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IHocTranosiienune IlpaBurenncrea Pecnnyoiinku Kaszaxcran ot 31 okrsiops 2018 rona Ne 703
OO0 yrBepsknenun IlpaBui 10KyMeHTHPOBaHUsI, yIIPABJIEHUSA JOKYMEHTalUel 1
HCII0JIb30BAHMS CHCTEM 3JIEKTPOHHOI'0 IOKYMEHT0000pOTa B rocyJapCTBEHHbIX H
HerocyJapCcTBEeHHBIX OPraHN3anMusAX

B cootBercTBUM ¢ noanyukTom 1) mynkra 1-1 crateu 18 3akona Pecyonuku Kazaxcran ot
22 npexabpst 1998 roma «O HammonamesHOM apxuBHOM (oHIe M apxuBax» l[IpaBUTETBCTBO
Pecrryonmku Kazaxcran IOCTAHOBJISET:

1. Y1Bepauth npusnaraemelie [IpaBuiia TOKyMEHTUPOBaHUS, YIIPaBICHUS JOKYMEHTALUEH U
UCTIOJb30BAHUSI  CHCTEM  DJIEKTPOHHOTO  JOKYMEHTOOOOpOTa B  TOCYHapCTBEHHBIX U
HEroCy/1lapCTBEHHbBIX OpPraHu3alUsX.

2. Hacrosiiiee noctaHoBiI€HHE BBOAUTCS B JIEUCTBHE MO MCTEUEHUU JECSATH KaJleHIApHBIX
JTHEH 1ocie JHs ero NnepBoro o(puinaibHOro 0nyoJINKOBaHMS.

IIpembep-Munucrp
Pecnyosiuxku Kazaxcran b. Carunraesn

YTBepKaACHBI

nocrtanoByieHnem [IpaBurenscTBa
Pecniyonuku Kazaxcran

oT 31 oxTs6pst 2018 roma Ne 703

IIpaBuia
AOKYMEHTHPOBAHHUS, YIIPABJIEHHUA JOKYMEHTaIH el
U MCMOJIb30BAHNS CUCTEM 3J1eKTPOHHOI0 IOKYMEHT0000poTa
B FOCY/IapCTBEHHBIX M HEr0CYAapCTBEHHBIX OPraHU3ausIxX

I'masa 1. O01mme moJiokeHus

1. Hacrosmue IlpaBuna  JOKYMEHTHpPOBAHHWS, YIPaBJICHUS  JOKyMEHTaUMEHd U
UCIIOJIb30BAHUSL  CHUCTEM  JJIEKTPOHHOIO  JIOKYMEHTOOOOpOTa B  TOCYJApCTBEHHBIX H
HEroCyJlapCTBEHHbIX ~ opraHuzauusx (mamee - IlpaBuima)  ycTaHaBIMBAIOT — MOPSAOK
JOKYMEHTUPOBAHHUSA, YIPABJICHUS TOKyMEHTallMed U HCIOJb30BAaHHUS CHCTEM JJIEKTPOHHOTO
JOKYMEHTOOOOpOTa B TOCYJAapPCTBEHHBIX U HErOCYIAapCTBEHHBIX OpraHu3anusx (naiee -
OpraHU3aIVH ).

2. Opranumzanusi, BeIEHHE U COBEPIICHCTBOBAHHE CHUCTEMBl JOKYMEHTAlMOHHOTO
obOecrieueHUs YIpaBICHUS, METOAMYECKOE PYKOBOJICTBO M KOHTPOJb 3a COONIOIEHHEM
YCTaHOBJICHHOTO YIIOJHOMOYEHHBIM OpPraHoM B cdepe apXUBHOTO Jelia U JOKYMEHTAIIHOHHOTO
obecrnieueHus yrpasieHus (Jajee - YIIOJTHOMOYEHHBII opraH) mopsjka padoTel ¢ JOKyMEHTaMHU
B OPraHM3allMy OCYIIECTBISIOTCA CTPYKTYPHBIM MOAPA3ACICHUEM, HAa KOTOPOE BO3JI0KEHBI
(GYHKIHMH 10 JOKYMEHTAIlMOHHOMY OOeCTIeueHUIo yrpasieHus (nanee - ciayxoa JJOY).

3. B opranuzarmu, B KOTOpOH IITaTHBIM pacHUCaHMEeM He mpeaycMoTpeHa ciyxba [0V,
00513aHHOCTH BO3JIaraloTCs Ha OTBETCTBEHHOE JOJLKHOCTHOE JIUIIO.

4. JleiictBue IlpaBun He pacnpocTpaHseTcsi Ha JIOKYMEHTBI, COJIep)Kalllue CBEACHMS,
COCTaBIISIOIIME TOCYAapCTBEeHHbIe cekpeThl Pecybnuku Kazaxcras.

PaGoThl 1m0 co3MaHUIO 3aKPBITHIX KIIOYEH JIEKTPOHHOW HHUQPPOBOM MOAMUCH (MOPSIOK
BBIPAOOTKH, PETUCTPALUM, BBIJAYM, XPAHCHUS, YHUYTOXKEHHS) IS FOPUIUYECKHX IIHII,
TOCY/IapCTBEHHBIX OPraHOB WM JOJKHOCTHBIX JIMII M TIOPSAJOK OOECMedYeHHus pexuma
CEKPETHOCTH M COXPAHHOCTU 3JIEKTPOHHBIX JIOKYMEHTOB M 3aKPBITHIX KIIOUEH AJIEKTPOHHOMU
M(pOBON TMOAINHUCH, COJIEPKAIINX CBEACHUS, COCTABISIONINE TOCYAAPCTBEHHBIE CEKPETHI,
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OTIPENIENAIOTCS HOPMATUBHBIMUA NPABOBBIMH aKTaMHU B OOJACTH 3allUTHl TOCYAAPCTBEHHBIX
CEKPETOB.

[lopsinok  paGoOThl  rOCYJapCTBEHHBIX OpPraHOB C  AJIEKTPOHHBIMH  JIOKyMEHTaMHU
OTPaHUYEHHOTO PACIPOCTPAHEHUS C MOMETKOM «/L11s cirykeOHOTO MOJIB30BaHUS» OTIPEACACTCS
nocta"oBieHusiMu IlpaBurensctBa Pecnybnuku Kazaxcran ot 14 centsaopsa 2004 roga Ne 965
«O HEKOTOpBIX Mepax Mo oOecreueHu0 WHPOPMAIMOHHON Oe3omacHOCTH B PecmyOnuke
Kazaxcran» u or 31 pexabps 2015 roma Ne 1196 «O6 yrBepxknaenun IlpaBun otHeceHus
CBEJICHUH K CIy)KeOHOH MH(POPMALIMN OTPAHUYSHHOTO PACTIPOCTPAHEHHSI U pabOTHI C HEi».

5. B nactosmux IIpaBunax ucnonb3yroTcs ClIeAyIOMKe MOHITHA:

1) aG3am - 9acTe TEKCTa, MPEACTABIAIONAS COOOW CMBICIOBOE EIWHCTBO, BBIJIENIsEMAast
OTCTYIIOM B TEPBOM CTPOKE M HAUMHAIONIASCS C 3arjaBHOM JUOO CTPOYHOM OYKBBI, aO3allbl
3aKaHYMBAIOTCSI TOYKOM € 3amaToil (KpoMme MepBoro U NocieaHero ad3aleB 4YacTh);

2) CpencTBO KpuUMNTOrpapUUecKod 3amuThl HHGOPMAIMH - CPEICTBO, pEATH3YIOIIee
AIITOPUTMBI KpUnTOrpapuueckux npeoOpa3oBaHuH, reHeparuio, ¢dbopMmupoBanue,
pacnpeziesieHue 1 yupaBlieHue KI4aMH;

3) HOcHUTENnb KIIOYeBOM MH(OpMaLMM - CHEUUATN3HUPOBAHHBIA HOCHUTENIb, B KOTOPOM IS
3alUTHl XPAHSIMIMXCS 3aKPBITBIX KIHOYEH AJIEKTPOHHON HU(POBONH MOANUCH HUCHOIb3YIOTCS
CpeacTBa KpUOTOrpapuueckoi 3amuThl MH(DOpPMALKK, UMEIoLUe CepTU(UKAT COOTBETCTBHS
tpeboBanusaM crangapra CT PK 1073-2007 «CpenctBa kpuntorpaduyeckoil 3amiuThbl
uHpopmanuu. OO1IMEe TEXHUYECKHE TPeOOBaHUY;

4) ymOCTOBEpSIONIMH IEHTP TOCYAApCTBEHHBIX oOpranoB Pecnyonuku Kazaxcran -
YIOCTOBEPSAIOMIUNA LEHTP, OOCITYKHBAIOIINI TOCYAapCTBEHHBIE OpPraHbl, JOHKHOCTHBIX JIMIL
rOCy/IlapCTBEHHBIX OPraHoB B HMH(POPMAIMOHHBIX CHCTEMaX U UHBIX TOCYAapCTBEHHBIX
MH(POPMAITMOHHBIX pecypcax rocynapcTBEHHBIX opraHoB PecnyOnuku Kazaxcran (mamee - VI
1o);

5) HaMOHAIBHBIA yHocToBepsitonuii neHTp Pecnyonmku Kazaxcran - ymocToBepstOmuii
LIEHTP, MPEIOCTABIISIONIMNA CPEICTBA 3JIECKTPOHHOW NU(POBOIN MOINMUCH W PETUCTPALMOHHBIC
CBUJETENbCTBA (DU3MUECKUM WM IOPUAWYECKUM JHIaM Uil (OPMUPOBAHUS SIEKTPOHHBIX
JOKYMEHTOB B TOCYAapCTBEHHBIX U HETOCYAapCTBEHHBIX MH(POPMAIIMOHHBIX CUCTEMAX;

6) OTIIyCK TOKYMEHTa (MHUChMA) - SK3EMILIAP UCXOJSIIEr0 TOKYMEHTa, OCTAIOIIUIICS B Jieje
OpraHu3alu-aBToPa;

7) SNEKTpOHHAas KOMHs IOKYMEHTa - JOKYMEHT, MOJHOCTHIO BOCIPOMU3BOJAALIMN BHI U
“H(pOpMAIKIO (IaHHBIC) MOUTHHHOTO IOKYMEHTA B AJIEKTPOHHO-IIU(PPOBOH hopme;

8) HOpMaTHUBHO-cpaBoYHast HHGopMalus - HHpopmanus (KIaccuPpuKaTopbl, CIPAaBOYHUKH,
MEepeYyHu M JIpyrue), OCHOBaHHAs HAa HOPMATHBHBIX JIOKYMEHTaX W UCHOJb3yemas JUis
OTpe/ieNIeHUs] PA3INYHBIX XapaKTEPUCTHK JOKYMEHTA;

9) Bnazenel perucTpalMOHHOTO CBUAETENILCTBA - (PU3NUECKOE WM IOPUAUYECKOE JTUI0, Ha
UM KOTOPOTO BBIJAHO PErHCTPAIIMOHHOE CBUAETEIHCTBO, MPABOMEPHO BIIAJICIOLIEE 3aKPHITHIM
KIIFOYOM, COOTBETCTBYIOIIMM OTKPBITOMY KIIOUy, YKa3aHHOMY B  PETUCTPALMOHHOM
CBUJICTEIHCTBE;

10) osnexkTpoHHble WH(POPMAIMOHHBIE pecypchl - HUHPOpMAIus, TNPEJCTaBICHHAs B
ANIEKTPOHHO-IIM(PPOBOH popMe U copeprkalascs Ha 3JIEKTPOHHOM HOCHUTENe, HHTEPHET-pecypce
U (uu) B MHGOPMALIMOHHON CUCTEME;

11) 3ammura >IEKTPOHHBIX HMH(OPMAIMOHHBIX PECYPCOB, HH(POPMALMOHHBIX CHUCTEM -
KOMILJIEKC TPaBOBBIX, OPraHU3ALMOHHBIX W TEXHUYECKMX MEpPONPUATHUN, HAMpaBICHHBIX Ha
COXpaHeHHe, MpeJOTBpAIlEHUEe HEMPAaBOMEPHOI0 JIOCTYyNa K JIEKTPOHHBIM HH(OPMAIMOHHBIM
pecypcam, HHGOPMALMOHHBIM CHCTEMaM (B TOM YHCJ€ OT HECAaHKIMOHUPOBAHHOTO JOCTyMa K
uHboOpMalMK), BKJIIOYas  HE3aKOHHbIE  JEMCTBUS MO  TOJYYEHHUIO, KOIMHPOBAHHIO,
pacpOCTpaHEHUIO, MCKAKEHUIO (W/WIM MOIU(PUKAIUN), YHUYTOKEHHIO WIH OJOKHPOBAHUIO
uHpOpMaINH;
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12) SneKTpOHHBIH JTOKYMEHT - JIOKYMEHT, B KOTOPOM HH(OpMaIus MpeacTaBieHa B
ANIEKTPOHHO-IIMPPOBOK (opMe U YAOCTOBEPEHA IOCPEACTBOM 3JIEKTPOHHOW HU(POBOIA
MIOJIITUCH;

13) »reKkTpoHHBIH JOKYMEHTOOOOPOT - OOMEH JJIEKTPOHHBIMH JOKYMEHTAMH MEXIY
roCyJapCTBEHHBIMH OpraHaMu, (PU3HMUECKUMH U IOPUIMYECKIMH JTHIIaMHU;

14) cuctemMa »5JIEKTPOHHOTO JOKYMEHTOOOOpOTa - cHucTeMa OOMeHa 3JIeKTPOHHBIMHU
JOKYMEHTaMH, OTHOIIEHUS MEX/y YYaCTHUKaMU KOTOPOH perynupyrorcsa 3akoHoM Pecrnydnuku
Kazaxcran ot 7 suBaps 2003 roga «OO 37€KTPOHHOM JIOKYMEHTE M 3JIEKTPOHHOU LudpoBoi
MOJANMUCH» ¥ MHBIMA HOPMATHBHBIMH IPAaBOBBIMU akTtamu PecrmyOmukm Kaszaxcran (manee -
CoOL);

15) yuactHuk CO/] - pusnyeckoe WM IOPUANYECKOE JIMLO, TOCYJAPCTBEHHbIN OpraH WM
JOJDKHOCTHOE JIMII0, YYacTBYIOIIME B Tipolieccax cOopa, oOpaOOTKH, XpaHEHHWs], MepeayH,
MIOMCKA U PaCIIPOCTPAaHEHUs JIEKTPOHHBIX JOKYMEHTOB;

16) OymaxHasi KOMHUs 3JIEKTPOHHOTO JOKYMEHTa - JOKYMEHT Ha OyMaXHOM HOCHTEIIE,
MOJIyYEHHBI TIOCPEICTBOM BbIBOJA HH(OpManuu (JAaHHBIX PEKBU3UTOB) W3 3JIEKTPOHHOTO
MOJJMHHUKA, MMEIOIIUM  TOJHOCTHIO  BOCHPOM3BOJASALIYI0O HMH(MOPMALUIO  MOJJIMHHOTO
ANIEKTPOHHOTO JIOKYMEHTA, YAOCTOBEPEHHOTO AIEKTPOHHON ITU(GPOBOM MOAMUCKHIO, CO3TAaHHOM C
HCII0JIb30BAHMEM 3aKPBITOTO KJIH0Ya 3JIEKTPOHHOW LU(POBON MOANUCH, U BCE €r0 PEKBU3UTHI
WIM 4YacTh UX U 3aBEpeHHas JMIIOM, OONaJaroliMM IOJHOMOYHMSIMH Ha 3aBEpEeHHE JaHHOTO
JOKYMEHTA;

17) NOJNMHHUK 3JIEKTPOHHOTO JAOKYMEHTa - JOKYMEHT, YIOCTOBEPEHHBINH (TOIMUCaHHBIN)
ANEKTPOHHOW UHU(PPOBON TOMMUCHIO, CO3JaHHOW C WCIOJb30BAaHUEM 3aKPBITOTO KJIHOYa
ANIEKTPOHHOU IU(GPOBON MOAMKCH, CHOPMUPOBAHHBIA M3HAYAIBHO B (popmaTe 3JIEKTPOHHOTO
JOKYMEHTa M He UMEIoLUi OyMa)KHOTO HCXOIHOTO MOJUIMHHUKA;

18) ayeKkTpoHHAs peTrUCTpalMOHHAsT KOHTPOJIbHAS KapTOuyKa - JJIEKTPOHHBIN JTOKYMEHT C
YYETHBIMH JJAaHHBIMH O IOKyMEHTE 10 YCTaHOBJIECHHOU (hopMe, PUKCUPYIOIIEH ero peKBU3HUTHI;

19) ¢opMar 31EKTPOHHOTO JOKYMEHTA - CTPYKTypa COJEPKATEIHHONW YaCTH SJIECKTPOHHOTO
COO0O0IIeHNs, HA OCHOBE KOTOPOTO COPMUPOBAH AEKTPOHHBIN TOKYMEHT;

20) cpenctBa SIEKTPOHHON UM(POBON MOAMKMCH - COBOKYIMHOCTh MPOTPAMMHBIX |
TEXHUYECKUX CPEJICTB, UCHOJIb3YEMbIX I CO3IaHUS U MPOBEPKH MOJJIWHHOCTU 3JIEKTPOHHOM
M (poBOK MOITUCH.

I'naBa 2. [lopsAioK JOKYMEHTHPOBAHUS, IOATOTOBKHU M 0()OPMJIEHUSA IOKYMEHTOB

IHaparpad 1. Ilopsanok 10KYyMeHTHPOBAHMS U TPeOOBaAHHS K 0(OPMIICHHIO JOKYMEHTOB

6. S3pikoM paboThl M JENOMPOU3BOACTBA TOCYJAPCTBEHHBIX OpraHM3alMii ¥ OpraHoB
MecTHoro camoymnpasieHusi Pecnyonuku Kaszaxcran sBisieTcsi Ka3aXCKWMil $3bIK, HapaBHE C
Ka3aXCKUM O(UIMATBHO YyIOTPeOIIeTCs PYCCKUM S3bIK.

B pabore HerocynapcTBEHHBIX OpraHM3allUii MCIOJIB3YIOTCS Ka3axXxCKMM U, TpHU
HE00X0AUMOCTH, JIPYTHE SI3BIKH.

7. JJOKyMEHTBI COCTaBJIAIOTCSA Ha OENIbIX YUCTBIX JHcTax Oymaru ¢opmaroB A4 (210 x 297
MUJUTUMETPOB (1arnee - MM), AS (148 x 210MM) 1 UMEIOT TIOJISL HE MEHEe:

1) neBoe mone - 20 MM;

2) mpaBoe moJie - 10 mm;

3) BepxHee notie -10 mMM;

4) nmkuee nojue - 10 mm.

Jlnist ABYCTOPOHHETO MevaTaHust 000pOTHAsl CTOPOHA JIMCTA IOKYMEHTA:

1) neBoe nouie - 10 mm;

2) npasoe mnoJie - 20 MM;
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3) Bepxuee noJie - 10 mm;

4) nmkuee noje - 10 mm.

8. Ilpu odopmieHnn TOKyMEHTa HWCIONB3YIOTCS OylaHku. PexkBu3uThl Ha OJiaHKax
pacrnojiararoTcsi B ONPEJEJIIEHHOM IOCJIEN0BAaTEIbHOCTH B  COOTBETCTBUHM CO  CXEMOU
PAacIoNIOKEHUS] PEKBU3UTOB JOKYMEHTA COTJIACHO NPMiIokeHuio | k HactosmuM [IpaBumam.

9. B opranu3zanuu npuMEHSIOTCS CIEIYIONIHe OJIaHKU TOKyMEHTOB:

1) Omank muchbMa oOpraHu3auu 1Mo (GOpME COTIACHO IPHIOKEHUIO 2 K HACTOSIIUM
[IpaBuiam;

2) 6;aHK KOHKPETHOTO BUIa JOKYMEHTa OpraHu3auy mo (opmMe COrjJacHO IPUI0KEHHUI0 3 K
HacrosuM [IpaBunam;

3) oOmmii OnmaHK oOpraHu3anudyd 1Mo (OpME COTVIACHO MPUJIOKEHHIO 4 K HaCTOSIINM
[IpaBuitam.

OO6mwmit 6;1aHK OpraHU3aIlMU UCTIOIB3YETCS [Tl U3TOTOBJICHUS JIFOOBIX BUOB JIOKYMEHTOB.

10. biiaHku TOKYMEHTOB M3TOTaBIIMBAIOTCS TUMOTPA(CKUM CIIOCOOOM C TIOMOIIBIO CPEICTB
OTIEPATUBHOW TMOJMTpapUH WM BOCHPOM3BOIATCS HEMOCPEJACTBEHHO TMIPH COCTaBJICHUU
JOKYMEHTA.

11. BymaxxHple ONaHKM JIOKYMEHTOB TOCYJapCTBEHHBIX OpraHH3aluil C H300paKeHHEM
INocynapctBennoro I'epba Pecnybnuku Kazaxcran moyiexar y4ery, /I 4ero B JICBOM HUKHEM
YTy KaXJ0ro SK3eMIUIsipa OjlaHKa JTOKYMEHTa THIOrpa(CKUM CIIOCOOOM HIIM HyMEpaTOpoM
MIPOCTABIISIOTCS €r0 HOMEP, cepHsi. DIEKTPOHHbIE OTaHKHU HE MOJIeKAT yueTy.

12. bnaHky JOKYMEHTOB MCHOJIB3YIOTCSI CTPOTrO MO HA3HAYEHUIO U HE MEpeNaroTcs IpyruM
OpraHu3alisiM WM WHBIM JIMIIaM 0e3 COOTBETCTBYIOIIETO pa3pelieHus PYyKOBOJCTBA
OpraHu3aIuH.

13. JIOKYMEHTBI COCTaBJSIIOTCS € MCHOJb30BAaHUEM INTAaMIIA, BOCIPOU3BOMSIIIETO
HauMEHOBaHHE OpraHu3alliy, IyTeM IPOCTABJICHUS €ro OTTUCKA B JIEBOM BEPXHEM YIIIy JHOO
pu 00s3aTETHFHOM 0(DOPMIICHUH CIICTYIOIINX PEKBU3UTOB:

1) oburnmaapsHOE HAMMEHOBAHKE OPTaHU3AINH, U3ABIIEH TOKYMEHT, TUOO OTTHCK IITaMIIa,
BOCITPOM3BO/ISIIET0 HaMMEHOBaHUE OPraHM3allid, M3JaBIIEl JOKYMEHT, IyT€M IMPOCTaBIICHUS
€ro B JIEBOM BEPXHEM YTIIY;

2) HauMEHOBaHHe BHJIa JOKYMEHTA, 32 UCKIIOYEHHEM MHChMa;

3) maTa JOKyMEHTa;

4) perucTpaliOHHbINH HOMED (MHIEKC) JTOKYMEHTA,

5) HaMMeHOBaHUE JNOJDKHOCTHU JIMLIA, MOJMKUCABILEr0 JOKYMEHT, MOINUCh U pacuindpoBKa
MOATHCH;

6) OTTHCK IeYaTu OpraHu3aIuy.

14. BHyTpeHHHE NOKYMEHTBI, 3a HCKIIOUYEHHEM paCHOPSAUTEIbHBIX, COCTABIISIIOTCS Ha
OemnpIX IMcTax Oymar.

15. He nomyckaetcst opopmiieHrne Ha OAHOM OJlaHKe JOKYMEHTa Ha IBYX U OoJiee s3bIKax.

JIOKyMEHT Ha Ka3aXCKOM SI3bIKE M CO3/1aBa€MbIi ayTEHTUYHBIM JOKYMEHT HAa PYyCCKOM HIH
WHOM $I3bIKE MEYaTal0TCs KK/l Ha OTAEIbHBIX OJaHKaX (OTAETbHBIX JIUCTAX) U 0OPMIISIOTCS
€IMHBIMU PEKBU3UTAMHU.

JlokyMeHT, co3aaBaeMblii Ha IByX W Ooliee s3bIKax, 0OpMIISIETCS] Ha OTJENbHBIX ONaHKax
(OTOENbHBIX IUCTAX) C EAMHBIMU PEKBU3UTAMHU.

JIokyMeHTy Ha pa3HbIX S3bIKaX MPHUCBAUBAIOTCS E€AWHBIE HCXOJSIINE PEKBU3UTHI.
JIOKyMEHTBI Ha Pa3HBIX SI3bIKaX JOJKHBI ObITh AyTEHTUYHBI JPYT APYTY.

JIuctel JOKyMEHTOB (OTaHKOB M MPUJIOKEHHI K HUM) HyMEPYIOTCS CKBO3HOM HymepaIlueil B
BEpXHEH 4acTH JICTA 110 CepPEUHE.

ITaparpad 2. ITopsaok opopMiIeHHs PEKBU3UTOB JOKYMEHTA
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16. T'ocynapctBennbiit ['ep6 Pecnyonuku Kazaxcran m3oOpakaercss Ha OJlaHKe JTOKYMEHTa
rocylapCTBEHHOW OpraHM3allii B COOTBETCTBUU C 3aKkoHojaTenbcTBoM Pecnybnuku Kazaxcran
0 roCcyIapCTBEHHBIX cuMBoJax PecriyOnuku Kazaxcras.

17. Dmbnema, NOTOTUN WJIM TOBAapHBIM 3HAK (3HAK OOCITY)KHMBaHHUS) BOCIPOU3BOMATCS Ha
OJaHKe B COOTBETCTBUU C YUPEIUTEIHHBIMHU TOKYMEHTAMHU OPTaHU3AIHH.

DOMOnema, JIOTOTHIT MM TOBAapHBIM 3HAK (3HAK OOCIYXHBaHHS) HE pa3MeEIAlOTCs Ha OJaHKe
¢ m3obpakenueM ['ocynapcrennoro ['epba Pecniy6nmuku Kazaxcras.

18. HaumeHoBaHue opranu3anuu (B TOM 4uciie Quinana, MpeICTaBUTENbCTBA) BKIIOYAET B
ceOsi Ha3BaHHME B COOTBETCTBUM C YUYPEIAWTEIHHBIMH JIOKYMEHTAMH C yKa3aHHEM Ha
OpraHU3aIMOHHO-TIPABOBYIO (hopmy.

CoxkpallleHHOE HaMMEHOBaHME OpraHMu3alMM (B TOM uucie ¢uinana, MpeacTaBUTENbCTBA)
MPUBOJUTCS B TOM ciy4ae, KOIJla OHO 3aKpelyieHO B YYPEIUTENbHbIX JAOKYMEHTaX H
pa3Meniaercsi B CKOOKax HUKE MOJHOTO HaUMEHOBAHMSL.

[Ipn odopmieHun COBMECTHOTO JOKYMEHTa, Pa3pabOTaHHOrO ABYMS U 0ojiee paBHBIMU
OpraHM3alusMH, HaMMEHOBAaHUS OpraHM3alUil pacrosaratoTcsi B aindaBUTHOM MOPSJKE
HAaMMEHOBAHUN OPraHu3aLHil.

I[Ipu odopmieHUn COBMECTHOrO JOKYMEHTa, pa3paboTaHHOro JByMs U Oosee
OpraHu3alusaIMi, HAUMEHOBAHUS PaCIoJIaratoTcsl B COOTBETCTBUU C UepapXuel opraHu3alifii.

CoBMecCTHBI JOKYMEHT Ha OyMa)XHOM HOCHUTENIe TOJUIKUT 3aBEPEHUI0 MeYaTsIMHU
OpraHu3arui.

19. HamMeHOBaHME CTPYKTYPHOTO MNOJPA3NEIICHHS YKa3bIBa€TCs B CIlydasX, KOTJa OHO
SIBJISIETCS aBTOPOM JIOKYMEHTA U pacriojiaraeTcsi HU»kKe HAMMEHOBAHUS OpraHU3aIUH.

20. HaumeHoBaHue BUAAa JOKYMEHTa I€4aTaeTcs MPOMUCHBIMU OyKBaMH MOJIYKUPHBIM
mpudTOM.

21. Jlatoit AoKymMeHTa SIBJISIETCS JaTa €ro MOANHUCAHHS (YTBEPXKACHHS) WM COOBITHS,
3a(UKCUPOBAHHOTO B JIOKYMEHTE.

Jlata 1OKyMEHTa TPOCTaBJSETCS JIOJDKHOCTHBIM  JIMIOM, MOJAINUCHIBAIOIIMM  WJIU
YTBEPKIAIOIMIHUM TOKYMEHT. {7151 3IeKTPOHHOTO JOKYMEHTO000pOTa JOMyCKaeTCs MPOCTaBICHNE
JaThl CUCTEMOM WJIM BPYUYHYIO YIIOJTHOMOYEHHBIM JIULIOM.

CnyxeOHble OTMETKHM Ha JOKYMEHTE, CBS3aHHBIC C €ro MPOXOKJIECHHEM M HUCIOJHEHHEM
(03HaKOMJIEHHEM) BHYTPU OpraHU3alUU, TaTUPYIOTCS U MOMHUCHIBAIOTCA.

Jlata noxymeHTa opopmIIsieTcs:

1) B IpaBOBBIX aKTax, MPOTOKOJIAX, OAHKOBCKUX, (DMHAHCOBBIX, OYXTaJITEPCKUX JTOKYMEHTAX
U JOKYMEHTaX, 3aTparuBalolIMX IpaBa M MHTEpPechl (U3HUECKUX U IOPUAUYECKUX JIUII,
CJIOBECHO-IIM(PPOBHIM CITOCOOOM - JIeHb Mecsia u roa oGopmisitoTcs apabckumu nudpamu,
MecHI] - POTHCHIO;

2) B IpYTUX NOKYMEHTAaX - [U(PPOBBIM CIIOCOOOM JICHb MECSIIa U MECSI] IBYMS

napamu apabckux udp, pazaeaeHHbIMA TOUKOH, TO/1 - YEThIPbMsI apabckumu nudpamu.

22. PeructpanyoHHBII HOMEp (MHAEKC) [OKYMEHTa COCTOMT M3 HHJAEKca Jela Io
HOMEHKJIAType JeJ OpraHu3allid, TIOPSAKOBOIO HOMEpa JOKYMEHTa B PEruCTPalMOHHO-
KOHTpoJbHOU (hopme (nanee - PK®D). [lo ycMoTpeHuIo opraHu3aiuy B perucTpalliOHHbIA HOMEp
(MHIEKC) BKIIIOYAIOTCS JOMOJTHUTEIbHbIE JJIEMEHTHI.

Perucrpannonnslii Homep (MHIEKC) JIOKYMEHTa, COCTaBJIEHHOrO JByMsS U Ooisee
OpraHu3alUsIMM, COCTOUT M3 PETUCTPALMIOHHOIO HOMepa (MHIEKca) KaXJIOM U3 3THUX
OpraHM3alyii, MPOCTaBISAEMOIO YEPE3 KOCYIO UEPTY B NOPSAJIKE yKa3aHUs aBTOPOB B JIOKYMEHTE.

B cucreme >1eKTpOHHOTO TOKYMEHTOO00pOTa JOMYCKAETCs BEJCHUE CKBO3HON HyMepaIiH.

23. B cchulke Ha PEruCTpPaAllMOHHBIA HOMeEp (MHAEKC) M JaTy BXOJAALIEro JOKYMEHTa
YKa3bIBalOTCSl PETUCTPALlMOHHBIN HOMEp U JaTa JOKYMEHTa, Ha KOTOPBIH TaeTCs OTBET.

24. MecTo cocTaBJIEHUS WIN U3/1aHUs JOKYMEHTA YKa3bIBa€TCsl B COOTBETCTBUM C IPUHATHIM
aJIMUHUCTPATUBHO-TEPPUTOPHUATIBHBIM JEJICHUEM U BKIIOYAaeT B ceOs TOJIBKO OOIIETIPUHSATHIE
COKpAILEHUS.
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Mecto cocTaBieHMS WIM M3JaHUS JIOKyMEHTa OQOpPMISeTCS B COOTBETCTBHH C
HAaUMEHOBAaHUEM HACEJIEHHOIO IIyHKTA, SBISIOLIETOCS MECTOHAXO0XJIEHWEM OpraHu3aluu -
aBTOpa JOKYMEHTA.

25. JloxyMeHTBl aapecyloT OpraHu3alMsM, HX CTPYKTYpHBIM  IOJpa3AEICHUIM,
JOJIKHOCTHBIM MM (PU3UUECKUM JIULAM.

PexBusur «Anpecar» o¢opmiseTcss CTPOYHBIMU OyKBamH, HOJIYKHUPHBIM HIpU(TOM.
HaumenoBanue opranusanuy, €€ CTPYKTYpPHOTO IOAPA3JENICHUs MUILIETCS B UMEHUTEIbHOM
najexe, J0DKHOCTD, (paMUIIHS JIMIA, KOTOPOMY aipeCcOBaH JIOKYMEHT, - B JaT€JILHOM IaJIEXKe.

[Ipn agpecoBaHMM JOKYMEHTa PYKOBOJMTENIIO OpPraHM3allud €€ HauMEHOBAaHUE BXOJUT B
COCTaB HaMMEHOBAaHMsI JIOJDKHOCTH aJipecara.

[Ipn anpecoBaHMu JOKyMEHTa (HU3WYECKOMY JMIYy YKa3bIBAIOTCS HWHULMAN HMMEHU U
(bamuMs noxydaresns, ero mo4YTOBBIN ajpec.

[Ipu nepenucke BHYTpH OpraHU3alliy JONMYCKAETCS yKa3aHUE B JAaTEIbHOM MaJekKe TOJIbKO
MHUIMATa UMEHHU U (paMUIIUU T0JKHOCTHOTO JIMLA.

Ecnu noxyMeHT afpecyeTcsi B HECKOJIBKO OpraHU3aliii, OHU YKa3bIBAIOTCS 0000IIEHHO.

Ha ognoM nokymente odgopmisiercs He Oosiee dYeTbipex azapecatoB. llpu OGosbiiem
KOJIMYECTBE aJpecaToB COCTaBJISIETCS CHOUCOK (peecTp) pacchuiku JokymeHTta. CrioBa
«Opurunam» n «Konus» B pekBU3NTE «AIpecaTy» HE UCIOJb3YIOTCA.

[Ipn HampaBiIeHUM TOKyMEHTa HEMOCTOSIHHBIM aJipecaraM, B COCTaB PEKBU3UTA «AJpecaT»
BKJIFOUAETCSI TIOYTOBBIA aJpec, KOTOPBIA 0GOopMIIsIeTCsl HCIIOIHUTENEM. DJIEMEHThl MOYTOBOTO
aZpeca YKa3bIBalOTCSI B IIOCJEIOBAaTEJIbHOCTH B COOTBETCTBMM € 3akoHoM PecryOnuku
Kazaxcran ot 9 anpens 2016 roga «O nourey.

26. 3arojoBOK K TEKCTYy JOKyMeHTa O(OpMISETCS MOJYKUPHBIM LIPUPTOM OT TI'PAHHUIIBI
JIEBOTO TIOJIS IOKYMEHTa 0e3 mepeHoca CJIOB U COACPKUT He OoJiee 35 3HAKOB B KaXIOUW CTPOKE.
B nmoxymenTe mpu BenMUMHE 3arojioBka Oojiee 5 CTpok aomyckaercss opopMIICHHE 3arojioBKa
rnocepearHe ToKyMeHTa. Touyka B KOHIIE 3aroJIoBKa HE CTaBUTCSL.

3aroyioBOK K TEKCTY JOKyMEHTa (OPMYJIUPYETCS] B COOTBETCTBUM C HAaUMEHOBaHHEM BHUIA
JOKYMEHTA U €T0 CO/IEP KaHHUEM.

3arojoBOK K TEKCTy MoKymMeHTa MeHee 10 cTpok, a Taxke ogopMiIeHHOMY Ha OlaHKe
dbopmaTa AS HE COCTaBIISAETCS.

27. Jlns OyMaKHBIX JIOKYMEHTOB OTTHCK I€4aTH OpraHMU3allH 3aBepseT MO UIMHHOCTD
MOANUCH JOHKHOCTHOTO JIMIIa Ha AoKyMeHTe. OTTHUCK Me4yaTd OpraHu3alii MPOCTaBISETCS
M0CJIe HAUMEHOBAHUS JIOJDKHOCTH JIMIA, MOJIMMCABIIET0 TOKYMEHT, HE 3aXBaThbIBasl €r0 JUYHYIO
MO/THCE.

28. TekcT gokymeHTa 0(hOpPMIISETCS B BUJE AHKETbI, AMArPaMMBbl, TaOIHIIbI, CBI3HOTO TEKCTa
WM COYETaHUs yKa3aHHBIX QopM.

29. B ciydae, ecinu JOKyMEHT COJIEP>KUT MYHKTHI, TO MyHKTHI B JOKYMEHTE Pacloiaratorcs B
JIOTUYECKOM TOCIIEeI0BATEIbHOCTH, C YYETOM XPOHOJIOTHH 3TANoOB pellieHus Bompoca. biuskue
[0 COJICP’KAHUIO MYHKTHl 3HAYUTEIBHBIX MO O0bEMY JOKYMEHTOB OOBEAMHSIIOTCS B TJIaBHI,
HECKOJIBKO TJIaB - B pa3JeNibl, pa3/ieNbl - B 4acTU. B O0JbIINUX MO 00beMy I1aBax BBIACISIOTCS
naparpadsl, B pa3jenax - Ioapa3aeibl.

[TyHKTBI MOTYT OBITH MOAPA3/ICICHBI HA MOAMYHKTHL. BHYTpU MYHKTOB U MOAMYHKTOB MOTYT
OBITh YaCTH, BBIJENsAEMbIE a03alaMu.

[TynkTel, maparpadpl, TJaBbl, MOAPA3JENbI, Pa3Aeibl U YacTH JOKYMEHTOB HYMEPYIOTCS
apabckuMu IUdpaMu ¢ TOUKOH cieqyromum odpasom: 1., 2., 3. u ganee.

Homepa mnoamyHKTOB B myHKTax oOo03HauaroTcst apaOCKuMu mHMdpamMu co CKOOKOH
crnenyomuM obpazom: 1), 2), 3) u nanee.

