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IIpuka3 Munuctpa KyJbTypsl 1 ciopta Pecnnydsimku Kazaxcran ot 25 aBrycra 2023 roga

Ne 236

00 yrBepxkaenun IlpaBui 10KyMEeHTHPOBAaHHUSA, YIIPABJICHHUS JOKYMEHTAallUeH 1
HCIOJIb30BAHMS CHCTEM 3JIEKTPOHHOI'0 JOKYMEHT0000pPOTA B IrOCY/AapCTBEHHBIX H

HETrOCYyAapCTBCHHBIX OPraHu3alusax

B coorBercTBuM ¢ noanyHkrom 247-1) nynkra 15 Ilonoxxenns o MUHUCTEPCTBE KYJIbTYpBI

u cnopra PecnyOnuku Kazaxcran, yTBepkIeHHOro mnoctaHoBieHueMm IIpaBurenscTBa

Pecniyonuku Kaszaxcran ot 23 centa0ps 2014 rona Ne 1003 IIPUKA3BIBAIO:

1. YtBepauth npuiaraemeie [IpaBuna JOKyMEHTUPOBAHUS, YIPABICHUS JOKyMEHTAIEeH U

HCIIOJIBb30BaHUA CHUCTEM

AJIEKTPOHHOTO

HETroCyJIapCTBEHHBIX OpraHU3alusX.
2. KomuteTy apxuBOB, JOKYMEHTAallUd WU KHIKHOTO Jeja MMHHCTEpPCTBA KyJIbTYpbl U
cnoprta Peciybnuku Kazaxcran B ycTaHOBJIEHHOM 3aKOHOAATEIBCTBOM MOPSAKE 00E€CIICUUTh:
1) rocynapCTBEHHYIO PErHMCTpAllMI0 HACTOSIIEro IpHKa3a B MHUHHCTEPCTBE FOCTHIIMU

Pecny6nuku Kazaxcran;

JIOKyMEHTO000pOTa

ToCyJapCTBCHHBIX n

2) B TeueHHE Tpex pabouyuX JIHEH MOoCie ero BBEACHUS B ACHCTBHE pa3MELIEHHE HACTOSILErO
IpUKa3a Ha UHTEpHEeT-pecypce MUHUCTEPCTBA KyIbTyphl U criopta PecriyOnuku Kasaxcran;

3) B TeueHHe Tpex pabdouyMX JHEW IOCIEe MCIOIHEHUS MEpONPUATUH, MPETyCMOTPEHHBIX
HACTOSIILIUM IyHKTOM, IPEJCTaBJICHHE B JlemapTaMeHT ropuauyeckoi ciykObl MuHHCTEpcTBa
KyJIbTYpHI U criopta PecriyOmuku Kazaxcran cBeneHuil 00 UCTIONTHEHUH MEPOIPUSTHIA.

3. KoHTpoab 3a MCIOJHEHHEM HACTOSIIErO INpHKa3a BO3JIOKHUTH HAa KypPUPYIOLIETO BHIIE-
MUHHUCTpa KyJbTypbl U criopta PecriyOnuku KazaxcraH.

4. Hacrosmuii npuka3 BBOJUTCSA B ACUCTBHE MO MCTEUEHUM AECIATH KaJCHIApPHBIX ITHEU
MOCJIE JTHS €r0 MePBOro 0QUIUATEHOTO OMYOIUKOBAHMUS.

MuHuCTP KYJbTYPHI U CIOPTA

Pecnyoauku Kazaxcran

«COT'JIACOBAH»
MuHuCTEPCTBO
uH(popManun

u O6H.ICCTBGHHOI‘O pPa3BUTHUA

Pecnyommku Kazaxcran
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«COI''TACOBAH»
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Pecniy6nuku Kazaxcran
«COI''TACOBAH»
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Pecny6ommku Kazaxcran

«COT'JIACOBAH»
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Pecny6mnku Kazaxcran

«COI''TACOBAH»
MuHuCTEPCTBO
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Pecniy6nuku Kazaxcran
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A. Opanos
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«COT'JIACOBAH»
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OXpaHbI
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«COT'JIACOBAH»
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«COT'JIACOBAH»
MuHHCTEPCTBO YKOJIOTUH,
T€O0JIOTHH U IPUPOIHBIX
pecypcoB

Pecniy6nuku Kazaxcran
«COI''TACOBAH»
MuHHCTEPCTBO HAYKU

U BBICILIETO 00pa30BaHUS
Pecniy6nuku Kazaxcran
«COI''TACOBAH»
ATEHTCTBO 1O 3aUIUTE U
Pa3BUTHIO

KOHKypeH1uu PecryOnuku
Kazaxcran
«COT'JIACOBAH»
ArenrtctBo PecnyOmnuku
Kazaxcran

M0 PETyJIUPOBAHUIO U
Pa3BUTHIO

(UHAHCOBOTO PHIHKA
«COT'JIACOBAH»
Apxus [Ipe3nnenta
Pecniy6nuku Kazaxcran
«COT'JIACOBAH»
Koncrutyunonnsiii Cyn
Pecny6mmku Kazaxcran

«COI''TACOBAH»
VYupasnenue nenamu [Ipesunnenra
Pecrry6nuku Kazaxcran
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IJIAHUPOBAHUIO U pedhopMam
Pecriy6nuku Kazaxcran

«COTI'JTACOBAH»
ArenrtctBo Pecniy6nuku Kazaxcran
10 MPOTUBOJEHCTBUIO KOPPYIILIUN

«COI'JTACOBAH»

PI'Y «HamuonaneHEbIH OaHK
Pecrry6nuku Kazaxcran»
«COI'JTACOBAH»

Amnmnapat Briciero Cyne6noro
Cogera Pecniy6nmku Kazaxcran
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«COT'JIACOBAH»
ArentctBo PecryOnmku
Kazaxcran

1o GUHAHCOBOMY
MOHHTOPHHTY

[Ipunoxxenue k npukasy
MuHUCTp KyJIbTYpBI U CIIOpTa
Pecniy6nuku Kazaxcran

ot 25 aBrycrta 2023 roga Ne 236

Tnasa 1. Obwue nonooicernus
Inasa 2. Ilopsdok 0oKymMeHmuposanusi, 0020mMoeKU U 0QhopMAeHUS OOKYMEHMOB
Hapacpadgh 1. [lopsaook 0okymenmuposanus u mpebosanus K 0opmieHuto 00KYMEeHmoes
Hapaepag 2. [lopsiook oghopmnenus pekeu3umos 00OKYMeHma
Hapacpagh 3. [loocomoska u ohopmienue npuxasos
Hapaecpag 4. [lopsiook nod2omosku u 0ghopmaenus npomoxoa
Hapacpagh 5. [lopsdok nodecomosku u ochopmaenus akma
Hapaecpag 6. [lopsiook nod2omosku u oghopmienus cnpasku
Hapazpadh 7. [lopsaodok noocomosxu u oghopmienus nucoma
IThasa 3. Ilopsodox ynpasienus OoKyMeHmayuel, opeanusayus _00KyMeHmoobopoma 6
20CY0aAPCMEEHHbIX U He20CYOapCMEEeHHbIX 0P2AHUZAUUSIX
Hapacpagh 1. Ilopsook 0bpabomku 6x00suux OOKYMEHNMOs
Hapacpadgh 2. [lopsaook obpabomru ucxooauux 0OKYMeHmos
Hapacpagh 3. [lopsook npoxosrcoerus 6HYmMpeHHUX OOKYMEHMO8
Hapacpagh 4. [lopsadok pecucmpayui OOKYMEHMO8
Hapazcpagh 5. [lopsdok ucnonvszosanus 1eKmMpoHHOU YU@GPosol noonucu
Hapazcpad 6. Obecneuenue ungdopmayuonnou besonacrnocmu CIJ
Hapacpagh 7. [lopsi0ok konmpois ucCnoanenus OOKYMEHMos
Hapacpagh 8. [lopsadok yuema u xpanenus neyametl, Wmamnos u O1aHKos
Hapacpagh 9. Ilopsook cocmasnenus HOMEHKAAmMYpbl 0el, QOPpMUPOBAHUS U XPAHEHUS 0l
Hapacpadgh 10. [lopsdok ochopmnerus nomenxiamypul oe
Hapacpagh 11. Ilopsook chopmuposanus oen
Hapacpagh 12. [lopsaook ochopmnenus oen
Hapacpagh 13. [lopsdok onepamusnoco Xxpanerus OOKYMEHMO8
Iapaecpagh 14. Ilopsiook nepedaqu 0en 6 apxue opeanu3ayuu
Ipunoorcenue 1.
Ipunooicenue 2.
Ipunoorcenue 3.
Ilpunoorcenue 4.
Ipunoowcenue 5.
Ipunooicenue 6.
Ipunoorcenue 7.
Ipunooicenue 8.
Ipunoorcenue 9.
Ipunoocenue 10.
Ipunoorcenue 11.
Ipunoocenue 12.
Ipunoorcenue 13.
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Ipunoocenue 14.
Ipunoorcenue 15.
Ipunoocenue 16.
Ipunoorcenue 17.
Ipunoocenue 18.
Ipunoorcenue 19.
Ipunoocenue 20.
Ipunoorcenue 21.
Ipunoocenue 22.
Ipunoorcenue 23.
Ipunoocenue 24.
Ipunoorcenue 25.
Ipunoocenue 26.
Ipunoorcenue 27.
Ipunoocenue 28.
Ipunoorcenue 29.
Ipunoocenue 30.
Ipunoorcenue 31.
Ipunoocenue 32.
Ipunoowcenue 33.

IIpaBuia
AOKYMEHTHPOBAHUS, YIIPABJICHUSA JOKYMEHTALMEH U UCII0JIb30BAHUSA CUCTEM
3JIEKTPOHHOI'0 JOKYMEHT0000PO0TA B roCy/IapCTBEHHbIX U HEroCyAapCTBEHHbIX
OpraHu3anuax

I'masa 1. O01He MoJI0KeHU T

1. Hacrosmue IlpaBuna  JOKYMEHTHUPOBAHMS, YIPABICHUA  JOKyMEHTaUWMed U
UCMOJIb30BaHUSI  CHCTEM  3JEKTPOHHOTO  JIOKYMEHTOOOOpOoTa B  TOCYJApCTBEHHBIX U
HEroCyJlapCTBEHHbIX  opraHmzanusx (nanee — I[lpaBuima) ycTaHaBIMBAaKIOT — MOPSJIOK
JOKYMEHTUPOBAHUs, YNPABICHUS JTOKYMEHTAllMEW M HCIOJIb30BAHMUS CHUCTEM 3IJIEKTPOHHOIO
JOKYMEHTOO0OpOTa B TOCYJAapCTBEHHBIX M HErOCYJApCTBEHHBIX OpraHu3anusax (najiee —
OpraHu3alVN).

2. OpranHuzanus, BeJEHHE U COBEpPUICHCTBOBAHWE CHCTEMbl JIOKYMEHTAIIHOHHOTO
oOecrieyeHHs YIpaBlIeHUs, METOAMYECKOE PYKOBOACTBO U KOHTPOJb 32 COOJIIOJCHHEM
YCTaHOBJIEHHOT'O YIOJHOMOYEHHBIM OPTaHOM B c(epe apXHBHOTO Jiela U JTIOKyMEHTAllHOHHOTO
obecrnieueHus ynpasieHus (J1anee — yIOJTHOMOYEHHBIN OpraH) mopsaka padoThl C JOKYMEHTaMHU
B OpraHM3alli OCYLIECTBIAIOTCS CTPYKTYPHBIM MOJpa3/ieieHHeM, MpeaHa3HauYeHHBIM s
peanu3anuu 3a1a4 U QyHKIHA MO JOKYMEHTAIIMOHHOMY OOECIEUeHHUIO0 yIpaBlieHus (manee —
cayxk6a J1I0Y). Benenne cekpeTHOTO M HECEKPETHOTO JIETOMPOU3BOJICTBA OCYIIECTBISETCS B
Pa3HbIX CTPYKTYPHBIX MOJIpa3ICICHUSX.

3. B opranuzamuu, B KOTOpPOW ITaTHBIM paclucaHUEM He mpexycMoTpeHa ciyxoOa [0V,
yIpaBJieHUE JOKYMEHTAIMEN BO31araeTcs Ha JOKHOCTHOE JIULIO.

4. JHeuictBue IlpaBuin He pacnpocTpaHsieTcsl Ha JOKYMEHTBI, COJIepXkallue CBEIACHUS,
COCTaBJISAIOLIME rOCyIapCcTBEHHBIE cekpeThl Pecrrybmku KazaxcraH.

PaboTel 10 cO3MaHMIO 3aKPBITBIX KIIIOYEH 3JIEKTPOHHOW HHM(poBOd moanucu (TOpsIoK
BBIPA0OTKH, PETUCTpPAIlMH, BBIAAYU, XPAHEHUS, YHUYTOXKCHHS) IS HOPUIUYECCKUX JIHII,
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TOCYJApCTBEHHBIX OPraHOB MJIM JIOJDKHOCTHBIX JIMIl, TIOPSIIOK OOECIEUYeHUs] pexuMa
CEKPETHOCTH U COXPAHHOCTU 3JIEKTPOHHBIX JOKYMEHTOB M 3aKpBITBIX KIIIOUEH 3JIEKTPOHHOMH
U(ppPOBON TOINKCH, COACPIKAIIMX CBEACHHS, COCTABJIAIONIME TOCYAapCTBEHHBIE CEKPETHI,
ONpeseNAoTC B IOpPsJKE, YCTAaHOBIEHHOM 3akoHojaTenbcTBOM PecmyOmuku Kazaxcran o
rOCYJapCTBEHHBIX CeKpeTax H pabore co ciayxeOHOW HMHPOpPMALUe OrpaHUuYeHHOTO
pacrpoCTpaHEeHHUS.

[Topsimox  pabGoOTBl  TOCYJApCTBEHHBIX OPraHOB C  AJIEKTPOHHBIMH  JTOKYMEHTaMHU
OTPaHUYEHHOT'O PACIPOCTPAHEHUS € MOMETKOHN «/[1s ciry’>keOHOro NmoJb30BaHUA» ONpPENENsIeTCs
nocradoBieHusMH IlpaBurenscrBa Pecnyonuku Kaszaxcran ot 14 centsaops 2004 roga Ne 965
«O HEKOTOpBIX Mepax Mo oOecreueHHr0 HHPOPMALMOHHOM Oe3omacHocTH B PecmyOiunke
Kazaxcran» u ot 24 utonsa 2022 roga Ne 429 «O06 ytBepxaenuu [IpaBun oTHeceHUs CBEICHUM K
ci1y>ke0HON MH(OpMaIK OrPaHUYEHHOTO PACIIPOCTPAHEHUS U pabOTHI C HEil.

Oco0eHHOCTH TOKYMEHTHPOBAHHUS, YIIPABICHHS JOKYMEHTAIIUEH 1 MCIIOJIb30BAHMS CHCTEMBI
3JIEKTPOHHOTO JOKYMEHTO000POTa B CIEUAIBHBIX IOCYIAapCTBEHHBIX OpPraHax OINpeNeNsioTcs
UX PYKOBOJIUTEIISIMU.

5. B nacrosiux ITpaBriax ucnonb3yroTcs Caeayonue MO TUs:

1) abG3am — yacTh TEKCTa, MPEACTABIISIONIAs COOOM CMBICIIOBOE E€IWHCTBO, BBIJEIsEMAast
OTCTYIIOM B IIE€PBOM CTPOKE M Ha4yMHAIOLIascs CO CTPOYHOM OyKBbI, Kpome mepBoro abzaia
4acTH, KOTOPBIH HAYMHAETCS C 3arjaBHON OyKBBI (a03allbl 3aKaHYMBAIOTCS TOYKOW C 3arsTon
(KpoMme IepBOro U MocieIHero ad3areB 4acTH);

2) 3ammra O00BEKTOB wWH(pOpMaTH3aMKM — peaym3arys KOMIUIGKCA IPABOBBIX,
OpPraHU3alMOHHBIX M TEXHUYECKUX MEPOIPUITUH, HAlpaBIEHHBIX Ha COXPAaHHOCTb OOBEKTOB
nH(pOopMaTU3aIKK, MPEOTBPAIICHUE HETPABOMEPHOTO U (MJIM) HEMPEIHAMEPEHHOTO JOCTYIa U
(unu) BO3/IEUCTBUA HA HUX;

3) cpenctBo kpunrorpaguueckoi 3amuTel nHQopmanuu (nainee — CK3U) — nporpammHuoe
o0ecrieyeHHe WJIM  allapaTHO-NPOrpaMMHBIM  KOMIUIEKC, pealu3ylolliue  aJrOpUTMbI
KpunTorpauueckux MpeoOdpa3oBaHUN, TreHepalnio, (OPMUPOBAHUE, paclpeiesieHue Wiu
yIpaBJIeHUe KIIoYaMH HIHPPOBAHUS;

4) HOoCcUTENb KIHOYEBOM MHGOpMAIUU — CHEUAIM3UPOBAHHBIA HOCUTENb, B KOTOPOM JUIS
3alIUTHl XPaHAIMMXCA 3aKPbITHIX KIIOUEH 3JIEKTPOHHON LU(POBOM MOANUCH HCHOIB3YIOTCS
CK3H1, wumeromue cepTudUKAT COOTBETCTBUS TpeOOBaHMSIM HAIMOHAJIBHOTO CTaHJapTa
Pecy6nukn Kaszaxcran 1073-2007 «CpenctBa Kpunrorpapuueckoi 3aiuThl MH(DOpMAIUH.
OO6mue TexHnyeckue TpedoBanus» (3 ypoBeHb);

5) yAocTOBepsIOIMI LIEHTP TOCyJapcTBeHHbIX opraHoB PecmyOnuku Kazaxcran (manee —
VII T'O) - yaocroBepsoOmHA IEHTP, OOCTY>KUBAIONIUNH TOCYJApCTBEHHBIE OpTaHBI,
JOJDKHOCTHBIX JIMII TOCYAApCTBEHHBIX OpPraHOB B HMH(OPMAIMOHHBIX CHCTEMax M HWHBIX
rOCy/IapCTBEHHBIX HMH(POPMAIIMOHHBIX pecypcax TIOCyJapCTBEHHBIX OpraHoB PecmyOnuku
Kazaxcrang;

6) HaIMOHAJIBHBIN yAOCTOBepstomuid 1eHTp Pecnyonuku Kazaxctan — yaocToBepsIOmuniA
LEHTpP, MPEIOCTABIISIONINI CpeACTBa 3JEKTPOHHOM HU(PPOBON MOANUCH U PETUCTPALMOHHBIE
CBUJETENbCTBA (U3MUECKUM WM IOPUAWYECKUM JHIAM JUIsi (GOPMHUPOBAHUS BJIEKTPOHHBIX
JIOKYMEHTOB B F'OCY/IapCTBEHHBIX U HETOCYAaPCTBEHHBIX MH()OPMAIIMOHHBIX CUCTEMAX;

7) oTmyck JoKyMeHTa (TMChMa) — DK3EMIUISIP UCXOSIIETO TIOKYMEHTA, OCTAIOIIUICS B JIeIie
OpraHM3alM1-aBTOPA;

8) OnaHK JOKyMeHTa — HabOp PEKBU3WUTOB, MIACHTHUQHUIMPYIOMIUX aBTOpa O(UIHATBHOTO
JIOKYMEHTA;

9) MerajaHHbBle — CTPYKTYpPHUPOBAaHHBIE JIJaHHBIE, ONUCBIBAIOLINE KOHTEKCT, COIEpKaHUE U
CTPYKTYPY 3JEKTPOHHOTO JOKYMEHTa, MpelHa3HaueHHbIE U €ro UACHTU(UKALMN U TIOUCKA, a
TaKXe MPOLECChI YIPABICHUS Ha MPOTSKEHUHU BCETO )KU3HEHHOTO IIUKIIA JOKYMEHTa;
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10) HOpMaTHBHO-cpaBouyHast wuH(popmamuss — uHbopMmamus  (KiIaccu(UKATOpPHI,
CIPAaBOYHHUKH, NIEPEUYHU U UHBIE), OCHOBAaHHAsl HA HOPMATHBHbBIX JIOKYMEHTAaX W HCIOJb3yeMas
JUISL OTIPENICJICHUS Pa3IMYHBIX XapaKTEPUCTHK JIOKYMEHTA;

11) xnaccuduxarop «KoppecnnoOHAEHTb» HOPMAaTUBHO-CIIPABOYHOM HHpopManmuu —
nepeveHb TOCYAapCTBEHHBIX OPraHOB U OpraHu3anui, yaactHuko CO/1;

12) opunmanbHblii JOKYMEHT — JOKYMEHT, CO3JIaHHBIN IOPUINYECKUM, JTOJIKHOCTHBIM HIIU
¢usuueckn JUIOM, O(GOPMIICHHBIE ¥  yIOCTOBEPEHHBIH B TMOpPAIKE, YCTAaHOBICHHOM
3akoHoJaTenbcTBOM PecriyOnuku Kaszaxcran;

13) Bnazenen perucTpaioHHOTO CBUICTENILCTBA — (PU3NYECKOE HITH IOPUMUECKOE JIUII0, Ha
UMsI KOTOPOT'O BBIJAHO PETHMCTPALlMOHHOE CBHUETENILCTBO, IPABOMEPHO BIIAJCIONIEE 3aKPHITHIM
KJIIOYOM, COOTBETCTBYIOIIMM OTKPBITOMY KIIOYY, YKa3aHHOMY B  PETUCTPAIlHOHHOM
CBU/IETEJIbCTBE;

14) snexTpoHHbIe HH(OPMAIIMOHHBIE PECYPCHl — JTAaHHBIE B AJIEKTPOHHO-IU(POBOI Popme,
cojJiepaKallecs Ha 3JeKTPOHHOM HOCHUTENE U B 00beKTax HH(POpMATU3aLUH;

15) nadopmarnmonHas cucremMa 3IeKTpoHHOTO apxuBa (nanee — MC DA) — opraHu3aiimoHHO
yHOPsIOUEHHAs COBOKYITHOCTb MHGOPMALMOHHO-KOMMYHHKALIMOHHBIX TEXHOJIOTHH,
00CITyKUBAIOILIETO MEPCOHANAa U TEXHUYECKOW JOKYMEHTAIMH, PEAJTU3YIOLIMX OIpeAeICHHbIE
TEXHOJIOTUYECKHUE  JCHUCTBUS  MOCPEACTBOM  HMH()POPMALMOHHOIO  B3aUMOJAEHCTBHS U
NpeIHa3HAYSHHBIX JJISl PEHICHUS] KOHKPETHBIX (DYHKIIMOHAIBHBIX 3a/1a4 B cepe apXUBHOTO e
U JIOKyMEHTAllMOHHOTO 00ecrieueH sl yIpaBiIeHUs;

16) 5eKTPOHHBINA HOCUTENh — MaTePUANIbHBIA HOCUTEIb, MPEIHA3HAYCHHBIN IS XpaHEHUS
UHpOpPMAaLMU B JIEKTPOHHON (QopMe, a TakKe 3alMCH WM €€ BOCIHPOM3BEIECHUS C IOMOIIbIO
TEXHUYECKHUX CPEJICTB;

17) ygactHuk COJ] — ¢pusnveckoe WM IOPUIUYECKOE JTUIO, TOCYJApCTBEHHbIM OpraH Wiu
JIOJDKHOCTHOE JIMIIO0, YYacTBYIOIIME B TIpolieccax cbopa, oOpaOOTKHM, XpaHEHHs, Iepeayd,
MOKCKA U paclpOCTPaHEHHs SJIEKTPOHHBIX IOKYMEHTOB;

18) BNEeKTpPOHHBIA JOKYMEHT — JOKYMEHT, B KOTOPOM HH(oOpMamus IpeacTaBieHa B
AIIEKTPOHHO-IIM(PPOBON (opMe M yAOCTOBEpPEHA IOCPEACTBOM HIIEKTPOHHON IU(POBOH
TIOJTITHCH;

19) S7eKTpOHHBIM JTOKYMEHTOOOOPOT — OOMEH 3JEKTPOHHBIMU JOKYMEHTAMHU MEXIY
rOCyJTapCTBEHHBIMH OpraHaMH, (PU3HMUECKUMH U IOPUIHUECKUMHE JIHIIAMU;

