NOCTAHOBJIEHUE MUHUCTEPCTBA KOCTULIUU PECINTYBJIUKU BEJTAPYCb
19 aHBapa 2009r. N 4

OB YTBEPXXAEHUUN UHCTPYKLU UM NO OENONPOU3BOACTBY B rOCYAAPCTBEHHbIX OPFAHAX, UHbIX
OPrAHMU3ALMUAX
(8 pea. noctaHoBNeHMIM MuHiocTa ot 24.10.2011 N 235,
01 27.01.2012 N 18, 01 15.01.2013 N 9, 01 10.12.2014 N 240,
o1 30.12.2015 N 225, o7 18.08.2017 N 167, o1 05.03.2018 N 51,
0T 26.07.2018 N 154)

Ha ocHoBaHWKU 3akoHa Pecnybankn bBenapycb oT 6 okTA6psa 1994 roga "O HauMoHanbHOM apXMBHOM
¢doHme un apxuBax B Pecnybnuke benapycb" u TlonoxeHna o MuHuUcCTepcTBe tOCTUUMKM Pecnyb6amkn
Benapycb, yTBeprKAeHHOro noctaHoBneHnem CosBeta MuHucTpoB Pecnybaunkm Benapycb ot 31 okTabps
2001 r. N 1605, MuHucTepcTBo toctuummn Pecnybnmkun benapycs MOCTAHOBAET:

1. YTBepauTb npunaraemyto MHCTPYKLUMIO NO 4eN0NpPOM3BOACTBY B FOCYAAPCTBEHHbIX OpraHax, MHbIX
OpraHm3saumax.
(8 pea. noctaHoBAeHMA MuHiocTa oT 27.01.2012 N 18)

2. MNMpu3HaTb yTpaTUBLLMM CUAY MPuUKa3s KomuteTa no apxmBam M genonpomsBoactsy Pecnybaumkm
Benapycb oT 23 masa 1995 r. N 13 "O6 yTtBep:kaeHun MpUMEpPHON UHCTPYKLUKM MO AeNonpon3BoACTBY B
MWHUCTEPCTBAX, FOCKOMUTETAX U APYIrUX LLEHTPaNbHbIX OPraHax yrnpaBaeHua, yYpexaeHnaX, opraHnsaLmax
1 Ha npeanpuatTuax Pecnybaunku benapych" (BronnereHb HOPMaTUBHO-NPaBOBOM MHbopMaumu, 1995 r., N
11).

3. HacTosAuwee nocTaHoOB/AeHWE BCTyNaeT B CUAY Yepes AecATb AHel nocie ero opuumanbHOro
onybiMKoBaHUA.

MwuHuctp B.l.TonoBaHoB

YTBEPXIOEHO
l[IocTaHOBJIEHNKE
MyHMCTEepCTBa OCTULUN
Pecnybnukm Besapych
19.01.2009 N 4

MHCTPYKLMA
no AENONPOU3BOACTBY B FOCYOAPCTBEHHbBIX OPTAHAX, UHbIX OPTAHU3ALIUAX
(B pea. noctaHoBNeHMI MuHtocTa o1 24.10.2011 N 235,
0T 27.01.2012 N 18, o1 15.01.2013 N 9, 01 10.12.2014 N 240,
o7 30.12.2015 N 225, o1 18.08.2017 N 167, ot 05.03.2018 N 51,
0T 26.07.2018 N 154)

FMABA 1
OBLUME NONOXKEHUA

1. HactoAwasa NHCTpyKUusa OCHOBaHa Ha NONOXeHUsaX 3akoHa Pecnybauku Benapycb ot 25 Hosbps
2011 roaa "O6 apxuBHOM aene u aenonpoussoacTee B Pecnybanke Benapych" (HaunoHanbHbIM peecTp
npasoBbix aKkToB Pecnybamku benapycb, 2011 r., N 136, 2/1875) ¢ Lenblo COBEPLLIEHCTBOBAHUSA, MOBbLILIEHMWSA
3G PEeKTUBHOCTM M KaYecTBa AOKYMEHTAUMOHHOro obecneyeHuns ynpasaeHma nytem yHupuKaumm coctasa u
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dopm ynpas/ieHYECKMX AOKYMEHTOB, TEXHONIOMMNI PaboTbl C HUMM.
(B pea. noctaHoBNeHMA MuHiocTa oT 27.01.2012 N 18)

2. Hacroawas WHCTpyKuMs ycTaHaBauBaeT obwmue TpeboBaHWA K  AOKYMEHTUPOBAHUIO
ynpaBieHYeCKON AeATEeNbHOCTU U opraHM3auum paboTbl ¢ JOKYMEHTaMM B FOCYAAPCTBEHHbIX OpraHax,
WHbIX OpraHM3aLmax He3aBmMcMmo oT GopMbl COBCTBEHHOCTU M OpraHU3aLMOHHO-NpaBoBoi dopmbl (panee -
opraHusauumn).

(B pea. noctaHoBneHMA MuHiocTa ot 27.01.2012 N 18)

3. MonoxkeHuna HacToAwen MHCTPYKUMKN pacnpoCTPaHAOTCA Ha OpPraHM3aLMOHHO-PAcNopAANTEIbHYIO
OOKYMEHTaUMI0 HE3aBUCMMO OT BMAA HOCUTENA W YCTaHAB/AMBAlOT MpaBMAa MOATOTOBKWU, opopmaeHus,
yyeTa, TUPaAKMPOBAHUA, KOHTPOA UCMONHEHWUSA, ONEPATUBHONO XPaHEHMUA, UCMOb30BAHMA U NOATOTOBKU K
nepegaye B apxuB, OCYLLECTBAAEMbIE C MOMOLLBIO PYYHbIX, MEXAaHWM3UPOBAHHbBIX U AaBTOMATU3UPOBAHHbIX
(KomnbloTepHbIX) TexHonorni. OcobeHHOCTM odopmeHus, 06pPaboTKM U XpaHEeHUs [OKYMEHTOB B
3NEKTPOHHOM BWUAE pPerynvpytotTca rnasor 18 Hactoswel WMHCTPYKUMM M aKTaMM 3aKOHOAATeNbCTBa
Pecnyb6avku benapyce.

OcobeHHOCTM odopmneHus, 06paboTKM W  XPaHEHUA OpPraHU3aALMOHHO-pPacnopPALMTEbHbIX
OOKYMEHTOB, OTHOCALLMXCA K HOPMAaTMBHbIM MPaBOBbIM aKTaM Pecnybivku bBenapycb, comepikalumx
roCcyZ,apCTBEHHbIE CEKPETHI M MHYIO OXPAHAEMYIO 3aKOHOAATE/IbCTBOM MHOOPMALLMIO, 06paLLEeHNIA TPaXKaaH,
B TOM YMCae MHAMBUAYANbHbIX NpegnpuHUMaTenei, N lpUANYECcKUX UL, U SOKYMEHTOB, CBA3AHHbIX C UX
PacCMOTPEHUEM,  33ABJIEHUI  3aMHTEPECOBaHHbIX AL, OOpalaloWMXCA 33  OCYLLEeCTBJEHUEM
aAMMHUCTPATMBHOW NPOLLeAYpPbl, U UHbIX OKYMEHTOB, CBA3AHHbIX C OCYLLECTBEHUEM aAMUHUCTPATUBHbIX
npoueayp, PeryaMpytoTcs akTamm 3akoHogaTenscTea Pecnybankmu benapyce.

(B pea. noctaHoBneHMA MuHiocTa oT 24.10.2011 N 235)

MonoskeHUn HacToAwen MHCTPYKUMM PacnpoCTPaHAOTCA Ha opraHM3aumio paboTbl C 4OKYMEHTaMM,
He OTHOCALLMMWCA K CUCTEME OpPraHM3aLMOHHO-PACMOPAAMTENbHON AOKYMEHTauuKn (NnaHoBasA, OTYETHO-
CTaTUCTMYECKas, PaCcYeTHO-AEHEXKHAn U ApYyrue cMCcTemMbl OKYMEHTaLMK), He3aBUCUMO OT BUAA HOCUTENS,
BKAKOYAA MX PErucTpaumio, yyeT, KOHTPONb WMCMNONHEHWUA, XpPaHeHWe, B TOM YMC/IE OCYLLECTBAAEMbIE C
NMOMOLLbIO aBTOMATU3NPOBAHHbIX (KOMMbIOTEPHbIX) TEXHONOTUIA.

4. OpraHusaumsa M BefAeHUe [e/0NPOM3BOACTBA B OpraHM3aLMAX OCYLEeCTBAAKTCA Ha OCHOBe
CaMOCTOATE/IbHO pa3pabaTbiBaeMblX MHCTPYKLMIA NO AENONPOU3BOACTBY B COOTBETCTBMU C TpeboBaHUAMM
HacToswen MHCTpyKuuu.

BbllECTOAWMMM OpraHM3aumamm Aaa OAHOPOAHbLIX MO XapakTepy AeATe/sbHOCTM MOoAYUHEHHbIX
opraHuM3auMii paspabaTbiBalOTCA MHCTPYKUMKW MO AeNoNpOM3BOACTBY, YCTaHaB/AMBalWME TUMNOBOM MAU
NPMMEpPHbIN XapaKTep OpraHu3aumMm 4enonpous3BOACTBaA, UCMOAb3yeMble NPU Pa3paboTKe MHCTPYKUMIA No
AeN0nNponsBoACTBY 3TUX OpraHM3aLuuii.

MHCTpYKUMA NO 4enonpons3BoaCTBY, MMeEoLWas TMNoBOM XapaKTep, yCTaHaBAnBaeT EAMHbIﬁ nopAaoK
OpraHusauunn AenonponssoacTtea BO BCeEX OAHOPOAHbLIX OpraHMU3auunax.

MHCTPYKUMA NO [en0npou3BOACTBY, MMeKLWas NPUMEpPHbIA XapaKTep, YCTaHaB/AMBaeT NOPALOK
OpraHun3aLMM AeNonpor3BOACTBA B OAHOPOAHbIX OPraHM3aLMaX, NpeayCcMaTpUBatoLLMIA BOSMOYXKHOCTb ero
KOHKPETM3aLMmn B MHCTPYKLMAX NO Ae/I0NPOM3BOACTBY OPraHM3aLMii B YCTAHOB/IEHHbIX €10 PaMKaX.

MHCTPYKUMM MO 4enonpousBOACTBY, MMEIOLWMEe TUMOBOM WAM MPUMEPHbIM XapaKTep, ABAAOTCA
06a3aTeNIbHbIMMK A48 NPUMEHEHMA.

5. MHCTpYKUMKM NO AeNonpov3BOACTBY OpPraHuM3auMii, ABAAIOWMXCA UCTOYHMKAMKU KOMMAEKTOBaHMUA
rocyAapCTBEHHbIX apXMBOB, YTBEPKAAIOTCA UX PYKOBOAUTENAMM MOC/E COrNacoBaHMA C COOTBETCTBYHOLMM
roCyAapCTBEHHbIM apPXMBHbIM YUYPEXKAEHUEM WAM CTPYKTYPHbIM noApasdeneHvem Mo apxuBam W
AeNonpou3BOACTBY MMaBHbIX YNPaBAeHUA CTULUMK 061acTHbIX (MWHCKOrO ropoAcKoro) MCNOAHUTENbHbIX
KOMMUTETOB. MHCTPYKUMM NO AeNonpoM3BOACTBY, Peryavpylolme npasuna paboTbl C 31EKTPOHHbIMU
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OOKYMEHTaMM M SOKYMEHTAaMW B 3/IEKTPOHHOM BUAE, YTBEPKAAIOTCA PYKOBOAMTENSMUN OpraHn3aunii nocae
COrNlacoBaHMA C COOTBETCTBYIOWMM TFOCYAAPCTBEHHbIM APXMBHLIM YYpPEXKOAEHUEM WKW  CTPYKTYPHbIM
nogpasgeneHmem no apxmBam u 4en0npom3BOACTBY IM1aBHbIX YNPABAEHUI IOCTULMM 061aCTHBIX (MUHCKOro
ropoAcKoro) MCNOMHUTENIbHBIX KOMMUTETOB M FOCYAApPCTBEHHbIM yypexaeHnem "Benopycckuiti HayyHo-
NccNefoBaTENbCKUIM LLEHTP SNEKTPOHHOMN fOKYMEHTaumn'".

(B pea. noctaHoBNeHMI A MuHiocTa oT 27.01.2012 N 18, o1 30.12.2015 N 225)

MHCTPYKLUMM NO AenonpoM3BOACTBY OpraHM3aLunii, He ABAAIOLLMXCA UCTOYHMKAMU KOMM/IEKTOBaHUSA
rocyapCcTBEHHbIX apXMBOB, YTBEPKAAOTCA UX PYKOBOAMTENAMM MOCAE COrNacoBaHUA C BbllIECTOALMMM
OpraHusaumMamu (Npu ux HanMuuK).

MHCTpYKUMM N0 AenonpousBOACTBY, WUMEOWME TUMNOBON UAM  MPUMEPHbBIN  XapaKTep,
pa3pabaTbiBaemble pecnybanKaHCKMMum opraHamm rocy4apCTBeHHOro ynpasneHus, MHbIMK
rocygapcTBEHHbIMM  OpraHMsauMamun,  noguyuMHeHHbimM  lMpaBuTenbctBy  Pecnybnuku  Benapyce,
YTBEPKAAOTCA UX PYKOBOAUTENSMM MOC/E COornacoBaHuaA ¢ LleHTpanbHoOM sKcnepTHOM Komuccueit (ganee -
LI9K) cooTBeTcTBylOlWEro oOpraHa ynpasfieHuAa (opraHuMsaummM) U pecnyb/IMKAaHCKMM  OpraHom
rocyfapcTBEHHOrO yrnpasBaeHus B chepe apxMBHOro Aena U Aenonpon3BoACTBa.

(8 pea. noctaHoBAeHMA MuHiocTa oT 27.01.2012 N 18)

MHCTPYKUMM MO AEe/IoNPOM3BOACTBY, MMEWMe TUMNOBOW  WMAW  MPUMEPHbLIN  XapaKTep,
pa3pabaTbiBaemble OPraHM3aUUAMK, ABMAIOWMMUCA WUCTOYHMKAMMU KOMMIEKTOBAHMA TOCYyAapCTBEHHbIX
apPXUBOB, YTBEPXAAOTCA WX PYKOBOAUTENAMW nocCae cornacoBaHua ¢ LUIK 3stux opraHmsaumnii u
COOTBETCTBYIOLLMMU FOCYAAPCTBEHHBIMU apXMBAMM.

MHCTPYKUMM NO  AeNonpou3BOACTBY, MMEOWME TUNOBOM  WAM  NMPUMEPHBIA  XapakTep,
pa3pabaTbiBaeMble UHbIMW OPraHM3aUMAMU, YTBEPKAAOTCA UX PYKOBOAUTENAMM MOCNAE COrNAcOBaHUSA C
9K aTnx opraHusaumii.

6. OpraH13auma 1 COBepPLIEHCTBOBAHUE CUCTEMbI AOKYMEHTALMOHHOIO obecrneyeHns ynpasieHus B
OpraHM3aLmn, KOHTPOb 3a COBA0AEHNEM YCTaHOBAEHHbIX NMPaBUA PaboTbl C LOKYMEHTaMM, MeToAMYECKoe
PYKOBOACTBO paboToM ¢ AOKYMeHTaMn U obyyeHne paboTHMKOB OCHOBaAM Le10NpPon3BOACTBA, BHEAPEHUE
N NPUMEHEHNE COBPEMEHHbIX MHPOPMALIMOHHBIX TEXHO/IOTUIA B paboTe C AOKYMEHTaMM BO3/1araloTcs Ha
CNy»Kby AOKYMeHTaLuMoHHOro obecneyeHus ynpasnieHus (aanee - cayxba 4OY).

HaumeHoBaHue cnyx6bl JOY (ynpaBneHue genamu, ceKpetapuar, obwuit otTaen, KaHuenapus u T.n.),
ee CTPYKTYpa, 3a4a4m, PyHKLMM YCTaHAB/NMBAIOTCA B COOTBETCTBMM C NOIOXKEHNEM O HEWN B 3aBUCMMOCTU OT
obbema [OKYMEHTOO60pOTa, BbIMNOAHAEMbIX GYHKUWA, HanMumMa CpPeacts8  BbIMUCAUTENbHOW W
OpPraHM3aLUMOHHOM TEXHUKMU U T.M.

Cny:6a [OY MOMKET COCTOATb M3 HECKONbKUX nogpasaeneHunit. 3agaun, GyHKUMM, NOPALOK paboThl
noapasaeneHnin cnyool 4OY pernameHTUPYHOTCA NONOKEHUAMM O HUX.

Mpu Hebonblwom obbeme AOKYMeHTOObopoTa cny:ba AOY MorKeT He co3gasaTbea. B aTom cnyyae
BbiNO/SIHEHNE ee YHKUMI BO3MaraeTcA Ha CneuManbHO HA3HAYEHHOrO MPUMKA3oM PYKOBOAUTENSA
opraHusaumm paboTHuKa (rpynny paboTHUKOB).

(B pea. noctaHoBneHMa MuHiocTa ot 18.08.2017 N 167)

I'IpaBa, 06A3aHHOCTM U OTBETCTBEHHOCTb pa6OTHMKOB, ydacTByrOwmnx B genonpon3soactBeHHOM
O6CI'IY)'KMBaHMI/I OopraHunsauunmn, onpenenarTca nx 4ONKHOCTHbIMU UHCTPYKLUAMN.

7. OTBETCTBEHHOCTb 33 OPraHM3auMio AeNonpoM3BoAcTBa, cobaogeHMe YCTaHOBAEHHbIX NPaBUa U
nopsgka paboTbl C AOKYMEHTaMW, B TOM 4YMC/e AOKYMEHTaMMU B 3NE€KTPOHHOM BMAE, 3NEKTPOHHbIMMU
AOKYMEHTaMM, WHPOPMALMOHHBIMM pecypcamu, B OpraHM3auMu, WX COXPaHHOCTb BO31araloTca Ha
pyKoBoAuTens opraHusaumu. Mpu cmeHe pyKoBOAMTENA OpraHM3aLmm COCTaBAAETCA akT Npuema-nepeaaqm
AOKYMEHTOB 1 Aen.

(8 pea. noctaHoBneHMA MuHiocTa oT 30.12.2015 N 225)
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OTBeTCTBEHHOCTb 3a OpraHusauMio AenonpPoM3BOACTBA, CObMloAEeHUEe YCTaHOBAEHHbIX MpPaBua U
nopagka paboTbl C AOKYMEeHTaMW B CTPYKTYPHbIX MoApasAeneHuax OopraHus3aummM, UX COXpPaHHOCTb
BO3/1araloTcA Ha pyKoBoamuTesNel 3TUX noapasgeneHunin. [puMKasom pyKoBOAUTENA OpraHM3aumu
Ha3HayaeTca PabOTHMK, OTBETCTBEHHbIM 3a BeAeHMEe [Aen0npouM3BOACTBA, KOTOPbIM OCYLLECTBAAET B
CTPYKTYPHOM NOApPa3sfaesieHUM YYET M KOHTPO/Ib MPOXOXMKAEHMSA OOKYMEHTOB B YCTAHOBJ/IEHHbIE CPOKM,
MHPOPMUPYET PYKOBOAUTENSA CTPYKTYPHOTO Noapasae/ieHUs 0 COCTOAHUN UX UCMONHEHUA U 4.

PaboTHUKM OpraHusaumMm AOAKHbl OblTb O3HAaKOMJ/IEHbI C YCTAaHOBJIEHHBIM MNOPAAKOM pPaboTbl ¢
OOKYMeHTaMu B OpraH13aLmm.

PaboTHWMKM OpraHM3auuu HecyT NEepPCOHasbHYl0 OTBETCTBEHHOCTb 3a BbINOAHEHWe TpeboBaHMiA
MHCTPYKLMM NO 4,eN0NPOM3BOACTBY, COXPAHHOCTb HAaXOAALWMXCA Y HUX CY»KeBHbIX LoKymeHToB. 06 yTpaTe
AOKYMEHTOB HEMeA/IEHHO COObLLaeTCa PYKOBOAMTENIO NoApasaeneHus u B cny:xby J0VY.

Mpu nepesoe, NnepeMeLLeHUM UAN YBONIbHEHUU PabOTHUKA UMEIOLMECA Y HEero AOKYMEHTbI U gena
nepeaatoTca Mo  PELIeHU0  PYKOBOAWUTENS OpraHM3auuMum WMAM  COOTBETCTBYIOLLErO  CTPYKTYPHOrO
noapasgesneHnsa apyromy paboTHUKY MO akTy npMema-rnepenadm 4OKYMEHTOB 1 aen.

8. KOHTpo/ib 3a COCTOSIHMEM [E/I0NPOU3BOACTBA B OPraHM3aLMAX OCYLLECTBAAETCA OpraHamu
apXMBHOrO Aena U Ae/onpou3BOACTBa, FOCYAAPCTBEHHbIMU apXMBHBIMU YUPEXAEHUSAMU U BbILLECTOALWNMM
OopraHM3aumMaMm.

(B pea. noctaHoBneHMA MuHiocTa oT 27.01.2012 N 18)

rNMABA 2
AOKYMEHTUPOBAHWUE YNPAB/IEHYECKOW AEATE/IbHOCTU

9. [JoOKYMeHTMpPOBaHME YyNpPaB/JEHYECKON OeATEeNbHOCTU 3aKA4YaeTca B CO34aHWUM YNpPaBAEHYECKUX
OOKYMEHTOB - QUKCALMM Ha MaTepuasnbHbIX HOCUTENAX YNPaBAEHYECKUX AEUCTBMIA NO YCTaHOBAEHHbLIM
npasuaam. [loKyMeHTMPOBaHME YNPaBAEHYECKON AeATeIbHOCTU MOMKET OCYLLECTBAATLCA KaK PYKOMUCHbIM
cnocobom, TaK M C MNOMOLIBbID TEXHUYECKUX CPeacTB. YNpaBAeHYECKMEe [OKYMEHTbl MOryT 6biTb
3adMKCMPOBaHbl Kak Ha ByMayKHOM, TaK U Ha 3/1EKTPOHHOM HocuTee (LOKYMEHTbI B 31EKTPOHHOM BUAE, B
TOM YMC/E SNEKTPOHHbIE JOKYMEHTbI).

[OKYMEHTbI B 3/IEKTPOHHOM BWAE, SNEKTPOHHbIE AOKYMEHTbl MOTYT MPUMEHATbCA BO BCex chepax
OeATe/IbHOCTU, TAE WCMOJb3YHTCA MPOrPamMMHble, MPOrPamMMHO-TEXHUYECKUE M TeXHUYECKUe CPeacTBa,
HeobxoaMmble A/1A CO34aHWNA, 06paboTKM, XpaHeHUs, nepedayn U npuema UHGOpPMaLUn B 3/1EKTPOHHOM
Buae.

TpeboBaHWA K AOKYMEHTaM B 3/IEKTPOHHOM BUAE PACMpPOCTPAHAIOTCA Ha INEKTPOHHbIE AOKYMEHTbI,
€C/IN MHOE He NpeayCMOTPEHO 3aKoHoAaTeNbcTBOM Pecny6anku benapyce.

DNEKTPOHHbI AOKYMEHT COCTOUT M3 BYX HEOTbEMIEMbIX YacTelt - 06LLei 1 0COBEHHO.

O6uiaa yacTb 3NEKTPOHHOIO [AOKYMEHTa COCTOMT M3 MHPOPMALMKM, COCTaBAAIOLLIEN comepsKaHue
[OKYMEHTA, U PEKBU3UTOB, GOPMUPYEMbIX [0 MOMEHTA BblpabOTKM 3/EKTPOHHOW UMdPOBOM noanmncu
(nanee - 3UN).

OcobeHHasA 4YacTb 3NEKTPOHHOIO AOKYMeHTa cogepkuT LM nuu, ocyLlecTBMBLUMX COMacoBaHue
(BM3MpoBaHKWE), nNoAnNUCaHWe, YTBEPXKAEHWE 3/IEKTPOHHOTO AOKYMEHTa, a TaKKe PEKBU3UTHI,
dbopmmpyemble nocsie NOANUCAHUA: AaTa AOKYMEHTA, PErMCTPALMOHHbIA UHAOEKC, Pe30toLMA, OTMETKA O
NOCTYNAEHUN 1 ap.

(8 pea. noctaHoBneHMA MuHiocTa oT 18.08.2017 N 167)

OcobeHHaa 4acTb MOXKET coaepKaTb AOMOSHUTENbHbIE AaHHble, B TOM 4uUcie Heobxoammble AnA
nposepkm dLM.
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OcobeHHaAa 4acTb pacrnonaraeTtca B PerucTpaLMoOHHO-KOHTPOJIbHOM KapTouke (aanee - PKK)
OOKYMeHTa M (MAn) oTaAenbHbiXx ¢alinax, ABAAIOWMXCA HEOTbEM/IEMOM 4YacTblo COOTBETCTBYHOLLEFO
3/1EKTPOHHOIO AOKYMEHTa.

CoctaB [OKyMeHTOB, O06Opasylolnxca B  OEATEeNbHOCTM  OpraHusaumun, onpegensetca ee
KOMNETEHLMEN, KPYrom ynpasaeHYeckux GyHKLMIA, NOPAAKOM pa3pelleHma BONpocoB (e AMHONNYHbIA Uan
KOJIernanbHbIi), 06bEMOM M XapaKTepoM B3aMMOCBA3EN MeXKAy OpraHM3auusaMmm og4HOro UAN pPasInyHbIX
YPOBHENM yrnpaBAeHUa 1 T.n.

fOpM,D,M‘-IECKMM OCHOBaHMEM CO34aHUA OpPraHn3aunMoOHHO-pacnopAAnUTE/NIbHbIX OOKYMEHTOB B
AeATENbHOCTU opraHmsau,Mﬁ ABNAKOTCA:

aKTbl 3aKoHoAaTenbcTBa Pecnybanku benapych;

pelweHus Cyaos;

npeAn“caHna rocyAapCcTBEHHbIX OPraHOB U AONMKHOCTHbIX /INLL;
Nopy4YeHmn BbIECTOALLMX OpraHU3aLnii;

OCYLLECTB/IEHNE WUCMOJHUTENBHOW W OpPraHM3auMOHHO-PACNOPAAUTENIbHOMW AEeATEeNbHOCTU B Lenax
BbINO/IHEHWUA OpraHn3aLmelt BO3/IOXKEHHbIX Ha Hee PyHKLMUIM 1 33434 B COOTBETCTBUN C €€ KOMMNETEHLMEN.
(n. 9 B pea. noctaHoBneHUss MuHiocTta ot 30.12.2015 N 225)

10. OpraHus3auuu HageneHbl NpPaBoOM MNPUHUMATbL (M34aBaTb) TOMbKO Te pacnopsaauTesibHble
JOKYMEHTb! (MpUKasbl, pacnopsaKeHus, yKasaHusa, NOCTaHOBEHUS, pelleHmMs), KOoTopble NpeaycMOTPEHbI
3aKoHoZaTeIbcTBOM Pecnybamku benapych, ycTaBamu UKW NMONOKEHUAMM O HUX.

11. CoBMecCTHble aKTbl OpPraHOB rOCYAApPCTBEHHOM BAACTU W yNpaB/ieHMA NPUHMMAKOTCA B BUAE
noctaHosneHuit. CoBMecTHble aKTbl MecTHbIx COBETOB AenyTaToB, UCMOJIHUTE/bHbIX U PacnopAAUTENbHbIX
OpraHoB nNpuUHMMAOTCA B Buae peweHnin. CoBMECTHble pacnopaauTesibHble  OOKYMEHTbl  MHbIX
OpraHu3aumin, nsgatrowmx (NPUHMMaIOLWLMX) O4MHAKOBbIE BUAbI AOKYMEHTOB (NPMKasbl, NOCTAHOBAEHMUA U
ap.), nspatotca (npMHMMatoTca) B cooTBeTCTByoWweM Buge. COBMECTHble PacnopsaanTeNibHble SOKYMEHTI
OpraHusaLmin, U3gatoWwmnx pasinyHble BUAbl AOKYMEHTOB, MPUHUMAIOTCA B BUAE PeLUeHUA, KOTopoe MmeeT
NpaBoOBYIO CUNY PACMOPALUTENIBHOTO AOKYMEHTA 1A KaXKA0N opraHM3aumnm, NPUHABLLEN 3TOT AOKYMEHT.

12. Xopa, obcysKaeHUs BONPOCOB Ha 3acefaHuAX, COBELLaHMAX, COBpaHNAX, KOHPepeHLMAX, Ae/10BbIX
BCTpeuax (aanee - 3acegaHua) GpUKCUpyeTca B MPOTOKONAX.

PelleHus, NPUHATbIE Ha 3aceAaHnM KOANErManbHOro opraHa, MMerLWero coBewaTenbHble GyHKLUK,
KaK NpaBuo, MPOBOAATCA B KM3Hb NPUKA30M (pacnopsayKeHnem) pyKkoBoauTens opraHnsaumm nmbo nytem
YTBEPKAEHMA PYKOBOAUTENIEM OPraHM3aumMmn NPOTOKO/1A 3acesaHus.

13. OpraHusauun BeayT NEpPenucky C BbILWECTOALLMMM, NOAYMHEHHBIMU (BXOAAWMMKU B COCTAB,
CUCTEMY), CTOPOHHUMMK  OpraHu3auMAMM, [parkKgaHamu, B TOM  4Yucie  WUHAMBUAYANbHbIMU
npeanpuUHUMATENS MKW, B LENSAX BbINOJIHEHWA TOCTaB/EHHbIX Mepes HUMKM 33jady M peanusauuu
BO3/10XKEHHbIX HAa HUX QYHKLUMNA.

(8 pea. noctaHoBNeHMI A MuHtocTa oT 24.10.2011 N 235, o1 18.08.2017 N 167)

MNepenuncka mexay  CTPYKTYPHbIMU noapasgeneHnamm OopraHusauum, 3a UCKNOYEeHNnem
TEPPUTOPUNANIBHO YAA/NEHHbIX no,qpaa,qeneHMﬁ, 3anpewaeTca.

14. Opransau,MM Ha OCHOBAHWMM HOPMATUBHbLIX MPaABOBbIX aAKTOB, ONpedenArwmnx Mx 3adayvn u
d)YHKLI,MI/I, n3aaoT (COCTaBﬂﬂI-OT) TaKXe NJiaHbl, OTYETbI, OOK/NaAHbIE 3aNMUCKKN, CNpPaBKKN, aKTbl U Apyrune
ynpassieH4YeCKNe AOKYMEHTbI.
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15. MpaBo u3gaHua (NPUHATMA) OOKYMEHTOB, WX MNOAMUCAHMA, YTBEPXKAEHWUS, COrnacoBaHWA
(Bn3npoBaHMA) 3aKpenasaeTca B MOJIOXMEHUAX W YyCTaBax OPraHW3auunii, NOMOMKEHUAX O CTPYKTYPHbIX
noAapasfeneHunnx, AOMKHOCTHbIX MHCTPYKUMAX PaboTHMKAM M MHbIX /1IOKa/bHbIX MPaBOBbIX aKTax
opraHusaumu.

16. MoarotoBKa AOKYMEHTa BK/OYAeT COCTaBieHMe U odpopmMieHMe NpPoeKTa AOKYMeHTa, ero
noanucaHue, NnpmM HeObXoAMMOCTU - COrlacoBaHue (BU3UPOBaAHUE), YTBEPKAEHME.

Mpu noarotoske n ohopMIEHUN AOKYMEHTOB Heobxoanmo cobatoaatb npasuia, obecneunsaroLlme
IOPUAMYECKYIO CUY AOKYMEHTA, ONepaTUBHOE M KauecTBEHHOE UX UCMONHEHWE N NOUCK.

17. OnA COKpaLLLEHUA KOMYECTBA NpUMeHaembiX GOpM LOKYMEHTOB OpraHu3auMu paspabaTbiBatoT
yHUOMLMpPOBaHHbIe GOpPMbl AOKYMEHTOB (Janee - YP[), npeacTaBasiowme COBOKYMHOCTb PEKBU3UTOB,
YCTaHOB/IEHHbIX B COOTBETCTBMM C pelaembiMM B JaHHOW cdepe AeATeNbHOCTM 3adadamu U
PacnoNOXKEeHHbIX Ha HocuTene MHboPMaLMK B onpeaeieHHOM nopaake.

Yo/ Bkatoyatotca B "Tabenb yHUPMUMPOBAHHBLIX GOPM AOKYMEHTOB OpraHusauuu" - nepeyeHb
paspelleHHbIX K MpUMeHeHUo Gopm AOKYMEHTOB, HEOOXOAMMbIX M [AOCTAaTOMHbIX A8 peannsauum
OYHKUMA M 33434 ynpaB/eHYecKolW AeATeNbHOCTU C OTPaKEHMEM OCHOBHbIX 3TanoB MX MOArOTOBKU M
npoxoxaeHua (nanee - Tabensb).

Tabenb yTBEpXKAAETCA PYKOBOAUTENIEM OpraHmM3aumnun. Pa3paboTka, BeaeHue Tabens n KOHTPO/b 3a
ero NPUMeHeHneMm OCYLLLeCTBAAIOTCA cayXboi J0Y.

Tabenb paspabatbiBaeTca C y4eToM crneundukn 4eATeNbHOCTU OpraHM3auMM M KOHKPETHbIX 3adad,
KoTopble peluatoTcsa npu paspaboTke Tabens no popme cornacHo npunoxKeHuio 1.

JoKymeHTbl B Tabene MoryT 6bITb CUCTEMATU3NPOBaHbI MO CTPYKTYPHbIM NoApa3aeneHusam u (uam) no
dYHKUMAM M 3a4a4aM yrpaBaeHuUA.

18. nA npuaaHna 4OKYMEHTY IOPUANYECKOW CUAbI HEOBXOAMMO HanuMe creaytolmnx 06a3aTeNbHbIX
PEKBU3NTOB:

HaMMeHOBaHMe OpraHMn3aLmMm 1 (MNK) CTPYKTYpHOro nogpasgeneHuns - aBTopa;

[aTa OKYMEHTa;
(B pea. noctaHoBneHMA MuHiocTa oT 18.08.2017 N 167)

PErncTPauMoHHbIN MHAEKC;
NnoAnuCo.

Ana oTaenbHbIX BMAOB AOKYMEHTOB AOO0NONIHUTE/NIbHBIMU  PEKBU3SUTAMU, NpUngalolLimimm  nm
ropUaAnNYeCKYHo CUNY, ABNAKOTCA FpMd) yTBEPXKAEHNA, N€YATb, OTMETKA O 3aBEPEHNUN KOMUMN.

MeyaTb MOMKET He MPOCTaBAATbCA OPraHM3auMaAMU, KOTOpPble B COOTBETCTBUM C 3aKOHOAATEbHbIMU
akTamm Pecnybavku Benapycb BMpaBe He WCNOAb30BaTb MeyaTh, 3a MCKAOYEHMEM CAyvaes,
npeaycMoOTPEeHHbIX MeXayHapoaHbIMKU gorosopamu Pecnybamku benapyce.

(4acTb TpeTba n. 18 B pea. noctaHoBneHMA MuHIocTa oT 26.07.2018 N 154)

19. [OKymeHTbl [O/MKHbI 0GOPMAATLCA HA O/aHKaX M MMeTb YCTAaHOBJ/IEHHbIA KOMIMJIEKC
06s3aTe/IbHbIX PEKBU3UTOB U CTAaBUNbHbIV MOPSALOK MX PACMO/IOKEHWA.

[JOKYMEeHTbl B 3/1EKTPOHHOM BUAE (3/IEKTPOHHbIE [AOKYMEHTbl) odopMAAITCA B  MOpALKe,
YCTaHOBAEHHOM NyHKTOM 220 HacToAwen NHCTpyKumu.
(yacTb BTOpas n. 19 BBeAeHa noctaHoBAeHNnem MuHtocTa ot 30.12.2015 N 225)
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OTgenbHble [OKYMEHTbl (BHYTPEHHME [OOKYMEHTbl CTPYKTYPHbIX MoApasAeneHuii, COBMEeCTHble
OOKYMEHTbl M Ap.) gonyckaetca odopmaaTb He Ha 6naHKax, HO c 06sA3aTesbHbIM BOCNpou3BedeHUEM
COOTBETCTBYIOLMNX PEKBU3UTOB.

Mpu odopmneHMn nucem, CNpPaBoK W APYrMUX CNpPaBoYHO-MHPOPMALMOHHbBIX AOKYMEHTOB
[JONYyCKaeTcsa UCNob30BaTb Yr/I0BOM LUTaMMN OpraHU3aLuu.

Mpn pyKonMCHOM OQPOPMAEHUN [AOKYMEHTOB COCTaB M PACMONOXKEHWE PEKBU3UTOB [O/KHbI
COOTBETCTBOBATb COCTaBY W PACMONIOMKEHUIO PEKBU3UTOB [AOKYMEHTOB, OPOPMAAEMbIX C MOMOLLbIO
TEXHUYECKMX CPeaCTB.

20. Kaxkgblt IUCT AOKYMEHTa A0/IKEH UMETb NONSA:
nesoe - 30 mm;

npaBoe - He meHee 8 MMm;

BEPXHEE M HMXKHee - He meHee 20 mm.

MonAa c yKasaHHbIMWU XapaKTEPUCTUKaMM AO/KHbI OTOOPAXKATbCA NPW BbIBOAE [AOKYMEHTA B
3NEKTPOHHOM BUAE (SNEKTPOHHOTO AOKYMEHTA) Ha YCTPOMUCTBO OTOOpaKeHMA U Ha BYMaXKHbIM HOCUTENb.
(yacTb BTOpas n. 20 BBeAeHa noctaHoBAeHNnemM MuHtocTa ot 30.12.2015 N 225)

FNABA 3
B/IAHKW IOKYMEHTOB. YI/I0BOW LUTAMNN

21. bnaHK AOKYMeHTa - CTaHAAPTHbIA AMCT Bymarn ¢ BOCNPOU3BEAEHHOW HA HemM MOCTOSIHHOWM
nHbopmaumen JOKYMEHTa U MEeCTOM, OTBEAEHHbIM A1A NepeMeHHON.
(B peq. noctaHoBneHMA MuHiocTa ot 18.08.2017 N 167)

22. Ha 6naHKax MW3roTaB/MBaeTcA TO/IbKO MepBasd CTpaHuUa AOKYMEHTa, A/1A W3roTOBAEHUA
nocneayoWmx CTpaHuL, MCNOJb3YIOTCA CTaHAAPTHbIE YNCTbIE UCTbI Bymaru.

23. YcTaHaBAuBaeTcA ABa BUAA 6naHKoB, paspabaTbiBaemblXx B COOTBETCTBMM C FOCYAAPCTBEHHbIM
cTaHgaptom Pecnybnunkn bBenapycb CTBE 6.38-2016 "YHUOMUMPOBAHHbIE CUCTEMbI [AOKYMEHTALUK
Pecny6nvkn bBenapycb. CucTema OpraHM3aLMOHHO-PacnopaAaUTeIbHON AOKyMmeHTaumn. TpeboBaHuA K
0bOPMNEHUNIO  AOKYMEHTOB", YyTBEP)KAEHHbIM MOCTaHOB/eHMeM [OCyAapCTBEHHOTO KOMMTETA Mo
CTaHaapTM3aumm Pecnybnnkm Benapycb oT 26 oktabps 2016 r. N 83 (panee - CTb 6.38-2016): 6n1aHK ana
nucbma 1 obwuin baaHk.

(4acTb nepsas n. 23 B peAd. NnoctaHoBAeHUs MuHiocTa oT 18.08.2017 N 167)

MpW M3roTOBMEHUM KOHKPETHOro AOKYMEHTa Ha3BaHWe ero BuAa (Kpome nucbma) HAHOCUTCA Ha
06LWKit 61aHK ¢ NOMOLLbIO TEXHUYECKUX CPEeACTB.
(B pea. noctaHoBneHMA MuHiocTa ot 18.08.2017 N 167)

Ha ocHoBaHWuM obLLero 61aHKa MOryT M3roTaBaMBaTbCA B1aHKM AN KOHKPETHbIX BUAOB AOKYMEHTOB
(npukasoB., pacnopsA*KeHWi, yKasaHuUi1, NPOTOKON0B 1 Ap.). N3roToBneHne 6N1aHKOB ANA KOHKPETHbIX BUAOB
AOKYMEHTOB LieflecoobpasHo, ecnm nx ob6bem npesbiwaet 200 4OKYMEHTOB B rog,

24. Mpwu pa3paboTke 61aHKOB AOKYMEHTOB MCNO/b3YIOTCA CTaHAAPTHbIE NUCTbI Bymarn dopmatos A4
(210 x 297 mm) n A5 (148 x 210 mm).

Bbibop dopmaTta 6naHKa NpU M3rOTOBAEHUM AOKYMEHTa 3aBUCUT OT XapaKrepa M obbema TeKkcTa.
BnaHk ¢opmaTa A5 ncnonbayeTtca AN JOKYMEHTOB, UMeloLWMX He bosiee NATU - CeMM CTPOK TeKCTa.

25. Ha 621aHK gns nMcbMa HAaHOCATCA PEKBU3UTDI:


consultantplus://offline/ref=BC7C400037C4F9121C3FA81A24765AA607B5574071A18B6EFB8BF7BCAA4F3EE4E72A0B12C796FB43E7809232B7Q435G
consultantplus://offline/ref=BC7C400037C4F9121C3FA81A24765AA607B5574071A18A6EF98EFCBCAA4F3EE4E72A0B12C796FB43E7809232B4Q43DG
consultantplus://offline/ref=BC7C400037C4F9121C3FA81A24765AA607B5574071A18A6AFA8CFABCAA4F3EE4E72A0B12C796FB43E7809232B5Q433G
consultantplus://offline/ref=BC7C400037C4F9121C3FA81A24765AA607B5574071A18A6EF98EFCBCAA4F3EE4E72A0B12C796FB43E7809232B5Q435G
consultantplus://offline/ref=BC7C400037C4F9121C3FA81A24765AA607B5574071A18A6EF98EFCBCAA4F3EE4E72A0B12C796FB43E7809232B5Q437G

locypapctBeHHbI repb Pecnybankm benapyce;
ambiema opraH13auumn 1M TOBapHbIM 3HaK (3HAK 06CYKMBaHUSA);

KOZ OpraHusaumu;
(B pea,. noctaHoBneHMa MuHiocTa ot 18.08.2017 N 167)

HaMMeHOBaHMe BbIWECToALWEN OpraHM3aumm;
HaMMeHOoBaHMe opraHn3aunu;

HaMMeHOBaHMe CTPYKTYPHOro noapasaeneHus;
MoYTOBbIN afpec oTnpasuTens;
KOMMYHUKaLMOHHbIE 1 KOMMEpPYECKME JaHHble.

Ha 6naHK 4nA NMcbMa HaAHOCATCA OrpaHUMuYMTEsIbHble OTMETKM W JIMHUU ANA PEKBU3MTOB: [AaTa
OOKYMEHTa, PEerncTpauMoHHbIA MHAEKC, CCblIKAa Ha PEerucTpaumoHHbIM WMHAEKC W 43Ty BXOAALLEro
OOKYMEHTa.

(B pea. nocraHoBneHMAa MuHiocTa oT 18.08.2017 N 167)

26. Ha 0bumit 6naHK HaHOCATCSA PEKBU3UTDI:
locynapcTBeHHbIN repb Pecnybankun benapyco;
ambnema opraHM3aLunmM UAK TOBAPHbIN 3HAK (3HaK 06CNyKMBaHUA);

KOZ, opraHusaumu;
(B pea. noctaHoBneHMA MuHiocTa oT 18.08.2017 N 167)

HaMMeHOBaHMe BbIWECTOALLEN OpraHn3aLmy;
HaMMeHoBaHMe opraHn3aLmm;

HanuMeHOBaHWe CTPYKTYPHOTO No4pasaesieHuns;
MECTO COCTaBNAEHUA UM U34aHNUA.

Ha 06wwmii 61aHK HAHOCATCA OrPaHUYUTE/IbHbIE OTMETKM U JIMHUU A1 PEKBU3UTOB: AaTa AOKYMEHTa,
PEerncTpaLnoHHbIN MHAEKC.
(B pea. noctaHoBneHMA MuHiocTa ot 18.08.2017 N 167)

Ons odopmnenmnsa peksusunTa "HasBaHue BUAA AOKYMeEHTa" Ha obliem 6aaHKke oTBOAUTCA CBOBOAHOE
MEeCTo  MeXay peksusumtamum "HammeHoBaHume opraHmsaumm" ("HavmeHoBaHMe  CTPYKTYpHOro
nogpasgeneHusa") U OrpaHMUUTENbHBIMW  NMHUAMM  ONA  pekBuautoB "[aTa AOKymeHTa" U
"PermcrpaumoHHbIi MHAeKc".

(B pea. noctaHoBneHMa MuHiocTa ot 18.08.2017 N 167)

27. BnaHKkM [OOKYmeHTOB pa3pabaTbiBaloTcA Ha OCHOBE MPOAO/bHOrO WAM YrAOBOrO BapuaHTa
PacnonoKeHNA PEKBU3UTOB.
(8 pea. noctaHoBneHMA MuHiocTa oT 18.08.2017 N 167)

Mpu yrnoBom BapuaHTe PeKBM3UTbLI 6aHKa pacnofaraloTcA B BepXHeM NeBoMm yray. MaKkcumanbHas
AJIMHA CTPOKM PEKBU3UTOB 6/1aHKa He J0J/IKHA NPEeBbIWaTh 73 MMm.

an npoAo/ibHOM BapunaHTE PeEKBU3UTDI 6naHKa pacnonarakoTca nocepegnHe n1MCta BAO/Ib BEPXHETO
nons 6es OrpaHn4eHunAa pasmepos No ropusoHTasin, HO C CO6J'HO,CI,eHVIeM YCTaHOBJ/IEHHbIX pa3mepoB nonew.
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28. PekBU3UTbI B/1aHKa pacnonaratoTCA LEHTPOBAHHbIM NN d)}'IaI'OBbIM cnocobom.

Mpy ULeHTPOBaHHOM crnocobe Ha4vyano M KOHeL, KaX[oW CTPOKM PEKBU3UTA LEHTPYIOTCA, TO eCTb
paBHOYAaneHbl OT rpaHuLL 30HbI PACMOJIOXNKEHNA PEKBU3UTOB.

Mpu ¢naroBom crnocobe Kakaasa CTPOKA PEKBM3UTA HAYMHAETCA OT J/IeBOM rpaHUUbl 30Hbl
pacnonoXKeHUA PEKBU3UTOB.

29. MNpu HeobxoAMMOCTM Ha BNaHK MOTyT HAHOCWUTBLCA OrPaHWYUTENIbHble OTMETKM A/A Mnonen u
OTZEe/IbHbIX PEKBU3WUTOB B BWAE YrOJNKOB W JIMHUI. [lonyckaeTcA HaHOCUTb Ha 61aHK OTMETKM Aann
$anbLOBKM M NPOBMBKM OTBEPCTUI A,bIPOKOIOM.

30. Mpu co3pgaHum 6GnaHKa Ha HECKONbKMX fA3blKax PeKBM3UTbl 6/1aHKa [0MKHbl  ObiTh
npoAayb/iMpoBaHbl HA 3TUX A3bIKaX.

Bo Bcex opraHunsaumax He3aBncumo ot ¢popmbl CO6CTBEHHOCTU 61aHK 417 NMCbMa U3roTaB/IMBaETCA C
NPOAO0/IbHbIM PACMONOKEHUEM PEKBU3UTOB Ha ABYX A3bIKaXx.

BnaHKk AOKymeHTa, OTMPAaBAAEMOro MO 3/IEKTPOHHOM MoyTe, B TOM 4ucae MO cuUcTeme
MEeXBEA0MCTBEHHOIO 3/IEKTPOHHOMO AOKYMEHTO0b60pOoTa rocyAapCTBEHHbIX OpraHoB, odopmaseTca no
dopme corlacHo NpuaoxKeHuto 21 K HacToALwen MHCTpyKLMH.

(yacTb TpeTba n. 30 BBegeHa noctaHoBAeHMeM MuHiocta oT 30.12.2015 N 225)

31. OcobeHHOCTU W3rOTOBMEHMA W WUCMNONb30BaHMA 6/1aHKOB [AOKYMEHTOB C W306parkeHMem
locypapctBeHHoro repba Pecnybnnku benapycb perynvpyroTcs akTamu 3akoHogatenbctBa Pecnybsimku
Benapyces.

32. YrnoBoi WTammn NpoCcTaBAAeTCA B JIEBOM BEPXHEN YACTM NEPBOro IMCTa AOKYMEHTA.

JonycKkaeTcs M3roTaBAMBaTb Yr/IOBOM LWITaMn Tpex BMAOB: ANA MMCbMa, OOLWMA YrA0BOM LWITAMM U
YrI0BOW WTaMn AN KOHKPETHOMO BUAA SOKYMEHTA.
(B pea. noctaHoBneHMA MuHiocTa oT 18.08.2017 N 167)

33. Cocrtas PEKBU3UTOB YIrnoBOro wrtammna, nopAagok MX pasmeleHuna u Od)OpM}'IeHVIﬂ AO0/KHbI
COOTBETCTBOBATb COCTABY, NOPAAKY pPasmelleHnAa n Od)OpM!'IEHMFI PEKBU3NTOB 6naHKa.

34. Pasmep yrnoBoro WTamna He A0/IXKEH NpeBbiwaTb 73 MM N0 FOPU3OHTaNN U 75 MM (419 WTamnos
c u30bpaxeHnem locygapcTBeHHoro repba Pecnybavku Benapycb wuam ambnembl) uam 55 mm (ana
WwramnoB 6e3 u3obpaxkeHua [ocysapcTBeHHoro repba Pecnybauku bBenapycb wamM ambnembl) no
BEPTUKAN.

rNMABA 4
O®OPM/IEHUE PEKBUSUTOB JOKYMEHTOB

35. Mpn noarotoBke M 0GOPMAEHUN OOKYMEHTOB WMCMOJ/b3YHOTCA PEKBM3UTLI, COCTAaB U MOPALOK
pacnonoXeHna KoTopbix yctaHosneH CThb 6.38-2016.
(8 pea. noctaHoBneHMA MuHiocTa oT 18.08.2017 N 167)

36. PekBu3nuT "MocygapctBeHHbIN repb Pecnybankm Benapycb'.

MN3o06paxeHne [locymapcTeeHHoro repba Pecnybauku bBenapycb nomellaertcs Ha 6a1aHKax
AOKYMEHTOB M YrNOBbIX LUTAaMNaxX roCcyAapCTBEHHbIX OPraHOB M MHbIX TOCYAAPCTBEHHbIX OpPraHM3aLumi
Pecnybnunku Benapycb. HerocynapcTBeHHble OpraHM3aummn nomelLatoT usobpaxkeHue FocyaapcTBEHHOTO
repba Pecnybnvkm Benapycb Ha 6/1aHKax [OKYMEHTOB M YI/IOBbIX LUTamnax, €CiM TaKoe MpaBo
npegocTaBAEHO UM B COOTBETCTBUM C 3aKOHOAATeNbCTBOM Pecnyb1mKku benapychb.
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N306paxkeHune MocyaapcTBeHHoro repba Pecnyb6amnku benapycb Ha 61aHKax pacnonaraeTca B LEeHTpe
BepXHero nons. AnameTp nsobpaxkeHus - He 6onee 17 mm.

37. PekBu3uT "Imbaema opraHusaLmMm UM TOBapHbIN 3HaK (3HaK obcnyKmneaHuaA)".

dmbnema oOpraHusauMn WAM TOBapHbIA 3HaK (3HaK 0OCAyKMBAHMA), 3aPErmcTPUPOBAHHbIE B
YCTaHOB/IEHHOM 3aKOHOM NOPSAZKE, N0 YCMOTPEHUIO OpraHU3aL MM NomeLLaeTca Ha 61aHKax Ha N1eBoOM Mnose
Ha ypoBHe peKkBu3uTa "HammeHoBaHue opraHmsaumm"” ("HavmeHoBaHMe BblwecTosiwen opraHusaummn'),
€C/I1 B LEHTPE BEPXHEro Nos NnomeleHo n3obpaxkeHune FocypapcteeHHoro repba Pecnybaunkum benapyce.
(B pea. noctaHoBneHMA MuHiocTa oT 18.08.2017 N 167)

Ha 6naHKax [OOKymeHTOB 6e3 u306parkeHna [ocymapctBeHHoro repba Pecnybanku benapycb
ambnema MAM TOBapPHbIM 3HAK (3HAK 06CNYXKMBaAHMA) MOmellaeTcs Ha BepxHem nosne 6naHKa. MNpu
NPOAO/NIbHOM PACMO/IOKEHUN PEKBM3UTOB 3mbema WAM TOBapHbIM 3HaK (3HAaK obcnyXKuBaHuA)
OpraHM3aumMM MOMeLLLAeTca B LLeHTpe BepxHero nosas 6/aaHKa, Npwv yrnoBOM - Hajh CepeguHOlM CTPOKM
peksusnuta "HaumeHoBaHue opraHmsaumm” ("HammeHoBaHMWe BblleCcTOALLEN opraHn3aumn').

38. PekBu3ut "Kog opraHunsaumm”.
Kopg, opraHnsaummn npocTaBaseTca Ha BepXHEM MoJie CnpaBa Ha NepBOM JIUCTE AOKYMEHTa.

OpraHbl roCyfapcTBEHHOW BAACTM WM YMNpaBAEHWs MNPOCTABAAOT Kog, No oblerocyaapcTBeHHOMY
Knaccuduratopy Pecnybamkum Benapycb OKPE 004-2014 "OpraHbl rocyaapcTBEHHOM BNAACTU U ynpasBneHua”,
YTBEPXKAEHHOMY MNOCTAaHOBMEeHMEM [OCyfapCTBEHHOIO KOMWMTETA MO CTaHAapTM3auuu  Pecny6anku
Benapycb ot 30 gekabpa 2014 r. N 60 (manee - OKOIY). UHble opraHu3auuu NpocTaBnAloT Kog No
obuerocygapctBeHHOMY Knaccudukatopy Pecnybnvku Benapyce OKPB 018-2003 "lOpuanyeckme nuua u
WHAMBUAYANbHbIE NpeanpuHMMaTenn”, yTBepaeHHOMY NocTaHoBAeHMeM KomuteTa no ctaHaapTM3aumu,
meTponorum u ceptudukaumm npu Cosete Munnctpos Pecnybamkn Benapyce ot 28 anpena 2003 r. N 22
(manee - OKKONN).

(4acTb TpeTba N. 38 B pea,. noctaHoBneHMA MuHiocTa ot 18.08.2017 N 167)

HeobxogmMmoctb npocTtasneHma Koga no OKOMY wunam OKKOJIM Ha 6GnaHkax onpegensetcs
opraHusaumen.
(4acTb ueTBepTan n. 38 BBegeHa nocTaHoBAeHWeM MuHiocTa ot 18.08.2017 N 167)

39. PekBu3nt "Kog gokymeHTa".
Kog AoKymeHTa NpoCTaBaseTca Ha BepXHeM MnoJie cnpasa noA KoAoM OpraHu3aLuuu.

Mpu cocTaBneHUM KOHKPETHbIX SOKYMEHTOB KOZ MPOCTABAAETCA Ha TeX U3 HUX, YHUPULMPOBAHHbIE
$opMbl KOTOPbIX BKAOYEHbI B 0bLLErocyaapcTBeHHbIM Knaccudukatop Pecnybamnkm Benapyce OKPB 010-95
"YHUOULMPOBAHHbIE AOKYMEHTbI", YTBEPKAEHHbIM MOCTaHOBAeHMEM KomuTeTa Mo CTaHAapTU3aumu,
MeTponornm u ceptudmrkaumm Munuctepctsa o6pa3oBaHna U Haykm Pecnybamkn Benapycb oT 29 ceHTAbpPA
1995 r. N 10 (ganee - OKYA).

(4acTb TpeTba n. 39 B pea,. noctaHoBneHMA MuHiocTa ot 18.08.2017 N 167)

Mpyn HeobxoAMMOCTM OpraHM3auUMK MOTYT CaMOCTOATENIbHO pa3pabaTbiBaTb YHUOULMPOBAHHbIE
dopMbl JOKYMEHTOB, He pa3paboTaHHble Ha 06LLErocy4apCTBEHHOM YPOBHE, OCYLLECTBAATL KOANPOBAHME
aTux GopmM C nocneayroLMM BKAKOYEHUEM UX B JIOKAJIbHble KAacCMPUKATOpbl WM MCNONAb30BaTb
pa3paboTaHHble Koabl YHUPULMPOBAHHbIX JOKYMEHTOB Npu opopmaeHnn peksmsuTa "Kog oKkymeHTa".
(yacTb yeTBepTas n. 39 BBeAeHa NnocTtaHoseHMeM MuHiocTa ot 18.08.2017 N 167)

HeobxoaMmoCTb NpocTaBNAeHMA KoJa AOKYMEHTa onpefensaeTca opraHM3auuen.
(yacTb nATas n. 39 BBeaeHa noctaHoBNeHnem MuHiocTta ot 18.08.2017 N 167)

40. PekBu3unT "HanmeHoBaHMe BbILLECTOALLEN OpraHusaumn'.
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Mpy HanMuMK BbllECTOALLEN OpraHM3aUMM Ha AOKYMeHTaX YKasblBaeTcA ee MoaHoe odpuumanbHoe
HaMMeHOBaHMe, 3aKpernsieHHOoe B YCTaBe BbILLECTOALLEN OpraHn3aLnmn Uan NOMOXKEHUMN O HEN.
(yacTb BTOpas n. 40 B pea. noctaHoBNeHMA MuHiocTa ot 18.08.2017 N 167)

HavmeHoBaHMe  BbllLECTOALlEN  OpraHU3aUMKM  YKas3blBaeTc Ha  BCeX  OpPraHuM3aLMOHHO-
pacnopAauTeNbHbIX  AOKYMEHTAX, 3a WCKAIOYEHMEM  BHYTPEHHUX  UHGOOPMALMUOHHO-CNPABOYHbIX
JOKYMEHTOB (CNpaBoK, AOKNaAHbIX 3aNNUCOK, 3a8BAEHWUIN, NpeAcTaBAeHUA 1 ap.).

(yacTb TpeTba n. 40 BBeaeHa noctaHoBAeHMem MuHiocTa oT 18.08.2017 N 167)

41. PekBu3uT "HanmeHoBaHMe opraHusaumm'.

HanvmeHoBaHue OopraHunsauunun obo3Hauaet dBTOpPa AOKYMEHTa, KOTOpPbIM ABJIAETCA HOpUANYECKOE
Nnuo, co3gaswiee JOKYMEHT.

HanmeHoBaHWe opraHM3auUnmM yKa3blBaeTca B TOHHOM COOTBETCTBUM C YCTAaBOM, NMOJIOXKEHUEM O HE.
CoKpalleHHOe HaMMEeHOBaHME OpraHM3aLMN MOXKET YKa3blBaTbCA B TEX C/y4YasX, KOrda OHO 3aKpenieHo B
yypegutenbHbiX AOKYMeHTax opraHm3aumun. CoKpaleHHoe HaMMeHOBaHMEe NMOMELLAETCA HUXKE MOJIHOTO U
3aK/to04aeTca B CKOOKMU.

JOKYyMEHT, noArotaB/iMBaeMblit COBMECTHO ABYyMA W 6osiee opraHusaumamu, oPopmaseTcs Ha
YMCTOM CTaHAAPTHOM AucTe bymarn. HammeHoBaHWA OpraHM3aUMii pacnonaraloTca B COOTBETCTBUM C UX
NONHbIMU OOULMANBbHBIMW HAMMEHOBaAHUAMU B BEPXHE YacTh AOKYMeHTa Ha O4HOM YPOBHe.

Hanpmumep:
MMHMCTEPCTBO (QMHAHCOB MyHMCTEPCTBO IO HaJloTraM
Pecnybnmuku Benapychb n cbopam Pecnybnmkm Beslapychb

Mpn  cucTemaTMyecko  MNOArOTOBKE  COBMECTHbIX  AOKYMEHTOB  MOMET  WM3roTaB/AMBATbCA
COOTBETCTBYIOWMI 61aHK C YKazaHMEM HAMMEHOBaHUI OpraHn3aLmini, CoO34al0LWMX AOKYMEHT, B TOM YMcie
Ha O4HOM fA3bIKeE.

(B peq. noctaHoBneHMA MuHiocTa ot 18.08.2017 N 167)

42. PekBu3unT "HanmeHoBaHMe CTPYKTYPHOro noapasaeneHus”.

HanmeHoBaHMe CTPYKTYpHOro noApasfeneHua yKasblBaeTCA Ha [AOKYMeHTe B TOM C/ay4vae, ec/u
AOKYMEHT U3gaetca (COCTaBHHETCﬂ) OT UMEHW 3TOIo NoAapasaeneHunA.

43. PekBu3uT "lMNoyToBbIN agpec oTnpasuTena”.

MouToBbLIA afpec oTnpaBuTens oQpOPMAAETCA B COOTBETCTBMM C AEUCTBYIOWMMWU NpaBuUiamu
OKa3aHuWA YCAyr NOYTOBOW CBA3M.

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

44. PekBu3uT "KOMMYHUKaLMOHHbIE N KOMMEpPYECKMe AaHHble".

KoMMyHUKaLMOHHbIE AaHHble (TenerpadHbiii agpec, Homepa TenedpoHa, TenedaKkca, BKAOYAA Kog,
aBTOMaTMYECKON mexayropogHen (mexkayHapogHol) TenedoHHOW C€BA3KM, oduuManbHbIM  agpec
SNEeKTPOHHOM MNOYTbl) MOMELLAIOTCA HMMKEe NOYTOBOro agpeca oTnpaBuTend. pynnbl uMdp B HOMepax
TenepoHos gedvMcom MAM  APYTMMK  3HaKamMM MpenuHaHuMAa He pasgenstoTca. [pyrue cBegeHus
YKa3bIBaOTCA MO YCMOTPEHUIO OpraHn3aumu.