Hymeparusi myHKTOB, TJaB U pa3lelioB SIBISETCS CKBO3HOM, TOJMYHKTOB B IIYHKTE,
naparpadoB B IJ1aBe, 10Ipa3/ieioB B pa3Jielie - CaMOCTOSTEIbHOM.

He nomyckaercst o0o3HaueHue ab3aues JegucaMy UM UHBIMU 3HaKaMH.

30. Tekcr HOKyMeHTa MeyaTaeTcsl Ha MUOIYIIEH MAaIlWHKE 4Yepe3 MOJTOpa MEXCTPOUHBIX
WHTEpBaJla UM TPU MOMOIIU YCTPOMCTB KOMIBIOTEPHOU TexHUKH pazmepoMm Ne 14 mpudra
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Times New Roman (Taiimc Hrto Poman) mnm Arial yepe3 oauH MEKCTPOUHBIA WHTEpBal. B
OTIENBHBIX CIIydasiX, a Takke Mpu O(GOPMICHUU TaONMHUI, NPUIOKEHUH, OTMETKH 00
UCTIOJIHUTENE, TPUMEYaHUH JOMyCKaeTcs W3MEHEHHE pa3MepoB HIpUPTa U MEKCTPOYHOTO
UHTEpBaJIa.

[Ipu odopmiieHnn IOKYMEHTa Ha JBYX W 0oOJiee JHCTaX BTOPOW M TOCIEAYIOIINE JHCTHI
HyMmepytotcs. Homepa npocrasisitorest apabckuMu 1udpamMu B cepeiMHe BEPXHETO MOJIS JIUCTa
0e3 3HaKOB MPETMHAHUA.

B ormeTke O HainMuMM NOPUIIOKEHUS, HA3BAHHOTO B TEKCTE€ JOKYMEHTA, YKa3bIBAIOTCS
KOJIMYECTBO JIUCTOB, SK3EMIUISIPOB, SI3bIK UCIOJIHEHUs. B OTMETKE 0 HalIM4YuU NPUIIOKEHUS, HE
HA3BaHHOI'O B TEKCTE JOKYMEHTA, JIONOJHUTEIbHO YKa3bIBAETCS €r0 HaMMEHOBAaHHE, a TaKkKe
NPy HAJIWYUM JaTa M PErucTpalyoHHbI HoMmep (uHzaekc). Ilpu Hammuum AByx u Oosee
MPWIOKEHUH OHU HyMepyroTcs. Jlis 3J€KTPOHHOTO JOKYMEHTOOOOpOTa YKa3aHUE KOJUYECTBA
9K3EMILISIPOB HE TpeOyeTcs.

Ecnu npunosxeHus K JOKyMEHTY COpOIIIOPOBAHBI, yKa3bIBAETCSI KOJMYECTBO IK3EMILISPOB.

Ecnn k nOoKyMeHTy npuiaraercst Jpyro JOKyMEHT, UMEIOIUN MPUJIOKEHHUE, B OTMETKE O
HaJIMYUU TPUJIOKEHUS YKa3bIBAIOTCSI PEKBU3UTHI ATOTO JOKYMEHTA U 00I11ee KOJIMYECTBO JTUCTOB.
Hanpuwmep, «[Ipunoxenue: nucbMo MuHuctepeTBa KyabTyphl U criopta Pecniyonuku Kazaxcran
ot 15 okta0ps 2014 roga Ne 3-5/151 u npunoxeHue Kk HeMy, BCETo Ha 7 JIUCTaX, Ha Ka3aXCKOM
SI3BIKEY.

Ecnu npunoxeHue HampaBiseTcsi HE BCEM ajJpecaTaM, yKa3aHHBIM B JIOKyMEHTE, TO B
OTMETKE O €ro HaJIMYMU yKa3bIBaeTCs KaKoMY aJipecaTy HalpaBIIseTCsl IPUIIOKEHHUE.

31. Ilognuce noKyMeHTa Ha OyMa)KHOM HOCHTEJNE BKIIFOYAET:

1) HauMeHOBaHHME [JOJDKHOCTM JIMIA, MOJMMCABIIET0 JIOKYMEHT, OQHIHaIbHOE
HaMEHOBaHHE CTPYKTYPHOI'O MOJApa3AEiICHUs WM OpraHu3aluy (eciau T0KyMEHT 0(hOpMIIeH He
Ha OJIaHke);

2) IWYHYIO TIOAMKUCH M paciu@POBKY MOANUCH (MHUIIUAT UMEHU U haMUITUs).

JIOKyMEHT IOANMCHIBAETCS CBETOCTOMKMMH dYepHWIaMu. He pomyckaercs mnoanucaHue
MOJUTMHHUKA TI0KYMEHTA IIPOCTABICHUEM (aKCUMMUIIE.

IIpaBo nmoxamucu  JOKYMEHTOB  OPraHW3allid  ONpPENEeNsIeTcd B COOTBETCTBHH  C
3akoHoJaTenbcTBOM PecrmyOnuku KazaxcraH, ydpeanTeslbHBIMM JOKYMEHTAaMH OpraHU3aluH,
pacnopsAOUTENbHBIMA  JOKYMEHTAMH  PYKOBOIMUTENS  OpPraHM3alMd O  JI€JIETMPOBAaHUU
IIOJIHOMOYUN WM JOBEPEHHOCTSMH Ha BBINOJHEHHE OIPEACICHHBIX [EHCTBUH OT HMMEHHU
OpraHu3alyy.

ONEeKTPOHHBIH JOKYMEHT YAOCTOBEPSIETCS DSJICKTPOHHOM LM(POBOM MNOANKMCHIO JIMIIA,
oOajaronero NoJTHOMOYMSMHU Ha MOIIUCAHNE IAHHOTO JTOKYMEHTA.

OTnyck AokyMmeHTa (MucbMa) MOAJEKUT moanucaHuo. He pomyckaercs 3aMeHa OTIycKa
JOKyMeHTa (IucbMa) konuen fokymenta. Ilpu noanucanun 1okymeHTa qByMs U OoJiee JIMLaMu
paBHBIX JOJDKHOCTEH MX MOJAMUCH pacloJiaratorcsi B ajndaBUTHOM MOPSAIKE OQHUIMATIBHBIX
HAaMMEHOBAaHUH OpraHu3aluil WM CTPYKTYPHBIX I10Jpa3IeICHUMN.

IIpy mnoanucaHuyM JOKYMEHTA HECKOJIBKMMHU JIOJDKHOCTHBIMHM JIMIAMH HUX HOJAINHNCU
pacrioynararorcs OJHa IOJ Jpyroil B COOTBETCTBMM C YOBIBaHHEM CIY)XEOHOH Hepapxuu
JOJKHOCTEN.

B noxyMeHTe, COCTaBIEHHOM KOMMCCHEH, YKa3bIBAIOTCS HE HAaUMEHOBAHUS JOJIKHOCTEU
JIMILL, TOJMHUCHIBABIINX JOKYMEHT, a UX 00S3aHHOCTH B COCTaBE KOMHCCHUH.

JIOKYMEHTBI KOJUIETHAJIbHBIX OpPraHOB OpraHu3aluM (KOJUIErMd, COBETOB, MAaciIUXaToB,
IIPaBJICHUI) MOANUCHIBAIOTCS MPEACeaAaTeNIeM U ceKpeTapeM (IIpeceaTeabCTBYIOIMINM U JIULOM,
IIPOBOJIMBIINM 3aIUCh). [IpOTOKOIIBI anmapaTHbIX (ONepaTUBHBIX) COBEIAHUH OpraHU3aluy 1 ee
CTPYKTYPHBIX MOJpa3AEICHUI NOIUCHIBAIOTCS MPEACEAATENBCTBYIOIIUM JIULIOM.

Ecnu noskHOCTHOE JHMIO, MOANKMCH KOTOPOIO 3aroTOBJIEHA HAa IIPOEKTE JOKYMEHTA,
OTCYTCTBYET, TO JOKYMEHT TMOJJICKUT NepeoGOpMICHUIO Ha JIMIO, HCIOJHAIOLIEE €ro
oOsi3anHOCTH. He nomyckaercs moanucanue JOKyMEHTa € MPEUIOrOM «3a» MIIH MPOCTaBICHUEM
KOCOM uepThl epei HAMMEHOBAHUEM JIOJIKHOCTH.
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32. CoryacoBaHue TpOEKTa JOKYMEHTa OQOpMIIIETCS BH30M Ha JOKYMEHTE (BHYTpEHHEE
corjacoBaHue) WM TpudoM cOTJacoBaHHs (BHEUIHEE COTIACOBAHUE WM COTJIACOBAHHE C
KOHCYJbTAaTHBHO-COBEIIATCIbHBIMA H  OOIIECTBEHHBIMH OpraHaMu opraHusanuu). s
AJIEKTPOHHOTO JOKYMEHTA COTJIACOBAHME IPOUCXOJUT TOCPEACTBOM 3JICKTPOHHOU IU(POBOI
IO ATIUCH.

[Ipu BHyTpeHHEM COTJIACOBAHUM JOKYMEHTHI BH3UPYIOTCSI UCIIOJIHUTENIEM (OTBETCTBEHHBIM
WCTIOJHUTEJIEM), PYKOBOIUTEJIEM €ro TMOApa3fielieHusl, APYTMMHU 3auHTEPECOBAaHHBIMHU
JOJDKHOCTHBIMH JIMIIAMU, 3aMECTHTEIIEM PYKOBOJIUTEIS OPraHU3alMK COTJIaCHO pacIlpeesICHUI0
00s13aHHOCTEH.

Busbl mpocTaBisItOTCS  Ha  9K3EMIUIApaX OYMaKHBIX JIOKYMEHTOB, OCTAIOLIUXCS B
OpraHu3aIiy, Ha JUIEBOW CTOPOHE HUXKE MOAMUCH. [IpOeKThl pacnopsaIuTEIbHBIX JOKYMEHTOB
BHU3UPYIOTCSI HAa TIEPBOM IK3eMIULsipe. JlomyckaeTcss BU3UPOBaHUE MPOEKTOB PACTIOPSIUTEIbHBIX
JIOKYMEHTOB Ha 000POTHOM CTOPOHE MOCIEAHETO JIUCTA.

Buza BrimtowaeT B ceOs MOANKUCH BU3UPYIOIIETO, JATy, paciu(PpoBKY MOAMUCH (HMHHUIHAT
MMEHH, (aMUIINIO), HAUMEHOBAHWE JOJDKHOCTH BU3UPYIOIIETO. 3aMedyaHusi, 0COOble MHEHHS U
JOTIOJTHEHUSI K TIPOEKTY JOKYMEHTa O(GOpPMIISIOTCS Ha OTICIBHOM JIMCTE, O Ye€M B IMPOEKTE
JIOKYMEHTA CTaBUTCS COOTBETCTBYIOIIAsT OTMETKA.

Bremnee cormacoBaHue AokyMeHTa odopmisieTcs TpudoM corjacoBaHUsl, KOTOPBIHA
pacroiaraeTcs B JICBOM HW)KHEM YIJIy TMOCIEAHETrO JUCTa JOKYMEHTa M COCTOUT W3 CJIOBa
«COI''TACOBAHO», («COI''TACOBAHY»), a Taxke HaWMEHOBaHMs JOJDKHOCTH JIUIA, C
KOTOPBIM COTJIACOBBIBAETCS JAOKYMEHT (BKJIIOYAas HaWMEHOBAHHWE OpPraHMU3alliu), JTUIHOU
MOATNMNCH U €€ paciin(poBKU (MHULIMAT UMEHU U (paMIIINs), AaThl COrTIACOBAHMUSL.

[Ipn cormacoBaHuM AOKyMEHTa IBYMsI M Oojiee JUI[AaMU PaBHBIX JOJDKHOCTEH Tpudb
COTJIACOBAHHWs pACMOJIaralOTCsI Ha OJHOM YypOBHE B ain(aBUTHOM TMOPSAKE O(HUIIHATBHBIX
HanMEHOBaHUN opraHuzanui. [Ipu corimacoBaHMM AOKYMEHTa HECKOJbKUMH JOJKHOCTHBIMU
TuIaMu TpU(dBI COTIIACOBAHUS PACIIOJIAraloTcsi B COOTBETCTBHHM C YyOBIBAHUEM CITY)KEOHOM
HepapXuu JOJLKHOCTEH.

Ecnu cornacoBanue OCyIIECTBIISIETCS MUCBbMOM, MTPOTOKOJIOM HJIM APYTHUM JOKYMEHTOM, TO
B rpude CorjacoBaHUs yKa3bIBAIOTCS BUJ JOKYMEHTa B TBOPUTEIBHOM I1aJIe)Ke, HAMMEHOBAHUE
OpraHu3aIui B POIUTEIHLHOM IMaJIeXkKe, JaTa U HoMep (MHJIEKC) TOKyMEHTAa.

Bremrnee coriacoBanue TOKyMEHTa ¢ HECKOJIBKUMHU OPraHU3AIMAMU 0(QOPMIISETCS JTUCTOM
COTJIACOBaHUA 10 (hOpPME COTJIACHO MPUIIOKEHHUIO 5 K HacTosmuM [IpaBumam.

33. I'pud yrBepkacHUS JOKYMEHTA PaCIoJIaraeTcsi B MPAaBOM BEPXHEM YIJTy MIEPBOTO JIKCTA
JOKyMEHTa ¥ 0POPMIISIETCSI CTPOUYHBIMHU OYKBaMHU.

[Ipu yTBepKACHHH JOKYMEHTa KOHKPETHBIM JOJKHOCTHBIM JIMIIOM Tpu( yTBEpKICHUS
COCTOUT M3 cieayroumx 3iemMeHToB: cioBo «YTBEPXJIAN)», HanmeHOBaHUE [IOKHOCTH,
MOAMHUCH, pacnpoBKa MOAMKUCH U AaTa YTBEPKICHUSI.

[Ipn yTBepkJIeHUU TOKYMEHTa IBYMs M 0Oojee JHIIaMd PaBHBIX JOJDKHOCTEH TpudbI
YTBEPXKACHUSA PACIIONAraloTCs Ha OJHOM YpPOBHE B al(aBUTHOM TMOPSAIKE HAMMEHOBAaHUUN
OpraHu3alui.

[Ipu yrBep)AeHUM JOKYMEHTa MOCTAHOBIECHUEM, PEIICHUEM, PUKA30M, IPOTOKOJIOM Tpud
yrBepxkaeHus coctout u3 cioa «YTBEPXJIEH» («YTBEPXJIEHA», «YTBEPXIEHOY,
«YTBEPX/IEHbBI»), Buna pacnopsauTelbHOTO TOKyMEHTa B TBOPUTEIBHOM MAaJEKe, €ro JaThl
U HOMEpa.

34. Pe3ounonusi pacrojaraeTcsl B BEpXHEH 4acTH MEpBOro JUCTAa JOKYMEHTa Ha CBOOOJIHOM
OT TeKCTa MecTe. B cocTaB pe3oronuy BXOAIT UHUIHA(bl) UMEHU U (paMUIusi(1) UCTIOTHUTENS
(uconHUTENEH), CoAepKAHUE MOpYyYeHHUs (TOPYUYEHHi), CPOK HCHOJIHEHHs, MOJAMUCH aBTOpa
PE30JIIOLMHU U JaTa.

HomyckaeTcst odopMiieHHE Pe30JIIONUN Ha OTIENbHOM OnaHke ((uinke) ¢ ykazaHueM MO
MOAMHKCHIO JTUI[A, HATIOKUBIIETO PE30JIOIUI0, BXOISIIET0 PETUCTPAIIHOHHOTO HOMepa (MHIeKca),
JaThl MOCTYIJIEHUS U OTMETKU O PEKBU3UTAX JOKYMEHTA, K KOTOPOMY OTHOCUTCS PE30JIIOIUS



http://online.zakon.kz/

http:///online.zakon.kz

(aBTOp, MCXOIAIINI HOMED U JaTa AoKyMeHTa). [lopydyeHus B Bue pe3osoLuii, HallpaBisieMble
B JIpyrue OpraHu3alnu, perucTpupyorcs ciyxooi J10Y.

Ha noxymenTax, He TpeOyrOIUX JOMOJIHUTENbHBIX YKa3aHUH MPEANUCHIBAEMBIX JICHCTBHHA U
HUMEIOLUX YCTAaHOBJICHHBIE CPOKM HCIOJHEHMs, B PE30JIIOLMU YKa3bIBAIOTCS HMCIIOJHUTEID,
MOANKCH aBTOPA PE30JIIOLUY, JlaTa.

B cnyuasx, korja mopydeHue aaercss ABYM U Oosiee JMIlaM, OCHOBHBIM HCIIOJIHUTEIEM
SBJIIETCA JIMIO, yKa3aHHOE B IOPYYEHUU IEPBBIM, €CIM HMHOE HE YCTAaHOBJIEHO B caMoi
PE30JIIOLNH.

35. OrMeTka O KOHTpOJIE 32 HCIOJHEHHEM JOKYMEHTa O0O03HAa4aeTcsi CIOBAMH WU
mramnaMu «bakputay», «bakpllayra anblHABD W IIPOCTABIISIETCS. B BEPXHEW JIEBOM YacTH
MIEpPBOTO JIUCTA IOKYMEHTA 3a MpeiellaMi TEKCTOBOTO MOJISL.

36. na 3aBepeHMs] COOTBETCTBHS KONUHU JOKYMEHTAa NOJJIMHHMKY HUXKE€ PEKBHU3UTA
«[lognuce» mpocraBnsTca 3aBepuTenbHas Haanuch «Komust BepHa» (0e3 KaBbIUEK),
HAaUMEHOBAHWE JIOJDKHOCTHU JIUIlA, 3aBEPHBILErO KOIHWIO, JIMYHAs MOAMNKCH, paciin@poBKa
noAnucH (MHUIMAT UMEHM M (paMuius) MOJMHMCABILIEro, OTTUCK IeYaTH OpraHu3auuu (mpu
HaJIM4YuN), 1aTa 3aBEPEHMSL.

37. BymaxHasg KONHS JJIEKTPOHHOTO JIOKYMEHTa 3aBEpsAETCS C yKa3aHWEM Ha TO, 4YTO
UCXOJHBIM JIOKYMEHTOM SBJISIETCS DJIEKTPOHHBIN JOKYMEHT U TOJY4YeH MOJIOKUTEIbHBIN
pe3ynbTaT MPOLEaypbl MPOBEPKH AIEKTPOHHON LU(POBON MOANUCH JIUIA, YIOCTOBEPHUBILETO
AIIEKTPOHHBIA JOKYMEHT. [l 3aBepeHHs] KOMHMU 3JIEKTPOHHOTO JIOKyMEHTa Ha OyMakHOM
HOCHTEJIEe U HaHeCceHUs] HH(POpMaLIUU O Pe3yiIbTaTe MPOBEPKHU AIEKTPOHHON LU(POBOH MOANKCH
WCIIONIB3YETCsl MITaMIl (TPEYroJbHOW (OpMBI) ¢ TEKCTOM «* * * DIeKTpOHIBIK KY>KaTThIH
KemripMeci  AypbIc.» (OmpeneseH MOJOXKUTENbHBI  pe3yabTaT MpPOLEAYpbl MPOBEPKHU
JIEKTPOHHON LM(POBON MOANUCH) U YKa3aHHEM IOJIeH Ul KOJUYECTBa JIMCTOB U IOJIHUCH
3aBEPAIOLLETO JIMIIA.

38. DneKkTpoHHAs KOMHUs TOKYMEHTA 3aBEPSETCS:

1) ucnosHUTENEM - B Cly4ae BIJIOKEHHS JOIOJHUTENBHBIX JOKYMEHTOB Ha OyMaKHOM
HOCHTEJIE TIPU CO3/JaHNU IIPOEKTA JJIEKTPOHHOTO JOKYMEHTA;

2) COTPYAHUKOM THOJpa3JeNeHHs] JOKYMEHTAllMOHHOTO O0eCHedeHus] TOCylapCTBEHHOTO
Oprasa - Ipy perucTpalnuy J0KyMEeHTa, IOCTYIHUBIIErO TOJIbKO Ha OyMa)KHOM HOCHUTEJIE.

[TotHOMOUMsAMU Ha 3aBepeHuEe OYMa)KHOW KOIMM SJIEKTPOHHOIO JOKYMEHTa, CO3JIaHHOTO
nocpenctsoM COJI, 061anat0T COTPYIHUKH OApa3AeieHUs JOKYMEHTAllMOHHOTO 00eCeueH s
roCylapCTBEHHOI'O OpraHa M OIepaTopa MOYThl.

bymaxkHast KOnus 3J€KTPOHHOTO JOKYMEHTa COJIEPKUT:

1) TeKCcT JOKyMEHTa;

2) o0s13aTenbHy0 OTMETKY «Komus 37eKTPOHHOTO JOKYMEHTa» C OTPak€HHEM PEe3yJbTaToB
IPOLEIypbl IPOBEPKH IEKTPOHHON HU(POBON NOANUCH JIULIA, YAOCTOBEPHUBILETO 3JEKTPOHHBIN
JOKYMEHT;

3) HauMeHOBaHKEe UH(POPMAITMOHHON CUCTEMBI, U3 KOTOPOU OH MOJIY4EH;

4) naty co3ganusi OyMa)xxHOM KOTUU;

5) mwrtamMno ¢ TeKCToM «* * * DneKTpOoHABIK KYKaTThIH KelllipMmeci AypbhIc.» (ompeaeneH
MOJIOKUTENBHBIA  pe3yabTaT MpoLEIYpbl MPOBEPKHU 3JIEKTPOHHOM 1M(POBOM moAnucH),
KOJIMYECTBO JIMCTOB U MOJAIUCH 3aBEPUTEIIS.

39. OTMeTKka 00 UCTOJIHUTENE JOKYMEHTa BKIIIOYAET COKpaIlleHHOe cloBO «lcI.», nHUIMan
UMEHH U (HaMIIIMIO HCHOJIHUTENS JOKyMEHTa, HOMEp ero TeiaedoHa, B TOM YHCIe BHYTPEHHETO,
azipeca SJIEKTPOHHOM MOYTHI (IpU HAJMYMHU) U pacloyiaraeTcsi Ha JIMLEBOW WM 00OpPOTHOM
CTOpPOHE MOCJIEAHETO JIMCTa JOKYMEHTA B JIEBOM HI)KHEM YTITy.

40. OtMeTKa 00 MCHIOJTHEHUH JOKYMEHTa M HalpaBJICHUM €ro B JIEJI0 BKIIOYAET CChUIKY Ha
HOMEp M JaTy JIOKyMEHTa, CBUAETENbCTBYIOUIYIO 00 HCHOJHEHUH (IIPU OTCYTCTBHM TaKOTO
JOKYMEHTa - KpaTKue CBeJIeHMs 00 MCIOJHEHUH), ciioBa «B nemo», HoMep nena, B KOTOPOM
Oy/eT XpaHUThCS TOKYMEHT.
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OTmeTka 00 MCTIOJHEHUH TOKYMEHTA 1 HAIpPaBJICHUH €r0 B JIEJIO MPOCTABIISACTCS Ha HIDKHEM
T10JIE JIMIIEBOIM CTOPOHBI IEPBOTO JIUCTA JOKYMEHTA, KOTOPBINA MOIMHUCHIBACTCS UCIIOTHUTEIEM C
yKa3aHHUEM JIaThl HAIPABJICHHUS B JIETIO.

41. UnentuduKatopoM 3IEKTPOHHONW KOTHMH JOKyMEHTa Ha OyMa)KHOM HOCHTEJE SIBISETCS
oTMeTKa (KOJIOHTHUTYII), COoAep)Kamas Ha3BaHHE W BEPCHIO MPOTPAMMHOIO OOecredeHus], Mpu
MIOMOIIIM KOTOPOTO CO3JaH JOKYMEHT, MPOCTaBisieMas Ha JIMIEBOH CTOPOHE KaKIOro JIUCTa
JOKYMEHTA.

42. OTMeTKa O NMOCTYIUIEHUH IOKYMEHTa B OpPraHU3alUI0 IPOCTABIISAETCS B IPAaBOM HUKHEM
YTy JIMIEBOM CTOPOHBI IEPBOTO JIUCTA TOKYMEHTA U COJIEPKUT MOPSIKOBBI HOMEP BXOISIIETO
JOKYMEHTA M JIaTy MOCTYIUICHUS (TIPH HE0OXOAUMOCTH - YaChl 1 MUHYTBHI).

43. DneKTpOHHBIM JOKYMEHT COCTOMUT U3 JIBYX YacTel: COJIEPKaTENbHON U PEKBU3UTHOM.

ConepxaTenpHasi 4acTh DJIEKTPOHHOTO JOKYMEHTa COCTOMT W3 OJHOTO WM HECKOJIBKHX
(haiinoB B cieayromux popmarax:

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

2) RTF, DOCX - TekcToBblii (hopmar;

3) XLS, XLSX - tabnu4nsiii hopmar;

4) PPT, PPTX - npe3eHrarmu;

5) RAR, ZIP - apxuBHUpOBaHHBIN (opMaT.

ConepxarenbHass 4acTh TpoekToB akToB Ilpesummenta PecmyOmuku Kazaxcram B COJ]
¢dbopmupyetcs Toapko B popmate PDF.

ConeprxaTenpHasi 4aCTh JIEKTPOHHOTO JJOKYMEHTA UMEET CIIEIYIOINE PEKBU3UTHI:

1) opunmanbHOe HAMMEHOBAHUE OPraHU3aluU OTIIPABUTEIS;

2) cmpaBouHbIe JaHHbIE 00 opra#uzanuu (POpUAUYecKuid anpec, TenedoH, ¢dakc,
ANIEKTPOHHBINA aJpec OpraHu3anuu (Ipu HATUYUH));

3) HauMeHOBaHKE BUJIA TIOKYMEHTA;

4) cchUIKY Ha PErUCTPAIlMOHHBIM HOMEP U JIaTy BXOJSIIEro JOKYMEHTA;

5) MecTO cocTaBiIeHUS WX U3JaHUs TOKYMEHTA;

6) ampecar;

7) rpud yTBEpKACHUS JOKYMEHTA (MIPY HATHYHH ),

8) 3arosI0BOK K TEKCTY (MPU HAJTUYHH ),

9) TeKCT JOKYMEHTa;

10) ormeTKy 00 ucnosiautene (haMuaus u TeeGoH UCTIOTHUTEIS ),

11) anekTpoHHYI0 1TU(PPOBYIO MOAMKCH.

PexkBu3uTHas 4acTh 3JEKTPOHHOTO JOKYMEHTa (DOPMHUpYETCs MOCPEICTBOM COCTaBJICHHS
ANIEKTPOHHOM PETHCTPAlIMOHHOW KOHTpoJibHOM KapToukum (manee - OPKK), B koTtopoit
UCIOJIB3YIOTCS CJIETYIONINE PEKBUZHUTHI:

1) HauMeHOBaHME BUJIA TOKYMEHTA;

2) perucTpalioHHbIi HOMEp JOKYMEHTA;

3) UHIEKC HOMEHKJIATYpPhI JeT;

4) Ha3BaHME U BepCUS MPOTrPAMMHOIO OOECleYeHHs, MPHU TMOMOIIM KOTOPOTO CO3JaH
JOKYMEHT;

5) anexTpoHHas U(POBast MOMUCH;

6) xapakTep BOIIpoOca;

7) KOIMYECTBO JTMCTOB OCHOBHOTO JIOKYMEHTA U MPUIIOKEHU;

8) HauMeHOBaHUEe roCyJapCTBEHHOTI'O OpraHa-ajapecara;

9) HaMeHOBaHUeE JI0JDKHOCTH ajipecata (IIpH HAJIWYHN);

10) pamunus anpecata (Ipu HAJIMIUN);

11) pamunus ucnonHuTENS;

12) Homep TenedoHa UCTIOTHUTEIS;

13) oTmMeTKa 0 KOHTPOJIE;

14) otmeTka 00 HCTIOJIHEHUH JOKYMEHTA U HAIPaBJIEHUH €r0 B JIEN0;
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15) oTMeTKa 0 HaJMYMU WA OTCYTCTBUH MOJIMHHHUKA OyMa)KHOTO JOKyMEHTa, OyMa)kKHOM
KOIIUHU 3JIEKTPOHHOTO IOKYMEHTA.

Hcnonb3oBaHue JTOMOTHUTENBHBIX PEKBU3UTOB OIPENENAETCS B 3aBUCUMOCTH OT BHJA
JIOKYMEHTa B COOTBETCTBUU € HacTosiuMmu IIpaBunamu.

44. Tlpm oOMeHe DOSIEKTPOHHBIMH JIOKYMEHTAMU MEXIy OpraHu3alisIMi [epedYeHb
00s3aTEIbHBIX PEKBU3UTOB M TMOPSAOK HCIOJIB30BAHHUSA DJICKTPOHHON IU(PPOBOW TOANUCH
AIIEKTPOHHOTO JJOKYMEHTA YCTaHABIMBAIOTCSA MMCHbMEHHBIMH (DOPMaMH CIIETIOK B COOTBETCTBUU C
['paxpanckum kojexkcom Pecnybnmuku Kaszaxcran ot 27 pexabps 1994 roma, coOmroneHuem
HopM 3akona PecnyOnmuku Kazaxcran ot 7 sHBapst 2003 roma «O0 351€KTpOHHOM JIOKyMEHTE U
ANIEKTPOHHOU 1IU(POBOM noanucH», HactosumMu [IpaBuamu.

45. DnexTpoHHbIE JOKYMEHTbl Ha XpaHEHUE IEpearoTcs COINIACHO TOCYAapCTBEHHOMY
crannapry CT PK «Ymnpasnenue noxymenrtanueil. opmar QaiiioB 3J€KTPOHHBIX JOKYMEHTOB
s toarocpounoro xpanenus. Yacts 1. Ucnonb3oBanue PDF 1.4 (PDF/A-1)».

IMaparpad¢ 3. IloaroroBka u ogopmiieHue NPUKA30B

46. Tlpukazamu 0(GOPMIISIIOTCS PEIICHHUST TTPABOBOTO XapaKTepa, a TAaKKe MO OTIEPATHUBHBIM,
OpraHu3aIMOHHBIM, KaJPOBBIM M JIPYTUM BOMPOCAM JESITEIHHOCTH OpraHW3amud 1o Qopmam
COTJIACHO IpUJIOXKeHUsM 6-7 k HactosmuM [IpaBunam.

PexBu3nTaMu puKasa sSBISIFOTCS:

1) wuzobpaxenne ['ocymapctBenHoro I'epba Pecnybonmukm Kazaxcran wumum SMOneMBbl,
JIOTOTHIIA, TOBAPHOTO 3HaKa (3HaKa OOCITYXUBaHUS) C ydueToM TpeOoBaHHMW NYHKTOB 16, 17
Hactosmux [Ipasui;

2) ounmanipbHOEe HAUMEHOBAHKE OPTaHU3AIUH;

3) HauMeHOBaHME BUJIA TIOKYMEHTA;

4) mara npukasa;

5) perucTpaOHHBIN HOMEp TPHUKA3a;

6) MECTO M3/IaHUsI PUKA3a;

7) 3aroJIoBOK K TEKCTY;

8) Tekcr;

9) moamnuce;

10) oT™MeTKa 0 cOTJIacOBaHUU MPHUKA3a;

11) oTTHCK TIeYaTH OpraHU3aliH.

[IpoexTbl MpHKa30B TOTOBSAT W BHOCAT CTPYKTYpHBIE TMOJpa3/eieHuss Ha OCHOBaHUH
MOPYYEHUN PYKOBOJAUTENSI OpraHU3allMH, €ro 3aMecTUTENs JUOO0 B MHUIMATHBHOM MOPSIKE.
[IpoexTbl mpHUKa30B MO KaJpOBBIM BOMpPOCAM TOTOBUT KaapoBas CIyk0a B COOTBETCTBUU C
TPYIOBBIM 3aKOHOAaTeNbCTBOM PecnyOnuku KazaxcraH.

[IpoexkTsl TpHUKA30B M TMPUWIOKEHHs] K HUM BH3UPYIOTCS HCIOJHUTEIEM M €ro
HEMOCPEJCTBEHHBIMU UM KYPUPYIOIIMMH pPYKOBOJIUTENSMH, a TaKKe PYKOBOIUTEISIMU
CTPYKTYPHBIX TOJpa3fefieHuil, KOTOPbIM B MPOEKTE MpHUKa3a MpeAyCMaTpUBAIOTCS 3aJaHUS U
MOpPyUYEHUs, KOMIETSHIIMIO KOTOPBIX 3aTParuBarOT BOMPOCHI, YKa3aHHBIE B IIPOEKTE.

Bo3paxenuss mo mpoekTy MpHKaza, BO3HUKAIOUIUME IPH COTJACOBAHMHW, H3JIaraloTcs B
CIpaBKe, KOTOpas mpujaraeTcs K mpoekTy. Eciu B mpoiiecce cormacoBaHus B MPOEKT MpHKas3a
BHOCSITCS. M3MEHEHHsI TMPHUHIMIHMAIBLHOTO XapakTepa, TO OH JopabaThiBaeTcs M MPOXOJIUT
MIOBTOPHOE COTJIACOBaHMUE.

[Ipuka3bl TOCyqapcTBEHHBIX OPraHOB pa3palbaThIBAIOTCS M MPUHHUMAIOTCA HAa Ka3aXCKOM
A3bIKe, TPU HEOOXOAMMOCTH, HX pa3paboTKa MOXET BECTHCh Ha PpYCCKOM S3BIKE C
obecrnieueHrneM, 1Mo BO3MOKHOCTH, MEPEBOJIa Ha IPYTUE SI3bIKU. JIUCTHI MPUKA30B M MPUTIOKEHUI
K HUM HyMEpYIOTCS CKBO3HOW HyMepalliei B BEpXHEH YacTH KaXJI0TO JIUCTA 10 CEperHE.

[Tpukasbl HyMepyrTCs TOPSAAKOBOM HyMepalueil B mpeenax kajaeHaapHoro roaa. [Ipukasel
110 OCHOBHOM J€STEIBHOCTH, IUYHOMY COCTABY PETUCTPUPYIOTCS OT/AEIBHO B COOTBETCTBYIOLIMX



http://online.zakon.kz/
http://online.zakon.kz/Document/?link_id=1000015831
http://online.zakon.kz/Document/?link_id=1000000407

http:///online.zakon.kz

KypHanax (0a3zax qansbx). K mopsiikoBoMy HOMepy IprKasa 1o JIMYHOMY COCTaBy depe3 aeduc
TO0OABIISIOTCS JINTEPBI <«J1/C» HITH «K».

Komnuu npukazoB uim UX pa3MHOKEHHBIE 3K3EMIULSIPHI 3aBEPSIOTCS MEYaThIO C YKa3aHUEM
JlaThl 3aBEPEHUS U HAIPABIIAIOTCA aJpecaTaM B COOTBETCTBUU C YKa3aTEJIEM PacChUIKH, KOTOPBIN
COCTaBJIICTCS U MOIUCHIBAETCS UCIIOJIHUTEIIEM.

Tekct mpukaza COCTOMT W3 JBYX 4YacTei: KOHCTaTHpyromed (mpeamOynbl) U
pacropsAUTENbHOM.

B xoncratupyromeld yactu (mpeamOyse) KpaTKO HW3JIaraloTcs ILedd W 3adadd, (akTel U
COOBITHS, TOCTY)KMBIIME OCHOBAaHWMEM Uil WM3JaHUS Tpuka3a. Ecim mpukas m3maercs Ha
OCHOBAaHUHU JPYroro JOKyMEHTa, TO B KOHCTaTHPYIOLIEH YacTH YyKa3blBalOTCSI HAaUMEHOBaHUE
3TOTO JIOKYMEHTa B POJAUTEIBHOM MaJIEKe, €ro aBTop, AaTa, HOMep U 3arojoBok. [Ipu ccelike Ha
HOPMAaTUBHBII NpPaBOBOI aKkT, 3aperMCTPUPOBAHHBIN B OpraHax IOCTUIUH, JONOJHUTEIIHHO
YKa3bIBa€TCS HOMEpP, IMOJ KOTOPHIM OH 3aperucTpUpOBaH B peEECTpe TIOCYIapCTBEHHOU
perucTpan HOpMaTUBHbBIX TPABOBBIX AKTOB.

[IpeamOyna B mpoekrtax npuka3zoB 3asepmiaercs ciaoBoM «I[IPMKA3BIBAIO», kotopoe
MUIIETCS] MPONMCHBIMU OYKBaMHM, MOYKUPHBIM wIpudpToM. He nomyckaercst ero mepeHoc Ha
APYTYIo CTPOKY.

PacnopsigutenbHas 4YacTh COAEPKUT MEPEUHUCICHUE MPEANUCHIBAEMBIX JIEUCTBUM C
yKa3aHWEM HCIOJHUTENs KaXJ0ro AeWCTBUA M CpPOKOB ucnojHeHus. [Ipu HeoOxomumoctu
pacrnopsauTeNnbHas 4YacTh ASTUTCS Ha MMyHKTbI, HOJMYHKTHI U a03allbl.

JlefcTBHSI OTHOPOJAHOTO XapaKkTepa MOTYT ObITh MEepeuncIeHbl B OTHOM IyHKTe. B kauecTBe
UCIIOJIHUTENEH YKa3bIBalOTCA CTPYKTYPHBIE MOJpPA3/A€iCHUs] WM KOHKPETHbIE OJLDKHOCTHBIE
muna. CeeneHus 0 mojpa3AesieHu Wik JODKHOCTHOM JIMIIE, Ha KOTOPOE BO3JIaraeTrcs KOHTPOJIb
3a UCIIOJIHEHUEM TIPUKA3a, YKA3bIBAIOTCS B NIOCIEIHEM ITYHKTE PACIOPAIUTEIBHOMN YacCTH.

O3zHakomiieHHEe pPaOOTHUKOB C MpHKa3aMHd IO KaJpOBBIM BONPOCAM YIOCTOBEPSETCS
MOANUCHI0, (aMuiauel W uHULUanaMu pabOTHUKOB, MPOCTABISEMBIMH HIDKE PEKBU3UTA
«OTMETKa O COTJIACOBAHUHU JJOKYMEHTa» WJIM Ha 000POTHOM CTOPOHE IpHKa3a.

