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IMocranoBiienne [lpaBurtenncrBa PecnyOiuku Kazaxcran ot 31 okrsiops 2018 roga Ne 703
00 yrBepxaenuu [IpaBui 10KyMeHTHPOBaHUS, YIIPaBJIeHHUS TOKYMeHTALMeN U
HCIOJIb30BAHUS CHCTEM JIEKTPOHHOI0 IOKYMEHT0000POTa B rocy/1apCTBEHHbIX H
HEroCy/1apCTBEHHbIX OPraHU3aUUAX

B cootBerctBuM ¢ nmoanyukTom 1) myHkra 1-1 crateu 18 3akona Pecnyonuku Kazaxcran ot
22 nexabps 1998 roma «O HamumonansHoM apxuBHOM ¢oHIe M apxuBax» I[IpaBUTENbCTBO
Pecniyoimuku Kazaxcran IOCTAHOBJISIET:

1. Y1Bepauts npunaraemele [IpaBuna JOKYMEHTUPOBAHUS, YIPABICHUS JOKYMEHTALUEN U
UCIIOJIb30BAHUSI  CHUCTEM  JJIGKTPOHHOTO  JIOKyMEHTOOOOpOoTa B  TIOCYAAapCTBEHHBIX U
HEroCyJJapCTBEHHBIX OpraHU3alusX.

2. Hacrosiiee mocTaHOBJICHHE BBOAMUTCSA B JICHCTBUE MO MCTEYCHHM JAECATU KaJCHIAPHBIX
JTHEH 1ocIIe JTHS eTo MepBOro O(UINATBHOTO ONYOJIMKOBAHMS.

IIpembep-MunucTp
Pecny6iuku Kazaxcran b. Carunraen

YT1BEpKACHBI

nocranoBienueM [IpaButenbcrBa
Pecny6onuku Kazaxcran

oT 31 okTs6pst 2018 roma Ne 703

IIpaBuna
AOKYMEHTHPOBAHMS, yIIPABJIEHUN JOKYMEHTalHeil
1 UCNOJIb30BAHUSA CHCTEM JIEKTPOHHOI0 JOKYMEHT0000poTa
B IOCY1apCTBEHHBIX M HErOCYy1apCTBEHHbBIX OPraHU3alusaX

I'masa 1. O01IHe MoJI0:KeHUA

1. Hacrosamme IlpaBuna  JOKyMEHTUPOBAaHMs, YNpaBICHHUs  JOKyMEHTalUeHd W
UCIIOJIb30BAHUSI ~ CHUCTEM  DJIEKTPOHHOIO  JIOKYMEHTOOOOpOTa B  TOCYJIAapCTBEHHBIX U
HErOCy/IapCTBEHHBIX ~ opraHm3auusx (mamee - IlpaBuna)  ycTaHaBIUBAIOT  MOPAIOK
JIOKYMEHTUPOBAHHUS, YIPABICHUS JTOKYMEHTAllMEed U HCIOJIb30BAHUS CHCTEM JJIEKTPOHHOIO
JIOKYMEHTOO0OpOTa B TOCYJAapCTBEHHBIX W HErOCYJapCTBEHHBIX OpraHu3anusax (naiee -
OpTaHU3AIHH ).

2. OpraHusanus, BEJEHHME M COBEPLICHCTBOBAHWE CHUCTEMBI JIOKYMEHTALIMOHHOTO
oOecrieyeHUs yMOpaBIEHUS, METOJAMYECKOE PYKOBOJICTBO M KOHTPOJb 3a COOJIIOJIEHHEM
YCTQHOBJICHHOT'O YMOJHOMOYEHHBIM OpPraHoM B cdepe apXHBHOTO Jeja U JOKYMEHTAIHOHHOTO
oOecrnieyeHus ynpaBJeHHs (Jajiee - YIOJTHOMOYEHHBIN OpraH) nopsjaka padboTsl ¢ TOKyMEHTaMu
B OpraHM3alMM OCYUIECTBIIIOTCS CTPYKTYPHBIM TOJpPA3AEICHUEM, HAa KOTOPOE BO3JIOKEHBI
(GYHKIIUM 110 JOKYMEHTAIITMOHHOMY O0€eCIIeueHHI0 yIpaBieHus (nanee - ciyxoa JJOY).

3. B opraHuzanuu, B KOTOpOW IITAaTHBIM PAacHUCaHHWEM He INpenycMoTpeHa ciyxba 10V,
00513aHHOCTH BO3JIaraloOTCsl Ha OTBETCTBEHHOE JOKHOCTHOE JIUILIO.

4. [eiictBue IlpaBun He pacrnpocTpaHseTcss Ha JOKYMEHTBI, COJEpJKallhe CBEICHUS,
COCTaBJISIIOLIME rocyaapcTBeHHbIe cekpeThl Pecriyonuku Kasaxcran.

PaboThl MO CO3aHUIO 3aKPBHITHIX KIIOUEH AIIEKTPOHHON LU(POBOM TOAMHUCH (MOPSI0K
BbIpaOOTKHM, PEruCTpalliy, BBbIJAYM, XPAHEHUs, YHUUYTOXKEHUS) IS IOPUAMYECKHX JIMII,
TOCYJapCTBEHHBIX OPraHOB WJIM JIOJDKHOCTHBIX JIMII M TOPSAJOK OOECHEUeHUs pexuma
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CEKPETHOCTH U COXPAHHOCTH 3JIEKTPOHHBIX JOKYMEHTOB M 3aKPBITHIX KIIIOYEH 3JIEKTPOHHOMN
IUGPOBOH MOJIMCH, COAEPXKAIIMX CBEJIEHHs, COCTaBIIIOIIME TOCYAapCTBEHHBIE CEKPETHI,
OTIPENeNAIOTCS HOPMATUBHBIMUA MPAaBOBBIMH aKTaMH B OOJIACTH 3aIIUTHl TOCYAApPCTBEHHBIX
CEKPETOB.

[lopsimok  pabGoOTBl  TOCYJApCTBEHHBIX OpPraHOB C  AJIGKTPOHHBIMH  JIOKyMEHTaMHU
OTPaHUYEHHOT'O PACIPOCTPAHEHUS € MOMETKOHN «/[1s ciy’keOHOro MoIb30BaHUA» ONPENENIAETCS
nocranoBieHussMH IlpaBurenscrBa Pecnyonuku Kasaxcran ot 14 centsadps 2004 roga Ne 965
«O HEKOTOpbIX Mepax Mo oOecreyeHHr0 HHPOPMALMOHHOM Oe3onmacHocTu B PecmyOmmke
Kazaxcran» u ot 31 pmexabps 2015 roma No 1196 «OO0 yrBepkaenuu I[IpaBun oTHeceHHS
CBe/leHUH K ciay)eOHOH MH(POPMALUU OIPaHUYEHHOI'O PACIPOCTPAHEHUS U PAOOTHI C HEW».

5. B nacroamux IIpaBunax UCIOIB3YIOTCS CIEAYIOLIUE TIOHATH:

1) ab3ar - 4acTh TEKCTa, MpPEACTaBIAOLIasi COOOM CMBICIOBOE €IMHCTBO, BblIENIsAeMast
OTCTYIIOM B TIEPBOM CTPOKE W HAYMHAIOMIASCS C 3arjaBHOW JIMOO CTPOYHOH OYKBBI, ab3arlbl
3aKaHYMBAIOTCS TOYKOM C 3arsToi (KpoMe MepBOro U MocieHero ab3ales 4acTH);

2) cpeactBO KpunTOrpaduuecKo 3ammTbl HHGOPMAIMH - CPEICTBO, pEATH3YIOIIee
JITOPUTMBI KpUNTorpaduyeckux npeoOpa3oBaHuil, reHepaLuIo, ¢dbopmMHUpoBaHuUE,
pacnpeneseHre U yrpaBieHue KIIo4aMu;

3) HOcuTenb KIHOYEBOM MH(pOpMALMU - CIELUAIN3UPOBAHHBIA HOCUTENIb, B KOTOPOM IS
3alIUTHl XPAHAIIUXCSA 3aKPBITHIX KIIOUEH AIIEKTPOHHOH HU(GPOBOW TMOANUCH HCHOIB3YIOTCS
cpeAcTBa KpuUOTOrpapuueckoi 3amuTbl MHPOPMALUHU, HMEIOLIUEe CepTU(UKAT COOTBETCTBUSA
tpeboBanusim cranmapra CT PK  1073-2007 «CpexnctBa KpUNTOTpaQHUUECKOW 3alUTHI
uHpopmanuu. OO1Me TEXHUYECKHE TPeOOBaHUNY;

4) yIOCTOBEpSIOMIMK IIEHTP TOCYAAapCTBEHHBIX opraHoB Pecrnybnmkn Kazaxcran -
yJIOCTOBEPSIOLINM LEHTP, OOCIYXUBAIOIIUH TOCYAapCTBEHHBIE OpraHbl, JOJKHOCTHBIX JIHIL
TOCYJapCTBEHHBIX OpPraHOB B HWH(POPMALMOHHBIX CHCTEMAaX M WHBIX TOCYIapCTBEHHBIX
MH(POPMALIMOHHBIX pecypcax rocynapcTBeHHbIX opraHoB PecnyOnuku Kazaxcran (manee - YII
I'O);

5) HauMOHANBHBIN yrnocToBepsitoumii neHTp PecnybOnuku Kazaxcran - yaocTOBepsIOIIHiA
LEHTP, MPEJOCTaBISAIOUINI CpelCcTBa 3JIEKTPOHHON LMQPOBOM MOAMUCU U PETUCTPALMOHHBIE
CBUJIETEJICTBA (PU3UYECKUM WM IOPUIUMYECKUM JUIaM Uis (HOpMUPOBAHMS 3JIEKTPOHHBIX
JIOKYMEHTOB B TOCY/IapCTBEHHBIX U HETOCYIapPCTBEHHBIX HH(OPMAIIMOHHBIX CHCTEMAX;

6) OTIYCK JTOKyMEHTa (MHChMa) - HK3EMIUISIP UCXOISIIEro JOKYMEHTa, OCTAIOLIHICS B Jiene
OpraHu3alMu-aBTOPA;

7) SNEeKTpOHHAs KONMs JOKYMEHTa - JOKYMEHT, IOJIHOCTBIO BOCHPOM3BOJAIIMUA BHJ U
nH(opMaIrio (JaHHbIE) MOTMHHOTO IOKYMEHTA B AJIEKTPOHHO-IIU(PPOBOH hopMme;

8) HopMaTHBHO-CIIpaBouYHasi HH(opMaIms - nHGopmarus (K1accuprKaTopbl, CIPABOUYHHKH,
NEepeYHd W JApYyrue), OCHOBAaHHAas Ha HOPMATHBHBIX JIOKyMEHTAaX W HCIOJIb3yemas st
OTIpeIeNIeHuUs Pa3IMUHBIX XapaKTEPUCTHK IOKYMEHTA;

9) Bnazeneln perucTpalMOHHOTO CBHUJIETENBCTBA - (PU3NYECKOE UM IOPUANYECKOE JIHUI0, Ha
UMsI KOTOPOTO BBIJAHO PETHUCTPAIIMOHHOE CBHUJIETENILCTBO, IPABOMEPHO BIIAJICIONIEE 3aKPHITHIM
KIIFOYOM, COOTBETCTBYIOIIMM OTKPBITOMY KIIIOUy, YKa3aHHOMY B  PErHCTPAllMOHHOM
CBU/IETEIIbCTBE;

10) osnekrpoHHble WHGOPMALMOHHBIE pecypchbl - UHGOpMalus, MpeJICTaBICHHAas B
AIIEKTPOHHO-IIM(PPOBOI (hopMe U cozeprKalascss Ha IEKTPOHHOM HOCHTENE, HHTEPHET-pecypce
U (unu) B UH(POPMALIMOHHOW CUCTEME;

11) 3ammra >M€KTPOHHBIX HH(POPMALMOHHBIX PECYpcoB, HH(POPMALMOHHBIX CHCTEM -
KOMIUIEKC TPABOBBIX, OPTaHW3AalMOHHBIX M TEXHHUUYECKUX MEpOIPHITHH, HAIMpPABICHHBIX Ha
COXpaHEeHHe, MPEJOTBPAIIEHUE HEMPABOMEPHOIO JOCTYNa K AJIEKTPOHHBIM MH(OPMAIIMOHHBIM
pecypcaMm, HHPOPMAIIMOHHBIM CUCTEMaM (B TOM 4YHCIIe€ OT HECAaHKIIMOHHUPOBAHHOTO JOCTYIa K
uHpoOpMalKK), BKJIIOYAs  HE3aKOHHBIE  JICMCTBUS IO  MOJYYEHHUIO, KONHPOBAHHIO,
pacpoCcTpaHEHUI0, UCKAKEHUIO (W/Wiau MoAu(UKAIIMN), YHUUTOXKCHHUIO WM OJOKHPOBAHUIO
uHpOpMaLNH;
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12) »neKTpOHHBIH JOKYMEHT - JIOKYMEHT, B KOTOPOM HH(OpMaIus MpeacTaBlIeHa B
JNEeKTpOHHO-IIM(GpOoBON (opMe U YIOCTOBEpPEHAa IOCPEICTBOM JJIEKTPOHHON LUGPOBOM
HOJIIUCH;

13) BneKTpOHHBIA JOKYMEHTOOOOPOT - OOMEH OJJIEKTPOHHBIMU JIOKYMEHTAMU MEXIY
rOCyJapCTBEHHBIMH OpraHaMu, (PU3HMUECKUMH U IOPUIMYECKUMHE JHIIAMU;

14) cucrema HIEKTPOHHOrO JOKYMEHTOOOOpOTa - cHucTeMa OOMeHa JIIEKTPOHHBIMU
JOKYMEHTaMH, OTHOILICHUSI MEXK/ly YIaCTHUKAMH KOTOPOH perynupyrorcst 3akonom PecryOnuku
Kazaxcran ot 7 smHBaps 2003 roga «OO0 AIEKTPOHHOM JOKYMEHTE M SJIEKTPOHHOW HU(POBOH
NOJNKMCH» M WHBIMA HOPMAaTUBHBIMU MpaBOBbIMU akTamu PecnyOnmmku Kaszaxcran (manee -
C3/D);

15) yaactauk CDO]] - ¢pusznyeckoe WK IOPUIAIECKOE JIUIO, TOCYIaPCTBCHHBIA OpraH WU
JOJKHOCTHOE JIMIIO, YYacTBYIOIIME B Ipoleccax cOopa, oOpabOTKW, XpaHEHMs, Iepeayd,
IIOMCKA U PaclpOCTPAHEHUS JIEKTPOHHBIX JJOKYMEHTOB;

16) OymaxHas KONUSl SJEKTPOHHOTO JOKYMEHTa - JOKYMEHT Ha OyMakKHOM HOCHTEIE,
MOJTYYeHHBI IOCPEICTBOM BBIBOJA HH(OPMALUHU (JAHHBIX PEKBU3UTOB) M3 AIIEKTPOHHOTO
NOJJIMHHUKA, WMEIOIIMNA  MOJHOCTBHIO  BOCIPOU3BOIALIYI0 HMH(POpPMALMIO  MOJJIMHHOTO
AJIEKTPOHHOTO JIOKYMEHTA, yIOCTOBEPCHHOTO 3JIEKTPOHHOUN MU(DPOBOM MOIMUCKHIO, CO3IAHHOM C
MCIIOJIb30BaHUEM 3aKPBITOrO KJIH0Ya 3JIEKTPOHHOU IUGPOBON MOIMUCH, U BCE €r0 PEKBU3UTHI
WIM 4YacTb MX W 3aBEpeHHas JIMLOM, O00JIaJarollMM IIOJHOMOYHUSMU Ha 3aBEPEHHUE JITAaHHOTO
JTIOKYMEHTA;

17) NOAJIMHHUK 3JIEKTPOHHOI'O JAOKYMEHTa - JOKYMEHT, YAOCTOBEPEHHBIN (TIOJIUCaHHBIN)
ANEKTPOHHOW WU(POBON MOAMKMCHIO, CO3JAHHOW C HCHOJIB30BAHHUEM 3aKPBITOTO KIIIOYa
IEKTPOHHON MU(POBON MOAIHMCH, CPOPMUPOBAHHBIM M3HAYAILHO B (opMare 3JEeKTPOHHOTO
JIOKYMEHTa ¥ HE UMEIOLUI OyMa)kKHOTO MCXOJHOTO TOITMHHUKA,

18) snexkTpoHHas perucTpallMoOHHAas KOHTPOJbHAs KAPTOUKA - AJIEKTPOHHBIA JTIOKYMEHT C
YUYETHBIMH JAaHHBIMH O JOKYMEHTE 10 yCTaHOBJIEHHOH (opme, pukcupyrolieil ero pekBU3HTHI;

19) dbopmaT 2MEKTPOHHOTO TOKYMEHTA - CTPYKTYpa COJEPKATEIbHONW YacTH 3JIEKTPOHHOTO
COOOLIeHHUs, HA OCHOBE KOTOPOTO C(OPMHUPOBAH AIIEKTPOHHBIN TOKYMEHT;

20) cpenctBa SIEKTPOHHON 1U(POBON TMOAMUCH - COBOKYIMHOCTh MPOTPAMMHBIX U
TEXHUUYECKHUX CPEJACTB, UCIOIb3YEMbIX U CO3JAHUS U NMPOBEPKH NOIIMHHOCTH 3JIEKTPOHHOU
1u(pOBOM MOJIHUCH.

I'maBa 2. Ilopsaaok A0OKYyMEHTHPOBAHUS, NOATOTOBKH M 0OpMJICHHS T0KYMEHTOB

ITaparpad 1. [lopsanok 1OKyMeHTHPOBaHHS U TPeOOBaHUs K 0()OPMJICHHIO TOKYMEHTOB

6. SI3pikoM paboOTBl M JENOMPOU3BOACTBA TOCYNApPCTBEHHBIX OpPraHM3allMii U OpraHoB
MecTHOro camoympapieHus: Pecnyonuku Kazaxcran sBisieTcss Ka3aXCKMH SI3bIK, HapaBHE C
Ka3aXCKUM O(QUIIUAIBHO YIOTPEOIISETCS pyCCKUM SA3bIK.

B pabore HerocynapcTBEHHBIX OpraHM3alMii HMCIOJB3YIOTCS Ka3aXCKUH M, TpHU
HEO0OXOIUMOCTH, APYTHUE SI3bIKU.

7. JIOKyMEHTBI COCTaBIISIIOTCS Ha OENBIX YUCTBIX JucTax Oymaru gopmaro A4 (210 x 297
MUJTUMETPOB (naznee - MMm), AS (148 x 210MM) 1 UMEIOT TOJISE HE MEHEe:

1) neBoe mone - 20 MM;

2) mpasoe nosie - 10 Mm;

3) BepxHee none -10 MM;

4) nuxHee nosne - 10 mm.

Jlnist ABYCTOPOHHETO NleyaTaHuss 000pOTHAsi CTOPOHA JINCTA IOKYMEHTA:

1) neBoe moge - 10 mm;

2) mpasoe nose - 20 MM;
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3) BepxHee noge - 10 mm;

4) amwxkuee mosie - 10 M.

8. Ilpm odopmieHun [TOKyMEHTa WCIONB3YIOTCS OnaHku. PekBu3uThl Ha OnaHKax
pacroiaraloTcs B OMNPEICNIEHHOM IOCJIeIOBaTeNbHOCTY B COOTBETCTBUUM CO  CXEMOH
PAacIIoNIOKEHHs PEKBU3UTOB JJOKYMEHTA COTJIaCHO NpuiiokeHuio | k HactosmuM IlpaBunam.

9. B opranuszanuu npuMeHsI0TCS ClIeayrolne 0JI1aHKU T0KYyMEHTOB:

1) OmaHk mnHMCbMa OpraHu3anuMud 1Mo (opMe COTIACHO HPUIIOKEHUIO 2 K HACTOSIIUM
[IpaBunawm;

2) 6;aHK KOHKPETHOTO BH/Ia JOKYMEHTa OpraHu3anuy no (hopMe CorjaacHO NPUI0KEHUIO 3 K
HactosauuM [IpaBunam;

3) oOmmii OmaHk opraHuzanuu 1Mo (OpPME COMTACHO IPHWIOKEHHIO 4 K HACTOSIIUM
[IpaBunam.

OOmuii 6;1aHK OpraHU3aIluy UCIIOIB3YeTCs I U3TOTOBJICHHSI IIOOBIX BUIOB JOKYMEHTOB.

10. brianku TOKyMEHTOB M3rOTAaBIUBAIOTCA TUNOTPAPCKUM CIOcOOOM C MOMOIIBIO CPEACTB
ONEPAaTUBHOW MONUTpaQUu WM BOCHPOHM3BOIATCS HEMOCPEACTBEHHO TIPHU COCTaBJICHUU
JIOKYMEHTA.

11. BymaxkHble OJIaHKM JOKYMEHTOB TOCYJapCTBEHHBIX OpraHH3alUil ¢ H300paxKeHHEM
['ocynapctBennoro ['ep6a Pecriybnuku Kazaxcran nmojyexkaT yueTy, Ijs 4ero B JIEBOM HHIKHEM
YOIy KaKAOTO SK3eMIUIsipa OJlaHKa JOKYMEHTa THIOTPa(CKUM CIIOCOOOM WM HyMEpaTOpOM
MIPOCTABIISIFOTCS €T0 HOMED, Cepus. DIEKTPOHHBIE OJIAHKH HE MOJJIeKAT yUeTy.

12. briaHku TOKYMEHTOB HCHOJB3YIOTCS CTPOTO IO HA3HAYCHUIO U HE MEPENaroTCs JPYTruM
OpraHM3alysM WJIM UHBIM JHUIaM 0e3 COOTBETCTBYIOUIETO pa3pelleHus PyKOBOJCTBA
OpraHu3aIuHg.

13. JIOKyMEHTBI COCTaBISIOTCS C KCIOJB30BAaHHEM IITAaMIa, BOCIPOU3BOISIILIETO
HaNMEHOBAHNWE OPTaHU3AILMH, ITyTEM MPOCTABJICHUS €r0 OTTHUCKA B JIEBOM BEPXHEM YTy JIMOO
npu 00s3aTeIbHOM O(OPMIICHUHU CIIEAYIOIINX PEKBU3UTOB:

1) opunmanbHOE HAMMEHOBAHNWE OPTaHMU3AINH, U3AABIIEH JOKYMEHT, JINOO OTTHCK IITaMIIa,
BOCIIPOM3BOSIIET0 HAUMEHOBAHHE OpPraHU3allMM, W3JaBIIEH JTOKYMEHT, IIyTeM IMPOCTaBICHUS
€r0 B JICBOM BEpPXHEM YTIIY;

2) HaMMEHOBaHUE BU/IA JIOKYMEHTA, 32 UCKIIIOUEHHEM TUCbMA;

3) naTa TOKyMEHTa,

4) perucTpalliOHHBIA HOMEp (MHIEKC) TOKYMEHTA;

5) HauMeHOBaHUE JOJDKHOCTH JIMIIA, TOANMCABIIETO JTOKYMEHT, TOJIKCh M pacuIngpoBKa
HOJIHCH;

6) OTTHCK IeYaTH OpraHU3aIIH.

14. BHyTpeHHHME JOKYMEHTBI, 32 HCKIIOUEHHEM pACHOPSAUTENbHBIX, COCTABISAIOTCS Ha
OenbIX JucTax Oymaru.

15. He nomyckaetcst opopmiieHHe Ha OHOM OJaHKe JOKYMEHTa Ha JBYX U OoJee sS3bIKax.

JIOKyMEHT Ha Ka3aXCKOM S3bIKE M CO3/1aBa€MbIii ayTEHTHYHBIH JOKYMEHT Ha PyCCKOM HITH
MHOM $I3bIKE TIeYaTaloTCsl KaX/Ibli Ha OTJENbHBIX OJaHKaxX (OTAENbHBIX JIUCTaX) U 0(OPMIIIOTCS
€/IMHBIMU PEKBU3UTAMHU.

JIOKyMEHT, co3/laBaeMbIii Ha JBYX M Oojiee si3plkax, opopmisieTcss Ha OTJENbHBIX OJlaHKax
(OTHIEeNBHBIX JINCTAX) C €NUHBIMU PEKBU3UTAMH.

JIOKyMEHTY Ha pa3HBIX fA3bIKaX IMPUCBAMBAIOTCA €IUHBIC HCXOIAIINE PEKBU3UTHI
JIOKyMEHTBI Ha pa3HBIX SI3BIKAX JIOJDKHBI OBITh ayTEHTUYIHBI IPYT APYTY.

JIucTel TOKYMEHTOB (01aHKOB M MPUJIOKEHUH K HUM) HYMEPYIOTCSl CKBO3HOW Hymepalueil B
BEPXHEW YaCTH JINCTA MO CEPEINHE.

ITaparpad¢ 2. Ilopsinok ogopmileHHsI pEKBH3UTOB JOKYMEHTA



16. T'ocynapctBennsiit I'epd Pecnyonuku Kazaxcran nzoOpaxkaercs Ha OlaHKe JOKyMEHTa
roCyJapCTBEHHON OpraHM3allii B COOTBETCTBUHU C 3aKoHojaTenbcTBOM PecnyOnuku Kasaxcran
0 roCcyJIapCcTBEHHBIX cuMBoIax Pecryonuku KazaxcraHn.

17. DOmbOnema, JOroTUN WJIM TOBAPHBIM 3HAK (3HAK OOCIYXHMBAaHUS) BOCHPOM3BOIATCS Ha
0JlaHKE B COOTBETCTBUU C YUPEAUTEIbHBIMU JOKYMEHTAMU OpraHU3alUH.

DOMOsema, JIOTOTHUIT WJIM TOBApHBIN 3HAK (3HAK OOCITY)KMBaHMsI) HE pa3MEIIAOTCs Ha OlaHKe
¢ n3obpaxxenueM ['ocynapcrBennoro I'epba Pecrryonuku Kazaxcran.

18. HaumeHoBaHue opranuzanuu (B TOM 4yuciie Quinaia, NpeJCcTaBUTENbCTBA) BKIIIOYAET B
ceOsi Ha3BaHME B COOTBETCTBUM C YYPEAUTEIbHBIMM JIOKYMEHTaMHM C YKa3aHHEM Ha
OpraHU3alMOHHO-TIIPABOBYIO (hOpMY.

CokpalieHHOe HaUMEHOBaHHME OpPraHM3alUHu (B TOM 4YHcie (uinana, MpeIcTaBUTEIbCTBA)
IPUBOJUTCS B TOM ClIy4ae, KOIZa OHO 3aKpeIUIEHO B YUYPEIUTENBHBIX JOKYMEHTaxX U
pasmenaercss B CKOOKax HHXKe MOJTHOT0 HAMMEHOBAHUSI.

IIpu odopmieHHH COBMECTHOIO JIOKYMEHTa, pa3pabOTaHHOro JByMs U 0Ooyiee paBHBIMU
OpraHu3alisIMH, HAUMEHOBAHMS OPTraHM3ALMI pacloiaraloTcs B aJ(paBUTHOM TOPSIKE
HAauMEHOBAHWM OpraHu3aluil.

[Ipu odopmieHHn COBMECTHOTO JOKYMEHTa, pa3pabdOTaHHOTO [JBYyMs H  Oojee
OpraHM3alUsaMHi, HAUMEHOBAHMS PACIOJAaraloTCsl B COOTBETCTBUU C UEPAPXUEN OpraHU3aIui.

CoBMeCTHBIH JTOKyMEHT Ha OyMaXHOM HOCHUTENE TMOJUICKHUT 3aBEPECHUIO IE€YaATIMHU
OpraHu3aIuu.

19. HanMeHoBaHHE CTPYKTYpHOIO IOApa3JeeHUs yKa3blBaeTcd B CIy4yasiX, KOIJa OHO
ABJIAETCS aBTOPOM JOKYMEHTA U PACIoylaracTCs HUKE HAMMEHOBAHUS OPraHU3alMH.

20. HammeHoBaHHME BHUAA JOKYMEHTa I€YaTACTCd NPOMHCHBIMUA OyKBaMH MOJYXHPHBIM
mpuQTOM.

21. Jlaroil nOKyMeHTa $BJISETCS JAaTra €ro HoJAnucaHus (yTBEp)KICHHS) WM COOBITHS,
3a(pUKCUPOBAHHOTO B JIOKYMEHTE.

Jlata 1OKyMEHTa NpPOCTaBISIETCd  JOJKHOCTHBIM — JIMIIOM, MOJINUCBHIBAIOIIUM  WJIU
YTBEP)KJAIOIINUM JOKYMEHT. JlJIs 3JIeKTPOHHOTO JOKYMEHTO000pOTa OMYCKAaeTCsl POCTABICHHUE
JIaThl CUCTEMOM WJIM BPYYHYIO YIOJIHOMOYEHHBIM JUIIOM.

CrayxeOHble OTMETKHM Ha JIOKyMEHTE, CBSI3aHHBIE C €ro NPOXOXKACHUEM U HCHOJIHEHUEM
(03HaKOMJIEHMEM) BHYTPU OpraHMU3aINH, JaTUPYIOTCS U MOANHUCHIBAIOTCS.

Jlara nokymeHTa ohopmiIseTcs:

1) B IpaBOBBIX aKTax, MPOTOKOJIaX, OAHKOBCKUX, (PUHAHCOBBIX, OYXTaITEPCKUX JOKYMEHTaX
U JIOKyMEHTaX, 3aTparuBalolIMX IpaBa U MHTEpechl (U3MYECKUX U IOPUIUYECKUX JIMIL,
CJIOBECHO-LIU(POBBIM CIIOCOOOM - JI€Hb Mecslla U TojA OPOPMISIIOTCS apaOCKUMHU LU(ppaMu,
MeCSII] - IPOIUCHIO;

2) B pyrux JAOKYMEHTaxX - HU(PPOBBIM CIIOCOOOM JI€Hb MECSIIA U MECSI] IBYMS

napamu apaOckux nugp, pa3ieneHHbIMU TOYKOH, TOJ] - YETHIPhMS apaOCKUMU I PpamMH.

22. PeructpallMOHHBI HOMEp (MHAEKC) NOOKYMEHTa COCTOMT M3 HHJEKca Jela IO
HOMEHKJIAType €] OpraHu3aluH, IOpPsSIKOBOIO HOMEpAa JOKYMEHTa B PETUCTPALMOHHO-
KOHTposibHOU (hopme (manee - PK®). [To yeMoTpeHHIo opraHu3aiuu B perucTpallMoOHHbIA HOMEp
(MHIEKC) BKITIOYAIOTCS JONOTHUTEIbHbIE JJIEMEHTHI.

Perucrtpanmonnsiii HoMep (MHAEKC) JIOKyMEHTa, COCTaBJIEHHOro JByMs U Ooisee
OpraHM3alUsIMH, COCTOUT U3 PETUCTPAllMOHHONO HOMepa (MHAEKCA) KaXIOoM W3 JTHX
OpraHu3alyii, MPOCTaBISIEMOT0 Yepe3 KOCYI0 YepPTY B MOPSAJIKE YKa3aHUs aBTOPOB B TOKYMEHTE.

B cucreme 31eKTpOHHOTO JOKYMEHTOO0OPOTA JIOMYCKAeTCsl BEAGHNUE CKBO3HOM HyMEpaluy.

23. B cchuike Ha pPErUCTPallMOHHBbIA HOMep (MHIEKC) M JIaTy BXOJAILIETO JOKyMEHTa
YKa3bIBAIOTCSl PETUCTPALIMOHHBIN HOMEp U J1aTa TOKYMEHTA, Ha KOTOPbIM J1aeTcsl OTBET.

24. MecTo COCTaBJICHUS WM U3JaHUs JOKYMEHTA YKa3bIBAE€TCS B COOTBETCTBUU C IPUHATHIM
aJIMUHUCTPATUBHO-TEPPUTOPUAIBHBIM JICJICHUEM U BKIIOYAEeT B ce0S TOJIBKO OOIICTIPUHSATHIC
COKpAILECHUS.
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Mecto cocTaBieHHMs WIM U3aHUSA JOKyMEHTa OQOpPMIISETCS B COOTBETCTBHUH C
HalMEHOBAHHMEM HACEJIIEHHOIO IIYHKTA, SBJSIOIIErOCS MECTOHAaXOXJIEHUEM OpraHu3aluu -
aBTOpa JIOKYMEHTA.

25. JIOoKyMeHTBl aJpecyroT OpraHu3alMsM, HUX CTPYKTYPHBIM IOApa3IeICHUSIM,
JOJKHOCTHBIM M (PU3UYECKUM JIUIAM.

PexBu3ur «Anpecat» odopmiseTcs CTPOYHBIMM OyKBaMH, IOJIYKUPHBIM IIPU(TOM.
HaunmenoBaHue opraHusanuy, €€ CTPYKTYPHOI'O IOAPA3JEIECHUS NHIIETCS B MMEHUTEIbHOM
najiexe, J0JKHOCTh, (paMuIns JIMLa, KOTOPOMY aJJpeCOBaH JI0OKYMEHT, - B 1aTEJIbHOM IaJexKe.

IIpu appecoBaHMM AOKYMEHTa PYKOBOAMTEII OPraHU3allid €€ HAaUMEHOBAHHWE BXOAUT B
COCTaB HAaMMEHOBAHUS JIOJDKHOCTH aJipecara.

[Ipu azxpecoBaHuM JOKyMEeHTa (U3NYECKOMY JIMIY YKA3bIBAIOTCA HWHHUIMAT HWMEHH U
(amuius nosyyaTens, €ro HOYTOBBIN aapec.

IIpu nepenucke BHYTpU OpraHU3allMyu JIOIYCKAETCA yKa3aHUE B J1aTEIbHOM Ma/IekKe TOJIbKO
MHHIIMATa UMEHHU U (GaMUIIMK JOHKHOCTHOTO JIMLA.

Ecnu noxymeHT ajgpecyercsi B HECKOJIBKO OpTraHU3aIHid, OHU YKa3bIBAIOTCS 0000IICHHO.

Ha onnom pokymente odopmisiercs He Oosiee ueThlpex azapecaroB. [Ipu Oosbiiem
KOJMYECTBE AaJPECcaToB COCTABISIETCA CIHCOK (peecTp) pacchulkd gokymeHTta. Cioa
«Opurunan» u «Konus» B pekBU3UTE «AapecaT» He UCTIONb3YOTCS.

[Ipu HampaBiaeHUM TOKyMEHTa HEMOCTOSHHBIM aJpecaTaM, B COCTAaB PEKBHU3UTa «AzpecaT»
BKJIIOYAETCS MOYTOBBIM ajpec, KOTOPbI 0(hOopMIISIETCS UCIIOIHUTENEM. DJIEMEHThl [10YTOBOIO
aJpeca yKas3bplBalOTCSI B IIOCJIEA0BAaTEIbHOCTH B COOTBETCTBUM C 3akoHoM PecnyOnuku
Kazaxcran ot 9 anpens 2016 roga «O moute».

26. 3arojoBOK K TEKCTy JOKYMEHTa O(QOPMIISETCS IONYKUPHBIM IIPH(PTOM OT TPAHUIIBI
JIEBOT'O I0JIs IOKYMEHTa 0e3 MepeHoca CIOB U COEPKUT He Ooiiee 35 3HAKOB B KaXKIOM CTPOKE.
B nokymeHnTte mpu BemMUMHE 3arojioBka 0ojiee 5 CTPOK JOMyCKaeTcs oQOpMIICHHE 3arooBKa
nocepeiMHe JOKyMeHTa. Touka B KOHIIE 3ar0JIOBKa HE CTaBUTCA.

3aroyioBOK K TEKCTy JOKyMeHTa (OpMYyJIUPYeTCs B COOTBETCTBUU C HAMMEHOBAaHUEM BHJIA
JIOKYMEHTA U €T0 COIEP>KAHUEM.

3aroyloBOK K TEKCTy JokKymMeHTa MeHee 10 cTpok, a Takke OpOpMIEHHOMY Ha OyiaHKe
dopmara A5 He cocTaBiseTcs.

27. JIns OyMaKHBIX JOKYMEHTOB OTTHUCK I€4aTH OpTraHM3allMM 3aBepseT MOUIMHHOCTb
MOJAINUCH JIOJDKHOCTHOTO JIMIA Ha JoKyMmMeHTe. OTTHUCK Ie4aTh OpraHu3aluu IPOCTaBIISAETCS
1ocJjie HAaMMEHOBAaHUS JOJDKHOCTH JIUIIA, TIOJIIUCABIIET0 JOKYMEHT, HE 3aXBaThIBasi €ro JIMYHYIO
MOJIUCH.

28. TekcT nokymeHTa 0(OpMIIsieTCs] B BUAE aHKETHI, IUarpaMMbl, TaOJIUIIbI, CBSI3HOTO TEKCTa
WM COYETAaHUS YKa3aHHBIX (OPM.

29. B ciydae, ecinu JOKYMEHT COJIEP’KUT IMYHKTBI, TO YHKTHI B JOKYMEHTE paclojiaratorcs B
JIOTUYECKOH IOCIIEI0BATEIHOCTH, C YYETOM XPOHOJIOTMH 3TAIllOB pEIIEHMs Bompoca. biuskue
[0 COJEPKAHUIO IMYHKThl 3HAUUTEIBHBIX MO 00BEMY JOKYMEHTOB OOBEAMHSIOTCS B IJIaBBI,
HECKOJIBKO TJIaB - B pa3zeiibl, pa3/eibl - B 4acTH. B Oonbmux 1mo o0beMy riaBax BBIIEISIOTCS
naparpadsl, B pazzienax - noapasieibl.

[TyHKTBI MOTYT OBITH MO/Ipa3eieHbI Ha MOAMYHKTHI. BHYTpH MyHKTOB U MOJMYHKTOB MOT'YT
OBITH YaCTH, BbIJENIIEMbIE a03allaMHu.

[TynkThl, maparpadsl, TJaBbl, MOJPA3AENbl, pa3ieibl U 4YacTU JOKYMEHTOB HYMEpYIOTCS
apabckuMu nudpamu ¢ TOUKOM creayronum odpaszoMm: 1., 2., 3. u garnee.