(B pea. noctaHoBneHMa MuHiocTa o1 10.12.2014 N 240)

KOMMep‘-IECKVIe AadHHbl€é BK/IKOYAKOT HOMEP pPaCY4ETHOro C4eTa, HaumeHoBaHUe 6aHKa 1 Tak Aanee mn
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pacnonaraloTca HUXKE KOMMYHUKALMOHHbIX AaHHbIX.
45. PekBu3unT "Ha3eaHue BMAa AOKYMeHTA".

HasBaHMe BMAA [OOKyMeHTa onpeaensetrcd ero HasHaYeHMem W [0/XKHO COOTBETCTBOBATb
KOMMETEHUMN OpraHM3aLnKn, COAEPKAHUID AOKYMEHTUPYEMOro YMNpaB/IEHYECKOro AeNCTBUA, a TaKxKe
Tabento. Ha nucbmax HasBaHWe BUAA AOKYMEHTa He yKasblBaeTcs.

HasBaHue BuAa AOKYMEHTa neYyaTtaeTcAa NPponncHbiMun 6YKBaMM 6es pPa3pAaKn.

an MCcnoab3oBaHUK 06LLI,MX 61aHKOB C npPoAO/IbHbIM PaAaCnoNIOKEHNEM PEKBUSUTOB HA ABYX A3blKaX
Ha3BaHWe AOKYMEHTa NneYyaTtaeTcAa Ha ABYX A3blKaX.

46. PekBu3ut "[ata aokymeHTta". OdopmieHne Aat B AOKYMEHTaxX.
(yacTb nepsas n. 46 B pen. noctaHoBAeHUs MuHtocTa ot 18.08.2017 N 167)

[laToln fOKYMeHTa ABAsAEeTCA AaTa ero noAnucaHuna (MprKas, pacnopaskeHne, ykasaHue, NMcbMo 1 ap.)
UM cobbiTna, 3adUKCMPOBAHHOrO B [AOKYMEHTe (MPOTOKOA, aKT), ANA AOKYMEeHTa, MNPUHUMAeMOoro
KO/NNerManbHbiM OpraHom (MOCTaHOBNEHME, PEeLleHWe), - AaTa ero NPUHATUA, ONA YTBEPKAAeMOoro
AOKYMeHTa (NaH, OTYET, UHCTPYKLMSA, MONIOXKEHME U AP.) - AaTa YTBEPKAEHUA.

[aToi coBMEeCTHOro AOKYyMeHTa Ha ByMaxKHOM HOCUTesle ABAAETCA AATa €ro NoANMCaHUA nocnegHemn
opraHusauuei.
(B pea. noctaHoBneHMA MuHiocTa oT 30.12.2015 N 225)

Mpy noarotToBKe MPOEKTa AOKYMEHTa AOMYCKAeTcA medyaTtaTb TO/IbKO 0603HayYeHus mecaua v roaa,
AeHb MecALLa NPOCTaBAAETCA AOMMKHOCTHLIM IMLOM, MOAMNUCHIBAIOWNM UM YTBEPKAAIOLWMM AOKYMEHT.

[aTtbl nognucaHus, yTBEPXKAEHMUA, COracoBaHMs, a TakKe AaTbl B pekBusnTax "Tekct", "Ccblika Ha
pPerncTpaunoHHbIM MHAEKC M AaTy BxodsAllero goKymeHTa", "Pesontoums”, "Busa", "Tpud npunoxeHuns",
"OTmeTKa 0 Hanuuum npunoxkenus", "OTMeTKa O NOCTynneHUM (perncTpaumoHHbIM WTamMn BXOAALLUX
AoKymeHToB)", "OTMeTKa 06 MCNONHEHUN AOKYMEHTA U Hanpas/eHuu ero B geno”, "OTMeTKa 0 3aBepeHumn
Konun" odpopmnaioTca LMdPOBbIM CNOCOBOM. DNeMeHTbI AaTbl YKa3blBatoTCA apabcknumm umdpammn B 0gHOM
CTPOKE B cheaylouwel nocneaoBaTe/lbHOCTM: AeHb MecAua, MecAd, rog. [eHb mecAua M Mecau,
opopmnfeTca AByMA MNapamu apabckumx umdp, pasgeneHHbIMM TOYKOW, rof - YeTblpbMsA apabckumu

umMdpamu.
(B pea. noctaHoBneHMA MuHiocTa oT 18.08.2017 N 167)

Hanpumep:
08.07.2008

Mpu opopmneHnmn aat B AOKYMEHTaXx, CoAeprKallmx cBeaeHna GpUHaHCOBOro XapaKTepa, AonycKaeTca
MCNoNb30BaHUe CNoBecHO-UMdpoBoro cnocoba. Mpu ncnonb3oBaHUM cnoBecHO-UUdppoBoro cnocoba AeHb
mMmecsua opopmnaseTca apabekoit undpon (ot 1 go 9) nam napoit umdp (ot 10 go 31), HazBaHUe mecAuUa -

n_n

NPONUCBIO, FOf - YeTbIPbMA apabcKkumu Undpamm, Nocse KOTOPbIX CTaBuTca Bykea "' ¢ TOUKOW.
(8 pea. noctaHoBneHMA MuHiocTa oT 18.08.2017 N 167)

[aTbl B HOPMaTUBHbIX MPaBOBbIX aKTax Pecny6ivku Benapycb opopmasoTca B COOTBETCTBUM C
3aKoHogaTenbcTBOM Pecnybankn benapyce.

Mpn obOPMNEHUN INEKTPOHHOIO AOKYMEHTa 3HayeHUsa pekBusuTa "[ata AoKymeHTa" BHOCATCA B
0COBEHHYI0 YacTb Nocae NoAnucaHMa AoKymeHTa dLM.
(yacTb pessTas n. 46 BBeAeHa noctaHoBneHMem MuHiocta oT 30.12.2015 N 225; B pes. nocTtaHOB/AEHUA
MwuHtocTta o1 18.08.2017 N 167)
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47. PeKBu3uUT "PernctpaumoHHbIn NHaeKc" .

PerncrpaumoHHbIN MHAEKC CO34aBaeMblX M MOJy4aemMbiX AOKYMEHTOB COCTOMT M3 MOPSAKOBOrO
pPerncTpaunMoHHOro Homepa, KOTopblIA MOXKET ObITb AOMNOJIHEH NHAEKCOM MO HOMEHKAAType Aes, MHAEKCOM
NPUMeHseMoro Knaccupukatopa (KOppecrnoHAeHTOB, BOMPOCOB AEATENbHOCTM U T.4A.) M Apyrumu
YC/I0BHbIMW 0603HaYEHUAMMU.

Ha Q[OOKymMeHTaXx, COCTaB/IeHHbIX COBMECTHO HECKO/IbKMMW OpPraHuM3aumsamm, permcTpaumoHHble
MHAEKCbl aBTOPOB NPOCTABAAOTCA Yepes KOCYHo YepTy B NOPAAKE YKa3aHUA aBTOPOB Ha LOKYMeHTe (cneBa
HanpaBgo).

Ons 3NEKTPOHHbIX AOKYMEHTOB 3HA4YeHWe peKkBM3nUTa "PerMcTpaumMoHHbIM MHAEKC" BHOCUTCA B
0COBEHHYI0 YacTb Nocae noAnucaHMa AoKymeHTa dLM.
(yacTb yeTBepTas n. 47 BBeAeHa noctaHoseHMem MuHiocta ot 30.12.2015 N 225)

48. PekBu3unT "Ccbl/Ika Ha PErNCTPALMOHHbIA MHAEKC M AaTy BXOAALEro AoKymeHTa".

CcblsiKa Ha PEerucTpaumMoHHbIM MHAEKC U AATy BXOAALLEro AOKYMEHTA pacnosiaraeTcs Ha bnaaHke gnas
NM1UcbMa 1 BK/IOYaET B ceba perncTpauMoHHbIN MHAEKC U AaTy AOKYMEHTa, Ha KOTOPbIN JaeTca OTBeT.
(B pea. noctaHoBneHMA MuHiocTa oT 18.08.2017 N 167)

[Nna aNeKTPOHHbIX AOKYMEHTOB 3Ha4YeHMA pekBu3nTa "CcblIKka Ha PermcTpaLMoHHbIN MHAEKC M AaTy
BXOAALLETO AOKYMEHTA" BHOCATCA B MPOEKT AOKYMEHTa A0 ero noanucanma u B PKK.
(yacTb TpeTba n. 48 BBegeHa noctaHoBAeHMeM MuHiocTa oT 30.12.2015 N 225)

49. PekBu3unT "MecTo cocTaBneHua unm nsaaHua".

MecTo cocTaBAeHMA UKW U3LaHUA OOKYMEHTa YKasblBaeTCcA HuMKe pekBuauTos "[aTta AOKymeHTa" K
"PermcrpaLmoHHbIi MHAEKC" HA BCEX OKYMEHTAX, 3@ UCKAOYEHMEM MUCEM U 3aABNEHUA.
(4acTb BTOpan n. 49 B pea. noctaHoBAeHUA MuHiocTa oT 18.08.2017 N 167)

50. PekBu3nut "Mpud orpaHmyeHma goctyna'.

lpnd orpaHMYeHMn QOCTyna pacnosiaraeTcsa B NPaBoOM BEPXHEM Yry AOKYMEHTA Bbllle PEKBU3UTOB
"Agpecat”, "Tpud yreepaeHua", "Tpud npunoxkeHuma".

51. PekBusut "Agpecar".

AgpecaTamn  MOTyT ABAATbCA OpraHU3auuMu, UX CTPYKTYpHble noApasaeneHnsa, KOHKpeTHble
OO/KHOCTHbIE NLA, rPaXkaaHe, B TOM YMUC/ie UHAMBUAYaAbHbIE NPeanpUHUMATENN.
(B peq. noctaHoBneHMA MuHiocTa o1 24.10.2011 N 235)

Mpyn aapecoBaHUM [OOKYMEHTa OpraHM3auMM ee HauMMeHOBaHMe YKasblBaeTcad B UMEHUTE/IbHOM
nagesxe.

Hampumep:
MMHMCTEPCTBO OCTULUN
Pecnybmmkmu Bejapychb

an agpecoBaHnn AOOKYMEHTaA CTPYKTYpHOMY noAapasgeneHnio B UMMEHUTENbHOM MNajgexe
YKa3biBae€TCA HAaMMeHOBaHME OpraHn3aunun, a HUXKe - HaMMeHOoBaHWMe CTPYKTYPHOIO nogpasaeneHuna.

Hanpmumep:
MUHMCTEPCTBO CTULVN

Pecnybnuku Bejapychb

YnpaBiieHMEe anBOKATYPH M JIMLEH3WPOBAHMUS
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IOpMJIMLIeCKOIZ OeAdTeJIbHOCTU

an Hanpas/l€HUN AOOKYMEHTA KOHKPETHOMY AOO/IXKHOCTHOMY /ULy HaUMeHOBAaHWE OpraHuMsauunun
YKa3biBaeTCA B UMEHUTENIbBHOM Nagexe, a 40/TXKHOCTb U d)aMMﬂMﬂ ajpecaTa - B 4aTE€/IbHOM.

Hanpumep:
MuHMCTEpPCTBO IO HajioraM 1 cbopam
Pecnybnukm Besapychk

HauasibHUKY YIHIPaBJIEHMS KOHTPOJIL,
IOEeJIONIPOM3BOACTRBA M MaTepuallbHO—
TEeXHUUEeCKOT0o obeclnedueHus
KoHnmakory H.B.

Mpu agpecoBaHUMM [AOKYMEHTa PYKOBOAMTENIO OpraHMsaumm (ero 3amecTuMTeno) HaMmeHoBaHue
OpraHun3aumm BXO4MT B COCTaB HAMMEHOBaHWA AO0/MKHOCTM agpecaTa.

Hanpmumep:
InpexTopy I'oCcymapCTBEHHOTO
apxmuBa MmHCKOM obJjlacTu
Kymuosom E.B.

Mpn HanpasBneHUN [JOKYMEeHTa B HEeCKOJIbKO O4HOPOAHbIX opraHmsauMﬁ nX HanmeHOBaHUA
YKa3biBatlOTCA 0606LLI,EHHO B UMEHUTE/NIbHOM Nagexe.

Hanpumep:
PecnybMkaHCKME OPI'aHE
TOCYHAapPCTBEHHOTO YIIPaBJIEHUS

Mpyn HanpaBneHMM [AOKYMEHTA PYKOBOAUTENAM  HECKONbKUX OAHOPOAHbIX  OpraHM3auui
HaMMeHOBaHWA NX OOMKHOCTEN yKasbiBatoTcA 0606LWEeHHO B AaTeIbHOM NajeKe.

Hanpumep:
PykoBpommuTesaAM pecHnyOJIMKaHCKMX OPI'aHOB
TOCYyIHapCTBEHHOTO YyHNpaBJIEHUSA

MoyToBbIV aZpec, KaK NPaBU/IO, YKa3blBaeTCA TONbKO Ha KoHBepTe. NoYTOBbIN aApec BXOAUT B COCTaB
pekBusnTa "Agpecat” npu agpecoBaHNM OKYMEHTa Pa30BOMY KOPPECNOHAEHTY.

MouToBbIN aapec B pekBusnTe "Agpecat" opopmaserca B COOTBETCTBMM C NPaBUIAaMU OKA3aHMA yCayr
NoYTOBOW CBA3M.

Hanpmumep:
YupexneHnue "BeJIOpyCCKUM Hay4dHO-—
MCCJIeOBaTENbCKUM UHCTUTYT
IOOKYMEHTOBEIEHMUSA M apxXMBHOTO meja"
yJ. KponorxmuHa, 55
220002, 1. MmMHCK

Ha OoKymeHTax, Hanpas/ifAeMbiX MOCTOAHHbIM KOPPECMNOHAEHTaM, OpraHM3aumam CBOEW CUCTEMBI,
afipec OOMYyCKaeTca He MPOCTaBAATb. [1A OTNPaBKM TaKUX AOKYMEHTOB MOTYT MPUMEHATLCA KOHBEPTbI C
3apaHee HaneyaTaHHbIMU agpecamu.

(B pea. noctaHoBneHMa MuHiocTa ot 18.08.2017 N 167)

Mpy aapecoBaHWM AOKYMEHTa rpak4aHWHy, B TOM UYMCNe MHAMBUAYaANbHOMY NpeanpUHUMATEN!O,
BHayane ykasbiBatoTcA Gamuama n MHUUManbl (cobCcTBEHHOE MMSA, OTYECTBO (ecan TakoBoe umeetca)
nonydyaTtens, 3aTem - MOYTOBbIN agpec.

(yacTb aeBsATHaauaTan n. 51 B pea. nocraHoBeHMa MuHiocTa oT 24.10.2011 N 235)
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Hanpumep:
Cromnaposom H.M.
yyi. II.Tnebxu, n. 15, xB. 26
223120, n/o Jlorosa
JJoroMCcKOTO p-Ha
MuHCKOM OOJI.

PekBun3uT "Agpecat” He Jo/IXKeH coaepKaTtb bonee yeTbipex agpecos. Choso "Konua" nepes BTOpbIM
W nocneayowmnmm agpecaTamm He NPOCTaBAAEeTCA.

Mpn HanpaBneHUN AOKyMeHTa H6onee yem B 4YeTbipe afipeca COCTaBASAETCA CMUCOK Ha PacCbiKy Mo
dopme cornacHo npunoxeHuio 2. Ha KaxKAOM 3K3emMnaApe yKasbiBaeTCs TONbKO OAMH aapecaT WAu
0606L1eHHOEe HaMMeHOBaHWe aapecaToB.

EcnM OOKYMEHT NBNSAETCA OTBETHbIM, MEPBbIM aApecaTtoM Ha [AOKYMEHTe YKasblBaeTca aBTop
WMHULMATUBHOIO MMCbMa HE3aBMCUMO OT 3HAYMMOCTU OCTa/IbHbIX apecaTos.

Mpn HanpaBNeHUN JOKYMEHTa B BbIWECTOALLME OpraHMU3aumMn He A0MNyCKaeTcA o4HOBpPeMeHHoe ero
agpecoBaHne ApyrMm agpecatam, Kpome Cnyyaes, Korga 31O onpeaeneHo nopydyeHunem BbHUECTOHM£ﬁ
opraHusauuu.

Mpn HanpaB/ieHMM AOKYMEHTA MO 3/1EKTPOHHOM MnoyTe B pekBusute "Agpecat” BMECTO NMOYTOBOrO
agpeca yKasbiBaeTcA OPUUMANBbHBLIN aZpec 3/eKTPOHHOW MOoYTbl OpraHM3auuu-agpecaTa WAM agpec
3/IEKTPOHHOM NOYTbI rParKAaHMHa.

(yacTb ABaguaTh NATan n. 51 eBeaeHa noctaHoBAeHMem MuHiocTa ot 30.12.2015 N 225)

52. Pekusut "lpnd yteepxaeHma".

YTBEpKAEHME ABAAETCA OLHMM M3 CMOCOBOB YAOCTOBEPEHUA AOKYMEHTa Mociae ero noAnucaHus.
[OKYMeHT, noanexalimi yTBepXaeHuto, npuobpeTaeT HOPUANYECKYIO CUAY TOIbKO C MOMEHTa €ero
YTBEPKAEHUA.

JOKYMEHT MOXKeT yTBEprKAaTbCA ABYyMa crnocobamu: nocpeacTBOM MPOCTABAEHUA AONMKHOCTHLIM
muom B rpude yTBeprKAeHUA coObBCTBEHHOPYYHOM NOANUCU UKW U3LAHNA PacnopPsaaANTENbHOMO AOKYMEHTA
(cocTaBneHus npotokona). Oba crnocoba MMEIOT OANHAKOBYHO IOPULUYECKYIO CUATY.

(B pea,. noctaHoBneHMA MuHiocTa ot 18.08.2017 N 167)

Mpn yTBEPKOAEHUM L[OKYMEHTa NOCPEACTBOM MPOCTaB/AEHMA LOMKHOCTHBIM JIMULOM B rpude
YTBEPKAEHUA COBCTBEHHOPYYHOM nognucu rpud yTBepKaeHuA coctouT M3 cnosa "YTBEPKIAK",
HaMMeHOBaHMA [O/IKHOCTM JiMUa, BKAOYasA BMA0BOE (MHCTUTYT, npeanpuatve, KOMMUTET U T.M.) Uan
COKpaLLLeHHOE HaMMEHOBaHWE OpraHM3auuun, ero cobcTBEHHOPYYHOM NoanucK, pacwmndpoBKK Nognucu m
0aTbl yTBEPXKAEHMA.

(yacTb yeTBepTas n. 52 B pea. noctaHoBAeHUs MuHtocTa ot 18.08.2017 N 167)

Hampumep:
YTBEPXIIA
InpexTop MHCTUTYTAa
lloonuce A./.HOBUKOB
23.06.2008

Mpu yTBEPXKAEHUM [OO0KYMEHTa PyKoBOAUTENEM BbIUJECTOﬂLLI,eﬁ OopraHnsaunmn UM AOOKYMEHTa,
COCTaB/1IeEHHOIo He Ha 6J'IaHKe, B HaMMeHOBaHMWe OO0/1KHOCTU Nnnula, yTBEpAUBLLETNO AOKYMEHT, BKZKOYaeTCA
NnosIHOeé HauMeHOBaHUE OpraHn3sauunmn.

Hanpumep:
YTBEPXIAIO
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InpexTop yupexneHus "BeJjopycCCKun
HAY4YHO-MCCJIeIOBATEJIbCKUY MHCTUTYT
IOOKYMEHTOBEIEeHUI UM apXMBHOTO zneja'
lNognmcek A.E.PeOakoB

25.06.2008

[nAa aneKTpoHHbIX AoKymeHTOB UM nnua, yTeepamBluero 4OKYMeHT, 4aTa YTBEPKAEHMNA JOKYMEHTA
BHOCATCA B OCODOEHHYI0 YacTb.
(yacTb BoCcbMmasn n. 52 BBeaeHa noctaHoBaeHMem MuHiocTa ot 30.12.2015 N 225)

B obuwei 4YacT yKasbiBAalOTCA HaMMeHOBaHWE AO/IKHOCTU NNUA, YTBEPAMBLUETO AOKYMEHT, €ro
MHUUManbl U bamnnuna B Nnopaake, onpeaeneHHOM YacTAMM YeTBEePTOM - ceibMOI HacTosALWero nyHkTa. Mpu
3TOM OHM OOJIKHbl COOTBETCTBOBATb L0/I}KHOCTU, COBCTBEHHOMY MMEHM, OTYECTBY (€C/IM TaKOBOE MMeeTcs)
n pammnumm Bnagensua dUMN, pacnonoxeHHoOM B 0cObeHHOM YacTu.

(yacTb messTas n. 52 BBegeHa noctaHoBneHMem MuHiocTa oT 30.12.2015 N 225; B pes. nocTaHOB/AEHUA
MwuHtocTa ot 18.08.2017 N 167)

OaTta (aeHb mecsua) ytBep:aeHusa B rpude "YTBEPKAOAK" npoctaBnserca AONMKHOCTHbIM NLOM,
yTBEPAMBLUMM AOKYMEHT. MecAl, 1 ro, AoMYCKAaeTca neyaTaTb C MOMOLLLbI0 TEXHUYECKUX CPEeACTB.

PacnopaguTenbHbli aKT M3paeTcA, Kak MNpaBWio, B C/Ay4Yae, KOr4a BBEAEHWE YTBEPXKAAEMOrO
OOKYMeHTa TpebyeT AOMOAHUTE/bHbIX NPeannucaHuii U PasbACHEHUN, UHbIX AENCTBUM, CBA3AHHbIX C €ro
NPUMEHEHMEM, a TaK¥Ke NPU YTBEPKAEHUN HOPMATUBHbIX MPaBOBbIX akKTOB Pecnyb6amku Benapyce.

Mpn yTBEPXKAEHMN OOKYMEHTAa MOCPEACTBOM W34aHUA PACNOPAAUTENBHOrO [AOKYMEHTa WAU
COCTaB/NIEHUA NPOTOKO/1a rpud yTBEPKAEHUA COCTOUT U3 cniosa "YTBEPKAEHO", Ha3BaHMA BMAA AOKYMEHTA
B MMEHUTENbHOM NafgeKe, ero Aatbl U PErMcTPaLMOHHOIO MHAEKCA.

(yacTb gBeHaguaTtan n. 52 B pea. noctaHoBneHMa MuHiocTa oT 18.08.2017 N 167)

Hanpumep:
YTBEPXIOEHO
[Iprkas MuHMCTPa MHOOPMALUM
Pecnybnukmu Bejapychb
25.06.2008 N 32

nnn

YTBEPXIEHO

[IpoToKOJ OOWEeTro
cobpaHMsa aKLMOHEPOB
28.06.2008 N 15

lpud yTBEPKAEHMA NPOCTABAAETCA B MNPABOM BEPXHEM YIy JAOKyMeHTa. [pu yTBepKAaeHWuu
AOKYMEHTa HECKONIbKMMM L,O/IKHOCTHBIMU IULL@MM TpUdbI YTBEPKAEHWA PAcroNaraoT Ha O4HOM YPOBHeE.

Cnosa "YTBEPXKOAHK" 1 "YTBEPHKAEHO" neyaTtatoT nponuncHbimm 6ykBamm 6e3 KaBblueK 1 Npobenos.

Ncnonb3oBaHMe 6naHKOB AOKYMEHTOB C NpPoOAOJ/ibHbIM  pPacCno/iIoeHUEM pPEKBUSUTOB O/1A
Od)OpMﬂeHMFI AOKYMEHTOB, noanexXalux yreepxXaeHnto, He 40MNyCKaeTCA.

MepeyeHb AOKYMEHTOB OpraHM3auumn, NoANEKaLMNX YTBEPKAEHNIO, ONpeaenaeTcs B COOTBETCTBUN C
3aKoHogaTenbcTBOM Pecnybauknm bBenapycb M 3akpennsetca B Tabene u  (MAKM) MHCTPYKUMM Mo
AeN0NpPon3BoACTBY OpPraHN3aLUMK, UHbIX I0KabHbIX HOPMATUBHbIX NPABOBbIX aKTax.

MpuMepHbIA MNepevyeHb AOKYMEHTOB, MNOANEXALUUX YTBEPKAEHWUIO, onpegeneH COMMAcHO
NPUNOXKEeHUIo 3.

53. PekBu3uT "Pesontouns”.
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Pesontouma - NUCbMEHHOE YKasaHWe PYKOBOAMUTENSA O MOPAAKE UCMOJAHEHUS UAW WUCNOJIb30BAHMSA
AOKYMEHTa.

PekBun3aunT "Pesontouma™ BKkAOYAET GaMUANIO U MHULMANBI UCMIONHUTENA, COAEPKAHNE MOPYYEHUA U
CPOK MUCnosIHeHMA. Pe3ontouus gonkHa 6biTb nognucaHa (cobcTBeHHOPYYHan NOANMCH) M AAaTUPOBaHa.
(B pea. noctaHoBneHMa MuHiocTa ot 18.08.2017 N 167)

Mpn  HanMuMM HECKONbKMX WCNONHUTENEeN nepBOi yKasbiBaeTcA GamMuana OTBETCTBEHHOMO
WCMNONHUTENSA, KOTOPbIM OpraHU3yeT paboTy coucnonHUTeNEN.

Ha poKymeHTe p[o0MKHO 6biTb He 6onee ogHoW pesonoumu. [locneaylowme pesonounn
pykoBoauTenein odopmMaAOTCA, €CN B HUX AeTaNU3NPpyeTcA NOPAAOK UCMONHEHUA OKYMEHTA.

Pesontoums pacnonaraercs B MpaBoM BepxXHeEM yray NnepBoro AMcTa AOKyMeHTa nepeg Tekctom. Mpu
HeobxoaAMMOCTM 0POPMIEHUA CIOXKHOM MO COAEPKAHMIO PE30/IIOLMK, A TaKKe HECKOIbKUX PEe30/oLNIN U
HEeBO3MOMHOCTU WX pasmelleHUss B OTBEAEHHOM AAs pe3o/ilouMM MecTe AOMycKaeTcs HanucaHue
pesontounii Ha ntoboi ceoboagHOM NoWAAN NMLEBOM CTOPOHbI MEPBOro /INCTa AOKYMEHTA, HE 3aTparnsas
TeKcTa (HO He Ha MoAsAX AOKYMEHTa).

Mpu oTcyTcTBUKM CBOOOAHOrO MECTA Ha /IMLLEBOWN CTOPOHE NMEPBOro /IMCTa AONycKaeTca odpopmaeHue
PE30/1I0LMM Ha OTAE/NbHOM JIUCTE C YKa3aHMeM Ha HEeM PEervcTpaLMoHHOro MHAEKCA U AaTbl AOKYMEHTA, K
KOTOPOMY OTHOCUTCA pe3ositouus. JINCT pe3ontoumnm NPUKPENAAETCa K 4OKYMEHTY U NoC/e ero UCnosiHeHus
BMECTe C HMM noAwwuBaeTcA B Aeno. Ha OoKymeHTe Ha MecTe, NpeayCcMOTPEHHOM A/A pasMelleHus
pe30/loLMK, AeNaeTca OTMETKa O HaAuuMKM AncTa Pes3osiouMu, BKAouYalowasa cnosa "/IUCT pesonounn
npunaraetcs".

(B pea. noctaHoBneHMA MuHiocTa oT 18.08.2017 N 167)

Mpy opopmaeHnn AUcTa Pe3oNoLMM UCNONb3YIOTCA CTaHA4APTHbIE CTbl Bymarn ¢opmatos A6, A5,
A4 c cobnogeHneM ceayoWmx pasmepoB Nonen:

ana dopmata Ab: BepxHee N HUXKHee - He meHee 10 mm, neBoe - He MeHee 12 MM, NpaBoe - He MeHee
8 Mm;

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

ona dopmata A4: BepxHee U HUXKHee - He meHee 20 mm, nesoe - 30 MM, NPaBoe - He meHee 8 MM.

Pesontounn no ncnonHeHuo nopyyeHunii NpesngeHta Pecnybamkn benapyck, Masbl AGMUHUCTPaLMK
Mpe3ngeHta Pecnybanku benapycb 1 ero 3amectuteneit, npeacenatenei nanaTt HaumoHanbHoro cobpaHus
Pecnybnvkn benapycoe u  ux 3amectutenel, [pembep-muHUCTpa Pecnybnankn bBenapycb u  ero
3amecTuTenei, pykoBoauTenei rocyfapCTBEHHbIX OPraHOB, MWHbIX OpraHusauuii odopMAAITCA Ha
OTAENbHbIX IMCTAX Pe30oLUA.

(yacTb aessATaa n. 53 BBegeHa noctaHoBAeHMem MuHiocTa ot 10.12.2014 N 240)

[na [OKYMEHTOB B 3N1EKTPOHHOM BUAE pe3oiouun oGopmMAAIOTCA B NEKTPOHHOM Buae nnMbo Ha
oTAeNbHOM ncte bymaru. MNpu obopmaeHNN pesotoLmMn Ha OTAENbHOM IMCTe BymarnM OH CKaHMpyeTca U
nomeLLaeTcs B aBTOMATU3MPOBAHHYHO CUCTEMY AOKYMEHTAUMOHHOIo obecneveHnn ynpasnerHus (ganee - AC
O0Y) nnbo TeKcT pesontoummn nepeHocutca B PKK AC A0Y ynoNHOMOYEHHbIM INLLOM C y4eToM TpeboBaHU
nyHKTa 229 Hactoawen NHCTpyKumu.

(yacTb aecatas n. 53 BBeaeHa noctaHoBAeHWem MuHiocTa ot 30.12.2015 N 225)

[NA 3neKTPOHHbIX AOKYMEHTOB TEKCT pe3otolmmn, 3HadeHune LM aBTopa pesonoumm, gaTa BHOCATCA
B OCODOEHHYO YacTb.
(yacTb oaguHHaauaTas n. 53 BBeAeHa noctaHoBAeHnem MuHiocta ot 30.12.2015 N 225)
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54. PekBU3nUT "3aro/IoBoK K TeKCTy".

[JoKkymeHTbl, odpopmneHHble Ha b/1aHKax UAK CTaHAAPTHbIX AKCTax bymarn dopmata A4, AOMKHbI
MMeTb 3aro/I0BOK. 3aro/IOBOK K TEKCTY AO0MYCKAeTCA He YKa3blBaTb Ha AOKYMeHTax, opopmAaseMblX Ha
61aHKAxX MK CTAHZAPTHBIX AMcTax bBymarm popmata AS.

3aronoBok dopmynnpyeTca coctaBuTenem AoKymeHTa. OH JonKeH ObiTb KPaTKUM M €MKUM, TOYHO
nepenaBaTb CMbICA TEKCTA M FPaMMATUYECKM COTIaCcoBbIBATLCA C HA3BAHUEM AOKYMEHTa.

Hanpumep:

npuKas (o yem?) "O coBepLIEHCTBOBAHNK CTPYKTYPbl annapaTa ynpasaeHus";
nonoxeHue (o yem?) "O KaHuenspumn";

npoTokon (4ero?) "cobpaHna akunoHepos";

npasuna (4ero?) "BHYTPEHHEro TPYA0BOro pacnopsaaxa”;

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

aKT (0 yuem?) "O BblAENEHUM K YHUUTOXKEHUIO JOKYMEHTOB M A€/, HE NoANENKALUMX XPaHEHUIO";
(B pea,. noctaHoBneHMA MuHiocTa o1 24.10.2011 N 235)

aKT (4ero?) "nposepkun";
(B peq. noctaHoBneHMA MuHiocTa o1 24.10.2011 N 235)

nucbmo (o yem?) "O6 u3meHeHUN CPOKOB BbINOAHEHWUS Aorosopa'.

B 3aronoBke K TeKCTy paspewsaerca ynOTpeﬁl'IFlTb COKpalieHnAa cnos wu CNOBOCOYETAHUMN,
MCNONb3yeMbIX B CTaHAAQPTax U KI'IaCCMd)MKaToan PeCI'Iy6/'IMKM benapycb, COKpaweHHble HaMMeHOBaHUA
opraHM3au,m71 n O6U.I,EI'I|0MHFITbIe COKpaleHwunAa.

Hanpumep:

O BHegpeHun CThb 6.38-2016
(B peq. noctaHoBneHMa MuHiocTa ot 18.08.2017 N 167)

3aro/0BOK B KaBbIYKM He 3aK/IOYAETCA U He NMoAYepKMBaeTcs. TOYKa B KOHLLE 3aro/IoBKa He CTaBUTCA.
55. PekBu3nt "OTMeETKa 0 KOHTposie".

OTmeTKa O KOHTpO/ie pacnosiaraeTcs Ha JIeBOM MoJie LOKYMEHTa Ha YPOBHE 3aro/ioBKA K TEKCTY U
obo3Hauaetca 6ykeoi "K" nam cnosom "KoHTponb". OTMETKa NpOCTaBAAETCA OT PYKU UAU C NMOMOLLbIO
wremnens. OTMeTKa MOXKeT 6bITb 40MNOIHEHA KOHTPO/IbHOM AaTOM.

[NA 3NeKTPOHHbIX IOKYMEHTOB OTMETKA O KOHTpO/1e ocyllecTeaneTtca cpeacrsamm AC A0OY (BHocuTcA
B PKK goKymeHTa nnMbO B MAcCMB PernmcTpauyMoHHO-YYETHbIX AaHHbIX, YYET M ynpaBieHWe KOTOpbiMM
OCYLLECTBAAIOTCA C NOMOLLbIO aBTOMAaTU3NPOBAHHOW CUCTEMbI) U, NPU HEOBXOAMMOCTM, MOMELLAETCA B
0COBEHHYI0 YacTb.
(4acTb TpeTba N. 55 BBeAeHa nocTaHoBNAeHMeM MuHiocTa oT 30.12.2015 N 225)

56. PekBn3nT "OTMETKA 0 HAaNUYUKN NPUNO}KeHUA".

OTMeTKa O HanuuMM NPUNOXKEHMA PACNOIAraeTCa HUMKE TeKCTa [AOKYMEHTa nepes pPeKBU3MTOM
"Moanuce". Cnoso "MpunoxkeHne" neyaTaeTca c NPONMUCHON BYKBbI OT HY/1I€BOrO NO0OXKEHUA TabynaTopa oT
rpaHuULbl N1€BOrO NOAA, NOC/E HEro CTaBUTCA ABOETOUME.
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Ecan AOKYMEHT MMeEET NPUIoXKeHne, Ha3BaHHOE B TEKCTE, TO B OTMETKE O Ha/NM4YUN NPUNOKEHUA
YKa3biBaeTCA TO/ZIbKO KONNYeCTBO JINCTOB N 3K3eMNNIAPOB.

Hanpumep:
MpunoxkeHue: Ha 7 n. B 2 3K3.

ECM AOKYMEHT MMEeT NPUNOMKEHUSA, HE Ha3BaHHbIE B TEKCTE, TO X HAMMEHOBAHMSA NEPEUNCNALIOTCA C
YKa3aHMEM KO/JMYECTBA /INCTOB M 3K3EMMIAPOB KaXKAOr0 NPUAONKEeHUA. MpW HAaNUYUMU  HECKOJIbKMX
NPUNONKEHWUIA OHN HYMepYtoTcA apabckumu umdpamu.

Hanpmumep:
[IpuIOXEeHMUE : 1. VHCTPYKUMS IO IOEeJIONPOM3BOLCTBY Ha 12 Jji. B 3 B2K3.
2. OT3BEB Ha NPOEKT MHCTPYKUMM Ha 3 JI. B 2 DK3.

EcAan K JOKYMEHTy npunaraertcd AOKYMEHT, MMEIOWMIA NPUIOKEHUE, TO B OTMETKE O Haiuymu
NPWUIOXKEHNA YKa3blBaeTCs obLiee KOMYECTBO JIMCTOB NPU/IOKEHUA.

Hanpumep:
[IpuioxeHMe : nucbMo HaumoHanbHOTO OaHka Pecnybnmkm Bejapyck oT 08.11.2008
N 12-7/389 u npuiioxeHre K HeMy, BCero Ha 5 j. B 1 5K3.

Echm npuno)keHne HanpasnAeTcAa He BCeM ajpecatam, TO B OTMETKE O Haan4yunm NPUNONKEeHUA
YKa3bIiBaeTCA, B KaKom agpec HanpaBaAeTcAa NpuaoxeHune.

Hanpumep:
MpunoxeHune: Ha 5 n. B 1 3K3., BO BTOPOW agpec.

Ecan npnnoxeHunAa C6pOLIJI-OpOBaHbI, TO KO/IN4eCTBO INCTOB He YKa3blBaeTCA.

B pacnopAaautenbHbix AOKYMEHTax pekBu3uT "OTMETKa O HaNMuMK NpUoXKeHua" He odopmnaeTcs;
YyKasaHMe 0 Hainuymm NPUNOKEHUS OAETCA B TEKCTE AOKYMEHTA: ""COrTacHO npunoxeHuto", "npunoxkeHue",
"npunoxenune 1", "... npeacTaBUTb NepeyeHb JOKYMEHTOB No Npunaraemoii popme" n ap.

57. Peksu3ut "Mognucb".

MpoeKT AOKYMEeHTa NpPeACTaBAAeTCA Ha NOAMMCb COOTBETCTBYIOWEMY AOMKHOCTHOMY Anuy (Mcxoas
M3 ero KOMMNeTeHLMN) NOAHOCTbIO 0GOPMAEHHBIM, MPOBEPEHHbLIM, COF1IACOBaHHbIM (NpK HeobXxoAMMOCTH)
BMecTe C NPUNOKEHUAMM U MaTepuanamm, Ha OCHOBaHWUM KOTOPbLIX OH COCTaB/EH.

PekBu3uT "Moanuce" pacnonaraeTca nNocie TEKCTa U OTMETKM O Ha/MUMK MPUIOKEHUSA U COCTOUT U3
HaUMeHOBaHUA AO/KHOCTM /IMUA, NOAMMUCABLUETO [OOKYMEHT, COOCTBEHHOPYYHOW noAnMUCU U ee
pacwmndpoBKK (MHMUManbl, pamunnsa). UHMumMansl nedatatoTca nepeq damununein 6e3 npobenos Ha yposHe
nocaeaHen CTPOKM HAMMEHOBAHMUSA LOKHOCTH.

Ecan AOKYMEHT Od)OpMJ'IEH Ha 621aHKe NAK € UCNoIb30BaHMEM yrnosoro wramna, To B HameHoBaHune
AO/NKHOCTU BK/IKIOYAETCA, KaK Npasnaio, BMAOBOE HaMMeHOBaHME OpraHn3auunn.

Hampumep:
InpexTop MHCTUTYTAa [loonmcso A.E.PeIOaKOB

an Od)OpMI'IEHI/IVI AOKYMEHTA HE Ha 6naHKe B HaMMeHOBaHMWe AO0/IKHOCTKN BK/KOYaeTCA NOJIHOE
HanmeHoBaHWe opraHn3auunun.

Hanpumep:
InpexTop yupexneHusa "Bejopycckun



Hay4HO-MCCJIeOBAaTEeJbCKNUI MHCTUTYT
IOOKYMEHTOBEIEHMA M apXMBHOI'O meja' [Nopgnmuce A.E.PeIOaKOB

B coctaBe pekBusnTa "Moanmcb" MoryT yKasbiBaTbCsA CTENEHU U 3BaHMA (YYeHble, BOUHCKME U Ap.).

Hanpmumep:
INPEeKTOp MHCTUTYTa
IOOKTOP MCTOPMUECKMUX Hayk,
npodeccop [omnmce A.JV.HOBUKOB

Mpu NoANMCaHUM AOKYMEHTA HECKONbKMMWU AONMHOCTHbIMW ANLAMMU HaUMEHOBAHWUA [0JIKHOCTEN
UL, NOANUCABLLMX AOKYMEHT, cOBCTBEHHOPYUYHblE NOAMUCU U UX pPacluMdpPOBKM (MHULMaNLI, damuanmn)
pacnonaratoTca Apyr 3a ApYrom B Noc/e0BaTe/IbHOCTU, COOTBETCTBYIOLLLEN 3aHUMaEMbIM A0/IKHOCTAM.
(yacTb aecatas n. 57 B pea. noctaHoBneHMAa MuHiocTa oT 18.08.2017 N 167)

Hanpumep:
IupexTop 3aBona [oonucse I'.H.[leTpoB
T'nmaBHEM OyxTajTep I[loonmco IO.M.ViBaHOBA

MpyM noAnUCaHUM AOKYMEHTAa HECKO/NIbKMMWU NMUAMKU, He NOAYMHEHHbIMMU MO  OO/IKHOCTH,
HAaMMEHOBaHMA [OO/KHOCTEM NMU, MNOANUCABLUMX AOKYMEHT, COBCTBEHHOPYYHble NOAMUCU U KX
pacwndpoBKKU (MHULUKMANBI, daMUANK) pacnosiaraloTca Ha OAHOM YPOBHe.

(yacTb gBeHaguaTtan n. 57 B pea. noctraHoBneHMAa MuHiocTa ot 18.08.2017 N 167)

Hanpmumep:
MuHMCTP OOpasOBaHUA MuHMCTP QMHAHCOB
Pecnybnuku Bejapychb Pecnybnuku Bejapychb
Nomonmuce A.M.PanmbpkoB [Momonuce A.M.XapkoBel]

Mpy noanucaHnM AOKYMEHTa, NOArOTOB/IEHHOrO KOMMUCCUEN, YKa3bIBAOTCA HE AO/IKHOCTU /INLL, @ UX
0643aHHOCTM B COCTaBe KOMUCCUMU. DamMUAMM YNEHOB KOMUCCUMM PacronaraloTcs B anGpaBUTHOM NopsaaKe.

Hanpumep:
[lpencenmaTesib KOMUCCUM [Nopgnmuce B.B.I'pymeBCKUM
YJjIeHEl KOMMCCUM : [loonucob I'.B.OpJios
Nopnuce II.11.Cunaesn
[Topgnuce A.B.AHYyKOBUY

JOKYMeHTbI KonernanbHbIX OpraHoB NOANUCLIBAKOTCA NpeacenaTesiem U CeKpeTapem 3TOro opraHa.

Hanpumep:
[IpencenaTernb [Nopgnmuco B.U.Kupnunios
CekpeTapsb [Noonmce A.A.Kynpenumuk

Mpu nognmMcaHnu pacnopaanTENbHbIX U NCXOAALLNX AOKYMEHTOB NO4NMUCbIBaeTcA I'lepBbIﬁ IK3emnaap
AOKYMEHTa

an O(bOpMI'IEHI/II/I dKTOB, NMPOTOKO/10B, COBMECTHbIX AOKYMEHTOB NMOA4MUCU NMPOCTAaBAAKTCA Ha BCEX
IK3emMnaiapax 4OKyMEHTa.

B pekBusute "Mognuch", a Takke pekBusutax "lpud yteepxaeHma" un "lpud cornacosaHua"
yKa3blBaloTcA paKkTMYecKan AO/IKHOCTb AnLa, NoAnucasluero (yTBepAnBLLEro, COracoBaBLIero) 4OKYMEHT,
ero vHuumanbl n damununa. Jonyckaetca UCNonb3oBaHMe coKpalieHuit "3am." ("samectutens"), "U.o."
("ucnonnsowmin obasaHHoctTn"). He ponyckaetca cTaBuTb npegnor "3a" wmam Kocylo 4YepTy nepes
HaUMeHOBaHWEM LOMKHOCTU.

OnAa 31eKTPOHHbIX [AOKYMEHTOB 3HauyeHue pekBu3uTa 'Moanuch" dopmumpyetrca ¢ MNOMOLLbLO
ceptTndmumpoBaHHbix cpeacts UM n nomeuwaerca B ocobeHHoM 4YacTn. B obuieit YacTu yKasbiBatoTCA
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daKTMyecKas AO0/MKHOCTb NAMUa, NOAMNMCABLUEro AOKYMEHT, ero uHuuuanbel n pamumamsa. MNpu 3ToOM OHU
[O/MKHbl COOTBETCTBOBATb AO/IKHOCTW, COBCTBEHHOMY WMMEHM, OTYecCTBy (ecin TaKoBoe MmeeTca) U
damumnnm Bnagensua I, pacnonokeHHoM B 0cOb6eHHOM YacTu.

(yacTb ABaaLaTh NepBas n. 57 BBeAeHa noctaHoBaeHnem MuHiocta ot 30.12.2015 N 225)

58. PekBusut "Mpnd npunoxkexma".
lpnd NpunoxKeHna pacnonaraeTcsa B NPaBOM BEPXHEM YIAy NEPBOrO NCTa NPUNOKEHMA.

lpnd npunoxkeHumsa coctouT U3 cnosa "MpunoxkeHue", ero nopsaaKkoBoro Homepa (yKasbiBaeTcA
apabcknumun umdpamum 6e3 3Haka N ), Ha3BaHMA BUAA AOKYMEHTa B AaTe/IbHOM Najexke, ero asTopa, AaTbl U
perucTpaunmoHHOro MHAeKca.
(B pea. noctaHoBneHMA MuHtocTa ot 18.08.2017 N 167)

Hanpumep:
[IpusoxeHue 2
K I[IPpMKazy IOMPEKTOpa MHCTUTYyTAa
18.11.2008 N 9

MopsAAKOBbI HOMEP NPUAOXKEHUA HE YKa3blBAETCA, €C/IN OHO OAHO.

Ha npunosKeHuax, yTBEPAAaeMbIX pPacnopaguTe/ibHbiM AOKYMEHTOM WAM MNPOTOKO/IOM, rpud
NpUNoKeHna He odopmnseTca. B aTom cnydae B NpaBoOm BepxHem Yray NMepBOro /JUCTa yTBEPXKAaemoro
AOKYMeHTa npocTasaneTcsa rpud yTeeprKaeHms.

JOKYMEHTbI-NpUNOXKEHNA Od)OpMI'IFHOTCFI C YKa3aHunem BcCeX HeO6XOAVIMbIX PEKBU3NTOB AOKYMEHTA

("HaseaHue Bnga gokymeHta", "3aronosok K Tekcty", "Mognuck" n ap.).
59. CornacoBaHune AOKYMEHTOB.

[JOKyMeHTbl, MOAroTaBAMBaemMble B OpraHuMsauuu, 40 nNpPUAaHMA UM OPUANYECKOW  CUAbI
(noanucaHuA, yTBEPXKAEHUS, pPernuctTpaumMm) B HeOBXOAMMbBIX C/ydaax nogjexkaT CornacoBaHUIO.
CornacoBaHve nMNpoeKTa [MOOKYMEHTa MpOBOAWUTCA C OPraHM3auMaAMM W AOMKHOCTHBIMK  NNMLAMMU.
CornacoBaHve MOXET MPOBOAUTLCA KaK BHYTPWU OpPraHM3aummn - CO CTPYKTYPHbIMU MogpasaeneHuamMmu u
OOMKHOCTHBIMM  ANLAMKM  (BHYTPEHHEE COrnacoBaHMe), Tak M BHe €ee - C MNOAYMHEHHbIMU U
HenoAYNHEHHbIMW OpPraHn3auMAMM (BHELHEE COracoBaHue).

60. PekBun3uT "Mpud cornacosaHus".
BHelwHee cornacoBaHue opopmaneTcs rpudom CornacoBaHms.

lpund cornacoBaHma pacrnosiaraeTca HUXKe pekeusuTa "Moanuck" Ha ANLEBOM CTOPOHE NocaeaHEero
INCTa AOKYMeHTa M coctouT u3 cnosa "COMNTACOBAHO", HaMMeHOBaHMUA AOJ/IKHOCTU INLA, C KOTOPbIM
COrNacoBbIBAaeTCA [OKYMEHT (BK/oYasa MOJIHOe HaMMeHOBaHWe opraHv3auuu), cobCTBEHHOPYYHOM
noanucu, ee paclnMbpoBKM U AaTbl.

I'pmcb cornacoBaHuA neYyaTakoT OT HYZ1IEBOIO NOJIOXKEHUA Ta6ynﬂTopa 6es OTCTYynNa OT rpaHuULbl 1€BOIro
nona.

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

Hampumep:
COTJIACOBAHO
IVpekTop TOCYyOnapCTBEHHOTO
yupexneHusa "HaluMoHAaJIbHBIM
apxue Pecnybmnuku Benapycb"
MNomnuce B.J.CejemeHeB
13.10.2008
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Ecnu cornacoBaHne AOKyMeHTa NPOU3BOAUTCA KOMNErMaibHbIM OpraHomM UK NOCpPeaCcTBOM NUCbMA,
TO rpud cornacosaHua opopmasetcs no popme:

COTJIACOBAHO
[lpoTOKOJI 3acenmaHmuda

3KCIEePTHOT'O COBETa
18.10.2008 N 13

nnn

COTJIACOBAHO

[IrceMo T'oCymapCTBEHHOTO KOMUTETA
10 CTaHOapTU3aLuun

Pecnybmuku Besapych

03.10.2008 N 11-10/1186

(B pea. noctaHoBneHMA MuHiocTa oT 27.01.2012 N 18)

Ecnn pOKyMeHT nmeet aBa rpmd)a cornacoBaHuA, To0 OHKM pacnosiaratoTca Ha O 4HOM ypPOBHE.

Hanpmumep:
COTJIACOBAHO COTJIACOBAHO
MMHMCTP OCTHULUNA [Ilpencenarens BepxoBHoTo Cyna
Pecnybnmuku Benapychkb Pecnybnmuku Bejapychkb
MNomnuce B.I'.T'OJIOBaAHOB MNomnuce B.I.CykaJjo
14.06.2008 14.06.2008

Ecnm pOKyMeHT nmeet Tpu rpmd)a cornacoBaHuA, ToO OHM pacnosarakoTca B caegyrowem nopagke:

Hanpumep:
COTJIACOBAHO COTJIACOBAHO
MUHMCTP OCTULUN [Ilpencenatresne BepxosHOro Cyna
Pecnybnmuku Benapychkb Pecnybnmuku Benapychkb
[lognmuce B.I'.I'OJIOBAHOB [Mognmcer B.IO.Cykajno
14.06.2008 14.06.2008
COTIJIACOBAHO

MUHUCTP SKOHOMMKU
Pecnybnuku Bejapychb
Noponuce H.II.3andyeHKO
14.06.2008

Bonee Tpex rpndos cornacosaHma oGOPMAAIOTCA ABYMS BEPTUKAbHbIMU PASAMM.

Mpy OTCYTCTBMM MecTa Ha AOKyMeHTe OQOPMAAIOT JIMCT COrNacoBaHWA Mo 06pasuy COrnacHo
npunoskeHnto 4. Ha AOKymMeHTe Ha MecTe, MPeayCMOTPEHHOM ANA pasmelleHua rpuda cornacosaHms,
AenaeTcA oTMeTKa:

Jlnct cornacosaHma

npunaraeTca

OnAa snekTpoHHbIX p[oKymeHTOB JUIM nAnua, cornacoBaBlero AOKYMEHT, gaTa COr/lacoBaHuA
OOKYMEeHTa BHOCATCS B 0CODOEHHYIO YacTb.
(4acTb TpMHaguaTas n. 60 BBeAeHa NnoctaHoBAeHNMemMm MuHiocTa oT 30.12.2015 N 225)

B OﬁlJ.I,Eﬁ 4YaCTU YKa3blBalOTCA HaMMeHOBaHWMEe AO0/IXKHOCTU Nnuda, corsniacoBaBwero AOKYMEHT, €ro
nHUnumnanbl n d)aMMJ'IVIFI B nopAagKe, onpegeneHHoOM 4aCtaAMm BTOpOﬁ - NATOM HACTOALWLErO NyHKTA. I'IpM 3TOM
OHUN AO0NIXHbl COOTBETCTBOBATb AO0J/IXKHOCTU, CO6CTB€‘HHOMy MMeHUN, oT4eCcTBy (ECIWI TaKoBoOe€e VIMeeTCH) n
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damumnnm Bnagensua I, pacnonokeHHoM B 0cOb6eHHOM YacTu.
(yacTb yeTbipHaauaTan n. 60 BBeAeHa NnocTaHoBeHMeM MuHiocta oT 30.12.2015 N 225)

61. PekBu3uTt "Busa".
(B pea,. noctaHoBneHMa MuHiocTa ot 18.08.2017 N 167)

BHyTpeHHee cornacoBaHue opopmaseTca nyTem BM3MPOBAHMA MPOEKTA AOKYMEHTa A0NMHOCTHbIM
nvuom.

PekBm3aut "Bu3a" BKAtoyaeT B ceba HaMMeHOBaHME JOMKHOCTM /MLA, BU3UPYIOLLETO MPOEKT
AOKYMeHTa, ero cobcTBEHHOPYYHYIO NOAMNMNCH, PaclMbPOBKY NOANUCK U AaTy.

Hanpmumep:
HauasibHMK oTrOeJsia KampoBb
Momnuce A.B.CMUPHMLIKUN
25.06.2008

OTKasblBaTbCA OT BM3MPOBAHWUSA, A TAKXKe Aenatb Kakne-nmbo ucnpaBneHUA B TEKCTe MNpoekTa
[OKYMEHTa He [0MnyCcKaeTca. 3amevyaHus M AOMNOJIHEHUA M3/1aratloTcs Ha MPOEKTE AOKYMEHTa HUXKe AaThbl
BM3MpPOBaHUA. Mpn 3HaUMTENbHOM 0O6beEME 3aMeYaHUA U AOMNONHEHNA U3aratoTca Ha OTAE/IbHOM fIUCTE, a
Ha NpoeKTe AOKYMEHTA YKa3biBaeTcs: "3amedyanua npunaratorca’.

Hanpumep:
HavasnbHMK OTHesia KagpoB
Nomnuce A.B.CMUPHMLKUNI
25.06.2008
C NpoOeKTOM He COIJIaCEH.
3aMedaHuAa npuiarainTcHa

Bu3bl NpocTaBaAloTCA HUKe pekBu3auTa "Moanuce” Ha NMLEBOIN CTOPOHE NOCNEAHErO NMCTA NEPBOrO
JK3eMnasApa OOKYMeHTa cneBa. [poeKTbl pacnopaAnTeNbHbIX AOKYMEHTOB AOMYyCKaeTcAa BM3MPOBaTb Ha
06OpPOTHOI CTOpPOHE MOCAeAHEro JNCTa NMepBOro 3K3emnasapa AOKymeHTa. Mpu cornacoBaHum nNUcCEm W
OPYTUX UCXOOALMNX LOKYMEHTOB BM3bl 0DOPMAIOTCA Ha KOMUAX, OCTAIOLMXCA B AeNe.

Mpwn HeO6XOAVIMOCTVI Od)OpM}'IeHMﬂ HECKOJZIbKUX BU3 OHU pacnoaiaratoTcAa oaHa nona ,u,pyroﬁ B nopAaake
BU3MNPOBaHNA.

Hanpumep:

HauasibHMK oTrmesia KanpoBs
[Momnmuce H.B.CkxeBOpLOBa
20.06.2008

3aB. OTHOEeJIOM IOOKYMEHTOBEINEHUS
[Nomonuce A.B.CuOopLoOB
20.06.2008

3aB. OTHEJIOM apxXMBOBEICHUA
Nonnuce T.J.Bobposa
21.06.2008

OpuckoHCYJIBT
MNomnuce H.C.leers
22.06.2008

Mpwn oTcyTcTBMM cBOBOAHOrO Mecta BM3bl 0GOpPMAAIOTCA Ha 06opoTe NociesHEro AUCTa AOKYMEHTa
WAU HA OTAENbHOM /INCTE U MPU PaAa3MHOMKEHUU AOKyMeHTa He BocrnpoussoaAtcaA. [pu Hannumm nucrta
COrnacoBaHMA Ha MecTe, NPeayCMOTPEHHOM ANA pa3sMeLLeHUA BU3bl, AeNaeTca 0TMETKa, odopmaaemasn no
npasmaam, yCTaHOBAEHHbIM NMyHKTOM 60 HacToAwen MHCTpyKUMU.
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I'Iepequb cornacyrowumx VIHCTaHLI,VIf/‘I onpenenaeTca cocCrtaButTenem AOOKYMeHTa wUCXoaAa U3 ero
coaepxaHna un TpE6OBaHV|l7I HOPMaATUBHbIX NPaBOBbIX aKTOB.

Ona aneKTpOHHbIX AOKYMEHTOB 3HaveHua DU auu, BU3MPYOWKMX AOKYMEHT, AaTbl BU3MPOBAHMUA
NMOMELLAIOTCA B OCOBEHHYHO YacTb.
(yacTb ABeHaguaTan n. 61 sBeaeHa noctaHoBnAeHMem MuHiocta ot 30.12.2015 N 225)

62. PekBu3ut "Meyatb".

MNeyatn MoryT 6bITb TPEX BUAOOB: NevyaTb OpraHuM3aunn, nedatb CTPYKTYPHOro noapasgeneHuA
OpraHusauunun, neyaTtb, yKa3sbiBakouwlad Ha €€ ueneBoe Ha3HayveHue (,Cl,l'lﬂ AOKYMEHTOB U T.FI.). MNeyatn
Opl'aHM3aLl,Ml71 noapasaenArTCcA Ha I'ep6OBbIe M npocTbie.

lepboBble MeyaTU MNPUMEHSIIOTCS OpraHM3auMsMM, KOTOPbIM MNPaBO MCMO/Ib30BaHWS MeyaTel C
nsobpaxkeHnem locyaapctBeHHoro repba Pecnybanku Benapycb npeaoctaBNeHO 3akoHOAATe/IbHbIMMU
akTamu Pecny6aukn benapyce.

Mpu NpocTaBAeHMM MeYaT ee OTTUCK A0/IKEH 3aXBaTblBaTb YacTb HAMMEHOBAHMA AO/KHOCTU nLa,
nognucaswero (yTBepAamBLIEro) JOKYMEHT.

Hanpumep:
JupeKTop UHCTUTY
Moanuce C.A.Cupgopos

(n. 62 B pea. noctaHoBneHUss MuHtocTa oT 26.07.2018 N 154)

63. PekBu3ut "OTmeTKa 06 ucnonHutene".

OtmeTKa 06 ucnonHutene pacnonaraeTtcAa Ha I'IVIL],EBOVI CTOpOHE nocnegHero nNnCta AOKYMEHTa B
NNEBOM HUXHEM YyTAy.

OtmeTKa 06 ucnonHuUTene BKAOYaeT GamMUANIO U HOMep cayXebHoro TenedoHa MUCNONHUTENS
(coctaButensa) gokymeHta. Gammnana UCNOSHUTENS U HOMEP ero ciyxebHoro TenedoHa nevatatoTca 6es
3HaKOB npennHaHuAa.

Hanpumep:
KopHees 200 59 79

OTmeTKa 06 ucnonHuTesne MOeT OblTb AOMO/HEHA WMHAEKCOM CTPYKTYPHOrO noapaspeneHus, B
KOTOPOM rOTOBUCA LOKYMEHT.
(yacTb nATas n. 63 B pea. noctaHoBAeHUA MuHiocTa oT 10.12.2014 N 240)

Hanpumep:

3 Makoseuguit 220 95 01
(4acTb wecTas n. 63 B pea. noctaHoBNeHUA MuHiocTa ot 10.12.2014 N 240)

Mpn HeobxoAMMOCTM OTMETKa 00 WCNoJHUTENEe MOXKeT OblTb [OMOJIHeHa AaTol Cco34aHus
OOKYMeHTa, umeHem daina U APYyrMMU  NOUCKOBbIMM [AaHHbIMM (Ha BTOPOM CTPOKe), KoTopble
0dOPMANAOTCA TOSIbKO Ha 3K3eMMAPe AOKYMEHTA, OCTAOLLEMCS B OPraHU3aLmu.

(yacTb ceabmas n. 63 BBeAeHa noctaHoBaeHMem MuHiocTa ot 10.12.2014 N 240)

Hanpumep:

3 Makoseuguit 220 95 01
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26.05.2008 C:/ Nucbmo.doc
(yacTb BoCcbMmasn n. 63 BBeAeHa noctaHoBaeHMem MuHiocTa ot 10.12.2014 N 240)

Mpn odopmaeHnn gOKYMeHTa Ha KomnbloTepe pekBm3nT "OTmeTKka 06 ncnonHuTene" BbINOAHAETCA
wpuoptom Times New Roman (Times New Roman Cyr) ob6bluHbIA, pasmep 9 MYHKTOB, MEXCTPOYHbIN
WMHTEpBan - TOYHO 9 NYHKTOB.

(B pea. noctaHoBneHMA MuHiocTa ot 27.01.2012 N 18)

OTtmeTKa 06 ucnosiHUTeNE 0653aTENbHO 0POPMAAETCH HAa UCXOAALLMX LOKYMEHTAX.
64. PekBu3nT "OTMETKa O 3aBepeHumn Konmn".

Konuna [OOKymMeHTa f[0/KHA BOCNPOU3BOAMTL BCE PEKBM3UTbI 3TOrO [AOKYMEHTa, B TOM 4ucne
peKkBM3NTbl 61aHKa. [na npuaaHMa Konuu AOKYMEHTa OPUAMYECKON CUAbl OHa A0/KHA ObITb 3aBepeHa
(3acBmnpeTenbcTBOBaHA) YNOJHOMOYEHHbBIM AOKHOCTHBIM JIULLOM OPraHmn3aumum.

