYCKAeTCsl YMEHbLIATh pa3Mmep Lipudra
Tekcra Tadmaui 1o 13 nr.

75.1lpu odopMieHUN JOKYMEHTa PEKBU3HTHI, COCTOSIINE W3 HECKOJIBKUX CTPOK,
neyaTaroT ¢ MHTepBajoM To4yHO 14 nr. CocTaBHbIE YacTH PEKBU3UTOB «Anpecat», «l'pud
yTBepKaeHUA», «['pud cormacoanusy», «I'pud npuioxeHUs» OTAENSAIOTCA Ipyr OT Ipyra
OJIMHAPHBIM MHTEPBAJIOM WM JOMOIHUTEIbHBIM MEXCTPOUYHBIM HHTEPBAJIOM 6 IT.

76. PeKBU3UTBI JTOKyMEHTAa OTHAEISIOT JAPYr OT Apyra MOJYyTOPHBIM MEXCTPOUYHBIM
uHTepBaIOM. Jlomyckaercss peKBU3UTHI JOKYMEHTa OTIENATh APYr OT Apyra MpoOenbHOi
CTPOKOH, paBHOU pa3Mepy MIPpU(PTa PeKBU3UTOB.

MakcumManpHas IJMHa CTPOKH MHOTOCTPOYHBIX PEKBU3UTOB — 73 MM.

77. Ilpu opopmiIeHNHN TOKYMEHTOB OT TPAHUIIbI JICBOTO TOJIS TIEYaTAIOTCS:

pexBu3uT «Ha3zBaHue BU1a JOKyMEHTa»;

PEKBU3UT «3arojIoBOK K TEKCTY»;

TEKCT JOKYMEHTA (MCKJIt0Uasi CTPOKH, HAUMHAIOLIUECS ¢ a03aIHOT0 OTCTYIIA);

cinoBo «IIpunoxxenne» B pekBu3uTe « OTMETKA O HATMUUU TPUITIOKEHUSY,;

pekBU3UT «OTMETKA 00 UCTIOJIHUTENIEY;

pekBu3UT «OTMETKa 00 UCTIOIHEHUH JOKYMEHTA M HAlIPaBJICHUHU €T0 B JIETION;

pexkBU3UT «OTMETKA O 3aBEPEHUN KOIIUNY;

pexBusuT «I'pud cormacoBaHus» W HAMMEHOBAHUE JOJDKHOCTH CIYXAlllero B PEKBU3UTE
«IToamucey;
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cmoBa «CJIVIIAJIN», «BBICTYIIW/IW», «PEIIWIN», <«IIOCTAHOBWJI»,
«I[TPUKA3BIBAIOy, «ITPEJJJIAT AIO», «OBA3BIBAIO».

C orctymom 12,5 MM OT rpaHHIbI JIEBOIO TOJS IEYaTaeTcs Hayano ab3aleB B TEKCTE
JOKYMEHTOB.

C orctynom 80 MM OT I'paHUIIbI JIEBOTO OIS [I€YATAETCSA PEKBUZUT «Anipecary.

C orcrynmom 100 MM OT rpaHuIlBl JIEBOTO TIOJS TIE€YaTalOTCs PEKBU3UTHI «I pud
orpaHudeHus nocrynay, «I'pud yrsepxxaeHus», «'pud npumoxeHus».

C orcrynmom 120 MM OT rpaHHUIIBI JICBOTO TIOJISI TI€YaTaeTcs pacmudpoBKa MOAMHUCH
B pexkBu3ute «lloamucey.

C orcrynom 140 MM oT rpaHuisl JieBoro noss nedaratorcs konael mo OKVY/[, OKOI'Y
n OKIOJIIIL.

[Ipn odopmiieHnn nOKyMEHTa HaJHMCTax cTaHgapTHoro ¢opmara A4 B anbOOMHOMN
opuenTanuu (297 x 210) pexBusuthl «I'pud orpanuueHus aocrymna», «['pud yTBepkaeHU»,
«I'pud mnpunoxeHusr», pacmuppoBka moanucH B pekBusute «lloamuce» TmewataroTcs
c orctynoM 160 MM OT rpaHMIIbI JIEBOTO MOJIA.

78. Ilpu HanMuMM HECKOJBKUX TI'pU(OB YTBEP)KIEHUS U COTJIAaCOBAHUS MX PACIOAraroT
NBYMs BEpTUKaJIbHBIMH psaaMu. [Ipum sTtom BTopod psn meuataercs c orctynoM 100 mm
OT TPAHMIIBI JIEBOTO TOJIS, a TP OPOPMIICHHH JOKYMEHTa Ha JIUCTAaX CTaHAapTHOTO Gopmara A4
B aJIbOOMHOM opHeHTalu — 160 MM OT IpaHMILIbI JIEBOTO TOJISL.

[Ipn nmoanucanum JOKyMEHTa HECKOJBKMMH JIMLAMH, HE NOJYMHEHHBIMH IO IOJKHOCTH,
HaUMEHOBaHMS JOJDKHOCTEM ciyxammx B pekBusute «lloamucey pacnojararoT —JIBYMs
BEpTUKaIbHBIMU psfamu. [Ipu 3ToM BTOpO# psn meuataercsa ¢ orcTynom 100 MM OT rpaHUIIbI
JeBOro 1ojis, amnpu OQOpMIEHHM JOKyMEHTa Hajucrtax ¢opmara A4 B anb00OMHOM
opueHTanuu — 160 MM OT IpaHuUIIbl JIEBOTO MOJISL.

B rocymapcTBeHHBIX OpraHax U MHBIX OpraHM3aLUAX, MOAYMHEHHBIX IIpaBUTENnbCTBY
Pecniybnuku benapych, Heckoiabko pekBU3UTOB «Iloanucky», pacmonaraeMblX OJIMH MO JPYTHM,
JIOMYCKAETCSl Pa3/eNsATh JBOMHBIM MEXCTPOUYHBIM HHTEPBAJIOM MM NPOOEIBbHOM CTPOKOIA,
paBHOI pazMepy HpudTa peKBU3UTOB.

79. Ecnu  3arofioBOK K TEKCTy IPEBBIMIAET IATh CTPOK, €ro JOMyCKaeTcs NpojaseBaTh
70 120 MM OT TpaHHMIIBI JIEBOTO TOJIS, a IpU OGOPMIICHUH JOKyMEHTa Ha JincTax (opmara A4
B aJIbOOMHOMN opHeHTalu — 160 MM OT IpaHMILIbI JIEBOTO MOJISL.

80. B Ttekcrax mokymeHToB cioBa «lIpumeuanue», «OcHOBaHHE», a TaKKe CJIOBO
«IIpunoxxenue» B pekBu3uTe «OTMETKAa O HANWYMM MPUIOKEHUS» IE€YaTAIOTCS OT IPAHUIIBI
JIEBOTO TMOJSI Y OCTAaBIJISIFOTCSI OTKPBITBIMHU, a OTHOCAILIAsCS K HUM HH(pOpMalus IedyaTraercs
CTOJIOILIOM Yepe3 MEKCTPOUYHBIN MHTEPBAJ TOUHO 14 NT.

PexBm3ur «OT™MeTka 00 uctonmHuTENE» ohopmisieTcs: mpudTomM B 0OBIYHOM HAaYEpPTAHUHU,
pa3mep mpudra 9 0T, MEKCTPOUHBIM HHTEPBAI — TOYHO 9 NT.

81. B KkoHIE pEKBU3UTOB TOYKM HE CTaBATCA. B cepeanHe CTPOK PEKBU3UTOB 3HAKU
MIPENMHAHNS COXPAHSIIOTCS.

82. B nmokyMmeHTax He JOIMyCKalTCS TEKCTOBBIE BBIJIEICHHUS B BHUJE NOJYEPKUBAHUS
U MIeyaTaHusl Bpa3psaAKy. B crnpaBoyHO-MH(OPMAIIMOHHBIX JOKYMEHTaxX JOIyCKaeTcs IenaTh
BbIICNICHUS] HauOoyiee Ba)XKHBIX CMBICIOBBIX YacTed TEKCTa KypCHBOM WM MOJIYKUPHBIM
HauyepTaHUEM.

TeKkcThl JOKYMEHTOB M1 MHOTOCTPOYHBIX PEKBU3UTOB 0POPMIISIFOTCS 0€3 IepeHoca CloB.

[TponucHpiMM OykBaMM meuyaTaroTcs: pekBU3UT «Ha3BaHue BHJAa JOKYMEHTa», CIIOBa
«YTBEPXKJAK», «YTBEPXIEHO», «COI'JTACOBAHO» -~ BTpudax cormacoBaHus
U YTBEPKICHHUS, «ITPUKA3BIBAIO» — B [IpUKa3ax, «IIOCTAHOBJIAET» —
B nocranoBieHusix, «PEIIWJI» — B pemenusx, «OBA3BIBAIO», «IIPEJJIATAIO» —
B pacnopsbkeHusx, «CIIYIHAJIN», «BBICTYIIMINY, «IIOCTAHOBW/INY, «PEHINJIN» —
B [IPOTOKOJIaX, (paMuiauu pabOTHUKOB B TEKCTaX IPHKA30B IO JUYHOMY COCTaBY, Ha3BaHUs
pa3zesioB U IJ1aB B OPraHU3alMOHHBIX TJOKYMEHTAX.

83. IIpu odopmicHHH JTOKYMEHTOB Ha JIByX U Oojiee JINCTaX BTOPOW U TOCIETYIOIIHIA
JMCTBl JOJDKHBI OBITH NMpPOHyMepoBaHbl. Homepa JHMCTOB NPOCTaBIISAIOT B LIEHTPE BEPXHETO
KOJIOHTHUTYJIa apaOCKuMH Idpamu ¢ pacctosHueM 10-15 MM OT BepXHEro Kpas JHCTa
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JOKyMEHTa, pU(T B OOBIYHOM HadepTaHuU, pazmep mpudta — He MeHee 13 nT. [lepsbril auct
HE HyMepyeTcH.

B rocynapcTBeHHBIX OpraHax | MHBIX OpraHM3alMsAX, MOAYMHEHHBIX [IpaBUTENBCTBY
Pecniy6nmuku benapycs, pasmep mpudTa HOMEpOB JTUCTOB — 14 mT.

HoBblit TUCT [OKyMEHTa He JOITyCKaeTCsl HAUMHATh OCIeIHEeH HEeMOIHOM CTPOKOit ab3aria.

84. JlokymeHnTbl BpemeHHOro (10 10 meT) XpaHeHHs, 3a UCKIIOYECHUEM JIOKYMEHTOB
cormerkoil  «OIIK», mox KOTOpol NOHMMAaeTcs H3KCHEPTHO-IIPOBEPOYHAs  KOMMCCHS,
JIOMyCKAeTCsl TeYyaTaTh Ha JBYX CTOPOHAx JIUCTa C HACTPOMKOM 3€pKAIBHBIX  MOJICH
B COOTBETCTBUHU C Pa3MEpaMM, YCTAHOBJICHHBIMM 4YacTblO II€pBOM ITyHKTa 18 Hacrosmen
HNuctpykumn.

I')/TABA 8
OPOPMJIEHHUE OTAEJIBHBIX BU/I0OB TOKYMEHTOB

85. B opranuzanusx MOryT uzaaBaTbes (NMPUHMMATHCS) PACHOPSAUTENbHBIE JOKYMEHTHI,
npeaycMoTpeHHbie myHkToM 10 Hactosmein MucTpykiuu.

86. [Ipukassl U3nar0TCA AJI Pa3pelieHs 3a1ad, CTOAIUX IEepe]] OpraHu3alueii, a TaKxke
B CJlydasix, KOrJa HEOOXOAWMO JIOBECTH TpeOOBAaHWS HOPMATHBHBIX IIPABOBBIX aKTOB,
JOKYMEHTOB BBIIIECTOSALIMX OpraHu3aluid /10 CBEJICHUs DPAOOTHUKOB OpPraHM3aLuU U (MIIH)
MOJMYMHEHHBIX  (BXOASILMX B COCTaB, CHUCTEMY) OpraHu3aluil, HAMETUTh KOHKpETHBIE
MEPOIPHUATHS 10 UX BBIIOJHEHUIO, ONPEAEINTh OTBETCTBEHHBIX JIMII, CPOKH BBIIIOJIHEHUS ITHX
MEpONIPUITHH.

87. PacriopskeHust H31al0TCA U PELUEHUS ONEPAaTUBHBIX BOIIPOCOB JESATEIBHOCTH.
He nonmyckaercsi u3naHue pacrnopsDKEHHH B cllydasx, KOrja HEOOXOAMMO JOKYMEHTalIbHO
0(pOpMHUTH YTIpaBIIEHUYECKOE PpEIIEHUE 10 OCHOBHBIM NPUHIMIIMAIBHBIM 3a/layaM, CTOSIIUM
nepen opraHuzanueil. B oaTux ciydasx JOMDKHBI M3/1aBaThCAd  NPUKa3bl, IPUHUMATHCS
IIOCTAHOBJICHMSI, PEILICHUSI.

88. [Ipukaspl M pacnopspKeHHs, W3JaBacMble B OpraHMU3alMsIX, MOAPA3JIEISAIOTCS Ha TPU
BUJIA: TI0O OCHOBHOM I€ATEIBHOCTH, T10 JUYHOMY COCTaBY, 110 aIMUHUCTPATUBHO-XO35ICTBEHHBIM
BOIIPOCAM; IIOCTAHOBJICHUS W PEUICHUS — Ha JBA: I10 OCHOBHOM JEATEIBbHOCTH U IO JINYHOMY
COCTaBy.

He nomyckaercs oObeIuHEHHE B OJHOM pPacHOPSAUTEIBLHOM JIOKYMEHTE BOIIPOCOB
OCHOBHOM J€ATEIBHOCTH U 110 JTUYHOMY COCTABY.

89. Teker pPacropsIAUTEIBHOTO JIOKyMEHTA COCTOUT 13 KOHCTATUPYIOLIEH
U PacCIoOpsAAUTEIILHON YacTe.

B koHCcTaTHpyIOmIEH 9acTH W3TAaraloTcs IeNd, 33aJaud, TPUIHHBI, (aKThl, TOCTYKHBIIUE
OCHOBAHMEM JJIsl U31aHUsl (IPUHATHS) PACIOPSAUTEIBHOTO JOKYMEHTA.

[Ipn  w3panum  (OPUHATUM)  PACMOPSAUTENBHOIO  JOKYMEHTa  Ha OCHOBAaHUU
(BO HCHOJHEHHWE) HOPMATUBHOIO TIPABOBOIO aKTa WM pacloOpSIUTEIbHOIO JOKyMEHTa
BBILIECTOSIIIEN OpraHU3allid KOHCTAaTUPYIOIIAsl 4YacTh JOJDKHA COAEPKATh CCBUIKY Ha 3TOT
JOKYMEHT C YKa3aHHEM €ro BUJIa, 1aThl, PETUCTPALIMOHHOIO MHAECKCA U Ha3BaHMS.

Koncrarupyromas 4acte B pacHOpPSAUTEIBHOM JTOKYMEHTE MOXKET OTCYTCTBOBATh, €CIHU
pacnopsuTeabHas 4acTh HE HYKIAeTCsl B 0O0CHOBAaHUM.

B mnpukazax u pacnopsyKeHUsX IO JUYHOMY COCTaBy OCHOBAaHHME H3JAaHUS JOKYMEHTA
YKa3bIBAa€TCsl B KOHLE Ka)KJIOro IyHKTa. Ecim ocHOBaHME NS M3JaHMsI HECKOJIBKMX ITyHKTOB
JIOKyMEHTA SIBIISIETCS €IMHBIM, OHO YKa3bIBA€TCs B KOHIIE TEKCTA.

PacnopsanurensHas  4vacte npukasza HauuHaerca — cinoBoM  «[IPMKA3BIBAIO»,
pacnopsKeHus — «OBA3BIBAIO» WU «ITPEJIAT AIO», MMOCTAHOBJICHUS —
«TOCTAHOBJIAET», <«IIOCTAHOBW/IN», pemenus — «PELIWIDy, «PEILNIIAY,
«PEIINJIN».

Cnoso «IIPEIVTIATAXO» wucnomb3yercs B cilydae, €CIU HCIIOJHUTENS HENb3sl 00s3aTh
BBIIIOJIHATh JICUCTBUSA, HE BXOJSIIME B €ro O0OS3aHHOCTU B COOTBETCTBUHU C 3aHUMaeMOMU
JOJDKHOCTBIO CITy KallEero.
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[Ipu odopmieHun pacmopsHKEHUN  PaCOPSIUTEIEHOE CIIOBO MOXET OTCYTCTBOBATb.
BaToM ciyyae B KOHIE KOHCTaTHUPYIOIIEH 4YacTH CTABUTCS JIBOETOYME, a UCIIOJHUTEID
(IOMKHOCTHOE JIMIIO WM CTPYKTYPHOE MOAPA3CICHHE) YKA3bIBACTCS B AATEILHOM IMaJIeXKe.

B npuka3zax u pacnopsKeHUsIX M0 JUYHOMY COCTaBYy paclopsAUTENbHAS YaCTh HAUNHAETCSA
CJIOBOM, TOYHO oOo3HaudaromuM npeanuceiBaemoe naericteue («[IPUHAThy, «ITEPEBECTW»,
«YBOJIUTDb» U IpyTHe CJIOBa, o0o03HaygaroIe MPEINUCHIBAEMOE JIEHCTBHE).
PacnopsiqutensHoe cioBo «IIPUKA3BIBAIO» MoxeT HCHOJIb30BaThCS B TEKCTaX CIHOKHBIX
10 CTPYKTYpPE NPUKA30B I10 JIMYHOMY COCTaBY.

[IyHKTBI pacriopsiANTEIbHON YaCTU CIOKHBIX MO COACPKAHUIO MTPUKA30B U PACIIOPSIKEHUM
10 IMYHOMY COCTaBy paclojaraiorcs B JIOTMYECKOW IOCIIEOBATEIbHOCTU: MPUEM Ha padoTy
(Ha3HaUYeHHWE Ha JIOJDKHOCTh  CIY)KAaIllero), TMepeBOJl Ha IPYTyl TMOCTOSHHYIO paloTy
(mepemertieHue), yBobHEHNE (OCBOOOXKAEHNE OT 3aHUMAEMOM JTOJPKHOCTHU CITy KAaIllero).

Ecnu B pacniopsiiMTEIbHOM JTOKYMEHTE WM OTAEJIBHBIX €0 IyHKTaX yCTAHOBIIEHBI CPOKH
WCIIOJIHEHUS, paclopAgUTeNIbHAs 4YacThb PAacCHOPAIUTENBHOIO JOKYMEHTa 3aKaHUMBaeTCs
YKa3aHUEM JOJDKHOCTHOIO JIMIA, CTPYKTYPHOTO MOJpa3JeJCHUs WIM OpPraHa, OTBETCTBEHHOIO
3a KOHTPOJIb UCTIOJHEHUS BCETO JOKYMEHTA WM €r0 OTAEIbHBIX MYHKTOB. OTCYTCTBUE YKa3aHUs
00 OTBETCTBEHHOM 3a KOHTPOJb O3HAYaeT, YTO KOHTPOIb 3a HUCIOJIHEHHEM JOKyMeHTa Oyner
OCYUIECTBIIATh PYKOBOAMTENb, MOANMUCABIINN paclopsIUTeNbHbIN TokyMeHT. He nomyckaercs
ucrnons3oBanue (opmynupoBku «KOHTponb 3a UCTOTHEHHEM TMpHUKa3a (PacHOPSKEHHUS)
OCTaBJISIO 32 COOOMY.

Ecnu pacnopsauTenpHbId TOKYMEHT OTMEHSET paHee W3AaHHBIA (MPUHATHIN) JOKYMEHT
WU €r0 OTIEJbHBbIE IIOJOKEHHUs, B IOCIEAHEM IIYHKTE JaeTcs CChbUIKA Ha OTMEHSEMBIN
JTOKYMEHT (ITyHKTBI JOKYMEHTAa) C yKa3aHHEM €ro BHJa, NaThl, PETUCTPAIMOHHOTO HWHIEKCA
Y 3aroJIOBKA (Ha3BaHUS).

[Ipy HEOOXOAMMOCTH O3HAKOMIICHUS C COAEPKAHHEM PaCMOPATUTEIILHOTO JOKYMEHTa
BCceX paOOTHMKOB OpraHW3aluu B Hero BKIoyaeTcss NYyHKT «llpuka3 (pacmopspkenue,
MIOCTAHOBJICHHE,  pEIIeHHE) JIOBECTH  JO CBeAeHHMs  BceX  paboTHHKOB».  OTMeTka
00 03HAKOMJIEHUU  C pacHOPSAUTEIbHBIM  JOKYMEHTOM O(QOpMISeTCS HHXKE PpPEKBU3UTA
«IToanuce» Ha MUIEBONW CTOPOHE TOCJIEIHEr0 JUCTa JOKyMEHTa, JTUOO Ha ero 00OpOTHOMU
CTOpOHe, JH0OO0 Ha OTAETHPHOM JIHUCT€ O3HAKOMJICHHSI, IMPHJIAraeMOM K PacHOpSAUTEILHOMY
JIOKYMEHTY.

90. ITpoexThl pacrnopsAUTEIbHBIX JIOKYMEHTOB noJyiexxaT COIIACOBAHUIO
C 3aMHTEPECOBAHHBIMU  JOJDKHOCTHBIMM  JiMamMu. (COIVIACOBAHHBIA IMPOEKT  JTOKYMEHTa
MIPEICTABISAETCS HA MOANKCH YIIOJTHOMOUYEHHOMY JOKHOCTHOMY JIUILY.

91. laToii OCTaHOBIICHHUSI, PEILICHUS SIBJISIETCA JaTa 3acelaHusl KOJUIETHAJIbHOTO OpraHa,
NpUHABILETO pemieHue. Jlata B MOCTaHOBIEHUSAX, PELICHUAX MEYATaeTCs WIM MPOCTaBISAETCA
OT PYKH.

92. PacniopsaAuTeNbHBIA TOKYMEHT BCTYIAE€T B CHUIy C MOMEHTA €T0 M3JaHus (IPUHITHS),
€CJIM B HEM HE YKa3aH UHOU CPOK.

93. Xon oOcyxIeHHs BONPOCOB U MPUHATHA pEIIeHUH Ha 3aceiaHusx (ukcupyercs
B NpoToKoJiax. [IpOTOKOIBI 1O MOJHOTE OCBEIICHHS XOJa 3aCENaHus JESATCS Ha MPOTOKOJIBI
MOJIHOM OpMBI, KpaTKOi (POPMBI U COKpPAIIEHHOH (OPMBI.

94. TIpoTOKON ~ COCTaBIIIETCSI  CEKpeTapeM  3acelaHus  (CeKpeTapeM  IMOCTOSTHHO
JEHCTBYIOIIETO KOJUIETHAIILHOTO OpraHa) Ha OCHOBAaHUMHU PYKOIIMCHBIX, CTEHOrpadUyecKux,
ayuo- WM JpYruxX 3amuced XoJa 3acelaHus, a TakKe JOKYMEHTOB, IOJArOTOBIIEHHBIX
K 3aCe/laHuIo.

95. 3aroioBKOM K TEKCTy MPOTOKOJIA SIBJISIOTCS HAa3BAaHUE KOHKPETHOTO BHJA 3aCEIaHUs,
HaMMEHOBaHHE KOJIJIETHAIBHOTO OpraHa (€CiM OpraH He UMEEeT CBOEro OJlaHKa) U BOIpoc (Tema)
3acelaHusl, €CJIM OH OJIMH.

96. [latoii mpoTokona ABISETCS JAara NpoBeAeHUs 3acemaHus. Jlata B mpoTokolie
MeYaTaeTCsl WIK MPOCTABIISIETCS] OT PyKH MpejceaaTesieM KOJUIETUAIbHOTO OpraHa (3acelaHus)
WJIY JIMLIOM, TOATOTOBUBILINM IIPOTOKOJ, €CJIM HHOE HE YCTAHOBJIEHO 3aKOHOAATEIbCTBOM.

97. TexkcT NpoTOKOJIA AECIUTCS HA BBOJHYIO M OCHOBHYIO YacTH.

Bo BBOmHOW wYacTH yKa3bIBalOTCS HMHHUIMANB W (paMUIUM Tpeaceaaress, CeKperaps
Y MIPUCYTCTBOBABLINX WICHOB KOJUJIETMAJILHOTO OpPraHa, HAMMEHOBAHUS TOJDKHOCTEH CITy KaluX,
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(baMUITUN ¥ MHUIHMAJIBI TPUTIIAIIEHHBIX JIUI, HE SBIIOMUXCS WICHAMH KOJJIETHAIBHOTO OpraHa.
daMuIMK NPUCYTCTBOBABIIUX U NMPUIIALIEHHBIX YKa3bIBAIOTCS B aJ(aBUTHOM MOPSIKE.

Ecin konuuecTBO NPUCYTCTBOBABIIMX HA 3aCE€JaHMM WICHOB KOJUIETMAJIbHOTO OpraHa
Oonee 15 dYenoBek, TO CIUCOK IMPHUCYTCTBOBABIIMX COCTAaBIIETCS OTAEIBHO MU IpUiIaraercs
K IpoToKoiy. B mporokone ykaspiBaercs cinoBo «llpucyrcrBoBanmm», ofIiiee KOJIUYECTBO
IIPUCYTCTBOBABILNX, B CKOOKaxX — «CIUCOK MpUJIaraercs» WIM «PETUCTPALMOHHBIA JIUCT
MIPUJIAraeTcs».

Ecnm xommuecTBO mpuriamieHHbIX Ha 3acegaHue Oosnee 10 dYenoBek, TO CIHMCOK
NPUIJIAIIEHHBIX ~ TaKXXe COCTaBIseTCSd  OTHENbHO. B mpoTokosie  yKas3bIBaeTcs  CIOBO
«IIpurnamennsie», oOlIee KOJUYECTBO IMPUITIAILIEHHBIX, B CKOOKAaX — «CIHCOK IPUIIAracTcsh
WIA «PETUCTPALMOHHBIA JIMCT mpuiaraercs». Ecnum npuriameHHoe JUIO NpeAcTaBiser
CTOPOHHIOIO ~OpraHU3allMil0, TO B HAUMEHOBAaHUE [JOJDKHOCTH CIY’Kallero BKJIIOYAETCs
HaMMEHOBaHME HTOH OpraHu3aluu.

B mnporokonax MONOJHUTENBHO MOXET YKa3blBaTbCA KOJIMYECTBO IPUCYTCTBYIOLIUX,
He00X0AUMOe 111 MPAaBOMOYHOCTHU MPUHATHS PELICHMUS.

B mpotokonax momHOH (GOpMBI MOCie yKa3aHUS MPHCYTCTBOBABIIMX W MPUTIIAIICHHBIX
clieflyeT TOBecCTKa JHsA. B moBecTke JHA NEPEeUMCISIOTCS  BONPOCHI,  MOAJIEKAIINE
PacCMOTPEHHIO, YKa3bIBAIOTCA (DOPMBI HMX H3IIOKEHUS (JOKIaa, cooOmienue, MHPOpManus,
OTYEeT), HAUMEHOBAHUs JOJDKHOCTEH CITy’KaIllUX JOKJIAAYUKOB, UX HHUIMAJIB! M (haMuuu.

[Ipn BbIHECceHMM Ha 3aceaHUE ABYX M Oojiee BOIPOCOB OHM HYMEPYIOTCS apaOCKUMU
uudppamu. IlocnenoBareabHOCTh BOMPOCOB B IOBECTKE JHSA OINPENENAETCS CTENEeHbI0 UX
BaYKHOCTH.

OcHOBHast 4YacThb NPOTOKOJA NOJMHOM ¢opmbl cTpoutcs 1o cxeme «CIIYIIAJIN —
BBICTYIIWJIN — PEIIWJIN (ITOCTAHOBWJIN)» oTaensHO MO KaXXIAOMY paccMaTpUBAEMOMY
BOIIPOCY.

B paznene «CIIVIIAJIN» yka3biBatoTCs (paMUIUS U MHULMAIIBI JOKJIaIUYMKa U U3JIaraeTcst
KpaTKO€ COZIep)KaHUE BHICTYIUIEHHs. TeKCT BBICTYIUICHHUS (JOKIaAa, cOOOMEeH s, NHPOPMAaLIUN)
MOJKET MpHUJIaraThbcsl K MPOTOKOIY, O YEM JEJIAeTCsl COOTBETCTBYIOIAs oTMeTKa: «TekcT nokinana
(coobmenus1, UHGOPMAIIMK) TPUITATACTCS.

B paznene «BBICTYIIMJIN» Teker odopmitsiercss ananorudno paszaeny «CJIYIIAJI».
B 3TOT paznen 3anuchIBalOTCS BONPOCHI K TOKJIAUUKY U OTBETHI HA HUX.

B paznene «PEIIWIIN (ITOCTAHOBWJIN)» 3anuchIBaloTCs NPUHATHIE I10 BONPOCY
peleHHs.

B mporokone kpaTtkoit (opmbel moBecTka mHS He opopmisierca. OCHOBHas YacTh
IpoToKoNa  KpaTko  Qopmbl  crpoutcs  mocxeme — «CJIIYIHAJIM-  PEIIWIIN
(IIOCTAHOBUMJIN)» 06e3 Ttekcra BeicTymuieHuid. B pasgene «CJIIYIIAJIM» 3anuceiBaroTcs
BOIpoCH! oBecTku AHs, B pazaene « PEHINIIN (IIOCTAHOBUJIN)» — npuHATHIE pelieHusl.

B ciyyae BO3HMKHOBEHUSI MPUHIMIHAIBHBIX Pa3HOIJIACUHN B MPOTOKOJIaX KPaTKOH (GopMbl
JIOIycKaeTcsl PUKCUPOBATH OTAEIbHBIC BHICTYIUICHUS YHYACTHUKOB 3aceJaHuUs.

B mportokone cokpamieHHOW (OpPMBI TOCNIE KaXIOTO BONpOCa IMOBECTKH  JIHS
3aIMUCBIBAIOTCS TIPUHATHIE 110 HEMY PEILCHMUS.

Pemenne koiiernanbHOTO OpraHa B MPOTOKOJIAX JIFOOBIX ()OPM MPHUBOAMUTCS MOITHOCTHIO.
[IpunsAThIEe pelieHnus HyMepyloTcsl apaObckuMu Iudpamu, eciin uX Heckoiabko. Homep pemeHus
BKJIIOUAET HOMEP BOIPOCA MOBECTKU JHS U U€pe3 TOUKY — HOMEP MPHUHSITOIO 10 HEMY PELICHHUS.
Hywmepanus He Tpou3BOANUTCS, €CIIM MO BONPOCY NMPHUHATO TOJIBKO OAHO pEIlICHHE.

98. IlpoToKO coOBelIaHMs MOANUCHIBAETCS IpeacenaTesieM (MpeacenaTeNbCTBYONUM
Ha 3aCeJlaHiM) U CEKPETapEM.

99. IlopsaoKk MOATOTOBKM U OPOPMIIEHHS IPOTOKOJIOB  KOJIJIETHATIbHBIX  OPraHoB
OTIpeIeNIAETCs MOJIOKEHUSIMH 00 ATUX OpraHax WM perjaMeHTaMH uX paOoThl.

100. B opraHm3anusix MOTYT COCTaBJISITBCS CIPaBOYHO-MH()OPMAIIMOHHBIE JOKYMEHTHI,
B TOM UHCJIE aKThl, IOKJIAJHbIE 3alUCKHU, CIIPABKH.

AKT cocTtaBisieTcsi KoMuccruen (yHnoJIHOMOYEHHBIMH JIMIIAMHU WIH JOJKHOCTHBIM JIUIIOM)
JUIsl IOATBEPKJICHHUsI YCTAaHOBJICHHBIX (DAKTOB, B TOM YHCIIE aKThl MPOBEPOK, MHBEHTapU3alUH,
HECYACTHBIX CIIy4aeB, IpUeMa-repeiadyid MaTepUalbHbIX LIEHHOCTEH.
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3aroioBKOM K TEKCTY aKTa SIBISIETCS COJEP)KAaHUE aKTUPYEMOTO COOBITH. 3aroJIOBOK aKTa
JIOJKEH COTJIACOBBIBATHCSl C Ha3BaHWEM BHJA JOKyMEHTa M (OPMYJIUPOBATHCS C IOMOIIBIO
OTIJIArOJIBHOTO CYIIECTBUTEIBHOIO B MPEI0KHOM WM POJAUTEIILHOM MaJexKe.

101. laTa akTa 1OJ’KHA COOTBETCTBOBATH JaT€ aKTUPOBAHUS.

102. TekcT akTa COCTOUT W3 BBOAHOW U KOHCTATUPYIOLIEH YacTeH.

Bo BBOAHOW 4YacTH yKa3bIBa€TCSi OCHOBAaHHE I COCTABJICHUS aKTa M IEPEUUCISIOTCA
JIUIIA, COCTABUBIIINE aKT U MPUCYTCTBOBABIIIHE MPU STOM.

[Ipu mnepeunciieHnH JUL, BXOASIIMX B COCTaB KOMHMCCHUHM, BHayaje YKa3bIBaIOTCS
HAaUMEHOBAHHME JIOJDKHOCTH CITY’)Kalllero, WHUIMAIB U paMIids TpejcenaTens KOMUCCHH,
a3aTeM HaWMEHOBAHUS [IOJDKHOCTEH CIIyKallluX, WHUIMAIbl U GaMUIHH YJIEHOB KOMHCCUU
B ajdaBuTHOM mopsake. B ciydae ywyactusi B paboTe KOMUCCHUU TpEACTaBUTENICH CTOPOHHHX
OpraHu3alMil B aKT€ TMPH HAMKUCAHUM JOHKHOCTEHM CIIy>KaIlMX YKa3bIBAaIOTCSI HAMMEHOBAHUS
OpraHu3aIyil, KOTOPHIE OHU MPEACTABIISIOT.

JIOMKHOCTH ~ CNyKaluX, WHUIHAIGI W GaMWIHA  JIUI, [PUCYTCTBOBABIIMX TIPHU
COCTaBIICHUH aKTa U HE BXOISIIUX B COCTAaB KOMHUCCHH, yKa3bIBAIOTCSA B al(aBUTHOM MOPSIKE
OTJIETIBHO.

B xoHCTaTHpyOIIEH YaCcTH aKTa U3JararoTCs LEIu U 3a1a4i aKTUPOBAHUsA, JAETCsl KPaTKOe
ONMCaHUE MpOJETaHHON paboOThl (€€ CYIIHOCTb, XapaKTep, METOMAbI, CPOKH), (PUKCHUPYIOTCS
yCTaHOBJICHHBIE (DAKTHI.

B koHcratupyromieii 4acTM aKra MOTYT U3JIaraThCs BBIBOJBI, PEKOMEHIAINH,
MIPEITIOKEHUS] COCTaBUTENICH MO YyCTaHOBJICHHBIM (hakTaM. BBIBOBI U MPENIOKEHHUS MOTYT OBITh
W3JI0KEHBbI B PacHoOpSAUTENbHON (hopMe C yKazaHHEM CPOKOB HCIIOJHEHUS MPEIIHChIBAEMbIX
TIEUCTBUI.

Ecim B akTe oTpakaercs psia (pakToOB, TEKCT aKTa JICTUTCS HA ITyHKTHI.

B koHIle TekcTa yKa3bIBaIOTCS CBEACHHS O KOJMYECTBE SK3EMIUIIPOB aKTa C YKa3aHHEM
aapecata (MecTta XpaHEHHs) KaxAoro sk3eMiuisipa. [lepBblif aK3eMIuisip akTa MOAIIMBAETCS
B JIEJIO COTJIACHO HOMEHKJIAType JeJl OpraHu3aluu.

Yucno 3K3eMIUISIPOB aKTa OINpPEAENseTcss HOPMAaTUBHBIMHU IPABOBBIMH aKTaMU M (WJIH)
MIPAKTUIECKON HEOOXOIMMOCTHIO.