B cnywae, ecnu npuka3 IONOJIHAETCS NPWIOKEHUEM, TO BHOCHTCS TEKCT O JIONOJHEHHUH
MpuKas3a NpuiaokeHneM. [Ipu cCpUlKe Ha NPUIIOKEHHSI YKa3bIBAKOTCS HOMEpa IPUIIOKEHUM,
MIPUCBANBAEMBbIE B IOPAJIKE YIIOMUHAHUS MTPUIIOKEHUN B TEKCTE aKTa, 32 UCKIFOYEHUEM CIIy4aeB,
Korja K TMpuUKazy HMeercss OoJaHO npuioxkeHue. Ccbulka Ha INPUIIOKEHHE JOJDKHA
COOTBETCTBOBATh HA3BAHUIO CAMOTO MPHUJIOKEHUS. PEKBU3UT «OTMETKA O HAIMYUU IIPUIOKEHUS
K JOKYMEHTY» II0CJIe TeKCTa MPUKa3a CaMOCTOSTEIbHO He 0(OpMIISETCS.

Ecnu mnpukaz odopmiisiercs Ha OlaHKe OpraHu3ally, B PEKBU3UTE «IIOANHCH» HE
YKa3bIBa€TCs OJIHOE HAMMEHOBAHHE JIOJKHOCTH JIMLA, TOANUCHIBAIOLIETO JOKYMEHT.

B coBMecTHBIX IpHKa3ax YKa3bIBAIOTCS IMOJIHOE HAUMEHOBAaHUE JOJDKHOCTEH, (haMuius H
WHULMAJIBI COBMECTHO I1OIUCHIBAIOLIUX JIULI.

IMaparpad¢ 4. [lopsiiok MoAroTOBKM U 0(popMJIEHHS IPOTOKOJIA

47. IIpoTOKOJ COCTaBISETCS HA OCHOBAHUU 3alMCEH, MPOU3BEICHHBIX BO BPEMS COBEILLAHUS
(3acemanus, coOpaHMsi), TPEICTABICHHBIX TE3UCOB JOKIAJOB W BBICTYIJICHUH, CIPaBOK,
MPOEKTOB PEIICHUN U IPYTHX MaTepuanoB Mo ¢opMe COTJIacHO NPUIOKEHUIO § K HACTOSIIUM
[IpaBunam.

[IpoTOKOJI, COCTaBIEHHBIII BHYTPU OpraHU3AlMM W HE BBIXOIAIIMI 3a €€ Mpeaensl,
odopmitsieTcs He Ha OJaHKe.

PexBuU3uTaMU MPOTOKOJIA ABISIOTCS:

1) odunmansHOe HAMMEHOBAHUE OPTraHU3allMU U (WJIH) CTPYKTYPHOTO MOJpa3IeCHHUS,

2) HaUMEHOBaHUE BUJIa JOKYMEHTA;

3) nara;

4) perucTpaliOHHbI HOMEP MPOTOKOJIA;
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5) MecTo U3IaHus MIPOTOKOJIA;

6) rpud yrBepkaeHUS (B HEKOTOPBIX CIIydasK);

7) 3aroJ0BOK IIPOTOKOJIA;

8) Tekcr;

9) noamnucse.

[TpoTokoBI 0(OPMIIAIOTCS B TIOHOM WM KPaTKOl Gopme.

TexkceT MoHOro NPOTOKOJIa COCTOUT U3 JIBYX YaCTEH: BBOJAHON U OCHOBHOM.

B BBOJIHO¥ 9acTh TOCTIE 3aroJioBKa MPOTOKOJIA YKA3bIBAIOTCS: WHULMAIBI UIMCH U (haMUITUN
npencenarens (MpenceaaTeIbCTBYIOMIET0) ¥ CeKperapsl 3acefmanusi (cCoOpaHHs), CIHCOK
MPUCYTCTBOBABIINX (€CIM KOJUYECTBO MPUCYTCTBOBABIIMX TMpeBbimaeT 10 4enoBek, CHUCOK
MPUCYTCTBOBABIINX O(DOPMIISIETCS B IPUIIOKEHUHN K TTIPOTOKOJTY).

B mpotokone 3acemaHusi KOHCYJIbTaTHBHO-COBEIIATEIHLHOTO OpraHa IPUCYTCTBOBABIIUE
YWICHBl TEPEYHCISIOTCS MEePCOHANBHO MO (damMuiausM B andaBuTHOM Tmopsiake. [locme Hux
3aMUCBHIBAIOTCA (PAMWIMKM TPUTJIAICHHBIX C YKa3aHUEM HX JIODKHOCTH M HAaWMMEHOBaHUS
OpraHu3aIuy.

BBoanas yacTh 3akaHYMBAETCS MOBECTKOW JHS (MIEpeYHEM pacCcMaTpPUBAEMBIX BOIIPOCOB),
MIEPEYHCIICHHBIX B TMOPSIKE UX 3HAYMMOCTH C YKa3aHUEM JOKJIaguuKa (MHHUIMAT €r0 WMEHH,
(haMuiMs, TOJDKHOCTBH) MO KaKIOMY IMYHKTY TOBECTKH aHA. Kakaplii Bompoc medaTaeTrcsi C
ab3ara, HyMmepyeTcsi apaOckoi nudpoit W ero HauMEHOBaHWE HadyMHAeTCs ¢ mpemiora «Oy»,
«O06». B cnydqae odopmiieHHs] TOBECTKU JTHS MPUIOKEHHEM K TIPOTOKOJY, B MPOTOKOJIEC TEPe/T
TEKCTOM MPOU3BOIUTCS 3anuch «[loBecTka qHS mpuaraeTcs».

OcHOBHast 4acCTh MPOTOKOJIA COCTOUT U3 PA3JENIOB, COOTBETCTBYIOIIUX ITyHKTaM TOBECTKHU
nHsA.  Kaxkneiii paspmen cocrout m3  tpex wacren: «CIIYIOAJIM», «BBICTYIIMJINY,
«ITIOCTAHOBWJIN» («PEHINJIN»), xOoTOpBIE TeYaTarOTCs OT JIEBOTO TOJS MPOMUCHBIMHU
OyKBaMH.

[IpunsiToe pelieHue medaTaeTcsl MOJHOCTHIO, NMPU HEOOXOIUMOCTH, MPUBOISATCS HUTOTH
rOJIOCOBAHUS.

CopnepxaHne 0cobOOro MHEHHUS, BBICKa3aHHOTO BO BpeMsi OOCYXKICHHMsSI, 3alUCBhIBACTCS B
TEKCTe MPOTOKOJIA TOCIIE COOTBETCTBYIOIIETO MOCTAHOBICHUS (PEIICHNUS).

B paznene «CJIYIIAJIN» npuBOaSTCS MHULIAAT UMEHH W (paMUIUs TOKIaA49uKa, OCHOBHOE
COJIepXaHue JIOKJIAJOB M BBICTYIJICHUH NOMEIIAETCS B TEKCTE€ IMPOTOKOJA WM MpUIaraercsa K
HEMY, B [IOCIIEIHEM cliy4yae B TeKCTe odopmiisieTcsi CHOCKa « TeKCT BBICTYIUICHHUS MTPUIIaraeTcs.

B pazpene «CIIYIIAJIM» wu3naraercsa TEKCT BbICTYyIUIEHUs. B Hauane Tekcrta ¢ HOBOM
CTPOKHM B MMEHHUTEIHHOM MaJIe)Ke YKA3bIBAIOTCS MHUIIMAT UMEHU U (aMUIMS BBICTYIAIOIIETO.
3anuch BBICTYIUICHUS OTACISIOT OT (aMIIIMU TUpPE. BhICTyIUIeHHe n3naraercs OT TPEThero Juia
€IMHCTBEHHOTO 4ucia. Eciu 3amuch BBICTYIUIEHHS] WM TEKCT AOKIaAa OQOpPMIISIIOTCS B BUJIE
MIPUJIOKEHUS K TPOTOKOITY, MOcie (PaMHUIINU yKa3bIBaeTCs «3aluch BBICTYILICHUS MIPUIIaraeTcsy,
«TekcT nokiana npuiaraeTcs.

B pazmene «BBICTYIIMJIN» yka3pIBaloTCS HMHULIMATBI HMEH, (aMWINH, COACpKaHHE
BBICTYIUIEHUN BBICTYHAIOUIMX B TOW IOCIEIOBAaTEIbHOCTH, B KakOM OHM IMpPO3BydYaId Ha
3ace/laHuH.

Bomnpocel kK 10KIaAuMKy, BBICTYNAIOUMM M MX OTBETHl MPOTOKOJUPYIOTCA MO MEpe uX
MOCTYIJICHHUS W 3alUCBIBAIOTCS B TOW JK€ MOCIEA0BATEIbHOCTH, MPU 3TOM cioBa «Bompocy,
«OTBeT» HE NUIIYTCS, a YKa3bIBAIOTCS HMHHUIMAT WUMEHH W (aMWIHs JUIA, OT KOTOpPOTO
MOCTYIUJIINA BOIIPOC UJTU OTBET.

B pazgene «IIOCTAHOBUJIN» («PEHIMJINM») oTpaxaioT MNPHUHATOE pelIeHHe II0
obcyxaeMoMy BOTpocy. B MOCTaHOBISIONIEH YacTH HUCMOJB3YIOTCS TIArojibl HEOMPEIEIeHHON
(bopMBIL

TeKCT KpaTKoro mpoTOKOJIa COCTOMT M3 JBYX 4YacTe€il: BBOJHOW M OCHOBHOW. BO BBOJHOM
YaCTH MOBECTKA JTHS HE YKa3bIBACTCS.

OcHOBHasE 4acTh KpaTKOrO MPOTOKOJA BKJIOYAET HAMMEHOBAHUS paccMaTpUBAEMbIX
BOIIPOCOB U MPUHSATHIE IO HUM PELICHUSI.
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HaumenoBanue Bonpoca HymepyeTcs:  HaunHaercs ¢ npeiora «O», «O0», BbIpaBHUBACTCS
[0 LEHTPY CTPOKU W MOJYEPKHUBACTCS OJHOM 4EpTOM HMKE mocieaHed crpoku. [lox yeproit
yKa3bIBaIOTCS (DaMIIIMU JIOJDKHOCTHBIX JIMI, BBICTYIHBIIUX PU 00CYXAEHUU JAHHOTO BOIPOCA.
3aTreM yKa3bIBaeTCs IIPUHATOE 110 BOIIPOCY PELICHHUE.

B 3aronoBok mpoTokoja BXOAST yKa3aHUE BUJA KOJUIETHAIBHOM JEATENbHOCTU U Ha3BaHUE
KOJUIETHAJIbHOTO OpraHa B pPOJIUTENIbHOM TMajexe (Hampumep: coOpaHHE COTPYIHHUKOB,
3ace/laHue COBETA).

[IpoTrokon noanuceiBaeTcs MpeacenaTesieM M ceKperapeM (IpelCcelaTeNbCTBYIOIUM U
JUIOM, NPOBOJAMBIIMM 3amuch). Jlaroil mpoTokona sBisercs jaara 3acefaHus. Eciaum oHO
IIPOJIOJIKAIIOCH HECKOJIBKO JIHEH, TO 4Yepe3 THUPE YKa3blBAIOTCS JaThl Hayala M OKOHYaHUS
3aceqaHusl.

[IpoTokosiaM mpuCBaWBarOTCS MOPSJIKOBbIE HOMEpa B Ipenenax JelI0NpPOU3BOJICTBEHHOTO
rojia OTACNIBHO MO KaXKJOU TpyIe MPOTOKOJIOB - MPOTOKOJIBI COOpaHui, 3acelaHuii KOJIJIETHH,
MIPOTOKOJIbI TEXHUYECKUX, HAYUYHBIX U SKCIEPTHBIX COBETOB U Jpyrue. IIpoTOKOIbI COBMECTHBIX
3aceJaHMil MMEIOT COCTaBHbIE HOMEpa, BKIIOYAIOLIUE TOPSAKOBbIE HOMEpa IPOTOKOJIOB
OpraHu3aluii, IPUHUMAaBILINX Y4acTUE B 3aCEJaHUM.

Komnuu npoTokoioB Wi NPUHATHIE PEIICHUS B BUJIE€ BBIITUCOK U3 MPOTOKOJIOB PaCcChUIAIOTCS
3aMHTEPECOBAHHBIM OpraHU3alUsM M JOJDKHOCTHBIM JIMIIAM B COOTBETCTBHM C YyKa3aTeleMm
pacchUIKM. YKaszaTellb PpacChUIKH, KOTOPBIM YTBEpKAAeTCs PYKOBOJIUTENIEM CTPYKTYPHOTO
MOJPA3JIENIEHNs], COCTAaBJISIET M MOJIMUCHIBAET OTBETCTBEHHBIM HCIOIHUTENb MOJpa3fesieHus,
TOTOBUBLIETO paccMOTpeHue Bompoca. Konmuu NpoTOKOJOB M BBIHCOK U3 HUX 3aBEPSIIOTCS
MevaTbio Opranu3anuu (Ipy HAIUYUN).

ITaparpad 5. Ilopsigok NOATOTOBKH M 0(pOPMJIEHUS aAKTa

48. ConepxaHueM akTa siBisieTcss UHQopMalys, MOATBEP)KIAI0Iasi YCTaHOBJICHHbBIE (aKThI
uam  coObITUs  (cmava-mpueMka paboT; TMpHeM-Tiepeaada MaTepUalbHBIX  IIEHHOCTEH,
JTOKYMEHTOB; o0cieoBaHue 0OBEKTOB Ha MPEAMET MPOTUBOTIOKAPHON 0€30MacHOCTH, YCIOBUN
TpyJa; UCHOBITaHUA (BBOJ B JKCIUIyaTallMi0) OOpa3loB, CHCTEM, TEXHOJIOTHIi; BBIIEICHHE K
YHUUTOXCHUIO MaTepUalbHBIX LIEHHOCTEH, TOKYMEHTOB; HapYIICHHE YCTAaHOBJIECHHBIX IMpPaBHII
(TpeboBaHuii); pacciieloBaHMs aBapHil, HECUACTHBIX CIIydaeB; JMKBHUJAIUS OPraHU3aluu;
BBITIOJIHEHHBIX Pa0OT; OTKa3; OCMOTP; CBEpKa; MPEJOCTaBlIEHHE YCIYyr W Jpyrue). AKT
COCTaBJIISI€TCS HECKOJBKUMH JIMIIAMH, TIOITBEPKIAIOIINMH JTaHHBIN (aKT.

AXT oopmiisieTcs Ha O6JaHKe 1Mo popMe CorIacHO npuiiokeHuto 9 k HactosimuM [IpaBunam.
AKT, COCTaBIJICHHBI BHYTPY OpPraHU3alliy U HE BBIXOJAIIUH 3a ee mpenenbl, opopmiiseTcs He Ha
OnaHke.

PexBu3nutamu akTa sSBJISIOTCS:

1) wusoOpaxenue [ocymapctBennoro I'epba PecnyOonuku Kazaxcran wunum 5MOIEMBI,
JIOTOTHIIA, TOBAPHOTO 3HAaKa (3HaKa OOCTYXUBaHUs) C y4eTOM TpeOoBaHUU NYHKTOB 16, 17
Hactosiux [IpaBun;

2) odunmanbHOE HAMMEHOBAHUE OPraHU3allNN;

3) HauMeHOBaHKE BUJIA TIOKYMEHTA;

4) nara;

5) perucTpaMOHHBIA HOMEp (MHJIEKC) aKTa;

6) MecCTO MOANUCAHUS AKTa;

7) rpud yTBEp)KICHUA (B HEKOTOPBIX CIydasix);

8) 3aroJIoBOK akTa;

9) TekcT;

10) moanucse.

TekcT akTa COCTOUT U3 BBEJICHUS M KOHCTATUPYIOIIECH YacTH.
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Bo BBezieHNN yKa3bIBaeTCsl OCHOBAHUE JIJISl COCTABIICHUS aKTa, MEPEUHCIISIOTCS COCTABUTEIN
Y TIPUCYTCTBYIOIINE TIPU STOM JIUIIA.

Koncrarupyromas 4acte akta COJACpKUT CYTh YCTAHOBJICHHBIX (DAaKTOB, METO/bI, KOTOPBIMU
BeJach MPOBEPKA, €€ Pe3yIbTATHI, a TAKKE BBIBOJbI, MPEIOKECHNUS, 3aKITI0UeHIs KoMuccuu. [1pu
HEO0XOIMMOCTH TEKCT KOHCTATHPYIOIIECH YacTH aKTa JIEJIUTCS Ha MyHKTHI.

B KOHIlE KOHCTaTHUPYIOIIEH 4YacTH YKa3bIBAIOTCA KOJMYECTBO OJK3EMIUIIPOB aKTa M
MECTOHAXOKJCHUE KaXKI0TO IK3EMIUISIpa, Mocie 0opMIIIETCS OTMETKA O HATMYUH MPHIIOKEHUN
K aKTy (€CJu OHH UMEIOTCH).

B xonIe xoHcTaTHpYyIOMmEnH YacTi 0(QOPMIISIOTCS OTMETKA O KOJIMYECTBE SK3EMILISIPOB aKTa
M MECTOHAXOXKJCHUU KAXKIOTO HK3EMIUIIpA, MOCIE - OTMETKA O HAIWYHH TPHIOKEHUA K aKTy
(ecriu OHM UMEIOTCHA).

AKT noANMCHIBAaeTCS MpeAcenaTesieM W 4YieHaMH KOMHCCHM JHOO0 JuioM (- amwu),
cocTaBuBIIAM (- ) akT. OaMuUIMKA, WHUIHAIGI JIUI, TOMHUCHIBAIOIINX aKT, O(QOPMIISIOTCS B
an(haBUTHOM TIOPSIKE 1O (PaMIITUH, UX JOJDKHOCTH HE YKa3bIBAIOTCS.

O3HakoMJIeHHE JIMII C AaKTOM TIPOM3BOJMTCS TOJ pocmuch. JIWIo, HecoriacHoe ¢
COJIepKaHUEM aKTa, TIOANKCHIBAET €ro ¢ OTOBOPKOM M MpUYMHAMK cBoero Hecornacus. Ocoboe
MHEHHE WIeHa KOMUCCHU 0(opMIIsieTCsl Ha OTIIEIbHOM JINCTE W TIPUJIaraeTcs K aKTy.

IMaparpa¢ 6. [lopsinok moAroToBKM U 0popMJIeHHUs CIIPABKHU

49. CopepxaHueM CIpaBKU fABIAeTCS HHPoOpMalus, B KOTOPOH OMUCHIBAIOTCSH (HaKThI,
coObITUs MK cBeneHus. CripaBKy, HaNpaBisieMble 3a TpeesIbl OpraHu3aliy, COCTABISIOTCS Ha
obmem Onmanke. BHyTpeHHss cripaBka odopmMiisgeTcs Ha OebIX JIMcTax Oymaru 0e3 MpUMEHEHUS
OnaHKa.

CnpaBka odopmisiercss mo ¢opmaMm corjacHo npuiokenusm  10-11 & HacTosIMM
[TpaBunam.

PexkBu3nuTaMu CipaBKy SIBISIFOTCS:

1) wuzobpaxenune [ocymapctBenHoro I'epba PecnyOomukm Kazaxcran wumum SMOneMbl,
JIOTOTHIIA, TOBAPHOTO 3HaKa (3HaKa OOCHY)KMBaHHA) C ydyeToM TpeOoBaHuUM HYHKTOB 16, 17
Hactosiux [Ipasun;

2) odunuanbHOe HAMMEHOBAHUE OPraHU3alllu;

3) HauMeHOBaHKE BUJIA TIOKYMEHTA;

4) nara;

5) perucTpanMoOHHbIN HOMEp (MHACKC) CIIPABKH;

6) MecTo U3JIaHus;

7) anmpecar;

8) 3aroJ0BOK K TEKCTY;

9) TekcT;

10) moanuce;

11) oTmeTKa 0 cornacoBaHuu (B ciiydyae HEOOXOAUMOCTH);

12) oTTHCK MeyaTu (MpU HATTUYHH);

13) oTmeTka 00 UCTIOTHUTEIE.

TekcThl cripaBOK, BbIIaBa€MbIX Ipa’kJaHaM O MOATBEPIKAECHUU MecTa paboThl, JOKHOCTH,
3apabOTHOM TIATHI U JIPYIHX CBENEHUM, HAYMHAIOTCS C YKa3aHWs B UMEHHUTEIHLHOM TMajexe
dbamMunnu, UMEHHU, OTYECTBa (MIPU HAJTMYUU) JIMIA, O KOTOPOM COOOIIAOTCs cBeleHus. B KoHIe
TEKCTa WM MPABOM BEPXHEM YTy YKa3bIBAETCsl OpTaHU3aIlMsl, Ky/ia MIPEeICTaBIseTCs ClIpaBKa.

B Tekcre Takoil CHOpaBKM HE HCIOJNB3YIOTCA OOOPOTHI  «HACTOSIIAS  CIIpaBKay,
«IEHUCTBUTENBHO TPOKHUBAET (YUHUTCS, paboTaer)y.

B cmydae, ecnu chpaBka MOIMHCHIBACTCS HCIOJHUTENEM, TO PEKBH3UT «OTMETKa 00
WCIIOJIHUTENIEe» HE YKA3bIBACTCSI.
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IHaparpa¢ 7. Ilopsaaok NOArOTOBKH M 0OPMJICHHSA MUCbMA

50. Ilucemo odopmisieTcss Ha OJlaHKEe MHCbMa OpraHu3anuu 1o (opMe COTIACHO
npuioxeHno 12 k HacrossuM [IpaBunaM U COOEPKUT CAEAYIOIINE PEKBU3UTHI:

1) m3obpaxenune I'ocymapcrtBennoro I'epba PecmyOnmukm KazaxcraH wid SMOJIEMBI,
JIOTOTHIIA, TOBAPHOTO 3HaKa (3HaKa OOCHyKMBaHHA) C ydyeToM TpeOoBaHuUM HyHKTOB 16, 17
Hacrosmux [Ipasui;

2) opunuaibHOC HANMEHOBAHUE OPTraHU3aIlNN;

3) nara;

4) ucXOoIAIMM perucTpallMOHHBIA HOMEp (MHJIEKC) MUChMA;

5) cchlKa Ha perucTpaloHHbI HOMEP U J1aTy BXOJSIIEro JOKYMEHTa (€CIH 3TO OTBETHOE);

6) ampecar;

7) 3aroJIOBOK K TEKCTY;

8) TekcT;

9) oTMeTKa 0 HAJIMYUU NIPUIIOKEHUS,

10) moamuce;

11) oTmeTKa 0 corjacoBaHUH (B Cliydae HEOOXOTUMOCTH);

12) otmMeTka 00 UCTIOJTHUTEIIE.

CnyxeOHble MHUCHbMa, TOJNKHCHIBAEMBbIE PYKOBOJUTEISIMU JIBYX M OoJjiee OpraHu3alui,
obopmiisiroTcsi Ha Jsmcre Oymarm ¢dopmata A4. Ilpum 3TOM JaHHBIE O HAMMEHOBAHUU
OpraHu3aIfii, MOAMUCABIINX MUCHMO, BKIFOYAIOTCS B HAMMEHOBAHHUE JOJDKHOCTH B PEKBHU3UTE
«TIOATHCH.

OTMeTKH O cOorjacoBaHWU MUChbMa MPOCTABIISAIOTCA HA OTITYCKE MHUChMA.

TekcT nmucbMa MMeEeT OAHY WM JBE CMBICIOBbIE YacTu. [lucbmo, cocrosdinee W3 OJHOU
4acTH, - OTO Mpockba 0Oe3 TMOsSCHEHHS, HanmoMHHaHUE O0e3 mpeaMOyibl, cooOmieHue 0Oe3
OCHOBAaHHUSI.

Ecnu TekcT muchkMa COCTOUT M3 4YacTed KOHCTATUPYIOWIEH M 3aKIIOYMTENIbHOM, B MEPBOM
YacTU U3JIAraloTcs MpUYMHA, OCHOBAHWE MM OOOCHOBAHME COCTaBJICHHS MUCHMA, MPUBOJATCS
CCBUIKM Ha JIOKYMEHTBI, SIBJISIONIMECS OCHOBAaHMEM IIOATOTOBKM IHCbMa, BO BTOpOU -
MTOMEILAl0TCS BBIBOJIBI, MPEAJIOKEHUS, TPOCHObI, pellIeHuUs.

OOpaTHble KOHCTPYKIMU TEKCTa (3aK/IIOUEHUE - KOHCTaTalMs) BO3MOXKHBI B MHCbMax-
OTKa3ax.

B nucbMax ucnonb3yroT cienyromue GopmMbl U30KEHUS:

1) oT mepBoro muila MHOXECTBEHHOTO 4YHUCJAa (HAaIpUMEp: «IPOCUM MPEAOCTaBUTHY,
«HarpasisgeM Bamy);

2) OT MWEepBOro JHIla E€IUHCTBEHHOIO 4YHCla (HampuMep: «IIPOIIy BBICIATHY, «CUHTAIO
HEOOXOIUMBIMY);

3) OT TpeTbero IuIa €AUHCTBEHHOTO YUCIIa (HAapUMEpP: «MUHUCTEPCTBO HE BO3PAKALTY).

I'maBa 3. [lopsanok ynpaB/jieHus JOKYMEHTallHeH, OPraHu3anusi J0KyMeHToo00poTa B
rocy1apCTBEHHBIX H HEr0Cy1aPCTBEHHbIX OPraHU3alUAX

ITaparpad 1. ITopsaok 00padOTKH BXOAAIINX JOKYMEHTOB

51. JlokyMeHTBI, MOCTyMaollie B OpraHU3alyio, MPOXOJAT NEepBUYHYIO 00paboTKy,
IIPEIBAPUTENILHOE PACCMOTPEHHUE, PETUCTPALINIO, PACCMOTPEHNE PYKOBOACTBOM U JJOCTABIISIOTCS
WCIIOJIHUTEIISIM.

52. Ilpuem, nepBuuHas o00paOoTKa JOKYMEHTOB M IpPEIBAPUTEIILHOE PACCMOTPEHHUE
OCYIIECTBISIOTCS LIEHTPAIN30BaHHO cinyxx60i JIOY.
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53. IlepBuuHas 00pabOTKa BXOIAIMIMX JTOKYMEHTOB 3aK/II0UACTCs B IPOBEPKE MPABHIHLHOCTH
JOCTaBKM MO HA3HAYEHUIO, IIEJIOCTHOCTH YIIAKOBKH M BJIOKEHHUH, PUKcannu (pakTa mOCTYIUICHUS
JOKYMEHTOB B OPTaHU3ALIMIO U ITOJANOTOBKE UX K Mepeiade 10 Ha3HAYEHUIO.

[Ipu oOHapyXeHHH HEKOMILJICKTHOCTH WJIM TIOBPEXKACHUS JTOKyMEHTA Ha HUKHEM I0JIe €ro
nocyensero gucrta B PK® mpocTaBisioTCs COOTBETCTBYIOUIME OTMETKH M COCTABIISIETCS aKT
IIPOU3BOJILHOM (OpMBI B Tpex 3k3emiuigpax. OAWH 3K3EMIUISp HANpaBJsE€TCs OTIPABUTEIIIO,
BTOpOIi octaeTcs B ciyxOe IOV, TpeTuii nepenaercsi HCIIOJIHUTEIIO JOKyMEHTA.

KoHBepTbl HE YHMUTOXKAIOTCSI B CiIydasX, KOIJA TOJIBKO II0 HUM ONPEACISAIOTCA aJpec
OTIPABUTEJS, JaThl OTIPABKU U IOJYYEHUS JOKYMEHTa, a TAaKKe MPHU MOCTYIJICHUM JINYHBIX
JOKYMEHTOB.

KouBeptsl ¢ nomerkoit «JInuyHO» 06€3 BCKPBITHA MepeAaroTcs Mo HazHadeHHuto. OmubodHo
J0CTaBJIEHHAs! KOPPECTIOHACHIIMSI BO3BPAIIAETCs B TIOYTOBOE OT/AETICHHE.

54. Ilpu npenBapuTENbHOM PACCMOTPEHMM AOKYMEHTOB MPOU3BOJIUTCS COPTHPOBKA HMX Ha
perucTpupyeMble U Hepeructpupyemble. [lepeueHb  HEpErUCTpUPYEMBIX JIOKYMEHTOB
pa3pabaThIBaeTCsl Ha OCHOBE MPUMEPHOTO MEPEUHs JOKYMEHTOB, HE MOAJIEKAIUX PETUCTpallun
B ciayxbe [0V, cormacHo npuioxkenuto 13 k HactosiiuMm IlpaBunam, W yTBepxkaaercs
PYKOBOJIUTENIEM OpraHU3aIiHy.

Hepeructpupyemble  JOKYMEHTHl TepefaioTCsl B COOTBETCTBYIOUIUE CTPYKTYpHBIE
MOApa3/IeNIeHUs] OpraHU3aIUH.

55. Peructpupyemble AOKyMEHTHl mocie ux peructpauun B PK® nepemarorcs Ha
paccMOTpeHHe PyKOBOJICTBY OPTaHU3AIMU MU CTPYKTYPHOMY MOAPA3JEIECHUIO (JOJKHOCTHOMY
JIUITY) JUTSI IPUHSITHS PEIICHUS.

I[Ipn  Oe3oTnaraTelbHOM  HMCHOJHEHMM  IOCTYMHBIIETO  JIOKYMEHTa  JOIYCKaeTcs
03HAaKOMJIEHHE HCIIOJHUTENS C €r0 COJEpKAHUEM J0 PACCMOTPEHMS JOKYMEHTa PYKOBOICTBOM
OpraHu3amuy (CTPyKTYpHOTO MOApPa3ICTICHNs).

56. OOpamenus (PU3MYECKUX W FOPUAWYECKHX JIUI[ YYUTHIBAIOTCS I[ICHTPATU30BAaHHO U
peructpupytorcs B PK® B 1eHb WX MOCTYIJICGHHWS B OPTaHMU3AIMIO OTIEIBHO OT OOIIUX
JOKYMEHTOB B MOPSAKE, YCTAHOBJIEHHOM TOCYIAapCTBEHHBIM OpPraHOM, OCYILECTBIISIIOIIMM B
rpeienax cBoei KOMIETEHIIUN CTaTUCTUYECKYIO AeATEIbHOCTh B 00JIaCTH MPaBOBOI CTaTUCTUKU
U CIIELUAJIBHBIX YYETOB.

57. 1lpu npeaBapuTEIbHOM PAaCCMOTPEHHUH MOCTYIHMBIINE JTOKYMEHTBI PaclpeleistoTcs Ha
TpeOytomire 0053aTeIbHOI0 PACCMOTPEHHsI PYKOBOJCTBOM OpraHu3allid W He Tpelyrolue
storo. JIOKyMeHTbI, He TpeOylome 00s3aTeNIbHOT0 PACCMOTPEHHSI  PYKOBOJCTBOM,
HaIlpaBJSIIOTCSl  HEMOCPEACTBEHHO B CTPYKTYPHBIE TOJPA3JE€NeHUsl WM OTBETCTBEHHBIM
HCIIOJTHUTEIISIM.

I[Ipu HeoOxomumocTH O€30T/IAraTeNbHOTO  WCIHOJHEHHS TMOCTYIMBIIETO JIOKYMEHTa
JOTYCKAETCs] 0O3HAKOMJICHHE HCIOJHUTENS C €ro COACPXKAHUEM JI0 PACCMOTPEHHUs JOKYMEHTa
PYKOBOJICTBOM OpraHU3aluu (CTPYKTYPHOTO MOIpa3ACTICHHS).

58. IIpenBapuTenbHOE PACCMOTPEHUE TOKYMEHTOB OCYIIECTBIISIETCS MCXOJS U3 OLIEHKH HX
COJIepXaHusA, aBTOPCTBA, CJIOKHOCTU M HOBHU3HBI IOCTAaBJICHHBIX BOIPOCOB HAa OCHOBaHUU
YCTaHOBJICHHOT'O B OpraHU3aIlH pacipe/esieHus: 00sS3aHHOCTE.

59. O6s13aTeTLHOMY PACCMOTPEHUIO PYKOBOJICTBOM HOJUIEKAT JOKYMEHTHI, TOCTYIHUBILNE U3
Anmunuctparnuu [lpesunenta PecnyOnuku Kazaxcran, [lapmamenrta PecryOnmku Kazaxcraw,
Kannenspuu Ilpembep-Munuctpa Pecnybnuku Kazaxctan, IeHTpadbHBIX U MECTHBIX
rOCY/IapCTBEHHBIX ~OpPraHOB, BBINIECTOSAIIEH oOpraHu3anuu, ooOpamieHuss QU3NYECKUX U
FOPUINYECKUX JIHII.

60. JlokyMeHTBI, pPAacCMOTPEHHbIE  pPYKOBOJACTBOM  OpraHu3alMu  (CTPYKTYPHOTO
noJjipaszienienus), BosBpamatoTess B cayx0y JOVY, rme B PK® BHocATcs coaepxanus
PE30ITIONMI, & JOKYMEHTHI IEPENAIOTCS UCTIOTHUTENSAM TI0]] POCIIHUCH.

JIOKYyMEHT, MCIIOJIHEHHE KOTOPOTO BO3JIOKEHO Ha MOJBEIOMCTBEHHBIE (- YIO) OpTraHU3allH
(- 10) MM HECKOJIBKO CTPYKTYPHBIX TOAPAa3/IeNICHH, IEPEIacTCsi UM OJJHOBPEMEHHO B KOIHUSX C
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cootBeTcTByIOIIE oTMeTKOM B PK®. Ilo/uIMHHUK IepenaeTcsl UCIIOJIHUTENI0, YKa3aHHOMY B
PE30JIIOIUH TIEPBBIM.

[locTynuBmine TtenerpaMmbl HNPUHMMAIOTCS TMOJ] PACHUCKYy C IPOCTaBICHHEM JaThl U
BPEMEHH IIpUEMaA, PETUCTPUPYIOTCSA, a 3aT€M IIEPEAal0TCsd Ha PacCCMOTPEHHE PYKOBOJCTBY M
HCIIOJIHEHUE.

Texct mnoctynuBmedl TeneOHOIpaMMBbl  3alUChIBAeTCsl  (II€4aTaeTcsl) IOJIydaTesleM,
pPErucTpUpPYETCs U OIIEPATUBHO MEPEAAETCS PYKOBOAUTEIIO, KOTOPOMY OHA a/IpeECOBaHA.

I[Ipu npueme TenedoHOrpaMMBI  OQOPMIISIIOTCS  CIEAYIOIIUME  PEKBU3UTHI:  TEKCT,
OTIPaBUTENIb, HAaUMEHOBAHUWE BUAA JOKYMEHTa, JaTa, HOMEp, HAaWMEHOBAaHHE JIOJLDKHOCTH,
MHULMAT MMEHU M (aMuiusi Juna, MOJANUCABIIEro JTOKyMeHT. Kpome Toro, ykas3blBaroTCs
JOJDKHOCTH M (paMMJIMU JIML, TEepelaBIIMX M MPUHSABIIMX Tesle(OoHOTrpamMMy, 4achl U MUHYTHI
npreMa-rnepeiadm.

61. Ilpu pemennn BorpocoB 0€3 COCTAaBIEHUS JIOTOIHUTEIbHBIX JOKYMEHTOB UCIIOJHUTEND
nenaerT oTMEeTKH Ha JokymeHTe W PK® o marax mocrtymienust (ecim oOpa3oBajcsi MHTEPBAJ
BpEMEHU MEXJIy TMOCTYIUIEHHEM JOKYMEHTa W €ro JOCTaBKOW HCIIOJIHUTENI0), JaTax
MIPOMEKYTOYHOTO MCIIOTHEHUS (3aIIpoC CBENICHUM, Tele(OHHbIe IEPErOBOPHI U IPYyrue), Aare u
pe3yibTaTax OKOHYaTEIbHOTO UCIIOJIHEHUSI.

62. Ilpu moCTyIUIeHHHN 3JIEKTPOHHOTO JOKyMeHTa ciyxk6oit JIOY mpoBoauTcsi mporieaypa
MIPOBEPKU TOJJIMHHOCTU 3JIEKTPOHHONW HU(POBON MOMAMUCH C HCHOJIB30BAHUEM OTKPBHITOTO
KJI0Ya JJIEKTPOHHOM 1U(POBONH TMOANKUCH U  CPEICTB  KpUNTOrpapUuecKod  3alluThl
nH(popMallUY, peaTu3yoIUX Mpolecc (OpMHPOBAHUS U MPOBEPKH AIEKTPOHHOU HUGPOBOI
moanucu (CpencTBa JJIEKTPOHHOW IU(POBOM MOAMKMCH), a TAKXKE MPOUIEAININX MPOIEAYPY
MOATBEP)K/ICHUSI COOTBETCTBHUS B MOPSAJKE, YCTAHOBJIEHHOM 3aKOHOJATEIbCTBOM PecmyOnuku
Kazaxcran B 00J1aCTH TEXHUYECKOTO PETyIMpPOBaHHUS.

63. B cnyuae BBISBICHHS HECOOTBETCTBUS JJIEKTPOHHOW IM(POBON TMOAMKMCH TIOCIE
IIPOBEACHUS TPOLEAYPhl HPOBEPKH HIEKTPOHHOM LUGPOBONM MOANKUCH C MCIOJIb30BaHUEM
CPEICTB D3JEKTPOHHON IMGPOBOM MOANMUCH (Jajiee - OTPHIATEIbHBIA PE3yabTaT MPOBEPKU
MOJUIMHHOCTU  3JIEKTPOHHOM IM(PPOBON MOANUCH), HIEKTPOHHBIM JOKYMEHT CUUTAETCs
HEIOJIyYEHHBIM, O Y€M II0JIydareib IEKTPOHHOTO JOKYMEHTA HAalpaBiseT YBEIOMIICHHE-
KBUTAHLIMIO, SBJISAIOLICECS DJIEKTPOHHBIM JOKYMEHTOM C OTMETKOM «HE MPHUHATO», MOAIMCAHHOE
coTpyrHuKoM cayx0bl IOV, ¢ ykazaHMeM IPUYMHBI HENIOJYYEeHUs JOKYMEHTA.