Konua poKymeHTa, BOCNPOM3BOAALLAS YacTb €ro PEeKBU3UTOB, 3aBEpPEHHas B YCTaHOBJIEHHOM
nopsake, ABNAETCA BbINUCKOM U3 OKYMEHTa. BbINMMCKM U3 JOKYMEHTOB 0pOpMAALOTCA HA 0bwem bnaHke. B
BbIMMCKax U3 AOKYMeHTOB cioBo "BbIMNCKA" BkatoYyaeTca B Ha3BaHWe BUAA AOKYMEHTA.

Hanpumep:
BbIMNCKA 13 NMPUKA3A

OTmeTKa 0 3aBepeHuMn Konumn obopmaseTca HUKe pekeusuta "Mognuck" n BkAtoYaeT cnoso "BepHo",
HauMeHOBaHWe AONKHOCTM NLA, 3aBEPMBLLUETO KOMUIO, ero cOBCTBEHHOPYYHYO NOAMNMUCL, PACLUMPPOBKY
NOAMNMCKU M ATy 3aBepeHuns.

Hanpumep:
BepHo
MHcneKkTop oTaena kagpos MNognuck A.l.JleoHoB

25.01.2008

Konmn  OOKYMeHTOB, npeaocTaBAfeMble rpa)kgaHam, B TOM 4YuCAe  MHAMBUAYANbHbIM
npeanpuHUMaTensam, U pUANYECKUM Muam (ganee - obpaTuBLUeecs NMLO) UAU UX NPeACTaBUTENsM,
€C/IN TaKMe Konnn Heobxoammbl ANA PeLleHMA BONPOCOB, Kacatlowmxcsa npaB U (Man) 3aKOHHbIX MHTepecoB
06paTMBLLMXCA NNL, U BbINMUCKMU U3 HUX OPOPMAAIOTCA B NOPSAKe, NPeaycMOTPeHHOM YacTaMU BTOPOW -
LUEeCTOM HACTOALLEro NYHKTa.

YacTb nckatodeHa. - NMocraHosneHne MuHtocta oT 26.07.2018 N 154,

Ha Konuax ucxomawmx AOKYMEHTOB, OCTaloMXcA B gene opraHumsauunn, pPeKBU3UTbI 6naHKa He
BOCNpPOn3BOAATCA, NPOCTAaBAAKOTCA 0aTa NOANMNCAHUA OOKYMEHTA, €ro perI/ICTpaLI,VIOHHbIl)‘I MHOEKC U OTMETKA
O 3aBepeHun Konuun, B KOTOpOﬁ AONYCKaeTCA He YKa3biBaTb AaTy 3aBepeHunAa u [O0/1KHOCTb /nua,
3aBepuBLlliero Konutio.

Hanpumep:
BepHo
Mognuce A.l.JleoHoB

Konuun AOKYMEHTa, Nnoay4YeHHble nytem TUpaxXUposaHuA NOA/IMHHUKaA CpeancrBamum OﬂepaTMBHOﬁ
nonmrpachM, cogepxaume d)aKCVIMMﬂbHOG BocnpomnssegeHne noanucn w“ npegHasHad4eHHble AOnAa
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PacCbiKM WMAU BHYTPEHHEro MoNb30BaHMA, He Hy)KAalTcA B AOMNOJHWUTE/IbHOM YAOCTOBEPEHWUW, 3a
WCK/lOYEHMEM C/lyYaeBs, NpeayCMOTPEHHbIX aKTaMM 3aKoHoAaTeNbeTea Pecny6imKku benapychb.

PasMHOMeHHbIe 3K3eMNAApbl AOKYMEHTa, NpegHasHayeHHble AAA PacCbiNKM UAM BHYTPEHHErO
Nno/sb30BaHMA U He BOCMnpou3BogAlmMe GaKCUMUABbHYO NOANUCH NOSAMHHMKA, AOMNYCKAeTCA yA0CTOBEPATb
neyatblo, NPOCTaBAAEMON Ha MecTe, OTBeAEeHHOM Aas CObCTBEHHOPYYHOM noanucu, nmbo 3aBepsTb B
nopaaKke, NpeaycMoOTPEHHOM YacTAMM NATOM U LIECTOM HACTOALWEro nyHKTa.

(B pea. noctaHoBneHMA MuHiocTa ot 26.07.2018 N 154)

OpraHusauma MOXKeT 3aBepATb KOMUKU Tex AOKYMEHTOB, KOTOpble CO3A4aHbl B CAaMOM OpraHu3aumu,
OOKYMEHTOB, MOJIyYEHHbIX OpraHu3auMein B NOATBEPXKAEHWE ee MNpaB, MNOAHOMOYMA U 06A3aHHOCTEMN
(nMueH3nin, cepTMdUKaTOB M Ap.), AOKYMEHTOB, NPeasyCMOTPEHHbIX nocTtaHoBneHnem Coseta MUHUCTPOB
Pecnybnvku Benapycb ot 30 pgekabpa 2012 r. N 1256 "O HeKoTopbix BOMpOCax BblAaunm u
CBUAETENbCTBOBAHMA KOMUIA AOKYMEHTOB, KacatoLMXCA NpaB U (MAK) 3aKOHHbIX MHTEPECOB rPaXKaaH, B TOM
yncne NHOMBMUAYANbHbIX NpeanpuHUMaTenei, u pugudecknx amy" (HaumoHanbHbINM NpasoBo NHTepHeT-
noptan Pecnybamkn benapycb, 06.01.2013, 5/36738) 1 MHbIMKW aKTaMM 3aKOHOAATE/1bCTBA.

Konun [OOKYMEHTOB B 3/1E€KTPOHHOM BWAE, BbINOJIHEHHbIE Ha Oyma)XHOM Hocutene U
npegHasHavyeHHble Aaa o6palleHus BHYTPU OpraHM3auuu, 3aBepsAlTcA B MNOPAAKE, YCTAHOBAEHHOM
YacTAMM NATOM M LIECTOM HACTOALLEro NyHKTa.

(yacTb TpuHaguatas n. 64 BBeAeHa nocTaHoBseHMem oT 10.12.2014 N 240; B pea. NOCTaHOBAEHWUSA
MwuHtocTa oT 26.07.2018 N 154)

OpurnHan aNeKTPOHHOro AOKYMEHTA M €ro Konus, COOTBETCTBYoLWaA TpeboBaHMaAM cTaTbm 20 3aKoHa
Pecnyb6nnku Benapych ot 28 aekabps 2009 roga "O6 31eKTPOHHOM AOKYMEHTE M 3N1EKTPOHHOM UudpoBoin
nognucn" (HaumMoHanbHbIM peecTp NpaBoBbiX akToB Pecnybamku benapycb, 2010 r., N 15, 2/1665), nmetot
OZMHAKOBYIO HOPUOMNYECKYIO CUITY.

(yacTb yeTbipHaauaTan n. 64 BBeAgeHa NocTaHoBNeHMeM MuHiocTa oT 30.12.2015 N 225)
(n. 64 B pea. noctaHoBneHUA MuHiocTta ot 15.01.2013 N 9)

65. PekBn3nT "OTMETKa 06 MCMOIHEHUN AOKYMEHTA M HanpaB/ieEHUN ero B geno".

OTtmeTKa 06 UCNOSHEHUU AOKYMeHTa M HanpaB/ieHUW ero B Aesi0 NPOCTaBAAEeTCA Ha OOKYyMeHTe
nocne ero UCNOJIHEHUA N ABNAETCA CBUOETE/NIbCTBOM 3aBepLUeHunA pa60TbI Had HUM.

OTmeTKa 06 UCMNOSIHEHUW OOKYMEHTa U HaMNpaB/ieHUW ero B A0 Pacno/iaraeTcs Ha HUXKHEM nose
NepBoro /IMCTa AOKYMEHTa C/ieBa M COCTOMUT M3 coB "B aeno”, nHaeKkca Aena nNo HOMEHKNaType Aen, B
KOTOpom  6ygeT  XpaHWTbCA  AOKYMEHT, JaTbl W PErucTpauMoHHOTO  WMHAOEKCA  AOKYMEHTa,
CBUAETENLCTBYIOWEro 06 UCNOAHEHMM, COBCTBEHHOPYYHOM MNOAMUCU WMCMNONHUTENA WAM PYKOBOAMTENA
CTPYKTYPHOro NoApa3saeneHna-McnoaHUTeNs U AaTbl HAaNpaB/AeHUA AOKYMEHTa B Aefo.

(8 pea. noctaHoBneHMA MuHiocTa oT 18.08.2017 N 167)

Hanpumep:
B peno 11-10
MoaroToBneH oTeeT
15.02.2008 N 11-10/130
Mopgnucb

16.05.2008

an OTCYTCTBUU OOKYMEHTA, CBUAETENBbCTBYHOLWEIO 06 MCNONTHEHUU, B OTMETKE YKa3blBalOTCA KpaTKune
cBegeHunA 06 UCNoNHEeHUMN.
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Hanpumep:
B peno 5-15
MponsseneH nepepacyer
Moanucb

20.11.2008

OnAa NOKYMEHTOB B 3/IEKTPOHHOM BUAE OTMETKa 00 MCMOMIHEHUM AOKYMEHTa M HanpaBiAeHUU ero B
aeno ocyulectenserca cpeacrsamum AC AOY (sBHocuTca B PKK aoKymeHTa n1Mbo B MaccuB perMcTpaLMoHHO-
YYETHbIX AaHHbIX, Y4eT WU ynpas/ieHUne KOTOPbIMW OCYLLECTBAAIOTCA C NMOMOLLbIO aBTOMaTU3MPOBAHHOM
CUCTEMbI), B TOM YNC/E NYTEM YCTAHOBIEHWUA CBA3N OTBETHOTO IOKYMEHTA C MUHULIMATUBHBIM.

(yacTb ceabmas n. 65 BBeAeHa noctaHoBaeHMem MuHiocTa ot 30.12.2015 N 225)

66. PekBu3nT "OTMETKa 0 NOCTYMNIeHUU (PErncTPaLMOHHbIN WTamn BXOAALMX AOKYMEHTOB)".
(8 pea. noctaHoBNeHMA MuHiocTa oT 18.08.2017 N 167)

OTmeTKka o nocTynneHmn (perMCTpaLI,VIOHHbIﬁ wrTamn BXoaAWwnx AOKYMEHTOB) NPOCTaBNAETCA Ha
HUXHEM nosie NepBoro 1MCTta AOKYMeEHTa cnpasa U COCTOUT U3 NMOJTHOIO NN COKPALWEHHOIo HanmeHOBaHNUA
OopraHusauunn-nonyyaTtena, 4atbl U perncTtpaumMoHHOro MHAEKCa (Homepa) nocTynneHnAa JOKyMeHTa.

Pasmepbl OTMETKM O MOCTYMNAEHUU (PErncTPaLMOHHOIO WTammna BXOAAWMX AOKYMEHTOB) HE MOryT
npesbiWwaTtb 42 MM MO rOPM30OHTaAN U 16 MM NO BEPTUKANN.
(yacTb TpeTbA N. 66 BBeAeHa nocTaHoBAeHMeM MuHiocTa oT 18.08.2017 N 167)

Hanpumep:
3A0 "Mask" 16 ’[*
MM
26.05.2008
N 342 \L
42 Mm
<~ -

Ha goKymeHTax, TpebyloWwmx CPOYHOro UCNONHEHMSA, BMECTe C AaTOW AO0NYyCKaeTcA YKasblBaTb Bpemsa
nocTynneHus (4acbl, MUHYTbI).

OnAa DOKYMEHTOB B 3/1IeKTPOHHOM BMAE OTMETKA O MNOCTYNAeHUU [AOKYMEHTA OCyLLeCTBAAEeTCA
cpeacrteamum AC 10Y (BHocuTca B PKK gokymeHTa niMbo B MacCUB PerucTpaLMOHHO-YYETHbIX AaHHbIX, YYeT U
ynpaBneHne KOTOPbIMW OCYLLECTBASIOTCA C MOMOLLBbIO aBTOMATU3MPOBAHHOM CUCTEMBI) U MOMKET Mpu
HeobX0AMMOCTM BHOCUTLCA B TEKCT AOKYMEHTA.

(yacTb wecTana n. 66 BBeAeHa NocTaHoBeHMeM MuHiocTa oT 30.12.2015 N 225)

[N 3NeKTPOHHbIX ZOKYMEHTOB OTMETKA O NOCTYMN/AEHUN NPOCTaBAAETCA B OCOOEHHOM YacTu.
(yacTb ceabmas n. 66 BBeAeHa noctaHoBaeHMem MuHiocTta ot 30.12.2015 N 225)

66-1. PekBu3unT "OTMETKA O NepeHoce AaHHbIX HA MalMHHbIN HOCUTENb".
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PekBu3uT "OTMmeTKa 0 nepeHoce aHHbIX Ha MaLUMHHbIN HocuTens" pacnonaraeTcAa B LLEHTPE HNXKHErO
nonAa NepBoro IMCTa AOKYMEHTa.

OTMeTKa 0 nepeHoce AaHHbIX HAa MALWWHHbLIA HOCUTENb MOXKET 0POPMAATLCA OT PYKU, C MOMOLLbIO
WTamMmna Uan B BUAE WITPUXOBOTO KoZa (LWTpMxKoaa).

Mpy opopmMaeHUM OTMETKM OT PYKM MAM C MOMOLLbIO LUTamMmna OHa BKAO4aeT B ceba cBedeHus o
nepeHoce MHOGOPMAUMM (JOKYMEHTA) Ha MaLUMHHbIA HOCUTENb, COBCTBEHHOPYYHYIO MNOAMUCH AMUUA,
OTBETCTBEHHOro 3a NepeHoC AaHHbIX, AaTy nepeHoca. [JOMoNHWUTENbHO MOTYT YKasblBaTbCA MOMCKOBbIE
JaHHble oKymeHTa (B AC 10V, B IOKa/IbHOM XPaHW/IULLLE SNEKTPOHHbIX AOKYMEHTOB OpraHu3aumu u ap.).

Mpn HEobXOAMMOCTU LITPUXKOL MOMKET pasMeLLaTbCsl Ha JIEBOM MOJie NepBOro /IMcTa AOKYMEHTA
BHU3Y. PN HEBO3MOMKHOCTU pa3MeLLEHUA LWTPUXKOLA B OTBEAEHHOM ANA HEro mecTe AOMNyCKaeTcs
pasmelleHMe WTPMUXKOAa Ha 1tobon cBoboaHOM NAoLaAN NLEBOM CTOPOHbI MEPBOro JINCTA AOKYMEHTA, He
3aTparnean TeKCTa N APYrMx PEKBM3UTOB.

(n. 66-1 BBegeH noctaHoBneHMeM MuHiocTa oT 18.08.2017 N 167)

FNABA 5
TPEBOBAHUA K TEKCTAM A OKYMEHTOB

67. TeKcT AOKYMEHTa A0/XKeH OblTb A0CTOBEPHbIM, OOBEKTUBHbIM, MaKCMMaJIbHO KPaTKMM C
COXpaHeHMEM MOJIHOTbI NHGOPMALIUM U TOYHOCTU €€ U3/IOKEHUSA, HE AOMNYCKaTb Pa3/INYHbIX TOJIKOBAHWA.

68. TeKCT AOKYMEHTa M31araetca MpocCTbiM U ACHbIM A3bIKOM, C COB/Il0AEHNMEM HOPM ObULMANbHO-
[eN0BOro CTUAA NMTepaTypPHOro A3blKa.

69. A3blkamMn Aenonpon3BoACTBa U AOKYMeHTauMn B Pecnybaunke Benapycb aBnstoTca 6enopycckuii u
PYCCKUIA.

TeKcTbl JOKYMEHTOB, HanmpaBasemblx 3a npeaenbl Pecnybanku Benapycb, MOryT cOCTaBAATbCA Ha
6e10pyCcCKOM, PYCCKOM fA3blKax, Ha A3blKe CTPaHbl agpecaTa Uamn Ha 4PYromM MHOCTPAHHOM fA3bIKe.

70. MpeanoxKeHna CTPOATCA COraCHO OOLWENPUHATBIM FPaMmMaTUYECKMM U opdorpadmyeckum
npasunam 6es0pyccKOro M pPyccKOro fA3blKOB, NPEMMYLLECTBEHHbIM ABAAETCA ynoTpebneHwe NpoCTbIX
pacnpocTpaHeHHbIX NPeaI0KEeHWNN.

71. B AOKYMEHTAX MNPUMEHAKT TepMUHbl WU onpeaeneHnAa, YCTaHOBJ/IEHHbIE AeﬁCTByIOU.LMMM
CTaHZapTamMn U TePMUHONOTMYECKUMU CcNoBapAMU. MHOroO3HaYyHble TEPMWUHbI B KaXAOM KOHKPETHOM
cnydae JONXKHbI yI'IOTpE6I'IﬂTbCF| TOJIbKO B O4HOM U3 CBOUX 3HaYEeHU.

72. B TeKcTe OKYMeHTa He aonyckaetca ynotpebaeHue:
NPOCTOPEYMUI N FKCNPECCUBHbIX GOPM Pa3srOBOPHON peyuw;

WMHOA3bIYHbIX 3aMMCTBOBaHMUM NP1 HaM4NN PaBHO3HAYHbLIX C/N10B U TEPMUHOB B 66ﬂ0py€CKOM nnn
PYCCKOM A3blKe;

HEYETKUX CNOoBOCOYETaHMI, O06O0BLLEHHbIX PACCYKAEHWUN, BOCKAMLAHMIA W NPU3bIBOB, 06pasHbIX
CpaBHEHWI, anuTeTOB, MeTadop;

abbpesnaTtyp, Kpome 06LLEN3BECTHBIX MAN PACLUMPPOBAHHBIX B TEKCTE AOKYMEHTA;
HEHOPMATUBHOW JIEKCUKM.

73. TeKcTbl C/IOXHbIX MO COAEPKAHUIO AOKYMEHTOB (MPUKA30B, PACMOPSKEHWA, MPOTOKO/OB,
WHCTPYKUMIA U Ap.) AENATCA Ha MYHKTbl, NYHKTbl MOMYT NoAPa3AenaTbCA Ha MOAMNYHKTbI, MOAMNYHKTbI - Ha
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ab63aupl. B 60ablNX N0 06beMy AOKYMEHTAX NMYHKTbl MOTYT 00beANHATLCS B FN1aBbl.

[naBbl HYMepYylTCA apabckumm undppamm, Nocae KOTopbIX TOUYKA He CTaBUTCA. [1aBbl AOKHbI UMETb
3aro/I0BKM, TOYKA B KOHLLE 3aro/IoBKa He cTaBUTCA. EC/iM 3arosloBOK COCTOUT M3 ABYX NPegoXKeHUi, To UxX
pa3genaloT TOYKOW. B 3aronoBKax He [OMYCKAeTCA MepeHOC C/I0B Ha C/edylollylo CTPOKY, NpUMEHEeHue
PUMCKUX UMbP, MaTeMaTUYECKMX 3HAKOB U FPeyecknx byks.

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

MyHKTbI HYMepYLOTCA apabcknmm Lmdpamm ¢ TOUKOM M 3aNunCbIBAOTCA € ab3alHOro oTcTyna.

MoAnyHKTbl HymepytoTca apabckumu umdpamm M 3anucbiBatoTca ¢ absauHoro otctyna. Homep
NOAMNYHKTa BKAOYAET HOMEpP MyHKTa MU HOMEP MOAMYHKTa, MOC/1e KOTOPbIX CTaBATCA TOUKMU.

Hanpumep:
2.1.
2.2.

2.3.

Hymepauua NyHKTOB A0/XHa 6biTb CKBO3HOW ANA BCEro AOKYMEHTa, MOAMYHKTOB - CKBO3HOW AnA
Ka*K[,0ro nyHKTa.

A63aLbl He HyMepyoTCA M BblaenAoTca ab3alHbiM OTCTYMNOM.

74. B TeKcTe [OKYMeHTa nepen Kax4ou nosvumein nepedyncieHns, BblAeNeHHOM ab3alHbim
oTCcTynom, geduc am MHOM 3HaK He cTaBuTCA. [locne nepeduncneHma, Kpome NocieHero, CTaBUTCA TOYKa C
3anATown.

75. TeKcTbl AOKYMEHTOB O0QOPMAAIOTCA B BUAE CBA3HOIO TEKCTa, aHKeTbl, Tabauubl MAK B BUAE
coeanHeHusa atux dopm. Onpegenaowmm B Bbibope GoOpMbl NPEACTaBNEHNA TEKCTA ABAAETCA XapaKTep
MHOPMaLMK, COAEPKALLENCA B TEKCTE AOKYMEHTA.

76. B pacnopaauTenbHbIX AOKYMEHTAX OpraHM3aumii, AeUCTBYIOWMX Ha NPUHUMNAX eguHOHaYanus,
TEKCT U3naraeTca oT NepBoro Nua eguHcTBeHHoro ymcna: "MPUKA3BIBAKD", "MPEASIATAKD" v ap.

B pacnopsaamutenbHbiX AOKYMEHTaX KOJinervasbHbiX OpraHOB TEKCT M3naraeTcA OT TpeTbero svua
eguHcTBeHHoro ymcna: "MOCTAHOBAAET", "PELLNA" n gp.

TNABA 6
TPEBOBAHUA K O®OPMJIEHUIO AIOKYMEHTOB, M3rOTOB/IAEMbIX C MOMOLLLbIO TEXHUYECKMX
CPEACTB

77. TeKcT AOKYMEHTOB Ha 6/1aHKax dopmaTta A4 nevyaTaercs Ha NUWYLLEN MalMHKe Yepes nonTopa
MEKCTPOUHbIX MHTEpBasa WAM OAMHAPHbIA Ha KomnbloTepe, Ha 6naHKax ¢dopmarta A5 - yepes oauH
MEKCTPOUHbIA MHTEPBAN WUAM TOYHO 14 NT Ha KOMNblOTepe.

78. Mpu Habope TeKCTa C UCMOJIb30BAaHMEM TEXHUYECKUX CPeacTB NPUMEHAETCA rapHUTypa wpudTa
Times New Roman (Times New Roman Cyr) B 06bl4HOM HayepTaHWUW, pasmep WpudTa - He meHee 13 nT,
uam  wpndTbl, YCTaHaBAMBAEMble HOPMATUBHbIMM MPaBOBbIMW  akTamu Pecnybaukm  Benapyce.
BblpaBHMBaHMe TEKCTa MPOM3BOAMTCA MO LUMPUHE /IUCTA.

(B pea. noctaHoBAeHMA MuHiocTa oT 27.01.2012 N 18)
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B pecnybnMKaHCKMX oOpraHax rocygapCTBEHHOro YynpaBAeHWA W MHbIX FOCYA3pPCTBEHHbIX
opraHmMsaumsax, noAuYMHeHHbIXx [paButenbctBy Pecnybnankm benapycb, odopmaeHne [AOKYMEHTOB
OCYLLECTB/IAETCA MO YCTAHOB/IEHHbIM B KOMMNbOTEPAX LWabaoHam, pasmep wpnudTta - 15 nT.

(yacTb BTOpasa n. 78 BBedeHa noctaHoBaeHWMem MuHiocTa oT 27.01.2012 N 18; B pead. NoCTaHOBAEHUSA
MwuHtocTa ot 18.08.2017 N 167)

OdopmneHre [OOKYMEHTOB OCYLIECTBAAETCA C MCMoJ/b30BaHMEM MporpammHoro obecneyeHus,
COOTBETCTBYIOLLEro CAeAyoWMM TpeboBaHUAM:

Haan4yue (I)yHKLI,VIOHaIIbHOCTVI, 06ecneqMBarou.|,eﬁ BO3MOXHOCTb Od)OpMJ'IEHMﬂ PEKBU3UTOB AOKYMEHTA
B COOTBETCTBUUN C TpEGOBaHVIﬂMM 3aKOHOOaTeNbCTBA Pecny6nMKM Eenapbe;

nogaepxka 4onyCctumbix d)OpMaTOB AOKYMEHTOB B 3/IEKTPOHHOM BUAE;

noaAep*Kka MeToZ0B U CPeACTB 3allUTbl TEKCTa AOKYMEHTa OT peflakTUpoBaHuMA (NapoibHan 3aliuTa,
CO34aHue AOKYMEHTA, He PeaKTMPYEeMOro CTaHAAPTHbIMM CPeACTBaMM U T.4.) ANA A0ONYCTUMbIX GOPMaTOB.
(yacTb TpeTbAa N. 78 BBeAeHa noctaHoBAeHMemM MuHiocTa ot 10.12.2014 N 240)

79. MNpu noarotoBke TabAWUL, C WMCMOMb30BAHMEM TEXHUYECKUX CPEACTB BbIPaBHMBAHME TEKCTa
NpPon3BOAMUTCA MO HEOBXOAMMOCTH, C NepeHocom cnoB. [onycKkaeTca yMmeHbLIaTb pa3mep J1eBOroO Noasa 40
20 MM (Korza TEKCT He BMeLLAeTcs), pasmep WpndTa TEKCTA U MEXKCTPOUHbIM MHTepBan - 4o 11 nr.

(B pea. noctaHoBneHMAa MuHiocTa oT 18.08.2017 N 167)

B pecnybAMKaHCKMX oOpraHax rocyAapCTBEHHOrO YNpPaBAEHUMA U WMHbIX FOCyAapCTBEHHbIX
opraHu3aumaAx, noa4mnHeHHbIX MpasuTtensbctey Pecnybankn benapych, Npu Noarotoske Tabauuy, gonyckaerca
yMeHbLaTb pasmep wpudTa TekcTa Tabanuy, go 13 n.

(n. 79 B peq,. noctaHoBneHMA MuHtocta ot 27.01.2012 N 18)

80. Mpu opopmneHnn AOKYMEHTa Ha MULWYLWEN MALMHKE PEKBM3UTbI, COCTOALLME U3 HECKONbKUX
CTPOK (Kpome pekBusnuTa "TeKcT"), neyaTaloT Yepes OANH MEKCTPOYHbIN MHTEPBa.

CocTaBHble YacTu peksusntos "Agpecat”, "Ipud yteepkaeHuna", "OTMeTKa 0 HaANYMK NpUAoKeHua",
"Tpnd cornacosaHua", "Tpud npunoxKeHma" otaenawTca Apyr OT Apyra MNOJYTOPHbIM MEMKCTPOYHbIM
WNHTEPBA/IOM.

PeKBM3NTbI 4OKYMEHTa OTAENAIOT APYT OT ApYra 2 - 3 MEXKCTPOUYHbIMU MHTEPBANAMMU.

Hanpumep:

COIJIACOBAHO
1,5

IupexTop [JenapTaMeHTa
1

IO apxMBaM M IOEeJIONPOM3BOLNCTBY
1

MuHMCTEpCTBa OCTULUMA
1

Pecnybmuku Besapychb
1,5

[Nomnnuce B.U.AmamMymxko
1,5

01.02.2008
2

COIJIACOBAHO
1,5

[lpoTOKOJI 3acenaHmusa
1

OKCIIEPTHOT'O COBeTa
1,5

01.02.2008 N 9
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81. Mpu odpopmaeHMM OOKYMEHTa Ha KOMMNbIOTEPE PEKBU3WUTbI, COCTOALLME M3 HECKO/IbKMX CTPOK
(kpome pekBuauTa "TeKkcT"), nedyatawT C UHTepBanom ToyHO 14 nT. CocCTaBHble 4acTU PEKBU3UTOB
"Agpecat”, "Tpnd yreepaerHna”, "Mpud cornacosanua", "Mpud npunoxkeHua" otgenatotca gpyr ot Apyra
OAMHAPHbBIM MHTEPBAZIOM UM AOMNONHUTENbHBIM MEKCTPOYHbIM MHTEPBAJIOM 6 NT.

(B pea,. noctaHoBneHMa MuHiocTa ot 18.08.2017 N 167)

PeKkBM3nUTbI [AOKYMEHTa OTAeNsAlT Apyr OT Apyra MOJYTOPHbIM MEMKCTPOUYHbIM UHTEPBa/IOM.
[onyckaeTca peKBU3UTbI AOKYMEHTa OTAeNATb Apyr oT Apyra npobenbHoOi CTPOKOW, paBHOW pasmepy
lWpUdTa PeKBU3UTOB.

(B pea. noctaHoBneHMA MuHiocTa ot 18.08.2017 N 167)

Hanpmumep:
COTJIACOBAHO
OnoMHAPHEYM MM + 6 OT
MyHMcTp OMHAHCOB TouHo 14 ot
Pecnybnuku Bejapychb

OnouHapPHEM MM + 6 OT
[loonuce B.B.AMapuH

OOouHapHEM UM + 6 OT
05.06.2017

[IonyTOpHE MM OpoOejibHas CTpoka
COTJIACOBAHO

OOouHapHEM UM + 6 OT
MUHUCTP SKOHOMMKU TouHo 14 ot
Pecnybnmuku Bejapychb

OnoMHapPHEM MM + 6 OT
[Momonuce B.J.3MHOBCKUM

OOouHapHEM UM + 6 OT
05.06.2017
(uacTp TpeTbsa n. 81l B pen. mocTaHoOBJeHMa MumuiocTra or 18.08.2017 N 167)

82. MaKcMmasnbHan A4J/IMHA CTPOKM MHOFOCTPOUHBIX PEKBU3UTOB AN NUWYLLEN MaWWHKKA 28 3HAKOB
nanM 73 MM Ha KoMnbtoTepe.

83. Mpu nevyaTaHUM [OKYMEHTOB Ha MULWYLWEA MalIMHKE MWCMNOb3YIOT AeBATb CTaHAAPTHbIX
MOJIOXKEHUN TabynaTopa WAW OTCTYMNbl B MUAIMMETPAX OT FPaHWULbl S1eBOro nons npu obopmaeHUn Ha
KoMnbtoTepe:

0 - rpaHuLa neBoro Nons;

1 - nocne 5 neyaTHbIX 3HAKOB OT FPaHULLbI 1€BOTO NOAA UK 12,5 mm;
2 - nocne 16 neyaTHbIX 3HAKOB OT rPaHMLbl 1eBOro noaa nan 40 mm;
3 - nocne 24 neyaTHbIX 3HAKOB OT rpaHMLbl N1€BOTO Noasa nan 60 mm;
4 - nocne 32 nevyaTHbIX 3HAKOB OT rpaHuLLbl 1eBOro nona nnm 80 mm;
5 - nocne 40 neyaTHbIX 3HAKOB OT rpaHuLbl eBoro noaa nam 100 mm;
6 - nocne 48 neyaTHbIX 3HAKOB OT rpaHMLbl N1eBoro noaa uan 120 mm;
7 - nocne 56 nevyaTHbIX 3HAKOB OT rpaHMLLbl 1eBOro noasa nnum 140 mm;
8 - nocne 64 nevyaTHbIX 3HAKOB OT rPaHMLLbl 1€BOro Noasa nam 160 mm.

84. OT HyNneBOro NONOXKEeHUA NevaTatoTCA:
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pekBu3nT "HasBaHue BUAA AOKYMEHTa";
pPeKBU3NT "3aroNoBOK K TEKCTY";
pekBmsnT "TekcT" (UCKNoYanA CTPOKU, HauMHatlowmecs ¢ ab3alHoro oTcTyna);

cnoso "MpunoxkerHne" B pekemanTe "OTMETKA O HAIMUUKU NPUNONKEHUA";
(B pea. noctaHoBneHMA MuHiocTa oT 18.08.2017 N 167)

pekBusnT "OTmeTKa 06 ncnonHutene";

pekBmsnT "OTmeTKa 06 MCNONHEHMM JOKYMEHTA M HaNpaB/ieHMM ero B aeno";
pekBuM3nT "OTMeTKa 0 3aBepeHnmn Konuu';

pekBun3uT "Tpund cornacosaHma" n HaMMeHoBaHME AOMKHOCTU B pekBusuTe "Moanuck";

cnosa  "CAYWAAW",  "BbICTYNWUAW",  "PEWWAN", "MOCTAHOBWAW", "MPWUKA3bIBAID",
"MPEONATAID", "OBA3bIBAID".
(B pea. nocraHoBneHMA MuHiocTa oT 18.08.2017 N 167)

OT nepBOro NosoXKeHMA neyaTaeTcsa Hayano ab3aues B TEKCTE.
OT YeTBEPTOro NOJIOKEHUA NevaTaeTca peksusuT "Agpecat”.

OT NATOro NOJIOXKEHMA nevaTatoTca peksusnTbl "Tpud orpaHudeHma goctyna”, "Mpud yteepxaeHma”,
"Tpnd npunoxkeHma".

OT WwecToro NonoxKeHua neyaTaetcsa pacwmndpoBKa noanucu B pekeusute "Mognuce".
OT ceabMoro noaoXeHna nevatatotca kogabl no OKY, OKOI'Y n OKKO/II.

Mpn odopmneHnn [OKYMeHTa Ha nucTax ¢opmata A4 B anbbomHoM opueHTaumm (297 x 210)
peksusntbl "lpud orpaHunyenna poctyna", "lpud yreepxaerma"”, "Tpud npunoxkenus", pacwmndposka
nognucy B peksusute "Moanuchk" nNeyaTatoTcs OT BOCbMOIO MOJIOXKEHUA TabynsaTopa (64 nevyaTHbIX 3HaKa
nnu 160 mm).

85. Mpwn HanMuYUM HECKONbKUX TPUPOB YTBEPKAEHMA WM COMNACOBAHWUS MX pPaAchosiaraloT ABYMA
BEPTMKANbHbIMKU pAgamu. Mpu 3TOM BTOPOW pAg, NeyaTaeTca OT NATOro NoaoKeHusa Tabynstopa (100 mm ot
rpaHuLbl NeBOro Nons), a Npv oGopPMAEHMUM AOKYMEHTA Ha ncTax popmaTta A4 B aIbOOMHOM OpUEHTALMM -
OT BOCbMOTO NooXKeHUa Tabynatopa (160 mm OT rpaHuMLbl N1€BOrO NonsA).

(yacTb nepsas n. 85 B pea. noctaHoBAeHUs MuHtocTa ot 18.08.2017 N 167)

MpyM noAnUCAHUM AOKYMEHTa HECKO/NIbKMMW NMUaMKU, He NOAYMHEHHbIMU MO  AO0J/IKHOCTH,
HaMMeHOBaHMA A0/XKHOCTelM B pekBusuTe "lMoanuck” pacnonaratoT g4Byma BEPTUKAbHbIMK pAagamu. Mpu
3TOM BTOPOW pAj NevyaTaeTcsa OT NATOro nosoxeHua tabynatopa (100 mm OT rpaHULbl N1€BOTO NOASA), @ NPK
odbopMNEHNN JOKYMEHTa Ha nnctax ¢opmata A4 B anb6OMHON OpUMEHTALUMKM - OT BOCbMOFO MOJIOXKEHUA
Tabynatopa (160 mm OT rpaHuMLbl N1€BOrO Nons).

(yacTb BTOpan n. 85 B pea. nocTaHoBAeHUA MuHiocTa oT 18.08.2017 N 167)

B pecnybaMKaHCKMX OpraHax rocyAapCTBEHHOIO YMNpPaBieHUA U WHbIX TOCYAAPCTBEHHbIX
opraHu3aumax, noaunHeHHbIx MNpaButenbcTey Pecnybankm Benapycb, Heckonbko peksusmTos "Moanuck”,
pacnonaraembix OAMH MOA APYrMM, AOMYCKaeTcA pas3fenaTb ABOMHbIM MEXCTPOYHbIM MHTEPBANOM WU
npob6enbHOM CTPOKOW, paBHOW pasmepy WpndTa peKBUIUTOB.

(yacTb TpeTba n. 85 BBeAeHa nocTaHoBAeHMemM MuHiocTa oT 27.01.2012 N 18; B pea. nocTaHOBAEHUA
MwuHtocTa ot 18.08.2017 N 167)
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86. Ecnum 3aronoBOK K TEKCTY MpPEBbIWAET MNATb CTPOK, ero AonycKaeTca NpoasieBaTb A0 FpaHuLbl
LLIecToro nonoxeHus Tabynatopa (120 mm oT rpaHuLbl IeBOro Nona), a Nnpu opopMIeHUN AOKYMEHTa Ha
nnctax ¢popmata A4 B aIbBOMHOM OpUEHTaLUM - 10 BOCbMOTO MOJIOXKeHUA TabynaTtopa (160 Mm OT rpaHuLbl
NleBoro nons).

(B pea,. noctaHoBneHMa MuHiocTa ot 18.08.2017 N 167)

87. NckntoyeH.
(n. 87 nckntoyeH. - MoctaHoBneHne MuHiocTa ot 18.08.2017 N 167)

88. B Tekctax OoKymeHToB csioBa 'lMpumeyaHune”, "OcHoBaHue", a Takxe cnoso "MpunoxxeHune" B
peksusnte "OTMETKA O HaMuMM MPUAOKEHUA" NevyaTaroTCA OT rPaHWLbl NEBOFO NOAA M OCTABAAKOTCA
OTKPbITbIMM, @ OTHOCALLAACA K HUM WHPOPMALMA MedyaTaeTcs CToNOLOM Yepes OAMH MEXKCTPOUHbIN
WMHTEepBan (NpM NeYaTu Ha NULWYLLEen MalimMHKe) uamn ToyHo 14 nT (npu Habope Ha KomnbloTepe).

(n. 88 B pea. noctaHoBneHUss MuHtocTa ot 18.08.2017 N 167)

89. B KOHUe peKkBM3NTOB (Kpome pekBmauTa "TekcT") TOUKM He cTaBaTcA. B cepeamHe CTpok
PEKBU3IUTOB 3HAKM NPENMHAHNA COXPAHAIOTCA.

90. B gOKyMeHTax He A0MyCKAlTCA TEKCTOBble BblAeNEHMA B BUMAE NOAYEPKMBAHMA M NedyaTaHusA
BPaspALKy. B cnpaBoYHO-MHGOPMAULMOHHBIX AOKYMEHTax AO0MyCKaeTcA Aenatb BblaeneHua Hambonee
BaYKHbIX CMbIC/IOBbIX YaCTEN TEKCTA KYPCUBOM UAN NONYKUPHbBIM HayepTaHUEM.

(yacTb nepsas n. 90 B pen. noctaHoBNAeHUss MuHtocTa oT 18.08.2017 N 167)

TeKCT AOKYMEHTOB M MHOTOCTPOUHbIX peKBM3UTOB odopmaneTca 6e3 nepeHoca CNOB.
(yacTb BTOpas n. 90 BBeAeHa nocTtaHoBAeHNneM MuHtocTa ot 18.08.2017 N 167)

MponucHbiMM BykBaMM neyaTtaloTcA: pekBusuT "HassaHue BMAa AokymeHTa", cnosa "YTBEPHKOAKD",
"YTBEPHKAEHO", "COrNTACOBAHO" - B rpudax cornacoBaHus u yteepxaeHus, "MPUKA3BIBAKD" - B
npukasax, "MOCTAHOB/IAET" - B noctaHoBneHusx, "PELLUUN" - B pewenunsx, "OBA3bIBAKD", "MPEO/IATAIO"
- B pacrnopaxeHusx W ykasanusx, "CAYWANN", "BbICTYNWIN", "MNOCTAHOBUAWU", "PEWLWAN" - B
npoTokonax, ¢pamuamm paboTHUMKOB B TEKCTax MPUKA30B MO JIMYHOMY COCTaBy, Ha3BaHMA [/1aB B
OpPraHM3aLUMOHHbIX LOKYMEHTaX.

(B peq. noctaHoBneHMA MuHiocTa o1 27.01.2012 N 18)

91. MNpun odbopmNeHNN LOKYMEHTOB Ha ABYX U Bosiee AnCTax BTOPOMN M NOCAeayoWmUiA IUCTbl AOKHbI
6bITb NPOHYMepoBaHbl. Homepa NMCTOB NPOCTABAAIOT B LEHTPE BEPXHErOo KOJMIOHTUTYNa apabckumu
umdpamu c pacctoaHnem 10 - 15 mm OT BepxHero Kpas, rapHuTypa wpndTa Times New Roman (Times New
Roman Cyr) B 06bl4HOM HauyepTaHuMK, pasmep wpmndTa - He meHee 13 nT. MNepBbIi ANCT HE HYMepyeTcA.

B pecnybnuMKaHCKMX oOpraHax rocyAapCTBEHHOro YnpaBAeHUA U UHbIX FOCYAapPCTBEHHbIX
opraHusaumax, NoadnHeHHblx MpaButenscTey Pecnybanku bBenapych, pasmep wprudta HOMEPOB UCTOB -
14 n.

HosbIlh anct AOKYMEHTA HEe 4 0MNYyCKaeTCA Ha4YnHaTb I'IOCI'Ie,CI,HEf/‘I HenoJIHOM CTpOKOVI a63au,a.

JOKYMEHTbI CO CPOKOM XpPaHeHWA OO0 Tpex JeT BKAYUTENbHO AOMYCKAeTCs neyataTb Ha ABYX
CTOpPOHaXx AncTa.
(n. 91 B pea. noctaHoBAeHUss MuHiocTa oT 27.01.2012 N 18)

91-1. [oKymeHTbl, npegHasHayeHHble A48 o06palleHns B CUCTEME MEXBEeOOMCTBEHHOro
3N1EKTPOHHOIO A0KYMEeHTO060pOoTa roCyAapCTBEHHbIX OPraHoB, AO/KHblI COOTBETCTBOBATb CAEAYIOWMM
TpeboBaHMAM:

6bITb NpeacTaBNeHHbIMM B GOpMe, AOCTYNHOM U NOHATHOM A1A BOCAPUATUSA;

CO034aBaTbCA B OAHOM 13 O0NYCTUMbIX (bOpMaTOB AOKYMEHTA B 3/1IEKTPOHHOM BUAE;
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coaepKaTb PEKBU3UTbI, obecneumBalowme UAEHTUGUKALMIO [AOKYMEHTA, YCTAaHOB/IEHHblE ANS
AOKYMEHTOB AaHHOrO BMAA B COOTBETCTBMM C 3aKOHogaTesnbcTBOM Pecny6avku benapycb. OdopmaeHune
PEKBU3UTOB OCYLLECTB/ISETCA B COOTBETCTBUM C TPEOOBAHUAMM HacTOAWEN MHCTPYKUMN U MHBIMW aKTamM
3aKoHogaTenbcTBa Pecnybnnku benapych;

coaepKaTtb ogHY Unn Heckonbko 3LIM, a TakkKe, npyu HeEOHXOANMOCTU, AOMNONHUTE/IbHbIE AaHHble A8
NPOBEPKM BKAOUYEHHbIX DLLM.
(B pea. noctaHoBneHMa MuHiocTa ot 30.12.2015 N 225)

Yactb nckarodeHa. - NocraHosneHne MuHiocta ot 30.12.2015 N 225.

B cnyyae nepecblikn rpadpuyeckoro obpasa (M306parkeHMna, CO34aHHOrO MyTeM CKaHUPOBAHWSA)
OOKYMEHTa Ha BymarKHOM HocuTesie (MPUIOXKEeHUA K AOKYMEHTY) OH A0MXKeH OblTb BbINOJHEH B LBETHOM
peXnme Uan B perkmme rpagaumm ceporo U UMeTb OAMH U3 AoNyCcTUMBbIX dopmaToB rpadpmuyecknux obpasos.
(yacTb BTOpas n. 91-1 B pes,. noctaHoBneHUss MuHtocTa ot 30.12.2015 N 225)

DNEeKTPOHHbIN AOKYMEHT HE A0/KEH COAEP!KaTb aBTOMATUYECKU MCMONHAEMbI NMPOrpaMMHbIA Koz,
(MaKpokomaHay) 1Mbo CCbIIKK Ha BHELLHME UCMONHSemMble dalisibl.
(8 pea. noctaHoBNeHMA MuHiocTa oT 30.12.2015 N 225)
(n. 91-1 BBegeH noctaHoBneHMeM MuHiocTa oT 10.12.2014 N 240)

FNABA 7
O®POPMJIEHUE OTAE/IbHbLIX BUAOB AOKYMEHTOB

92.B OpraHn3aumnAax moryTt n3gaBatbCA cneaytoulme suabl pacnopagnTenbHbIX JOKYMEHTOB: NMPUKas,
pacnopAaxeHme, ykasdaHune, NnOCTaHOB/NEHNE, peLLEHNE.

93. MpuKKas - NPaBOBOM aKT, U34aBaeMblii PYKOBOAUTENEM OpPraHM3aLuu, AeUCTBYIOWMM Ha OCHOBE
eANHOHaYanuA, gNa paspeLleHns OCHOBHBbIX 33434, CTOALWMX Nepes, opraHusaumen.

MpuKasbl M3[AtOTCA TaKKe B CAyyasx, Korga Heobxoaumo posect TpeboBaHMA AUPEKTUBHbBIX
OOKYMEHTOB BbILIECTOALWMX OpPraHM3auMii 40 CBeAEHUS MOAUYMHEHHbBIX /UL U MOAYMHEHHDBIX (BXOAALMX B
COCTaB, CUCTEMY) OpraHM3auunii, HAMETUTb KOHKPETHbIe MEepPOoNnpPUATMA MO UX BbINOJIHEHWUIO, ONpenenTb
OTBETCTBEHHbIX INLL, CPOKM BbINOJIHEHWUA STUX MEPONPUATUIA.

(B peq. noctaHoBneHMA MuHiocTa ot 18.08.2017 N 167)

94. PacnopseHue - NPaBOBOW aKT, W34aBaemMblil eAMHONIMYHO PYKOBOAUTENEM OpraHM3aumK
(KonnervanbHOro opraHa ynpasaeHus) An8 peweHma onepaTMBHbIX BONPOCOB OCHOBHOM AeATENbHOCTH.

He gonyckaeTtca nsgaHue pacnopﬂmeHMﬁ B Cny4aAx, Koraa HeO6XOp,MMO AOKYMEHTA/NIbHO Od)OpMMTb
ynpas/sieH4YeCKoe peleHne no OCHOBHbIM MPUHUKUNMUANBbHBIM 3a4a4aM, CTOAWMM nepes OpFaHMBal.I,MEﬁ. B
9TUX CNy4YaAaX A0/1XKHbl U34aBaTbCA MOCTAHOB/1IEHUA, pelleHNA, MPUKa3bl.

95. YKasaHMe - MpaBOBOW aKT, M34aBaeMblil pyKoBOAMTENEM OpraHusaumMm Mo BOMpocam
MHPOPMALMOHHO-METOAMYECKOTO XapaKTepa, a TaKXKe Mo BOMPOCaM, CBA3AHHbIM C OpraHvsauumen
MCMOJIHEHWNA NPABOBbIX AaKTOB.

He AO0NYyCKaeTCA NCNOJ/Ib30BATb YKAa3aHMUE B Ka4YeCTBE yTBEPHKAAOWEro 4OKYMEHTA.

96. MocTaHoOB/AEHWE - MPABOBOW AKT, NPUHUMAEMbIA KOMErMasbHO OpraHamun rocyaapcTBEHHOM
BJACTU U yNpaBieHus.

97. PeweHune - I'IpaBOBOI‘;I aKT, I'IpMHVIMaeMbIﬁ KonnernanabHo MCNONTHUTENNbHbIMUA n
pacnopaguTenbHbiMn OpraHamMu, a TaKXe KoanernajibHbiMM OpraHamu, MMerWMMKU CcoBellaTe/ibHble

dyHKUMN.

98. |_|pVIK83bI M pacnopAaXeHuAa, nigaBaemble B OpraHuU3aumnAax, nogpasaenAaroTtca Ha Tpu suga: no
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OCHOBHOW AeATeNbHOCTU;, NO JINYHOMY COCTaBy; Mo aLI,MVIHVICTpaTVIBHO-XO3HVICTBEHHbIM BOMpoOCam;
NOCTaHOB/NEHNA U pelleHnA - Ha ABa: No OCHOBHOW AeATeNnbHOCTU U NOo TINYHOMY COCTaBy.

He ponyckaercs obbeauvHeHWe B OAHOM pPacrnopAAUTENbHOM [OKYMEHTE BOMPOCOB OCHOBHOWM
OeATeNIbHOCTU U MO IMYHOMY COCTaBy.

99. TeKcT pacnopsguTenbHOro [AOKYMEHTa, KaK MpPaBM/IO, COCTOMT U3 KOHCTaTUpylowWwen w
pacnopaauTeNbHON YacTen.

B KOHCT&TMpyI-OLLI,GVI 4aCTu mn3nararoTca uenn, 3agadun, NnpudnHbI, (baKTbI, nocnyxumewmne oCHOBaHUEM
Aana n3gaHma pacnopAagnuTtesibHOro 4OKyMeHTa.

Mpn n3gaHUM pacnopAgMTeNbHOINO AOKYMEHTa Ha OCHOBaHMM (BO WCNOJIHEHWE) HOPMATUBHOIO
NnpaBoBOro akta Pecnybavku Benapycb nan pacnopsaamnTensHOro AOKYMEHTa BbILLECTOALLEn opraHusaumm
KOHCTaTUPYIOLLAA 4acTb AO/MMKHA COZEPKaTb CCbIIKY Ha 3TOT AOKYMEHT C YKa3aHMEM ero HauMeHOBaHus,
OaTbl, PermcTpaLMoHHOIo MHAEKCA M 3aro/I0BKa.

KoHcTaTupylowaa 4Yactb B  pacrnopagvTesibHOM AOKYMEHTE MOXET OTCYTCTBOBaTb, ec/iu
pacnopaamTesibHan 4acTb He HyXAaeTcA B 060CHOBaHUMU.

B npuKasax n pacrnoparKeHmAax no IMYHOMY COCTaBy OCHOBaHMe U3[aHUA AOKYMEHTA yKasblBaeTCA B
KOHUE KaXaoro nyHKTa. Echm ocHoBaHWe gna nsgaHuMA HECKOJIbKMX NYHKTOB AOKYMEHTa ABAAETCA eAUHbIM,
OHO YKa3blBaeTCA B KOHUE TEKCTA.

PacnopsgutenbHas 4acTb NpuMKasa HaunHaetca cnosom "MPUKA3bLIBAKD", pacnopsaxkeHus, yKasaHua -
"OBA3bIBAKD" wnan "MPEANATAKO", noctaHoBneHua - "MOCTAHOBAAET", "MOCTAHOBW/IN", pelweHus -
"PELUMN", "PELLWNAA", "PELLINAN".

PacnopagutenbHoe C/10BO NeYaTaeTca NponucHbiMW ByKBaMu OT rpaHULLbl IEBOTO NoJisA, 6e3 KaBbluek
n npobenos. Cnoso "MPEAJIATAKD" ncnonb3yeTcs B Caydae, eCan UCNONHUTENA HeNlb3A 0653aTb BbINOHATD
AelCTBuUSA, He BXoAswume B ero 0683aHHOCTM B COOTBETCTBMM C 3aHUMAEMOM JO/IKHOCTLIO.

Mpy odopMAEHUN PACNOPANKEHUI pacnopaaUTEbHOE CNIOBO MOXKET OTCYTCTBOBaTb. B aTomM cnyyae B
KOHLLE KOHCTaTMPYIOLWE YacTu CTaBUTCA ABOETOYME, @ UCNONHUTEND (J01KHOCTHOE ML UK CTPYKTYpHOE
noApaszeneHne) yKasblBaeTcs B AaTe/IbHOM Najeske.

B npuKasax 1 pacnopasKeHUax no JMYHOMY COCTaBYy PacnopsaAMTebHas YacTb HAaYMHAETCA CI0BOM,
TOYHO ob6o3Haualowum npeanucbiBaemoe geincteme ("MPUHATL", "MEPEBECTU", "YBOJUTBL" u ap.).
PacnopsagutenbHoe cnoso "MPUKA3BIBAKD" moXKeT MCNo/b30BaTbCA B TEKCTaX C/OMHbLIX MO CTPYKType
NPWKa30B No JIMYHOMY COCTaBy.

MYyHKTbI PacnopaaMTeNbHOM YacTUM CAOMKHBIX MO COAEPXAHUIO MPUKA30B M PaCMOPSMKEHUn no
JIMYHOMY COCTaBy pacnofaraloTcd B NOTMYECKOW nocnefoBaTesibHOCTU: npuem Ha paboTy, nepesop,
(nepemeulteHune), yBoAbHEHWE U T.4,

(8 pea. noctaHoBneHMA MuHiocTa oT 18.08.2017 N 167)

PacnopagutenbHan 4acTb PacnopaaMTeIbHOro AOKYMEHTA 3aKaHUMBAETCA YKa3aHMEM A0NKHOCTHOIO
NMLA, OTBETCTBEHHOTO 3@ KOHTPO/Ib MCMOJHEHUA BCEro AOKYMEHTa WAM ero OTAE/bHbIX MyHKTOB.
OTcyTCcTBME yKas3aHMA 06 OTBETCTBEHHOM 3@ KOHTPO/Ib NMLE O03HAYaeT, YTO KOHTPO/b 33 MCMONHEHMEM
AOKymeHTa 6yAeT OocCywecTBAATb PYKOBOAWUTENb, OT MMEHM KOTOPOro OH M3gaH. He pgonyckaertcs
ncnonb3oBaHMe GopMynnpoBKM "KOHTPOb 3a UCNONHEHWEM NPUKa3a OCTaBAAD 3a coboit'.

Ecnv pacnopaguTenbHblit AOKYMEHT OTMEHSET paHee M3A4aHHbIA AOKYMEHT WAM ero oTAe/bHble
NOJIO}KEHUA, B NOCNEAHEM MyHKTe AAeTCA CCbIIKA Ha OTMEHsieMbl AOKYMEHT (MyHKTbl AOKYMeHTa) C
YyKasaHMeM ero AaTtbl, PerncTpaumMoHHOrO MHAEKCA WM 3arosioBKa. Mpu 3TOM MPUMEHSEeTCA YCTOMYMBDLIN
oboporT: "MpM3HaTb YyTPATUBLUMM CUY NPUKa3 ... oT ... N ....".
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B pacnopaauTenbHbIl AOKYMEHT He cneayeT BKAOYaTb NyHKT: "MpuKas gosectn Ao ceeaeHua ...".
OTmeTKa 06 03HAaKOMIEHUN C pacnopsaanTeibHbIM AOKYMEHTOM obopmaseTca HuxKe pekeusmTa "Mognuce"
Ha /IMLLEBOI CTOPOHE NocneaHero NCTa AOKYMeHTa IMbo Ha ero 060poTHOM cTopoHe MO0 Ha OTAEe/IbHOM
INCTe 03HAaKOMJ/IEHUA, MPUAraeMoM K PacnopaaUTENbHOMY SOKYMEHTY.

(B pea,. noctaHoBneHMa MuHiocTa ot 18.08.2017 N 167)

Mpn HeobXoAMMOCTN O03HAKOMJIEHUA C COAEpP)KaHMEeM AOKYMEHTa BCeX PaboTHWKOB opraHM3aLmu
nyHKT "MpuMKas goBectn Ao cBeaeHuA Bcex paboTHUKoB" obszateneH.

100. HDOEKTbI pacnopAagnuTeIbHbIX OOKYMEHTOB MoAJsiexXaTt COornacoBaHUO C UCNONHUTENAMU U
3anHTEepecoBaHHbIMU OO0/IKHOCTHbIMU NIMUAMUA. B ob6s3aTenbHOMm nopAagKke pacnopAagnTesibHble A4OKYMEHTbI
cornacosbiBakoTcA C IOpVI,CI,M‘-IGCKOVI cny>+(60171 OopraHunsauuu. CornacoBaHHbIM NPOEKT [OOKYMEHTa
npeacrtaBnAeTca Ha nognmcb PyKoBOAUTENNHO, OT UMEHUN KOTOPOIro OH U34aeTCA.

101. [ata B npuKase, PacnopsKeHUM, yKasaHUN NPOCTaBAAETCA JINLOM, ero noanucaslimMm. Jatoi
NPUKasa, pacrnopaXKeHusn, yKkasaHnA ABAAETCA AaTa NoAnUcaHus.

ﬂ,aTOVI NOCTaHOB/IEHUA, pelleHNnA ABNAETCA AaTa 3aCefaHMA KON1erMasibHoro opraHa, npuHAaswero
peweHue. [lata B NOCTaHOB/IEHUAX, PELUEHMAX NeYaTaeTca N NPOCTaBAAETCA OT PYKWU.

102. PacnopsaanTenbHblii JOKYMEHT BCTyNaeT B CUAY C MOMEHTa ero usgaHusa (NpuHATKA), ecin B HEM
He yKa3aH MHOW CPOK.

103. MpoTOKOAN - AOKYMEHT, B KOTOPOM OUKCUpyeTca Xoh 06CyKAEHMSA BOMPOCOB WM MPUHATUA
peleHnid Ha 3aceaHnnax.

104. MpOTOKO/bl MO NOJIHOTE OCBELLEHMA XO4a 3acefaHua AeNATCA Ha NPOTOKOJbl NOAHOW GOpMbI,
KpaTKon GopmMbl M COKpaLLLeHHOMN GOpPMbI.

105. MpOTOKON COCTaBAsAeTCA CeKpeTapeM 3acedaHusa (CeKpeTapem MOCTOAHHO AEeWCTBYHOLLEro
KOM/IerManbHOro opraHa) Ha OCHOBAHWUM PYKOMWUCHbBIX, CTeHOrpaduuecknx, ayamo- UAn Apyrux 3anucei
X0[a 3acefaHus, a TaKkKe JOKYMEHTOB, NOArOTOB/IEHHbIX K 3acefaHuto (MOBECTKM AHA, TEKCTOB U TE3UCOB
[OOKNaao0B, NPOEKTOB peLweHnit n ap.).

106. 3aros0BKOM K TEKCTy MPOTOKO/AA ABAAIOTCA Ha3BaHWE KOHKPETHOro BMAa 3acedaHus,
HauMeHOBaHWe KOA/JerManabHOro opraHa (ecan opraH He umeeT cBoero 6naHKa) M Bonpoc (Tema)
3acefaHnA, eCAun OH OAVH.

107. JaTtoit NpOTOKO/1a ABNAETCA faTa NPOBeAEHMA 3aceiaHunsa.
108. TeKcT NpoTOKONA A€NUTCA HA BBOAHYIO M OCHOBHYIO 4acCTu.

Bo BBOAHOVI 4aCTW YKa3biBalOTCA UHWULMANbBI WU ¢aMVI}'IMVI npeacenartena, CeKperapa wu
NPUCYTCTBOBABLUMX YN1€HOB KO/I/Z1IeEr'Ma/ibHOrNro opraHa, HaMMeHoBaHUA LI,O!'I)-I-(HOCTeﬁ, d)aMVII'IVIM 1N MHUymnanbl
npurnaweHHbIX nnd, He ABNAWMNXCA Y1eHaMKU KOoNNernasibHOro opraHa. damnnmmn NPUCYTCTBOBABLWINX U
npurnaleHHbIX YKa3blBaloTCA B aﬂd)aBVITHOM nopAagke.

Ecan KonnyectTBO MPUCYTCTBOBABLUMX HA 3acefaHUM YEeHOB KoJierManbHoro opraHa 6onee 15
YyesioBEK, TO CMMCOK MPUCYTCTBOBABLUMX COCTABAAETCA OTAE/NbHO M Mpuaaraetcd K MpPOTOKoAy C
NpoCTaB/NieHNEM COOTBETCTBYHOLLENA OTMETKM.

Hanpumep:

MpwucyTcTBoBanu - 17 Yyenosek (CNUCOK NpunaraeTcs).

Cnucok npurnaweHHbIX COCTaBAAETCA OTAE/NIbHO W nNpwunaraetca K NpoToKOoAy C NpoCTaBleHUeEm
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COOTBGTCTByIOLLI,EVI OTMETKH, eC/IN KOZTNYECTBO NpUrnalleHHbIX 6onee 10 yenoBek.

B npoToKkonax AOMOAHUTENbHO MOMKET YKasblBaTbCA KOAMYECTBO MPUCYTCTBYHOLWMX, Heobxoaumoe
AN NPABOMOYHOCTU NPUHATUA PeLUEHNA.

B npoTokosiax nosnHon ¢opmbl NOC/ie yKasaHWa NPUCYTCTBOBABLUMX M MPUrNAWEHHbIX cneayeT
nosecTka AHA. B noBecTKe AHA NepeuyncnsaloTca BOMPOCHI, NoAsexKaline pPacCMOTPEHWUIo, YKa3biBakoTCs
dbopMbl  UX U3NOXKeHUA (OoKnad, oTyeT, coobuieHue, WMHPopmaUMA), HaMMEHOBaHUA OO/IKHOCTEM
OOKNAAUYNKOB, UX UHULMANbI U bamuUanu.

Hanpumep:

O xo4e NOArOTOBKM rOCYAapCTBEHHbIX apXMBHbIX YUPEXAEHUN K OCEHHE-3MMHEMY OTOMUTESIbHOMY
Ce30HYy.

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

Mpu BblHECEHMM Ha 3acedaHue AByX M 60see BOMPOCOB OHM HymepytoTca apabckumu umdpamm.
MocneaoBaTenbHOCTb BOMPOCOB B MOBECTKE AHA ONpeaenaeTcs CTeNeHbo UX BaXKHOCTH.

OcHOBHas yaCTb MpPOTOKOJIAa MosHOW ¢opmbl cTpoutca no cxeme "CNYLWANN - BbICTYNUAN -
PELLNAN (NOCTAHOBWU/IN)" oTaenbHO No KaxKAoOMy paccmaTpMBaemoMy BOMNpPocCy.

B pasgene "CNYWA/N" ykasbiBatoTca Gpammana 1M MHULMAAbI AOKNAAUYMKA M M3NAraetca KpaTkoe
cofep!KaHue BbICTynneHns. TeKCT BbICTynaeHUs (CooblueHnn, 4OoKNaLa) MOXKET NpuaaraTbCsa K NPoToKoNy,
0 YeM AeN1aeTca COOTBETCTBYIOLLAN OTMETKA.