Homepa mnoamyHKTOB B MyHKTax oOoO3HauaroTcst apaOCKuMu mudpamMu co CKOOKOH
ciemyromuM obpazom: 1), 2), 3) u narnee.

Hymepanusi myHKTOB, TJaB W pa3elioB SBISETCS CKBO3HOW, IOANYHKTOB B IIYHKTE,
naparpadoB B IJ1aBe, I0JIpa3AesioB B pa3Jiese - CaMOCTOSTENbHOI.

He nomyckaercst o6o3HaueHue ab3aueB AedrcaMu UM HHBIMU 3HAKAMH.

30. Texkct HOKyMEHTa MeYaTaeTcsl Ha MUINYIIEH MAaIIMHKE 4Yepe3 MOJATOpa MEKCTPOUYHBIX
MHTEpBAJIa WIK MPH TOMOUIM YCTPOWCTB KOMIBIOTEpHOW TeXHUKU pasmepoM Ne 14 mpudra
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Times New Roman (Taiimc Hrto Poman) unm Arial depe3 oauH MEXCTpOUYHBI WHTEpBal. B
OTHENBHBIX CllydasiX, a Takke Ipu O(GOpMIEHUH Tabaul, NPUIOKEHUH, OTMETKH 00
UCTIOJIHUTENIE, TPUMEUaHU JOMyCKaeTcs W3MEHEHHE pa3MepoB MIpUPTa M MEKCTPOYHOTO
UHTEpBaJa.

[Ipu odopmiieHNMH TOKYMEHTa Ha ABYX M 0ojiee JUCTaX BTOPOH M IOCIEAYIOIIUE JIUCTHI
HyMepytoTcs. Homepa nmpoctasistorcs apaOckumu nudpamu B cepeiiHe BEpXHEro MOJIsl JKucTa
0€3 3HaKOB IIPETIMHAHUS.

B orMeTke O HamuMuuMM NPUIOKEHUS, HA3BAaHHOIO B TEKCTE€ JOKYMEHTA, YKa3blBalOTCA
KOJIMYECTBO JIMCTOB, SK3EMILIAPOB, A3bIK UCIOIHEHUs. B OTMETKE O HaaMuuy MPUIOKEHUS, HE
Ha3BaHHOI'O B TEKCTE JOKYMEHTA, JIONOJIHUTENILHO YKa3bIBa€TCsl €r0 HaMMEHOBaHME, a TaKKe
IpU HAJIMYMM JaTa U perucTpaluoHHbli Homep (uHaekc). Ilpm Hamuuum 1nByX u Oosee
NPUIOKEHUH OHM HyMepyroTcs. [l 3JeKTPOHHOIO JTOKyMEHTO00OpOTa yKa3aHUE KOJIMYECTBa
AK3EMILISIPOB HE TPEOyeTCsl.

Ecnu npuiiosxeHust K TOKYMEHTY cOpOILIOPOBAHBI, YKa3bIBAETCS KOJIUYECTBO IK3EMILISPOB.

Ecnu x nokyMeHTy mpuiaraercsi Apyroid JOKYMEHT, UMEIOLIUN MPUIIOKEHUE, B OTMETKE O
HAJIMYUY TIPUITIOKEHUS YKa3bIBAIOTCS PEKBU3UTHI 3TOT0 JOKYMEHTA U 0011ee KOJIMYECTBO JIUCTOB.
Hampumep, «IIpunoxenue: nucbMo Munucrepcrsa KyiabTypsl U criopta Pecniyonuku Kazaxcran
ot 15 okta6ps 2014 roga Ne 3-5/151 u npusoxeHue K HEMy, BCEro Ha 7 JIUCTaX, Ha Ka3aXCKOM
A3BIKEY.

Ecnu npunoxeHue HampapiisieTcsi HE BCEM ajpecaTraM, yKa3aHHbIM B JIOKYMEHTE, TO B
OTMETKE O €r0 HAJIMYMM yKa3bIBAETCS KAKOMY aJ[pecaTy HallpaBJIsieTCs IPUIIOKEHHUE.

31. [loanuck 1oKkyMeHTa Ha OyMa)XHOM HOCHUTEJE BKIIIOYAET:

1) HamMeHOBaHME [OJDKHOCTHM JIMIA, MOJIKMCABIIETO JOKYMEHT, OQHUIHaIbHOE
HalMEHOBAHUE CTPYKTYPHOI'O MOJPA3/IeICHUs WM OpraHu3aluu (€ciu JOKYMEHT 0opMIIeH He
Ha OnaHKe);

2) TUYHYIO MOANUCH U paciIupPOBKY MOANUCH (MHULIMAT UMEHH U (aMUIIHS).

JIOKYMEHT TMOANMCHIBAETCS CBETOCTOMKMMM 4YepHuiIaMu. He pomyckaercss mojnucaHue
MOJ/UITMHHUKA JIOKYMEHTa IPOCTAaBICHUEM (aKCHUMMUIIE.

[IpaBo moanmucu JOKYMEHTOB OpraHM3alMd  ONpENENsIeTcs B  COOTBETCTBUU  C
3akoHoJaTenbcTBOM PecmyOnuku KazaxcraH, ydpeauTeNbHBIMU JOKYMEHTaMH OpraHU3alliH,
pacnopsSAUTENbHBIMU  JOKYMEHTAMH  pPYKOBOJIUTENSI ~ OpraHu3allid O  JIeJETHPOBaHHUU
IIOJIHOMOYMI WM JOBEPEHHOCTSMU Ha BBINOJIHEHHE OINPEACIEHHBIX JEHCTBUH OT HMEHU
OpraHH3aIiHy.

ONEeKTPOHHBIA JOKYMEHT YAOCTOBEPSETCS SJIEKTPOHHOM LM(POBOM NOANKMCHIO JMIIA,
00J1a/1a10111€T0 TOJTHOMOYHSIMH Ha MOANKUCAaHUE TaHHOTO JOKYMEHTA.

OTnyck AoKyMeHTa (MuchbMa) MOJUISKUT moamnucaHuio. He gomyckaercst 3ameHa OTIycka
JIOKyMEeHTa (nmuchMa) Konueil qokymenTa. [lpyu nognucanum nokymMeHTa AByMs M OoJsiee JIMlaMu
PaBHBIX JOJDKHOCTEH WX MOJMUCH pPACIONaraloTcss B al(paBUTHOM MOPSAKE OQHUIMAIBHBIX
HaVMEHOBAHMM OpraHU3alii NN CTPYKTYPHBIX NOJIpa3/ICICHUN.

IIpy noamMcaHuum JOKYMEHTa HECKOJBKMMHU JIOJDKHOCTHBIMM JIMIAMH WX TOJIHUCH
pacrosararoTcs OJlHa TOJ| JPYyrod B COOTBETCTBUU C YObIBAaHMEM CIYXEOHOM HepapXuu
JIOJKHOCTEM.

B nokyMmeHTe, COCTaBI€HHOM KOMHCCHEH, YKa3bIBAIOTCSI HE HAaWMEHOBAHMS JIOJKHOCTEN
JIUILL, TIOJMMUCHIBABIIUX JOKYMEHT, a UX 00S3aHHOCTH B COCTaBE KOMUCCHUH.

JIOKyMEHTBI KOJUJIETMaJbHBIX OPraHoB OpraHu3anuu (KOJUIETHHl, COBETOB, MAaciIMXaToB,
IpaBJIeHUI) TOANMCHIBAIOTCS TpeAceaTe]eM U cekpeTapeM (IIpeace1aTeNbCTBYIOUINM U JIULIOM,
MIPOBOAMBIINM 3anuch). [IpoToKOIbI anmapaTHbIX (OMEepaTUBHBIX ) COBEIIAHUN OpraHU3alK U ee
CTPYKTYPHBIX NOJpa3elIEHNI MOJIUCBIBAIOTCS MPEACENATENbCTBYIOINM JIULIOM.

Ecnu nmomxHOCTHOE NHMIIO, MOAMNHCH KOTOPOrO 3aroTOBJieHA HAa MPOEKTe JOKYMEHTa,
OTCYTCTBYET, TO JOKYMEHT TMOMJICKUT TNepeoGOpMICHUI0O Ha JIMIO, HCIOJNHAIOLIEE €ro
o0si3aHHOCTH. He nomyckaercs nmoAmnucaHue JOKyMEHTa ¢ IMIPEUIOrOM «3a» WM IMPOCTABICHUEM
KOCOMW 4epThl N1epe/l HAMMEHOBAHUEM JJOJKHOCTH.



32. CormnacoBaHue MpoeKTa JAOKyMeHTa odopmisieTcss BU30M Ha JAOKyMEHTE (BHYTpEHHEE
corjacoBaHue) WIM Tpu(OM cOrjiacoBaHus (BHEIIHEE COTJIacOBaHWE WJIM COIJIACOBAaHUE C
KOHCYJIbTATUBHO-COBEIIATEIbHBIMU M OOILIECTBEHHBIMU OpraHaMu opranuzauuu). Jus
3JIEKTPOHHOTO JOKYMEHTa COTJIaCOBAHME MPOUCXOIMUT MOCPEACTBOM 3JIEKTPOHHOHN LUdpoBOH
MO/IMHCH.

[Ipu BHYTpeHHEM COIJIACOBAaHUH JOKYMEHTBI BU3UPYIOTCS MCIOJHUTENIEM (OTBETCTBEHHBIM
UCIIOJIHUTENIEM), PYKOBOJMTEIIEM €ro IMOApPAa3ACNICHUs,, JAPYTMMH 3aUHTEPECOBAHHBIMU
JIOJKHOCTHBIMM JIMIIAMH, 3AMECTUTENIEM PYKOBOAUTEINSI OPraHU3ALMK COTJIACHO PACIIPEEICHUIO
00s13aHHOCTEN.

Buspel mpocTaBisSioTCS Ha OK3EeMIUIIpax OyMakKHBIX JIOKYMEHTOB, OCTalOIIUXCS B
OpraHu3aliy, Ha JUIEBON CTOPOHE HUXKE MOANUCU. [IpOoeKThl pacnopsiIUTENbHBIX JTOKYMEHTOB
BU3UPYIOTCS HA MEPBOM 3K3eMIuisipe. Jlonmyckaercs BU3UPOBAaHUE MPOEKTOB PACIOPAAUTENBHBIX
JOKYMEHTOB Ha 00OPOTHOM CTOPOHE MOCIIEAHETO JIUCTA.

Buza Bxitovyaer B ceOsi MOAMKMCH BU3UPYIOUIETO, MaTy, paclIM(ppOBKY MOIMUCU (MHULUAT
UMeHH, (HaMUJIHIO0), HAMMEHOBAHUE JIOJPKHOCTH BH3UPYIOMICTO. 3aMeuyaHusi, 0COObIe MHCHHS U
JOTIONTHEHUS K TMPOEKTY JOKyMeHTa O(GOpPMISIOTCS Ha OTICIBHOM JIMCTE, O YeM B IPOEKTE
JIOKYMEHTA CTaBUTCSI COOTBETCTBYIOIIAsI OTMETKA.

Buemnee cormacoBanue gokymeHTa odopMmisieTcss TpudoM COriaacoBaHUs, KOTOPBIA

pacrnojiaraercsi B JE€BOM HIKHEM YINIy IOCIEAHEro JINCTa JOKYMEHTa M COCTOUT U3 CJIOBa
«COI'JTACOBAHO», («COI''TACOBAH»), a Takke HaMMEHOBAaHHS JOJDKHOCTH JIMIIA, C
KOTOPBIM COTJIaCOBBIBACTCS JIOKYMEHT (BKJIIOYas HAMMEHOBAHME OpTaHU3alliu), JIUYHOU
MOJIKUCH U €€ paciiu(pOBKYU (MHULIMAT UMEHU U (paMIIINA), 1aThl COTJIAaCOBAHMUS.
Cm.: Omeem Munucmpa xyaemypst u cnopma PK om 19 mapma 2019 200a na éonpoc om 15
mapma 2019 2o0a Ne 540752 (dialog.egov.kz) «Kacamenvno pasvsachenus nopm Ilpasun
OOKYMEeHmMUpoB8aHus, ynpasieHuss OOKyMeHmayueu u UCNnoIb308aHUsS CUCMEM INeKMPOHHO20
O00KYMeHmoobopoma & 20Cy0apCcmeeHHbIX U He20CYOapCmMEeHHbIX OP2AHUZAYUAX )

[Ipu cornacoBaHuM JOKyMEHTa JByMs M Oojiee JUIAMH PaBHBIX JOJKHOCTEH TIpudbl
COTJIACOBaHUsl PACIONIararoTCs Ha OJHOM YpOBHE B aj(aBUTHOM TMOpSAIKE O(HUIIMATBHBIX
HaMMEHOBaHMI opranu3anuid. [Ipu cormacoBaHuM TOKyMEHTa HECKOJIBKMMH JIOHKHOCTHBIMU
aunamMu Tpudbl COTTIACOBAHUS PACIONAraloTCs B COOTBETCTBHU C YOBIBAaHHEM CIY>KeOHOU
Hepapxun JOJDKHOCTEM.

Ecnm cornmacoBanue oCymieCTBISIETCS TUCBMOM, IPOTOKOJIOM WJIM APYTHM JIOKYMEHTOM, TO
B rpude COrTacOBaHMS YKa3bIBAIOTCS BUJ JIOKYMEHTA B TBOPUTEIHHOM IaJIeKe, HANMEHOBAHUE
OpTraHHU3aIy B POJAUTEIHHOM MaJieXke, 1aTa U HoMep (MHAEKC) JOKYMEHTA.

Bremnee cornacoBanue JOKyMEHTa C HECKOJIBKUMHU OpraHU3AUAMU OPOPMIISETCS JIMCTOM
coriacoBaHus 1o (popme coraacHo NPUIOKEHHUI0 5 K HacTtosmM [IpaBunam.

33. I'pud yTBEep)AeHUS TOKYMEHTA PAcIojiaracTcsl B MPaBOM BEPXHEM YTIIy MEPBOTO JIUCTA
JIOKyMEHTa ¥ 0(hOpMIISIETCS CTPOYHBIMU OyKBaMHU.

[Ipu yTBEepkACHUM TOKyMEHTAa KOHKPETHBIM JOJDKHOCTHBIM JIMIIOM TpU( yTBEpKICHUS
COCTOUT U3 cieayromux 31eMeHTOB: cioBo «YTBEPXJIAIO», nanmeHoBaHUE IOMKHOCTH,
MO/MHKCH, paciu(POBKa IMOITUCH U AaTa YTBEPKICHUSI.

[Ipu yTBepkIeHWU TOKYMEHTa IBYMsi W OoJee JHIIaMU PaBHBIX TOJHKHOCTEH TpubI
YTBEP)KJICHHS PACIOJIaraloTcsl Ha OJIHOM YpOBHE B al()aBUTHOM TMOPSAKE HAUMEHOBAHUU
OpraHu3aIuu.

[Ipu yTBEep)aeHUN TOKYMEHTA MTOCTAaHOBJICHUEM, PEIICHUEM, MPUKA30M, IIPOTOKOJIOM Tpr(
yrBepxkaenust coctout u3 cioBa «YTBEPXJIEH» («YTBEPXJIEHA», «YTBEPXIEHO»,
«YTBEPXJIEHbI»), Buna pacnopsauTeasHOTO JOKYMEHTAa B TBOPUTEIHLHOM IaJIekKe, €r0 JTaThl
U HOMEDA.

34. Pe3omtonust pacrosiaraeTcsi B BEpXHEil 4yacTH MepBoro JUCTa JOKYMEHTa Ha CBOOOJHOM
OT TEKCTa MecTe. B cocTaB pe3oronuu BXOIAT HHALMA(bI) IMEHH U (haMITHs(1) UCTIOTHUTEIS
(ucnosmHUTENEH), CoAepKaHUE TOPYYeHHsS (TOPYUYEHHUI), CPOK HCIIOJHEHUS, TOJIIMUCH aBTOpa
PE30JII0LNY U JaTa.
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Jlomyckaercss oOopMIICHHE PE30JIONUU HA OTIASIbHOM OnaHke ((uinke) ¢ ykazaHHUEM IO
HOJIKCHIO JIMIA, HAJIOKUBILIETO PE30IIOLNIO, BXOASIIET0 pEruCTPaliMOHHOIO HoMepa (MHIeKca),
JIaThl TOCTYIJIEHUS! U OTMETKHU O PEKBU3UTAX JOKYMEHTAa, K KOTOPOMY OTHOCHUTCS PE30JIOLUs
(aBTOp, UCXOAALIMM HOMEp U JaTa JOKyMeHTa). [lopyueHus B BUe pe30JIOLUi, HallpaBisieMble
B IpyI'Hie€ OPraHu3aluu, PETUCTPUPYIOTCA ciyx00it IOY.

Ha noxymeHnTax, He TpeOyOIUX JOMOJHUTEIbHBIX YKa3aHUM MPEeNUChIBAEMbIX IEHCTBUN 1
MMEIOUINX YCTAHOBJICHHBIE CPOKU MCIIOJIHEHMS, B PE3OJIOLUU YKa3bIBaIOTCS MCIOIHUTED,
HOJIKCh aBTOPa PE30JIIOLUH, AaTa.

B cinyuasx, xorga mopydeHue gaercst IByM M OoJiee JUIAM, OCHOBHBIM HCIOJHHUTEIEM
ABIISICTCA JIMLIO, YKa3aHHOE B IIOPYYEHHUHU IE€PBBIM, €CIM HMHOE HE YCTAaHOBJIEHO B CaMOM
PE30JIIOLINH.

35. OTmerka O KOHTpOJIE 3a MCIIOJHEHMEM JOKyMEHTa 0003HadaeTcsl CIOBaMHU WIIU
mramnamu «bakeutay», «bakpulayra ajubIHABDY W IIPOCTABIIIETCS. B BEPXHEH JIEBOM 4YacTH
HEpBOTO JIMCTA JOKYMEHTA 3a IpeJiellaMy TEKCTOBOIO TOJI.

36. Jlna 3aBepeHHs COOTBETCTBHMSI KONUM JOKYMEHTa IOJUIMHHMKY HM)KE PEKBU3UTA
«[lonmuce» mpocTaBisAlOTCs 3aBepuTenbHas Haanuck «Komust BepHa» (0€3 KaBbIUEK),
HAaUMEHOBAHMUE JIOJDKHOCTH JIMIIA, 3aBEPUBILIErO KOIHWIO, JIMYHAs MOAMNKUCH, paclin(poBKa
noanucy (MHMLMAT MMEHH U (paMmiMs) MOANMCABIIEro, OTTHCK I€4aTH OpraHu3anuu (mpu
HaJMYKH), 1aTa 3aBEPEHUS.

37. bymakHasi KOIUS 3JIEKTPOHHOIO JOKYMEHTa 3aBepseTcsl C YKa3aHHeM Ha TO, 4TO
UCXOJHBIM JIOKYMEHTOM SIBJIIETCS DSJEKTPOHHBIM JOKYMEHT M IIOJy4YeH IOJIOKUTEIbHBIN
pe3yibTaT MpoLenyphbl MPOBEPKU 3JIEKTPOHHOH HM(POBON MOAMMCH JMLA, YIOCTOBEPHUBILEIO
AIIEKTPOHHBIA JOKyMEHT. [[s1 3aBepeHHs KONUU HIIEKTPOHHOIO JOKYMEHTa Ha OyMa)kKHOM
HOCHUTEJIe U HaHECEHUs] MHPOPMALIMU O pe3ybTaTe MPOBEPKH JIEKTPOHHOM 1U(BPOBON MOAIUCH
UCTIONB3YyeTCs ITaMN (TpeyroibHON (OpMBI) € TeKCTOM «* * * DIeKTpOHABIK KYKaTTHIH
KelllipMeci  JAypbic.» (ONpenesieH MOJIOKUTENbHBIH  pe3yabTaT MpOLEaypbl  MPOBEPKU
AIIEKTPOHHOM LU(POBON MOANKMCH) U YKa3aHMEM IOJEeH A KOJUYECTBAa JIMCTOB M IOJIUCHU
3aBEPAIOILETO JIHIIA.

38. DnexkTpoHHas KONUs JOKYMEHTA 3aBepsieTCs:

1) ucnonHuTeneM - B CIydae BIOXKEHMs JIOTOJHUTENBHBIX JOKYMEHTOB Ha OyMaKHOM
HOCHTEJIE NP CO3/IaHUU MPOEKTA JIEKTPOHHOTO JIOKYMEHTA;

2) COTpPYAHHMKOM TOApa3JeNeHHus] JOKYMEHTAlMOHHOTO 00eCHeueHus] rocylapCTBEHHOIO
oprasa - Ipy perucTpaluu JOKYMEHTA, TOCTYIHUBIIETO TOJIBKO Ha OyMa)KHOM HOCHUTEJE.

[TomHOMOUMSAMHM Ha 3aBepeHHEe OyMa)KHOW KOIUH 3JIEKTPOHHOT'O JOKYMEHTA, CO3JIaHHOTO
nocpenctsoM COJl, 001a1ar0T COTPYAHUKN TOAPA3ICTCHUsT JOKYMEHTAIIMOHHOTO O00ecredeHust
roCyapCTBEHHOTO OpraHa M OIepaTopa MOYTHI.

BymakHast Konus 3IeKTPOHHOTO JOKYMEHTA COAEPKUT:

1) TeKCT JOKYMEHTa;

2) o0s3aTenbHy0 OTMETKY «Komusi 37eKTPOHHOTO JOKYMEHTa» C OTPaKEHUEM PE3YJIbTaTOB
IpoIeTypbl IPOBEPKU JIEKTPOHHON IIU(PPOBOI MOAMUCH JIMIA, YIOCTOBEPUBIIETO JIEKTPOHHBIN
JIOKYMEHT;

3) HauMeHoBaHUE UH(OPMAIIMOHHON CUCTEMBI, U3 KOTOPO OH MOJTy4eH;

4) naty co3maHus OyMaKHON KOIUH;

5) mTaMi ¢ TeKCToM «* * * DneKTpOHIBIK KYXKATThIH KelIlipMeci TypbIC.» (OmpeneneH
MOJIOKUTEIBHBIA  Pe3yNabTaT MPOLEAYpPhl TMPOBEPKH AJIEKTPOHHOM LU(POBON MOAMKCH),
KOJIMYECTBO JIMCTOB U MOJIUCH 3aBEPUTEIIS.

39. OtmeTKa 00 MCTIOTHUTENE JOKYMEHTA BKIIFOYACT COKpaIIeHHoe ciioBO «Mcr.», nHUIMan
UMEHU U (HaMUITHIO UCTIOJHUTEINS TOKyMEHTa, HOMep ero tenedoHa, B TOM YHCIie BHYTPEHHETO,
azpeca dAJIEKTPOHHOW MOYTHI (MPU HAIMYMW) W PACIOJaraeTcs Ha JIMICBOW WM OOOPOTHOM
CTOPOHE IIOCJIEAHETO JIUCTA TOKYMEHTA B JIEBOM HU)KHEM YTIIy.

40. OrmeTKka 00 MCMONHEHUHN JOKYMEHTA M HAlPaBJICHUHU €r0 B JEJ0 BKJIIOYACT CChUIKY Ha
HOMEp U JaTy JOKYMEHTA, CBHAETEIILCTBYIOUIYI0O 00 HCIOJHEHUH (IIPU OTCYTCTBHUH TaKOTO



JOKYMEHTa - KpaTKUE CBEICHHsI 00 HCIOJHEHMH), cioBa «B memo», HOMep 1ena, B KOTOPOM
OyIeT XpaHUTbCS JOKYMEHT.

OTMeTka 00 MCTIOIHEHNH JOKYMEHTA U HAIIPaBJICHUH €T0 B J€JI0 MPOCTABISACTCA HA HIKHEM
0JIe JINIEBOI CTOPOHBI MEPBOTO JIUCTA JOKYMEHTA, KOTOPbI MOAMMUCHIBACTCS UCIIOJHUTEIEM C
yKa3aHHEM JaThl HAIPaBJICHUS B JEJIO.

41. UnentuduxkaTtopoM 2JIEKTPOHHON KOMUH JTOKyMEHTa Ha OyMa)KHOM HOCHTEJIE SIBISIETCA
OTMeTKa (KOJIOHTHUTYI), COZep)Kallas Ha3BaHHE M BEPCHIO MPOTPaMMHOIO OoOecredeHusi, Mpu
MOMOIIM KOTOPOTO CO3[aH JOKYMEHT, MpOCTaBisieMasi Ha JIMIIEBOW CTOPOHE KaXKIOIro JIMCTa
JOKYMEHTA.

42. OTMeTKa O MOCTYIUICHUH JOKYMEHTa B OpraHU3alUI0 MPOCTABISAETCS B MPABOM HUKHEM
YTy JIMLEBOM CTOPOHBI MIEPBOTO JIUCTA JJOKYMEHTA U COJACPKHUT MOPSIKOBBII HOMEP BXOJISIIETO
JOKYMEHTA M J1aTy MOCTYIUIeHHs (IIPU HEOOXOIMMOCTH - YaChl U MUHYTHI).

43. DeKTPOHHBIN JOKYMEHT COCTOUT U3 JIBYX YaCTEH: COJIEPIKaTENbHON U PEKBU3UTHOM.

CopepxarenpHasi 4acTh DJIEKTPOHHOTO JOKYMEHTa COCTOUT M3 OJHOTO WM HECKOJIbKUX
¢aiioB B cienyromux popMarax:

1) PDF, PDF/A-1, TIFF, JPEG, JPG- rpaduueckuii ¢popmar;

2) RTF, DOCX - TekcToBblii (hopmar;

3) XLS, XLSX - tabmuunslii (hopmar;

4) PPT, PPTX - npe3eHranuu;

5) RAR, ZIP - apxuBupoBaHHbIH HopMart.

CopepxarenpHast 4acTh NpoekToB akToB [Ipesmnentra PecnyOnmuku Kasaxcran B CO/1
dbopmupyercs Tonbko B popmare PDF.

ConeprxaTenbHast 4acTh JIEKTPOHHOTO JIOKYMEHTA UMEET CIICTYIONINE PEKBU3UTHI:

1) opunransHOE HAMMEHOBAHKUE OpTraHU3AIUU OTIIPABUTEIIS;

2) cmopaBouYHBIC JaHHBIE 00 opraHuszanuu (FOpuaAW4YecKuid azapec, TenedoH, daxc,
AJIEKTPOHHBIN aJpec opraHu3anuy (Ipu HAIUYKNH));

3) HauMEeHOBaHNE BUJA IOKYMEHTA;

4) ccbUIKY Ha peTUCTPAIIMOHHBINA HOMEP M IaTy BXOJAAILIETO JOKYMEHTa,;

5) MECTO COCTaBJICHUS WITM H3/IaHUS IOKYMEHTA;

6) anpecar;

7) rpud yTBEepKAEHUS JOKYMEHTA (IIPH HATMUHH);

8) 3aroJ0BOK K TEKCTY (MIPH HATUYHH);

9) TEeKCT NOKyMEHTa;

10) otmeTKy 00 ucnonaurene (haMuiaus u TeaeQOH UCTOTHUTENS);

11) aneKTpoHHYIO HU(PPOBYIO MOJIHUCH.

PexBHU3UTHAs 4YacTh 3JEKTPOHHOTO JIOKyMEHTa (hopMupyeTcs MOCPEICTBOM COCTaBJICHHUS
AIIEKTPOHHOM PEruCTpPallMOHHOM KOHTposibHOM KapTouku (nanee - OPKK), B kortopoit
UCTIOJIB3YIOTCS CIIEYIOIINE PEKBU3HTHI:

1) HauMeHOBaHUE BUA TOKYMEHTA,

2) perucTpalvoOHHbII HOMEp JOKYMEHTA;

3) uHAEKC HOMEHKJIATYyphl Jel;

4) Ha3zBaHUE W BEpCUS MPOrPAMMHOrO OOeCledyeHHs, NpU IMOMOIIM KOTOPOro CO3/AaH
JOKYMEHT;

5) anexTpoHHas U(POBas MOIINUCH;

6) xapaxTep BOMpoca;

7) KOTMYECTBO JINCTOB OCHOBHOT'O IOKYMEHTA U NPUIIOKEHUH;

8) HanMeHOBaHME TOCYJapCTBEHHOTO OpraHa-aapecara;

9) HauMeHOBaHUE JTOJKHOCTH ajipecara (IIpU HAIUNYHUHN);

10) pamunus agpecaTa (MpU HATUYHUH);

11) pamunusa ucnonHuTeNs;

12) Homep TenedhoHa UCTIOTHUTEIIS,

13) ormMeTKa 0 KOHTPOJIE;



14) ormeTKa 00 MCIIOTHEHUH JOKYMEHTA M HAlIPaBJICHUHU €T0 B JIENI0;

15) oTMeTka O HaJXMYUU WM OTCYTCTBUU MOATUHHUKA OyMa)XHOTO JIOKyMEHTa, OyMaKHOM
KOIIUU 3JIEKTPOHHOT'O IOKYMEHTA.

Hcnonbs30BaHue AOMOIHUTENBHBIX PEKBU3UTOB OINpPEAENAETCS B 3aBUCHUMOCTH OT BHUAA
JIOKYMEHTa B COOTBETCTBUM C HacTosmuMu IIpaBunamu.

44. Tlpu oOMeHe OJEKTPOHHBIMH JIOKYMEHTAMHU MEXAYy OpraHu3alUsIMH I[epeyeHb
00s3aTENIbHBIX PEKBU3UTOB M TOPSAOK HCIOIB30BaHUA DJICKTPOHHON HU(PPOBOW IMOANUCH
3JIEKTPOHHOTO IOKYMEHTa YCTaHABIMBAIOTCS MUCbMEHHBIMU (DOpMaMHU CIEIOK B COOTBETCTBUU C
['paxxnanckum konekcom PecnyOnuku Kazaxcran ot 27 nmexabps 1994 roma, cobmioneHuem
HopM 3akoHa Pecny6numku Kazaxcran ot 7 ssuBaps 2003 roga «OO0 371€KTPOHHOM JTOKYMEHTE U
AIIEKTPOHHON ITUGPOBOH MOANHCHY, HacTosmuMHy [IpaBunamu.

45. DIeKTpOHHbIE JTOKYMEHTbl Ha XpaHEHUE INEPEarTCs COMIACHO TOCYAapCTBEHHOMY
crangapty CT PK «Ympasnenue noxymenranueii. @opmar (aidioB 351eKTpOHHBIX JTOKYMEHTOB
Ju1s joarocpounoro xpanenus. Yacte 1. UcnonszoBanue PDF 1.4 (PDF/A-1)».

ITaparpa¢ 3. [loaroroBka u ogopmiieHne NPUKa30B

46. IIpukazamu 0(OPMIIIOTCSL PELICHUST IPABOBOTO XapakTepa, a TAKKe MO OIePaTUBHBIM,
OpraHU3allMOHHBIM, KaJpPOBBIM M JIPYTMM BOIpPOCAaM JAESITEIbHOCTH OpraHu3aluu 1o Qopmam
COIIacHO NpuioxkeHusm 6-7 k HacrosuM [IpaBuiam.

PexBu3uTamMu npukasa sBIsIOTCA:

1) wm3oOpaxenue I'ocymapcrBenHoro I'epba PecnyOmmkm Kazaxcran wim SMOJIeMBI,
JIOTOTHIA, TOBAPHOIO 3HaKa (3HaKa OOCIIYy)KMBaHUS) C y4eToM TpeOoBaHMM NyHKTOB 16, 17
Hacrosmux [Ipasui;

2) ounmanbHOE HAUMEHOBaHHUE OPTraHU3aALHH;

3) HauMEeHOBaHNE BUJA IOKYMEHTA;

4) nata npukasa,

5) perucTpaluoOHHbI HOMEp NPUKaA3a;

6) MecTo U3aHMsl MpUKa3a;

7) 3aroJI0BOK K TEKCTY;

8) Tekcr;

9) moanucs;

10) oTMeTKa O COTJIACOBAHUU MPHUKA3a;

11) oTTHCK N€YaTH OpraHu3alui.

[IpoexThl NpPHUKA30B TOTOBSAT W BHOCAT CTPYKTYpHbIE MOApa3eleHUss Ha OCHOBaHWUHU
MOPYUYEHUN PYKOBOJUTENS OpPraHMU3alMM, €ro 3aMEeCTUTENs] JUO0O0 B MHULUATUBHOM MOPSIKE.
[TpoexTsl MpUKa30B MO KaJApOBBIM BOIPOCAM TOTOBHT KaJgpoBas CIyk0a B COOTBETCTBUH C
TPYAOBBIM 3aKOHO1aTeNbcTBOM PecnyOnuku KazaxcraH.

[IpoexThl TpPUKA30B M MNPUIOKEHUS K HHUM BU3HUPYIOTCS HCIOJHHUTEIEM U  €ro
HENOCPEACTBEHHBIMU M KYPUPYIOIIMMHM PYKOBOJUTENSMH, a TaKkKe pPYKOBOAUTEISIMU
CTPYKTYPHBIX HOJpa3JielIeHuil, KOTOPHIM B MPOEKTE NMpHKa3za MpeayCMaTpUBAIOTCA 3aJaHHs U
MOpYYEHUs, KOMIIETEHLIMIO KOTOPBIX 3aTParuBaioT BOIMPOCHL, yKa3aHHBIE B ITPOEKTE.

BozpaxkeHuss 1o NpOEKTy MpHKa3a, BO3HUKAIOIIUE IPH COIJIACOBAHMHU, W3JIaraloTcs B
CIpaBKe, KOTOpasi mpuiaraercs K npoekty. Eciu B mpoliecce coriacoBaHus B MPOEKT MPHKa3a
BHOCATCS M3MEHEHHs] NPUHIHUIHMAIBHOTO XapakTepa, TO OH JopabaThiBaeTcs M MPOXOAUT
MOBTOPHOE COTJIaCOBaHUE.

[Ipuka3sl TOCYIapCTBEHHBIX OpPraHOB pPa3pabaThIBAIOTCS M MPUHUMAIOTCA HA Ka3aXCKOM
A3bIKe, IPH HEOOXOAWMOCTH, HUX pa3paboTKa MOXKET BECTHCh Ha PYCCKOM Sf3BIKE C
oOecrieyeHrneM, 0 BO3MOKHOCTH, IEPeBOia Ha Jpyrue A3bIKU. JINCTHI MPUKa30B U MPUIOKEHUN
K HUM HYMEPYIOTCSI CKBO3HOM HyMepallel B BEpXHEN 4acTH KaXKI0Tr0 JINCTA MO CEPEINHE.
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IIpuka3ssl HyMepyrOTCS NOPSAAKOBOM HyMeEpaLMeH B Ipeaenax KajaeHaapHoro roja. Ipukaser
110 OCHOBHOM JEATEIIBHOCTH, TUYHOMY COCTABY PETUCTPUPYIOTCS OTAEIBHO B COOTBETCTBYIOIIUX
)KypHaiax (0azax maHHbIX). K mopsakoBoMy HOMepy MpUKasa 1Mo JHYHOMY COCTaBy depes aeduc
JO0ABIIAIOTCS JINTEPBI WJI1/CH» WIN «K».

Konuu nmpukazoB Uiu UX pasMHOKEHHBIE SK3EMIULIPHI 3aBEPSIOTCS IIE€YaThIO C yKa3aHUEM
JIaThl 3aBEPEHUS U HAIPABIIAIOTCA aJpecaTaM B COOTBETCTBUHU € YKa3aTEJIEM PACCBIIKU, KOTOPBIN
COCTABJISIETCS U MOANMCHIBAETCS] UCIIOJIHUTEIIEM.

Tekcr mnpukaza cocroMT M3 JABYX 4acTeil: KOHcTaTupyroued (mpeamOyibl) U
pacropsAUTEIbHOM.

B koHcTatupyromeit yactu (mpeamOyiie) KpaTKO H3JararoTcs Lead U 3aiadyd, (akTel U
COOBITHSI, TOCITYXHUBIIME OCHOBAaHHMEM JJs M3AaHMUA npukasa. Eciau npuxas usgaercd Ha
OCHOBAaHUHU [JPYroro JOKYMEHTa, TO B KOHCTaTHPYIOIIEW YacTH yKa3bIBAalOTCS HAaUMEHOBAHHE
3TOro JOKYMEHTAa B POJUTEIBHOM NaJIEKe, €r0 aBTOp, AaTa, HOMEp U 3arojoBokK. [Ipu cchlike Ha
HOPMAaTUBHBIM IPAaBOBOM AaKT, 3apErMCTPUPOBAHHBIA B OpraHax HOCTULHH, JONOJHUTEIBHO
YKa3bIBa€TCS HOMEp, [0/ KOTOPBIM OH 3aperucTpUpOBaH B pPEECTPE TIOCYAAPCTBEHHOU
PETUCTPALIMA HOPMATUBHBIX IIPABOBBIX aKTOB.

[IpeamOyna B mpoekrax mpuka3zoB 3asepiiaercs cinoBoM «[IPMKA3BIBAIO», koropoe
IUILETCS] MPOIMUCHBIMU OyKBaMH, MOJNYKUpHbIM wpudToM. He nomyckaercs ero mepeHoc Ha
APYTYIO CTPOKY.

PacniopsnuTenbHas 4YacTb COICPKUT IEPEUUCIICHHE IPEIIUCBIBAEMBIX JEUCTBUH C
YKa3aHWEM MCIOJIHUTENS KaKJI0Tro JEHCTBUS M CpPOKOB ucnojHeHus. [Ipu HeoOxomumoctu
pacropsauTeNbHas YacTh IEIUTCS HA MYHKTHI, HOJAIMYHKTHI U a03allbl.

JleicTBHSI OTHOPOIHOTO XapaKTepa MOTyT ObITh IEpeUMCIIeHbl B OJJHOM IyHKTe. B kauectBe
VCIIOJIHUTENIEH YKa3bIBAIOTCA CTPYKTYPHBIE IIOAPA3JEICHHUS WIA KOHKPETHBIE JIOJKHOCTHBIE
muna. CBeneHus o mopa3AesieHuu WK J0JKHOCTHOM JIMIIE, Ha KOTOPOE BO3JIaraeTcs KOHTPOJIb
3a UCIIOJIHEHUEM TIPUKAa3a, YKa3bIBAIOTCA B IIOCIEAHEM ITYHKTE PaCIOPSIUTEILHON YacTH.

