TekcT aaHHoM pegakuumn nogrotoeneH cneunanuctamm OO0 "KOpCnekTp" n He sBNsSieTCA peaakumen
HOPMAaTMBHOIO NPaBOBOr0O akTa U3 3TarloHHOro 0aHka AaHHbLIX MPaBOBOW MHOPMaLUK

NMNOCTAHOBINEHUE MUHUCTEPCTBA IOCTULUN PECNYBJIUKUN BEJNAPYCb
19 auBaps 2009r. N 4

OB YTBEPXXOEHWMN MHCTPYKLUU NO OAENOMNPOU3BOACTBY B TOCYOAPCTBEHHbIX OPTAHAX, UHbIX
OPIrAHU3ALIUAX

(B peqa. noctaHoBneHun Muntocta ot 24.10.2011 N 235,

o7 27.01.2012 N 18, o1 15.01.2013 N 9, o1 10.12.2014 N 240,
ot 30.12.2015 N 225, ot 18.08.2017 N 167, ot 05.03.2018 N 51,
oT 26.07.2018 N 154, ot 13.03.2019 N 39, o1 17.10.2019 N 193,

ot 30.08.2022 N 113)

Ha ocHoBaHun 4Yactu nepeon ctaTbh 26 3akoHa Pecnybnukn Benapyck ot 25 Hos6ps 2011 r. N 323-3 "O6
apxMBHOM Aene v genonpoussoacTtee” MuHuctepctso toctnumnm Pecnyonukmn Benapycs MOCTAHOBIIAET:
(npeambyna B pea. noctaHoBnexnus MuHiocta ot 30.08.2022 N 113)

1. YTBepanTb WHCTpYyKUMIO MO [ENONPOM3BOACTBY B FOCYOAPCTBEHHbLIX OpraHax, WHbIX OpraHu3auusx
(npunaraetcs).

(n. 1 B peq. noctaHoBnexnms MuHiocta ot 13.03.2019 N 39)

2. MNpwusHaTtb yTpaTMBLUMM cuny npuka3 KomuteTa no apxvsam u genonpoussoactsy Pecnybnvku Benapych
ot 23 masa 1995 r. N 13 "O6 yTtBepxgeHun [MpMMepHON MHCTPYKUMM NO Aernonpov3BOACTBY B MWHMCTEPCTBAX,
rockomutTeTax M APYrMx LEeHTpanbHbIX OpraHax yrnpasfneHus, yuypexaeHusiX, opraHusaumsax u Ha npeanpusatusax
Pecnybnvku Benapycb" (BtonneteHb HopMaTMBHO-NpaBoBow MHopmauun, 1995 ., N 11).

3. Hacrtosillee nocTaHoBneHWe BCTynaeT B Cwuiy u4epe3 [JecsiTb [HEW Mocrne ero oduumnanbHoro
ony6nukoBaHus.

MwuHucTp B.I.'onoeaHoB

YTBEPXIEHO
I[IocTaHOBJIEHUE
MyHMCTepCTBa OCTULNA
Pecnybnukm Besapycsh
19.01.2009 N 4

MHCTPYKLUUA
no AENONPOU3BOACTBY B rOCYOAPCTBEHHbLIX OPTAHAX, MHbIX OPFTAHU3ALIUAX

(B peq. noctaHoBneHmn MuHiocta ot 24.10.2011 N 235,
oT 27.01.2012 N 18, o1 15.01.2013 N 9, o1 10.12.2014 N 240,
oT 30.12.2015 N 225, ot 18.08.2017 N 167, ot 05.03.2018 N 51,
oT 26.07.2018 N 154, o1 13.03.2019 N 39, o1 17.10.2019 N 193,
ot 30.08.2022 N 113)

FMABA 1
OBLUME NONOXEHUA



1. Hactosiwas WHcTpykuusa yctaHaBnuBaeT obwmne TpeboBaHUA K AOKYMEHTUPOBAHUIO YrpaBrieH4YeCcKon
OEeaTenbHOCTU M opraHusauuu paboTbl C OOKYMEHTaMuM B rOCYAApCTBEHHbIX OpraHax, WHbIX OpraHu3auumsax
He3aBUCMMO OT POPMbl COBGCTBEHHOCTU N OpraHn3aLnoHHO-NPaBoOBOM hopMbl (ganee - opraHusaumm).

(n. 1 B peq. noctaHoenenuss MuHtocta ot 13.03.2019 N 39)

2. UckntoveH.
(0. 2 nckntodeH. - NocraHoBneHne MuHiocta ot 13.03.2019 N 39)

3. lMonoxeHnsa HacToAwen WIHCTpyKUMM pacnpoCTpPaHsIloTCA Ha OpraHM3auuoHHO-pacrnopsaauTenbHYo
OOKYMEHTaLMI0 He3aBUCUMO OT BMAa HOCUTENS WM yCTaHaBNMBAKOT MpaBuna MOArOTOBKW, OPOPMIIEHMs, y4eTa,
TUPaXMPOBaHUSA, KOHTPOMNS WCMOSTHEHMWS, ONEPaTUBHOIO XpPaHEHUS, UCMOMb30BaHUS M NOArOTOBKU K nepejaye B
apxuB, OCYLUECTBIISIEMbIE C MOMOLLBK PY4YHbIX, MEXaHW3MPOBAHHbLIX U aBTOMAaTM3NPOBAHHbLIX (KOMMbLIOTEPHBIX)
TEXHOOormn.

(B pea. noctaHoBneHnst Muntocta ot 13.03.2019 N 39)

OcoBeHHOCTN MOArOTOBKM M O(POPMIIEHNS MPOEKTOB HOPMATMBHBIX NPAaBOBLIX aKTOB onpeaerieHbl 3akoHOM
Pecnybnuku Benapycb ot 17 niona 2018 r. N 130-3 "O HopMaTUBHbIX NPaBOBbIX akTax".
(yacTb BTOpas n. 3 BBeAeHa noctaHoBneHneM MuHiocta ot 13.03.2019 N 39)

MonoxeHusa HacToswen NHCTPYKLMK pacnpoCTPaHAITCA Ha HEHOPMAaTUBHbIE (MHOMBMAYarbHbIE) NPABOBbIE
aKTbl, fokanbHbIe NPaBOBble aKTbl HOPMOTBOPYECKMX OPraHoOB (AOMKHOCTHbLIX MWL) B YaCTW, HE YPerynmpoBaHHON
3akoHom Pecnybnukm Benapycek "O HOpMaTVBHbIX NPABOBbLIX akTax".

(vyacTtb TpeTba n. 3 BBeaeHa noctaHoBneHem MuHiocta ot 17.10.2019 N 193)

OcobeHHocTn ochopmneHnsi, 06paboTkn U XpaHeHWs AOKYMEHTOB B SMEKTPOHHOM BMAE, 33 UCKITHYEeHUeM
OOKYMEHTOB, YyKa3aHHbIX B 4acTW YeTBEpTOM HaCTOSAWEro nyHKTa, perynupylotca rnason 18 HacToswen
MHCTpyKUMN.

(yacTb 4yeTBepTas n. 3 BBeAeHa nocraHoBneHvem MuHiocta ot 13.03.2019 N 39)

OcobeHHOCTM NOAroToBKK, odhopMneHnsi, 06paboTku, obecneyeHnss LeNoOCTHOCTU, XPaHEHUST ANEKTPOHHbIX
OOKYMEHTOB, CO34aBaemblX MOCPEACTBOM aBTOMATU3MPOBAHHON CUCTEMbI OOKYMEHTaUWMOHHOro obecneyeHus
ynpaeneHus (ganee - AC [OOY) 6e3 co3gaHnsi OOKYMEHTOB Ha OYMaXHbIX HOCUTENSAX, 3NEKTPOHHbIX KOMWUW
OOKYMEHTOB Ha OyMaXHbIX HoOcUTensax perynupytoTca WHCTpykumen o nopsgke paboTbl € 3MEKTPOHHLIMU
OOKYMEHTaMu B rOCyAapCTBEHHbIX OpraHax, UHbIX OpraHvM3aunsix, yTBepXXaeHHon noctaHoBrneHnem MuHucTepcTea
tocTnumm Pecnybnuku Benapyckb ot 6 peBpana 2019 . N 19.

(4yacTtb naTasa n. 3 BBeAeHa noctaHoBneHnem MuHiocta ot 13.03.2019 N 39)

OcoBeHHOCTM MOAroToBKW, OdopMneHus u (Mnu) obpaboTku, XpaHeHWss [OKYMEHTOB, COAepXKalumx
rocygapCTBEHHbIE CEKPETbl U MHYI0 OXPaHSAeMYyo 3aKoHOA4aTenbCTBOM UHOPMaunio, obpalleHuin rpaxaaH, B TOM
yscne uMHAMBMOYanbHbIX MpeanpuHUMaTtenen, W pUMAMYEeCKUX vl W OJOKYMEHTOB, CBS3@HHbIX C WX
paccMOTpeHveM, 3asBNeHNn 3aMHTEPECOBaHHbIX NnL, obpallaloLmMXcs 3a OCyLeCTBNEeHMEM aAMUHUCTPaTUBHOM
npoueaypbl, 1 UHbIX JOKYMEHTOB, CBA3aHHbIX C OCYLLECTBIEHMEM aAMUHUCTPATMBHbIX Npoueayp, perynmpyroTcs
aKkTamu 3aKoOHOAaTenbCTBa.

(4acTb wectasa n. 3 B pea. noctaHoBneHuns Muniocta ot 13.03.2019 N 39)

MonoxeHns HacTosilwen WIHCTpyKuumM pacnpoCTpaHsAlTCAa Ha opraHusauuito paboTbl C AOKYMEHTaMu, He
OTHOCALWMUMUCH K cucteme OpraHM3aunoHHO-pacnopaanTENbLHON OOKyMeHTaumm (nnaHoBas,
OTYETHO-CTaTUCTMYECKas, pacHeTHO-AEHeXHasa U Apyrue CUCTeMbl ynpaBneHYeckon AOKYMeHTaumm), He3aBUCUMO
OT BuAa HOCUTENs, BKMOYas WX YYeT, KOHTPOSflb WCMOMHEHWs, XpaHeHue, B TOM YWCMe OCYyLIeCTBRsieMble C
MOMOLLbIO aBTOMaTU3UPOBAHHbIX (KOMMbIOTEPHbIX) TEXHOMOIUA.

(B pea. noctaHoBneHust MuHtocta ot 30.08.2022 N 113)

4. OpraHusauMss v BedeHuMe [Jernonpou3BOACTBA B OpraHu3auusx OCYLLIECTBMSKOTCA Ha OCHOBE
CaMOCTOSATENbHO pa3pabaTbiBaeMbIX WHCTPYKUMA MO AeronpoM3BOACTBY B COOTBETCTBUMM C TpeboBaHUSMU
HacTosLwen VIHCTpykumn.

BblwecTosAwmmm opraHnzaumamm  Ond OAHOPOAHbIX NO  XapaKkTtepy AOedTesibHOCTU NOAYUHEHHbIX
opraHmsaLuAﬁ pa3pa6aTb|Bar0Tc;| MHCTPYKUMM NO Aenonpon3soacTBy, yCTaHaBnMBawLwine TUNOBOW UNK npmmeprlﬁ
XapakTtep opraHusauun genonpomn3sBoactea, UCMOJb3yeMble Nnpu pa3pa60T|<e I/IHCprKLI,I/lIZ no genonpon3soncTtey
ATUX opraHM3au,|/||7|.

MHcTpykums no [OenonpousBOACTBY, MMelolas TUMOBOW XapakTep, YCTaHaBnuMBaeT eAuHbIA MopsaoK



OopraHusaummn genonpon3soactea BO BCeX OOHOPOAHbIX opraHn3aumnax.

MHCTDYKLI,VIF-I no genonpon3BoacTtey, nMmerLulad l'lpVIMeprIVI XapakTtep, yctaHaBimBaeT NopAAOK opraHn3aunm
gernonpoun3soactea B OAHOPOAHbLIX OpraHun3auudx, ﬂpeﬂyCManMBaPOU.J,VIVI BO3MOXHOCTb €ro KOHKpeTusauunn B
MHCTPYKUMAX NO Aenonpon3BoacTBy OpFaHVI3aLI,VIl7I B YCTAHOBJIEHHbLIX €0 paMKax.

MHCTpyKuMM No  Oenonpov3BOACTBY, MMEIOWME TUMOBOWM WNM  MPUMEPHbLIA  XapakTep, SIBNSTCA
obsi3aTenbHbIMU ANS NPUMEHEHUS.

5. WHCTpykuMm no [enonpov3BoACTBY OpraHv3auvin, SBASIOWMUXCA WCTOYHWKAMM  KOMMNIEKTOBaHUS
rOCyAapCTBEHHbIX apXMBOB, YTBEPXOAIOTCA WX PYKOBOAWTENSAMMW MNOCME COrfacoBaHWs C COOTBETCTBYIOLLMM
rocygapCTBEHHbIM apXVMBOM WMWY CTPYKTYPHbIM MOApasdeneHnem no apxvBam v Oernonpov3BoACTBY 0BMacTHbIX
(MuHcKoro ropoackoro) UCNOSHUTENbHBIX KOMUTETOB.

(vacTb nepsas n. 5 B pea. noctaHoBneHus Muxiocta ot 30.08.2022 N 113)

WHCTpykuMn no [enonpousBOACTBY OpraHusauuii, He SBMSIIOWMUXCS MWCTOYHMKAMU  KOMMMEKTOBaHMS
rocy4apCTBEHHbIX apXUBOB, YTBEPXOAKOTCA WX PYKOBOAMTENSIMU TOCME COrMMacoBaHWsl C  BbILECTOALMUMM
opraHmsaumsamm (Npy X Hanu4auu).

WHCTpyKuMM No Oenonpov3BOACTBY, UMeELWMe TUMNOBOWM UMW MPUMEPHBLIN XapakTep, paspabaTbiBaeMble
rocygapCTBEHHbIMW OpraHaMu, WHbIMU TFOCYAAPCTBEHHbIMW OpraHM3aumsamMu, MNOAYMHEHHbIMU [1paBUTENbLCTBY
Pecnybnukn benapycb, yTBEpXOATCSA UX PYKOBOAUTENsIMU Mocne cornacoBaHus ¢ LleHTpanbHoOW akcnepTHOM
komuccren (ganee - LISK) cooTBeTcTByOLErO OpraHa ynpasneHus (opraHm3aumm) n pecnybnmkaHCKum opraHom
rocyaapCTBEHHOrO ynpaBrieHus B cchepe apxvMBHOMO Aena 1 Aenonpon3BoacTBa.

(B pea. noctaHoBneHmn MuHiocta ot 27.01.2012 N 18, ot 30.08.2022 N 113)

MHCTpyKuMM no Oenonpov3BOACTBY, UMeELWMe TUMNOBOM UMW MPUMEPHBbIN XapakTep, paspabaTbiBaemble
opraHmsaumamm, SBNSWNMUCA UCTOYHUKAMU KOMMNEKTOBAHUS rOCy4apCTBEHHbLIX apXvMBOB, YTBEPXKAAKTCH WX
pykoBoaMTENAMM nocne cornacosaHns ¢ LIOK aTux opraHvsaumii m COOTBETCTBYIOLMMW OCYAaPCTBEHHBIMU
apxmBamu.

|/|HCprKLI,VIVI no pgernonpoun3soncTey, unMmerowine TUMNOBOW UNK anMeprM Xapakrtep, pa3pa6aTb|BaeMb|e
MHbIMU OpraHn3aunamMin, yTeepXxanaroTcAa NX pykoBoguTenAaMm nocrne corrnacoBaHuna c LlSK 3TUX opranaau,MVl.

6. OpraHusaumss M COBEpLUEHCTBOBaHWE CUCTEMbl AOKyMEHTauWoHHOro obecnevyeHus ynpasrneHus B
opraHm3aumu, KOHTPOfb 3a CcOGMioAeHWEeM YCTaHOBMEHHbIX NpaBun paboTbl C AOKYMEHTaMu, MeToauMyeckoe
pyKOBOACTBO paboTonm € OOKymMeHTamu M 0byyeHue paboTHMKOB OCHOBaM [eronpov3BOACTBa, BHeApeHue u
NPUMEHEHNE COBPEMEHHbIX MH(POPMAaLMOHHBIX TEXHOMNOMM B paboTe C OOKyMEHTamu BO3faralTcs Ha cnyxoy
OOKyMeHTaUMoHHOro obecneveHus ynpaeneHus (ganee - cnyx6ta JOY).

HaumeHoBaHue cnyx6bl JOY (ynpaBneHue genamu, cekpetapuar, obwun otaen, KaHuenapusa u T.n.), ee
CTPYKTYpa, 3agayum, OyHKUMM YyCTaHaBNMBAKOTCA B COOTBETCTBUM C NOMOXEHNEM O HEN B 3aBMCMMOCTU OT obbema
OOKYMeHTO0B0opoTa, BbINOMHAEMbIX (PYHKLUUA, HANNYUsa cpeacTB BblYUCAUTENBHON U OPraHU3aLMOHHON TEXHUKN 1
T.M.

Cnyxba OOY MOXeT COCTOSTb W3 HEeCKONbKMX nogpasgeneHui. 3agayn, dyHKUMM, nopsgok paboThbl
nogpasgeneHun cnyx6osl JOY pernaMeHTUpPYOTCA NONOXEHNSMMU O HUX.

Mpn HebGonbwom obbeme pokymeHToobopota crniyxba [OOY moxeT He cosgaBaTbcs. B atom cnydae
BbIMOMHEHNE ee (DYHKLUMI BO3naraeTcs Ha crneuvanbHO Ha3Ha4yeHHOro MpuKa3oM PYKOBOAMTENS OpraHu3auummn
paboTHuka (rpynny paboTHMKOB).

(B pea. noctaHoBneHust MuHtocta ot 18.08.2017 N 167)

I'IpaBa, 0053aHHOCTM U OTBETCTBEHHOCTb pa6OTHVIKOB, yyqyacTeywwmx B Agenonpoun3BogCcTBeHHOM
O6CJ'Iy>KI/IBaHI/II/I opraHuzauunu, onpenenarnTcd NX AOJMKHOCTHbIMU NHCTPYKLUUAMN.

7. OTBETCTBEHHOCTb 3a OpraHM3aumMio Aenonpon3BoACTBa, cobnoaeHMe YCTaHOBEHHbIX NpaBun U nopsigaka
paboTbl C QOKYMEHTaMW B OpraHuM3auuu, UX COXPaHHOCTb BO3faratoTcsl Ha PyKOBOAMUTENs opraHusaumu. [pu
CMeHe pyKoBOAUTENS OpraHMn3aLMmn COCTaBMSIETCS akT npuema-nepenadv GOKYMeHTOB 1 Aen.

(8 pea. noctaHoBneHu Muntocta ot 30.12.2015 N 225, ot 13.03.2019 N 39)

OTBETCTBEHHOCTbL 3a opraHu3auuio gernonpon3BoacTBa, cobniogeHune YCTaHOBJ1E€HHbIX NpaBuil U nopdaka



paboTbl C OOKYMEHTaMu B CTPYKTYPHbIX nogpasfeneHusax opraHusaumm, Ux COXPaHHOCTb BO3MaralwTcs Ha
pykoBoauTenen aTux nogpasgenenuin. [lpuvka3om pykoBOAWTENs OpraHu3auum HasHayvaeTcs paboTHUK,
OTBETCTBEHHbIN 33 BeJeHUe Oenonpon3BoACTBa, KOTOPbIA OCYLLECTBISIET B CTPYKTYPHOM noapasaeneHnm yyeT u
KOHTPOIb MPOXOXAEHUS OOKYMEHTOB B YCTAHOBJIEHHbLIE CPOKWU, WHMOPMUPYET PYKOBOOAMTENS CTPYKTYPHOro
noapasaeneHnst 0 COCTOSSHUN UX UCMOJTHEHNS U Ap.

PaboTHMKM opraHusaumm A0MKHbl GbiTb 03HAKOMIEHb! C YCTAHOBMNEHHbLIM NOPSAKOM paboThl C AOKYMEHTaMu
B opraHu3aLmu.

PaGoTHUKM opraHM3auumn HecyT NepcoHarnbHy0 OTBETCTBEHHOCTb 3a BbINONHeHMe TpeboBaHUA UHCTPYKLMK
Nno Aenonpou3BOACTBY, COXPaHHOCTb HaXOOALIMXCH Y HUX CNyXebHbix OokymeHToB. O6 yTpaTe [OOKyMEHTOB
HeMenneHHo coobllaeTcs pykoBoAMTENO noapasaeneHns u B cnyxoy JOY.

Mpun nepeBoge, nNepemeLleHUN UNKU YBONbHEHUM PabOTHMKA WMMENOLIMECS Y Hero AOKYMeHTbl M aena
nepeaalrTcs Mo PeLieHNo PYKOBOAMTENS OpraHu3auMum UM COOTBETCTBYHOLLErO CTPYKTYPHOro noapasgeneHust
Apyromy paboTHVKY MO akTy npuemMa-nepegayu JOKYMEHTOB U Aen.

8. KoHTponb 3a cocTosiHMEM [enonpousBoACTBa B OpraHU3auMsiXx OCYLLECTBMSETCS opraHamu apXUBHOMO
[Aena u fenonpoun3BofcTBa, rocyJapCTBEHHbIMU apXUBHBIMU YYPEXAEHUSIMU U BbILLECTOSALLMMUN OpraHM3auusmu.
(B pea. noctaHoBneHus MuHiocta ot 27.01.2012 N 18)

TMABA 2 )
[OKYMEHTUPOBAHVE YNPABNEHYECKOW JEATENBHOCTM

9. [lokyMeHTMpOBaHWE YyMpaBreH4Yeckon [esiTeNbHOCTM 3akniovyaeTcs B CO34aHuM  yrnpaBleHYecKmx
OOKYMEHTOB - (OMKCaLMM Ha MaTepuanbHbIX HOCUTENSX YrpaBreHYeckux AeACTBUIN MO YCTaHOBEHHBLIM NpaBunam.
[lokyMeHTUpoBaHWe ynpaBieHYeCKON AeATENbHOCTU MOXET OCYLLECTBASATLCS KakK PYKOMMUCHBIM cnocoboM, Tak u ¢
MOMOLLBbI TEXHUYECKUX CPeACTB. YMpaBneHYeckne OOKYMEHTbI MOryT ObiTb 3adMKCUPOBaHbl Kak Ha ByMakHOM,
TaK U Ha 3NEKTPOHHOM HOcUTeNe (AOKYMEHTbI B 3NIEKTPOHHOM BUAE, B TOM YMCIIE SMEKTPOHHbIE AOKYMEHTHI).

[OKyMeHTbl B 9MEKTPOHHOM BMAE MOryT NPUMEHATBCS BO BCEX cdpepax AeAaTenbHOCTU, IAe MCNOoNnb3ylTcH
NporpaMmHble, NPOrpamMMHO-TEXHUYECKME M TEXHUYECKNe CpeacTBa, Heobxoaumble Ans co3gaHus, obpaboTku,
XpaHeHus, nepegayn n npyema nHopmaumm B 3reKTPOHHOM Buae.

(B pea. noctaHoBneHms MuHiocta ot 13.03.2019 N 39)

TpeboBaHUs K OOKYMEHTaM B 3fEKTPOHHOM BWAE PACMpPOCTPAHAKTCHA HA 3NEKTPOHHbIE LOKYMEHTbI, €crnu
WHOE He NPedyCMOTPEHO 3aKOHOAATENBCTBOM 00 3MEKTPOHHbLIX AOKYMEHTaX M 3MEKTPOHHON LudpoBOK Noanmcu.
(B pea. noctaHoBneHms MuHiocta ot 13.03.2019 N 39)

YacTtu yeTBepTasa - BoCbMasd UCKMYeHsbI. - NMoctaHoBneHne MuHiocta ot 13.03.2019 N 39.

CocTaB [OKyMEHTOB, 06GpasyrLMnxcsa B AESTeNbHOCTU OpraHu3auuu, onpefensieTcs ee KoMmneTeHUMeN,
KPYrOM ynpaBlieHYeCKnX (YHKLMIA, MOPSIAKOM paspeLleHnsi BOMPOCOB (€AMHOMMUYHBLIA UMK  KOMneruanbHbIi),
06HLEMOM 1 XapaKTepoM B3aMMOCBS3eN MexAy OpraHu3auusiMu O4HOTO WIN PasfUYHbIX YPOBHEN yrnpaBrieHus v
T.0.

KOpuanyeckum OCHOBaHMEM CO34aHUSA OPraHU3auMOHHO-pPacnopsSANTENbHbIX OOKYMEHTOB B AEATEITbHOCTU
opraHuMsaunn aBnaATCS:

aKTbl 3aKOHOOATENbCTBA;
(B pea. noctaHoBneHnst Muntocta ot 13.03.2019 N 39)

peLleHns cyaos;
npeanucaHusi rocyiapCTBEHHbIX OPraHOB M JAOMKHOCTHbIX NL;
NOPYYEHNS BbILLECTOSILLIMX OpraHU3aLuii;

OCyLLEeCTBMEHNe WCMNOMHUTENBHON W OpraHu3auMOHHO-pacnopaauTenbHOM  AOEeATenbHOCTU B LUensx
BbIMOMHEHNSA OpraHu3aunen Bo3rnoXeHHbIX Ha Hee (DYHKLUIA 1 3af4ay B COOTBETCTBUM C ee KOMNEeTEHLMEN.
(n. 9 B peq. noctaHoBneHus MuHtocta ot 30.12.2015 N 225)

10. OpraHuzauuun (pyKoBOAMTENM OpraHusauuni, WHble YMOMHOMOYEHHbIe nuua) HageneHbl MnpaBoM



npyHMMaTh (M3gaBaTb) TOMbKO Te pacnopsauTernbHble LOKYMEHTbl (Mpukasbl, pacnopsXeHusi, NMOCTaHOBIEHUS,
peLLeHuns), KoTopble NpeayCMOTPEHbI 3aKOHO4ATENBCTBOM, YCTaBaMm NN NOMOXEHUAMU 00 3TUX opraHM3aumsX.
(B pea. noctaHoBneHun Muntocta ot 13.03.2019 N 39, o1 30.08.2022 N 113)

11. CoBMeCTHble pacnopsguTenbHble OOKYMEHTbl opraHv3aluni, usgarowmx (MpMHUMaroLWmnx) oanHaKoBble
BMAblI OOKYMEHTOB, u3galwTcs (MpuHMMaloTcs) B cooTBeTcTByloweM Buae. CoBMeCTHble pacnopsauTernbHble
OOKYMEHTbl opraHusauumn, msgawwmx (NpMHUMaloLWwmnx) pasnuyHble BuAbl OOKYMEHTOB, MPUHMMAOTCA B Buae
peLleHns, KOTOpoe MMEeT NPaBoOBYIO CUMY PacMnoPSAUTENBHOIO AOKYMEHTA AN KaXXAoW opraHnsauunu, NpuHABLLEN
3TOT OOKYMEHT.

(n. 11 B pea. noctaHoBneHnsa MuHiocta ot 13.03.2019 N 39)

12. Xop obcyxOeHuss BOMPOCOB Ha 3acefaHusiX, COBeLlaHUsIX, CoBpaHusX, KoHdpepeHUUsX, OenoBbixX
BCTpeyax (Oanee - 3aceaaHust) OUKCUMPYeTCS B MPOTOKOMaXx.

PelueHns, npuHaTble Ha 3acefaHuWM KOMmerManbHOro opraHa, UMeNLero coBellatenbHble yHKUMM, Kak
npaBuno, MpPOBOASATCA B XM3Hb MNPMKA3oM (pacrnopsikeHWem) PpyKoBOAUTENS oOpraHu3aumMm nubo nyTem
YyTBEPXOEHUSI PYyKOBOOUTENEM OpraHunsaLunm NpoTokona 3aceaaHusl.

13. OpraHunsauuv BegyT Nepenucky C BbILECTOAWMUMU, MOAYMHEHHBIMW (BXOOSALMMM B COCTaB, CUCTEMY),
CTOPOHHUMW OpraHu3auusiMu, rpaxgaHamu, B TOM uuCfle WMHOMBUAYanbHbIMW MpeanpuHUMaTensamun, B Lensx
BbINOMHEHWSA NOCTaBMNEHHbIX Neped HAMMK 3a4ad 1 peannsaunmn BO3NOXKEHHbIX Ha HUX PyHKUNNA.

(B pea. noctaHoBneHmn MuHiocta ot 24.10.2011 N 235, ot 18.08.2017 N 167)

I'IepenMCKa MeXxay CTPYKTYpHbIMW nogpa3geneHnammn opraHunsaunm, 3a WCKIKYeHnemM TepputopualibHO
yAaneHHbIX nop,pameneHvM, 3anpeLjaeTcAa.

14. OpraHusauum Ha OCHOBaHWW HOPMATMBHbIX MPaBOBbLIX aKTOB, ONPEefEensaWnX X 3agadm 1 yHKUUN,
nsgatT (COCTaBNAT) Takke MNnaHbl, OTYeTbl, JOKNAAHbIE 3anuCKW, CNpaBKX, akTbl U Opyrve ynpasrieH4Yeckne
OOKYMEHTbI.

15. MNpaBo 13gaHusa (NPUHATUS) OOKYMEHTOB, UX MOAMUCaHUSA, YTBEPXAEHNs, cornacoBaHus (BU3MpoOBaHUS)
3aKpennsaeTcad B MOSMOXEHUSX W ycTaBax OpraHuW3auuin, MOMOXKEHUAX O CTPYKTYPHbIX noAapasfaeneHunsx,
AOIPKHOCTHBIX MHCTPYKLMSAX pabOTHMKAM U MHbIX FTOKanbHbIX NPaBOBbIX akTax opraHu3aumn.

16. MNogroToBka OOKYyMEHTa BKIOYAET COoCTaBneHne n oopmMneHme npoekTa 4OKYMEHTa, ero nognucaHue,
npy He0BXOANMOCTU - cornacoBaHue (BU3MPOBaHME), yTBEPXKAEHME.

Mpn nogrotoBke [OKYMEHTOB Heobxoaumo cobniogaTe npasBuna, obecneyvBalolume OPUANYECKYHO
3HAYMMOCTb JOKYyMEHTa, OnepaTMBHOE N Ka4eCTBEHHOE UX UCMOSTHEHME N NMOUCK.
(vyacTtb BTOpas n. 16 B pen. noctaHosneHua MuHtocta ot 30.08.2022 N 113)

BHeceHue kakmx-nnbo ucnpaeneHWA unu OONOMHEHWM B MNoAnucaHHble (YTBEPXKOEHHbIE) OOKYMEHTbl He
Jonyckaetcs.
(4acTb TpeTb4d n. 16 BBegeHa noctaHoBneHneM MuHiocta oT 30.08.2022 N 113)

17. [Ons cokpalleHusi KonmyecTBa NpUMeHsieMbiX OpM [OOKYMEHTOB oOpraHusaumm paspabartbiBatoT
yHUMUMpoBaHHbIE OpMbl  JOKYMEHTOB (ganee - Y®[I), npeacrtaBnsioline COBOKYMHOCTb PEKBU3UTOB,
YCTaHOBIMEHHbIX B COOTBETCTBMM C peLlaeMbiMU B AaHHOW chepe AeATeNbHOCTM 3ajavyaMmn U pacrnosioKeHHbIX Ha
HocuTene MHgopmMaunm B onpegeneHHoOM nopsigke.

Y®[L sknwodvaTca B "Tabenb yHUUUUPOBaAHHBbIX OPM [AOKYMEHTOB OpraHusaumn” - nepeveHb
paspeLUeHHbIX K NpUMEHeHWI0 hOpM AOKYMEHTOB, HEOOXOAMMbBIX U OOCTaTOYHbLIX OIS peanu3aumym YyHKUMA U
3agay ynpaBreHYeckon AeATeNbHOCTU C OTPaXEHMEM OCHOBHbIX 3TanoB MX MOATOTOBKM M MPOXOXAEHUs (Oanee,
€CInV He onpeaeneHo nHoe, - Tabensb).

(B pea. noctaHoBneHms MuHiocta ot 13.03.2019 N 39)

Tabenb yTBepxaaeTcs pykoBoauTenem opraHu3aumun. PaspaboTtka, BegeHue Ttabens M KOHTpOnb 3a ero
NpMMEHeHVEeM ocyLLecTBsAOTCS cnyxbon JOY.

Tabenb paspabatbiBaeTcs ¢ y4eTOM cneundukm 4esaTenbHOCTM OpraHmM3aumm U KOHKPETHbIX 3adad, KoTopble
peluatoTcs npu paspaboTke Tabensa no cdopme cornacHo npunoxexuto 1. MNpu HeobxogmMMocTn Tabenb MOXeT
ObiITb gononHeH rpadamu "Koag dopmbl no knaccudmkatopy”, "Agpecat”, "OTBETCTBEHHbI 3a KOHTPOSb



ncnonHeHnsa" n gp.
(8 pea. noctaHoBneHus Muniocta ot 13.03.2019 N 39)

Mpu paspaboTke Tabens pekBusanTbl "HavmeHoBaHWe opraHusaumn”, "HasBaHue Buaa gokymeHTa", "[arta
OOKyMeHTa", "PerMctpaumoHHbii mHAaekc", "MecTo cocTaBneHusi unvM u3gaHus” u "3aronoBok K TekcTy"
pacnonaralTcsa U 0hOpPMIIAITCA B COOTBETCTBUM C TpeboBaHusamn nyHkToB 35, 41, 45 - 47, 49 n 54 HacTtoswen
UHcTpyKumm.

(vacTb nsTasa n. 17 BBegeHa noctaHoenenmem MuHiocta ot 13.03.2019 N 39)

HokymeHTbl B Tabene MoryT GbiTb CUMCTEMaTU3MPOBaHbI MO CTPYKTYPHbIM MoAdpasgenieHvsM u (Unum) no
hYHKUMSIM 1 3a4a4amM yripaBrieHust.

18. [Ana npuaaHns OKYMEHTY HOPUMANYECKON 3HAYMMOCTU HEODXOAUMMO Hanuuune crneaylwmx oba3aTensHbIX
PEKBU3NTOB:
(8 pea. noctaHoBneHns Muntocta ot 30.08.2022 N 113)

HanmeHoBaHune opraHmn3aumm n (VIJ'WI) CTPYKTYPHOIro nogpasgerieHnda - aBTopa;

AaTa JOKYMeHTa;
(B pea. noctaHoBneHms MuHiocta ot 18.08.2017 N 167)

PErMCTPaLMOHHbIA UHAOEKC;
NOAMNUCh.

Ons oTAenbHbIX BMAOB [AOKYMEHTOB [OMOSMHUTENbHBIMU PEKBU3UTAMU, NPUOAKLWUMUA UM OPULNYECKYIO
3HAYMMOCTb, ABMSATCS rpud YyTBEPXKAEHMUS, NevaTb, OTMETKA O 3aBEPEHNUM KOMUN.
(B pea. noctaHoBneHms MuHiocta ot 30.08.2022 N 113)

MeyaTb MOXET HEe MPOCTaBMATLCH OpraHM3aLusMu, KOTOpble B COOTBETCTBMU C 3aKoHOAATENbHbIMU akTamu
BNpaBe He UCMONb30BaTb NeyaTtu, 3a UCKIIOYEHMEM CryYaeB, NPeayCMOTPEHHbIX MEXAyHapoaHbIMWU OrOBOpaMu
Pecnybnuku Benapychb.

(B pea. noctaHoBneHun MuHiocta ot 26.07.2018 N 154, ot 13.03.2019 N 39)

19. ,D,OKYMeHTbI OOJIKHbI Oq)OpMJ'IFITbCFI Ha GnaHkax u MmeTb yCTaHOBﬂeHHbIVI KoMnnekc obssaTenbHbIX
PEeKBN3NTOB U cTabunbHbIN nopAAoK NUX pacnonoXXeHu4d.

[OKyMEeHTbl B 3MEKTPOHHOM BMAE OQOPMAAKTCA B MOPSAKE, YCTAHOBNEHHOM MyHKTOM 220 HacTosien
MHCTpyKUmMK.
(vyacTtb BTOpas n. 19 BBegeHa noctaHoBneHnem MuHiocta ot 30.12.2015 N 225; B pea. noctaHoBneHnss MuHiocta
ot 13.03.2019 N 39)

OTpenbHble AOKYMEHTbI (BHYTPEHHME JOKYMEHTbI CTPYKTYPHbIX NoApasaeneHnii, COBMECTHbIE JOKYMEHTbI U
Ap.) ponyckaeTcs odopMnsiTe He Ha OGnaHkax, HO C obsi3aTernbHbIM BOCMNPOM3BEAEHMEM COOTBETCTBYHOLLMX
PEKBU3NTOB.

I'Ipvl O(bOpMJ'IeHI/IM nmcem, cnpaBoOK W OpPYyrnx CﬂpaBO‘-IHO-MH(bOpMaLI,I/IOHHbIX OOKYMEHTOB [OMnyCKaeTcHd
ncnonb3oBaTb er'IOBOVI LiTamMmn opraHn3auunn.

Mpu pyKonncHoM oopMIIEHNM JOKYMEHTOB COCTaB M PaCMONOXEHNE PEKBU3UTOB AOSMKHbI COOTBETCTBOBATL
COCTaBy U PacrofioXEHNIO PEKBU3UTOB JAOKYMEHTOB, OChOPMIISIEMbIX C MOMOLLbIO TEXHUYECKUX CPEACTB.

20. Kaxxabl NIUCT AOKYMeHTa JOMKeH UMETb Nons:
nesoe - 30 mm;

npasoe - He MeHee 8 MM;

BEPXHEE U HWXKHee - He meHee 20 MMm.

Monsa ¢ yKkasaHHbIMW XapaKTepucTukamu OOMKHbI OTOOpaXaTbCsl Npu BbiBOAE AOKYMEHTa B 3NIEKTPOHHOM
BMAE Ha YCTPONCTBO OTOOpaXKeH!s U Ha BYMakHbIA HOCUTESb.
(vyacTtb BTOpas n. 20 BBegeHa nocrtaHoBneHnem MuHiocta ot 30.12.2015 N 225; B peq. noctaHoBneHns MuHiocTa



o1 13.03.2019 N 39)

FMABA 3 ]
BNAHKM IOKYMEHTOB. YITIOBOW LUTAMI

21. bnaHk OOKyMeHTa - CTaHA4apTHbIN NMCT BymMarn ¢ BOCpon3BeAeHHON Ha HEM NMOCTOSIHHOW MHG)OpMaLen
OOKYMEHTa U MEeCTOM, OTBEAEHHbIM ANS1 NEPEMEHHOMN.
(B pea. noctaHoBneHnst MuHtocta ot 18.08.2017 N 167)

22. Ha 6naHkax usrotaBnuBaeTCs TOMbKO NepBasd CTpaHuua AOKYMEHTa, AN M3roTOBMEHUa Nocnenyowmx
CTpaHUL, UICNONb3YITCHA CTaHAAPTHbIE YACTbIE NUCTbLI Bymaru.

23. YcrtaHaBnuBaeTcsa [OBa Buaa OnaHKkoB, paspabaTbiBaeMblX B COOTBETCTBMM C TOCYAapCTBEHHBIM
ctaHgaptom Pecnybnukn benapyce CTB 6.38-2016 "YHuduUuMpoBaHHbIE CUCTEMbI OOKYMeHTauum PecnyGnmku
Bbenapycb. Cuctema opraHu3auMOHHO-pacnopsiANTENbHON AOKyMeHTauuu. TpeboBaHua K odopmneHuto
OOKYMEHTOB", YTBEPXXAEHHbIM NMOCTAHOBNEHNEM [OCyaapCTBEHHOrO KOMUTETa MO CTaHgapTusaumm Pecnybnuvku
Benapycb o1 26 okta6ps 2016 r. N 83 (ganee - CTb 6.38-2016): 6naHk ansa nucema v obLwmnn 6naHk.

(vacTb nepsas n. 23 B pea. noctaHosneHns MuHiocta ot 18.08.2017 N 167)

Mpy M3roTOBRNEHUM KOHKPETHOrO OOKYMeHTa Ha3BaHMe ero Buaa (KpoMe nucbMa) HaHOCUTCS Ha obLivn
6naHK C NOMOLLbIO TEXHUYECKUX CPEACTB.
(B pea. noctaHoBneHms MuHiocta ot 18.08.2017 N 167)

Ha ocHoBaHun obuwero 6naHka MoryT u3rotaBnvBaTbCs 6naHkM AN KOHKPETHbIX BMOOB AOKYMEHTOB
(MpukasoB, pacnopsbkeHuin, nNpoTokonoB M Ap.). M3rotoBneHve 6naHKOB AN KOHKPETHbIX BWAOB LOKYMEHTOB
uenecoobpasHo, ecnu nx obbem npesbiwaeT 200 JOKYMEHTOB B roA.

(B pea. noctaHoBneHms MuHiocta ot 30.08.2022 N 113)

24. INpu paspaboTke 6GnaHKOB AOKYMEHTOB UCMOMb3yHTCA CTaHAapTHble nucTel Bymarn popmatos A4 (210 x
297 mm) n A5 (148 x 210 mm).

BbiGop chopmaTta GnaHka npv M3rOTOBMEHMWU OOKYMEHTa 3aBUCUT OT Xapaktepa M obbema Tekcta. BnaHk
dopmata A5 ncnonb3yeTcs AN JOKYMEHTOB, UMeloLLMX He Bonee NATU - CEMM CTPOK TEKCTa.

25. Ha 6naHk ons nMcbma HaHOCHATCS PEKBU3UTHI:
ocynapcTtBeHHbIV repb Pecny6nvkm Benapyce;
ambriema opraHvnsaumm nny ToBapHbIN 3HaK (3HaK 0BCnyXmMBaHus);

KO4 opraHu3auuu;
(B pea. noctaHoBneHms MuHiocta ot 18.08.2017 N 167)

HanMeHoBaHMWe BbILUECTOSLWEN OpraHn3aLmm;

HanMeHOBaHWe opraHmM3aLmu;

HaVMeHOBaHWe CTPYKTYPHOIO NoApasaeneHus:;

NMOYTOBbIN afpec OTNpaBuUTENS;

KOMMYHWKALMOHHbIE U KOMMEPYECKUE AaHHbIE.

Ha 6naHk anst nucbMa HaHOCATCSt OrpaHUYMTENbHBIE OTMETKU U NIUHUM ANsi PEKBU3WUTOB: AaTa LOKYMEHTA,
pervcTpaumMoHHbIN MHAEKC, CCbIIKa HAa PErMCTPaLMOHHBIN MHAEKC U AaTy BXOASLLEro JOKYMEHTA.
(B pea. noctaHoBneHms MuHiocta ot 18.08.2017 N 167)

26. Ha obwmii 6naHk HAHOCATCS PEKBU3UTDI:

"ocyaapcTtBeHHbIV repb Pecnybnvkm Benapyce;

ambriema opraHusaumnm Ui ToBapHbI 3HaK (3HaK 06CNyXMBaHWS);



Ko opraHusauuu;
(8 pea. noctaHoBneHnst MuHiocta ot 18.08.2017 N 167)

HauMeHoBaHMe BblLLECTOSALEN opraHunsauunm;
HanmveHoBaHMe opraHn3auunu;

HanmMmeHoBaHWE CTPYKTYPHOIro nogpasaerieHns;
MEeCTO COCTaBJiIeHUA Unn n3aaHna.

Ha obwwuin 6naHk HaAHOCATCS OrpaHWMYMTErNbHbIE OTMETKM W NWUHUWM ONsi PEKBU3UTOB: OaTa [OKYMEHTa,
PErnCTPaLMOHHbIA UHAEKC.
(B pea. noctaHoBneHnst MuHtocta ot 18.08.2017 N 167)

Ona odopmneHusa peksuauta "HaseaHvne Buaa gokymeHTta" Ha obuiem 6naHke otBoanTCS cBO6OAHOE MECTO
mexgy peksuautamum "HaumeHoBaHue opraHusaumn” ("HammeHoBaHue CTpPyKTypHOro nogpasgenexus”) wm
OrpaHnYMTENbHBIMU NNHUSAMU ANS pekBn3nToB "[lata gokymeHTa" u "PerncrpaumoHHbIn nHaekc".

(B pea. noctaHoBneHms MuHiocta ot 18.08.2017 N 167)

27. BnaHkvn oKyMeHTOB pa3pabaTbiBaloTC HAa OCHOBE NPOAONBHOIO UMK YIIIOBOrO BapyaHTa pPacrnoroxXeHus
PEKBU3UTOB.
(B pea. noctaHoBneHms MuHiocta ot 18.08.2017 N 167)

Mpw yrnoBom BapuaHTe pekBu3nTbl GnaHka pacnonaralTcs B BEPXHEM NeBoOM yrny. MakcumanbHas anvHa
CTPOKM PEKBM3NTOB GnaHka He JoSkHa NpeBbIWwaTh 73 MM.

I'IpM npoaoJSibHOM BapuaHTe pPEeKBU3UTDI 6naHka pacnofiaratoTcda nocepeanHe nncta BAOJIb BEPXHEro nond
6e3 orpaHmn4yeHund pasmepos Mo ropn3oHTasrnum, Ho C cobniogeHnem YCTaHOBJ1EHHbIX pa3mMepoB nonen.

28. PekBn3uTbl 6riaHka pacnonaraloTcs LeHTPOBaHHbIM Unn riaroBbiM CNOCOBOM.

I'IpM LUEeHTPOBaHHOM cnocobe Hayano M KOHel KaKaoMn CTPOKMN peKBU3nTa LEHTPYTCA, TO €eCTb
paBHOYyAaneHbl OT rpaHUL, 30HbI PACNOJIOXKEeHNA PEKBU3UTOB.

Mpu dnaroBom crnocobe kaxpas CTPOKa PeKBM3UTA HaAYMHAETCS OT NEBOW rpaHuLbl 30HbI PACMONOXKEHMS
PEKBU3NTOB.

29. lMpu HeobxoAMMOCTU Ha GnaHK MOryT HAHOCUTbLCS OrpaHUuYUTENbHble OTMETKM AN Nonen n oTAenbHbIX
PEeKBU3WUTOB B BMAE YronkoB W NuHWIA. [lonyckaeTcs HaHOCWUTb Ha GnaHk oTMeTku Ans ¢anbLOoBKM U NPOOUBKM
OTBEPCTUI ObIPOKOIIOM.

30. I'IpM co3gaHum BnaHka Ha HECKONbKUX S3blKax PEKBU3UTDI ©naHka OoMmKHbl ObITb ﬂpOD,Y6J'II/|pOBaHbI Ha
ITUX A3blKaX.

Bo Bcex opraHusaumsix HesaBMCUMO OT POPMbl COOBCTBEHHOCTM OGraHK Ond nucbmMa W3roTaBIMBAETCH C
NPOAOIbHbLIM PACMNONIOXKEHNEM PEKBU3UTOB Ha [BYX sI3blKax.
YacTtb uckntoveHa. - NocraHosnenne MuHiocta ot 13.03.2019 N 39.

31. OcobeHHOCTM W3rOTOBMEHMA W WUCMONb30BaHUs OnNaHKOB  [JOKYMEHTOB C  u3obpaxeHuem
locynapcteeHHoro repba Pecny6nuku benapycb perynvMpytotcs  akTamu 3akoHoAaTernbCTBa.
(B pea. noctaHoBneHus Muntocta ot 13.03.2019 N 39)

32. Yrnosou WwTamn NpocTaBnseTcs B NeBON BEPXHEN YacTu NepBoro nuUcta JOKyMeHTa.

JonyckaeTca usrotaBnmMBaTb YrnoBOW LWITamMn Tpex BUAOB: ANs NMCbMa, oOLWuiA YrioBoW WwTamn U YrioBown
LUTaMn Ans KOHKPeTHOro Buaa AOKyMeHTa.
(B pea. noctaHoBneHust Muntocta ot 18.08.2017 N 167)

33. CoctaB pekBM3WTOB YITIOBOTO LUTamna, MOPSAOK WX pasMelleHMst U OpOpMIEHUSt  OOIKHbI
COOTBETCTBOBATbL COCTaBY, NMOPSIAKY pa3MeLLeHUst U 0POPMITEHNS PEKBM3UTOB GriaHka.

34. Pasmep yrroBoro witamna He JOSKeH MpeBbillatbe 73 MM MO ropu3oHTanu u 75 MM (4ns wrtamnos c



nsobpaxeHmem ocygapcteeHHoro repba Pecnybnukn Benapycb unu ambnemsl) unu 55 mm (ansa wramnos 6e3
ns3obpaxeHuns locygapcteeHHoro repba Pecny6nukm Benapyck nnu ambnemsl) no septukanu.

FMABA 4
O®OPMIIEHME PEKBU3NTOB OOKYMEHTOB

35. Tllpu nogrotoBke M OGOPMIEHMN [OOKYMEHTOB WCMOMb3YHTCA PEKBU3UTBI, COCTaB U MNOpsOoK
pacnonoxeHusi KoTopbix yctaHoBneH CTE 6.38-2016.
(8 pea. noctaHoBneHust Muniocta ot 18.08.2017 N 167)

36. PekBun3uT "lNocygapcTteeHHbIn repb Pecny6nvku Benapycb".

N3obpaxeHne ocypapctBeHHoro repba Pecnybnuku Benapycbk nomelwiaetca Ha GnaHkax OOKYMEHTOB U
YIMOBbIX LITaMnax rocygapCTBEHHbIX OPraHoOB M WHbIX TOCYAAPCTBEHHbIX OpPraHuW3auun, WX CTPYKTYPHbIX
nogpasgeneHnin. HerocyaapCTBEHHble oOpraHu3auun nomelwlarT usobpaxeHue [ocypapcTBeHHoro repba
Pecnybnukn Benapycb Ha GnaHkax OOKYMEHTOB W YIMOBbIX LUTAMMax, €Cnu Takoe NnpaBo NpefoCTaBieHO MM B
COOTBETCTBMM C 3aKOHOAATENbHBIMU aKTaMu.

(B pea. noctaHoBneHun Muniocta ot 13.03.2019 N 39, ot 30.08.2022 N 113)

N3obpaxeHne [ocypapctBeHHoro repba Pecnybnvkm benapyce Ha 6naHkax pacnonaraetcsi B LiEHTpe
BepxHero nons. QuameTp nsobpaxeHus - He bonee 17 MMm.

37. PekBunant "Ombnema opraHnsaumm unm TOBapHbIn 3HaK (3Hak obcnyxnsaHms)".

Ombnema opraHusaLmu UM ToBapHbIA 3HaK (3HaK 06CMNyXMBaHWSA), 3apeErMCTpMPOBaHHbIE B YCTAHOBIIEHHOM
3aKOHOM MNopsiaKe, MO YCMOTPEHUIO OpraHn3aumMm noMelaeTcs Ha 6naHkax Ha NIeBOM MoJie Ha YPOBHE pekBu3uTa
"HaumeHoBaHue opranmsaumn” ("HanmeHoBaHME BbILLECTOSILLEN OpraHu3aumun”), ecnu B LEHTpPe BEPXHEro nons
nomeLleHo n3obpaxeHne ocygapcteeHHoro repba Pecny6nuku benapycsb.

(B pea. noctaHoBneHms MuHiocta ot 18.08.2017 N 167)

Ha 6naHkax gokymeHToB 6e3 usobpaxeHus FocygapctBeHHoro repba Pecnybnukm Benapyck ambnema nnm
TOBapHbIN 3HaK (3HaK O0OCNyXMBaHWA) NOMELLAeTCs Ha BepxXHeEM none GnaHka. Mpu NpogonbHOM pacnonoXeHun
pekBM3NTOB ambriema unu ToBapHbIA 3HaK (3HaK OOCNYXXMBAHWSI) OpraHM3aLMn NOMeELLAeTCs B LIEHTPE BEPXHEro
nons 6naHka, Npy yrinoBOM - Haf cepeavHON CTPOKuU pekBuanTa "HanmeHoBaHue opraHm3aumn” ("HammeHoBaHue
BblLLECTOSLLEN opraHmsaummn”).

38. PekBunauTt "Kog opraHusaummn”.
Koa opraHusauum npocTaBnseTca Ha BEpXHEM More crpaBa Ha NepBOM NIUCTE AOKYMEHTA.

[ocyaapcTBeHHbIE OpraHbl MPOCTaBMsAOT ko4 MO obLierocyaapCcTBEHHOMY knaccudumkatopy Pecnybnukm
Benapyce OKPBE 004-2014 "OpraHbl rocyaapCTBEHHOW BNACTW 1 ynpasneHns", yTBepXXAeHHOMY NOCTaHOBNEHMEM
"ocynapcTBeHHOro koMuTeTa no crtaHgaptudaumm Pecnybnuvkm Benapycb ot 30 gekabps 2014 r. N 60 (ganee -
OKOI'Y). WHble opraHmsaumu npocTaBnsiloT kod no obuwerocygapcTBeHHOMY knaccudukatopy Pecnybnvku
Benapyce OKPB 018-2003 "HOpuguuyeckue nuvua v uHAMBUAyanbHble MNpeanpuHMMaTenu”, yTBepXOeHHOMY
noctaHoeneHnem Komwuteta no craHgaptusauum, metporormm n ceptudumkaumm npu CoBete MuHUCTPOB
Pecnybnuku Benapyckb ot 28 anpens 2003 r. N 22 (ganee - OKKOJIM).

(8 pea. noctaHoBneHu MuntocTta ot 18.08.2017 N 167, ot 13.03.2019 N 39)

HeobxogumocTte npoctaBnexus koga no OKOIY munu OKHKOJII Ha GraHkax onpegenseTcs opraHusaumen.
(vyacTtb yeTBepTas n. 38 BBeAeHa noctaHoBneHnem MuHiocta ot 18.08.2017 N 167)

39. PekBunauTt "Kog gokymeHTa".
Kop nokyMeHTa NpoCcTaBnsieTCs Ha BEPXHEM MOMe crnpaBa No4 KOAOM OpraHusauum.

Mpu cocTaBneHMN KOHKPETHBLIX JOKYMEHTOB KO MPOCTAaBMAETCS Ha TeX U3 HUX, YHUMUMpoBaHHbIE hOpPMBI
KOTOpbIX BK/OYEHbl B 06LlerocyaapcTBeHHbIM  knaccudukatop Pecnybnukn  Benapyce OKPB  010-95
"YHUULMpoBaHHbIE JOKYMEHTbI", YTBEPXKAEHHbIN NOCTaHOBNEeHnemM KomuteTta no ctaHgapTusaumm, MmeTponorum u
ceptudukauun MnHmuctepcTea obpasoBaHusa 1 Haykn Pecnybnukm Benapyck ot 29 cenTtabpsa 1995 r. N 10 (ganee
- OKY[L).

(vacTb TpeTba n. 39 B pea. noctaHoBneHus MuHiocta ot 18.08.2017 N 167)



Mpn HeobxoAuMOCTM oOpraHu3aumm MOryT CaMOCTOATENbHO paspabatbiBaTb YHUPUUUPOBaAHHbIE OPMBbI
OOKYMEHTOB, He pa3paboTaHHble Ha 00LerocyaapCTBEHHOM YPOBHE, OCYLLECTBNATbL KOAMPOBaHME 3TUX hopm C
nocrneaylowum BKITKOYEHWEM WX B foKalnbHble Knaccudumkatopbl M UCNonb3oBaTb paspaboTaHHble  KoAbl
YHUDULMPOBAHHLIX AOKYMEHTOB Npu odopmrieHnn pekeuauta "Kog gokymeHTta".

(vyacTtb yeTBepTas n. 39 BBegeHa nocrtaHoBneHnem MuHiocta ot 18.08.2017 N 167)

HeobxoanmocTb NpocTaBneHus koga AOKYMeHTa onpeaenseTca opraHusaumnen.
(vacTb nsaTasa n. 39 BBegeHa noctaHosneHmem MuHiocta ot 18.08.2017 N 167)

40. PekBn3nTt "HanmeHoBaHWe BbILLECTOSALLEN OpraHn3aumun”,

MpyM HanMuuu BbIWECTOALLEN OpraHu3aumMm Ha [OKYMEHTaxX YKa3blBaeTcsi ee nonHoe oduumansHoe
HanMeHOBaHWe, 3aKpenneHHoe B YCTaBe BbILLECTOSLLEN OpraHn3aumm Unm NofOXeHUN o HeW.
(vyacTtb BTOpas n. 40 B pea. noctaHoBneHua MuHiocta ot 18.08.2017 N 167)

HavmeHoBaHMe BbILLECTOSLLEN OpraHM3auMn yKasbiBaeTCA Ha BCeX OpraHu3auvOoHHO-pacnopsaamTenbHbIX
OOKYMEHTax, 3a WCKIMIYEHWEM BHYTPEHHUX WHMOPMALMOHHO-CMPABOYHbIX AOKYMEHTOB (CMpaBoOK, AOKMNaAHbIX
3arnuncokK, 3asiBrieHun, NpeacTaBneHn u ap.).

(vacTb TpeTbs n. 40 BBegeHa noctaHoBneHnem MuHiocta ot 18.08.2017 N 167)

41. PekBn3uT "HanmeHoBaHue opraHmsauun”.

HanmeHoBaHune opraHunsauumn obo3HavaeT aBTopa AOOKyYyMEHTa, KOTOpbIM dABNnAeTCcA rpunanyvyeckoe nuuo,
co3aaBlluee JOKYMEHT.

HanmeHoBaHune opraHun3auunn ykasblBaetcdA B TOYHOM COOTBETCTBUM C YCTaBOM, MMOJIOXKEeHnemMm o Hewn.
COKpaLIJ,eHHOG HanMeHOBaHMe opraHun3aumm MOXeT YyKa3biBaTbCA B TeX Clydaax, Korga OHO 3aKpenieHo B
yqypeguTenbHbIX OOKyMEeHTax opraHusauunn. COKpaLIJ,eHHOG HanveHoBaHMEe nomMmeLllaeTca HWuXe nosIHoro wu
3aKno4aeTcsl B CKOOKM.

,D,OKyMeHT, NnoAroTaBAMBaeMbli COBMECTHO OByma un Oonee opraHu3aumnamm, oq)opwmemﬂ Ha 4YUCTOM
CTaHOapTHOM JUCTe 6ymar|/|. HanmeHoBaHus opraHM3au,|/||7| pacnonaratoTcA B COOTBETCTBMM C UX NOJIHbIMU
OCbI/ILI,I/IaJ'IbeIMVI HanmveHoBaHUAMU B BerHeVI 4acTn AOKyMeHTa Ha O4AHOM ypOBHe.

Hanpumep:
MyHMCTEPCTBO (QUMHAHCOB MMHMCTEepCTBO IO HAajJior'aM
Pecnybnuku Bejnapychb u cbopam Pecnybinmkm Besapychb

Mpu cuctemaTU4eckon NOAroTOBKE COBMECTHbIX AOKYMEHTOB MOXET W3roTaBnuBaTbCs COOTBETCTBYHOLLNIA
GraHK C ykazaHMeM HaMMeHOBaHWIA OpraHn3aumi, Co3aatLmnx JOKYMEHT, B TOM YMCIE Ha OOHOM SA3bIKE.
(B pea. noctaHoBneHuss MuHtocTta ot 18.08.2017 N 167)

42. PekBn3unT "HanmeHoBaHWe CTPYKTYpPHOro nogpasgenexHms”.

HanmeHoBaHune CTPYKTYPHOIro nogpasaernieHna ykasblBaeTCA Ha OOKYMEeHTE B TOM Clly4ae, eClih OOKYMEeHT
n3gaeTca (COCTaBﬂﬂeTCﬂ) OT UMEHW 3TOro nogpasgeneHna.

43. PeksnauT "lNMoyToBLIN agpec oTnpasuTens”.

MoyToBLI agpec OTnpaBuTENns 0OPMISETCS B COOTBETCTBUM C AEWCTBYIOLMMU MpaBUnaMu oKasaHus
yCrnyr NOYTOBOW CBSI3U.

Hanpuwmep:

yn. KponoTtkuHa, 55, 220002, r. MuHck

44. PekBn3uT "KOMMYHUKaLIMOHHbIE N KOMMeEpYEeCcKue AaHHbIe".

KoMMyHMKaLMOHHbIE JdaHHble (TenerpadoHbli agpec, Homepa TenedoHa, Tenedpakca, BKMOYas Ko
aBTOMAaTUYECKON MeXayropoaHen (MexayHapoaHon) TenedOHHOW CBA3W, oduuManbHbIi afpec SMEKTPOHHOM

MoYTbl) MOMELLAOTCSA HDKE MOYTOBOro agpeca otnpaeutens. ['pynnbl uudp B HoMepax TenedoHoB AedncoMm unm
OPYrMMU 3Hakamu npenvHaHns He pasgenstoTcs. [lpyrne cBegeHuns ykas3biBaOTCA N0 YCMOTPEHWNIO OpraHm3aumm.



(B pea. noctaHoBneHuss Muniocta ot 10.12.2014 N 240)

KommepquKMe OaHHbl€ BKIKOYakwT HOMEp pacyeTHOro c4yerta, HanmMmeHoBaHWue GaHka u Tak garnee wu
pacnonaraloTca HMKe KOMMYHUKaUMOHHBLIX OaHHbIX.

45. PekBn3uT "HasBaHue BMaa gokymeHTta".

HassaHvne Buaa OOKyMEHTa onpenendaertca ero HasHa4d4eHnem un OOJHKHO COOTBETCTBOBaATb KOMMNETEHUUn
opraHunsauunmn, cogepXxaHuto OOKYMEeHTUpyemMmoro ynpaslieH4eCKOoro OencTBusa, a Tawkke Tabento. Ha nucbmax
Ha3BaHMe BMUOa AOKyMEHTa HE yKa3biBaeTCA.

HasBaHve Buaa oOKyMeHTa nevyaTaeTcs NponucHsbIiMu GykBamu 6e3 paspagku.

I'IpM NCNoNb30oBaHUN 00WKUX OraHKoB C NnpoAOJIbHbIM pacnonoXxXeHnem pekBUu3nToB Ha AOBYX A3blKax
Ha3BaHMe OOKYMEHTa nevyataeTCqd Ha ABYX A3blKaX.