[Ipu nmosyyeHuH NMOATBEpXkKAEHUS (YCTAHOBIIEHUS) MOJIMHHOCTU 3JIEKTPOHHOM LM(poBOii
HOJIKUCH C MCIIOJIb30BAaHUEM CPEACTB 3JIEKTPOHHON LM(POBOI MOANUCH IOCIE MPOBEINCHUS
IpoLelypbl MPOBEPKU MIEKTPOHHOU LKU(POBOM moamnucu (Aajnee - MOJOKHUTEIbHBIN pe3yabTar
IIPOBEPKH IOJUIMHHOCTH, OSJIEKTPOHHON ULU(GPOBONH MOANUCH), 3JIEKTPOHHBIM JOKYMEHT
TTOJICKUT MTEPBUYHOM 00paboTKe.

64. IlepBuuHas 06paboTKa IEKTPOHHOIO JOKYMEHTA BKJIIOUAET IIPOBEPKY:

1) neHCTBUTENBHOCTH PErUCTPALMOHHBIX CBUJIETEILCTB 3JEKTPOHHOM 1IM(POBOI MOANNUCH U
OTKPBITOTO KJIOYa 3JIEKTPOHHOM IU(POBON MOANUCH, C HCHOJIb30BAHUEM KOTOPOIrO ObLI
YIOCTOBEPEH JIEKTPOHHBII JTIOKYMEHT;

2) BceX PEKBU3UTOB AIIEKTPOHHOT'O TIOKYMEHTA;

3) monHOMOYMI CTaTyca BCEX JIUI], C MCIOJb30BAHUEM 3JIEKTPOHHOM IU(PPOBON MOANUCH
KOTOPBIX YIOCTOBEPEH JIEKTPOHHBIN JOKYMEHT.

65. Peructpanus 31eKTpOHHOro JokyMmeHTa ciuyx6oi JIOY ocymecTBisercs mpu
YCTAHOBJICHUM TNPUHAIJICKHOCTH DJIEKTPOHHOIO JIOKYMEHTAa OTIPABUTEII0 M LEIOCTHOCTH
CoJiepKaHUs IyTeM MpPOBEIEHHs MpPOLeIypbl NMPOBEPKU 3JIEKTPOHHOW IM(PPOBON MOANMUCH U
MOJTydeHHUsI TOJOXKUTEIBHOTO pe3yiabTaTa IPOBEPKU 3JIEKTPOHHOW 1HdpoBOi moanucu
JOJDKHOCTHOTO JIMIIA TOCYJAapCTBEHHOTO oOpraHa (OpraHM3alMM), WCIOJIb30BaHHOM IpuU
YIOCTOBEPEHUU JIEKTPOHHBIX JTOKYMEHTOB, N3/IaBAEMBIX UM B IPEEIaxX €ro NOJHOMOYMM.

66. Peructpupyemsle 1okyMeHThl nocie ux peructpauuu B PK® u OPKK nepenarorcs Ha
paccMOTpEHUE PYKOBOJICTBY OPTaHU3ALMK WM CTPYKTYPHOMY MOJIPA3AEICHUIO (JOKHOCTHOMY
JIMILY) JUISL IPUHSATHS peIeHUs..
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I[Ipu HeoOxomuMocTH Oe30TiaraTeIbHOTO HWCIOJIHEHUS TOCTYIHBILEIO JOKYMEHTA
JIOTIYCKAEeTCsl O3HAKOMJIEHHUE MCIOJHUTENS C €ro COJAEPKAHUEM JI0 PACCMOTPEHHUs JOKYMEHTa
PYKOBOJICTBOM OpraHu3aluy (CTPYKTYPHOI'O IOAPa3eIICHuUs).

67. Ilpu nocTymjieHuH BXOJSIIETO0 JOKYMEHTAa, HAMpaBICHHOIO TOJBKO Ha OyMaKHOM
Hocutene, ydacTHUK C3J BOCHpOHM3BOIUT B AIIEKTPOHHO-IM(PPOBYIO (opMy (CKaHUpPYeET)
MOCTYIUBIINI TOKYMEHT U BCE €ro MPHIIOKEHUS B OJIMH JICKTPOHHBIN (haiin ogHOTO hopMaTa
(37EKTPOHHOTO TOKYMEHTA, YAOCTOBEPEHHOTO AIEKTPOHHON IIM(PPOBOI MOAIUCHIO).

68. [lonydyeHue u perucTpanus IEKTPOHHOTO JOKYMEHTa mnoarBepxkaatoTcs B COJl myrem
neperaud OTIPABUTEII0 YBEAOMIICHUS-KBUTAHLUKM - 3JIEKTPOHHOIO JOKYMEHTa, CoAepKallein
JaHHBIE 0 (PAKTUYECKOM TOCTABKE U CIEAYIOIINE OTMETKH (ajiee - yBEAOMIICHUE-KBUTAHIIUA):

1) nannble 00 OTIIpaBUTENE YBEIOMIICHUA-KBUTAHLINN;

2) naty, BpeMms IOJIy4€HHUs AIEKTPOHHOTO JOKYMEHTA;

3) nmaTy perucTpaliid W PETUCTPAlMOHHBIM HOMEp, MpucBOeHHBIM B COJ] momyuarens
AJIEKTPOHHOTO JOKYMEHTAa;

4) 3NeKTPOHHYIO U(PPOBYIO MOAMUCH COTPYAHUKA CiIy)0bl JIOY rocymapcTBeHHOTO Oprana
(opranuzammmu) - moJrydatess (Tocjie perucTpaluu JMEKTPOHHOTO TIOKYMEHTA);

5) naHHbBIe 00 OTBETCTBEHHOM MCIIOJIHUTEIE TOCYAAPCTBEHHOTO OpraHa (OpraHU3aluH)-
MOJTy4aTesl.

lNocynapcTBeHHBI opraH (opraHu3amusi) - TOJydaTeldh OOECTeUMBAET aKTYaIbHOCTh M
JIOCTOBEPHOCTH JIaHHBIX 00 OTBETCTBEHHOM HCIIOJIHUTEINE AIEKTPOHHOTO JOKYMEHTA.

69. DneKTpOHHBIA JOKYMEHT CUMTAETCSI HE JOCTABICHHBIM IOJIY4YaTeN0, €CIIU OTIIPABUTEIb
HE TOJyYHJT YBEJIOMIICHUS-KBUTAHIIUH O TIOJYYEHHUH 3JIEKTPOHHOTO IOKYMEHTA.

70. Ecnu yBeOOMJICHHE-KBUTAHLIMS HE TMOJY4EHO OTIPABUTEIEM B TEUEHHE OJIHOTO
paboyero AHA TMOCJE OTHPAaBKH 3JIEKTPOHHOTO JOKYMEHTa, TO OTIPABUTEIb YBEIOMIISET
MoJtyyaTesist 00 OTCYTCTBUU MOATBEPKICHUS TOTYYSHHS 3JIEKTPOHHOTO TOKYMEHTA MPH MOMOIIN
UHBIX CPEJICTB CBSI3H.

[Ipn mocrtymienun OyMa)XHOTO JOKYMEHTa, KOTOPBIA yXe 3aperucTpupoBaH B Qopmarte
ANIEKTPOHHOTO JOKYMEHTA U HAaXOJUTCs B 00pabdoTke, ciyx00i JIOY Ha Oyma)kHOM TIOKYMEHTE
MPOCTABJISIETCA OTMETKAa O TOCTYIUICHHMM JOKyMEHTa. B paHee CO3MaHHOW SJIEKTPOHHOMU
PErUCTPAIlMOHHON KapTOYKe JaHHOTO JOKYMEHTa IPOU3BOJAUTCA OTMETKa O HaJIu4uu
OyMa)KHOTO JIOKyMEHTA.

71.  JIoKyMeHTBI, = pPAacCMOTPEHHbIE  PYKOBOACTBOM  OpraHu3aluu  (CTPyKTYPHOTO
noapaszaenenus ), Bo3spamatorcs B ciyx0y OV, rne B PK® u OPKK BHOcsATCs conmepikaHus
PE30ITIONMIA, a JOKYMEHTBI MIEPEIalOTCsl UCTIOTHUTEISM.

JIOKyMEHT, UCIOJIHEHHE KOTOPOTO BO3JIOKEHO Ha MOJBEAOMCTBEHHBIC (- YIO) OpraHu3aluu
(- ¥0) ¥ (WIM) HECKOJBKO CTPYKTYPHBIX MOIpa3/eiCHUi, MepeaacTcs UM OIHOBPEMEHHO B
konusx ¢ cootBercTBytonieil otmerkord B PK® u OPKK. [loannHHKK nepenaercs UCIOTHUTENIO,
yKa3aHHOMY B PE30JIIOLIUU TIEPBBIM.

[lepenaua 3MeKTPOHHBIX JOKYMEHTOB HUCIIOJHUTENSM OCylIecTBIsgeTcs nocpeactsom COJI.

[TocTynuBiime TtenerpaMmbl MPUHUMAIOTCA TIOJ PACIHCKY C TMPOCTABICHHUEM JaThl H
BpEMEHHU TpHUEMa, PETUCTPUPYIOTCSA, a 3aTeM MepefaroTcsi Ha PAcCMOTPEHUE PYKOBOJACTBY U
WCIIOJIHEHHE.

Texct moctynuBmiel TenedOHOTpPaMMBI  3alUChIBaeTCsl  (Ie€4aTaeTcsl) IOJIydaTesieM,
PErUCTPUPYETCS U OTIEPATUBHO MEPEAAECTCS PYKOBOJIUTENO, KOTOPOMY OHA a/IpeCOBaHa.

I[Ipu mpueme TenedoHOrpaMMbl  OGOPMIISIFOTCS  CIEAYIOIIME  PEKBU3HUTHI:  TEKCT,
OTIpPAaBUTENb, HANMEHOBAHHE BHUAA JIOKYMEHTa, JaTa, HOMEP, HAaUMEHOBAHHWE JOJKHOCTH,
WHUIMAT UMEHHU W (paMuIus TuIa, IOoAMucaBIiero JokyMmeHT. Kpome Toro, ykasarh JOMKHOCTH
U (aMunuu JMI, MEepeiaBIIMX W TPHUHSBIIUX TeledOHOrpaMMy, Yachl M MUHYTHI TpHeMa-
nepeaayu.

72. Tlpu penieHur BOMPOCOB 0€3 COCTABIEHUS JTOMOTHUTEIBHBIX JOKYMEHTOB HCIIOJHUTENb
nenaetr orMetku Ha nokymeHte U PK® u DOPKK: o gare mocrymnenus (ecau oOpaszoBaics
WHTEPBAJl BPEMEHHU MEXKAY MOCTYIJIEHUEM JOKYMEHTAa U €ro J0CTAaBKOM MCHOJIHMUTENO); JaTax
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MIPOMEKYTOYHOTO MCTIOTHEHUS (3arpoc CBEACHUH, Tene(OHHbIE IEPEroBOPhl U APYyrue); AaTe u
pe3ylbTaTaXx OKOHYATEIbHOTO UCIIOJIHEHUS.
Bce oTMeTKH Ha JOKyMEHTE pa3MemaloTcsi Ha CBOOOJHBIX OT TEKCTa MECTaX.

MMaparpad 2. Ilopsaaok 00padOTKH MCXOAAIIMX JOKYMEHTOB

73. O6paboTKy HCXOIANINX JOKYMEHTOB OCyIIecTBIsIeT ciryxoa JJOVY.

[Ipn npueme noKyMeHTOB uid OoTHpaBku ciyx0a JIOY mnpoBepsieT npaBUIBHOCTH HX
opopmieHHs, HAIW4YME U TIOJHOTY TPHIOKEHUH, YKa3aHHBIX B OCHOBHOM JOKYMEHTE.
HenpasuibHo oopmileHHBIE JOKYMEHTBI BO3BPAIIAIOTCS] UCTIOTHUTEIISIM.

74. IloanvcaHHble TOKYMEHTHI PETUCTPUPYIOTCS M OTIPABIISIIOTCS ajapecary (aapecaraMm) B
JIeHb UX MoJAnucaHus (YTBEp>KICHUs) WINM HE MO3/IHEE CIEIYIOIEro padboyero JHs, TelerpaMMbl
1 Tenedakchl - He3aMeUTUTENBHO.

B C3J] nomyckaercs aBTOMAaTHU4YeCKOE€ IPUCBOCHHME PErMCTPAllMOHHOTO HOMEpa M JIaThl
JOKYMEHTA MpHU MOANKUCAHUU 3IEKTPOHHOTr0 ToKymeHnTa DIIII.

75. OpuruHaiabl HUCIOJHEHHBIX OYMa)KHbIX JOKYMEHTOB BMECTE C OTIYCKOM JIOKyMEHTa
MepeIaloTCs B T€ CTPYKTYPHBIE MOApPa3/IeIeHNs WU MO/IBEJOMCTBEHHbIE OPraHU3allii, KOTOpbIe
SIBJISTTUCH OCHOBHBIMU HCHOJHUTENISAMUA U TPOU3BOAAT (POPMHpPOBAHHE COOTBETCTBYIOUIUX €Il
COTJIaCHO HOMEHKJIAType JIel.

76. llepen OTHpPaBKOM JIIEKTPOHHOTO JIOKYMEHTa MPOBEPSAETCA NPaBUIBHOCTh €r0
opopmiieHHs (Hamu4ue 00S3aTelbHBIX PEKBU3UTOB DJIEKTPOHHOTO JIOKYMEHTAa), B TOM YHCIIE
MPOBOJMUTCS ~ Tpollefypa MPOBEPKH  AJIEKTPOHHOM  1UGPOBON  MOANMUCH, IPOBEPKU
MIOJIOKUTENIBHOTO ~ pe3ysbTaTa 3JEKTPOHHOM 1M(POBOM MOANMMCH U PErHMCTPALMOHHBIX
CBU/IETEIILCTB.

OTBETCTBEHHOCTh 3a COOTBETCTBHE COJAECPXKAHUSA DIIEKTPOHHOIO JOKYMEHTAa MOAJMHHUKY
OyMa)XKHOTO JIOKyMEHTa HECET TOCYIapCTBEHHBIN OpraH (OpraHu3alus) - OTIPABUTENb.

77. Ecnmu JOKyMEHT, HaIllpaBJIEHHBIN B APYTYIO OpraHU3aInio, J0HKEH ObITh BO3BPAILCH, TO
B IIPAaBOM BEPXHEM YTy NIEPBOTO JMCTA JOKYMEHTa Ha OyMa)KHOM HOCHTENE Ha CBOOOJHOM OT
TEKCTa I10JI€ IPOCTABJISIOT IITAMIT WM JIEAl0T IOMETKY O BO3BpaTe, TAKyIO K€ IOMETKY JIeJIal0T
B PK® u OPKK.

IHaparpad 3. Ilopsigok nNpoxo:xaeHnsi BHYTPEHHUX JOKYMEHTOB

78. IlpoxoxkaeHue BHYTPEHHHX JOKYMEHTOB Ha JdTamaxXx UX MOATOTOBKH U O(GOPMIICHHUS
COOTBETCTBYET MPOXOXKACHUIO HCXOAIIMX JOKYMEHTOB, Ha 3Tale HCIOIHEHUS - BXOJSAIINX
JOKYMEHTOB.

79. Ilepemaya BHYTpEHHUX JOKYMEHTOB MEXAY CTPYKTYPHBIMU MOJpPa3/ICICHUSIMH
OCYILIECTBISICTCS  JAODKHOCTHBIMU  JIMIIAMH, OTBETCTBEHHBIMH 32  JOKYMEHTAI[MOHHOE
obOecrieueHre YIpaBlIEHUST B CTPYKTYPHBIX MOApa3feieHusx. JJOKyMeHThl MepenarTcs C
COOTBETCTBYIOIIEH 0TMeTKOM B PK®.

JIOKyMeHTBI, CO3JJaHHBIE B MIPOLIECCE NEPEMUCKN MEXIY UCIIOJHUTEIbHBIMU OpraHaMHu U UX
MOJBEJOMCTBEHHbIMU OpraHU3alMsAMH, a TaKKe MEXKIYy HCIOIHUTEIbHBIMA OpraHaMu,
(buHAHCUPYEMBIMU U3 MECTHOTO OFO/DKETa, He BKIIFOUAIOTCS B COCTaB BHYTPEHHUX JIOKYMEHTOB.

IHaparpa¢ 4. Ilopsaaok perucTpanuy J0KYMEHTOB
80. Perucrpanuu nojanexaTr JOKyMEHTHI, TpeOYIOIIHe ydeTa, UCTIOJHEHUS U UCTIOJIb30BaHUs

B MH(POPMAIMOHHO-CITPABOYHBIX IIEIISX.
81. Perucrpanus 10KyMEHTOB OCYILIECTBIISICTCS LIEHTPAIU30BaHHO ciryx60i JIOY.
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82. JIBWyKeHue NOKYMEHTOB B OpPraHM3allid C MOMEHTa MX CO3JaHUs WM IOJYyYEHMs /10
3aBEpILIEHUS] WCIOJIHEHUS, OTIPaBJICHHs, (JOPMHUPOBAHUS JleNla M CIAYM B apXUB OpraHU3aluu
o0pa3yeT JOKyMEHTOOOOPOT.

83. O0beM TOKyMEHTO00OPOTa ONPEACAETCS OOMIMM KOJIMYSCTBOM BXOISIIUX, HCXOISIITINX
Y BHYTPEHHUX JOKYMEHTOB 3a MECSII], KBapTa, TO.

3a equHUIy y4yeTa KOJIMYeCTBa JOKYMEHTOB IPUHUMAETCS caM JIOKYMEHT 0e3 ydeTa KOIHH.

84. B opranmzamusax ¢ od0bemoMm gokymeHTooOopoTta cBbiiie 2000 HOKYMEHTOB B ToOj
JIOTIYCKAaeTCsl JELIeHTpAIN30BaHHasl PErucTpauus JTOKYMEHTOB, IpU KoTopoil B ciyxbe IOV
PErUCTPUPYIOTCS JTOKYMEHTBI, IMOCTYNAIOIIME Ha PAacCMOTPEHHE PYKOBOJICTBA OpraHU3aluH,
pacropsIuTenbHbIe JOKYMEHTHI OpraHW3aluy, OOpalieHns GU3NIEeCKUX M IOPUANYECKUX JIHII,
Mepenucka 3a MOJNUCHI0 PYKOBOJACTBA, B CTPYKTYPHBIX MOJPA3AEICHUSIX PETUCTPUPYIOTCS
a/IpeCOBaHHbIE JAHHBIM CTPYKTYPHBIM HOJpa3AeIeHUSIM JOKYMEHTHI.

JIoKyMeHTBI, NeperaBaeMble WM MPUHMMAaeMble MO0 KaHajdaM CBSI3U, PETUCTPUPYIOTCS B
ciyx0e JIOY unu cTpyKTypHBIX TOAPA3ICIEHUAX, OCYIECTBIISIOMIMNX UX TPUEM (Iiepenauy).

85. Peructpamus u mnpueM TOJJUHHUKOB OYMa)KHBIX JOKYMEHTOB, OYMa)KHBIX KOTHUH
AJIEKTPOHHOTO JIOKYMEHTA, MOCTYMAIMMX OT ydacTHUKOB COJI, oCyIIecTBIAIOTCA TOJBKO MpHU
HaJIMYUU COOTBETCTBYIOUINX AIEKTPOHHBIX TOKYMEHTOB.

86. JIOKyMEHTBI pETrHCTPUPYIOTCSI B OpraHW3ald OJIMH pa3: BXOJAIIHE - B JIE€Hb
MOCTYIUICHHUS, UCXO/ISIINE U BHYTPEHHHE - B JICHB MOMUCAHUS (YTBEPIKICHUS ).

JIoKyMeHTBI, He3aBepILIECHHbIE JEIONPOU3BOJICTBOM, MU TPeOyIOLIUe UIUTEIHHOIO CpOKa
WCIIOJIHEHUS, IEPEPETUCTPALIMU HE TOJIeXKaT.

[Ipu nepenave AOKyMeHTa JAJsl UCIOJIHEHUS (O3HAKOMIIEHHUS) U3 OJHOTO TOJpa3/eieHUs B
JPYroe HOBBIM PErMCTPALMOHHBIA HOMEDP HE mpucBanBaercsa. Ha HIKHEN CTOpOHE MOCIEAHETO
JUCTa TOKYMEHTAa WM Ha €ro 00OpOTHOM cTopoHe, a Takke B PK® mpocraBnsercs gara (nmpu
HEOOXOUMOCTH - BpeMsi) IepeauH.

87. Peructpanus BXOIAMUX WIH UCXOIANIMX JOKYMEHTOB-OTBETOB ocyiecTBisercs B PK®
WHUIMATUBHBIX JOKYMEHTOB.

Peructpanus ucxoasmux JOKYMEHTOB (MHUIIMATHUBHBIX M OTBETHBIX) OCYILIECTBISIETCS B
equHoi PK® ucxonsmux JOKyMEHTOB.

88. B opranuzanuu npumeHstores cienyromne PKO:

1) xapTouka pPEruCTpaldy BXOASIIUX JOKYMEHTOB, KapTOYKa PETUCTPALUU HCXOJISLINX
JOKYMEHTOB M KapTOdkKa pEerucTpaldd BHYTPEHHHX JIOKYyMEHTOB IO (OpMe COTJIACHO
npuioxkeHnto 14 k Hactosuum [IpaBunam;

2) JKypHaJ pErucTpalu BXOJSIIMX JOKYMEHTOB, YPHAl PErHCTpalH HCXOISIINX
JOKYMEHTOB U JKypHaJl pErucTpaldyd BHYTPEHHUX JOKYMEHTOB MO ¢opMe COTrjacHO
npuiiokeHuto 15 k Hactosmum [IpaBunam.

89. VYcranaBnaMBaeTcs CIEIYIOIMIMI COCTaB CBEICHUM O JIOKYMEHTE, IOJJIeKAIEM
00s3aTeNbHOM perucTparyu:

1) HauMeHOBaHKE OpraHu3aIiy (aBTOpa WM KOPPECTIOHICHTA);

2) HauMEHOBaHUE BHUIa JOKYMEHTA,

3) nara U perucTpalMoOHHBIA HOMEp (MHAEKC) MOCTYMUBIIETO JOKYMEHTA,

4) 3aroJI0BOK K TEKCTY (KpaTKoe CoAep)KaHue TOKYMEHTA);

5) pe3omtonus (UCTIOTHUTENb, COIeP)KaHUe IOPYUYEHUs, aBTOP, J1aTa);

6) CPOK HCIIOJIHEHUS JOKYMEHTA,

7) MOANUCH UCTIOTHUTENS O MOJIY4YEHUH JTOKYMEHTA,

8) oTMeTKa 00 MCTIOTHEHUH TIOKYMEHTA U HaMpaBJIeHUH €ro B JIEINO.

CoctaB o00s3aTenbHBIX CBEIEHUN B 3aBUCMMOCTH OT XapakTepa [OKyMEHTa U 3ajad
WCIOJIb30BaHUs WHGOpPMAIUU TPU HEOOXOIUMOCTH JOTOJHSAETCS APYTUMHU CBEICHUSMU
(Hanuuue TMPUIOKEHUH, KOJIWYECTBO JIMCTOB, MEpEMEIIEHNE JOKYMEHTAa BHYTPU OpraHU3aluHy,
MIEPEHOC CPOKOB UCIIOTHEHU).
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90. Hudopmanus o [IOKYMEHTax, IMOJy4e€HHass MPH HMX PETUCTPALlH, IOCTYIaeT B
MH(POPMAIIMOHHO-TIOUCKOBYIO ~ CUCTEMY, KOTOpas BKJIIOYaeT B ce0si KapToOTeKH U
KJ1acCU(UKAIMOHHBIE CIIPABOYHUKH.

91. PK® coctaBisioT CleIyIOIINe KapTOTEKU:

1) mo KoppecnoHAeHTaM;

2) 1o BUAAM JJOKYMEHTOB;

3) o aBTOpam JIOKYMEHTOB;

4) KOHTPOJIbHBIE;

5) Koau(pHUKAIMOHHEIE,

6) 1o oOparieHusIM GU3NIECKUX U IOPUITUECKUX JINIL;

7) npyrue B 3aBUCUMOCTH OT 33J1a4 OUCKa UH(OPMALIUH.

92. Vyactauku CDJI HCIONB3YIOT €IMHYI0 HOPMAaTHUBHO-CIIPABOYHYIO HH(OpMAIHIO.
PerymupoBanne © W3MEHEHHE HOPMATHBHO-CIIPABOYHOW WHGOpMAIMHK, Kacaromencs
OpraHU3aIMOHHO-PACTIOPAIUTENLHON TOKYMEHTAIlUH, OCYLIECTBIISIET YIIOJTHOMOYEHHBII OpraH.

93. Tlons 3ammcu 6a3bl JAHHBIX ABTOMATH3UPOBAHHONW HH(POPMAIIMOHHO-TIONCKOBOM
CUCTEMbI JIOJDKHBI IMOJIHOCThIO OTBEYATh MapaMmerpaM IOCIEIYIOIIEro ONepaTUBHOTO MOMCKA
JOKYMEHTOB M KOHTPOJIS 32 UCTIOJTHEHUEM JIOKYMEHTOB.

IMaparpad 5. Ilopsiaok McnoIbL30BaHMS 3JIEKTPOHHOM HM(POBOH moANKCH

94. VYyactamku C3J] obecneuywBarOT TMOJIMHHOCTE U IIEJOCTHOCTh DJIEKTPOHHBIX
JIOKYMEHTOB ITyTEM:

1) wunterpupoBanus (compspbkenus) B CDOJ[ cpenctB kpunrtorpaduyueckoi  3aluThI
nHpOpMaNUK, peanu3yIUX Mpolecc (GOPMHUPOBAHUS W MPOBEPKH SICKTPOHHOW HHPPOBOH
nmoanucu (CpencTBa JJIEKTPOHHOW IU(POBOM TOANMHUCH), a TaKKe MPOIISANNUX MPOIEIAYyPY
MOATBEP)K/ICHUSI COOTBETCTBHUS B MOPSAJKE, YCTAHOBJICHHOM 3aKOHOJATeNbCTBOM PecmyOnuku
Kazaxcran B 001acT TEXHUYECKOTO PEryIUPOBAHUS;

2) cobmofieHusl pa3rpaHUueHUs MpaB JOCTYIA K IEKTPOHHBIM JOKYMEHTAM.

95. Yuactaukam CO/] cinenyer:

1) XxpaHuTh B TaitHe caykeOHyI0 HHPOPMAILIKIO, CTABIIYIO UM U3BECTHOM B Ipoliecce paboThl
CO cpeAcTBaMU KpunTorpaduyueckoil 3amuTsl MHGOpMaIuy;

2) XpaHUTh B TailHE COJEP)KAHMUE 3aKPBITHIX (CEKPETHBIX) KIIOUEH CPEICTB 3JIEKTPOHHOM
nudpoBoi noanucu (CpeAcTB KpUNTorpadhuuecKon 3amuThl HHGOPMAITIH ),

3) obecrieunBaTh COXPAHHOCTh HOCUTEJEH KITIOUeBON MH(OPMALIUU U APYTHX JOKYMEHTOB O
KITF0YaX AJIEKTPOHHOU HU(GPOBOM MOIMUCH, BBIIABAEMBIX C STUMH HOCUTENSIMU UH(POPMAIIUH;

4) ocyIIecTBIATh CHHXPOHU3ALMIO BPEMEHU Ha MEPCOHAIBHBIX KOMIBIOTEPAX C STAJIOHHBIM
BpEMEHEM;

5) He OCYIIECTBIATH IKCILTyaTallMI0 MPOrpaMM (B TOM YHUCIE - BUPYChI) HA MEPCOHATBHBIX
KOMITIBIOTEpaX, KOTOpPbIE HapyIIalOT (YHKIIMOHUPOBAHUE CPEJICTB DIEKTPOHHOU 1UBPOBOI
MOAINKCH, B COOTBETCTBUU C TPEeOOBAHMSIMH IO MCIOJB30BAHUIO CPEICTB KpUNTOTpaduuecKon
3aIUThl HH()OPMALIUH.

96. Jns odopmieHHss SNEKTPOHHBIX AOKyMeHTOB B CDOJl rocymapcTBEHHBIX OpTaHOB
HCIOJIL3YIOTCS TOJBKO TE€ 3aKPHIThIE (CEKPETHBIC) KIIIOUM DIEKTPOHHOU IU(POBON MOAMUCH,
KOTOPBIM COOTBETCTBYIOT OTKPBITHIE KIIOYM DJIEKTPOHHON HHQPPOBON MOIMUCH, HMEOIINE
JEVCTBYIOLINE PErUCTPALIMOHHbBIE CBUAETENBCTBA, BbiAaHHbIe Y[ I'O.

97. Tlopsamok mUpUMEHEHHUs SJIEKTpOHHOU nudpoBoil moamucu B CDOJl 3akmrodaercs B
CIIETYIOILIEM:

1) dopmupoBanue HIEKTPOHHON UU(POBONW MOAMMCH Ui TOMAMUCAHUS DJICKTPOHHOTO
JIOKYMEHTA OCYIIECTBIISIETCS C UCIIOJIb30BAHUEM:


http://online.zakon.kz/

http:///online.zakon.kz

OHOW WIJIM HECKOJBKUX ODICKTPOHHBIX HU(PPOBBIX TMOANUCEH JOJDKHOCTHBIX —JIUIY
roCy/lapCTBEHHBIX OPraHOB IPU YAOCTOBEPEHUH IEKTPOHHBIX JOKYMEHTOB, U3aBacMbIX UMU B
npeaenax ux MnoJIHOMOYM;

OJTHOM 3JIEKTPOHHON IU(POBOI NOAMHMCH COTPYAHUKA MOPA3ACICHHUS JOKyMEHTAMOHHOTO
obecreueHus;

2) ¢opMupoBaHHUE dIEKTPOHHOH II(PPOBOI MOIMKICH TOJHDKHOCTHBIX JIMI TOCYapCTBEHHOTO
opraHa IpH YyJOCTOBEPEHUM 3JIEKTPOHHBIX JOKYMEHTOB, W3JaBa€MbIX MMM B IpEIesiax HX
ITOJTHOMOYMK:

JOJDKHOCTHOE JIMIIO TOCYJapCTBEHHOI'O OpraHa IMpU YIOCTOBEPEHHM 3JIEKTPOHHBIX
JOKYMEHTOB, U3J]aBa€MbIX UM B IpeAejax €ro MOJIHOMOYMH, yIOCTOBepsieT (TMOIINUCHIBAET)
TEKCT JOKyMEeHTa (BJIO)KEHHbIN (-ble) (ailibl) 10 €ero perucTpauud ¢ [PUMEHEHHEM
AJIEKTPOHHOU IU(PPOBOI MOANNCH, KOTOpas 00ECIeUunBaET MOUIMHHOCTh U IIEIOCTHOCTh TEKCTa
JIOKYMEHTA;

(hopMHpoBaHHE IEKTPOHHOU HU(PPOBON MOANMCH TOJKHOCTHOTO JIMLA TOCYIapCTBEHHOIO
opraHa TpU YIOCTOBEPEHUH HIIEKTPOHHBIX JOKYMEHTOB, HM3JaBacMbIX MM B IpeAenax HxX
MOJIHOMOYUH (TIEpBOM ANEKTPOHHON LM(PPOBOM MOIMUCH) OCYLIECTBISIETCS C HCIOJb30BaHUEM
CPeICTB KpuUnTorpaduyeckoi 3amuThl HGOPMALMH, PEAIU3YIOIINX Hpolecc GOpMUPOBaHUS U
MIPOBEPKU DJIEKTPOHHOM 1u(poBOil moanucu (cpeicTBa AIEKTPOHHOM IMQPPOBOM MOIIUCH),
KIIFOYEBOTO HOCUTENST HMH(OpPMAlUU CPEICTB KpUOTOrpaduueckoil 3amurhl HUHGOpPMALMHM U
PEruCTPAallMOHHOTO CBUJIETEIBCTBA, OJIydeHHBIX B Y[ I'O;

3) mnpUMEHEHHE OHIIEKTPOHHOM LHUQPPOBOM moamucH coTpyaHuka ciyxOel JOY nmns
MEPECHUIKH 3JIEKTPOHHOTO TIOKyMEHTa MEX1y rOCyJapCTBEHHBIMHU OpraHaMHu:

ANEKTPOHHOM IU(GPOBOM TOAMKMCHIO coTpyaHuka cayx6er  JIOY  ymocroBepsieTcs
(moamuchIBaeTCs) DJEKTPOHHAS PETHUCTPAlMOHHAs KapTodka (YHMKAIbHBIM HWISHTU(UKATOP,
HazHaueHHbIM w3 CDOJl, nmata IOKyMeHTa, aBTOp JOKYMEHTa W DJIEKTPOHHBIA JTOKYMEHT,
YIIOCTOBEPEHHBIN 3IEKTPOHHON IM(POBON MOAMKCHIO JOJHKHOCTHOTO JIMIA FOCYJapCTBEHHOIO
oprasa).

dopMupoBaHUE  INCKTPOHHOW IUGPOBOM  MOANUCH  COTPYJHHMKA  TOJpa3JEiICHUS
JOKYMEHTAallMOHHOTO  OOECHEeUYeHMs]  OCYILECTBIISIETCS € MCIOJb30BAaHMEM  CPEACTB
KpUNTOrpapuuecko 3amuTel HMHQOPMALMK, pPEANU3YIOIIHUX Ipoueccsl (HOPMUPOBAHUS U
IIPOBEPKH DJIEKTPOHHON IU(PPOBOH mnoamucu (CpeAcTBa NIEKTPOHHOW LM(POBOM MOANUCH),
KIIIOYEBOTO HOCUTEIS U PETUCTPALIMOHHOIO CBUIETEILCTBA, MOMy4eHHbIX B YI[ I'O.

IMaparpa¢ 6. Ob6ecnieuenue nunpopmaunonHoi dezonacuoctu CI /1

98. NndopmarmonHasi 6€30MaCHOCTh aNMapaTHO-IPOrPAMMHOTO, TEJIEKOMMYHUKAIIMOHHOTO
obecnieuenus CDJl periamMeHTHPYETCs COOTBETCTBYIOIIMMHM HOPMATUBHBIMU TMPAaBOBBIMH
aktamu Pecny6nuku Kazaxcran B o6nactu obecrieueHust ”HGOPMAITMOHHOM 0€3011acHOCTH.

Oyukuunonupoanue CIJI, eAMHON TpaHCIIOPTHOM Cpellbl FOCYAapCTBEHHBIX OpraHoB, YI[
'O, nepeuenr ywactHukoB CDJ], ux 00A3aHHOCTH, OTBETCTBEHHOCTh OIPEACTSAIOTCS U
OCYILIECTBIISIIOTCS C  BBIIOJIHEHHWEM TpeOoBaHWI  MHGOpPMAIMOHHON  0€30MacHOCTH B
COOTBETCTBMM C JOrOBOpPAaMH Ha BBINOJHEHHE COBMECTHBIX paboT Mo oOecrneYeHnto
nH(MOPMAIMOHHONW 0€30MacHOCTH MEXJy OpraHM3alfeii-3aka3uukoM, TOCYAapCTBEHHBIMU
OpraHaMH U SKCIUTYaTHPYIOIMIMMH OpPraHUu3alusIMy (OpraHu3alUsIMU -UCTIOTHUTEIISIMH ).

99. CpencrBa xkpunrtorpad@uyeckod 3amuThl HMHGOPMAIMK, peaTu3yIoUIe Mpolece
(dbopMHUpOBaHHST U TPOBEPKU AIEKTPOHHON IMUGPOBON TMOIMUCH, HCHOIB3YIOTCS B CTPOTOM
COOTBETCTBUU C UX IKCIUTYaTallAOHHOM TOKyMEHTAllMEN U MTpaBUIaMU UCIIOJIb30BAHUSI.

100. JIokyMeHTBI, COJEpIKallie CBEICHHS, COCTABIIAIONINE TOCYAAPCTBEHHBIE CEKPETHI, HE
noJuiexkart npuemy, oopaboTke, XpaHeHHIO U niepeaade yepes CO/I.
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ITaparpa¢ 7. IlopsaAI0oK KOHTPOJIS HCIIOJTHEHHUS JOKYMEHTOB

101. KoHTpoJib UCHOTHEHUS TOKYMEHTOB BKJIIOYAET MOCTAHOBKY JOKYMEHTa Ha KOHTPOJIb,
peryaupoBaHue X0/1a UCIIOJHEHHS], CHITUE UCIIOJIHEHHOTO JIOKYMEHTa C KOHTPOJISA, HAallpaBJieHUE
WCTIOJTHEHHOTO TOKYMEHTA B JIENI0, YUeT, 0000IIEHNEe U aHATTU3 X012 U PE3yJIbTaTOB UCIOTHEHUS
JTOKYMEHTOB, HH(OOPMUPOBAHHE PYKOBOJICTBA O COCTOSIHUM MCIOJHEHUS TOKYMEHTOB. CBeCHUS
00 WCTOJMHCHHH JOKYMEHTOB, TIOJUICKANIMX KOHTPOJO, H OOpameHuid (QU3NYECKUX H
FOPUIMYECKUX JIUIL 3aMOJIHSIOTCS coTflacHO npuiioskerusiM 16 u 17 k HactosmuMm [IpaBumnam.

KoHTposb ucnonHeHns JOKYMEHTOB BKJIIOYAET CIEAYIOIINE ATAMbI:

1) mocTaHOBKa JOKYMEHTOB Ha KOHTPOJIb;

2) mpoBepKa CBOEBPEMEHHOCTHU JJOBEACHHS JOKYMEHTOB JI0 HCTIOJTHUTENCH;

3) npenBapuTenbHas IPOBEPKA U PETYTUPOBAHUE XOda UCTIOJIHEHNUS,

4) cHATHE TOKyMEHTa C KOHTPOJIS;

5) HanpaBiieHUE UCTIOJIHEHHOTO IOKYMEHTA B JIEJI0;

6) yuet, 00001IeHIE U aHAJIU3 PE3yIHTATOB KOHTPOJIS UCIIOJTHEHUS JIOKYMEHTOB;

7) uapopMHUpPOBaHKE PYKOBOJICTBA O XOJIE M pe3yIbTaTax UCIIOJHEHUS TIOKYMEHTOB.