O3HakoMyieHHE paOOTHUKOB C MpHKa3aMU IO KaJpOBBIM BOIIPOCAaM YJIOCTOBEpSIETCS
HOJANKChI0, (amMuiInell M WHULMATaMU pPaOOTHHUKOB, MPOCTABISEMBIMM HHUXKE PEKBU3UTA
«OTMETKA O COrJIaCOBAHUHU JOKYMEHTa» WM Ha 00OpOTHON CTOPOHE MpHKa3a.

B cnydae, ecnu mpukas JONONHSETCS NPUIOKEHUEM, TO BHOCUTCS TEKCT O JIONOJHEHUU
npukasza npuwioxeHueM. [Ipu ccplike Ha NPUIIOKEHMSI YKa3bIBAIOTCS HOMEpa MPUIIOKEHUH,
IIpYCBaNBacMbl€ B IIOPSAKE YIIOMUHAHUS MPUIOKEHHUH B TEKCTE aKTa, 32 UCKIIOYEHUEM CITy4acs,
KOrjza K TIpuKa3y uMeercss oAHO mnpuioxeHue. Ccbllka Ha NPWIOKEHHE JIOJDKHA
COOTBETCTBOBATh Ha3BAHUIO CaMOTr0 IMPHWJIOKEHUS. PEKBU3UT «OTMETKA O HAJIMYNU MPUIIOKEHUS
K JOKyMEHTY» T0CJI€ TEKCTa MPUKa3a CaMOCTOSITENIbHO HE 0(hOpMIIseTCsI.

Ecnmu mnpuka3z odopmisercs Ha OnaHKe OpraHu3allid, B PEKBU3UTE «IOIMHMCH» He
YKa3bIBAETCs MOJIHOE HAMMEHOBAHUE JOKHOCTH JIMIA, TOANKUCHIBAIOLIETO IOKYMEHT.

B coBMecTHBIX NpHKa3axX yKa3bIBAIOTCS MOJHOE HAWUMEHOBAaHUE JIOJDKHOCTEH, paMuius u
MHUIIAJIB] COBMECTHO MOANUCHIBAOIINX JIMII.

ITaparpad 4. Ilopsaaok noAroToBKH U 0)OPMJICHHUS MIPOTOKOJIA

47. TIpoTOKOJ COCTaBIsIETCSI HA OCHOBAHUU 3aIUCEH, MPON3BEICHHBIX BO BpEMs COBEIIAHHUS
(3acemanusi, coOpaHUs), TPEACTABICHHBIX TE3UCOB JIOKJIAOB M BBICTYIJICHWUH, CIPaBOK,
MPOEKTOB PEIICHUH U JPYTHX MaTepHaioB MO (opMe COTIACHO MPUIOKEHHIO 8 K HACTOSIIUM
IIpaBunam.

[IpoTokoin, coOCTaBleHHBI BHYTPU OPraHU3allid M HE BBIXOJMIIMA 32 €€ Tpeelbl,
odopmitseTcs He Ha OaHKe.

PexBuznTamMu npoTOKOIa SIBISIOTCS:

1) odpunmanbHOE HAMMEHOBAHUE OPTaHU3AIH U (MJIM) CTPYKTYPHOTO TOIpa3IeICHUS;

2) HAaMMEHOBaHUE BUJA TOKYMEHTA;




3) nara;

4) perucTpalliOHHbIN HOMEp MTPOTOKOIA;

5) MecTO u3aHus IPOTOKOJIA;

6) rpud yTBepXKACHUS (B HEKOTOPHIX CIIyYasiX);

7) 3aroJ0BOK MPOTOKOJIA;

8) Tekcr;

9) noanuCs.

[TpoTokosbl 0hOPMIISIOTCS B MOTHOM MIIM KpaTKoi (hopme.

TekceT MoHOro MPOTOKOJIa COCTOUT U3 JIBYX YaCTEH: BBOAHOW U OCHOBHOM.

B BBOJIHOI YacTH mocje 3arojoBKa MPOTOKOJIA YKA3bIBAIOTCA: MHULIMAIBI UMEH U (paMuinuu
npencenarens (NMpeaceaTeNbCTBYIOMIET0) M CeKperaps 3acenaHus (CoOpaHus), CIUCOK
IPUCYTCTBOBABIIMX (€CIM KOJIMYECTBO IMPHCYTCTBOBABILMX IpeBblmaeT 10 4yenoBek, CIHUCOK
IPUCYTCTBOBABIINX O(OPMIISIETCS B IPUIIOKEHUH K IPOTOKOIY).

B mnporokone 3acenaHus KOHCYJIbTaTMBHO-COBEILATEILHOIO OpraHa IMPUCYTCTBOBABIINE
YIIEHBl TEPEUUCIAIOTCS TMEPCOHATBHO MO (amuiausaM B andaButHoM mopsake. [locie Hux
3alUCBIBAIOTCS (DaMMIIMK TPUTTALICHHBIX C YKa3aHUEM HUX JODKHOCTH MU HAaMMEHOBAaHUS
OpraHu3alIiy.

BBoaHas yacTe 3akaH4YMBAeTCsl MOBECTKOW AHS (IIEpEYHEM paccCMaTpPUBAEMBIX BOIPOCOB),
NIEPEYUCIICHHBIX B MOPSJIKE UX 3HAYMMOCTU C yKa3aHUEM JOKJIaJAuuKa (MHUIMAJ €ro MMEHH,
damMuus, JODKHOCTH) MO KaXAOMY IYHKTY HoBecTKH aHsA. Kaxkaplii Bompoc mnedartaercs c
ab3ama, Hymepyercs apaOCkoil mudpoil W ero HauMEHOBaHHWE HadMHAETCS ¢ mpemiora «Oy,
«O6». B ciydyae opopmiieHHs MOBECTKH JIHS NPUIOKEHUEM K IPOTOKOJY, B IIPOTOKOJIE MEpes
TEKCTOM Mpou3BoauTcs 3anuch «IloBecTka qHS npuIaraeTcs».

OcHOBHasl 4acTh MPOTOKOJA COCTOUT M3 Pa3/esioB, COOTBETCTBYIOUIMX ITYHKTaM IOBECTKH
nusa.  Kaxnerit  pasgen coctroutr wu3  tpex uacrei: «CJIIYIHAJIN», «BBICTYIINIINy,
«[IOCTAHOBUJIN» («PELLINJIM»), KOTOpbIE MeyaTaloTcs OT JIEBOIO MOJS MPONMHUCHBIMU
OyKBaMH.

[IpunsTOE pelleHne neyaTaercsl MOJHOCTBIO, MPU HEOOXOIUMOCTH, MPUBOAATCS HTOTH
rOJI0OCOBaHUSI.

Conepxanre 0co0Oro MHEHHMs, BBICKa3aHHOTO BO BpeMsl OOCY)KICHHMs, 3allChIBaeTCs B
TEKCTE MPOTOKOJIA MOCJIE COOTBETCTBYIOIIETO MOCTAHOBICHUS (PEILICHNU).

B paznene «CJIYIIAJIN» npuBoaaTCS MHULMAT UMEHU U (paMUIIMS TOKJIaJUUKa, OCHOBHOE
coJiep’KaHue JIOKJIal0B U BBICTYIUIEHUN MOMEIIAETCS B TEKCTE MPOTOKOJIAa WM IpUJIaraercs K
HEMY, B [TOCJIE/IHEM CIIy4yae B TEKCTe opopmiisieTcst CHocka « TeKCT BBICTYIUICHUS TIPUIIaraeTcsy.

B paznene «CJIIVIIAJIM» wn3naraercs TEKCT BBICTYIUIEHUS. B Hayane Tekcra ¢ HOBOM
CTPOKM B MMEHHUTEIHHOM MaJIeKe YKa3blBaIOTCA MHUIMAT MMEHU U (paMuiMs BBICTYHAIOIIETO.
3anuch BBICTYIJICHUS OTIEISIOT OT (pamMuiuu THpe. BoicTyrnenue usnaraercst oT TPEThero Jinia
€IMHCTBEHHOTO 4Kcia. Eciau 3amuch BBICTYIJICHMS WM TEKCT JIOKJIaAa o(GopMIISIIOTCS B BHJIE
MPUIOKEHHUS K IPOTOKOY, Mociie (haMUINK yKa3blBaeTcs «3anuch BBICTYIUICHUS MPUIIAraeTcs»,
«TekeT noki1aga npuiIaraeTcs».

B pazpene «BBICTYIIWJIM» yka3piBatoTCs HMHULMAIBI MMEH, (aMWINM, COJEpKaHUE
BBICTYIUICHHH BBICTYNAIOIIMX B TOH IOCJIEIOBATEIbHOCTH, B KakOil OHM IpO3BYyY&JIM Ha
3aceJaHHH.

Bonpocel K A0KIAAUMKY, BBICTYNAKOUIIMM M HMX OTBETHI IPOTOKOJUPYIOTCA IO MEpPEe HUX
MOCTYIUJIEHUSI U 3aIUCBIBAIOTCS B TOM K€ IMOCIIENOBaTeNIbHOCTH, MpU 3TOM clioBa «Bompocy,
«OTBeT» HE NHIIYTCS, a YKa3blBAIOTCS WHUIMAT MMEHH M (paMuwiug Juna, oT KOTOPOro
MOCTYIHJINA BOIPOC WJIN OTBET.

B pasgene «IIOCTAHOBUWJIN» («PEHIMJIN») oTpakaloT MNPHHATOE peIIeHHe Io
oOcyxaeMoMy Borpocy. B mocTaHOBIsOIIEH YaCTH UCIIONB3YIOTCS TJIarojbl HeolpeaeIeHHON
(bopMmBI.

TekcT KpaTKoro mpoTOKOJIa COCTOMT M3 JBYX 4YacTeil: BBOJHOW M OCHOBHOW. BO BBOIHOI
4acTU NOBECTKA JIHS HE YKa3bIBACTCA.



OcHOBHasg 4YacTh KpaTKOro MPOTOKOJA BKJIIOYAET HAMMEHOBAHUS paccMaTpUBAEMBIX
BOIPOCOB U MPHUHSTHIE IO HUM PEIICHHUS.

HaumenoBanwme Borpoca HymepyeTcs u HadnHaercs ¢ npeaiora «Oy», «O0», BEIpaBHHBACTCS
10 LEHTPY CTPOKH M TMOJUYEPKUBACTCA OJTHOM 4YEpTOM HIbKEe mocieaHed crpoku. Ilox deproi
YKa3bIBAIOTCS (PAMIIIUU JOJKHOCTHBIX JIHII, BBICTYIUBIIUX TIPU OOCYKICHUU TAHHOTO BOIPOCA.
3areM yKa3bIBaeTCs MPUHATOE 110 BOIPOCY pELICHHE.

B 3aronoBok mpoTokosa BXOJAT yKa3aHUE BUA KOJUICTHAIBHOU JEATEIbHOCTH M Ha3BaHUE
KOJUIETHAJIbHOTO OpraHa B POJMUTENBHOM TMajeke (Hampumep: coOpaHHe COTPYIHUKOB,
3ace/laHue COBETA).

[Iporokon mnoanmuchIBaeTCs MpeicenaTeieM U cekperapeM (IpeacenareabCTBYIOIUM U
JUIOM, TPOBOJAMBIIMM 3amuchk). JlaToil mpoTokoyia siBisieTcsa JaTta 3acefaHusi. Eciu oHO
MPOJOKANIOCh HECKOJIbKO JIHEH, TO 4Yepe3 THUpEe YKa3bIBAIOTCSA JaThl Hayalda M OKOHYAHUS
3aceaHusl.

[IpoTokonaM mNpUCBaWBAIOTCS MOPSAIKOBBIE HOMEpa B Ipeneiax AeIoNpPON3BOACTBEHHOTIO
roJia OTJACIBHO MO KKJOW IpyMIe MPOTOKOJIOB - MPOTOKOJIBI COOpaHUi, 3aCeaHuii KOJUICTHH,
MPOTOKOJIBI TEXHUYECKUX, HAYYHBIX M AKCIEPTHBIX COBETOB U Jipyrue. [[poTOKOIbI COBMECTHBIX
3aCelaHNil HMMEIOT COCTaBHBIE HOMEpA, BKIIOYAIONIME TOPSIKOBBIE HOMEpPA MPOTOKOJIOB
OpraHu3aIyii, IPUHUMABIIUX Y4acTHUE B 3aCEIaHUH.

Komnuu npoToK0I0B WM MPUHSTHIE PEIICHUS B BUE BBITUCOK U3 MIPOTOKOJIOB PACCHUIAIOTCS
3aMHTEPECOBAHHBIM OpPraHM3aIMsIM U JIOJDKHOCTHBIM JIMIIAM B COOTBETCTBHHM C YKa3aTelem
pacchulKu. YKazaTelb pPAacChUIKH, KOTOPBIM YTBEPKIAETCS PYKOBOIUTENIEM CTPYKTYPHOTO
MoJpa3ielieHusl, COCTABIsEeT U TMOJIHCHIBAET OTBETCTBEHHBIH MCIIONHUTENb MOJpa3ielieHusl,
TOTOBHBIIIETO paccMOTpeHue Borpoca. Konmuu MpPOTOKOJOB W BBIMCOK M3 HUX 3aBEPSIOTCS
MeYaThi0 OpraHu3aluu (Mpu HATUYHH).

Maparpad S. Iopsinox NoAroTOBKU U 0popMJIeHUS aKTa

48. CoxepxaHueM akTa siBisieTcs UH(pOpMalus, MOATBEPKAAI0IIasl YCTaHOBICHHbIE (haKThI
WK coOBITHS  (cAaya-ipueMKa paboT; mpueMm-leperaya MaTepHalbHBIX  LEHHOCTEH,
JIOKYMEHTOB; 00ciieJoBaHNE 0OBEKTOB Ha MPEAMET MPOTUBONOKAPHON 0€30I1aCHOCTH, YCIOBUN
TPyZAa; WUCOBITAaHUsS (BBOJ B AKCIUTyaTalMio) OOpa3loB, CHUCTEM, TEXHOJIOTUH; BBbIIEJIEHUE K
YHAYTOXXCHUIO MaTepUAIbHBIX IIEHHOCTEH, JTOKYMEHTOB; HapyIIEHHE YCTAHOBJICHHBIX MPABUII
(TpeGoBaHuil); pacciieOBaHUS aBapuii, HECYACTHBIX CIIy4yaeB; JMKBUAALUS OpraHU3aIUY;
BBIITOJIHEHHBIX paboT; OTKa3;, OCMOTpP; CBEpKa; MPENOCTAaBICHHWE YCIAYr M JApyrue). AKT
COCTaBJIIETCS] HECKOJIBKMMU JINLIAMH, TOATBEPKIAIOIIMMHY JaHHBIN (aKT.

AKT odopmisieTcs Ha OaHKe 10 popMe COIIacHO NpuiiokeHuto 9 k HactoamuM I[Ipasunam.
AKT, COCTaBJIEHHBIN BHYTPU OpraHU3allU U HE BBIXOJALIMI 3a ee Ipeaessl, ohopMiIsieTcsl He Ha
OnaHKe.

PexBu3UTaMU aKTa SBISIOTCA:

1) wm3o0paxkenue ['ocymapctBenHoro I'epba PecnyOmukm Kazaxcrtan wunum 5MOIeMBl,
JIOTOTHIA, TOBApPHOTO 3HAKa (3HaKa OOCIY)KHMBaHUS) C y4eToM TpeOoBaHMM MyHKTOB 16, 17
Hactosmux [Ipasui;

2) ounmanbHOE HAUMEHOBAaHHUE OPTaHU3aAIHH;

3) HaMMEHOBaHUE BHJIA IOKYMEHTA;

4) nara;

5) peructpanoHHbII HOMEp (MHIEKC) aKTa;

6) MecTo MOJIMUCAHNUS aKTa;

7) rpud yTBepKaeHUS (B HEKOTOPBIX CIy4asx);

8) 3aroJI0BOK aKTa;

9) Tekcr;

10) noamnuce.




TeKkCT akTa COCTOUT U3 BBEACHUS U KOHCTATUPYIOLIEH YacTH.

Bo BBeneHMN yKa3pIBa€TCsl OCHOBAHUE ISl COCTABJICHUS aKTa, IEPEUUCISAIOTCS COCTABUTENIN
Y IPUCYTCTBYIOIINE MIPU ITOM JIULIA.

KoncraTtupyromas 4acte akta COAEpPKUT CYTh YCTAHOBJIEHHBIX (PAKTOB, METObI, KOTOPBHIMU
BEJIACh MIPOBEPKA, €€ PE3yJIbTATHI, @ TAKKE BBIBOBI, IPEAJIOKEHUS, 3aKII0UeHUsT Komuccu. [lpu
HEOOXOIUMOCTH TEKCT KOHCTATUPYIOIIECH YaCTH aKTa JAEIUTCS Ha MTyHKTHI.

B koHue KoHCTaTupylolel 4YacTH YKa3bIBAIOTCA KOJIMYECTBO OJK3EMIUISIPOB aKTa H
MECTOHAXOXKICHHE KaXKI0TO dK3EMIUIsIpa, ociae ohopMIIsSieTCsl OTMETKA O HATMYMH MPUII0KESHUN
K aKTy (€CJIM OHU UMEIOTCS).

B konue koHcTaTUpyomei yactu oQpopMIIIOTCSI OTMETKA O KOJIMYECTBE SK3EMIUISIPOB aKTa
U MECTOHAXO0XXJICHUHM KaXKJOTO SK3EMIUIAPA, MOCJIE - OTMETKA O HAJUYHUH MPWIOKEHUN K aKTy
(ecrii OHU UMEIOTCS).

AKT TOANKCHIBACTCS MpeJceaaTeieM M YJeHaMH KOMHCCHMU JHOO JHuIloM (- aMH),
cocTaBUBIIUM (- M) akT. PamMWINK, WHULHUANIBI JIMII, MOAMUCHIBAIONINX aKT, O(QOpMIIAIOTCS B
ar(aBUTHOM TOPSAKE TIO PaMUIINH, UX JOJKHOCTH HE YKa3bIBAIOTCS.

O3HakoMJIEHME JHUI C aKTOM IPOU3BOJUTCA MOJ pocnuck. JIuio, HecoriacHoe c¢
COJIep’)KaHUEM aKTa, IMOANKCHIBAET €r0 ¢ OTOBOPKON M NMPUYMHAMHU CBOEro Hecoriacus. Ocoboe
MHEHHE YJIeHa KOMUCCUU O(hOpMIISETCS Ha OTACIBLHOM JIUCTE U MPHUIIaraeTcs K aKTy.

Iaparpad 6. [lopsigok moAroToBKU U 0opMiIeHHs CTIPABKH

49. CopepxaHueM CIIpaBKU sBIseTCS HHGPOpManus, B KOTOPOW OMNMCHIBAIOTCA (DAKTBHI,
coObITUS UK cBefeHus. CrpaBKU, HAapaBisieMble 3a MpPEeZesbl OPraHU3allK, COCTABIIAIOTCS Ha
obmiem Onanke. BHyTpeHHss cripaBka oopmiiseTcss Ha OebIX JIucTax Oymaru 0e3 mpuMeHEHUS
OnaHka.

CnpaBka odopmisiercss mo ¢opmaMm coriacHOo mpuioxkenusm 10-11 x  HacTosIIMM
IIpaBunam.

PexBHU3uTaMU CIIpaBKH SIBIISFOTCS:

1) wm3obpaxenue ['ocynmapctBeHHoro I'epba PecnyOnuku Kazaxcran wuinum 3MOneMsl,
JIOTOTHIIA, TOBApHOI'O 3HaKa (3Haka OOCIYXUBaHUS) C ydyeToM TpeOoBaHUN NYyHKTOB 16, 17
Hacrosmux [IpaBui;

2) ounmaibHOE HAMMEHOBAHNUE OPTraHU3aIUH;

3) HauMEeHOBaHUE BHJIA IOKYMEHTA;

4) nara;

5) perucTpaluoHHbI HOMep (MHIEKC) CIIPABKH;

6) MeCTO U3JIaHuS,

7) anpecar;

8) 3aroJ0BOK K TEKCTY;

9) Tekcr;

10) moamnuce;

11) oTmeTKa 0 cornacoBanuu (B ciiydae HEOOXOJUMOCTH);

12) orTuck nevatyu (Mpu HAJIMYKH);

13) oTmeTKa 00 UCTIOTHUTETIE.

TekcThl crpaBoOK, BBIIaBaeMBIX TPaKIAaHAM O MOATBEP)KIACHUU MecTa pabOThI, TOHKHOCTH,
3apa0OTHOM TUIATBl U JIPYTMX CBEACHUH, HAUMHAIOTCA C YKa3aHHUS B MMEHHMTEIBHOM MaJiexe
dbamunuy, UMEHH, oTYyecTBa (IIPU HAJMYMHU) JIUIA, O KOTOPOM COOOLIAtOTCs cBelleHus. B koHIe
TEKCTa WM MPABOM BEpXHEM YTy YKa3bIBa€TCsl OpraHu3alys, Ky/a MpeICTaBIseTCs ClIpaBKa.

B Tekcte TakoW CHpaBKM HE UCIONB3YIOTCS OOOPOTHI «HACTOSINAS — CIIPaBKay,
«IEHCTBUTEIBHO MPOXKHUBACT (YUUTCs, paboTaeT)».

B cnywae, ecnu crnpaBka NOJIMCHIBAETCS MCHOJHHUTEIEM, TO PEKBHU3MT «OTMETKa 00
UCTIOJTHUTEIIE)» HE YKa3bIBACTCS.




IHaparpa¢ 7. Ilopsiaok moAroToBKU U 0OopMIIEHHSA NHCbMA

50. Ilucemo odopmisiercss Ha OllaHKE NHCbMa OpraHM3aldud 1o (opMe COrJIacHO
npuiokeHnto 12 x Hacrosuwm [IpaBuinam U COACPKUT CICAYIONINE PEKBH3UTHI:

1) wmsoOpaxenue I'ocymapcrBenHoro I'epba PecnyOmmku Kazaxcran wim 5MOJIeMBI,
JIOTOTHIA, TOBAPHOTO 3HAaKa (3HaKa OOCIY)KMBaHUS) C Y4E€TOM TpeOOBaHWM IYHKTOB 16, 17
Hacroamux [Ipasui;

2) ounmanbHOe HAMMEHOBAHHUE OPTaHU3AIHH;

3) nara;

4) ucXoIsANIMK PErUCTPAIMOHHBIH HOMEp (MHIIEKC) TUChMa;

5) cchlTKa Ha PETUCTPAIIMOHHBIA HOMEP U JIaTy BXOJASAIIETO JOKYMEHTA (€CIH 9TO OTBETHOE);

6) ampecar;

7) 3aroJI0OBOK K TEKCTY;

8) Tekcr;

9) oTMeTKa 0 HATMYUU NIPUIIOKEHHUS;

10) moamnuce;

11) ormeTKa 0 coryiacoBaHuM (B Cliy4ae HEOOXOUMOCTH);

12) ormMeTKa 00 UCIIOJTHHUTEIIC.

CayxeOHble MUChMA, IOANUCHIBAEMBIE PYKOBOIUTEISIMH ABYX M 0Oojiee OpraHu3anu,
opopmusitorcst Ha Jmcre Oymarum ¢opmara A4. Ilpu 3TOM jgaHHBIE O HAMMECHOBaHHU
OpraHu3alfii, MOAMUCABIINX MHCHMO, BKJIIOYAIOTCS B HAMMEHOBAHHE OJDKHOCTH B PEKBHU3HTE
«IIOJIITUCHY.

OTMETKH O COTJIACOBAHUY MHCHhMA IMPOCTABIIAIOTCS HAa OTITYCKE IMUChMA.

Texkct nmucbMa MMeeT OJHY MM JBE CMBICIOBBIE yacTH. [IMcbMo, cocTosiiiee U3 OJHOU
YacTH, - 3TO MpockOba 0e3 TMOsACHEHHs, HanmoMHHaHue Oe3 mpeaMOyIbl, cooOleHue 0e3
OCHOBAHHSI.

Ecnu TekcT muchMa COCTOMT M3 4YacTed KOHCTAaTHUPYIOIIEW M 3aKIIOYUTENIbHOM, B MEPBOM
YacTH M3JaraloTcs MPUYHHA, OCHOBAaHWE WM OOOCHOBAHWE COCTABJICHHS MUChMA, MPUBOJATCS
CCBUIKM Ha JIOKyMEHTBHI, SIBIIIIONIMECS OCHOBAaHWEM IIOATOTOBKM IHChMAa, BO BTOPOH -
MOMEIIAIOTCS BBIBOJIBI, TPEUIOKEHUS, TPOCHObI, PELICHHUS.

OOparHble KOHCTPYKIIMM TEKCTa (3aKIIOYCHHWE - KOHCTATalMs) BO3MOXXHBI B THCHhMaXx-
OTKa3ax.

B nmuceMax BCmosb3yroT cieayonme GopMbl H3IT0KEHHS:

1) oT mepBoro WA MHOXXECTBEHHOTO 4YHCIA (HAMpHMEp: «IPOCHM TMPEIOCTABUTHY,
«HarpasisieM Bamy);

2) OT MepBOro JWIlAa E€IUHCTBEHHOTO 4YHCla (HampuMep: <«IIpOIIy BBICIATHY, «CUYHUTAIO
HEOOXOTUMBIM);

3) OT TpeThero 1A eTMHCTBEHHOTO YHcia (HalmpuMep: «MUHUCTEPCTBO HE BO3PAXKAET?).

I'naBa 3. [lopsiiok ynpasjieHUus1 JOKyMEHTalMel, OpraHu3ainus J10KyMeHT0000poTa B
roCy1apCTBEHHbIX H HEr0CYAAPCTBEHHBIX OPraHu3aluaX

ITaparpa¢ 1. Ilopsanok 00padoTKN BXOASIINX JOKYMEHTOB

51. JIoKyMeHTHI, IOCTyNaOIIMe B OpPraHU3allio, MPOXOIAAT MEPBUYHYIO 00paboTKy,
IpeJIBapUTENIbHOE PACCMOTPEHHE, PETHCTPAIINIO, PACCMOTPEHHE PYKOBOJICTBOM U JIOCTABIISIFOTCS
HUCITIOJTHUTCIIAM.

52. Tlpumem, mnepBuyHas oOpabOTKa JOKYMEHTOB M TIPEIBAPUTEIBLHOE PACCMOTPEHHUE
OCYILECTBIISIOTCS LIEHTPAIN30BaHHO ciyx00ii JIOY.



53. IlepBuuHas 00pabOTKa BXOISIIMX JTOKYMEHTOB 3aKJIFOYAETCS B MPOBEPKE MPABHILHOCTH
JIOCTAaBKH 10 Ha3HAYEHUIO, [IEJIOCTHOCTHU YIIaKOBKHU U BJIOXKEHUH, pUKcaIy (pakTa NOCTYIIICHUS
JIOKYMEHTOB B OpPraHU3alMIO U IIOATNOTOBKE UX K IEpelaye [0 Ha3HAYCHMUIO.

[Ipu obHapyKeHUU HEKOMILIEKTHOCTH WJIM MOBPEXKICHUS JOKYMEHTA Ha HIKHEM IOJIe ero
nocnegero jgucra B PK® mpocTaBisitoTCs COOTBETCTBYHOLIME OTMETKHM M COCTABIISIETCS aAKT
POU3BOJIBHONU (GOpMBI B Tpex sk3emiuiapax. OIWH 3K3eMIUISp HampaBisieTcsl OTHPaBUTEINIO,
BTOpO# octaercs B ciyxxoe IOV, Tpetnii nepeaaercsi UCIOTHUTEIIO T0KyMEHTA.

KoHBepThl HE YHHYTOXKAIOTCS B ClIy4asiX, KOIZa TOJBKO IO HHUM ONPEIEISAIOTCS aapec
OTIPABUTEINS, AAThl OTHPABKU W IOJYYECHHUS JTOKYMEHTA, & TAKXKE MPHU MOCTYIUICHUU JIMYHBIX
JIOKYMEHTOB.

Kongepts! ¢ momerkoi «JInuno» 6e€3 BCKPBITUS MEpearoTcs Mo HazHaueHUio. OmmboYHO
JIOCTaBJIEHHAs! KOPPECIIOHAEHIIMS BO3BPAILAETCSA B IOYTOBOE OTACIICHHE.

54. Ilpu npeaBapUTEIbHOM PAaCCMOTPEHUU JOKYMEHTOB MPOU3BOJIUTCS COPTUPOBKA UX HA
perucTpupyemble U Heperucrpupyembie. IlepedeHb  HEpEerucTpUpyeMbIX  JIOKYMEHTOB
pa3pabaTbIBacTCsl HA OCHOBE NPUMEPHOTO MEPEUHs JOKYMEHTOB, HE MOJIEKAIINUX pEerucTpaluu
B cinyx0e [0V, cormacuo mnpunoxkenuto 13 k Hactosumm [lpaBumam, u yTBepikmaercs
PYKOBOAMTEIIEM OpPraHU3aLUu.

Hepeructpupyemble  JOKyMEHTBI NEPENAIOTCS B  COOTBETCTBYIOLIHUE CTPYKTYPHBIE
IIOAPA3/ICIICHNs] OPTaHU3ALUN.

55. Peructpupyemble JOKyMEHTbl mnocie ux peructpauuu B PK® nepenarorcs Ha
paccMOTpEeHHE PYKOBOJICTBY OPTaHU3alMK UM CTPYKTYPHOMY IOAPA3JIEIECHUIO (JI0JPKHOCTHOMY
JUILY) 7Sl IPUHATUS PELICHUS.

[Ipu  Oe3oTiarareJbHOM  WCIIOJIHEHWH  MOCTYMUBIIETO  JOKYMEHTa  JIOMyCKaeTcs
03HAKOMJICHHE HUCIOJIHUTENS C €r0 COJEpKaHUEM JO paCCMOTPEHUS JOKYMEHTa PyKOBOJCTBOM
OpraHu3anuy (CTPYKTYPHOI'O OApa3AeIeHUS).

56. OOpamienuss GU3NYECKUX W IOPUAWYECKUX JIHI] YUYUTHIBAIOTCS I[EHTPAIU30BAHHO H
peructpupytorcs B PK® B aeHb WX MOCTYIJIEHHWS B OpPraHU3aIMI0 OTIEIHLHO OT OOIIUX
JIOKYMEHTOB B MOpPSAJKE, YCTAHOBJIEHHOM TOCYJAPCTBEHHBIM OPraHOM, OCYLIECTBIISIOIIUM B
npeJienax CBOe KOMIETEHIIMU CTATUCTUYECKYIO I€ATEIbHOCTh B 00JaCTH MPABOBOW CTaTUCTHKU
Y CIIELUAJbHBIX YUETOB.

57. llpu npenBapuTEILHOM PACCMOTPEHUN MOCTYNHUBIINE JOKYMEHTBI paCHpeAessiioTCs Ha
TpeOyromue 00s3aTeNbHOTO PACCMOTPEHUsS PYKOBOJCTBOM OpraHU3allid W He Tpelyromue
storo. JlokymeHThl, He TpeOyromue o00A3aTeNbHOTO PAacCMOTPEHUS  PYKOBOJCTBOM,
HaIpaBJISIOTCSl  HEMOCPEJICTBEHHO B CTPYKTYpPHbIE TMOAPA3ACICHHUS WIM OTBETCTBEHHBIM
VICITOJTHUTEIISIM.

I[Ipu HeoOxomumocTH O€30TNIaraTeNbHOTO HUCHONHEHHUS MOCTYMHBIIETO JAOKYMEHTa
JIOITyCKAEeTCsl O3HAKOMIICHHE MCIIOJHUTENS C €r0 COACPKAHHUEM JI0 PACCMOTPEHHUs JTOKYMEHTa
PYKOBOJICTBOM OpraHM3aluu (CTPYKTYPHOTO MOJpa3IeiaeHus).

58. IlpenBapuTenbHOE pacCMOTPEHHE NOKYMEHTOB OCYIIECTBIISIETCS MCXOJS U3 OLEHKU MX
COJIepXaHUsl, aBTOPCTBA, CIOXHOCTH M HOBHU3HBI IOCTaBJICHHBIX BOIPOCOB HAa OCHOBaHUU
YCTaHOBJIEHHOT'O B OpraHU3ally pacipeaeseHns o0sa3aHHOCTE.

59. O6s3aTenbHOMY PACCMOTPEHHIO PYKOBOACTBOM MOJJIEKAT JOKYMEHTBI, TOCTYIHBIINE U3
Anvunnctpanuu IIpesunenta Pecmyommkn Kazaxcran, Ilapnamenta PecnyGnmku Kaszaxcras,
Kannenspuu Ilpembep-Munuctpa PecnyOmuku KazaxcraH, EHTpadbHBIX U MECTHBIX
TOCYJApPCTBEHHBIX OpPTaHOB, BBIMIECTOSIICH OpraHu3anuu, oOpamieHus: (U3NYECKUX U
FOPUJINYECKUX JIULI.

60. JlokyMeHTBI, pPAcCMOTPEHHbIE  PYKOBOJACTBOM  OpraHu3aliu  (CTPYyKTYpHOTO
nojpasjenenus), Bo3Bpamatorcs B ciayxkOy JOY, rme B PK® BHocsaTcs conepkaHus
PE30IIOINN, & JOKYMEHTBI IIEPEAAFOTCS UCITOIHUTEISAM M0 POCIIHCH.

JIOKyMEHT, UCIIOJTHEHHE KOTOPOTO BO3JI0’KEHO Ha MOJBEJIOMCTBEHHBIE (- YIO) OpraHU3aluu
(- 10) MIIM HECKOJIBKO CTPYKTYPHBIX MMO/Pa3Ie/ICHHI, TIePeIacTCs UM OJHOBPEMEHHO B KOIHSIX C




cooTBeTcTBytOIe oTMeTKOW B PK®. IlognMHHMK nepenaercss MCHOJHUTENO0, YKa3aHHOMY B
PE30JIIOLIMH [TEPBBIM.

[loctynuBuive TtenerpaMmbl OPUHMMAIOTCS IO/ PAaclMCKy C IPOCTaBIEHHEM JaTbl U
BPEMECHM IIPHEMA, PETMCTPUPYIOTCS, a 3aT€M IEPEAAOTCSl HAa PAacCMOTPEHUE PYKOBOACTBY U
UCIIOJIHEHHUE.

Tekcr mnoctynuBiied TenedoHOrpaMMbl 3aluChiBaeTCsl  (TeyaTaercsl)) IMOIydaTelieM,
PETUCTPUPYETCS U ONIEPATUBHO NIEPENACTCA PYKOBOAUTEIIO, KOTOPOMY OHA aipeCOBaHA.

IIpu npueme TenedoHOrpamMmbl  OQOPMIISIOTCS  CIEAYIOIIME  PEKBU3UTBI:  TEKCT,
OTIIPaBUTENb, HAaUMEHOBAaHUWE BHUAA JOKYMEHTa, JaTa, HOMEp, HAaWMEHOBAaHHUE OJKHOCTH,
UHULIMAT UMEHM M (aMuwius Juia, HOANHUCaBUIEro JOKyMeHT. Kpome Toro, ykasblBaroTCs
JOJDKHOCTU M (paMUIIMU JTUT, TIEpeaBIIuX W MPUHSIBIIMX Teie(poHOrpamMmy, 4yachl . MUHYTHI
pueMa-nepeadm.

61. Ilpu pemeHn# BOMPOCOB O€3 COCTABJICHUS JOMOIHUTEIbHBIX JOKYMEHTOB HCIIOJIHUTEIh
nenaer otMeTku Ha JokyMeHTe U PK® o marax moctyruieHus (eciau oOpa3oBajicsi MHTEpBal
BPEMEHM MEXIYy IOCTYIUIEHMEM JIOKYMEHTa M €ro JOCTaBKOM HCIOJHUTEIN0), JaTax
IPOMEKYTOUHOTO MCIIOJIHEHUS (3aIpoc CBEACHUH, Tele()OHHbIE TIEPEroBOpsl U APYyTrHe), 1aTe U
pe3ysibTaTax OKOHYATEIbHOI'O UCIIOJHEHHUS.

62. Ilpu nocTyruieHuu 3JeKTPOHHOTO JOKyMeHTa ciyx0o0il JIOY mpoBoxutcs mpouenypa
NPOBEPKH TMOJUTMHHOCTH DJIEKTPOHHOH IM(POBOI MOANUCH C HCHOJIB30BAHUEM OTKPBITOTO
KJIKYa 9JIGKTPOHHONW IMPPOBOM MOAMMCH M  CPEACTB  KpUNTOrpauyeckodl  3alliuThl
UHPOpPMALINHY, PeaTu3yIUX Iporecc (GOPMHUPOBAHUS M IMPOBEPKH AIEKTPOHHOU IH(pPOBOI
noanucu (cpeacTBa 3JIEKTPOHHOH HM(POBOM moAnucH), a Takke MNPOLIEAIINX HPOLErypy
MOJTBEPKJICHUSI COOTBETCTBUSI B MOPSJIKE, YCTAHOBICHHOM 3aKOHOAATENBCTBOM PecmyOmmku
Kazaxcran B 00J1aCTH TEXHUYECKOT'O PETyIUPOBAHMUS.

63. B ciyuyae BBISIBICHHMS HECOOTBETCTBUS DJIEKTPOHHOM LMPPOBOM MHOANMCH MOCIE
NPOBEIEHUS MPOLEAYphl TPOBEPKU 3SJIEKTPOHHON LUGPOBONM MOAMUCH C HCIOJIb30BaHHEM
CPEICTB 3JIEKTPOHHOM HHU(PPOBON moamucHu (Hanee - OTPULATENBHBINA pe3ynbTaT MPOBEPKU
HO/UIMHHOCTH  3JIEKTPOHHOM IM(PPOBON MOANUCH), DIEKTPOHHBIM JOKYMEHT CUHUTaeTcs
HEMNOJyYEeHHBIM, O YeM II0JIydaTeslb JJIEKTPOHHOTO JIOKYMEHTa HAalpaBisieT yBEJAOMJICHHE-
KBUTAHLINIO, SIBJISIOIIEECS DJIEKTPOHHBIM TOKYMEHTOM C OTMETKOM «HE MPHUHATO», MOAIMCAHHOE
coTpyaHuKoM ciyk0b1 IOV, ¢ ykazaHueMm NpuyrHbl HENOJTYyYEHUS TOKyMEHTA.