20) Lentp Enunoii cucteMsl 31eKTPOHHOTO AoKyMeHTooOopoTa (manee — Llentp EC3/10) —
nojacuctemMa, oOecneuMBarollas — PETUCTPALMI0  YYaCTHUKOB ~ CHCTEM  DJIEKTPOHHOTO
JIOKYMEHTOO0OpOTa, CHHXPOHM3ALMIO HOPMAaTHBHO-CIIPABOYHON HWHpOpManuu U OOMeH
3JIEKTPOHHBIMM JOKYMEHTaMU Mex 1y ydacTHUKaMu CO/I;

21) cucrema DBIEKTPOHHOTO JOKYMEHTOOOOpOTa — CHCTeMa OOMEHa 3JIEKTPOHHBIMU
JOKYMEHTaMH, OTHOIIICHUSI MEXKITy YIaCTHUKAMH KOTOPOH perynmpyroTcs: 3akoHoM PecrryOnmkm
Kazaxcran «OO0 3J€KTPOHHOM JOKYMEHTE M 3JIEKTPOHHOW HM(POBOH MOAMHCH» U WHBIMU
HOPMaTUBHBIMHU ITpaBoBbIMU akTaMu PecnyOnuku Kazaxcran (ganee — CO/1);

22) nuahopMalMOHHBIN MAKET JIEKTPOHHBIX JOKYMEHTOB (J1e1) — HHPOPMAIIMOHHBI O0BEKT
ONpENEeNIEHHOW  CTPYKTYpbI,  TlepelaBaeMblii  TI0  CETEeBBIM  KOMMYHHKAIMSIM WA
TEJIEKOMMYHHUKAIMAM KaK €JMHOE 11eJ10€;

23) nneKkTpoHHas KOMHS JIOKYMEHTa — JIOKYMEHT, MOJHOCTHIO BOCIPOM3BOJSIINN BHI U
uHpOpMaLKIO (IaHHBIE) MOJUTMHHOTO JOKYMEHTA B 3JIEKTPOHHO-IIM(POBOii hopwme;

24) OyMaxcHasi KONUSI AJIEKTPOHHOTO JOKYMEHTa — JOKYMEHT Ha OyMa)KHOM HOCHTEIE,
MOJIyYeHHBIH IOCPEJCTBOM BbIBOJA HH(POPMALUHU (JAHHBIX PEKBU3UTOB) M3 AIIEKTPOHHOTO
NO/UIMHHUKA, UMEIOIIMH  IOJIHOCTBIO  BOCHPOU3BOAAILIYI0 HH(POPMALUIO  IOJIMHHOTIO
AJIEKTPOHHOTO JIOKYMEHTA, YAOCTOBEPEHHOT'O AJIEKTPOHHOM HU(POBOM MOAMKUCHIO, CO3JAaHHOM €
UCIMOJIb30BAHUEM 3aKPBITOTO KJIIOYa IEKTPOHHOM LM(POBOI MOANUCH, U BCE €r0 PEKBU3UTHI
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WIA 4YacTh MX, M 3aBEPEHHBIA JHMIIOM, OOJIAAAIONIMM TOJHOMOYHMSIMU Ha 3aBEpeHHE JAHHOTO
JIOKYMEHTa;

25) NOAJMHHUK 3JIEKTPOHHOIO JOKYMEHTa — JIOKyMEHT, YJOCTOBEPEHHBIN (IOJIMCaHHbIN)
JNEKTPOHHOW IUGPPOBON MOANMMCHIO, CO3JAHHOM C UCIOJB30BAaHUMEM 3aKPBITOTO KIIOYa
AJIEKTPOHHON HU(POBOM MOAIHMCH, CPOPMUPOBAHHBIM M3HAYATLHO B (opmare 3JIEeKTPOHHOTO
JIOKYMEHTa U He UMEIoLUi OyMa>KHOTO UCXOAHOTO MOITMHHUKA;

26) dopMmaT MEKTPOHHOTO TOKYMEHTa — CTPYKTYpa COACPKATESIBbHON YaCTH 3JEKTPOHHOTO
COO0O0ILIeHHs1, HA OCHOBE KOTOPOT0 COPMUPOBAH AIEKTPOHHBIN JTOKYMEHT;

27) SneKTpOHHAs PETUCTPAIOHHAsT KOHTPOJIbHAS KapTOYKa — SJIEKTPOHHBIA JOKYMEHT C
YYETHBIMH JAaHHBIMU O IOKYMEHTE 10 YCTaHOBJICHHON opMe, PUKCUPYIOLIEH ero peKBU3UTHL;

28) cpencTBa SIEKTPOHHOW MHM(POBOM MOANMUCH — COBOKYIHOCTH TIPOTPAMMHBIX H
TEXHUUYECKUX CPEJCTB, MCIOIb3YEMbIX UIS CO3MAaHUS U MPOBEPKH MOIJIMHHOCTH SJIEKTPOHHOU
1u(POBOY TIOJIITUCH;

29) 7IIeKTPOHHOE JEJI0 — CAMOCTOATEIbHAS €AMHULIA XPAHEHUS IEKTPOHHBIX TOKYMEHTOB U
UX METAJaHHbIX, JIOTHYECKA 00BETMHEHHBIX B IPOLIECCE arperarum.

I'nasa 2. [lopsinok J1OKyMEHTHPOBAHHS, NOATOTOBKH M 0()OPMJICHUSI JOKYMEHTOB

IHaparpad 1. Ilopsiaok JOKyMeHTHPOBAHHS U TPeOOBAHNS K 0OPMIICHHIO JOKYMEHTOB

6. S3pikoM pabOTBI M JEJIONPOU3BOJCTBA T'OCYJAPCTBEHHBIX OPIraHOB, OpraHMU3alUi U
OpraHOB MECTHOTO caMoyIipaBieHus Pecny6nuku Kasaxcran sBisieTcsl rocy1apCTBEHHBIN SI3BIK,
HapaBHE ¢ Ka3aXCKUM OQUIHATIBHO YIOTPEOISIeTCs pyCCKUN SA3bIK.

B pabGore HerocymapCTBEHHBIX OpTraHH3alldid HCIOJB3YIOTCS Ka3aXCKUW H, TpHU
HEOOXOJIMMOCTH, UHBIE SI3bIKH.

7. JJokyMeHTBI Ha OyMa)XHOM HOCHUTEJIE COCTAaBJISIOTCS Ha OEJIBIX YHCTHIX JIMCTaX Oymaru
dopmatoB A4 (210 x 297 munnumetpoB (manee — mm), AS (148 x 210 MM) ¥ UMEIOT TOJS HE
MeHee:

1) neBoe momne — 20 MM;

2) npasoe nojie — 10 mm;

3) BepxHee nose —10 Mmm;

4) Huxnee none — 10 M.

Jlnist IBYCTOpPOHHETO neyaTaHus 000pOTHAs CTOPOHA JIUCTA IOKYMEHTA:

1) neBoe mosie — 10 mm;

2) mpaBoe nojie — 20 Mm;

3) BepxHee nosie — 10 mm;

4) umxHee mone — 10 M.

AHaJOrMYHO COCTABIISIFOTCS IOKYMEHTHI B 3JIEKTPOHHOM (opMmarte.

8. Ilpu odopmieHun JAOKyMEHTa Ha OyMaXHOM HOCHTEJNE MCIONIb3YIOTCS OJaHKH
JOKyMEHTOB. PexBM3uThI Ha ONaHKax JOKYMEHTOB pacIoJIaraloTCsi B ONPEIACICHHOU
MIOCJIEZIOBATEIBHOCTH B COOTBETCTBMM CO CXEMOW DACIONIOXKEHHUS] PEKBU3UTOB JOKYMEHTA
corimacHo mnpuwioxkeHuto | k HacrosmmMm IlpaBunam. brnanku n0KyMeHTOB Ha OyMakKHOM
HOCHUTEJIE U JIEKTPOHHbIE A0JOHBI OJIAHKOB WICHTUYHBI [0 COCTaBY PEKBH3HUTOB, MOPSAKY HX
pacrosoXKeHus, rapHUTypaM mpudra.

DNeKTpoHHbIe MAOJOHBI OJAHKOB JIOKYMEHTOB 3alllMIIEHbl OT HECAHKIIMOHMPOBAHHBIX
U3MEHEHUM.

9. B opranu3zanuy npuMeHsIIOTCS CIeAYIoNe OJIaHKN TOKYMEHTOB:
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1) OmaHk nHcbMa OpraHu3anuud 1Mo (opMe COTIACHO HPUIOKEHUIO 2 K HACTOSIIUM
[IpaBunawm;

2) 6;maHK KOHKPETHOTO BUJIa JOKYMEHTA OpraHu3anuy o (opMe COriacHO NPUIIOKEHHUIO 3 K
HactosauuM [IpaBunam;

3) oOmmii OmaHK opraHuzanud 1O (opMe COrJIacHO NPHIOKEHUI0O 4 K HACTOSIINM
[IpaBunam.

OOmuwmii 6y1aHK OpTaHU3aAIMH UCTIOIB3YETCs ISl U3TOTOBIICHUS JIFOOBIX BUAOB JTOKYMEHTOB.

10. bmanku JOKYMEHTOB Ha OyMa)XHOM HOCHUTENIE H3rOTaBIMBAIOTCS TUMOTrPadCKUM
CHocOOOM ¢ TIOMOIIBIO CPEJCTB ONEpPaTHBHON monurpaduu MIX BOCHPOU3BOIATCS B
3IEKTPOHHOM (hopMaTe HEMOCPEICTBEHHO MPU COCTABICHUH JOKYMEHTA.

11. Bymaxxnele OJaHKH JOKYMEHTOB TOCYJAapCTBEHHBIX OpPraHM3alUil ¢ H300pa)kKeHHEM
['ocynapctBennoro ['epba PecnyOnmkm Kazaxcran mnoanexar ydery, A 4ero B IMPaBOM
HIDKHEM YTy KaXIOro OK3eMIUlsipa OJaHKa JOKyMEHTa THIOTpapCKUM CIOCOOOM HITH
HYyMepaTOpOM IPOCTABIISIIOTCS €r0 HOMEp, a MPU HEOOXOIUMOCTH Cepus. DNEKTPOHHBIE OJaHKU
y4eTy He MOJJIexKar.

12. brianku JOKYMEHTOB HCIIOJB3YHOTCSI CTPOrO MO HAa3HAYEHUIO M HE MEPearoTCsl MHBIM
OpraHM3alUsAM WK JIMLaM 0€3 COOTBETCTBYIOILIEH PE30II0LUN PYKOBOICTBA OPraHU3aI|H.

[Ipn nmepemaue Onanka B JKypHane ydera W BbIaYU T€YaTHO-OJAHOYHOW MPOTYKIIUU
YKa3bIBaeTCsl KOMY U KOTJIa BblJIaH OJIaHK.

13. JlokyMeHThl Ha OyMa)XHOM HOCHTENE COCTaBISIOTCS C HUCIOJIb30BAHUEM IITAMIIA,
BOCIPOM3BOSAIIEI0 HAUMEHOBAHNWE OpPraHU3allMM, IyTEM IPOCTAaBJIEHUS €r0 OTTUCKA B JIEBOM
BEpPXHEM yIi1y 06e3 HCMOIb30BaHUs OJlaHKa OPraHU3aIMK [IPU HATUYHUU CIIETYIOIINX PEKBU3UTOB:

1) odunmanbHOE HAMMEHOBAHUE OpTaHU3aIH, U3AaBIIEH TOKYMEHT, JINOO OTTUCK IITaMIa,
BOCIIPOM3BOSIIET0 HAMMEHOBAHHE OpPraHU3allMM, W3JaBIIEH JTOKYMEHT, IyTeM INPOCTaBIECHUS
€ro B JIEBOM BEpPXHEM YTIIIY;

2) HaMMEHOBaHUE BU/IA JIOKYMEHTA, 32 UCKITIOUEHHEM UCbMa;

3) naTa 1OKyMEHTa,

4) perucTpalliOHHBIA HOMEP (MHIEKC) TOKYMEHTA;

5) HaMEeHOBaHUE JOJKHOCTHU JIMIIA, MOJIMCABIIEr0 JOKYMEHT, MOJANUCh U paciiudpoBka
HOJIHCH;

6) OTTUCK IeYaTd OpraHu3allld, €CiIU JaHHOE IOPUAMYECKOE JIMII0 B COOTBETCTBUM C
3akoHoJaTenbcTBOM PecryOnnku Kasaxctan umeer neuyatb.

14. BHyTpeHHuUE JOKyYMEHThl Ha  OyMaXHOM  HOCHUTeNle, 3a  HUCKJIIOYEHHEM
pacropsaUTeNbHbBIX, COCTABISIOTCS Ha OEJBIX JHCTaX OyMaru.

15. He nomyckaetcst opopmieHue Ha 0JTHOM OJIaHKe JTOKYMEHTA Ha JIBYX B 00JIee S3bIKaX.

JIOKyMEHT Ha Ka3aXxCKOM SI3bIK€ M CO3/1aBa€MbIi ayTEHTHYHBIA JOKYMEHT Ha PyCCKOM HIIH
MHOM $I3bIKE, a TaK)Ke Ha JBYX U OoJiee A3bIKaxX MeyaTaroTCsl KaKIbli Ha OTIENbHBIX OJlaHKax
(OTeNbHBIX JIUCTaX) U OhOPMIISIOTCS €AMHBIMUA PEKBU3UTAMHU.

JIOKyMEHTBI Ha pa3HBIX S3bIKaX OGOPMIIIOTCS AyTEHTHYHO JAPYT JPYry, KOTOPBIM
NPUCBAUBAIOTCS €MHbIE UCXOASAIINE PEKBUUTHI.

JIuCcThI TOKYMEHTOB Ha OyMakHOM HocuTese (0JTaHKOB M TIPHIJIOKEHUN K HUM) HYMEPYIOTCS
CKBO3HOW HyMepanuell B BepxHeHd uacTM jauMcra Mo ueHTpy. llpm sTomM Hymepanus
MPOCTABJIAETCS CO 2 JIUCTA C MOPSIAKOBOIO HOMEPA «2».

ITaparpa¢ 2. llopsaaok ogopMiIeHUs] PEKBH3HUTOB JOKYMEHTA
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16. T'ocynapctBennbiii ['epd PecyOnuku Kazaxcran m3o0Opakaercss Ha OJIaHKe JTOKyMEHTa
roCyJJapCTBEHHON OpraHM3allii B COOTBETCTBUU C 3aKOHoAaTenbcTBoM PecnyOnuku Kaszaxcran
0 rocyapCTBEHHBIX cuMBoJiax Pecryonuku Kasaxcran.

17. DmbOnema, JOroTUN WJIM TOBApPHBIM 3HAK (3HAK OOCITYXKMBAHHUS) BOCIIPOU3BOASTCS Ha
0JIaHKE B COOTBETCTBUU C YUPEAUTEIbHBIMU JOKYMEHTAMU OpraHU3alUHU.

DOMOmema, JTJOTOTHUIT WJIM TOBApHBIN 3HAK (3HAK OOCITY»KHMBaHMsI) HE pa3MEIIAOTCs Ha OlaHKe
¢ n3obpaxxenueM ['ocynapcreennoro I'ep6a Pecrryonuku Kazaxcran.

18. HaumeHoBaHue opranuzanuu (B TOM yucie (Guianana, IpeJCTaBUTEIbCTBA) BKIOYAET B
ceOsi Ha3BaHME B COOTBETCTBUM C YUPEAUTEIbHBIMM JIOKYMEHTAMHM C YKa3aHHEM Ha
OpraHU3alMOHHO-IIPABOBYIO (hopMYy.

CoxkpallleHHOe HaMMEHOBAaHUE OpraHM3alMM (B TOM 4uCie (puinana, MpelcTaBUTEIbCTBA)
IOPUBOAUTCS B TOM Clly4ae, KOIJa OHO 3aKpeIUIEHO B YYPEIUTENBHBIX JOKYMEHTax U
pasmeraercs B CKOOKax HIKE IMOJIHOTO HAUMEHOBAHHUS.

IIpu odopmieHHH COBMECTHOIO JIOKYMEHTa, pa3pabOTaHHOTO JByMsl U 0oJjiee paBHBIMU
OpraHu3alisIMA, HAUMEHOBAHMS OPTraHM3ALMI pacloiaraloTcs B aJ(paBUTHOM TOPSIKE
HAaMMEHOBAHMM OpraHU3alui.

[Ipu odopmieHHH COBMECTHOTO JIOKyMEHTa, pa3paboTaHHOro JAByMsi u Ooiee
OpraHu3alUsIMH, HAUMEHOBAHHUS PACIOJIaraloTcsi B COOTBETCTBUU C HEpapXueil opraHu3anui.

Ha coBmecTHOM JOKyMEHTE Ha OyMa)XKHOM HOCHTENE OTTHUCKM TII€4aTeld CTaBsATCS
OpraHu3alUsIMH, KOTOpbIE B COOTBETCTBUU ¢ I'paknanckuM kojekcoM Pecny6nuku Kaszaxcran
UMEIOT I1€YaTh.

19. HaumeHOBaHUE CTPYKTYPHOI'O MOJpPAa3/eleHUsl yKa3blBaeTCsl B Clydasx, KOTJa OHO
ABJIIETCS. aBTOPOM JJOKYMEHTA U pacIiojiaraeTcs HUKe HAMMEHOBAHUS OpraHU3aliH.

20. HaumeHoBaHMe BHUJA JIOKyMEHTa I€4aTaeTcs NPOMUCHBIMU OyKBaMH MOIYXKHPHBIM
upudrom.

21. [Jlaroil noKyMeHTa SIBJISIeTCS JaTa €ro MoAmucaHus (yTBEpP)KICHMs) MM COOBITHS,
3a()MKCHPOBAHHOTO B IOKYMEHTE.

Jlata JTOKyMEHTa MpOCTaBISEeTCAd JOJDKHOCTHBIM  JIMIIOM, TOAINUCHIBAIOIIMM  WIN
YTBEPKAAIOIMIUM TOKYMEHT. /{11 371eKTpPOHHOT0 JOKYMEHTO000POTa JOMYCKAETCs POCTAaBIIEHNE
JIaThl CUCTEMO MM BPYUYHYIO YIIOJHOMOYEHHBIM JIULIOM.

CrnyxeOHble OTMETKH Ha JOKYMEHTE, CBS3aHHBIE C €ro NPOXOXKJIECHHUEM U HCIOJIHEHHEM
(03HAKOMJICHHEM) BHYTPU OpPTraHU3aIMH, JaTUPYIOTCS U TOMHUCHIBAIOTCS.

Jlata nokymeHTa opopmiisieTcs:

1) B mpaBOBBIX aKkTaX, MPOTOKOJIAX, OAHKOBCKUX, (PMHAHCOBBIX, OyXTaJTEPCKUX TOKYMEHTaxX
U JIOKyMEHTaX, 3aTParvBaloNIMX NpaBa W HHTEPECHl (DU3MUECKUX W FOPUIUYECKUX JIHII,
CJIOBECHO-LIU(POBBIM CIIOCOOOM — JIeHb Mecsilia M Toja odopMistioTces apabckumu nudpamu,
MecsI — MPOIHUCHIO;

2) B MHBIE JOKyMEHTaX — IU(POBBIM CIIOCOOOM JIeHb Mecslla W MEeCALl JByMs IapaMu
apaOckux Hudp, pa3aeIeHHbIMU TOYKOM, FOJl — YETHIPbMS apaOCKUMU [UPPaMU.

22. PeructpanMOHHBII HOMEp (MHAEKC) [OKYMEHTa COCTOMT U3 HHJIEKca Jena I0
HOMEHKJIaType JeJl OpraHu3alud, TIOpPSIKOBOIO HOMEpa JOKYMEHTa B PErucTpalMoHHO-
KOHTpoJbHON ¢opme (nanee — PK®). [lo ycMoTpeHHI0 OpraHu3alvyd B PEruCTpPAllMOHHBIN
HOMeEp (MHJIEKC) BKIIFOYAIOTCS JIOMOJHUTEIbHbIE 3JIEMEHTHI.

Perucrpanuonnslii HoMmep (MHAEKC) JOKYMEHTAa, COCTAaBICHHOIO JByMsS U Ooisee
OpraHM3alUsIMH, COCTOUT U3 PErHCTPAllMOHHOTO HOMepa (MHAEKCa) KaXIo M3 JTHX
OpraHu3alii, IPOCTABIIIEMOT0 Yepe3 KOCYI0 YepTy B MOPSIIKE yKa3aHHs aBTOPOB B JJOKYMEHTE.

He nomyckaercs ocTaBieHME pPE3EPBHBIX PErMCTPALMOHHBIX HOMEPOB (MHAEKCOB)
JIOKYMEHTOB.

B cucreme 31eKTpOHHOTO JOKYMEHTOO0O0pOTA I0IYCKAeTCs BEACHNE CKBO3HOM HyMepaliH.
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23. B uH(pOpMaIIMOHHON aHATUTHYECKON cUCTeMe «DIEKTPOHHBIE 0OpaIleHus» TPUCBOCHNE
PEruCTpallMOHHOIO HOMepa (MHAEKca) oOpallleHHs M, COOOLICHHsAM, 3arpocaM, OTKIMKaM H
IPEJJIOKEHUSAM JIUL] TEHEPUPYETCS. aBTOMAaTUYECKU U COCTOUT U3 OYKBEHHOI'O MHJEKCA, a TAaKKe
YHHMKaQJIBHOIO HOMEpa, BKJIKOYAOLIEro I0J PEerucTpalud U CKBO3HOW MOPAIKOBBIH HOMEp W3
BOCbMH 3HAKOB.

IIpu nepenanpaBieHun OOpalEHUH, COOOLIEHMH, 3aIPOCOB, OTKIMKOB M MPEATIOKEHUN
MEXJly TOCYAapCTBEHHBIMM M HETOCYAApCTBEHHBIMHM OpPraHM3aLUsMH, a TAK)KE HaIpaBJICHUU
OTBETA 3asBUTEJI0 PEIUCTPALMOHHBIA HOMED (MHICKC) JOKYMEHTa HE MEHSETCS.

[Ipu odopmieHnrn oTBeTa 3asgBUTENIO, a TaKXKE CIUCAaHMM JOKyMEHTAa B apXuB B
JJIEKTPOHHOW ~ PErUCTPAllMOHHONM  KOHTPOJBHOM  KapTO4YKe JOKYMEHTa aBTOMAaTHYECKU
dbopmupyeTcst KOJ HOMEHKIATYPHOTO JIejia, BKIFOYAOITU:

MH/IEKC OpraHu3alluy B €JMHOM cUCTeMe OpraHu3aluii;

UHJIEKC CTPYKTYPHOTO MOAPA3/IeIeHNs OpraHU3aluy;

MH/IEKC HOMEHKJIATypHOro Jeja HO OOpalleHHsM, COOOLIEHHsM, 3almpocaM, OTKIMKaM M
IIPEJI0KEHUSAM JIULL.

24. B cchuike Ha pEerucTpallMOHHBI HOMep (MHAEKC) M JaTy BXOJALIEro JOKyMEHTa
YKa3bIBalOTCS PETUCTPALIMOHHBIA HOMEp U JlaTa IOKyMEHTa, Ha KOTOPbIM 1aeTCsl OTBET.

25. MecTo cocTaBJIeHUS MU U3/1aHUS IOKYMEHTA YKa3bIBA€TCSl B COOTBETCTBUM C IPUHATHIM
a/IMUHUCTPATHBHO-TEPPUTOPHUAIBHBIM JICJICHHEM W BKIIOYAeT B ce€0S TOJIBKO OOIICTIPUHSTHIC
COKpAILEHUSL.

Mecto cocTaBieHHS WM H3JaHUS JIOKYMEHTa OQOpMISieTcs B COOTBETCTBHH C
HalMEHOBAHMEM HACEJIEHHOTO IyHKTA, SIBJIAIOLIETOCS MECTOHAXOXKJICHHEM OpraHu3alud —
aBTOpa JIOKyMEHTA.

26. JIOKYMEHTBl aJIpecyloT OpraHu3alusM, HUX CTPYKTYpHBIM IIOJpPA3AEICHUSM,
JOJIKHOCTHBIM UM (PU3UYECKUM JIUIAM.

PexBu3utr «Anpecat» odopmisieTcss CTpOYHBIMM OyKBaMH, IOJYKUPHBIM HIPU(PTOM.
HanmeHnoBanue opranusanuu, €€ CTPYKTYPHOIO IOAPA3JIENCHUs MHIIETCS B MMEHUTEIbHOM
najiexe, J0JDKHOCTh, (haMuIus JIM1a, KOTOPOMY aJJpecOBaH JIOKYMEHT, — B IaTeJIbHOM HaJIexKe.

[Ipn appecoBaHMM JOKyMEHTa PYKOBOAMTEIIO OpPraHU3allMd €€ HAUMEHOBAaHUE BXOJUT B
COCTaB HAMMEHOBAHMSI IOJDKHOCTH aJipecara.