103. AKT moAnuchIBaeTCs BCEMHU JUIAMHU, TPUHUMABUIUMU y4acTHE B €TI0 COCTABIICHUH.
[Ipn moamucaHuu aKkTa yKa3bIBAETCS paclpelesieHne O0S3aHHOCTEW YJICHOB KOMHUCCHHM 0e3
yKa3aHusi MX [JOJDKHOCTEH ciyxamux. llepBoil mnpocTaBisieTcss NOANUCH MpeAceaaTels
KOMUCCUH, TIOAMKUCH YJIEHOB KOMHCCHH PACIOiaraiTcs B alpaBUTHOM HOPSIKE.

Jluna, wMeromye 3aMedaHusl IO COACPKAHMIO AaKTa, IMOAMMCBHIBAIOT €ro ¢ OTMETKOMN
«3aMeuaHus TpwiIararoTcs». TEeKCT 3aMedyaHuil u3Iaraercs Ha OTIEIbHOM JIMCTE, HeOOJIbIIne
1o 00beMy 3aMeuaHusl JOMycKaeTcs: GUKCUPOBATh HA CAMOM aKTe.

104. AKTbl, TpPENNUCHIBAIOIIME BBINOJHEHUE OIPEACICHHbIX JCHCTBUN, MOIIEKAT
YTBEPKACHHIO. AKT yTBEPKAAETCS YIIOJTHOMOYEHHBIM JI0JKHOCTHBIM JIMIIOM.

105. AkThl (CpaBKH) TPOBEPOK TMOMAMMCHIBAIOTCS B COOTBETCTBUHM C TPEOOBAHUSIMHU
3aKOHOAATEILCTBA B Chepe KOHTPOIBHOH (HAI30pHOM) e TSIIBHOCTH.

106. B 3aBUCHMMOCTH OT COJAECpX aHUS U LIEJIEBOTO HA3HAUYCHMs JOKJIAJHbIE 3alUCKU
NeNATCS Ha MHUIMATHBHBIC (BHECEHUE MPEIJIOKEHUH, U3I0KEHHE TPOChObI, ()aKTOB, SBICHUIN)
Y OTYETHBIE (O XOJie, COCTOSIHUH, 3aBEpUICHHH pPa0OT, BBIOJIHEHUU TMOPYUYECHUU, IIJIAHOB,
0 pe3yJibTaTax MpOBEPKH).

107. B 3aBucuUMOCTH OT ajpecaTa [OKJIAJHbIC 3alUCKU JCJISITCS Ha BHYTPEHHUE
Y BHEIIIHUE.

BuyTtpenHue  fokNagHbBIE  3aMMCKU  AAPECYIOTCS  PYKOBOJIUTENIO  (3aMECTHUTEIIO
PYKOBOJUTEINA) OpraHu3alii (CTPYKTYPHOTO TOJpa3fesieHus) M oGOpMIISIOTCS Ha JIUCTaX
OyMmaru crangaptHoro gopmata A4 mnu AS.

BHemrnmne nokiagHbIe 3alMCKU aJIPECYIOTCS PYKOBOJIUTEIIO (3aMECTUTENIO PYKOBOAUTEIIS)
BBIIIECTOSIIICH OpraHu3aIui 1 0POPMIISIFOTCS Ha 001IeM OJlaHKe.

108. TekcT AOKIIaIHOM 3aMUCKU COCTOUT U3 BBOJHOW U OCHOBHOM yacTel.

B BBOgHOW wyacTW wM3MaraeTcst COCTOSHUE BOINpPOCa, (aKThl, MOCITYXHUBIIUE HMPUYMHON
JUISl COCTABJICHHSI IOKYMEHTA, TPOBOJIUTCA UX aHAJIM3.

B ocHOBHO# yacTu AOKIAAHON 3alMCKU U3TIATal0TCs BHIBOBI, MPEAJIOKEHHUS, IPOCHOBI.
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109. BHyTpeHHUE TOKJIaTHBIC 3alHCKU TOJMUCBIBAIOTCS MX COCTABUTENSMHU, BHEITHHE —
PYKOBOJUTENIEM OpraHU3aIl|H.

110. JlaToii qokiIagHOM 3aIIMCKH SBIISCTCS AaTa €€ IOAIHCAHMUS.

111. B 3aBUCHMOCTH OT COJIEpKaHMsI W LEJIECBOr0 HA3HAYEHHUsSI CHOPaBKU JEATCA
Ha CIIyKeOHbIC U JTHYHBIC.

CnyxebHasi cripaBKa — JIOKYMEHT, COJCp Kalluii CBEeICHHs 00 OCHOBHOM JCSATEIHHOCTH
OpTraHH3aIIHH.

Jluynas crpaBKa — JOKYMEHT, MOATBEPKIAIOIMINNA CBEACHHUS Ouorpaduyeckoro o (Mim)
CIIyeOHOTO XapakTepa U BbIIaBa€MbIil TpaKIaHUHY .

112. B 3aBucuMocCTH OT aapecaTa CIIpaBKU JENIATCS Ha BHYTPEHHUE U BHELIHHE.

BHyTpeHHHe chpaBKH agpecyloTcss PYKOBOOUTENIO (MHBIM JOJDKHOCTHBIM — JIMIIAM,
KOJUICTHAIBHBIM OpraHaM) OpraHu3aluyd ¥ oQOpPMIIIOTCS Ha JUCTaX OyMard CTaHAapTHOTO
dbopmara A4 unu AS.

BHemHne cnpaBKM - aipecyroTCs PYKOBOIUTENIO (MHBIM — JOJDKHOCTHBIM  JIHIIAM)
BBIIIECTOSIIIIEH OpraHU3allii, CTOPOHHEH OpraHM3ali WU TPakKIaHUHY | 0QOPMIISIOTCS
Ha o0mieM OjaHkKe WM JucTax Oymaru crangaptHoro ¢opmara A4 wim AS ¢ UCIOJIB30BaHUEM
YTJIOBOTO MITAMIIA.

113. 3aroyioBok crpaBku (GOPMYIIUPYETCS C MIOMOIIBIO OTTIIATOJIBHOTO CYIIECTBUTEIIEHOTO
B IIPEIIIOKHOM TaJeKe.

[lepron BpemeHHU, K KOTOPOMY OTHOCSITCSI IPUBOIMMEIE B CITyKEOHOW CIpaBKE CBEACHUS,
BKJIIOUAETCS B 3aT0JIOBOK K TEKCTY JTMOO MOMEIIAETCs epe] TEKCTOM.

114. Tekct AMYHOW CHpPaBKH HAYMHACTCS C yKa3aHUsS (aMHINH, COOCTBEHHOTO HMEHU
1 OTYECTBa (€CJIM TaKOBOE MMEETCs) JHUIla, O KOTOpOM coolmaroTcsi cBeaeHus. He momyckaercs
HCII0JIb30BaHNE PEUEBBIX 000POTOB «BbIIaHA HACTOALIASN, «JIEHCTBUTEIBHO pabOTaeT.

[Ipy HaMWYMM  UCHONB3YIOTCS  TUIOBBIE (OPMBI  CIPABOK, YCTaHABIUBAEMBIE
rOCyIapCTBEHHBIMH OpTaHaMH B YCTAHOBJIEHHOM 3aKOHOJATEIbCTBOM ITOPSIIIKE.

115. BHenrHue copaBKu MOJIMUCHIBAIOTCS PYKOBOAMTENEM OpraHMU3AIMH, BHYTPEHHHE —
ux cocraBureiasiMu. CripaBky, 3a coiepKaHUE KOTOPBIX HECET OTBETCTBEHHOCTh HECKOJIBKO JIMII,
MO/MUCHIBAIOTCS BCEMU COCTABUTEIISIMH.

116. JlaToit cipaBkH SBJISIETCS aTa €€ MOAIMUCAHUS.

117. Pa3HOBUITHOCTBIO CITYKEOHBIX CIPABOK SBISIOTCA CBOJAKH. CBOIKH O(DOPMIISIOTCS
B BHJI€ TaOIMIl, rpad)uKOB.

118. IlncbMa MOANMCHIBAIOTCS PYKOBOAMTEIEM OPTaHU3AIMH WM YIIOJTHOMOUYEHHBIM UM
JOJKHOCTHBIM JTHIIOM.

119. daroii mucema sBisieTcss nata ero mnoanucanus. /laTa B mucbMe NPOCTaBISETCS
JIMIIOM, €T0 MOIHCABIINM.

120. [IlucbMO B AJIEKTPOHHOM  BHJE,  OTIPABISIEMOE IO BJIEKTPOHHOM  MouTe,
WH(POPMAIIMOHHBIM CHCTEMaM BEIOMCTBEHHOTO (KOPIIOPATHBHOTO) HIIM MEXBEIOMCTBEHHOTO
JIEKTPOHHOT'O JOKYMEHT0000poTa, ohopmisieTcs o (opMe COTTaCHO MPHUIIOKEHHIO 2.

I'JIABA 9
OPTAHU3AIIUA JOKYMEHTOOBOPOTA. PETUCTPALIUA JOKYMEHTOB.
NHOOPMAIIMOHHO-ITIONCKOBBIE CUCTEMBI
IO IOKYMEHTAM OPTAHU3ALIUU

121. Opranuzanus JOKyMEHTOO0OpOTa JOHKHA OTBEYATH CIICIYIONINM TPEOOBAHUSM:

OIIEpaTUBHOCTD IIPOXOXKACHUS JOKYMEHTOB;

UCKJTIIOYCHHE HE 00YCIOBIECHHBIX HEOOXOAMMOCTHI0O HHCTAHIIUN MTPOXOKACHUS U IEHCTBUIN
C JOKYMEHTaMU;

COOIIOICHNE MAaKCUMaJIbHOTO €IMHOOOpa3usi TOpsAIKa TMPOXOKACHHUS | 00paboTKH
OCHOBHBIX KaTe€ropuil TOKyMEHTOB.

[IpoxoxaeHre u 00pabOTKa OCHOBHBIX KaTErOpUil TOKYMEHTOB B OPTaHU3AIMH JOJDKHBI
OCYILECTBIIATHCS B COOTBETCTBHHM CO CXEMOH MPOXOXKICHUS JOKYMEHTOB, pa3zpabaThiBaeMoin
cryxx6oit  JIOY  (;oumom, otBercTBeHHBIM 32 JIOY)  u yTBepKaaeMoil  pyKOBOJCTBOM
OpraHu3aLH.
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Opranuzanus JoKyMeHTooOopoTta c ucnoib3zoBanuemM AC JIOY nomkHa obecriedynBaTh
COBMECTHMOCTb TPAJULIMOHHON U aBTOMaTU3UPOBAHHOM 00pabOTKH JJOKYMEHTOB.

122. Peructpanusi JOKyMEHTOB OCYLIECTBIIIETCS B CIELYIOIIEM MTOPSIKE:

122.1. peructpaniuu  MOMJIEKAT BXOIAIIME, MCXOIAIINE W BHYTPEHHUE JTOKYMEHTHI,
TpeOyrole ydyeTa U MCIOJHEHHUs, 3a UCKIIOYEHHUEM CIIy4aeB, YKa3aHHBIX B MOJANYHKTe 122.2
HACTOSIIIEro0 MyHKTa. JIOKyMEHTBI PETHMCTPUPYIOTCS HE3aBUCHUMO OT crocoda MX CO3JaHus,
nepeayu Ui 10CTaBKU.

[Tpu perucrpanun KaKkJOMy JOKYMEHTY IIPUCBAMBACTCS PETUCTPALIMOHHBIA HHICKC;

122.2. HeperucTpupyemMble  JOKYMEHTHl  BKJIIOYAIOTCS B IIEPEYEHb  JOKYMEHTOB,
HE TIOJUIC)KAIINX PETUCTPAIliy, paspadarbiBaeMbiii ciryx00i JIOY (JIMIIoM, OTBETCTBECHHBIM
3a JIOY) u yTBepKaaeMblil pyKOBOJIUTENIEM OpraHU3aLNY;

122.3. peructpanys BXOMASIIUX, HUCXOASAIIMX W BHYTPEHHUX JOKYMEHTOB B OpraHU3aIMH
OCYILECTBIIICTCSl LIEHTpajIu30BaHHO B ciyx6e JIOVY (aumom, oTBercTBeHHBIM 3a JIOVY),
3a HCKJIIOUYEHUEM CITy4aeB, YKa3aHHBIX B MOANYHKTE 122.4 HACTOAIIETO MYHKTA;

122.4. nenenTpanu3zoBaHHas perucrpanus JOKYMEHTOB JIOITy CKaeTCsl pu
TEPPUTOPUAIBHOMN pa3o01eHHOCTH CTPYKTYPHBIX noJipa3iesieHui OpraHu3alyH.
JlenleHTpau30BaHHON pEruCTpalMi MOAJEKAT TAKXKE OTAEIbHBIE KAaTETOPUHM JOKYMEHTOB,
PETUCTPUPYEMBIX B CTPYKTYPHBIX MOJpa3esIeHUsIX OpPraHu3alliy COrjacHO pa3padaThiBaeMOMY
cayx6oit  JIOY  (;ouumom, otBercTBeHHBIM 32 JIOY) 1 yTBepkaaeMoMy pyKOBOAMTEIEM
OpraHu3aIi MEPEYHI0 JOKYMEHTOB, HE MOJISKAIINX peructpanuu ciyxxoon OV (miom,
oTBeTCTBeHHBIM 3a JIOY);

122.5. peructpanusi BXOJAIIMX U UCXOASIIMX JOKYMEHTOB, MEpelaBacMbIX IO KaHajam
JEKTPOCBA3U  ((pakCUMMIIbHAS CBSA3b, OHJIEKTPOHHAs MOYTa, HH(POPMALMOHHBIE CHUCTEMBI
BEJIOMCTBEHHOT'O (KOpIIOpaTUBHOIO) WIH MEXBEJIOMCTBEHHOTO 3EKTPOHHOTO
JIOKYMEHTO000pOTa), MPOU3BOAUTCS B TOM XK€ MOpPsAKE, YTO U JOKYMEHTOB, IEpeJaBacMbIX
IO TOYTE WM KYPhEPCKOM CBA3bIO;

122.6. nnst  perucrpauu  BCEX KAaTErOpUM BXOJAIIMX, MCXOAAIIMX W BHYTPEHHUX
JOKYMEHTOB  3aIlOJIHAETCS  PETUCTPALlMOHHO-KOHTPOJIbHAs  KapTouka  (Jajiee,  €ciu
He onpeneneHo uHoe, — PKK) Ha Oyma)kHOM WM 53JIEKTPOHHOM HOCHTENE, COAeprKaliast
COBOKYITHOCTb YYE€THO-PETHCTPAIIMOHHBIX CBEACHUN O IOKyMEHTE.

Jnsa  ob6s3arensHbix  pekBu3uToB PKK  ycranaBmmBaroTcs — ciexyromue  IpaBuiia
3aM0JHEHHUS:

«Ha3Banue BuAa JOKYMEHTa» — 3allOJIHAETCS B COOTBETCTBMM C Ha3BaHMEM BHJA
peructpupyemoro fokyMmeHTa. [lpu peructpanuu nucem rpada He 3aroHAeTcs;

«ABTOp (KOPPECHOHAEHT)» — MPU PErUCTPALlUK MMOCTYHUBIIETO JOKYMEHTA 3allUCBIBACTCS
HaMMEHOBaHME OpraHu3alliy — aBTopa JOKyMeHTa. [lpu perucrpanuu UCXoAsILero J0KyMeHTa
3alMCHIBAETCS HAMMEHOBAaHUE OpraHMU3AlMM-KOPpPECHOHeHTa. Jlomyckaercs MpUMEHEHHE
COKpAIIEHHOI'0 HAUMEHOBAHUSI OpraHU3aluy;

«/lata M perncTpallMOHHBIA HMHAEKC IOCTYIUICHHS» — 3allOJIHAETCS IPU pPErucTpanuu
BXOJALIET0 JOKyMEHTa. 3amuChIBAIOTCS  JaTa W MHJAEKC, IPUCBOCHHBIE  JIOKYMEHTY
OpraHM3alel-1oylyyareiaeM; IEPEeHOCATCS M3 PETMCTPALMOHHOIO  INTamma  BXOZISIIMX
JIOKYMEHTOB;

«/lata W perncTpallMOHHBIM HWHAEKC JOKYMEHTa» — 3allMCBIBAIOTCS JlaTa M UHICKC,
MIPUCBOEHHBIE JOKYMEHTY OpraHU3alMei-aBTOPOM; MEPEHOCATCS C BXOJSALIETO UM UCXOMSIIETO
JIOKYMEHTA;

«3arooBOK (KpaTKOE COJEpIKaHUE)» — IEPEHOCHTCS 3arojioBOK, C(HOpMYITUPOBAHHBIHN
B JJOKYMEHTE;

«Pe3onmonvss WM KOMY HalpaBlIeH JOKyMEHT» — IEPEHOCUTCS TEKCT PEe30JIH0LUN
PYKOBOJUTEIS;

«CpOK HCIONHEHUS» — MPOCTABISAETCS JaTa (YUCIIO, Mecsl, ToA), K KOTOPOH JOKYMEHT
JOJDKeH OBbITh UCHONHEH. [Ipu  perucTpanuu HCXOASIIEr0 WMHUIMATUBHOIO JOKYMEHTa
3aMMChIBAETCS J1aTa OKUAAEMOI0 OTBETA;

«OTMeTKa 00 UCIONHEHUH JOKYMEHTa U HalpaBJIEHUM €ro B JEJIO» — IPOCTABIAETCS
MHJIEKC el TI0 HOMEHKIIAType /I OpraHu3alii, B KOTOPOM OYyJeT XpaHUThCS JOKYMEHT MOCye
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HCIIOJIHEHUS], KPAaTKO 3alIMChIBAIOTCS PEIICHUE BOIIPOCA MO CYLIECTBY, /1aTa U UHAEKC OTBETHOIO
JIOKYMEHTA.

[Tpu neoOxoaumoctu B PKK MoryT ObITh MpeaycMOTPEHBI TOTIOJIHUTEIbHBIE PEKBU3UTHI,
BToM uucie «UcmomHurens», «Pacnucka UCHOTHUTENS B MOJYYEHUU JOKYMEHTa»,
«Xon wucnonHeHus’». llopanok pacmoioXeHHs JIONMOJHUTENbHBIX pekBu3uTOB B PKK
oTpesiesIieTCsl OpraHu3alkei;

122.7.m3 PKK ¢opmupytoTcst chpaBodHble U KOHTPOJIbHBIE KapTOTEKH U (WJIH)
aBTOMATHU3WpPOBaHHbIE 0a3pl (0aHKM) JAHHBIX, C IIOMOIIBIO KOTOPBIX OCYIIECTBIISFOTCS
crpaBo4Hasi paboTa MO JOKYMEHTaM M KOHTPOJb 3a CpOKaMu HX ucnoiHeHus. KomudecTBo
sx3eMiuisipoB PKK Ha OymakHOM HOcHTeIe, 3aroHsAeMOl Ha JOKYMEHT, ONPEACISIeTCS YUCIOM
CIPABOYHBIX U KOHTPOJIBHBIX KAPTOTEK;

122.8. 8 OpraHu3aIMIX C HE3HAYUTEITbHBIM o0beMoM JIOKyMEHTO000pOTa
(mo 600 DOKYMEHTOB B roj) BXOJSIIME, UCXOMASIINE U BHYTPEHHHE TOKYMEHTHI JOIYCKaeTCs
PErUCTPUPOBATH B )KypHAJIaX PETUCTPALMU JOKYMEHTOB.

KypHan peructpauuMyd BXOASIIUX JOKYMEHTOB COJEPKUT Tpadbl  CISAYIOLIETO
COJIEp’KaHus: JaTa U PETUCTPALMOHHBIA MHJEKC [MOCTYIUIEHHS; KOPPECIIOHIEHT, Jara
Y PETUCTPALMOHHBIN MHAEKC MOCTYMHUBIIETO JOKYMEHTA; Ha3BaHWE BUJA U 3ar0JIOBOK (KpaTKoe
CoJiep’KaHue) JOKYMEHTA; PE30JIIOLMSI WJIM KOMY HAalpaBi€H IOKYMEHT; CPOK HCIOJHEHUS;
OTMETKa 00 UCIIOIHEHUH TOKyMEHTA U HAIPaBICHUU €T0 B JIENO.

KypHan peructpauud HMCXOAAIIUX JOKYMEHTOB COJEPKUT Tpadbl CIEAYIOLIEro
COJIEp’KaHUs: JlaTa W PETUCTPALMOHHBIA WHICKC NOKYMEHTa; KOPPECIOHACHT; Ha3BaHUE BUIA
U 3arojJIOBOK  (KpaTKoe CoJAep)KaHHWEe) JOKYMEHTa; OTMETKa OO0 MCIOJIHEHUH JIOKyMEHTa
Y HamlpaBlIEHUU €ro B JIENO.

XKypHan peructpauy BHYTPEHHHX JIOKYMEHTOB COJEPXKHT Tpadbl CIEIYIOLIETo
CONIEp’KaHUs: JaTa W PETUCTPALMOHHBIA MHIEKC [IOKyMEHTa; BHUJ JOKYMEHTA; 3arojioBOK
(kpaTkoe coaep)kaHue) TOKYMEHTa; pPE30JIONUs HIM KOMY HampaBlieH JOKYMEHT,; OTMETKa
00 UCTIOJTHEHUH JJOKYMEHTAa U HalpaBJICHUH €ro B JEIO.

[Tpu HE0OXOAMMOCTH B )KypHAIAX PErUCTPALIUH TOKYMEHTOB MOTYT OBITh TIPEAYCMOTPEHBI
JOTIONTHUTENbHBIE Tpadbl, B ToM uucie «Pacrucka B monydeHun», «Bun nokymenrta», «Cpok
MIOJIy4EHHUS OTBETA;

122.9. pemienue o BeIOOpe (HOpMBI PETUCTPALIUU JOKYMEHTOB B OpraHH3aluu (KapTOYHOMN
WM KypHaIbHOMN) 3aKPEIUIIETCS B JIOKAJILHOM ITPAaBOBOM aKTe.

123. [Ipuem, peructpanus W UCHOJHEHUE BXOASANIMX JIOKYMEHTOB OCYIIECTBISIOTCA
B CJIEIYIOLIEM MOPSIJIKE:

123.1. Bcst moctynaromiasi B OpraHu3aliio KOPPECIOHICHIUS, B TOM YMCJI€ MOCTYUBLIAs
IO 3JICKTPOHHOM MouTe, NHOOPMALIMOHHBIM CUCTEMaM BEJOMCTBEHHOTO (KOPHOPATHUBHOTO) WU
ME)XBEJIOMCTBEHHOTO 3JICKTPOHHOTO JIOKYyMEHTOO00OpOTa, MpHHUMAeTcs | oOpadaThIBaeTCs
cyx60it JIOY (muiom, orBeTcTBeHHbIM 32 JIOY);

123.2. 10 BCKpBITUSL KOHBEPTOB (IIAKETOB) MPOBEPSIOTCS MPABUIBHOCTb JOCTABKU
(o agpecy Ha KOHBEpPTE), LIETOCTHOCTh YIIAKOBKH, COXPAHHOCTH MevaTeil (Mpu UX HATUYHH).

Ommbo4HO [OCTaBlEeHHAs KOPPECIOHACHIMS HAMpaBiseTcs [0 Ha3HAYCHHUIO, a MPHU
HEBO3MO>KHOCTH YCTAHOBJICHUS aJipecaTa BO3BPAIAETCs OTIPABUTEINIO C MOMETKOM «Omubo4HO
JIOCTaBJICHOY;

123.3. mocTynuBIIMe KOHBEPTHI (MAKEThl) BCKPBIBAIOTCS, 3a UCKIIOYEHHEM HPHUCIAHHBIX
B a/ipec OOIIECTBEHHBIX OpPTraHU3AIMi MM UMEIOIIUX MTOMETKY «JIM4HO», KOTOpBIE MepeaaroTcs
azpecary;

123.4. mociie  BCKpBITUST ~ KOHBEPTOB  (IIAKETOB)  TMPOBEPSIOTCS  KOMIUICKTHOCTD
U COXPaHHOCTb BJIOKECHHIA.

B cnyuae mnoBpexaeHHMs KOPPECIOHACHLUU U HEBO3MOXKHOCTH €€ HCIOJIb30BaHUs
COCTAaBJISIETCS AKT, OJMH SK3EMIUIAP KOTOPOTO BMECTE C IOBPEXKJIECHHOW KOpPPECIIOHACHLUEN
HaMpaBlAeTCs OTMPABUTENIO, BTOpOM octaeTcs BciayxOe OV (y nmmua, OTBETCTBEHHOTO
3a J1I0Y).

OtcyTcTBylONIME B KOHBEpTax (MakeTax) MOKYMEHTBI, OTAENbHBIC JHUCTHI, MPUIOKECHUS
3ampamnMBaroTCsl Y OTIIPABUTENS, a HA JIOKYMEHTE CTaBUTCS OTMETKa «JlOKyMEeHTBl (JIUCTHI,
MIPUIIOKEHHUS) 3aTpeOOBaHbI» C YKa3aHUEM JaThl 3alpoca;
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123.5. mocine  BCKpBITUSL  KOHBEPTHI  (MAKEThI) YHHUUYTOXAIOTCSA, 3a UCKIIOUECHUEM
CJIEIYIOIINX CITYy4YaeB:

JaTa Ha OTTUCKE KAJCHIAPHOIO INTEMIENs HeOoOXOIMMa Kak CBHUAETENbCTBO JaThl
OTIPABKHU WM MOJYYECHHUSI TOKYMEHTA;

Ha JIOKyMEHTE OTCYTCTBYET PEKBU3UT «JlaTta noKyMeHTa»;

JlaTa JOKYMEHTA CYLIECTBEHHO OTJIMYAETCS OT JaThl €r0 MOJy4YEHHUS;

B TIOJTYYEHHOM JIOKYMEHTE HET 00paTHOIO a/ipeca OTIIPABUTEIIS.

B ciyuasx, ykazaHHBIX B ab3ariax BTOPOM—IIATOM YacTH MEPBOIl HACTOSIIErO MOAMYHKTA,
KOHBEPT MPUCOEAUHIETCS K JOKYMEHTY M IOCJI€ UCIOJHEHUS TOKYMEHTa MOAIIUBAETCS BMECTE
C HUM B JIEJIO.

AJlpecHble SIpIBIKM KOHBEPTOB U MAKETOB COXPAHSIOTCA B CIy4ae IOCTYIUICHUS
KOPPECTIOHICHINH HAJIIOKEHHBIM TIATEKOM ISl TIPEACTABICHUS C OTYETOM B OyXTalTepHIo;

123.6. Ha Bcex MNOCTYNUBIIMX JOKYMEHTax B IIPaBOM HIXKHEM YIUIy NEpPBOro JIMCTa
MIPOCTABJISETCSI OTMETKA O MOCTYIJICHUHM (PEruCTPallMOHHBIM IITaMI BXOJSIIMX JOKYMEHTOB).
Itamn npocTaBiseTcs Ha KOHBEpTE (MaKeTe), €CIM KOPPECIOHICHITUS HE BCKPBIBACTCSI.

JIOKYMEHTBI, MOJUIeKallie PETUCTPAllMU B CTPYKTYPHBIX MOJpa3fesieHUusX, NepelaroTcs
110 HA3HAYEHUIO MCHOJHHUTEISAM C [IPOCTABICHUEM HA HUX PETUCTPAIMOHHOIO IITaMIia,
B KOTOPOM IPOCTAaBIISAETCS AaTa NOCTYIUICHHUS.

Ha HepeructpupyeMbIX NTOKYMEHTax, MEYATHBIX HM3JAHUAX, JOKYMEHTAX-IMPUIOKEHUSX,
0JIaHKaxX peruCTPallMOHHBIN IITaMI HE IPOCTABIISETCS;

123.7. Bxoasiue JOKYMEHTHI JOJDKHBI OBITh 3aperuCTPUPOBAHBI B JIEHb IMOCTYTLICHUS.
PeructpaninoHHbBIM HHAEKCOM BXOSILIErO TOKYMEHTA SIBISIETCS MOPSIAKOBBIN PETUCTPALIMOHHBIN
HOMEp, NPHUCBAMBAEMBIM B Ipenenax JEeNONPOU3BOACTBEHHOIO To0Ja, KOTOpBIM IOCie
WCIIOJIHEHUSI JIOKYMEHTa JOIOJIHAETCS MHJEKCOM Jiela IO HOMEHKJIAType el OpraHu3aluu
B COOTBETCTBUU C OTMETKOM 00 MCIIOIHEHUU TOKYMEHTA U HAIIPABIEHUU €T0 B JIEJIO.

JIOKyMEHTBI, TOCTYNHBIIME B OpraHU3allMI0 B Hepaboumii JeHb (HepaOouee Bpems),
PETUCTPUPYIOTCS HE MO3HEE YeM B TIEPBBIN CIEAYIOIMNN 32 HUM pabouuil 1eHb;

123.8. 3aperucTpupoBaHHble  JTOKYMEHTBl Hepeaarorcs u3 ciayxOel  JIOY  (aumowm,
orBeTcTBeHHBIM 3a JIOY) Ha paccmMoTpeHue pyKoBOACTBY. JlokymeHThI, He TpeOyromue
pelIeHrs pyKOBOJCTBa, IEPENAI0TCS UCIIOJHUTENSAM COTJIACHO UX KOMIIETEHITHH.

JIOKyMEHTBI paccMaTpUBAIOTCSI PyKOBOJICTBOM U MEpEeAaroTCsl Ha UCIIOJIHEHUE B J€Hb HX
MOCTYIJICHUS WM He Mo3aHee padouero JHs, CISAYIOIIEro 3a JHeM MocTyruieHus. CpodHble
JIOKYMEHTBI NepEJal0TCsl PyKOBOIUTENIO IO MEpPEe MOCTYIUICHHUS,

123.9. pe3ynbTaThl pACCMOTPEHUS IOKYMEHTOB OTPaKal0TCs B PE30JIIOIUH.

Pezomonus mepenocurcs B PKK. Jlokyment ¢ ogaum sx3emruisspom PKK ciyx6oii JIOY
(oM, otBercTBeHHBIM 3a JIOY) HampaBisieTcs MCIOJMHUTENIO, a IPU HAJIWYUKM HECKOJBKHUX
HCIIOJIHUTENIEN — OTBETCTBEHHOMY HCIIOJIHUTENO, YKa3aHHOMY B pPe30JoLMU INepBbiM. OnuH
sx3eMiutsp PKK ocraercs B ciyx6e IOV (y nuua, orBercTBeHHOro 3a JJOVY).

Ecnu mokyMeHT corimacHoO pe3oironuu TpedyeT KOHTPOJs HcmonHeHus, sk3eMiuisip PKK
nepenaeTcss B KOHTPOJIbHYIO CIIyXOy WM JIHIy, OTBETCTBEHHOMY 3a KOHTPOJb HCIIOJIHEHUS
JIOKYMEHTOB;

123.10. npu HEOOXOAMMOCTH CPOYHOTO MCTOJHEHWS WM O3HAKOMIICHUS C JOKYMEHTOM
HECKOJIbKUX CTPYKTYPHBIX NOJpa3JeseHuil (ZOJKHOCTHBIX Juil) B cayx6e OV  (aumowm,
oTBeTCTBeHHBIM 3a /IOY) ¢ 1oKyMeHTa CHUMaeTcsi HEOOXOAMMOE KOJIUYECTBO KOIMUM, KOTOpbIe
OJIHOBPEMEHHO  HAIPaBJAIOTCS Ha UcnojgHeHue. [locTynuBmIMIT  TOKYMEHT IepenaeTrcs
OTBETCTBEHHOMY MCIOJHUTEIIO C IOMETKOM O repefadye KOMUl COUCIIONHUTENSIM. J[OKyMeHT
NepeaeTcsl UCIIOIHUTENSAM I00UYEPEAHO, €CIIU Pa3MHOXKEHHE TOKYMEHTA HE pa3peliaeTcs.

Jlng  yckopeHMsT IpOLIECCOB  HCIIOJHEHUS JOKYMEHTOB, a TakXe B CIIPABOYHO-
WHOOPMALIMOHHBIX ~ LENSAX  JOKYMEHTHl  HAa OyMaKHBIX  HOCUTENSIX,  MOCTYMAaoIInue
B OpraHu3aliio, MOTYT MEPEBOAUTHCA B 3JEKTPOHHBIA BUJI IYTEM CKAaHUPOBAHUS WJIM WHBIM
cnocoboM. Hanuyme 51eKTPOHHOW KOMUU JOKyMEHTa Ha OyMa)XHOM HOCHUTENE WU
AJIEKTPOHHOTO  OTOOpaXCHWS  JIOKYMEHTOB  Ha OyMaXHOM  HOCHTEJIC  HE OTMCHSET
HEOOXOJUMOCTH OCYILECTBICHHS] C MOCTYNMUBIIUM JOKYMEHTOM Ha OyMa)XHOM HOCHUTEIEe
JIEJIONIPOU3BOJACTBEHHBIX OIEpaliii, YCTaHOBJIEHHBIX Hacrosue MHCTpyKuuen, B TOM 4uUCIe
(hopMUpOBaHHUS €T0 B JIEJIO COTJIACHO HOMEHKJIAType JIe] OpraHu3alliu.
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JIBikeHHe  JOKyMEHTa B IIpollecceé €ro  MCIOMHEHHA  (HUKCHpPYEeTCs BO  BCEX
sk3emiuisipax PKK;

123.11. OKYMEeHTBI, 3aperucTpupoBaHHbie B ciayx)0e JIOY (Iurmom, OTBETCTBEHHBIM
3a JIOY), He moekaT MOBTOPHOM PETUCTPAIIMK B CTPYKTYPHBIX MOAPA3ICIICHUSIX;

123.12. 1OKYMEHTBl ~ MEpPEJAIOTCsI Ha PACCMOTPEHUE PYKOBOIUTENIO  CTPYKTYPHOIO
MOAPA3ACICHUs] WIM €ro 3aMECTUTENI0 COIJIACHO YCTAHOBIEHHOMY  PacHpeleSICHUIO
00s13aHHOCTEH;

123.13. 1OKYMEHT ¢ MOMEHTa IMOCTYIUICHUS [0 3aBEPIICHUS] HCIOJHEHUS HaXOIUTCA
y UCHIOJIHUTENS U B ACJIO HE TIOMEIAETCS;

123.14. Ha WUCIIOJIHEHHOM JOKYMEHTE HCIIOJIHUTEJIEM WIH PYKOBOJIUTEIEM CTPYKTYpPHOTO
MOIPA3JCICHUA—UCTIONHUTENSI  TPOCTaBIsieTcsT ~ OTMETKAa 00 UCTIOJHEHHH  JTOKyMEHTa
Y HaIpaBJICHUH €T0 B JIEJIO C yKa3aHUEM WHJEKca Jiefia, B KOTOpOe JOKYMEHT OyJIeT TOMEIIICH.

Jluo, otBerctBeHHOe 3a JIOY, TEpeHOCHT OTMETKYy 00 HCIONMHEHUH JOKYMEHTa
Y HamlpaBJIEeHUH €ro B JIEJ0 B PETUCTPALMOHHYIO (OpMY, MOCJIE Yero JAOKYMEHT MOAIINBAETCS
B JIEJIO.