[Tpu momyyeHMM MOATBEpXkAEHUS (YCTAHOBJIEHUS) MOAIMHHOCTH 3JIEKTPOHHOU HU(PPOBOH
MOJIMUCU C HCIOJIb30BAaHUEM CPEJICTB AJIEKTPOHHOW HU(POBON MOANUCH IOCIE MPOBEACHUS
IpOIEeTyphl MIPOBEPKHU AIIEKTPOHHON LUGPOBON MOANUCH (J1anee - MOJIOKUTENIBHBIA pe3yabTarT
IPOBEPKU TOJJIMHHOCTH, OJJIEKTPOHHOM IIM(PPOBOM MOANUCH), BJIEKTPOHHBIH JOKYMEHT
MOJJICKUT IEPBUYHON 00paboTKe.

64. IlepBuyHast 00pabOTKa JIEKTPOHHOTO JOKYMEHTA BKIIFOUAET MIPOBEPKY:

1) neficTBUTENFHOCTH PErUCTPALMOHHBIX CBUIETENILCTB AJIEKTPOHHOHN IIM(PPOBOI NOANIHMCH U
OTKpPBITOTO KJIFOYa 3JIEKTPOHHOM HU(POBOM MOANUCH, C MCIOIb30BAHHEM KOTOPOTO ObLI
YIOCTOBEPEH JIEKTPOHHBIN JTOKYMEHT;

2) BceX PEKBU3UTOB 3JIEKTPOHHOTO IOKYMEHTA;

3) mosHOMOYMH cTaTyca BCEX JIUI], C UCHOJIb30BAHUEM 3JIEKTPOHHOW IU(PPOBON MOANUCH
KOTOPBIX yJOCTOBEPEH AJIEKTPOHHBIN JOKYMEHT.

65. Peructpauus sneKTpoHHOro JokyMmMeHTa ciuyx6oir JIOY ocymecTBisercs npu
YCTAaHOBJIEHUM TPUHAIICKHOCTH DJIEKTPOHHOTO JOKYMEHTa OTIPAaBUTENI0 U LEIOCTHOCTU
COJIepKaHUsl IyTeM MPOBEIEHHs MPOLEeNyphl MPOBEPKU 3JIEKTPOHHOM IU(PPOBON MOANUCH U
MOJIyYEHUSI TOJOXKUTEIBHOTO pe3ylibTaTa TMPOBEPKH AJIEKTPOHHONW HHUPPOBOM MOANUCH
JOJDKHOCTHOTO  JIMIIA TOCYJapCTBEHHOIO oOpraHa (OpraHu3alyi), HCIONIb30BaHHOW IIpH
YIOCTOBEPEHUH JIEKTPOHHBIX JOKYMEHTOB, N3/1aBa€MbIX UM B MpEJIesiax ero MOJTHOMOYHNH.

66. Peructpupyemsle JokyMeHTHI nocie ux peructpaunu B PK® u OPKK nepenatorcs Ha
paccMOTpeHHEe PYKOBOJCTBY OPraHU3ALMHU WM CTPYKTYPHOMY HOJPA3ACIICHUIO (JI0JIKHOCTHOMY
JMILY) 7Sl IPUHATUS PELIEHUS.



IIpu HeoOxomuMocTH O€30TIAraTeNbHOIO HCHOJHEHMS IOCTYNHBLIETO JOKYMEHTA
JIOITYCKAEeTCsl 03HAKOMIICHHE MCIIOJHUTENS C €r0 COACPKAHUEM 10 PACCMOTPEHUs TOKYMEHTa
PYKOBOJICTBOM OpraHM3aluu (CTPYKTYPHOTO MOIpa3IeiaeHus).

67. Ilpu mOCTyIUIEHUU BXOISIIETO JOKYMEHTAa, HAMPaBICHHOIO TOJBKO Ha OyMa)KHOM
Hocutene, ydacTHUK CDJ] Bocmpou3BOAUT B 3JIEKTpOHHO-IH(PpOBYHO (opmy (CkaHHpYET)
MOCTYMHBIINKA JOKYMEHT U BCE €ro MPUJIOKEHUS B OJIMH AJIEKTPOHHBIN ¢ailn omxHoro dpopmara
(37IEKTPOHHOTO JOKYMEHTA, YA0CTOBEPEHHOTO AJIEKTPOHHON IIU(PPOBOI MOAIHUCHIO).

68. TlonyyeHnue u perucTpaius dICKTPOHHOTO JOKYMEHTa nmoATBepxaatoTcs B COJl myrem
nepeJaud OTIPABUTENIO YBEAOMIICHUS-KBUTAHIMU - 3JEKTPOHHOTO JTOKYMEHTA, cojepiKaluein
JTaHHbIE O (PAKTHUECKOH TOCTaBKe U CIEAYIOLIUE OTMETKH (J1ajee - yBeIOMJICHUE-KBUTAHIINSA):

1) nanHbie 00 OTIpaBUTEIE YBEAOMIICHUSI-KBUTAHIINY;

2) naty, BpeMs MOJIY4eHHUSI SJIEKTPOHHOTO TOKYMEHTA;

3) maty peructpaludd U PErUCTPaIlMOHHBIA HOMep, npucBoeHHBIM B COJ] momydarens
3JIEKTPOHHOI'O IOKYMEHTA;

4) 5NeKTPOHHYIO HU(PPOBYIO MOAMUCH COTPYAHUKA Ciryx0bl JIOY rocymapcTBeHHOro opraHa
(opranuzanum) - moyydatesns (Iociie perucTpauu 3EeKTPOHHOTO TOKYMEHTA);

5) naHHble 00 OTBETCTBEHHOM MCIIOJIHUTEJIE TOCYJApCTBEHHOIO OpraHa (OpraHu3aluu)-
MOJTy4aTeis.

lNocynapctBeHHbIf oOpran (OpraHu3aius) - MOJdy4daTeldb OOECIEeUMBAET AaKTYyaJIbHOCTh M
JIOCTOBEPHOCTH JIaHHBIX 00 OTBETCTBEHHOM HCIIOJIHUTENE SJIEKTPOHHOTO TOKYMEHTA.

69. DNeKTPOHHBII JOKYMEHT CUMTAETCS HE JOCTABICHHBIM I1OJIY4aTEeNt0, €CIH OTIIPABUTEIND
HE MOJIYYHJI YBEJOMJICHUSI-KBUTAHIIMH O MOJIYYEHUH 3JIEKTPOHHOTO JOKYMEHTA.

70. Ecnu yBenomiieHHWE-KBUTAHLMS HE IOJYyYEHO OTIPABUTEIIEM B TEYEHHE OJHOTO
pabodero IHs IMOCIE OTIPABKH SJIEKTPOHHOTO JOKYMEHTa, TO OTHPaBUTENb YBEIOMIISET
1oJiyyaTesist 00 OTCYTCTBUU MOJATBEPKACHUS MOIYUEHUS 3JIEKTPOHHOTO IOKYMEHTa IIPU TOMOLIHU
WHBIX CPEACTB CBS3H.

[Ipn nmoctymieHun OyMa)KHOTO OKYMEHTa, KOTOPBIM YK€ 3aperucTpupoBaH B Qopmarte
AJIEKTPOHHOI'O IOKYMEHTa M HaxoJIuTcs B 00pabotke, ciayx00it JIOY Ha Oyma)kHOM JOKyMEHTE
MPOCTABIIAETCS OTMETKA O TMOCTYIUICHUM JOKyMEHTa. B paHee CO3MaHHOW 3JIEKTPOHHOU
PETHCTPAllMOHHON KapTOYKEe JAaHHOTO JIOKYMEHTAa MPOM3BOAUTCA OTMETKAa O HAJIMYHUH
OyMa)xHOTO JOKYMEHTA.

71.  JIOKyMEHTBI, = PAcCCMOTPEHHBIE  PYKOBOJACTBOM  OpraHu3alMd  (CTPYKTYPHOTO
nojapasjaenenus), Bo3spamiatorcs B cnyx0y A0V, rne B PK® u OPKK BHocsTCs conmepxaHus
PE30JIIOLINMN, a TOKYMEHTHI IIEPEAAIOTCS UCTIOHUTEISAM.

JIOKYMEHT, MCIIOJIHEHHE KOTOPOTO BO3JI0KEHO Ha MOJBEJOMCTBEHHBIE (- YI0) OpraHu3aluu
(- ©0) u (WIM) HECKONBKO CTPYKTYPHBIX MOMAPA3JCiCHHI, MepeiacTcsi UM OJHOBPEMEHHO B
konusix ¢ coorBercTBytonieit ormeTkoil B PK® n OPKK. [loanuHHMK nepenaeTcst HCTIONHUTEIIO,
YKa3aHHOMY B PE30JIIOLIMU MIEPBBIM.

[Iepenayda 31€KTPOHHBIX JOKYMEHTOB HCIIOJIHUTENSAM OCylIeCTBIseTCs mocpenctsoM CO/I.

[locTynuBime TenerpaMMbl MNPUHUMAIOTCA TMOJ PACIHUCKY C TMPOCTaBIEHUEM JaThl U
BPEMEHH MpHEMa, PETrUCTPUPYIOTCS, a 3aTeM IepeAaroTcsl Ha PacCMOTPEHHE PYKOBOJACTBY H
UCIIOJITHEHHUE.

Texct mnocTynuBmell TenepoHOrpaMMBbl 3amuchIBaeTCsl (Iedaraercsi) IoJydaresem,
PETUCTPUPYETCA U ONIEPATUBHO MEPENAETCS PYKOBOAUTENI0, KOTOPOMY OHA aJpECOBAHa.

I[Ipu npueme TtenedoHOrpaMMbl OQOPMIIAIOTCS  CIEAYIOIIME  PEKBU3UTHL:  TEKCT,
OTHpPABUTENb, HAUMEHOBAHHE BHUAA JIOKYMEHTa, Jara, HOMEp, HAUMEHOBAaHUE JOJKHOCTH,
WMHUIMA UMEHH U (paMuiIus Jula, NoJnucaBiiero J0kyMeHT. Kpome Toro, ykasarbh JOKHOCTH
¥ (aMunuuM NHI, TepeNaBlIINX W MPUHSBIIUX TeledOHOrpaMMy, Yachl M MUHYTHI TpUeMa-
nepeavm.

72. Ilpu pemieHUH BONPOCOB 0€3 COCTABJICHUS JOMOJHUTEIbHBIX JTOKYMEHTOB UCIIOIHUTEIb
nenaetr otMeTku Ha mokymeHTe ' PK® m DPKK: o mare moctymienust (eciau oOpa3oBaics
MHTEPBAJl BPEMEHU MEX]y MOCTYIUIEHUEM JOKYMEHTA M €ro JOCTaBKOW MCIIOJIHMUTENI0); AaTax



IPOMEKYTOYHOT'O MCIIOJIHEHHS (3aIpoC CBEICHUH, Tee()OHHbIE IEPEroBOPhl U pYyrHe); 1aTe U
pe3ynbTaTaX OKOHYaTEIbHOTO UCIIOJHEHHUS.
Bce oTMeTKH Ha TOKyMEHTE pa3MeIaloTcsl Ha CBOOOTHBIX OT TEKCTa MECTaXx.

IMaparpad 2. Ilopsaok 00padOTKH MCXOAAIIMX JOKYMEHTOB

73. O6paboTKy UCXOAIINX JTOKYMEHTOB OCYIIecTBIsAET ciayxoa JIOVY.

IIpu npueme nOKyMeHTOB aisi oTnpaBku ciyx0a IOV mnpoBepsier npaBUIBHOCTD HX
opopMIICHHS, HaJM4M€ U TMOJHOTY MPHJIOKEHUH, YyKa3aHHbIX B OCHOBHOM JIOKYMEHTE.
HenpaBuibHo oopMIIeHHBIE TOKYMEHTHI BO3BPAIIAIOTCS UCTIOTHUTEIISM.

74. llonnucaHHble JOKYMEHTHI PETHCTPUPYIOTCS U OTHPABISAIOTCA ajapecary (aapecaraM) B
JIeHb MX MoJnucaHus (YTBEPKACHUS) MM HE TIO3/IHEE CIEAYIOMIEro pabodero AHs, TelerpaMMbl
U Tenedakchl - He3aMeTUTENBHO.

B COJ1 nomyckaercss aBTOMaTHYeCKOE MPUCBOCHUE PETHCTPALIMOHHOTO HOMEpa M JIaThl
JIOKYMEHTA IpU MOANKUCAHUY IIEKTPOHHOTO HoKymeHTa DIIII.

75. OpuruHaigbl UCIIOJHEHHBIX OYMa)KHBIX JTOKyMEHTOB BMECTE C OTILyCKOM JOKYMEHTa
NePealoTCs B TE€ CTPYKTYPHBIC MOAPA3/ICIICHUs UIIH MOJBEAOMCTBEHHBIE OpraHU3alluu, KOTOPhIE
SIBJISUTUCH OCHOBHBIMH HCIIOJIHUTEIISIMH M TIPOU3BOIAT (POPMHUPOBAHUE COOTBETCTBYIOIIUX JIEIT
COTJIACHO HOMEHKJIAType JIe.

76. TIlepem oOTHmpaBKOW AJIEKTPOHHOTO JOKYMEHTa IPOBEPSETCS NPABMIBHOCTH €0
opopmiieHUs (HamU4Me OO0SA3aTEeIbHBIX PEKBU3UTOB DJIEKTPOHHOTO JIOKYMEHTa), B TOM YHCIE
OPOBOTUTCS ~ MPOLEAypa TPOBEPKHA  AJIEKTPOHHOW  IU(PPOBOH  NOINHCH, MPOBEPKU
MOJIOKUTEIBHOTO  pe3yibTara dSJIEKTPOHHOM IUGPOBOM MOANUCH U  PErHCTPAI[MOHHBIX
CBU/ICTEIILCTB.

OTBETCTBEHHOCTh 3a COOTBETCTBHUE COJEPKAHUS AIIEKTPOHHOTO JOKYMEHTa MOAIMHHUKY
OyMa)KHOTO JJOKYMEHTa HECeT TOCYIapCTBEHHBIN OpraH (OpraHu3anus) - OTIIPABUTENb.

77. Ecnu JOKyMEHT, HalpaBJeHHBIH B JPYryl0 OpraHU3aluIo, T0JKEH ObITh BO3BpAILEH, TO
B TIPAaBOM BEPXHEM YTIIy MEPBOTO JIMCTA JOKYMEHTa Ha OyMa)KHOM HOCHTEJNIE Ha CBOOOIHOM OT
TEKCTa I10JIe MPOCTABIISIOT LITAMII MJIU JIe1al0T IOMETKY O BO3BpaTe, TaKyl0 e MOMETKY JIeaioT
B PK® n OPKK.

ITaparpa¢ 3. Ilopsanok NpoxosKaeHusi BHYTPEHHUX JOKYMEHTOB

78. IlpoxoxJeHre BHYTPEHHUX JOKYMEHTOB Ha 3Talax MX MOJATOTOBKH U 0GOpMIICHUS
COOTBETCTBYET HPOXOXKACHUIO HUCXOJAUIMX JOKYMEHTOB, Ha 3Talle HCIOIHEHMS - BXOISAIIMX
JIOKYMEHTOB.

79. llepemaya BHYTPEHHHMX JOKYMEHTOB MEXIY CTPYKTYPHBIMHM IOJPAa3ACICHUIMU
OCYIIECTBIIAETCS  JOJDKHOCTHBIMM  JIMLAMH, OTBETCTBEHHBIMM 32  JOKYMEHTAllMOHHOE
o0OecrieyeHre YIpaBlIeHUsT B CTPYKTYpPHBIX MOApa3jieieHusX. JOKyMeHThl mepenaiorcs C
cooTBeTCTBYIOIIEH 0TMETKOM B PK®.

JIOKYMEHTBI, CO3/ITaHHBIE B MpoIIecce MEPENUCKU MEXKIY HUCIOIHUTENbHBIMUA OPTraHaMu U UX
MOJIBEJOMCTBEHHBIMH ~OPraHU3allUsMU, a TaKXe MEXAY HCIOIHUTEIbHBIMU OpraHaMy,
(buHaAHCUPYEMBIMU U3 MECTHOIO OIO/KETa, HE BKJIIOUAIOTCS B COCTaB BHYTPEHHUX JTOKYMEHTOB.

ITaparpa¢ 4. Ilopsinok perucTpanum J0KyMEHTOB
80. Perucrpanuu noanexar J0KyMEHTHI, TpEOYIOLIHE y4eTa, HCIIOJHEHUS U UCTIONb30BAHUS

B MH(QOPMALMOHHO-CIIPABOYHBIX LIETIAX.
81. Perucrpanusi TOKyMEHTOB OCYIIECTBIISICTCS LIEHTPATU30BaHHO ciryx00i JIOVY.



82. JIBnkeHue NOKyMEHTOB B OpraHM3allMd C MOMEHTa MX CO3JaHMs WIN MOJy4eHHS /0
3aBEpILICHMs UCIOIHEHUs, OTIPABICHUs, (OPMHUPOBAHUS Jiejla U CAa4d B apXUB OpraHU3alUu
o0pa3zyeT TOKyMEHTOO0OpOT.

83. O6beM JOKYMEHTOO0O0pOTa OIpeesIAeTCsl OOIIUM KOIMYECTBOM BXOASAIINX, UCXOIAIINX
Y BHYTPEHHUX JOKYMEHTOB 3a MECHLl, KBapTaJ, TOJ.

3a eAMHUIY yyeTa KOJIMYECTBA JIOKYMEHTOB IIPUHUMAETCS caM JJOKYMEHT 0e3 yueTa KOMUH.

84. B opranmzamusx c¢ o0beMoM J0KymeHTooOopota cBbime 2000 TOKyMEHTOB B TOJ
JIOITyCKAETCsl JILIEHTPAIN30BaHHas pPerucTpanus JOKYMEHTOB, IIpU KOTOpoi B ciyxbe JOY
PETUCTPUPYIOTCSI JOKYMEHTBI, IOCTYNAIOIIME Ha PACCMOTPEHHE PYKOBOJCTBA OPraHU3alINU,
pacropsauTeIbHble JOKYMEHThl OpraHU3alluM, oOpalleHuss pU3NUeCKUX U IOPUANYECKUX JIMIL,
Iepenucka 3a MOANMCHIO PYKOBOJCTBA, B CTPYKTYPHBIX IOJPA3ACICHUSIX PETUCTPUPYIOTCS
aZipeCOBaHHbIC JAHHBIM CTPYKTYPHBIM IIOIPA3ACICHUSAM JOKYMEHTBI.

JIOKyMEHTBI, IepelaBaéMble WM IPUHHMMAaeMble 10 KaHajlaM CBSI3U, PETUCTPUPYIOTCS B
ciyx6e IOY unu CTpyKTYpHBIX HOJPa3eNIeHHsIX, OCYIIECTBISIIOIUX UX IIpUeM (Ilepeauy).

85. Perucrpauusi ¥ npueM MNOAJMHHUKOB OYMa)XHBbIX JOKYMEHTOB, OyMa)KHbIX KOIHUMN
3JIEKTPOHHOIO JIOKYMEHTA, MOCTYNAIOUIMX OT y4acTHUKOB COJI, OCyIIECTBIAIOTCS TOJIBKO IPU
HAJIMYUU COOTBETCTBYIOLIUX 3JEKTPOHHBIX JTOKYMEHTOB.

86. JIOKyMEHTBl pPETUCTPUPYIOTCSI B OpraHu3allid OJIWH pa3: BXONALIME - B JCHb
MOCTYIUIEHUS, UCXO/ASIIIME U BHYTPEHHHUE - B IEHb OANUCAHUS (YTBEPKICHUS).

JIOKyMEHTBI, HE3aBEpLICHHbIE JIEIONPOU3BOJCTBOM, MM TPeOYIOIIHE UINTEILHOIO CpoKa
VCIIOJIHEHUS, IEPEPErUCTPALlMU HE MTO/JIeXKAT.

IIpu nepenave TOKyMEHTa JUIsl UCTIOJIHEHHs (O3HAKOMJICHMSI) U3 OJHOIO MOJpPAa3/IeIeHus B
JIpyroe HOBBIM PErMCTPALlMOHHBIA HOMEpP HE npucBauBaerca. Ha HM)KHEN CTOPOHE MOCIEIHETrO
JMcTa JOKYMEHTa WIM Ha ero o0opoTHOH cTopoHe, a Takke B PK® mpocrasnsercs nata (mpu
HEO0OXOIMMOCTH - BpeMsl) Iiepejayu.

87. Peructpanys BXOJAIMX MU UCXOIAIINX JOKYMEHTOB-OTBETOB ocyniecTBisieTcss B PKD
MHUIUATUBHBIX IOKYMEHTOB.

Perucrpanus MCXOIsAIUMX JAOKYMEHTOB (MHHULMATUBHBIX M OTBETHBIX) OCYLIECTBISETCS B
enuHor PK® ucxoadmumx JOKyMEHTOB.

88. B opranmzanuu npumMeHsores ciaenyromue PKO:

1) xapTouka perucTpaluy BXOASIIMX JOKYMEHTOB, KapTOYKa PETUCTPALMU HCXOMASIIUX
JOKYMEHTOB W KapTOdyKa pErucTpaluyd BHYTPEHHUX JIOKYMEHTOB IO (hopMe COracHO
npuiioxkeHuto 14 x Hacrosmmm IIpasunam;

2) JKypHal pEruCTpallMyd BXOJAIIMX JOKYMEHTOB, >XypHall PETHCTPAllUU HCXOASIINX
JOKYMEHTOB W JKypHajJl pErucTpalud BHYTPEHHUX JOKYMEHTOB IO QopMe COrJIacHO
npuiiokeHuto 15 k HactosmuM IIpaBunam.

89. VYcraHaBnMBaeTCs CIEAYIONIMH COCTAaB CBEIEHUM O JOKYMEHTE, IMOJIeKaIeM
00s13aTeNIbHON perucTpaluu:

1) HauMeHOBaHWE OpraHU3aluy (aBTOPA WM KOPPECTIOHICHTA);

2) HaMEHOBaHKE BU/1a JJOKYMEHTA;

3) nata u perucTpalMoHHbIN HOMEp (MHAEKC) MOCTYIUBIIETO TIOKYMEHTA;

4) 3aroJI0BOK K TEKCTY (KpaTKoe cojiep:kaHue JOKYMEHTa);

5) pe3ontonus (MCTIONHUTENb, COJIEP KaHNEe TOPYUEHUs, aBTOP, /1aTa);

6) CpPOK MCIIOJTHEHHS JJOKYMEHTA;

7) NONUCH UCTIOIHUTENS O MOJyYEHUH T0KYMEHTA;

8) oTMeTKa 00 MCTIOIHEHUH JOKYMEHTA M HaIlPaBJICHUHU €T0 B JIEJI0.

CoctaB 00s3aTeNbHBIX CBEJEHUN B 3aBUCHMOCTH OT XapakTepa JOKyMEHTa U 3ajad
UCTOJIb30BaHUSl MHGOpPMAllUU TPH HEOOXOJUMOCTH JOMOJHSETCS JPYTMMH CBEACHUSIMHU
(Hanmu4Me MPUIIOKEHUH, KOJIMYECTBO JIMCTOB, MEpeMEIleHNe JOKYMEHTa BHYTPU OpraHU3alui,
MEPEHOC CPOKOB UCIIOITHEHHUS).




90. Wudopmammss o MOKYMEHTax, IOJy4YeHHAs NpPHU UX PETUCTPALUU, TOCTYMaeT B
MH(OPMALIMOHHO-TIOUCKOBYIO ~ CHUCTEMY, KOTopasi BKJIIOYaeT B ce0s KapToTeKu U
KJI1acCU(UKAMOHHBIEC CTIPAaBOYHHKH.

91. PK® cocTaBisitoT Ciieayronme KapTOTeKU:

1) o KoppecnoHAeHTaM;

2) 1o BUaM JOKYMEHTOB;

3) 1o aBTOpaM JJOKYMEHTOB;

4) KOHTPOJIBHBIC,

5) Koau(pUKAIMOHHEIE;

6) 1o oOpameHusIM HU3NIECKUX U FOPUIMISCKUX JIUIL;

7) Apyrue B 3aBUCHMOCTH OT 3a/1a4 TIOUCKa WH(OpMAIIUH.

92. VYyactauku C3J] HCHONB3YIOT €IWHYI0 HOPMATHBHO-CIPABOYHYIO HH(POPMAIIHIO.
PerynupoBanne W UW3MEHEHHWE HOPMATHUBHO-CIIPABOYHOW  HMH(OpPMAIHMH, Kacaroliencs
OpraHU3aIMOHHO-PACTIOPSAUTENFHON TOKYMEHTAIIUH, OCYIIECTBIIAET YIIOJTHOMOYEHHBIH OpraH.

93. Tlonst 3amucu 0a3bpl JaHHBIX ABTOMATHU3MPOBAHHOW HH(OPMAIIMOHHO-TIOUCKOBOM
CUCTEMBI JIOJDKHBI IMOJIHOCThIO OTBEYATh IMapaMmerpaM IOCIEIYIOIIEro OMepaTUBHOTO MOMCKA
JOKYMEHTOB M KOHTPOJIS 32 HCIIOJTHEHHEM JIOKYMEHTOB.

IMaparpad 5. Iopsaok UCNOJIb30BAHUS JIEKTPOHHOUH IU(PPOBOH MOANMHUCH

94. VwuactHuku C3]l obecneyuBalOT MOMJIMHHOCT U  LEIOCTHOCTh 3JEKTPOHHBIX
JIOKYMEHTOB IIyTEM:

1) wunterpupoBanus (compspkeHusi) B CDJl cpencTB KpUNTOrpapUuecKo 3alluThbl
UHPOpPMALINHY, PeaTu3yIIUX Iporecc (GOPMHUPOBAHUS M TMPOBEPKH AIEKTPOHHOU IH(pPOBOI
HoaNMCH (CpeicTBa SJIEKTPOHHOM NM(POBON MOANUCH), a TaKKe MNPOLISAUIMX MPOLETYPY
MOJTBEPXKJIEHUSI COOTBETCTBMSI B NOPSAJKE, YCTAHOBJIEHHOM 3aKOHOJATENbCTBOM PecmyOnuku
Kazaxcran B 00J1aCTH TEXHUYECKOTO pEryIUpOBaHMS;

2) coOroAeHUS pa3rpaHUUEHUs MPaB JOCTYIA K SJIEKTPOHHBIM JIOKYMEHTaM.

95. Yuactaukam CO/] cnenyer:

1) xpaHuTh B TaliHE CIy>Ke0HYI0 HH(OPMAIINIO, CTABIIYIO UM U3BECTHOM B MPOIeCCe pabOThI
CO CpeACTBaMHU KpUNITOrpauiuecKoi 3aIuThl HHPOPMALIUY;

2) XpaHUTh B TallHE COJEP)KaHUE 3AKPBITHIX (CEKPETHBIX) KIHOYEH CPEACTB 3JIEKTPOHHOM
U poBoOH NOAMHCH (CPeICTB KpUNTorpadhuieckoi 3amuTsl HHGOpMaIum);

3) obecreunBaTh COXPAHHOCTh HOCHUTENEH KIIF0UeBOM MH(GOPMaIUU U JPYTUX JOKYMEHTOB O
KJIH0Yax 3JEKTPOHHON U(PPOBON MOAMKCH, BBIIABAEMBIX C STUMH HOCUTEIIIMU UH(OpMAIHH;

4) ocymecTBIATh CHHXPOHU3ALMIO BPEMEHN Ha NEPCOHAIBHBIX KOMIBIOTEPAX € 3TaJIOHHBIM
BPEMEHEM;

5) He OCyLIECTBIATh SKCIUTyaTalllio0 MPorpamMM (B TOM YHUCIE - BUPYCHI) HA MEPCOHATbHBIX
KOMITbIOTEpaxX, KOTOpble HapymaroT (YHKIMOHMPOBAHUE CPEICTB DJICKTPOHHOH IUppOBOH
MOJIKUCH, B COOTBETCTBUHU C TPEOOBAHUAMHU MO HCMOJIb30BAHUIO CPEACTB KpUNTOrpaduueckoit
3alIUThI UH(OPMAIIHH.

96. [ns odopmieHHs] SJNEKTPOHHBIX TOKyMeHTOB B COJl rocynapcTBEHHBIX OpPraHOB
UCTIOJIB3YIOTCSl TOJBKO T€ 3aKPBIThIE (CEKPETHBIE) KIIOYM 3JEKTPOHHOM IM(POBOM MOIIMUCH,
KOTOPBIM COOTBETCTBYIOT OTKPBITHIE KJIIOUM 3JEKTPOHHOM HHUQPPOBOM MOANKMCH, HUMEIOIINE
JENCTBYIOINE PETUCTPALIMOHHBIE CBUIETENBCTBA, BbIAaHHbIe Y[ ['O.

97. Tlopsimok mTpuUMEHEHHsI AJIEKTpOHHOW mudpoBor momanmucu B CDOJl 3akimodaercs B
CIIEIYIOIIEM:

1) dopmupoBaHue 5I€KTPOHHON LH(POBOW MHOAMUCH ISl MOAMNUCAHUS DSJIEKTPOHHOTO
JIOKYMEHTA OCYILECTBIISETCS C UCIIOJIb30BAHUEM:



OMHOW WIJIM HECKOJNbKHX OJJEKTPOHHBIX LUQPOBBIX MOAMUCEH JOHKHOCTHBIX —JIHI]
roCyJapCTBEHHBIX OPraHOB IIPU YAOCTOBEPEHUH AIEKTPOHHBIX TOKYMEHTOB, U3/1aBa€MbIX UMHU B
npeaenax ux NoJIHOMOYU;

OJTHOM 3JIEKTPOHHON LM(POBOM MOANHUCH COTPYIHHMKA MOAPA3ACICHHS JOKYMEHTAllUOHHOTO
00ecCIICUCHHUS;

2) popMupoBaHue 3IEKTPOHHOMN MPPOBON NOANMCH JOHKHOCTHBIX JIMIL FOCYIapCTBEHHOIO
opraHa IpH YyJIOCTOBEPEHHM 3JIEKTPOHHBIX JOKYMEHTOB, H3/1aBA€MbIX MMHU B IIpelenax HxX
IIOJIHOMOYUH:

JOJDKHOCTHOE JIMLIO TOCYHApCTBEHHOIO OpraHa Ipu YJOCTOBEPEHHM AIIEKTPOHHBIX
JIOKYMEHTOB, M3/1aBaéMbIX MM B Ipejeiax ero MOJIHOMOYMH, yaoCTOBepsieT (IIOJIUCHIBAET)
TEKCT JOKYMEHTa (BIOXKEHHBIH (-ble) (hailyibl) 10 €ro perucTpanuy ¢ NPUMEHEHUEM
3JIEKTPOHHON 1IM(pOoBOI moanKcH, KoTopas 00ecreuynBaeT NOJJIMHHOCTh U LIETOCTHOCTh TEKCTa
JIOKYMEHTA;

(bopMHpoBaHKE FIEKTPOHHON IU(PPOBON MOANMCU JOKHOCTHOIO JIMIIA TOCYAapCTBEHHOTO
OopraHa IMpU YAOCTOBEPEHUH HIIEKTPOHHBIX JIOKYMEHTOB, H3/1aBa€MbIX MM B IIpelenax HxX
HOJTHOMOYMH (TIepBOM 371EKTPOHHON LM(POBON MOANUCH) OCYIIECTBISIETCS C UCHOJIb30BAHUEM
CPeACTB KpUNTOrpagpuuecKor 3amuThl HHPOPMAIIUH, PEATH3YIONIHNX Mpolecc (GOPMUPOBAHUS U
IPOBEPKH 3JEKTPOHHOM 1MdpoBOil moamucu (cpeacTBa 3IEKTPOHHOW LU(GPOBOM MOANUCH),
KJIIOYEBOTO HOCHTENs WH(POPMALUU CPEACTB KpHUNTOrpadudeckoil 3amuTsl HHGOpMauu u
PErucTpaliMOHHOIO CBUJIETENLCTBA, NOAy4eHHBIX B Y1 I'O;

3) mpUMEHEHHE JIEKTPOHHOW WHM(PPOBON TMOANMUCH COTpyAHHKA Ciyx0bl JOY mis
HEPECHUIKH 3JEKTPOHHOTO JOKYMEHTA MEKIY IOCY1apCTBEHHBIMU OpTaHaMMU:

AJIEKTPOHHOW IU(PPOBOKH MOANKCHIO cOTpyaHHKa ciyx0b1  JIOY  ynocroBepsiercs
(moAnmuChIBaeTCs) UIEKTPOHHAs PErMCTPAaLMOHHAs KapTouka (yHUKaJIbHBIM HIEHTH(]UKATOP,
HazHaueHHbIH u3 COJl, nara JOKyMeHTa, aBTOp MAOKYMEHTa M 3JIEKTPOHHBIM JOKYMEHT,
yJIOCTOBEPEHHBIN AJIEKTPOHHON HHU(POBOM MOINKMCHIO AOJKHOCTHOIO JIMIIA TOCYAapCTBEHHOTO
oprasa).

@dopMUpOBaHUE  DJIEKTPOHHOM  IU(PPOBOH  MOAMUCH  COTPYIHUKA  MOJpa3/eleHus
JOKYMEHTAallMOHHOTO  O0ECMEYEeHMs]  OCYILECTBISIETCSl C  HCIOJb30BaHUEM  CPEICTB
KpUnrorpaguuecko 3ammThl HMHGOPMAIMM, pPEATU3YIOIMIMX Hpolecchl (HOPMUPOBAHUS H
IPOBEPKU 3JIEKTPOHHOW IUPPOBOM moamucu (cpeicTBa 3JIEKTPOHHOM LU(POBON MOAMKCH),
KJIFOUEBOI'0 HOCUTEIIS U PETMCTPALMOHHOTO CBUAETENLCTBA, OIy4eHHbIX B YI[ T'O.

IMaparpa¢ 6. O6ecnieuenne nuopmanuonHoii 6ezonacuoctu CIJ]

98. UndopmannonHas 6€30MacHOCTh almnapaTHO-IPOrPaMMHOI0, TEIEKOMMYHHUKAIIMOHHOTO
obecrieuenns CDJ] pernmamMeHTUPYeTCSs COOTBETCTBYIOIIMMH HOPMATHBHBIMHM IPABOBBIMU
aktamu PecnyOnuku Kazaxcran B o6siactu obecrnieuennsi HHGOPMAIIMOHHONW O€30MacHOCTH.

®ynkunonupoBanue COJl, enMHON TPaHCIOPTHOM Cpellbl TOCYIapCTBEHHBIX OpPraHoB, Y1
'O, nepeuenr yuacTHukOB CDOJ], ux 00f3aHHOCTH, OTBETCTBEHHOCTh OIPEAEISAIOTCA U
OCYILIECTBIISIFOTCS  C  BBIIOJHEHHEM TpeOoBaHMi HH(POpPMAMOHHON  Oe30macHOCTH B
COOTBETCTBUU C JOrOBOPAaMHM Ha BBIIIOJHEHUE COBMECTHBIX paboOT 1o oOecrneyeHuro
UHPOPMALIMOHHOM 0€30IaCHOCTH MEXAy OpraHu3aluei-3aKka3uukoM, TOCYAapCTBEHHBIMU
OpraHaMHy U HKCIUTYaTUPYIOIIMMH OpraHu3alusIMy (OpraHu3alusIMU-UCTIOHUTEISIMHU ).

99. CpencrBa kpuntorpadpuyeckoil 3amuTel HHOOPMAIMM, peATU3YIOLIUe IMPOLECcC
(bopMUPOBaHUS W TPOBEPKU DJIEKTPOHHOM LHUQPPOBOM MOAMMCH, HUCHOIB3YIOTCS B CTPOrOM
COOTBETCTBUU C UX IKCIUIyaTallUOHHOW JJOKYMEHTAlMEN U TpaBUJIAMU UCIIOJIb30BaHUS.

100. JIokyMeHTBI, coAeprKalue CBEAEHUS, COCTABIISIIOLIME TOCYIapCTBEHHBIE CEKPETHI, HE
noJyIexar npuemy, oopaboTke, XxpaHeHuro u nepenade yepe3z CO/1.



IHaparpa¢ 7. Ilopsiaok KOHTPOJISI MCIIOJTHEHHUS IOKYMEHTOB

101. KoHTpoJib UCTIOTHEHUSI TOKYMEHTOB BKJIIOYAET MOCTAHOBKY JOKYMEHTA Ha KOHTPOJIb,
peryanpoBaHue X0Aa UCIIOJIHEHUS, CHATUE UCIIOJHEHHOTO IOKyMEHTa ¢ KOHTPOJIsl, HallpaBJIeHHE
UCTIOJIHEHHOTO JIOKYMEHTA B JI€JI0, y4eT, 0000IIeHne U aHaJN3 X0/1a U PEe3yIbTaTOB HCIIOTHEHHS
JIOKYMEHTOB, UH(OPMUPOBaHHE PYKOBOJICTBA O COCTOSIHUU MCIIOJIHEHHs IOKyMeHTOB. CBenieHus
00 WCHOJHEHWH JOKYMEHTOB, NOJUIeKAIIMX KOHTPONIO, M OOpameHuil (u3ndeckux u
IOPUJIMYECKHUX JIMIL] 3aMI0JIHSAOTCS COTIacHo npuiioxkenusM 16 u 17 k Hacrosmum IIpaBuiam.

KoHTpob ucronHenns JOKYMEHTOB BKJIFOYAET CIIEIYIOIINE ITallbl:

1) nocTaHOBKa JOKYMEHTOB Ha KOHTPOJIb;

2) mpoBepKa CBOEBPEMEHHOCTH JTOBEIEHUS JJOKYMEHTOB JI0 UCIIOJIHUTENIEH;

3) npeaBapuTEIbHAS IPOBEPKA U PErYJIIMPOBAHUE X01a UCIIOJHEHHUS;

4) cHATHE JOKYMEHTa C KOHTPOJIS;

5) HampaBJIeHHE UCIIOJIHEHHOI'O IOKYMEHTa B JIEJI0;

6) ydert, 0000IICHIE U aHAJIU3 PE3YIbTATOB KOHTPOJISI UCIIOTHEHHS JOKYMEHTOB;

7) nHGOPMUPOBAHUE PYKOBOJICTBA O XOJI€ U Pe3y/IbTaTaX UCIOJIHEHUS TI0KYMEHTOB.