102. KoHTpoJto moanexaT BCe 3apeTUCTPUPOBAHHBIE JOKYMEHTHI, TPEOYIONNE UCTIOTHEHNS,
B TOM YHCJI€ MPOIUIBIX JIET, KOTOPhIE B CHJIY Pa3JIMYHBIX NMPUYUH HE OBUIA MCIOJHEHBI M HUX
WCTIOJTHEHUE TIEPEHECEHO Ha TeKYIIHi roja. B 3Tux ciydasx mepepeructpamnusi J0KyMEHTOB HE
npoBoanTcs, a B PK® yka3bpIBarOTCsl BHOBb YCTAHOBIIEHHBIE CPOKH.

103. Axtet u mnopydenust IIpesmmenta PecnyOnukum Kaszaxcran, PykoBoactsa
Anmunuctpanuu Ilpesunenta PecnyOnmku KaszaxcTtan ¢ ydyeToM YCTaHOBJIEHHBIX CPOKOB
WCTIOJTHEHUS CTABATCS HA CIAEAYIONINE BUIBI KOHTPOJIS:

1) cpouHBI# - ¢ TOMETKaMU: «BECbMa CPOYHO» - B TEUCHHE TPEX pabOUnX IHEH, «CPOUHO»,
«YCKOPUTBY» - 10 JECITH paboUYnX JHEH;

2) KpaTKOCPOYHBIH - OT IECATH padOUUX JHEH 10 OJTHOTO MECAIIa;

3) cpeaHECPOYHBIH - OT OJTHOTO JIO IIIECTH MECSIIEB;

4) MOATOCPOYHBIH - CBBIIIE MIECTH MECSIICB.

Cpoku HCHOJIHEHUS MOPYYEHHH, YCTAHOBJIEHHBIE B akKTax M mopydeHusx I[IpesuaeHta
Pecniyoimuku Kazaxcran, Aqmunucrtpanuu [Ipesunenra Pecnyonuku Kaszaxcran, ucuucisiorces B
pabounx AHSX CO THS UX MOCTYILICHUS! B OpraHU3aIHIo.

B cnywasx, ecnu B HOpy4Y€HHUSIX HE yKa3aHbl CPOKU, TO OHU MCHOJHSIOTCS B MECSIYHBIA CPOK
c BHeceHueMm uHbpopMmauuu B aapec [Ipesmgenta Pecnybnmuku Kazaxcran, AaMUHHCTpanuu
[Ipesunenta Pecmyomku Kazaxcras.

104. Axktel u mopydenus [IpaButenpctBa PecnyOnmuku Kazaxcran, IIpembep-Munucrpa
PecniyOnmuku Kazaxcran wnm ero 3amectureneit u PykoBomutens Kannenspum IIpembep-
Munuctpa PecniyOnuku Kazaxcran ctaBaTcs Ha CleAYIOUINE BUABI KOHTPOJIA:

1) cpouHBIii KOHTPOJIb C IOMETKAMU «BEChbMa CPOYHO» - B TEUEHHE OJTHOTO pabOyero THS CO
JHS TIOCTYIUJICHUS TIOPYYEHHS], «CPOUYHO», «YCKOPHUTH» - HE MO3JHEE, YeM 3a TpU pabouux IHS,
€CJIM MTHO€ HE YCTaHOBJIEHO COOTBETCTBYIOIIMM IOPYYEHUEM;

2) KpaTKOCPOYHBIN KOHTPOJb, HE TIO3/IHEE, YeM 3a MATh pabo4yux JAHEW 0 YCTAaHOBJIEHHOTO
CpOKa UCHOJIHEHHUS, €CJIM UHOE HE YCTAHOBJIEHO COOTBETCTBYIOUIUM MOPYUEHUEM;

3) cpemHecpOYHBI KOHTPOJb, HE TMO3[JHEe, 4YeM 3a JecATb padouux JHEH 10
YCTAHOBJIEHHOTO CpOKa MCIOJIHEHUS, €CIM MHOE€ HE YCTAHOBJIEHO COOTBETCTBYIOIIUM
MOPYYECHHUEM;;

4) [ONTOCPOYHBIA KOHTPOJb, HE TO3/[HEe, 4YeM 3a JBaauaTh pabouyux JHEH 0
YCTAHOBJIEHHOTO CpOKa UCIIOJIHEHMs, €CIU MHOE€ HE YCTAHOBJIEHO COOTBETCTBYIOLIUM
MIOPYYEHHUEM.

Cpoku HMCHOJIHEHUS TOPYYEHUU, YCTAHOBJIEHHBIE B aKTax W mopydeHusx [IpaButenbcrBa
Pecniyonmuku Kazaxcran, [lpembep-Munnctpa Pecniyonuku Kazaxcran wiu ero 3amecturesneit u
PykoBomutens Kannenspuu I[Ipembep-Munuctpa PecnyOmuku Kazaxcran, HCUUCHSIOTCS B
paboumx AHSX CO THS UX MOCTYIUICHUS B OpTraHU3AIIHIO.
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B ciyuasix, eciin B nopy4yeHHUSX HE yKa3aHbl CPOKH, TO OHU HUCIIOJIHAIOTCA B MECSYHBINA CPOK
c BHecenueM wuHpopmamun B anpec IIpaBurenbcrtBa PecnyOnmuku Kazaxcran, Ilpembep-
Munuctpa Pecnyonukm Kazaxcran wim ero 3amectutenedl m PykoBomutens Kannenspun
[Tpembep-Munucrpa Peciyonuku Kazaxcran.

Koutponsusle mnopydenust Ilpesunenta PecnyOnuku Kazaxcran u  PykoBoaurens
Anvunuctpanuu [lpesunenra PecnyOonmuku Kaszaxcran c pesomronussmu Kk HUM  [Ipembep-
Munuctpa Pecnnyonuku Kazaxcran, ero 3amectureneit u Pykosoaurens Kanuenspuu I[Ipembep-
Munuctpa PecnyOnuku KazaxcraH HCHONHSIIOTCS OpraHu3alusMu He mosjaHee 20-JHEeBHOIro
CpOKa CO JHS NOpPYYEHMs], €CJId B MOPYYEHUSX HE YCTAaHOBJIEHBI MHbIE CpOKU. OpraHuzauus -
COMCIIOJIHUTENb HAINPABJISET CBOIO MH(OPMAILMIO OTBETCTBEHHON OpraHu3aluu - UCIOJHUTEIIO
HE MO03/IHEee, YEM 3a MATh JHEN JI0 UCTEUYEHHUs] YCTAaHOBJIEHHOTO CPOKa.

105. Cpoxu HCIOJIHEHUS TPOTOKOJIBHBIX TMOPYYEHHH, COJEpKalIUXCs B IMPOTOKOJIAX
3acenanuii [lpaButenbctBa PecnyOnukn Kazaxcran u coBemanuit 'y ['maBbl rocyaapctsa,
pykoBojicTBa IIpaBurensctBa Pecnyonuku Kazaxcran u PykoBogutens Kanuenspuu [Ipembep-
Munuctpa PecniyOnuku Kazaxcran, HCUMCISIFOTCS CO JHS MPOBEACHUS 3aceaHus (COBEIAHNs).
B Tom cmydae, ecnu Ha 3acegaHuu (COBEUIAHWHM) OB Ha3BaH CPOK UCIOJHEHHS KOHKPETHOTO
MOPYUYEHUs,, TO COOTBETCTBYIOIIME OPTaHU3allUM, B aJpec KOTOPBIX ObUIO JaHO MOpyYEeHUE U
MIPEJICTaBUTENIM KOTOPBIX MPHUCYTCTBOBAIM Ha 3aceAaHUU (COBELIaHHM), MPUCTYNAIOT K
WCIIOJIHEHUIO MOPYYEHUI cpasy mociie 3acefaHus (COBEUIaHMs), HE J0XKHUIAsACh MOCTYIICHUS K
HUM MPOTOKOJIA 3aceiaHus (COBEIIaHU).

106. KoHTpoib UCHOJHEHHS JOKYMEHTOB II0 CYIIECTBY BOIpOcCa BO3JIAraercss Ha
PYKOBOJUTENEH CTPYKTYPHBIX MOIpa3AeICHUI WU JOKHOCTHBIE JINIA.

KoHTposnb 3a cpokaMu HCHOJHEHHUS JOKYMEHTOB, 32 CPOKaMH pPacCMOTPEHHsI OOpaiieHHu i
(GMBUYECKUX U FOPUIUYECKHUX JIUI] OCYIIECTBIIsIETCs cyx)0oit JIOY.

107. Ilpm opraHuzanyMu KOHTPOJS HCHOJHEHUsT wucnois3ytorcss PK®. KoutposabHas
KapTOTEKa CUCTEMATU3UPYETCS MO CPOKaM HCIOJIHEHHsI JOKYMEHTOB, MCHOJHUTENSAM, Tpylnam
JOKYMEHTOB.

108. JIokyMEHT CHMMAaeTCsl C KOHTPOJISI PYKOBOJMUTEIEM, MOCTABUBIIUM €r0 Ha KOHTPOJIb,
WJIU TI0 €T0 MOopYy4YeHuIo - ciayxo6oit JIOY.

109. ITpu cmene pykoBoauTeneit ciy:x0b1 IOY U CTPYKTYPHBIX MOIPA3ACICHUH JOKYMEHTHI
n nena, a takke PK® k HuUM nepenarorcs BHOBb HA3HAYEHHOMY PYKOBOJUTEIIO WIIU
OTBETCTBEHHOMY JIOJKHOCTHOMY JIMIY IO aKTy ITpUeMa-Iepeaayn.

IMaparpad¢ 8. [lopsinok yyera u XxpaHeHUs Nevareil, ITAMIOB U 0JIAHKOB

110. Ydyer, ucnonb3oBaHUE, XpaHEHHUE U YHUYTOXKEHUE NEUaTHO-OJAHOYHON MPOAYKIHH,
reqyarel, MTaMIIOB, NOJUIEKAIIMX 3alUTe, U CPEACTB 3aLUTHl JOKYMEHTOB OCYLIECTBISIOTCS
JOJDKHOCTHBIMU  JIMLIAMM, HA3HA4YaeMbIMU IpUKa3aMu (pacnopsuKeHHsIMU) pPYKOBOAMTENEH
OpraHu3alui.

111. TocymapcTBeHHass opraHu3anuss HMeeT OJHYy Ie4aTb C  H300pakeHuem
I'ocynapcrBennoro I'ep6a Pecniy6onuku Kazaxcran.

[Ipu HEOOXOIMMOCTH CTPYKTYpHBIE MOJApa3/eIeHUs TOCYAapCTBEHHOM OpraHu3alii UIMEIOT
nedatd (mwTammsl) ¢ uzoOpakeHueMm [ocynmapctBeHHoro I'epba PecmyOmukum Kazaxcran u
OJIMHAKOBBIM TEKCTOBBIM COJAEPKAHUEM, TEKCTOBAs YaCTh JOIOJIHACTCS MOPSAAKOBBIM HOMEPOM
WJIM CUMBOJIOM (CUMBOJIAMHU).

112. VYdyer mne4aTHO-OJAHOYHON NPOIYKIMH, MOJJEKAIIeH 3alMTe, B TOM YHUCIE C
nzobpaxkenneM  l'ocymapctBenHoro  I'epba  Pecnybmukum — Kaszaxcran, Bemercss B
COOTBETCTBYIOLIMX  PErMCTPALlMOHHBIX YY4eTHBIX (opMax: IKypHalax, KapToukax M
aBTOMATH3UPOBAHHBIX HMH()OPMAIIMOHHBIX CHUCTEMaX, >KypHaJle ydeTa M BbIJIa4M I[€YaTHO-
OaHOYHOM MPOIYKLMH, MoJUIekKallel 3amuTre, 1mo ¢GopMe COrIacHo IpuiaoxkeHuio 18 k
HacTosiuM [IpaBunam.
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XKypHan ydera M BbIJAYM [1€YaTHO-OJAHOYHOM MPOAYKLIMH, MOIJIEKALIEH 3alluTe,
3aBOJMTCSA HAa KaKIbIH BHJ MEYaTHO-OJAHOYHOW MPOIYKLMH, MOAJeKamed 3amuTe. branku
¢umex ¢ m3oOpaxkenueMm l[ocymapctBenHoro I'epb6a PecnyOnmukm Kazaxcran He mopsexar
CIEMAIBHOMY yUEeTy.

113. Beigaua OnaHKOB, TMOMJIESKAIIMX 3aIIWTe, MPOU3BOJUTCA IOJ PACIHCKYy B
COOTBETCTBYIOIINX PErHCTPALIMOHHBIX YYETHBIX (hopMax, IPeayCMOTPEHHBIX BEIOMCTBEHHBIMHU
MHCTPYKLUUSMU OpraHu3alui.

114. IIpu M3roTOBIECHUH KOMHI JOKYMEHTOB, O()OPMIICHHBIX Ha OJaHKAaX ¢ M300pakeHHEM
locynapctBernoro I'epba PecnyOonmukm KaszaxcraH, W TpeqHa3HAYCHHBIX IS PACCHUIKH,
IIPOCTABIISAIOTCS HOMEP 3K3EMIUISIpa U eYaTh OpraHu3aluH.

115. Pa3mHOXeHHE U KONMPOBaHKUE CPEACTBAMM ONEPATUBHOMN MOIUTpaduu HE3AMOJHEHHBIX
0JIaHKOB, MOJUIEXKAIINX 3aIIUTE, HE IOIYCKalOTCS.

116. Yyer nevareit, ITaMIIOB, MOJJICKANTUX 3aITUTE, U CIICIUATBLHOMN IMITEMIEIBHON KPacKu
C XMMHMYECKMMHU J00aBKaMM, MMEIOIIMMHU WHAMBHIyaJbHBIE CBOWCTBA C LEIbIO 3aLIUTHl OT
MOJJIENIKM, a TaKKe MX BblJaya BEAyTCd B )KypHaJle ydyeTa M BbIJJauM Iedarei, ITaMIOoB C
m3obOpaxkenuem locymapctBenHoro I'epba PecnyOnmuku Kazaxctan wu  crnenuaibHOU
HITEMIENbHON Kpacku 1o opme coryiacHo npuioxkennto 19 k Hacrosmum [IpaBunam.

117. VYuer mneppeBBIX aBTOPYYEK, 3alpPaBICHHBIX CIENUAJIBHBIMA YEpHUIAMHU C
XUMHUYECKUMHU J00aBKaMi, HMMEIOLIMMHU HHIUBUAYaJIbHbIE CBOWCTBA C IE€JbIO 3alIUTHl OT
MOJJIENIKM TIOJIMUCEH TOJKHOCTHBIX JIMIL, U UX BblJaua BEIyTCSA B JKypHaJle ydyeTa W BbAaYu
MEePHEBBIX ABTOPYYEK, 3aIPABICHHBIX CHEIUAIBHBIMU YEpHWIaMH, 1O (opMe COoryiacHO
npuiioxkennto 20 k HactosmuM [IpaBuam.

118. 3aroyioBKM pEruCTpallMOHHBIX YYETHBIX ()OpM BKIIOYAIOTCSI B HOMEHKIATYpPY M€l
OpraHM3aIiHy.

JIMCTBI )KypHAIOB HYMEPYIOTCS, IPOIIUBAIOTCS M OTICYATBIBAOTCS.

119. Tlepemaya npyromy IOJDKHOCTHOMY JIMITy HEHCIIOJIB30BAHHOW TI€YaTHO-0JIaHOYHOM
IIPOIYKIIMH, [I€YaTeH, IITAaMIIOB, MIOAJIEKAIINX 3aIIHUTE, a TAKXKE CPEICTB 3alIUThl JOKYMEHTOB U
PETUCTPAIIIOHHBIX YUYETHBIX ()OpPM K HUM O(OpMIIETCS aKTOM IMpUeMa-lepeJadd IeyaTHO-
OaHOYHOM MpPOAYKIMM, TIeyaTed, INTaMIOB, IOJUIeXKAlUX 3alllUTe, CPEACTB 3allUThI
JOKYMEHTOB M PETHCTPALMOHHBIX YYETHBIX (JOPM K HUM 110 ()OPME COTJIACHO IPUIOKEHUIO 21 K
HacTosmuM IIpaBuam.

120. ITeuaTHO-O1aHOYHAS MPOIYKLMS, [1€YATH, IITAMIIbl, TOJIKAIME 3allUTe, U CPEACTBA
3alIUThI JOKYMEHTOB XPAHATCS B OII€YaThIBAEMBIX Cei(pax MM METaNIMYEeCKUX HIKa(ax.

121. YHHYTOXXEHHE UCIIOPUYCHHOMN IMMEeYaTHO-O0JIAHOYHOW IPOIYKIIMH, MOJJICKAIIEH 3aIluTe,
IIPOU3BOJUTCS C COCTABICHUEM AKTA O BBIACICHUU K YHUUYTOKEHUIO HCIIOPYECHHBIX IK3EMIUISIPOB
11e4aTHO-0JIaHOYHOM NPOAYKLKH, OAIeKaIlel 3aluTe, o GopMe COTIacHO IPUI0KEHUI0 22 K
HacTosiuM [IpaBuiaM, ¥ MpPOCTAaBIEHUEM COOTBETCTBYIOIIMX OTMETOK B JKypHajax ydera U
BbIJIa4M [1€4aTHO-0JJAaHOYHOM MPOIYKIIUH, [0 IeXkKallel 3aIuTe.

122. VHuYTOXEHME TMe4yaTel W IUTAaMIOB, IOJUIEKAUIUX 3aIUTE, IPOU3BOAMUTCA C
COCTaBJICHUEM aKTa O BBIIEICHUM K YHUYTOXEHHIO II€4aTel M ITAMIIOB, MOJIEXKAIINX 3allUTE,
no QopMe coriacHo IpuiaoxkeHuo 23 Kk HactosumMm IlpaBwiam, M HpocTaBiieHUEM
COOTBETCTBYIOLIMX OTMETOK B JKypHaje ydeTa M BbIAaYM Iedyarel, MTamIoB ¢ U300pakeHHeM
I'ocynapctBennoro ['epba Pecniybnuku Kazaxcran u crienmanbHON MITEMIETHHON KPacKH.

123. YHuYTOXE€HHE CPEACTB 3alIUThl JOKYMEHTOB (B TOM YHCIE €MKOCTH H3-TI0J]
CHEIMAJIBHBIX YEPHWJI M IUTEMIIEIbHOM KpAacKH, HCIOPYEHHBIE IITEMIIEIbHBIE IOAYILIKH,
3alpaBJICHHBIE  CIIELMAIbHBIMU  IITEMIIECIBHBIMM  KpacKaMHu, IIE€pPbEBbIE  aBTOPYYKH,
3aIpaBlIeHHbIE CTIEIUATbHBIMU YEPHUIAMHU ) IPOU3BOJUTCS C COCTABICHUEM aKTa O BBIACICHUHU K
YHUYTOXKEHUIO CPEJCTB 3alllUTHl JIOKYMEHTOB, NO (opMe COrlacHO NPUIOKEHUIO 24 K
HacTosiuM [IpaBunaMm, ¥ MpPOCTAaBIEHMEM OTMETOK B COOTBETCTBYIOLIMX JKypHajax ydeTra W
BBIJAUU.

124. Ilpn peoprannzanuy WM JUKBUJIAUU OpraHU3alMM, PUHITUH PELIECHUS O CHATHH C
ydyera ¢unuana (IpeAcTaBUTENLCTBA) YHUYTOKEHHE HEHUCIIOJIb30BaHHON MeYaTHO-OJaHOYHOM
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IIPOJYKIIMHU, MeYaTel, ITaMIOB, MOAJIEKAIKUX 3aIlIUTe, a TAKXKE CPEJICTB 3aLUTHl JTOKYMEHTOB
MIPOU3BOJUTCS C COCTaBJICHHUEM AaKTOB, MO (GOpMaM COTJACHO MpuiaoxkeHusMm 23, 24, 25 k
HacTosiuM IlpaBmiiaM, yTBEp:KIaeMbIX PYKOBOIMTENEM OpraHU3alUd WIH IpelceaaTeIeM
JIMKBUJIALIMOHHON KOMUCCUH, U MPOCTABJIEHUEM OTMETOK B COOTBETCTBYIOLIUX JKYpHajax ydyeTa
U BbIJIa4H.

YHUUTOXKEHHE WIIH JajbHEIlIee XpaHEHUE )KYPHAJIOB U IPYTUX PETUCTPALIMOHHBIX YUETHBIX
(opM OCYIIECTBIISIIOTCS B COOTBETCTBHM C 3aKOHOJAATeNbCTBOM Pecmyonmukn Kaszaxcran mo
COIJIaCOBAHUIO C YIOJHOMOYEHHBIM OPraHOM WJIM MECTHBIM MCIOJIHUTEIbHBIM OpPraHOM
001aCcTH, TOPOJIOB PECITYOJUKAHCKOTO 3HAYCHHS U CTOJIUIIBL.

125. IlpoBepka HaMIM4MsI 3K3EMIUISIPOB II€YaTHO-01aHOYHON IPOAYKLMH, [Te4aTel, IITaMIIOB,
MOAJIeKAIUX 3aIIUTe, U CPEJICTB 3aIIMUTHI JOKYMEHTOB MPOU3BOAUTCA HE PEXKE OJHOIO pasa B
roJ KOMHCCHEW, CO3[aBaeMOi TPHUKa30M (pacrlopsHKEHHUEM) pPYKOBOJUTENS OpraHU3allvu.
OTmeTKH O pe3ynbTarax MPOBEPOK MPOCTABISIIOTCS B KypHajlax ydeTa M BbIJAYM COIJIACHO
npuioxkenusm 20, 21, 22 k HactossuuM [IpaBunam.

126. IIpu yrepe nedatu (mramna) ¢ m3odpaxenuem ['ocymapctBennoro I'epba PecryOmuku
Kazaxcran npeanpuHuMaroTcsi Bce HEOOXOIMMBbIE MEPHI M0 PO3BICKY, B CIydae OTPULATENHLHOTO
pe3ynbTaTa po3bICKa COCTABIAETCS aKT 00 yTepe NIpPOU3BOJBHOUW (OPMBL, YTBEp:KIaeMbIi
PYKOBOJIUTENIEM OpraHU3aIiu.

MMaparpa¢ 9. [lopsinok cocTaB/ieHHs] HOMEHKJIATYPHI e, POPMUPOBAHMS U XPAHEHUS J1e]1

127. HomeHnkiaTypa Jen npeaHa3HadeHa Ul TPYNIMPOBKHM HMCIOJHEHHBIX JOKYMEHTOB B
Jienia, CUCTeMAaTH3aluy U y4YeTa Jell, OIPeeNIEHUs] CPOKOB UX XpAaHEHUS U SIBJSIETCSI OCHOBOM ISt
COCTaBJICHUS OINHKCEH JeJ MOCTOSTHHOTO U BpeMeHHOro (cBbiie 10 jeT) XpaHeHusl, a TakxKe ydera
nen BpeMeHHoro (710 10 JIeT BKIIOYUTENHHO) XpaHEHHUS.

128. B HOMEHKIIaTypy J€7 BKJIIOYAIOTCS BCE IOKYMEHTBI, CO3JaBAa€MbI€ B OpraHHU3allul U
MOCTYMNAIOIINE B OpraHMu3aluio. JJIEKTPOHHbIE JOKYMEHThI M 0a3bl JaHHBIX BKIIOYAIOTCS B
HOMEHKJIATYpY /1] Ha OOIIUX OCHOBAHMSIX.

129. B HomeHnkiatype nen Quxcupyercss ¢popMa JOKYMEHTa - DJEKTPOHHAs C yKazaHUEM
HOCHTeNs HHGOpMAIHN UM OyMasKHasl.

130. Ilpum cocTaBieHMHM HOMEHKJIATYpbl Jell PYKOBOJCTBYIOTCS — Y4YpEIUTEIbHBIMHU
JOKYMEHTaMHU, MOJOXKEHUSAMH O CTPYKTYPHBIX MOIPa3ACICHUIX, JOHKHOCTHBIMUA HHCTPYKIUSIMU
pabOTHUKOB, THUIIOBBIMHU, OTPACIEBBIMH (BEAOMCTBEHHBIMHM) TEpPEUYHSIMH JOKYMEHTOB C
YKa3aHUEM CpPOKOB XpaHEHUs, TUIOBBIMU (IPUMEPHBIMU) HOMEHKJIATypaMu JIeN, CTPYKTYpOu
(IWITaTHBIM paclnucaHueM), IUIAHAMU M OTYeTaMu O padoTe, H3Y4aroTCsl BHJIBI, COCTaB U
coJiep’KaHue JOKYMEHTOB, 00pa3yIOIIUXCs B A€ATEILHOCTH OpraHU3alliH.

131. Homenknarypa nen mno (opMe COrjacHO MPHIOKEHHIO 26 K HacToaummM llpaBunam
cocrapnsiercss (He mosnHee 10 nexabps kamenaapHoro roga) ciayx6oit JIOY Ha ocHOBe
HOMEHKJIATYp [l CTPYKTYPHBIX MOAPA3JCICHUN, MPEICTaBICHHBIX COOTBETCTBYIOUIUMU
MOAPa3ICIICHUSMU.

132. BHOBb co3maHHOE MMOJApa3JelieHne B MECSYHBIH CPOK pa3pabaThiBaeT HOMEHKIATYPY
JieT1 Tojpa3ieNieHust U IpeAcTaBisier ee B cayx0y 10VY.

133. HomeHknaTypa Jen OpraHu3aliy TOJMUCBIBACTCS pyKoBojauTeneM ciyxobl JJOVY,
COTJIAaCOBBIBAETCA C OKCIEPTHOM Komuccued opranumzauuu (manee - OK), skcnepTHOU
IIPOBEPOYHOM KOMHCCHEH TOCyJapCTBEHHOTO apXuBa (MECTHOTO MCIIOJHHUTEIBHOTO OpraHa)
(nanee - OIIK), B KOTOpBINf JOKYMEHTHI IEpPEeIalOTCsl Ha IOCTOSHHOE XpaHEHUE, U YTBEP)KIAaeTCs
(He mo3nHEee KOHLA TEKYIIEero roja) pykoBoauTeneM opraHusanuu. CoriacoBbIBacTCS
HOMEHKJIaTypa JIeJ ¢ TOCYAapCTBEHHBIM apXUBHBIM YUPEKICHUEM HE peXe OJHOTO pasa B 5 JIeT,
€ClIi He OBUTO KOHIIENTYalbHBIX U3MEHEHUN B (DYHKIUSAX U CTPYKTYpE OpraHU3aIiu.

Opranuzanuy, He SBJSIOLIMECS HWCTOYHMKAMU NOMNOJHEHUs HalMnoHanbHOTO apXuWBHOTO
(doHma, HE MPEACTABIAIOT HOMEHKIIATYPHI J1e Ha cornacoBanue DI1K.
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134. HomeHksaTypa Aen Iedaraercsi B HEOOXOJUMOM KOJIMYECTBE 3K3eMIUIIpoB. OnuH
SK3EMIUISAP YTBEP)KICHHOM HOMEHKJIATYyphl i€ XPAaHUTCA B TOCYIapCTBEHHOM apXuBeE, C
KOTOPBIM OHa COIJIaCOBBIBAJIACK.

135. HoMeHnknaTypa Jien B KOHIE KaX/I0T0 ToJla YTOUHSETCS, YTBEP/KIAETCS. pyKOBOAUTEIEM
OpraHu3aliy U BBOJUTCS B JIEHCTBUE C 1 STHBapsl ClENYIOIIETo rojaa.

136. Ha3BanusiMH pa3[eioB HOMEHKJIATYpPHI A€ SIBISIOTCS HAaMMEHOBAHUS CTPYKTYPHBIX
MOAPA3JCIICHNH, KOTOPBIE pAacIoaralTcsi B COOTBETCTBUU C YTBEPKICHHOW CTPYKTYpOi
opranusanuu (ITaTHoe pacnucanue). IlepBblil pa3ien HOMEHKIATYpPbI Je]1 BKIIOYAET 3aroJIOBKU
JIe]l, CoJiepKallle pacHopsAUTEIbHYI0 JOKYMEHTALUI0 M JOKYMEHTbl KOHCYJIbTaTHMBHO-
COBEILATENIbHBIX OPTraHOB, BO3IJIABIIIEMBIX PYKOBOJICTBOM.

137. JloxymeHThl (unuanoB (MpeACTaBUTEIbCTB) BHOCSTCS B KauecTBE pa3/eioB B
HOMEHKJIATYPY /1€ OpraHu3alHH.

CaMOoCTOATENBHBIM Pa3/IelIoM HOMEHKJIATYphI el SBIISETCd HaUMEHOBaHUE OOIIECTBEHHOM
opranuzanuu. JlaHHBI pasfen pacrosiaraeTcsl IMoclie BCEX pas3/IeloB HOMEHKIATYypbl el
OpraHu3aliu.

138. [nst opraHuzanuu, HE HUMEIOLIEH CTPYKTYpbl, HOMEHKJIATypa Jiel CTPOUTCA IO
MIPOM3BOJICTBEHHO-0TpAcieBOM MU (yHKIHOHAIbHOW cxeme. HaumeHoBaHuS paziesnoB
COOTBETCTBYIOT HAIIPABJICHUSAM JESITEIbHOCTH OpraHU3aIiu.

139. JIns moaBeAOMCTBEHHBIX OpPraHU3aluii ¢ OJJHOPOIHBIM COCTaBOM JOKYMEHTOB CITyXKOOM
JIOY BblmiecTosiiero opraHa (BBILIECTOSALIEH OpraHu3anuu) pa3padaTbiBalOTCSd THUIIOBBIE
(mpuMepHbIE) HOMEHKJIATyphl Jed. Takue HOMEHKJIATypbl MOAJEXKAT COIJIACOBAHUIO C
YIOJHOMOYEHHBIM OPraHOM HWJIM MECTHBIMH HCHOJHHUTENbHBIMU OpraHaMu oOriacTel, ropoJioB
pecnyOIMKaHCKOTO 3HAYE€HUS U CTOJHIIBI.

140. Cpoxu XpaHEHHS DJIEKTPOHHOW PETrUCTPAlMOHHOM KOHTPOJIBHOM  KapTOYKH
COOTBETCTBYIOT CPOKAM XPAaHEHMsI SJIEKTPOHHBIX TOKYMEHTOB. DJIEKTPOHHBIE PErUCTPAL[IOHHbIE
KOHTpPOJIbHBIE ~ KapTOYKM  XpaHATCA  COBMECTHO C  JJIEKTPOHHBIMH  JOKYMEHTAMH,
COOTBETCTBYIOLIUMH  PETUCTPALIMOHHBIMM  CBUJAETEIIBCTBAMHM  JJIEKTPOHHBIX  LU(POBBIX
MOJIUCEN, YBEOMIIEHUSIMU-KBUTAHLIUSAMU O JIOCTAaBKE JaHHBIX MEKTPOHHBIX TIOKYMEHTOB.

141. Cpoxu XpaHEHHsI DJIEKTPOHHBIX JOKYMEHTOB U 00S3aT€IbHOCTh O(QOpMIICHUS
OyMa)KHBIX HOJUIMHHUKOB JIOKYMEHTOB YCTAQHAaBJIMBAIOTCA IEPEYHEM TUIIOBBIX JIOKYMEHTOB,
oOpa3ylolmuxcs B JAEATENbHOCTH TOCYAApPCTBEHHBIX M HEroCylapCTBEHHBIX OpraHu3alui, ¢
yKa3aHHEM CPOKOB XPaHEHUs, yTBEPKIAEMbIM YIIOJTHOMOYEHHBIM OPraHOM.

OJNEeKTPOHHBIE TOKYMEHTBI XpaHATCSA B TOM (hopmare (KacaTelbHO BIJIOKEHHBIX (DailioB), B
KOTOPOM OHM ObUIM CHOPMHPOBAHBI, OTIPABIECHbl MM IOJY4YEeHbl, C oOecledeHnemM
OJIHOBPEMEHHOI'O0 XpaHEHUs CGOPMHUPOBAHHBIX JJIEKTPOHHBIX LHM(POBBIX MOANUCEH TOJ
COOTBETCTBYIOLIUMHU 3JIEKTPOHHBIMU IOKYMEHTaMHU.

142. Opranuzanuu pa3pa0aTbiBalOT IepedyeHb JIOKYMEHTOB, OOpa3ylolluxcs B HX
NEeATeNbHOCTH, TOJIBKO B 3JIEKTPOHHOM BHJIE C YKa3aHUEM CPOKOB MX XPAaHEHUS, COTIacOBaHHBIM
C YIOJHOMOUYEHHBIM OPraHOM, U OTPa)KatoT B HOMEHKJIAType JIeJl BU/Ibl JOKYMEHTOB.

143. XpaHeHue 31eKTPOHHBIX JOKYMEHTOB COIPOBOXKIAETCS XPAaHEHUEM COOTBETCTBYIOIIHUX
3JIEKTPOHHBIX 0a3 JaHHBIX, HCIOJIb30BAHHBIX OTKPBITHIX KIIOUEH 3IEKTPOHHBIX LHU(POBBIX
MOJANUCEH (PEerucTparMOHHBIX CBUAETENIBCTB JIEKTPOHHBIX HU(POBBIX MOAMUCEH) U IPOTpaMM,
peanu3yonmx mnpoieccsl (HOPMUPOBAHUS U TPOBEPKU HIEKTPOHHBIX IM(PPOBBIX MOJIHCEN
IEKTPOHHBIX TOKYMEHTOB.

144. ]JIns OTKPBITBIX KIIHOYEH SJIEKTPOHHBIX LU(MPOBBIX MOANUCEH B TOCYIapCTBEHHBIX
opranax u YL T'O xpanarcs odopmileHHbIE B YCTaHOBJICHHOM MOpSAKE JOKYMEHTHI
(perucTpallMOHHbIE CBHUJIETENBCTBA), MOATBEP)KIAIONIME NPUHAUIEKHOCTh JIAHHBIX KIIHOUeH
KOHKpeTHOMY y4acTHUKY CO/I.

Jlist KaXJI0TO0 OTKPBITOTO KIIF0Ya XpaHUTCS MH(OpMalMs O Hayale ¥ OKOHYaAHHU CPOKa €ro
nevicteus. Ilpu 3ToM TocTyn K MaccuBaM OTKPBITHIX KJIHOYEH, HAXOMALIMXCS HAa ONEpaTUBHOM
(BeIOMCTBEHHOM) apXMBHOM XpaHEHUH, OT PAaHUUUBAETCSI.
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CoxpaHHOCTb, HaAJEXKallee HCIOJIb30BaHUE HOCUTeNnell HMHPOpPMauu C 3aKPBITHIMU
(CeKpeTHBIMH) KIIFOUaMHU AJICKTPOHHOW IUGPOBON MOMNMUCHU (Jlanee - KIFYEeBOH HOCHTENb), a
TaK)Ke HCIOJIb30BaHUE 3aKPBITHIX (CEKPETHBIX) KIIOYEH DJIEKTPOHHBIX HMH(POBBIX MOANUCEH U
UX 3aIIMTa OT HECAHKIIMOHUPOBAHHOT'O JOCTYIA BO3JIAraloTCs Ha BJIAJEIBLEB PETUCTPALIMOHHBIX
CBUJIETEIILCTB.

145. Ilpu  XpaHeHMM  DJIEKTPOHHBIX  JIOKYMEHTOB  OO€cleyMBaeTcsi  IpHUBsSI3Ka
(cuHXpOHM3AIMSI) AJICKTPOHHBIX JIOKYMEHTOB M COOTBETCTBYIOIIMX OTKPBITHIX KIIFOYCH
AJIEKTPOHHBIX LIUPPOBBIX MMOIUCEH.

146. VYuactHuku CDJ] oOecrieunBalOT 3alUTy OT HECAHKIIMOHHMPOBAHHOTO JIOCTYIIA,
HENpeIHAMEPEHHOI0 YHUUYTOKEHUS M (MJIM) MCKaKEHUS YYETHBIX NAHHBIX, COJAEpXKALUXCA B
0a3ax JaHHBIX, a TAKXKe 00eCTIeYNBAIOT CO3aHNUE PE3EPBHBIX KOMUMN AJIEKTPOHHBIX JOKYMEHTOB.

3amura MHGOpMAUKM (IEKTPOHHBIX HWH(OPMALMOHHBIX PECYpcOB) B MH(GOPMAIMOHHBIX
CHUCTEMaxX, B TOM YHCJIE B apXHWBaX AJIEKTPOHHBIX TOKYMEHTOB, CPEJCTB KpUOTOrpaduueckoit
3alUThl MHPOpPMAIMK, DPEATU3YIOIIUX Mpolecc (OPMUPOBAHUS U MPOBEPKH 3IEKTPOHHOMU
1M(ppoBoO MOANUCH (CPEACTB 3IEKTPOHHON LUPPOBOM MOANNUCH, KpUNITOIpahUUECKUX KIItouek),
OCYILIECTBJISIETCSI COBMECTHO C OpraHuzaunued, skcruryatupytomeit COJ1, yuactaukamu COJ1 B
MOPSIJIKE, YCTAaHOBJIEHHOM HOPMAaTHBHBIMU IPABOBBIMH aKTaMU YIOJIHOMOYEHHOTO OpraHa B
ctepe obecrieueHnss THPOPMAITMOHHOM OE€30TTaCHOCTH.

147. TocynapcTBeHHbIE OpraHbl OO0ECTEYMBAIOT JOCTaBKY DSJEKTPOHHBIX JOKYMEHTOB
o0beMoM He 6osiee 95 MO, KOIMUECTBO BJIOKEHUN KOTOporo He mpesbimiaeT 80 ¢aitios.

