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IMocranosnenue Mcnonkoma Cosera

Denepauuu mpodcoro3os benapycn
08. 042013 Ne 733

VHCTPYKLMA

10 J1eJI0NPOU3BOACTBY B anmapare CoseTa
Depepanuu npodcoro3os benapycn

I'naBa 1. O61ye noI0KeHUs

1. Hacrosimias ~ VIHCTpyKUMsl ~ YCTaHaBIMBAeT  MpaBHia  BEIECHHUS
nenonpousBocTea B annapare Cosera ®I1b, paspaGoTana B COOTBETCTBHH G
WHcTpyKupeil 1Mo JeNONPOU3BONCTBY B TOCYIApCTBEHHBIX OpraHaX, HHBIX
OpraHm3auMsiX, YTBEPXKICHHOW IOCTaHOBIeHHMeM MuHKCTEpCTBA FOCTHIMM
Pecny6uku Benapycs ot 19 sBaps 2009 r. Ne 4 (HauponansHblid peectp
npaBoBbIX akToB PecryGmuku Benapyce, 17 despans 2009 r., Ne 42, 8/20434).

TTopsi/IOK BeleHUs CEKPETHOTO AEIONPON3BO/ICTBA OMpPeE/eNieTcst 0co00H
HHCTpyKuKeit. [lesonpon3BOCTBO MO 0OpAIeHUsM IPa/IaH BeAeTCs OTACIBHO
oT 06lero JeJONpOM3BOACTBA M PETJIAMEHTHPYETCs COOTBETCTBYIOLIEH
HHCTPYKIMEH.

2.B ycnoBusix (QyHKUHOHHPOBAHMS aBTOMATH3WPOBAHHOM CHCTEMBI
obecnevenus unpopmauueii (ACOM) anmapara Cosera ®IIb perncrpanus,
yUYeT, KOHTPONIb 3a MpPOXOXKIEHHEM M HCIOJHEHHEM [OKYyMEHTOB BeIeTCs
[aBHEIM yTIPABJICHHEM JOKyMEHTALHOHHOTO obecreyen s i UHpOPMAaLHOHHBIX
TeXHONOTHii ¢ aBTOMATH3UPOBAHHBIX PAbOUMX MECT, OPraHW30BaHHEIX Ha Oase
nepcoHanbHeIX OBM.

3. B aBTOMATM3MPOBAaHHOM DEXHMME BBINONHSIOTCS CIEYIOUIME BUJBI
pabot:

3.1. perucTpauyst BXOSIINX, HCXOSIMX 1 BHY TPEHHUX JJOKYMEHTOB;

3.2. QopmmpoBaHHe H BeJEHHE MAIIMHOYUTAEMOH KapTOTeKH ydera
JIOKyMeHTOB B uesioM 1o anmapaty Cosera @IIb U B KaXIOM CTPYKTYpPHOM
noJpa3eNeHuH;

3.3. KOHTpOJIb 32 MPOXOXIEHHEM [OKYMEHTOB B CTPYKTYpPHBIX
noapaszenenusix annapara Cosera @I1b;

3.4. onepaTHBHBIH MOKUCK U BBIIaYa MHYOPMALHY 10 JOKYMEHTaM;

3.5. HakoIUIeHHe HHPOPMALIUHU 17T JaTbHEHIIEro UCIOIb30BaHHS.

4. OTBETCTBEHHOCTh 3a COCTOSIHME M OPraHM3alMio [e0NpOU3BOACTBA,
cobmoileHre TPaBWI M TOpsiAKa paboTHl C JOKYMEHTAMH B CTPYKTYPHBIX
MOfpa3feNieHusIX,  HeJONyLIeHHe  HECAaHKIMOHWUPOBAaHHOro  Jocryma K
MHQOPMALINA U e YTEUKH HECYT PyKOBOMMUTEIN STHX MO/PasJIeeHHH.
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5. Yuyer, perucTpauvio BHYTPEHHHX (MHMLMATHUBHBIX) M HCXOISLIMX
NIOKYMEHTOB, [IPOXOX/CHHE U XpaHEeHUE JIOKYMEHTOB B yCTAHOBJICHHBIE CPOKH,
MHGbOPMHpOBAHHE O COCTOSHHHM HX MHCIOJNHEHHs obecreyuBaer pabOTHHK,
OTBETCTBEHHBIi 32 Be[IeHHE AeJI0NPOM3BOCTBA B CTPYKTYPHOM MOAPA3ACICHUH.

6. Undopmanus 0 COAEpaHHU NOCTaHOBEHHH 1 pacnopsbkenui OITb,
BXOJSIIMX, MCXOMALIMX W BHYTPEHHMX NOKyMeHTOB armapara Cosera O®IIb.
npoBomuMsIx B PIIb coBelmanusx, 3aceJaHisIX U IPUHSTBIX HA HUX PELICHUSAX,
a Takke O Apyrux mpoBomuMeix B DI MepompHsATUSX MpeACTaBIIseTCs
CpeNcTBaM MAacCOBOH MH(OPMALMK, B TOM YHCIIE U BBICTYIUIEHHsS PabOTHHUKO!
anmnapara Cosera ®@IIb o aesrensroctd @IIB, KOMMeHTapUH HOPMATHBHBIX
TIPABOBBIX aKTOB, BHyTPEeHHell U BHelHeH nonuTuku Pecry6muku benapych Ha
npecc-KoH(pepeHUHsIX, "KpyrbiX cronax”, ¢ paspenenus Ilpencenarens ®IIL
win 3amectuteneit [Ipencenarens ®I1b ¢ BU3MpOBaHMEM JaHHOH MH(pOpMaIML
TIpencenarenem ®IIb.

PasmMelenre ykazaHHO#i HHQOPMALUK B TII00abHOR KOMIBIOTEPHOM ceTi:
VHTepHET OCYILIECTBISIETCS B BHIICH3IOKEHHOM MOpSJKE € pa3peLIeHns
Ipenceparenss ®IIb wmi mo ero mopyuenuro 3amectutenei Ilpexcenarens:
OITb.

7. TlopsiIoK pacmpoCTpaHeHHs yKa3aHHOM BO BTOPOW 4YacTW IMyHKTa
Hactosmeidt  MHeTpykumu — MHOOpMAIMH  PEraMeHTUPYETCS  OTAEBHOL
HMHCTpPYKIHEH.

8. Pabornuku ammapara Cosera @®IIb HecyT mepCOHAIbHYIO
OTBETCTBEHHOCTH 3@ COXPAHHOCTh HAXOASIIMXCSA y HUX CITy)KeOHBIX J0KYMEHTOR
1 06513aHBI OeperkHO 00palaThCs ¢ HUMH.

9. Bplgaua JOKYMEHTOB M HX KONHH CTOPOHHHM OpTaHM3alHsM,
03HaKOMJIEHHE C JOKYMEHTaMH JIuL, He paboTaromux B armapare Cosera @ITb
HE CBS3AHHBIX C HCIOJHCHHEM TMOpYYeHHH (pe3onrouuil) Mo JOKyMEHTY.
NpOM3BOAKMTCs ¢ MuckbMeHHOro paspemenus [Ipencemarens @Ib wm ero
3aMeCTHTeNsI [0  MPEUIOKEHHI0  HayaJbHUKA  [JABHOTO  YNPABJICHU:
JIOKYMEHTAI[MOHHOTO obecrneuyeHus 1 HHPOPMAIMOHHBEIX TEXHOIOTUH anmapara
Cosera ®ITb.

10. Crpasku 1o TenedoHy O COmep)KaHHH MOPyYeHHH (pe3omonuit) Ha
JIOKyMEHTE, XOZE PacCMOTPEHHsSI BONPOCOB, COJEPXKAIIMXCS B JOKYMEHTE, B
HeOOXOOUMBIX ~ CIy4asXx MOTYT JaBaTh  PYKOBOJWUTENM  CTPYKTYpPHBIX
nonpaszenesuit.  Jlpyrne  CHENMANUCTBI  CTPYKTYPHBIX — MOJpasjie/ieHuH,
pabOTHHKH, OTBETCTBEHHbIE 3a BEJIEHHE JENONMPOU3BOJACTBA B CTPYKTYPHBIX
HOJpa3IeNIeHUSX, a  Takke  PabOTHUKM IJIaBHOTO yIpaBJIeHHs
JIOKYMEHTALMOHHOTO obecredeHnss 1 HHOOPMALMOHHBIX TEXHOJOTHH HMEIOT
TpaBo JaBaTh CIPABKU TOJIBKO O TOM, IJle HAXOAHTCS NOKYMEHT Ha UCIIOJTHEHHH.

11. Pabotauku ammapara Cosera ®IIb B messx cokpalieHus obbema U
COBEpHIEHCTBOBAHH S TEXHOJIOTHH JOKYMEHTO0O0POTa JOJDKHBI:
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114 ornpesensiTh BUIbL JIOKYMEHTOB, HEOOXOAMMBIX s
JIOKYMEHTAILHOrO 0D OPMIIEHHs] KOHKPETHBIX yTpaBieHueCKUuX QyHKLHH;

11.2. cOBepLICHCTBOBAT MOJATOTOBKY TOCTAHOBIEHUH M PaclOpPSKEHHH,
[OBBILIATH KAYECTBO AOKYyMEHTHPYEMBIX peleHuit, nprunumaembix B OI1b;

11.3. yMeHbaTh GU3NYECKHH 00bEM JOKYMEHTOB 32 CYET UCTIOJIb30BaHMUS
TpadapeTHBIX TEKCTOB, HAHOO/IEE YACTO MPUMEHSIEMBIX B NPAKTHKE PaboTHI Mo
OpraHu3aluy J0KYMEHTOB;

11.4. aKTMBHO TMpPHUMEHSATb [PAKTHKY OE€30KYMEHTHOrO pelleHus
BOIIPOCOB;

11.5. yMeHbLIaTh KOJIMYECTBO JyONETHBIX IK3EMIUIAPOB JIOKYMEHTOB TpH
UX pa3MHOXXEHUH, KOMUPOBAHHH U PACCHUIKE;

11.6. ucrosnB30BaTh COBpEMEHHbIE HH(OPMALMOHHBIE TEXHOJOTUH IS
TNOJIrOTOBKH, Mepeaun 1 00paboTki HHGOpMaLHH.

12. Paboruukam armapara Cosera ®ITb 3anpemaercs:

12.1. ©Ge3  paspeiieHus  pyKOBOAMTENss ~ CBOEr0  CTPYKTYPHOTO
TopassiesieH s BBIHOCHTD 33 TEPPUTOPHIO aIMHUHHCTpaTuBHOro 37anus PIIb
cityeOHbIe TOKYMEHTh] MK UX TIPOEKTHI;

12.2. pasriamarh WM KCIIONB30BaTh B YACTHBIX PasroBopax M Gecemax
UHPOPMALKMIO, COAEPIKAIIYIOCS B CITyKEOHBIX JOKyMEHTaX, B TOM HYHCIE
MOy9eHHY 0 Ha CTaiy UX MOATOTOBKH, a TAKKe MH(POPMAUHIO, MOTyYEHHYIO
Ha 3aCeJaHHsAX U COBEILAHMUIX;

12.3. mepenuckBaTh CayXebHYI0 HHGOOPMALHIO, COAEPXKAILYyIOCS B
KOMIIBIOTEPAX, Ha BHEIIHHE HOCUTENM, KOTJa 9TO He 00YCIOBJIEHO
CITyKeOHBIMU LIeIMHU;

12.4. KxomupoBaTh W pasMHOXATh CIyxeOHbIE JOKyMEHTH —0e3
paspelleHys: pyKOBOAUTEs CTPYKTYPHOTO MOApa3IeIeHHs.

13. Tlpu yxoxe B OTILyCK, IPU OTBE3ZE B JJIUTEIBHYIO KOMAHIUPOBKY.
1160 1o ApYroi NpHYMHE IUIAHHPYEMOTO JTHTENBLHOTO OTCYTCTBUS PAObOTHHK
0053aH OTYMTATHCS NEpel PYKOBOAHUTENEM CTPYKTYPHOTO MOJpa3jeNieHus IO
HE3aKOHYEHHBIM BOIPOCAM M Mepefath JIHIly, KOTopoe OyneT 3aMmelarth ero,
BCE HMEIOLIUECS 10 HUM JOKYMEHTEL.

Ilpy HeoOXOAMMOCTH Mepefauy OSTUX JOKYMEHTOB OCYLIECTBISET
paGOTHHK, OTBETCTBEHHBIH 3a BeJCHHE [EIONPOM3BOJACTBA B CIPYKTYPHOM
noapasJeneHyu.

IMocne BHIXOAA M3 OTIIYCKa, BO3BPAIEHHS M3 KOMAHIMPOBKM HJIH IO
Npyroii TpUYKHE IUIAHHPYEMOrO IIHTENbHOTO OTCYTCTBHS PaOOTHHK JOJDKEH
10 Hayaga pabGouyero IHs MPOMH(POPMUPOBATE PYKOBOAMTENS CTPYKTYPHOTO
nonpasaeneHus ammapara Cosera @IIb o ToM, 4YTO OH NpPUCTYNHI K
HCIIONHEHHIO JODKHOCTHEIX 00s3aHHOCTEH.

14. Tlpu yBOJBHeHHH HIM IepeBoie pabOTHHKA Ha JpYryr paboTy
UMerolecss Yy HETO JOKYMEHTBl uepe3 pyKOBOAHMTENS CTPYKTypHOTO
nofpasaeNeHus MepefaloTcs Mo akTy pabOTHHKY, Ha3HAYEHHOMY Ha JaHHYIO
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OJDKHOCTh, WM  pabOTHMKY, Ha KOTOPOrO  BO3JIOXKEHO  pelIeHHE
HE3aKOHUYEHHBIX BOITPOCOB.

15. Koutposb 3a COOMIOJEHHEM B  CTPYKTYPHBIX MOAPA3JEICHUSIN
anmapara Coseta ®IIb mopsinka BeeHHs [eJI0NPOU3BOJCTBA OCYLIECTBIAETCS:

JIaBHBIM yIpaBJieHHEM JIOKYMEHTAIIHOHHOTO obecreyeHust n
MHPOPMALIMOHHBIX TEXHOJIOTHH.
16. [IpaBuna  J€0NPOU3BOACTBA, yCTaHOBJIEHHBIE  HACTOsLIEH

UHcTpyKuKei, 06s3aTeNbHBI A1 BCeX pabOTHHKOB allnapara Cosera ®ITb.

R )

17. CocraBnenne 4 OQopMiIeHHE  JOKYMEHTOB  MpEAMoiaraiot
obs3aTenbHOe COOMOMEHHe psiia TpeGOBaHUH M MpPaBHI, CMOCOOCTBYIOMUIMX
0fecreyeH IO MOJTHOUEHHOCTH JOKYMEHTOB, ONEPATUBHOCTU MX NPOXOXKACHHs!
U UCIIONTHEHMUSL.

18. Kaxapiii BU TOKyMeHTa (ITOCTaHOBIIEHHE, PACTIOPSIKEHUE, [IPOTOKOIT,
[OKTafHasi 3alucKa, CIpaBKa, [HCBMO, aKT M T.a1.) JIOKEH HMeTh
ONIpE/IeNIeHHbIH KOMIUIEKC PeKBH3MTOB (COCTABHBIX HacTed) M CTabMIBHBI
nopsok ux pacnonoxenus cornacio CTB 6.38-2004 "YuuduunpopaHHsre
chcremsl fokymeHTauuu PecryGmuku Bemapych. Cucrema OpraHM3alMOHHO-
pacropsuIMTeNBHOM fokyMmenTanun. TpeGoBanus K 0hOPMIEHHIO JOKYMEHTOB"
(npunoxenue 1 u 2).

19. BONBIIMHCTBO ~ OpraHM3alOHHO-PACTIOPSAMTENBHBIX  JOKYMEHTOB
cocTaBisieTCsl Ha OJiaHKax, 3a HCKIIOYEHHEM COBMECTHBIX HOKYMEHTOB
HECKOJIbKHX OpraHu3aluil, JOKIaJHBIX 3aMMCOK YW CIPAaBOK, MOATOTOBICHHBIX
paboraukamy annapara Cosera @IIb u axpecoBaHHBIX PyKOBOJCTBY.

20. VCTaHABIMBAOTCS CIIEAYIOIIHME BUIbI OAHKOB:

6mank s nucem @epepauuu mpodcoro3o benapycu U anmapara
Cosera @enepauuu npodceoro3os bemapycu;

obuuit 61aHK IS JPYrHX BHIOB OPraHH3alMOHHO-PACHOPSAUTENBHBIX
noxkymenTtoB ®eneparuy npodcoro3os benapycu.

ST oo s tore ERMEATDR

21. bnauku pokymentoB @IIb pa3pabaTbiBaeT TIJIaBHOE YNPaBICHHE
JIOKYMEHTALMOHHOTO ofecredeHrs 1 MHQOPMAIMOHHBIX TEXHOIOIHH arapara
Cosera @IIF wHa ocHOBe YHHOMUUPOBAaHHBIX  (GOpM  JIOKyMEHTOB
"VHuHLIHPOBaHHON CHCTEMBI OpraHn3alMOHHO-PACIIOPSTUTENbHON
nokymentauus (YCOP/)", yTBepxaeHHOM Nprkazom AupekTopa JlenaprameHta
[0 apXWBaM M JeNONpOHM3BOACTBY MuHucTepcTBa IocTHiMH PecryGmnky
Benapych ot 14 mast 2007 r. Ne 25 (¢ u3m. u gom. oT 24 mapta 2008 . Ne 16), ¢
taike — AnbboMa (GopM OpraHU3aLMOHHO-PACHIOPSANTEBHEIX JTOKYMEHTOB C
kommenTapusimu (Musck: BentHUAJIAL, 2012).
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22.Ha xaxI0oM [OKYMEHTe, 3a MCKJIIOYEHHEM [HCbMA, JOJDKHO
yKa3bIBaThCsl HAMMEHOBA

JaToOn JOKyMEHTa SBJIA€TCS [aTa ero IOANUCaHUs, NPUHSATHS,

YTBEPKACHUS WK [JaTa COGHTI/IS{, KOTOpoe Bad)PlKCHPOBaHO B IOKYMEHTE (ﬂ)’m
MPOTOKOJIOB, aKTOB M HEKOTOPBIX APYTHX lIOKyMCHTOB).

I[aTOﬁ TPUHATUS TIOCTAHOBJIEHUS, PACIOPSIKEHHUSA CYHTACTCA Hara €ro
MOANKCaHHUs, €CJIM HHOE HE YCTAaHOBJIEHO B CAMOM JOKYMEHTE.

Z[a'ra TIOAITMCAHUSA (l'lpHHﬂTl/lﬂ) JAOKYMEHTa U HHIACKC MPOCTaBIAKOTCSA Ha
crneuuajJbHO OTBEAEHHOM Ha Gnanke mecte. Eciau JIOKYMEHT COCTaBJIEH HE Ha
GaHKe, ero jaTa ¥ MHIEKC (H

TIPOCTABJISIFOTCS TAK aK Ha OJ1aHKe

23.2. peruCTpPAaLMOHHBIA HMHIEKC NOKYMEHTa — 3TO €ro YCJIOBHOE
unpposoe 0603HAYCHHE, TPOCTABISEMOE TIPH PerucTpauuy. JJaThl 1 HHIEKCHI
JIOJDKHBI IPUBOAHMTECS B OJJHOM CTpOKe.

OOsi3aTebHBIM  2JI€MEHTOM peKBH3HTa ''PerncTpanuoHHbli HHIEKE"
SIBJIETCS €r0 MOPSAKOBBIH HOMEp B TeYeHHE rojia ¢ sIHBaps 0 JieKabpb.

PerucTpaliiOHHEIA HOMEp BXOMSIMX ¥ UCXOJSIIMX JOKYMEHTOB, KPOME
MOPSIAKOBOTO HOMEpa, AOMOJHSETCS YCJIOBHEIM HMHIEKCOM CTPYKTYPHOTO
[OApAa3/ie/IeH s MM HCIIOJIHUTENs, COCTABUBIIErO JOKYMEHT, KOPpeclOHIeHTa
(xkmaccrpuKaTopa BOMPOCOB JESTEIPHOCTH, MECTa XPAaHEHHs IOKYMEHTa) H
HOMEpOM Jela [0 HOMEHKJIAType, Kyla MOAUIMTBI JOKYMEHT WM KOIHS
OTIpaBlieHHOro JokymenTta. Hampumep, 04-34/89, rae 04 — wuHzexc
CTPYKTYpHOTO mofpasfielleHus (Hampumep: (QHHAHCOBO-3KOHOMHYECKOIO
yrnpasieHus), 34 — HoMep Jena [0 HOMEHKIAType, 89 — MOPSAKOBEIH HOMED

OTIIPABJIIEMOTO JOKYMEHTA,

24. PexBmsutr '"T'pud orpanmuenus mgocryma" ("Ing crmysxeGHOrO
nosibp30BaHus") pasMelaeTcs B 3aroJOBOYHON YacTH JOKyMEHTa BBILIE
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pexBusuToB "Anpecar” unn "I'pud yrBepxieHns”, HO He BBIIIE HAMMEHOBAHMS!
opraiu3aluu Ha Ganke.

bopmax nepenucku:

25.1. mpu aapecoBaHWHM JOKYMEHTOB Ha3BaHHs TBEHHBIX
OpraHoB M OpraHH3alliil yKa3bIBaIOTC

HampuMep: MunncrepcTBo GUHAHCOB
Pecniy6muxu Benapycs

25.2.  pomyckaeTcs — aJpecoBaHME  JOKYMEHTOB  KOHKPETHOMY

JO/DKHOCTHOMY JMLy. B 3ToM ciyyae HauMeHOBaHHE Opra
YKa3blBaeTCsi B MMEHUTEIBHOM Majexe,
 AQTeTBHOM NaZexce;

HarpuMep: MHHHCTEPCTBO TOPrOBIH

Pecny6nmku Benapychb

Hauanenuky ynpasnesnst
06IIECTBEHHOTO TUTAHMS

!

25.3. ecnM JOKYMEHT aJpecyeTcs HEMOCPeJCTBEHHO pPYKOBOIUTEIO
OpraHu3aluy, TO HAUMEHOBaHHE OPraHM3aALUHM JODKHO BXOIUTH B COCTas
HaUMEHOBaHHs JOKHOCTH aJpecara;

HarpuMep: Ipencenaremo Peaeparuu

npocor0308 Benaiicn

25.4. KOHKPETHOMY JIHMIly JOKYMEHT aJpecyioT B TeX ClydasX, KO/
OTIpPaBUTENb YBEPEH, YTO UMEHHO 3TO JIULO JOKHO OBITH 03HAKOMIIEHO C €ro
CO}Z(ep)KaHI/ICM;

25.5. mon HaMEHOBAaHHEM alpecarta JIOJUKEH YKa3bIBaThCs

NpH  PAcChUIKE  JOKYMEHTOB  HECKOJBKMM  OJXHOPOJHBIM
opraﬂmauan azpec MOXKeT OBITh 0003HaYeH 000OLIEHHO;

HanmpuMep:
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25.7. angpecoBaHue JOKYMEHTOB TpaXlaHaM OCYUICCTBISACTCS B
COOTBETCTBUU C HpaBHHaMI/l OKazaHus Yyciyr IMOYTOBOM CBSI3H: BHayaje
YyKa3blBarOTCs ¢)aMHﬂHﬂ W MHUIHAJIBI TTOJTyYaTesis, 3aTeM TOYTOBBIH ajpec;

HWpanoBy U.H.

yn. Kpacuag, 1. 3, k8. 48
220113, r. Munck
25.8. JOKyMeHT He JOJDKEeH cojepxarh Oosee yeTwipex ajpecos. Ilpu
HarpaBJeHHH OJHOrO A0KyMeHTa Gosiee yeM B yeThIpe aapeca c10Bo "Komus"
nepeq  O0O3HAYEHHEM BTOPOrO, TPETHErO M UYETBEPTOrO AaApecaToB He
yKkasbiBaeTcs. Kaxplit 9K3eMILISp JODKeH OBITh MOJMHCaH;
25.9. chpaBKH, AOKTafHBIE 3alMCKH, MOJATOTOBJIEHHBIE PabOTHHKaMU
annapara Cosera OIIB, agpecyloTcs JOHKHOCTHOMY JIMLY C 0O0S3aTeNbHBIM
yKa3aHHEM €ro JOJIKHOCTH;

HarpuMep:

HaTpuMep: 3amectuteno IIpeacenarens

Denepaunu mpodeowsos benapycu

(; (Damunust, *HALYATIL)
— i HHIIED
25.10. kaxmasi cocTaBHasi 4acTh peKBH3uTa "Anpecar” — HaMMEHOBaHHE
OpraHu3alyy, CTPYKTYpPHOTO TIOApa3leNeHus, JODKHOCTH, GaMumus ¢
MHUIMATAME JIHIA, KOTOPOMY aipecyercs TOKYMEHT, W MOYTOBBIA azipec
OpraHusalMi — JOJDKHA Ie4aTaThesl B MPAaBOM BEPXHEM YINy CTPaHMIBI
(h1aroBBIM cOCOOOM.