124. Peructpanus 1 OTIpaBKa UCXOMSIIMX JOKYMEHTOB OCYIIECTBISIOTCS B CJIEAYIOIIEM
MOPSIZIKE:

124.1. ucxonsuie OOKYMEHTBHI, B TOM 4MCJI€ OTIpPAaBIsSEMbIE 10 3JEKTPOHHOM IOYTeE,
MH(OPMALIMOHHBIM CHUCTEMaM BEIOMCTBEHHOTO (KOPHMOPATUBHOTO) WM MEXBEIOMCTBEHHOTO
AJIEKTPOHHOTO JTOKYMEHTO000pOTa, perucTpupytorcst B ciyxoe OV (aumom, 0TBETCTBEHHBIM
3a JIOY) nocne ux nognucaHus pyKOBOJWUTEIEM OpPraHU3alUK WU UHBIMH YIOJIHOMOYEHHBIMU
JUIAMHA B COOTBETCTBUHM C UX KOMIETEHIMEH. JIOKyMEHTBI pPErucTpupyrorcs B JIEHb HX
MOAMUCAHUS, a JOKYMEHTBHI, TMOAMHCAaHHbIE B Hepaboumii JeHb (Hepabodee Bpems),
PErUCTPUPYIOTCS HE MO3/IHEE YEM B TICPBBIM CIICAYIONIMI 32 HUM paOOunid JICHb;

124.2. ucxondiue JOKyMEHTBI JEISATCS HA MHULMATUBHBIEC U OTBETHBIE;

124.3. uHAEKC WHUIMATUBHOTO W OTBETHOTO HMCXOJAIIETO JOKYMEHTa BKIIIOYACT WHICKC
JieNia 110 HOMEHKJIAType el OpraHu3alii, B KOTOPOM OyJIeT XpaHUTHCS KOMHUS OTIPaBISIEMOTO
JIOKYMEHTa (MPOCTaBISAETCS B CTPYKTYPHOM IOJAPA3/ECJI€HNH, TOATOTOBUBILIEM JOKYMEHT),
uuepe3 JpoOb — TOPSAKOBBIA PETUCTPAIIMOHHBIA HOMEpP, TMPUCBAWBAEMBIM HUCXOASIIUM
JOKyMEHTaM B MIpelenax  JeJIONPOM3BOACTBEHHOTO roxa  ciayxo6oit  JIOY  (mummowm,
oTBeTCTBeHHBIM 3a JIOY);

124.4. Ha xaxnplii MHULIUATHBHBIA JOKYMEHT, TPEOYIOIIM OTBETa, 3amOJHSIOTCS JBa
skzeMiisipa PKK. Opun 5sKk3emIuisip moMemaercs B CIPAaBOYHYHO KapTOTEKy, BTOpPOM —
B KOHTpOJbHYI0. IlpM HENOCTymjeHHMM OTBETa B CPOK KOPPECIOHACHTY HaIpaBlseTCs
HarlOMUHAaHUE;

124.5. Ha UCXOIAIIEM OTBETHOM JOKYMEHTE TMPOCTABISETCS CChUIKA HA UCXOSIIHNMA
PEruCTpallMOHHBIN UHACKC U AAaTy MOCTYNHUBIIET0 HHUIMATUBHOTO TOKYMEHTA;

124.6. otnpaBka AOKYMEHTOB ocyiiecTBisiercs ciyx0oii JIOY (iau1oM, oTBETCTBEHHBIM
3a JIOY). Bcnyx6e JAOY (auumom, orBercTBeHHBIM 3a JIOY) mnpoBepsieTcss NpaBUIbHOCTD
oopMIICHHS JTOKYMEHTOB: HAJIMUHWE HEOOXOIWMBIX PEKBU3WUTOB, MPHIOKEHUH, COOTBETCTBUE
KOJIMYECTBA HK3EMIUISIPOB IOKYMEHTA KOJIMYECTBY a/IPECaTOB, MPABHIBHOCTD aIpECOBAHUSI.

HenpaBunbHo ~ odopmiieHHBIE M HEKOMIUIEKTHBIE ~ JOKYMEHTHI  BO3BPAIAIOTCS
WCTIOTHUTEIISIM;

124.7. otnpaBisgemMbie TOKYMEHTHI TiepeaaroTcsi B ciyx0y OV (nuiry, oTBEeTCTBEHHOMY
3a /IOY) B HE3aKOHBEPTOBAaHHOM BHJE C OTMETKOM O KaTeropu OTHpaBieHus (mpu
HE00XO0JIMMOCTH);

124.8. nokyMeHTbI, HampaBisieMble Ooyiee uYeM B 4YeTbIpe ajapeca, MepenaroTcs
JUISL OTIIPABKH  CO CIIICKOM  HAa PAaCChUIKY, O(OPMIISIEMBIM B COOTBETCTBUH C TPEOOBAaHUSIMHU
yacTel MIeCTHAALATON U ceMHaauaTon nmyHkra 47 Hactosmed UHcTpykuuy;

124.9. otnpaBka JOKyMEHTa B JJIGKTPOHHOM BHJe 0Oojee 4YeM B OAUH  aJipec
OCYIIECTBIIIETCS IMyTeM NPUKPEIUICHUS €ro K COOOIIEHHUIO0 SJEKTPOHHOW MOYTHI, yKa3aHUs
B COOTBETCTBYIOIIEM I10JI€ BBOJAA BCEX OQUIMAIBHBIX aJPECOB 3JIEKTPOHHOM MOUTHI COTJIACHO
CIUCKY Ha pacchbuiKy. OdulnanbHbIM aApecoM 3JIEKTPOHHOM MOUTHI SBISETCA aApec, yKazaHHBIN
Ha OJaHKe;
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124.10. oO6paboTKa u OTIpaBKa JOKYMEHTOB OCYIIECTBISIOTCS B IEHb MX MOJAMUCAHUS WU
He Mo37Hee paboyero JHs, CIEAYIOEro 3a JHEM MOIICaHus.

125. Peructpanusi ¥ UCIOJIHEHWE  BHYTPEHHUX  JIOKYMEHTOB  OCYILLIECTBIISIFOTCS
B CJIEIYIOLIEM MOPSIKE:

125.1. BHyTpeHHHE JOKyMEHTBI, B TOM YHCJIE JOKYMEHTBHl B 3JIEKTPOHHOM BHJIE,
peructpupytorcst Ha PKK wnm B )KypHanax perucrpalvu BHYTPEHHHUX JOKYMEHTOB IIOCIIE UX
noxnucanus (yrBepxkaeHus). IIpu He3HauuTEIHHOM 00BEME JTOKYMEHTOOOOpOTa BHYTPEHHHE
JOKYMEHTBI, B TOM YHCJIE JOKYMEHTBHI B JIEKTPOHHOM BHUJE, JAOIYCKaeTCsl PErUCTPUpPOBATh
B )KypHaJIe perucTpanuu UCXOIAIINX TOKYMEHTOB;

125.2. peructpanyss pacropsiAUTEIbHBIX JTOKYMEHTOB U MPOTOKOJIOB OCYIIECTBIISACTCS
10 BUJIaM OTJEJIBHO OT JAPYTUX BHYTPEHHUX JOKYMEHTOB.

PacniopsutenbHble  JOKYMEHTBI 10 OCHOBHOHM JESTENBHOCTH, 10 JINYHOMY COCTaBY,
10 AIMMUHUCTPATUBHO-XO035HICTBEHHBIM BOIIPOCAM PETUCTPUPYIOTCS OTAEIBHO.

PacniopsutenbHble  TOKyMEHTBHI IO JUYHOMY  COCTaBy,  JUIA KOTOPBIX  aKTaMu
3aKOHOJATEIbCTBA YCTAHOBJICHBI Pa3HbIe CPOKU XPAHEHHsI, PETUCTPUPYIOTCS OTIEIBHO.

PacniopsiiutenbHble TOKYMEHTHI ONPEEIEHHON Pa3HOBUIHOCTH (O BHECEHUU W3MEHEHUN
B IUTaTHOE  paclucaHWe,  KOMAaHAMPOBAaHMM,  MPENOCTABICHUHM  OTIYCKOB U MHBIX
Pa3HOBUAHOCTEH) IPU UX 3HAYUTEILHOM 00BbEME JI0MYCKAETCsI pErUCTPUPOBAThH OTAENIBHO;

125.3. perucTpalliOHHBIM ~ MHJEKCOM  PACHOPSAAMTENBHOTO  JIOKYMEHTa, IPOTOKOJIA
SBJIAIETCS TOPSAJKOBBIM  PETUCTPALIMOHHBIA HOMEp, TIPUCBAUBAaEMBbIi €My B Ipejaenax
JIeJIOTIPOU3BOACTBEHHOIO TO/1a.

PeructpaiinoHHbIM MHAEKCOM pacHOpSAUTENBLHOIO JOKyMEHTa (IIpUKa3a, paclopsHKeHUs)
10 JUYHOMY COCTaBY SIBJISIETCS MOPSAKOBBIM pPEruCTpallMOHHBIA HOMEp, NMPHCBAWBAEMBI eMy
B IIpefiesax JEJIONPOU3BOACTBEHHOIO TI0Ja, JONOJHEHHBIH JHUTEPOH «K» (IJIs JOKyMEHTOB
55-neTHero cpoka XpaHeHMs) WU «1» (U1 JOKYMEHTOB 3-JIETHETO CPOKa XpaHEHHS).

PeructpaiilnoHHBIM =~ MHJIEKCOM  PACHOPSIUTENBHOIO  JOKYMEHTa, PErUCTPUPYEMOro
B TIOPSIZIKE, OIMPEICIIEHHOM YacThl0 YeTBEPTON MOAMyHKTa 125.2 HacTosero myHkTa, sBIseTCs
MTOPSIAKOBBIN PEruCTpalMOHHbIN HOMED, IIPUCBAaNBACMBIN eMy B IIpeJenax
JIeNIOTIPOU3BOACTBEHHOIO  T0Jd,  JOMOJHEHHbI  WACHTUGUIMPYIOUUM  Pa3sHOBUIHOCTD
JIOKYMEHTa OyKBEHHBIM WJIM UHBIM yCIOBHBIM 0003HAYEHHEM;

125.4. coBMeCTHbBIE PACHOPSAUTENbHBIE TOKYMEHTBI, IPOTOKOJIbI COBMECTHBIX 3aceJaHHui
HUMEIOT COCTaBHBIE PETHCTPALlMOHHBIE MHJEKCHI, BKIIOYAIOIINE MOPSAKOBbIE PETUCTPALIMOHHbBIE
HOMeEpa, IPUCBAaUBaeMble UM B OPraHU3ALMIX, UX TOATOTOBUBIINUX;

125.5. perucTpalluOHHBIMM ~ MHJEKCAMU  JOKJIAQJHBIX 3allUCOK, CIPAaBOK U APYTUX
MH(POPMALIMOHHO-CIIPABOYHBIX JOKYMEHTOB SBIISIOTCS MX TIOPSJIKOBBIE PErHMCTPAallMOHHbIE
HOMEpa, TMPUCBAaUBAaEMble B IpeleNax JEJIONPOU3BOJCTBEHHOIO TIo0Ja, KOTOphlE MOTYT
JIOTIOJTHATBCS MH/IEKCAMU JIeJl [0 HOMEHKJIaType /1€ OpraHu3aluy;

125.6. paccMOTpeHHE U UCIIOJIHEHWE  BHYTPEHHUX  JOKYMEHTOB  OCYIIECTBISETCS
B COOTBETCTBHUH C YCTAHOBJICHHBIM MOPSAAKOM 00paOOTKH BXOASIIUX JOKYMEHTOB.

JlokyMeHTBI, TpeOyromue KOHTPOJS HCIIONHEHUS, TEepelaloTcsi B KOHTPOJIBHYIO CIyXOy
mis 3anonHeHnss PKK. M3 PKK Ha BHyTpeHHHE JOKYMEHTBI (OPMUPYIOTCS KOHTPOJIbHBIE
U CIPaBOYHbIE KAPTOTEKH.

126. ®yHKIMOHUpPOBaHUE  WH(GOPMAILIMOHHO-TIOMCKOBOM  CHCTEMBI IO JOKYMEHTaM
opranusanuu (ganee — UI1C) obecrieunBaeTcst B caeaAyOLEM NOPSAKE:

126.1. B opraHuzanMsx co3JaroTcs TPAAULMOHHBIE (py4YHbIE) W aBTOMATH3MPOBAHHBIE
HIIC. UIIC crpositest Ha ocHoBe PKK, koTOpble 00BEAMHSIOTCS B KapTOTEKU U 0a3bl (OaHKH)
PETUCTPALIIOHHBIX JJAHHBIX;

126.2. mpu  TpagUIMOHHOM  KapTOYHON  perucrpanuu IeyaTaeTcss HeoO0X0AuMoe
konndyectBo PKK, koTOpbie MOT'YT O0BEMHATHCS B CIIPABOYHbBIE U KOHTPOJIbHbBIE KAPTOTEKH;

126.3. cipaBouHblEe KapTOTEKU HENSATCS Ha JBE YacTH: HEUCIOJIHEHHbIE (TepBas 4acTh
KapTOTEKH) U UCTIOJIHEHHbIE JOKyMEHTHI (BTOopas 4yacTh kapToTeku). PKK cucrematusupyrorcs
0 CIEAYIOLIUM MpU3HAKaAM:

NOpPEIMETHO-BOIPOCHOMY  WJIM  TE€MaTHUYeCKOMY (B COOTBETCTBUU  C COZAEp)KaHUEM
JIOKYMEHTOB WK cepoi AeSITETbHOCTH, K KOTOPOH OTHOCATCS JOKYMEHTHI);
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M0 HOMEHKJIAType Jel  OpraHu3anud (B COOTBETCTBMU  C 3aroJOBKaMHu  JIeT
10 HOMEHKJIaType J1e1 OpraHu3alluy WIK UX UHIEKCaMN);

KOPPECTIOHICHTCKOMY (110 HAMMEHOBAHUSM WJIU yCIIOBHBIM O0O3HAYEHHUSM OpraHU3alluu,
C KOTOPBIMU BEZETCS MEPENnncKa);

10 UCTIOJIHUTENSIM (TIO CTPYKTYPHBIM TOIPA3ACTICHUSIM);

andaBuTHOMYy (B aipaBUTHOM moOpsiake (amwinii, HAWUMEHOBAHMM OOBEKTOB WM
MPEAMETOB);

reorpaduyeckomy (110 HAMMEHOBAHUSIM aIMUHUCTPATUBHO-TEPPUTOPUATBHBIX €TUHULL);

HOMMHAJILHOMY (110 Ha3BaHUIO BUJIOB WM Pa3HOBUIHOCTEN JOKYMEHTOB);

perucTpanroHHOMY (TI0 TIOPSIKY BO3pACTAaHUSI PETUCTPAIMOHHBIX HOMEPOB JIOKYMEHTOB).

Bribop mouckoBoro mpH3HaKa OMpenesieTcs B 3aBHCHUMOCTH OT BHJIOB JOKYMEHTOB
Y Xapakrepa HH()OPMAIMOHHBIX 3aIIPOCOB.

[lepBasi yacThb KapTOTEKH CIY>KUT JUJIs IOMCKA CBEACHHMM O JOKYMEHTaX B MPOLECCE HX
WCTIOJTHEHUS. BTOpas 9acTh KapTOTEKH CITYXKUT IS IIOMCKA UCTIOTHEHHBIX IOKYMEHTOB.

[To mepe ucnonnenust gokymeHToB PKK ¢ HeoOXomuMbIMH OTMETKaMM TEpeMEeUIaroTCs
W3 MEePBOM YacTH KapTOTEKH B COOTBETCTBYIOIIME DPA3eiibl M pyOpuku BTOpoil. OOs3aTeIbHO
onuH sk3eMiuisip PKK Ha ucnonmHeHHBIE HOKYMEHTHI MOMEMIAETCS B CIIPABOYHYIO KapTOTEKY,
CUCTEeMATH3UPOBAHHYIO TI0 HOMEHKJIAType JeJI OpraHW3aluu (B COOTBETCTBHH C 3aroJIOBKaMU
JIeJT TI0 HOMEHKJIAType JIe OpraHu3allui Wi UX WHACKCAMHU).

127. Yuer 06beMa TOKyMEHTOOOOPOTa OCYILECTBIISETCS B CIEAYIOIIEM TOPSIKE:

127.1. moacueT KoIM4ecTBa MOKYMEHTOB MPOU3BOIUTCS IO PErHCTPAIMOHHBIM (opMam
B MECTaX WX PErHCTPaITHH.

3a eguHMIy yuyeTa NPUHUMAETCA OJWH DSK3eMIULIp AoKyMeHTa. Kakmplii AOKyMEHT
YYUTHIBACTCSI OMUH pa3. [IpuiokeHHs K JOKYMEHTY YYHTBHIBAIOTCS BMECTE C HUM KaK OJIMH
JTIOKYMEHT.

OTaenbHO  YYWTHIBAIOTCS  IONYYCHHBIC W CO3JaHHBIC OpraHu3anuedl  JIOKyMEHTHI,
oOpailieHus TpaXk1aH U IOPUINIECKUX JIHII.

Komuu yuuThIBarOTCS OTACIBHO;

127.2. B opraHuzanyy TPOBOAUTCS TIOJHBIA | (MJKM) BBIOOPOYHBIM ydeT oObeMa
JOKYMEHT000OOpoTa (10 BCEH OpraHu3alli, IO CTPYKTYPHBIM TOJPA3ACICHUSIM, II0 IPYIIIaM
JIOKYMEHTOB, 110 UCTIOJTHUTEIISIM ).

Yyer wanHanu3 o0ObeMa JOKYMEHTOOOOpPOTa B OpraHHW3allMd  OCYIIECTBISIOTCS
moj pykoBoAcTBoM ciyx0b1 JIOY (nuna, otBercTtBeHHOrO 32 JI0VY);

127.3. pe3ynbpTaThl ydeTra oObeMa JIOKyMeHTOoOOpoTa o006o6miarorcs ciayxo6oit JJOY
(oM,  orBercTBeHHBIM 32 JIOY) W mpencTaBistoTCsT  PYKOBOACTBY — OpTraHM3aIlud
JUTSL BRIPAOOTKHU MEp TI0 COBEPIIICHCTBOBAHHIO PA0OTHI C JOKYMEHTaMHU.

I'’TIABA 10 _
KOHTPOJIb HCITIOJIHEHHUA JTOKYMEHTOB (IIOPYYEHUN)

128. Llenpto KOHTpOJsS sBiISETCS OOECleYeHHe CBOEBPEMEHHOIO0 M KauyeCTBEHHOI'O
UCIIOJHEHUSI TOpPYYEHHUH, 3a(MKCHUPOBAHHBIX B JOKYMEHTaX, PAaCCMOTPEHHUS COJEPKAIIUXCS
B JOKYMEHTaX 3alpOCOB, IPEJI0KEHUN U MPUHSITHS 110 HUM PEIICHUN, TOJTOTOBKH OTBETOB.

KonTpomito noayexaTt Bce 3aperucTpupOBaHHbIE (BXOIAIIME, UCXOASIINE U BHYTPEHHUE)
JIOKYMEHTBI, KOTOpBIE 0 CBOEMY XapakTepy TpeOyloT peuieHusi (orBera). Ha KOHTposb MoOryT
OBITH [TOCTABJICHbI TAKXKE YCTHBIE TOPYUEHHSI PYKOBOJICTBA.

KoHTpoib OCYHIECTBIAIOT PYKOBOJUTENb (3aMECTHUTENb PYKOBOAMTENS) OpraHU3alUH,
cnyx6a JIOVY (mumo, otBercTBeHHOE 32 JIOY) 1 OTBETCTBEHHBIE UCTIOHUTEIH.

Ha xoHTponupyembIX JOKYMEHTax POCTABIISAETCS OTMETKA O KOHTPOJIE.

129. Cpokn UCHOJHEHUS JOKYMEHTOB (IIOpPY4YEHMI) ONpEAENsAIoTCS B CIEAYIOLIEM
HOpsiAKe:

129.1. cpoku ucCnogHEeHUs] JOKYMEHTOB (IOPYUYEHUI) UCUUCIISIIOTCS B KaJIEHAAPHBIX THAX
C aThl MOJANUCAHUA (YTBEPXKIECHMSA) JOKYMEHTa, a s HMOCTYNUBLIMX — CO JHS, CIEAYIOIIEro
3a JHEM PETUCTpAIMM JTOKYMEHTa B OpraHU3alliM, €CJIM MHOE HE yCTaHOBJIECHO HOPMATHBHBIMU
MPaBOBBIMU aKTaMH, pacropsbkeHusMu [Ipembep-munuctpa Pecniybnuku bemapycs;
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129.2. cpoku HCIONHEHHUS JOKYMEHTOB (IOpYYEHHi) MOTYT OBITh THIIOBBIMHU WU
MHIVBUAYaTbHBIMU.

TunoBble  CpOKM  HMCHOJIHEHMsS]  JAOKYMEHTOB  (IOpPYYEHMil)  yCTaHaBIMBAIOTCS
HOPMAaTUBHBIMM IIPaBOBBIMM aKTaMH, pacnopsbkeHusmMu Ilpembep-munuctpa PecryOnuku
benapycs.

WMHnuBuayanbHble CPOKM HMCIOJHEHHS AOKYMEHTOB (IOPYYEHMI) yKa3bIBalOTCSA B TEKCTE
JIOKYMEHTA WIN B PE30JIIOLUN PyKOBOIUTEIS;

129.3. nokymeHT (mopy4eHue), Il KOTOPOTO THUIOBOW WM WHAMBUAYAJIBHBI CpPOK
UCIIOJIHEHUS HE YCTAHOBJIEH, JOJKEH OBbITh UCIIOJIHEH B TeYeHue 15 nHeii;

129.4. ecnu  kpailHss Jara UCIOJHEHUS JOKYMEHTa (IOpydYeHUs) MPUXOTUTCS
Ha HepaOouuil J1eHb, OH JOJDKEH OBITh HCIIOJHEH HE MO3/IHee IMEPBOr0 CIEAYIOUIETr0o 3a HUM
pabouero nHs;

129.5. nonyckaercssi HW3MEHEHME CpPOKOB HCIIOJHEHHs JOKYMEHTOB (TOpYy4EHUH).
N3meneHnne  cpoka  HCIOJNHEHUS  MPOU3BOJAUTCS  JIMLOM,  YCTAHOBHMBIIMM  €rO.
ApryMeHTHpOBaHHas Npocb0a MCIOJHUTENS O IepeHOce CpoKa HaNpaBiseTcs MUCbMEHHO
(B popme moOKIamHOW 3amMHMCKH) WM YCTHO JIMILY, YCTAaHOBHBIIEMY CpPOK, HE IO3[HEE OJHOW
TPETH CpPOKa BBINOJIHEHMs TMOPYUYEHUS WIM Cpa3y K€ IOCJe IMOJIyYEHHUs 3aJaHus, €CIM HHOe
HE YCTAHOBJICHO HOPMAaTHUBHBIMU IPaBOBBIMU aKTaMHM, pacrnopsbkeHusMu [Ipembep-MuHuCTpa
Pecny6niuku benapyck. M3MeHeHue TOKYMEHTHPYETCS: HPOCTABISIOTCS HOBBIM CpOK, JaTa
M3MEHEHHUS U NOANUCh. I3MEHEeHMsI BHOCATCS B PETUCTPALIMOHHBIE (POPMBI.

130. McrionHeHne JOKyMeHTa (MOpydYeHHUs])) MOXKET OBITh TIOPYYEHO HECKOJBKUM
ucnogHuTeNAM. VcnomHuTeNnb, yKa3aHHBIM MEPBBIM, SBISETCS OTBETCTBEHHBIM HCIOJHUTEIEM
U OTBEYAET 32 CBOEBPEMEHHOE U KaUECTBEHHOE UCIIOJIHEHHE 3a4aHus B 1eJ0M. OTBETCTBEHHOMY
WCIIOJIHUTENI0 MPEJOCTaBIseTCS] IMPaBO  KOOPAUHUPOBATH U KOHTPOJIMPOBATH  JIEHCTBUS
UCIIOJHUTENEN: CO3BbIBAaTh COBELIAHNUS, TPeOOBAaTh HEOOXOIUMBIE MaTEpHalIbl, 1aBATh OPYUCHHS
U OCYUIECTBJISATh UHBIE HEOOXOUMBIE I UCIIOJTHEHUS 3aJaHUsl JEHCTBUS.

131. Opranuzanys KOHTPOJISI HCIIOJIHEHUS OCYIIECTBISETCS B CIEAYIOIIEM NOPSIKE:

131.1. cucrema KOHTPOJISL UCIIOJTHEHUS BKIIIOYAET:

y4eT KOHTPOJUPYEMbIX JIOKYMEHTOB (IIOpYyuY€HHMH) M UX CBOEBPEMEHHOE JIOBE/IECHUE
JIO MCIIOJTHUTEIICH;

KOHTPOJIb 32 CPOKaMH UCIIOJIHEHUS;

IPOBEPKY MU PETYJIUPOBAHME XOJa MWCIIOJIHEHUS, CHITHE JOKYMEHTOB (IOpY4YEHHUH)
C KOHTPOJIS;

y4eT ¥ OTYETHOCTH O pe3yJIbTaTaxX UCIOIHEHMUS;

OLIEHKY COCTOSIHUS UCTIOJHUTEIbCKON TUCLUIUIMHBI;

131.2. ydeT KOHTPOJIMPYEMBIX JOKYMEHTOB (IOpYyY€HHH) U KOHTPOJIb HCIOJHEHUS
CTPOSITCSl HA OCHOBE PETUCTPALIMOHHBIX IaHHBIX, OTpakeHHbIX B PKK;

131.3. axzemmusipel PKK, 3anonHsiemMble mpu perucTpaluu JTOKyMEHTOB, HCIOIb3YHOTCS
npu (OpMUPOBAHUN KOHTPOJIBHOM KapTOTEKH.

Ha onun koHTponupyeMmblii JTOKYMEHT MOXET OBbITh 3amosiHeHO Heckombko PKK
B COOTBETCTBUHU C YHMCIIOM HCIIOJIHUTEJIEH, 3aJaHUil WU Pa3IU4YHBIMU CPOKaMHU MCIIOJIHEHUS.
IIpy HECKOJBKMX WCHOJHUTENAX, OAWH W3 KOTOPBIX Ha3HadaeTcs OTBETCTBEHHbIM, PKK
3aI0JIHSIETCA TOJIBKO JJIs IIEpelayy UCIIOJIHUTEINIO0, HA3HAYEHHOMY OTBETCTBEHHBIM.

YcTHOE mNOpydYeHHE PYKOBOJIUTEINS, IOCTABICHHOE Ha KOHTPOJb, Takke (QUKCHpYETCs
B PKK, 3anonnsemoil B He00X0AMMOM KOJIMYECTBE SK3EMILISPOB;

131.4. ogusn sx3emiusip PKK octaercs B ciy»0e KOHTPOJIS U IOMEUIAETCsl B KOHTPOJIbHYO
KapTOTEKY, BTOPOU IepeaeTCsl UCIIOTHUTEIIO BMECTE C IOKYMEHTOM;

131.5. PKK rpynnupyrorcsi B KOHTPOJIBHBIX KapTOTEKax MO pa3zesiaM, COOTBETCTBYIOLIUM
YHCIy JHEH Mecsla, COrJacCHO YCTAaHOBJIEHHBIM CpPOKaM MCIIOJHEHHS TOKYMEHTOB (IOpYYeHHUIt),
10 UCXOJIALINM TIOKyMEHTaM — COIJIACHO 0’KMJIA€MBIM JJaTaM IOJTY4YEHHsI OTBETOB.

PKK c nepcnekTMBHBIMM M IPOCPOYEHHBIMM CPOKAMHM  HWCIIOJHEHUS JOKYMEHTOB
(mopyueHuil) rpynnupyrOTCs B CAMOCTOSITENbHBIE Pa3elibl KOHTPOJIbHOW KAPTOTEKH.

B KOHTpONBHOM KapTOTEKE MOTYT BBIIEIATHCSA JOMOJHUTEIbHBIE pPa3/ieibl U pyOpHUKH
i cuctematusanuy PKK no nenonauTensam u rpynnam 10KyMEHTOB;
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131.6. kapToTeka €XEIHEBHO TMPOCMATPUBACTCS KOHTPOJBHOW CIIy’)KOOH  C LENbIO
WH(POPMUPOBAHUS PYKOBOAMWTENS | HCTIOJHUTENCH O MpUOIMKEHUH (MCTECYCHHH) CPOKOB
UCIIOJIHEHUSI JTOKyMEHTOB. [lpemymnpexkaeHue HCHOJHUTENENH OCYyIIeCTBIseTCsl 3a 2—3  1Hs
JI0 UCTEUYEHHUS YCTAHOBJICHHOTO CPOKa;

131.7. nokymeHT (IOpy4YeHUE) CHHUMAETCS C KOHTPOJIA IIOC/IE€ €ro  HMCIOJHEHHUS,
MOATBEPHKICHHOTO IOKyMEHTAIBHO.

CBUIETETHCTBOM HCIONHEHUS JOKyMEHTa (TIOpY4eHHUs) SBISIETCS IOJITOTOBJICHHBIH
WCIIOJIHUTEJIEM U MOJNNCAHHBI PYKOBOJIUTEIEM WJIM UHBIM YINOJHOMOYEHHBIM JIHIIOM
UCXOISAIIMIA  WIM  BHYTPEHHMH  JOKYMEHT. B ciydae  OTCYTCTBUS  JIOKyMEHTA,
CBUJICTEJICTBYIONIETO OO0 MCIIOJHEHWH, KPAaTKHE CBEJCHUS 00 UCTIONHEHUH (QUKCHPYIOTCS
ucnonaurenem B PKK.

Ha wucnonHeHHOM J0KyMeHTE OQOpPMIISIETCS OTMETKa 00 MCTIOMHEHUH JIOKyMEHTa
Y HampaBlIEHUH €T0 B JIENO;

131.8. kapTrouka c uHbOpMAIMEH, XapaKTePU3YIOIIEH HCIOIHEHUE, MPEICTaABIACTCS
OTBETCTBEHHOMY 3a KOHTPOJb JJIsl IPOBEPKH HCIOTHEHUS U CHATHUS JOKyMEHTa (MOpydYeHUs)
C KOHTpPOJIS.

[Ipy HexkayecTBEHHOM HCIIONHEHUU NOKYMEHT (TIOpYUYEHHE) C KOHTPOIS HE CHUMAETCS
U IEPEXOUT B pa3psij] HE UCIOJHEHHBIX B CPOK;

131.9. undopmanust o pe3ynbraTax UCTIOTHEHHS JOKYMEHTOB (TIOPYUYCHHIT) MEPUOTUNIECKU
0000111aeTCst ¥ IOBOAUTCS 10 CBEJICHUS PYKOBOJICTBA;

131.10. KOHTPOJIBHBIE NENCTBUSA MOTYT OCYLIECTBIIATHCA ¢ ucnoab3oBanueM AC JIOY.

I''TIABA 11
COCTABJIEHUE HOMEHKJUIATYPBI IEJI

132. YcranaBnuBarOTCsl 4eThIpE BHJ@ HOMEHKJIATYphl JeJl: THUIOBas, IpUMEpHas,
HOMEHKJIaTypa JIeJl OpraHu3allii, HOMEHKJIATypa JeJ CTPYKTYPHOTO TTO/Ipa3IeIICHHS.

TunoBass HOMEHKJIaTypa €] YCTAHABJIMBACT THUIIOBOW COCTaB JEJ C €IUHOM CHUCTEMOU
WHIEKCAlMd W YHUQUIHMPOBAHHBIMH  3arojIOBKAMH  JUISI OMHOPOJAHBIX IO XapaKTepy
JEeSITEIPHOCTH OPTaHU3aINi U HOCUT 00sI3aTeIbHBII XapaKTep.

[lpumepHass HOMEHKJIATypa JAed YCTaHaBIMBAaeT NPUMEPHBIE COCTaB M WHJACKCHI JIel
JUTS OMHOPOJHBIX O XapakTepy HesATeNbHOCTH OpraHu3alMid ¥ HOCHUT PEKOMEHIATEIbHbIHN
XapakTep.

Homenknarypa ien opraHu3aiuyl yCTaHABJIMBAET COCTAB /1€ U MHICKCHI JIEJ, 3aBOIUMBIX
B OpPraHu3alliyd B JICIIONIPOM3BOJCTBEHHOM (KaJIEHIApPHOM) TOAY, C YKa3aHHEM CpPOKOB HX
XpaHEHUs U SIBIISICTCS 00sI3aTENbHON TSI IPUMEHEHHS.

Homenkmnatypa Jien CTpyKTypHOTO MOJpA3AeICHUs] yCTaHABIMBACT COCTAB A€ U WHACKCHI
7IeT, 3aBOJUMBIX B CTPYKTYPHOM TIOAPA3JCNICHHH OPTaHM3allMU B JIEIOTPOU3BOJICTBEHHOM
(KaJleHIapHOM) TO/Y, C YKa3aHHEM CPOKOB MX XPaHEHHS U CIYXKUT OCHOBOHW JUIsl COCTABJICHUS
HOMEHKJIATYPHbI JIe]l OpraHU3aLHH.

133. TunoBble ¥ NMpUMEpHBIE HOMEHKJIATYpHl Jies pa3pabarbiBatoTcs ciayxkbamu JIOY
OpPraHOB yNpPaBJCHUS (BBIIECTOSIINX OpraHU3alWii), MOJBEIOMCTBEHHAs CETh KOTOPBIX
BKJIFOYACT PSAJ] OHOPOAHBIX OpraHU3aIHH.

TumoBsle ¥ MpUMEpHbIE HOMEHKJIATYpPHI e, pa3padaTblBaeMble TOCYIapCTBEHHBIMH
OpraHamMH, MHBIMH OpraHM3alusAMH, noguuHeHHbIMU [IpaButennctBy PecnyOnmku benapyce,
YTBEPXKIAIOTCS. X PYKOBOAMTENSIMU mocie corjacoBanus ¢ [IOK coorBercTBylomero oprana
ynpaBieHus: (OpraHu3alyu) W PeCcIyOIMKaHCKUM OpPraHOM TOCYAApCTBEHHOTO YIPaBICHUS
B chepe apXUBHOTO JIej1a U JIeIONPON3BOICTBA.

TumoBsle ¥ NpUMEpHBIE HOMEHKJIATYPBI JIeJ, pa3padaThbiBaeMble OpTraHU3AIUSMH,
SBJISIOIIMMUCS UCTOYHUKAMU KOMIUIEKTOBAHUS TOCYIAPCTBEHHBIX apXWUBOB, YTBEPXKAAIOTCS UX
pykoBoauTensiMu mociie coriacoBaHus ¢ LIOK 3Tux opraHmzanuii ¥ COOTBETCTBYIOIIUMHU
rOCyJapCTBEHHBIMU apXHUBaMH.

TunoBble ¥ NpUMEpPHbIE HOMEHKJIATYphl Jeid, pa3pabaTbiBacMble OpraHU3alUsSMH,
HE YKa3aHHBIMH B YaCTSIX BTOPOH W TPEThEH HACTOSINEro IyHKTAa, YTBEPKIAIOTCA UX
pyKoBoauTeNsiMu nociie cornacoBanus ¢ LIDK satux opranuzauunii.
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B TunoBbIX M IpUMEpPHBIX HOMEHKJIATypaxX €l CPOKM XpaHEHUs Jel YKa3bIBAIOTCS
B COOTBETCTBUHU ¢ TpeOoBaHms MU ToanyHKTa 149.4 mynkra 149 nHactosmen UHCTpyKIUY.

134. Homenknatypa fes1 opraHu3allii COCTABIIAETCS B KaXA0H OpraHM3allMd HE3aBUCHMO
OT HaJIM4Us TUIIOBOW WJIM IPUMEPHOW HOMEHKIATYPHI Jell.

[Ipu cocraBieHMM HOMEHKIATYpPHI €1 OPraHU3alMM Ha OCHOBE THUIIOBOM HOMEHKJIATYpbI
JIeST MHAEKCHI JEeJl, 3ar0JIOBOK KaXkJIOro Jiela M CPOKM XpaHEHHUs [eNl NEPEeHOCITCs B Hee 0e3
U3MEHEHUMN.

Ilpu  cocraBieHMHM HOMEHKJIATYphl [  OpraHM3allMM  HAa OCHOBE  IPUMEpPHOM
HOMEHKJIATypbl JIe]l MHAEKCHl BKJIIOYAaEeMBbIX B HEE JeNl NPUCBAUBAIOTCS C yYETOM HPUHATHIX
B OpraHU3allMy IpaBWJ HMHJEKCALUU el B COOTBETCTBUM C TpeOOBaHMAMM NOAMYyHKTa 149.1
nyHkTa 149 nacrosmeit MacTpyKimu.

[Ipn wucnonp30BaHMK TNPUMEPHONM HOMEHKJIATYpbl Jie1 IO OAHOMY €€ 3aroJIoBKy
B HOMEHKJIaType JieJl OpraHu3aluu J0IyCKaeTcs NpeaycMaTpiuBaTh HECKOIBKO 3ar0JIOBKOB JIEl,
a3arojOBKM  JIe]1  C OJJMHAKOBBIMM CpPOKAMM  XpaHEHHUS, BKJIIOYEHHBIE B IIPUMEPHYIO
HOMEHKJIATypy Ael, AOMycKaeTcsi 00beIUHATh U BKJIIOYaTh B HOMEHKJIATYPY /€] OpraHU3aliu
KaK OJIMH 3aroJIOBOK.