IIpu anpecoBaHuu AOKyMeHTa (PU3UYECKOMY JIMIYy YKa3bIBAlOTCS HWHHUIMATI UMEHH H
(bamuus mosydaTenis, €ro HOYTOBBIH aapec.

[Ipu nepenuicke BHYTpH OpraHU3allMy JOMYCKAaeTCsd yKa3aHUE B JIaTEIbHOM Ma/IekKe TOJIBKO
MHHIIMATa UMEHHU U (aMUIIMU JOJKHOCTHOTO JIMLIA.

Ecnu nokyMeHT agpecyercsi B HECKOJIBKO OpraHHU3allfil, OHU YKa3bIBalOTCS 0000IEHHO.

Ha oanom pokymente odopmisiercs He Oonee ueTwipex anapecaroB. [Ipu Oombiiem
KOJIMUECTBE aJIpecaToB COCTaBISIETCS CIHCOK (peecTp) pacchUlku JjgokymeHTa. CroBa
«Opurnnam» u «Konus» B peKBU3HUTE «AZlpecaT» HE UCIIOJIb3YIOTCS.

[Ipn HampaBieHUM JOKYMEHTa HEMOCTOSHHBIM aJipecaTaM B COCTaB PEKBU3MTa «ApecaT»
BKJIIOYAETCS] TMOYTOBBIN ajpec, KOTOPbI 0(OopMIISIETCS] MCIIOJHUTENEM. DJIEMEHTHI ITOYTOBOTO
aJpeca YKas3bplBalOTCS B TIOCJIEIOBAaTEJIbBHOCTH B COOTBETCTBMM € 3akoHOM PecryOmuku
Kazaxcran «O nourey.

27. 3aroioBOK K TEKCTy IOKYMEHTa O(GOpMIISIeTCS MOJMY>KUPHBIM LIPUPTOM OT TIpaHULIBI
JIEBOTO MOJIsl IOKYMEHTa 0e3 MepeHoca CIOB U COJIEPKUT He Ooiiee 35 3HAKOB B KaXKA0H CTpPOKe.
B nokymeHTe mpu BeiauuuHE 3arojoBka Oosiee 5 CTpPOK JoIyckaercss opopmileHHe 3arojoBKa
IocepeIMHE JOKYMEHTa. Touka B KOHIIE 3ar0JIOBKa HE CTaBUTCH.

3aroJoBOK K TEKCTy AOKyMEHTa (hOpMYJIHPYETCs B COOTBETCTBUM C HaMMEHOBAaHUEM BHJA
JIOKYMEHTA U €T0 COAECPKAHUEM.
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3arojoBOK K TEKCTy AOKyMmMeHTa MmeHee 10 cTpok, a Takke odopmieHHOMY Ha OaHke
dbopmara A5 He cocTaBiIseTCs.

28. i NOKyMEHTOB Ha OyMa)KHOM HOCHTENE OTTHCK I€4aTH OpraHU3alMy 3aBepseT
HOJUIMHHOCTh TOJANUCH JOJKHOCTHOIO JIMIa Ha JOoKyMeHTe. OTTHCK Ie4aTd OpraHu3aluu
IIPOCTABJISIETCS  I1OCJIE HAUMEHOBAHMSA JODKHOCTH JIMIA, IIOANKCABIIETO JIOKYMEHT, HeE
3axBaTbIBasl €ro JINYHYIO OJIHCh.

JlanHoe TpeOOBaHME HE NPUMEHSETCSs K OpraHu3alusM, KOTOpPbIE B COOTBETCTBUH C
['paxxnanckuM kozaekcom Pecriy6nuku Ka3axcran He HMEIOT 1e4arts.

29. Tekcr noKymMeHTa 0(OpMIIAETCS B BHJIE AaHKETHI, TUarpaMMbl, TaOJIHIIbI, CBA3HOTO TEKCTa
WIN COYETaHUs YKa3aHHBIX (popM.

30. B ciiyuae, eciii JOKYMEHT COJAEPKUT IIYHKTHI, TO IIYHKTHI B IOKYMEHTE paclojararoTcs B
JIOTMYECKON IOCIIE0BATEIbHOCTH, C YYETOM XPOHOJIOTUM 3TAllOB pelIeHus Bompoca. biuskue
[0 COJEPKAHUIO IMYHKThl 3HAUYUTEIBHBIX IO O0BEMY JOKYMEHTOB OOBEAMHSIIOTCSI B IJIaBBl,
HECKOJIBKO I'JIaB — B pa3ziesbl, pa3aeibl — B yacTU. B Oonbiinx mo o0beMy I1aBax BbIIENIAIOTCS
naparpadsl, B pa3aenax — MoIpasaeibl.

ITyHKTBI MOTYT OBITH MOAApa3/EICHbI Ha MOAMYHKTbI. BHYTpH MMyHKTOB U MOJMYHKTOB MOTYT
OBITh 4aCTH, BbIJENIIEMbIE a03allaMHU.

ITynktsl, maparpadsl, IJaBbl, HOAPA3Jebl, pa3liesbl U 4YacTH JOKYMEHTOB HYyMEpYIOTCS
apabckumu 1udpamMu ¢ TOUYKOH ciieayromuM obpasom: 1., 2., 3. u naree.

Homepa mnoamyHKTOB B MmyHKTax oOoO3HauaroTcss apaOCkumu LudpamMu co CKOOKOM
cnenyrommm obpasom: 1), 2), 3) u garnee.

Hymepauuss myHKTOB, TJaB W pa3fefioB SBISETCS CKBO3HOM, IOJIIMYHKTOB B IYHKTE,
naparpados B IJ1aBe, OJpa3AesioB B pa3Jieie — CaMOCTOSITETbHOM.

He nonyckaercs o6o3HaueHue ab3aueB AedrcaMu UM HHBIMU 3HAKaMH.

31. TekcT nmoxkyMmMeHTa mevyaTaeTcsl Ha MUINYIIEH MAaIIMHKE Yepe3 IMOJITOpa MEXCTPOUHBIX
MHTEpBaJIa WIK MPHU MOMOIIM YCTPOWCTB KOMIBIOTEpHON TeXHUKU pasmepoM Ne 14 mpudra
Times New Roman (Taiimc Hpto Poman) nnmn Arial dyepe3 ouH MeXCTpOouHbIH MHTEepBaid. B
OTIENBHBIX ClydasiX, a Takke Mpu O(GOpMIEHUH TabIul, NPUIOKEHUH, OTMETKH 00
UCIIOJIHUTENIEe, MPUMEUYaHUN JOIMYyCKAeTCsl W3MEHEHUE pa3MepoB LIpUPTa M MEKCTPOYHOTO
MHTEpBaa.

[Ipu odopmiieHnn NOKYMEHTa Ha JBYX W 00Jiee JIUCTaX BTOPOW M TOCIEAYIOIIHE JIMCTHI
HyMepytoTcs. Homepa mpocTasisitorcst apaOckuMu nudpamMu B cepeiiHe BEpXHEro MOJs JHcTa
0e3 3HaKOB IIPENUHAHUS.

B oTmeTke O HanmMuuMM TPUIIOKEHUS, HA3BAHHOIO B TEKCTE JOKYMEHTA, YKa3bIBAaIOTCS
KOJIMYECTBO JIUCTOB, SK3EMILIAPOB, S3bIK HCIOIHEHUs. B OTMETKE 0 Haau4uu MPHIIOKEHHUs, HEe
HA3BaHHOT'O B TEKCTE JOKYMEHTA, JONOJHUTEIBHO YKa3blBa€TCA €r0 HaMEHOBAHHE, a TaKKe
Opy HAJIWYUM JaTa U pEerucTpalvoHHbIi HoMmep (uHuekc). Ilpu Hammuumm AByx u Oomee
NPUIOKEHUH OHM HyMepyroTcs. [l 3JeKTPOHHOTO JTIOKyMEHTO00OpOTa yKa3aHue KOJIWYeCcTBa
9K3EMILISIPOB HE TpeOyeTcs.

Ecnu npuiiosxeHust K TOKYMEHTY COpOIIIOPOBAHBI, YKa3bIBAETCS KOJIMYECTBO IK3EMILISPOB.

Ecnu x goKyMeHTy mpuiaraeTcsi MHOW JIOKYMEHT, MUMEIOLIUN MPHUIIOKEHUE, B OTMETKE O
HAJIMYUU TPUITI0KEHUS YKa3bIBAIOTCS PEKBU3UTHI 3TOTO JOKYMEHTA U 0011iee KOJIMYECTBO JIUCTOB.
Hanpuwmep, «IIpunoxenne: nucbMo MuHucTepcTBa KyiabTyphl U criopta PecnyOnuku Kazaxcran
ot 15 oxts0pst 2014 roga Ne 3-5/151 u npusnokeHne K HEMy, BCEro Ha 7 JUCTax, Ha Ka3aXCKOM
A3BIKEY.

Ecin nmpunoxeHue HampasisieTcss HE BCEM ajapecaTaM, YKa3aHHBIM B JIOKYMEHTE, TO B
OTMETKE O €ro HAJIMYMH YKa3bIBAETCs KAKOMY aJjpecaTy HaIllpaBIIseTCsl IPUIIOKEHHE.

[Ipu Hanmuuuu OOJBIIOTO KOJIMYECTBA NPUIIOKEHUH YKa3bIBaeTCs o0OIee KOJIMYECTBO
nuctoB. Hanpumep, «lIpunoxenue Ha 52 nucrax.».
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32. [loamuck 1OKyMeHTa Ha OyMa)KHOM HOCHTEJE BKIIIOYAET:

1) HauMeHOBaHME [JOJDKHOCTH JIMIA, HOAMNMCABLIEr0 JOKYMEHT, OQUIHMAIbHOE
HaMMEHOBAHUE CTPYKTYPHOTO MOJPA3/ACICHUS UM OpraHu3auy (€Ciiu JOKYMEHT 0(OpMIIeH He
Ha OJIaHKe);

2) TMYHYIO TOJMHCH U paciiupOBKY MOANUCH (MHULIAAT UMEHH U (haMUIIHS).

JIOKyMEHT MOAINUCHIBAETCS CBETOCTOMKMMM 4epHHMiIamMu. He nomyckaercss mojamucaHue
NOJUTMHHHUKA IOKYMEHTA IPOCTAaBICHUEM (paKCHUMMUIIE.

IIpaBo moanucu JOKYMEHTOB OpraHU3allMy ONpPEEIIeTCs] B COOTBETCTBUM € | paskaaHCKUM
konekcoM  PecnyOnmukm — KazaxcraH,  y4YpeiWTENbHBIMH — JOKYMEHTaMH  OpTaHU3aIH,
pacropsaUTEIbHBIME  JOKYMEHTAMH  PYKOBOJUTENS  OpPraHM3alud O  JEJIErupOBaHHUU
MOJIHOMOYMI WM JOBEPEHHOCTSMU Ha BBINOJIHEHHE OINpEAENEHHBIX NEHCTBUH OT HMEHU
OpraHu3aluy.

DNEeKTPOHHBIA JOKYMEHT YAOCTOBEPSETCS SJICKTPOHHON HM(POBOM MOIIKCHIO JIHIIA,
00J1aJaro1ero NOJHOMOYMSMY Ha MOANUCAHNE ITaHHOTO JTIOKYMEHTA.

Otnyck nokyMmMeHTa (MKMCbMa) MOJUIEKUT noxanucaHuto. He pomyckaercst 3aMeHa OTIycka
JIOKyMeHTa (IucbMa) Konuen JokyMeHTa. [Ipu noanucanuu 1oKyMeHTa AByMs U Oosiee JTuliamMu
PaBHBIX JOJDKHOCTEH HX MOAMMCH PACIONIaraloTcsi B ajl(paBUTHOM MOPSAAKE OQHUIMATBHBIX
HalMEHOBAHUN OpraHU3alMi WK CTPYKTYPHBIX MOApa3AeICHUMN.

[Ipy noamMcaHuu MAOKyMEHTa HECKOJIbKMMHU JIOJDKHOCTHBIMH JIMIAMU MX TOJIUCH
pacriojlaratotcsi OfHa MOJ ApPYyrol B COOTBETCTBUM C YyObIBaHHEM CIyXeOHOW Hepapxuu
JOJKHOCTEMN.

B nokymeHTe, cocTaBlIeHHOM KOMMCCHEH, yKa3bIBAalOTCSI HE HAaMMEHOBAaHUS JOJDKHOCTEH
JINLI, TOANKCHIBABIIMX JOKYMEHT, a UX 00513aHHOCTU B COCTaBE KOMUCCHH.

JIOKyMEHTBI KOJUIETHAJIbHBIX OPraHOB OpraHu3alMu (KOJUJIETHH, COBETOB, MAaCIMXaToB,
IIpaBJIEHUH ) MOAMKMCHIBAIOTCA MIpeiceaTeNIeM U ceKpeTapeM (IIpeiceaaTeabCTBYIOMIUM U JIHUIIOM,
IPOBOJUBIINM 3aIUCh). [IpOTOKOIIBI anmapaTHbIX (ONepaTUBHBIX) COBEIAHUI OpraHu3aluu 1 ee
CTPYKTYPHBIX [TO/Ipa3/ieJIeHui OMUCHIBAIOTCS MPEACEAATENbCTBYIOIIUM JIUIIOM.

Ecin noMmKHOCTHOE JIMIO, TMOANKMCH KOTOPOrO 3aroTOBIEHA HAa IMPOEKTE JOKYMEHTa,
OTCYTCTBYET, TO JOKYMEHT IMOMJEXKHUT TMepeoOpMIIEHHUI0O Ha JIMIO, HUCIOJHSIOLIEE €ro
o0si3anHOCTH. He nomyckaeTcst moJmnucadue JOKyMEHTa ¢ MPeJIOroM «3a» WM MPOCTAaBICHUEM
KOCOM 4epThl Nepe/i HAMMEHOBAaHUEM JIOJIKHOCTH.

33. CornacoBaHue HpoekTa JOKyMeHTa o(hopMIISeTcss BU30i Ha TOKyMeHTe (BHYTpEHHEe
corjlacoBaHue) WIM TpUPOM COIJAaCOBaHMS (BHEIIHEE COIIACOBAaHUE WM COIJIACOBAaHHUE C
KOHCYJIbTaTUBHO-COBEIATEIbHBIMA U OOIIECTBEHHBIMM ~ OpraHamMu opraHusauuu). s
JJIEKTPOHHOTO JOKYMEHTa COTJIaCOBAHME MPOUCXOAMUT IMOCPEACTBOM 3JIEKTPOHHOM HUpPOBOM
MOJIUCH.

[Ipu BHYTpEeHHEM COIJIACOBaHUM JOKYMEHTHI BU3HPYIOTCS UCIIOJHUTENEM (OTBETCTBEHHBIM
UCIIOJIHUTENIEM), PYKOBOAMTENEM €ro  MOJAPAa3JelICHUs, WHBIMU  3aMHTEPECOBAHHBIMU
JOJIKHOCTHBIMU JIMLIAMU, 3aMECTUTENIEM PYKOBOIUTENSI OpraHNU3alluu COTJIacHO paclpeieseHUI0
00s13aHHOCTEH.

Bu3el npocTaBistoTCcsl Ha 3K3eMIUISIpax JOKYMEHTOB Ha OyMa)XHOM HOCHTENE, OCTAIOLIUXCS
B OpraHu3allid, Ha JIMLEBOM CTOPOHE HMXKE NoAnucH. IIpoekTel pacnopsAUTEIbHBIX
JOKYMEHTOB BM3HUPYIOTCS Ha IMepBOM Jk3eMIuisipe. [lomyckaercs BH3UMpOBaHHE IPOEKTOB
pacropsaUTENbHBIX JOKYMEHTOB Ha OOOPOTHON CTOPOHE MOCIETHETO JIHCTA.

Buza BrmrogaeT B ceOsi MOMNMUCH BU3UPYIONIETO, AaTy, pacmiu(poBKY MOAMUCH (MHHUITHAI
UMEHH, (paMuiInio), HaUMEHOBAaHUE JOJDKHOCTU BHU3MPYIOILIETo. 3aMeuyaHus, 0coOble MHEHUS U
JIOTIOJIHEHHUS K TPOEKTY JOKYMEHTa O(QOPMIIAIOTCS Ha OTHEIBHOM JIUCTE, O YE€M B IIPOEKTE
JIOKYMEHTa CTaBUTCSI COOTBETCTBYIOLIAs] OTMETKA.
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Buemnee cornacoBanue JOKyMeHTa O(OpMIISIETCS CTPOYHBIMH OyKBamMH TpUpOM
COIJIACOBAHUs, KOTOPBIM pacronaraercsi B IEBOM HUXKHEM YIJIy IOCJIEAHEro JMCTa JOKyMEHTa U
coctout u3 ciioBa «CoriacoBano», («CoriiacoBany), a TaKk)ke HAaMMEHOBAHUS JTOJKHOCTH JIMIIA, C
KOTOPBIM COIJIACOBBIBAE€TCSA JOKYMEHT (BKJIOYas HAWMEHOBAaHUE OpraHU3allM), JHUYHOH
HOJIKCH U €€ paciu(pOBKH (MHULIMAT UMEHH U (paMUJIHST), 1aThl COTJIACOBAHUSI.

IIpu cormacoBaHuu AOKyMEHTa JByMs M 0OoJjee JMLIaMU PaBHBIX JOJDKHOCTEH TIpUdbI
COTJIACOBAHUS PACIIONIAralOTCd HAa OJHOM YpOBHE B ai(aBUTHOM MOPSAKE O(PHIMATbHBIX
HalMEHOBaHUU opraHuzauuid. Ilpum cormacoBaHMM JOKyMEHTa HECKOJIBKMMM JOJKHOCTHBIMHU
JUIaMU TPUQBI COTJIACOBAHUS PACIOIAralOTCS B COOTBETCTBUM C YOBIBAHHUEM CIyXKeOHOMU
UepapXuM JOHKHOCTEH.

Ecnu cornacoBanme oCymiecTBIsieTCS TUCHMOM, TPOTOKOJIOM MIJIM MHBIM JOKYMEHTOM, TO B
rpude corigacoBaHMs yKa3bIBalOTCA BUJ JOKYMEHTa B TBOPHUTEIBHOM Iafie’Ke, HAUMEHOBaHUE
OpraHu3aly B POJAUTEIHHOM MaZeKe, JaTa 1 HoMep (MHACKC) JOKyMEHTA.

BHeninee corinacoBaHue JOKyMEHTa ¢ HECKOJIBKMMM OpraHU3aLUsAMU O(OpMIISIETCS IMCTOM
coriacoBaHus 1o (opme corIacHO IPHIIIOKEHUIO 5 K HactosmmM [IpaBumam.

CornacoBaHue NMpoekTa JOKYMEHTa B 3JIEKTPOHHOM (opmate ocyuiectsisercs B CO/] nubo
1o KaHanaM HH(popManoHHbIX cucteMm (manee — MC).

ITpu Hannuuu B opranuzanuu CO/] coryiacoBanue NpoeKTOB T0KYMEHTOB OCYILECTBIISETCS B
ABTOMATH3UPOBAHHOM pPEKUME ITOCPEICTBOM HAIMpPaBJICHUS TNPOEKTOB JOKYMEHTOB JIUIIAM,
Ha3HAUYEHHBIM B KaU€CTBE COIIACYIOIUX, U 0(OpMIIEHUs pe3ybTaToB cornacoBanus B CO/I.

[Tocne 3aBepreHUst MPOIETYpPHl COTIACOBaHUs (IIPU CO3/IaHUM TOMJIMHHAKA JOKYMEHTa Ha
OyMa)xHOM HOCHTENE) JIUCT CcorjlacoBaHus pacreuarbiBaercs u3 COJl, npukianeiBaeTcs K
NPOEKTY JOKYMEHTAa M MPEICTABISETCS Ha TOANMHUCH PYKOBOJHUTENIO OpraHM3alud (MHOMY
YIOJHOMOYEHHOMY JIUILY).

CornacoBanne BHYTPEHHHX JOKYMEHTOB, CO3JIaHHE, XpPaHEHHE M HCIIOJIb30BAaHHE KOTOPBIX
ocymecTBisitorcs nocpeactsom CO/I, mpoBoaurcs B CO/l B 31€KTPOHHOM BUJIE.

[Ipu cormacoBaHWW TPOEKTOB BHYTPEHHUX JOKYMEHTOB, CO3JaHHBIX Ha OyMa)KHOM
HOCHUTEIIe, BU3bl POCTABIIAIOTCS HEMOCPEACTBEHHO Ha MpoekTe foKkymenTa — MC.

34. I'pud yTBEep>KIEHUS TOKYMEHTA PaclojiaraeTcsi B MPaBOM BEPXHEM YTy MEPBOTO JIUCTA
JOKYMEHTa ¥ 0(OpMIIETCS CTPOUHBIMU OYKBaMHU.

[Ipu yTBepkIEeHUM JOKyMEHTa KOHKPETHBIM JOJDKHOCTHBIM JIMIIOM TPH(} YTBEPKICHHUS
COCTOUT M3 CIENYIOIIUX 3JIEMEHTOB: CIIOBO «YTBepxkaawo» (0e3 KaBblUeK), HaMMEHOBAaHUE
JOJDKHOCTH, TIOAITUCH, pacI(pOBKa ITOANMCH U JaTa YTBEPKICHUSI.

IIpu yTBepkIeHHM TOKyMEHTa JBYyMs M 0Oojee JHMIIaMU pPaBHBIX JOJDKHOCTEH TIpUQBI
YTBEP)KICHHSI PAcCIojiaraloTcsi Ha OJHOM YpOBHE B al(aBUTHOM TOPSIKE HaUMEHOBAaHHMA
OpraHu3aIuu.

[Tpu yTBep>KACHNU TOKYMEHTA TIOCTAHOBJICHUEM, PEIICHHEM, IPUKA30M, TPOTOKOJIOM Tprd
YTBEP)KICHUSI COCTOMT U3  cloBa  «YTBepxkIeH»  («YTBEpXkKACHa», «YTBEPKICHO»,
«YTBEpXKACHBI»), BHIIA PACTIOPAIUTEIHLHOTO TOKYMEHTAa B TBOPHUTEIHHOM IMAIEkKe, €ro AaThl U
HOMEDA.

35. Pezomtonus pacronaraeTcsi B BEpXHEH 4acTH MEPBOro JIMCTA JOKYMEHTa Ha CBOOOJAHOM
OT TeKcTa MecTe. B cocTaB pe3osonuy BXOAAT HHUIMAT(bI) UMEHHU U (aMUITUsI(1) UCTIOTHUTEIS
(ucrionHUTENEH), CoAepKaHUe MOpy4eHUs (MOPYUYEHHI), CPOK HCIOJIHEHMs, MOJMUCH aBTOpa
PE30JIIOIHUH U J1aTa.

JomyckaeTcst oopMIIeHHE PE30JIIOLUN Ha OTJeNbHOM OnaHke ((uinke) ¢ ykazaHHEM 0]
MOJNKCHIO JIMIIA, HAJTOKUBILIETO PE30IIIOLNIO, BXOASAIIET0 PErUCTPAIIMIOHHOIO HOMepa (MHIeKca),
JIaThl MOCTYIJICHUS M OTMETKU O PEKBU3UTAX JOKYMEHTa, K KOTOPOMY OTHOCHUTCS PE30JIIOLHUA
(aBTOp, MCXOAALINIA HOMEp U JaTa JOKyMeHTa). [lopydeHus B BUe pE30JIOIHiA, HAallpaBIsieMble
B MHBIE OPTaHU3AINH, PETUCTPUPYIOTCS ciyk00it JIOY.
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Ha noxymenTax, He TpeOyIOIIUX JOMOJHUTEIbHBIX YKAa3aHUH MPEANUCHIBAEMBIX IEHCTBUN U
UMEIOLINX YCTAHOBJICHHBIE CPOKU HCIIOJMHEHHS, B PE3OJIOLUU YKA3bIBAIOTCS HCIOIHUTEb,
HOJIKUCH aBTOpa PE30JII0LUH, JaTa.

B cnywasx, korma mopyueHue gaercs ABYM U Ooliee JIHIlaM, OCHOBHBIM HCIIOJIHUTEIEM
ABJIAETCS JIMIIO, YKa3aHHOE B IOPYYEHHM IIE€PBBIM, €CIM HMHOE HE YCTAHOBJIEHO B CaMou
PE30ITIOLIHH.

