3apernctpupoBaHo B HaunoHanbHOM peecTpe NpaBOBbIX aKTOB
Pecny6bnukn bBenapycb 10 ceHTabpa 2025 . N 11-1/43773

NOCTAHOBJNEHUE MUHUCTEPCTBA KOCTULIUU PECINYBJIUKU BEJIAPYCb
29 aBrycTta 2025 r. N 65

O OENONPOU3BOACTBE B TrOCYAAPCTBEHHbLIX OPITAHAX, UHbIX OPFAHU3ALUAX
(B peq. noctaHoBreHna MuHtocTa ot 24.07.2026 N 40)

Ha ocHoBaHum 4vactn nepsoi ctatbu 26 3akoHa Pecnybnuku benapycb oT 25 Hos6ps
2011 r. N 323-3 "O6 apxvBHOM fene wn [enonpou3BoacTBe” v noanyHkta 7.97 nyHkrta 7
MonoxeHna o  MwuHuctepctee toctmuumn  Pecnybnvkn  benapycb,  YTBepXKOEHHOro
noctaHosnennem Coseta MuHuctpoB Pecnybnukn Benapycb ot 26 uiona 2024 r. N 545,
MwuHuncTepctBo toctnummn Pecnybnukun benapycb MOCTAHOBIIAET:

(npeambyna B pea. noctaHoBneHnsa MuHiocTa oT 24.07.2026 N 40)

1. YTBepauTts WHCTpyKUMIO MO Aenonpous3BOACTBY B FOCYAApPCTBEHHbLIX OpraHax, WHbIX
opraHusaumsx (npunaraetcs).

2. MpusHaTb yTpaTUBLLUMMU CUITY:

nocrtaHosnenne Munuctepctsa toctuuun Pecnybnukm Benapyck ot 19 ausaps 2009 r. N
4 "O6 ytBepxaeHun VIHCTpyKUMM MO AEeNonpou3BOACTBY B rOCy4apCTBEHHLIX OpraHax, MHbIX
opraHmnsaumsx”;

noctaHosnenne MuHuctepctaa toctuummn Pecnybnukmn Benapyck ot 24 oktabpa 2011 r. N
235 "O BHECEHMW W3MEHEHUN W OOMOSIHEHWA B MNOCTaHoBreHne MuHUCTepcTBa HOCTULNK
Pecnybnukn bBenapycb ot 19 gqHBaps 2009 r. N 4 u npusHaHun yTpaTUBLLUMM CUITY
nocraHosneHns Komuteta no apxvBam wu penonpoussoactsy npu Cosete MuHuCTpOB
Pecnybnukn Benapycbk oT 23 Hosi6psa 2005 r. N 6";

noctaHoeneHne MuHuncTepcTtBa toctuumm Pecnybnunkm benapyck ot 27 sHBapsa 2012 r. N
18 "O BHECeHMM MW3MEHEHWA W [OMNOMIHEHWA B MNOCTaHOBIEeHMEe MuHucTepcTBa HOCTULMUK
Pecnybnukn Benapyce ot 19 guBaps 2009 r. N 4 v npusHaHuW yTpaTUBLUUM CUITY
noctaHoBneHua Komuteta no apxuBam u pgenonpoussoactesy npu Coete MuHUCTpOB
Pecnybnukun benapycb ot 24 nonsa 2003 r. N 27";

noctaHoBneHve MuHuctepctsa toctuunm Pecnybnukmn benapycb ot 15 auBaps 2013 r. N
9 "O BHECeHUN U3MeHeHna B NoctaHoBneHne MuHuctepcTsa toctuummn Pecnybnuku benapycb
o1 19 anBaps 2009 . N 4";

nocraHosneHne MuHuctepcTea toctmumm Pecnybnukn benapyck ot 10 gekabpsa 2014 r. N
240 "O BHeCeHMM [OOMNONHEHUMA U U3MEHEHUN B MOCTaHoBreHWe MuHUCTepCcTBa HOCTULNK
Pecnybnukn benapycb ot 19 sHBaps 2009 r. N 4";

noctaHoBneHne MuHuctepcTea toctuumm Pecnybnukn benapyck ot 30 gekabpsa 2015 r. N
225 "O BHeceHUM [OOMOSIHEHMA U U3MEHEHWW B MoOcTaHoBneHne MuHUCTEpPCTBa HOCTUMLINK
Pecnybnukun Benapyck ot 19 aHaps 2009 r. N 4";

noctaHoeneHne MuHuctepctea toctuumm Pecnybnukn Benapycb ot 18 aerycta 2017 r. N
167 "O BHeceHWW OOMOSIHEHUA U WN3MEHEHW B MOCTaHoBneHne MuHUCTepCcTBa HOCTUMLINK
Pecnybnukn Benapyck ot 19 aHBaps 2009 r. N 4";

nocraHoeneHne MuHuctepcTea toctnunmn Pecnybnnkm benapychb ot 5 mapta 2018 r. N 51
"O6 nameHeHnn noctaHoBnennsa MnHnctepcTtea toctmumm Pecnybnukn Benapyco”;

nocrtaHosneHne MuHuctepctea toctuumm Pecnybnukn Benapyck ot 26 uona 2018 r. N
154 "O6 nameHeHun noctaHoBneHmss MuHuctepctea octuuumn Pecnybnuku benapycb”;

nocraHoeneHne MuHuctepcTea toctuumm Pecnybnuku Benapycek ot 13 mapta 2019 r. N
39 "O6 nsmeHeHun noctaHoBneHus MwuHuctepctBa toctuuumn Pecnybnuku Benapycb ot 19
sHBaps 2009 r. N 4";

nocrtaHoeneHne MuHuctepcTea toctnumnmn Pecnybnukn benapych ot 17 oktabps 2019 . N
193 "O6 m3ameHeHun noctaHoBreHuss MuHucTepcTBa tocTuumm Pecnybnvkn Benapycbk ot 19
saHBaps 2009 r. N 4";

noctaHoeneHne MuHuctepctea toctuumm Pecnybnuku Benapyck ot 30 aerycrta 2022 r. N



113 "O6 m3meHeHun noctaHoBneHna MwuHuctepcTBa toctuummn Pecnybnukn Benapycb ot 19
saHBaps 2009 r. N 4";

noctaHosneHne MuHuctepcTea toctuummn Pecnybnuku benapyck ot 28 nonsa 2023 r. N 46
"O6 n3meHeHun noctaHoBneHna MuHmuctepctea toctuumm Pecnybnukm Benapych ot 19 saHBaps
2009 r. N 4";

noctaHosneHne Munuctepctea toctnumm Pecnyonukn Benapyck ot 10 sHBapsa 2024 r. N
2 "O6 wuameHeHuMM nocTtaHosneHus MwuHucTepctBa toctuumm Pecnybnukun Benapycb ot 19
saHBaps 2009 r. N 4";

noctaHoeneHne MunHuctepctea toctuumm Pecnybnunkm benapyck ot 30 anpens 2024 r. N
25 "O6 wn3meHeHun noctaHoBneHws MuHucTepcTtBa toctuummn Pecnybnuvkn Benapycs ot 19
aHuBapsa 2009 r. N 4"

3. Hactoswee noctaHoBNeHMe BCTynaeT B CWIy nocrne ero oduumanbHOro
onyb6nukoBaHusl.

MuHucTp E.N.KoBaneHko

YTBEPXIEHO
[locTaHOBJIEHUE
MuHMCTEpCTBa OCTULUA
Pecnybnmku Bejapychb
29.08.2025 N 65

MHCTPYKUUA
no AENONPOU3BOACTBY B FrOCYOAPCTBEHHbLIX OPFAHAX, UHbIX OPTAHU3ALIUAX

(npeambyna B pea. noctaHoBnennsa MuHtocTa ot 24.07.2026 N 40)

rMABA1
OBLUME NONOXEHUA

1. Hactosiwaa WHCTpykums yctaHaBnmMBaeT obuwme TpeboBaHUA K OOKYMEHTUPOBAHUIO
yrnpaBneH4yeckon AeATenbHOCTU, opraHnsaumm paboTbl ¢ JOKYMEHTaMu, opraHM3aunoHHOMY U
npaBoBOMYy obecneyeHuo [enonpon3BOACTBA, pacnpeneneHnio OTBETCTBEHHOCTU MeXay
paboTHMKaMK 3a BegeHWe 4enonpon3BoaCcTBa U COXPAHHOCTb AOKYMEHTOB B rOCYAapCTBEHHbIX
opraHax, WHbIX  OpraHusaumsx He3aBUCUMO oT  dopmbl COBCTBEHHOCTHU n
OpraHu3aumoHHO-NpaBoBoN hopMbl (Janee, eCnu He oNpeaeneHo MHoe, - opraHmnsauun).

2. MonoxeHus HacTosLLEen UHCTpyKUUK pacnpoCcTpaHATCS Ha
OpraHM3aLNOHHO-PaCNOPSANTENbHYI0O OOKYMEHTaUMI0 He3aBMCMMO OT Buaa HocuTend, a B
4YacTW COCTaBMEeHMs HOMEHKNaTypbl fAen, (OpPMUPOBaHUA [Aerfl, 9KCnepTusbl LIEeHHOCTH
OOKYMEHTOB, OCOpMIIEHUa [en, COCTaBMEeHWd Oonucen Aen CTPYKTYPHbIX noapasgeneHun,
nepegaun gen B apxXuB OpraHu3auun, YHUHTOXEHWS [OOKYMEHTOB C WCTEKWWMMWU CpoKamm
XpaHeHUs, onepaTUBHOrO XpaHeHUs OOKYMEHTOB - Ha BCHO YMpaBfEeHYECKyl0 AOKYMEHTauuto
He3aBMCUMO OT BMAA HOCUTENS.

(B pea. noctaHoBneHna MuHiocTa oT 24.07.2026 N 40)

YacTb uckntoveHa. - NocraHosneHne MuHiocta ot 24.07.2026 N 40.

OcobeHHOCTN MNOArOTOBKM MPOEKTOB HOPMAaTWMBHbLIX MPaBOBbIX aKTOB OMNpedeneHbl
3akoHom Pecnybnukn Benapycb ot 17 utona 2018 r. N 130-3 "O HOpmaTMBHbIX NPaBOBbIX
akTax".

MonoxeHus Hactosiwen WMHCTpyKUUKM pacrnpoCTPaHSTCA Ha HeHOopMaTuBHble (B TOM
yncne wHauBMAyasnbHble) NPaBOBbLIE aKTbl, JlOKasNbHbIE MPaBOBblE aKTbl HOPMOTBOPYECKMX
OpraHoB (OOJMKHOCTHbLIX NWL) B YacTu, He yperynupoBaHHon 3akoHom Pecnybnukn Benapycb
"O HOpMaTMBHLIX MPaBOBbIX akTax".

(B peq. noctaHoBneHnss Muntocta ot 24.07.2026 N 40)



OcobeHHOCTM NOArOTOBKM AOKYMEHTOB, OpraHusaunm paboTbl C LOKYMEHTaMU U XpaHEHWS
OOKYMEHTOB, coaepkaLimnx rocygapCTBEHHblE CEKpETHI " WHYO OXpaHsIEMYLO
3aKOHOOATENbCTBOM WHopmauunio, obpalleHni rpaxgaH, B TOM 4YMUCre WHOMBUOYaNbHbIX
npegnpuHUMaTenen, n puandecknx NuL, U JOKYMEHTOB, CBSI3@HHbIX C UX pPacCMOTPeHUueM,
3asIBIIEHUI 3aMHTEPECOBAHHbBIX 1L, 00pallaloLmnXcs 3a OCYLECTBIEHNEM aAMUHUCTPATUBHON
npouenypbl, U WHbIX [OOKYMEHTOB, CBSI3aHHbIX C OCYLLECTBIIEHMEM agMUHUCTPATUBHbIX
npouenyp, perynmpyoTcs aktamu 3akoHogaTenbCcTBa.

3. Ona uenen Hactoswen WMHCTPyKUMUM HUXenpuBeOeHHble TepPMUHblI UCMOMb3YTCA B
cnenyoLwwmx 3Ha4YEeHUsIX:

aBTOMaTM3MPOBaHHAA CMCTEMA OOKYMEHTaUWMOHHOIro obecneyeHus ynpaeneHusa (ganee -
AC OOY) - nHpopmaunoHHaa cuctema, npedHasHayeHHas Ons aBTomaTu3auuu npoueccoB
OOKYMEHTMPOBAHUS U OpraHn3auumn paboTbl C AOKYMEHTaAMMU;

(B pea. noctaHoBneHnsa MuHiocta oT 24.07.2026 N 40)

aKT - BMA [OOKYMEHTa, COCTaBNsieMbll KOMWUCCMEN (YNOSTHOMOYEHHbIMM NULAMU UK
OOJDKHOCTHBIM JTMLIOM), MOATBEPXKAAOLLNA YCTAaHOBIEHHLIN daKT (YCTaHOBMNEHHbIE haKTbl);

OnaHk [JoOKyMeHTa (Janee, ecrnM He onpegeneHo WHoe, - ©OnaHk) - nuct Bymarm
cTaHgapTHOro popmaTa ¢ BOCNpPOU3BEAEHHOM HA HEM MNOCTOSIHHOM MHGOPMaUNen JOKYMEHTa U
MECTOM, OTBEAEHHbIM AN1s1 NEpEMEHHON NHdOPMaLMK;

rmbpuaHoe [erno - COBOKYMHOCTb [JOKYMEHTOB, OObeAMHEHHBbIX MO onpenerieHHoMy
NPU3HaKy Ha OCHOBE (PU3NYECKMX N NTOTMYECKUX CBA3EN, XPaHALLNXCH YaCTUYHO B 3NIEKTPOHHOM
Buae B AC 1OY n yactmyHO Ha ByMakHOM HocuTerne B OTAENbHON 0BMOXKE;

0erno - OOKYMEHT WNN COBOKYMHOCTb AOKYMEHTOB, OObEAMHEHHBLIX MO OonpeaerieHHoOMY
NMPU3HaKy N NMOMELLEHHbIX B OTAEITbHYH0 0OMOXKY;

JoknagHasa 3anucka - Bua MHGOpMaLMOHHOro AOKYMEHTA, aApecyemblil BbILLECTOSLWEMY
PyKOBOAMTENIO B MOPSAKE MPSAMOro NOAYMHEHMS U copepXalimi OBCTOATENbHOE U3NOXEeHue
Kakoro-nmbo Bonpoca ¢ BbIBOgAMU, NPEASIOKEHMAMU 1 (Unn) NpocbbamMu CoCcTaBUTENs;

OOKyMeHTaumoHHoe obecnedeHne ynpaenenHua (panee - [OOY) - ynpaBneHyeckas
OeATenbHOCTb MO HOPMAaTUBHOMY pPEeryrnmpoBaHuio, MeToaudecKoMY U OpraHu3aumoHHOMY
obecneyeHnto Oenonpon3BoAcTBa, B TOM 4ucrie (hopMUPOBaHMIO OOKYMEHTanNbHOro doHaa
opraHusaumu;

OOKYMEHTUPOBaHUe - 3anncb MHdopMaunm un (Mnu) noeHTUMUUMPYIOLWNX ee 3NeMeHTOoB
(PEKBU3NTOB, MeTadaHHbIX) Ha pPasnNU4YHbIX HOCUTENSAX MO YCTAHOBMEHHbIM HAaCTOALLEN
MHCTpyKUKnen npasmnam;

OOKYMEHTOO00pOT - ABMXKEHNE OOKYMEHTOB B OpraHM3aumm ¢ MOMeHTa UX NONyvYeHns unm
co3gaHnNAa 00 3aBepPLUEHNS UCMONHEHWS], OTNPaBKM UNW HanpaBneHusi B 4eno;

MHOPMaLMOHHAs CUCTEMA apxmBa opraHmsaumum - MHPOPMAaUMOHHAs CUCTEMA,
npegHasHaveHHast 4ns AnuTenbHOro XpaHeHUs JOKYMEHTOB B 3fIEKTPOHHOM BMAE, B TOM 4Yucne
3NEKTPOHHbIX OOKYMEHTOB, M WX MeTaJaHHblX B apxvBe opraHusauuu, obecneuvvBaioLias
noaTBepP)XAEHNE LENOCTHOCTM OOKYMEHTOB B OJIEKTPOHHOM BMAE, B TOM YNUCIE SNEKTPOHHbIX
OOKYMEHTOB, M aBTOPU30BaAHHbLINA AOCTYM K HUM;

MEXBEAOMCTBEHHbIN JOKYMEHTOOBO0POT - ABMKEHMNE AOKYMEHTOB MEXAY OpPraHn3aunsamMu;
(ab3av BBegeH noctaHosneHnem MuHiocta ot 24.07.2026 N 40)

HOMeHKaTypa Aen opraHvM3aumMm - CUCTEMATU3NPOBAHHLIN MEpPeYeHb 3arofioBKOB Aer,
3aBOOMMbIX B OpraHusauun B [eronpoM3BOLACTBEHHOM (KaneHgapHoM) rogy, € yKasaHuem
CPOKOB UX XpaHeHns, 0pOPMIIEHHbIN B yCTAaHOBEHHOM HacTosiwen MHCTpyKumen nopsagke;

HOMEHKNaTypa JAen CTPYKTypHOro noapasgeneHns (oblecTBeHHOW opraHusaumm)
opraHusauum (ganee, ecnu He oOnNpedeneHo WHoe, - HOMEHKNnaTypa [fgen CTPYKTYPHOro
nogpasgeneHnsl) - CUCTEMATU3MPOBAHHLIN MepeyeHb 3arofioBKOB [Aen, 3aBOoAMMbIX B
CTPYKTYPHOM nogpasgeneHum (obwecTBEHHON opraHvsauun) opraHusaumm B
[enonpon3BogcTBEHHOM  (KarneHgapHoOM) rogy, C  yKa3aHMEM CPOKOB UMX  XpPaHEHWs,
OOOPMIEHHbIN B YCTAHOBMEHHOM HacTosiwen VIHCTpyKuMen nopsake, npegHasHayveHHbI ons
COCTaBNeHUsa HOMeHKNaTypbl Aen opraHnsauum;

HOCUTEMb MHGOPMaLUWK (ganee - HocuTernb) - MaTepuanbHbi 00BLEKT, UCMONb3YyEeMbI OIS
3anmcu U XxpaHeHnsa NHopmMaLmm;

o6beM [AOKYMEHTOOOOpOTa - KOMMMYECTBO [AOKYMEHTOB, MOSYYEHHbIX (BXOASLIMX) W
CO3[aHHbIX (BHYTPEHHMX, UCXOAOSLLMX) OpraHM3aumen 3a onpeaeneHHbli Nepuoa BPEMEHN;

onepaTUBHOE XpaHeHWe OOKYMEHTOB (ganee, ecnv He onpenerieHo UHoe, - onepaTuBHOE



XpaHeHne) - XpaHeHue [OKYMEHTOB B CTPYKTYpPHbIX nogpasgenenunsx (y paboTHUKOB,
OTBETCTBEHHbIX 3a OOKYMEHTauMOHHOoe obecnevyeHne oTAeNbHbIX YnpaBrieHYeCcKnX (PyHKLMN,
HanpasneHun geatenbHoctn) n (unm) B AC LOY, nHom MHGOPMaUVOHHON CUCTEME OO WX
nepeaayn Ha XxpaHeHne B apxmB OpraHn3aunm Unm YHUYTOXEHNS;

onucb Aen CTPYKTYpHOro nogpasgenieHust (obLuecTBEHHOW opraHuMsauumn) opraHvsaumm
(Banee, ecnu He onpegeneHo WHoe, - ONUCb [Aen CTPYKTYpHOro noApasgeneHvs) -
CUCTEMATMU3NPOBAHHbIA MNEepeyYeHb 3arofioBKOB Aerl, 00pa3oBaBLUMXCSI B CTPYKTYPHOM
noapasgeneHMn opraHusaumm Wu nepefaBaeMblX Ha XpaHEHWEe B apxXuB  opraHu3auum,
npedHa3Ha4YeHHbIM  ONs  packpbiTUS CcoCTaBa W codepXaHus Aen, 3akpenrneHns  ux
cucTemMaTmsauun n yyeTa;

OpraHuM3aLMOoHHO-pacnopsanTenbHast 4OKyMEeHTaunsa - AOKYMEHTaums, npuMeHsemas npu
0OpPMIEHNUN OpraHn3auMOHHON, pPacnopsaANTESNibHOW, WCMOMHUTENBHOW W KOHTPOSIbHOWM
OYHKUMIA ynpaBreHns;

opraHusaums paboTbl C [JOKYMeHTamMu - oOpraHusauus [OKymeHToobopoTa, ydyera,
cucTemMatvMsauun, OnepaTMBHOMO XPaHEHUs W UCMOMb30BaHMA [OOKYMEHTOB B  TekyLlen
OEeaTenbHOCTU opraHu3aumn, oTbopa [OKYMEHTOB And AanbHEenwWero XpaHeHus wnu
YHUUTOXEHMS;

odhopmMmneHne OOKymMeHTa - ohopMreHne HeobBXOAMMbIX PEKBU3UTOB B COOTBETCTBUM C
YCTaHOBIIEHHbIM HacTosLwwen NHCTpyKunen nopsakoM AOKYMEHTUPOBAHMS;

MMCbMO - 0606LLEeHHOe Ha3BaHMe PasnUYHbIX MO COAEPXKAHMIO U LEeNeBOMY Ha3HaAYEHUIO
OOKYMEHTOB, BblensemMoe B CBA3N C 0COObIM CNOCOBOM M3NOXEHUsT U Nnepeaayn nHdopmalmu;

npvkas - NpaBOBOW akT, M34aBaeMbli pyKOBOAUTENEM OpraHu3auuun, OEWUCTBYHOLUMM Ha
OCHOBe eAIHOHa4Yanus, Ansa paspeLweHns 3agad, CToAWNX nepe opraHnsaumen;

npMMepHas HOMeHKNaTypa Aen - CUCTeMaTU3NPOBaHHLIN NepeyYeHb YHUPULMPOBAHHbIX
3arofioBKOB Aer, yCTaHaBMMBatoLWMIA NPUMEPHbIE COCTaB M MHAEKCHI Aen Ans 0OHOPOAHbLIX Mo
XapakTepy OeATenbHOCTN OpraHn3auni;

NpOTOKON - BWA OOKYMEHTa, B KOTOPOM duKcuMpyeTcs xop o6CyxaeHus BOMpPOCOB W
NPUHATUS pPEeLIeHMn Ha 3acefaHusix, COBeLaHusiX, cobpaHusax, KOHdepeHuMsaX, OernoBbiX
BCTpe4ax (ganee, ecnu He onpeaerieHo MHOoeE, - 3acefdaHus);

pacnopsbkeHne - NPaBOBOW aKT, n3gaBaeMblil eAUHOMMYHO pyKoBOAUTENEM OpraHm3aunm
(konnernanbHOro opraHa ynpasneHus) ANns peleHus onepaTUBHbLIX BOMPOCOB AEATENbHOCTH
opraHusauuu;

perncTpaumMs  OOKYMEHTa -  3anucb  YYeTHbIX  daHHbIX O  JOKYMEHTe B
YyYEeTHO-pErncTpaumoHHon dopme C MNPUCBOEHMEM €My PEerMcTpaumoHHOro  MHAEKCa,
dukempytoan gakT ero cosgaHus, Noy4YeHns Unm oTnpasky;

pe3onoums - OOKYMEHTMPOBAHHOE YKa3aHWe PYKOBOAMWTESNS, MHOMO YMNOSIHOMOYEHHOro
nvua o Nopsiake UCMOSTHEHWUS! UMW UCMOSb30BaHNSA AOKYMEHTA;

PEKBU3UT AOOKYMEHTA - MWH(OPMALUMOHHBLIA 3MEMEHT, OTpaxalwuin CcBeAeHus o
COAEPXXaHUN OOKYMEeHTa 1 (MnNn) o ero LeneBoM Ha3Ha4YeHun, aBTOPCTBE, BPEMEHU CO3AaHus,
NOMny4YeHns, MECTOHaXOXAEHWN B KOHKPETHbIA MOMEHT BpeMEHW, CBA3AX C  ApyrMMun
OOKYMEHTaMu, yrnpaBneHnm 4OKYMEHTOM B TEYEHNE BPEMEHMN;

cnpaBka - BuO WHPOPMALMOHHOrO AOKYMEHTa, cogepXawiuni onucaHne u (1nwu)
nogTBeEpXOeHMe Tex MM MHbIX PakToB CcrykebHoro mnu Guorpadundeckoro xapakrepa 6es
MHEHUS aBTopa O CyLLeCTBE n3naraemblX BONPOCOB;

TMNOBasi HOMEHKNaTypa Aen - CUCTEMATU3UMPOBAaHHbIM MNepeyeHb YHUPULUMPOBAHHBLIX
3aroflOBKOB Aen, yCTaHaBNMBaKLMA TUNOBOW COCTaB Aerl C €ANHON CUCTEMOW MHAEKCaUUn Ans
OOHOPOAHbIX MO XapaKkTepy AesTeNbHOCTM OpraHn3aLumim;

ynpaBreHyeckas JOKYMeHTaLNs - COBOKYMHOCTb JOKYMEHTOB, 06pasyoLmnxcs B npoLuecce
peanu3aumMm  YHKUMA  rOCYAapCTBEHHOro  ynNpaBfeHWsi, MECTHOro  CamoynpaBrieHus,
yrnpaBfeHns opraHm3aumen (opraHmsaumsammn);

dann - naeHTMOULMPOBAHHBbIN MHAOPMALMOHHBIA OOBEKT Ha 3NEKTPOHHOM HOcuTene,
NOAAEepXNBaeMbl ONepaunoHHOW CUCTEMOWN, B Cpede KOTOPOW OCyLLeCTBMSEeTCs Cco3faHue
obbekTa un (nnn) obecneumBaeTcst AOCTYM K HEMY;

(ab3av BBeaeH noctaHosreHnem MuHiocta ot 24.07.2026 N 40)

dhopmupoBaHne aen - rpynnMpoBKa UCNOSTHEHHbLIX JOKYMEHTOB B Aena B COOTBETCTBUN C
HOMEHKNaTypomn Aen opraHu3aummn u cucteMaTtusauns JOKYMEHTOB BHYTPU Aen;

dopmynsap AOKYMeHTa - COBOKYMHOCTb PEKBU3UTOB [JOKYMEHTa, pacrofioXeHHbIX B



onpefeneHHoOM nocrneaoBaTenbHOCTU Ha MaTepuanbHOM HocuTene unn B )opmMe BHELUHEro
npeacTaBneHns AOKYMEHTa B 9NeKTPOHHOM BUAE;

aKcnepTmnsa LLeHHOCTN AOKYMEHTOB - onpeaeneHme NCTopuyeckon, Hay4dHoONn, coumasibHOMN,
3KOHOMUYECKOW, MONUTUYECKOW, KYNbTYPHON U NPaKTUYECKOM 3HAYUMOCTU JOKYMEHTOB C LieNbio
YCTaAHOBIIEHNS CPOKOB UX XpaHeHusi, oTbopa Ha XpaHeHue WM YHUYTOXEHMEe, YyCTaHOBMNEHUS
0cob0ro pexvma yyeta, XpaHeH/Usi U UCNONb30BaHWS;

3MEeKTPOHHOE AeNo - OOKYMEHT MMM COBOKYMHOCTb LOKYMEHTOB B 3IEKTPOHHOM BuAe, B
TOM 4UCEe 3NEKTPOHHbIX [OKYMEHTOB, M ero (ux) MeTagaHHblX, OObEeOUHEHHbIX MO
onpegeneHHOMy NpuU3HaKy Ha OCHOBE FIOrMYECKMX CBA3En M npeacTaBnsaowmnx cobon eanHbIn
NMHOPMALMOHHBIN OOBHEKT AS1S yYeTa, XpaHEHMS U NOUCKA SOKYMEHTHOW MHpopmaLmu.

TepMuHbl "apxmB", "0enonpousBoACcTBO", "AOKYMEHT B 3MNEKTPOHHOM BuAae", "MCTOYHUKM
KOMMMEKTOBaHUSA rOCYAapCTBEHHbIX apxXMBOB" WCMOMb3YKTCSA B HacTtoswen WHCTpykuun B
3HaveHusx, onpegeneHHblx ab3auamy BTOPbIM, AECATbIM, TPUHaAuUaTbiM W LWeCTHaAuUaTbim
yacTm nepBon cTatb 2 3akoHa Pecnybnuku bBenapyce "O6 apxvBHOM Jdene wu
penonpounssoacTee”.

TepMUHbI  "KOMMA 3MEKTPOHHOrO AOKYMeHTa", "3aNeKTPOHHas Konna [JOKyMeHTa Ha
OymaxxHoM HocuTene", "anekTpoHHas uudpoBas noaANUCL", "ONEKTPOHHbLIN AOKYMEHT"
NCNONb3YKTCS B HacToswen VIHCTpyKUMM B 3HAYEHUAX, onpeferneHHbix ab3auammu TpeTbum n
YeTblpHaguaTbiM - WecTHaguaTbim ctatbm 1 3akoHa Pecnybnukm Benapycb oT 28 pekabps
2009 r. N 113-3 "O6 aneKkTpOHHOM AOKYMEHTE U 3NEKTPOHHOM undpoBomn nognucu'.

YacTtb uckntoveHa. - NoctaHosneHne MuHiocta ot 24.07.2026 N 40.

FMABA 2
OPIrAHU3ALIMOHHOE U NPABOBOE OBECNEYEHUE OENONPOU3BOACTBA

4. OpraHusaumsa 1 BedeHve Oenonpou3BOACTBa B OpraHU3aumsix OCYLLECTBAKTCA Ha
OCHOBE CaMOCTOSTENbHO paspabaTbiBaeMblX WHCTPYKUMIA MO OEenonpov3BoAcTBY B
COOTBETCTBUU C TpeboBaHUAMN HacTosLwen NHCTpyKuun.

Mo pelleHnto BbIWECTOALWMX OpraHM3aunin Ans OAHOPOOHbIX NO XapaKTepy AesiTeNbHOCTH
NOAYMHEHHBIX OpraHu3auun paspabaTtbiBaloTCs TUNOBbIE UMM MPUMEpPHbIE WHCTPYKUUWU MO
AEeNonpon3BOACTBY, UCNONb3yeMble Npy pas3paboTke MHCTPYKUWUA NO Aenonpou3BOACTBY 3TUX
opraHusaumn.

TunoBas WHCTPYKUMSS MO  Oenonpov3BOACTBY YCTaHaBnuBaeT eAuHbIN  NOpsSOoK
opraHvM3auumn genonpon3BoAcTBa BO BCEX OOHOPOAHBLIX OpraHn3aumsx.

lMpuMepHasa MHCTPYKUMA MO Lenonpou3BOACTBY YCTaHaBNMBaeT MNOPSOOK OpraHusaumm
AEenonpon3BOACTBa B OAHOPOAHbLIX OpraHusaumsix, npeaycMaTpuBalowuin BO3MOXHOCTb €ro
KOHKPEeTM3auMn B MHCTPYKUMAX MO OEenonpov3BOACTBY OpraHusauui B YCTAHOBIEHHbIX €t
pamKax.

5. WHCTpykuMn noO [Aenonpou3BOACTBY OpraHusauui, SBASKOWUXCSH MUCTOYHMKaAMU
KOMMMEKTOBaHUSA roCyAapCTBEHHbIX apXMBOB, YTBEPXAAKTCA WX PYKOBOAMTENAMMU Mocne
COrnacoBaHWsi C COOTBETCTBYHLUMM TOCYAAPCTBEHHBIM  apXMBOM  WNN  CTPYKTYPHbLIM
nogpasgeneHnemM no apxueam W genonpousBoactBy obnactHbix (MUHCKOrO rOpOACKOro)
MCNOMHUTENbHBIX KOMUTETOB.

MHCTpyKUMM no  [Oenonpous3BOACTBY OpraHuM3auui, He SABMASKLWUXCS WUCTOYHUKaMu
KOMMNEKTOBaHUA rOCYAApPCTBEHHbIX apXMBOB, YTBEPXOAKTCA MX PYyKOBOAMTENAMMU mnocne
COrnacoBaHNs C BbILLECTOALLMMWN OpraHn3aumsaMmm (Npy Ux Hanmyaum).

TvnoBble W MNpPUMEpPHble WHCTPYKUMM NO [enonpou3BoacTBy, paspabaTtbiBaemble
rocy4apCTBEHHbIMM OpraHaMu, WHbIMW OpraHuM3auusaMn, NOAYMHEHHbIMK [1paBUTENBLCTBY
Pecnybnukn bBenapycb, yTBEpXAalTCA WX pPyKOBOAUTENSAMW NOCMNE COrfacoBaHus C
LleHTpanbHoM akcnepTHon komuccuen (ganee - LIOK) cooTBeTCcTBYlOWEro opraHa ynpaBeHu s
(opraHmsaummn) un pecnybnukaHCKMM OpraHoM rocydapCTBEHHOro ynpaereHus B cdepe
apXMBHOro Aena u 4enonpoun3BoacTsa.

TunoBble ¥ MNpUMEpHble WHCTPYKUMM NO  OenonpousBoAcTBy, paspabaTtbiBaeMble
opraHuM3aumsamMm, SBMSIOWNMUCA UCTOYHUKAMKU KOMMEKTOBAHWUS FOCYAapCTBEHHbLIX apXMBOB U
He yKa3aHHbIMM B 4YacTW TpeTber HACTOALWEro MyHKTa, YTBEpXOalTCa MX PYKOBOAUTENSIMU
nocne cornacoBaHust ¢ LUIOK aTux opraHusaumi n COOTBETCTBYHOLUMMU rOCYyAapPCTBEHHBbIMMU
apxmBamu.



TunoBble © MNpPUMEpPHblE WHCTPYKUMM NO  [enonpousBoacTBY, paspabaTtbiBaemble
opraHvM3aumsamm, He ABNALWMMUCS NCTOYHUKaMM KOMMMEKTOBaHUSA rocyAapCTBEHHbIX apXUBOB,
yTBEPXOATCs UX pyKoBoAUTENAMM nocne cornacoBaHus ¢ LIOK aTux opraHnsaumin.

6. CTpyKkTypHble noApas3feneHnss ¢ npaBaMu OPUANYECKOro nuua, o60cobneHHble
CTPYKTYpHblE noapasgeneHus, aBngaLwmecs CaMOCTOSATENbHbIMM NCTOYHUKaMM
KOMMMEKTOBaHUSA rocyaapCTBEHHbIX apXnBOB, BeAyT OTAeNbHOe Aeronpon3BoACcTBO B Nopsake,
YyCTaHOBIIEHHOM HacTosLwen VIHCTpyKumMen ansa Be4eHus Oenonpom3BoacTsBa B OpraHnsaumsx, B
TOM uucrne B 4YacTu pas3paboTku, COCTaBMNEHMS, COrnacoBaHWs, MOAMUCaHUSA, YTBEPXKOEHMUS
WHCTPYKUMA NO Aenonpous3BOACTBY, HOMEHKNATyp Oerfl, Onucen Aenl, akToB O BbiAENEeHUn K
YHUUTOXEHMIO JOKYMEHTOB U A€eN, He nognexalinx XpaHeHuto, nepegadvm JOKYMEHTOB U Aen B
apXxuB.

CTpykTypHble nogpasgeneHuss ¢ npaBaMu  opugndeckoro nvua, o060cobneHHble
CTPYKTYpPHble MOApa3feneHns, He yKasaHHble B 4acTu NepBON HaCTOSLEro nyHKTa, BeayT
oTAenbHOe [enonpovM3BoACTBO B MOpsiaKe, YCTAHOBMEHHOM Hactosiwen WHCTpykumen ans
BeAeHMs Lenonpou3BOACTBA B OpraHvM3auusix, No pelueHno OpraHu3auun, CTPYKTYPHbIMK
noapasgeneHmsMmn KOTOpbIX OHW SIBNAIOTCH, €CNN MHOE He YCTaHOBMEHO 3aKOHOA4AaTENbCTBOM.

Mpn HanNMuMM NOAYMHEHHbIX (BXOASLUMX B COCTaB, CUCTEMY) OLHOPOAHbLIX MO XapakTepy
OEATENbHOCTU OpraHusaumi CTPYKTYpHble MOApas3feneHusl ¢ npaBamMu topuaumdeckoro nvua
paspabaTbiBalOT AN HWUX TUMOBblE U (MNWN) NMPUMEPHbIE MHCTPYKUMM NO AEeNOnpoM3BOACTBY,
TMMNOBbIE U (MNW) NPMMEpPHbIE HOMEHKNaTypbl Aen, co3gatoT LIOK B nopsagke, yCcTaHOBNEHHOM
HacToswen VIHCTpyKLmen.

7. OpraHusaumss n coBeplleHcTBoBaHue cuctembl OJOY B opraHusauuun, cobniogeHve
npasun OOKYMEHTUPOBAHWSA W opraHuv3auum paboTbl C JOKYMEHTaMu, MeTOAMYecKoe
pykoBoACTBO paboTon ¢ AOKyMeHTaMu n obyvyeHne paboTHMKOB OCHOBaM LenonpovM3BOACTBA,
BHEAPEHNE W MNPUMEHEHUE COBPEMEHHbIX WH(OPMALUMOHHbIX TexHonormn B pabote C
OOoKyMeHTamm obecneunsatotcsa cnyxoon JOY.

Mpn Hebonbwom obbeme fokymeHTooOopoTa cnyxba JOY moxeT He cosgaBaTtbes. B
3TOM Cryyae BbINONHEHNE ee (PyHKUMI obecnedmBaeTca HasHa4YeHHbIM pacnopsaUTENbHbIM
OOKYMEHTOM pyKOBOAUTENS OpraHu3auumn paboTHUKOM (ganee - nuuo, oTBeTCTBEHHOE 3a [OY).

8. PykoBogutenu opraHmsaumin K CTPYKTYPHbIX nogpasgeneHuin obecneuvmsaloT
opraHvM3auuio 4enonpov3BoacTBa, cobnaeHMe npaBunl JOKYMEHTUPOBAHWUS U OpraHm3aunm
paboTbl C [OOKYMEHTaMW, COXPaHHOCTb [AOKYMEHTOB COOTBETCTBEHHO B OpraHusaumsix wu
CTPYKTYPHbIX NOApa3aeneHunsx.

Mpn cmeHe pykoBOAWUTENsSI OpraHuM3auum CoCcTaBnsieTCs akT  npuema-nepenaydv
OOKYMEHTOB U Aen.

PacnopsguTtenbHblM LOKYMEHTOM PYKOBOAMTENSA OpraHusaumm HasHadaeTcs paboTHUK,
OTBETCTBEHHbLIN 3a BeeHne Aenonpom3BoAcTBa B CTPYKTYPHOM Noapa3gaeneHuu.

PaboTHMKM opraHusaumm AomkHbl ObiTb O3HAKOMIEHbI C YCTaHOBMEHHLIM B OpraHusauum
nopsagkom pabotbl ¢ AokymeHTamn. OO yTpaTe AOOKYMEHTOB paboTHMkamum coobuiaeTcsa
PYyKOBOAMTENIO CTPYKTYpPHOro nogpasgenexHvs n B cnyxby OOY (nvuy, OoTBETCTBEHHOMY 3a
aOY).

Mpn nepeBoge, nepemeLLeHUn WunNu YBOSIbHEHUN (OCBOOOXAEHUM OT 3aHMMaeMoun
AOIMKHOCTU cnyxallero) paboTHMKa MMerowmecs y Hero AOKYMeHTbl M Aena nepegatorcs no
PELLEHNIO PYKOBOAMTENSA OpraHM3auumn unm COOTBETCTBYIOLLEro CTPYKTYPHOro noapasaeneHus
Apyromy paboTHMKY NO akTy npuema-nepenadv 4OKYMEHTOB U Aen.

FMABA 3
OOKYMEHTUPOBAHUE YNPABINEHYECKOW OEATENBHOCTHU

9. [oKyMEHTMpOBaHWE YMpaBfiEHYECKON [OEATENbHOCTU MOXET OCYLLECTBNATLCS Kak
PYKOMUCHBLIM CNOcoBoM, Tak U C MOMOLLbI0O TEXHUYECKMX CPeacTB. YNpaBneH4Yeckme 4OKYMEHTbI
MOryT ObITb 3achmMKCMpPOBaHbI Kak Ha ByMaXKHOM, Tak M Ha SNEKTPOHHOM HocuTerne (OOKYMEHThI B
SMNEKTPOHHOM BUAE, B TOM YUCIE NIEKTPOHHbBIE JOKYMEHTHI).

[OKYMEHTbI B 3NEKTPOHHOM BMAE MOTYyT MPUMEHATLCS BO BCEX cdepax AeATEenbHOCTH,
roe  WCMNomnb3ylTCA TEXHWYECKUe, MporpaMMHble M MNporpaMMHo-annapaTHble CcpeacTsa,
Heobxoaumble OnA co3gaHusi, 00paboTkM, XpaHeHus, nepedavM M npuema uHdopMauum B
3MNEeKTPOHHOM BUuAe.



TpeboBaHNA K AOKYMEHTaM B 3fIEKTPOHHOM BMAE PaCMpOCTPAHAOTCS Ha 3NEKTPOHHbIE
OOKYMEHTbI, €CfiM UHOE He NPedyCMOTPEHO 3aKOHOAATENbCTBOM 00 3NEKTPOHHbLIX AOKYMEHTaxX
N 9neKTpoHHOM umndpoBon nognucuy (ganee - SLUM).

10. PacnopsgutenbHble [OOKYMEHTbl OpraHusauuin, nNpUHMMaemMble KonmnernanbHo,
0PopMNATCS B BUAE MOCTAHOBEHUN U (M) PELUEHNIA.

PacnopsguTtensHble JOKYMEHTbI, U3faBaemble pykoBoauTenem, MHbIM YNONHOMOYEHHbIM
NNUOM OpraHM3aumm eanHONNYHO, 0OpPMIISIOTCS B BUAE NPUKA30B U (M) pacnopsiKeHUNn.

N3gaHue (NpyHATWE) WMHBIX BWAOB pacrnopsauTeNbHbIX OOKYMEHTOB, He YKasdaHHbIX B
4YacTsiX NepBOM M BTOPOW  HACTOSALWEro MyHKTa, OCYLWEeCTBNAETCS  OpraHu3aunsmm
(pykoBOOUTENSIMA ~ OpraHM3auui, WHbIMW  YMNOIHOMOYEHHbIMM  NMuamMu) B Cnyyasix,
YCTaAHOBMNEHHbIX 3aKoHoAdaTernbHbIMW  akTamu, noctaHoBrneHuamm Coseta MwuHUCTpOB
Pecnybnukn Benapycb, B LEnNsiX BbIMNOSHEHNS BO3MNOXEHHbLIX HA HUX OYHKUMA W 3aday B
COOTBETCTBUU C UX KOMMNETEHLMEN.

11. CoBMeCTHble  pacnopsguTenbHble  OOKYMEHTbl  OpraHuMsaumin,  u3garomx
(MpUHMMaloOWKMX)  OA4MHAKOBble  BMAbl  OOKYMEHTOB,  uM3galTca  (NpuHMMmaroTcd) B
cooTtBeTcTByoweM Buage. CoBMeCTHble pacnopsguTenbHble OOKYMEHTbl  OpraHusauuin,
nsgarowmx (NPUHMMaoLWmMX) pasnmnyHble BUAbl AOKYMEHTOB, MPUHUMAKOTCSA B BUAE PELLEHUS.

12. Xop o6cyxaeHnst BONpOCOB Ha 3acedaHnsax UKCUpyeTcs B NPOTOKONax.

PelueHns, npuHATbIE Ha 3acedaHny KonnernanbHOro opraHa, MMetoLLero coBeLlaTenbHble
dYHKLMM, NPOBOAATCS B XU3Hb NPUKA30M (PacrnopsiKeEHMEM) PyKOBOAUTENS opraHmn3aumm nnbo
nyTeM yTBepXOeHUs pykoBoguTenem opraHnsaumm NnpoTokona 3aceaHus.

13. Opranvzauumn BegyT Nepennucky C opraHuvsauusamu, rpaxgaHamu Pecnybnukm
Benapycb, WHOCTpaHHbIMW rpaxgaHamu W nvuamm 6e3 rpaxgaHcTBa, B TOM  4uchne
MHOMBUAYaANbHbIMW NpegnpuHUMaTensamun (ganee, ecrnv He onpeneneHo MHoe, - rpaxiaHe), B
Lensax BbINOMHEHMS MOCTABMEHHbIX Nepes HUMK 3aJay M peanusaumm BO3MNOXKEHHbIX Ha HUX
OYHKUMA.

14. Ha ocHOBaHMM HOPMaTMBHbIX MNPaBOBbLIX aKTOB, JlOKalbHbLIX MNPAaBOBbLIX aKTOB,
onpefenswWwmMx UX 3agaduM U (YHKUMKW, oOpraHu3auuMM u3garT  (COCTaBMsSOT)  UHble
ynpaBneH4yeckne AOKYMEHTbl, B TOM 4YuCMe NfaHbl, OTYeTbl, AOKNaAHbIE 3anucKu, CrpaBKu,
aKTbl, yBeJOMIIEHUS, NpeacTaBneHns, npeaynpexaeHus.

15. TlpaBo wu3gaHua (NPUHATMS) OOKYMEHTOB, WX MNOAMUCAHMS, YTBEPXOEHWS,
cornacoBaHusi (BU3MPOBaHWS) 3akpennsetca B MOMOXEHMAX W ycTaBax oOpraHuMsauun,
MOMOXEHMAX O CTPYKTYPHbIX NnoapasaeneHnsax, AOMKHOCTHbLIX MHCTPYKUNAX paboTHMKAM U UHbIX
noKanbHbIX NPaBOBbIX akTax OpraHu3aLmu.

16. lNoaroToBka AOKYMEHTa BKMOYaET cocTaBneHne n opopMneHne npoekta JOKYMEHTa,
ero nognucaHue, npu HeobXoguMOCTU - CcornacoBaHue (BU3NPOBAaHMWE), YTBEPXKOEHME.

BHeceHvne ucnpaBneHuin unum OONOSHEHWMI B NOAMUCaHHbIE (YTBEPXAEHHbIE) AOKYMEHTbI
He JonyckaeTcs.

17. [JokyMeHTbl ochopmMnaoTCs Ha GnaHkax, UMEKT YCTaHOBIIEHHLIN COCTAB PEKBU3NTOB U
CTabuUnbHbIN NOPSAOK UX PACNONOXEHWS.

[OKYMEHTbI B 3NEKTPOHHOM Buae ohopMAsOTCA B NOPsiAKe, YCTAHOBMEHHOM MyHKTaMu
201 - 206 HacTosLwen NMHCTpyKLmMN.

BHyTpeHHME [OOKYMEHTbl CTPYKTYPHbIX MOApasfeneHnin u COBMECTHble [AOKYMEHTbI
gonyckaetca odopMnATb He Ha 6naHkax, HO C o00s3aTenbHbIM  BOCNPOU3BEAEHNEM
COOTBETCTBYIOLLNX PEKBU3UTOB.

Mpn odopmneHun nucem, CNpaBoK U APYrNX CAPaBOYHO-MHPOPMALMOHHBIX AOKYMEHTOB
AOMNyCKaeTCsl UCMONb30BaTh YIrMOBOKM WTaMn OpraHn3auuu.

Mpn pykonncHoM OdOPMMNEHUN [OKYMEHTOB COCTaB W pPacrofioXeHne pPeKkBU3NTOB
AOIMKHbI COOTBETCTBOBATb COCTaBY U PACMOSIOXKEHNIO PEKBM3UTOB JOKYMEHTOB, 0CPOPMASEMbIX
C NOMOLLIbIO TEXHUYECKMUX CPEeACTB.

18. Kaxgbli IMCT AOKYyMEHTa AOIMKEH UMEThb NOSs:

nesoe - 30 Mm;

npaBoe - He MeHee 8 MM;

BEPXHEE U HWXKHEE - HE MeHee 20 MM.

Monsa ¢ ykasaHHbIMU XapaKTepUCTUKaMmn AOSMKHbI 0TobpaxaTbCa Npu BbIBOAE AOKYMEHTA
B 9NIEKTPOHHOM BMAE Ha YCTPOMCTBO OTOOpaxXeHUs 1 Ha ByMaXHbI HOCUTENb.



FMABA 4 ]
BNAHKM OKYMEHTOB. YITIOBOW LUTAMI

19. YcraHaBnuBaeTcsa Tpu Buga 6naHkoB JOKYMEHTOB: 6naHk ansa nucbma, obwmi 6naHk,
GnaHK AN KOHKPETHOro BMaa AOKyMeHTa.

BnaHk ons nucema 1 0bwmun 6naHk M3roTaBnMBalOTCA BO BCEX OpraHM3auunsx.

BnaHkn ons KOHKPETHbIX BUOOB AOKYMEHTOB U3roTaBNMBAOTCS NO PELLEHNIO OpraHn3aumnm
Ha ocHoBe 0b0Llero 6naHka.

20. Mpwn paspaboTke GNaHKOB AOKYMEHTOB WMCMOMb3YKTCS NUCTbl Bymarn cTaHAapTHbIX
dopmaTtos A4 (210 x 297 mm) n AS (148 x 210 mm).

Bbibop hopmata 6naHka npu M3roTOBNEHMN AOKYMEHTA 3aBUCUT OT xapakTepa u obbema
TekcTa. bnaHk dpopmarta A5 ncnonb3yeTca Ans AOKYMEHTOB, MMEKLWNX He Gonee naTn - cemu
CTPOK TeKcTa.

21. Ha 6naHk gnga nMcbMa HaHOCATCS PEKBUSUTBI:

locypnapctBeHHbI repb Pecnybnukn benapycb (B crnydasx, YCTAHOBMEHHbIX YacTbio
nepsou NyHKkTa 32 Hactoswen NHcTpyKumn);

ambriema opraHuMsaLmmn unu ToBapHbIv 3HaK (3HaK 0b6CnyXnuBaHus);

Ko opraHusauuu (Mo peLLeHnto opraHmsasmm);

HaVMMeEHOBaHWE BbILLECTOsLLEN OpraHu3aLmu;

HanMeHOBaHWe opraHnsauuu;

HaMMEHOBaHWE CTPYKTYPHOro noapasgeneHus (HaHocuTcs Ha OnaHk, MCnonb3yemblin
CTPYKTYPHbIM nogpasgeneHneMm, ecnM OHO HageneHo npaBoM Wu3gaHus (COCTaBneHus)
AOKYMEHTOB OT CBOEro UMeHW);

NOYTOBbLIN agpec oTnpaBuTens;

KOMMYHUKALMOHHbIE 1 KOMMEpPYECKMNE AaHHbIE.

Ha 6naHk ona nucbMa HaHOCATCA OrpaHUYUTENbHbIE OTMETKU U NUHUWU NS PEKBU3UTOB:
JaTa OOKYMeHTa, pPermctpauMoOHHbI MHOEKC, CCbhiflka Ha PEerncTpauuoHHbIN MHOEKC W gaTy
BXOOALLEro JOKYMeHTa.

22. Ha o6wun 6naHk HaHOCATCHA PEKBU3UTDI:

locypapctBeHHbii repb Pecnybnukn benapycb (B cnyyasix, YCTAHOBMEHHbIX 4YacCTbio
nepson NyHkTa 32 HacTosawwen NHCTpyKuun);

amMbnema opraHusauum UM ToBapHbIN 3HaK (3HaK 06CyXMBaHUS);

Kog opraHusauum (Mo peLLeHnto opraHmsasumm);

HanMeHOBaHWe BbILLECTOSLLEN OpraHn3auuu;

HauMeHOBaHWe opraHusauuu;

HaMMEeHOBaHWe CTPYKTYPHOro noapasgeneHus (HaHocuTcs Ha 6naHK, MCnonb3yembli
CTPYKTYPHbIM MoApasfeneHMemM, €ecnvm OHO HadeNeHo npaBoM uM3gaHus (COCTaBrneHus)
OOKYMEHTOB OT CBOEro UMEHW);

MECTO COCTaBMNEHNS U U3OAHUS.

Ha obwwnin 6naHk HAHOCATCS OrpaHUYUTENbHbIE OTMETKU U NIMHUKU ONS PEKBU3UTOB: AaTta
OOKyMEHTa, PerMcTpaunoHHbIN NHOEKC.

[ns odopmneHns pekBuauTa "HaseaHue BMaa AOKyMeHTa" Ha obliem GraHke oTBOAUTCS
cBobogHOEe MecTo Mexay pekBuantamum "HammeHoBaHnne opraHusdauumn” ("HanmeHoBaHue
CTPYKTYPHOro nogpasgeneHua") uM orpaHudnTenbHbIMU ANHUAMKU  Ons pekBusmToB "[laTa
JokymeHTa" n "PernctpaunoHHbIn MHAOEKC".

23. bnaHkn paspabaTbiBalOTCA Ha OCHOBE MPOAOMbLHOrO MMM YrAoBOro BapwuaHTa
pacnonoXeHnsl PEKBU3NTOB.

Mpn yrnoBoM BapuaHTe PekBU3UTbI OnaHka pacnonaratTCa B BEPXHEM NEBOM Yrny.
MakcmmanbHas AnvHa CTPOKN pekBn3MToB BnaHka He AoSMKHA NpeBbiwaTth 73 MM.

Mpn npogonbHOM BapuaHTe pekBu3uTbl BraHka pacnonaralTcs nocepeavHe nucTa
BOOMNb BepxHero nons 6e3 orpaHvyeHuss pasmMepoB MO FOPU3OHTaNW, HO C cobniogeHnem
YCTaHOBIEHHbIX HacToswen NHCTpyKumen pasamepoB Momnen.

24. PekBn3anTbl GnaHka pacnonaratoTcsi LEHTPOBAHHbIM MK oriaroBbIM CNOcoboM.

Mpn LeHTpoBaHHOM cnocobe Havano u KOHeL, KaXagon CTPOKU PEKBU3UTA LIEHTPYHOTCS, TO
€CTb paBHOyAaneHbl OT rpaHuL 30Hbl PAcMnONoXeHNA PEKBU3UTOB.

Mpn dnaroBom crnocobe kaxagasa CTPoka PEKBM3WUTA HAYMHAETCH OT JIEBOW rpaHuLbl 30HbI
pacnonoXeHus PeKBU3NTOB.



25. Mpn HeobxoammocTn Ha GnaHK MOryT HaHOCUTLCS OrpaHUYUTENbHbIE OTMETKU ANS
nonew n OTAENbHbIX PEKBU3NTOB B BMAE YronKOB WM NMHUIA. [lonyckaeTcs HaHOCUTb Ha GnaHk
OTMEeTKM ANns dhanbLOoBKN U NPOBUBKM OTBEPCTUI AbIPOKONIOM.