135.B  genompou3BOACTBE  HOMEHKJAaTypa el OpraHu3ald  MCIOJb3yeTcs
JUIS TPYNIIUPOBKY MCIIOJHEHHBIX JOKYMEHTOB B Jiela, CUCTEMAaTU3allu{, WHJEKCALlUU U ydeTa
7iel1, OTpeNieIeHnsl CPOKOB UX XpaHeHMs. HomeHkiaTypa aen opraHu3aliuil sIBISETCS OCHOBOM
JUISL COCTABJIGHUSl OMMCEM Jied TOCTOSIHHOrO, BpeMmeHHoro (cBbime 10 7er) XxpaHeHus
U 10 JINYHOMY COCTaBy, a TaKXK€ AaKTOB O BBIIEJICHUU K YHMUYTOXKEHUIO JOKYMEHTOB U J€d,
HE MOJUIeKAIINX XPaHEHUIO.

B apxuBe opraHm3zanuum HOMEHKJIATypa JeNl OpraHu3allii HCIIONb3yeTcs Ul yueTa Jel
BpemeHHoro (a0 10 ser) xpaHeHus.

136. Homenknatypa Jpeia OpraHu3alMM COCTaBJsieTCS Ha JieJda BCEeW OpraHu3alui,
HOMEHKJIATypa Jell CTPYKTYpHOTO IOApA3JeleHHUs COCTaBIsAETCS Ha Jiena  KaXAoro
CTPYKTYPHOTO NO/Ipa3/ieJIeHNs] OpraHU3al|H.

137. HomenknaTypa [Jen1  OpraHu3aluu  cocTaBiisiercs  ciyxxo6oit  JIOY  (nurmowm,
orBeTcTBeHHBIM 3a JIOY) mo dopme corimacHo NMpUIIOKEHHIO 3 Ha OCHOBE HOMEHKIIATYp el
CTPYKTYPHBIX ITOAPA3/IEICHUN.

Homenknatypa  nen  opraHM3allMd — COCTaBJSIETCS  €XKETrOoJHO,  MOJAIMUCHIBACTCS
pykoBoauteneM cimyk0b1  JIOY  (nmmom, otBerctBeHHbIM 3a JIOY), cormacoBbIBaeTCS
C PYKOBOJAWTEJIEM apXuBa OpraHu3aluu (JIMLOM, OTBETCTBEHHBIM 3a apxuB), LOK wmm
JKcrepTHOM KoMmuccuedl (manmee — OK) opraHuzanuu U YTBEPXKAAETCS PYKOBOJUTENIEM
opranuzanuu 1o 1 sHBaps roja, Ha KOTOPBIM COCTaBIIEHA.

138. HomenknaTypa aen OpraHU3alMH TOAJICKUAT COCTABJICHHIO HA TEKYIIMH TON TpH
CO3/IJaHMM HOBOW OpraHU3alllM, a TAK)Ke MEPECOCTABICHUIO NPHU 3HAUUTENBHBIX HM3MEHEHUSX
B CTPYKType U (Win) GYHKIUAX (HAPABICHUSIX JCSITEILHOCTH) OPTaHU3aIHH.

139. HomeHknaTypsl JeJl OpraHu3alui, SBISIONMXCA HCTOYHUKAMU KOMIUIEKTOBAHHUS
pecnyOIMKaHCKUX TOCYJapCTBEHHBIX apXMBOB, COIJIACOBBIBAIOTCS € COOTBETCTBYIOIIMMHU
rOCyJIJapCTBEHHBIMH apXUBaMH.

Homenknarypsl gen  opraHu3auuid, SBJSIONIMXCS UCTOYHUKAMU  KOMIUIEKTOBaHUS
00JIaCTHBIX U 30HAJBHBIX TOCYJAapPCTBEHHBIX apXMBOB, COTJIACOBBIBAIOTCS C COOTBETCTBYIOLUIMMHU
rOCyapCTBEHHbIMU apXHWBaMHU, a0 PELIEHUIO CTPYKTYpHBIX MOJpa3fesieHuil M0 apXuBaM
U J1€JIONPOU3BOJCTBY 00JAacTHBIX (MHHCKOIO TOpPOJCKOT0) MCIOJHUTEIbHBIX KOMUTETOB —
C COOTBETCTBYIOIIUMHU CTPYKTYPHBIMHU MOJPA3JCICHUIMU I10 apXUBaM U JEIONPOU3BOICTBY
obnacTHbIX (MHMHCKOTO rOpOJICKOT0) UCIIOIHUTEIbHBIX KOMUTETOB.

Homenknarypsl nen opraHuzanuii, He SBISIOIIMXCS HCTOYHMKAMH KOMIUIEKTOBAaHUS
rOCYJIJapCTBEHHBIX apXHMBOB, coriacoBbiBatoTcs ¢ L[OK Beimecrosmux opranuzanuii (nmpu ux
HaJIMYHH ).

HomeHnknatypbl nen opraHu3anui, yka3aHHbIE B YacTSAX MEPBOW—TPETbEW HACTOSIIETO
IyHKTa, COTJIACOBBIBAIOTCA OJIMH pa3 B MATh JIET, a TAKXKE IOCJIE 3HAUUTENbHBIX HW3MEHEHUU
B CTpYKType | (Win) (QyHKIUAX (HampaBiICHHUAX JESTENbHOCTH) OpraHU3allMi HE3aBUCHUMO
OT CPOKa MPEAbIAYIIET0 COrNTacCOBaHMS.
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140. HomenknaTypbl Jien OpraHHu3alnii, MoJIekKaIue COTIIACOBAHUIO
C TOCY/IapCTBCHHBIMH apXHBaMU B COOTBETCTBHUU C TPEOOBAHMSIMU YacTeH IEpPBOM U BTOPOU
nyHkTa 139 Hacrosieit MHCTpyKIMK, COCTaBIAOTCA B TpeX dK3emIurapax. [lepBolil ax3eMIuLsIp
HOMEHKJIaTyphl JIeJl OpraHu3anuu Xpanurces B ciayxoe JIOVY (y muna, orBerctBeHHoro 3a JIOY),
BTOPOH NepenacTcs B apXUB OpraHU3allud, TPETHM — B TOCYJIAapPCTBEHHBIN apXUB, UCTOYHHUKOM
KOMIUIEKTOBAHMSI KOTOPOTO SIBJISIETCS. OPraHU3aLusl.

Homenknarypsl nen opraHusanuii, MOAJEXKAIIUE COMNIACOBAHUIO CO CTPYKTYPHBIMU
MOJPA3/IeNECHUsAMU [0 apXUBaM U JIEJIONPOU3BOJCTBY 00JacTHBIX (MUHCKOrO TOpPOJCKOIO)
UCTIOJHUTENIbHBIX KOMUTETOB B COOTBETCTBUHM C TPEOOBAHUSIMM YacTH BTOpOW myHKTa 139
Hacrosmen MHCTpyKuMM, COCTaBIAIOTCS B Tpex dk3eMmIurapax. [lepBelii  3K3eMIULAp
HOMEHKJIATyphl A€ OpraHu3aluu xpaHurcs B ciayxoe JJOVY (y nuua, orBerctBeHHoro 3a JI0Y),
BTOPOM MEpPENAETCs B apXUB OpraHU3aluu, TPETUH — B CTPYKTYPHOE NOAPA3IEIECHUE IO ApXUBAM
U J1€JIONPOU3BOJCTBY 00JacTHOr0 (MHHCKOrO TOpPOJCKOr0) HCHOJHUTEIBHOTO KOMUTETa
JUISL COTJIACOBAaHMUS, aIIOCJIE  COIVIACOBAHMUSA — B TOCYHApCTBEHHBIM  apXWB, HMCTOYHUKOM
KOMIUIEKTOBAHMSI KOTOPOTO SIBJISIETCSI OPraHU3aLusl.

Homenknarypsl nen opranmuszainuid, nmojajexarniue cornacoBanuio ¢ [[9K Bermecrosmumx
OpraHu3alii B COOTBETCTBMM C TPeOOBAHUSAMH 4YacTH TpeThel myHKTa 139 HacTosmen
HNHcTpyKIMH, COCTaBISIOTCA B TpexX dSK3eMIuripax. [IepBblii 3K3eMIULSIp HOMEHKIIATYpPBI €I
opranuzanuu xpanurcs B ciayx0e JIOY (y nuna, orBercTBenHoro 3a JIOY), BTopoit nepenaercs
B apXUB OpraHU3alH, TPETUH — B BHILIECTOSLIYIO OPraHU3aLHUIO.

Homenknarypsl nen opraHu3anyid, He IOUIEKalIe COINIACOBAaHUIO € FOCYAAapCTBEHHBIMU
apXuBaMH, CTPYKTYPHBIMM TOAPA3JEICHUSIMH I10 apXUBaM U JIEIONPOU3BOJCTBY O0JIACTHBIX
(MuHCKOrO TOPOACKOI0) HCIOJHUTEIbHBIX KoMmHTeTOB, I[JK BbImIeCTOAIMX OpraHu3aiuii,
COCTABJISIIOTCA B JIBYX 3K3eMIurApax. [IepBblii JK3eMIUIIp HOMEHKIATYphl J€1 OpPraHW3aluu
xpanurcs B cayxk6e JJOY (y mmua, orBerctBeHHoro 3a JIOY), BTopoll mepenaercs B apXHB
OpraHU3aLMH.

141. Ilocne yTBEp>KIACHUS HOMEHKJIATYphl J1€J OpPTaHM3AalMKM W3 HEE NIEJIAr0TCS BBIIMMCKU
0 pa3fenaM. 3aBEpPEHHbIE B YCTAHOBJIEHHOM TIOpSAKE BBIIMCKM U3 HOMEHKIATYpPHl Jel
OpraHM3aliy NEPealoTCsl B CTPYKTYpPHBIE NOIPA3ACICHUS OpraHW3alu AJIs UCIOJIb30BaHUs
npu GOPMHUPOBAHUH M YUETE JIEJ, 3aBOJUMBIX B 3THX CTPYKTYPHBIX TOAPA3ICTICHHSIX.

Jlomyckaercss BMECTO BBIIMCOK M3 HOMEHKJIATYphl i€l OpraHu3alud HCIOJb30BaTh
ANEKTPOHHOE OTOOPAaKEHNME HOMEHKJIATYphl €Nl OpraHU3aluy, AOCTYIl K KOTOPOMY MMEIOT BCe
pabOTHHUKM OpraHu3alUH.

142. HomeHknatypbl Jel  CTPYKTYpPHBIX IOAPA3JENEHUNA COCTaBISIIOTCS IO Gopme
COIJIACHO MPUJIOKEHUIO 4.

HomeHknarypa nen CTpyKTypHOrO MOIPA3JEeIeHUs] COIJIACOBBIBACTCS PYKOBOIUTEIEM
apxuBa OopraHu3anuu (JIMIIOM, OTBETCTBEHHBIM 3a apxuB), DK 3Toro mojapasnenenus (mpu ee
HaJIMYMK) U MOANUCHIBACTCS] PyKOBOJIUTENIEM CTPYKTYPHOT'O MOJAPA3AEICHUS.

143. Ilpyn HanuyuM B OpraHM3allMy OOLIECTBEHHOW OpraHM3alliu €€ HOMEHKJaTypa el
cocraBisieTcss 1o ¢popme coriacHo mpuioxeruto 4. Jlema OOIIECTBEHHOW OpraHH3aIuu
BKJIIOUAIOTCSI B KOHEL] HOMEHKJIATYpPbl A€l OPTraHU3aLMHA CAMOCTOSTENIBHBIM Pa3/IeI0M.

144.IIpu cocTaBleHMHM HOMEHKIATYphl J€JI OpraHU3alMi HCIOJIb3YIOTCS  yCTaB
opraHu3anu (MOJIOKEHUE O HEil), MOJIOKEHHsI O CTPYKTYPHBIX MOApa3AeieHUsIX, CTPYKTypa
U IITaTHas YHMCJIEHHOCTb, IITaTHOE pacHUcaHHe, IUIaHbl M OTYETHl O paboTe OpraHu3aluu
U CTPYKTYPHBIX  NOJpA3fc/IeHUuH, MHCTPYKLHUS IO ACJIONPOMU3BOACTBY B OpraHM3alH,
JIOJDKHOCTHBIE (pabo4re) WHCTPYKIMH paOOTHHKAM, THUIIOBBIE M IMPHUMEPHBIE HOMEHKJIATYPHI
JIeJI, HOMEHKJIATYphl J€JI OpraHu3aluy 3a NPEeAbIAYIIUE ToJbl, HOPMAaTUBHBIE NIPAaBOBBIE AKTHI,
JOKaJIbHbIE€  MPABOBbIE€  aKThl, YCTAHABJIMBAIOIIME MEPEUYEHb THUIOBBIX JOKYMEHTOB,
00pa3yIoUIMXCcsl B MpoLEcce JeATENbHOCTH TOCYAApCTBEHHBIX OPraHOB, WHBIX OpraHu3anui
U MHAMBUYQJIbHBIX MpeaNpUHUMATEIEH, C yKa3aHUEM CpPOKOB XpaHEHUsS U (WJIM) MEpedyHu
JIOKYMEHTOB, OOpa3yIOIIMXCsl B IPOLIECCE JEATENILHOCTH T'OCYJapCTBEHHBIX OpPraHOB, HHBIX
rOCyapCTBEHHBIX OpPraHM3alMi W NOJYMHEHHBIX UM (BXOJSIIMX B COCTaB, CUCTEMY) OpPIaHOB
U (MIM) OpraHu3alMid, ¢ yKa3aHHEM CpPOKOB XpaHEHMs, a TakkKe IMepeyHH JOKYMEHTOB,
o0pa3yromuxcsi B IpoILecce JESATENIbHOCTH HEroCyAapCTBEHHBIX OpPraHu3aluid U MOJYMHEHHBIX
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UM (BXOISILMUX B COCTAaB, CUCTEMY) OpraHU3allMi, C yKa3aHUEM CPOKOB XpaHEHHs (lajee —
MEpPEeYHN), YUYETHO-pEruCcTpaliOHHbIe (OPMBI, CIpaBOYHBbIE KapTOTekH. M3yuarorcs cocrtas,
KOJIMYECTBO U COJCpKAHMUE JOKYMEHTOB U Jied, OOpa3yIoLIMXCsl B IpoLEcce esTeTbHOCTH
OpraHH3aIiHy.

145. B HOMEHKJaTypy JAed OpraHu3allMd BKJIIOYAIOTCS 3aroJIOBKM [Nl MOCTOSIHHOTO,
BpeMeHHoro (cBbime 10 mer) u BpemenHoro (mo 10 yieT) XpaHeHHs, B TOM YHCIE YYETHO-
perucTpanoHHbIX  (opM  (KypHAIOB, KHHI) U CIIPABOYHBIX KapTOTEK, HH()OPMAIIMOHHBIX
pecypcos.

B HOMEHKIaTypy Jen opraHu3aluy Tak)Ke BKIIOYAIOTCS 3arOJIOBKU JIEN C TOKyMEHTaMU,
o0pa3yromuMHucs B MIPOLIECCE AEITEIbHOCTH KOJJIETHAJbHBIX OPIaHOB, KOMUTETOB M KOMHUCCHUH.

B noMmeHkiaTypy Ien opraHusaludd HeE BKIIOUaroTcs HaroHanbHBIH peecTp MpPaBOBBIX
aktoB PecnyOmuku benapych u npyrue cOOpHMKHM HOPMATHBHBIX TPABOBBIX aKTOB, IEYATHBIC
W3JIaHusl, BCIOMOTaTeIbHbIe JOKYMEHTHI.

146. CTpyKTYpHBIMU 3JI€EMEHTAMH HOMEHKJIATYpbl JI€JI OpraHU3alluu SIBISIOTCS Pa3/elibl
(moapasnensi).

147. HomeHnkmatypa JAenl OpraHW3alliil  COCTABIISICTCS IO CTPYKTYPHOMY TPHHIUITY
(B COOTBETCTBHM C YTBEPKACHHONW M OTPAKEHHOW B IITATHOM PACMUCAaHUM CTPYKTYpOU
opranuzanyu), (QyHKIMOHAIGHOMY  TNPHHOWINY (B COOTBETCTBHH  C yNPaBICHYCCKHUMU
GbyHKIMAMUA ~ (HampaBJIGHUSIMUA  JI@ATENbHOCTH)  OpPraHM3alHM)  HWIX  CTPYKTYPHO-
(YHKIIMOHAJILHOMY TIPUHIUITY (B COOTBETCTBUH CO INTAaTHBIM PACIHCAHUEM, YIPABICHYECKIMU
GyHKIMAMU (HapaBICHUSIMH JESTEILHOCTH) OpTaHU3AIIHH).

B OeccTpyKTypHBIX OpraHM3anusX, a TakKe B OPraHM3ALUAX C YaCTO MEHSIOIIEHCS
CTPYKTYypOIH HOMEHKJIaTypa JIeJ OpraHu3alliu COCTaBISAETCs M0 GYyHKIIMOHATEHOMY HPUHIUITY.

Hasanusimu pasnenoB (mozapa3zesioB) HOMEHKIATYphl JI€]1 OpraHu3allid, COCTAaBICHHOU
M0 CTPYKTYPHOMY TPUHIUIY, SBISIOTCS HAUMEHOBAHUSA CTPYKTYPHBIX MOJApa3JeieHUN
OpraHu3alyH.

Hasanusmu pasnesnoB (mmojapas3zesioB) HOMEHKIATYPhlI JIe1 OpraHu3allid, COCTABICHHOU
1o QYHKIIMOHAIEHOMY TPUHIWITY, SBISIOTCS  yIpaBieHYeCKHe (QYHKIWMU (HArpaBIICHUS
JeSITeIbHOCTH) OPTaHU3aIlHH.

Hasanusimu pasnenoB (mozapa3zesioB) HOMEHKIATYphl JI€]1 OpraHu3alid, COCTAaBICHHOU
M0 CTPYKTYPHO-(QYHKIIMOHATTLHOMY — TPHUHIUITY, SIBISIOTCSI HAMMEHOBAaHUS  CTPYKTYPHBIX
MOJIpa3/IeICHuii OpraHu3allid W yIpaBlieHUYeCKne (QYHKIWUW (HAMpaBIICHHUS JESTEIHHOCTH)
OpraHH3aIlHH.

HammeHoBaHMsT OpraHOB yNpaBJICHUS W KOHTPOJIGHBIX OPTaHOB OPraHHW3aIMU B MOPSIKE
3HAYUMOCTH  YyKa3bIBAIOTCA B Hayalle HOMEHKJIATYypbl JIel OpraHu3allid B KauecTBe
CaMOCTOSITENIbHBIX Pa3/1eIoB (I10APA3IEIIOB).

[Tpu oTCcyTCTBHH B OpraHHU3aI[K OPTaHOB YIIPABJICHUS W KOHTPOJIBHBIX OPraHOB B MEPBHIi
pa3zies HOMEHKIATYPhI J1€] OpraHr3alluy BKIItoUaroTes gena ciyxobr JJOVY.

[Tpu OoTCYTCTBUM OpraHOB yMpaBICHHS W KOHTPOJIBHBIX OPTaHOB OpPraHU3allud B MEPBBII
pazzes HOMEHKIIATYphI /1€ BKIIYaroTCs fena cayxosl JIOY.

148. Homenknarypa aen opranuzanuu oopmisiercss Ha o01emM OJlaHKe OpraHu3aluu Uiu
9UCTOM JIHCTE OyMaru cranaaptHoro gopmara A4.

149. I'padbl HOMEHKIATYPBI AT OPTaHU3AIMH 3AMOTHIIOTCS B CIEAYIOIIEM MOPSIKE:

149.1.8 rtpade 1 HOMEHKIATypbl J€1 OpraHW3alM{ YyKa3bIBAIOTCS WHACKCH JIed,
o0o3Havyaemble apabckumu Iudpamu. MHIEKC nena COCTOMT U3 HOMepa paszfena (Ioapasfena)
HOMEHKJIATypbl €]l OpraHMu3alMi U MOPSIKOBOIO HOMeEpa Jejia B Ipeleiax JaHHOIo pasfelna
(mogpasnena).

Homep pazgena (moapasnena) u NOpsAKOBBIM HOMEp Jiea B Ipeiesiax JaHHOro paszena
(moapasnena) pasaensercs AeQrcoM.

WHnekcbl  gen, B KOTOpble  NOMEIIEHBI  JIOKYMEHTBI, COJAEp)KAlllMe  CIYKEOHYIO
nH(OPMALIMI0O OTPAaHUYCHHOTO  PACIpOCTpaHEHHs] WM HH(OPMAILHIO, COCTABISIOIIYIO
KOMMEpYECKYI0 TaiiHy, IOIMOJHSIOTCS 4Yepe3 Oe(uC COOTBETCTBEHHO CTPOYHBIMU JIUTEPAMHU
«JICTD) UM «KT» B TIOPSI/IKE, YCTAHOBIEHHOM aKTaMU 3aKOHO/IATEIbCTBA.
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CocraBHBIC YacTW MHJEKCA Jeja, COCTOSIIUE M3 OAHOM apabckoil mudpsl, momyckaeTcs
JTOTIONHATH POt «O».

Jlena, B KOTOpbIE TPYyNIHUPYIOTCA AOKYMEHTHI IO BOIIPOCaM, pa3pelIacMbIM B TEUEHHE
IBYX M Oosee JieT (mepexoidiiue Jena), BKIIOYAKTCS B HOMEHKIATYpy el OpraHu3aluu
CJIETYIOIIETO IoJia MO/ TEM KE UHJIEKCOM.

B koHume kaxpmoro pasgena (moxpasziena) HOMEHKJIATYphl  J€Jl  OpraHU3aluu
IIPEeyCMaTPUBAIOTCS PE3EPBHBIE MHACKCHI /ISl HE3AIUIAaHUPOBAHHBIX J1€]1, 3aBOANMBIX B TEUEHUE
roja;

149.2. B rpade 2 HOMEHKIATYphl [l OpPraHW3allid YKa3blBAlOTCS HAa3BaHUS DPa3eiioB
(moapa3nenoB) U 3arojOBKU JIE.

3aroJ0BOK Jiela JOJDKEH COOTBETCTBOBATh COJCPKAHMIO M COCTABY BKIIOYAEMBIX B HETO
JOKYMEHTOB, OBITh KPATKUM, KOHKPETHBIM U JOCTYITHBIM JIJISl BOCIIPUSTHSL.

B cocraB 3arosoBka Jena BKIIIOYAIOTCS yKa3aHUE BHJA 3aBOAMMOrO Jena (JIOKYMEHTSHI,
nepenucka, Jejio) Wik Buja (pa3HOBUAHOCTH) JOKYMEHTOB W Ha3BaHME TEMbI (COAEpKaHHE)
nena.

B 3aronoBku onpeeneHHbIX KaTeropuil 1€ TOMOIHUTEIbHO BKIIIOUAI0TCS:

yKa3aHUE aBTOpa JOKYMEHTOB (TOJIHOE, COKpAllEHHOE WM BHIOBOE€ HAaWMEHOBAaHHE
OpraHM3aliy, CTPYKTYpPHOTO NOJIpa3AesieHUs] UM HAUMEHOBAHUE JIOJKHOCTHU CITY’Kallero JIMIaA,
U3JAI0IIET0 T0KYMEHTHI);

yKa3aHHe ajjpecaTa WIK KOPPECHOHJIEHTa JTOKYMEHTOB (HAUMEHOBAHHUE OpraHU3aluu WIN
JMLIA, C KOTOPBIM BEJIETCs IEPENNCKa);

reorpauecKkoe Ha3BaHUE HACEIEHHOTO MYHKTa WM TEPPUTOPHH, C KOTOPOW CBS3aHO
coJiepKaHue JTOKyMEHTOB JIeNa;

JaThl (Mepuon), K KOTOPbIM OTHOCHUTCSI COAEpKAHUE TOKYMEHTOB JI€Na;

yKa3zaHHe Ha KOMMUHHOCTh IOKYMEHTOB, BKJIIOUEHHBIX B JIes10. B KOHIIe 3arojoBKa cTaBUTCS
TOYKA, IMOCIIE KOTOPOH yKa3biBaeTcs cioBo «Konus» nnm «Konumy».

TepmuH «J{0KyMEHTB» HCHIOIB3YETCS B 3ar0JIOBKE JIea:

OpU TPYNOUPOBKE B JAEIO pPAa3IMYHBIX BUAOB JOKYMEHTOB I10 OJHOMY BOIIpPOCY,
HE CBSI3aHHBIX TIOCJIEJIOBATEILHOCTBIO JIEJIONPOU3BOICTBA. B KOHIIE 3arojoBka B CKOOKax
YKa3bIBaIOTCA JBA-TPU OCHOBHBIX BUAA (Pa3HOBHUIHOCTEN) TOKYMEHTOB, BKIIFOUEHHBIX B JIEJIO;

npu OObEIUHEHWU B OJHOM Jieje JOKYMEHTOB-TIPHJIOKEHHH K JOKYMEHTY WU TpymIe
JIOKYMEHTOB.

Tepmun «/leno» ucnonb3yercst B 3arojoBKe Jena Mpu OObEAUHEHHM B €€ Pa3iIuYHbIX
BUJIOB (Pa3HOBUAHOCTEI) TOKYMEHTOB 110 OJTHOMY BOIIPOCY, CBSI3aHHBIX IOCJIEA0BATEIbHOCTHIO
€ro pelIeHHs, a TakXKe B Ha3BaHMAX JIMYHBIX, CYJICOHBIX, apOUTPaKHBIX, MNEHCHOHHBIX,
aTTECTALMOHHBIX JIE.

B 3aronoBkax gen ¢ nepenucKoi yKa3bIBarOTCS KOPPECHOHJACHT MM KOPPECIOHIEHTHI,
€CJIM TepenucKa BEIeTCS C OJHUM, ABYMS MM TPeMsl KOPPECHOHIEHTAMM, U COJEp KaHUE
BOIIPOCA, 110 KOTOPOMY BEJIETCsI ITEePENUCKa.

Ecnu nepernucka Benercst ¢ 6ojiee yeM TpeMsi OJHOPOJHBIMH KOPPECIIOHAEHTAaMHU, OHU
MOTYT ObITh Ha3BaHBI B 3ar0JI0BKE Jiefia 0000IEHHO.

Ecnmu mepermcka Benercsi ¢ Oosiee 4eM Tpemsi pa3HOPOJHBIMH KOPPECHOHACHTAMH, WX
HaMEHOBAHMS B 3ar0JIOBKE JIeJIa He YKa3bIBAIOTCS.

B 3aronoBkax jen, coaepkaliux MJaHOBYIO MJIM OTUYETHYIO JOKYMEHTAIUIO, YKA3bIBAIOTCS
YHCII0, MECALl, KBapTal, T'oj1, Ha (3a) KOTOPBIN COCTABIIEHBI JOKYMEHTHI.

Ecin neno cocrouT u3 OJHOTO JTOKYMEHTa, TO B 3arojOBKE Je€jia YKa3bIBalOTCS BUJ
(pa3HOBHMIHOCTh) JOKYMEHTA, €0 CoJIepyKaHue, aBTOp U JlaTa.

B HomeHnknaTtype nen opraHu3anud OJHOPOJHBIM JI€jlaM, BKJIIOYEHHBIM B pa3InyHbIC
paszzaensl (moapa3aessl), IPUCBaNBAIOTCS OAMHAKOBBIE 3arOJIOBKH.

He momyckaercst HCIIONb30BaTh B KAUECTBE 3ar0JIOBKOB (POPMYIIMPOBKH, HE OTPAKAIOIIHIE
COCTaB U COZEp)KaHUE JOKYMEHTOB, BKJIIOYEHHBIX B €O, BTOM uucie «Marepuaib,
«/lokymeHTanbpHBIE MaTepuanbly, «PasHbie TOKyMEHThI», « DHHAHCOBBIE TOKYMEHTB, «O01mas
NIEPENUCKa», M ONpeAETeHUs, B KOTOPhIX BHUJ JOKyMEHTa 3aMEHEH CWCTBHUEM, B TOM 4MCIE
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«HccnenoBanue ...», «Paccmorpenue ...», «OOecmedeHue ...», a TakKe BBOJHBIC CJIOBA
U CJIO’KHBIE CHHTAKCUYECKUE 0OOPOTHI.

3aroJI0BKH JIeJl IOIyCKAeTCs YyTOUHATH B Ipouecce GopMUpoBaHHs Jeil.

3arojoBKM A€ B pas3genax (moApasjenax) HOMEHKJIATypbl /i€ OpraHu3aluu
CUCTEMATHU3UPYIOTCS IO IPyIIIaM B 3aBUCUMOCTH  OT 3HAUMMOCTH U B3aUMOCBS3M [l
B CJIEIYIOILIEM MOPSIKE:

HOpPMaTHUBHBIE [TPAaBOBBIE AKTHI,

yCTaBbl OpraHu3alui;

JOKYMEHTbl O CO3[JaHMH,  TOCYAApCTBEHHOM  perucrpanuu,  MeperMMEHOBAaHHUH,
peoprasusaluu, JMKBUIAINH (IPEKPALLEHUH 1€ATEeIbHOCTH) OpraHu3aluii;

pacropsauTeIbHbIe U METOANYECKHE JJOKYMEHTHI BBIIIECTOSIINX OpraHu3alui;

roCyAapCTBEHHBIE TPOrPaMMBbI U JOKYMEHTHI 110 UX BBINOJIHEHUIO;

pacropsauTeNbHbIe JOKYMEHTbHI OpraHU3allny;

OpraHU3al[MOHHbIE TOKYMEHTbHI OPraHU3alLINN;

POTOKOJIBI;

IUIaHbI;

OTYETHI,

JIOTOBOPBI;

CIPaBOYHO-UH(POPMALIMOHHBIE JOKYMEHTHI;

NEPETNCKa;

YUETHO-PErUCTPALUOHHBIE (POPMBI;

OIMCH JIeJ1 CTPYKTYPHBIX MOIPa3ICIICHUN;

HOMEHKJIaTypa /i€l OpraHU3aluu U BBIIMCKU U3 Hee.

[lopsimox cucremaTH3aluu 3arojioBKOB i€, HE yYKa3aHHBIX B 4YacTW MSITHAaAUATOU
HACTOSIIEr0 MOANYHKTA, ONpPENeNseTcss JIMLOM, COCTaBISIONIMM HOMEHKJIATYpy el
OpraHu3alyH.

Cucrtemaru3zanys 3arojoBKOB /i€l BHYTPH KaXJI0W TPYIIbI ONpPEesieTcss B COOTBETCTBUU
CO 3HAYUMOCTBIO IOKYMEHTOB U CPOKaMHU UX XPaHEHUSI.

Cucremaruzanysi  3arojOBKOB  OJHOPOAHBIX  JIeJl, COJAEP)KAIIMX  HAaUMEHOBaHMS
KOPPECIIOHIEHTOB UJIU reorpapuuecKie Ha3BaHUsl, OCYLECTBIISIETCA 10 au(aBuUTy;

149.3. rpaa 3 HOMEHKIATyphl el OpraHU3alUu 3aMoOJHSAETCS 0 OKOHYAHUU
JIEJIONPOU3BOACTBEHHOIO Troja. B Heill yka3piBaeTcss KOJMYECTBO TOMOB, dYacTed Jedn,
3aBEJICHHBIX B OPraHU3alMM B TEUEHHE I'O/a M0J] COOTBETCTBYIOLIUM 3ar0JI0BKOM;

149.4. B rpade 4 HOMEHKIATYphl J€Jl OpraHU3allMM yKa3bIBalOTCA CPOKHM XpaHEHUs e,
HOMEpa MYHKTOB IO EPEYHI0, HHOMY HOPMAaTHBHOMY IpaBOBOMY akTy. B cimyuae ykazaHus
CpOKa XpaHEHHs Jiesia [T0 UHOMY HOPMAaTUBHOMY IPAaBOBOMY aKTy JOIOJIHUTENBHO YKa3bIBAIOTCS
BUJ Y Ha3BaHHE COOTBETCTBYIOUIETO YTBEP>KACHHOTO HOPMATUBHOI'O MPABOBOIO aKTa, a TAKXKe
BU/I, 1aTa U PETUCTPALIMOHHBI HOMEP YTBEPKAAIOIIET0 €r0 HOPMATUBHOI'O [IPAaBOBOIO aKTa WU
BHUJI COOTBETCTBYIOIIET0 HOPMATUBHOI'O IIPABOBOIO aKTa, €ro J1aTa U PerucTPalliOHHbIN HOMED.

Cpoku XpaHEHMs] JIOKyMEHTOB, HE OTPAKEHHBIX B IEPEYHSIX, HHBIX HOPMATHUBHBIX
NpaBoBBIX  akrax, ompenensoores  UOK  (OK)  opranmzamumii 1o coriacoBaHHIO
C TOCYJJapCTBEHHBIMU apXuBaMHU, CTPYKTYPHBIMH noJipa3esIeHusIMU 10 apXHUBaM
U J1€JI0NPOU3BOJICTBY OOJIaCTHBIX (MUHCKOTO TOpO/ICKOI0) HCIOJHUTENBHBIX KOMHUTETOB WM
[IOK BelmecTodmux opraHu3aluil B MOPSAKE, YCTAaHOBIEHHOM IyHKTOM 139 Hacrosiuein
WHcTpyKIMy A1 COrfIacOBaHUsI HOMEHKIIATYp Jell.

B mporuecce nesTenbHOCTH OpraHU3alii MOTYT 00pa30BbIBATHCS JOKYMEHThHI BPEMEHHOTO
XpaHEHHs, CPOK XpaHEHHs] KOTOPBIX IIOCJE IPOBEACHUS OHKCHEPTH3bl IIEHHOCTU MOXKET
npoaneBatbes. K CpoKy XpaHeHHUsI TaKMX JTOKYMEHTOB U Jiei qobasisercs oTMeTka «ITK»;

149.5.B rpade S5 HOMEHKIATYpbl J€Jd OpraHu3allid MPOCTABISAIOTCS  OTMETKU
0 MepexosIuX JejlaX, O HE3aBEACHUHU JeJ, O Iepejade el B APYryI0 OpPraHM3alUl0 WIN
CTPYKTYpPHOE MOJpa3/ieeHue Ui NPOJ0JKEHHUS, O BBIACICHUHN /1€ K YHUUYTOXKEHUIO0, 00 yTpare
JIeTl, O JIMIAX, OTBETCTBEHHBIX 3a (OPMHPOBAHHUE IEJ, O Mepefade B apXWB OPTaHU3AIMH e
BpeMeHHoro (70 10 met) xpaHeHMs, O JaTax U PEeruCTPAlMOHHBIX HHJEKCaX IPOTOKOJIOB
3acemanuii 1IOK (OK) opranusanuu, B COOTBETCTBUM C KOTOPBIMH YCTAaHOBJIEHBI CpPOKHU
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XpaHeHUsI JTOKYMEHTOB, 00 anekTpoHHbIX aenax (D]1), undopmarnmonusix pecypcax (MP),
rubpunnbix aenax (I'J]) u mHbIE HEOOXOIUMBIE OTMETKH.

150. B xoHLle HOMEHKIATypsl [Je€l OpraHuzauuu nepen pexkBusutoM «lloamuce»
YKa3bIBAIOTCA BUABI, J1aThl, PETUCTPALMOHHBIE HOMEPAa W Ha3BaHMA HOPMATHUBHBIX IPAaBOBBIX
aKTOB, JIOKAJbHBIX IIPABOBBIX AKTOB, YCTAHABIMBAIOUIMX IIEPEUYHH, HHBIX HOPMATHBHBIX
IIPABOBBIX AKTOB, UCIIOJb30BaHHbIX IIPU OIIPEACIIEHUHN CPOKOB XPAHEHUS JIEI.