36. OTmeTka O KOHTpOJIE 32 HCIIOJHEHHEM JOKyMEHTa O0O3HA4aeTcsi CJIOBaMHU HIIH
mramnamMu  «bakputayy, «bakbutayra anblHIbD» (0€3 KaBbIUEK) W IMPOCTABISIETCS B BEpXHEH
JIEBOM 4acTH MEPBOIO JIUCTA JOKYMEHTA 32 IIpe/ieJIaMi TEKCTOBOTO MOJIs.

37. Jna 3aBepeHUs COOTBETCTBUSI KOMHHM JOKYMEHTa IOJUIMHHUKY HUXKE PEKBU3HTA
«Ilognuce» mnpocraBisAlOTC 3aBepuTenbHas Haanuch «Komust BepHa» (0€3 KaBbIUEK),
HAUMEHOBAHME [IOJDKHOCTH JIMIIA, 3aBEPUBILIETO KOIUIO, JIMYHAs IMOANUCH, paciuudpoBKa
noanucy (MHUIUAT MMEHH W (paMuids) MOIMHMCABIIETO, OTTHCK IE€YaTH OpraHu3anuu (Tpu
HAJIMYUH), 1aTa 3aBEPEHUs.

38. BymaxkHas KomMsl 3JEKTPOHHOIO JOKYMEHTa 3aBEpsieTCsl C yKa3aHHEM Ha TO, 4TO
UCXOIHBIM JIOKYMEHTOM SIBJISIETCS DJEKTPOHHBIM JOKYMEHT M TOJY4YeH MOJIOKUTEIbHBIN
pe3yabTaT MPOLEAYpPhI MPOBEPKU AIIEKTPOHHON HU(PPOBOW IMOMMUCH JIUIA, yIOCTOBEPUBIIETO
ANIEKTPOHHBIA JOKYMEHT. J[7s 3aBepeHHs] KOMHMM SJIEKTPOHHOTO JIOKyMEHTa Ha OyMaKHOM
HOCHUTEJIC U HaHEeCEeHHsI MHPOPMAIIUH O pe3ysbTaTe MPOBEPKH IEKTPOHHOM H(pOBOil moamucu
UCIIONB3YEeTCS MTaMM (TpeyroiibHONM (Qopmbl) ¢ TeKCTOM «* * * DneKTpoHIBIK KY>KaTThIH
KelmipMeci Jaypbic.»  (ONpeneNieH TOJIOKUTENBHBIA — pe3ysbTaT MPOLEIyphl  IPOBEPKU
ANIEKTPOHHONW HM(POBOM MOANUCH) M YKa3zaHUEM TOJEH Uis KOJIWYEeCTBa JIUCTOB U IMOANKCU
3aBePAIOILETo JHIIA.

39. DnekTpoHHAas KOMUs JOKYMEHTA 3aBepseTCs:

1) ucnonHuTeNEM — B CIy4yae BIIOXKEHHS JIONOJHUTENBHBIX JOKYMEHTOB Ha OyMa)XHOM
HOCHTEJIE NIPU CO3/IaHUU IPOEKTA JIEKTPOHHOTO TI0KYMEHTA,

2) COTpYyIHHUKOM IOJpAa3JeNeHUs JOKYMEHTAllMOHHOTO 00€eCredyeHHs TrocyAapCTBEHHOTO
OopraHa — Ipu perucTpaluy JOKyMEHTa, TOCTYMHUBIIEr0 TOJIBKO Ha OyMaKHOM HOCHUTEJE.

[TonHoMouusiMu Ha 3aBepeHHe OyMa)kKHON KOIMHU 3JIEKTPOHHOIO JOKYMEHTA, CO3/IaHHOTO
nocpeactsoM COJ1, o0nagaroT COTPYIHUKH MOPA3/AEIeHUs JOKYMEHTAIIMOHHOTO 00ecreueHus
roCy/1apCTBEHHOT'O OpraHa U oIepaTopa MOYTHI.

BymarkHast Konus 3JIeKTPOHHOTO TOKYMEHTA COJICPHKHT:

1) TeKCT TOKyMEHTa;

2) ormeTky «Komust 3J€eKTpOHHOTO JOKYMEHTa» C OTPaKEHHEM pPe3yJIbTaTOB MPOLEILYpPbI
IIPOBEPKHU AJIEKTPOHHOHN LIU(PPOBOI MOAMMCH JIMIIA, YTOCTOBEPUBIIETO AIEKTPOHHBINA JOKYMEHT;

3) HauMeHoBaHUE UH(OPMAIIMOHHON CUCTEMBI, U3 KOTOPOW OH MOIYYEH;

4) naty co3maHusi OyMa)KHOW KOIWH;

5) mTaMi ¢ TeKCToM «* * * DIeKTpOHIBIK KYKaTThIH KellipMmeci Aypbic.» (omperencH
MOJIOKUTEIbHBIA  pe3yNIbTaT MPOLEAYpPhl MPOBEPKH AJIEKTPOHHOM LU(POBON MOAMKCH),
KOJIMYECTBO JIMCTOB U MOJIUCH 3aBEPUTEIIS.

40. OTmeTka 00 UCTIOJHUTENIE TOKYMEHTa BKIIIOUAET COKpaIieHHoe ciIoBo «Vcm.», mHumman
UMEHU U (aMHUIIHIO UCTIOTHUTEINS IOKyMEHTa, HOMep ero TenedoHa, B TOM YUCIie BHYTPEHHETO,
azpeca dAJIEKTPOHHOW MOYTHI (MPU HAIMYMK) W PACTOaraeTcs Ha JIMIIEBOM WIJIM OOOPOTHOM
CTOPOHE IOCJIEAHETO JIUCTA TJOKYMEHTA B JIEBOM HUKHEM YIIIy.

41. OtmeTka 00 UCTIOJIHEHHH TOKYMEHTa W HAIPABJICHHH €T0 B JIEJIO BKJIIOYAET CCHUIKY Ha
HOMEp U JaTy JIOKYMEHTa, CBUJAETEJIbCTBYIOIIYI0O 00 HCHOJIHEHUH (IIPU OTCYTCTBUU TAaKOTO
JIOKYMEHTa — KpaTKHUe CBEACHMsI 00 HCIOJIHEHUM), cioBa «B nemo», HOMep Jena, B KOTOPOM
OyZeT XpaHUTHCS TOKYMEHT.
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OTMeTka 00 MCTIOIHEHUH JOKYMEHTA U HAIPaBJICHUH €r0 B J€JI0 MPOCTABISAETCA HAa HIYKHEM
0JIe JINIEBOI CTOPOHBI MEPBOTO JIUCTA JOKYMEHTA, KOTOPbI MOAMKUCHIBACTCS UCIIOJIHUTEIEM C
yKa3aHUeM JaThl HallPaBJICHUS B JEJIO.

42. UnentuduxaTopoM 3JIEKTPOHHONW KONMUHU JOKyMEHTa Ha OyMa)KHOM HOCHTENE SIBISETCS
OTMeTKa (KOJIOHTHUTYI), COZep)Kallas Ha3BaHHE M BEPCHIO MPOTPAMMHOIO 0OecredeHusi, Mpu
MOMOIIM KOTOPOTO CO3[aH JOKYMEHT, MPOCTaBlisieMas Ha JIHUIEBOM CTOPOHE Ka)XJOro JIKCTa
JOKYMEHTA.

43. OTMeTKa O MOCTYIUICHUH JIOKYMEHTa B OpraHU3aIUI0 MPOCTABISETCS B MPABOM HUKHEM
YTy JIMLIEBOM CTOPOHBI MIEPBOTO JMCTA JOKYMEHTA U COJACPKHUT MOPSIKOBBII HOMEP BXOSIIETO
JIOKYMEHTa U J1aTy MOCTYIUIeHHs (IIPH HEOOXOIUMOCTH — YacChl U MUHYTHI).

44. DneKTpOHHBINA JOKYMEHT COCTOUT U3 JIBYX YacTEl: COJIEPIKaTENbHON U PEKBU3UTHOM.

CopepxarenpHasi 4acTh DJIEKTPOHHOTO JOKYMEHTa COCTOUT M3 OJHOTO WJIM HECKOJIbKUX
¢aitioB B cienyrommx popMarax:

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

2) RTF, DOCX — TekcToBbIi (opMaT;

3) XLS, XLSX — tabauunsiii hopmar;

4) PPT, PPTX — npe3eHranuu;

5) RAR, ZIP — apxuBupoBaHHbIii (hopMmar.

CopepxarenpHasi 4acTh MpoeKToB akToB IIpesmaentra Pecryomukm Kazaxcran B CDOJ]
dbopmupyercs Toabko B popmare PDF.

ConeprxaTenbHast 4acTh JIEKTPOHHOTO JIOKYMEHTA UMEET CIIEIYIONINE PEKBU3HTHI:

1) opunransHOE HAMMEHOBAHKUE OpTraHU3AIUU OTIIPABUTEIIS;

2) cnopaBouHble JaHHBIE 00 opraHu3anuu (IOpUIUYECKUN anapec, TenedoH, dakc,
AJIEKTPOHHBIN apec opraHu3aluu (Ipu HaIUIUH);

3) HauMEeHOBaHNE BUJA IOKYMEHTA;

4) cchUIKY Ha peTUCTPAIlMOHHBIA HOMEP U JIaTy BXOJSALIETO JOKYMEHTA;

5) MECTO COCTaBJICHUS WM M3/IaHUS JIOKYMEHTA,

6) anpecar;

7) rpud yTBEpKACHUS JOKYMEHTA (MPU HATUYHH);

8) 3aroJ0BOK K TEKCTY (TPU HATUYHH);

9) TeKCT NOKyMEHTa;

10) otmeTKy 00 ucnonHutene (pamuivs, THUIMATB UMEHU U Tene(oH UCTOIHHUTENs) (B
opraHax HalnMOHaNBHOW Oe3omacHocTH PecnyOmmkm KazaxcraH yKasbIBalOTCS WHHIUAIBI U
Tesie()OH UCTIOTHUTENSA);

11) aneKTpoHHYI0 HU(PPOBYIO MOIHUCH.

PexBHU3HUTHAs 4YacTh 3JEKTPOHHOTO JOKYMEHTa (HOPMHUpPYETCS MOCPEICTBOM COCTaBJICHUS
JJIEKTPOHHOW pErucTpalioHHOM KOHTposbHOM KapTouku (nmanee — OPKK), B kotopoii
UCTIOJIBb3YIOTCS CIEAYIOIINE PEKBU3HTHI:

1) HanMeHOBaHWE BHJIA TOKYMEHTA,

2) perucTpalvoOHHbII HOMEp JOKYMEHTA;

3) uHAEKC HOMEHKJIATYpPhl Jell;

4) Ha3zBaHWE M BEPCUS MNPOTPAMMHOrO OOecledYeHHus, NpU MOMOIIM KOTOPOTrO CO3/aH
JOKYMEHT;

5) anexTpoHHas U(POBast MOIIHUCH;

6) xapakTep BOIMpOcCa;

7) KOTMYECTBO JINCTOB OCHOBHOT'O IOKYMEHTA U MPUIIOKEHUH;

8) HamMeHOBaHWE TOCYJApCTBEHHOro opraHa-aapecara (B Komurere HarmoHaIbHON
6e3onmacHoctn  PecnyOnmuku KasaxcTaH HaMMEHOBaHMS MOJPA3/ICICHUN YKa3bIBAIOTCS B
COOTBETCTBHUH C KOJIaMH, 32 UCKJIIOUEHUEM TEPPUTOPUATILHBIX OPTaHOB);
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9) HaumMeHOBaHKE AOHKHOCTH ajpecata (Ipy HATMIHH);

10) dbamMuus, MHULIUATIBI KMEHH afipecaTa (MpU HAJTUIUH);

11) pamunmst, HUIMATIBI UMEHU WCHOJIHUTENA (B OpraHax HaIMOHAIBbHOW 0€301macHOCTH
Pecny6iuku KazaxcraH yka3bIBaroTCs HHULMAJIBI UCIIOJIHUTES);

12) nHomep TenedoHa UCTIOTHUTEIIS;

13) oTMeTKa 0 KOHTPOJIE;

14) ormeTKa 00 UCTIOJTHEHUH JOKYMEHTA U HAIPABJIEHUU €r0 B JIEJI0;

15) oTMeTKa 0 HAJIMYUU WM OTCYTCTBUM NMOAJMHHHUKA OYMa)KHOTO JOKYMEHTa, OyMa)kKHOM
KOIIMU 3JIEKTPOHHOT'O IOKyMEHTA.

Jdns  obecnedeHuss  3alUThl  [OJUIMHHOCTH  3JIEKTPOHHOIO  JIOKyMEHTa U
HECAaHKIIMOHMPOBAHHOTO  PACHpPOCTPAHEHUS  CIYXKEOHBIX  AJNEKTPOHHBIX  JTOKYMEHTOB
UCIOJIb3YIOTCSl BOJSHBIC 3HAKU.

Hcnonp30BaHue JOMOMHUTEIBHBIX PEKBU3UTOB OINPEAENAETCS B 3aBUCHMOCTH OT BHJA
JIOKYMEHTa B COOTBETCTBHUHM ¢ HacTosimumu [IpaBunamu.

45. Ilpu oOMeHe »>JIEKTPOHHBIMM JIOKYMEHTaMHU MEXAY OpraHu3alusMU IEpeyeHb
PEKBU3UTOB U TMOPSAJOK HCIOIb30BAaHUS 3JIEKTPOHHOW IM(PPOBON MOANUCH 3JIEKTPOHHOTO
JOKYMEHTa yCTAaHABIMBAIOTCS MUCbMEHHBIMH (DOpMaMH CIIENTOK B COOTBETCTBHH € | paskJTaHCKUM
koznekcoMm Pecny6nuku Kazaxcran, coOmronenuem HopMm 3akona Pecny6muku Kazaxcran «O0
AIIEKTPOHHOM JIOKYMEHTE U DJIEKTPOHHOH HU(POBOM Mmoamuch», HacTosmmMu [IpaBumamu.

46. DnexTpoHHbIE JOKYMEHThl Ha XpaHEHHE MEpeNaroTCsl COIVIACHO IOCYJIapCTBEHHOMY
crangapty CT PK «VYmpasnenune noxymenranueii. @opmar (ailioB 37eKTpOHHBIX JOKYMEHTOB
JU1s joarocpouHoro xpanenus. Yacte 1. Ucnonb3zoBanue PDF 1.4 (PDF/A-1)».

IMaparpad 3. lloaroroBka u ogopmiieHue NPHUKA30B

47. Ilpuka3zamMu oQOpPMIISIOTCS pEeIIeHUs MIPAaBOBOIO XapaKTepa, a TaKKe MO ONEPATUBHBIM,
OpPraHU3allMOHHBIM, KaJpPOBBIM M HMHBIM BOIpPOCAM JESATEIbHOCTH OpraHu3aluud mo Qopmam
COIIaCHO NpujIoXkeHusM 6-7 k HactosiuM [IpaBuiam.

PexBu3uTaMu npukasza sBIsSIOTCSA:

1) wuzobpaxenue ['ocymapctBenHoro Iep6a Pecnybmuku Kazaxcrtan wuiam sMOnemsl,
JIOTOTHIA, TOBApPHOTO 3HaKa (3HaKa OOCIy)KMBaHUS) C yd4eToM TpeOoBaHMM IyHKTOB 16, 17
HacTosimux [Ipasui;

2) ounmanbHOE HAUMEHOBaHHUE OpPTraHU3aLHH;

3) HaMMEHOBaHUE BHJIA IOKYMEHTA,

4) nara npukasa;

5) perucTpanoHHbI HOMEp NPUKa3a;

6) MecTo U3aHMs MpUKa3a;

7) 3aroJIOBOK K TEKCTY;

8) Tekcr;

9) moanuce;

10) oTMeTKa O COTJIACOBAHUU MPHUKA3a;

11) oTTuck mewyaTH OpraHW3alMK, €CITU JaHHas OpraHW3alis B COOTBETCTBHH C
3akoHoJ1aTeNnbCTBOM PecryOnnku Kasaxctan umeer neuatb.

[TpoekThl TPHUKA30B TOTOBSIT W BHOCAT CTPYKTYPHBIE TIOApa3eiicHHss Ha OCHOBAHUHU
NOPYYEHUH PYKOBOAMTEINS OpraHU3alllM, €ro 3aMecTHTeNs JM00 B MHUIMATHBHOM IOPSJIKE.
[TpoexTsl MpUKa30B MO KaApPOBBIM BOIPOCAM TI'OTOBHUT KaJpoBasl ClIyk0a B COOTBETCTBHM C
TPYAOBBIM 3aKOHOJaTeIbCTBOM PecryOmmku Kazaxcras.
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[IpoekTbl NpPHUKAa30B M MNPUIOKEHUS K HHUM BU3UPYIOTCS MCIOJHUTEIEM U €ro
HEIIOCPEACTBEHHBIMU M KYPUPYIOIIMMHM PYKOBOOUTEIIAIMH, a TaKkKe PYKOBOIAUTEISIMU
CTPYKTYPHBIX MOJpa3JeiIcHUN, KOTOPbIM B IPOEKTE INpPHKa3a MPELyCMaTPUBAIOTCA 3alaHus U
IIOPYYEHUsI, KOMIIETEHLIUIO KOTOPBIX 3aTParuBarOT BOIIPOCHI, YKAa3aHHBIEC B IIPOEKTE.

Bo3spaxkeHuss 10 NpPOEKTy INpPHUKa3a, BO3HMKAIOIIME IIPU COIVIACOBAHMUH, H3JIAraloTCsi B
CIpaBKe, KOTOPas Mpuiaraercs K mpoekry. Eciu B mpouecce cornacoBaHus B NMPOEKT IpUKa3a
BHOCATCS M3MEHEHHs] NPUHIHUIHMAIBHOTO XapakTepa, TO OH gopabaThIBaeTCs M MPOXOAUT
IIOBTOPHOE COIJIACOBAHUE.

[Tpuka3sl TOCYJapCTBEHHBIX OPraHOB pa3pabaTBHIBAIOTCS M NMPUHUMAIOTCS HAa Ka3aXxCKOM
A3bIKE, IPU HEOOXOJUMOCTH, UX Pa3pabOTKa MOXKET BECTUCh Ha PYyCCKOM sI3bIKe ¢ 00ecieYeHuEeM
II0 BO3MOXXHOCTM II€PEBOJIa HA HHbIE A3BIKU. JIMCTBI INPUKA30B W IPUWIOKEHUH K HUM
HYMEPYIOTCSI CKBO3HOM HyMepaluel B BEpXHEH YaCTH KaXJ10T0 JINCTA T10 LEHTPY.

[Ipuka3el HymMepyOTCs OPAIKOBOM HyMepaluen B IIpeseiax KajeHaapHoro roja. Ipukassl
110 OCHOBHOM J€ATEIIBHOCTH, JUYHOMY COCTaBY PETHCTPUPYIOTCS OTIEIBHO B COOTBETCTBYIOIIMX
KypHainax (0azax nansbix). K mopsiakoBoMy HOMEpY MpuKasza Mo JIMYHOMY COCTaBy uepe3 aeduc
NOOABJISIOTCS JINTEPHI J1/CH» UITH «K».

Konuu npuka3zoB nin UxX pa3MHOKEHHBIE 3K3EMIUISIPbI 3aBEPSIIOTCS M€4aThio (MpU HATUYUK)
C yKa3aHMEM JaThl 3aBEPEHHUS U HAINPABJISIIOTCS ajpecaraM B COOTBETCTBUU C YyKa3aTeleM
PAacChUIKU, KOTOPBIM COCTABIIACTCS U IMOAIUCHIBACTCS UCIIOJIHUTEIIEM.

Tekcr mnpukaza cocroMT M3 JABYX UacTei: KOHCTaTtupyrouled (mpeamOynbl) U
pacnopsAIUTENbHOM.

B koHcratupyromeit yactu (npeamOyiie) KpaTKO H3JararoTcs LEAM W 3ahadyd, (akThl U
COOBITHSI, TOCTY>KMBIIME OCHOBAaHMEM /Jsi M3AaHMs NpuKa3za. Eciau mnpukas uznaercss Ha
OCHOBAHUU UHOTO JOKYMEHTA, TO B KOHCTATUPYIOLIEH YaCTH YKa3bIBAIOTCSI HAMMEHOBAHUE DTOTO
JIOKyMEHTa B POJUTEIBHOM IMaJEKe, €ro aBTOp, Jara, HOMEp M 3arojoBok. Ecim mpukas mo
KaJpOBBIM BOIIPOCAM M3IACTCS 3a HAPYIICHUE UCIIOIHUTENBCKON TUCLUILINHEI IEPCOHAIA, TO B
KOHCTAaTHPYIOLIEN YacTH YKa3bIBAKOTCSA YETKO H3JIOKEHHOE COJEpKAHME AMCLUIUIMHAPHOIO
IOPOCTYNKa, a TAaKKe HOPMBI M TPeOOBAaHUS AaKTOB, KOTOpBIE SBISIOTCS OCHOBAaHHMSMM IS
npuHATUA pemeHus. lIpu ccbuike Ha HOPMATHBHBIA NPABOBOM aKT, 3apErMCTPUPOBAHHBIN B
opraHax IOCTHULIMH, JOIOJHUTEIBHO YKa3bIBA€TCd HOMED, IO KOTOPBIM OH 3aperMCTPUPOBAH B
peecTpe rocy1apCTBEHHON PErMCTPAallid HOPMATUBHBIX IPABOBBIX AKTOB.

[Ipeambyna B mpoekTtax mnpukazoB 3aBepuiaercs cioBoM «[IPUKA3BIBAIO», kortopoe
MUIIETCS MPONUCHBIMU OyKBaMHM, MONYXHUpPHbIM mmipudToM. He nomyckaercss ero mepeHoc Ha
JIpYTYIO CTPOKY.

PacnopsautensHas 4YacTh COAEPKUT TNEPEUUCICHUE MNPEINNCHIBAEMBIX JEHCTBHM €
yKa3aHUEM HCIIOJIHUTENS KaXIOro NeHCTBHUS M CpOKoB HcmonHeHus. Ilpu HeoOxoaumocTu
pacnopsiAuTeIbHas YacTh A€TUTCS HA MMyHKTHI, TOJMYHKTHI U a03alibl.

JleWicTBUS OJHOPOJHOTO XapaKTepa MOTYT ObITh NepeyrciIeHbl B OIHOM IyHKTE. B kauecTBe
VCIIOJIHUTENIEH YKa3bIBAIOTCS CTPYKTYPHBIE MOJPA3JECICHUS WM KOHKPETHBIE JOJKHOCTHBIE
muna. CBeneHus o Noapa3AeIeHUU WIK JO0JKHOCTHOM JIMIIE, HA KOTOPOE BO3JIaracTcs KOHTPOJIb
34 UCIIOJTHEHUEM IIPUKA3a, YKA3bIBAIOTCA B MOCIEAHEM IIYHKTE PACTIOPSAAUTEIBHON YaCTH.

O3nakomiieHHe pabOTHUKOB C MpHUKa3aMH IO KaJpOBBIM BOIPOCAM yIOCTOBEPSETCS
NOJAMUCKHI0, (aMuiIMed M UWHUIUanaMd paOOTHUKOB, IPOCTABISEMBIMH HIXKE PEKBU3UTA
«OTMETKa O COTJIACOBAHMU JIOKYMEHTa» WM Ha 000POTHOM CTOpPOHE MpHKa3a.

B cnyuae, ecnu mpukas JOMONHSAETCS NPWIOKEHUEM, TO BHOCUTCSA TEKCT O JONOJHEHUHU
npuKasza NnpuwiokeHueM. [Ipu cchlike Ha NPUIIOKEHMs YKa3bIBalOTCSI HOMEpa IPHIIOKEHUH,
IIPUCBaNBAacMbl€ B IIOPSAKE YIIOMUHAHUS IPUIOKECHUH B TEKCTE aKTa, 32 HCKIIOYCHUEM CIIy4acs,
KOrza K IpuKasy HMeeTcss OJHO mnpuioxeHue. CcbUlKa Ha TNPUIIOKEHUE COOTBETCTBYET
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Ha3BaHUIO CAMOIO TMPUJIOKEHUS. PEKBU3UT «OTMETKA O HAJTUYUU MPUIOKEHHUS K JTOKYMEHTY»
MocJie TEKCTa NMPUKa3a CaMOCTOSATENbHO HE 0hopMIIseTCs.

Ecnu mpukas, cocrodmmii U3 ogHOTO JUCTa, odopmisercs Ha OJaHKe OpraHM3alud, B
PEKBU3UTE «IOJIHUCH» HE YKa3blBa€TCAd IMOJIHOE HAUMEHOBAaHUE JIOJDKHOCTU  JIMIIA,
MOAMKUCHIBAIOIIETO JOKYMEHT.