26. lMpu co3gaHuMm GnaHka Ha HECKONbKMX S3blkax PEeKBM3UTbI GnaHka [OMKHbl ObITb
npoAaybnmMpoBaHbl Ha ATUX A3bIKaX.

BnaHk ona nucbMa u3roTaBnUBAETCs C NPOAOSbHbIM PACMONOXEHWEM PEKBU3UTOB Ha
OBYX si3blKax.

27. Ha ©OnaHkax wu3rotaBnuMBaeTCsl TONMbKO MNepBasi CTpaHuWUa [AOKYMeHTa, [Ans
N3roTOBMNEHNST NOCMEAYLWMX CTPaHUL, UCNONb3YTCA YMCTble NUCTbl Bymarn ctaHgapTHOro
dopmarTa.

28. YrnoBown wtamn npocTaBnseTcs B NEBOW BEPXHEN YacTn NepBOro nucta JOKyMeHTa.

[onyckaeTcsa narotaBnmBaTth YrfioBOW WITaMN TPEX BUOOB: ANS NUCbMa, OOLUIA YrnoBoOwn
LWITamMnN 1 YyrnoBOW WTaMn AN KOHKPETHOro Buaa JOKyMeHTa.

29. CocTaB peKkBM3NTOB YrNOBOrO LITamMna, MNOPSAOK MX pasMelieHus u odhopmieHns
OOJMKHBbI COOTBETCTBOBATL COCTaBy, NOPSAKY pa3meLleHns n opopMreHns pekBu3nToB GraHka.

30. Pasmep yrnosoro wramna He JOfKeH npeBbiwate 73 MM NO rOpU3OHTanM U no
BEpTUKanu:

75 MM (gns wTtamnoB ¢ n3obpaxeHnem locyaapcTeeHHoro repba Pecnybnukn Benapycb
UM amoénemsl);

55 mm (anga wramnos 6e3 n3obpaxeHus NocygapcteeHHoro repba Pecnybnukn Benapycb
nnu aMbnemoi).

MABA 5
O®OPMIIEHUE PEKBU3SUTOB OKYMEHTOB

31. lpn nogrotoBke [OOKYMEHTOB W oOpraHuM3aumm paboTbl C HMMW UCMONb3YHOTCS
PEKBU3UTLI, MOPSAOOK OOOPMIIEHNS U PACMONOXEHUS KOTOPbIX onpegeneH B nyHkTax 32 - 61
HacTosawen VHCTpyKLMK.

32. Mpu odopmneHun pekemnanta "locygapcTBeHHbI repd Pecnybnukn benapycb”
nsobpaxeHne ocynapctBeHHoro repba Pecnybnunku benapycb nomelsaetcs Ha ©naHkax u
YrMNOBbIX LUTamnax B COOTBETCTBMM C TpeboBaHuaMn 3akoHa Pecnybnukn Benapyck ot 5 mions
2004 r. N 301-3 "O rocygapctBeHHbIX cumBornax Pecnybnukn benapyco".

N3obpaxeHne [ocypgapctBeHHoro repba Pecnybnukn benapycb Ha  6GnaHkax
pacnonaraeTtcs B LleHTpe BepxHero nons. uameTp nsobpaxeHus - He bonee 17 mm.

33. lMpu odopmneHnn peksuauTa "OMONema opraHusaumm MnuM TOBApHbIN 3HaK (3HaK
obcnyxmnBaHus)" ambriema opraHu3auuu WM TOBapHbIA  3HAK (3HaK 0OCnyXmnBaHus),
3aperucTpMpoBaHHble B COOTBETCTBMM C  3aKoHogaTenbCTBOM 006  odmumanbHbIX
repanbgudeckux CUMBOMAxX W 3aKOHOO4ATENbCTBOM O TOBapHbIX 3Hakax W 3HakKax
obcnyXnuBaHus, N0 YCMOTPEHMIO OpraHn3auMm nomellarTcs Ha GnaHkax Ha NeBoM rnore Ha
ypoBHe pekBumanta "HaumeHoBaHue opraHusauuun” ("HaumeHOBaHMEe  BbILLECTOSLLEN
opraHusaummn"), ecnn B LEHTPE BEpXHero nons nomeweHo mnsobpaxeHune [ocygapCTBEHHOMO
repba Pecnybnuku benapycs.

Ha 6naHkax 6e3 nsobpaxeHusi locygapcrBeHHoro repba Pecnybnukn Benapyck ambnema
UNM TOBapHbIN 3HAK (3HaK OBGCMyXXMBaHWSA) MOMeLLaeTcsa Ha BepxHem none 6naHka. [Mpu
NPOAOSIbHOM PACMONIOXKEHUN PEKBU3NTOB aMbnema mnv ToBapHbIN 3HaK (3HaK 0OCnyXxmMBaHWs)
opraHvM3auumn noMeLaeTcs B LieHTpe BepxHero nonga GraHka, npy yrinoBOM - Haja cepeavHon
CTpokM pekBuanta "HammeHoBanue opraHusauuun" ("HammeHoBaHuMe  BblllecTosiLEN
opraHusaumn®).

34. Mpn odopmneHnn pekBmsnta "Kog opraHmsaummn” Kog opraHusaumm NpocTaBnisaeTcs
Ha BepXHEeM Mnose crpasa Ha NepBOM NIUCTE JOKYMEHTa.

[ocyaapcTBeHHble  OpraHbl npocTaBnAlwT  Kog no  obuerocygapcTBEHHOMY
knaccudpmkatopy Pecnybnukn Benapycbs OKPB 004-2014 "OpraHbl rocygapCTBEHHOM BNactu u
ynpaeneHnsa",  yTBEpPXAEHHOMY  MNOCTaHoBreHMeM  [0oCydapCTBEHHOrO  KOMUTETa Mo
ctangaptusauun Pecnybnukn Benapyck ot 30 gekabpsa 2014 r. N 60 (ganee - OKOIY). UHble
opraHusauum npocTaBnsalT koh no obuerocygapcTBeHHOMY Knaccudukatopy Pecnybnukm
Benapycb OKPB 018-2003 "KOpugudeckve nuua v uHOUBMAYyanbHble nNpeanpuHumatenu”,
yTBEPXOEHHOMY  MocTaHoBneHvem KomuTeTa no  craHgaptu3auum, MeTposiormm U



ceptudpmkauumn npu Cosete MuHuctpos Pecnybnuku Benapycb ot 28 anpenst 2003 r. N 22
(oanee - OKKOIM).

35. lMNpun oopmneHun peksmnsanta "Kog AoKkymeHTa" KOO OOKYMEHTa npocTaBnsieTca Ha
BepxXHeM rorne cnpasa noA KOAOM opraHu3auuu.

lMpn cocTaBneHMN KOHKPETHbIX AOKYMEHTOB KOA [OKyMeHTa NpoCTaBnsieTCs Ha Tex u3
HUX, YHUMLUMpoBaHHbIE OPMbI KOTOPLIX BKITHOYEHbI B 00LLEerocy4apCTBEHHbIN KriaccudukaTop
Pecnybnukn Benapycs OKPB 010-2023 "YHudUUMPOBAHHbIE AOKYMEHTLI", YTBEPXAEHHbIV
noctaHosreHneM MuHucTepcTBa tocTuummn Pecnybnuku Benapycb ot 6 gekabpsa 2023 r. N 75
(nanee - OKYL).

Mpn  HeobxogMMOCTM  OpraHMsaumm  MOryT  CaMOCTosITEeNbHO  paspabaTbiBaTb
YHUULNPOBAHHbIE (POPMblI OOKYMEHTOB, He pa3paboTaHHble Ha 06LlerocyfapCTBEHHOM W
(vnn) oTpacneBOM YpOBHE, OCYLECTBNATb KOAMpOBaHME 3TUX (OpPM C MOCMneayoLwmm
BKIMIOYEHMEM WX B JOKalnbHble KraccudukaTopbl M MUCNONb30BaTb pa3paboTaHHble KoAbl
YHUPUUNPOBAHHBIX JOKYMEHTOB Npu odhopmieHnn pekeuauta "Kog gokymeHTa".

HeobxoammocTb NpocTaBneHns Koga AOKYMeHTa onpeaensieTcs opraHm3aumnen.

36. lNpu odopmneHun peksuanta "HammeHoBaHME BbILLECTOALLEN OpraHuM3auumn” Ha
AOKYMEHTax ykasblBaeTCH MofHoe oguumanbHOe HaMMeHOBaHWE BhILLECTOSILLEN OpraHu3auum
(Mpy Hann4uuKn), 3aKpenneHHoe B ee yCTaBe UMK NOSTOXKEHUM O HEN.

HanmeHoBaHuve BbILLECTOSLLEN opraHusaumm yKasblBaeTcs Ha BCEX
OpraHM3aLMOHHO-pacnopsaaMTENbHbIX OOKyMeHTax, 3a NCKITIOYEHNEM BHYTPEHHNX
NHOPMaLMOHHO-CNPaBOYHbIX AOKYMEHTOB.

HanmeHoBaHMe BbIWECTOSAWEN OpraHM3auMmM pacrnonaraetcd B BepxXHem 4actu
3arofloBOYHOM YaCcTN AOKYMEHTA.

B opranHmszauuax, NOOYMHEHHbIX  CTPYKTYPHbIM  MogpasgeneHvsMm ¢ fnpaBamu
topugnyeckoro nuua (BXogsawmnx B WX COCTaB, CUCTeMy), B pekBusuTe "HammeHoBaHue
BbllLECTOAWEN  OpraHu3aumm”  ykasblBaeTcs  MofHoe  oduumanbHOe  HauMMeHOoBaHue
COOTBETCTBYIOLLLErO CTPYKTYPHOrO NogpasgeneHuns.

37. B pekBusnte "HaummeHoBaHue opraHusaumm" o6o3HadaeTcsi aBTOp [AOKYMEHTa,
KOTOPbIM ABMSIeTCA OpraHn3auns, co3aaBluas JOKYMEHT.

HanmeHoBaHMe oOpraHu3aumMmM ykasblBaeTcs B TOYHOM COOTBETCTBUM C YCTaBOM,
nonoxeHvem o Hen. CokpalleHHOe HauMeHOBaHWe OpraHuM3auuMyM MOXET yKasblBaTbCs B TeX
crny4vasx, Korga OHO 3aKpensfeHo B ydpeauTenbHbIX AOKYMeHTax opraHusaumn. CokpalleHHoe
HaVMeHOBaHMe NoMeLLaeTCs HKe NOSTHOrO M 3aknoyaeTcs B CKOOKM.

HavmeHoBaHMe opraHu3auuu pacnonaraeTcs B 3arofiOBOYHOM 4YacTuW OOKYMEHTa Huxe
pekBu3nTa "HaumMeHOBaHWe BbILLECTOSLLEN OpraHM3aumm” npu ero Hanmyuum, Npu oTCcyTCTBUK -
Ha MecTe, OTBEOEHHOM Ans pasMeLleHus pekBumanta "HavmeHoBaHME BbILLECTOSLLEN
opraHunsaumm”.

[oKymMeHT, nogrotaBnMBaembli COBMECTHO ABYyMA w  6Gonee  opraHusaunsamu,
odhopMnAeTcsa Ha YNCTOM Nucte Bymarn ctaHgapTHoro doopmara. HanmeHoBaHus opraHnsauni
pacnonaralTcsi B COOTBETCTBUMN C UX NOMHbIMYU OoduumanbHbIMM HAMMEHOBaHUAMWN B BEPXHEN
4YacTu JOKYMEHTa Ha OQHOM YPOBHE.

Mpu cuctematMyeckor MOArOTOBKE COBMECTHbIX LOKYMEHTOB MOXET W3roTaBnMBaTbCA
COOTBETCTBYIOLWMNIN BNaHK C ykazaHMeM HaMMeHOBaHU OpraHn3auni, Co3aarLWwmnx AOKYMEHT.

38. PekBuaunt "HavnmeHoBaHwe CTPYKTYpHOro nogpasgeneHus” odopmnsieTca Ha
OOKyMeHTe B TOM Ccrydae, ecnu [AOKYMEeHT usgaetcs (cocTtaBngetcd) OT MMEHW 3Toro
nogpasgeneHus.

HavmeHoBaHWe CTPYKTYPHOroO MoApasfeneHus pacrnonaraeTcs B 3arofloBOYHOM 4acTu
OOKyMeHTa HUXe pekBuauTa "HanmeHoBaHne opraHmusaumnm”.

39. lMpn odopmneHun peksmaumta "lMoYTOBLIM agpec OTNpaBUTENA" MNOYTOBLIN agpec
oTnpasutTensa ogopmnseTca B cOOTBETCTBUM C [MpaBunamm okasaHus ycriyr NOYTOBOW CBA3N
obLiero nonb3oBaHUs, yTBEPXOEHHbIMKM MnocTaHoBneHnem CoseTta MuHuctpoB Pecnybnuku
Benapycb ot 22 oktabpsa 2025 r. N 575.

(B pea. noctaHoBneHns MuHiocTa ot 24.07.2026 N 40)

MouToBbIN agpec oTnpaBuUTENs pacrnonaraeTcs HWke pekeuanTa "HaummeHoBaHue
CTPYKTYpHOro nofgpasgeneHns" npu ero Hanuuuu, npu OTCYTCTBMM - HUXE pPeKBU3UTa
"HanmeHoBaHuWe opraHusaumn”.

40. TMpn odopmneHnn pekBuamta "KOMMYHUKAUWOHHbLIE M KOMMEpYEecKne aAaHHble"



KOMMYHUKaLMOHHbIE JaHHble (HoMepa TenedoHa, Tenegakca, BKNYasa Ko aBToMaTU4eCKom
MexayropoaHen (MexayHapoaHoW) TenedOHHOW CBSA3W, oduumnanbHbii agpec SNeKTPOHHOM
NnoyTbl) MOMELLATCA Ha MUCXOoAsWwMx nucbMax (6naHkax nnsi NUCEeM) HKXKEe pekBusnTa
"MoyTtoBLIN agpec oTnpasuTens". [pynnbl uMdp B HOMepax TeneoHOB AeMCOM U OpYrMMu
3HakaMu npenuHaHua He pasgenslTcs. [Opyrve cBefeHUs YKasblBalTCs MO YCMOTPEHUIO
opraHusaumu.

KoMmmepueckne gaHHble, B TOM Yucrne HOMep Tekyllero (pacdeTHoro) 6aHKOBCKOro cyeTa,
HanmeHoBaHWe 6GaHka, pacnonaralTCs HWXKe KOMMYHMKAUMOHHbIX AaHHbix. CocTas
yKa3blBaeMbIX KOMMEPYECKMX AaHHbIX ONpeaensieTcs opraHm3aumnen.

41. MMpu odopmneHnn peksusnta "HasBaHue Buaa [OKyMeHTa" HasBaHWe Buaa
OOKYMeHTa yKasblBaeTcsl HWxe pekBmanta "HaummeHoBaHue opraHusaummn" ("HammeHoBaHuve
CTPYKTYpPHOro nogpasgeneHusa”) npuv WM3roToBreHWM KOHKPETHOro AokymMeHTa (6bnaHka ans
KOHKPETHOro Braa AOKYMEHTA).

HasBaHune Bnaa OOKyMeHTa onpeaensercsa ero HasHavyeHMeM 1 JOSHKHO COOTBETCTBOBATh
KOMMNETEeHUUN OpraHnsaumm, CoOAepXXaHui OOKYMEHTUPYEMOro ynpaBneH4Yeckoro gencreus. B
nMCbMax HasBaHve Buga JOKyMEHTa He yKasblBaeTCs.

HasBaHue Buga gokymeHTa nevataeTcd NnponmcHeiMun 6yksamm 6e3 npobenos.

HasBaHusa BuaoB JOKYMEHTOB AOMKHbI cooTBeTcTBOBaTH OKY[.

Mpn ncnonb3oBaHMm o6WKMX BGNaHKOB C NPOAOSIbHLIM PACMOSIOKEHMEM PEKBU3NTOB Ha
ABYX s3blkax Ha3BaHWe BMAa AOKYMEHTa neyaTtaeTcs Ha ABYX fA3blkax.

42. PexkBu3ant "[ata OOKyMeHTa" pacnonaraeTcs Hwke pekBuauTa "HasBaHue Buaa
AOKYMeHTa", B NMCbMax - HMXKe pekBmanTa "KoMMyHUKaLMOHHbIE N KOMMEpPYECKUE aaHHbIe".

[laTton JoKymeHTa siBNsieTcs Aata ero nognucaHus unu cobbltns, 3adnKCUPOBAHHOIO B
AOKyMeHTe (NpPOTOKON, akT), Ans [AOKYMEHTa, MPMHMMAaeMOoro KomsfernanbHbiM OpraHom
(nocTtaHoBneHWe, pelleHune), - Aata ero NpUHATUS.

[laTto coBMECTHOro JOKyMeHTa Ha ByMaXXHOM HocuTene sSBNAeTCs AaTta ero nognucaHus
nocneaHen opraHMsauUnen.

OaTton yTBepxgaemMoro [OOKyMeHTa S4BMseTCcd [faTa ero yTBepXaeHusi, KoTopas
yKasblBaeTcs B peksuanTte "lpud yreepxaeHna".

Mpn nogrotoBke npoekTa AOKYMeHTa [AOrMycKkaeTcs nedataTb TONbKO 0O6O03HaYeHus
Mecdua 1 roga, oeHb Mecsila npocTaBnseTcd OOMKHOCTHbIM MNULUOM, NOAMNUCHLIBAKOLWLMM UMK
yTBEPXAalLWMM OOKYMEHT, 32 UCKIIIOYEHMEM CryyaeB, NPeayCMOTPEHHbIX NyHKTamu 91 n 96
HacTosLwen MHCTpyKLmMN.

OnemMeHTbl gaTbl yKasbiBalOTCA apabckumm umdpamm B OLHOM CTPOKE B cnegylollen
nocrnegoBaTenbHOCTU: AeHb Mecsua, Mecsl, rog. [leHb mecsua u mecsw, opopmMmnsoTes AByMS
napamu apadckmnx umdp, pasgeneHHbIMY TOYKOR, rof - YeThIpbMS apabckuMmn Lmudpamu.

43. PekBn3unT "PerncTpaumnoHHbIii MHOEKC" yka3blBaeTCs B O4HOW CTPOKE MOCMe peksmnsnta
"NaTa oOKyMeHTa".

PerncrpaumoHHbli MHOEKC co34aBaeMblX M MOfyvYaeMblX OOKYMEHTOB NpeacTaBnset
cobon undposoe unm GykBeHHO-UMppPoBOEe 0603HaYeHMEe, BKNOYatoLlee B cebs NMOPsiAKOBbLIN
pPEerncTpaumoHHbI HOMEP, MPUCBOEHHBIA OOKYMEHTY MpU CO34aHUN UMW MOSTyYEHUU, KOTOpPbIN
MoXeT ObITb [OMNOMHEH WHAEKCOM MO HOMEHKnaType [fAen opraHusaumv, WHAEKCOM
NpYMeHSeMoro KnaccudukaTopa (B TOM Yucrne Knaccmgukatopa KoppecnoHO4EHTOB, BONPOCOB
0eATenbHOCTN) N APYrMMK YCNOBHBIMW 0603HAYEHUSIMN.

Ha  pgokymeHTax, COCTaBfeHHbIX  COBMECTHO  HECKOMbKMMW  OpraHmsaumnsamu,
perncTpaumMoHHble MHOEKCbl aBTOPOB MPOCTaBNATCH Yepes KOCyH YepTy B Nopsiake ykaszaHus
aBTOPOB Ha AOKYMeHTe (cnesa Hanpaso).

44. PekBnanT "Ccbifika Ha perncTpauuoHHbIA WHOEKC W faTy BXogswero OOKymMeHTa"
odopMmnsaeTca Ha nucbmax (BnaHkax Ans nuceMm) Huxe pekBuantoB "[lata OoKymeHTa" u
"PerncTpaumoHHbii MHOEKC" 1 BKIOYAET B cebS perncTpauMoHHbIN MHOEKC U aaTy OOKYMEHTa,
Ha KOTOpbln pdaeTca oTBeT. [laTa [OKyMeHTa, Ha KOTOpbIM JaeTcd OTBeT, odopMriseTcs
LMdPOoBbIM CNOCcO6oM.

45. MNpun ocbopmneHnn peksuanta "MecTo cocTaBneHust Unu nsgaHusa" Mecto cocTaBfieHus
WM  uM3gaHnss OOKYMEHTa yKas3blBaeTca Hwke pekBusmToB "[lata [okymeHTa" u
"PernctpaumoHHbii MHAEKC" Ha OOKYMEHTax, 3a UCKNIYEHNEM NUCEM 1 3adBMEHUN.

46. PekBunsant "lpud orpaHuyeHuss goctyna" odopmnaeTcss B NpaBOM BEPXHEM Yy
OOKyMeHTa Bbilwe pekBusnToB "Agpecat”, "pud yteepxaeHums", "Ipud npunoxeHms" (npy nx



Hanuuuwm).

47. PekBunauT "AgpecaT" noMeLLaeTcs B MpaBOM BEPXHEM Yriy AOKYMEHTA.

Afgpecatamn ABNAIOTCA OpraHuM3aunn, UX CTPYKTYpHble nogpasferneHnsi, KOHKpPEeTHble
OOJTDKHOCTHbIE Nuua, rpaxkaaHe.

Mpyn agpecoBaHUM [OOKYMEHTa oOpraHu3auuum ee HauMeHOBaHuWe YyKasblBaeTcsd B
UMEHUTENbHOM najexe.

Mpy HanpaBneHun AOKYMEHTa B HECKOSbKO OAHOPOAHbLIX OpraHM3almi ux HauMeHoBaHUSA
ykasblBatoTCa 0606LLEHHO B MMEHUTENBHOM Nagexe.

Mpn agpecoBaHUM OOKYMeHTa CTPYKTYPHOMY MoApasfeneHuio B UMeHUTErNbHOM najexe
yKasblBaeTCsi HaMMEHOBaHME OpraHu3auuuM, a HWXKe - HaMMEHOBaHME CTPYKTYPHOro
nogpasneneHus.

Mpyn HanpaBneHUM [JOKYMEHTa KOHKPETHOMY [OOIDKHOCTHOMY nuLy HauMMeHoBaHue
opraHusauum ykasblBaeTCs B UMEHUTENbHOM Majexe, a OOMMKHOCTb cryxalwero u damumnmng
agpecara - B JaTeNbHOM.

Mpn apgpecoBaHUM [OKYMEHTa pPYKOBOAWUTEMO oOpraHv3auun (ero 3amecTuTentio)
HauMeHOBaHWe opraHuMs3auMm BXOAWUT B COCTaB HaMMEHOBaHWUS [OOMMKHOCTU  CriyXallero
agpecarTa.

Mpy HanpaBneHuM OOKYMEHTa PYKOBOAMTEMSIM HECKOSIbKMX OA4HOPOAHbLIX OpraHmsauni
HaMMEHOBaHWS UX AOMKHOCTEN CNy>aLmX yKasblBaoTCs 0606LLEHHO B AaTENbHOM nagexe.

Mpn agpecoBaHMM LOOKYMEHTa CTPYKTYPHOMY MoApasferneHunto, Begylemy oTaerbHoe
[ernonpon3sBoacTBO B COOTBETCTBUM C 4acTaMW NEpPBON M BTOPOWM NyHKTa 6 HacTosLwen
WHCTpyKuuK, ero pykoBoanTento (3amecTuTento), 04HOPOAHbBIM CTPYKTYPHbIM NoapasaeneHusam,
pyKoBOOUTENAM OOQHOPOOHbLIX CTPYKTYPHbLIX NogpasfeneHnin, KOHKpETHOMY OOSMKHOCTHOMY Nuuy
B pekBuaute "Agpecat”, odopMnseMoMm B COOTBETCTBMM C TpeboBaHMSIMU YacTen TpeTben -
cedbMOW  HacTodAllero MyHKTa, BMECTO HauMEHOBaHMsl oOpraHuvsaumMm  ykasblBaeTcs
HanMeHoBaHWe CTPYKTYPHOro nogpasgerieHMs B COOTBETCTBYIOLLMX Nagexe u Yncre.

Mpn agpecoBaHMM OOKYMEHTA rpaXkgaHUHy BHavarne ykasbiBatoTcs hamMunms u nHuguansl
(cobcTBEHHOE UMSI, OTYECTBO (€CrnM TakoBOE MMEeEeTCs) nonyyaTens, 3aTemM NoyToBbIM agpec.

MouToBbLIN agpec ykasblBaeTcs Ha koHBepTe. [Mpn agpecoBaHUM OOKYMEHTa pa3oBOMY
KOppecnoHAEeHTY NOYTOBLIN apec BKOYAETCA B COCTaB peksuanTa "Agpecart”.

MouToBbIN agpec B peksusante "Agpecat" odopmnseTcs B cooTBeTcTBUM ¢ [MpaBunamum
oKasaHus ycnyr NoYTOBOWN CBSA3M OBLLEr0 NONb30BaHKS.

[Mpyn HanpasrneHuM [OOKyMeHTa Mo SMNEeKTPOHHOW MoyTe pasoBOMY KOPPECMNOHAEHTY B
peksusnte "Agpecat’ BMEeCTO MNOYTOBOro agpeca YKasblBaeTcs oduvumanbHell agpec
3NEKTPOHHOW MOYTLI OpraHnsauun-agpecaTa unv agpec 3NeKTPOHHOM MOoYTbI FpaXaaHuHa.

Mpun HanpaBrieHnn OOKyMeHTa nocpeacTesoMm MHGOPMaLIMOHHON CUCTEMBI
BEJOMCTBEHHOIO (kopnopaTuBHOro) nnu MEXBEAOMCTBEHHOO 3NEKTPOHHOro
OOKYMeHTOO60poTa rocyaapCTBEHHbIX OpraHoB B pekBuauTe "Agpecat" noyToBbIN agpec vnuv
odmumnanbHbI agpec 9NeKTPOHHOM NOYThLl HE YKa3blBaeTCs.

PekBnant "Agpecat" He OommkeH cogepxaTtb 6onee yetbipex agpecoB. Cnoso "konums"
nepen BTOpPbIM 1 NOCNEAYLWNUMM agpecaTtaMm He NPOCTaBAseTCA.

Mpn HanpaBneHun OokymeHTa Gonee 4Yem B 4YeTblpe agpeca COCTaBSeTCA CMNUCOK Ha
pacchifiky no oopme cornacHo npusioXeHuto 1. Ha kaxgom ak3emnngape ykasbiBaeTCsl TOSMbKO
OAWH agpecat unu 0606LEeHHOe HauMeHoBaHNe aapecaToB.

Ecnn gokymMeHT aBndeTcs OTBETHbIM, NepBbiM agpecaToM Ha [OKYMEHTe yKasblBaeTcd
aBTOp MHULUWATUBHOIO NMUCbMa HE3aBMCUMO OT 3HAYMMOCTU OCTarbHbIX agpecaToB.

Mpn HanpaBneHWn [OOKYMEHTA B BbIWECTOSWME OpraHM3auMmM He donyckaeTcs
OAHOBPEMEHHOE ero agpecoBaHue ApyruMm agpecartam, Kpome crnyyaes, Korga aTo onpeaeneHo
nopyyYeHnem BbILLECTOSALLEN OpraHn3aLmm.

48. PekBn3nTt "Ipnc yTBEpXOeHUA" ohopMNseTca B NpaBoM BEPXHEM Yy AOKYMEHTa.
Mpn yTBEPXKOAEHUN LOOKYMEHTA HECKOMbKUMMW LOSHKHOCTHbIMU NUuaMu rpudbl YTBEPXKAEHUS
pacrnonaratoT Ha O4HOM YPOBHeE.

[okymeHT MoOXeT yTBepxaaTbCs [ABYyMsi crnocobamu: nocpeacTtBOM MpOCTaBeHUs
OOIDKHOCTHBIM NUUOM B rpucpe yTBEpXKOEHUA COBCTBEHHOPYYHOW MOAMNUCKM UMM U3LaHUS
(MpuHATMA)  pacnopsaauTenbHOro  OOKymMeHTa (coctaBneHuss npotokona). O6a cnocoba
ABMAIOTCHA paBHO3HAYHbIMU.

Mpn yTBEpXOEHUN [OOKYMEHTa NOCPeACTBOM MPOCTaBNEHUA LOIMKHOCTHLIM NULOM B



roude yTBepXOaeHUss COOCTBEHHOPYYHOWM MNOAMUCU TpUd YTBEPXOEHWUST COCTOUT W3 CrioBa
"YTBEPXOAKD", HauMmMeHOBaHMS [OOMMKHOCTU CryXalwero nuua, ero CcobCTBEHHOPYYHOW
noAanucuy, paclungpoBK/ NOANUCU U AaTbl YTBEPXKOEHUS.

B cocTtaBe pekBuauta "pud yTBEpKAEHUA" MOTYT YKa3biBaTbCA CTEMEHN N (UNTN) 3BaHUS.

Ecnun pokymeHT ocbopmneH Ha 6naHke, TO B HAMMeHOBaHWE AOSMKHOCTW CryKallero nuua
HaVMeHOBaHWe OpraHu3auuMyM He BKNoYaeTcs NMbOo BKMYaeTCs BMAOBOE WU COKpaLleHHoe
HauMeHOBaHWe opraHusauuu.

Mpy yTBEpXOEHUN [OOKyMEeHTa pYyKOBOOMTENEM BbILIECTOSILEeNn opraHusaumm unm
OOKYMEHTa, COCTaBMNEHHOro He Ha OnaHke, B HaMMeHOBaHME OOJDKHOCTU Cryalwero nuua,
yTBEPAMBLLEIO AOKYMEHT, BKIOYAETCHA MNOMHOE HaMMEHOBAHNE OpraHmn3aunm.

Oata (OoeHb Mecqaua) yTBepxaeHus B rpude "YTBEPXOAKO" npoctaBngetcs
OOIMKHOCTHBIM  NIMLOM, YTBEPAMBLUMM AOKYMeHT. Mecau u rog ponyckaeTtca nevataTb C
MOMOLLLbIO TEXHUYECKNX CPeacTB.

PacnopsaguTenbHbln AOKYMEHT u3gaetcs (NpUHUMAaeTCsl) B Ccriyvyae, Korga BBeAdeHue
yTBEPXKOAEMOro OOKyMeHTa TpebyeT AOMOMHUTENbHbLIX NpeanucaHni, pasbACHEHUN, WHbIX
OENCTBUIN, CBA3AHHbBIX C €ro NPUMEHEHMEM.

Mpn yTBEPXKOEHUN OOKYMEHTa MOCPEACTBOM MPUHATUSA MOCTAHOBMEHUS, PELUEeHUs Unn
COCTaBneHusa npoTokona rpug yteepxaeHus coctouT u3 cnosa "YTBEPXXOEHO", Ha3BaHuA
BMAa YTBEPXOAAKOLWEro [OKyMEeHTa B WMEHWTENbHOM nNagexe, BKMAYAa HavMeHOBaHue
opraHusaumm (KonnermanbHOro opraHa), ero gatbl U perMcTpaunoHHOro nHaekca.

Mpn yTBEpPXOEHUN AOKYMEHTa NOCpPeACcTBOM M34aHWUs MpuKasa UM pacnopskeHus rpud
yTBepXaeHus coctomt 3 cnoea "YTBEPXXOEHO", HaseBaHunA BMaa yTBeEpXKOAKOLWEro AOKYMEHTA
B WMEHUTENbHOM Majexe, HaMMEHOBaHWSA [OIDKHOCTM CriyXawero nvua, wusgaslero
yTBEPXKOAOWNA  JOKYMEHT, BKMKOYad HaMMeHoBaHWe  opraHuvsaumm, ero gatbl WU
perncTpaumMoHHOro MHAeKca.

Cnoea "YTBEPXOAK" un "YTBEPXOEHO" neuatatotcss nponucHbiMM OykBamu 6e3
KaBbl4yek 1 npobenos.

[aTtbl yTBEpXOeHMS 0hopMNATCA LMEPOBLIM CNOCOOOM.

Wcnonb3oBaHne 6naHKOB C MpPOAOSibHbIM BapuUaHTOM pPacriofioXeHUs1 PeKBU3UTOB ANs
ohopMNeHNss AOKYMEHTOB, Nognexalinx yTBepXXaeHuto, He onyckaeTcs.

49. Pekunaunt "Pe3ontoumsa” BkNoYaeT pamMmmnuio n nHmunanbl UCNONHUTENS, coaepXaHue
nopyyeHna nnbo ykasaHue O nopsgke MUCMNonb3oBaHUA OoKymeHTa. [pu HeobxogumocTn B
pe3onoumMM  yKkasblBaeTCAa CpOK WcnonHeHus. Pesonouma gormkHa OblTb  nognucaHa
(cobcTBEHHOPYYHaa noanuck) n gatupoBaHa. [aTta B peksusute "Pesontoums” odopmnsieTcs
uncpoBbIM cnocobom.

Mpun HaNN4YMN HECKONBKNX UCNOSTHUTENEN NEPBON YKa3sblBaeTCa haMunmsi OTBETCTBEHHOIO
NCNOMHUTENS, KOTOPLIN OpraHn3dyeT paboTy COMCMNOMHUTENEN.

Ha pokymeHTe gomkHoO ObiTb He Gonee ogHow pesontounn. [Nocnegytowme pesontounm
pykoBoguTenen oopMnsoTCcs, eCnv B HAX AeTann3npyeTcst NOPSAOK UCMOSNTHEHNST AOKYMEHTA.

Pesontouns pacnonaraetcs B NpaBoOM BEPXHEM Yriy MepBOro nucra AOKYMeHTa nepes
TekcToM. [Mpn HeobGxoammocTn obOPMIEHUST CITOXKHON MO COAEPXKaHUID Pe3oniounn, a Takke
HECKOMbKNX PEe30Niouuin U HEBO3MOXHOCTU MX pa3MeLleHus B OTBEAEHHOM ANis pe3oniouunn
MecTe OOMycKaeTcsl HanucaHmne pe3osiioumii Ha nobon cBoOOAHOM NoWwaamn NMLEBON CTOPOHbI
nepBoOro N1CTa AOKYMEHTA, He 3aTparmBasi Tekcta (HO He Ha NondAx JOKYMeEHTA).

Honyckaetca odopmneHve pesoniouun Ha OTAENbHOM fUCTE C yKasaHMeM Ha HeM
pPErncTpaumMoHHOro MHAEKCa W AaTbl OOKYMEHTa, K KOTOPOMY OTHOCUTCA pesonoums. Jlnct
Pe30oLMM NPUKPENNaeTca K JOKYMEHTY U NOCe ero NCNoSIHEHUS! BMECTE C HUM MOALLMBaEeTCS
B Aeno. Ha gokymeHTe Ha MecTe, NpedyCMOTPEHHOM AN pasMeLleHnsa pesontouun, genaeTcs
otmeTka "IlucT pesontoumn npunaraetca”.

Mpn odopmneHnn nucrta pes3oniouun WUCNONb3YKTCA NUCTbl Bymarn cTaH4apTHbIX
dopmaTtoB AG, A5, A4 c cobniogeHneM crneayroLwmnx pasmepoB Nonen:

ana dopmata A6: BepxHee U HWxHee - He MeHee 10 MM, neBoe - He MeHee 12 MM,
npaBoe - He MeHee 8 MM;

ans opmara A5: BepxHee - He MeHee 15 MM, HKHee - He meHee 10 Mmm, neBoe - 20 MM,
npasoe - He MeHee 8 MM;

aons gopmata A4: BepxHee N HUXKHee - He MeHee 20 mMm, nesoe - 30 MM, npaeoe - He
MeHee 8 MM.



Pesoniounmm no wucnonHeHuto nopyyvenun [pesvgeHta Pecnybnukn Benapych,
Bcebenopycckoro HapogHoro cobpanus, maebl AgmuHuctpauun [NpesvaeHta Pecny6nuvku
Benapycb n ero samectutenen, npegcenatenen nanat HaunoHaneHoro cobpanus Pecny6nmvku
Benapycb 1 wux 3amectutenen, [lpembep-muHuctpa Pecnybnukn bBenapycb u  ero
3amMecTuTenen, pykoBoguTenen rocyaapCTBEHHbIX OPraHoB, WHbIX  FOCYO4apPCTBEHHbIX
opraHusaumi opopMnATCA Ha OTAENbHbLIX NMNCTax Pe3onioLmn.

50. PekBn3unT "3aronoBOK K TeKCTy" ykasblBaeTCA Ha [OOKYMeHTax, OpOpMMeHHbIX Ha
6naHkax nnu nuctax 6ymarn craHgaptHoro popmata A4. 3aronoBoK K TEKCTY OOMyCKaeTcs He
yKkasbiBaTb Ha [OKyMeHTax, oopmMmnsgemMbix Ha GnaHkax wnu nuctax Gymarm cTtaHgapTHOro
dopmaTta AS.

3aronoBoOK K TEKCTYy O(OpMISIETCA B JIEBOM BEpPXHEM Yriy [JOKYMEHTa HWKe PeKBU3nTa
"MecTo cocTaBneHums unu msgaHus". B nucbmax 3arofioBOK K TEKCTY OOPMISIETCA HuXe
pekBu3nTa "Cchifika Ha permcTpaumoHHbIA MHAEKC 1 AaTy BXOASALLEro JOKyMeHTa".

3aronoBok opmynupyeTca coctaBuTenem AokymeHta. OH AormkeH ObiTb KpaTKMM K
€MKUM, TOYHO nepeaaBaTb CMbICN TEKCTa M rpaMMaTU4eCcKu COrnacoBbIBaTbCA C Ha3BaHWEM

AOKyMeHTa.
B 3aronoBke k TEKCTY paspellaeTcs ynoTpebnsaTb COKpaLLEHUs CIOB U CNOBOCOYETaHUN,
NCMonb3yemMbIxX B rocyapCTBEHHbIX cTaHaapTax Pecny6nuku Benapycb,

obLerocynapCTBEHHbIX KnaccudukaTopax Pecny6nukn benapycs, COKpaLLeHHble
HaUMEHOBaHUS opraHM3aunin N o6LLENPUHATBIE COKPaLLEHMS.

3aronoBOK B KaBblYKM He 3aKniovaeTcsa U He nogdepkmBaeTcs. Touka B KOHLUE 3arofioBka
He cTaBuTCA.

51. Tlpn odopmneHmn pekemanta "OTMmeTKa O KOHTpore" OoTMeTKa O KOHTpone
pacrnonaraeTtcd Ha NeBOM Mofie OOKYMEHTa Ha YpOBHE 3aronioBka K TeKCTy M obo3HavaeTcd
oykson "K" unu cnosom "KoHTponb". OTMeTKa NpoCTaBNsAeTCs OT PYKM UMM C MOMOLLbIO
wremnens. OTMeTka MOXET ObITb JONONIHEHA KOHTPOMbHOW AATOMN.

52. PekBunaut "OTMeTKa 0 HanmMummn npunoxeHus" pacnonaraeTcs HKe TeKCTa JOKYMEHTa
nepea peksusmtom "lMoanuck". Cnoeo "lMpunoxeHune" nedyataeTca ¢ NponucHon OykBbl, Nocne
Hero ctaBUTCS ABOETouME.

Ecnn pokyMeHT mmeeT npuroxeHuwe, Ha3BaHHOE B TEKCTe, TO B OTMETKE O Hanuyuu
NPUNOXEHWS YKa3blBAeTCS TOSbKO KOMMYECTBO MUCTOB U 3K3EMMNIISIPOB.

Ecnn OOKyMEHT nmeeT NpunoxeHue, He Has3BaHHOE B TeKCTe, TO B OTMETKe O Hanuyuu
NPUNOXEHUS YKa3blBalOTCA ero HauMeHOBaHue, KONMYECTBO NIUCTOB U 3K3EMMIAPOB.

Ecnn OOKyMEHT MMeeT HECKOSNIbKO MPUAOXKEHUA, TO OHW HymMepytTcs apabckumm
umdpamu, croso "lMpunoxeHne" octaeTca OTKPbITbIM, a8 UX HAMMEHOBAHNS, KONMNYECTBO NINCTOB
N 9K3eMNMSPOB KaXXA0ro NpUnoXeHns ykasbliBatoTcs CTON6LoM.

Ecnn K QOKyMeHTy npunaraetcd OOKYMEHT, UMELMIA MNPUNoXeHue, TO B OTMETKE O
HaNU4YMn NPUNOXeHMs yKasbiBaeTcs obLee KONMYeCTBO NIMCTOB NPUMOXKEHWIA.

Ecnn npunoxeHwe HanpasnseTcd He BCeM agpecaTaM, TO B OTMETKE O Hanmumm
NPUINOXEHWS YKa3blBaeTCs, B KAKOW afpec HanpasrsaeTCs MpUroxXeHune.

Ecnn npunoxeHnss cOpoLUlopoBaHbl, TO KONMMYECTBO NUCTOB He ykasbiBaeTcs. Ecnu
NPUNOXeHNe COAEPXKUTCA B OOHOM 3K3eMNIspe, TO KOMMYECTBO IK3EMMNAPOB JONycKaeTcsa He
yKasblBaTb.

B pacnopaguTenbHbiX AOKYyMeHTax pekBuant "OTMeTKa O HanuMuun npunoxeHus" He
ohopMNAeTCs; yKasaHue O HanuuuuM MpPUMNoXeHus [OaeTcd B TEeKCTe [OKyMeHTa: "corracHo
npunoxeHu", "npunoxexune", "no npunaraemon copme".

53. PekBuaut "lMognucw" pacnonaraeTcss nocne TeKcTa [OKYMEHTa Wunu peksusnta
"OTMeTKa 0 HannymMm NpunoXxeHns".

Peksuant "lognuce" COCTOUT U3 HaMMEHOBAHWA [LOSMKHOCTM  ChnyXauwero nuua,
NOANMCaBLLEro AOKYMEHT, COOCTBEHHOPYYHOW nognucu n ee pacwmnpoBkM (MHULMANHI,
damunnug). Nuuumanel nevataloTcs nepen damunuen 6e3 npobenoB Ha ypoBHe nocrnegHewn
CTPOKM HaMMEHOBaHMWS OOMKHOCTU CRnyXaLlero.

B coctaBe pekBuanta "lMognmck” MOryT ykasbliBaTbCsl CTENEHU U (MNN) 3BAHUA.

Ecnn pokymeHT oopmneH Ha GraHke unu ¢ UCNonb30oBaHWEM YrioBOro wramna, To B
HaMMEHOBaHWE [OOSPKHOCTU CRyXKallero HavMeHOBaHWE OpraHusaumm He BKIodaeTcss nnbo
BKMOYaeTCHa BUAOBOE UMM COKpaLLleHHOe HaMeHoBaHWe opraHMsaunn.

Mpn odhopmrneHnn OOKyMeHTa He Ha GnaHke B HauMeHoBaHWe LOMKHOCTU Chyxallero



BKMOYaeTCH NOMHOEe HanMeHoBaHWe opraHmusaunn.
Mpn nognucaHnn [OKYMEHTa HECKONMbKMMWU nuuamu, MNOOYUMHEHHBIMW MO OOSMKHOCTH,
HaMMEHOBaHWS AOMKHOCTEN CryXalimMx nuu, MNOAMUCaBLUMX AOKYMEHT, COOCTBEHHOpPYYHble
nognucuM M ux pacmdpoBkM (MHULManNbI, aMunun) pacnonaralTca Apyr 3a ApyroMm B
nocnegoBaTenibHOCTU, COOTBETCTBYIOLLEN 3aHNMAEMbIM JOSIPKHOCTAM CryXXaLlmX.

Mpn nognucaHum OOKyMeHTa HECKONMbKMMWU NuuaMu, He NOAYMHEHHbIMU NO AOSMKHOCTH,
HaUMEHOBaHUSA [OOMMKHOCTEN ChyXalwMx nuu, MNOAMMCaBLUMX OOKYMEHT, COBCTBEHHOPYYHbIE
nognucu u nx pacindpoBkn (MHULKMAnbI, haMmunnn) pacnonaratTcs Ha O4HOM YPOBHE.

Mpn nognucaHun AOKyMeHTa, NOArOTOBNEHHONO KOMUCCUEN, YKa3bliBalOTCA HE AOIMKHOCTU
cnyxawmx nud, a ux obA3aHHOCTM B cocTtaBe komuccun. Pammnum YneHoB KOMUCCUM
pacnonaratoTcs B angaBuUTHOM Mopsake.

[loKyMeHTbI KonnernanbHbIX OpraHoB MOAMUCHIBAOTCA npeacegaTtenem v NUUoOM 3TOro
opraHa, nogroToBMBLLMM NPOEKT AOKYMEHTA, €CNN UHOE He YCTaHOBMNEHO 3aKOHOAATENbCTBOM.

Mpn  ocopmneHMn  akToB, NPOTOKOMOB, COBMECTHbIX  JOKYMEHTOB  MOAMUCU
NPOCTaBNATCA Ha BCEX IK3eMNisipax JOKyMeHTa.

B pekBusute "lognuck", a Takke B pekBumsntax "lpud yteepxaeHns" n "lpud
cornacoBaHusa" ykasblBalOTCA akTuyeckass AOSMKHOCTb ChyXalwero nuua, nognucaBLlero
(yTBEpOUBLLErO, COrnacoBaBLUero) OOKYMEHT, ero uHuumansl un damunusa. [onyckaetca
ncnornb3oBaHne cokpauweHun "3am." (3amectutens), "U.0." (McnonHsawwmin obsisaHHocTn). He
AOMnycKaeTcsl CTaBuTb npegsior "3a" unm KOCyl 4epTy nepen HaMMeHOBaHMEM LOSMKHOCTM
cnyxatuero.

lMpoekT AoKymeHTa MNpeAcTaBnseTcsa Ha Nnoanucb COOTBETCTBYHOLWEMY AOMKHOCTHOMY
gy  (Mcxogs M3 ero  KOMMEeTEeHUUW) MNOMHOCTbO  OPOPMIIEHHBIM,  MPOBEPEHHbIM,
COrnacoBaHHbIM (NpY  HEOOXOAMMOCTW) BMECTE C MPUMOXKEHUAMM W MaTepuanamu, Ha
OCHOBaHMM KOTOPbIX OH COCTaBMEH.

54. PekBuant "lpud npunoxeHua" pacnonaraeTcss B NpaBoOM BepxHeM Yriy nepsBoro
nncTa NPUoXeHUs.

Mpnc npunoxeHus coctouT wmn3 cnoea "lNpunoxeHue", ero nOpsaKOBOro Homepa
(ykasbiBaeTcst apabckummn uudppamum 6e3 3Haka N), HasBaHuSA BMaa OOKyMEHTa B OaTENbHOM
nagexe, ero asTopa, AaTbl M pPerucTpauMoHHOro wuHaekca. [ata B rpude npunoxeHus
odhopmMmnsaeTcs UMdpoBLIM CMNOCOOOM.

MopsakoBbI HOMEP NPUNOXEHUST HE YKa3blBAeTCsl, €CNY OHO OOHO.

Ha pokymeHTax, yTBepXAaeMblX pacrnopsiavTeribHbiIM OOKYMEHTOM WM MPOTOKOMOM,
rpudd npunoxeHua He odopmndeTcsa. B aTom cnyyae B NpaBoOM BEPXHEM Yy NepBoro fimcra
yTBEPXKOaeMOoro AoKyMeHTa NpocTaBnseTcs rpud yTBepxaeHus.

55. PekBunaunt "pud cornacoBaHusa" opopmnsaeTcsa npu BHELWHEM COrflacoBaHUM NpoeKTa
[OKyMEHTa CO CTOPOHHUMM OpraHmM3aumsiMm 1 SOMKHOCTHBIMU NMLaMU.

Mpud cornacoBaHusi pacnonaraetca HWxke pekBumanta "lloannck" Ha NUUEBON CTOPOHE
nocrnegHero nucra AokymeHTa u coctout u3 croea "COINTIACOBAHO", HanmeHoBaHuSA
OOIMKHOCTU CriyXallero nvua, C KOTOPbIM COrfacoBbiBaeTCA OOKYMEHT (BKMo4as MonHoe
HauMeHOBaHWe opraHusauumn), COGCTBEHHOPYYHON nognucu, ee pacwmdpoBkn U gatel. [data
cornacoBaHuns ogopmnisieTcs LMpoBbiIM CNOCO60oM.

B coctaBe pekBusuTa "lpudh cornacosBaHna" MoryT ykasblBaTbCsa CTEMEHN U 3BAHUS.

Cnogo "COINTACOBAHO" nevaTtatoT nponucHeiMy BykBamu 6e3 kaBblyek 1 Npobenos.

Ecnn cornacoBaHne [OKyMeHTa MPOU3BOAUTCA KonnervanbHbIM OpraHoMm, B rpude
COrnacoBaHus yKasblBaeTCs Ha3BaHWe BMAa OOKYMEHTa B MMEHUTENbHOM Nagexe, BKo4as
HanMeHOBaHWE KOMEerManbHOro opraHa, ata u permcTpaumoHHbIA MHAEKC 3TOro 4OKYMEHTA.

Ecnn cornacoBaHue npovsBoaMTCA MNOCPEACTBOM MMCbMa, B rpude cornacoBaHus
yKasbiBaloTCca cnoso "lMcbMo", HaMMeHOBaHME OpraHuM3auun, C KOTOPOW corfnacoBbiBarcs
OOKYMEHT, AaTa U perncTpaLmoHHbIA MHOEKC NMCbMa.

Ecnn pokyMeHT mmeeT ABa rpuda cornacoBaHus, TO OHW pacnonaralTcs Ha OL4HOM
YPOBHE.

Bonee aByx rpudgos cornacoBaHns opopMASIOTCA ABYMS BEPTUKaNbHbIMU pSAaMu.

Mpn otcyTcTBUM cBOGOOHOrO MecTa And pasMelleHus rpudha corfacoBaHust Ha
OOKyMeHTe o(opMAsT NUCT cornacoBaHus. lNpyn Hanuuum nucTa cornacoBaHUs Ha MecTe,
npeaycMOTPEHHOM Ansi  pasMelleHns rpuda cornacoBaHud, [nenaetcd oTMetka "Jluct
corrnacoBaHus npunaraetca”.



56. PekBuaut "Busa" odopmngeTca npu BHYTPEHHEM COrfnacoBaHUKU NpoekTa JOKYMeEHTa
nyTem ero BU3NPOBaHUSA AOMKHOCTHbBIM NULIOM.

PekBnsnt "Buza" Bkniovaetr B ceba HaMMeHOBaHWE [OOSMKHOCTM CryXXalero nuua,
BM3UPYHOLLLErO NMPOEKT AOKYMEHTA, ero CO6CTBEHHOPYYHYO MOANUCH, PaclMgpPOBKY NoANUCH U
paty. [lata odopmnseTcsa umdpoBbiM cnocobom.

B cocTaBe pekBuanuta "Busa" MoryT ykasbiBaTbCH CTENEHUN U (MNN) 3BaAHUS.

OTkasbiBaTbCsl OT BM3MPOBaHUA, a Takke Aenatb Kakume-nnbo uchnpaBneHust B TeKCTe
NnpoekTa OOKYMeHTa He [JonyckaeTcd. 3amedaHuss U OO0MONMHEeHUA u3naralTca Ha MNpoekTe
AOKYMEHTa HWXe AaTtbl BU3NpoBaHus. [Npu 3HaumMTenbsHOM obbeme 3ameyvyaHus u LONOSTHEHWS
n3naralTcss Ha OTAENbHOM fNCTE, a Ha NpPOeKTe [JOKyMeHTa YykasbiBaeTcd: "3amevaHus
npunaratTcsa".

Busbl npoctaBnsawTca HUMXKe pekBumanta "llognucek" Ha nNULEBON CTOPOHE MNOCMenHEro
nMcTa nNepBOro ak3emnnsipa AoKymeHTa cnesa. [1poekTbl pacnopsauTenbHbIX OOKYMEHTOB
AOMNyCKaeTcsl BM3MpoBaTb Ha OOOPOTHOW CTOPOHE MOCMEeAHEero Nucta MNepBOro 3K3emnnspa
AoKymeHTa. Npu cornacoBaHun NUCEM U OPYrnxX UCXOASLWMNX LOKYMEHTOB BU3bl OYOPMSAIOTCA
Ha aKk3eMnnspax, oCTalLmMXcs B Aerne.

Mpn HeobxogumMocTn oopMIIEHMS HECKONbKMX BM3 OHW pacnofnaralTcs ogHa nog
APYrow.

Mpn oTtcyTtcTBMM CcBOBOAHOrO MecTa Ha AOKYMeHTe Bu3bl odopmnsoTcs Ha obopoTte
nocrnegHero nucrTa AOKyMeHTa UM Ha OTAENbHOM IIUCTE M MpU Pa3MHOXEHUN OOKYMEHTa He
BocnpounsBoadarca. lNpn Hanuumm nucta cornacoBaHMs Ha MecTe, NpefyCMOTPEHHOM Aris
pasMeLlleHuns BU3bl, Aenaetca oTMeTka "JIncT cornacoBaHna npunaraetca”.

lMepedeHb BM3UPYOLWMX NUL, onpedenseTca cocTaBuTenemM LOKyMeHTa Mcxogs U3 ero
cofepxaHusa n TpeboBaHNn HOpMaTUBHBIX MPABOBbLIX aKTOB, NOKasbHbIX MPABOBbIX aKTOB.

57. MNpu odopmneHun peksusuta "lMeyaTb" OTTUCK MPOCTaABNAEMON nedaTtu OOITKeH
3axBaTblBaTb 4acTb HauMMEHOBaHUSA  JOJDKHOCTM  ChAyXallero nuua, noAnucaBlLero
(yTBEpPOMBLLErO) AOKYMEHT.

Meyatn M™oryt ObiTb Tpex BMAOB: NevyaTb OpraHv3auuun, neyaTb CTPYKTYPHOrO
nogpasgeneHus opraHvsauuun, neyaTb, yKasblBalollas Ha ee LeneBoe HasHayeHue (B TOM
yucne ans Konun, ans cnpaeok, 48 yAoCTOBEPEHUN).

Buabl npumeHdembIX NeyaTen B opraHusauum u nNopsaok MX  MCMNOMNb30BaHUA
3aKpennsaTCA B NIOKanbHbIX NPaBOBbIX akTax.

58. Mpun ocopmneHun pekBuanta "OTmeTka 06 ncnonHutene" otmetka 06 ucnonHuTene
pacrnonaraeTcs Ha NMULEBON CTOPOHE NOCMEeaHEro nMcTa AOKYMEHTa B JIEBOM HUXKHEM Yriy.

OTtmeTka 06 wucnonHutene BkAYaeT amMunuMio M Homep cnyxebHoro TenedoHa
nucnonHutenst (coctaButens) gokymMeHTa. damMunus UCNONHUTENS U HOMEp ero CrnyxeBHoro
TenecoHa nevyaTaloTCs 6€3 3HaKOB NpenMHaHuS.