151. ITo okOHYaHUM JENONPOU3BOACTBEHHOIO Toja ciryx6oi JIOY opranuzauuu (JIumom,
OoTBETCTBEHHBIM 3a JIOY) Ha OTAEeNbHOM JIMCTE COCTaBISETCS MTOrOBasl 3alMCh O KaTETOpHUsX
U KOJIMYECTBE 3aBEJCHHBIX Jed 1o (opMe COrnacHo npuwiokeHuto 5. HroroBas 3amuch
0 KaTeropusix U KOJMYECTBE 3aBEACHHBIX [eJI TIOMEIIAeTCcsl B KOHIIE HOMEHKJIATyphl el
OpraHu3aIyH.

HroroBpie 3ammcu O KaTeropHsx ¥ KOJMYECTBE 3aBEIEHHBIX  JIeN K BBIIHCKAM
13 HOMEHKJIATypbl J1€]1 OpraHu3aluu (IpU HMX HAJIMYMU) COCTABIIAIOTCSA IO 3TOH ke (opme
Y TIOATIACHIBAIOTCS ~ PYKOBOJAUTEISIMH  CTPYKTYPHBIX  TmojpasfeneHuid  (0OIIecTBEHHBIX
opraHu3anuii) uiM paOOTHHKAMH, OTBETCTBEHHBIMH 3a JOKYMEHTALMOHHOE oOOecleyeHue
OTIENBHBIX YIPABICHYCCKUX (PYHKINH (HANPaBICHUHN IEATEILHOCTH) OpraHN3aIliH.

Ceenenus, cojepxaliecs B UTOIOBOM 3alUCH O KaTETOpUsX U KOJMUYECTBE 3aBEJICHHBIX
JIeST HOMEHKJIATYPhI JIeJT OpraHu3alny, epeaatoTcs B apxuB opranuzamun. Otmerka «Toroseie
CBEJICHUS Mepe/laHbl B apXUB OpraHU3alMu» MOANUCHIBACTCS U JaTUPYETCs JTULOM, NepelaBIIuM
CBEJICHUSL.

I')TIABA 12
POPMUPOBAHHME JAEJI

152. JlokymMeHTsl (QOpMHUPYIOTCS B Jiesla paOOTHUKAMH, OTBETCTBEHHBIMHU 3a BEJCHHE
JIETIOTIPON3BOICTBA B CTPYKTYPHBIX  IOJPA3/ICICHUAX, WM JIUIAMH, OTBETCTBCHHBIMH
3a (POpMHUPOBAHHE COOTBETCTBYIOUIMX Jell. B GeccTpyKTypHBIX OpraHuzanusx (GpopMupoBaHue
JIeTT OCYIICCTBIISIOT PaOOTHHK, BBINOJHSIOMUN (GyHKIMK ciayx0b1 JJOY B opraHuzanuu, Wid
pabOTHHKH, OTBETCTBEHHBIE 3a JOKYMEHTALIMOHHOE O0ECeUeHHe OTAEIbHBIX YNpPaBIEHYECKUX
GbyHKIMH (HarpaBIeHUN AEATEIBHOCTH) OpTraHU3allnH.

Obecnieyenue NpaBWIBHOTO (POPMHUPOBAHUEM JIENI B JIEJIONPOU3BOACTBE OCYIIECTBIISIOT
ciyx6a JIOY (;qumo, OTBETCTBEHHOE 3a apXWB) U apXUB opranuszanuu. [IpaBuiabHOCTB
¢dopmupoBaHMsA A€l TNpoBepsieTcs  NpU  Iepejadye  JAed B apxXuB  OpraHu3aluu
Y B TOCYAapCTBEHHBI apXWB, €CIM OpraHU3alHs SBISETCS HCTOYHUKOM KOMIUICKTOBAHHS
roCyJIJapCTBEHHOI'O apXMBa.

153. B nemno moMemnarTes TOKYMEHTBI, KOTOPBIE MO0 CBOEMY COJIEPYKAHHIO COOTBETCTBYIOT
3arojoBKy Jena. JIOKyMeHTbl TIpyNnHMpyIOTCs B Jiela COIVIACHO OTMETKaM 00 UCIIOJIHEHUH
JIOKYMEHTa U HallpaBJI€HUM €ro B aeino. Ilpu 3ToM mpoBepsIoTCs MPaBUIIBHOCTH O(POPMIICHHS
JOKYMEHTOB, HaJIM4KE MOJAMUCEH, JaT, OTMETOK 00 UCTIOJIHEHUH JOKYMEHTa U HAIIPABJIEHUH €T
B JIETIO U IPYTHX HEOOXOIMMBIX PEKBH3UTOB JTOKYMEHTOB.

154.B pena rpynmupyroTcs JOKYMEHTHI OJHOTO  JICJIONPOU3BOJCTBEHHOTO TIoja,
32 UCKITIOUEHHEM MEePeXOISIIUX, JINYHBIX U CyAeOHBIX JeI.

JIOKyMeHTbl TOCTOSIHHOTo, BpeMeHHoro (cBbimue 10 1er) u BpemenHoro (no 10 ser)
XpaHEeHUs TPYIIUPYIOTCS B OTAENbHbIE Jena. JlomyckaeTcss BpeMeHHas TPYIIUPOBKA B OJHOM
Jienie JOKyMEHTOB C Pa3IMYHBIMU CPOKaMH XPaHEHHsI, CBSI3aHHBIX PEUIICHHEM OJHOTO BOIPOCA.
[To oxoOHYaHMYU JETONPON3BOACTBEHHOTO TOa TaKue Aeiia pac(hOPMHUPOBBIBAIOTCS, a JOKYMEHTHI
TPYNIUPYIOTCS B CAMOCTOSTENbHBIC JIefla B 3aBUCUMOCTH OT CPOKOB UX XPaHEHHUS.

B neno Bkmo4aercs TOJIBKO OAMH SK3EMIULIp KakAoro aokymeHnra. He pomyckaercs
BKJIIOYATH B JIeJ1a JOKYMEHTBI, OJUIeXKallie BO3BpaTy, YSPHOBBIE U AyOJI€THBIE SK3EMILISAPHI.

[Tpunoxenus GopMupyroTcs B eaa BMECTE € JOKyMEHTaMH, K KOTOPbIM OHM OTHOCSITCSI.
[Tpu 3HaUMTENEHOM 00BEME MTPHUIIOKECHUN TOIYCKACTCSI X TPYNIMPOBKA B OTJCIIBHBIC J€TIa.

155. O0bem nena TMOCTOSHHOTO M BpeMeHHOro (cBeimie 10 yeT) XpaHeHHs He TOJIKEH
npesbimath 300 nmuctoB mpu tonmmHe He Oonee 40 mM. Ilpu Gonbimiem oObeMe TOKYMEHTOB
JIeNI0 JIeNST Ha CaMOCTOsATENIbHbIE TOMA. JIOKYMEHTBI Ka)XJI0ro ToMa SIBJISIOTCSA MPOJODKEHUEM
MPEbIIYLIETO.
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156. JIoKkyMeHTBl B i€JIe CUCTEMATU3UPYIOTCSA 10 CAEAYIOIMM IPUHIUIAM WIH HX
COBOKYITHOCTH: HOMHUHAJIbHBIN, BOINPOCHO-JTOTUYECKUM, XPOHOJIOTHUYECKUH, an(aBUTHBIH,
HYMEpalXOHHBIH, KOPPECTIOHICHTCKUA, reorpadnuecKuil.

157. PacnopsinutenbHbIe JIOKYMEHTBI TPYHIUPYIOTCS B JleJIa 10 BUJIaM
U CUCTEMATU3HUPYIOTCS B MOPSAKE BO3PACTaHUSI HOMEPOB.

[Ipuka3bl ¥ paclOpsKEHUS 110 OCHOBHOM — JEATECIBHOCTH, IO JMYHOMY  COCTaBy
U 110 aAMUHHUCTPATUBHO-XO3SIIICTBEHHBIM ~ BONpPOCAaM  TPYHIMPYIOTCS B OTACIbHBIE  J€NIa
U CUCTEMATHU3UPYIOTCS B IOPSAKE BO3PACTAHUSA UX HOMEPOB.

[Tpuka3bl W paclnopsyKEHUs 10 JIMYHOMY COCTaBy TIPYNIMPYIOTCS B OTAEIBHBIE Jeia
B 3aBUCHUMOCTH OT CPOKOB UX XpaHEHHUS.

PacnopsinuTenbHble TOKYMEHTBI ONpEAEIeHHON pPa3HOBUAHOCTU (O BHECEHMH M3MEHEHHM
B LITATHOE  pacHuCaHWe, O KOMaHAWPOBAHMH, O INPEJOCTABIECHUH  OTIYCKOB M MHBIX
pa3HOBUHOCTEH), pPETUCTPUPYEMBIE OTIEJBHO B COOTBETCTBUU ¢ TpeOOBaHUAMU
noanyHKToB 125.3 u 125.4 nynxra 125 nacrosmel MHCTpyKIuu, rpynnupyroTCcsl B OTAEIbHBIE
Jena.

OpranuzalvoHHbIE JOKYMEHTBI, B TOM YHCJIE€ YCTaBbl, MOJI0)KEHUS, UHCTPYKLMH, IITATHBIE
pacnucanusi, opMUPYIOTCS B OTAEIbHbIE Aena. OpraHu3alMOHHbIE JOKYMEHTBI, yTBEP)KICHHbIE
pacropsIUuTeIbHBIME JTOKYMEHTAMH M ITPOTOKOJIAMH, JOMYyCKaeTcsi (JOPMHUPOBATH B JIENIa BMECTE
C YKa3aHHBIMU JOKYMEHTaMH KaK [IPUJIOKEHUS K HUAM.

[Iporokonbl  rpynnupyroTcs B Jela  OTAEIbHO MO BuAaM  (pa3HOBUIHOCTSIM)
U CUCTEMATHU3HUPYIOTCS 10 XPOHOJIOTMH B IOPSIIKE BO3pACTaHNsI HOMEPOB.

[1nansl U OTYETHI TPYNIMPYIOTCS B A€ia TOTO roJia, K KOTOPOMY OHHM OTHOCSITCS 110 CBOEMY
COJIEP’KaHUIO, HE3aBUCUMO OT BPEMEHHU UX cOcCTaBlieHHA. [InaHbl, paccunTaHHbIE HA HECKOJIBKO
net, GOpMHUPYIOTCS B JieNia TI0 HAYAIBHOMY TOIy WX JeHcTBUS. OTYETHI O BHITIOJIHEHUHM TaKUX
IUTaHOB (POPMHUPYIOTCS B Jiesa MO0 HOCIeTHEMY To/ly JeHCTBUS IUIaHa.

Jlena ¢ mepenucKoi, MOpyYEHUSIMH ¥ JOKYMEHTaMH 00 WX BBIMIOJHEHUH (HOPMUPYIOTCS
10 BOITPOCHO-JIOTUYECKOMY MPHUHLHNILY, NPEAyCMaTpUBAIOIIEMy pPAaclOJIOKEHUE TOKYMEHTOB
B JIOTUYECKON IOCJIEIOBATEIbHOCTH PEIIEHUsI BOIPOCA: MEPBBIM MOMEIIAETCS WHUIUATUBHBIN
JOKYMEHT (3alpoc WK NOPYUYEHHE), 32 HUM OTBETHBINH JOKYMEHT.

JIOKYMEHTBI JMYHOTO JieJa CUCTEMATU3UPYIOTCS B IOPSAIKE, YCTAaHOBJIEHHOM aKTaMHU
3aKOHOJATEIbCTBA.

OOpamienust TpaxJaH U IOPUAMYECKHUX  JIMII W JOKYMEHTBI, CBSI3aHHBIE  C UX
paccMoTpeHueM, (GOpMHPYIOTCS B MOpsAKe, IpexycMOoTpeHHoM IlonoxkeHuem o mopsike
BEJICHHS JICJIOMPOU3BOJICTBA IO OOpAIICHHUSIM TPaKIaH W IOPUAMYECKUX JIUI], YTBEPKICHHBIM
nocraHoBiaeHueM Coseta MunuctpoB PecriyOnuku benapycs ot 30 nexabps 2011 r. Ne 1786.

JluneBple cuera IO HAUMCIEHUIO 3apa0OTHOM IUIaThl paOOTHMKAM OpraHu3aluu
IPYNIIUPYIOTCS B CAMOCTOSATENbHBIE Jiefla B Mpe/ieiax roja U CUCTEMaTU3UPYIOTCs 1o adaBUTy
dbamunuii  pabOTHMUKOB WIJIM IO CTPYKTYPHBIM  TOJpAa3JeleHusIM U andaBuTy (paMunmii
pabOTHHKOB B Mpejeaax CTPYKTYpHOTO MOJIpa3/ieeHusl.

I'’TIABA 13
IKCIHEPTU3A HEHHOCTHU JOKYMEHTOB

158. OkcnepTusza LEHHOCTH JOKYMEHTOB OCYIIECTBIISIETCS B OpraHU3alMd IOCTOSHHO
neiicteyromeit [[OK (OK), co3gaBaemoii u feiicTByromiel B MOpSAIKE, YCTAaHOBICHHOM
rmaBamu 7-9 TlpaBun paboOThl apXWBOB TOCYJAapPCTBEHHBIX OPraHOB M MHBIX OpTraHU3aIINM,
YTBEPKACHHBIX TMOCTaHOBIeHHeM MuHucTepcTBa roctuimnu PecnyOnuku bemapych ot 24 mas
2012 1. Ne 143,

159. HenocpeacTBeHHbINt OTOOpP [OKYMEHTOB HAa XpaHEHHE B apXWB OpraHHU3aluU
Y BBIJICJICHAE K YHHUYTOXXCHHUIO IPOU3BOIUTCS PAOOTHHKAMH CTPYKTYPHBIX IOJApa3IeICHAN
OpraHM3alliy, B MPOIECCe NEATEIBHOCTH KOTOPBIX OHU ObUIM 00pa30BaHbI, B OECCTPYKTYPHBIX
OpraHm3alusax — pabOTHHKaMH, OTBETCTBEHHBIMH 32 JOKYMEHTAI[MOHHOEC OOecCIeueHue
OTJIEbHBIX YIPaBIEeHYECKUX (DYHKIUHN (HaMpaBiIeHUH JESTEIbHOCTH) OpraHU3aIiH.
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160. ITo pe3ynbTataM 3KCHEpPTH3Bl LEHHOCTH M OTOOpa JOKYMEHTOB Ha XpaHEHUE WIIH
YHUYTOXKCHNE COCTABIIIOTCS] OMKCHU JIEN MOCTOSHHOTO, BpeMeHHOro (cBbime 10 jer) XxpaHeHus
U 110 JINYHOMY COCTaBY, a TaKK€ AakKThl O BBIACICHUH K YHHMUYTOXXECHUIO JOKYMEHTOB U JeT,
HE IOJUIKAIINX XPAHESHHIO.

I''TIABA 14
OPOPMJIEHHUE JEJI

161. Jlena opranu3zanuu nosiexar oOpMICHHUIO NIPH UX 3aBEJACHUU B JIEJIONPOU3BOICTBE
U IIPY OATOTOBKE K II€pelaye B ApXUB OPraHU3aLNN.

Odopmiienne nen npoBoAUTCS paOOTHUKAMU CTPYKTYPHBIX MOJIpa3/ieieHnil OpraHnu3alum,
B KOTOPBIX OHH (HPOPMHUPYIOTCS WM ObUTH CPOpMHUPOBaHBL. B OeCCTPyKTYPHBIX OpraHHU3aLUsIX
oopmieHne naena OCyLIECTBISETCS pPaOOTHUKAMH, OTBETCTBEHHBIMHM 3a JJOKYMEHTALMOHHOE
oOecrieyeHHe  OT/ACIBHBIX  YIPaBICHUECKUX  (QYHKIUK  (HAmpaBIeHUH  JESTEIHHOCTH)
OpraHH3alyH.

Odopmnenne nea  OCYyIIECTBISETCS TOJ KOHTPOJEM U IpU METOJUYECKOW IOMOIIU
cinyx6sl JIOY (n1uua, otBerctBeHHoro 3a/JIOY) wumapxuBa opranuzanuu. IlpaBuibHOCTB
oopmieHnst AN MpoBepsieTcs MpH Mepeaade el B apXUB OPraHU3aIlH U B TOCYAaPCTBEHHBIN
apXuB, €CJIM OPraHU3aLMsl SBJIAETCS HCTOYHUKOM KOMIUIEKTOBAaHUS TOCYJapPCTBEHHOIO apXUBa.

162. B 3aBUCUMOCTH OT CPOKOB XpaHEHHUS TPOBOAMUTCS TOJHOE WIA YaCTUYHOE
odopmiieHue ed.

YactuaHoMmy OQOPMIICHHIO TOAJIEKAT BCE Jeja MPU UX 3aBEICHUH B JEIIOMPOU3BOICTBE.
[TomHOMY OOpMIIEHHIO MOAJIEXKAT Je)1a MOCTOSIHHOTO U BpeMeHHOro (cBbiiie 10 jeT) XxpaHeHus
MIOCJIE UX 3aBEPUICHMUSI 1€TONPOU3BOJCTBOM.

163. Yactuynoe  odopmiieHue  fAeina  NpU  3aBEJEHUM B JCJIONPOU3BOICTBE
MpeIyCMaTpUBAEeT 3aBEACHUE OOJOXKKH M OOpPMIICHHE Ha €€ JIMIEBOW CTOPOHE PEKBU3UTOB
B COOTBETCTBHM C HOMEHKJIATypoil Aen opranu3auuu. Ha o0Gnoxkke nena ykas3bIBatoTCs:

HAaUMEHOBAHHE BBIIIECTOSIIEH OpraHu3aliy (Ipyu €€ HAIUYUH);

HauMEHOBAHHUE OpraHU3aluy;

HAaNMEHOBAHME CTPYKTYpHOTO ToOApa3feieHus (OOIECTBEHHOW OpraHW3alfy) WIIH
(GyHKIMK (HampaBJieHUs NEATENBHOCTH) OpPraHU3alMd B COOTBETCTBMM C HOMEHKJIATYpOH el
OpraHu3aluiy;

MHJIEKC JieJ1a 110 HOMEHKJIAType 1€ OpraHu3alny;

3aroJOBOK /€74,

roJl, B KOTOPOM 3aBOJUTCS JI€NI0;

CPOK XpaHEHHus Jena.

164. ITonHnoe odopmMieHHe nena mpeaycMaTpruBaeT:

HYMEpALUIO JIUCTOB B JIETIE;

COCTaBJICHME BHYTPEHHEH ONHMCH JOKYMEHTOB Jiesia (B CilydasiX, OIpEeSICHHbIX
myHKTOM 166 Hactosme UHcTpykuun);

COCTaBJIEHHUE JIUCTA-3aBEPUTEIIA Aesia (TOMA, YacTH);

oopMIIEHHE U YTOUHEHUE PEKBU3UTOB OOJIOXKKH JIETa;

NOJUIMBKY WIN NEPEIIET JENa.

[lepen mnonHbIM oOdopMIEHUEM J€la MPOBEPSETCS MPAaBUIBHOCTh CHCTEMATU3ALUN
JIOKYMEHTOB JIeJIa B COOTBETCTBUH ¢ TpeOOBaHUsMM IMaBbl 12 HacTosme MHCTpyKImy.

Ecnu B TedeHne AeI0MpoOn3BOICTBEHHOTO T0/1a CHOPMHUPOBAHO HECKOIBKO TOMOB (JYacTeil)
Jena, TO KaXAbli ToM (4acTh) O(OPMIISIETCS OTIACIBHO B COOTBETCTBHM C TPEOOBAaHUSIMM,
YCTaHOBJIEHHBbIMU IyHKTaMu 165—170 Hacrosmeit MHcTpyKumu.

165. JIuctel B nene, KpoMe JINCTa-3aBEPUTENS [1E1a, HyMEPYIOTCS B IPABOM BEPXHEM YIITy
JIMIIEBOI CTOPOHBI, HE 3a/ieBasi TEKCTa JOKYMEHTOB, apaOCKUMH mudpamMu 4epHBIM TpapUTHBIM
KapaHzamoMm. Mcronp30BaHME YEpHWI U LBETHBIX KapaHAAlled [js HyMepaluHu JIHCTOB
HE JI0IyCKaeTcs.

JIucThl BHYTpEHHEH ONMCH AOKYMEHTOB J€jla HyMEPYIOTCS OTAEIBHO. JIMCTBI Ka)moro
TOMa (YacTu) Aejia HyMEpYIOTCSl OTAEIBHO.
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JIucr-3aBeputens nena He Hymepyercs. K kaxaomy ToMy (4acTH) nena COCTaBIISETCS
OTJIEIbHBIN JINCT-3aBEPUTEITb.

CI0XeHHBIH JTUCT pa3BOPAuYMBACTCS M HyMEpYeTCs B IPaBOM BEpXHEM yriy. JIuct moboro
(dbopmaTa, TOAMUTHIN 32 OJUH Kpail, HyMEpyeTcsl KakK OJWH JIUCT. JIUCT, CIIOKEHHBIM TOTOoIaM
U TIOJIIMTHIN 3a CEpEUHY, HyMEpYETCs KaK J1Ba JIMCTA.

Yeprexu, puarpammbl, ¢Gotorpaduu W ApyrHe  crenuduueckue  JTOKYMEHTHI,
MIPEJCTABISIONINE CAMOCTOATENbHBIN JIUCT B Jiefie, HyMEpYyIOTCS Ha 00OPOTHON CTOPOHE B JIEBOM
BEpPXHEM YTIIy.

JIMCT ¢ MIOTHO HAKJIEEHHBIMH JTOKyMEHTaMH, B TOM 4ucie (pororpadusmMu, BbIpE3KaMU,
BBIIUCKAMHU, HYMEpYeTcs KaKk OJWH JHCT. JIOKYMEHTBI, IOJAKJIEEHHbIE OJHUM Kpaewm,
HYMEPYIOTCSl OTJENIBHO.

JIOKyMEHTBI, KOTOpbIE HEBO3MOKHO MOJLINTH B €10, BKJIAIbIBAIOTCS B KOHBEPT, KOTOPBIN
noamuBaeTcs B aeno. lloammuTeie B 1€70 KOHBEPTHI C BIOKEHUSIMH HYMEpPYIOTCS; TPU ITOM
BHayajle HyMepyeTcsi KOHBEPT, a 3aTEM OUYEpPEAHBIM HOMEPOM KaKJO€ BIIOKEHHE B KOHBEPTE
(KaXIbIil TUCT BIIOKEHUS B KOHBEPTE).

CdopmupoBaHHBIE B JCJI0 JTOKYMEHTBI C COOCTBCHHOH HyMepaluei JTHCTOB (BKIIOYAs
MeYaTHbIE W3JaHUs) HyMepyroTcs B oOmiem mopsimke. CoOCTBEHHas Hymepalusi CoXpaHseTcs,
€CJIM UMEIOLINI €€ JOKYMEHT COCTaBJIseT OTAENIbHOE JIENO.

[Tpu Hamuuuu OonblIOro KoiaudecTBa omuOOK (Oomee 20) B Hymepaluu JHCTOB JAelna
MPOBOJUTCS UX TEPEHyMEpalMs: CTapblidi HOMEP 3a4EPKUBAECTCS OJHOM HAKJIOHHOM YepTOM,
pSAIOM CTaBUTCS HOBBIM Homep JmcTa. Ecium oOHapy>KeHHbIE OIIMOKH B HyMEpaluu
HE3HAYUTENIbHbI, TO WCIHOJB3YIOTCS JMTEPHbIE HOMEpa JIMCTOB, KOTOpBIE YKa3bIBAIOTCS
CTpOYHBIMU OykBamHu 0e3 mpobena.

166. K nmemam, ydeT KOTOPBIX BBI3BIBAaETCs crenm(pukoil qokyMeHTanuu (0co0o IEHHBIE,
cyneOHble, TWYHBIC JAeNa, Nena, cOPMUPOBAHHBIE MO BUAAM W PA3HOBUIHOCTSIM JIOKyMEHTOB,
3aroJIOBKU KOTOPBIX HE MOJHOCTHIO PAaCKPBIBAIOT KOHKPETHOE COAEpkKaHHE JOKYMEHTOB J€Ja),
COCTaBIISIETCS] BHYTPEHHSIS OMUCH JOKYMEHTOB JIefa 1Mo JopMe COTTIACHO MPHIIOKEHHUIO 6.

Bo BHyTpeHHel onucu TOKyMEHTOB Jiea YKa3bIBalOTCs MOPSIKOBbIE HOMEpPA TOKYMEHTOB
B JIeNie, JaThl, pErUCTPAIlMOHHBIE UHACKCHI, Ha3BaHUS U (WJIM) 3aTOJIOBKH JOKYMEHTOB U HOMEpa
JUCTOB JIeJ1a, Ha KOTOPBIX PACTIONOKEH KaXK/IbIi TOKYMEHT.

Bo BHyTpeHHell OMUCH JOKYMEHTOB Jella C PacloOpsAUTEIbHBIMU JOKYMEHTaMU
10 IMYHOMY COCTaBY B Kau€CTBE 3arojOBKa YKa3bIBAIOTCS MPEANMCHIBAEMbIE AEHCTBUS (IIpHEM,
MEepeBOJl, YBOJBHEHHWE W WHbIE IMpEANUChIBaéMble JEWUCTBUSA) C yKa3aHueM (haMujIuii,
COOCTBEHHBIX FIMEH, OTYECTB (€CIIM TaKOBBIE MMEIOTCSI) KOHKPETHBIX pab0oTHUKOB. Ecii B otHOM
pactopsSAUTENFHOM JOKYMEHTE M0 TUYHOMY COCTaBY COAEPIKUTCSA HECKOJIBKO NEHCTBUI, Kaxk0€e
U3 HUX OTPakaeTcsi BO BHYTPEHHEH ONUCH JIOKYMEHTOB J€jla [0 CaMOCTOATEIbHBIM
MOPSAIKOBBIM HOMepoM. Eciau B OZHOM pacmopsauTeNbHOM JTOKyMEHTE IO TUYHOMY COCTaBY
OJIHO MpPEIINUChIBAEMOE JIEHCTBUE PACHPOCTPAHSAETCS Ha IIMPOKUN Kpyr paOOTHHUKOB, HX
(amunnn, coOCTBEHHbIE MMEHA, OTYECTBa (€CIM TaKOBbIE MMEIOTCS) BO BHYTPEHHEH oOmucu
JIOKYMEHTOB JI€JIa JI0IyCKAaeTCs HE YKa3bIBaTh.

B koHme BHyTpeHHEW OMUCU JOKYMEHTOB Jiela JAeNaeTcsl UTOroBas 3aluch, B KOTOPOU
YKa3bIBAIOTCA IHU(PpPaMU U NPOMUCHIO  KOJIMYECTBO BKIIIOUEHHBIX B JIEIO0 JIOKYMEHTOB
Y KOJIMYECTBO JIMCTOB BHYTPEHHEH OMUCH JOKYMEHTOB JIENa.

BuyTpeHnHsit omnuch JTOKyMEHTOB Jiela IOAMMCHIBAETCS  JIMIIOM, COCTaBHMBILHUM
BHYTPEHHIOIO OMHCh JOKYMEHTOB Jeja, W IOMeIlaeTcss B Havane jaena. Ecim geno moammTo
(nmeperiereHo) 6e3 BHYTPEHHEH ONMHMCH JTOKYMEHTOB J€la, COCTaBJIEHHAs I10 yCTaHOBJICHHOW
(hopMe BHYTpEHHSISI ONUCH TOKyMEHTOB Jiela MOJIKICHUBACTCS K BHYTPEHHEH CTOpOHE OOJIO0XKKU
nena.

H3meHeHus cocTaBa JOKYMEHTOB Ji€fla, B TOM YHCIE HW3BATHE, BBIEMKA, BKIIIOUCHUE
JOKYMEHTOB, 3aME€HAa HX KOIHUSMH, OTPa)KalOTCS BO BHYTPEHHEH OINKCH JIOKYMEHTOB el
Brpade «IIpumeuanue» co CChUIKAMU Ha COOTBETCTBYIOIIME akThl. llpu HeoOxomumocTu
COCTaBJISIETCSl HOBasi BHYTPEHHSS ONKMCHh JIOKYMEHTOB Jiela M (WIM) HWTOroBasl 3alllcCh
K BHYTPEHHEU OMHCH OKyMEHTOB Jena. [Ipenpinynire BHYTpeHHHE OMHCH JTOKYMEHTOB Jeia
Y UTOTOBBIE 3aIIMCH K HUM 3a4E€pPKHUBAIOTCS OHON HAKJIOHHOM YepTOl, HO COXpaHAIOTCA B JIEIIE.
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167. lnst ydera KoinddecTBa JHMCTOB B Jiene, (UKCAIMM OCOOCHHOCTEH HX HyMepaluu
1 QU3UYECKOT0 COCTOSIHUS COCTABIIAETCS 3aBEPUTEIbHAS HAAIUCh. 3aBEpPUTEIbHAs HAJIUCh
COCTaBIIICTCSl TOCPEACTBOM OGOPMIICHHUS OTAEIBHOTO JIUCTa-3aBeputTens jena 1o gopme
COTJIACHO TIPHJIOKEHUIO 7 W TTOMeINIaeTcs B KoHile aena. Ecnu aeno moamuro (neperieTeno) 6e3
JMCTa-3aBepUTENs Jejia, COCTABJICHHBIM I10 YCTAHOBICHHON (opMe IJUCT-3aBEpPHUTENb JIeNa
MIOJIKJIEBAETCS 3@ BEPXHIOIO YacTh K BHYTPEHHEH CTOPOHE OOJIOKKH Jiera.

B nwmcre-zaBeputene gena  mudpaMd M OPONHMCHIO  YKA3bIBAIOTCA — KOJIUYECTBO
IIPOHYMEPOBAHHbBIX JIUCTOB J€Ja, KOJMYECTBO JIMCTOB BHYTPEHHEH ONUCH JOKYMEHTOB Jena
(mpu ee HanMW4MM), HAJTUYUE JIMTEPHBIX M MPOMYLIEHHBIX HOMEPOB JIMCTOB, HOMEpa JIUCTOB
C HAKJIEEHHBIMH (QoTorpadusiMu U JOKyMEHTaMM (32 UCKIIOYEHHEM JIMYHBIX [€]1), HOMepa
KOHBEPTOB C BJIO)KEHUSIMH U KOJUYECTBO BJIOXKEHUH (IMCTOB BioxkeHui). KomuuecTBo nMCTOB
BHYTPEHHEH OIMCH JIOKYMEHTOB Jl€Jla YKa3bIBaeTCs B 3aBEPUTEIbHOM HAJANKCU TOCJE OOIIEro
KOJINYECTBA JINCTOB JleJla yepe3 3HaK «+» (IUIkoc).

Jlucr-3aBepuTend Jena MOAMUCHIBAETCS JIMIIOM, COCTABUBIIMM 3aBEPUTENBbHYIO HAAINMUCH,
C YKa3aHUEM JIOJDKHOCTH CITy’Kallero, paciinpoBKY NOJMNUCH U 1aThl COCTABIICHHS.

[Ipn nepenymepanuu J1UCTOB B KOHIIE JI€Jia COCTaBJISIETCSl HOBasl 3aBEpUTEIbHAsT HAJIUCh
MIOCPECTBOM O(QOPMIICHHSI HOBOIO JIMCTa-3aBepuTens aena. Ilpensiaymias 3aBepUTEIbHAs
HAJIMKUCh 3a4EPKUBAECTCS OJHON HAKIIOHHOW YE€pPTOM, HO COXPAHSIETCS B JIEIIE.

168. O010kKH 1€ 0POPMIISIOTCS 110 (POpME COTrTIaCHO MPUIIOKEHUIO 8.

169. Ilpu oopmireHnN 00JI0KKH J1eTIa COOTIOTAI0TCS CIeAYIOIINE TIPaBUIa;

169.1. HauMeHOBaHUE BBIIIECTOALICH oOpraHu3anuu (Mpud €€ HaJMYuHM), OpraHu3aluu
U CTPYKTYpHOTO Tojpa3zaeneHusi (oOIIeCTBEHHONM OpraHu3alii) YKa3blBA€TCA IOJTHOCTHIO
B UIMECHUTEIILHOM Tajaexe. Eciau opraHmsanuss WM BbIIIECTOSINAs OpraHU3alus HMeeT
ouIMaNbHO TIPUHATOE COKpAIIEHHOE HAaWMEHOBAaHHME, TO OHO YKa3bIBACTCS HIDKE MOJHOTO
HaMEHOBAaHHUA B CKOOKax.

Eciu B nepuon QopmupoBaHus [Jena HAMMEHOBAaHUE BBIIIECTOSIIEH OpraHu3aluy,
OpraHu3alMi WM CTPYKTYPHOTO IMOJpPAa3/eiCHUsl H3MEHSJIOCh, TO IpeKHee HAaUMEHOBaHHE
3aKJIF0YaeTCsl B CKOOKH, a BbIIIE YKA3bIBAETCSI HOBOE HAMMEHOBAHUE.

Ecnu B nepuoa ¢opMupoBaHus fena oHO ObLIO MEPEaHO B APYTYIO0 OpPraHU3alMI0 WM
CTPYKTypHOE  MOJpa3JeieHHe, TO HAaWUMEHOBaHUE OpraHu3allid WIH  CTPYKTYpPHOIO
MOJIpa3/IeIeHus, B KOTOPOM JIeJ0 ObLIO HAyaTo, 3aKIF0YaeTCsl B CKOOKHM, a BBIIIE YKa3bIBACTCS
HAaUMEHOBAHME OpraHM3alMl WM CTPYKTYPHOIO MOJpa3fesieHus, B KOTOpOe JeJIo ObLIo
nepesaHo.

Ecnu opranuzanus, B KOTOpYIO ObUIO MEpENaHO MAEN0, MMEET HHYIO BBIIIECTOSIILYIO
OpraHu3alio, 4YeM OpraHu3alus, B KOTOpOHl 1eno Obulo 3aBeleHO, HaMMEHOBaHME
BBIIIECTOSIIIEH OpraHu3alMi, yKa3aHHOE Ha O0JIOKKE IpU 3aBEJEHUM Jiea, 3aKII4aeTcs
B CKOOKHM, a BBILIE YKa3blBaeTCsl HAMMEHOBAHUE BBIMIECTOSIIEH OpraHU3aluu Ui TOU
OpTaHu3aIH, B KOTOPYIO JIeJI0 ObLIO MepeanHo;

169.2. uHnekchl M 3arojOBKM  Jie1  Ha O0JO0XKKaX  yKa3bIBalOTCd B COOTBETCTBUHU
C HOMEHKJIaTypou jen opraHuzauuu. [Ipu nepecoctaBieHUM HOMEHKIATYPHI J€J1 OpraHu3aluu
B TEUCHHME JIEJONPOM3BOJCTBEHHOTO TIOJa W M3MEHEHUU HHJAEKcAa Jeja MPeXHUH HHIEKC
3aKJIF0YaeTCsl B CKOOKH, a HOBBIN YKa3bIBAETCS HAJl HUM;

169.3. ecniu B TeueHHE AETONPOU3BOACTBEHHOIO rofa cHhOpMUPOBAHO HECKOJIBKO TOMOB
(uacteill) nena, To Ha OOJIOKKE Ka)XJ0ro toma (4acTv) ykasbiBaercsi cioBo «Tom» («HacTb»)
U ero HOMEp;

169.4. B 3arojoBKax /i C pacCHOpsAAUTENbHBIMUA TOKYMEHTAMHU, IPOTOKOJIAMH, COCTOSIIIIUX
13 HECKOJIBKUX TOMOB, YKa3bIBAIOTCS UX HOMEPA.

B 3arosoBkax nen ¢ IMYHBIMM KapTOYKAMM YBOJIEHHBIX pPAa0OTHUKOB WJIM JIMIEBBIMU
cyeTaMM 110 HaYMCICHHUIO 3apa0OTHOM IuIaThl paOOTHHKAM OpPraHM3aLMHU, COCTOSIIMX M3 JIBYyX
u 60s1ee TOMOB, YKa3bIBalOTCA MEpBbIe OYKBbI (aMIIINN EPBOIO U MOCIEAHET0 PAaOOTHUKOB, YbU
JUYHBIE KAPTOUYKU WU JIULEBBIE CUETA BKIIOYCHBI B TOM.