102. KoHTpoJ1t0 MOjIeKaT BCE 3aperucTPUPOBAHHBIC JOKYMEHTHI, TPEOYIOIINE UCTIOJIHEHUS,
B TOM 4YMCJI€ HPOLLIBIX JIET, KOTOPbIE B CUJy PA3IUYHBIX NPUYMH HE ObUIM MCIIOJHEHBI U MX
UCIIOJIHEHUE TIEPEHECEHO Ha TeKyIIMH roja. B aTux ciydasx mepeperucrpanusi JOKyMEHTOB HE
npoBojuTcs, a B PK® yka3piBatoTCsi BHOBb YCTaHOBJICHHBIE CPOKH.

103. Axtel u nopyuenus Ilpesugenta Pecnybmuku Kazaxcran, PykoBoactsa
Anmunuctpamun Ilpesunenta PecnyOnuku KasaxcTtaH ¢ yd4eToM YCTaHOBJIEHHBIX CPOKOB
VCIIOJIHEHUS CTABSITCS HA CIIEIYIOIINE BUbI KOHTPOJIS:

1) cpouHBIif - ¢ MOMETKaMU: «BECbMa CPOYHO» - B TEUCHHE TpeX pPabOUMX JTHEH, «CPOUHOY,
«YCKOPHTBY - 10 IECATH pabounx JHEH;

2) KpaTKOCPOUHBIN - OT JeCATH pabOYMX JHEH 10 OTHOTO MECSIa;

3) cpeAHECPOYHBII - OT OJJHOTO JIO IIIECTH MECSIIEB;

4) nONTOCPOYHBIH - CBBIIIE IIECTH MECSIIEB.

Cpoku HCHOJHEHMsI TMOPYYEHUH, YCTaHOBJIIEHHbIE B akTax M mnopydeHusx [Ipesuaenra
Pecny6onuku Kazaxcran, Anmunucrpaunu Ilpesunenra Pecnyonuku Kazaxcran, Hcuucnsiorcs B
paboumx JHSAX CO JTHS UX MOCTYIUIEHUS B OpPraHU3aIHIo.

B cnydasx, eciii B IOpydeHHUAX HE yKa3aHbl CPOKHU, TO OHH MCIIOJIHSIOTCS. B MECSYHBIN CPOK
¢ BHecenueM uHpopmanuu B aapec IIpesmnmenta PecnyOmmkm Kazaxcran, AaMuHHCTpanuu
[Tpesunenta PeciyOnuku Kazaxcras.

104. Axtel u nopyuenus [IpaButenbctBa Pecnybnmuku Kazaxcran, IIpembep-Munucrpa
PecnnyOonukn Kaszaxcran unmu ero 3amecturenei u PykoBoautens Kanuemspum ITpembep-
Munuctpa PecniyOnuku Kazaxcran craBarcs Ha clieyoNue BUAbl KOHTPOJIS:

1) cpouHBIi KOHTPOIb C IOMETKAMH «BECbMa CPOUYHOY - B TEUEHUE OJHOTO pabovero JHs cO
JTHSI TIOCTYTUJICHUS] TIOPYYEHUS], «CPOUHO», «YCKOPHUTHY - HE MO3JIHEE, YeM 3a TpHU paboumx HHS,
€CJIM NHOE HE YCTAHOBJIEHO COOTBETCTBYIOLIUM IOPYUEHHUEM;

2) KpaTKOCPOUYHBIII KOHTPOJIb, HE TIO3/IHEE, YEM 3a IMITh pabouMx JHEH J0 YCTaHOBJIEHHOTO
CPOKa HUCIIOJIHEHUS, €CJIM MHOE HE YCTAHOBJIEHO COOTBETCTBYIOIIUM MTOPYUYEHUEM;

3) cpemHEeCpOYHBIM KOHTPOJIb, HE TIO3JHEe, YeM 3a JecATb pabdouux JHEH [0
YCTAaHOBJIEHHOIO CpOKa MWCIIOJIHEHHS, €CIM HHOE HE YCTaHOBJIEHO COOTBETCTBYIOIIUM
MOpYUYEHUEM;

4) NONroCpOYHBIM KOHTpPONb, HE TMO3JHEee, YeM 3a [JBaAlaTh pabouux JHEH 10
YCTaHOBJEHHOTO CpOKa MWCIIOJIHEHUS, €CIM HWHOE HEe YCTaHOBJIEHO COOTBETCTBYIOIIUM
MIOPYYEHUEM.

Cpoku UCHOJTHEHHs] TOpPYYEHHH, YCTAaHOBJIEHHBIE B akTax M mopydyeHusx [IpaButenbcrBa
Pecny6nuku Kazaxcran, [Ipembep-Mununctpa Pecniyonuku Kazaxcran wim ero 3amecturenet u
PykoBogutenst Kannenspuu I[Ipembep-Munuctpa PecnyOnuku Kazaxcran, HUCUHCISIIOTCS B
paboyuXx JHSX CO JHS UX MOCTYIUICHHUS B OPTraHU3aIHIO.




B ciyuasix, eciiu B IOpy4YEHHSIX HE YKa3aHbl CPOKH, TO OHU UCIOJHSIOTCA B MECSYHBIN CPOK
¢ BHecenueM wuHpopmauuu B azapec IIpaBurensctBa PecnyOnuku Kazaxcran, IIpembep-
Munuctpa Pecnybnuku Kaszaxcran mnm ero 3amectureneid m PykoBoaurtens Kanuemspuu
[Ipembep-Munuctpa Pecniyonmku Kazaxcrah.

Konrponsusie mnopyuenust Ilpesunenta PecnyOmuku Kaszaxcran wu  PykoBoautens
Anvunnctpanuu Ilpesunenta PecnyOnmkm Kazaxcran ¢ pesomorussmua Kk HuM [Ipembep-
Munuctpa Pecyonuku Kaszaxcran, ero 3amecrureneit u PykoBonurens Kanuenspuu [Ipembep-
Munuctpa Pecny6nuku KazaxcTan HCHONHSAIOTCS OpraHU3alusMyd He mosjaHee 20-ZHEBHOTo
CpPOKa CO JIHA IOpYYEHHS, €CIM B MOPYYEHMSIX HE YCTAHOBJIEHBI MHbIE CpoKU. OpraHusanus -
COMCIIOJIHUTENb HAMpaBJISeT CBOIO MH(OPMAIMIO OTBETCTBEHHOM OpPraHM3ally - UCTIOTHUTEIIO
HE II03/{Hee, YEM 3a IISTh JHEH 10 UCTEYEHUS YCTaHOBIEHHOIO CPOKa.

105. Cpoku WuCHOJHEHUS TMPOTOKOJBHBIX MOPYYEHUM, COAEpKAIIMXCSA B MPOTOKOJIAX
3acemanuii IlpaBurenbctBa PecnyOnmuku Kaszaxctan um coBemanuii y [nmaBel rocymapcrtsa,
pykoBozctBa [IpaButennbctBa Pecniybnuku Kazaxcran u PykoBogutens Kanuenspuu [Ipembep-
Munuctpa Pecniybnuku Kazaxcran, ucuucistorcss co JHS IPOBENEHUS 3aceiaHus (COBEIIAHUS).
B ToMm cnyuae, ecnu Ha 3aceqaHuM (coBeliaHMM) ObUT Ha3BaH CPOK HCIOJIHEHUS KOHKPETHOTO
NOPYYEHHUsI, TO COOTBETCTBYIOIIME OPTaHHM3AIM{, B aJIpec KOTOPHIX OBLJIO JAaHO MOPYYEHHE U
MPEJICTABUTENIN KOTOPBIX MPHUCYTCTBOBAM Ha 3acelaHud (COBEIIAHMM), MPHUCTYHAIOT K
UCIIOJIHEHUIO NIOPYUYEHUI cpa3y Iociie 3acefaHusl (COBEIIAHUs), HE J0XKHUAAACh MMOCTYIUIEHUS K
HUM IPOTOKOJIA 3ace/iaHus (COBELIaHMS).

106. KoHTponb WUCHOJHEHHS JIOKYMEHTOB II0 CYIIECTBY BOIpOca BO3Jaraercss Ha
PYKOBOJAMTEIEN CTPYKTYPHBIX MOAPA3ACICHUN WM JOJKHOCTHBIC JTULIA.

KoHTpoib 3a cpokaMu UCHOJHEHHS JTIOKYMEHTOB, 32 CPOKAMU PACCMOTPEHMsI OOpaleHHit
bu3NYECKUX U IOPUANYECKUX JIUI] OCYyIecTBIseTcs ciyx00it JJOVY.

107. Ilpum opranuzanuu KOHTpOJsi ucnonHeHus wucnonb3dyiorcss PK®. KonrtponpHas
KapTOTEKa CUCTEMATU3UPYETCS MO CPOKaM HCIOJIHEHMS JOKYMEHTOB, UCIOJHUTENSAM, IpyMIam
JIOKYMEHTOB.

108. JIOKyMEHT CHUMAETCsl ¢ KOHTPOJIS PYKOBOJIUTENEM, ITOCTABUBLIMM €r0 Ha KOHTPOJIb,
WM T10 €T0 MOPYYEHHUIO - ciryx00i1 JIOVY.

109. ITpu cmene pykoBoguteneit ciayx0bl IOY U CTpyKTYpHBIX NOApa3IeIeHUI TOKYMEHThI
u nena, a takke PK® x HuUM nepenarorcs BHOBb HA3HAYEHHOMY PYKOBOIUTENIO WIIN
OTBETCTBEHHOMY JIOJDKHOCTHOMY JIMILY 110 aKTy ITpUeMa-Tepeiayn.

MMaparpad 8. Ilopsinok yuyera U XpaHeHUs nevarTeil, IITAMIIOB U 0JIAaHKOB

110. Yuer, ucnonp3oBaHue, XpaHEHUE U YHUUTOXKEHHE IE€YaTHO-OJaHOYHOW MPOAYKIUH,
neyarei, ITaMIIOB, MOJIEKAIINUX 3alIUTe, U CPEICTB 3aIIUTH JOKYMEHTOB OCYILIECTBIISIFOTCS
JTOJKHOCTHBIMM  JIMI]AaMH, Ha3HA4aeMbIMH TpUKa3aMu (pacropsHKEHUSIMH) PYKOBOJUTENEH
OpraHu3aluu.

111. TocynapcTBeHHas OpraHu3alMs HUMEeT OJIHy Ile4aTb C  H300pakeHHeM
['ocynapcrennoro ['ep6a Pecybnuku Kazaxcran.

[Ipu HeoOX0AUMOCTH CTPYKTYPHBIE MOAPA3/IEICHHS FOCYIapCTBEHHON OpraHU3allid UMEIOT
nedaTd (mTaMmmel) ¢ u3zoOpakeHueMm [ocymapctBeHHoro I'epba PecnyOnuku Kaszaxcran u
OJINHAKOBBIM TEKCTOBBIM COJIEpP’KaHUEM, TEKCTOBAsI YaCTh JOIMOJIHAETCS MOPSAIKOBBIM HOMEPOM
WJIM CUMBOJIOM (CUMBOJIaMHu).

112. Yuer mnedaTHO-OJAHOYHOW WPOIYKIIMU, TOJJISKANIECH 3aluTe, B TOM YHUCIE C
uzobpaxkennem  l'ocynapctBenHoro  I'epba  PecmyOnmuku — Kaszaxcran, Bemercs B
COOTBETCTBYIOIIMX  PETHUCTPALlMOHHBIX  YYETHbIX (opmax: KypHajlax, KapToukax u
ABTOMATU3UPOBAHHBIX HMH(POPMAIIMOHHBIX CHUCTEMax, JKypHaje ydera W BbIIa4d IE€YaTHO-
OJIJAaHOYHOM TPOJYKIMHU, TOMJIeKAIIeH 3amuTre, 1Mo (GopMe COTJIaCHO MNPUIOKEHHI0 18 K
HacrosuM IIpasunam.




KypHan yuera W BBIJAUM [E€YATHO-OJIAHOYHOW TPONYKIMH, TOAJIEKAIICH 3alluTe,
3aBOJUTCS Ha KaXAbId BHJ IE4aTHO-OJaHOYHOW NPOAYKLMHU, MOJyIexkalied 3ammute. branku
¢umex ¢ uzobpaxenuem ['ocynmapctBenHoro ['epba PecnyOnmuku Kazaxcran He mozsexar
CIIEUAJILHOMY YYETY.

113. Bopgaya OnaHKOB, MOAJEKAIIMX 3aIIMTE, TMPOU3BOJAUTCA IO PACIHUCKY B
COOTBETCTBYIOIIMX PETUCTPALMOHHBIX YUYETHBIX (popmax, MpeayCMOTPEHHBIX BEIOMCTBEHHBIMU
MHCTPYKLUSAMU OpraHU3aIuii.

114. ITpu M3roTOBIEHUH KOMHH JOKYMEHTOB, O()OPMIICHHBIX Ha OJIAaHKaX ¢ M300paKeHuEeM
locymapctBennoro I'epba PecmyOomukm Kaszaxcran, W mnpeaHa3HAuYEHHBIX JJIS PACCHUIKH,
IIPOCTABIISIFOTCS. HOMEP SK3EMILISAPA U II€4aTh OPraHU3aLUU.

115. Pa3MHOXEHHE U KOTUPOBAHUE CPEJICTBAMU OTIEPATUBHON MOTUTpapUH HE3aOTHEHHBIX
0JIaHKOB, MOJIJIEKAIINX 3aLIUTE, HE JOMYCKAIOTCS.

116. Yder neuareii, ITaMIIOB, MOAJICKAIIUX 3aLIUTE, U CIICHUATBLHON IITEMIEIbHOM KpacKu
C XMMHYECKUMHU JT00aBKaMM, HWMEIOIIUMHU WHAMBHUAYaAJbHBIE CBOMCTBA C LEJBbIO 3alUTHI OT
NOJJIEJIKM, a TAaKKE€ MX BblJada BEAyTCA B >KypHaJle y4yeTa U BblJauM Ie4arei, LITaMIOB C
uzoopaxennem ['ocymapctBenHoro I'epba PecnyOnmuku Kaszaxctan U cnenuanbHON
LITEMIIETIbHOM Kpacku 1o (popme coriacHo npuiiokennto 19 k HacrosiuMm [Ipasuiam.

117. VYder mnepbeBbIX aBTOPYYEK, 3alpABICHHBIX CHEUUAIBHBIMU YEpPHWIAMHU C
XUMUYECKMMH J00aBKaMU, HMMEIOIIMMU WHIUMBUYyalbHbIE CBOWCTBA C LEJNbIO 3aLUTHl OT
MOJAJICIIKY MOJNUCEN JOJDKHOCTHBIX JIMI, M MX BblJaya BEAYTCS B KypHAJle ydyeTa U BbIIayu
NEPbEBBIX ABTOPYYEK, 3alpaBiICHHBIX CHEIUAIbHBIMM YEpHWIaMH, 1O (OpME COIIACHO
npuioxkenuto 20 k HactosiiuMm [IpaBuiiam.

118. 3arosoBKM pETrUCTPAIMOHHBIX YYETHBIX ()OpPM BKIIOYAIOTCS B HOMEHKJIATYpPY MAeT
OpraHu3aluu.

JIMCThI )KypHAJIOB HYMEPYIOTCS, POIINBAIOTCS U ONEYAThIBAOTCSL.

119. Tlepemaua apyromy JIOKHOCTHOMY JIMIy HEUCIOJIb30BAHHOW IEYaTHO-OJaHOYHON
NPOAYKIMH, NTeYaTeH, ITaMIIOB, OAJIEKAIUX 3aIIUTE, a TAKKE CPEJCTB 3alIUTHl JOKYMEHTOB U
PETUCTPAIIMOHHBIX YUYETHBIX (pOpM K HUM O(OpMIIIETCS aKTOM IpueMa-Tepesadynd NedyaTHo-
0JIaHOYHON MPOJXYKIMH, Ie4yaTel, IITaMIOB, MOMJISKAIIUX 3allUTe, CPEACTB 3aIIUThI
JIOKYMEHTOB M PETHCTPALMOHHBIX YYETHBIX ()OPM K HUM 110 (popMe COTIACHO NPUIOKEHUIo 21 K
Hactosmum [IpaBuiiam.

120. IleyaTHO-0maHOYHAs MPOAYKLMS, M1€YATH, IITAMIIBI, MOAJIEKAIIME 3aIIUTe, U CPEICTBA
3alllUThl JOKYMEHTOB XPaHITCS B ONEYaThIBAEMbIX cel(ax MM MEeTaNIMYeCKuX MKadax.

121. YHuUTOXEHHE MCIIOPUYEHHOW MeYaTHO-0JIaHOYHON MPOAYKIUH, MOMJIEKAIIEeH 3aluTe,
MIPOU3BOJUTCS C COCTaBICHUEM aKTa O BBIIEICHUH K YHUUYTOKEHHUIO HCIIOPUYEHHBIX 3K3EMIUISIPOB
NeYyaTHO-0JaHOUYHOM MPOIYKIIMH, OUIeXKAIeH 3aIuTe, Mo (opMe COrJIaCHO NMPUIOKEHUIO 22 K
HacToAumM [IpaBwiiaM, U MpOCTaBIE€HUEM COOTBETCTBYIOIIMX OTMETOK B JKypHajlaX ydyeTa U
BBIJIaUM NIeYaTHO-0IaHOUYHOM MPOAYKIIUH, MOJIIeXkKAIICH 3aluTe.

122. VYHHUYTOXEHHE TmMeYaTed U IITaMIIOB, MOJJIEKAIIUX 3allUTe, TMPOU3BOJUTCI C
COCTaBJIEHUEM aKTa O BBIIEIECHUM K YHUUYTOXKEHHIO I€YaTe M IITaMIIOB, IOUIEKAIINX 3aIINUTE,
no ¢opmMe CorlacHo MpwiokeHuo 23 K HacrosmuM [lpaBunam, W HOpOCTaBIEHUEM
COOTBETCTBYIOLIIMX OTMETOK B JKypHajle y4yeTa M BbIa4YM IeyaTei, MITaMIOB ¢ M300paKeHneM
I'ocynapcrBerHoro I'ep6a Pecniyonmku Kazaxcran u crienuaibHOM MITEMITETEHON KPACKH.

123. VYHUYTOXKEHME CpPEICTB 3alIUTHl JOKYMEHTOB (B TOM 4YHCIE€ €MKOCTH H3-TIOJ
CHEIHUAIbHBIX YEpHWJ M IITEMIEIbHOW KpacKH, HCIOPYEHHBbIE IITEMIIEIbHbIE TOAYIIKH,
3alpaBiICHHBIE  CIEHUAIbHBIMU  IITEMIEIBHBIMM  KpacKaMH, II€pbEBbIE  aBTOPYYKH,
3arpaBJIeHHbIE CTIeNUaIbHBIMUA YEPHUIAMH) TPOU3BOJUTCS C COCTABIIEHUEM aKTa O BbIICIECHUH K
YHUYTOXKEHUIO CPEJICTB 3alllUThl JTOKYMEHTOB, MO (OpMe COrNacHO NIPWIOKEHUI0 24 K
HacToAuwM [lpaBmiaM, U mpocTaBlieHHEM OTMETOK B COOTBETCTBYIOIIMX >KypHaJIax ydera U
BbIJIaUH.

124. Tlpu peopraHu3alvyd WK JUKBUIALUKA OPraHU3alUM, TPUHATAN PEIICHUS O CHITUU C
yueta ¢unmana (IpeacTaBUTENBCTBA) YHUUTOKEHUE HEUCIOIb30BAHHOW MeYaTHO-OJaHOYHOM




MPOJYKIMHU, TeYaTel, MTaMIOB, MOAJICKAIIUX 3aLUTE, & TAKXKE CPEJCTB 3aIUTHI JOKYMEHTOB
MIPOM3BOJUTCS C COCTABJICHHEM aKTOB, MO (opmaM cormacHo mnpuioxeHusm 23, 24, 25 k
HactosimuMm [lpaBunam, yTBEp)KIaeMblX PYKOBOJWTEIEM OpraHU3allid WM IpejacenareiemM
JUKBUJIATUOHHON KOMHUCCHUH, U MPOCTABICHUEM OTMETOK B COOTBETCTBYIOIIUX KypHAJIaX ydeTa
Y BbIJIAUU.

YHUUTOXKEHHUE WK JajibHelIIee XpaHeH!Ee )KYPHAJIOB U IPYTUX PErUCTPALIMOHHBIX YUETHBIX
(GOopM OCYIIECTBISIFOTCS. B COOTBETCTBHHM C 3aKOHOAATeIhCTBOM PecmyOmmku Kazaxcran mo
COIJIACOBAHUIO C YIMOJHOMOYEHHBIM OPraHOM WM MECTHBIM HCIIOJIHUTEIbHBIM OpPraHOM
00JacTH, TOPOJIOB PECITYOITMKAHCKOTO 3HAYCHHUS U CTOJIHIIBI.

125. TIpoBepka HAIMYHKS SK3EMIUIAPOB MeYaTHO-0JJaHOYHOHN MTPOYKIIUH, TTeYaTeH, IITaMIIOB,
MOJIekKAIIUX 3aIUTE, U CPEACTB 3aIIUTHl TOKYMEHTOB MPOU3BOJUTCS HE PEXE OJIHOTO pasza B
roJl KOMHCCHUEH, CO3/1aBaeMOil MpHKa30oM (paclopsbDKEHHEM) PYKOBOJIUTENS OpraHHU3allHu.
OTMeTKH O pe3ysibTaTax MPOBEPOK IMPOCTABISIIOTCA B XKypHajaxX ydeTa M BbIJAYM COIJIACHO
npuioxkenusam 20, 21, 22 x HactosiimuM [IpaBunam.

126. Ilpu yrepe nevaru (mramma) ¢ uzoopaxenuem ['ocynapctenHoro I'epdba PecryOnmmku
Kazaxcran nmpeanpuHUMarOTCsl BCe HE0OXOIUMbIE MEPHI IO PO3BICKY, B Cydae OTPUIATEIILHOTO
pe3yibTrara po3bICKa COCTaBISETCS aKT 00 yTepe NPOU3BOIBHOW (GOPMBI, YTBEPKIACMBIN
PYKOBOAMTENEM OpPTaHU3aIIUH.

MMaparpadg 9. Ilopsinok cocTaB/ieHUsI HOMEHKJIATYPHI /1eJ1, (()OPMUPOBAHUS M XPAHEHUS /1€

127. Homenknarypa Jen npeaHa3Hau€Ha JJis IPYNIUPOBKU UCIOJHEHHBIX JIOKYMEHTOB B
JieJ1a, CUCTEMATHU3aluY U y4YeTa JIel, ONPEAEIICHNs] CPOKOB UX XPAHEHHUS U SBJISETCS OCHOBOM AJIs
COCTaBJICHUS ONHKCEH el OCTOSTHHOTO U BpeMeHHOoro (cBbiie 10 j1eT) XpaHeHus, a TakKe yueTra
Jiest BpeMeHHOro (710 10 J1eT BKIIOUUTENbHO) XpaHEHHs.

128. B HOMEHKJIaTypy JeJl BKIIIOYAIOTCS BCE JOKYMEHTHI, CO3/1aBaéMble B OpraHU3alluu U
MOCTYMAIONINEe B OPraHMU3aLUI0. DJIEKTPOHHBIE JOKYMEHTHI M 0a3bl JAHHBIX BKIIOYAIOTCS B
HOMEHKJIATypy JIe]1 Ha OOLIMX OCHOBAHUSX.

129. B HoMeHKnatype nen ¢ukcupyercs GopMa JOKyMEHTa - 3JIEKTPOHHAs ¢ yKa3aHHEM
HOCUTENS HHPOpMAIUU UM OyMa)kHas.

130. Ilpum cocTaBlI€HMHM HOMEHKIATypbl J€l PYKOBOJCTBYIOTCS  YUYPEAUTEIbHBIMU
JIOKYMEHTaMHU, MOJOXKEHUSAMH O CTPYKTYPHBIX NOJpa3AeNeHUsAX, JOJKHOCTHBIMUA HHCTPYKIUAMU
paOOTHUKOB, THUIOBBIMH, OTPACIEBBIMU (BEIOMCTBEHHBIMH) NEPEYHAMU JIOKYMEHTOB C
YKa3aHUEM CpPOKOB XpAHEHUSs, THUIMOBBIMHU (IPHUMEPHBIMH) HOMEHKIJIATypaMu Jell, CTPYKTYpOi
(IITaTHBIM pacnMcaHueM), IUIAaHaMH W OTYeTaMH O paboTe, M3Yy4aroTcs BHJBL, COCTaB M
coJiep’KaHue TOKYMEHTOB, 00pa3yroIMXcs B AESITEIbHOCTH OpraHU3aliy.

131. Homenknarypa nen mno ¢opme coriiacHO mpuioxeHuto 26 Kk HactosmuM IlpaBunam
cocraBisieTcss (He moszmHee 10 nexalOpst kameHmgapHoro rona) ciayxooi J1OY Ha ocHOBe
HOMEHKJIATyp [J€Jl CTPYKTYpPHBIX MOJApAa3JeJICEHNU, MPEICTaBICHHBIX COOTBETCTBYIOLIMMH
MoJIpa3/iesIeHUsIMHU.

132. BHOBB cO37]aHHOE MOJIpa3/ieleHne B MECAYHBIH CPOK pa3pabaThIBae€T HOMEHKIATYPY
JIeN TIoIpa3/IeieHus U TIpeIcTaBisieT ee B cayxk0y JJOVY.

133. HomeHknaTypa Jen OpraHu3aliM MOANUCHIBAETCS pyKoBojguTeneMm ciyxosl 10V,
COTJIACOBBIBAETCSI € DKCHEPTHOM Komuccued opranuzauuu (nanee - OK), skcrnepTHOMH
IPOBEPOYHON KOMHCCHEH TOCyJapCTBEHHOIO apXuBa (MECTHOIO MCIIOJHUTEIBHOIO OpraHa)
(manee - DIIK), B KOTOpBIN TOKYMEHTHI TIEPEAAIOTCS HA TTIOCTOSTHHOE XPaHEHUE, M YTBEPKIAETCS
(He mTo3IHEee KOHIIAa TEKYyLIero roja) pyKoBoguTenaeM opranu3anuu. CoriacoBbIBaeTCs
HOMEHKJIaTypa JIeJl ¢ TOCYIapCTBEHHBIM apXHUBHBIM YUPEKICHUEM HE PEXe OJHOIO pas3a B 5 JIeT,
€CIIi He OBUIO KOHLIENTYaJIbHBIX U3MEHEHHUH B (PYHKIMSX M CTPYKTYpE OpraHU3aLUH.

Opranuzanuu, He SBJIAIONIMECS WCTOYHUKAMHU IIONOJIHEHUs HalnuMoHanbHOro apxuBHOTO
¢doHa, HE IPEICTABIIAIOT HOMEHKIATYpHI el Ha coryacoBanue DIIK.




134. HomeHknaTypa Aen Te4araeTcss B HEOOXOAMMOM KOJMYECTBE SK3eMIUBIpoB. OauH
9K3EMIUISIp YTBEPXKIEHHOW HOMEHKJIATYphl JA€Jd XPaHUTCS B TOCYJapCTBEHHOM apXHBE, C
KOTOpBIM OHa COIJIaCOBBIBAJIACH.

135. HomeHknatypa /e B KOHIE KaXJI0T0 rojja yTOUHSIETCsl, YTBEPXKIAeTCsl pyKOBOIUTENIEM
OpraHM3ali U BBOJUTCS B IEHCTBUE C | sTHBapsl CIEAYIOLIETO roja.

136. Ha3aHusiMu pa3zieiaoB HOMEHKJIATYPbl 1€l SIBJISIOTCS HAaUMEHOBAaHUS CTPYKTYPHBIX
NOJIpa3/ieJICHNI, KOTOPbIE pacIoylaratoTCsi B COOTBETCTBUM C YTBEP)KIECHHOW CTPYKTYpOil
opraHu3ainuu (IratHoe pacnucanue). [lepBblil pa3ien HOMEHKIATYPbI /1€ BKIFOYAET 3ar0JIOBKU
JIeNl, COJEpJKallhe pacHopsSAUTEIbHYI0 JOKYMEHTAlMI0 U JOKYMEHTbl KOHCYJIbTaTHUBHO-
COBEUIATEIbHBIX OPIaHOB, BO3IJIABIIAEMBIX PYKOBOACTBOM.

137. JloxymeHTsl ¢unuanoB (MpeACTaBUTEIbCTB) BHOCATCS B KAdyecTBE pas3/leioB B
HOMEHKJIATypy JieJl OpraHU3alHH.

CaMocCTOsATENbHBIM Pa3AeioM HOMEHKJIATYpPhl 11 SBJISIETCS HAUMEHOBAHHME OOLECTBEHHOU
opranuzanuu. JlaHHBIA pa3fen pacrosiaraercsi Iocjie BCeX pas3/ieloB HOMEHKIATYphl el
OpraHu3alIiy.

138. JIng opraHuzanuy, HE HMEIOIIEH CTPYKTypbl, HOMEHKJIATypa JeJl CTPOUTCS 110
IPOM3BOJICTBEHHO-OTPACIIEBOM MM  (PYHKIIMOHAIBHOW cxeme. HawMeHoBaHUS pa3lenoB
COOTBETCTBYIOT HAIPABJICHUSAM JI€ATEIIbHOCTH OPraHU3aIIH.

139. 1511 noABEIOMCTBEHHBIX OPTaHU3aLUN C OJJHOPOIHBIM COCTABOM JOKYMEHTOB CIy:K00M
JIOY Belmecrosimiero opraHa (BbILIECTOSIILIEH oOpraHu3aluu) pa3padaTblBalOTCS THIIOBbIE
(mpuMepHblE) HOMEHKJIATypbl Jed. Takue HOMEHKIATyphl TIOJUIekKAT COIVIACOBAHUIO C
YIOJIHOMOYEHHBIM OPraHOM MJIM MECTHBIMU MCIOJHHUTEIbHBIMH OpraHamMH o0JyacTei, ropoJoB
peCIyOIMKaHCKOTO 3HAYEHUS M CTOJIHIIBI.

140. Cpoku XpaHeHHsS DJIEKTPOHHOM PErMCTPAllMOHHONM KOHTPOJBHOW  KapTOUKH
COOTBETCTBYIOT CPOKaM XPaHEHMsI JIEKTPOHHBIX IOKYMEHTOB. DJIEKTPOHHbBIE PETUCTPALIMOHHbBIE
KOHTPOJIbHBIE ~ KAPTOUKH  XPaHATCS  COBMECTHO C  DJIGKTPOHHBIMHM  JOKYMEHTaMH,
COOTBETCTBYIOIIMMU  PETUCTPALIMOHHBIMUA  CBUJETENICTBAMU  AJIEKTPOHHBIX  LIM(PPOBBIX
MOJINUCEN, YBEAOMIIEHUSIMU-KBUTAHIIUSIMU O JOCTAaBKE JaHHBIX 2JIEKTPOHHBIX JOKYMEHTOB.

141. Cpoku XpaHEHMsI OJJIEKTPOHHBIX JOKYMEHTOB M 00s3aTEIbHOCTb OGOPMIICHUS
OyMa)XHBIX TOJJIMHHUKOB JIOKYMEHTOB YCTAHABIMBAIOTCA IEPEYHEM THUIOBBIX JOKYMEHTOB,
o0Opa3yromuxcsi B JAEATEIbHOCTH TOCYJApCTBEHHBIX W HETrOCYAApCTBEHHBIX OpraHM3alUid, ¢
YKa3aHHEM CPOKOB XPaHEHUS, YTBEPKIAEMBIM YIIOJTHOMOYEHHBIM OPTaHOM.

DNEeKTPOHHBIE TOKYMEHTBI XpaHATCA B TOM (opMmaTe (KacaTelbHO BJIOXKEHHBIX (haiiyioB), B
KOTOPOM OHM OBIIM CPOPMHUPOBAHBI, OTMPABJIEHbl MM TMOJIYYEHbI, C oOOecledeHneM
OJIHOBPEMEHHOTO XpaHEHHS CQHOPMHUPOBAHHBIX 3JEKTPOHHBIX IMPPOBBIX MOANMCEH TOJ
COOTBETCTBYIOIIMMU AIEKTPOHHBIMU JTOKYMEHTAMH.

142. Opranuzanuu pa3pabaThIBalOT IE€pPEYEeHb JOKYMEHTOB, OOpasyloIIUXCS B HUX
JESATEIIBHOCTH, TOJIBKO B JIEKTPOHHOM BHJIE C YKa3aHUEM CPOKOB MX XPAaHEHUS, COIVIACOBAaHHBIN
C YIIOJIHOMOYEHHBIM OPTaHOM, M OTPa’KatoT B HOMEHKJIAType A€l BUIbl JOKYMEHTOB.

143. XpaHeHue 31€KTPOHHBIX JOKYMEHTOB COIIPOBOXKAAETCA XPAaHEHHEM COOTBETCTBYIOLIUX
AIIEKTPOHHBIX 0a3 JaHHBIX, HCIIOJIb30BAHHBIX OTKPBITBIX KIHOUEH 3JIEKTPOHHBIX LHH(PPOBBIX
noanucell (PerucTpallMOHHBIX CBUIETENLCTB JIEKTPOHHBIX HU(POBBIX MOANUCEH) U POrpamm,
pean3yIonX Mpouecchl (pOpMUPOBAHUS U MPOBEPKH DIEKTPOHHBIX HUGPOBBIX MOAMHUCEN
AIIEKTPOHHBIX TOKYMEHTOB.

144. Jlna OTKpBITBIX KIIOUEH SJIEKTPOHHBIX HU(PPOBBIX MOIMNHCEH B TOCYIapCTBEHHBIX
opranax u YL T'O xpanarcs odopmieHHbIE B YCTAaHOBJICHHOM MOpPSAKE JOKYMEHTHI
(perucTpalliOHHbIE CBHJIETENIbCTBA), MOATBEPXKIAIONINE MPUHAAJIC)KHOCTh JAaHHBIX KIIOUYEH
KOHKpETHOMY y4acTHUKY CO/I.

JIJi KaXKA0ro OTKPBITOrO KIFoYa XpaHUTCA MHGOpMaIus O Havyaje U OKOHYAHUU CPOKa ero
neiictBus. Ilpu 3TOoM OCTyn K MaccuBaM OTKPBITHIX KJIHOYEH, HaXOIALIMXCS Ha ONEpaTUBHOM
(BEIOMCTBEHHOM) apXMBHOM XpaHEHUH, OTPaHUYMBAETCSI.



http://online.zakon.kz/Document/?link_id=1005969413

CoxpaHHOCTb, HaJUIeKaIee MCIOIb30BAaHUE HOCHUTENeH WHPOpMAlUU C 3aKPBITHIMH
(CeKpeTHBIMH) KJTFOYaMH AJICKTPOHHOW HU(PPOBON MOAMKMCH (Jajiee - KIFYEBOW HOCHTENb), a
TaKXe HCIOJIb30BAaHUE 3aKPBITHIX (CEKPETHBIX) KIIOUEH 3JIEKTPOHHBIX LU(PPOBBIX MOIMUCEH H
UX 3alIUTa OT HECAHKIIMOHUPOBAHHOTO JIOCTYIIA BO3JIAraloTCs Ha BIAJENBIEB PETUCTPALIMOHHBIX
CBU/ICTEIILCTB.

145. Tlpu XpaHeHMH  DJICKTPOHHBIX  JIOKYMEHTOB  OOECIEYMBACTCS  IPHUBS3KA
(CMHXpOHU3aIMs) OSJCKTPOHHBIX JIOKYMEHTOB M COOTBETCTBYIOIIMX OTKPBITHIX KIIIOUEH
AIEKTPOHHBIX UPPOBBIX MOIIUCEH.

146. YuactHukum CDJ] oOecmeunBalOT 3alUTy OT HECAHKIIMOHUPOBAHHOTO JIOCTYIIA,
HENpPEeIHAMEPEHHOTO YHMYTOKEHUSI U (WIM) MCKaKEHUS YYETHBIX NaHHBIX, COJEpKalluXcs B
0a3ax JaHHBIX, & TAK)KE 00ECIIEUNBAIOT CO3/IAaHUE PE3EPBHBIX KOIMUH 3JEKTPOHHBIX JTOKYMEHTOB.

3ammra wHGOpPMAKMK (IICKTPOHHBIX HH(GOPMAIIMOHHBIX PECYpPCOB) B HMH(POPMAIIMOHHBIX
chUcTeMax, B TOM YHCJIE€ B apXUBaX JJIEKTPOHHBIX JTOKYMEHTOB, CPEICTB KpHNTOrpaduyueckon
3alUThl  MHPOPMAIMK, peaTu3yomuX Mpouecc (HOpPMHUPOBAHHUS U TMPOBEPKH DIEKTPOHHOU
UpPOBOY MOINHCH (CPEACTB AIEKTPOHHON UPPOBON MOAMHUCH, KPUIITOTPAYUIECKUX KITFOUEH),
OCYIIECTBIISIETCS COBMECTHO C OpraHuzanuei, skcrnyartupyromeid CO/1, yuactoukamu COJ] B
MOpSi/IKEe, YCTAaHOBJICHHOM HOPMATHBHBIMH IIPABOBBIMU aKTaMH YIIOJIHOMOYEHHOTO OpraHa B
chepe obecrieueHrss ”HPOPMAITMOHHON 0€30TTaCHOCTH.

147. TocynmapcTBeHHBIE OpraHbl O0ECHEYMBAIOT JIOCTABKY JJIEKTPOHHBIX JOKYMEHTOB
o0beMoM He 6oree 95 MO, KOTUYECTBO BIOKEHHM KOTOporo He npesbimaet 80 (aiinos.