B coBMecTHBIX mpuHKazax yKa3blBalOTCS IMOJIHOE HAMMEHOBAaHUE JOJKHOCTEH, haMuius u
WHULIUAIIBI COBMECTHO MOAMUCHIBAIOIINX JIUII.

IMaparpad 4. [lopsigok NOAT0OTOBKH 1 0(popMJIEHHUS POTOKOJIA

48. IIpoToKoJ cocTaBisieTCSd HA OCHOBAaHUM 3allUCEH, IPOU3BECHHBIX BO BPEMs COBEILAHUS
(3acemanusi, coOpaHus), NPEACTABICHHBIX TE3UCOB JOKJIAJO0B M BBICTYIUICHUH, CIPABOK,
IPOEKTOB PELICHUH M MHBIX MaTepuajoB MO (opMe COIJaCHO HPUIOKEHHIO 8 K HACTOALIMM
[IpaBuiam.

[IpoTokon, cocTaBieHHBIH BHYTPM OpraHM3allid M HE BBIXOJAIIMHA 3a ee THpeaessl,
odopmisieTcs He Ha OJIaHKe.

PexBu3uTaMU IPOTOKOIA ABISAIOTCS:

1) opunmanpHOE HAaMMEHOBAaHNE OPTraHU3AIMK U (WJIH) CTPYKTYPHOTO TOPA3 ICIICHUS;

2) HaMMEHOBaHUE BU/1a JOKYMEHTA;

3) nara;

4) perucTpalliOHHbIN HOMEp MTPOTOKOIA;

5) MecTO u31aHus IPOTOKOJIA;

6) rpud yTBepKJIeHHs (B HEKOTOPBIX CIydasx);

7) 3aro0BOK MPOTOKOJIA;

8) TekcT;

9) moanuCs.

ITpoToKoBI 0OPMIIAIOTCS B ITOJIHOM MM KpaTKoi Gopme.

TekceT moHOro MPOTOKOJIa COCTOUT U3 JIBYX YaCTE€H: BBOAHOW U OCHOBHOM.

B BBO/IHOII YacTH mocie 3arojioBKa MPOTOKOJIA YKa3bIBAIOTCSA: MHULMANIBI UMEH U (haMUIInu
npeacenarenss  (MpeACeIaTeNbCTBYIONIETO), CEKpeTapst 3acemaHus (CoOpaHmMsi), CIHCOK
IPUCYTCTBOBABIIUX (€CIAM KOJIMYECTBO NMPHCYTCTBOBABIIMX IpeBblmaeT 10 4eaoBeK, CIHMCOK
NPUCYTCTBOBABIINX O(POPMIISIETCS B TIPHUIIOKEHUH K IPOTOKOIY).

B mnporokone 3acenaHus KOHCYJIbTaTMBHO-COBEINATEIILHOTO OpraHa MPUCYTCTBOBABIIME
YIIEHBl TIEPEUUCISIOTCS TEPCOHATBHO TO (amuiausaM B andaButHoM mopsiake. [locie Hux
3aMMChIBAIOTCS (aMUIMM TPUTTAIIEHHBIX C YKa3aHWEM WX JOJDKHOCTH M HAaMMEHOBaHMS
OpraHu3aInH.

BBoaHas yacTh 3aKaHUYMBAETCsl MOBECTKOM JHA (MIEPEYHEM pacCMaTPUBAEMBIX BOIPOCOB,
MIEPEYNCIICHHBIX B TIOPSIKE MX 3HAYMMOCTH) C YKa3aHWEM JOKJIaJ4iKa (MHHUIHAAT €r0 WMEHH,
damMunus, JOHKHOCTH) MO KaXAOMY IYHKTY MOBECTKM aHsA. Kakiplii Bompoc medartaercs c
ab3ama, Hymepyercs apaOCkod 1udpoil M ero HauMEHOBaHHME HauyWHaeTcs ¢ mpemiora «Ox»
(«O0»). B ciydae opopmiieHHsI TOBECTKU THS MPUIIOKEHUEM K IPOTOKOIY, B IPOTOKOJIE MEpes]
TEKCTOM TPOU3BOIUTCS 3anuch «IloBecTKa JTHS TpuIaraeTcs».

OcHOBHasi 4acTh MPOTOKOJA COCTOMT U3 Pa3/esioB, COOTBETCTBYIOUIMX IyHKTaM IMOBECTKH
nusa.  Kaxnerit  pasgen coctoutr w3 Tpex wacrei: «CJIIYIHAJIA», «BBICTYIINIINY,
«IIOCTAHOBUJIN» («PEILMNJIM»), koTopble meyaTaloTcs OT JIEBOIO IOJIsi MPOMHCHBIMU
OyKBaMH.

[IpunsTOoE perieHue mevaraeTcs MOJTHOCThIO IMPH HEOOXOIUMOCTH MPHBOIATCS HTOTH
rOJI0COBAHUS.




NcTouHuk: MHopmaumoHHas cuctema "MAPAIMPAD"

HokymeHT: Npukas MuHucTpa KynbTypbl 1 cnopTta Pecnybnukn KasaxctaH ot 25 aBrycta 2023 roga Ne
236 «O6 yTBepxaeHun MNpaBnn 4OKYMEHTUPOBAHUS, YNpaBrieHns JOKyMEHTaUNEN U MCNONb30BaHMUS
CUCTEM 3MEKTPOHHOIo JOKYyMEHTO060pOTa B rocyAapCTBEHHbIX U HEFOCY4APCTBEHHbLIX OpraHn3aLmsix»

CraTtyc pokymeHnTa: gencteyrowmid. darta: 09.09.2023 r.

Conepxanre 0co0Oro MHEHHsS, BBICKa3aHHOTO BO BpeMs OOCYKICHHS, 3alUCHIBACTCS B
TEKCTEe MIPOTOKOJIA MOCJIE COOTBETCTBYIOIIETO MOCTAHOBICHUS (PEIICHNUS).

B paznene «CJIIYIIAJIN» npuBoaATCS MHULIMAT UMEHU U (paMuins TOKJIQAuYuKa, OCHOBHOE
COJIEpXKaHUE JI0KJIAJ0B U BBICTYIUICHHH MOMEIIAETCS B TEKCTE€ MPOTOKOJA WM IPUIIAraeTcs K
HEMY, B ITOCIIE/THEM CIIy4yae B TEKCTE 0POopMIIsieTcst CHOCKA « TeKCT BBICTYIUICHUS TIPUIIaraeTCsy.

B paznene «CJIYILIAJIN» wu3naraercs TEKCT BbICTYyIUICHHMS. B Hauyane TekcTta ¢ HOBOW
CTPOKH B MMEHUTEIHHOM MaJIekKE yKA3hIBAIOTCS MHUIMAT UMEHHU M (DAMUIIUSI BBICTYIAOIIETO.
3anuch BBICTYIUICHUS OTICISIOT OT (pamuiuu THpe. BeicTyrienue usnaraercs OT TPEThEro Juma
€IMHCTBEHHOTO 4Kcia. Eciay 3amuch BBICTYIUICHHS WIIM TEKCT JIOKJIaAa o(GOpMIISIFOTCS B BHIIE
NPWIOKEHUSI K MPOTOKOIY, Mociie (aMUIMHM YKa3bIBaIOTCSI OTMETKH «3alucCh BBICTYILICHUS
npuiiaraercsa», « TeKCT 1okIana npuiaraeTesy.

B pazgene «BBICTYIIMJIM» yka3pIBaroTCS HMHULMANBI HMEH, (aMHINU, COACpKAHHE
uHpopManuu (JIOKJIaa) BEICTYNAIONINX B TOW MOCIEIOBATEIBHOCTH, B KaKOH OHHU MPO3BYYaIN
Ha 3aCeJIaHUH.

Bompocsl Kk 10KnIaAuMKy, BBICTYHAIOIMM M HMX OTBETHI MPOTOKOJUPYIOTCS MO MEpPE HX
MOCTYIUIEHHS M 3alMCBhIBAIOTCA B TOM K€ IOCJIEAO0BATEIbHOCTH, NPU 3TOM cioBa «Bormpocy,
«OTBeT» HE TUNIYTCS, a YKAa3bIBAIOTCS WHUIMAI WMEHU W (aMWIHs JIMIA, OT KOTOPOTO
MOCTYIIHJIA BOIIPOC WUJIU OTBET.

B pazpene «IIOCTAHOBW/IN» («PELUIMJIN») oTpakaioT HOPUHATOE pELICHUE II0
o0cyx1aeMoMy Borpocy. B mocTaHOBISIONIEH YaCTH UCIIONB3YIOTCS TJIAroJibl HEOMPEIEICHHON
(bopMBI.

TekcT KpaTKOro MpOTOKOJA COCTOUT M3 JIBYX 4YacTed: BBOAHOM M OCHOBHOW. Bo BBOAHOM
YacTH MMOBECTKA JIHS HE YKa3bIBACTCS.

OcHOBHasg 4YacThb KpaTKOTO NPOTOKOJA BKJIOYAET HAWUMEHOBAHUS pPACCMAaTPUBAEMBIX
BOIIPOCOB U MPUHSTHIE IO HUM PEIICHHUS.

HaumenoBanue Bompoca HyMmepyeTcs W HauumHaeTcss ¢ mpemiora  «O»  («O6»),
BBIPABHUBAETCS 110 IIEHTPY CTPOKHU W MOTUYEPKUBACTCS OJHOM YEPTOW HUXKE MOCIESTHEH CTPOKH.
[Ton depToif yka3pIBarOTCS (PaMHUIUU OJDKHOCTHBIX JIMI, BBICTYNMBIIUX MPH OOCYXIEHUU
JAHHOTO BOIPOCa. 3aTeM YKa3bIBA€TCSl IPUHSTOE 110 BONPOCY PELICHHE.

B 3aronoBok mpoTokosa BXOJAT yKa3aHHE BUAA KOJJIETHAIbHOW JEATEIbHOCTH U Ha3BaHUE
KOJUIETMAJIbHOTO OpraHa B POJUTENBHOM TMajeke (Hampumep: coOpaHHE COTPYJIHUKOB,
3aceJaHUE COBETA).

[Iporokon mnoanuchIBaeTcsl MpeicenaTesieM M cekperapeM (MpeicenaTeNbCTBYIONUM U
JUIOM, MPOBOJMBIIUM 3amuch). JlaToii mpoTokona sBIseTCs naTa 3acenaHus. Eciam oHO
MPOJOJKANIOCh HECKOJIBKO JIHEH, TO 4Yepe3 THUpE YKa3bIBAIOTCSA JaThl Hayalda M OKOHYAHUS
3aceaHusl.

[IporokonaM npucBauBaIOTCs MOPSAIKOBBIE HOMEpa B Mpelenax JelO0NpOUu3BOJICTBEHHOTO
rojia OTAENBHO MO Ka)JI0W TpyIe MPOTOKOJIOB — MPOTOKOJIBI COOpaHMii, 3aceJaHuil KOJUIETH,
MPOTOKOJIBI TEXHUYECKUX, HAYYHBIX M DKCIIEPTHBIX COBETOB M WHBIE. [IpOTOKOIBI COBMECTHBIX
3aCelaHMil HMMEIOT COCTaBHbIE HOMEpA, BKIIIOYAIONIME TMOPSIKOBBIE HOMEpPA MPOTOKOJIOB
OpraHu3aIii, MPUHUMABIINX YYaCTHE B 3aCEaHUH.

Konuu npoToKo0B Wil NPUHATHIE PEMICHHS B BU/IE BBIMUCOK W3 MPOTOKOJIOB PACChUIAIOTCS
3aMHTEPECOBAHHBIM OpPraHM3alMsIM U JIOJDKHOCTHBIM JIMIIaM B COOTBETCTBHM C YyKa3aTeleM
pacchUIKM. YKa3aTeldb pAaCChUIKH, KOTOPBIA YTBEPKIAETCS PYKOBOIAUTENEM CTPYKTYpPHOIO
MOJIpa3/ieNieHusl, COCTABIIET U TMOJIUCHIBAET OTBETCTBEHHBIM MCIIOJHUTENb MOJpa3zesieHus,
TOTOBMBIIETO paccMOTpeHue Bompoca. Konuu MpOTOKOJIOB M BBIIMCOK M3 HUX 3aBEPSIOTCS
MevyaThIo OpraHu3aIuy (Mpyu HAJTUIHH ).
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IHaparpa¢ S. Ilopsiaiok NOATOTOBKHU M 0OPMIICHHS AKTA

49. ConepxaHueM akTa sBISICTCS MH(OpPMAIH, MOITBEPKAAONIAs YCTAHOBICHHBIE (haKThI
wii  coObiTusl  (cmaya-mpuemMka paboT; mpueM-lieperaya MaTepHalIbHbIX — LIEHHOCTEH,
JOKYMEHTOB; 00clieloBaHHE OOBEKTOB Ha NMPEAMET MPOTUBOMNOKAPHON 0€30MacHOCTH, YCIOBHMA
TpyJa; UCHBITaHUs (BBOJ B OSKCIUTyaTallli0) OOpa3lioB, CHUCTEM, TEXHOJIOTWIi; BBIJIEICHHUE K
YHUUYTOKCHHUIO MaTepUAIbHBIX I[EHHOCTEH, JOKYMEHTOB; HApyIICHHWE YCTAaHOBJICHHBIX MpPaBUII
(TpeboBaHuil); paccieoBaHUsS aBapuil, HECYACTHBIX CIydaeB; JMKBUAALMS OpraHHU3allNH,
BBINIOJIHEHHBIX paboT; OTKa3; OCMOTP; CBEpKa; IPEAOCTABICHHE YCIYyr W UHBIE). AKT
COCTaBJISIeTCS] HECKOJIBKUMH JIMIIAMHU, TTOATBEPKIAIOIIUMU JTaHHBIN (PaKT.

AxT odopmisiercs Ha OIaHKe 1Mo GopMe COTIacHO MPpUIIoKeHHI0 9 k HacTosmuM [IpaBuiam.
AKT, COCTaBIIGHHBIM BHYTPH OpPTaHU3allMU U HE BBIXOMASIIUHN 3a ee mpenesbl, opopmiIseTcs He Ha
OJylaHKe.

PexBu3nuTamu axTa SIBISIIOTCS:

1) wm3oOpaxenue ['ocymapcrBenHoro I'epba PecmyOmmkm Kaszaxcran wim SMOJIeMBI,
JIOTOTHIIA, TOBApHOTO 3Haka (3Haka OOCTy>KMBaHUs) C ydyeToM TpeOoBaHuM HyHKTOB 16, 17
Hacroamux [IpaBui;

2) odpurmaibHOe HAUMEHOBAaHUE OPraHU3alNN;

3) HauMEHOBAaHUE BUJIA IOKYMEHTA;

4) nara;

5) perucTpalnoHHbI HOMEp (MHAEKC) aKTa;

6) MECTO TOJIMTMCAHUS aKTa;

7) rpu¢ yTBepkKACHUS (B HEKOTOPBIX CIIyUasix);

8) 3aroyI0BOK aKTa;

9) Texcr;

10) moamnuce.

TekcT akTa COCTOUT U3 BBEAECHUS U KOHCTATUPYIOIIEH YacTH.

Bo BBeseHnH yka3bIBaeTCsl OCHOBAHUE JUIsl COCTABICHMS aKTa, EPEUUCISIOTCS COCTaBUTENN
¥ TIPUCYTCTBYIOIIHNE TIPU 3TOM JIHIIA.

KoHcratupytomas yacTb akTa COAEPKUT CyTh YCTAHOBJIEHHBIX (DaKTOB, METOJIbl, KOTOPBIMU
BEJIaCh MPOBEPKA, €€ Pe3yIbTATHI, a TAK)KE BBIBOJIBI, ITPEIUIOKEHUS, 3aKITF0UeHIs] KoMuccuu. [lpu
HE00XOIMMOCTH TEKCT KOHCTATUPYIOLIEH YacTu aKTa JeTUTCS Ha ITyHKTHI.

B KoHIIE KOHCTaTHUpYIOIIEH YacTH YKa3bIBAIOTCS KOJMYECTBO HK3EMIULIPOB aKTa |
MECTOHAXO0XAEHUE KaXKJ0r0 IK3EMIUIIpa, ociae opopMIIsIeTcss OTMETKA O HATMYMH MPUIIOKEHUN
K aKTy (€CJIM OHU UMEIOTCS).

B koHI1e KoHCTaTHpYyIOLIEH YacTh O(hOPMIISIFOTCS OTMETKA O KOJIMYECTBE IK3EMILISIPOB aKTa
¥ MECTOHAXOXJICHUHU KaXKJIOTO JK3EMIUISIpa, TOCIe — OTMETKA O HAJTMYUH TPUIOKEHUH K aKTy
(ec OHU UMEIOTCH).

AKT TOANUCHIBAeTCS TMpeAcenaTesieM W WieHaMH KOMHCCHM JHOO JIMIOM (-aMu),
cocTaBUBIIUM (-M) akT. DamMHIUM, WHUIMAIBI JIUI, MOJIUCHIBAIOIINX aKT, 0GOPMIIAIOTCSA B
a(aBUTHOM TIOPSIZIKE IO (haMIITNH, UX TOJDKHOCTH HE YKA3bIBAIOTCH.

O3HakoMJIEeHHE JMII C aKTOM MPOM3BOAMTCA TMOJ pocnuch. JIMIo, HecoriacHoe C
COJIepKaHNEM aKTa, TIOANHCHIBAET €T0 C OTOBOPKOM M MpUYMHAMH cBoero Hecornacus. Ocoboe
MHEHHE YJIeHa KOMHCCUU 0(OPMIIIETCS Ha OTACIBHOM JINCTE U IPUJIaraeTcs K aKTy.

IMaparpad 6. ITopsigok NoATrOTOBKHA U 0(pOPMJIEHUS CTIPABKU
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50. Copep>kaHueM CIpaBKH sBIseTCS WH(POpMalWsi, B KOTOPOW ONHUCHIBAIOTCS (aKTHI,
coObITust UK cBeaeHus. CrpaBKy, HAMpaBIIIEMbIE 3a MPEAebl OpraHU3allK, COCTABISAIOTCA Ha
obmiem Onanke. BHyTpeHHsis cripaBka oopmiisieTcss Ha OebIX JucTax Oymaru 0e3 mpruMeHEHUs
OyaHka.

CopaBka odopmisiercss 1o ¢opmam corinacHo mnpuioxkerusM 10-11 k  HacTosmmMM
[IpaBunam.

PexBH3UTaMU CIIPaBKH SIBIISIOTCS:

1) wuzoOpaxkenue ['ocymapctBenHoro Iepba PecnyOmukm Kazaxctan wuiam sMOneMsl,
JIOTOTHIA, TOBAPHOTO 3HAaKa (3HaKa OOCIy)KMBaHUsS) C y4eToM TpeOoBaHMM IyHKTOB 16, 17
Hactosauwux [Ipasun;

2) opunuaibHOE HANMEHOBAHUE OPraHU3aINY;

3) HauMEeHOBaHUE BUJA IOKYMEHTA;

4) nara;

5) perucTpanMOHHbBIN HOMEp (MHACKC) CIIPABKH;

6) MeCTO U3/IaHus;

7) anpecar;

8) 3aroJI0BOK K TEKCTY;

9) Tekcr;

10) moanuce;

11) oTmeTKa O coriacoBaHuu (B ciiyuyae HEOOXOAUMOCTH);

12) orTuck nevaru (Ipu HAJIMYKH);

13) ormMeTKa 00 UCIIOJTHHUTEIIC.

TekcThl crpaBoOK, BBIIAaBa€MBIX T'PaXKJAaHAM O MOJATBEPKACHUU MecTa PadOThI, JOKHOCTH,
3apabOTHOM TUIaThl M WHBIX CBEJCHHI, HAUMHAIOTCSA C YKa3aHHs B HMMEHUTEIHHOM IaJexKe
dbamMunuy, IMEHH, oTYecTBa (IIPU HAJIMYMHU) JIMIA, O KOTOPOM COOOLIAtOTCs cBeleHus. B koHIe
TeKCTa WM MPAaBOM BEPXHEM YTy YKa3bIBAETCs OpraHu3alus, KyJa MPeICTaBIsaeTCs ClpaBKa.

B Tekcre TakoW cCHpaBKM HE HCIOJB3YIOTCS OOOpPOTHI «HACTOSIIAS — CIIPaBKay,
«JIeWCTBUTENHHO MPOXKHUBAET (YUUTCS, paboTaeT)».

B cnywae, ecnm crpaBka TOMIUCHIBACTCS HCIOJMHHUTEIEM, TO PEKBH3HT «OTMETKa 00
UCTIOJTHUTEIIE)» HE YKa3bIBAeTCH.

IMaparpa¢ 7. Ilopsinok moAroToBKU U 0GOpMIIEHHS MHCbMA

51. Tlucemo odopmisiercs Ha ONaHKe MHChbMa OpraHu3alMud 1Mo (GopMe COTIaCHO
npuiokeHuto 12 k HactosiuM [IpaBunaM U cOAepKUT CIeAYIONUEe PEeKBU3UTHI:

1) wum3o0paxkenue [ocymapctBenHoro Iep6a Pecnyomukm Kazaxcrtan wumm >MOmeMbl,
JIOTOTHIIA, TOBAPHOTO 3Haka (3Haka OOCTYy)KMBaHUs) ¢ ydeToMm TpeOoBaHui HyHKTOB 16, 17
HacTosimux [IpaBuir;

2) opurmaibHOe HANMEHOBAaHUE OPTraHU3AIINY;

3) nara;

4) UCXOIAIINIA PETUCTPALIMOHHBIA HOMEpP (MHJIEKC) MIChMA;

5) cchuIKa Ha PETUCTPAITMOHHBIA HOMED M JIaTy BXOAIIETO JOKYMEHTA (€CITM ATO OTBETHOE);

6) agpecar;

7) 3aroJI0OBOK K TEKCTY;

8) Tekcr;

9) oTMeTKa 0 HATUYKMH MIPUIIOKEHHUS,

10) moamnuce;

11) ormeTKa 0 coryracoBaHuH (B cliy4ae HEOOXOUMOCTH);
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12) ormeTKa 00 UCIIOJTHUTEIIE.

CnyxebHble NHUCHbMA, TMOANKMCHIBAEMbIE PYKOBOAUTEISIMH IBYX M Oo0jee OpraHu3alluid,
opopmisitorcsi Ha Jsmcrte Oymarum ¢opmarta A4. Ilpu >TOM [aHHBIE O HAMMEHOBAaHUU
OpraHu3alyii, NOJNUCABIINX MHUCHMO, BKIIOYAIOTCS B HAMMEHOBAaHUE JOJKHOCTH B PEKBU3UTE
«TOJIITHUCHY.

OTMeTKH O COracoBaHUU MUChMa MPOCTABISAIOTCS HA OTITYCKE MUChMA.

Tekcr nuceMa uMeeT OJHY WM JABE CMBICIOBBIE 4acTH. [Incemo, cocrosinee U3 OIHOU
YacTH, — O9TO TNpock0a 0e3 TMOsSCHEeHHs, HarlOMHHaHHE Oe3 mpeamOysbl, cooOmieHue O0e3
OCHOBaHUSI.

Ecan TexcT mucbMa COCTOMT M3 4acTel KOHCTAaTUPYIOLIEW U 3aKIIOYUTENbHOM, B MEPBOU
YacTU U3JIararoTcs NpUYMHA, OCHOBAaHUE WM OOOCHOBAHME COCTABJIEHMSI NIUCbMA, MPUBOJATCS
CCBUIKA Ha JIOKYMEHTBI, SIBIISIOLIMECS OCHOBaHHEM IIOATOTOBKH IHChMa, BO BTOPOM —
MOMEIAIOTCS BBIBOJIbI, IPETIOKEHUS, IPOCHObI, pEIICHUS.

OOpaTHble KOHCTPYKIIMM TEKCTa (3aKIIOYEHHE — KOHCTATallks) BO3MOXHBI B IMHCbMax-
OTKa3ax.

B nucbMax ucnonb3yroT ciaenyrome GopmMbl U3T0KEHUS:

1) or mepBoro mauIa MHOXECTBEHHOI'O 4YHCJAa (HAaOpUMEp: «IPOCUM IPEAOCTaBUTHY,
«Harpasisiem Bamy);

2) OT mepBOro JiMLa €JUHCTBEHHOIO 4YHCla (HalmpuMep: «IpOUIly BbBICIATH», «CUUTAIO
HEOOXOAMMBIMY );

3) OT TpeTbero Jula €IMHCTBEHHOTO YKClia (HapuMep: «KMUHUCTEPCTBO HE BO3PAXKAET).