B 3aromnoBkax gen, cojepikaluX KONUHM JIOKYMEHTOB, YKa3bIBa€TCS MX KOMUHHOCTb.
[ToyTMHHOCTE TOKYMEHTOB Jiefla B 3ar0JIOBKE HE OTOBApPHBAETCS;

42



Hayuonanvnoui npasosoii Mnmepnem-nopman Pecnyonuxu beaapyce, 08.02.2024, 8/41095

169.5. Ha o00OnoXxke nena mpocTaBisieTcs Jara jAena (KpailHMe [daThl JOKYMEHTOB,
BKJIFOYEHHBIX B JIENO).

Jara (xpaiiHue Aathl) Ha 00JOXKKe Jesa 0003HaYal0TCs U(PPOBBIM CITOCOOOM apaOCKUMHU
nudpamu.

Jlaroii nena siBysieTCs rojl, K KOTOPOMY OTHOCSITCS BKJIIOUEHHBIE B HETO JJOKYMEHTHI.

KpailHumun paramu gena  sBIAIOTCA  JaThl CaMOIO  PAHHErO M CaMOro  IO3JHETO
JOKYMEHTOB, BKJIIOUYEHHBIX B Aeo. JlaTa caMoro paHHEro BKIIIOYEHHOTO B JIENI0 JOKYMEHTa
yKa3blBaeTcs nociie cioBa «HauaTo:», ara caMoro no3qHero BKIOYEHHOTO B JIENI0 JOKYMEHTA —
nocie cinoBa «OKOHYEHO:». DJIEMEHTBl JaThl YKa3bIBAIOTCS B OJHOM CTPOKE B CIEIYIOLIEH
MOCTIeIOBATEILHOCTH: JCHb MecAla, MecsI, Toa. JleHp mecsma u Mecsa opOpMIISIOTCS TBYMS
napamu apabckux uudp, pasaeaeHHBIMUA TOYKOH, IO/l — YEThIPbMS apaOCKUMU U (pamH.

JlaTel nmen c IutaHaM¥, OTYETaMH, IITaTHBIMH DPACIMUCAHUSAMH, JIMYHBIMH KapTOYKAMH
YBOJICHHBIX Pa0OTHHUKOB, JIMLEBBIMU CUETAMH 110 HAYMCICHUIO 3apab0THOM MIaThl pabOTHUKAM
OpTaHU3aIH BKIIIOYAIOT TOIBKO TO/I.

Ha o6noxke nena nata He yKa3bIBaeTcs, €CJIM OHAa OTPakeHa B 3arojIOBKe Jena.

JlaToii nema, copaep)Kallero OAMH JIOKyMEHT, SBJISETCA JlaTa JTOr0 JIOKYMEHTa,
yKa3bplBaeMasi B 3ar0JIOBKE Jiela.

KpaitHuMu natamu JTHYHOTO Jiea SIBISIFOTCSA JAThl MPHUKA30B (MHBIX PacHOPSIIUTEIBHBIX
JIOKYMEHTOB) O MpUeMe Ha paboTy (HAa3HAYEHMM Ha JOJKHOCTh CIYXAallero) U YBOJbHEHUH
(OCBOOOXAEHUN OT 3aHMMAEMOM JTOJKHOCTU CIIy’>Kalllero) pabOTHUKA, HAa KOTOPOTO 3aBEIEHO
JIeJ10, €CJIM MHOE HE YCTAaHOBJIEHO 3aKOHO/1aTEIIbCTBOM.

Ecnu B enmo BKITIOUEHBI JIOKYMEHTHI 3a 0oJjiee paHHWH MepHo, 4eM rojl (GOpMUpOBAHHS
Jiena, moJi aTou Jena Jienaercst oTMeTKa «MIMeroTcst JOKYMEHTHI 3 ... ToJ(bI)».

Ecim nmeno ObII0O HAYaTO B OAHOW OpraHW3allMd, a OKOHYCHO B JPYTroH, Ha 00JIOKKE
MIPOCTABIISAIOT TPHU JAaThl: mocie ciaoBa «HauyaTo:» qpoObio B YMCIUTENE — J1aTa 3aBEICHUs Jiena
B IIEPBOIl OpraHW3aIliM, B 3HAMEHATEJe — Jara IOCTYIUICHHUs Jeja B APYTYI0 OpraHU3alHIo,
HIDKe Tociie cinoBa « OKOHYEHO:» — JaTa OKOHYaHUs Jieia BO BTOPOIl opraHu3anuu.

Ecnu nata 1okyMeHTa WiH OTAEIBHBIE €€ 3JIEMEHTHI ONpeIeNieHbl TPUOIU3UTEIBHO, B TOM
quciie Ha OCHOBAaHMM aHAJIM3a COAEP)KaHUS JOKYMEHTOB Jeja, TO Ipu 0POpPMIICHHH Ha OOJIOXKKE
OHH 3aKJIFOYAIOTCS B KBaIpaTHBIE CKOOKH;

169.6. KOMMYECTBO JMCTOB B JIeJIe BBIHOCUTCS Ha OOJIOKKY U3 JINCTAa-3aBEPUTENS JIENa;

169.7. cpox  XpaHEHUS TEPEHOCUTCS Ha OOJIOKKY JieJla U3 HOMEHKJIATyphl — JIeJ
opranu3anyy. JlONOJHUTENbHbIE YCIOBHS BBIACICHHUS JOKYMEHTOB K YHHUTOXKEHUIO WIH HUX
XpaHEHHs B TEUCHHE ONPEACICHHOTO CpPOKa Ha OOJIOKKE Jera He yKasbiBaroTcs. Ha oOmoxkkax
Jiel  TIOCTOSIHHOTO  XpaHEeHMs yKa3blBaeTcs: «XpaHUTh MOCTOSHHO». Ecnum B nepuoa
(hopMHUpOBaHHUS JIeJIa CPOK XPAHEHUS] U3MEHSIIICS, TO Ha OOJIOKKE J1eNa MPEeKHUN CPOK XpaHESHHUS
3aKJII0YaeTcsl B CKOOKHM, a BBIIIE YKa3bIBA€TCS HOBBIM CPOK XpaHEHMs MM O0()OpMIISIETCS HOBas
00J107KKa J1ena;

169.8. npu BHeCeHMHU Jiefla B OMUCH A€ CTPYKTYPHOrO MOApasfesieHHusl Ha 00JI0XKKe Jena
MPOCTABISICTCS apXUBHBIN mudp (HoMep (HOH/A, OTIMCH U JIeJIa TI0 OITUCH);

169.9. Ha o06noxke fena, TMOAJEKAIIEro Iepeade B rOCYJApCTBEHHBIN  apXwuB,
MpeIyCMaTPUBACTCS MECTO Ui HAMMEHOBAHUSI COOTBETCTBYIOIIETO TOCYJAPCTBEHHOTO apXHBa.
HaumeHoBaHMe rocy1apcTBEHHOT'O apXuBa Ha 00JI0%kKe Jesa ohopMIIsieTcst IPU €ro MoJroTOBKe
K IIepe/iaue Ha MOCTOSTHHOE XpPaHeHNE B TOCYAaPCTBEHHBIN apXHB;

169.10. pexBu3UTBl ~ OONOXKKKM  Aena  OQOPMIISIIOTCS  C HCIOJBb30BAaHHEM  CBETO-
Y BOJOCTOWKHX YEPHWI, TYUIH WM HIApUKOBON pydkd. JlomyckaeTcst oopmMileHHEe PEKBU3UTOB
O0JIOXKKH C MOMOIIBIO TEXHUYECKHX CPEJCTB Ha OTJEJILHOM JIMCTE C MOCIEAYIoNe HakIeikon
€ro Ha 00JIOXKKY Jela.

170. lena, nojyexariye MoJHOMY O(OpMIIEHHIO, NOIINBAIOTCS HE MEHEEe YeM B UEThIPE
MIPOKOJIA B TBEPAYIO OOJIOKKY WIIH TIEPETUIETAIOTCS C yY€TOM BO3MOKHOCTH CBOOOIHOTO UYTCHHS
TEKCTa BCEX JIOKYMEHTOB, JIaT, BU3 U Pe30yIoLrii Ha HUX. JIOKyMeHThI, 0(pOpMIICHHBIE HA JIMCTaX
Oymaru ¢popmaTta A4 B albOOMHOI OpUEHTALIMHU, [TOAIIMBAIOTCA (IIEPETIIETAIOTCS) 3a JIEBOE I10JIe
U ckiajpiBatoTcs. [Ipy moAroTroBke nen K MOALIMBKE (MEPervieTy) MEeTaUIMYecKHe MPeIMEThI,
B TOM 4YHCIIE OYJIaBKH, CKOOBI, CKPETIKH, U3 JIOKYMEHTOB yIAJISIOTCS.
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Jlena TOCTOSIHHOTO XpaHEHHsI, COCTOSIIME U3 JOKYMEHTOB, HMEIOIIUX OCOOEHHOCTH
XYJI0O’)KECTBEHHOTO  O(QOpPMIIEHHS, MaTepHabHOM  OCHOBBI  JOKYMEHTa, COJEpKallux
B OpOpPMJICHUM MaTepHajbHbIE [IEHHOCTH, WJIM COCTOSIIUE W3 He(hOPMATHBIX JOKYMEHTOB,
XPaHATCS B MANKax ¢ TpeMs KJIarnaHaMU 1 3aBsI3KaMU WM B KAPTOHHBIX QyTisipax (KOpoOKax).

171. dena BpemenHoro (o 10 j1eT) XxpaHeHus MOCJE 3aBEpUIEHMS AEIONPOU3BOICTBOM
OCTalOTCSd YacTHUYHO O(GOPMIICHHBIMU: JOKYMEHTHl XPAHATCA B CKOPOCHIMBATENSAX, JUCTHI
HE HyMepyIoTcs, IlepecrucTeMaTH3anus JOKYMEHTOB B Jieie He IMPOBOJUTCS, BHYTPEHHUE OIMUCH
JIOKYMEHTOB JIeJia U 3aBepUTEIbHbIC HAIIIMCH HE COCTABIISIFOTCS.

I'/IABA 15
COCTABJIEHUE ONMUCEM JEJ CTPYKTYPHBIX IOJAPA3AEJEHUIA

172. Onucu  nien  CTPYKTYPHBIX HOJPA3JCIEHUM COCTaBISIIOTCA €XEroJHO Ha jena,
3aBEpIICHHBIE JIEIOTPOU3BOJCTBOM, CPOK XpaHEHHUsI KOTOpPHIX mpeBbimaer 10 mer. Ommcu nen
CTPYKTYPHBIX HOJpA3JeIeHUl COCTaBISIOTCS OTICIBHO Ha Jiela MOCTOSHHOTO, BPEMEHHOI'0
(cBpimie 10 ;meT) XpaHeHus, IO JIMYHOMY COCTaBy, Jejla CO CIEUUAIbHON JTOKyMEHTAlUEH.
B onucu nen CTpyKTYpHBIX MOApa3[eNeHU BKIIOYAIOTCS 3aroJIOBKUM €N, MPOIIEIIINX
OKCHEPTU3y LEHHOCTH, C(HOPMUPOBAHHBIX U O(QOPMIICHHBIX B YCTAHOBJIEHHOM TMOpSJIKE.
3aroj0BOK KaKJOro Toma (4acTH) Jiesla BHOCUTCS B ONUCH €N CTPYKTYPHOIO MOJApa3AeieHUs
TI0JT CAMOCTOSITEIIFHBIM MOPSAKOBEIM HOMEPOM B COOTBETCTBUU C TIPABUIIAMH, YCTAaHOBJICHHBIMH
nyHKToM 177 nactostieit MHCTpyKImH.

Ha onexTpoHHBIE [1ela  COCTaBISIIOTCS  OTHCNBHBIE ONMHCH  JIeT  CTPYKTYPHBIX
MOJIpa3/ieIeHuil B opsiKe, ycTaHOBICHHOM MHCTpykuuei o nopsake paboThl ¢ 3J€KTPOHHBIMU
JOKYMEHTaMH B TOCYJApCTBCHHBIX OpraHax, HWHBIX OpraHuzanusx u [lpaBuimamMu paboTHI
C IOKYMEHTaMH B 3JIEKTPOHHOM BHUJE B apxuBaX TIOCYJapCTBEHHBIX OpPraHoB, HHBIX
OpraHu3aIui.

173. Onucu  gen  CTPYKTYPHBIX  IOJAPA3/EICHUN  COCTAaBIAIOTCA B CTPYKTYPHBIX
MOJpa3IeeHUsIX ~ paOOTHUKAMH,  OTBETCTBCHHBIMH 32 BEJICHHUE  JIEJIOTIPOU3BOICTBA
B CTPYKTYPHBIX  TOJpa3i€leHUsAX, B OECCTPYKTYpPHBIX  OpraHu3alMsx — pabOTHUKaMH,
OTBETCTBCHHBIMH 3a JJOKYMEHTAIIMOHHOE 00ecreueHne OTACIbHBIX YIPABICHYSCKUX (YHKIIHNA
(HampaBleHU AESITENbHOCTH) OpraHU3alHH.

174. Onucu nen mocTOSIHHOrO, BpeMeHHoro (cBwimie 10 j1eT) XpaHEeHHs U 110 JIUYHOMY
COCTaBy CTPYKTYPHOTO mojpasjeneHus (0OIecTBeHHON OpraHu3alii) opraHu3aiuu 1no gopme
COIJIACHO MPUJIOKEHHIO 9  COCTaBISIIOTCA O] METOAMYECKHMM PYKOBOJACTBOM — apXHBa
OpraHu3alyH.

175. Onucu 1en CTPyKTYPHBIX TIOJPa3ACIICHUI TOJDKHBI OBITh COCTABIICHBI U O(POPMIICHBI
B YCTAHOBJICHHOM TOpsIKe He no3aHee 31 nexadps roaa, CIEAYIOUIEro 3a roJOM 3aBEpIICHHS
JIeNl  1eJONPOU3BOJICTBOM, M MPEJICTABICHBl B apXMB OpPraHU3ALMU B TEUCHHUE CIICAYIOLIETO
JIeNIONIPON3BOACTBEHHOIO roja. CBOEBpEeMEHHOE M KaueCTBEHHOE COCTaBJIEHHE OIHUCEeH e
CTPYKTYPHBIX  IOApa3feieHUi  00eCleunBalOT  PYKOBOAWUTENM 3TUX  MOApA3JeNCHHMH,
B OECCTPYKTYPHBIX ~ OpraHU3alUsX — pPAaOOTHUKH, OTBETCTBEHHBIC 3a JOKYMEHTALMOHHOE
oOecrieyeHne  OTACIBHBIX  YIPaBICHUECKUX  (QYHKIWK  (HAmpaBIeHUH  JesTEIHHOCTH)
OpraHu3aIH.

176. Ilepen BHEceHHMEM 3aroJIOBKOB JEJ B ONMUCh JeNl CTPYKTYPHOIO MOJApa3AeiIeHUs
MIPOBEPSETCS] COOTBETCTBHE KOJIMYECTBA JEJ, BHOCUMBIX B ONUCH, KOJMYECTBY 3aBEACHHBIX 1€
10 HOMEHKJIaType JieJ1 OpraHu3aliy, IPOU3BOINUTCS MONUCTHBIN pocMoTp aen. [Ipu npocmotpe
Jenia  TPOBEpSETCST COOTBETCTBHE 3arojioBKa JieJia COJEPYKAHHWI0 JTOKYMEHTOB B JETe,
MPAaBUIBHOCTh O(OPMIICHHSI U TPYNIIUPOBKU JIOKYMEHTOB, BKIJIIOYCHHBIX B JIENI0, HyMeparus
JHMCTOB JIeJla, HAJIM4YUe U NPaBWIBHOCTb O(POpPMIICHHS BHYTPEHHEH OIMUCH JOKYMEHTOB JeNa
B ClTyyasiX, OIPEJCJIEHHBIX YacTbl0 NEepBOi MyHKTa 166 Hacrosmedt MHcTpyKuuu, Haiudue
U TIPaBWIIBHOCTb O()OPMIJICHHUSI 3aBEPUTEIIBHOM HAANMCH, Ka4eCTBO IMOJIIMBKH WIM IEperuieTa.
OOHapyKEHHbIE HapyIIEHUS YCTAHOBICHHBIX MpaBUI (OPMHPOBAHUSA U OQOpMIIEHUS [eil
YCTPAHAIOTCS B CTPYKTYPHBIX  TO/IPA3ACICHHUAX, B OCCCTPYKTYpPHBIX  OpPTraHU3aIUSIX —
pabOTHHKaMu,  OTBETCTBEHHBIMH 32 JIOKyMEHTAIlMOHHOE  oOecreueHhe  OTICNbHBIX
ynpaBleHYeCKUX (PyHKLUI (HampaBiIeHUH e TeIbHOCTH) OpraHU3aIIH.
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IIpu orcyTcTBUM n€i, YUCIAIIMXCA IO HOMEHKIIATYpe Jel OpraHU3alUH, CTPYKTYPHBIM
MO/Ipa3JeIeCHueM MPUHUMAIOTCS MeEpbl IO UX PO3BICKY (B OECCTPYKTYPHBIX OpraHU3alus —
pa6OTHI/IKaMI/I, OTBCTCTBCHHBIMH 3a JOKYMCHTAIITMUOHHOC O6CCHC‘-I€HI/IG OTACIBbHBIX
yIpaBieHUYeCKUX (PYHKIUN (HAmpaBJICHUH NeATEeILHOCTH) opraHu3anuu. OOHapyKeHHBIC Ieina
BKJIIOYAIOTCA B ONHUCh  JAEN  CTPYKTYpHOro nojpasieneHus. Ecaum mouck — okasaics
0e3pe3yJIbTaTHBIM, TO Ha OTCYTCTBYIOIIME JieJa COCTaBIISETCS CIpaBKa C MU3JI0KEHUEM MPUYUH
ux orcyrcTBus. CrnpaBKka NOJIMUCBHIBAETCA PYKOBOAUTEIEM CTPYKTYpHOTO IOJApa3esIeHus
(B OeCcCTPYKTYpHBIX OpraHU3alusiX — pPaOOTHHUKOM, OTBETCTBEHHBIM 3a JIOKyMEHTAllMOHHOE
o0OecrieueHne  OTHENbHBIX  yIpaBleHYeCKHMX  (GYHKUMN  (HampaBleHUW  ACSITENbHOCTH)
OpraHM3alli U MepefaeTcsi BMECTE C OMMChbIO JeJ1 CTPYKTYpHOTO IOApA3JEICHUs B apXuB
OpTraHM3aIliH.

177.Tlpu  coCTaBJICHWM OMHCH JACN CTPYKTYpPHOTO TOAPA3NEICHUS COOJIOIAI0TCS
CIeyIOIINe paByIa;

3aroJIOBKM [l BKJIIOYAIOTCSI B OMUCH J€J1 CTPYKTYPHOIO MOJpa3fesieHus TOro romja,
B KOTOPOM OHHM OBbUIM HayaThl JIE€JOMPOU3BOJCTBOM WM TOCTYNHMIU B OpraHU3AIUIO
AJIA IPOJOJIKCHHA BEACHHWA B ACJIOIPONU3BOACTBE;

3aroJIOBKM [IeJ1, HAa4yaThIX JEJIOMPOU3BOJCTBOM B OJHOM CTPYKTYPHOM MOAPA3JEICHUH,
a 3aTeM MMPOAOIZKCHHBIX B IPYyromMm, BKJIIIOYAKOTCA B OITUCH pi(SA) | TOIr'O CTPYKTYpPHOT'O
MO/Ipa3/ieNieHus, B KOTOPOM OHH OBLITU 3aKOHYEHBI;

3aroJIOBKU JIeJ C IJIJaHaMH, OTYETaMM, CMETaMHU BKJIIOYAIOTCS B OIUCH JI€JT CTPYKTYPHOIO
MOJpa3JeNieHnuss TOro TOJa, Ha KOTOPBIA WM 3a KOTOPBIA YyKa3aHHBbIE JIOKYMEHTHI ObLIN
COCTaBJIEHBI, HE3aBUCUMO OT JIaThl UX COCTaBJICHMUS;

3aroJIOBKM JIeN  C [UIaHaMM, MPOrpaMMaMid, pPACCUYUTAHHBIMHU HAa HECKOJBKO  JIET,
BKJIFOYAKOTCS B ONKCh JI€J CTPYKTYpPHOrO MOApPA3JEICHHUs] IO HAYaJIbHOMY TOAY JEWCTBHS
yKa3aHHBIX JOKYMEHTOB;

3aroJIOBKM J€J1 C UTOTOBBIMU OTYETAMU O BBIIIOJJHCHUMW TAaKUX IIJIAHOB, IIpOrpamMm
BKJIIOYAIOTCSL B OMKCH JIeN CTPYKTYPHOTO MOAPA3EIICHHUs 110 MOCIeIHEMY TOAY JSHCTBUS IUIaHa,
IIPOrpaMMBEI;

B ONWCU €N CTPYKTYPHOTO TOApa3AENEHUs IO JIMYHOMY COCTaBy 3arojIOBKU el
CUCTCMATU3UPYIOTCA 110 HOMHUHAJIbHOMY IIPU3HAKY

MOPSAOK HyMEpaluy 1 B OMKUCH JIeNI CTPYKTYPHOTO TIOApa3AeNieHUs] — BaJOBbIN;

rpadbl OMUCH N CTPYKTYPHOTO TOMPA3ZCIICHUs] 3aIlOJHSAIOTCS B TOYHOM COOTBETCTBUU
C TeMH CBEJICHUSIMU, KOTOPbIE BBIHECEHBI HA OOJIOKKY JIeNa;

NEPEeHOC TEKCTa 3arojioBKa Jiela Ha JAPYTrylo CTPAaHUIy OINUCU JAeNl CTPYKTypHOTO
Mo/Ipa3/eNIeHus] HE IOy CKaeTCs;

IIPU BHECEHUM B OMMCH JAEN CTPYKTYPHOIO MOJPA3/AEICHUS 3aroJIOBKOB JI€J € KONUSIMU
JIOKYMEHTOB B 3ar0JIOBKaxX COOTBETCTBYIOIIMX /1€ YKa3bIBA€TCS KOMMUHHOCTh JOKYMEHTOB;

3aroJIOBKU MEPEXOIIINX A€, COAEPKALUX JTOKYMEHTHI 32 HECKOJIBKO JIET, BKIIIOYAIOTCS
B OIKCH JIEJI CTPYKTYPHOTO TMOJpa3AeNieHus: 1o roay 3aBeaeHus nen. [Ipu coctaBieHuu onucein
JIeJl CTPYKTYPHOTO TMOJpPA3AEieHUs] MOCIEAYIOUX JIET, B TEYEHHE KOTOPHIX (OPMHUPOBAHHE
MePexXOAIuX Jed ObLIO MPOJOJKEHO, B HUX 3a MOCJEeNHEH OmMHMcaTeIbHOW CTPOKOM Kaao0ro
rojia JeNarTcs CChUIKM Ha HOMepa JIeN MO OMKMCH A€l CTPYKTYPHOIO MOJpa3AeIeHus Toro roja,
B KOTOPYIO 3ar0JIOBKH 3TUX MEPEXOASIINX 1] ObLTU BKIIOYCHBI;

rpada ommCH e CTPYKTYpHOTro mojapasneneHusi «lIpumeuaHue» WUCIONB3yeTCs
JUIE OTMETOK O Mepeaye el B apXuUB OpraHM3alllH, O JeNax, MPUHATBIX U3 IPYTHX
CTPYKTYPHBIX TMOJpAa3/IeleHuil B TEUCHHE JEIONPOU3BOJACTBEHHOTO Toaa, 00 0COOEHHOCTSIX
(bU3MYECKOTO COCTOSIHUSI IS U UHBIX OTMETOK.

178. Onucu nen CTpYKTYpHBIX THOJApa3iencHuil uMeror Homepa. Homep omucu nen
CTPYKTYpPHOTO  TOApAa3JeieHUss COCTOMUT U3 UHAEKCA  CTPYKTYPHOTO  MOJpa3felieHus
10 HOMEHKJIAType JeJl OpraHu3aluy, roja, 3a KOTOpbIM Jiena BKIIIoYaroTcs B onuch. K HOMepy
OMHCU JAEN CTPYKTYPHOTO TMOJpa3ielieHusl IO JIMYHOMY COCTaBy noOaBisieTcss 0e3 mpobena
OyKBEHHOE O00O3Hau€HUE «IC», aK HOMepy omucu jea BpemeHHoro (csbimie 10 ser)
XPaHEHUS — «BY.
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179. B koHLle onmucH Jen CTPYKTYpPHOIO TMOJpa3fesieHus (3a MoclieqHEeNd OmucaTelbHOU
CTPOKOH) COCTaBIISIETCS WTOrOBas 3allUCh, B KOTOPOM IM(pamMH U NPOMHUCHIO YKa3bIBAIOTCA
KOJIMYECTBO JEJ, BHECEHHBIX B JJaHHYIO OIMCh, IEPBBIM U MOCIEAHUI HOMEpa A€l 110 OIUCH Ael
CTPYKTYPHOTO MOJpa3/eIeHusi, OrOBapHBaIOTCd OCOOCHHOCTH HyMepaluuu el B OMUCU Jell
CTPYKTYPHOT'O OJpa3AeaeHUs (JTUTEPHBIE U IPONYLLIEHHBIE HOMEPA).

180. Onnicy €M CTPYKTYpPHOTO  MOJPA3ACICHUsT  MOAMMCHIBAETCS  COCTABUTEIEM
C YKa3aHHUEM JIOJDKHOCTH  CIIy’)Kallero, pacmM(poBKH TOANUCH M JaThl COCTABJICHMSA,
COIJIacOBBIBaeTCA pyKoBoguTeneMm ciayxObl JIOY opranu3anmu (JIUMIOM, OTBETCTBEHHBIM
3a JIOY), OK cTpykTypHOro noapaszeneHus (Mpyu ee HaTM4KUn) U yTBEP)KIaeTCs PyKOBOJUTEIEM
CTPYKTYpPHOT'O TIOJpAa3/1eICHUSI.

181. Onucu nen CTpyKTypHBIX MOAPA3AEICHUM COCTABIAIOTCA B ABYX JK3EMIUIApax, a pu
Hamuuun  OK  cTpykTypHOro mnoppasfeneHus — BTpex. OOuH  3K3eMIULIp  OCTaercs
B CTPYKTYPHOM TO/Ipa3/ieJIeHuH, BTOPOI mepenaeTcs B apXUB OpraHU3allMd BMECTE C JeJaMH,
TPETU MOAUIMBAETCS K MPOTOKOIY 3acenanus JK.

Onucu gen CTPYKTYpHBIX IOAPA3[ENIEHUH MOTYT CO31aBaTbCsl B BHJE JOKYMEHTA
B IEKTPOHHOM BHJI€, B TOM 4YHUCJIE€ 3JEKTPOHHOTO JIOKyMEHTa, B MOPSAJKE, YCTAHOBIECHHOM
B myHKkTax 172-180 nacrosameit Unctpykuuu, ecnu AC J10Y, unas nHdopmManmonHas cuctema
OpraHM3alKi 00EeCTIEYNBAIOT UX LIEJIOCTHOCTh B TEYEHUE YCTAHOBJIEHHBIX CPOKOB XPAHEHUS.

182. Ha 06noKax JieJl, BHECEHHBIX B OIUCH JI€] CTPYKTYpPHOTO MOJPA3/EICHUs, MATKUM
YepHBIM TPapUTHBIM KapaHAAlIoOM TPOHM3BOJUTCS BPEMEHHAs MHM(POBKA JeNl B COOTBETCTBUH
C OIMCHIO JIeJ]1 CTPYKTYPHOTO MOIpa3AeIeHHUs.

183. [Ipn Hanmuuum B opraHU3alUy OOLIECTBEHHOW OpraHu3aldd €€ JIOKyMEHTbI
BKJIIOYAIOTCSL B OTZEJIBbHYIO OMMCH JIeJ, COCTaBIIsieMyI0 IO (hopMe, YCTAaHOBJICHHOW s onmucen
JIeJl CTPYKTYpPHBIX MojapasfeneHuid. Jlema oOIIeCTBEHHON OpraHu3aluy NEpelaloTcs B apXuB
OpraHu3alM B MOPSJIKE, YCTAaHOBJIEHHOM [UIf epefadd el CTPYKTYPHBIX MOApa3eseHHH,
1 BKJIIOYAIOTCS B TOAOBBIE pa3Jieiibl CBOJHOM ONUCH JIE.

I')IABA 16
IHEPEJTAYA JEJI B APXUB OPTAHU3ALIUA

184. [lena mocTOsIHHOTO, BpeMeHHOTO (cBbliie 10 JieT) XpaHeHUs U MO JIUYHOMY COCTaBy
HoJyIeXkKaT Nepeade B ApXUB OPraHU3alUH.

Jlena noyDKHBI OBITH MEpeaHbl B ApXUB OpPraHU3allli U BKIIOYEHbI B CBOJHYIO OMUCH /e
(ro1oBOM paszien CBOAHOM OMMCH J€J1) 10 UCTEYEHUH Iojla, HO HE MO3AHEE ABYX JIET MOCIe UX
3aBEPUICHMS 1€T0IIPOU3BOJCTBOM.

[lepenaua nen B apXuMB OpraHu3alliid OCYIIECTBIISIETCS I10 ONMUCAM JI€1 CTPYKTYPHBIX
MOJIPA3/IeIeHNH, COCTaBJIIEMBIM B COOTBETCTBUU C TpeOOBaHUSMM TJaBbl 15 HacTosIeH
HNucTtpykumu.

185. lena BpemenHoro (mo 10 1eT) XpaHeHUs B apXWB OpraHM3ALUU HE NEpeaaroTcs
U IO UCTEYEHUH CPOKOB BPEMEHHOI'O XpaHEHUs NoJylekaT yHuUuToxkeHuto. llepemaua pnen
BpeMeHHoro (7o 10 jer) XpaHeHWs B apXuUB OpraHU3alMM [JOIMYCKAeTCs B MUCKIIIOUMTEIbHBIX
CIIy4asiX MO PELIEHUI0 pyKOBOIUTENs opraHu3anuu. Ilepenaua Takux Aen B apXuB OpraHu3aluu
OCYUIECTBIIICTCS 110 COIVIACOBAHUIO C apXMBOM OpPraHU3allMy 10 OIUCSAM €Nl CTPYKTYPHBIX
MOJIpa3/IeIeHUI WU 110 HOMEHKIIAType 1€l OpraHU3alyH.

186. IIpn HaIMuMK CTPYKTYPHBIX NOAPA3ACICHNAN JeNa IEPEAAIOTCS B apXUB OpraHu3aluu
o rpaduKy rpremMa Jiej B apXuB OpraHU3allHH.

[Ipu mepenade nen B apxuBe OpPraHU3aAIMM MPOBEPSETCA NMPaBHIBHOCTh (HOPMUPOBAHMS
1 oopMIIEHHUS JI€JI, COOTBETCTBUE KOJMYECTBA JI€JI, BHECEHHBIX B OMHCH €1 CTPYKTYPHOIO
MOPA3JEIICHNs, KOJMYECTBY [I€JI, 3aBEICHHBIX B COOTBETCTBUM C HOMEHKJIATYpOH Jel
opraHus3alnuy. BpISBI€HHbIE TpU TNPOBEPKE HEAOCTATKU YCTpaHSIOTCS pabOTHUKaMU
CTPYKTYPHBIX NIOpa3cIICHUH.

Jlena mnepenaroTcs B apXWB OpraHU3alldd B IPUCYTCTBUM pPaOOTHUKA CTPYKTYPHOIO
nonpaszeneHuss. Bo Bcex sK3eMIUIsIpax OMMCH Jel1 CTPYKTYPHOIO MojpasfefieHHus B rpade
«IIpumMedanue» KakxJ10ro 3arojioBKa Jiejia IPOCTABIISIFOTCS OTMETKU O HAJIMYUU UM OTCYTCTBUU
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nen. B KoHIlE KaXXAOro SK3eMIUIsipa OMUCH el CTPYKTYPHOTO MOJpa3leieHus udpamu
U TIPOTNUCHIO YKAa3bIBAIOTCSl KOJIMYECTBO (DAKTMYECKH MPHUHATBIX B apXUB OpraHU3alMy e,
HOMEpa OTCYTCTBYIOIMX [€J, Jara IpUeMa-lepetadyd JAesl, HAaUMEHOBAaHUS JIOJKHOCTEN
CJIy>KallMX, MOJMUCH, paciin(pOBKH MOAIKMCEN JINIa, EpeaBIlero jena, 1 paboTHUKA apXHUBa
(Jnna, OTBETCTBEHHOTO 3a apXUB), IPUHSABILETO AENa.

CBepeHHbIE C ONUCBIO Il  CTPYKTYPHOTO MOJApasfAeieHus Jeja  [MOoJ0MparoTCs
U YBSI3bIBAIOTCSL B apXUBHBIE CBS3KM TOJMIIMHOM 1020 CM MM NOMELIAIOTCS B apXUBHbBIE
KopoOku. Jlena yKmIagplBalOTCS I10 BO3PACTAHUIO HOMEPOB B ONHUCH J€ll  CTPYKTYpPHOTO
MOJIpa3/IeIeHUs] KOpeIlKaMu Ha o0e CTOpoHbI. Jlema JOCTaBIAIOTCA B apXWB OpraHU3aILUU
pabOTHUKAMU CTPYKTYPHBIX NOJIpa3AeIeHUI.

187. Ilepenaya 3JEKTPOHHBIX €N B apXWB OpraHU3allMd OCYLIECTBISETCS B MOpPSAKE,
yctaHoBiaeHHOM [IpaBuinamu paboThl C JOKyMEHTaMH B 3JEKTPOHHOM BHUJAE B apXHBax
rOCyJIJapCTBEHHBIX OPIaHOB, MHBIX OpraHU3aLUH.

I''IABA 17
YHUUYTOXEHUE JOKYMEHTOB C UCTEKIIMMHU CPOKAMU XPAHEHUA

188. OT6Op Aen K YHUUYTOKEHHUIO OCYIIECTBIISIETCS [0 pe3yIbTaTaM dKCIEPTU3bl LIEHHOCTH
JIOKYMEHTOB TOCJI€ TOATOTOBKH CBOJHBIX OIKCEH /e (TOIOBBIX pa3/ieJIOB CBOAHBIX OMUCEH J1em)
MIOCTOSTHHOTO, BpeMeHHoro (cBbiie 10 j1eT) XpaHeHHs | 10 JTUYHOMY COCTaBY H O(QOPMIISETCS
aKTOM O BBIJICJICHUH K YHUYTOKCHUIO TOKYMEHTOB U JIeJI, He TOJIIeKAIINX XPaHEHUIO.

Henocpencreennsiit oToop JTOKYMEHTOB K YHUYTOXKCHHUIO B CTPYKTYPHBIX
MO/IPA3JCIICHUSAX OCYIIECTBISIOT pPaOOTHHUKH, OTBETCTBEHHBIC 3a BEJACHHE ICIIOMPOM3BOICTBA,
B OECCTPYKTYPHBIX  OpraHU3alMsX — pPAaOOTHUKH, OTBETCTBEHHBIE 32 JOKYMEHTAIMOHHOE
o0OecrieueHne  OTHENbHBIX  yIpaBleHYECKHMX  (YHKUMN  (HampaBleHUW  ACSITENbHOCTH)
opranuzanuu. [IpoBepky MpaBHIBHOCTH TMpou3BeneHHOro ordopa ocymectBiser L[DK (OK)
OpraHH3aIliH.

189. Jlena BKJIIOYAIOTCS B aKT O BBIACICHUM K YHHUTOXXCHHUIO JOKYMEHTOB U Je,
HE TIOJIeXKAINX XPAaHEHHIO, €CJIM YCTaHOBJICHHBIM CPOK WX XpaHEHUs HMCTeK K | sHBaps rofa,
B KOTOPOM COCTAaBJIEH aKT.