46. PekBnaunT "[ata gokymeHnTa". OhopmneHme aat B JOKYMEHTax.
(vyactb nepBas n. 46 B pea. noctaHoBneHus MuHiocta ot 18.08.2017 N 167)

[aTon goKyMeHTa ABMsieTCA Aata ero nognucaHus (npvkas, pacnopsikeHne, NMCbMO U Ap.) Unn cobbiTus,
3aUKCMPOBAHHOIO B AOKYMeHTe (NPOTOKOM, akT), ANs AOKYMEeHTa, NPUMHMMaemoro KornervanbHblM OpraHom
(mocTtaHoBNeHuWe, pelleHune), - AaTa ero NpUHATUS, ANns yTBepXAaeMoro AOKYMeHTa (nfnaH, OTveT, MHCTPYKUMS,
MONoXeHue 1 Ap.) - AaTa yTBepXaeHus.

(B pea. noctaHoBneHmsa MuHiocta ot 30.08.2022 N 113)

[aToi COBMeCTHOro AOKyMeHTa Ha OyMaxHOM HocuTene SBNsSeTCsS AaTa ero noannucaHus nocnegHewn
opraHusaumen.
(B pea. noctaHoBneHms MuHiocta ot 30.12.2015 N 225)

I'Ip|/| noAroToBke npoekta AOKYMeHTa [OoMnyCKaeTCd nevataTb TOJIbKO obo3HayeHnss mecsiua U roga, OeHb
Mecaua npocTtaBnAeTCca AOJIKHOCTHbIM JTMLIOM, NoAannCbiBaOWMM U yTBepXXAakoLWnM OOKYMEHT.

Jatel nognucaHusa, yTBepXAeHWs, cornacoBaHus, a Takke pfatbl B pekBusuTax "Tekct", "Ccbinka Ha
perncTpaumoHHbIn NHAEKC U AaTy BxoAswero gokymeHta", "Pesonouns”, "Buza", "pud npunoxeHus", "OTmeTka
0 Hanuyuu npunoxeHuns", "OTmeTka O MOCTYNNeHUn (permcTpauuoHHbIN LWTamMn BXOOAWMX [OOKYMEHTOoB)",
"OTmeTka 06 MCMONHEHMN AOKYMEHTa M HanpaBneHun ero B geno”, "OTMeTKa 0 3aBepeHuun konmmn" ocpopmnaTcs
uncpoBbIM cnocobom. AnemMeHTbl AaTbl ykasbiBalTCA apadckumu uudpamum B OOHOW CTPOKE B criegytoLlen
nocnegoBaTenibHOCTU: AeHb MecsLua, mecsl, rog. [leHb mecaua n mecsay oopMnsieTcss AByMS napaMmu apabekux
undp, pasgeneHHbIMU TOYKOR, FO4 - YeTblpbMsi apabckumu undpamu.

(B pea. noctaHoBneHms MuHiocta ot 18.08.2017 N 167)

Hanpumep:
08.07.2008

Mpn ocopmneHnn fat B AOKYMEHTaX, COAepXaliux cBefeHus (hpUHAHCOBOro XxapakTepa, [Aonyckaetcs
MCNomnb30BaHNe CroBecHo-UmdpoBoro cnocoba. [lMpu mcnonb3oBaHWM CcrnoBecHo-uMdpoBoro cnocoba AeHb
mecsiua ocpopmnsieTcs apabekov uudpon (ot 1 go 9) wnm napown umcp (ot 10 go 31), HasBaHMe Mecdua -

NPONMCHIO, TOA - YeTbipbMsi apabckummn undpamm, Nocne KOTopbix CTaBUTCA Byksa "r" ¢ TOUKON.
(B pea. noctaHoBneHms MuHiocta ot 18.08.2017 N 167)

[aTbl B HOpMaTUBHbIX MPABOBbLIX akTax 0hopMIIsoTCs B COOTBETCTBMU ¢ 3akoHoM Pecnybnukn Benapyck "O
HOPMaTUBHbIX MPaBOBbIX akTax".
(4acTb BocbMas n. 46 B pea. noctaHoBneHus MuHiocta ot 13.03.2019 N 39)

YacTb unckntoyeHa. - NocraHosneHne MuHiocta ot 13.03.2019 N 39.

47. PekBn3nT "PernctpaumoHHbii nHaekc".

PernctpaunoHHbIi  MHOEKC co3gaBaeMblX W NOMyYaeMblX  [JOKYMEHTOB COCTOMT U3  MOPSIAKOBOrO
perucTpaumMoHHOro HOMepa, KOTOpbIA MOXET ObiTb [OMOMHEH WHAEKCOM MO HOMEHKNaTtype [nOen, WHOEKCOM
npMMeHsieMoro knaccudukatopa (KOpPeCcnoHOEHTOB, BOMPOCOB AEATENbHOCTU M T.0.) U APYrMMU YCMOBHbLIMU
obo3HayeHnsAMN.



Ha pokymeHTax, COCTaBMEHHbIX COBMECTHO HECKONbKMMW OpraHmsauunsiMv, pPerucTpauuoHHble WHOEKChI
aBTOPOB NPOCTABMSOTCS Yepes KOCYo YepTy B NOPSAKE yKazaHMs aBTOPOB Ha AOKYMeEHTE (CrneBa Hanpaso).
YacTb nckntoyeHa. - lNocraHoBnenne MuHtocta ot 13.03.2019 N 39.

48. PekBnauT "Ccblifnika Ha permcTpaumoHHbIN MHAEKC U AaTy BXOASLLEro AOKyMeHTa".

Ccblinka Ha perMcTpaumnoHHbIA MHAEKC U AaTy BXoAdLLero JOKyMeHTa pacnonaraetcsa Ha 6naHke ang nucema
W BKIlOYaeT B cebs perncTpaumoHHbIN UHAEKC 1 AaTy OOKYMEHTA, Ha KOTOpbI AaeTcs OTBET.
(B pea. noctaHoBneHnst Muntocta ot 18.08.2017 N 167)

YacTb nckntoyeHa. - lNocraHoBnenne MuHtocta ot 13.03.2019 N 39.

49. PekBn3ut "MecTo cocTtaBneHus unu nsgaHms".

MecTo cocTaBneHuss unM wu3gaHuMs OOKYMEHTa YKasblBaeTCaA HWkKe pekBmsntoB "[ata [oKyMeHTa" wn
"PerncrTpaunoHHbIin MHAEKC" Ha BCEX AOKYMEHTaX, 3a UCKIMIOYEHNEM NUCEM U 3asIBIIEHWIA.
(yacTb BTOpas n. 49 B pea. nocraHoBneHuss Muxiocta ot 18.08.2017 N 167)

50. PekBunaut "pnd orpaHnyeHns goctyna"”.

lpud orpaHnyeHus pocTyna pacnonaraeTca B MPaBOM BEPXHEM Yriy [OKYMEHTa Bbille PEKBU3NTOB
"Agpecat", "pud ytBepxaennsa”, "IMpnud npunoxeHuns".

51. PekBunauTt "Agpecat”.

Agpecatamn MOryT SIBNATbCA OpraHvM3aluu, ux CTPYKTYpHble nogpasgeneHus, KOHKPETHbIE OO0SMKHOCTHbIE
nuua, rpaxgaHe, B TOM Yucne nHansmayasnbHble NpeanpuHuMaTenu.
(B pea. noctaHoBneHms MuHiocTa ot 24.10.2011 N 235)

I'Ip|/| afpecoBaHn OOKyMeHTa opraHmsaulnn ee HamMmeHoBaHUE yKa3blBaeTCA B UMEHUTEINTbHOM Nagexe.

Hanpumep:
MMHMCTEPCTBO OCTULNA
Pecnybnukm Besapycsh

an agpecoBaHuMn OOKyMeHTa CTPYKTYPHOMY noApas3fesieHni B UMEHUTESNIbHOM MNafeXXe YyKadbiBaeTCA
HanMmeHoBaHMe opraHn3auunmn, a Hmxe - HamMmeHoBaHMe CTPYKTYPHOro noapasgeneHus.

Hanpumep:
MUMHMCTEPCTBO OCTULNA
Pecnybnuku Bejapych

praBJ’[eHVIe AIBOKATYPE M JIMIIEH3VMPOBAHMA
IOpM,HMHeCKOﬁ IJeATeJIbHOCTU

Mpu HanpaBreHnn 4OKYyMEHTa KOHKPETHOMY OOSIKHOCTHOMY fMLY HaMMeHOBaHWe opraHM3auun ykasblBaeTcs
B MMEHUTENbHOM Najexe, a AOIMKHOCTb U haMuinsa agpecaTa - B aTeNbHOM.

Hanpumep:
MuyHMCTEepCTBO IO HajioraM M cbopam
Pecnybnukm Besapycsh

HauvanpHMKY yHOpaBJIEeHMA KOHTPOJA,
OeJIONPOU3BOLCTBa UM MAaTEpPMaJIbHO—
TEeXHUUeCKOTO obecrneudeHus
Konnmaxkory H.B.

an agpecoBaHMmn OOKyMeHTa pyKoBOAUTENKO oOpraHn3auunmn (ero 3aMeCTMTeﬂD) HaunmeHoBaHune
opraHunsauunm BxoaunT B COCTaB HaMMeHOBaHNA OOJMKHOCTU aapecaTa.

Hanpumep:
IvpexkTopy T'oCcymapCTBEHHOTIO
apxmuBa MuHCKOM oOBOJlaCTU



Kymunosom E.B.

Mpu HanpaBneHuM OOKYMeHTa B HECKOSIbKO OAHOPOAHbLIX OpraHu3auuMin UX HauMeHOBaHUS YKasblBalOTCSA
0600LLIEHHO B MUMEHUTENBHOM Nagexe.

Hanpumep:
PecnyOnmMKaHCKME OPI'aHBI
TOCYHAapCTBEHHOT'O ylNpaBJIeHUA

lMpu HanpaBneHWM OOKyMEHTa PYyKOBOAWUTENSM HECKONbKUX OOHOPOAHbIX OpraHvM3aumii HauMeHOBaHMS WX
OOIMKHOCTEN yKka3blBatoTCA 0600LLEHHO B AaTeNbHOM nagexe.

Hanpumep:
PykoromouTesaM pPeclyDOJIMKaHCKMX OPI'aHOB
TOCYyOapCTBEHHOT'O yIpaBJIEeHUA

MoyToBLIN agpec, kak MpaBWmO, yKa3blBaeTCsi TONMbKO Ha KoHBepTe. [Mo4TOBBIN agpec BXOAMT B COCTaB
pekBusnTa "Agpecat” npu agpecoBaHMM AOKYMEHTa pa3oBOMY KOPPECMOHAEHTY.

MouytoBbIN agpec B peksBuante "Agpecat" odopmnseTcs B COOTBETCTBMM C MpaBuiiamu OKasaHwus ycriyr
NMOYTOBOW CBA3W.

Hanpumep:
YupexneHue "BeJIOPYCCKMM HayudHO-—
MCCJenoBaTeNlbCKUM MHCTUTYT
IOIOKYMEHTOBEIEHMA M apXMBHOTO neja'
yy. KponorxmHa, 55
220002, r©. MuHCk

Ha pokymeHTax, HanpasnsieMbiX MOCTOSAHHbLIM KOPPECNOHAEHTaM, OpraHu3auusM CBOeW CUCTeMbl, agpec
Aonyckaetcsl He MNpoCTaBnsaTb. [OnA oTnpaBku TakMx AOKYMEHTOB MOMyT MNPUMEHATbCA KOHBEPTbl C 3apaHee
HaneyaTaHHbIMW agpecamMu.

(B pea. noctaHoBneHuss Muntocta ot 18.08.2017 N 167)

Mpu agpecoBaHVM OOKYMEHTa rpakgaHWHy, B TOM YMCne MHOUBMAYanbHOMY NpeanpuHUMaTento, BHadane
yKasblBaloTCa pamunns 1 nHuumansl (COBCTBEHHOE UMS, OTYECTBO (ECNN TaKOBOE MMEETCS) nonyyartens, 3aTeMm -
NoYTOBLIN agpec.

(vyacTtb geBsaTHaguaTada n. 51 B pea. noctaHoBneHns MuHiocta ot 24.10.2011 N 235)

Hanpumep:
Crosigposoy H.M.
yya. I[I.Tnebku, n. 15, xB. 26
223120, n/o Jlorosa
JloroMckoro p-Ha
MmHCKOM OOJI.

PekBnant "Agpecat" He JomxeH copepxatb bonee yetblipex agpecoB. Crnoso "konua" nepen BTOPbIM U
nocriedyoLwyMn agpecatamu He NpocTaBnseTcs.

I'Ipvl HanpaBlieHnn OOKyMeHTa bonee 4yem B YeTblpe agpeca COoCTaBlAeTCA CNUCOK Ha pacCblyiky no (bopme
COrnmacHoO npuioXeHuo 2. Ha kaxpgom 3K3eMMnnsape YykasblBaeTCA TOJIbKO OAMH ajpecat unun 0606LeHHoe
HanmMmeHoBaHWe aapecaToB.

Ecnn OOKYMEHT 4ABNAeTCA OTBETHbIM, nNepBbiIM agpecatoM Ha OOKyMeHTe YKa3blBaeTCA aBTOp
MHNUMATUBHOIO NMCbMa HE3aBUCUMO OT 3HAYMMOCTU OCTallbHbIX aapecaToB.

Mpv HanpaBneHWM [OKYMEHTa B BbILIECTOSILUME OpraHM3auuum He [OMycKaeTcsl OAHOBPEMEHHOE €ero
afpecoBaHve JpyrMM agpecatam, KpoMe CcllyyaeB, Korga 3TO OfpederieHo MOpYyYeHWeM  BbiLLEeCTOsILLei
opraHusaumu.

[Mpy HanpaBneHuUn OOKYMeHTa Mo 3MEeKTPOHHOM MnoyTe B pekBuaute "Appecat" BMECTO NOYTOBOro ajgpeca



yKkasbiBaeTcs oduumansbHbld aapec SNeKTPOHHOM MOYThl opraHu3auun-agpecara unu agpec dneKTpoHHOW MoYThl
rpakgaHuHa.
(vyacTb gBaguath natasi n. 51 BBegeHa nocraHoeneHnem MuHiocta ot 30.12.2015 N 225)

52. PekBunaut "lMpud yTBEpXKOEHUS".

YTBEPXKOEHME ABMNSieTCA O4HMM M3 cnocob0B yAOCTOBEPEHUSI AOKYMEHTA nocre ero nognucaHus. [JoKyMeHT,
noanexalumi yTBepXXaeHuto, npuodbpeTtaeT pUaNYECKYH0 3HAaYMMOCTb TONbKO C MOMEHTA €ro YTBEPXKAEHUS.
(B pea. noctaHoBneHnst Muntocta ot 30.08.2022 N 113)

[OKyMEHT MOXeT yTBepxaaTbCsi AByMS cnocobamu: NOCpencTBOM MPOCTaBMEHUSI AOMMKHOCTHBIM fMLOM B
rpucpe yTBEpXKAEHNA COOCTBEHHOPYYHOW MOAMUCU MMM U3AAHWA pacnopsauTenbHOro AOKyMeHTa (COCTaBleHUs
npotokona). O6a cnocoba nmelT OANHAKOBYIO OPUONYECKYIO 3HAYNMOCTb.

(B pea. noctaHoBneHun Muniocta ot 18.08.2017 N 167, ot 30.08.2022 N 113)

Mpu yTBEPXOEHMN OOKYMEHTa MOCpPeACcTBOM MPOCTaBMEHUS OOSMKHOCTHBIM NMLOM B rpudbe yTBEpPXKOEHUS
cobcTBEHHOPYYHOM noanucy rpud yTBepXxaeHust coctouT 3 croea "YTBEPXOAKD", HaumeHoBaHMS OOMKHOCTH
nvua, BKM4Yasi BUOOBOE (MHCTUTYT, KOMUTET M T.M.) MMM COKpalleHHOe HavMEHOBaHWe opraHu3auun, ero
COBCTBEHHOPYYHOW NOAMUCH, PacLLUMPOBKM NOANMUCU U AaTbl yTBEPXKOEHMS.

(B pea. noctaHoBneHmn MuHiocta ot 18.08.2017 N 167, ot 13.03.2019 N 39)

Hanpumep:
YTBEPXIAIO
IVPEeKTOPp MHCTUTYTa
Momnmuce A.V.HOBUKOB
23.06.2008

Mpw yTBEPXOEHUN LOKYMEHTa PYKOBOAUTENEM BbILIECTOSILLEN OpraHu3auum Unm AoKyMeHTa, COCTaBNeHHOro
He Ha 6naHke, B HAUMEHOBaHWE OOIMKHOCTM NuLa, YTBEPAMBLUErO LOKYMEHT, BKIMOYaETCsl NONIHOE HaMMeHOoBaHMe
opraHusaumm.

Hanpumep:
YTBEPXIAIO
IvpekTop yupexneHus "BeJjlopyCCkuM
HAYUYHO-MCCJIENOBATEJIbCKUM MHCTUTYT
OOKYMEHTOBEIEHUA M apXMBHOTO meja"
Illoponuce A.E.PrbakorB
25.06.2008

YacTtu BocbMas - AeBATas Ucko4deHsbl. - NoctaHoBneHne MuHiocta ot 13.03.2019 N 39.

Hata (oeHb Mecsua) yTtBepxaeHus B rpudpe "YTBEPXOAKO" npocTtaBnsieTcs OOMKHOCTHLIM JIMLIOM,
yTBEPAMBLLMM JOKYMEHT. MecsiL, u rog fonyckaeTcsa nedyataTb C MOMOLLbI TEXHUYECKUX CPEACTB.

PacnopsagnTenbHbI akT M3gaeTcd, kak npaBuiio, B Crnyvae, Korga BBedeHVEe YTBEPXKOAeMOro AOKyMeHTa
TpebyeT AONOMNHUTENBHBIX MPEANUCaHUN N Pa3bACHEHWN, UHbIX OEVCTBUN, CBA3AHHbIX C €ro MPUMEHEHMEM.
(B pea. noctaHoBneHms MuHiocta ot 13.03.2019 N 39)

Mpu yTBEPXOEHUM OOKYMEHTa MOCPEACTBOM U3AaHMsA pacrnopsauTernbHOro AOKYMEHTa WM COCTaBIEHUS
npoTokona rpud yreepxaeHus coctout 3 crosa "YTBEPXKOEHO", Ha3BaHusa BMaa JOKYyMEHTa B UMEHUTENbHOM
nagexe, ero Aatbl U PErMCTPaLMOHHOIO MHAEKca.

(vyacTb gBeHaguartas n. 52 B pen. noctaHoBneHus MuHiocta ot 18.08.2017 N 167)

Hanpumep:
YTBEPXIEHO
[Ipuka3 MuHMCTPpa MHOOPMaLUM
Pecnybnuku Bejapychk
25.06.2008 N 32

nnn



YTBEPXIEHO

[IpoTokon oBwero
CODOpaHMsa aKLMOHEPOB
28.06.2008 N 15

Moud yTBEpPXAEHUS NMPOCTaBMsieTCs B NPaBOM BEPXHEM YIny AoKymeHTa. lNpu yTBepXaeHUM OOKyMeHTa
HECKOJTbKUMUW OOIMKHOCTHBIMU LMK rpudobl YTBEPXKAEHUS pacnoniaraloT Ha O4HOM YPOBHE.

Cnosa "YTBEPXOAKO" n "YTBEPXIOEHO" nevaTtatoT nponucHbiMu GykBamu 6e3 kaBbluek 1 npobenos.

Mcnonb3oBaHne 6GnaHKoB OOKYMEHTOB C npoaoJibHbIM pacnosyiodeHnem pexkBu3nToB AOnNA OQ)OpMﬂeHVIFI
AOOKYMEHTOB, nognexawnx yTBepXaeHno, He JonyckaeTcd.

MNMepeyeHb [OOKYMEHTOB OpraHusauuv, noanexalimx YTBEPKAEHMWI0, OonpefensieTcs B COOTBETCTBUMM C
3aKOHO4ATeNbCTBOM U 3akpennsietcst B Tabene v (Mnun) MHCTPYKUMM MO Aernonpov3BOACTBY OpraHM3auun, MHbIX
noKarnbHbIX NPaBOBbIX aKTax.

(B pea. noctaHoBneHms MuHiocta ot 13.03.2019 N 39)

YTBEpXOEHNE HOPMaTUBHbLIX MPaBOBLIX AKTOB OCYLLECTBMSIETCA B Mopsigke, YCTAaHOBIEHHOM 3akOHOM
Pecny6nuku benapyck "O HopmaTUBHbIX NPaBOBbLIX akTax".
(vyacTb BocemHaguaTtas n. 52 B peq. noctaHoBneHuss Muxiocta ot 13.03.2019 N 39)

53. PekBusut "Pesonoums”.
Pesontouns - NUICbMEHHOE yKka3aHWe PyKOBOAMTENS O NOPsSiAKE UCMONHEHNST UM UCMONb30BaHMs OKYMEHTa.

PekBuaut "Pesontouma” BkroyaeT aMmunmio M MHULMAnNbI UCMOMNHUTENS, COAEepXXaHWe MOpyYeHMs U CPOK
ncnonHeHusi. Pesontouma gomkHa 6biTe nognucaHa (cobcTBeHHOPYYHAsA NOANUCH) U AaTMpOoBaHa.
(B pea. noctaHoBneHmsa MuHiocta ot 18.08.2017 N 167)

MpY HanUuMM HECKONbKUX WCMOMHUTENEN NepBo ykasbliBaeTcs (haMUnMsi OTBETCTBEHHOrO WCMONHUTENS,
KOTOPbI OpraHn3yeT paboTy COMCMNONHUTENEN.

Ha pokymeHTe gomkHO ObiTb He Gonee ogHom pesontoumun. Nocnegylowme pesoniounn pykoBoauTenen
0hOpMASIOTCH, €CNY B HUX AeTanuampyeTcs NopsaoK UCMONHEHNS OOKYMEHTa.

Pesoniouusi pacnonaraetcs B MpaBOM BEepxXHeEM YIMny MNepBOro nucta OOKyMeHTa neped Tekctom. [pu
HeobxoAMMOCTU OOPMIIEHNS CMOXHOW MO COAEPXKaHUK Pe3oriouun, a Takke HECKONbKUX Pes3onioumn u
HEBO3MOXHOCTM UX pa3MeLLeHns B OTBEAEHHOM A1 Pe3onioumMn MecTe AOoNycKaeTCs HanucaHue pesoniounin Ha
nobon cesobogHON NNOLWaan NMUEBON CTOPOHbI NEPBOro NUCTa AOKYMEHTA, He 3aTparumBas Tekcta (HO He Ha nonsx
OOKyMeHTa).

Mpn otcyTcTBMM CcBOOOAHOrO MecTa Ha fMLEBOW CTOpPOHE MepBOro nucta Aonyckaetcs odopmieHue
pe3onouun Ha OTAENbHOM fIUCTE C yKazaHWeM Ha HeM PermcTpaumoHHOro MHAeKca U AaTbl AOKYMEHTa, K KOTOpoMy
OoTHOCUTCSA pesonoums. JIncT pesonounm NPUKPENNsSeTcs K AOKYMEHTY U MOCne ero UCMOSIHEHUS BMeCTe C HUM
nogwmBaeTca B geno. Ha gokymeHTe Ha MecTe, MpedyCMOTPEHHOM Afsi pasMeLleHuss pesoniouuu, genaercs
OTMETKa O HanuyuM nucTa pes3ontouun, BKNovarLas cnosa "JIuct pesonouun npunaraetcs”.

(B pea. noctaHoBneHust MuHiocta ot 18.08.2017 N 167)

Mpn odopmneHnn nucTa pesontoLmMm UCNOMb3YHTCS CTaHAapTHble NUCTbl bymarn dopmaTtoB A6, A5, A4 ¢
cobnogeHneM crneayowmnx pasMepoB Nnone:

ansa opmarta A6: BepxHee 1 HMKHee - He MmeHee 10 MM, neBoe - He MeHee 12 MM, NpaBoe - He MeHee 8 MM;

ana copmata AS: BepxHee - He MeHee 15 MM, HUXHee - He MeHee 10 mMm, nesoe - 20 MM, npaBoe - He
MeHee 8 MMm;

ana opmarta A4: BepxHee 1 HUXHee - He meHee 20 mm, nesoe - 30 MM, NpaBoe - He MeHee 8 MM.

Pesontounn no wmcnomnHeHuno nopyyenun [lMpesngeHta Pecnybnukn Bbenapyce, maebl AAMyHUCTpaUMm
MpesngeHta Pecnybnukn Benapycb u ero 3amectutenei, npepcegartenen nanat HaumoHanbHoro cobpanusi
Pecnybnukn Benapycb u ux 3amectutenen, lNpembep-muHnctpa Pecnybonukn Benapycb u ero 3amecTtutenem,



pyKoBOAMTENEN rocyAapCTBEHHbIX OPraHOB, UHbIX OpraHM3aumnn oopMNATCA Ha OTAEMNbHbIX IUCTaX PEe30NioLUNn.
(vyacTtb geBsiTasa n. 53 BBeaeHa noctaHoBneHnem MuHiocta ot 10.12.2014 N 240)

[nsi JOKYMEHTOB B 3MIEKTPOHHOM BUAE pe30osiiounmn ohopMIIsSIOTCA B 3NEKTPOHHOM Buae Nubo Ha oTaenbHOM
nncte 6ymarn. MNMpu odopmneHun pes3onoumm Ha OTAENbLHOM NucTe Gymarn oH ckaHupyeTcs U nomMellaetca B AC
OOY nnbo TekcT pes3onouMM MNEepeHOCUTCS B PErmcTpauuoHHO-KOHTPOSbHYKO KapTOYKy (ganee, ecnu He
onpegeneHo uHoe, - PKK) AC OOY ynonHOMOYEHHbIM MNUUOM C yvyeToMm TpeboBaHum nyHkTa 229 HacTosLien
UHcTpyKumm.

(4yacTtb gecstasa n. 53 BBegeHa noctaHoBneHveM MuHiocta ot 30.12.2015 N 225; B pea. noctaHoBneHusa MuHiocta
ot 13.03.2019 N 39)
YacTtb uckniodeHa. - lNocraHosnenne MuHiocta ot 13.03.2019 N 39.

54. PekBn3uT "3aronoBok K TEKCTY".
[okymeHTbl, ohopMIieHHbIe Ha GraHkax unu ctaHgapTHbIX nuctax bymarn dopmata A4, OOMKHbI UMETb
3arofioBOK. 3arofioBOK K TEKCTy OOMNyckaeTCs He ykasbiBaTb Ha AOKYMeHTax, odhopmMIisieMbix Ha GnaHkax wnm

CTaHAapTHbIX nucTax 6ymaru popmata A5.

3aronoBok cbopmynmpyeTCﬂ cocTaBuTenemMm [OOKyMeHTa. OH pomkeH ObITb KpaTkKuM ”U €eMKUM, TOYHO
nepegaBsaTtb CMbICJ1 TEKCTA U rpaMMaTUYECKM COrfiacoBbiBaTbCA C Ha3BaHMEM OOKYMEHTA.

Hanpuwmep:

npukas (o0 4em?) "O coBepLUEHCTBOBaHUM CTPYKTYpbl annapara ynpasneHusa”;
nonoxexwue (o yem?) "O kaHuenspun";

npoTokon (4ero?) "cobpaHus akuMoHepoB";

npaswuna (4ero?) "BHyTPEHHEro TPya0BOro pacnopsaaka”;

AOMKHOCTHas UHCTPYKUUA (KoMy?) "cekpeTapio-pedepeHTy";

akT (o 4em?) "O BblAeNeHUN K YHUUTOXEHUIO JOKYMEHTOB 1 Aen, He noanexalimx XxpaHeHuo";
(B pea. noctaHoBneHuss MuHtocTta ot 24.10.2011 N 235)

akT (yero?) "nposepkun”;
(B pea. noctaHoBneHms MuHiocta ot 24.10.2011 N 235)

nnceMo (0 4em?) "OB6 M3MeHeHUN CPOKOB BbINOMNHEHUA Aorosopa”.

B 3aronoBke k TEKCTy paspeluaeTcs ynoTpebnsiTb COKpalLeHWsl CroB U CNOBOCOYETaHWIN, UCNOMNb3yeMbIX B
rocynapcTBeHHbIX cTaHaapTax Pecnybnuku Benapycb, oblierocyaapcTBeHHbIX knaccudumkaTopax Pecnybnvku
Benapycb, cokpalleHHble HaMEHOBaHUSI OpraHM3aUmin 1 0BLLENPUHATLIE COKPALLEHMS.

(B pea. noctaHoBneHms MuHiocta ot 13.03.2019 N 39)

Hanpumep:

O BHeagpeHun CTE 6.38-2016
(8 pea. noctaHoBneHns Muntocta ot 18.08.2017 N 167)

3aronoBoOK B KaBbl4KM He 3aKroyaeTcs U He nogyepkmuBaeTcs. Touka B KOHLE 3arofioBka He CTaBUTCS.

55. PekBunaut "OTmeTKa 0 KOHTpone".

OTmeTka O KOHTpOMe pacrioniaraeTcsi Ha feBOM Mofie LOKYMEHTa Ha YpPOBHE 3arofioBka K TEKCTY U
o06o3Ha4vaeTcsa 6ykson "K" unu cnosom "KoHTponb". OTMeTKa NPOCTaBnseTCst OT PYKU MU C NMOMOLLBIO LUTEMMENS.
OTmeTKa MOXET ObITb JOMNOJTHEHA KOHTPONBHOM OATON.

YacTb uckntoyeHa. - NocraHosneHne MuHiocta ot 13.03.2019 N 39.

56. PekBn3ut "OTMeETKa O HanMuum NpunoxeHms".



OTMeTKa O HanMyuu NPUIIOXKEHUA pacnonaraeTca HWXe TekcTa LOKyMeHTa nepepn peksusutom "lMoanuck”.
Cnogo "lMpunoxeHne" neyataetcsa ¢ NpONMCHOM BykBbI OT HYNEBOro NonoXxeHus Tabynatopa OT rpaHuLbl NIEBOro
nons, NOCne Hero CTaBUTCS ABOETOUME.

Ecnn OOKYMEHT WMeeT TMnpunoxeHune, Ha3BaHHOE B TEeKCTe, TO B OTMETKe O HallMydnm npurnoxeHua
YKa3bIBa€TCA TOJIbKO KOJTNYECTBO JTUCTOB N 3K3EeMMIIAPOB.

Hanpumep:
MpunoxeHue: Ha 7 Nn. B 2 3K3.

Ecnn QOKyMEHT MMeeT MPUIOXEeHUsl, He Ha3BaHHble B TEKCTe, TO WX HaVMEHOBaHWS MEepeyvnucnsioTcs C
yKasaHueMm KONM4ecTBa JIMCTOB M 3KIEMMIIAPOB KaXKO0ro NpunoxxeHust. MNpy Hanu4unm HeCKONbKMX NMPUOXKEHWUI OHN
HyMepyloTcs apabckumm Lmdpamu.

Hanpumep:
[IpuoxeHMe : 1. MHCTpYKUMsS IO IOEJIONPOM3BOICTBY Ha 12 m. B 3 3K3.
2. OT3BIB Ha [IPOEKT MHCTPYKUUM Ha 3 JI. B 2 BK3.

Ecnn k AOOKYMEHTY npunaraetca OAOKYMEHT, MMeEIoLLNI npunoXxexHune, To B OTMETKE O Hanmdnn npunoxeHud
YKa3blBaeTcA obLlee KonM4ecTBo NUCTOB ﬂpVIJ'IO)KGHVIVI.

Hanpumep:
[IpuioxeHMe : nuceMo HaumoHanpHOTO OaHkKa Pecnybmnmku Bejapycs oT 08.11.2008
N 12-7/389 u npuioxeHye K HeMy, BcCero Ha 5 J. B 1 5K3.

Ecnu npunoxeHue HanpaBnsieTcs He BCEM afpecartam, TO B OTMETKE O Hann4ynuv NpuUnoXeHusi ykasbiBaeTcs,
B KaKol agpec HanpasBnseTcs NpUrnoxeHve.

Hanpuwmep:
MpunoxeHue: Ha 5 n. B 1 3K3., BO BTOPON agpec.

Ecnn npunoxeHuss cOpolwopoBaHbl, TO KONMMYECTBO MWUCTOB He YkasblBaeTcs. Ecnv  npunoxeHve
COAEPXUTCS B OQHOM 3K3eMMisipe, TO KONMYECTBO IK3EMMISIPOB AOMNYCKAETCA He YKasblBaTb.
(B pea. noctaHoBneHms MuHiocta ot 30.08.2022 N 113)

B pacnopsautenbHbix JokyMeHTax pekBu3uT "OTMeTKa O Hannuuum npunoxeHusa" He odopmriseTcs;
yKasaHue O Hanuuuum npurnoXeHus [aeTcs B TEKCTe [JOKyMeHTa: "cormacHo npunoxeHuo", "npunoxeHue",
"npunoxexue 1", "... npegcTaBuTb NepevyeHb JOKYMEHTOB Mo npunaraemon gopme” un ap.

57. PexkBuant "lMoagnuce".

I'IpoeKT OOKyMeHTa npeactaBndeTcd Ha noAnnucb COOTBETCTBYHOLWEMY OOJDKHOCTHOMY nuuly (VICXO[J,FI n3 ero
KOMﬂeTeHLI,VII/I) NOJIHOCTbIO Od)OpMJ'IeHHbIM, NpoBEepPEHHbIM, COrfnacoBaHHbIM (Flpl/l H806XOH,MMOCTM) BMecCTe C
NpUNoXxeHnamm n matepmanamm, Ha OCHOBaHMUM KOTOPbIX OH COCTaBJ1EH.

PekBnant "Mognuck" pacnonaraetcs nocrne TekcTa M OTMETKM O Hanuyum MpUroXKeHus U COCTOUT U3
HavMEHOBaHWsi OOJPKHOCTM Nuua, NOAMUCABLUErO OOKYMEHT, COOCTBEHHOPYYHOM MOANUCU U ee pacluMdpPOBKM
(vHuumansl, damunua). NHuumansl neyartatoTcs nepen damunven 6e3 npobenos Ha ypoBHE NocrnenHen CTPOKU
HavMeHOBaHWsI JOJMKHOCTMU.

Ecnu fokymMeHT odopMrieH Ha GraHke WM C UCMonb3oBaHWeM YINoBOro LWTamna, TO B HauMeHoBaHue
[OJDKHOCTM BKIHOYAETCSA, Kak NpaBuiio, BUO0BOE HaMeHOBaHWe opraHu3auui.

Hanpumep:
IVpexkTop MHCTUTYTa lMoonmce A.E.PrOaKoOB

Mpu odpopmneHMn [OOKYMeHTa He Ha OnaHke B HaMMeHOBaHWe [OMMKHOCTU BKIIOYaeTcs MonHoe
HaVMeHOBaHME OpraHM3aLuu.



Hanpumep:
IupexTop yupexneHusa "BeJopycCKUM
Hay4HO-MCCJIeNOBAaTEeJIbCKMUM UMHCTUTYT
OOKYMEHTOBEIEHMA M apXMBHOIO meja' [Moonmce A.E.PriObakoB

B cocTtaBe peksusnTa "lMognnck" MOryT ykasbiBaTbCs CTEMNEHU M 3BaHUS (YYeHble, BOMHCKME U Op.).

Hanpumep:
IVpeKkTop MHCTUTYTa
IOKTOP MCTOPUUYECKMX HAYK,
npobeccop [Homnmuce A.Vl.HoBUKOB

Mpn nognucaHun [OKYMEHTA HECKONbKUMMW AOSMKHOCTHBIMW NULAMU HAaUMEHOBaHUS OOMMKHOCTEW nu,
noanucaBLINX JOKYMEHT, COOCTBEHHOPYYHbIE NOAMUCU U UX PacLUMPOBKN (MHULManbI, hamunumn) pacnonararoTcs
Opyr 3a Apyrom B NOCNeaoBaTenbHOCTU, COOTBETCTBYIOLLEN 3aHMMaeMbIM JOIDKHOCTSM.

(vyacTtb gecatasa n. 57 B pea. noctaHosneHns Muntocta ot 18.08.2017 N 167)

Hanpumep:
IrpexkTop 3aBoma [Momnmce I'.H.IleTpoB
TyaBHEM OyxTaJiTep IToonmcob IO.VM.ViBaHoOBRa

Mpu nognucaHuM AOKyMEHTa HECKONbKUMW NUuaMu, He MNOAYMHEHHBbIMM MO AOSMKHOCTU, HauMEHOBaHWS
OOMKHOCTEN nuL, MNOANUCABLUMX [AOKYMEHT, COOCTBEHHOPYYHblE€ MOAMMCM W UX PacMdpPOBKM (MHULMAMDI,
dhamunun) pacnonaraloTcs Ha OGHOM YPOBHE.

(vyactb gBeHaguartas n. 57 B pen. noctaHoBneHms Muntocta ot 18.08.2017 N 167)

Hanpumep:
MuHyucTp obpasoBaHMA MuHyucTp OMHaHCOB
Pecnybnuku Bejapychb Pecnybnuku Bejapychb
I[Toognuce A.M.Panbkos [Nognmuce A.M.XapKoBel]

an nognncaHnnm AOOKyMeHTa, MnoarotToBJIeHHOro KOMUCCHEN, YKa3blBalOTCA He OOJDKHOCTU vy, a Uux
00s13aHHOCTU B cocTaBe kKomuccnn. Pammnnmnm YneHoB KOMUCCUK pacnofiararoTcd B aJ'I(baBVITHOM nopsagke.

Hanpumep:
[lpencenmaTesyib KOMMCCUM Nognuce B.B.I'pymeBCKUM
UJyieHBEl KOMMUCCUM : [Topgnuce I'.B.Opinos
Mognuce II.II.Cunaes
INoonmce A.B.fAHyKOBUU

,D,OKyMeHTbI KonnernanbHbIX OpraHoOB NognnCbIBalOTCA npeacenartenem n cekpetapem 3T1oro opraHa.

Hanpumep:
[lpencenaTesib [loonmcsob B.U.Kupunios
CekpeTapsb [Homnmce A.A.Kynpenumk

I'Ipvl noanncaHnn pacnopaauTeribHbiX U UCXOoOAWNX OOKYMEHTOB MnoAnncbiBaeTCcA I'IepBbIIZ aK3eMnnap
OOKyMeHTa.

Mpyn odhopmNeHun akToB, MNPOTOKOMOB, COBMECTHbIX [OKYMEHTOB MOAMWCK MPOCTaBMSIIOTCS Ha BCEX
aK3eMnnsipax AOKyMeHTa.

B peksusute "Mognuck”, a Takke peksusutax "pud ytBepxaeHus" n "pud cornacoBaHmsa" ykasbliBaoTCA
dakTuyeckasi OOMMKHOCTb Nvua, nognucaBlliero (yTBepAMBLLErO, COrNacoBaBLUEro) OOKYMEHT, ero uHuuuansl u
damunua. [JonyckaeTcs Ucnonb3oBaHWe cokpaweHun "3am." ("samectutens"), "W.0." ("mcnonHsoLmn
0bs13aHHOCTK"). He gonyckaeTtcs ctaBuTb npegnor "3a" unu Kocyro YepTy nepes HauMeHOBaHWEM OOJIPKHOCTH.

YacTb unckntoyeHa. - NocraHosneHne MuHiocta ot 13.03.2019 N 39.

58. PekBunauT "lMpud npunoxeHus".

Moy NpUNoXXeHUst pacrnonaraeTcsi B TpaBoOM BEPXHEM Yrily NEPBOro JICTa NPUIoXKEHUs.



Mpnd npunoxeHus coctount n3 crnosa "lpunoxeHne", ero NOPsAAKOBOro HoMepa (ykasbiBaeTcs apabckumum
undpamn 6e3 3Haka N), Ha3BaHUA Buaa JOKYMEHTa B JaTeNbHOM najexe, ero aBtopa, AaTbl U perncTpaunoHHOro
NHAeKca.

(B pea. noctaHoBneHnst Muntocta ot 18.08.2017 N 167)

Hanpumep:
[IpuioxeHue 2
K [OpUKal3y OUPEKTOpa MHCTUTYTa
18.11.2008 N 9

MopsagKkoBbIN HOMEP NPUMNOXEHNST HE YKa3bIBAETCS, ECIIN OHO OHO.

Ha npunoxeHusix, yTBepkaaeMblx pacnopsanTesibHbIM 4OKYMEHTOM UM MPOTOKOMOM, rpud NpUoXeHns He
ocopmnsieTca. B atom cnyyae B npaBoM BepxHeM Yrily MEpBOro JiMCTa YTBEpPXKOAaemoro [OKyMeHTa
npocTaBnseTcs rpud yTBepKaeHusl.

[lOKyMEeHTbI-NpUNoXeHnst odopMISIOTCA C  YKa3aHMeM BCEX HeobOXOOUMbIX PEKBM3UTOB [OKYMEHTa
("HassaHue Bnga gokymeHTa", "3aronoBok k Tekcty", "Mognuck” n ap.).

59. CornacoBaHue OKYMEHTOB.

[JoKkyMeHTbl, MOAroTaBnNuBaemMble B OpraHuM3auuy, OO0 WX NoANuCaHus, YTBEPXAEHUs, peructpauuvm B
HeobXxoAMMbIX cryyYasx noanexaT cornacoBaHuio. CornacoBaHve npoekTa [AOKYMeHTa MpoBOAMTCA C
opraHm3aumsaMm 1 JOIPKHOCTHbIMKM nuuamu. CornacoBaHMe MOXET MPOBOAMTBCH Kak BHYTPU OpraHusauum - co
CTPYKTYPHbIMW MOAPa3geneHnsMmM U AOMKHOCTHBIMY fMuamMu (BHYTPEHHEE COornacoBaHWe), Tak U BHE ee - C
NOAYNHEHHBIMW U HENOAYMHEHHBIMW OpraHM3aunsaMm (BHELLHee cornacoBaHue).

(B pea. noctaHoBneHmsa MuHiocta ot 30.08.2022 N 113)

CornacoBaHue MNpPOEKTOB HOPMAaTMBHbLIX MPAaBOBbLIX AKTOB OCYLLIECTBMSAETCA B MOPsiAKe, YCTAHOBIIEHHOM
3akoHom Pecnybnukn benapycbh "O HopmMaTUBHLIX NPaBOBbLIX akTax".
(vyacTtb TpeTba n. 59 BBeaeHa noctaHoBneHmeMm MuHtocta ot 13.03.2019 N 39)

60. PekBunaunt "Npud cornacosaHus".
BHellHee cornacoBaHue ogopmnsieTca rpucpomM cornacoBaHus.

pnd cornacoBaHus pacnonaraeTtcs HWXe peksuauta "llognuck" Ha NUUEBOW CTOPOHE nocrefHero nucra
aokymeHta wun coctout u3 cnosa "COIJIACOBAHO", HaumeHOBaHMA [OOSMKHOCTM fuvua, C  KOTOPbIM
cornacoBbiBaeTCd AOKYMEHT (BKMNoYas MONHOEe HavMeHOBaHWe opraHusauuu), coO6CTBEHHOPYYHOW MoAanucu, ee
pacLngpoBKn 1 AaThl.

puch cornacoBaHuWs nevaTalrT OT HYNEBOro NONoXeHust Tabynatopa 6e3 oTcTyna OT rpaHuLbl IEBOTO MOSS.
Cnoso "COlNTACOBAHO" nevatatoT nponucHbiMu 6yksammn 6e3 KkaBbl4ek U Npo6enos.

Hanpumep:
COTJIACOBAHO
IMpeKTop roCymapCTBEHHOTIO
yupexneHmus "HalMoHAaJIbHBM
apxuB Pecnybnmuku Bejapycb"
lNomnuce B.I.CejyieMeHeB
13.10.2008

Ecnn cornacoBaHue OOKyMEHTa NPOW3BOAUTCS KOMJernanbHbIM OpPraHoM WM MOCPEeACTBOM MUCbMA, TO
rpudy cornacoBaHus odopMmnsaeTcs No opme:

COT'JIACOBAHO
[IPOTOKOJI 3acelaHunsd
3KCIIEPTHOT'O COBETa
18.10.2008 N 13

nnn



COTJIACOBAHO

[IrceMo T'OoCymapCTBEHHOTO KOMUTETA

IO CTaHmapTuU3alum

Pecnybmnuku Bejslapychk

03.10.2008 N 11-10/1186

(8 pea. noctaHoBneHus MuHiocta ot 27.01.2012 N 18)

Ecnn OOKYMEHT nmeeT aBa rpmcba cornacoBsaHusA, TO OHM pacnoJiaratoTcd Ha 0O gHOM ypOBHeE.

Hanpumep:
COTJIACOBAHO COTJIACOBAHO
[IpOTOKOJI 3acCemaHus DKCIEPTHOM [lpoTOKOJNI 3acenmaHuda
KOMMCCHUM OTKPETOI'O aKLMOHEPHOT'O 3KCIEPTHO-MEeTOOMUECKON
obmwectra "Crapas dabpuxa" KOMMCCHUM TI'OCYHAapPCTBEHHOIO
22.01.2019 N 1 yupexneHus "HaluuoHalbHBIM

apxus Pecnybnuku Bemapycp"
05.02.2019 N 2

(vacTb gesaTas n. 60 B peq. noctaHosneHns MuHiocta ot 13.03.2019 N 39)

Ecnu [OKyMEHT UMeeT Tpu rpudpa CornacoBaHus, TO OHY pacnonaraloTcs B CriefytoLlem nopsake:

Hanpumep:
COTJIACOBAHO COTJIACOBAHO
IupeKkTop ydYpexneHMsa IupeKkTop ydYpexneHMsa
"T'ocyOapCTBEHHEI apxXUB "T'ocyOapCTBEHHEI apXUB
BpecTckou objacTm" Burebckom objacTm"
[Momnmuce A.T'.KapanysoBa lMNognmuce T.M.CBUCTYHOBa
22.01.2019 22.01.2019
COTJIACOBAHO

JrpexrTop ydYpexneHUs

"T'ocynapCTBEHHEM apxuB

TomenbckoM objacTm"

HNoponuce II.M.YepHEM

22.01.2019

(vyacTtb gecataga n. 60 B pea. noctaHoBneHns MuHiocta ot 13.03.2019 N 39)

Bonee Tpex rpudoB cornacoBaHusi oopMIATCA ABYMS BEPTMKaNbHbIMU psigamMu.

Mpun oTcyTCTBMM MecTa Ha [AOKyMeHTe OdOpMAsT NUCT cornacoBaHusa. Ha [OokymeHTe Ha MecTe,
npesycMOTPEHHOM A pa3MeLleHus rpuda cornacoBaHus, AenaeTcs oTMeTka:
(B pea. noctaHoBneHms MuHiocta ot 13.03.2019 N 39)

JlncT cornacoBaHus
npunaraeTcs
YacTtu TpuHaguaTtas - yeTblpHagLuaTas UCKNYeHsbl. - NoctaHoBneHne MuHtocta ot 13.03.2019 N 39.

61. PekBuaut "Busa".
(8 pea. noctaHoBneHus MuHtocta ot 18.08.2017 N 167)

BHyTpeHHee cornacoBaHve ochopmnseTcs NyTeM BU3UPOBAHNS MPOEKTa JOKYMEHTA AOMMKHOCTHBIM JINLIOM.

PekBnaunt "Busa" BkntoyaeT B cebs HAMMEHOBaHWE OOIMKHOCTY NULa, BUUPYIOLLETO NPOEKT AOKYMEHTA, €ro
COBCTBEHHOPYYHYIO MOANUCH, pacLUMdPOBKY nognucu n gaty.

Hanmpmmep:
HauvasnpHMK oTrmesia KagpoB
Homnuce A.B.CMMPHULIKUN



25.06.2008

OTkasblBaTbCs OT BU3UPOBaHMWS, a Takke AenaTb Kakme-nnbo ncnpasneHns B TEKCTE NPoeKTa JOKYMEHTa He
gonyckaetcs. 3amevaHnss U JOMNOSMHEHUs M3naralwTcs Ha MNpoeKkTe AOKYMEHTa Hwxe AaTtbl BusaupoBaHud. [Npu
3HauuTenbHOM obbemMe 3aMevaHus U OOMNOMHEHUS U3naraloTCa Ha OTAENbHOM NUCTE, a Ha NPOeKTe AOKYMeHTa
ykasblBaeTcs: "3ameyaHus npunaratorca”.

Hanpumep:
HauasnpHMK OoTmesia KaIpoB
Nonnuce A.B.CMUPHULIKUMI
25.06.2008
C NpoOeKTOM He COIJIaCeH.
3aMeduaHra NpuilaranTcsd

Buabl npoctaBnsoTca Huke peksumsamta "lognuck" Ha nNUUEBOW CTOPOHE MOCfegHero nucra nepBoro
3K3eMmnnsipa [OoKymMeHTa cneea. [lpoekTbl pacnopsauTenbHbiX [OOKYMEHTOB [JOMyckaeTcs Bu3MpoBaTb Ha
00OpOTHOWM CTOPOHE MOCIefHEero nmMcTa NepBOro ak3emnnsapa AokyMeHTa. [Npu cormacoBaHun nucem U Opyrux
NCXOASLWMNX AOKYMEHTOB BM3bl OPOPMISAOTCA Ha KOMUSIX, OCTAOLWMXCA B Aene.

Mpn HeobxoaMMOCTU OOPMIIEHNS HECKOMbKMX BM3 OHW pacnonaralTca ogHa nog APYron B nopsake
BM3UPOBaHMS.

Hanpumep:

HauaspHMK OTIejla KaIpoB
[Momnmuce H.B.CxkBOpLOBAa
20.06.2008

3aB. OTHEJIOM INOKYMEHTOBEIEHMUSI
[Momnmuce A.B.CumopLos
20.06.2008

3aB. OTHEJIOM apXMBOBEINEHUA
Homnuce T.M.BobGpoBa
21.06.2008

OprckoHCYJIBT
lNognmce H.C.lBei
22.06.2008

Mpu oTcyTcTBMM cBOBOAHOrO MecTa BU3bl 0HOPMASIOTCA Ha obopoTe nocnegHero nNMcTa AoOKyMeHTa unu Ha
OTAENbHOM JNUCTE W NpU pa3MHOXEHUU OOKYMEHTa He Bocrnpou3BoadaTcd. [py Hanuvyum nucta cornacoBaHus Ha
MecTe, nNpegycMOTPEHHOM [ANA pasMelleHus Bu3bl, Aenaetcss OTMeTKa, odopMmnsemas no npasunam,
yCTaHOBMEHHbIM YacTbio ABeHaauaTon nyHkTa 60 HacToswen UHCTpyKumn.

(B pea. noctaHoBneHus Muntocta ot 13.03.2019 N 39)

lMepeyeHb cornacyrLmMx MHCTaHUUA ONpeaensieTcsl COCTaBMTENeM AOKYMEHTa UCXOOS U3 ero coaepXXaHus n
TpeboBaHWII HOPMATUBHBIX MPABOBbLIX AKTOB.
YacTtb uckntoveHa. - NocraHosnenne MuHtocta ot 13.03.2019 N 39.

62. PekBuant "lMevatb".
Meyatn moryT 6bITb TPEX BUAOB: MeyaTb OpraHM3auun, nevyatb CTPYKTYPHOro NogpasfeneHns opraHnsaumm,
neyaTb, YKasblBawlWaa Ha ee UueneBoe HasHavyeHue (Ana [AOKYMeHTOB u T.n.). [ledyatu opraHusaumin

noapasaensatTca Ha repboBble U NPocThie.

lepboBble MevyaT MPUMEHSIIOTCA OpraHM3auMsiMuM, KOTOPbIM MPaBO  WUCMONb3OBaHUS nedvaTelt C
nsobpaxxeHnem MocyaapcteeHHoro repba Pecny6nvku Benapych npegoctaBneHo 3akoHoaaTeNbHbIMU akTaMu.
(8 pea. noctaHoBneHus Muniocta ot 13.03.2019 N 39)

Mpn nNpocTaBneHMM neyaTu ee OTTUCK JOSKEeH 3axBaTblBaTb YacTb HaMMEHOBaHWSA [OOJDKHOCTM nvua,



noanuncasLiero (yTBep,EI,I/IBLLIGFO) OOKYMEHT.

Hanpumep:
JIMpekTop UHCTUTY
MNoanuck C.A.Cngopos

(n. 62 B pea. noctaHoBneHnss MuHiocta ot 26.07.2018 N 154)
63. PekBn3ut "OTmeTKa 00 ncnonHutene".

OTmeTKka 00 McnonHuTerne pacrionaraeTcsl Ha NUUEBOW CTOPOHE MOCMeAHero nucta OOKYyMEHTa B JNIEBOM
HVKHEM YTIy.

OTtmeTka 00 wcnonHUTene BKYaeT CpaMVIJ'IVII'O n HOMep cny>|<e6Horo TeJ'qu)OHa necnosiHnTenA
(COCTaBI/ITeJ'IFI) OOKyMeHTa. damMunms UCNonHUTEnNs u HOMEp ero cny>+<e6Horo TenechHa nevyatatTcsa 6e3 3HaKoB
npenmnHaHua.

Hanpuwmep:
KopHees 200 59 79

OTmeTka 06 mcnonHutene MoxeTt ObiTb AOMNOMHEHa MHOEKCOM CTPYKTYPHOro nogpasgeneHusi, B KOTOpOM
rOTOBUICS OOKYMEHT.
(yacTb nsTasa n. 63 B pea. noctaHoBneHus MuHiocta ot 10.12.2014 N 240)

Hanpuwmep:

3 Makoseukun 220 95 01
(vacTb wectad n. 63 B pea. noctaHoBneHus MuHiocta ot 10.12.2014 N 240)

Mpu HeobxoamMMocTM OoTMeTka 00 ucnonHuTene MoxeT ObiTb OOMONHEHa AaToW co3daHus OOKYMEHTa,
umeHem danna n OpyruMmyv MOUCKOBBIMW [aHHbIMU (Ha BTOPOM CTPOKE), KOTOpble OOPMIAIOTCA TOSMbKO Ha
3K3emnnsipe JOKYMeHTa, OCTalLLEMCS B OpraHmM3auun.

(4acTtb cegbmas n. 63 BBeAeHa noctaHoBneHveM MuHiocta oT 10.12.2014 N 240)

Hanpumep:
3 MakoBeukuin 220 95 01

26.05.2008 C:/ Nucbmo.doc
(4acTb BocbMas n. 63 BBegeHa noctaHosneHnem MuHiocta ot 10.12.2014 N 240)

Mpu ocbopmneHun [oKymeHTa Ha komnbtoTepe pekBusant "OTmeTka 06 ucnonHutene" BbINOMHAETCS
wpudptom Times New Roman (Times New Roman Cyr) obbluHbI, pa3mep 9 NyHKTOB, MEXCTPOYHbLIN MHTEepBan -
TOYHO 9 NYHKTOB.

(B pea. noctaHoBneHms MuHiocta ot 27.01.2012 N 18)

OTmeTKa 06 ucnonHutene o06a3arenbHO 0hOPMNAETCA Ha UCXOOALUMNX AOKYMEHTaX.
64. PekBnaut "OTmeTKa 0 3aBepeHnn konmmn".

Konusi pokymeHTa OofmkHa BOCNPOU3BOAMTb BCE PEKBU3WUTbLI 3TOr0 AOKYMEHTa, B TOM YuCMe PEeKBU3UTHI
6naHka. Konusi gokymeHTa gorkHa ObiTb 3aBepeHa (3acBMOETENbCTBOBaHA) YMOMHOMOYEHHBbIM OOSKHOCTHBIM
NMUOM OpraHusaumm, ecny 3akoHo4aTeNbCTBOM He YCTaHOBIIEHO MHOE.

(B pea. noctaHoBneHuss Muntocta ot 30.08.2022 N 113)

Konnsi pokymeHTa, BOCNPOU3BOAsALLAA YacTb €ro TeKCTa, 3aBepeHHas B YCTAHOBMEHHOM MOpsiaKe, ABNsAeTcA
BbIMUCKOWN U3 AOKYMEHTA. BbInucku 13 goKymMeHTOB 0hopMmsoTest Ha obuem OnaHke. B Beinuckax M3 JOKYMEHTOB
cnoso "BbIMMMCKA" BkntovaeTcs B Ha3BaHWe BMaa JOKYMeEHTa.

(B pea. noctaHoBneHusa MuHiocta ot 30.08.2022 N 113)

Hanpumep:



BbINMUCKA 13 NMPUKASA

OTmeTka O 3aBepeHun Konuum odopMnsaeTcss Hmke pekBuauTa "lognuck” n BkMo4aeT cnoBo "BepHo",
HavMeHOBaHWe OOMKHOCTM NuLa, 3aBEPUBLLETO KOMUI0, ero COBCTBEHHOPYYHYIO NOAMMWCH, paclumMdpOBKY Noanuncu
1 gaty 3aBepeHus.

Hanpuwmep:
BepHo
WHcnekTop oTaena kagpos MNMognucek A.lM.JleoHoB

25.01.2008

Konunn gokymeHTOB, NpegocTaBnsgemble rpaxgaHam, B TOM YMcne MHAMBUAYaNbHbIM NpeanpuHuMaTensam, u
opuandeckum nuuam (ganee - obpaTtmBLleecs NULO) UM UX NPeaCcTaBUTENSM, €CNU Takne Konum Heobxoaumbl
ONS peLleHnst BOMPOCOB, KacaloLmMxXcsa npas 1 (Mnn) 3aKOHHbIX MHTEPECOB 0DPaTMBLLMXCA MWL, MU BbIMUCKA U3 HUX
odopmnatoTCca B nopsake, NnpeayCMOTPEHHOM YacTsiMM BTOPOW - LUECTOW HACTOSILLEro NyHKTa.

YacTb nckntoyeHa. - NocraHoBnenne MuHtocta ot 26.07.2018 N 154.

Ha konuax wucxogswmx [OOKYMEHTOB, OCTalOWMXCA B fAene opraHv3auumu, pekBuMauTbl 6naHka He
BOCMPOM3BOASATCS, NPOCTaBNATCA AaTa MOAMUMCAHUS OOKYMEHTa, ero pPerMcTpauMoHHbIN MHOEKC U OTMeTKa O
3aBEpPEHUM KoMK, B KOTOPOMW AOMNyCKaeTCsi He yKasbiBaTb AaTy 3aBepeHusi U OOSMKHOCTb Nuua, 3aBepuBLLErO
Komnuto.

Hanpuwmep:
BepHo
Moanuce A.l.JleoHoB

Konun pokymeHTa, mMonyveHHble MyTeM TWpaXupoBaHUsA MNOANWHHUKA CpeacTBamMu  onepaTyMBHON
nonurpacdun, cogepxalume akCMmMuiibHoe BOCNpOU3BeAeHVe NOANUCK M NpedHasHavyeHHble AN pacChinkv unm
BHYTPEHHEro MoNb30BaHWs, He HYX4alTCa B OOMOMHUTENbHOM YAOCTOBEPEHWM, 3a WCKIIOYEHMEM CIyyaes,
npeayCcMOTPEHHbIX akTaMu 3akoHoAaTeNbCTBa.

(B pea. noctaHoBneHus Muniocta ot 13.03.2019 N 39)

Pa3MHOXeHHble 3K3eMnnspbl AOKYMEHTa, NpegHasHavyeHHble ANs PacChifikv UNn BHYTPEHHEro Nonb30BaHuUs
M He BocrnpousBogslime akCUMWUMbHYIO NOAMUCb MOASIMHHMKA, [OOMycKaeTcd YAOCTOBEpATb MevaTblo,
NpocTaBNsemMon Ha MecTe, OTBeAEHHOM Ans COBCTBEHHOPYYHOW noanvcu, nmMbo 3aBepsTb B Mopsgke,
npeayCcMOTPEHHOM YacTAMM NATOW U LIECTON HACTOSALLEero NyHKTa.
(B pea. noctaHoBneHust MuHtocTta ot 26.07.2018 N 154)

OpraHmsaumq MOXeT 3aBepATb KON OOKYMEHTOB:
CO34aHHbIX B CamoWn opraHun3auuu;

MoOMyYeHHbIX OpraHu3auuern B MOATBEPXAEHWE ee MnpaB, MOMHOMOYMIA U 00sI3aHHOCTEN (NULIEH3WIA,
cepTudmkaTos un ap.);

BKIMtO4MaeMbIX B COCTaB JIMYHbLIX Oen;

NnpeaycMoTpeHHbIX noctaHoeneHnem Coeeta MunuctpoB Pecny6nuvkn Benapycb ot 30 gekabpsa 2012 r. N
1256 "O HekoTOpbIX BOMpocax Bblgayn U CBUAETENbCTBOBAHUS KOMWM LOKYMEHTOB, KacalwLmxca fnpas u (Unu)
3aKOHHbIX UHTEPECOB rpaxdaH, B TOM YMCNe MHAMBUAYANbHbIX NpeanpuHUMaTenen, u lopnandeckmx numy", NHbIMKU
aKTaMu 3aKoHoaaTenbCTBa.
(vyactb gBeHaguartas n. 64 B pen. noctaHoBneHms MuHiocta ot 13.03.2019 N 39)

Konuu ooKyMEHTOB B 3NEKTPOHHOM BUAE, BbIMOSIHEHHbIE HA BYMaXXHOM HOCUTENeE U NpeaHasHa4YeHHble Ans
obpalleHns BHYTpM OpraHu3auum, 3aBepstoTcs B NOpsiAke, YCTAHOBIEHHOM YacTAMM NATOWN U LWECTOW HaCTOoALEero
MyHKTa.

(4acTb TpvHaguatas n. 64 sBegeHa noctaHoBneHvem ot 10.12.2014 N 240; B pean. noctaHoBneHus MuHiocTa ot



26.07.2018 N 154)
YacTtb uckniodeHa. - lNocraHosnenne MuHiocta ot 13.03.2019 N 39.
(n. 64 B pea. noctaHoBneHuns MuHiocta ot 15.01.2013 N 9)

65. PekBunaut "OTmeTKka 06 MCNOMHEHMM OKYMEHTA U HanpaBneHun ero B geno".

OTtmeTka 06 McnonHeHun OOKYMEeHTa 1 HanpaBJieHn ero B Aerio NpoctaBnAeTCAd Ha OOKYMEHTE nocre ero
MCNoNMHeHnAa n ABNAeTCA CBMAEeTeNIbCTBOM 3aBepLUeHnd pa6OTbI Hag HAM.