26. OcobpiM  crmocoOOM — BBeJGHHMS  JIOKyMeHTa B JIeHCTBHE,
CaHKUMOHUPYIOIMM  PAcIpOCTpaHEHHE €ro Ha  ONpEeJeTeHHBIH  Kpyr
OpraHu3alui, JO/DKHOCTHBIX JIUI U TPAX/IaH, SBIISETCS €0 yTBEP)KICHHE.

VIBepkzeHHe TOKYMEHTa MPOM3BOUTCS MOCPEACTBOM MpUMEHeHHs! rpuda
"VYTBEPXXJAIO" vy M34aHus COOTBETCTBYIOLIETO PACTIOPSIUTENBHOrO JOKyMEHTa:

26.1. ecnu JOKYMEHT yTBEPXKAAETCS KOHKPETHBIM JOJDKHOCTHBIM JIMLIOM,
To Tpud YTBEPXKOEHHS COCTOMT U3 CJEOyIOIMX JJIEMEHTOB: CJIOBa
"VTBEPXJIAXO", HauMeHOBaHHS MJOJDKHOCTH, MOAMHCH, UHUIMAIOB H
(amMuIny 11na, yTBepAUBIIETrO JOKYMEHT, JaThl yTBEPKICHHUS;

HalpumMep:

VYTBEPXJAIO

3amecrurens [Ipencenarens
®Deneparmu npodceoroson Benapycn

i (IMoamucn) (Muaunuansl, amMuins)

18.03.2013 R

26.2. ecny JIOKYMEHT yTBEPKNAeTCs PaclOpPSAUTENBHBIM JOKYMEHTOM,
TO Tpud yTBEPKIEHHS COCTOMT M3 CJICAYIOLIMX 3JIEMEHTOB: CJIOBA
"VYTBEPXXIEHO",  3aroioBKa  pacrmopsiIMTENBHOrO  JOKYMEHTa B
MMEHUTENIBHOM MajieKe, ero AaThl i HoMepa.

N T L M R RN T FER T e < eSS s~ e

Hanpumep:
VTBEPXJAEHO

ITocranosienue ITpesnanyma Cosera
@epepaiun npodeoro3os benapycu
28.02.2013 Ne 18

27. Pesomouusi — HAAMKCh Ha AOKyMeHTe, cienaHHas Ilpencenatenem
®I1B, ero 3aMecTHTENIAMH W COAEpXKAlias NPUHATOE pelenue. Jlomyckaercs
o(opMIIeHHE PE30NIOLMH Ha OTIETbHOM JIUCTE.

Ecnmv B pPE30/IOUMH YKa3aHO HECKOJIBKO MCIOJIHHUTEIIeH, TO JHLO,
yKa3aHHOE MepBbIM, SBJSETCS OTBETCTBEHHBIM 32 HCIIONHEHHE NOKyMEHTa M
opraiusyet paboTy Apyrux.

Pesonronus TepeHOCHTCS PabOTHUKOM, OTBETCTBEHHBIM 33 BEACHHC
JIeTONPON3BO/CTBA, B  PETMCTPAlMOHHYIO (QOpMY M 9acTo  SIBJISETCH
OCHOBAaHHEM B3ATHS JIOKYMEHTa Ha KOHTpoNb. B aToM ciyyae cpok
UCTIONHEHHUs IOKyMEHTa GepeTcs U3 pe30JIFOLHH.

28. OGsi3aTepHOM COCTABHON YacTBIO JOKYMEHTa SIBJISETCS 3ar0JI0BOK
KPaTKO M TOYHO OTPAKAIOMIMH COEPIKAHHNE JOKYMEHTA.

3arof0BOK HE COCTABIAETCS K TeIerpaMman.

3aronmoBok o6pasyercs, KaK IIPaBUJIO, C IOMOIIBI OTLIArOJIbHOrO
CYIIECTBUTETBHOTO B IIPEUIOKHOM Najeske, HaunHaeres npeorom "o (100"
W [O/MKeH oTBedaTh Ha Bompoc "o uem?"' wiu "o kom?" (Hanpumep: "OC
ycranosienuu...", "O6 yreepxaenn...", "O npepocrapnenuy...", "O mepax...",
"06 ysenndenu...", "O xoge...", "O6 u3dpanuu...", "O Ha3HA4YeHUH...") Hian
"yero?", "komy?" (Hampumep: NMPOTOKON 3acelaHus, aKT NpueMa-lepenadu,
JIOMKHOCTHAS. MHCTPYKLHMS [TAaBHOMY CHIELMATHCTY ).

29. Eciu IoKyMeHT TpebyeT HCIOoAHEH s U GepeTcst Ha KOHTPOIIb, Ha HeM
HpOCTABIIAETCS OTMETKa 0 KoHTpote B Bize Oyksel "K" mymm coso "Kontposns™
Ha JIEBOM IOJIe IOKYMEHTA Ha YPOBHE 3arojlOBKa. DTa OTMETKa MOXKET OBITn
HaHeceHa IUTEMIIEJIEM WM HAlMCaHa OT PYKH SPKHM KpAaCHBIM, CHHHM,
3eJIeHBIM KapaHallloM.

30. TekcT ~ HOKyMeHTa  JOKEH  COAEpXaTh  JOCTOBEPHYIO U
apryMeHTHPOBAHHYIO HH(OPMALIHIO, H3I0KEHHYIO YOEIUTENBHO, KpaTko, Ge3
CHOXKHBIX FPAMMATHYECKUX HOCTPOEHHUH:

30.1. B TeKCTe JOKYMEHTa He JOIycKaeTcst ynoTpebieHue:

POCTOPEYNH ¥ SKCIIPECCHBHBIX (POPM Pa3rOBOPHOH ped;

B OJIHOM U TOM K€ CMBIC/IE PAa3HBIX MIOHSATH (TEPMHHOB);

MHOS3BIYHBIX 3aUMCTBOBAaHMH IIPM HAIMYMH PABHO3HAYHBIX CIIOB M
TEPMUHOB B 6EJIOPYCCKOM HITH PYCCKOM SI3BIKE;

HEYeTKUX CJIOBOCOUYETaHHH, 000OLIEHHBIX PacCyXIeHHH, BOCKIMLAHHUH
U IPU3BIBOB, 06PA3HBIX CPABHEHHIA, SITHTETOB, MeTahop;
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a66peBHATYp, KpoMe OOMIEU3BECTHBIX WIIM pacuinpoBaHHBIX B TEKCTe

LIOKyMCHTa;
TUBHOM JIEKCHKH.

KOMHCCHH H T.I. OBAaHUS WJIM aAMUHUCTPATHBHO-
TeiiildTOliMaJ‘[beIe €IUHULIBI, KakK I[paBuio, |

30.2. TEKCT JIOKYyMEHTA MOXET MOAPa3JeaThcs Ha MYHKTBI, KOTOpbIE
MOryT 0OBEUHSTHCS B [T1aBBI U Pa3fiesibl.

ITyHKTBI JOKYMEHTa — OCHOBHBIE CTPYKTYPHBIC JIEMEHTHl JOKYMEHTa,
colepxalie 3aKOH4YeHHble MoiokeHHs. OHH 0003HAYarOTCs apabeKuMu
1ipamu ¢ TOUKOM ¥ Ha3BaHUs HE HMEIOT.

InaBel  DOKyMeHTa —  CTPYKTypHBIE  JJIE€MEHTHl  JOKYMEHTa,
obbenuHstone B cebe ero mnyHKTl. OHH, Kak MpaBuio, 0003HAYAIOTCS
apabckumu  UEbpaMH M JOJDKHEl HMMETh  Ha3BaHHE, KOTOpOE IHIIeTCs
CTPOUHBIME DYKBAMHU U pa3Mellaercs B JIEBOH 4acTH CTpOKU. B ciyuasx, koraa
rnaBbl JOKYMEHTa He3HAa4UTe IbHBI 10 00BbeMy, JOMycKaeTcsl He 0003Ha4aTh UX
HOMEpamH.

Pasgensl  JOKyMeHTa —  CTPYKTypHBIE  OJIEMEHTHl  JIOKYMEHTa,
00BbeUHSIOIME ero [IIaBbl. Pasnensl 0003HAYarOTCA PUMCKUMH LUPpamMH U
JO/DKHBL MMETh HasBaHMe, KOTOpOe IHIIeTCS IMPOMMCHBIMUA OykBamu H
pa3MeIaercs B LIEHTPE CTPOKH;

30.3. MyHKTHI JOKYMEHTa MOTYT BKJIIOYATh B ceOs ab3allbl, MOAMYHKTHI U
yactd. B ciayuvasx, Koraa TeKCT JOKYMEHTa He MOAPa3AesseTcs Ha MyHKTHI, OH
cocTouT U3 ab3aleB U i

HOL{HyHKTbI = 8633.1151, ABJIAOLIUECS COCTaBHOU 4YacThIO TIYHKTa u
0603HayaeMble HECKOJIBKUMH apabCKUMH HU(paMy ¢ TOUKaMU MOcie KaxIoH
U3 HUX, TIepBasi U3 KOTOPHIX 0603HaYaeT HoMep MyHKTa.

YacTs cocTouT 13 ab3ana (HeCKONbKUX ab3aleB) U MpeCTaBIseT coO0H
CMBIC/IOBOE euHCTBO. OHA HAYMHAETCsl, KaK IIPaBHIIO, C MPOIUCHONA OYKBBI K
3aKaHYMBACTCs TOUKO. B ciydae, eciti 4acTh COCTOMT U3 HECKONIbKHX ab3alleB, -
ab3albl HAYMHAIOTCS CO CTPOYHON OYKBBI, KpoMe IepBoro absaua 4acTH,
KOTOPBIH HaYMHAETCSl ¢ MPOMHUCHONW OykBbl. IIpu >TOM mepBbIi ab3al 4acTH
3aKaHYMBAeTCs JIBOETOYMEM, BCE MOCNIENYIOLUIHEe — TOYKOW C 3amsTodl, KpoMme
nocienHero ab3ana, KOTOpBIM 3akaHuMBaeTcs TOYKOH. Ecnm wacts sBisercs
CTPYKTYPHBIM 3JI€MEHTOM IyHKTa WX MOJIIYHKTa, TO TepBas 4acTh ITyHKTa,
MOMITYHKTa, KaK MPaBWJIO, HAYMHAETCS ¢ apaOCKOW LU(PBI ¢ TOYKOM, MOCIIe
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KOTOpO# clie/lyeT MponucHas OykBa, MJIM C HECKONbKHMX apabckux uudp ¢
TOYKaMH I10CJIe Ka)KI[Oﬁ M3 HHX, 110CJI€ KOTOPBIX CIEAYET CTPOUYHASA 6yKBa;

30.4. Hymepalus pa3/iesoB, IV1aB, MyHKTOB A0JDKHA ObITH CKBO3HOM s
BCEro JIOKYMEHTa, NOJAMYHKTOB — CKBO3HOM JUIsl K&XAOTO MyHKTA.

HyMmepanus cTpyKTypHBIX 21EMEHTOB AODKHA OBITH eHHO0OpasHON st
BCEro JOKYMEHTa.

Hcnonp3oBaHMe B JOKYMEHTax  CTPYKTYPHBIX  OJEMEHTOB ¢
HECBOWCTBEHHBIMH MM LM(POBBIMH MM UHBIMH 0003HAYEHHUSIMH JOIYCKAETCS
B MCKJIIOYMTENBHBIX CllydasX M NPH HAIHMYUM B JOKYMEHTAX CIENUATBHBIX
OTrOBOPOK;

30.5. OTAENBHBIMU CTPYKTYPHBIMH 3JIEMEHTAMH TEKCTa JOKYMEHTa MOTYT
ObITh MOACTPOYHBIE NpUMedaHHs K Hemy. IlOACTpOuHBIE NpUMeyaHus
UCIIONB3YIOTCS B TeX ClyyasX, KOIJa IIOSICHEHHS WM  COKPAleHHbI:
HaUMEeHOBAHMS He MOT'YT OBITh [IOMELIEHBI B TEKCT IIYHKTA;

30.6. TekcT JOKyMeHTa (TIOCTaHOBIIEHHS, IIUCEMA, JOKJAIHOH 3aUCKH 1
Ip.), KaK MpaBUJIO, TOJDKEH COCTOSTh M3 IBYX OCHOBHBIX YacTeil: B MEpBOM -
YKa3bIBa€TCs OCHOBAHHME COCTABJIEHHS JOKYMEHTa, BO BTOPOI — HM3JIaraioTcs
BBIBOJIBI, IPE/IJIOKEHHS], PEICHHS, PACTIOPSDKEHHUS HJTH TIPOCHOBI.

Ecnu 1OKyMEHT cOCTOUT U3 ONHOM (pasbl, TO B [EPBOH ee YacTH TaKKe
PEKOMEHYeTCsl M3JI0KUTh OCHOBAHUE HJTH MPUUHHBI COCTABJIEHHUS JOKYMEHTA,
a BO BTOPOH — pellieHHe, paclopshKeHHe, IPOCs0y.

TekcT NOKyMEHTa MOXET COZEpXKaTh TOJBKO 3aKIIOUUTENBLHYIO YacTh,
[OCTAHOBJIEHHE,  PAaCTOpSHKEHHE  —  [OCTAHOBISIOLIYKO — yacTh  6es
KOHCTaTUPYIOUIEH, MHCbMO — IPock0y 63 MOsCHEHHIt | T.I1.

B cnpaskax mnpuBoautcs TONMBKO uHGMOpMauus (6e3 BLHIBOLOB W
[pe/VIoXKeH ). DTUM OHM OTIHYAIOTCS OT NOKIAAHBIX 3amucok. [To dopme
M3JIOKEHHSI  CIPaBKH MOryT OBITh  ONHMCATENBHBIMEH M LH(QPOBBIME
(obopMIeHHBIMH B BHe TaGIHLIEBI);

30.7. TeKCT MYHKTOB PACIOPSAUTENBHOrO [IOKYMEHTA HAUMHAETCS C
[Jarosia B HEOMpPE/IENeHHOH GopMe ¢ IOC/IEAYIONINM YKa3aHUEM HCTIONHUTENS 1
[pe/NUCEIBAEMBIX JefcTBui (Hampumep: "TIOpyunTs NpeanpusTHio...") WM ¢
YKa3aHHS HMCIIOJHUTENS. U KOHKPETHOrO JEHCTBHUS, BBIPAXXEHHOTO IJ1arojoMm B
HeolpeieNleHHOH popme (HampuMep: "[TaBHOMY (HHAHCOBO-3KOHOMUYECKOM®
YTpPaBJICHUIO MPEeAYCMOTpPET...", "I TaBHOMY yIpaB/IeHHIO JOKYMEHTALMOHHOTG
obecreyeHns U MHOPMALMOHHEIX TEXHONOTMH BEIETHUTS...").

Eciy B nmyHKTe pacnopsauTensHOro JOKyMEHTa He IIpedyCMaTpPHBAETCS
ONpe/iesIeHHbIH HCIIOIHUTENb, TO OH HAYMHACTCS C IJIaroNia B HeONpeeNeH O
dopme  (mampumep:  "VcraHoButs..",  "VrTBepmuth..", "Cumrats...",
"O6pasosars...", "[IpefocTaButs...");

30.8. CTpyKTypa pacHOpSANTENEHOTO TOKYMEHTA JOIKHA 00eCIedHBaTh
TIOCIeI0BATE/IEHOE U3II0XKEHHE €r0 CyTH, HauMHas ¢ HauboJlee CyLIeCTBEHHBIX
IyHKTOB U [€PEXOAS K BTOPOCTENEHHBIM. I pyNUpPOBATE YHKTHI CIIEAyeT 10
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HX COepKAHMIO, 4TOObI 0BECTIEUHTh KOMIIIEKCHOE U 3aKOHYCHHOE OCBEIICHHe
KaX[0ro BOIpoca;

30.9. B JOKyMeHTaX, YCTAaHABIMBAIOIMX MpaBa M 00A3aHHOCTH
(moNoKeHUe, yCTaB, WHCTPYKIWSA, MpaBuia M Ap.), /wmdo conepxkamux
omnucaHde, TOATBEpXKIEHHE (AKTOB, COOBITUH, OLEHKY [JEATEIbHOCTH
yupek/eHus (aKT, 3aK/II0YeHHe, CIpaBKa, OTHET U Jp.), HCHOB3yeTCs Gopma
H3/I0’KEHUsI OT TPEThero JIMLa eIMHCTBEHHOTO WM MHOXECTBEHHOrO uucia

(uampumep:  "Tlpeanpusitue  ocymiecTsiser...", "[7aBHBIA  TeXHUYECKul
HHCIIEKTOp TpyAa MMeeT Ipaso..", "Komuccns ycranosuna..", "Komuccns
npeanaraer...", "MHCTHTYT paspabotai...”, "B cocTaB Ha3BaHHOTO yNpPaBIEHHS

BXOJSIT...");

30.10. B mepenucKe uconb3yeTcs GopMa U3TOKEHUS TEKCTA OT [IEPBOro
uia MHOKecTBeHHoro uucia ("TIpocuM BKmOYMTH B IuiaH...", "Hampapisem
Ha 3akmouenue...", "Coobiaem, 4ro...");

30.11. ecu B TeKcTe MpOEKTa JOKyMeHTa TpeDyeTcsi HEOHOKPATHO yKasaTh
HANMEHOBAHHE  TOCYJApCTBEHHOTO —OpraHa, —TOCY[apCTBEHHOH /00  MHOH
OpraHM3alyK, a PaBHO €CIIH HEOJHOKPATHO YIOTPEO/IseTcs TO WM HHOe TOHSTHE,
BBIPAKAEMOE [PYIIOil CJIOB, TO HAUMEHOBAHME 3TOTO TOCY/APCTBEHHOTO OpraHa
(OpraHu3aLMK) WK [IOHSTHE TIPU NIEPBOM YTIOMUHAHUH JIA€TCS [IONHOCTBIO, TIPH 5TOM
B CKOOKAaXx B MMEHHMTENHHOM MaeXe YKashIBAETCs COKpAIEHHOE HAUMEHOBAHHE
(ycroBHOE 0G03HAYCHHE), KOTOPBIM OHO 0003HAYAETCS B JATbHEHLIEM.

B TekcTaX JOKYMEHTOB, KOTOPBIE HE PACCHIIAOTCS (HE HAIpaBIsIoTCs) 32
npenenet ®I1B, nomyckaeTcs WCIONB30BaHHE COKPALIEHHBIX HaMMEHOBAHHI
Depepanun npopeorosos bemapyc, ee WIEHCKHX OpraHU3aluH, IpeANpUsTHiA
H yupeKIeHHH, CO31aHHBIX Ha OCHOBE IPO(COI03HON COOCTBEHHOCTH.

B ciiydasx, OpeIyCMOTPEHHBIX B HACTOSIIEM MOJMyHKTE, B Ka4ecTBE
COKpAIL[EHHbIX HAMMEHOBAHUH IOPHAMYECKUX JIML UCTIOJB3YOTCS IPHBOLUMBIE
B UX ycTaBax (IIOJ0XKEHHSX) COKPALIEHHBIE HAUMEHOBAHUSL.

B 3aronoBkax JOKYMEHTOB M B pekBH3HTe "Agpecar’ HaMMEHOBaHHUA
FOPUINYECKUX JIHLL TPUBOAATCS, KaK IPABHIIO, MOJHOCTHIO;

30.12. B IOKyMeHTe, Kak IIPaBUJIO, JODKHBI OBITh OTpe/IeseHb! peabHbIe
CPOKHM HCIIOJIHEHHs, Ul 0003HauYeHHs KOTOPBIX HEOOXOJMMO HCIIONB30BATH
KOHKpeTHbIe 1aThl (Hanmpumep: "10 1 mromsi 2012 1.", "k 1 centsbps 2012 1.").

B  ciydasx, Korga  HEBO3MOXKHO — TOYHO  OMNpEIE]HTh  JaTy
IpeanoNaraeMoro  MoAnucaHus —(IPUHATHS) JOKYMEHTa, Jub0 Hadaio
IIPENUCHIBAEMOTO  JIeHiCTBHSl  Npe/BapsieT  JApyroe  OOCTOATENbCTBO €
HEOTIpeIeJIEHHBIM ~CPOKOM, JIOMyCKAeTCs yKa3aHWe CPOKOB HCIOJHEHHS
NPUMEHHTENBHO KO JIHIO TOANHMCAHMs (M34aHWsA) JOKyMeHTa MO0
HACTYIUTeHHs TpebyeMoro obCcToATeNsCTBa (HampuMmep: "B J€CSTHAHEBHBIA
cpok", "He TMO3/IHee MATH AHEl C MOMEHTA YTBEePXKICHHUS aKTa");

30.13. B TekcTe TeJaerpaMMbl MO BO3MOMKHOCTH OITyCKArOTCs —COMO3BL,
NpeUIOrH, MECTOMMEHHS, €CIM ITIpH JTOM He HCKaXaeTcs CoAepKaHHe.
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Lindpposbie maHHble BO HW30exaHWe MCKaXEHMs MUUIyTcs ciosamu. 3Hak No
obosnayaetcs: HP. MicripaBiienys v nepeHocChl CI0B HE 10Ty CKAKTCA.

31. PexBusur "Otmerka o Hanuuuu npunoxenus". Ilpunoxenusmu
ABIAIOTCS JIOKYMEHTBHI, JOMNOJHSIOIME WM TIOSCHSIOIME COJAepKaHHe
OCHOBHOTO JIOKYMEHTa:

chim i

yTBepXkJaemble,  OfoOpsieMble  MIM  BBOAMMBIE B JeHcTBHE
COOTBETCTBYIOLMMH PACIIOPSAUTENbHBIMUA JOKYMEHTaMU (MTOCTaHOBIEHUSIMH,
PAaCIIOPSDKEHUSIMH);

TMOSICHSIOLINE WK JOTOJHSIOIIME COJePKaHUe OCHOBHOIO JOKYMEHTa;

SIBISIFOLLIAECST  CaMOCTOATENBHBIMM JOKYMEHTAMH, HaNpaBlIsSeMbIMUA C
CONPOBONTENBHBIMU THCHMAaMH MIIH JIPYTHUMHU JIOKYMEHTaMH.

TpusoxeHus: JOKHBL HMeTh BCE HEOOXOMUMBIE s JOKYMEHT:
oneMedTHl (yKasaHue BHIA, HAVMEHOBAaHME, JaTy, OTMETKM O COTNaCOBAaHMH,
YTBEPKICHHHU U T.1.);

31.2. 1OKYMEHTBHI, yTBepXgaeMmble, OA0OOpAeMBble WM BBOIMMbIE E
neficTBue COOTBETCTBYIOLIUMH pacIopsAUTENBHBIMU JIOKyMEHTaML
(MOJIOKEHHs], YCTaBbl, HHCTPYKUMH M T.OL.), SBISIOTCS HE 4acThIO
pACTIOPSAOUTENBHOTO  JOKYMEHTa, a CaMOCTOATENbHBIMU  JOKYMEHTaMK.
00peTAIOMIMMHA IOPHAMIECKYIO CHITy TOJNBKO ¢ MOMEHTA CAaHKLIMOHMPOBAHUS X
BBICIINM PACHOPSANTENHEIM OpraHoM. QopMyauMpyeTcs 3Ta CaHKLUUA B
pacnopsauTensHOM —JoKyMeHTe. Hanpumep: "VTBepauth mpunaraeMoc
Tonoxenue o..." win "OTOOPUTH MEPOIIPUATHSL... (pHIIaraoTces)”.