Mpn HeobxogumocTn oTmeTka 06 mMcnonHMTEne AOMNOMHAETCA WHAEKCOM CTPYKTYPHOro
nogpasgeneHnsi, B KOTOPOM rOTOBUIICS AOKYMEHT, a Takke [AaTon CO34aHus [OKyMeHTa,
UMeHeM hanna u gpyrumm NOUCKOBLIMU AaHHbIMU (HA BTOPOW CTPOKE), KOTOpble 0hOpMIISOTCA
TOSMbKO Ha 3K3eMNNApe AOKYMEHTa, OCTaloLLEMCS B OpraHusauuu.

OTmeTKa 06 ncnonHuTene opopMnsaeTcs Ha NCXOOALNX OOKYMEHTaX.

59. PekBnant "OTmeTKa 0 3aBepeHMmn konuun" opopmnsieTcst Huxe pekeuauta "lMognmce”.

Konusa gokymeHTa gormkHa BOCMPOM3BOAMTbL TEKCT WM YacTb TEKCTa OOKYMEeHTa U Bce
PEKBU3NTbI ATOTO AOKYMEHTA, B TOM YMCe pekBM3nTbl BnaHka.

Konnsi AoKymeHTa, BOCMpPOU3BOAsALLAA YacTb €ro TekcTa, 3aBepeHHass B YCTaHOBEHHOM
HacTodwen WHCTpykuMen nopsake, SBRASETCS BbIMMCKOW M3  [OKymMeHTa. Bbinuckn u3
OOKYMEHTOB ohopMnsaTCca Ha obuem 6naHke. B Bbinuckax n3 gokymeHToB cnoso "BbIMNCKA"
BKITIOYAETCS B Ha3BaHWe BUOA OOKyMEHTa.

OTmeTKa O 3aBepeHMM KOMuu BKNHOYAeT croBo "BepHo", HauMeHOBaHME AOIMKHOCTU
cnyxawiero nvua, 3aBepuBLUEro KOMnut, ero COBGCTBEHHOPYYHYK NOAMUCH, pacLINdPOBKY
noanvcu v gaty 3aBepeHus. [lata 3aBepeHus opopmnaeTcs LMdpoBbIM CNOCOOOM.

Ha konuax ucxogswmx OOKYMEHTOB, OCTalLWMXCA B Aene opraHusaumu, pekBu3uTbl
OnaHka He BOCMPOM3BOAATCH, MPOCTaBNATCA AaTta NoANMCaHUA  [OKYMEHTa, ero
perucTpaumMoHHbI MHOEKC W OTMEeTKa O 3aBepeHuM KOMuu, B KOTOPOW [JOmnyckaeTca He
yKasblBaTb AaTy 3aBepeHUs U OOSMKHOCTb Cy>Kallero nvua, 3aBepyBLLETO KOMUIO.

Mpn odopmneHun Konum AOKYMEHTOB, NOMYYEHHbIX MYyTEM TUPAXMPOBAHUS MOAMMHHUKA



cpeacTBaMym onepatvMBHOW nonurpadumn, coaepxawmx dakCuMmnbHOe BOCMNpou3BeaeHmne
noannucuM M npeaHasHauYeHHbIX O PacChbIKU UM BHYTPEHHEro MOJb30BaHUS, OTMETKY O
3aBEpPEeHnn Komuu JonyckaeTcss He O0dopMiATb, €CNM WHOE He YCTaHOBIIEHO aKTamu
3aKkoHodaTenbCcTBa.

Mpyn odopMNeHNN pPasMHOXEHHbLIX 3K3EMMIISAPOB AOKYMEHTOB, NpeaHasHayYeHHbIX AN
pacCbINKN UNM BHYTPEHHErO MOMb30BAHUA U HE BOCMPOM3BOAALMNX (DAKCUMUITbHYKO MOANUCH
noanvHHMKa, BMECTO OOPMINEHUS OTMETKM O 3aBepeHun KOmum OO0MnyCKaeTCs MCMNOoNb30BaTb
neyaTb, NPOCTaBNSEMYIO Ha MeCcTe, OTBEAEHHOM Ansi COOCTBEHHOPYYHOWN NOAMMUCH.

Konun [OOKYMEHTOB B OJfIEKTPOHHOM Buae (KpOMe SNEKTPOHHBLIX [OOKYMEHTOB),
BbIMOSIHEHHbIE Ha OyMaXHOM HocuTene W npegHasHadeHHble Ona  obpalleHus BHYTpU
opraHusauumu, 3aBepsatoTcs B Nopsake, yCTaHOBIEHHOM YacTbio YETBEPTOM HACTOSALLEro NyHKTA.

60. PekBuant "OTmMeTka 06 WCMONMHEHMM OOKYMEHTA W HanpaBneHunm ero B Aeno”
NMpoCTaBNseTca Ha [OOKYMEHTe TMOocCfe €ero WCMOSIHEHUS W SIBMISIETCS CBUOETENIbCTBOM
3aBepLueHnst paboTbl Hag HUM.

OTtmeTka 06 uCMONHEHMM OOKYMEHTa WM HanpaBfieHuM ero B Oerio pacnonaraeTcsi Ha
HWXHEM Mofne NepBoro nMcTa JOKyMeHTa cneea n coctouT 13 cnoB "B geno”, nigekca gena no
HOMEHKNaType [gGen opraHu3auuMuM, B KOTOpPOM OyaeT XpaHUTbCA AOKYMEHT, AdaTbl U
PErucTpaLMoOHHOrO  MHOEKca  OOKYMEeHTa,  cBuAeTenbCcTBylowero 00  MCrnonHeHwuw,
CcOBCTBEHHOPYYHOW MOAMUCU UCMIOSTHUTENS UMM PYKOBOAUTENSA CTPYKTYPHOro nogpasneneHus -
NCNonHUTENsT M gaTtbl HanpaBfeHus AOKYyMeHTa B geno. [lata B oTMeTke 00 WMCNOoNHEHUM
AOKyMeHTa 1 HanpasneHuu ero B Aerno ogopmMmnaercsa unudpoBbiM cnocobom.

Mpn oOTCyTCTBUM [OOKYMEHTa, CBMAOETENbLCTBYOWEro 06 WCNONMHEHUN, B OTMETKE
yKasblBalOTCs KpaTkme cBefeHus 06 ncnorHeHmm, co6CTBEHHOPYYHast NOANMUCEL UCMOSTHUTENS U
AaTa HanpaBneHusl AOKyMeHTa B 4erO.

61. PekBusut "OTMeTka O MOCTYNNEHMM (PEruCTPauUoOHHbIA  LWTaMn  BXOOALMUX
OOKYMEHTOB)" MPOCTaBNSAETCA Ha HWXKHEM MOJie NepBOro nmcra OOKYMEHTa cripaBa M COCTOUT
M3 TMOMHOr0 WNU COKpPALLEHHOro HaMMEHOBaHWUS OpraHusauuu-nonyvatend, pgnatbl W
pernctpaLmMoHHOro nHaekca (Homepa) NocTynneHnsa AoKyMeHTa.

Pa3mepbl OTMETKM O MOCTYNMNEHUN (PErMCTPaLUMOHHOIO WTamna BXOASLWMX OOKYMEHTOB)
He MOryT npeBbiwaTtb 42 MM MO ropu3oHTann 1 16 MM No BepTUKanu.

Ha pokymeHTax, Tpebylowmx CpOYHOro WCMNOSIHEHMS, BMECTe C AaTou JonyckaeTcs
yKasblBaTb BPEMS MOCTYNIIEHUS (4aCbl, MUHYTbI).

rMABA 6
TPEBOBAHUA K TEKCTAM OJOKYMEHTOB

62. TekCcT JOKyMeHTa JOIKEH ObiTb JOCTOBEPHBLIM, OOBEKTMBHBIM, MAaKCUMarbHO KpaTKUM
C COXpaHeHWeM MOonHOTbl MHOPMAaLUUN U TOYHOCTU ee U3NOXEHUS, He JonyckaTb pasnuyHbIX
TOMNKOBaHUNA.

63. TekcT AOKyMEeHTa u3naraetcs MpoCTbiM U SCHbIM S3bIKOM C COBGMIOAEHMEM HOPM
ouumManbHO-A4EenoBOro CTUNSA NMTEpPaTypHOro A3bIKa.

64. Asbikamu genonpomnsBoAcTBa U AOKYMeHTauuu B Pecnybnunke Benapycb siBnsioTcs
©enopycckui n (Mnn) pycckumn.

TekcTbl [OOKYMEHTOB, HanpasBnseMblx 3a npegensl Pecnybnukn bBenapycb, moryt
COCTaBnATbCH Ha 6enopycckoM, PYCCKOM si3blkax, Ha A3blke CTpaHbl agpecaTta unn Ha Apyrom
WHOCTPaHHOM 43blKe.

65. [lpegnoxeHus CTPOATCA  COrMacHO  OOLWENPUHATBIM  FpaMMaTUYeckKum U
opdorpadunyeckum npasunam 6enopycckoro WM pPyccKoro A3bIKOB, MNPENMYLLECTBEHHBIM
aBnaeTcs ynotpebneHne npocTbiX pacnpoCTpaHEHHbIX NPEeaNOXEHUN.

66. B pokymeHTax MpPUMEHSOT TepMUHbl W ONpedeneHus, npeagycMoTpeHHbIe
HOPMAaTMBHbIMUW MPABOBLIMW aKTaMW, TEXHUYECKMMN HOPMATMBHbIMU NMPABOBLIMW akTamu, B TOM
ynucrne rocygapcTBeHHbiMW cTaHgapTamu Pecnybnvku benapycb, U TepMUHOMNOMMYECKUMM
cnosapsaMn. MHOrosHayHble TEPMUHBI B KaXAOM KOHKPETHOM Ccriyyae [OIKHbl ynoTpebnarbcs
TOMbKO B OHOM M3 CBOUX 3HAYEHUN.

67. B TekcTe OKyMeHTa He JonyckaeTcs ynotpebneHuve:

NPOCTOPEYNIN U IKCMPECCUBHBIX (OOPM Pa3roBOPHON peyn;

WHOSA3bIYHbIX COB MpU Hannuuu obLieynoTpebutenbHbIX aHanoros CroB U BblpaXXeHWU B



6€enopyccKoM Unn pycckom A3bIKe;

HEYEeTKMX CIIOBOCOYETAHUN, OOOOLLEHHLIX pPaCCYyXOEHW, BOCKIMUAHUA W NPU3bIBOB,
obpasHbIX CpaBHEHWW, anuTeToB, MeTadop W  OPYrUX CpPeactB  XyOOXeCTBEHHOW
Bblpa3NTENbHOCTY;

abbpeBunaTyp, KpoOMe 0BLLEN3BECTHBIX UITM BBEAEHHbIX B TEKCTE JOKYMEHTA;

HEHOPMATMBHOM NEKCUKN.

68. TeKCTbl CNOXHbIX MO COAEPXKaHWUID OOKYMEHTOB LENATCA Ha MyHKTbl, MYyHKTbl MOryT
noapasfaensitbCA Ha NOAMNYHKTbI, YacT unn ab3aubl; NOANYHKTHI - HA YacTu Uiy ab3aubl; YacTu
- Ha absaubl. B 6onbwmnx no o6bemMy M CNOXHBIX NO NOCTPOEHUIO OOKYMEHTax MyHKTbl MOryT
006beANHATBLCA B rMaBbl, a rMaebl - B pa3gensbl.

Paspenbl HymepyloTcs pumckumun undppamu, rmasbl - apabckummn umdpamu, nocne
KOTOPbIX TOYKa HE CTaBUTCA.

Pasgenbl n rnaBbl AOMKHbI MMETb 3arofioBKW, TOYKa B KOHLE 3arosfioBka He CTaBUTCA.
Ecnun 3aronoBok cOCTOUT U3 ABYX NPEANoXeHWn, TO UX pasgenstoT Toukon. B 3aronoBkax He
AOMyCKaeTcs nMNepeHoC CroB Ha Cnegylowyl  CTPOKY, MPUMEHEHWe pUMCcKux  umdp,
MaTemMaTUYeCKnX 3HaAKOB U rpedeckmx Byks.

MyHKTBI HymepyloTca apabckumm umdpamm C TOYKOM W 3anucbiBaoTca ¢ ab3auHoro
oTcTyna.

MoanyHKTbl HyMepytoTca apabckumu umMdppamu n 3anucbiBaoTca ¢ ab3auHoro oTcTyna.
Homep noanyHkTa BKNOYaeT HOMEpP MyHKTa M HOMEep MOAMYHKTa, MOCre KOTOpPbIX CTaBATCSH
TOYKMN.

Hymepaumsi nyHKTOB [OmKHA OblTb CKBO3HOW ANA BCEro OOKyMEHTa, MNOAMYHKTOB -
CKBO3HOW A115 KaXKOoro nyHkTa.

Yactn n ab3aupbl He HyMepylTCs 1 BblaenaTcs ab3auHbiM OTCTYNOM.

69. B TekcTe [OKyMeHTa nepeq Kaxaow no3vuvMen nepevncrieHvs, BblAeNeHHON
absauHbiM OTCTynom, geduc MnNu WMHOWM 3HaK He cTaBuTcs. [locne nepeyvncrneHusi, Kpome
nocrneaHero, CTaBUTCS TOYKa C 3ansTon.

70. [atbl B TekcTe AokymMeHTa ocdopMnstoTca undgpoBbiM cnocobom. MNpu npumeHeHun
CCbIfIOK Ha HOPMaTMBHbIE NPAaBOBbIE aKTbl B TEKCTE OOKyMEHTa AONyCKaeTcs MCNonb3oBaHue
cnoeecHo-Ungposoro crnocoba odopmnenunsa gat. pu ncnonb3oBaHMM CAOBECHO-LMEPOBOrO
cnocoba aeHb mecsua oopmnseTtcs apabekon undpon (ot 1 go 9) unu napon umdp (ot 10 go
31), Ha3BaHMe Mecsua - NPONUCbIO, Fo4 - YeTbipbMsA apabckumu undpamu, Nocne KOTopbIX
crtaBuTca BykBa "r'" ¢ TOUKOW.

71. TekCTbl AOKYMEHTOB 0QOPMAAOTCSA B BUAE CBA3HOIO TEKCTA, aHKeThbl, Tabnuvubl nnu B
BMae coeavHeHusa atmx copm. Onpegensitowmm B Bbibope hopMbl NpeacTaBneHnss TekcTa
ABNSAETCH XapakTep MHopmauum, cogepxallencs B TeKCTe JOKyMEHTa.

72. B pacnopsautenbHbiX [OOKYMEHTax oOpraHu3auun, u3gaBaeMblX €OUHONNYHO
pyKoBOAMTENEM OpraHmM3aumun, TEKCT n3naraeTcsa OT NepBOro nuua eanHCTBEHHOro Yncna.

B pacnopsagutenbHbIX OOKyMeHTax KomnfervanbHbiX OpraHoB TeKCT wusnaraeTca oT
TpeTbero nuua eaUHCTBEHHOTO Yucna.

MABA7
TPEBOBAHUA K O®OPMJIEHUIO AOKYMEHTOB, U3rOTOBJIAEMbIX C MOMOLLbIO
TEXHUYECKUX CPEAOCTB

73. lpu Habope TekcTa OOKyMeHTa NpuMMeHSeTcs WpudT B OObIMHOM HadepTaHuw,
pasmep wpudgTta He meHee 13 nT.

B rocygapCTBeHHbIX opraHax W WHbIX oOpraHusaumsx, noavvHeHHblX [lpaBuTenscTsy
Pecny6nukn Benapycb, npumeHsaeTcs wWpndT B 0O6bIMHOM HayepTaHuu, pasmep wpudTa 15 nr.

TekcT JoKyMeHTa nevataeTcd Ha 6rnaHkax ctaHgapTHoro dpopmata A4 yepes oguHapHbIN
MHTepBarn, Ha GnaHkax ctaHgapTHoro dopmaTa A5 - Yepe3d MEeXCTPOUHbLIN MHTepBan To4HO 14
nr.

BbipaBHMBaHWe TekcTa JOKyMEeHTa NPOU3BOAMTCS MO LWMPUHE nNnucTa.

74. MNpu nogroToBke Tabnuu BbipaBHMBaHME TEKCTa NPOU3BOAUTCA NO HEOOXOAMMOCTH, C
nepeHocoM cnos. [lonyckaeTcsl yMeHblUaTb pasmep nesoro nons Ao 20 MM (Korga TekCT He
BMeELLaeTCcs1), pa3mep wpudta TeKCTa AOKYMEHTA U MEXCTPOYHbIA nHTEepBan - o 11 nt.

B rocygapCTBeHHbIX oOpraHax W MHbIX OpraHusaumsix, NogYvMHeHHbIX [lpaBuTenbLCTBY



Pecnybnukn Benapycb, npu NOAroToBke Tabnuy AONyckaeTcs yMeHbllaTb pas3Mep wpudTta
Tekcta Tabnuy go 13 nT.

75. lpn ocopMneHnn [JOoKyMeHTa pPeKBU3UTbI, COCTOALLUME M3 HECKOSbKUX CTPOK,
nevatalT ¢ MHTepBanom To4yHO 14 nT1. CocTtaBHble 4Yactn pekBusntoB "Apgpecat”, "lpud
yTBepxaeHus", "lpud cornacoBaHuna", "Ipud NpunNoxXeHua" oTaenawTca Apyr oT gpyra
OOVHAPHbLIM MHTEPBANoOM UMW AOMOSTHUTENBHLIM MEXCTPOYHBIM MHTEpBanom 6 nT.

76. PeKkBM3NTblI [OKyMeHTa OTAEenAlT Apyr OT Apyra MONyTOPHbIM MEXCTPOUHbLIM
nHTepsanom. [lonyckaeTcsi pekBU3UTbl AOKYMEHTa OTAeNnaATb Apyr OT Apyra npobenbHomn
CTPOKOW, paBHOW pasmMepy wpunudTa peKBU3NTOB.

MakcumanbHasa grnvHa CTPOKM MHOTOCTPOYHbBIX PEKBU3UTOB - 73 MM.

77. INpu ohopMneHnn OKYMEHTOB OT rpaHuLbl NIeBOro Nons nevyaTaroTes:

pekBnauT "HassaHue Bnga gOKyMeHTa";

peKBM3NT "3aronoBoOK K TEKCTY";

TEKCT AOKYMEeHTa (MCKIToYasa CTPOKK, HaumMHaroLwmecs ¢ ab3auHoro oTctyna);

cnoeo "lMpunoxeHne" B peknante "OTMETKA O HANUYNN NPUNOXKEHUNA";

pekBm3unT "OTmeTKa 06 ncnonHurene";

pekBmaunT "OTmeTKka 06 NCNONMHEHUN SOKYMEHTA 1 HaNpaBneHun ero B geno";

pekBmauT "OTMeTKa 0 3aBepeHun konun';

pekBun3nT "lpucd cornacosaHMs" N HaMMEHOBaHME OOMMKHOCTWU CRyXallero B PEKBU3UTE
"Moanuck";

cnosa "CNYWAnNW", "BblICTYNUNW", "PEWININN", "MTOCTAHOBWJTN", "MPUKA3bLIBAIO",
"MPEONTATAKOD", "OBASbIBAKO".

C otctynom 12,5 MM OT rpaHuubl NIEBOrO Mons nevataeTcsa Hadyano abs3aueB B TeKkcTe
OOKYMEHTOB.

C otctynom 80 MM OT rpaHuLbl NEBOro nons nevyartaercsa peksmaut "Agpecat”.

C otctynom 100 MM OT rpaHuubl feBOro nons nedvartawTcs peksusntbl "Mpud
orpaHudeHuna goctyna", "Ipud yreepxaeHmsa”, "lMpud npunoxeHns".

C otctynom 120 MM OT rpaHuUbl NeBoro nons nevyataetcs pacwmgpoBka noanucu B
peksunante "Mognnce".

C otctynom 140 MM OT rpaHuubl nieBoro nons nedvartatotcsa kogbl no OKY[L, OKOIY wu
OKHOJIM.

Mpn odopmMneHun OOKyMeHTa Ha nucTax craHgapTHoro dopmata A4 B anbObOMHON
opueHTaumm (297 x 210) pekeuautbl "lNpnud orpaHunyenus pgoctyna”, "MNpud yTBEpXKOEHUNA",
"Npnch npunoxexns", pacwmngposka nognucu B pekemnsute "Mognuck” neyartaroTcs ¢ OTCTYNOM
160 MM OT rpaHuLUbl IEBOro Nons.

78. IMpn HanNU4MM HECKOSbKUX TPUGIOB YTBEPXOEHUS M COrnacoBaHWsa KX pacnonaratT
OBYyMs1 BepTuKanbHbeiMu pagamu. Npyu aToM BTOpoM pag neyataetca ¢ otctynom 100 mm ot
rpaHuLbl NeBOro nons, a Npu odopMreHnn JoKyMeHTa Ha nNucTax ctaHgapTHoro oopmata A4 B
anbboMHom opueHTauumn - 160 MM OT rpaHu1Lbl NEBOro NOss.

Mpn nognucaHum OOKyMEHTa HECKONMbKMMWU NuuaMu, He NOAYMHEHHbIMU MO OOSMKHOCTH,
HaMMEHOBAHUA [LOSMKHOCTEN chyxawmx B pekBuauTe "loagnuck" pacnonaraloT ABYMS
BEpTUKanbHbIMK psaamun. Npu aTom BTOpOW psa nedataetcs ¢ otctynoMm 100 Mm OT rpaHuubl
neBoro nond, a npy odOpMAEHUN AOOKYMEHTa Ha nucTax cTtaHgapTHoro dopmaTta A4 B
anbbomMHom opueHTauum - 160 MM OT rpaHuLbl NEBOro Noss.

Heckonbko peksusantoB "loanuck", pacnonaraembiX OAWH MNOA4 ApYyrvMm, Oonyckaetcs
pasaensatb OBOVHbIM MEXCTPOYHbIM MHTEPBANoOM unu npobenbHON CTPOKOW, paBHOW pasmMmepy
LWpudTa PEKBU3UTOB.

79. Ecnn 3aronoBoK K TEeKCTY npeBblllaeT NATb CTPOK, ero Jonyckaetca npoanesaTtb A0
120 MM OT rpaHuubl NeBOro nosns, a npyu oopMNeHUn OOKYMEHTa Ha NMCTax CTaHA4apTHOro
dopmaTta A4 B anbbomHon opueHTauumn - 160 MM OT rpaHuMLbl IEBOro NOss.

80. B Tekctax pokymeHTtoB cnosa "lMpumevanume", "OcHoBaHue", a TaKke CrnoBoO
"MpunoxeHue" B pekeusante "OTMeTKa O HanMyUU MNPUNOXeHUA" neyaTalTcs OT rpaHuLbl
NeBOro nofs U OCTaBNATCHA OTKPbITbIMM, @ OTHOCALWIAACA K HUM MHOpMauus neyataeTcs
CTONBLOM Yepes3 MeXCTPOUHbIA MHTepBan TOYHO 14 nT.

PekBunant "OTmeTka 06 ncnonHutene" odopmnsaerca WpndToMm B 0ObIYHOM HaYepTaHuu,
pa3mep wpudTa 9 NT, MEXCTPOUHbIA MHTEpBar - TOYHO 9 NT.

81. B KOHUe peKkBM3NTOB TOYKM He CTaBATCA. B cepeamHe CTPOK PEeKBU3UTOB 3HAKW



npenuHaHnsa CoXpaHsoTCs.

82. B pokymMeHTax He OOMycKalTCsl TEKCTOBbIE BblAENEHUS B BUAE MNOAYEPKMBAHUSA U
nevyataHumst Bpas3psgky. B cnpaBo4YHO-MHOPMAUMOHHBLIX OOKyMEHTax gornyckaetcs aenatb
BblAeneHns Havmbonee BaXHbIX CMbICNIOBbLIX 4YacTe TeKCTa KYpCMBOM WM MOMY>XUPHbBIM
HayepTaHMEM.

TeKCTbl JOKYMEHTOB M MHOFOCTPOYHbIX PEKBU3UTOB odhopmnistoTcst 6e3 nepeHoca Cros.

MponucHbiMK BGykBamMM nedvaTarTcA: pekBu3uT "HasBaHue Buaa [[OKymMeHTa", crosa
"YTBEPXOAKO", "YTBEPXOEHQO", "COITIACOBAHO" - B rpudax cornacoaHus w
ytBepxaeHus, "MPUKA3BIBAKD" - B npukasax, "MOCTAHOBJIIAET" - B MNoCTaHOBNEHUSX,
"PEWLUNN" - B peweHusnx, "OBAS3bIBAKD", "MPELJIAIAKD" - B pacnopsibkeHusax, "CITYLLIANN",
"BbICTYMUITA", "MOCTAHOBWUITN", "PELLUNITN" - B npoTokonax, damMununum pabOTHMKOB B
TEeKcTax NpuKasoB MO JIMYHOMY COCTaBYy, Ha3BaHUS pas3denoB W rMaB B OpPraHM3auWNOHHbIX
OOKyMEHTaXx.

83. lMpu ocopmneHnn OOKYMEHTOB Ha ABYX U Boree nuctax BTOPOW U NOcnenyoLwmin
NNCTbI OOMMKHbI ObITb MPOHYMEpOBaHbl. Homepa NUCTOB NPOCTaBMSAT B LEHTPE BEPXHErO
KONOHTUTyNa apabckumn uudpamm ¢ pacctosHuem 10 - 15 MM OT BepxHero kpasd nucra
OOKyMeHTa, WpndT B 0OLIYHOM HayepTaHun, pasmep wpudra - He meHee 13 nt. MNepBbi NUCT
He HymepyeTcs.

B rocygapcTBeHHbIX opraHax W WHbIX OpraHvM3aumsix, MOAYMHEHHLIX [lpaBUTENBLCTBY
Pecnybnukn benapyco, pasmep wpudta HOMepoOB NUCTOB - 14 nT.

HoBbIN NUCT AOOKYMEHTa He [O0MNyCcKaeTCs HauuHaTb nocrnegHen HEeMNONHOW CTPOKOW
absaua.

84. [okymeHTbl BpemeHHoro (oo 10 neT) XpaHeHus, 3a WUCKITYEHUEM OOKYMEHTOB C
otTmeTkon "IMNK", noa KOTopon NOHMMAaeTCH IKCNEPTHO-NPOBEpPOYHasa komuceus (ganee - IMK),
JonyckaeTca nevatatb Ha [ABYX CTOpPOHaX JiMCTa C HACTPOMKOW 3epKarbHbIX Mnofien B
COOTBETCTBMW C pasmMepamu, YCTaHOBMNEHHbIMW YacTbio nepBoM nyHkTa 18 HacTosLen
UHcTpykumm. Mpu ohopmneHun oKyMeHTa Ha ABYX CTOPOHAX NiMCTa HYMEPYHTCS CTpaHULbl, a
He NUCTbI.

FMABA 8
OPOPMJIEHUE OTAEJIbHbLIX BUAOB NOKYMEHTOB

85. B opraHusaumsix MoryT nsgaBaTbCs (MPUHUMATBLCS) pacnopsanTerbHble AOKYMEHTHI,
npegycMoTpeHHble NyHKTOM 10 HacToswen MHCTpYKLMK.

86. MNpurkasbl n3garTca Ana paspeLlleHns 3agad, CTosWwmxX nepen opraHmsaumnen, a Takke
B cnyyasx, korga Heobxogumo p[oBectu TpeboBaHWsi HOPMAaTMBHbIX MPaBOBbIX aKTOB,
OOKYMEHTOB BbILLECTOALWMX OpraHM3auui Ao cBedeHus paboTHWMKOB opraHusauun wn (Mnwm)
NoAYNHEHHbIX (BXOAALWMX B COCTaB, CUCTEMY) OpraHu3auui, HaMeTUTb KOHKPEeTHble
MEeponpUATUSA MO UX BbINOSTHEHWIO, ONPeaenNUTb OTBETCTBEHHbIX ML, CPOKN BbINOMHEHUST 3TUX
MEpPONPUATUNA.

87. PacnopsikeHus nsgartca Ang peweHns onepaTtuBHbIX BOMPOCOB AesaTenbHocTu. He
OOMycKaeTcs u3gaHue pacnopshkeHMn B crydasx, Koraa HeobxoguMo [OKyMeHTanbHO
ohopMUTL  yNpaBreHYeckoe peLlleHne Mo OCHOBHbIM MPUHUMMIMAaNbHbIM 3adadyam, CTOSLUM
nepen opraHusaumen. B aTux cnyyadx [OOMKHblI u3gaBaTbCA  NpuUKasbl, MPUMHMMATLCS
NOCTaHOBIEHUS, PELLEHNS.

88. lNpukasbl 1 pacnopsKeHusi, n3gaBaemble B OpraHu3aumsax, NoApa3nensaTcs Ha Tpu
BMaa: no OCHOBHOM OeaTenbHOCTH, no nM4HOMY cocTasBy, no
aAMUHUCTPATMBHO-XO3ANCTBEHHBIM BOMPOCaM; MOCTAHOBMEHUS W pelleHuMs - Ha Aea: no
OCHOBHOM AEeATENBHOCTM U NO NINYHOMY COCTaBy.

He ponyckaetca obbeavHeHne B OA4HOM pacrnopsauTenbHOM [OKYMeHTe BOMpOCOoB
OCHOBHOW AEATENBHOCTU U MO NINYHOMY COCTaBy.

89. TekcTt pacnopsauMTenbHOro AOKYMEHTa COCTOMT U3 KOHCTaTupylowen u
pacnopsaguTensHON YacTen.

B KoHCTaTupylowen yactu manaraloTca Lenu, 3agayun, npuymHbl, daktbl, NOCNYXMBLUNE
OCHOBaHMeM Ansa u3gaHus (MpUHATUS) pacnopaguTenbHOro JOKYMeEHTa.

Mpn wum3gaHum (NPUHATMKM) pacnopsAgUTENbHONO  OOKYMEHTa Ha OCHOBaHuM  (BO
UCNOMIHEHME) HOPMaTUBHOMO MPaBOBOMO akTa WAM  PacrnopsiAMTeNibHOro  OOKYMeHTa



BbILLECTOSALLEN OpraHmsauun KOHCTaTUpylLaa 4YacTb AOSDKHa cofepXaTb CCbINKy Ha 3ToT
OOKYMEHT C yKasaHueMm ero Buaa, aatbl, permcTpaumoHHOro MHAEKCa U Ha3BaHUS.

KoHcTaTupylowasa yactb B pacnopsautenibHOM LOKYMEHTe MOXeT OTCyTCTBOBaTb, €Cnuv
pacnopsguTenbHasa 4acTb He HyXaaeTca B 060CHOBaHMM.

B npukasax u pacrnopskeHusxX Mo SIMYHOMY COCTaBy OCHOBaHWE W34aHMs LOKyMeHTa
yKa3blBaeTCs B KOHLE KaKgoro nyHkta. Ecnu ocHoBaHve ANS M34aHUs HECKOMbKUX MYHKTOB
OOKyMeHTa sIBnsieTcsl €AnHbIM, OHO yKa3blBaeTCs B KOHLE TeKCTa.

PacnopsagutenbHass 4acTb  npukasa  HaduHaeTtca  crioeoMm  "TTPUKA3bBIBAIKO",
pacnopsbkeHus - "OBA3bIBAKO" nnun "MPEONATAKD", noctaHoenewus - "MOCTAHOBIAET",
"MOCTAHOBUIWN", pewenus - "PEWINNT", "PELLANA", "PELLNNN".

Cnoso "TIPEOJIAFAKO" ucnonb3yeTca B criyvyae, e€Cnv WCNOMHUTENS Henb3s 06s3aTb
BbINONHATL AEWUCTBMSA, HEe BXoAaswme B ero 0B6si3aHHOCTU B COOTBETCTBUM C 3aHMMaeMOWn
OOJIMKHOCTBIO Cry>KaLlero.

Mpn odopmMneHnn pacnopsiKeHU pacnopsiAUTEenbHOE CrOBO MOXET OTCyTcTBOBaThb. B
9TOM Crniyyae B KOHLE KOHCTaTUpYHLWen 4YacTu CTaBUTCH [ABOETOoYMe, a WCMNOMNHUTENb
(BOMKHOCTHOE MU0 UK CTPYKTYPHOE NoApa3aerieHne) ykasoiBaeTcs B JaTeNlbHOM nagexe.

B npukasax un pacnopskeHuax no JfM4yHOMY COCTaBy pacnopsiguTenbHasi 4acTb
Ha4MHaeTCcss CNoBOM, TOYHO o6Oo3Havawwmm npeanuceiBaemoe paencteme ("MPUHATR",
"MEPEBECTW", "YBOJIUTb" n ppyrve crnoea, obo3Havawlme npeanucbiBaeMoe OencTeue).
PacnopsigutensHoe cnoeo "MPUKA3BIBAKO" mMoxeT ncnonb3oBaTbCa B TEKCTAX CMOXHbIX MO
CTPYKType NpuKasoB No JIMYHOMY COCTaBy.

MyHKTBI pacnopsanTENbHOM YacTU CIIOXHbIX MO COAEPXKaHUIO MPUKA30B N PacnopsiKeHUn
no NIMYHOMY COCTaBy pacnonaralTCs B NOrM4ecKon nocrnenoBaTernibHOCTU: nNpueM Ha paboty
(Ha3HayeHMe Ha [JOIMKHOCTb ChyXalwlero), MnepeBO4 Ha [APYry MOCTOSHHYK paboTy
(nepemeLleHne), yBonbHeHne (0cBOBOXAEHME OT 3aHMMaeMOMn AOMKHOCTU CryXallero).

Ecnu B pacnopsguTensHOM SOKYMEHTE Uy OTAEeNbHbIX ero NyHKTax yCTaHOBMNEHbI CPOKU
UCMOMHEHWs, pacrnopsignuTenbHasl 4YacTb PacnopsiAUTENbHOrO AOKYMEHTa 3akaH4MBaeTcs
yKaszaHneMm [JOITKHOCTHOro nuua, CTPYKTYPHOro noapasfefneHus unu opraHa, OTBETCTBEHHOIO
3a KOHTPOSb UCMOMHEHNSA BCEro AOKYMEHTA UIN ero oTAenNbHbIX NyHKTOB. OTCYTCTBUE yKa3zaHus
06 OTBETCTBEHHOM 3a KOHTPOSlb O3HaYaeT, YTO KOHTPOSb 3a WUCMOMHEHUEM AOKyMeHTa byaer
OCYLLEeCTBMATbL PyKOBOAMTEMNb, NOAMNUCABLUMIA pacrnopsaauMTenbHbIn AOKYyMeHT. He gonyckaetcs
ucnonb3oBaHne dopmynupoBkn "KOHTpOMb 3a WCMNOMIHEHMEM TMpuKasa (pacnopsiKeHus)
ocTaBnso 3a cobon".

Ecnn pacnopaguTenbHbI JOKYMEHT OTMEHSET paHee M3gaHHbIA (NMPUHATBIA) AOKYMEHT
UNU ero OTAeNbHble MOMOXEeHUd, B MocrnefHeM MNyHKTe AaeTCsd CCbiflka Ha OTMEeHSeMbIN
OOKYMEHT (NYyHKTbl JOKYyMEHTa) C ykaszaHuem ero Buaa, Aatbl, permcTpaumoHHOro UHAEKca u
3aronoBska (Ha3BaHus).

Mpn HEOBGXOAMMOCTU O3HAKOMIEHUSI C COAEPXKAHWEM PacnopAaUTENbHOrO OOKyMEeHTa
BCEX pabOTHMKOB oOpraHuM3auum B Hero BknYaetcs nyHkT "lpukas (pacnopsikeHwue,
NMOCTaAHOBNEHNE, pelleHne) [OOBEeCcTM [0 cBedeHus Bcex paboTHukoB". OTmeTka 00
O3HaKOMMEHUN C pacnopaauTesibHbIM JOKYMEHTOM odopMnsieTcs Huxke peksmauTa "lMNognuck"
Ha NMLEBON CTOPOHE NOCMNeAHero nucTa AoOKyMeHTa, NMbo Ha ero 060pOTHOM CTOPOHe, NGO Ha
OTAENbHOM NNCTE 03HAKOMIIEHWS, NpunaraemMom K pacnopsanternbHOMY AOKYMEHTY.

90. [lpoekTbl pacnopsaguTenbHbIX  AOKYMEHTOB  MOANEeXaT  CorfacoBaHui  C
3aMHTEePEeCOBaHHbIMM  AOMKHOCTHbIMW  nuuamn.  CornacoBaHHbI  MPOEKT  OOKYMeHTa
NpeacTaBnseTcsa Ha NogNNCb YNOMHOMOYEHHOMY OOSKHOCTHOMY NvLy.

91. [laTon NoCTaHOBNEHUS, peLleHNs ABASETCA faTa 3aceaHus KonnerManbHoro opraHa,
npuHgaBLIEro pelleHve. [lata B NOCTaHOBIEHMAX, PELUEHUAX nevyaTaeTcs uUnvM npocTaBnseTcs
OT pYyKW.

92. PacnopsianTenbHbI JOKYMEHT BCTyMNaeT B CUIy C MOMEHTA €ro u3gaHus (NpuHaTtus),
€CINN B HEM He yKa3aH UHOWN CPOK.

93. Xop obcyxaeHuss BOMPOCOB U MPUHATUSA PELIeHU Ha 3acefaHusx UKCMpyeTcsl B
npotokonax. MpoTokonbl MO MOMHOTE OCBELLEHUA XoAa 3acefaHus AensiTcs Ha NPOTOKOSbI
NosIHON hopMbl, KpaTKom bopMbl U COoKpaLLeHHON OopPMbl.

94. TlpoTokon COCTaBnsieTCsA CeKpeTapeM 3acefaHus (CekpeTapeM MOCTOSHHO
AEVCTBYIOLEro KOSfernanbHoro opraHa) Ha OCHOBaHUW PYKOMUCHBIX, CTeHorpadguyeckux,
ayouo- unu Opyrux sanucen xopa 3acefaHusi, a Takke [OOKYMEHTOB, MNOAroTOBMEHHbIX K



3aceaHuto.

95. 3aronoBkoM K TEKCTY MPOTOKONa SBNAOTCS Ha3BaHME KOHKPETHOro BMAaa 3acedaHus,
HaMMEHOBaHWE KONfernanbHOro opraHa (ecnu opraH He mmeeT cBoero 6naHka) n BOMpoc
(Tema) 3acefaHus, ecrnv OH OOWH.

96. [daTton npoTokona ¢4BnsieTca AaTa npoBedeHus 3acedaHus. [Jata B MpoToKone
neyaTaeTcs UM NPOCTaBNAETCS OT PyKU nNpeacenaTenem KonnernanbHoro opraHa (3acegaHus)
U1 AnLOM, NOLArOTOBUBLLMM NPOTOKOS, ECIIM MHOE HE YCTAHOBMNEHO 3aKOHOA4ATENbCTBOM.

97. TekCT NnpoToKona AenuTcs Ha BBOOHYHO U OCHOBHYIO 4YacTu.

Bo BBOAHOM 4acTu yKasblBalOTCA MHMUMANbl U hamunun npegcenaTens, cekpetaps u
NPUCYTCTBOBABLUMX YFIEHOB KOMMernanbHOro opraHa, HamMeHOBaHUA AOSMKHOCTEN ChyXaLuuX,
daMmunun 1 MHULManNbl NpUrialleHHbIX ful, He SBMSKLWUXCA YreHamMu KomnernanbHOro
opraHa. Pamunum NpUCyTCTBOBABLUMX W MPUINALLIEHHbIX YKa3blBalOTCA B andaBUTHOM MOPSAKE.

Ecnn konuyecTtBo NpuMCYTCTBOBAaBLUMX Ha 3acedaHuu YNEeHOB KONnernanbHOro opraHa
bonee 15 yenosek, TO CMMCOK NPUCYTCTBOBABLUMX COCTABMSAETCHA OTAENbHO M npunaraeTcs K
npoTtokony. B npoTtokone ykasbiBaetca crnoo "lpucytctBoBann”, obllee KONMYECTBO
NpUCyTCTBOBaBLWNX, B CKoBkax - "cnucok npunaraetcs" wunum  "pernctpauyoHHbIA  JIUCT
npunaraetcs".

Ecnn konnuyecTBO npurnaweHHbIXx Ha 3acegaHve 6Gonee 10 4yenoBek, TO CNUCOK
npurnaweHHblX Takke COCTaBnseTca oTAenbHo. B npotokone ykasbiBaeTcsa  CrioBO
"MpurnaweHHble", obLiee KonMYecTBO NpurnalleHHbIX, B CKOBkax - "CnMcok npunaraetca” nnm
"pernctpaumoHHbIn NUCT Npunaraetca”. Ecnv npurnaweHHoe nuuo npeactaBndeT CTOPOHHIOW
opraHvM3auuio, To0 B HaMeHOBaHWE AOMMKHOCTM CryXallero BKMOYaeTcs HaMMeHOBaHWE 3TOWn
opraHusaumu.

B npotokonax [OMOMHUTENBHO MOXET yKasblBaTbCA KONMUYECTBO MPUCYTCTBYIOLLNX,
Heobxoaumoe Ana NPaBoOMOYHOCTU NPUHATUSA PELLEHNS.

B npoTtokonax nonHonm opMbl Mocre ykasaHus NPUCYTCTBOBAaBLUMX WM NPUrnalleHHbIX
cnegyet noeecTtka [AHA. B noBectke [OHA nepeynMcnsaloTCs  BOMPOCHI, Noanexaiiue
pPacCMOTPEHUIO, yKasbiBatoTCA OpPMbl UX WM3NOXeHus (goknag, coobuieHne, uHdopmaums,
OTYET), HAMMEHOBAHWSA OOIMKHOCTEN CRyXallMX AOKNaA4YMKOB, NX UHULMAnNbI 1 dhamunum.

lMpu BbIHECEHWM Ha 3acefaHve OBYyX M HGonee BOMPOCOB OHW HyMepykTcsa apabckumu
undbpamu. lMocnegoBaTenbHOCTL BOMPOCOB B MOBECTKE [OHA oOnpefendeTtca CTeneHbl UuX
BaXXHOCTW.

OcHoBHast 4acTb MpoTokora nofnHon dopmbl cTpouTtca no cxeme "CITYWAIN -
BbICTYIMUITN - PEWUIN (MOCTAHOBWIIN)" oTtgenbHO no kKaxgomy paccMmaTtpyBaeMomy
BOMpOCY.

B pasgene "CINYLWAIWN" ykasbiBatoTcss dhaMnnusa n nHMLmMansl goknagynka n nanaraertcs
KpaTkoe copepaHue BbICTynneHus. TeKCT BbICTynneHns (Aoknaga, coobLieHus, nHpopmaumm)
MOXEeT npunaratbCs K MPOTOKOMY, O 4YeM JenaeTcs COOTBeTCTByloWlas oTMeTka: "TekcT
Aoknaga (coobueHuns, nHpopmaumm) npunaraetcs”.

B pasgene "BbICTYIUJIN" TekcT odopmnsieTcss aHanornyHo pasgeny "CITYWAIN". B
3TOT pasgern 3anucbiBalOTCS BONPOCH! K OKNAAUYNKY U OTBETHI HA HUX.

B pasgene "PEWWNUM (MOCTAHOBWIIN)" 3anucbiBaloTCA NpPUHATBIE MO  BOMPOCY
peLueHus.

B npotokone kpatkon ¢opmbl noBecTka gHA He odopmnseTtcsa. OCHOBHas 4YacTb
npoTokona KpaTtkon opmbl cTpoutca no cxeme "CIYLWANW - PEWNIA (MOCTAHOBWIIN)"
©e3 TekcTa BbicTynneHun. B pasgene "CJTYLWAJIN" 3anucbiBaloTCA BONPOCH!I MOBECTKU OHS, B
pasgene "PELWWNIIN (MTOCTAHOBWIIN)" - npuHATbIE peLlueHuns.

B cnyyae BO3HUKHOBEHMWS NPUHUUNMANBLHBIX pasHOrnacum B NpOTOKONax KpaTkon (opmbl
aonyckaeTcs UKCUpoBaTb OTAENbHbIE BbICTYMMEHUSA y4aCTHUKOB 3acefaHus.

B npoTtokone cokpaweHHOM dOpMbl MOCMe KaXO4oro Bomnpoca MNOBECTKM  OHS
3anucbIBalOTCA NPUHATBIE MO HEMY pPEeLUEHUS.

PelweHne konnervanbHOro opraHa B npoTokonax nobbix hopM NpMBOANTCA NOMHOCTLIO.
MpuHATBIE pelleHns HyMepytoTcs apabckumn Lumdpamm, ecnm Ux Heckonbko. Homep pelueHns
BKMtOYaeT HOMEpP BOMpoca NOBECTKM AHS U Yepe3 TOYKY - HOMEP MPUHATOrO Mo HEMY peLUeHus.
Hymepauuns He npon3BogUTCS, €CNKU NO BOMPOCY NPUHATO TONBKO OAHO peLLeHme.

98. lNMpoTokon coBellaHNsa nognuckiBaeTcs npeacenartenem (NpeaceaartenbCTBYIOWNM Ha
3acedaHunn) 1 cekpeTapem.



99. T[lopsagok noaroToBKM WM OPOPMNEHUSI MPOTOKOMNOB KOMfernanbHbIX OpraHoB
onpenensieTcs NofoXXeHnsamMm 0b6 aTUX opraHax Unu pernaMmeHTamm ux padoThl.

100. B opraHusaumsix MoryT CocTaBnATbCA CNpPaBOYHO-UHOPMALMOHHbIE AOKYMEHTHI, B
TOM YMCNE aKTbl, AOKNaAHbIE 3annUCKn, CNpPaBKu.

AKT cocTaBnsieTca KOMUCCUEN (YNOSTHOMOYEHHBIMU NNLAMM UN OOMMKHOCTHBIM JINLIOM)
OIS NOATBEPXKOEHMS YCTAHOBIEHHbBIX (PaKTOB, B TOM YMCIE aKkTbl NPOBEPOK, MHBEHTApPM3aL MM,
HecyacTHbIX Cy4Yyaes, npuema-nepegadm maTepuarnbHbIX LEHHOCTEN.

3aronoBKOM K TEKCTY aKTa ABMAeTCA COAEPKaHNe akTMpyeMoro cobbiTnsa. 3aronoBok akTa
OOJDKEH COrNacoBbiBaTbCA C Ha3BaHMEM BuOa OOKYMEHTa U (POPMYNMPOBATLCS C MOMOLLBIO
OTINarofbHOro CyLWeCTBUTENBHOIO B NPEAI0oKHOM U POAUTENBHOM Nagexe.

101. [laTta akTta gomKHa COOTBETCTBOBATb AaTe aKTUPOBAHUS.

102. TekcT aKkTa COCTOUT U3 BBOAHOW N KOHCTATUPYIOLLLEN YacTeNn.

Bo BBOAHOW 4acTu ykasblBaeTCs OCHOBaHWE ANS COCTaBIfIEHWUs] akTa M MepeyncnsarTcs
nuua, cocTaBMBLUNE aKT U MPUCYTCTBOBABLUME MPUX 3TOM.

Mpn nepeuncneHun nuu, BXOAAWMX B COCTaB KOMMCCUKM, BHadane YKasblBalTCs
HaUMEHOBAHNE OOJMKHOCTM CHyXaLero, nHuumansl n amunua npeacegartenss KOMUcCUn, a
3aTeM HaMMEHOBaHUS OOMKHOCTEN ChyXalwuxX, UHUUManbl U amMunmm YnNeHoB KOMWUCCUU B
andgasuTHOM nopsigke. B cnyyae yvactms B paboTe komuccum npeactaBuTENen CTOPOHHUX
opraHusauui B akTe Npu HanucaHuM AOIMKHOCTEW CIyXaluMX YKasblBatoTCs HaUMeEHOBaHUS
opraHusaumin, KoTopble OHM NPeacTaBNsoT.

HOSmKHOCTY cryKawux, MHMumansl 1 pamunmm nuu, NpucyTCTBOBaBLUMX NPU COCTaBNEHUN
aKTa u He BXOOSALMX B COCTaB KOMUCCUMN, yKa3biBalOTCs B andaBUTHOM nopsigke oTAenbHO.

B koHcTaTupylolen 4YacTu akTa uanaralTcs UenM M 3adaynm akTMpOBaHUS, AdaeTtcs
KpaTkoe onucaHve npoaenaHHon paboTbl (ee CyLWHOCTb, XapakTep, MeToAbl, CPOKW),
PUKCUPYIOTCS YCTAHOBMEHHbIE dDaKTbl.

B KOHCTaTupylowen 4yacTu akTa MOryT u3faratbCsl BblBOAbI, pPEKOMeHAauuw,
npeanoXeHnss CocTaBUTENEN MO YCTAHOBMNEHHbIM dhakTam. BbiBogbl M NpeanoXeHus moryT
ObiITb  M3NOXEeHbl B pacnopsgutenbHon ¢Gopme ¢ yKkasaHMeM CpPOKOB  WCMOSIHEHMS
npeanucbiBaeMblX 4ENCTBUMN.

Ecnn B akTe oTpaxaeTcs pag akToB, TEKCT akTa AENUTCS Ha NYHKTbI.

B KOHLUe TekcTa yKkasblBalOTCHA CBEAEHUS O KONMYECTBE IK3EeMNIISPOB akTa C ykasaHuem
agpecaTa (MecTa XpaHeHUs) Kaxkaoro ak3emnndpa. [lepBbii 3k3eMnnsip akta noglmnBaeTcs B
OEro cornacHo HOMeHKNaType Aen opraHM3aumu.

Yucno ak3eMnngpoB akTa onpeaensetcss HOPMaTUMBHBIMU MPABOBbIMW akTamu u (Mnn)
NpakTU4eckor HeoBXoAUMOCTLIO.

103. AKT nognucbiBaeTcs BCEMU NULAMW, NPUHMMAaBLLNMK y4acTuUe B €ro CoCTaBfiEHUMW.
Mpn nognmMcaHun akTa ykasblBaeTcs pacnpegeneHme o0si3aHHOCTEN 4neHOB Komuccum 6es
yKasaHuss uUx [OfKHOCcTer crnyxawwux. [lepBon npoctaBnseTcd noanucb npencenaTens
KOMUCCUK, NOAMUCK YITIEHOB KOMUCCUKM pacrnonaratoTca B andaBUTHOM NOPSIAKE.

Jlnua, umelowme 3amMevyaHusi MO COLEPXKaHUIO akKTa, MNOAMUCLIBAKOT €ro C OTMETKOW
"3amevaHus npunaratotca”. TeKCT 3amedaHu nanaraeTcs Ha OTAeNnbHOM NNCTe, Hebonblune
no o6bemy 3amevaHus gonyckaeTcs PUKCMpoBaTb Ha CaMOM akTe.

104. AKTbl, npegnucbiBaloWMe BbIMNOMIHEHME ONpeaeneHHbIX OeNcTBUr, nognexar
yTBEPXKOEHUIO. AKT YTBEPXKAAETCH YNOSTHOMOYEHHbIM AOSMKHOCTHLIM FINLLOM.

105. AKTbl (cnpaBku) NPOBEPOK MOAMMUCLIBAOTCA B COOTBETCTBMM C TpeboBaHUsSMHK
3aKkoHofaTenbCcTBa B chepe KOHTPONbHOW (HaA30pHOM) AEATENbHOCTH.

106. B 3aBUCMMOCTU OT COAEPXaHMUS W LIEeNeBOro HasHadeHus OoKnadHble 3anucku
OENATCS Ha MHMUMATUBHBbIE (BHECEHME NPEASIOKEHUNA, N3MN0XeHe Npocbbbl, hakToB, SABNEHNIA)
N OTYeTHble (O XoOe, COCTOSAHMM, 3aBeplleHUn paboT, BLINMOSTHEHUM MOPYYEHWUR, MMNaHOB, O
peaynbTaTax NpoOBEPKN).

107. B 3aBucuMMOCTM OT agpecaTa [OKnagHble 3anucku OenaTcs Ha BHYTPEHHME W
BHELLHMeE.

BHyTpeHHMe  [oknagHble  3anMcKM  adpecyrloTcs  pyKoBOAUTEN0  (3aMecTuTesnto
pykoBoauTens) opraHusauuun (CTPYKTYpHOro nogpasgeneHust) u oopMnsioTcsa Ha nuctax
Gymaru ctaHgapTHoro oopmata A4 nnn A5S.

BHelwHWe goknaaHble 3an1Mckyu agpecyoTcs pyKOBOAUTENO (3aMeCTUTENIO PYKOBOAUTENS)
BbILLECTOSILLEN OpraHu3aumm n oopMnsaTca Ha obwem GnaHke.



108. TekcT goknagHon 3annckm COCTOUT N3 BBOAHOM M OCHOBHOW YacTen.

B BBOOHOWM YacTu uanaraeTcsl COCTOsAHME BOMpoca, hakTbl, MOCAYXMBLUME MPUYMHON ONs
COCTaBIieHNs AOKYMEHTa, NPOBOAMTCSA UX aHanus.

B ocHoBHOM YacTy fOKNagHOWM 3annUcKn nsnaratTcs BbiBOAbI, NPeaIoKeHUs, Npocbobl.

109. BHyTpeHHME OoKnagHble 3anuMcku NOAMUCHLIBAKOTCA UX COCTaBUTENSIMU, BHELLHWE -
pyKkoBoguTenem opraHusawmu.

110. JaTon goknagHowm 3anncky ABNSETCH garta ee nognucaHus.

111. B 3aBUCUMOCTW OT COAepXaHWs U LieneBOoro HasHayeHwsd crnpaBku AenaTcs Ha
cnyxebHble 1 NMYHbIE.

CnyxebHasa cnpaBka - OOKYMEHT, codepkawuin csegeHns ob OCHOBHOW OeATENIbHOCTM
opraHusaumu.

JinyHasa cnpaBka - OOKYMEHT, noaTBepXaawwuin cBegeHnsa Guorpaduyeckoro m (unu)
cnyxebHoro xapakrepa v BbldaBaeMbl FpaXKaaHUHY .

112. B 3aBMCMMOCTM OT agpecaTa CnpaBku AeNaTCs Ha BHYTPEHHUE U BHELLHME.

BHyTpeHHMe cnpaBku agpecyloTcss pykoBOAUTEN  (MHbIM  AOSMKHOCTHBIM — fMuaMm,
KonnervanbHbIM OpraHam) opraHusaumnm n odopMnsTCa Ha nuctax Gymarn ctaHgapTHOro
dopmata A4 unu A5.