Hanpumep:
CNYLWAN:

MeaHoBy O.J1. - TeKCT BbICTYNAEHMA NpuaaraeTca.
(B pea. noctaHoBneHMA MuHiocTa oT 18.08.2017 N 167)

B pasgene "BbICTYNUIN" TeKkcT odopmnneTca aHanorMyHo pasgeny "CAYWANN". B atoT pasgen
3anuUCbIBAOTCA BONPOCHI K AOKNAAUYNKY M OTBETbI Ha HUX.

B pasaene "PELUUAN (NOCTAHOBW/IN)" 3anuncbiBatoTcs NPUHATbIE pelleHus No Bonpocy.

B npoToKone KpaTKoli ¢popmbl noBecTka AHA He odpopmaaeTca. OCHOBHasA 4acTb MPOTOKO/A KPaTKoM
dopmbi cTpouTca no cxeme "CAYLWANN - PELLUNAN (NOCTAHOBUIN)" 6e3 TeKcTa BbICTYN/IeHUI. B pasgene
"CNYLIANN" 3anucbiBaloTCA BONPOCHI NOBECTKU AHA, B pasgene "PELLUAN (MOCTAHOBWU/IN)" - npuHaTbie
peleHus.

B cny4yae BO3HWKHOBEHWS MPUHUMMNWANBHBIX PA3HOMNAacUMii B NPOTOKOMAX KpaTkoin ¢Gopmbl
AonyckaeTtca GMKCMPOBaTb OTAENbHbIE BbICTYMN/IEHNA YYaCTHUKOB 3acedaHus.

B npoTtokone COKanJ,EHHOﬁ d)OprI nocne KaxXa0oro Bonpoca NnoBeCTtkn AHA 3aNMCbIiBalOTCA NPUHATbIE
no HeMyY peLlleHnA.

PeweHune KonnernanbHOro opraHa B NpoTOKoAax /obbix Gopm NPUBOAUTCA NOAHOCTbIO. lMpUHATbIE
peleHna HymMepytoTca apabckumm undpamm, ecim ux HecKosbKko. Hymepaumsa He NpousBoAnUTCA, ecan Mno
BOMPOCY MPUHATO TOJIbKO OAHO peLLeHue.

MNocTaHoBAAOWAA YacTb NPOTOKO/1a 3aKaHYMBAETCA YKa3aHWem nua, OTBETCTBEHHOINO 3a KOHTPO/1b
MCNONIHEHNA peLUEHMVI WU OTOENTbHbIX NYHKTOB pELUEHMﬁ.
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109. [lpoToKon coBewaHMa noAnucbiBaeTca npeaceaatenem (npeaceaatenbcTByOWMM  Ha
3acefaHnn) U CEKpeTapem.

110. MNopAgoK NoAroToBKM M 0POPMAEHMA NPOTOKO/IOB KOAMErManbHbIX OPraHOB onpegensercs
NONOXKEHUAMM 06 3TUX OpraHax UAU pernameHTamm ux paboTol.

111. AKT - JOKYMEHT, COCTaBAsSeMbIii KOoMUCcHel (YNOSHOMOYEHHBIMU JIMLAMU UAN AOJIKHOCTHBIM
IMLIOM), MOATBEPXKAAOWMIN YCTaHOBAEHHble ¢aKTbl (aKTbl NPOBEPOK, MHBEHTapu3aLMu, HeC4aCTHbIX
cnyyaes, NnpMemMa-nepesaym matepmanbHbIX LeHHOCTeM 1 ap.).

112. 3aronoBKOM K TEKCTy aKTa ABNAETCA COAEP’KaHWe aKTMpyemoro cobbiTMA. 3aronoBOK aKTa
[OOJIKEH COrNacoBbIBaTbCA C Ha3BaHMEM BUAA AOKYMeHTa U GOpPMYANpoBaTbCA C MOMOLLbIO OTI1aro/ibHOro
CYLLECTBMTE/IbHOIO B NPeANoKHOM ("aKT - o uem?") nunmn pogutenbHom nagexe ("akr - vero?").

113. [aTta aKTta [Qo/XKHa COOTBETCTBOBATb [JaTe aKTUpyemoro cobbiTa U NPOCTaBAATbCA
OO/IKHOCTHBIM INLLOM, NOAMNMUCABLUNMM AOKYMEHT.

114. TeKCT aKTa COCTOUT U3 BBOAHOM M KOHCTaTUPYIOLWEN YacTel.

Bo BBOAHOM YacTX YKa3blBaeTCA OCHOBaHME A/1A COCTaBJAEHMA aKkTa WU MepevyucastoTca auua,
COCTaBMBLLME aKT U MPUCYTCTBOBABLLME MPU STOM.

OcHOBaHMEM A/1 COCTaBNEHUA aKTa MOXET ABAATbCA HOPMAaTMBHbLIM NPaBOBOM aKT PecnybanKku
Benapycb, pacnopaanTenbHbIA AOKYMEHT PYKOBOAMUTENA OPraHM3auuM WK BbILIECTOALLEN OpraHM3auum,
naaHoBOe 3a4aHue 1 ap.

Mpy nepeyncneHun auL, BXOOALMX B COCTaB KOMMCCMM, BHauyasie YKasblBalOTCA HaMMeHOBaHMWe
OOJ/IKHOCTM, MHUUMaNbl U damuausa npeacenatens KOMUCCUM, a 3aTeM HaMMEHOBaHMA [O/KHOCTEMN,
MHULMANbI U GaMUINKN YNEHOB KOMUCCUMM B andaBUTHOM nopsake. B cnyyae yyactus B pabote Komuccum
npeacTaBUTeNE CTOPOHHWX OpraHWsauuii B aKTe MpuM  HanuCaHUW  [O/BKHOCTEM  yKasbiBaloTcA
HaMMeHOBaHMA OpraHM3aLmuii, KOTOpble OHW NPeaCcTaBAAIOT.

[ONKHOCTM, MHULMANbI M GaMUANK UL, NPUCYTCTBOBABLUMX NPU COCTABAEHUN aKTa U He BXOAALMX B
COCTaB KOMMCCUMU, YKa3blBalOTCA B a1PaBUTHOM NOpALKE OTAENbHO.
(B pea. noctaHoBneHMA MuHiocTa oT 18.08.2017 N 167)

B KOHCTaTMpylOLLEel YacTM aKTa M3aaraloTca LUeau U 3afa4vM akTUPOBaHUSA, AAETCA KpaTKoe onucaHue
npoaenaHHou paboTbl (ee CyWHOCTb, XapaKTep, MeToAbl, CPOKK), PUKCUPYIOTCA YCTaHOBNEHHbIe GaKTbI.

B KOHCTaTMpyloWwen 4YacTM aKTa MOryT M3/naraTbCA BbIBOAbl, PEKOMEHZAUMU U MNpeanoxeHus
COCTaBUTE/IeN NO YCTAHOBEHHbIM aKTaM (aKTbl MPOBEPOK MO BOMPOCAM, CBA3AHHbIM C OCYLLECTB/IEHMEM
GMHAHCOBO-XO3AMCTBEHHbIX ONepaLuii, akTbl MPOBEPKU, aKTbl NPUeMa O6bEKTOB B 3KCMJ/yaTaLMio M ap.).
BbIBOAbI M MPEANIONKEHUA MOTYT ObiTb M3/10)KEHbl B pacnopaamutesibHOM Gopme C yKasaHMEM CPOKOB
MCMONIHEHUA NPEeANUCbIBAEMBIX AEeNCTBUNA.

(8 pea. noctaHoBneHMA MuHiocTa oT 24.10.2011 N 235)

Ecnu B aKTe oTpaxKaeTca pag ¢aKToB, TEKCT aKTa Ae/IUTCA Ha NYHKTbI.
B KOHLe TeKCTa YKa3blBalOTCA CBEAEHMA O KOJIMYECTBE 3K3EMMNIAPOB aKTa.
Hanpumep:

CocrtaBneH B 3 ak3emnaapax:

1- 3k3. - B geno N 10-11

2-11 3K3. - AMpPEKTOPY NpeanpuaTua
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3-11 3K3. - B byxranteputo npeanpusaTus

Yuncno aK3emMnaAapoB aKkTa onpenensercd HOPMaTUBHbIMM MPABOBbIMM aKTaMM U (MAK) MPAKTUYECKOM
HeobxoaMMOCTbIO.

115. AKT noanucbiBaeTcA BCeMM AUUAMU, NPUHUMABLUMMKM y4yacTue B ero cocrasneHuu. [llpwu
NoAMNMCaHUM aKTa YKasblBaeTca pacnpegeneHve o06A3aHHOCTEN 4YNeHOB KOMMCCUMM 6e3 yKasaHuA ux
JoMmKHocTen. MepBoit npocTaBnAdAeTca MNoanucb NpeacesaTens KOMUCCUM, NOAMWUCU YNIEHOB KOMMUCCUM
pacnonaratotca B andaBUTHOM MOpALKe.

Jlnua, nmerowme 3amedyaHma no coaepKaHUK aKTa, NnoAnnCbiBatdT €ro C OoTMeTKoM "3ameuaHus
I'IpMﬂaI'aI-OTCﬂ". TeKcT 3amMeyaHUn msnaraeTca Ha OTOENDBHOM JINCTE, HebonbluMe no 06'bEMy 3amMmedaHunA
AOoNyCKaeTcA d)MKCMpOBaTb Ha CaMOM aKrTe.

116. AKTbl, NpeanuncbiBatoLLMe BbIMONHEHWE onpeaeneHHbIX AeUCTBUM, MoANesKaT yTBepKAeHNI0. AKT
YTBEPKAAETCA AOMKHOCTHbIM JINLIOM, YeN PacnopaanTenbHbIN AOKYMEHT (YyCTHOe pacnopsikeHue) asuaca
OCHOBAHMEM A/1A COCTAB/IEHUSA aKTa.

117. AKTbI (cnpaBKK) NPoBEepPOK NOANMUCLIBAIOTCS B COOTBETCTBUM C TPeOOBaHMSAMM 3aKOHO4aTe/IbCTBA
B cdepe KOHTPOIbHOM (HaA30pHON) AeATENbHOCTM.
(n. 117 B pea. noctaHoBAeHUsAs MuHiocTa oT 05.03.2018 N 51)

118. [doknagHaa 3anucka - MHOOPMALMOHHbLIA [AOKYMEHT, agpecyemblii  BbllecToAWwemMy
pyKoBOAMTENIO B NOPALKE NPAMOro NOAYMHEHUA N COAEPKALWMNN 0BCTOATENBHOE U3/0XKEHME KaKoro-1mMbo
BOMPOCA C BbIBOAAMM U NPEANONKEHNAMM COCTaBUTENS.

119. B 3aBMCMMOCTM OT COAEP’KaHUA W LLeNeBOro HasHayeHua AOKAadHble 3anucku AenaTca Ha
MHULMATUBHbIE (BHECEHME NPeaNOXKEeHU, U3N0KeHMe NPocbbbl, GaKTOB, ABNAEHUIA) U OTYETHbIE (0 Xo4e,
COCTOSIHMM, 3aBepLlIEHUN pPaboT, BbLINOJHEHUM MOPYYEHMI, MNAHOB, O pPe3y/bTaTax KOMaHAWPOBKM,
NPOBEPKN U T.A4.).

120. B 3aBMcHMMOCTHM OT aapecaTta AOKNAAHbIE 3aNUCKU AENATCA Ha BHYTPEHHME N BHELLHUe.

BHyTpeHHWe [OKNaaHble 3aNWCKU afpecytoTcA PYKOBOAMTEND OpraHusaumMmM U opopMAAOTCA Ha
CTaHAapTHbIX IncTax bymaru dopmata A4 nnm AS.

BHelWwHMe AoOKNagHble 3anMuCKM  afpecyloTca  PYKOBOAMTENO BbIWECTOALLEM oOpraHusauun u
odopmnaAoTca Ha obuwem bnraHke.

121. TeKcT AOKNAAHOM 3aNMUCKM COCTOUT U3 BBOAHOM M OCHOBHOWM YacTel.

B BBOAHOVI 4YaCTu n3naraeTca CoctoaHmne Bonpoca, d)aKTbI, nocnyxuswume I'IpM‘-IMHOVI AnAa CoCtaBneHUA
AOKYMEHTa, NpoBOAUTCA UX aHANUS.

B ocHOBHOM YacTu ,D,OKﬂaAHOVI 3aMUCKN n31aratoTcAa BbiBOAbI, NpeasoxKeHus, I'IpOCb6bI.

122. BHyTpeHHMe [JOKNagHble 3anucKM  NOAMWUCLIBAlOTCA MX  COCTaBUTENAMM, BHeWHue -
pyrkoBoauTenem opraHnsauunu.

123. laToit AOKNAAHOM 3aNNCKN ABNAETCA AaTa ee NoANUcaHuA.

124. CnpaBka - MHGOPMALMOHHbIV SOKYMEHT, COAEPMKALMI ONuCcaHne u (Maun) noateepRaeHve Tex
WU MHBIX GAKTOB CyKeB6HOro unun buorpadurueckoro xapakrepa. CnpaBKka COAEPIKUT KOHCTATALMIO KaKMX-
nmbo $akToB 6e3 MHEHMA aBTOPa O CYLLLECTBE M3J/1araeMblX BONPOCOB.

125. B 3aBucmMmocTtu ot coaepxaHuAa n ueneBoro HasHa4dyeHnAa CnpaBKM AEeNATCA Ha CJ'Iy>KE6HbIe n
JINYHbIE.
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CnyKebHasn cnpaBKa - opuLManbHbIM JOKYMEHT, COAEPKALLMIA CBeAEHUS 06 OCHOBHOWN AeATeNbHOCTU
opraHusaumm (o LWTaTHOM YNCAEHHOCTH, O BbINOSIHEHWM MNAAHOB, 3aAaHKI K Ap.).

JInyHana cnpaBka - opUUMANbHBIN SOKYMEHT, MOATBEPKAAOLWNIN cBeaeHMA Buorpadudeckoro u (nnm)
cnyxebHOro xapaktepa M BblgaBaemblli rpaxkaaHuHy (0 mecte paboTbl M 3aHMMaEMOWN AO0/IKHOCTU, O
nepuoge paboTbl, 0 pasmepe 3apaboTHOM NnaThbl u Ap.).

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

126. B 3aBncuMmoCTM OT agpecaTta CNpPaBKnM AENATCA Ha BHYTPEHHUE U BHELLHMe.

BHyTpeHHMEe CMpaBKM afApecytoTca PYKOBOAUTENHO OpraHumsaumMm u opopMaAOTCA Ha CTaHOAPTHbLIX
nnctax bymaru ¢opmata Ad nnm AS.

BHewHMe cnpaBKM afgpecyroTcA  PYyKOBOAMTENO  BbIWECTOSLWEN OpraHM3auuu, CTOPOHHEN
opraHmsaunu uam pusmdeckomy nmuy M odopmastoTca Ha obuem 6aaHKe UaM CTaHAAPTHbIX IMcTax bymaru
dopmata A4 nnum A5 ¢ UCnosb3oBaHMEM YI/IOBOTO LUTaMMa.

(8 pea. noctaHoBNeHMA MuHiocTa oT 18.08.2017 N 167)

127. TeKCT cny»ebHON crnpaBKU MOMKET 0POpMAATLCA B BUAE Tabauubl, AENUTbLCA HA MYHKTHI,
NoAnNyHKTbl, UMETb MOACHEHWUS U CCbINKM.

Mepuoa BpemeHU, K KOTOPOMY OTHOCATCA NPUBOAMMbIE B CNpaBKe CBeAeHWA, BKAYaeTCA B
3aros1oBOK K TEKCTY nmbo nomelwlaeTca nepen TeKCTOM.

Hanpumep:
Mo cocTtosiHmio Ha 11.05.2008
nnun

3a nepwog, ¢ 01.01.2007 no 31.12.2008

B NM4YHbIX cCNpaBKax 3aro/I0BOK A0MYCKaeTCA He YKa3blBaThb.

128. TeKcT nnMyHOM CNpaBKN HaA4YMHAETCA C yKa3aHuA (baMVIJ'IMM, COBCTBEHHOTO MMEHU M OT4YecTBa
(ECI'IM TaKoBoOe€e MMGETCH) na, O KOTOpOM C006LLI,aIOTCFI cBegeHuA. He ponyckaetca mMcnosib3oBaHue
nn

peueBbix 060poToB "BblgaHa HacToAwan", "aencTeutenbHo paboraet".
(B peq. noctaHoBneHMA MuHiocTa o1 24.10.2011 N 235)

Mpy HaAMuMM MCNOMb3YIOTCA TUMOBble GOPMblI CMNPaBOK, YTBEPXAaemble pecnybiMKaHCKUMMU
OpraHamu rocyAapCTBEHHOrO ynpaBJeHUa B YCTaHOB/JEHHOM 3aKoHoAaTenbctBom Pecnybamnku Benapych
nopszKe.

129. BHewHue cnpaBkn noAannCbiBaldTCA pyKoBogutTenem oOpraHnsauunn, BHYTPEHHME - WUX
cocCTasutTenamm. CI'IpaBKM, 3a CcoaepXaHue KOTOopbIX HeCeT OTBEeTCTBEHHOCTb HECKO/IbKO ul,
noAanncbiBakOTCA BCEMU COCTaBUTENAMMN.

130. UckntoyeH.
(n. 130 uckntoyeH. - NMoctaHoBneHMe MuHiocTa oT 26.07.2018 N 154)

131. JaTolt cnpaBKuW ABAAETCA AaTa ee noAnucaHus.

132. Pa3HOBUAHOCTbIO C/Y»KEBHbIX CNPABOK ABAAIOTCA CBOAKMU (06 MCMONHEHUN AOKYMEHTOB, CBOAKA
npeanoxexHuii u T.4.). Ceogkm opopmnstoTca B Buge tabauu, rpaduKkos.

133. Mucbmo - 0606LEeHHOe Ha3BaHME PA3/INYHbLIX MO COAEP!KAHUIO LOKYMEHTOB, Bblae/nfsemoe B
cBA3K € 0cobbiM cnocobom nepeaayn TekcTa (nepecblika No NoyTe U APYrMMm KaHanam cBA3m).
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134. B 3aBUCMMOCTUN OT CoAepKaHMA pa3nnyatoTca cieaytowme pasHOBUAHOCTU CAYKeOHbIX nucem:
NMUCbMa-3anpocbl, MNUCbMa-0TBETbl, MNUCbMa COMNPOBOAUTE/IbHbIE, PEKNaMaLMOHHbIe, rapaHTUIHbIE,
HaNOMMWHaHUA, U3BELLEHUA, NPUTNALLEHNA U Ap.

135. Mucbma coCTaBNAKOTCA B CTPYKTYPHbIX nogpasgeneHunAx, B KOMMOETEHUUIO KOTOPbIX BXOAWUT
pelleHne COOTBETCTBYOLWMX BOMNPOCOB.

136. MNMnucbmMa NOANMCHIBAIOTCA PYKOBOAUTENAMM OPraHM3auMm U ee CTPYKTYPHbIX NoapasseneHui
COMNACHO MX KOMMETEHUMM W pacnpeneneHnto o0b6A3aHHOCTEN, 3aKpPenNeHHbIM B JIOKaJbHbIX MPaBOBbIX
aKTax opraHmsauuu.

137. JaToli nMcbMa AABNAeTCA AaTta ero noAnucaHus.

FNABA 8
OPrAHMU3ALUMA OOKYMEHTOOBOPOTA. PETUCTPALUUA OOKYMEHTOB. UHPOPMALIMOHHO-
NMOUCKOBbIE CUCTEMbI NO AOKYMEHTAM OPrAHU3ALUU
(8 pea. noctaHoBNeHMA MuHiocTa oT 18.08.2017 N 167)

138. OpraHusauma gOKymeHToobopoTa:

138.1. AOKYMEHTOO60POT - 3TO ABUKEHME AOKYMEHTOB B OpPraHM3auMm ¢ MOMEHTA UX NOJYYEHUS NN
C034aHuA A0 3aBepLUEHMA UCNOHEHUSA, OTNPABKU MW HAaNpPaBAEHMA B AENO.

INEKTPOHHbIN AOKYMEHTOOBOPOT - Cnocob opraHUsauMuM AOKYMeHTOobopoTa, Npu KOTOPOM BCe
OOKYMEHTbl MAM [JOKYMEHTbl OMpefesieHHbIX KJacCcoB B OAHOM OpraHusauMm UAM B UX COBOKYMHOCTH
(KopnopaTnBHOI cMcTEeME) NPEACTAaBAEHbI B 3/IEKTPOHHOM BUAE U XPAHATCA LLEHTPANIM30BaHHO;

(yacTb BTOpas nn. 138.1 BBegeHa nocraHosneHnem MuHiocTa ot 30.12.2015 N 225)

138.2. opraHusauma 4OKyMeHToo60pOoTa A0/XKHA OTBEYaTb Cledyowmnm TpeboBaHMAM:
OnNepaTUBHOCTb MPOXOMKAEHUA AOKYMEHTOB;

WUCKNOYEHNE He O06yCNoBAEHHbIX HEOBXOAMMOCTbIO MHCTAHUMI MPOXOXKAEHUA W AEUCTBUA C
OOKYMeHTamu;

cobnlogeHne MaKCMMaNbHOroO eaMHoobpasvsa nopsaKka MNPOXOXKAEHUA U 06paboTKM OCHOBHbIX
KaTeropui SOKYMEHTOB.

MpoxoxaeHne u 06paboTKa OCHOBHbIX KaTeropuit [OOKYMEHTOB B OpraHusauuuM AO0/KHbI
OCYLLECTBNATLCA CTPOr0 B COOTBETCTBUM CO CXEMOM MPOXOXKAEHUA [OOKYMEHTOB, pa3pabaTbiBaemoit
cnyxooit JOY v yTBEepKAaEeMOM PYKOBOACTBOM OpraHM3aumu;

138.3. opraHuMsauma  OOKYMeHToob6opoTa NpU  NPUMEHEHUM  CPEeACTB  aBTOMATU3aLUMK
AenonpousBoAcTBa [0/MKHA obecrneynBaTb COBMECTMMOCTb TPAAMLMOHHOW UM  aBTOMaTM3MPOBaHHOWM
06paboTKN AOKYMEHTOB.

139. Pernctpauma 4OKYMEHTOB:

139.1. permctpayma 4OKYMEHTa - 3aNMCb YYETHbIX AAHHbIX O 4OKYMEHTE B PErncTpaumoHHon popme ¢
NPUCBOEHMEM €EMY PErUCTPALMOHHOIO WHAEKca, GUKcupylowana ¢GakT ero Co3gaHus, NoayyeHua Wau
OTNpPaBKY;

(nn. 139.1 B pea,. noctaHoBneHMA MuHiocTa oT 18.08.2017 N 167)

139.2. perucrpaumm noasiexar Bxoaawme, MCXo4AWwmne U BHyTPEHHME AOKYMEHTbI, Tpebyowue yyeta
MU UCNONHEHWA. [JOKYMEeHTbl PEernmcTpupyroTcs HesaBMCMMO OT crnocoba WX co3gaHus, nepegauv uau
AOCTaBKMY;
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139.3. HeperucTpypyemble LOKYMEHTbl BK/IOYAIOTCA B MepeyeHb LOKYMEHTOB, He MOAJeXaLLnX
peructpauuu, paspabatbiBaemblit caykboih OOY M yTBepXKAaeMblii PYKOBOAUTENIEM OpraHU3auUunu.
MpuMepHbIN NepeyeHb 4OKYMEHTOB, HE NOANEXKALLMX PEFUCTPALUKN, ONPeaeNeH COMTACHO NPUIONKEHMIO 5;

139.4. peructpauma BXOAALWMX, UCXOOAWMX U  BHYTPEHHUX LOKYMEHTOB B OpraHusauum
OCYLLECTB/IAETCA LLeHTPaIM30BaHHO B chyKbe 0Y;

139.5. peueHTpanmM3oBaHHaA perucTpauma  OOKYMEHTOB [AOMYCKAaeTcA Mpu  TeppuUTopuanbHOM
Pa3obLWEeHHOCTN  CTPYKTYPHbIX MNoApasgeneHnii  opraHusaumn. [eueHTpannM3oBaHHOW perncrpaumm
noaneXKaT TaKXKe oTAe/IbHble KaTeropum AOKYMEHTOB, PErucTpupyembix B CTPYKTYPHbIX noapasgeneHmax
opraHu3aumMmM cornacHo paspabatbiBaemomy cayxkb6oh JOY u  yTBEpPKAAEMOMY PYKOBOAUTENEM
OpraHM3aLmn NepeyHio JOKYMEHTOB, HE MOoA/eXalLmxX pernctpaumm cnyxbo JOY (nepBuYHas U OTYETHAA
byxrantepckasn AOKYMEHTALMA, LOKYMEHTALLMA NO MaTePUAIbHO-TEXHUYECKOMY CHABKeHUIo 1 A4p.);

139.6. permcrpaumsa BXOAALLMX U MCXOAALMX JOKYMEHTOB, NepeaasaemblxX Mo KaHaaamM 3/1eKTPOCBA3N
(bakcmmnbHan cBa3b, 3/EKTPOHHAA MoYTa M Ap.), NPOU3BOAUTCA B TOM Ke MOPAAKE, YTO U JOKYMEHTOB,
nepeaaBaeMblIX MO MOYTE UM KYPbEPCKOW CBA3bIO;

139.7. pns pernctpaumm BCEX KATETOPUN BXOAALLMX, WMCXOAAWMX M BHYTPEHHUX [OOKYMEHTOB
3anosiHaetcA PKK Ha 6ymarkHom Hocutene unm B AC A0Y, npeacrtasasiowias cobo COBOKYMHOCTb
PEerncTpaLnMoHHO-y4YETHbIX CBEAEHMI O JOKYMEHTE, Mo GOpMe COrTAacCHO MPUAOIKEHMIO 6.

(B pea. noctaHoBneHMM MuHtocTa ot 30.12.2015 N 225, o7 05.03.2018 N 51)

MpaBuaa 3ano/IHEHUA OCHOBHbIX peKkBM3UTOB PKK onpeaeneHbl cornacHo npunoxexuto 7. CocTas
pekBnsntoB PKK moxeT ObiTb A0MNoNHEH pekBusuTamu: "UcnonHutens", "Pacnncka wucnonHuTens B
nonydyeHun AokymeHTa", "Xoa ncnonHenmsa" u ap. MNopaaok pacnonoxKeHuUs A0NOAHUTENbHbIX PEKBU3UTOB
Ha KapTo4Ke onpeaenseTca opraHnsaumei;

139.8. n3 PKK popmmpytoTca cnpaBoYHble U KOHTPOJIbHbIE KapTOTEKU U (MIM) aBTOMATU3MPOBAHHbIE
6a3bl (6aHKM) AaHHbIX, C MOMOLLbI KOTOPbIX OCYLLECTB/AIOTCA CNpaBoyHas paboTa Mo AOKYMeHTam U
KOHTPO/Ib 33 CPOKamMu Wux ucnonHeHua. KonuuyectBo 3ksemnasapoB PKK Ha 6ymaxkHom Hocutene,
3anonHAeMoln Ha AOKYMEHT, onpegenaerca YAC/IOM CNPaBOYHbIX U KOHTPOJ/IbHbIX KapTOTEK;

139.9. KypHanbHaa d¢opma perncrpauum [AOKYMEHTOB [OMYCKAeTCA B OpraHuM3aumsax C
He3HauuTenbHbIM 06beMom AoKymeHToobopoTa (go 600 gokymeHToB B roa). KypHanbl perucrpaumm
OOKYMeHTOB BeAyTcA nNo Gopmam COrnacHo npuaoxeHmam 8 n 9;

139.10. peweHre o Bbibope GOPMbI PErUCTPALUM AOKYMEHTOB B OpraHM3aumm (KapTouHOW uau
YPHa/NbHOW) 3aKpenaneTca B /IOKaIbHOM NPaBOBOM aKTe;

139.11. npu perncTpaumnn Kaxxkaomy AOKYMEHTY NpUCBanBaeTCca PermcTpaumoHHbIA MHAEKC, KOTOpPbIi
npeacrasaseT coboi unpposoe nnmn bykseHHo-UnppoBoe o603HaueHne. OH BKAOYaeT B ceba NopaLKoBbIN
PEerncTpaunoHHbIN HOMep, MPUCBOEHHbIV AOKYMEHTY MPU CO34aHUUN WU MOSYYEHMM, KOTOPbIA MOXKET BbITb
JOMOMIHEH WHAEKCOM Jena MO0 HOMEeHKnaType Jesl, WHOEKCOM TMNPUMEHSEMOro B OpraHusauuu
KnaccupuKaTopa KOPPecnoHAEHTOB, BOMPOCOB AEATE/IbHOCTM M TOMY MNOZOOHbIM, a TaKKe Apyrvumu
NMOMCKOBbLIMW NPU3HAKaMMU.

140. NMpuem, pernctpaLma n NCNOSHeHNe BXOAALUMX OKYMEHTOB:

140.1. BcA NOCTyNaloLLan B OpraHM3aumio KOPPECNOHAEHLMSA, B TOM YMC/ie NOCTYNMBLIAA Mo cucTeme
MEeKBEeAOMCTBEHHOIO 3/1EKTPOHHOIO A0KYMeHTO060pOoTa roCyAapCTBEHHbIX OPraHoB, NPUHMMAETCA U
obpabatbiBaeTca cayx60i A0OY;

(8 pea. noctaHoBneHMA MuHiocTa oT 30.12.2015 N 225)

140.2. oo BCKpbITUA KOHBEPTOB (NakeToB) MpPOBepAlOTCA NPaBUAbHOCTb AO0CTaBKM (Mo agpecy Ha
KOHBEPTE), LLe/IOCTHOCTb YNAaKOBKM, COXPAaHHOCTb NeyaTem.
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OwnboYHO AOCTaBAEHHAA KOPPECNOHAEHUMA HAaNPABAAETCA NO HAa3HAYEHUIO, @ MPU HEBO3SMOXKHOCTU
YCTaHOBNEHMA afpecaTa BO3BPaLLAaeTcsa OTnpaBmTento ¢ nomeTkon "OwnboUYHo goctaBneHo",;

140.3. noctynuBlMe KOHBEPTbl (MaKeTbl) BCKPLIBAOTCHA, 33 WCKIOYEHMEM MPUCIAHHbIX B agpec
06L,ecTBEHHbIX OpraHM3aunit Uan nmetowmx NomeTky "JInuHo", KoTopble NepeaatoTca agpecary.

YnaKoBKa IOKYMEHTOB, NOCTYMMUBLUNX Ha CbEMHbIX MaLLUMHHbIX HOCUTENAX (AUCKax, AUCKeTax U ap.),
He BCKpblBaeTca, 06paboTKe Noa/eXMT TONIbKO CONPOBOANTE/IbHAA AOKYMEHTaLMS;

140.4. nocne BCKPbITUA KOHBEPTOB (MaKkeToB) NPOBEPAOTCA KOMMAEKTHOCTb W  COXPaHHOCTb
BNIOXEHWNN.

B cnyyae noBpexaeHMsA KOpPeCrnoHAEHUMN U HEBO3MOXKHOCTU ee UCMNO/Ib30BaHWA COCTABAAETCA aKT,
OAMH 3K3eMMAP KOTOPOro BMECTe C MOBPEXAEHHOW KOPPecnoHZeHUMeln HanpasaseTcs OTnpaBUTeNto,
BTOPOI ocTaeTca B cnykbe OY.

OTcyTcTBYIOUWIME B KOHBepTax (nNakeTax) [OKYMEHTbl, OTAe/NbHble JIUCTbl, MNPUNONKEHUA
3anpalmnBaloTcA y OTNPaBUTENsA, a Ha AOKYMEHTE CTaBUTCA OoTMeTKa "JlOKyMeHTbl (A1CTbl, NPUNOXKEHUS)
3aTpeboBaHbl" c yKazaHMeM AaTbl 3aNpoca;

140.5. nocne BCKPbITUA KOHBEPTbI (MAaKeTbl) YHUUTOXKAIOTCA, 38 UCK/OYEHNEM CNEeAYIOLLMX CYYaeB:

[aTa Ha OTTUCKe KajeHZApHOro wremnens Heobxogyma KaK CBMAETENbCTBO AaTbl OTNPABKM WM
NosyYyeHUsa LOKYMEHTa;
(B pea. noctaHoBneHMA MuHiocTa ot 24.10.2011 N 235)

Ha AOKYMEHTE OTCYTCTBYET peKkBu3uT "[lata AoKymeHTa";
(8 pea. noctaHoBneHMA MuHiocTa oT 18.08.2017 N 167)

[aTa AOKYMEHTa CyLLeCTBEHHO OT/IMYaETCA OT AaTbl €ro NoJyYeHus;
B NO/IY4YEHHOM AOKYMeHTe HeT 0bpaTHOro ajapeca oTnpasuUTens.

B yKasaHHbIX C/Ay4yasax KOHBepT NpucoeauHAeTcA K OOKYMEHTY M nocine WUCMONHeHWA AOKYMeHTa
nogwmneaeTca BMmecte C HUM B Aeno.

AfOpecHble AP/bIKM KOHBEPTOB M NAaKeTOB COXPaHAIOTCA B C/ayd4ae MNOCTYMAEHMSA KOPPecnoHAeHLMM
Ha/IOXEHHbIM NJATEXKOM A/1A NPeACTaB/leHnA C OTYETOM B ByXraiTepuio B KayecTse OnpasAaTe/ibHbIX
[OKYMEHTOB;

140.6. Ha BCcex NOCTYNUBLUMX AOKYMEHTaxX B MPaBOM HUMKHEM yray nepBoro AMcTa NpocrtaBadeTcA
OTMETKA O MOCTYMN/IEHUN (PErncTPaLMOHHbIN WTAamMN BXOSAWMX AOKyMeHToB). LLTamn npoctaenseTtca Ha
KOHBepTe (NaKeTe), ec/iv KOPPECNOHAEHUMA HE BCKPbIBAETCS.

(B pea. noctaHoBneHMA MuHiocTa oT 18.08.2017 N 167)

[JOKyMeHTbl, MoafexalimMe perucTpaumMmM B CTPYKTYPHbIX NoApasAeneHusx, nepegaroTca Mo
Ha3HaAYeHUIO WUCMONHUTENAM C MPOCTAaB/NEHUEM Ha HWUX PEerncTpauMoHHOro WTamna, B KOTOPOM
NPOCTaBAAETCA AaTa NOCTYNAEHMS.

Ha HEPErncTpmpyembiX AOOKYMEHTAX, NeYaTHbIX WU3AaHUNAX, AOKYMEHTAX-NMPUIOKEHUNAX, 61aHKax
AOKYMEHTOB perVICTpaLI,I/IOHHbe/Jl WTamn He NPOCTaBNAETCA;

140.7. BxogAwMe [OKYMEHTbl AO/KHbI ObiTb  3apPerucTpMpoBaHbl B AE€Hb  MOCTYMJ/IeHUs.
PernctpaumoHHbIM MHAEKCOM BXOAALLErO AOKYMEHTa ABAAETCA MOPALKOBbIM PErMcTPaLMOHHbIA HoMep,
npuceavBaemblii B npegenax AenOonpou3BOACTBEHHOMO rofa, KOTOPbIA MOCAe WCNOMHEHUA AOKYMEHTa
AOMONHAGTCA MHAEKCOM Aena No HOMEHKAaType AeNn B COOTBETCTBUM C OTMETKOW 06 MCMoaHEeHMM
AOKYMEHTa 1 Hanpas/JeHUN ero B Aeno;
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Hanpumep:
512/1-29

140.8. 3aperucTpupoBaHHble [AOKYMEHTbl nepegatotca w3 cayxbbl [OOY Ha paccmoTpeHue
pykoBoacTBy. [JOKymMeHTbl, He Tpebyloume pelleHMa pyKOBOACTBA, NepeaatoTca UCMOAHUTENAM COr/lacHO
UX KomneTeHunun.

ﬂ,OKYMEHTbI paccmaTpunBaloTCA, KakK npasunio, B AeHb WUX MOCTYyNnneHUA. TenerpaMMbl n apyrue
CPO4YHble OOKYMEHTbI NepeaatoTca pykoBogUTENHO MO Mmepe NOCTYyNNEeHUA;

140.9. pe3ynbTaTbl PAaCCMOTPEHMA LOKYMEHTOB OTPAXKAOTCA B PE30/TIOLMUMN.

Pesontouma nepeHocntca B PKK. [lokymeHT ¢ ogHum ak3emnaspom PKK cnyx6oii 1OY HanpasaseTcs
WCNOZIHUTENIO, @ NPWU HAIMYUM HECKOIbKUX UCMONIHUTENEN - OTBETCTBEHHOMY UCMOJIHUTENIO, YKa3aHHOMY B
pesontounm nepsbim. OamH ak3emnnsap PKK octaetca B cnyxbe JOY.

Ecnn OOKYMEHT cornacHo pesontounm TpebyeT KOHTPOAA UCNoNHeHus, sksemnaap PKK nepegaetca B
KOHTPOJIbHYIO CAY}KBY MK KLy, OTBETCTBEHHOMY 33 KOHTPO/1b UCMONHEHWUA AOKYMEHTOB;

140.10. npu HeobXO0AMMOCTU CPOYHOTO UCMONHEHNA UAM O3HAKOMNEHUA C AOKYMEHTOM HECKOJIbKUX
CTPYKTYPHbIX noAapasaeneHnin (4oMKHOCTHbIX nnl) B cay»be A0Y ¢ goKyMeHTa CHUMaeTca Heobxoaumoe
KO/IMYECTBO KOMWUI, KOTOpble OAHOBPEMEHHO HanpaBAAloTCA Ha uUcnoaHeHue. MNOANMHHUK [AOKYMEeHTa
nepegaercs OTBETCTBEHHOMY WMCMOJIHUTEN0 C MOMETKOW O nepedaye KONUI concnonHutTenam. [JoKymeHT
nepegaercs UCNONHUTENAM NOOYEPEAHO, ECAN Pa3MHOMKEHMEe AOKYMeHTa He pa3peluaeTcs.

[nAa yckopeHus MpPOLECCOB WMCMONHEHUA AOKYMEHTOB, a TaKKe B CNpaBOYHO-MHGOPMALMOHHbIX
Lenax 6ymarkHble AOKYMEHTbI, MOCTynatoliMe B OpraHu3aLmio, MOryT NepeBoAnTbLCA B 3/1EKTPOHHbIA BUA
MyTEM CKaHMPOBaHWA WAM UHbIM cnocobom. Hanmume 3/71eKTPOHHOM KOMUM AOKYMEHTa He OTMeHseT
HeoBXOAMMOCTN OCYLLECTB/IEHNA C MOCTYMMBWINUM BYMaXHbIM [JOKYMEHTOM /Ae/10NpPOn3BOACTBEHHbIX
onepawumit, yCTaHOBAEHHbIX HacToAllen MHCTpYKUMel, B TOM Yncie B 4acTM GOPMMPOBaHNA ero B Aefo U
nepeaayun B apxms.

[BuxKeHne LOKYMeEHTA B NpoLecce ero UcnosiHeHMa GUKCUpyeTca Bo Bcex akzemnanapax PKK;

140.11. AOKYMEHTbI, 3aperucTpnpoBaHHblie B cay:kbe JOY, He noasexkat NOBTOPHOW peructpauun B
CTPYKTYPHbIX NO4pa3aeneHusx;

140.12. gOKyMeHTbl NepeaaloTca Ha PacCMOTPEHWE PYKOBOAUTENID CTPYKTYPHOro noapaspeneHus
WX €ro 3amecTUTe IO COrIacHO YCTaHOB/IEHHOMY pacnpeaenieHnio 0b6sa3aHHocCTel;

140.13. AOKYMEHT C MOMEHTA NOCTyna1eHNA A0 3aBepleHnAa NCNOIHEHNA HaxoaAUTCA y MCNOJTHUTENA
1 B Oe/10 HE NOMeLLaeTCA,

140.14. Ha MCMOAHEHHOM JAOKYMEHTE WCMOMHUTENeM WAW PYKOBOAWUTENEM CTPYKTYPHOro
noApasfaeneHnA-UCnoNHUTENA NPOCTaBAAETCA OTMETKa 06 MCNONHEHUW AOKYMEHTa M HanpaBAEHMM ero B
[eN0 C yKazaHMeM UHAEKCA AeNa, B KOTOPOoe AOKYMEHT byaeT NnoMeLleH.

OTBETCTBEHHbIN 33 aenonpon3soactso nNepeHoOCUT OTMETKRY 06 UCNoNHEHUU AOKYMEHTa W”
Hanpas/1eHUN ero B 4e/10 B PETTMCTPALNOHHYHO d)opmy, nocne 4yero 4OKyMeHT noALllnBaeTcAa B 4ENO;

140.15. npuem un pernctpauma BXoAAWMX AOKYMEHTOB, NOCTYNMUBLUMX MO 3/EKTPOHHOM NoYTe, B TOM
yncne  MNOCTYMMBLUMX MO CUCTEME  MEXBELOMCTBEHHOTO  3/1IEKTPOHHOIO  AOKyMeHToobopoTa
rocy4apCTBeHHbIX OPraHoB, NnpounssogAaTca nocpegcrsom AC J0VY.

(nn. 140.15 BBeaeH nocraHoBAeHMem MuHiocTa ot 30.12.2015 N 225)
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141. Pernctpauma n oTnpasBka NCXOJALWNX AOKYMEHTOB:

141.1. ncxopAawme AOKYMEHTbl, B TOM 4MC/ae OTnpaBisemble N0 CUCTEME MEXKBEeLOMCTBEHHOMO
3/IEKTPOHHOIO AOKYMEHTOO60pOTa roCcyAapCTBEHHbIX OPraHoOB, perncTpupytotca B cayxbe AOY nocne nx
noAnucaHuA pykoBoguTenem opraHusaumm Uam UHbIMKU YNOAHOMOYEHHbIMU IMLAMU B COOTBETCTBUMU C UX
KomneTeHumeln. [JoKyMeHTbl PETUCTPUPYIOTCA B A€Hb UX NOAMNMUCAHUSA;

(B pea,. noctaHoBneHMa MuHiocta ot 30.12.2015 N 225)

141.2. ncxogawme gOKYMeEHTbl 4eNATCA HAa UHULMATUBHbIE N OTBETHbIE;

141.3. MHAEKC MHMUMATUBHOTO UCXOAALLErO AOKYMEHTA BK/OYAET MHAEKC Aefla N0 HOMeHKANaType
OeN, B KOTOpom ByaeT XpaHUTbCA KONUSA OTMPaB/AEMOro AOKYMeHTa (MpocTaBnsetcs B NogpasfefieHuu,
NnoAroToBMBLLUEM AOKYMEHT), U yYepe3 aApobb - NOpAAKOBbLIA PErucTpaLMOHHbIA HOMEp, NPUCBANBAEMbIN
NCXoasaLWMM AOKYMEHTAM B Npeaenax AesionpomM3BoACTBEHHOrO roga cay»boi 0Y;

Hanpumep:
5-17/112

141.4. Ha KaXXgbl MHULMATUBHBIN SOKYMEHT, TPEDOYIOWNI OTBETA, 3aMNO/IHAIOTCA, KaK NpaBuo, ABa
aksemnasapa PKK. OanH aK3emnasp nomeLLaeTca B CNPaBOYHYO KapTOTEKY, BTOPON - B KOHTPOAbHYO. Mpu
HenocTynaeHUn oTBeTa B CPOK KOPPECNOHAEHTY HanpasAaeTca HanoOMUHAHUE;

141.5. permcrpaums OTBETHbIX AOKYMEHTOB OCYLLECTBAAETCA, Kak NpaBuno, Ha PKK, Ha KoTopbix 6biiu
3aperucTpupoBaHbl  COOTBETCTBYIOWME MHULMATUBHbIE OOKYMEHTbl. PerMcTpauMoHHbIM - MHOEKCOM
OTBETHOIO AOKYMEHTa ABAAETCA MHAEKC Aena Nno HOMEHKNaType, B KOTOPOM OyaeT XpaHUTbCA Konus
OTBETHOIO AOKYMEHTA, M PErncTpaumMoHHbIA HOMEP MNOCTYNAEHUSA MHUUMATUBHOMO AOKyMeHTa. B PKK
nHbopmauusa 06 0TBETHOM AOKYMEHTe 3anucbiBaeTca B rpady "OTMeTka 06 UCNONIHEHUN AOKYMeHTa".

B 3aBMCMMOCTM OT MPUHATON B OpraHM3auMM CUCTEMbI PErUCTPALUKM LOKYMEHTOB A0MNyCKaeTca
perMcTtpupoBaTb OTBETHble AOKYMeHTbl Ha oTaenbHbix PKK. PerncrpauyMoHHbIM MHAEKCOM TaKoro
NCXo4ALLEero AOKYMEHTa ABAAETCA MHAEKC Aena MO HOMEHKNaType, B KOTOPOM OyaeT XpaHUTbCcA KonuA
OTBETHOIO AOKYMEHTA, U NOPALKOBbIA PETMCTPALNOHHBIN HOMEP UCXOAALLEro AOKYMEHTA, MPUCBANBAEMbIN
NCXO4ALMM SOKYMEHTaM B Npeaesiax 4e/Ionpon3BOACTBEHHOIO roga cnyxooi 0Y.

Ha oTBeTHOM AOKYMeHTe MPOCTABAAETCA CCbl/IKa Ha UCXOAALMMN PEruCTPaLMOHHbBIA MHAEKC U AaTy
OOKYMeHTa-3anpoca;

141.6. oTnpaBKa [OOKYMEHTOB ocyulecTBaseTca cayxbo AOY. B cnyxbe OOY nposepsaetcs
NpPaBuIbHOCTb OPOPMIEHMA  AOKYMEHTOB: Ha/MuMe HeobXOAUMbBIX PEKBU3UTOB, MPUIOKEHWUN,
COOTBETCTBME KONMYECTBA IK3EMNAAPOB AOKYMEHTA KOJIMYECTBY a4pecaTos, NPaBUAbHOCTL aAPeCcoBaHMA U

Ap.

Mpu nepeHanpaBAeHUMN SNEKTPOHHbIX AOKYMEHTOB, B TOM YMCAE MO CUCTEME MEXKBEAOMCTBEHHOIO
3/IEKTPOHHOIO AOKYMEHTOOO0POTa rocyAapCcTBEHHbIX OPraHOB, HAMPaBAAEMbIN LOKYMEHT C COXpaHEHMEM
BCEX PEKBM3UTOB, BK/IOYEHHbIX B ero 0cobeHHylo 4acTb, O0GOpPMASETCA Kak npuioXKeHwe K
COMPOBOAUTENBHOMY OOKYMEHTY.

(4acTb BTOpas nn. 141.6 BBeaeHa noctaHoBieHMem MuHiocTa oT 30.12.2015 N 225)

HenpanmbHo Od)OpMHEHHbIe M HEKOMMNEKTHbIE OKYMEHTbI BO3BPALWAOTCA UCNOJTHUTENAM;

141.7. oTnpaBnsiemble AOKYMeHTbl nepeaatotcs B cay:kby [OY B He3aKOHBEpPTOBaHHOM BuAe C
OTMETKOM O KaTeropmm oTnpas/ieHuns (Mpu HeobxoamMmocTu);

141.8. AOKYMEHTbl Ha CbeMHbIX MaLUMHHbBIX HOCUTENAX (AMCKaX, AMCKETax U Ap.) NPUMHUMMAIOTCA K
OTNpaBKe B YNaKOBKE, COOTBETCTBYIOWEN TEXHNUYECKUM TPeboBaHUAM, NPU HA/MYMM COMPOBOAMUTE/IbHOIO
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nucbma, oboOPMIEHHOrO U 3apPerncTPMPOBaHHOIO B YCTaHOB/JEHHOM MopaaKke. Konua conpoBoauTeNbHOro
nMcbMma NOMELLAeTca B Ae/10 Ha 06LMX OCHOBAHUAX;

141.9. poKymeHTbl, HanpaBasemble bosiee Yem B 4YeTblpe agpeca, nepenaroTcs A4 OTNPABKU CO
CMMCKOM Ha paccbiiky, odopmasiemMbiM B COOTBETCTBUM C TpeboBaHMAMM MyHKTAa 51 HacTosAwen
UHCTpYyKUMK.

Ha 3akasHyl0 KOpPpPEecnoHAEeHLMIO COCTaBASAETCA PEeecTp pPacCbiKM, B KOTOPOM OTnpaBuUTenem
npocTaBasaloTcA GpamMnana U gata oTNpPaBKK. PeecTp co wTemnenem otaeneHus CBA3W NoAlnBaeTcsa B 4eNo
cnyx6b1 40Y;

141.9-1. oTnpaBKa AOKYMEHTA B 3/IEKTPOHHOM BMAE Hosiee YeM B OAMH apeC OCYLLECTBAAETCA NyTEM
NPUKPENNeHNA ero K CoobLEHMNIO 3NEKTPOHHOW MOYTbl, YKa3aHUA B COOTBETCTBYHOLLEM MOJie BBOAA BCEX
odMUMANBbHBIX aApPecoB COMNACHO CMNMCKY Ha paccbiiky. OpuuManbHbIM afpecom 3NeKTPOHHOM MoYTbl
ABNAETCA afpec, YKasaHHbIN Ha 61aHKe opraHM3aumu;

(nn. 141.9-1 BBeaeH noctaHoBaeHnem MuHiocTa ot 10.12.2014 N 240; B pea,. noctaHoBAeHUa MuHIOCTa OT
18.08.2017 N 167)

141.9-2. oTmeTKa 06 oTnpaBKe (LWTamn OTNPaBKKU) AOKYMEHTA MO 3/1EKTPOHHOW No4yTe NpocTaBaseTca
Ha UCXOZALLEM AOKYMEHTe Ha BymaKHOM HocuUTesle, OCTAlOLWEMCA B OpraHM3auuu, TONbKO MOCne ero
$aKTMYeCcKoM OTNPaBKM MO 3N1EKTPOHHOMN NoyTe;
(nn. 141.9-2 BBeAeH noctaHoBnAeHMem MuHiocTa ot 10.12.2014 N 240)

141.10. o6bpaboTKa M OTNpaBKa AOKYMEHTOB OCYLLECTB/AAIOTCA B AEHb WX NOAMUCAHUA UAM He
nosaHee cneaytowero paboyero gns.

142. Pernctpauma 1 UCNoSIHEHNE BHYTPEHHUX AOKYMEHTOB:

142.1. paboTa c BHYTPEHHUMW AOKYMEHTAMWM HA 3Tanax MOArOTOBKM M 0dOpMAEHUA BeaeTcs no
npaBWaam, yCTaHOBAEHHbIM AN1A PaboTbl C UCXOAALLMMMU LOKYMEHTAMMU;

142.2. BHYTpeHHUE AOKYMEHTbl, B TOM 4YMcne co3faHHble M nepefaHHble nocpeactsom AC 0V,
pernctpupytotca Ha PKK namn B XKypHanax perncrpaumm BHYTPEHHUX AOKYMEHTOB NOcC/ie UX NoAnucaHus
(yTBepxaeHua). MNpu He3HAUUTENBHOM 06beMe AOKYMEHTO060pOoTa BHYTPEHHME AOKYMEHTbI, B TOM YMcae
co3aaHHble 1 nepeaaHHble nocpeactsom AC JOY, gonycKaeTca pernMcTpmpoBaTb B XKypHasie perucrpaumm
NCXOOALLMX OOKYMEHTOB;

(B pea. noctaHoBneHMA MuHiocTa oT 30.12.2015 N 225)

142.3. peructpaumsa pacnopaamuTeNbHbiX AOKYMEHTOB WM MPOTOKO/IOB OCYLLECTBASETCS MO BMAAM
OTAENbHO OT APYIUX BHYTPEHHUX LOKYMEHTOB.

PaCI'IopFI,CI,I/ITEIIbeIe AOKYMEHTbI MO OCHOBHOW AeAatTenbHoOCTH, no JAMYHOMY COCTaBy, no
aAMVIHMCTpaTMBHO-XO3ﬂVICTBEHHbIM BOMPOCam pPerncTpmpyroTca oTae/ibHoO.

PacnopagutenbHble OOKYMEHTbl MO JIMYHOMY COCTaBy, AJ/1A KOTOPbIX aKTaMy 3aKOHOAATe/bCTBA
Pecnybankun Benapycb ycTaHOB/IEHb! Pa3Hble CPOKMN XPaHEHMWA, PETUCTPUPYIOTCA OTAENLHO.

PacnopagutenbHble AOKYMEHTbI OI'IpeLI,GHEHHOVI Pa3HOBUAHOCTU NpPU UX 3HAYUTESIbHOM obbeme
LONyCKaeTcA pernctpuposBatb OTAeNbHO. Hanpumep, oTAENbHO MOrYT pPerucTpupoBaTbCA MNPUKasbl O
BHECEHUN U3MEHEHWI B LUTAaTHOE pacnuncaHune, NpmnKasbl 0 KOMaHANPOBaHUK, O NPeaoCTaBAEHUN OTNYCKOB

nap.;

142.4. PerncTpauynoHHbIM  MHOEKCOM pacnopAaAnTENIbHOINo AOKYMEHTaA, MNPOTOKOJ/la ABAETCA
I'IOpﬂAKOBbe;I perMCTpaLLMOHHbIﬁ HOMmep, I'IpMCBaVIBaEMbIﬁ emMy B npeagenax AenonponssoncrseHHoOro roaa.

PeI'MCTpaLI,MOHHbIM MHOEKCOM pacnopaguTenbHOro AOKYMEHTaA (anKasa, paCI'IOPFI)KEHVIFI) no
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JIMYHOMY COCTaBYy ABNAETCA MOPALKOBbINA PErmcTPaLMOoHHbIM HOMepP, MPUCBaMBAEMbI emy B npeaenax
AeNonpounsBoICTBEHHOrO roZia, AONOAHEHHbIN nnTepoit "K" (A8 AOKYMeEHTOB 75-1€THEro CpoKa XpaHeHus)
nnn "n" (ons LOKYMEHTOB 3-/IeTHErO CPOKA XpaHeHus).

PerncrpaumoHHbIM MHAEKCOM pPacnopaAnTe/IbHOrO [AOKYMEHTa, PEernctpupyemoro B nopaake,
onpegeneHHom absauem 4 nognyHkta 142.3 HacTtoswelr WHCTpyKuuu, nABAseTca NOpPAAKOBbIN
PerucTpaunoHHbI  HOMep, NpUCBaMBaemMbli emy B npegenax [AenonpousBOACTBEHHOrO roja,
OOMOJIHEHHbIA MAEHTUOULMPYIOWMM Pa3HOBUAHOCTbL AOKYMEHTa OYKBEHHbIM WAWM MHbIM YC/AOBHbIM
ob603HaueHnem;

142.5. coBmecTHble pacnopaauTenbHble AOKYMEHTbI, NMPOTOKO/ZIbl COBMECTHbIX 3acep,aHm71 MMEKT
COCTaBHble WHAEKCbI, BKAKOYHakOWwMe nopAagKoBble pPerncrpaynoHHblie HOMEPa, npucBamBaemble MM B
OopraHnsaumax, nx noaroTtoBuBLLUUX;

Hanpumep:
81/54

142.6. perucTpaLMoOHHbIMU MHAEKCAMW AOKNAAHbIX 3aMMCOK, CMPABOK M APYrnX MHPOPMALLMOHHO-
CNpPaBOYHbIX JOKYMEHTOB ABNAIOTCA WX MNOPALKOBblIE PErncTpauMoHHble HOoMepa, npucBanBaemble B
npegenax AenonpousBoACcTBEHHOrO roga, KOTopble MOTYT A0MNONAHATLCA MHAEKCAMM Aen NO HOMEHKNAType
aen;

142.7. paccmoTpeHMe U UCNOJHEHME BHYTPEHHUX OOKYMEHTOB OCYLLECTBAAETCA B COOTBETCTBUM C
YCTaAHOB/IEHHbIM NOPAAKOM 06paboTKM BXOAALMNX AOKYMEHTOB.

JoKymeHTbl, Tpebytlowme KOHTPOAA WCMNOJHEHMA, NEepPesaloTCs B KOHTPONbHYIO Cayxby ana
3anonHeHns PKK. M3 PKK Ha BHyTpeHHMEe [OKYMeHTbl (OPMMUPYIOTCA KOHTPOJIbHbIE M CNpPaBOYHble
KapTOTEKM.

143. NHdopMaLMOHHO-NONCKOBAA CUCTEMA NO AOKYMEHTaM OpraHU3aumuu:

143.1. B oOpraHM3auMax CO3J43OTCA  TPAAMUMOHHbIe (pydyHble) W aBTOMaTM3MPOBaHHbIE
MHPOPMaLMOHHO-NOUCKOBbIE cucTembl (ganee - WMC). UMC crposatca Ha ocHoBe PKK, KoTopblie
06beANHSAIOTCA B KAPTOTEKN U 6a3bl (BaHKM) perncTpaumMoHHbIX AaHHbIX;

143.2. npn TpaAWUMOHHON KapTOYHOMW pernctpaumm neyataetca Heobxogmmoe KonmdecTso PKK,
KOTOpble MOTyT 06beANHATLCA B CNPaBOYHbIE M KOHTPO/IbHbIE KAPTOTEKMK;

143.3. cnpaBoyHble KapTOTeKM AeNATcA Ha ABe YacTu: HEMCMNONHEHHbIE M UCMNOJIHEHHbIE AOKYMEHTI,
PKK B KOTOPbIX CUCTEMATU3MPYIOTCA MO CNEAYIOWUM NMPU3HAKaM:

npeaMeTHO-BOMPOCHOMY MAM TEMATUYECKOMY (B COOTBETCTBMM C COAEP!KAHWEM LOKYMEHTOB WM
cdepoit feaTeNbHOCTU, K KOTOPOM OTHOCATCA SOKYMEHTbI);

Nno HOMeHKnatype gen (B COOTBETCTBUM C HA3BaHUAMM Aen Mo HOMEHKAaType Aen WUAU UX
NHAEeKcaMun);

KOPPECnoHAEHTCKOMY (N0 HaMMEHOBAHMAM WAW YCNOBHbIM 0603HAYEeHWAM OpraHusaumii, c
KOTOpPbIMM BEAETCA Nepenncka);

No UCMOAHUTENAM (MO CTPYKTYPHbIM NOAPA3AENEHUAM);
andasuTHOMY (B andaBUTHOM Nopsaake GpamMuanini, HaMMeHOBaHUIA 06bEKTOB AN NPeaMeToB);

reorpaq)mqecr(ow\y (I'IO HanmeHOBaHNAM aAMUHUCTPATUBHO-TEPPUTOPUNA/IbHbBIX e,CI,MHMLI,),'



HOMWHaAbHOMY (MO Ha3BaHWIO BUAOB UM PA3HOBUAHOCTEN JOKYMEHTOB);
perucTpaunoHHoOMy (Mo NopsAKy BO3pacTaHWUsA pPerncTpaLMoHHbIX HOMEPOB AOKYMEHTOB).

Bbibop NMOMCKOBOro NpM3HaKka onpeaenAeTca B 3aBUCMMOCTU OT BMAOB AOKYMEHTOB M XapakTepa
MHGOPMALMOHHbBIX 3aNpPOCOB.

I'IepBaﬂ 4YaCTb KAPTOTEKUN CNYXUT OANA NOUCKa CBG,CI,EHVIVI O AOKYMEHTAxX B npouecce nx NCnosiHeHuA.
BTOpaﬂ YaCTb KAPTOTEKU CNYXKUT ANA MONCKA NCMOJTHEHHBIX JOKYMEHTOB.

Mo mepe ucnonHeHUs AoKymeHToB PKK ¢ HeobxoaMmbiMM OTMETKaMM NepemellatoTcs U3 nepsoi
YacTM KapTOTEKM B COOTBETCTBYIOLLME Pa3aebl U pybpuKn BTOpow;

143.4. B 3aBMcMMOCTM OT oOb6bema [AOKYMeHToobopoTa, CUCTEMbI PerncTpaumm Uu KOHTPONs
MCNOMHEHUA AOKYMEHTOB, 3a4ay MNOWMCKA MOXeT BeCTUCb eauHaa cnpasoyHaa WUIMNC wnam HecKonbKo
camocTonTesibHbIX. OTAeNbHble KapToTeKku (6a3bl AaHHbIX) GOPMUPYIOTCS HA BXOAALWME [OOKYMEHTHI,
MHULMATUBHbIE UCXOAALUME [AOKYMEHTbl, ObOpalleHus rpaxgaH, B TOM u4UCAe WHAUBUAYANbHbIX
npegnpuHumartenen, u puanyeckux auu. MNMpu 601bWOM KOAMYECTBE HOPMATUBHbIX NPABOBbLIX aKTOB U
pacnopAaguTeNbHbIX AOKYMEHTOB, UCNOJIb3yEeMbIX B AEATENbHOCTM OPraHM3aLmm, Ha HUX MOTYT CO34aBaTbCA
oTAeNbHble KoANPUKALMOHHbIE KapTOTeKM (6a3bl AaHHbIX).

(B pea. noctaHoBneHMA MuHiocTa oT 24.10.2011 N 235)

MepeyeHb HaMMeHOBaHWIA 6a3 AaHHbIX aHANOTMYEH NePEeYHIO HAMMEHOBAHWIA KapTOTEK.
144. YuyeT o6bema goKymeHToobopoTa:

144.1. o6bem AOKYMEHTOOBOPOTA - KOIMYECTBO JIOKYMEHTOB, MO/yYeHHbIX (BXOAALLNE) U CO3AaHHbIX
(BHYTPEeHHWE, UCXOaALLME) OpraHU3aLMen 3a onpeaeneHHbl Nepuos BpemeHu;

144.2. noacyeT KoaMYecTBa AOKYMEHTOB NPOM3BOAMTCS MO PErMCTPaLMOHHbIM GOpMam B MeCTax UX
pernctpauum.