IMaparpa¢ 10. ITopsigok opopmiIeHUS HOMEHKJIATYPHI eI

148. B HOMeHKIATypy JeJl BKJIIOYAIOTCA 3aroJIOBKA  JeJl, OTpaXalollhe BCe
JOKYMEHTUpPYEMbIE€ Y4acTKU paboThl OpraHu3aliiy, B TOM YHCIIe JIUYHbIE Jena, onucu aein, PKO,
KOHTPOJIbHO-CIIPABOYHbIE, TEMATUYECKHE KAPTOTEKH, a TakKe 0a3bl JaHHBIX.

[leyaTHble U3aHKUsI B HOMEHKJIATYPY JIeJ1 HE BKJIIOYAIOTCA.

149. B rpade 1 HOMEHKIATYpHI €T MPOCTABISIOTCS MHICKCH KaXO0T0 Jejia, BKIFOUEHHOTO
B HOMeHKIaTypy. Muaekc pgenma coctouT wu3 UU(POBOro 0003HAUEHUS CTPYKTYpPHOTO
MOJIpa3JeNIeHnss U MOPAJKOBOTO HOMEpa 3aroJioBKa Jeja M0 HOMEHKJIAType JAeN B Ipejaenax
CTPYKTYPHOTO TMOJpa3aeiaeHus. DIEMEHThl HHAEKCA OTACNAI0TCA JPYT OT JIpyra Je(prCcOM.

B HOMeHKIIaType Jies1 peKOMEHAYETCSI COXPAaHITh MOPSJIOK PACTIONO0XKEHHS OJTHOPOJIHBIX JIET
B IIpeiesiaX pa3HbIX CTPYKTYPHBIX MOJpPa3IeiIeHUH, A1 NEePEX0IAIINX AeT HHACKC COXPaHIETCs.

150. B rpady 2 HOMEHKIATYpHI JeJT BKIIOYAIOTCS 3aT0JIOBKH JIeJT (TOMOB, YacTeil).

TpeGoBaHUs K 3aTOJIOBKY:

1) 3aroyioBOK Jena JI0OJKEH YeTKO, B 0000IIeHHO# (hopMe oTpakaTb OCHOBHOE COJIep:KaHUe
U COCTaB JJOKYMEHTOB JIeNa;

2) He jgomyckaercs ymoTpeOJeHHe B 3arojoBKe Jella HEKOHKPETHBIX (OPMYIUPOBOK
(«pa3HBle MaTepHalbl», «OOIIas MEPerucKa», «UCXOAsIIas KOPPECIOHACHIUS» «BXOJSIINE
JOKYMEHTBI»), a TAKXKE€ BBOJIHBIX CJIOB U CIIOKHBIX 000POTOB;

3) 3aroloBOK Jena COCTOMT W3 JJIEMEHTOB, paclojaraéMblX B  CJEAYIOIIen
MOCJIE0BATEIbHOCTH:

HaszBaHHe BUa Aena (Tepenucka, KypHall) WU PasHOBUAHOCTH JOKYMEHTOB (IPOTOKOJIBI,
MIPUKa3bl);

Ha3BaHHE OpPraHU3AIMU WU CTPYKTYPHOTO MOJApa3feNieHus (aBTOp IOKYMEHTa), Ha3BaHHE
OpraHu3aIiy, KOTOpod OyIyT aJpecoBaHbl HIM OT KOTOPOM OyAyT MOJYYEeHBI JOKYMEHTHI
(ampecaT WM KOPPECTIOHACHT TOKYMEHTA);

KpaTKoe CoJepKaHue IOKYMEHTOB JeNa;

Ha3BaHHUE MECTHOCTH (TEPPUTOPUH), C KOTOPOIl CBSA3aHO COJIEpKAHUE JOKYMEHTOB JIefa;

nata (mepuo), K KOTOPOil OTHOCATCS JOKYMEHTHI JIefIa;
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4) B 3aroyioBKax JieJ, COJAEPKaIlUX JOKYMEHTHI MO0 OJHOMY BOIPOCY, HO HE CBSI3aHHBIX
MOCIIEIOBATEIIbHOCTRIO ~ MCIIOJIHEHHSI, B KauecTBe BHAA Jella yIOTpeOsieTcs TepMUH
«IOKYMEHTBI».

TepMuH «IOKyMEHTBD» MPUMEHSETCS TAaKXKE B 3ar0JIOBKaxX JeJl, COACPIKALINX JOKYMEHTHI -
MPUIIOKEHHS K KaKOMY JIHOO JIOKYMEHTY, B 0(popMIIsIFoTCs ciemyromum obpazom: «IIpoTokor (-
bI) 3acenanus (- uil) CoBeTa AUPEKTOPOB KOMITAHUH M JTOKYMEHTHI K HUM» HIN «J{OKyMEHTBHI K
npoToKoITy 3acefnanus CoBeTa TUPEKTOPOB KOMITAHUNY,;

5) B 3aroJioBKax Aej, COJAEPKAIIUX MEPENUCKy, YKa3bIBaeTCs, C KEM M MO KaKOMy BOIIPOCY
OHa BelleTcs (B Cilyyae BEACHUS MEPENHCKUA C OTHOPOIHBIMHU KOPPECIIOHICHTaMH, B 3aroJIOBKax
YKa3bIBaeTCs UX 0011ee BUIAOBOE Ha3BAHUE);

6) B 3aroJioBKax JieJl, COJEp)KAIIUX TEpPernucKy C 0oyiee Tpemsi pa3sHOPOJIHBIMU
KOPPECTIOH/IEHTAMH, X HANMEHOBAHUS HE TIEPEUUCIISIOTCS;

7) mpu 00O3HaUEHHHM B 3aroJIOBKax /el aJAMUHUCTPATHBHO-TEPPUTOPHAIBHBIX €HHHUIL
YUUTBIBAETCS CIEAYIOLIee:

€CITM  COJAEp)KaHWE JeJla KacaeTcs HECKOJbKUX OJHOPOJHBIX  aJIMHUHHCTPATHBHO-
TEPPUTOPHATBHBIX €IWHUI], B 3aroJIOBKE Jeja He YKa3bIBAIOTCS MX KOHKPETHBIC HA3BaHUS, a
yKa3bIBaeTCs X oOlee BUI0BOE Ha3BaHMUE,

€CITM COJIepKaHHWe Jejla KacaeTcsi OJHOW aJMHHUCTPATHBHO-TEPPUTOPHATBLHON €IMHUIIBI
(HaceneHHOrO MyHKTA), €€ (ero) Ha3BaHUE YKa3bIBAeTCs B 3ar0JIOBKE JIEIIa;

8) B 3aroJioBKax JeJl, COJIEpKAIIUX IUIAHOBYIO HITM OTYETHYIO JOKYMEHTAIIHIO, YKAa3bIBACTCS
nepuo] (KBapTali, rol1), Ha (3a) KOTOPbIil COCTaBJIEHbI TUIaHbI (OTYETHI);

9) 3aroyloBKM CyJIeOHBIX, CIIEACTBEHHBIX, JIMYHBIX, NMEPCOHAIBHBIX, apOUTPAKHBIX JET, a
TaKke JIeNl, CoAepkKalluX JOKYMEHTBI, CBSI3aHHBIE M1OCIIEI0BATEIbHOCTHIO JEIOTPOU3BOACTBA IO
OJIHOMY BOIIPOCY, HAUHHAIOTCS cO cIoBa «Jlemo»;

10) ecnmu neno OyAeT COCTOSTh U3 HECKOJIBKUX TOMOB WJIM YacTEH, TO COCTaBIIACTCS OOIIUA
3aroJIOBOK JieJla, a 3aT€M COCTaBJISIFOTCS 3arojIOBKM Ka)KJOIO TOMa WM YacTH, YTOUYHSIOIINE
coJiepKaHUeE 3aroJIoBKa Jiena.

151. 3aronoBKM J1e1 BHYTPH pa3ielioB HOMEHKJIATYpPbl PacnojararoTcs B COOTBETCTBUHU CO
CTEINEHbI0 BA)KHOCTU JOKYMEHTOB, COCTAaBIIAIOLINX JIeN1a, U UX B3aUMOCBS3bIO.

BHavane pacnosararoTcsi 3aroJOBKHM JIeJl, COJEpKallMX HOPMATUBHYIO IIPABOBYIO
nokyMmeHTanuioo. Ilpu 53TOM 3aronoBkM e, COAEp)KAIMX IOCTAHOBICHWUS M IPUKA3bI
BBIILIECTOSAIIMX OpPraHU3allMi, pacloyiaraloTcsi Iepe]  3arojoBKaMU Jiell C  I[pUKa3aMu
opranuzanuu. Jlanee pacrnosaratoTcs 3aroJIOBKU JeJl, COJIEpXKaluX OCTaJIbHbIE MPAaBOBbIE aKThl,
a TaKk)Ke IJIAHOBbIE U OTYETHBIE TIOKYMEHTBHI.

[IpoexTsl pacnopsAUTENbHBIX JTOKYMEHTOB, JOKYMEHTBl IO MX MOJArOTOBKE, U3MEHEHUS K
IUIaHaM, OCHOBaHMA K TIpHKa3aM I[IOMEUIAlOTCS B HOMEHKIAType el Bcle] 3a
COOTBETCTBYIOLIUMH OCHOBHBIMHU JIOKYMEHTaMHU.

3aroJIOBKM [IeJl, 3aBEJICHHBIX IO TeorpapuueckoMy U KOPPECIOHJECHTCKOMY IMpH3HAKaM,
BHOCSTCS B HOMEHKJIATYypY /e 110 anaBUTy reorpadMuecKux Ha3BaHUN U KOPPECTIOHICHTOB.

3arojIoBKM JeJ YTOUHSIOTCS B mpoiecce (opmupoBaHus u odopmieHus aen. Eciau B
TEYEHHUE roJla BOSHUKAIOT HOBbIE JOKYMEHTHPOBAHHbIE YJaCTKU PabOThl, HE MPEIYCMOTPEHHBIE
Jies1a, OHHU JOTIOJTHUTEIBHO BHOCSATCS B HOMEHKJIATYPY.

152. I'pada 3 3amonHseTCs NOCe 3aBepIIEHHs KaJleHJapHOTO roJia.

153. B rpade 4 yka3pIBalOTCsI CPOKHM XpaHEHHs Jefla CO CChUIKOM Ha HOMepa IYHKTOB
(craTeif) TMIOBOIO WJIM BEIOMCTBEHHOIO (OTpPAcieBOro) MEpedHs JIOKYMEHTOB C YKa3aHUEM
CPOKOB HX XpaHEHHs, IPU UX OTCYTCTBHHU - Ha TUMOBYIO (IPUMEPHYI0) HOMEHKJIATYpy Jedl.

154. B rpade 5 cayxb6oit JIOY yka3piBaroTCsl HaMMEHOBAHUS IEPEYHs JOKYMEHTOB,
TUMOBOH (IIPUMEPHOI) HOMEHKIATYphl J€Jd, HCIOJIb30BAaHHBIX IPH ONPEACICHUH CPOKOB
XpaHEHUs JIeNl, U JIEJAIOTCSl OTMETKM O MepexXosIIMX JenaX, 0co00 LEHHbIX JIOKYMEHTax M
Jenax, nepefadye Jen B JAPYroe CTPYKTYpPHOE NOJpa3/ielieHue WM OpPraHu3aluio Uil HX
MPOJIOJDKEHHS, B QpXUB OpPraHU3alliy, HAJTMYUH JIEKTPOHHBIX KON JOKYMEHTOB, BUJIE U MECTE
XpaHEHUs! UX HOCUTeNeH.
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155. Ilo okoHYaHUM TOJja OCYILECTBISETCS CBEpKA (YTOUHEHHE) 3ar0JIOBKOB HOMEHKJIATYpPhI
¢ (aKTHUYECKHM COCTaBOM JIOKYMEHTOB Jiejla U UX COJIepKaHheM. B KOHIIE HOMEHKJIATyphl Jei
JIENIAeTCsl UTOrOBasl 3alMCh O KOJIMYECTBE 3aBEIECHHBIX €7 TOMOB WX YaCTH.

CBenieHHsT O KOJHMYECTBE 3aBEACHHBIX JIeT TOMOB WJIM YacTH COOOLIAIOTCA apXUBY
OpraHu3aluH.

Maparpad¢ 11. Ilopsinok popmupoBanus aen

156. UcnonHeHHble NOKYMEHTHI (OPMHUPYIOTCS WCIIOJIHUTEIEM B Jiela B COOTBETCTBUU C
HOMEHKIaTypoi aen. @opMupoBaHue Jesl BHE HOMEHKIIATYpPhI A€l HE T0IMyCKaeTCsl.

157. KonTtpomas 3a popMupoBaHueM e ocyuiecTisier ciayxoa J0VY.

158. Ilpu popMupoBaHuU Jes1 COOIOAAIOTCS CIENYIONTEe TPeOOBAHUS:

1) B nmeno moMemarTcs TOJBKO HCIIONHEHHBIE, MPAaBHIBHO O(GOPMIICHHBIE IOKYMEHTHI,
COOTBETCTBYIOIIME IO CBOEMY COJIEP’KaHHUIO 3ar0JIOBKY Jieja 10 HOMEHKIIAType J1e;

2) B Jel0 TOMEMIAITCSl BMECTE BCE JOKYMEHTBI, OTHOCSIIMECS K Pa3pelIeHUI0 OJIHOTO
BOIpoOCa.

[Mpunoxennss K TOKyMEHTaM, HE3aBHCHMO OT JaThl WX YTBEP)KICHHS WM COCTAaBIICHHUS,
MIPUCOETUHSIOTCS K JOKYMEHTaM, K KOTOPBIM OHU OTHOCSITCSI.

[Ipunoxenuss oobemom cBeiie 180 JTUCTOB COCTAaBISIIOT OTAEIBHBIM TOM, O 4YE€M B
JOKYMEHTE JIeJIaeTcsl OTMETKA.

3) COBMECTHO TPYIITHPYIOTCS BEPCUH IOKYMEHTa Ha Ka3aXCKOM, PYCCKOM U MHBIX SI3BIKAX;

4) TpyImUPYIOTCS B Jiea JOKYMEHTHI OJHOTO KaJICHIAPHOTO I'0J1a, HCKITFOYEHUE COCTABIISIOT
nepexosuiue nena, cyaeOHble nena, JIMYHble Aenia, KoTopble (OpMHUPYIOTCS B TEUYEHHE BCETO
nepuojga paboThl JAHHOTO JMIAa B OpraHu3alMy, JAOKYMEHTHI BBIOOPHBIX OpPraHOB U HX
MOCTOSIHHBIX KOMHCCHI, AEMYTaTCKUX TPYII, KOTOpbIe TPYMIUPYIOTCA 3a MEPHOJ MX CO3bIBa,
JTOKYMEHTBI Y4YEOHBIX 3aBEJCHHM, KOTOpbhle (OPMHPYIOTCS 3a YUE€OHBIM TOJ, JOKYMEHTHI
TEaTPOB, XapaKTEpHU3YIOIIUE CIEHUYECKYIO AEATEIbHOCTh 3a TeaTpajbHBIM CE30H, HCTOPUU
0oJIe3HEN;

5) pa3nenbHO TPYNOUPYIOTCS B Jeda JOKYMEHTBhl TMOCTOSIHHOIO M BPEMEHHOIO CpPOKOB
XpaHEHUS;

6) TeyerpaMMbl, KCEpPOKOIMUHU Qakcorpamm, Tese)OHOrpaMMbl MOMEIIAIOTCS B Jeja Ha
00X OCHOBAHUSAX B COOTBETCTBUH C HOMEHKJIATYpOH JIe;

7) B nmeno He MOMEIAITCA JOKYMEHTBI, MOJyIeXkallue BO3BpaTy, YCPHOBHKU U JIMIIHUE
9K3EeMILISPHI;

8) mo 00beMy Ae510 MOCTOSTHHOTO CPOKa XpaHEHHS HE TOJDKHO MpeBbimaTh 180 n1ucToB;

9) npu HaaU4KMKM B JAeNie HECKOJbKHX TOMOB (4Yactell) HoMep (MHIEKC) M 3arojoBOK Jeja
MPOCTABISIOTCA HA Ka)XJOM TOME ¢ JO0aBJICHHEM HyMepalud TOMOB (4YacTeil), B MOCIeIHEM
ToMe (JacTH) JO0OABIISICTCS CIIOBO «ITOCCIHHIN («ITOCISTHSS»).

159. JlokyMeHThl BHYTpPH Jejia pacloJiaraloTcsi CBEpPXy BHHU3 B COOTBETCTBHHU C
MOCJIEIOBATENILHOCTBIO  PEIICHUsT BOMpoca (XPOHOJOTMYECKOM TOPSAKE IO pPelacMbIM
BOMpPOCaM) WJIM B Hayale Jella MOMENaeTcs] MHUIIMATHBHBIA JOKYMEHT, 3aTe€M - JOKYMEHT C
OKOHYAaTeJIbHBIM pPelIeHHEM BOIPOCa, Jajiee -TOKYMEHTHI, OCBEIIAI0IINE X0 1 PELIeHUs BOTIPOCa.

160. Bce 1OKyMEeHTBI OTYETHOTO M MH(OPMALMOHHOTO XapakTepa MO MCIOJHEHUIO aKTOB U
MOPYYEHUHN BBIIIECTOAIIUX OpraHM3alMii, B KOTOPHIX OpraHU3alys SBJUIACH OCHOBHBIM
UCIOJIHUTENEM, (OPMHUPYIOTCSI B OTHCNbHBIE JeNa 1O HalpaBJCHUSIM JAeATeIbHOCTU
opraHu3anui. B OCTalbHBIX Clydasx 3TH JOKYMEHTHI MOJAIIMBAIOTCA B JENO TMEPEeNHCKH 3a
TEKYLIUHN TONI.

161. PacnopsiautensHbie JOKYMEHTHI TPYIIHUPYIOTCS B Jeja MO BHUIAM U XPOHOJOTHHU C
OTHOCSAIIMMUCA K HHM TPUIOXKEHUSMU. WHCTpYKIMHU, TMpaBWiIa, TIOJOXKEHUS, YCTaBHI,
YTBEPXKACHHBIE DPACTIOPSAUTEIBHBIMUA JOKYMEHTAMH, SIBISIOTCS MPWIOKEHUSIMH K HUM U
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IPYNIIUPYIOTCSI BMECTE C YKa3aHHBIMM JTOKyMEHTaMU. Eciin ke OHU YTBEPXKIECHBI B KaueCTBE
CaMOCTOSITEJIBHOTO JIOKYMEHTA, TO UX IPYNIUPYIOT B OT/EIbHbBIE AETIa.

162. Ilpukassl (pacopsKEHUSI) 0 OCHOBHOW JIEATEIBHOCTH, MPUKA3bl (PacOPsHKEHUS) 110
JUYHOMY COCTaBy, aJMHUHUCTPATHBHO-XO3SHCTBEHHOW JEATENBHOCTH (OPMHUPYIOTCS B
OTJIeJIbHbIE JIeNa.

163. IIpoToKOJIBI B JIejie PacHoJIaraloTCs B XpOHOJOTHYECKOM MOPSIKE IO HOMEPaM BMECTE
C IOKYMEHTaMH K HUM.

164. Tlepenucka rpynmupyercs: 3a JAETONPOU3BOJICTBEHHBIM TOJl M CUCTEMATU3UPYETCS B
XPOHOJIOTUYECKOW  IOCJIEIOBATENbHOCTH, IPU 3TOM JOKYMEHT-OTBET IIOMEIAeTcs 3a
JOKYMEHTOM-3anpocoM. IIpu BO30OHOBIEHMM TMEPENUCKU IO OINPEACIEHHOMY BOIIPOCY,
HayaBIlIeWcs B MpEAbLAYIIEM IOy, JOKYMEHTBhl BKJIIOYAIOTCS B JEJI0 TEKYIIEro rojaa ¢
yKa3aHHUEM MHJEKca JieNa MpeabIAyIIero roja.

165. JlokyMeHThl B JIMYHBIX JielaX pAaclojaralTcsi B XPOHOJOTHYECKOM IOPSJIKE B
COOTBETCTBUU C UX MOCTYIUICHUEM.

166. Jlunesple cueta mo 3apaboTHOW myate (QOPMHUPYIOTCS B OTHENbHbIE Jeia U
pacroJjiaratorcsi B Hux B ajipaBUTHOM TNOPsiiKe (paMuiuii pabOTHUKOB.

167. TpynoBeie AOTOBOpPH (OPMHPYIOTCS B COCTaBE JHMYHBIX J€T WM OTACIHHO B
andaBUTHOM nopsaKe haMuIii pabOTHUKOB.

168. Choucku (u3MyecKux JUI W JOKYMEHTHI, MOATBEP)KJIAIOUIUE TepedHcIeHre
00s3aTeNbHBIX TEHCHOHHBIX B3HOCOB, 00s13aTENIbHBIX MPO(PECCHOHAIBHBIX TIEHCHOHHBIX B3HOCOB
B €/IMHBIN HAKOMUTEIBHBIN MIEHCHOHHBIN (HOH, POPMHUPYIOTCS B OJTHO JEJIO.

Crucku (pu3MUecKUX JUI U JOKYMEHTHI, MOATBEPKAAIOIINE MEPEeYUCIIEHUE COIUAIbHBIX
OTUYHUCIIEHUH, GOPMUPYIOTCS B OJIHO JIETIO.

Crucku (QU3MYECKUX JIMI U JTIOKYMEHTHI, MOATBEPKAAIONINE MEPEYUCIEHHE B3HOCOB IIO
00s3aTeNIbHOMY COLIMATIBHOMY MEIUIIMHCKOMY CTPaxOBaHUIO, POPMHUPYIOTCS B OJTHO JEJIO.

169. Ilmanpl, OTYETHI, CMETHI, JUMHUTHI W IITAaTHBIE pacnucaHus (OPMHUPYIOTCS B
COOTBETCTBYIOIIME JIeJIa TOTO r0/ia, Ha KOTOPBII WK 33 KOTOPBIM OHU COCTaBJICHbI, HE3aBUCHUMO
OT JIaThl UX COCTABIICHUS, YTBEPKACHHS WIIM MOCTYTIJICHUS.

170. O6pamenns GU3NYECKUX U IOPUAUYECKHUX JHI] GOPMHUPYIOTCS B Jieia MO BOIPOCAM,
HAMpaBJICHUSAM  JIEATEIbHOCTH OpraHU3allid WM  aJIMUHUCTPATUBHO-TEPPUTOPUATHHBIM
enuHunaM. [Ipu He3HauuTeNbHBIX 00beMax oOpallleHud Jomyckaercss GOpMUPOBAHUE eI IO
(dhaMuIIIsAM aBTOPOB oOpaIeHuil B anaBUTHOM TOPSIIKE.

171. DnexTpoHHBIE JOKYMEHTHI W 0a3bl JTaHHBIX (GOPMUPYIOTCS B Jena (MAankd) B
COOTBETCTBUU C HOMEHKJIATYpPOW JeJl OpraHu3aliy, OTACIbHO OT AOKYMEHTOB Ha OyMaKHBIX
HOCHUTENSIX, Ha BBIJEJICHHOM HoOcHUTeNne UWHPOpMaluu. ODIEKTPOHHbIE 0a3bl  JTaHHBIX
dbopMupyIOTCS B OTIENbHBIC JeNia, HAMMEHOBAaHUE Jella COOTBETCTBYET HAaMMEHOBAaHUIO 0a3bl
JTAHHBIX.

MMaparpad¢ 12. Iopsinok opopmiieHus aen

172. [lena opranu3aiu mnojuiexar o(opMICHUIO IPU WX 3aBEACHUH U 10 3aBEPILIECHUH roja
JUIsl TIOATOTOBKH Jena K xpaHeHuto. OdopmieHue aena BKIOUAET B cedsd KOMIUIEKC paboT Mo
OINMCAHMIO Jies1a Ha 00JI0KKe, OpOILIOPOBKE, HyMEPALIMH JIUCTOB U COCTABJICHUIO 3aBEPUTEIBHOM
Haanucu. OgopmiieHHe Jies1 TPOBOJAUTCS OTBETCTBEHHBIM JIMIIOM 32 BEJICHHUE JIEJIONPOU3BOICTBA
CTPYKTYPHOTO MOApa3eieHus, IPU METOIMUYECKOM MOMOIIHU U 101 KOHTpoJeM ciyx0s1 JJOY.

173. B 3aBUCUMOCTH OT CPOKOB XpaHEHHMs ITPOBOIUTCS MOJIHOE WIM YACTUYHOE 0(hOopMIIEHHUE
nen. IlonmHoMmy o¢oOpMIIEHHIO TMOAJEKAT Jiella MOCTOSHHOrO, BpeMeHHOro (cBeimie 10 1nert)
XpaHEHUs U Mo JUYHOMY cocTaBy. [losHoe odopmiieHne nena npexycMaTpuBaeT oGopmieHHue
PEKBU3UTOB OOJIOKKHU Jejia, HyMEpaluio JUCTOB B JIeJie, COCTAaBJICHUE JUCTa-3aBEpUTEINs Jena,
no ¢opme corjacHO NpuiIokeHuto 27 K HactosummM I[IpaBunam, cocTaBiieHHE BHYTpPEHHEH
OMUCH JOKYMEHTOB Jienia, Mo (opMme corjacHO npuiokeHuto 28 k HactosmuM [IpaBuiam,
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MOJIIMBKY WM TEPEeIIeT JieJia, BHECEHHE HEOOXOJMMBIX YTOYHEHHMHA B PEKBH3HUTHI OOJOKKU
nena.

174. Ha o6nosxke Jiesia IOCTOSIHHOTO, BpeMeHHOTo (cBbiie 10 j1eT) XpaHeHHs U 10 JINYHOMY
COCTaBY yKa3bIBAIOTCS CIEAYIOIINE PEKBU3HTHI:

1) HaMeHOBaHKE OpraHU3aIMK, HAMMEHOBAHUE CTPYKTYPHOTO TIOIpa3IesICHIS,

2) HaMMEHOBAHWE HACEIIEHHOTO ITYHKTa, B KOTOPOM JWCIIOIMPOBAHA OpPraHU3alusl, HOMEp
(nHaexc) aena;

3) 3aroyioBOK jeina, jara jaena (ToMa, 4yacTu), KOJUYECTBO JIMCTOB B JeJie, CPOK XpaHEHUs
nena;

4) apxuBHbIH mWK(pp nena.

175. PekBu3uTHI, IpOCTaBIsieMble Ha OOJIOKKE JieNia MOCTOSTHHOTO, BpeMeHHoro (cBhiie 10
JIeT) XpaHeHus1, 0(OPMIIIIOTCS CIEAYIONUM 00pa3oM:

1) HauMeHOBaHWE OpraHU3allii B COOTBETCTBHUH C YUYPEIAUTEIBHBIMH JOKYMEHTAMHU
YKa3bIBACTCSl TOJIHOCTHIO B WMEHHTEIBHOM TNaJeXe, C YKa3aHHEM OQHIMAIBHO MPHHSATOTO
COKpAIIEHHOTO HAMMEHOBAaHMSA, KOTOPOE VYKa3blBaeTcsi B CKOOKax IIOCiie  TIOJHOTO
HAaUMEHOBAHWS;

2) HaMMEHOBaHHWE CTPYKTYPHOTO TMOJpA3JCiCHUS 3alMChIBACTCS B COOTBETCTBUH C
YTBEPKICHHOW CTPYKTYpOH, HOMEp Jiela - MpOCTaBiseTcs LUPpoBoe 00O3HAuUeHHE (MHICKC)
7ieT1a 0 HOMEHKIIAType e OpraHu3aliu;

3) 3arojoBOK Jeja MepeHOCUTCs U3 HOMEHKIIATYyphl Jell, JaTa Jefa - yKa3blBaeTcs Tof (- bl)
3aBeJICHUsT W OKOHYAaHUS Jiefla B JeNONpom3BojcTBe. JlaToit  menm, — comepikamux
pacTOpSIIUTENHHYI0 JOKYMEHTAIIMIO, & TaKKe COCTOSIIMX W3 HECKOJBKHX TOMOB (4acTeid),
SBIISIIOTCSL KpaifHME JaThl JOKYMEHTOB Jella, COOTBETCTBEHHO Jarta (YHCI0, MeECSI, TOJM)
peructpanuu (CoOCTaBJIEHUS]) CAMOTO PaHHEro M CaMOro MO3JHEr0 JOKYMEHTOB, BKIIOUEHHBIX B
neno. Jlatoii mpuioxkeHus K neny, c(OpMUpPOBaHHOMY B OTAENBHBIM TOM, SBISETCS Jara
perucTpaiy OCHOBHOTO JTOKYMEHTa, IPUJIOKEHHE K KOTOpPOMY IMOMEIIEHO B 3TOT ToMm. [lpu
ATOM YHUCJIO M TOJ1 0003HaYaI0TCs apaOCKUMU U(ppaMu, Ha3BaHUE MECSIa MUAIIETCS TIOTHOCTHIO
CIIOBAMHU.

176. B memsax oOecrniedeHHs] COXPAaHHOCTH M 3aKPEIUICHUSI TIOPSJKA PAaCIOIOXKEHUS
JOKYMEHTOB, BKJIFOUEHHBIX B JIEJIO, BCE €0 JINCThI, B TOM YHUCJIE€ PE30JIIOIUHU, COCTaBICHHbIE Ha
OTIeNbHOM JHCTe ((pUIIKK), KpOMEe JIMCTa 3aBEPUTENs U BHYTPEHHEH OMNHCH, HYMEpYIOTCS.
JIMCTBI HyMEpYIOTCA YEPHBIM, MSITKUM, rpapHUTOBBIM KapaHIAlioM, HUGpPbl MPOCTABISIIOTCS B
IIPaBOM BEPXHEM YTy JIMCTA.

177. Ilopsimok HyMepaluu JUCTOB JIea:

1) muct 6onee opmaTa A4, MOAMIUTHIN 32 OJMH Kpai, HyMEpPYyeTCs KaK OJIMH JIUCT B IIPABOM
BEPXHEM YTIIY;

2) MTOKyMEHTHI ¢ COOCTBEHHOI HyMepaluel JIMCTOB, B TOM YKCJIe TeUaTHbIe U3/IaHus, MOTYT
HYMEpOBaThCS B OOIIEM TOPSAKE WJIM COXPAaHITh COOCTBEHHYIO HYMEpAIUIO, €CJId OHa
COOTBETCTBYET MOPSAIKY PACIIOJIOKEHUS JIUCTOB B JIETIE;

3) AMCTHI JIeN, COCTOSIIMX M3 HECKOJbKUX TOMOB WJIM 4YacTei, HyMEpYyITCS MO KaXIAOMY
TOMY WJIM YacTH OTAEJHHO;

4) dotorpaduu, depTeku, AUArpaMMbl M JPYrU€ WILTIOCTPATUBHBIE H CHEHU(PUYIECKHE
JOKYMEHTBI, MpPEJCTaBISAIOIINE CaMOCTOSTEIbHBIM JHCT B JieNie, HyMEPYIOTCS Ha OOOpOTHOM
CTOPOHE B JICBOM BEPXHEM YTIIY;

5) moAmuTHIe B A0 KOHBEPTHI C BIOKEHUSMU HYMEPYIOTCS - CHauyanda KOHBEPT, a 3aTeM
OuepeHBIM HOMEPOM KaX/10€ BJIOXKEHHUE B KOHBEPTE;

6) MPWIOKEHUS K /ey, MOCTYNUBIINE B Meperiere, 0(GhopMISIOTCS KaK CaMOCTOSITeIbHBIN
TOM U HYMEpYIOTCSl OTJENIBHO;

7) B ciydasx oOHapyXeHHs OOJBIIOTO YHKCIa OMIMOOK B HyMepaluu JHCTOB Jena
MIPOBOJUTCS UX TIEpeHyMepalus (Mpu IepeHyMepaliu JINCTOB CTapble HOMEpa 3a4ePKUBAIOTCS U
PSAIOM CTaBUTCS HOBBI HOMEp JIHCTA, B KOHIIE Jefia COCTABIISETCS HOBBIM JIMCT - 3aBEPUTEIID,
IIPH 3TOM CTapbli JIUCT - 3aBEPUTEIh 3aUEPKUBACTCS, HO COXPAHSIETCS B JIENe);
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8) mpu HaNMYMU OTACIHHBIX OMIMOOK B HyMEpaIlMu JIMCTOB JIOMYCKAeTCs YHNoTpeOlieHue
JIUTEPHBIX HOMEPOB JIUCTOB.

178. Ilocne 3aBepiieHMs] HyMEpalUu JUCTOB COCTaBISETCS 3aBEPUTENIbHAs HAJINCh,
KOTOpast MOJIKICHIBACTCS €€ COCTABUTEIEM C YKa3aHHEM paciin(pOBKH MOINKMCH, JOJDKHOCTU H
JaThl COCTABJICHUSI.

Bce nocnenyroniye M3MEHEHMsI O COCTaBE M COCTOSIHUM Jeia (HOBPEXKACHUS, U3bITHE
JOKYMEHTOB) OTMEYAIOTCS B JIUCTE - 3aBEPUTEJIE CO CCHUIKON Ha COOTBETCTBYIOIUMN aKT.

KonuuecTBo nucToB B Jiene MpocTaBisieTcss Ha O0J0XKKE Jielna B COOTBETCTBUM C UTOTOBOM
HaJIITUCHIO.

179. PeKkBU3HUT «CPOK XpaHCHHSI JIEJIa» TIEPEHOCUTCS Ha 00JIOKKY Jeia U3 COOTBETCTBYIOIICH
HOMEHKJIATYpbl JIeJl TOCJE€ CBEPKHM €ro CO CPOKOM XpaHEHUs, YKa3aHHbIM B MEPEUHIX
JOKYMEHTOB, C yKa3aHUEM CPOKOB XpaHEHHSI.

180. Ha menax moCTOSTHHOTO XpaHEHUS MUIIETCS - « XPaHUTh TMTOCTOSTHHOY.

181. ApxuBHbIN mudp Aena (COCTOUT U3 HoMepa (PpoHa, HOMEpa OMUCH U HOMepa Jielia 1o
omnucH) Ha OOJOXKKax A€l MOCTOSHHOTO XpaHEHMs MPOCTABISAETCS B aApXHUBE TOJBKO IMOCHE
BKJIFOYEHHUSI JTUX JIe B pas3fesibl CBOAHBIX omuced, yrBepkaeHHblx OIIK (mo sroro o
MIPOCTABIISETCS KapaHJaIlIoM ).

182. ITo oxoHYaHWM TOJIa B HAAMMKUCH Ha 00JI0KKAX JIeT MOCTOSTHHOTO W BPEMEHHOTO (CBBIIIIE
10 5et) XxpaHeHHs BHOCATCS YTOYHEHMs - MPU HECOOTBETCTBUHU 3arojioBKa el Ha OO0JIOXKKe
COJIEPKAHUIO MOIIUTHIX JOKYMEHTOB B 3ar0JIOBOK JI€JIa BHOCSTCSI M3MEHEHHSI M IOTIOJTHEHUS.

183. lns yueta JOKYMEHTOB OIPEEIICHHBIX KATErOPUIA MOCTOSSHHOTO U BPEMEHHOT'O CPOKOB
(cBpimie 10 7eT) XpaHeHUs, y4eT KOTOPBIX BbI3bIBAaeTCs creruuKoil AaHHON AOKyMEHTALUH
(ocobo 1eHHBIE JOKYMEHTHI, JIMYHBIC Jiejla, MPHUKa3bl, MPOTOKOJBI M JAPYrUe), COCTABISETCS
BHYTPEHHSISI OITUCh JOKYMEHTOB.

BHyTpeHHs11 omuch JOKYMEHTOB JieJa COCTaBIIETCS TAaKKe Ha Jejla MOCTOSHHOTO H
BpeMeHHOro (cBbime 10 5eT) XpaHeHHUs, e€ciu OHU CGHOPMHPOBAHBI TIO Pa3HOBUIHOCTSIM
JOKYMEHTOB, 3ar0JIOBKM KOTOPBIX HE PACKPBIBAIOT KOHKPETHOE COJIEPKaHUE JOKYMEHTOB.

184. JIoKyMeHTBI, COCTaBJIAIONIME JI€TI0, TOAIIMBAIOTCS HE MEHEE, UeM Ha YEThIPE MPOKoJIa B
TBEPAYIO OOJIOXKKY M3 KapTOHA WJIM MEPEIUIETAIOTCS ¢ Y4€TOM BO3MOKHOTO CBOOOHOIO UTEHUS
TEKCTa BCeX JOKYMEHTOB. [lepBblii M mocneqHui MPOKOI IPOU3BOAATCS HA PACCTOSIHUM OJHOTO
CaHTHMETpa OT BepxHeW (HWwkHeW) rpaHunbl aucra. [lpy HOAroTOBKE 1€ K MOJAIIMBKE
(meperiety) MeTaJIMYECKHUE CKperieHus (OyJdaBKH, CKPENKH M JIPyrue) M3 JOKYMEHTOB
YAQISIOTCS.

185. Jlena BpemenHoro (mo 10 JeT BKIIOUMTEIBHO) XpaHEHHUsS JOIMYCKAETCS XPAaHUTh B
CKOPOCILIHBATENSIX, HE IPOBOJUTH NEPECUCTEMATH3ALUI0 JTOKYMEHTOB B JI€J€, JIMCTHI Jieja He
HYMEpPOBaTh, 3aBEPUTEIIbHBIE HAJIIUCU HE COCTABJISTD.

186. Ilpu ¢ynxnuonupoBanuu B opranmzanuu COJl opopmieHue nen JOKyMEHTOB Ha
OyMa)XKHBIX HOCHUTEIISIX OCYILECTBJISETCS MPH MPOBEPKE C aBTOMATHYECKU CHOPMHPOBAHHBIMU
ormcsamu aea B COJI.

ITaparpa¢ 13. ITopsigok onepaTHBHOr0 XpaHEHHUH JOKYMEHTOB

187. Tlocne 3aBepuieHHs B JEJIONPOU3BOJACTBE JOKYMEHTHl [0 Tiepefadd B apXuB
OpraHu3alluM B TEYEHUE OJHOTO Tojla XpaHsTCs B IeaxX 10 MECTy UX (POPMHPOBAHUS.