BHewHne cnpaBknm agpecyloTcd  pykoBOAUTEN  (MHbIM  OOMMKHOCTHBIM  nuuam)
BbILLECTOSALLEN OpraHu3aumm, CTOPOHHEW OpraHusaumm Unu rpaxgaHuHy n oopMnsioTca Ha
obwem 6naHke unum nuctax bymarn ctangaptHoro dopmata A4 nnn A5 ¢ ncnonb3oBaHUEM
yrnoBoro wramna.

113. 3aronoBok cnpaekn hOpMynMpyeTCsi C NOMOLLbIO OTINAarofIbHOro CyLeCTBUTENBHOIO
B NPeasiIoKHOM nagexe.

Meprog BpeMeHn, K KOTOPOMY OTHOCSTCS NPUBOAUMBIE B CNyXebHOW crnpaBke CcBeaeHus,
BKITHOMAETCS B 3arofioBOK K TEKCTY NMnMBO nomellaeTcs nepen TEKCTOM.

114. TekCT NNYHON CnpaBKM HaYMHAETCH C YkasaHus hamunmm, coOOCTBEHHOrO UMEHU U
OTYyecTBa (eCnu TakoBOe MMEETCSH) nuua, O KOTOPOM coobLatoTes cBeaeHns. He gonyckaetcs
ncnonb3oBaHme peveBbix 060poTOB "BbliAaHa HacToswas", "aencTemuTensHoO paboTaeT".

Mpn  HanMnuum  MCNoOMb3ylTCA  TUNOBble (OPMbl  CMPaBOK, YyCTaHaBNMBaeMble
rocyfapcTBeHHbIMW OpraHaMy B YCTaHOBNIEHHOM 3aKOHOAATENbCTBOM NOpsaKe.

115. BHewHne cnpaBku MOAMUCLIBAIOTCA pPYyKOBOOUTENEM oOpraHuMsauuMmM, a B €ero
OTCYTCTBME - WUHbIM YMNOIHOMOYEHHbBIM NNLOM, BHYTPEHHUE - X cocTaButenamn. Cnpasku, 3a
coAepXaHue KOTOpbIX HeceT OTBETCTBEHHOCTb HECKOMbKO nul, MOAMUCLIBAOTCS BCEMMU
COCTaBUTENSAMM.

116. [laton cnpaBku siBNAeTCS AaTta ee nognnucaHus.

117. Pa3HOBMAHOCTBIO CMY>XEOHLIX CNpaBoK sBNsOTCA cBogkun. CBOAKM OpopMISOTCA B
Buae Tabnuu, rpacumkos.

118. lNucbma noanuckIBaOTCA pykoBoAUTENEM OpraHvM3aumm Unmn ynoriHOMOYEHHbIM UM
AOMKHOCTHBIM NNLIOM.

119. [aTton nucbma saBRsieTCca gata ero nognucaHud. [lata B nNMCbMe MNpPOCTaBndeTcs
NNUOM, €ro NOANMUCaBLLMM.

120. TlucbMo B 3MEKTPOHHOM BMAE, OTNPaBnsieMoe MO 3fIEKTPOHHOM  nouTe,
NHOPMAaLMOHHBIM CUCTEMaM BEAOMCTBEHHOIO (KOPMOpPaTUBHOIO) MW MEXBEeLOMCTBEHHOro
3NEKTPOHHOro AoKyMeHToobopoTa, ocopmnseTca No opmMe COrnacHoO NPUOXEHUIO 2.

MNMABA9
OPIrAHU3ALNA OOKYMEHTOOBOPOTA. PETUCTPALIUA AOKYMEHTOB.
NMHO®OPMALIMOHHO-NMOUCKOBbLIE CACTEMbI MO AOKYMEHTAM OPITAHU3ALIUU

121. OpraHunsaunsa JoKyMeHToo0opoTa 4oSmkHa OTBeYaTh criegyowmm TpeboBaHnAaM:

OonepaTMBHOCTb NPOXOXAEHWUS AOKYMEHTOB;

NCKNtoYEeHne He 0ByCrnoBNEHHbIX HEOOXOANMOCTBIO UHCTAHUMIA NPOXOXOEHNUS N OENCTBUI
C AOKYMEHTaMWU;

cobnogeHme MakcMMarnbHOro eauHooOpasus nopsigka npoxoXaeHms un  obpaboTku
OCHOBHbIX KaTEropum JOKYMEHTOB.

MpoxoxaeHne n obpaboTka OCHOBHbLIX KAaTeropuin OOKYMEHTOB B OpraHvM3auun OOIIKHbI
OCYLLLEeCTBNATLCS B COOTBETCTBMM CO CXEMOW MPOXOXAEHUS OOKYMEHTOB, pa3pabaTbiBaemoim



cnyxbon [OOY (nuuyom, oTteBeTcTBeHHbIM 3a [OY) u yTBepxgaemMonm pPyKOBOACTBOM
opraHusauuu.

OpraHusaums gokymeHToobopoTa ¢ mcnonb3oBaHnem AC [OY pomkHa obGecneumBaTtb
COBMECTMMOCTb TPaAULIMOHHOWN N aBTOMaTU3MPOBaHHON 06paboTkM LOKYMEHTOB.

122. Pernctpaunsa 4OKYMEHTOB OCYLLECTBASETCS B CneaytoLem nopsiake:

122.1. peructpauumn nognexaT Bxogsdume, Ucxogswinme M BHYTPEHHUE OOKYMEHTbI, 3a
UCKIIOYEHNEM OOKYMEHTOB, YKa3aHHbIX B MOAMYHKTe 122.2 HacTosLWero nyHkta. [JOKYMeHTbI
PErnCTpMpPYOTCS HE3aBMCUMO OT crnocoba Mx co3aaHus, nepegayn Unm AoCTaBKu.

Mpwn perncTpauumn KaxxgoMy OOKYMEHTY NPUCBaANUBAETCSA PErMCTPaLMOHHBLIN UHOEKC;

(nn. 122.1 B pen. noctaHoBneHns MuHiocta ot 24.07.2026 N 40)

122.2. cnyx6on OOY (nuuom, oTtBeTcTBeHHbIM 3a [OY) paspabaTbiBaeTcs nepeveHb
OOKYMEHTOB, He noanexawux pernctpaummM, B KOTOPbIA  BKIIOYAKTCSA  OOKYMEHThI
CNpaBOYHO-MHGAOPMALIMOHHOIO, PEKNaMHOI0 XapakTtepa, MpUCNaHHble AN CBedeHusl, B TOM
yacne  3asdBKW, Hapsabl, pasHapsagku,  NMcbMa  oOpraHusaumMi U MHAUBUAYAaNbHbIX
npeanpuHUMaTene C MPeanoXeHusiMM O  COTPYOHUYECTBE WM OKa3aHUM  YCNyT,
nosgpaBuTENbHbIE MUCbMA W Tenerpammbl, NPUrALLEHUd, NPOrpamMmbl, MaHbl, MOBECTKM
3acefaHunin, CcOBeLlaHUn, KOHMepeHUUn, WHbIX KonnervanbHbiX MeponpuaTun. [aHHbIN
nepeyveHb yTBEPXAaeTCa pyKoBoaUTENeM opraHmsaumm.

Mo pelueHuO pyKOBOOAUTENS OpraHM3auMu B NepeyYeHb OOKYMEHTOB, yKa3aHHbIA B 4acTu
nepBOM HACTOALEro noAanyHKTa, MOryT BKMAOYATbCA 3asBfEHWsl, BHYTPEHHWE CrnpaBKMu,
JoKnagHble 3anncku, UHble CNPaBoOYHO-UH(OPMALMOHHbIE OKYMEHTHI;

(nn. 122.2 B pea. noctaHoBneHms MuHiocta ot 24.07.2026 N 40)

122.3. pernctpauus BXogsaLWmMX, UCXOOSAWMNX U BHYTPEHHUX OOKYMEHTOB B OpraHmsauuu
OCYyLLEeCTBNAETCA LeHTpanudoBaHHo B cnyxbe OOY (nuuom, oTBeTcTBeHHbIM 3a [OY), 3a
UCKITIOYEHUEM CIyYaeB, YKasaHHbIX B NOANYHKTEe 122.4 HACTOALLErO NYHKTa;

122.4. JeueHTpanm3oBaHHas peructpaums  OOKYMEHTOB  [OMycKaeTtcs npu
TeppuTopuransHom pa3obLLEHHOCTH CTPYKTYPHBbIX noapasaeneHunn opraHusaumn.
JeueHTpanuMsoBaHHOW perucTpauun noanexar Takke OTAenbHble KaTeropum [OKYMEHTOB,
PErMCTPMPYEMBIX B CTPYKTYPHLIX Nogpas3neneHnsix opraHn3auumn cornacHo paspabartbiBaeMomy
cnyxbon [OOY (nuuom, oOTBeTCTBEHHbIM 3a [OY) wn yTBEpXKOAaeMOMYy PyKOBOOAMTENEM
OopraHuM3auumn nepeyHo OOKYMEHTOB, He nopnexawmx peructpauum cnyxéon OOY (nuuom,
OTBETCTBEHHbIM 3a [OY);

122.5. pernctpauma BXOASALNX U UCXOOALWMX OOKYMEHTOB, nepefaBaeMblX MO KaHanam
3NEKTPOCBA3N (hbakcMunbHasa CBA3b, 3NEKTPOHHAsA no4vta, WH(OPMaLWOHHbIE CUCTEMbI
BEOMCTBEHHOIO (kopnopaTuBHOro) nnm MEXBEOOMCTBEHHOIO 3MEKTPOHHOro
[OKyMeHTOOobopoTa), NPON3BOANTCS B TOM XXe Mnopsiake, YTO M JOKYMEHTOB, NepefaBaeMbiX Mo
NnoYTe NN KypbEPCKOW CBA3bIO;

122.6. gna perucTpauum BCeX KaTeropum BXOAALMX, WCXOAAWMX W BHYTPEHHMUX
OOKYMEHTOB  3alMoSIHAETCS  PErncTpauluMoHHO-KOHTpPONbHAs KapTodka (goanee, ecnv  He
onpegeneHo wuHoe, - PKK) Ha OymaxHOM wnM SNeKTPOHHOM HocuTene, cofepxalas
COBOKYMHOCTb Y4E€THO-PEMMCTPALMOHHbIX CBEAEHNN O OOKYMEHTE.

Onsa ob6ssatenbHbix pekBnantoB PKK  yctaHaBnmBawTca crnegywwuve npaeuna
3anonHeHus:

"HasBaHve Buaa [OoKymeHTa" - 3anofiHAeTCAa B COOTBETCTBMM C Ha3BaHWEM Buaa
peructpupyemoro gokymeHTa. Npu pernctpauumn nucem rpaca He 3anorHseTcs;

"ABTOp (KOPpPECMOHAEHT)" - Npu perncrtpaummM MOCTYNUBLLErO AOKYMEHTA 3amnucbiBaeTcs
HauMeHOBaHWEe OpraHM3auum - aBTopa AOKyMeHTa. [pu permcTpaumm UCXogswero JOKyMeHTa
3anucbiBaeTcs HauMMeHOBaHMe opraHusauunmn-koppecnoHgeHta. [onyckaetca npuMeHeHue
COKpaLLEeHHOro HaMMEHOBaHUS OpraHn3auuu;

"[ata N perncTpaumoHHbIA MHOEKC MOCTYNneHua" - 3anofiHaeTcs npu perncrpauuu
BXOOSALEro [[OKyMeHTa. 3anucbiBaloTcs gata W UHOEKC, TMNPUCBOEHHblE  OOKYMEHTY
opraHusauumen-nonyyaTeneM; MepeHoCATCa W3  PEerucTpauuoHHOro  LWTamna BXOAALMX
OOKYMEHTOB;

"NaTta n perucTpaumMoHHbIi WHOEKC [OKYMEHTA" - 3anuchbiBaloTca JaTa M UHAOEKC,
NPUCBOEHHbIE JOKYMEHTY OpraHnsaunein-asBTopoM; NepeHOCATCS C BXOAALLEro Unn Ncxoasiero
OOKYMEHTa;

"3aronoBok (kpaTkoe cogepXaHue)" - NepeHoCUTCs 3arofloBOK, CCOOPMYNMPOBAHHLIN B



OOKYMEHTE;

"Pe3oniiouna MM KOMy HanpasfeH [JOKYMEHT" - MEepPeHOCUTCS TEeKCT pPe3osiounm
pykoBoguTENS;

"Cpok ucrnornHeHus" - npoctaensetca garta (44cno, Mecs, rof), K KOTOpPoW LOKYMEHT
AomKeH OblTb ucnonHeH. [lpu  peructpaumm uMCXoddwWwero WMHULMATUBHOMO OOKYMEHTa
3anucbiBaeTcsa gaTta OXXMAaeMoro oTBeTa;

"OTmeTka 06 UCMONMHEHMM OOKyMEHTa WM HanpaBfeHun ero B Aeno" - npocTaBnseTcs
WHOEKC Aena no HOMeHKnaType Oen opraHus3auum, B KOTOPOM OyAeT XpaHWTbCA OOKYMEHT
nocne WUCMNOfHEHWs, KpaTKo 3anucbiBalOTCS pelleHuMe BOonpoca Mo CyuwecTBy, AaTa U WMHAOEKC
OTBETHOrO JOKYMEHTA.

Mpun Heob6xoammocTn B PKK MoryT 6bITb NpeayCMOTpeHbl AOMONTHUTENbHbIE PEKBU3UTLI, B
TomM uucne "McnonHutenb", "Pacnucka uCnonHUTENs B MNONyvYeHum pJokymeHta", "Xopg
ncnonHenus". MNopsaok pacnonoxeHnsa gononHuTenbHbix peksnanToB B PKK onpepensetca
opraHusaumen;

122.7. n3 PKK dopmupytoTca cnpaBoOYHble W KOHTPOSbHble KapTOTEKM U (MNn)
aBTOMATU3MpPOBaHHble 6a3bl (6aHkM) [aHHbIX, C MOMOLLBbI KOTOPbIX OCYLLECTBASOTCA
cnpaBo4vHas paboTa nNo AOKyMEHTaM M KOHTPOSib 3@ CPOKaMu KX UCMNONHeHus. KonudecTtso
ak3emnnsspoB PKK Ha OymaxHOM HocuTene, 3anosfiHSeMOW Ha AOKYMEHT, onpepensieTcs
YMCITOM CMPAaBOYHbIX N KOHTPOSbHbIX KAPTOTEK,;

122.8. B opraHu3auusax C HesHadnTenbHbiM 06bemMoM AokymeHToobopoTta (go 600
OOKYMEHTOB B rof) BXxoAsline, UCXOAswme W BHYTPEHHUE [OOKYMEeHTbl [ornyckaeTcs
PEerMcTpMpoBaTh B XXypHanax perucrpaumm JOKyMeHTOB.

KypHan peructpauum BXOASWMX AOKYMEHTOB COOEPXWUT rpadbl  cnegyroLero
codepXXaHus: gata M pPerucTpaumMoHHbIA WHOEKC MNOCTYMMEHUs; KOPPECNoHO4EHT, faTta wu
perncTpaumMoHHbIN MHAEKC NOCTYNMBLUEro OOKYMEHTa; Ha3BaHwe Buaa M 3arofiloBOK (KpaTkoe
coAepXxaHue) OOKyMeHTa; pe3onioums UNu KoMy HanpaBfeH AOKYMEHT; CPOK WCMOSIHEHMS;
OTMeTKa 00 MCMONHEHUN JOKYMEHTA N HaNpaBfeHun ero B 4ero.

XKypHan peructpaumm uCXoOAWMUX OOKYMEHTOB  COOEpXMT rpadbl  crnegytoLlero
CoAepXaHus: gata n perncTpaumMoHHbI MHOEKC AOKYMEHTA; KOPPECMNOHAEHT; Ha3BaHMe BMaa u
3arofioBokK (KpaTtkoe coaepXaHme) [OKyMeHTa; oTMeTka 00 WCMONMHEeHUM [OOKyMeHTa W
HanpasneHun ero B Aeno.

XKypHan perucrpaumMm BHYTPEHHUX [OOKYMEHTOB COAEpPXUT rpadbl  creaytoLllero
cCoAepXaHus: gata W perucTpauMoHHbIA WHOEKC [OOKYMEeHTa; BWuA4 [OOKYMEHTa; 3arofloBOK
(kpaTkoe copepkaHve) OOKYMeHTa; pe3oniouus Unu KoMy HanpasfeH OOKYMEHT; oTMeTka 06
UCMNOMHEHUN OOKYMEHTa 1 HanpasfeHuu ero B Aero.

Mpn HeOBXOAMMOCTM B XypHanax pernctpaumm JOKyMEeHTOB MOryT OblTb NpeayCMOTPeEHbI
JononHuTenbHble rpadbl, B TOM Ynucne "Pacnucka B nonyyeHun”, "Cpok nonyyeHus otseta”;

122.9. peweHune o Bbibope hopMbl perncTpaumm JOKYMEHTOB B OpraHvM3auumn (KapToYHOM
UNK XypHanNbHON) 3aKpennseTcs B fIOKaribHOM MPaBOBOM akTe.

123. lpuem, pernctpauus M UCMOSHEHUE BXOASLMX OOKYMEHTOB OCYLLUECTBISAKOTCA B
cnegytoLiem nopsiake:

123.1. BCS nocTynawLlasi B OpraHn3aumio KoppecrnoHaeHUmMs, B TOM Yncne nocTynueLias
MO 3MEKTPOHHOW noyTe, MHAOPMALMOHHBIM CUCTEMaM BEAOMCTBEHHOMO (KOpnopaTuBHOMO) 1nn
MEXBEAOMCTBEHHOIO 3NIEKTPOHHOIO0 AO0KYMeHTO0bopoTa, npuHMmaeTcs u obpabaTbiBaeTcH
cnyx6on OOY (nuuom, otBeTCcTBEHHBIM 3a AOY);

123.2. 0O BCKpbITUS KOHBEPTOB (MakeToB) MPOBEPSOTCS NPaBUbHOCTb AOCTaBKM (MO
afpecy Ha KOHBEpPTE), LLEMOCTHOCTb YNAaKOBKM, COXPAHHOCTL nevaten (Npu nx Hanmyum).

OwunboyHO [ocTaBneHHasd KOpPPECNOHOEHUMS HanpaBnseTcs MO Has3HavyeHuto, a npu
HEBO3MOXHOCTM YCTaHOBIIEHNS ajpecaTta BO3BpallaeTcsa OTnpaBUTEN0O C MNOMETKON
"Owmnbo4yHo gocTaBrieHo";

123.3. nocTynuBLUME KOHBEPTLI (MaKeTbl) BCKPbIBAKOTCS, 3@ UCKNIOYEHNEM NPUCIAHHbLIX B
agpec oOLWEeCTBEHHbIX OpraHusauui unuv mMmetowmx noMmeTky "JlnyHo", KoTopble nepeparoTcs
agpecary;

123.4. nocne BCKpbITUSS KOHBEPTOB (MAKeTOB) MPOBEPSAIOTCA KOMMIIEKTHOCTb W
COXPaHHOCTbL BIIOXKEHUMN.

B cnyyae noBpexaeHuss KOPPECMOHOEHUUM W HEBO3MOXHOCTU €€ UCMOSib30BaHuUs
COCTaBnsieTCA aKT, OAWH 3K3eMMAsip KOTOPOro BMECTE C NOBPEXAEHHOW KoppecrnoHAeHUunewn



HanpaBnAeTcs OTNpaBUTENIO, BTOPON ocTaetca B cnyxbe OOY (y nuua, OTBETCTBEHHOrO 3a
aoY).

OTtcyTcTBYOWME B KOHBepTax (naketax) OOKYMEHTbl, OTAEeSbHble JUCTbl, NPUIOXeHUS
3anpalmBaroTca y OTnpaBuTens, a Ha [OKYMEHTe cTaBuTCs OTMeTka "[OKyMEeHTbl (NUCThI,
npunoxeHus) 3atpeboBaHbl" ¢ ykazaHMeM gaTbl 3anpoca;

123.5. nocne BCKpbITUS KOHBEPTHI (MNaKeThl) YHNYTOXAKOTCA, 3a UCKMIOYEHMEM Creay oL mX
Cny4yaes:

AaTta Ha OTTUCKE KaneHgapHoro wrtemnens Heobxoauma Kak CBMAETENbCTBO AaTbl
OTNpPaBKM UMK NONYyYEHUsI LOKYMEHTA;

Ha OOKYMEHTE OTCYTCTBYET pekBuauT "[lata gokymeHTa";

JaTa OOKYMEHTa CyLLeCTBEHHO OTNMYaeTcs OT AaThbl ero nosyvyeHus;

B MONy4YEHHOM JOKYMeHTe HeT obpaTHOro agpeca oTnpaBuTens.

B cnyyasx, ykasaHHbIx B ab3auax BTOPOM - NSTOM YacTu NepBOM HacTOSALEro NoOAnyHKTa,
KOHBEPT NPUCOEOMHAETCS K JOKYMEHTY M NOCMe UCMOMHEHNS OKYMEHTA NoALIMBaeTCs BMECTe
C HMM B gero.

AgpecHble AprblkW KOHBEPTOB M MNAKETOB COXPAHAKTCA B Cry4ae MnocTynneHns
KOPPECNOHOEHLMM HAaNOXEHHbIM NNaTeXoM 4SS NpeacTaBneHnsi C 0TYETOM B ODyxrantepuio;

123.6. Ha Bcex NOCTYMMBLUMX [OOKYMEHTax B MPaBOM HWXKHEM Yrry nepBoro nucra
NpOCTaBNAeTCa OTMETKa O MOCTYMMEHUN (PEerMcTpPaunoOHHbIN LWTaMN BXOOALWMX OAOKYMEHTOB).
Ltamn npocTaBnsieTca Ha KOHBepTE (NakeTe), eCnNmn KOPPECNOHAEHUMSA HE BCKPbIBAETCS.

JoKyMeHTbI, nognexaiime permcTpauumn B CTPYKTYPHbIX nogpasgeneHusx, nepegatrTcs no
Ha3Ha4YeHMIO UCNONHUTENSIM C MPOCTABNEHNEM Ha HUX PErMCTPALMOHHOrO LWTamna, B KOTOPOM
npocTaBnseTcsa gara NocTynneHus.

Ha Hepernctpupyembix [OKYMEHTax, MeyvaTHbIX M34aHUsIX, OOKYMEHTax-MpUnoXeHnsx,
BGnaHKax perMcTpauuoHHbIA WTamn He NPOCTaBNAeTCS;

123.7. Bxogsiwme OOKYMEHTbl OOMKHbI OblTb 3apermcTpMpoBaHbl B O€Hb MOCTYMNNEHUS.
PernctpaumMoHHbIM NHOEKCOM BXOOSLLErO JOKYMEHTA SABMSIETCA NOPSAKOBLIN PErMCTPaLMOHHbIN
HoMep, npucBamBaeMblii B npedenax [Oeronpou3BOACTBEHHONO roga, KoTopbld nocne
WCNONHEHNA AOKYMeHTa AOMOSHAETCA MHOEKCOM [erna No HOMEeHKNnaType Aen opraHusaumu B
COOTBETCTBUU C OTMETKOM 06 UCNONHEHUM AOKYMEHTa U HanpasneHum ero B Aero.

[OKYMEeHTbI, NOCTynNuBLUME B OpraHu3aumio B Hepabouumi OeHb (Hepaboyee Bpems),
PErMCTPUPYIOTCSA HE NO3aHEE YeM B NEPBLIN Creayowmii 3a HAM pabounin OeHb;

123.8. 3apernctpupoBaHHble [OKYMEHTbl nepedatoTca u3 cnyx6el OOY (nuuom,
oTBeTCTBeHHbIM 3a [OY) Ha paccmoTpeHue pykoBoacTBY. [lokyMeHThbl, He Tpebyouine
pelleHnst pyKOBOACTBA, NepeaarTCca UCNOSTHUTENSIM COrfacHO X KoMneTeHuuu.

[loKyMeHTbl paccMmaTpyBaloTCA PyKOBOACTBOM M MepenarnTcs Ha UCNOSIHEHME B AeHb UX
MOCTYNMEHNsT UNM He no3gHee paboyero AHA, cnefyowero 3a gHem noctynneHund. CpoyHble
OOKYMEHTbI NnepefaroTcs pyKOBOAUTENIO NO Mepe NOCTYNNeHns;

123.9. pesynbTaTbl PaCCMOTPEHMS AOKYMEHTOB OTpaXalTCHa B pe30sIoLunN.

Pesontoums nepeHocutca B PKK. JokymeHT ¢ ogHum ak3emnnsipom PKK cnyx6on OOY
(Nnuuom, oteeTcTBeHHbIM 3a [OY) HanpaBnseTcsa WUCMOMHUTENIO, @ NPU HanMUYUN HECKONbKMX
WCMNOMNHUTENEN - OTBETCTBEHHOMY WCMOSMHUTENIO, yKa3aHHOMY B pesontoumn nepsbiM. OauH
aksemnnsp PKK octaetca B cnyxx6e [JOVY (y nuua, otBeTcTBEHHOroO 3a [1OY).

Ecnn pokyMeHT cornacHo pesontiouumn TpebyeT KOHTPOMs MUCNonHeHus, aksemnnsap PKK
nepefaeTca B KOHTPOSbHYK CRyxO0y uMnu nuuy, OTBETCTBEHHOMY 3@ KOHTPOSb MCMOSTHEHUS
AOKYMEHTOB;

123.10. npn HeOBXOAMMOCTM CPOYHOIO MCMOSMIHEHUSA UM O3HAKOMSIEHUSA C AOKYMEHTOM
HECKONbKNX CTPYKTYPHbIX nogpasgeneHun (OOMmKHOCTHbIX nuvy) B cnyxbe AOY (nvuowm,
oTBeTCTBEHHbIM 3a [1JOY) ¢ AOKyMeHTa CHUMaeTca HeobXxoaMMOoe KONMMYECTBO KOMUW, KOTOpbIe
O[HOBPEMEHHO HamnpaBnAlTCA Ha wucnonHeHve. [locTynuMBWIMKA  OOKYMEHT nepegaeTcs
OTBETCTBEHHOMY WCMOMHUTEMI0 C MOMETKOW O nepegade KOnuin COUCNONHUTENsM. [OKyMeHT
nepegaeTcs UCMOMHUTENAM NooYepeaHo, ecrnv pasMHOXEeHWe JOKYMEHTa He paspeLlaeTcs.

ans yCKOpeHus npoLeccoB NCMNOMNHEHUS OOKYMEHTOB, a Takke B
CMpPaBOYHO-MHAOPMALMOHHBIX LensX OOKYMEHTbl Ha OyMakHbIX HOCUTENsX, MOCTynawLwine B
opraHusaumio, MOryT nepeBoauUTbCS B SMEKTPOHHbLIN BUA NyTEM CKaHUPOBaHUS WNU UHbIM
cnocoboM. Hanuuve 3nNeKTPoOHHOW KONMWW [OOKYMEHTa Ha OymaxHOM Hocutene wnm
9NEKTPOHHOro  oToBpaxeHus [OOKYMEHTOB Ha OyMaxHOM HocuTene He OTMeHsieT



HeoOXOOUMOCTN OCYLLECTBMEHUA C MOCTYNMBLUMM AOKYMEHTOM Ha OyMaxHoM Hocutene
0Eenonpon3BoOACTBEHHLIX Onepaunin, yCTaHOBMNEHHbIX HacTosdwen WHCTpyKunen, B TOM 4ucrne
hopMMpPOBaAHUS €ro B A4S0 COrnacHoO HOMEHKNaType Aen opraHm3aumu.

[BmxeHne OOKyMeHTa B npoLecce ero UCNosiHeHUs1 UKCMpPYeTCs BO BCEX 3K3eMnndpax
PKK;

123.11. QOKYMEHTbI, 3aperncTpupoBaHHbie B cnyx6e [JOY (nMuom, OTBETCTBEHHbIM 3a
[OY), He nognexaTt NOBTOPHOW perncTpaLmm B CTPYKTYPHbIX NogpasneneHusix;

123.12. poOKyMeHTbl NepedarTcsl Ha pacCMOTPEHWE PYKOBOOMTEM CTPYKTYPHOro
nogpasgenieHnss Wnu  ero  3amMecTUTEN0 COrMacHO YCTaAHOBMEHHOMY pacnpeneneHuto
obsizaHHOCTEN;

123.13. QOKYMEHT C MOMEHTa NOCTYMNMNeHnd 00 3aBepLUeHUs WUCMOSTHEHUSI HaxoauTcs Y
WCMNONTHUTENS U B IENO HE NOMeLLaeTcs;

123.14. Ha UCNONHEHHOM [OKYMEHTE UCMNOMHUTESNEM WU PYKOBOAUTENEM CTPYKTYPHOro
nogpasgeneHnss - WUCMNOMHUTENSA NPOCTaBnsieTcs oTMeTka 06 MCMOMHEHUW [OOKYMEeHTa W
HanpaBfeHUn ero B AenNo C yKkazaHMeM MHOEKCa Aena, B KOTOpoe AOKYMEHT OyaeT NOMELLEH.

Jinuo, otBetctBeHHoe 3a [OY, nepeHocuT OTMETKY 00 WCMOMHEHUM [LOKYMEHTa W
HanpaBneHnn ero B Aeno B PErncTpaumoHHyo hopmy, Nocne Yero JOKYMEHT nogwmBaeTcy B
neno.

124. Pernctpaumsi n oTnpaBka UCXOOSALWNX AOKYMEHTOB OCYLLECTBNSAIOTCS B CneayloLwem
nopsiake:

124.1. ncxopdwime OOKYMEHTbl, B TOM 4ucne oTnpaBndemble Mo 9MeKTPOHHOW MnouTe,
WH(OPMAaLIMOHHBIM CUCTEMaM BEOOMCTBEHHOIO (KOPMOPaTUBHOIO) WM MEXBELOMCTBEHHOIO
3MEKTPOHHOIO0 OOKYyMEHTO00opoTa, pernctpupytotes B cnyxbe OOY (nnMuom, OTBETCTBEHHbLIM
3a [JOY) nocne ux nognucaHnsa pykoBoaUTENEM OpraHvM3aumm Unn UHbIMKU YNONHOMOYEHHbBIMMN
nMuaMmM B COOTBETCTBMM C WX KOMMeTeHuuen. [JOKYMEHTbl PernctpupyroTcss B [OeHb UX
nognucaHnsi, a [OOKYMEHTbl, MOAMuMCaHHble B Hepaboumin OeHb (Hepabodee Bpewms),
pPErMcTpmpyoTCcsa He No3gHee Yem B NePBLIN Crieayowmi 3a HAM pabounin AeHb;

124.2. ncxogawme AOKYMEHTbI AENATCA HA MHULNATUBHBIE U OTBETHbIE;

124.3. NHOEKC MHMLMATMBHOINO WU OTBETHOMO MUCXOASLLEro AOKYMEHTa BKIOYAeT MHAEKC
Jerna no HOMeHknaType den opraHusaunm, B KOTOPOM OyaeT XpaHUTbCS KONus OTNpaBfisieMoro
JOKyMeHTa (nNpocTaBnsieTcs B CTPYKTYPHOM noAapasferneHuu, NnoaroTOBUBLLUEM OOKYMEHT), U
yepe3 [Opobb - MNOPSOKOBLIA PErMCTPALMOHHBIA  HOMEpP, MpUCBaAMBaEMbI  UCXOAALLMM
OOKyMeHTaM B Mpegenax AenonpousBOACTBEHHOro roga cnyxbon OOY  (nuuom,
OTBETCTBEHHbIM 3a [JOY);

124.4. Ha KaxObll MHUUMATUMBHBIA OOKYMEHT, Tpebyrowmin oTBeTa, 3anosfHsTCs ABa
aksemnnsapa PKK. OguH 3k3emnnsp MOMeLLaeTcs B CNPaBOYHYK KapTOTEKY, BTOPOA - B
KOHTpOnbHyto. [lpy HenocTynneHunm oTBeTa B CPOK KOPPECMNOHAEHTY HanpaenseTcs
HaNOMWHaHMWE;

124.5. Ha uncxogsaWweM OTBETHOM [OKYMEHTE MPOCTaBNSAETCs CCbiNKka Ha MCXOOSALUK
PErMCTPaLMOHHbIN MHOEKC U AaTy NOCTYMMBLUENO MHULMATUBHOIO AOKYMEHTA;

124.6. oTnpaBka OKYMEHTOB ocyuiecTnsieTca cnyxxbomn JOY (nMuom, OTBETCTBEHHBLIM 3a
OO0Y). B cnyx6e [OOY (nuuom, oTtBeTcTBeHHbIM 3a [OY) npoBepsieTcsa npaBuibHOCTb
0QOpPMMNEHNA LOKYMEHTOB: Hanuune HeoOGXOAUMLIX PEKBM3UTOB, MPUITOXEHUNA, COOTBETCTBUE
KONM4ecTBa 9K3eMNSPOB OKYMEHTA KONMMYECTBY agpecaToB, NPaBUibHOCTb aApecoBaHUS.

HenpaBunbHO  OOPMMEHHbIE WM HEKOMMSEeKTHble  OOKYMEHTbl  BO3BpallalTcs
WCMNONMHUTENAM;

124.7. oTnpaBnsemMble AOKYMEHTbI nepegatoTtcs B cnyxoy JOVY (nuuy, OTBETCTBEHHOMY 3a
OOY) B He3akoHBEpPTOBAHHOM BMAEe C OTMETKOM O KaTeropuu oTnpaeneHus (npu
Heob6xoauMocCTK);

124.8. gokymeHTbl, HanpaBrnsieMble Oonee 4YeM B 4eTblpe agpeca, nepeparotcd Ans
OTNpaBKM CO CMMUCKOM Ha pacchbifiky, ohopMisieMbiM B COOTBETCTBMM C TpeboBaHUsAMN YacTen
LecTHaguaTon n cemHagLaTomn nyHkTa 47 HacToswen VIHCTpyKUmu;

124.9. oTnpaBka [JOKyYMEHTa B 93MEeKTPOHHOM Buae ©Oonee uyem B OOWH afgpec
OCyLLeCTBNseTCA NyTeM NPUKPEnneHns ero K coOoBLLEHMIO 3MNEKTPOHHOM MNOYThl, yKasaHusa B
COOTBETCTBYIOLLIEM NOrie BBoAA BCeX OouLManbHbIX afpecoB 3MNEKTPOHHOM MOYTbl COrfacHo
cnMcky Ha paccbiiky. OdmumanbHbiM  aapecoM  SfEKTPOHHOM MOouThbl SABMASETCS  agpec,
yKasaHHbIN Ha GnaHke;



124.10. o6paboTka n oTnpaBKa AOKYMEHTOB OCYLLECTBNATCA B A€Hb UX NOANUCAHNUS UK
He no3gHee paboyero AHs, crneayoLllero 3a AHeM NoanMcaHus.

125. Pernctpauma ©“ UCNOSHEHWE BHYTPEHHUX [JOKYMEHTOB OCYLLUECTBASATCS B
cnepyoLlem nopsake:

125.1. BHYTPEHHME [OOKYMEHTbl, B TOM YMCME€ [JOKYMEHTbl B 3fIEKTPOHHOM BUAE,
pernctpupytotcs Ha PKK vnn B XypHanax perncrpaumm BHYTPEHHWX AOKYMEHTOB Mocrie UX
nognucaxusa (yteepxaeHusi). MNpu He3HaunTenbsHOM obbemMe OOKyMeHTOOOopOoTa BHYTPEHHME
OOKYMEHTbI, B TOM 4uUCre AOKYMEHTbl B 3fIEKTPOHHOM BuAe, AOMyckaeTcs pernctpupoBaTb B
XypHane pernctpaunm Ncxogsalmx JOKYMEHTOB;

125.2. pernctpauus pacnopsaguTenbHbIX JOKYMEHTOB U NPOTOKOMOB OCYLLECTBAAETCH MO
BMAaM OTAENbHO OT APYruX BHYTPEHHUX JOKYMEHTOB.

PacnopsigutenbHble OKYMEHTbl MO OCHOBHOW AEATENbHOCTU, NO JIMYHOMY COCTaBy, MO
a4MVHUCTPATUBHO-XO3SMCTBEHHBIM BONPOCAaM PErMCTPUPYIOTCS OTAENBHO.

PacnopagutenbHble  OOKYMEHTbl MO JIMMHOMY COCTaBy, [Afs KOTOPbIX aKTamu
3aKoHO4aTenNbCTBa YCTAHOBMNEHbI PA3HbIE CPOKN XPaHEHUS, PETUCTPUPYIOTCS OTAENBHO.

PacnopsauTenbHble JOKYMEHTbI onpegenieHHOW pa3sHOBUOHOCTU (O BHECEHUN U3MEHEHUI
B LWTaTHOe pacnucaHve, KOMaHAMPOBaHMM, NpefocTaBfieHnn  OTMYCKOB U MHbIX
pPa3HOBUOHOCTEWN) NpU UX 3HAYUTENbHOM O6beMe AonycKkaeTcs PermcTpMpoBaTh OTAENBHO;

125.3. perucTpaumoHHbIM WHOEKCOM pacrnopsauTenbHOro  AOKYMEHTa, MpoTokona
ABNSAETCA MOPSOKOBbIA  PErNCTPALMOHHBbIA  HOMEpP, MpucBavMBaeMbld €My B npegenax
Aenonpon3BoACcTBEHHOMO roaa.

PerncrpaumMoHHbIM MHOEKCOM pacnopsauMTenbHOro AoOKyMeHTa (Mpukasa, pacnopsiKeHus)
Mo NIMYHOMY COCTaBy SABMSIETCA NOPSAKOBbLIA PErNCTPaLUMOHHbBI HOMEpP, NPUCBanBaeMbIi emMy B
npegenax [genonpou3BoACTBEHHONO roga, [OOMNOSHEHHbIN nuTepon "K' (ONs AOKYMEHTOB
55-neTHero cpoka xpaHeHus) unu "n" (ons 4OKyMeHTOB 3-NeTHEro cpoka XpaHeHus).

PerncrpaumMoHHbIM  MHOEKCOM  pacnopsguTenbHOro  AOKYMEHTa, PerucTpupyeMmoro B
nopsake, onpeaeneHHoOM YacTbio YeTBepTon nognyHkta 125.2 HacToswero nyHkTa, SBnAsieTca
nopsaaKOBbIN perucTpaumoHHbIN Homep, npuceanBaemblit emy B npegenax
OEeNnonpoM3BOACTBEHHOTO  rofa,  AOMNOMHEHHbIN  MOAEHTUAUUMPYIOWMM  Pa3HOBUOHOCTb
AOKYMeHTa BYKBEHHbIM UITM UHBIM YCIOBHBIM 0603Ha4YeHneM;

125.4. coBMeCTHble pacnopsaanTenbHble JOKYMEHTbI, MPOTOKOMNbLI COBMECTHbIX 3acedaHuni
MMEIT COCTaBHble perncTpaumoHHble UHOEKChI, BKNOYaOLWMEe NOpsaKOBblE PerncTpaumoHHbIe
HOMepa, NpucBanBaemMble UM B OpraHn3aumsx, Ux noaroToBMBLLMX;

125.5. perncrpaunoHHbIMM MHAEKCAMM OOKMaAHbIX  3anMcoK, CrpaBoK W Opyrux
WHAOPMALIMOHHO-CMPABOYHbIX [JOKYMEHTOB HABMAIOTCA MX MNOPAAKOBbIE pPerncTpauuoHHble
HOMepa, npucBavBaemble B Mpedenax Aenonpou3BOACTBEHHOrO roda, KoTopble MOryT
OONOSHATLCA MHOEKCaMM el N0 HOMEHKNaType Aen OpraHM3aLmu;

125.6. paccmoTpeHve U UCMNOMHEHWE BHYTPEHHUX [JOKYMEHTOB OCYLLIECTBNSETCAa B
COOTBETCTBMU C YCTaHOBMNEHHbIM HacToswen MHCTpykumen nopsakom obpaboTkm BXOAALLUMX
OOKYMEHTOB.

[okyMeHTbl, TpebyloLlne KOHTPONsS MCMOMHEHUS, NepedarTCa B KOHTPOSIbHYH ChyxOy
ona 3anonHeHna PKK. N3 PKK Ha BHYTpeHHME AOKYMEHTbl (DOPMUPYIOTCHA KOHTPOJSIbHbLIE U
CMpaBOYHbIE KAPTOTEKN.

126. ®yHKUMOHMPOBAHME WH(OPMALMOHHO-MONCKOBOM CUCTEMbI MO  JOKYyMEHTaMm
opraHusauuu (aanee - UMNC) obecneumBaeTcs B cneayowemM nopsiake:

126.1. B opraHusauusax CO3[4alTcs TpaguUMOHHbIE (PyYHblE) M aBTOMaTU3NPOBAHHbIE
WNMC. UMC cTtposatcs Ha ocHose PKK, koTopble o6beanHAoTCA B KapToTekn n 6asbl (6aHku)
perncTpaumoHHbIX AaHHbIX;

126.2. npu TPagUUMOHHOW KapTOYHOW perucTpaumm nedataerca Heobxogumoe
konnyecTtBo PKK, koTopble MOryT 06beQUHATLCA B CNPaBOYHbIE U KOHTPOSbHbIE KApTOTEKN;

126.3. cnpaBOYHblE KapTOTEKM AENATCA Ha OBe 4acTu: HEeUCNosHEHHble (MepBas YacTb
KapTOTEKM) N UCMNONHEHHbIE AOKYMEHTbI (BTopad YacTb kaptoTeku). PKK cuctemaTtusmnpytotcs
no cnegyowum npusHakam:

npegMeTHO-BOMPOCHOMY MM TemMaTuyeckoMmy (B COOTBETCTBUM C coaepkaHuem
OOKYMEHTOB UInu cpepoint AeAaTeNbHOCTU, K KOTOPOM OTHOCATCHA JOKYMEHThI);

no HOMeHKnaType pnen opraHmsaumm (B COOTBETCTBMM C 3arofioBkamu gen no
HOMEHKNaType Aen opraHu3aumn unn nx nHaekcamm);



KOppecnoHAEeHTCKOMY (MO HauMEHOBaHMAM WX YCOBHbIM 0603HaYeHNsIM OpraHu3auumn,
C KOTOpbIMX BeAeTCs nepenncka);

Mo UCMOMHUTENAM (MO CTPYKTYPHbIM NOAPa3aeneHnsam);

andgasuTHOMY (B andaBuWTHOM nopsake damMunuin, HauMeHoBaHMN OOBLEKTOB UMK
npegmMmeToB);

reorpaguyeckomy (No HaMMeHOBaHUAM agMUHUCTPATUBHO-TEPPUTOPUATBHBIX EQNHNLL);

HOMMWHanNbHOMY (MO Ha3BaHUIO BUOOB UMM PA3HOBUOHOCTEN AOKYMEHTOB);

perncTpaLmMoHHOMY (MO NOPSAKY BO3pacTaHUs pPerMcTpaunoHHbIX HOMEPOB JOKYMEHTOB).

Bbibop nouckoBoro npusHaka onpegensieTcs B 3aBUCMMOCTM OT BMAOB AOKYMEHTOB U
Xapaktepa MH(OpPMaLNOHHbIX 3anpocoB.

lMepBas 4YacTb KapTOTEKU CAYXUT ANA MOUCKa CBEAEHWN O OOKYMEHTax B npouecce ux
ncnonHeHus. BTopas 4acTb KapTOTEKM CRYXXMUT A58 NOMCKa UCMOSTHEHHbBIX AOKYMEHTOB.

Mo mepe ncnonHeHnsa gokymeHToB PKK ¢ HeobxoanmbiMu oTMETKaMM NepemeLlarnTcs u3a
nepBoOM YacTn KapTOTEKM B COOTBETCTBYHOLLME pa3aensl U pybpukn sTopon. ObssaTensHO OAnH
aksemnnap PKK Ha wcnonHeHHble [OOKYMEHTbI MOMELLAEeTCss B CMPaBOYHYK KapTOTEKY,
CUCTEMATU3NPOBAHHYIO MO HOMEHKNaType Aen opraHusaumm (B COOTBETCTBUM C 3arorioBKamm
Oern no HoMeHKNaType gen opraHm3aumm Unm nx MHOeKcamn).

127. YyeT ob6bema 4oKyMeHTOO60pOTa OCYLLECTBIISAETCA B CrieaytoLem nopsake:

127.1. nogcyeT KonuyectTsa AOKYMEHTOB NPOM3BOAUTCS MO pPerMcTpauuoHHbIM hopmam B
MecTax Ux permcrpaummn.

3a eguHULy yyeTa nNpPUHUMAaETCS OOWH 3K3eMnndp OokyMeHTa. Kaxabld OOKyMeHT
yunTbiBaeTca oavH pas. [NpunoxeHnss K AOKYMEHTY Y4YMTbIBAOTCA BMECTe C HMM KakK OfMH
AOKYMEHT.

OTaenbHO yunTbiBaAlOTCA BXOAALWME, UCXOOALWMNE N BHYTPEHHME OOKYMEHThI, obpalleHuns
rpaxkgaH v lpuanveckmx nuu;

(4yactb TpeTbs nn. 127.1 B peq. noctaHoBneHus Muniocta ot 24.07.2026 N 40)

YacTb uckntoveHa. - NoctaHosneHne MuHiocta ot 24.07.2026 N 40.

127.2. B oOpraHMsaumMm nNpoOBOAMTCS MNONHbIA M (M) BbIGOPOYHBIN yy4eT obbema
AOKyMeHTOO6opoTa (MO BCeW opraHusaumm, no CTPYKTYPHbIM noapasgeneHvsam, no rpynnam
OOKYMEHTOB, MO UCMOSTHUTENSAM).

YyeT n aHanuiz obbema [OKyMeHTOoOOOopoTa B OpraHuMsauMu OCYLLECTBATCA Mog
pykoBogcTBoM crny6bl [JOY (nuua, otBeTcTBEHHOrO 3a [JOY);

127.3. pesynbtatbl y4yeTa obbema [AoKymeHToobopoTa obobwatotca cnyxbon LOY
(nuom, otBeTcTBeHHbIM 3a [OVY) n npenctaBnslOTCs PYyKOBOACTBY OpraHuMsaumm nns
BblpabOTKM Mep NO COBEPLUEHCTBOBAHMIO paboTbl C AOKYMEHTAMM.

MMABA 10 5
KOHTPOJ1b UCMOJIHEHNA OOKYMEHTOB (MOPYYEHUW)

128. Lenbto koHTponsi siBnsdetTcs obecnevyeHne CBOEBPEMEHHOTO W KayYeCTBEHHOIO
NCMNOMNHEHNSA NMOPYYEeHU, 3adPUKCUPOBAHHBIX B OOKYMEHTax, paCCMOTPEHUS COAEPXaLUMXca B
JOKyMeHTax 3anpocoB, NPeafioXeHU U NPUHATUA MO HAM peLueHUiA, MOAroTOBKU OTBETOB.

KoHTponio noanexart Bce 3apernctpypoBaHHble (BXoAswme, Ucxogsime n BHyTPEeHHME)
OOKYMEHThI, KOTOpblE MO CBOEMY XapakTepy TpelbylT pelleHns (oTBeTa). Ha KOHTpPOnb MoryT
ObITb MOCTaBMEHbl TAKKEe YCTHbIE MOPYYEHUST PYKOBOACTBA.

KOHTpOnb OCyLLEeCTBRAIOT PYyKOBOAMTENb (3aMeCcTUTENb PYKOBOAUTENS) OpraHu3auumu,
cnyx6a [1OY (nuuo, oteeTcTBeHHOe 3a [JOY) 1 OTBETCTBEHHbIE UCMOMHUTENN.

Ha KOHTponupyeMbix JOKYMEHTaXxX NpoCTaBNseTCs OTMeTKa O KOHTpore.

129. CpoKM MCMOSNHEHNS [OOKYMEHTOB (MOpyYeHWI) ONpedensitoTca B criegyowem
nopsgke:

129.1. CpoOKM UCNONHEHNSI OKYMEHTOB (MOPYYEHWUN) UCYUCASIOTCA B KaneH4apHbIX OHSAX C
Aatbl nognucaHuns (yTBepXaeHusl) JOKyMeHTa, a Anis NocTynuBLUMX - CO [HS, crneayroLllero 3a
OHeM perncrpauuu OOKYMEHTa B OpraHu3auuu, ecriv MHOe He YCTaHOBMEHO HOPMAaTMBHLIMU
npaBoOBbLIMM akTaMu, pacnopshkeHnamm lNpembep-muHncTpa Pecnybnmkm benapyce;

129.2. CpoKM WCMOMHEHUS [OOKYMEHTOB (MOpyYeHuin) MOryT ObiTb TUMNOBLIMW UMK
MHOMBUAYaNbHbIMN.

TunoBble CPOKM UCMONTHEHUSA JOKYMEHTOB (MOPYYEHNin) yCTaHaBNMBaTCA HOPMaTUBHbBIMU



NpaBoOBbIMW akTamu, pacrnopsixeHnsamu Npembep-muHncTpa Pecnybnukm Benapyceb.

NHaomBuayanbHble CPOKM UCMOSMHEHUS LOKYMEHTOB (MOPYYEHMN) YyKa3blBalOTCS B TEKCTe
OOKyMeHTa Unn B pe3oniounn pykoBoauTens;,

129.3. OOKYMeHT (nopyyeHue), Ons KOTOPOro TWUMOBOW WIM WHOAMBUAYaANbHbIA CPOK
WCMONMHEHUSI HE YCTaAHOBNEH, OOMKEH BbITb UCMOSMHEH B TedeHne 15 gHen;

129.4. ecnu KpanHAs gata WCMOMHEHUs [OKyMeHTa (MopyyvyeHusl) NpuxoauMTcd Ha
Hepabounn OeHb, OH [OMKEH OblTb MCMOMHEH He Mo34Hee MNepBOro crieaylwero 3a HuUMm
pabo4yero OHs;

129.5. ponyckaeTcsi W3MEHEHME CPOKOB WCMOMHEHUS] OOKYMEHTOB (MOPYyYEHUR).
N3meHeHne Ccpoka NCMOMHEHWS npounsBoanTCA nmuom, YCTaHOBUBLUUM ero.
AprymeHTMpoBaHHas npocbba MCNOMHMTENS O NMEpPeHOCe CpoKa HanpaBnseTCa NMUCbMEHHO (B
hopme AOKMagHOW 3anncKmM) UNmn yCTHO Nuuy, YCTaHOBMBLLUEMY CPOK, HE NO3OHEEe O4HOW TpeTu
CpOKa BbIMOSIHEHUS MOPYYEHUS WNU cpasy Xe Mocne MnornyvYeHns 3agaHusi, ecnu MHOe He
YCT@HOBIIEHO HOPMATUBHBLIMW MPABOBbIMU aKTamu, pacnopshkeHnamu [Mpembep-MuHUCTpa
Pecnybnukn Benapycb. IamMeHeHne AOOKyMeHTMpyeTCsa: MPOCTaBNATCH HOBbLIM CPOK, AaTa
NM3MeHEeHMsa 1 noanuck. MIameHeHnsa BHOCATCSA B pernctpaLmoHHblie hopMbl.

130. WcnonHeHue p[okymeHTa (rnopyyeHusi) MOXeT ObiTb MOPYYEHO HECKOSbKUM
ucnonHutenam. McnonHuTtenbe, ykasaHHbIA NEePBbIM, SBMSETCHA OTBETCTBEHHbIM UCMNONHUTENEM
M OTBeYaeT 3a CBOEBPEMEHHOE W KayeCTBEHHOe WCMOoMHeHWe 3ajaHus B LEenom.
OTBETCTBEHHOMY MCMOMHUTENIO NPELOCTaBNAETCA NPaBO KOOPANHUPOBATL M KOHTPONMPOBATb
OEVCTBMSA UCMOMHUTENEN: co3biBaTb COBeLlaHus, TpeboBaTb HeobGXxoaumble MaTepwuansl,
AaBaTb NOPYYEHMS N OCYLLECTBNATb UHble HeOBXoauMbIE ANA UCNOMNHEHNSA 3a4aHnsa OENCTBUS.

131. OpraHmnsauns KOHTPOMsl UCMOSNTHEHNS OCYLLECTBISAETCH B CriefyoLeM nopsgke:

131.1. cuctema KOHTPOns UCMOMNHEHNS BKITOYaEeT:

y4yeT KOHTPONUPYEMbIX OOKYMEHTOB (MOpy4YeHur) U UX CBOEBpPEMEHHOe AoBedeHue [0
UcnonHuTenen;

KOHTPOMb 32 CPOKaMU UCMOMHEHWS;

NPOBEPKY W perynupoBaHuMe XoAa WCMOMHEHUsA, CHATUE OOKYMEHTOB (MopydeHuin) ¢
KOHTpONS;

y4eT 1 OTYETHOCTb O pesyrbTaTaxX UCMONHEHNS;

OLIEHKY COCTOSIHUS UCNOSTHUTENBbCKOW ANCLMUNIIUHGI,

131.2. y4eT KOHTPONMPYEMbLIX OOKYMEHTOB (MOPYYEHUA) WU  KOHTPOSb WCMOJTHEHUS
CTPOSATCA Ha OCHOBE perncTpaumoHHbIX AaHHbIX, OTpaKeHHbIX B PKK;

131.3. aksemnngapbl PKK, 3anonHsiemble npu perncrpauum SOKYMEHTOB, UCMOMb3YHOTCA
npu opMUpoBaHNN KOHTPONBHON KapTOTEKM.

Ha oauvH KOHTPONMUPYEMbIN AOKYMEHT MOXET ObiTb 3anonHeHo Heckonbko PKK B
COOTBETCTBMM C YUCIIOM UCMNOSTHUTENEN, 3a0aHUN UMW PA3IIMYHBIMU CPOKaMKU UCNoNHeHus. Mpu
HECKOITbKNX NCNOSTHUTENSX, OAMH U3 KOTOPbIX HasHayaeTcs oTBeTcTBeHHbIM, PKK 3anonHseTca
TONbKO ANS nepefayn UCNONHUTENIO, HAa3HAa4YeHHOMY OTBETCTBEHHbIM.

YCTHOe nopydeHne pykoBoauTerns, MOCTaBreHHOEe Ha KOHTPOfb, Takke uKcupyeTcsa B
PKK, 3anonHaemMon B HE06X04MMOM KONUYECTBE 3K3EMMNNSAPOB;

131.4. oguH ak3emnngap PKK ocTaeTcsa B cnyx6e KOHTPOSS U MOMELLLAETCH B KOHTPOSbHYIO
KapTOTeKy, BTOPOU rnepegaeTcs UCNOSTHUTEN0 BMECTE C JOKYMEHTOM;

131.5. PKK rpynnunpytoTcsi B KOHTPOMbHbIX KapToTekax Mo pasgesiaMm, COOTBETCTBYHOLLMM
yncny AHen mecsua, corfacHo yCTaHOBMAEHHbIM CpOKaM MCNOSTHEHUS JOKYMEHTOB (MOpyYeHui),
Nno NCXOAALLMM JOKYMEHTaM - COrflacHO oXunaaeMblM JaTaM MnonyvYeHust OTBETOB.