OTmeTka 06 MCNOMHEHWM JOKYMEHTa M HanpaBfeHnn ero B Aerio pacnofiaraercd Ha HUWXKHEM mnore nepBoro
nncTa OOKYMEHTa crieBa M coctouT M3 cnoB "B geno”, nigekca gena no HoMeHknatype Aen, B koTopoM byaet
XPaHUTbCA AOKYMEHT, OaTbl U PErucTpaLMOHHOrO MHAEKCa AOKYMeHTa, CBUAEeTenbCTByoLero o6 mMcnonHeHuw,
COOCTBEHHOPYYHOW MNOAMNUCU WCMOMNHUTENS UM PYKOBOAMTENS CTPYKTYPHOro noapasfeneHusd-nucnonHuTens u
OaTbl HAaNpaBneHMs JOKyMeHTa B Aeno.

(8 pea. noctaHoBneHnst Muntocta ot 18.08.2017 N 167)

Hanpwuwmep:
B peno 11-10
MoproTtoBneH oTBET
15.02.2008 N 11-10/130
Moanuce

16.05.2008

I'IpM OTCYTCTBUMN [OOKYMEHTA, CBMOETENbCTBYHOLIEro 00 ucnomnHeHun, B OTMETKE YKa3blBalOTCA KpaTKue
cBefeHust 06 NCNonHeHnN.

Hanpumep:
B peno 5-15
MpousBeaeH nepepacyeT
Moanuck
20.11.2008
YacTb ncknioveHa. - NocraHoenexnve Muxtocta ot 13.03.2019 N 39.

66. PekBn3aut "OTmMeTKa 0 NOCTYNNEHUM (PEMMCTPaLMOHHbBIA LUTaMN BXOASLUMX JOKYMEHTOB)".
(B pea. noctaHoBneHms MuHiocta ot 18.08.2017 N 167)

OTtmeTka o NnoCcTynneHunn (perMCTpaLI,VIOHHbIVI wTamn BXoaALnXx /J,OKyMeHTOB) npocTaBndeTCcAa Ha HWXHEM
none nepesoro JInucta [OOKyMeHTa cnpaBa WU COCTOUT U3 MNOJIHOIO WK COKpalweHHOro HanmmMeHOBaHUA
opraHusauummn-nony4varend, gatbl U permcTpaunoHHOro nHaoekca (Homepa) nocTynneHna JOKyMeHTa.

Pa3mepbl OTMETKM O MOCTYNNEHUN (PErucTpPaLMoOHHOrO LTamna BXOASLWMX [OOKYMEHTOB) He MoOryT

npesbiwaTb 42 MM N0 ropu3oHTann n 16 Mm No BepTUKarnu.
(4acTb TpeTb4d n. 66 BBeAeHa noctaHoBneHneM MuHiocta oT 18.08.2017 N 167)

Hanpuwmep:

3A0 "Mask" 16 0
MM

26.05.2008

N 342 !




42 Mm

Ha pokymeHTax, TpebyloLmx CpOYHOro WMCNOSMIHEHWSA, BMEcCTe C JaToW [AOMycKaeTCs YkasbiBaTb BpeMs
NOCTYNNeHns (4acbl, MUHYTHI).
YacTtu wecTtasa - ceabmas UCKNtoYeHsbl. - [loctaHoBneHne MuHtocta ot 13.03.2019 N 39.

66-1. PekBnaunT "OTMeTKa O NepeHoce AaHHbIX Ha MalLVHHbIA HOCUTENb".

PekBuaut "OTmMeTka 0 nepeHoce AaHHbIX Ha MaLUMHHBIN HOCUTENbL" pacnonaraeTcs B LLEHTPE HWXKHEro nons
nepBoro NUcTa OKyMeHTa.

OTMeTKa 0 nepeHoce AaHHbIX Ha MallUHHBIA HOCUTENb MOXET 0OPMIATLCS OT PYKW, C MOMOLLLIO LWTaMna
UMK B BUZe WTPUXOBOro koAda (LTpuxkoaa).

Mpu odopmneHMn OTMETKM OT PYKM UM C MOMOLLBIO LUTamna OHa BKMYaeT B cebsa cBegeHus 0 nepeHoce
nHdpopmaumm (OOKYMEHTa) Ha MaLUWHHBLIN HOCUTENb, COOCTBEHHOPYYHYK MOANWCH Nuua, OTBETCTBEHHOrO 3a
nepeHoc OaHHbIX, AaTy nepeHoca. [JononHWTenbLHO MOryT yKasblBaTbCH MOUCKOBbIE AaHHble gokymeHTta (B AC
OOY, B nokansHOM XpaHUIMLLE SNEKTPOHHbIX AOKYMEHTOB OpraHu3auum u ap.).

Mpy Heo6x0aNMOCTU LUTPMXKOA MOXET pasmeLlaTtbCa Ha NeBOM Mofe NepBoro N1cTa AoKyMeHTa BHK3Y. [Mpu
HEBO3MOXHOCTM pasMeLLeHus LUITPUXKoga B OTBEAEHHOM Ans Hero MecTe AOMyCcKaeTcs pasMelleHune LUTpUxkoda
Ha nobor cBoboaHOW Mrowaan NUUEeBON CTOPOHbI NEPBOro NucTa AOKyMEHTa, He 3aTparvBasi TekcTa v Opyrux
PEeKBU3NTOB.

(n. 66-1 BBegeH noctaHoBneHnem MuHiocta ot 18.08.2017 N 167)

FMABA 5
TPEBOBAHUA K TEKCTAM JOKYMEHTOB

69. Asbikamu genonpousBoacTBa U AokymeHTauumn B Pecnybnvke Benapycb asnstoTcs 6enopycckuin n (unm)
PYCCKUI.
(B pea. noctaHoBneHuss MuHtocta ot 30.08.2022 N 113)

TekcTbl [OKYMEHTOB, HarmpaBnsemblx 3a npegensl Pecnybnuku Benapycb, MOryT cocTaBnsaTbCcsi Ha
GenopycckoM, PyCCKOM si3blkax, Ha si3blke CTpaHbl agpecaTta Unu Ha ApYroM MHOCTPaHHOM Si3bIKe.

70. MpennoxeHnst CTPOSATCS COrnacHO OOLLENPUHATLIM rPaMMaTUYECKUM U opdporpaduyeckuMm npasunam
6Genopycckoro U pycckoro S3blKOB, MPEUMYLLECTBEHHbLIM ABMASETCA ynoTpebrneHve NpoCcTbiX pacrnpOCTpaHEHHbIX
npeanoXeHnin.

71. B pokymeHTax NpUMEeHSAT TEPMUHBLI U onpedeneHns, YCTaHOBIEHHbIE AeNCTBYOWMMN cTaHgapTamMn n
TEPMUHOMOrM4YeckMMn  cnosapsiMu.  MHOrosHauHble TEepMWHbI B KaXOOM KOHKPETHOM crnydae [OrXKHbl
ynoTpebnaTbCa TOMNbKO B OAHOM U3 CBOUX 3HAYEHUN.

72. B TekcTe AOKyMeHTa He JonyckaeTtcs ynotpebneHue:

NPOCTOPEYUIN N IKCNPECCUBHBIX (POPM PasroBOPHOM peyu;

MHONA3bIYHbIX 3aUMCTBOBaHWIA npn Hann4nn paBHO3HA4HbLIX CNOB U TEPMUHOB B 6eﬂ0pyCCKOM nnn pycckom
A3bIKE;

HEYETKUX CINOBOCOYETAHUIA, ODOOLLEHHBIX pacCy>XOeHUA, BOCKNMLAHWIA U NPU3bIBOB, 0Opa3HbIX CpaBHEHUN,
anuteTos, MeTadop;

ab6peBuaTyp, Kpome 0BLLEN3BECTHbIX UM PACLUMMPOBaHHLIX B TEKCTE JAOKYMEHTa;

HEHOPMAaTUBHOW NEKCUKN.



73. TeKCTbl CMOXHbIX MO COAEPXKaHUIO LOKYMEHTOB (NPUKA30B, PacrnopsiKeHUN, NPOTOKOOB, MHCTPYKUMIA U
Op.) Oensitcs Ha MNyHKTbl, NYHKTbl MOTYT MOAPAa3fAensiTbCs Ha NOANYHKTbI, Yactu nnbo ab3aubl, NOAMNyHKTbl - Ha
Yactu nmbo ab3aubl. B 6onblwnx No 06beMy AOKYMEHTaX NyHKTbl MOTYT OO beAMHSITLCSA B rMaBbl.
(B pea. noctaHoBneHnst Muntocta ot 30.08.2022 N 113)

naBbl HymepyloTca apabckumn uudpamn, nocne KOTOpbIX TOuka He cTaBuTCHA. [MNaBbl JOMKHbI UMETb
3arofioBkM, TOYKa B KOHLIE 3arofioBka He CTaBuTCHA. Ecnu 3aronoBOK COCTOMT M3 ABYX MNPEANoXEeHWA, TO UuX
pasgenslT TOYKOW. B 3aronoBkax He gomnyckaeTcs MepeHoC CMNOB Ha Cneayowyo CTPOKY, MPUMEHEHUE PUMCKUX
undp, MaTemMaTnYeCcKUX 3HaKOB U rpeyvecknx Oyks.

Hanpumep:
TJIABA 2
[IOPANOK IIJIAHVMPOBAHVA M PACXOIHOBAHVA CPEICTB HA OIUIATY TPYIA

MyHKTbI HyMepytoTcs apabckuMm LumMdgpamMmn ¢ TOYKOM U 3anncbiBaoTcs ¢ ab3alHoro oTcTyna.

MoanyHKTbl HymepytoTcs apabckumy undpammn 1 3anuceiBatoTca ¢ absauHoro otctyna. Homep nognyHkTa
BKIIOYaET HOMEP MyHKTa M HOMepP NOAMYHKTa, NOCMe KOTOPbIX CTAaBATCH TOYKM.

Hanpuwmep:
2.1.
2.2.

2.3.

Hymepauus nyHKTOB fOSKHa ObITb CKBO3HOW OIS BCEro OOKYMEHTA, MOAMYHKTOB - CKBO3HOW AN KaXOoro
MyHKTa.

YacTtu n ab3aubl He HYMEpPYOTCA U BbIAENAKTCA ab3auHbIM OTCTYMOM.
(B pea. noctaHoBneHust MuntocTta ot 30.08.2022 N 113)

74. B TekcTe OOKyMeHTa nepef Kaxkaon no3numen nepevmcneHus, BolgeneHHomn ab3auHbiM oTcTynom, geduc
UNn NHOWM 3HaK He ctaBuTcA. [locne nepeyncneHns, KpoMe nocnegHero, CTaBUTCA ToYKa C 3ansTon.

75. TekcTbl JOKYMEHTOB 0DOPMISIIOTCA B BUAE CBSA3HOIO TEKCTa, aHKeTbl, Tabnuupbl UNv B BUAe COeaUHEHUS
aTuX cpopM. Onpegensiowmm B BbiGope (OpMbl NPeACTaBIEHUS TEKCTa SABMSETCS XapakTep WMHopMaumu,
cofepalleiics B TEKCTe JOKYMeHTa.

76. B pacnopsagutenbHbIX OKYMEHTax opraHusauun, AeWCTBYIOWMX Ha MpuHUMnax eguHoHayanus, TekcT
n3naraeTcs OT NepBoro nuua eguHcTeeHHoro vncna: "MPUKASBIBAKD", "MPEOJIATAKO" u gp.

B pacnopsauTenbHbiX [OKYMeHTax KomnmnernanbHbiX OpraHoB TEKCT Wu3naraeTcd OT TpeTbero nuvua
eanHcTeeHHoro yncna: "MOCTAHOBIAET", "PELWWMN" n gp.

rMABA 6
TPEBOBAHUSA K O®OPMITEHUIO JOKYMEHTOB, U3rOTOBINSAEMbIX C MOMOLLIbIO TEXHUYECKUX
CPEACTB

77. TekcT OOKyMeHTOB Ha 6naHkax dopmata A4 nedvaTaeTcsa Ha NUWYyLLEN MalUMHKE 4epe3 nonTopa
MEXCTPOYHbIX MHTEpBana unv oguHapHbIN Ha KoMMNbloTepe, Ha bnaHkax popmata A5 - yepes oanH MEXCTPOYHbIV
WHTepBarn unm To4Ho 14 NT Ha KoMMbIOTEpPE.

78. MNpn Habope TeKkcTa C UCMNOoSfb30BaHMEM TEXHUYECKMX CPEACTB NPpUMeEHsieTCsl pa3Mmep wpudTa He MeHee
13 nT1. BblpaBHMBaHME TEKCTa NPON3BOAUTCS MO LUMPUHE NNCTA.
(B peq. noctaHoBneHun Muniocta ot 27.01.2012 N 18, ot 13.03.2019 N 39, ot 30.08.2022 N 113)

B rocynapCTBeHHbIX OpraHax M MHbIX FOCYAapCTBEHHbIX OpraHuM3aumsix, NoAYMHEHHbIX [paBMTENbLCTBY
Pecnybnvkun bBenapycb, odopmMmrieHne [OKYMEHTOB OCYLUECTBMASETCS MO YCTaHOBIIEHHbIM B KOMMbIOTEPAX
wabnoHam, pasmep wpudTa - 15 nT.

(4acTb BTOpas n. 78 BBeAeHa noctaHoBneHnem MuHiocta ot 27.01.2012 N 18; B pea. noctaHoBneHun MuHiocTa ot



18.08.2017 N 167, ot 30.08.2022 N 113)

chopMHeHwe OOKYMEHTOB  OCYyLIeCTBIIAeTCA C  UCMNOJIb3OBaHNEM nporpaMmmMHOro obecneyeHus,
COOTBETCTBYKOLWLEro crneaymwmm Tpe6OBaHVI$-|MZ

Hanuuve QYyHKUNMOHANbHOCTK, obecnedmBaloLlenn BO3MOXHOCTb O(OPMMEHUs PEKBU3UTOB [OOKYMEHTa B
COOTBETCTBMM C TpebOBaHNSAMN 3aKOHO4ATENbCTBRA;
(8 pea. noctaHoBneHus Muniocta ot 13.03.2019 N 39)

nogaepKka AonyCctuMbixX CbOpMaTOB OOKYMEHTOB B 3JIEKTPOHHOM BUAE;

noagepxka MeTodoB W CPeacTB 3awuTbl TeKCTa [OKYMEeHTa OT pefakTupoBaHus (maponbHas 3awmTa,
co3gaHue OOKYMeHTa, He peJakTupyemoro ctaHaapTHbIMK cpeacTBamMu U T.4.) AN AONyCTUMbIX (dOpMaToB.
(vacTb TpeTbs n. 78 BBegeHa noctaHoeneHnem MuHiocta ot 10.12.2014 N 240)

79. Mpw nogroToBke Tabnuy, ¢ UCNONb30BaAHMEM TEXHNYECKUX CPEACTB BblpaBHVMBaHWE TEKCTa NPOM3BOAUTCA
no Heob6xoaMMOCTH, C NepeHoCcoM cnoB. [lonyckaeTcs ymeHbLlaTb pa3Mmep nesoro nons Ao 20 MM (Korga TekCT He
BMeLlaeTcs), pasmep WwpudTa TeKCTa U MEXCTPOYHBIN MHTepBsan - go 11 nr.

(B pea. noctaHoBneHus MuHiocta ot 18.08.2017 N 167)

B rocyoapCTBeHHbIX OpraHax M WHbIX FOCY4apCTBEHHbIX OpraHusaumsx, nogvMHeHHbIX [lpaButenbcTBy
Pecnybnukn benapyck, Npu noarotoBke Tabnuvy AonyckaeTcs yMmeHbllaTb pa3mep wpudTta Tekcta Tabnuy go 13
nr.

(B pea. noctaHoBneHun MuHiocta ot 27.01.2012 N 18, ot 30.08.2022 N 113)

80. Mpu ocbopmMneHnn OOKyMEHTa Ha MULyLlen MalUMHKE PEKBU3UTbI, COCTOSLUME M3 HECKOMbKUX CTPOK
(kpome pekBuauTa "TekcT"), nevaTaroT Yepes3 OOUH MEXCTPOYUHBIN UHTEpPBATT.

CocTtaBHble 4YacTu peksuantoB "Agpecat”, "[pud yteepxaenus", "OTmeTka o Hanuumum npunoxenus”, "lMpud
cornacoBaHus", "pud NpunoxeHns" oTaAenaTCsa Apyr OT Apyra NonAyTOPHbIM MEXCTPOYHbIM MHTEPBAsIOM.

PeKkBuU3nTbI JOKYMEHTa OTAENSIIOT APYr OT Apyra 2 - 3 MEeXCTPOYHbIMU MHTEpPBanamu.

Hanpumep:
COTJIACOBAHO
1,5
HupekTop JenapraMeHTa
1
10 apxXmMBaM M OEJIONPOM3BOILCTBY
1
MyHMCTepCTBa OCTHULNA
1
Pecnybnuxku Besapychk
1,5
lopnmce B.M.AmaMylKO
1,5
01.02.2008
2
COTJIACOBAHO
1,5
[lpoTOKOJNI 3acenmaHuda
1
BKCIIEPTHOT'O COBeTa
1,5

01.02.2008 N 9

81. lNMpu odopMneHnn OOKyMeHTa Ha KOMMbITEPE PEKBU3UTbI, COCTOSLIME M3 HECKOMbKMX CTPOK (Kpome
pekBuanta "TekcT"), neyaTalT C MHTepBanoMm TouyHO 14 nT. CocTaBHble 4acTu pekBuauToB "Agpecat”, "lpud
yTBepxaeHus", "Mpud cornacosanms”, "pud npunoxeHua" oTaensaoTcs Apyr OT Apyra oAMHapHLIM UHTEpBanom
NN JONOSTHUTENBbHBIM MEXCTPOYHbLIM UHTEPBAarom 6 nr.

(B pea. noctaHoBneHnst MuHtocta ot 18.08.2017 N 167)



PekBu3auTbl JOKyMEHTa OTAEnsT ApYyr OT Apyra MOMyTOPHbIM MEXCTPOYHbIM MHTEepBanom. [donyckaeTtca
PEKBU3NTLI AOKYMEHTa OTAENATb APYr OT Apyra npobenbHOWM CTPOKON, paBHOM pa3mepy LWpndTa PEKBU3UTOB.
(B pea. noctaHoBneHnst Muntocta ot 18.08.2017 N 167)

Hanpumep:
COTJIACOBAHO
OOovHapHEM MIM + 6 OT
IupexTop yupexneHUA Touro 14 nOT

"T'OCYyDapCTBEHHEI apXUB
BpecTckon objacTm"

OOovHapHEM MIM + 6 OT
[Momnmuce A.T'.KapanysoBa

OOovHapHEM MIM + 6 0T

05.02.2019

oIy TOPHEIM MM NpoBejibHas CTpokKa
COTJIACOBAHO

OOvHapHEM MIM + 6 OT
IVpexKTop yupexneHUAa Touro 14 nOT

"T'oCcyOapCTBEHHEI apxXUB
T'omesnbckom objacTm"

OOvHapHEM MIM + 6 OT
HNomnmuce II.M.YepHBM
OOvHapHEM MIM + 6 OT

05.02.2019
(4acTtb TpeTbd n. 81 B pea. noctaHoBneHns Muniocta ot 13.03.2019 N 39)

82. MakcumanbHas AnvHa CTPOKM MHOFOCTPOYHbIX PEKBM3UTOB AN MULYLIEN MaLUMHKM 28 3HakoB unu 73
MM Ha KOMMbloTepe.

83. an nevyataHnMm OOKYMEHTOB Ha nmunuueﬁ MallnHKe UCNOoNb3yKT OeBATb CTaHOAPTHbIX NOSIOXKEHUI
Ta6ynﬂTopa Unn OTCTyNbl B MUNNIMMETPAaX OT rpaHuLbl NeBoro nosfa npu OCt)OpMJ'IeHI/II/I Ha KOMMblOTEpPE:

0 - rpaHuLa neBoro nons;

1 - nocne 5 nevyaTHbIX 3HAKOB OT rpaHuLbl IEBOro nonst unu 12,5 mm;
2 - nocne 16 neyaTHbIX 3HAKOB OT rpaHuLbl nesoro nons unn 40 mm;
3 - nocne 24 ne4vaTHbIX 3HAKOB OT rpaHuLbl Nesoro nonga unm 60 mw;
4 - nocne 32 nevaTtHbIX 3HAKOB OT rpaHuubl nesoro nons unm 80 mm;
5 - nocne 40 neyaTHbIX 3HAKOB OT rpaHuubl nesoro nonga unm 100 mm;
6 - nocne 48 ne4yaTHbIX 3HAKOB OT rpaHuLbl nesoro nons unn 120 mm;

7 - nocrne 56 neyaTHbIX 3HAKOB OT rpaHuLbl iesoro nons unun 140 mw;



8 - nocne 64 nevyaTHbIX 3HAKOB OT rpaHuLbl IeBoro nons unu 160 mm.

84. OT HyneBOro NONoOXeHnsi neyaTalTCs:

pekBun3uT "HassaHve Buga gokymeHTa";

PEeKBM3UT "3aronoBoK K TEKCTY";

pekBun3uT "TekcT" (UcKnoYast CTPOKKU, HaYnHaroLLmecs ¢ ab3alHoro oTcTyna);

cnoBo "lMpunoxeHune" B pekBnsnte "OTMETKa O HaNM4YUKn NpuUoxeHus";
(B pea. noctaHoBneHnst MuHtocTta ot 18.08.2017 N 167)

pekBun3ut "OTmeTka 06 ncnonHuTene";

pekBn3nT "OTMeTKa 06 NCMOMHEHNM AOKYMEHTa U HanpasneHun ero B geno";
pekBu3nT "OTmMeTKa 0 3aBepeHumn Konmm";

peksnaunT "puc cornacoBaHns" n HauMeHoBaHWe JOMKHOCTM B pekBusnTe "lMognuck";

crnosa "CITYWANW", "BbICTYNUNN", "PEWLMNN", "NOCTAHOBUNN", "MPUKA3BLIBAIO", "MPEONATAKO",
"OBA3bIBAKO".
(B pea. noctaHoBneHms MuHiocta ot 18.08.2017 N 167)

OT nepBOro NonoxeHuns nevyaraeTcs Havano absales B TEKCTE.
OT 4YeTBEPTOro NONOXEHMA NevaTaeTca pekBnsnT "Agpecart”.

OT naToro nonoxeHusa nevatarTca peksusnTbl "puc orpaHmyeHns goctyna”, "lpud yteepxaerns", "Mpud
npunoxeHms".

OT WwecToro NonoxeHusi neyaTaeTcs pacwmndpoBka noanmucu B pekemaute "Moanmce"”.
OT cegbMoro nonoxeHus nevaratorcs kogbl no OKY[, OKOI'Y n OKKOJIIM.

Mpu odopmneHnn gokymeHTa Ha nuctax dopmarta A4 B anbbomHon opueHTaumm (297 x 210) pekBu3nThbl
"'pndp orpaHnydeHusa goctyna", "Mpud ytBepxaeHus”, "Mpud npunoxexHus", pacwmndpoBka NOANUCK B PEKBU3UTE
"Mognuck" neyaTtalTcss OT BOCbMOIO NOMoXeHUs Tabynatopa (64 nedaTtHbix 3Haka unu 160 mm).

85. Tllpn Hanuuum Heckonbkux rpudoB YTBEPXKOEHUS W COrnacoBaHuWs WX pacnonaralT ABYMSA
BepTUKanbHbIMM pagamu. Mpu 3TOM BTOpPOW psg nevaTaeTcs OT MATOro nonoxeHwus Tabynatopa (100 mm ot
rpaHuLbl NEBOro nomns), a npu oopMNeHnn OOKyMeHTa Ha nuctax opmata A4 B anbOOMHOM OpueHTauum - oT
BOCbMOIO NonoxeHus Tabynatopa (160 Mm OT rpaHuLbl NeBoro nons).

(vacTb nepsas n. 85 B pea. noctaHoBneHus MuHiocta ot 18.08.2017 N 167)

Mpu nognucaHuM [OOKYMEHTA HECKONbKUMW NULAMW, HE MNOAYMHEHHBIMWM MO AOMMKHOCTU, HaUMEHOBaHMWS
JomkHocTen B peksusuTe "lMognuck" pacnonaratoT ABYMS BepTuKanbHbiMU paaamu. [lpu aTtom BTOpon psaf,
neyartaeTcs OT NATOro nonoXxexus Tabynatopa (100 MM OT rpaHULLbl IEBOTO MOrSA), @ NPy opopMIEHNN AOKYyMEHTa
Ha nuctax opmata A4 B anbbOMHOIN OpMeHTaumMm - OT BOCbMOIO MonoxeHus tabynatopa (160 MM OT rpaHuubl
neBoro nons).

(vyacTtb BTOpas n. 85 B peq. nocraHoBneHusa MuHiocta ot 18.08.2017 N 167)

B rocynapCTBEHHbIX OpraHax M MHbIX FOCYAapCTBEHHbIX OpraHuM3aumsix, NoAYMHEHHbIX [paBUTENbLCTBY
Pecnybnukn Benapycb, Heckonbko pekBu3uMToB "lognucb”, pacnonaraembix OAMH Nog ApPYruM, OOMyCKaeTcs
pasgenaTb OBOWHBIM MEXCTPOYHbIM MHTEPBANioM WnM nNpobenbHOW CTPOKOW, paBHOW pasmMepy LwpudTa
PEKBU3NTOB.

(4acTtb TpeTbs N. 85 BBeageHa nocraHosrneHnem MuHiocta ot 27.01.2012 N 18; B pea. noctaHoBneHun MuHiocTa ot
18.08.2017 N 167, o1 30.08.2022 N 113)

86. Ecnn 3aronoBoK K TEKCTY NpeBbIlLaeT NATb CTPOK, ero AonyckaeTcs npoanesatbh A0 rpaHulbl LWeCToro
nonoxexus Tabynatopa (120 MM OT rpaHuLbl NEBOro Nonsi), a Npy ohoOpMIEHUN AOKYMEHTa Ha nucTax opmara
A4 B anbboMHON opmueHTaLmmn - 4O BOCbMOro nonoxeHusa tTabynaropa (160 Mm OT rpaHuLbl IEBOro nons).



(B pea. noctaHoBneHms MuHiocta ot 18.08.2017 N 167)

87. UckntoyeH.
(n. 87 uckntoudeH. - MNMoctaHosneHne MuHiocta ot 18.08.2017 N 167)

88. B Tekctax gokymeHToB crosa "l[Mpumeyanue”, "OcHoBaHue", a Takke cnoso "lMpunoxeHue" B peksnsnTe
"OTMeTKa O HanuuMM NPUNOXeHus" nedaTalTCss OT rpaHuLbl NEBOr0 MNOMS U OCTaBMAKTCA OTKPbITbIMKU, a
OTHOCALLAACa K HUM MHGOpMaUmMa neyaTaeTcsa CTonbLUOM 4Yepe3 OOUH MEXCTPOYHbIA UHTEepBan (Npu neyatu Ha
nUWyLen MawmnHke) nnm To4Ho 14 nT (Mpu Habope Ha KoMnbloTepe).

(n. 88 B pea. noctaHoBneHunss MuHiocta ot 18.08.2017 N 167)

89. B KkoHuUe pekBu3NTOB (KpoMe pekBumanTa "TekcT") TOukM He cTaBaTcsa. B cepeavHe CTpOK peKBU3UTOB
3HaKW NpenuHaHNsi COXPaHSILOTCS.

90. B nokymMeHTax He JOMyCKalTCsA TEKCTOBbIE BblAENEeHNs B Buae NogvyepknBaHns 1 nevataHus Bpaspsaaky.
B cnpaBo4YHO-MHOPMALIMOHHBIX AOKYMEHTax AonyckaeTcs AenaTtb BblaerneHus Haubonee BaXKHbIX CMbICMOBbIX
YacTew TeKCTa KypCMBOM MW NOMYXXMPHBIM Ha4YepTaHeMm.
(vacTb nepsas n. 90 B pea. noctaHoBneHnss MuHiocta ot 18.08.2017 N 167)

TeKCT AOKYMEHTOB U MHOFOCTPOYHbIX PEKBM3NTOB 0dhopMnsieTcs 6e3 nepeHoca Crnos.
(vacTtb BTOpasa n. 90 BBeaeHa noctaHoBneHmem MuHtocta ot 18.08.2017 N 167)

MponucHbiMM GykBamMy nevarTarTcs: pekBu3uT "HasBaHue Bumaa AokymeHTta", crnoea "YTBEPXOALIO",
"YTBEPXIOEHO", "COITACOBAHOQ" - B rpudax cornacoeanus un yteepxaeHus, "TIPMKASbIBAKO" - B npukasax,
"TIOCTAHOBIAET" - B nocraHoBnenusx, "PEWNN" - B peweHunsax, "OBA3bIBAKO", "MPEOJIATAKO" - B
pacnopsbkeHusix, "CITYLWANW", "BbICTYNMANA", "MOCTAHOBUIIN", "PEWUNN" - B npoTtokonax, damunum
pabOoTHWKOB B TEKCTAX MPUKA30B NO NIMYHOMY COCTaBY, HA3BaHWS rNaB B OpraHM3auUMOHHbIX 4OKYMEHTaX.

(B pea. noctaHoBneHmn Muxiocta ot 27.01.2012 N 18, ot 30.08.2022 N 113)

91. lNMpun ohopMNeHNN AOKYMEHTOB Ha ABYX M Donee nUcTax BTOPOM U MOCNeaytoLWwmnin NMMCTbl A0MKHbI ObITh
NpoOHyMepoBaHbl. Homepa nMCTOB MpOCTaBfsiOT B LIEHTPE BEPXHEro KOMOHTUTyna apabckumu uudpammn c
pacctosiHnem 10 - 15 MM OT BepxHero kpas, rapHuTypa wpudTa Times New Roman (Times New Roman Cyr) B
06bIYHOM HadepTaHuK, pa3mep WpudTa - He meHee 13 nT. [NepBbIA NUCT HE HYMeEpPYEeTCS.

B rocydgapCTBeHHbIX OpraHax M MHbIX FOCYAapCTBEHHbIX OpraHv3aumsx, NoAYMHeHHbIX [lpaBuTenscTBy
Pecnybnuku Benapycb, pasmep wpudta HOMEpPOB NMCTOB - 14 nT.
(B pea. noctaHoBneHms MuHiocta ot 30.08.2022 N 113)

HoBbin nuct LOOKyMeHTa He [OMNyCKaeTCd Ha4ynHaTb nocnegHemn HeNosmHom CTpOKOI?II absaua.

[OKyMEHTbl CO CPOKOM XpaHeHUs OO0 Tpex NeT BKMYUTENbHO AOMNycKaeTcs neyataTb Ha OBYX CTOPOHax
nncra.
(n. 91 B pea. noctaHoBneHnsa MuHiocta ot 27.01.2012 N 18)

91-1. ,D,OKyMeHTbI, npegHa3Ha4YyeHHble Ond O6paL1J,eHVIF| B cCuUctemMe MeXBedOMCTBEHHOIO 3J1EKTPOHHOIo
LI,OKyMeHTOO60pOTa rocygapCTBeHHbIX OpraHoB, AOJTKHbl COOTBETCTBOBATbL ClieAyolW M Tpe6OBaHVIFIMZ

ObITb NpeacTaBneHHbIMU B hOpMe, JOCTYNHOM Y NOHATHOW AN BOCNPUATHUS;
Co37aBaThbCs B OAHOM M3 0OMNYCTUMbIX (DOPMATOB JOKYMEHTA B 3MEKTPOHHOM BUAE;

cofepxaTtb peKkBu3nTbl, obecneunBarome naeHTudmrKaumo OKyMeHTa, YCTaHOBMEHHble ANs OKYMEHTOB
OaHHOrO BuAa B COOTBETCTBMM C 3akoHogatenbCcTBOM. OdbopmrieHne pekBM3NTOB OCYLLECTBNSAETCS B
COOTBETCTBMU C TPeBOoBaHUAMN HacTosLWweN VIHCTPYKLUUN 1 MHBIMW aKTaMun 3aKOHOAaTeNbCTBa;
(B pea. noctaHoBneHus Muntocta ot 13.03.2019 N 39)

cogepxaTb OAHY WM HECKOMbKO 3MEKTPOHHbIX uUMdpPOBbLIX noanucen (ganee - JOUMM), a Takke, npwu
HeobXx0AMMOCTU, AOMONHUTENbHbIE AaHHbIE A4S MPOBEPKN BKMOYEHHbIX DLUMT.
(B pea. noctaHoBneHmn Muttocta ot 30.12.2015 N 225, ot 13.03.2019 N 39)

YacTb ncknioveHa. - NocraHosnexnve Muntocta ot 30.12.2015 N 225.

B cny4ae nepecblsikn SJ'IeKTpOHHOI7I KOnnn OOKyMEeHTa Ha 6yMa)KHOM HocuTene (I'IpI/IJ'IO)KeHIAFl K ,EI,OKyMeHTy)



OHa [0MkHa BbITb BbIMOMHEHA B LIBETHOM pPEXUME UNWN B pexume rpagalmm ceporo n MeTb OAnH U3 AONYyCTUMbIX
¢opmaTosB.
(4yacTtb BTOpas n. 91-1 B pea. noctaHoBneHnst Muniocta ot 13.03.2019 N 39)
YacTtb uckniodeHa. - lNocraHosnenne MuHiocta ot 13.03.2019 N 39.
(n. 91-1 BBegeH nocrtaHoBreHnem MuHtocTa ot 10.12.2014 N 240)

rMABA 7
O®OPMIIEHUE OTAENbHbLIX BUAOB JOKYMEHTOB

92. B opraHusaumsx MOryT usgaBaTbCHA criegylolme BuAbl pacnopaauTenbHbIX AOKYMEHTOB: npuvKas,
pacrnopsixeHue, NoCTaHOBNEHWE, peLleHmne.
(B pea. noctaHoBneHms MuHiocta ot 30.08.2022 N 113)

93. lpukas - NpaBOBOM aKkT, U3gaBaeMbli PYyKOBOOUTENEM OpraHusauum, OenCTBYIOLMM Ha OCHOBE
e[MHOHa4Yanus, Ans paspelleHuns 3agay, CToAWwmux nepes opraHnsauuen.
(B pea. noctaHoBneHus MuHiocta ot 30.08.2022 N 113)

Mpukasbl n3gaTca Takke B Cryyasx, korga Heobxoaumo AoBecT TpeboBaHWUS OUPEKTUBHBIX LOKYMEHTOB
BbILLECTOSALUMX OpraHu3auuii 40 CBeAEHWS1 MOAYMHEHHBbIX NMUL U NOAYMHEHHbIX (BXOASALMX B COCTaB, CUCTEMY)
opraHu3auuin, HaMeTUTb KOHKPETHbIE MEPONPUATUSA MO UX BbINOMHEHWUIO, ONPEAENUTL OTBETCTBEHHbIX UL, CPOKU
BbINOMHEHNS 3TUX MEPONPUSITUA.

(B pea. noctaHoBneHms MuHiocta ot 18.08.2017 N 167)

94. PacnopsikeHme - MpaBOBOW akT, W34aBaeMbll €OUHOMWYHO  PYKOBOAMTENEM  OpraHusauun
(konnervanbHOro opraHa ynpasneHunst) Ans peLleHns onepaTMBHbIX BONPOCOB OCHOBHOWN AESATENbHOCTH.

He gonyckaeTtca wm3gaHue paCﬂOpﬂ)KeHl/Iﬁ B Chy4adax, Korga HeobxoaMmMo AOOKyMeHTallbHO Od)OpMVITb
ynpasJjieH4YeCKoe pelleHne no OCHOBHbIM NpuHUUNuMarnbHbIM 3agadam, CTodluM nepen opranaaumeVl. B aTtux
cnyydaax OOJKHbl n3aaBaTbCA NMNOCTAHOBIIEHUA, peLUeHnsA, NpuKasabl.

95. UcknioveH.
(n. 95 nckntoveH ¢ 27 oktabpa 2022 roga. - NoctaHoBneHne MuHiocta ot 30.08.2022 N 113)

96. UcknioveH.
(n. 96 uckntodeH. - MNMoctaHosneHue MuHiocta ot 13.03.2019 N 39)

97. UcknioveH.
(. 97 nckntoveH. - MoctaHosneHne MuHiocta ot 13.03.2019 N 39)

98. npl/IKa3bI N pacnopaxeHud, ndgaBaemMble B OpraHn3auunax, nogpasgendaroTca Ha Tpu Buaa: no OCHOBHOW
0eAternibHoCTHn; no JIM4HOMY COCTaBy; nNo a/J,MVIHVICTpaTI/IBHO-XO3F|VICTBeHHbIM BOMnpocam; MnoCTaHOBJIEHUA WU
peweHuna - Ha aea: no OCHOBHOW eATenNbHOCTU U MO JINYHOMY COCTaBy.

He ponyckaeTtcs o6begMHeHe B O4HOM pacnopsigMTenbHOM LOKYMEHTE BOMPOCOB OCHOBHOWM AeSATENbHOCTM
1 MO NIMYHOMY COCTaBY.

99. TekCT pacnopsaguTENbLHOrO JOKYMEHTA, Kak NpaBuiio, COCTOMT M3 KOHCTATUPYIOLLEN 1 pacnopsaauTensHoOn
yacTen.

B KoHcTaTupyloLlel yacTv usnaralTcs Uenu, 3agayu, NpuudvHbl, akTbl, NOCMY>XUBLUME OCHOBAHWEM AfiS
N3gaHns pacrnopsanMTenbHOIro JOKYMEHTa.

Mpu n3gaHnM pacnopsauTenbHOro LOKYMeHTa Ha OCHOBaHWM (BO WMCMOSHEHWe) HOPMAaTMBHOMO MPaBOBOrO
akta wWnuM  pacnopsguTenbHOro AOKyMEHTa BbIWECTOSAWEeN OpraHvM3auMu KOHCTaTMpylowas 4YacTb [OSbkKHa
cofepXaTb CCbIIIKy Ha 3TOT AOKYMEHT C yKa3aHMeM €ero HammeHOBaHus, OaTtbl, PErMCTPauuoHHOIO WHAEKca W
3aronoska.

(B pea. noctaHoBneHms MuHiocta ot 13.03.2019 N 39)

KOHCTaTI/IpyPOLLI,aﬂ 4acCTb B pacnopAaguTesibHOM OOKYMEeHTE MOXeT OTCYTCTBOBaATb, €Cl pacnopagntTeribHasa
4YacCTb HE HyXXaeTCHd B obocHoBaHUu.

B npukasax u pacnopsikeHusix no NIMYHOMY COCTaBy OCHOBaHWE U3OaHUs OOKYMEeHTa yKasblBaeTCs B KOHLe



KaXXOoro nyHKTa. Ecnn ocHoBaHue AOna u3gaHuMs HECKOSbKUX MNYHKTOB [OOKyMeHTa dBnAeTCcA €OWHbIM, OHO
YKa3bIBaeTCA B KOHLIe TEKCTA.

PacnopsiantenbHas 4YacTb npukasa HadmHaetcs cnosom "TIPUKA3BLIBAKD", pacnopspkeHus - "OBA3bIBARKD"
unu "MPEOJNATAKO", noctaHoBneHnuss - "MOCTAHOBIAET", "MOCTAHOBWIIN", pewenus - "PEWINN",
"PEWWNA", "PELLUNIN".

(8 pea. noctaHoBneHua MuHiocta ot 30.08.2022 N 113)

PacnopsgntenbHoe CrioBo nevaTtaeTcsi NpPonucHbIMKM BykBamMy OT rpaHuubl NeBOoro nons, 6e3 kaBbl4eK U
npobenos. Crnoeo "TIPEOJTAFAKO" mncnonb3yetca B crydae, €Cnu MCMONHUTENS Hemnb3sa 0653aTb BbIMNOMHATL
OeNCTBUs, He BXxogsLme B ero 0653aHHOCTU B COOTBETCTBMU C 3aHMMAEMOW AOIMKHOCTbIHO.

Mpn odopmneHnn pacnopsiXeHn pacnopagmTensHOe CIIOBO MOXeT OTCYTCTBOBaTh. B 3TOM cnyyae B KoHLe
KOHCTaTMpylOLLen YyacTu CTaBuUTCa [ABOeTouMe, a WCMNoMnHWUTENb (OOMMKHOCTHOE MUUO WUNu  CTPYKTYpHOE
nogpasaeneHne) ykasblBaeTcs B AaTenbHOM nagexe.

B npukasax u pacnopspkeHusix No NMYHOMY COCTaBy pacrnopsiauTeribHas YacTb HAaYMHAETCS CITIOBOM, TOYHO
obo3Havawwmm  npeanucbiBaemoe  gewcteue  ("TMIPUHATL", "TIEPEBECTW", "YBOJIUTB" wu ap.).
PacnopsautensHoe cnoso "MPUKA3BIBAKD" MoXeT MCMonb3oBaTbCA B TEKCTAX CMOXHbIX MO CTPYKTYpE NPUKasoB
no NIM4YHOMY COCTaBYy.

MyHKTbI PacnopsiAMTENbHON YacTW CMOXHBIX MO COAEPXaHWK NPMKA3oB W PacropsKEHUA MO JINYHOMY
COCTaBy pacronaraloTcs B IOrMYeckol nocnedoBaTenbHOCTU: Mpuem Ha paboTy, nepeBop (nNepemeLleHwue),
yBOmnbHEHWE ¥ T.A.

(B pea. noctaHoBneHms MuHiocta ot 18.08.2017 N 167)

PacnopsgntenbHas 4acTb pacnopsaanTensHOro AOKyMeHTa 3akaHuMBaeTCs yka3aHueM JOMKHOCTHOro nuua,
OTBETCTBEHHOIO 3a KOHTPOSb UCMOSTHEHWS BCEro JOKYMEHTa UMnn ero OTAenbHbIX NyHKTOB. OTCYTCTBUE yKa3aHus
06 OTBETCTBEHHOM 3a KOHTPOfb fMLEe O3HaYaeT, YTO KOHTPOfb 3a UCNOMIHEHNEM AOKyMeHTa BydeT oCyLlecTBNATbL
pykoBOAWTENb, OT MMEHW KOTOPOro OH u3gaH. He gonyckaetca ucnonb3oBaHwe dopmynuposkn "KoHTponb 3a
WCNOJSIHEHNEM MpuKKa3a OCTaBns 3a cobon”.

Ecnun pacnopaantenbHbil JOKYMEHT OTMEHSIET paHee U3OaHHbIN JOKYMEHT MW ero OTAErbHbIE NOMOXEHNS,
B MocrefHeM MyHKTe OaeTca CCblfiKa Ha OTMEHSIeMbld JOKYMEHT (MYHKTbl JOKYMEHTa) C yKasaHMem ero aaThl,
perncTpaumMoHHOro MHAeKca n 3aronoBka. [1pyM 3aTOM NpumeHsieTca ycTonymBbin o6opoT: "lprsHaTh yTpaTyMBLLUM
cuny npukas ... ot ... N ...."

B pacnopsaguTenbHbl JOKYMEHT He crnefyeT BknoYvatbh NyHKT: "lNpukas gosectn fo ceedeHus ...". OTMmeTka
06 O3HaKOMIIEHWM C pacnopsauTENbHbIM AOKYMEHTOM OdopMNsAeTca Huke peksuauta "Tlognuck” Ha nuueBow
CTOPOHE nocregHero nucra [JOoKymMeHTa nmMbo Ha ero oOOpoTHOW CTOpoHe nMbo Ha OTAENbHOM IucTe
03HaKOMIIEHWS, MpUIaraeMoM K pacnopsigMTenbHOMY OOKYMEHTY.
(B pea. noctaHoBneHuss Muntocta ot 18.08.2017 N 167)

Mpn HeobXx0AMMOCTU O3HaKOMIMEHUS C CoAepXaHMeM [OOKyMeHTa BceX paboTHMKOB opraHmsauuun MyHKT
"Mpwrka3 goBecTn o0 cBeAeHust Bcex paboTHUKOB" obsizaTerneH.

100. TlpoekTbl pacnopsauTenbHbIX [OOKYMEHTOB MNOAMEeXaT COrfnacoBaHUO C  WUCMOMHUTENAMWU U
3aMHTEepecoBaHHbIMU AOMKHOCTHBIMM Nuuamun. CornacoBaHHbIA NPOEKT AOKYMEHTa NpeAcTaBnsieTcs Ha Noanuch
pyKOBOAWUTENIO, OT MMEHMN KOTOPOro OH U3aaeTcs.

(B pea. noctaHoBneHms MuHiocta ot 30.08.2022 N 113)

101. [Hata B npukase, pacnopsbkeHWW npocTaBnsieTcs nuuoMm, ero noanucaswum. [daTonm npukasa,
pacnopshkeHus ABnseTcs garta noanncaHus.
(B pea. noctaHoBneHust Muntocta ot 30.08.2022 N 113)

[aton noctaHoBneHus, peweHna gdaBndeTca AaTta 3acefaHuda KoJsiernanbHOro opraHa, npuHAaBlLUero
pelieHune. [ata B nocTaHOBNEHUSX, pelweHnax nevyataeTca Unn NpocTaBnAaeTca OT PYKU.

102. PacnopsguTernbHblid JOKYMEHT BCTyNaeT B CUMNY C MOMEHTa ero u3gaHus (MpUHATUS), ecriv B HEM He
yKasaH UHOW CpOK.

103. lpoTokon - JOKYMEHT, B KOTOPOM (bMKCMpPYeTCst X0 06CyXAeHNs1 BONPOCOB U MPUHATUS PELUEHUA Ha



3acegaHunax.

104. MNpoToKoNbI NO NOSIHOTE OCBELLEHNS X0A4a 3acedaHnsa AenaTcs Ha NPOTOKOSbI NOSHOM hOPMbI, KpaTKomn
OopMbI 1 COKpaLleHHON OpPMbI.

105. TlpoTokon cocTaBnsAeTCA cekpeTapeM 3acefaHus (CekpeTapem MNOCTOSHHO OeNCTBYOLLEero
KonnernanbHOro opraHa) Ha OCHOBaHUW PYKOMUCHLIX, CTEHorpadmyeckux, ayaumo- Unu Opyrux 3anucen xopga
3acefaHunAa, a Takke OOKYMEeHTOB, NoAroToBJIEHHbLIX K 3acefaHUto (I'IOBeCTKI/I OHA, TeKCTOB N Te3ncoB AO0KNaaoBs,
MPOEKTOB peLLeHnii 1 ap.).

106. 3aronoBkOM K TEKCTY MPOTOKONa SIBMSKOTCA Ha3BaHWe KOHKPETHOro Buaa 3acefaHusi, HaMMeHoBaHue
KonnervaneHOro opraHa (ecnu opraH He UMeeT CBoero bnaHka) 1 Bonpoc (Tema) 3acefaHus, eCnu OH OAuH.

107. JaTon npoTokona siBNsieTCca AaTa NpoBefeHns 3acefaHus.

108. TekcT npoTOKONa AeNUTCA Ha BBOAHYHO M OCHOBHYHO YacTu.

Bo BBOAHOW YacTu ykasbIBalOTCA MHMUMAnNbl U hamunum npeacenaTens, Cekpetapsa M NpUCcyTCTBOBABLLMX
UYNEHOB KOMmervanbHOro opraHa, HauMeHOBaHWUSI AOSMKHOCTEN, haMnnumn n UHUUManNbl NpuUriaweHHbIX Nuud, He
ABNSAOLLMXCA YNeHaMn KonnernaneHoro opraHa. damumnum npucyTCTBOBABLUMX U NMPUrMaLleHHbIX YKa3biBalOTCA B
andgaBNTHOM NMopsigke.

Ecnun konvyecTBO NpMCYTCTBOBABLUMX Ha 3acefaHun YNeHOB KonmermanbHoro opraHa bonee 15 yenosek, TO

CNMUCOK NpUCYTCTBOBaBLLUNX COCTaBndeTCA OTAeNnibHO W npunaraetcd K MNpoToKoNly C npocTaBlieHnem
COOTBETCTBYIOLLIEN OTMETKMN.

Hanpwuwmep:
MpucyTtcTBOBaNM - 17 YenoBek (CNMCOK NpunaraeTcs).

Cnucok npurnaweHHblX COCTaBnseTcs OTAefbHO W MpunaraeTcsa K MNPOTOKOMly C  NpOCTaBleHWEM
COOTBETCTBYIOLLIE OTMETKWN, ECNN KONNYECTBO NpurnalleHHbix 6onee 10 yenosek.

B NPOTOKOMIaxX AOONOJNTHUTESNIbHO MOXET YKa3blBaTbCA KOJIMHECTBO MNPUCYTCTBYHOLLUX, Heobxooumoe Ans
NpPaBOMOYHOCTU NMPUHATUA peLUEeHNA.

B npoTtokonax nonHown ¢opMbl Nocrne ykasdaHuWsi NpUCYyTCTBOBABLUMX WM MpUrnalleHHbIX criegyeT noBecTka
OHS. B noBecTke [OHS MNepeuyucnsitoTcst BOMPOCHI, MNOAMEeXalne pacCMOTPEHUIO, YKa3biBaloTCsl OpMbl  UX

N3noxeHuns (Qoknag, oTyeT, coobleHne, MHopmMauus), HaMMEHOBAHUSA AOIMPKHOCTEN AOKNag4MKoB, X MHMLManbI
n pamunun.

Hanpumep:
O xope NoAroToBKW rocyAapCTBEHHbLIX apXUBHbIX YYPEXOAEHUIN K OCEHHE-3UMHEMY OTOMUTESNLHOMY CE30HY.

Nudopmauus HavanbHMKa oTgena obecnevyeHnss cCoxpaHHOCTM JokymeHToB O.A.JleqoBCKOW.

Mpn BblHECEHMM Ha 3acegaHuMe [OBYX M 0Gornee BOMPOCOB OHW HymMepyloTcs apabckumu  Ludpamu.
MocnenoBaTenbHOCTb BONPOCOB B NOBECTKE AHSA ONpeaensieTcsi CTENEHbIO UX BaXKHOCTW.

OcHoBHas YacTb NpoTokona nonHon gopMmbl ctpoutcsa no cxeme "CITYWAIIM - BbICTYTNUIN - PEWWUITA
(MOCTAHOBWIJIN)" oToenbHO MO KaXxaoMy paccMaTpuBaeMoMy BOMpocy.

B pasgene "CNYWAJIN" ykasbiBaoTcs amunusa v mvHMUManNbl OOKNagyuMka W m3naraeTcs KpaTkoe
cofepXaHue BbICTynneHus. TekcT BbICTynneHus (coobLeHuns, aoknaga) MoXeT npunaraTeCa K NpOTOKOMY, O Yem
JenaeTcs COOTBETCTBYOLLAA OTMETKA.

Hanpuwmep:

CnyLWwAnn:

MBeaHoBy O.J1. - TekcT BbICTYNNEHNs npunaraeTcs.



(B pea. noctaHoBneHms MuHiocta ot 18.08.2017 N 167)

B pasgene "BbICTYIUIN" TekcT odopmnseTcsa aHanornmyHo pasgeny "CITYLWANW". B atot pasgen
3anMcbIBalOTCA BOMPOCH! K AOKNAA4YUKY U OTBETHI Ha HUX.

B pasgene "PEWNNU (MOCTAHOBWUIIN)" 3anucbiBaloTCa NPUHATLIE peLUEHUst N0 BONPOCY.

B npoTtokone kpaTkorn doopMbl NOBeCTKa AHA He odhopmrisieTcs. OCHOBHas YacTb NPOTOKONA KpaTkon oopMbl
ctpoutca no cxeme "CJIIYWANWM - PEWUMNUW (MOCTAHOBWIIN)" 6Ges TekcTa BbICTynneHun. B pasgene
"CITYLWWAJIN" 3anucbiBatoTCs BOMPOCHI NMOBECTKM AHA, B pasgene "PEWNNU (MOCTAHOBWIIN)" - npuHATbie
peLleHms.

B cnyyae BO3HMKHOBEHUSA NPUHUMMMANbHbBIX PasHOrnacui B MNPOTOKOMaxX KpaTKoW (OpMbl JOMyckaeTcs
duKcupoBaTb OTAENbHbIE BbICTYNMEHWS YH4aCTHUKOB 3aceaHus.

B npoTokone cokpalleHHOM hopMbl MOCIe KaAoro BOMpoca MOBECTKU AHS 3anucbiBalTCS MPUHATLIE MO
HeMy peLleHus.

PelweHve konnernanbHOro opraHa B MpoTokonax mobbix (opmM MpPUMBOAMTCA MOMHOCTLIO. [lpuHATHIE
peLleHns HymepyTca apabckumm umndpamm, ecnm nx HeCKonbko. Hymepaumsa He nponsBoanTCS, ECNK MO BOMPOCY
MPUHSATO TOMbKO OOHO peLUeHune.

MocTaHoBnAKOWAA YacTb NPpOTOKOMMIa 3aKaH4YMBaeTCA YyKa3aHueM Jnua, OTBEeTCTBEHHOIo 3a KOHTPOIJib
ncnonHeHunA peLueHvu7| nnn oTaesibHbIX NYHKTOB peLueHvu7|.

109. MNpoTokon coBellaHus nognucbiBaeTcs npeacepatenem (NpeacefaTenbCTBYOWMM Ha 3acefaHun) m
cekpeTapem.

110. nOpH,D,OK noarotToBkn " Od)OpMJ'IeHI/IFI NPOTOKOJI0B KoJINernarnbHbIX OpraHoB oOnpeaendeTca
NonoXeHnsiMmmn o0b aTnx opraHax nnm pernameHTamMmm nx pa60TbI.

111. AKT - JOKYMEHT, COCTaBMsIEMbI KOMUCCUEN (YMOMHOMOYEHHBIMWU NMLAMU UIN OOIDKHOCTHBIM FULIOM),
NoATBEPXKAAKLWMNA  YCTAHOBNEHHblE hakTbl  (aKTbl MPOBEPOK, WHBEHTApM3aLMK, HECYACTHbIX CIlyyaes,
npuema-nepenavm MatepuarnbHbiX LLEHHOCTEN 1 Ap.).

112. 3arofnoBKOM K TEKCTYy akTa SBMSETCA coAepXaHue akTMpyemoro coObiTus. 3arofloBOK akTa AOSmKEH
cornacoBbiBaTbCqd C Ha3BaHWeM BuAa [JOKyMeHTa W opMynupoBaTbCA C MOMOLLbI  OTIMarofbHOro
CyLLEeCTBMTENbHOrO B NpeasioxHoM ("akT - o yeM?") unu poamTtensHom nagexe ("akT - yero?").

113. [data akta gormkHa COOTBETCTBOBaTb AaTte akKTnpyemoro cobbiTnsa 1” NnpocTaBATLCA OOJKHOCTHbIM
nmuoMm, nognncasliMM OOKYMEHT.

114. TekcT akTa COCTOUT N3 BBOOHOW M KOHCTaATUPYIOLLIEV YacTeNn.

Bo BBOAHOM YacTu YKa3blBaeTCA OCHOBaHWE ONnA COCTaBIEHUA aKTa U nepedncnarTca nmua, coctaBmBLlne
akKT 1 npucyTcTeoBaBLUUE MPU 3TOM.

OcHoBaHMeM AN COCTaBMEHWUs akTa MOXeT ABMATbCA HOPMAaTWBHBIA MPaBOBOW akT, pacnopsaauTenbHbIN
AOKYMEHT PYKOBOAMTENS OpraHM3aLunm Unu BbllLECTOsILLEN opraHu3auny, NnaHoBoe 3agaHune u ap.
(B pea. noctaHoBneHus MuHiocta ot 13.03.2019 N 39)

I'Ipvl nepedncneHnn numy, Bxogdawmnx B COCtaB KOMUCCUN, BHa4ale yka3biBaloTCA HauMeHOBaHUe OOJIKHOCTH,
nHugmnanbl " (baMI/IJ'II/IFI npegcegartenda KOMuUccun, a 3ateM HanMmeHoBaHUA OOMKHOCTEN, MHULManbl 1 cbammnvm
4YrneHoB KOMUccun B aﬂ(*)aBI/ITHOM nopsapgke. B Cny4yae y4dactuda B pa60Te KOMunccumn Hpeﬂ,CTaBMTeﬂeﬁ CTOPOHHUX
opraHmsaLuAﬁ B akte npu HanmcaHum OOIMKHOCTEN YKa3blBalOTCA HaMMeHOBaHUA opransaLu/lVl, KOTOpble OHU
npencrtaBnAtoT.

,ﬂOJ‘I)KHOCTI/I, nHUumanbol " cpamvmmm Iy, NPUCYTCTBOBABLUUX MPU COCTaBlIEHUUM aKTa U He BXoOAuwuX B
COCTaB KOMUCCUUN, YKa3blBaOTCA B aJ'I(baBI/ITHOM nopsagke otaesibHo.
(B pea. noctaHoBneHnst MuHtocTa ot 18.08.2017 N 167)

B KOHCTaTMpyI'OLLI,eVI 4YacCcTn aKTa u3naratloTca uenn m 3agadvdn akKTtupoBaHWUA, OaeTCA KpaTKoe onuncaHue



npoaenaHHo paboTbl (ee CYLHOCTb, XapakTep, MeToAbl, CPOKK), UKCMPYIOTCA YCTaHOBMNEHHbIE (aKTbl.

B KoHCTaTMpyloLwen 4acTn akTa MOryT uanaratbCsi BbIBOAbI, PEKOMEHAAUMN U NPeafioKeHNs1 CoCTaBUTeNemn
Mo ycCTaHOBMNEHHbIM (pakTam (akTbl NPOBEPOK MO  BOMpPOCaM, CBSA3aHHbIM C  OCYLLECTBIIEHVMEM
(PMHAHCOBO-X03ANCTBEHHbIX OMNepaLynii, akTbl MPOBEPKM, aKTbl NpuemMa o6beKTOB B SKchnyaTaumio u ap.). BeiBogbl
U NpeanoxeHns MoryT ObiTb WM3MNOXEHbl B pacrnopsiauTenbHOW ¢opMe C yKkasaHMEM CPOKOB WCMOSTHEHUs
npegnucbiBaeMbiX OENCTBUN.
(8 pea. noctaHoBneHns Muntocta ot 24.10.2011 N 235)

Ecnu B aKkTe oTpaxaeTtca psig akToB, TEKCT akTa OeNTUTCA Ha MYHKTbI.
B KOHLe TeKCTa yKa3blBalOTCA CBEAEHMS O KOMMYECTBE 3K3EMMNAPOB aKTa.
Hanpumep:

CocTtaBneH B 3 ak3emnnsipax:

1-m ak3. - B geno N 10-11

2-1 3K3. - OUPEKTOPY MHCTUTYTa

3-1 3K3. - B ByxXrantepuio MHCTUTYTa
(B pea. noctaHoBneHms MuHiocta ot 13.03.2019 N 39)

Yncrno aK3emnnspoB akTa onpefensdercs HOPMaTUMBHbIMU MNPaBOBLIMU akTamMu W (MNKU) NPaKTUYECKOW
HeobX0AMMOCTbHO.

115. AKT nognucbiBaeTcss BCEMU NULaMu, NnpuHMMaBLWMMKMN y4HacTue B €ro coctaBJiEHUN. |_|pl/l noanmncaHum
adKTa YKa3blBaeTCA pacrnpeaeneHne 0bsi3aHHOCTEN 4neHoB Komuccun 6es YKa3aHuna ux OOIMKHOCTEN. I'IepBoﬁ
npocTtaBndaeTCcda noanncb npeancepgartenada KoMmccuu, nogrnncn 4reHoB KOMUCCUK pachnofiaralotcAa B aﬂd)aBI/ITHOM
nopsagke.

Jlnua, wumerowme 3amMevaHuss MO COAEPXKAHMIO akTa, MOAMUCHLIBAOT €ero C OTMeTkon "3amevaHus
npunaratotcs”. TekCT 3amevyaHun u3naraeTcs Ha OTAenbHOM nucte, Hebonbline no obbemy 3amevaHusi
gonyckaeTtca oMKCMPOBaTb HA CaMOM akTe.

116. AKTbl, NpeanucbiBaloLLiMe BbINONIHEHNE ONPeAeNnieHHbIX AEWCTBUI, MOANexaT YTBepXOeHut. AKT
YTBEPXKOAETCA [AOJPKHOCTHBIM NMLOM, Yeli pacrnopsiaMTenbHbIi JOKYMEHT (yCTHOE pacrnopshkeHue) siBuncs
OCHOBaHWEM AN COCTaBMEeHMd akTa.

117. AKTbl (CnpaBku) NPOBEPOK NOAMMUCHLIBAOTCA B COOTBETCTBMU C TpebOBaHMAMW 3akoHOAATENbCTBA B
cdepe KOHTPOrbHOW (Haa30pHOW) AeATEeNbHOCTHU.
(n. 117 B pea. noctaHoBneHna MuHiocta ot 05.03.2018 N 51)

118. HdoknagHas 3anucka - MHOPMALMOHHbBIA OOKYMEHT, agpecyembii BblLLECTOSAWEMY PYyKOBOOUTEMO B
nopsigke NPsIMOro NMOAYMHEHUS U COAepXKalLMi 0BCTOATENbHOE U3MNOXEeHUe Kakoro-nnbo Bonpoca € BbiIBO4AMU U
NnpeanoXeHNssMn coctaBuUTens.

119. B 3aBMCUMMOCTM OT COAEpPXaHUS W LENeBOro HasHayeHus [OoknafgHble 3anucky Aensatcs Ha
WHULMATMBHbIE (BHECEHWE MpensioKeHUNn, W3NOXeHUe npocbbbl, (GaKkToB, SBMEHUA) U OTYETHble (O XOAe,
COCTOSIHMK, 3aBepLueHuMn paboT, BbINOMHEHUN MOPYYEHUN, MNAHOB, O pe3ynbTaTax KOMaHOUPOBKW, NMPOBEPKM U
T.4.).