3a eagunHunuy ydyeta NpuHMMmaeTca OAUH 3K3eMNIAP AOKYMEHTA 6es y4yeTa Konui, CO34aBaembixX npwu
ne4yatTaHMn " pPasMHOXeEHUN. Ka)K,D,bIVI LOKYMEHT y4uTbiBaeTca OAMH pa3. [pUNOXKeHUA K OOKYMEHTY
YYNTbIBAOTCA BMECTE C HUM KaK OANH OOKYMEHT.

OTAEeNbHO Y4YMTbIBAKOTCA MOJIYYEHHbIE M CO3[aHHble OpraHu3aumen [OKYMEHTbl, obpalleHus
rpakaaH, B TOM YMcae MHANMBUAYANbHbIX NpeanpuHUMaTENEN, N IOPULUYECKUX NNLL.
(B peq. noctaHoBneHMA MuHiocTa o1 24.10.2011 N 235)

PasmMHOXeHHble 3K3emnasApbl  (KOMMM)  yuMTbIBAOTCA OTAE/NbHO MO XKypHanam paboT B
MaLIMHOMMUCHOM M KOMMPOBAJIbHO-MHOKUTEIbHOM 6t0PO 1 (MIM) NO CMMCKAM Ha PACCbLIKY;
(8 pea. noctaHoBneHMA MuHiocTa oT 18.08.2017 N 167)

144.3. B oOpraHM3auMM MOXKET MPOBOAWUTLCA MNOJMIHbIA M BbIGOPOYHBLIN  yyeT obbema
AOKymMeHTo060poTa (Mo BCelt opraHM3aLumm, No CTPYKTYPHbIM NoApasaeneHmsam, no rpynnam OKYMEHTOB U

T.4.).

YyeT n aHann3 obbema AOKYMeHTOO60pOTa B OpraHM3alMM OCYLLECTBAAIOTCA NoJ, PYKOBOACTBOM
cnyx6b1 40VY;

144.4. pesynbTaThl yyeTa ob6bema fOKyMeHToobopoTa obobuatoTca cny*bo A0OY u npeacraBasatoTcs
PYKOBOACTBY OpraHu3auum i BbipaboTKM mep Mo COBEPLIEHCTBOBAHMIO PaboTbl C JOKYMEHTaMu;

144.5. cBepeHua o6 obbeme AOKYMeHTOOHOPOTa MCMNONL3YHOTCA ANA YCTAaHOBAEHUA CTPYKTYpPbl U
WTAaTHOM 4YMCNeHHOCTM cayKbbl [0OY, Bblbopa TexHonormn paboTbl € AOKYMEHTaMUM UM CpeacTs
aBTOMaTM3aUMKN OeoNPON3BOACTBA, ONpene/ieHUsa CTeneHn 3arpy*KeHHoCcTn cnyxbol JOY n oTaenbHbIX
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paboTHUKOB.

rMABA 9
KOHTPO/1b UCMONHEHUA LOKYMEHTOB U MOPYYEHWUIA

145. 3a4a4M KOHTPOANA UCNOSIHEHUA:

145.1. uenbio KOHTpoAs ABnAetcA obecrneyeHMe CBOEBPEMEHHOTO W KavyeCTBEHHOro WCMOJIHEHUS
nopy4yeHui, 3aPpUKCUPOBaHHbIX B LOKYMEHTAX;

145.2. KOHTPO/IIO NOA/EKaT BCe 3apPermcTpMpoBaHHbIE [AOKYMEHTbl: BXOAALLME, WUCXOAALLME U
BHYTPEHHME, KOTOpble MO CBOEMY XapakTepy TpebyloT peweHus (oTeeTa). Ha KOHTpOAb MOryT 6biTb
NOCTaB/IEHbl TAKXKe YCTHbIE MOPYyYeHNs PYKOBOACTBA;

145.3. KOHTPO/Ib OCYLLECTBAAIT pPyKOBOAMUTENb OpraHusaumm, cay:kba [OY wu oTBETCTBEHHble
NCMOJIHUTENN.

Ha KOHTponpyembIxX 4OKYMEHTaxX NPOCTaBAAETCA OTMETKA O KOHTpoOAe.
146. CpOKM UCNONHEHUA AOKYMEHTOB:

146.1. CPOKM WUCMONHEHUA AOKYMEHTOB WMCUYUCAAIOTCA B KaNeHAAPHbIX AHAX C AaTbl NOAMMCAHUA
(yTBEPXKAEHUA) AOKYMEHTA, 3@ ANA NOCTYNUBLLMX - CO AHSA, CEeAYIOWEro 3a AHEM PErMcTpaLumn AOKyMeHTa B
OpraHun3aLmm, ec/iv MHOEe He YCTaHOB/IEHO aKTaMM 3aKoHoAaTeNbeTBa PecnybimKku benapych;

(B pea. noctaHoBneHMA MuHiocTa oT 05.03.2018 N 51)

146.2. CPOKU NCNONTHEHNA OOKYMEHTOB MOTYT 6bITb TUNOBLIMU UK nHONBMNAYyanbHbIMU.

Tunosble CPOKMN MCNONHEHUA AOKYMEHTOB YCTAaHAB/IUBAKOTCA HOPMATUBHbIMU MPaBOBbIMMU aKTaMU
Pecnybanku benapyce.

NHAMBMAYANbHbIE CPOKM MCMONHEHMS [OOKYMEHTOB YKa3blBalOTCA B TEKCTE AOKYMEHTa WAM B
pe30/1loL MM PYKOBOAMTENS;

146.3. [OKYMEHT, AN1A KOTOPOro TUMOBOW MAU UHOMBUAYANbLHBINA CPOK UCMOJNHEHUA HE YCTAHOBEH,
OO/IKeH ObITb UCNOJIHEH B TeyeHue 15 AHel, ecan MHOE He YCTAaHOB/IEHO aKTaMM 3aKOHOAATEe/bCTBa
Pecnyb6auku benapycs;

146.4. ecnu KpaliHAA AaTa UCMONHEHUA AOKYMEHTa (NopydYeHnn) NpuxoamuTcs Ha Hepaboumnii AeHb, OH
J0KeH BbITb UCNONHEH He NO34Hee NepBOro CleAyroLWero 3a HUM paboyero aHa. B caydvae, Korga cpok
WCNOJIHEHWUS LOKYMEHTA onpeaenserca ¢ Mcnonb3oBaHMem npeasora "ao" nam "k", ykasaHHas 3a HAM gaTa
ABNAETCA KPaHeW A4aTOW UCMOJIHEHMA AOKYMEHTa;

(B pea. noctaHoBneHMA MuHiocTa ot 05.03.2018 N 51)

146.5. ponyckaeTca U3MEHeHWe CPOKOB MCMOSIHEHUA LOKYMEHTOB (MopyyeHuii). M3ameHeHMe cpoKa
MCMNOMIHEHNA NPOU3BOAMTCA /IMLOM, YCTaHOBMBLUMM €ro. AprymeHTMpoBaHHaA npocbba MCNoNHUTENs o
nepeHoce CpoKa HanpaBadeTca MUCbMeHHO (B ¢opme A0KNAQHOW 3anMCKU) WMAWM  YCTHO  Auuy,
YCTaHOBMBLUEMY CPOK, HE MEHee Yyem 3a 5 gHell [0 MUCTeYeHUA CPOKa MCMOSHEHWA WAW Cpasy Ke nocie
nonyYyeHua 3agaHun. MsmeHeHWe AOKYMEHTUMPYETCA - MPOCTaBAAIOTCA HOBbIM CPOK, AaTa M3MEHEHUA U
NoANMCb. MI3MeHeHUA BHOCATCA B permcTpaumoHHbie Gopmbl.

147. UcnonHeHne AOKYymMeHTa (nNopyyeHuna) MoxKeT 6biTb MOPYYEeHO HECKONAbKMM MCMOAHUTENAM.
McnonHWTeNnb, YKasaHHbIA MepBbiM, ABASETCA OTBETCTBEHHbIM  WCMOJHWTENIEM W OTBe4yaeT 3a
CBOEBPEMEHHOe M KayeCTBEHHOe WCMNo/HeHWe 33agaHusA B LesoM. OTBETCTBEHHOMY MWCMOHUTENIO
NpegocTaBAsAeTcA MNPaBO KOOPAWMHMPOBATb W KOHTPO/MPOBATb AEWCTBMA MUCMOJIHUTENEN: CO3biBaTb
coBeLaHus, TpeboBaTb HEO6X0AMMbIE MaTepPMabl, AaBaTb MOPYYEHMA U 4.
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148. OpraHM3aumnAa KOHTPONA UCNONHEHUA:
148.1. cuctema KOHTPONA UCNONHEHUA BK/IIOYAET:

YyYeT KOHTPO/IMPYEMbIX [OKYMEHTOB (MopydYyeHMid) M UX CBOEBpPEeMeHHOe JoBefeHWe A0
NUCNOSIHUTENE;

KOHTPO/1b 32 CPOKAaMM UCTOSIHEHUS;

NPOBEPKY U peryanpoBaHme Xo4a UCMONHEHUSA, CHATUE AOKYMEHTOB C KOHTPO/S;
Y4YeT MU OTYETHOCTb O Pe3y/ibTaTax UCNONHEHUS;

OLLEHKY COCTOSAHUA UCMOAHUTENbCKON ANCUUNANHDI;

148.2. y4eT KOHTPO/NMPYEMbIX [AOKYMEHTOB (MOPYYEHUI) U KOHTPO/Ib WCMOJIHEHMA CTPOATCA Ha
OCHOBE PerncTpaumoHHbIX AaHHbIX, OTpaXKeHHbIX B PKK;

148.3. sk3emnnapbl PKK, 3anonHAemble npu perncrpaumMm LOKYMEHTOB, WCMOAb3YIOTCA Npu
$GOpPMMPOBAHUN KOHTPOIbHOM KAapTOTEKM.

Ha oguH KOHTpOﬂMpyeMblﬁ AOOKYMEHT MOXET 6bITb 3ano/IHEHO HeckonbKo PKK B cooTBeTcTBUM C
Yncaom VICI'IOI'IHVITe}'Iel‘/‘I, 3ap,a|-wu71 WUAW PasNYHbIMU CPOKAaMM UCNONHEHMUA. TTPU HECKONBKUX UCMONHUTENAX,
OAMH N3 KOTOPbIX Ha3Ha4vaeTcA oTBeTcTBeHHbIM, PKK 3anonHAeTca TOAbKO A nepegayvym UCNOJIHUTENIO,
Ha3Ha4YeHHOMY OTBETCTBEHHbIM.

YcTHOoe nopy4vyeHMe pPyKOBOAWUTENS, MOCTaB/NIEHHOE Ha KOHTPO/b, Takxe o¢uKkcupyetcas B PKK,
3aMN0/IHAEMOM B HEODXOAMMOM KONMYECTBE IK3EMNIAPOB;

148.4. oamH 3k3emnnap PKK octaeTca B cay»kbe KOHTPOAA M NOMELLAETCA B KOHTPO/IbHYIO KapTOTEKY,
BTOPOW NepeaaeTca UCMONHUTENIO BMECTE C AOKYMEHTOM;

148.5. PKK rpynnupytoTca B KOHTPO/IbHbIX KapTOTeKax Mo pa3genam, COOTBETCTBYIOWMM YNCAY AHEN
MecALa, COMNacHO YCTAaHOB/IEHHbIM CPOKaM WCMOJHEHUA [AOKYMEHTOB (MOpydeHuit), no ucxoaawmm
AOKYMEHTaM - COrNacHO OXMAAeMbIM faTam NoJyYeHMs OTBETOB.

PKK C nepcneKkTMBHbIMMU W MNPOCPOYEHHBLIMU CPOKAMM WCMOJHEHUA [AOKYMEHTOB (MOpyyeHuid)
rPynnNuUpYoTCA B CAMOCTOATE/IbHbIE Pa3fesibl KOHTPOIbHOW KapTOTEKM.

B KOHTPO/JbHOM KapTOTEKE MOryT BbIAENATbCA AONOAHUTENbHblE pasgenst U pybpukn pna
cuctematusaumm PKK nNo MCNoAHUTENAM M rpynnam AOKYMEHTOB (NPUKasbl, pelueHnsa 1 ap.);

148.6. KapTOTeKa exeAHEBHO NPOCMAaTPUBAETCA KOHTPO/IbHOM CAyK60M C uenbio MHGOoOPMUPOBaHUA
pyKoBOAMTENS W WUCNOAHUTENEeN O NPUBAMNKEHUM (MCTEYEHMWM) CPOKOB WCMOJHEHWA OOKYMEHTOB.
MpegynpexaeHne WCNONHUTENEN OCYLECTBAAETCA, KaK npaBuao, 3a 2 - 3 AHA A0 WCTeyeHus
YCTaHOBJ/IEHHOIO CPOKa;

148.7. LOKYMEHT (Mopy4YeHMe) CHUMAETCA C KOHTPO/A MOC/e ero UCMOJHEHMUSA, NOATBEPKAEHHOIO
AOKYMEHTa/bHO.

CBMAETENbCTBOM UCMOJHEHUA LOKYMEHTA (NopyYyeHns) ABAAETCA NOATOTOBAEHHbIN UCNONHUTENEM U
NOAMUCAHHbIA PYKOBOAUTENIEM WAW WMHBIM YMNOJIHOMOYEHHbBIM /IMLOM WCXOOAWMIA UM BHYTPEHHUN
OOKYMEHT. B cnyyae oTcyTCTBUS AOKYMEHTA, CBMAETENbCTBYOWErO 06 UCNOMHEHUN, KpaTKMe cBeAeHMA 00
ncnosHeHnn GUKCMpyroTcs ucnoaHutTenem s PKK.

Ha ncnonHeHHom goKymeHTe odopmaneTca oTMeTKa 06 UCNONHEHUN AOKYMEHTa 1 HanpasAeHUN ero
B A4eN0;



148.8. KapTouKa C MHGOPMALMEN, XapaKTeEPU3YIOLLEN UCMONHEHWE, NPEACTABAAETCA OTBETCTBEHHOMY
3a KOHTPOAb A4/1A NPOBEPKMU UCNONHEHUA U CHATUA AOKYMEHTa (MOPYUYEHMSA) C KOHTPONA.

Mpy HeKayecTBEHHOM MCMOMIHEHUM LOKYMEHT (MOpyYeHUe) C KOHTPO/IS HE CHUMAETCS U NepexoauT B
pa3pAg HEUCNONHEHHbIX B CPOK;

148.9. uHboOpmauMa O pe3ynbTaTax MCMNOJSIHEHUS [OOKYMEHTOB (MopyyeHui) nepuoamnyecku
0606LLaeTcA 1 OBOANTCA A0 CBEAEHWUS PYKOBOACTBA;

148.10. KOHTpO/IbHble AENCTBUA MOFYT OCYLLECTBAATLCA B KOHTPOJIbHbIX CAyXbax M B MecTax
perucrpaumm JOKYMeHTOB ¢ ucnonb3osaHunem AC 10Y.
(B pea. noctaHoBneHMA MuHtocTa oT 18.08.2017 N 167)

FNMABA 10
COCTABJIEHUE HOMEHK/IATYPbI OEN

149. YcTaHaBAMBAOTCA TPU BMAA HOMEHKNATYpbl Aen: TUNOBAA, NPUMepHaa M HOMEeHKnaTypa gen
OpraHu3auunm.

150. TwunoBaa W npumepHas HOMEHKNATYpbl Aen - 3TO0 CUCTEMATU3MPOBAHHbLIE MNEepPeYHMU
YHUOUUMPOBAHHbIX 3ar0/IOBKOB e/, 3aBOAMMBIX B AE€/10NPOU3BOACTBE OpraHM3aumii ¢ O4HOPOAHbIM
XapaKTepom AeATeNIbHOCTU M COCTAaBOM A0KYMEHTOB.

TunoBas HOMEHKNaTypa YyCTaHaB/AMBAeT TUMOBOM COCTaB Aefl C eAMHOW CUCTEMOWN MHAEKCauun u
YHUOULMPOBAHHBLIMKM 3aro/I0BKaMM AN OAHOPOAHbIX MO XapaKTepy AeATe/IbHOCTM OpraHuM3auMii U HOCUT
06s3aTeNbHbIN XapaKTep.

MpumepHas HOMEHKNaTypa [AOen YCTaHaBAMBAEeT MNPUMEPHble COCTaB W WHAEKCbl Aen  Aans
opraHun3aumii, OAHOPOAHbIX MO XapaKTepy AeATE/IbHOCTU, U HOCUT PEKOMEHAATE IbHbIN XapaKTep.

HomeHKknaTypa pAgen opraHu3aumm - 3TO CUCTEMATU3MPOBAHHbLIA MepedyeHb 3ar0/IOBKOB Aer,
3aBOAMMbIX B OpPraHu3aLMu B [e/10MPOU3BOACTBEHHOM (KaneHAapHOM) rogy, C yKasaHMEM CPOKOB MX
XpaHeHUs, obopMIEHHbIM B YCTaHOBAEHHOM NopsAAKe.

B [OenonpousBoAcTBE HOMEHKNATypa [Aen  OpraHu3auMm  UCNOAb3yeTca  Ana  rpynnyMpoBKu
MCMNONIHEHHbIX AOKYMEHTOB B A€/a, CUCTEMATM3aLMK, MHAEKCAUMN U yyeTa Aen, ONpeaesieHUs CPOKOB UX
XpaHeHWA. HomeHKnaTypa nOen SABAAETCA OCHOBOM A/A COCTaBleHMA onuceid Aen MNOCTOAHHOMo W
BpeMeHHoro (cebiwe 10 neT) XxpaHeHUs, a TaKKe aKTOB O BblAENEHUN K YHUUTOXKEHNIO OKYMEHTOB M e,
He NoANeXKaLMX XPaHEeHUIO.

B apxuBe opraHuM3auMM HOMEHKANATypa AEN MCMOAb3yeTca ANA yyeTa Aen BpemeHHoro (ao 10 net
BK/IHOUMTENIbHO) XPaHEHUSA.

151. Tunosble M NpPUMepHble HOMEHKNATypbl gen paspabaTbiBatoTcs cayxbamu OOY opraHos
yrpaB/ieHWs (BbILWECTOALMX OPraHu3aLmii), NoABEA0MCTBEHHAA CETb KOTOPbIX BKAKOYAET PAL, O4HOPOLHbIX
OopraHusauuin.

Tunosble U NPUMeEpPHble HOMEHKAaTypbl Aen, paspabaTtbiBaemble pecnybANMKAHCKMMM OpraHamu
rocyAapCTBEHHOro  ynpaBAeHWA, WHbIMM  FOCYAAPCTBEHHbIMW  OpPraHM3auMAmMKM,  NOAYMHEHHbLIMU
MpasutenbcTey Pecnyb6amKku benapych, yTBEPXKAAOTCA MX PYKOBOAUTENAMM nocne cornacosaHua ¢ LIK
COOTBETCTBYIOWErO OpraHa ynpasaeHusa (opraHusaumm) n pecnybamMKaHCKMM OpraHoOM rocygapCTBeHHOro
ynpaBfeHua B chepe apxMBHOro Aena v 4eNonpor3BoACTBa.

(8 pea. noctaHoBNeHMA MuHiocTa oT 27.01.2012 N 18)

Tunosble M NpUMEpPHble HOMEHKNATypbl gen, pa3pa6aTb|BaeMb|e OopraHnsaumamum, ABNAKOWLMNMUCA
UCTOYHUKAMUN KOMNNIEKTOBAHUA TOCYyAapPCTBEHHbLIX apXMBOB, YTBEPXKAAKOTCA UX PYRKOBOOAUTENAMU NOCNE
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cornacosaHus ¢ LI9K aTx opraHM3aumin U COOTBETCTBYIOLLMMM FrOCYAapPCTBEHHbIMMU apXMBaMMU.

TunoBble W NPUMeEpPHble HOMEHKNATYpbl Aen, pa3pabaTbiBaeMble WHbIMM  OPraHM3aLMAMK,
YTBEPKAAKOTCA UX PYKOBOAUTENAMM NOC/E cornacoBaHma ¢ LLIK sTux opraHmsaumii.

152. HomeHKnaTypa 4en COCTaBAAETCA B KaXKA0M opraHnsaumm. HomeHKnaTypbl Aes COCTaBAATCA Ha
Aena Bcen opraHM3aumnu (aanee - cBogHana HOMEHKNATYpa AeN) 1 KaxK4oro CTPYKTYPHOro noApasaeneHus.

153. CBogHas HOMeHKnatypa Aen coctasaserca cay:xboin AOY Ha OCHOBE HOMEHKnatyp Aen
CTPYKTYPHbIX NOApasaeneHnin no popme cornacHo npuaoxkenuto 10.

CBoAHasA HOMeHK/aTypa Aen COCTaB/AETCA eXKerogHo, NoANMUCbIBAeTCA pyKosBoautTenem cnyxbo 40Y
(nMuom, oteetcTtBeHHbIM 3a [A0Y), cornacoBbiBaeTcA C 3aBeAyloLMM apXMBOM OpraHusaumu (Aunuom,
OTBETCTBEHHbIM 33 apXuB), 3KCNepTHOM Komuccuen (ganee - 3K) uam LUK opraHusaumm u yteeprKaaetca
pyKoBoAuTENEeM OpraHu3aumm go 1 sHBaps roga, Ha KOTopbI cocTaBaeHa.

154. CBoAHaA HOMEHKNATypa AeN NOAJIEKUT COCTaBNEHMIO Ha TEKYLMA rof Npu CO34aHNN HOBOM
OpraHu3aLmn, a TaKKe NepecocTaBNEeHNI0 NP peopraHM3aLmm, NOBAEKILEN 3HAYMTEeIbHble U3MEHEHUNA B
CTPYKTyp€e OpraHm3aumu.

155. CBogHble HOMEHKNaTypbl Aen OpraHu3auui, ABAAIOWMXCA WCTOYHUMKAMM KOMMAEKTOBaHUA
rocyapCcTBEHHbIX apXMBOB, COMNacOBbLIBAIOTCA C COOTBETCTBYIOWMMWU FOCYAapCTBEHHbIMU apXMBamMmn U
CTPYKTYPHbIMKW NoApasAeieHUAMIN NO apxmMBam U Aenonpoussoactsy 061actHbiXx (MUHCKOro ropoackoro)
NCNONHUTENbHbIX KOMUTETOB OAMH Pa3 B MATb NET UAW NOC/Ae 3HAYUTENbHbIX U3MEHEHUN B CTPYKType
opraHM3aumMM He3aBMCMMO OT CPOKa Mpeablayllero cornacoBaHuA. BKaloyeHue gen ¢ AOKyMeHTaMu B
3NEKTPOHHOM BUAE, UHPOPMALMOHHBIMU Pecypcamu B CBOAHYHD HOMEHKNATYpy Aen ocylecTBaAseTca no
COrNacoBaHMIO C TOCYAAPCTBEHHbIM yuypexgeHnem "Benopycckmini HaydyHo-UccnenoBaTeNbCKUIA  LEHTP
3NEKTPOHHON AOKYMeHTauun".

(B pea,. noctaHoBNeHMI A MuHIocTa oT 27.01.2012 N 18, o1 10.12.2014 N 240)

CBogHble HOMEHKNATypbl AeN WHbIX OpraHM3aumii cornacosbiBatotcs ¢ LDK  BblwecToAwmx
opraHv3aumMii OAMH pa3 B NATb NIeT UAW NOCAE 3HAYUTENIbHbIX U3MEHEHUW B CTPYKType opraHu3aumm
HEe3aBMCMMO OT CPOKa NpeablayLLEero CoriiacoBaHus.

156. CBogHble HOMEHKAATYpbl AN OPraHU3auui, ABAAKOLMXCA MCTOYHMKAMM KOMMNAEKTOBAHMSA
roCyAapCTBEHHbIX apXMBOB WAM UMEIOWMX BbIWECTOALLYIO OpraHM3aumio, COCTaBAAKOTCA B Tpex
ak3emnasapax. CBogHble HOMEHKAATYPbl AN UHbIX OPraHU3aLUMi COCTAaBAAIOTCA B ABYX 3K3eMnaapax.

MepBblii 3K3eMNIAP HOMEHKNATYPbI AEN XpaHUTcA B cay:kbe A0OY (y avua, otBeTcTBEHHOrO 3a A0Y),
BTOPOI NepesaeTca B apxvMB OpPraHM3aLMKn B KayecTBe y4eTHOro AOKYMEHTa, TPETUI - B rOCy4apCTBEHHbI
apXuB, MCTOYHMKOM KOMMNEKTOBAHMS KOTOPOro ABASETCA opraHusauusa, uam B LDK BblwecToAwei
OpraHun3aLMm 1 COracoBaHMA B COOTBETCTBMM C TpebOBaHMAMM NyHKTa 155 HacToAwel MHCTpyKLmK.

157. Nocne yTBEPKOEHNA CBO,EI,HOﬁ HOMEHKANATypbl AeNn U3 Hee AeNnaloTCA BbIMMCKKM NO pasaesiam.
3aBep6HHble B YCTAaHOBJIEHHOM nNopAAdKe BbIMMCKKM nNepenarTca B CTPYKTYpPHbleE nogpasaeneHuA
OopraHmsauun gna ncnonb3oBaHUA NpuU d)OpMMpOBaHI/IVI n yyete aen, 3aBoAMMbIX B I3TUX CTPYKTYPHbIX
nogpasaeneHuax.

158. HomeHKnaTypbl Aen CTPYKTYPHbIX NOAPa3AeneHuint cocTaBaawTcA no ¢opme cornacHo
npunoxexHuio 11.

HomeHKnaTypa [en CTPYKTYpHOro noApasfeneHua COrnacoBbiBAaeTCA 3aBedyloWuM  apXMBOM
opraHvsaumMm (NMUOM, OTBETCTBEHHbIM 3a apxus), DK 3Toro nogpasgeneHusa (npu ee HanaMuum) wu
noAnucbiBaeTcA pykosoguTenem nogapasaeneHus.

159. Mpu1 HanMuMKM B OpraHM3aLMM ObLLECTBEHHOM OpraHM3aumn (NpodeccMoHanbHOro cotosa 1 ap.)
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ee HOMeHKnaTypa Aen cocrtasnsercs no ¢opme, yCTaHOBAEHHOM ANA HOMEHKNATyp Aen CTPYKTYPHbIX
noapasgeneHnin. [JJoKkymeHTbl 06LWECTBEHHOW OpraHM3aumMy BKAOYAKOTCA B CBOAHYIO HOMEHKAATypy Aen
CaMOCTOATE/IbHbIM Pa3Ae/ioM.

160. MNpu cocTaBNeHUM HOMEHKANATYPbl AeNl UCMO/b3YIOTCA YCTaB opraHu3aumm (NonoxKeHue o Hei),
MONOXKEHUS O CTPYKTYPHbIX MNOApasAeneHunax, LWTaTHOe pacnncaHue, naaHbl M OTYEeTbl O paboTe
OpraHM3auMM U CTPYKTYPHbIX NoApasAeneHnid, AOIKHOCTHble MHCTPYKUMM paboTHWMKam, TUMOBble U
NpMMepHble HOMEHKIATYpbl Ae/l, HOMEHK/IaTypbl Aen 3a npeaplaylwime rodbl, perncrpaumoHHblie Gopmel,
CNpaBOYHbIe KApPTOTEKU, NEepPeyYHU [OKYMEHTOB C YKA3aHMEeM CPOKOB XpaHeHuA. M3y4yaloTca COCTas,
KOJIMYECTBO N COAEpPrKaHMe AOKYMEHTOB U Aesl, 06pasyoLmxca B NpoLuecce AeaTeslbHOCTU opraHM3auun.

161. B HOMeHKNaTypy Aen BKAloualTcA Aena (A4O0KYMeHTbl) NOCTOSSHHOro, BpemeHHoro (cbiwe 10
NeT) n BpemeHHoro (Ao 10 net BKAOUYMTENbHO) XpPaHEHMUA, B TOM YMC/E YYETHO-PErMCTPaLMOHHbIE GOPMbI
(*KypHanbl, KHUIM) U CNPaBOYHbIE KAPTOTEKM.

B HOMEHKNATypy AeN TaksKe BKAOYAlOTCA AOKYMEHTbl, obpasyowmeca B AeATeNbHOCTU BPeMeHHO
AEeNCTBYIOLINX KONerManbHbIX OpraHoB (KOMUCCUI, COBETOB U T.M.) U 06LECTBEHHbIX OpraHM3aLuii.

B HomeHKnaTypy Aen He BKAoYatoTcA HaumoHanbHbIN peecTp npaBoBbix akToB Pecnybimku Benapycb
M apyrve cOOPHUMKM HOPMATUBHBLIX MPABOBbIX aKTOB, MeyaTHble M3gaHus (bpolwtopbl, CMPaBOYHMUKK,
MHOOPMALMOHHbIE JIUCTKU, OronneteHn, pedepaTMBHble XypHanbl M T.4.), yKasatean w apyrue
BCMOMOraTe/IbHble AOKYMEHTbI.

162. CBogHasA HOMeHK/aTypa AeN COCTaBAAETCA, KaKk NPaBuIo, No CTPYKTYpHOMY (B COOTBETCTBMM C
YTBEPKAEHHOM W OTPAXKEHHOW B LUTAaTHOM PaCMMCaHUKM CTPYKTYPOM OpraHusaumm) uam no CTPyKTypHO-
dYHKLMOHaNbHOMY NPUHLMNY (B COOTBETCTBMM CO LUTATHLIM pPacnmncaHueMm, ynpaBaeHYeCKUMN GYHKLUAMM
M HanpaBNeHUAMM LeATeNbHOCTM OopraHusaumm). B BecCcTpyKTYypHbIX OpraHM3aumsax HOMeHKaaTypa Aen
cocTaBnseTca No ¢GyHKUMOHANbHOMY MPUHUMMY (B COOTBETCTBMM C YMNPaBAEHYECKUMWU OYHKLUMAMU U
HanpaseHUAMW AEATENbHOCTU OpraHu3aumm).

163. CTPYyKTYpHbIMW d31eMeHTaMN HOMEHKIATYpbl Aen ABAAIOTCA pa3fesbl, KOTopble MOryT AenTbCA
Ha nogpasgensl.

HesaBMCMMO OT npuHUMNA TMOCTPOEHUS HOMEHKAATYpbl A€ U YTBEPXKAEHHOW CTPYKTYpbl
OpraHu3aumu1 B NepBblli pasgen BKAOYAOTCA gena cayxbosl J0Y.

HanmeHoBaHMA BpemeHHOo AEVICTBVIOLLI,VIX KonnernaabHbIX OPraHoB U O6LU,eCTBeHHbIX OpFaHM3aLI,MI‘;1 B
nopAagKe 3Ha4NMOCTU YKa3biBaAOTCA B KOHUE HOMEHKNATYpPbI Ae/1 B KAa4ECTBE CaAMOCTOATE/IbHbIX pPa3aenos.

164. CBoaHana HoOMeHKMaTypa Aen odopMaseTca Ha obliem 61aHKe OpraHmM3aLmMm UaM YUCTOM UCTe
6ymarun popmata A4.

165. 'padbl HOMEHKATYpPbI AeN 3aMN0JIHATCA B COOTBETCTBMU C YCTAaHOB/IEHHOW GpOPMOVi:

165.1. B rpade 1 HOMeEHKNaTypbl AeNn yKasblBatoTcA WMHAEKcbl gen. UHAEeKc gena coctouT wm3
ycnosHoro o6o3HaveHusa (MHAeKca) pasgena (noapasgpena) HOMeHKNATYpbl Aen U NopAaaKoBOro HOMepa
Oena B npesenax AaHHoro pasgena (noapasaena).

Hanpumep:

1-1,1-2; 2-1,2-2,2-3

Mpn Heo6X04MMOCTM COCTABHbIE YAaCTU MHAEKCA MOTYT AONOAHATLCA Lmndpoit "0".

Hanpumep:



01-01, 01-02; 02-01, 02-02, 02-03

B cBOAHOW HOMEHKNAType Aes OAHOPOAHbIM Aenam, BK/AOYEHHbIM B pPas/inyHble pasgesbl
(noapaspensl), npuceanBaloTCA OANHAKOBbIE 3ar0/IOBKU.

Hanpumep:
MpWKasbl MMHUCTPA MO OCHOBHOM geaTenbHocTU. Konuu

[ena, B KOTOpble rPYNNUpPYOTCA AOKYMEHTbI MO BOMPOCaM, pa3pellaembiM B TedeHne Asyx u bonee
net (nepexogsaiwme aena), BKNOYAOTCA B HOMEHKNATYPY AeN CAeAyiowero roaa nog, Tem e UHAEKCOM.

B KOHUe KarKagoro pasgena (noapasgena) HOMEHKNATypbl gen npeaycMaTpPUBAlOTCA pesepBHble
WHAEKCbI AN1A He3aNNaHMPOBaHHbIX Ae/, 3aBOAMMbIX B TEYEHUE T0A3;

165.2. B rpade 2 HOMEHKNATYPbl AN YKa3blBalOTCA Ha3BaHMUA pasaenos (Noapasaenos) M 3aro/ioBKU
aen.

3aro/I0BOK fie/1a IO/IEH COOTBETCTBOBATb COAEPXKAaHUIO M COCTaBY BK/IIOYaEMbIX B HEFO JIOKYMEHTOB,
6bITb KPaTKUM, KOHKPEeTHbIM U AOCTYNMHbIM ANA BOCNPUATUA.

B cocTaB 3aro/s10BKa BKIOYAIOTCA yKasaHWE poja 3aBOAMMOrO Aena (LOKYMEHTbI, Mepenuncka, 4esno)
WM Pa3sHOBMAHOCTU OOKYMEHTOB (MPWKasbl, NPOTOKOAbI, NAaHbl, OTYETHI, aKTbl U ApP.) U Ha3BaHWUE TeMbl
(copeprkaHune) gena.

B 3aronoBku onpegeneHHbIX KaTeFOpMVI Aen AoONO/NTHUTENIbHO BK/TKOYAKOTCA:

yKasaHue aBTopa AOKYMEHTOB (Mo/IHOEe, COKpallleHHOe WM BUAO0BOE HaMMeHOBaHMe OpraHuM3aumu,
CTPYKTYPHOrO NoApasaeneHuns Uam AoxHOCTHOro anua);

Hanpumep:

MpwWKasbl AMPEKTOPA NPeanpuaATUA N0 OCHOBHOM AeATeNbHOCTH
yKa3saHue agpecaTa Uam KoppecnoHAeHTa AOKYMEHTOB;
Hanpumep:

Mepenucka ¢ MuHUCTepcTBOM tocTUuMM Pecnybamkn bBenapycb 0 npoBeAeHMM OpUAUYECKOM
3KCMepTM3bl HOPMATMBHbIX NPaBOBbLIX aKTOB Pecnybaunku benapycb

reorpad)wquKoe Ha3BaHWe HaCeNneHHOro nNyHKTa uanm TeppuTtopun, C KOTOpOVI CBA3aHO coaepKaHue
AOKYMEHTOB Aena,

Hanpumep:

OTyeTbl cpegHux WKon bopucosckoro, [3epkuHCKoro u Kpynckoro paitoHos MuHCKol obiactm 06
y4yebHo-BOoCNUTaTeNbHOWN paboTe

AaTbl (Neproa), K KOTOPbIM OTHOCUTCA CoAepKaHMe LOKYMEHTOB Aena;
Hanpumep:

OTueTbl rocyaapcTBEHHbIX apXMBOB O KOMMNEKTOBAaHUMN [OKYMEHTaMWU JIMYHOrO NPOUCXOXKAEHMA B
2001 - 2006 rr.



YyKa3aHue Ha KOMUIMHOCTb AOKYMEHTOB, BK/AKOUYEHHbIX B A€N0.

Hanpumep:

MpurKasbl AMpeKTopa NpeanpuaTUs No OCHOBHOM AesaTenbHOCTU. Konnu

TepmuH "[JoKyMeHTbI" MCNO/b3YETCA B 3aro/10BKE:

npu rpynnuMpoBKe B A€/10 Pa3/IMYHbIX BUAOB AOKYMEHTOB MO OAHOMY BOMPOCY, HEe CBA3AHHbIX

nocnenoBaTeNnbHOCTbIO AenonponssBoacTsa. B KOHUe 3aronoBKa B CKobKax YKa3blBalOTCA ABa-TPU OCHOBHbIX
BUAa AOKYMEHTOB, BK/IOYEHHbIX B AEN0,

Hanpumep:
JOKYMEHTbI O CTPOUTENBLCTBE CNOPTUBHOMO KOMMIEKCa (GMHAHCOBLIM OTYET, CMETbI, CMPABKM U Ap.)

npu o6beanHEHUM B OAHOM Aefie OKYMEHTOB-MPUAOKEHUI K KAKOMY-TMB0 OOKYMEHTY WAW rpynne
OOKYMEHTOB.

Hanpumep:
JOKyMeHTbl K NPOTOKO/1IaM 3aceaHunii Koanermm MuHucTepcTea 3a 2007 rog,

TepmuH "Leno" ncnonbayeTcs B 3aroNoBKe Npu 06beguHEHMM B AeNe PasnYHbIX BUOOB AOKYMEHTOB
Nno o4HOMY BOMPOCY, CBA3AHHbIX NOC/AE40BaATE/NbHOCTLIO €70 PELLEHNA.

Hanpumep:

Heno o paccmoTpeHumn xanobbl MBaHoBa U.W.

TepmuH "Leno" ynotpebnserca B Ha3BaHUAX IMYHBIX, CYAeOHbIX, apOUTPaXKHbIX Aen.

B 3aronoBKax [Aen C Nepernuckon yKasblBalOTCA KOPPECMOHAEHT WAM KOPPECNOHAEHTbI, €Ccaun
nepenucka BegeTcA C OAHMM, ABYMA WIM Tpemsa KOPpPecnoHAeHTaMu, U coepyKaHue Bomnpoca, no
KOTOPOMY BeAeTcA nepenmcka.

Hanpumep:

Mepenucka ¢ MMWHUCTEPCTBOM  340aBOOXPAHEHUs,  FOCYAAPCTBEHHbIM  MpeanpuaATMEM
"Bendapmauma” o NocTaBKe SIEKAaPCTBEHHbIX NPenapaTos

Ecnn nepenucKka Beaetca ¢ 6osee Yem Tpemsa OAHOPOAHLIMU KOPPECnoHAEHTaMU, OHU MOryT 6bITb
Ha3BaHbl B 3aro/sioBKe 0606LLEeHHO.

Hanpumep:

I'IepenMCKa C UCMNOJIHUTENbHBIMW KOMUTETaMKU obnacten u r. MuHCKa o pacnpegeneHnn monoabix
cneunanncTos

Ecan nepenncka sBeaeTca C b6onee yem TpeEMA Pa3sHOPOOHbIMKN KOppPEeCNOHAEHTAMU, UX Ha3BaHUA B
3arosioBke, Kak nNnpasunsio, He yKa3blBakoTCA.

Hanpumep:

Mepenncka o 3aKNYEHUM A0rOBOPOB HA MOCTAaBKY MaTePMaNoB U KOMNAEKTYIOLWMX



B 3arosioBKax, cofiepKallmx NAaHOBYIO UM OTYETHYIO AOKYMEHTALMIO, YKa3bIBAlOTCA YMCA0, MecALl,
KBapTan, roA, Ha (3a) KoTopbIi coCTaBNAEHbl JOKYMEHTbI.

Hanpumep:
MnaHbl paboTbl CTPYKTYPHbIX NoapasaeneHnin npeanpuatia Ha IV ke. 2007 T.

KBapTasibHble 0TYETbI 0 PaboTe CTPYKTYPHbIX NoapasaeneHnin npeanpusatua 3a 2007 rog,

He ponyckaeTca Mcnonb3oBaTb B KayecTBe 3aro/loBKOB GOPMY/IMPOBKKM, He OTpaKalolue cocTas u
cofeprKaHne AOKYMEHTOB, BK/IOYEHHbIX B Aeno ("MaTepuans!”, "[oKymeHTanbHble maTepunanbl”, "PasHble
OOKyMeHTb!", "®uHaHcoBble AokymeHTbl", "Oblan nepenncka™ u T.n.), 1 onpeaeneHuns, B KOTOpbIX BUA
OOKYyMeHTa 3ameHeH geiicteuem ("UccnepgosaHue ...", "PaccmoTtpeHue ...", "ObecneuyeHue ..." n1.4.).

B npouecce GopmMMPOBAHUA AN 3ar0NI0BKM MOTYT YTOUHATLCA.

3aronoBKM B pasgenax (nogpasaenax) HOMEHKAATYpbl AE€A CUCTEMATU3MPYIOTCA MO rpynnam B
3aBMCMMOCTM OT 3HAYMMOCTM M B3aMMOCBA3M AeN B CIeAYIOLLEM NOPAAKE:

HOpMaTUBHble MpaBoBble aKTbl Pecnybanku Benapycb (aeKpeTtbl, ykasbl Mpe3snaeHTa Pecnybnaukn
Benapycb, 3akoHbl Pecnybnmkmn Benapycb, noctraHoBneHma Coseta MuHucTpoB Pecnybauku Benapycb u

ap.);

ydypeauTeibHble OOKYMEHTblI OpraHuU3auunm (YCTaBbI, NONI0OXKEHUNA, CBUAOETENBCTBA O perncrpaunm u
ap.);

pacnopaauTesibHble U MEeTOAMYECKME [OKYMEHTbl BbILECTOALMX OpraHusaumini (noctaHoB/EeHUS,
NpwKasbl, yKasaHua n ap.);

pacrnopsaauTesibHble JOKYMEHTbl OpraHu3aLmm (NpuKasbl, pacnopsaXeHus n ap.);
OpPraHM3auMOHHbIE AOKYMEHTbI (LUTAaTHbIE PAaCNUCaHMA, NONOKEHWNA, MHCTPYKLUMK, NpaBuaa 1 ap.);
NPOTOKObI;

nnaHbl;

oTyYeTbl;

[0roBOpPbI;

CNPaBOYHO-UHPOPMALMOHHbBIE AOKYMEHTbI (aKTbl, CPaBKKU, UHPOPMaLMK, CBOAKKN U Ap.);
nepenucka;

YYETHO-PErnCTPaLMOHHbIE GOPMBI.

MopsAAOK CUCTEeMATU3ALLMM MHBIX 3ar0/I0BKOB Zie/1 ONPeaensieTcs CoCTaBuTeieM HOMEHKNATYpbI.

Cuctematmsauma 3aroN0OBKOB Aen BHYTPU Ka)K,D,OVI rpynnbl onpegenAaerca B COOTBETCTBMU CO
3HAYNMMOCTbIO JOKYMEHTOB U CPOKaMMN UX XPaHEHUA: NPUKa3bl NO OCHOBHOW AeATENNIbHOCTU pacnosiararoTca
nepeg npmkasamum no IMMHOMY COCTaBy, rogoBble MaaHbl U OTYETbI - Nepes KBapTa/ibHbIMU U MECAYHbIMMU,
nepenncka C BblWECTOAWMMU OpraHn3aumnamm - nepen I'lepel'll/ICKOﬁ C UHbIMU OpPraHn3aumnAMn 1 1.4.

CucrtemaTtmsaumA 3aro/IOBKOB OAHOPOAHbIX e, coAeprKallnux HAMMeHOBaHMA KOPPECNOHAEHTOB MU
reorpad)mqecme Ha3BaHWUA, OCYyLLeCTBAETCA NO aﬂq)aBMTy;



165.3. rpada 3 HOmMEHKnaTypbl Aen 3anofIHAETCA B KOHUE AenonpousBoACTBEHHOro roga. B Hel
yKa3blBaeTCs KO/AMYecTBO gen (TOMOB, 4acTei), 3aBeAeHHbIX B OpraHM3auMmM B TeyeHMe roga nop,
COOTBETCTBYIOLLMM 3aro/I0BKOM;

165.4. B rpade 4 yKasbiBAlOTCA CPOKU XPaHEHWUs Aes, Homepa MyHKTOB WM (UAK) cTaTeil cornacHo
HOPMaTUBHLIM MPaBOBbIM akTam Pecnybanku benapycb, NOKaNbHbIM HOPMATMBHbLIM MPABOBbIM AKTAM,
YCTQHaBAMBAIOWMM MEPEYHM TUNOBbIX AOKYMeEHTOB HauuoOHanbHOro apxmBHoro ¢oHaa Pecnybamnkum
Benapycb, obpasyowmxca B npouecce AeATENIbHOCTU FOCYAAPCTBEHHbIX OPraHOB, MHbIX OpraHM3auui 1
WHAMBUAYANbHBIX NpeanpuHUMaTENeil, ¢ yKasaHMeM CPOKOB XpPaHeHuA (Zanee - nepevyeHb TUNOBLIX
OOKYMEHTOB C YKa3aHMEM CPOKOB XpaHeHuA) n (Man) nepeyHn LOKYMeHTOB HauMoHa/nbHOro apXxmMBHOrO
¢doHAa, obpasyowmxca B npouecce AeATebHOCTU FOCYAAPCTBEHHbIX OPraHOB, MHbIX OpraHM3auui u
NOAYMHEHHbIX UM (BXOAALWMX B COCTAB, CUCTEMY) OPraHOB, OPraHM3aLMii, C YKa3aHMEM CPOKOB XpPaHeHUs
(manee - BeAOMCTBEHHbIM MepeyeHb AOKYMEHTOB C YKa3aHMEM CPOKOB XPaHEHWA), a TaKkKe nepeyvHu
OOKyMeHTOB  HauuoHanbHOro apxmBHoro ¢oHZa, obpasylowmxca B  npouecce  AeATeNbHOCTU
HEerocyZapcTBeHHbIX OpPraHM3auMii U NOAYMHEHHbIX UM (BXOAAWMX B COCTaB, CUCTEMY) OpraHM3auumn, c
YKa3aHMeM CPOKOB XpaHeHus.

CpOKM XpaHEeHWA OO0KYMEHTOB, He OTPaXeHHbIX B MepevyHAX [OOKYMEHTOB C YKa3aHMeM CPOKOB
XPaHEHMS, YKa3aHHbIX B YacTM NepBOW HacToAWero noanyHKTa, onpegensatorca LK (3K) opraHmnsaumii no
COT/IaCoOBAHMUIO C OPraHamMM apXWBHOMO Aena U Ae/I0NpPoun3BOACTBA U FOCYAAPCTBEHHbIMU apxuBamu (s
OpraHv3auuii, ABAAIOWMXCA MWCTOYHMKAMM KOMMJIEKTOBaHUA TOCYAAPCTBEHHbIX apxuBoB) uam LK
BbILLECTOALMX OpraHn3aLmMii (419 UHbIX OpraHM3aumii);

(nn. 165.4 B pea,. noctaHoBneHMA MuHtocTa ot 27.01.2012 N 18)

165.5. B rpade 5 "MpumevaHme" nNpocTaBAsOTCA OTMETKU O NMepexoslmx Aesax, 0 HesaBedeHun
Aen, o nepegaye Aen B APYryi0 OpPraHM3auLMio UAWM CTPYKTYpHOe nogpasgeneHue Ana NpoaonKeHusa, O
BblAENEHUN [eN K YHUUTOXKeHMuIo, 06 yTpaTe [en, 0 Anuax, OTBETCTBEHHbIX 3a ¢dopmMupoBaHue aen, o
nepegaye B apxmB opraHnsauumn aen spemeHHoro (Ao 10 neT) xpaHeHus, 0 AaTax U MHAEKCax NPOTOKO/0B
3acegaHunii UK (3K) opraHusaumMmM, B COOTBETCTBMM C KOTOPbIMW YCTAHOB/AEHbl CPOKU XpaHeHuA
OOKYMEHTOB, He OTPaKeHHbIX B NepeyHAX TUMOBbIX AOKYMEHTOB C YKa3aHWEM CPOKOB XpaHeHua u (uam)
BEAOMCTBEHHbIX NepeyHAX AOKYMEHTOB C YKa3aHMeM CPOKOB XpaHEeHUs, a TaK¥Ke MepeyHaX AOKYMEHTOB
HauuoHanbHOro apxvsHoro ¢oHAaa, 06pasylolMXCA B MNpoLecce AeATeNbHOCTM HerocyAapcTBeHHbIX
opraHv3auuMii M NOAYMHEHHbIX UM (BXOAALMX B COCTaB, CUCTEeMy) opraHusauuii, C yKasaHMeM CpPOKOB
XpPaHEHWs, O Ha/JMYMM [OKYMEHTOB B 3/IeKTPOHHOM Buae (3[), uHPopmaumoHHbix pecypcos (UP),
rmbpugHbix genax (F4) v ap.
(B pea,. noctaHoBNeHMI A MuHIocTa oT 27.01.2012 N 18, o1 10.12.2014 N 240)

166. B KOHUe CBOAHON HOMEHKANATYpbl gen nepes peksusmtom "Moanuce” yKasbiBaloTcs Ha3BaHMWA
HOPMaTUBHbIX MPABOBbIX aKTOB, MCMO/Ib30BAHHbIX MPU ONpeaeeHUM CPOKOB XpaHeHUs Aen.

167. Mo oKOHYaHWUWM AEeNonpPoOM3BOACTBEHHOIO roaa cay*bon AOY opraHM3auum B KOHLE CBOAHOM
HOMEHKAATypbl AN COCTaBAAETCA UTOrOBaA 3anmMCb O KaTeropmax U KOIMYecTBe 3aBeAeHHbIX Aen no ¢opme
COrNacHO npunoxeHuto 12. UTorosble 3anMcKM K HOMEHKNATypam Aen CTPYKTYPHbIX MogpasaeneHui
(obuiecTBeHHOM opraHM3aLMM) COCTABAAIOTCA MO 3TOM Ke Gpopme U NOANUCHIBAIOTCA PYKOBOAUTENAMMU STUX
noapasaeneHunin (06LLeCTBEHHO opraHnsaLumm).

FNMABA 11
®OPMWPOBAHUE AEN

168. ®dopmupoBaHMe pen - rpynnupoBKa WMCNONHEHHbIX AOKYMEHTOB B Aena B COOTBETCTBUM C
HOMEHKNATYPOI Aen U CUCTEMATU3ALLUA OKYMEHTOB BHYTPU Aen.
(B pea. noctaHoBneHMA MuHiocTa o1 10.12.2014 N 240)

JOKymMeHTbl TpynnupytoTca B gena paboTHMKAMK, OTBETCTBEHHbIMWM 33 [Ae/IoNPOM3BOACTBO B
CTPYKTYPHbIX noppasgeneHvsax. KoHTposb 33 nNpaBuibHbIM  GOPMMPOBAHMEM Aenl B OpraHM3aLumu
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ocywecTsaaeTca cny>kbo J0OVY.

169. [loKyMeHTbI rpynnmMpyoTca B Aena COr/lacHO oTMeTKam 06 ucnosnHeHun gokymeHTtos "B aeno N".
Mpn aToM NpoBepAIOTCA NPABUNLHOCTL OPOPMAEHMA LOKYMEHTOB, HAafMYME NOALNMUCEN, AaT, OTMETOK 06
NCNOSIHEHUWN N APYTUX HEOBXOAMMbIX PEKBU3UTOB SOKYMEHTOB.

170. B pena rpynnupyroTcaA AOKYMEHTbl OAHOro Ae/I0oNPOU3BOACTBEHHOrO roda, 3a UCKAYEeHUem
nepexoaalUmx, TNYHbIX U CyaebHbIX gen.

[JOKyMeHTbl NOCTOSAHHOrO, BpeMeHHoro (cBbiwe 10 net) n BpemeHHoro (4o 10 neT BKAUUTENBHO)
XpaHeHUs TpynnupyloTca B OTAeNbHble Aena. [lonyckaeTcA BpemMeHHas rpynnupoBKa B OAHOM Aene
OOKYMEHTOB C Pa3/IMYHbIMU CPOKaMM XpPaHeHMA, CBA3aHHbIX pelleHnem oAHoro sonpoca. Mo OKoHYaHUU
OeNonpousBoACTBEHHONO roAa Takue gena pPacGopmMMpPOBBLIBAIOTCA, a [AOKYMEHTbl rpynnupyloTca B
CaMoCTOATE/IbHbIE Ae/a B 3aBUCUMOCTM OT CPOKOB UX XpaHeHMA.

B [en10 BK/OYAETCA TO/IbKO OAMH 3K3EeMMNIAP KaXK4oro AOKyMeHTa. He fonyckaeTca BKAOYaTh B Aena
AOKYMEHTbI, NoA/iexalle Bo3BpaTy, YepHOBbIe M AYBAETHbIE SK3EMMNAPLI.

MpunoxeHna GOpMUPYIOTCA B Aesla BMECcTe C AOKYMEHTaMW, K KOTOPbIM OHM OTHocATcA. [pwu
3HaUNTENIbHOM 06beMe NPUNOIKEHWNI OHM TPYNMNUPYIOTCA B OTAENbHbIE Aena.

171. O6bem pena He gonkeH npesbiwaTth 300 INCTOB NpU ToAWMHE He Bonee 40 mm. Mpu 6onbwem
obbeme [OKYMEHTOB A€o0 AeNAT Ha CaMOCTOATE/IbHble TOMA; AOKYMEHTbl KaXKAOro ToMa fABAAOTCA
NPoAOo/IKEHWMEM NpeablayLLero.

(B pea. noctaHoBneHMA MuHiocTa oT 10.12.2014 N 240)

172. lOKyMeHTbl B AeNe CUCTEMATM3IUPYIOTCA MO CAeAyWUM NPUHLMNAM UAM UX COBOKYMHOCTHU:
BOMPOCHO-/I0MMYECKMI, XPOHONOTMYECKUIA, andaBUTHbIN, HYMePaLMOHHbIN 1 4p.

PacnopsagutenbHble fOKYMEHTbI FpyNnMpyloTCcA B Aena No BUAAM U CUCTEMATM3IUPYIOTCA B NOpaaKe
BO3pacCTaHWA HOMEPOB.

MpuKasbl M pacnopsAXeHMA NO OCHOBHOM AeATeNbHOCTM, MO JINYHOMY COCTaBy W Mo
aAMUHUCTPATUBHO-XO3AMCTBEHHbBIM BONPOCaM PYyNNUPYIOTCA B OTAE/NbHbIE Aena U CUCTEMATUINPYIOTCA B
nopsaake Bo3pactaHMA UX HOMEPOB.

(yacTb TpeTba n. 172 B pea,. noctaHoBAeHUss MuHtocTa ot 10.12.2014 N 240)

MpuKasbl N pacnopaKeHna No IMYHOMY COCTaBY rPyNNMPYIOTCA B OTAe/IbHble Aena B 3aBUCUMOCTU OT
CPOKOB UX XPaHeHUA:

0 npueme (HasHa4YeHMM Ha OO/KHOCTL), Nepesoae, nepemelleHnm, YBoabHeHMU (0CBO6OMKAEHUN OT
AOJIXKHOCTM), HAarpaxgeHum, NooLpPEHNM, MPEMUPOBAHUM, NPOANEHUM TPYAOBbIX LOrOBOPOB (KOHTPAKTOB),
3aKNOYEHMM HOBbLIX TPYLOBLIX OOrOBOPOB (KOHTPAKTOB), MepeBOAEe HA KOHTPaKTHylO ¢opmy Hailma,
YCTaHOB/IEHUM HaAbaBOK, A0OMNaT, BPEMEHHOM 3aMeCTUTE/NIbCTBE, MPUCBOEHUMU KBAANPUKALMOHHDBIX
KaTeropui, paspaaos, KNaccos, NOBbIWEHUN TapudHbIX OKNAA0B, ANUTENbHbIX (Bosee Mecaua) Cay»KebHbIX
KOMaHAMPOBKax B npeaenax Pecnybanku benapycb 1 3a rpaHuuy, NpeaocTaBfeHnn CoumnanbHbIX OTMNYCKOB,
nsmeHeHnn pammamnmn, Co6CTBEHHOIO MMEHW, OTYEeCTBa (ecM TakoBoe MMmeeTcA) paboTHUKOB - 75 fieT;

O NpefocTaBfeHMW TPYOOBbIX OTMYCKOB, OT3blBE W3 TPYAOBOrO OTMNYCKA, HaNOXEHUM
OVCUMNMHAPHbIX B3bICKAHWIM, HA3HAYeHUM [AEXKYPHbIX, CAYyXKebHbIX KOMaHAMPOBKax B npeaenax
Pecny6anku benapycb M 3a rpaHuLy, oKasaHWM MaTepuasibHOM NOMOLUM, HaNpaBAEHUW Ha MOBbiWEHWe
KBannduKaLmum (NepenoaroToBKy, CTa*KMPOBKY) - 3 roaa.

(4acTb yeTBepTan n. 172 B pen,. noctaHoBneHMA MuHiocTa ot 10.12.2014 N 240)

PacnopagutenbHble [AOKYMEHTbl OnpefeneHHOMW pPasHOBUAHOCTU, pPerncTpupyemble OTAEeNbHO B
COOTBETCTBUM C TpeboBaHMAMKM noanyHKToB 142.3 u 142.4 HacToAwen WMHCTpyKuuuM, rpynnupyloTca B


consultantplus://offline/ref=1C83177A81D0436C9943EE3678AA667034398D1BCC8E638A0607488FDC22F8A620C114A2B39C007CA738DA9ED5R339G
consultantplus://offline/ref=1C83177A81D0436C9943EE3678AA667034398D1BCC8E638A0607488FDC22F8A620C114A2B39C007CA738DA9ED5R33FG
consultantplus://offline/ref=1C83177A81D0436C9943EE3678AA667034398D1BCC8E638A0607488FDC22F8A620C114A2B39C007CA738DA9ED5R33CG

oTAenbHble Aena.
MPOTOKO/IbI B A€NAX CUCTEMATU3UPYIOTCA MO XPOHONOTMU B MOPAAKE BO3PacTaHNA HOMEpPOB.
MAaHbl, OTYETbI, CMETbI, TUTY/IbHbIE CMIUCKMN FPYNMMPYIOTCA OTAE/IbHO OT PaCYETOB K HUM.

MnaHbl M OTYETblI TPYNMNMPYIOTCA B Aena TOro roga, K KOTOPOMY OHM OTHOCATCA MO CBOEMy
coAeprKaHWUIo, HE3aBMCMMO OT BPEMEHM UX cocTaBneHus. Hanpumep, naaH Ha 2006 roa, coCTaBAEHHbIA B
2005 roagy, wnun otyeT 3a 2006 rog, cocTaBieHHbIM B 2007 roay, AOMKHbI ObITb OTHeceHbl K 2006 roay.
MnaHbl, pacCYMTaHHbIE HA HECKO/bKO JieT, GOPMUPYIOTCA B AeNa No HayanbHOMY rofy UX AeNCTBUSA; OTYETbI
O BbINOJ/IHEHUWN TAaKUX NaHOB GOPMMPYIOTCA B AeNa No nociegHemy rogy AeMcTBUA NaaHa.

[Jena c nepennckon, NOpy4eHUAMMU N AOKYMEHTaMM 06 UX BbINOAHEHUM GOPMUPYIOTCA MO BOMPOCHO-
JIOTMUYECKOMY  MPUHUMNY, NpeaycCMaTpMBalOLLEMY — Pacro/IOKeHUe  OOKYMEHTOB B JIOTMYECKOM
noc/ea0BaTe/IbHOCTU peLleHUs BOMpOoca: NepBbiM MOMELLAETCS MHUUMATMBHLIA AOKYMEHT (3anpoc wuau
nopy4yeHue), 3a HUM - LOKYMEHT-OTBET.

JOKYMeHTbl  /IMMHOTO  Aena  CUCTEMATM3MPYIOTCA B NOpAAKe, YCTAaHOBAEHHOM  aKTamu
3aKoHogaaTenbcTBa Pecnyb6ankn benapyce.

ObpauleHuns rpaxaaH, B TOM YMCNe UHAMBUAYANbHbLIX NPeAnpUHUMATENEN, U IOPUANYECKMX UL, U
OOKYMEHTbI, CBA3aHHble C WX PAcCMOTPEHMEM, T[PYNMNUPYIOTCS B CaMOCTOATE/IbHble Aena MU
CUCTEMATU3NPYIOTC B XPOHOIOTMYECKOM MK andaBuTHom nopagke. Ob6palueHns rpaskgaH, B TOM yucne
WHAMBMAYANbHbIX NpeanpuHUMATENEN, U IOPUONYECKUX NUL, COAEPXKaLLMe NPeaoKEeHUA No yayYLleHUIo
OEeATeNbHOCTU OpraHM3auunii, UHAMBUAYaNbHbIX NpeanpUHUMaTENEN, COBEPLUEHCTBOBAHMUIO NPABOBOro
peryiMpoBaHUs OTHOLWEHWMN B TrOCYAapCTBEHHOW W OOLWECTBEHHOM »KM3HW, pPELUIEHUIO BOMPOCOB
3KOHOMMUYECKOMN, MOJIMTUYECKOM, couManbHOM M aApyrux chep AesTeNbHOCTM rocydapcrtsa M obuiecTsa,
rpynnupytotca otaenbHo. Kaxpoe obpalleHne W OOKYMEHTbl, CBA3aHHble C €ro pPacCMOTPEHUEM,
COCTaBAAIOT B Ae/le CaMOCTosTe/IbHYO rpynny. MoBTOpHble 06palLeHMa U AOKYMEHTbl, CBA3AHHbIE C UX
pPaccCMOTPEHMEM, CUCTEMATUIUPYIOTCS B Ae1e BMECTE C NpeablayLumu.

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

JNlvueBble cyeTa rpynnNUPYOTCA B CAaMOCTOATE/IbHbIE Ae/la B NpeAesiax rofa U CMCTEMaTU3MPYIOTCA Mo
andasuty bammani.