IHaparpa¢ 10. Ilopsinok odopmiieHHs] HOMEHKJIATYPBI /el

148. B HoMeHKiaTypy Jel BKIIOYAIOTCS 3arojIOBKU  JIeJ, OTpaKalollue BCe
JIOKYMEHTHpPYEMbIE YJacTKHU paboThl OpraHU3aluy, B TOM YHCIIE JIMYHbIe Jena, onucu aen, PKO,
KOHTPOJILHO-CIIPABOYHBIE, TEMATHYECKHE KaPTOTEKH, a TaK)Ke 0a3bl TaHHBIX.

[TedaTHble M3/1aHUS B HOMEHKIIATYPY /1€ HE BKIFOYAIOTCS.

149. B rpade 1 HOMEHKIIATyphl 1€ MPOCTABISAIOTCA MHJEKCHI KaXKIOTO Jiejia, BKIFOUEHHOTO
B HOMeHKJarypy. WHzaekc nena cocToUT HU3 LUPPOBOro 0003HAYEHHUS CTPYKTYPHOIO
noJipa3fielieHuss U MOPSAKOBOTO HOMEpa 3arojioBKa Jeja MO0 HOMEHKJIAType Nl B Mpeesax
CTPYKTYPHOTO MO/Ipa3iefIieHHs. DIeMEHThl HHJIEKCa OTACISIOTCS APYT OT Apyra Aegucom.

B HOMeHKIIaType e peKOMEHIyeTCsl COXPaHITh TMOPSIIOK PACIIONOKEHHSI OJHOPOAHBIX eI
B IIpe/iesiaX Pa3HbIX CTPYKTYPHBIX MOApa3AeIeHUH, Ul MEPEXOAIIUX el MHISKC COXPaHseTcs.

150. B rpady 2 HOMEHKIAaTyphl 1€ BKIIOYAKOTCS 3ar0JI0BKH /1€ (TOMOB, YacTel).

TpeboBaHus K 3aroJoBKY:

1) 3aroyioBOK fena JOJDKEH 4eTKO, B 00001IeHHON (hopMe OTpakaTh OCHOBHOE COJACpIKaHUE
U COCTaB JJOKYMEHTOB JIeJIa;

2) He JOmycKaeTcsl YIOTpeOJieHMe B 3aroJioBKE Jiela HEKOHKPETHBIX (OPMYIHPOBOK
(«pa3Hble MaTepHallbl», «O0INas MepenucKa», «UCXOIAIIas KOPPECTIOHISHIHS» «BXOIAIINE
JOKYMEHTBI»), a TaK)K€ BBOJIHBIX CJIOB U CIIOKHBIX 000POTOB;

3) 3aroJOBOK Jiela COCTOMT W3 DJEMEHTOB, paclojiaraéMblX B  CIEAYyrOIel
MOCIIe0BATEIbHOCTH:

Ha3BaHUe BUja Jena (Mepenucka, KypHail) I Pa3sHOBUIHOCTH JOKYMEHTOB (IIPOTOKOJIBI,
MPUKa3bl);

Ha3BaHUE OPTaHM3ALMHU WM CTPYKTYPHOTO IMOJpa3/eieHus (aBTOp JOKyMEHTa), Ha3BaHUE
OpraHu3aIy, KOTOpOW OyIyT apecoBaHbl WU OT KOTOPOW OyayT IMOJydeHBI JOKYMEHTHI
(agpecat WM KOPPECTIOHIEHT JOKYMEHTA);

KpaTKoe cofiepaHue JOKYMEHTOB JIeNa;

Ha3BaHUE MECTHOCTH (TEPPUTOPHH), C KOTOPOH CBSI3aHO COAEp KaHUE TOKYMEHTOB JIeTIa;

nata (mepro), K KOTOPO OTHOCSTCS JOKYMEHTHI JIea;



4) B 3aroyioBKax Jej, COAEp)KalMX TOKYMEHTHI 110 OJHOMY BOIIPOCY, HO HE CBS3aHHBIX
IIOCJIEI0BATEIbHOCTBIO  MCIIOJIHEHHs, B KauecTBe BHUAA Jiejla yNoTpedaseTcs TEepMUH
«ITOKYMEHTBI».

TepMHH «10KyMEHTBI» NIPUMEHSAETCS TAKXKE B 3ar0JIOBKAX JIeJI, COAEPKALIMX JOKYMEHTHI -
NPUIIOKEHUS K KAKOMY JI0O TOKYMEHTY,  0(hOpMIIIOTCS ciaenyronmm oopazom: «IIpotokor (-
bl) 3acenanus (- uit) CoBera TUPEKTOPOB KOMIIAHUM U TOKYMEHTBI K HUM» MM «J{OKyMEHTBI K
npoTokouy 3aceganus CoBeTa AUPEKTOPOB KOMITAHUN;

5) B 3arojoBKax Jej, COJepXKalluX MepernucKy, YKa3blBaeTcs, ¢ KEM U 0 KaKOMYy BOIPOCY
OHa BeJieTcs (B Cllydae BEJCHUS MEPENHUCKUA C OJHOPOAHBIME KOPPECIIOHICHTaMH, B 3aroJI0OBKax
yKa3bIBAETCs X 00ILlee BUJIOBOE Ha3BaHUE);

6) B 3arojioBKax JeJ, COJEpKalIuX TEepPernucKy ¢ Oolee Tpemsi Pa3sHOPOIHBIMH
KOPPECIIOHIEHTAMHU, UX HAMMEHOBAHUS HE TIEPEUNCIIAIOTCS;

7) npu o00O3HauUEHHM B 3arojioOBKax el aJAMUHUCTPATHBHO-TEPPUTOPHAIBHBIX €IMHHUIL
YUUTBIBACTCA CIEYIOLIee:

€CTM  COJIEp)KaHWe Jeja Kacaercs HECKOJIbKUX OJHOPOAHBIX aJIMUHHCTPATHBHO-
TEePPUTOPUANIBHBIX €IMHUI], B 3aroJIOBKE JI€la HE YKa3bIBAIOTCS MX KOHKPETHbIE Ha3BaHMs, a
yKa3bIBAETCS MX 00IIee BHIOBOE HA3BAHHE;

€clli COJiepKaHue Jeja Kacaercsi OJHOW aIMMHUCTPATHUBHO-TEPPUTOPHAIBHON €IMHUIIBI
(HaceleHHOro MyHKTA), €€ (€ro) Ha3BaHUE yKa3bIBaeTCs B 3ar0JIOBKE JIEJIa;

8) B 3aroyioBKax JieJ, CoJepKallux MIaHOBYIO WJIM OTUYETHYIO JOKYMEHTALUIO, YKa3bIBAeTCsI
nepuo (KBaprai, rojJ), Ha (3a) KOTOPbI COCTaBJIEHbI IJIaHbI (OTYETHI);

9) 3aronoBKHM CyIeOHBIX, CIIEJCTBEHHBIX, JMYHBIX, II€PCOHAIBHBIX, apOUTPaKHBIX Jel, a
TaKXe JIeN, COEPIKAIINX JOKYMEHTHI, CB3aHHBIC MTOCIIEI0OBATEIBHOCTHIO JIETIOMPOU3BOICTBA IO
OJIHOMY BOIIPOCY, HAUMHAIOTCS €O ciioBa «Jleno»;

10) ecu neno OymeT COCTOATh U3 HECKOJIBKHX TOMOB WIJIM YacTeW, TO COCTABIISICTCS OOIIUi
3arojIOBOK Jiefla, a 3aT€M COCTAaBJISIFOTCS 3arojIOBKM KaKJIOTO TOMA MJIM YacTH, YTOUHSIOLIHME
coJiep’KaHue 3arojoBKa Jiena.

151. 3aronoBku Aen BHYTPH pa3[esioB HOMEHKIATYPhl PacliojlaraloTcsi B COOTBETCTBHM CO
CTETIEHBIO B)KHOCTH JIOKYyMEHTOB, COCTABIISIONINX JIeJIa, U UX B3aNMOCBSI3BIO.

BHauane pacnonaratoTcst 3aroJIoBKM - JIeNl, COJEpXKAalluX HOPMAaTHUBHYIO IPaBOBYIO
NOKyMeHTanuio. [lpum 3TOM 3arojoBKHM J€J, COACpKANIMX ITIOCTAHOBIICHUS W TPHUKA3bI
BBILIECTOSIIIMX ~OpraHM3aluii, paclojlaraloTcsi Tepe] 3arojoBKaMu Jied ¢ IpUKa3aMu
opranuzaiuu. Jlanee pacronararoTcs 3aroJIOBKHU JIEN, COJIEPKAIIUX OCTAIBHbIE TIPABOBBIE AKTHI,
a TaKkKe MJIAaHOBbIE U OTUYETHBIE IOKYMEHTBHI.

[TpoeKTBl pacHoOpsAUTENBHBIX JTOKYMEHTOB, JTOKYMEHTHI MO0 MX MOJTrOTOBKE, M3MEHEHHUS K
IUIaHaM, OCHOBAaHMS K IpHKa3aM IIOMEIIAloTCs B  HOMEHKJaType [Jel Bciex  3a
COOTBETCTBYIOIMMH OCHOBHBIMHU JIOKyMEHTAMH.

3aroJoBKH JIeJl, 3aBEJIEHHBIX IO reorpagMuecKkoMy U KOPPECIOHJIEHTCKOMY MpHU3HAKaM,
BHOCSTCSI B HOMEHKJIATYPY JIeN 10 al(aBUTy reorpaduieckux Ha3BaHUH M KOPPECTIOHICHTOB.

3arojoBKH JeN YTOUHSAIOTCA B mporecce (opmupoBanus u odopmienus aen. Ecnu B
TEYEHHUE T0J[a BO3HUKAIOT HOBBIE IOKYMEHTHPOBAHHBIE YYaCTKH PaOOTHI, HE IPEAYCMOTPEHHBIC
Jienia, OHH JIOTIOJTHUTEIHO BHOCSATCS. B HOMEHKJIIATYpY.

152. I'paca 3 3anonHseTCS MOCIE 3aBEpIICHHS] KAJIEHJAPHOTO TOAa.

153. B rpade 4 yka3bIBalOTCS CPOKHM XpaHEHHUs Jella CO CChUIKOM Ha HOMEpa IyHKTOB
(craTeil) TUIIOBOTO MM BEJIOMCTBEHHOTO (OTpAaciI€BOr0) MEpeyHsl JOKYMEHTOB C YyKa3aHHUEM
CPOKOB X XpaHEHHsI, IPU UX OTCYTCTBHHM - Ha TUIOBYIO (IPUMEPHYIO) HOMEHKJIATYpY JIell.

154. B rpade 5 cmyx6oii JIOY yka3pIBalOTCS HAMMEHOBAHHWS TIEPEYHS JOKYMEHTOB,
TUIIOBOM (NMIPUMEPHON) HOMEHKJIATYphl JeJ, HCIOJIb30BAaHHBIX IPH OMNpPEJeIEHUH CpPOKOB
XpaHEHHs JIeJ, W JIENAIOTCS OTMETKH O TMEePeXOSIINX JeliaX, 0C000 IEeHHBIX JOKYMEHTaX H
nenax, mnepefade JAed B APYroe CTPYKTYypHOE TMOJpa3JeeHHue WIM OpTraHu3aluio I UX
IPOJOJKEHUS, B apXUB OPraHU3ALUHU, HAJTMYUH JIEKTPOHHBIX KOMUI TOKYMEHTOB, BUJE U MECTE
XpaHEHUs UX HOCUTENICH.



155. TTo okoHYaHHH TO/1a OCYIIECTBIISETCS CBEpKA (YTOUHEHHE) 3arojIOBKOB HOMEHKIIATYPhI
¢ (paKTHMUYECKUM COCTaBOM JIOKYMEHTOB Ji€Jla U UX COJepKaHHEeM. B KOHIle HOMEHKJIATyphl Jei
JIEJIaeTCsl UTOrOBasl 3alMCh O KOJIMYECTBE 3aBEACHHBIX JI€]1 TOMOB UJIM YacTH.

CBefeHHs O KOJMYECTBE 3aBEICHHBIX J€1 TOMOB WJIM YacTH COOOLIAIOTCA apXHUBY
OpraHu3alUHu.

MMaparpad 11. Ilopsiaox gopmupoBaHus aeia

156. VcionHeHHble AOKYMEHTHI (DOPMUPYIOTCS HCIOJIHHUTENEM B Jiela B COOTBETCTBHH C
HOMEHKJIaTypoil ien. @PopMupoBaHueE €]l BHE HOMEHKJIATYPhI J€J1 HE 10IyCKAETCS.

157. KonTpoms 3a popmMupoBaHueM el ocyiecTsiseT ciayxoa JJOY.

158. IIpu popmupoBanuu aen cOOIIOIAI0TCS CIEIYIOIIHE TPEOOBAHUS:

1) B nmeno moMemaroTcsl TOJIBKO HCIIOJHEHHBIE, MPaBWIBHO OGOPMIICHHBIE IOKYMEHTHI,
COOTBETCTBYIOILIME IO CBOEMY COJIEP>KAHUIO 3ar0JIOBKY Jiejia 10 HOMEHKJIAType JIe;

2) B Jel0 MOMEMIAI0TCS BMECTE BCE JOKYMEHTBI, OTHOCSIIMECS K Pa3peuIeHHI0 OHOTO
BOIIpOCa.

[IpunoxkeHus K AOKYMEHTaM, HE3aBHCHUMO OT JIaThl UX YTBEPXKACHUS WIM COCTaBICHUS,
IPUCOEAUHSIIOTCS K IOKYMEHTaM, K KOTOPbIM OHU OTHOCSITCSL.

[Tpunoxenus o6beMoMm cBbilie 180 JHCTOB COCTAaBIAIOT OTAENBHBI TOM, O 4Ye€M B
JIOKYMEHTE JIeJIaeTCsl OTMETKA.

3) COBMECTHO TpYIIUPYIOTCS BEPCUU TOKYMEHTA Ha Ka3aXCKOM, PYCCKOM U MHBIX SI3bIKaX;

4) rpynnupyroTcs B Aejia JOKYMEHThI OAHOI'0 KaJIEHJApPHOTO T0/1a, UCKIIIOUEHUE COCTABIISIOT
nepexosle aena, cyaeOHble nena, JIMYHbe JieJa, KOTophle (OpPMUPYIOTCS B TEUEHUE BCETO
nepuosa pabOTHl JAaHHOTO JHIA B OpPraHMU3AlUHU, IOKYMEHTHI BBIOOPHBIX OpPraHOB U HX
MIOCTOSIHHBIX KOMMCCHH, JIEMyTaTCKUX TPYII, KOTOPbIE TPYNIIUPYIOTCS 3a MEPUOJ MX CO3BIBA,
JIOKYMEHTBhl Y4eOHBIX 3aBeJIeHUH, KOTOpble (OPMUPYIOTCA 3a Y4EOHBIM TOJ, JOKYMEHTHI
TEaTpOB, XapaKTEPHU3YIIINE CIEHUYECKYIO ACSITEIBHOCTh 3a TEaTPAJIbHBIM CE30H, MCTOPHUHU
0oJIe3HEN;

5) pa3menbHO TPYNNUPYIOTCS B JieNa JOKYMEHTBHI IOCTOSHHOIO U BPEMEHHOI'O CPOKOB
XpaHEHUs;

6) TenerpaMMmbl, KCEPOKONUM (akcorpamm, TesiepOHOTpaMMbl MOMENIAIOTCA B Jiefla Ha
001X OCHOBAHUSX B COOTBETCTBUH C HOMEHKJIATYPOH JIET;

7) B A€N0 HE MOMEINAIOTCS JOKYMEHTHI, IMOJUIeXKalie BO3BPATy, YEPHOBUKU U JIMIIHUE
9K3EMILISPBL;

8) o 06beMy €10 NOCTOSIHHOTO CPOKa XPaHEHUs He JOJKHO MpeBbImaTh 180 JUCTOB;

9) npu HanMYMM B JIeNieé HECKOJBKHX TOMOB (4YacTeil) HOMep (MHIEKC) U 3arojoBOK Jela
IPOCTABISAIOTCS HAa KaXJIOM TOME C J100aBJIeHHEeM HyMepaluu TOMOB (4YacTeil), B IMOCIEeIHEM
TOMeE (4acTu) 100aBIISETCS CIOBO «ITOCIEAHUI («ITOCIETHSN»).

159. JlokyMeHTbI BHYTpH J€jla PpacloJaraloTCsi CBEPXy BHHU3 B COOTBETCTBHHM C
MOCIIEZI0BATENbHOCTRIO PEIIEHUSI BOMpOca (XPOHOJIOTMYECKOM TMOpSAKE 10  peliaeMbIM
BOIIpOCaM) WM B Hadaje Jeja NOMELIAeTCs] MHUIMATUBHBIN JTOKYMEHT, 3aT€M - JOKYMEHT C
OKOHYATEJIbHBIM pElIeHHEM BOIIPOca, Jjajiee -A0KYMEHThI, OCBEIAIOLINE X0 1 PEIIEHUs BOIpoca.

160. Bce 10KyMeHTBI OTYETHOTO U MH(OPMAIIMOHHOTO XapaKTepa M0 MCIOJHEHUIO aKTOB U
MOPYYEHUHN BBIIIECTOSIINX OpraHU3alMid, B KOTOPHIX OpraHM3alMs SBJAJIacCh OCHOBHBIM
UCTIOJIHUTENIEM, (OPMHUPYIOTCS B  OTJENbHbIE Jeja 10 HalpaBICHUSAM JeSTeIbHOCTU
opranuzanyi. B ocTalbHBIX Cilydasx 3TH JOKYMEHThI MOJLIMBAIOTCA B JIEJO MEPEeNnHucKH 3a
TEKYIIUHI TONI.

161. PacnopsauTtensHble JOKYMEHTHI TPYNIMPYIOTCS B Jiefla MO BUAAM M XPOHOJIOTMH C
OTHOCSIIMMHCS K HHMM NpPUIOXKEHUsAMHU. WHCTpykuuu, IpaBuia, IOJOKEHUS, YCTaBbl,
YTBEPKACHHBIE PACTIOPSIAUTEIbHBIMA JOKYMEHTAMH, SIBISIOTCA MPWIOKEHUSIMH K HUM U



TPYNIMPYIOTCST BMECTE C yKa3aHHBIMM JTIOKyMEHTaMu. Eciu K€ OHU yTBEp)KIEHBl B KaueCTBE
CaMOCTOSITEJILHOTO JJOKYMEHTA, TO UX IPYNIUPYIOT B OTAEIbHbIC JEJIa.

162. ITpukassl (pacnopsKeHHs) 10 OCHOBHOU JIEATEIbHOCTH, MPUKa3bl (PaCOPSKEHUS) 110
JUYHOMY COCTaBY, aJMHMHUCTPATUBHO-XO3SHCTBEHHOW JEATENBHOCTH (OPMHUPYIOTCS B
OTJIENIbHbIE JIeTIA.

163. IIpoTokosl B €€ pacnoaralTcsi B XpOHOJIOIHYECKOM MOPSAIKE 110 HOMEpaM BMECTe
C IOKYMEHTaMH K HUM.

164. Ilepenucka rpynmnupyercs 3a AEJIONPOU3BOACTBEHHBIH I'OJl U CUCTEMATH3UPYETCs B
XPOHOJIOTUYECKOW  IOCJIEOBATENbHOCTH, IPU 3TOM JOKYMEHT-OTBET IIOMEIAeTcs 3a
JIOKYMEHTOM-3a11pocoM. IIpu BO30OHOBIEHMHM MEPENUCKH [0 ONPEAEICHHOMY BOIIPOCY,
HAyYaBILIEHCS B NPEIbAYIIEM IOy, JOKYMEHTHl BKJIIOYAOTCS B JIEJIO TEKYIIEro rojaa ¢
yKa3aHHEM MHJIEKca JIela MPeIbIIyIIero roja.

165. JlokyMeHTbl B JIMYHBIX J€JaX pacloyiaraloTcsi B XPOHOJOTMYECKOM IOPSJKE B
COOTBETCTBUM C UX INOCTYIUIEHUEM.

166. JluueBsie cueta 1Mo 3apaboTHON mare GOPMHUPYIOTCS B OTACIHbHBIC Jela U
pacroyiaratoTcsi B HUX B aJl(paBUTHOM MopsaKe paMuinid pabOTHUKOB.

167. TpynoBele I0roBOpHI (OPMHUPYIOTCS B COCTaBE JHMYHBIX Jel WM OTACIHHO B
araBUTHOM TOpsiIKE (haMUTuii paOOTHUKOB.

168. Crnucku (QU3MUECKUX JHMIl W JOKYMEHTHI, MOJITBEPKAAIONINE MEPEUHCICHNE
00s13aTeNIbHBIX IEHCUOHHBIX B3HOCOB, 0053aTeIbHBIX MPO(GECCHOHATIBHBIX IEHCUOHHBIX B3HOCOB
B €JIMHBIN HAKOMHUTEIHHBIA IEHCHOHHBIA (POHA, (GOPMHUPYIOTCS B OJHO JEIIO.

Crnucku pu3MyecKux JUI U JOKYMEHTbI, HOJATBEP)KJIAIOIINE MEPEUUCIEHUE COLUAIBHBIX
OTYHCIICHU, POPMHUPYIOTCS B OHO JIEJIO.

Crucku (Qu3MUecKuX JHI U JAOKYMEHTHI, MOATBEpP)KJAIOIINE IEepeurCIeHUue B3HOCOB I10
00513aTEIIbHOMY COIIHATIbHOMY MEIUIIUHCKOMY CTPAaxOBaHUIO, (OPMHUPYIOTCS B OTHO JIEIIO.

169. Ilnanpl, OTYeTHl, CMETHl, JMUMWUTHI M IITaTHBIE paclnucaHus (QOPMUPYIOTCS B
COOTBETCTBYIOILIKE JIeIa TOTO T0/a, Ha KOTOPBIN MM 32 KOTOPBI OHM COCTaBJI€HBI, HE3aBUCHUMO
OT JaThl UX COCTABJICHUS, YTBEPKIECHUS WU MTOCTYIJICHHS.

170. O6pamieHuss pU3NYECKUX U IOPUIMYECKUX JIHI (GOPMUPYIOTCS B Jejia IO BOIpocam,
HalpaBJICHUSM  JEATENbHOCTH OpraHM3allid WIM  aJMUHHCTPATUBHO-TEPPUTOPUATBHBIM
eauHunaM. [Ipu He3HauuTenbHBIX 00BEMax oOpalleHui JomyckaeTcss (OpMHUPOBAHHUE €N T10
(amMuIusM aBTOpOB 0OpalieHui B andaBUTHOM MOPSIIIKE.

171. DnexTpoHHBIE JOKYMEHTHI W 0a3bl JaHHBIX (GOpMHUpPYIOTCA B Jena (Manku) B
COOTBETCTBUHM C HOMEHKJIATYpOH JeJl OpraHu3aliu, OTIEIbHO OT JOKYMEHTOB Ha OyMaXKHBIX
HOCHUTENSIX, Ha BBIJCJICHHOM HOcHUTene UWHGOpMaluuu. OJIEKTPOHHblE ©0a3bl JIaHHBIX
(bopMHpYIOTCS B OTIENIbHBIE Je/la, HAUMEHOBAHUE JIela COOTBETCTBYET HAaMMEHOBAHHIO 0a3bl
JTAaHHBIX.

IMaparpad¢ 12. Ilopsinok ogopmiieHus aeJ

172. lena opranu3aiyy nojajaexar opopMICHUIO MPH UX 3aBEICHUU U IO 3aBEPIICHUH T'0/1a
JUTISL TIOATOTOBKM Jenia K xpaHeHuto. OdopmiieHre ena BKIOYAET B ce0s KOMIUIEKC paboT 1Mo
OIHCAHMIO JIeNa Ha 00JI0KKe, OpOIOPOBKE, HyMEpAalluu JIUCTOB U COCTABJICHUIO 3aBEPUTEIHHOMN
Haanucu. OdopmiieHue Jel MPOBOJUTCS OTBETCTBEHHBIM JIUIIOM 3a BEJEHHE JIEJIO0NPOU3BOJICTBA
CTPYKTYPHOTO MOJIpa3/ieieHUs], IPH METOIMNUECKOM MOMOIIIHN U 101 KOHTpoJeM ciyx0b1 JIOY.

173. B 3aBUCHMOCTH OT CPOKOB XpaHEHHUS IPOBOJAUTCS MOJHOE WIIM YaCTUYHOE 0OpMIICHHE
nen. IlonmHoMmy odopMIIeHHIO TMOANEKAT JieNa TMOCTOSHHOTO, BpeMeHHoro (cmeimie 10 ier)
XpaHEHUsl U MO JUYHOMY cocTaBy. [lonHoe odopmieHue aena mperycMaTpuBaeT opopMIiIeHHe
PEKBU3UTOB OOJIOKKH Jeja, HyMEpalHuio JUCTOB B JieJie, COCTABJICHUE JINCTa-3aBepUTeNs Jena,
no (opme cormacHo npuiaoxkeHuro 27 k Hactosmum I[IpaBunam, cocTaBieHWE BHYTpPEHHEH
ONHKCH JOKYMEHTOB Jena, Mo (opMe CcorjacHo npuioxkeHuio 28 K HacrosmuM [IpaBumam,




NOJIIMBKY WIN TEpeIuieT Jena, BHECEHHE HEOOXOTUMBIX YTOUHEHUH B PEKBU3UTHI OOJOKKH
nena.

174. Ha 006505Ke /1e71a OCTOSIHHOTO, BpeMEHHOT0 (cBbIle 10 j1eT) XpaHeHus U 10 JIMYHOMY
COCTaBY yKa3bIBAIOTCS CIIEAYIOIINE PEKBU3UTHI:

1) HaumeHOBaHNE OpraHU3alMi, HAMMEHOBAaHUE CTPYKTYPHOI'O IIOJIpa3Ae/ICHuUs;

2) HaMMEHOBAaHUE HACEJIEHHOI'O IYHKTa, B KOTOPOM JMCIIOLMPOBAHA OpraHu3alus, HOMep
(uHpeKc) nena;

3) 3arojoBOK Jesa, Aara jena (Toma, 4acTH), KOJIMYECTBO JIUCTOB B JEJI€, CPOK XpaHEHUs
Jena;

4) apxuBHBIU MDD ema.

175. PexBu3uThl, pocTaBiIsieMble Ha 00JIOKKE Ji€J1a IIOCTOSIHHOIO, BpeMEeHHOTo (cBbliie 10
JIET) XpaHeHUs, OPOPMIIIOTCS CICIYIOITUM 00pa3oM:

1) HaumMeHOBaHWE OpraHU3allMd B COOTBETCTBUU C YUPEIUTEIHHBIMH JIOKYMEHTAMHU
yKa3bIBAETCS IOJHOCTBIO B MMEHMUTEJIBHOM IaJieXe, ¢ yKa3aHueM O(HIMAIbHO IMPUHATOTO
COKpAIIEHHOTO  HAaMMEHOBAHMSA, KOTOpPOE YKasbIBaeTcs B CKOOKax TOCie  TOJHOTO
HalMEHOBAHUS;

2) HaUMEHOBAHME CTPYKTYpHOIO TIOAPA3JIEICHMS 3alMChIBAETCS B COOTBETCTBHM C
YTBEP)KJICHHON CTPYKTYpOil, HOMep Jena - mpocTaBisiercs LuppoBoe 0003HaYeHHE (MHIEKC)
JieJ1a IO HOMEHKJIaType JeJ1 OpraHu3aluiy;

3) 3aroJ0BOK JieJ1a IEPEeHOCUTCS U3 HOMEHKIIATYyphl JIell, JaTa Jiela - yKa3blBaeTcsl ToA (- bl)
3aBeleHWs W OKOHYaHUsA Jeja B JenonpousBojcTBe. Jlatoit  nmen,  conepikaniux
pacropsAaUTENbHYI0 JOKYMEHTALMIO, a TaKK€ COCTOSIUX M3 HECKOJBKMX TOMOB (4acteil),
ABJIAIOTCS KpallHUE JaThl JOKYMEHTOB Ji€Jla, COOTBETCTBEHHO JaTa (YUCIIO, MeECAL, TOx)
peructpanuu (COCTaBJICHHs) CAMOTO PAaHHErO M CaMOro MO3/IHEro JOKYMEHTOB, BKIIOYECHHBIX B
neno. Jlatoil mpuiokeHuss K ey, COPMUPOBAHHOMY B OTAENIbHBIM TOM, SBISETCS Jara
perucTpali OCHOBHOI'O JOKYMEHTA, MPHJIOKEHHE K KOTOpPOMY IHOMEIIeHO B 3ToT ToM. Ilpu
3TOM YHUCIIO U ToJ 0003HauarTcsa apabCKkuMu nudpamu, Ha3BaHUE MECALA MUILETCS MOTHOCTHIO
CJIOBaMH.

176. B wnensx oOecrneueHuss COXPAaHHOCTH M 3aKpeIUIeHUs MOpsAIKa pPaCIOJIOKEHUS
JIOKYMEHTOB, BKIIIOYEHHBIX B JI€JI0, BCE €r0 JIUCTHI, B TOM YUCIIE€ PE30JIIOLUHU, COCTaBIEHHbIE Ha
OTJIEbHOM JHUCTE ((PUILIKM), KpOME JIMCTa 3aBEPUTENS U BHYTPEHHEH ONMCH, HYMEpPYHOTCS.
JIMCcTBl HYMEPYIOTCSI YEPHBIM, MATKUM, I'paUTOBBIM KapaHJAIIOM, LU(PHI MPOCTABIAIOTCS B
IIPaBOM BEPXHEM YTITy JIMCTA.

177. llopsatok HyMepalu JIUCTOB Jena:

1) nuct Gonee popmaTta A4, HOIIIMTHIN 3a OJIUH Kpail, HyMepyeTcs KaK OJIMH JIMCT B IPaBOM
BEPXHEM YTIIY;

2) TOKyMEHTHI ¢ COOCTBEHHOI HyMepaluen JUCTOB, B TOM YHUCIIE NT€YaTHbIE U3/IaHUS, MOTYT
HYMEpOBaThCsl B OOLIEM TMOpSAIKE HIM COXPaHATh COOCTBEHHYIO HyMeEpalHio, €ClId OHa
COOTBETCTBYET MOPSAJKY PaCHOIOKEHNUS JTUCTOB B JEIE;

3) TUCTHI Jell, COCTOSIIIUX W3 HECKOJIBKUX TOMOB WJIM YacTeW, HyMEpYIOTCS MO KaXIOMYy
TOMY WJIHM YacTH OT/EIbHO;

4) ¢ororpaduun, yepTeku, AUArpaMMbl U JIpyTrUe WIUIIOCTPATUBHBIE M crHenuduyeckue
JIOKYMEHTBI, MPEJICTaBIISIONINE CaMOCTOSITENIbHBIN JIUCT B Jielie, HyMEpPYyITCcsl Ha OOOpOTHOM
CTOPOHE B JIEBOM BEPXHEM YTIIY;

5) moamMUTHIE B J1€TI0 KOHBEPTHI C BIOKEHUSMU HYMEPYIOTCS - CHayala KOHBEPT, a 3aTeM
OUYepeHBIM HOMEPOM KaxJ10€ BJIOKEHHE B KOHBEPTE;

6) IpUJIOKEHHUS K JIely, IOCTYNUBIINE B MeperieTe, 0oGOpMIISIOTCS KaK CaMOCTOSITEIbHBIH
TOM U HYMEpYIOTCS OTJEJIBHO;

7) B ciyyasx OOHapyXeHHs OOJIbLIOTO0 YuciIa OMMOOK B HyMEpalud JIHCTOB Jeja
IPOBOJIUTCS UX MepeHyMepanus (Ipu MepeHyMepaliy JUCTOB cTapble HOMEpa 3a4epKUBAIOTCS U
PSIOM CTAaBUTCSl HOBBIM HOMEp JIMCTa, B KOHIIE JIela COCTABIISIETCS HOBBIN JIMCT - 3aBEPUTEIb,
IIPY ATOM CTapbIif JIHCT - 3aBEPUTENb 3aUEPKUBACTCS, HO COXPAHSETCS B JIeNe);



8) mpM HATMYUU OTICNIBHBIX OIIMOOK B HyMEpAalUH JIMCTOB JOIYCKaeTcs YHOTpeOiieHue
JUTEPHBIX HOMEPOB JIUCTOB.

178. Ilocne 3aBeplieHHs HYMEpPALMU JIMCTOB COCTAaBIISIETCS 3aBEPUTENIbHAS HAJINCh,
KOTOpasi MOZMUCHIBAETCS €€ COCTABUTENIEM C YKa3aHHEM paclIU(ppPOBKU MOANUCH, JOJKHOCTH U
JIaThl COCTABJICHUSI.

Bce mnocnenyromue M3MEHEHHUS O COCTaBE W COCTOSIHMM Jena (TOBPEXKIEHUs, U3bATHE
JIOKyMEHTOB) OTMEYAIOTCS B JIUCTE - 3aBEPUTEIIE CO CCHUIKOM Ha COOTBETCTBYIOIIMM aKT.

KonnyecTBo IUCTOB B Jefie IPOCTABISIETCs HA O0JIOKKE Jiejla B COOTBETCTBUU C UTOTOBOM
HAJMKCHIO.

179. PekBU3HT «CPOK XpaHEHHUS JIeJIa» MEPEHOCUTCS Ha 00JI0XKKY JieJia U3 COOTBETCTBYIOMIEH
HOMEHKJIATypbl J€J IIOCJIE€ CBEPKM €ro CO CpPOKOM XpaHEHUs, YKa3aHHbIM B IEPEUHAX
JIOKYMEHTOB, C YKa3aHHEM CPOKOB XPaHEHHS.

180. Ha nenax mocTOSsHHOTO XpaHEHMsI MULIETCS - «XPAHUTh IOCTOSIHHOY.

181. ApxuBHblii mudp aena (coctouT u3 HoMepa GoHAa, HOMEpa OIUCH M HOMEpa Jieja 1o
ONnKCcH) Ha OOJIOKKAX JeJl MOCTOSHHOTO XPAHEHWs IPOCTABJIAETCS B apXUBE TOJBKO IOCIE
BKJIIOYEHUSI 3THX JeJl B pas3jieibl CBOJIHBIX omucel, yrsepxkaeHHbx OIIK (1o storo on
IIPOCTABIISIETCS KapaHIAIlloM).

182. ITo oxoHYaHMHM rojJja B HAMUCHU Ha 00JI0XKKaX JieJl HOCTOSIHHOTO U BPEMEHHOTO (CBBILIE
10 neT) XpaHeHHs] BHOCSTCS YTOYHEHMsI - NP HECOOTBETCTBUM 3arojioBKa /1€ Ha O0JIOKKE
COJICPKAHUIO MOJIINUTBIX TOKYMEHTOB B 3ar0JIOBOK JI€J1a BHOCSATCSI U3MEHEHHSI U JI0TIOJIHEHHUS.

183. Jlnst yueta TOKyMEHTOB ONPEEIIEHHBIX KATErOPHil IOCTOSIHHOIO U BPEMEHHOI'O CPOKOB
(cBbime 10 ser) XpaHeHUs, y4eT KOTOPBIX BBI3bIBAE€TCS CHELM(PUKON TAHHOW TOKYMEHTalUuu
(0co00 1eHHBIE JOKYMEHTHI, JHMYHBIC Jeja, NMPUKa3bl, MPOTOKOJBI M JPYTUE), COCTABIAETCS
BHYTPEHHSS ONUCH JTOKYMEHTOB.

BHyTpeHHss onMch JOKYMEHTOB Ji€Jla COCTAaBJISETCSl TakKe Ha Jejla IMOCTOSHHOIO H
BpeMeHHOro (cBbimie 10 neT) XpaHeHUs, €clid OHM C(HOPMHPOBAHBI MO Pa3HOBHJIHOCTSIM
JIOKYMEHTOB, 3ar0JIOBKH KOTOPBIX HE PaCKpPhIBAIOT KOHKPETHOE COCpKAHUE JOKYMEHTOB.

184. JIokyMEHTBI, COCTaBIISIFOIIME €10, TIOJIIMBAIOTCS HE MEHEE, YEM Ha YETBIPE IPOKOJIA B
TBEPAYIO O0JIOXKKY U3 KapTOHA WJIM MEPEIIETAI0TCS ¢ YI4ETOM BO3MOYKHOTO CBOOOIHOIO YTEHUS
TEKCTa BCEX JOKYMEHTOB. IIepBblil M MOCIeqHNI TPOKOJ MPOU3BOIATCS HA PACCTOSIHUU OJHOIO
CaHTHMETpa OT BepxHel (HWkHeW) rpaHuubl jucta. [lpy MoOAroToBKEe Aen K MOAIIMBKE
(meperyieTy) MeTayuIM4eckue CKperuieHus (OynaBKH, CKpPEeNKH W Jpyrue) U3 JOKYMEHTOB
YAAJISIOTCA.

185. Jlena BpemenHoro (mo 10 ner BKIIIOYMTEIBHO) XPaHEHHs JOIMYCKAeTCs XPaHUTh B
CKOPOCIIMBATENAX, HE MPOBOJUTH NEPECUCTEMATH3ALUIO JOKYMEHTOB B J€J€, JIUCTHI JieNa He
HYMEpOBaTh, 3aBEPUTEIIbHBIEC HAIIUCH HE COCTABIISTD.

186. Ilpu ¢dyukumonupoBanuu B opranuzaruu COJl odopmiieHrne nen JOKYMEHTOB Ha
OyMa)KHBIX HOCHTEJSX OCYLIECTBISIETCS IMPH MPOBEPKE C aBTOMATHUYECKH C(HPOPMUPOBAHHBIMHU
onucsimu aen B COJI.

IHaparpa¢ 13. Ilopsinok onepaTHBHOIO XpaHEHHUS JOKYMEHTOB

187. Tlocme 3aBepuieHHs B JENONPOU3BOACTBE JOKYMEHTHl JO Tepeladd B apXuB
OpraHu3aIliy B TEYEHUE OJTHOTO TOJla XpaHATCS B Jeax M0 MecTy UX (popMHUpOBaHHUSL.

188. Ilocne 3aBepiieHHs B JAEIONPOU3BOJACTBE JOKYMEHTHI Ha OyMa)XHBIX HOCHTENSX 0
nepeaayn B apXWB OpPraHW3AlMM B TEYCHHE OJHOTO TO/Ja XpaHITCA B JAelax MO MECTy HX
(dbopmMHpoBaHUs, JIEKTPOHHBIE JOKYMEHTHI - B CO/I.