120. B 3aB1CMMOCTM OT agpecaTa AoKnagHble 3anuckm AenaTcs Ha BHYTPEHHUE N BHELLHME.

BHyTpeHHVMe [oknagHble 3anuckym adpecytoTCsl PYKOBOOMTENMO opraHmsauum un  oopMNsAlTca  Ha
CTaHAapTHbIX NucTax 6ymarn hopmata A4 unu A5,

BHewHue OOKnaagHble 3annUCcKn aapecyroTca pykoBoaUTENo BbILIJeCTOHLLl,eVI opraHusaumm n OdL)OpMJ'IFHOTCﬂ Ha
obuem bnaHke.

121. TekcT gOKNaaHOWM 3anmMcKn COCTOUT U3 BBOAHOM Y OCHOBHOW YacTewn.



B BBOAHOM 4YacTu uM3naraeTcsi COCTOsIHWME BoOMpoca, ¢akTbl, MOCNY>XUBLUME MPUYUHON AN COCTaBMEHUS
OOKYMeHTa, NPOBOAUTCH X aHanms.

B ocHOBHOW YacTu AoKNagHOM 3anyCKn nanararTca BbiBOAbI, npeanoxexHud, I'IpOCb6bI.

122. BHyTpeHHWe OoknagHble 3anucku MOAMUCHIBAOTCA MX COCTaBUTENSMM, BHELUHWE - PYKOBOAUTENEM
opraHmMsauuu.

123. [laTon AoKnagHom 3anuckn 9BNseTCs garta ee noanucaHus.

124. CnpaBka - MHOPMALMOHHBLIN AOKYMEHT, coaepXXallni onucaHve un (Mnv) nogTBepXAeHue Tex unu
WHbIX (pakToB cnyxebHoro unu Buorpaduyeckoro xapakrepa. CnpaBka COAEPXMT KOHCTaTauMilo Kakux-nubo
¢akToB 6€3 MHEHUSA aBTopa O CyLLEeCTBE M3naraeMblX BONPOCOB.

125. B 3aBnCMMOCTM OT coaepxaHuda 1 uenesoro Ha3HavyeHuna cripaBkun OeNnATCA Ha CJ'Iy)KGGHbIe N NNYHbIE.

CnyxebHasa cnpaBka - OOKYMEHT, COAepXaliuin csBedeHust o6 OCHOBHOW AeATeNbHOCTM opraHusaumm (o
LUTATHON YMCMIEHHOCTU, O BbIMOSTHEHWM NMNAHOB, 3a4aHni u 4p.).
(B pea. noctaHoBneHus MuHiocta ot 30.08.2022 N 113)

JinuHaa cnpaBka - [OKYMEHT, noATBepXdawwui cBedeHuss Ouorpadumyeckoro u (unn) cnyxebHoro
Xapaktepa W BblAaBaeMbll rpaxgaHuHy (0 MecTte paboTbl U 3aHMMaeMOW AOMKHOCTWU, O nepuoge paboTwbl, O
pa3mMepe 3apaboTHon nnaTel 1 gp.).

(B pea. noctaHoBneHmn MuHtocta ot 24.10.2011 N 235, ot 30.08.2022 N 113)

126. B 3aBncmMmocTu ot agpecarta CcrpaBku OendaTCcA Ha BHYTPEHHWE U BHELLHNE.

BHyTpeHHMEe crpaBku agpecyroTcs pyKOBOAWUTENIO OpraHm3aumm n oQopMIATCA Ha CTaHOApPTHBIX NiucTax
o6ymarn doopmata A4 unu A5.

BHellHMe cnpaBku agpecyloTcs pyKOBOAUTENIO BbILLECTOSALWEN OpraHn3aumnmn, CTOPOHHEN OpraHmM3aumm unm
dmamyeckomy nuuy 1 oopmMnsaTca Ha obLiem GraHke Uy cTaHaapTHBIX Nuctax bymarn copmata A4 nnm A5 ¢
MCMNonb30BaHWEM YIIOBOrO WTamna.

(B pea. noctaHoBneHuss Muntocta ot 18.08.2017 N 167)

127. TekcT cnyxebHoI crnpaBkn MOXeT 0popMIATLCS B BMAe Tabnuubl, OENUTLCA HA MYHKTbI, NOANYHKTbI,
UMETb NMOSAACHEHUS U CChIJTKU.

I'IepMop, BpeMeHN, K KOTOPOMY OTHOCATCA NpuBOOMMbIE B CrpaBKe CBeOEeHWUA, BKIMHYaeTCA B 3arojioBOK K
TEKCTY nnbo nomelLaeTcs nepen TeKCToM.

Hanpumep:
Mo coctosHuio Ha 11.05.2008
nnm
3a nepuog c 01.01.2007 no 31.12.2008

B nun4HbIX CrpaBkKax 3arosfioBokK AonyckaeTcd He yKa3blBaTb.

128. TeKCT NWYHOWM CnpaBKkM Ha4yMHAEeTCs C ykasaHus pamunumu, cobCTBEHHOrO MMEHM U oT4yecTBa (ecnu
TaKOBOE MMeeTCs) nuua, 0 KOTOPOM coodLatoTest cBefeHns. He gonyckaeTcsa ncnonb3oBaHMe peveBbix 000poToOB
n n

"BblaaHa HacToswas", "aencTBnTenbLHo paboTtaeT".
(B pea. noctaHoBneHust MuHtocTta ot 24.10.2011 N 235)

Mpy HanMuumM UCNONb3YTCA TUMOBbIE (DOPMbI CMPABOK, YTBEPXKAAEMble FOCYyAapCTBEHHbIMU OpraHamMu B
YyCTaHOBMNEHHOM 3aKOHOAATENLCTBOM MOPSIAKE.
(8 pea. noctaHoBneHun Muntocta ot 13.03.2019 N 39, o1 30.08.2022 N 113)

129. BHelwHMe cnpaBkn NoANUCLIBAOTCA PyKOBOAMTENEM OpraHm3auuun, BHYTPEHHUE - UX COCTaBUTENsMU.
CrpaBku, 3a coAepXaHWe KOTOpbIX HeCeT OTBETCTBEHHOCTb HECKOMbKO Iul, MNOAMMChIBAOTCA BCEMU
COCTaBUTENSIMW.



130. UcknioyeH.
(n. 130 nckntoveH. - MNMoctaHosneHne MuHiocta ot 26.07.2018 N 154)

131. [laTon cnpaBku siBNsieTcs garta ee nognucaHus.

132. PasHOBMAHOCTBLIO CNyXebHbIX CnpaBOK SABMSOTCA CBOAKM (06 MCNOMHEHUM [OKYMEHTOB, CBOAKa
npeanoxeHunn u 1.4.). Ceogku opopmnaTca B Buae tabnu, rpadmkos.

133. lNncbMo - 0606LWEeHHOE Ha3BaHWe pa3yinyHbIX NO coaepXaHuUio OOKYMEHTOB, BblaendAemMoe B CBA3UN C
0cobbiM cnocobom nepegadmn Tekcrta (neperana no no4yTe n apyrmm KaHanam CBFISVI).

134. B 3aBMCMMOCTM OT COOEpPXaHUS pasnuyalnTcs crneaylwmne pasHOBUAHOCTU CRyXeBHbIX nucem:
nMcbMma-3anpochkl, NMMCbMa-OTBETLI, MMCbMa COMPOBOAMTENBHbBIE, PEKNaMaunoHHbIe, rapaHTUNHbLIE, HaNnOMUHAHUS,
N3BELLEeHNs, NpUrnaLweHns n ap.

135. lNucbma cocTaBnsoTCca B CTPYKTYPHbIX nogpas3geneHnax, B KOMneTeHUno KOTOpPbIX BXOOUT pelleHune
COOTBETCTBYIOLLUNX BOMPOCOB.

136. MNucbma nognuckIBalOTCA PYKOBOAUTENSAMU OpraHmM3auun n ee CTPYKTYPHbIX NnogpasgeneHuii cornacHo
MX KOMMNETEHLMM 1 pacnpegeneHnto 06a3aHHOCTEN, 3aKpENIeHHbIM B MOKanbHbIX MPaBOBbLIX akTax opraHmM3aumu.

137. JaTton nucbma siBNSeTcAa aaTta ero nognucaHus.

137-1. NncbMO B 9NEKTPOHHOM BuAe, OTNPaBSeMOe MO 3MEKTPOHHON NoYTe, MHPOPMaLMOHHBIM CUCTEMaM
BEAOMCTBEHHOro (KOpPMopaTMBHOIO) MM MEXBEOOMCTBEHHOIO 3IEKTPOHHOIrO AOKYMeHToobopoTa, odopmnsaeTcs
no chopmMe cornacHo Npunoxexuto 3.

(n. 137-1 BBeaeH noctaHoBreHnem MuHtocta ot 13.03.2019 N 39)

FMABA 8
OPrAHU3ALUMA OOKYMEHTOOBOPOTA. PETUCTPALUA OOKYMEHTOB.
MH®OPMALIMOHHO-MOUCKOBBLIE CUCTEMbI MO AOKYMEHTAM OPFAHU3ALUMN
(8 pea. noctaHoBneHus MuHiocta ot 18.08.2017 N 167)

138. OpraHusauunsa gokymeHToobopoTa:

138.1. BOKYMEHTOOGOpPOT - 3TO OBWXKEHWE AOKYMEHTOB B OpraHvM3aumM C MOMEHTa WX MOMyYeHus Unm
CcO3[aHus 00 3aBepLUEHUst UCMONTHEHUS, OTNPaBKX UITM HAaNpaBeHus B Aero;
YacTb nckntoyeHa. - NocraHoBnenne MuHtocta ot 13.03.2019 N 39.

138.2. opraHmsauma gokyMmeHToob60poTa A0MmkHa OTBEYaTb Crieayowmm TpeboBaHNsaM:
onepaTUBHOCTb NPOXOXAEHWUSI [OKYMEHTOB;
UCKItOYEeHME He 06YyCnoBneHHbIX HEOOXOAMMOCTBH MHCTAHLMIN NPOXOXAEHNS U AEACTBMIN C AOKYMEHTAMU;

cobntogeHne MakcumarnbHOro eﬂ,l/IH006pa3l/IF| nopAagka npoxoxaeHuna u 06pa6OTKl/I OCHOBHBbIX KaTel'Opl/IIZ
OOKYMEHTOB.

MpoxoxgeHve n obpaboTka OCHOBHbLIX KaTeropui AOKYMEHTOB B OpraHm3auum LOJDKHblI OCYLLECTBRATHCA
CTPOro B COOTBETCTBUM CO CXEMOW MPOXOXAEHMS OOKYMEHTOB, pa3pabaTeiBaemon criyxoon JOY n yTBepxgaemon
PYyKOBOACTBOM OpraHu3aumu;

138.3. opraHusauus ,D,OKyMeHTOO60p0Ta npn npuMmeHeHnnm cpenctes aBToMaTu3auun genonpoun3BocTtBa
AommkHa obecneymBaTb COBMECTUMOCTb Tpa,D,I/ILI,I/IOHHOI7I n aBTOMaTVI3I/IpOBaHHOIZ 06pa6OTKM OOKYMEHTOB.

139. Peructpauusa JOKYMEHTOB:

139.1. peructpaums OOKyMeHTa - 3anncCb YYeTHbIX AaHHbIX O OOKYMEHTe B perucrpaumoHHon copme ¢
NMPUCBOEHMEM EMY PErMCTPALMOHHOIO MHAEKCA, hmKeupytoLwas dakT ero co3gaHus, NonyyYeHus unu oTnpaskuy;
(nn. 139.1 B pea. noctaHoBneHus MuHiocta ot 18.08.2017 N 167)

139.2. pernctpaumm nognexar BXOASLME, UCXOAsILME U BHYTPEHHUE OOKYMEHTbl, Tpebylowne ydyeTta u
NCNONHEHNs1. [LOKyMEHTbI PEMMCTPUPYIOTCS HE3aBUCMMO OT cnocoba nx co3gaHus, nepegayun unm OCTaBKy;



139.3. Hepeructpupyemble [OKYMEHTbl BKMYAOTCA B MNepeyeHb [OOKYMEHTOB, He nognexalyux
perncrtpauuu, paspabatoiBaemsiv criyxbon JOY n yTBEpKaAaeMbli pykoBogUTENEM OpraHn3aLmy;
(B pea. noctaHoBneHns Muntocta ot 13.03.2019 N 39)

139.4. peructpaums BXOASILUMX, UCXOOSALWMX U BHYTPEHHUX OOKYMEHTOB B OpraHvM3auuu OcyLlecTBrsieTcsl
LeHTpanun3oBaHHoO B cnyxbte AOY;

139.5. peueHTpanusoBaHHasi  perncTpaumMs  LOKYMEHTOB  [OMNyckaeTcss Mpu  TeppuTopuanbHON
pa30bLEHHOCTN CTPYKTYPHBbIX MoApasfeneHuin opraHusaumu. [eueHTpanu3oBaHHOW peructpauumn nognexar
TaKKe OTAENbHbIE KATEropum [AOKYMEHTOB, PErMCTPUPYEMbIX B CTPYKTYPHbIX MoApasdeneHusx opraHvsauun
cornacHo paspabaTbiBaemomMy cnyx6on OOY u yTBEpXOAeMOMY PYKOBOAWUTENIEM OpraHuM3auuMn NepeYHto
OOKYMEHTOB, He noanexalumx peructpauum cnyxoon JOY (neperyHas n oTyeTHasn Byxrantepckas AOKyMeHTauums,
OOKYMeHTaLmMsl No MaTepuarnbHO-TEXHUYECKOMY obGecneyeHnto u ap.);

(B pea. noctaHoBneHns Muntocta ot 30.08.2022 N 113)

139.6. perncrtpauma BXOOALWMX M UCXOASLMX OOKYMEHTOB, NepefaBaeMblX MO KaHanam 3reKkTPOCBA3M
(chakcmmmnbHasa cBs3b, 3ANEKTPOHHAA novta W Ap.), NPOM3BOAMTCA B TOM >X€ MOpsgKe, YTO U OOKYMEHTOB,
nepeaaBaeMbIX MO NoYTe UNN KypbePCKON CBA3LID;

139.7. onsa perncrTpauum BCEX KaTeropyMm BXOOAWMX, UCXOAALMX U BHYTPEHHUX AOKYMEHTOB 3anofiHAeTCs
PKK Ha BymaxkHOM Mrnn anekTpOHHOM HocuTene, coaepallas COBOKYNHOCTb PErncTpaLnMoOHHO-Y4ETHbIX CBEAEHNN
0 JOKyMeHTe, No hopMe COrnacHo NPUNOXEHUIo 6.
(B pea. noctaHoBneHmn MuHtocta ot 30.12.2015 N 225, ot 05.03.2018 N 51, o1 13.03.2019 N 39)

CocTtaB v npaBuna 3anonHeHus obsizatenbHbix pekBuantoB PKK onpegeneHbl cornmacHo nNpunoxeHuto 7.
CoctaB pekBmamtoB PKK MoxeT ObiTb OononHeH pekeumautamu: "McnonHutens", "Pacnucka uvcnonHuTens B
nonyyeHmn pokymenta", "Xog wucnonHeHus" wn gp. Nopsigok pacnonoXeHus AOMOSMHUTENbHbIX PEKBU3WMTOB Ha
KapTO4Ke onpefenseTcsi opraHnsaumen;

(B pea. noctaHoBneHms MuHiocta ot 13.03.2019 N 39)

139.8. n3 PKK dhopmumpytoTca cnpaBoYHble U KOHTPOMbHbIE KapToTeKn U (Unn) aBToMaTu3MpoBaHHble 6asbl
(6aHKM) OaHHbIX, C MOMOLLbID KOTOPbIX OCYLLECTBISOTCA CrnpaBoyHas paboTa Mo AOKYMEHTaM U KOHTPOINb 3a
cpokaMu mx ucnonHeHus. Konuuectso aksemnnsapoB PKK Ha GymaxkHOM HocuTene, 3anofiHAeMON Ha AOKYMEHT,
OnpeaenseTcs YCNOM CMPaBOYHbIX M KOHTPOMbHBIX KAPTOTEK,;

139.9. xypHanbHas ¢opma perucrTpaumm OOKYMEHTOB [OMYyCKAaeTCs B OpraHusaumsix ¢ He3HauuTenbHbIM
obbemom gokymeHToobopoTa (oo 600 gokymeHTOB B rog). >KypHanbl permctpaumm OOKYMEHTOB BedyTCs Mo
dopmam cornacHo npunoxernuam 8 n 9. lNpu HeobxoAMMOCTM XypHarnbl MOryT ObiTb OOMOMHEHbI rpadamm
"Pacnucka B nonyyenuun”, "Buag gokymeHnTa", "Cpok nonydyeHus oteeta" n gp. B rpacde 4 xypHana permctpaumm
ncxXogdaWmMX OOKYMEHTOB ANS UCXOOAWUX UHULMATMBHBIX OOKYMEHTOB MOrYT yKasbiBaTbCs gaTa MNONyvyeHus u
perncTpaumMoHHbIN MHAEKC OTBETHOMO JAOKYMEHTA;

(B pea. noctaHoBneHu Muntocta ot 13.03.2019 N 39, o1 30.08.2022 N 113)

139.10. peLueHne o Bbibope hopMbl perncTpaunm AOKYMEHTOB B OpraHmM3aunmy (KapTOYHOW NN KypHarnbHOWN)
3aKpennsaeTcs B JIOKanbHOM MPaBOBOM akTe;

139.11. npu peructpauumn Kaxgomy [OOKYMEHTY MpucBavBaeTCsl pPerucTpauuoHHbld WMHAOEKC, KOTOPbIN
npencrtaensieT cobovi UMdppoBoe MM OyKBEHHO-UMGPPOBOe 0003HayeHne. OH BkrovaeT B cebs nopsakoBblv
perucTpauMoHHbI HOMEpP, MPUCBOEHHLIV AOKYMEHTY MpWM CO34aHWMM UMW MOMYyYeHUM, KOTOpbIA MOXeT ObiTb
OOMOSIHEH MHOEKCOM Aena Mno HOMEHKNaTtype Aer, WHOEKCOM NMPUMEHSIEMOro B OpraHu3aumu knaccudukaropa
KOPPECMNOHOEHTOB, BOMPOCOB AEATENLHOCTM, a Takke APYrMMU NMOMCKOBBLIMI MPpU3HaKamu.

(B pea. noctaHoBneHms MuHiocta ot 30.08.2022 N 113)

140. Mpwuewm, pernctpaumst 1 UICNONHEHNE BXOAALLNX AOKYMEHTOB:

140.1. Bca nocTynawwasi B opraHM3aumio KOppecnoHAeHUMS, B TOM YMCrne NOCTynMBLUAA MO 3NEKTPOHHON
noyre, MHPOPMALIMOHHBIM CUCTEMAM BEAOMCTBEHHOMO (KOPMOPAaTUBHOIO) U MEXBEAOMCTBEHHOMO 3/IEKTPOHHOIO
AOKyMeHToobopoTa, NpuHuMaeTcs u obpabaTeiBaeTcs cryxbon JOY;

(B pea. noctaHoBnexnmn MuHtocta ot 30.12.2015 N 225, ot 13.03.2019 N 39)

140.2. 0o BCKPLITUS KOHBEPTOB (NaKeTOB) NPOBEPSAIOTCA NPaBUMNBbHOCTbL AOCTaBKKU (MO afpecy Ha KoHBepTe),
LLeNIOCTHOCTb YMaKOBKW, COXPAHHOCTb NevyaTen.



OwnboYyHO [OocTaBneHHast KOPPECMNOHAEHLUMS HarnpaBnsieTcs MO Ha3HA4YeHW, a Npu HEBO3MOXHOCTM
YyCTaHOBMEHMS agpecaTa BO3BpallaeTcst OTnpaBuTento ¢ nomeTkon "OwmnboyHo gocTaBneHo",;

140.3. nocTynuBlwME KOHBEPTbl (MakeTbl) BCKPbLIBAKOTCH, 3a WCKMOYEHVMEM TMPUCMaHHbIX B agpec
00LLEeCTBEHHbIX OpraHu3auun nnn nverLmx nomeTky "JInyHo", KOTopble NepedarTca agpecary.

YnakoBka LOKYMEHTOB, MOCTYMMBLUMX HA CbEeMHbIX MALUMHHBIX HOCUTENSX (OAMcKax, AMCKeTax M Ap.), He
BCKpbIBaeTCsi, 06paboTke NOANEXMT TONbKO CONPOBOANUTENbHAsA AOKYMEHTALMS;

140.4. nocne BCKPbITUSI KOHBEPTOB (MAaKeTOB) MPOBEPSOTCA KOMMIIEKTHOCTb U COXPaHHOCTb BIOXEHWA.

B cnyyae noBpexaeHust KOppeCcrnoHAEHUNM U HEBO3MOXHOCTM €€ UCMOMb30BaHWsA COCTaBMSETCS akT, OAMH
3K3EeMMMsP KOTOPOro BMECTE C MOBPEXAEHHOW KOppeCcrnoHAeHUMEN HanpaBnsieTcs oTnpaBUTento, BTOPOI ocTaeTcs
B cnyx6e [OY.

OTcyTCcTBYylOWIME B KOHBepTax (NnakeTax) AOKYMEHTbI, OTAeNbHbIE JIUCTbI, NMPUMOXKEHWS 3anpalunBaloTcs Y
OTNpaBuUTEnNs, a Ha JOKYMeHTe CTaBuUTCS OTMeTKa "[loKyMeHTb! (JIUCTbI, NPUIoXeHnus) saTpeboBaHbl" ¢ ykazaHMeM
JaTbl 3anpoca;

140.5. nocne BCKPbITUA KOHBEPTbI (I'IaKeTbI) YHUYTOXAKTCA, 3a UCKIMKDYEHNEM CleayrLlinx cry4yaeB:

AaTa Ha OTTWUCKe KaneHA4apHoro Wwremnens Heobxoanma Kak CBMAETEeNbCTBO AATbl OTNPAaBKN UMW NOSyYeHNSs
OOKYMEHTa;
(B pea. noctaHoBneHms MuHiocta ot 24.10.2011 N 235)

Ha JOKYMEeHTe OTCYTCTBYET pekBm3uT "[lata gokymeHTa";
(B pea. noctaHoBneHus MuHiocta ot 18.08.2017 N 167)

AaTta JOKyMeHTa CyLeCTBEeHHO OTIIn4aeTCd OT AaTbl €ro nony4vyeHus;
B NMNOJTy4EHHOM OOKYMEHTe HeT O6paTHOFO afpeca otnpaBuTens.

B YKa3aHHbIX Cly4vadaX KOHBEepPT npucoegnHdAeTcA K OOKYMEeHTy W nocle WUCNOoJIHEHUA [OOKyMeHTa
noawiunBaeTcda BMecTte C HAM B €EJ0.

A,El,peCHbIe APNbIKK  KOHBEPTOB W MNaKeToOB COXPaHAKTCA B Cllydae nocCTynneHna KoppecnoHgeHuunn
HanoXeHHbIM nrnaTtexomM Ana npeacraBneHnd C OT4eTOM B 6yxranTepmo B Ka4decCTBe onpaBaaTesibHbIX
OOKYMEHTOB;

140.6. Ha Bcex NOCTYNMBLUMX JOKYMEHTaX B NPaBOM HWXKHEM Yriy NepBOro fimcra npocTaBnseTcs oTmeTka o
NOCTYNNeHNN (PerncTpaumnoHHbIN WTamMn BXOAALWMX JOKYMeHToB). LUTtamn npoctaBnseTcs Ha KoHBepTe (nakeTe),
€Cnun KoppecrnoHAeHUNst He BCKPbIBAETCS.

(B pea. noctaHoBneHms MuHiocta ot 18.08.2017 N 167)

lD,OKyMeHTbI, nognexawne perncTtpaunmn B CTPYKTYPHbIX nogpasgerieHundax, nepenaroTtcAd no HasHa4eHuto
ncnonHUTendam C npoctaBlieHMemM Ha HUX pPerncTtpaunmoHHOro Lwrtamna, B KOTOPOM MpPOCTaBlideTCA [aTta
nocTynneHus.

Ha HeperncTpupyemblX AOKYMeEHTax, nevyaTHbIX U3aHUAX, JOKYMEeHTaX-NMpunoXeHunax, OnaHkax OOKYMEHTOB
peFI/ICTpaLI,I/IOHHbIVI LwTamMn He NpoCTaBIIdAeTCA,

140.7. Bxogswme OOKYMEHTbI OOJIKHbI ObITb 3aperncTpmpoBaHbl B OEeHb MNOCTyNNeHnd. Perl/ICTpaLI,MOHHbIM
MHOEKCOM BXOOdLlero JoKyMeHTa ABNAeTCA I'IOpﬂD,KOBbIVI peFVICTan,I/IOHHbIVI HOMeED, ﬂpI/ICBaI/IBaeMbIIZ B npeaenax
aenonpon3BoacTBeHHOro roaa, KOTOprIZ nocne wucnoliHeHnAa OOKyMeHTa [OONOoNiHAeTCA WHOEeKCOM nAena no
HOMeHKNnaType aen B COOTBETCTBUM C OTMEeTKOWN 06 NCnonHeHun OOKYMEeHTa 1 HanpasJieHun ero B aerno.

Hanpumep:
512/1-29

[okymeHTbl, NOCTYNMBLUME B OpraHu3aumio B Hepaboumi OeHb (Hepabouvee BpeMsi), perucTpupyroTcs He
nosaHee Yem B NePBbIV CneayLmnn 3a HUIM paboyunn OeHb;



(vacTb BTOpas nn. 140.7 BBegeHa noctaHosneHvem MuHiocta ot 30.08.2022 N 113)

140.8. 3apernucTpupoBaHHble OOKYMEHTbl nepegatotcs uM3 cnyxbbl [JOY Ha paccMOTpeHue pyKOBOACTBY.
[okyMeHTbl, He TpebytoLme peLleHns pyKkoBOACTBA, NepeaatTcs UCMONMHUTENSIM COMNTAacHO MX KOMMETEHLNN.

[lOKyMeHTblI paccMaTpuBaloTCs, Kak MpaBumio, B OeHb MX MOCTynneHusi. TenerpaMmmbl U OpyrMe CpouHble
OOKYMEHTbI NepefatnTCcs PYKOBOAUTENO NO Mepe NOCTYNNEHUS;

140.9. pe3ynbTaTbl pACCMOTPEHUS JOKYMEHTOB OTPAXKAOTCA B PE30STHOLIMM.

Pesontounss nepeHocutca B PKK. [dokymeHT ¢ ogHum aksemnnspom PKK cnyx6on OOY Hanpasnsetcs
WCMNOMHUTEN0, a MpU HanMyuM HECKOSNbKUX WUCMOMHUTENEW - OTBETCTBEHHOMY WCMOMHUTENO, YKa3aHHOMY B
pesontounn nepsbiM. OauH ak3emnnsap PKK octaetca B cnyx6e JOY.

Ecnn OokymeHT cornacHo pesoniouun TpebyeT KOHTpons ucronHeHusi, aksemnnsp PKK nepepaetcs B
KOHTPOIbHYIO CINYXGY Ui 1LY, OTBETCTBEHHOMY 3a KOHTPOJTb UCMOJSTHEHUSI JOKYMEHTOB;

140.10. npn HeobXOOUMOCTM CPOYHOIO WCMOSIHEHUS WMN O3HAKOMIIEHUSI C OOKYMEHTOM HECKOMbKUX
CTPYKTYPHbIX MoapasgeneHmn (OOmKHOCTHbIX nuu) B cnyxbe OOY ¢ OokymeHTa cHuMaeTcsi Heobxoaumoe
KONMYeCTBO KOMWI, KOTOPbIE OOHOBPEMEHHO HaNPaBnsTCA Ha UcnonHeHne. NocTynmMBLLNI AOKYMEHT nepegaeTcs
OTBETCTBEHHOMY WCMOMHUTENIO C MOMETKOW O Mnepedade Konwui coucrnonHutenam. [dokyMeHT nepepaetcs
NCMNOMHUTENSIM NOOYEPEAHO, ECNN Pa3MHOXEHNE OOKYMEHTA HE paspeLuaeTcs.

(B pea. noctaHoBneHms MuHiocta ot 30.08.2022 N 113)

[ns yckopeHust nMpoueccOoB WCMOMHEHUS AOKYMEHTOB, a Takke B CNpaBOYHO-UMHAOPMAaLMOHHLIX LEensx
OOKYMEHTbl Ha ByMaxHbIX HOcuTensix, MOCTynawLwue B OpraHn3auunio, MoryT nepeBOAMTLCS B 3NEKTPOHHbIA BUg
nyTeEM CKaHMPOBAHWSA UMW UHbIM CNOCOGOM. Hannume anekTpoHHOW KONuu JOKYMeHTa Ha BymMaXHOM HocuTene He
OTMEeHsieT HeobXoAMMOCTM  OCYLUECTBIIEHWS C  MNOCTYNUBLUMM  AOKYMEHTOM Ha OymaxHOM HocuTene
Aernonpon3BOACTBEHHbIX Onepauuin, YCTAaHOBMEHHbIX HacToswen WHCTpykuuen, B TOM 4WCle B 4actu
dopmupoBaHus ero B 4eno.

(4yacTtb BTOpas nn. 140.10 B pea. noctaHoBneHus MuHtocTta ot 13.03.2019 N 39)

[BKeHne fOKyMeHTa B NpoLecce ero UCrnonHeHns gukecmpyeTtcs Bo Becex akdemnnsapax PKK;

140.11. OOKyMeHTbI, 3apermctpupoBaHHble B cnyx6e OOY, He nopnexaT MNOBTOPHOW perucrpauvu B
CTPYKTYPHbIX NOApa3aeneHusx;

140.12. pOKyMeHTbl NepeaalnTcs Ha pacCMOTPEHWE PYKOBOAMTENIO CTPYKTYPHOrO NogpasferieHnss unm ero
3aMeCTUTENI0 COrnacHO YCTaHOBMEHHOMY pacrnpeaeneHuo obssaHHocTen;

140.13. OOKYMEHT C MOMEeHTa MNOCTynJieHnA 00 3aBeplieHua UCNOJNHEeHUA HaxXo4UTCA Yy UCMONHUTENA U B
Aerio He NoMeLllaeTCH,;

140.14. Ha  WCMONIHEHHOM  [OKYMEHTE  WCMONHMUTENeM UMW  PYKOBOAMTENEM  CTPYKTYPHOro
nogpasneneHns-uCnorHUTENs NpocTaBnseTcs oTMeTka 06 UCMONMHEHUN OOKYMEHTAa W HanpaBneHuu ero B Aero ¢
yKasaHueMm vHAeKkca Aena, B KoTopoe AOKYMEHT OyaeT NoMelLeH.

OTBETCTBEHHLIN 3a nenonpon3soacTBo NepeHOCUT OTMETKY 00 ncnonHeHun OOKyMeHTa U HanpaBJieHun ero
B Aeno B perncTpauMoHHyo (bopmy, nocne 4ero JOKyMeHT noawnBaeTCAd B erno;

140.15. ucknioveH.
(nn. 140.15 wcknioveH. - MNMoctaHoBneHne Muxiocta ot 13.03.2019 N 39)

141. Peructpauus n otnpaBka UCXOASLLNX AOKYMEHTOB:

141.1. ncxogdawme OOKYMEHTbl, B TOM 4MUCre OTNpaBfsieMble Mo SNEKTPOHHOW noyTe, UH(OPMaLMOHHBLIM
cucTemMam BEAOMCTBEHHOMO (KOPMOpPaTUBHOMO) WMAN  MEXBEOOMCTBEHHOIO 3reKTPOHHOro OOKyMeHToobopoTa,
peructpupytotca B cnyx6e [OOY nocrne wux noanuMcaHWs pykoBOOUTENEM OpraHuM3aumMM U - UHbIMU
YNOMHOMOYEHHbIMW NULAaMM B COOTBETCTBMM C WX KOMMeTeHuuen. [oKyMeHTbl perucTpupyrotcs B AeHb UX
noanucaHus;

(8 pea. noctaHoBneHu Muntocta ot 30.12.2015 N 225, ot 13.03.2019 N 39)



141.2. ncxogswme OOKYMEHTbI AeNnATCA Ha UHULUMATUBHbIE N OTBETHDbIE;

141.3. VHOEKC WHMUMATMBHOIO W OTBETHOTO WCXOOALEro [AOKYMeHTa BKIIOYaeT WHAEeKC Aena no
HOMeHKNaType pfen, B KOTOpPOM OydeT XpaHMTbCS KOMUS OTMpaBMAsSemMoro [OKyMeHTa (npocTaBnsieTcs B
nogpasgeneHun, MNOAroTOBMBLUEM [OKYMEHT), M 4epe3 [Opobb - MNOPSIAKOBbIA PErMCTPALMOHHBIN  HOMED,
npucBavBaeMbI UCXOOALLMM JOKYMEHTaM B Npeaenax AenonponsBoacTBeHHOro roga cnyxbon JOY;

(8 pea. noctaHoBneHnst Muniocta ot 30.08.2022 N 113)

Hanpumep:
5-17/112

141.4. Ha KaxObll MHUMUMATUBHBLIN OOKYMEHT, TpeOyllMiA OTBeTa, 3amnofiHAKTCS, Kak npaBwuio, ABa
ak3emnnsipa PKK. OguH sk3emnnsp nomeljaetcss B CMPaBOYHYH KapTOTEKy, BTOPOM - B KOHTPOSbHyto. [pu
HEenocCTynneHnn OTBeTa B CPOK KOPPECMOHAEHTY HanpaBnseTcs HanoMUHaHue;

141.5. Ha ncxogsdulemM OTBETHOM [OKYMEHTe MpPOCTaBNSAETCS CCbhiflka Ha WCXOASLWMA pernctpaumoHHbIN
WMHOEKC 1 AaTy NoCTyNMBLUErO MHULMATUBHOIO AOKYMEHTA;
(nn. 141.5 B pea. noctaHoBneHmst MuHiocta ot 30.08.2022 N 113)

141.6. oTnpaBka AOKYMEHTOB ocyulectensaeTcsa cnyxbon JOY. B cnyxbe JOY npoBepsaeTcs NpaBuIibHOCTb
0hOpMMEHUA [OOKYMEHTOB: Hanuume HeOoBXOAMMbIX PEKBU3WUTOB, MPUNOXEHUN, COOTBETCTBUE KONMYecTBa
3K3eMMNNSPOB AOKyMEHTa KONMYeCcTBY agpecaToB, NPaBuUITbHOCTL aapecoBaHus 1 ap.

YacTb mcknioveHa. - lNocraHosnexnme MuHiocta ot 13.03.2019 N 39.

HenpaBMano Oq)OpMJ'IeHHbIe N HEKOMMJTIEKTHbIE AOKYMEHTbLI BO3BpaALLaTCA UCMONTHUTENIAM;

141.7. oTnpaBnsemble AOKyMEHTbI nepegatotcsa B cnyx06y [OY B He3akoOHBEPTOBaHHOM BMAE C OTMETKOM O
KaTeropuu otnpasneHus (npn HeobxogumocTw);

141.8. BOKYMEHTbI HA CbeMHbIX MaLUMHHbIX HOCUTENSX (QMCKax, AUCKeTax 1 Ap.) MPUHMMAIOTCA K OTNpaBke B
ynakoBKe C CONpOBOAUTENbHLIM NMUCbMOM, O(POPMIMEHHBIM U 3apPErMcTpMPOBaHHbIM B YCTAHOBIIEHHOM MOpPSiAKe.
Konusi conpoBoanTenbHOro NucbMa nomeLlaeTcs B 4eno Ha obLwux OCHOBaHMWSAX;

(B pea. noctaHoBneHust Muntocta ot 30.08.2022 N 113)

141.9. pokyMeHTbl, Hanpaensemble 6oree Yem B YeTblpe agpeca, nepeaatTcs Ans OTAPaBKU CO CMMCKOM Ha
paccbinky, ohopmrisieMbiM B COOTBETCTBUM € TpeboBaHnamMm nyHkTa 51 HacToswen MHCTpykumn.

Ha 3akasHyl0o KOpPpPecnoHAEHLMI0O COCTaBMSIETCS PEeecTp paccbifiki, B KOTOPOM  OTMpaBUTENEM
npocTtaBnatoTcs paMunusa 1M gaTta oTnpasku. PeecTp co wwiTemnenem OTAeNeHWUs CBSA3WM MOALIVBAETCS B Aeno
cnyx6bl JOY;

141.9-1. oTnpaBKka OOKYMeHTa B 3NeKTPOHHOM Buae 6Gonee 4Yem B OA4WMH adpec OCYLIEeCTBASAETCA NyTem
MPUKPENSIEHNS €ro K COOOLLEHMIO 3NIEKTPOHHOW MOYTbI, YKas3aHWsi B COOTBETCTBYHLLEM Mofe BBoAA BCeEX
ochmumanbHbIX agpecoB COMMacHO CMUCKY Ha paccbinky. OduumanbHbeiM agpecom 3rEKTPOHHOM NOYThl ABMAseTCs
afpec, ykasaHHbI Ha GnaHke opraHnsauuu;

(nn. 141.9-1 BBegeH nocTtaHoBneHveM MuHiocta ot 10.12.2014 N 240; B pea. nocraHoBneHuss MwuHioocTa oT
18.08.2017 N 167)

141.9-2. otmeTKa 06 oTnpaBKe (LTamn OTNPaBKW) ANEKTPOHHOWN KOMWUM JOKYMEHTa Ha GyMadkHOM HocuTene
MO  SNEKTPOHHOW  no4yTe, WHMOOPMALMOHHBIM  CUCTEMaAM  BEOOMCTBEHHOrO  (KOpPMopaTMBHOMO) WU
MEeXBELOMCTBEHHOIO 3NIEKTPOHHOIO JOKYMEHTOOO0pOTa NPOCTaBAETCS Ha NUCXOSLEM OOKYMEHTE Ha BGyMaXXHOM
HocuTene, ocTaloLLEeMCS B OpraHn3aumm, TonbKo nocre ero akTuyeckom OTnpaBKu Mo 3NIeKTPOHHOWM NoyTe;
(nn. 141.9-2 BBegeH noctaHoBneHveM MuHiocta oT 10.12.2014 N 240; B pea. noctaHoBneHuss MuHiocta ot
13.03.2019 N 39)

141.10. obpaboTka M OTnNpaBKa OOKYMEHTOB OCYLLUECTBNSATCA B AE€Hb WX NOAMWCAHUSA UMW He no3gHee
cnepyoulero pabo4yero gHs.

142. Peructpauus n ncnonHeHue BHyTPEHHUX JOKYMEHTOB:

142.1. paboTa ¢ BHYTPEHHMMM JOKYMEHTaMM Ha 3Tanax NnoAroToBKM U 0hopMIIeHMs BEAETCA Mo npasunam,



YCTaHOBJIE€HHbIM O114 paGOTbI C ncxogdawmmm goKkyMmeHTamMu;

142.2. BHyTPEHHUE OOKYMEHThI, B TOM YMCIie AOKYMEHTbI B 35IEKTPOHHOM Buae, pernctpupytotes Ha PKK nnun
B XXypHanax permctpaumm BHYTPEHHMX OOKYMEHTOB nocre ux nognucaHus (yreepxaehnusi). MNpn He3HaunTensHoOM
ob6bemMe JOKyMeHTO060poTa BHYTPEHHMUE JOKYMEHTbI, B TOM YACNE AOKYMEHTbI B 9NIEKTPOHHOM BuAe, JOMyCcKaeTcs
perncTpnpoBaTh B XXypHane permctpauumn NCXoasiinx JOKYMEHTOB;
(8 pea. noctaHoBneHu Muniocta ot 30.12.2015 N 225, ot 13.03.2019 N 39)

142.3. peructpauusi pacrnopsauTerbHbIX JOKYMEHTOB M NMPOTOKOSIOB OCYLLECTBISIETCA MO BUAAM OTAEMbHO
OT APYrMX BHYTPEHHUX JOKYMEHTOB.

PaCI'IopFl,EI,I/ITeJ'IbeIe OOKYMEHTbI no OCHOBHOWN OeATeNbHOCTH, no JNTINYHOMY CocCTany, no
aLI,MI/IHI/ICTpaTI/IBHO-XO3F|VICTBeHHbIM BONpocam perncTpupyroTca otaernbHo.

PacnopsigutenbHble  OOKYMEHTbI MO JIMYHOMY COCTaBy, [ANs KOTOPbIX akTamy 3akoHodaTenbCTBa
YCTaHOBIEHbI pa3Hble CPOKU XPAHEHUS!, PEFUCTPUPYIOTCSA OTAEIBHO.
(B pea. noctaHoBneHus MuHiocta ot 13.03.2019 N 39)

PaCI'IOpﬂ,EI,I/ITeJ'IbeIe OOKYMEHTbI onpe,qeneHHon pasHoBMaHOCTM NpU  UX 3HAYUTESIbHOM obbeme
OonyckaeTca perncrtpupoBsatb OTOENIbHO. Hanpmmep, OoTAEeNbHO MOryT perncTtpupoBaTbCA MNMpukadbl O BHECEHUU
N3MEHEHMI B LUTATHOE pacnucaHune, npunkasbl 0 KOMaHgupoBsaHuUu, 0 nNnpeaoctaBrieHnn OTNyCKOB U Ap.;

142.4. pernctpaunoHHbIM MHOEKCOM pacnopaauTesibHOro AOKyMeHTa, MNMPOTOKOJ1a ABJIAETCA I'IOpFID,KOBbIVI
perMCTpaLlMOHHbIVI HOMeED, ﬂpMCBaMBaeMbIVI €My B npepgenax genonpomn3soacTtBeHHOro roaa.

PernctpaunoHHbIM UMHOEKCOM pacnopsaauTenbHOro AOKyMeHTa (npukasa, pacrnopshkeHus) no  NIMYHOMY
COCTaBy ABMSETCA  MNOPSAKOBbLIA  PErMCTPaLMOHHBLI  HOMEp, NpucBauBaembli emy B npegenax
Aenonpov3BoACTBEHHOMO roAaa, AOMNOMHEHHbIN nuTepon "K" (ans AOKyMeHTOB 55-neTHero cpoka xpaHenus) nnm "n"
(ans foKymMeHTOB 3-NEeTHEro Cpoka XpaHeHus).

(B pea. noctaHoBneHms MuHiocta ot 30.08.2022 N 113)

PeructpaunMoHHbIM  MHOEKCOM  pacrnopsavTenbHOro  AOKYMEHTa,  PerncTpupyemMoro B nopsiake,
onpeneneHHOM 4acTblo 4eTBepTod noAanmyHkTa 142.3  HacTosAwero nyHkTa, SBMsSeTcA  MOPSIAKOBLIN
PErncTpaumoHHbIA HOMEpP, MNpUCBavMBaeMblil eMy B Mpeaenax Oernonpou3BOACTBEHHONO rofa, AOMOSHEHHbI
NAEHTUDULNPYIOLLMM Pa3HOBUAHOCTb AOKYMEHTA OYKBEHHBIM U MHbIM YCMOBHbIM 0603HaYeHNeM;

(B pea. noctaHoBneHms MuHiocta ot 13.03.2019 N 39)

142.5. coBMeCTHble pacnopaguTesnbHble OKYMEHTbI, MPOTOKOJIbl COBMECTHbIX 3acefaHui UMEKT CoCTaBHblE
MHOEKCbI, BKoYawwme nopaakoBblie pernctpaunoHHbie HOMepa, npuceBamBaemMble MM B OpraHu3auuax, ux
noaroToBMUBLLNX;

Hanpumep:
81/54

142.6. perncTpaumoHHbIMK mHgekcamm JOKnagHbIX 3armcok, cnpaBokK 7 apyrunx
MH(OPMALIMOHHO-CNPABOYHbIX  AOKYMEHTOB  SABMSAKTCA WX  MNOPSIAKOBblE  PErncTpauuoOHHblE  HOMEpa,
npuceBavBaemMble B npegenax 0enonpou3BOACTBEHHOrO roga, KOTopble MOTryT AOMONHATLCA MHAEKCaMu Aen no
HOMeHKNnaType gen;

142.7. paccMOTpeHWe W WCNOMHEHWe BHYTPEHHUX [OKYMEHTOB OCYLIECTBNAETCA B COOTBETCTBUU C
yCTaHOBIEHHbIM NopsiaKkoM 06paboTkM BXOAALWMX JOKYMEHTOB.

[lokymeHTbI, TpebyroLne KOHTPOIS UCMIOSNTHEHWST, NePeaalTCs B KOHTPOSbHYO Cnyx0y ansa 3anonHeHus PKK.
M3 PKK Ha BHyTpeHHWEe OOKYMEHTbI (hOPMUPYIOTCA KOHTPOSTbHBIE M CMIPaBOYHbIE KAPTOTEKMN.

143. MHd)OpMaU,I/IOHHO-ﬂOVICKOBaﬂ cuctemMma no AOKymMeHTaM opraHusaumun:

143.1. B opraHmsaumnsax co3gatoTcs TpaauuMOHHbIE (py4Hble) " aBTOMaTU3NPOBaHHbIE
WMHpopMaLnoHHO-NouckoBble cucteMsbl (fanee - UMNC). UMNC ctpoaTtca Ha ocHoBe PKK, koTopble 06beanHs0TCS B
KapToTekn n 6asbl (6aHKn) permcTpaunoHHbIX AaHHbIX;



143.2. npy TpaguLMOHHOW KapTOYHOW peructpauum nedataetrca Heobxoammoe konuyectBo PKK, koTopble
MOryT 06bEAUHATLCS B CNPaBOYHbIE U KOHTPOSIbHbLIE KAPTOTEKN;

143.3. cnpaBoOYHbIE KAPTOTEKN AENATCS Ha ABEe YaCTU: HEUCMOSHEHHbIE U UCMOMNHEHHble A0KYMeHTbI, PKK B
KOTOPbIX CUCTEMATUIMPYIOTCA MO CreayoLmMM Npu3Hakam:

NpeaMETHO-BONPOCHOMY MMM TeMaTU4eCcKkoMmy (B COOTBETCTBMM C COOEpXaHUeM OOKYMEHTOB Wnu cdepon
OeATenbHOCTU, K KOTOPON OTHOCATCH AOKYMEHTbI);

Nno HOMEHKNnaType aen (B COOTBETCTBUM C HAa3BaHUAMU OeJ1 N0 HOMEHKNaTtype aen nnn nx VIHD,eKcaMVI);

KOppeCrnoHOeHTCKOMY (I'IO HanMeHOBaHUAM WUNKN YCINOBHbIM 0603Ha4YeHnsMm opraHmsaumVl, C KOTOpbIMU
BeAeTCH nepenncka);

MO UCMONHUTENAM (MO CTPYKTYPHBLIM NoApasaeneHnsam);

andasutHOMy (B andaBuTHOM nopsgke pamnnui, HAMMEHOBaHUN OB BHLEKTOB UMW NPEAMETOB);
reorpadguyeckomy (Mo HaMMEHOBaHUAM aAMUHUCTPATUBHO-TEPPUTOPUASBHBIX €ANHNLL);
HOMUWHanNbLHOMY (MO Ha3BaHMIO BUOOB UMW PA3HOBUAHOCTEN AOKYMEHTOB);

perucTpauMoHHOMY (MO NOpsAKY BO3pacTaHUS PErmcTpaumoHHbIX HOMEPOB LOKYMEHTOB).

BbiGop nouckoBoro mnpusHaka onpedensieTcs B 3aBUMCUMOCTM OT BWOOB [OOKYMEHTOB M XapakTepa
MHPOPMaLIMOHHBIX 3aMpPOCOB.

I'IepBaﬂ HYacCTb KapTOTEKN CNyXuUT Ona noucka CBEeOeHun o OOKYyMeHTaXx B npouecce nx UCNOoNHeHnA. BTOpaﬂ
HacCTb KapTOTEKN CNYXUT Ond NONCKa NCNOJTHEHHbLIX AOKYMEHTOB.

Mo mMepe WUCMNOJIHEHNA OOKYMEHTOB PKK ¢ HeobxoguMMbiMM OTMETKaMu nepemMeLllaroTca 3 HepBOVI 4yactu
KapTOTEeKN B COOTBETCTBYOLWNE pasaernbl N pY6pl/IKVI BTOpOVI;

143.4. B 3aBMCMMOCTM OT obbema AOKYMeHTOObOopoTa, CUCTEMbl PErMcTpauuv U KOHTPONSA MCNOMHEHUS
AOKYMEHTOB, 3ajay noucka MOXeT BecTUCb egumHasa crpasBoyHass WIMC unu HecKonbKO CamMOCTOSATENbHbIX.
OTgenbHble KapToTekn (6asbl AaHHbIX) POPMUPYIOTCA Ha BXOAslME OOKYMEHTbl, UHMLUMATUBHbIE WCXOAsLMe
AOKYMeHTbl, 06palleHust rpaxgaH, B TOM Yucre MHAMBMAYyanbHbIX npeanpuHumarenei, n iopugnydeckux nuy. MNpu
GOMbLUOM KOMMYECTBE HOPMATUBHbBIX MPaBOBbLIX aKTOB W pacrnopsavTenbHbIX AOKYMEHTOB, MWCMOMb3yeMblX B
AeATEeNbHOCTM OpraHMsauuM, Ha HWX MOTyT CO34aBaTbCA OTAeNbHble KoAauduMKaumoHHble kKapToTekn (6asbl
OaHHbIX).

(B pea. noctaHoBneHms MuHiocta ot 24.10.2011 N 235)
YacTtb uckniodeHa c¢ 27 oktabps 2022 roga. - NoctaHoBneHme MuHiocTa ot 30.08.2022 N 113.

144. YyeT o6beMa gokymeHToobopoTa:

144.1. obbem poOKymeHTOODOOpOTa - KOMMYECTBO OOKYMEHTOB, MONyYEHHbIX (BXOASLIME) U CO3AaHHbIX
(BHYTpEHHME, CXOAsALME) OpraHM3aument 3a onpeaeneHHbln Nepuos BpeMEHU;

144.2. nogcyeT KonuMyecTBa [OOKYMEHTOB MPOM3BOAMTCA MO PerucTpauuoHHbIM dopmaM B MecTax WX
perncTpaumu.

3a egvHuUy ydveTa NPUHUMAaETCsl OOMH 9K3eMNNsp OOKyMeHTa 6e3 yyeTa KOMWIA, CO34aBaeMbIX Mpu
nevyaTaHun u pasMHOXeHUU. Kaxabll JOKYMEHT y4YUTbIBAETCS OAMH pa3. MNpunoxeHns Kk JOKYMEHTY yUYUTbIBAOTCH
BMECTE C H/M KaK OfIMH JOKYMEHT.

OTaenbHO yuMThIBaAKOTCA NOMYyYEHHbIE Y CO3aaHHble opraHv3aumen AoOKYMeHTbl, obpalleHus rpaxaaH, B TOM
ynucne UHAMBMAYanbHbIX NpeanpuHumaTtenem, U PUANYECKUX N,
(B pea. noctaHoBneHust MuHtocTta ot 24.10.2011 N 235)

Pa3mHOXeHHbIe 3K3eMnnaApbl (KOMUW) yYUTbIBAOTCS OTAENBHO MO >XypHanam paboT B MaLLUMHOMUCHOM W
KOMMPOBasribHO-MHOXUTENBHOM OOpO 1 (MNK) NO CNUCKam Ha pPacCbISiKy;
(B pea. noctaHoBneHnst Muntocta ot 18.08.2017 N 167)



144.3. B opraHusauumn MoxeT NPOBOAUTLCS MOMHbLIN U BbIBOPOUHBLIN y4eT obbema fokyMeHToobopoTa (Mo
BCEW opraHu3auum, No CTPYKTYpHbIM NnogpasaeneHusam, no rpynnam AOKYMEHTOB U T.4.).

YyeT U aHanu3 obbema ﬂOKyMGHTOOﬁOpOTa B OpraHunsauunn oCyLleCTBAKTCA Noa pykoBOACTBOM CJ'Iy)K6bI
Aoy,

144 4. pesynbTathbl yyeta obbema OokymeHTooGopoTa obobuwattca cnyxbon OOY u npeacrasnsawTcA
PYKOBOACTBY OpraHusauum ans BoelpaboTkM Mep No COBEpLUEHCTBOBaHMIO paboThl C AOKYMEHTaMu;

144.5. cBegeHus 06 o6beMe AOKYMEHTOOOOpOTa MCMONb3yTCA ANst YCTAHOBMEHMS CTPYKTYPbl U LUTATHOW
ymcrieHHoctTn cnyxbol OOVY, Bbibopa TexHonormm paboTbl C AOKYMEHTaMW WM CpeAcTB aBTOMaTtv3auuu
Oenonpov3BoacTBa, onpeaeneHns cTeneHu 3arpyxeHHoctu cnyx6bl [JOY n otaenbHbIX paboTHUKOB.

FMABA 9
KOHTPOJ1b UCMONHEHNA AOKYMEHTOB U MOPYYEHUA

145. Llenb KOHTPONSA NCMONHEHWS N AOKYMEHTbI, NOAMNexXallumne KOHTPOrHo:
(B pea. noctaHoBneHms MuHiocta ot 30.08.2022 N 113)

145.1. uenbio KOHTPONS sABNsSeTCA obecnevyeHne CBOEBPEMEHHOTO U KAYECTBEHHOIO NCMOSNTHEHNS NOPYYEHUN,
3apmKCUpPOBaHHbLIX B AOKYMEHTax, PacCMOTPEHUS COAEepXaluxcsa B AOKYMEHTax 3anpocoB, MPEAnoXeHUA u
MPUHATMSA MO HAM PELUEHUI, NOATOTOBKN OTBETOB;

(nn. 145.1 B pea. noctaHoBneHms MuHiocta ot 30.08.2022 N 113)

145.2. KOHTpOSO noasiexxaT BCce 3aperncTpMpoBaHHbIe OOKYMEHTbI: BXOASLIME, UCXOASLUME U BHYTPEHHWE,
KOTOpble MO CBOeMy XapakTepy TpebyloT pelueHus (oTBeTa). Ha KOHTpOsb MoryT ObiTb NOCTABMNEHbI Takke YCTHbIe
nopyYeHns pyKoBOACTBa;

145.3. KOHTPOMNb OCYLLECTBNAOT pyKOBOAUTENb OpraHusauum, cnyxba JOY n oTBeTCTBEHHbIE NCMONHUTENN.
Ha KoHTponMpyembIx JOKYMeHTax MpOCTaBMseTCa OTMETKA O KOHTpOIe.
146. CpoKM UCNOMHEHUSI LOKYMEHTOB:

146.1. CpPOKM WUCMOMHEHUS [OOKYMEHTOB WCYUCMAKTCA B KaneHZapHbIX [OHAX C  AdaThl nognucaHust
(yTBEPXOEHMS) OOKYMEHTa, a AN NOCTYNMBLUMX - CO OHA, CNedylllero 3a AHEeM perucrpauuMum OOKyMeHTa B
opraHm3aumm, ecnu MHoe He YCTaHOBMEHO akTaMy 3aKOHOAAaTENbCTBA;

(B pea. noctaHoBneHu MuHiocta ot 05.03.2018 N 51, ot 13.03.2019 N 39)

146.2. CpoKM UCNONHEHNSA AOKYMEHTOB MOTYT ObiTb TUMOBLIMU UNW MHAVBMAYANbHBIMM.

TunoBble CPOKM UCMONHEHNST [OKYMEHTOB YCTaHaBMMBAKOTCA HOPMATUBHBIMU MPaBOBbIMU akTaMMu.
(B pea. noctaHoBneHus MuHiocta ot 13.03.2019 N 39)

NHanBuayanbHble CPOKU MCMONHEHNS OOKYMEHTOB YKa3biBalOTCA B TEKCTE [AOKYMEHTa Mnu B pes3osniouuu
pykoBOAUTENS;

146.3. QOKYMEHT, Ans KOTOPOro TUMOBOW UNN MHAUBUAYAMNbHLIA CPOK UCMOMHEHUSA He YCTaHOBMEH, JOMKEH
ObITb UCMONHEH B TeyeHne 15 gHeRn, ecnn MHOe He YCTAHOBIIEHO aKTaMu 3aKOHOAATENbCTBa;
(B pea. noctaHoBneHus Muntocta ot 13.03.2019 N 39)

146.4. ecnn kpawHAS OaTta MCMOMHEHUS OOKYyMeHTa (MopyyeHus) npuxogauTcs Ha Hepabouun OeHb, OH
OOIkeH OblTb MCMOMHEH He Nno3gHee NepBOro creaymloulero 3a HuMM pabouero gHsa. B cnyvae, korga cpok
UCMOSMHEHNA OOKYMeHTa onpegensieTcs C MCnonb3oBaHWeM npegnora "go" wnu "K', ykasaHHas 3a HUM pata
SABNAETCHA KpanHen AaTon UCNOMHEHWS JOKYMEHTa;

(B pea. noctaHoBneHus MuHtocta ot 05.03.2018 N 51)

146.5. ponyckaeTcsi W3MEHEHWE CPOKOB WCMOMHEHUS OOKYMEHTOB (nopy4veHun). V3ameHeHne cpoka
WCMNOJSTHEHNST NPOU3BOAUTCS NULIOM, YCTAHOBMBLUMM €ro. AprymMeHTMpoBaHHasi npocbba MCNOMHUTENsS O NepeHoce
CpoOKa HanpaensieTcss MMCbMEHHO (B pOpMe [OKMagHOW 3amnuCKM) UMK YCTHO NWly, YCTaHOBMBLUEMY CPOK, He
MeHee 4YeM 3a 5 OHel OO MCTeYeHUs CpoKa UCMOMHEHUS UMK cpasy e Mnocne nonydyeHus 3agaHus. ViameHeHne
OOKYMEHTUpyeTCa - NPOCTaBNSAOTCSA HOBLIN CPOK, Aata W3MeHeHus U noanucb. WN3mMeHeHus BHOCATCH B



perncTpaumoHHble opMbl.

147. WcnonHeHne [OOKyMeHTa (MOpy4YeHUs)) MOXeT ObiTb MOPYYEHO HECKOSIbKUM  UCMOSTHUTENSIM.
WcnonHutenb, ykasaHHbIA NepBbiM, SBMSETCA OTBETCTBEHHbIM MCMOSIHUTENIEM M OTBEYAET 33 CBOEBPEMEHHOE U
KauecTBEHHOE WCMONHeHNe 3adaHus B uefioM. OTBETCTBEHHOMY WCMOMHUTENO NpPeaoCTaBnseTcss npaBo
KOOPOMHMPOBATL M KOHTPONMPOBaTb OEWCTBUS MCMOSHUTENEN: co3biBaTh coBellaHus, TpeboBaTb HeobxoOuMble
maTepuansl, AaBaTb NOPyYeHUs 1 ap.

148. OpraHu3aunst KOHTPONSA UCMNONHEHMS:

148.1. cuctema KOHTPONSA NCNOMHEHWS BKIOYAET:

y4YeT KOHTPONMPYeMbIX JOKYMEHTOB (MOPYYEHMIN) N X CBOEBPEMEHHOE AOBEAEHNE A0 UCNONHUTENEN;
KOHTPOIb 33 CPOKaMu UCNOJTHEHUS;

NPOBEPKY U perynmpoBaHne Xo4a UCTMOMHEHNS], CHATUE JOKYMEHTOB C KOHTPONS;

y4yeT M OTYETHOCTb O pesyribTaTtax UCMNOSTHEHUS;

OLEHKY COCTOSAAHMS UCMONHUTENLCKON OUCUUMNIVHDI;

148.2. y4yeT KOHTPONMMPYEMbIX AOKYMEHTOB (MOPYYEHWUW) MU KOHTPOSb WMCMOMHEHWUs CTPOATCS Ha OCHOBE
perncTpaumoHHbIX AaHHbIX, OTpaXeHHbIX B PKK;

148.3. ak3emnnapbl PKK, 3anonHsemsle npy perncrtpauum JOKyMEHTOB, MCNOMNb3YHOTCA Npyu (hOPMUPOBaHUN
KOHTPOMbHOW KapTOTEKM.

Ha oguH KOHTpOJ'IVIpyeMbIVI OOKYMEHT MOXeT ObITb 3anonHeHo Heckonbko PKK B COOTBETCTBUM C YMCIIOM
UcnonHuTenen, 3agaHuim wnm pas3fnmiM4HbIMN CpOKaMWn UCMOJTHEHUA. I'IpM HECKOJIbKMX WUCMOoJIHUTENAX, OAUH U3
KOTOPbIX Ha3Ha4YaeTCA OTBETCTBEHHbIM, PKK 3anonHsieTcs Tonbko Ans nepegavn UCNONMHUTEsN, HadHa4YeHHOMY
OTBETCTBEHHbIM.

YCcTHOE nopyyeHvne pykoBOAUTENS, NOCTaBNEHHOE Ha KOHTPoOIb, Takke dukempyetcs B PKK, 3anonHsemon B
HeobX0AMMOM KOMMYECTBE 9K3EeMMNNSAPOB;

148.4. oguH ak3emnnsp PKK octaetca B cnyxGe KOHTpons M MoMellaeTcsi B KOHTPOIbHYH KapTOTEKy,
BTOPOW NepefaeTcs UCNOSTHUTENIO BMECTE C JOKYMEHTOM;

148.5. PKK rpynnupytoTCsa B KOHTPOSIbHbIX KapToTekax No pasgenam, COOTBETCTBYIOLWWUM 4YUChy AHeWn
MecsiLia, COrfacHO YyCTaHOBMEHHbIM CPOKaM UCMOSTHEHWUS] JOKYMEHTOB (MOPYYEHUI), N0 UCXOLALUMM OOKYMEHTaM -
COrnacHoO oXxugaemMblM Jatam nosly4eHusi OTBETOB.

PKK ¢ nepcnekTVBHbIMU 1 NPOCPOYEHHBIMU CPOKaMu UCMONTHEHUS JOKYMEHTOB (MOpYYeHUiA) rpynnmupytoTcs B
camocTosiTeNlbHble pa3aesibl KOHTPOIIbHOWM KapTOTEKM.