FNABA 12
SKCNEPTU3A LEHHOCTU AOKYMEHTOB

173. IKcnepTu3a LEHHOCTU AOKYMEHTOB - 3TO onpeaeneHne UCTOPUYECKOM, Hay4yHOW, COLMaNbHOM,
3KOHOMMYECKOMW, MOJAUTUYECKOM, KYNbTYPHOM M MNPAKTUYECKOM 3HAYMMOCTM [OKYMEHTOB C LE/NbIO
YCTaHOB/IEHWNA CPOKOB MX XpaHeHMA U 0Tbopa Ha XpaHeHue.

(n. 173 B pea. noctaHoBneHns MuHtocTa ot 10.12.2014 N 240)

174. 3KcnepTmsa LEeHHOCTM AOKYMEHTOB B OPraHU3aLMmn OCYLLECTBAAETCA MOCTOAHHO AEMCTBYIOLLEN
9K. B rocyfapcTBeHHbIX OpraHax M MHbIX OpraHM3auuAx, UMeLWnNX NoAYMHEHHbIE (BXOAALLMe B COCTas,
CUCTEMY) OpraHbl, OpraHM3aLmm, Co34at0TCA NOCTOAHHO AelcTeyolwme LISK.

(B pea. noctaHoBneHMA MuHiocTa o1 27.01.2012 N 18)

LU3K (3K) pekictByeT Ha OCHOBaAHWW MONOXEHMWA, YTBEPKAIEMOrO PYKOBOAMTENEM OpPraHU3auuu.
MonoxeHua o LIK (3K) opraHusaumii, ABNAOWMXCA MCTOYHMKAMM KOMMIEKTOBAHWUA rOCYAapPCTBEHHbIX
apPXMBOB, COMNacoOBbIBAOTCA C COOTBETCTBYHOLWMMM FOCYAAaPCTBEHHBIMWU apXMBaMM, MHbIX OpraHM3aumi - ¢
9K BblwecToAWMX OpraHn3aumnii.

175. U3K (3K) co3paetcs B coctaBe He meHee 3 yenosek. Mpeacepatenem LK (9K) HasHauaeTcs
3aMecTUTe/Ib PYKOBOAMTENA OPraHn3aumm, YaeHamm - pyKosoauTenb cay6bl JOY (nMuo, oTBeTcTBEHHOE
3a A0Y), 3aseaylolwmii apxMBomM (MLO, OTBETCTBEHHOE 3a apXWB) OpraHU3aumMu, rNaBHbI Byxrantep u
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apyrme Hambonee KBanuouuMpoBaHHble PaboTHUKM opraHusaumun. B coctas LIDK (3K) opraHusaumu,
ABNAIOLLIENCA UCTOYHMKOM KOMMNEKTOBAHMA FOCYAAPCTBEHHOTO apxXmMBa, MOMET BK/AOYaTbCA PabOTHUK
COOTBETCTBYIOLWLEro apxmBa. MepcoHanbHbIK coctas LIK (IK) yTBepKaaeTcs npmkasom (pacnopsxkeHuem)
pyKoBOAMTENA OpraHun3aumu.

176. OcHoBHbIMK dyHKUMAMMK LIK (IK) aBnstoTca:

npoBefleHNe 3KCNepTU3bl LIEHHOCTU [JOKYMEHTOB W oOnpeAefieHMe CPOKOB MX XPaHeHuA B
COOTBETCTBUM C 3aKOHOAATENbCTBOM Pecnybanku benapycs;
(ab3au, BBeaeH noctaHoBieHnem MuHiocTa oT 27.01.2012 N 18)

COrNacoBaHMe MPOEKTOB HOMEHKNATyp e/l OpraHusauMm U ee CTPYKTYPHbIX MoApasgeneHui,
TUNOBbLIX U MPUMEPHbIX HOMEHKNATYP AeN, WHCTPYKUMIA Mo AEeN0Npou3BOACTBY, MPOEKTOB MNepeyHel
AOKYMEHTOB C YKa3aHWeM CPOKOB XpaHeHWUA, MeTOAMYECKUX AOKYMEHTOB MO Ae/10Npon3BoOACTBY;

eXeroZiHbl oT60p JOKYMEHTOB Ha XPaHEHWNE N YHUUTOXKEHUE;

cornacoBaHue onucei gen NOCTOAHHOrO XpaHeHus, BpemeHHoro (cebiwe 10 neT) xpaHeHus U no
JIMYHOMY COCTaBY;

COr1IacoBaHME aKTOB O BblAE/NEHUN K YHUUTOMKEHUIO OKYMEHTOB U AeN, He Nog/eKallmx XpaHeHuIo;
(B pea. noctaHoBneHMA MuHiocTa oT 24.10.2011 N 235)

NoAroToBKa MPea/IoXeHnini 06 M3MEHEHMM CPOKOB XPaHEHUA OTAE/bHbIX KaTeropuil JOKYMEHTOB,
YCTaHOB/IEHHbIX 3aKoHodaTesnbcTBOM Pecnybamnku Benapycb, M BHeceHMe MX Ha PAacCMOTPEHWE OpraHoB
apXMBHOTO AeNa U Ae/0NPON3BOACTBA M rOCYAaPCTBEHHbIX aPXUBHbIX YUPEKAEHWN;

(8 pea. noctaHoBAeHMA MuHiocTa oT 27.01.2012 N 18)

OCyLLeCTB/IeHNE METOAMYECKOro PYKOBOACTBA UM KOHTPOJA 33 AeATeNbHOCTbI0 IK CTPYKTYPHbIX
nogpasgeneHuii  NoAYNHEHHbIX (BXO4ALWMX B COCTAB, CUCTEMY) OPraHOB, OpraHU3aLUmii;
(B peq. noctaHoBneHMA MuHiocTa o1 27.01.2012 N 18)

NPUHATUE pPEeWeHnin No BOMPOCaM COBEPLIEHCTBOBAHMA AEN0Npou3BoAcTBa M paboTbl apxvea
OpraHMn3aLmMm 1 NOAYMHEHHbIX (BXOAALLMX B COCTaB, CUCTEMY) OPraHOB, OpraHU3aLUmi.
(B pea. noctaHoBneHMA MuHiocTa oT 27.01.2012 N 18)

177. U3K (3K) snaBnAetca coBewaresbHbIM OpPraHoOM, pPeLeHUs KOTOPOro YTBEep:KAaloTCs
pykoBoguTenem opraHusaumu.

3aceganus LK (3K) u npuHMMaemble pelueHns opopmastoTcA NPOTOKONAMM.

178. HenocpepctBeHHbI 0oT6Op AO0KYMeHTOB HauuoHanbHOro apxmBHoro ¢oHaa Pecnyb6aunku
benapycb Ha XpaHeHMe B apXMB OPraHM3aLMKn 1 Bblae/IEHME K YHUUTOXKEHMIO NPON3BOAUTCA PAabOTHMKaMM
CTPYKTYPHbIX NOAPa3AeNeHNn OpraHn3aumm, B AesTeNbHOCTM KOTOPbIX OHWU Bblai 06pa30BaHbl.

(B pea. noctaHoBNeHMA MuHiocTa oT 27.01.2012 N 18)

MPUHLMNbI, KPUTEPUM M NOPAJOK NPOBEAEHUA IKCMEPTM3bl LLEHHOCTM OOKYMEHTOB OonpeaensaoTca
aKTaMu 3aKoHoAaTenbcTBa Pecny6imKku benapychb.

179. Mo pesynbTaTam 3KCNEPTM3bl LEHHOCTM W OTOOpa [OKYMEHTOB COCTaBAAIOTCA ONWUCK Aen
MOCTOAHHOrO, BpemeHHOro (cebiwe 10 feT) XpaHeHMs 1 MO IMYHOMY COCTaBY, a TaKXKe aKTbl O Bblae/eHNN K
YHUUTOMKEHMIO JOKYMEHTOB U A€, HE NOAJ/IEXKaLLUX XPaHEHMIO.

(B pea. noctaHoBneHMA MuHiocTa oT 24.10.2011 N 235)

FMABA 13
O®OPMJIEHUE AEN
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180. [Oena opraHusauuii noanexar odopMAEHMIO NpU KX 3aBeAeHUM W MO 3aBepLUeHUn
JenonpomnssoactBeHHoro  roga. OdopmneHve pgen  nposogutca  paboOTHMKaMM  CTPYKTYPHbIX
nogpasaeneHni, B KOTOPbIX OHU popmuUpyroTCA.

181. B 3aBMCMMOCTM OT CPOKOB XPaHEHUA NPOBOAMTCA NOJIHOE UM YacTMYHOEe obopMIeHNE aen.

YactnuHomy opopMIEHUIO NoasiexaT Bce Aena Npu ux 3asedeHnn B aenonpounssosctse. MosHomy
obopMNeHNIO noasexaT Jena MNOCTOAHHOTO W BpemeHHoro (cBbilwe 10 neT) XxpaHeHUs nocne WuXx
3aBeplleHna 4eNonpon3BOACTBOM.

182. YactmuHoe odopmieHWe pena nNpu 3aBedeHWM B Le/0NPOU3BOACTBE NpedycmaTpuBaeTt
opopmieHNe PEKBU3UTOB OGNIOKKM Aena B COOTBETCTBUM C HOMEHKNaTypoi gen. Ha obnoxkke pgena
YKasblBaloTcA:

HaMMeHOBaHMe BbILIECTOALLEN OpraHn3aLmu;
HaMMeHoBaHMe opraHMn3aLmm;

HaMMeHOBaHMEe CTPYKTYpPHOro nogpasgeneHva uanm  OGyHKUMM  (HanpaBfieHUs OeATesibHOCTH)
OpraHM3aLmn B COOTBETCTBUM C HOMEHKNATYPOW Aen;

WHAEKC fena No HOMeHKAaType Aen;

3aroJiIoBOK Aena;

rog, 8 KOTOPOM 33aBOAMUTCA AE0;

CPOK XpaHeHuA gena.

183. NonHoe opopmneHne gena npeaycmaTpmBaeT:
NoALWNBKY NN NepenneT Aena;

HyMepaumio INCTOB B Aene;

COCTaB/IeHME BHYTPEHHEN ONWCU OOKYMEHTOB Aena (B c/yyasx, onpeaeneHHbiX MyHKTom 186
HacToAwen UHCTpyKumn);

COCTaB/1eHME NINCTa-3aBepuTena gena;
0¢OpM}'IEHMe N YTOYHEHWNE PEKBU3NTOB 06./10KKHM aena;

CUCTEMATU3ALMIO [OOKYMEHTOB [JeNa B COOTBETCTBMM C TpeboBaHuamMM rnaBbl 11 HacToswen
UHCTpYKLMK.

184. flena, nognexawme nonHoMy oGopMaeHUIO, NOALWMBAIOTCA HE MEHEE YeM B YETbIpe NPOKO/IA B
TBEPAYID O0O/I0XKKY MAM MepensietalTcd C YY4eTOM BO3MOMKHOCTM CBODOOAHOrO UTEHWA TeKCTa BCEX
AOKYMEHTOB, 4aT, BM3 W Pe30/oLuit Ha HUX. JoKymeHTbl, opopmaeHHble Ha anuctax bymarmn dopmata A4 B
anbboMHON OpMeHTauMu, noAlMBaloTCA (nepenneTaioTca) 3a /fieBoe Mose M CcKnagbieatotca. Mpu
NOAroTOBKe AeN K NoALMBKe (nepenneTy) meTanandeckme npegmetsbl (6ynaBku, CKobbl, CKPenku u ap.) us
AOKYMEHTOB YAaNAoTCA.

[ena nNOCTOAHHOrO XpaHeHus, CcoCToAWME W3  [AOKYMEHTOB 0CO6OM Hay4yHO-UCTOPUYECKOMN,
XYA0XECTBEHHOM M MHOMN LEHHOCTU MAM HePOPMaTHbIX OKYMEHTOB (YepTeXM, PYKOMUCKU U T.4.), XpaHATcA
B MarnKax c Tpems KJanaHamu 1 3aBA3KaMM UK B KaPTOHHbIX GyTaapax (Kopobkax).



185. /lnucTbl B Aene, Kpome AWCTa-3aBepuUTens Aena M JIUCTOB BHYTPEHHEN OMUCKU, HYMepyroTca B
NpaBoM BepXHeM yray apabckumm undbpamm YepHbIM rpaduTHbIM KapaHaalwom. Micnonb3oBaHne YepHua u
UBETHbIX KapaHAalwen Ans Hymepauumu JIMCTOB He gonyckaetcs. JINCTbl BHYTPEHHEW ONUCKU OOKYMEHTOB
OEeNa HYMepyoTca oTAeNbHO. JINCTbI KaXKA0ro ToMa fesla HYMepyrTCA OTAE/bHO.

CNOKEHHbIN NIUCT Pa3BOPAYMBAETCA U HYMEPYETCA B NPABOM BepxHeMm yray. JIuct ntoboro popmata,
NOALMNTbIM 33 OAMH Kpal, HymepyeTca KaK OAWH NUCT. JIMCT, CAOXEeHHbIA nornonam M NoAWWUTbIA 33
cepeamnHy, HymepyeTca Kak ABa nucTa.

YepTexn, amarpammel, ¢otorpadum u apyrume cneumduyeckne AOKYMeEHTbI, NpeacTaBastoLlme
CaMOCTOSTE/IbHbIN NUCT B AeNie, HYMepyloTca Ha 06OPOTHOW CTOPOHE B IEBOM BEPXHEM YIAY.

JIUCT C Harnyxo HakneeHHbIMU AOKyMmeHTamu (doTorpadumsamu, Bbipe3Kamu, BbIMUCKAMKU W T.M.)
HyMepyeTca Kak 0gMH NCT. [JOKYMeHTbI, NOAK/EEeHHble OAHUM KpaemM, HYMepPYOTCA OTAENbHO.

[lOKYMEHTbI, KOTOpPble HEBO3MOXHO MOAWMWTL B [Ae/0, BKAaAblBalOTCA B KOHBEPT, KOTOPbIN
noALWwmnBaeTcA B Ae0. BAoxeHnsa HYMepyloTca OTAEeNbHO OT KOHBEPTOB: BHayane HyMepyeTca KOHBepT, a
3aTemM o4yepeaHbIM HOMEPOM KakA0€e B/IOXKEHWE B KOHBEpPTeE.

MoawmnTble B A0 AOKYMEHTbl C COBCTBEHHOW HymepaluMel NNCTOB (BKAKOYas neyaTHble M3AaHuA)
HymepyloTcA B obliem nopsaxe. CobcTBeHHaa HyMepauma COXPaHAETCA, €CNU MMEIWMUIn ee AO0KYMEHT
cocTaBfiAeT oTAeNbHOE Aeno.

MpyM HanAMuMmM 6ONbLWIONO KOAMYECTBA OWWMBOK B Hymepauuu JIUCTOB Aena NpoBOAUTCA WX
nepeHymepaLuua: CTapblii HOMep 3a4epKMBaAETCA O4HOW HAaKNOHHOW YepTon, PAAOM CTaBUTCA HOBbI HoMep
nucta. Ecnm obHapyKeHHble OWKMBKM B HYMEpPALMM HE3HAUUTE/bHBI, TO UCMOJb3YHOTCA IMTEPHbIE HOMEpPA
JCTOB.

Hanpumep: 15a, 156

186. K genam, yyet KOTOpbIX Bbi3biBaeTcA cneuuduKon AoKyMeHTauumn (0cobo UeHHble, cyaebHble,
CNenCTBEHHbIE, JIMYHbIE Aena, Aena, CPOPMMPOBaHHbIE MO BMAAM W PA3HOBMAHOCTAM [OKYMEHTOB,
3aro/IOBKM  KOTOPbIX HE MOJIHOCTbIO PACKPLIBAOT KOHKPETHOE CoAepiKaHWe [OKYMEHTOB [Jena),
COCTaB/AETCA BHYTPEHHAA ONUCh LLOKYMEHTOB Ae/a No popme COrnacHo npuaoxKeHuto 13.

Bo BHYTpeHHel OMUCK YKa3bIBAlOTCA MOPSALKOBbleE HOMepa [LOKYMEHTOB B Aene, AaTbl, MHAEKCHI,
3aro/IoBKM AOKYMEHTOB M HOMEPA /INCTOB, HA KOTOPbIX PACMOOMKEH KaKabli AOKYMEHT. Bo BHyTpeHHek
onuncu Aen ¢ pacnopaguTeNbHbIMN OKYMEHTAaMM NO IMYHOMY COCTaBy B KaYecTBe 3aro/I0BKa yKasblBaloTcA
npegnucbiBaemble AeNCTBMA (Mpuem, NepesBos, YBOJIbHEHWE U Ap.) C yKa3aHMem bamuanii, cobCTBEHHbIX
MMEH, OTYeCTB (eciM TaKoBble MMelTCA) KOHKPETHbIX paboTHMKOB. ECM B o4HOM pacrnopsaamTesbHOM
AOKYMEHTEe MO /IMYHOMY COCTaBY COAEPMMUTCA HECKONbKO AEMCTBMIA, KaXAoe M3 HUX OTParkaeTtcs BO
BHYTPEHHEN ONM1CK NOJ CaMOCTOATE/IbHbIM MOPAAKOBbIM HOMEPOM.

(8 pea. noctaHoBneHMA MuHiocTa oT 24.10.2011 N 235)

BHYyTpeHHAA onMcb JOKYMEHTOB JIMYHOTO Ae/ia COCTaB/AAETCA B NpoLecce BeAeHWA IMYHOTOo Aena.
(B pea. noctaHoBneHMa MuHiocTa ot 05.03.2018 N 51)

B KOHUEe BHYTPEHHel OMUCK [eNlaeTcs WUTOroBas 3amnmucb, B KOTOPOM YKasbiBaeTcA uudpamu u
NPONUCHIO KOJIMYECTBO BK/IOYEHHDIX B 1€/10 OKYMEHTOB M KOJIMYECTBO JIMCTOB BHYTPEHHEN OMUCH.
(B pea. noctaHoBneHMA MuHiocTa oT 10.12.2014 N 240)

BHYyTpeHHAA onMcb NoANUCbIBAETCA COCTaBUTE/IEM C YKa3aHUEM A0/IKHOCTU, pacluMdpoBKM NoANUCH,
[aTbl COCTAaBAEHUS M NOMellaeTca B Hadane aena. Ecam pgeno noawuto (nepenneteHo) 6e3 BHyTpeHHeM
OMMCK, COCTaBNEHHaA MO YCTaHOBAEHHOW Gpopme BHYTPEHHSAA ONUCb NOAKNENBAETCA K BHYTPEHHEeN CTopoHe
0610KKM Aena.
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N3meHeHMA cocTaBa AOKYMEHTOB Aefla (M3bATUE, BKAOUYEHUE AOKYMEHTOB, 3aMeHa MX KOMUAMMU U
Ap.) oTpa)KkatoTca BO BHyTpeHHel onunck B rpade "MprmedaHme" co CCbIIKAMU Ha COOTBETCTBYIOLLME aKTbl.
Mpu HeobxXxoAMMOCTM COCTAaBAAKOTCA HOBble WTOrOBAA 3anMCb K BHYTPEHHEM ONWCKU M 3aBepuTesibHan
HaAMNuCob.

187. [na yyeta Konmyectsa JIMCTOB B Aene, dpMKcaumm ocobeHHocTel nx Hymepauum u pusmyeckoro
COCTOSIHMA COCTaB/IAeTCA 3aBepuTesibHaa HaAnuUcb. 3aBepuTenibHaA HaAMMUCb COCTAaBASAETCS Ha OTAE/IbHOM
NncTe-3aBeputene aena no Gopme COrnacHoO NpUNoXKeHuto 14 n nomellaerca B KoHLUe Aena (Toma, yactu).
Ecnm geno noawuto (nepenneteHo) 6e3 nMCTa-3aBepPUTENA, COCTAB/IEHHbIM MO YCTaHOBAEHHON dopme
NINCT-3aBepuTeNb NOAKAENBAETCA K BHYTPEHHEN CTOPOHE 0610KKM Aena.

B 3aBepuTeNnbHON HaanUcu uMdpamm U MPOMNUCLIO YKa3blBalOTCA KOJIMYECTBO MPOHYMEPOBaHHbIX
JINCTOB, KOJINYECTBO JINCTOB BHYTPEHHEN onucK (Npy ee HanmMuum), Haiuumue AUTEPHBIX U MPONYLWEHHbIX
HOMEPOB /INCTOB, HOMEPa JINCTOB C HaK/JeeHHbIMW PoTorpaduAmMM M AOKYMEHTamMM (38 UCKIOUYEeHnEM
JINYHLIX AeNn), HOMepa KOHBEPTOB C B/IOXKEHUAMU N KOJIMYECTBO B/IOXKEHHbIX B HUX UCTOB. Koanyecrso
JINCTOB BHYTPEHHEN OMUCKU YKasblBaeTcA B 3aBEPUTE/IbHOM HaAnMcu nocnie obuiero Koauuyecrsa /IMCTOB
Aena vepes 3HaK "+" (natoc).

3aBepuTenibHas HaAMMCb MOAMUCLIBAETCA COCTAaBUTE/IEM C YKasaHMeM [O0J/IKHOCTM, paclimdpoBKU
MoAMNMCK M AAaTbl COCTaBAEHUA.

MNpn nepeHymepaumun INCTOB B KOHLE Aena COCTaBAAETCA HOBaA 3aBepuTesibHaa HaANUCb, ctapasd
HaANMUCb 3a4€pPKMNBAETCA, HO COXPaHAETCA B AeNe.

188. 0610KKM aen opopmaatoTca no Gopme CornacHo npuioxKeHuio 15.

Mo OKOHYaHWWM AEeNonpPOM3BOACTBEHHOIO roga PeKBM3UTbI 06N0XKEeK Aen, nogaexkalmx nosHoMy
0OPMNEHNIO, YTOUHSIOTCA:

npn wUsMeHeHn HanmmeHOBaHUA BbILIJeCTOFILLI,eﬁ opraHnsauuun, opraHunsaunm UAnN CTPYKTYpHOToO
nogpasgeneHna, Npu nepegade gena B gpyryto opraHM3aLmio Uan CTPYKTYpHoe nogpasaeneHme B nepuogs,
dopmupoBaHMAa gena Ha 0b10XKKe YKa3biBaeTCA HOBOE HaMMeHOoBaHMe (CBepXxy), a NpPeXKHee 3aKatoYaeTca B
CKObKU;

B 3aro/sioBkax gen c pacnopagntesibHbiIMU OOKYMEHTaMM, NPOTOKO/1IaMU, COCTOALLNX U3 HECKO/IbKUX
TOMOB, YKa3blBalOTCA X HOMeEPaQ,

Ha 06/10KKe AeNna NpoCTaBaAeTCA AaTa Aena (KpaﬁHME AaTbl JOKYMEHTOB, BK/TIOYEHHDbIX B p,eno);

€C/N B Ae/10 BKAKOUYEHbI AOKYMEHTbI 33 6on1ee paHHUIA Nnepuog, Yyem rogd Gopm1MpoBaHuUa gena, To nog,
OaToW aena genaercs oTmeTKa "MmetoTcs AOoKYMeHTbI 3a ... roa(bl)";

13 INCTa-3aBeputena Ha 06ﬂ0)‘KKy Aena BbIHOCUTCA KOMMYeCTBO JIUCTOB B AENE;

npy“ BHECEHUW Aena B CBOAHYH OMWUCb B COOTBETCTBUM C TpeboBaHMAMM MyHKTa 204 HacTosAwel
MHCTPYKUMM Ha 0610KKe Aenia NPoCTaBAAeTCA apXmMBHbIi wWndp (Homep poHAa, onucK 1 Aena no onucu).

[data Ha o6n0xKe gena ob6osHauaerca apabckmmmn umdpamu. JaTtbl A€ C NAaHAMW, OTYETaAMM,
WTAaTHBIMM PACMMUCAHMAMM, ANYHBIMU KapTOUYKaMM YBOJEHHbIX PabOTHWKOB, JNLEBbIMM CYETamMM, Aen,
cPOPMMPOBAHHBIX M3 HECKONBbKMX JIMYHBIX [AEN YBOJEHHbIX PabOTHWMKOB, U fe/l, COAeprKalmUx OAMH
AOKYMEHT, BK/IIOYAIOT TO/IbKO rog,. KpaliHMMu AaTamu IMYHOTO Aena ABAAOTCA AaTbl MPUKA30B O NpUeme U
YyBOJIbHEHUW PAabOTHUMKA, HA KOTOPOTO 3aBELEHO AENo.

B BepxHel YacT 0b610KeK AN NOCTOSHHOIO XpaHeHWA, Nog/exKallmx nepesaye B rocyaapcTBeHHbIN
apxue, NPeaycMaTpMBaeTCd MecTo ANS YKa3aHWA HanmMeHOBaHWA COOTBETCTBYIOLLErO rocyAapCTBEHHOro
apxuea.



Haanucu Ha 0610Kax 4eNatoTCs YETKO CBETOCTOMKMMU YepPHUAAMM, TYLLbIO WX LIAPUKOBOM PYUKOA.
[onyckaeTtca opopmaeHne PeKBU3NTOB 06N0MKKMN C MOMOLLBIO TEXHUYECKUX CPeaCTB Ha OTAEe/IbHOM JINCTE C
nocneayroLen HakNemKom ero Ha 0610XKKy aena.

189. [Oena BpemeHHoro (go 10 neT BKAOYUTENBHO) XpaHeHWa Mocie  3aBeplleHus
OEeNonpons3BOACTBOM OCTAKOTCA YacTUMHO OGMOPMIEHHbIMU: AOKYMEHTbI XPAHATCA B CKOPOCLUMBATENAX,
JINCTbl HE HYMepYyoTCA, nepecucTtemaTu3auma JOKYMEHTOB B Aene He NpOoBOAMTCA, BHYTPEHHME OMUCK U
3aBepuTesibHble HAAMNUCU He COCTaBNAIOTCA.

rNMABA 14
COCTAB/IEHWUE ONWUCEN AEN

190. Onucb p[en - apxvMBHbIM CMPABOYHMK, COAEPMKALWMIA CUCTEMATU3MPOBAHHBLIN MNepeyeHb
3aro/IOBKOB A€, NpefHasHaYeHHbld A1A PacKpbITUA COCTaBa WM COAEprKaHusA Jenl, UX ydyeTa u
cucTemaTmsaumu.

191. OnncK coCTaBNAIOTCA eXeroAHo Ha Aena, 3aBeplueHHble AeN0NPonU3BOACTBOM, CPOK XpaHeHuUA
KoTopbIx npeBbiwaer 10 net. ONUcK Aen COCTaBAAKOTCA OTAE/bHO Ha Aefla MOCTOAHHOro, BPEMEHHOro
(cBbliwe 10 neT) XxpaHeHusa, No JIMYHOMY COCTaBy, Ae/la CO CNneunasbHON AOKyMeHTaunel (HaydHble oTYeThbl
no Temam, cysiebHble U CNeAcTBEHHbIe Aena U T.0.).

192. OnucK aen cocTaBAATCA B CTPYKTYPHbIX NoApa3aeneHusx (B 6eccTpyKTypHbIX OpraHu3aumax -
paboTHMKamMK, OTBETCTBEHHbIMW 3@ COOTBETCTBYHOLUME HAMpPaBAEHUA OEATENbHOCTU WAW BbINONHEHME
dYHKUMI) (Oanee - onucK Aen CTPYKTYPHbIX noapasaeneHuii) u B apxmuse opraHvMsauum (aanee - ceogHble
onucu gen).

193. B CTPYKTYpHbIX NOAPA34ENEHUAX ONUCK e/l COCTAaBAATCA NO4 METOANYECKMM PYKOBOACTBOM
apxuBa opraHusaumm no Gopme CoriacHo NpuaoxKeHuto 16.

194. Onucxu Aen CTPYKTYPHbIX noapasgeneHuii Ao/mkHbl 6biTb cocTasfieHbl U opOpmaeHbl B
yCTaHOB/IEHHOM nopsaake He no3gHee 31 gekabpa roga, credyollero 3a roAoM 3aseplueHus aen
OeNonpousBoACcTBOM, W MNPeACTaB/iieHbl B apXvMB  OpraHM3auMM B TeYeHMe  C/edyloulero
AenonponsBoAcTBeHHOro roga. OTBETCTBEHHOCTb 38 CBOEBPEMEHHOE M KauecTBEHHOE COCTaB/leHne onucei
[Aen CTPYKTYPHbIX NogpasaeneHuin HecyT pyKoBOAUTENM 3TMX noapasaenieHnii (paboTHUKN, OTBETCTBEHHbIE
3a COOTBETCTBYIOLIME HAMPaBAEHNA AeATeIbHOCTM UM BbiNoHEHNE GYHKLMUIA).

195. MMepen BHeceHWem 3aro/0BKOB Aen B ONUCb MNPOBEPAETCA COOTBETCTBME KOAM4YecTBa Aen,
BHOCMMbIX B OMWUCb, KONMYECTBY 3aBEAEHHbIX AEN NO HOMEHK/AaType AeNl OopraHu3auum, NpousBoaMTCS
NONUCTHbIM NpocMmoTp Aen. [lpu nNpocmoTpe pgena nNpoBepaeTca COOTBETCTBME 3aro/0BKa Aena
COAEPKAHUIO OKYMEHTOB B Aefie, NPaBU/IbHOCTb 0POPMAEHMA U TPYNMUPOBKM AOKYMEHTOB, BK/IOYEHHbIX
B [O€710, KayecTBO NOAWMBKM WMAW Nepenneta, Hymepauus JUCTOB AeNa, HaauMyiume M npaBuIbHOCTb
odopmMneHUa BHYTPEHHEN ONUCK Aena B Cay4dasnx, onpeaesieHHbIX NyHKTom 186 HactoAwen UHCTpyKkumn,
Ha/MuMe U npasBuUAbHOCTL OdOPMIEHUA 3aBepuTeNbHOM Haanucu. O6HapyKeHHble HapylueHuA
YCTAaHOBNEHHbIX npaBua  ¢GopMUpOBaHMA U OoPOpMAEHMA  Aen  YCTPaHATCA B CTPYKTYPHbIX
noapasaeneHusx.

Mpy OTCYTCTBMM AN, YUCAAWMXCA NO HOMEHKNAType gen, CTPYKTYPHbIM noApasgaeneHnem
NPUMHMMAIOTCA Mepbl MO MX Po3bicKy. OBHapyKeHHble Aena BKAYaloTcA B onucb. ECM MoUcK okasancs
6e3pe3ynbTaTHbIM, TO HA OTCYTCTBYHOWME JAefla COCTaB/AAETCA CMpaBKa C W3NOMKEHMEM MPUYMH KX
otcyTcTBMA. CnpaBKa MOAMMCLIBAETCA PYKOBOAWUTENEM CTPYKTYPHOro nogpasgeneHvsa (paboTHUKOM,
OTBETCTBEHHbIM 33 COOTBETCTBYIOLLEE HAMpaB/ieHVWe [eATeNbHOCTM WAW BbINOJHEHWE GYHKLMUIN) u©
nepesaeTcs BMeCTe C ONUCbIO Ae/ B apXUB OpraHM3aumu.

196. Mpu coctaBneHUM onucu Aen CTPYKTYpHOro noapasfeneHua cobatogatotca cneayoume
TpeboBaHwuA:



Kaxkgoe feno (Tom, 4acTb) BHOCMTCA B ONMUCH NOZ, CAMOCTOATE/IbHBIM NOPAAKOBLIM HOMEPOM;
nopAAOK HyMepauun Aen B ONUCK - BalIOBOMW;

3aro/IOBKM AeNl BHOCATCA B OMNWUCb B COOTBETCTBUM C NMPUHATOM CXEMOM CMCTEMATM3ALMM HA OCHOBE
HOMEHKNaTypbl Aen;

rpacdbl ONUCK 3aNO/IHAIOTCA B TOYHOM COOTBETCTBMM C TEMU CBEAEHUAMM, KOTOpble BbIHECEHbl Ha
060Ky Aena;

npu BHECEHUM B OMUCb NOAPSA HECKOJIbKMX AeN C OANHAKOBbIMW 3aroI0BKaMWn 3aroN0BOK NepPBOro
[ena yKasblBaeTcA MNOMIHOCTbIO, @ 3ar0/I0BKKU nocneayowmx aesn obosHavatotca cnosamum "To xe", npu aTom
Apyrve cBefleHns 0 Aeflax BHOCATCA B OMMUCb NMOJHOCTbIO (Ha KaXa0M HOBOM /IMCTE OMMCK 3aro/10BOK Aena
BOCMPOU3BOAUTCA NOJHOCTbIO);

nepexogsliMe aena, cogepallme JOKYMEHTbI 33 HECKOIbKO JIET, BK/IOYAKOTCA B ONUCH A/ NO roay
3aBefeHuA; NMpU COCTaBNEHUMM OMUCEN AeN MOCAeAylolmMX J/iIeT, B TeyeHWe KOoTopbix ¢GopmupoBaHue
nepexoalmx aen 6ol10 NPOAOAKEHO, B HMUX 3@ MOC/AELHEN OMUCATENbHOM CTPOKOW Kanporo roga
[enatoTcs CCbIJIKM Ha HOmepa Aen Mo OMMCU TOro rofa, B KOTOPYK 3TU nepexogslme gena 6buiu
BK/IHOYEHbI;

Hanpumep:
JokymeHTbl 3a 2006 roa, cm. Takxke B onuck N 3/2005 3a 2005 roa, aena N 5, 7, 15.

rpada onucu "MpumeyaHue" ncnonbsyetca AN8 OTMETOK O Nepesaye Aefl B apXWB OPraHusaumu, o
Oenax, NPUHATbIX U3 APYrMX CTPYKTYPHbIX NOApasfAesieHUin B TeYeHne AeNonpousBoACTBEHHOIO roga, ob
0C06eHHOCTAX PUINYECKOro COCTOSHUA Aen U T.0.

197. OnucK gen CTPyKTYpHbIX NoApasaeneHnii MMerT NopaaKoBble Homepa. Homep onucn coctout
U3 MHAOEKCa CTPYKTYPHOro noApasfeneHua no HOMEeHKAaType Aen opraHusauumu, roga, 3a KoTopbli aena
BK/ItOYAlOTCA B onucb. K Homepy onucK aen no AM4yHomy coctaBy aobasnaetca bykBeHHoe 0603HaueHue

"nc", a K Homepy onuck gen BpemeHHoro (cebiwe 10 neT) xpaHeHus - "B

198. B KoHLE Oonucu aen CTPyKTypHOro noApasgeneHuns (3a nocnegHei onucaTeslbHOM CTPOKOW)
COCTaBAAETCA WTOroBasA 3anWcb, B KOTOPOM UMPpamMm M MNPOMNUCHIO YKa3blBAaeTCA KOAMYECTBO Aen,
BK/OYEHHbIX B OMNWCb, MEepBbii M MNOCAeAHMI HOMepa Aen Mo OMMCKW, OroBapuBaloTCcs 0COBEeHHOCTU
Hymepauuu Aen B onucK (nntepHble 1 NPonyLeHHble HOMepa).

199. Onucb [en CTPYKTYpHOro noApasfefieHna noAnucbiBaeTcd COCTaBUTENEeM C  yKasaHuem
AOJIKHOCTHM, pacwndpoBKM NOANMUCU U AaTbl COCTABNIEHMSA, COFNACOBLIBAETCA PyKOBOAUTENEM CYKObI L0OY
opraHmzaumu, 3K CTPYKTYpHOro mnoApasgeneHvs (npu Hanvumm) U yTBEPNKAAETCA PyKoBoAUTENEM
CTPYKTYPHOTO NoApasaenieHus.

200. OnucK pen CTPYKTYPHbIX NogpasaeneHnin CoCTaBAATCA B ABYX SK3eMNspax, a npu Haanumm 3K
CTPYKTYpHOro nogpasaeneHus - B Tpex. O4MH 3K3eMNIAp OCTAeTCA B CTPYKTYPHOM NOApasaeeHnn, BTOPoi
nepesaeTca B apxms BMeCTe C AeslaMu, TPETU NOALWMBAETCA K NPOTOKOY 3aceaaHuma JK.

201. Ha 0610KKax Oen, BHECEHHbIX B OMUCb AeN CTPYKTYPHOro nogpasaeneHusa, MArKMM YepHbIm
rpapuTHBIM KapaHAaWoMm NPOM3BOAMTCA BpemMeHHas wWwWudpoBKa AeN B COOTBETCTBMM C OMUCbIO Aen
CTPYKTYPHOro noapasgeneHus.

202. Mo onucaAmM Aen CTPYKTYPHbIX NoApa3aeneHnii AOKYMEHTbI CAAl0TCA B apXMB opraHusaumu. Ha
OCHOBE OMUCEN AN CTPYKTYPHbIX NOAPa3AeeHUn B apXmBe OpPraHn3aumm CoCTaBAATCA rof0Bble pasaesbl
CBOZHbIX Onucein aen.



203. Mpu HanMuMn B opraHM3aunmn obLLeCTBEHHON opraHM3auumn (npodeccnoHanbHOro cosa u ap.)
ee JOKYMEHTbl BK/IOYalOTCA B OTAENbHYIO OMWUCb Aen, cocTaBasemyto no ¢opme, yCTaHOBAEHHON ANs
onucen Aen CTPYKTYPHbIX noapasgeneHunin. Oena obuiecTBeHHON OpraHW3auMm MNepenaloTca B apxuBs
opraHmM3auuu B NopsaKe, YCTaHOBNIEHHOM A1A Nepeadn Aen CTPYKTYPHbIX NogpasaeneHuin, 1 BKAKYaoTCs
B roZL0Bble pa3aesbl CBOAHOM OnucK Aen.

FNABA 15
NEPEOAYA AEN B APXUB OPFTAHU3ALUN

204. lena nocTosiHHOro, BpeMeHHoro (cebile 10 neT) XpaHeHMsa 1 No AMYHOMY COCTaBy noanexxar
nepegaye B apxms OpraHmMsaumm.

Oena gonxHbl 6bITb NepesaHbl B apXUB OpraHM3aLmMM U BKAOYEHbl B CBOAHYHO ONMCb Aen (roaoBsoi
pasgen cBogHOM onuvcu Aen) No UCTeYeHUM roga, HO He nosgHee ABYX JieT NOC/Ae MX 3aBeplueHus
AenonponssoacTBOM.

Mepepaya gen B apxme OpraHM3aLLMM OCYLLLECTBAAETCA NO ONUCAM AEN CTPYKTYPHbIX MOAPa3AeNeHUN,
COCTaBNSIEMbIM B COOTBETCTBUM C TpeboBaHMAMM rnaBbl 14 HacTosAwen NHCTpyKumn.

205. lena BpemeHHoro (40 10 neT) xpaHeHUs B apXmMB OpraHmn3aLmMm He nepeaatoTca 1 No UcTevyeHumn
CPOKOB BPEMEHHOr0 XPaHEHUA NOAJEeXKAT YHUUTOXKEHMIO. INIEKTPOHHbIE AOKYMEHTbl, B OTHOLUEHMUMU
KOTOPbIX MPUHATO TaKoe pelleHne, NepesatoTca B apXMB 4O MCTEYEHUA CPOKa AeNcTBUA cepTudMKaTta
OTKpbITOro Kawoda JUMN. Nepepaya aen spemeHHoro (4o 10 NneT) XpaHeHUs B apXMB OpPraHU3aLum
[O0MYCKAETCA B UCKAIOUUTENbHbBIX CY4anX MO PeLUEHUD PYKOBOAUTENA OpraHM3aumun. MNepegadva Takux gen
B APXMB MOET OCYLLECTBAATLCA MO COMAaCOBAHUIO C apXMBOM OpraHM3aLMmM N0 HOMEHKNAType aen.

(B pea. noctaHoBneHMA MuHiocTa oT 30.12.2015 N 225)

206. [lena nepepalotca B apxvMB OpraHusaumm no rpaduky. FpaduKk cocTaBAseTca 3aBeaylolimm
apXMBoM (NMLOM, OTBETCTBEHHbIM 33 apXWB), COrNacoBLIBAETCA C PYKOBOAUTENAMMU CTPYKTYPHbIX
noApasfaeneHnin 1 yTBEPKAAETCA PYKOBOAMTENIEM OPraHM3aLmu.

Mpy npueme-nepegaye Aen B apxuBe NpoOBepsaeTcA NpaBuAbHOCTL popmMMpoBaHMA U opopmMaeHuUs
[en, COOTBETCTBME KOMYECTBA A€/, BHECEHHbIX B ONWUCb e/l CTPYKTYPHOIO NOAPasAeneHus, KOINYecTsy
[en, 3aBefleHHbIX B COOTBETCTBMM C HOMEHKNATYpOM AeN OpraHu3auuu. BbifABieHHble Mpu MnpoBepke
HeAO0CTaTKM YCTPaHAIOTCA paboTHMKAaMK CTPYKTYPHbIX NoapasaeneHui.

[ena nepefatoTcs B apxmMB OpraHM3aumm B NPUCYTCTBUM PaboTHUKA CTPYKTYPHOro nogpasaeneqHus. B
060MX 3K3emnnspax onucu B rpade NpMMedvaHMe KaKkAOro 3aro/loBKa Aena MPOoCTaBAAITCA OTMETKU O
HaAnuMM gen. B KOHUE KarKaoro sksemnaspa onucu umMdpamm v NPONUCbI0 YKasbiBalOTCA KOJ/IMYECTBO
baKTUUYECKM NPUHATBLIX B apXMB AeN, AaTa npuvema-nepesadn aes, HauMeHOBaHUA AONKHOCTEN, NOANMUCH,
pacwndpoBKM Noanucen nnua, nepeaasLlero aena,  paboTHWKa apx1Ba (NMLa, OTBETCTBEHHOIO 33 apXMB),
npuHABLIEro Aena.

CBepeHHble C ONMUCbIO Aena NoAabupaloTcsa U yBA3bIBAOTCA B apXMBHbIe CBA3KM TOALWMHON 40 20 cm.
[ena yKknaablBaloTcs NO BO3PACTaHUIO HOMEPOB B OMUCK Ha 06e CTOpOHBbI. [ena AOCTaBAATCA B apXuB
pPaboTHMKaMM CTPYKTYPHbIX NOAPA3AENEHWNN.

FNABA 16
YHUYTOXKEHUE JOKYMEHTOB C UCTEKLLUMU CPOKAMU XPAHEHNA

207. OT6op AOen K YHUUTOMKEHMIO OCYLLECTBASETCA MO pPes3y/NbTaTaM 3KCMepTM3bl LEHHOCTU
AOKYMEHTOB Noc/ie NoAroTOBKM CBOAHbIX ONMUCEN e/l MOCTOSHHOTO, BpeMeHHOoro (cBbiwe 10 neT) xpaHeHus
M NO NINYHOMY COCTaBy M OPOPMAAETCS aKTOM O BbILEJEHUN K YHUUTOMKEHUIO LOKYMEHTOB U AeN, He
NOANENKALNX XPAHEHMIO.

(8 pea. noctaHoBneHMA MuHiocTa oT 24.10.2011 N 235)
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HenocpeacTBeHHbIi OTOHOP [AOKYMEHTOB K YHUUTOXEHMIO B CTPYKTYPHbIX nNoapasgeneHuax
OCYLLECTBAAIOT OTBETCTBEHHbIE 3a Ae/0NPOU3BOACTBO /ML, [poBepKy NPaBUAbHOCTU MPOM3BEAEHHOTO
oTbopa ocyuiectenset L|IK (3K) opraHmsauum.

208. [lena BKAOYALOTCA B KT O BbIAENEHUN K YHUYTOXKEHWIO, ECAN YCTaHOBAEHHbIA CPOK UX XPaHEHMUA
ucTeK K 1 AHBapA roaa, B KOTOPOM COCTaBNEH aKT.

209. AKT O BblAENIEHMN K YHUUTOXKEHMUIO AOKYMEHTOB U AeN, HEe MNOoANeXKalMX XPaHEHUID, MOXKeT
COCTaBNIATLCA KaK Ha Aefla BCcel opraHM3aumu, Tak M Ha AeNa OTAENbHOro CTPYKTYPHOro nogpasaeneHus.
Ha gokymeHTbl ¢ oTmeTKol "IMK" cocTaBnaeTcs oTaebHbIN aKT.

210. AKT O BblAENEHMM K YHUUTOXKEHWUIO AOKYMEHTOB W [AeN, He MoA/eXallunx XpaHeHuto,
cocTtassiAeTcA No Gopme CornacHo NpuaoxKeHuno 17. B aKTe yKasbiBaloTcA:

3aroN0BKM OTAENbHbIX A€M UK TPYNMOBbIE 3aro/I0BKM O4HOPOAHbIX AeS;
Hanpumep:

Mnan paboTbl oTAeNa AOoKymeHToBeAeHMA Ha 2001 rog,

nnm

MnaHbl paboTbl CTPYKTYPHbIX NOoApPa3AeIeHUA UHCTUTYTA
AaTa UK KpaiiHue aatbl gen;
Hanpumep:

2001

nunm

2001 - 2005

HOMEepa HOMEHKANATyp AeN, B KOTOPbIX 6blAM YYTEHbl BblAeNAeMble K YHUUTOMEHMIO Aena WUAu
HOMepa onuceit Aen BPeMEHHOro XpaHeHWUsA, B KOTOpble BbliM BKAOYEHb! BblAENAEMbIE K YHUUTOXKEHUIO
Aena (ans gen co cpokom xpaHeHus 6osee 10 feT, B TOM YMCae NO IMMHOMY COCTaBy), HOMepa onucei aen
NOCTOAHHOMO XPaHeHMs, U3 KOTOPbIX B X04e WX NepepaboTKku OTAeNbHble AeNa UK LOKYMEHTbI BblaeneHsi
K YHUUTOXKEHUIO;

WMHAEKCbl AieN No HOMeHKaType Aen nan Homepa Aen no onucu;
KOZIMYECTBO AeN (KaxAbli TOM YUMUTbIBAETCA KaK OTAEeNbHOE AeNo);
CPOKW XpaHeHMWA Aen U HOMepa CTaTel (MYHKTOB) Mo nepeyHsaM.
Hanpumep:

5n.,n.461

211. AKT O BbIAENEHUM K YHUUTONKEHUID [AOKYMEHTOB M e/, He MNognexalwmx XpaHEeHUto,
NOAMNUCbIBAETCA JIMLOM, MPOBOAUBLUMM 3KCNEPTU3Y LLEHHOCTU [LOKYMEHTOB, M pPacCMATpPMBAETCA Ha
3acegaHum LIIK (9K) opraHnsaumm ogHoBpeMeHHO CO CBOAHbIMMW ONMUCAMU OeN.

(B pea. noctaHoBneHMa MuHiocTa oT 24.10.2011 N 235)

AKT, COCTaB/IAEMbIN B OopraHunsauum, FIBIIFIIOLLI,EI\;iCFI NUCTOYHMKOM KOMNNEKTOBAHUA TOCYOapPCTBEHHOTO
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apxvBa, YTBEPXKOAETCA PYKOBOAUTENIEM OpraHU3auuu nocse  YTBEPXKAEHWUA  COOTBETCTBYHOLWMM
rocyapCTBEHHbIM APXMBOM WM CTPYKTYPHbIM MNogpasgeseHMemM Mo apxXxMBam U [4e/10npoM3BOACTBY
06nacTHbIX (MWHCKOrO ropoAcCKOro) WMCMOAHUTENbHbIX KOMMUTETOB CBOAHOM OMUCK Aen MNOCTOSHHOIO
XPaHEHUA U COrNacoBaHUA CBOAHOM ONMUCKU Aen Mo IMYHOMY COCTaBY M aKTa O BblAE/NEHUU K YHUUTOXKEHUIO
OOKYMeHTOB ¢ oTmeTKoi "IMK".

(B pea. noctaHoBneHMA MuHiocTa ot 27.01.2012 N 18)

AKT, COCTaB/iseMbli B  OpPraHM3auun, He ABAAIOWENCA  WUCTOYHMKOM  KOMIMJIEKTOBaHMUSA
rocyAapCTBEHHOro apxmBa, HO B AeATe/IbHOCTU KOTOpOoi 06pasyloTca AOKYMEHTbl NOCTOAHHOIO XpaHeHwus,
YTBEPKAAETCA PYKOBOAWUTENIEM OpraHusaumMm nocne yreepaeHus LK BbiwecTosAwel opraHmMsaummn (npu
Ha/MYnM) CBOAHOM OMUCU AEN MOCTOSHHOTO XPaHEHUS W COTNacOBaHWA CBOAHOM OMUCKU AEN MO UYHOMY
COCTaBY M aKTa O BblAENEHNN K YHUUTOXKEHUIO AOKYMEHTOB Cc oTmeTKon "IMK".

AKT, COCTaB/ifieMbli B  OpraHv3auuu, He ABAAIOLWENCA  WCTOYHMKOM  KOMMJIEKTOBAHUSA
rocyAapCTBEHHOro apxmBa, B AeATE/NIbHOCTM KOTOPOI He 06pasyloTca AOKYMEHTbl NOCTOAHHOIO XpaHeHus,
YTBEPKAAETCA PYKOBOAMTENIEM OPraHU3aLmMm nocne cornacoBaHus ¢ LIK BbiwecTosAwel opraHmsaumum (npu
Ha/ZIMYMKM) ONUCK AN NO AMYHOMY COCTaBY M aKTa O BblAENEHUM K YHUUTOMKEHUIO JOKYMEHTOB C OTMETKOM
"INK".

212. OTO6paHHbIE K YHUYTOXKEHUIO M BKAKOYEHHbIE B aKT AOKYMEHTbl MepenatoTca OpraHusaumam,
BE4AOWMM 3aroTOBKOM BTOPUYHOTO CbipbA. MCNoib30BaHME 3TUX SOKYMEHTOB A1 XO3ANCTBEHHbIX HYXA,
3anpeuweHo. Caaya AOKYMeHTOB 0bOpPMAAETCA MPUEMO-COATOYHON HaknagHoi. [Jata caaum u Homep
HaK/MaAHOM YKa3blBalOTCA B aKTe.

YHUUTOXEHME [OOKYMEHTOB, COAEPMKALUMX CBEAEHMWS, OTHECEHHble B YCTaHOB/SIEHHOM MOpPAAKe K
rocyAapCTBEHHbIM CeKpeTam, KOMMEPYECKOW U (MAKN) MHOM OXpaHAEMOW 3aKOHOM TaliHe, oCylLecTBAAeTCA
B COOTBETCTBMM C 3aKOHOZaTeNbCTBOM Pecnybamnku bBenapyce.

FNABA 17
ONEPATUBHOE XPAHEHUE JOKYMEHTOB

213. C momeHTa 3aBefeHMA M A0 nepefadm B apxXuB OpraHU3aumu MW YHUUYTOXKEHWA nocne
NCTEYEHUA CPOKOB BPEMEHHOro XpaHeHMsA [Aena XpaHATCA B CTPYKTYpPHbIX nogpasaeneHuax (y
OOJ/IKHOCTHBIX NL) No mecTy GOpPMUPOBaHMA.

[Oena xpaHaTcsa B pabounx KOMHaTax U (Mn) cneunanbHO OTBEAEHHbBIX 414 STOW LeIn NOMELLEHUAX B
3anMpaembix WKadax, obecneymBatoLLmMX NX MOJHYIO COXPAaHHOCTb, NPeAOXPaAHAOWMNX OKYMEHTbI OT Mblan
M BO34,ENCTBUA COTHEYHOrO CBETA.

214. B uenax nosblleHUA onepaTuBHOCTU NOUCKA AOKYMEHTOB Ae/1a pacnosiaralotca B UJKad)aX B
BEPTUKA/ZIbHOM MNOJI0KEHUN KOpelWKaMn HapPyXy B COOTBETCTBUU C HOMeHKﬂaTypOVI nen. Ha kopewkax
o0bn10XekK AeN yKa3bliBatloTCA MHAEKCbI MO HOMEHKNaType.

DNeKTPOHHble HocuTenn ¢ ¢GOHOrpaMmMamMM  3acefaHUM  KOMJIErManbHbIX OPraHOB XPaHATCA Yy
cekpeTapAa KonnernanbHoro opraHa. OTMeTKM 0 aaTe 3acefaHmA U BPEMEHW 3anncu AenatoTca Ha ynaKkoBKe
HocuTenen.

(4acTb BTOpas n. 214 B pea,. noctaHoBneHMA MuHiocTa ot 30.12.2015 N 225)

215. ,D,OKYMEHTbI n gena, HaxogAwmeca Ha onepatTMmBHOM XpaHEHWWU, MOryT BblOaBaTbCA B
noNb30BaHME B npeaesiaXx opraHn3aunm pyrum CTPyKTYpPHbIM nogpasaeneHnam opraHm3aumm, CTOPOHHUM
OpraHnsaumMam mn B cnydanax, onpeneneHHbIX ,D,EVICTBYPOU.LMM 3aKOHO4ATENbCTBOM, rpaxKgaHam.

Bblgaya AOKYMEHTOB U Aen B NoJ/b30BaHMe APYroMy CTPYKTYPHOMY NOAPasAeNeHUI0 OpraHmn3aumm
NPOM3BOAMUTCA C PaspeLlleHnn PYKOBOAUTENA CTPYKTYPHOrO noapasaeneHus.

Bblgaya AOKYMeEHTOB W gen CTOpOHHel‘;I OopraHnsauun nponssoamTCA Ha OCHOBAHWMKU NMNCbMEHHOIOo
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3anpoca 3TOM OpraHunsauunn n pesonrounm pykosogmntena opraHnsauunu.

Bblgaya AOKYMEHTOB WM Aen rpaxAaHam OCyLLeCTBAAETCA B COOTBETCTBUMM C 3aKOHOAATENLCTBOM
Pecnybanku benapyce.

JOKyMeHTbl, HaxoaAaWwmMeca Ha ONepaTUBHOM XpaHEHUW B OpPraHusaLmm, MoryT BbiTb U3bATbI B X04€e
npefBapuUTeNbHOrO pacciefoBaHusa, cyaebHoro pasbupatenbcTBa, WCMONHEHWA pPeLeHWn opraHa
YroJI0BHOIO Npec/ie0BaHNA U cyaa MO YroN0BHbIM AeflaM B NOPAAKe, YCTaHOB/IEHHOM 3aKOHOA4ATE/IbCTBOM
Pecnybanku benapyce.

U3bAaTHe AOKYMEHTOB 13 Aes1 NOCTOAHHOIO XpaHeHUA Npon3BoanTCA C 0653aTeNbHbIM BKIOYEHMEM B
aeno 3aBep6HHOﬁ KOMUN N3bATOINO JOKYMEHTA.

216. nA KOHTPOAA 332 BO3BPAaTOM Ha MECTO BblAaHHOIO (M3bATOro) M3 Aena AOKYMeHTa nomellaeTca
JINCTOK-3aMecTuTe b, opopmasemMblit No Gopme COrnacHo NpUAoKeHuto 18. 1A KOHTPOoAA 3a BO3BpPaTOM
[en CoCcTaBNseTCcA KapTa-3amectTutenb aena, opopmnsemasn no Gopme CornacHo npuaoskeHnto 19.

FNABA 18
OCOBEHHOCTU PABOTbI C AOKYMEHTAMMU B SNIEKTPOHHOM BUAE

217. cknto4eH.
(n. 217 uckntoyeH. - NMoctaHoBneHMe MuHtocTa ot 30.12.2015 N 225)

218. dopmaTbl AOKYMEHTOB B 3/1EKTPOHHOM BMAE, a TaKXe BWAbl UCMOAb3YEMbIX MaTepuasbHbIX
HOoCcMTEeNen ANa WX XpaHeHMsA OnpeaensatoTca  OopraHusaumeir, ecam WHOoe He  YCTaHOB/EHO
3aKoHogaTenbcTBOM Pecnybankn benapyce.

OpraHusauum, AaBnAloWMEecs UCTOYHMKAMKM  KOMMAEKTOBAaHWMA  FOCYAApCTBEHHbLIX  apXWBOB,
COrNacoBbIBAlOT MCMONb3yemble GOpPMaTbl AOKYMEHTOB B 3/IEKTPOHHOM BMAE C  YNOJHOMOYEHHbIM
rocy4apCTBEHHbIM apPXMBHbBIM yuYpeXxaeHnem.

(B pea. noctaHoBneHMA MuHiocTa o1 27.01.2012 N 18)

Mcnonbsyemble ¢dopmatbl  [0MXKHbI  0becneynBaTb NOAJAMHHOCTb, LOCTYMHOCTb, LLENOCTHOCTb
MHGOPMALMM AOKYMEHTOB B 3/IEKTPOHHOM BMAE W MOJHOTY CBefeHWMi O crnocobax WX CO34aHus,
TPaAHCNOPTMPOBKM (NOyYEeHUA, OTNPABKK), XPaHEHNA C MOMEHTa MX CO34aHMNA (NoNyYeHnn) 4o nepeaayn B
apXMB UAWN YHUUTOMKEHWA, B TOM YMC/E NPU OCYLLLECTBIEHNN KOHBEPTALMM AOKYMEHTOB B HOBble GpopMaTsl,
MUFPaLLMM B HOBble aBTOMATM3NPOBaHHbIE CUCTEMbI, SKCMOPTE U3 3/1EKTPOHHOW NOYTOBOMN CUCTEMBI U Ap.

JonyctumbiMm popmaTamm JOKYMEHTOB B 3/IEKTPOHHOM BU/E ABAIOTCA:
Portable Document Format / A (PDF/A);
Office Open XML (DOCX);

OpenDocument Format (ODT).
(yacTb yeTBepTas n. 218 BBeAeHa noctaHoBaeHMemM MuHtocTa ot 10.12.2014 N 240)

Honyctumbimm popmatamm rpaduyecknx ob6pasoB AOKYMEHTOB Ha BYMarKHbIX HOcUTenax (CKaHoB)
ABNAIOTCA:

Portable Network Graphics (PNG);
Tagged Image File Format (TIFF);
Joint Photograph Experts Group (JPEG);

Portable Document Format / A (PDF/A).
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(yacTb nATas n. 218 sBeaeHa noctaHosneHMem MuHiocTa oT 10.12.2014 N 240)

219. NoarotoBKa M cornacoBaHue NMPOEKTOB AOKYMEHTOB B 3/1IEKTPOHHOM BUAE OCYLLECTBAAIOTCA MO
npasuaam, YCTAHOB/IEHHbIM HacToAleNn WMHCTpyKUMEN B OTHOLIEHUW aHANOTUYHbIX AOKYMEHTOB Ha
6ymaxKHOM HocuTene.

220. [JOKYMEHT B 31EeKTPOHHOM BMUAE AO0/KEH MMETb BCE pPEeKBM3UTbl, YCTAHOBJIEHHble A1A
aHaNOrMYHOro AOKYMEHTa Ha HGymarKHOM HOCUTesne, 33 MCKAUYeHnem m3obpaxkeHns [ocyaapCTBEHHOro
repba Pecnybnuku Benapycb, a TakKe OTTUCKOB nedyater M wTamnoB. PacnosioxkeHue n odopmneHue
PEKBU3UTOB B popMynsape AOKYMEHTA B 3/IEKTPOHHOM Buae (06LLEN YacTU 3/1EeKTPOHHOIO AOKYMEHTA) npu
ero BHeLWHeM npeacraBieHnmn <*> Ao/KHO COOTBETCTBOBATb TPEOOBAHUAM, YCTAHOBNEHHbIM NMYHKTOM 35
HacToswen MHCTpyKuum.

(B pea. noctaHoBAeHMI MuHtocTa ot 10.12.2014 N 240, ot 30.12.2015 N 225)

<*> BHelWwHee npeAcTaBAeHWE [OOKYMEHTa B 3/EKTPOHHOM BWAE - €ro BOCNpPOM3BEeAEeHMEe Ha
3JIEKTPOHHOM CpeacTBe oTobpaXkeHua nHpopmauum, Ha BymarkHOM MO0 MHOM MaTepuasibHOM 0OBbEKTE B
Buae, AOCTYynNHOM U NOHATHOM A4 BOCNPUATUA YeNTOBEKOM.

221. B gOKymeHTax B 3/N1€KTPOHHOM BuAe Npu 0PpOpMIEHUN PEKBU3UTOB, B COCTAB KOTOPbLIX BXOAUT
COBCTBEHHOPYYHasA MOAMUCb, BCE 3/IEMEHTbl TaKUX PEKBMU3UTOB, 33 WCK/AKOYEHMEM COBCTBEHHOPYYHOWM
noanucu, Npu BHEWHEM NpPeacTaBNeHUM [OOKYMEHTa AO0/XHbl ObiTb OTpaXKeHbl HEenocpeacTBEHHO B
dopmynape AOKymeHTa. B KauecTBe 3KBMBaneHTa cOBCTBEHHOPYYHOM nognucu mcnonbsyetca UM, 3a
WCKAIOYEHMEM CNYYAEB, YKAa3aHHbIX B MyHKTe 222 HacTosweln MHCTpyKumn.

Mcnonb3osaHune 3SLM ocywecTBadeTcs B COOTBETCTBMM C  TpeboBaHWAMM 3aKOHOAATENbCTBA
Pecnybankun Benapycb, B TOM YMc/ie NpeabaBAgeMbIM K cpeacTBamM BbipaboTKu 1 nposepku L.