I'maBa 3. Ilopsaaok ynpaBiieHus JOKYMEHTAlHel, OPraHU3alusA JOKYMEHT0000p0OTa B
roCyJapCTBEHHBIX M HErOCy1aPCTBEHHbBIX OPraHU3alUsAX

IMaparpa¢ 1. Ilopsiok 00padoTKu BXOASIIMX JOKYMEHTOB

52. JIOKyMEHTbI, NOCTyHarollMe€ B OPraHu3allio, NPOXOASAT MEPBHUUHYIO 0O0pabOTKYy,
IIPEIBAPUTEIIBHOE PACCMOTPEHHUE, PETHCTPALIMIO, PACCMOTPEHUE PYKOBOJICTBOM U JIOCTABIISIFOTCS
UCIIOJTHUTEIISM.

53. Ilpuem, mnepBuuyHas o00paOoTKa JOKYMEHTOB M NpEIABApUTEIHLHOE PpacCMOTpPEHHE
OCYIIECTBIISIIOTCS IIEHTPAIM30BaHHO ciyx00i JIOVY.

54. IlepBuuHast 00pabOTKa BXOJAIIMX JOKYMEHTOB 3aKJII0UAETCs B IPOBEPKE NMPABHILHOCTH
JIOCTAaBKH 10 Ha3HAYEHUIO, [IEJIOCTHOCTH YIAKOBKHU U BJIOXKEHUH, pUKcaK (aKkTa NOCTYIUICHUS
JIOKYMEHTOB B OPTaHU3ALMIO U MTOATOTOBKE UX K Iepeaaye Mo Ha3HaYECHMUIO.

[Ipu obHapykeHUN HEKOMIUIEKTHOCTH WJIM MOBPEXKICHHS TOKyYMEHTa Ha HU)KHEM I0JI€ €ro
nocineanero aucra B PK® mpocTaBisioTcsl COOTBETCTBYIOIIME OTMETKH U COCTABIIAETCSA aKT
POU3BOJIBHONU (GOpMBI B Tpex sKk3emiuigpax. OIWH 3K3eMIUISp HampaBisieTcsl OTHPaBUTEINIO,
BTOpO# octaercs B ciyx6e JIOY, Tpetuii nepeaaeTcst UCIIOTHUTEIO TOKYMEHTA.

KouBepThl HE yHHMUTOXKAlOTCA B CIIydasX, KOTJa TOJBKO IO HHUM OIPEAETSIOTCS aJpec
OTIPABUTENS, JAThl OTIPABKH W IOJIYYEHHs JOKYMEHTAa, a TaKXe IPU MOCTYIUIEHHH JHMYHBIX
JTOKYMEHTOB.

KonBepTs! ¢ nmomerkoi «JInuHo» 0e3 BCKpBITHS MEpearoTcs Mo HazHaueHuio. OmuboyHO
JIOCTaBJICHHAs! KOPPECTIOHACHIIMS BO3BPAIIAeTCs B IOYTOBOE OT/AETICHHE.

55. 1lpu mpeaBapUTEIIBHOM PACCMOTPEHUN JOKYMEHTOB IPOU3BOJUTCS COPTUPOBKA UX HA
perucTpupyeMble M Hepeructpupyemsle. IlepeueHp  HeperncTpupyembIX  JOKYMEHTOB
pa3pabaTbIBaeTCs HA OCHOBE MPUMEPHOTO MEPEUHs TOKYMEHTOB, HE MOISKAIINX PETUCTPAIIUU
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B ciayx0e JIOY, cormacHo npunoxenuto 13 k Hactosumm IlpaBwiam, W yTBep)Kaaercs
PYKOBOJUTENIEM OPTaHU3ALMH.

Hepeructpupyemble  AOKYMEHTHl IMEpEAalOTCsl B  COOTBETCTBYIOLIME CTPYKTYpHBIE
NOZpa3ieJICHUs] OPraHU3aLUH.

56. Perucrpupyemble IOKyMEHTBl Tmociae ux perucrpauuun B PK® mnepenarorcst Ha
paccMOTpeHHEe PYKOBOJICTBY OPraHU3ALUU WIN CTPYKTYPHOMY MOJPA3/IEIECHUIO (JOIKHOCTHOMY
JMILY) AJIs IPUHATUS PELLICHUS.

IIpu  Oe3oTyiarareJbHOM  HUCIOJIHEHUM  IOCTYNHUBLIETO  JOKYMEHTa  JIOIIyCKAaeTcs
O03HAKOMJICHHE HCIIOJIHUTENS C €r0 COJIEpKaHUEM O PaCCMOTPEHUS JOKYMEHTa PyKOBOJICTBOM
OpraHu3aluy (CTPYKTYPHOT'O MOApa3AeICHUs).

57. OoOpamenusi, COOOIICHHUs, 3ampoChl, OTKIMKH U TMPEUIOKECHUS (PHU3HUECKUX W
IOPUAMYECKUX JIML[ YYUTBIBAKOTCS LIEHTPAJIM30BaHHO U peructpupyrorcs B PK® B neHp nx
NOCTYIJICHUSI B OPTraHU3alMI0 OTAEIBHO OT OOMIMX JOKYMEHTOB B MOPSJIKE, YCTaHOBICHHOM
TFOCyJapCTBEHHBIM  OPraHoOM, OCYILUECTBJISIOUIMM B IpeAeiaXx CBOEH  KOMIIETEHLUU
CTaTHUCTUYECKYIO I€ATEIbHOCTh B 00JaCTH IIPAaBOBOM CTATUCTUKU U CHEIUAIIBHBIX YUETOB.

OtBeThbl Ha 0OpaleHUs, NOCTYNUBIINE Yepe3 HHPOPMALUOHHYIO aHATUTUYECKYIO CUCTEMY
«ONeKTpOHHBIE OOpaIleHus» MAIOTCA 4Yepe3 YKa3aHHYI0 CHUCTEMY, MOCTYNHBIIME HApOYHO M
IIOYTOBOM CBSI3bI0 OTBETHI, HANPABIIAIOTCSA B COOTBETCTBUU ¢ 3akoHOM PecmyOnuku Kazaxcran
«O nourey.

58. IIpu npenBapUTEIbHOM PACCMOTPEHMM MOCTYNMBIIKAE JOKYMEHTBI PACIPENEISAIOTCS Ha
TpeOyolIre pacCMOTPEHUSI PyKOBOJICTBOM OpraHu3alMy U He TpeOyromue 3Toro. JJoKyMeHThI,
He TpeOyroIlue paCCMOTPEHUS PyKOBOACTBOM, HAIIPABJISIOTCS. HEOCPEICTBEHHO B CTPYKTYpPHBIE
NOJIpa3/iesIeHUs] WM OTBETCTBEHHBIM HCIIOTHUTEISIM.

IIpu HeoOxoauMocTH 06€30TiIaraTelbHOrO MCIOJHEHHS TOCTYNHBILEro JOKyMEHTa
JIOITyCKAeTCsl O3HAKOMIICHHE MCIIOJHUTENS C €r0 COACPKAHUEM JI0 PACCMOTPEHHUs JTOKYMEHTa
PYKOBOJICTBOM OpPTraHU3aIMH (CTPYKTYPHOTO MOJIPA3/IEIECHUs).

59. IlpenBapuTenbHOE PACCMOTPEHUE JOKYMEHTOB OCYIIECTBIISIETCS UCXOJS U3 OLIEHKH HX
COJIEp/KaHus, aBTOPCTBA, CJIOXHOCTU W HOBHU3HBI IIOCTaBJICHHBIX BOIPOCOB HAa OCHOBAaHUU
YCTaHOBJICHHOT'O B OpraHU3aly pacipeaeseHns o0sa3aHHOCTE.

60. PaccMOTpeHMIO  PYKOBOJACTBOM  MOJUIEKAT  JOKYMEHTBI, IIOCTYNHUBIIME U3
Anmunuctpanuu [lpesunenra Pecniyonuku Kazaxcran, [lapnamenta PecnyOnmukn Kazaxcran,
Amnmnapata [IpaBurenscta Pecniy6inku KazaxcTtas, HeHTpalbHBIX U MECTHBIX I'OCYIapCTBEHHBIX
OpraHoOB, BBIIIECTOSAILEH OpraHu3aluy, oOpallleHusi, COOOILIEHUs, 3alpochl, OTKIUKU U
NpPeUIOKEHUS (PU3MUECKUX U FOPUAMYECKUX JIULL.

61. JlokyMeHTBI, pacCMOTpEHHbIE  PYKOBOACTBOM  OpraHu3alMu  (CTPYKTYpPHOTO
noapasjienienus), Bo3BpamaioTcs B ciayxkOy JIOY, rme B PK® BHocarcs conepxanus
PE30IIOUNN, & JOKYMEHTBI ITEPEAAKOTCS UCITOIHUTENSM IO/ POCIIHCH.

JIOKyMEHT, UCIIOJIHEHHE KOTOPOTI'0 BO3JIOKEHO Ha MOIBEIOMCTBEHHBIE (-YI0) OpraHu3aiui (-
10) WJIM HECKOJBbKO CTPYKTYPHBIX MOJpa3/eieHH, nepeaaeTcs UM OJHOBPEMEHHO B KOMUSX C
cooTBeTcTByMOIIEH OoTMETKOM B PK®. IlognmMHHUK nepenaeTrcs MCIOIHUTENIO, YKa3aHHOMY B
PE30IIOLNHN MTEPBBIM.

[loctynuBmme TtenerpaMmbl NPUHUMAIOTCS IO/ PAclMCKy C IPOCTABIEHHUEM JaTbl H
BPEMEHH IIPHEMA, PErMCTPUPYIOTCA, a 3aTEM IMEPENarTCsl Ha PACCMOTPEHHE PYKOBOJCTBY M
UCIIOJITHEHHE.

Texct mnocTtynuBlIed TeiaepoHOrpaMMBbl 3aluchiBaeTcs (TedaTaeTcsl) IMOJIydaTeseM,
PETUCTPUPYETCS U ONEPATUBHO MEPENAETCS PyKOBOAUTENI0, KOTOPOMY OHa aJIpeCOBaHa.

IIpu npueme TenepoHOrpaMMbl  OQOPMIISIFOTCS  CIEIYIOIIME  PEKBU3UTHI:  TEKCT,
OTIPaBUTENb, HAaUMEHOBAaHHWE BHUAA JOKYMEHTa, JaTa, HOMEp, HAaWMEHOBaHHUE [OJKHOCTH,
UHULIMAT UMEHM M (aMuwins Juia, HOANMcaBUIero A0KyMeHT. Kpome Toro, ykaselBaroTcs
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JOJDKHOCTU M (DaMUIIMU JIUI, MIEepeaBIIuX W NMPUHIBIINX Tesie()OHOTpaMMy, 4achl U MHUHYTHI
npuemMa-nepeaym.

62. [Ipu pemieHun BOIpocoB 0€3 COCTaBIEHUS AOMOJIHUTENBHBIX JOKYMEHTOB UCIIOJHUTEID
nenaer oTMeTku Ha JokymeHTe U PK® o marax moctyruieHus (eciu oOpas3oBalicsi HHTEpBal
BPEMEHM MEXIY [OCTYIUIEHUEM JOKYMEHTa M €ro JOCTaBKOM HCIOJHUTEN0), JaTax
MIPOMEKYTOUHOTO HCIIOJIHEHHUS (3ampoc CBEICHHM, TenedOoHHbIe MeperoBopsl U MHbIE), AaTe U
pe3yJibTaTaX OKOHYATEIbHOI'O NCIIOJHEHUS.

63. Ilpu mocTyIuIeHHMH 3JEKTPOHHOTO JOKYMeHTa ciayk0oit JIOY mpoBoautcs mporeaypa
IOPOBEPKH TMOJUTMHHOCTH D3JICKTPOHHON HH(POBOM MOANMUCH C HCHOJIB30BAHUEM OTKPHITOTO
KJI04a AJIeKTpoHHOU 1udpoBoit nmoanucu u CK3U, peanusyromux mporecc GOpMHUPOBAHUS U
IPOBEPKH AJIEKTPOHHON IH(PPOBON MOANMUCH (CPEIACTBA AIIEKTPOHHOU IM(PPOBON MOAIMHKCH), a
TaKKe MPOLIECIIINX MPOLEAYypY HNOATBEPKICHUS COOTBETCTBUS B MOPAJKE, YCTAHOBJICHHOM
3aKoHozaTenbcTBOM Pecniybnuku Kazaxcran B 001acT TEXHUUYECKOTO PEryIMPOBAHUS.

64. B cnyuae BBISIBJICHHS HECOOTBETCTBUS JJICKTPOHHOW HHU(POBON MOAMHUCH TMOCIHE
NPOBENCHUS TPOLEAYPhl TPOBEPKU SJICKTPOHHOW IH(PPOBON MOAIMUCH C HCIHOIH30BAHUEM
CPEICTB S3JEKTPOHHON LUdpoBON MOANUCH (Hanee — OTPHUIATEIbHBIM pe3yibTaT MPOBEPKU
NO/UIMHHOCTH  AJIEKTPOHHOW IU(PPOBOKH TOANKCH), DIEKTPOHHBIH JOKYMEHT CUHTAeTCs
HEIOJIYYEHHbIM, O 4YE€M I0Jy4yareib 3JEKTPOHHOIO JOKYMEHTa HalpaBiIIeT yBEAOMJICHHE-
KBUTAHILINIO, SIBJISIFOIIEECS 3JIEKTPOHHBIM JIOKYMEHTOM C OTMETKOM «HE MPUHATO», OJIUCAHHOE
cotpynHukoM ciyx0bl JIOY, ¢ ykazaHueM nNpUYuHbI HEMOMYyUeHUs JOKYMEHTA.

[Ipu mosyueHnH MOATBEPX ACHUS (YCTAaHOBIICHUS) MOJJIMHHOCTU AJIEKTPOHHOW IH(PPOBOI
MOJIMUCU C HCIOJIb30BAHUEM CPEJICTB AJIEKTPOHHOW IUGPOBON MOJMUCH IOCIE MPOBEICHHS
IpOLEAYphl MPOBEPKU 3JIEKTPOHHOM HUPPOBOM MOANKCH (Jajee — MOJIOKUTEIbHBIA pe3ysbTar
IOPOBEPKU TMOJUIMHHOCTH, D3JEKTPOHHOM IU(PPOBONH MOANUCH), DSJIEKTPOHHBIM JOKYMEHT
MOJJIEKUT NEPBUYHON 00paboTKe.

65. IlepBuuHast 00paboTKa MEKTPOHHOTO JOKYMEHTA BKJIIOUAET IPOBEPKY:

1) IEeHCTBUTENBHOCTH PErMCTPALIMOHHBIX CBUJIETENILCTB 3JIEKTPOHHON LIM(PPOBON MOANKUCH U
OTKPBITOTO KJIFOYa 3JIEKTPOHHOM IUGPOBONH MOANUCH, C HCHOJIB30BAHHEM KOTOPOTO ObLI
YAOCTOBEPEH IEKTPOHHBIN JTOKYMEHT;

2) BCeX PEKBU3UTOB JIEKTPOHHOTO JIOKYMEHTA;

3) moJHOMOYMI cTaTyca BCEX JIMII, C MCIIOJIB30BAHMEM AJIEKTPOHHOM IU(PPOBOM moamnucu
KOTOPBIX YJIOCTOBEPEH IEKTPOHHBIN JOKYMEHT.

66. Peructpanus 53JIEKTpPOHHOTO JIOKyMeHTa ciyx0oi JIOY ocymecTBisieTcss mpu
YCTAaHOBJICHUM TPUHAMJIEKHOCTH DJJIEKTPOHHOTO JOKYMEHTa OTIPABUTENI0 W LEIOCTHOCTU
coJlep’KaHusl MyTEeM MPOBEACHUS MPOLEAYPhbl MPOBEPKH 3JIEKTPOHHOM HUGPOBON MOAMHCH U
MOJYYeHUs TIOJIOKUTEIIHOTO Ppe3ysibTaTa TPOBEPKU ANEKTPOHHOW HU(POBOM moamucu
JTOJKHOCTHOTO  JIMIIa TOCYJapCTBEHHOIO oOpraHa (OpraHu3alyu), HCIOJIb30BAaHHON IpHU
YAOCTOBEPEHUH JIEKTPOHHBIX JOKYMEHTOB, N3/1aBa€MbIX UM B IPEJIEJIax €ro MOJTHOMOYHNH.

67. Peructpupyembie nokyMeHThl nocie ux peructpauuu B PK® u 9PKK nepenatorcs Ha
paccMOTpeHHe PYKOBOJICTBY OpTaHMU3ALMU WIN CTPYKTYPHOMY IOJIPa3/IeNeHHUIO (JOKHOCTHOMY
JIUILY) AJIs1 IPUHATUS PELICHUS.

IIpu HeoOxoauMocTH 0O€30TiIaraTelbHOTO MCIOJHEHHS TOCTYNHBILErO JOKyMEHTa
JIOTTYCKAeTCsl O3HAKOMJIEHHWE HCIOJHHUTENSI C €ro COJAEp)KaHUEM JI0 PACCMOTPEHHUs JOKYMEHTa
PYKOBOJICTBOM OpPTaHU3aIMH (CTPYKTYPHOTO MOJIPA3/IEICHUs).

68. Ilpu mocTymiieHuu BXOZSIIEr0 JOKYMEHTAa, HAaIlpaBICHHOIO TOJbKO Ha OyMa)KHOM
HocuTene, ciuyx6a JIOY BOCIPOM3BOAUT B BIIEKTPOHHO-IU(PPOBYIO GopMy (CKaHUpPYET)
MOCTYNUBIIMM JOKYMEHT, BCE €ro MPUJIOKEHHUS B OAMH AJIEKTPOHHBIN (ailn onHoro popmara u
YAOCTOBEPSET IEKTPOHHOHN MHUPPOBOM MOAMUCHIO COTPYTHHKA.
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[ToctynuBuive yepe3 OQHUIMATIBHYIO AJIEKTPOHHYIO MOYTY OpPraHM3ALUHU JOKYMEHTHI, TPU
HAJIMYUU PEKBU3UTOB, MPEAYCMOTPEHHBIX MmyHKTOM 51 Hacrosmmx IlpaBun mnomiexar
perucTpanmi.

69. TlonyyeHnue u peructpaius dIEKTPOHHOTO JOKyMeHTa nmoaTrBepxkaatorcs B COJl mytem
nepeJayd OTIPABUTENI0 YBEIOMJICHUSA-KBUTAHLUU — 3JIEKTPOHHOIO JIOKYMEHTA, cOoAepiKallen
JTaHHbIE O (PAKTHUECKOH T0CTaBKE U CIEAYIOLUE OTMETKH (J1ajiee — yBeIOMJICHUe-KBUTAHIINSA):

1) narHbBIe 00 OTIpPaBUTENE YBEIOMIICHUS-KBUTAHIINN;

2) naty, BpeMs MOJIy4eHHUsI SJIEKTPOHHOTO IOKYMEHTA;

3) maty peructpaludd U PErucTpallMoOHHBIA HOMep, npucBoeHHbId B COJl momyuarens
3JIEKTPOHHOTO TJOKYMEHTA;

4) 3JeKTPOHHYO UPPOBYIO MOAMUCH COTPYIHUKA cy)KObI IOY rocymapcTBEHHOTO opraHa
(opranuzanumn) — nonyyatesns (ocie perucTpaiiy JIeKTPOHHOTO TIOKYMEHTA);

5) naHHble 00 OTBETCTBEHHOM MCIIOJIHUTEIE TOCYJAapCTBEHHOI'O opraHa (OpraHu3aluu)-
MOJTyYaTes.

locynapcTBeHHbII oOpraH (OpraHM3anus)-moyydaTellb 00€CleurnBaeT aKTyaJbHOCTh W
JIOCTOBEPHOCTH JIaHHBIX 00 OTBETCTBEHHOM HCIIOJIHUTENIE SJICKTPOHHOTO IOKYMEHTA.

70. DneKTPOHHBIN JOKYMEHT CUMTAETCS HE JOCTABJICHHBIM I0JIy4aTeNt0, €CIM OTIIPaBUTEIb
HE TMOJYYWI YBEAOMIICHUS-KBUTAHIIMH O MOTYYSHUH JIEKTPOHHOTO JOKYMEHTA.

71. Ecnu yBenomileHHE-KBUTAaHLUMS HE IOJY4YEHO OTIPaBUTEIEM B TEYEHHE OJHOTO
pabodero [HS TMOCIE OTIPABKHU SJIEKTPOHHOTO JOKyMEHTa, TO OTIPaBUTEIb YBEIOMIISET
noJyvaresst 00 OTCyTCTBUU MOATBEPKICHUS MOTYUYCHHUS IIEKTPOHHOTO JTOKYMEHTA IPH TOMOIIN
WHBIX CPEJCTB CBS3U.

B cnyyae BoO3HUKHOBEHUS MPOOJIEM C MOITYYEHUEM YBEIOMIICHUS-KBUTAHIIMM O0JIee OJTHOTO
pabouero JTHS OT MOJdydaTess 3JIeKTpoHHOro aokymeHnTta Bnagenen Llentpa ECOJIO mocne
MPEJIBAPUTENLHOTO YBEJOMIICHUS MOTydaTessi 3JeKTPOHHOTO JTIOKYMEHTa, OCTaBJsIeT 3a co00il
paBo OJIOKHPOBAHUS BO3MOXKHOCTH OOMEHA 3JIEKTPOHHBIMH JIOKYMEHTaMu ¢ ydacTHUKamMu COJ]
JI0 TIOJIHOTO YCTPAaHEHHUs IPOOIIEM.

IIpu noctymieHnn OyMa)KHOTO JIOKYMEHTa, KOTODBIM y)ke 3aperucTpupoBaH B (opmare
AJIEKTPOHHOTO JOKYMEHTa U HaXoauTcsi B 00paboTke, ciyx6oi JIOY Ha OyMaKHOM TOKYMEHTE
IIPOCTABIISIETCS OTMETKAa O IIOCTYIUIEHMHM JOKyMEHTa. B paHee CO31aHHON DIIEKTPOHHOMN
pPErucTpaliOHHON KapTOYKe JIaHHOTO JOKYMEHTa IPOMU3BOJAUTCA OTMETKAa O HaJU4uu
OyMa)KHOTO JJOKYMEHTA.

72.  JIOKyMEHTBI, PAacCCMOTPEHHBIE  PYKOBOJCTBOM  OpraHH3alld  (CTPYKTYPHOTO
nojapasienenusi), Bo3ppamatorcs B ciayx0y JJOVY, rne B PK® u OPKK BHOCATCS comeprkaHus
PE30IIIOLHIA, a TOKYMEHTHI IIepeatoTCsl HCTIOTHUTENSIM.

JIOKyMEeHT, UCIIOJIHEHHE KOTOPOTI'0 BO3JIOKEHO Ha MO/IBEIOMCTBEHHBIE (-YI0) OpraHu3aiui (-
10) ¥ (MJIM) HECKOJIBKO CTPYKTYPHBIX MOAPA3/IeICHUN, IEPEeJaeTCsl UM OJITHOBPEMEHHO B KOMHSX C
coorBercTBytomeld orMerkod B PK® u OPKK. I[lomnuHHMK mnepenaercs HCIOIHUTEINIO,
yKa3aHHOMY B PE30JIIOLIMU MEPBBIM, €CJIM HHOE HE YCTAHOBJIEHO B CaMOIl pe30 IO H.

Ilepenaya 37€KTPOHHBIX JOKYMEHTOB UCIIOJHUTENAM OCyLIeCTBIIsAeTCs ocpeacTBoM CO/I.

[locrynuBmime TtenerpaMmbl HTPUHUMAIOTCS IO/ PACIMCKY C TIPOCTABICHHWEM JAaThl H
BPEMEHM IIPUEMA, PETHUCTPUPYIOTCS, a 3aT€M IEPENaroTCsl Ha pacCMOTPEHUE PYKOBOJCTBY M
HCIIOJTHEHHE.

Tekcr moctynuBmiell TenedoHOrpaMMbl  3amuchIBaeTCsl  (MeyaTaercsi) MOJydareseM,
pPErUCTpUPYETCS U ONEPATHUBHO MEpelaeTcsl pyKOBOAUTENI0, KOTOPOMY OHa aJIpecoBaHa.