PKK c nepcrnektuBHbIMW U MNPOCPOYEHHBLIMM CPOKaMW  WUCMOMHEHNS OOKYMEHTOB
(nopy4yeHunin) rpynnupyoTCca B CaMOCTOSTENbHbIE pasaeribl KOHTPOSIbHOW KapTOTEKU.

B KOHTpOMnbHOW KapToTEKe MOryT BblAENATLCA AOMONHUTENbHbIE pasaensl U pybpuku ang
cuctematmsauum PKK no ncnonHutensam v rpynnam OKYMEHTOB;

131.6. kapToTeka eXegHEBHO MPOCMATPUBAETCA KOHTPOMbHOW Ccnyxbon ¢ uenbto
WH(POPMMPOBAHMA PYKOBOAUTENA W UCMOMHUTENEN O nNpubnmxeHun (MCTEeYeHUn) CpOKOB
ncnonHeHust JokymeHToB. [pegynpexaeHne UCnosiHATENEN OCyLLecTBnaeTcsa 3a 2 - 3 AHA [0
NUCTEeYEeHUs yCTaHOBMEHHOIO CPOKa;

131.7. OOKyMeHT (MopydeHMe) CHUMaeTCd C KOHTpOMnd nocrne ero WUCMNONHeHus,
noaTBepXOEHHOro JOKYMEHTanbLHO.

CBMOeTenbLCTBOM  UCMOMHEHMS AOKYMeHTa (MopyyYeHus) SBNAeTCs MNOArOTOBMEHHbIN



UCNONHUTENEM W NOAMUCaHHbIN PYKOBOAUTENEM WU  WHbIM  YNOMHOMOYEHHBIM  FIULIOM
UCXOOALWMA  UNM  BHYTPEHHWA  OOKyMeHT. B cnyyae  oTcyTCcTBMA  OOKYMEHTa,
cBugeTenbCcTByloWwero o6 WCNOMHEHUK, KpaTkue cBefeHus o6 MCnonHeHUn UKCUpyTCs
ucnonHutenem B PKK.

Ha wncnonHeHHOM AokymeHTe odopmnseTca oTmeTka 06 WCNOMHEeHWM AOOKYMeHTa W
HanpaBneHun ero B Aeno;

131.8. PKK ¢ wuH(opmaumen, xapaktepusylowwen UCNOofHeHne, npeacTaBnsdercs
OTBETCTBEHHOMY 3a KOHTPOIb A5 NPOBEPKN UCMOSNTHEHUS U CHATUS JOKYMEHTa (NopyyeHus) ¢
KOHTpOnsi.

Mpy Heka4yeCTBEHHOM WCMOSTHEHUU OOKYMEHT (MOpyYeHME) C KOHTPONSA HE CHMMaeTCcs U
nepexoauT B pa3psag He UCMOMHEHHbIX B CPOK,;

131.9. nHcopmauus o pesynbrarax MCNOSIHEHNS JOKYMEHTOB (MOPYYEHNI) Nepnoanyeckn
obobLaeTcsa n JoBoaUTCS A0 CBEAEHUS PYKOBOACTBA;

131.10. KOHTPOMbHbIE AENCTBUA MOTYT OCYLLECTBAATLCSA € ncnonb3oBaHmem AC [1OY.

rMABA 11
COCTABIJIEHUE HOMEHKINATYPbI OEN

132. YcrtaHaBnuBalOTCA 4eTblpe BMAA HOMEHKNATypbl Aen: TunoBasi, npumepHas,
HOMEHKIaTypa Aen opraHn3auumn, HoMeHKnaTypa gen CTPyKTypHOro nogpasaeneHus.

TunoBasi HOMeHkNaTypa gen ycrtaHaenvMBaeT TUNOBOW COCTaB Aden C €4WHOW CUCTEMOW
NHOEeKcauMm W yHUPUMUMPOBAHHLIMX  3arofloBKamMn AN OAHOPOAHbIX MO Xapakrepy
AEeATenbHOCTM OpraHn3aumm n HocuT obs3aTenbHbIN XapakTep.

MpumepHaa HOMeHKNaTypa Aen ycTaHaBnNMBaeT NPUMEpPHbIE COCTaB U UHAEKCHl Aen Ans
OAHOPOAOHBIX MO XapakTepy [AOeATeNbHOCTU opraHu3auuMim U HOCUT pekoMeHAaTenbHbIN
xapakTep.

HomeHknaTypa gden opraHuMsauuMmM ycTaHaBnvMBaeT COCTaB [Aen W WHAEKCbl aen,
3aBOAMMbIX B OpraHusauun B Oenonpou3BOACTBEHHOM (KaneHgapHOM) rofy, C yKasaHuem
CPOKOB MX XpaHeHUs 1 aBnaeTcst 06a3aTtenbHON AN NpUMEHEHNS.

HomeHknaTypa gen CTpykTypHOro nogpasgeneHns yctaHaBnmBaeT COCTaB Aern U UHOEKCbI
Jern, 3aBoAUMbIX B CTPYKTYpPHOM noApasgeneHun opraHusauum B AenonpousBoACTBEHHOM
(kanengapHoM) rogy, C yKa3aHMeM CPOKOB MX XPaAHEHWSI U CRY>XUT OCHOBOMW ANsl COCTaBneHUs
HOMEHKNaTypbl AeNn opraHM3aunu.

133. TvnoBble M NpuMepHble HOMEHKNaTypbl Aen paspabaTtbiBatotca cnyxbammn LOY
opraHoB ynpasneHus (BblWECTOSALMX OpraHusauun), noaBedOMCTBEHHAd CceTb KOTOpbIX
BKITOYaET psg 0gHOPOAHBIX OpraHn3auumn.

TunoBble 1 nNpuUMepHbie HOMEHKNaTypbl Aern, paspabaTbiBaemMble roCyAapCTBEHHBIMU
opraHamu, MHbIMW OpraHusaumsiMy, nogvvHeHHoiMu [NpaBuTtenscTBy Pecnybnukn Benapychb,
YyTBEPXOATCA UX pyKoBOAMTENAMM nocne cornacoBaHus ¢ LIOK cooTeBeTcTBytOLLEro opraHa
ynpaBneHuns (opraHusaumm) n pecnybrnvkaHCKMM OpraHoM roCcyAapCTBEHHOro ynpasrieHus B
chepe apxuBHOro gena u genonpovsBoaCTBa.

TunoBble W NpuMMepHble HOMEeHKNaTypbl fAen, paspabaTtbiBaeMble OpraHusaumsiMu,
ABNSAOLWUMNCH UCTOYHUKAMWN KOMMIEKTOBAHWUS rOCYAapCTBEHHbIX apXMBOB, YTBEPXAAKTCH UX
pykoBoguTensaMmm nocne cornacoBaHuss ¢ LUOK atmx opranHusauum m COOTBETCTBYHOLLUMU
rocygapcTBeHHbIMU apXMBaMMU.

TvnoBble 1 NpuMepHble HOMEHKNaTypbl AeN, pa3pabaTbiBaemble OpraHv3auusmun, He
yKasaHHbIMM B 4acTsiX BTOPOM W TPEeTbeW HACTOALWEro nyHKTa, YTBEPXOAlTCa WX
pykoBoauTenamu nocne cornacosaHus ¢ LUSK aTux opraHmnsaumi.

B TMNOBbIX M MPMMEpPHbLIX HOMEHKNaTypax OeNl CPOKM XpaHeHus Oen yKa3biBalTca B
CoOoTBETCTBMM € TpeboBaHnsmn nognyHkTa 149.4 nyHkra 149 HacTosiwen NHCTpyKuuu.

134. HomeHknaTypa fgen opraHnsaumm cCoCTaBnsieTCA B K40 opraHnsaumnm HesaBncumo
OT HanMuyns TUNOBOW UNW NPUMEPHON HOMEHKNATYpPbI Aen.

Mpu cocTaBneHun HOMEHKNaTypbl Aen opraHM3aunm Ha OCHOBE TMMOBOW HOMEHKNaTypbl
Aen NHOeKCbl gen, 3arofioBOK KaXK4oro gena u CPoKM XpaHeHus den nepeHocdATcs B Hee 6e3
N3MEHEHUN.

Mpn cocTaBneHWn HOMEHKNATypbl Aen OpraHus3aumMmM Ha OCHOBE  NPUMEPHOM
HOMEHKNaTypbl Aen UHAEKCbl BKNIOYaeMblX B Hee Aen nNpuceavBaloTCa C y4eTOM MPUHATBIX B



opraHvMsauun npaBun UHAEKcauuM Aen B COOTBETCTBUM C TpeboBaHusiMym nognyHkta 149.1
nyHkTa 149 HacTtosdwen MHCTpyKumn.

Mpn wuncnonb3oBaHUM MNPUMEPHON HOMEHKNaTypbl Aen MO OA4HOMY €e 3arorfioBKy B
HOMeHKnaType gen opraHusaumm gonyckaeTcda npegycmaTpuBaTbh HECKOMbKO 3arofioBKOB Aerl,
a 3arofloBkM Aen C OAMHAKOBbIMM CpPOKaMU XPaHEHWUS, BKIOYEHHbIE B NPUMEPHYIO
HOMEHKNaTypy Aen, gonyckaeTcsa obbeanHATb U BKIOYATb B HOMEHKNAaTypy Aen opraHusauum
Kak O4WH 3arofnoBoK.

135. B penonpousBoAcTBe HOMeHKnatypa [fAen opraHusauuu ucnonb3yeTca Ans
rPynnMpOBKM UCMNOMHEHHbIX AOKYMEHTOB B Aeria, cuctemaTtmsaumm, MHAeKcauum 1 yveta gen,
onpeneneHns CPOKOB UX XpaHeHusl. HoMeHknaTypa gen opraHusauun siBNseTcs OCHOBOW Ans
COCTaBneHusa onucen gen nocTossHHOro, BpeMeHHoro (cebiwe 10 neT) XpaHeHUst U Mo JIMYHOMY
COCTaBy, a TaKkKe aKTOB O BblAEMNEHUN K YHUYTOXEHMIO OOKYMEHTOB W Aen, He noanexalumx
XpaHeHuto.

B apxuBe opraHMsaumm HOMeEHKNaTypa Oen opraHusauun UCnonb3yeTcs Ans ydyeTa gen
BpeMeHHoro (o 10 neT) xpaHeHus.

136. HomeHknaTypa gen opraHMsauum CcoCTaBnsieTCAd Ha [ena BCEW opraHuMsauuu,
HOMeHKnaTypa [Aen CTPYKTYpHOro noapasfeneHnss COoCTaBMnseTcss Ha gena  Kaxaoro
CTPYKTYPHOro nogpasneneHusi opraHmsaLmu.

137. HomeHknaTypa J4en opraHusauuMm coctaensieTca cnyxbon OOY  (nuuom,
oTBeTCTBEHHbIM 3a [JOY) no cdopme cornacHo MpuioXeHuto 3 Ha OCHOBE HOMEHKNaTyp Aen
CTPYKTYPHbIX NnogpasgeneHuin.

HomeHknatypa pgen  opraHMsauuMmM  COCTaBRsieTCA  €XerogHo,  MNOoAnuCbiBaeTCs
pykoBogutenem cnyxobl OOY (nuuom, oTtBeTcTBeHHbIM 3a [OVY), cornacoBbiBaetcs C
pykoBOOUTENEM apxuBa oOpraHusauum (fiMLoM, OTBETCTBEHHbIM 3a apxuB), LUOK wunu
akcnepTHon komuccmen (panee - 3K) opraHusauuu U yTBEpPXKOAETCA pPyKOBOAUTENEM
opraHusaumm oo 1 aHBap4d roga, Ha KOTopbIi coCTaBreHa.

138. HomeHknatypa gen opraHusauum noanexnt COCTaBMEHUIO Ha TEKyLUMA rog npwu
CO3JaHnN HOBOW OpraHu3auuun, a Takke NepecocTaBfeHUI0 NpPU 3HAYUTENbHbIX U3MEHEHUSIX B
CTPYKTYpe U (Mnn) dyHKUMSX (HanpaBneHusaX AeAaTenbHOCTN) OpraHmM3aLmm.

139. HomeHknatypbl Aen opraHuMsauun, SBAAOWUXCS WMCTOMHMKAMW KOMMEKTOBaHUS
pecnybnmMKaHCKUX rOCYAapCTBEHHbIX apXMBOB, COrMACOBLIBAOTCA C COOTBETCTBYHOLLMMMU
rocyAapCTBEHHbIMW apXMBaMW.

HomeHknatypbl Aen opraHu3auun, SBAAWMXCA  UCTOMHMKAMKW  KOMMIIEKTOBaHWUS
00nacTHbIX N 30HasbHbBIX FOCY4apCTBEHHbLIX apXMBOB, COrfacoBbIBAOTCA C COOTBETCTBYHOLLMMN
rocyJapCTBEHHbIMU apXuBamu, a Mno peLlleHuo CTPYKTYPHbIX nogpasfgeneHnuin no apxmeam u
aenonpoun3soacTtBy obnactHbiXx (MWHCKOrO ropoAcKoro) WCMNOSHUTENbHbIX KOMUTETOB - C
COOTBETCTBYIOLUMMUN CTPYKTYPHBIMW MNoApasgeneHmsMm Mo apxmBam W Oenonpou3BoacTBy
o6nacTtHbIX (MUHCKOro ropoackoro) UCNONTHNUTENbHBIX KOMUTETOB.

HomeHknatypbl [en opraHu3auuin, He SBASIOWMXCA WCTOYHMKAMU  KOMMIIEKTOBAHWUS
rocy4apCTBEHHbIX apXuBOB, corfnacoBbiBaoTca ¢ LIOK BblwecToAwmx opraHusaumm (npu umx
Hanuuun).

HomeHknaTypbl Aen opraHusauui, ykasaHHble B 4acTsiX NepBOM - TpeTben HacTosLero
MyHKTa, COrfacoBbIBalOTCA OOAWH pa3 B NATb JIeT, a Takke Nocre 3HavyuMTernbHbIX U3MEHEHWUI B
CTPYKTYpe U (Mnn) PyHKUMAX (HanpaBneHusiXx OesiTeNbHOCTWU) OpraHv3auun He3aBUCUMMO OT
CpoOKa npeablayLero cornacoBaHus.

140. HomeHknaTypbl aen opraHusaumn, nognexatuue COorfiacoBaHuio c
rocyJapCTBEHHbIMW apXxvBaMy B COOTBETCTBUWM C TpeboBaHMAMM 4YacTen MepBOM M BTOPOM
nyHkTa 139 HacTodwen NHCTpyKUMKM, COCTaBnSOTCA B Tpex ak3emnndapax. [NepBbii aksemnnap
HOMEHKNaTypbl Aen opraHnsaumm xpaHutca B cnyx6e JOVY (y nuua, otBeTcTBEeHHOro 3a OY),
BTOPOWN nepefaeTca B apxXuB OpraHu3auun, TpeTun - B roCygapCTBEHHbI apXuB, NCTOYHUKOM
KOMMNIIEKTOBAHNSI KOTOPOro SABNAETCA opraHmn3auns.

HomeHknaTypbl Aen opraHuv3auui, noanexailiMe cornacoBaHuMilo €O  CTPYKTYPHbIMU
nogpasgeneHusamMn no apxumeBam W AenonpousBoacTtBy obnacTHbix (MUHCKOrO rOpOACKOro)
UCMOMHUTENbHBLIX KOMUTETOB B COOTBETCTBUM C TpeboBaHMAMM 4YacTu BTOpoM nyHkta 139
HacTosawen WHCTpyKuMM, COCTaBndalTCA B Tpex ak3emnnsapax. [lepBbin  ak3emnnsap
HOMEHKIaTypbl Aen opraHu3auum xpaHutcsa B cnyx6e OOY (y nuua, otBeTcTBEHHOro 3a JOY),
BTOPOW nepedaeTcs B apxvB OpraHusauuun, TpeTurm - B CTPYKTYpHOe noapasgerieHne no



apxmBam Wu pgenonpousBoactBy obnactHoro (MWHCKOro ropOACKOro) MCMOSTHUTENBHOMO
KoMuUTETa ANsi COrnacoBaHus, a Nocne CorfiacoBaHus - B rOCy4apCTBEHHbIN apXUB, UCTOYHUKOM
KOMMMEKTOBaHUSA KOTOPOro SBNAETCH opraHu3aums.

HomeHknaTypbl gen opraHusauun, nognexawime cornacosaHumio ¢ LISK BbiwecToAwmx
opraHusauuim B COOTBETCTBUM C TpeboBaHMAMM 4YacTu TpeTbel nyHkTa 139 HacTosiwen
MHCTpyKumuKn, cocTaBnsalTCca B Tpex ak3emnnsapax. [MepBbli 3K3eMnnsap HOMEeHKNaTtypbl Aen
opraHusaumm xpaHutcs B cnyxte JOY (y nuua, otBeTcTBEeHHOro 3a [1OY), BTopon nepegaetcs
B apXuB opraHmnsaumnm, TPeTU - B BbILLECTOSILLYIO OpraHu3aLumio.

HomeHknaTypbl Aen opraHvsauun, He nognexaiime corrnacoBaHuio C rocyaapCTBEHHbIMU
apxmBamn, CTPYKTYPHbIMM MNodpasgeneHMsMn no apxusam M AenonpounsBOACTBY 06MaCTHbIX
(MyHCKOrO  ropOACKOro) UCMNOMHUTENbHbIX koMuTeToB, LIOK BbilecTosWwmnx opraHu3aumin,
COCTaBnATCA B OBYX 3dk3emnndpax. [1epBbli 9K3eMnnisip HOMEHKNaTypbl AeNn opraHu3auum
xpaHutca B cnyx6e OOY (y nuua, oTBeTcTBeHHoro 3a [QOY), BTopor nepedaetcs B apxuB
opraHmsaumm.

141. MNocne yTBEpXAEHMUS HOMEHKNATypbl AeN OpraHu3aumm u3 Hee AenarTCs BbINUCKK
no pasgenam. 3aBepeHHble B YCTAHOBMEHHOM MOPSAKE BbIMMCKM M3 HOMEHKNaTypbl Aen
OopraHusaumm nepenarTcsl B CTPYKTYPHble MOApasgeneHus opraHvsaumm Ang Mcnonb30BaHUs
npu opmMMUpoBaHUN U yYeTe fen, 3aBOAMMbIX B 3TUX CTPYKTYPHbIX NoApasaeneHusx.

[onyckaeTcs BMeCTO BbIMMCOK M3 HOMEHKNaTypbl AeNn OopraHu3auuMmM KCnonb30BaTb
3MEKTPOHHOE OTOBpaXkeHMe HOMEHKNAaTypbl Aen opraHn3aunmn, JOCTYN K KOTOPOMY MMEKT BCe
paboTHMKN OpraHm3aunmn.

142. HomeHknatypbl Oen CTPYKTYPHbIX MoApas3gefnieHMin cocTaBnsTcsa no dopme
COrfacHo NPUoXeHuto 4.

HomeHknaTypa Aen CTPYKTYpPHOro nogpasfernieHnst CorfacoBbLIBAETCA PYKOBOOMTENEM
apxmBa opraHusauuu (nNMuom, oTBETCTBEHHbIM 3a apxmB), K aToro nogpasgeneHus (npu ee
Hanuyun) 1 NogNMcbIBaeTCa pykoBoguTenem CTPYKTypPHOro nogpasgeneHus.

143. MNpu HanuMuun B opraHu3aumm oOLEeCTBEHHOW OpraHu3auun ee HOMeHknaTypa gen
cocTaBnsieTcss no dopme cornacHo npunoxeHuto 4. [ena o6LLIeCTBEHHOW oOpraHn3auum
BKITHO4AIOTCH B KOHEL, HOMEHKMNaTypbl AeN OpraHn3aLmm CaMoCTOATENbHbIM pas3genom.

144. Tlpn cocTaBneHuM HOMEHKNATypbl Aen opraHu3aumMm UCNOoNb3yKTCA YCTaB
opraHusaumm (MonoxeHne O Hew), NOMOXEHUA O CTPYKTYPHbIX noapasfeneHusx, CTpyKTypa u
WTATHAs YMCMEHHOCTb, LITATHOE pacnucaHue, nnaHbl U OT4YeTbl O paboTe opraHu3auum u
CTPYKTYPHbIX  noApasfeneHnn, WHCTPYKUMs Nno  AenonpousBOACTBY B OpraHvsauuu,
OOIDKHOCTHbIe (paboune) MHCTpyKUuun paboTHMKaM, TUMNOBbIE U MPUMEpPHbIE HOMEHKNaTypbl
Jern, HOMeHKNnaTypbl Aen opraHnsauum 3a npegbigyline rogbl, HOpMaTUBHbIE NPaBOBbLIE aKThl,
nokanbHble NpaBOBble  akTbl, YCTaHaBNMBaWLIME NepedeHb TUMOBbIX  JOKYMEHTOB,
obpasyowmxecs B npouecce OeATeNbHOCTU rOCYy4apCTBEHHbIX OPraHoB, MHbIX OpraHu3aunm m
WHOMBUAYaANbHbIX MpeanpuHMMaTenen, C ykasaHWeM CPOKOB XpaHeHust U (Mnn) nepevHu
OOKYMEHTOB, 0Opasylowmuxcs B npouecce AesTEeNbHOCTU roCyAapCTBEHHbIX OPraHoB, WHbIX
rocy4apCTBEHHbIX OpraHM3auun 1 NOOYNHEHHbIX UM (BXOOSALWMX B COCTaB, CUCTEMY) OPraHoB U
(vnn) opraHu3auumn, C YKa3aHMEM CPOKOB XPaHEHUs, a TaKkke MnepeyvyHn [LOKYMEHTOB,
obpasyLmxca B npouecce AesTeNbHOCTM HEroCcyaAapCTBEHHbIX OpraHu3auni 1 NogYNHEHHbIX
UM (BXOOSALWMX B COCTaB, CUCTEMY) OpraHuM3auun, C yKasaHMeM CPOKOB XpaHeHus (panee -
nepeyvHn), Y4YeTHO-perncTpaumoHHble opMbl, CpaBoOYHbIE KapToTeku. M3yyatoTca cocTas,
KONMMYECTBO M COAEPXaHWEe AOKYMEHTOB W Aen, obpasyrlmxca B npouecce OeATenbHOCTH
opraHusauuu.

145. B HoMeHknaTypy Qfen opraHvsaumm BKOYAKOTCHA 3arofioBKM Aen MOCTOSIHHOrO,
BpeMeHHoro (cebilwe 10 net) u BpemeHHoro (oo 10 neT) xpaHeHusA, B TOM u4ucne
YYETHO-PErMCTPALMOHHBIX POPM (3)KYpPHAIOB, KHUI) U CNPaBOYHbIX KApTOTEK, MH(POPMALIMOHHbBIX
pecypcos.

B HOMeHknaTypy Aen opraHusauuu Takke BKNH4YalOTCA 3arofioBKM AeNn ¢ JOKYMEHTaMu,
obGpasyrLwmmncs B npouecce AeATenbHOCTU KonnernanbHbIX OpraHoB, KOMUTETOB U KOMUCCUIA.

B HomeHknaTypy gen opraHusauuu He BKMo4alTcsa HaumoHanbHbIN peecTp npaBOBbIX
aktoB Pecnybnukn Benapycb u apyrme cOOpHUMKM HOPMAaTMBHbLIX NPAaBOBbIX aKTOB, NevaTHble
n3gaHus, BcnoMoratenbHble JOKYMEHThI.

146. CTPYKTYpPHbIMWU 3ieMeHTaMuU HOMEHKNAaTypbl Aen opraHv3auun SBRATCA pasgenbl
(nogpasgenti).



147. HomeHknaTypa Aen opraHusaumm COCTaBNsAeTcs MO CTPYKTYpPHOMY npuHuuMny (B
COOTBETCTBMN C YTBEPXKOEHHONW W OTPaXEHHOW B LUTATHOM pacnucaHun CTPYKTYpoWn
opraHusaumnm), (yHKLMOHaNbLHOMY NpUHLMNY (B COOTBETCTBUM C yNpaBfeH4YeCcKuMmn yHKUUAMN
(HanpaBneHMaMN OeaTenbHOCTU) opraHn3aunmn) UNu CTPYKTYPHO-OYHKLUMOHANBHOMY NPUHLMNY
(B COOTBETCTBUM CO LUTATHBbIM pacnucaHneM, ynpasrieHYeCKUMU PYHKUUAMN (HanpaBrieHnamm
0eaTenbHOCTN) opraHmMsaunn).

B OeccTpyKTypHbIX OpraHusdauusix, a Takke B OpraHuMsaumsx C 4acTo MeHsoLencs
CTPYKTYpPOW HOMEHKNaTypa e opraHusaumm coctaBnsaeTcs No PyHKUNOHaNLHOMY MPUHLAMY.

HasBaHuamu pasgenos (NnoapasgenoB) HOMEHKNATYpbl Aen OpraHnsaumm, CoCTaBrieHHOM
MO CTPYKTYPHOMY MNPUHUUNY, SABMASIOTCA HAUMEHOBAHUS CTPYKTYPHbIX nodpasgeneHuin
opraHusaumu.

HasBaHuamu pasgenos (NnogpasgenoB) HOMEHKNATYpbl Aen OpraHnsaumm, COCTaBreHHOM
No  (PyHKUMOHANbHOMY MNPUHUMMNY, SBASIOTCA YynpaBneHyeckne yHKUMM (HanpasneHns
AeATENbHOCTN) OpraHn3aLmm.

HasBaHuamu pasgenos (NnogpasgenoB) HOMEHKNATYpbl Aen OpraHnsaumm, COCTaBrieHHOM
MO  CTPYKTYPHO-PYHKUMOHANBHOMY  MPUHUMUMY, SBASAIOTCA  HAWMEHOBAHWUS  CTPYKTYPHbIX
nogpasgeneHnii opraHusauum n ynpaereH4yeckme QyHKUMK (HanpasneHus OedATenbHOCTH)
opraHusaumu.

HanmeHoBaHMA OpraHoB ynpaBneHWs M KOHTPOSbHbIX OPraHOB OpraHu3auun B nopsigke
3HaYUMMOCTM YKa3bIBalOTCA B Hayarie HOMEHKNaTypbl JAen OopraHu3auuMm B KadecTse
caMoCTOATENbHbIX pa3fenos (nogpasgernos).

Mpun oTCyTCTBUM B OpraHn3auMm OpraHoB YNpaBeHNst N KOHTPOMbHbIX OPraHoOB B NEPBbI
pasgen HOMeHKNnaTypbl Aen opraHn3aunn BKNovarTes gena cnyxosl JOY.

148. HomeHknaTypa gen opraHusauumn odopmnsieTcs Ha obwem GnaHke opraHuMsaumm
UnNn Ynctom nucte Bymarn ctaHgapTHoro coopmata A4.

149. N'padhbl HOMEHKNATYPbLI 4eN opraHM3auunmn 3anonHAKTCA B criegyouwemM nopsagke:

149.1. B rpade 1 HOMeHKNaTypbl Aen OpraHuM3auuMuM YKasblBalOTCA WHAEKCHbl gen,
ob6o3Havaemble apabckumn  uudppamn. WMHgekc pena  coctouT M3 HOMepa pasgena
(nogpasgena) HoOMeHKNaTypbl Aen opraHuM3auMm U NopsgKoBOro HoMepa Aena B npepenax
AaHHoro pasgena (nogpasgena).

Homep pasgena (nogpasgena) v NopsiAKOBbIA HOMepP Aena B npejenax JaHHoro pasgena
(nogpasgena) pasgensertcs gecdmcom.

KoHcynbTanTlntoc: npumevaHue.

MeToauyeckne pekoMeHgauuMm MO BeAEHUIO [OeNnonpou3BOACTBA MO JOKyMEHTam,
coaepxawmm cnyxebHy MH(pOpMaUno OrpaHUYEHHOro pacnpoCTpaHeHnss yTBepXaeHbl
npukasoMm gupektopa [enaptameHTa no apxmeam M gernonpoudsoactsy MuHuctepctsa
tocTuumn Pecnybnukmn Benapyce ot 01.04.2019 N 10.

MHoekcbl Oen, B KOTOpble MNOMELWEHbl AOKYMEHTbI, COAepXalme CryXebHyio
WHAOPMALMIO  OFPAHUYEHHOrO  pacnpocTpaHeHust WnNu  MHGOPMAaUUIo, COCTaBMSHOLWYHO
KOMMEpPYECKYI0 TalHy, OOMOMNHATCA Yepe3 Aeduc COOTBETCTBEHHO CTPOYHLIMU NUTepamu
"ncn" unn "kT".

CocTaBHble 4YacTu MHAEKCA Oena, cocToswme n3 ogHon apabckon umdpbl, gonyckaeTcs
JononHaTb undppon "0".

Oena, B kKOTOpble TPyNNUPYHOTCHA OOKYMEHTbl MO BOMpOCaM, paspellaemMbiM B TeyeHue
OBYyX M bornee net (nepexogswme Aena), BKMAOYAKTCS B HOMEHKNATYpy AEN OpraHusauuu
crnenyLlero roga nog TeM e MHAEKCOM.

B «koHue kaxgoro pasgena (mogpasgena)  HoOMeHKnaTtypbl  gen  opraHuMsaumm
npegycMaTpuBalOTCsl pPe3epBHble MHOEKChbI ANS He3anfaHMpOBaHHbLIX Aef, 3aBOAUMLIX B
TeyeHue roga;

149.2. B rpache 2 HOMeHKNaTypbl AeNn OpraHM3auuu yKasbiBalOTCS Ha3BaHMS pas3genos
(nogpasgenos) v 3aronoBku gen.

3aronoBok gena OO/MKEH COOTBETCTBOBATb COOEPXaHMIO U COCTaBY BKITHOMAEMbLIX B HErO
OOKYMEHTOB, ObITb KpaTKUM, KOHKPETHBIM 1 JOCTYMHbBIM 41151 BOCNPUATUS.

B coctaB 3aronoBka gena BKMOYalOTCA ykasaHue BuAa 3aBOAMMOrO Aena (OOKYMEHThI,
nepenucka, Aeno) unu suga (pPasHOBMOHOCTU) AOKYMEHTOB W Ha3BaHWE TeMbl (CoaepkaHue)



aena.

B 3aronoBku onpeaeneHHbIX KaTeropuii Aen AOMNOMAHUTENBHO BKIHOYAOTCS:

yKaszaHne aBTOpa [OOKYMEHTOB (MOSIHOE, COKpalleHHOEe WNu BMAOBOE HaMMeHOBaHWE
opraHusauumu, CTPYKTYpHOro nogpasgeneHus unm HaMmeHoBaHue OOSMKHOCTU crnyxallero nuua,
n3garoLWero JOKYMEHTHI);

yKasaHue agpecarta unm KoOppecnoHgeHTa JOKYMEHTOB (HaMMEHOBaHME opraHmnsaunm uim
nvua, ¢ KOTOpbIM BegeTCs nepenucka);

reorpauyeckoe HasBaHWe HaceneHHOro MyHKTa WNU TeppUTOpPUU, C KOTOPOW CBS3aAHO
coepxaHue OJOKYMEHTOB Aena;

naTtbl (nepuog), K KOTOpbIM OTHOCUTCS COAEepXXaHne JOKYMEHTOB Aena;

yKasaHue Ha KOMUMHOCTb JOKYMEHTOB, BKMNIOYEHHbIX B Aeno. B KoHUe 3aronoBka cTaBuTCA
TOYKa, Nocre KoTopon ykasbiBaeTcs cnoeo "Konna" nnu "Konun".

TepmuH "[OKyMeHTbI" NCnonb3yeTca B 3arofioBke gena:

npy rpynnupoBKE B [OE€n0 PasfMyHbiX BUMAOB [OKYMEHTOB MO OAHOMY BOMPOCY, He
CBSI3@HHbIX MOCeAoBaTENbHOCTLIO Aernonpon3esoacTtea. B koHue 3aronoBka B cKobkax
yKasblBaloTCS 4Ba-TPU OCHOBHbIX BuAa (pa3HOBUAHOCTEN) AOKYMEHTOB, BKIMOYEHHbIX B 4ENO;

npy obbeanHeHUn B OAHOM fefie OOKYMEHTOB-MPUMIOXKEHUN K OOKYMEHTY Wnu rpynne
OOKYMEHTOB.

TepmuH "[eno" ncnonb3yeTcst B 3arofioBke Aeria npy oobeguHeHUU B Aene pasnnyHbIX
BMOOB (pa3HOBMAHOCTEN) 4OKYMEHTOB NO OAHOMY BOMPOCY, CBA3aHHbLIX NOCeA0BaTENbHOCTLIO
€ero pelweHns, a Takke B Ha3BaHUAX JIMYHbIX, CyAeOHbIX, apOuUTpaXHbIX, MEHCUOHHbIX,
aTTecTauMoHHbIX Aen.

B 3aronoBkax gen C nepennckon ykasbiBalOTCS KOPPECMOHOEHT WM KOPPECMNOHAEHTHI,
€eCcnu nepenncka BeAeTCs C O4HMM, OBYMSI UMW TPeMs KOpPPEeCnOHAEHTaMu, U coaepxaHue
BOMpoOCa, No KOTOPOMY BeJeTcs nepenucka.

Ecnn nepenucka Begetca ¢ Gonee yeM Tpems OOHOPOAHbLIMWM KOPPECMOHAEHTaMM, OHWU
MOryT 6bITb Ha3BaHbl B 3arofioBke gerna 0606LeHHO.

Ecnn nepenncka Begetcs ¢ Gonee 4yeM Tpemsi pasHOPOAHLIMU KOPPECMNOHAEHTaMU, UX
HaMMEHOBaHUS B 3arosfioBke Aera He yKasblBatoTCS.

B 3aronoskax gen, cogepXalumx nnaHoOBYH UIM OTYETHYI0 JOKYMEHTaLUMIO, YKa3bliBaloTCs
yncro, MecsL, KBapTtan, rof, Ha (3a) KOTopblin COCTaBneHbl JOKYMEHTHI.

Ecnn peno coctont n3 ogHOro OOKyMeEHTa, TO B 3arofloBKe Oena yKasblBalTca BUg
(pa3HOBMAHOCTL) OOKYMEHTA, €ro cogepXxaHve, aBTop 1 gata.

B HomeHknaType gen opraHusauuu OAHOPOAHbIM Aenam, BKIYEHHbIM B pasfnyHble
pasgenbl (nogpasaensl), NpUcBanBaloTCs 04MHaKOBbIE 3arofoBKU.

He gonyckaeTtcs ncnonb3oBaTb B KAYECTBE 3arofioBKOB DOPMYITMPOBKN, HE OTpakatroLine
COCTaB W copepXaHne [OOKYMEHTOB, BKMOYEHHbIX B Aeno, B Tom uucne "MaTtepuans!”,
"[JokymeHTanbHble Matepuansl”, "PasHble OokyMeHTbl", "®uHaHcoBble AokyMeHTbl", "Obwasn
nepenncka", n onpeaeneHusi, B KOTOpPbIX BUA AOKYMEHTA 3aMEHEH AEWCTBMEM, B TOM 4uUcne
"Wiccnepoeanue...", "PaccmoTtpeHue...", "ObecneyeHue...", a Takke BBOLHLIE CITIOBA U CINOXHbIE
CUHTaKcn4eckmne 06opoThbl.

3aronoBku gen gonyckaeTcs yTOYHATb B nNpouecce hopmupoBaHus gen.

3aronoBkM gen B pasgenax (nogpasgenax) HOMEHKNaTypbl [Oen  opraHu3auuu
cUCTEMaTM3MpyoTCa MO rpynnam B 3aBMCUMOCTU OT 3HAYMMOCTW M B3aMMOCBA3N [en B
cnefyoLlem nopsaake:

HOPMaTMBHbIE NPaBOBbLIE AKThI;

ycTaBbl OpraHu3aumm;

OOKYMEHTbl O  CO03[aHuM, roCcyapCTBEHHOW  perncrpauuu,  nepeumMeHoBaHuu,
peopraHusaumm, nkengaunn (NpekpawleHmm 4eaTenbHOCT) OpraHn3auni;

pacnopsguTenbHble U METOANYECKME AOKYMEHTbI BbILLECTOSALLNX OpraHmM3aLmii;

rocygapcTBEHHblE NPOrpaMmbl U JOKYMEHTbI MO UX BbIMOMHEHUIO;

pacrnopsauTenbHble JOKYMEHTbI OpraHmM3aLmu;

OpraHu3auMoHHble JOKYMEHTbI OpraHM3aLmm;

NPOTOKOSbI;

nnaHbl;

OTYEThI;

[0roBopbI;



CMpaBOYHO-MH(POPMALIMOHHbIE AOKYMEHTbI;

nepenucka;

y4eTHO-perncTpaumoHHble (opMbl;

onucu Aen CTPYKTYPHbIX NOApPa3neneHuni;

HOMEHKNaTypa Aen opraHn3aLummn 1 BbINMUCKA U3 Hee.

Mopsagok cucTematm3auun 3arofloBKOB e, He YKasaHHbIX B 4acTu nsaTHaguaTown
HacTosLWEero noAnyHKTa, onpeaensieTcsa NUUOM, COCTaBRSOWWMM  HOMEHKNnatypy Aen
opraHusaumu.

CucrtemaTtmsaums 3arofiloBKOB Aen BHYTPY KaX4O0MW rpynnbl onpeaensieTcs B COOTBETCTBUN
CO 3HAYMMOCTbLIO JOKYMEHTOB M CPOKaAMUN NX XPaAHEHWS.

Cucrtematmsaumsa  3arofloBKOB ~ OOHOPOAHbIX — Aen, coAepXaliMx  HaumMeHOBaHus
KOppPEeCnoHOEHTOB UNun reorpaduyeckme Ha3BaHns, OCyLLIECTBSAETCSA N0 andasunTy;

149.3. rpadha 3 HOMEHKNaTypbl [en opraHusauuuM 3anofiHAeTCd MO  OKOHYaHuu
0enonpon3BoacTBEHHOro roga. B Hen ykasblBaeTCcs KONMMYECTBO TOMOB, 4acTen fen,
3aBeiEeHHbIX B OpraHn3aumm B Te4eHne roga nog COOTBETCTBYHOLUM 3arofioBKOM;

149.4. B rpache 4 HOMEHKNATypbl Aen opraHn3aumu YKasblBalOTCS CPOKM XpaHeHusa aen,
HOMepa MyHKTOB MO MepeyvHo, MHOMY HOpPMaTUMBHOMY NpaBOBOMY akTy. B cnydae ykasaHus
CpoKa XpaHeHuss gena Mo WHOMY HOPMaTMBHOMY MNPaBOBOMY akTy [OMNOSNHUTENbHO
yKa3bIBalOTCA BMA U Ha3BaHWe COOTBETCTBYHOLLErO YTBEPXKOEHHOr0 HOPMAaTMBHOIO NpPaBOBOro
akTa, a Takke BuA, AaTa U PEerncTpalMoHHbIN HOMEp YTBEpXAalowero ero HopMaTUBHOMO
NpaBOBOro akTa WNU BUA COOTBETCTBYIOLLErO HOPMAaTMBHOIO MPAaBOBOrO akrta, ero gata u
perucTpaLmoHHbIA HOMEP.

Cpokn XpaHeHusi [OOKYMEHTOB, He OTPaXKeHHbIX B MEepPeyYHsIX, MHbIX HOPMaTUBHbIX
npaBoBbIX aktax, onpegensawTtca LOK (BK) opranHusauum no cornacoBaHuio C
rocyfapCTBEHHbIMM  apXMBaMW,  CTPYKTYPHbIMM  nogpasgeneHnsiMm  no  apxuBam W
aernonpoun3eoacTtBy obnacTtHbix (MMHCKOro ropogckoro) MCNoSTHUTENbHBbIX KOMUTETOB unn LIOK
BbILLECTOSALUNX OpraHn3aumi B nopsiake, yCTaHOBEHHOM NyHKTOM 139 HacTosiwen NHCTpyKuun
ANSA cornacoBaHUsA HOMEHKNaTyp Aen opraHu3auuni.

B npouecce geatenbHOCTU opraHmM3auumn MoryT o6pa3oBbiBaTbCA JOKYMEHTbl BPEMEHHOro
XPaHEeHUs, CPOK XpaHEHUS KOTOPbIX MOCe MpOBEAEHUs 3KCMepTU3bl LIEHHOCTU MOXET
npoaneBaTbca. K CpoKy XxpaHeHus Takux JOKyMeHTOB 1 gen gobaensetca otmeTka "OlMK";

149.5. B rpade 5 HOMeHKnaTypbl Aen opraHuMsauun npoCcTaBnAlTCAd OTMETKM O
nepexoasawux genax, O HesaBedeHWW Aen, O nepegadye gen B APYryl0 opraHusaumioo unm
CTPYKTYpPHOE NoApasaerneHne Ans NnpoAoiKeHUs, O BbliAeNeHUn Aen K YyHUYTOXeHuto, 06 yTpaTe
Aen, o nuuax, OTBETCTBEHHbIX 3a (HOPMUPOBAHNE Aen, O Nepefade B apxvB OopraHusaumm gen
BpeMeHHoro (oo 10 neT) xpaHeHus, O AaTax W PerucTpauMoHHbIX MHAEKCaX MNPOTOKOMOB
3acegaHun LIOK (3K) opraHmsaumm, B COOTBETCTBMM C KOTOPbIMW YCTaAHOBMEHbI CPOKU
XpaHeHus OOKYMeHTOB, 06 3nekTpoHHbix Aenax (3[), mHdopmMauumoHHbIXx pecypcax (UP),
rmbpugHbix genax (') n nHele Heobxoaumble OTMETKN.

150. B «koHUe HOMeHKnaTypbl [fen opraHmsauum nepeg peksusmtom "llognuce”
yKasblBalOTCA BWUAbI, AaTbl, PerMcTpauuoHHble HOMepa W Ha3BaHMSI HOPMATUBHbLIX NPaBOBbLIX
aKTOB, 5OKanbHbIX MPaBOBbIX aKTOB, YCTAHABMMBAWOLWMX MNEPEYHN, WHbIX HOPMATUBHbBIX
NpaBOBbIX aKTOB, UCNOMb30BAHHbLIX NPW ONpeaeneHNn CPOKOB XPaHEeHUs Aern.

151. Mo oKOH4YaHMKM Oenonpou3BoACTBEHHOIO roga cnyxoton JOY opraHusaumm (nuuom,
oTBeTCTBEHHbIM 3a [10Y) Ha OTAENbHOM NMCTE COCTaBMSETCA MTOroBas 3anncb O KaTeropusix un
KONMYecTBe 3aBefdeHHbIX Aen no dopme cornacHo npunoxexuuto 5. WtoroBas 3anucb O
KaTeropusix W KonuMyecTBe 3aBedeHHbIX [Aefél MOMeLlaeTcd B KOHUEe HOMEeHKnaTtypbl gen
opraHusaumm.

WToroBble 3anmMcu O KaTeropumsix M KONMMYECTBE 3aBedeHHblX Aen K BbiNMCKaM U3
HOMEHKNaTypbl Aen opraHusaumm (Npy MX Hanuyuu) COCTaBMSKTCA NO 3TOW e dopme U
noanucbiBaloTCA pyKoBoOaMTENSAMMU CTPYKTYPHbIX noapasaeneHun (oBLecTBEHHbIX
opraHusaummn) unu paboTHUKaMu, OTBETCTBEHHbIMM 3a [OKYMEHTauuoHHoe obecrneveHne
OTAerNbHbIX YpaBneHYyecknx yHKUMA (HanpaBneHn AesTenbHOCTW) opraHm3aunn.

CeegeHud, cogepxalimecs B UTOrOBOW 3aNUCK O KaTeropusix U KoOnmyecTBe 3aBefeHHbIX
Aen HOMEHKNaTypbl AeNn opraHM3auun, nepegarnTcsa B apxme opraHmdauun. OtmeTtka "Mitorosble
cBeOeHNs nepedaHbl B apxvB oOpraHusauun" nognucbiBaeTcs M AaTtvpyeTcs  Nnuom,
nepeaasLlUMM CBEAEHUS.



MNMABA 12
®OPMUPOBAHME OEN

152. [OKyMeHTbl chopmupyloTca B gena paboTHMKaMW, OTBETCTBEHHbIMW 3a BedeHue
Aenonpon3BoACTBa B CTPYKTYPHbIX nogpasgeneHvsx, Wnu nuuamu, OTBETCTBEHHbIMU 33
opMMpOBaHME COOTBETCTBYIOLLNX Aen. B 6ecCTpyKTypHbIX opraHmsaumsx hhopmMmpoBaHue gen
OCYLLECTBNAT pPabOoTHMK, BbIMNOMAHAKOWNA GYyHKUMKM cnyx6bl JOY B opraHusauuu, wnm
paboTHMKN, OTBETCTBEHHbIE 3a AOKYMEHTaLMOHHOEe obecnevyeHne OTAemNbHbIX YyNpaBreHYeCcKmx
dyHKUMIA (HanpaBneHn AesaTenbLHOCTW) opraHm3aunn.

Obecne4vyeHne npaBunNbHOro hopMmMpoBaHMs Oen B Lenonpou3BOACTBE OCYLLECTBASIOT
cnyxba [OOY (nuuo, otBeTctBeHHoe 3a [LOY) wn apxuB opranusauun. [lpaBUNIbHOCTb
dopmunpoBaHns gen nposepsieTca nNpu nepefade pden B apxvB  OpraHusauMmM wm B
rOCyJapCTBEHHbIN apXvMB, €CNU OpraHM3auus sBrseTcs WCTOYHMKOM  KOMMSIEKTOBaHMUS
rocy4apCTBEHHOIO apxXuBa.

153. B geno nomewaroTca AOKYMEHTbI, KOTOPbIE MO CBOEMY COAEP)KAHMIO COOTBETCTBYIOT
3aronoBky gena. [OKymMeHTbl FpynnupyloTcs B Aena corfnacHo oTmeTtkam 00 MCNonHeHuu
OOKyMeHTa 1 HanpasneHuu ero B Aerno. [pu 3aToM npoBepsaoTcs NpPaBuSibHOCTbL 0POPMIIEHUS
AOKYMEHTOB, Hannume nognucewn, Aat, OTMETOK 006 MCMOSTHEHUN JOKYMEHTa U HanpasrneHum ero
B AeN10 1 ApYrnx HeobXoaUMbIX PEKBU3NTOB JOKYMEHTOB.

154. B pena rpynnupyloTca OOKYMEHTbl OOHOro [Oenonpov3BOACTBEHHOro roga, 3a
NCKNIOYEHNEM NepexoaaLLmx, MMYHbIX U cyaebHbIX gen.

[OKyMeHTbl MOCTOSIHHOIO, BpeMmeHHoro (cbiwe 10 net) u BpemeHHoro (go 10 neT)
XpaHeHnsa rpynnupytoTcs B oTAeNbHble gena. [lonyckaeTcsi BpeMeHHas rpynnmpoBka B O4HOM
aerne OOKYMEHTOB C PasfMyHbIMU CPOKaMU XPaHEHWUs!, CBA3AHHbIX pPeLLEeHMEM OAHOro Bonpoca.
Mo OKOHYaHMM [enonpou3BOACTBEHHOrO roda Takve pfena pacopMUMpPOBBLIBAOTCH, a
OOKYMEHThI rpyNnUpYoTCA B CaMOCTOSATESbHbIE Aefa B 3aBUCMMOCTM OT CPOKOB UX XPaHEHUS.

B peno BkM4yaeTcs TONMbKO OAMH 3K3EeMMNAp Kaxaoro AoKymeHTa. He ponyckaetca
BKIOYATb B Aena AOKYMEHTbI, Moanexatime Bo3Bparty, YepHOBbIE 1 AyOneTHbIe 3K3eMNspbl.

MpunoxeHnsa opMupyoTcs B Aena BMecTe C AOKYMEHTaMU, K KOTOPbIM OHW OTHOCATCS.
Mpun 3HaUMTENBHOM OOBEME NPUMOXKEHMI [ONYCKAETCSA UX FPYNNMPOBKA B OTAENbHbIE Aena.

155. Ob6bemM gena MOCTOSHHOrO U BpeMeHHoro (cBbiwe 10 NeT) XpaHeHWA He OOSKeH
npeBbiwate 300 nuctoB npu TonwmHe He Gonee 40 mm. Mpu Gonblwem obbeMe OOKYMEHTOB
0eno 0ensiT Ha caMoCTodATeNbHblIe TOMA. [JOKyMEHThbI KaXXgoro Toma SBAsoTCA NPOLAOIHKEHNEM
npegbiayLuero.

156. [okymMeHTbl B [fene CUCTEMaTU3MPYIOTCA MO CreaylwumMm MApuHUunam wunm umx
COBOKYMHOCTWU:  HOMWHAsbHbIA, BOMPOCHO-NTIOMMYECKUI, XPOHOMOrMYeckun, andaBUTHbIN,
HYMepaLUUOHHbIN, KOPPECNOHAEHTCKUI, reorpapuyeckmi.

157. PacnopsguTenbHble  OOKYMEHTbl FpynnupyloTcs B gena  no  Bugam u
CUCTEMATU3NPYIOTCA B NOPSAKE BO3pacTaHMs HOMEPOB.

Mpukasbl 1 pacnopsKeHns MO OCHOBHOW AEATENbHOCTM, MO JIMMHOMY COCTaBy M Mo
a4MVHUCTPATUBHO-XO3SIMCTBEHHBIM ~ BONpOCaM  FPynnNupyloTcAa B OTAeNbHble Jdena w
CUCTEMATU3NPYIOTCA B NOPSAKe BO3pacTaHUs X HOMEPOB.

Mprkasbl 1 pacnopskeHnsa no NIMYHOMY COCTaBy rPYMNNMPYKOTCA B OTAEfMbHble Aena B
3aBUCMMOCTU OT CPOKOB UX XPaHEHUS.

PacnopsguTtensHble JOKYMEHTbI onpeaeneHHon pasHOBUOHOCTU (O BHECEHUN U3MEHEHUI
B LWTATHOE pacnucaHuve, O KOMaHOMPOBaHWKW, O MPEeoCTaBfeHUM OTMNYCKOB W UHbIX
pa3HOBUOHOCTEWN), PErMCTpMpyeMble OTAENbHO B COOTBETCTBUM C TpeboBaHMAMM NOAMYHKTOB
125.3 1 125.4 nyHkTa 125 HacTodwen VIHCTpyKumMK, FpynnupyroTca B oTAeNbHbIE Aena.

OpraHun3aLMoHHble JOKYMEHTbI, B TOM Y/CNE YCTaBbl, MOMOXEHUSA, MHCTPYKUUK, LUTaTHbIE
pacnucaHus, dopmupyloTcs B OTAenbHble gena. OpraHu3auMoHHble  OOKYMEHTHI,
yTBEPXKOEHHbIE  pacnopaauTenbHbIMWU  OOKYMEHTaMu U MNpoTOKOoMnamu,  gornyckaertcs
opmupoBaTb B Aeria BMECTe C YKa3aHHbIMU JOKYMEHTaMU KaK MPUOXEHUS K HUM.

lMpoTokonbl rpynNAMPYOTCS B Aena oTaenbHo Mo Buaam  (pasHOBMOHOCTSM) W
CUCTEMATU3MPYIOTCS MO XPOHOMOrMM B Nopsake Bo3pacTaHNa HOMepPOB.

lMnaHbl M OTYETHI FPYNNUPYIOTCA B Aena Toro roga, K KOTOPOMY OHM OTHOCSATCS MO CBOEMy
COAEPXaHWUIo0, He3aBMCMMO OT BPEMEHMU X coCTaBrneHns. MNnaHbl, paccynTaHHble HA HECKONbKO



net, opMUpyOTCA B Aena no HavanbHoMmy rogy ux gercteusa. OTyeTbl O BbINOSIHEHUM TaKUX
nnaHoB hopMupytoTCA B Aena no nocnegHemy rogy AevMCTBUA nnaHa.

[ena c nepenuckon, NOpy4eHUAMN 1 AOKYMEHTaMu 06 X BbINONHEHUU (POPMUPYIOTCH MO
BOMPOCHO-IOrMYECKOMY MPUHLUMNY, NpeaycMaTpuBarowemMy pacrnonoXeHne [OOKYMEHTOB B
florMyeckon nocrefoBaTenbHOCTU peLLeHUss BOMpOCca: NEpPBbIM MOMELLAETC UHULMATUBHbIN
AOKYMEHT (3anpoc unu nopy4veHue), 3a HUM OTBETHbIN JOKYMEHT.

[OKYMEHTbI NMYHOrO Aena CUCTEMATM3UPYHTCA B MNOPsiAKe, YCTAHOBMEHHOM aKTaMu
3aKoHoAaTenbCTBa.

ObpalleHnss rpaxgaH U OpuaNYEeCKUX NUL W OOKYMEHTbl, CBfi3aHHble C WX
paccMoTpeHnemMm, opMupyoTCs B Mopsiake, npeaycMoTpeHHom [lonoxeHnem o nopsigke
BeAEeHMs OeNnonpou3BOACTBa NO O6palleHVaM rpaxaaH M IopUaNYecKUX Nuy, yTBEPXKAEHHbIM
noctaHoeneHnem Coeeta Munuctpor Pecnybnvku benapycb ot 12 Hos6pa 2025 r. N 635.

(B pea. noctaHoBneHns MuHiocTa ot 24.07.2026 N 40)

JlnueBble cyeTa NO HayucneHuo 3apaboTHoW nnaTtbl paboTHMKaAM OpraHusaumm
rpynnupyloTcss B CaMOCTOATENbHble Aena B npegenax roga M CUCTEMATU3MPYIOTCA MO
andasuty damunuin paboTHUKOB WM MO CTPYKTYPHbIM ModpasgeneHvsm u  andasuty
hamununin paboTHUKOB B Npegenax CTPYKTYPHOro nogpasgeneHus.

rMABA 13
AKCMNMEPTU3A LEHHOCTU OOKYMEHTOB

158. 3OkcnepTm3a LEHHOCTU AOKYMEHTOB OCYLLECTBSETCA B OpraHv3auun NOCTOSAHHO
aencrteytowen LLIOK (OK).

(n. 158 B peq. noctaHoBneHns MuHiocTa o1 24.07.2026 N 40)

159. HenocpeOcCTBeHHbIN OTOOP AOKYMEHTOB Ha XpaHeHWe B apXuB opraHusauuun u
BblAENMEHNE K YHUYTOXEHMIO NPOM3BOAMTCA pPabOTHMKaMKM CTPYKTYPHbIX MOApasgeneHui
opraHusauuu, B rnpouecce AesTeNbHOCTU KOTOPbIX OHU Oblnin obpasoBaHbl, B 6ECCTPYKTYPHbIX
opraHusaumax - paboTHMKamu, OTBETCTBEHHbIMW 3a [OOKYMEHTaLMOHHOe obecneveHue
OTAENbHbIX YNpaBneHYecknx yHKUMA (HanpaBneHn 4esaTenbHOCTM) OpraHm3aunn.