B KOHTpONbHOM KapTOTEKE MOTYT BblAENATLCS OOMNOMHUTENbHBIE pasdensl 1 pyopukn ong cucrematusaumm
PKK no ucnonHutensam v rpynnam OKYMEHTOB (MprKasbl, peLleHns 1 ap.);

148.6. kapTOTEeKka exeOHEBHO MNPOCMaTPUBAETCS KOHTPOSIbHOW CnyX0on C uenbio WHPOPMUPOBAHMUS
PYKOBOAUTENS U UCMIONHUTENEN O NPUBNMKEHUN (MCTEYEHUN) CPOKOB UCNOSTHEHUSA AOKYMEHTOB. [peaynpexaexHve
NCMNOMHUTENEN OCYLLECTBIAETCS, Kak MpaBuno, 3a 2 - 3 AHA 40 UCTEYEHUS YCTaHOBIIEHHOIO CPOKa;

148.7. OOKyMEHT (nNopydeHne) CHMMAaeTCsl C KOHTPOMsl MOCMe €ero WCMOJSIHEHUs!, MOATBEPXOEHHOro
OOKYMEHTanbHO.

CBuOeTenLCcTBOM  UCMOMHEHUSA OOKYMeHTa (MopyyeHus) SBMASeTcs MNOArOTOBMIEHHLIA UCMONHUTENEM U
NOANUCAHHBLIA PYKOBOAUTENEM UMW WHBLIM YNONHOMOYEHHBIM NULIOM UCXOASLNA UMM BHYTPEHHUN LOKYMEHT. B
criyyae OTCYTCTBUSI OOKYMEHTa, CBMAETENbCTBYKOLWEro 00 WCMONHEeHWKM, KpaTkMe cBefeHust 06 McnonmHeHuu
dukeupyrotca ucnonHutenem s PKK.

Ha ucnonHeHHOM OOKyMeHTe O0dOpMMnsieTCs OTMEeTKa 06 WMCMOMHEeHUM OOKYMEHTa M HanpaBfeHuM ero B
[eno;



148.8. kapTouka ¢ WH(popMaLMeln, XxapakTepusyroLen UCnorHeHne, nNpeacTaBnsaeTca OTBETCTBEHHOMY 3a
KOHTPOIb AN NPOBEPKM UCMOMHEHUS U CHATUSE AOKYMEHTA (MOPYYeHUs) C KOHTPONS.

Mpy HeKa4yeCTBEHHOM WCTIONTHEHWUN JOKYMEHT (MOpyYeHUE) C KOHTPOSISt He CHMMAETCS U NEPEXOAUT B paspsig
HEWUCMOSTHEHHbIX B CPOK;

148.9. uHpopmaums o pesynbTaTtax MUCMOMHEHUS OOKYMEHTOB (MOpyyeHuin) nepuogmyveckm obobliaetcs u
J0BOANTCH A0 CBeAEeHMUS PYyKOBOACTBA;

148.10. KOHTPONbHbIE OENCTBUSA MOIYT OCYLLECTBSATLCA B KOHTPOSbHbIX Crybax U B MecTax perncrpaumm
OOKYMEHTOB ¢ ucnosnb3oBaHmem AC JOY.
(8 pea. noctaHoBneHnst Muntocta ot 18.08.2017 N 167)

rMABA 10
COCTABJIEHUE HOMEHKIATYPbI AIEN

149. YcrtaHaBnuBalwTCa TpUM BMAa HOMEHKNaTypbl Aen: TUMoBas, NpUMMEpHass U HOMeHknartypa pgen
opraHusaumm.

150. TvnoBas v nNpumepHasi HOMEHKNaTypbl AEN - 3TO CUCTEMATM3NPOBAHHbIE NEePEYHN YHUPULUPOBAHHBIX
3arosfiloBKOB Jerl, 3aBOAMMbIX B OEMNONPOU3BOACTBE OpraHu3auuin ¢ OAHOPOAHbIM XapakTepoM AesTeNbHOCTU U
COCTaBOM [JOKYMEHTOB.

TunoBass HoMeHkNaTypa YycTaHaBNMMBaeT TWUMOBOW COCTaB [en C €AuHO CUCTEMOW MWHAeKcauun W
YHU(UUMPOBAHHLIMM  3arofloBKamMn Ansi OOHOPOAHbLIX MO XapaKTepy [OeATenbHOCTW OopraHusaumin M HoCuT
06s13aTeNbHbIN XapakTep.

an/IMepHaH HOMeHKNnaTypa pgen ycrtaHaBnMBaeT NpUMepHble COCTaB U MHAOEKCbl Agen and opraHmsaumM,
OOHOPOAHbIX NO XapakTepy AeATelIbHOCTU, N HOCUT peKOMeHﬂaTeﬂbeIVI Xapaktep.

HomeHKnaTypa aen opraHumsauumm - 310 CVICTeMaTI/I3VIpOBaHHbIIZ nepeyeHb 3arofioBkOB Aerl, 3aBOAUMbIX B
opraHusauunmn B genonpomn3soactseHHOM (KaﬂeHD,apHOM) rogy, € ykasaHmem CpOKOB UX XPpaHEHUA, OCbOpMﬂeHHbIVI B
YCTaHOBJIEHHOM MOpPALKe.

B penonpou3BoacTtBe HOMeHKkNatypa Aen opraHusauMum WUCMonb3yeTcs Ans FPynnMpOBKUA UCMOSTHEHHbIX
OOKYMEHTOB B [fena, cucTematMsauuw, uHAekcauum u ydveTa Aern, onpegeneHus CpPOKOB WX  XpaHeHusl.
HomeHknaTypa gen siBNAeTCs OCHOBOW ANsi COCTaBneHms onucen gen nocTOAHHOIO 1 BpeMeHHoro (cebiwe 10 ner)
XpaHeHus, a Takke akToB O BbIAENEHUN K YHUHTOXEHWNIO JOKYMEHTOB U Aerl, He NOANeXallumx XpaHeHuHo.

B apxvBe opraHusaumy HOMeHKnaTypa Aen ucnonb3yeTcd Ans yyeta gen BpemeHHoro (go 10 ner)
XpaHeHus.
(B pea. noctaHoBneHus MuHiocta ot 30.08.2022 N 113)

151. TunoBble U NpMMepHbIE HOMEHKNATYpbl Aen paspabatbiBatotcsa cnyxbammu JOY opraHoB ynpaBneHus
(BbILLECTOSALLNX OpraHM3auuii), NOABEAOMCTBEHHAs CETb KOTOPLIX BKIOYAET psif OOQHOPOLHbIX OpraHvu3auni.

TvnoBble M NpuUMepHble HOMEHKNaTypbl Aen, padpabaTbiBaemble rocygapCTBEHHbIMWM OpraHamu, WHbIMU
rocygapCTBEHHbIMU OpraHM3aumsamun, nogvvMHeHHsiMn NpaButenbcTBy Pecnybnukn Benapycb, yTBepxaaroTca ux
pykoBoauTenamMu nocrie cornacoBaHus ¢ LIOK cooTBeTcTBylOWEro opraHa ynpaBneHusa (opraHvsauun) u
rocygapCTBeHHbIM OpraHoM B chepe apxXuBHOTO Aerna v Aernonpon3BoacTBa.

(B pea. noctaHoBneHmn Mutiocta ot 27.01.2012 N 18, ot 30.08.2022 N 113)

TunoBble W nNpuUMepHble HOMEHKNAaTypbl Aen, paspabaTbiBaeMble OpraHv3auuamu, SIBRSHOWUMUCS
WCTOYHMKaAMM  KOMMIIEKTOBAHUSI FOCYOAApCTBEHHbLIX apXMBOB, YTBEPXOAKTCS WX PYKOBOAUTENsSIMU  rocne
cornacoBaHus ¢ LUOK aTux opraHusauuii 1 cOOTBETCTBYHOLLUMK rOCYJapCTBEHHBIMY apXMBaMMm.

TyvnoBble U NPUMEpPHbIE HOMEHKNATYpPbLI Aen, pa3pabaTbiBaeMble MHbIMW OpraHM3auusiMy, yTBEpXKAaTCa X
pykoBoauTensamMu nocne cornacosaHus ¢ LISK aTux opraHnsaumi.

151-1. HomeHknatypa gen opraHusauuu COCTaBMSETCH B KaKOOW OpraHu3auun He3aBMCMMO OT Hamnu4us
TUMOBOW UM NPUMEPHON HOMEHKaTYypbl Aen.



I'Ipvl NCMosnb30BaHMM TUMOBOW WUNK I'Ipl/lMepHOVI HOMEHKINaTypbl gen B HOMEHKNnaTtypy Aen opraHusauum
nepeHoCcATCcA npeayCcCMoTpeHHble MK 3aroJfioBKM e, KOTOpble npeanonaraetcd 3aBeCTtu B Aenonpomn3BoncTtBe
opraHusauunu.

Mpu ncnonb3oBaHMM TUMOBOW HOMEHKNATYPbI e 3arofloBOK KaXJoro gena nepeHocuTcs N3 Hee NONTHOCTbLIO
N MOXET TOSbKO KOHKPETM3NPOBATLCH C y4eTOM crneumndumkn dhopMmnpoBaHms Aen B JaHHOW opraHn3aumm.

I'IpM ncnosb3oBaHn I'IpVIMGpHOVI HOMEHKNnaTypbl Agejli no OoAHOMY €€ 3arojioBKky B HOMEHKIaTtype aAern
opraHunsauunm MoxeTt ObITb npenycMoTpeHO HECKOJIbKO 3aroJioBKOB €1, a 3aroyioBku eyl ¢ oAnHakoBbIMU CPOKaMu
XpaHeHWuA, BKIMKOYEHHbIE B NMPUMEPHYIKO HOMEHKNaTypy gen, MoryTt ObITb 06 beAMHEHDBI N BKITHOYEHLI B HOMEHKNnaTypy
aen opraHn3aunn Kak ogunH 3aroJioBok.

Cpokun xpaHeHus gen, npefyCMOTPEHHbIe TUMOBOW UMW MPUMEPHOW HOMEHKNATYpon Oern, NepeHOCATCs B
HOMEHKNaTypy Aen opraHnsaummn 6e3 n3aMeHeHun, ecnyv MHoe He YCTaHOBMEHO akTaMu 3aKkoOHOA4aTenbCTBa.
(n. 151-1 BBeaeH noctaHosreHnem MuHiocta ot 30.08.2022 N 113)

152. HomeHknaTtypa gen coctaBnsaeTcs B KaX4on opraHnsauun. HomeHknatypbl 4en cocTaBnsAnTCcs Ha aena
BCel opraHusaumu (ganee - cBogHas HOMeHKNaTypa 4en) U KaX4oro CTPYKTYPHOro noapasgeneHust.

153. CBoagHasA HomeHknaTypa gen coctaensetcs crnyxbon JOY Ha ocHOBe HOMeHKNaTyp Aen CTPYKTYPHbIX
nogpasaeneHuii no popme cornacHo npunoxexuto 10.

CBogHasi HOMEHKMaTypa [efl COCTaBNsieTCs eXerogHo, noAanucbiBaeTcss pykoBoauTtenem cryxobl OOY
(nmuom, oTBeTcTBEHHbIM 3a [OOY), cornacoBbliBaeTcs C 3aBedyloLMM apxXvMBOM OpraHusaumu  (nnuom,
OTBETCTBEHHbIM 3a apxvB), IKCNepTHOW Komuccuen (manee - OK) wnm LOK opraHusaumm u yTBeEpxaaeTcs
pykoBoauTenieM opraHusauum oo 1 sHBapsi roga, Ha KOTopblii COCTaBreHa.

154. CBogHasd HOMeEHKnaTypa Aen MOAMeXWT COCTaBMEHUI0 Ha TeKylwuhd rod nNpu CO34aHWM HOBOW
opraHuMsauun, a TaKke NepecoCTaBMeHWio MNpu peopraHn3auuv, MoBMeKWeW 3HaYNTeNbHble W3MEHEeHUs B
CTPYKType opraHv3auuu.

155. CsogHble HOMeEHKnaTypbl [en OopraHu3auui, SBNSAIOWMXCA UCTOYHWKaMW  KOMMEKTOBaHMS
rocygapCTBEHHbIX apXuBOB, COrMMacoBbIBAOTCA C COOTBETCTBYIOWMMM [OCYAapPCTBEHHbIMW  apXuBamu U
CTPYKTYPHbIMW MogpasgeneHnsiMM no apxvBaMm W Oenonpou3BoactBy obnactHbeiX (MWHCKOro ropofckoro)
NCMOMHUTENbHBIX KOMUTETOB OAWMH pa3 B MATb NEeT WU nocfe 3HavuMTenbHbIX W3MEHEHWA B CTPYKType
opraHm3aumm He3aB1CUMO OT CPOKa NpeablayLLero cornacoBaHus.

(B pea. noctaHoBneHun MuHiocta ot 27.01.2012 N 18, o1 10.12.2014 N 240, ot 13.03.2019 N 39)

CBogHble HOMEHKNATYpbl AeN WHbIX opraHusaumii cornacoBbiBaloTcs ¢ LIOK BbilLecToAWMX opraHv3aumii
OOVH pa3 B MSATb NeT WK MNocre 3HauYUTeNbHbIX U3MEHEHUIA B CTPYKTYpe OpraHvM3auuvM He3aBWCUMMO OT Cpoka
npeablayLLero cornacoBaHusl.

156. CBogHble HOMEHKNnaTypbl Aen opransauMﬂ, ABNAOWNXCA UCTOYHMKAMU  KOMMJ1IEKTOBaHUA
rocygapCTBeHHbIX apxXuBOB UIIM UMEKLLMX BbILLIECTOALLYHO OpraHun3aumnio, COCTaBIIAKTCA B TpeX 3K3eMMidpax.
CBogHble HOMEHKNaTypbl Aesn UHbIX OpFaHI/I3aLI,I/Il7I COCTaBJIAKTCA B ABYX 3K3eMnndapax.

MepBbIn 3K3eMNNAP HOMEHKNaTypbl Aen xpaHuTcsa B cnyxbe JOY (y nuua, otBeTcTBEHHOro 3a [1OY), BTopon
nepegaeTtcs B apxvB OpraHu3auuy B KayecTBe Y4YETHOro AOKyYMeHTa, TpeTuh - B roCygapCTBEHHbIN apXuB,
WCTOYHMKOM KOMMIIEKTOBaHNS KOTOPOro ABMsieTca opraHusauums, wnn B LISK BbllwecTodAwen opraHusaumn ans
cornacoBaHusi B COOTBETCTBUM € TpeboBaHnammu nyHkTa 155 HacToswen NHCTpykumm.

157. Tllocne yTBEPXOEHUA CBOAHON HOMEHKnaTypbl Aefl U3 Hee [enarTCA BbIMUCKM NOo pasgenam.
3aBepeHHbIe B yCTaHOBJIEHHOM nopsaake BbINMUCKU nepenarTCcA B CTPYKTYPHbIE nogpasaeneHnda opraHn3aumm ansa
Mcnonb3oBaHuA nNpu (bOpMI/IpOBaHMVI nydete gen, 3aBoAnMMbIX B 3TUX CTPYKTYPHbIX NoApa3aeneHndax.

158. HomeHknaTypbl gen CTPYKTYPHbIX noapasfaeneHuii CocTaBnsaioTcs no hopMe COrnacHo MpPUoXeHUo
11.

HomeHknaTypa gen CTpyKTypHOro noAapasfgenieHus CornacoBbiBAaeTCA 3aBeyloLMM apXMBOM OpraHu3aumm
(nuuom, oTBeTCTBEHHbIM 3a apxuB), 3K aTOro noapasgeneHuss (MpuM ee HanuMuum) U MNOANUChbIBaeTCH
pyKOBOAMTENEM MOAPa3aereHus.



159. MNpu Hannuuu B opraHu3auum 0BLLEeCTBEHHOW opraHu3auuu (npodeccuoHansHOro cowsa u ap.) ee
HOMeHKNnatypa Aen cocTtaBnsdetca no Qopme, YCTaHOBMEHHOW Ans HOMEHKNaTtyp Aen  CTPYKTYPHbIX
nogpasgeneHni. [JokymeHTbl OOLLECTBEHHOW OpraHuM3auuMm BKIOYAOTCA B CBOAHYH HOMEHKRatypy [Aen
CaMOCTOSITENbHbIM pPa3aernom.

160. lMpu cocTtaBneHMM HOMEHKNaTypbl Aen WMCMNOMb3YyTCHA YCTaB oOpraHm3aumm (NOMNOXeHWe O Hen),
MONMOXEHNS O CTPYKTYPHbIX MOApasAeneHnsx, WTaTHoe pacnucaHue, nnaHbl U oT4eTbl 0 paboTe opraHmsaumun u
CTPYKTYPHbIX MoApasfeneHnin, WMHCTPYKUMS Mo Oenonpou3BOACTBY OpraHusauuu, OOMKHOCTHbIE WHCTPYKUUK
paboTHWKaM, TUMOBblE W NPUMEPHbIE HOMEHKNaTypbl [Aen, HOMEHKNaTypbl Aen 3a npeabigylwme rogpl,
perncTpaumoHHble OOpMbl, CMpPaBOYHbLIE KapTOTEKU, MEepeyYHU AOKYMEHTOB C YKa3aHWEM CPOKOB XPaHEHUS.
MayyaloTca coctas, KONMUMYECTBO M codepxaHue OOKYMEHTOB M Aen, obpasylowmxcs B npouecce AeATerNbHOCTU
opraHusaumm.

(B pea. noctaHoBneHnst Muntocta ot 30.08.2022 N 113)

161. B HOMeHknaTypy Aen BKMYarTca Aena noCTosHHOro, BpemeHHoro (cBbiwe 10 neT) n BpemeHHoro (4o
10 neT) XxpaHeHus, B TOM YNCNE yY4ETHO-PErMcTPaunoHHbIE POPMbI (3)KypHarbl, KHAMM) U CNPaBOYHbIE KapTOTEKN.
(B pea. noctaHoBneHmsa MuHiocta ot 30.08.2022 N 113)

B HomMeHKknaTypy Oen Takke BKMovalTcs Aena, obpasyrowmnecs B 4eSATENBHOCTU BPEMEHHO AENCTBYHOLLNMX
KonnervasnbHbIX OpraHoB (KOMUCCWIA, COBETOB M T.M.) 1 0BLLECTBEHHbLIX OpraHM3aLuii.
(B pea. noctaHoBneHms MuHiocta ot 30.08.2022 N 113)

B HOMeHKknaTypy gen He Bkno4valTcs HaumoHanbHbIM peecTp npaBoBbix akToB PecnyGnuvku Benapycb n
apyrve c6opHUKM HOPMaTUBHbBIX NPABOBbLIX aKTOB, BCNOMOraTerbHble AOKYMEHTbI (MevaTHble nagaHus (6poLwutopsl,
CNPaBOYHUKM, MH(OPMALMOHHbIE NUCTKW, OlonneTeHw, pedepaTuBHbIE XypHanbl U Tak danee), ykasatenu u
Apyroe).

(yacTb TpeTbs n. 161 B peq. noctaHoBneHus MuHiocta ot 30.08.2022 N 113)

162. CTpPYKTYpHbIMU 3neMeHTaMuM HOMEHKNaTypbl Aen ABMSIOTCA pas3genbl, KOTopble MOryT AeNUTbCS Ha
nogpasaensi.

HasBaHusmu pasgenoB (nogpasgenoB) HOMEHKNaTypbl e SABMATCA HavMEHOBAHUSA  CTPYKTYPHbIX
nogpasgeneHunii opraHusaumu u (Mnu) ynpasneHyeckme yHKLUM MU HanpaBneHnsa AeaTeNbHOCTU OpraHu3auuu.
(n. 162 B pea. noctaHoBneHnsa MuHiocta ot 30.08.2022 N 113)

163. CBogHas HOMeHKNaTypa Aen CocTaBnsaeTCcs, Kak MpPaBumo, No CTPYKTYPHOMY MpUHUMNY (B COOTBETCTBUU
C YTBEPXOEHHOMW © OTPaXeHHOW B  LWITATHOM pacnucaHuM CTPYKTypoW  opraHu3auuu) unm  no
CTPYKTYPHO-DYHKLMOHANBHOMY NpUHUMNY (B COOTBETCTBMM CO LUTATHbIM pacnucaHueM, ynpaBreHYecKuMu
PYHKUMAMU U HANPaBNEHUSIMU AeATENbHOCTU OpraHM3aumn).

HassaHnsimu pasfgenos (nop,paa/:l,enos) CBOAHON HOMEHKInaTypbl Aern, HOCTpoeHHOVI Nno CTPYKTYPHOMY
npuHUUny, ABNAKTCA HaMMeHOBaHUA CTPYKTYPHbIX nop,pasp,eneHMPl opraHusauun.

Hanpumep:

1. O6wun otoen

2. OToen 3KOHOMMYECKOro NPOrHO3MpoBaHUS
3. Npoun3BOACTBEHHO-TEXHUYECKNIA OTAEN

4. OToen KanutanbHOro CTpoMTenbCTBa

5. Otgen oxpaHbl Tpyaa

6. Cnyx6a rmaBHOro MexaHuka n aHepreTuka
7. OTOen TeXHMYECKOro KOHTPOns

8. ®uHaHcoBbIM oTAEN

9. Byxrantepus



10. Otpen opraHu3auuun Tpyaa u 3apabotHomn nnatbl

11. Otaen kagpos

12. Otpen maTepmanbHO-TEXHUYECKOro obecneyeHus n cbbita npoayKumm
13. KOpuguyecknin otgen

14 - 20. Lexa

21 - 25. NNabopaTtopumn

26. Apxus

27. MNMpodheccnoHanbHbI CO03.

HasBaHusmn  pasgenoB  (nogpasgenoB)  CBOOHOW HOMeHKnaTypbl  den, NOCTPOEHHOM no
CTPYKTYPHO-(PYHKLMOHANbHOMY NPUHLMMY, SBMSIOTCS HaUMEHOBaHUSA CTPYKTYPHbIX NogpasgeneHvii opraHMsaumm
1 ynpaBneH4eckue OyHKUMM U HanpaeneHns OeSTEeNbHOCTU OpraHn3auum.

Hanpuwmep:

1. PykoBoacTteo

. OpranunsaumoHHo-MmeToamn4veckasi paborta
. CnopTtuBHO-maccoBas paboTta

. TpeHepckuin coset

. byxrantepus

. OT1pen kagpos

. ApxnB

o N o 0~ W DN

. MpodeccroHarbHbIN Coto3.

B GeccTpyKTypHbIX OpraHM3auusix, a Takke B OpraHM3auusix C 4acTo MEHSIIOWENCS CTPYKTypoWn
HOMEHKnaTypa [fen COCTaBnsieTcss Mo (PyHKUMOHaNbHOMY MPUHLUMMY (B COOTBETCTBUM C yMpaBrieHYeCcKuMU
hYHKUMAMKU 1 HanpaBneHUsMU OesiTENbHOCTU opraHusauuun). HassaHuamu pasgenos (NoapasgenoB) CBOAHOM
HOMEHKaTypbl [er, NOCTPOEHHOW MO (OYHKLUMOHANbHOMY MPUHLUMNY, ABMASOTCS yrnpaBreH4Yeckue yHKLUN Unu
HanpaBneHus AesiTEeNbHOCTU OpraH13aLum.

Hanpuwmep:

1. PykoBogcTteo

. MnanupoBaHue

. MpounsBoacTBeHHasn AeATENBHOCTb
. DMHaHcMpoBaHue

. Y4YyeT 1 OTYETHOCTb

o> o0 AW N

. PaboTa ¢ kagpamun

7. PaboTta apxuBa.

HeszaBucumo OT npuHUMNA MOCTPOEHUA CBOAHOM HOMEHKNaTypbl Aen U YTBEPXKAEHHOW CTPYKTYpbl
opraHusaumy B NepBLIN pasgen BkhyaTesa gena cnyxosl [JOY.



HavmeHOBaHWsI BpeMEeHHO [OEeNCTBYIOLWMX KoMnernanbHbIX OpraHoB W OGLLECTBEHHbIX OpraHu3auun B
nopsiike 3Ha4YMMOCTM YKa3bIBalOTCS B KOHLE HOMEHKNAaTypbl AEN B KAYECTBE CaMOCTOATENbHbIX Pa3aeros.
(n. 163 B pea. noctaHoBnenunsa MuHiocta ot 30.08.2022 N 113)

164. CBoaHast HoMeHknaTypa gen ogopmnseTcs Ha obliem 6naHke opraHusauum NnNn YUCToOM nucte Gymaru
¢opmaTa A4.

165. N'padhbl HOMeHKNaTypbl AeN 3anoSIHAKTCA B COOTBETCTBUN C YCTAHOBEHHOM DOPMOM:

165.1. B rpadpe 1 HOMeHKNaTypbl Oen ykasblBaloTCs MHAEKCbl Aen. VIHgekc gerna cocTOUT U3 YCIOBHOrO
0bo3HaveHusa (uHagekca) pasgena (mogpasgena) HOMEHKNaTypbl AeNn U MOPsSiAKOBOro HoMepa Aderna B npegenax
OaHHOro pasgena (nogpasgena).

Hanpumep:

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

Mpn HeOBXOAMMOCTI COCTaBHbIE YacTW MHAEKCA MOTYT AOMONHATLCA undpon "0".
Hanpuwmep:

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

B cBogHou HOMEHKNnaType Agen ogHopoaHbIM AenaMm, BKIKOYEHHbIM B pas3finyHble pa3fernbl (no,u,pasp,enbl),
npmuceBanBardTCA OQNHAKOBbIE 3aroJyioBKU.

Hanpumep:
1-5 lMNpukasbl AUpEKTOpa UHCTUTYTa MO OCHOBHOW AEATENbHOCTU
2-5 lNpukasbl gMpeKkTopa MHCTUTYTa NO OCHOBHOW AeATensHOCTU. Konuu

3-5 lMNpukasbl gUpeKTopa UHCTUTYTa NO OCHOBHOM AeaATensHOCTU. Konuu.
(vacTb wectasa nn. 165.1 B pea. noctaHoBneHuns MuHiocta ot 30.08.2022 N 113)

[ena, B KoTopble rPpynnUpPytoTCst JOKYMEHTbI NO BOMpocam, paspellaemMbiM B TedeHue AByx W Gonee net
(nepexogsiue gena), BKIOYAOTCA B HOMEHKNATYpPY Aen cneayoLwero roga nog Tem e MHAEeKCOM.

B koHue kaxpgoro pasgena (no,u,pa3,qena) HOMEHKIaTypbl Aen npeaycMatpmuBaroTCA pe3epBHble UHOEKCDI
Aana He3annaHMpoBaHHbIX Aerl, 3aBOAMMbIX B TEYEHUE roga,

165.2. B rpade 2 HOMEHKNATYpbl 4eN YKa3blBalTCs Ha3BaHMs pasgenos (Nogpasaenos) U 3aronoBku Aen.

3aronoBok Aena gOMmKeH COOTBETCTBOBaATb CoAepXaHno 1 CoCTaBy BKIKOYaeMblX B HEro JOKYMEHTOB, ObITb
KPaTKnUM, KOHKPETHbIM U OOCTYMNMHbIM A4 BOCNPUATUA.

B cocTaB 3aronoBka BKkIO4YalTCs ykasaHWe pofa 3aBOAMMOro Aerna (OOKyMEeHTbl, nepenvcka, Aero) wunu
Pa3HOBUOHOCTU OOKYMEHTOB (MpWKasbl, MPOTOKOSIbI, MiaHbl, OTYETHI, aKTbl U Ap.) U Ha3BaHWe TeMbl (COAepKaHue)
aena.

B 3aronoBku onpegeneHHbiX KaTeropuit Aen AononHUTENbHO BKIOYaoTCS:
yKkasaHvue aBTopa [OOKYMEHTOB (MOfHOe, COKpalleHHOe WNM BUAOBOE HaMMEHOBaHWe opraHusauuu,

CTPYKTYPHOrO NogpasfernieHnst unu HamMmeHoBaHe AOJPKHOCTM Nnua, U3gaBLuero JOKYMEHT);
(8 pea. noctaHoBneHus Muntocta ot 30.08.2022 N 113)

Hanpuwmep:
Mpurka3sbl AMPEKTOpa MHCTUTYTa NO OCHOBHOW AEATENTbHOCTU

yKasaHue agpecaTa Uin KOppecrnoHAeHTa JOKYMEHTOB;



Hanpumep:

Mepenucka ¢ MuHnctepcTeom toctuumm Pecny6nvku Benapycb o npoBeaeHnn ob6s3aTenbHON ropuanyecKomn
3KCMepTM3bl HOPMATMBHbIX NPABOBbLIX AKTOB

reorpagpuyeckoe HasBaHMEe HaCeNeHHOro MyHKTa WNnuM TeppuTOpuM, C KOTOPOW CBA3aHO coaepkaHue
[IOKYMEHTOB [ena;

Hanpumep:

OTt4yeTbl cpepHux wkon bopucosckoro, [3epxuHckoro u Kpynckoro parioHoB MwuHckol obnactm o6
y4yebHo-meToan4veckon paboTe

AaTbl (nepnoa), K KOTOPbIM OTHOCUTCS CoaepXaHne JOKYMEHTOB Aena;
Hanpwuwmep:

OT4eTbl rocygapCTBEHHbIX apXMBOB O KOMIMMEKTOBAHMU OOKYMEHTaMM JIMYHOro npouvcxoxaeHus B 2001 -
2006 rr.

yKkasaHue Ha KOMUMHOCTb JAOKYMEHTOB, BKIIOYEHHbIX B AEO.
Hanpuwmep:

Mpuka3sbl AMpeKkTopa MHCTUTYTa NO OCHOBHOM AesaTenbHocTu. Konun
TepMuH "[JOKyMeHTbI" MCNONb3yeTCs B 3arofoBKe:

npu rpynnupoBke B [eno pasfuyHbiX BWMAOB [OOKYMEHTOB MO OAHOMY BOMPOCY, HE CBA3aHHbIX
nocrieoBaTeNlbHOCTbLIO Aenonpom3BoacTBa. B KoHUe 3aronoBka B ckobKkax yka3blBalOTCst ABA-TPY OCHOBHbIX BMAA
[OKYMEHTOB, BKIMOYEHHbIX B 4€N0;

Hanpumep:
[OKyMEeHTbl O CTPOUTENBLCTBE CNOPTUBHOIO KOMMNekca ((PUHaHCOBLIN OTYET, CMEThI, CrpaBKu 1 Ap.)

npu obbegMHeHUW B OOHOM [ene [OKYMEHTOB-MPUMOXEHWA K KakoMy-nnmbo [OKYMEHTY wunu rpynne
[OKYMEHTOB.

Hanpumep:
[okymeHTbl K MpoTOoKONam 3acefaHun konnernn mumHuctepctea 3a 2007 roa

TepMuH "Oeno" mucnonb3yeTcs B 3arofioBke npv obbeguHeEHUN B Aene pasfvyHbIX BUOOB OOKYMEHTOB MO
O[HOMY BOMNPOCY, CBSA3aHHbIX NOCMNEA0BATENbHOCTBLIO €0 PELLEHUS.

Hanpumep:
Heno o paccMmoTpeHun xanobwbl VisaHosa ..
TepMuH "[deno" ynotpebnserca B Ha3BaHUAX JTUYHbIX, CyAeOHbIX, apbuTpaxHbIX gen.

B s3aronoBkax gen C Mepenuckoi ykasblBalTCA KOPPECMOHOEHT MM KOPPECNOHAEHTH, ecrnu nepenuncka
BEAETCH C OAHMM, ABYMS WM TpeMsl KOPPEecrnoHAeHTaMu, W codepxaHue Bompoca, Mo KOTOPOMY BeaeTcs
nepenucka.

Hanpumep:

Mepenucka ¢ MwuHUCTepCTBOM 3apaBooxpaHeHusi Pecnybnuku Benapycb, TOproBo-npon3BoACTBEHHLIM
pecnybnvMkaHCKUM yHUTapHbIM npeanpuatuem "bendapmauma” o noctaBke NekapCTBEHHbIX CPeacTB



Ecnu nepenncka Begetcsa ¢ 6onee 4Yem TpeMsi O4HOPOAHBLIMU KOPPECMNOHAEHTAMMN, OHWU MOTYT ObiTb Ha3BaHbI
B 3arorioBke 006006LLEeHHO.

Hanpuwmep:

Mepenncka € WCNOMHUTENBbHLIMU KOMUTETaMK obrnacten u r. MuHcka O pacnpegeneHnunm Monoabix
cneunanucToB

Ecnn nepenucka BegeTcs c Gonee 4YeM Tpemsi pasHOPOAHbLIMW KOPPECMOHAEHTaMW, WX HasBaHusA B
3arorioBKke, Kak NpaBumno, He yKasblBaloTcs.

Hanpumep:
lMepenucka o 3akrnoYeHM AOrOBOPOB HA NOCTaBKYy MaTepmarnoB U KOMMMEKTYOLNX

B 3aronoBkax, cogepXawmx MMaHOBYK UMM OTHETHYK [OKYMEHTauMIo, yKasbiBalOTCA 4MCMO, Mecsl,
KBapTan, rog, Ha (3a) KOTOpbIi COCTaBMEHbI JOKYMEHTHI.

Hanpuwmep:
MnaHbl paboTbl CTPYKTYPHLIX NogpasaeneHun nHetutyTa Ha IV k. 2007 T.
KBapTanbHble 0T4eThl 0 paboTe CTPYKTYpHbIX NogpasaeneHun nHctutyTa 3a 2007 rog

He ponyckaeTcsa wncnonb3oBaTb B KayecTBE 3arofioBKOB (DOPMYJSIMPOBKKW, He OTpaxarolime CcocTaB U
copepXaHue [OOKYMEHTOB, BKMOYEHHbIX B geno ("Martepuwanel”, "[okymeHTanbHble matepuansl”, "PasHble
OokyMeHThI", "®uHaHcoBble AoKyMeHThI", "ObLwasn nepenucka” un T.M.), U onpegeneHus, B KOTOPbIX BUA OOKYMEHTA
3ameHeH gencteuem ("VMiccnegosanue ...", "PaccmoTpenue ...", "ObecneyeHme ..." n 1.4.).

B npouecce hopmupoBaHmsa gen 3aronoBkn MOTyT YTOYHATLCS.

3aronoBku B pasgenax (no,u,pasp,enax) HOMEHKINaTypbl Aen CMCteMmaTtu3npyrTcd no rpynnam B 3aBUCUMOCTU
OT 3HAQ4YMMOCTUN N B3aNMMOCBA3N e B cneaytouem nopanke:

HOpMaTuBHbIE MpaBOBble akThbl (AekpeThl, ykasbl [pe3ngeHta Pecnybnukn benapych, 3akoHbl Pecnybnuku
Benapycb, noctaHosneHus Coseta MuHuctpos Pecnybnukn Benapyce n gp.);

yJypeauTenbHble AOKYMEHTbl OpraHusauuy (ycTaBbl, MONOXEHWUs, CBUAETENbCTBA O [OCYAapCTBEHHON
perucTpauum u ap.);

pacnopsaguTenbHble U MeToAMYeckMe AOKYMEHTbl BbILECTOSALWMNX OpraHvM3auni (MOCTaHOBNEHWS, NpUKassbl,
ykasaHusa v ap.);

pacnopsauTenbHble JOKYMEHTbI OpraHn3aLumum (npykasbl, pacnopsikeHust u ap.);
OpraHM3aUMOHHbIE OKYMEHTbI (LUTaTHbIE pacnMcaHusl, NOMOXEHUS, UHCTPYKLMK, NpaBuna u ap.);
NPOTOKOSbI;

nnaHbl;

OTYETHI;

[LOroBOpbI;

CNpPaBOYHO-MHPOPMALMOHHBIE JOKYMEHTbI (aKTbl, CNPaBKWU, MHGOPMaLIUK, CBOOKM U Ap.);
nepenucka;

YYETHO-PEMMCTPALMOHHbIE (POPMbI.

Mopsaok cuctemaTm3aumm MHbIX 3arofIOBKOB Aen onpeaenisieTcs cCocTaBuTenemM HOMeHKNaTypbl.



CuctemaTtunsaumsa 3arofioBKoB Oen BHYTpU Kaxkgomn rpynnbl onpegenaeTcda B COOTBETCTBMM CO 3HAYNMOCTbLIO
OOKYMEHTOB U CPOKaMUN NUX XpaHeHUA: npukasbl no OCHOBHOW AE€ATENbHOCTU pacnonararoTca nepen npuka3amMmum no
JNIMYHOMY COCTaBy, rogosble MniiaHbl U OTHETHbI - Nepen KBapTalibHbIMA U MeCAYHbIMWU, Nepenncka C BbILLECTOALLNMUA
opraHunsaunamu - nepen ﬂepel’lVICKOVI C UHbIMW OpraHun3aunamMmm n 1.4.

CucrtemaTmMsaumss 3arofloBKOB OAHOPOAHbLIX Aen, CoAepXalMxX HaMMeHOBaHUSI KOPPECMOHOEHTOB WM
reorpacdouyeckne Ha3BaHusi, OCYLLECTBIISIETCS MO andasuTy;
(nn. 165.2 B pen. noctaHoBneHnst MuHiocta ot 13.03.2019 N 39)

165.3. rpacha 3 HOMeHKNnaTypbl Aen 3anofiIHAeTCs MO OKOHYaHUWM OeronpoM3BOACTBEHHOrO roga. B Hen
yKa3blBaeTCca KonmuyectBO pJen (TOMOB, 4acTel), 3aBedeHHbIX B OpraHu3auMm B TedeHue roga nog
COOTBETCTBYIOLLMM 3aroslIoBKOM;

(B pea. noctaHoBneHns Muntocta ot 30.08.2022 N 113)

165.4. B rpache 4 HOMeHKNaTypbl Aen yKasblBalOTCA CPOKU XPaHEeHWs aen, Homepa MyHKTOB COrfacHo
HOpMaTMBHbIM MPaBOBbIM aKTaM, JioKanbHbIM MPaBOBbIM akTaMm, YCTaHaBMMBAKWOWMWM MepevYeHb TUMNOBbIX
OOKYMEHTOB C YKa3aHMEM CpPOKOB XpaHeHust U (Mnv) nepeyHn OOKYMEHTOB, obpasyrolmxcs B npouecce
OeATENbHOCTU roCy4apCTBEHHbIX OPraHOB, MHbIX FOCYAAPCTBEHHbIX OPraHn3aLmn U NOAYUHEHHbIX UM (BXOOALLUX B
COCTaB, CUCTEMY) OpraHoB M (Unu) opraHu3auui, C yKa3aHWeM CpPOKOB XpaHeHus (danee - BeJOMCTBEHHble
nepeyvyHn JOKYMEHTOB C YKa3aHMEM CPOKOB XpaHEHUS), a TakKe NepeyHy JOKYMEHTOB, obpasyowmxcsa B npouecce
OEeATENbHOCTU HErocyfapCTBEHHbIX OpraHM3aumMi M MNOAYMHEHHBIX WM  (BXOOAWMX B COCTaB, CUCTEMY)
opraHu3auui, ¢ ykasaHMeM CPOKOB XpaHeHUs (Oanee - nepeyHy JOKYMEHTOB HErocyaapCTBEHHbIX OpraHu3auui ¢
yKa3aHMeM CPOKOB XpaHEHMS).

CpoKM XpaHeHWUs [OKYMEHTOB, He OTPalKEHHbIX B NepeyvHsIX AOKYMEHTOB C yKasaHWEeM CPOKOB XpaHeHus,
yKasaHHbIX B 4acTU NepBOIi HacTosALWEero nognyHkTa, onpegenstotcs LIOK (3K) opraHmsauuii no cornacoBaHuio co
CTPYKTYPHbIMU NOApasneneHnsiMM Mo apxuBaM W [Oenonpou3BOACTBY o06nacTHbix (MWHCKOro ropofckoro)
UCNONHNUTENbHBIX KOMUTETOB WUIM FOCYAapCTBEHHbIMU apxvBamu (OS1 OpraHvM3auui, SBMSOWMNXCS NCTOYHUKaMM
KOMMIIEKTOBaHMUS roCcyAapCTBEHHbIX apxnBoB), LISK BbiluecTosWmMX opraHmM3aunii (4ns UHbIX opraHu3auui).

B pesitenbHOCTU opraHusaumMm MoryT obpasoBbiBaTbCS AOKYMEHTbl BPEMEHHOMO XpaHEHMWs!, CPOK XpaHeHus
KOTOpbIX MOCre NPOoBeAEeHMs SKCNepTU3bl LIeHHOCTM MOXeT npoaneBaTtbhes. K cpoky XpaHeHust Takmx JOKYMEHTOB U
pen pobasnsetcs otmeTka "OIMK".

Hanpuwmep:
15 n. 3MK

n. 278;
(nn. 165.4 B pea. noctaHoBneHms MuHiocta ot 30.08.2022 N 113)

165.5. B rpade 5 "lpumeyaHune" NpocTaBnATCSA OTMETKM O Nepexoadlimx aenax, o HesaBedeHun gen, o
nepegave Aen B OPYryl0 OpraHM3auuio Unv CTPyKTypHOe nogpasgeneHne AN NpoaoIPKeHWs, O BbiAeneHun gen K
YHUYTOXEHMO, 00 yTpaTe pAen, O nuuax, OTBETCTBEHHbIX 3a (OopMMpOBaHME [feN, O nepejaye B apxuB
opraHusaumm gen BpemeHHoro (4o 10 neTt) xpaHeHus, 0 gatax M MHAEKcax MpPOTokonoB 3acegaHun LIOK (3K)
opraHusaumm, B COOTBETCTBUM C KOTOPbIMW YCTAHOBIIEHbl CPOKM XPAHEHWs AOKYMEHTOB, HE OTPaXKEHHbIX B
NepeyYHsax TUNOBbIX JOKYMEHTOB C YKa3aHMEM CPOKOB XpaHeHUs U (MN) BEOOMCTBEHHBIX NEPEYHAX OOKYMEHTOB C
yKasaHMEM CPOKOB XPaHEHWs, a Takke NepeyvHaX OOKYMEeHTOB HauuoHanbHOro apxmeHoro dgoHga PecnyGnumku
Benapycb, obpa3sylolmxcs B npouecce LesATENbHOCTM HEroCcyAapCTBEHHbIX OpPraHmM3auuin M NOOYMHEHHBLIX UM
(BXOQAWMX B COCTaB, CUCTEMY) OpraHu3auui, C YyKasaHWEM CpPOKOB XpaHeHusi, 06 3neKTPOHHbLIX Aenax,
copepXalmnx AOKyMeHThl B anekTpoHHoM Buae (3[), uHdopmaunoHHbix pecypcax (MP), rmbpuaHbix aenax (FO) un
ap.

(B pea. noctaHoBneHu MuHtocTta ot 27.01.2012 N 18, ot 10.12.2014 N 240, ot 13.03.2019 N 39)

166. B koHUue cBogHOM HOMeHKnaTypbl Oen nepej peksuamtoM "lMognuck” ykasblBalOTCHA Has3BaHWUA
HOPMAaTMBHbIX MPaBOBbLIX aKTOB, fOKaNbHbLIX MPAaBOBbIX aKTOB, MCMONb30BaHHbIX MpPWU OnpedesieHMM CPOKOB
XpaHeHusa gen.

(B pea. noctaHoBneHuss Muntocta ot 30.08.2022 N 113)

167. o OKOHYaHMM [OEenonpPoOM3BOACTBEHHOrO roga cnyxbon [OY opraHu3auum B KOHLE CBOAHOM
HOMEHKNaTypbl AEeNn COCTaBMSeTCA WMTOroBasi 3anucb O KaTEropusix M KONMMYECTBE 3aBEAEHHbIX Aen no dopme



cornacHo npunoxeHuto 12. WToroBble 3anmMcyM K HOMEHKNatypaM [Aen  CTPYKTYPHbIX noapasgeneHui
(obLecTBEHHOW OpraHmM3aumm) COCTaBMSKTCA MO 3TOM Xe (opMe M MOAMUCHIBAOTCH PYKOBOAUTENSMU ITUX
noapasaenexHnii (0bLLEeCTBEHHON opraHM3auun).

CsefeHusi, cogepxalimMecs B WTOTOBOW 3anvMcu CBOAHOW HOMEHKnaTypbl Aen, nepefjarnTcs B apxuB
opraHusaummn. OTmeTka "MIToroBble CBeAeHWs nepefaHbl B apxvMB opraHusauuu" nognucbiBaeTcs U gatupyetcs
nvuoM, NepeaaBLUNM CBEAEHNS.

(vacTb BTOpPas n. 167 BBegeHa nocraHoBneHnem MuHiocta ot 30.08.2022 N 113)

rMABA 11
®OPMUPOBAHUE OEN

168. dopmupoBaHvMe pfen - TpynnMpoOBKA WCMOMHEHHbIX [AOKYMEHTOB B [Jena B COOTBETCTBUM C
HOMEHKNaTypoW Aen n cucteMaTnsaums AOKYMEHTOB BHYTpUW Aer.
(B pea. noctaHoBneHnst MuntocTta ot 10.12.2014 N 240)

[okymeHTbl bopmupytoTcs B Aena paboTHMKamMK, OTBETCTBEHHbIMM 3@ OENONpou3BOACTBO B CTPYKTYPHbIX
nogpasgeneHunsax. B 6eccTpykTypHbix opraHudaumsx opMmpoBaHMe Aen OCYLLECTBRAT MMUO, BbINOMHSAWLWee
dyHKumMn cnyx6bel JOY B opraHudaumm, n paboTHWMKM, OTBETCTBEHHbIE 3a OOKYMeHTaumoHHoe obecnedyeHune
OTAENbHbIX ynpaBneH4Yecknx yHKLUA 1 HanpaBneHnn AesTeNbHOCTN OpraHmM3aumn.

(yacTb BTOpas n. 168 B pen. noctaHoBneHnss MuHiocta ot 30.08.2022 N 113)

KoHTponb 3a npaBumnbHbIM POpMMPOBaHWEM Aen B Aernonpou3BoAcTBe ocylecTensAT cnyxba OOY u
apxvB opraHusauun. MpaBunbHOCTbL OPMMPOBAHUS AeN NPOBEPSETCS NpU Nepeade Aen B apxmB opraHM3aumu u
B rOCY[JapCTBEHHbIA apXuB, €CMM OpraHu3auusi SIBNSIeTCS WCTOYHWKOM KOMMIEKTOBAHUSI rOCYAapCTBEHHOro
apxwBa.

(4yacTtb TpeTba n. 168 BBegeHa noctaHoBneHmeM MuHiocta ot 30.08.2022 N 113)

169. [JokyMeHTbl rpynnupyloTcs B Aena cornacHo oTmeTkam o6 ucnonHeHun gokymeHtoB "B geno N". lMpu
3TOM NPOBEPSIOTCA NPaBUIbHOCTE 0POPMITEHNST AOKYMEHTOB, HanvM4ue noanvcen, at, OTMETOK 06 UCNONMHEHUN U
OpYrMx HeobxoanMbIX PEKBU3UTOB AOKYMEHTOB.

170. B pena rpynnupyloTcs [OOKYMEHTbl OOHOrO [Jeronpov3BOACTBEHHOrO rofda, 3a MCKIYEHUEM
nepexoasLmx, NMYHbIX U cyaebHbIx gen.

[oKyMeHTbl MOCTOSIHHOTO, BpeMeHHoro (cBbiwe 10 neT) n BpeMeHHoro (8o 10 neT) xpaHeHus rpynnupyoTcs
B OoTAenbHble dena. [lonyckaeTcs BpeMeHHas rpynnyMpoBka B OOHOM Aefle JOKYMEHTOB C pasfMYHbIMU CPOKamu
XpaHeHusl, CBA3aHHbIX peLleHneM ogHoro Bonpoca. [1o OkOHYaHWWM Aenonpou3BOACTBEHHOrO roga Takue gena
pacopMNPOBLIBAIOTCH, a AOKYMEHTbI FPYNnNUPYOTCA B CaMOCTOATENbHbIE AeNna B 3aBWCMMOCTUM OT CPOKOB WX
XpaHeHus.
(B pea. noctaHoBneHms MuHiocta ot 30.08.2022 N 113)

B neno Bkno4vaeTca TONMbKO OOWH SK3EeMMIIApP KaXaoro OOKyMeHTa. He 0OMNMyCKaeTCda BKMW4aTb B Aena
OOKYMEHTbI, noariexatline so3Bparty, YepHoBble U ﬂ,y6]’|eTHbIe 9K3eMNnnaApbl.

MpunoxeHus opMUpyOTCS B Aena BMECTe C JOKYMEHTaMU, K KOTOPbIM OHWU OTHOCATCS. [pu 3HauuTenbLHOM
06bemMe NPUNOXEHU OHW rPYNNUPYIOTCS B OTAENbHbIE Aena.

171. Ob6bem gena He gormkeH npesblwaTb 300 nuctoB npu TonuwuHe He Gonee 40 mm. MMpu Gonbluem
ob6beMe [OOKYMEHTOB [eNno JenAaT Ha CaMoCTOATENbHble TOMa; LOKYMEHTbl KaXdoro Toma  sIBNSOTCA
NpoaoSPKeHNEM NpeabIayLLero.

(B pea. noctaHoBneHms MuHiocta ot 10.12.2014 N 240)

172. [JOKyMeHTbl B [Jefe CUCTEMATU3UPYIOTCS MO CneaylwmM MNpUMHLUUNAM WM UX  COBOKYMHOCTH:
BOMPOCHO-NOMMYECKUIN, XPOHONOMMYECKUN, andaBuUTHbIA, HYMePaLMOHHbIN 1 Ap.

PacnopsguTtenbHble OOKyMEHTbI FpynnupyTcs B Aena Mo BuMAAM W CUCTEMATM3UPYIOTCS B MOpPSAKe
BO3pacTaHusi HOMEPOB.

an/IKa3bI n pacnopsaxeHna no OCHOBHOWN ANeATeNbHOCTH, no NTMYHOMY CoCTaBy n no
aD,MI/IHI/ICTpaTI/IBHO-XO3$|I7ICTBeHHbIM BOMpocCaM rpynnmpyroTcAa B OTAENbHbIE Aela U CUCTEMaTU3INPYOTCA B NopAake
BO3pacTaHna nx HOMepoB.



(vacTb TpeTbsa n. 172 B peq. noctaHosneHus MuHiocta ot 10.12.2014 N 240)

Mpukasbl M pacnopsKeHUs No NMYHOMY COCTaBy FPYMNMPYIOTCA B OTAefbHble Aena B 3aBUCUMOCTU OT
CPOKOB WX XpaHEeHWs.
(4acTtb yeTBepTas n. 172 B pen. noctaHoBneHms MuHiocta ot 17.10.2019 N 193)

PacnopsantenbHble  OOKYMEHTbl  OnpefeneHHOW  pa3HOBWAHOCTW, peructpupyemble OTAENbHO B
COOTBETCTBMM C TpeboBaHnsMu nognyHkToB 142.3 n 142.4 nyHkta 142 Hactoswen UHCTpykumm, rpynnupyroTcsa B
oTaenbHble gena.

(B pea. noctaHoBneHnst Muniocta ot 13.03.2019 N 39)

OpraHn3aunoHHble AOKYMEeHTbl (YCTaBbl, MOMOXEHWS, WHCTPYKUMK, LUTATHble pacnucaHvs v Opyroe), Kak
npasuno, (opmMupyloTCs B OTAErNbHble dena He3aBuCMMO OT cnocoba ux ytBepxgeHus. OpraHuM3auMOHHbIe
OOKYMEHTbI, YTBEpPXAEHHble pacnopsguTenbHbIMU JOKYMEHTamu, MOryT dopmMupoBaTbCs B Aerna BMecTe C
yKa3aHHbIMW OKYMEHTaMM1 Kak NPUIOXKEHUS K HUM.

(vacTb wectada n. 172 sBegeHa noctaHosneHmem MuHiocta ot 30.08.2022 N 113)

npOTOKOJ'IbI B Aenax CUCTeMaTn3npyrTCcAa No XpOHOJ10TMn B nopsaake Bo3pactaHnA HOMEPOB.

[MpoTokonbl rpynnMpyoTCca B Aerna OTAENbHO No Bugam (Hanpumep, NpoTOKONbl 3acedaHnin aTTecTalMoHHOM
KOMMWCCWM, MPOTOKOMbI 3acefaHni 3KCMNEepPTHOM KOMUCCMM U OpYroe) U CUCTEMAaTU3MPYHOTCA MO XPOHOMOrmn B
nopsigke Bo3pacTaHus HOMEpPOB.

(yacTb BoCcbMasd n. 172 B pea. noctaHoBneHns MuHiocta ot 30.08.2022 N 113)

lMnaHbl 1 OTYETHI rPYNMNMPYIOTCA B Aerna TOro roga, K KOTOPOMY OHW OTHOCHATCSI MO CBOEMY COAEPXaHuHo,
He3aBMCMMO OT BPEMEHM UX cocTaBrneHuns. Hanpumep, nnan Ha 2006 roa, coctasneHHbin B 2005 rogy, nnm otyeT
3a 2006 rog, coctaBneHHbin B 2007 rogy, AomkHbl ObiTb OoTHeceHbl k 2006 rogy. MnaHbl, paccuynTaHHble Ha
Heckonbko net, OPMUPYIOTCA B Aena Nno HayanbHOMY rody ux AeNCTBUS; OTYETbl O BbIMOSIHEHWUM TaKMX NIaHoB
dopmMMpyloTCAa B Aerna no nocnegHemMy rogy AeNcTBms nnaxa.

Jdena ¢ nepenuckon, MOPYYEHUSAMM W OOKYMeHTamu 00 wux BbINOAHEHUM OPMUPYIOTCA MO
BOMPOCHO-IIOrMYECKOMY  MpUHLMMY, npegycMaTpuBaloWweMy pacrnosiokeHne [OKYMEHTOB B NOTMYecKoun
nocregoBaTenlbHOCTU  pelleHns Bompoca: MepBbiM  MNOMELLaeTCd WMHULMATUMBHBLIA  OOKYMEHT (3anpoc  unu
nopyyeHune), 3a HUM - OTBETHbIA JOKYMEHT.

(B pea. noctaHoBneHms MuHiocta ot 30.08.2022 N 113)

[OKyMeHTbl NMMYHOro Aena CUCTEMaTU3MPYITCA B MOPSIAKE, yCTAHOBIIEHHOM akTaMu 3aKOHOA4aTenbCTBa.
(B pea. noctaHoBneHus Muntocta ot 13.03.2019 N 39)

OOpalleHunss rpaxgaH, B TOM 4uChne WHOMBMAyaAnbHbIX MNpeanpuHUMaTrenen, u puaudeckux nuy u
OOKYMEHTbI, CBA3aHHbIE C UX PAaCCMOTPEHNEM, FPYNMMPYIOTCS B CAMOCTOATENbHbIE Aena U CUCTEMATU3MPYIOTCA B
XPOHOMOrMyeckom unu andgasutHoM nopsigke. OOpalleHus rpaxgaH, B TOM  4ucne  MHOMBUAOYanbHbIX
npeanpuvHuMaTenen, W pUaNYEeCKUX IuL, COAepXalwme npeasioKeHNa Mo  YhydleHno OesTeNbHOCTU
opraHusaumni, UWHOMBUOYanbHbIX MpPeanpuHUMAaTENen, COBEPLUEHCTBOBAHUIO MPaBOBOrO  PErynmMpoBaHus
OTHOLLEHMI B rocy4apCTBEHHON M OOLLECTBEHHOW >KU3HW, PELLUEHUI0 BOMPOCOB 3KOHOMUYECKOW, MONUTUYECKOW,
coumanbHOM W Jpyrmx cdep [eATenbHOCTM rocygapcTBa M obuwecTtBa, rpynnupyroTcss oTgenbHo. Kaxgoe
obpalleHne 1 OOKYMEHTbl, CBA3aHHbIE C €ro pacCMOTPEHMEM, COCTaBMSIOT B [efle CaMOCTOATENbHYHO Tpynmny.
MoBTOpPHbIE OOpaLLeHNst U OOKYMEHTbI, CBSI3aHHbIE C UX PACCMOTPEHMEM, CUCTEMATU3MPYIOTCH B Aene BMecTe C
npeablayLwmnmun.

(vyactb oBeHaauatas n. 172 B pen. noctaHoBneHus MuHiocta ot 24.10.2011 N 235)

JlnueBble cuyeTa rpynnupyrOTCA B CaMOCTOSTENbHbIE Aena B npegenax roga M CUCTEMaTU3MPYOTCA MO
andasuty dhamunuin.

FMABA 12
9KCMNEPTU3A LEHHOCTU AOKYMEHTOB

173. Okcneptv3a LEHHOCTU [OKYMEHTOB - 3TO OnpedeneHue UCTOPUYECKOW, Hay4yHOW, coLmarbHOW,
9KOHOMWYECKOM, MONUTUYECKOW, KyNbTYPHOW M MPaKTUYECKOW 3HAYMMOCTU [OKYMEHTOB C LIEMbI0 YCTaHOBMEHMS
CPOKOB MX XpaHeHMs 1 0TOopa Ha XpaHeHue.

(n. 173 B pea. noctaHoBnenuns MuHiocta ot 10.12.2014 N 240)



174. BkcnepTvsa LLeHHOCTM AOKYMEHTOB B OpraHu3auumu OCyLLeCTBRAseTCs NOCTOAHHO AencTaytollen OK. B
rocydapCTBEHHbIX OpraHax W MWHbIX OpraHu3auusx, UMeKLMX MOoAYMHEHHblE (BXoAslWMe B COCTaB, CUCTEMY)
OpraHbl, OpraHusaumm, co3garTcs NOCTOSAHHO AencTeyowme LIOK.

(B pea. noctaHoBneHnst Muntocta ot 27.01.2012 N 18)

LISK (OK) pericTByeT Ha OCHOBaHWM MOMOXEHUS, yTBEPXKAAEMOro pykoBoguTtenem opraHusaumu. NonoxeHus
o USK (OK) opraHusauun, aBRAOWKMXCA WUCTOYHMKAMW  KOMMMEKTOBAHUS rOCYAapCTBEHHbIX apXWUBOB,
COrnacoBbLIBAOTCS C COOTBETCTBYHOLUMMU [OCYAAapCTBEHHbIMWU apxmBamMu, WHbIX opraHm3auunm - ¢ LOK
BbILLECTOSLLMX OpraHn3aunii.

175. LUOK (3K) cospaetca B coctaBe He meHee 3 4enoek. lNpeacepatenem LIOK (3K) HasHauvaeTcs
3aMecTUTenb PYKOBOAMTENsl OpraHumsauun, yYneHamu - pykoBoguTenb cnyxObl JOY (nvuo, OoTBETCTBEHHOE 3a
OOY), 3aBefywowwmin apxmBom (NuUo, OTBETCTBEHHOE 3a apxuB) OpraHuW3auun, rMaBHbIN Oyxrantep v Apyrue
Hanbonee kBanuMdUUNPOBaHHble pPabOTHUKM opraHm3auun. B coctaB LJOK (3K) opraHmsaumu, siBnsitoLlencst
MCTOYHUKOM KOMIMIEKTOBAHUSI FOCYQApPCTBEHHOINO apxmBa, MOXET BKIOYaTbCsl pabOTHMK COOTBETCTBYHOLLETO
apxuBa. [lepcoHanbHbin coctaB LOK (3K) yTBepxagaeTca npuka3om (pacnopsbkeHnem) pykoBoaMTeNs
opraHusaumm.

176. OcHoBHbIMU pyHKUMAMKU LIOK (OK) asnsatoTcs:

npoBedeHne 9KCNepTu3bl LEHHOCTU OOKYMEHTOB W OonpefderieHne CPOKOB WX XPaHEeHWst B COOTBETCTBUM C
3aKoHOOATENbCTBOM;

(ab3ay BBegeH noctaHoBneHmem MuHiocta ot 27.01.2012 N 18; B peq. noctaHosneHns MuHiocta ot 13.03.2019 N
39)

corflacoBaHue MPOeKTOB HOMEHKNaTyp AeNl opraHv3auunM U ee CTPYKTYPHbIX NnoAapasgeneHui, TUNoBbIX U
NPUMEpPHbIX HOMEHKNaTyp Aes, UHCTPYKUUIA Mo AeNnonpou3BoACTBY, NPOEKTOB NepeyHein JOKYMEHTOB C yka3aHnem
CPOKOB XpaHeHUs!, METOANYECKMX JOKYMEHTOB MO AeNoNpou3BOACTBY;

€XXerogHblin OT60p OOKYMEHTOB Ha XpaHeHne N YHUYTOXEHUE;

cornacoBaHue onucen Aen NOCTOAHHOrO XpaHeHund, BpeEMEHHOIro (CBbILLIe 10 J'IeT) XpaHeHnd 1 no JiM4Homy
COCTaBy;,

cormnacoBaHue akTOB O BblAENEHUN K YHUUMTOXEHUIO JOKYMEHTOB M Aen, He MoAnexallmMx XpaHeHUo, aKkToB
00 OTCyTCTBMM Aen, akTOB O HEOOHapY>XeHUU aen (OKYMEHTOB), MYyTU PO3biCKa KOTOPbIX UCYEPMNaHBbI;
(8 pea. noctaHoBneHun MuHiocta ot 24.10.2011 N 235, ot 30.08.2022 N 113)

MOAroTOBKa MNPeAnoXeHuhn 06 W3MEHEHUN CpPOKOB XpaHEHUs OTAenbHbIX KaTeropum [OOKYMEHTOB,
YCTaHOBMEHHbIX BEAOMCTBEHHBbIMU MEpPeYHs MU [OKYMEHTOB C YKa3aHMeM CpPOKOB XpaHEeHWs, MnepeyHsmMu
OOKYMEHTOB HEerocyfapCTBEHHbIX OPraHu3auuin ¢ ykasaHuemM CPOKOB XPaHEHUS, U BHECEHME VX Ha pacCMOTpeHue
OpraHoB apxMBHOrO Aena u 4enonponssBoAcTBa U rocy4apCTBEHHbIX apXMBOB;

(B pea. noctaHoBneHms MuHiocta ot 30.08.2022 N 113)

OCYLLECTBMEHMe MeTOAMYECKOro pyKOBOACTBA W KOHTpONs 3a [AesaTenbHOCTblo OK  CTPYKTYPHbIX
nogpasgeneHnii  NOAYNHEHHbIX (BXOASALWMX B COCTaB, CUCTEMY) OpraHoB, OpraH13aLunii;
(B pea. noctaHoBneHus MuHiocta ot 27.01.2012 N 18)

NPUHATME PELLEHUIA NO BOMPOCaM COBEPLUEHCTBOBaHUA Aenonpou3BoacTBa U paboTbl apxmBa opraHusaumm
M NOOYMHEHHbIX (BXOOSALLMX B COCTaB, CUCTEMY) OPraHOB, OpraHM3auun.
(B pea. noctaHoBneHms MuHiocta ot 27.01.2012 N 18)

177. U3K (OK) gaBnseTca coBellaTenbHbIM OpraHoOM, peLUeHUs KOTOPOro odOpMISOTCA NPOTOKONaMMu,
yTBEpXAaeMblMu pykoBoauTenem opraHusauun. PeweHne LOK (3K) moxeT 3akpennaTbCA Takke B Mpukase
(pacnopskeHun) pykoBoaUTENS OpraHn3aumm.