Ha mpunaraeMoM [JOKyMeHTe B OTHX ClIydasx [eNlaeTcs HaMuCh,
CBHETEJBCTBYIOIAs 06 €ro YTBEp)KASHHWH, ONOOpeHHH WIM BBEJCHHH B
JefcTBUE;

31.3. npunoxeHus, MNOACHSAIOMNE HIM RONOJHSIOUINE COAep)KaHHe
pacloOpSAUTENBHOTO  JAOKYMEHTa, SBIAIOTCS 110  CYIIECTBY  YacThIO
PAacCOpsANTENBHOTO JOKYMEHTa, BEIHECEHHOU I yIo6CTBa MOMB30BaHUS HA
OTJeNbHBIEe JUCTHI B BHAE Tabmul, mepeyHei, BemoMoctedl W T.. B aTux
cllydyasx CChUIKAa Ha NPUIOKEHHE B TEKCTe JeaeTcs IPU ITIOMOIIM CJioBa
"coryacHo", ymoTpeOIseMOro ¢ CyLIECTBHTEIBHBIM B JaTEbHOM Mafexke
(HampuMep: "COrIacHO IPUIIOKEHHIO"

a IIepBOM JIUCTE MPHUJIO!
YTy NOMEIIAaeTcsi OTMETKA, yKa3blBarollasi, K KakOMy HOKYMEHTY OTHOCHTCS
TIPUJIOKEHHUE]
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Hanpumep: [Ipunoxenne
k nocranosnenuio I[pesnanyma Cosera
Depaepannu npodcoro3os benapycu
31.01.2013 Ne 3

31.4. UpM HAIMYMK TPHIOKEHHH K JOKyMEHTaM HH(MOPMAUMOHHOrO
xapakTepa (mMCbMaM, JOKJIaJHBIM 3alMCKaM, CMpaBKaM, akTaM M T.I.) TOx
TEKCTOM OCHOBHOTO JoKyMeHTa (10 pexBusuta "Iloanuce") Aenaercs oT™MeTka
"TIpunoxenue", KOTopas oGopMIIsIeTCs CIeAyIoIUM 06pasom:

ecnu JOKYMEHT MMeeT MpPHIOKeHHs, Ha3BaHHBIE B TEKCTE, TO OHH
MOBTOPHO HE UMEHYIOTCS;

HanpuMep:
Ipuioxenne: Ha 10 1. B 2 9K3.

€cM JIOKYMEHT HMeeT [PUIOKEHHs, He Ha3BaHHBIE B TEKCTE, TO HX
HAMMEHOBaHHUs HEOOXOUMO MEPEYHCIIUTE ¢ YKa3aHHEM KOJMYECTBA JUCTOB B
KaXKZIOM MPHIOKEHHH 1 YHCIIA 9K3eMILISPOB;
HalpuMep:
Ipunoxenne: 1. CripaBka 06 UCTOIB30BAHUM 00OPYIOBaHMs Ha 5 J1. B 2 5K3.
2. [lepeuens o6opynosaHus Ha 10 1. B 2 5k3.
eclid K JOKyMEHTY Ipuiaraercss JApyroil JOKyMEHT, HMEIOLIMi
NPUIIOXKEHHE, TO OTMETKY O HAIHYHH IHPHIOKEHHS HEOOX0mMuMO OohOpMIATh
creAyromuM obpazom:
[punoxenne: mucbMo MunskoHoMuKH oT 22.10.1996 Ne 4/3032
U NPUIOXKEeHHe K HeMy, Bcero Ha 7 1. B 1 2k3.
€clM TIpWIOKEHHE HANpaBIIsSeTCs HE BO BCE yKasaHHBIE B JIOKYyMEHTE
ajpeca, TO OTMETKa O MPUIIOKEHHH 0DOPMITAETCs ClIe[yIOIUM 06pa3om:

[Tpunoxenue: Ha 5 1. B | 9K3., B IEpBEIA ajxpec.

32. Tloanucs — o0s3aTeNbHBIE  PEKBH3UT JOKYMEHTa. J[OKyMEHTBI
MOAMUCHIBAIOTCS  JOJDKHOCTHBIMM ~ JIMIAMH B COOTBETCTBHM C  HX
MOJTHOMOYMSMH, YCTAHOBJIEHHBIME MIPABOBBIMU aKTAMH:

32.1. B cocraB MOAMHCH BXOJMT: HAUMEHOBaHHE MJOJ/DKHOCTH JIMILA,
MOANKCHIBAIONIETO JOKYMEHT, JINUHAs OAMNCH U ee pacindpoBka (HHUIHAIEL,
¢damunus). PacumppoBka MOANNCH B PACHOPSAMTENBHBIX —JAOKYMEHTaX
(MOCTAHOBJIEHHUSIX, PACHOPSHKEHUSX)  MOXET COJEpPKaTh TOJBKO HHHIIMAM
UMEHH U HaMUIIHIO JTHLA, [OANHCABIIEr0 JOKYMEHT;

32.2. npu OQOpMICHHH TOAMKCEH JOKYMEHTOB (B TOM 4YHCiIe H
PACTOPAUTENBHBIX), BHIIOJHEHHEIX Ha Hcronb3yeMmeix B @IIB OnaHkax, B
HaMMEeHOBaHHE JODKHOCTH BKITFOYaeTCsl, KaK MPaBHIO, BHOBOE HaUMEHOBAHHE
OpraHH3aluH;
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Harpumep:

3amecrurens [Ipencenarens
Deneparun 1podcor30B (IToanuce)

281078

(Muunuuansl, pamusims )

HavanpHuK [J1IaBHOTO

[IPaBOBOTO YIIPABIIEHHUS (TToamuce) (Wuuuuanel, bamMuitus )

32.3. mpu TMOANHCAHMHM JOKYMEHTOB, COCTaBJIEHHBIX KOMMCCHEH,
YKa3bIBAIOTCS HE JODKHOCTH JIMIL, COCTABUBIIMX JOKYMEHT, & pachpeaeeHne
06513aHHOCTEN B COCTABE KOMHUCCHH;

HampuMep:
TIpencenarenb KOMHCCHH (IMoamucs) (Muuunans, bamumms)
UneHbl KOMHCCHUHU: (IMoamnucs) (Muuuunansl, bamums)

32.4. TOKyMEHTHI MOAIUCHIBAIOTCS, KaK MPaBU/IO, OJHUM JOJKHOCTHBIN
JMUOM MM HECKOJBKAMH JIHLAMH, €CIM OHM HECYT OTBETCTBEHHOCTh 3:
coJiepiKaHue ITOro J0KyMeHTa (aKThl, GMHAHCOBBIE JOKYMEHTBI, JOKYMEHTEI,
UCXOMIAIIME OT HECKONBKMX opraHusauuit, u ap.). Iloxmucn pacnonaraiorcs
OJlHA MOJ JAPYroil B MOC/IEIOBATENIEHOCTH, COOTBETCTBYIOLIEH 3aHUMaeMo!
JIOJDKHOCTH, WJIH Ha OJHOM YPOBHE, €CIM JOKYMEHT IOANUCHIBAETCSI
JOJGKHOCTHBIMHE JTHI[AMH OJHOTO PaHra.

He pomyckaercsi MOANMCAHHE JOKYMEHTOB C MPOCTABJICHHEM MpeLiora
"3a" WM 4epTHl Nlepe]] HAMMEHOBAHUEM [OJIKHOCTH.

33. "I'pu¢ coryacoBaHus" MPOCTABISETCS HHMXKE TEKCTa M PEKBU3UTA
"TMommuce",  BKiIOYaeT B ce0Os  CleQylolMe  OJIEMEHTHl:  CJIOBO
"COT'JTJACOBAHO", uauMeHOBaHWEe [ODKHOCTH, IOANUCH, HHUIUAIB U
amunuio JIHIA, ¢ KOTOPHIM JOKYMEHT COTTIacOBaH, JaTy COINacoBaHUS.

Hanpumep:
COI'TACOBAHO

3amecturens [Ipencenarens Oenepanuun
npogcoro3o berapycu

(Tommuce)  (MHuMANL, GaMums)
03.01.2013
Ecin cornacoBaHue MPOM3BOAMTCS C KOJJIETHANbHEIM OpraHOM, TO
"I'pud cornacoBanus" ohOpMILETCs CeoyOIMM 06pa3oM:
COTJIACOBAHO

IToctanosnenue Ipesunuyma Coseta
®denepaunu npodceoro3os berapycu

31.01.2013 Ne 1
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34, CornacoBanue JokyMmeHta BHyTpu anmapara Coseta @IIb ¢
3aHHTEPECOBAHHBIMH noapasieIeHusIMu u JIOJIDKHOCTHBIMH JiMuaMu
oopmIIsieTcst BU30# COrlacoBaHusi J0K,

4.1. mpoeKTHl MOCTAaHOBIeHMH U pacmopsbkeHuit @IIb, a Tarke
TEKCTOBBIE MPHIOKEHHS K HHUM JO MpeJICTaB/leHHs B IJIABHOE yIpaBeHHe
JIOKYMEHTALHOHHOTO obecredeHns i MH(HOPMALMOHHBIX TEXHONOTHH TOJKHBI
ObITh 3aBM3MPOBaHBI (B MOPSAKE OYEPeJHOCTH) paOOTHUKOM, FOTOBUBIINM
JIaHHBIM TPOEKT, PENAaKTOPOM [IJIABHOTO YNpPaBIEHHUS JOKYMEHTALHOHHOIOQ
obecreyennst 1 THGOPMALMOHHBIX TEXHOIOTHH, PyKOBOAUTENEM CTPYKTYPHOTO
[oJpa3fieNieH s, OCYIIEeCTBIIIOEro MOAroTOBKY IMpOeKTa, M HadalbHHKOM
(MHBIM YTIOJTHOMOYEHHBIM DaOOTHHUKOM) TIJIaBHOTO IIPaBOBOTO YIpaBlEHHUS,
cooTBeTcTBYIOIMM 3amecturerneM [Ipeacenarens OIIb.

HeTekcToBble NPHIOKEHUS BU3UPYIOTCS PaOOTHUKOM, TOTOBHUBLINM
MPOEKT, ¥ PeaKTOPOM Ha 0OOPOTHOH CTOPOHE MOC/IEHErO IMCTA.

HcnosiHuTelb BU3UPYET MHOTOCTPAHUYHBIN TEKCT MPOEKTa JOKYMEHTa H
HETeKCTOBOTO [IPUIIOKEHHUs Ha 0DOPOTHOM CTOPOHE KX IO0T0 JHCTA.

TTocsie BU3MPOBaHUS MPOEKTa TOKYMEHTA YKa3aHHBIMU JOJKHOCTHBIMH
JIMUAMH  OPOEKT TaKke Bu3Mpyercs 3amecTuteneM llpencematens ®IIB,
KyPUPYIOIMM CTPYKTYPHOE MOApasiesieHue, MOJroToBUBIIEE NPOEKT, U, TPU
HEOOXOIMMOCTH, IPYTUMHU JOKHOCTHBIMH JIMLAMU;

aMUIMM ¥ WHUOMATBl BU3UPYIOIMMX NOKYMEHT JODKHOCTHBIX JIMIL
neyaraioTcs nocie cinoBa "BusupoBanu" M pacnonararorcs B TOPSIKE,
00paTHOM yCTaHOBJIEHHOMY MOPSAKY BU3HPOBAHHUS JOKYMEHTa.

> s
(Muuuuanel, damunus) ([loanuce, nara)
(Muuuuansl, damunus) (Toanuce, nara)
(Munuuasel, damunus) (Iloxmucs, nara)

IIpi  obopmiIeHHH BU3MPOBAaHHSA, INOANMCH M APYTHX 3IEMEHTOB
JOKyMEHTa B CIly4asiX, KOT/a HHALHATB! IPUBOISTCS Tepe] hamuinet, mpodert
MeX Ty HUMH He Je/laeTcs;

34.3. npu NOAroTOBKe MpoekTa nocranosienust Menonkoma Cosera @ITb
B HWxHel uacTu peksusuta "llommmes" ykaseiBaroTcs uneHsl Mcnonkoma
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Cosera ®I1b, a HmKke npocraBisitoTcs BU3bl. [lpu oTcyTcTBHM MecTa Ha
JIM1EBOI CTOpOHE NMpoekTa nocraHosneHus Mcernonkoma Cosera ®IIb noanucy
usienoB Mcnonkoma Coseta ®IIb ¥ BU3bI JO/DKHOCTHBIX JIHL[ IPOCTABIISAIOTCS
Ha 060pOTHOM CTOPOHE IMOC/EHEro JIUCTa MPOEKTA JOKYMEHTa;

HanpuMmep:

I[Tpencenarens

Denepaunu mpodcor3oB (Hoarucs) (Manupmasl, hamMunms)

Ynenst Ucnonkoma Cosera PIIb:
(IToanuce) (Manuuansl, bamuaus
(ITomnuce) (Muuuunansl, bamunus)
(ITopnuce) (Mauunansl, bamMunus)
(ITopnuce) (Muuuunansl, GaMunus

Busupopanmu:

(Muuuwanst, Gamunus) (oamnuce, nara)

(Mauuumanst, pamunus) (Toanucs, nara)

(Unuuuansi, pamuius) (TToanucs, nara)

(Uuwnmanst, Gamusnst) (Tloamuck, fara)

34.4. mpoeKT MOCTAHOBJIEHMs HJIM PACTOPSHKEHHMs TMOCIE MepeHoca Ha
67aHK BM3MPYETCsl WCIONHHUTENEM Ha OGOPOTHOH CTOPOHE KaKAOro JIMCTA.
Toanucu unenos Hcmonkoma Cosera ®IIb M BU3BI JOKHOCTHBIX JIHL[ Hi
61ank nocraHosnenns Hcmonkoma Cosera ®ITb He nepeHocsTes;

34.5. POEKTHI APYTHX JOKYyMEHTOB (ITHCHMA, PE30TIOLMHU), TIPE/ICTaBIAEMBI®
na noamuch Ilpencenatento @I, HOMKHEI OBITH 3aBM3MPOBAHBI PAOOTHHKOM,
MOATOTOBUBIIMM €r0, PEJaKTOPOM IJIABHOIO YIPABJEHUs JOKYyMEHTAIMOHHOIO
obecriedenyrsi W WHQOPMALMOHHBIX ~ TEXHONOTMHA M PYKOBOIMTENEM
COOTBETCTBYIOLLETO CTPYKTypHOTo moppasienenus. Kak mnpasuio, MNpoeKTbi
BU3MpYIOTCSL  Tawke 3amectuteneM Ilpencenarens ®IIb,  Kypupyromm»
To/[pasesieHye, B KOTOPOM OBl OArOTOBIIEH MPOEKT.

TTpoeKTHI HCEeM U HHBIX TOKYMEHTOB IO BOMPOCAM MPaBOBOIO XapaKTepa
MoAeXaT  Takke  00s3aTeNbHOMY  BM3UPOBAHHIO  YIIOJHOMOUYEHHBIM

pa60THMKOM TJIAaBHOTO IPaBOBOI'O YyIPaBJICHUA,
34.6. mucema Apyrue HCXOIsIIWe NOKYMEHTBl BH3MPYIOTCA Ha
OK3eMIUIsIpax, OCTAIOLMXCA B CTPYKTYPHBIX  IOAPA3AC/ICHUAX.
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40. K nipoekTy noctanoBienns win pacropsokennst ®I1b B HeoOXoumpIx
Cclyydasx npujaararoTcs: JAOKJ1agHas 3alucKa (cnpaBKa), B KOTOPOI\;I U3JjlararTcsg
KpaTKoe COJep)KaHue BOMpoca, 06OCHOBAaHHE HEOOXOAMMOCTH TPHHSATHS
JIOKyMeHTa, ero 3(QQeKTHBHOCTH, CBEICHHA O TOM, Ha OCHOBAaHMM 4ero
MOArOTOBJIEH MPOEKT, Pe3yJbTaThl COINIACOBAHWS; [JJaH MEPONMPUATHH 1o
OpraHM3aliy BHITOIHEHNS U Pa3bsSCHEHHMs MOJIOKEHHH NOKYMEHTa, KOHTPOJIs
3a  BHINOJHEHHEM pEIIeHMs, a TaKkXkKe CIPaBOYHbIE M aHATUTUYECKHE
JIOKYMEHTBI, CBSI3aHHBIE C IOJATOTOBKO# NIPOEKTa.

41. IpoekTel mocTaHoBiIeHUH u pacnopsokeHuil OITb KoOmKHBL OBITH
OTpENaKTUPOBaHBl M HaleyaTaHbl Ha OlaHKaX yYCTaHOBJICHHOH (opmel Ge3
KakuX-1M60 HCIpaBIeHUH U TOMapOK.

42. Ilocranosnenuss u pacrnopspkenus PIIb (kpome pacrmopskeHui
IIpencenatens ®IIb mo nu4yHOMY cocTaBy), moanucanHsle [Ipeacenarenem
@I1b, nmepenaroTcs B [JaBHOe YIpaBjeHHE JOKYMEHTaLOHHOTrO
obecnieyeHust u HHOOPMALUOHHBIX TEeXHOJIOTHH, paboTHHUKY,
OTBETCTBEHHOMY 3a y4YeT U BBIIYCK pACHOPSOUTEIbHBIX JIOKYMEHTOB,
BMECTe C PEecTPOM DPAacCHUIKH M BCEMH NOKYMEHTaMH, OTHOCSIIMMECS K

JaHHOMY PEIIEHHUIO.

Pacnopsuxenust Ilpencenarens ®@IIb mo IMYHOMY COCTaBY CO BCEMH
OTHOCSIIMMHCS K HUM JOKYMEHTAMH HANpaBIIOTCS B TNIABHOE YIpaBiieHHe
OpraHU3alHOHHOI 1 KaApOBOH paGoTHL.

2. K TIOpSIAKOBOMY HOMEpY
€ pacrmopsikeHHH MO JIMYHOMY COCTaBy) HOOABISAIOTCS OyKBBI
pumep , K pacnopsxenusm Ilpencenarens ®IIb no nudHOMY

cocTaBy O TIIpUeMe, IMEpPEeBOAE, YBOJIBHEHHUH, II0O! CHUH a6OTHl/IKOB,
3arpaHUYHBIX  KO!

.TloctynuBmme  Ha  BBIIYCK B r7aBHOE  yIpaBlieHHE
NOKYMEHTALMOHHOro  obecrieveHnss ¥ MHOOPMALMOHHBIX — TEXHOJIOTUH
nocTaHoBjleHus U pacnopsbkenus PIIB (kpome pacropsbkenui Ilpencenarens
@®II6F 1o JMYHOMY COCTaBy) pa3MHOXAIOTCS pabOTHUKOM [JIaBHOTO
yIpaBieHHs  JOKYMEHTAaUMOHHOro ofecredyeHds ¥ MHPOPMALMOHHBIX
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TCXHOHOFHﬁ, OTBETCTBEHHBIM 3a Y4YET H BBINYCK pacnopaaUTE/IbHbIX
JOKYMEHTOB, THPAaXXOM COIJIACHO PEECTp

46. [TonroToBieHHble K pACCBUIKE OK3EMIUISPbl MOCTAHOBIEHHH U
pacriopspkenuit  ®I1B  cparoTcs  paGOTHMKY — IVIaBHOTO  YIIpaBiIeHUs
JIOKyMEHTallHOHHOTO ~ ofecredeHHss ¥ MHOOPMALMOHHBIX — TEXHOJIOTHE,
OTBETCTBEHHOMY 3a BeJIeHHE JIeNONPOU3BOJACTBA, IS OTIIPABKHU aJpecaraM.

47. B cimyuae HeOOXOMMMOCTH TEKCT MOCTAHOBIICHHS UM PACIOPSIKEHU S
@IIb MoxeT OBITH MNepelaH COOTBETCTBYIOIIUM OPraHH3aLHsSIM MO KaHaIam
CBsI3H.

IMocranosnenus u pacnopsokenus ®I1b HezaBucHMO OT mepenavy ux Iic
KaHaJlaM CBSI3H PAcChLIAlOTCS afpecaTaM B yCTAHOBJIEHHOM MOPSIIKe.

48. Jlocklika mocTaHOBNEHHs MM pacnopsbkenuss OIIB anpecaram, He
YKa3aHHBIM B PacChUIKe, IPOU3BOAUTCS MO yKa3aHHIO UCIIONHUTENS JOKYMEHTA
160 ero pyKOBOJIMUTENS.

49.3ameHa paHee pa3OCNaHHBIX OK3EMIUIIPOB [OCTAHOBIEHHUS WUITi
pacriopspkenust @IT6 MoxkeT OBITH  NPOU3BENEHA TOJBKO €  pa3spelieHHd
Mpencenatens @IIb no npeanoXeHUIO HaYalbHHUKA IJaBHOTO YIIPaBIICHH:S
JIOKYMEHTAIMOHHOTO o0ecreueHns i HHHOPMALMOHHBIX TEXHOJIOTHiA.

DK3eMIIApel TIOCTaHOBJIEHHH U pacnopskenuit ®IIB, Hampasisembie
B3aMEH paHee DPAa3OCIaHHBEIX, a TaKXke IONPaBKU K paHee pasOCTaHHbBIN
9K3eMILIAPAaM PaCCHUTAIOTCS MO PEEeCTPaM PAaCChUIKH, COCTABIEHHBIM C YYETON
BHECEHHBIX M3MEHEHUH.

50. IToqMMHHUKH NOCTaHOBIeHM# M  pacmopspkeHnii @I (kpome
pacniopsxenuit Ilpencemarens ®IIb mo mu4yHOMY cocTaBy), a Takxke BCE
JIOKyMEHTBI, OTHOCSAIIMECS K HHM, XpaHATCA y pabOTHHKA [JaBHOrO
yOpaBieHHs  JOKYMEHTAllMOHHOro  obecHedeHHs ¥ HH(OOPMAUHOHHBIX
TEXHOJIOTHH, OTBETCTBEHHOTO 3a YYeT M BBIIYCK PACTIOPSIUATENBHBIX
JIOKyMEHTOB.

Tlepsrie sx3emmuapsl pacnopsbkennit Ilpencenarens @I no nmyHOMY
COCTaBy XpPaHATCS B IJIABHOM YNPABIEGHMH OPraHM3alOHHOM M KaapoBOi
paboTEl 10 MCTeYeHHs! KaIeHIApPHOIO Ofa, CIAEAYIOLIEro 3a FOOM WU3JAHUS
pacmopsKeHus, rocne yero caarores B apxus OIIB ue nosnuee 1 mapra.

51.  OcoGeHHOCTH  MOATOTOBKH  MPOEKTOB  [OCTAHOBJEHWH U
pacniopsbxenuit @ITB, He cBs3aHHBIE C BOIPOCAMHU AENONPOU3BOICTBA, 4 TAKIKE
MOPAIOK BEJIEHUS CIPABOYHOH PabOTHI 110 TIOCTAHOBJICHHSAM W PACTIOPSLKEHUIM
@IIb pernaMeHTUpPYIOTCS OTACNBHBIMA METOAUYECKUMH PEKOMEH JallUsAMH.
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, HO B Mro6om

.3. [IpH [IOArOTOBKE IPOEKTa
uni pacriopsokenus Ilpencenarens ®IIb — He mosnuee 15 aHeit co BpemeHu
MOJTyYeHHs JOKyMEHTa;

69.4. mpu MOArOTOBKE 3aK/IIOYEHMs IO MPOEKTy 3akoHa Pecry6nmku
Benapycp, mocranoBienust Cosera MunuctpoB Pecry6anku  Benapycs,
JIPyroro HOpMaTUBHOTO PABOBOIO aKTa, IPE/ICTABIEHHOIO Ha COTNIAaCOBAHUE, —
ue nosaHee 10 gHeH co BpeMeHHU MOTy4eHHs NOKyMEHTa, €Cli MHOH CpPoK He
COIEPXUTCS. B COOTBETCTBYIONIEM TOKYMEHTE;

69.5. B cpok, ycraHosneHHslil IIpencenarenem @IIb ang moaroToBKH
KOHKPETHOTO IPOEKTa JJOKyMEHTa.

70. TIpu moxroToBKe mpoekToB nocraHorienuit Crezna ®I1B, Inenyma,
Ucnonkoma wunu Ilpesuamyma Cosera OIIB cnemyeT yyHTBIBaTh, YTO
yKa3aHHBIE IPOEKTHI TIOJIeKAT HAMPABIEHNIO YIEHaM (JeNieratam) yKa3saHHbBIX
OpraHoB He IO3JHEE HYeM 3a 5 JHeH 10 IpOBENEHMs COOTBETCTBYIOIUErO
MEpONPHSATHS.

71. Cpoku mpeicTaBleHUst JOKYMEHTOB Ha JOKIal MOTYT OBITh
usmerensl [Ipeacenarenem ®IIb mo MHCEMEHHOMY MM YCTHOMY 0OOCHOBAHUIO
PYKOBOIMTENS CTPYKTYPHOIO MOAPA3Ae/IeHUS.

72. B cTpyKTypHBIX mofgpaszeneHusx annapara Cosera @IIb paGoTHHKH,
OTBETCTBeHHBIE 32  BeJEHHE JeNONPOU3BOACTBA,  BENYT  KapTOTEKY
HAXOJSIMXCS HA HCHOJTHEHHM M KOHTpOJE JOKYMEHTOB 1O (aMuiusm
pabOTHUKOB, KOTOPHIM HAIlpaBJIeHbl JOKYMEHTHl Ha MCIOJHEHHE M I10
npusHaky "Cpok ucrnonsenus'.