160. Mo pesynbTaTamM 3KCMEPTU3bl LIEHHOCTU N OTOOpa OOKYMEHTOB Ha XpaHeHue wnm
YHUYTOXEHME COCTaBNATCHA ONUCK Aen NOCTOSHHOro, BpeMeHHoro (cBbiwe 10 neTt) xpaHeHus
M Mo NMYHOMY COCTaBy, a TakkKe akTbl O BblAENEHUM K YHUYTOXEHUIO AOKYMEHTOB U Aerl, He
noanexatimx XpaHeHuio.

ABA 14
O®OPMJIEHUE OEN

161. [Hena opraHusauun nognexatr odOopMNeHuo npu WX  3aBedeHun B
AEenonpon3BOACTBE M NPY NOATOTOBKE K Nepefayve B apxXmB OpraHu3aLumu.

OdopmneHne gen  npoBoguTca  paboOTHWKaMXM  CTPYKTYPHbIX  noapasgeneHun
OopraHusaumm, B KOTOPbIX OHWM (DOPMUPYIOTCSA UNK Obinn chopmMmpoBaHbl. B BeccTpyKTypHbIX
opraHumsaumax odopmrieHne fen ocyuwectensgercs paboTHMKaMu, OTBETCTBEHHbIMKW 3a
AOKYMeHTaUuMoHHoe obecneyeHne OTAenbHbIX YNpaBneHYecKnx yHKUM (HanpaBneHumn
OEesATeNbHOCTN) opraHm3auun.

OdopmneHne gen oOCyWecTBRSeTCa MNOA4 KOHTpPoONneM WM npu MeToaudeckon noMOoLm
cnyx6bl OOY (nuua, otBetcTBeHHoro 3a [AOY) m apxuBa opraHusauuun. [MpaBunbHOCTb
odopMneHna Oen npoBepsieTcs Npu  nepegade gen B apxuB  opraHuMsaumm M B
rocyJapCTBEHHbIN apXvMB, €CNU  OpraHuM3auus sBrseTcs WCTOYMHWKOM  KOMMSIEKTOBaHUS
rocyaapCTBEHHOro apxmsa.

162. B 3aBMCMMOCTM OT CPOKOB XpPaHEHWS MPOBOAUTCA MNOSHOE WU YacTUYHOe
ocbopmneHune gen.

YacTtnyHomMmy ochopmMmrieHuto noanexar Bce Aena npu nx saBefeHun B Oenonpom3BoACTBE.
MonHomy odbopmMneHuto nognexar gera NocTosiHHOro U BpeMeHHoro (cebiwe 10 neT) XxpaHeHus
nocrne nx 3aBepLUeHns 4enonpon3Bo4CTBOM.

163. YactmyHoe odopmneHve pgena nNpu  3aBedeHuM B OENonpou3BOACTBE
npegycMaTpuBaeT 3aBefeHne obnoxkn n opopmMmneHme Ha ee NULUEBON CTOPOHE PEKBM3UTOB B
COOTBETCTBUU C HOMEHKNAaTypoun Aen opraHnsaumn. Ha obnoxke gena ykasbiBaloTCs:



HauMeHOBaHWe BbILLECTOSLEN opraHu3auuu (Mpyu ee Hanu4un);

HaMMeHOBaHWe OpraHn3aumy;

HaMMEHOBaHWE CTPYKTYpPHOro nogpasgeneHms (obLWeCTBEHHOW opraHusauun) unm
dYHKLMM (HanpaBreHus OeATenbHOCTU) opraHu3almMmM B COOTBETCTBMM C HOMEHKNaTypou aen
opraHvsauuu;

WHOEKC Aena no HOMeHKNaType Aen opraHnsauumy,;

3arofnoBoK Aena;

roq, B KOTOPOM 3aBoAuTCS Aeno;

CPOK XpaHeHus gena.

164. MNonHoe ocdopmMmneHne gena npegycmaTpuBaert:

HyMepauuio NIMCTOB B Aene;

COCTaBIieHNEe BHYTPEHHEN OnNucK OOKYMEHTOB Aena (B cny4yasix, onpegerieHHbIX MyHKTOM
166 HacTodAwen NHcTpyKumn);

COoCTaBrieHne nucTa-3aBepuTens gena (toma, 4actu);

ohopMIIEHNE U YTOYHEHME PEKBU3NTOB OBNOXKN Aena;

NOALLMBKY UNW nepenneT gena.

lMepen nonHbIM odhopMmneHMeM [fena npoBepsieTCA MNpaBUIIbHOCTb CUcTEMaTU3auum
OOKYMEHTOB ena B COOTBETCTBMM C TpeboBaHMAMM rnasbl 12 HacToswen MHeTpykumu.

Ecnn B TeuyeHne [enonpousBOACTBEHHOrO roga COPMMPOBAHO HECKOMbKO TOMOB
(yacTten) pgena, TO Kaxgbih TOM (4acTb) OQOPMMAETCA OTAEMNbHO B COOTBETCTBUN C
TpeboBaHMAMN, yCTaHOBMNEHHbIMM NyHKTaMu 165 - 170 HacToswen MHCTpyKumm.

165. Jluctbl B gene, Kpome nucTa-saBeputens Aena, HyMepylTcsi B NpaBOM BEPXHEM
yrny nuueBOW CTOpPOHbI, He 3adeBasd TekcTa LOKYMEHTOB, apabCkumu uudpamu YepHbIM
rpadpuTHBIM KapaHgawwom. Vcnonb3oBaHMe YepHUn U UBETHbLIX KapaHgalwlen gng Hymepauuu
NNCTOB He JonycKaeTcs.

JInCcTbl BHYTPEHHEWN OMUCKM AOKYMEHTOB [efna HyMepyrlTcs oTAeNnbHO. JIMCTbl Kaxagoro
TOMa (4acTu) gena HyMepyTcsa OTAENbHO.

JlncT-3aBeputens gena He Hymepyetcd. K kaxgomy Tomy (4YacTu) gena cocTaBndeTtcs
OTAENbHbIN NINCT-3aBEpPUTENb.

CnoXeHHbIN NUCT pa3BopavMBaeTCcsa U HymepyeTcs B MpaBoM BepxHeM yrny. Jluct nwoboro
dopmata, NoaWwnTbIA 3a OANH Kpan, HyMepyeTca Kak oauH NUCT. JIUCT, CNOXeHHbI nononam u
NnoALnTbI 3a cepeaunHy, HyMepyeTcs Kak ABa nucTa.

YepTexn, pguarpammbl, dortorpadmm ©n  ApyrMe  cneumduyeckme  OOKYMEHTHI,
npeacTaBnsoLMe CaMoCTOSATENbHbLIN NIUCT B Aene, HyYMepyrTcs Ha OBOpOTHOM CTOPOHEe B
NeBOM BEpPXHEM Yrny.

JIncT ¢ NNOTHO HakneeHHbIMU OOKYMEHTaMu, B TOM yucne dgpotorpadumsiMy, Bblipe3kamu,
BbIMMCKaMK, HyMepyeTcs Kak oOauvH nnUCT. [JOKyMEHTbl, MNOOKMEEHHble OOHUM Kpaewm,
HYMepYyHTCS OTAENBHO.

[lOKyMeHTbI, KOTOpPble HEBO3MOXHO NOALINTL B AEN10, BKNaAbIBalOTCA B KOHBEPT, KOTOPbIV
nogawmvsaetca B geno. Moawntble B Aeno KOHBEPTbI C BAOXEHUAMU HYMEPYIOTCS; Npyu 3TOM
BHayane HyMepyeTcsl KOHBEPT, a 3aTeM ovepedHbIM HOMEPOM KaXKAOe BMOXEHUEe B KOHBEPTE
(kaXkObIl NUCT BOXEHUS B KOHBEPTE).

CdopmupoBaHHble B O€r0 OOKYMEHTbl ¢ COOCTBEHHOW HymMepauuen NUCTOB (BKMoYas
nevatHble nsgaHud) HymepytTca B obwem nopsagke. CobcTBeHHass HyMepaunst COXpaHsaeTcs,
€CNU UMEKLLIMIA ee JOKYMEHT COCTaBNsAeT oTAesibHOe Aero.

Mpn HannumMm Gonbloro konnyecTBa ownbok (bonee 20) B HymepauuuM NUCTOB Aena
NpoBOAMTCA WX MepeHymepaumsa: CTapblii HOMep 3ayepkuBaeTCcd OOHOM HaKMNOHHOW 4YepToM,
PSAOM CTaBUTCA HOBbIM HOMep nucta. Ecnmn  obHapykeHHble ownbkn B Hymepauum
He3HaynTemnbHbl, TO WCNONbL3YOTCA NUTEPHble HOMEepa JINCTOB, KOTOPble YKa3blBalOTCHA
CTpOoYHbIMM OykBamun 6e3 npobena.

166. K genam, y4eT KOTOpbIX Bbi3blBaeTCs crneumdumkon gokymeHTaumm (0cobo LEeHHble,
cynebHble, NnyHble aena, aena, cOpMUPOBAHHbIE MO BMAAM U Pa3HOBUMAHOCTAM JOKYMEHTOB,
3arofioBKN KOTOPbIX HE MOSTHOCTBIO PaCKpbIBAOT KOHKPETHOE codep)KaHne OOKYMEHTOB Aena),
COCTaBNsAETCs BHYTPEHHASA ONUCb AOKYMEHTOB Aena no opMe CorfacHo NpUmoXeHuo 6.

Bo BHyTpeHHel onnucu JOKYMEHTOB fefia yKasblBaloTCH NopsaaKoBble HoMepa JOKYMEHTOB
B Aene, AaTbl, permcTpaumoHHble MHAEKChI, HA3BaHUSA 1 (M) 3arofoBKN AOKYMEHTOB U HOMepa
NMCTOB Aerna, Ha KOTOPbIX PacnonoXeH Kaxabl AOKYMEHT.



Bo BHyTpeHHel onucu [OOKYMEHTOB fJefnla C pacrnopsguTenbHbIMUA  OOKYMEeHTamMu Mo
NIMYHOMY COCTaBYy B KayeCTBe 3arofloBka yKasblBalOTCS NpeanucbiBaemble OEWCTBUSA (Npuem,
nepeBod, YBOSIbHEHWE W WHble MpeanucbiBaeMble [OENCTBUS) C  yKasaHueM damunuin,
COOCTBEHHbIX MMEH, OTYECTB (ECINM TaKOBblE MMEIOTCS) KOHKPETHbLIX paboTHMKOB. Ecnn B ogHOM
pacnopsigMTenbHOM OOKYMEHTE MO JIMYHOMY COCTaBy COAEPXKUTCS HECKONbKO LEeNCTBUW,
Kaxxgoe M3 HUX OTpaXkaeTCca BO BHYTPEHHEW Onvcu LOKYMEHTOB Aena nof CamoCTOATENbHbIM
nopsakoBbiIM HomepoM. Ecniv B ogHOM pacnopsguTeribHOM AOKYMEHTE Mo FIMYHOMY COCTaBy
O[HO NpeanucbiBaeMoe [OeNCTBME PpacnpoCTpPaHseTCs Ha LUMPOKUA Kpyr pabOTHUKOB, WX
damunun, cobCTBEHHbIE MMEHA, OTYECTBA (€CNM TaKOBble UMEKTCH) BO BHYTPEHHEW Onucu
OOKYMEHTOB [efna A0oMnyCKaeTcsl HE YKa3blBaTb.

B koHUe BHYTpeHHer onMcu OOKYMEHTOB [erna JernaeTcd UTtoroBasi 3anvcb, B KOTOPOK
yKasbIBalOTCA uUMdpamMm W NPOMUCBID KOMMYECTBO BKIOYEHHbIX B A€o AOKYMEHTOB MU
KONMYeCTBO NUCTOB BHYTPEHHEN ONUCK AOKYMEHTOB Aena.

BHyTpeHHAA onuMcb [OOKYMEHTOB fena MOAMWCbIBAaeTCss  JNIMUOM, COCTaBUBLLMM
BHYTPEHHIOI ONUCb OOKYMEHTOB fAena, U nomellaeTcs B Havane gena. Ecnu geno nogwwuto
(nepenneTteHo) 6e3 BHyTPEHHEN ONUCK OOKYMEHTOB [erNia, CoCTaBNeHHas no oopme CornacHo
NPUITOXXEHNIO 6 BHYTPEHHSAS ONUCb OOKYMEHTOB AeNia noakneuBaeTcsl K BHYTPEHHEN CTOPOHe
obnoxkn gena.

M3meHeHnsa coctaBa [OKYMEHTOB gena, B TOM 4uChe U3bATUE, BbleMKa, BKIOYEHWe
OOKYMEHTOB, 3aMeHa WX KOMUsIMW, OTpaxarwTCs BO BHYTPEHHEW OnMcu AOKYMEHTOB Adena B
rpacpe "MMpumeyaHme" coO ccbiikaMuM Ha COOTBETCTByOLWME akThl. [lpn HeobxoammocTu
COCTaBnseTCA HOBasi BHYTPEHHSAS OMUCb AOKYMEHTOB Adena u (unu) uToroBas 3anucb K
BHYTPEHHEN Oonucu AOKYMeHTOB Aena. [Npedplaywme BHyTPEeHHME Onucu OOKYMEHTOB gena wu
WTOroBble 3anncn K HAM 3a4epPKUBaOTCA OAHOW HAKITOHHOW YEPTON, HO COXPaHAIOTCA B Aere.

167. [lns y4eTa Konu4yectBa NUCTOB B Aerne, ukcauum ocobeHHOCTEN X HyMepauum u
Un3nYECKOro COCTOSIHUS COCTaBnseTCa 3aBepuTenbHas Hagnucb. 3aBepuTernbHas Haanucb
COCTaBnseTcs NocpeacTBOM OCOPMIIEHUS OTAENbHOro nuUcTa-3aBepuTens gena no ¢opme
cornacHo npunoXxeHuto 7 1 noMmeLlaeTcd B KoHUe adena. Ecnv geno noawuvrto (nepenneTeHo)
0e3 nucrta-zaBepuTeENs Qena, COCTaBIEHHbIN MO ¢opme COornacHo NPUITOXEHUO 7
nucT-3aBepuTeNb Aena MOAKIENBAETCS 3a BEPXHIO YacTb K BHYTPEHHEN CTOPOHEe OOMOXKU
aena.

B nucrte-zaBeputene pgena uvdppamum 1 NPOMUCBID  YKa3bIBAKOTCA  KONMUYECTBO
NPOHYMEPOBAaHHbIX NIMCTOB Aeria, KONMYEeCTBO MUCTOB BHYTPEHHEW OMuUCU OOKYMEHTOB Adena
(Mpn ee Hanuuuu), HanuuMe NUTEPHbLIX N NPOMYLLUEHHbIX HOMEPOB fNIMCTOB, HOMEpPA JIMCTOB C
HakneeHHbIMU poTorpadmamMm 1M OOKYMEHTaMKu (3a WCKINIYEHWEM NUYHBIX Aen), HoMepa
KOHBEPTOB C BIIOXXEHUSIMU N KONMYECTBO BIIOXEHWUA (NMUCTOB BroOXeHui). KonvyectBO NUCTOB
BHYTPEHHEN onNncKM AOKYMEHTOB [efia yKasblBaeTCs B 3aBEpUTENbHOM Haanmcu nocre obuiero
KonuyecTBa NUCTOB Aena yepes 3Hak "+" (nnkc).

INncT-3aBeputens gena noanvcbiBaeTcs NMLOM, COCTaBUBLLUM 3aBEPUTENbHYO HaAMNuChb,
C YKasaHneM JOSMKHOCTU CriyXallero, paclumdpoBKn NOANUCK U AaTbl COCTaBEHUS.

Mpn nepeHymepaumm nUCTOB B KOHUE [ena COCTaBMsSieTCs HOBas 3aBepuTeribHas
HagnNMCb NOCPEeACTBOM OMOpPMIIEHNsT HOBOro nucta-3aBeputena pgena. [pegbigywias
3aBepuTeribHas HagnNUCb 3a4epKMBaETCA OAHON HAKITOHHOW YePTOW, HO COXpaHseTca B Aene.

168. O6noxkn gen oopMnaATCa NO OPMeE COrfacHoO NPUMNoXKeHuto 8.

169. Mpwn odbopmneHnn obnoxkn gena cobnogatTcs cneayrolme npasuna:

169.1. HaumMeHOBaHWe BbIWECTOAWEN OpraHnsaumMm (Npu ee Hanuyuu), opraHusauumn u
CTPYKTYpHOro nogpasgeneHunsa (oblliecTBEHHOW opraHu3aumu) YykasblBaeTcs MOSHOCTbIO B
UMeHuUTeNbHOM nagexe. Ecnu opraHmsaumsa unmM  BblWECTOSAWAs opraHmusauua umeet
ouumManbHO MNPUHATOE COKpalleHHOe HauMeHOBaHMEe, TO OHO YKa3blBaeTCA HWXe MOMHOro
HanMeHOBaHNS B CKOBKax.

Ecnn B nepuon dopmMupoBaHUs fenla HauMeHOBaHWE BbILLECTOSIWEN opraHusauuu,
opraHusauumM unu CTPYKTYPHOro nofpasferneHvuss M3MeHssiocb, TO NpexHee HanmeHoBaHue
3aknoyaeTcsa B CKOOKK, a Bblle yKasblBaeTCqd HOBOE HauMeHOoBaHMe.

Ecnn B nepuog opmupoBaHuns gena oHo Obino nepegaHo B APYryto opraHu3auuio nnm
CTPYKTypHOE nogpasfefneHne, TO HauMEHOBaHWe opraHusaumm unuM  CTPYKTYPHOro
noapasgeneHuns, B KOTOPOM Aeno Obinio HayaTo, 3aknoyaeTcs B CKOOKM, a Bbille yKka3biBaeTcs
HaMMeHOBaHWe OpraHu3auuMn WNM CTPYKTYPHOro MoApasferieHnsa, B KoTopoe fAerno 6bino



nepeaaHo.

Ecnn opraHmsaums, B KOTOpyt ObiIo nepegaHo Aeno, MMEET WHYH0 BbILECTOALLYIO
opraHusauuio, 4Yem oOpraHusauusi, B KOTOpoW [ferno Obiio 3aBegeHo, HauMeHOBaHue
BbILLECTOSILLEN OpraHM3auun, ykasaHHoe Ha obnoxke npv 3aBefeHun fena, 3aknoyaetcs B
CkOOKM, a Bbllle YyKasblBAaeTCsl HaMMEHOBAHME BbIWECTOSWEN oOpraHmMsaumm pnns  Town
opraHusaumm, B KOTOpyo geno 6bino nepegaHo;

169.2. uHOeKkcbl M 3arofioBkM Aesi Ha o06noXkax ykasblBalTCA B COOTBETCTBUM C
HOMeHKnaTypon aen opraHusauun. Npu nepecocTaBneHnn HOMEHKNAaTypbl e opraHnsauun B
TeYeHne [OenonpoM3BOACTBEHHOIO roda UM M3MEHEHUW WHOEeKca [nena MpexHUn WHOEKC
3aKknoyaeTcs B CKOOKN, a HOBbIN YKa3blBAeTCA Hag HUM;

169.3. ecnu B TeveHne OenonpouM3BOACTBEHHOIO roga cOpMUPOBAHO HECKOSIbKO TOMOB
(yacten) gena, To Ha oboOXKe Ka)kgoro Toma (4acTtu) ykasbiBaeTtca crioo "Tom" ("Hactb") n ero
HOMeEp;

169.4. B 3aronoBkax Aen C pacnopsguTenbHbIMM - AOKYMEHTaMu, MpPOTOKONaMu,
COCTOSILLINX U3 HECKOSTbKMX TOMOB, YKa3blBalOTCSl X HOMepa.

B 3aronoBkax gen € fWYHbIMKM KapTOYKaMW YBOJIEHHbIX PaGOTHUKOB MMM NULEBLIMU
cyeTaMm No HavmcneHuw 3apaboTHom nnatbl paboTHUKAM OpraHmM3aumm, COCTOALLNX N3 ABYX U
Gonee TOMOB, yka3blBalOTCA nepsble OyKBbl hamunuin nepeoro 1 nocnegHero paboTHUKOB, Ybk
NNYHbIE KAPTOYKN UIK NNLEBbLIE CHETA BKITHOYEHDBI B TOM.

B 3aronoBkax gen, cogepxalimMx KOMUM [OKYMEHTOB, YKa3blBA€TCA WX KOMUMHOCTb.
MoannMHHOCTL OKYMEHTOB [ena B 3arofiloBke He oroBapuBaeTcs;

169.5. Ha obnoxke pgena npocTaBnseTrca garta gena (KpavHue paatbl OOKYMEHTOB,
BKIMIOYEHHbIX B 4EM0).

[aTta (kpaiHue gaTbl) Ha obnoxke gena obo3HavaTCa LMPOBLIM CNOCOOOM apabckumm
umdppamu.

[laTon nena siBnsieTcs rod, K KOTOPOMY OTHOCATCS BKIHOYEHHbIE B HEMO JOKYMEHTHI.

KpaHnmn pgatamm pena €BNSlOTCA  OaTbl CaMOro paHHero M camoro nosgHero
OOKYMEHTOB, BKIMIOYEHHbIX B Aeno. [lata camoro paHHero BKMIOYEHHOro B AeNno OOKyMeHTa
yKasblBaeTcs nocne crnoea "Ha4varto:", gata camoro no3gHero BKSIKOYEHHOIO B 4eM0 AOKYMEHTA -
nocne cnoea "OKOHYeHO:". OnemMeHTbl daTbl yKasblBalOTCS B OAHOW CTpPOKE B crnenyloLlen
nocrnenoBaTensHOCTU: AeHb Mecsua, Mecsl, rog. [leHb mecsua u mecsawy, opopmMmnsoTes AByMS
napamu apadbckmnx umdp, pasgeneHHbIMN TOYKOR, rog - YeThIpbMS apabckumMmn Lmudpamu.

HaTtbl gen ¢ nnaHamu, OT4YyeTamMu, LUTATHbIMW PaciUCaHUSMM, FINYHLIMW KapTOYKaMMu
YBOMNEHHbIX pabOTHUKOB, NMLEBLIMW CYETAMM NO HAYMCNEHUIO 3apaboTHOM NnaTbl paboTHUKAM
opraHusaLmm BKOYatoT TOMNbKO rof,.

Ha obnoxke gena gata He ykasbIBaeTCs, €CINM OHA OTpa)KeHa B 3arofloBke gena.

[daton pena, cogepxalwero ogvH AOOKYMEHT, $BNsSieTCs gata 3TOoro AOKYMEHTa,
yKasblBaemas B 3arofnioBke gena.

KpanHumn gatamu nuyHOro gena saBnsioTca Aathl NPUKa3oB (MHbIX pacnopsanTenbHbIX
AOKYMEHTOB) O npuveme Ha paboTy (HasHadeHWn Ha OOMMKHOCTb ChyXallero), o nepeeoge Ha
OpYryto NoCTOsiHHY0 paboTy (B cnyyae 3aBedeHUs NUYHOrO gerna npu nepesoge Ha ApYryto
NMOCTOSIHHYIO paboTy) u yBoNbHEHUN (OCBODOOXAEHMU OT 3aHMMAEMOW OOSPKHOCTU Cry>Kallero)
paboTHMKA, HA KOTOPOro 3aBefEeHO AENO0, eCln MHOE HE YCTAaHOBMEHO 3aKOHOA4ATENTbCTBOM.

Ecnn B geno BkntoveHbl AOKYMEHTbI 3a 6ornee paHHMI nepuoa, Yem rog hopmMmpoBaHus
Jena, nof gaton gena genaetcsa oTMeTka "MmeloTcs JOKYMeHTbI 3a ... roa(bl)".

Ecnn geno 6bIno HayaTo B OAHOWM OpraHM3auMm, a OKOHYEHO B APYron, Ha obnoxke
NPOCTaBNAKT TPU Aatbl: nocne cnosa "HavaTo:" apoOblo B yucnuTene - gara 3aBedeHus gena
B MepBOM OpraHusauuu, B 3HameHaTtene - gaTta NocTynfneHus gena B APYrylo opraHusauuio,
Hwke nocne crnosa "OKoH4YeHO:" - JaTa OKOHYaHWs Aena BO BTOPOW OpraH13aumu.

Ecnn pata gokymeHTa unu OTAefbHble ee 3neMeHTbl onpeaerneHbl NpubnnsnTensHo, B
TOM YuCMe Ha OCHOBaHMM aHanmsa COoOep)KaHusl JOKYMEHTOB Aena, TO npu odopmneHmm Ha
00noXKe OHM 3aKM4aloTcAa B KBaJpaTHblE CKODKU;

169.6. KONMMYECTBO NNCTOB B Aene BbIHOCUTCS Ha 0BITOXKY N3 NUCTa-3aBepuTens aena;

169.7. CpOK XpaHeHWs1 MnepeHocUTCA Ha Oobnoxky Aena w3 HOMEHKNnaTypbl Aen
opraHusaumun. JOnonHUTENbHbIE YCMOBUS BbIAENEHUS AOKYMEHTOB K YHUYTOXEHWUIO WU UX
XpaHeHnsa B TeYEHME ONpeaerieHHOro cpoka Ha O00noXke aena He ykasbiBatoTcs. Ha obnoxkax
Jen MNOCTOSIHHOrO  XpaHeHusa  ykasblBaeTcda: "XpaHuTb MOCTOSHHO". Ecnm B nepuopg



opMMpPOBaHUSA [Oerla CPOK XpaHEeHUSs1 U3MEHSNCHA, TO Ha obnoxke nAena nNpPeXxHUM Cpok
XPaHEeHUsa 3aKn4vaeTcad B CKOOKM, a Bbllle YKa3blBAaE€TCS HOBbIA CPOK XPaHEHUs WIK
odopmMnseTcsa HoBasi 0Onoxka gena;

169.8. npu BHeceHun gena B ONUCb Aen CTPYKTYPHOro noAapasgeneHnsa Ha obnoxke gena
NPOCTaBnseTCs apXmMBHLIN Wndp (Homep oHaa, onncu u gena no onucu);

169.9. Ha oOnoxke pgena, nognexaiwlero nepegavye B TOCYOAPCTBEHHbIA apXuB,
npegycMatpuMBaeTcss MeCcTO [ANns HauMEHOBaHUSI COOTBETCTBYIOLLErO rocydapCTBEHHOrO
apxvBa. HanmeHoBaHMe rocygapCTBEHHOIrO apxvmBa Ha 0OnoXke Aena ogopMmnsaeTcss nNpu ero
noaroToBKe K nepegade Ha NoCTOSIHHOE XpaHEHUE B rOCYAapCTBEHHbIN apXUB;

169.10. pekBuanTbl 06GNOXKM fena ogopMnATCS C  UCNOMb3OBAHWEM CBETO- W
BOOOCTOMKUX YEpHWUN, TyWW UMW LApUKOBOW pydku. [onyckaetcsa odopMneHue pekBu3nToB
OOMOXKN C NOMOLLBI0 TEXHUYECKNX CPEACTB Ha OTAENTbHOM JIUCTE C NOCNeaylLWen Haknenkon
ero Ha obnoxky gena.

170. Oena, nognexawme norHOMy 0OOpPMNEHUIO, MNOALUNBAIOTCS HE MEHEE YEM B YeTbIpe
npokona B TBepAyto 06MOXKKY Uiy NepenneTarTcs ¢ Y4eTOM BO3MOXHOCTM CBOBOAHOIO YTEHMS
TEeKCTa BCEX OOKYMEHTOB, AaT, BM3 W PEe30SiouMi Ha HuX. [JOKyMeHTbl, 0pOpMIIEHHbIE Ha
nuctax 6Gymarn craHgapTHoro ¢opmata A4 B anbbomMHOM OpueHTauuu, MOALUMBAKOTCS
(nepennetaroTca) 3a neBoe none v cknagbiBawTca. [Npy noarotoBke Aen K MOALUMBKE
(nepenneTty) MeTannuyeckue npeameTbl, B TOM uucrne OynaBku, CKOObl, CKpenku, wu3s
OOKYMEHTOB yaanstTCs.

[dena nNOCTOSHHOIMO XpaHeHWs, COCTOoSALME W3 [OKYMEHTOB, UMEIOLMX OCOBEHHOCTH
XYOOXECTBEHHOTO O(OpPMIIEHMS, MaTepuanbHOM OCHOBbI [OOKyMEHTa, coaepxawux B
0hOpMNEHNN MaTepuarnbHble LEHHOCTU, WM COCTOSAWME M3 HedOpMaTHbIX AOKYMEHTOB,
XpaHATCA B Nankax ¢ Tpems KnanaHamum 1 3aBa3kamn Um B KApTOHHbIX pyTnapax (kopobkax).

171. Oena BpemeHHoro (oo 10 neT) xpaHeHMsa nocne 3aBepLleHns 0enonpou3BoaCTBOM
OCTalTCA YaCTUYHO OCOPMIIEHHBbIMU: OOKYMEHTbI XPaHATCS B CKOPOCLUMBATENSX, JIUCTbl He
HYMepYHTCs, nepecucteMatmsaumss JOKYMEHTOB B [efle He NPOBOAWUTCS, BHYTPEHHME Onucu
OOKYMEHTOB [iena 1 3aBepuTernbHble HaaNUCK He COCTaBMATCS.

. NABA 15 5
COCTABJIEHUE OMNMUCEW OEN CTPYKTYPHbIX MOAPA3OENEHUAN

172. Onucu pgen CTPYKTYPHbIX MNOOPA3LerieHNA COCTaBASIlOTCA €XerogHo Ha gena,
3aBepLUeHHbIe AeNONPON3BOACTBOM, CPOK XpaHeHUs KOTopbix npesbiwaeT 10 net. Onucn gen
CTPYKTYPHbIX noApasfeneHnin CoCTaBnslTCA OTAENbHO Ha Aeria NOCTOSHHOMO, BPEMEHHOro
(ceblwe 10 neT) xpaHeHus, MO NMYHOMY COCTaBY, Aefla CO crneumnanbHOW OoKymMeHTauuen. B
onucuK gen CTPYKTYPHbIX NOApasaeneHnin BKIKYaTCa 3aronoBku Aen, NpoLeaLmx aKCnepTmay
LEeHHOCTH, COPMUPOBaAHHBLIX U OOPMIEHHBIX B YCTaHOBNEHHOM HacTtoswen WHCTpykumen
nopsigke. 3aronoBOK Kaxaoro Toma (4acTu) gena BHOCUMTCA B OMUCb Aen CTPYKTYPHOro
noapasaeneHus nog caMocToATeNbHbIM NOPSAAKOBLIM HOMEPOM B COOTBETCTBMU C MpaBuiamu,
yCTaHOBMEHHbIMU NYHKTOM 177 HacTosiwen VIHCTpyKUmK.

Ha oanekTpoHHble Jdena COCTaBNATCA OTAENbHble OMUCKM  Aen  CTPYKTYPHbIX
nogpasgeneHnn B nopsake, YCTAHOBMEHHOM HacToswen WHCTpyKuMen M MHbIMW  akTamu
3aKkoHogaTenbcTBa 06 apxXMBHOM ferne U Aenonpon3BOACTBE.

(vacTb BTOpas n. 172 B pen. nocraHoBneHnss Muniocta ot 24.07.2026 N 40)

173. Onucu pen CTPYKTYpPHbIX MNoApasgeneHuMn COCTaBNATCSA B CTPYKTYPHbIX
nogpasgeneHnsix paboTHMKamMKW, OTBETCTBEHHbIMM 3a BeJeHue OenonpouMsBoAacTBa B
CTPYKTYPHbIX nogpasgeneHnsax, B OeCCTPyKTYpHbIX opraHusauusx - paboTHukamu,
OTBETCTBEHHbIMM 3a JOKyMeHTaunoHHoe obecneyeHve OTAemnbHbIX YNpaBneHYecknx OyHKLMN
(HanpaBneHnn 4eaTenbHOCTN) OpraHu3aumm.

174. Onucn gen NOCTOSIHHOrO, BpeMeHHOoro (cBbiwe 10 neT) XpaHeHus U Mo JINYHOMY
COCTaBy CTPYKTYpHOro nogpasgeneHus (obLecTBeHHOM opraHm3aunmn) opraHm3aunm no gopme
COrMacHo npunoXeHnto 9 COCTaBNATCA MO4 METOAMYECKMM PYKOBOACTBOM apxuBa
opraHumsaumu.

175. Onucn gen CTpYKTYpHbIX NoapasaeneHnin AomkHbl 6bITb COCTaBneHbl U 0POPMITIEHbI
He no3gHee 31 gekabps roga, cnegyrollero 3a roqoM 3aBepLUeHns Aen 4enonpovu3BoacTBOM, U
npeacTaBreHbl B apxvB OpraHu3aumn B TeYeHne crieqyowero 4enonpou3BoACcTBEHHOMO roa.



CBoeBpeMeHHOe M KayeCTBEHHOEe COCTaBfeHWe onucer Aen CTPYKTYPHbIX nogpasgeneHui
obecneunBaloT pyKoBOOUTENW ITUX nogpasfeneHnin, B OeCCTPYKTYpPHbIX OpraHmsaumax -
paboTHMKN, OTBETCTBEHHbIE 3a AOKYMEHTaLMOHHOe obecrnevyeHne oTAenbHbIX ynpaBrieH4YeCcKmx
dyHKUMIA (HanpaBneHn AesaTenbHOCTW) opraHm3auunn.

176. lNepen BHeCeHMEM 3arofioBKOB Oefl B OMUCb Aen CTPYKTYPHOro nogpasgenieHvst
npoBepseTCs COOTBETCTBME KONMYecTBa Aef, BHOCUMbIX B ONUCb, KONMYECTBY 3aBefeHHbIX Aen
no HOMEHKNnaType Aen opraHusauum, MNpPOU3BOAUTCA MOMUCTHBLIM npocMoTp Aen. [pu
nNpocMoTpe Aena npoBepsaeTcs COOTBETCTBUE 3arofioBka eria CoaepXXaHulo OOKYMEHTOB B
aene, npaBWNbHOCTb OMOPMAEHMS W TPYNMNMPOBKN [OOKYMEHTOB, BK/OYEHHbIX B Aeno,
HyMepauus nuCTOB Aena, HanmuMune Wu npaBUbHOCTb OMOPMIIEHMS BHYTPEHHEN Onucu
OOKYMEHTOB [Jena B crydasix, onpefeneHHbIX 4YacTbio nepBon MyHkTa 166 HacToswen
WHCTpyKuMKn, HanuumMe u npaBunbHOCTb OMOPMIIEHUS 3aBEPUTENbHOM HAOMNUCKU, KayecTBO
nogwmuekn unu nepenneta. OB6HapyXeHHble HapyLEHUA YCTAHOBMEHHOIO HacTosLen
WHcTpyKkumen nopsgka QOpMUPOBaHUS M OQOPMIEHUA Oen YCTPaHAKTCA B CTPYKTYPHbIX
nogpasgeneHusax, B OeCCTPYKTypHbIX oOpraHusaumsax - paboTHUKamMu, OTBETCTBEHHbIMU 3a
OOKYMeHTauMoHHoe obecneyeHne OTAenbHbIX YNpaBneHYecKnx yHKUM (HanpaBneHumn
0eATenNbHOCTN) OpraHmM3aumn.

Mpn oTcyTCcTBUM Aen, YMCNALMXCS MO HOMEHKNaType Aen opraHv3auuu, CTPYKTYPHbIM
nogpasgeneHvemM nNPUHUMaKoTCA Mepbl MO UX PO3bICKY (B BECCTPYKTYpPHbIX OpraHuvsauusax -
paboTHMKamMK, OTBETCTBEHHbIMM 3@  JOKyMeHTauuMoHHoe  obecneyeHne  OTAESNbHbIX
ynpaBreH4Yecknx PyHKUUN (HanpaBneHnn geatenbHOCTU) opraHudauun. ObHapyxeHHble aena
BKMOYAOTCA B ONWCb Aen CTPYKTypHOro nogpasgeneHus. Ecnu  nouck okasancs
Ge3pe3ynbTaTHbIM, TO Ha OTCYTCTBYIOLLME AeNna COCTaBnseTca cnpaBka C U3MNoXeHWeM NpUYnH
nx otcytcTBus. CnpaBka NOAMUCbIBAETCS PYKOBOAMTENEM CTPYKTYPHOro nogpasgeneHus (B
GECCTPYKTYPHbIX OpraHmMsaumax - paboOTHMKOM, OTBETCTBEHHbIM 3a [OKyMEHTauMOHHOE
obecnevyeHne OTAENbHbIX  YNpaBrneHYeCcKUX  YHKUMA  (HanpaBneHun AesTenbHOCTW)
opraHusauum) U nepegaeTca BMeCTe C ONUCbID AeNl CTPYKTYPHOro nogpasfeneHvs B apxuB
opraHusauuu.

177. Tlpu cocTaBneHUMm oONMUCU [Oen CTPYKTypHOro nogpasgeneHnss cobniogatTrcs
crneayowme npasuna:

3arofioBKM Aen BKMYAKTCH B OMUCb Aen CTPYKTYPHOro noapasfieneHus Toro rofa, B
KOTOPOM OHM ObinM HayaTbl AEeNnonpoM3BOACTBOM WM MOCTYNUMM B OpraHusauuio ans
NpOAOIKeHUS BeAeHWs B AerNOonpon3BOACTBE;

3aronioBKM Aen, HayaTbIX Aenonpon3BOACTBOM B OQHOM CTPYKTYPHOM noapasfeneHuu, a
3aTeM NPOAOIIKEHHbIX B APYroM, BKNHOYAOTCA B ONUCH e TOro CTPYKTYPHOro nogpasgeneHuns,
B KOTOPOM OHM ObIfIN 3aKOHYEHbI;

3aronoBKN Aen ¢ nnaHamu, otTyeTamu, CMETaMm BKOYAKTCA B ONUCh AN CTPYKTYPHOro
nogpasgeneHus TOro roga, Ha KOTOPbI WMAM 3a KOTOPbIN YyKa3aHHble [OKYMEeHTbl Obinmu
COCTaBIiE€Hbl, HE3aBMCMMO OT AaTbl UX COCTaBMNEHWS;

3arofnoBkM Aen C nnaHamu, nporpaMMamp, pacCYMTaHHbIMM Ha HECKOSbKO JeT,
BKMOYAKOTCA B OMUCb Aen CTPYKTYPHOro nogpasgeneHus no HavyanbHOMY rody AencTBus
yKa3aHHbIX AOKYMEHTOB;

3arofnioBkM Aen C MTOroBbIMM OTYETaMM O BbINOMHEHMN TakUX MNaHOB, MPOrpamMm
BKMOYAKOTCA B ONUCb Aen CTPYKTYPHOro nogpasgeneHus no nocnegHemy rogy AencTsus
nfaHa, nporpamMmel;

B OMUCKM [Jen CTPYKTYpPHOro MoApasgernieHns no JfMYHOMY COCTaBy 3arofioBKvM Aen
CUCTEMATM3NPYIOTCSA NO HOMUHANBHOMY MPU3HAKY;

NnopsiaoK Hymepauumm Aen B onncu gen CTPYKTYPHOro nogpasgeneHuns - BanoBblii;

rpadbl onNucK gen CTPyKTYpHOro nogpasgeneHnst 3anosiHATCA B TOYHHOM COOTBETCTBUM C
TeMu CBeeHUAMMN, KOTOPble BblHECEHbI HAa 0BMNOXKY Aena;

nepeHoc TeKcTa 3arofioBka Aena Ha Apyrylo CcTpaHuuly Oonucu Aen CTPYKTYpPHOro
nogpasgeneHust He gonyckaeTcs;

npyv BHECEHWWN B ONWCb Aen CTPYKTYPHOro noapasfeneHusi 3arofioBKOB Aen C KONUaAMn
OOKYMEHTOB B 3arofloBKax COOTBETCTBYHOLLMX e YKa3blBaeTCs KONMMMHOCTb JOKYMEHTOB;

3aronoBku NepexoasLlmx ger, cogepxalmx JOKYMEHTbl 3a HECKOMbKO NeT, BKNo4alTCcs B
OonNuncb Aen CTPYKTYpPHOro nogpasgeneHnsa no rogy 3aesefeHunsa gen. MNpu coctaBneHun onucemn
Aen CTPYKTYpHOro nogpasaeneHvs nocnegyrowmx net, B TeYeHUe KoTopbiX bopMupoBaHue



nepexoaswux aen 6b1o NPoAOSHKEHO, B HUX 3a NOCnNeAHEen onucaTenbHOM CTPOKOW KaXaoro
roga genatTca CCbIIKM HA HOMepa Aen No ONUcK Aen CTPYKTYPHOro NoAapasgerneHns Toro roga,
B KOTOPYIO 3arofioBKM 3TUX Nepexoasimnx aen Obinv BKYeEHbl;

rpacha onvcu [Jen CTPYKTypHoro noapasgeneHus "lMpumedaHne" ucnonb3yetcs Ans
OTMETOK O nepedaye Oen B apxvB OpraHusauuu, 0 genax, NPUHATbIX U3 APYTUX CTPYKTYPHbIX
noapasfeneHuin B TeyeHwe Aernonpou3BOACTBEHHOro roga, 06 0ocobeHHOCTAX U3nYecKoro
COCTOSIHUA A€ U MHbIX OTMETOK.

178. Onucn pen CTPYKTYpHbIX MoAapasgeneHun umerT Homepa. Homep onucu pen
CTPYKTYPHOrO noApasfeneHnss COCTOMT U3 WHAEKCA CTPYKTYPHOro nogpasaeneHvs no
HOMEHKNaType Aen opraHu3auuu, roga, 3a KOTOpbIM Aenia BKYalTcs B onucb. K Homepy
onucu aen CTPYKTYPHOro nogpasgeneHuns no nMydHOMy cocTaBy pobasnsietca 6e3 npobena
OykBeHHoe 0603Ha4veHne "nc", a K Homepy onucK gen BpemeHHoro (cebiwe 10 NeT) XxpaHeHus -
ng

179. B KoHUe onucu gen CTPYKTYypHOro nogpasgeneHus (3a nocrnegHern onmvcaTernibHOW
CTPOKOW) COCTaBNseTCA WUTOroBasi 3anvcb, B KOTOPOW uupamy M MNponucblo YKasbiBaKOTCA
KONMMYECTBO ferl, BHECEHHbIX B AaHHY0 ONUCb, NEpBbIN U NOCregHUn HoOMepa Aen Mo onucu
Aen CTPYKTYPHOro nogpasgerneHns, oroBapmMBaroTcst 0COGEHHOCTM HyMepaLumm gen B onucu gen
CTPYKTYpPHOro nogpasgeneHus (NMUTepHble 1 NponyLleHHbIe HOMepa).

180. Onucb pgen CTPYKTYpPHOro MoApasgernieHns noAanvcbiBaeTca COCTaBUTENEM C
yKasaHMem [OMKHOCTM  ChnyXaliero, pacwmpoBkM nognMcnm W gatbl  COCTaBIEHUS,
cornacoBblBaeTcd pykoBogutenem cnyxboel JOY opraHusauum (nvLoM, OTBETCTBEHHbLIM 3a
A0Y), 3K cTpykTypHOro nogpasgeneHus (Npy ee Hanuumu) n yTBepXaaeTcsa pykoBoguTenem
CTPYKTYPHOrO nogpasgeneHus.

181. Onucun gen CTpyKTYpHbIX NoApasaeneHnin COCTaBnNATCS B ABYX dK3eMnnspax, a npu
Hanuuun OK cTpyKTypHOro nogpasgeneHus - B Tpex. OQuH 3K3eMnnsap ocTaeTcsd B CTPYKTYPHOM
nogpasgeneHun, BTOPOW MepefaeTcs B apxXuB OpraHusauuMm BMeCTe C Aenamu, TpeTun
nogLwmnBaeTcs K npoTokony 3acenaHus K.

Onucn pen CTPYKTYpHbIX noapasgerneHvi MoryT cosfaBaTbCd B BuUAe [OKYMEHTa B
9NEKTPOHHOM BUAE, B TOM 4MCre 3MEKTPOHHOro OOKyMeHTa, B Mopsiake, YCTAHOBMEHHOM B
nyHktax 172 - 180 HacTosiwen UHcTpykumm, ecnn AC OOV, nHas nHgpopmaumoHHas cuctema
opraHusaumm obecnevmBatoT UX LLENIOCTHOCTb B TEYEHME YCTAHOBMEHHbBIX CPOKOB XPaHEHUS.

182. Ha obnoxkax gen, BHECEHHbIX B ONUCb AEN CTPYKTYPHOro noapasnerieHnsi, MAarkum
YepHbIM rpaUTHLIM KapaH4aloM NPOM3BOANTCH BPEMEHHas LWndpoBKa e B COOTBETCTBUN C
OMNUCbIO Aen CTPYKTYPHOro nogpasgenieHus.

183. MMpu Hanuuum B oOpraHmsaumMm OOLLECTBEHHOW OpraHv3auun ee [OOKYMEHThI
BKITHOYAIOTCS B OTAENbHYK ONUCb e, COCTaBnsemyto no ¢popme CornacHo npunoxeHuto 9.
Hena oOwecTBeHHOMW oOpraHuM3aumMm nepedarTcsa B apxMB  OpraHuMsaumMm B NOpPsiAKe,
npegycMOTPEeHHOM [ns nepefadn Aen CTPYKTYPHbIX ModpasferneHvuid, u  BKIYalTcs B
rogoBble pa3genbl CBOAHOW OnucK gen.

FMABA 16
NEPEOAYA OEN B APXUB OPFAHU3ALIMA

184. [lena noctosiHHOro, BpemMeHHoro (cebiwe 10 neT) xpaHeHns n No NIMYHOMY COCTaBy
nognexar nepegaye B apxvmB opraHusauuu.

Hena gomkHbl OblTb NepefaHbl B apXvMB OpraHn3aummn 1 BKMOYEHbI B CBOAHYIO ONUCH Aern
(ropoBoW pasgen CBOAHOW onucK Aen) no UCTeYeHun roga, Ho He NosgHee ABYX NET nocne mx
3aBepLUeHns 4enonpon3BoaCcTBOM.

Mepenada gen B apxvMB OpraHM3auum OCYLLECTBMASETCS MO OMUCSAM Aen CTPYKTYPHbIX
nogpasgerneHnin, CocTaBfsiEMbIM B COOTBETCTBUM C TpeboBaHuaMM rmasbl 15 HacTosdAwen
NHcTpyKumu.

185. ena BpemeHHoro (8o 10 neT) xpaHeHUs B apXMB opraHu3auum He nepegalTcsa v no
NCTEYEHUN CPOKOB BPEMEHHOr0 XpaHeHus noanexar yHudToxeHuto. [lepegada pgen
BpemeHHoro (0o 10 neT) xpaHeHWs B apxvB OpraHu3aumm OOMyckaeTcsl B UCKNHOYUTENbHbIX
cnyyasx no peLleHunio pykoBoauTens opraHusaumn. lNepegadva Takux gen B apxus opraHmsaumnm
OCYLLECTBIISIETCA MO COrfacoBaHWIO C apxvMBOM OpraHv3auuu no ONUCAM AeNnl CTPYKTYPHbIX
noapasfeneHnn unu No HOMeHkKNaType Aen opraHnu3auun.



186. Mpwn HannuMM CTPYKTYPHbIX NoApasaeneHnin Aena nepeaatTcsa B apxXuB opraHnsaumm
no rpaduKy npuema fern B apxme opraHm3aumm.

Mpu nepenaye aen B apxvMBe opraHv3aumm NpoBepsieTcsi NPaBUbHOCTL POPMUPOBaHMS U
ohopMNneHnNss aen, COOTBETCTBME KONMUYECTBa [erl, BHECEHHbIX B OMWUCb Aen CTPYKTYPHOro
noapasdeneHusi, KonuyecTBy Aer, 3aBeOeHHbIX B COOTBETCTBMM C HOMEHKNATypou Aen
opraHusauuu. BbisiBNeHHble NpyM  NpPOBEpPKE HEAOCTaTKM  yCTpaHAwTCsa  paboTHMKamu
CTPYKTYPHbIX NOApa3aeneHun.

[ena nepepaioTca B apxvB oOpraHu3auum B NPUCYTCTBUM pPabOTHUKA CTPYKTYPHOrO
nogpasaenenunsi. Bo Bcex ak3emnnspax onucu Oen CTPYKTYPHOro noapasgenexHvs B rpade
"MpumedaHne" kaxxgoro 3arofioBka Aena NPoCTaBsOTCS OTMETKA O HannuMm Unmn oTCyTCTBUN
aen. B koHUe Kkaxgoro ak3emnngpa onvcu Aen CTPYKTYPHOro nogpasgeneHvs uudpamum um
NPOMMCLI0  YKa3blBAOTCA KONMMYECTBO (DAKTUYECKM MPUHATLIX B apXuMB OpraHusauuun gen,
HOMepa OTCYTCTBYHWOLMX [feN, Aata npuema-nepefayn Aern, HaMMEHOBaHWUSI LOJIKHOCTEN
cnyXalumx, NOANMCK, pacluMpoBKM NOANUCEN Nyua, NepeaasLuero gena, u paboTHuka apxmsa
(nMMua, OTBETCTBEHHOIO 3a apXxuB), MPUHSIBLLENO Aena.

CBepeHHble C ONWUCbID Aen CTPYKTYPHOro noppasfdeneHust gerna nogbuvparTcs u
YBSA3bIBAOTCHA B apXMBHbIE CBA3KMN TONLMHON 00 20 CM UNun NomeLLanTcs B apXMBHbIE KOPOOKMU.
[ena yknagbiBatloTCA MO BO3pPacTaHUO HOMEPOB B OMUCK AeNl CTPYKTYPHOro nogpasgenenus
KOpelwKkaMm Ha o00e CTOpoHbl. [lena [OOCTaBNsATCA B apxXvMB oOpraHusaumn paboTHUkamu
CTPYKTYPHbIX NoApa3aeneHui.

187. lNepepaya aNEKTPOHHbIX A€ B apxvB OpraHumsauuu OCYLIECTBNASiETCA B NOpsake,
YyCT@HOBITEHHOM 3aKOHOAATENbCTBOM 00 apXMBHOM A€Ene M OeNOonpon3BoaCcTBe.

(n. 187 B peq. noctaHoBneHnst MuHiocta o1 24.07.2026 N 40)

MNMABA 17
YHUYTOXEHUE OOKYMEHTOB C MCTEKLULMMN CPOKAMU XPAHEHWUA

188. OT6Op Aen K YHUUTOXEHMIO OCYLLLECTBIISAETCA NO pe3dynbTatam 3KCNepTu3bl LEHHOCTU
OOKYMEHTOB NocCrne MOAroTOBKM CBOAHbIX OnNucen aen (ro4oBbiX pasgenoB CBOAHbLIX Onvcen
Oern) nocTOosiHHOro, BpemMeHHoro (cBbiwe 10 neT) XpaHeHus U No JfIMYHOMY COCTaBy M
ohopMnNAeTCs akToM O BblOEMEHUU K YHUUTOXEHUIO OOKYMEHTOB W Aen, He noafiexalimx
XpaHEeHUto.

HenocpencTBeHHbIN OTOOP AOKYMEHTOB K YHUUTOXEHUIO B CTPYKTYPHbIX nogpasgeneHnsx
OCYLLECTBMAT pabOTHMKKN, OTBETCTBEHHbIE 3a BeAeHWE OEeMNONpomM3BOACTBA, B OECCTPYKTYPHbIX
opraHmsaumsax - paboTHUKM, OTBETCTBEHHbIE 3a LOKYMEHTaunoHHoe obecnedeHne OTAENbHbIX
ynpaBreH4yecknx  yHKUMn  (HanpaBneHuUnm  OesTenbHOCTM)  opraHmsaumn.  [lpoBepky
npaBuNbHOCTK NponsBeaeHHoro otéopa ocywectenset LOK (OK) opraHmsaumm.

189. [ena BKNO4alOTCA B aKT O BblAENEHUN K YHUYTOXEHUO OOKYMEHTOB W Aen, He
noanexaiimx XpaHeHu, ecrny yYCTaHOBMNEHHbIN CPOK MX XpaHeHMs UCTeK K 1 aHBaps roga, B
KOTOPOM COCTaBJIEH aKT.

190. AKT O BblAENEHUN K YHUHMTOXEHMIO OOKYMEHTOB U AEn, He Nnognexalinx XpaHeHuto,
COCTaBnsieTcAd Ha [ena BCeW oOpraHvM3auuMnm WnNu Ha Jdena OTAENbHOrO  CTPYKTYPHOrO
nogpasgeneHnsi. Ha gokymeHtol u gena ¢ otmetkon "OMNK" coctaBnsieTcs oTAenbHbIA akT Mno
dopme cornacHo npunoxenuto 10.

Ecnn B akT 0 BblgeneHnn K YHUHTOXEHUIO JOKYMEHTOB U Aerl, He NoANneXallnx XpaHeHuio,
BKIMIOYEHbl [efna HEeCKONbKUX CTPYKTYPHbIX nogpasaeneHvnii, TO HaMMEHOBaHWE KaXgoro
CTPYKTYPHOIO nogpasfernieHns ykasblBaeTcsi nepen rpynnov  3arofioBKOB  Aen 3Toro
nogpasgeneHus.

191. AKT O BblOEMNEHUN K YHUUYTOXEHNIO OOKYMEHTOB M A€M, He noanexalnx XpaHeHuo,
coctaBndeTcs no dopme cornacHo npunoxeHuto 10. B akte o BblgeneHnn K YHUYTOXEHUIO
OOKYMEHTOB U1 fief, He Noanexalnx XpaHeHuto, YKasblBalTCA:

3aronioBKuM OTAEMbHbIX Aen UMW rpynnoBble 3arofloBKM OAHOPOAHbLIX Aer;

Aarta gena vnuv kpanHue gatel gen. [lonyckaeTtcs ykasbiBaTb TOSNbKO rof (roabl);

perncTpaumoHHble MHOEKCbl HOMEHKNaTyp Aen opraHmMsaumn, B KOTOPbIX OblAW yYTeHbI
BblAeNnsieMble K YHUYTOXEHWO Jena, WM Homepa onucerd Aen BPEMEHHOro XpaHeHus, B
KOTOpble Obinn BKMOYEHbI BblAENAEMbIE K YHUHTOXEHUIO Aena (ans Aen Co CPOKOM XpaHeHUs
6onee 10 neT, B TOM 4ncne No ANYHOMY COCTaBy), HOMepa onuncen gen NOCTOSAHHOIO XpaHeHus,



N3 KOTOpbIX B Xo4e WX nepepaboTkm oTaenbHble Aena unum AOKYMEHTbl Obinv BblAeNeHbl K
YHUYTOXEHMIO. Ecnun rpynnoBoi 3arofiloBOK OOQHOPOAHbLIX ANl BKYaeT geria 3a HEeCKOSbKO
neT, JONyCKaeTCH yKasbiBaTb TONbKO PErMCTPALMOHHbBIN MHOEKC NOocriegHEeNn HOMEHKNAaTypbl Aen
opraHv3auum, B KOTOPOW ObINn yYTEHbI BbliAENsieMble K YHUMTOXEHMWIO AeNa;

WMHOEKCHI Aen N0 HOMEHKNaType Aen opraHn3aunm unm Homepa gen no onucu gern;

KONM4ecTBO gern (TOMOB, YacTen) (Kaabi TOM yYMThIBAETCS Kak OTAENbHOE Aero);

CPOKM XpaHeHns Aen 1 HoMepa MyHKTOB NO NepeyvHto, MHOMY HOPMaTUBHOMY NPaBoOBOMY
akKTy.