IIpu mnpueme TenedpoHOrpaMMbl  OQOPMIISIFOTCS  CIEIYIOIIME  PEKBH3HUTBI:  TEKCT,
OTIpaBUTENIb, HAaUMEHOBAaHWE BHUAA JOKYMEHTa, JaTa, HOMEp, HaWMEHOBaHHUE OJKHOCTH,
UHUIMAIBI UMEHU M (aMHIus JIUIa, MOJIMHMCABIIEr0 JOKyMeHT. Kpome Toro, ykasbIBaloTCs
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JOJKHOCTH M (paMIJIMU JIMII, TIEPeJaBIINX M MPUHSABIIUX TeIePOHOTpAMMY, Yachl U MUHYTHI
npreMa-fepeadm.

73. Ilpu pemiennn BOIPOCOB 0€3 COCTABJICHUS JOMOJHUTEIbHBIX JOKYMEHTOB UCIIOJIHUTEIb
nenaetr otMeTku Ha JgokyMeHTe U PK® m DOPKK: o mare moctymienust (eciau oOpa3oBajics
WHTEPBaJ BPEMEHU MEX]Yy IMOCTYIUICHUEM JOKYMEHTAa M €ro JIOCTaBKOW MCIOJIHUTENIO); JaTax
MIPOMEKYTOUHOTO HCIIOJIHEHUs (3alpoc CBEACHUM, TenedOHHbIE MEPEroBOPhl U MHBIE); JAaTe U
pe3yJibTaTaX OKOHYATEIbHOI'O NCIIOJHEHUS.

Bce oTmeTku Ha TOKYMEHTE pa3MellaloTcs Ha CBOOOJIHBIX OT TEKCTa MECTax.

Iaparpad 2. Ilopsigok 06padoTKU UCXOAAIIMX JOKYMEHTOB

74. O6paboTKy HCXOISAIIUX JOKYMEHTOB OCYIIECTBISET ciryk6a JJOVY.

Bce mnpoekThl HCXOOAIIMX JOKYMEHTOB corjlacoBbiBatoTca ciyx6oit JIOY, kortopas
IIPOBEPSIET MPaBUWIBHOCT O(OPMIIEHUS BCEX PEKBU3UTOB, B TOM 4YHUCJIE HHAEKCA IO
HOMEHKJIaType JieNia, HaJIM4he W IOJIHOTY MPHUIIOKEHUH, YKa3aHHBIX B OCHOBHOM JIOKYMEHTE.
HenpasuinbHo 0opMIteHHBIE TOKYMEHTHI BO3BPALIAIOTCS UCTIOITHUTEITIO.

75. llonmucanHble JOKYMEHTHI PETHCTPUPYIOTCA U OTHPABISIOTCA aapecary (aapecaraMm) B
JIeHb UX nojanucaHus (YTBEpKJIE€HUS) WIHM HE MO3/IHEE CIeNYIOUIero paboyvero JHs, TeaerpaMmmbl
u Tenedakchl — He3aMeUIUTEIBHO.

B CDOJ1 nomyckaercsi aBTOMAaTW4ecKoe MPUCBOCHUE PErHCTPAMOHHOTO HOMEpa M JaThl
JOKYMEHTa IIPU MOANKUCAHUY IIEKTPOHHOTO HoKymeHTa DIIII.

76. OpuruHagbl HUCHOJHEHHBIX OyMaXHbIX JOKYMEHTOB BMECTE C OTIIYCKOM JOKYyMEHTa
HepeaaTcs B T€ CTPYKTYPHBIE MOAPA3eICHHs WM MTO0IBEJOMCTBEHHbIE OPraHNU3aluHU, KOTOPbIE
ABJIJINCh OCHOBHBIMHW HCIIOJIHUTCIIAIMU W IIPOU3BOOAT q)OpMI/IpOBaHI/Ie COOTBCTCTBYIOIINX ICII
COIJIACHO HOMEHKJIAType JIel.

77. Ilepen OTIpaBKOW 3JIEKTPOHHOTIO JIOKYMEHTa IPOBEPSETCA NPABHWIBHOCTH €r0
oopmieHus (HaIMuuMe PEKBU3UTOB 3JIEKTPOHHOTO JOKYMEHTa), B TOM YHCIIE NPOBOAMUTCA
npoueaypa NpPOBEPKU ANEKTPOHHOW LHU(POBOW MOAMKMCH, TPOBEPKH IOJOKUTEIBHOTO
pe3yJbTarta 3JeKTPOHHOM HU(POBOM MOIMUCH U PETUCTPALMOHHBIX CBUJIETEIbCTB.

CopnepxaHue  DJIEKTPOHHOTO  JIOKYMEHTa COOTBETCTBYET TOJIMHHUKY OyMa)KHOTO
JIOKYMEHTA.

78. Ecnii JOKYMEHT, HaIllpaBJICHHBIM B MHYIO OpraHU3AIlHIO, JIOJDKEH OBITh BO3BpAILIEH, TO B
IPaBOM BEPXHEM YIJIy MEPBOro JHCTa JJOKYMEHTa Ha OyMa)kHOM HOCHTeJe Ha CBOOOIHOM OT
TEKCTa MoJIe MPOCTABIIAIOT IITAMII MJTU JIETIAl0T TOMETKY O BO3BpaTe, TaKylO K€ MOMETKY JIeTaloT
B PK® u OPKK.

IHaparpad 3. Ilopsiaok npoxoxkaeHusi BHYTPEHHHUX JIOKYMEHTOB

79. IlpoxoxaeHue BHYTPEHHUX JOKYMEHTOB Ha J3TamaxX UX IMOATOTOBKM U OQOPMIICHUS
COOTBETCTBYET MPOXOXKACHUID HCXOJSAIIUX JOKYMEHTOB, HAa 3Tale€ HMCHOJHEHUS — BXOJSALIUX
JTOKYMEHTOB.

80. Ilepenmaua BHYTPEHHHUX JIOKYMEHTOB MEXAY CTPYKTYPHBIMHU MOJpa3aeieHUsIMU
OCYHICCTBIIACTCA JOJDKHOCTHBIMHA JIMnamMu, OTBE€TCTBCHHBIMHU 3a JOKYMCHTAIIUOHHOC
obOecrieueHre YIpaBICHHUs B CTPYKTYpHBIX TOJpa3aeieHusX. JIOKyMEeHTHl MepenalTcs C
COOTBETCTBYIOIIEH OTMETKOU B PK®.
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I[OKYMCHTLI, CO3aaHHBIC B MMPOUECCCC NCPCIIUCKU MCIKAY UCIIOJIHUTCIbHBIMU OPraHaMu U UX
MMOABCAOMCTBCHHBIMH OpraHu3alMsIMH, a TakKkKE€ MCEKAY MCIIOJIHUTCIbHBIMU OpraHaMu,
q)HHaHCI/IpyCMLIMI/I U3 MCCTHOTI'O 6IOIL)K€T21, HC BKJIIOYAKOTCA B COCTAaB BHYTPCHHUX NOKYMCHTOB.

MMaparpad 4. Ilopsigok perucTpauuu 10KyMEeHTOB

81. Perucrpanuu nojexaTr JOKYMEHTBI, TPEOYIOLIHE yueTa, UCIIOIHEHHS M UCIIOIb30BaHuUs
B MH(OPMAIIMOHHO-CIIPABOYHBIX LEIISX.

82. Peructpanusi JOKYMEHTOB OCYIIIECTBIISICTCS IEHTPAIN30BaHHO Ci1yk00ii J[OY.

83. /IBuxeHue TOKyMEHTOB B OpraHM3allMd C MOMEHTAa MX CO3JaHMsI WU MOJY4YeHHUS /0
3aBepIICHUs] UCIIOIHEHUS, OTIpaBIeHUs, (POPMHUPOBAHUS JIela U CIA4d B apXUB OpraHU3aluu
o0pasyer JOKyMEHTOOOOpOT.

84. O6peM JOKYMEHTOO0O0pOTa ONpeaesieTcs OOIMHUM KOTUYECTBOM BXOISALINX, UCXOISIIINX
¥ BHYTPEHHHX JIOKyMEHTOB 32 MECSII, KBapTal, TO.

3a eAUHMILY yueTa KOJIMYEeCTBa JOKYMEHTOB MPUHUMAETCS caM JOKYMEHT 0€3 y4eTa KOMUH.

85. B opraHmzamusix ¢ o0beMoM JoKymeHTooOopota cBbime 2000 TOKYMEHTOB B TOJX
JOTYCKaeTCsl JIeHEHTpaIn30BaHHas PErucTpanus JOKYMEHTOB, IpU KOTOpod B ciyxbe JJOY
PEruCTPUPYIOTCS JTOKYMEHTHI, MOCTYNAIOLIME HAa PACCMOTPEHHE PYKOBOJACTBA OpraHMU3alNH,
pacrnopsiAuTeNIbHbIe JOKYMEHTBl OpraHu3allid, OoOpalieHus, COOOIICHHs, 3aIpOChl, OTKIUKH U
NpeUIOKEHUST (PU3MUECKUX U FOPUIAMYECKUX JIMI, TEPEeNnucKa 3a TOIMHUCHI0 PYKOBOJCTBA, B
CTPYKTYPHBIX TMOJApA3JeNCHUSX PEruCTPUPYIOTCS aJPECOBAHHBIE JIAHHBIM CTPYKTYPHBIM
NOJIpa3iesIeHUsIM JOKYMEHTBHI.

86. Perucrpanust ¥ mpueM MOATUHHUKOB OYMaKHBIX JTOKYMEHTOB, OYMa)KHBIX KOIHUH
AIIEKTPOHHOI'O JOKYMEHTa, NOCTyHarIMuX OT y4yacTHUKOB COJI, oCcyIIecTBIsAIOTCA TOJNBKO MPU
HAJIMYUU COOTBETCTBYIOIIUX IEKTPOHHBIX IOKYMEHTOB.

87. JIOKyMEHTBhl PErUCTPUPYIOTCSI B OpraHM3allud OJWH pa3: BXOJSAIIME — B JICHb
MOCTYIUICHHUS, UCXOSIINE U BHYTPEHHHUE — B ICHb MOJMUCAHUS (YTBEPKICHUS).

JIOKYMEHTBI, HE 3aBEpILEHHBIE JEIONPOU3BOJCTBOM WM TPeOYyIOUIMe JIMTEILHOTO CpOKa
WCTIOJTHEHUS, TIEPEPETUCTPAIIUU HE MOAJIeXKAT.

[Ipu nepenade noKymeHTa AJsl UCIIOJHEHUS (O3HAKOMJICHHS) U3 OJIHOTO MOJpa3fesieHus B
WHOE HOBBIN PETUCTPALIMOHHBIA HOMEP HE IPUCBAUBACTCS.

Ha HuxHel cTopoHe mocieaHero iucra JOKyMEHTa WK ero 00OpOTHON CTOPOHE, a TAKKE B
PK® mpocransercs nata (pu HEOOXOAUMOCTH — BpeMsl) TIepeladm.

JIOKYMEHTBI, B TOM YHCIIe OOpalleHusi, COOOLIEHMs, 3apOChl, OTKJIUKU U MPEAJIOKEHUS 10
OIHOMY W TOMY € BOIPOCY, HANpaBlIEHHBbIC PA3IUYHBIM aJpecaTaM U MOCTYIMUBIIHE s
paccMOTpEeHMsI B OJHY OpraHM3allMi0 B TEYEHHE KaJeHJIApHOIO To0/a, YYHUTHIBAIOTCA IIOJ
PETUCTPAIMOHHBIM HOMEPOM TEPBOTO JOKYMEHTa, 0OpalleHus COOOIIeH s, 3arpoca, OTKINKA U
MpeJIOKEHUST ¢ JT00aBIEHUEM MOPAIKOBOTO HOMEpa, MPOCTABISIEMOr0 4Yepe3 KOCYIO0 4epTy
(tpo6b) mim THpE.

[ToBTOpHBIMU CUHMTAIOTCSI JTOKYMEHT, B TOM YHCJIE OOpalieHus, COOOIICHHs, 3arpochl,
OTKJIMKH ¥ TMPEJIOKEHHUS, TOCTYMHUBIIKE OT OJTHOTO M TOTO ke ajipecara (aapecaToB) MO OJHOMY
U TOMY K€ BOIIPOCY HE MEHee JBYX pa3.

88. Perucrparuisi BXOJISAIIMX UITU UCXOSAIIUX JOKYMEHTOB-OTBETOB ocyliecTBisiercss B PKD
WHUITUATHBHBIX JIOKYMEHTOB.

Peructparus ucxonsmmx JOKYMEHTOB (MHUIIMATHBHBIX U OTBETHBIX) OCYIIECTBISIETCS B
enuHor PK® ncxoadmumx JOKyMEHTOB.

89. B opranuzanuu npumensitores cinegyrompe PKO:



NcTouHuk: MHopmaumoHHas cuctema "MAPAIMPAD"

HokymeHT: Npukas MuHucTpa KynbTypbl 1 cnopTta Pecnybnukn KasaxctaH ot 25 aBrycta 2023 roga Ne
236 «O6 yTBepxaeHun MNpaBnn 4OKYMEHTUPOBAHUS, YNpaBrieHns JOKyMEHTaUNEN U MCNONb30BaHMUS
CUCTEM 3MEKTPOHHOIo JOKYyMEHTO060pOTa B rocyAapCTBEHHbIX U HEFOCY4APCTBEHHbLIX OpraHn3aLmsix»

CraTtyc pokymeHnTa: gencteyrowmid. darta: 09.09.2023 r.

1) xapTrouka perucTpaluy BXOASIIMX JOKYMEHTOB, KapTOYKa PETUCTPALUU HCXOIALIUX
JIOKYMEHTOB W KapTO4yKa pErucTpaluyd BHYTPEHHUX JOKYMEHTOB IO (opMe corjiacHo
npuiokeHuto 14 k HacrosiuM ITpaBunam;

2) JKypHal pErucTpallMyd BXOJMIIMX JOKYMEHTOB, JKypHall PETUCTPAllUM HCXOASIIUX
JOKYMEHTOB UM JKypHaI pETUCTPAllMM BHYTPEHHHX JOKYMEHTOB 1O (hopMe COIJIaCHO
npuiIokeHuto 15 k HactosiiuuMm [IpaBuiiam.

90. VYcranaBnuBaercs CIEAYIOIUNH COCTaB CBEACHUM O JOKYMEHTE, IOJUIEkKaIleM
perucTparmu:

1) HauMeHOBaHME OpraHu3aluu (aBTOPa UK KOPPECTIOHICHTA);

2) HaMMEHOBaHUE BU/1a JOKYMEHTA;

3) nara u perucTpalMoOHHbIN HOMEp (MHAEKC) MOCTYIIUBIIETO T0KYMEHTA,

4) 3aroI0BOK K TEKCTY (KpaTKoe cojep:KaHue JOKYMEHTA);

5) pe3omtonns (MCIOIHUTEND, COACPKAHUE TOPYUEHHUSI, aBTOP, /1aTa);

6) CPOK UCIIOJTHEHUS JOKYMEHTA;

7) NOANUCH UCTIOIHUTENS O MOJyUYEHUH JOKYMEHTA;

8) oTMeTka 00 MCIOJIHEHUH JOKYMEHTA U HaIlIPaBJICHUHU €r0 B JIEJI0.

CocraB cBefeHMI B 3aBUCHUMOCTH OT XapakTepa IOKYMEHTa M 3aJay HCIOJIb30BAHUSA
UHpOpPMALUU NIPU HEOOXOJUMOCTH JOIOJHIETCS WHBIMU CBEJCHUAMHU (HAJIMYME MPHIIOKEHHH,
KOJIMYECTBO JIUCTOB, IE€PEMELICHUE JOKYMEHTa BHYTPU OpraHu3allld, IEPEHOC CPOKOB
WCITOJTHCHHMS ).

91. HNudopmanuss o OOKYMEHTaxX, MOJXy4YeHHAss NpPHU HMX PETUCTpPAIMH, IOCTYMNaeT B
UH(POPMALIMOHHO-TIONCKOBYIO ~ CUCTEMY, KOTopass BKJIOYaeT B ce0fd KapTOTeKH U
KJIaCCU(UKALMOHHbIE CIIPABOYHUKH.

92. PK® cocTaBisIoT ClIEAYIOMNE KAPTOTEKH:

1) mo KoppecnoHAeHTaM;

2) 1o BUAAaM JIOKyMEHTOB;

3) 1o aBTOpaM TOKYMEHTOB;

4) KOHTPOJIbHBIE,

5) Koau(pUKaANOHHBIE;

6) mo oOpaieHusIM, COOOIIEHUAM, 3alpocaM, OTKIMKAM U MPEAJIOKEHUSIM (U3NUYECKUX U
IOPUAMYECKUX JIUIL;

7) MHbIE B 3aBUCUMOCTH OT 3a/1a4 [MOMCKa HHPOPMALIUH.

93. VyactHuku CDJI uCHONB3YIOT €AMHYI0 HOPMAaTHUBHO-CIIPABOYHYIO HH(OpMaIHIO.
PerynupoBanue © U3MEHEHHE HOPMATUBHO-CIPABOYHOW  HMH(pOpPMaLUHU, Kacaroulencs
OpraHU3aI[MOHHO-PACTIOPSAUTENEHON TOKYMEHTAIIUH, OCYILECTBIISIET YIIOJTHOMOYEHHBIN OpraH.

94. Tlons 3amucu 6a3bl JaHHBIX AaBTOMATH3MPOBAHHOW HMH(OPMAIIMOHHO-TIOUCKOBOM
CHUCTEMBI COOTBETCTBYIOT IapaMeTpaM MOCIEAYIOIIEro ONepaTUBHOIO MOUCKA JOKYMEHTOB U
KOHTPOJISI 3@ UCTIOJIHEHHUEM IOKYMEHTOB.

Maparpad 5. Ilopsinok UCMOIb30BAHUS JIEKTPOHHOM M POBOH MoANMCH

95. Vwuyactouku C3JI oOecneyuBarOT MOMJMHHOCTh M  LEJIOCTHOCTb AJIEKTPOHHBIX
JIOKYMEHTOB ITyTEeM:

1) unrerpupoBanus (conpspxenus) B COJ1 CK3U, peanusyromux nporecc GopMUpoOBaHus 1
IPOBEPKU AJIEKTPOHHON IM(PPOBON MOAMUCH (CPEICTBA HIIEKTPOHHOU IM(PPOBON MOAMHUCH), a
TaKXKe MPOIIEAINX MPOLEAYyPY IMOATBEPKACHUS COOTBETCTBUSA B MOPSAKE, YCTAaHOBICHHOM
3akoHoaTeNnbCTBOM PecryOnuku Kazaxcran B 001acTH TEXHUYECKOTO PEryJIUpPOBaHUS;

2) coOuoIeHMsl pa3srpaHUYeHUs IPaB AOCTyIa K SJIEKTPOHHBIM JOKYMEHTaM.
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96. Yuactaukam CO/ cienyer:

1) XpaHuTh B TailHe cay»)eOHYI0 HH(OPMALIKIO, CTABIIYIO UM U3BECTHOH B Mpoliecce paboThl
CO cpelicTBaMu KpunTorpadgpuueckoi 3amm sl HHPOpMaInH;

2) XpaHUTh B TallHE COJEP)KAaHUE 3aKPBITHIX (CEKPETHBIX) KIIHOYeH CpPeACTB 3JIEKTPOHHOM
g pooit noanucu (CK3M);

3) obecrieunBaTh COXpPAaHHOCTb HOCHUTENEH KIII04YeBOW MH(OpPMALMU U WHBIX JOKYMEHTOB O
KJTFOYaX 3JIEKTPOHHOM IU(PPOBON MOIMKCH, BBIAABAEMBIX C STUMU HOCUTENSAMH HH(OPMAIIHH;

4) ocymecTBIATh CUHXPOHU3AIUIO BPEMEHU Ha MEPCOHABHBIX KOMIIbIOTEPAX C STAJIOHHBIM
BPEMEHEM;

5) He OCYHIECTBIIATH HKCIUTYaTaI[MIO MporpamMM (B TOM YHCIIe — BUPYChl) Ha MEPCOHAIBHBIX
KOMITBIOTEpaxX, KOTOpbIE HAapymaroT (YHKIMOHHPOBAHUE CPEICTB DJICKTPOHHON IU(PpOBOH
HOJIKCH, B COOTBETCTBUHU C TpeOOoBaHUAMU 1O Hcnosb3oBaHuio CK3U.

97. ns odopmieHHsT >IEKTPOHHBIX JOKyMeHTOB B CDOJ] rocynapcTBEHHBIX OpraHOB
UCIIONIB3YIOTCSL TOJBKO T€ 3aKpPBIThIe (CEKPETHBIC) KIIOUYU 3JIEKTPOHHOU IU(POBOI MOAINKUCH,
KOTOPBIM COOTBETCTBYIOT OTKPBITHIE KIIOYH 3JCKTPOHHOW HU(POBOH IMOAMUCH, HWMEIOIINE
JEHCTBYIOILINE PETUCTPALIMOHHBIE CBUAETENbCTBA, BhIJaHHbIE Y]] I'O.

98. Tlopsmok npUMEHEHHUs JJIeKTpoHHOW mudpoor moamucu B CDJ] 3akimouaercs B
CIEIYIOLLIEM:

1) dopmupoBanue >yeKTpOHHONH HUGPOBOM MOANMMCH [UIS TOANMCAHUS DIIEKTPOHHOTO
JIOKYMEHTa OCYLIECTBIISIETCS C UCIIOJIb30BAHUEM:

OMHOW WJIM HECKOJBKHX OJJIEKTPOHHBIX IUQPPOBBIX TOANUCEH JODKHOCTHBIX  JIHI]
rOCYJJapCTBEHHBIX OPIaHOB IIPH YAOCTOBEPEHUU 3JIEKTPOHHBIX JTOKYMEHTOB, U3/1aBA€MbIX UMH B
npeaenax ux noJIHOMOYHH;

OJTHOM 3JIEKTPOHHON LM(POBOM MOANUCH COTPYAHUKA MOAPa3ACICHHUS TOKYMEHTAlMOHHOTO
o0ecIreyeHus;

2) popMupoBaHue IEKTPOHHOMN UPPOBOI MOANMCH JOHKHOCTHBIX JIUL FOCYIapCTBEHHOTO
opraHa IpH YyJOCTOBEPEHHM 3JIEKTPOHHBIX JOKYMEHTOB, H3/1aBa€MbIX MMM B Npelenax HX
MTOJTHOMOYMH:

JOJDKHOCTHOE JIMIIO TOCYJapCTBEHHOTO OpraHa TMpu YJOCTOBEPEHHM AIIEKTPOHHBIX
JIOKYMEHTOB, M3/aBa€MbIX MM B Ipe/eiax ero MOJHOMOYMM, yIOoCTOBepsieT (IIOJIMUCHIBACT)
TEKCT JOKyMeHTa (BJIO)KEHHBIM (-ble) (ailibl) A0 €ro perucrpaud ¢ MPUMEHEHHEM
3JIEKTPOHHOHN LU(POBOM MOAMMCH, KOTOpast 00ecreyrBaeT MOAJIMHHOCTh U LIETOCTHOCTh TeKCTa
JIOKYMEHTa;

(bopmHpoBaHUE AIEKTPOHHON IIUPPOBON MOAMMCH JAOJKHOCTHOTO JIMIIA TOCYAAPCTBEHHOTO
opraHa NpU YAOCTOBEPEHUHU JIIEKTPOHHBIX JOKYMEHTOB, M3/aBa€MbIX MM B IMpeaenax HxX
MOJTHOMOYHH (TIepBOi NIEKTPOHHON LU(POBON MOANUCH) OCYLIECTBISIETCS C UCHOJIb30BAaHUEM
CK3U, peanusyromnux mnpoiecc GOPMUPOBAHUS U MPOBEPKU SIAECKTPOHHOU MUGPOBOM MOIMUCH
(cpencTBa 37€KTPOHHOM LM(POBOM moamucu), kiodeBoro Hocutens uHpopmamun CK3U u
PErMCTPAalMOHHOTO CBHUJIETENBCTBA, OTy4eHHBIX B Y1 I'O;

3) mnpuUMeHEHHE JNEKTPOHHOW NM(PPOBON MOANMUCH COTpyAHHMKa ciyx0bl JIOY s
MEPECHUIKH 3JIEKTPOHHOTO JTOKYMEHTa MEX]ly TOCYJapCTBEHHBIMU OpraHaMH:

AJIEKTPOHHON IM(POBOMH MOANMChIO coTpyaHuka ciayxObl  JIOY  ymocroBepsercs
(moamuchIBaeTCs) SJIEKTPOHHAs PEruCTpallMOHHAs KapTouka (YHUKaJIbHBIA HIECHTH(PUKATOP,
HazHaueHHbIH u3 COJl, nara JOOKyMEHTa, aBTOp JOKyMEHTa M JJIEKTPOHHBIM JOKYMEHT,
YAOCTOBEPEHHBIN AJEKTPOHHOU ITU(PPOBOI MOAMUCHIO JOKHOCTHOTO JIUIA TOCY/IapCTBEHHOTO
oprasa).

dopMupoBaHHE  DJIEKTPOHHOW IUGPOBOM  TMOAMUCH  COTPYJHHKA  TOJpa3/eicHUs
JOKYMEHTALMOHHOTO 00eCcTieueHHs OCcyIecTBuseTcs ¢ ucnoib3zoBanueM CK3U u, peanuzyromux
nmporecchl  (OpMUPOBaHUS U TMPOBEPKH DJIEKTPOHHOW IUGPOBOM moanmucu (CpeacTBa
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AIIEKTPOHHON HU(POBOM MOAMKCH), KIIOUYEBOTO HOCUTENS U PETUCTPALMOHHOTO CBHJICTEILCTBA,
nonydeHHsix B YI[ T'O.