B yuerHyro KapTOuKy HCIOJHHTENEM WM IO €ro MOPYYeHHIO JIHIOM,
OTBETCTBEHHBIM 3a BeJEHHE IeNONMPOM3BOJCTBA, BHOCATCS 3alUCH O XOle U
pe3yJbTaTax HUCIONHEHHUs TOKYyMEHTa.

73. PyKOBOAUTENM CTPYKTYPHBIX MOIpa3feNieHuH eXeHeNenbHO, BO
BTOpOHl IOJIOBHHE TIIOCeqHero pabouero JHA HeJENHd, aHATH3HPYIOT
IPOXOXAEHHE M  COCTOSHHE IIOATOTOBKH  IPOEKTOB  pelIeHMH Ul
nocnexyromero poknaga Ilpencenaremo @OIT6 Ha ouepenHoM pabouem
COBEIIaHNH.

OpraHuzanys KOHTPOJS 3a BBINOJHEHHEM peLIeHHH W MopydeHHH
@enepaunu nmpodcoro3os benapycu H3noxeHa B OTACIBHON HHCTPYKLMH.

74. [lIokyMeHTBI, TpPUHATHE pEIIeHHH 1O KOTOPhHIM  BXOAMT B
KommereHIHto  3aMectutenei  Ilpencenatens  ®IIB,  pykoBogutenei
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CTPYKTYpHBIX Tnozapasaenennii anmapara Cosera @IIb, RoKiIaabIBalOTCs
YKa3aHHBIM JO/DKHOCTHBIM Jduam.

75. JIOKyMEHTBI TepejaloTcs Ha [0KjIan 3amectutensm Ilpeacenarens
®I1B, pyKOBOAWTEISAM CTPYKTYpPHBIX NoApaszenenuii annapara Cosera ®ITb
COrIacOBaHHBIl € HHMH CPOK HENOCPEJCTBEHHO, B COOTBETCTBUHM C MX
MOJHOMOYHSAMH ¥ QYHKLHOHATBHEIMHI 00A3aHHOCTSIMH, B ICHb 3aBEPLICHHS KX
MOArOTOBKU CTPYKTYPHBIM [MOApa3jieneHieM 00 Ha CIeAyroumit 3a HuM
JIeHb.

76.Ilpu noOAroToBKE JOKyMEHTa Ha JOKNaJ] HCMONHUTENb obsi3ar
U3YUHTb COJEP)KAHHE JOKyMEHTa, MojJodpaTh HEOOXOAMMBIE CIPABOYHBIE
Marepuaibl M COCTaBHTh MPOEKT DE3ONIOUMH MM OTBETa. B OTHesbHBIX
clyyasX OH [MHMIUET KPaTKylo CIpaBKy MO COJEpKAllUMCS B JOKyMEHTE
BONpOCaM M [PEJCTaBIseT ee 3a CBOeH IOAMMCBIO WM  IOMIHCHE:
PYKOBOAWTENsI  CTPYKTYPHOTO —IOApasfiefleHMs Ha JIOKJIal BMecTe ¢
COOTBETCTBYIOIIMMH JJOKYMEHTaMH.

Ha mpoekTe pe30NIOUMH, COCTAaBJICHHOM Ha OTJeNbHOM OJiaHKe,
ykaspiBaeTcss (mOJ aToif) MHAEKC Jela 10 HOMEHKIatype nem o
PEeriCTPAlMOHHBIH  MHIEKC TOKYMEHTa, K KOTOPOMY OTHOCHTCS PE30JTIOLM:!
(nanpumep: Ne 02-4/121).

77.Bce  paccmotpennsie  Ilpencenarenem @IIb  10KyMEHTHI
HaNpaB/sAOTCs  paGOTHUKY —TIJIABHOTO  YMpPaBlEHHs JOKYyMEHTalHOHHOIw
ofecneyenus ¥ HHPOPMALIMOHHBIX TEXHOJNOTHIA, OTBETCTBEHHOMY 3a BeJIEHHE
[IeJIONPOU3BOICTBA, ISl TOCTAHOBKM Ha KOHTPOJb, 3alMCH pe30NMIoNui B
YYETHBIX ~KapTOukax M JOCTaBKM B COOTBETCTBYIOLIME CTPYKTYPHBIC
nonpaszenenus anmapara Cosera ®I1b.

PaGOTHUK TJIABHOTO YHpPaBJIEHHA JOKYMEHTAlMOHHOTO obecreyeHus r
HMHOOPMALHOHHBIX TEXHOJIOTUH, OTBETCTBEHHbII 3a BEJICHN
[IeJIONPOM3BO/ICTBA, €KEJHEBHO HAMpABISIET B CTPYKTYpPHBIC MOJpa3aeNeHu
anmapatra Cosera @ITb  HamoMuHaHMs 00 WHCIONHEHMHM IOpPYHEHHMH
Ipencenarens PIIB, cpok KOTOPBIX HCTEKaeT (IIpHIoKeHHe 4).

78. Nokymentsl ¢ pesomouusvu Ilpencenarens ®IIb HesaBucuMO OT
CpOKa HCIIOJIHEHHUs TOPYUYEHHH, COAEPKAIMXCS B PE30JIOLUAX, HATPABISIOTCS
CTPYKTYPHBIMH TOJpa3Je/ieHHs MU HCIIOJIHUTENAM, KaK TNpaBHio, B JEHb
[OANUCAHWs pPe30NIOLUH, HO He IO3JHee, YeM Ha CIEeAYyIOUMH JeHb.
OTBETCTBEHHOCTH 34 CBOCBPEMEHHOCTb HX pPACCBUIKA BO3/jaracTcss Ha
PYKOBOAMTENEH CTPYKTYPHBIX NO/pa3ieeHUH.

79. 3amecturenn Ilpencemarens ®IIb, pyKOBOAWTENM CTPYKTYpPHBIX
noapaszenenuit ammnapata Cosera ®IIb mpu HEoOXOOMMOCTH HANpaBAIOT
JOKYMEHTbI, ~COJEpIKalllfie BOMPOCH, pelIeHHe KOTOPBIX OTHOCHTCS K
KoMmreTeHd  o6mactHeIXx  (MMHCKOrO  ropoAckoro)  oObenMHeHME
npo(cor030B8,  pecryGNHKaHCKHX  (LEHTpaTbHBIX) KOMHTETOB  (COBETOB)
npo()cor030B, aCCOLMMPOBAHHBIX M MMOIBEJIOMCTBEHHBIX opranusauuii @I,
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BBIKAHKAM HUCITOJIKOM
IIACTAHOBA IIOCTAHOBJIEHUE

08.04. 9073 Ne 733
r.Misck r.Musnck

06 yrBepxaeHun MHCTpyKUMH 11O
JIeNonpou3BoACTBY B anmapare Cosera
Depepaunu npodcoro3os benapycu

Uenorxom Cosera ®eneparmu npogeorosos benapyen IO CTAHOBJISIET:

1. YrBepauTs u BBeCTH B AeiicTaue ¢ 15 anpens 2013 r. mpunaraemyio
VHCTpYKIMIO TO  JenonpoussofctBy B anmapare Cosera ®Denepauut
npodcoroso benapycu (nanee — WHCTpyKImsT).

2. PyKOBOAUTEIISIM CTPYKTYPHBIX MOApa3Ae/eH i anmnapara Cogera OIIb.

2.1. oprauu30BaTh K3yyeHne VIHCTpyKUMH B MOJpa3fe/ieHUAX annapara
Cogera ®ITB U 0CYIECTBISATH MOCTOSHHBIA KOHTPOJIE 32 €€ BBIMOJHEHHEM;

2.2. IPMHAMATE MEPbI K COKPAILICHUIO IOKYMEHTO000pOTa, He JOMyCKaTh
TepenycKy Mesk/y MOApPA3/IeieHUsMH, a TaKiKe [0 BOIPOCaM, KOTOPBIE MOKHO
PELINTE YCTHO;

23. obecrmeunTh Ge3ycloBHOe COOMIOJEHHE BCeX — TpebGoBaHUit
MncrpyKuny, o6paTuB 0coGoe BHUMAHHE Ha paboTy C  pelleHHsIMH
pykoBoxsux opraHos ®IIb u nopyyeHuIMu Tlpencenarens PIIb, na cpokit
UX BBINOJTHEHHS.

3. YcTaHOBHUTD, YTO:

COBTIOIHHe YCTAHOBICHHOr0 MHCTpyKLMeH MOpsiAKa M OpraHu3alun
paGoThl C JOKYMEHTAaMH SBSETCS OOf3aTeNBHBIM LT BCEX paGOTHHKOT
anmapara Cosera @IIb;

paGornukn  anmapata  Coseta  @IIb  HecyT — mepcOHAIbHYIO
OTBETCTBEHHOCTD 3a BBIIONHEHHe TpeOoBaHuH MHCTPpYKLHH.

4. I7aBHOMy  YTIDABIEHWIO  JOKYMEHTAIMOHHOTO  ofecreveHust — U
HH(OPMAIMOHHEIX TeXHomorui ammapara Cosera @I (A.® Maxapesut) 03HaKOMUTD
non pocrck ¢ Mnctpykipeit Beex paGoramkos armapara Cosera @IIb u Bripens
O3HAKOMJISITE C HEFO BCEX JIHII, IPUHMMAeMBIX Ha paboTy B armapar Cosera OI1b.

5. ITpusHate yTpa -y noctanosnenne Mcenonkoma [Ipesunuyma
Cosera ®IIb or 18 Mmapra 2603 36 "OG yrBepxkaeHHH VIHCTpyKUHH 1O
JIeJIOTIPOM3BOJICTBY B d eta Denepaumu npodcorosos bemapycu".

Tlpencenarens
Denepaunu npodhe
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52.Bes koppecnonaeHuus, moctynatomas B anmapatr Cosera ®IIB,
NpUHUMaeTcsl pabOTHMKOM [JIaBHOTO  YNpaBeHHs JOKYMEHTAaLHOHHOIrO
obecrieyeHHst ¥ MHQOPMALHOHHBIX TEXHOJIOTHH, OTBETCTBEHHBIM 3a BeJeHHE
JIeNIONPOU3BOICTBA, @ B Hepabouee BpeMs — OTBETCTBEHHBIMH JEKYDPHBIMH
anmapata Coseta @IIb nunu VII "JJIOM IMTPO®COIO30B", xoTopsle 06s3aHbl
Hocie AeXypcTBa cIaTh ee B yKa3aHHOE M0pase/ieHHe.

B cmydae mnocTymiueHHs MOUIEKALIMX PETHCTPalMM  JOKYMEHTOB
HENOCPEJICTBEHHO B KaKO0e-TMOO CTPYKTypHOE MOApa3JeeHHe OHM JOJDKHBI
OBITH MepefaHel B TOT k€ JA€Hb JUIS PErHCTPallid B TJIABHOE YyIpaBlCHHE
JIOKyMEHTAIIHOHHOT0 0becTieueHNs 1 HHPOPMALMOHHBIX TEXHOIOTUH.

53.B TIaBHOM yNpaBjleHMH JOKYMEHTALMOHHOro obecrneyeHus u
HH)OPMALMOHHBIX TEXHOJOTMHA BCKPHIBAIOTCS BCE [TOCTYMMBIIHE [AKETHI,
KpOMe MMEHHBIX NaKeTOB ¢ Haimucbio "JIMYHO" M NAaKeTOB, aJpecOBAHHBIX
npodromy amnapata Cosera PIIB.

BeJIeHUE JIeONPOU3BOICTBA, 0053aH MPO!

HEM JOKYyMEHTOB (BKJIIOYas MPUIOXKEHHS), CBEPUTh WHIEKCHI JIOKyMEHTOB C
MHJEKCaMHM, yKa3aHHBIMHM Ha KOHBEpTe,
BOTO  JMCTAa  K&KIOr0  JOKyMeH

HHASL  JTOKYMEHTOB
COCTaBJIICTCA aKT B ABYX OK3EMILIApaX, OAUH U3 KOTOPBIX OCTAETCs B INIABHOM
YIPaBJICHUA  NOKYMEHTAlUUOHHOI'O obecrieueHuss U I/IHQ]OpMELuI/IOHHLIX
TEXHOJIOTHH, BTOpOﬁ HanpasJIsIeTCs B OpraHu3aluio, OTKyAa MOCTYIHII ITaKeT

epedyeHb NOKYMEHTOB, He MOMIEeKAlUX PErucTpalud, OIpenesercs
HayaJibHUKOM IJIaBHOIO YIPAaBICHHUS IOKyMEHTAl[MOHHOrO ofecredyeHus H
HHQOPMALMOHHBIX ~ TEXHONOTMH MO  COIVIACOBAHHMIO C  PYKOBOJUTENEM
COOTBETCTBYIOIIETO CTPYKTYPHOTO MOAPA3AeIeHHS.

OOTHHUKY TIJIABHOTO  YNpaBIEHMs JOKYMEHTALHOHHOTO OOecredeHus |
MH(DOPMAITMOHHBIX TeXHONOTH, OTBETCTBEHHOMY 32 BeJIEHHE JIETONPOU3BOACTEG
110 obpallleH|sM rpakIaH U IpHAUYeCKHUX 1L B annapare Coseta ®ITb.

57. Ha noasnexaiue perucTpalii JOKYMEHTBI 3allONHSIOTCA ydeTHbIe
KapTOYKH YCTaHOBJIEHHOH (OpMBI B JBYX JK3EMIUIPAX, OAWH M3 KOTOPBIX
ocTaeTcs B OOUIEM OTjene, a BTOPOH HANpaBIISEeTCS BMECTE € JOKYyMEHTOM
(mpunoxenue 3).

VMeHHblE MakKeThl ¢ HANMHUCHIO "JIMYHO" PETHCTPUPYIOTCA B 3aKPBITOM
BHJIE, C yKa3aHHEM CBEJCHUH, UMEIONNXCs Ha KoHBepTe. Ecin nocie BCkpeITHs
ajipecaToM IakeTa B HEM OKaXyTCs JTOKYyMEHTBI CITyKeGHOrO XapakTepa, OHii
TMEPeNAlOTCS AJIs PErMCTPAIMH B OOIIEM MOpsiIKe.

58. Ilpu 3amoHEHHH yYeTHOW KapTOYKH B Heil U B PEerMCTPaMOHHOM
lITaMIe  Ha  IOKYMEHTE  YKas3plBalOTCS — HAMMEHOBAaHHE  OpraHM3alUu-
NoJTyyaresisi, 1ata MOCTYIIEHHs JOKYMEHTa U PerUCTPALMOHHBIA HH/EKC.

PerucTpanvOHHBIA  MHAEKC BXOASLIETO JOKYMEHTA COCTOHT W'
MOPSIAKOBOTO  PETHCTPALMOHHOTO HOMEpa, MPHUCBAHBAEMOr0 B [peaeiax
JIeJIOTIPOU3BO/ICTBEHHOTO  TOJa, KOTOPHIM IIOCNE HCIIONHEHHS JOKYMEHTA
JIOTIONHSETCS MHAEKCOM JeNla M0 HOMEHKJIAType Jell - B COOTBETCTBUHM ¢
OTMETKOH 00 HCTIONHEHHH JIOKYMEHTA ¥ HAIPaB/IeHHH ero B jeno. COcTaBHbIC
YaCTH PETHCTPALIOHHOTO MHIEKCA OTAEIAIOTCS APYr OT Apyra 4yepes Apobb u
neducom (Hanpumep: unaeke 121-37, rae 121 — unpeke koppecrougenTa, 37 —
OPSIKOBBIH HOMED JI0KyMEHTa, OCTYIHBIIETO OT STOr0 KOPPECTIOHAEHTA).

59.Bce  MOKyMeHTBI, MOCTyNHBIIME B  [JIABHOE  YIpaBlieHHe
JIOKYMEHTALMOHHOTO OfecTieyeH sl M MH(GOPMAIHOHHBIX TEXHONOTUH, APYTHE
CTPYKTYpHBIE  MOApa3sjeNeHuss MM  HEMOCPEACTBEHHO  OTHAEJBHBIM
JomkHOCTHEIM nuuaM OI1B, mocne WX perucTpaluH B IVAaBHOM YIpaBleHHY
NOKYMEHTAaLMOHHOTO ~ obecneyeHHss M MHGOPMALMOHHBIX  TEXHOJIOTHMii
Hanpasistotest  [Ipeacenaremo  ®IIB, a mocme €ro paccMOTpeHHA —
COOTBETCTBYIOLUEMY ~3aMECTUTENIO, 3aTeM PYKOBOIMTENIO CTPYKTYPHOTO
No/ipasieIeH s anmnapara CoseTa @I1b WK PYKOBOJHUTEIEO
MOJBEJOMCTBEHHON OpraHM3alldy IS MCHOJHEHUS W HOATOTOBKM Ha JOKJAj
Ipencenarento @I yepes ero 3amectuTenei.

60. CooOmweHnss 0 XOfe BHINONHEHHs, XOJaTalicTBa 06 OTMeHe,
M3MEHEHHH M/ OTCPOYKE BBINOJHEHUS MOCTAHOBIEHHUS, PACTIOPSIKEHUS MK
[OPYYCHHs HAMNPABISIOTCS B CTPYKTYPHOE MOApa3feieHHe, B KOTOPOM
FOTOBHJICS TIPOEKT JOKYMEHTA UIIH TOPYYEHHUS.

B Tex cimydasx, Korga KOHTPOJb 3a BBHITIONHEHHEM OTAENbHBIX
NOpYYeHNH, NPEeTyCMOTPEHHBIX B TMOCTAHOBIEHHSX M DACMIOPDKECHHSAX,
OCYIIECTBIISAETCA APYTUMH CTPYKTYPHBIMU IOJpa3ieNeHusMH, COOOIEHHS O
XOJIe BBINONHEHHUSI 3TUX MOPYYEHUH MM XoIartaiicTBa 06 OTMEHe, H3MEHEHHI
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WA OTCPOYKE WX  BBINOJHECHUSA HaIlpaBJIAOTCSA B 9TH CTPYKTYpPHbIe
[0/pa3IeNIeHUs].

61. TlpemtoxeHust, MpeACTaBICHHbBIE BO HCIIOJHEHHUE paHee NMPHHATOro
[OCTAHOBJIEHHsS] WIIM PACIOPSDKCHHS, HAMpABIISIOTCS B COOTBETCTBYIOLIEE
CTPYKTYpPHOE MOJApa3Je/leHHe He3aBHCHMO OT TOTO, KTO FOTOBHUJI NPOCKT paHee
[PUHATOTO TMOCTAHOBJGHHS MM DPAaCMOPSKEHUS W KeM MpelCTaBlIeHbI
peUIoKEHHS.

62. JIoKkyMeHT, HalpaBJIeHHbIH Ha HCIIONHEHNE, MOXKeET OBITh BO3BpAIeH
06paTHO ~ TONBKO ~ PYKOBOJMTENEM  CTPYKTYpHOTO — TOJPasfeleHus Mo
COrNIacOBAHMIO C HAYAILHHKOM [JIaBHOTO YIPABIEHHS JOKYMEHTAIMOHHOIO
obecreueHust 1 HHPOPMALIMOHHBIX TEXHOIOTH.

63. [Nepenaya JOKYMEHTOB M3 OJHOTO CTPYKTYpPHOTO MOJpAa3lelieHAs B
npyroe, KpoMme JOKYMEHTOB, KOTOpBIE MEpENaloTCs BPEMEHHO, JO/DKHA
MPOM3BOJUTHCS Yepe3 paGOTHHKA [JIABHOTO YMpaBJeHHs JOKYMEHTAlHOHHOTO
obecrieuenust 1 WHPOPMALMOHHEIX TEXHOJIOTHH, OTBETCTBEHHOTO 32 BEJEHHE
JIeNONpPOU3BOJICTBA.

I'naBa

64. YueT MNOCTYNHMBLIMX B CTPYKTYPHOE MOJpasfielieHHe TOKYMEHTOB
BEJIETCS MO yYETHBIM KapTOYKaM, HallpaBJsieMEIM BMECTe C JOKYMEHTaMH.

65. Vicxosune TOKyMEHTBI AENSTCS HA HHUIHATHBHBIE H OTBETHBIE.

JIOKyMEHTBI, IOATOTOBJICHHBIE HEMOCPEACTBEHHO PabOTHUKOM arnapara
Cosera @IIB (MHWLMATHBHbIE [HCbMA, JOKJIA[HbIE 3aMHCKH, CIPABKH,
MPOTOKOJIBI 3aCellaHuii M COBEWaHMil U Jp.), PErHCTPUPYIOTCS PAbOTHUKOM
3TOTO  CTPYKTYPHOTO  IOApasfeneHus, OTBETCTBEHHBHIM 32  BeJEHUE
JIeNIOTIPOM3BO/ICTBA, B yUETHBIX KApTOUKax. DTHM JOKYMEHTaM MpPHUCBAHBAETCSI
PETUCTPAIMOHHBIA NHIEKC HHULHATHBHOIO MCXOAIIETO JOKYMEHTa, KOTOPBIH
BKJIFOYAET MHJIEKC Jena [0 HOMEHKIAType jel, rae OyJeT XpaHUThCs KOIHS
OTIPABJISIEMOrO IOKYMEHTa, W 4epe3 Apo0b MOpSAKOBbIH PErHCTPalMOHHBIA
HOMep,  TpHCBaMBAaeMblil  WUCXOMAIIMM  JOKYMEHTaM B [pejenax
JIeJIOTIPOM3BO/ICTBEHHOrO rozia (Hanpumep: Ne 04-5/32).

PerucTpauysi OTBETHBIX JOKYMEHTOB OCYIIECTBIIAETCS TAKKE B YYETHBIX
KapTOYKax, B KOTOPBIX OBUIM  3aPErMCTPUPOBAHBI  COOTBETCTBYHOLIME
HMHMIMATUBHBIE JOKYMEHTBI. PeriCTpalMOHHBIM  HHIEKCOM  OTBETHOIO
MCXOMAIIETO JOKYMEHTa sIBIseTcs MHAEKC Jela MO HOMEHKJIAaType jel, B
KOTOPOM OyZeT XpaHHTbCS KOIHMs OTBETHOTO JOKYMEHTa, M TMOpS/IKOBBIH
PETUCTPAIlMOHHEI ~ HOMEP  HCXOZSIIEro  JOKYMEHTa, IpHCBAUBAEMbIi
HCXOSIIMM JOKYMEHTaM B Ipefesax AeJ0NpPOU3BOACTBEHHOrO roja.

B yuerHyro KapTOouky uHbopmauus 00 OTBETHOM JOKyMEeHTE
3anuceiBaercs B rpady "OTMeTka 06 HCTIONHEHHH JOKyMeHTa" .
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Ha oTBeTHOM [JOKyMEHTE IIPOCTaB/IAETCS CChbIIKA Ha MCXOASMINI
perucTpaloHHBIH MHIEKC U 1aTy JOKyMEeHTa-3anpoca.

Ha 1okyMeHTax, coCTaBIeHHbIX COBMECTHO HECKOJIBKUMHU CTPYKTYPHBIMH
Moapa3feNeHUsAMH, MPOCTABIAETCS PErHCTPALMOHHBIA MHIEKC, MPUCBOEHHEI}
JIOKYMEHTY OCHOBHBIM CTPYKTYPHBIM MOJpa3/ie/eHHeM-COCTABUTEIEM.

66. [TocTynuBiIneE B CTPYKTYpHOE  IOJpasfAejeHHe  JOKYMEHTE
MPUHMMAIOTCS. PAOOTHHKOM CTPYKTYPHOTO TOJpa3JeeHUs, OTBETCTBEHHBIM 3a
Be[leHHe  JIeJIONIPOM3BOACTBA, KOTOPBIA  MpOBEpsSeT MPaBUIBHOCTb  HX
HalpaBJIeHUs, IPU HEOOXOAUMOCTH TTOAOUPAET K HUM CIIPABOYHEIE MaTEpHUaITb!

pasaeNeHust.

YPHOTO NOZpa3/ie/ieHust, OTBETCTBEHHBIM 3a
Olf KapTOYKe MOCTYITHUBIIEro JOKYMEHTa.
3 noknan Ilpencemaremo @IIb npencTaBistOTCS JOKYMEHTHI 11O
BOIIPOCaM, KOTOPBIE OTHOCSITCS K €r0 KOMIIECTeHIMH 1 He MOTyT ObITh PEeIeHL!
samectutensmMu  [Ipencenarens ®IIb, pyKOBOAMUTENSIMM  CTPYKTYPHBIX
noapasaenenuil annapara Cosera ®I1b, o6mactHEX (MHHCKOTO rOpOACKOro)
oObearHeHNH MPO(COI030B, pecmyOIUKAaHCKUX (LEHTPAIBHBIX) KOMHTETOB
(coBetoB)  MpO(COIO30B,  ACCOLMMPOBAHHBIX M MOJBEIOMCTBEHHBIX
opranuzanuit ®I1b, B TOM YHCIIe TOATOTOBIEHHbIE BO UCIIOJNHEHHUE PeLICHUH 1
nopyuenuii [Ipencenarens ®IIb nu6o no UHULMATHBE HA3BAaHHBIX WICHCKUX U
napyrux opranusauuit @I1B, eciiu nHOe He ycranoBieHo Ilpencenatenem ®IIb.