190. AKT 0 BBbIJIEJICHUHM K YHUYTOXXEHHUIO JOKYMEHTOB U JIeJl, HE MOAJIEKAIINX XPaHEHHIO,
COCTaBJISIETCS Ha Jiela BCEM OpraHu3alMyd WM Ha Jiejla  OTAEJIBHOTO  CTPYKTYPHOI'O
nonapasnenenus. Ha gokymeHTsl u aena ¢ otmetkoi «DIIK» cocraBnseTcss OTHENbHBIM aKT
1o popme, YCTAaHOBJIEHHOM JJIsl aKTa O BBIIEJICHUM K YHUYTOXKEHHIO JOKYMEHTOB M Jie,
HE TOJIeKAIINX XPaHEHUIO.

Ecnmu B axkT o0 BBIENCHWH K YHHYTOXKCHHIO JIOKYMEHTOB H JIeN, HE MOJJIekKAIInuX
XpaHEHUIO, BKJIIOYEHBI JeNla HECKOIbKUX CTPYKTYPHBIX MOApA3NeiICHU, TO HANMEHOBaHUE
Ka)XJIOTO CTPYKTYpPHOTO MOJpa3ZesieHusl yKa3blBaeTCs IMepej TPYMION 3arojloBKOB JIEd 3TOTrO
MOIpa3iesICHusI.

191. AKT 0 BBIICJICHUH K YHUYTOXEHHUIO JTOKYMEHTOB M JIeJ, HE MOJIeKAIINX XPAaHEHUIO,
coctapisieTcsi 1o ¢popme cornacHo mpuiokeHuto 10. B akTe o BBIOENEHUH K YHHUYTOXKEHUIO
JIOKYMEHTOB U JI€J1, HE TOJUIekKAIINX XPAaHEHHIO, YKa3bIBAIOTCS:

3aroJIOBKU OTIEIBHBIX JIEJ WU TPYIIOBBIEC 3ar0JOBKU OJTHOPOIHBIX JEIT;

JlaTa Jiena Wi KpaHue aatel fen. JlomyckaeTcsl yka3plBaTh TOJIBKO IO (TObI);

pPErUCTpallMOHHbIE MHIEKCHl HOMEHKIJIATYp JIeJ OpTaHHu3aIliH, B KOTOPBIX OBUIM YUYTEHBI
BBIJIEIISIEMbIE K YHHUTOXECHHIO JIEIIa, FJTH HOMEpa OIMCEH /Il BpeMEHHOTO XpaHeHHS, B KOTOpPbIE
ObUIM BKJIIOYEHBI BBIJCNAEMbIE K YHHUTOXKEHHUIO Jena (IS IeJ CO CPOKOM XpaHeHus Oolee
10 ner, B TOM 4YHCIE€ IO JUYHOMY COCTaBy), HOMEpa OMNMCEH JeJl MOCTOSHHOTO XpPaHEHUS,
U3 KOTOPHIX B XO/J€ HUX TNepepaboTKH OTAENbHBIC JAeNla WM JOKYMEHTHl ObUIH BbIIETICHBI
K YHUUTOXXEHHIO0. Eciu rpymnmnoBoii 3arojoBOK OJHOPOJHBIX JI€J BKIJIIOUAET JeNla 33 HECKOJIBKO
JIeT, TOMYCKAeTCsl yKa3bIBaTh TOJIBKO PETUCTPAIMOHHBIN MHICKC MOCIEeIHEH HOMEHKIIATYPHI JIe,
B KOTOPOi1 OBIITM yUTEHBI BBIJEIISIEMbIC K YHUUTOKEHHIO JIEIa;

WHJICKCHI JIe]1 IO HOMEHKJIAType JIeJ OpraHU3alui UM HoMepa JIeJ 110 OIMUCH JIeT;

KOJIMYECTBO JIeN1 (TOMOB, YacTel) (KaXKblii TOM YUUTHIBAETCS KaK OTJENBbHOE JIETO0);
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CPOKM XpaHEHHs Je]l U HOMepa IyHKTOB I10 IEPEYHI0, HHOMY HOPMAaTHBHOMY IIPaBOBOMY
aKTy.

192. AKT 0 BBIIEJIEHMM K YHUUYTOXEHHUIO JOKYMEHTOB U JI€Jl, HE MOAJEKAINUX XPAHEHUIO,
MOAIHCHIBACTCS JIMLIOM, TPOBOAMBILKM 3KCIEPTU3Y LIECHHOCTH JOKYMEHTOB, U paCCMaTPUBACTCS
Ha 3acenanuu LIOK (9K) opranuzanuu.

AKT 0 BBIJEIICHUH K YHUYTO)KCHHIO JOKYMEHTOB U JI€J, HE MOMJICKAIUX XPaHEHUIO,
YTBEPKAAETCA PYKOBOAMTEIEM OpPraHU3allMy I0CJIE YTBEPKACHHUS UM CBOJHOM ONMCH AEl
(romoBoro paszena CBOJHOM OMHCH JIe7) TIOCTOSIHHOTO XpaHEeHHs (TpU €€ HAJM4YUU) ¥ CBOJHOU
onucu Jen (roJoBOro pasjena CBOJHOW OMUCH JE) IO JIMYHOMY COCTaBYy, COCTABJICHHBIX
1 0)OPMIIEHHBIX B COOTBETCTBHM C TpeOoBaHusaAMHU TnaB 14, 15 u 17 IlpaBun paboThl apXuBOB
TOCyJApCTBEHHBIX OPraHOB M MHBIX OpraHU3allii, aKTa O BBIJCICHUHM K YHUUYTOKEHUIO
JOKYMEHTOB U Jien1 ¢ oTMeTKol «OI1K», He moiiekanux XxpaHeHuto (Mpy €ero HaTM4IKHu).

AKT O BBIIECICHUM K YHUUYTOKEHUIO JOKYMEHTOB H Jeil ¢ oTMeTkon  «OIIK»,
HE MOJUIeKAIMX XPaHEHWI0, OpraHu3aluil, SBISAIOIIUXCS HWCTOYHUKAMU KOMIUIEKTOBAaHUS
TrOCYApCTBEHHBIX ApPXHMBOB, COIVIACOBBIBAETCS € COOTBETCTBYIOIIMMH T'OCYAapCTBEHHBIMU
apXUBaMU WJIM CTPYKTYPHBIMU MOAPA3JEICHUIMHU 110 apXUBaM U JEJIONPOU3BOACTBY 00JIaCTHBIX
(MUHCKOTO rOpOACKOr0) UCIIOTHUTEIbHBIX KOMUTETOB.

193. lIokyMeHTBl U Jiefla C UCTEKIIMMHU CPOKaMH XpaHEHUs pa3pelaeTcss YHUUYTOXKaTh
TOJIBKO IIOCJIE€ YTBEPKICHUS PYKOBOAMTEIEM OPraHU3aLUN aKTa O BBIACIECHUU K YHHUUYTOKEHUIO
JIOKYMEHTOB U JIeJI, HE MOJUIekKAIIUX XPaHEHHIO, B COOTBETCTBUU C TPEOOBAHMSMM IyHKTa 192
Hacrosme MacTpykiuu.

194. OtoOpaHHbIe K YHUYTOKEHUIO M BKIIOUCHHBIE B aKT O BBIACJICHUU K YHHYTOXKECHHUIO
JOKYMEHTOB U J€J, He MOJUIeKAIMX XPAaHECHUIO, IOKYMEHTHI MEPENaloTCi OpraHUu3aLusiM,
BEJAIOUIMM  3arOTOBKOM  BTOPUYHOIO  Chipbd.  lcmonb3oBaHME  3TUX  JIOKYMEHTOB
JUI XO3HCTBEHHBIX HyXJ 3anpemeHo. Craua JOKYMEHTOB odopmisieTcs TOBapHO-
TPAHCIIOPTHOM HaKJIaAHOMW (AaKTOM chaauyu-pueMku). Jlata coaum M HOMEp TOBapHO-
TPAaHCHOPTHOM HaKJIaJHOM (aKTa clauM-IIPUEMKH), @ TAK)KE BEC TOKYMEHTOB YKa3bIBAETCS B aKTe
O BBIJICJIEHUHU K YHUYTOKEHUIO JOKYMEHTOB U JIeJI, HE MOAJIeKAIUX XPAHEHHUIO.

YHUYTOXKEHHE JOKYMEHTOB, COJIEP)KAIUX CBEICHHS, OTHECEHHBIE B yCTAHOBICHHOM
MOPSAJIKE K FOCY/JapCTBEHHBIM CEKpEeTaM, KOMMEpPYECKOW M (WIM) MHOW OXpaHAEMOH 3aKOHOM
TallHE, OCYILECTBIISIETCA B COOTBETCTBUU C 3aKOHOJATEIILCTBOM.

YHnuToxkeHne AokymMeHToB HarmonanbsHOro apxmBHoro ¢onma PecrmyOnmku bemapych
3aIpeaeTcs.

I')IABA 18
OIIEPATUBHOE XPAHEHUE JOKYMEHTOB

195. C momeHTa 3aBelEHHsS U JI0 IEPEaydl B apXUB OpraHMU3alMM WU YHUUYTOXKEHHS
focjae MCTEYEHUS CPOKOB BPEMEHHOIO XpaHEHUs Jela XpaHATCA B CTPYKTYPHBIX
nojipa3iesieHusX (y JOJKHOCTHBIX JIHUIT) IO MECTY (POPMHUPOBAHUS.

Jlena xpaHsTcs B pabo4MX KOMHATax M (WIM) CHENMaIbHO OTBEICHHBIX IS 3TOW LIEIH
MOMEUICHUAX B IKadax, o00ecreYnBaOmMUX WX IOJHYI0 COXPAaHHOCTh, MPEIOXPaHSIIOMINX
JOKYMEHTBI OT MBIJIM U BO3AEUCTBUS COJIHEUHOT'O CBETA.

196. B 1ensix TOBBIMICHHS] ONMEPATUBHOCTH TOUCKA JTOKYMEHTOB J€Jia pacrojiaraloTcs
B IIKa(hax B BEPTUKAJIBHOM IOJIO)KEHUH KOpPEIIKaMHM Hapy’>Ky B COOTBETCTBUHM C HOMEHKJIATypOn
nen opranm3anuy. Ha xopemrkax 0OJOXKEK JeNl YKa3bIBAIOTCS WHAEKCHI 10 HOMEHKJIAType el
OpraHu3aIUH.

DJEeKTPOHHBIE HOCUTENH ¢ (POHOTPAMMaMH 3acEeJaHUl KOJUIETHAIBHBIX OPTaHOB XPAHSITCS
y CeKpeTapsi KoJJIernanbHoro opraia. OTMETKH O JjaTe 3ace/laHus U BpEMEHH 3aIllUCH JEIaroTCs
Ha yIIaKOBKE HOCHUTEJIEH.

197. JlokyMeHTBI U jieia, HaXOAsIIUecs Ha ONepaTHBHOM XPAaHEHUHM, MOTYT BbIJaBaThCs
B [10JIb30BAHUE B MpEJEIaxX OPraHu3aluy IpYTrUM CTPYKTYPHBIM MOJpPAa3AeIeHUSIM OpraHU3aiii,
CTOPOHHHMM OPIaHU3aIUAM U B CIIydasiX, ONPeIeIEHHbIX 3aKOHOIaTeIbCTBOM, IPAXKAaHAM.
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Bblgaua [OKyMEHTOB M JIeN B IOJb30BAHUE APYroMy CTPYKTYPHOMY IIOJpa3AciICHUIO
OpraHu3al1K IPOU3BOIUTCS C PA3PEIICHUS PYKOBOAUTEINS CTPYKTYPHOI'O OAPa3ACICHHUS.

Bblmaua JOKYMEHTOB M 1€l CTOPOHHEH OpraHu3aliyd HPOU3BOJUTCS HAa OCHOBAHWUU
3arpoca 3TOW OpraHU3alUK U PE30JIIOLUN PYKOBOAUTENSI OpraHU3aLIUY.

Belmaua  1OKyMEHTOB — M A€l TpaxkJaHaM  OCYILECTBISIETCS B COOTBETCTBUU
C 3aKOHOJIaTEJILCTBOM.

JIOKyMEHTBI, HaxOJIfIIMecs Ha ONEPAaTUBHOM XPAaHEHWU B OPraHMU3ALUU, MOTYT OBITH
U3BATHl B XOJIE NPEIBAPUTEIBHOIO pacciel0BaHus, CyAe0HOro pa3oupaTenbCTBa, MCIOIHEHUS
pelieHnii opraHa YrojJOBHOIO IpecielOBaHMsS U CyJa IO YTOJOBHBIM [ellaM B MOPSJIKE,
YCTQHOBJICHHOM 3aKOHOJAaTEIbCTBOM.

N3bsTe (BbleMKa) JIOKYMEHTOB U3 JIel TOCTOSHHOI'O XPaHEHUS MPOU3BOIUTCS
C 00s13aTEeTIHLHBIM BKJIIOUEHHEM B JIETIO 3aBEPEHHON KOTIMH U3BSTOTO JIOKYMEHTA.

198. JI1s1 KOHTpOJIsl 3a BO3BPATOM Ha MECTO BBIJAHHOTO (M3BSTOr0) M3 Jiesla JOKYMEHTa
MOMEIAEeTCsl  JIMCTOK-3aMECTUTENh JOKyMeHTa 10 popMe corjacHo mpmioxkeHuto 11.
JUist KOHTPOJISL 3@ BO3BPATOM JIeJl COCTAaBJISIETCSl KapTa-3aMEeCTHTENb Jiena Mo (popMe COriacHo
MPHIOKEHUIO 12.

I')IABA 19
OCOBEHHOCTH PABOTbBI C JIOKYMEHTAMM B 3JIEKTPOHHOM BHU/IE

199. Vcnione3zyemble B opranuzanuu ¢popmatsl GailsioB TOKYMEHTOB B 3JIEKTPOHHOM BUJIE
JIOJDKHBI 00€CTIeYMBaTh HMX IEJIOCTHOCTH, BO3MOYKHOCTH BOCTIPOM3BENEHUS (DOPMBI BHEITHETO
MIPEJCTAaBICHHS Ha BCEX 3Tanax 0OpabOTKU U XpaHEHHUS.

BHyTpeHHME JOKYMEHTHI OpraHu3alliy B JIEKTPOHHOM Buae (daitnbl obmelt vactu
JIEKTPOHHBIX JIOKYMEHTOB), B TOM YHCIJIE 3JIEKTPOHHBIE KOMHMM U AJIEKTPOHHBIE OTOOPAKEHUS
JOKYMEHTOB Ha OyMa)KHOM HOCHUTEJIE, TIOCTOSIHHOTO U BpeMeHHoro (cBbiuie 10 jeT) xpaHeHus
i ¢ otMeTkoi «OIIK», BKIOYas NpMIIOKEHUs, JOJKHBI OBITh IpeJCTaBlieHbl B (hopMmaTe
Portable Document Format (PDF/A1 umu PDF/A2).

JIOKyMEHTBI B 3JIEKTpOHHOM BHJE (¢ailnibl oOmeld 4YacTH 3JIEKTPOHHBIX JIOKYMEHTOB),
B TOM YHCJIE AJIEKTPOHHBIC KOMWHU W AJIEKTPOHHBIE OTOOPaKEHHS IOKYMEHTOB Ha OyMa)KHOM
HOCHUTEJIe, BKIIIOYas NMPUIOXKEHUs, HalpaBisieMble B CTOPOHHME OpraHU3alll{, JOJDKHBI OBbITh
npenacrasieHsl B popmare Portable Document Format (PDF/A1 nnu PDF/A2).

200. ITogroroBka JOKYMEHTOB B 3JEKTPOHHOM BHJIE OCYILIECTBISETCS 10 IpaBHUiiaM,
YCTAHOBJICHHBIM  HacTosmiel MHCTpyKuueidl B OTHOIIGHWH AaHAJOTHYHBIX  JIOKYMEHTOB
Ha OyMa)KHOM HOCHUTEJIE.

201. JIoKkyMEHT B 3JIEKTPOHHOM BHJE JOJDKEH HMETh BCE PEKBU3UTHI, yCTAHOBJICHHEIC
JUIS QHAJIOTUYHOTO  JIOKyMEHTa Ha OyMa)KHOM HOCHTENEe, 3a UCKIIOYEHHUEM H300paKeHHs
lNocynapctBennoro rep6a PecnyOmuku bemapych, a Takke OTTHCKOB MedYaTei U IITAMIIOB.
Pacnonoxenue u opopmiieHHE TEKCTAa U PEKBU3UTOB B POPMYJIApe JOKYMEHTa B 3JEKTPOHHOM
Buje (OOIIeH YacTH DJIEKTPOHHOTO JIOKYMEHTA) MPW €ro BHEIIHEM IPEICTABICHUH IOJKHO
COOTBETCTBOBATH TPEOOBAHUAM, YCTAHOBJICHHBIM B IMlaBax 5—7 Hactosmeld MHcTpykuuu.

[Ipr MOATOTOBKE JOKYMEHTOB B JIEKTPOHHOM BHJE MOTYT HCIIOJNIB30BaThCS IMIAOIOHBI
JOKYMEHTOB B 3JIEKTpOHHOM Buje. CocTaB pPEKBU3UTOB B 3ar0JIOBOYHON 4YacTu NIa0JIOHOB
JOKYMEHTOB B DJIEKTPOHHOM BHUJIE M UX PACIOJI0KEHUE JOKHBI COOTBETCTBOBATH O(POPMIICHHIO
PEKBU3UTOB OJaHKa JOKyMEHTa Ha OyMa)XHOM HOCHTENE, 3a UCKIIOYEHUEM H300paKeHHs
INocynapcTBennoro repba PecyOnmku benapyces.

202. B pOoKyMeHTax B JIGKTPOHHOM BuAE IMpH OQOpMIEHHH peKBU3UTOB «I'pud
yTBepkaeHus», «['pud cormacoBanusy, «Buza», «llognmmce», B COCTaB KOTOPBIX BXOIHT
COOCTBEHHOpYYHasl TOAINUCh, BCE COCTaBHBbIE YaCTH TaKUX PEKBU3UTOB, 32 UCKIIOUYCHHEM
COOCTBEHHOPYYHOW TIOATIMCH, TPH BHEIIHEM TMPEJICTABICHUH IOKYMEHTa JOJDKHBI OBITh
OTpa)Ke€Hbl HEMOCPEICTBEHHO B (QOpPMyJIApe JOKYMEHTa B 3JIEKTPOHHOM Bujae (oOmied yactu
AJMIEKTPOHHOTO  JIOKyMeHTa). B kauecTBe  OSKBHBaJieHTa  COOCTBEHHOPYYHOW  ITOJIUCH
ucnonb3yercss OUIl  wumm  uHBle aHanorW COOCTBEHHOPYYHOW MOJNHMCH B CIIydasix,
MIPEYCMOTPEHHBIX YaCThIO BTOPOI HACTOSIIETO MYHKTA.
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Jlonyckaercss NOANUCHIBATh, COIJIACOBBIBATh, YTBEP)KIAaTh BHYTPEHHUE JIOKYMEHTBI
B OJICKTPOHHOM  Bujae 0e3  ucnomb3oBanus  OIIIl, ecnum  wHOE  HE yCTaHOBJICHO
3aKOHOAATEIbCTBOM, IIPM  YCJIOBHM, 4YTO NPOrpaMMHBIE  CPEACTBA,  HUCIOJIb3yEMbIE
B OpraHW3alliM, TO3BOJSIIOT  OJHO3HAYHO  MJIEHTH()UUUpPOBaTH  JMIO,  MOJIMCABIIEE
(coryacoBasliee, yTBEpAUBIIEE) JOKYMEHT.

203. PexBusuthl «Jlata nokymMeHTa» U «PerucTpaimoHHbI HMHAEKC» B JOKYMEHTaX
B DJIGKTPOHHOM BHJI€ BHOCATCS Bero (opMynsip TMOJHOCTBIO, €CIH 3TO HE HapylIaeTr
LEJIOCTHOCTh Y IOJUIMHHOCTh JOKYMEHTa IOcjie €ro mnoanucaHus (yTBepakIeHus). B mHbIX
cilydasix peKBM3MTHI «JlaTa qoKyMeHTa» U «PerucTpanoHHbI HHACKC» OTPa)XaroTcs B yYETHO-
peructpammonssix popmax (PKK, sxypHane) Ha OyMa)KHOM WJIM JJIEKTPOHHOM HOCHUTEIIE.
Jlonmyckaercsi BKIJIIOYEHHE B (DOPMyYJISip JOKYMEHTa B AJIEKTPOHHOM BHJE COCTaBHBIX 4YacTel
pexkBU3UTOB «JlaTa nokymeHTa» M «PerucrpallMOHHBIA HMHJIEKC», U3BECTHBIX 10 MOAMHCAHUS
JIOKYMEHTa B JIGKTPOHHOM BHJe (MecsAll W Toj, HWHAEKC Jiela I10 HOMEHKIAType el
OpraHu3aIlim).

204. PexBusut «Pe3omonus» B JOKYMEHTAaX B 2JIEKTPOHHOM BHJIE OTPa)KaeTCsl B yYETHO-
peructparnmonnsix popmax (PKK, xypHane) Ha OyMa)KHOM HIIM DJIEKTPOHHOM HOCHTEJE HIIH
oopmisieTcs  JIMCTOM  pE3OJIIOLUM, COJAEp)KAaHHME KOTOPOH  MEPEHOCUTCS B YUETHO-
peructparonssie popmsl (PKK, xypHam) Ha OyMaKHOM WK 3JIEKTPOHHOM HOCHTEIIE.

205. BHemiHee COIJIacOBaHUE 3JIEKTPOHHBIX JOKYMEHTOB OCYIIECTBIISETCS B MOpPSAKE,
MpeayCcMOTpeHHOM  TyHKTOM 36  MHcTpykumu o0 mopsake  paOOThl € 3JEKTPOHHBIMU
JOKYMEHTaMH B FOCY1apCTBEHHBIX OpPraHax, MHbIX OpraHU3alusiX.

BuyTpenHnee cornacoBaHHe 3JIEKTPOHHBIX JIOKYMEHTOB OCYILIECTBISETCS B MOPSIKE,
IPEIYCMOTPEHHOM  NYHKTOM 35  MHCTpykuumu o mopsake  paboThl € 3JIEKTPOHHBIMU
JIOKYMEHTaMU B TOCYJIapCTBEHHBIX OpraHaX, MHbIX OpraHu3alusiX.

BHemHee — u BHyTpeHHEe  COIJlacOBaHME  JIOKYMEHTOB B QJIGKTPOHHOM  BHUJE
B MHPOPMALIMOHHBIX CHCTEMAaxX, B KOTOPBIX pEAJTM3yeTCsl JJIEKTPOHHOE HWH(POPMALIMOHHOE
B3aUMOJICIICTBHE,  OCYHIECTBISIETCS B MOPSJKE, ONPEACICHHOM  perjiaMeHTaMM  WId
MOJIO)KEHUSMHU O HUX.

206. BHemHee M BHYTPEHHEE COIJIACOBAHME MHBIX JOKYMEHTOB B 3JIEGKTPOHHOM BHJE,
He yKka3aHHbIX B nmyHKTe 205 Hactosmeil MHcTpykuuu, 0e3 ucnoaszoBanus DL nomyckaercs
10 COTJIAUIEHUI0O CTOPOH TMPH YCJIOBUHM, 4YTO MPOrpaMMHBIE CpEACTBA, NPUMEHSIEMbIE
B OpTraHU3aIMAX, TO3BOJSIOT OJHO3HAYHO WACHTU(UIIMPOBATH JIMIIO, COTJIACOBABIIEE TOKYMEHT,
€CJIM MHOE HE YCTaHOBJIEHO 3aKOHOIaTEILCTBOM.

207. CBeneHus O JIMLAX, COIJIACOBABIIMX (3aBU3MPOBABIUIMX) JOKYMEHT B 3JIEKTPOHHOM
BU/ie (HAaUMEHOBAHMs JOJDKHOCTEH CIy’KallluX, MHUIMAbl, (paMuiun), ¥ JaThl COTJIACOBAHUS
(BM3MpOBaHMs)  OTpakaloTcsi B ydeTHo-perucrpannoHHbix — ¢gopmax  (PKK, xypnane)
Ha OyMa)XHOM MJM D3JIEKTPOHHOM HOCHUTENEe MM O(QOPMIISIOTCS JIMCTOM COIJIaCOBaHMUS,
CoJIep’)KaHUE KOTOpPOTO MEPEHOCUTCSl B yueTHo-peructpaunoHHsie (opmsl (PKK, xypnan)
Ha OyMa)KHOM HJIM 3JIEKTPOHHOM HOCHTEIIE.

[Ipn BHemHEM COIJIACOBAaHUU JIOKYMEHTOB B JIEKTPOHHOM BHJE MHCbMOM WU
IIPOTOKOJIOM HAa3BaHUS COIVIACYIOIIUX IOKYMEHTOB, HMX aBTOPBI, JAaThl U PErHCTPALlMOHHBIE
WH/IEKCHI BHOCATCS B (DOpPMyIISip JDOKYMEHTa B AJIGKTPOHHOM BHJIE W OTPAXKAIOTCS B YYETHO-
peructpanuoHHsix popmax (PKK, xxypHane) Ha 6yMa)XHOM WM 3JIEKTPOHHOM HOCHUTEJIE.

208. PexBuzutel «OTmeTKa 0 KOHTposie», «OTMerka 00 MCHOJHEHUH JOKYMEHTa
U HalpaBJIEHUH €ro B Jes10», «OTMETKa 0 NOCTYIJICHUN (PETUCTPALIMOHHBIN ITaMIT BXOASIIETO
JOKYMEHTa)» B JJOKYMEHTax B 3JICKTPOHHOM BHUJE OTPa)KalOTCS B YYETHO-PErHMCTPAL[MOHHBIX
dopmax (PKK, xypHane) Ha OyMa>KHOM WU SJIEKTPOHHOM HOCHUTEIIE.

209. Ilpuem u oTHpaBKa JOKYMEHTOB B 3JIEKTPOHHOM BHJE OCYIIECTBIICTCS CIyX OO
JOVY (aumom, otBeTcTBeHHBIM 32 JJIOVY).

Jlonyckaercss mnpueM U OTHpaBKa JOKYMEHTOB B 3JIEKTPOHHOM BHJIE, BKJIIOUYEHHBIX
B IlepeueHb JTOKYMEHTOB, HE MOJIeXKALINX peructpanuu ciyxooir IOV, pa3pabareiBaeMblii
B COOTBETCTBUU C MOANYHKTOM 122.2 myHkTa 122 Hactosmedt WHCTpyKuMH, CTPYKTYpPHBIMU
NoJipa3ieneHusIMu (pabOTHUKAMU) OpraHu3aium 6e3 yyactus ciyxos1 JJOVY.
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[IpuemM u oTmpaBKa JOKYMEHTOB B JIGKTPOHHOM BHae 0Oe3 wucnonb3oBanus DL
JOIyCKAlOTCA IO COTVIAIIEHHIO CTOPOH TIPU  YCIOBUHM, 4YTO IPOTPaMMHBIE CpEICTBa,
NpPUMEHSIEMbIE B OPraHU3alMsIX, IMO3BOJSIOT  OAHO3HAYHO  HMJIECHTH(PULIUPOBATH  aBTOpPA
JOKYMEHTA, €CJIM MHOE HE YCTaHOBJICHO 3aKOHOAATEILCTBOM.

[Ipu mnepechbUIKE 3IEKTPOHHBIX KOMHUHM U 3JIEKTPOHHBIX OTOOPaXEHUH JIOKYMEHTOB
Ha OyMa)XHOM  HOCHUTENe, BKJIIOYas MPWIOKEHHsS, OHMU JOJDKHBl OBbITh  BBIIOJHEHBI
B COOTBETCTBUH C TpeOOBaHMUAMU IMyHKTa 58 MHCTPYKIMM O MOpsIKEe paboThI € 3JIEKTPOHHBIMH
JOKYMEHTaMU B TOCYIapCTBEHHBIX OpraHax, HHbIX OPraHU3aLUAX.

[Toce oTnpaBKu TOKYMEHTA B 3JIEKTPOHHOM BUE JOCBIIKA €0 SK3eMIUIsIpa Ha OyMakHOM
HocuTele (TMPH HAWYHNH) HEe TPeOYyeTCsl, €ClIM 3aKOHOAATEICTBOM HE YCTAHOBJICHO HHOE.

210. IIpn nmomydeHuM IOKYMEHTOB B 3JEKTPOHHOM BHJE IPOBEPSIOTCS HAIWYME BCEX
YKa3aHHBIX NPUJIOKEHUHN, BO3MOXXHOCTh UX BOCIPOU3BE/IECHUS, COOTBETCTBUE YyCTaHOBJICHHBIM
(dopmaraM, OTCYTCTBHE KOMIBIOTEPHBIX BUPYCOB. [IpH MoixydeHnn JOKYMEHTOB B 3JIEKTPOHHOM
Buje, noanucanHbix DI, qomonHUTENBHO IPOBEPSIETCS UX LIETOCTHOCTD U MOJAJIUHHOCTb.

211.IIpyn MONOXKUTENBHOM pE3YJIbTATE NMPOBEPKH TOKYMEHTHI IOJIEKAT JalbHEUIIEH
obOpaboTke.

B ciayuyae oOHapyxeHus omMOOK, B TOM YHUCIIE OTPULATENBHBIX PE3yJIbTATOB MPOBEPKH
OUII, oTcyTcTBUS NPUIIOKEHUM, HECOOTBETCTBUSL YCTAHOBJIEHHBIM (hopMaTaM, HEKOPPEKTHOIO
BOCIIPOM3BEJCHUS CONEPKAHNSA, HATMYMS KOMIIBIOTEPHBIX BUPYCOB, OpPraHU3allMM-OTIIPABUTEIIO
HaIpaBJIAeTCs yBEAOMIIEHHE 00 OTKa3e B IPUEME U pEeruCTpaIiu.

212. IoOKyMeHTBl B 2JIEKTPOHHOM  BHMJ€ IOMJIEKAT PETUCTPALUA B COOTBETCTBUU
¢ TpeboBanMsAMH yHKTa 122 HacTosmer NHCTpyKIMH.

213. Y4eTHO-perucTpaliOHHbIE JaHHBIE O JOKYMEHTaX B 3JIEKTPOHHOM BHUJE W CBA3HU
MEXJy HUMH M CAMMUMM JOKYMEHTaMH COXPAHSIOTCS B HEM3MEHHOM U JOCTYITHOM
JUISL BOCIIPOM3BEICHUSI U BOCIIPUATHUS UYEJIOBEKOM BMJIE C MOMEHTAa CO3JIaHUS WJIN IOJy4YEHUs
710 TIepelayll B apXUB OpraHU3alliy WM YHUYTOKEHUS JOKYMEHTOB B AJIEKTPOHHOM BUJE.
IIpn mepenadye NOKYMEHTOB B JIEKTPOHHOM BHJ€ BHYTPHU OpraHU3allud WIM TP OTIIPaBKE
3a Mpeesbl OpraHu3alMi BMECTE C HUMH MEPEAAIOTCS UX YUYETHO-PETUCTPALIMOHHBIE TaHHBIE.

214.Ilpu nepecbUIKE IO BJIEKTPOHHOM IIOYTE JOKYMEHT B JJIEKTPOHHOM  BHJE
MIPUKPEIUISETCS B BUJE MPHIIOKEHHS ((aiisia) K COOOIIEHHUIO 3JIEKTPOHHOM MOYTHI.

215. IOKyMEHTBI B 3JIEKTPOHHOM BH/JIE IOy CKAeTCS:

skcnioptupoBath B AC JIOY, nunsle nH(OpMalOHHbIE CUCTEMBI;

pacrevaTbiBaTh Ha OyMa)XXHOM HOCHUTEJIE.

216. Ilpu sxcriopte nokyMeHTa B 35ekTpoHHoM Bune B AC JIOY, unbie nundopmanmoHHbie
CHCTEMBI C JOKYMEHTOM S3KCIOPTHpYETCs (pacreuyaTbIBAaeTCs) CONPOBOAUTENLHOE COOOIIEHHE,
UHBIE CBEICHMS, COJIEp)KallUecs] B COOOIIEHWH, €CIU JOKYMEHT B 3JIEKTPOHHOM BHJIE
HE COIEPKUT PEKBU3UT «Jlara JOKyMeHTa» MIM KHEMYy HE IPWIOKEHAa  y4YETHO-
perucTpanyionHas ¢Gopma, B MHBIX CIy4asx, KOTJa YyKa3aHHas WHQOpMamus HeoOxoamma
JUIS IOATBEPKIeHUs (aKTa U YCIOBUN OTIPABKHU (MOTy4YeHHsI) JOKYMEHTa U (MJIM) MOXKET OBITh
HCII0JIb30BaHa B EJISX J0Ka3aTeNbCTBA, OATBEPKICHHMSI, CBUIETENILCTBA.

217. KOHTpOiAb HMCHOJHEHUS JOKYMEHTOB B JJIECKTPOHHOM BHJAE  OCYILECTBISAETCS
B COOTBETCTBUU C TpeboBaHusAMU InaBbl 10 HacTosent MHcTpykiuu.

218. ®opmupoBanue U 0(OpMIIEHUE TEKTPOHHBIX €]l OCYLIECTBISIETCS C y4eTOM OOIIUX
TpeboBanuii (popmupoBaHus W opopMICHHS A€ C JOKyMEHTaMH Ha OyMa)KHBIX HOCHTEISX,
yKazaHHbIX B rinaBax 12 u 14 nacrosmeit MHctpykiuu, u tpeboBanuii rinaBsl § MHCTpyKuuu
O MopsAJIKe pabOThl C 3JIEKTPOHHBIMM JIOKYMEHTaMU B IOCYJAapCTBEHHBIX OpraHax, HWHBIX
OpraHM3alysIX.

219. B nesaTenbHOCTH OpraHu3aluil JomyckaeTcs (popMHUpOBaHUE TMOPUIHBIX JI€1 B TOM
cilydae, KOorja B Mpejeax OJHOro jaeia 00beIUHIIOTCS JOKYMEHThI, YaCTh KOTOPBIX MOCTYINIIA
B OPTaHU3AIUIO 10 AIEKTPOHHOW T1o4YTe, HWH(POPMALMOHHBIM CHCTEMaM BEJIOMCTBEHHOTO
(KOPHOPAaTUBHOTO) HWIJIM MEXBEIOMCTBEHHOI'O 3JIEKTPOHHOIO JOKYMEHTOOO0OpOoTa WiIn Oblia
CO3/1aHa B OpraHM3allMM B BUJE JIOKyMEHTAa B JJIEGKTPOHHOM BHJE, a 4YacTh JIOKyMEHTOB
MOCTYNKJIa B OpPraHU3alMio WiIM OblIa CO3J4aHAa B OpraHM3alld Ha OyMa)XHOM HOCHTEJIE.
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IIpy »>TOM B HOMEHKIAType [J€J1 OpraHMu3allMM  JieJaeTcsd OTMETKa B COOTBETCTBUU
¢ moanyHKToM 149.5 nynkra 149 Hacrosmeit Muctpykiuu.

I'uGpuaHOEe nen0 CymecTBYeT TOJNBKO Ha CTAMM ONEpaTHMBHOTO XpaHeHus. | mOpuaHbie
nena BpeMeHHoro (no 10 jeT) XpaHeHHsl IOCiIe OKOHYaHMs JEJIONPOM3BOJCTBEHHOTO TIoAa
HE MOJIEKAT IMOJHOMY O(DOPMIICHHUIO M XPAHATCS B TCUEHUE YCTAHOBJICHHBIX CPOKOB.

B oprammsanmsax, B apXxmBax KOTOPBIX CO3JaHbl YCJIOBHS IS XpaHEHHUS JOKYMEHTOB
B QJIGKTPOHHOM BHJI€ C COXPAaHEHHEM HUX IIEJIOCTHOCTH B COOTBETCTBUU C TPEOOBAHUIMHU
nyHKkTa 227 Hactosimed WHcTpykuuu, THOpUAHBIC Aelia TMOCTOSHHOTO W BPEMEHHOTO (CBBIIIE
10 neT) XpaHeHus NpH MOJArOTOBKE K Iepefaye B apXUB OpraHU3allMy TMOJIEKAT IOJHOMY
opopmieHHIO B J/Ba CaMOCTOSTENBHBIX  JIeNa: JIOKYMEHTHl Ha OyMa)XHOM  HOCHTEIe
(bopMHUpYIOTCS B JI€JI0 C JOKYMEHTaMU Ha OyMa)XHOM HOCHUTeNE, JOKYMEHTBI B 3JIEKTPOHHOM
BUJE (OPMUPYIOTCA B IEKTPOHHOE JEN0. YKa3aHHBIM JieJaM IPUCBAUBAETCS OIMHAKOBBIC
MHJEKC 1 3aT0JIOBOK 110 HOMEHKIJIATYPE A€l OpraHu3aliHy.