188. Ilocne 3aBepiieHHs B JAEIONPOU3BOJCTBE JOKYMEHTHI Ha OYMa)KHBIX HOCHUTEINSAX JI0
nepefayd B apXuMB OpPraHM3allMU B TEYEHHME OJIHOTO TOJa XpaHATCs B JejaxX MO0 MeCTy HX
(bopMupoBaHUs, IEKTPOHHbIE TOKYMEHTHI - B COJI.

189. Cnyx6a JIOY, pykoBOAMTENIH CTPYKTYPHBIX TOJpA3JeNeHHi OpraHu3anuu
o0ecreynBaroT COXpaHHOCTb JOKYMEHTOB U jei. Jlenma xpansaTcs B mkadax u ceriax B pabounx
KaOMHeTaxX WIK CHEelHaIbHO OTBEIECHHBIX ISl 3TOM 1IEIH MOMEIIECHUSX.
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190. [ena pacnojaratotcsi B COOTBETCTBHU C YTBEP)KJICHHOW HOMEHKJIATYpOM el
OpraHu3alluy, Ha KOPEIKax 00J0KeK YKa3bIBAIOTCS UX WHACKCHI.

191. Bergaua Jien BO BpEMEHHOE I10JIb30BAHUE OPraHU3alMsIM IPOU3BOJUTCS HA OCHOBaHUU
MUCHMEHHOTO OOpAaIIeHUs M TOJBKO C Pa3pelIeHUs] PYKOBOAUTEINS OpraHu3anuu. Beimaua nen
IPYrUM  TOApA3ACICHUAM OpraHU3alid [POM3BOAMTCS C  Pa3pelIeHUs PYKOBOIMTEIS
CTPYKTYPHOTO TIO/Ipa3/ICCHNUs, @ BHYTPU CTPYKTYPHOTO TIOAPA3ICICHHS - O] PACTIHCKY.

Ha BpraanHOE A€o 3aBOaUTCS KapTa-3aMECTUTENb Jieha. B Hell yKa3bIBalOTCs CTPYKTYPHOE
MoJipa3/ieieHne, UHJIEKC Jieia, JaTa €ro BbIIa4d, KOMY JIeJIO BBIAAHO, JaTa €ro BO3BpAaIlleHHUS,
IpeyCMaTPUBAIOTCS Tpadbl U pacuCcOK B MOTYYSHUHU U IPHEME JIea.

192. V3bsTHE AOKYMEHTOB M3 JEN MPOU3BOJIUTCS B COOTBETCTBUU C 3aKOHOIATEIHCTBOM
Pecnyonmuku Kazaxcran, mpu 5TOM B /IO BKJIQJBIBAIOT KONMHU U3BATHIX JOKYMEHTOB W aKT
(mpoTOKO) 00 U3BATUN TOJUTMHHUKOB.

193. B ciywyae yrpaThl JTOKYMEHTOB U €Nl MPOBOJUTCS CIy:KeOHOE pacciefoBaHue, 10
pe3ybpTaTaM KOTOPOTO CTaBUTCS BOIIPOC 00 OTBETCTBEHHOCTH BUHOBHOTO JIUIIA B UX yTpare.

IMaparpa¢ 14. Ilopsinok nepenayu aeji B ApXUB OPraHu3anuu

194. Ilepemaua nmen W3 CTPYKTYPHBIX TMOJpa3e€€HHWl B apXuUB  OpraHu3aluu
OCYIIIECTBJISIETCS TIO OMHCSAM JIeJ, COCTaBISIEMBIM II0 PE3YJIbTaTaM »JKCIEPTU3BI IIEHHOCTH
JOKYMEHTOB | JIEJ, 3aBEPIICHHBIX B AENONpou3BoaAcTBe. [JokymMeHTHl BpeMeHnHoro (1o 10 mer
BKJTFOYMTENIFHO) XpaHECHUsI TIEPEIAIOTCS B aApXUB OPTaHHU3AIIUN 110 HOMEHKJIATYpe J1eT.

195. Onucu nen COCTaBISIOTCS OTNIEIBHO Ha Jiefla TIOCTOSIHHOTO, BpeMeHHOTO (cBbime 10
JIET) XpaHEeHUsI M M0 JUYHOMY COCTaBy Mo (OopMe COTrJacHO MPUIOKEHHI0 29 K HACTOSIIUM
[TpaBunam.

196. I'padpr omucu nen 3amoHSAIOTCS B TOYHOM COOTBETCTBHHM C TEMH CBEICHUSIMH,
KOTOPBIE BEIHECEHBI HA 00JI0XKKH e, [Ipr BHECEHHH B OMKCH JIEN MOAPS A€T C OAMHAKOBBIMU
3aroJI0BKaMHM MHUIIETCS MOJHOCTHIO 3ar0JIOBOK TIEPBOTO Jea, BCE OCTAIbHBIEC OJHOPOAHBIC JIeTa
0003HAYAIOTCS CJIOBOM «TO JK€», NPH 3TOM JIPyTU€ CBEACHUS O HUX BHOCATCS B OIUCH
MOJTHOCTHIO. Ha HOBOM JIMCTE OMKCH 3aroJI0OBOK OJTHOPOIHBIX J€JI BOCIIPOU3BOIUTCS TTOJHOCTHIO.

197. Kaxnoe pneno (Tom, YacTh Jiela) BHOCHUTCS B OIKCHh I0J] CaMOCTOSITEIIbHBIM
MOPSAAKOBBEIM HOMEPOM.

198. I'pada omucu «lIlpumeyanue» WCHOJNB3yeTCS MJIA TMPOCTAHOBKM OTMETOK 00
0COOEHHOCTSAX (PU3MUECKOTO0 COCTOSHUSA Jejia, Iepeaade Jejia JIpPYyromMy CTPYKTYpHOMY
MOAPa3ACIICHUIO (IPYroil OpraHu3aIinin).

199. Onuch nien cocraBisieTcs B ABYX IK3EMIUISIPAX, OJUH U3 KOTOPBIX MEepeIaeTcsl BMECTE C
JielaMy B apXuB OpraHHU3alliy, a BTOPOM - OCTAeTCs B KaueCTBE KOHTPOJIBHOTO B CTPYKTYPHOM
MOpa3ACICHUH.

200. IIpaBmibHOCTh (OPMHUPOBAHUS U MOJATOTOBKH JCN K Mepeadye B apXUB OpraHU3AIMH
mpoBepsiercss  cnyx6oit  JIOY. Uwmerommecs HapylleHUsT YCTPAHAIOTCS  CTPYKTYPHBIM
MOpa3ACIICHUEM OPTraHU3allnH.

201. TlpueM KaXJoro Jena TMPOU3BOJUTCS PaOOTHHUKOM, OTBETCTBEHHBIM 3a apXUB
OpraHu3aliy, B MPUCYTCTBUU pabOTHHKA CTPYKTYpHOTO mojpasneneHus. [Ipu stom Ha 060mx
AK3EMIUISIpax OMUCH MPOTUB KAXKJOTO Jieda, BKIOYEHHOTO B HEE, JINaeTCsl OTMETKA O HAJIMYUU
nena. B koHIlE Ka)KIOTO K3EMIUISIpa OMUCH YKAa3bIBAIOTCS MU(paMU U MPOMUCHI0 KOJIUYECTBO
(dakTUYecKH TPHUHATBIX [eN, JaTa MpueMa-Tiepenaud e, a TakkKe MOMANUCH pabdOTHUKA,
OTBETCTBEHHOTI'O 3a apXUB, U JIMIIA, IEPEAABIIETO Jea.

202. BMecTe c genaMu B apXvMB OpraHu3alliy MepeatoTcsl perucTpallMOHHbIe KAPTOTEKH Ha
JOKYMEHThl W (WJIM) MPOTpaMMHBIE CPEIACTBa, 0a3bl MaHHBIX, cojAepKamue WHGOPMAIUIO O
PErucTpalli U HUCIIOJHEHUU TEPelaBaeMbIX JOKYMEHTOB. 3arojoBOK KaXKJIOW KapTOTEKH HIIU
0a3bl JaHHBIX BKJIIOYACTCS B OIKCH.
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203. B ciyvae JIMKBUAANMUA CTPYKTYPHOTO MoApaszeneHus, Gprinana (MpeiIcTaBUTeIbCTBA),
JIMI0, OTBETCTBEHHOE 3a BEJCHHUE JEJIONPOU3BOJACTBA JAHHOIO CTPYKTYPHOTO MOAPA3JIEIEHNUs,
¢wimana (MpencTaBUTENbCTBA), B IEPHOJA TPOBEICHHS JIMKBUIAIMOHHBIX MEPOIPHITUI
(dopmMupyeT Bce MMEIOLIMECS IOKYMEHTHI B Jiena, OopopMIIseT JAeia M IepefaeT UX B apXuB
OpraHu3aliy HE3aBUCUMO OT CPOKOB XpaHEHHUSI.

204. B cnyyae JNHMKBUAALMU OPraHU3allMM B IEPHOJ TPOBEICHHUS JUKBUIAIMOHHBIX
MEPONPUATHA JTOKYMEHTBI 10 JMYHOMY COCTaBYy OQOPMISIOTCS ¥ TepenalTcs B
COOTBETCTBYIOIIUMI TOCYIapCTBEHHBIN apXUB.

[lepenaua nen ocymiecTBiIS€TCS IO OMUCAM A€ M HOMEHKJIAType Jell.

IIpunoxenne 1

K [IpaBriiamM TOKyMEHTUPOBAHUS, YIIPABICHUS
JOKYMEHTAIMEN U UCIIOJIB30BAHUS CUCTEM
IEKTPOHHOTO JOKYMEHTO000POTa B FOCYJAPCTBEHHBIX
Y HErOCYAapCTBEHHBIX OpraHU3ausax

Cxema pacnoJioskeHusi peKBU3MTOB JOKYMEHTA
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IIpumeyanue:

1 - wuzobOpaxenue [ocymapcrBenHoro I['epba PecnmyOonuku Kazaxcran wumum 3MOIeMbl,
JIOTOTHUIIA, TOBAPHOTO 3HAKa (3HAK OOCITYy>KUBAHHUS)

2 - o(uMaTbHOE HAMMEHOBAHUE OPraHu3alin

3 - cripaBOYHbIE JJaHHbIE 00 OpraHu3alUuH
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4 - HauMEeHOBaHUE BUJA TOKYMEHTA

5 - J1aTa JOKyMEHTa

6 - perucTpaMOHHBIA HOMEP (MHIEKC) JOKYMEHTa

7 - cChbUIKA HA PETUCTPAIIMOHHBIA HOMED (MHJIEKC) U JaTy BXOJSILEro JOKYMEHTa
8 - MecTO coCTaBJICHUS WU U3/IaHUS TOKYMEHTA

9 - rpu¢ orpaHnveHus 1OCTyNa K AOKYMEHTY

10 - agpecar

11 - rpud yrBEepKICHUS JOKYMEHTA

12 - pezomronus

13 - 3aroJI0OBOK K TEKCTY TOKyMEHTa

14 - oTMeTKa 0 KOHTpOJIE

15 - TekcT moKyMeHTa

16 - oTMeTKa 0 HATMYHMH MPUIIOKECHUS K JOKYyMEHTY

17 - moamucey

18 - oTmMeTKa 0 coriacoBaHMM JOKYMEHTa

19 - oTTHCK TeYaTn

20 - oTMeTKa 0 3aBEpPEHUH KOITUH JIOKYMEHTa

21 - oTMeTKa 00 UCTIOJHHUTENE TOKYMEHTA

22 - oTMeTKa 00 MCTIOTHEHUH TOKYMEHTA U HANPaBIICHUH €0 B JIEJO
23 - UACHTU(PHUKATOP AIIEKTPOHHON KOTIUHU IOKyMEHTA

24 - oTMeTKa O TIOCTYIUICHHH JOKYMEHTa B OPTraHU3aIHI0

[Tpunoxenue 2

K [IpaBuiaM TOKYMEHTUPOBAHUS, YIIPABICHUS
JOKyMEHTaIMel 1 UCIIOJIb30BAHUS CUCTEM
3IEKTPOHHOTO JOKYMEHTO000pOTa B TOCYIapCTBEHHBIX
U HETOCYAapCTBEHHBIX OpraHU3aIusIX

dopma
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| bJIaHK NHCEMA OpraHHZAIOHH

TocymapcteeHHEIH ['epl PecniyOankH KazaxcTas
HIIH 5M0OIeMa, TOTOTHIL, TOBapHBIH 3HaK (3HaK o0CIy:KHBAHHA) OpPraHH3allH]

OdHIHATEHOS HAHMEHOBAHHE
OpraHH3aIHH
(Ha TocyIapcTBEHHOM H3BIKE)

OdHuHamTEHOS HaHMEHOBA,
OpTaHH3aITHH
(Ha PYCCKOM HIH HHOM f3b

CHparO4HEIE TaHHEIE 00
OpraHH3alHH
(Ha TOCYIapCTEEHHOM A3BIKE)

e

CHpaeo4HEIE JaHHEIE O
OpraHH3alHH
(Ha pyccKOM HIH HHOM A3k

Sy Sy
]

Ne
 (nmara) (EEOEKC) —
i TAgpecar
' (ccplika Ha HOMep H Jaty
- BXOJAINETO JOKYMEHTA) I B
T3aromorok K TekeTy mHCEMa _|
®dopmar A4 (210X297)

ITpunoxxenne 3

K H[)aBI/IHaM JAOKYMCHTHUPOBAHUA, YIIPABJICHUA

HOKYMGHTaHHeﬁ M UCIIOJIb30BaHUA CUCTEM

OJICKTPOHHOT'O JIOKYMGHTOO60pOTa B TOCYJAapCTBCHHBIX

N HCTOCYAApPCTBCHHBIX OpraHru3aluiax

dopma
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biaaHk KOHKPETHOIO BEHIA TOKYMCHTA OPraHH3AIHH E

TocymapcTBeHHBIH I ep0 Peciy6arkH KazaxcTaH
HIIH 3M0IeMa, JIOTOTHIL, TOBAPHEIH 3HAK (2HAK O0CIYXHEAHHA) OPraHH2allHH

OdHiaIEHOE HAHMEHOBAHHE
| OpraHH3allHH
(Ha rocyIapcTBeHHOM f3BIKE)

O¢HITHATEHOE HAHMEHOBAHHE |
OpraHH3aIHH
(Ha pyCcCKOM HITH HHOM S3BIKE)

HammeHoBaHHE BHIA HanMeHOBAHHE BHIa
TOKYMeHTa JOKYMeHTa

. (Ha rocy1apCTEEHHOM A3BIKE) (Ha pycCKOM HITH HHOM A3BIKE) |
Ne §
L (mata)
. MecTo H3maHHA MecTO H3OaHHY
 (HarocylapCTBEHHOM fi3bIke) | | (Ha PyCCKOM HIH HHOM f3bIKE) |
'3aron0BOK K TeKCTy oKyMeHTa |

®dopmar A4 (210X297)

[Ipunoxenue 4

K [IpaBuiaM TOKYMEHTUPOBAHUS, YIIPABICHUS
JOKYMEHTAIMEeN U UCIIOJIb30BAHUS CUCTEM
ANIEKTPOHHOTO TOKYMEHTOO0OpOTa B TOCYIaPCTBEHHBIX
Y HETOCYAapCTBEHHBIX OpraHU3aIusaX

®opma
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T'ocynapcteeHHsbIH ['ep0 Pecy0nuka KazaxcTan
HIH 3M071eMa, JIOTOTHII, TOBapPHBIH 3HAK (3HAK OO0CIYKHBAHHA) OpTraHH3allHH

- O¢HimaTBHOE HAHMEHOBaHHE | . O¢uHanEHOE HaHMEHOBaHHE

OpraHH3aIHH i OpraHH3alHH
(Ha rocy1apCcTBEHHOM S3BIKE) . (Ha pyCCKOM HJIH HHOM S3BIKE)

Ne

(. . .) [ S R ——
- MecTo H3JaHHA - MecTo H3maHHA

' (Ha rocyJapCTBEHHOM S3BIKE) - (Ha pycCKOM HIIH HHOM S3BIKE)

'

®dopmar A4 (210X297)

IIpunoxenue 5

K [IpaBuiiaM TOKyMEHTUPOBaAHUs, YIIPABICHUS
JOKYMEHTALMEN U UCIIOJIb30BAHUS CUCTEM
JIEKTPOHHOTO JOKYMEHTO000POTa B TOCYJAPCTBEHHBIX
Y HErOCYAApCTBEHHBIX OpraHU3ausax

®opma
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JIMCT COI'VIACOBAHHA

HanMeHOBaHHE BHIA IIPOEKTa JOKYMEHTA, 3aI'0JIOBOK K TEKCTY

CornacopaH CormnacopaH
HanMeHOBaHHE JOKHOCTH HanMeHOBaHHE JOLKHOCTH
C YKa3aHHEM HaHMEHOBAaHHA C YKazaHHeM HaHMEHOBaHHA
OpraHH3alHH OpraHH3alHH

Pacmudporka Pacmudporka
(‘IHYHASA NIOATHCH) MOAIHCH (THYHAA NOANHCEH) MOAIMHCH
Jata Jlata

dopmar A4 (210X297)

[Ipunoxenune 6

K [IpaBriiaM TOKyMEHTUPOBAHUS, YIIPABICHUS
JIOKYMeHTaHI/Ieﬁ U UCIIOJIB30BaHUS CUCTEM
IEKTPOHHOTO JOKYMEHTO00O0POTa B FOCYJAPCTBEHHBIX
N HECTOCYJAPCTBECHHBIX OpraHu3alusax

dopma
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CRYHETEPAT MOJEIbIE VIIH,
KA3AKCTAHIBIK HHCTHTVTBI»
HHHOBAITHATBIK, OPTATBIFBI»

ToeapHmecTED © OTPAHASEHAOH
OTEETCTEEHHOCTRED

«]{I-IHDBA[[HOI-H-I_BIE IOEHTP
#KAJAXCTAHCKHH HHCTHTYT
MOJETHPOBAHHA CHCTEM:

FHayaNKepIIiIiri MeKTeyIi CepikTecTirl

BYHPBIK | TIPHKA3

F15 ‘mapra 2017 roma
| AcTaHa Kanachl

Nes1
| Topox AcTaHa

- 1r T

L _| ‘O BHeceHHH H3MeHEeHHil B
I0LKHOCTHBIE HHCTPVKITHH
COTPYIHHKOB

Bceasac

(ocHoBamHE)

ITPHKA3ZBIBARO:

1. BHecTH B JODKHOCTHEIE HHCTPVEIHH coTpyaEHkoE TOO caemyromme
H3MeHeHHA:

1)

2)

2. KoHTpOIb 33 HCOOTHEHHEM HACTO4INETO IPHKA3A BO3I0KHTh Ha

I'eHepanbHBIH JHPEKTOP (IOamHCE) (pacimadpoEEa MOTIHCH)

(OTMeTEa 0 COTNTAcOBAHHH:

®dopmar A4 (210X297)

[Ipunoxenwne 7

K [IpaBuiiamM TOKyMEHTUPOBaAHUS, YIIPABICHUS
JOKYMEHTAlMEeN U UCIOJIb30BAaHUS CUCTEM
AIEKTPOHHOTO JOKYMEHTOO00pOTa B TOCYIaPCTBEHHBIX
Y HETOCYIAPCTBEHHBIX OPraHU3aUAX

®opma
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ToBapHIMECTED C OTPAHAYEHHOH
OTEETCTEEHHOCTERED

. «KYHAETEPJIMOJETIBIEVIIH
KA3AKCTAH/IBIK HHCTHTYThI»
HHHOBAITHATBIK OPTAIBIFhIL»

«THHOBAIIHOHHBIH IEHTP
«KA3AXCTAHCKHI HHCTHTYT
MOJEIHPOBAHHSA CHCTEM»

HAYANKEPIILTIT: MekTey Il cepikTecTirt

_______

BYIPBIK IIPHKA3
15 MapTa 2017 roga Ne slne ,
 Acramagamacer ¢ TopomActama

7 1r 7
| [ ITo J]lI‘JIHOM}’ CDCTHB}'

1. MIPHHATH Eckenguposa EpkeOynaHa AmMaHTaeEHYa HA JODKHOCTB
TTMABHOTO MeHeT&epa MapKeTHHIOEOIO oTena ¢ 15 mapra 2017 roga.

OcHOBaHHA. TPYIOBOH Jorosop oT 15 mapra 2017 roma Ne 31 u 3agBlneHHe
Ecrkenmupoea ELA ot 14 MapTta 2017 roga.

2. TIEPEBECTH 3yo0apesy AnacTracHr BHETOpPOBHY cTapInero Oyxramrepa,
Ha JO/LKHOCTB IMIaBHOrO Oyxramrepa ¢ 16 Mapra 2017 roga.

OcHoBaHHA: JONONHEeHHe K TPVIOBOMY JOrosopy oT 14 anpena 2016 rogja
Ne 28 u 3agenenne 3ydapesoit A B. ot 13 mapta 2017 roga.

3. PACTOPTHYTH tpyooeoi moroeop oT 17 gHBapa 2015 roma Ne 15 ¢
Kepmnoesm Mapatom Cepuroprdenm ¢ 15 mapra 2017 roma B COOTBEICTBHH C
yHKTOM 1 cTatel 57 Tpyaosoro kofekca Pecnyommal Kasaxcras.

OcHoganne: 3ageneHde Kepuvosa M.C. ot 14 mapra 2017 roza.

4. OBBABHTLH BBIT'OBOP Ilasernopoil CanraHaT ADaesHe, MeHeIKepy
MIPOEKTHOTO OTOela.

OcHoOBaHHA: JOKTAHAS 3AIIHCKA HAYATbHHKA MpoeKTHOrO 0Tdena Camosa I1T
oT 10 mapra 2017 roga H o0BACHHTEIbHAd 3amHcka [Tasermoeoi C.A. oT 12 MapTa
2017 roga.

I'eHepanbHbIA JHPEKTOP [OIIICE pacmu(poBKa NOIIHCH
BH3mI:

OsHaKOMISHEL
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K [IpaBuiaM TOKyMEHTUPOBAHUS, YIIPaBJICHUS
JOKyMEHTalMeN U UCII0JIb30BAHUSI CUCTEM
3JIEKTPOHHOI'0 IOKYMEHTOO0OPOTa B TOCYIapCTBEHHBIX
Y HETOCYAapCTBEHHBIX OpraHU3aIsIX

dopma
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OjunaaTbHOE HANMEHOBAHHE | O¢HnnaIbHOe HAHMeHOBAHHE
OpraHH3aNHHA i OpraHH3aNHH
(Ha rocyJapcTBeHHOM 43BIKE) | (Ha pyccKOM HITH HHOM S3BIKE)

_MPOTOKOT |
Na

L XATTama

MecTo H3OaHHT MecT0 H3gaHHg
| (Ha rocyZapcTEEHHOM A3BIKE) (Ha PYCCKOM HJIM HHOM A3EIKe)

r ' 1
o

3aceTaHAd KOMHCCHH IIO... ~

IIpencenatens — P H.O.

Cerperaps — 2. H.O. >._

ITpHcyTcTEOBATH: (KOMHYeCTEO) YeloBeK (CIIHCOK IIpHIaraeTcd)
BrogHan

YacTh

INOBECTEKA JHA _
1. O pa3padOTKe H NPHHITHIIAX .
JoKIa 3aBaVIOIETO ...
2.0 ...

1. CJIVIITATH:
$ 11.0. — TekcT JoKIaIa MPHIATaeTCa
BEICT¥IIH.IH:

$ 1.0, — KpaTKag 3aIHCH BRICTYIUIEHHA.
1.0 - >‘
OcHOEBHag

INIOCTAHOBH.TH: YACTE
1. OmoOpHTS ..
2. ..

2. CJIVIIAIH:
BBICTY¥IIH.TH:
INOCTAHOBH.TH:

Ipeacesarens IOJIHCE pacimdPOEKA TOIITHCH
CekpeTapn IOJHCH pacimdpoBKa IOAMHCH

®opmar A4 (210X297)
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K [IpaBuiaM TOKyMEHTUPOBAHUS, YIIPaBJICHUS
JOKyMEHTalMeN U UCII0JIb30BAHUSI CUCTEM
3JIEKTPOHHOI'0 IOKYMEHTO00OpOTa B TOCYAaPCTBEHHBIX
Y HETOCYAapCTBEHHBIX OpraHU3aIsIX
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| T ocyaapcTBeHHEH I epb Pecrybmikn Kasaxceras
| HIH 3MOIeMa, JOTOTHIL, TOBApPHBIH 3HAK (3HAK 00CTYKHBAHHS) OPTaHH3AITHH
""'ﬁ'{ﬁﬁﬁi{i{iiﬁ'&é HaHMeHOBaHHe & OJQHOAaTbHOE HANMEHOBAHHE
OpraHH3ANNH
(Ha rocyaapcTBeHHOM H3BIKE)

OjunuaTbHOe HANMEHOBAHHE
OpraHH3aNHA
(Ha pyccKOM HIH HHOM S3BIKe)
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(mata)
MecTo H3gaEms MecTo H3TaHus
(Ha rOCYapCTBEHHOM A3BIKE) | (Ha pyCCKOM WM HHOM S3BIKE) |
r 1

O& ATOrax NpoBEpPKH ...

OcHOBaHHe: IPHKA3 PYKOBOJHTEIT OpPraHH3allHe oT (Jara) Ne
«0 TpoBeleHHH NPOBepEH _.» (MMM HHOH JOKYMeHI: miaH paDoTel, MmopydeHHe
EBIIIECTOSINETO OPraHa H T.1.).

COCTAETIeH KOMHCCHEH B COCTABS:

IIpencenarens KOMHCCHH

DOCKHOCTE, HEHITHAIEL, (haMHIHT
1eHs KOMHCCHH. 1.

JOICREHOCTD, HHHITHATHRL, [iJEJ:lI“I.]]IIE
2.

DODKHOCTD, HHHITHAIBL, (DaMHIHA
IIpHCYTCTBOBATH:

AOTAHOCTD, HEHITHAIEL, (haMHIH

TEECT

CocTaBleH B 2-X 3K3eMIIIIpax:
1-# sE3eMIIEp: B geae 5-7
2-H 3K3eMILTAp. HAMpPABIeH NPOBLpAeMOH OPTraHH3aIHH

IIpeacesaTe b KOMHCCHH MOJIHCE  pacImH(pPOBKA ITOJIHCH
Yienbl KOMACCHH NOAmHACh  pacimHdpOBKa TOJIHCH
®opmat A4 (210X297)
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dopma
Cnpaska

”__.,-o-""'_""h-.._\ ) ) :
«KA3AKCTAH PECITVEIHKACHI PECIIVEIHKAHCKOE
MOJIEHHET ;KOHE CIOPT TOCYJAPCTBEHHOE
MHHHCTPIITTHIH VUPEKJIEHHE |
APXEOTPA®HA KOHE TEPEKTAHY «HAITHOHA/IbHBIH HEHTP
Y.ITTBHIK OPTAJIBIFBI» APXEOTPASHH H E
HCTOYHHKOBEJIEHHA :
PECITVEJIHKATBIK MEMIEKETTIK MHHHCTEPCTBA KYJIBTVPBIH |
MEKEMECT CIOPTA PECOVEIHKH ;
KA3ZAXCTAH»
. AHBIKTAMA = . CIIPABKA
15.10.2017 ' Ne 03-05/171
AcTamakamacel | TopomAcrama |

MHUHHCTEPCTBO KVJIBTYPEI H
cnopra Pecnmyd.inkn Kasaxcran

r 1
O cocTosHHH padoThl MO

| MOATOTOBKE HHPOPMANHOHHOT O
| cmpaBodHHKA «HcTopua KasaxcraHa
B 3apybeanpix apxupax XVI-XX e8>

mmm e —————————————————————————————

-
TEKCT
JupexTop TIOTITHCE b. KonbicbaeBa
Hen. K. Tlapendercsa
Ten: 24-06-32
®dopmar A4 (210X297)
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K [IpaBuiaM TOKyMEHTUPOBAHUS, YIIPABJICHUS
JOKYMEHTAIMEN U UCIIOJIb30BAHUS CUCTEM
ANEKTPOHHOTO TOKYMEHTO000pOTa B TOCYIaPCTBEHHBIX
Y HETOCYAapCTBEHHBIX OpraHU3aIusaX

dopma

Cnpaska
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. «KA3AKCTAH PECITYBJIHKACHI / \  PECIVEJIMKAHCKOE
MOJEHHET KOHE CIIOPT TOCYJAPCTBEHHOE
MHHHCTPJIITTHIH ‘ YYPEXJTEHHE
- APXEOTPA®HA KOHE JEPEKTAHY | . «HAOHOHAIBHBIV IEHTP
' YITTBIK OPTAJIBIFBD» i APXEOIPA®HH H
' HCTOYHHUKOBEIEHUA
. PECIIVEJIHKAJIBIK MEMJIEKETTIK MHHHCTEPCTBA KYJIbTYPBI H
? MEKEMECI ; CIIOPTA PECIIVE/IHKH
i KA3AXCTAH»
,,,,,,,,,,,,,,,,,,,,,,,,,,, AHBIKTAMA  ~  ~  CHOPABKA
15.10.2017 Ne 02-01/10
AcTaHa Kanacsl : ropox ActaHa

_.._..[_-.._.._.._.._.._.._.._.._.._.._.._.._.._.._.._.._.._.._.._.._.._.._.._.._.._.._.._..__il.._.._.._.._.._.._.._A..._.._.._.._.._.._..Réﬁ_;.(E..l:é:‘_l.._e..ﬁ;;_.._.._.._.._.._.._.._.._.._.._.._..,

Asmbepresopa Kyabxan XaifOy/1oBHa padOTaeT TINIaBHBIM OyXTraaTepoM
HanuoHaIBHOTO IeHTpa apxeorpaHH H HCTOYHHKOBEeIeHHS.

AHpeKTOop TIOATIHCH B. KonbicbaeBa

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

®dopmar A5 (148X210)
[Tpunoxenue 12
K [IpaBuiaM TOKYMEHTUPOBAHUS, YIIPABICHUS
JOKyMEHTAIMel 1 UCIIOIb30BAHUS CUCTEM
AIEKTPOHHOTO JOKYMEHTOO00pOTa B TOCYIaPCTBEHHBIX

" HCTOCYAApPCTBCHHBIX OPraHU3alusaX

®dopma

ITncemo
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«BAPBIC»
AKIHOHEP.TK KOFaMBbI

AKNHOHEepPHOE 0GIeCTEO
«BAPBIC»

. Abatt n-mt. 10, Actana k., 010000 mp. Abas 10, r. Actana_ 010000
| Tew/baxc 8 (7172)35-39-22, | | Tem/paxe 8 (7172) 35-39-22,
| 35-46-47 E-mail: Baris@inboxru |  35-46-47 E-mail: Baris@inbox ru |

19032017 Ne 04-07/151

. (ccBIIKA HA HOMep H JaTy BX.

JOKYMEHTa) ;
_________________________ ' TOO «I{}'ﬂii;ep»
HOpaaa4yeckHii oTaen ;
np. PeicKy10Ba, 12, 1. AIMaThI, |
1020000 |
r r L
L O mpeTeH3HH 0 JOTOBOPY
oT 15.03.2017 Na 44/56

VEea:xkaemMmble rocooga!l

B mapTHH NaKOKpACOUHBIX MATepHATIOE, OTTPYXAeHHBIX Bamu 28 mexadps
2016 roga mo KelesHOIOPOAKHOH HaKTaqHOH N° 324 B COOTBETCTEHH C JOTOBOPOM OT
12 guBapg 2016 roga Ne 44/56, obHapy:keHO 3 Je(OpMHAPOBAaHHEIX BCeleCTEHe yaapa
HIH HHOIO MEXAHHYeCKOTQ BO3JSHCTEHA AINHKA, O 9eM CBHIETENBCIBYST aKT OT
15 mapra 2017 roma Ne 23, JIakokpacodHble H3IeTHYI, HAXOIAIIHECHd B
MOBPEKICHHBIX AINHKAX, pealsalHH He noanexar. Omiara mapTHH ToBapa
TIPOH3BeJeHA HAMH B IIOHOM 00BbeMe 110 cueTy Ne 33-675.

ITpociM Bac BO3MeCTHTR NIOHeCceHHBI® HamH YOBITEH B pasMepe 175 Thic.
570 Tenre. CyMMYy CIeIyeT NepedHCIHTh HA HAI PACUeTHBIH CUeT.

IIpunoxenHe: akT Ha 2 1. B 1 3K3., HAa pyCCKOM A3BIKS

C vBazmeHHEM,
KomMepuecKHE JHPeKTOP MOJNHCH  pacimH(pOBKa IOJIHCH

Hen. H. Tletpora
Tem 334344

®opmat A4 (210X297)
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IIpumepHBIii IepeYeHb JOKYMEHTOB, He MOJIeKAIUX perucrpanum ciay:kooi J10Y

[IuceMa, HanpaBiIeHHbIE B KOMUSX AJIS1 CBEICHMUSL.

PexnaMHble u3BeIIEHUs, IPOCIEKTHI, IIAKaThl, IPOTPaMMbl COBEIIAHUH.

[lepBuuHBIE TOKYMEHTHI OyXrajTepcKoro ydera (pEerHCTpUPYIOTCS B OyXrajaTepuu
OpraHU3aIliH).

VY4eOHble MJIaHBl, NPOrpaMMbl (PETUCTPUPYIOTCS B COOTBETCTBYIOIIEM CTPYKTYPHOM
M0Apa3JICJIEHUU OPraHU3aluN).

MecsuHble, KBapTajlbHblE W JApPYrHe€ OTYETbl (PETUCTPUPYIOTCS B COOTBETCTBYIOIIEM
CTPYKTYPHOM TMOJpa3/IeJICHUN OpraHU3aLHH).

@DOopMBI CTATUCTUYECKON OTYETHOCTU (PETUCTPUPYIOTCS B COOTBETCTBYIOLIEM CTPYKTYPHOM
MOJIpa3AeICHUH OPTraHU3aIiN ).

Coo01IeHHS 0 COBEIIAHNIX, 3aceqaHnIX.

[To3znpaBuTenbHbIE NUCHMA, TO3JPABUTEIbHBIEC TEIETPAMMBbI, IPUTIACUTEIbHbIE OMIIETHI.

[leyaTHble u3ganus (KHUTH, )KypHAJIbI, Ta3€Thl, OIOJJIETEHH).

TenerpaMMbl ¥ MCbMa O pa3pelieHn KOMaHINPOBOK.

TenedonorpaMmsl 0 MPOBEICHNH 3acelaHUM, COBELIaHH, CEMUHAPOB U JIpYTHE.

JIOKYMEHTBI C MOMETKOW Ha KOHBEPTE «JIMUHOY.

Hayunple oTueTsl 1Mo TemMaM (PETUCTPUPYIOTCS B COOTBETCTBYIOLIEM CTPYKTYPHOM
MOIpa3AeICHUH OPTraHU3aIiN ).

[IpelickypaHTHI.

Hopmbl pacxoma MaTepuanoB, 3asBKM Ha KaHUCILAPCKHAE IPUHAUICKHOCTH WU
OpPraHU3allMOHHYI0  TEXHUKY  (PErMCTpUpYIOTCA B COOTBETCTBYIOLIEM  CTPYKTYPHOM
MOJIpa3/IelIeHuU OpraHu3alyn).

CBOJIKH.

VY4eTHbIC TaHHBIE IO KaJpaM.

[Tpunoxenue 14

K [IpaBuiaM TOKyMEHTUPOBAHUS, YIIPABICHUS
JOKyMEHTaIMel 1 UCIIOJIb30BAHUS CUCTEM
3EKTPOHHOTO JOKYMEHTO000pOTa B TOCYIapCTBEHHBIX
U HETOCYAapCTBEHHBIX OpraHU3aIusIxX

®dopma

Kaprouka perucrpauuu BXoAsilIMX JOKYMEHTOB
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S Koppecnonaent Bax goxymenTa
Jata moCTyIUIIeHHA B HEASKC JOKYMeHTa Jara # HHOEKC JOKYMeHTa

wy

103

=

i) 3aronoBOK AOKYMEHTa HIIH KEPaTKOE COAep/iaHHe
Pesomronma mTs KOMY HanpasneH ZOKYMEHT Cpox HCenOTHeHHA

= !

il Omierra 00 HCIOOMHEHHMH JOKYMEHTA
Pacnrcxa B momyueHHH ¢ YEasaHHEM JaTH H HallpaEJIeHHH B Je0

Cse.:[ermx 0 X0A4e HCOOTIHEHHA JOKYMEHTA, MIEPEHOCA CPOKOE HCIIOTHEHHA,
MNOCTYIIEHHH IPOMERYTOUHEIX OTEETOE (sanpocon) HT.A.