(n. 177 B pea. noctaHoBneHus MuHiocta ot 30.08.2022 N 113)

178. HenocpeacTBeHHbI OTOOP [OOKYMEHTOB Ha XPaHEHWE B apxXuMB OpraHusauMuM Uu BblOeNeHue K
YHUUTOXEHWIO NPON3BOANTCS paboTHMKaMM CTPYKTYPHbIX NogpasgeneHnin opraHm3aunm, B AeATeNbHOCTU KOTOPbIX
OHU BbINK 06pa3oBaHsbI.

(8 pea. noctaHoBneHu MuntocTta ot 27.01.2012 N 18, ot 30.08.2022 N 113)



MpuHUMNBbI, KPUTEPUM M NOPSIOOK NPOBEAEHUS IKCMEPTU3bl LIEHHOCTU OOKYMEHTOB OMNPEAENSAIOTCS aKTamu
3aKoHOOaTenNbCTBA.
(B pea. noctaHoBneHnst Muntocta ot 13.03.2019 N 39)

179. MNo pesynbTaTam 3KCNEPTM3bl LEHHOCTU U OTOOPAa AOKYMEHTOB COCTaBASOTCS ONUCK AeN NOCTOSHHOrO,
BpemMeHHOoro (cebiwe 10 neT) XpaHeHWs M No NMYHOMY COCTaBy, a TaKkKe akTbl O BblAENEHNUN K YHUYTOXEHMIO
OOKYMEHTOB U Aen, He NOANeXalUunx XpaHeHuio.

(8 pea. noctaHoBneHnst Muntocta ot 24.10.2011 N 235)

rMABA 13
O®OPMNEHUE OEN

180. [ena opraHusauuy nognexat OGOPMIEHMIO MpPU UX 3aBedeHMM B Aerlonpov3BOACTBE M Mpu
NOArOTOBKE K NMepeaaye B apXvB OpraHusaumu.

OdopmneHue gen npoBoanTcs paboTHUKaMM CTPYKTYPHbIX NogpasfeneHnii, B KOTOPbIX OHN hOpMUPYIOTCA
nnn Gbinn copmMmpoBaHbl. B 6eccTpyKTypHbIX opraHnsauusax odopmrneHne Aen ocylecTBnseTcs paboTHmkamu,
OTBETCTBEHHbIMW 32 AOKyMEHTauuoHHoe obecneyeHne OoTAerbHbIX YNPaBneHYeckMX (YHKUMM U HanpasneHun
OeAaTenbHOCTN OpraHM3aunu.

OdpopmneHne gen ocyLLecTBRAETCA NO4 KOHTPOMeM 1 Npu MeToamdeckon nomowwm cnyx6el JOY n apxvsa
opraHusaumun. NpaBunbHOCTE OOpMIeHNsa Aen npoBepsieTcd Npu nepegadve Aen B apxvB OpraHusauumm v B
roCyAapCTBEHHbIN apXuB, €CNY OpraHM3aums SBNAeTCs NCTOYHNKOM KOMMIEKTOBaHMSA rocy4apCTBEHHOMO apxmBa.
(n. 180 B pea. noctaHoBneHus MuHiocta ot 30.08.2022 N 113)

181. B 3aBMCMMOCTM OT CPOKOB XpPaHEHMS NPOBOAMTCH NOSIHOE MK YacTUYHOe oopMeHne gern.

YactuyHomy odbopMreHuio noanexaT BCe fena npu Mx 3asBegeHun B genonpoussoacTtee. [lonHomy
ochopMMeHnto noanexaT gena NOCTOAHHOIO M BpemeHHOoro (cebiwe 10 neT) xpaHeHus nocre Mx 3aBepLueHus
Aenonpov3BoACTBOM.

182. YactnyHoe odopmrieHne gena npu 3aBegeHun B 4enonpousBoACTBe npefycmaTpusaeT odopmneHme
PEeKBM3NTOB OBMNOXKM Aena B COOTBETCTBUM C HOMEHKNATypow Aen. Ha o6noxke gena ykasbiBaloTCs:

HaVMeHOBaHWe BbILLECTOSILLEN OpraHn3aLmu;
HaVMeHOBaHWe opraHusauluu;

HanMeHOBaHWe CTPYKTYPHOro nogpasaerieHna unn (byHKLI,MVI (HaﬂpaBJ’IeHI/IFI D,eﬂTeJ'IbHOCTM) OopraHunsauunmn B
COOTBETCTBUU C HOMeHKﬂaTypOIZ aen;

WHOEKC Aena no HoMeHknaType Oer;
3arosloBOK Aena;
rod, B KOTOPOM 3aBOAMTCS AENO;

CpOK XpaHeHus gena (Toma, yacTn).
(B pea. noctaHoBneHuss Muntocta ot 30.08.2022 N 113)

183. lNonHoe ohopmneHne gena npegycMmaTpumBaer:
NOALUNBKY UNW nepenneT Aena;
HyMepauuio NIMCTOB B Aere;

COCTaBfeHne BHYTPEHHEN OMMCUM OOKYMEHTOB gena (B cryyasix, onpefeneHHbIX NyHKToMm 186 HacTosLien
UHCTpyKUumm);

COCTaBJieHne nnucTa-3aBeputend gena,;

ocbopMIieHNEe N YTOYHEHUE PEKBU3UTOB OGIOXKM Aena;



cuctemaTmsaumio AOKYMEHTOB [era B COOTBETCTBUM C TpeboBaHusmu rnasbl 11 HacToswen NHCTpyKLmu.

184. [ena, nognexaiwue nOfHOMY OCOPMIIEHMIO, MOALIMBAKTCA HE MeEHee 4YemM B YeTblpe Mpokona B
TBEPAY 06MOXKKY UM NepennieTarnTcs ¢ y4eTOM BO3MOXHOCTM CBOOOAHOMO YTEHUSA TEKCTa BCEX JOKYMEHTOB, AaT,
BM3 U PE30SIOUNA Ha HUX. [JOKyMeHTbI, 0hOpMITEHHbIE Ha NUcTax bymarn popmaTa A4 B anbbOMHON OpueHTaumm,
noALumBatoTca (NepenneTarTcs) 3a nesoe none u cknageiBatotcs. [pu nogrotoBke Aen K NoAwuBKe (nepennety)
mMeTannuyeckme npegmeTsl (bynasku, CKobbl, CKpenku 1 Ap.) U3 AOKYMEHTOB yAansoTCs.

[ena nOCTOSIHHOrO XpaHeHusl, COCTOSLME M3 [OKYMEHTOB, MMEIOLWMX OCOOEHHOCTU XyOO0XEeCTBEHHOro
ochopMIeHns, MaTepmanbHON OCHOBbI JAOKYMEHTa, cogepXawux B 0pOpMIIEHUN MaTepuanbHble LEHHOCTU, Unm
coctoswme n3 HedopMaTHbIX OOKYMEHTOB (Y4EepTexu, PyKONUCU W Tak Jarnee), XpaHaATcs B nankax ¢ Tpems
KnanaHamu 1 3aBA3Kkamu Uiv B KApPTOHHbIX oyTnapax (kopobkax).

(vyacTtb BTOpas n. 184 B pea. noctaHoBnennss MuHiocta ot 30.08.2022 N 113)

185. Jluctel B gene, kpome nucta-3aBepuTens Aena v NUCTOB BHYTPEHHEW ONWCU, HYMEPYIOTCA B NpaBoOM
BEpxXHeM yrny apabckumun umdppamm YepHbiM rpacuTHBIM KapaHgalom. Mcnonb3oBaHue 4YepHWU U LBETHbIX
KapaHgalwen ansg Hymepauum nucTtoB He aonyckaeTcd. JIMCTbl BHYTPEHHEN ONUCU AOKYMEHTOB AeNnla HyMepyTcs
oTAenbHo. JIMCTbI KaXaoro Toma Aena HyMepyrTcs OTAENBHO.

CnoxeHHbIW NUCT pa3BopayvMBaeTCad U HymepyeTcs B NpaBoOM BepxHem yrny. Jinct noboro dopmara,
NoALWMnTbIN 32 OA4MH KpaW, HYMepyeTcs Kak OAuWH NUCT. JINCT, CNOXEeHHbIA nononam v MOALUTBIA 3a CepeauHy,
HyMepyeTcs Kak ABa nucTa.

YepTexw, pguarpammbl, doTorpacdum W gpyrme crneumdmyeckme OOKYMEHTbl, NpeAcTaBnsioLlime
camocTosATeNbHbIV NACT B Aene, HYMepyloTcs Ha 0GOPOTHON CTOPOHE B IEBOM BEPXHEM YIITy.

JINCT ¢ Harnmyxo HakneeHHbIMM JOKyMeHTamu (poTorpacdunsiMm, Bolpeskamu, BbINUCKaMu U T.M.) HyMepyeTcs
Kak oauH nucT. [JJokyMeHTbl, NOAKNeEHHbIe OAHUM KpaeMm, HYMEepYITCS OTAENbHO.

lD,OKyMeHTI:I, KOTOpbleé HEBO3MOXHO NoALWNTb B OeS10, BKNaabiBaloTCA B KOHBEPT, KOTOprVI noawineBaeTca B
peno. BnoxeHus HYMEpPYKTCA OTAEJSIbHO OT KOHBEPTOB: BHa4Yalne HyMepyeTcda KOHBEPT, a 3arteM o4epeHbIM
HOMEPOM KaXgoe BJIOXEHNE B KOHBEPTE.

Moawwntble B Oeno [OOKYMEHTbl C COOGCTBEHHOW Hymepauumen nMCTOB (BKMOYas nevyaTtHble M3gaHust)
HymepytoTca B obwem nopsigke. CobGCTBEHHast HyMepauusi COXPaHsIeTCs, €Cn UMEIWMA ee [OKYMEHT
COCTaBnsieT OTAENbHOE AEeNO.

Mpu HanMuMM GonbLIOrO KONMYecTBa OWMOOK B HymepaLMn NIMCTOB Aeria NPOBOAUTCA UX NepeHymepauuns:
cTapbli HOMEp 3ayepKkmBaeTCs OOHOW HaKIMOHHOW 4YepToW, pPsgoOM CTaBUTCA HOBbLIM Homep nucta. Ecnm
0oBHapyXeHHbIe OLWNOKM B HYMeEpaLun HE3HAaYUTENbHbI, TO UCNONb3YHTCHA NUTEPHBLIE HOMEPA NNCTOB.

Hanpumep: 15a, 156

186. K penam, yyeT KOTOpPbIX BbI3blBA€TCA crneumdunkon AokymeHTauum (ocobo ueHHble, cyaebHbie,
CMeACTBEHHbIE, NMYHbIE Aena, Aena, copMMpPOBaHHbIE MO BUAaM U Pa3HOBUOHOCTAM OOKYMEHTOB, 3arOfioBKU
KOTOPbIX HE MOJIHOCTbH) PacKpbIBalOT KOHKPETHOE cogepkaHue AOKYMEHTOB [ena), COCTaBNAeTCS BHYTPEHHSS
OMNMCb AOKYMEHTOB Aera no oopmMe CornacHo npuroxeHuto 13.

Bo BHyTpeHHel onncy ykasbliBaloTCA NOPSAKOBbIE HOMEpa AOKYMEHTOB B Aere, AaTbl, MHOAEKChl, 3arofoBKu
OOKYMEHTOB M HOMEepa JIMCTOB, Ha KOTOPbIX PACMONOXEH KaXAbli OOKYMEeHT. Bo BHyTpeHHew onucu gen ¢
pacnopsanTenbHbIMW AOKYMEHTaMu No MYHOMY COCTaBy B Ka4eCTBe 3arofioBKa yKa3blBalOTCH NpeanucbiBaemble
OencTBus (npuem, nepesod, YBONbHEHWE U Ap.) C ykasdaHuem amunuin, COBCTBEHHbIX MMEH, OTYeCTB (ecnu
TaKOBbl€ MMEKTCA) KOHKPETHbIX paboTHMkoB. Ecnn B ogHOM pacnopsaautensHOM AOKYMEHTE MO JINYHOMY COCTaBy
COOEPXKNUTCS HECKOMbKO OEWCTBUW, KaXOoe M3 HUX OTpaKaeTCs BO BHYTPEHHEN ONWCWU MOA CaMOCTOATENbHbIM
NopsiAKoBbIM HOMepoM. Ecnm B OAHOM  pacnopsiguTenbHOM OOKYMEHTe MO  JfIMYHOMY COCTaBy OAHO
npeanucbiBaemMoe [OeWcTBMe pacrnpoCTPaHSeTCsl Ha LUMPOKMN Kpyr pabOoTHMKOB, WX damMunuu, CoOCTBEHHble
MMeHa, oTYecTBa (ecnm TakoBble MMEKTCS) BO BHYTPEHHEN ONnCK OOMYyCKaeTCHa He yKasbiBaTb.

(B pea. noctaHoBneHu MuHiocta ot 24.10.2011 N 235, o1 30.08.2022 N 113)

BHYTpeHHss onncb AOKYMEHTOB NIMYHOTO Aena CoCTaBnseTCcsl B NpoLlecce BEAEHWUsI TIMYHOIO Aena.
(B pea. noctaHoBneHnst Muntocta ot 05.03.2018 N 51)



B koHLE BHyTpeHHel onucu fernaetcs MToroBasi 3anucb, B KOTOPOMW ykasblBaeTcsa LudpaMu U MponmcChio
KONMMYECTBO BKIOYEHHbIX B AEN0 JOKYMEHTOB U KONTMYECTBO NIMCTOB BHYTPEHHEN OMNUCH.
(B pea. noctaHoBneHns Muntocta ot 10.12.2014 N 240)

BHYTpeHHAs onncbk NOANUCHIBAETCS COCTaBUTENEM C yKa3aHMeM JOMKHOCTH, pacumdpoBKM noanucu, gathbl
COCTaBMeHUs ¥ nomellaeTca B Hadane gena. Ecnv geno nogwwuto (nepenneteHo) 6e3 BHYTPEHHEW OnuCH,
COCTaBMeHHasd MO YCTAHOBMEHHOW POpPME BHYTPEHHAS ONUCb MOAKMNEMBAETCA K BHYTPEHHEN CTOPOHE OBMOXKU
aena.

NameHeHuns cocTaBa OOKYMEHTOB dena (M3bATue, BKIHOYEHNE OOKYMEHTOB, 3aMeHa MX KOMMAMU U Opyroe)
oTpaxalTcss BO BHyTpeHHen onucu B rpade "lMpumevaHne" co ccbiikamy Ha COOTBETCTBYylOWME akTbl. [pu
HeobX04MMOCTU COCTaBMNSETCA HOBAs BHYTPEHHAS OMUCH M (MnK) MTOroBasi 3anucb K BHyTpeHHeln onvcu. CTapble
BHYTPEHHSS ONUCb U UTOrOBas 3annch K HEN 3a4epPKUBAOTCH OQHOW HAKIMOHHOW YePTON, HO COXPaHAITCA B Aene.
(4acTb wectasn n. 186 B peq. nocraHoBneHuss MuHtocta ot 30.08.2022 N 113)

187. [lns y4yeTta Konm4yecTBa NUCTOB B Jene, umkcaumm OCOOEHHOCTEM KX Hymepauum u huamdeckoro
COCTOSIHUSA COCTaBMnsSIeTCs 3aBepuTernbHas Hagnucb. 3aBepuTenbHas HagnMcb COCTaBMASETCA Ha OTAENbHOM
nucrte-3aBepuTene gena no gopme cornacHo npunoxeHuto 14 n nomewaeTca B KoHUe Aena (Toma, 4Yactu). Ecrim
geno nogwwuto (nepenneteHo) 6e3 nucTa-3aBepuTensi, COCTaBMEHHBIN MO  YCTAHOBIMEHHOW dopme
NNCT-3aBepuTENb NOOKINENBAETCS 3@ BEPXHIOK YaCTb K BHYTPEHHEN CTOPOHE 06NOXKM Aena.

(B pea. noctaHoBneHms MuHiocta ot 30.08.2022 N 113)

B 3aBepuTenbHoOW Hagnucu umMdpamMy 1M NPONUCHIO YKa3bIBalOTCH KONMUYECTBO MPOHYMEPOBAHHbLIX JIUCTOB,
KONMMYEeCTBO JIMCTOB BHYTPEHHEN ONucK (Mpu ee Hanu4um), Hanuine NUTEPHbIX U NPONYLEHHLIX HOMEPOB NNCTOB,
HOMepa MWUCTOB C HaKkMeeHHbiMu doTorpapmsamm M JOKYMEHTamu (3a WUCKMIOYEHWEM JFMYHbLIX Aen), Homepa
KOHBEPTOB C BIIOXEHWAMW W KOMWYECTBO BMOXEHHbIX B HMX NUCTOB. KonvyectBO NWCTOB BHYTPEHHEN OMnuCK
yKasblBaeTCs B 3aBepuTENbHOM HaanucK nocne obLuero konMyectTsa NMCTOB Aena Yepes 3Hak "+" (nntoc).

3aBepMTeanaﬂ Haanncb noanucbiBaeTCcA coCctaBuTernemM C ykadaHuem OOJIKHOCTH, pacmmppoakm noanuncu
N OaTbl COCTaBliEeHUA.

Mpu nepeHymepauum nUCTOB B KOHUE [AeNna COCTaBMseTCs HOBas 3aBepuTenbHad Haanucb (HOBbIN
nucT-3aBepuTens fdena). Crapas 3aBepuTenbHasi HaanuCb 3ayepKkMBaeTCsd OOHOM HAKMOHHOW 4epToW, HO
coXpaHsieTcH B gere.

(4yacTtb yeTBepTas n. 187 B pen. noctaHoBneHus MuHiocta ot 30.08.2022 N 113)

188. Obnoxkun gen ocdopmnsaTcs no opme cornacHo npunoxeHuio 15. MNpu odopmneHnn obnoxkm gena
cobnogatTcs cnegyowme npasuna:

188.1. HaMMeHOBaHWe BbLILIECTOSILLENA OpraHusaunM, OpraHusaummM W CTPYKTYPHOro noapasgeneHus
yKa3bIBalOTCSA MOSNIHOCTHH B UMEHUTENbHOM nafexe. Ecnv opraHm3aums nu BblLLECTOsILan opraHu3auus uMeeT
oMunanbHO NPUHSATOE COKpaLleHHOe HaMMeHOBaHWEe, TO OHO YKasblBaeTCs Mocre MOSIHOrO HauMEHOBaHUS B
cKobKax.

Hanpumep:
MuHucTepcTBO Mo Hanoram u cbopam Pecnybnukm benapyce (MHC).

Ecrm B nepunoa (bOpMI/IpOBaHI/IFI Jena HaMMeHOBaHUS BbILLECTOSLLEN opraHusauunmn, opraHusauunm wunm
CTPYKTYpPHOro nogpasaeneHuna naMeHAnncb Uunm npu nepepade gena B Apyryro opraHunsauunio uinn CTpyKTypHOe
noapasgeneHue, npexHee HanmeHoBaHUE 3aKIl04aeTCA B CckoOKM, a BblLLE YKa3blBaeTCA HOBOE€ HanMeHoBaHue.

Hanpumep:
MuHucTepcTBO Mo Hanoram u cbopam Pecny6nukm Benapycs (MHC)
(CocypapcTBeHHbIN Hanoroebln komuteT Pecnybnukn benapychb);

188.2. MHOEKCbl M 3arofioBKM Oen Ha OONoXKax yKasbiBalOTCS B COOTBETCTBMM C HOMEHKIATYpon Aen
opraHusauuu. Npu nepecoctaBneHUM HOMEHKNATypbl Aen B TeYeHne Aenornpon3BoACTBEHHOIO roga U U3MeHeHun
MHAEKCa Aena NpexHUN MHAEKC 3aKiovaeTcs B CKOOKU, a HOBbIV YKa3biBAeTCA Had HUM;



188.3. ecnu B TedeHne 0enonpon3BOACTBEHHOIO roga chopMMpoBaHO HECKONBKO TOMOB (YacTen) gena, TO
Ha 0BnoxkKe KaXxgoro Toma (4acTu) ykasblBaeTCs ero Homep.

Hanpuwmep:
OJenoN1-2 TomN 1;

188.4. B 3aronoBkax gen ¢ pacnopsaguTenbHbIMU JOKYMEHTaMu1, NPOTOKONaMm, COCTOSLLUX N3 HECKOMbKUX
TOMOB, yKa3bIBalOTCA UX HOMepa.

Hanpumep:

Mpukasbl N 1 - 30 gupekTopa MHCTUTYTa NO OCHOBHOW OeATESNTbHOCTU.

B 3aronoBkax gen ¢ NUYHbIMW KapToYkaMu UNn NMLEBBLIMW cYeTaMK, COCTOALWMUX U3 ABYX 1 6onee TOMOB,
yKasblBaloTCsl nepBble GykBbl hamMunuin NepeBoro 1 nocnegHero paboTHMKOB, YbM MUYHBbIE KAPTOYKM UNN NULEBbLIE
cyeTa BKIHOYEHbI B TOM.

Hanpuwmep:

OenoN 3-31. Tom N 1

JInuesble cyeTa no HauncneHuio 3apaboTHon nnatel paboTHmkam npeanpuAaTysa 3a 2020 rog. A - M.

B 3aronoekax gen, cogepxaiimx Konmm AOKYMEHTOB, YKa3biBAeTCs UX KOMUNHOCTb.

Hanpuwmep:

Mpurkasbl AMpeKTopa MHCTUTYTa NO OCHOBHOW AesaTenbHocTU. Konuu.

MoAnNMHHOCTbL OKYMEHTOB [eNa B 3arofioBKE He OroOBapMBaeTCs;

188.5. Ha obnoxke Aena npoctaBngaeTcsa Aarta gena (KparHue gaTbl AOKYMEHTOB, BKITHOYEHHbIX B AE0).

[ata Ha obnoxke gena obo3HavaeTcs apabckumm uudpamu.

Hanpumep:

Hauvato: 06.01.2020

OxkoHueHo: 15.12.2020.

Haton gena (kpaHMMK gatamu gena) siBAsOTCS AaThbl CAMOro paHHero M camoro no3aHero LOKYMEHTOB,
BKIMIOYEHHbIX B Jero0.

[aTbl gen ¢ nnaHamu, oTyeTamu, WTATHLIMU pacnncaHnaMn, NMYHbIMN KapTOYKaMin yBOJTIEHHbIX pa6OTHI/IKOB,
nnueBbiMY cHETAMM BKIMKOYAKOT TOJIbKO roa.

[aToi nena, cogepalllero oauvH OOKYMEHT, ABMAeTCA OaTa 3TOro JOKYMeHTa, yKasbiBaemasi B 3arorfioBKe
aena.

Hanpuwmep:

Hoknan anpekTopa [lenapTameHTa no apxuBam 1 4enonpousBoAacTBy MuHUCTepcTBa tocTuumm Pecnybnukm
Benapycbk 0 paboTe rocynapCTBEHHbIX apXMBHbIX yupexaeHuin Pecnybnukmn Benapych 3a 2020 rog.

KpalHumMn gatamMu nNuYHOro Jdena ABNSIOTCS AaTbhl MPUKasoB (MHbIX pacnopsauTenbHbIX [OKYMEHTOB) O
npueme v yBOIIbHEHUW paBoTHUKA, Ha KOTOPOro 3aBEAEHO AENO.

Ecnu B geno BknioYeHbl AOKYMEHTbI 3a Gonee paHHWin nepuon, Yem rog oopMvMpoBaHuUs Aena, noa AaTtown
Jena pgenaetcsa otMeTka "MiMeloTca AOKYMEHThI 3a ... roa(bl)".



Ecnu geno 6bino HayaTo B 0AHOM OpraHM3aLun, a OKOHYEHO B ApYrol, Ha 0BGroXKe NPoCTaBnsAlT TpU AaTbl:
[AaTy 3aBefeHuVs [eNna B NepBoi opraHM3auum, AaTty nocTynneHns B Apyryto opraHvM3auuio U 4aTy OKoHYaHusa gena
BO BTOPOW opraHu3aumu.

Hanpumep:
Havaro: 06.01.2020
17.06.2020

OkoHueHo: 15.12.2020.

Ecnn pata gokymeHTa unu oTgenbHble ee 3neMeHTbl onpegeneHbl NnpubnuantensHo, B TOM 4uche Ha
OCHOBaHUWM aHanu3a CoAepXaHusi OOKYMEHTOB Aena, To npu oopMneHMM Ha OBGMNOoXKEe OHM 3aKnio4yalTcs B
KBagpaTHble CKOOKMN.

Hanpwuwmep:

[He paHee 21.08.2018]
nnu:

[He nosgHee 2015 r.]
nnu:

[20.08.2013];

188.6. KONNM4YECTBO NIMCTOB B Aefe BbIHOCUTCS Ha o6no>|<|<y 13 NncTa-3aBeputena gena,

188.7. cpok xpaHeHMs nepeHocUTCs Ha OBMNOXKy Aena M3 HOMEeHKNaTypbl AeN opraHu3aumm nocne CBepku
ero C nepeyHeM [JOKYMEHTOB C YyKas3aHMEM CpPOKOB XpaHeHus. Ha obnoxkax gen MNOCTOSAHHOIO XpaHeHUs
yKkasbiBaeTcs: "XpaHuTb NOCTOAHHO";

188.8. npn BHeceHun dena B ONMUCb Ha OOMOXKE Aeria MpoCTaBnseTcs apxumBHbIA Wndp (HoMep doHaa,
onucy 1 gerna no onucu);

188.9. Ha obnoxke gena, nognexallero nepegaye B rocy4apCTBEHHbIN apxuB, NpegycmaTpuBaeTcss MECTO
ANs HAMMEHOBaHWUsi COOTBETCTBYIOLLLErO rocyAapCTBEHHOro apxvea. HanmeHoBaHue rocyjapcTBEHHOrO apxuBa Ha
obnoxke opopmnseTcst B rocyaapcTBEHHOM apxuBe nocre nepegadyn-npvema gena.
(n. 188 B pea. noctaHoBneHnsa MuHiocta ot 30.08.2022 N 113)

189. ena BpemeHHoro (go 10 neT) xpaHeHus nocne 3aBepLleHns 4enonpon3BogCcTBOM OCTaKTCH YaCTUYHO
OChOPMIEHHbIMU: AOKYMEHTbl XPaHATCS B CKOpOCLUMBATEnNsX, NUCTbl HE HyMepylTcs, nepecucremaTtusauums
OOKYMEHTOB B Aefie He NPOBOAUTCH, BHYTPEHHWNE ONUCK 1 3aBepUTENbHbIE HAANMNCU HE COCTaBMAIOTCS.

(B pea. noctaHoBneHms MuHiocta ot 30.08.2022 N 113)

rMABA 14 .
COCTABJIEHUE ONMUCEN OEN

190. Onucb gen - 310 WHAOOPMALMOHHO-MOMCKOBbLIA apXMBHbIA CNPaBOYHWK, NpeacTaBnsawowWmiA cobon
CUCTEMATU3MPOBAHHbLIA MNepeYeHb 3arofioBKOB [AeNn (eAVHUL, XpaHeHus), NpefHasHavyeHHbI ANs packpbiTUst
COCTaBa U coepXXaHusi 4er, 3aKpenmeHnst X cuctemaTmsauum n yyeta.

(n. 190 B pea. noctaHoBneHnsa MuHiocta ot 30.08.2022 N 113)

191. Onucu COCTaBnNSOTCA €XEerogHo Ha Aena, 3aBeplUeHHble Aernonpou3BOACTBOM, CPOK XpaHeHus
koTopbix npeBbiwaeT 10 net. OnucK gen cocTaBnsOTCS OTAENbHO HA Aena NOCTOsIHHOro, BpeMeHHoro (cebiwe 10
neT) XpaHeHusl, No NIMYHOMY COCTaBy, Jefla CO crneumanbHOW LOKYMEHTauuen (HayyHble OT4eTbl MO Temawm,
cynebHble n cneacTBeHHble fena v T.n0.). B onvcu gen BknoyawoTcs Aena, npolwealne 3KCnepTu3y LIEHHOCTH,
chopMMpoBaHHbIE U OPOPMIEHHBbIE B YCTAHOBNEHHOM MOPSAKE.

(B pea. noctaHoBneHust Muniocta ot 30.08.2022 N 113)



Ha anekTpoHHble fena COCTaBNATCHA OTAeNbHble OMMCKU B nopsiake, YCTaHOBrEeHHOM WHCTpykumen o
nopsiake paboTbl C SNEKTPOHHLIMU AOKYMEHTaMUN B roCy4apCTBEHHbIX OpraHax, MHbIX opraHu3auusax u MNpasunamu
paboTbl C OOKYMEHTamu B 3MIEKTPOHHOM BuAE B apxmBax FOCYAApPCTBEHHbIX OPraHoOB, WHbIX OpraHv3auum,
YTBEPXXAEHHBIMU NOCTaHOBNeHMeM MuHucTepcTea toctuummn Pecnybnukmn Benapycbh ot 6 doeBpanst 2019 r. N 20.
(vyacTtb BTOpas n. 191 BBeaeHa noctaHoBneHmeM MuHtocta ot 13.03.2019 N 39)

192. Onucu pen coCTaBnsIlOTCA B CTPYKTYPHbIX nogpasgeneHnax (B 6ecCTpyKTYpHbIX opraHusauusax -
paboTHMKamMK, OTBETCTBEHHLIMW 3a COOTBETCTBYIOLLME HANpPaBfeHUs OeATEeNbHOCTU UMW BbINOSIHEHNE DYHKLNIA)
(oanee - onucu gen CTPYKTYpHbIX NOAPa3aeneHun) 1 B apxuee opraHusauum (ganee - cBogHble onucu aen).

193. B CTPYKTYpHbIX NOApa3deneHunsax onnucy gen cocTaBnsanTcsa Nod METOANYECKMM PYKOBOACTBOM apxvBa
opraHmsauumn no hopmMe CorfiacHo NpunoxexHuo 16.

194. Onncu gen CTPYKTYpHbIX nogpasaeneHnin 40mkHbl BbiTb COCTaBMeHbl U 0POPMIIEHbI B YCTAHOBIEHHOM
nopsigke He nosgHee 31 pekabpsa roga, cregyollero 3a rogomM 3aBeplueHus gen 0enonpous3BOACTBOM, U
npeacTaBneHbl B apxvMB OpraHnsaumm B TeYeHWe creayloLllero AenonpomsBoactBeHHoro roga. OTBETCTBEHHOCTb
3a CBOEBPEMEHHOE U Ka4yeCTBEHHOE COCTaBIeHME ONUCen Aen CTPYKTYPHbIX nogpasaeneHnin HecyT pyKoBOAUTENMU
3TMX noapasgeneHun (paboTHUKM, OTBETCTBEHHbIE 3a COOTBETCTBYIOLUME HaMNpaBfeHUs OEeATENbHOCTUM WMn
BbINOMHEHNE OYHKLMN).

195. MNepepn BHECEHMEM 3arofiOBKOB AeN B ONUCb NPOBEPSETCH COOTBETCTBME KONMMYECTBA Aef, BHOCUMbIX B
OMUCb, KONMUYECTBY 3aBeAEHHbIX AeNl MO HOMEHKNaType Aen opraHv3auuu, Npou3BOAUTCA MOMUCTHLIA NPOCMOTP
aen. lNpu npocMoTpe gena npoBepsieTCs COOTBETCTBME 3aronoBKa Jerna coaepXaHuio [OOKYMEHTOB B ferne,
NpaBUIbHOCTb OPOPMITEHUS W TPYNMUPOBKM [LOKYMEHTOB, BKITHOYEHHbIX B [E€r0, KayeCcTBO MOALUMBKMA WU
nepenneTta, Hymepauus IMCTOB [ena, HanuuMe 1 MpaBWUibHOCTb OMOPMIEHWUS BHYTPEHHEW onucuM Jena B
cnyyasix, onpefeneHHblX nyHKToM 186 Hactoawen WHCTpykuMn, Hanuume U npaBWIbHOCTbL OdhopmieHns
3aBeputenbHoi Haanucn. OBHapyXeHHble HapyLIEHUs] YCTAHOBIIEHHbLIX MpaBui OPMMPOBAHMSA U 0DOPMIIEHNS
Oen yCTpaHATCA B CTPYKTYPHbIX NoapasgeneHumsx.

Mpu oTCyTCTBUM AEn, YUCHISLLMXCS MO HOMEHKNaType Aer, CTPYKTYpHbIM noapasgeneHvemM npuHUMaroTcs
Mepbl Mo Knx po3bicky. OBHapy>xeHHble Aena BKNYalTes B onuck. Ecnn nouck okaszancs 6e3pesynbTaTHbIM, TO Ha
OTCYTCTBYyIOLLME Aena COCTaBMseTCd CrpaBka C U3NOXEHWEM NPUYuH Mx oTcyTcTBus. Cnpaska nognvcbiBaeTcs
pyKkoBOAWTENEM CTPYKTYPHOro nogpasaeneHus (paboTHMKOM, OTBETCTBEHHbIM 32 COOTBETCTBYIOLLEE HanpasrneHve
OeATenbHOCTU MK BbINONHEHWEe (OYHKUMIA) U NepegaeTcss BMECTe C ONUChIo Aen CTPYKTYPHOro nogpasgeneHvs B
apxvB opraHusauuu.

(B pea. noctaHoBneHuss Muntocta ot 30.08.2022 N 113)

196. Mpwu cocTaBneHun onucK gen CTPYKTYPHOro noapasaeneHns cobnogarTcsa cneayoLwime npasmna:

3arosfioBk/ e BKINH4YakTCA B ONUCb el CTPYKTYPHOro nogpasaernieHna Toro roga, B KOTOPOM OHU Obinn
Ha4YaTbl 4enonpon3socTBOM UIMTK NOCTYNUITN B OpraHn3aunio Ond npoaosiKeHna 0enonpon3BsoCcTBOM;

3arofioBKM [en, HayaTtbiX [Oenonpou3BoACTBOM B OA4HOM CTPYKTYPHOM MoOApasferieHun, a 3aTeMm
NPOAOIMPKEHHbLIX B APYrOM, BKIOYAOTCH B ONWUCb AEN TOro CTPYKTYPHOrO MoApasferieHusl, B KOTOPOM OHWU Oblnu
3aKOHYEHbI;

3aronoekuy gen c nnaHamu, oT4eTamMmn, CMeTaMn BKIKOYaKTCA B ONMUCb AeN1 CTPYKTYPHOro noapasaeneHud
TOro roga, Ha KOTOprIZ nnn 3a KOTOprI7I YKa3aHHble€ OOKYMEHTbI ObINIM COCTaBIieHbl HEe3aBUCUMO OT AaTbl WX
COCTaBIIEHUA;

3arofioBkM Aen ¢ nnaHamu, nporpaMmmamuy, paccyMTaHHbIMU Ha HECKONbKO NeT, BKMHOYATCA B ONUCb Aen
CTPYKTYPHOrO NnoApasfeneHuns no HavanbHOMY roy AeNCTBUS yKa3aHHbIX JOKYMEHTOB;

gena C WUTOroBbiMn oOT4eTaMh O BbINOJIHEHUN TaKUX MaHoB, MporpamMm BKNHO4YakTCA B OMUCb Oerl
CTPYKTYPHOro nogpasaeneHua no nocnegHemy rogy OEencTBms nnaxa, nporpamMmmbl;

3arofioBoK Kakgoro fena (Toma, 4acTv) BHOCWUTCA B OMUCb Aen CTPYKTYPHOTrO NoApasfeneHvst nog
CaMOCTOATENbHBIM NMOPAAKOBLIM HOMEPOM;

3aronoBky  aerfl BHOCATCA B ONUCb Aen  CTPYKTYPHOro nogpasgeneHuma B nocnenoBaTesibHOCTU,
yCTaHOB.I'IeHHOVI CXeMOW cuctematmsauun gen (bOHﬂ,a, KakK npasBuno, corfacHo cucrematn3auum pgen B
HOMeEHKNnaType aen;



B ONMCb pAen CTPYKTYypHOro nogpasgeneHna no Jmn4yHoOMy COCTaBy 3arofioBkM [ejql BHOCATCA U
cncTtemMmaTmnsnpyrTcda N0 HOMUHarIbHOMY NPU3HaKYy;

nopAAoK HymMmepauun gen B Oonncu aen CTpykKTypHOro nogpasgerieHund - BasioBbIN;

Fpa(bbl onucn aen CTPYKTYpHOro nopgpasgeneHuna 3anorfiHAKTCA B TOYHOM COOTBETCTBUM C  TeMU
cBeaJeHNAMU, KOTOpble BbIHECEHbI Ha O6J'IO)KKy aena;

npn BHeECEHUN B rogoBou pasgen onncn gen CTPpyKTypHOro noapasgeneHua nogpan HECKOJIbKMX Oen C
OAHOPOAHbIMU 3arofioBkamMun 3aroJjioBOK nepBoro Agesia ykas3biBaeTCA NOJIHOCTbIO, a 3aroyfioBkM nocrieayrownx gen
aonyckaeTca obo3Ha4vaTtb crioBamu "To xe", npwn 3TOM Apyrune ceegeHund o genax BHOCATCA NOJIHOCTbIO;

Hanpumep:

[okymeHTbl 0 cTpouTenbcTBe JleqoBoro geopua B r. bapaHoBuyn bpecTckon obnactu ((pMHaHCOBbLIN OTYET,
CMETbI, CpaBku 1 ap.)

To xe B r. Monoge4Ho MuHckon obnacTu;

Ha KaXJOM HOBOM fMCTE ONWCUM Aen CTPYKTYpHOro MNoApasfeneHus 3arofioBoK BOCMPOU3BOAMTCS
MOMHOCTLIO, MEPEeHOC TeKCcTa 3arofioBka Ha APYryl CTPaHWLy OMnUCKM [en CTPYKTYpHOro noapasfeneHus He
JonyckaeTcs;

npun BHECEHUWM B ONUCb [Aejé1 CTPYKTYpHOro nogpasaeneHuad Konwui OOKYMEHTOB B 3arojioBkax
COOTBETCTBYOLWUX AeNn yKa3blBaeTCA KOMUNHOCTb OOKYMEHTOB;

nepexogdawine gena, coaepxawme OOKYMeHTbl 3a HECKOJbKO JeT, BKIOYakTCA B ONUCb AeN CTPYKTYPHOro
nogpasaeneHna no rogy saBedeHus;

Mpy COCTaBIEHWM OMUCen Oen CTPYKTYPHOro nodpasferieHnss nocrneaylolmx neT, B TeYeHWe KOTOpbIX
dhopMurpoBaHune nepexoasaLumnx aen 6bino NPOAOCMKEHO, B HUX 3a NOcneaHen onucaTenbHON CTPOKOWM Kaxaoro roga
OenarTcs CCbINIKM Ha HoMepa [Aen Mo ONWUCKM Aen CTPYKTYPHOro noapasfeneHus Toro roga, B KOTOPYK 3Tu
nepexogsime gena Gbinn BKIOYEHbI;

Hanpumep:
JokymeHTbl 3@ 2020 roa cm. Takke B onncu N 3/2019 3a 2019 roa, gena N 10, 15;

rpadgpa onucu gen CTPyKTypHOro nogpasgenexus "lMpumeyaHue” ncnonb3dyeTcs Ans OTMETOK O nepepade
Jen B apxuB opraHvM3auuu, O genax, nNPUWHATbIX W3 OPYrMxX CTPYKTYPHbIX MogpasgeneHnini B TedveHue
Aernonpon3BoACTBEHHOrO roga, 06 0CoB6eHHOCTAX OU3NYECKOro COCTOAHUSA Aen U TOMY NOg06HOM.
(n. 196 B pea. noctaHoBneHus MuHiocta ot 30.08.2022 N 113)

197. Onucu pgen CTPYKTYpHbIX nogpasgeneHnin umeroT Homepa. Homep onucu COCTOUT U3 MHOEKca
CTPYKTYPHOrO NoApasferneHns N0 HOMeHKNaType Aen opraHusaumu, roga, 3a KoTopbii gena BKIIH4YatTCs B OMUCH.
K Homepy onucu gen no nuyHomy coctaBy gobaensietcss 6ykBeHHoe o6o3HaveHue "nc”, a K HoOMepy onucu fen

n_n

BpeMeHHoro (cBbilwe 10 neT) xpaHeHus - "B".
(B pea. noctaHoBneHus Muntocta ot 13.03.2019 N 39)

198. B kOHUe onucu p[en CTPYKTYpPHOro nogpasgeneHust (3a nocnegHenm onucaTenbHOW CTPOKOW)
COCTaBIndeTcqa nToroead 3anncb, B KOTOp0I7I u.mcppamm M NPONnUCbIO yKasbliBaeTCA KONMNMYEeCTBO Aerl, BKIMYEHHbIX B
onucb, NEepBbIA U NocneaHWin HoMepa Aern Mo OnucK, OroBapuBalOTCs OCOOEHHOCTM HymMepauuwu gen B Oonucu
(nTepHble 1 nponyLeHHbIE HOMepa).

199. Onucb fen CTPYKTYPHOro rnoapasfaerneHusl NoAnucbiBaeTCcsi COCTABUTENEM C yKasaHUeM LOITKHOCTM,
pacLIMGPOBKM NOANUCK M AaTbl COCTaBMEHUS], COMMacoBbIBAaETCA pykoBoguTenem crnyx6obl JOY opraHusauum, 3K
CTPYKTYPHOrO noApasaeneHus (Mpy HanuymMm) n yTBepxaaeTcs pykoBoaUTENEeM CTPYKTYPHOTO roapasaeneHms.

200. Onucy gen CTPYKTYpHbIX noapasfeneHunii COCTaBnsAlTCA B [ABYX ak3emnnspax, a npu Hanndum 9K
CTPYKTYpHOro nogpasgeneHus - B Tpex. OOuH 3K3eMnnsap OCTaeTcs B CTPYKTYpPHOM noapasaeneHnn, BTOpoWn
nepegaeTcs B apxuB BMeCTe € Aenamu, TpeTuii noALumBaeTcs K npotokony 3acegaHus K.



201. Ha obnoxkax pQen, BHECEHHbIX B OMUCb Aen CTPYKTYpPHOro nogpasaeneHunda, MArkuMm 4YepHbIM
Fpad.)VITHbIM KapaHaallomM npon3sBoanTcAa BpeMeHHasn LIJVICprBKa nen B COOTBETCTBUU C ONUCBI0 AeN CTPYKTYPHOIro
noapasgerneHund.

202. Mo onucam gen CTPYKTYPHbIX NoapasfeneHnin JOKYMEHTbl CAa0TCA B apXuB opraHusaumm. Ha ocHoBe
onucew Aen CTPYKTYPHbIX NogpasgeneHvun B apxvmBe OpraHusauum COCTaBRSIOTCH rodoBble pasfernbl CBOAHbLIX
onvcen gen.

203. MNpu Hanuuum B OpraHusaumm obLLECTBEHHOW opraHusauum (NpodpeccnoHarnbHOro cot3a 1 gp.) ee
OOKYMEHTbI BKIOYAKOTCS B OTAENbHYK ONUCb Aef, COCTaBnsieMyto no oopme, YCTaHOBEHHOW ANA onucew gen
CTPYKTYPHbIX nogpasgeneHui. [lena obLecTBEHHON opraHu3auum nepefarnTcd B apxmMB OpraHm3aumm B nopsigke,
YCTaHOBMEHHOM AN nepefayun Aen CTPYKTYPHbIX NoapasgeneHui, U BKYalTCs B rOA0OBble pasgenbl CBOOHON
onvcy gen.

rMABA 15
NEPEOAYA OEN B APXMB OPFAHU3ALIUA

204. [ena noctosiHHOro, BpemeHHoro (csbiwe 10 neT) XpaHeHWs W NO NIMYHOMY COCTaBy mnognexat
nepegave B apxuB OpraHm3auuu.

[ena [omkHbl ObITb nepegaHbl B apXmB opraHn3auun n BKIHYEHbI B CBOAHYHO OMUCb Oen (FOD,OBOVI pasgen
CBOAHOW onucu ﬂ,eﬂ) no ncteyeHnn roga, Ho He no3gHee ABYX JNeT Nnocre nx 3aBeplieHna Aenonpon3sogcTrBoM.

Mepepaya gen B apxvB OpraHu3auum OCYLLECTBNSETCA MO ONUCAM OeNn CTPYKTYPHbIX MOApasgeneHun,
COCTaBMsieMbIM B COOTBETCTBMU C TpeboBaHuAMHU rnaebl 14 HacToswen VIHCTpyKkuun.

205. [lena BpemMeHHoro (ao 10 neTt) xpaHeHUs1 B apXvMB OpraHn3aumnmn He NepearnTcs U No NCTEYEHUN CPOKOB
BPEMEHHOIO0 XpaHeHus noanexar yHudToxeHuto. [Nepenaya gen BpemeHHoro (4o 10 neT) XxpaHeHuss B apxuvB
opraHm3aumm JOMycKaeTCs B MCKNIOYMTErbHbIX Cry4Yasx Mo pelleHuo pykoBoauTens opraHu3aumu. lNepepaya
TakMx Oen B apxXuMB MOXET OCYLIEeCTBNSATbLCA MO COrMacoBaHMIO C apXvMBOM OpraHv3auuym no OnucaM unav no
HOMeHKnaType gen.

(B pea. noctaHoBneHmn Mutiocta ot 30.12.2015 N 225, ot 13.03.2019 N 39, o1 30.08.2022 N 113)

206. ena nepepaloTcs B apxvB opraHusauum no rpaduky. 'paduk coctaBnseTca 3aBeayoLlmM apXMBoMm
(NMMLOM, OTBETCTBEHHBIM 3a apxMB), COIMACOBLIBAETCS C PYKOBOAWUTENAMU CTPYKTYPHbIX NoapasgeneHvin u
yTBEPXAAeTCsA PYKOBOAMTENEM OpraHu3auum.

Mpu nepepade pen B apxvBe nNpoBepsieTCA MNpPaBUITbHOCTb (OPMUPOBaHUSA U odopMneHus paen,
COOTBETCTBME KONMMYEecTBa [erl, BHECEHHbIX B OMNUCb [ern CTPYKTYPHOro nogpasfeneHusi, KonuyecTsy [Aen,
3aBefleHHbIX B COOTBETCTBMM C HOMEHKMaTypou Aen opraHusaumn. BbisiBneHHble npu MNpoBepke HeaocTaTku
yCTpaHATCA paboTHMKaMM CTPYKTYPHbIX NoApasaerieHui.

(B pea. noctaHoBneHuss Muntocta ot 30.08.2022 N 113)

[ena nepeparoTcs B apxvB OpraHusaumm B NpucyTCTBUM paboTHMKA CTPYKTYPHOro nogpasaenerus. B obonx
3K3eMmnnsipax onucy B rpadpe NpvMevaHue Kaaoro 3arofioBka [erna MpOoCTaBMsSOTCA OTMETKM O Hanlvyun umnm
OTCYTCTBMM fen. B KoHUe kaxgoro 3k3emnnsdpa Oonucu uudpamMmm M Nponmucbi YKa3biBAKOTCA KOMMYECTBO
daKkTMYeckn NpUHATLIX B apxvB Aen, faTta npuema-nepegayn nen, HaMMeHOBaHUS [OOJDKHOCTEW, MOAMUCH,
pacwndpoBkM nognucen nuua, nepegasllero gena, u paboTHMKa apxuBa (nvua, OTBETCTBEHHOTO 3a apxuB),
npuHsiBLLErO Aena.

(B pea. noctaHoBneHust Muntocta ot 30.08.2022 N 113)

CBepeHHble € OnuChio erna noabuparTcsa 1 yBA3bIBAKOTCS B apXMBHbIE CBA3KM TonwmHon go 20 cm. [dena
yKnaabiBalOTCA MO BO3pacTaHW0 HOMEPOB B ONUCK Ha 06e CTopoHbI. [lena goctaBnsAwTca B apxmB paboTHMKamu
CTPYKTYPHbIX NoApasaeneHui.

206-1. lMNMepegavya OOKYMEHTOB B 3MEKTPOHHOM BMAE B apXvMB OpraHM3auuy OCYLLECTBASETCS B nopsiake,
ycTaHoBneHHoM [NpaBunamun paboTbl C LOKYMEHTaMu1 B 3NIEKTPOHHOM BuAe B apxuBax rocyaapCTBEHHbIX OpraHoBs,
WHbIX OpraHun3auui.

(n. 206-1 BBegeH noctaHoBneHnem MuHiocta ot 13.03.2019 N 39)

rMABA 16



YHUYTOXEHUE OOKYMEHTOB C UCTEKLLUMU CPOKAMU XPAHEHUA

207. OT6Op Aen K YHUUYTOXEHMIO OCYLLECTBRSIETCA NO pes3ynbTatamM 3KCNepTU3bl LEHHOCTU [AOKYMEHTOB
nocrie NoAroTOBKM CBOAHbLIX OMMCEW Aen MOCTOSIHHOrO, BpeMeHHoro (cbie 10 NeT) XpaHeHWs U No fM4YHOMY
cocTaBy 1 0pOPMIISIETCS aKTOM O BbIAENEHWUMN K YHUUTOXEHNIO [OKYMEHTOB M A€M, HE Noanexallnx XpaHeHuto.

(B pea. noctaHoBneHnst MuHtocTta ot 24.10.2011 N 235)

HenocpeactBeHHbI OTOOP AOKYMEHTOB K YHUUTOXEHMIO B CTPYKTYPHbIX NOApasfeneHusx OCyLLeCTBNSAOT
OTBETCTBEHHbIE 3a A4ENonpou3BoAcTBO nuua. MNpoBepKy NpaBUbHOCTU NPOU3BEAEHHOrO OTOOpa ocyLecTBnsaeT
LISK (3K) opraHmsauumn.

208. [lena Bknto4atoTCA B aKT O BblAENEHUN K YHUYTOXEHUO, ecnun yCTaHOBﬂeHHbIVI CPOK UX XpaHEHNA UCTEK
K1 AHBaApA roga, B KOTOPOM COCTaBJIEH aKT.

209. AKT O BblgeneHMM K YHUUTOXEHMIO [OOKYMEHTOB W Aefn, He nognexawux XpaHeHuo, MOXEeT
COCTaBMATbCA Kak Ha [erna BCen opraHusaumu, Tak U Ha gerna OTAENbHOro CTPYKTYpPHOro nogpasgeneHus. Ha
OOKyMeHTbl ¢ oTMeTkon "IMNK" cocTaBnaeTca OTAeNbHbIN akT.

Ecnu B aKkT 0 BblAENEHUN K YHUUTOXEHWNIO JOKYMEHTOB U Aer, HE MOANEXaLUMX XpaHEHUI0, BKMOYEHbI Aerna
HECKONbKUX CTPYKTYPHbIX NoApas3fenieHnid, TO HaMMEHOBaHME KaXKOoro CTPYKTYPHOro nogpasfaeneHus
yKasblBaeTCs nepes rpynnor 3arofloBKOB AeN 3TOro nogpasaeneHus.

(vyacTtb BTOpas n. 209 BBeaeHa noctaHoBneHveMm MuHtocta ot 30.08.2022 N 113)

210. AKT O BblOENEHUM K YHUYTOXXEHUIO JOKYMEHTOB M AEr, HEe MOANEXAaLMX XpPaHEHWUO, COCTaBNAETCA Mo
dopMe cornacHo npunoxeHuto 17. B akTe ykasbiBalOTCS:

3aroflIoBKM OTAENbHbIX AEN UMK rPYNMNoBbIE 3arofoBKM OAHOPOAHbIX AEN;
Hanpwuwmep:
MnaH paboTbl oTAeNa AokyMeHToBeAeHus Ha 2001 roa
unm
MnaHbl paboTbl CTPYKTYPHbIX NOAPA3AENEHNA MHCTUTYTa
Aarta vunv kpariHue gatbl gen;
Hanpuwmep:
2001
nnm
2001 - 2005

HOMepa HOMEHKNaTyp Aen, B KOTOpbIX ObiMX y4YTeHbl BblOENAEMble K YHUUYTOXEHWIO [ena Wnu Homepa
onucel oen BpeMeHHOro XpaHeHusl, B KOTopble Obiny BKMOYeHbl BblAensemMble K YHUUTOXEHWIO gena (ans gen co
CPOKOM XpaHeHusi 6onee 10 neT, B TOM Y1cre No NUYHOMY COCTaBy), HOMepa onucer gen NocTOAHHOrO XpaHeHus,
N3 KOTOPbIX B X0A4e UX nepepaboTku oTAenbHble Aena UNN AOKYMEHTbI BblAeNeHbl K YHUYTOXEHUIO;

WHOEKChI Aen Nno HOMeHKnaType Aen Unu Homepa Aern no onucy;
KONMUYEeCTBO Aen (Kaxablii TOM yYUTbIBaeTCS Kak oTAenbHoe Aero);

CPOKU XpaHeHUs1 Aen U HoMepa NyHKTOB MO NepPeYHio.
(B pea. noctaHoBneHust Muntocta ot 30.08.2022 N 113)

Hanpumep:

5n., n. 461



211. AKT O BblOENEHUN K YHUHYTOXEHUIO OOKYMEHTOB W Aen, He noanexawux XpaHeHuto, NoanucbiBaeTcs
NULOM, NPOBOAMBLUMM 3KCNEPTU3y LEHHOCTU [OKYMEHTOB, W paccmartpuBaetca Ha 3acegaHum LIOK (3K)
opraHu3aumm O4HOBPEMEHHO CO CBOAHbLIMU ONUCAMU AEN.

(B pea. noctaHoBneHnst MuHtocTta ot 24.10.2011 N 235)

AKT, cocTaBnsiemMbln B opraHnsaLmnm, Ssnsowencs MCTOYHUKOM KOMMNIIEKTOBaHUSA rocy4apCTBEHHOMO apxmBa,
yTBEPXAAETCA PyKOBOAUTENEM OpraHvM3aunm nocne yTBepXaeHns COOTBETCTBYIOLNM roCyAapCTBEHHbIM apXMBOM
NN CTPYKTYPHbIM MOApasdeneHneM Mo apxvBam W genonpounssoacTtsy obnactHbix (MuHCKOro ropoackoro)
NCMNOMHUTENbHBIX KOMUTETOB CBOAHON ONWUCK AEeN NOCTOSAHHOIO XpaHEeHMs U COrnacoBaHWs CBOAHOM ONUCK Aen no
NNYHOMY COCTaBY U akTa O BblAENEHUN K YHUYTOXEHNIO AOKYMEHTOB ¢ oTMeTKomn "OlNK".

(8 pea. noctaHoBneHus MuHiocta ot 27.01.2012 N 18)

AKT, COCTaBnsiemMbli B OpraHv3auuu, He SBNSKLWENCS WCTOYHMKOM KOMMIIEKTOBAHMS roCygapCTBEHHOrO
apxuBa, HO B [eATEeNbHOCTM KOTOpoW o0O6pa3yloTcsa [AOKYMEHTbl MOCTOSHHOIO XpaHeHus, YTBepXOaeTcs
pykoBoauTeneMm opraHusaumm nocne yreepxaeHus LISK BbiwecTodwen opraHudauum (Npy HanuymmM) CBOAHOM
onuncy aen NOCTOSIHHOrO XpaHeHMs 1 CornacoBaHMs CBOAHOW Onucu gen no fM4YHOMY COCTaBy M akTa O BblAeNeHun
K YHUYTOXEHUIO JOKYyMEHTOB ¢ oTmeTkon "IlMK".

AKT, cCOCTaBnsiemMbli B OpraHv3auumu, He SBNSLWENCS WCTOYHMKOM KOMIMIIEKTOBAHMS roCygapCTBEHHOrO
apxuBa, B [EeATENbHOCTU KOTOPOM He o00pasyloTcd [OOKYMEHTbl MOCTOSIHHOrO XpaHEHWUsl, YTBEPXOAEeTCs
pyKkoBoAMTENEM opraHusaummu nocne cornacosanus ¢ LIOK BeiwecTodAwen opraHnsauum (Npy Hanm4mMm) onucu gen
Mo NINYHOMY COCTaBY W aKTa O BbIAENEHUMN K YHUUTOXEHNIO JOKYMEHTOB ¢ oTMeTkon "AIK",

212. OTOGpaHHbIE K YHUHTOXEHUIO U BKIMOYEHHBbIE B aKT OKYMEHTbI NepeaatTcsl opraHnsaumsm, BearoLwmnm
3aroTOBKOW BTOPMYHOIO Chipbsi. VICNonb3oBaHWe 3TMX JOKYMEHTOB AN XO35IMCTBEHHbIX HYXA 3anpelweHo. Caava
OOKYMEHTOB 0hopMIIieTCA NPUEMO-CAATOMHON HaknagHowW. [lata caayum n HoOMep HaknagHoOW ykasbliBaloTCS B akTe.

YHUYTOXKEHMe [OKYMEHTOB, COAepXawux CBedeHWs, OTHECEHHble B YCTaHOBNEHHOM nopsgke K
rocyaapCTBEHHbIM CEeKpeTaM, KOMMEPYECKOW U (Mnv) MHOW OXPaHSEMOW 3aKOHOM TalHe, OCYLLeCTBNseTca B
COOTBETCTBMU C 3aKOHOAATENbCTBOM.

(B pea. noctaHoBneHms MuHiocta ot 13.03.2019 N 39)

rMABA 17
OMNEPATUBHOE XPAHEHME NOKYMEHTOB

213. C MOMeHTa 3aBefeHuss U OO nepefayvnm B apxvMB OpPraHunsauum WM YHUYTOXEHUS MOocre UCTeYeHUus
CPOKOB BPEMEHHOIO XpaHEHUs Aena XPaHATCS B CTPYKTYPHbIX MogpasaeneHusix (y AOMKHOCTHBIX MvL) MO MecTy
dopMMpOBaHMSI.

[ena xpaHsaTcs B paboymx KOMHaATax M (Mnu) crneuuanbHo OTBeAEeHHbIX Afs 3TOW Lenu NoMeLleHusiX B
3anMpaemblx LIKkagax, obecneynmBaroLLmMX WX MOMHYK COXPAHHOCTb, MPELOXPaHSLNX AOKYMEHTbl OT Mblfivu U
BO3ENCTBMSA CONMHEYHOro cBeTa.

214. B uenax noBblEHNS onepaTtnBHOCTM NOUCKa [OOKYMEHTOB [Aefla pacnonararTca B LIJKa(baX B
BEPTUKallbHOM MOJI0XKEHUN KOpeLllKaMn Hapyxy B COOTBETCTBUU C HOMeHKﬂaTypOVI nen. Ha KOpeLluKax obnoxek
0en ykasblBaloTCA MHOEKChI MO HOMEHKNnaType.

OneKTPOHHbIE HOCUTENM C POHOrpaMMamMu 3acedaHuin KomnnernarnbHbiX OPraHOB XPaHATCS Yy cekpeTaps
konnernanbHoro opraHa. OTMeTKM 0 gaTe 3acefaHunsi U BpEMEHW 3anucy AenatTcs Ha ynakoBKe HOCUTenen.
(vyacTtb BTOpas n. 214 B pea. noctaHoBneHuns MuHiocta ot 30.12.2015 N 225)

215. [JokyMeHTbl U gerna, Haxoaswmecs Ha ornepaTMBHOM XpaHeHUM, MOryT BbldaBaTbCHA B NOSb30BaHUE B
npegenax opraHusaumm Opyrum CTPYKTYPHbIM noapasgenieHnam opraHusaunm, CTOPOHHUMM opraHusauusm 1 B
cnyyasx, onpefesieHHbIX AeNCTBYOLMM 3aKOHO4AaTENbCTBOM, rpaXgaHaMm.

Bbigava OOKYMEeHTOB W [den B Nofib30BaHMe AOpYyroMy CTPYKTYpHOMY noapas3aenieHnio opraHusauun
npon3BoaNTCA C pa3pelleHna pykoBognuTena CTPYKTYPHOro nogpasaeneHus.

Bblgaya OOKyMEHTOB M [eNn CTOPOHHEN opraHu3auun nNpousBOAMTCS HA OCHOBaHWM MUCbMEHHOro 3anpoca
3TOW OpraHn3aLmmn 1 pe3osoLmmn pyKoBoAUTENS OopraHu3aunn.

Bbigava OOKYMEHTOB U aen rpaxgaHamM OCyLecCTBNAEeTCA B COOTBETCTBUM C 3aKOHOAATENIbCTBOM.



(8 pea. noctaHoBneHust Muniocta ot 13.03.2019 N 39)

JlOKyMeHTbI, HaxoAsimMecs Ha onepaTMBHOM XpaHEHWM B opraHuM3auuu, MoryT ObiTb K3bATHI B XoAe
npeaBapuTeNbHOrO paccnefoBaHusi, cyaebHoro pasbupaTenbcTBa, MCMNOMHEHWST PEeLLleHWIn opraHa YronoBHOMO
npecnefoBaHns 1 cyaa no YrorioBHbIM Aenam B NOpsiAKe, yCTaHOBMEHHOM 3aKOHOAATENbCTBOM.

(8 pea. noctaHoBneHns Muniocta ot 13.03.2019 N 39)

N3baTue OOKYMEeHTOB M3 AeJ1 NOCTOAHHOIo XpaHeHna npon3BoanTcd C 0bs3aTenbHbIM BKIOYEHNEM B AEN0
3aBepeHH017| KOMNUN N3bATOIo AOKYyMEHTA.