189. Cnyx6a JIOY, pykoBoauTeIH CTPYKTYPHBIX TOJpA3JeiICHU OpTraHU3aIluu
o0ecreynBarOT COXPaHHOCTh JOKYMEHTOB U jiei. [lena xpansrces B mkadax u ceiidax B pabounx
KaOMHEeTaxX WIN CIEeLUaIbHO OTBEICHHBIX I 3TOM LEIH OMEIIEHUSX.



190. Jlema pacnosararoTcsi B COOTBETCTBUM C YTBEPXKACHHOM HOMEHKIIATypoH Jien
OpraHM3aIiy, Ha KOPeUIKax 00JI0KEK YKa3bIBAIOTCS UX MH/IEKCHI.

191. Beiraua z1en Bo BpEMEHHOE I10JIb30BAaHNUE OpPraHU3alysM IPOU3BOJUTCS HA OCHOBAaHUU
MUCHbMEHHOTO O0OpallleHusi U TOJIbKO C pa3pellieHus pyKOBOJIUTENS OpraHu3anuu. Beigaua nen
JIPYTUM  TOApa3ACiCHUSAM OpTaHU3alMM IPOU3BOAUTCS C pa3pelieHUs PYKOBOAUTEIS
CTPYKTYPHOTO MOJpa3ieieHus], a BHYTPU CTPYKTYPHOTO MOPa3AeICHUs - O]l PACIIUCKY.

Ha BpimanHOE €710 3aBOAUTCSA KapTa-3aMeCTUTENb Jeia. B Hell yKka3bIBatOTCs CTPYKTYPHOE
nojipas3jielieHue, WHICKC JeNla, laTa €ro BbhlJaud, KOMY JIeJI0 BBIJAHO, JaTa €ro BO3BpalleHUS,
npeaycMaTpuBaroTCs rpadbl Uil PACHUCOK B IOJTYYESHUHU U IIPUEME JIera.

192. V3bsaTHE NOKYMEHTOB U3 JEN MPOU3BOJUTCS B COOTBETCTBUHU C 3aKOHOAATEIHLCTBOM
Pecny6nuku Kaszaxcrtan, mpu 3TOM B JIeJI0 BKJIAQJIBIBAIOT KOIUU U3BATHIX JTOKYMEHTOB M aKT
(MpoTOKO0IT) 00 U3BATUU TIOIJTUHHUKOB.

193. B ciywyae yTpaThl JOKYMEHTOB W [N MPOBOIUTCS CIYX)eOHOE paccieqoBaHHe, IO
pe3ylbTaTaM KOTOPOTro CTAaBUTCS BOMIPOC 00 OTBETCTBEHHOCTH BUHOBHOT'O JIMIIA B UX YTpaTe.

Maparpad 14. [lopsaok nepenayun e B apXuB OPraHu3aunu

194. TIlepemaua nen U3 CTPYKTYPHBIX TOApPA3ACIICHUA B apXUB  OpraHU3aIuu
OCYIIECTBIISICTCS. IO OMHCSM J€J, COCTaBISIEMBIM IO pPE3yNbTaTaM »JKCIEPTU3bl IIEHHOCTHU
JIOKYMEHTOB U JI€Jl, 3aBEpUICHHBIX B Jejonpous3BojacTBe. [lokymeHnTsl BpemeHHoro (o 10 ser
BKIIIOUUTENIBHO) XPAHEHUS NIEPEAIOTCS B ApXUB OPraHU3aI|H 10 HOMEHKIIAType JIe.

195. Onucu nen cocTaBisitOTCA OTIENBHO HA Jela MOCTOSHHOIO, BpeMeHHoro (cBeime 10
JIET) XpaHEeHUs U IO JUYHOMY COCTaBy MO (opMe COTIacHO MPUIOKEHHIO 29 K HACTOSIIUM
IIpaBunam.

196. I'padbl omucu e 3amojHSATCS B TOYHOM COOTBETCTBUM C TEMH CBEJICHMSMU,
KOTOpBIE€ BBIHECEHBI Ha 00J105KKH Jieil. [Ipy BHECeHNH B OMMChH A€ MOAPAN JeN C OJAMHAKOBBIMU
3aroJIOBKaMHU IHILETCS MMOJHOCTBIO 3ar0JIOBOK IIEPBOTO JI€NIA, BCE OCTAJIbHBIE OJHOPOJIHBIE Aeia
0003HaYalOTCsl CIIOBOM «TO 3K€», NPU ATOM JpPYIHM€ CBEIEHHS O HHUX BHOCATCA B OIHUCHh
NOJIHOCTHI0. Ha HOBOM J11CTE OMMCH 3aroJIOBOK OJHOPOJIHBIX JE] BOCIIPOM3BOAUTCS MOJHOCTHIO.

197. Kaxmoe neno (ToMm, YacTh Jeia) BHOCHUTCS B OINKCh TOJI CaMOCTOSTEIbHBIM
MOPSIIKOBBIM HOMEDPOM.

198. TI'pada omucu «lIpuMeuanue» MCHONB3yeTCs MJIS TPOCTAHOBKH OTMETOK 00
0COOEHHOCTSAX (U3UYECKOTO COCTOSIHMS Jeja, Ieperadye Jena JAPYyroMy CTPYKTYPHOMY
MO/IPa3IeNICHUIO (IPYroi OpraHu3alun).

199. Onucs nen cocraBiseTcs B ABYX AK3EMIUIIpaX, OJUH U3 KOTOPBIX MEPEAAETCS BMECTE C
JiellaMy B apXUB OpraHU3aliH, a BTOPOIl - OCTaeTCs B KAaYECTBE KOHTPOJIBHOTO B CTPYKTYPHOM
NOJIpa3cIICHUN.

200. IMpaBuiabHOCTH (OPMHUPOBAHUS U MOATOTOBKH JEN K IMepefavye B apXWUB OpraHU3AINH
npoBepsiercst  ciyxk6oit  JIOY. HMmerommecss HapylleHUS YCTPAHAIOTCA — CTPYKTYPHBIM
MoJIpa3/ielIeHneM OpraHU3aliH.

201. Ilpuem Kaxxgoro Jena MPOU3BOAUTCS paOOTHUKOM, OTBETCTBEHHBIM 32 apXHB
OpraHu3aly, B MPUCYTCTBUU paOOTHUKA CTPYKTYpHOro mojapasjaeneHus. Ilpu sTtom Ha oboux
AK3EMILIIpaxX ONKCU MPOTHUB KAXKIOTO €A, BKIOYEHHOIO B HEE, JIENAETCA OTMETKA O HAIMYUU
nena. B koHIle KaXa0ro 9K3eMIUIsipa ONUCH YKa3bIBalOTCS HU(paMH U MPOIMHUCHI0 KOJIUYECTBO
(akTHUeCKH MPHUHATHIX JeN, JaTa INpueMa-lepeAadd e, a Takxke MOJAMHCH paboTHHKA,
OTBETCTBEHHOT'O 3a apXUB, U JIUIIA, IEPEIaBILIEro JAea.

202. BMecte ¢ nenamMu B apXUB OpraHU3alluy MIEPEal0TCsl pEruCTPallMOHHbIE KapTOTEKH Ha
JOKYMEHThl M (WJIM) MPOTrpaMMHBIE CpPEICTBa, 0a3bl JaHHBIX, cCOJeprKaliue HH(OpMalHi O
pPETUCTPALIMM U UCIOJIHEHUH IEPENaBaeMbIX JOKYMEHTOB. 3arojIOBOK Ka)JI0H KapTOTEKU WIN
0a3bl JaHHBIX BKJIIOYAETCS B OMKCH.




203. B cinyvae TUKBUJAIMK CTPYKTYPHOTO MoApa3AeiaeHus, Gpuiuana (IpeacTaBUTEeIbCTBA),
JIMII0, OTBETCTBEHHOE 3a BEJIEHHUE JEJIONPOU3BOACTBA JJAHHOIO CTPYKTYPHOIO MOApAa3JesIeHHs,
¢wimana (IpeaCTaBUTENBCTBA), B NEPUOJ TPOBEACHUS JIMKBUJAIMOHHBIX MEPONPUATHI
(dopmHpyeT Bce MMEIOIIMECS JOKYMEHTHI B Jena, opopMisieT Jena M IepelaeT UX B apXuB
OpraHU3alM1 HE3aBUCUMO OT CPOKOB XPAHEHUS.

204. B ciydae JMKBUAALMU OpraHU3allMd B IE€PUOJA IPOBEICHUS JIMKBUAALMOHHBIX
MEpONPUATHIA  JOKYMEHTBHl IO JMYHOMY COCTaBy O(OPMISIOTCS M  IepelalTcs B
COOTBETCTBYIOLUI roCy1apCTBEHHBIN apXUB.

Ilepenaua nes OCyIIECTBIIAETCS 110 OUCIM J€]1 1 HOMEHKIIAType A€,

[Tpunoxxenue 1

K [IpaBunaM NOKyMEHTHPOBAHUS, YIIPaBICHUS
JOKYMEHTAIMEN U UCII0JIb30BAHUS CUCTEM
3JIEKTPOHHOI'0 JIOKYMEHTO000pOTa B TOCYAAPCTBEHHBIX
Y HErOCYJapCTBEHHBIX OpraHU3aLUsIX

CxeMa pacrnojio:KeHHsl PEKBH3UTOB TOKyMeHTa
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IIpumeyanue:

1 - wmobpaxenue ['ocymapcrBenHoro ['ep6a PecnyOmmkn Kazaxctan wumm >MOJIEMBI,
JIOTOTHIA, TOBAPHOTO 3HAKa (3HAK OOCITY)KUBAHUS)

2 - opuIMaTbHOE HANMEHOBAHUE OPTaHU3aAlUN

3 - cIipaBOYHbIC JaHHbIE 00 OpraHU3aAINH



4 - HauMeHOBaHUE BUJA IOKyMEHTa

5 - 1aTa TOKyMEHTa

6 - perucTpanoHHBIA HOMEp (MHIEKC) JOKYMEHTa

7 - cChIIKA HA PETUCTPAIIMOHHBII HOMEp (MHACKC) M IaTy BXOJASAIIETO JOKYMEHTA
8 - MecTo cocTaBJICHHS WM U3JJaHUS IOKYMEHTA

9 - rpu¢ orpaHuveHUs T0CTYyNA K JOKYMEHTY

10 - angpecar

11 - rpud yTBEpKICHUS TOKYMEHTA

12 - pezomonus

13 - 3aroJI0BOK K TEKCTY JOKyMEHTa

14 - oTMeTKa 0 KOHTpOJIE

15 - TeKCT mTOKyMeHTa

16 - oTMeTKa O HATMYHH IPUIOKECHUS K JOKYMEHTY

17 - nmoamuce

18 - oTmeTKa 0 coriaacoBaHUM JOKYMEHTA

19 - orTUCK MeyaTH

20 - oTMeTKa 0 3aBEpEHUH KOITUH JIOKYMEHTa

21 - oTMeTKa 00 UCTIONHUTENE TOKYMEHTa

22 - oTMeTKa 00 MCTIOJTHEHUH TOKYMEHTA U HANpaBJICHUH €T0 B JIEI0
23 - uaeHTU(PUKATOP SNIEKTPOHHOMN KOMUU JOKYMEHTA

24 - oTMETKa O TIOCTYIUICHUH JIOKYMEHTA B OpTraHU3aIUI0

[Tpunoxenue 2

K [IpaBuiiamM TOKyMEHTHPOBAHUS, YIIPABICHUS
JIOKyYMEHTAIMEN U UCIIOJIb30BAHUS CUCTEM
AIIEKTPOHHOIO JJOKYMEHTO000POTa B TOCYIaPCTBEHHBIX
Y HErOCY/apCTBEHHBIX OpraHU3ALMIX

dopma
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| bIaHK MACEMA OpPraHHIAIHH

TocynapcteeHHBIH ['epl PecryOinHkH Kazaxcran
HITH 3M0/1eMa, TOTOTHIIL, TOBApHBIH 3HaK (3HaK 00CIy:XHBAaHHA) OpTaHH3ALIH]

OdHHaTEHOE HAaHMEHOBaHHE
OpTraHH3alHHA
(Ha TocyJapCcTBEHHOM A3BIKE)

OdHiHanpHOE HAHMEHOBA
OpraHH3alHH
(Ha pycCcKOM HIH HHOM A3E

CIparOYHEIE JaHHEIE 00
OpraHH3alHH
(Ha rocyJapCcTBEHHOM A3BIKE)

CnpaBo4HbIe JaHHBIE Of
OpraHH3alHH
(Ha pyCcCKOM HIH HHOM A3b
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Ne
... (nata) (uHZeKe) e
] E i rxﬂLJ:[pe-::a:r
' (ccplKa Ha HOMep H JaTy
| BXOJIAINETO JOKYMEHT4) s SO
T3aromoBok k TekeTy mHCBEMa I
1 ------ . o ol
I
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K [IpaBunaM JOKYMEHTHPOBAHUS, YIIPaBICHUS
JIOKYMEHTAIMe U UCII0JIb30BAHUS CUCTEM
AIIEKTPOHHOT'0 JIOKYMEHTO000pOTa B TOCYAAPCTBEHHBIX

1 HCTOCYNApCTBCHHBIX OpraHrU3alusax

®dopma



baaHk KOHKPETHOI0O EHIA TOKYMEHTA OPraHAZIANHHA

TI'ocynapcreenHEld 'epl PeciyOaukn KazaxcTas
HIIH 5MGIeMa, TOTOTHIL, TOBapHBIH 3HAK (3HAK O0CTYKHBAHHA) OPraHH3alHH

OdHITHATEHOE HAHMEHOBAHHE
: OpraHH3alHA
(Ha rocyJapcTBeHHOM H3EBIKE)

Od¢HIHATEHOE HAHMEHOBAHHE
OpraHH3aIHH
(Ha pyCCKOM HITH HHOM f3BIKE)

HanmMmeHOBaHHE BHIA HanMeHOBAHHE BHIA 4
TOKyMeHTa JOKYMEHTa

| (Ha rocyJ1apCcTESHHOM f3EBIKE) (Ha pyCCKOM HITH HHOM A3BIKE) |
N Ne |
m (aara) O
MecTo H3OAHHT MecT0 H32HHT
(WarocynapCTBeHHOM sZBIKE) (WA PYCCKOM HIH HHOM A3bIKE)
'3aronoBok x Texcry gokymenta |

®opmat A4 (210X297)
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K [IpaBusiaM JOKYMEHTUPOBAHUS, YIIPaBICHUS
JOKYMEHTAIMEN U UCII0JIb30BAHUS CUCTEM
3JIEKTPOHHOI'0 IOKYMEHTO000pOTa B TOCYAAPCTBEHHBIX

" HCTOCYNApCTBCHHBIX OpraHU3aluAax

dopma




 O6mmuii 6:1aHK opra@M3anes
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T'ocynapcteeHHBIH ['epl PecryGiiHkH KaszaxcTaH
HIH 3M071eMa, JIOTOTHII, TOBapPHBIH 3HAK (3HAK OO0CIYKHBAHHA) OpraHH3allHH

. O¢dHuHATBHOE HAHMEHOBaHHE | . OdHHanEHOE HaHMEHOBaHHE

OpraHH3alHH OpraHH3alHH
(Ha rocy1apCTBEHHOM S3BIKE) (Ha pyCCKOM HIIH HHOM A3BIKE)

Ne

.. ..., NSV, | SU— N———————————————————
- MecTo H3maHHA - MecTo H3maHHA
' (Ha rocy1apCTBEHHOM S3BIKE) ' (Ha pyCCKOM HIIH HHOM S3BIKE)

3aromoBok K TeKCTy JOKYMeHTa

®opmar A4 (210X297)

[Ipunoxenne 5

K [IpaBuiaM TOKyMEHTHUPOBAHUS, yIIPaBICHUS
)IOKYMGHTaHPIeﬁ " UCIIOJIB30BaHUS CHCTEM
AIIEKTPOHHOT'0 JIOKYMEHTO000pOTa B TOCYAapCTBEHHBIX
U HErOCyAapCTBEHHBIX OpraHu3anusax
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JIMCT COI'VIACOBAHHA

HanMeHOBaHHE BHIA IIPOCKTa JOKYMEHTA, 3aIOJIOBOK K TEKCTY

CornacoraH CormnacopaH
HanMeHOBaHHE JOKHOCTH HanMeHOBaHHE JOLKHOCTH
C YKa3aHHEM HaHMEHOBaHHA C YKazaHHEM HaHMEHOBaHHA
OpraHH3allHH OpraHH3alHH

Pacmudporka Pacmudporka
(1HYHAA MOATHCH) MOIIHCH (JIHYHAA ITOANHCH) IIOAIHCH
Jara Jlata

®opmar A4 (210X297)
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Kk [IpaBuiaM JOKyMEHTHPOBAHMUS, YIIPABICHUS
I[OKyMeHTaIII/IGf/'I " UCIIO0JIb30BaHUA CUCTEM
AIIEKTPOHHOTO IOKYMEHTO00OPOTa B TOCYIaPCTBEHHBIX
" HCTOCYAApPCTBCHHBIX OpraHrU3alusax

dopma



«RYHEJITEPII MOJETBIEY IIH
KASAKCTAHIBIK HHCTHTYThI»
HHHOBAITHATBIK OPTA.TBIT Bl

ToEapHmecTED ¢ OTPAHEYEHHEOH
OTEETCTEEHHOCTBRD

«]ﬂIHﬂBA[[HDI{[-I_BIﬁ OEHTP
«KAJAXCTAHCKHH HHCTHTYT
MOJETHPOBAHHA CHCTEM:»

FAVAMKEePIILTITi MeKTey Il CepIKTeCTiri

e

Actana KaTacsl . ... TOpOXAcTaHa

o
L

BYIPBIK i IIPHKA3

15 mapra 2017 roza ' Ne 51

I 1
() BHeCceHHH H3MeHeHHH B

AOTAKHOCTHBIE HHCTPYKIHA
COTPYIHHKOB

B cBasH C

(ocmoBaEHE)

ITPHKA3BIBAIO:

1. BHecTH B JOIDKHOCTHEIE HHCTPVEIHH coTpyaHukoe TOO caemyromme
H3MEHeHHA:

1)

2)

2_ KOoHTpOIb 33 HCIIOMHEHHEM HACTOAINETO MPHEA3A BO3IOXKHTh Ha

T'eHepanbHBIA THPeKTOP (mogmmce) (pacmmdpOEKa MOTOHCH)

OTMETEA O COTTTACOBAHMH:

dopmar A4 (210X297)
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K [IpaBuiiamMm TOKyMEHTUPOBAaHUS, YIIPABICHUS
JOKYMEHTAIMEN U UCII0JIb30BAHUS CUCTEM
3JIEKTPOHHOI'0 IOKYMEHTO000pOTa B TOCYAAPCTBEHHBIX
1 HETOCYJapCTBEHHBIX OpraHU3aLUsaX

dopma



ToBRapHImeCcTED C OTPaHEYeHHCH
OTEETCTEEHHOCTERED

| «KYHETEPIIMOJETBIEVIIH
KA3AKCTAH/IBIK HHCTHTYThBI»
HHHOBAITHATBIK OPTAIBIFBI»

«]ﬂ-IHﬂBAlIHUIﬂ-I_BIfl OEHTP
«RAJAXCTAHCKHH HHCTHT YT
MOIJEITHPOBAHHA CHCTEM»

AAVANKEPIILUTIT] MeKTeyY Il CepiKTeCTIrTd

...... -1

BYIIPBIK [IPHKA3
15 mapta 2017 roga Ne s1n/e .
AcTaHa Kamacel ropox ActaHa !

 1r 7
| | IIo J]H'IHGM}’ CDETE[B}'

1. MIPHHATH Ecxengupoea EpkeOymaHa AwmMaHTaeBHYAa HA JODKHOCTB
IIABHOIO MeHeIkepa MapKeTHHIOBOro oTaena ¢ 15 mapra 2017 roga.

OcHOEBaHHY. TPYJoBOH Jorosop oT 15 mapra 2017 rogza Ne 31 H sadBlIeHHE
Ecrkenmuposa ELA_ ot 14 Mapta 2017 roga.

2. IEPEBECTH 3yb0apesy AHacTacHI) BHKTOpOBHY cTapIoero Oyxramrepa,
Ha JODKHOCTB INTaBHOrO OyxXramrepa ¢ 16 Mapta 2017 roga.

OcHOBaHHA. JOMOIHEHHe K TPYIOBOMY Jorosopy or 14 ampens 2016 roma
Ne 28 u sageneHHe 3yo0apesoil A.B. ot 13 Mapra 2017 roga.

3. PACTOPTHY¥TD tpymosod gorospop OT 17 ameapg 2015 roma Ne 15 ¢
Kepmnoesin MapaTtom CepHroHYeM ¢ 15 mapra 2017 roza B COOTBEICTBHH C
myHKTOM 1 cTaten 57 Tpydosoro kogekca Pecryommm Kasaxceran.

OcHosaHKe: 3age1eHHe Kepamvosa M.C. ot 14 mapra 2017 roga.

4. OBBABHTL BBII'OBOP Ilasemmosoii CanraHat AbaesHe, MeHeKepy
IIPOEKTHOTO OTOEMA.

OcHOBaHHY:. JOKTATHAS 3AIIHCKA HAYANBHHEA [IPOSKTHOIO 0Taena Camoea [T
or 10 mapta 2017 roga H 0OBACHHTeTBHAA 3amHcka [Taseroeoii C.A. ot 12 mapTa
2017 roga.

I'eHepaIbHBIH THPEKTOP IOIIHCE pacImH(pOBKa NOJUHCH
BHze1:

O=HAKOMISHBL

dopmar A4 (210X297)
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K [IpaBuiaM TOKyMEHTHUPOBaHUS, YIIPABICHUS
JOKYMEHTAlUEN U UCITOJIb30BAHUS CUCTEM
AIIEKTPOHHOI'O IOKYMEHTO00OPOTa B TOCY1apCTBEHHBIX
Y HETOCYZAPCTBEHHBIX OPraHU3aLMIX

®dopma

IIpoTokou



OpraHH3aNHH OpraHH3aNHH
(Ha rocyJapcTBeHHOM 43BIKE) | (Ha pyccKOM HITH HHOM S3BIKe)
CXATIAMA " mportokox
i Ne

MecTo H3TaHHT MecTo H3maHHY
| (Ha rocyJapcTBEHHOM A3BIKE) i (Ha PyCCKOM HIIM HHOM A3EIKe)

r ar 1
| | 3acedaHH¥ KOMHCCHH IO... ~

IIpencemarens — ©.H.O.

Cexperaps — 2. H.O. >._

TIpHCYTCTBOBATH: (KOTHUSCTEO) JelloBeK (CIHCOK IIpHIaraeTcs)
BronHaz

4acTh
IMOBECTEA JHA _

1. O pa3padoOTEe H IPHHITHIIAX ..

JOKIam 3aBeIyIOIEro ..

2.0 ...

1. CIVIITATA:
$ 11.0. — TeKCT JOKI4Ia IPHIArasTCa
BEICT¥III.IH:

$ 1.0, — KpaTKad 3alHCh BRICTYIUISHHA.
$H.O - >‘
OcHOEBHAg

INIOCTAHOBH.TH: YACTE
1. OmobOpHTE ..
2. ..

2. CJIVIIAJIH:
BBICTYIINTH:
INOCTAHOBH.TH:

Ilpeacexarenn MOJIIHCE pacimH(pPOBKA TOIITHCH
Cekpertapsb MOITHCH pacimdpoBKa NOAHCH

dopmar A4 (210X297)

[Tpunoxenue 9



K [IpaBuiaM TOKyMEHTHUPOBaHUS, YIIPABICHUS
JOKYMEHTAlUEN U UCITOJIb30BAHUS CUCTEM
AIIEKTPOHHOI'O IOKYMEHTO00OPOTa B TOCY1apCTBEHHBIX
Y HETOCYZAPCTBEHHBIX OPraHU3aLMIX

®dopma

AKT



-
|

-
|

T ocyaapcTBeHHE I epo Pecrryomuku Kazaxcran
HITH 3MO1eMa, TOTOTHIL, TOBAPHBIH 3HAK (3HAK 0OCTYKHBAHHS) OpTaHH3AITHH

O¢unnaibHOe HAHMeHOBAHHE | O¢unuaIbHOe HAHMEeHOBAHHE
OpraHH3ANHHA OpraHH3aNHH
(Ha rocyapcTBeHHOM 43BIKE) (Ha pyccKOM HIIH HHOM S3BbIKE)

pmmmm = ——————————

- .. AKT A S A '
i Ne

i (maTa) ;

E_Mecm H3gaHud MecTo H3IaHua

 (Ha TOCYZApCTEEHHOM A3bIKE) i | (Ha pyCCKOM WM HHOM S3BIKE) |
r 1

O3 HTOrax NPOBEPKH ...

OcHOBaHHe: IPHKA3 PYKOBOJIHTENT OPraHH3allHe oT (Jara) Ne
«0 TpoBeleHHH NPOBepkH .. » (MMM HHOH JOKYMeHI: muaH paDoTel, mopyueHHe
BBIIIECTOSINETO OpraHa H T.1.).

CoCTaeneH KOMHCCHEH B COCTABe:

IIpencenarens KOMHCCHH

JODKHOCTD, HHHITHATEL, (paMILTHT
YeHs KOMHACCHH: 1.

AJOIAHOCTE, HHHITHATRL, [1]3&1]‘!.]]}15
2.

JOIDKHOCTD, HEHITHATHL, (D aMEIHA
IIpHCYTCTBOBATH:

A0 HOCTE, HHHITHAIBL, lilﬂjrﬂﬂ'l}lﬂi

TEECT

CocTaBleH B 2-X 3K3eMIIIIpax:
1-# 3K3eMIUIAEp: B geae 5-7
2-H 3K3eMILTAp. HAMPABISH IPOBePAeMOH OPTraHH3AIHH

IpeacexaTeTh KOMHCCHH MOAmHCh  pacimudpoBKA TOJMHCH
YneHbl KOMHCCHH NOAIHCh  pacimH(poBEA TOJIHCH

®opmat A4 (210X297)

ITpunoxxenune 10

K [IpaBunaM JOKYMEHTHPOBAHHUS, YIIPABICHUS
JOKYMEHTAIMEeH 1 MCTI0JIb30BaHUS CUCTEM
AIIEKTPOHHOTO IOKYMEHTO00OPOTa B TOCYIapPCTBEHHBIX
Y HETOCYIapCTBEHHBIX OPraHMU3aLUAX



®opmMma

CnpaBka

/__.-H""_""“-.,_\ . )
HKAJAKCTAH PECITYEJIHEACKHI PECIIVEIHKAHCKOE f
MoOIEHHET KoOHE CIIOPT I‘DCY,IL&E’CTBEHHDE i
MHHHCTP.IITTHIH YUPERIEHHE ,
APXEOTPA®HA JKOHE JEPEKTAHY «HATITHOHATbHBIH EHTP ;
¥JITTHIK OPTATRITERIL: APXEOTPAPHH H ;
HCTOUYHHKOBEIEHHA §
PECHYEITHKAJIBIE MEMIEKETTIK MHHHCTEPCTBA K¥JIbBTYPHI H
MEEKEMECIT CIIOPTA PECOVE/IHEH !
KAJAXCTAH»
‘e AHBIKTAMA CIIPABKA
15102017 ! Ne 03-05/171
AcTaEaKamacel . ropogAcrama

MHuHHCTEPCTEO KYILTYPEI H
cnopta Pecnydnakn Kasaxcran

r 1
O cocTosHHH padoThI IO

| IOAT0TOBKE HH(POPMAIHOHHOT 0
| cmpasouHAKA «Hcropua Kaszaxcrana ,
B 3apybeanpix apxuBax XVEXXBB)» |

=
TEKCT
JdupexTop TIOITHCh B. KonbichaeBa
Hen B Tlapeudexoea
Ten.: 24-056-32
®opmat A4 (210X297)

[Tpunoxenne 11

K [IpaBuiaM JOKYMEHTHUPOBAHUS, YIIPaBICHUS
JOKYMEHTAIMEN U UCII0JIb30BAHUS CUCTEM
3JIEKTPOHHOI'0 IOKYMEHTO000pOTa B TOCYAAPCTBEHHBIX
U HETOCYJapCTBEHHBIX OpraHU3aLUsaX

dopma

CnpaBka



1

 «KA3AKCTAH PECIIVBJIHKACHI | ~ PECIIVEJIHKAHCKOE

MOJEHHET KOHE CIIOPT TOCYJAPCTBEHHOE
MHHHCTP.IITTHIH VYPE/KIEHHE
- APXEOTPA®HS KOHE IEPEKTAHY | . «HANMOHAIBHBIN IEHTP
YJITTBIK OPTAJIBIFBD» ; APXEOTPA®HH H
| HCTOYHHKOBE JEHH
. PECIIVEJIHKAJIBIK MEMJIEKETTIK | . MHHHCTEPCTBA KVJIbTYPBI H
? MEKEMECI | CIIOPTA PECOVEIHKH ;
| KA3AXCTAH»
,,,,,,,,,,,,,,,,,,,,,,,,, CAHBIKTAMA = CHOPABKA
15.10.2017 Ne 02-01/10
AcTaHa Kaiachl i ropox AcTaHa

_.._..I:._.._.._.._.._.._.._.._.._.._.._.._.._.._.._.._.._.._.._.._.._.._.._.._.._.._.._..__i‘.._.._.._.._.._.._.._A..._.._.._.._.._.._..Kéﬁ_ _((_Eil:e_.\_!_e_u;)____________

Asmoeprenopa Kyaekan XaiOyai1oBHa padoTaeT TINIaBHBIM OyXraarepoM
HanmoHaIbHOTO IeHTpa apXeorpaHH H HCTOYHHKOBEeIeHHA.

AHpeKTOop TIOATIHCH B. KonbicbaeBa

Hen. A. 3axmposa
Ten.: 24-04-70

®opmat A5 (148X210)
[Tpunoxxenue 12
K [IpaBuiaM NOKyMEHTUPOBAHHUS, YIIPABICHUS
JIOKYMEHTAIMe U UCIIO0JIb30BAHUS CUCTEM
3JIEKTPOHHOI'0 IOKYMEHTO000pOTa B TOCYAAPCTBEHHBIX

1 HCTOCYNApCTBCHHBIX OpraHu3alusax

®dopma

IIncemo



«BAPBIC»
AKIHOHEP.IK KOFaMbl

AKnnoHepHOe 00IIECTBO
«BAPBIC»

' Abait n-mer. 10, Actana k., 010000 {mp. Abas 10, . Acrana, 010000
| Tem/takc 8 (7172)35-39-22, Ter/dakc 8 (7172) 35-3922, |
| 35-46-47 E-mail: Baris@mnboxru  35-46-47 E-mail: Baris@inbox.ru |

19032017 Ne 04-07/151

. (ccBIMKA Ha HOMep H JaTy BX.

| IOKYMeHTa) ;
------------------------- ' TOO «Kymarep»
HOpagaYecknii oTaen :
np. PeickynoBa, 12, r. AIMaTsl, |
| 020000 ’
r r 1
L O npeTeH3HH 00 T0TOBOPY
oT 15.03.2017 Ne 44/56

YEaxaeMble rocoogal

B mapTHH TaKOKPACOYHBIX MATepHATIOB, OTIpyKeHHBX Bamm 28 nexa0pd
2016 roga no KelesHOIOPOAKHOH HAKIATHOH Nt 324 B COOTBETCTEHH C JOTOBOPOM OT
12 gupapa 2016 roza Ne 44/56, obHapy:xeHO 3 1eOpPMHEPOBAHHBIX BCIeICTEHE YVIapa
HIH HHOTO MEeXaHHYeCKOrO BO3JEHCTEHA AITHEA, O 4YeM CBHIETeIbCTBYET aKT OT
15 maptra 2017 roma Ne 23, JlakokpacodHble H3OSTHA, HaXOOAIDHeCd B
NOBPe/IeHHBIX AIMHKAX, pealisallHd He IoXnexar. Omara DapTHH ToBapa
IIPOH3BeeHA HAMH B ITOJHOM 00BbeMe 110 cueTy Ne 33-675.

IIpocrm Bac Bo3MecTHTB IIOHeceHHBI® HaMH VOBITKH B pasMepe 175 Teic.
570 tenre. Cynny cllegyeT NepedHC/IHTE Ha HAN pacdeTHBIH CUeT.

IIpunoskeHHe. aKT HA 2 1. B 1 3K3., HA pYCCKOM S3BIKE

C VEa:KeHHEM,
KomMepueckHii THpeKTOP OOJNHCh  paclmH(pPOBKa IOAMHCH

Hen. H. Tletpora
Tem 35-45-44

dopmar A4 (210X297)

[Tpunoxenne 13

K [IpaBuiaM TOKYMEHTUPOBAHUS, YIIPaBICHUS
JOKYMEHTAIMEeH U UCII0JIb30BaHUS CUCTEM
AIIEKTPOHHOTO JIOKYMEHTO000pOTa B TOCYAAPCTBEHHBIX
1 HETOCYyJapCTBEHHBIX OPraHU3alUsaX



IIpumepHBbIii IepeyeHb TOKYMEHTOB, He MOJIe;KAIMX perucrpanun ciay:kooi JJOY

[Tucbma, HanpaBlIeHHBIE B KOMUSIX JUIsl CBEACHUSI.

Pexnamubie n3BeneHus1, IPOCIEKTHI, IIJIAKATHI, IPOIPaMMbl COBELIAHUH.

[lepBUdYHBIE JTOKYMEHTBI OYXTaJTePCKOTO Yyd4eTra (PEeTUCTpUPYIOTCS B Oyxraurepuu
OpraHU3AIHH ).

VYyeOHble MIaHBI, MPOrpamMMbl (PETUCTPUPYIOTCS B COOTBETCTBYIOLIEM CTPYKTYPHOM
MoJipa3iesIeHuu OPTaHu3alIlN ).

Mecsaunble, KBapTalibHbIE U JPYru€ OTYETHl (PETUCTPUPYIOTCS B COOTBETCTBYIOIIEM
CTPYKTYPHOM IOApa3/ieICHIUH OpraHu3alum).

@DOpMBI CTATUCTUYECKON OTYETHOCTU (PETUCTPUPYIOTCS B COOTBETCTBYIOIIEM CTPYKTYPHOM
MoJIpa3ielIieHuu OPTaHU3alINN ).

Co00111eHNS 0 COBEIIAHUIX, 3aCCAAHMIX.

[To3npaBuTenbHbIC MUCHMA, TO3JPABUTEILHBIC TEIETPAMMBI, IPUTTACUTENbHbBIC OUIETHI.

[TeuaTHbie u3ganus (KHUTH, )KYpHAJIbI, Ta3€Thl, OIOJIJICTCHH).

Tenerpammepl ¥ ChbMa O pa3pelIEeHUN KOMaHIMPOBOK.

TenedoHorpamMmMbl 0 IPOBEJECHUH 3acelaHUi, COBELIAHUM, CEMUHAPOB U JIpYyTHE.

JIOKYMEHTBI ¢ IOMETKOM Ha KOHBEpTE «JIMUHOY.

Hayunbie oTuersl mo TeMaM (PETUCTPUPYIOTCS B COOTBETCTBYIOIIEM CTPYKTYPHOM
MOJIpa3ielIieHuu OPTaHU3alINN ).

[IpeiickypaHTBI.

Hopmbl pacxoma maTepuasioB, 3asiBKM Ha  KaHUEJSIPCKUE  NPUHAMIECKHOCTH U
OPTraHU3AIlMOHHYI0O  TEXHUKY  (PETHCTPUPYIOTCS B COOTBETCTBYIOIIEM  CTPYKTYpHOM
MoJIpa3ieIieHuu OPTaHU3alINN ).

CBoIKH.

VYyeTHbIe TaHHBIE IO KaJApaM.

[Tpunoxxenne 14

K [IpaBuiaM JOKYMEHTHPOBAHUS, YIIPaBICHUS
JOKYMEHTAIMEN U UCIIO0JIb30BAHUS CUCTEM
JIEKTPOHHOI0 IOKYMEHTO000POTa B TOCYAAPCTBEHHBIX
Y HETOCYZAapCTBEHHBIX OpraHU3aLUsaX

dopma

KapTO‘lKa Perucrpanuu BXoAAIuX JOKYMEHTOB



= Koppecnonaest Bua goxymenTta
»
Jata mOCTYIIIeHHA H HHEASKC ZOKYMEHTa Jata 2 HHAEKC JOKYMeHTa
v
3
103
o
L) 3aronoBOK ZOKYMEHTA HIIH KEPaTKOe COAep/KaHHe
Pesomomma uan KOMY HanpaeneH JOKYMEHT CpoxK HenonHeHHA
b
=
=1

Pacnucka B MNOITYYIEHHH C YEa3aHHEM JaThl

Omierra 00 HCIIOMHEHHH JOKYMEHTa
H HalPaEJIeHHH B A0

Cregenna 0 X0Ae HCIOAHEHHA JOKYMEHTA, IEPEHOCA CPOKOS HCIOIHEHHA,
MOCTYIUIeHHH IPOME Y TOYHEIX OTEETOE (3aIpoCcoE) H T.A4.