KoHTponeHEsle oTMeTKH

10
e

DoHg Ne Omace Ne Heno Ne
70 70
>
210
®dopmar A5 (148x210)
[Tpunoxenue 15
K [IpaBuiaM TOKyMEHTUPOBAHHUS, YIIPABJICHHUS
JOKYMEHTalMeN U UCIIOJIb30BAHMS CUCTEM
JIEKTPOHHOTO JOKYMEHTO000POTa B FOCYJApCTBEHHBIX
Y HETOCYAApCTBEHHBIX OPraHU3alusaX
®dopma
ZKypHaJ perucrpanuy BXOAsIIIMX J0OKYMEHTOB
Ne Hara KoppecnonneHr, Bun Pe3omronus | Pacniucka B | Otmetka 06 | ITpume
ILII | IOCTYIUIEHUS | Jara M UHIEKC | AOKYMEHTa, | WIM KOMY | IOJYyYEHUU | UCIIOJHEHUU
BXOJAILIETO 3aroJI0BOK | HallpaBleH | JOKYMEHTa, | JOKyMEHTa
JOKyMEHTA W JOKYMEHT JaTa
KpaTkoe Ha
COJCpKAHUE | UCIIOJHEHUE
BXOJIALLETO

JIOKYMEHTA
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1 2 3 4 9) 6 7 €
®opmar A3 (420X197)
Kypuana perucTpanum ucxXoAsIMX 1 BHYyTPEHHUX JOKYMEHTOB
NoNe [ Jlara u unnekc | KoppecnonaeHTt | 3arojioBok OtMmetka 00 [Ipumeuanue
ILII. HCXOJIAIIETO WJIM KpaTKoe WCIIOJTHCHU U
(BHYTpEHHETO) coJepKaHue JIOKYMEHTa U
JIOKyMEHTA JTIOKYMEHTA HaIpaBJICHUH B
JIEJI0
1 2 3 4 3) 6
®opmat A3 (210X297)
ITpunoxenune 16
K [IpaBmwiaM TOKyMEHTHPOBAHUS, YIIPABICHUS
JOKYMEHTAIIMEN 1 UCTIOJIb30BAHUS CHCTEM
AJIEKTPOHHOTO IOKYMEHTO000POTa B TOCYAapCTBEHHBIX
Y HETOCYAapCTBEHHBIX OPraHU3aIusax
CBEJIEHUHS 00 ucnoJiHeHUH JOKYMEHTOB, MOIJIEKAIMX KOHTPOJII0
10 COCTOSTHHIO Ha (aucio, Mecsiil, ToJ1)
No | HanmenoBanus JIoKyMeHTBI Ha N3 HUX TOKYMEHTHI
/Tl | CTPYKTYPHBIX KOHTpOJIE
HOHpaSIleJIeHI/IfI BCEro | MOCTYIIHUIO B | HCOOJHCHHBIC | HAXOIAIIHCCS C mpocpoye
peabLIyneM Ha MIPOIJIEHHBIM
MecslLe WCIIOJTHEHUH CPOKOM
VCIIOJTHEHUS
1 2 3 4 5 6 7 8

HaumeHoBaHMe JOJLKHOCTH PYKOBOAMTEJIA

cayx0b1 JIOY

Pacum¢poBka

MOJITUCH
(TMYHAsI TO/AMUCH)

®opmat A4 (210X297)

IIpumeuanue.
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CBenenust MOTyT OBITH JOMOJHEHBI I'padaMy MO BHIAM JIOKYMEHTOB (IIPHKAa3bl, PEHICHUS
KOJUIETUH U JIPYTUe), UX PErUCTPAlMOHHBIMUA HOMEpaMH, (paMUIMsIMU HUCIIOTHUTEIICH.

[Tpunoxxenue 17

K [IpaBunaM TOKyYMEHTUPOBAHUS, YIIPABICHUS
JOKYMEHTAITUEH U MCIIOJIb30BAHMSI CUCTEM
3JIEKTPOHHOT'O IOKYMEHTOO00OpOTa B TOCYIapCTBEHHBIX
¥ HETOCYJJapCTBEHHBIX OPraHU3aIUsIX

CBEJAEHUASA
00 ucnoJIHeHUHU oOpaleHnii GPU3NUYECKUX U IOPUIHYECKUX JTHUIL
10 COCTOSIHUIO Ha (amcino, MecsIl, o)

Ne HanmenoBanus Haxoautcs Ha ncnoTHEHNH N3 Hux
n/m CTPYKTYPHBIX BCETO MOCTYITHJIO 32 WCIIOJHSIOTCA | MPOCPOUYEHBI

MOJPA3ACIICHUN MIPEABITYIITUN B CPOK BCErO | CpOK

MeCHIII TPOJIJICH
1 2 3 4 5 6 7

Bcero:

HaumeHoBaHUeE T0KHOCTH PYKOBOIUTEJIS
Pacmmdposka
cayx0b1 JIOY
HOJMHCH

(TMYHAsI TO/AMUCH)

®opmat A4 (210X297)

ITpunoxxenne 18

K [IpaBunaM TOKYMEHTUPOBAHUS, YIIPABICHUS
JOKYMEHTAIMEeH U UCTI0JIb30BAaHHsI CUCTEM
JIEKTPOHHOTO JOKYMEHTO000POTa B TOCYJAPCTBEHHBIX
U HETOCYJJapCTBEHHBIX OPraHU3aUsIX
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dopma
KypHaa ydyera u BbIIa4i eYATHO-0JIAHOYHON NPOAYKIIUN
[Toctynnenue

[ara [ara u Homep HaumenoBanue | KonuuectBo | Cepusi u | [lara Harta u

MOCTYIUJICHUS | CONTPOBOUTENBHOTO | MIPEANPHUATHS - | SK3EMIUISIPOB | HOMEpa | BbLAAUU HOMED
JTOKyMEHTA M3TOTOBUTEIS OJ1aHKOB JIOKYMEHTa
Ha BBIJAYY

1 3 4 S 6 7
®dopmar A4 (210X297)

IIpunoxenue 19
K [IpaBuiaM TOKyMEHTUPOBAHUS, YIIPABICHUS

JOKYMEHTAIMEeH 1 MCII0JIb30BaHMsI CUCTEM
UIEKTPOHHOTO JOKYMEHTO0O0POTa B FOCYJAPCTBEHHBIX
Y HErOCyJapCTBEHHbBIX OPraHU3alUsaX

dopma

KypHau ydera v BbIIa4H NedaTeil, TaMnoB ¢ uzoopa:xkenneM I'ocynapcreennoro I'epda
Pecny0sinku Ka3zaxcran U crenMaibHON ITEMIEJIbHON KPAaCKH

No | HammenoBaHus u Komy BbI1aHO Hara [Ipumeuanue
ILI. | OTTUCKHU IleyaTel u HammMmeHnoBaHue damunusg u Harau BO3BpaTa [ OTMETKH 00
LITaMIIOB C CTPYKTYPHOTO WHULIAAIIBI pacnucka B u YHUUYTOKECHHI
U300paXKeHUEM nojApa3ieNeHus, | JOHKHOCTHOTO | MOJy4YEeHUHU | paclucka [eYaTen,
['ocynapcTBEHHOTO | OCYIIECTBIISIOICTO JuIa- B [IPUEME | IITaMIIOB U
I'epba XpaHEHHE MeyaTen, | Moyydaresns CIIELUAJIbHOY
PecryOmnuku HITaMIIOB C LITEMIIEIBHO]
Kazaxcran n300pakeHrEeM KpacCkH
I'ocynapcrBenHOrO
I'epba PecriyOmuku
Kazaxcran n
CllelIMaIbHO M
LITEMIIEIBHON
KpacKu
1 2 3 4 5 6 7
®opmar A4 (210X297)

ITpunoxxenne 20
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K [IpaBuiaM TOKyMEHTUPOBAHUS, YIIPaBJICHUS

JOKyMEHTalMeN U UCII0JIb30BAHUSI CUCTEM
3JIEKTPOHHOI'0 IOKYMEHTOO0OPOTa B TOCYIapCTBEHHBIX
Y HETOCYAapCTBEHHBIX OpraHU3ausaX

dopma

YepHUWIAMH
Ne HaumenoBanue Oamuus u JomKHOCTD 1 Hara Hara [Tpumeyann
ILII. CTPYKTYPHOTO VHHIMAJIbI dbamunus nuna, | BbAaUM U | BO3BpaTa OTMETKa Of
IO PA3ACIICHHUS, JIOJIKHOCTHOTO MOJYYMBIIErO | paclucka B 51 YHUUYTOXKEH]
OCYUIECTBJISIOIIETO IMua, IIEPBEBYIO MOJYYEHHUH | paclucKa MEepbEBOI
XpaHEHHE OCYUIECTBJISIOIIETO aBTOPYUKY, B IIpUEME ABTOPYYKH
MEePbEBBIX XpaHEHUe 3aIMpaBIICHHYIO 3ampaBJICHH
aBTOPYYEK, MEePbEBBIX CIielIMaIbHbBIMU CIIEHAIbHBI
3aIpaBJICHHBIX aBTOPYYEK, YepHUIIAMHU YepHUJIaMI
CIielIMaTbHBIMU 3aMpaBJICHHBIX
YepHUIIAMHU CIielIMaTbHBIMU
YEepHUIIAMHU
1 2 3 4 5 6 7
®opmat A4 (210X297)

AKT

(nara) No
Mecro u3nanus (Ha

TroCyaapCTBEHHOM 5[3511(6)

SI3BIKE)

[Tpunoxenue 21
K [IpaBuiaM TOKYMEHTUPOBAHUS, YIIPABJICHUS

JOKYMEHTAIUE 1 UCIIOJIb30BAHUSI CUCTEM
3JIEKTPOHHOTO JOKYMEHTO000pOTAa B TOCYIapCTBEHHBIX
U HETOCYAapCTBEHHBIX OpraHU3aIusIX

dopma

Ha3BaAHUC OpraHU3allun

MecTo u3naHus (Ha PYCCKOM HJIM UHOM

YTBepn(z[an HaumenoBanue J0KHOCTH PYKOBOAUTCIIA
OopraHu3anuvn

IIpuema-nepenaym ne4yaTHo-
0J1aHOYHOI

NPOAYKIUH, NleYaTei, INTaMIIOB,
MO/VIeKAIIM X

3aluTe, CPEACTB 3aLUThI
AOKYMEHTOB H
PEerucTPANMOHHBIX YYeTHBIX
(popM Kk HUM

MoJnuch) noanucu Jlara

PacmndpoBka (inunas
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OcHoBaHue: MpUKa3 PyKOBOJUTENS OpraHu3aiuu ot (nara) Ne
«O TIpoBeICHUH TIPOBEPKHU...» (MM MHOU TOKYMEHT: IIaH paOOThI, TOPyYCHHE
BBILIECTOSIIETO OpraHa u T.1.).

CocraBiieH KOMUCCHEH B COCTaBe:

[Ipencenarenp koMuccun

JOJKHOCTh, MHUITAATBI, (haMITHS
Ynensl koMuccuu: 1.

JOJDKHOCTBh, HHHUIIUAJIBI, (1)aMI/IJ'II/I$[

2.

JOJI’KHOCTDh, MHHUIINAJIBI, (1)aMI/IJ'II/I$I

1. Hencrosib30BaHHYIO Me4aTHO-0IaHOYHYIO POIYKIIMIO, MTOJIEXKAIIYIO 3aIIHUTE, (OTAEIBHO
moBuaam)cepun ¢ Ne  mo Ne B KOJIMUECTBE JK3EMIUISIPOB.
(urdpaMu U TPOMUCHIO)

2. AKTBHI O BBIICTIEHUHU K YHUUTOKEHUIO UCIIOPUYEHHBIX 3K3EMILISIPOB M€YaTHO-0JIaHOYHOM
MPOIYKIMH, TTOITIEKAIEH 3alIUTe

(matb1, HOMEpa, KOJIMYECTBO IK3EMILISIPOB

aKTOB IO BUJIaM OJIAaHKOB)
3. Ilewatm c wm3obOpaxkenuem ['ocymapctBenHoro I'epba Pecmyomukm Kazaxcran B
KOJINYECTBE

IITYK.

(TudpamMu 1 IPOTTUCHIO)
4. Wrammer ¢ wm3oOpaxkenuem [ocymapctBenHoro I'epba Pecmybmukm Kazaxcran B
KOJIMYECTBE

HITYK.
(mrdpamMu ¥ TPOITUCHIO)
5. CpeacTBa 3alIuThl JOKYMEHTOB:
(HaMMEHOBAHUS CPEJICTB 3aIUTHI)
B KOJIMYECTBE HITYK.
(dpamMu ¥ IPOIUCHIO)
6. Perucrpanuonssie YUYETHBIC bopMbI:

(BUIBI PErHCTPAllMOHHBIX YYEeTHBIX (OpM, UX
HOMeEpa

110 HOMCHKJIATYpE ACJI, HOMEpa TOMOB, HaThl nepBoﬁ M TIOCeaHEeH 3aI1nucCu,

KOJIM4YCCTBO J'II/ICTOB)

CocrostHHE yquHoﬁ pa6OTBI C ne4yaTHO-0JaHOYHOM HpOILYKHHeﬁ, neyaTrsaMu, mraMIiiaMu,
MMOAJIC)KAIMMHU 3alMUTE, U CPCACTBAMU 3alIUThI JOKYMCHTOB

(o01mas XapakTepUCTHKa COCTOSHUS YUETHON pabOThI)

Iepenan (a) Pacmn¢poBka noanucu
(JTMYHAas TIOTHCH)

[Tpunsn (a) Pacmn¢poBka noanucu
(JIMYHAas TIOIHCH)

CocraBneH B sK3eMIusIpe (ax):

1-i1 sx3eMIutsIp: B ese Ne
2 sx3eMIUsIp: (agpecar)

IIpencenarenb KoMucCHH HOJIITUCh pacmingpoBKa NOANUCH
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Yi1eHbI KOMHCCHH IO IIHCH paciiM(ppoBKa MOANKCH
®opmat A4 (210X297)

[Tpunoxxenue 22

K [IpaBuiaM TOKyMEHTUPOBAHUS, YIIPABICHUS
JOKYMEHTAIMe 1 UCII0JIb30BAHUSI CUCTEM
3JIEKTPOHHOTO IOKYMEHTOO000pOTa B TOCYIapCTBEHHBIX
Y HErOCYAapCTBEHHBIX OpraHU3aIusIX

dopma

Ha3BaHUC OpraHU3allnun

AKT
(mara) Mecto No

n31aHus (Ha TOCYAapCTBEHHOM WIIH

WHOM SI3BIKE)
YTBepxknato HaumeHnoBaHue TOMKHOCTH
PYKOBOJIUTEINS OpraHU3aIiu
Pacumdposka (muunas noanuck) noanucu lara

(0) BBIACJICHUH K YHUYTOKCHUIO
HCIIOPYCHHBIX IK3EMILJIAPOB
NMe4YaTHO-0JIAHOYHOI MPOXYKIIUM,
noaJIe;Kanlei 3amure

OcHoBaHue: MpUKa3 PyKOBOJUTENSI OpraHu3amuu oT (jara) Ne
«O mpoBeeHnH MPOBEPKHU...» (WM HHOU JOKYMEHT: TUIaH paboThl, HOpyYEHUE
BBIIIIECTOSAIIETO OpraHa u T.1.).

CocraBiieH KOMHCCHEH B COCTaBeE:

[Ipencenarens KOMUCCUU

JIOJDKHOCTh, MHUITHAIIBI, (haMUITUS
Ynens! koMuccuu: 1.

JIOJDKHOCTB, MHULIMAIIBI, (haMUITUS
2.

JOJDKHOCTBb, HHHUIIUAJIBI, (1)8.MI/IJ'II/I$I

OTO6paHLI K YHHUYTOXCHUIO HCIOPYCHHBIC OJSK3CMIUIAPHI CICAYIOHNIUX BHUAOB II€YATHO-

OJIaHOYHO MPOIYKINH, MOAJIeKAIIEH 3alUTe:

Ne HaumenoBanue Cepus u HOMEpa Komnnuectso [Tpumeuanue
ILII. BH/JIA TIEYATHO- 9K3EMILIIPOB I1€YaTHO- HCIIOPYEHHBIX
O671aHOYHOM O61aHOYHOM AK3EMILISIPOB I1€YaTHO-
IIPOTYKIIHH, IIPOIYKIINH, OJ1aHOYHOM MPOYKIUH,
oAJIeXKaI el NOJJIEXKAIIEH 3aIHUTe NOJIEXKALEH 3aINUTe
3aIuTe
1 2 3 4 5
Hroro MCTIOPUYEHHBIX SK3EMIUISIPOB MEYaTHO-0JaHOYHOM

(ndpamMu ¥ TPOMHCHIO)
MIPOTIYKIIMH, TIOATIEKAIIEH 3alInTe.
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CocraBiieH B sk3eMIuisipe (ax):

1-# sx3emrutsp: B nese Ne

2 sx3eMIusIp: (aapecar)

IIpencenarenb KoMucCHH Pacummgposka noanucu

(JInyHas MOANKCH)

YiieHbl KOMHCCUU Pacumdposka noanuceit
(JIMYHBIE TIOJITUCH)

OTMeTKH B )KypHaJbl yueTa U BblJJaul [1€4aTHO-0JIAHOYHOM MPOTyKINH, MO AJIexKalei

3allUTe, BHECEHbI, HCIIOPYEHHBIE IK3EMILISIPbI B KOJIUUYECTBE

(mrdpaMu ¥ IPOTIHCHIO)
YVHUYTOXCHBI ITyTeM

(BUA YHUUYTOXKEHUS)
HauMeHoBaHue J0J:KHOCTH Pacumdposka noanucu
(JImyHAst MOANHCH)

[ara
®opmat A4 (210X297)
[Tpunoxenne 23
K [IpaBuiaM TOKyMEHTUPOBAHUS, YIIPABICHUS
JOKyMEHTaIMel 1 UCIIOJIb30BAHUSI CUCTEM

UIEKTPOHHOTO JOKYMEHTO00O0POTa B FOCYJAPCTBEHHBIX
Y HETOCYAapCTBEHHBIX OpraHU3aIusIxX

dopma

Ha3BaHUEC OpraHU3allun

AKT
(mara) Mecto No
u3naHus (Ha TOCyIapCTBEHHOM HIIH
HWHOM SI3BIKE)

VYr1Bepxknaro HauMeHoBaHUE TOKHOCTH
PYKOBOJIUTEIISI OpraHU3aIHH
Pacmudposka (muynas noanuck) noamnucu Jlara

O BbII€JIEHUN K YHUYTOKEHHIO
nedJaTei M IITAMIIOB,
MO/IJIEKAIIMX 3aIHTe

OcHoBaHue: pUKa3 pyKOBOJUTEIS Opranu3aiuu oT (nata) Ne
«O mpoBeIeHUH TPOBEPKHU...» (MM UHOM TOKYMEHT: IJIaH pabOThl, OpyYCHHE
BBIIIECTOSIIETO OpraHa u T.j1.).

CocraBiieH KOMHCCHEN B COCTABE:

[Ipencenarens KoMUCCUU

JOJDKHOCTb, MHUIIHUAJIBI, (I)aMI/IJ'H/IH
Ynensl komuccuu: 1.

JIOJKHOCTD, (haMuus, MHULUAIIBI
2.

JOJDKHOCTh, MHUIIHUAJIbI, (I)aMI/IJ'II/I}I

OTO6paHLI K YHUYTOXCHUIO CIICAYIOMUC ICUATH U IITAaMIIbI, IMOJICKAIIUC 3aUTEC:

Nerm | HaumMenosanue | KosmuecTBo | ITpumeuanne
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1 2 3 4

CocraBiieH B sk3eMIuisipe (ax):

1-# sx3emrursp: B nese Ne

2 sx3eMIuIsIp: (agpecar)

IIpeacenareib KOMHCCHH Pacummndgposka noanucu

(JInyHas IOANKCH)

YjieHbl KOMHCCHU Pacumdposka moanucei
(JIMYHbBIE TOIHUCH)

OTMeTKH B )KypHaJ BHECEHBI, [IEUaTH U LITaMIIbl, [IOJUIeKaIHE 3alUTe, B KOJUYECTBE

HITYK YHUYTOKEHBI ITyTEM

(rudpamMu 1 IPOTUCHIO) (BU YHUUTOXKEHHMS)
HauMeHoBaHue J0J:KHOCTH Pacumdposka moanucu
(JInyHas MOATIHCH)
[ara

®dopmar A4 (210X297)

[Tpunoxenne 24

K [IpaBriiamM TOKyMEHTUPOBAHUS, YIIPABICHUS
JOKYMEHTAIMEN U UCIIOJIB30BAHUS CUCTEM
UIEKTPOHHOTO JOKYMEHTO0O0POTa B rOCYJapCTBEHHBIX
Y HETOCYAApCTBEHHBIX OPraHU3alsaX

dopma

Ha3BaHUEC OpraHU3allun

AKT
(mara) Mecto No
n3nanus (Ha roCyIapCTBEHHOM HIIH
HWHOM SI3BIKE)

VYrBepxknato HanMeHoBaHUE HODKHOCTH
PYKOBOJIUTEISI OpraHU3aIHH
Pacmudposka (inunas noanuck) nmoanucu Jlara

O BbljIe/IeHUH K YHUYTOKEHUIO
CPeACTB 3aIIUTHI JOKYMEHTOB

OcHoBaHue: pUKa3 pyKOBOJUTEIS Opranu3aiuu ot (nata) Ne
«O mpoBeIeHUH MPOBEPKHU...» (MM UHON TOKYMEHT: IIaH pabOThl, MOPyYCHHE
BBIIIECTOSIIETO OpraHa u T.1.).

CocraBiieH KOMHCCHEN B COCTABE:

[Ipencenarens KoMUCCUU

JOJHKHOCTh, HHULIUAJIBI, (haMUJIHs,
Unensl koMuccuu: 1.

JOJDKHOCTh, MHUITUAIIBL, (haMIITIS
2.

JOJDKHOCTBh, MHUIIHAJIbI, q)aMI/IJ'II/IH
OTO6paHLI K YHUYTOXCHUIO CIICAYIOIUEC BUABI CPEACTB 3alllUThl JOKYMCHTOB!:

Nermm | HaumeHoBanue | KonnuectBo | ITpumeyanue
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1 2 3 4

CocraBiieH B sk3eMIuisipe (ax):

1-# sx3emrursp: B nese Ne

2 sx3eMIuIsIp: (agpecar)

IIpeacenareib KOMHCCHH Pacumudposka noanucu
(JImyHAst TOANKCH)

YjieHbl KOMHCCHU Pacumdposka moanucei
(JIMYHBIC TTOJIITHCH)

OtmeTKH B )KypHasbl yueta N0 BHECEHBI, CPEJICTBA 3aLIUThI JOKYMEHTOB YHUUTOKEHBI

nyTeM

(BUABI YHUUTOXKEHUS)
HauMeHoBaHue J0J:KHOCTH Pacumdposka moanucu
(JInyHas MOANMNCH)

[ara
®dopmar A4 (210X297)

IIpunoxenune 25

K [IpaBuiaM TOKyMEHTUPOBAHUS, YIIPABICHUS
JOKyMEHTaIMel 1 UCIIOJIb30BAHUSI CUCTEM
UIEKTPOHHOTO JOKYMEHTO0O0POTa B FOCYJAPCTBEHHBIX
Y HETrOCyJapCTBEHHBIX OPraHU3aLUsAX

dopma

Ha3BaHUE TOCYAapCTBEHHON

OpraHu3aIuu
AKT
(mara) Mecto No
u3naHus (Ha TOCyIapCTBEHHOM HIIH
HWHOM SI3BIKE)

VYr1Bepxknato HanMeHoBaHUE TOJKHOCTH
PYKOBOJIUTEIISI OpraHU3aIHK
Pacmndposka (inunas noanuck) nmoanucu Jlara

O BbLIEJICHUN K YHUYTOKEHHUIO
HEHCIO0JIL30BAHHON NMeYaTHO-
0JIaHOYHOI

NPOAYKIHH, NOJJIeKALIEeH 3a1uTe

OcHoBaHMe: NMpHUKa3 pyKOBOAUTEINS OpraHu3aluu oT (aara) Ne
«O npoBeeHUH MTPOBEPKH...» (I MHOM JOKYMEHT: IU1aH paboThl, MOpyYEeHUE
BBIILIECTOSIIET0 OpraHa u T.1I.).

CocraBiieH KOMUCCHEN B COCTABE:

IIpencenarens komuccun

JOJKHOCTh, HHUILIAATBI, (PaMITHS
Ynens! koMuccuu: 1.

JIOJDKHOCTh, MHULIMAIIBI, (haMUITHS
2.

JAOJDKHOCTBh, MHUITHAJIBI, (I)aMI/IJ'II/I}I
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OTOoOpaHbl K YHUUTOKEHUIO YTPATUBILUE B CBSI3H

(MKBUIAIIMEH, peopraHu3anuei) (odunmanpbHOE HAMMEHOBAHUE
MPaKTUYECKOE 3HAUCHHE CIICAYIOLINE B IbI

roCyJapCTBEHHOTO OopraHa (OpraHu3alun)
HEHUCI0JIb30BAHHOM MeYaTHO-0JJaHOYHOM MTPOTYKIINH:

Ne | HammeHoBaHue Buaa Cepus u HOMepa KonnyecTtso IIpumeyanue
ILI. | TMe4aTHO-OJaHOYHOMN 9K3EMILISIPOB M1€YaTHO- HEHUCIOJIb30BaHHBIX
PO TyKIIUH 0JIaHOYHOU MPOTYKINH HK3EMILISIPOB
1 2 3 4 3)
Hroro HEHUCIOJIb30BaHHBIX 3K3EMIUISIPOB NI€YaTHO-0JaHOYHON
(tmudpamMu ¥ IPOTUCHIO)
MPOIYKIMH, TTOJIJIKANEH 3alIUTE.
IIpeacenarenb KoMucCHH Pacumdgposka noanucu
(JInyHAas TOATHCH)
YjieHbl KOMHCCHU Pacumdposka noanucei
(JIMYHBIE TIOJITUCH)
OTMeTKH B )KypHaJbl yueTa U BblJaud M€4aTHO-0JaHOYHOM MPOYKIIMY BHECEHBI,
HEHCIO0JIb30BAHHBIE SK3EMIUISIPhI B KOJIMYECTBE BECOM KT
(mdpamMu ¥ IPOTIUCHIO)
YHUYTOKEHBI ITyTEM
(BUI YHUYTOXKCHHUS)
HaumeHoBaHUeE 10KHOCTH Pacumdposka nmoanucu
(JTMYHAs TTOIHCH)
Hara
®dopmar A4 (210X297)
[Tpunoxenue 26
K [IpaBuiiamM TOKyMEHTUPOBAHUS, YIIPABICHUS
JOKYMEHTAIMEN U UCIIOJIb30BAHUS CUCTEM
3IEKTPOHHOTO JOKYMEHTO000pOTa B TOCYIapCTBEHHBIX
Y HErOCYAapCTBEHHBIX OpraHU3aIusax
®dopma
O¢pununanbuoe HaumeHopanue opranuzanun HOMEHKJIATYPA JIEJI
No YTBepxaaro
(mata) (MHOCKC) HanmenoBanue 101KHOCTH
PYKOBOJUTENS OpraHU3aluu
Ha rox
(;mmunas noanuck) Pacimmdposka
MO AITUCH
Harta
Wupexc | 3aronosox | Konmmyectso nen Cpox xpaHeHus zena (Toma, [Ipumeuanue

Jena nena (toma, | (TOMOB, yacTeil) 4acTH) ¥ HOMEp MYHKTa Mo
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4acTH) IIEPEYHIO

1 2 3 4 S
HanMeHoBaHMe N0JIKHOCTH PYKOBOAUTEJISA PacimmgpoBka
cayxonl JOY MOMUCH

(uuHas
MOATINCH)
ara

Busbl pykoBouTENEN CTPYKTYPHBIX I1Opa3CICHUI
CornacoBana CornacoBana
npotokosiom [[OK (OK) npotokojsom DMK
OpraHu3aIuu rOCy/IapCTBEHHOTO apXUBHOTO
(mata 1 HOMEp NMPOTOKOJIA) YUPEKICHUS

(maTta 1 HOMEp MPOTOKOJIA)

Hrorosas 3ammce o KaTCropuiax U KOJIUYCCTBEC A€,

3aBeICHHBIX B rozy
ITo cpokam xpaHeHus Bcero B Tom uncne
TIEePEXOASIIUX ¢ otMeTKoH «OITK»
ITocTostHHOTO

Bpemennoro (cwie 10 ner)

Bpemennoro (;1o 10 jieT BKIFOYUTEIBHO)

Hroro:

HaumeHoBaHHe J0/I:KHOCTH PYKOBOIMTEJIS
cay:xkon1 JOY

Pacmudposka
IO IITUCH

TTOJIITUCH )
nara

Htorosrie cBeieHUS nepcaaHbl B apXrB OpraHu3aliu.

HaumeHoBaHHe 10/IKHOCTH Pa0OTHHKA,
nepegaBlIero CBeeHus!

TTOJIITUCH )
mara

(muHas

PacmugpoBka
HOJIITUCH

(muHas

@opmar A4 (210X297)
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[Tpunoxxenue 27

K [IpaBunaM TOKYMEHTUPOBAHUS, YIIPABICHUS
JOKYMEHTAIUEH U MCTIOJIb30BAaHMSI CUCTEM
3JIEKTPOHHOI'O IOKYMEHTOO00OpOTa B TOCYIapCTBEHHBIX
¥ HETOCYJapCTBEHHBIX OPraHU3aIUSIX

JIMCT-3ABEPUTEJIb JIEJIA

®oHa Ne Ormmuce Ne Jeno Ne

dopma

B neno noammro u npoHyMepoBaHO JucT (OB), B TOM YHUCIIE:

nutepHbie Ne TcToB

npomyuieHHbsle Ne TucToB

IMPOHYMCPOBAHHBIC YUCTBIC JIUCThI

+ IMCTOB BHYTPEHHEN OMHCH

Y4TEeHO TOKYMEHTOB B BUJIE BJIOKEHUN U MPUIIOKEHUM, HE TIOJIEKAMUX HyMEPauu

(pa3HOBHUIHOCTH JOKYMEHTOB U UX KOJIHYECTBO)

Ocob6ennoctu GpopmupoBaHusi, opopMIIeHuUs, GU3MIECKOTO COCTOSIHUS U yIeTa
JOKYMEHTOB JIeNa

Ne
JINCTOB

1

2

. Bpotirtops! 1 Apyrue nevaTHble W3IaHUS
. JIucroBkn

. Beipe3ku u3 razer

. OTKpBITKH

. KonBeptbl

. Mapku noytoBbie

. Mapku rep6oBbIie

. llITemmeny mo4TOBBIEC U APYTUE

. CiennanpHbIe TOYTOBBIE OTMETKH

10. Cypryunsie, MAaCTUYHbIC [T€YATH

11. ®oTOIOKYMEHTHI

12. KapTsbl, miaHbl, 4epTEKU U APYyras HAYYHO-TEXHUYECKask JOKYMEHTAIIHUS
13. PucyHku, rpaBophbl, aKBapeiu

14. ABTorpadsl BUIHBIX JesTeciH

15. CkieeHHbI€ JTUCTBI

16. YTpara yactu 11cTOB

03O\ DN kWb~

Ne)

17. Yracaromui TEKCT

HanmeHoBaHMe T0JZKHOCTH JIHIA, PacmugpoBka
3al0JIHMBLIEr0 JIMCT-3aBEePHUTEIIb MOAIHUCH
aeJia
(muHas
MO/THCH)
Jara

IIpumeuanue.
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1. Jluct-3aBeputenb COCTABISIETCSA Uil ydeTa KOJMYECTBAa JIMCTOB B Jele M (pUKcaluu
0COOEHHOCTEH X HyMepaluu.

2. JIuct-3aBepuUTENb COCTABIISIETCS HA OTACIBHOM JIUCTE (JIUCTAaX) W MOAIIMBACTCS B KOHIIE
nena.

3. B nucre-3aBeputene ykasplBaeTcs LUMPpaMu U MPONUCHI0 KOJIUYECTBO TPOHYMEPOBAHHbBIX
JUCTOB JIeNla U OTAENBHO, 4Yepe3 3HaK «+» (IUIF0C), KOJMYECTBO JIMCTOB BHYTPEHHEH OMUCH
JOKYMEHTOB Jiea.

4. B nmcre-3aBepuTelie OTMEUYAIOT CIEAYIONNE OCOOCHHOCTH HyMepauuu, 0GOpMIICHUS U
(U3NIECKOTO COCTOSHUS TOKYMEHTOB JIejIa:

1) cpenctBa moutoBoro oOpailleHuss (MapKud BCEX BMJIOB, KOHBEPTHI, OTKPBITKH, OJaHKH,
MITEMIIEITH, IITAMITBI, TUIOMOBI);

2) meyaTtH U UX OTTHUCKH;

3) aBTOrpadpl BHAHBIX TOCYJAPCTBEHHBIX W OOIIECTBEHHBIX NEATENICH, NedTeNieldl HaykKH,
TEXHUKHU U KYJITbTYPHI,

4) GOTOTOKYMEHTHI;

5) puCyHKH, rpaBIOpBl U aKBAPEIIH;

6) kpynmHO(hOpPMaTHBIE TIOKYMEHTHI,

7) CKIIEEHHBIE JIUCTHI, TOBPEXKACHUS TOKYMEHTOB;

8) nucThl ¢ HakJIeeHHBIMU (oToTpadusiMU, JOKYMEHTAMU;

9) KOHBEPTBHI C BIIO)KEHUSAMHU U KOJIMYECTBO BJIOKEHHBIX B HUX JINCTOB (IIPEIMETOB);

10) TOKyMEHTBI, UMEIOIIME CAaMOCTOSITENIbHYIO HyMEpalnio (B TOM YHUCIIE€ U TUIOTrpadCcKue
MaTepuabl), U KOJIMUYECTBO UX JIUCTOB (CTPaHMII).

5. Ecnu Ha oAHOM JTUCTE Aela UMEeeTCsl HECKOJIbKO 0COOCHHOCTEH 0QopMIIeHHS TO0KYMEHTa,
TO B rpade 2 nucra-3aBepUTeNIs MPOCTABISAETCS HOMEP ATOTO JIMCTa MPOTUB KaKJIOW MO3ULIMU
rpadsr 1.

6. Ecnu B JoKyMeHTe Ha OJTHOM JIUCTE UMEETCS HECKOJIBKO MapOK M MHBIX MaTepHalloB, TO B
rpade 2 B ckoOKax mocje HoMepa JHICTa Jejia yKa3bIBAaeTCsl UX KOJINYECTBO.

7. Eciii B fiesie IMEIOTCS IPEMETHI, HyMepaIusi KOTOPHIX HEBO3MOKHA M3-3a 0COOEHHOCTEH
Marepuaia, U3 KOTOPOTO OHU HCIIOJHEHBI (CTEKJIO, METalll, TKaHb M ApPYyrue), To B Trpade 2
YKa3bIBAIOTCS HOMEPA JIMCTOB, MEKYy KOTOPHIMHU HaXOJUTCSI IAHHBIN MTpeIMeT.

8. Bce mocnenyoiine M3MEHEHUS B COCTaBE U COCTOSIHMM Jenia (MOBPEKICHHE, 3aMeHa
MOJJTUHHBIX JOKYMEHTOB KOIHUSIMU, MPUCOEIUHEHHE HOBBIX TOKYMEHTOB) OTMEUAIOTCS B JIUCTE-
3aBepUTENIE CO CCHUIKOW HA COOTBETCTBYIOIIMI aKT.

9. JIucT-3aBepuTesb HE HyMEPYETCS.

®dopmar A4 (210X297)

[Tpunoxenue 28

K [IpaBuiaM TOKYMEHTUPOBAHUS, YIIPABICHUS
JOKyMEHTAIMel 1 UCIIOIb30BAHUS CUCTEM
AIEKTPOHHOTO JOKYMEHTOO00pOTa B TOCYIaPCTBEHHBIX
Y HETOCYAapCTBEHHBIX OpraHU3aIusaX

®opma
BHYTPEHHA OIIUCH
JOKYMEHTOB aena Ne
Ne | Jlenonpon3BOICTBEHHBIN [Hara 3aroyIoBOK Homepa IIpumeyanue

n/m MHICKC JOKYMCHTAa JOKYMCHTA JJUCTOB ACJIa

1 2 3 4 5 6
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Uroro JIUCTOB JOKYMEHTOB
(udpamMu 1 TPOTUCHIO)
KonuuecTBo 1MCTOB BHYTPEHHEH OMUCH

(mrdpamMu ¥ MPOTUCHIO)

HanmeHoBaHMe 10JKHOCTH JIMILA, Pacmmdposka
3aMo0JHUBLIET0 BHYTPEHHIO0 ONIUCH MOJNUCH
AOKYMEHTOB
aena
(muHas
TTOJIITUCH )
narta
®opmar A4 (210X297)

[Tpunoxenue 29

K [IpaBuiaM TOKyMEHTUPOBAHUS, YIIPABICHUS
JOKyMEHTaIMel 1 UCIIOJIb30BAHUS CUCTEM
3NEKTPOHHOTO JOKYMEHTO000pOTa B TOCYIapCTBEHHBIX
U HErOCYAapCTBEHHBIX OpraHU3aIsIxX

®dopma

Onuck Jes1 CTPYKTYPHOIO NMOApa3AeIeHUs] OPraHU3aluu
OdunnanbHOe HAMMEHOBAaHUE VYTBepxkaaro
CTPYKTYPHOTO TOJpPa3/IeICHUS HaumeHnoBaHMe TOIKHOCTH PYKOBOIUTEIS
OpraHu3anuu CTPYKTYPHOTO HOJpa3AEICHUS
PacmndpoBka
(TMYHAsI TO/AMUCH) MOAMUCH
JlaTa

Onucep Ne 3a rojx (bl)

Ne | Mnnekc | 3aronoBok Kpaiinue Cpox Konnuectso IIpumeyanue

n/m JAcja JAcjia (TOMa, JaThI (TOMa, XpaHCHUS JCJ1a JIUCTOB B JCJIC
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YacTH) YacTH) (TOoMa, 4acTH) (TOMe, 4acTH)
1 2 3 4 9) 6 7
B nganHyro onuce BHECEHO pgencNe moNe | BTOM

(undpamMu ¥ IPOTTUCHIO)
qucIe:
JUTEpHBIE HOMEpa:
MPONyIIEHHbIE HOMEpA:

HanmeHoBaHMe 10JZKHOCTH JIHIIA, Pacmmgposka
COCTaBHTeJIs MOANNCH
ONHUCH

(uuHas
MOATINCH)

nara

PykoBoauTesib ciryk0bl Pacmmdposka
A0y MOAIHUCH

(JInyHAs! TOATHNCH)

nara

PadoTHUK Pacimmdposka
apxuBa HOJITUCH
OpraHu3aluu

(muHas
TTOJIITUCH)

narta
[Ipumeyanue.

B ommcu gen nmocTostHHOToO XpaHCHHA rpaq)y 5 He 3amnOoJIHSIOT.

®dopmar A4 (210X297)
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