216. Ona KOHTpOMs 3a BO3BPaTOM Ha MECTO BblIJAHHOrO (M3BbATOrO) M3 Aena [OKyMeHTa MnoMeLlaeTcs
NNCTOK-3amecTuTenb, oopmMmngaembli No copme corrnacHo npunoxenuto 18. [na kKOHTpons 3a BO3BpaToOM Aen
COCTaBnsieTCs KapTa-3amecTuTens gena, odopmnsemMasi no opme cornacHo npunoxexuto 19.

FMABA 18
OCOBEHHOCTU PABOTbI C AOKYMEHTAMU B 3NIEKTPOHHOM BUAE

217. VicknioyeH.
(n. 217 wckntoveH. - MNMoctaHoBneHne MuHiocta ot 30.12.2015 N 225)

218. ®opmaTbl JOKYMEHTOB B 9NIEKTPOHHOM BMAE, a Takke BMAbl UCNOMb3yeMbIX MaTepuarbHbIX HOCUTENEN
ANs X XpaHeHns onpeaensitoTca opraHu3aunen, ecnu nHoe He YCTaHOBEHO 3aKoHOO4AaTEeNbCTBOM.
(B pea. noctaHoBneHms MuHiocta ot 13.03.2019 N 39)

OpraHuzaumu, SBNAOLWMECH WCTOYHUKAMU KOMMIEKTOBAHUSI FOCYOapCTBEHHbLIX apXMBOB, COMMacoBbIBaOT
ncnonb3yemble popMaTtbl JOKYMEHTOB B 3MEKTPOHHOM BMAE C YNONHOMOYEHHbLIM FOCYAAPCTBEHHBIM apXUBHbBIM
yypexaeHuem.

(B pea. noctaHoBneHus MuHiocta ot 27.01.2012 N 18)

Mcnonesyembie chopmatbl AOMmkHbI obecneumBaTe NOANUHHOCTb, AOCTYMHOCTb, LENOCTHOCTbL UHOopMaLnm
OOKYMEHTOB B 3IEKTPOHHOM BMAE M MOMHOTY CBEAEHMI O cnocobax ux co3gaHus, TPaHCMOPTUPOBKU (MOSyYeHNs,
OTMNpPaBKM), XpaHEHNst C MOMEHTa UX co3aaHusa (MonyyYeHus) 40 Nepeaayn B apxms UMM YHUYTOXEHUS, B TOM Yuche
NpW OCYLLECTBMEHUN KOHBEPTALMM LOKYMEHTOB B HOBble (hopmaTtbl, MUrpaLuMM B HOBblE aBTOMaTU3MpPOBaHHbIE
CUCTEMbI, 3KCMOPTE U3 3NEKTPOHHOM NOYTOBOWN CUCTEMbI U Ap.

,D,OI'IyCTI/IMbIMI/I q.)OpMaTaMVI OOKYMEHTOB B 3JTEKTPOHHOM BUAE ABNAKTCA:
Portable Document Format / A (PDF/A);
Office Open XML (DOCX);

OpenDocument Format (ODT).
(vacTb 4yeTBepTas n. 218 BBegeHa nocraHoBneHnem MuHiocta oT 10.12.2014 N 240)

JonyctumbiMn  doopMaTaMn AfS SMEKTPOHHbIX OTOOpaXeHWn [OKYMEHTOB Ha OyMaHbIX HOocUTensx
ABMSAOTCA:
(B pea. noctaHoBneHms MuHiocta ot 13.03.2019 N 39)

Portable Network Graphics (PNG);
Tagged Image File Format (TIFF);
Joint Photograph Experts Group (JPEG);

Portable Document Format / A (PDF/A).
(4acTtb naTas n. 218 BBegeHa noctaHoBneHveMm MuHiocta ot 10.12.2014 N 240)

Jonyctumble dopmatbl  3MEKTPOHHbIX KOMWUA [OKYMEHTOB Ha OyMaXHbIX HOCUTEMSX oOnpeaeneHsbl
WHcTpykumen o nopsigke paboTbl C  3MEKTPOHHbIMM  OOKYMEHTaMW B T[OCYOApPCTBEHHbIX OpraHax, WHbIX
opraHusauusx.

(vacTb wectada n. 218 sBegeHa noctaHosneHmem MuHiocta ot 13.03.2019 N 39)



219. lMoarotoBka AOOKYMEHTOB B 3MNEKTPOHHOM BUAE OCYLIECTBMASAOTCA NO MNpaBuniam, YCTaHOBIEHHbIM
HacTodALwen VIHCTpyKumMen B OTHOLLEHUN aHanorMyHbIX JOKYMEHTOB Ha ByMaHOM HocuTene.
(B pea. noctaHoBneHnst Muntocta ot 30.08.2022 N 113)

220. [JokyMeHT B 3NEKTPOHHOM BMAE OOJPKEH MMEeTb BCE PEKBU3UTbI, YCTAHOBIEHHbIE AMS aHanorm4yHoro
OOKyMeHTa Ha OymaxHOM HocuTene, 3a UcknveHveM u3obpaxeHus [ocypapcTBeHHoro repba Pecny6nuvku
Benapycb, a Takke OTTUCKOB neyaTen u wtamnoB. PacnonoxeHve n oopmMIieHne peKkBM3UTOB B opmynspe
OOKYMEeHTa B 3MEKTPOHHOM Buae (0OLen 4yacTu 3MNEeKTPOHHOro AOKYMEHTa) Mpu ero BHELHeM MpeacTaBneHuu
OOMKHO COOTBETCTBOBaTb TPEBOBAHMAM, yCTAaHOBNEHHbLIM MYHKTOM 35 HacTosLwwen VIHCTpykuun.

(8 pea. noctaHoBneHu Muniocta ot 10.12.2014 N 240, ot 30.12.2015 N 225, ot 13.03.2019 N 39)

(cHocka <*> uckrntodeHa. - NocTtaHoBneHne MuHiocta ot 13.03.2019 N 39)

221. B pokymeHTax B 3MEeKTPOHHOM Buae npu ogOpMNeHUM pPeKBU3UTOB, B COCTaB KOTOPbIX BXOAMWT
COBCTBEHHOPYYHAs NOAMUCH, BCE 3NIEMEHTbl TakuX PEKBM3UTOB, 3@ UCKNIOYEHWEM COBCTBEHHOPYYHOW Noanucy,
Mpu BHELIHEM NpeacTaBneHnn JOKyMeHTa AOMKHbl BbiTb OTpaXkeHbl HENOCPEACTBEHHO B hopMynsipe AOKyMeHTa.
B kavecTBe akBMBaneHTa cobCcTBEHHOPYYHOW noanucu ucnonbdyetcs JLUM, 3a ucknioyeHnem cnyvaes, ykasaHHbIX
B NyHKTE 222 HacTosAwwen VIHCTpyKuun.

Wcnonb3osaHne 3L ocyllecTBnsieTcs B COOTBETCTBUM C TpebOBaHWUAMM 3aKoHOOATENLCTBA, B TOM YuCne
npeabaBnsieMblM K cpeacTBaM BbipaboTku 1 nposepku SLIMM.
(B pea. noctaHoBneHus MuHiocta ot 13.03.2019 N 39)

222. VIHCTpyKuMen no Aenonpov3BOACTBY opraHmsauun U (Mnv) MHbIMW NOKanbHbIMUA NPaBOBbLIMW akTamu
opraHmsaumm MoryT ObiTb YCTaHOBMEHbl MNpaBwWna MOAMUCaHWUS, COMMacoBaHWs, YTBEPXAEHUS BHYTPEHHMUX
AOKYMEHTOB B 3M1€KTPOHHOM BuAe (3a UCKMYeHeM foKanbHbIX NpaBoOBbIX akToB) 6e3 ncnonb3osaHus AU, ecnu
3aKOHOOATeNbCTBOM He YCTaHOBNEHO WHoe. Takue npaBwuna MOryT ObiTb yCTaHOBMEHbl NPV YCIOBWUM, YTO
nporpamMmHble CpeacTBa, UCMONb3yeMble B OpraHusauuu, Mo3BOMAT OAHO3HAYHO MAEHTUUUMPOBATL MMLO,
nognvcasLlee (cornacoBasluee, yTBepAUBLLEE) JOKYMEHT.

(B pea. noctaHoBneHus Muntocta ot 13.03.2019 N 39)

OTnpaBka OOKYMEHTOB B 3NeKTPOHHOM Buae 6e3 ucnonb3osaHusa 3L gonyckaeTcs no cornalleHnto CTOPOH
npuM YCNoBuKW, YTO MpOrpaMmHble CpeAcTBa, MPUMEHsiEMble B OpraHvM3auusix, MO3BOMSIOT OAHO3HAYHO
naeHTumumMpoBaTh NULO (OpraHn3aumio) - asTopa AOKYMEHTa, eCnun 3aKoHOA4aTeNbCTBOM He YCTaHOBNEHO MHOE.
(B pea. noctaHoBneHun Muntocta ot 30.12.2015 N 225, o1 13.03.2019 N 39)

Mpu ocyuiecTBNEeHUN BHELUHEro CorfacoBaHWs MPOEKTOB OOKYMEHTOB B 3MEKTPOHHOM Buae B KayecTBe
3KBMBaneHTa cCOGCTBEHHOPYYHOW NoAMMCH, BXoAdsLen B cocTaB peksuanTta "lpud cornmacosaHms", ncnonb3yeTcs
aurl. CornacosaHne gokymeHta 6e3 ucnonb3oBaHua SLIIN gonyckaeTcs Mo cornalleHuio CTOPOH Npu YCroBuM,
YTO MPOrpaMmHble CPeAcTBa, MPMMEHsAEMble B OpraHM3aumsax, NO3BOMS0T OQHO3HAYHO MAEHTUMULMPOBATL NULO,
cornacosaBsLlee AOKYMEHT, U1 COBMECTUMbI Mexady cobow, ecrnm 3akoHoAaTeNnbCTBOM HE YCTaHOBIIEHO MHOE.

(B pea. noctaHoBneHms MuHiocta ot 13.03.2019 N 39)

OtcytctBne 3JUIM pgonyctumMo Ans OOKYMEHTOB (32  UCKMKOYEHUEM  3MEKTPOHHbIX  JOKYMEHTOB)
NHOOPMALIMOHHO-CNPABOYHOr0 Xapaktepa W (Unu) He noanexawux permctpauuu, a Takke Ans 3NeKTPOHHbIX
oTObpaxeHWn JOKYMEHTOB Ha GymMaHOM HocuTene.

(yactb yeTBepTasa n. 222 BBeAeHa noctaHoBrieHnem MuHiocta ot 30.12.2015 N 225; B ped. nocTaHOBMEHMS
MwuHtocTa ot 13.03.2019 N 39)

223. lMpu noarotoBke [AOKYMEHTOB B 3MIEKTPOHHOM BMAE MOryT Mcnonb3oBaTbest WwabnoHbl. LLabnoHbl
paspabaTbiBatoTCA Ha OCHOBE YHUULMPOBAHHbIX (DOPM AOKYMEHTOB cryx6or [JOY opraHusauun.

224. Tpvem 1 oTnpaBka AOKYMEHTOB B 3NIEKTPOHHOM BMAE OCYLLECTBNSAETCS, Kak npaBuro, cnyxoon JOY.

Jonyckaetca npvem M OTNpaBka OOKYMEHTOB B 3MEKTPOHHOM BWAE CTPYKTYPHbIMU nogpasgaerneHvsMu
(paboTHukammn) opraHm3auum 6e3 ydactusa cnyxoel JOVY. MNepeyeHb kaTeropuii JOKYMEHTOB B 3JIEKTPOHHOM BUAe,
npueM u OTnpaBKa KOTOPbIX OCYLUECTBASETCS CTPYKTYPHbIMU nodpasgeneHusamn (paboTHukamu) opraHusaumm
camocTosATenbHo, paspabaTeiBaeTcs cnyxbor JOY u yTBepkaaeTca pyKoBOAMTENEM OpraHu3auuu.

Mocrne oTnpaBkM OOKYMEHTa B 3JIEKTPOHHOM BMAE, YAOCTOBEPEHHOIO B COOTBETCTBMM C TpeGoBaHWsMU
HacTosiwen WHCTpykumMu, [Jocbinika ero  ak3emnnspa Ha OGymaxHOM Hocutene He TpebyeTcs, ecnu
3aKOHOLATeNbCTBOM HE YCTaHOBEHO MHOE.



(8 pea. noctaHoBneHus Muniocta ot 13.03.2019 N 39)

224-1. MNpw nonyyeHMn JOKYMEHTOB B 3M1EKTPOHHOM BuAe, B TOM uncne noganucaHHbix SLM, nposepseTcs nx
MOANMHHOCTbL M LENOCTHOCTb, HanuMyMe BCeX YKa3aHHbIX MNPUMOXEHWW, BO3MOXHOCTb WX BOCMPOM3BEOEHUS,
OTCYTCTBME KOMMbIOTEPHBIX BUPYCOB U1 T.4.

(n. 224-1 BBeaeH noctaHosreHnem MuHiocta ot 18.08.2017 N 167)

225. VcknioyeH.
(n. 225 uckntoyeH. - MNMocraHosneHne MuHiocta ot 13.03.2019 N 39)

226. VicknioyeH.
(n. 226 nckntoveH. - MNMoctaHosneHne Muxiocta ot 13.03.2019 N 39)

226-1. Mpu NonoxuTensHOM pe3ynbTaTe NPOBEepPKN AOKYMEHTbI NOANEexXaT AanbHeiien obpaboTke.

B cnyyae obHapyxeHus owmnbok (oTpuuaTenbHbiX pedynbTatoB nposepku AL, oTCyTCTBMA MPUNOXEHWNR,
HEeKOpPEKTHOro BOCNpPOU3BEAEHNSA coaepxaHus, Hanmuns KOMMbIOTEPHbIX BMPYCOB n T.4.)
opraHm3aumm-oTnpaBuTenNto HanpaeBnseTcd yBegoMITEHNE.

(n. 226-1 BBeageH noctaHosreHnem MuHiocta ot 18.08.2017 N 167)

227. [JokyMeHTbl B 3NEKTPOHHOM BuAe noanexaT pernctpauum B COOTBETCTBUM ¢ TpeboBaHMsMM nyHkTa 139
HacToswen NHcTpyKumu.

JononHutensHO nNpwu perMcTpaumm OOKYMEHTOB B 3MIEKTPOHHOM BWAE MOTyT UCMOMb30BaTbCA PEKBU3UTHI
"0OmKHOCTb, MHUUManNbl u amunua nvua, noanucasBllero AokyMeHT", "Agpec XpaHeHwss OOKyMeHTa B
anekTpoHHOM Buae", "BHyTpeHHAA nepeagpecauns OOKYMeHTa no ucnonHutenam”, "Hanunune npunoxeHun k
aokymMeHTy", "Cnocob poctaBkm gokymeHTta" (MO MHPOPMALMOHHO-TENEKOMMYHUKALMOHHON CeTU, Ha CbEMHOM
HocuTene v ap.) n ap.

(B pea. noctaHoBneHus MuHiocta ot 30.08.2022 N 113)

228. VicknioyeH.
(n. 228 nckntoveH. - MNMoctaHosneHne MuHiocta ot 30.12.2015 N 225)

229. Bo BXOOALWMX U BHYTPEHHUX OOKYMeEHTax MHdopmauud, cogepxalasaca B peksusuTax "Pesonoums”,
"OTmeTka o KoHTpone", "OTmeTka 006 WCNOMHEHUM [OKYMEHTa W HanpaeneHun ero B geno”, "OTmeTka o
NOCTYNMEHNN (PErncTPauUOHHbIA LITAMMN BXOAALWMUX OOKYMEHTOB)", OTMETKE OO O03HaKOMIEHMU C LOKYMEHTOM,
MHBbIX CNyXebHbIX OTMeTkax, Npu paboTe C OOKYMEHTaMu B 3fIEKTPOHHOM BMAE HE BHOCUTCA B UX (POPMYNsp
(oBLyto YacTb SNEKTPOHHOIO JOKYMEHTA).

(B pea. noctaHoBneHun Muntocta ot 13.03.2019 N 39, o1 30.08.2022 N 113)

HaHHas vHdopMauus oTpaxaeTcs B permctpaumoHHbix dopmax (PKK unu xypHane) Ha GymakHOM unu
3MNEKTPOHHOM HocuTene n Npu HeoBXOAMMOCTU NPUKpennseTca B BuAe oTaenbHbiX dhannoB (MHOPMaLNOHHBLIX
0OBEKTOB) K perucTpupyeMomy (Y4nTbiBaemMomy) AOKYMEHTY B 9M1EKTPOHHOM Buae.

(vyacTtb BTOpas n. 229 B ped. noctaHoBneHnsa MuHiocta ot 13.03.2019 N 39)
(n. 229 B pea. noctaHoBneHnsa MuHiocta ot 30.12.2015 N 225)

230. PerncTpaumoHHo-y4eTHbIE AaHHble O JOKYMEHTaX B 3NIEKTPOHHOM BUAE U CBSA3U MEXAY HUMU U caMUMM
OOKYMEHTaMM COXPaHSIlOTCA B HEM3MEHHOM WM AOCTYMHOM Arsi BOCNPOU3BEAEHNS U BOCMPUATUS YENOBEKOM BUae
Ha MPOTSKEHUWN BCErO XM3HEHHOTO LMKMA AOKYMEHTOB. [pu nepefadye OOKYMEHTOB B SMEKTPOHHOM BMOE BHYTPU
opraHuMsaumMm wWnM nNpu  OTNpaBke 3a nNpedenbl OpraHM3auMum BMEecTe C  HUMWM  NepefjarTcst  Ux
PErnCTPaLMOHHO-YYETHbIE AaHHbIE.

231. lNpwn nepecbinke N0 3NEKTPOHHOW MOYTE JOKYMEHT B 3fIEKTPOHHOM Buae oopMnsaeTcd no npasunam,
YCTaHOBMEHHbIM HacTosilen WHCTpyKLMen, U nNpukpennseTcs B BuAe NpunoxeHus (canna) K 3neKTpOHHOMY
nmcomy.

232. [oKymMeHTbl B O9MNEKTPOHHOM BuAe, B TOM u4ucne oOTnpasnsemMble (nornyyaemble) MNO KaHanam
3MNEKTPOHHOW NMOYTbI, AONYCKAETCS:

3KCMOPTUPOBATL BO BHELLHME MO OTHOLLEHWIO K MOYTOBOW CUCTEME SNEKTPOHHbIE (DalIbI;

akcnopTtupoBatb B AC JOY;



(B pea. noctaHoBneHust Muniocta ot 18.08.2017 N 167)
pacnedaTtbiBaTb Ha BymaXHOM HocuTene.

233. Tlpu akcnopTe [OOKYMEHTa B 9NEKTPOHHOM BuAe, OTMPaBMEHHOro (Mofy4YeHHOro) Mo KaHanam
3NEKTPOHHON MOYTbI, BO BHELIHW/A MO OTHOLIEHMIO K no4vtoBon cucteme davn unu AC JOY ¢ JOKyMEHTOM
3KCMOPTMPYETCs  (pacnevaTbiBaeTCsl) COMPOBOAUTENBHOE 3JMEKTPOHHOE MNUCbMO, BKMOYas MHGOPMaLMIo,
COAEepXaLlycs B 3arofloBOMHON 4acTu ANEKTPOHHOro nNucbMa (cBefeHusa ob anekTpoOHHOM agpece oTnpaButTens
(monyyatens), gate oTnpaBku, AaTe MOJyYeHUsl, TEME MUCbMA, O MyTAX NPOXOXAEHUSA ANEKTPOHHOIO MMcbMa Mo
NMHEOPMALIMOHHO-KOMMYHWKALMOHHBIM KaHanam CBs3W, MAeHTUdUKaTope nMcbMa B MHOPMALMOHHOW cucTeme 1
AOp.), €Cnv OOKYMEHT He COAEPXWUT pekBm3uT "[lata AoKyMeHTa", B UHbIX Cryyasix, Korga ykasaHHas uHdopmauums
Heobxoouma Ons NoATBepXAeHus dbakta M yCrnoBuiA OTNpaBkM (MOMyYeHMs) OOKYMeHTa U (Unu) MOXeT ObiTb
MCMNonb3oBaHa B CMPaBOYHbIX U JOKa3aTeNbHbIX LiEnsiX.

(B pea. noctaHoBneHun MuniocTta ot 18.08.2017 N 167, ot 30.08.2022 N 113)

234. Tpn XpaHEeHUN M UCNONb30BAHUU OOKYMEHTOB B 3JIEKTPOHHOM BWAE, B TOM 4MCMEe OTNpaBfeHHbIX
(Mony4eHHbIX) NO KaHanamM 3neKTPOHHOM MoYThl, 0BecneynBaeTcs MX OOCTYMHOCTb ANsi BCEX 3aMHTEPECOBaHHbIX
paboTHMKOB OpraHu3aLum B COOTBETCTBUM C YCTAHOBEHHLIMW 00S13aHHOCTSIMW 1 MpaBamMun gocTyna.

235. KOHTponb WCNOMHEHUs OOKYMEHTOB B 3IEKTPOHHOM BuAE OCYLLEeCTBAseTcA C yyeToMm TpeboBaHun
rnasbl 9 HacTosAwWwen MIHCTpyKumn.

KoHTponb MCMOMHEHUsI [OKYMEHTOB B 3MNEKTPOHHOM BuAe obecneunmBaeTcsi TeM e CTPYKTYpPHbIM
nogpasfeneHnem (OOHKHOCTHBIM INULOM), KOTOpPOe B COOTBETCTBMM C JlOKamnbHbIMW MPaBOBLIMW aKTamu
obecneymBaeT KOHTPOIb UCNONHEHUS JOKYMEHTOB Ha BYMaXHbIX HOCUTENSIX.

(B pea. noctaHoBneHms MuHiocta ot 13.03.2019 N 39)

236. [OKyMeHTbl B 9MNEKTPOHHOM BMAE noanexaT XpaHeHWK B TeYeHMEe CPOKOB, YCTAHOBIEHHbIX OIS
aHanormyHbIX AOKYMEHTOB Ha ByMaxkHOM HocuTene.
(B pea. noctaHoBneHmsa MuHiocta ot 30.08.2022 N 113)

B opraHusauusx, B apxuBax KOTOpbIX HE CO3[aHbl YCIOBUSA ANS XPaHEHUSA AOKYMEHTOB B 3fIEKTPOHHOM Buae
C COXpaHeHWem MX LIeNIOCTHOCTM, OCYLUECTBMSETCA XpaHeHWe MWOEHTUYHbIX MO COoOEePXKaHWI0 OOKYMEHTOB Ha
OymaxHOM HocuTerne, oOpPMIIEHHbIX U MOANWCAHHBIX B YCTaHOBfIEHHOM nopsigke. [pu oTcyTcTBUM ByMakHbIX
OpUrMHanNoB CO34al0TCH, 3aBEPHAIOTCA B YCTAHOBMNEHHOM MOPSAKEe U XPaHATCA KONMUW OOKYMEHTOB B 3MEKTPOHHOM
BMAE Ha BymaxxHOM HocuTene.
(B pea. noctaHoBneHus MuHiocta ot 30.08.2022 N 113)

[nst LOKYMEHTOB B 3NIEKTPOHHOM BuAae BpeMeHHoro (4o 10 neT) XxpaHeHus, yKkadaHHbIX B MepeYHe CornacHo
npunoxexuto 20, XxpaHeHWE WOEHTUYHBIX MO COOEPXXaHUI0 OOKYMEHTOB Ha OymaXHOM HocuTene He TpebyeTcs,
ecnv AC JOY, vHasa uHpopMaumnoHHas cucTema opraHv3auun, NoCpeacTBOM KOTOPOW 3TW LOKYMEHTbI Obinu
co3gaHbl MnM nonydeHbl, obecrnevyvMBaeT WX LENOCTHOCTb B TEYEHME YCTaHOBMEHHbIX CPOKOB XPaHEHUS.
OpraHu3auma BrpaBe pas3paboTaTb aHanornyHbli NepeyeHb, BKIOYMB B HEro Apyrve BuAbl OOKYMEHTOB
BpemeHHOoro (Ao 10 neT) xpaHeHus, 3a UCKNoYeHeM AOKYMeHTOB ¢ oTmeTkon "ITMK".

(B pea. noctaHoBneHms MuHiocta ot 30.08.2022 N 113)

Mpy HanUuUM NOEHTWUYHBIX MO COAEPXaHWIO LOKYMEHTOB B 3NIEKTPOHHOM BuAe M Ha GymMaxHOM HocuTene
OOKYMEHTbl B 3NEKTPOHHOM BMAE XPaHATCA [0 MWHOBaHMA HagoOHOCTW. YHWYTOXEHWEe [OOKYMEHTOB B
9MNEeKTPOHHOM BWAE MOCTOSHHOrO W BpemMeHHoro (csbile 10 neT) XpaHeHUs OCYLUeCTBNSETCA He paHee
yTBEPXOEHNS B YCTAHOBMEHHOM MOPsiAKE roA0BbIX pPa3denoB CBOAHbLIX ONMCEN Aen, CoAepXalumxX OOKYMEHTbI Ha
GymMaHOM HocuTere.

(n. 236 B pea. noctaHoBneHus MuHiocta ot 13.03.2019 N 39)

237. ®opmupoBaHue 1M 0OpPMIIEHME INEKTPOHHbIX AENT OCYLLEeCTBNSETCA C yy4eToM oOwux TpeboBaHwui
dopmMnpoBaHusa 1 oopMIIEHMA OeNn C AOKYMEHTaMM Ha OyMaHbIX HOCUTENSX, ykasaHHbiX B rnaesax 11 u 13
HacTodLen VIHCTpyKuun.

B peaTenbHOCTM opraHu3auuin pgonyckaetcs opMupoBaHue rmbpuaHbIX gen B TOM Cry4yae, korga B
npegenax ogHoro gera ob6beaUHATCS AOKYMEHThI, YacTb KOTOPbIX MOCTyNWia B OpraHu3auuto no KaHanam
aneKkTpocBA3n unu bbina co3gaHa B opraHvM3auum B BMAE OOKYMEHTa B 3JIEKTPOHHOM BMAE, @ YacTb OOKYMEHTOB
noctynuna B opraHmsauuio wunu 6bina cosgaHa B opraHu3aumm Ha OymaxHom HocuTene. [lpu atom B
HOMeHKnaType gen genaetcsa oTMeTKa B COOTBETCTBMM C NognyHKTOM 165.5 nyHkTa 165 HacTodwwen NHCTpyKumK.



MBpuaHoe feno cyuwecTByeT TOMbKO Ha CTaauu onepaTMBHOrO XpaHeHus. mMbpuaHble aena BpeMeHHOro
(0o 10 neT) xpaHeHusa nocre OKOH4YaHMs Aenonpou3BOACTBEHHOrO rofga He noanexart NonHoMy odOopMIEHUIO U
XPaHATCS B TEYEHUE YCTAaHOBMNEHHBIX CPOKOB.

B opraHusaumsax, B apxuBax KOTOpbIX CO34aHbl YCMOBMS ANS XPaHEHUs1 JOKYMEHTOB B 3NIEKTPOHHOM Buae C
COXpaHeHneM WX LLeNOCTHOCTU, rmbpuaHblie Aena NOCTOSHHOrO M BpemeHHoro (cBbiwe 10 neT) xpaHeHwus npu
NnoAroTOBKe K mepefaye B apxXvMB OpraHusauum nognexart nofiHomMy odOpMIIEHUIO B Ba CAMOCTOATENbHbLIX Aena:
OOKYMEHTbI Ha BymaKHOM HocuTene opPMUPYIOTCS B Aen0 C JOKYMeHTamMu Ha ByMaxkHOM HocuTene, AOKYMEHThI B
3NEKTPOHHOM BuAae POPMUPYIOTCH B 9NEKTPOHHOE Aeno. YKaszaHHbIM Aenam npuceavBaeTcs OAMHaKOBbIN UHOEKC
Nno HOMeHKNaType Aen 1 3arofioBoK.

B opraHusauusx, B apxuBax KOTOPbIX HE CO3[aHbl YCIOBUSA AN XpPaHEHNS JOKYMEHTOB B 3NIEKTPOHHOM BUAe
C COXpaHeHMeM KX LIeNOCTHOCTK, He AomnyckaeTca dopMmpoBaTth rmbpuaHble gena AOKyMeHTamMy NOCTOSHHOIO U
BpemeHHoro (cebiwe 10 neT) xpaHeHws. B cryyae nocTynneHus Takux [OOKYMEHTOB B OpraHusaumio no
3ANEKTPOHHON NoyTe, NHPOPMALMOHHBIM CUCTEMaM BEAOMCTBEHHOIO (KOpNoOpaTUBHOIO) UM MEXBEAOMCTBEHHOMO
3MNEKTPOHHOrO AOKyMeHToobopoTa 1 Ha ByMakHOM HOcuTene NpUMeHsaTCa TpeboBaHmsa YacTen BTOPOM U TpeTben
nyHkTa 236 HacToswen NHCTpyKumm.

OcobeHHocTN hopMMpPOBaHUA U OPOPMIIEHUST SMEKTPOHHbBIX U MMOPUOHBIX AeN OTPaXalTcs B MHCTPYKUMM
no 4enonpou3BOACTBY OpraHnsaunm.
(n. 237 B peq. noctaHoBneHusa MuHiocta ot 13.03.2019 N 39)

238. MecCTO XpaHeHWs 3NeKTPOHHbIX W TMOpUAHbBIX Aen A0 WX nepegadn B apxvMB UNU BblAeneHus K
YHUYTOXEHWIO C YKa3aHuem npu HeobXxoaMMOCTM Ha3BaHWs MHOPMALMOHHOW CUCTEMbI OpraHM3aunn, B KOTOPON
OHW XPaHATCH, ONpeaenseTcs opraHm3aunen caMmoCcTOSATENBHO 1 3akpennsaeTcs B HOMeHKnaType gen v (Mnv) uHoM
rioKanbHOM MpPaBOBOM aKkTe, yTBEPXXAaeMOM PyKOBOAUTENEM OpraHunsauum.

(n. 238 B pen. noctaHoBneHusa MuHiocta ot 30.08.2022 N 113)

239. 3KkcnepTu3a LEHHOCTN OKYMEHTOB B 3NIEKTPOHHOM BUAE OCYLLECTBNSAETCS B NOPSAKE, YCTAHOBIIEHHOM
rnason 12 HacToswen MHCTpyKummM, a Takke MHbIMW akTaMu 3akoHo4aTenbCTBa.
(B pea. noctaHoBneHms MuHiocta ot 13.03.2019 N 39)

240. MNepepaya B apxvB M BblOENEHMNE K YHUUTOXEHWIO 3NEKTPOHHbIX AeN U AOKYMEHTOB B 3NEKTPOHHOM
BMOE OCYLECTBNATCA B COOTBETCTBMM C TpeboBaHusiMu Hactoswenh WHCTPYKUMM U UHBIX  aKTOB
3aKoHo4aTenbCcTBa.
(B pea. noctaHoBneHus Muniocta ot 13.03.2019 N 39)

MpunoxeHue 1
K NIHCTpYKLMKM MO AenonponssoacTsy
B rocyAapCTBEHHbIX OpraHax, NHbIX
opraHmsaumsax
(B pegakuum NoCcTaHOBMNEHNS
MuHncTepcTBa toCTULMN
Pecnybnukn Benapycb
13.03.2019 N 39)
(B pea. noctaHoBneHms Muniocta ot 13.03.2019 N 39)
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HoBaHue )opMmbl (oomx- HOCTHO® NINLIO), Mopnuck | YTBepxaenue |[llevaTb AVHHOCTL Meva-
[IOKyMeHTa HOCTHOE N1LO) orseTcT- BHYT- BHELL- cocras- HUe
y ’ BEHHOeEe 3a noaro- peHHee Hee neHuda
yTBEpP-
- TOBKY
aneLuen oopmy
OOKyMeHTa
1 2 3 4 5 6 7 8 9 10
HammeHoOBaHMeE IOOJIXXHOCTUM pyKOBO,HM'I‘eJ'IH
catyx6el IOY (nuila, OTBETCTBEHHOTO =3a I0Y) Ilopmnuchob PacumppoBka NOONUCHK




MpunoxeHune 2

K MHCTpYKLMK

no 4enonpou3BoacTBy

B rOCyJapCTBEHHbIX OpraHax,
WHbIX OpraHu3auunsax

(B pea. noctaHoBneHus MuHiocta ot 13.03.2019 N 39)

Cnoucok Ha PacCCHIIKY

dopma

(HazBaHUeE,

maTa, MHIEeKC OOKyMeHTa)

HaumeHoBaHve opraHusauum u (unm)

. KonnyectBo
CTPYKTYPHOro noapasaeneHus, MouToBLIN agpec SK3EMMISDOB MpumeyaHne
OOJPKHOCTHOTO Nua - agpecara P
1 2 3 4

HammeHOBaHME OOJDKHOCTU pyroBOOUTEIIA

CTPYKTYPHOT'O IoOpa3neJieHnA

IlNoomnmce

PacumppoBka nonnmucu
Mpunoxexune 3

WckntodeHo. - NoctaHoBneHne MuHiocta ot 13.03.2019 N 39.

Mpunoxexne 3

K NHCTpyKLMKM NO AenonponssoacTBy
B rOoCy4apCTBEHHbIX OpraHax, UHbIX
opraHmsaumsx

(B peaakumny nocTaHoOBMEHWS
MwuHucTepcTBa tocTULMn
Pecnybnvkn Benapycb

13.03.2019 N 39)

(sBegeHo noctaHoBneHnem MuHiocta ot 13.03.2019 N 39)

HainmeHHe BhiWacTasvYan apraHisaubli

HainmeHHe apraHisaubli
MawToBbl agpac
KamyHikaLblMHbIS AaHbisA
KamepubInHbIA OaHbIA

Ha N an

Appecart

dopma

HanmeHoBaHMe BblleCcToALLEN opraHunsauunmn
HanmeHoBaHue opraHunsauunmn

MNouToBLIN agpec

KoMMyHMKaLMOHHbIE AaHHbIE
Kommepyeckne gaHHble

AOpec 3neKTPOHHOW NOYThI



3aronoBoOK K TEKCTY

TekeT

HanmeHoBaHMe 4OMKHOCTH

damunus ncnonHutens 000 00 00

WckntoveHo

(MckntoueHo. - NMoctaHosnexnve MuHiocta ot 13.03.2019 N 39)

WckntoveHo

(MckntoueHo. - NMocTtaHoBnexne MuHtocta ot 13.03.2019 N 39)

Pacwmdposka nognucu

Mpunoxexue 4

Mpunoxexne 5

MpunoxeHue 6

K MHCTpyKLmMmn

no Aenonpou3BoacTBy

B rocylapCTBEHHbIX opraHax,
WHBIX OpraHn3aumsax

(B pea. noctaHoBneHus MuHiocTa ot 13.03.2019 N 39)

dopma

PernctpaunmoHHO-KOHTPOSbHasA KapTo4ka

Jlnyesagqa ctopoHa

1234567891011121314151617 1819 2021 222324252627 28293031

CpOK NUCNoJIHEeHNA

HassaHue Bnaa OOKyMeHTa

ABTOp (KOPPECNOHAEHT)

[lata n nHgekc nocTynneHus

[aTa un nHaekc ookyMeHTa

3aronoBok (kpaTkoe cofepkaHue)

Pesontoumst unu Komy HanpaeneH AOKYMEHT

OTtmeTKka 06 ucnonHeHnn OOKYMeHTa

O6opoTHasa cTopoHa



KoHTpOnbHbIE OTMETKU

dong N Onucb N Oeno N

MpunoxeHune 7
K IHCTpyKLMK
no 4enonpou3BoACTBY
B roCcyJapCTBEHHbIX OpraHax,
WHbIX OpraHmn3aumsx
(B pea. noctaHoBneHmn MuHiocta ot 13.03.2019 N 39,
o1 30.08.2022 N 113)

CocTtaB 1 npasuina 3anoJfiHeHuA ob6s3aTenbHbIX PeKBU3NTOB PKK

PekBnanTbl MosACHEeHUSA K 3aNONIHEHWIO
1 2
HassaHue Bnaa OOKyMeHTa 3anonHsieTcs B COOTBETCTBUM C HAa3BaHNEM BuAa

perncTpmpyemoro fokymeHTa. MNpu peructpaumm nucem
rpada He 3anonHseTcs

ABTOp (KOPPECNOHAEHT) Mpu perncTpauum NOCTYNUBLLETO OKYMEHTA 3anucbiBaeTcs
HaMMeHOBaHVe opraHn3auun - aBTopa AoKyMmeHTa. MNpwu
perucTpaumm NCXoasLLero JOKYMeHTa 3anucbiBaeTcs
HanMeHOBaHWe opraHM3aLnn-KoppPeCrnoHAEHTa.
[JonyckaeTca NpUMEHEHUE COKPaLLEHHOro HaMMEHOBaHUS
opraHusaumu

[ata n nigekc nocTynneHus 3anonHsieTcs Npu permcTpaLmmn BXOAsILLEro JOKYMEHTa.
3anucbiBatoTcs fata U UHOEKC, MPUCBOEHHbIE JOKYMEHTY
opraHusaumen-nonyyaTenem; nepeHocaTcs n3
PErMcTpauMoHHOro WTamna BXogsLWwmX JOKYMEHTOB

[aTa 1 uHaeKkc JoKyMeHTa 3anucblBaloTcs AaTta U UHOEKC, NPUCBOEHHbIE JOKYMEHTY
opraHusauvein-aBTopoM; NEPeHOCATCS C BXOASALWErO UMK
NCXOASALLIEro AOKYMeHTa

3aronoBok (kpaTkoe cofepxaHue) MepeHocuTcs 3aronoBoK, chopMynNMPOBaHHbI Ha
OOKYMeHTe

Pesontouunsa nnu koMmy HanpasneH lMepeHocuTCs TEKCT pesontounm pykoBoguTens

OOKYMEHT

Cpok ucnosnHeHus MpoctaBnseTcsa gaTa (4MCno, Mecs, roal), K KoTopow

[IOKYMEHT [10IKeH BbITb ncrnonHeH. Mpu pervctpaumm
nexogdawiero UHMUMaTuBHOro JOKyMeHTa 3anmcbiBaeTca
JaTa oXuaaemoro oTeeTa

OTtmeTka 06 ncnonHeHun OOKYMeHTa npOCTaBJ'IﬂeTCFl MHOEKC aena no HoOMeHKnaTtype aen, B
KOTOPOM 6y/:|,eT XPaHUTbCA OOKYMEHT nocre UCNOoJIHEHNA,




KpaTKO 3anncbiBaldTCA pelleHne Bornpoca no CyLiecTBy,
gata n MHOeKC OTBETHOro AOKyMeHTa

MpunoxeHune 8

K IHCTpyKLMK

no Aenonpou3soacTBy

B roCy4apCTBEHHbIX OpraHax,
WHBIX OpraHnsaumsax

(B pea. noctaHoBneHun Muntocta ot 13.03.2019 N 39,

ot 30.08.2022 N 113)

dopma

XypHan pervcTpauum BXoaALWMNX JOKYMEHTOB

[ata KoppecnoHaeHT, Peszontouus
OTtmeTka 06
NOCTYNIIEHUA " Aarta v UHAeKc Kpatkoe Unm Komy Cpok MCONHEHMM
WHOEKC NOCTYyNMBLLUETO coaepxaHue HanpaemneH | UCMOMHEHMUS OKyMeHTa
OOKYMeHTa OOKYMeHTa OOKYMEHT y
1 2 3 4 5 6

Mpunoxexne 9

K NHCTpyKLmMmM

no 4enonpou3BoacTBy

B roCy[apCTBEHHbIX OpraHax,
WHbIX opraHu3auunsx

(B pea. noctaHoBneHus MuHiocta ot 13.03.2019 N 39)

dopma

XypHan peructpauum nucxogsawmx JOKYMeHTOB

[ata n nHgekc
OOKyMeHTa

KoppecnoHgeHT

KpaTkoe cogepxaHue
JOKYMeHTa

OTmeTKa 00 UcnonHeHum
OOKyMeHTa

1

3

4

Mpunoxexune 10

K MHCTpyKLmMmn

no Aenonpou3BoACcTBY

B rOCyapCTBEHHbIX OpraHax,



MHbIX OpraHM3aumsax
(B pea. noctaHoBneHun Muntocta ot 27.01.2012 N 18,
ot 30.08.2022 N 113)

dopMa HOMEHKIIATYPH AeJl OpraHMBaunum

HamMeHOBaHME BHIUIECTOSALEY OpTaHM3aLUn YTBEPXIA

HamMeHOBaHMEe oOpTraHM3alumn

HOMEHKJIATYPA IOEJI (HaMMeHOBaHME OOJIKHOCTU
N

PYKOBOOUTEJNSA OPTaHM3aLUM)

(MecTO CcoCTaBJIEHUS)
Ha hinfe}: [lomnucob PacumppoBKa IOINMUCU
DaTa

HasBaHue pasgena

Kon-Bo gen Cpok xpaHeHus gena
(noppasgena),
Wupekc pena (Tomos, (Toma, yacTtun) n Homepa MpumeyvaHue
3arosioBoK gena (Toma, y
yacrten) MYHKTOB MO MEPEYHIO
yacTu)
1 2 3 4 5

HOM@HKJ’IaTypa IoeJl COoCTaBJIeHa Ha OCHOBaHUMU

(HaSBaHMFI M BBEIXOIIHBIE IJaHHEIE

HOPMATMBHEIX IIPaBOBEIX aKTOB, JIOKAJIBHEIX IIPABOBEIX aKTOB, MCIIOJIB3OBAHHEIX IIPU
onpenesyieHMM CPOKOB XPaHEeHMs »eu)

HamMeHOBaHMEe HOOJIXKHOCTU PYKOBOOUTEJIA
cayx06el IOY (nuiia, OTBEeTCTBEHHOTO 3a II0Y) INoomnmce Pacumpporka nomnmcu

Bapenyoumuil apxXMBOM (HaMMEHOBAHMUE
OOJDKHOCTM JiMIla, OTBETCTBEHHOI'O 3a apxXuB)

[Moonmce PacumppoBka nonnmucu
JaTa
COTJIACOBAHO COTJIACOBAHO <*>
[IpoTokos 3acemaHusa LOK (3K) [IlpoToxkoJs 3acemaHmsa OMK (3IIK, L3K)
(HaMMeHOBaHMe OpTraHM3alLumn) (HaMMeHOBaHMe TI'OCYyIHapCTBEHHOTO apxMBa
N

WY CTPYKTYPHOTO MNOOpPa3neJieHUs I10

apxmBpaM U IOeJIOIIPOM3BOILCTBY 06J1aCTHEIX

(MMHCKOT'O T'OPOICKOTO) MCIIOJIHUTEJIbHBIX

KOMMUTETOB, BHUECTOAWEY OpTraHM3aLMM)
N

<*F> B opraHmsalumnsax, He ABJIARIMMXCS MCTOYHUKAMM KOMILJIEKTOBAHUSA
I‘OCy,JZ[apC'I‘BeHHbIX apXMBOB n He VIMERINVX BHIIECTOLAIET O opraHa praBJ'[eHI/LCI, HE
obopmMIigeTcH.



Mpunoxexue 11

K MHCTpYKLMK

no 4enonpou3BoacTBy

B roCyapCTBEHHbIX OpraHax,
WHBIX OpraHn3aumsax

(B peq. noctaHoBneHus MuHiocta ot 30.08.2022 N 113)

<I>opna HOMEHKIJIaTypPH QOe

CTPYKTYPHOT'O NOApashelleHus:

(obmecTBeHHOM OpTraHMBaUMK) OpTaHMBaLuUN

HammMveHOBaHMe opTraHM3alun
HavMeHOBaHME CTPYKTYPHOI'O
nompasnejyieHusa (oOmeCcTBeHHON
opraHu3aLmmM)
HOMEHKJIATYPA JEJI

N

(MecTO CcoCTaBJIEHUS)
Ha Ton

HasBaHue pasgena

Kon-Bo gen Cpok xpaHeHus gena
(nogpasgena),
Wupekc pena (Tomos, (Toma, yacTtun) n Homepa MpumevaHune
3arosfioBoK gena -
yacrten) MYHKTOB MO NEPEYHI0
(Toma, yacTn)
1 2 3 4 5

HOMeHKﬂaTypa IoeJl CcoCTaBJIeHa Ha OCHOBaHMU

(HaBBaHVIH M BBEIXOIIHBIE IJaHHEIE

HOPMATVMBHEIX IIPaBOBEIX aKTOB, JIOKAJIBHEIX IIPABOBEIX aKTOB, MCIIOJIE3O0OBAHHEX IIPU

onpenesyiIieHmn Cpo

HauMeHOBaHME IOOJIXHOCTU PYKOBOAUTEIS
CTPYKTYPHOT'O MNOoIpaslelieHUS
(oBumecTBEHHOM OpIT'aHM3aluUM)

Bapenyoumuly apxMBOM (HaMMeHOBaHME
OOJIKHOCTM JiMla, OTBETCTBEHHOIO 3a
apxuB)

[Nomnmcob PacumppoBka nomnmcu
JaTa

COTJIACOBAHO <*>
[lpoToxkoJsi 3acemaHma OK

KOB XPaHeHMsa Jel)

[loonmucsob Pacumpporka nomnmcu

(HaMMeHOBaHME CTPYKTYPHOTO
nompasnesieHusd)

<*> Odpopminserca npu Hammuum 3K

CTPYKTYPHOTO IOIpas3neJieHus .



MpunoxeHue 12
K MIHCTpyKLMM NO Aenonpon3BoacTBy
B rOCyapCTBEHHbIX OpraHax, UHbIX

opraHmnsauunax

(B peaakumny nocTaHoOBMEHMS
MuHucTepcTBa oCTULMK
Pecny6nuku bBenapycb
13.03.2019 N 39)

(B pea. noctaHoBneHmn MuHiocta ot 13.03.2019 N 39,

o1 30.08.2022 N 113)

Wroromass Banmcke O KaTeropmusax M KoJIumdecTBEe men,

B3aBeOEeHHIIX B

rony B

(HaMMeHOBaHMEe OopIT'aHM3aLUM)

dopma

Mo cpokaM xpaHeHus

Bcero

B Tom yucne

nepexoasLUmx

c otmeTkom "OMK"

3

4

MocTosiHHOTrO,

N3 HUX:

Ha BymaxHOM HocuTene
3NEKTPOHHbIX Aen
rmbpuaHbIx gen
NHOPMAaLIMOHHBIX peCypcoB

BpemeHHoro (cBbiwe 10 neT),
N3 HUX:

Ha BymaxHOM HocuTene
3MNEKTPOHHbIX Aen

rmbpuaHbIx gen
NHAOPMaLIMOHHbBIX PECYPCOB

BpemenHoro (oo 10 ner),

N3 HUX:

Ha BymaxHOM HocuTene
SMNEKTPOHHbIX Aen
rmbpuaHbIx gen
NHPOPMAaLIMOHHBLIX pecypcoB

nNTOro

HamMeHOBaHME OOJIXHOCTU PyKOBOOUTEIA

cayx0er JJOY
TaTa

(mmmua,

oTBEeTCTBEeHHOTO 3a JIOVY)

VITOoTOBEIE CBEeOEHUA IIepeaHeEl B apXMB OpIraHM3aluumn.

HamMeHOBaHMe IOOJIXKHOCTM JiMLa,

nepenaBlero CBeNeHUd
TaTa

INoomnmce

I[Toonuce

PacumppoBka NOONUCK

PacumrppoBka HOONIUCU



MpunoxeHue 13

K IHCTpyKLMK

no 4enonpou3BoacTBy

B roCydapCTBEHHbIX OpraHax,
WHBIX OpraHn3aumsax

(B peq. noctaHoBneHus MuHiocta ot 10.12.2014 N 240)

dopMa BHYTPEHHEN OIMCM AOKYMEHTOB Jeja

BHyTpeHHAA ONUCH
OOKYMeHTOB nmejia N

N HaTta NHpoekc HaseaHue n (unm) Homepa nncrtos
MpumeyaHune
n/m| [OKyMeHTa OOKYMeHTa 3arosioBOK JOKYMeHTa aena
1 2 3 4 5 6
MToro IOKYMEHTOB .

(umdpaMmt M HOPONMCEI)
KonmmuecTBO JIMCTOB BHYTPEHHEN ONMCHU

(LumdpamMm ¥ OPOIMUCHI)

HammeHOBaHMEe HOOJIKHOCTM JiMlla, COCTAaBMUBLIEIO

BHYTPEHHII OIMCH IOKYMEHTOB Iejia [Momnuco PacumppoBka NOONUCK

IaTa

dopMa JMCTa-BaBepuUTessT meina
JIMCT-SABEPUTEJIE IEJA N

B meJsie mommmTO (BJIOXEHO) ¥ MIPOHYMEPOBAHO

MpunoxeHune 14

K NHCTpyKLmMmn

no Aenonpou3BoaCcTBY

B rOCyJapCTBEHHbIX OpraHax,
WHbIX OpraHn3auunsax

(undpamm un
JucT (OB), B TOM UUCIE:
JIMTEPHEIE HOMEepa:
NPOIylleHHEIE HOMEpPa:
+ IMCTOB BHYTPEHHEVN OINMUCK:

[IPONMCEI)

OcobeHHOCTM hU3NYECKOro COCTOSAHUA 1 opMUpOBaHUS Aena

Homepa nucrtos

1

2

HaumMeHOBaHMe OOJIXHOCTM JIMLA,
COCTaBMBIIET'O 3aBEPUTEJIBHYIO




HaOnmchb [ognuce Pacumbporka nomnmcu
IlaTa

MpunoxeHue 15

K IHCTpyKLMK

no Aenonpou3BoACTBY

B roCyapCTBEHHbIX OpraHax,
WHbIX OpraHnsaumsax

dopma o6noxku gena

(HaMmeHoBaHMe rocygapCcTBEHHOrO apxmea) <*>

(HaMmMeHoBaHMe BbLILIECTOSILLEN OpraHM3aLnm)

(HaMmMeHoBaHWe opraHusauunm)

(HaumeHOBaHMe CTPYKTYpPHOro nogpasgeneHus (obLecTBeHHON opraHusauum),

d)yHKLJ,I/IVI nnn HanpasneHnA ,D,eﬂTeJ'IbHOCTI/I)

Oeno N Tom N

(3aronoBok gena)

aarta (KpariHue gaTtbl)

Ha nucTax
XpaHuTb

o. N

On. N

O. N

<F> O@)OpMJ’IHeTCH B OpraHM3aluMAax, ABJIAOIMXCHA MCTOUYHMKAaAMM KOMIIJIEKTOBAHNMA



TOCyIOapCTBEHHEX

APXUB .

APXUBOB,

npmM mnepepave meja

(Toma,

YacTy) B I'OCYyHapPCTBEHHBIM

MpunoxeHue 16

K IHCTpyKLMK

no Aenonpou3BoACTBY

B roCyapCTBEHHbIX OpraHax,
WHbIX OpraHnsaumsax

dopMa onmMcHu Aesyl MOCTOSHHOT'O, BpeMeHHOTro (cBime 10 ;meT) XpaHeHMS M IO
JIUYHOMY COCTaBy CTPYKTYPHOTO NOApaBieneHust (obleCTBEHHON OpTraHM3almm)
opraHmusanumn

HauveHnoBaHMe OpraHM3aln

HavMeHOBaHME CTPYKTYPHOI'O

YTBEPXIAI

nompasnejyieHusa (oOlmeCcTBeHHON (HaMMeHOBaHME IOJIXHOCTU
opraHu3almun)
Onmce N PYKOBOIUTEJS CTPYKTYPHOTO
neJ
(HaMMeHOBaHME KaTeropmm Iell) nogpasnesyieHus (oOWeCTBEeHHOM
3a ron
opraHm3aLun)
[Momnmcse PacumppoBka nOONMUCHK
ITaTa
HasBaHue
NHpekc [ata Cpok
pasgena, KonuyectBo
N jena jena XpaHeHus
3aroJjioBok NINCTOB B Aene anMe‘-IaHVIe
n/n (Toma, (Toma, Jena (Toma,
aena (Toma, (Tome, yacTu) *
yacTu) yacTn) yacTtu) <*>
yacTu)
1 2 3 4 5 6 7

B maHHYI ONMCBH BHECEHO

nejg ¢ N

JIMTEPHBIE HOMEpa:
NPOIylleHHEIE HOMEpPa:

HammMeHOBaHME IOOJIXKHOCTU
coCTapuUTEeNIad ONUCHU

TaTa

HammMeHOBaHMeE OOJIXHOCTU PYKOBOOIUTEIA
OTBETCTBEHHOI'O 3a

cayx0er JJOY
noy)
INoomnmce
IlaTa

(mmmua,

PacumppoBka HOOIUCU

COTJIACOBAHO <**>
[lpoTokoyn 3acepmaHma 9K

(umbpaMy M MNPONMCHIO)

N

B TOM 4YMCJIE:

Iloonmce

PacumrbppoBka OOOIUCU



(HaMMeHOBaHME CTPYKTYPHOTO NOoIpaslesiIeHUs)

N

[lepenan neyn u
(umbpaMy M MNPONMCHIO) (umbpaMy M MNPONMUCKIO)
PETUCTPALUMOHHO-KOHTPOJIbHEIX KAapPTOoUek K JOKYMEHTAaM.

HammeHOBaHME OOJDKHOCTU pa@O‘I‘HI/IKa )’

nepenaBumero ngeja [Mopnuce Pacumbporka nomnmucu
IlaTa
[Mpuuan oey un

(urdpaMy M NPONMCHIO) (urdpaMy M HOPONMCHIO)

PETUCTPAUVMOHHO-KOHTPOJIBHEIX KapTOoUueK K ITOKYMEHTaM.

HamMmeHOBaHME OOJIKHOCTUM paboTHMKA

apxuBa (JamMua, OTBETCTBEHHOI'O 3a apxmus),

NIPpMHABIWET'O Oeja Moonuce Pacumpporka nomnmcu
HaTa

<*> T'pada 6 He odopmMyIgeTCs B ONMUCHAX HeJl INOCTOSHHOT'O XPaHeHMs.
<**> OpopmrnsgeTrcsa npu Hammuum OK CTPYyKTYPHOI'O NOOpaslelieHM.

Mpunoxexune 17
K NHCTpyKummn
no Aenonpou3soacTBy
B rocydapCTBEHHbIX OpraHax,
WHbIX OpraHn3aumsax
(B pea. noctaHoBneHmn MuHiocta ot 27.01.2012 N 18,
o1 30.08.2022 N 113)

@opma AKTa O BHJOEJIEHNM K YHUUYTOXEeHMI OJOKYMEHTOB U nOeJ,
He InomgJyexaumx XpaHeHWIo

HavMeHOBaHME BHIECTOAIEN OPIaHM3aLMUM YTBEPXIAO

HammveHnoBaHMe oOpraHu3alumn

AKT (HaMMeHOBaHME IOJIXHOCTU
N

pykroBOOUTEIIA OpI‘aHMBaLI,I/H/.[)

(MecTO cCcocTaBJIeHUS)
[Nomnmcse PacumppoBka nomnmcu
HaTa

O BHIOEJIEHUM K YHUUTOXEHUIO
JOKYMEHTOB UM HOeJI, He IIogjiexalmX

XPaHEeHU

Ha ocHoBaHum

(HaBBaHMFI M BBIXOIHBIE IaHHBIE HOPMATUMBHEIX IIPAaBOBBIX aKTOB,

JIOKAJIBHEIX IIPAaBOBEIX AKTOB, MCIIOJIB3OBAHHEIX TPV TMNPOBEOEHVNM OSKCIIEPTUIEL

LIEHHOCTH)
OTOOPAaHE K YHUUTOXEHMI0 KakK He MMellle MCTOPMUECKOM, HaydHOM, COLUMaJIbHOM,
5KOHOMUYECKOM, MOJINTUYECKOM ZM)eZ8 KYyJbTYPHOM LIEHHOCTM U YyTpaTKBIME

NpakKTUUYECKOEe 3BHaueHue cJienyilyre IOKYMEeHTH M meja ooHzma N <*>



(HazBaHMe QOoHIAa)

Cpok
XpaHeHus
Jata MHpekc gena P
3aronoBok pena
aena Homepa (Toma, yactn) | Kon-Bo
jena unu (Toma,
N o unm HOMEHKnaTyp no aen
rpynnosou o o yactu) n | MNpumevaHue
n/n KpanHue | (onucen) 3a | HOMmeHknatype | (TOMOB,
3aronoBoOK N HOMepa
narbl rog(b!) unu N gena no | yacren)
aen NYyHKTOB
aen onucu
no
nepeyHio
1 2 3 4 5 6 7 8
NToro ey 3a Toxn (BI) .
(umdpaMrt ¥ HOPONUCHI)
Onmcm meJsi NOCTOSAHHOTO XpaHeHMsA 3a oz (Bl) YyTBEPXIOEHEH,
a 1o JMYHOMY COCTaBy CoOIJlacoBaHE Cc OMK (OIIK, I3K)
(HamMMeHOBaHUeE

I'OCyIapCTBEHHOTI'O apxXmuBa,

IOeJIONPOU3BOIACTRBY OOJIACTHEIX

CTPYKTYPHOT'O IOoIpas3desleHMud IO apxXuBaM U
(MMHCKOTO

TOPOILCKOTO)

(mpoToKOJ

MCIIOJIHUTEJIb HEIX

N

HammMeHOBaHMe OOJIXKHOCTM JMLa,
IIPOBOOMBIIETO JSKCIIEPTU3Y
LIEeHHOCTNM IOOKYMEHTOB

COTJIACOBAHO

[IpoTokon 3acenmaHumda [OK

(3K)

)

I[Noomnmce

COTJIACOBAHO <**>

[IpoTokon 3acenmaHumda SMK

KOMUTETOB WMJIM BHIIECTOSAMEN OpPaHMSaHMM)

PacumppoBka HOOIMUCU

(9IIK, LO9K)

(HaMMeHOBaHMe OpPaHMBaHMM)

(HaMMeHOBaHMe I'OCYyIapCTBEHHOTI'O apXxXmuBa

JOKYMEHTE B KOJIMUECTBE

BeCOM

iy CTPYKTYPHOI'O IIoIpa3neJieHUMA II0

apxMBaM M OeJIONPOM3BOICTBY OOJIACTHEIX

(MMHCKOT'O T'OPOACKOTO)

MCIIOJIHNTEJIb HBEIX

KOMUTETOB,

N

BHIIECTOAIEN OpTaHu3aLUmn)

e,

KI' COaHEI B

Ha nepepaboTKy IO NPMEMO-CIHAaTOUHOM HaKJIaOHOM OT

(umdpaMy ¥ MOPONUCHIO)

HamMveHOBaHME OOJIDKHOCTU pa@OTHMKa

opraHmu3auumn,
HaTa

CIaBIIleT'O OJOKYMEHTEL

(HaMMeHOBaHMEe OopITaHM3aLuUM)

N

I[Toonuce

VI3MeHeHUS B yUeTHHE IOKYMEHTH BHECEHEH.

HamMeHOBaHME IOJIXHOCTM paboTHMKA

PacumppoBka nomnmcu



apxuBa (namuua,

OTBETCTBEHHOT'O 3a apxuB),

BHeCHlIeI'O M3MEHEHMA B YUYEeTHBEIEe IJOKYMEHTEI

IaTa

<*> Homep GoOHIOa yka3hBaeTCs B OpPIaHMB3alMUaX,

KOMIIJIEKTOBAHMA T'OCYIDapCTBEHHEIX apXMBOB.
<HKAE> O@OpMﬂHeTCH B aAaKTaX O BHIOCJIEHUNM K YHUUTOXEHMI ITOKYMEHTOB C

OTMETKOM

"SIK" .