Joxymentsl Ha paccmorpenue Ilpencenarens PIIb mpexacTaBisioTCsa
PYKOBOJAMTEIEM WM  YNOJTHOMOYEHHBIM  pabOTHMKOM  ceKkpeTapHara,
BEJAIOLIMM BOIPOCAMH ONEPaTHBHOIO U  OPraHH3alHOHHO-TEXHHYECKOro
obecnieuenus gesrensrocty [pencenarens ®IIb.

68. JloxymeHntsl, nonoxennble Ilpencemaremo @IIb ymyHO ero
3aMECTUTENSIMY, PYKOBOIHUTEISAMU (paOOTHHKAaMH) CTPYKTYPHBIX MOApasieIeHu !
anmapara Cosera @IIB, pykoBogutensmu 06macTHbIX (MEHCKOrO ropoAcKoro)
0o0beIMHEeHUH TPO(COI030B, pecryONUKaHCKUX —(LEHTPATBHBIX) KOMUTETOB
(coBeToB) MPO(COO30B, ACCOLUUPOBAHHBIX H MOABEIOMCTBEHHBIX OpraHH3aLnit
WM PYKOBOAUTEISIMU TOCY JApCTBEHHBIX OPIaHOB U OPraHH3al|i, B 00s3aTeIbHOM
NopsifKe TMepefaroTcst pabOTHHKY cekpeTapuarta Jubo paGOTHHKY IJIaBHOTO
YHpaBIIeHUs! JOKYMEHTALMOHHOTO 00ecredeH s X HH(OPMAIIMOHHBIX TeXHOMOTHA,
OTBETCTBEHHOMY 32 BeJIeHHE JIeIONPON3BOACTBA.

69. CtpykTypHble noxpasenenus annapara Cosera ®ITb nepenarot ans
noknana mpoektsl pemeHui  Ilpencemarens @IIB no  jmokymeHTam,
HampaBneHHsIM B anmapar Cosera @IIB, pabOTHHKY IJIaBHOTO yIpaBieHHS
JIOKyMEHTAIMOHHOTO ~ oOecredeHuss ¥  UHOOPMAIMOHHBIX  TEXHOJOTHIE,
OTBETCTBEHHOMY 32 BeJIeHHE JeIONPOU3BOICTBA:
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Ecnu B TekcTe JOKYMEHTA UMEKTCs npumeanm WK BbIJCJIEHHAs B
CcaMOCTOATENbHBIN a0 TOKYMEHT, MOCTYKUBLIUH OCHO
€ro H3aHMIo

MaTepHanbl, MOCTYMAOLIMe sl PA3MHOXKEHHS U KOMMPOBAHMUS,
PErHCTPUPYIOTCS B XKypHAIaX ydeTa.
Topsiiok pa3MHOXEHHsT M KONHPOBAHHS MaTepUajoB ONpenesteTcs
0c060it HHCTPYKLHEH.

T'naBa 7. OTrpaBKa UCXOASIIMX JOKYMEHTOB

93. Mcxomsiiias KOPPECIIOHACHUMS OTIpaBIsieTcs uepe3 pabOTHHKa
[JIABHOTO YIIPABJICHHUS JOKYMEHTALHOHHOr0 0beceyeHus i HHGOPMALOHHBIX
TEXHOJIOTHH, OTBETCTBEHHOTO 32 BEACHHE eTONPOU3BOICTBA.

JloKyMeHTHl JUIsi OTHpaBKM afpecaTaM, 3a  HCKIFOYEHHEM CPOYHBIX
JIOKyMEHTOB M JOKYMEHTOB, aJpeCOBaHHBIX B uneHckue opranusanuu PIIb,
pasmernenHble B 1tab-kBaprupe ®ITB, npuHUMAaOTCS PabOTHHKOM TTaBHOTO
yOpaBleHHss  JAOKYMEHTAUMOHHOrO  obecredeHuss ¢ MHGOOPMAIMOHHBIX
TEXHOJIOTHH, OTBETCTBEHHBIM 3a BeJCHHE JeTIONpPOU3BOJCTBA, HE I03KE
13 yacos.

B cnywae, Korga JOKYMEHTHI He IIOATOTOBIEHBI K OTIpaBKe K
yKa3aHHOMY BPEMEHH, HO HOJDKHBI OBITh OTIPABIEHBI B TOT )K€ JEHB,
UCTIONHUTENL 00s3aH 3apaHee MpeAyNpeauTs 00 3TOM pabOTHHKA IJIaBHOTO
yIpaBileHHs  JIOKYMEHTAalHOHHOro obecredeHHs U MHGOPMALMOHHBIX
TEXHOJIOTHH, OTBETCTBEHHOTO 32 BelleHHe AeI0NPON3BOICTBA.

94.Vicxopsiuas  KOPpECTIOHZGHIIMS  Mepefaercss  PabOTHHMKY — IVIaBHOTO
YIpaBieHHs! JOKYMEHTALMOHHOTO O0ecTieYeHHsI M MH(OPMAIOHHEIX TEXHOJIOTHH,
OTBETCTBEHHOMY 32 BeCHHE [ENONPOM3BOICTBA, U1 OTIPaBKHM B OTKPBITOM BHJE C
yKasaHueM ajpeca (TOJIBKO ISl HEIOCTOSHHBIX KOPPECTIOHIEHTOB).
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95. PabOTHHK IJIaBHOTO YNpaBlieHUs JOKYMEHTALMOHHOro obecrnedyeHus
M UHQOPMALMOHHEIX  TEXHOJOrMH,  OTBETCTBEHHEI  3a  BeleHue
JIeNIONPOU3BOCTBA, IPOBEPSET NPaBUILHOCTE OPOPMIEHUS OCTYNUBLINX IS
OTIPAaBKH JOKYMEHTOB (HaJIHUHe COOTBETCTBYIOIMX MOANHUCEH, HEOOX0AUMOro
KOJIM4ECTBA SK3EMILIAPOB M 3aBEPEHHBIX MPUIOKEHUH, HMCXOAALIEro HoMepa,
JIaThl M Jp.) U PAcMUChIBAaeTCs B IPHEME JJOKYMEHTOB, yKa3blBasi JaTy U BpeMsi.

HenpaBuiibHO 0OpMIIeHHbIE JOKYMEHTH BO3BPAIIAIOTCS HCTIONHUTEISIM.

3aKoHBepTOBaHHbIE JOKYMEHTBl CHAOTCS Uil JOCTAaBKM ajgpecaram B
YCTaHOBJIEHHOM IIOPSZIKE.

Ha xoHBepTaX yKa3bIBAIOTCSA MHIEKCHI BJIOXKEHHBIX B HUX JOKYMEHTOB.

96. TenerpaMMsl  HepefaloTcs  paOOTHHKY TJIABHOTO  yIIpaBIICHWs
JIOKyMeHTalHOHHOro ~ obecrieyeHuss ¥ MHGOOPMALUMOHHBIX  TEXHOJIOTHIA,
OTBEeTCTBEHHOMY  3a  BeJEHHE [EJONpPOM3BOJACTBA, C  IPUIOKEHHEM
HeoOX0UMOr0 KOJMYECTBa 3aBEPEHHBIX KOMUM, a TaKXkKe PeecTpa pacchllIKH (B
JIBYX 9K3eMIUISIpax), COCTaBJIEHHOTO 110 yCTaHOBJIEHHOH (opme.

Komuu TenmerpaMM BMeCTE€ C pEECTPOM pAacChUIKM MepejaloTcest B
otzeneHne cBs3U. [ToUTHHHUK TeJerpaMMBbl ¢ OTMETKOH TJIaBHOTO YNpaBJICHUS!
JIOKyMEHTallMOHHOro obecriedeHuss ¥ MHGOPMALMOHHBIX TEXHOJNOTHH 00
OTIIPaBKe BO3BPALIAETCs B COOTBETCTBYIONIEE CTPYKTYyPHOE IOApasjereHue
anmnapara Coseta ®IIb s npuoOIeHus K JefTy, a BTOPOil SK3eMILIsIp peecTpa
pacChUIKM ¢ OTMETKOH OT/ENeHMS CBSI3M OCTaeTCs B IVIABHOM YIPaBICHHU
JIOKyMEHTAIIHOHHOT0 o0ecneyeH s 1 MHQOPMAIMOHHBIX TEXHOIOT U,

97. PeecTpsl Ha OTIPABJIEHHYIO KOPPECTIOHAEHIMIO XPAHATCS B [JIABHOM
yIpaBIeHUH  JOKyMEHTAlMOHHOro ofecredeHHs ¥ HH(QOPMALOHHBIX
TEXHOJIOTHH B T€YEHHE roja.

I'naBa 8. Vder, ncriosp3oBanue, OpopMICHHE U XpPaHEHHE
JIOKYMEHTOB C 'pH()OM OrpaHUUEHHUS JOCTYNIA

98. Yuer (peructpanus) 10KyMEHTOB M H3/IaHHH ¢ rpudoM OrpaHHIeHHs
nocryna "Ilas  ciayeOHOro I0b30BaHHMA" OCYIIECTBISETCS TeMH JKe
pabOTHUKaMH, KOTOpBIE BEAyT y4eT HECeKPETHOM JOKyMEHTALUH.

99. Perucrpauuu nomjexar Bce 6€3 UCKIIOYEHHs JOKYMEHTHl U U3JaHHS,
nmerorye rpud "is ciyxeGHOro nons30BaHus "

K peructpaunoHHOMY HHAEGKCY NOKyMeHTa (M3naHust) ¢ rpudom "Ins
ciyxkeGHOrO Tosb30Banus" nobasstores 6yksel JCII.

B yueTHOM KapTOUKe YKAa3BIBAIOTCA KONMYECTBO ITOCTYNMBIIMX (MM
OTIPABIIIEMBIX) 3K3eMIUIIPOB JOKYMEHTa, U3JaHH K HOMEPa 3THX SK3eMILISPOB.

Kaprouku OSTHX JOKYMEHTOB H H3JaHMH XpaHATCA B CHELHATbHBIX
KapToTeKaX OTAENBHO OT KapTOyYeK Mpoyeii JOKyMEeHTAluH.

100. ITpu HanpaBieHUM AOKYMEHTOB (M3aHHUH) U3 IJIABHOTO yIpaBIeHUS
JOKyMEHTAllHOHHOTO oOecredeHHss M HMHOOPMALMOHHBIX TEXHONOTHH B
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CTPYKTypHbIe nojpasienenns anmapata Cosera ®I1b nepen dbamunvei uua,
KOTOPOMY HalpaB/isieTCsl JOKYMEHT, B y4€THOH KapTOuKe yKa3blBaeTcs HOMep
5K3eMIUISpa MepeaBaeMoro emMy J10KyMeHTa (M31aHus).

Tlepenada MpOM3BOAMTCS MO PACTIHCKY B yUETHOH KapTOUKe.

101. Ha ucXoasiux M BHYTPEHHUX JOKYMEHTAaX, COIEPIKALIMX CBEICHUs
OrpaHMYeHHOr0 PAcIpOCTPaHEeH s, B MPAaBOM BEPXHEM Iy NEepBO CTPaHULIbI
npoctassitorest rpud "Jns ciykeOHOTO MoJb30BaHUs" U HOMEp SK3eMILIspa.

Hanpumep: Jlst ci1y»KeOHOTO MOTb30BaHUS
Dk3. Ne |

Ha snuueBoit uaM 0OOPOTHOH CTOPOHE [MOC/IEJHETO JIMCTA KaXI0ro
9K3eMIUIsipa JOKyMeHTa paGOTHUK JOKEH yKas3aTh B JIEBOM HWXKHEM YTy
KOJIMUYECTBO OTIEYATAHHBIX JK3eMIUIAPOB, CBOM MHMIMAJEL U ATy MevyaTaHHs
JIOKYMEHTa.

Ecnv DOKyMEHT MMeeT OrpaHHYeHHs JOCTyNa, Ha HEM YKa3bIBaeTcst
MECTO HaXOKAEHHS KakI0ro sk3eMiuisipa. Ha 060poTHON cTOpOHE MOCIeIHETO
JWCTAa B MpaBOM HIDKHEH YacTM MNpOEKTa MNOKyMEHTa [eNaeTcs 3aluch ¢
yKa3aHHeM aJpecaToB, KOTOPLIM HANPaBIEHBl COOTBETCTBYIOIIME IK3EMILISPBI
JIOKyMeHTa ¢ IpudOM OrpaHHYeHUs JOCTyna.

Hanpumep:

k3. Ne 1 — B MuHCKOe ropojckoe 00beiHeH e MPodCor030B.
THoxmucs. 05.03.2013
k3. Ne 2 — B neno. ITogmucs. 05.03.2013

102. B yueTHOM KapTOuKe [OKYMEHTA, IOJJIEKAIIEr0 pacChUIKe,
pabOTHHK CTPYKTYPHOTrO TIOApa3fieieHus, OTBETCTBEHHBIN 3a BeAeHHE

JeJI0NpOU3BOACTBA, YKa3bIBaeT HOMEpa OK3EMIUIAPOB JOKYMEHTa,

HAIPAaBJIEHHBIX KAXIOMY aapecaTy, ¥ HOMEp SK3eMIUIpa, MOMEIaeMoro B
JIeno.

103. [Tpu HeoOXOMUMOCTH PACCHUIKM KOMMH IOCTYNHMBIIErO B ammnapar
Cosera ®IIb nokymenta ¢ rpupom "Jlins ciyxeGHOro monp3opaHus” Ha
KOMHUSAX YKasblBAeTCs HOMep MOCTYIMBIIETO OJK3eMILIApa  JOKyMEHTa,
JIOTIONIHEHHBIH (B CKOOKaX) MOPSAKOBBIM HOMEPOM  3K3eMILISApa-KOMUK
(narpumep: 5k3. Ne 5(1), ok3. Ne 5 (2) m T.11.).

104. PasvHOXeHWe  JOKyMeHTOB ¢ rpupom "l cmyxeGHOro
NoJB30BaHus" Ha KOIMHUPOBAIBHO-MHOXHTEIBHOM TEXHHMKE NPOM3BOIUTCS C
paspellieHusl HayaJibHHKA [JABHOTO  YNPAaBJIEHHS JOKYMEHTAUHOHHOrO
obecrieyenus 1 HHPOPMALMOHHEIX TEXHOIOTHH.

PaGOTHHK, OTBETCTBEHHBI 3a pa3sMHOXKEHHE MaTepHajoB, BelIeT
OT/EJBbHBIN JKYPHAN MOIK3EMIUIAPHOIO yueTa PasMHOXAEMBIX NOKYMEHTOB C
rpucom "J{71s clyKeOHOro MoJp30BaHus "
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Pa3sMHOKeHHbIe JIOKYMEHTBI CHAI0TCH 3aKa34uKy 104 pacnuckKy B
KypHae.

105. Jlokymentsl ¢ rpudom "lns ciyxeOHOro mnonmb3oBanHus” rocie
WCMOMHEHUs ~ TOMEIalTcss B jena  OOUIero  JeJoNpOM3BOACTBA,
NpenycMOTpEHHble HOMEHKIATYpo# 1en ¢ HauMeHoBaHueM "JIOKyMeHTH ¢
rpupom orpanudenus ocryna'. Cpok xpaHenus Takoro gena 5 ger DIIK ¢
00513aTeIbHOM MOMUCTHOHN 3KCNIEPTU30H LEHHOCTH.

106. Koppecnionenuust ¢ rpudom "Ins cimyxeOGHOro nomb3oBaHus'
craetcst paGOTHUKY MJIABHOTO YIPABIEHHs JOKYMEHTALMOHHOTO ofecreyuenust
¥ MHQOPMALMOHHEIX  TEXHONOTHH,  OTBETCTBEHHOMY 32  BEJeHHe
JIeJIONPOU3BO/CTBA, Ul OTIPABKH MOJ PACIMCKy B y4eTHOH KapTouke H
peecTpe pacChUIKH.

107. PeecTpsl Ha OTNpaBIseMyrd KOppecrnoHaeHuuo ¢ rpudom "is
CciykeBHOro  MOJb30BaHusA" K JOKYMEHTY COCTaBISIOTCS — OTAGIBHO OT
PeecTpOB Ha NPOYYK KOPPECIOHIEHLMIO, HYMEDYIOTCS W MOAUIMBAIOTCS B
COOTBETCTBYIOLIEE A0 BMECTE C JOKYMEHTOM.

B peectpax 00s13aTeIbHO YKa3bIBAIOTCS HOMEPA SK3EMIUIAPOB IOKYMEHTa,
TOCJIaHHBIX aJIpecaTaM.

108. YHUYTOXEHHE [OKYMEHTOB, Jel W u3faHuii ¢ rpudom "Jns
CITy’keGHOrO TOJb30BaHus" NPOU3BOJMTCSA 110 aKTy U C COOTBETCTBYOLIEH
OTMETKOM B yYETHEIX JJAHHBIX.

Toanexaniine YHAYTOKCHUIO TOKYMEHTBI, M3JaHUS U Jefa AO/KHBI B
06s3aTeILHOM — MOpSAKE  H3MeNbYaThCsl O  CTENeHH, MCKIovaroleit
BO3MOXKHOCTb TIPOYTEHHS TEKCTa, HIIH CIKUTAThCA.

109. Bce moKyMeHTHI, fena ¥ u3fanus ¢ rpudom "Ing ciyxedHOro
MOMB30BaHUsA" IOHKHBI XPAHUTBCS B HAZIEXKHO 3aMMparoIuxcs mKadax.

Jluua, ue paGoraoume B anmapare Cosera @IIB, jomyckaioTcs K
03HAKOMJIEHHIO C STUMH JOKyMeHTaMmu 10 paspemennto IIpencenarens ®I1b.

110. 3ampemiaeTcst  TOJIB30BATHCS [AHHBIMH, COACPXKALUMUCA B
nokymentax ¢ rpupom "lng cmyxeOHOTO MONb30BaHMA", B OTKPBITBIX
BBICTYIUICHHSIX (B [I€YaTH, 10 PAHO U T.1.).

111.0 ¢akrax yTtpaTsl HOKYMEHTOB M u3faHuii ¢ rpudom "Jlis
cIy)eGHOro  MoJB30BaHMS"  HEMEJIEHHO  CTaBATCA B M3BECTHOCTH
Ipencenarens OIIb 1 HaYaIbHKUK TJIABHOTO YIPABJICHHUS JOKYMEHTALMOHHOTO
ofecnieyennst 1 HHGOPMALOHHBIX TEXHOIOTHIL.

112. OTBETCTBEHHOCTD 38 OPTaHU3ALNIO U OCYLIECTBIIEHUE HaIeKAILEro
yudeTa, XpaHeHHe, pa3sMHOXKEHHeE, MCIIOIb30BAHNE H YHUUTOXKEHHE OKYMEHTOB
¢ rpudom "Il cnyxeGHOro MONb30BaHMsS" BO3IATAETCS HA PyKOBOAWMTENEH
CTPYKTYPHBIX MOJpa3ie/eHuil, a KOHTPOIb 3@ COCTOSHUEM 5TOi paboThl — Ha
pabOTHMKA TIJIABHOTO YIpPaBIeHUS! MQOKYMEHTAUMOHHOro obecreueHns |
HHOOPMaLOHHBIX TEXHOJIOTHHA, OTBETCTBEHHOTO 3a BeICHUE
JAEI0NPOU3BOACTBA.
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TUIOBBIX [I0KyMeHTOB HauuoHaneHoro apxuBHoro ¢onga Pecny6auku
Benapycs, ofpasyromuxcs B mpouecce I€STENBHOCTH TOCYAApCTBEHHBIX
OpraHoB, HMHBIX OpraHM3alMH M HHIMBUAYalbHBIX NpEANPUHUMATENEH, C
YKa3aHMEM  CPOKOB  XpaHEHMS,  YCTaHOBJEHHBIM  I[OCTAHOBJEHHEM
MunucrepeTsa foctuuun Pecriy6nuku Benapycs ot 24 mas 2012 r. Ne 140
"O  HeKOTOpBIX Mepax ToO peanusanuu 3akoHa PecryGiuku Benapycs
ot 25 Hosi6ps 2011 r. "O6 apxuBHOM Jenie U AeNonpou3BoscTBe B Pecry6muke
Benapycs"  (Hauuonanemblii mpaBoBoii  VHTeper-mopran  PecryGmuku
benapycs, 9 asrycra 2012 r., 8/26212).

Homenknatypa Jen  sBISeTCS — CHCTEMATH3UPOBAHHBIM  CITHCKOM
HaMEHOBAHUH [1eJ1, 3aBOJAMMBIX B JIEJIONPOU3BOJCTBE, C YKa3aHHEM CPOKOB HX
XpaHeHHs U uHJeKca. HoMeHKIaTypoil Jen JOMKHBI OBITh IpeaycMOTPEHSI
BCE JOKYMEHTBI U [IeNia, KaK MoJyyaeMble, TaK M CO3JaBacMble B ammapare
Cosere @I, oTpaXkarollie ero OCHOBHbIE BH/bBI [ESTENBHOCTH, B TOM YHCIIE
Jniena npogxoma anmnapara Cosera @I1B u apxusa ®IIB.

114. PaboTy mHO COCTaBJICHMIO HOMEHKIATYphl el  BBIIOJHSET
saBejytfomuii  apxuBom @ITb coBMecTHO ¢ paGOTHHKOM —CTPYKTYpHOTO
MO/Ipa3/ieNIeHHsl, OTBETCTBEHHEIM 3a BEeCHHE [IEIONPOU3BOICTRA.

CBosHAast ~ HOMEHKNATypa — IOJIMCHIBAETCS  HAYATBHMKOM  IVIABHOTO
YHpaBieHHs  JOKYMEHTAUMOHHOrO  obecreyeHuss M MH()OPMALMOHHBIX
TexHonoruit  armapara  Cosera ®IIB, cornacoBbiBaetest ¢ LleHTpansHob
okenepTHo# komuccuedt ®ITb (nanee — [IDK @IIB), DKCrepTHO-METOANYECKO#
Komnccrelt I'ocynapersennoro yupexaenus "HanponasHslit apxus Pecrry6muxu
Benapycs" (nanee — OMK) u yrBepkuaercs Ipencenarenem ®IIb.

IlepBrIii oK3eMIUIAP CBOIHON HOMEHKJIATYDEL € XPAHHUTCS B yKA3AaHHOM
YHpaBleHHH, BTOpoH — B apxuse ®IIb B KayecTBe YYETHOrO IOKyMEHTa,
TpeTHit — B uku benapycs.

HOMEHKIIATYpBl  Jel  sIBIseTcs

s, OH perucTpupyercst (B MNOpSKe,

YCTaHOBJICHHOM JUISi PETMCTPALlMH BHYTPEHHHX TOKYMEHTOB) M BKIIOYAETCS B
pasziesl HOMEHKIIATYPBI JIEN BBIIIEHa3BaHHOTO YIIPABJIECHHUS.

115. ExeromHo HOMEHKJIaTypa [ell yTOYHSETCS, B Hee BHOCATCS
HeoOXouMble H3MeHeHus, yTeepxaaercs [Ipencenarenem ®ITb u BBogUTCS B
neficTBHE ¢ | SHBapS CIELYIOLIEro roja.

116. B HOMeHKIaTypy [en BKIIOYAOTCH Jela C  MOCTOSHHBIM,
BpEeMeHHBIM (cBbite 10 jieT) u BpeMeHHBIM (20 10 JIeT BKIIOYHTENBHO) CPOKOM
XPaHEHHUS U CIIPaBOYHbIE KAPTOTEKH,
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117. TI'padbl HOMEHKIATYphl JIel 3alOJHSIOTCS B COOTBETCTBHH C
YCTaHOBIEHHOH HOPMOH.

B rpade | HOMEHKIATYpBI [eN yKa3biBaloTCs MHAEKCHI Aen. Mnaeke nena
COCTOMT M3 0003HAYEHHMs CTPYKTYPHOrO IOApA3JeNeHNs U TMOPSAKOBOro
HoMepa Jena (Hanpumep: Ne 06-21).

B cBoOgHOH HOMEHKJAType [ejl OJHOPOAHBIM JenaM B IHpeaenax
PA3TMYHBIX CTPYKTYPHEIX —MOJpasfeNieHu# MpHCBAHBAIOTCS OAMHAKOBBIE
nopsimkoBle Homepa (Hampumep: 02-01, 03-01, 04-01 u T.4.) U TUNOBBIE
Ha3BaHHA.