222. WHCTpyKuMelt no OenonpousBoACTBY OpraHMsauyu U (MAM)  MHBIMKW - JIOKa/lbHbIMM
HOPMaTUBHLIMM MPABOBbIMM aKTaMW OpraHM3auMm MoryT OblTb YCTAHOBAEHbI MpaBuMaa noAnucaHus,
COrNacoBaHusA, YTBEPKAEHUSA BHYTPEHHUX LOKYMEHTOB B 3/IEKTPOHHOM BUAE (33 UCKIIOYEHUEM NIOKANbHbBIX
NnpaBoOBbIX aKToB) 6e3 wucnonb3oBaHuma 3SLUIM, ecnn 3akoHopatenbctBoM Pecnybnaunku benapycb He
YCTAHOB/IEHO MHOEe. Takne npaBuaa MoryT 6biTb YCTaHOB/IEHbI NPWU YCIOBUM, YTO NPOrpaMmHble CPeacTBa,
ncnosiblyemble B OPraHusaumMu, MO3BOAAOT OAHO3HAYHO MAEHTMOUUMPOBATL /ANLO, Mognucasliee
(cornacoBasluee, yTBepAMBLIEE) OKYMEHT.

OTnpaBKa AOKYMEHTOB B 3/1eKTPOHHOM BUAe 6e3 ncnosib3oBaHua LI gonyckaeTca No cornaleHunio
CTOPOH NpM YCNOBUKM, 4YTO NPOrPaMMHble CPeACcTBa, MNPUMEHSAEMble B OpraHM3aumax, MNo3BOAAIOT
04HO3HAYHO MAEHTMOMUMPOBATL NMLO (OpraHM3aumio) - aBTopa AOKYMEHTAa, eC/M 3aKoHO4aTe/IbCTBOM
Pecnybankun Benapycb He yCTaHOB/IEHO MHOE.

(B pea. noctaHoBneHMA MuHiocTa oT 30.12.2015 N 225)

MpW OCyLLeCTBNAEHMM BHELIHEro COr/1aCoBAaHMA MPOEKTOB OOKYMEHTOB B 3/1EKTPOHHOM BWUAE B
KauyecTBe 3KBMBasieHTa coO6CTBEHHOPYYHOM NoANnCcK, BXOAALLEN B cocTaB pekBusnTta "lMpud cornacosaHua’,
ncnonbayetca 3UM. CornacoBaHne fokymeHTa 6e3 mcnosb3oBaHua LM gonyckaeTca Mo cornaleHuto
CTOPOH MpW YCNAOBUM, YTO MPOrpamMMHble CpeacTsa, NPUMEHAEMble B OPraHW3aumsax, MO3BOAAIOT
OAHO3HAYHO MAEHTUPUUMPOBATL SINLO, COrAaCOBABLUEE AOKYMEHT, U COBMECTUMbI MeXay coboi, ecam
3aKoHoaaTenbcTBoM Pecnybnvkn benapych He yCTaHOBNEHO MHOE.

OtcytctBue 3UM ponycTUmMo Ans OOKYMEHTOB (32 WCKNOYEHWMEM 3/1EKTPOHHbIX AOKYMEHTOB)
MHPOPMALMOHHO-CNPABOYHOIO XapaKkTepa W (MAM) He MNOoANENKalMX pernctpauum, a TaKkKe Aans
rpapuyecknx obpasoB LOKYMEHTOB Ha ByMaKHOM HocuTene.

(yacTb yeTBepTas n. 222 BBeAeHa noctaHoBaeHMem MuHtocTta ot 30.12.2015 N 225)

223. MNpu NOATrOTOBKE AOKYMEHTOB B 3/1eKTPOHHOM BUAE MOTYT UCNO/b30BaThCA WabnoHbl. LLabaoHbI
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pa3pabaTbiBaOTCA HA OCHOBE YHUDULUMPOBAHHbIX GOpM AOKYMeHTOB caykboi [OY opraHusaumu.

224. Mpuem 1 oTNpaBKa SOKYMEHTOB B 3/IEKTPOHHOM BMAE OCYLLECTBAAETCA, KaK NPaBuUao, CayXKo6oi
OOV.

JonyckaeTca npvemM W OTNpaBKa [AOKYMEHTOB B  3/IEKTPOHHOM BWUAE  CTPYKTYPHbIMMU
nogpasgeneHnammn (paboTHMKamn) opraHusaumm 6e3 yyactma cayx6bbl [OY. lNepeyeHb KaTeropui
OOKYMEHTOB B 3/IEKTPOHHOM BMZe, MNPUEM W OTNPaBKA KOTOPbIX OCYLLECTBAAETCA CTPYKTYPHbIMM
nogpasgeneHnammn (paboTHMKaMK) opraHM3auuM CaMoOCTOSTENIbHO, pa3pabatbiBaeTca cayxboir OOY wm
YTBEPKAAETCA PYKOBOAMTENIEM OPraHMU3aLmm.

Mocne OTNPaBKM [OOKYMEHTa B 3/IEKTPOHHOM BWMAE, YAOCTOBEPEHHOrO B COOTBETCTBUMM C
TpeboBaHMAMM HacToAWEeN MHCTPYKLMK, OOCbIIKA €ro 3K3eMnaapa Ha byMarKHOM HocuTene He TpebyeTcs,
€C/n 3aKoHoaaTebcTBoM Pecny6ankn benapych He yCTaHOBAEHO MHOE.

224-1. Tpy NONYYEHUU [OOKYMEHTOB B INEKTPOHHOM BMAE, B TOM 4ucae nognucaHHbix LM,
nposepAeTcA UX NOAJ/IMHHOCTb U LLENOCTHOCTb, Ha/IMuMe BCEX YKa3aHHbIX MPUIOMKEHWUIN, BO3MOMXKHOCTb UX
BOCMpPOM3BEAEHNA, OTCYTCTBME KOMMbIOTEPHbIX BUPYCOB U T.A.

(n. 224-1 BBeaeH noctaHoBneHnem MuHiocTa oT 18.08.2017 N 167)

225. Mpn nonyyvyeHUn oOKYMeHTOB, nognucaHHbix U, ocywecTeaaeTca npoBepKa:

noaanHHocTtu JLUM;

COOTBETCTBMSA cnocoba ncnonb3osaHua LI cBeaeHMAM, yKa3aHHbIM B cepTUdUKaTe Karoua noanucu;
AEeNCTBUTENbHOCTM cepTUdUKaTa Karoda Noanucu.

226. MNpoBepKa AeNACTBUTENIbHOCTM cepTMdUKATA KtoYa NOAMNUCKU BKIKOYAET B ceba NpoBepKy CPoKa
aencteuna ceptudumKaTa Katoua noanmcu (CpoK AencTemna cepTudmMKaTta Kaya nognmnucu He SONXKEH UCTEYD
Ha MOMEHT MOAMWUCAHWA AOKYMEHTA), a TaK¥Ke MoJiydeHMe W3 yAOCTOBEPAIOWEro LEHTPa, BblAaBLUEro
cepTMduUKaT KAoYa NoanucK, ceeaeHuin o AencTBUn cepTudmKaTa Kawoda nognucu (aencreyet, aencTeme
NPUOCTaHOBNEHO, CPOKM NPUOCTAHOB/IEHUS ero AeNCTBUA, aHHYIMPOBAH).

226-1. Mpu NONOKUTENBHOM pe3ynbTaTe NPOBEPKMN AOKYMEHTbI NoAJ/exKaT AanbHelwel obpaboTke.

B cnyyae ob6Hapy)KeHMs OWMOOK (oTpUuATeNbHbIX pe3ynbTatoB nposepku 3SUIM, oTcyTcTBuA
NPUIOXEHNN, HEKOPPEKTHOrO BOCMPOM3BEAEHUS COAEPIKaHWUA, HAIMUMA KOMMNbIOTEPHbIX BUPYCOB U T.4.)
OpraHu3aLMn-oTNPaBUTENIO HAaMPABAETCA yBeAOM/IEHME.

(n. 226-1 BBeaeH noctaHoBNeHNemM MuHiocTa oT 18.08.2017 N 167)

227. JOKYMEHTbl B 3N1EKTPOHHOM BWMAE MOANIEXaT pPerncrpaumm B COOTBETCTBUM C TpeboBaHUAMM
nyHkTa 139 HacTtoawein NHCTpyKumu.

[JONONAHUTENBHO NPW PEerncTpauum AOKYMEHTOB B 3/EKTPOHHOM BWAE MOTYT MCMO/b30BaTbCA
pekBM3nUTbl "JONKHOCTb, UHMUMANbI U damuausa nAuua, noanucasliero AoKymeHT", "Apapec xpaHeHus
OOKYMeHTa B 3/IeKTpOHHOM Buae", "BHyTpeHHAs nepeagpecauma LAOKYMeHTa Mo ucnoaHuTenam",
"Hanuume npunoxkeHuit K pokymeHty", "Cnocob pgoctaBkm pokymeHTa" (no wWHGOPMaALMOHHO-
TENEKOMMYHUKALMOHHOW CeTU, Ha MaTepuUaNibHOM HocuTene U Ap.) U 4p.

228. UcknioueH.
(n. 228 uckntoueH. - NoctaHoBNeHUe MuHiocTa ot 30.12.2015 N 225)

229. Bo BxogAwMX W BHYTPEHHUX [AOKYMEHTax WHOOPMAUMs, cOoAeprkallascAa B pPeKBU3UTAX
"Pesontouma”, "OTmeTKa 0 KoHTpose", "OTmeTKa 06 UCMONHEHUM AOKYMEHTa U HanpaB/eHun ero B aeno",
"OTmeTKa 0 NoCcTynaeHUu (perucTpaLMOoHHbIN LTaMM BXOAAWMX AOKYMEHTOB)", OTMeTKe 06 03HaKOM/IEHUM
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C JOKYMEHTOM, UHbIX CAYKeBHbIX OTMETKax, Npu paboTe ¢ AOKYMEHTaMW B 31EKTPOHHOM BUAE HE BHOCMKTCA
B X GopMynap, a Npun paboTte € 3NEKTPOHHLIMN AOKYMEHTAMMU - B MX OBLLYIO YaCTb.

[aHHaa nHbopmauusa oTpaykaeTca B pernctpaumoHHbix popmax (PKK mam KypHane) Ha GymarkHom
HocuTene MBGO B MaccMBE PErUCTPALMOHHO-YYETHbLIX JAAHHbIX, Y4YeT W ynpaBJeHWe KOTOpbIMM
OCYLLECTBAAIOTCA C MOMOLLbIO AaBTOMATU3MPOBAHHON CUCTEMBI, U MPU HEOBXOAMMOCTM NPUKPENNNAETCA B
BMAE CaMOCTOATE/IbHbIX LOKYMEHTOB B 3/1EKTPOHHOM BUAe (baiioB) K perucTpupyemomy (yuntbiBaemomy)
OOKYMEHTY B 9N1€KTPOHHOM BuAe. [NA 3NeKTPOHHbIX LOKYMEHTOB MHbOpPMaUna peksmanTos "Pesontouns”
n "OTMeTKa 0 nocTynneHun", a B HEOOXOOMMBIX CAy4anX U APYrMX PEKBU3UTOB BKIOYAETCA B €ro
0Cob6eHHY0 YacTb.

(n. 229 B pea. noctaHoBneHUss MuHtocTa ot 30.12.2015 N 225)

230. PernucrpauMoHHO-yY4YeTHbIE AaHHbIE O AOKYMEHTaX B 3/IEKTPOHHOM BUAE M CBA3U MEXKAY HUMU U
CaMMMM OOKYMEHTaMW COXPAHAOTCA B HEM3MEHHOM WM AOCTYNHOM A/ BOCMPOU3BEAEHUA U BOCMPUATUA
Ye/IOBEKOM BMUAE Ha NPOTAXKEHUU BCEro KU3HEHHOro UMKNA AO0KYMeHTOoB. lMpu nepepaye AOKYMEHTOB B
3/IEKTPOHHOM BUWJE BHYTPU OPraHuMsauMu UAM NpU OTMNPaBKe 3a MNpeaesibl opraHM3auumM BMecTe C HUMMU
nepeaaroTcs UX PErMcTPaLUUMOHHO-YYETHbIE AaHHbIE.

231. Mpu nepecblike MO 3/EKTPOHHOW MOoYTe AOKYMEHT B 3JIEKTPOHHOM Buae odopmaseTcs no
npaBuiam, YCTaHOB/IEHHbIM HacToslel MHCTpyKuuen, n NpuKpennseTca B BUAE NpuaoxkeHusa (daina) K
3/IEKTPOHHOMY MUCbMY.

232. [IOKyMeHTbl B 31EKTPOHHOM BMAE, B TOM 4YMC/ae OoTnpasBasemble (nosyvyaemble) No KaHanam
3/IEKTPOHHOM NOYTbI, A40NYCKAETCA:

9KCNOPTNUPOBATb BO BHELWHNE NO OTHOLWEHUIO K No4YTOBOM CUCTEME 9/1EKTPOHHbIE q)aVIﬂbl;

akcnopTuposaTb B AC JOY;
(B peq. noctaHoBneHMA MuHiocTa ot 18.08.2017 N 167)

pacneyaTbiBaTb Ha BYMaXKHOM HocuTeNe.

233. Mpu 3KcnopTe OOKYMEHTAa B 3/N1EKTPOHHOM BMAE, OTMNPaBAEHHOro (NOsy4eHHOro) No KaHanam
3/IEKTPOHHOM MOYTbI, BO BHELIHMA NO OTHOLIEHMIO K NoYTOBOMN cucTeme dann nam AC A0OY ¢ AOKYMEHTOM
3KcnopTupyeTcs (pacneyaTbiBaeTcA) COMNPOBOAUTENIbHOE 3/IEKTPOHHOE MUCbMO, BK/OYas WMHOOpMaUmio,
COAEPIKALLYIOCA B 3aro/IOBOMHOM 4YacTU 3/IEKTPOHHOrO Nucbma (cBeaeHMAa 06 3/71eKTPOHHOM aapece
oTnpasutena (nonyyaTens), pgate OTNPaBKM, AaTe MOAy4YeHUsA, TemMe MNUCbMa, O MNyTAX NPOXOXKAEHWA
3NIeKTPOHHOIrO NMcbMa MO MHPOPMALMOHHO-KOMMYHMKALMOHHBIM KaHanam CBA3W, uAaeHTUdUKaTope
nuceMa B MHGOPMALMOHHOM cUCTEME W Ap.), eCM AOKYMEHT He COAEPXKUT pekBusuT "[ata", B UHbIX
CNyYasnx, Koraa yKasaHHaa vHbopmauma HeobxoaumMa Ana NoATBep:KAeHMA $aKTa M yCNoBMI OTNPABKM
(nonyyeHun) pokymeHTa u (MAKN) MOXKET BbITb UCNOJIb30BaHA B CMPABOYHbIX U AOKA3aTE/bHbIX LLENAX.

(B pea. noctaHoBNeHMA MuHiocTa ot 18.08.2017 N 167)

234, I'IpM XpPaHEHNUN WU UNCNO/b30BaHNN OOKYMEHTOB B 3J/IEKTPOHHOM BMAE, B TOM 4ucne
OTNpPaB/IEHHbIX (I'IOI'IyLIEHHbIX) NoO KaHaniam 3I'IeKTpOHHOf;1 noYyThbl, obecneunBaeTcs ux AOCTYNHOCTb ANA BCEX
3anHTEPECOBAHHDbIX pa60THMKOB OopraHnsaumMm B COOTBETCTBMU C YCTaHOBJZIEHHbIMU obasaHHOCTAMM WU
npaBamu Aoctyna.

235. KOHTPO/Ib WCMONHEHUS [OOKYMEHTOB B 3/IEKTPOHHOM BUAE OCYLIECTBASETCA C y4eTom
TpeboBaHMI rnasbl 9 HacToAwel NHCTPYKUMK.

KOHTPONb MCNONHEHNA AOKYMEHTOB B 3/IEKTPOHHOM BUAe obecneunBaeTca Tem Xe CTPYKTYPHbIM
nogpasaeneHnem (LI,OH)KHOCTHbIM !'IMLI,OM), KOTOpoOe B COOTBETCTBMM C JZIOKa/ZIbHbIMXA HOPMATUBHbIMU
NpPaBOBbIMU aKTaMU obecneumnBaet KOHTpPOJ1b UCNOJTHEHNA OKYMEHTOB Ha 6yMa)-KHbIX HOCUTenax.

236. ,ﬂ,OKYMeHTbI B 3/1EKTPOHHOM BMAE nocne Mx UCNOJHEHUA nognexaTt XPaHEHUK B Te4dyeHue
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CPOKOB, YCTAaHOB/NIEHHbIX ANA aHANNIOTUYHbIX JOKYMEHTOB Ha 6yM3)-KHbIX HOCUTenax.

Mpwn OTCYTCTBUM B apxmMBe OpraHM3auuMu YCAOBUIN SN XPAHEHWUA LOKYMEHTOB B 3/IEKTPOHHOM BUAE,
onpeaeneHHblX HOPMaTUBHBIMW MPABOBbLIMM aKTamMu B chepe apXMBHOMO Aena U [enonpousBoACTBa, MX
XpaHeHWe 6e3 co3gaHMA OpurMHanos Ha 6ymaxkHoOM HocuTene, OGOPMAEHHbIX M MNOAMUCAHHbLIX B
YCTQHOB/IEHHOM MOPAAKE, AOMNYCKAETCA TONbKO AN AOKYMEHTOB CO CPOKamu xpaHeHua go 10 net 6e3
OOMNOJIHUTENbHBIX YycnoBui (B Tom uucne otmeTka IMK, nocne npoBepeHWs HanOroBbIMW OpraHamu
NpPoBepKN CobAOAEHMA HANOrOBOrO 3aKOHOAATENbCTBA, NOC/E 3aMeHbl HOBbIMM), YKa3aHHbIX B NepeyHe
cornacHo npunoxkenuto 20.

(yacTb BTOpas n. 236 B pea. noctaHoBAeHMa MuHiocTa ot 30.12.2015 N 225)

McnonHeHHble AOKYMEHTbl B 3/1EKTPOHHOM BuAe GOPMUPYIOTCA B 3/1EKTPOHHbIE Aena (nankw,
OMPEKTOPUM  HA KEeCTKOM JAMCKe CheuMasbHO BblAe/IeHHOr0 KOMMbOTEpPa) B COOTBETCTBUM C
HOMEHKNATYPOW Aen OpraHM3aLmm, COCTaBNAEMON B COOTBETCTBUM ¢ TpeboBaHMAMM rnasbl 10 HacToAweNn
MHCTPYKLUMMK.

(B pea. noctaHoBneHMA MuHiocTa oT 10.12.2014 N 240)
YacTb nckatodeHa. - NMocraHosneHne MuHtocta ot 10.12.2014 N 240.

237. dopmupoBaHne U OPOPMIEHME 3JIEKTPOHHbLIX [AE/1 OCYLIEeCTBAAETCA C Y4eTom obwmx
TpeboBaHui popmupoBaHMa U 0GOPMAEHUA AN C AOKYMEHTAMW HA ByMarKHbIX HOCUTENAX, YKa3aHHbIX B
rnasax 11 n 13 HacToawen UHCTpyKunu.

B meATenbHOCTM opraHm3aunin gonyckaetca GopmuposBaHne rmbpuaHbIX Aen B TOM C/yyae, Koraa B
npegenax ogHoro Aena ob6beANHAOTCA LOKYMEHTbI, YaCTb KOTOPbIX MOCTYNW/Ia B OPraHM3aLMio No KaHatam
3NEeKTPOCBA3M MM Oblna co3faHa B OpraHM3auuM B BUAE LOKYMEHTA B 3/IEKTPOHHOM BMAE, @ YacTb
OOKYMEHTOB NOCTyNuaa B OpraHM3aumio uam bblia co3gaHa B opraHusaumm Ha bymaxkHom HocuTesne. Mpu
3TOM B HOMEHKNAType Aen AeNaeTca OTMeTKa B COOTBETCTBMM C NOAMYHKTOM 165.5 nyHKTa 165 HacToAweln
MHCTpyKumK.

(yacTb BTOpas n. 237 BBeaeHa noctaHoBnAeHnem MuHiocTa ot 10.12.2014 N 240)

MbpuaHoe Aeno cywecTByeT TONbKO Ha CTaAuW OMepaTMBHOrO XpaHeHus AOoKymeHToB. [ocne
WUCNOJIHEHUS BCEX [AOKYMEHTOB W 3aBeplleHWUs [enonpou3BOACTBEHHOIO roga w3 rmMbpuagHoro agena,
Nnoa/sexKallero apxmMBHOMy XpaHeHuto, opmupyeTtcs IMbo Aeno ¢ JOKYMeHTaMKn Ha BymakHOM HocuTerne,
nmbo anekTpoHHoe geno. MNpu GopmMmmnpoBaHUM Aena AOKYMEHTaMM Ha ByMaxKHOM HOCUTesle AOKYMEHTbI B
3/IEKTPOHHOM BUZE PacneyaTbiBatOTCA U 3aBEPAIOTCA B NOPAAKE, YCTAHOBJEHHOM 3aKOHOA4ATENbCTBOM. [pun
$OpPMMPOBAHUN INEKTPOHHOTO Aesla AOKYMEHTbl Ha OYyMarKHOM HocuTene NepeBOAATCA B 3/1EKTPOHHbIN
BMA (CKaHUpyoTCS).

(4acTb TpeTbs n. 237 BBeAeHa nocTaHoBAeHMem MuHiocta ot 10.12.2014 N 240; B peA. NoCTaHOBAEHWUA
MwuHtocTa ot 30.12.2015 N 225)

Henonyctnmo ¢popmmpoBaTtb rmbpuaHble gena JOKYMEHTaMM NOCTOSHHOIO U BpemeHHoro (cebiwwe 10
JIeT) XpaHeHwus.
(yacTb yeTBepTasn n. 237 BBeAeHa noctaHoBaeHnem MuHtiocTta ot 10.12.2014 N 240)

OcobeHHoCcT dopMMpOoBaHMA U OPOPMAEHUA SNEKTPOHHbLIX AN OTPAKAKTCA B MHCTPYKUMM MO
4e/10MNpon3BOACTBY OpraHM3auum.

238. Mecto XPaHEHUA 3NEKTPOHHbIX AeNn U OTAE/NIbHbIX OOKYMEHTOB B 3/IEKTPOHHOM BUAE OO0 UX
nepegadn B apxme WUAU BblAENE€HUA K YHUUTOXKEHUIO OnpenenAaeTca OpFaHM3aLI,M€ﬁ CaMOCTOATENIBHO U
3aKpenaAaeTcA B IOKa/IbHOM NMPaBOBOM aKTe, yTBEPXKAAaEMOM pyKoBoAUTENEM OpPraHU3auunn.

239. 3KkcnepTusa LUEHHOCTM [OKYMEHTOB B 3/IEKTPOHHOM BUAE OCYLLECTBAAETCA B MNOPALKE,
YCTaHOB/IEHHOM r/1aBoli 12 HacTosuwel MWHCTPYKUMU, a TaKKe WHbIMW aKTaMM 3aKOHOZATe/bCTBA
Pecnybnnku benapych.

240. MNepepaya B apxuB W BblAENEHME K YHWUUTOMKEHWUIO 3NEKTPOHHbIX AeN U AOKYMEHTOB B
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3N1eKTPOHHOM BMWAE OCYLLECTBAAIOTCA B COOTBETCTBMM C TPeboBaHMAMM HacTosAWen MHCTPYKUMU U UHbIX
aKTOB 3aKoHoAaTenbcTBa Pecny6ankn benapycs.



llpuMepHast popMa Tabenss yHUPUMUMPOBAHHEX QOPM NOKYMEHTOB OpPI'aHM3aLUM

YTBEPXIAIO

(HaMMeHOBaHVIe JOJIXHOCTU

PYKOBOOMUTEJNA OPIaHM3aLUN)

MpunoxkeHue 1

K UHCTPYKLMKM MO AeN10NPOon3BOACTBY

[Momnmcse PacumppoBKka NOONUCUK
IDaTa
[ata CornacoBaHue
YTBEPXKAEHUA,
HanmeHoBaHue | o asaeneHue
HanmeHo- Apasa MNepwo-
opraHunsauuu (AOH)KHOCTHOE
BaHue YT1Bepxae- AndHoCTb | Mpume-
(monskHocTHOrO nnuo), Moanucb MevaTb
dopmbl Hue cocTaBne- | 4yaHue
nmua), OoTBeTCTBEHHOe | BHYTPEHHEE | BHELWHEE
JOKYMeHTa o HUA
yTBEepAmBLLEN 32 NOArOTOBKY
dopmy
JOKYMeHTa
1 2 3 4 5 6 7 8 9 10
HauvMeHOBaHME IOJIXHOCTU PYKOBOAUTEJS
canyx6el IOY (nuua, OoTBeTCTBEHHOTO =3a II0Y) IlNTommnmce PacumppoBka NOONUCK
[IpMeuaHMe. Tabenb MOXeT OBITE IOHNOJIHEH TIpabamm "Konm Qopmel 10O

kynaccudpukarTopy", "Ampecat", "OTBeTCTBEHHHM 3a KOHTPOJb MCIOJHeHUA" M Ip.

B rOCy/Z1apCTBEHHbIX OpraHax,
MHbIX OpraHmn3aLmnax



MpunnoxxeHue 2

K UHCTpYKLUUK

no 4,enonpoun3BoacTay

B roCyapCTBEHHbIX OpraHax,
WHbIX OpraHmn3aumax

dopMa cnmckKka Ha PaCCHIIKY

(HasBaHMe, JaTa, MHIOEKC IJOKyMeHTa)

HaumeHoBaHMWe opraHmsaumu u (unm)
CTPYKTYPHOro noapasaenieHnn MouToBbIV agpec Konuuecrso MpumeyaHue
PYKTYP P ’ P 3K3eMnNApos P
AONKHOCTHOTO MLa - afpecaTa
1 2 3 4
HamMmeHOBaHME IOOJIXKHOCTU pyroBOIOUTEIIA
CTPYKTYPHOT'O IIOoIpa3neJieHUA [Nognmcoe PaCLUM@pOBKa IIoornncum

MpunnoxxeHue 3

K MHCTpyKLUMK

no 4enonpoun3BoacTBy

B rOoCyapCTBEHHbIX OpraHax,
WHbIX OpraHM3aLmnax

NPUMEPHbIA NEPEYEHb IOKYMEHTOB, NOANEXALLUX YTBEPXAEHUIO

1. AKTbl (Mpuema 3aKOHYEHHbIX CTPOUTENbCTBOM OBBLEKTOB, BbINOIHEHHbIX PaboT, cnucaHus,
3KCNepTM3bl, NpUema-nepesaum gen v 1.4.).

2. l'paduKkm (OTNYCKOB, AMYHOrO NpMema v T.4.).

3. 3agaHuA (Ha npoeKkTUpoBaHME O6BLEKTOB, TEXHWUYECKMX COOPYKEHWI, KanuTanabHoe
CTPOUTENLCTBO, nposegeHue Hay4yHO-MUCCNEeA0BaTE/IbCKUX, NPOEKTHO-KOHCTPYKTOPCKMX n
TEXHOJ/IOTUYECKMX PaboT, TEXHUYECKME U T.4,.).

4. 3a8BKM (Ha MaTepuanbHO-TEXHUYECKOe cCHabKeHne, obopyaoBaHme 1 T.4.).

5. WHcTpyKumMn (npaBuna) (OOMKHOCTHble, NO AeNOoNpoM3BOACTBY, TexHUKe 6e30nacHOCTH,
BHYTPEHHEero TPyA0BOro pacnopaaka v T.4.).

6. HopmaTtmebl (pacxoda cCbipbfi, MaTepuasnoB, 3/EKTPOIHEPTUWU,  TEXHONOrMYECKOro
NPOEKTUPOBAHUA, YNCAEHHOCTN PaBOTHNKOB U T.4.).



7. OT4yeTbl (O MPOM3BOACTBEHHOW AEATE/NbHOCTM, KOMAHAMPOBKAX, HayYHO-UCCNEA0BATE/bCKUX
paboTtax uT.4.).

8. MepeyHu (pomKHOCTEN PabOTHMKOB C HEHOPMUPOBAHHbLIM paboyMm AHEM, AOKYMEHTOB,
0b6pasyoLLnxca B AeaTeIbHOCTM OpraHu3alLMii, C ykasaHMeM CPOKOB XpaHeHus 1 T.4.).

9. MnaHbl (NPOU3BOACTBEHHbIE, KaMWUTa/bHbIX BAOXEHWUM, CTPOUTENbHO-MOHTaMHbIX, MPOEKTHO-
M3bICKaTE/IbCKUX, HAay4YHO-MCCNen0BaTENbCKUX PaboT U T.4.).

10. NonoxeHus (ycTaBbl) (06 opraHM3auMmK, CTPYKTYPHOM NoApasaeeHun, NPEMUPOBAHNN U T.4.).
11. Nporpammbl (NpoBeaeHMA paboT, MeponpuATU U T.4,).
12. PacueHKkM (Ha npon3BoacCcTBO PaboT, OKasaHue ycayr).

13. CmeTbl (pacxonoB, A0XOA0B M pacxodoB BHEOIOAMETHbIX CPeAcTB, Ha KanuTajibHoe
CTPOUTENbCTBO U T.4,).

14. CtraHpapTbl.
15. CTpyKTypa v WTaTHAA YNCNEHHOCTb.
16. YHUdMumMpoBaHHble popMbl 4OKYMEHTOB.

17. WraTHble pacnucaHuA.

Mpunoxkenue 4

K MHCTPYKLUUNM

no 4enonpoun3BoacTByY

B rOCYy4apCTBEHHbIX OpraHax,
WHbIX OpraHM3aLmax

Ob6pasen, obopMiieHMsT IMCTa COIJIAaCOBaHUSA

JIMCT COTIJIACOBAHKA
IpoeKTa [IOCTaHOBJIEHUA MMHMCTEPCTBa IPMPOIOHEIX PEeCYPCOB U OXPAaHH
oKpyXampmey cpemsl Pecnybnuku Bemapyck "OO yTBepxIeHUM VHCTPYKLMM
O HOopAlKe BeIeHMSA NEePBMUHOTO ydueTa MCIOJIb30BaHMA Bon"

COTJIACOBAHO

MUHMCTP XUJIMIHO—
KOMMYHAaJIbHOT'O XO34MCTBa
Pecnybnuku Bejapychb
[lognmce B.M.BejoxBoCTOB
21.09.2008

COTJIACOBAHO

BaMecTuUTesb Npencenaressa
BpecTckoro o6yjacTHOI'O
VICIIOJIHUTEJIBHOT'O KOMUTETA
Mognmce M.UN.0OxuMmyk
20.09.2008

COTJIACOBAHO

IIepBEIML 3aMEeCTUTEJb
[IpencenatTensa
T'ocynmapCTBEHHOT'O

KoOMMUTETa IIO CTaHIapTM3aluum
Pecnybnuku Bejapychb
[lomnuce B.B.HasapeHKO
21.09.2008

COT'JIACOBAHO

[lpencenaTesib

Burebckoro o6JIaCTHOTO
VICIIOJIHUTEJIbHOT'O KOMUTeTa
[lognuce B.II.AHOPEeMUYEHKO
27.09.2008



COTJIACOBAHO

[IpencenaTernb

T'oMeslbCKOTO OBJIACTHOTO
VICIIOJIHUTEJIBHOTO KOMUTETA
Nomnmce A.C.AKOOCOH
22.09.2008

COTJIACOBAHO

[lepBHM 3aMeCTUTEJIb NpencernaTens
MMHCKOTO TOPOILCKOTO
VICTIOJIHUTEJIBHOT'O KOMMUTETa

COTJIACOBAHO

[IpencenaTernb
I'pomoHEeHCKOTO OBJIACTHOTO
VCIIOJIHUTEJIBHOTO KOMUTETA
[lognuce B.E.CaBdYeHKO
22.09.2008

COTJIACOBAHO

[lpencenmaTernb

MMHCKOTO OOJIaCTHOTO
VCIIOJIHUTEJIbHOTO KOMUTETAa

[Momnmucy A.A.KyHUeBuu Nomnmuce JI.d.Kpymner
22.09.2008 24.09.2008
COTJIACOBAHO

[IepBEM 3aMeCTUTENIb IpencenaTelid
MormieBCcKOI'O OOJIAaCTHOTI'O
VICIIOJIHUTEJIBHOT'O KOMMTETAa
[omonuce B.B.KpaBuos

22.09.2008

MpunoxkeHne 5

K UHCTpYKLUUK

no AenonpounsBoacTsy

B roCyapCTBEHHbIX OpraHax,
WHbIX OpraHmM3aumax

NPUMEPHbIA NEPEYEHb AOKYMEHTOB, HE NOANEXALLUX PETUCTPALIUMN

1. loKymeHTbl onepaTMBHO-MHPOPMALMOHHOIO XapakTepa (NMCbma, CBOAKM U Ap.), NPUCAaHHble
ANA cBeAeHun.

2. 3aABKM, HapAabl, Pa3HaAPALKM.
3. Mo3gpaBuTenbHbie MTMCbMa U TeslerpaMmbl.

4. MNMporpammbl, NaaHbl, NOBECTKM 3acefaHuin, COBELWAHNIN, KOHPEPEHLMIA, NHbIX KOANEernanbHbIX
MeponpUATUNA.

5. MpurnacutenbHble Gunetol.
6. MeyaTHble NU34aHUA (KHWUTU, XKYPHabl, Fa3eThbl).
7. PeknamHble maTepuanbl (TMCTOBKKU, NPOrPaMmbl, MPOCMEKTbI, U3BELLEHUS).

8. TMMucbma OpFaHM3aMMﬁ n nHAMBUAYaA/IbHbIX npeAanHmmaTeneﬁ C npegnoxeHmnamm o
coTpyaHmn4ecTtee Uan OKasaHuUu ycnayr.

9. UHPOpMaALMOHHbIE U CMpaBoYHble MaTepwuasnbl (bronneteHn, Hpowopbl, MHGOPMALMOHHbIE
JINCTKM, NPOCNEKTbI U34aHui, asTopedepatbl 1 4p.).

10. CDOprI CTaTUCTUYECKON OTYETHOCTMU U conposoauTenbHaa AOKYMEHTALMA K HUM.






MpumepHaa ¢opma perucTpaLMoHHO-KOHTPOIbHOM KapToOuKu

12345678910111213141516171819202122232425262728293031

CpOK NUCNOJIHEHUNA

HasBaHue BuAa AOKYMEHTa

ABTOp (KOppecnoHAeHT)

[aTta u nHgekc noctynneHmsa

[aTa n MHAeKC AoKyMeHTa

3aro/10BOK (KpaTKkoe coaepyaHue)

Pesontouma nam Komy Hanpas/ieH AOKYMEHT

OTmeTKa 06 MCNOIHEHMM LOKYMEHTA

HOHTpOl’I bHbl€ OTMETKU

doHa N

Onucb N

deno N

MpunokeHue 6

K IHCTpYKLUM

no 4enonpounsBoacTBY

B rOCy4apCTBEHHbIX OPraHax,
WHbIX OpraHM3aLmnax

Jlnuesan cTopoHa

O6opoTHas cTopoHa



MpunnoxkeHue 7

K UHCTpYKLUUK

no 4,enonpoun3BoacTay

B roCyapCTBEHHbIX OpraHax,
WHbIX OpraHmn3aumax

Mpasuna 3ano/HeHUA OCHOBHbIX PEKBU3UTOB PErMCTPALMOHHO-KOHTPONbHOM KapTOUYKU

PekBu3nTbI [MosicHeHMA K 3aNONHEHUIO
1 2
Ha3BaHuWe BMaa OKYMEHTA 3anonHAeTcA B COOTBETCTBUM C HAa3BaHMEM BUAA

pernctpupyemoro gokymeHTa. lpu perncrpauum nucem
rpada He 3anoHAETCS

ABTOp (KOppecnoHAEeHT) Mpu perncTpaumm NoCTynMBLLIEro AOKYMEHTa 3anm1cbiBaeTcs
HauMeHOBaHMWe OpraHM3aLmMm - aBTopa AOKyMmeHTa. Mpu
perncTpaunmn UcXoaawero AOKYMeHTa 3anuncbiBaeTca
HauMeHOBaHWe opraHM3aLMn-KOPPECTIOHAEHTA.
[onyckaeTtca npumMmeHeHne COKpaLlleHHOro HaMeHOoBaHMA
opraHusaummu

[aTta u nHgekc noctynneHma 3anonHaeTcA npu perncTpaummn exogAawero 4OKyMeHTa.
3anucbIBatOTCA gaTa U MHAEKC, NMPUCBOEHHbIE OOKYMEHTY
opraHM3aL|,Me171—nonyaneneM; nepeHoCcATCA U3
PETMCTPAaLMOHHOIO WTamna BXo4AWnX 4OKYMEHTOB

[aTa 1 MHAEKC AOKYMEHTa 3anucbiBaloTcA AaTa U UHAEKC, MPUCBOEHHbIE AOKYMEHTY
opraHu3aumeli-aBTopom; NepeHoCcATCA C BXOAALLEro UIn
NCXOAALLETO AOKYMEHTa

3aronoBoK (KpaTKoe coaepkaHue) MepeHOCHUTCA 3aro/I0BOK, CHOPMYIUPOBAHHbIN Ha
OOKYMEHTe

Pesositoums nam Komy HanpasJieH MepeHOCUTCA TEKCT PE30IoLMU PYKOBOAUTENS

OOKYMEHT

CpOK UCNONHEHUA MpocTtasnseTca aata (YMcno, mecal, roa), K KoTopoi

OOKYMEHT A0/13KeH 6bITb MCnoHeH. Mpu perncTpaumm
NCXOAALLETO MHULUMATUBHOIO AOKYMEHTa 3anuncbiBaeTca
JaTa 0XKMAaemoro oTeeTa

OTmeTKa 06 MCcnonHeHUu AOKYMEHTa KpaTKO 3anncbiBakOTCA peLlieHne Bonpoca no cyulecrtsy,
AaTa U UHOEKC AOKYMEHTA-0TBETA

Jeno N MNpocTaBnaeTca MHAEKC Aena, B KOTOpOoe NomeLLeH
[OKYMEHT nocne UCNOoSHEHNA B COOTBETCTBUM C
HOMEHKNATypoWn aen




MpunnoxkeHue 8
K UHCTpYKLUUK

no AeNonpon3BoACTBY

B rOCY4apCTBEHHbIX OpraHax,

WHbIX OpraHM3aLmsx

MpumepHas popma KypHana perucTpaumnmn BXogAWMX SO0KYMEHTOB

[ata KoppecnoHgeHrT, Pe3ontoumna
nocTynnaeHunA [aTa n UHAEKC KpaTtkoe UM Komy Pacnuncka B OtmeTKa 06
M NHOEKC NoCTynueLlero cofeprkaHme | HanpasaeH Noay4YeHumn MCNOJIHEHUN
OOKYMEHTa OOKYMEHTa LOKYMEHT
1 2 3 4 5 6

MpunokeHne 9
K UHCTpyKUMH

no genonpounssoacrtey
B roCy4apCTBeHHbIX OpraHax,

MHbIX OpraHn3aumnax

MpumepHan popma }KypHana perucTpaunm UCXoAALNX U BHYTPEHHUX JO0KYMEHTOB

[aTa n nipekc
OOKyMeHTa

KoppecnoHgeHT

KpaTKoe coaepkaHue
OOKYMeHTa

OTmeTKa 06 ncnonHeHuu
OOKYMEHTa

1

3

4

MpnnoxeHue 10
K MHCTpYKLUUM

no genonpoun3ssoacrtey
B roCy4apcCTBEHHbIX OpraHax,

(8 pea. noctaHoBNeHMAa MuHiocTa oT 27.01.2012 N 18)

l1>OPMa. HOMEHKJIATYPs neJl OopraHmM3aumumn

MHbIX OpraHn3aumnax
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HamMeHOBaHMe BHIUECTOSAUWEY OpTaHM3aLUM YTBEPXIAI

HamMeHOBaHMEe oOpTraHM3aluu

HOMEHKJIATYPA IOEJI (HaMMeHOBaHME OOJIKHOCTU
N

PYKOBOOUTEJISA OPTaHM3aLUM)

(MecTO coCTaBJIEHUS)
Ha Ton; [loonucob PacumdpoBka NOIOIUCU
TaTa

HassaHue pasgena CpoK xpaHeHuAa gena

Kon-Bo aen
(noapaspena), (Toma, yactu) n Homepa
NHaeKkc gena (Tomos, N MprumeyaHune
3aronoBOK gena (Toma, yacreii) MyHKTOB (cTaTel) no
yacTu) nepevHto
1 2 3 4 5

HOMeHKJ’IaTypa oeJjl COoCTaBJIEHa Ha OCHOBaHUM

(HaBBaHI/IH 1 BEIXOIIHEIE JIJaHHEIE

HOPMaTMBHBEIX NPAaBOBHX aKTOB, MCIIOJIb30BAHHEIX I[IPM OIpPelesIeHUM
CPOKOB XpaHEeHMd IeJul)

HamumenorBaHUe OOJI)KHOCTU pyKOBO,D;MTe.HH
cayx0ul JOY (Jjimua, OTBeTCTBEHHOTO 3a JI0Y) [lognmch PacumppoBka NOONUCHU

SaBeILYIOLU,Mf/Jl APXMBOM (HaMMeHOBaHVIe
OOJIXHOCTHM JIMlla, OTBETCTBEHHOI'O 3a apXI/IB)

[loonucso Pacumdpporka NOONMUCH
HaTa
COTJIACOBAHO COTJIACOBAHO <*>
[IpoTokoJy 3acemdaHusa LOK (39K) [IpoTokoJy 3acemaHusa OMK (OIIK, L3K)
(HaMMeHOBaAHME OpPITaHM3aALUMN) (HaMMeHOBaHME TOCYINAapCTBEHHOT'O apxmBa
N

VIt CTPYKTYPHOT'O IoOpa3fgeJieHMAa I10

apxXMBaM UM IOEJIONPOM3BOIACTBY OOJIACTHEX

(MmuaCKOTO I‘OpOJICKOI‘O) MCIIOJIHNUTEJIb HEIX

KOMMUTETOB, BHIIECTOAMEN OpI‘aHMBaLU/H/I)
N

<E> B opraHmus3auusax, He ABJISOMMUXCS MCTOYHMKAMM KOMILJIEKTOBAHUS
TOCYHOAapCTBEHHHX apxXMBOB M He MMeUMX BHUECTOSAWNEI'0 opraHa yNpaBJIeHMS, He
obopmMIigeTcH.

Mpunoxkenmne 11

K MHCTpYKLUUM

no 4enonpounsBoacTBy

B rOCYyJapCTBEHHbIX OpraHax,
WHbIX OpraHM3aLmnax



dopMa HOMEHKJIATYPH [HAeJl CTPYKTYPHOI'O NOIApashellieHus
(obmecTBeHHONM OpTraHMBaLMKM) oOpIraHMBaluun

HammMeHOBaHMe oOpTraHM3aLun
HamMeHOBaHME CTPYKTYPHOTIO
nompasneseHus (oOmecTBEeHHOM
opraHM3alLumn)
HOMEHKJIATYPA IEJI

N

(MecTO COCTaBJIEHUS)
Ha ron

Ha3BaHue pa3sgena

CpoK xpaHeHua gena

Kon-Bo aen
(noapaspena), (Toma, yactu) u Homepa
NHaeKkc aena (Tomos, . MpumeyaHune
3aro/IoBOK gena yacreii) MYHKTOB (cTaTeit) no
(Toma, yactn) nepeyHio
1 2 3 4 5

HOMeHKﬂaTypa oeJjl CoCTaBJIeHa Ha OCHOBaHUM

(HaBBaHMH M BEIXOIIHBIE IOaHHEBEIE

HOPMATVMBHEIX IIPaBOBEIX aKTOB,

VICIIOJIB3OBAHHEIX IIPM OIlpeneJIieHUN

CPOKOB XpaHeHMs IeJuI)

HamMeHOBaHME IOOJDKHOCTU pyroBOIONUTEIIA

CTPYKTYPHOTO NOOpas3nesIeHMs
(oBmeCcTBEHHOM OpTaHMU3aluM)

SaBenymmMﬁ APXMBOM (HaMMeHOBaHMe
OOJIXHOCTHM JIMlla, OTBETCTBEHHOI'O 3a

apxXuB)

[loonucso Pacumdpporka NOONMUCH

IDaTa

COIJIACOBAHO <*>
[lpoTokosn 3acenaHmsa K

(HaMMeHOBaHMe CTPYKTYPHOT'O

nonpas3nejieHus)

<*> Odpopmiiaercda npu Hammuum K

[Tognuce PacumdppoBka NOONMUCHU

CTPYKTYPHOI'O IIOIpa3neJiIieHUA.

MpnnoxkeHune 12

K MHCTpYKLUUM

no 4enonpoun3BoACTBY

B rOCYy4apCTBEHHbIX OpraHax,
WHbIX OpraHM3aLmax



@opMa UTOT'OBOM BammMcy K HOMEHKJIaType meJ opIraHm3aumum

VTorosasd Banmchb O KaTeropmax m KoJIMduecTBe ne,

3aBeI€HHEIX B rony B
(HaMMeHOBaHME OpITaHM3alUM)
B Tom uncne
Mo cpokam xpaHeHwuA Bcero
nepexoaALLnx ¢ otmeTKom "IMK"
1 2 3 4
MocToAaHHOrO
BpemeHHoro (cBbiwe 10 nerT)
BpemeHHoro (8o 10 neT BKAOUYNTENbHO)
NUTOro
HammeHOBaHUE JOJIXHOCTV PYKOBOIOMUTEJIA
cityxbel OOY (;muiia, OTBETCTBEHHOTO 3a
oovy) [lognmch PacumppoBka NOONUCHU
IDaTa
VITOTOBEIE CBeIleHIA IIepellaHbl B aApXMB OpIT'aHM3aluM
HammeHnoBaHUE IOOJIKHOCTWM JINMlia,
repenaBuero CBeOeHUA [lonnmce PacumppoBka NOONMUCHU

ITaTa

MpnnoxkeHune 13
K MHCTpYKLUUKM
no Aesonpon3BoOACTBY
B rOCYZ,apCTBEHHbIX OpraHax,
WHbIX OpraHu3aLmax
(B pea. noctaHoBneHMA MuHiocTa oT 10.12.2014 N 240)

dopMa BHYTPEHHEN ONMCM HOKYMEHTOB Jeja

BHYyTpeHHASA ONMCH
OOKYMEeHTOB nejia N

N Jata MUHaeKc HassaHue u (1nu) Homepa nucros
MpumeyvaHue
n/n| AOKyMeHTa OOKYMeHTa | 3aron0BOK AOKYMEHTa aena
1 2 3 4 5 6
VToro IJOKYMEHTOB .

(undpaMm M MNPONMCHEI)
KonmnuecTBO JIMCTOB BHYTPEHHEM OIMCU
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(umbpaMy M NPONMUCHIO)

HauMeHOBaHME OOJDKHOCTUM JiMlla, COCTAaBUBIIEIO

BHYTPEHHIOK ONMCH IOKYMEHTOB Iejia [Toonmchb Pacumbporka nomnmucu
ITaTa

MpunnoxkeHue 14

K UHCTpYKLUUK

no 4enonpoun3BoacTay

B rocyapCTBEHHbIX OpraHax,
MHbIX OpraHmn3aumax

$opMa smcTa-BaBepuTeNst neja
JIMCT-SABEPUTEJIE OEJIA N

B mejyie mommmTO (BJIOXEHO) M IMIPOHYMEPOBAHO

(umdpaMm M HOPONMUCHIO)
gucT (0OB), B TOM UMCJIIE:
JINTEPHBIE HOMEpa:
IPONYyMEHHEIE HOMEpPaA:
+ JIMCTOB BHYTPEHHEN ONUCH:

OcobeHHOCTM GU3NYECKOTO COCTOAHMA U GOPMUPOBAHMA Aena Homepa nucros

1 2

HamMeHOBaHMe OOJDKHOCTM JIMLa,
COCTaBMBIIET'O 3aBEPUTEIIBEHYIO

HaOnomchb [Tognuce PacumdppoBka NOIONMUCHU
ITaTa

Mpunoxkenune 15

K MHCTpYKLUUM

no 4enonpoun3BoACTBY

B rOCYy4apCTBEHHbIX OpraHax,
WHbIX OpraHM3aLmax

dopma 0610KKM aena

. N
Oon. N

O.N




(HaMmeHoOBaHMe rocy4apCTBEHHOTO apxmBa) <*>

(HaMmeHoBaHMe BblilLECTOALLEN OpraHM3aLum)

(HaMmeHoBaHWe opraHusaymm)

(HaMmeHoBaHMe CTPYKTYpHOro nogpasaeneHma (obLecTBeHHOM opraHnsaumm),

OYHKUMKM UM HanpaB/ieHUs 4eATeslbHOCTH)

Oeno N Tom N

(3aronosok gena)

nata (KpaliHue aaTbl)

Ha mcTax
XpaHuTb

o. N

Oon. N

O.N

<*> Obopmisercsa B OpraHM3auMsax, SABJISOIMXCS MCTOUYHMKAMM KOMIIJIEKTOBAHUS
TOCYINapCTBEHHBEIX AaPXMBOB, MNPM Iepelaue nejia (ToMa, dYacTHM) B IOCYyHNapCTBEHHHIM
APXUB.

MpunnokeHue 16

K HCTpYKLUUM

no 4e/fonpon3BoOACTBY

B roCyA,apCTBEHHbIX OpraHax,
MHbIX OpraHM3aumax

@OpMa OnMcCH gneJji IOCTOSAHHOT'O, BPEeMEeHHOTI'O (czme 10 J'Ie'.[‘) XpaHeHusda " II0
JIMYHOMY COCTAaBYy CTPYKTYPHOI'O HNOIOpa3nelieHus (o6u;ec1'3e1-mor71 opranusauvm)
opraHmnsaumumn

HammMeHOBaHME oOpTraHM3alUMU YTBEPXIAI



HamMeHOBaHME CTPYKTYPHOTO

nompasneyieHus (oOmeCTBEeHHOMU (HaMMeHOBaHME IOJIKHOCTMU
opraHm3almumn)
Ommce N PYKOBOOUTEJSI CTPYKTYPHOTO
nes
(HaMMeHOBAaHME KAaTeropum Iejl) nompasnesyieHusa (oOlWeCTBEeHHOM
3a Ton
opraHM3aLmum)
[Mopnuce Pacumbporka nomnmucu
IDaTa
HassaHue
NHaeKc [ara Cpok
pa3sgena, Konnyectso
N aena aena XpaHeHna
3aros10BOK NINCTOB B aene I'Ipmmeanme
n/n (Toma, (Toma, aena (toma,
aena (Toma, (Tome, yactu) "
yacTu) yactu) yactu) <*>
yacTu)
1 2 3 4 5 6 7

B IOaHHYK OIMCBH BHECEHO

(undpaMm M OPONUCHIO)
nesg ¢ N rno N B TOM U4MCJIE:
JIMTEPHBIE HOMepa:
[IPOIylIeHHEIE HOMEpPaA :

HamMeHOBaHME OOJDKHOCTU
COCTaBUTEJIA OIIUCU [Nomonmce PacumppoBra NOONMUCHU
IDaTa

HamMeHOBaHME HOOJDKHOCTU PYKOBOOMUTEJIS
cinyxbul OOY (;auila, OTBETCTBEHHOTO 3a
noy)
[loonucob Pacumdpporka NOONMUCH
IDaTa

COTJIACOBAHO <**>
[IpoTrokon 3acemaHma 9K

(HaMMeHOBaHMEe CTPYKTYPHOTO MNOIOpaslesieHNrd)

N

[lepenan ey u
(umdpamMm ¥ OPONMCHIO) (umdpamMm ¥ OPONMCHIO)
PETUCTPALMOHHO-KOHTPOJIBHEIX KAPTOUEK K IOKYMEHTaM.

HauMeHOBaHME OOJLDKHOCTU pa@OTHMKa,

rnepenapmero neja [Topnuce PacumppoBKa MNOONMUCHU
ITaTa
[MprHAan ey u

(undpaMm M HOPONIUCHIO) (undpaMm ¥ HOPONIUCHIO)

PETUMCTPALUVMOHHO-KOHTPOJIBHEIX KapTOUEK K IOJOKYMEHTAM.

HamMeHOBaHME HOOJDKHOCTM paboTHMKA

apxmBa (aMLla, OTBETCTBEHHOI'O 3a apxXuB),

INIPMHABLETO ILeJjla Nomonmco PacumppoBka NOONMUCHK
ITaTa



<*> T'paba 6 He odopmigeTCsa B ONMUCHAX HOeJl [IOCTOSHHOT'O XPaHEHUS.
<**> OdbopmiiseTcsa npu Hammuuy OK CTPYKTYPHOTO NoOpa3nelieHus.

MpunnoxkeHue 17
K IHCTpYKLUUM
no A4eNonpon3BoOACTBY
B roCyapCTBEHHbIX OpraHax,
WHbIX OpraHM3aumsax
(8 pea. noctaHoBneHMAa MuHtocTa oT 27.01.2012 N 18)

@opMa AKTa O BHJOEJIEHMM K YHUUTOXEHMNI0 OJOKYMEHTOB M mOel,
He nomiexaumx XpaHeHUI

HavMeHOBaHME BHIIECTOALEN OpIraHM3aLUM YTBEPXIAI

HamMeHOBaHMe OpTraHM3alLUM

AKT (HaMMeHOBaHME IJOJIXHOCTU
N

pyroBOIOUTEIIA OpPaHMSauMM)

(MecTO CoOCTaBJIEHUS)
[Nomnucso Pacumpporka NOONUCK
IDaTa

O BHIOEJIEHUU K YHUYTOXEHUIO
OJOKYMEHTOB M OeJI, He IoajieXallXx

XPaHeHNMIo

Ha ocHoBaHUM

(HaSBaHMH W BBEIXOIHBIE IOAaHHEBEIE HOPMATMBHEIX IIPaBOBEIX 4aKTOB,

VICIIOJIb30BAHHEIX IPU NPOBEIEHUM DKCIEPTU3E LEHHOCTHU)
oTOBpPaHH K YHMUTOXEHMIO KaK He UuMellMe HAayUYHO-MCTOPUUECKOM LEeHHOCTU U
YTPaTUBIIME MNPAKTUUECKOE BHAUEHMEe CJlenyolye IOKYMEeHTH ¥ meja douma N <*>

(HazBaHMe QoHIa)

Cpok
XpaHeHus
aTa NUhaekc pena ena
3aronoBok A A A A
nena wam aena Homepa (Toma, yactn) | Kon-Bo (Toma,
N N nunu HOMEHKNaTYp no aen yacTtu) u
rpynnosow N N MpumeyaHune
n/n saronosok | KPAAHME (onuceit) 3a | HomeHKkNaType | (TomoB, | HoMepa
i AaTbl roa(bl) unn N gena no | yactei) | NyHKTOB
aen onucu (cTaTen)
no
nepeyHio
1 2 3 4 5 6 7 8
NToro ey 3a roxn (BI) .

(umbpaMm M NOPONUCHIO)
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Onmcy nmeJj NOCTOSHHOTO XPaHeHUS 3a Tox (Bl) YTBEPXIEHH,
a 1o JMYHOMY COCTaBy cCoIJlacoBaHE c OMK (3IIK, I3K)

(HaMMeHOBaHUE

TOCYIAapCTBEHHOTO apxXMBa, CTPYKTYPHOTO MNOApa3IesIeHUs [0 apxuBaM U
OEeJIONPOU3BONCTBY 00JIaCTHHX (MMHCKOTO

TOPOLACKOT'O) MCIIOJIHUTEJIbHEIX KOMUTETORBR WMJIM BHIUIECTOAWEN OpTlaHM3aluM)
(mpoToko N )

HauMeHOBaHME OOJDKHOCTM JiMlla,
IIPOBOOMBIIETO DBKCIIEPTU3Y

LIEHHOCTM IOKYMEHTOB [Momnmcob PacumdppoBka NOIONMUCHK
COTJIACOBAHO COTJIACOBAHO <**>
[IpoTokoJsi 3acemaHmsa [OK (9K) [IlpoTrokoJsi 3acemaHmsa 3SMK (JIIK, [39K)
(HaMMeHOBaHME OpIraHM3alUM) (HaMMeHOBaHME T'OCYINAapCTBEHHOI'O apxmuBa
N

MM CTPYKTYPHOTO IIompa3neJieHMA I10

apxmeamM "M IOeJIOINIPOM3BOIOCTBY o6J1aCTHHX

(MMHCKOTO TOPOICKOTO) MCIIOJHUTEJbHBIX

KOMUTETOB, BHUECTOALEN OpIraHM3aLUMU)

N
IJOKYMEHTH B KOJIMUECTBE e,
(undpaMm M OPONUCHIO)
BECOM KI' CHaHBE B
(HaMMeHOBaHME OpTaHmU3aluM)
Ha HnepepaboTKy IO NPMEMO-CHATOUHOM HAKJIAOHOM OT N

HamMeHOBaHME HOOJDKHOCTM paboTHMKA
opraHm3auuM, CcIOaBIIET'O IOOKYMEHTEL [Tognmuce PacumppoBKa MNOONMUCHU
IDaTa

V/3MeHeHMda B yUYeTHBE IOOKYMEHTE BHECEHH.

HamMeHOBaHME HOOJDKHOCTHU paboTHMKA

apxmBa (IMlla, OTBETCTBEHHOTO 3a apxXuB),

BHECIIETO M3MEeHEeHUsS B YyUeTHHE IOKYMEHTEH [lonnmcob PacumppoBKa MNOONMUCHU
HaTa

<*> Homep GOHIa yKa3EBaeTCs B OpTaHM3alLMUSaAX, SBJIAOIMXCS MCTOUHUKAMU
KOMIIJIEKTOBAHMSA TOCYIapPCTBEHHEIX APXUBOB.

<**> OdpopmiiseTcd B aKTax O BHOEJIEHUM K YHUUTOXEHUIO IHOKYMEHTOB C
orMeTkoM "JIIIK".

MpunnoxkeHue 18

K HCTpYKLUUM

no 4e/fonpon3BoOACTBY

B roCyA,apCTBEHHbIX OpraHax,
MHbIX OpraHM3aumax

@opma JINCTKAa—-38aMecTuTelsi NOKyMeHTa



JIMCTOK-3AMECTUTEJIE JOKYMEHTA

Bun moxkymMeHTa ITaTa VIHOekC
KoppecnoumeHT
3aroJyioBOK (MJIM KpaTKOe COIepXaHMe INOKYMEeHTA)

BrimaH
(maTa BbBIDAUM)
Breigagt [Noyryumn
(HaMMeHOBaHME IOJIKHOCTHM, (HaMMeHOBaHME IOJIKHOCTHM,
IOIONNCE, IOIONNCE,
pacumbporka NOONMUCU JIMLA, pacumbpporka NOONMUCHU JIMLA,
BHIIABIIETO HOOKYMEHT) KOTOPOMY BBIAH INOKYMEHT)

MpunnoxkeHune 19

K IHCTpYKUUM

no A4enonpon3BoACTBY

B rOCyA,apCTBEHHbIX OPraHax,
WHbIX OpraHM3aLmax

@opma KapTe-3aMeCcTHUTe s nela

HammMeHOBaHME oOpTraHM3alumn
HamMeHOBaHME CTPYKTYPHOTO

nonpasnesieHus
KAPTA-3AMECTUTEJIbE OEJIA
Oeso N
(MHOEeKC IO HOMEHKJIaType IeJl MJIM HOMEep IO OINMCHKM M 3aT'0JIOBOK)
BeImaHO BO BPEMEHHOe I[IOJIb30BaHMe IO
(maTa BBIDAYUM) (mnaTa BO3BpPaTa)
Brimasn [Mosryumn
(HaMMeHOBaHME IOJIKHOCTMU, (HaMMeHOBaHME IOJIKHOCTM,
IOINNCH, IOINNCH,
pacumdpoBKa MNOONMUCKU JIMlia, pacumdpoBKa MNOONMUCKU JIMLla,
BHLIABIIETO HOEJIO) KOTOPOMY BBIIAHO HEeJIO)

MpunnoxxkeHune 20

K HCTpYKLUUM

no 4enoNpon3BOACTBY

B rOCYyZ,apCTBEHHbIX OpraHax,
WHbIX OpraHM3aumax

NEPEYEHDb



AOOKYMEHTOB, CO34AHUE U XPAHEHUE KOTOPbIX MOXET bbiTb OPFTAHU30OBAHO B
3JIEKTPOHHOM BUAE
(sBepmeH nocraHoBneHMem MuHiocTa oT 10.12.2014 N 240)

1. MpoToKonbl cobpaHuii PabOTHMKOB CTPYKTYPHbIX NoApa3ae/ieHUn opraHn3auui
2. MpOTOKO/Ibl ONEepaTUBHbIX COBELLLAHMA Y PYKOBOACTBA OPraHM3aLnii U JOKYMEHTbI K HUM
3. MpoeKTbl NPUKaA30B, PaCcNoPAXKEHUN, YKa3aHUI pyKoBoAMUTENEN OpraHM3aLmit

4., MpoeKTbl YCTaBOB OpraHn3aumii, LOKYMEHTbI MO MX paspaboTke (fOKNagHbIE 3aMUCKK, CNPaBKMY,
CBEAEHUs, 0T3bIBbI U A4p.)