B opranmsamnusax, B apxuBaxX KOTOPBIX HE CO3/IaHbl YCJIOBHSI JJI XpaHEHUS TOKYMEHTOB
B 3JICKTPOHHOM BHJI€ C COXPAaHEHHEM UX IEJOCTHOCTH B COOTBETCTBUHM C TPeOOBaHUAMU
nmyHkta 227 Hactosmied MHCTpykuuu, He gomyckaercss (OpMHUpOBATh THOPUAHBIC Jieia
JOKYMEHTaMHU MOCTOSIHHOTO M BpeMeHHOro (cBbiiie 10 jer) xpaHeHus. B ciydae moctymieHus
TaKMX JOKYMEHTOB B OPTaHU3AIUIO II0 3JEKTPOHHOW moYTe, WH()OPMAIMOHHBIM CHCTEMaM
BEJJOMCTBEHHOT'O (KOpHOpaTHUBHOTO) WIH MEXBEIOMCTBEHHOTO AJIEKTPOHHOTO
JOKYMEHTO000pOoTa M Ha OyMa)XKHOM HOCHTEINIE MPUMEHSIOTCS TpeOOBaHUS IyHKTOB 223 u 224
Hacrosmet MacTpykiuu.

220. OnepatuBHOE XpaHEHUE JOKYMEHTOB B 3JICKTPOHHOM BHJI€ OCYIIECTBISETCA
B COOTBETCTBUM C TpeOOBaHMAMHU I1aBbl 9 WHCTpyKIMM O mopsiike paboThl C 3JIEKTPOHHBIMU
JIOKYMEHTaMU B TOCYJIapCTBEHHBIX OpraHaxX, MHbIX OpraHu3alusiX.

MecTo XpaHeHHsl 3IEKTPOHHBIX U TMOPUIHBIX el 10 UX MepeJadyd B apXUB OpraHU3aIUH
WM BBIJCJEHUS K YHUUYTOXKEHUIO OIPENIESETCs] OpraHnu3alyeid CaMoCTOSTENIbHO U 3aKPEIUIIeTCs
B HOMEHKJIAaType JeJl  OpraHu3alud  C yKa3aHueM 1pu  HEeOoOXOAMMOCTH  Ha3BaHUs
MH(OPMALIMOHHON CUCTEMBI, B KOTOPOH OHU XPaHSATCS.

221. OkcnepTtu3a LEHHOCTH JOKYMEHTOB B JIGKTPOHHOM BHJE  OCYILECTBISAETCS
B IIOPSAJIKE, YCTAaHOBJIEHHOM Iu1aBoM 13 Hacrosiedt MHCTpykuuu, a TakkKe HHBIMH aKTaMu
3aKOHOJATEIbCTBA.

222. [Ipn XpaHEHUU U UCIOJB30BAHUU JIOKYMEHTOB B 3JIEKTPOHHOM BHJE 00€CTIEUNBACTCS
UX JIOCTYHHOCTb JJISl BCEX 3aWHTEPECOBAHHBIX DPAOOTHUKOB OPraHU3alMM B COOTBETCTBUU
C YCTaHOBJICHHBIMHU O053aHHOCTSIMH U TIPaBaMH JIOCTYTIA.

223. JIOKyMEHTBl B 3JIEKTPOHHOM BHJE IOJJIEKAT XPAaHEHUIO B TEUEHUE CPOKOB,
YCTaHOBJICHHBIX ISl aHAJIOTUYHBIX JOKYMEHTOB Ha OyMa)kKHOM HOCHUTEIIE.

224.B opraHuzanusax, B apxuBaxX KOTOPBIX HE CO3JaHbl YCIIOBUS JJIS XpPAaHEHUS
JOKYMEHTOB B 3JIEKTPOHHOM BHJI€ C COXPAHEHHEM HX LEJOCTHOCTH B COOTBETCTBUU
¢ TpeOoBaHMAMU IyHKTa 227 Hactosmeld MHCTpyKIMu, OCyIECTBIsAETCS XpaHEeHHE UICHTUYHbIX
10 COAICPKAHUIO JIOKYMEHTOB Ha OyMa)KHOM HOCHUTENIE MOCTOSIHHOIO M BPEMEHHOro (CBBIIIE
10 net) xpanenust unu ¢ otMeTkoil «3IIK», odopMIIeHHBIX U MOANUCAHHBIX B YCTAHOBJIEHHOM
nopsake. [Ipu oTcyTcTBUM OyMa)KHBIX OPUTHMHAJIOB CO3/IAI0TCA, 3aBEPSIFOTCS B YCTAHOBICHHOM
MOPSAKE U XPAHITCS KOMMU JOKYMEHTOB B 2JIEKTPOHHOM BHUi€ HAa OyMa)KHOM HOCHUTEJIE.

225. 1ng  NOKyMEHTOB B 3JEKTPOHHOM BuAe BpeMmeHHoro (mo 10ser) xpaHeHus,
33 UCKJIIOUEHUEM JOKYMEHTOB C OTMETKOM «OIIK», XpaHeHHME HIEHTHYHBIX IO COAECPKAHUIO
JOKYMEHTOB Ha OymMakHoOM HocuTtene He Tpedyercs, ecnmu AC JIOY, uHas wHQOpMAIIMOHHAS
cucTeMa OpraHu3alid O0eCHeuMBAIOT MX LEJIOCTHOCTh B TEUEHHE YCTAHOBIIEHHBIX CPOKOB
XpaHEHUSl.

226. [Ipy HamMuMM MOCHTUYHBIX II0 COAEPXKAHHUIO JTOKYMEHTOB B DJIEKTPOHHOM BHJE
1 Ha OyMa)XKHOM HOCHUTEJE JOKYMEHTBHI B JJIGKTPOHHOM BHJE XPAHATCSA 0 MHHOBAHHS
HaJI00HOCTU. YHHUUYTOXEHHE JOKYMEHTOB B JIEKTPOHHOM BHJE MOCTOSHHOI'O M BPEMEHHOTO
(cBpimie 10 yeT) XpaHeHUs: OCYLIECTBIIIETCS HE paHee YTBEPXKICHUS B YCTAHOBICHHOM MOPSIKE
CBOJHBIX OMnuced Jen (FOJOBBIX pa3/esioB CBOJHBIX OMMCEH [el), COAepXkalUuX JTOKYMEHTHI
Ha OyMa)XHOM HOCHUTEJIE U B AIIEKTPOHHOM BHUJIE.
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227. XpaHeHHE JOKYMEHTOB B 3JIEKTPOHHOM BHJE MOCTOSIHHOTO U BPEMEHHOTO (CBBILIE
10 net) xpaHeHust 6€3 OyMakKHBIX aHAJIOTOB JIOMYCKAETCS B ClIydae, eCiIu:

JIOKYMEHTBI B 3JIGKTPOHHOM BHJI€ CO3JIaHbI WM Noiy4yeHsl B (popmate Portable Document
Format (PDF/A1 nnu PDF/A2);

AC 10V, unas unpopMaIioHHasi CUCTeMa MO03BOJISIIOT (JOPMHUPOBATH JEKTPOHHBIE Jeia
B COOTBETCTBUH C TpeOOBaHMSIMM TiaBbl 8 MHCTpykuuu o nopsake padoThl € 3JIEKTPOHHBIMU
JNOKYMEHTaMU B TOCYJIapCTBEHHBIX OpraHax, MHbIX OpraHU3alusiX;

AC J10Y, unas uHpopManvoHHAas CHCTEMa IMO3BOJIAIOT TEpeaaBaTh AJICKTPOHHBIC Ieia
B apXMB OpraHM3alliid B COOTBETCTBUM ¢ TpeOoBaHUsAMM Tn1aBbl 10 MHcTpyKuum o nopsike
paboThl C AJIEKTPOHHBIMU JIOKYMEHTAMHM B rOCyJapCTBEHHBIX OpraHax, MHBIX OpraHU3alUsaX
u rnasbl 4 [IpaBun paGoThl ¢ JOKYMEHTaMH B 3JIEKTPOHHOM BHJIE€ B apXUBaX IOCyJapCTBEHHBIX
OpraHOB, UHBIX OpPraHU3alni;

UH(QOPMALIMOHHAS CHCTEMa apXHBa OpPraHU3allMM COOTBETCTBYET TpeOoBaHusM IlpaBui
paboThl C TOKyMEHTAaMM B 3JIEKTPOHHOM BHJIE B apXHMBaX TOCYJIapCTBEHHBIX OpPIraHOB, HMHBIX
OpraHu3aLuim.

228. [lepenaya B apXuB OpraHU3alMU U BBIACICHUE K YHUUTOXKEHHIO 3JIEKTPOHHBIX €I
U IOKyMEHTOB B 3JIEKTPOHHOM BHJI€ OCYIIECTBISIOTCS B COOTBETCTBUM C TPEOOBAaHUSIMU
Hacrosuen MHCTpyKIuY 1 MHBIX aKTOB 3aKOHOIATEIbCTBA.

[punoxenue 1

K MHCTpyKIIUH 110 1€TI0MPOU3BOACTBY
B TOCYAapCTBEHHBIX OpraHax,

MHBIX OPTaHU3ALUAX

(B peAaKkyu mMoCTaHOBICHUS
MunucTepcTBa IOCTUINH
Pecny6nuku benapych

10.01.2024 Ne 2)

®dopma
CIIMCOK HA PACCBUIRY
(BuI, naTa, perucTpalMOHHbIH HHJEKC, 3ar0J0BOK JOKYMEHTA)
HaumenoBanue opranuzauuu ITourtoBbIii agpec
M Konnuectso
1 (WIH) CTPYKTYPHOTO TOpa3IeIICHIS, (odummaneHEIH agpec K3EMILIPOB [Ipumeuanne
JOJDKHOCTHOTO JIMIA — apecara IEKTPOHHOH MTOYTHI) P
1 2 3 4

HaumenoBanue JOJDKHOCTH

CJIy’Kalero COCTaBUTECIIA CIIMCKa

Ha pacCbUIKY [Honmucs Pacmmmdposka noanucu
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Haitmenne BuIdiicTasyai
apraHizarsi
Haiimenne apranizaisli
[TamrroBsl anpac

KamyHikanpIiiHbIs JaHbIs

Kamepupliiiubisa 1aHbis

Ne Anpecar
Ha Ne an

3arojIoBOK K TEKCTY
Teker

HanMeHoBaHMe JOMKHOCTH CITYKAIIETO
Ddamunug ucnoaaurens 000 00 00

[Tpunoxenue 2

K MHCTpYKIINY 110 1ET0TPOU3BOACTBY
B TOCYIapCTBEHHBIX OpraHax,

WHBIX OpraHU3aIusIX

(B pemaKyu mMoCTaHOBICHUS
MuHHUCTEPCTBA FOCTUIIUN
Pecry6nuku bemapych

10.01.2024 Ne 2)

®opMma

HanMmenoBaHue BBINIECTOSIICH
Opra”u3aluu
HaumeHnoBanue opranuzanuu
[TouToBBIl afmpec
KoMmMmyHMKaIIMOHHBIE TaHHBIE
Kommepueckue nanubie

Pacmmdposka noanucu

[Tpunoxxenue 3

K MHCTpYKIINY 110 1ETI0TPOU3BOACTBY
B TOCYIapCTBEHHBIX OpraHax,

HWHBIX OpTraHU3alUAX

(B peiaKiuu moCTaHOBICHUS
MuHHUCTEPCTBA FOCTUIIUN
Pecry6nuku bemapych

10.01.2024 Ne 2)

®dopma

HOMEHKJIATYPA JEJI OPTAHU3ALIUN

HaunmeHoBaHue BBIIECTOAIIECH OpraHu3alun
HaumenoBanue opranuzauuu
HOMEHKIJIATYPA JIEJI

Ne
MecTo cocTaBICHUS
Ha ToJI

YTBEPXIAIO

(HaI/IMeHOBaHI/Ie JAOJDKHOCTH CITyKalero

PYKOBOJAHUTEIIST OPTaHU3AINH)
[Toamuce Pacmmdposka
MOJIIMCH
Jara

HasBanue paznena
KommaecTBO TOMOB,

Cpok xpaHeHHs Aenia 1 HoMepa

Wnpexc nena (monpaznena), wacreil ITYHKTOB TI0 NIEPEYHI0, HHOMY [Tpumeuanne
3aroJIOBOK Jieia HOPMAaTHBHOMY IIPaBOBOMY aKTY
1 2 3 4 5
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HOMGHKHaTypa JACJI COCTaBJICHA HA OCHOBaHHUHU

(BuA, mata, perUCTPAIMOHHBINA

HOMCD U Ha3BAHHUC HOPMATUBHBIX IPABOBLIX AKTOB, JIOKAJIbHBIX IIPABOBBLIX aKTOB,
HCIOJIb30BAHHBIX IIPU OMIPEACIICHUN CPOKOB XPpAaHCHUSA ,HGJ'I)

HaumeHoBaHME JOIKHOCTH CITyKalEro
pykoBoauTens ciyx0os1 JJOY
(yinua, orBercTBEeHHOrO 32 JJI0VY) [Tonmnuce PactmmdpoBka monmucu

HaunmenoBanue 10MKHOCTH CITYKaIEro
PYKOBOJUTEIIS apXHBa OpraHU3aI|H
(11112, OTBETCTBEHHOTO 32 apPXUB)

TToamuce Pacmmdposka noanucu
Jara
COI''TACOBAHO COI''TACOBAHO*
[Tpotokon 3acenanus [IOK (OK) [Tpotokon 3acenanus DMK (IIIK, 1[9K)
(HanMEeHOBaHNE OPTaHU3AIIIH) (HauMMEeHOBaHHE
No

rOCyAapCTBEHHOTO apXuBa,

CTPYKTYPHOTO HOAPA3/IeJICHHS 110 apXHUBaM

" ACJTOIMPOU3BOACTBY 00J1IaCTHOIO (MI/IHCKOFO
FOpO,HCKOFO) HUCIIOJIHUTCJIIBHOTO KOMUTETA UIN

BBIIIECTOSIIECH OpraHU3aI1H )

Ne

* B HOMEHKJIaTypax Iejl OpraHH3alui, SBISIOIIUXCS HWCTOYHMKAMH KOMILUIEKTOBAHUS T'OCYAapCTBEHHBIX
apXH1BOB; B HOMEHKJIaTypax A€l OpraHU3alUi, He SBISIOIUXCA UCTOUHUKAMH KOMIUIEKTOBAHUS TOCYAapCTBEHHBIX
apXUBOB, — IPU HAJMYUY BBIILIECTOSAIIEN OpraHU3altu.
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[Tpunoxenue 4

K MHCTpYKIINY 110 1ET0TPOU3BOACTBY
B TOCYIapCTBEHHBIX OpraHax,

WHBIX OpraHU3aIusIX

(B pemaKyu mMoCTaHOBICHUS
MuHHUCTEPCTBA FOCTUIIUN
Pecry6nuku bemapych

10.01.2024 Ne 2)

®opMma
HOMEHKJIATYPA JEJI CTPYKTYPHOI'O NIOJAPA3AEJEHUA
(OBHIECTBEHHOHU OPI'TAHM3AIIUN) OPTTAHU3AIINU
HaumeHnoBanue opranuzanuu
HaunmeHnoBaHue CTpyKTYpHOTO MOIpa3aeICHUS
(oO1IECTBEHHOM OpraHU3aIi¢)
HOMEHKIJIATYPA JEJI
Ne
MecTo cocTaBieHus
Ha roj
Cpok xpaHeHus Jiea
HasBanue pazzneina U HOMEpa IIyHKTOB
Wnneke nena (nmonpaszaena) Komraectso 0 MEePEYHI0, UHOMY [Ipumeuanue
’ TOMOB, YacTel ’
3aroJIOBOK acjia HOPMAaTUBHOMY
IIPaBOBOMY aKTY
1 2 3 4 5
Homenkiarypa nen coctaBieHa Ha OCHOBaHUH
(Bu, nata, peruCTPAMOHHBINH
HOMED U Ha3BaHHUC HOPMATHUBHBIX IIPABOBBIX AKTOB, JIOKAJIBHBIX IIPABOBBIX AKTOB,
WCIOJIb30BaHHBIX TIPH OTPEICIICHUN CPOKOB XPAaHEHHS J1e7)
HaunmeHoBaHue JOKHOCTH CITY KAILIETO
PYKOBOJMTEINS CTPYKTYPHOTO MTOAPA3ACTICHUS
(oO1IECTBEHHOW OpTraHU3AITIH ) [Toamuce Pacmmdposka moanucu

HammeHoBaHHE JOIDKHOCTH CITYXKAIETO
PYKOBOAMTEIS apXUBa OpraHU3aLuu
(yM11a, OTBETCTBEHHOTO 32 APXUB)

[Toanuce Pacmm¢poBka noanucu
Hara
COI'JTACOBAHO*

IIporokoin 3acenanus DK

(HanMeHOBaHHE CTPYKTYPHOTO MOIpa3/IeIeHuUs)

Ne

* TIpu Hanmmunu DK cTpyKTypHOTO MoapaseeHus..
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[Tpunoxxenue 5

K MHCTpYKIINY 110 1ET0TPOU3BOACTBY
B TOCYIapCTBEHHBIX OpraHax,

WHBIX OpraHU3aIusIX

(B pemaKyu mMoCTaHOBICHUS
MuHHUCTEPCTBA FOCTUIIUN
Pecry6nuku bemapych

10.01.2024 Ne 2)

®opMma

HNTOI'OBAA 3AITNCH
0 KaTeropusAx U KoJH4ecTBe JeJl, 3aBeJeHHBIX B roxy
B

(HauMeHOBaHHUE OpraHU3aIIH)

B tom uncne
MEPEXOISIINX ¢ ormeTkoi «ITTK»
1 2 3 4

Ilo cpoxam xpaneHus Bcero

[locTostHHOTO,

13 HUX:

Ha OyMa>KHOM HOCHUTEIe
RIIEKTPOHHBIX /eI
THOPHUIHBIX eI
MH(GOPMAIIMOHHBIX PECYPCOB
Bpemennoro (cBrime 10 ner),
13 HUX:

Ha OyMa)KHOM HOCHTENE
PIEKTPOHHBIX JeJT
THOPUIHBIX JIET
MH(OpMaLMOHHBIX pecypcoB
Bpemennoro (o 10 ner),

13 HUX:

Ha OyMa)KHOM HOCHUTEIe
RIIEKTPOHHBIX /eI
THOPHTHBIX JIEIT
MH()OPMAIMOHHBIX PECYPCOB
NTOI'O

HaumeHnoBaHue TOMKHOCTH CITy>KaIlEro

pykoBoauTens ciyxost JJOY

(yinua, orBeTcTBEHHOrO 3a JIOVY)* [Toanuce PactmmpoBka monmucu
Jara

Htorosnie cBeeHUS NepCaaHbl B apXHUB OpraHU3allluu.

HaunmeHnoBaHue TOKHOCTH

CITy>Kalllero JIHIIA,

MepeIaBIlIero CBEACHHUS [Toamuce Pacumdposka noanucu
JHara

* JIns UTOrOBOM 3allMCH O KaTeropusix U KOJIMYECTBE A€ K BHIIMCKE M3 HOMEHKJIATYPHI JIeJl OpraHu3aliy —
HAaUMEHOBAHUE JOJDKHOCTU  CIY)KaIlleTo PYKOBOAUTENSA CTPYKTYpHOro mopapasieneHus (0OIiecTBEeHHOMH
OpraHM3aliK) Wik pabOTHUKA, OTBETCTBEHHOT'O 3a JJOKYMEHTAIIMOHHOE 00eCIeYeHHe OTACIbHBIX YIIPaBICHUYECKHX
(GyHKIMHA (HanpaBlIeHUH NeSITEIIbHOCTH) OpraHU3alliuy.
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[Tpunoxxenue 6

K MHCTpYKIINY 110 1ET0TPOU3BOACTBY
B TOCYIapCTBEHHBIX OpraHax,

WHBIX OpraHU3aIusIX

(B pemaKyu mMoCTaHOBICHUS
MuHHUCTEPCTBA FOCTUIIUN
Pecry6nuku bemapych

10.01.2024 Ne 2)

®opMma
BHYTPEHHSSA OININCH JOKYMEHTOB JIEJIA

BnyTtpeHnHss onuck
JTIOKYMEHTOB iesia Ne Tom Ne

Ne Perucrpanuonnsiit Hasganue u (nn) Howmepa

Hata noxymenra [Ipumeuanue
/i HHJCKC TOKYMEHTa 3aroJIOBOK JIOKYMEHTa | JIUCTOB Jielia
1 2 3 4 5 6
Hroro JIOKYMEHTOB.
(umudpaMu ¥ IPOTTUCHIO)
KonunuectBo nucros BHYTpeHHeﬁ OIMMCHU JOKYMCHTOB
(tdpamu ¥ IPOITUCHIO)

HanMeHnoBanue qOKHOCTH
CILy KaIl[eTO JIUI[a, COCTABUBIIIETO
BHYTPEHHIOIO ONUCH IOKYMEHTOB Jieja [Moanuce Pacmmdposka moanucu

Jara

ITpunoxenue 7

K MHCTpyKIMU IO I€IONPOU3BOACTBY
B FOCYJJapCTBEHHBIX OPTaHax,

MHBIX OpraHu3aIusIx

(B peakLy OCTaHOBIICHUS
MuHucTepcTBa FOCTULIUU
Pecny6nuku benapych

10.01.2024 Ne 2)

®opMma
Jlucr-3aBepurens nena
JIMCT-3ABEPUTEJIb JIEJIA Ne Tom Ne

B nene noammro (BI0XeHO) U MPOHYMEPOBAHO

(tdpamu ¥ IPOITUCHIO)
AUCT(OB), B TOM YHUCIIE:
JIUTEPHBIE HOMEpA JIMCTOB:
MPONYILIEHHBIE HOMEPA JIUCTOB:
HOMEpa JINCTOB C HAKJIEEHHBIMU (hoTOTpadUsIMH M TOKYMEHTAMH:
HOMEpa KOHBEPTOB C BIOKEHUSAMH U KOJIMYECTBO BIOKEHUM (JTUCTOB BIOXKEHUN):
+ JINCTOB BHYTPEHHEH ONMUCH JOKYMEHTOB JieJa:
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Oco0eHHOCTH (PHU3UUECKOr0 COCTOSIHUS U (POPMUPOBAHHUS JeJia Howmepa nrctoB

1 2

HaumeHoBaHue JOKHOCTH

CITy>Kallero JUIa, COCTABUBIIIETO

3aBEPUTENbHYIO HAAMKCh IMoamuce PacmmdpoBka noanucu
Jara

[Tpunoxxenue 8

K MHCTpyKIMU 1O J€I0NPOU3BOACTBY
B FOCYJapCTBEHHBIX OpPTraHax,

MHBIX OpraHU3aLusIx

(B pemakiy NOCTaHOBIICHUS
MuHucTepcTBa FOCTULIUU
Pecrry6onmnku bemapych

10.01.2024 Ne 2)

OOPMA
OBJIOXKKA JIEJIA
. W T
(HanMeHOBaHME TOCYJapCTBEHHOTO apXHBa) N TIO
W'D
(HaMMeHOBaHUE BHIMIECTOSIICH opraHm3anun)**
(HaMMeHOBaHUE OpraHU3AIUH)
(HanMeHOBaHHUE CTPYKTYPHOTO MoApa3aeseHns (00mecTBeHHONH OpraHi3aiim)
Wi GYHKIWH (HAIPaBJICHUS AEATEIEHOCTH) OPTaHU3AIIIH)
Hemo Ne ToMm Ne
(3arosoBoK zena)
(mara (xpaiinue 1aTbl)
Ha JIACTAX
XpaHUThb
®@. Ne
OII. Ne
JI. Ne

* Jlnst iet, moJUTeKalluX Imepeiavye B TOCYAapCTBeHHBIN apXyB, TIPU TaKO mepeaaye.
** TIpu HamM4Ium.
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[Tpunoxxenue 9

K MHCTpYKIINY 110 1ET0TPOU3BOACTBY
B TOCYIapCTBEHHBIX OpraHax,

WHBIX OpraHU3aIusIX

(B pemaKyu mMoCTaHOBICHUS
MuHHUCTEPCTBA FOCTUIIUN
Pecry6nuku bemapych

10.01.2024 Ne 2)

®opMma

OIIUCH JEJ
MOCTOSIHHOT 0, BpeMeHHOTro (cBbie 10 JjieT) XpaHeHHUs U MO JUYHOMY COCTABY
CTPYKTYPHOTr0 moapa3aejeHus (001eCTBEeHHON OPraHn3anuu) Oprannu3anun

HaumenoBanue opranusanuu YTBEPXIAIO

HaumeHnoBanue cTpyKTypHOTO

. (HaMMEHOBaHHE JOJDKHOCTH CIIyXKAaIero
nojipasnenenus (001IecTBeHHON

OpraHM3aluH) PYKOBOAUTENSI CTPYKTYPHOTO
Omnucek Neo
moipa3ieneHus (00mecTBeHHON
el
(HaMMEHOBaHUE KaTErOpUH JIC) OpraHU3aLHHN)
3a ron [Toanuce Pacumdposka

MTOATTUCH
[ara

Hazpanwue pasnena, | Jlata (kpatinue

Ne | Uunexc KommdaectBo mctoB | Cpok XpaHeHHS Jiea

3aroJIOBOK JieJia JIaThl) Jena N [Mpumeuanune
/1 nena B jienie (TOMe, YacTH) (Toma, yacTm)
(Toma, yacTH) (Toma, yacTu)
1 2 3 4 5 6 7

B AAHHYI0 OITMCh BHECCHO

(T pamMu 1 TIPOMUCHIO)
nei ¢ Ne o Ne B TOM YHCIIC:
JUTEPHBIC HOMEPA:
MPOIyIIEHHBIE HOMEpPA:

HaI/IMeHOBaHI/Ie JOJIZKHOCTHU cnyncamer (0]
COCTaBUTEIS OIUCU IToamuce Pacmmdposka moanucu

Jara cocraBieHus
HaunmenoBaHue MOKHOCTH CITYKaIEro

pykoBoauTens ciyxos1 JJOY
(ynia, otBeTcTBeHHOTO 32 JIOY)

[Toanuce Pacmm¢poBka noanucu
[Hara
COI'JTACOBAHO**

IIporokoi 3acenanus DK

(HaMMeHOBaHHUE CTPYKTYPHOTO MOJApa3AeICHNU)

Ne
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[Tepenan JeNl U
(dpamu 1 IPOTUCHIO) (mupamu U IPOTTUCHIO)
perucTpaiiOHHO-KOHTPOJILHBIX KAPTOYCK K JOKYMEHTaM.

HaumenoBanue JOJDKHOCTH CIIY?KalCro

paboTHHKA, TIEpPEIaBIIIeTro Iea ITonnuce Pacmmdposka noanucu
Jara
[Tpunsan aenu

(mmdpamu 1 IPOTTUCHIO) (mupamu U IPOTTUCHIO)

PErUCTPpalMOHHO-KOHTPOJBHBIX KaPTOYCK K JOKYMCHTAM.

HaunmeHoBaHue JOIKHOCTH CITYKAILIETO

paboTHUKa apxuBa (JIUIa, OTBETCTBEHHOTO

3a apXuB), IPUHSBIIETO JeJa [Toanuce Pacmmmdposka moamucu
Jara

* Jlnst omuicelt e BpeMeHHoro (cBhime 10 eT) XpaHeHus U 10 JTHYHOMY COCTaBY.
** [Tpu Hanmmauu DK CTPyKTYPHOTO TOIpa3IeeHusl.

[Ipunoxenue 10

K MHCTpYKIIMH 110 1ETIO0MPOU3BOACTRY
B TOCYAapCTBEHHBIX OpraHax,

MHBIX OPTaHU3ALUAX

(B pemaKuu MoCTaHOBICHUS
MuHucTepCcTBa IOCTUINH
Pecny6nuku benapych

10.01.2024 Ne 2)

®dopma

AKT O BBIZIEJIEHUU K YHUYTOXKEHUIO JOKYMEHTOB U JEJI,
HE NIOJIEKAIIIUX XPAHEHHWTO

HanMmeHnoBaHME BBIIIECTOSIICH VTBEPXJIALIO
OpraHu3aIu

(HaI/lMeHOBaHI/Ie JOJDKHOCTHU CITYKalleTro
HaumeHnoBanue opranuzanuu

AKT PYKOBOJMTENS OPraHH3aIIH )
No ITognuce PacummdpoBka
IIOAIINCHU

MecTto cocTaBicHUA Jlata

O BbIICNIEHUH K YHHUUTOXXECHHUIO
JIOKYMEHTOB U JIeJI, HE TIOIICKAIINX
XPaHEHUIO
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Ha ocHoBanun

(Bun, mata, peruCTPalMOHHbIN HOMEP W Ha3BaHHE HOPMaTHBHBIX

O0TOOpaHBI

MPAaBOBLIX AKTOB, JIOKAJIbHBIX IMTPABOBLIX AKTOB, HCIIOJIb30BAHHBIX
IIpyu NpOBEACHNH SKCIIEPTU3bI HEHHOCTH ,HOKyMeHTOB)

K YHUYTOXCHHUIO KaK HC UMCHOIINC

HUCTOPUYECKOM,

Hay4YHOMH,

COIIMAJIbHOM,

3KOHOMI/I‘-IGCKOI\/JI, MMOJIUTHYCCKON HIIH Ky.]'II)TypHOI\/'I OCHHOCTH W YTPATUBIIMEC IIPAKTHUYCCKOC

3HaYEHUE CIeAYIONINe JOKYMEHTHI U aena Gonga No*

Cpok xpaHeHus
Wnnexc nena
Perucrpannonssie Jiena ¥ HoMepa
Jara nena o
3arojoBOK Jena WHIEKCHI Kommuectso ITyHKTOB
Ne M WK HOMEHKJIAType
WIIH TPYIIIOBO . HOMEHKJIATYp JeJ nen (ToMoB, | 1o mepedHto, | [Ipumeuanme
/I KpaifHue . |Ioem mmu HOMep N
3ar0JIOBOK eI (HOMEpa omnmcei 4acTe) HHOMY
JIaTHI J1eJT JieIia 110 OMHUCH
nen) 3a roji(br) e HOPMaTHBHOMY
[IPaBOBOMY aKTy
1 2 3 4 5 6 7 8
Htoro JIen 3a roja(bl).

(undpaMu 1 IPOTTUCHIO)

CBonnble omnucu jaen (roJoBble pa3/ieibl CBOJHBIX ONUCEH JIe€J) MOCTOSHHOTO XpaHEHUs

3a

¢ DMK (DIIK, 1[DK)

l"OI[(BI) YTBCPKACHBI, a0 JIMYHOMY COCTaBy COIJIaCOBAHbI

(HauMeHOBaHME rOCyJapCTBEHHOT'O apXHBa, CTPYKTYPHOTO TIOAPA3JIENICHNUS 110 apXHBaM

(mpoToKOa

U IeTONPOU3BOACTBY 001acTHOTO (MHHCKOTO TOPOICKOT0) HCIOTHUTEIEHOTO KOMHUTETa
WJIM BBIILIECTOSIICH OpraHU3alnu)

Ne

).

HaumenoBanue 10MKHOCTH CITYKaIEro
JMIa, TPOBOAMBIIIETO SKCIIEPTUIY
LIEHHOCTHU JOKYMEHTOB

COTI'JTACOBAHO

[Tpotokon 3acenanus [IOK (OK)

(HanMEeHOBaHWE OPTaHU3AIIIH)

Ne

Z[OKYMGHTBI B KOJIMYECTBEC

BCECOM

Ha 1epepaboTKy 1o

Iloamuce

PacmmpoBka noanucu

COTI'JTACOBAHO**
[Ipotokon 3acenanus MK (D11K)

(HauMEeHOBaHHE

rOCyAapCTBEHHOTO apXuBa,

CTPYKTYPHOTO MOJIPa3/ICICHUS 10 apXUBaM

U ICJIONPOU3BOJICTBY oOacTHOr0 (MUHCKOTO
TOPOJICKOT'0) HCIIOTHUTEIEHOTO KOMHUTETA)

Ne

e,

KT CIAaHBI B

(tdpamu U IPOMTUCHIO)

(HanMeHOBaHNE OPTaHU3AIIH)

oT

(BUZ HTOKyMEHTA)

HaunmeHoBaHuE JOIKHOCTH CITYKAILIETO
paboTHUKA OpraHU3AIIHH,
CIABIIETO JOKYMEHTBI

Jara

Tloamuce
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N3menenus B YUYCTHBIC JOKYMCHTBI BHCCCHHBI.

HanMeHoBaHue TOMKHOCTH CITYKAIETO

paboTHHKA apXuBa (JUIa, OTBETCTBEHHOTO

3a apXuB), BHECIIETO U3MECHECHUS

B YUETHBIE JOKYMEHTbI [Tonmuck PacmmdpoBka noanucu
Jara

* B opraHu3anusix, siBISIFOLIMXCS] HCTOYHHUKAMH KOMILIGKTOBAHUSI TOCYJaPCTBEHHBIX apXUBOB.
** BakTe O BBIICNCHHUM K YHHUYTOXKEHHIO JOKYMEHTOB H el ¢ otMetkod «JIIK», He momiexaiqux
XpaHEHUIO.

IIpunoxenue 11

K MHCTpYKIIUY 10 1ETI0MPOU3BOACTRY
B TOCYJIapCTBEHHBIX OpraHax,

WHBIX OPTaHU3aLUAX

(B peaky OCTaHOBIICHUS
MuHucTepCTBa FOCTUINH
Pecny6nuku benapych

10.01.2024 Ne 2)

®opma
JUCTOK-3AMECTHUTEJIb JIOKYMEHTA
Bun noxkymenra JlaTa Nunexc
Koppecnonnent
3aronoBOK (UM KPAaTKOE COJIEp:KaHNe TOKYMEHTA)
Brigan
(mata BeIIAYM)
Briman [Tomyunn
(Hal/IMeHOBaHI/le JOJDKHOCTH CIIyKallero, (HaI/IMeHOBaHI/le JOJKHOCTH CIIyKaliero,
TTOJIITUCh, pacI(POBKA MOIIICH JINIIA, MIOJIIHCh, pacn(poOBKa MOIHCH JINIIA,

BBIJIABIIETO JOKYMEHT) KOTOPOMY BBIJIaH JOKYMEHT)
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[Tpunoxxenue 12

K MHCTpYKIINY 110 1ET0TPOU3BOACTBY
B TOCYIapCTBEHHBIX OpraHax,

WHBIX OpraHU3aIusIX

(B pemaKyu mMoCTaHOBICHUS
MuHHUCTEPCTBA FOCTUIIUN
Pecry6nuku bemapych

10.01.2024 Ne 2)

®opMma
KAPTA-3AMECTUTEJIb JEJIA

HaumenoBanue opranuzanuu

HanmenoBaHue CTpyKTypHOTO
MIOApa3ECIICHUS

KAPTA-3AMECTUTEJIb AEJIA

Hemo Ne

(MHAEKC 10 HOMEHKJIAType JIe1 OpraHu3aluy WIK HOMEp MO OIKCH JIeN U 3ar0JI0BOK)
BBIZ[aHO BO BPpCMCHHOC MMOJIb30BAHUC 10
(mara BBITAYN) (maTa Bo3Bpara)

Briman [Tomyuun
(HaI/lMeHOBaHI/Ie JOJDKHOCTHU ClTy’Kallero, (HaI/lMeHOBaHl/Ie JOJDKHOCTHU CITy Kallero,

TIOJIIHCH, PACIIN(POBKA MOAIICH JINIIA, TIOJIIINCH, PACIIN(POBKA MOAITUCH JIUIIA,

BBIJIABIILIETO JIEIIO) KOTOPOMY BBIJIaHO JI€TI0)
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