Jlena, B KOTOPHIX OTKIANBIBAIOTCS JOKYMEHTHl 1O mnpobiemawm,
paspeliaeMblM B TEYeHHe JBYX U Oojee JeT, BKIIOYAKOTCS B €KErOAHBIH
SK3eMILISp HOMEHKJIATYPBI JIEJT IO/ OJHUM ¥ TEM XK€ UHAEKCOM.

BHBIX HOMEpPOB UIsI HE3AaINIAHMPOBAHHBIX OEJ B

B rpade 2 HOMEHKIATyphl JeN yKa3bIBalOTCA HAHMEHOBAHHS DPas/esion
HOMEHKJIATypsl  [el, ~ COOTBETCTBYIOIIME  HA3BaHHUAM  CTPYKTYDPHBIX
rojipaszieNieHuii, 1 HauMeHOBaHHil (3aroJI0BKH) 1€l

3aro/loBOK JOJDKEH OBITh KPaTKMM, UYETKMM H  COOTBETCTBOBAaTh
CMBICJIOBOMY COJIEPKaHHI0 NOKYMEHTOB, IPYNIMpYeMbIX B geine. B cocras
3aro/loBKAa BXOJAT: Ha3BaHME TeMbl (CoAepikaHMe) Jena C yKasaHHueM poja
3aBOJAMMOTO [eia (TOKYMEHTEI, TepPenucKa) Wi PasHOBHIHOCTH JOKYMEHTOB
(pacmopsbKeHuUs], IUIAHBI-IPOTOKOIIE, OTYETHI, AKTBI H T.J1.).

Tepmun "JlOKyMeHTH" TPUMEHAETCS TpU OOBEIUHEHHH B Jene
PasINYHBIX BUIOB JOKYMEHTOB IO OJHOMY BOIpPOCY, HO HE CBS3aHHBIX
[OCTeIOBAaTENBHOCTBIO JIEONPOU3BOACTBA. B KOHIE 3aronoBka (B ckoGkax)
NEpPEUnCISIIOTCS  OCHOBHBIE BB JIOKyMeHToB. Tepmun "JlokymeHTs"
HCTIONB3YIOT TaKKe NP OOBEJWHEHHM B OJHOM JeNe JIOKYMEHTOB —
TIPUJIOKEHHH K KaKOMy-Tu0O0 APYromy AOKymeHTy (Hampumep: "JIOKyMeHTHI
mo moaroToBke mnoctaHosrennit Ilpesumuyma Cosera @IIb  (IpoeKTh
OCTAaHOBJEHUH, cripaBKy, nHdopMarus)'").

B 3aronoBkax el C IEPeliCKoil HeoOXOMMMO yKasplBaTh Ha3BaHHE
KOPPECTIOH/IEHTA U O ueM Teperiucka (Harnpumep: "Tlepenucka ¢ pectybIMKaHCKAMU
(UeHTpaTbHBIMIL) KOMHUTETaMH (coBetamu), aCCOLIMUPOBAHHBIME "
T0/IBEIOMCTBEHHBIMI OPraHU3alKsIMU O PO coo3HOH padote").

TMocenoBaTeNbHOCTh PACIIONOKEH S 3ar0jI0BKOB e B HOMEHKIAType
ZIeN 3aBMCHUT OT MX 3HAUMMOCTH M B3aUMOCBs3U. [lepBhIMH pasMelnaroTcs
3ar0JIOBKH ]l C PAaclOpsIUTEIBHEIME JOKYMEHTaMHU BBILIECTOSIIMX OPraHoB,
3aTeM pacloNaraloTcs [PYINbl OPraHW3ALMOHHBIX JOKYMEHTOB (yCTaBBbl,
nonoxenus), pacropsiauresnstse JokyMenTsl Coseta ®IIb, miaHbl, OTYETSI,
NepenucKa W Apyrue AOKyMEeHTH. BHYTpH Ipymnn JOKYMEHTOB 3arOJIOBKH el
TAKKe PacloiararoTes Mo CTeNeH: X BaXKHOCTH.
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Paszienibl cBOIHON HOMEHKIIATYPBI €)1 PACTONAraloTesi B COOTBETCTBHH C
YTBEPXKACHHOH CTpyKTypoii annmaparta Cosera PIIb.

I'padpa 3 Homenkmarypel en "KonuuecTBo aent (TOMOB)" 3amonuseTcs B
KOHIIE JIeJIONPOU3BOACTBEHHOTO TO/Ia.

B rpade 4 ykasplBaroTcs CpoKM XpaHeHHs e, OTpeensieMble COracHo
AEHCTBYIOLINM BEOMCTBEHHOMY U THIIOBEIM IIEPEYHSAM C YKA3aHHEM CPOKOB
XpaHEHHs, U JIAIOTCA CCHUIKH HA COOTBETCTBYIOWIME CTaThi Nepedeif. Cpoku
XpaHEHUsl OKYMEHTOB, HE OTP&XKEHHBIX B MepeyHsix, onpegesstorcs 1[IK
DIIb.

B rpade 5 "IIpuMeyanue" npocTaBisioTcs OTMETKH O 3aBECHHH e, O
NEPEXONAINX  JeNaX, O BbINECNEHHH el K YHHYTOXKEHWIO, O JIHIaX,
OTBETCTBEHHBIX 3a (opmupoBanue jei, M Op. Hassauus nepeuneit
YKa3pIBAIOTCS B KOHLIE HOMEHKIATyphl fien nepes peksusutom "HauMeHnoBauue
JIOJDKHOCTH COCTaBUTENs".

118. Iocne yTBepIeH s CBOXHOH HOMEHKIATYPHI Jei anmnapata Cosera
@IIB cTpyKTypHbBIE TOPA3NEEHHs [IOMYHAOT BBIMHCKU U3 COOTBETCTBYFOILIEX
PasienoB HOMEHKIIATY bl [eN JUISl HCTIONB30BaHMs B paboTe 10 HAMpPABJIEHHIO
JIOKyMEHTOB B Jela.

119. Tlo OKOHYaHWH [EJONPOU3BOACTBEHHOTO TOAA 3aBeyOINI
apxuBoM ®IIb COBMECTHO ¢ pPaGOTHHKOM CTPYKTYPHOIO MOApAsie/IeHH s,
OTBETCTBEHHBIM 32 BEJEHHE JIENONMPOU3BOACTBA, OGOPMISIOT 3alkch O
KaTerOpHsIX, KOIMYECTBE 3aBe/IEHHBIX 32 HCTEKIIMI FOJ 1€l H 3aBepsIOT ee.

Taasa 10, Gopuponae 1en 1 TOATOTODKa s K cAte B apxn

120. Obecrieuenne COXpaHHOCTH, y4eT, KOMILIEKTOBaHHE, HKCIEPTH3A
UEHHOCTH, MCIIO/Ib30BaHUE JOKyMeHTOB B apxuse PIIB ocymecTsmsroTes
cornacto IlpaBunam paGoThl apXMBOB rOCYIapCTBEHHBIX OPraHOB M HHbIX
OpraHM3alMii, yTBEPXKAEHHBIM TOCTAaHOBICHHEM MHUHHCTEPCTBA FOCTHLUHU
Pecriy6aukn Benmapycs ot 24 mas 2012 r. Ne 143 (HauuoHanbHbIH MIPaBOBO#
Unreprer-nopran Pecry6iuku Benapycs, 8 aprycra 2012 r., 8/26204), a Takxe
ApyruM HOPMATHBHEIM JOKymeHTaM Denepartiu npodcorosos Benapyc.

B mnavare roma  paGOTHHK  CTPYKTYpHOrO  moApasjeneHus,
OTBETCTBEHHBIH 3a BEJIEHUE JIeI0ONPOU3BOACTBA, 3aBOAUT JeIa B COOTBETCTBUU
C YTBEP)KACHHON Ha IAHHEIH TO HOMEHKIIATY pOif 1€,

Kaxmomy neny mnpucamBaeTcs WHIEKC, COCTOSILMN M3 MHIEKCA
CTPYKTYPHOTO TOPa3Ne/eHs U TMOPSAKOBOTO HOMEpa 110 HOMEHKIAType jel
(nanpumep: Ne 06-21).

121. B nema mOAMIMBAIOTCA JIOKYMEHTHI TONBKO [0 3aKOHYEHHBIM
paccmotpenuem BompocaM. Ha nokymeHTe, KOTOpBIM BONpOC peleH, Ha
HIDKHEM [0JIe MOCIeHEero JIUCTa T0KyMEHTa CJIeBa, a [IPH OTCYTCTBHH MeCTa
Ha 00OPOTHOM CTOPOHE IMOC/ENHEro JHCTA HCTIOTHUTENEM [ElNaeTcs HANHCH
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"B zeno", ykasblBaeTCs MHAEKC Je1a 10 HOMEHKIATYPe J1ef, CTABUTCS [IOANHCH
¥ JaTa.

Ecin Bompoc pewien ycTHbIM yKasaHHeM PYKOBOJCTBA WM HCHEpTaH
paHee TpPHHATBIM pelieHueM, noianuck "B nemo" u ormerxa o ToM, uro
TIOCITY>KMII0 OCHOBAHHEM CYMTATh BOMPOC PELIEHHBIM, JENAI0TCS Ha 060POTHOM
CTOPOHE TOC/IeIHETO JTUCTA OCHOBHOTO JOKYMEHTA.

122. JlokyMeHThl B Jelle pAcrojaralTcs MO pasfenam (Ha Kaxablif
3aKOHYEHHBIH BONpOC), a B pa3jenax — B JIOTHYECKON MOCAEA0BATENEHOCTH U
XPOHOJIOTHYECKOM IOPSIKE.

IlepBbiM mOAUIMBAETCSA [OKYMEHT, HA OCHOBAaHHM KOTOPOTO 3aBeleH
pasiei, a MOJ HMM — BCE OCTAlbHbIE JOKYMEHTBI IO JaHHOMY BOMpOCY.
IMocnennum MoaIMIMBAETCS JOKYMEHT, KOTOPBIM BOIIPOC pEIleH.

123.B  penax, MOAJEXAMX [OCTOSHHOMY XpaHEHWIO, pPaGOTHHK
CTPYKTYPHOTO [10/Ipa3/ieNleHusl, OTBETCTBEHHBIN 3a BEICHHE 1eJIONPOM3BOICTBA,
BEJIET IepedyeHb pa3NenoB (BHYTPEHHIO OIHCh), B KOTOPHIH 3amuchiBaeT
KaX/BIH HOBBIH BOIPOC MO Mepe TMOMIIMBKE JOKyMEHTOB. B mepeune
YKa3bIBAKOTCS HOMEpA JINCTOB KaXAO0T0 pasjeria.

HauMeHoBanus pasnenos ompenensioTcss paGOTHHKOM CTPYKTYPHOTO
MOJApA3/ieNieHNsl, OTBETCTBEHHBIM 33  BEJEHHE  JeJONpPOM3BOACTBA, IO
COITIACOBAHMIO C UCTIONHUTENIEM U JIOJDKHBI OTPaXkaTh COIEPIKaHHe MOAUINTHIX
B HUX JOKYMEHTOB.

[Mepeuens BemeTCs MO KAXAOMY TOMY Jella OTAETBHO U MOMEIaeTcs B
ero Havase.

124. Tlpunoxenus MPUCOEAUHSIOTCS K TEM JOKYMEHTaM, K KOTOPhIM OHH
OTHOCATCA.

[punoxenns Gonpuioro obsemMa MOryT (OPMHPOBATLCS B OTHE/bHBIE
ToMa. B 3TOM cilydyae Ha OCHOBHOM JOKYMEHTE Je/aeTcss OTMETKA O TOM, UTO
MpPHIOKEHHEe K HEMy HaxOAuTcs B Jpyrom ToMe. Ha oGnoxke win mepsom
JIUCTE TPHJIOKEHHS (IPH OTCYTCTBHH OOJIOXKH) JO/KHA OBITH CcrelaHa
HaJIMKCh cllefytolero obpasma:

"TIpunosxenne x gemy Ne 02-9, T. 1 (x Bx. Ne 124-112) 3a 2009 ron".

125. [Toctanopnenus u pacnopsokerust OIIB rpynnupyrotcs B jene 1o
BHUJIaM BMECTE C OTHOCSIIUMUCS K HUM IPUIIOKEHUSIMH.

[Monoxenus, ~WMHCTPYKUMH, @paBWIa M APYrHE  JOKYMEHTBI,
YTBEpXKIEHHbIE TIOCTaHOBJICHUSMHU WM PacropsKEHU MU @IIb,
IPYIIUPYIOTCSA BMECTE C YKa3aHHBIMU JOKYMEHTAMHU.

Eciu  OKyMEHTBI ~ yTBEp)KIEHBl B  KayeCTBE CAMOCTOSTEIBHOIO
[OKYMEHTa, TO WX IPYNIHPYIOT B CAMOCTOSITEIIbHEIE JeJIa.

126. JlokyMeHTHl B JIHYHBIX JelaX pAClOJAraloTcs B ClIeyrolei
MOC/IeJ0BATEIbHOCTU: BHYTPEHHSs OIMCH JOKYMEHTOB, UMEIOIUXCS B Jele;
JONOJHEHHe K JIMYHOMY JIMCTKY MO YYETy KajJpoB, CIPaBKM W JpyrUe
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JIOKyMEHTBI, ~HMMeollMe OTHOLIeHHe K Jeny  (KpoMme CIpPaBOK O
MECTOXHUTE/IBCTBE, MEJULUHCKHX CHPAaBOK O COCTOSHHM 3O0POBBS, APYIHX
JIOKyMEHTOB BTOPOCTEIIEHHOTO 3HAueHHUs, KOTOphIe IPYMIUPYIOTCA OTAETBHO
OT JMYHBIX Je7 ¥ XPaHATCA BPEMEHHO); JHYHBIN JIUCTOK 1O yYeTy KaapoB;
aBToOMOrpadusi; KOMMM JOKYMEHTOB 00 00pa3oBaHHM, IOBBILICHUH
KBaIM(HUKALMK, MEePeroAroTOBKe; 3asiBieHHe O [pueMe Ha pabory;
HalpaB/ieHHe WIIM TPEJCTaBJICHHE; BBIMCKH MM KOMHMH paclopsikeHuit 06
YTBEpXKIAEHHUH, TIepeMelleHHH, YBOIBHEHUHU; TPYJOBO# JOrOBOP.

127. Jluuersle cueta paGoTHHKOB annapata Cosera PIIb rpynnupyrorcs
B CaMOCTOSITEJIbHBIE Jefa B Ipelesiax rofa U paclojaraTcs Mo anpaBuTy
bamunuii.

128. JloxyMeHTHI MOAIIMBAIOTCS B JeJ10 TOJBKO B OJHOM 3K3eMmIuisipe. B
JIeNo TOAMIMBAIOTCS TaKXkKe Te JIMCTHl JPYTHX 9K3EMIUIIPOB JOKYMEHTa, Ha
KOTOPBIX HMEIOTCS 3aMeYaHMsl WM YKasaHHsS DPYKOBOJACTBA, a OCTaJbHbIE
JIMCTBl yHHUTOXKatoTCA. OTMeTKa 06 MX YHHYTOXKEHHU [ENaercs Ha JIMCTaX,
MOMENIaeMbIX B €10, M 3aBepsercs IOAMHCHI0 PabOTHHKA CTPYKTYpPHOIO
T0Apa3eNieHHs, OTBETCTBEHHOTO 3a BeJIeHHE JIeI0NPOU3BOICTBA.

B kaxnaelil ToM Oena cienyeT moaumBaTe He Gomee 250 mucros. Ilpu
GobIeM KOJIMYECTBE JIMCTOB 3aBOAATCS BTOPOH U MOC/IeIyIOLINe ToMa AeJIa.

129. JlucTel nmena HyMepyIOTCS 4YepHBIM IPa(UTHBIM KapaHAAIIoOM HITH
HyMepaTopoM B NIPaBOM BEepXHeM YIJIy JIUCTa, He 3a[eBasi TEKCTa JOKyMeHTa.
Jluct moboro popmara, HOAWNTEI 32 OAUH Kpail, HyMepyeTcs KaK OJHH JIUCT.
Ecnu MCT CIOXKEH M MOALINT 33 CepeinHy, OH HyMepyercsl Kak jBa JIMCTA.
Pesomonus, coctaBieHHas Ha OTAENBHOM OT JOKYMEHTa JIMCTE, MOIMIHBACTCS
1 HyMepyeTcsl KaK CaMOCTOSITENbHBIN JIUCT.

130. B KoHLe fefa Ha OTAENBHOM JIHMCTE MOMEIIAeTCsl 3aBepUTETbHAs
Ha[IHCh, B KOTOPOH LHUGbpaMl U IMPONHCHIO YKa3pIBACTCS KOIHYECTBO
NIPOHYMEPOBAHHBIX JIUCTOB Jeja. 3aBepuUTeNbHas HaANUCh ITOANUCHIBACTCS
PpaGOTHUKOM, COCTABHBILIMM €€, C yKa3aHHeM JODKHOCTH U JaThl COCTAaBICHHUS.

I'nasa 11.
J[pa3eNeHUsIX

131. [ema, chopMupoBaHHBIE 3a TIOH, XpaHATCS B CTPYKTYDHBIX
TI0JPa3/IeIEHUSIX 10 KOHLA CIIEAYIO)

a U3 HEE IIOMEIIAeTCs Ha
KOpemKax oboxek e YKa3bIBarOTCsA

OpPOHHHM OpraHM3aLHsAM Jej1a BBIIAIOTCS MO aKTaM.
WsbaTHe W Bblgaya J[OKYMEHTOB M3 Jell MOCTOSHHOrO XpaHEeHHs
NIOTYCKAKOTCSL B UCKITIOUUTEBHEIX CydasX ¢ 00s3aTelbHBIM BKIIOUEHHEM B
N1e10 3aBEPEHHON KOIHU H3BATOTO JIOKYMEHTAa M aKTa O NpHYMHAX BbLIAYH
[O/UTHHHUKA.

134. PabOTHHK CTPYKTYPHOTO TOApa3JeNieHus, OTBETCTBEHHBIH 3a
BeJleHME JeIONPOM3BOACTBA, COCTABISIET OMMUCH CHABaeMBIX Jej Ha OraHkax
yCTaHOBJIEHHOH (opMBI U 0OecreyuBaeT COXPAHHOCTh JOKYMEHTOB [0
nepefayy Ha xpaHenue B apxus OI1b.

135. Tlepen cpaueit nen B apxuB ®IIB paGoOTHMK CTPYKTYpPHOTO
Nojipa3/ieNieHus], OTBETCTBEHHBI 3a BeJEHHE JENONPOU3BOACTBA, 00s3aH
MpOBEPUTH COOTBETCTBHE HAWMEHOBAHHIl Pa3/eNoB U MepedHs (BHyTpeHHeH
OMKMCH) COJAEPKAHMIO HAXOMAUIMXCS B HHUX JOKYMEHTOB H TpPaBUJIBLHOCTDH
PacTONIOKEHHs UX B Jlefie, a TalKe YJaTuTh W3 JeNa IPOKJIaiKHU, CKPENKU U
OynaBKH.

136. 3aKoHUYEHHbIE IeIONPOU3BOACTBOM Jeia IIOCTOSHHOTO, BPEMEHHOIO
(cbiie 10 net), BpeMeHHOTO (n0 10 JIeT BKIFOYMTENHHO) XPaHEHHA U I1O
JAMYHOMY COCTaBy B TeYeHHe JBYX JIE€T OCTalTCs B  CTPYKTYPHBIX
noapaszieNeHusIx, a 3aTeM caaiores B apxus PIIb ne nosanee 1 mapra.

Tnasa 12. Xpanenue qoxymeHToB B apxuse ®@IIb, nopsmox
BBIIAYM HMX BO BpPEMEHHOE IIO/b30BaHHE H
YHUYTOXXEHHS 110 HCTEYEHUIO CPOKOB XPAHEHHS,
nepezada aeJt Ha rocyJapcTBEHHOE XpaHeHHe

137. BaBenyrommit apxusoM PIIb mpu mnpueMe [OKYMEHTOB M [el
MpoBepsieT MPABHIBHOCT MX O(GOPMIEHHS B COOTBETCTBHHM C HACTOsLIEH
WHeTpykuuei.

JloKyMeHTBl ¥ 71ena, O(OpMIEHHBIE C HapylleHHEM npaBu,
Tpe1yCMOTpeHHbIX HacTosiuel MHCTpykimeit, B apxus ®I1b He mpuHUMAIOTCS.

138. HemocpeacTBeHHBIH  O0TOOp  JOKYMEHTOB HAa IIOCTOSHHOE M
BpemeHHOe (cBbimie 10 seT) XpaHeHHe M BBIIEJIEHHE K YHHYTOKEHHIO
npousBoguTcs  3aBenyrommm apxusom @IIb coBMeCTHO ¢ paGOTHHKOM,
OTBETCTBEHHBIM 32  BEJCHHME  JENOMPOM3BOACTBA B  CTPYKTYPHOM
noapasjeneHuy, mpu ydactuu uneHop IOK @IB wu  cnenumanucros
CTPYKTYPHBIX OJpa3/eeHHH.
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139. Ot6op JOKYMEHTOB M JIeJ K YHHUTOXKEHHIO O(OPMIISETCS aKTOM.
AxTel paccmarpuBarotcsi Ha 3acemanusx L[DK @IIb, cornacosbiBarotcs u
noAnuceBatOTCs 3aBepytomuM apxuBoM @IIb, nmpoBoAMBLIMM 3KCHEPTH3Y
LEHHOCTH I0KYMEHTOB.

OT60p A K yHHUTOXKEHUIO M COCTABJICHHIO HA HUX aKTa MPOU3BOJAMTCS
nocie MOArOTOBKU OMKCeil [es MOCTOSHHOrO M BpeMeHHoro (ceeime 10 net)
XpaHEeHHsl 3a 3TOT e MEePUOL.

VHUYTOKEHHE BKIIIOYEHHBIX B aKT JOKYMEHTOB M [€Jl NPOM3BOAMTCA
MOCIIe TOTO, KaK ONKCH Ha Jelia IOCTOSHHOTO XPaHEHHs 32 COOTBETCTBYIOIIMH
nepuos BpeMeHu yTBepxaeHsl IMK.

140. HemocpencTBeHHBIH O0TOOp JOKYMEHTOB K YHHMUYTOXEHHIO B
CTPYKTYPHBIX TOJPA3AeNeHUsIX OCYIECTRIISIOT PAaOOTHUKH, OTBETCTBEHHbIE 3
BeJIeHHe JeIONPON3BOACTBA.

IIpoBepKy NpaBHIBHOCTH MpOK3BeAeHHoro ot6opa ocymectsaser DK
QIIb.

OTBETCTBEHHOCTh 32  OPraHM3alMI0  YHHYTOXKEHHA  JOKYMEHTOB
BO3JIaraeTcst Ha 3aBeyouiero apxusom OI1b.

141. AKT NOANMCHIBAETCS JHLOM, POM3BOSAIINM SKCIIEPTU3Y LIEHHOCTH
JIOKyMEHTOB, M paccMarpuBaercst Ha 3aceqannu L[OK ®ITb ogHoBpeMeHHO ¢
omucsmu  gen. Ilocie cormacoanus I[OK ®IIb akT mpencTapisercs Ha
paccmotpenne OMK, mocie uero — Ha yTBEpKIAEHHE 3aMECTHUTENIO
Ipencenarens OIIb.

142. TnaBHOe ympaBieHHEe AOKYMEHTALMOHHOro obecredeHus u
uHGpOPMAIIMOHHBIX ~TexHonoru# ammapara Cosera @IIb umeer mpaBo
YHHYTOXKHUTH Jela TOJNBKO IMOCIe IMOAMHCAHHS M  yTBEP)KAEHHS aKTa.
TMoanexanyme yHHUTOKEHUIO TOKYMEHTBI CIAI0TCA Ha IIepepadoTKy.

Cpava JOKyMEHTOB Ha IepepaboTKy odopmisercss MPHEMO-CAATOYHON
HAKJTA[HOM, KOTOpas MPUKJIAJbIBAETCS K aKTy O BBINEICHHM K YHUUTOXKEHHIO
JOKYMEHTOB.

143. NoxymenTsl @IIb MOCTOSHHOTO CPOKa XpaHEeHMs N0 Nepefayd Ha
rocy/iapcTBeHHOE XpaHeHHe HaxoasTcs Ha XxpaHeHuH B apxuse ®I1b B Teuenue
15 neT AU UCTIONB30BAHHUS B CITyKeOHBIX U HAYYHBIX LEJIAX.

144. Noxymentel u pgema B apxuBe OPIIb xpaHaTcs B NOpAIKE,
YCTaHOBJIEHHOM TOCYapCTBEHHOM apXUBHOM CIIyKOO0H.

145. lena BBImAlOTCS M3 apXHBa IO 3ampocaM pabOTHMKOB ammapara
Cosera ®ITb nox pacmucky.