5. TpoeKTbl perfnameHToB, WHCTPYKUMIA, MPaBW, MOJIOKEHUA, METOOMYECKUX YKa3aHU U
pekomeHaauum

6. Mepenucka o paspaboTke, NPUMEHEHUN U PA3BACHEHUM PErNAMEHTOB, MHCTPYKUWUI, NpaBu,
MOMIOXKEHWUN, METOANYECKMX YKA3aHUA U peKoMeH AN

7. PernctpauMoHHble KapTOYKM 06 agMUHUCTPATUBHbIX NMPaBOHaPYLWEHUAX

8. JKypHanbl perucTpaumMmM NPOTOKOAOB W  NOCTAaHOBAEHUM 06  aAMWMHUCTPATUBHBIX
NpaBoHapyLWeHUAX

9. AyauTOpCKME 3aKAloYeHUa (B ayaMTOPCKMX OpraHUsaumax, y ayaAuTOpPOB, OCYLLECTBAAOLLMX
[AesATe/IbHOCTb B KauecTse MHAMBUAYaANbHbIX NpeanpuHumaTenei)

10. MucbmeHHaa MHPopmauma (oTyeTbl) MO pesynbTaTaM NPOBeAEHWs ayauTa B ayAUTOPCKUX
OpraHuM3auunaAx, y ayauMToOpOB, OCYLECTBAAKOWMX [AeATeNbHOCTb B KayecTBe WHAMBUAYANbHbIX
npegnpuHumarenemn)

11. KHUIM permcTpaummn 3akN0YeHHbIX 40roBOPOB OKa3aHUA ayaUTOPCKUX yCayr

12. JOKYMeHTbI O Pa3bACHEHUW MopAAKa NPUMEHEHWUA aKTOB 3aKOHOAATeNbCTBa (MHPOpMaLmK,
CMNpaBKK, cBeAEHWSA, Nepenuncka u ap.)

13. TMepenucka O 3aK/IOYEHUM W WCMNOSNHEHMM [OrOBOPOB, KOHTPAKTOB NO ¢MHAHCOBO-
XO3AUCTBEHHOM AeATe/IbHOCTU

14. ypHanbl pernctpalmm 0roBopos, KOHTPAKTOB MO GUHAHCOBO-XO3ANCTBEHHOM AEATENBHOCTU
15. MNMpeTeH3NOHHaA nepenncka

16. *KypHanbl yueTa NnpeTeH3nn U UCKOBbIX 3aABNEHUM

17. KHUIK, XKypHabl yYeTa IOPUANYECKUX KOHCYbTaLMi

18. [lOKyMeHTbl 0 cocTOsHUM PaboTbl MO PaAcCMOTPEHUI0 obpalleHuin rpaxgaH, B TOM 4ucie
WMHAMBUAYANbHBIX NpeanpUHUMaTENEN, U PUAMYECKUX N1L, (L4OKNaaHbIe 3aMUCKK, CPaBKM, aHanu3bl,
CBOAKM, 0630pbl, TabAKLbIl, Nepenmcka 1 4p.) (Kpome opraHusaLmii, B KOTOPbIX OHW BblIN COCTaB/EHbI)

19. PeruMcrpauMoHHO-KOHTPO/IbHblE GOPMbI pPerucTpaummn obpalleHuin rpaxkgaH, B TOM uucie
WMHAMBUAYANbHbIX NPeANpPUHUMATENEN, U IOPUANYECKUX NNL,

20. PerncTpaumoHHO-KOHTPObHblE GOPMbl PEFUCTPALMM NPeanncaHnii O HaglexKallem peLleHnn
BOMPOCOB, U3/I0XKEHHbIX B 06PaLLEHUAX rPaXaaH, B TOM YMCie MHAMBUAYAbHBIX NPeanpUHUMATENEN, U
IOPUANYECKUX NNLL
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21. [lOKYMEHTbl O COCTOAHMM PabOTbl MO PACCMOTPEHUID 3aMeyaHuit U (Man) npesnoxKeHun,
BHECEHHbIX B KHWUIY 3aMeyYyaHuit M npegoXKeHuit (cnpaBKM, CBOAKWM, nepenucka u gp.) (Kpome
OpraHusaLuin, B KOTOPbIX OHW BbINM COCTaBAEHDI)

22. KHUIM yyeTa INYHOTO Npuema rpaxaaH, B TOM Yncie MHAMBMAYaAbHbIX NpeanpuHumaTenei,
WX NpeactaBuTenien, NnpeacTaBuUTeNei lPUANYECcKnX nuy,

23. [lOKyMEHTbI O PaCCMOTPEHUN 0OPALLEHWNI TPaXKAAH U LOPUANYECKUX ML, NOCTYNUBLUNX B XOA4E
wn ~n

"npambix TenedPoHHbIX AMHMIA" K "ropaunx AMHKIA" (AOKNaaHble 3aNNCKKM, CNPaBKKU, Nepenunucka u ap.)

24. PerucTpaLMoHHO-KOHTPOIbHbIE GOPMbI PETUCTPALUN OBPALLEHUI TPAXKAAH U HOPUANYECKUX
JNL, NOCTYNUBLUKNX B XoA4e "npsimbIx TenedoHHbIX TMHUI" 1 "ropadymx AMHMA"

25. HomeHKnaTypbl Aen CTPYKTYpPHbIX nogpasfaeneHuit  (obliecTBEHHbIX OpraHu3aumi,
KO/INerManbHbIX OpraHoB) opraHn3aumii

26. BbINWUCKM M3 HOMEHKAATYP AN OpraHusaLmim

27. WypHanbl y4yeTa 6naHKOB [OKYMEHTOB C W306paxkeHnem [locymapctBeHHoro repba
Pecnybanku Benapycb

28. Mepenuncka 06 opraHM3auMM M COBEPLIEHCTBOBAHMM  AeATeNbHOCTM B cdepe
AenonponsBoacTBa

29. JokymeHTbl 06 aHasIM3€e N KOHTPOJIe UCMONHEHWA LOKYMEHTOB (CMPaBKM, AOKAAAHbIE 3aNUCKM,
rpaduKu, CBOLKM, KOHTPOJIbHbIE IUCTbI U Ap.)

30. PerucTtpauMoOHHO-KOHTPO/IbHbIE  GOPMbl  PErncTpaumm  MNOCTaHOBAEHUIN,  MPUKA30B,
pacnopAXKeHWi, peLueHnn, yKasaHuii:

30.1.no a,CI,MMHMCTpaTMBHO-XO3HﬁCTBeHHbIM BOMnpocCam

30.2. 0 NpeaocCTaB/leHUN TPYZOBbLIX OTMNYCKOB, OT3blBE M3 TPYAOBOrO OTNYCKA, HaNOMKEHWUU
ANCUMNAVHAPHbIX B3bICKAHMI, Ha3HAYeHUW AEXKYPHbIX, CAYKeBHbIX KOMaHAMPOBKaxX B npeaenax
Pecnybaunku Benapycb 1 3a rpaHuLy, OKasaHUM MaTeEPMANbHON NMOMOLLM, HaNpPaB/JEHUN HA MOBbILEHWE
KBannduKaLmm (NepenosroToBKy, CTaXKMPOBKY)

31. PerucTpaLMOHHO-KOHTPO/IbHbIE GOPMbl PErUCTPALUN BXOAALLMX, UCXOAALMX U BHYTPEHHMUX
OOKYMEHTOB

32. PeecTpbl Ha OTNPABAEHHYIO KOppecnoHAeHUMIO

33. 3aKa3bl, 3aABKWN Ha BbINOAHEHUE pa60T C UCNoN1b30BaHNEM KOMHbIOTepHOVI, MHOUTE/IbHOM
TEXHUKU

34, XypHanbl, CBOAKM yyeTa paboT C MCNONb30BAaHMEM KOMMbIOTEPHOWN, MHOMUTEbHOWM TEXHUKN
35. Mepenucka 06 opraHM3auumn U COBEPLIEHCTBOBAHMM PaboTbl apXMBOB OPraHm3aLLmi

36. padukn npuema Aen B apxuBbl OpraHvsauuii, rpaduKu nepegaur Aen Ha NOCTOAHHOE
XpaHeHWe B rocyAapCTBEHHbIE apXMBbI

37. ¥ypHanbl permctpaummn A4oroBopos O NPOASEHUN CPOKOB BPEMEHHOMO XpaHEHUA AOKYMEHTOB
rocyAapcTBeHHol Yact HaunoHanbHoro apxusHoro ¢oHaa Pecny6amku benapych

38. KypHanbl pernctpaumm AOroBOpPoOB O B3aMMOAEACTBUU U COTPYAHNYECTBE rOCYAapCTBEHHbIX
apXMBOB C HETOCYAAPCTBEHHBIMW OPraHN3aLUAMM



39. ypHanbl perncTpaumMM [OOroOBOPOB XPaHEHWs [OKYMEHTOB rOCYAapCTBEHHOW 4YacTu
HauunoHanbHoro apxmsHoro ¢oHaa Pecnybankn benapych, nepeaaBaemMbix Ha NOCTOAHHOE XpaHeHue B
rocyAapCTBEeHHblE apXMBbl 40 MCTEYEHUA CPOKOB MX BPEMEHHOMO XPaHEHUA B apXMBaxX OpraHmn3aumii

40. XMypHanbl perncTtpaummnm p[OroBOPOB XPAHEHMA [OOKYMEHTOB HErocyAapCTBEHHOM 4acTu
HaumoHanbHOro apxuBHoro d¢oHaa Pecnybnmku benapycb, nepeaaBaembiXx Ha XpaHeHue B
rocyapCTBEHHblE apXWBbl, TeppUTOpUasbHble (FOPOACKME WM PaOHHbIE) apXMBbl  MECTHbIX
MCNONHUTENIbHbBIX U pacnopAAUTENbHbIX OPraHOB

41. Onucn pen CTPYKTYPHbIX nogpasgeneHnit (06WwecTBeHHbIX OpraHM3auumii, KoAnerManbHbiX
OpraHoB) opraHM3aumi

42. ypHanbl perucTpaummn noKasaHuii KOHTPO/IbHO-U3MeEPUTE/IbHLIX MPMBOPOB ANA U3MEPEHUS
TEMMepaTypbl U BNAXKHOCTW BO3A4yXa

43. 3aKa3sbl Ha BblAauy Ae/ U3 apXmBa OpraHM3aumm B YMTabHbIN 3an

44. ypHanbl pernucrpauuM NOoCeweHMn MOb30BATENAMM  YMTASNIbHLIX 33JI0B  apXMBOB
OpraHusauui

45, KapTouKuM perncrpaumm n yyeta MCnosIHEHUA 3anpocoB (TEMaTUYECKMX 3anpocoBs)

46. ypHanbl peructpauumn nosb3osatenei u X MNYHbIX Aen

47. ypHanbl yyeTta 3aKa3oB Ha KONMPOBaHME JOKYMEHTOB

48. MNnaHbl paboTbl opraHMU3aLmii (KBapTanbHble)

49. MnaHbl paboTbl CTPYKTYPHbIX NoApasaeneHmin (KonnermanbHbIX OpraHoB) opraHn3aumii
50. UHanBuAayanbHble naaHbl paboTHUKOB

51. Mepenucka no Bonpocam NAaHMpPoBaHUA

52. OT4YeTbl O BbINOJAHEHWM NAAHOB PAbOTbI CTPYKTYPHbIX MNOApasAeneHuid (KonnermanbHbix
OpraHoB) opraHM3aumit

53. Cratuctuyeckme oTyeTbl MO BCMOMOraTe/sibHbIM HamnpasAeHUAM UM BUAAM [OeATeNIbHOCTU
opraHusauui

54, ,ﬂ,OKyMEHTbI O COCTaB/1eHUUN CBOAHbIX CTaTUCTUYECKNX OTHETOB (Ta6l'IMLI,bI, pacyeTbl, CNpaBkn 1
ap.)

55. OnepaTuBHble OTYETHI (CBeaeHMA) O BbINOJHEHUWM OMEPaTUBHbIX MIAHOB MO HanpaBAEHMAM
AeATeNbHOCTU OPraHM3aLLMi U UX CTPYKTYPHbIX NOAPa3aeeHni

56. Mepenuncka o cOCTaBNEHWM, MPEACTaBAEHUMN U NPOBEPKE CTaTUCTUYECKOM OTYETHOCTH
57. Byxrantepckas (MHaHCOBAsA) OTYETHOCTb (KBApTa/ibHasA, MecaYHas)

58. MNepenuncka o nepegaye KAMEHTOB M HaHKOBCKUX onepaumii 3 ogHmx 6aHKOB B Apyrue
59. Mepenuncka 06 OTKPbLITUN U BEAEHUWN CHETOB IOPUANYECKUX UL, - HEPE3UAEHTOB

60. KHuUrn yyeta AenoHNMpPoBaHHOM 3apaboTHOM NaThbl

61. OTyeTbl 06 UCNONHEHUUN BIOAKETOB 32 OTYETHbIN GUHAHCOBbLIV o, NOACHUTE/bHbIE 3aNUCKK K
HUM (KBapTa/ibHble, MecaYHble)



62. MpoeKTbl BI0AMKETHBIX CMET MoJlyyaTesiei broaKeTHbIX CpeacTs

63. BbINUCKM U3 ANLEBbIX CHETOB C NPUNOKEHUAMM LOKYMEHTOB, OTYETbl O GMHAHCMPOBAHUN U
OCTaTKax b6loaKeTHbIX CpeacTB

64. [JOKYyMEHTbl O KpeauTOBaHMU TOCYAAPCTBEHHbIX MNporpaMm (cBeaeHus, WHbopmauum,
CMNPaBKW, JOKNAAHbIE 3aMUCKM U Ap.)

65. OT4YeTbl 0 KPeaUTOBaHUU GUINYECKUX U (MAK) oPUAMYECKUX UL (KBapTaabHble, MecAYHble)
66. OT4YETbI 0 BblAAHHbIX KpeauTax (MoraweHHbIX, NPOCPOYEHHbIX U Ap.)

67. Ot4eTbl 0 GOPMMPOBAHUM U WCNOJSIb30BAHMWU CrneuManbHOro pesepBa 06WMX GAHKOBCKUX
PUCKOB (N0 KOTOPbIM He BblAaBanca KpeauT)

68. Mepenuncka o GpyHKUMOHMPOBAHUN KpeanTHOro perncTpa n noaydyeHnmn ns Hero MHGopmaumm

69. [lOKymMmeHTbl 06 aHHYAMPOBAHWWN, BHECEHUU U3MEHEHUI U (MAWN) AONONHEHUI B KpegmTHble
NCTOpUM (3a8BNEHMSA, OOKAaAHbIE 3aNWUCKK, Nepenncka u ap.)

70. MNepenncKka 0 KpeanToBaHUK, AOKYMEHTAPHbIX onepaumax, 6aHKOBCKMX rapaHTUAX, IM3UHTe,
daKTopuMHre, NopyynTeNbCTBE U AP.

71. PacyeTbl pa3mepoB NPOLEHTOB U NAaTbl 33 NO/b30BAaHUE KPEAUTHbIMU pecypcamm

72. PeecTpbl, conpoBoauTesibHble ONUCK Nepenaym KpeauTHbIX A0CbE KANEHTOB - GU3NYECKUX U
(nnu) ropuanyeckmx nuu, B 6en1opycckux pybasx u MHOCTPaHHOW BakoTe

73. NMepenucka o $panblIMBOMOHETHUYECTBE

74. KaccoBble NnaHbl U 0TYETbl 06 UX BbIMNOJHEHUM

75. OTueTbl 0 KaccoBbix 06opoTax 6aHKa

76. CnpaBKK 0 KaccoBbix 060poTax 3a AeHb M OCTAaTKax LLeHHOCTEN
77. CBOAHbIE CMPABKM O KAaccoBbIX 060pOTax 3a AeHb

78. OT4yeTHblE CnpaBKku 06 o6op0Tax Nno nNpoaaxke aTTeCToBaHHbIX 6pMI’I/’IMaHTOB 3a A€eHb N UX
OCTaTKax

79. [OKYMeHTbl O KoOopAuHauuW A[eATeNbHOCTM MO BOMPOCAM OpraHM3auum AeHeXHOoro
06palleHMa U NepeBO3KM HaAUYHbIX OEHEXHbIX CPeACTB, NAATEXHbIX WMHCTPYKUMMK, AparoueHHbIX
METaNN0B N AParoLeHHbIX KaMHe U MHbIX LLeHHOCTeN (fanee - nepeBo3Ka LLeHHOCTen) (MaaHbl, OT4YETHI,
rpaduKm, 3aKn4eHns 1 ap.)

80. ﬂ,OKyMEHTbI O pacnpegeneHnn wn OCTaTKax AEHEMHOVI Ha/IMYHOCTU (OT‘-IeTbI, 3aABKMU,
O6OCHOBaHVIFi, cBeAeHUA, pacyeTbl, peweHna n ,u,p.)

81. BegomocTn ydyeTa onepauuit No BbINYCKy AeHer B obpalleHne M M3bATUIO AeHer W3
obpalleHun

82. lNepenuncka o peannsaumm GaHKHOT U MOHET

83. ﬂ,OKYMeHTbI Nno YCTAaHOBJIEHNIO JTIMMUTOB OCTAaTKOB AEHG)‘KHOﬁ Ha/M4YHOCTKN B 6EHOPYCCKMX
pY6l'IFIX n MHOCTpaHHOVI Ba/ll0TE B ONEPALMOHHbLIX KacCax (3aﬂBKM, pacyeTbl, 3aK/II04YEHNA, NEPENUCKA U

Ap.)



84. 3aABKM Ha NogKpenieHne AeHeXHOM HaIMYHOCTbIO ONepaLMOHHOM Kaccbl 6aHKa
85. CBeeHMA 0 CpoKax BbinaaTbl 3apaboTHOM NaaTbl U APYrMX BUAOB A0X0OA0B

86. [JokymeHTbl 06 ycTaHOBAEHUN OdULMANBHBIX KypcoB 6enopycckoro pybaa o OTHOLWEHMUIO K
MHOCTPaHHbIM Ba/IlOTaM (pacrnopsarKeHus, MHPopMaLUMn, CNIMCKKU, Nepenunucka u ap.)

87. [loKyMeHTbl 0 GYHKUMOHUPOBAHUM OBMEHHbIX NYHKTOB M Ba/OTHbLIX Kacc (OTYeTbl, CBeAeHMs,
nepenucka un ap.)

88. KHUIMM yueta YHUUTOXKEHHbIX HaHKHOT

89. CeepeHua o6 obecnevyeHn GOPMEHHON 0AeXAOoN, 0OYBbIO, CHaAPAMKEHUEM K OPYXKUIO U
WHANBMAYANbHBIMU CPEACTBAaMU 3allMTbl PabOTHUKOB CAy»Kbbl MHKaccauMun (Oanee - MHKaccatopbl),
paboTHUKOB, B 06A3aHHOCTN KOTOPbIX BXOAUT OCYLLLECTB/IEHNE NEPEBO3KN LLIEHHOCTEN

90. Cnucku opraHmsauuMn  (MHAMBMAYaANbHbLIX  NpeanpuUHUMaTeEnei), o0bCayKMBaembix
MHKaccaTopamu

91. ABOYHbIE KAPTOUKM
92. Nepenucka 06 MHKaccaunmn AeHEKHOW BbIPyYKM M NepeBo3Ke LEeHHOCTEN

93. MNepenuncka o MOAYYEHUW, cOaYe, YYeTe, XPaAaHEHUU OpPYKUsA, BOenpunacoB U TEXHUYECKUX
CPeACTB 3aLUNTbI

94. *KypHasibl yyeTa opyxusa n boenpunacos

95. MaplpyTbl, rpaduKkM 3ae340B WHKACCAaTOPOB B OpraHuMsaumm (K MHAMBMAYANbHbIM
npegnpuHUmaTenam)

96. OTyeTbl 0 nNpoBeaeHWM BaAHKOBCKMX onepauuit ¢ GU3MYECKMMU U (MAK) OpPUAUYECKUMU
nmuamm

97. [lOKyMeHTbl MO aHa/in3y PoOCTa, COCTaBa M Pas3BUTUA KNMEHTCKOW 6asbl (oTyeTbl, cBeAeHUA,
HopMauun, nepenmncka u gp.)

98. BbIMMCKM U3 NIMLLEBBIX CHETOB MO YYETY BaNOTHbIX ONepaLmii
99. Mepenucka 06 OTKPbLITUM BaOTHbBIX CHETOB B YNOJHOMOUYEHHbIX 6aHKax Pecnybanku benapycb
100. KypHanbl BblAaHHbIX (ON1a4YeHHbIX) pacHeTHbIX YEKOB

101. [oKymeHTbl 06 opraHusaumy paboTbl HAHKOMATOB, MAATENKHbIX TEPMWHANOB, MAATEKHO-
CMPABOYHbIX TEPMWHANOB CAMOODBCNYKMBAHWA, MYHKTOB BbIAAYM HA/IMYHbLIX [EHEXHbIX CpPeacTs,
OpPraHun3aLMii TOProB/M U cepsumca (aKTbl, aHaU3bI, NAaHbI, 3a8BKKU, JOKNALHbIE 3aNUCKK U 4p.)

102. Mepenucka Mo BOMPOCaM MPUBAEYEHUA [JEHEXHbIX CpeacTs Ou3MYeckux u  (uau)
IOPUANYECKUX NNLL BO BKAaAb! (Aen0o3uUThbl)

103. banaHcbl "aeno" (06opOTHbIE BEAOMOCTH) A€N03UTapuUs No LeHHbIM Bymaram
104. MNMepenuncka o npoBeAeHUN noTepen
105. MNepenuncKa o nopAgKe ocyLLecTBAeHNA apeHAHbIX OTHOLWEHUN

106. I'IepenMCKa O pPa3bACHEHUUN 3aKOHOOATENbCTBA O 3aHATOCTUN HaCeNEeHUA



107. JoKkyMeHTbl 06 OpraHn3aumMm 1 NpoBeAEHMM APMAPOK BaKaHCUI, AHEN opraHusaumin (naaHbl,
cBefeHun, MHbopmaumm, nepenncka u ap.)

108. CBeaeHUA 0 Hannunmn cBoboaHbIX Paboumx mecT (BakaHCui)

109. PermctpaunoHHble KapToYKM rpaxkaaH, obpaTMBLUMXCA MO BONPOCaM TPYAOYyCTPONCTBA
110. KypHanbl pernctpaumm 4OKYMEHTOB MO OCYLLECTBAEHUIO aAMUHUCTPATMBHbIX NpoLeayp
111. N'padmKkn paboT (cmeHHOCTH)

112. NoKymeHTbl 06 yyeTe paboyero BpeMeHu (CBOAKK, CBEAEHUA, AOKNAAHbIE 3aNUCKKU U Ap.)
113. KaneHaapHble nAaHbl 3aMeHbl M MepecmoTpa HOpM Tpyaa

114. Mepenuncka No BONPOCcaM HOPMUPOBAHMA 1 onaaTbl TPYAa, TapuPHOM cMcTEMbI

115. doTorpadumn paboyero BpemeHm

116. doTorpacdmm BpeMeHn Ncnonb3oBaHna 0bopyaoBaHUA

117. JlokymeHTbl O pesy/abTaTax NpoBeAeHUA XpoHomeTpa)ka (PoToXpoHOMeTpaxka) TPpyAoBOro
npouecca (NaaHbl, OTYETbI, CNPaBKU, KapTbl, pacyeTHble Tabanubl 1 ap.)

118. Mepenncka o NPUMEHEHMN Pa3/IMYHbIX GOPM ONaThl TPyAa, 06 YCTaHOBIEHUWN AOIMKHOCTHbIX
OKNagoB, O NMPUMEHEHUM TapUHbIX CETOK, O CO34aHMWU, PEryaMpPOBaHMM M UCNONb30BaHMW PoHAA
3apaboTHOM NnaThbl

119. Nepenuncka 06 aBapuAX U HECYACTHbIX C/lydYasx Ha NPOM3BOACTBE
120. CoobLLeHMNA O HECYACTHbIX CNyYasaX Ha NPOM3BOACTBE

121. U3BewweHns o6 ocTpbix NpPodeccuoHanbHbIX 3ab0NeBaHUAX (IKCTPEHHbIE) U XPOHUYECKMX
npodeccnoHanbHbIX 3aboeBaHMAX

122. 3aABKM Ha neyebHO-NpoduNaKkTMYECKOe NUTAHUE U CPEeACTBA MHANBUAYANbHOM 3alLNUTbI ANA
paboTHMKOB, 3aHATLIX Ha paboTe c BpeAHbIMU U (M11) ONaCHbIMK YCAOBUAMM TPyaa

123. MMepenucka O nNpoBeaeHUN ne4YebHO-NPOPUNAKTUYECKMX U  CaHUTAPHO-TUIMEHUYECKUX
MeponpuATUIA NO OXpaHe Tpyaa

124. [OKymeHTbl O nNpoBeAeHUW 06A3aTeNbHbIX MEAMUMHCKMX OCMOTPOB paboTatowmx
(npeaBapuTenbHbIX, NEPUOAUYECKUX) (CMIMCKM, FPadUKKM, aKTbl, Mepennucka 1 ap.)

125. JokyMeHTbl 06 opraHusauum U npoeeseHnn obyyeHusa No oxpaHe TpyZa (y4yebHble nnaHbl,
y4yebHble NPOrpammbl, CMUCKK, NepenmncKa u ap.)

126. [oKymeHTbl 06 opraHusaumMmM u paboTe KabuHeTa oxpaHbl Tpyaa (MnaHbl, OTYEThHI,
NHdopMaumn, ceeseHnn 1 ap.)

127. [doKymeHTbl O HabnogeHWM 3a COCTOSHMEM BO3AYLIHOM Cpeabl B LiexaX OpraHu3auumi
(npoToKoAbl, exXeaHEBHblE aHaNM3bl NPOH, Nepenuncka 1 4p.)

128. MepenncKa 0 COCTOAHUN BEHTUAALMNOHHOIO X03AlCTBA Ha npoussoacrtee

129. Mepenucka 0 NPUMEHEHUWN U SKCMIyaTaLuu CPEACTB 3/IEKTPUYECKOTO OCBELLEHUA B LEeXax
OopraHusauui



130. ypHanbl pernctpaunmn orHeBbIx paboT

131. Mepenucka 0 NPUMEHEHMM COUMANBHbIX CTAHAAPTOB M HOPMATUBOB NO COLMANBHON 3aluTe
HaceneHmsa

132. MNepenucKka 06 ynnate ob6a3aTeIbHbIX CTPAXOBbIX B3HOCOB

133. BeaomocCTH BblA4aum UCXOAALLNX AOKYMEHTOB

134. PeecTpbl Nnepegayun UCXO4ALWMX LOKYMEHTOB

135. MNepenuncKka o HasHAYEHUN NEHCUI

136. AHKeTbl 3aCTPaxOBaHHbIX AL,

137. MnaHbl paboTbl NO BEAEHUIO BOMHCKOIO yyYeTa 1 6poHMpPOBaHNA BOEHHOODA3aHHbIX

138. [JOoKyMeHTbl O BeAeHWW BOMHCKOTO y4yeTa M BPOHMPOBAHWA BOEHHOODBA3AHHLIX (OTYEeTbI,
CMWCKK, CNPaBKK U 4p.)

139. Nepenuncka o BeAEHMUM BOMHCKOIO y4eTa U BpOHUPOBAHNA BOEHHOOBA3AHHbIX

140. }ypHa/ibl NPOBEPOK COCTOAHMA BOMHCKOIO y4yeTa U OPOHNPOBAHNA BOEHHO0H6A3aHHbIX
141. }ypHanbl yyeTa paboTHUKOB, BblObIBAIOLLMX B CAYKEOHbIE KOMAaHANPOBKMU

142. }ypHanbl perucrpaymm KOMaHaMPOBOYHbIX YA0OCTOBEPEHUI

143. I'padumKM TPYAOBbIX OTNYCKOB

144. Wtorosble CBOAKM, CBeAgeHWA, BEAOMOCTM O MPOBEAEHMM aTTecTaluu, YCTaHOBAEHWUU
KBanndukaumm

145. MNepenuncKa o npoBeaeHNN aTTeCcTalUK, YCTAaHOBAEHUM KBanUDUKaLLUK

146. MNnaHbl pacnpegeneHna NneaarorMiyeckon Harpyskm mexay negarormyeckMmm paboTHUKaMn m
oTYeTbl 06 UX BbINOAHEHUN

147. UHanBmnayanbHble NaaHbl pa6OTbI negarorm4yeckunx pa6OTHMKOB M OTYETbI 06 MX BbIMNOJIHEHUN

148. XypHanbl, KapTOYKM, BEAOMOCTM Yy4yeTa BbINOJHEHUA MNefarorMyeckuMm paboTHUKamu
nesarorMyeckom HarpysKku, pacnpesaeneHms yyebHbIX 4acos

149. CBeaeHUA 0 BbINOJAHEHUMU I'Iep,aI'OI'l/IL-IECKOﬁ Harpy3ku negarorm4eCKknmm pa6OTHMKaMM

150. Mepenncka 06 obecneyeHun yupexgeHuit obpasoBaHMA Yy4yebHO-MeToAMYECKON
OOKyMeHTaumel, y4ebHbIMU U3AAHUAMM, WHbBIMW CcpeacTBamu  0bydyeHuA, HeobxoguMbIMK  AnA
opraHusaumm obpasoBaTenbHOro Npouecca

151. 3a8BKM Ha y4ebHO-METOAMYECKYIO AOKYMEHTALMIO, yYebHble M3aaHuA, yuebHo-HarnagHble
nocobua, obopygoBaHMe W MHble cpeacTBa 0b6ydeHMA, Heobxogumble ANA  OpraHM3aLuMu
obpasoBaTenbHOro npotecca

152. MNepenuncka O AOMyCKE K WMCMNO/Mb30BaHWIO B 06pasoBaTe/ibHOM Mpouecce y4yebHUKOB,
y4ebHbIX N0CO6UMN, UHBIX y4eOHbIX U34aHUN

153. [JOKyMeHTbl O MOArOTOBKE K HOBOMY yyebHOMY rogy yyperkaeHui obpasoBaHuA (aKTbl,
CnpaBKK, MHbOPMaLMK, Nepenmcka n ap.)



154. ExeAHeBHble NnaHbl PaboTbl MeaarorMyeckmMx PaboTHUKOB C BOCMMTAaHHUKAMMK, MNAaHbl
KOPPEKLMOHHO-pa3BmBatolleir paboTbl € BOCMUTAHHUKAMM C OCOBEHHOCTAMWU NCUXOPU3UYECKOTO
Pa3BUTUA B yUPEXAEHUAX AOLLIKONLHOrO 06pa3oBaHus

155. baHK AaHHbIX O AeTAX AOLWKO/IbHOrO BO3pacTa B palioHe

156. CBeaeHuA 0 ABUMKEHUWU BOCMUTAHHMKOB B YYpPEXKAEHMAX AOLWKO/bHOro 06pa3oBaHuA, B TOM
yncne 06 nx 3aKOHHbIX NPeacTaBUTENAX

157. CBegeHMA O HaNAUUUKM y4yebHbIX U3OaHUK M UHbIX CpeacTB obydyeHusa, HeobxoaMMbIX AN
opraHM3aummn o6pa3oBaTe/IbHOro NPOLLECCca B yYpeXKAeHUAX A0WKONbHOro 06pa3oBaHms

158. JoKyMeHTbI MO YYETY U ABUNKEHUIO AETEN B BO3pacTe A0 18 neT (cnucku, otyeTsl 1 A4p.)

159. PacnucaHua y4ebHbIX 3aHATUIA, KOPPEKUMOHHbIX, CTUMYIUPYIOLWNX, NOAAEPHKMBAOLWMX U
$aKyNbTaTUBHbIX 3aHATUIN, 06beAMHEHUI MO MHTepecamM (KPYXKKOB, CEKUMI, cTyamin, kKnybos u ap.),
BbINMYCKHbIX 3K3aMEHOB B yYpexaeHuax obliero cpegHero ob6pasoBaHua, yuypexaeHmax obpasosaHus,
MHbIX OpraHM3auuax, Yy WHOMBUAYaNbHbIX NpegnpuHMMaTene, KOTOpbIM B COOTBETCTBUM C
3aKOHOAATENbCTBOM  MPEAOCTaBAEHO MPaBO  OCYLWECTBAATb 00OpasoBaTeNbHY0  AeATENbHOCTD,
peanusyowmx obpasoBaTenbHble MPOrpaMmmbl CreunasbHOro 06pa3oBaHUA (Janee - yyperaeHus
cneuunanbHoro obpasoBaHus)

160. ypHanbl O0BWEXUTUI yupeskaeHuiA obliero cpeaHero o6pasoBaHMA, cneumanbHbIX
obweobpasoBaTesbHbIX LWKON (cneuunanbHbIx obuweobpasoBaTesbHbIX LWKOJI-MHTEPHATOB),
BCMOMOraTe/ibHbIX LWKO/ (BComMoraTesibHbIX LWKOA-UHTEPHATOB)

161. Mepenucka o6 WUTOroBoM aTTecTauuM ydyalMXCA B MNOPALAKE 3KCTepHaTa NPy MOAyYeHUU
obuiero 6a3oBoro 1 obuero cpegHero obpasoBaHus

162. CBeaeHuns 0 faNbHENLLEM KU3HEYCTPONCTBE BbINMYCKHUKOB YUYpeXAeHU oblero cpegHero
obpasoBaHus

163. [loKymeHTbl O nepeBoAe 0OYYAlOWMXCA B UHblE yYperKaeHUA crneumnanbHoro obpasoBaHus
(AoKnagHble 3annCcKKN, 060CHOBAHMSA, Nepenncka u ap.)

164. HypHanbl y4eTa NPONYLLEHHbIX U 3aMeHEHHbIX y4ebHbIX 3aHATUIA

165. WHpopmaumm O  KM3HEYCTPOWMCTBE, NaTpPoHaTe  BbIMYCKHUKOB  CleuuanbHbIX
obweobpasoBaTesbHbIX LWKON (cneumanbHbIx obueobpasoBaTebHbIX LLIKO/I-MHTEPHATOB),
BCMOMOTaTe/IbHbIX KO/ (BCMOMOraTe/ibHbIX LWWKOA-MHTEPHATOB) (MacnopT naTpoHaTa BbIMyCKHWUKA)

166. Mporpammbl O MNPOPUAAKTUKE M MNPECEYEHUM KypeHUs, YnoTpebsieHns asKorosibHbIX,
cN1aboankorofibHbIX HaNUTKOB, MWBA, HAPKOTUYECKUX CPEACTB, MCUXOTPOMHbIX, TOKCUYECKUX U APYTUX
o4ypMaHMBaoLWMX BellecTs (KpoMe opraHM3aLumii, B KOTOPbIX OHU BbliM cOCTaBAEHbI)

167. CoumanbHble NacnopTa yupeaeHnin obpasosaHun

168. [loKymeHTbl O paboTe nNeaaroroB-ncuMxo/oros, MNeAaroroB COUMasbHbIX, yyuTenen-
AedeKToN0roB (NNaHbl, 0OTYeThI, MHGOPMALMKM, NePenncKa u ap.)

169. ypHanbl y4yeTa MHOMBMAYaNbHOU W rpynnoBoi ¢opm paboTbl NesaroroB-ncUXooros,
neaaroros CouMasbHbIX, yunuTenen-aedpeKkTonoros

170. [OKYMeHTbl O NEepUOAUYECKUX MEeOULMHCKMX OCMOTPax M NPUBUBKAX BOCNUTAHHUKOB
COLUMaNbHO-NeaarorMyeckmx yupeskaeHmin (ceeaeHuns, Cnuckm n ap.)

171. ypHanbl yyeTa nponyLeHHbIX U 3aMeHEeHHbIX YPOKOB



172. }KypHanbl y4eTa 3aHATMI C BOCMUTAaHHUKAMM AOLIKONbHOIO BO3pacTa
173. KypHanbl yyeTa nocewteHMn HebNaronoay4YHbIX cemei

174. }ypHanbl yyeTa noceweHnn yuperkaeHmin obpasoBaHumn

175. *ypHanbl yyeta gnarHoctmyeckoi pabotol

176. EAnHOBpEMEHHbIE cBeAeHMsA 0 3a60/1eBaeMOCTN BOCMUTaHHMUKOB
177. KypHanbl perncrpaumm BOCNMTaHHMKOB B KAPaHTUHHOM rpynne
178. }ypHasbl yyeTa CaHUTAPHO-NPOCBETUTENbHOM PaboTbl

179. CaHuTapHble }KypHasbl

180. AmbynaTopHble }KypHasbl

181. MypHanbl yuyeTa MHPEKLMOHHbIX 3ab0neBaHNM

182. KypHanbl yyeta pUsn4eCcKoro pa3BnTMA BOCNUTAaHHMKOB

183. XKypHanbl yyeTa oCMOTPa BOCNUTAHHUKOB Ha NeguKynes

184. ypHanbl gucnaHcepHOro y4yeTa BOCMUTaHHUKOB

185. XKypHanbl yyeta npMBMBOK

186. KypHanbl yyeTta Tpasm

187. HypHanbl yyeTa KOHCyAbTaLMi

188. HypHanbl yyeTa 4OroBOPOB O B3aMMOLENCTBUM yUpeKAEHUIN 06pa3oBaHMA C OpraHn3aLmMaMm
- 3aKasyMKamMM KaZpoB MpW NOArOTOBKE CMeuManncToB, paboumx, CayKallimx, 3afBOK Ha NOATOTOBKY
CMeunanncToB, paboumx, CaysKawmx

189. nMepenucka 06 opraHu3aumm o6pasoBaTenbHOro npouecca nNpu  peanunsauuu
06pa3oBaTeNbHOM MpPOrpammbl MOATOTOBKM /ML, K MOCTYMNAEHWUIO B y4yperaeHua o6bpasoBaHus
Pecnybanku Benapycb

190. Mepenucka o NpoBeAeHMM AHEN OTKPbITbIX ABEPEN B yupexaeHUAX obpa3oBaHMA

191. CBegeHuWsa O KOAWYECTBE 3asiBIEHWA OT /Wl, MOCTyNaBlWMX AN MOJYYeHUs
Npo¢$eccMoHaNbHO-TEXHUYECKOTO, CpeaHero CneuuanbHOro M BbiClero obpasoBaHUA B yupexAeHus
obpasoBaHus

192. ypHanbl perncrpaumm AOKYMEHTOB /ML, MOCTYNAOWMX B yYpeKaeHUs obpasoBaHua ans
nony4yeHua npodeccMoHasbHO-TEXHUYECKOro, CPeAHEro cneLmanbHOro 1 Bbiclero o6pasoBaHun

193. XypHanbl yyeTa 3asABAeHUN auu, o06paTMBLUMXCA ANA yyacTMa B MNpodeccroHanbHO-
ncmxosiormyeckom cobecegoBaHMm (TECTUPOBAHMUM), U NPUHATBIX pPeLLeHU

194. OTyeTbl O MPOBEAEHUMN BCTYMUTE/IbHBIX UCMbITAHUA B yypeAeHus obpasoBaHua (Kpome
OpPraHM3aLMiA, B KOTOPbIX OHM BblIM COCTaB/IEHbI)

195. JoKyMeHTbl 0 Xo4e Npuema AL, NOCTYyNaloLWmX B yupexaeHnsa o6pa3oBaHna ana noayyeHus
npodeccMoHaNnbHO-TEXHNUYECKOTO, CpeaHero crneumanbHOro M Bbiclwero o6pa3oBaHMA  (CnpaBKkw,
MHdOPMaLMK, CIIUCKKN, AOKNAAHbIE 3aNUCKKU U Ap.)



196. E)epgHeBHble CBeAEHWA O pe3ynbTaTax BCTYMUTENbHbIX WCMbITAHUA B  y4YperAeHMA
obpa3oBaHusA

197. Mepenuncka 0 NpMeme 1 3a4NCAeHUN UL, B yupeRaeHns obpa3oBaHms
198. KHurv yyeTta nepegaum B oTaen Kagpos (y4ebHyto 4acTb) INYHBIX Aen 0by4yatoLmxcs

199. PacnucaHuA, rpaduKM  yyebHbIX  3aHATMI, (GaKyNbTaTUBHbIX 3aHATUI, 3a4yeToB
(anddepeHUMpoBaHHbIX 3a4€TOB), 3K3aMEHOB MO y4ebHbIM npegmeTam (y4ebHbIM AUCUMMAMHAM),
rocyfapCcTBeHHbIX  3K3amMeHOB  (KBaMPUKALMOHHbIX  3K3aMEHOB),  KaHAMAOATCKMX  3a4eToB
(anddepeHumnpoBaHHbIX 3a4eToB) No 0bLieobpa3oBaTebHbIM ANCUUNAMHAM, KAHANAATCKMX S3K3aMeHOoB
no obuweobpasoBaTeNbHbIM AUCUMMAANMHAM, KOHCY/AbTaUWMM, 3alMTbl KYPCOBbIX MPOEKTOB (KYpCoBbIX
paboT), AMNNOMHbBIX MPOEKTOB (AUNAOMHbIX PaboT), MarucTepCcKUX AuccepTaumii, CETKM 4YacoB MO
y4ebHbIM NpeameTam (y4ebHbiMm AucuMnaAnHam)

200. CBoAKM, BEAOMOCTU y4YeTa NOCEeLAeMOCTM YYebHbIX 3aHATUIM 0byYaroLWwmmmca
201. }ypHanbl perncTpaumm KOHCyIbTauni

202. Mepenncka O NPOBEAEHMU 3K3aMEHALMOHHbIX CECCUN U A0MNyCcKe obyvalwlmxca K caade
3a4etoB (aMddepeHUMPOBAHHbIX 334eTOB), 3K3aMeHOB Mo y4yebHbIM npeametram (y4ebHbIM
AVNCLUMNIMHAM), BbICbIJIKE OMALIHMX KOHTPObHbIX PaboT U ApyrMm Bonpocam

203. MNepeyHn NPoBEPOYHbIX PaboT Mo NPOU3BOACTBEHHOMY 0BYYEHMIO
204. NMepeyHn KBanudUKaLMOHHbIX (NPOBHbIX) paboT

205. MNepeyHn Tem KypcoBbIX MPOEKTOB (KypcoBbix paboT), ANNAOMHbIX NPOEKTOB (AMMNOMHbIX
pabor)

206. MNepenucka 06 opraHM3aLmmn 1 COCTOAHMM 3a04HOM GOpPMbI NOTyYeHNn 0bpa3oBaHUA

207. XypHanbl perucTpauuu CnpaBOK-BbI30BOB O6Yy4YaloOWMXCA 3a04HOWM GOPMbI MOAYYEHMSA
obpasoBaHus

208. HypHanbl yyeTa AOMALIHMX KOHTPOJ/IbHbIX PAaboT M KypcOBbIX NMPOEKTOB (KypcoBbix paboT)
obyyatowmxca 3a04HOM GopMbl NONYyYeHMA 06pPa30BaHMA

209. [lokyMeHTbl 0 NpoBeaeHMn pecnybMKaHCKUX KOHKYPCOB NpodeccMoHanbHOr0 MacTepcTBa,
TEXHUYECKOro W [AeKOpPaTUBHO-NPUKAAAHOIO TBOPYECTBA, CMOTPOB, C/IETOB, BbICTABOK W  ApPYrUx
06pa30BaTENIbHbIX MEPONPUATUI (NONOKEHUS, MPOTOKO/IbI, 3aABKM, aHKETbI, CIUCKK U Ap.)

210. CnncKkuM opraHMsaumii, Ha 6ase KOTOPbIX NPOBOAUTCA NPaKTMKA

211. XKypHanbl yyeTa NpoM3BOACTBEHHOrO 06yyeHWUA, NabopaToOPHbIX M MPAKTUYECKUX 3aHATUN,
KOHTPOJIbHbIX paboT

212. Mepenucka 06 yTBepPXAEHUM COCTaBa  lOCYAAPCTBEHHbIX  KBa/JMUKALMOHHbIX
(KBaNUOUKALMOHHBIX) KOMUCCUIA, TOCYAAPCTBEHHbIX 3K3aMeHaLMOHHbIX KOMUCCUI U UX NpeacenaTenei

213. BeomocCTu NepcoHaNbHOro yyeTa BbINYCKHMKOB
214. NnaHbl, BEAOMOCTM pacnpeseneHus (HanpaBaeHUs Ha paboTy) BbINYCKHUKOB

215. KHMMM yyeTa BblAa4YM CMPABOK O CaMOCTOATE/IbHOM TPYAOYCTPOMCTBE U NOATBEPNKAEHUNA O
npueme Ha paboty



216. KHMIM yyeTa Bblgauun CBMAETENbCTB O HAaNpPaB/AeHUN Ha PaboTy M NOATBEPKAEHUI O Npueme
Ha paborty

217. [JoOKymMeHTbl O NPOBEAEHMU IKCKYpCcuit (oTyeTbl, MHPOpMaLMKU, AHEBHUKK, pedepaThbl,
nepenucka u ap.)

218. Mepenucka 06 yTBEpXAEHWUW COCTaBa rOCYAAPCTBEHHbIX 3K3aMeHaLMOHHbIX KOMWUCCUIA
(KBaNMPUKaLMOHHBIX KOMUCCUI) U UX NpeacenaTenei

219. [OKyMeHTbl O TOCYZApCTBEHHOW  perncrpaumm  UHPOPMAUMOHHBIX  CUCTEM U
MHPOPMALMOHHDBIX PECYPCOB (3a1BKM, 3aK/0UEHUNA U 4p.)

220. Mepenu1cKka no Bonpocam matepuasibHO-TEXHUYECKOTO obecneveHnn AeATeIbHOCTH
221. ¥ypHanbl yyeTa BblAa4M KOHKYPCHbIX AOKYMEHTOB, 3aMPOCOB LLEHOBbIX NPeAN0XKeHWN

222. ypHanbl yyeTa Bblgaun NpurnalleHUin K yyacTmio B npoLeaypax 3akynoK Tosapos (pabor,
yenyr)

223. ypHanbl perncrpaumm npeasoreHni
224. }ypHanbl perncTpaunmn npubbITMA Y4aCTHUKOB Ha 3aceaaHnsa KOMUCCUK
225. ypHanbl y4eTa 40roBOPOB 0 MaTepuasibHO-TEXHMYECKOM obecneyeHnn

226. [oKymeHTbl O MOTPEOHOCTM B Cbipbe, MaTepumanax, KOMMIEKTYIOWMX U WHbIX ToBapax
(paboTax, ycayrax) (ceogHble BeaoMoCTU, TabnLbl, pacyeTbl U Ap.)

227. KoMnieKkToBOYHbIE BEAOMOCTHU

228. JoKyMeHTbl 06 ycnoBuaAx U 0GOPMAEHUN NOCTABOK CbipbsA, MAaTEPNANOB, KOMMNIEKTYIOLWMX U
MHbIX TOBapoB (paboT, ycnyr) (cnpaBKu, cBeAeHMs, 3a8BKM, 3aKasbl, NEpenmcka n ap.)

229. TpadumKM OTrPYy3KM CbiPbA, MAaTEPUANOB, KOMMNNEKTYIOLLMUX U MHbIX TOBAapPOB NOTpebutenam

230. JoKyMeHTbI O BblZaye Cbipba, MaTEPMaNoB, KOMIMIEKTYIOLWMX U UHbIX TOBapoB (060CHOBaHMA,
Hapsaabl u ap.)

231. XypHanbl y4eTa Cbipbf, MATepUanoB, KOMMIEKTYIOWMX U WMHbIX TOBApPOB, OTMNPABAAEMbIX
nortpebuTtenam

232. [py30Bble TAMOXKEHHbIE AeKNapaunm (AeKknapaumm Ha ToBapbl)
233. CBoaKn, B€AOMOCTU, KHUTM Y4eTa OTIPY3KN SKCNOPTHbLIX TOBAPOB

234. [loOKYMEHTbI O eXXefHEeBHOW OTrpy3Ke Cbipbs, MaTePMANoB, KOMMIEKTYIOLMX U UHbIX TOBApOB
(mmcneTyepckme KypHasbl, CBOAKM U Ap.)

235. CBeaeHus 06 OTrpy*KEHHbIX Cbipbe, MaTepuanax, KOMMIEKTYIOLMX U UHbIX TOBapax

236. OTyeTbl 06 OCTaTKaX, NOCTyn/1eHNn N pacxogoBaHM CbipbA, MaTePMNaIOB, KOMNNEKTYOLWNUX U
MHbIX TOBApOB

237. [JOKyMeHTbl O KauyecTBe MNOCTYMaloWMUX W OTNPaBAAEMbIX CblpbA, MaTepuanos,
KOMIM/IEKTYIOLLMX U UHbIX TOBAPOB (paboT, ycayr) (aKTbl, 3aK/t04EHMA, CPABKKU 1 Ap.)

238. MNepenuncka o0 3aroToBKe 1 OTIPy3Ke MeTaNIMYeCcKoro 10ma



239. HopmaTtmsbl CKNAACKMX 3aMacoB

240. NMepenncka 06 opraHn3aumm CKNaACKOro XpaHeHun

241. Nepenwncka o NpnbbITUM rpy3os

242. NepenuncKa o0 3aBO3e CbipbA, MAaTEPMANOB, KOMMNAEKTYIOWMX U MHbIX TOBAPOB HA CKAaAbl
243. TpeboBaHMA 1 KoNuKW TpeboBaHMI Ha NONYYEHNE UHCTPYMEHTOB CO CKag0B

244, KHUMM yyeTa pacnopsi’KeHWi Ha OTNYCK CbipbA, MaTepPManoB, KOMMIEKTYIOWMX U WHbIX
TOBApOB CO CKN3A08B

245. Nepenncka 06 NCNob30BaHNK TApPb!

246. JOKYMeHTbI O AOMNYyCKe B C/yXKebHble nomelleHUss B Hepaboyee Bpemsa U BbIXOAHblE AHMU
(3anBKK, cBEAEHUSA, NEPENMCKa 1 Ap.)

247. TpaduKn aexkypcTs paboTHUKOB, XKYPHa/bl y4eTa AeXKYpPCTB PaboTHUMKOB

248. [lokymeHTbl 06 opopmMneHun cnyKebHbIX Npoe3gHbIX A4OKYMEHTOB, 6POHMPOBAHMM MECT B
rOCTUHULAX (CMNCKK, CBEAEHUSA, NepernmncKka 1 ap.)

249. ypHanbl y4eTa BblAaun neyatein 1 WITaMmnos

250. MnaHbl, rpadukm NpPodUNAKTUYECKUX OCMOTPOB M TEKYLLEro pemMoHTa obopyaoBaHuA U
MHXXEHEPHbIX CUCTEM

251. [loOKYMEHTbI O TEXHUYECKOM COCTOSHUM 34aHWIA (NOMeLLEeHMIA), 3aHUMAEMBbIX OpPraHM3aLMaMM
(oTueThbl, cnpaBKu, cBeaeHMA U ap.)

252. lokyMeHTbl 0 NOATOTOBKE 34aHUIM (NomelLeHnin) n 060pyL0BaHMA K SKCMAyaTaLMM B OCEHHe-
3UMHUI nepuog (nnaHbl, rpaduKmM, Nnepenncka u ap.)

253. }ypHanbl perncrpaumm 4oroBopoB 0 KOMMYHalbHOM 06CNYKMBAHUM 34aHUI (COOPYKEHUIA)
254. Mepenncka 0 KOMMYHaNbHOM 06CNYKMBAHWUM 340aHUIA (COOPYKEHUIA)

255. MNepenncka O cofepraHuM 34aHUIN (COOPYXKEHWUI) M npuaeralolwein K HAM TeppUTopUU B
HagnexXallemM TEXHUYECKOM M CaHUTapHOM COCTOAHUU

256. MnaHbl MeponpuATUIA MO SKOHOMMU TEMNOBOW U 3NEKTPUYECKON SHEPTUM U OTYETbl 06 UX
BbIMNO/IHEHUM

257. XypHanbl yyeTa pacxopa TEMNOBOM 3SHepruu, noTpebneHUs 3N1eKTPUYECKON 3Heprum,
NPUPOAHOTO rasa, BOAbl

258. HypHanbl yueTa ocmoTpa U paboTbl indTOB

259. [IoKYMeHTbl N0 KOHTPOK MPOTMBOMNOMKAPHOIO COCTOAHWUA W PEKMMA OXPaHbl OpraHn3aunii
(nnaHbl, OTYETbI, aKTbl, CBOAKK, CBEAEHUA, NepenucKka u ap.)

260. MHCTpYKLMM O Mepax NoXKapHoI 6e3onacHoCTH

261. WHCTPYKLMM MO 3KCNIyaTauMu CUCTEM MPOTMBOMOMKAPHOIO BOAOCHAOMKEHMSA U YCTaHOBOK
NOKapHOW aBTOMATUKM

262. IHCTPYKLUMK NO TYLLEHMIO NOXKAPOB B 3/IEKTPOYCTAaHOBKAX



263. UHCTpyKuMn no obecneyeHunto aBakyauun atogen (Ha 06beKTax C MAacCOBbIM NpebbiBaHWEM
noaen)

264. MNepenncka o NpPUOGPETEHMM NOXKAPHON TEXHUKM, NOXKAPHOro 06opynoBaHMA, MNOXKAPHOTO
WHBEHTApPA, OFTHETYLIMTENEN, OTHETYLIALLMX BELLECTB U APYIMX CPEACTB MPOTUBOMOXKAPHOWM 3aLMTbl

265. ypHanbl perncrpaumm 4orosopos 06 opraHM3aLMmn OxXpaHbl

266. Cxembl AMCNOKALLMM NOCTOB OXPaHbI

267. [LoOKyMeHTbl 0 pexkMme paboTbl OXPaHHUKOB M CTOPOXKeM (rpaduKkM, pacnmcaHusa u ap.)
268. 3anBKM Ha opyKuMe, boenpunachl, BELLEBOE UMYLLECTBO A/1A OXPAaHHMKOB

269. OT4yeTbl 06 yCTPOIMCTBE U IKCMIyaTaLUM TEXHUYECKUX CPeACTB OXPaHbl

270. MnaHbl 3aWUTbl HaCeNeHUs U TEePPUTOPUI OT Ype3BblYalHbIX CUTyaUUid NPUPOAHOro U
TEXHOreHHOro XxapaKkrepa

271. NnaHbl NpeaynpeXaeHna u IMKBULALMN YPe3BbIYaNHbIX CUTyauni
272. MNnaHbl rpaxaaHCKo 060pOoHbI

273. [okymeHTbl 06 opraHu3aumnm  ¢GYHKUMOHMPOBAHUA  TOCYLAPCTBEHHOM  CUCTEMDI
npeaynpexaeHna n ANKBMAALMU 4Ype3BblYalHbIX CUTyaUMiA M TparkaaHCKOM 060poHbl (yKasaHus,
MN/iaHbl, OTYETbI, UHOPMaLUN U Ap.)

274. Mepenucka 06 opraHmsaumMm  GYHKUMOHMPOBAHMA  FOCYOAPCTBEHHOM  CUCTEMbI
npeaynpexaeHna u AMKBMAALMM Ype3BblYaHbIX CUTYaLMIA U FPaXkaAaHCKON 060POHbI

275. MNepenuncka o AeATeNbHOCTU KOMUCCUIA NO YPe3BblYaliHbIM CUTYaLMAM

276. [lOKyMeHTbl O CO3[aHWW, WCNOAb30BAHUM W BOCMOJHEHUU PE3epBOB MaTepuasbHbIX
pecypcoB A1A IMKBUAALLMM YPE3BbIYANHbBIX CUTYALLMIA (KONUK peLIeHNnid, MPUKa30B, Nepenncka u ap.)

277. JOKYMEHTbl O NOArOTOBKE PyKOBOAUTENEN, AONMKHOCTHbIX /ML, PabOTHMKOB OpraHu3auuin,
HaceneHus B 06/11aCTV 3aWMTbl OT YPE3BbIYANHbIX CUTYaUUI NPUPOAHOIO U TEXHONEHHOro XapakTepa
(nnaHbl, Nporpammsl, OTYETLI, NEPENUCKa U Ap.)

278. [oKymeHTbl 06 opraHM3auuMuM W BedeHWUM [paxKAaHCKoW 0B6OpOHbl (NOMOXEHUA, NAaHbI,
OT4yeTbl, Nepenncka u ap.)

279. loKymeHTbl 06 opraHusaumMm GyHKUMOHUPOBAHMA U NOATOTOBKE CUA rPaXKaaHCKon 060pOHbI
(nonoxkeHus, pelweHuns, NnepeyHun, OpraHN3aLMOHHO-LITATHbIE CTPYKTYpPbI, Tabenun u ap.)

280. [JoKkymeHTbl 06 obecrneyeHnn U UCMNOJIb30BaHUU CNEeLManbHOTO MMYLLECTBA rpaKAaaHCKoW
060pOHbI (NNaHbl, OTYETHI, CBEAEHUA U Ap.)

281. [OKYMEHTbl O COCTOSIHUM W 3KCMAyaTauuMW pPasinYHbIX BUAOB TPAHCMOPTHLIX CPEeACTB
(cnpaBku, AOKNaAHble 3aNUCKK, CBEAEHUA, Nepenncka u ap.)

282. [lOKyMeHTbl O Ha/NM4MM M COCTOSIHUM aBTOMOOW/bHbLIX MAPKOB, rapaxken, MacTepcKux
(cnpaBeku, cBeAeHMsA, Nepenncka u ap.)

283. [lokymeHTbl 06 onpeaeneHUn NOTPebHOCTU B TPAHCMOPTHbLIX CPeACTBaxX M UX BblaeneHun
(3as1BKK, pacyeTbl, nepenucka u ap.)

284. lOKYMEHTbI O ABUKEHMM TPAHCTMOPTHBIX CPEACTB (CBOAKM, CBEAEHUSA, pacnMcaHus, rpaduki,



nepenucka n ap.)

285. [IOKYMEHTbl O COCTOSIHUM U PasBUTUN BHYTPEHHEN CBA3U (AOKNaAHble 3aMUCKKU, CNpPaBKW,
nepenucka)

286. [IOKYMEHTbl O PEMOHTE COOPYKEHUI N CPeacTB CBA3M (NaaHbl, OTYETbI, MepenuncKa 1 ap.)

287. HypHanbl pernctpaumm [oroBopoB 06 opraHMsauuu, SKCMAyaTauuu, apeHZe U PemoHTe
BHYTPEHHEeN CBA3N

288. Mepenucka o nposeaeHun paboT no TenedoHUsaumu, pagmoPukaLumn, CUrHaaM3auuMn U
3KCMAyaTauumn BHYTPEHHEN CBA3K OpraHmn3aLmm

289. CxeMbl IMHWUIA CBA3WM OpraHU3aLnit

290. ypHanbl, KHUMM y4eTa TesniePOHHbIX Pa3roBOpoB

291. *ypHanbl npodMNaKTUYECKMX OCMOTPOB 060PYyA0BaHMA U KaHANOB CBA3MU
292. TexHUYeCKME KYPHA/bl SKCNAyaTaummn cpeacTs CBA3MU

293. [JoKymeHTbl MO MOArOTOBKE Yy4YpeauTesibHbIX Cbe340B, KOHbepeHUMn, obWUX M UHbIX
yupeauTeNbHbIX COBPaHniA 0BLLLECTBEHHbIX OpraHu3aunii (NaaHbl, NPOrpamMmmbl, CNPaBKU, MHOPMALIUNK,
nepenucka u ap.)

294. [OoKymeHTbl 06 MTOrax OTYETHO-BbIOOPHbLIX KamMMaHWM, BbIMNOJIHEHWUM PELIEHUN BbICLLUX
OpraHoB 06 LLEeCTBEHHbIX OpraHn3aLuii (0T4eTbl, CNPaBKK, NPOTOKObI U Ap.)

295. Mepenuncka 06 opraHn3aummn 1 NpoBeseHNN OTYETHO-BbIBOPHbBIX KAMNAHU
296. MNnaHbl NpoBeAeHMA 0bLWECTBEHHbIX MEPONPUATUIA

297. [JOKyMeHTbl 0 AeATeNbHOCTM KOMMCCUIM OB6LLECTBEHHbIX OpraHu3auuMii (NPOTOKO/bI, aKThbl,
BE40MOCTH, CBeAEeHMA 1 Ap.)

298. ®UHaHCOBblE CMETbI 06LLECTBEHHbIX, MEPBUYHbIX 0OLLECTBEHHbIX OpraHM3auui

299. OTyeTbl 06 MCNOAHEHUM PUHAHCOBbLIX CMET OOLLECTBEHHbIX, MEPBUYHbIX OBOLLECTBEHHbIX
opraHusauuni

300. JoKyMeHTbI O NOCTYMN/JIEHUM N PACXOLOBAHMM YSIEHCKMX B3HOCOB (OTYETbI, Nepenncka u ap.)
301. JokyMmeHTbl 06 yyeTe YneHCKMX buneToB (OTYETDLI, 3a5BKK, aKTbl, CBEAEHWA U A4p.)
302. YyeTHble KapTOUYKM YeHOB 06LLEeCTBEHHbIX OpraHu3aLmi

303. Cn1cKn YneHoB obLwecTBeHHbIX OpraHn3aumi

MpunnoxkeHune 21
K MHCTpYKLMKN NO AenonponsBoacTBy
B rOCY4apPCTBEHHbIX OpraHax, UHbIX
OpraHu3aumnax
(sBegeHo noctaHoBneHnem MuHiocTa oT 30.12.2015 N 225)
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HalimeHHe BbiWwaiicTasual apraHisaupli HavmeHoBaHMe BbillecToALLEN OpraHM3aLmm

HalimeHHe apraHisaupli HanvmeHoBaHMe opraHM3saunm
MNawTosbl agpac MouToBbIN aapec
e-mail e-mail
KamyHiKaLblMHbIA AaHblA KoMMyHUKauMOHHbIe AaHHble
KamepubliiHbIA AaHblA Kommepueckne gaHHble
N <*> AppecaTt
Ha N oT

Agpec (ykasbiBaeTca e-mail agpecara)

3aronoBoOK K TEKCTY

TekcTt

HanmeHoBaHMe A0/KHOCTU PacmmcprBKa noanucun

damunua ucnonHmtens 000 00 00

<*> PeKBM3MT He 3anofiHAeTCs, AaTa W PEerucTpauMOHHbIA MHAEKC npocTaBnawTca B PKK,
npuKpenneHHowm K 3.