I[lopnmce

ABJIAKIMXCA MCTOUHMKAMU

Pacumbporka nomnmcu

MpunoxeHue 18
K IHCTpyKLMK

no 4enonpou3BoACTBY
B roCyJapCTBEHHbIX OpraHax,
WHbIX OpraHn3aumsx

éopma JINCTKAa—-3aMeCcTHuTel)Is1 OKyMeHTa

JIMCTOK-3AMECTUTEJIb JOKYMEHTA

Bung mokymeHTa IaTa VHOekKC
KoppecnounmeHT
3aroJIOBOK (MM KpaTKOe CoIepXaHMe INOKyMeHTa)
Berman
(maTa BHIIDAUYM)
Breiman [osryumi

(HaMMeHOBaHMe OOJIXHOCTNM,

MOONNUCH,

pacmm@pOBKa nognmcy Jnuiia,

BbIOaBLIIETI'O HOKyMeHT)

(HaMMeHOBaHME IOJIKHOCTM,
MOONNUCH,

pacmm@pOBKa nognmcy Jnuia,

KOTOPpOMY BbBIIAH HOKyMeHT)

Mpunoxexue 19
K MHCTpyKLmMmn

no genonpoun3soncTtey
B roCcygapCTBEHHbIX OpraHax,
MHbIX opraHn3auunax

$éopMa KapTH-3aMeCTHUTENs mena

HammMveHnoBaHMe opraHmM3alun
HamMeHOBaHME CTPYKTYPHOTO

InompasnejyieHnd

Ieso N

KAPTA-3AMECTUTEJIbL TEJIA

(MHOexc 1o HOMEHKJIaType IeJl MJIM HOMep IO OIMCU U 3aT0JIOBOK)



BermaHO BO BpPEMEHHOE IIOJIB30OBaHME IO

(maTa BBIDAUN) (maTa BO3BPAaTa)
Breiman Moyryumi
(HaMMeHOBaHMEe OOJIXHOCTH, (HaMMeHOBaHMEe OOJIXHOCTH,
MNOONucChH, MNOONucChH,
pacumbpoBKa MIOANMCHU JMLE, pacumbpoBKa MIOANMCHK JMLA,
BEIDABIIETO IE&JIO) KOTOPOMY BBIIAHO HOEJIO)

Mpunoxexune 20
K MHCTpYKLMK
no 4enonpou3BoacTBy
B rOCy0apCTBEHHbIX OpraHax,
WHbIX OpraHn3auunsax
NEPEYEHb
AOOKYMEHTOB, XPAHEHUE KOTOPbLIX MOXET BbiTb OPFTAHU30OBAHO B 3JIEKTPOHHOM BUAOE

(BBegeH noctaHoBreHnem MuHiocTta ot 10.12.2014 N 240;
B pen. noctaHoBneHnn Muniocta ot 13.03.2019 N 39,
oT 17.10.2019 N 193, ot 30.08.2022 N 113)

1. MpoTokonbl cobpaHnii paboTHUKOB CTPYKTYPHbIX NOAPa3aeneHnii opraHm3aumm
2. MNpoTokonbl onepaTUBHbLIX COBELLAHMI Y PYKOBOACTBA OpraHvM3aumnin u 4OKYMEHTbl K HUM

3. MpoekTbl NpYKa3oB, PacNoPSXKEHUA PyKOBOAMTENEN opraHu3aLmn
(8 pea. noctaHoBneHnst Muntocta ot 30.08.2022 N 113)

4. TpoeKTbl YCTAaBOB OpraHn3aLuni, JOKYMEHTbI MO ux pa3paboTke (OoknagHble 3anucku, CNpaBKK, CBEAEHUS,
OT3bIBbI U Ap.)

5. MpoekTbl pernameHToB, MHCTPYKLWIA, NpaBun, NOMNoXeHun, METOAUYECKNX YKa3aHU U pekoMeHaauunn

6. Mepenucka o paspaboTke, NPUMEHEHUN U Pa3bACHEHUW PErNaMeHTOB, UHCTPYKUMIA, NPaBWIT, NMOMOXEHMWA,
METOANYECKUX YKa3aHWi 1 pekoMeHaauuii

7. PernctpaumnoHHble KapToukm 06 agMUHUCTPATUBHBIX NPaBOHAPYLLEHUSX
8. XypHanbl pernctpaumm NPOTOKOMOB U NOCTAaHOBMNEHWI 06 aAMUHUCTPATUBHBLIX NMPaBOHAPYLLEHUSIX

9. AyLI,I/ITOpCKI/Ie 3aKrr4yeHunsa (B ayAUTOPCKUX opraHnsauunax, y ayautoposB, OCYLLECTBIALWNX OeATENIbHOCTb
B Ka4eCcTBe MHomBmayanbHbIX npep,nplemmaTeneIZ)

10. TlucbmeHHas wuwHoOpmMaumuss (OTYeTbl) MO pesynbTataM MpPOBeAEeHUs ayauTa B ayaUTOPCKMX
opraHm3auusx, y ayauTopoBs, OCYLLECTBASIOWNX AeATeNbHOCTb B KA4eCTBE UHAMBUAYaANbHbIX NpeanpuHuMmarTenen)

11. KHuru perncTpaumnm 3akrno4eHHbIX 40roBoOpoB OKa3daHUA ayaguTOPCKUX ycnyr

12. [JoKkymMeHTbl O pas3bsCHEHMM Mopsiaka NMPUMMEHEHWS akTOB 3akoHodaTenbCcTBa (MHgOopMauun, Cnpasky,
cBefeHus, nepenucka v ap.)

13. lepenucka O 3akNOYEHUN U WUCMOSIHEHUN OOrOBOPOB, KOHTPAKTOB MO (QUHAHCOBO-XO3AMCTBEHHOMN
JeATenbHOCTU



14. XXypHanbl pernctpaumm AOroBopoB, KOHTPAKTOB N0 (PUHAHCOBO-XO3ANCTBEHHOW AEeATENBHOCTU
15. lNpeTeH3noHHada nepenncka

16. XKypHanbl y4eTa npeTeH3ni 1 UCKOBbIX 3asiBNEHUI

17. KHurn, XxypHarnbl yyeTa lopuandecknx KoHcynbtauunm

18. [oKymMeHTbl O COCTOsiHMM paboTbl NO paccMOTpeHuo obpalleHuin rpaxgaH, B TOM uucne
WHOUBMAYanNbHbIX NpeanpuHUMaTenen, U puandecknx nuy (goknagHble 3anucku, CnpaBKW, aHanmsbl, CBOAKM,
0630psbI, Tabnuubl, nepenucka u ap.) (kpome opraHmMsaLmi, B KOTOPbIX OHW Bbiny COCTaBMeHbI)

19. PernmcrpaunoHHO-KOHTPOSbHbIE  (DOPMbl  perucTpaumMn  obpalleHuii  rpaxgaH, B TOM  uJucre
UHOVBUAYarbHbIX NpeanpuHUMaTenen, 1 lpUanYecknx Ny,

20. PernctpaunoHHO-KOHTPOMbHbIE (POpMbI perucTpaummn npeanucaHnii 0 Hagnexallem peLlueHmMn Bonpocos,
N3MNOXEHHbIX B 0OpaLLeHUaX rpaxkaaH, B TOM YMcne NHAMBUAYamNbHbIX NpeanpyHMMaTtenen, U ipuanydecknx nuy,

21. JJOKyMEHTbI O COCTOSIHUM PaboTbl MO PAacCCMOTPEHMIO 3aMeyaHuin U (MNK) NPEeLrioXKEHUN, BHECEHHBIX B
KHWUIY 3aMeyaHunii u NpeanoxeHuid (CNpaBku, CBOAKM, Nepenuncka 1 Ap.) (KpoMe opraHusaumii, B KOTOPbIX OHW Gbinu
COCTaBMEHbI)

22. KHurm yyeta nNUYHOro npuema rpaxgaH, B TOM 4uCNe WHAMBMAYyaNbHbIX MpegnpuHUMarenen, mux
npeacTaBuTenen, npeacTaBuTenemn puaMyYecknx nuy,

23. [IoKyMeHTbl 0 pacCMOTPEHUN obpaLLeHUI rpaxaaH U PUONYECKMX KL, NOCTYMMBLUMX B Xo4e "MpsiMbIX
TenegoHHbIX NMMHUIA" (DOKNagHble 3anucky, cnpaeky, Nepenuncka u ap.)
(B pea. noctaHoBneHms MuHiocta ot 17.10.2019 N 193)

24. PernctpauuoHHO-KOHTPOmMbHblE (POpMbl  perncTpauun obpalleHuin rpaxgaH W puaudeckux nuu,
NOCTYNMBLUKNX B XoAe "NpsMbIX TernedOoHHbIX NMMHUA"
(B pea. noctaHoBneHuss Muntocta ot 17.10.2019 N 193)

25. HomeHknaTypbl Aen CTPYKTYpPHbIX nogpasgeneHni (OOLLEeCTBEHHbIX OpraHu3auun, KonnernanbHbIX
OpraHoB) opraHv3auun

26. BbINUCKM U3 HOMEHKNaTyp Aen opraHu3aLmmn

27. XypHanbl ydyeTa OnaHKOB [OOKYMEHTOB C u3obpaxeHmeM [ocypapcTtBeHHoro repba Pecny6nuku
Benapycb

28. MNepenucka 06 opraHn3aumun 1 CoBEpLUEHCTBOBaHNN AeATENbHOCTU B chepe genonponssoactaa

29. ,D,OKYMeHTbI 006 aHanunse un KOHTpOJ1€ UCNOJIHEHNA OOKYMEHTOB (CﬂpaBKl/I, AOKNnagHble 3arnuncku, I'pa(bI/IKVI,
CBOAKWU, KOHTPOJIbHbIE JTIUCTbI N ,u,p.)

30. PernctpaumoOHHO-KOHTPOsbHbIE OPMbl  perncTpaumm MnoCTaHOBMEHUA, MPUKA30B, pPaCMOPSIKEHUN,
peLueHni:
(B pea. noctaHoBneHus MuHiocta ot 30.08.2022 N 113)

30.1. N0 agMMHUCTPaTUBHO-XO3SANCTBEHHBLIM BONpoOcam

30.2. o npegocTaBneHUn TPyOoBbIX OTMYCKOB, OT3blBE U3 TPYAOBOrO OTMYCKa, HANOXEHUN ANCLMNIMHAPHBIX
B3bICKAGHUW, OOCPOYHOM  CHATUM  OUCUMMAMHAPHBLIX  B3bICKAHWA, Ha3HAYeHWUM  OEXYPHbIX, CHyXeOHbIX
KOMaHOupoBkax B npegenax Pecnybnukn benapycb W 3a rpaHuuy, oOKasaHUM MaTepuarnbHOW MOMOLLM,
HanpasBneHnW Ha NoBblLeHWe KBanudmukauum (NepenoaroToBKy, CTaXKUPOBKY)

(B pea. noctaHoBneHust Muntocta ot 17.10.2019 N 193)

31. PernctpaumnoHHO-KOHTPObHbIE DOPMbI PETNCTPALINM BXOASLLMNX, UCXOOALWMX U BHYTPEHHUX JOKYMEHTOB
32. PeecTpbl Ha OTnNpaBneHHY KOppeCnoHAEHLIN0

33. 3akasbl, 3a8BKM Ha BbINOSIHEHNE PabOT C MCMOMb30BaHMEM KOMMBIOTEPHON, MHOXUTENBHOW TEXHUKN



34. XKypHansbl, CBOAKM yyeTa paboT C NCNONb30BaHUEM KOMMbIOTEPHON, MHOXUTEMNbHOW TEXHUKM

35. MNepenucka 06 opraHM3aLmn U COBEPLLUEHCTBOBaHUN paboTbl apXMBOB OpraHu3auum

36. pachukn npuema gen B apxvBbl opraHu3auuin, rpacdukn nepegayn gen Ha NnocTosiHHOEe XpaHeHue B
rocyaapCTBeHHbIE apXuMBbl, rpadukn NpeacTaBrneHns rogoBbiX pa3ferioB CBOAHbLIX OMUCEN Aen Ha pacCMOTpeHue
9KCMEPTHO-METOANYECKON KOMWUCCUM TOCYOAapCTBEHHONO apxmBa WU 3KCNEPTHO-NPOBEPOYHON  KOMWUCCUM
CTPYKTYPHOro nogpasaeneHusi no apxueam v AenonponsBoactsy 0611acTHOro UCMONHUTENBHOIO KoMUTeTa
(n. 36 B pea. noctaHoBneHunss MuHiocta ot 17.10.2019 N 193)

37. XKypHanbl peructpauum [JOroBOpPOB O MNPOASIEHUM CPOKOB BPEMEHHOrO XpaHeHWUst AOKYMEHTOB
rocygapcTBeHHoW YacTu HaunoHaneHoro apxusHoro dpoHaa Pecnybnukn benapycb

38. XKypHanbl pervctpaunn LOrOBOPOB XpaHEHUS LOKYMEHTOB rOCYyAapCTBEHHOW 4YacTv HauuoHanbHOoro
apxuBHoro ¢goHga Pecnybnuku benapycb
(n. 38 B pea. noctaHoBneHnsa MuHiocta ot 17.10.2019 N 193)

39. XXypHanbl peructpauum [OOroBOPOB XPaHEHWs OOKYMEHTOB rOCy4apCTBEHHOW 4acTu HaumoHamnbeHoro
apxmBHoro choHaa Pecnybnukmn benapyck, nepegaBaembix Ha MOCTOSIHHOE XpaHEHWEe B rOCYAapCTBEHHbIE apXUBbI
00 NCTEYEHUS CPOKOB UX BPEMEHHOIO XpaHEHUS B apXmBax OpraHnsauni

40. XypHanbl pervcTpaumn JOroBOpoB XpaHeHWsi JOKYMEHTOB HerocyJapCTBEHHONM YacTu HaumoHanbHoro
apxuBHoro coHaa Pecny6nukn Benapycb, nepegaBaeMblx Ha XpaHeHWE B TOCYAapCTBEHHbIE apXWBbl,
TeppuTopuanbHble (ropoAckue Unmn paoHHbIE) apXnBbl MECTHBIX UCMOSTHUTENBHBIX U pacnopsianTeNbHbIX OpraHoB

41. Onucu gen CTPYKTYpHbIX nogpasgeneHmn (obLwecTBEeHHbIX OpraHu3auuin, KomnernanbHbIX OpraHoB)
opraHusauui

42. XypHanbl perucTpaumMn nokasaHWi KOHTPOSbHO-U3MEPUTENbHBLIX NPUOOPOB ANS  MU3MepeHus
TemnepaTypbl 1 BMaXHOCTN BO3dyxa

43. 3aka3bl Ha Bblgavy Aern u3 apxmea opraHm3aumm B YnTanbHbIN 3an

44. XKypHarnbl pernctpaumm noceLeHnin Nonb3oBaTens My YNTanbHbIX 3anoB apXnMBOB OpraHM3aLunn
45. KapTo4ku permctpaumm u y4eTta UCrnosrHeHns 3anpocoB (TEMaTUYeCKnxX 3anpocoB)

46. XKypHanbl pernctpaunm nonb3oBaTternen u ux fMYHbIX gen

47. KypHarbl y4eTa 3aKa3oB Ha KONUpoBaHME [OKYMEHTOB

48. lNnaHbl paboTbl opraHn3auuin (kBapTanbHbIe)

49. MNMnaHbl paboTbl CTPYKTYPHbIX NogpasfeneHnii (konnernanbHbIX OpraHoB) opraHn3aumn

50. iHanBMayanbHble NnaHbl paboTHUKOB

51. MNepenucka no Bonpocam nraHNpoBaHUA

52. OTtyeTbl O BbINOMHEHUW MIAHOB PaboTbl CTPYKTYPHbIX MogpasfaeneHni (KonmnernanbHbiX OpraHoB)
opraHusauui

53. CTatcTuyeckue oTHETHI MO BCMIOMOraTeribHbIM HanpaBneHusm 1 Buaam AeATENbHOCT OpraHn3aumi
54. JoOKyMEHTbI O COCTaBIIEHUN CBOAHbIX CTATUCTUYECKUX OTHETOB (Tabnuubl, pacyeTsl, CpaBki 1 ap.)

55. OnepatvBHble OTYeTbl (CBeOEHUsI) O BbIMOMHEHUM OMNEPATUBHbLIX MfIAHOB MO  HanpaBfeHUsM
[EeATENbHOCTM OpraHM3aLunii U UX CTPYKTYPHbIX NoapasaeneHui

56. I'IepenMCKa O COCTaBleHun, npeacrtaBiieHNMn N NpoBepke CTaTUCTMYECKON OTYETHOCTU

57. byxrantepckas (oMHaHcoBasi) OTYETHOCTb (KBapTanbHasi, MecsiyHas)



58. lNepenucka o nepegaye KNMEHTOB N 6AHKOBCKUX onepaLmi 3 oaHux 6aHKoOB B Apyrue
59. MNepenucka 06 OTKPBITUN N BEAEHWN CHETOB OPUONYECKMX NNL, - HEPE3NAEHTOB
60. KHurn yyeta genoHnpoBaHHon 3apaboTHon nnathbl

61. OTyeTbl 06 UCMONHEHUN GHOIKETOB 33 OTYETHbIA (PMHAHCOBLIA FOf, MOSICHUTENbHbLIE 3AMUCKA K HUM
(kBapTanbHble, MecsYHbIE)

62. MNMpoekTbl BrogXKEeTHBIX CMET Nony4artenen BlaXeTHbIX CPeacTs

63. BbINUckn U3 NULIEBLIX CYETOB C NMPUMOXEHUSMU [OKYMEHTOB, OTYETHl O (PMHAHCMPOBAHUM U OCTaTKax
GromKeTHbIX cpeacTB

64. [OKymMeHTbl O KpeauTOBaHWW TrOCYAapCTBEHHbIX MporpamMm (cBefeHus, WHdgopmauunm, cnpasku,
JOKnagHble 3anncku u ap.)

65. OTyeThbl 0 KpeauToBaHUN PU3NYECKUX U (MNN) OPUANYECKMX NUL (KBapTarbHble, MeCsYHbIe)
66. OT4yeTbl 0 BblAaHHbIX KpeauTax (MoraweHHbIX, MPOCPOYEHHBIX 1 Ap.)

67. OTyeTbl 0 pOopMUPOBaHMM M UCMOMB3OBaHWM CreunanbHOro pesepsa 06LWMX H6AHKOBCKUX PUCKOB (MO
KOTOpbIM He BblAaBarncs Kpeaur)

68. MNepenuncka o pyHKUNMOHMPOBaHUM KpeanTHOro permctpa 1 nonyyvyeHnmn M3 Hero nHcgopmaumm

69. [lokymeHTbl 06 aHHYyNMpOBaHUMW, BHECEHUU W3MEHEHWW W (MNW) OOMONIHEHWMW B KpeauTHble UCTOpUU
(3asBneHuns, goknagHble 3anunckn, nepenncka n ap.)

70. MNepenucka o KpeauToBaHUM, AOKYMEHTApHbIX onepauusix, 6aHKOBCKUX rapaHTUsAX, NMM3nHre, akTopuHre,
nopyynTenbcTBe 1 ap.

71. PacyeTbl pasmepoB NPOLEHTOB M NnaTthbl 3a NONb30BaHUE KPeaUTHLIMU pecypcamm

72. PeecTpbl, cONpoBOAUTENbHbIE ONUCKM MNepedayn KpeAUTHbIX OOCbe KMUEHTOB - PU3MYECKMX U (Mnwn)
topuamndeckux nuu B 6enopycckux pybnsix n MHOCTpaHHOW BamnoTe

73. lNepenucka o hanbWLMBOMOHETHUYECTBE

74. KaccoBble nnaHbl U 0T4eTbl 00 MX BbINOSIHEHUM

75. OT4eThl 0 KaccoBbIX 06opoTax BaHka

76. CnpaBku 0 kaccoBblx 06opoTax 3a AeHb N OocTaTkax LieHHOCTEN

77. CBOAHbIE CnpaBkn 0 KaccoBbix obopoTax 3a AeHb

78. OT4yeTHble cnpaBkn 06 o6opoTax Mo Npogaxe aTTeCTOBaHHbIX OpUNNNMAHTOB 3a AeHb M UX OCTaTKax

79. [JOKyMEHTbl O KOOpPAMHAUMM [EesATENbHOCTM MO BOMPOCaM OpraHv3aumM AeHEXHOro obpalleHus u
NepeBO3KM HamNUYHbIX OEHEXHbIX CPEACTB, MNAaTEXHbIX WMHCTPYKUMIA, OParoueHHbIX METannoB M AparoueHHbIX
KaMHel 1 UHbIX LeHHOCTeN (danee - nepeBo3ka LLleHHOCTeN) (NaHbl, OTYeThbl, rpaduku, 3aknoveHus n ap.)

80. [lokyMeHTbl O pacnpedeneHMm M ocTaTkax AEHEXHOW HannyHocTu (OT4yeTbl, 3asiBKM, 0OOCHOBaHMS,
cBefeHus, pacyeThbl, peLueHus u ap.)

81. BegoMocTu yyeTa onepauuin Mo BbiNyCcKy AeHer B o6palleHne n nsbaTtuio geHer u3 obpalyeHuns
82. MNepenucka o peanusauun 6aHKHOT N MOHET

83. ﬂOKyMeHTbI no yCTaHOBIIEHUIO JIMMUTOB OCTaTKOB OEHEeXHOW Hanu4yHoCTU B 6eﬂ0pyCCKI/IX py6nﬂx n
I/IHOCTpaHHOﬁ BantwTe B onepaunoHHbIX Kaccax (3aﬂBKI/I, pac4eTbl, 3aKn4eHnd, nepenncka n ,El,p.)

84. 3aaBKM Ha NogKpenneHne eHEXHOW HaNMYHOCTbIO OnepaLnoHHOM kacchl DaHka



85. CBeneHunsa o CpoOKax BblnnaTbl 33pa6OTHOl71 nnatbl U gpyrux BuMgoB 4oxonos

86. [okymeHTbl 06 YycCTaHOBMeHMM odpuumanbHbiX KypcoB 6Genopycckoro py6nsi Mo OTHOLEHMIO K
MHOCTPaHHbIM BasntoTaM (pacnopsikeHusi, MHhopMaLumK, CrIMCKK, Nepenucka u ap.)

87. [JokymeHTbl 0 (PyHKLUMOHMPOBAHNM OBMEHHbLIX MYHKTOB M BarnoTHBIX Kacc (O0T4eThl, CBEAEHWS, nepenncka
nap.)

88. KHurn yyeta yHUUTOXEHHbIX OaHKHOT

89. CsepgeHus 06 obecneyeHun OPMEHHON ofexaow, O0O0yBblo, CHapsXKEHMEM K OPYXUlo W
WHAUBMAYyanbHbIMU CpeacTBaMn 3aLLmTbl paboTHMKOB cryXbbl MHKaccaumm (ganee - nHkaccaTtopbl), paboTHUKOB, B
06513aHHOCTN KOTOPbIX BXOAUT OCYLLECTBINEHNE NEPEBO3KU LIEHHOCTEN

90. Cnnckn opraHusaumn (MHauBMAYyanbHbIX NpeanpuHuMarenei), obcnyxmBaembix MHKaccaTtopamm

91. ABOYHbIE KAPTOYKM

92. MNepenucka 06 MHKaccauumn OEHEXHOW BbIPYYKM U NEPEBO3KE LIEHHOCTEN

93. Mepenucka O NonyvYeHun, chade, yvyeTe, XpaHEHWUM OpyXusi, GOenpunacoB U TEXHUYECKUX CPeacTB
3alluUThbI

94. XXypHanbl y4yeTa opyxus n boenpmunacos
95. MapLupyTbl, rpacdurky 3ae34oB MHKaccaTopoB B OpraHu3auun (K MHauBmayarnbHbIM NpeanpuHuMaTensim)
96. OTyeTbl 0 NpoBeAeHUM BaHKOBCKMX onepauuin ¢ (pruanyecknMmn n (Mnu) IpUauHecKnMmn nmuamm

97. [okymeHTbl MO aHanu3y pocTa, cocTaBa W pas3BUTUS KIMEHTCKOM 6asbl (OTYeTbl, CBedeHws,
MHcbopMaLMK, Nepenncka u ap.)

98. BbINnckn 13 nNyueBbIX CHETOB MO y4eTy BantoTHbIX onepaumn

99. MNMepenucka 06 OTKPbLITUM BaNiOTHbIX CYETOB B YNOMHOMOYEHHbIX 6aHkax Pecnybnuku Benapycb

100. XKypHanbl BblgaHHbIX (Onfia4eHHbIX) pacyeTHbIX YEKOB

101. JokymeHTbl 06 opraHusauuy paboTbl 6aHKOMAaTOB, MMAATEXHbIX TEPMUHANOB, MMATEXHO-CMPAaBOYHbIX
TEPMWHANOB CaMOOOCMYXMBaHWUS, MYHKTOB BblAA4M HaNW4YHbIX AEHEXHbIX CPeAcTB, OpraHusauui TOpProsnun u

cepBuca (aKTbI, aHanusbl, nnaHbl, 3ad4BKU, AOKINagHble 3annckn n }:\p.)

102. MNepenncka No BONpOCaM NpUBNEYEHNs OEHEXHbIX CPeacTB hmandecknx u (Mnu) puandeckux nuuy Bo
Bknagpl (4eno3nThbl)

103. BanaHcbl "geno” (06opoTHbLIE BEAOMOCTM) AEN03UTaPUst NO LIEHHBIM Gymaram
104. NMepenncka o npoBedeHUN notepen

105. Mepenucka o Nnopsiike OCyLLECTBNEHUS apeHaHbIX OTHOLUEHUI

106. NMepenncka o0 pa3bACHEHUU 3aKOHOA4ATENbCTBA O 3aHATOCTU HacenNeHus

107. JokymeHTbl 00 opraHM3auumn u NpoBedeHN SpMapoK BakaHCU, OHEN opraHn3auui (NnaHbl, CBEOEHNS,
nHdopmaumm, nepenvcka v ap.)

108. CBeaeHus 0 Hann4umM cBoBoaHLIX paboynx MecT (BakaHCUiA)
109. PeructpauunoHHbie KapTOYk/ rpaxkaaH, o6paTUBLUMXCS NO BONPOCcaM TPyAOyCTponcTea
110. 2XKypHans! perucrtpaumm 4O0KYMEHTOB MO OCYLLIECTBNEHNIO aAMUHUCTPATUBHbIX NpoLleayp

111. I'pachmku paboT (CMEHHOCTH)



112. JokymeHTbI 06 y4eTe paboyero BpemMeHu (CBOAKMW, CBeAEHUS, AOKNaaHble 3annckn 1 ap.)
113. KaneHgapHble nNnaHbl 3aMeHbl U NepecMoTpa HOpM Tpyaa

114. MNepenuncka Nno BonpocaMm HOPMUPOBAHWS 1 onnaTthl TpyAa, TapudHOW CUCTEMbI

115. doTorpacmm paboyero BpemeHu

116. doTorpacmm BpemeHn ncnonb3oBaHnst 060pyaoBaHUA

117. [oKkyMeHTbl O pesynbTatax NpoBefdeHUsi XpoHoMeTpaxa (poToXpoHOMeTpaxa) TPyAoBOro npoiecca
(nnaHbl, OTYETHLI, CNPABKK, KapTbl, pacyeTHble Tabnuubl 1 ap.)

118. MNepenncka 0 NpMMeHeHUN pasnuuHbIX GopM onnatbl Tpyaa, 06 ycTaHOBMNEHUM AOMKHOCTHBIX OKMNaaos.,
O NPUMEHEeHNN TapudHbIX CETOK, O CO3AaHuu1, perynmpoBaHnn 1 UCnonb3oBaHMn oHaa 3apaboTHoM nnathbl

119. MNMepenucka 06 aBapusX 1 HECHACTHBIX Cry4Yasix Ha NPOM3BOACTBE
120. CoobLeHnst 0 HeCHaCTHbIX Cry4asx Ha NPOV3BOACTBE

121. MsBeweHns o6 ocTpbix npodeccnoHanbHbiX 3aboneBaHusaX (SKCTPEHHbIE) W XPOHUYECKUX
npodeccunoHanbeHbIx 3aboneBaHmax

122. 3asBkM Ha nevyebHo-NpodunakTUyeckoe nuMTaHMe W CcpeacTsa UHOMBMAOyanbHOW 3aluUTbl AnNA
pabOTHMKOB, 3aHATbIX HA paGoTe ¢ BpeAHbIMU U (UNK) onacHbIMU YCNOBUSIMU Tpyda

123. MNepenucka o npoBegeHUn nevyebHO-NPOPUNAKTUYECKNX U CAHUTAPHO-TUTMEHNYECKMX MEPOMPUATUI MO
oxpaHe Tpyaa

124. [JoKyMeHTbl 0 NpoBefdeHUn oGsi3aTeNbHbIX MeaULMHCKUX OCMOTPOB paboTatowmx (NpeaBapuTenbHbIX,
nepuoamnyeckunx) (Cnmcku, rpadomkuy, akTbl, nepenucka u ap.)

125. [JokymeHTbl 06 opraHusauuu n nposeaeHun obyyeHust No oxpaHe Tpyaa (y4ebHble nnaHbl, y4ebHble
nporpamMmsbl, CNUCKK, Nepenucka n ap.)

126. JokymeHTbl 06 opraHusaumMm u paboTe kabuHeTa oxpaHbl TpyAda (nnaHbl, OT4YeTbl, MHOpMauuW,
cBefeHusa un ap.)

127. [oKymMeHTbl 0 HabnwaeHuM 3a COCTOSTHUEM BO3AYLLUHOW cpefbl B Lexax opraHusaumi (MpoTOKOMbI,
exxegHeBHble aHanu3bl Npob, nepenucka n gp.)

128. lNepenncka 0 COCTOAHUN BEHTUNSALMOHHOIO X035IMCTBA Ha NPON3BOACTBE

129. MNMepenucka 0 NPUMEHEHWM 1 SKCMNyaTaunm CPeACTB 3NEKTPUYECKOrO OCBELLEHNS B LieXax opraHusaunm
130. XKypHanbl perncrtpauum orHeBbIX paboT

131. lNepenncka 0 NpUMeHeHN coLmarnbHbIX CTaHA4APTOB M HOPMATUBOB MO CoLManbHOM 3alUmMTe HaceneHns
132. Nepenucka 06 ynnate 06s3aTeNbHbIX CTPax0BbIX B3HOCOB

133. BegomocTu Bblgayun ncxogswmx JOKYMEHTOB

134. PeecTpbl nepegaym UCXoasLmx JOKYMEHTOB

135. lNepenncka 0 Ha3Ha4YeHUN NEHCUI

136. AHKeTbl 3aCTpaxoBaHHbIX NuL,

137. MNnaHbl paboTbl N0 BEAEHUIO BOMHCKOTO y4eTa U OpOHMPOBaHNS BOEHHOOOA3aHHbIX

138. [JokyMeHTbI O BEAEHMM BOMHCKOrO y4yeTa U 6pOHNPOBaAHUSA BOEHHOO0OSA3aHHbIX (OTYETbI, CMINCKX, CNPaBKn
nap.)



139. MNMepenucka o BeaAeHUM BOUHCKOro yyeTa 1 6pOHNpOBaHUSA BOEHHOOBS3aHHbIX

140. XKypHanbl NpoBepoK COCTOSIHUS BOMHCKOTO y4eTa n 6poHMpoBaHNs BOEHHOOOA3aHHbIX

141. XKypHanbl y4eTa paboTHUKOB, BbiObIBAKOLUX B CY>KeOHbIE KOMaHOVUPOBKM

142. XXypHanb! perucrpaumm KoMaHONPOBOYHbIX YAOCTOBEPEHNN

143. 'pachmkun TpyooBbIX OTMYCKOB

144. NToroBble CBOAKM, CBEAEHUS, BEAOMOCTM O MPOBEAEHUN aTTecTalmu, yCTaHOBINEHUN KBanndukawumm
145. lNepenncka 0 NpoBeAeHUN aTTecTauun, yCTaHOBNEHUM KBanudukaumm

146. MNnaHbl pacnpeaeneHns negarorn4eckomn Harpy3km mexay negarorndeckummn paboTtHmkamm n ot4eTbl 06
MX BbINOMTHEHUN

147. MHﬂMBMﬂ,yaﬂbele nnaHbl pa6OTbI negarormn4ecknx pa6OTHVIKOB N OT4YETbI 00 X BLINONTHEHNN

148. XXypHanbl, KapTouku, BEAOMOCTM y4eTa BbINOSIHEHWS Negarormdeckummn paboTHUKamMmn negarorm4eckom
Harpysku, pacnpegeneHus y4yebHbix yacos

149. CBeaeHus 0 BbINONTHEHUN Neaarornyeckomn Harpys3ku negarorm4ecknmMmm pa6OTHl/IKaMI/|

150. lMepenucka o6 obecneyeHnn yupexageHun obpasoBaHus Y4ebHO-MeToau4ecKor [OKyMeHTauuven,
yyebHbIMN U3gaHMAMKN, WHbBIMK cpeacTBamu obyveHus, HeobxogumbiMKM ANS OpraHu3aumm 06pasoBaTeribHOro
npouecca

151. 3aABKM Ha y4ebHO-MeToAMYECKyl0 AOKyMeHTauuo, y4yebHble u3aaHus, y4ebHo-HarnsaHble nocobus,
ob6opyaoBaHMe 1 MHble cpeacTBa obydeHns, HeobxoaMMble ANs opraHv3aLmmn o6pasoBaTenbHOro npoLecca

152. MNepenucka o gonycke K UCNOMb30BaHWIO B obpa3oBaTenbHOM npouecce y4ebHMKoB, yuebHbix nocobui,
MHbIX Y4eOHbIX n3gaHum

153. [JOKyMEeHTbl O MOArOTOBKE K HOBOMY Yy4eOHOMY rofy ydpexaeHwui obpas3oBaHusi (akTbl, CMpaBKw,
WHpopmaumu, nepenncka un ap.)

154. ExepgHeBHble nNnaHbl paboTbl negarormyeckux paboTHMKOB C  BOCMUTaHHWKaAMW,  MNnaHbl
KOPpPeKLMOHHO-pa3BMBatoLlet paboTbl C BOCMUTAHHUKAMM C OCODEHHOCTAMM TMCUXOU3NYECKOTO Pas3BUTUA B
yuYpexaeHusix AOLKONbHOro obpa3oBaHus

155. BaHK gaHHbIX 0 AeTAX OOLIKOSIbHOMO BO3pacTa B panoHe

156. CBeaeHusa 0 OBUKEHUN BOCMMTAHHNKOB B YUPEXAEHMAX AOLIKONbHOro obpasoBaHus, B ToM Yncrne o6 mx
3aKOHHbIX NpeacTaBUTENAX

157. CBefieHVs 0 HaNMYMKM y4eBHbIX M3OaHUA U MHBLIX CPeACcTB 0bydeHusl, HeobxoOaMMbIX AN opraHusauum
obpaszoBaTefibHOro NpoLecca B y4pexaeHuax AoLWKoNbHOro obpasoBaHus

158. [lokyMeHTbl NO y4eTy 1 ABWXKEHMIO AeTen B Bo3pacTe Ao 18 net (cnuckum, oTyeTsl 1 Ap.)

159. PacnucaHuss y4ebHbIX 3aHATUWA, KOPPEKUMOHHBbIX, CTUMYNUPYIOLUX, MNOAAEPKUBAKOWLNX U
dakynbTaTUBHbLIX 3aHATUIA, 06bEeOUHEHU MO MHTepecaM (KPY>KKOB, CEKLMW, CTyaun, KnyboB u Op.), BbIMYCKHbIX
3K3aMEHOB B y4pexaeHusx obLiero cpegHero o6pasoBaHus, yupexaeHuax o6pa3oBaHusl, UHbIX OpraHn3auusx, y
WHAMBUAOYANbHbIX NpeanpuHUMaTenen, KOTOpbiIM B COOTBETCTBMM C 3aKOHOAATENbCTBOM MpefoCTaBfeHO NpaBo
OCYLLIECTBNSATL ODOpa3oBaTerbHY OEeATENbHOCTb, peanusyolmx obpasoBaTesibHble NMPorpamMmmbl CreumnanbHOro
obpasoBaHus (ganee - yupexaeHus cneumnanbHoro obpasoBaHus)

160. KypHanbl  OOWeXWTUA  ydpexaeHunh  obwero cpegHero  obpasoBaHusi,  crneuumasnbHbIX
o6Lleobpa3oBaTenbHbIX LIKOM (crneunanbHbix 00Lweobpa3oBaTenbHbIX LUKOM-UHTEPHATOB), BCMOMOraTesnbHbIX
LUKON (BCMOMOraTerbHbIX LLKON-UHTEPHATOB)

161. lepenucka 06 MTOroBoW aTTecTauuM y4dalUXCsl B MOPSOKE SKCTepHaTa npu nosfyveHun obuuero



©a3oBoro 1 obuiero cpegHero obpasoBaHus

162. CBegeHuss O [JanbHENLWEM >KU3HEYCTPOMCTBE BbIMYCKHUKOB Yy4pexaeHuin oblero cpegHero
obpasoBaHusi

163. JokymeHTbl 0 nepeBoae oby4valoLLMXCa B NHbIE yYpeXAeHUs crieumanbHOro obpasoBaHus (goknagHble
3anuckun, obocHoBaHUA, nepenucka n ap.)

164. XKypHanbl y4eTa NponyLeHHbIX U 3aMEHEHHbIX Yy4eOHbIX 3aHATUIA

165. VHbopMaLmm O >KM3HEYCTPOMCTBE, MaTpoHaTe BbIMYCKHWKOB CreumanbHbiX obuieobpasoBaTenbHbIX
wkon (cneumanbHbix 06LeobpaszoBaTenbHbIX LUKOM-MHTEPHATOB), BCMOMOraTenbHbIX LUKOM (BCMOMOraTenbHbIX
LLKOM-MHTEPHATOB) (MacnopT naTtpoHaTa BblMyCKHUKA)

166. [lporpammbl O NPOUIAKTUKE W  TMPECeYEeHUN  KypeHus, YMnoTpebreHus  ankorosibHbIX,
cnaboankorofibHbIX HanNUTKOB, MMBA, HAPKOTUYECKMX CpeacTB, MCUMXOTPOMHbIX, TOKCMYECKMX W OpYruX
OLlypPMaHUBaLLMX BELLECTB (KpOME OpraHn3aLmi, B KOTOPbIX OHWU ObINn COCTaBIIEHbI)

167. CoumanbHble nacnopTta yypexaeHun obpasoBaHus

168. [okymeHTbl O paboTe nenaroroB-NcMXOforoB, MnegaroroB couunanbHbIX, yuuTenen-gedeKkTonoros
(nMnaHbl, oTYeThIl, MHOPMaLMK, Nepenncka 1 ap.)

169. XXypHanbl yyeTa wvHAMBMAYyanbHOW M rpynnoBovi ¢hopm paboTbl negaroroB-ncmMxosioros, rneaaroros
coumnanbHbIX, yuntenen-gedeKkTonoros

170. [OKYMeHTBl O nepuoauyeckux MeOULMHCKUX OCMOTpax W NPUBMBKAX  BOCMUTAHHUKOB
coumanbHO-NeaarorMiyecknx yYpexxaeHuii (CBeaeHus, Crmck1 1 ap.)

171. XKypHanbl yyeTa nponyLleHHbIX Y 3aMEHEHHbIX YPOKOB

172. XKypHanbl y4eTa 3aHATUIA C BOCMUTaHHUKaMK JOLLKONbHOro Bo3pacTta
173. XKypHanbl yyeTa noceweHuit Hebnaronony4yHelx cemen

174. XKypHanbl y4eTa noceLleHnin yupexaeHunin obpasoBaHums

175. XKypHanbl yyeTa gmarHoctTm4eckon paboThbl

176. EonHoBpeMeHHble cBeeHUs1 0 3a00neBaeMoCTU BOCMIUTAaHHUKOB
177. XKypHans! percrpaumm BOCNUTAHHUKOB B KAPaAHTUHHON rpynne
178. XKypHanbl yyeTa caHnTapHO-NpoCBeTUTENBHON paboTbl

179. CaHnTapHble XypHanbl

180. AmMBynaTopHbIe >XypHarnbl

181. XKypHanbl y4eTa UHEKUMOHHBLIX 3aboneBaHuin

182. XKypHanb! yyeTa (hmsnyeckoro passmuTms BOCUTaHHUKOB

183. XKypHansl y4eta ocMoTpa BOCNUTAHHUKOB Ha neaukynes

184. XKypHanbl AucnaHcepHOro yyeta BOCNUTaHHUKOB

185. XKypHansl y4eta npuBmMBoOK

186. XKypHanb! y4eTa Tpasm

187. XKypHanbl ydeTa KOHCYNnbTaLun

188. XKypHanbl yyeTa [O0roBOopoB O B3aMMOAEWCTBMM YyupexaeHun obpas3oBaHMs C opraHusauusmMu -



3aKkasyMkamy KagpoB Npu NoAroTOBKE CreuManncToB, pabounx, cnyxalymx, 3asBoK Ha NOAroTOBKY CMeunanucTos,
pabouux, cnyxatimx

189. MMepenucka 06 opraHv3auuvM oGpas3oBaTeNbHOrO Mpouecca npu peanusauuyn obpasoBaTesibHOW
nporpamMmmbl MOAFOTOBKM NUL, K MOCTYMIEHUIO B yupexaeHns obpasoBaHus Pecnybnmku Benapycb

190. MNMepenucka o NpoBegeHUN OHEN OTKPLITBIX ABEPEN B yUpexaeHusaxX obpasoBaHus

191. CeeaeHus 0} Konn4yecrtee 3as1BreHni oT g, nocTynaBLnx ana nonyyeHund
FIpO(*)eCCVIOHaJ'IbHO-TeXHVI‘-IeCKOFO, cpenHero cneunarnbHOro un BbiCLeEro O6pa3OBaHVIFI B yupexneHusa O6pa3OBaHVIF|

192. XKypHanbl perncrpaumm AOKYMEHTOB MuL, NOCTYNaKLWMX B ydpexaeHuss o6pa3oBaHmsa Ans nonyyeHust
npodeccnoHanbHO-TEXHUYECKOro, CpeaHero cneLmaneHoro 1 BbicLlero obpasoBaHus

193. XKypHanbl yyeTa 3asBneHun nuu, obpaTuBLUMXCS ANl y4acTus B NpodecCcnoHanbHO-NCUXoIormieckom
cobecenoBaHun (TECTUPOBAHUW), N NPUHATBIX PELLUEHWUIA

194. OT4eTbl O NpoOBEeAEHNN BCTYNUTENbBHbBIX UCTIBITAHWUI B yYpexaeHns obpasoBaHus (Kpome opraHusauumn,
B KOTOPbIX OHW BbInM COCTaBMEHbI)

195. [oKymMeHTbl O Xoge npuema nuu, MNOCTYnawwWmx B YyypexaeHuss obpas3oBaHus Ons MonyvyeHust
NpodeccnoHanbHO-TEXHUYECKOr0, CPedHEro CrneumanbHoro M Bbicliero obpasoBaHus (Crpaeku, MHGOopMauuu,
CMNWCKM, JOKNadHble 3an1cku 1 ap.)

196. ExxegHeBHble cBeaeHWs O pesynbTaTax BCTYNUTENbHbIX MCNbITaHWI B yupexaeHus obpasoBaHus
197. MNepenucka o NpuemMe 1 3a4nCIIEHNN NUL, B yYpeXxxaeHust obpasoBaHus
198. Knuru yyeta nepegayn B otaen kagpos (y4ebHyto 4acTb) NMYHbLIX gen obyyaroLwmxcs

199. Pacnucanus, rpadmku y4ebHbIX 3aHATUA, (haKyNbTaTMBHBIX 3aHATUI, 3a4eToB (anddepeHLNPOBaHHbIX
3a4eToB), 9K3aMEHOB MO y4yebHbIM npegMeTam (y4eOHbIM AMCUMNINHAM), TOCYAapCTBEHHbIX 9K3aMEHOB
(kBanuUKaLMOHHbIX 3K3aMeHOB), KaHOMOaTCcKnx 3a4eToB (andbdepeHUnpoBaHHbIX 3a4yeToB) no
o6uleobpa3oBaTenbHbIM  AUCUMMIIMHAM, KaHOWAATCKUX 3K3aMeHoB Mo obuieobpasoBaTenbHbIM AMCLUMNIIMHAM,
KOHCyNbTauuin, 3awWwuTbl KypCOBbIX MPOEKTOB (KYpCOBbIX paboT), OUMMAOMHbIX MPOEKTOB (QUMMAOMHLIX paboT),
MarncTepcknx gucceprauuin, ceTkn yacos no y4yebHblM npegmeTtam (y4ebHbIM gucumnnnHam)

200. CBofku, BEOOMOCTHM y4YeTa NoceLaemMocTu y4ebHbIX 3aHATU obyyarowmummucs

201. XypHanbl peructpauny KOHCynbTaunm

202. lMepenucka O npoBefeHWM 3K3aMEHALMOHHbIX CECCMW U Jonycke oby4valowmxcs K caade 3a4eToB
(anddepeHUnpoBaHHbIX 3a4€TOB), 3K3aMEHOB MO y4yebHbiM npegmeTam (y4ebHbIM AMCUMNNUHAM), BbICbIfKE
AOMAaLLHMX KOHTPOMbHbIX paboT 1 ApyruM Bonpocam

203. MNepeyHn NpoBepPOYHbIX PaboT NO NPOM3BOACTBEHHOMY OBYYEHMIO

204. MNepeyHun kBanumrkaumoHHbIX (MpobHbIX) paboT

205. MNepeyHn TeM KypCOBbIX NPOEKTOB (KypPCOBLIX paboT), AUMIOMHbLIX NPOEKTOB (AMMIIOMHBLIX paboT)

206. MNepenucka 06 opraHn3auum 1 COCTOAHMM 3a04HON POPMbI MONTyYeHns obpa3oBaHns

207. XypHarnbl pernctpauum crnpaBok-BbiI30BOB 00y4aloLLMXCS 3a04HON (hOPMbI NONyYeHUs o6pa3oBaHus

208. J>KypHanbl y4yeTa [JOMaLLUHMX KOHTPOSbHbIX paboT M KypCOBbIX MPOEKTOB (KYpCOBbLIX paboT)
obyvaroLmxcst 3ao4HoM hopmMbl MONyvYeHus obpasoBaHnS

209. [lokyMeHTbl O MpoBedeHUN pecnybrMKaHCKUX KOHKYpPCOB NpodeccroHanbHOro macTepcTBsa,
TEXHUYECKOTO U AeKopaTUBHO-NPUKNAAHOro TBOPYECTBa, CMOTPOB, CIIETOB, BLICTABOK U APYrMX 06pa3oBaTesbHbIX
MepONpUATUIA (NMOMOXEHUS, MPOTOKOSMbI, 3a1BKW1, aHKETbI, CIIUCKA 1 ap.)

210. Cnnckm opraHmnsaumii, Ha 6a3e KOTOpPbIX NMPOBOAMTCS NPaKTMKa



211. XKypHanbl y4yeTa MPOU3BOACTBEHHOrO 0OyyYeHWUsi, nabopaToOpHbIX W MNPAKTUYECKUX 3aHATUM,
KOHTPOIbHbIX paboT

212. Mepenucka 00 yTBEpPXOEHUN COCTaBa rocydapCTBEHHbIX KBaNMMUKALMOHHbIX (KBanmMuKaunoHHbIX)
KOMMWCCWIA, rOCy4apCTBEHHbIX 9K3aMeHaLNOHHbIX KOMUCCUI U UX Npeacenartenen

213. BegomMocTu nepcoHanbHOro yyeta BblilyCKHUKOB
214. TnaHbl, BE4OMOCTU pacnpegeneHus (HanpaBneHus Ha paboTy) BbIMYCKHUKOB

215. KHurm yyeTta Bblgayun CrnpaBoOK O CaMOCTOSTENbHOM TPYAOYCTPOMCTBE M MOATBEPXKAEHUN O NpUeMe Ha
paboty

216. Knurv yyeTta Bblgadm CBMOETENLCTB O HaNpaBneHnn Ha paboTy 1 NOATBEPXKAEHNI O Npueme Ha paboTy
217. [JokyMeHTbl O NPOBEAEHNN IKCKYPCUN (OTYEThI, MHGPOPMAaLUK, OHEBHUKK, pedepaTsl, nepenuncka un ap.)

218. TlMepenucka 06 YyTBEPXOEHWM COCTaABa [OCY[apCTBEHHbIX  3K3aMEHALMOHHbIX  KOMWUCCUIA
(kBaNMUKaLMOHHBIX KOMUCCUIA) U UX NpeacenaTeneii

219. [JoKyMeHTbl O [rOCyAapCTBEHHOW perucTpaumm WHEMOOPMALMOHHBIX CUCTEM U UHEOPMALMOHHBIX
pecypcoB (3asiBKW, 3aKkN4YeHns u ap.)

220. Nepenwncka no BonpocaM MaTepmnanbHO-TEXHUYECKOro obecneveHns AeaTenbHOCTH

221. XypHanbl y4eTa Bbl4a4n KOHKYPCHbIX JOKYMEHTOB, 3arMpOCOB LIeHOBbIX NpeasioXeHun

222. )KypHanbl y4yeTa Bblgayun npurnalleHnin K y4acTuio B npoLeaypax 3akyrnok ToBapos (paboT, ycnyr)
223. XKypHanbl peructpauumn npeanoxeHun

224. XypHanbl peructpaumy npnbbiTns y4aCTHUKOB Ha 3acedaHns KOMUCCUK

225. )KypHanbl yyeTa JOroBOpoOB 0 MaTtepuarnbHO-TEXHUYEeCKOM obecneyeHun

226. [JokymeHTbl O MOTPebHOCTM B Cbipbe, Matepuanax, KOMMMEKTYLWMX U WHbIX ToBapax (paboTtax,
ycnyrax) (cBogHble Be4OMOCTM, Tabnuupbl, pacyeTsl n ap.)

227. KoMnnekTtoBoYyHble BEJOMOCTU

228. [JokymeHTbl 06 ycnoBusix U O(OPMIIEHUM MOCTABOK CbIpbs, Marepuanos, KOMMMAEKTYWUX U UHbIX
ToBapoB (paboT, ycnyr) (cnpaBky, CBeAEHUS, 3asiBKW, 3akasbl, nepenncka un ap.)

229. 'pachuku OTrpy3KM Cbipbs, MaTepPUarnos, KOMMIIEKTYIOLMX U MHbIX TOBApPOB NOTPeGUTENsaMm

230. [lokyMeHTbl 0 Bblgaye Cbipbs, MaTepunanos, KOMMEKTYIOLMX U UHbIX TOBapOB (060CHOBaHMWS, Hapsaabl 1
Ap.)

231. JKypHanbl y4yeTa cCblpbsi, MaTepuanoB, KOMMMEKTYILWMX W WHbIX TOBapOB, OTNPaBMsAeMbIX
notpebutenam

232. ['py3oBble TaMOXeEHHbIe AeKknapauun (geknapauun Ha ToBapbl)
233. CBOAKN, BEOOMOCTH, KHUTMM y4YeTa OTIPy3KM IKCMOPTHBIX TOBapoB

234. [oKkyMeHTbl O eXeOHEBHOW OTIpy3Kke Cbipbsi, MaTepuarnoB, KOMMMEKTYIOWMNX U WHbIX TOBapOB
(aucneTyepckue XypHarnbl, CBOOKA 1 Ap.)

235. CBefieHMs 06 OTrpy>KEHHBIX Chipbe, MaTepuanax, KOMNEKTYLWMX U UHbIX ToBapax

236. OtuyeTbl 06 ocTaTkax, MOCTYMMEHWN M PACXOAOBaHUM Cbipbsl, MATEPUANOB, KOMMMEKTYIOWMX U UHBIX
TOBapoOB

237. [IoKyMeHTbl O KayecTBe MOCTYMatLWMX U OTNPAaBMsSeMbIX Cbipbsi, MAaTEPUAroB, KOMMIEKTYIOLWMX U UHbIX



TOBapoB (paboT, ycnyr) (akTbl, 3aKNOYEHWs, CNpaBku 1 ap.)
238. lNepenucka o 3aroToBKe M OTrPy3Ke MeTann4yeckoro noma
239. HopmatuBbl cknagckux 3anacos
240. MNepenucka 06 opraHM3auumn CKINagCcKoro XpaHeHust
241. lNMepenucka o NpubbITUN rPy30B
242. lepenucka o 3aBO3€ CbIpbsl, MaTEPUanos, KOMMNEKTYIOLMX U UHbIX TOBApOB Ha CcKnagbl
243. TpeboBaHusi 1 KonuM TpeboBaHWIA Ha NONyYeHNe MHCTPYMEHTOB CO CKINaZoB

244, KHnrn yyeta pacnopshkeHur Ha OTMNYCK Cbipbsl, MaTtepuaros, KOMMMEKTYIOWNX U UHbIX TOBApoOB CO
cknagos

245. MNMepenucka 06 ncnonb3oBaHUn Tapbl

246. [JokymeHTbl O gornycke B cCrnyxebHble nomelleHnst B Hepaboyee BpemMs WM BbIXOOHbIE OHU (3asABKM,
cBefeHus, nepenucka v ap.)

247. 'pacurkn gexypcTe paboTHUKOB, XXypHanbl y4eTa AeXYpCTB paboTHUKOB

248. lokymeHTbl 06 ohopmMneHun cnykebHbiX Npoe3gHbiX AOKYMEHTOB, BPOHMPOBAHMN MECT B FOCTMHMLIAX
(cnuckn, cBegeHus, nepenncka u ap.)

249. XXypHanbl y4yeTa Bblgayn nevaTtenm n LWTamnos

250. MnaHbl, rpadukm NPogrnakTMYeckMx OCMOTPOB U TEKYyLLEero pemMoHTa 0BOpYyAOBaHUSA U UHXKEHEPHbIX
cucTem

251. JOKyMeHTbl O TEXHUYECKOM COCTOSIHUU 34aHMN (NOMELLEHMI), 3aHUMaeMbIX OpraHn3aumsMu (OT4eThl,
cnpasku, CBeAeHus n ap.)

252. [JoKyMeHTbl O NOArOTOBKE 34aHui (nomelleHun) n obopyaoBaHMsa K 3KChnyatauum B OCEHHE-3UMHUN
nepuwog (nnaHbl, rpaduku, nepenucka u ap.)

253. XKypHanbl permctpaumm JOroBOpoB O KOMMYHaSIbHOM 0BCNY>XUBaHUN 34aHUIA (COOPYKEHWI)
254. Tepenucka 0 KOMMyHanbHOM 0B6CMYXXMBaHWM 30aHUIN (COOPY>KEHWIA)

255. lNMepenucka o cogepXxaHn 3aaHUA (COOPYXXEHUIN) U NpuUneratoLLen K HUM TeppuUTopun B Haanexatiem
TEXHUYECKOM U CaHUTAapPHOM COCTOSIHUM

256. [NnaHbl MEPONPUSATUIA MO SKOHOMMUU TENJTOBON N ANEKTPUYECKON IHEPTUM U OTYETHI 00 MX BbINOMHEHUN

257. XKypHanbl yyeTa pacxoga TEMnoBOW 3HEPrnW, NOTPEONEeHNst ANEKTPUYECKON SHEPrMM, NPUPOLHOro rasa,
BOAbI

258. XypHankl yueta ocmoTpa 1 paboTbl NMMdTOB

259. [lokyMeHTbl MO KOHTPOJSO MPOTMBOMOXAPHOIO COCTOSHWS M PEXMMa OXpaHbl opraHusauuin (mnaHbl,
OT4eTbl, aKTbl, CBOAKW, CBEAEHMWS, Nepenuncka u ap.)

260. NIHCTpyKuuKn 0 Mepax noxapHoi 6e3onacHocTu

261. WHCTpyKuMM no akcnnyaTauMm CUCTEM MPOTUBOMOXaPHOrO BOAOCHAGXEHMS M YCTAHOBOK MOXapHOW
aBTOMaTUKK

262. HCTpyKUMM MO TYLUEHUIO NOXapPOB B 3NIEKTPOYCTaHOBKax

263. MHCTpyKumm no obecneveHmnto 3Bakyauum nogen (Ha o0bekTax ¢ MacCcoBbIM NpebbiBaHNEM ITHOAEN)



264. MNepenucka 0 NpUOBPETEHUN MOXAPHON TEXHWKU, NOXapHOro obopyaoBaHus, NOXapHOro WHBEHTap4,
OrHeTyLUNTENEN, OrHeTyLlaLLMX BELLECTB 1 APYTUX CPeaCTB NPOTUBOMNOXAaPHOMW 3aLUUThI

265. YXypHanbl permctpaumm 4oroBopoB 06 opraHu3aLmm oxXpaHbl

266. Cxembl gucriokauum nocToB OXpaHbl

267. [JokyMeHTbl O pexxnme paboTbl OXPaHHUKOB 1 CTOPOXeW (rpadumkun, pacnnucanna n gp.)
268. 3anBku Ha opyxune, boenpunachkl, BeLLLEBOE NMYLLECTBO ANA OXPAHHUKOB

269. OTyeTbl 00 YCTPONCTBE U 3KCMyaTauum TEXHUHECKUX CPEACTB OXpaHbl

270. MNnaHbl 3aWnTbl HAcCeNeHNsa U TEPPUTOPUA OT Ype3BblYalHbIX CUTyaL M NPUPOLHOrO N TEXHOTEHHOro
Xapakrtepa

271. MNnaHbl npeaynpexaeHnsa n nMkBngaumm YpesBblHanHbiX CUTyaLmin
272. MNnaHbl rpaxgaHckon 060poHbI

273. [JokymeHTbl 06 opraHusaumy YHKUMOHMPOBAHUS FOCY4APCTBEHHOW CUCTEMbI NPeaynpexaeHns wu
NVKBMAALMKN Ype3BblYaMHbIX CUTyauUni 1 rpaxkaaHCcKon 060pOoHbI (yKasaHus, nnaHbl, 0T4eThl, MHpopmaummn n ap.)

274. Tepenucka 06 opraHu3aunm QYHKLMOHMPOBAHUS FOCYAApPCTBEHHOM CUCTEMbI MpeaynpexaeHus u
NVKBMAALMN Ype3BblYaMHbIX CUTyaLWA U rpaXkgaHCKOW 06OPOHBbI

275. lNepenucka o gesTenbHOCTU KOMUCCUIA MO YPE3BbIYanHbIM CUTYaLUAM

276. [JOKyMEHTbl O CO34aHWuK, UCMOSb30BaHWM U BOCMOJSIHEHUW PE3epBOB MaTepuarbHbiX PecypcoB Anst
JIMKBUAALMW Ype3BblYaliHbIX CUTyaLUui (KoMK peLleHnit, NpuMKkasoBs, nepenucka 1 ap.)

277. [JOKyMeHTbI O MOArOTOBKE PYKOBOAUTENEN, OOIMKHOCTHBIX NnL, paboTHUKOB OpraHM3aLmMin, HaceneHms B
obnactn 3awmTbl OT 4Ype3BblYaHbIX CUTyauuMi MPUPOOHOTO M TEXHOrEHHOro Xxapakrtepa (nnaHbl, Nporpammbl,
oT4yeThbl, Nepenuncka u gap.)

278. [okymeHTbl 006 opraHmsauum W BefeHWM TpaxgaHCKoW OOOpOHbI (MOMOXKEHUHA, MNnaHbl, OT4YETHI,
nepenucka n ap.)

279. [OokymeHTbl 06 opraHuMsaunm (QYHKUMOHMPOBAHUS W MNOATOTOBKE CWIT TPaXKAaHCKOW OBOPOHbI
(monoxeHus, pelueHus, NnepeyHn, opraHM3aLUMOoHHO-LITaTHbIE CTPYKTYpbl, Tabenu n gp.)

280. OokymeHTbl 06 obecrnedyeHMn M UCMOMb3OBaHWM CNELMAnbHOMO MMYLLECTBa MPaK4aHCKOW OOOpPOHbI
(NnaHbl, oTYeThLI, CBEAEeHUs 1 Ap.)

281. [okyMeHTbl O COCTOSHUM W 3KChfyaTauunm pasnuyHbIX BUAOB TPaHCMOPTHbIX CPEACTB (ChpaBKu,
AOKIagHble 3anuckn, CBeaeHns, nepenvcka un ap.)

282. [okyMeHTbl O HanmuMyMM M COCTOSIHAM aBTOMOOMUIbHbLIX MAPKOB, rapaxemn, MacTepckux (Cnpaeku,
cBefeHus1, nepenucka u ap.)

283. [JokymeHTbl 06 onpegeneHnyn NOTPeOHOCTU B TPaAHCMOPTHbBIX CPeACTBaxX M UX BblAENEHUN (3asiBKu,
pacueTbl, nepenvcka v ap.)

284. [JokyMeHTbI O ABWXEHUM TPaAHCNOPTHbLIX CPEACTB (CBOAKWU, CBEAEHUS, pacnucaHus, rpadukn, nepenucka
nap.)

285. [1okyMeHTbl O COCTOSIHUM 1 Pa3BUTMM BHYTPEHHEN CBA3U (QOKNaaHbIe 3annCKu, CnpaBku, nepenucka)
286. [JokyMeHTbl O pEMOHTE COOPYXEHUIN U CPEACTB CBA3W (NNaHbl, OTYETHI, Nepenucka u ap.)

287. XXypHanbl perncrpaumm OOroBOpOB 00 opraHu3aumu, 3KCnryatauuu, apeHae U PeEMOHTE BHYTPEHHEN
CBA3M



288. lMepenvcka o NpoBeaeHUn paboT no TenedoHnsaumn, pagnodukaummn, CUrHanusaumMmn u aKcnnyatauum
BHYTPEHHEN CBA3W opraHusaumm

289. CxeMbl NNHWUIA CBSI3M OpraHmnsauui

290. XKypHansbl, KHUrK y4eTa TenedoHHbIX pa3roBopoB

291. XKypHanbl npodunakTnyecknx ocMoTpoB 0b6opynoBaHnsi U KaHaroB CBSA3N
292. TexHuyeckme xypHanbl 3KcnyaTaumm cpeacTs CBA3M

293. [JoOKyMeHTbI MO MOArOTOBKE YyYpeaAUTENbHbIX Cbe3aoB, KOHPEPEHUUN, OBLWUX N UHBIX Y4peauTenbHbIX
cobpaHuin obLLEeCTBEHHBIX OpraHM3auni (MnaHbl, NporpamMmmbl, CpaBku, MHOpMaL MK, nepenucka 1 ap.)

294. [okymeHTbl 06 wuTOrax OTYETHO-BbIOOPHBLIX KamMnaHWKh, BbINONTHEHUN pPELUEHUA BbICLLUMX OpPraHoB
06LLecTBEHHbIX OpraHu3aunn (0T4ETbI, CNpaBku, NMPOTOKONbI 1 Ap.)

295. NMepenucka 06 opraHMsauumn n NPoBeAEeHNN OTHETHO-BbIDOPHBLIX KaMMNaHWi
296. MNnaHbl NpoBeaeHUs 06LEeCTBEHHbLIX MEPONPUATUI

297. [JOKyMeHTbl O AEeATENbHOCTU KOMUCCUA OOLLECTBEHHbLIX OpraHu3auui (MPOTOKOMbI, akTbl, BEOOMOCTH,
cBefdeHus n ap.)

298. ®uHaHCOBbIE CMEThI OOLLECTBEHHbIX, NEPBUYHBLIX 0OLLLECTBEHHbLIX OpraHu3auui

299. OT14eTbl 06 MCNONHEHUN (PUHAHCOBBLIX CMET OBLLIECTBEHHbIX, MEPBUYHbIX OBLLECTBEHHbIX OpraHM3aummn
300. [JokyMeHTbI O MOCTYMNEHWUN N PACXOA0BaHMMN YNEHCKNX B3HOCOB (OTYEThI, Nepenuncka n ap.)

301. JokymeHTbI 06 yyeTe YneHckux bunetos (OTYEThI, 3asBKW, aKTbl, CBEAEHUSA U AP.)

302. YyeTHble KapTO4KM YNeHOB 0BOLLIECTBEHHbBIX OpraHM3aLui

303. Cnnckm YneHoB 0bLLEeCTBEHHbIX OpraHu3auuii
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