KOH'IPOIIBHBIE OTMETKH

o
_'I @oHZ Ne Omace Ne Hemo Ne
70 70
210
®opmar AS (148x210)
ITpunoxxenune 15
K [IpaBriiamM TOKyMEHTHPOBAHUS, YIIPABICHUS
JOKyMEHTAIMEN U UCIIOJIb30BAHUS CUCTEM
AJIEKTPOHHOTO JOKYMEHTO000POTa B TOCYIaPCTBEHHBIX
U HETOCYZApCTBEHHBIX OpraHU3anusax
dopma
Kypnan perucrpauuy BXOASIIMX JOKYMEHTOB
No Hara Koppecnonnenr, Bun Pezomrorust | Pacrincka B | Otmetka 06 | [Ipume
ILI | IOCTYIUICHUs | JaTa U UHACKC | JOKYMEHTa, | WM KOMY | IIOJIy4EHUH | UCIIOJIHEHHUU
BXOJAIIETO 3aroJIOBOK | HallpaBJe€H | JIOKYMEHTa, | JTOKYMEHTa
JOKyMEHTA WU JOKYMEHT naTa
KpaTKoe Ha
COZIepKaHUE | UCIIOJIHEHUE
BXOJISILIETO
JIOKYMEHTa




1 2 3 4 3) 6 7 €
®opmar A3 (420X197)
KypHan perucrpanuy HCXOASIIMX U BHYTPEHHUX JOKYMEHTOB
NoNo | Jlara u unnekc | KoppecnonmenT | 3aroyioBok Otmetka 00 [Ipumeuanue
ILII. HCXOJAILErO WJIM KpaTKoe HCIIOJIHEHU U
(BHYTpEHHEro) coJlepyKaHue JOKYMEHTa U
JIOKyMEHTA JIOKyMEHTa HaIpaBJICHUU B
JEJI0
1 2 3 4 S 6
®opmar A3 (210X297)
[Tpunoxxenue 16
K [IpaBuiaM JOKYMEHTUPOBAHUs, yIIPaBICHHUS
JOKYMEHTAIMEN U UCIIOJIB30BAHUS CUCTEM
3JIEKTPOHHOI'0 JIOKYMEHTO000pOTa B TOCYAAPCTBEHHBIX
Y HErOCYJapCTBEHHBIX OpraHU3aIMsIX
CBEJEHMS 00 ncnojiHeHUM JOKYMEHTOB, IOAJIEKAIINX KOHTPOJII0
M0 COCTOSIHUIO Ha (aucno, MecsIl, Tox)
Ne | HammeHnoBanus JIOKyMEHTBI Ha N3 HUX TOKYMEHTBI
/T | CTPYKTYpPHBIX KOHTpPOJIE
NO/IPA3JICICHUM | Bcero | MOCTYMIIIO B | HCHOJHEHHBIC | HAXOSIINECS C IpoCcpoye)
MpebIAyIIEM Ha IPOJVIEHHBIM
MecALe VCTIOJTHEHUH CPOKOM
VCIIOJTHEHUS
1 2 3 4 o) 6 7 8

HaumeHoBaHUMe J0/LKHOCTH PYKOBOAUTEJIS

cay:xkon1 JOY

Pacmugposka

MOANINCHU
(JInyHAast TOAMKCH)

dopmar A4 (210X297)

[Tpumeuanue.



Ceenenuss MOryT OBITH JOMOJHEHHBI rpadaMu MO BUAAM JOKYMEHTOB (TIPHKa3bl, PELICHUS

KOJUIETHH U APYTUE), UX PErUCTPAIlMOHHBIMU HOMEpaMu, (GaMITUSIMU UCTIOTHUTENEH.

[Tpunoxenue 17

K [IpaBuiiamM TOKyMEHTUPOBAHUS, YIIPABICHUS
JIOKYMEHTAIMeH U UCII0JIb30BAHUS CUCTEM
AIIEKTPOHHOTO JIOKYMEHTO000pOTa B TOCYAAPCTBEHHBIX
U HErOCYJapCTBEHHBIX OpraHU3alHIX

CBEJIEHUSA
00 ucnoJIHeHNH oOpaleHuil GU3NYEeCKUX U PUIHYECKUX JIUI]
10 COCTOSIHHMIO Ha (ancno, mecs, Tox)

Ne HaumenoBanus HaxomuTtcs Ha UCITOTHEHUHU N3 Hux
/1 CTPYKTYPHBIX BCETO MOCTYIIUJIO 32 HCIIOJIHSAIOTCS MIPOCPOYCHBI

MoJIpa3ieICHUI npeabLIyIni B CPOK BCETr0 CpOK

MeCSIIT MIPOJIJICH
1 2 3 4 5 6 7

Bcero:

HaumeHoBaHuUe 10JKHOCTH PYKOBOTUTEJIS
Pacmugposka
cay:xkon1 JOY
MOJITUCH

(JInyHAast TOAMKCH)
®opmar A4 (210X297)

ITpunoxenne 18

K [IpaBunaM JOKYMEHTHPOBAHHUS, YIIPABICHUS
JOKYMEHTAIMEeH U MCTI0JIb30BaHUS CUCTEM
AIIEKTPOHHOTO IOKYMEHTO00OPOTa B TOCYAaPCTBEHHBIX
Y HETOCYIapCTBEHHBIX OPraHU3aLUsIX




KypHaJj ydyera v BbIIa44 eYaTHO-0JIAHOYHOM MPOAYKIIMU

®opmMma

IToctymienue
Hara Jata u HoMep Hanmenosanue | KonuuectBo | Cepusi m | [lara Hara u
MOCTYIJICHUS | COPOBOJAUTENILHOTO | TMPEANPUATHS - | SK3EMIUISIPOB | HOMEpa | BbIIAYu HOMED
JIOKYMEHTa HU3TrOTOBUTES 0JIaHKOB JIOKYMEHTa
Ha BbIIaYy
1 3 4 5 6 7

dopmar A4 (210X297)

[Tpunoxenue 19
K [IpaBuiiaM TOKyMEHTHPOBAHUS, YIIPABICHUS

JOKYMEHTAIME U UCIIOJIb30BAHUS CUCTEM
AJIEKTPOHHOI'0 JOKYMEHTO000POTa B TOCYIapCTBEHHBIX
¥ HETOCYJapCTBEHHBIX OpraHU3aIIsIX

dopma

Kypnan yyera u BbIauu nevareii, mramMnoB ¢ uzoopaskenuem I'ocynapcrBennoro I'ep6a
Pecny0smku Kazaxcran n cnenuaJabHOM IITEMIIEJIbHOM KPACKH

Ne | HammeHnoBanus u KoMy BbIIaHO Hara [Ipumeuanue
ILI. | OTTUCKHU MeYaTe u HanmenoBanue damvumnna n Jlata u BO3BpaTa OTMETKHU 00
IOTaMIIOB C CTPYKTYPHOTO MHHIIAAIIBI pacmoucka B u YHHYTOXCHUI
M300pakeHHEM MOJApa3aeyieHus, | JOJDKHOCTHOIO | MOJYyYEHUH | PaclucKa reyvaren,
['ocynapCTBEHHOTO | OCYIIECTBIISIFOLIETO Jmna- B IIpUEME ITaMIIOB U
I'epOa XpaHEHHE Mevarei, MOJTYYaTeIIst CIIeIIHAILHOT
PecriyOnuku ITaMIIOB C LITEMIIEIIBHO]
Kaszaxcran n300pakeHNeM KpacKu
I'ocynapctBeHHOr0
I'ep6a PecryOmmku
Kazaxcran u
CIIEHHATIBHON
LITEMIIEIbHON
Kpacku
1 2 3 4 5) 6 7

dopmar A4 (210X297)

[Tpunoxxenue 20
K [IpaBriiaM TOKyMEHTUPOBAHUS, YIIPABICHUS
JOKYMEHTAITUEH 1 MCIIOJIb30BaHMS CUCTEM



3JIEKTPOHHOTO JOKYMEHTO000pOTa B TOCYAaPCTBEHHBIX
Y HEroCyJapCTBEHHbBIX OpraHU3alUsaX

®dopma

)Kypﬂa.n YueTa 1M BbIIaYM IEPHEBLIX ABTOPYUCK, 3alIPpABJACHHBLIX CIICNMUAIbHBIMHA

MecTto uznanus (Ha

(mara)

AKT

Ne

roCy/IapCTBEHHOM SI3BIKE)

YepHUIAMH
Ne HaumenoBanue damMuius u JomxkHOCTh M [ara ara [Tpumeuanu
ILIL. CTPYKTYPHOT'O WHULAAJIBI (damunus muna, | BbLAAYM U | BO3Bpara OTMETKA Of
IIOAPA3/ACIICHHUS], JOJKHOCTHOTO MOJYYUBLIErO | pacHucka B u YHUYTOXKEHI
OCYULIECTBJISIOILETO nuua, MIEPHEBYIO MIOJIyYEHUH | paCIUCKa NepbEBOM
XpaHeHue OCYLIECTBIISAIOIIETO aBTOPYUKY, B IpHEME ABTOPYYKH
MEPHEBBIX XpaHEHHE 3apaBIICHHYIO 3ampaBIICHH
aBTOPYYEK, MEPbEBBIX CIIeLIMaTbHBIMHU CIIELIMaJIbHbI
3ampaBJICHHBIX aBTOPYYEK, YEpHWIAMHU YEepHUJIAMI
CIIeLIMaIbHBIMU 3anpaBJICHHBIX
YepHWIAMHU CHeLHaJIbHBIMU
YEpHUIIAMHU
1 2 3 4 5 6 7
dopmar A4 (210X297)

[Tpunoxenue 21
K [IpaBuiiaM TOKyMEHTHPOBAHUS, YIIPABICHUS

JIOKYMEHTAIMEN U UCIIOJIb30BAHUS CUCTEM
AJIEKTPOHHOTO JOKYMEHTO000pOTa B TOCYIaPCTBEHHBIX
Y HErOCY/JapCTBEHHBIX OpraHU3aALMIX

dopma

Ha3BaHUC OpraHU3allnn

MecTto n3nanus (Ha pyccKoM HWJIH HHOM
SI3BIKE)

Yr1Bepxaato HanMeHoBaHME TOKHOCTH PYKOBOIUTENS
OpraHu3aIu

IIpuema-nepenaum ne4aTHo-
0J1aHOYHOI
NPOAYKIHH, leYaTeil, ITaMIIOB,
MO/IeKAIINX

3alUTe, CPEACTB 3ALIUThI
AOKYMEHTOB H
PEerucTPAlHOHHBIX YYeTHBIX
¢opm K HUM

MoJNMCh) nmojanucu Jlara

OcHoBaHue: MpUKa3 PYKOBOJIUTENS OpraHu3aiuu oT (1ara) Ne
«O mpoBeeHNH MPOBEPKH...» (MM MHOM JJOKYMEHT: TUIaH paboThl, IOpyueHHUEe

PacimmdpoBka (nmuuHas




BBIIIECTOSIIETO OPraHa u T.1.).
CocraBiieH KOMHUCCHEN B COCTaBE:
[Ipencenarens koMmuccuun

JOJDKHOCTh, MHUITUAIBI, (haMHITUS
Yensl koMuccuu: 1.

JOJDKHOCTh, MHULIUAJIBL, (haMIITUS
2.

JOJDKHOCTBb, HHHUIIUAJIBI, (baMI/IJ'II/IH

1. Hencrnonp30BaHHYIO ME€YaTHO-0IaHOUHYIO MTPOAYKLHUIO, MOAJIEKAILYIO0 3aIIUTe, (OTAEIbHO
noBunam)cepun  cNe  moNe B KoiuuecTBe SK3EMILIAPOB.
(mudpaMu ¥ IPOTTHCHIO)

2. AKTBI O BBIJICJICHUU K YHUUTOXEHHIO UCIIOPUYECHHBIX SK3EMILISIPOB I€YaTHO-0IaHOYHON
IIPOLYKIIMH, TOAJIEKAIIEH 3aIIHUTe

(matb1, HOMEpa, KOJIMYECTBO IK3EMILISIPOB

aKTOB IO BUJaM OJIAHKOB)
3. Ilewatu c¢ wu3oOpaxenuem [ocymapcrtBennoro I'epba PecnyOnmmkm Kasaxcran B
KOJINYECTBE

HITYK.

(mdpaMu ¥ IPOTIHCHIO)
4. Iramner ¢ wuzoOpakenueM [ocymapctBennoro I'epba Pecnybnmku Kaszaxctan B
KOJINYECTBE

HITYK.
(uMdpaMu U IPONKCHIO)
5. Cpeacrtsa 3aIUTHl JOKYMEHTOB:
(HaMMEHOBaHUS CPEJCTB 3aAIIUTHI)
B KOJIMYECTBE HITYK.
(1t pamMu 1 TPOIUCHIO)
6. Perucrpanuonssie YUYETHBIE (bopMmBI:

(BUIBI PErMCTPALIMOHHBIX YYETHBIX (opM, HX
HOMeEpa

110 HOMEHKJIAType JIeJI, HOMEpa TOMOB, J1aThl ITIEPBOM U MOCJIEIHEN 3aMUCH,

KOJIMYECTBO JIUCTOB)

Cocrosinue yueTHo# paboThI ¢ eYaTHO-0JaHOUYHON MTPOIYKIIUEH, TTIeYaTsIMH, IITaMIIaMH,
MOJJIEkKAITUMH 3aLIUTE, U CPEACTBAMU 3AILUTHI TOKYMEHTOB

(ob1mas xapakTepUCTHKA COCTOSIHUS YU€THOUM paboThI)

[epenan (a) Pacmm¢poBka noanucu
(JTMyHAst TOATHCH)

[Tpunsin (a) Pacmm¢poBka noxmucu
(JIMyHAs! TOATIHCH)

CoctaBieH B 3K3eMIuIsipe (ax):

1-# sx3emmusip: B aene Ne
2 sx3eMIUsIp: (agpecar)

IIpencenaresb KoMuCCHH MOAINUCH pacm¢ppoBKa MOANKCH
YieHbl KOMHUCCUU MOJIIUCH pacuudpoBKa NOANMCH
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K [IpaBuiaM JOKYMEHTUPOBAHUS, YIIPaBICHUS

I[OKyMeHTaHI/Ieﬁ M HUCIIO0Jb30BaHUA CUCTCM

QJICKTPOHHOI'O I[OKyMeHTOO60pOTa B IroCy1apCTBCHHLIX
1 HCTOCYNApCTBCHHBIX OpraHrU3aluiax

AKT

(mara) Mecto

W31aHus (Ha TOCYJapCTBEHHOM WITH

HWHOM SI3BIKE)

Ne

dopma

Ha3BaHUC OpraHru3alnin

VYr1Bepxknato HaumenoBanue 10KHOCTH

PYKOBOAUTECIIA OpraHru3allun

Pacmm¢poBka (munas noamnuce) noanucu Jara

O BblIC/IECHUN K YHHUYTOKEHH IO
HCIOPYEHHBIX IK3eMILISIPOB
Me4YaTHO-0JIAHOYHOI NPOAYKINH,
nmoJaJIexKaIIeH 3aImuTe

OcHoBaHue: NMPUKa3 PyKOBOAUTENS OpraHu3anuu ot (narta) Ne
«O mpoBeIeHNH MTPOBEPKH...» (MIIM MHOM JOKYMEHT: IUIaH paboThl, TOpyYeHHE

BBIIIIECTOSIIETO OPTaHa u T.1.).
CocTaBiieH KOMUCCHEH B COCTaBe:

[Ipencenarens koMuccun

Yennl komuccuu: 1.

2.

JOJIXKHOCTh, HHUIIWAJIBI, (I)aMI/IJ'II/ISI

JOJIXKHOCTb, HHUIIWAJIBI, (l)aMI/IJ'II/ISI

JOJXKHOCTbh, HHUIIWAJIBI, (l)aMI/IJ'II/ISI

OToOpaHbl K YHMUYTOXKEHHUIO HCIOPYEHHBIE JK3EMIUISPHI CIEAYIONIMX BHUIOB IEYaTHO-
0JIAaHOYHOM MPOAYKITUH, TOJIJIKAIIEH 3aIIUTe:

Ne HanmenoBanue Cepus 1 HOMepa KomnuecTBo [Ipumeuanune
ILIL BH/JIA [1I€YaTHO- JK3EMILISPOB I€YATHO- HCIIOPYEHHBIX

0J1aHOYHOI 0J1aHOYHOM HK3EMILISIPOB MEYaTHO-

IIPOYKLUH, MIPOIYKIIVH, OJTaHOYHOM MPOAYKIIUH,

HoJuIeKamei HOoJUIeKAaNIeH 3aluTe HoJUIeKaIIel 3aluTe

3aIUTE
1 2 3 4 o)
Hroro HCIIOPYEHHBIX IK3EMILIIPOB N€YaTHO-O0JIaHOUHOM

(unpamu 1 IPOINHUCHIO)
MPOAYKIUH, OUIeXKALIEH 3aluTe.
CocraBieH B 3K3eMILIsIpE (ax):
1-# sx3emiusip: B aene Ne




2 sk3emIusIp: (azpecar)
IIpencenaresib KOMUCCUH PacumdpoBka noanucu
(JIMyHas TOAMKCH)
YyieHbl KOMHUCCUM PacmmmdpoBka noanucei
(JIMYHbBIE OJIUCH)
OTMeTKH B )KypHaJIbl yueTa U BblJaul Me4aTHO-0JaHOYHOM MPOIYKIINH, MOAIexKaIei
3alUTE, BHECEHBI, HCIIOPYEHHbIE IK3EMILISIPHI B KOJINYECTBE

(mudpaMu ¥ TPOITHCHIO)
YHUUYTOXKEHBI ITyTeM

(BU YHUUYTOXKCHHS )
HauMeHoBaHHe J0:KHOCTH Pacumdgposka nognucu
(JTMYHAS TTOITUCH)

Hara
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Kk [IpaBuiaM JOKyMEHTHPOBAHHUS, YIIPABICHUS
JOKYMEHTAIUEH 1 MCIIOIb30BaHMS CUCTEM
AIIEKTPOHHOTO IOKYMEHTO00OPOTa B TOCYIaPCTBEHHBIX
¥ HETOCYJapCTBEHHBIX OPTaHU3AIHIX

dopma

Ha3BaHWEC OpTraHrU3alnn

AKT
(mata) Mecto No
u3/anus (Ha rocy1apCTBEHHOM WJTH
WHOM SI3BIKE)

YTBepxkaato HanmeHoBaHMEe JOKHOCTH
PYKOBOJUTEIIST OpTaHU3AI[IH
PacimdpoBka (muunas moanuck) noanucu Jlara

O BbIIeJIECHUH K YHUUYTOKEHUIO
nevarTeil ¥ IITAMIIOB,
MOJTesKAIMX 3alUTe

OcHoBaHue: NMPUKa3 PyKOBOAUTENS OpraHu3auu ot (nata) Ne
«O npoBeeHNH MPOBEPKH...» (MIIM MHOM JJOKYMEHT: TUIaH paboThl, TOpyueHHUE
BBIIIIECTOSIIETO OPTaHa U T.1.).

CocTaBiieH KOMUCCHEN B COCTaBE:

[Ipencenarens koMuccuu

JOJKHOCTh, MHUIIUAJIBI, (haMUITHS
Yeunl komuccuu: 1.

JOJDKHOCTD, (haMUIIHsI, THULIAAIIBI
2.

JAOJDKHOCTb, MHUITHAJIBI, (baMI/IJ'II/ISI

OTO6paHBI K YHUYTOKCHUIO CIICAYIOIHNEC IICUYATH U IITAaMIIbI, IMOJICKAIUC 3alIUTC!:

Ne .. HanmeHnoBanue KonnuectBo IIpumeuanue

1 2 3 4




CocraBieH B »sK3eMIuIsApe (ax):

1-i1 sx3emrusip: B Aene Ne

2 sx3eMIuisp: (agpecar)

IIpencenaresb KOMHCCHH PacmmmdpoBka noanucu

(JTMYHAS TTOATIHCH)

YjieHbl KOMHCCUU PacumgpoBka nmoanucei
(JTMYHBIE TOJTHCH)

OTMETKH B )KypHAJ BHECCHBI, TICUATH ¥ IITaMIIbI, TIOJIC)KAIINE 3aIIUTE, B KOTUIECTBE

HITYK YHUUYTOKEHBI ITyTeM

(unpamMu U IPOIUCHIO) (BU YHHUTOXKEHUS)
HauMenoBanue 10JKHOCTH PacumdpoBka noanucu
(JInyHas TOAMHCH)

ara
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K [IpaBuiiamM TOKyMEHTHPOBAHUS, YIIPABICHUS
JOKYMEHTAIMEH 1 UCIIOJIb30BAHUS CUCTEM
AJIEKTPOHHOI'0 JOKYMEHTO000POTa B TOCYIapCTBEHHBIX
Y HETOCYJapCTBEHHBIX OpraHU3aIIsIX

®opma

Ha3BaHUC OpraHU3alnun

AKT
(mata) Mecto No
u3/anus (Ha rocy1apCTBEHHOM UJTH
WHOM SI3BIKE)

YTBepxkaato HanmeHoBaHMEe JOHKHOCTH
PYKOBOJUTEIIST OpTaHU3AI[IH
PacimmdpoBka (muunas noanuck) noanucu Jlara

O BBIEIEHUH K YHUYITOKCHU IO
CpeaACTB 3alMThI JOKYMECHTOB

OcHoBaHMe: MpHUKa3 pyKOBOAUTEIIS OpraHu3auu ot (1ara) Ne
«O mpoBeIeHUH MPOBEPKHU...» (MM UHOM TOKYMEHT: IIJIaH paboThl, OpyYEHUE
BBIIIIECTOSIILIEr0 OpraHa ! T.J.).

CocraBieH KOMHCCHEN B COCTaBe:

IIpencenarens komuccuu

JIOJDKHOCTh, MHUITAIBI, (haMHIIHS,
UneHsl koMuccuu: 1.

JIOJDKHOCTh, HHUITUAIBI, (haMUITHS

2.

JOJIXKHOCTBh, MHUITHUAJIHI, q)aMI/IJ'H/Iﬂ
OT06paHBI K YHUYTOKCHUIO CICAYIOINE BUABI CPCACTB 3alIUThI JOKYMCHTOB!

Ne .. HanmeHnoBanue KonnuectBo IIpumeuanue

1 2 3 4




CocraBieH B »sK3eMIuIsApe (ax):

1-i1 sx3emrusip: B Aene Ne

2 sx3eMIuisp: (agpecar)

IIpencenaresb KOMHCCHH PacmmmdpoBka noanucu
(JTMYHAs TTOTIHUCH)

YjieHbl KOMHCCUU PacumdpoBka noanucei
(JIMYHBIE TTOTUCH)

OTMeTKH B )KypHAJbI yaeTa No  BHECEHBI, CPEJICTBA 3aUTHI JOKYMEHTOB YHHUTOKEHBI

yTeM

(BUIBI YHUUTOXKEHUS )
HaumeHoBaHUeE J0KHOCTH PacumdpoBka noanucu
(JIMyHas TOAMKCH)

ara
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K [IpaBuiiamM TOKyMEHTHPOBAHUS, YIIPABICHUS
JOKYMEHTAIMEH 1 UCIIOJIb30BAHUS CUCTEM
AJIEKTPOHHOI'0 JOKYMEHTO000POTa B TOCYIapCTBEHHBIX
Y HETOCYJapCTBEHHBIX OpraHU3aIIsIX

®opma

Ha3BaHUE TOCYJapCTBEHHON

OpraHu3aIu
AKT
(mata) Mecto No
u3gaHus (Ha roCyIapCTBEHHOM HITH
HWHOM SI3BIKE)

YrBepxkaato HaumeHoBaHue JOMKHOCTH
PYKOBOAMTENS OPraHU3aLNH
PacimdpoBka (mnunas noanuce) noanucu Jlara

O BbIICJIEHUN K YHHUYTOKEHHU IO
HEMCIO0JIb30BAHHOM MeYaTHO-
0J1aHOYHOM

NPOAYKIHUH, MOAJIeKALIEH 3a1umuTe

OcHoBaHue: MPUKa3 PYKOBOAUTENS OpraHu3aiuu ot (nata) Ne
«O npoBeeHNH MPOBEPKH...» (MIIM MHOM JJOKYMEHT: TUIaH paboThl, IOpyueHHUE
BBIIIIECTOSIIETO OPTaHa | T.1.).

CocTaBiieH KOMUCCHEHN B COCTaBE:

[Ipencenarens koMuccuu

JOJKHOCTh, MHUIIHAIIBI, (haMUITHS
Yeunl komuccuu: 1.

JOJKHOCTh, MHUITUAITBL, (haMUITHS
2.

JOJKHOCTh, MHUIIHAIIBI, (haMUITHSI
OT0OpaHbI K YHUYTOXKEHUIO YTPATUBILNE B CBS3H




(JIukBUAaLKeEn, peopraHu3anuei) (opunmranbHOE HAUMEHOBAHUE
IPAaKTUYECKOE 3HAUCHHE CIIECAYIOIINE BUIbI

rocyJapCTBEHHOTO opraHa (Opranu3aium)
HEHUCIOJIb30BaHHOM MeYaTHO-0JJaHOYHOM MTPOTYKIINH:

Ne | HaummeHoBaHue BHza Cepus 1 HOMepa Konungectso IIpumeyanue
ILIL. | Te4YaTHO-O0JIaHOYHON 9K3EMILIAPOB I1€YaTHO- HEHUCIOJIb30BaHHBIX
IIPOTYKIIUH OJIaHOYHOM MPOIYKIIUHU JK3EMIUISIPOB
1 2 3 4 S)
Hroro HEHCII0JIb30BaHHBIX IK3EMIUISIPOB [1€4aTHO-0JIaHOYHOMN

(dpaMu ¥ IPONHCHIO)
MPOAYKLIUH, MTOJIEKAIIEH 3aIUTE.
IIpencenaresb KOMHCCHH Pacuu¢poska noanucu
(JTMYHAs TTOATIHCH)

YjieHbl KOMHCCUU PacumdpoBka noanucei
(JIMYHBIE TTOTUCH)

OTMeTKH B )KypHaJIbl yueTa 1 BbIAUU [€4YaTHO-0JaHOYHON MPOAYKIIMA BHECCHBI,

HEHUCIIO0Ib30BAHHBIE HK3EMIUISIPHI B KOJTUYECTBE BECOM __ KI

(mdpaMu 1 TIPOTITUCHIO)

YHUYTOXCHBI ITYyTCM

(BUA YHUUTOKEHUS)
HaunmeHnoBaHnue 10JKHOCTH Pacum¢poska nognucu
(JInyHast MOAMKCH)

Hara
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K [IpaBuiaM TOKYMEHTHUPOBAHUS, YIIPaBICHUS
JOKYMEHTAIMEN U UCITOJIb30BAHUS CUCTEM
3JIEKTPOHHOI'0 IOKYMEHTO000pOTa B TOCYAAPCTBEHHBIX
Y HETOCYJApCTBEHHBIX OpraHU3aLUsaX

dopma
Odpunuansbuoe HaumeHoBanue opranuzauun HOMEHKJIATYPA JAEJI
No YT1Bepxaaro
(mara) (maOeKc) HaunmenoBanue noimxkHoCTH
PYKOBOJUTENSI OpraHU3aI[uu
Ha rox
(;mmynast nmoanuck) Pacmdposka
MOAMUCH
JlaTa
Wupekc | 3aronoBok | KomnuectBo gen Cpok xpaHenus fena (Toma, [Ipumeuanue
nena nena (toma, | (TomMOB, yacTeit) 94acTH) U HOMEp IMyHKTa 110
YacTH) TIEPEYHIO
1 2 3 4 3)




HaumMeHoBaHUe TOJKHOCTH PYKOBOIUTEIS Pacmmdposka
cayxon1 JOY MOAMUCH

(mmaHas
MTO/TIHCH)
[ara

Busbl pykoBoguTenei CTpyKTypHBIX MOApa3aeIeHUN

CornacoBana CornacoBana

npotokoniom [[OK (3K) nporokosom DMK
OpTraHu3aIuu rOCy/IapCTBEHHOT'O apXHUBHOTO
(maTa u HOMEp MPOTOKOJIA) YUPEIKIACHUS

(mata 1 HOMEp MPOTOKOJIA)

Hrorosas 3amuce o KaTCropudax U KOJU4YCCTBEC AL,

3aBeCHHBIX B rony
Ilo cpokam xpaHeHus Bcero B ToM uncne
MepexOAAIIUX ¢ otMeTKOo# «DOITK»
ITocTossHHOTO

Bpemennoro (cBbiue 10 ser)

Bpemennoro (10 10 et BKIIOYUTENBHO)

Wroro:

HaumeHoBaHHe N0JKHOCTH PYKOBOJIUTEIS PacmmgpoBka

cayxonl JOY MOATHUCH
(mruHas

MOATNCH)

naTa
HToroBsie cBeZieHNs TEPEAAHbI B ApXUB OPTaHU3aLINH.

HaunmeHoBaHMe 10/ZKHOCTH PAa00THHKA, Pacumdposka

nepegaBIIero CBeAeHHs HOJITUCH
(mmuHas

MOJIITUCH)
nara
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K [IpaBriiaM TOKyMEHTUPOBAHUS, YIIPABICHUS
JIOKYMEHTAIMell U UCIIOJIb30BAHUS CUCTEM




3JIEKTPOHHOT'0 IOKYMEHTO000pOTa B TOCYAAPCTBEHHBIX
Y HEroCyJapCTBEHHbBIX OpraHU3alUsaX

JIMCT-3ABEPUTEJIb JEJIA

Donx Ne Ormuce Ne Jleno Ne

®dopma

B neno noammro u npoHyMepoBaHO JuCT (OB), B TOM YHCIIE:

nutepHbie Ne TucToB

nporyiieHHbIe Ne TUCTOB

MMPOHYMCPOBAHHLIC YU CTBIC JINCThI

+ JIMCTOB BHYTpeHHeﬁ OIMINCHU

YureHo AOKYMCHTOB B BUAC BJIOKEHUN U HpI/IJ'IO)KCHI/If/'I, HEC NOAJICI)KAIIUX HyMCpaluu

(pa3HOBUIHOCTHU JOKYMEHTOB U UX KOJIMYECTBO)

OcoGennoctu hopMupoBanus, 0opopmMiIeHUs, (PU3MUECKOTO COCTOSIHHS U yueTa
JJOKYMEHTOB Jiena

No

JIUCTOB

1

2

. Bpoutopsl 1 Apyrue nedatHble U31aHus
. JIucroBku

. Bepesku u3 razer

. OTKpBITKH

. KonBeptsl

. Mapku no4ToBbIe

. Mapku repOoBbie

. lllreMnieny Mo4ToOBBIE U APYTUE

. CnennanpHbIe TOYTOBBIE OTMETKH

10. Cypryunsle, MaCTUYHBIE II€YATH

11. ®oTOonOKYMEHTHI

12. KapTsl, ninaHel, 4€PTEKU U Apyrasi HAy4YHO-TEXHUUYECKasl JOKYMEHTAIUs
13. Pucynku, rpaBropsl, akBapeiu

14. ABTorpadbl BUIHBIX JesTenei

15. CkneeHHbI€ TUCTHI

16. YTpara yactu 1uCTOB

17. Yracarommii TEKCT

O 00 1N DN K W —

HaunmMeHoBaHMe 10/ZKHOCTH JIMIIA, Pacumdposka
3aMO0JHUBLIEr0 JTUCT-3aBepHUTeJIb HOJITUCH
aena
(mmuHas
MOJIITUCH)
naTa
[Ipumeuanue.

1. HI/ICT-SaBCpI/ITCHL COCTAaBJIAICTCA I Yy4Y€Ta KOJHUYCCTBA JIMCTOB B [JCJIC U (I)I/IKCQ.I_II/II/I

0COOEHHOCTEHN UX HyMepaIuu.

2. .HI/ICT-SaBepI/ITe.HB COCTaBJILICTCA HAa OTACIBHOM JIHUCTC (JII/ICTaX) U nmoaAmuBacTCA B KOHIIC

Acia.




3. B nucre-3aBepuTene yka3piBaeTcsa HU(paMy U IPOMHUCHIO KOJHMYECTBO TPOHYMEPOBAHHBIX
JHUCTOB Jiefla U OTAEIbHO, 4epe3 3HaK «+» (IUIFOC), KOJIMYECTBO JIMCTOB BHYTPEHHEW OIUCH
JOKYMEHTOB JIeJa.

4. B nucre-3aBepuTene OTMEUAIOT CIENYIOLIME OCOOEHHOCTH HyMepaluu, oQpopMIIeHHUs U
(U3NIECKOTO COCTOSTHHSI JOKYMEHTOB JIeNa:

1) cpenctBa moytoBoro obOpaiieHusi (Mapku BCEX BUIOB, KOHBEPTBI, OTKPBITKH, OJAaHKH,
HITEMIIEIH, IITAMIIBI, TUIOMOBI);

2) neyaTH U UX OTTUCKHU;

3) aBrorpadsl BHIHBIX TOCYIApCTBEHHBIX M OOIIECTBEHHBIX JAEATENEH, JesTelel HayKw,
TEXHUKHU U KYJIbTYpHI;

4) hOTOIOKYMEHTHI;

5) pUCYHKH, IPaBIOPBI U aKBapEIH;

6) kpynHOGOpPMAaTHBIC JOKYMEHTHI,

7) CKJIeEHHbIE JIUCThI, OBPEXICHUS JOKYMEHTOB,

8) MUCTHI ¢ HaKJIeeHHBIMU (QoTOrpadusIMu, TOKYMEHTAMHU;

9) KOHBEPTHI C BIOXKEHUAMHU M KOJIMYECTBO BJIOKEHHBIX B HUX JIUCTOB (IIPEAMETOB);

10) 1OKyMEHTBI, IMEIOLIHE CaMOCTOATEIbHYI0 HyMEpanuio (B TOM 4HCie U TUHOrpadcKue
MaTepHabl), ¥ KOJIMYECTBO UX JINCTOB (CTPAHHUII).

5. Eciin Ha 01HOM JIMCTE /1e1a IMEETCsI HECKOJIBKO 0COOEHHOCTEH 0(hOopMIIEHHUS TOKYMEHTA,
TO B rpade 2 JMCTa-3aBEpUTENs MPOCTABISETCA HOMEP ATOrO JHMCTa MPOTHB KaXJIO0W MO3UIUH
rpadsr 1.

6. Ecniu B JOKyMeHTE Ha OZJHOM JIUCTE UMEETCsI HECKOJIBKO MapOK M MHBIX MaTepHalioB, TO B
rpage 2 B ckoOKax Mmocje HoMepa JIMCTa JIea YKa3bIBaeTCs HX KOJIUYECTBO.

7. Ecnu B ene UMEIOTCs IPeAMEThI, HyMepalns KOTOPbIX HEBO3MOXHA U3-3a OCOOCHHOCTEN
MaTepuaia, U3 KOTOPOr0 OHU HCIIOJIHEHBI (CTEKJIO, METall, TKaHb M JIpyTrHe), To B Trpade 2
yKa3bIBalOTCS HOMEPA JIUCTOB, MEKY KOTOPHIMM HAaXOAUTCS TaHHBII MpeMeT.

8. Bce mocnemyronpe M3MEHEHHsT B COCTAaBE W COCTOSHHUM Jena (TIOBpEXACHHE, 3aMeHa
HOJUIMHHBIX JOKYMEHTOB KOMHSIMHU, IPUCOETMHEHNE HOBBIX JJOKYMEHTOB) OTMEUAIOTCS B JIUCTE-
3aBepHTETIC CO CCHIIKOW HAa COOTBETCTBYIOIINMN aKT.

9. JIucT-3aBepuTens He HyMEpyeTcs.
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K [IpaBuiaM TOKYMEHTHPOBAHUS, YIIPaBICHUS
JOKYMEHTAIEN U UCIT0JIb30BAHUS CUCTEM
JIEKTPOHHOI'0 IOKYyMEHTO000pOTa B TOCYAAPCTBEHHBIX
U HETOCYJapCTBEHHBIX OpraHU3alUsaX

dopma
BHYTPEHHSS OIINCH
JNOKYMEHTOB niefta Ne
Ne | lenonpon3BoACTBEHHBIN Hara 3aroy0BoK Howmepa IIpumeyanue

/11 WHIEKC JIOKYMEHTa JIOKYMEHTa JINCTOB Jejia

1 2 3 4 S 6




Hroro JINCTOB TOKYMEHTOB

(mdpamMu ¥ IPOITUCHIO)
KomnraecTBo TUCTOB BHYTPEHHEH ONMKCH

(mdpamMu ¥ IPOTTHCHIO)

HaunmMmeHoBaHHe J0JKHOCTH JIMLIA, Pacmmdposka
3aI0/JIHMBIIEr0 BHYTPEHHIOK ONUCH MOAIINUCH
AOKYMEHTOB
aesa

(muHas
MIO/TIHCH)

JaTta
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K [IpaBunaM JOKyMEHTUPOBAHHUS, yIIPaBIECHUS
JOKYMEHTAIIMEeH 1 MCIIOIb30BaHMS CUCTEM
3JIEKTPOHHOI'0 IOKYMEHTO000pOTa B TOCYAAPCTBEHHBIX
Y HETOCYITapCTBEHHBIX OPTaHU3aIUIX

dopma

Onuce 1es1 CTPYKTYPHOIO NOAPAa3Ae/JIeHUs1 OpraHu3anumn

OdunuanpHOe HAMMEHOBaHKE
CTPYKTYPHOTO TIO/Ipa3ieTICHUS

Yr1Bepxaaro
HanmeHnoBanue qOJKHOCTH PYKOBOIUTEINS

OpraHu3aluu CTPYKTYPHOTO MOAPAa3IEICHU

Pacmmdposka

(TMYHAs TTOATIHCH) MOAMUCH

[ara

Onuce Ne 3a rox (bi)

Ne | Unpexc | 3arosioBok Kpaiinne Cpok KonunuectBo [Ipumeuanune
n/n | pena | nena(Ttoma, | martel (Toma, | XpaHEHHs Jiesia | JIUCTOB B JieNe
YacTH) JaCTH) (Toma, yacTH) (TOMe, yacTH)

1 2 3 4 5 6 7




B nanHyro onuck BHECEHO nencNe moNe | BTOM
(unpamu 1 MPONKUCHIO)

qucle:
JUTEpHBIE HOMEpa!
MPOIYILIEHHbIE HOMEpa:

HaunmenoBaHue J0KHOCTH JIMIIA, Pacmmdposka
COCTABHUTEJISA MOAMUCH
OIHCH

(mmaHas
MTO/TIHCH)

Jata

PykoBoauTennb ciayx0ObI PacmngpoBka
A0Y TOJIMTUCH

(JTMYHAs TTOATHCH)

JaTta

PadoTHUK Pacmmmdposka
apxuBa MOAMHUCH
OpraHu3alu

(ruHas
MOATNCH)

naTa
[Ipumeyanue.

B omnucu nen mocrosiHHOTO XpaHneHus rpady S He 3aroHSIOT.
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