TlepBble 9K3eMIUISIPBI OCTAHOBICHHH U pacnopsukenuit @B Ha pyku He
BBLIAIOTCS, 38 UCKJIFOUEHHEM CITydaeB, KOT/a X UCTpeboBaHUe MpeyCMOTPEHO
3aKOHOJATEIbCTBOM.

146. Ilopsnox moctyma U paboOTHl ¢ apXMBHBIMH JOKyMEHTaMH, IpaBa,
06S3aHHOCTH ¥ OTBETCTBEHHOCTh BHEIIHHX IOJb3OBaTeNell mpu pabore ¢
apXMBHBIMU JOKyMEHTaMH peryupyrotcst [IpaBuiaMu paboThl ob30BaTeNneH
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¢ apxXMBHBIMH  JOKyMeHTamu  @esmepaumn  mpodceoio3oB  Bemapycu,
yTBepiKIeHHBLIMU pacriopsbkennem [lpeacenarens ®IIb ot 29 wnosbps 2012 r.
Ne 37pa.

147. 3anpemaercst fefaTh Kakue-mubO MOMETKM M MOAYEPKUBAHWMSA Ha
JIOKyMEeHTax, oJTyueHHBIX u3 apxusa ®IIb.

148. U3psaTHe U BbljJaua JOKYMEHTOB U3 J€/ IOCTOSHHOIO XpaHEHUs He
paspeluaercsi. B HMCKITIOUHTENBHBIX CIydasX H3bATHE MPOU3BOAMTCS [0
paspewenuto Ilpencenarens ®IIb unu ero 3amecTuTens C 00s3aTeNbHBIM
OCTaBJ€HUEM B Jelie TOYHOH 3aBEpeHHOH KOMHMH H3BATOrO0 JOKYMEHTa W
BJIO)KEHHEM aKTa O MPUYMHAX U3bATUS MOIMHHUKA.

149. Baareie u3 apxuBa PIIb 10KyMeHTHI MOAJIENKAT BO3BPATy B apXUB
@IIb o MUHOBaHUH HaJOOHOCTH.

3agenyrouuii apxuBom O@IIb BeJeT KOHTPOJb 3a CBOEBPEMEHHBIM
BO3BPaTOM JOKYMEHTOB M [l

150. Ha rocynmapcTBeHHOe XpaHeHHe B  HauuoHanbHBIH — apXuB
Pecnyonuxu Benapych mepemaercss TpH SK3eMIuipa yTBep:kaeHHoH DMK
OMHUCH.

[IprieM JOKYMEHTOB Ha rOCyJapcTBEHHOE XpaHeHHe O(pOPMILIETCS aKTOM
npreMa-Trepesaun, COCTaBIsIEeMbIM B ABYX SK3eMILIAPAX.

151. Iepenaya men OCyLIECTBISIETCS MOEAHHUYHO 10 omucsaM. Ha Becex
OK3EMIUIIpAaX ~OIHCH JeNaloTcsi OTMETKH O IpHeMe JOKyMEeHTOB B
Haunonansubiit apxus PecriyGiuku benmapycs. UeTBepThIi 9K3eMIUIAp ONMUCH
BMeCTe C IK3eMILIPOM aKTa IpHueMa-Tiepeadu ocraercs B apxuse OIb.

152. Tlpu nepBoii nepenave Ha roCyJapCTBEHHOE XPAHEHHE OMMCH el
[OCTOSIHHOTO XPaHeHHsl K Hell NpHilaraercs MCTOPHKO-apXHBHAs CIIpaBKa K
tdonny Cosera ®IIb, B koTOpo#l HM3maraercss ucTopusi GoHZOOOpazoBaTess
(nepBasi 9acTh) i uctopust Gonaa (BTOpast 4acTs).

IMpu nocinexnyromeM yreepxkaeHnn IMK roJoBBIX pa3enoB ONHCH JeJ
COCTaBIIseTCS JOIOMHEHHE K HCTOPUKO-apXMBHON CHpaBKe O MPOMCLIEILINX
U3MEHEHWsX B Ha3BaHWH, (QYHKUMSX, cTpykType ammapata Cosera ®IIb u
cocTaBe IepefaHHbIX Ha TOCY JapCTBEHHOE XPaHEHHEe JOKYMEHTOB.





[image: image21.jpg]B o0 e

43
[Mpunoxenue |

COCTAB PEKBU3UTOB

1. TocynapcTBenHslii rep6 Pecry6muku benapyce

T'ocynapcteenHbiil rep6 Pecry6iukn Benapych siBnsercss obHuuaibHbIM
rocyiapcTBeHHbIM cMBOJIoM Pecny6iiku Benapyce.

Uso6paxenne [ocynapcrBexsoro repba PecnyGmuku  Benapyce
pasMelaeTcs TOJNBKO Ha OJIaHKaX JOKYMEHTOB IOCYJapCTBEHHBIX OPraHOB H
rocyIapcTBEHHBIX —OpraHmsanuit. DTO TpeGoBaHME ONMpENEneH0 YKa3oM
Ipesunenta Pecrybmiku Benapycs ot 28 wmoms 2000 r. Ne 357 "O6
YTOPAIOYEHNH H3MOTOBNICHUsS. M HCIIONB30BaHUSA OJAHKOB JIOKYMEHTOB €
uzobpaxenwem  [ocynapcTBenHoro — repba  Pecny6muku  benapycs”,
nocranossennem Cosera Munuctpos Pecriy6imku Benapycs ot 31 uros 2000 r.
Ne 1172 "O6 yrBepxnaeHuu IlonoxkeHHs O MOPSAKE H3TOTOBIEHUS U
HCIIO/B30BaHAs OJAaHKOB JOKYMEHTOB ¢ M300paxkeHHeM I ocyIapcTBEHHOrO
repba Pecrry6muku benapycs".

Ucronb3oBaHne GIaHKOB JIOKYMEHTOB ¢ n300paxKeHHeM
TocypmapctenHoro repba Pecrny6iuku — Benapych — HerocynapcTBEHHBIM
OpraHu3alyusIM 3anperaeTcs.

2. DmGremMa OpraHu3aliy Uik TOBapHBIH 3HaK (3HaK 0OCTyKUBAHHUS)

OMOrneMa OpraHM3allid — YTBEPKAEHHOE IPH PErHCTPAlUU WK
3aperuCTPUPOBAHHOE B YCTAHOBIEHHOM 3aKOHOM MOpPSJKE CHMBOJHYECKOE
rpapuyeckoe uzoGpaxkeHue, B ONpe/IeNeHHON Mepe OTpaXarolliee HalpasieHne

JeATEIIbHOCTH OpraHu3aliH. I/1306pa>!<e1-l14e 5MOJIeMBI TOMelaeTcs Ha OaHKax

B COOTBETCTBUHM C y4pEAUTEIbHBIMH J0KyMEeHTaMH (YCTaBOM OpraHH3aluy).

DMm6rema obJeryaeT MOMCK JOKYMEHTa, IO3BOJIAET Cpa3y OMpeIe/nTh, OT
KOro TMOJy4eH [OKYMEHT, YIydllaeT SCTeTHueckuii Bup Onmanka. Onxako
5MOJIeMOH Helb3s1 3aMEHUTh HAMMEHOBAaHUE OPraHU3alliy.

B xagecTBe OMOneMbl Ha OnaHkax nokymeHToB OIIb cornacHo
IMonoxenuto 06  smOneme  demepaumu  mpodceorozoB  benapycH,
yTBEpXkIeHHOMY roctaHoBieHneM [Ipesuanyma Cosera @IIb or 25 mapra
1999 r., mpotokon Ne 44 (B penakuuu nocraHosieHus Ilpesuanyma Cosera
®ITb or 24 nexkabps 2003 r. Ne 228), no/mkHA MCHOJB30BaThCA dMOIemMa
Desepanuu mpodcoro3oB  benmapycu,  KoTOpas — mpeacTaBiser  cobol
nepervietenne Tpex Oyks: "®", "II", "B". Dtn OykBBI pasMmeljaoTcs Cco
CIBUrOM K&)XIOW MOCIEAYIOLIel BHM3 HAa ONHY TOJUIMHY OyKBBI CO CABUIOM
BNpaBo TaKXke Ha OAHY TONUIMHY OykBbl. COOTHOIIEHHE BBICOTHI M LIMPHHBL
GykB — 4 : 1. DOMOieMa MOXeT OBITh BBIIONHEHA B JABYX BApUAHTAX LBETHOTO
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pelenus: yepHo-Genoro u ronyboro useros. [lepennerennsie OykBbl "®" 1
"B" BBIIOJHSIOTCS CIUIOWIHBIM 4€pHO-OEIbIM MM ronyObIM LBETaMM, OykBa
"TT" — WTPUXOBKOM (CETOYKOM) TAKMX XK COOTBETCTBEHHO LBETOB. [lnamerp
H300pakeHus JOJDKeH ObITh He Oosiee 17 MM.

Usobpaxenne smOnembl PIIb Ha GnaHKax [I0KYMEHTOB C YIJIOBbIM
pacrmonokeHHeM DEKBH3UTOB [OMEIIAlOT HA BepXHeM moie OnaHka Han
cepelMHON CTPOK HamMmeHoBaxus opranusaimu ®I1b, a Ha Onankax c
NPO/IOJIBHBIM PACMOJIOKEHHEM PEKBU3HTOB — B LICHTPE BEPXHErO MOJIA.

3. Kom opranusaumu: kox OKOI'Y mno O6merocyapCTBEHHOMY
kmaccuduratopy PecryGmuku Benapycs 004-2001 "Opranbl rocyAapcTBeHHOMH
BIACTH M ympaBieHus" [Uisi MUHHCTEPCTB M IPYTUX OPTaHOB YINPaBICHUS, KOJ
OKIOJIIT no OG6uerocynapctBeHHoMy — kiaccuukaropy — PecryGinku
Bemapycs  018-2003  "FOpumuueckue — auua M HHAMBHAYallbHbIC
npenpHHAMaTen' Ui IPYTUX OpraHu3alui

Koj OpraHM3aluM [pOCTaBNseTcs Ha OnaHKaxX JOKYMeHTOB (OnaHK
nuceMa W obmmil 61aHK) Mo OBmerocyAapcTBEHHOMY KilaccubuKaTopy
Pecny6iukn Benapycs 018-2003 "IOpunudeckue Juia ¥ HHIMBUAYalbHbIE
nipepuHUMaTen'.

Kon opraHusaluu — aBTopa JIOKYMeHTa (aBTOp JOKyMEHTa —
JOpHMYEcKOe UM (U3MYECKOE JIHLO, CO3/IABIIEE JOKYMEHT) — CIyXKHT Ui
yCKOpeHHs Mepefayd JOKYMEHTHPOBAaHHOH HH(QOpMalud 10  KaHaliam
SMEKTPOHHON CBA3M M  COKPALeHHs KOIMYECTBA BO3MOMNHBIX OLIMGOK,
BO3HHKAIOIIUX TIPU TlepeJiade JIUHHBIX M CIOKHO BOCTPHHAMAEMBIX Ha3BaHUH
OpraHu3aLui.

Kox sBASeTcs >eMEeHTOM 3JeKTPOHHOW HMIeHTH(MKALMM [OKYMEHTA.
Koj oprausaudd MNpOCTaBIseTcs Ha OnaHKax JOKyMEHTOB B COCTaBe
CripaBOYHbIX JaHHEIX 0 PITB.

4. Kox noxymenta mo OBILErocyfapcTBEHHOMY —KIacCHPUKATOpy
Pecny6muxu benapycs 010-95 "Vuudurmposantble 10Ky MEHTHI"

Kox JOKYMEHTa [poCTaBiIseTcs IpeUMYILeCTBEHHO npu
HCIOIb30BaHUH B PI1b aBTOMATH3MPOBAHHBIX TeXHOJOTHH
JIOKYMEHTMPOBAHUsS. ¥ [OKYMEHTOOOOpOTa, a TaKkKe I[P HCIONb30BAHUU
YHHUIHPOBAHHBIX (OPM JOKYMEHTOB, Kak Bxoismmx B cocras OKPB
010-95 "YHHOGHUIHPOBAHHbIE TOKYMEHTHI", TaK H MPOMIEAUINX yHHOUKALHIO
BHyTpy PITB U BKIIOYEHHBIX B JIOKAIBHBIH KJIacCHPHKATOP C MPHCBOCHHEM
YHH(UIHPOBAHHON (OPME COOTBETCTBYIOMIErO JIOKAILHOTO (OTPAcieBoro)
koga. B OKPB 010-95 "VHu(MUUPOBAHHBIE JOKYMEHTH" MpeACTaBIICHbI
HaUMEHOBaHHs M  KOJOBBle 0003HauyeHHs yHUQUUMPOBAHHBIX (QopM
OKyMEHTOB, ~ BXOAAIUMX B  COCTaB  YHUGUUMPOBAHHOH  CHCTEMbI
OpraHM3alOHHO-PACTIOPS AUTEIBHOH JOKYMEHTaLUH.
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Koa d¢opmbel  1OKyMeHTa  CIyXKHT [JIs  YCKOpEHHs  Iepelayun
JIOKYMEHTHPOBAHHON MHPOPMALMK MO KaHajlaM CBS3M M COKpaLIeHHs
BO3MOXHbBIX OIIMOOK M SBIIAETCS SJEMEHTOM WICHTH(HKAUMK J0KYMEHTa,
ONHMM M3 CpelCTB JOCTIXEHHsS WH(POPMALMOHHOH  COBMECTHMOCTH
JIOKYyMEHTALHOHHBIX CHCTEM.

Kon dopmsr  mpocraBnsercs Ha  GJaHKaX — MPeMMYIIECTBEHHO
Ucnonb3yeMblx yHuGbHUHMpOBaHHEIX (opM. Ha Onamkax nucem u apyrux
JIOKYMEHTOB, He NPOLISAIINX yHHOHKAIHNIO, KOJ GOPMBI HE MPOCTABIAETCS.

5. HaumeHoBaHMe BhILIECTOSLIEH OpraHu3anuu

BeluecTosiuiasi opraHu3alis ykasplBaeTcsi Ha GraHkax, KOTopble HMEIoT
[psIMOE HIIH afMHHUCTPATUBHOE TOJUHHEHHE.

B cootBetcTBUM ¢ YcTaBoM Penepaunn npopcoro3os benapycu (mpuHST
B HoBo#t pegakumu VI Cwesgom @IIb 16 cenrsops 2010 r.) PIIb —
HalUMOHAIBHBIH NPOQUEHTp, peclyOIMKaHCKOe He3aBUCHMOe J00pOBOIbHOE
obbeuHeHre peciyOIUKaHCKUX OTPACIeBEIX MPOMECCHOHANBHEIX COI030B, HE
MMelolLee BBIILIECTOSIIIeH OpraHi3aluu.

B COOTBETCTBHM C YCTaBaMU OTPACleBBIX NPO(COI030B I HX
OPraHU3alMOHHBIX ~ CTPYKTYp  BBILIECTOSIMM  OPraHOM  SIBJISETCS
COOTBETCTBYIOLIHIA ITPO(COIO3.

6. HanmeHnoBanue OpraHu3aluu

E410) IOPUANYECKU 3HAYUMBIH PEKBU3HUT. HaunmenoBaunue OpraHu3auuu-
aBTopa J[JOJDKHO Bce€rja COOTBETCTBOBATh YCTAaHOBJIEHHBIM TpeGOBaHl/lﬂM
3aKOHONATEJIbCTBA, HOPMATUBHBIX U YYPEIUTENIBHBIX [TOKYMEHTOB, T.€.

JIaBaTbCs C yKa3zaHUEM opraHmauuonHo-npa.Bosoﬁ (bOprI B COOTBETCTBHUHU C

HanMMEHOBAaHHEM.

HanmenoBanue ®enepanun npodcoro3oB bemapycu ykasbiBaetcs Ha

6naHKaX MOKYMEHTOB B TOYHOM COOTBETCTBHM C  Y4YpEAUTEIbHBIMH
JIOKYMEHTaMH (yCTaBOM).

Ecnu  1OKyMEHT IOATOTABIMBAaeTCS COBMECTHO JAByMs u Oornee
oprauuzaiusamu ®@IIb 6o COBMECTHO ¢ aaMHMHMCTpauueil (KoJulerHalbHbIM
OpraHoM YMNpaBJI€HUsS) TOCYAApCTBEHHOTO OpraHa WM OpraHM3alliH, TO
HAaNMEHOBAHMSI OpraHM3alMil (OpraHoB) CIEAYeT MeyaraTh Ha YHCTOM JIMCTE
Oymaru mo popme GraHka.

Ilepenucka 3a noxamucsmu Ilpencenarens ®IIb u ero 3amectureneht
Bejercs Ha GnaHkax nuckMa @ITb.

7. HanmeHOBaHHe CTPYKTYPHOTO MOJpa3IeIeHus

HauMeHOBaHHe CTPYKTYPHOTO MOJpa3fielieHust Ha GraHkax oopmiiseTcst
TOJNIBKO B TOM CITy4ae, €I OHO SIBNISIETCS aBTOPOM TOKYMEHTa U PyKOBOIUTEIb
NoApasje/ieHdss MMEeT [paBO OCYUIECTBJATh [EPENHCKy ¢ JApyTrHMH
OpraHU3aLUsIMU.
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[lepericka 1o Bompocam, He TpeOytoummM pemenns Ilnenyma,
Ipesnanyma Cosera ®IIB, Ucnonkoma Cosera ®I1b unu pykosoacrsa ®IIb,
BejgeTcss Ha OjaHkax nucema anmapata Cosera @ITB 3a noamnucsMu
pyKoBoaHTENel CTPYKTYPHBIX Nospasaenenui anmapata Cosera ®IIb.

Iopsinok odopmienus pexpusuta "ITouToBblit anpec oTnpasuTens”
JI0KEH COOTBETCTBOBATh TpeGoBaHusM IIpaBHil OKa3aHHs YCIYyT MOYTOBOM
CBSI3M, AeMCTBYIOLMX Ha Tepputopun Pecry6nuku Bemapyck. DToT pekBu3uT
HeoOX0AUM TIpH UH(POPMALMOHHBIX KOHTAKTAaX U JUIs OMpEeJEeHUs B HYKHBIX
clydasix ~ MecTa  COCTaBlIeHHs JOKyMeHTa. HaubGosbliee — KOJMYECTBO
CIPaBOYHBIX PEKBU3HTOB HMCIIONB3YETCs B MUChME, TEJETPAMME, SJIEKTPOHHOM
IHCBME.

0 KOMMyHHKaLIl/IOHHbIC 1 KOMMEPYECKHUE JaHHBIE

B cocraB peksusuta "KOMMyHHKAIHOHHBIE B KOMMEpYECKHE JaHHBIE"
BXOZAT HOMepa Tene(OHOB, TenekcoB, (akcoB, KOJI aBTOMATHYECKOil
MEXIyrOpOAHON TeneOHHON CBA3W, aApec DJJIEKTPOHHOH MOYTHl H
WWW-cTpanuusl (eciii ecTh), HanMeHoBaHHe OaHKa, HOMep cyeTa B
GaHke 1 ap.

Ilpu oGopmiIeHHH 3TOr0 peKBH3UTAa Ha ONaHKe yKasblBaeTcs OOIIMi
Homep Tene(oHa CIPaBOYHOM CIIyXObI, ceKpeTapuarta, KaHIeIIpuH, TPHEMHO
u 1.0. JlaHHBIE O HOMepe cyeTa B GaHKe NODKHEI CONEp)KaTh BCE CBEAEHUS,
HeoOXOIUMBIE /IS BBITNIOJHEHHs pPacyeTHO-IEHEXHEIX omepanuil. 3xech ke
MOXHO TPUBECTH HOMEp TOCYIApCTBEHHOH pErHCTpalud OpraHM3allHuH,
JIaHHBIE O JIUIEH3MSX, TATEHTaX U APyTUe CIPABOYHBIE JaHHBIE.

CripaBo4Hble PeKBH3HTHl KOMMYHMKAIIHOHHBIX ¥ KOMMEPYECKHX TaHHBIX
pacronaratoTes TOJIbKO Ha G/aHKe MHChMa.

10. Ha3BaHue BHJga JOKyMEHTa

PexBusut "Ha3aHue Buaa ZOKyMeHTa" JOJDKEH COOTBETCTBOBATH BUJAM
JIOKyMEHTOB, MCIIONB3yEeMBIM B yHU(ULIPOBAHHON CHCTEME OpraHH3alHOHHO-
PAaCTOpSIAUTENbHON JOKYMEHTAIUH.

HanMeHoBaHME BUJA BKJIKOYAETCsl B COCTaB OlaHKa JOKyMEHTa.
HasBanue 1oKyMeHTa Ha o6lieM OJlaHKe MULIETCs MPOMUCHBIMU OykBamu. Ha
GJ1aHKe MHCHMa Ha3BaHHE BU/A JOKyMEHTA He yKa3bIBaeTcs.
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HECKOJIbKO, HO OHHM HMEIOT pa3/IMyHOE€ Ha3zHAYeHHUE H q)I/IKCpr}OT CTaJlun
paboThl ¢ JOKYMEHTaMH.

PerucTpaliOHHbIH HHIEKC JOKYMEHTa — 3TO ero ycJoBHOE LHu(pPoBoe
0603HaYeHHe, TPOCTABISIEMOE PH PErHCTPALMU. DTOT PEKBH3HT SBIACTCS H
TOJIBKO FapaHTHel TOro, 4To JOKYMEHT Mpoles Bce npeaycmoTpentbie B OIIB
cragui 00paboTKH, HO M CBOEOOpA3HBIM IMOATBEPKICHHEM OGUIMATBHOTO!
XapakTepa JOKYMEHTa, er0 3aKOHHOCTH, OTPAKEHHUs NeHCTBUTENIBHOTO MHEHHS
@ITb 1o ToMy MM HHOMY BOIIPOCY.

13. Ccputka Ha perHCTPaLOHHBINA HHIEKC U JaTy BXOJSIIEro JOKyMeHTa

BakHbIM pekBU3UTOM sBiisieTcs "CChlIKa Ha peruCTpalOHHbIH HHAEKC H
[aTy BXOASIIEro JOKyMeHTa', Ha KOTOpbIil JaeTcst oTBeT. JJaHHbIH PEKBU3HUT
MOJHOCTBIO [EPENUCHIBACTCS W3 OJaHKa BXOMSINEro (MHHULIMATHBHOIO)
JIOKYMEHTa, Ha KOTOPBIM MMIIETCS OTBET, M BKIIOHYAET €ro HCXOASIME
perucTpaloHHbINH HOMEp U JarTy.

TlosyurB OTBETHEIl HOKYMEHT, IO STOMY PEKBH3UTY Halo NOI0OpaTh
KOTMIO BXOJSIIEro (MHULMATUBHOTO) JOKYMEHTa, Ha KOTOPHIH NpHUIIeN OTBET,
MOJIOKHUTE €ro K MOMy4eHHOMY OTBETY U TOJIBKO BMeCTe IycKaTh B paboTy. B!
STOM cilydae cpady Oyaer monHas HHGOpMalMs: KaK M YTO [MHCATH H
TOJIHOCTBIO JIM YYTEHbI IPOCh0a UK NPeIoKEeHUE.

Ha JIOKyMEHTaX, COCTaBJICHHBIX COBMECTHO HECKOJIBbKUMH.
OpraHM3aLsIMH, PErHCTPAllMOHHBIE HHIEKCH aBTOPOB IPOCTABIAIOT uYepe3
KOCYIO YepTy B MOPsIKE yKa3aHHs aBTOPOB Ha JOKYMEHTE (CIeBa HalpaBo).

14. MecTo cocTaBieHus! WX U3JaHUs

PekBusut "MecTO COCTaBIEHHs MM M3JaHMs" PAcHosaraioT Ha ofIem
Ganke mox pexusuTamu "Jlata" u "PeructpanuonHeii nHAEKC" .

OdopmisieTcss 3TOT PEKBHU3UT B COOTBETCTBHH C aJMHHHCTPATHBHO-
TePPUTOPHATBHEIM yCTpoiicTBOM Pecrybuku Benapyce.

15. T'pu¢ orpaHideHus JOCTyna K JOKYMEHTY

Jns  orpaHWYeHHMs ~ JocTyma K JOKyMeHTy,  obecredeHus
KOH(UAEHIMANBHOCTH  WHpOpMAalnKM  mpuMeHsieTcss  pekBusut  "Tpud
OTpaHHUYEHHS JOCTYIa K JOKYMEHTY".
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Pexsuzut "Agnpecar" HCNONB3yeTCs, Kak [MpaBHIO, B IEpeIHcKe.
[To3ToMy BaKHBIM SBJISIETCSl 3HAHME MOps/KA aApecoBaHMs IOKYMEHTa.
AnpecoBaHve — yKasaHHe TONydaTessi [pe/HA3HAYaeMOH JIOKyMEHTHOM
uHDOPMALMK, TPOM3BOJMTCA HA [OKYMEHTaX, OTIpaBIAEMBIX B J1pyrue
OpraHHM3aLyK, IPEICTABIAEMbIX PyKOBOACTBY U EPEaBaeMbIX B CTPYKTYpHbIE
noJpasieeHus.