192. AKT O BblAEMNEHUN K YHUUTOXEHNIO AOKYMEHTOB M A€M, He noaniexalmnx XpaHeHuo,
nognucbiBaeTcs NMLUOM, NPOBOANBLLMM 3KCNEPTU3Y LLIEHHOCTU LOKYMEHTOB, 1 paccMaTpnBaeTcs
Ha 3acepgaHum LIOK (3K) opraHunsaumu.

AKT O BbIAENEHUN K YHUYTOXEHMIO OOKYMEHTOB M [O€f, He nognexalimx XpaHeHuio,
yTBEPXKOAETCs PYKOBOAUTENEM OpraHuM3auum nocne yTBEPXOEHUS UM CBOLHOM Onucu Aen
(rogoBoro pasgena CBOAHOW onMcK Aern) NOCTOAHHOrO XpaHeHust (Mpy ee HanuMyumn) U CBOAHOM
onucn gen (rogoBoro pasgeria CBOAHOW onuvcu Aen) no IMYHOMY COCTaBy, COCTaBIIEHHBLIX W
0)OPMIIEHHBIX B COOTBETCTBUM C TpebOOBaHMAMM 3akoHoZaTenbCTBa 00 apxXuBHOM Aene wu
[enonpon3BoacTBe, akta O BblAEMNEHUN K YHUUTOXEHNIO JOKYMEHTOB 1 gen ¢ otmeTtkon "3lMK",
He noanexalumx XpaHeHuto (Npu ero Hanu4un).

(4yacTb BTOpada n. 192 B pea. nocraHoBneHnst MuHiocta ot 24.07.2026 N 40)

AKT O BblAENEHUN K YHUHTOXEHUIO AOKYMEHTOB M aen ¢ otmeTkon "OlNMK", He nognexaiwmx
XpPaHEeHUo, opraHusauun, SBNAWNXCA WUCTOYHMKAMWU KOMMMEKTOBaHMSA rocygapCTBEHHbIX
apxvBOB, COIMacoBbIBAETCS C COOTBETCTBYIOLMMM [OCYOAPCTBEHHBIMM apXMBaMn UMK
CTPYKTYPHbIMM MNogpasfeneHnsiMm no apxvmeaMm M OenonpomsBoactBy obnactHeix (MuHcKoro
ropoacKOro) UCNOSTHUTENbHBIX KOMUTETOB.

193. [JOKyMeHTbl M Aena C UCTEKWMMM CPOKaMU XPaHEHWsa paspellaeTcs YHUYTOXaTb
TOSbKO MOCIEe YTBEPXAEHNA PYKOBOAUTENEM OpraHM3auumn akta O BblOENEHMM K YHUUTOXEHUIO
OOKYMEHTOB U [en, He MoAnexalimx XpaHeHuto, B COOTBETCTBMM ¢ TpeboBaHMAMY nyHkTa 192
HacToswwen VIHCTpyKLMK.

194. OtobpaHHbIe K YHUYTOXEHUIO N BKITHOYEHHbIE B aKT O BbIAENIEHUU K YHUYTOXEHUIO
OOKYMEHTOB W [ef, He noafexawmx XpaHeHWH, OOKYMEHTbl MepedatoTcsl opraHusauusi,
BeJalLWUM 3aroTOBKOW BTOPUYHOIO Chbipbs. Wcnonb3oBaHWe 9TUX [JOKYMEHTOB AN
XO3SAMCTBEHHbIX HYX[ 3anpelueHo. Coayva OoKyMeHTOB odopmMIisieTcsi TOBapHO-TPaAHCMOPTHOM
HaknagHon (akTom chauvv-npuemkn). [lata cgadum m HOMep TOBapHO-TPAHCMOPTHOW HaKMagHOM
(akTa cpaun-nNpuemkn), a Takke BeC AOKYMEHTOB YKa3blBaeTCs B akTe O BblAeNlieHUn K
YHUUTOXEHMIO JOKYMEHTOB U Aer, He NoAneXalunux XpaHeHuto.

YHUUTOXEHNE OOKYMEHTOB HaumoHanbHoro apxuBHoro donga Pecnyonukm benapycb
3anpeulaeTcs.

rMABA 18
OMNEPATUBHOE XPAHEHUE OAOKYMEHTOB

195. C MOMeHTa 3aBedeHust U OO Nepedayn B apxXMB OpraHM3aumMyM Unu YHUYTOXEHUS
nocrne WCTEYEeHUS CPOKOB BPEMEHHOIO XpaHEHMSI [JeNnla  XpaHATCs B CTPYKTYPHbIX
nogpasgeneHmsx (y AOSMKHOCTHBIX NnL) Mo MecTy (hOpMUPOBaHUS.

Hena xpaHaTtca B paboumx KkoMHaTax v (Mnu) cneumanbHO OTBEAEHHbIX AN 3TOW Lenu
noMelleHusx B LKadax, obecneumBarOMX WX MOMHYI COXPAHHOCTb, MNPEeaOXPaHSIOLLMX
OOKYMEHTbI OT NbIIN U BO34ENCTBMS CONMHEYHOrO CBETA.

196. B uenax noBblLEHUA OnNepaTMBHOCTM NMOUCKa OOKYMEHTOB fena pacrnonaratoTcs B
wkadpax B BEPTMKANbHOM MOSIOXKEHUM KOPELLKaMN HapyXy B COOTBETCTBMM C HOMEHKNaTypou
Aen opraHusaumm. Ha kopelukax o6noXek Oen ykasblBalTCHA MHOEKChl MO HOMEHKNaType Aen
opraHumsaumu.

ONEKTPOHHbIE HOCUTENN C (hOHOrpaMmMamm 3acedaHnin KonnermarnbHbIX OpraHoB XpaHATCS
y cekpeTapsa konnernanbHoro opraHa. OTMeTKM O pgate 3acefaHusi U BPEMEHU 3anucu
JenarTca Ha ynakoBke HocUTenen.

197. JokyMeHTbl N Aena, HaxoasLmMeca Ha onepaTUBHOM XpaHeHUN, MOryT BblaBaTbCs B
nonb3oBaHME B Npegernax opraHnsauum gpyrum CTPYKTYPHbIM NoapasaenieHsM opraHvM3aumm,
CTOPOHHMM OpraHm3aunsimM 1 B criydasix, onpegerieHHbIX 3aKkoHO4AaTENbCTBOM, rpaXgaHam.



Bblgava OokymeHTOB M gen B nonb3oBaHue [pYromy CTPYKTYPHOMY MoApasfeneHunto
opraHvM3auumn Npov3BoOANTCA C paspeLleHns PyKOBOAMTENSA CTPYKTYPHOro nogpasaerneHus.

Bblgaya OOKYMEHTOB W [den CTOPOHHEW oOpraHusaumy npov3BOAUTCA Ha OCHOBaHWUMU
3anpoca 3Ton opraHu3auuu 1 pesontoLnn pykoBoaUTENS opraHnu3auuu.

Bblgaya [OOKyMEHTOB M fen rpaxgaHam OCyLeCTBnseTca B COOTBETCTBUM C
3aKoHOAaTEeNbCTBOM.

N3baTne (BbleMka) OOKYMEHTOB W3 [en MOCTOSHHOIO XpaHeHMs Npou3BOauUTCS C
06a3aTenbHbIM BKIIIOYEHMEM B AEN0 3aBEPEHHOMN KOMUM U3BSTOIO JOKYMEHTA.

198. [Insi KOHTpOnsi 3a BO3BpPAaTOM Ha MECTO BblAAHHOIO (M3bLATOrO) M3 Aena OOKyMeHTa
nomMeLlaeTcsl NIMCTOK-3aMeCcTUTENb AOKYMeHTa no dopme cornacHo npunoxenuio 11. [Ons
KOHTPONSA 3a BO3BPaTOM [ef COCTaBnsieTCA KapTa-3amecTuTens gerna no dopme CorfnacHo
npunoxeHuto 12.

MNMABA 19
OCOBEHHOCTU PABOTbI C JOKYMEHTAMU B SJIEKTPOHHOM BUAE

(B pea. noctaHoBneHnsa MuHiocTa o1 24.07.2026 N 40)

199. Ncnonb3yemble B opraHn3aunm gopmaTthl hannoB JOKYMEHTOB B 35IEKTPOHHOM Buae
OOImKHbI obecneymBaTb MX LLEMOCTHOCTb, BO3MOXHOCTb BOCMpOM3BeaeHMs hOpMbl BHELLHEro
npeAcTaBneHns Ha Bcex atanax 0opaboTkm U XpaHeHus.

BHyTpeHHME [OOKYMeHTbl OpraHu3auuMm B 3NeKTPOHHOM Buae (dannbl obwien 4vactu
3MEKTPOHHBIX JOKYMEHTOB), B TOM YMCIIE SMNEKTPOHHbLIE KOMUN U SMIEKTPOHHLIE OTOGpPaXeEHMUs
OOKYMEHTOB Ha ByMakHOM HOcuTene, NOCTOSIHHOIro M BpeMeHHoro (csbiwe 10 neT) xpaHeHus
unm ¢ otmetkon "OTMK", BkNoYaa NpuNoXeHus, OOMKHbI OblTb NpeactasneHbl B dopmarte
Portable Document Format (PDF/A1 nnn PDF/A2).

[oKyMeHTbl B 3neKTpoHHOM Buae (dannbl obLien 4acTu 3NEKTPOHHBIX OOKYMEHTOB), B
TOM 4MCrEe IMEKTPOHHbIE KOMUU U JNEKTPOHHbIE OTOOpPaXeHUA OOKYMEHTOB Ha OyMarkHOM
HOCUKTENe, BKITOYas MPUINOXEHUS, HanpaBfseMble B CTOPOHHME OpraHM3aunn, OOIDKHbI OblTb
npegcrtaeneHbl B popmaTe Portable Document Format (PDF/A1 nnu PDF/A2).

200. MMopgroToBKka [AOOKYMEHTOB B 9fEKTPOHHOM Buae (06wen YacTu 3neKTPOHHbIX
OOKYMEHTOB) OCYLUECTBIISIETCS MO MpaBuiiaM, YCTAHOBIIEHHbIM HacTosilen WHCTpyKunen B
OTHOLLUEHNN aHANOrM4YHbIX JOKYMEHTOB Ha OYMaXHOM HocuTerne.

201. [JOKYMEHT B 9feKTPOHHOM BUAE AOIMKEH WUMETb BCE PEKBU3WUTLI, YCTAHOBMNEHHbIE
HacToswen WHCTpyKuMen AONna aHanormyHoro [JOKyMeHTa Ha OymaxHoM Hocutene, 3a
UCKIloYeHneM un300paxeHns [ocypgapcTtBeHHoro repba Pecnyonukn bBenapycb, a Takke
OTTUCKOB MevyaTen n wTamnoB. PacnonoxeHne un ogopmreHve TekcTa W PEKBUIUTOB B
dhopmynape OKyMeHTa B 3N1EKTPOHHOM BuAe (06LLEeN YacTu SNEKTPOHHOrO AOKYMEHTA) Npu ero
BHELLUHEM MpPeACTaBMEHMUM OOIMKHO COOTBETCTBOBATb TPeOOBaHMSAM, YCTAaHOBIIEHHLIM B rMnaBax
5 - 7 HacTosAwen NHCTpyKunn.

Mpn noaroToBke AOKYMEHTOB B 9MIEKTPOHHOM BMOE MOTYT MCMNOMb30BaTbCs LWABMOHbI
OOKYMEHTOB B 3IIEKTPOHHOM Buae. CocTaB pPEKBU3UTOB B 3arofIOBOYHOM 4acTu LwabrnoHOB
OOKYMEHTOB B OJfIEKTPOHHOM BUAE W WX pPacChofioKEHMe [OOSKHbl COOTBETCTBOBATb
0bOpPMNEHNIO PEKBM3UTOB OnaHka AoKymMeHTa Ha OyMaXHOM HocuTene, 3a WCKNHYEHUEM
n3obpaxeHus MocygapcteeHHoro repba Pecnybnuku benapychb.

202. B pgokymeHTax B 3feKTPOHHOM Buae npu odopMAeHUn pekemsntoB "lMpud
yTBepxaeHus", "lpud cornacosanusa", "Busa", "lognuck", B coOCTaB KOTOPLIX BXOOMUT
COOCTBEHHOpPYYHasA MNOAMMUCb, BCE COCTaBHble Y4acTUM TakUMX PEKBM3UTOB, 3a WCKIOYEHUEM
COBCTBEHHOPYYHOM MNOAMNMUCK, MNPU BHELWIHEM MPeACTaBMEHMM [OOKYMEHTa [dOJDKHblI OblTb
OTpaXXeHbl HEMOCPEACTBEHHO B (hOpMynsipe AOKYMEHTa B 3MEKTPOHHOM Buae (oblien vactm
3AMEeKTPOHHOrO  AokyMeHTa). B kauectBe akBMBaneHTa COOCTBEHHOPYYHOW MOAMMCU
ucrionbdyetca OUIM unn  wuHble aHanorm CcoB6CTBEHHOPYYHOW nognucn B Criyyas,
NpenyCMOTPEHHbIX YaCTbio BTOPOW HACTOSLLIErO MYHKTA.

[onyckaeTcsa nognucbiBaTb, COMMacoBblBaTh, YTBEPXAATb BHYTPEHHUE [OKYMEHTbl B
3NeKkTpoHHoMm Buge 6e3  wucnonb3oBaHuss AU, ecnn uMHOe He  yCTAHOBMEHO
3aKOHOOATENbCTBOM, MpPM  YCMOBMM, YTO MpOrpaMMHble CpeAcTBa, WCMONb3yeMble B
opraHusauuu, no3BOMAT  OAHO3HAYHO  MAeHTuduuupoBatb  NMUO,  nognucasLlee



(cornacoBaBluUee, yTBepAUBLLEE) JOKYMEHT.

203. PekBuantbl "[ata gokymeHTa" n "PernctpaumoHHbI MHOEKC" B AOKYMEHTax B
3MIEKTPOHHOM BMAE BHOCATCA B €ro (opmynsip MOMHOCTbIO, €CnNM 3TO He HapylaeT
LEenoCTHOCTb M MNOANMHHOCTL [OKYMEeHTa nocne ero noanucaHus (yteepxaeHus). B uHbIX
cnyydasx peksmauTbl "[ata pgokymeHTa" v "PermctpauuoHHbId  MHOEKC" oTpaalTcs B
y4eTHO-pernctpaumoHHbix popmax (PKK, xxypHane) Ha GyMakHOM Mnn 3EeKTPOHHOM HocuTene.
HonyckaeTtcsa BkntoveHne B oOpMynap OOKYMEHTa B 3M1EKTPOHHOM BMAE COCTaBHbIX YacTen
peksusmMToB "[aTa AokymeHTa" u "PerncrpauuoHHbIn MHAOEKC", M3BECTHbIX A0 NOAnMcaHus
OOKyMEHTa B OrIeKTpOHHOM Buae (Mecsau W oA, WHOEKC Adena Mo HOMEeHKnaType aen
opraHusauun).

204. PekBusant "Pesonouua" B OOKYMEHTax B 93MNEKTPOHHOM Buae oTpaxaeTrcs B
y4eTHo-pernctpaumoHHbix dopmax (PKK, xxypHane) Ha OymMaxHOM MM SNeKTPOHHOM HocuTene
unn  ocdopmniseTcs  NIMCTOM  pe3oniioumW,  COAepXaHue  KOTOpOW  MepeHocuTcss B
y4YeTHO-perncTpaumoHHsle opmbl (PKK, XypHan) Ha 6yMaXHOM unv 3NeKTPOHHOM HocUTene.

205. B pokymeHTax B 3reKTpOHHOM Buae npu odopMneHun pekBusuta "OTmeTKa O
HanMMuMM  NpUNoXeHna" OOMNOSMHUTENbBHO  YyKasblBalOTCA UMA U paclumpeHue anna,
cofeprkaLlero NpunoxeHue.

206. BHelwHee cornacoBaHWe 3rIEKTPOHHOIO [JOKyMEHTa OCYyLUEeCTBSeTcs nyTem
paccbifnkn MpoeKkTa 3MeKTPOHHOro OOKYMEHTa B cornacywlwme opraHusaumm. CornacoBaHue
NpoeKTa 3MEeKTPOHHOIro JOKYMEHTa OCYLLECTBSIETCA NOCPeaCcTBOM nognucaHust obuien yactum
NpoeKTa aNeKTPOHHOro AokyMeHTa 3L nuua, cornacyoLwero 4oKyMeHT, Mnbo NMMCbLMOM.

B nepBoM cnyyae npoekT 3MNEeKTPOHHOro [OOKYMEHTa COrnacoBbliBAeTCA MYTEM €ro
nognucanma 3L nuua, ynonmHOMOYEHHOro OCYLECTBASATbL cornacoBaHue. CornacoBaHHbIN
NPOEKT HampaenseTcs B OpraHM3auuio, €ero noaroToBMBlWYK. [locne nonyyeHusa oOT
COrnacyLwmx opraHmsauuin corflacoBaHHbIX MPOEKTOB 06Liasi YacTb MpOeKTa 3MeKTPOHHOro
OOKyMeHTa noanucbiBaeTcs (YTBepXXOaeTcs) NMLUOM, YMNONTHOMOYEHHbIM Ha ero nognucaHue
(yrBepxaeHue). Bce SUIT BkmoyaTCAa B OCOBEHHYIO YacTb SMEKTPOHHOro AOKYMEHTa, WUnwn
dopmMumpyeTCca NUCT cornacoBaHuda ¢ ncnonb3oBaHmeM cpeacte AC JOY. CeeaeHus 0 nuuax,
COrnacoBaBLUMX MPOEKT JNEKTPOHHOIO OOKyMEHTa (HauMeHOBaHUSA LOSMKHOCTEN CRyXXalumx,
MHUUMansl, amunun), n gatbl cornacosaHus BHocatca B PKK cpegcteamn AC [1OY.

Bo BTOpOM cnyyae cornacytowas opraHusaumsa HanpasnsieT MMCbMO O COrnacoBaHuu,
nognucaHHoe AL ynonHomoveHHoro nuua. lNMocne nony4yeHnsi MMCeEM O COrnacoBaHUKM OT BCEX
cornacyloLwmx opraHusauun B MPOEKT oOWen 4YacTu SfEKTPOHHOro AOKYMEHTa BHOCHATCS
cBegeHnss 06 Mx gaTtax U perncTpaumoHHbIX MHAekcax. [MpoekT 3MneKTPOHHOro AOKYMeHTa
nognucelBaeTcs  (yTBepXgaeTcs)  NUUOM,  YMNOMHOMOYEHHBIM Ha  ero  nognucaHue
(yTBepxoeHue). CBegeHnst 0 nvuax, nognucaBlIMX NMUCbMa O COrNacoBaHUM (HAaMMEeHOBaHNSA
OOIDKHOCTEN CchnyXawimx, uHuumansl, damunuu), u gaTtbl cornacoBaHus BHocsaTcs B PKK
cpeacteamm AC JOY.

B cnyyae gopaboTkm MpoeKkTa SMNeKTPOHHOro AOKYMEHTA MO 3amMeYaHusaM opraHusauun,
OCYLLUECTBIIAIOLWMNX COrMacoBaHWe MNpPoeKTa SMEKTPOHHOrO  OOKYMEHTa, OH MOBTOPHO
HanpaBnsaeTCs Ha cornacoBaHue.

207. BHyTpeHHee cornacoBaHWe TMpoeKTa 3IIEKTPOHHOIO [OOKyMeHTa (BM3MpPOBaHUE)
ocyuwlecTBnisieTcss € ucnonb3oBaHvem cpegctB AC  [OY. Jluuya, ocyuwecTtenswowme
cornacoBaHue MpoeKTa SfeKTPOHHOro [LOKYMEeHTa, MofydawT AOCTyn K Hemy nocne
aBTopusauum n ngeHtudunkauum 8 AC JOY.

B cnyyae goopaboTky npoekTa 3NeKTPOHHOro OOKYMEHTA OH MOBTOPHO HanpaBfsieTCcs Ha
cornacoBaHue.

Busa Bknovaetca B PKK unn odopmnsercsas oOTAeNbHbIM FIMCTOM COrfiacoBaHUsi C
ncrnonb3oBaHnem cpeactes AC 1OY.

CeegeHus 0 nuuax, COrracoBaBLUMX MPOEKT 3SIEKTPOHHOrO OOKYMEHTa (HavMeHOBaHUS
OOJDKHOCTEN CrniyKalimx, nHnumnansl, amunum), n gatel cornacosaHus cpegctsamm AC OOY
BHocsaTcsa B PKK.

B cnyyasax, ecnu cornacoBaHue NpoeKTa 3SIEKTPOHHOrO AOKYMEHTa OCYLLECTBISIETCS
nyteMm nognucaHms obLier 4acTu MNpoeKTa JMEeKTPOHHOro AokymeHTa, OUI Bknwovatotcsa B
0COBEHHYI0 YacTb NPOEKTa ANEKTPOHHOrO AOKYMEHTA.

208. BHellHee n BHYTpEeHHEE corfnacoBaHne UHbIX JOKYMEHTOB B 3fIEKTPOHHOM BUAE, HE
yKkasaHHbiXx B nyHktax 206 wn 207 Hactosiwen WHCTpykumu, 6e3 wucnonb3oBaHusa I



JonyckaeTcd No COornalleHutd CTOPOH MpuM  YCNOBUKW, YTO MporpaMMHble CpeacTBsa,
npMMeHsieMble B OpraHu3auusax, Mo3BOMAIT OAHO3HAYHO WMAEHTMUUMPOBaTb  NNLO,
cornacoBaBLlee JOKYMEHT, eCN MHOe He YCTaHOBEHO 3aKOHOO4ATENbCTBOM.

BHewHee ¥ BHYTpeHHee cornacoBaHWe [JOKYMEHTOB B 3IIeKTPOHHOM Buae B
WH(POPMALIMOHHBIX CUCTEMAx, B KOTOPbIX peanuayetcs 9SMNeKTPOHHOEe WHMOPMaLMOHHOEe
B3aMMOAENCTBUE, OCYyLeCcTBNAsSeTCA B MNOpsake, OnpederieHHOM  perfiameHTamu  unu
NOSNTIOXXEHNSIMU O HUX.

209. CBegeHuna o nuuax, corrnacoBaBLUMX (3aBU3NPOBABLUNX) OOKYMEHT B 3MEKTPOHHOM
Buae (HaMMeHOBaHWS OOIDKHOCTEN CryXawux, UHuumanel, ammnum), n aatbl CornacoBaHus
(BM3MpOBaHUA) OTpaxawTca B Y4YeTHO-perncTpaumoHHbix ¢opmax (PKK, >xypHane) Ha
OYyMaXHOM UNM  3NEKTPOHHOM HocuTene unuM OodOpPMIAITCA JIMCTOM  COrflacoBaHus,
coepXxaHne KOTOpPOro MnepeHocuTcst B y4eTHo-pernctpauunoHHble dopmbl (PKK, xypHan) Ha
ByMaXXHOM WUnn 3NEKTPOHHOM HOCUTene.

Mpn BHEWwHeM cornacoBaHMM [OKYMEHTOB B OfEKTPOHHOM BuAe MMCbMOM WM
NMPOTOKOSIOM Ha3BaHWs COrnacylowmx OOKYMEHTOB, WX aBTOPbl, AaTbl U PErNCTPaUMOHHbIE
WHOEKCbl BHOCATCA B (POpMynsp [OOKyMEHTa B O3fEeKTPOHHOM BuAe M OTpaxalTca B
y4yeTHO-pernctpaumoHHbix oopmax (PKK, xxypHane) Ha 6ymakHOM Uin 3feKTPOHHOM HocUuTene.

210. MNognucaHne aneKTPOHHOro AOKyMEeHTa ocyulecTBnseTcsa nytem BbipaboTtku UMM ¢
NPYMEHEHNEM JIMYHOTO KMoya, BnagenbLeM KOTOPOro fABMsieTcs Nnvuo, ykasaHHoe B obuien
YyacTu AMNEKTPOHHOro AoKymMeHTa B pekBuauTe "lMognmce”. OUIM, Bnagenbuem NUMYHOMO Kroya
KOTOpOW SABNSAETCS OpraHu3auumsi, MOXeT MPUMEHSATbLCS B KayecTBe aHarora oTTucka nedatu
AaHHOWN opraHM3auun.

Mpyn nognmMcaHun SNEeKTPOHHOro AokymeHTa cpegctBamm AC [OOY KoHTponupyetcs
OEeNCTBUTENBbHOCTb Ha MOMEHT MOANUCAHNA cepTudmKaTa OTKPLITOrO Krova U B HEOBXOANMbIX
cny4daax aTtpubyTHOro ceptudukarta, COOTBETCTBYIOLLUMX JIMYHOMY KIHOYY MOAMUCHIBAKOLLEro
nvua. Ceegenns o nuue, NOANUCaBLUEM 3NEKTPOHHbIN LOKYMEHT (HaMeHOBaHWe OOSKHOCTU
cnyxawero, nimumanel, damunus), cpegcteamm AC [10Y BHocaTcs B PKK.

211. PekBuautbl "OTmeTka O koHTpone", "OTmeTka 006 WCNOMHEHUM [OKYMEHTa MU
HanpaBneHun ero B geno”, "OTMeTka 0 NOCTYNNEHUN (PErMCTPaLMOHHBIA LUITAaMM BXOASLLEro
AOKyMeHTa)" B OOKYMEHTax B 3IeKTPOHHOM BMAE OTPaxalTcs B YyYETHO-perncTpaumoHHbIX
dopmax (PKK, xxypHane) Ha 6yMaXHOM Unu 3NEKTPOHHOM HOCUTENe.

212. B opraHuszaumm MOryT co3gaBaTbCd W UCMOSb30BATbCS ANIEKTPOHHbIE  KOMWUK
OOKYMEHTOB Ha ByMa)KHOM HocuTene (ganee - 9fieKTPOHHbIE Konun).

OneKkTpoHHasa KOMusi MPUMEHSIETCA B3aMeH [OKYMeHTa Ha OymaxHOM HocuTene,
CO3[aHHOro B CamMoK opraHu3aLmm Unm NonyyeHHoro eo:

npwv UCNOJTHEHMM AOKYMEHTA C Ucnonb3oBaHmeM cpeacts AC JOY;

npu OTNpaBKe MOCPEACTBOM  3MEKTPOHHOM  MouyThbl, MHOPMAUMOHHON  CUCTEMDI
BEJOMCTBEHHOIO (kopnopaTuBHOro) nnu MEXBEAOMCTBEHHOIO 3ANEKTPOHHOr0
AOKYMeHTOO6opoTa rocyaapcTBeHHbIX opraHoB Pecnybnvkn Benapyce.

M3rotoBrieHne aneKkTPOHHbIX KOMWI BKNOYaeT:

CO3JaHNe OJMNEeKTPOHHbIX OTOOpaXeHWW OOKYMEHTOB Ha OyMaxHOM  HocuTene,
COOTBETCTBYIOLLMX OPUTNHAnYy;

KOHTPOSb Ka4yeCcTBa NOofy4YeHHbIX 3NEKTPOHHbIX OTOBpaXeHW;

yOOCTOBEpPEHME 3MEKTPOHHBLIX KOMUN.

Cos3gaHne 9nekTPOHHbIX OTODpaXeHur ocyllecTBnseTca nytem (pOoToKONMpoBaHUSA
(ckaHMpoBaHus)  OpuUrMHanoB  OOKYMEHTOB  Ha  6GymaxHom  Hocutene.  [pouecc
doToKONMpPOBaHMA  (CKaHMPOBaHUA) OOMKeH obecneynBatb MNOMyYEHUE  INEKTPOHHbIX
oTobpaXeHui, coaepXalimx YeTKO pasnMynuMble TEKCT, M3o0paxeHus (Npu HanmuMuum) n Bce
BHELUHME 0COBEHHOCTUN opurMHana.

OGopoThl NMNCTOB OpuUrMHana, He codepkaline TeKcTa unmM M3o0pakeHuin, KonmMpyloTcs,
€CINN Ha HUX MMEITCH Kakme-rnmbo NOMeTKM, OTTUCKM LUTaMMOB.

Ecnu opurnHan m3rotoeneH B YepHo-6enom ns3obpaxxeHnn Ha 6enom oHe, aNEeKTPOHHOE
oTobpaxkeHne MoXeT OblTb YepHo-6enbiM. Ecnv opurmHan coaepXuT 3feMeHTbl UHbIX LBETOB
(mnomeTkM, moanmMcu, OTTUCKM nedaTen, norotunbl, ulobpaxeHue [ocygapcTBeHHoOro repba
Pecnybnukn Benapyck n gpyrne anemeHTbl) n (Mnu) LBETHOM (DOH, SNEKTPOHHOE OTobpaxeHne
AOMKHO ObITb LIBETHBIM.

Mpn coxpaHeHUM SMEKTPOHHbLIX OTOoOpaxeHun B Buae Gannoe kaxgomy danny



npuceBanBaeTcs YHWKanbHoOe WMMS, Mo3Bonsiolee OAHO3HAYHO COOTHECTM ero ¢ OpurMHanom
OOKYMeHTa Ha OyMaxHOM HocuTene, Kak MpaBwuno, MyTeM BKMOYEHUa B umsa  danna
perncTpaumMoHHOro MHAEKCa JOKyMeHTa.

YOocToBepeHne 3nekTPOHHOW Konuum  ocyllecTBndetrcs nyteM nognucaHua UM ¢
NPYMEHEHMEM JIMYHOTO KfYya nvua, W3roTOBMBLUEINO 3NEKTPOHHbIE  OTOOpaxeHus wu
NpoBEepMBLLETO UX KA4YeCTBO.

Jinuo (nuua), ynornHOMOYEHHOE oOpraHu3aunen yOOCTOBEPSTb JNEKTPOHHYK KOMuto,
onpenensaeTcsa nokanbHbIM NPaBOBbLIM aKTOM.

Mepen yooctoBepeHNEM 3NEKTPOHHOM KOMUU 3NEKTPOHHbIE OTOOpaXKeHWUsi BCEX CTpaHuL
opurMHana [osfkHbl ObiTb npeobpasoBaHbl B oauH ¢hann B dopmate Portable Document
Format (PDF/A1 nnn PDF/A2), ecnu nsHayanbHO OHWM Obinn cO34aHbl B UHOM rpadouyeckomM
dopmate. B ognH dain MoryT ObiTb BKITHOYEHBI OCHOBHOW AOKYMEHT M MPUIOXEHNS, a Takke
3NEKTPOHHOE OTOBpaKeHe pPe3oniouun, BbIMONIHEHHON Ha OTAENbHOM NUCTe.

213. Y4eT aneKTPOHHbIX KOMWUA BeAEeTCS NyTEM BHECEHUS COOTBETCTBYHOLUUX CBEAEHUN B
PKK gokymeHTa, Ansa KOTOporo co3gaHa anekTpPOHHas Konus.

B PKK gokymeHTa BHOCATCS:

[aTa U3roToBreHNs 3NEKTPOHHON KOMWK;

nma anna;

HaMMEHOBaHWEe AOOSMKHOCTU CRyXawero, nHuumanbsl u ammnns nuua, M3rotToBMBLLENO
ANEKTPOHHYHO KOMWIO.

CeepeHuss o6 anekTpoHHOW Komuu, BKAoYaemble B PKK, HaHocATCA Ha opurMHan
AOKYMEHTa Ha ByMaXHOM HocUTere Ha HUXHeM norne (Npy oTCyTCTBUM cBOBOOHOrO MecTa - Ha
obopoTe) MepBOro nmcrta AOKYMEHTa LTaMnoM, Bpy4dHyw nnbo B Buge wrtpux-koga. [pwm
HanMMuYnMM 3MEKTPOHHOIO OTOOpaXeHns LOOKYMeHTa Ha OyMaXHOM HocuTene npocTaBnsieTcH
oTMeTKa "Co34aHO aneKkTpoHHOEe oTobpakeHue", Npu Hanu4ymm 3NEeKTPOHHOM KOMuK - oTMEeTKa
"CospgaHa anekTpoHHas konus".

214. OneKTPOHHbIN OOKYMEHTOOB0pOT opraHmM3aumm ocyulecTensieTcsa B pamkax AC JOY.

OpraHunsaums anekTPoOHHOro 4OKyMeHToob0opoTa BKMOYaEeT:

ynpasneHne npoueccoM AocTyna K JOKyMEHTaM B 3NIEKTPOHHOM BUAE;

NpoTOKONMpOBaHne paboTbl UCNONHUTENEN C AOKYMEHTaMM B 3NIEKTPOHHOM BUAE;

opraHu3aLmio pes3epBHOro KONMpoBaHUs U BOCCTAHOBMEHNE AaHHbIX.

YnpasneHue npoueccom JOCTyna BKYaeT B cebs:

KaTeropnpoBaHne AOKYMEHTOB B 3IEKTPOHHOM BUAE NO YPOBHIO 4OCTYNa;

YCTaHOBMNEHWEe npaB AOoCTyna WCMNOMHUTENEen K OOKYMEeHTam B 9feKTPOHHOM Buae B
COOTBETCTBUMN C PYHKLMOHAIbHBbIMU 06A3aHHOCTSIMM.

lMpoTokonupoBaHMe CobbLITUIN, NpoUCXoaALWMNX Npy paboTe UCNONHUTENEN C AOKYMEHTaMMU
B anekTpoHHoM Buge B AC [JOVY, obecneuvnBaeTcs NOCpeaCcTBOM BeAEHMWS XXypHana cobbITU.

B »xypHane cobbITnii oukcnpyeTcsa nHdopmauus:

000 BCex AeNCTBUSIX, MPON3BOAMMbBIX C JOKYMEHTaMN B 9NIEKTPOHHOM BUAE;

06 ucnonHutene, BbINOMHABLLEM AENCTBUE;

O fJaTe U BpEMEHU OeNCTBUS;

O HapyLLEeHUAX (NonbiTKax HapyLLIEHUn) YCTaHOBNEHHOro Nopsiaka gocTyna.

BHeceHne wHMoOpmauMM B XypHan coObITUM OCYLLEeCTBAeTCH aBToMatunyeckn 6e3
BMellaTenbcTBa paboTHUKOB OpraHn3auumn B TeYEeHUe BCEro XM3HEHHOro LMKna AOKYMEHTOB B
3NeKTpoHHOM BuAae. lMpy 9TOM AaHHble XypHana coObITUIA 3almwarTca oT MoanduKaumm u
yoaneHusi cpegctsamm AC JOY.

B opraHusaumm paspabatbiBaeTcsa rpaduk BbINOSIHEHWSA NpPOLEnyp pPe3epBHOro
KOMMpOBaHMS OOKYMEHTOB B 3MIEKTPOHHOM BMAE, KOTOpoe ocyulectBndetrca cpeactsamum AC
aoy.

215. lNMprvem 1 oTnpaBka OOKYMEHTOB B 3fIEKTPOHHOM BMAE OCYLLECTBISIETCS Cry>X0O0W
OOY (nuuom, oTBeTCcTBEHHBLIM 3a [JOY).

JonyckaeTca npvem u oTnpaBka AOKYMEHTOB B 3JIEKTPOHHOM BMWAE, BKITOYEHHbIX B
nepevyeHb OOKYMEHTOB, He noanexawux pernctpaumm cnyxbowm LOY, paspabaTtbiBaembii B
COOTBETCTBMM C MNOAMYHKTOM 122.2 nyHkTa 122 Hactosawen WHCTPYKUMK, CTPYKTYPHBLIMK
nogpasaeneHnsmm (paboTHmkamum) opraHm3aumm 6e3 yyactus cnyx6el JOY.

OTnpaBka 9NEKTPOHHbIX [AOKYMEHTOB B ApYyrMe opraHuM3auum  OcCyLlecTBnsieTcs
noCpeacTBOM:



AMEKTPOHHOW NOYThI (B KAYeCTBE BMOXEHUSRA);

NHOPMaLMOHHOW CUCTEMDI BEAOMCTBEHHOrO (kopnopaTuBHOrO) nnm
MEXBEJOMCTBEHHOIMO  9MIeKTPOHHOro  JOKyMeHToobopoTa  rocydapCTBEHHbIX  OpraHoB
Pecnybnukn Benapycb (B pamkax MHpOPMaLUMOHHOIO nakeTta, oopmaT MU CTPYKTypa KOTOPOro
onpenenswTcsa pernaMmeHToM MHpOpMaLMOHHOM CUCTEMBI);

€[VHOro rnopTana 3MeKTPOHHbIX YCnyr oblerocygapcTBEHHON aBTOMAaTU3MPOBAHHON
MHAOPMALIMOHHOW CUCTEMBI.

CTpyktypa COOOLLEHNA  3MEKTPOHHOW  MNOYTbl UM MHPOPMALMOHHOIO  MnakeTa
obecneyvBaeT OOCTaBKy AOKYMEHTa B 3NIEKTPOHHOM Buae n obssartenbHbix peksuantoB PKK,
YCTaHOBIEHHbIX B NyHKTE 219 HacToswen MHCTpyKumu.

Mpuem wn oTnNpaBka [OKYMEHTOB B 3fIeKTPOHHOM Buae ©6e3 wncnonb3oBaHua JLM
AOMyCKalTCs MO COrnaweHuto CTOPOH NpW  YCrOBUKM, YTO MNpPOrpaMMmHble CpPeacTBa,
npYMeHsieMble B OpraHmsauusix, MO3BOMASAT OAHO3HAYHO WAEeHTUdUUMPOBaTbL asTopa
OOKYMEHTa, €CIi MHOEe He YCTaHOBMNEHO 3aKOHOAATENbCTBOM.

Mpn nepecbifike 3NEKTPOHHbBIX KOMWA W 3MEKTPOHHbLIX OTOOpaeHWr AOKYMEHTOB Ha
ByMaXHOM HocuTene, BKIHYas NPUIIOXeHUs, OHWU AOMKHbI BbiTb BbINOMIHEHLI B COOTBETCTBUU C
TpeboBaHMAMM NyHKTa 212 HacToswen NHcTpykumu.

lMocne oTnpaBkM [OOKYMEHTa B 93MNEKTPOHHOM BuAe [JOChblfika ero 3kK3emnnspa Ha
BymakHOM HocuTene (Npu Hanu4mMm) He TpebyeTcs, ecnv 3aKoOHOAATENbCTBOM HE YCTaHOBMEHO
WHoe.

216. MNpu nony4yeHun OOKYMEHTOB B 3MEKTPOHHOM BuAe MNPOBEPSAIOTCA Hanuume BCeX
NPUOXeHMIN, BO3MOXHOCTb MX BOCNPOM3BEAEHMS, COOTBETCTBME YCTAHOBIEHHBIM HACTOSILLEN
MHCTpyKumnen dopmaTtam, OTCYTCTBME KOMMNbIOTEPHLIX BUPYCOB. [py nonyyeHMn 4OKYMEHTOB B
3MEKTPOHHOM BuAe, nognucaHHbix 3L, gononHUTEnbHO npoBepsieTcsa UX LEeNOCTHOCTb U
NOASIMHHOCTb.

217. Tlpn NONOXWUTENLHOM pe3yfnbTaTe MNPOBEPKN AOKYMEHTbI noanexart ganbHenwen
obpaboTke.

B cnyyae obHapyxeHus owmnboK, B TOM 4Yucre oTpuuaTenbHbIX pe3ynbTaToB MpOBEpPKM
OUIM, oTcyTcTBMS NPUIOXEHWUA, HECOOTBETCTBUSA YCTAHOBIIEHHLIM HacTodAwen WHCTpyKunen
dopmaTam, HEKOPPEKTHOrO BOCNPOU3BEAEHNS COOEPXKaHWS, HAanMuYnsa KOMMbIOTEPHbIX BUPYCOB,
opraHvM3auuun-oTnpaBMTENIO HaNpaBnsaeTcsa yBegomMreHme ob oTkase B Nnpueme n permcrpauuu.

218. [JoKkymMeHTbl B 3rfIEKTPOHHOM BMae noanexar perucrpaumm B COOTBETCTBUM C
TpeboBaHuaAMM NyHKTa 122 HacToswen NHCTpyKumn.

219. [insa pernctpaumm Bcex KaTteropmn BXOOsALWMX, UCXOAALMNX U BHYTPEHHUX LOKYMEHTOB
B ONneKTpoHHOM Buae 3anonHaetca PKK Ha anekTpoHHOM HocuTene, coaepXallas
COBOKYMHOCTb Y4E€THO-PErMcTpaLnoOHHbIX CBEAEHUA O AOKYMEHTE B 3NIEKTPOHHOM BUAE.

Ona ob6asaTtenbHbix pekBusantoB PKK ycraHaBnuBawTca cnegywowune npasuna
3anonHeHus:

"Ha3sBaHue Buaa OOKYMEHTA B 3IIEKTPOHHOM BuAE" - 3amnoriHsAeTca M3 cnpaBodHuka AC
[OOVY B COOTBETCTBUM C Has3BaHWEM BuAa PErmcTtpupyemMoro JOKyMeHTa B 3MeKTPOHHOM BUAE.
Mpwn perncTtpauun nucem rpaca He 3anosHAEeTCs;

"HanmeHoBaHMe opraHusauuu-aBTopa” - NpU pernctpauum UCXoasLllero OOKYMEHTa B
3NEeKTPOHHOM BuAe 3anucbiBaetcs cpegcteamm AC [JOY HanmeHoBaHME opraHusauumn-aBTopa
OOKyMEeHTa B 3MeKTPOHHOM Buae. [lonyckaetcs MpMMEHEeHWe COKpaLLEHHOro HauMMeHOBaHMUS
opraHusauuun. MNpu pernctpaumm BXOASLLEro AOKYMEHTa B 3NIEKTPOHHOM BuUAe KonmpyeTcs npu
o6paboTke nocTynuBLLErO MHAOPMALIMOHHOIO NakeTa UM CoobLLLEHNSA ANEKTPOHHOWN NOYThI;

"Agpecat" - npu pernctpauumn ncxogsawero JoOKyMeHTa B 9NeKTPOHHOM BUAE 3anosfHAEeTCS
n3 cnpasoyvHnka AC IOY unu konupyeTtca HanmeHoBaHWe opraHmsaunn-agpecaTa JOKYMEHTa B
3NEKTPOHHOM BMAe, YKa3aHHOe B HeMm. [lpu paccbinike MO CAMCKY BKMOYaeT BEeCb CMUCOK Ha
paccbinky. [Npu pernctpauum BXogswWero OOKYMEHTa B 3IEKTPOHHOM BuAe KOonupyeTcs npwu
0bpaboTke nocTynmeLLEro MHAHOPMALIMOHHOIO NakeTa U COOBLLEHNST ANEKTPOHHOW MOYThI;

"NaTta N perucTpaumoHHbIA WHAOEKC MOCTYyNnneHua" - 3anosiHAKTCsa Npyu perucrpauum
BXOASILLEro JOKYMEHTa B aNIEKTPOHHOM Buae cpegctesamm AC OY;

"[laTa W perncTpauuoHHbIN MHAOEKC" - MNpU perucTpauum UCXOoAsawero AOOKYMeHTa B
9NEKTPOHHOM BMAe 3anucbiBalTCs [JaTa W perncTtpauMoHHbIN  UHOEKC, MPUCBOEHHbIE
cpeacteamm AC [OOY. lNpu peructpauum BXOASLWEro AOKYMEHTa B SfIEKTPOHHOM BuAe -
KonmpyloTcss npu 0bpaboTke NOCTynMBLUErO MHAOPMALUMOHHOIO naketa wuin coobLieHns



3NEKTPOHHOW NOYThI;

"3aronoBok (KpaTkoe coaepXaHue)" - NepeHoCUTCS 3arofloBoK, COOPMYNMPOBAaHHLIA B
AOKYMEHTE B 3NEKTPOHHOM BuAe. Ecnv 3aronoBOK MOSHOCTLIO He pacKpblBaeT coepXaHue
JOKyMeHTa B 3NeKTPOHHOM BuAe, 3annchbiBaeTCs ero Kpatkoe coaepkaHue;

"Pesoniouna unu KOMy HanpaeneH (Npy HanmuMuuun)' - BBOAUTCH PYKOBOAUTENEM
opraHusauun cob6CTBEHHOPYYHO, UMM YNOMHOMOYEHHbIM NINLIOM NEPEHOCUTCS TEKCT pe3oniounm
pyKoBOOUTENS OpraHu3auuu;

"CpoK ucnonHeHus (Npy Hanuyumn)" - npocTasnseTca gaTa (41crno, Mecs, rof), K KOTOpon
OOKYMEHT B 3NIeKTPOHHOM BMAe AOMKeH ObiTb ucnonHeH. pu permctpauumn MUCXoQsLLero
WHULMATUBHOIO JOKYMEHTA B 9NIEKTPOHHOM BUAE 3anncbiBaeTCs JaTa OXMAAEMOro OTBETa;

"HanmeHoBaHWe OO0MKHOCTU CRnyXallero, uHuumanel U amunua nuua, nognucasllero
(yTBepauBLuero)" - onsi 9NeKTPOHHbIX OOKYMEHTOB 3anofHAeTCs Ha OCHOBaHMM cepTudukarta
OTKpPbITOrO Kfntoda B npouecce Bblpabotkm JSUIM wnmv npyu  pernctpaumm umcxogsawiero
3MEKTPOHHOrO AoKymeHTa. [lpu perncrpauum BXOgsLWEro AOKYMEHTa B 3MEKTPOHHOM BuAe
KonupyeTtca npu obpaboTke NOCTynMBLUErOo WH(OPMALUMOHHOIO naketa wunu coobuieHuns
3NIEKTPOHHOW NOYTHI;

"OTmeTka 006 MCMONMHEHUN N HanNpaBneHUM ero B Aeno" - KpaTko 3anucbiBaeTCs pelleHne
BOMpoca No CyLecTByY, YKa3blBaloTCa AaTa U perncTpauuoHHbIn MHOEKC OTBETHOMO AOKYMEHTa B
9NEeKTPOHHOM Buae. [Ans OOKYMEHTOB B 9fIEKTPOHHOM BuAe, He Tpebylowmx WCNOMHEHWS,
yKasblBaeTCs Aata HanpaBfieHUs1 B 3NEKTPOHHOE AEefo B COOTBETCTBMM C HOMEHKNATYpOu Aen
opraHusauuu. YkasblBaeTCa WHOEKC 3NEKTPOHHOro Aeria no MHTEerpupoBaHHOW B CNpPaBOYHMK
AC [OOY HomeHknatype pfen opraHusaumm, B KOTOpOM OyaeT XpaHuTbCA AOKYMEHT B
9MNEKTPOHHOM BUMAE NOCIe UCNONHEHNS.

Mpn HeobxoaumocTn B PKK MoryT ObiTb NpegycMoTpeHbl JONONHUTENbHbIE PEKBU3UTLI, B
ToM uyucne "UcnonHutens", "OTMeTka o koHTpone", "OTmeTka 06 o3HakoMnenun", "XoAa
ncnonHenus", "Hannune npunoxeHmn".

220. Y4eTHO-peructpaumoHHble AaHHble O LOKYMEHTaxX B 9fEeKTPOHHOM BMAE U CBA3U
Mexgy HUMW WU caMUMU OOKYMEHTaMu COXPaHSTCA B HEU3MEHHOM W JOCTYNHOM Angd
BOCMPOM3BEAEHMS N BOCMPUATUS YENOBEKOM BMAE C MOMEHTa CO3[4aHus Unn MOnyyvyeHusa Ao
nepedayun B apxXuB OpraHM3aumm UNu YHUYTOXEHUS LOKYMEHTOB B 3rieKTpOHHOM Buge. [lpwu
nepefade OOKYMEHTOB B 3fIEKTPOHHOM BuAe BHYTPW oOpraHmsaumm wWnu npu OThpaBke 3a
npeaenbl opraHn3aLmm BMeCTe C HUMU NepeaatoTcs X Y4eTHO-PErNCTPaLUMOHHbIE AaHHbIE.

221. TlpuM nepecbinke MO 9NEKTPOHHOM MNoyTe [OOKYMEHT B 3fIEKTPOHHOM Buae
NPUKpennseTcs B BUAE NpunoXxeHna (danna) K CoooLLEeHNI0 SNEKTPOHHOM MOYThI.

222. [1Io0KyMeHTbI B 3NEKTPOHHOM BUAE AOMyCcKaeTcs:

akcnopTupoeatb B AC [JOY, MHble MHOPMAaLMOHHBLIE CUCTEMBI;

pacneyaTtbiBaTb Ha ByMaXHOM HocuTene.

223. lMpwn akcnopTe JokyMeHTa B anekTpoHHoM Buae B AC OV, uHble nHdopMaunoHHbIe
CUCTEMbl C AOKYMEHTOM 3KCMOPTUPYETCA (pacnevaTtbiBaeTcs) conpoBoanTenbHoe cooblueHmne,
WHble CBedeHusl, coaepxawmecs B COOOLWEeHUW, ecrniv OOKYMEHT B OMEeKTPOHHOM BUAE He
coaepXxuT pekeuauT "[ata OOKYMEHTa" UM K HEMY HE NPUIIOXeHa YYEeTHO-perncTpaumoHHas
dopma, B WMHbIX Cryyasax, Koraa ykasaHHasi nHgopmauusa Heobxoauma Ons noaTBEPXKAEHMS
dakTa 1 ycnoBui oTnpaBkM (MONyveHWsl) AOKYMeHTa U (Mnu) MOXeT ObiTb UCMOfb3oBaHa B
Lenax gokasartenbCcTBa, MOATBEPXKAEHWS, CBMAETENbCTBA.

224. KOHTpOMb MWCMOMHEHUA [OOKYMEHTOB B 9MEeKTPOHHOM BUAE OCYLLeCTBNAeTCs B
COOTBETCTBMM C TpeboBaHnsmu rmaebl 10 HacToswen MHCTpyKuuu.

225. dopmupoBaHme n ohopmieHne aNeKTPOHHbIX e OCYLECTBSAETCS C y4eTOM obLmnX
TpeboBaHMn HOPMUPOBaHUS U OCPOPMIEHNS AeN C AOKYMEHTaMM Ha OGyMakHbIX HOCUTENsX,
yKasaHHbIX B rnaBax 12 un 14 HacTtosawen HCTpykunn.

[OKyMEHTbl B 9MNEeKTPOHHOM BUAE BKMIOYAKTCA B OMEKTPOHHble W rmbpuaHble Aena
cpeacteamn AC OOVY u npeactaBnaoT cobon COBOKYMHOCTb MCMOMHEHHbIX AOKYMEHTOB B
anekTpoHHoM Buae u nx PKK.

[OKyMeHTbI B 3reKTPOHHOM Buae, obpasoBaBLUMECS B MHbIX MHPOPMALMOHHBIX CUCTEMAX,
GOopPMUPYIOTCS B 3NEKTPOHHbIE fefna B COOTBETCTBUM C pernameHTamum paboTbl 3TUX
MHOPMALMOHHBIX cucTeM C ydyeTom TpeboBaHun HacTtodawen WMHcTpykumn. Hanunumne PKK un
coctaB peksunsmtoB PKK ans aTux OOKYMEHTOB Takke onpegensieTcs pernameHtamu paboThbl
9TUX CUCTEM.



Mpy nomeLleHUn OOKYMEHTOB B 3NEKTPOHHOM BuAe B 3MIEKTPOHHOE Oerio npoBepsaeTcs
NpaBUNbHOCTb M MOMHOTa 3anosfiHeHns Bcex obssaTenbHbiX pekBnanTtoB PKK, KOMNNeKTHOCTb
¢hannoB JOKYMEHTOB B 3fIEKTPOHHOM BUAe.

226. lNpu noaroToBKe 3NEKTPOHHOro Aerna K nepefaye B apxmB opraHusaunm B ero coctas
BKMIOYAKOTCA OOKYMEHTbl B SMNEKTPOHHOM Buae, davnbl PKK 1 npn HeobxogumocTtn dannsi
NNCTOB COrMacoBaHUA UMW O3HaKOMMeHus. Ha kaxablh OOKYMEHT B 3fIeKTPOHHOM Buae U
3NEKTPOHHOE Aeno hopMUpYOTCA MeTadaHHble B COOTBETCTBUM C akTaMKn 3akoHOLATenbCTBa
006 apx1MBHOM Aene 1 Aenonpon3BoOACTBE.

dannbl PKK, nucToB cornacoBaHust U 03HAaKOMITEHUST AOIMKHbI ObITb B dhopmate Portable
Document Format (PDF/A1 nnn PDF/A2).

[Ona kaxgoro anekTpPoOHHOro Aena, noanexawero nepegadye B apxmB opraHusauuu,
paboTHUK CTPYKTYpHOro nogpasnenexHust popmupyet cpeacreamm AC [1OY BHYTPEHHIOK OMUCb
3EKTPOHHOro Aena no oopme CornacHo npunoxeHuo 13.

BHYTpeHHAS OnNUCb 3MEKTPOHHOrO Aena BKMN4YaeTCd B COCTaB 3fIEKTPOHHOro dena B
KayecTBe CaMOCTOATENbHOrO 3NEKTPOHHOrO AOKyMeHTa, nognucaHHoro AU ¢ npumeHeHnem
NINYHOTO KMoYa, BnagenbLeM KOTOPOro SBMsieTCA opraHu3aums unu paboTHUK CTPYKTYPHOro
nogpasgeneHnst opraHmsawmm, Co3aasLUM BHYTPEHHIOK OMKUCh.