Psii IOKYMEHTOB OOpPETAIOT FOPHAMYECKYIO CHILy TOJIBKO C MOMEHTa HX
yrBepxaenust Ilpencenarenem OIIb, ero 3amMecTHTENAMH MM HM3JaHHUs
COOTBETCTBYIOIIETO PACIOPSAUTENFHOr0 NoKyMenTa. [locie mnoamucanus
HEKOTOPBIX BUIOB JOKYMEHTOB TpeOyeTcs HX yTBEpPIKACHNE, TOC/IE Yero OHK
NpUOGPETAIOT  IOPHAMYECKYIO — CUTy.  YTBEpXKACHHE  CaHKIHOHUPYET
colepkaHHe OKyMEHTa WM  pAaclpOCTpaHseT —ero JeHcTsue Ha
onpe/eaeHHBINH KpYT JIHI K OpraHu3ati.

TEKCT
1€00X0IMMBIM

K Tekcry TpeBbimaeT 150 TedaTHBIX 3HAKOB
(5 €TpOK), ero AOMycKaeTcsl TPO/JIeBaTh 10 FPAHMUIIBL II

e e——_

Tasg BCEro TE€ a, MOXHO ONy4UTb IPEICTABICHUE O COJAEPKAHUK U
HanpaBUTh JIOKYMEHT Ha HCIIOJIHCHHE.
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- Ilenw peksusuta "OTMeTKa O KOHTpOJE" — HATIOMUHAHME HCMOTHUTEIO,
4TO JOKYMEHT KOHTpoJMpyeTcs. Ee pacmonaraior Ha JIeBOM Moje J0KyMeHTa

HA ypOBHE 3arojioBKa K TEKCTY
"Koutposs".

TekcT HOJUKEH
JIENIOBOTO SI3bIKA SBJISIOTCS IPOCTOTA, TAKOHHIHOCTD, ICHOCTD, TOYHOCTE.

TeKCT ZOKYMEHTA He [I0JDKEH OTPaXaTh HUKAKUX CYOBEKTHBHBIX SMOLMMA
COCTaBHTEJIS. B HEeM JIOTDKHA cofiepKaThCs HCKIIOUNTENBHO

cbax’rorpa(lmqecxaﬂ HH(bOpMaHHﬂ, TOH U3JIOKEHHUSI B JOKYMEHTE JOJDKEH OBITE

HEUTPATBHBIM.

DBaHHYIO MH(OPMAIIHIO

OGsi3aTeIBHEIM PEKBH3UTOM JOKYMeEHTa siBjsiercs peksusut "Tloamucs'

C HanpuueM HeoOXOAMMBIX MOANUCEH Ha JOKYMEHTE CBS3bIBA€TCs HaJIMIME
WM OTCYTCTBHE Yy JOKYMECHTa IOpI/I}I[I/I‘IeCKOﬁ CHJIBI.

e

“KOJIBKO
[YPHBIX HOZ[pHB,E[CJIeHl/Iﬁ, TO HA HEM CTaBATCSA

ra

24. I'pud mpuIoxKeHus

PexBu3ut "T'pud npuaoxkeHns" MPOCTaBIISETC Ha CAMOM MPHIOKEHHH H
yKa3bIBaeT Ha CBSI3b 3TOTO NPUIIOKEHUS C OCHOBHBIM JJOKYMEHTOM.

BITh TPAaBWJIBHO COCTAaBJICH. OCHOBHBIMU 4yepTaMu
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I'pud COraacoBaHMsi — PEKBM3MT JIOKYMEHT3, BhLIp@XKAIOLWMI cornacue
JpYroi OpraHu3aiiH (10KHOCTHOTO AMIA) ¢ COAEP)KAHUEM JTOKyMEHTA.

!ornacosaﬁue nokymenta BHytpu O@IIB ¢ 3aHHTEpeCOBAHHBIMH

noJipa3/ieNIeHHAMHI H JODKHOCTHBIMHA JUAUAMA OQ)OpMHﬂeTCH BU30H
CcOorjiacoBaHus JOKyMEHTa.

Pexsuzut "Iledars" sBISETCS IOPUAMYECKH 3HAYMMBIM W NPUMCHACTCA B
ensix sasepenms nomnuck Ilpencemarens ®Ib u ero 3aMecTHTeNIed Ha
HEKOTOPBIX BHAAX NOKyMEHTOB. OTTHCK MEYaTH SB/ISETCH IOMOMHHTCILHBIM
CBHETEBCTBOM TOATHHHOCTH JIOKYMEHTA, €T0 NPUHAICKHOCTH K @ITB.

28. OT™eTKa 00 HCTIOTHHUTENE

OrMeTka HeoGXomuMa /sl PALMOHATBHON OpraHu3alun paGoTEl ©
JIOKYMEHTOM B XOJIe €ro HCIOJHEHUS U OMepaTUBHOM CBS3H INOJyyarels ¢
COCTaBHTENEM JOKYMEHTA.

29. OTMeTKa O 3aBEPeHUH KONHUHU

Komust noxymeHTa — JOKYMEHT, TOJIHOCTBIO BOC[[pOHBBOIU[LuHﬁ
uﬂ(bopmaumo NOJUIMHHUKA JOKyMEeHTa W BCe ero BHEUIHUE TPU3HAKH WA
4JacThb uX.

®IIF MoXeT BbIJaBaTh KOMUMU TOJBKO TEX JOKYMEHTOB, KOTODPbIC
CO3JIaHbl B €€ JesTeJIbHOCTH. ﬂﬂﬂ npuAaHusg KoUK lOpHI(H‘-IeCKOﬁ CUJIBI OHa
JI0JDKHA OBITh COOTBETCTBYIOILIUM 06pa30M 3aBepeHa.

30. OtMeTKa 00 UCIOJHEHUH JOKYMEHTA U HallpaBICHUN €ero B Jejio

Peksusur "OTMETKA 00 HMCIONHEHHWH JOKYMEHTa U HalpaBJIeHHH €ro B
nemno” MpOCTaBJISIETCS Ha JIOKyMEHTEe IOC/IE €ro WCTIOJIHEHUSI M SBJISIETCA
CBUJIETEBCTBOM 3aBEPLICHUS paGOTI:I Hag HUM. Co;:(ep)!(am{e oTMeTKH 00
WCUT OT XapakTepa UCIOJHEHUS JOKyMEHTa.

OTMeTKa O IOCTYILTEHHH NPOCTAB/IAETCS Ha TMOCTYNAIOMMX JOKYMEHTax 1
SBISIeTCS CBUETENHCTBOM TpHHsTHs anmapatom Cosera ®ITb pokymenta. C
J1aThl, 3a)MKCHPOBAHHOM B OTMETKE, HAYMHAETCS HCUHCIIEHUE CPOKOB HCTIOHEHHA
JOKYMEHTa, eCilii MHOE He yCTAHOBJICHO HOPMATHBHBIMH MPABOBBIMU AKTAMH.
PernCTparOHHbIH HHIEKC CITyXKHT JUTA IOUCKA JOKYMEHT B ACTIONPOH3BOACTES H
ACTIONB3YeTCs ISt yyeTa KOJIMYeCTBa OCTYMUBIIMX JOKYMECHTOB.
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32. OTMeTKa 0 MepeHoCce JaHHbIX HA MAIMHHbBIA HOCUTEb

Ilpn coszmanuu snektponHoro apxusa @I npuMeHsieTcss PeKBH3UT
"OTMeTka O TmepeHoce JAHHBIX HA MAUIMHHEIA HOCHTENb", KOTOPBIH
pacrnosiaraeTcs Ha HHXKHEM [10J1e MEePBOTro JIMCTa JoKyMeHTa. JIaHHbIi peKBU3NT
Bmoyaer 3anuck "MHdopmauus nepeneceHa Ha MauIMHHBIH HOCHTENB',
TIOATKCH JIMIIA, OTBETCTBEHHOrO 3a EPEHOC JaHHBIX, U AaTy lepeHoca.

B ciyuae MCHonp30BaHHS MEPCOHATEHOrO KOMITBIOTEPA B OTMETKE o
nepeHoce JaHHBIX B [AaMATh MALIMHEI CeyeT YKa3aTh UMs daiila, B KOTODbIH
BHECeH JOKyMeHT. Takas OTMETKa BaXHa JUis MCKIIOYEHHs [OBTOPHONQ
BBE/ICHHUs JJAHHBIX O IOKYMEHTE B IaMATh MAlLIHHBI.
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Tlpunoxenue 3

PEIT’HCTPAIIMOHHO-KOHTPO.JIbHASI KAPTOYKA

BXOJUIIMM Ne KOHTPOJIb
KOPPECITIOHIEHT

JIATA JIOKYMEHTA

UCXOJISIINN Ne

TIATA TTIOCTYTUIEHUS

HA HOMEP

KOJI TOAPA3AEJIEHUS

®HO, MO/ JIOK.

BUW/JI JIOKYMEHTA

[IPUMEYEHUE

KPATKOE COAEPXXAHUME JOKYMEHTA

PE30JIIOLIMH

CpoK HCTIOHEHUS TTOPYYeHHUST:

JATA BPYUEHUA POCIIHMCB B ITOJIYYEHNN

JATA UCIIOJIHEHMSA JOKYMEHTA

Mpunoxenue 4

Annapam Cosema @edepayuu npogcoiozos Berapycu

Hanomunanue

CpOK UCHOIHEHUA NOPYHUEHUA UCmeKaem:

VICHONHATENIO NOPYYEHHS:

Hopydenne k fokymenty Ne
ABTOp:

Copepxanue:

INpumMeyanus KOHTpoJepa:

VicnonHuTenB-KOHTpOINIEP:

IMPOXOXXJEHME M UCTIOJIHEHME JJOKYMEHTA

BOITPOC PELIEH
JIOKYMEHT IOJLUNT B JIEJIO Ne, 1.
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STUM OpraHam M OpraHM3alMsM /s PAcCMOTPEHHs W peLIeHHs BOIpPOCOB,
H3/I0’)KEHHBIX B YKa3aHHbBIX JOKYMEHTaX.

JIOKYMEHTBI HalPaBJISOTCS ¢ COMPOBOAUTENBHBIMU TUCBMAMH.

80. TTocne 1oKJIaga MOCTYMHUBIINX HIIM COCTABICHHBIX HEMOCPEACTBEHHO
B CTPYKTYPHOM TIO/Ipa3Jie/IeHHH JOKYMEHTOB OHH JOJKHBI OBITh HEMEIEHHO
NOATOTOBJIEHBl [V OTMPAaBKH IO HasHa4yeHMI0. PaGOTHHK CTPYKTYpHOro
nofipasfieNieHusi, OTBETCTBEHHBIH 3a BeleHHe JeNONpPOU3BOACTBA, 3allUCHIBAET
TEKCT Pe30JIOUMH B y4eTHBIE KapTOUKH, yKas3blBAaeT B MOAMHCAHHBIX MHUCBMaX
UX PErucTpalliOHHbIE HHIAEKCH, M3rOTaBIHBAaeT HEOOXOOUMOE KOJIMYECTBO
KOTMHUH JOKYMEHTa M PE30JIIOIHUH, 3aBepseT HX NeYaThio, COCTABISET PeecTpsl
PacChUIKM M TepefiaeT TMOJIEKAILYI0 OTNMpaBKe MOKYMEHTALHIO PaGOTHHKY
[JIABHOTO YIPAaBJIeHUs JOKYMEHTAlMOHHOTO 00ecneyeH s 1 UHHOPMALIMOHHBIX
TEXHOJIOTHH, OTBETCTBEHHOMY 3a BelIeHHe NeIONPOU3BOACTBA.

81. TIlpu HampaBieHWH HOKyMEHTa HCIOJIHHUTEAM  De30JIONHS,
HanucaHHas Ha JOKyMEHTE OT PYKH, B 00S3aTeIbHOM MOPSIKE EPEHOCUTCS Ha
OT/IeJIbHBIH JIHCT Gymaru (pedepatky), 3aBepsieTcst eyaThio
COOTBETCTBYIOMIEr0  CTPYKTYPHOTO TOJpA3Je/eHus, a ee TEeKCT MpH
KOMUPOBAHUH JOKYMEHTA 3aKPbIBAETCS.

82. PasMHOMKEHHE U PacChIKa JOKYMEHTA OCYILECTBISIIOTCS TOJBKO TeM
JIOJUKHOCTHBIM JIMLIAM, YYPEXICHHSIM H OPraHU3allisM, KOTOpbIE yKa3aHbl B
PE30JIIOLMH HIIM B PEeCTPax PacChUIKH JOKYMEHTA.

83. IluceMaM M TejerpaMMmaM, MOCHUIAEMBIM B OTBET HA IOCTYUBIIHMI
JIOKYMEHT, TIPHCBAUBAETCSl PETMCTPALMOHHEIA HHAEKC 9TOrO JIOKYMEHTa, Mepes
KOTOPBIM yKa3bIBa€TCsl MHIEKC Jefia 10 HOMEHKIIaType nei (Harpumep: 04-5/128).

84.B yyeTHyI0 KapTOUKy NOKyMEHTa BHOCSTCS 3AIlCH O CIEJAHHBIX 10 HeMy
3anpocax, HalpaBJeHHBIX JIs HCIIONHEHUs. [IOPYYCHHUSIX U TIONYYEHHBIX OTBETAX.

B kapToukax JOKyMEHTOB, IIOCTYNHMBIIMX B OTBET Ha 3arpoc,
MOpyYEHUE, yKa3aHHe, JelaeTcs IOMeTKa 00 MHIEKCce TOro JOKyMeHTa, K
KOTOPOMY OTHOCUTCSI OoTBeT (Hampumep: K Ne 401-57, k Ne 04-5/84).

Bce 3ammcu B y4eTHBIX KapTouKax JIOJDKHBI  [IPOM3BOAUTHCS
CBOEBPEMEHHO M TOYHO OTPAXaTh XOJ PELICHHs BOIPOCOB, COAEPIKAIIUXCS B
JIOKyMEHTaX.

85. YueTHbIE KapTOUYKH XPaHATCS B KapTOTeKe pabOTHUKA CTPYKTYPHOIO
noapasaeNeH s, OTBETCTBEHHOrO 32 BeICHHE Ie/IONPOH3BOLACTBA.

KapTouky JOKYMEHTOB, HAXOMSIUMXCS HA HCIIOJHEHHM U KOHTPOJIE,
IPYNIUPYIOTCS B KAPTOTEKE MO GaMUIUiIM pabOTHHUKOB M O npusHaky "Cpok
UCTIOJIHEHHA", a KapTOYKM MCIIONHEHHBIX JOKYMEHTOB [IOMEIAIOTCs B
apXHMBHbIH pasjieN KapTOTEKH 110 UX PerHCTPALHOHHBIM HHIEKCaM.

3ampeniaeTcss M3bIMAaTh KapTOUYKHM M3 KAPTOTEKH M XPAHUTh UX BMECTE C
JIOKYMEHTaMH, HaXOAIIMMHUCS HA UCTIONHEHNH U KOHTPOJIE.

86. [lJokyMeHTALMs 10 3aKOHYEHHBIM BONPOCAM MepeaaeTcsi pabOTHUKY
CTPYKTYpPHOTO HOpa3aeeH s, OTBETCTBEHHOMY 3a BeleHUe
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uenonpomaonoTBa, JUIs BKJIFOUEHUsS B COOTBETCTBYROMIME Jejia. B YYETHBIX
KApTOUKax 3THUX JIOKyMEHTOB pabOTHHK [eMaeT OTMETKY O MPHHATBIX
pellleHUsX 1 yKa3biBaeT HOMEpa /eI, B KOTOPBIX MOMEIIEHE! JIOKYMEHTBI.

87. [To OKOHYAHHMH KaJEeHIapHOrO roja JOKyMEHTal|sl [0 3aKOHYEHHBIM
BOTIpOCAM M y4eTHble KApTOMKM K HHM XpPaHATCA B  CTPYKTypHOM
[0/Ipa3esieHu elle OUH TONHBIA KaleHapHbli oz, nocse yero 1o 1 mapra
crieayrolero roga caates B apxus OIIb B yCTaHOBICHHOM MOPSKE.

88.B ammapare Cosera ®IIb meuaraioTcst, KOMUPYIOTCA H
PA3MHOKAIOTCS JOKYMEHTBI TOJBKO CIyKeGHOr0 XapakTepa.

89. JlokyMeHTbl OOBEMOM MeHee 3 MAlIMHOMMCHBIX CTpaHUL (Kpome
nocraHoBeHuit u pacniopspkennit ®ITB, Apyrux AOKYyMEHTOB 3a NOAMMCBIO
Ipencematens PIIb) mewaraioTcs, Kak NpaBUIO, B CTPYKTYPHBIX
nospasaenennsix annapara Copera ®I1b.

90. JIoKyMeHTHI, He MOJIEXKAI[Me MeYaTaHUIO HEMOCPEICTBEHHO B
CTPYKTYpHBIX nojfpasfenenusx anmapata Cosera ®IIB, mepenaiores st
nevaTaHWs COOTBETCTBYIOLUIMM  CHEIMAIACTaM  [JIABHOTO  yNpaBeHUS
JIOKyMEHTAITHOHHOTO ~ OGecriederus M WMHQOPMALMOHHBIX TEXHONOrUMH ¢
cobnoieHreM Clle]l peboBaHU

2. PyKOIHCHBIH JOKYMEHT IOKEH CONEpkKaTh Bee HEeoGXOAMMbIe
PEKBU3WTBI, ~ PACIONIOXKCHHBIE B  COOTBETCTBHM €  YCTAHOBJCHHBIMU
TpeOOBaHUAMH;

90.3. mpu mepeade PyKOIUCH [T MEYaTaHWs COCTABUTENb YKa3bIBAcT
MHIEKC CTPYKTYDHOrO MOpasfelieHns, haMwmiio H Homep TenedoHa,
TpeGyeMblii CPOK MCIIOIHEHUS, JaTy Ca4u B NMeYarh M MPOCTaB/IACT MOAMHMCH;
MOTYT ObITh YKa3aHbl [ONONHHTETbHbIE TpeGOBaHMS K OhOpMICHHIO
JIOKyMeHTa.

91.PaGoTHMK TIpM [edaTaHHM MaTepuana OOs3aH  PacIONOXHTH
PeKBH3UTHI OKYMEHTA COITIACHO YCTAHOB/ICHHBIM TIPABHIIAM UX 0(DOPMIICHHUS:

91.1. JOKYMEHTHI Te4arTaioTesl Ha GlaHKax MMM Ha OObIyHOH Oymare
crannaptHoro Qopmara A4 (210x297) umm AS (210x148). ®opmar A5
HCroNMb3yeTcss  TPH OGOPMIIEHHM IIMCEM, CIPaBOK M APYTHX JOKyMEHTOB,
06BeM KoTOpeiX He mpesbimaer 7 — 10 cTpok Texcra. IloctaHoBmeHus u
pacriopsxennst OI1b, miceMma 3a noanucsto Ilpeacenarens OIIb, npoTOKOJIEL,
AKTHI MEUaTAIOTCS TONBKO Ha Gramkax (Gymare) popmara A4 He3aBUCHMMO OT





[image: image28.jpg]obbema TeKcTa.

€ro J0IyCKaeTCcs MpOoAJIeBaTh 10 IPaHHIbI

ad0p TEKCTa C MCMONB30BAHUEM CPEICTB BBIUUCIIUTENBHOH TEXHUKU

ocyuecTBisietcst B pepakrope Microsoft Word, u npumenserc
wpudTa Ti HauepTaHu

3. mpu  opOpMIEHHH JOKyMEHTa Ha KOMIIBIOTEpPE PEKBH3HTEI
nokymenta (kpome peksusuta "TekcT"), COCTOSNINE M3 HECKOJBKHX CTPOK,
[eYaTaloT. ¢ UHTEpBAToM TOuHO 14 mnr. COCTaBHBIE HacTH PEKBU3UTOB
"Anppecatr”, "T'pud yTBepmeHm'T\M"ri"pmb npunoxenus',  "T'pud
cornacoBanus", "OTMETKA O HAIMYMH TIPUIOKEHUS" OTAENSIOTCS APYr OT
Jpyra OXMHAPHBIM HHTEPBAIOM.

PeKBH3UTBl JIOKYMEHTA OTHENSIOT JApYr OT JApyra IOJIyTOPHBIM
MEXXCTPOYHBIM HHTEPBATIOM;

HanpuMmep:

ULHAIbL, haMuIms)
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91.4. pacindpoBKy MOANKCH B PEKBU3UTE
YpoBHE HOCHC,‘lHCﬁ CTPOKH HauMEHOBaHHS HOJ/DKHOCTH

aTarT Ha

5T MAKC asi JUTMHA CTPOKH MHOTOCTPOYHBIX PEKBU3UTOB — 73 MM

Ha KOMIBIOTEpE;

91.6. npu mevaTaHWH AOKYMEHTOB MCIOJIB3YIOT CNEyIOLIHE OTCTYIbI B
MWJUTMMETPaX OT FPaHHML{bl JIEBOTO IOJIst PH 0OPMIIEHHH Ha KOMIbIOTepe:

0 — OT rpaHHULIBI JIEBOTO MOJIS;

1 — oT rpaHuLB! JIeBoro noust 12,5 mm;

2 — OT rpaHHLBI JTeBOro 1os 40 MM;

3 — OT rpaHuUIIBl JIeBOTO moust 60 MM;

4 — oT rpaHuLBI JTeBoro nons 80 MM;

5 — ot rpanuisl eoro moas 100 mMm;
6 — OT rpanuIsl 1eBoro moust 120 mMm;
7 — mocne 56 OT rpaHMIIBI JIEBOTO I

JIOKYM! 5 aronoBok Kk  Tekcry", "Tekcr" (Mckmouas — CTpOKH,
HayuHawopecss ¢ ab3auHoro orerymna), "OTMETKa O HaJMYMU MPHIOKEHHUs ",
"Otmerka 06 wucnosnuurene”, "OTMeTka 00 WCIOIHEHHH JOKyMEHTa U
HampaBlieHWM €ro B fejo0", HAaUMEHOBaHHS MO/DKHOCTH B PEKBU3MTAX
"Moanucs" 1 "I'pud cornacoBanus”, "OTMeTKa 0 3aBEepeHNH KOMMH', @ TaKkxke
ciosa  "Bepmo",  "CIIVIOAJIM', "BBICTYIIMJIM', "PEIIMJIMA",
"TIOCTAHOBUJIMN", "TIOCTAHOBJIAET", "TIPUKA3BIBAIO",
"TIPEJJTAT AIO", "OBSI3bIBAIO".

OT mepBOro MONOXKEeHHUS IeYaTaloT Hayaio ab3aleB B TEKCTe.

OT 4eTBEPTOro MOJIOXKEHHS NedaTaroT pekBU3uT "Anpecat”.

OT [nSTOro MOJOXKEHHs I[edYaTaloT pekBu3uTHl "I'pud orpanmueHus
nocryna", "Tpud yreepxaenus”, "I'pud npunoxenns".

OT 1ECTOro MOJIOKEHHUs [eUaTaoT pacinu@poBKy NOIIUCH B PEKBH3UTE
"[Moanucs".

OT celbMOTO MOJIOKEHHS TeYaTaloT PeKBU3UTHI "KoJ opraHu3anuu: Kox
OKOI'Y no O6ierocynapcTBeHHOMY KilaccubukaTopy Pecry6uku Benapycs
004-2001 "Opransl rocy1apcTBEHHO BIACTH U yIpaBIeHUs" [l MUHUCTEPCTB
u apyrux opraHoB ynpasneus, kox OKIOJII mo O6mierocynapcTBeHHOMY
xiaccupukaropy PecnyGauku Benapycs 018-2003 "FOpuaudeckue nuna u
WHAMBHIyalbHble MpeAnpUHUMaTend" And Apyrux opranmsauuit u "Kon
nokymenta 1o OfwerocygapcTBeHHOMy — Kiaccupukatopy Pecry6muku
Benapycs 010-95 "YHu¢bHULHpOBaHHbIE JOKYMEHTHI'.

IIpH HaIMYMH HECKONBKHX IPHGOB YTBEPKACHHS M COIVIACOBAHHS HMX
pacronaraioT JByMs BepTHKAILHBIMH pPsilaMH, HauMHAsl OT HyJIEBOTO U MATOrO
MOJIOKEHUH.