227. B peATenbHOCTM opraHu3auumn gonyckaeTcs hopMmpoBaHue rubpuaHbIX Aen B TOM
cnydae, Koraa B npegenax ogHoro gena ob6beguHATCA AOKYMEHTbI, YaCTb KOTOPbIX NOCTynuna
B OpraHu3auuio Mo SNEeKTPOHHOM noyvte, WHOPMALMOHHBIM CUCTEMaM BeOOMCTBEHHOIO
(kopnoOpaTUBHOIO) UMM MEXBEAOMCTBEHHOIO 3fIEKTPOHHOrO AOKyMeHToobopoTa unu 6bina
co3fjaHa B OpraHvMsauuMum B BuOe [OOKyMEHTa B 3MEeKTPOHHOM BuAe, a YacTb AOKYMEHTOB
nocTynuna B opraHm3auuio unu 6bina cosgaHa B opraHm3auum Ha BymaxHom Hocutene. [pu
3TOM B HOMEHKNaType AeNl opraHvsaumm genaetcd oTMeTKa B COOTBETCTBMM C MOAMYHKTOM
149.5 nyHkTa 149 HacToswen NHCTpyKunn.

'bpuaHoe Oeno cyuwiecTByeT TOMbKO Ha CTaauMuM ONepaTMBHOrO XpaHeHus. [MbpuaHble
gena BpemMeHHoro (go 10 neT) xpaHeHusi Nocne OKOHYaHus AeNonPOou3BOACTBEHHOMO roga He
nognexar nonHOMYy 0OPMIEHUIO U XPAHATCH B TEYEHNE YCTaHOBIEHHbLIX CPOKOB.

B opraHusauusx, B apxmBax KOTOPbIX CO3A4aHbl YCNOBUS ANSA XpaHEeHUs OOKYMEHTOB B
9MNEKTPOHHOM BUAE C COXPaHEHMEM MX LLeNOCTHOCTU B COOTBETCTBUM C TpeboBaHNAMU MyHKTa
235 HacTtosawen NHCTpyKkuun, rubpuaHble gena nocTOAHHOMO U BpeMeHHoro (cebiwe 10 ner)
XpaHeHUs npuv nNoAroTOBKE K nepedaye B apxvB OpraHusaumvM noanexart nofiHOMy
obopMNEeHN0 B [ABa CaMOCTOATENbHbIX [Aena: [AOKYMEHTbl Ha OyMaxHOM HocuTene
dopMUpylOTCS B Oeno C AOKYMeHTaMun Ha OyMaXHOM HocuTerne, AOKYMEHTbl B 3NEKTPOHHOM
Buae POpMUPYIOTCS B 3MEKTPOHHOE Aeno. YKasaHHbIM Aenam NpucBamBaloTCA OfMHaKoBble
WNHAOEKC M 3arofloBOK N0 HOMEHKNAaType Aen opraHm3aunn.

B opraHusauusx, B apxuBax KOTOpbIX HE CO3aHbl YCMOBMA ANs1 XpaHEHUs] JOKYMEHTOB B
9NEKTPOHHOM BUAE C COXPaAHEHMEM MX LIeNIOCTHOCTM B COOTBETCTBUM C TpebOBaHUAMK NyHKTa
235 HacTtosiwen MHCTpykuumn, He gonyckaeTcs opmupoBatb rmbpugHble gerna gOKyMEHTamu
MOCTOSIHHOrO M BpeMeHHoro (cebiwe 10 neT) xpaHeHud. B cnydae noOCTynneHus Takux
OOKYMEHTOB B OpraHuM3auuio No  9fEeKTPOHHOW noyvTe, MHGPOPMALMOHHBIM  CUCTEMAaM
BEAOMCTBEHHOIO (kopnopaTuBHOrO) nnm MEeXBEAOMCTBEHHOIO 9NEKTPOHHOro
AOKyMeHTOooO0opoTa 1 Ha GymMakHOM HocuTerne npuMeHsTca TpeboBaHna nNyHKToB 231 n 232
HacToswen VIHCTpyKLmMK.

228. lNpun onepaTMBHOM XpaHEHUM OOKYMEHTOB B 3NeKTPOHHOM Buae cpeactsamu AC
[AOY obecneunBaeTcs:

cucTteMatmsaumst AJOKYMEHTOB B 3NIEKTPOHHOM BuAE 1 ynopsgoveHme paboTbl C HUMY;

COXPaHHOCTb JOKYMEHTOB B 9M1EKTPOHHOM BUAE;

NMOWCK IOKYMEHTOB B 9MIEKTPOHHOM BUAE U CAHKLUMOHUPOBAHHbIV AOCTYMN K HUM;

cobnogeHne CpoKoB XpaHEHUSA AOKYMEHTOB B 3NIEKTPOHHOM BUAE;

obecneyeHne pexrma 3alwmTbl JOKYMEHTOB B 3NIEKTPOHHOM BUAE.

OnekTpoHHble Aena BpemeHHoro (4o 10 neT) xpaHeHns B Te4deHne BCero Cpoka ocTalTca
Ha onepaTuBHOM XpaHeHun B pamkax AC [OOY, nHon MHpOpMaLMOHHOW CUCTEMBI, B KOTOPOW
OHM ObINK CO34aHbI NN B KOTOPYIO OHWU BbIfIN BKNOYEHbI.

OneKkTpoHHble Aena BpeMeHHOoro (cBbile 10 neT) U NOCTOSIHHOroO XpaHeHus nepeaarTcs B
apXMB OpraHu3auny B CPOKW, YCTAHOBIEHHbIE ANst AOKYMEHTOB Ha BYMaXHbIX HOCUTENSAX.

Mo pelweHno PpyKoBOAMTENS OpraHusaumMmM [onyckaeTcda [OCpOYHas nepepada



AMEKTPOHHbIX el BpeMeHHoro (cBbile 10 neT) M MNOCTOSHHOIMO XPaHeHWs B apxuB
opraHusauuu, a Takke nepegada B apxvB OpraHu3aumy 3NeKTPOHHbIX Aen BpemeHHoro (ao 10
neT) XpaHeHus.

MecTo XpaHeHWs1 ANEeKTPOHHbLIX U TMOPMAHBLIX AeNn 00 UX nepefayv B apxvB OpraHusaumm
UNU  BbIOENEHUS K YHUYTOXEHMIO ONpedensieTcs opraHv3auven CcamMoCTOATENbHO W
3aKkpennseTca B HOMeHKNaType Aen opraHvsauuu ¢ ykasaHuem npu HeobxoanmocTn Ha3BaHUA
MHAOPMAaLIMOHHOM CUCTEMBI, B KOTOPOW OHWU XPaHATCS.

229. 3kcnepTv3a LEHHOCTU [OOKYMEHTOB B 9MEKTPOHHOM BMAe OCYLeCTBAsSeTCd B
nopsiake, yCTaHOBMEHHOM rnaBon 13 HacTodwen WHCTpyKuMn, a TakkKe WHbIMU aKTaMu
3aKoHogaTenbLCTBa.

230. MNMpun xpaHeHun n Ncnonb3oBaHMM AOKYMEHTOB B 3N1EKTPOHHOM Buae obecneynBaeTcs
X OOCTYNHOCTb ANS BCEX 3auMHTEpPEeCOBaHHbIX PabOTHWKOB OpraHu3auMm B COOTBETCTBUM C
YCTaAHOBIIEHHBbIMWU B OpraHn3aunm SOIMKHOCTHBIMW 06A3aHHOCTAMU PabOTHUKOB U NpaBaMu UX
poctyna.

231. [OKymMeHTbl B 9NEeKTPOHHOM BWAe MOANEXaT XpaHEHWID B TeyeHue CPOKOB,
npeayCMOTPEHHbIX ANS aHaNOMMYyHbIX JOKYMEHTOB Ha ByMaxHOM HocuTerne.

232. B opraHumsaumsix, B apxuBax KOTOPbIX He CO34aHbl YCMOBUS ANS XpaHeHus
OOKYMEHTOB B 3MEKTPOHHOM BWMAE C COXPaHEHUMEM WX LEeNOCTHOCTU B COOTBETCTBUU C
TpeboBaHmaMM nyHKTa 235 HacToswen VHCTpyKLuMKM, OCyLLeCTBNAETCA XpaHEeHWe UAEHTUYHbIX
Mo COAEep)XaHUI0 OPUrMHaNnoB JOKYMEHTOB Ha ByMaXKHOM HOcuTeNe NOCTOAHHOIO U BPEMEHHOIO
(cBblwe 10 net) xpaHeHus unu ¢ otmeTkon "SIK". Mpu oTcyTCTBUM ByMakHbIX OpUrMHANoOB
CO34aloTCs, 3aBepsATCA U XPaHATCA KONUW AOKYMEHTOB B 3MIEKTPOHHOM BuAE, B TOM 4ucre
9NEKTPOHHbIX AOKYMEHTOB, Ha BymMaXHOM HocuTene.

233. Ana OOKYMEHTOB B 3M1EKTPOHHOM BMAe BpemeHHoro (oo 10 ner) xpaHeHus, 3a
UCKIOYEeHEeM [OKYyMeHTOB ¢ oTmeTkon "OMK", xpaHeHue WAOEHTUYHbIX MO CcodepXaHuio
OOKYMEHTOB Ha BGymakHOM HocuTene He Tpebyetcs, ecnm AC [JOY, nHas uMHgopmaLmMoHHas
cuctema opraHmsaumm obecnevmBaroT MX LENOCTHOCTb B TEYEHME YCTaHOBIEHHbLIX CPOKOB
XpaHeHus.

234. Mpun HaNNM4YMN NOEHTUYHBIX NO COAEPXaHUIKD JOKYMEHTOB B 3SIEKTPOHHOM BUAE U Ha
BymMaXXHOM HocuTene AOKYMEHTbl B 3NIEKTPOHHOM BMAE XPaHATCHA A0 MUHOBaHWSA HagobHOCTMW.
YHUYTOXEHNE OOKYMEHTOB B 9MEKTPOHHOM BuAe NOCTOSIHHOIO M BpeMeHHOoro (cBbiwe 10 ner)
XpaHEHUS OCYLLECTBNAETCA HE paHee YyTBEPXXAEHMS CBOAHbLIX onucen aen (roaoBbiX pasgenos
CBOAHbIX ONWCeW Aen), coaepxawux AOKYMeHTbl Ha BymaKHOM HocuTene n B 3NEKTPOHHOM
Buae.

235. XpaHeHne OOKYMEHTOB B 9MEKTPOHHOM BMAe NOCTOSIHHOIO 1 BpeMeHHoro (cBbliwwe 10
net) XxpaHeHust 6e3 GyMaxkHbIX aHaNoroe JONyCcKaeTcs B Crnyyae, ecriu:;

OOKYMEHTbI B 3fIEKTPOHHOM BMAE co3aaHbl nnu nony4veHsl B popmaTte Portable Document
Format (PDF/A1 nnn PDF/A2);

AC [OY, nHasa nHgopmaLmMoHHas cucteMma no3BonaT OpMMpPOBaTb SNIEKTPOHHLIE Aena
B COOTBETCTBUM C TPEOOBAHUAMM MYHKTOB 225 n 227 HacToswen VIHCTPYKLMK;

AC OOY, nHasa nHdopmaumoHHasa cuctema no3BosnsiioT nepegaBaTh aNeKTPOHHbIE Aena B
apxvMB OpraHu3auumn B COOTBETCTBUM C TpeboBaHusiMM nyHkTa 238 HacTosiwen MHCTpyKumm un
WHbIX aKTOB 3aKoHoAaTenbLCcTBa 06 apXMBHOM Aene 1 Aernonpon3BOACTBE;

WHOPMaLMOHHAs CMCTEMA apxuBa OpraHuM3aumMmM COOTBETCTBYET TpebOoBaHWSAM aKkToOB
3aKoHogaTenbcTBa 06 apxMBHOM Aerie U 4enonpon3BOACTBeE.

236. OnEeKTPOHHbIE KOMWM HaxoOAaTCsl Ha OMepaTMBHOM XPaHEHUW B TEYEHME CPOKOB,
NpegyCMOTPEHHbIX AN AOKYMEHTOB Ha OYyMaXXHOM HOcuTene, C KOTOPbIX OHW W3rOTOBMEHbI.
Mpyn nepepade opurMHaNoOB Ha XpaHeHWe B apXxvMB OpraHuMsauMm OHa CaMOCTOSTENbHO
onpegenseT Lenecoobpa3HOCTb nepeaadn 3NEeKTPOHHbIX KOMUI B apXuB OpraHusaumm unm mnx
YHUUTOXEHMS.

237. [JokyMeHTbl Ha OymaxHoM HocuTene BpemeHHoro (oo 10 neT) XpaHeHus, He
nognexalime nepefade Ha XxpaHeHWe B apxXvB opraHu3auuun, nocne cosgaHus Ux 3NeKTPOHHbIX
KOMUM W oOpraHMsaumMm WX HaZeXHOro XpaHeHus [OOoMycKaeTCa YHMYTOXaTb B nopsgke,
YCTaHOBMNEHHOM HacTtosLen NHCTpyKunen.

238. MNepepaya B apxmMB opraHmsaLnn U BblaeNeHne K YHUUTOXEHUIO SNEKTPOHHbIX Aen u
AOKYMEHTOB B 3IEKTPOHHOM BUAE OCYLLECTBMSATCA B COOTBETCTBUM C TpeboBaHWSMU rnasbl
16 HacToswwen VIHCTPYKUMM 1 NHBIX aKTOB 3aKkoHOo4aTenbCTBa.



OneKTpoHHble Adena MOCTOSAHHOrO XpaHeHus nepefarnTcs B apxmB opraHusauuu no
ONUCAM 3NEKTPOHHbIX e NOCTOAHHOIO XpaHeHUs CTPYKTYPHOro nogpasaeneHus.

OneKkTpoHHble Adena BpeMeHHoro (cebiwe 10 neT) XpaHeHuMst NepesarTcsi B apxuB
opraHusauuMmM no OnNUCAM 9MNEKTPOHHbLIX Aen BpemMeHHoro (cebilwe 10 neT) XxpaHeHus
CTPYKTYPHOrO noapasgeneHus.

OneKTPOHHbIE Aena no NMYHOMY COCTaBy MepefarnTcs B apXvB opraHu3auum no onucam
3NEKTPOHHBIX AeNn No NIMYHOMY COCTaBYy CTPYKTYPHOIrO nogpasaesnieHus.

OnekTpoHHble pfena BpemMeHHoro (oo 10 neT) XpaHeHuMs nepefalTcad B apxuB
opraHu3aLmm rno OnNUCAM 3NEKTPOHHbIX Aen BpeMeHHoro (4o 10 neT) XpaHeHWUst CTPYKTYPHOro
nogpasgeneHus.

Onucn 3nekTPoHHbIX Aen MOCTOSHHOro, BpemMeHHoro (csbiwe 10 neT) xpaHeHud, no
NMYHOMY cocTaBy M BpemeHHoro (oo 10 neT) XpaHeHuss CTPYKTYpPHOro nogpasaeneHus
(obLiecTBeHHON opraHmMsaumn) opraHusdaumm dopmupytotess cpegcteamm AC [JOY B Buae
3MEKTPOHHOIO AOKYMEHTa Mo dhopme cornacHo npunoxexHunio 14 n yteepxgatotca 3L ¢
NPYMEHEHMEM JIMYHOTO Krya, BRagenbLeM KOTOpPOro SBMSIETCA  OpraHusauvs  wunm
pyKOBOAMTENb CTPYKTYPHOro noapasfaeneHns opraHm3auunm.

Mpn HeobxooMMOCTM MOXEeT CO34aBaTbCA IKIEMMAAP OMUCU SMEKTPOHHBLIX AeN Ha
BymaxxHOM HocuTene.

Onucu  9nNekTPOHHbIX AeNn CTPYKTYPHbIX MNOoApasfdeneHMn MMEKT CaMOCTOSTENbHbIE
Homepa. Homep onucn aneKkTpOHHbIX Aen CTPYKTYPHOro NoAapasfeneHns COCTOUT U3 MHAOEKCa
CTPYKTYpHOro nofpasfeneHns no HOMeHKnatype [fen opraHusauuu, roga, 3a KOTOpbIn
3NEKTPOHHbIE dernia BKIHYalTCcs B onucb, U BykBeHHoro o6o3HaveHus "OL". K Homepy onucu
3NEKTPOHHBIX Aes No NnYHOMy coctaBy gobaensetcs bykBeHHOe 0003HauyeHue "nc", Kk Homepy
OMUCY 3NEKTPOHHbLIX AeNn BpemMeHHoro (cebiwe 10 neT) xpaHeHus - "B", ONUCK 3NEKTPOHHbIX Aen
BpemeHHoro (o 10 neT) xpaHeHusa - "sp".

lMoaroToBka 3NEKTPOHHbIX Aen K nepefade B apxuB opraHusauumn obecneumBaeT UX
BKMOYEHME B WHMOPMALMOHHBLIN nakeT, dopMaT KOTOpPOro onpegensieTcs pernameHTomM
UHdopmaLmoHHoro B3anmogenctemsa mexay AC OOY n nHhpopmaunoHHON CUCTEMOWN apxuBa
opraHusaumu.

B cny4asx, npeayCcMOTpeHHbIX SIoKarbHbIM NPaBOBbIM akTOM OpraHn3auumu, 3NeKTPOHHbIe
Aena npv NOAroToBKe K nepegaye B apxvmB OpraHunsaumm opMupyroTcs Takum obpasom, 4Tobbl
MeTafaHHble KaOoro [AOKYMeHTa B 3NEeKTPOHHOM Buae (KpoMe nepBOro) cogepxanm
KOHTPOSbHbIE XapakTePUCTUKN Mpeablaywero AOKYMeHTa B 3MeKTPOHHOM Buae W ero
MeTagaHHbIX (04HOHaNPaBNEHHbIN CBA3HBLIA CMINCOK).

239. OneKTpOHHLIE Aerla BKMAYaKTCHa B akT O BblAENEHUN K YHUYTOXEHUIO JOKYMEHTOB B
9NEKTPOHHOM BUAE WM 3NEKTPOHHbIX Aen, He NoAneXawmnx XpaHeHWo, COCTaBIieHHbIM B BuAe
3NEKTPOHHOrO AOKYMEHTa Unu Ha ByMakHOM HocuTene, No hopme COornacHo NPUNOXeHu 15,
€CNU YCTaHOBMNEHHbIN CPOK UX XpaHeHUs UCTeK K 1 aHBaps roga, B KOTOPOM COCTaBMeH JaHHbIN
aKT. Ha BblOeneHHble K YHUUMTOXEHUIO 3IEKTPOHHble gena ¢ otmeTtkon "OIK" cocTtaBnsertcs
OTOENbHbIN aKT O BblAENEHUM K YHUYTOXEHUIO [OOKYMEHTOB B 3NIEKTPOHHOM Buae WU
3NEKTPOHHbIX e, HE NOAMEXaLLNX XPaHEHMIO.

MpunoxeHue 1

K MIHCTpyKUUKM no 0enonpousBoaCcTBY
B rOCyapCTBEHHbIX OpraHax,

WHbIX OpraHn3aumsx

dopma

CIIMCOK HA PACCHIIKY




(BMIO, ImaTa, PETMCTPaALMOHHEM MHIOEKC, 3aT'OJIOBOK IOKYMEHTAa)

HanmeHoBaHune
opraHusauum n (unu)
CTPYKTYPHOIO
nogpasgenexHus,
OOMKHOCTHOro nuua -
agpecaTta

MouToBLIK agpec
(otbuumanbHbIM agpec
3NEKTPOHHOW MOYThI)

KonuyecTBO

MpumeyvaHue
3K3eMnNApoB

1

HammMveHOBaHmMe OOJIXHOCTU

CIIyXaumero CoCTaBUTeJId CIIMCKa

Ha pPacCCBUIKY

HaliMeHHe BHIUBMCTagdal
apraHiszaugei
HaliMeHnHe apraHiszausi
[TamTOBEl amgpac
KamMyH1KaUBMHESA OaHBLS
KaMepUEBIMHEIS JaHBIg

N

[Nopgnmuce Pacumdpporka NonNmUCH

MpunoxexHune 2

K IHCTpyKUMn No 4enonponsBoacTey
B rOCy4apCTBEHHbIX OpraHax,

WHbIX OpraHu3auusax

dopma

HamMeHOBaHME BHIIECTOSMEN
opraHu3aumum
HamMeHOBaHME opTraHM3aLluUMU
[IOUTOBEIM ampec
KoMMyHMKAUMOHHEIE IOaHHEE
KomMepueckyre OaHHBE
Anmpecar

Ha N an

3aroJIOBOK K TEKCTY
TexcT

HamMeHOBaHmMe OOJIXKHOCTU

CJTyXamero PacumdpoBKka OOOIMCU

damunma mcnogauTessa 000 00 00

MpunoxexHune 3

K IHCTpyKUUKM no genonponsBoacTey
B roCyapCTBEHHbIX OpraHax,

WHBIX OpraHmn3aumsax

dopma

HOMEHKIJIATYPA JEJI OPT'AHU3ALIA



HamMeHOBaHMe BHIECTOANEN OPTaHM3aLMM
HamMeHOBaHMe opTraHM3aluMn
HOMEHKIJIATYPA IOEJI

YTBEPXIAIO

(HaMMeHOBAaHME IOOJIKHOCTM CJIyXalleI'o

N
PYKOBOIOMTEJIA OPIaHM3ALUN)
MecTO cCcocCTaBJIeHUSA [Topgnuce PacumppoBKra
Inoonmcum
Ha Ton IDaTa
Cpok xpaHeHu s gena u
HassaHue pasgena HOMepa NyHKTOB MO
NHpekc Konn4yectBo
(nogpasgena), - nepeyHto, UHOMY MpumeyaHne
nena TOMOB, 4YacTen
3arofnoBoK gena HOpMaTUBHOMY
NpaBoOBOMY aKTy
1 2 3 4 5

HomeHkJlaTypa mes cocTabBJIeHa Ha OCHOBAaHUU

(BMI, maTa, PEeIrMUCTPaLMOHHEIM

HOMEP M HasBaHMe HOPMATMBHEIX [IPABOBBIX aKTOB, JIOKAJIbHEIX [IPABOBEIX AKTOB,
JICIIOJIb30OBAHHBIX [PM ONpeleJIeHUM CPOKOB XPaHeHUd Hejl)

HavMeHOBaHME IOOJIKHOCTM CJTyXaleI'o
pykoBomouTesda CiyxoOsl JOY
(nuua, oTBeTcTBEeHHOTO 3a JOVY)

HamMeHOBaHMeE OOJDKHOCTM CJIyXaller'o
PYKOBOIUTEJA apxXMba OpPTaHM3aLun

(mmua, OTBETCTBEHHOTO 33 apxXUB)

[omnmce PacumppoBka NOONUCHU
IaTa

COTJIACOBAHO
[IpoTokoJyl BacenmaHua LI3K (39K)

(HaMMeHOBaHME OpITaHM3aLUM)
N

Moonuco Pacumpporka NOANUCHK

COTJIACOBAHO <*>
[IpoTokKOJI BacenmaHusa OMK <**> (32IIK, I3K)

(HaMMeHOBaHUE

I'OCyIapCTBEHHOI'O apXuBa,

CTPYKTYPHOT'O IIoImpa3neJiIEeHMA I[10 apXMBaM

" IOeJIOIIPpOM3BOLOCTBY 0BJIaCTHOTO

(MMHCKOTO TOPOIOCKOTO) MCIOJIHUTEJIBHOT'O

KOMMTETAa MJIM BHUECTOAUEN OpraHM3alun)
N

<*> B HOMEHKnaTypax agen opraHmsauMﬁ, ABNALWNXCA UCTOYHUKaMKU KOMMJ1EKTOBAHUA

rocyaapCTBEHHbIX aAPXUBOB;

B

HOMEHKNnaTtypax nern opraHmsauMM,

HE ABIAOLLNXCA

NCTOYHMUKAMWN KOMMJIEKTOBAHNA TrOCydapCTBEHHbLIX apXunBOB, - MPU HaJN4UKn BbILLECTOSILLEN

opraHusauuu.

<**> DJKCcnepTHO-MeToanYecKas KOMUCCUSI.



MpunoxeHue 4

K IHCTpyKUMn No 4enonponsBoacTBy
B roCcyapCTBEHHbIX OpraHax,

WHbIX OpraHn3auusax

dopma
HOMEHKJIATYPA IEJI CTPYKTYPHOT'O IIOONPABIEJEHMUS (OBWECTBEHHOM
OPTAHMBALNMM) OPTAHMUBALUA
HamMeHOBaHME OpraHu3alumn
HavMeHOBaHME CTPYKTYPHOI'O NOIOpa3LeJIeHUS
(oBbmeCcTBEeHHOM OpITaHM3aluM)
HOMEHKJIATYPA IIEJ
N
MecTo cocTaBJieHUA
Ha Ion
Cpok xpaHeHus gena u
" HassaHue pasgena HOMepa NyHKTOB NO
HOEKC Konunuectso
(noppasgena), o nepeyHto, NHOMyY MpumeyvaHue
aena TOMOB, YacTen
3arofoBoK fena HOpPMaTUBHOMY
NpaBoOBOMY aKTy
1 2 3 4 5

HoMeHKkIIaTypa Inej CcOCTaBJIeHa Ha OCHOBAHMU

(BunO, nmaTa, pPerUCTPALMOHHEBIM

HOMEP M Ha3BaHME HOPMATMBHEIX I[MPABOBEIX aKTOB, JIOKAJIBHEIX IIPAaBOBEIX aKTOB,
VICIIOJIb3OBAHHEIX IIPM OIIpeneJIeHVMM CPOKOB XPaHEeHWUA ne)

HamMeHOBaHME OOJIKHOCTM CJIyXalleTo
PYKOBOOUTEJNA CTPYKTYPHOTO IOoIOpa3lnesleHUs
(oBbmeCcTBEHHON OpIT'aHM3aLUM) llognucek PacumppoBKa NOANUCU

HamMeHOBaHME IOOJDKHOCTM CJTyXalleI'o
PYKOBOIUTEJIA apxuba OpTaHMU3aLuUn

(mMua, OTBETCTBEHHOIO 3a apxUB)

[Momnmcse PacumppoBka NOONUCUK

DaTa

COTJIACOBAHO <*>
[lpoTokos 3acemaHmsa OK

(HauMeHOBaHME CTPYKTYPHOTO
nonmpas3neJieHusd)
N

<*> [Mpn Hanuuum 3K CTPYKTYpHOro nogpasgeneHuns.

MpunoxeHune 5
K IHCTpyKUuKn no genonponssBoacTey



B roCcyapCTBEHHbIX OpraHax,
MHbIX OpraHn3aunax

dopma

WUTOT'OBAA 3ANNCH
O KaTeropmusix M KOJNMYECTBEe heJjl, BaBeOeHHHX B rony
B

(HaMMeHOBaHME OpIT'aHM3alLuM)

B Tom uncne
nepexoasmx ¢ oTmeTkon "OrK"
1 2 3 4

Mo cpokam xpaHeHus Bcero

lNocTosiHHOrO,

N3 HUX:

Ha GymMa)KHOM HocuTene
ANIEKTPOHHBIX Aen
rmépuaHbIX aen
MHAOPMaLIMOHHBIX PECYPCOB

BpemeHHoro (cBbliwe 10 neT),
N3 HUX:

Ha Byma)kHOM HocuTene
9NEKTPOHHbIX Aen
rMOpUAHbLIX Aen
MHGOPMALMOHHBIX PeCcypcoB

BpemeHHoro (go 10 ner),

N3 HUX:

Ha BymMa)xHOM HocuTene
ANEKTPOHHbIX Aen
rMOpUAHBLIX Oen
NMHPOPMaLMOHHbBIX peCcypcoB

NTOIro

HamMeHOBaHME MOOJDKHOCTM CJTYXaleIro

pykoBOOUTEeNA CIyXOe IJOY

(mmua, oTBeTCTBEeHHOTO 3a H0OY) <*> INognuce PacumppoBKa MNOONMUCHU
DaTa

VTOoTOBEIE CBEIOEHUA IIepellaHbl B apXMB OpITaHM3aluM.

HamMeHOBaHME IOOJDXHOCTU

cryXalmero Jmla,

repenaBuero CBEeIeHUdA [omnmce PacumdppoBKa NOAONUCHU
HaTa

<*> [1Ns UITOrOBOW 3anMcu O KaTeropusix u KoNnM4ecTee Aen K BbiNUCKE U3 HOMEHKMaTypbl
Aen opraHu3auum - HauMeHOBaHWE [OSDKHOCTU CryXallero pykoBOAMTENS CTPYKTYPHOro
nogpasgenerHnss (obLiecTBEHHOW opraHv3aumm) wunu  paboTHUKA, OTBETCTBEHHOrO 3a
OOKYMEHTaLUMOHHOe obecneyeHne OTAEemNbHbIX YnpaBneHYecknx yHKUMIA (HanpaBneHuin
OEATENbHOCTN) OpraHmM3auun.



MpunoxeHune 6

K IHCTpyKUnn No 4enonponsBoacTey
B roCyapCTBEHHbIX opraHax,

WHbIX OpraHmn3aumsax

dopma
BHYTPEHHASA OIIMCE OOKYMEHTOB [OEJIA
BHyTpeHHAda onmchb
IOKYMEHTOBR nmejia N ToMm N
_ HassaHue n
N PerncrpaunoHHbIn Homepa
[aTta ookymeHTa (vnmn) 3aronoBok MpumeyaHue
n/n WHOEKC OOKYyMeHTa nucToe gena
OOKYyMeHTa
1 2 3 4 5 6
VToro IOKYMEHTOB .

(uMdpamMm M NPOMNMCHIO)
KonmmuecTBO JIMCTOB BHYTPEHHEM ONMCM HOOKYMEHTOB

(umdpaMm M NOPONUCHI)
HamMeHOBaHME IOOJIXHOCTU
CJyXalmero Julla, COCTaBUBIIETO

BHYTPEHHKI OINMCH HOOKYMEHTOB Iejla [lognmchb PacumppoBkra NOONUCHK
IDaTa

MpunoxeHue 7

K IHCTpyKUMn No 4enonponsBoacTBy
B rOCy4apCTBEHHbIX OpraHax,

WHbIX OpraHn3auusax

dopma
ﬂMCT—BaBepMTeI{b nejia
JUCT-3ABEPUTEJIL [OEJIA N ToM N

B mejie mOOmWmMTO (BJIOXEHO) ¥ MIPOHYMEPOBAHO

(umdpaMm M NOPONUCHI)
JucT (OB), B TOM UMCIIE:
JIMTEPHBEE HOMepa JIMCTOB:
IIPOIyIIEHHEIE HOMepa JIMCTOB:
HOMEepa JIMCTOB C HaKJIEeHHEIMM GoTorpadmsaMm M IOOKYMEHTAaMM:
HOMEpa KOHBEPTOBR C BJIOXEHMAMM M KOJIMUECTBO BJIOXEHMUM (JIMCTOB BJIOXEHMUN) :
+ JIMCTOB BHYTPEHHEM ONMUCM IOOKYMEHTOB IeJa:

OcobeHHOCTU (hr3MYECKOro COCTOAHNS U HOPMUPOBAHUSA

Homepa nuctos
aena




HamMeHOBaHME IOOJIXHOCTU

crayXalero Jmiia, COCTaBUBIIETO

3aBEPUTEJIEHY HAaOIMChb [lonnmce PacumppoBKa NOAONMUCU
HaTa

MpunoxeHune 8

K IHCTpyKUUK No JenonponsBoacTey
B roCcyapCTBEHHbIX OpraHax,

WHbIX OpraHmn3aumsax

dopma
OBJIOXKA OENA
e aN T
(HanmeHoBaHMe rocyfapCTBEHHOIO apxuBa) N IO
N ‘D
(HanmeHoBaHuWe BbILLECTOSALEN OpraHM3aummn) <**>
(HaumeHoBaHVe opraHu3auum)
(HaMmeHOBaHWe CTPYKTYpHOro noapasgeneHus (06LecTBeHHOW opraHnsaumm)
Mnu yHKUUKN (HanpaBneHus AesaTenbHOCTU) opraHmM3aunm)
Oeno N Tom N
(3aronoBok aena)
(marta
(kpaviHme
narbl)
Ha
_ nucrtax
XpaHuTb
®. N
OMN. N
N




<> ,D,J'Iﬂ aen, noanexawunx nepegadve B Focyﬂ,apCTBeHHbIVI apxuB, npu Takoun nepepnave.

<**> [Mpn Hanu4nn.

MpunoxeHue 9

K VIHCTpyKUMM NO 4enonpov3BOACTBY
B roCcyJapCTBEHHbIX OpraHax,

WHbIX OpraHmn3aumax

dopma

OIUCHh [IEJ
IIOCTOSIHHOT'O, BpeMeHHOTro (cBrme 10 jeT) XpaHEeHMS M IO JIMYHOMYy COCTaBYy
CTPYKTYPHOT'O HoppasgeiyieHuss (OBIWeCTBEHHOM OpTraHM3auMM) OpI'aHMSB3aLMM

HamveHoBaHMe opraHmM3alumn
HavMeHOBaHME CTPYKTYPHOTO
nompasnesieHus (oOUeCTBEeHHOM

YTBEPXIAIO

(HaMMeHOBaHMEe IOJIKHOCTM CJIyXalleIr'o

opraHu3alun)
pPyKOBOOMUTEJA CTPYKTYPHOIO
Onmce N
nompasneyieHus (oOumeCTBEeHHOM
nen
(HaMMeHOBaHMEe KaTeropum IeJii) opraHu3alun)
3a rom Mopnuce Pacumpposra
IOOIMCHU
HaTa
N ViHaeke g:i:i:g? Oarta (kpanHue Konnyecteo Cpok xpaHeHus
n/n nera 3aronoBOK AeNa natbl) gena nncToB B Aene nena(ToTa,qaCTm) MpumeyvaHue
(Toma, yacTu) (Toma, 4yacTtu) (Tome, vacTm) <*>
1 2 3 4 5 6 7
B maHHYI0 OIMCBHB BHECEHO
(undpamM ¥ OPOIMUCHI)
mnen ¢ N nmo N B TOM UYMCJIE:

JIMTEPHEIE HOMEpa:
NpONylleHHEle HOMEepa:

HamMeHOBaHME IOOJDKHOCTM CJyXallero
cocTaBmUTeJid OIIMCU

IlaTa cocTaBJIeHUS

HamMeHOBaHME IOJDKHOCTM CJIyXalleTo
pykopomouTesna ciyxoOwel JOY

(nmuua, orTBeTCcTBeHHOTO 3a J0VY)
INTognuco PacumppoBKa MNOONUCHU
IaTa

COTJIACOBAHO <**>
[lpoTokon 3acenmaHma JK

(HaMMeHOBaHME CTPYKTYPHOI'O

[loonmcso Pacumdpporka NOONMUCU




nompasnesieHus)
N

[lepenan nesn u
(umdpamMm ¥ NPONMCHI) (umdpamMm ¥ NPONMCHI)
PeTrMCTPALUMOHHO-KOHTPOJIBHEIX KapTOdUeK K IJOKyMeHTaM.

HamMeHOBaHME IOOJIKHOCTM
cryxamero paboTHUKAE,

nepenaBmero neja [Nopgnmuco Pacumdpporka nonmnmcu
HaTa
[MpuHAan ney u

(umdpaMy M NPONUCHI) (umdpaMm M NOPONUCHI)

PETUCTPAUMOHHO-KOHTPOJIBHEIX KapTO4YEeK K IOOKYMEHTaM.

HamMeHOBaHME IOJDKHOCTM CJIyXalleI'o

paboTHMKa apxuBa (Jula, OTBETCTBEHHOI'O

3a apxuB), [IPUHABWETO Ieja IMoonmuce PacumdppoBka IOIONUCU
HaTa

<*> [Ins onucen gen spemeHHoro (csbiwe 10 neT) XxpaHeHUs 1 No NIMYHOMY COCTaBy.
<**> Mpwu Hanuunn 3K CTPYKTYpHOro noapasgeneHus.

MpunoxeHue 10

K VIHCTpyKUMM No 4enonpov3BOACTBY
B roCyJapCTBEHHbIX OpraHax,

WHbIX OpraHmn3aumsax

dopma
AKT O BBEJIEHMM K YHMUYTOXEHMIO NOKYMEHTOB M IOEJ,
HE MNOMJEXAIMX XPAHEHUIO
HamMeHOBaHME BBIIECTOALEN OpPTaHM3aLUM YTBEPXIA
HamMveHoBaHMe opraHmM3alumn
AKT (HaMMeHOBAaHMEe IOOJDKHOCTM CJIyXalleIro
N

MecTO cocCTaBJIeHUA PYKOBOOUTENSA OPTaHM3aLMUM)
O BHIOEJIEHUM K YHMNUTOXESHMIO [Nopnuce Pacumpporka
IOOKYMEHTOB U [HOeJI, He NOoIJIeXallMx IOONNCHU
XPaHEHNIO JaTa

Ha ocHoOBaHUM

(BT/I,H, oaTa, peI‘T/ICTpaLU/IOHHBHZ HOMEP VM Ha3BaHMEe HOPMaATMBHBIX

IPaBOBEIX AKTOB, JIOKAJbLHHX IPAaBOBHX aKTOB,
VICIIOJIb30BAHHEIX IPU NPOBEIEHUM SDKCIEPTMU3L LEHHOCTM INOKYMEHTOB)
OoTOOPAaHE K YHMUTOXEHMIO KakK He MMelllMe MCTOPMYECKOM, HAYyUHOM, COLMAJILHOM,
5KOHOMUUECKOM, IOJIUTUYE CKOM W KYJIb TYPHOM LIEHHOCTHU U yTpaTuBUME

IpakTUUYEeCKOoe 3BHaueHMe CcJelyolye OOKYMEeHTH M mejia bonma N <*>




PerncrtpaunoHHbie

WHpekc gena no

Cpok xpaHeHus gena u

BaronoBok gena |data gena vnu HOMepa NyHKTOB MO
N o o WHOEKCbl HOMEHKNaTyp |HomeHknatype gen wnm | Konunyectso gen

WIn rpynnoBon | KpanHue aatbl 4 4 nepeyHto, UHOMY MpumeyaHune
n/n aen (Homepa onucen HOMep Aerna no onucu | (TomoB, Yacten)

3arornoBoK Aen aen HOpMaTUBHOMY

Aen) 3a roa(bl) aen
NpaBOBOMY aKTy

1 2 3 4 5 6 7 8




NToro ey sa Toxn (BI) .
(undpaM ¥ OPOIMUCHI)

CBOIHEIE ONMCHK HeJl (IOIOBEHE pas3neJitl CBONHEIX OIMCEN IOeJl) NOCTOAHHOIT'O XPaHeHMS

3a Ton (Bl) YyTBEpPXOeHb, a N0 JIMUHOMY COCTAaBRy COIJIaCOBAHEH

c OMK (QIIK, IIDK)

(HaMMeHOBaHME TOCYIAPCTBEHHOTO apxmuBa, CTPYKTYPHOTO

nompas3nesyieHus I[I0 apxXMBaM UM IEeJIONPOM3BOICTBY OOJaCcTHOTO (MMHCKOTO
TOPOLCKOIT'O) MCIOJIHUTEJIbHOTO KOMMUTETAa WM BHIIECTOSWEN OpTaHM3alUM)
(mpoToOKOJI N ) .

HauMeHOBaHMEe OOJDKHOCTM CJlyXaller'o
Jiriia, IHIPOBOOMBIIEI'O 3KCIIEPTU3Y

LIEHHOCTHM IOKYMEHTOB [loonucob PacumdpoBka MNOIONMUCU
COTJIACOBAHO COTJIACOBAHO <**>
[IpoTokos 3acemaHusa [OK (3K) IIpoTokoJs 3acemaHmsa OMK (3IIK)
(HaMMeHOBaHME OopIT'aHM3alUM) (HaMMeHOBAaHMUE

N

TOCYINapCTBEHHOTO apXMBAa,

CTPYKTYPHOTO IOIpas3nejieHus IO apxubBaM

M OEeJIONPOMU3BOINCTBY oBJjacTHOTO (MMHCKOTO
TOPOICKOTO) MCIOJHUTEIBHOTO KOMUTETA)
N

IJOKYMEHTH B KOJIMUECTBE nes,
(umbpaMmu M OPOMNMCHI)

BeCOM KI' CIOaHEBEl B

(HaMMeHOBaHME OpIT'aHMU3aLuM)
Ha nepepaboTKy IO oT N
(B IOOKyMeHTAa)

HammMeHOBaHME IOOJDKHOCTM CJIyXalleI'o

paboOTHMKa OpraHmM3alun,

CIaBIEeT0 HOOKYMEeHTEH ITonnmucek PacumdpoBka MNOONMCHU
HaTa

VIzMeHeHMAa B yUeTHHE IOKYMEHTH BHECEHEH.

HamMeHOBaHME MOOJDKHOCTM CJTYXalleIo

paboTHMKA apxuBa (JiMlla, OTBETCTBEHHOTO

3a apxuB), BHECIETO MU3MEHEHUS

B y4YeTHhEe NOKYMEHTH [lononucob PacumdpoBka IOIONUCU
OaTa

<*> B opraHuzauusix, SBNSIOLINXCA WCTOYHMKAMM KOMMIEKTOBAHUS TOCydapCTBEHHbIX
apXMBOB.

<**> B aKkTe O BblENieHUM K YHUYTOXEHWUO AOKYMeHToB U aen ¢ otmetkon "OIK", He
noasiexalimx XpaHeHuto.

MpunoxeHue 11

K IHCTpyKUnn No 4enonponsBoacTBy
B roCcyapCTBEHHbIX OpraHax,

WHbIX OpraHu3aumnsax



dopma

JIMCTOK-3AMECTUTEJIE JOKYMEHTA

Bun moxkyMeHTa

IDaTa MHOekC

KoppecnoumeHT

3aroJIoOBOK (MM KpaTKoe CcoIepXaHMe IOKyMeHTa)

BeimaH

(maTa BBHIIDAYM)

Brimast

(HaMMeHOBaHMue MOJIKHOCTU
cIayXamero,

[Monyuwnn

(HaMMeHOBaHUEe IOJIKHOCTU
cIayXxamero,

NONNMCh, pPpacuUMdpoBKa MNOIANMCHU JMLA,

NONNMCh, pacuMdpoBKa MNOIANMCHU JMLA,

BEIOABIIET'O HOKyMeHT)

KOTOPOMY BHIAH HOOKYMEHT)

MpunoxeHue 12

K IHCTpyKUUKM No JenonponsBoacTBy
B roCyapCTBEHHbIX opraHax,

WHbIX OpraHmn3aumsax

dopma

KAPTA-3AMECTUTEJIbL OEJIA

HamMeHOBaHMe oOpTraHM3alun

HamMeHOBaHME CTPYKTYPHOTO

KAPTA-3AMECTUTEJIE IEJIA

(I/IH,JIeKC I10 HOMeHKHaType neJl OpI‘aHI/ISaLU/H/I JZNpeZs HOMep 10 OIIlMCrm neJl n
3aT0JIOBOK)

rnonpasnelieHus
Heno N
BrimaHO
(maTa BBHIIOAYUN)
Breimast

(HaMMEeHOBAaHME OOJIKHOCTM
cJTyXamero,

BO BPEMEHHOE IIOJIb30OBaHME IO

(maTa BO3BpPaTa)

[Nojyryumi

(HaMMEeHOBAaHME OOJIKHOCTM
cIyxamero,

IOONMUCL, pacumdpoBKa NOONMCU JIMLAE,

OONMUCL, pacumdpoBKa NOONMCU JIMIA,

BEIIABIIETO IEJIO)

KOTOPOMY BHIAHO IeJIo)



MpunoxeHue 13

K IHCTpyKUMK

no AenonponsBoacTBY

B rOCy4apCTBEHHbIX opraHax,
WHbIX OpraHu3auusax

(B pegakumm NocTaHOBEHNS
MwuHucTepcTBa toCcTULUK
Pecny6nukn Benapycb
24.07.2026 N 40)

(BBegeHo noctaHosrieHnem MuHiocta ot 24.07.2026 N 40)

dopma

BHYTPEHHAA ONMUCb OOKYMEHTOB
B 3/IEKTPOHHOM BUuAeE 3MEKTPOHHOro aena

BHyTpeHHsAs onnck
[AOKYMEHTOB B 3/1EKTPOHHOM BUAe anekTpoHHoro gena N



KonnyecTtBo O0LWwum obbvem
N Hata gokymeHTa B |3aronoBoK AOKYMEHTa B obbekToB obbekToB O6Las KOHTponbHas MovMeYaHe
n/n 3NEKTPOHHOM Buae 3NEKTPOHHOM Buae XpaHeHus XpaHeHus B XapakTepucTumka P
(cpannos) banTax
1 2 3 4 5 6 7
VToro: IJOKYMEHTOB B BHeKTpOHHOM BUIOEe,

OOBEKTOB XPAaHEHMUH.
Obumyt o6beM OOBEKTOB XPAaHEHUS BJIEKTPOHHOTO IeJia

HamMmeHOBaHMe OOJDKHOCTM CJiyXallero Jula,
COCTaBMBIIET'O BHYTPEHHIOK OIMCB HOOKYMEHTOB
B DBJIEKTPOHHOM BMIE 3JIEKTPOHHOI'O Iejla

DaTa

PacumdpoBKa MOOOIUCU

MpunoxeHue 14

K MHCTpyKUumnn

no AenonponssBoicTBY

B roCyapCTBEHHbIX OpraHax,
WHbIX OpraHn3aumsx

(B pepakumm NocTaHoBEHNS
MwuHucTepcTBa OCTULNK
Pecnybnukn Benapycb
24.07.2026 N 40)

(BBegeHo noctaHoBneHnemM MuHtocTa ot 24.07.2026 N 40)

OIIUCh 3JIEKTPOHHBIX IOEJI

IIOCTOSIHHOT'O, BpeMeHHoro (cBrme 10 neT) xpaHeHMsI, IO JIMYHOMY COCTaBYy
1 BpeMeHHOTO (Jo 10 ;eT) xXpaHeHMs CTPYKTYPHOI'O INOLpasBlelIeHMus

dopma



(o6mecTBeHHOM oOpraHMBaLMM) OpITaHMB3aUUM

HamMeHOBaHMe oOpTraHM3alun YTBEPXIAIO

HamMmeHOBaHUE CTPYKTYPHOT'O

nompasnejsieHusa (0oOlmeCTBEeHHOM (HaMMeHOBaHMEe IJOJIXHOCTU
opraHu3aluun)
Onmuce N CIIyXalleT'0 PYKOBOOUTEJIH

SJIEKTPOHHBIX LOeJl CTPYKTYPHOT'O IIOIOpa3neJIeHUA

(oBmecTBeHHOM OpITaHM3alUM)

(HaMMeHOBaHME KaTeropum IeJji) PacumppoBra
3a Iono IIoOornmcum
ITaTa
HaTta (kpanHne Konunyectso O6bem oOKYMEHTOB
MHpekc HasBaHwue pa3gena, Cpok xpaHeHus
N aarbl) [OKYMEHTOB B B 3MEKTPOHHOM BuAe
3rIEeKTPOHHOro 3aronoBoK anekTpoHHoro genal NpumeyaHne
n/n 3MEKTPOHHOIo 3rIEKTPOHHOM BuAe | 9NeKTpPOHHOro aena *
nena 3NEeKTPOHHOro gena o <*>
nena 3MEeKTPOHHOro aena (6anT)
1 2 3 4 5 6 7 8
B IDaHHYK ONMCBH BHECEHO
(umbpamMm M NPONUCHIO)
BJIEKTPOHHEIX mej ¢ N no N

HamMeHOBaHME IOOJDKHOCTU
CIlyXalero COCTaBUTEJNId ONUCHU
IaTa cocTarJIEeHUA

PacumdpoBka DOONIUCU

COIJIACOBAHO <**>
I[lpoTokoJs 3acenmaHuda 3SK

(HaMMeHOBaHME CTPYKTYPHOTIO
nompasnesieHus)
N

llepenan BJIEKTPOHHEIX IOeJl.

(umdpamMm ¥ NPONMUCHI)

HamMeHOBaHME IOJDKHOCTM CJIYXAalleTo
paboTHMKA, IIepelaBlIeTrO BJIEKTPOHHBIE Iejla
DaTa

PacumppoBkra NOONUCHU




[IpuHAT BJIEKTPOHHEIX IEJI
(undpamM ¥ NOPOIMUCHI)

HamvMeHOBaHME IOOJIKHOCTM CJlyXallero
paboTHMKA apxubBa (Jamua, OTBETCTBEHHOTIO
3a apxmMB), [NPUHABIETO D3JIEKTPOHHEE IeJja
IaTa

PacumppoBKa NOONMUCHU

<*> [1ns1 onncen anekTpoHHbIX Aern BpeMeHHOro (cBbiwe 10 neT) xpaHeHus, no IM4HOMy cocTaBy 1 BpeMeHHoro (4o 10 neT) xpaHeHus.

<**> [Mpun Hannumm 3K CTPyKTypHOro nogpasaeneHus.

(BBegeHo noctaHoBneHmem MuHtocTa ot 24.07.2026 N 40)

AKT
O BHOEJIEHMM K YHUUTOXEHMIO NOKYMEHTOB B

3JIEKTPOHHOM BHIOe

1 3JIEKTPOHHEIX 1neJi, He NoajiexallMxX XpaHeHUIo

HavMeHOBaHMe BHUECTOAUEN OpraHM3alun
HamMeHOBaHMeE opTraHM3aluUMU

YTBEPXIAIO

(HaMMeHOBaHME IOJIKHOCTMU

MpunoxexHune 15

K MHCTpyKUumnn

no Aenonpou3BOACTBY

B rOCyJapCTBEHHbIX OpraHax,
WHbIX OpraHn3aumsx

(B pegakumm nocTaHOBMEHUSA
MuHucTepcTBa OCTULNK
Pecnybnukn benapycb
24.07.2026 N 40)

dopma



AKT

N CllyXalero PYyKOBOOUTEJIA
opraHm3aLmumM)
MecTO cocCTaBJIeHUA Pacumpporka
nonnmucu

O BHIOEJIEHUM K YHUUTOXEHUIO
IOOKYMEHTOB B DBJIEKTPOHHOM BMIE

M BJIEKTPOHHEIX IeJl, He [IOoIJIeXallx
XPaHeHU

HaTa

Ha ocHoOBaHUM

(BuMIm, naTa, PETUCTPALMOHHBI HOMEP M Has3BaHMEe HOPMaTMBHBIX

IIPaBOBEIX aKTOB, JIOKAJIBHEIX IIPABOBBIX aKTOB, MCIIOJIbB3OBAHHEIX IIPM IIPOBEIEHUN

OKCIEPTU3E LUEHHOCTM IJOKYMEHTOB B JBJIEKTPOHHOM ane)
oTOBPAaHE K YHMUTOXEHMIO KakK He MMellMe MCTOPUYECKOM, HAaYydHOM,
DKOHOMUUECKOM, IOJINTUUYE CKOM VI KyJIbTYPHOM LIEHHOCTU u
npakTuieckoe
nena ¢oHma N <*>

couMaJibHOM,
yTpaTueume
3HaUeHKe cJlelyllle IOKYMEeHTE B B2JIEKTPOHHOM BUIE U BJIEKTPOHHHE

Cpok xpaHeHus
SNEKTPOHHOro Aena u
. KonnyectBo AOKYMEHTOB
N 3arornoBokK [arta (kpanHue patbl) HOoMepa MyHKTOB Mo
B 9NEKTPOHHOM BUae
n/n 3MNEKTPOHHOro Aiena | 3NeKTpoHHOro aena nepeyHto, MHOMY
3NEeKTPOHHOro Aena
HOPMaTUBHOMY
NnpaBoBOMY aKTy
1 2 3 4 5
VToro OJIEKTPOHHEIX OeJI 3a ron.
(LumdpaMM ¥ NOPOIMUCHI)
Onucob SJIEKTPOHHBEIX @OeJI ITOCTOAHHOI'O XPaHeHMA 3a ron
YyTBEPXIEHAa, a o JIMUHOMY cocTaBy corjlacoBaHa ¢ OMK (3IIK, I1I3K)

(HauMeHOBaHMEe I'OCYIapCTBEHHOIT'O apxXuBa,
apxMBaM UM OEJIONPOM3BOIACTBY OOJIACTHOTIO
KOMMUTETA WM BHIIECTOSWEN OpITaHM3alUM)

(mpoTokKOJ N ) .

HamMveHOBaHMe OOJDKHOCTM CJyXallero Jula,

CTPYKTYPHOTO HOOpas’mejIeHUus II0
(MMHCKOTO TOPOICKOTO) MCHOJIHUTEJILHOTO




INIPOBOOMBUIETO JBKCIIEPTU3Y LEHHOCTU

OOKYMEHTOB B DBJIEKTPOHHOM BUIE PacumdpoBKa IOINMUCU
COTJIACOBAHO COTJIACOBAHO <**>
[IpoTokos 3acemaHmsa [OK (3K) IIpoTokos 3acemaHmsa OMK (3IIK)
(HaMMeHOBaHME OpTaHMU3aluM) (HaMMeHOBaHUE

N

I'OCyIapCTBEHHOTI'O apXuBa,

CTPYKTYPHOTO IOIpas3neJieHus I10

apxXMBaM U IEJIONPOU3BOICTBY
obmacTHOTO (MMHCKOTO TOPOICKOTO)
VICIIOJIHUTEJIBHOTIT' O KOMMTeTa)
N

JOKYyMEeHTEL B SJIEKTPOHHOM BUIEe n OJIEKTPOHHEIE nejia B KoJIiMmuecTBEe
ODBEKTOR XpaHeHVd, CPOK XpPaHeHMA KOTOPBIX

(umdpamMm M MIPONMCHI)
MCTEK, YHUUTOXEHH.

HamMeHOBaHME OOJDKHOCTHM CJyXalero paboTHMUKA

opraHM3aluMM, YHUUTOXMBIUIETO IOKYMEHTEHI

B DJIEKTPOHHOM BUIE UM BJIEKTPOHHBIE Iejla PacumdpoBKa NOIONMUCU
DaTa

VI3MeHeH s B y4UeTHEE IOKYMEHTH BHECEHEHL.

HamMeHOBaHME HOOJDKHOCTM CJlyXauwero paboTHMKAa

apxmuBa (aMLa, OTBETCTBEHHOTO 3a apxXuB),

BHECUWETO M3MEHEHUS B YUEeTHHE IOKYMEHTEH PacumppoBKa MNOONMUCHU
OaTa

<*>B opraHn3auuax, ABNALWNXCA NCTOYHUKaMW KOMMIEKTOBaAHNA roCyaAapCTBEHHbIX apXMnBOB.

<**> B aKkTe 0 BblOeneHUn K YHUUYTOXEHUIO OOKYMEHTOB B 3MNEKTPOHHOM BUAE W 3MEKTPOHHbIX Aen ¢ oTmeTkon "IMMK", He nognexaiumx
XPaHEeHUIo.