99. B cnyyae BBIABICHHS IPU YHOPSIOUYEHUH apXUBHBIX JTOKYMEHTOB (PaKTOB OIpPEACIICHUS
OTPULIATENILHOTO pe3yJibTaTa MPOBEPKH AIIEKTPOHHOM HU(GPOBON MOANUCH B 3JICKTPOHHBIX
JIOKYMEHTaxX IOCTOSIHHOTO U BpeMeHHOTo (cBelie 10 j1eT) cpoka XpaHEeHHUs, OCYILIECTBIIAETCA UX
CBepKa ¢ OyMaKHBIMHU MOJUIMHHUKAMU. [0 mTOoram CBEpKH 3JIEKTPOHHBIE KOIHU JOKYMEHTa,
uMeromue OyMakKHble TO/UIMHHHUKH, 3aBEPSIOTCA DJCKTPOHHOM IU(PPOBON  MOANHUCHIO
PYKOBOJUTEINS CTPYKTYPHOIO MOJpa3ieieHus, Kypupyromero Bompocsl JOY u  (uim)
BEJJOMCTBEHHOI'O apXMBa.

[Ipu otcyTcTBUM OyMa)XHBIX MOAJMHHUKOB JJIEKTPOHHBIE JOKYMEHTHI IOCTOSHHOTO H
BpeMeHHOro (cBbiie 10 neT) cpoka XpaHeHHUs MOJIeKAT Mepeaade B BEIOMCTBEHHBIA apXUB C
COOTBETCTBYIOIIEH OTMETKOM.

ITaparpa¢ 6. O6ecnieuenune nupopmanuonHoii 6ezonacuoctu CI/]

100. HNndopmanmonnas 0€3011aCHOCTb anmnapaTHO-IPOrPaMMHOTO,
TEJIEKOMMYHUKAIMOHHOrO  obecriedeHuss COJl  pernmaMeHTHpPYeTCs  COOTBETCTBYIOLIMMHU
HOPMATHUBHBIMU TPaBOBBIMH akTamMu PecryOnmuku Kazaxcran B oOnactu enuHBIX TpeOOBaHUI
UH(POPMALIMOHHO-KOMMYHUKAIMOHHBIX ~ TEXHOJOIMM u  obecrnedeHus HMHGOPMAIMOHHON
0€30MacHOCTH.

@OynkuuonupoBanre COJl, eqMHON TpaHCHOPTHOM cpesbl TOCYAapCTBEHHBIX OpraHoB, Y1l
'O, nepedyens yuactHukoB CDJI, uX 00S3aHHOCTH OIPEACISIIOTCA W OCYIIECTBISIOTCS C
BBITOJIHEHHEM TpeOoBaHMH MH(YOPMAIIMOHHON 0€30MacHOCTH B COOTBETCTBUM C JJOTOBOPaMH Ha
BBIMIOJTHEHHE COBMECTHBIX pabOT Mo obOecreyeHr0 MHPOPMAIMOHHON O0€30MacHOCTH MEXIy
OpraHu3alei-3aka3unkoM,  TOCyJapCTBEHHbIMH  OpraHaMM ¥ JKCIUIyaTUPYIOLUIMMU
OpraHu3aIusaIMu (OPTaHU3AIMSIMA-UCTIOTHUTEISIMA ).

101. CK3MU, peanusyromue nporecc GopMUpOBaHUS U MPOBEPKU SIEKTPOHHOM IUPPOBOI
MIOJIIIFICH, MICTIOJIB3YIOTCSI B CTPOTOM COOTBETCTBHH C WX DKCIUTyaTal[MOHHOW JOKyMEHTAIel 1
IPaBUJIAMHU UCIIOJIb30BaHMUS.

102. JIoKyMeHTBI, coJeprKallie CBEICHMsI, COCTABISAIONINE TOCYJapCTBEHHbIE CEKPEThI, HE
noJyiexar npuemy, oopaboTke, XpaHeHHIo U nepeaade yepe3z CO/I.

MMaparpad 7. Ilopsigok KOHTPOJIS UCIIOJHEHUA TOKYMEHTOB

103. KOHTpOJIb UCIOJHEHUS TOKYMEHTOB BKJIIOYA€T NOCTAHOBKY JOKYMEHTa Ha KOHTPOJIb,
pPEryJIupoOBaHue X0Ja UCIIOJIHEHHUS], CHATHE UCIIOJIHEHHOIO JOKYMEHTa ¢ KOHTPOJISA, HallpaBJIE€HUE
HCIIOJTHEHHOTO JIOKyMEHTA B JIeJI0, y4eT, 0000IIeHe U aHaJIN3 X0Ja U pe3yIbTaTOB UCIIOJIHEHUS
JTIOKYMEHTOB, HH(OPMUPOBaHHE PYKOBOJICTBA O COCTOSIHUU UCIIOJIHEHUS T0KyMeHTOB. CBeJleHUs
00 MCIOJIHEHUH JOKYMEHTOB, MOJICKAIINX KOHTPOJIO, U OOpalieHui, cooOIeHni, 3apoCcoB,
OTKJIMKOB ¥ TPEAJIOKCHUH (PU3MUECKUX U OPUAWYECKUX JIMI[ 3allOJHSIOTCS COTJIAaCHO
npuioxeHusM 16 u 17 x nactostmm [IpaBumam.

KoHTpob HCrIoNHEHNs: JOKYMEHTOB BKJIFOYAET CIEAYIOIINE ATAlbI:

1) nocTaHOBKA JJOKYMEHTOB Ha KOHTPOJIb;

2) npoBepKa CBOEBPEMEHHOCTH JIOBE/ICHUS IOKYMEHTOB JI0 HCIIOJIHUTENEH;

3) npeaBapuTEIbHAS IPOBEPKA U PErYIUPOBAHUE X0a UCIIOTHEHHUS;

4) cHATHE TOKYMEHTA C KOHTPOJIS;

5) HampaBJlieHHE UCIIOJIHEHHOTO JJOKYMEHTA B JIEJ0;
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6) yueT, 0000IIeHrEe U aHATTU3 PE3yJIbTATOB KOHTPOJISl UCTIOJTHEHHSI IOKYMEHTOB;

7) nHGOPMUPOBAaHUE PYKOBOJICTBA O XOJI€ U PE3YJIbTaTaX UCIOIHEHUS T0KYMEHTOB.

104. KoHTpoito moanexar Bce 3aperucTpUPOBaHHBIC IOKYMEHTHI, TPEOYIONINE UCTIOTHEHUS,
B TOM 4YMCJI€ HPOLLIBIX JIET, KOTOPbIE B CHJIY Pa3JIUYHBIX NPUYUH HE OBUIM MCIIOJIHEHBl U MX
MCIIOJIHEHUE TIEPEHECEHO Ha TeKylMi roa. B 3Tux ciydasx nepeperucrpanusi JOKYMEHTOB He
npoBoaurcs, a B PK® yka3pIBaroTCsl BHOBb YCTAHOBJIEHHBIE CPOKH.

105. KoHTponb 3a CBOEBPEMEHHOCTbIO M KaueCTBOM pealli3allud ITyHKTOB IOPYyYEHUN
[Ipesunenta Pecnyonuku Kaszaxcran, PykoBomcrBa Anmunuctpanuu Ilpesunenta PecmyOnuku
Kazaxcran mo uToram pervoHajJbHBIX MOE3I0K, MEXKIYHAPOAHBIX M OOIIECTBEHHO 3HAYMMBIX
MeponpusaTui, 1aHHbIX [IpaButenscTBy PecryOnuku Kazaxcran, opranusanusm, oCcyIecTBIIsET
[TpaButenscTBO PecnyOmmku Kazaxcran.

106. Axtet u mnopydenust Ilpesmmenta Pecnybnuku Kazaxcran, PykoBojctsa
Anvunuctpamn  [Ipesunenta Pecrybonmuku KasaxcTan ¢ y4eToM YCTaHOBJICHHBIX CPOKOB
VICIIOJIHEHUS CTaBSITCS Ha CJIEIYIOIINE BUIbI KOHTPOJIS:

1) cpouHBIif — C TOMETKaMM: «BECbMa CPOYHO» — B TEUEHHE TpeX pabouux AHEH, «CPOUHOM,
«YCKOPHUTB» — 10 I€CATH pabouuXx AHEH;

2) KpaTKOCPOYHBIN — OT J€CITH pabouMX AHEW O OJIHOTO MECSIIA;

3) cpenHecpOUHBIi — OT OTHOTO JI0 IIECTH MECSIIEB;

4) MONTOCPOYHBIN — CBBIIIIE IIECTH MECSILIEB.

Cpoku HCHOJHEHMs INOPYYEHHMH, YCTAaHOBJICHHBIE B akTax M nopydeHusx IIpesupenra
Pecny6mmku Kazaxcran, Anmunuctpamuu [Ipesunenra Pecnyonuku Kazaxcran, ucuucistorcst B
pabouux AHSX CO JIHA UX MOCTYIUICHUS B OPraHU3alHIo.

B ciydasx, eciiu B opydeHUsIX HE yKa3aHbl CPOKHU, TO OHU UCIOJHSIOTCA B MECSIUHBIN CPOK
¢ BHeceHueMm HHpopmaruu B anpec Ilpesunentra PecnyOnukn Kazaxcran, AnMuHHCTpanuu
[Tpesunenta PecnyOnuku Kazaxcras.

107. CyObeKkTaMu, OCYHIECTBISIIOIIMMHU KOHTPOJIb 32 HCHOJHEHHWEM aKTOB M INOPYYEeHUMH
[Tpesunenta Pecriybnuku Kazaxcran, PykoBonctBa Aamunuctpanuu Ilpesunenta PecnyOnuku
KazaxcraH B OpraHu3anusx, siBJISIFOTCS CIEAYIONNE JOJKHOCTHBIE JINLA!

1) mepBbIii pyKOBOAMTENh OpraHU3allMU, KOTOPBIH OCYIIECTBIISIET OOIlee PyKOBOJCTBO U
KOHTPOJb 32 CBOEBPEMEHHBIM UM  KAaueCTBEHHBIM  HCIIOJIHEHHMEM U  COOJIIOJICHHEM
MCIIOJTHUTENIbCKON JHUCHUUIUIMHBI akToB W mnopyueHuit Ilpesunenta Pecnybnmuku Kaszaxcraw,
PyxoBoactBa Anmunuctpauuu Ilpesunenta Pecriy6nuku Kaszaxcran;

2) 3aMecTUTeNH TMEepPBOrO0 PYKOBOAMTENS OpraHu3alldd, KOTOpble OO0ECIeunBaroT
KayeCTBEHHOE MCIIOJIHEHHEe akToB M mnopydeHuidl Ilpesmpenta PecnyOnmku Kasaxcran,
PykoBonctBa Anmunucrtpanuu Ilpesupenta PecnyOnukum Kaszaxcran 1o  KypupyeMbIM
HalpaBJIeHUSIM paboTHI.

VYka3aHHbIE JOJKHOCTHBIE JIMI]a CBOEBPEMEHHO M KAYECTBEHHO HCIIOJHAIOT akKThl U
nopyuenus Ilpesunenta Pecny6onuku Kaszaxcran, PykoBonctBa Anmunucrpauuu Ilpesunaenra
PecnyOnuku Kazaxcran.

108. OpraHuzanuu-coMCIONHUTENN axkToB H nopydeHuil [Ipesupenta PecmyOmuku
Kazaxcran, PykoBoacrBa Aamunucrtpanuu [Ipesunenta PecnmyOnuku Kazaxcran BHOCAT cBouM
IPEJIOKEHUS OpTaHU3alMK, OCYIIECTBIISIIOIIEH CBOJ, NMPU HCIOJHEHUU aKTOB U IOPYYEHUH,
MOCTaBJIEHHBIX Ha:

1) cpoUHBIl KOHTPOJIb, C TOMETKAMH «BEChbMa CPOYHO» B TEUEHUE OJHOTO PabOoYero JHsS CO
JTHSI TIOCTYTUIEHUS! TIOPYUYEHHUSI, «CPOUHO», KYCKOPUTb» — HE MO3J[HEE, YeM 3a TPU pabouymux AHS,
€CJIM NHOE HE YCTaHOBJIEHO COOTBETCTBYIOLUM IIOPYUYEHHUEM;

2) KpaTKOCPOUYHBII KOHTPOJIb — HE TO3/IHEE, YeM 3a MATh pab0ovmX THEH 10 yCTAaHOBJICHHOTO
CPOKa UCIIOJIHEHUS, €CJIM MHOE HE YCTAaHOBJIEHO COOTBETCTBYIOIIUM MTOPYUYEHUEM;
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3) cpemHeCpOYHBI KOHTPOJIb — HEMO3JHEee, YeM 3a JeCATh paboyumx HHEH [0
YCTaHOBJICHHOTO CpOKa WCIOJHEHHUS, €CIIM WHOE HE YCTaHOBJIEHO COOTBETCTBYIOIIMM
MOPYYEHUEM;

4) NONTOCPOYHBIM KOHTPOJb — HE IMO3JHEe, 4YeM 3a JBaalarh pado4yux IHEH 10

YCTaHOBJIICHHOIO CpOKa MCIOJIHEHHs, €CIM MHOE€ HE YCTAHOBIEHO COOTBETCTBYIOLIUM
IIOPYYEHUEM.

109. B cnyuae, ecnu myHKTHl akToB M mopyueHuil Ilpesunenra PecnyOmuku Kasaxcraw,
PyxoBoactBa Anmunucrpauuu Ipesnnenra Peciyonuku Kazaxcran He MOTYT ObITh BBIIIOJIHEHBI
B YCTAHOBJICHHBI CpPOK, TO PYKOBOIMTENIb OpraHU3alliM, a B CIy4asx, €CIU 3aTParuBarOTCs
nonHoMouus IlpaBurensctBa, — mocne corinacoBanus ¢ IIpembep-Munucrpom PecnyOnuku
Kazaxcran (JIMIOM, HCHOJHSIOIIMM €ro OOsA3aHHOCTH) WM €ro 3aMECTUTENIEM He IO03JHee
YCTAHOBJIEHHOI'O CpOKa BHOCUT NHMCbMO B Ajamunuctpanuio IIpesunenta PecnyGunku
Kazaxctan ¢ yka3aHuMeM TEKYLIErO COCTOSIHHUsS  MCIOJHEHHs, apryMEHTHPOBAHHBIM
000CHOBaHMEM HEOOXOIMMOCTH TPOJUIEHHUS CpOKa HCIOJHEHUs MO0 ero ImnepeBoja Ha
CPEIHECPOYHBI HJIM JOJIOCPOYHBIA KOHTpOJb. [IpM 3TOM YKa3bIBalOTCS KOHKPETHBIA CPOK
UCIIOJIHEHUS, OTBETCTBEHHBIE IIOJUTHUYECKHE TOCYJApPCTBEHHBIE CIIyXalllUe OpraHu3aluu-
VICITOJIHUTEIIA, & TAK)KE OpPraHNU3alui-COUCIIOIHUTENEH U TOJDKHOCTHBIE JIMLA OpraHUu3aIui.

ITo mopyuenusim, ykazanHbsIM B nyHkre 105 Hactosmmx I[IpaBui, KoTopsle HE MOTYT OBITh
BBIIIOJIHEHBI B YCTaHOBJICHHBIM CPOK, PYKOBOJMUTENb OPraHU3ALUU-HUCIIOIHUTENS HE I03/HEe
YCTAHOBJIEHHOI'O CpOKa BHOCUT MHMCbMO B ajpec pykoBojcTBa IIpaBurenbcrBa PecnyGuuku
Kazaxcran nim PykoBomurento Anmnapara [IpaBurensctBa PecnyOmuku Kazaxcran ¢ ykazanuem
TEKYIIEro COCTOSHUSI WCIOJHEHHUs, apryMEHTUPOBAaHHBIM OOOCHOBAaHHUEM HEOOXOAMMOCTHU
IPOJUIEHUS CPOKAa HCIOJHEHHsS] JUOO €ero nepeBojia Ha CPEeIHECPOUYHBIH WM JOJITOCPOYHBIN
KoHTpoJb. [IpaBurensctBo PecnyOnuku Kazaxcran yBenomiser Anmunucrpauuto IIpesunenra
Pecniybnuku Kazaxcran o mpHHSTOM MO NMUCHMY PEIIEHUH HE MO3HEE IeCATU pabouux JHEH.

110. IlponneHue CpOKOB HCIIOJIHEHUS M CHATHE C KOHTPOJSA OINEPAaTUBHBIX IMOPYYECHHH
IIpembep-MuHuCTpa OCYIIECTBISIIOTCA TONIBKO 1IpeMbep-MunncTpom.

111. IloBTOpHOE ™pOUIEHHE CpPOKOB HCIHOJHEHUs mnopydeHuid IIpembep-Munucrpa
JIOITYCKAeTCsl B MCKIIIOYHUTENIBHBIX CIy4asX HAa OCHOBAHMM COOTBETCTBYIOWIETO IPEUIOKEHUS
3amecturens Ilpembep-Munuctpa wimm PykoBogurens Amnmapara [lpaBurensctBa (B
COOTBETCTBUU C paclpefelieHueM O00s3aHHOCTEH WM COOTBETCTBYIOIIMM 3aKpEIUIEHUEM
KOHTPOJISI) C PAacCMOTPEHUEM BONpOca O NPUHATHM Mep IUCLHUIUIMHAPHOTO XapakTepa B
OTHOLIEHWH OTBETCTBEHHOI'O IOJIMTHYECKOTO T'OCYJApCTBEHHOIO CIY’KaIEro — 3aMECTHUTEN
NIEPBOr0 PYKOBOAMTEIS TOCYJaPCTBEHHOTO OPTraHa-UCIIOTHUTEIS.

112. Ilpeyoxxenne o MOBTOPHOM MPOAJICHUH akToB U nopyueHuit [Ipesuaenra Pecnybnuku
Kazaxcran, PykoBonctBa Anmunucrpauuu Ilpesunenra Pecny6muku Kaszaxcran co cpokom
VCIIOJTHEHUS CBBIIIE TPEX MecsleB BHOCUTCS B AnMuHuctpauuio Ilpesunenrta PecnyOnuku
Ka3zaxcran opraHus3aluei-uCIIOIIHUTENEM, a B CIy4asX, €CJIM 3aTParuBarOTCs IOJHOMOYUS
[TpaButensctBa PecnyOnuku Kaszaxcran, — mocne cornacoBanusi c¢ Ilpembep-Munuctpom
Pecny6nuku Kazaxcran (JIu1om, MCTIOJHSIONIMM €r0 00S3aHHOCTH) WJIM €r0 3aMECTHTEJEeM He
Mo37HEE MATHAALATHA paboUnX JTHEH 10 UCTEUEHUS CPOKA €ro UCTIOHEHHUS.

OTBeTCTBEHHOE CTPYKTYpHOE mojpaszzaeneHue Anmunuctpauuu [Ipesunenta PecrnyOmuku
Kazaxcran He mo3gHee necsiT paboyux JHEH ¢ MOMEHTa MOCTYIUIEHUS JaHHOTO MPEeasoKeHUs
IIPOBOAMT NIPOBEPKY IO BOIPOCY BBIACHEHUS NPUYUH HEUCIIOJHEHUS AaKTOB U IOPYYEHUN
[Tpesunenta Pecriybnuku Kazaxcran, PykoBonctBa Aamunuctpanuu Ilpesunenta PecniyOnuku
KazaxcraH u 110 ee pe3ysbTaTaM FOTOBUT SKCIIEPTHOE 3aKIIOUYECHHUE.

ITonokeHHs HACTOSILErO IyHKTa HE PACHPOCTPAHSIOTCS Ha IOPYYEHUs, YKa3aHHBIC B
nyHkTe 105 nacrosumx ITpasui.
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113. IlpemyioxkeHne O MNOBTOPHOM MPOJNJIEHUM IMOPYYEHHM, yKa3aHHbIX B IyHKTe 105
HactoAmux [IpaBui, €O CPOKOM HCIIOJIHEHHs CBBIIIE TPEX MECSALEB BHOCUTCS B alpec
pykoBoactBa IlpaButenbctBa PecnyOnmukm Kazaxcran wim  PykoBogutento  Anmapara
ITpaButenscTBa Pecny6inku Kazaxcran opranuzanueii-ucoHUTEIEM He NO3/1Hee NATHA AT
pabouMx JAHEN 0 UCTEUEHUS CPOKA UCIIOJHEHUS.

OTBeTCTBEHHOE CTPYKTypHOe noApasneneHue Amnmnapata IIpaBurensctBa PecryOmmku
Kazaxcran He mo3aHee aecsTd padovyux JHEH ¢ MOMEHTa MOCTYIUICHHS JaHHOTO MPEIOKEHUS
IIPOBOAMT IIPOBEPKY IO BOIPOCY BBIICHEHMsI NPUYMH HEWCIIOIHEHHS IIOPYYEHUS M IO €€
pe3yibTaTaM TOTOBUT HKCIIEPTHOE 3aKJIFOYCHUE.

114. B cinyuyae BHECEHHs NPENJIOKEHUS O IIPOUICHUN CPOKA UCIIOJIHEHMSI IIyHKTOB aKTOB U
nopyuenuit I[lpesunenta Pecniyonuku Kazaxcran, PykoBoacrBa Aamunuctpanuu Ilpesunenta
Pecny6nuku Kazaxcran Oosiee 1BYyX pa3, paccMaTpuBaeTcs BONPOC O HAKa3aHMM IEPBBIX
PYKOBOAUTENEH OPraHU3aLUi.

115. IlponneHue CpOKOB MCIOJHEHMs JHMUYHBIX mnopydeHuil Ilpesupenrta PecryOmuku
Kazaxcran ocymiectsisiercst Tonbko [Ipesunentom Pecnyonuku Kazaxcran.

116. Axtel u mopyuenus IlpaButensctBa Pecnybnmuku Kazaxcran, IIpembep-Munucrpa
Pecniybnuku Kaszaxcran wim ero 3amectuteneit u PykoBogutens Annapara IIpaBurensctBa
Pecny6nuku Kazaxcran ctaBsSTCs Ha ClIe1yIOIINE BUAbI KOHTPOJIS:

1) cpoUHBIil KOHTPOJIb C TIOMETKAMH «BECbMa CPOYHO» — B TEYEHHE OAHOI0 paboyvero JHS CO
JIHSI TTOCTYIUICHUS IOPYUYEHHUsI, «CPOUHO», «YCKOPUThY» — HE MO3HEEe, YeM 3a TpU pabouux JHs,
€CJIM MTHOE HE YCTaHOBJIEHO COOTBETCTBYIOLIUM IIOPYUYECHHUEM;

2) KpaTKOCPOUHBIA KOHTPOJIb, HE TIO3/IHEE, YEM 3a IATh pabouux JHEH /10 yCTaHOBIEHHOI'O
CpPOKa MCIOJIHEHHUS], €CJIM UHOE HE YCTAaHOBJIEHO COOTBETCTBYIOIUM ITOPYYEHUEM;

3) cpenHecpouyHBI KOHTpPOJb, HE IIO3JIHEE, YeM 3a JeciaThb pabouyux JHeH [0
YCTAQHOBJICHHOTO CpOKa MCIOJIHEHHs, €CJIM WMHOE€ HE YCTAHOBIEHO COOTBETCTBYIOIIUM
MIOPYYEHUEM;

4) NOATOCPOYHBIM KOHTPOJb, HE TO3[HEe, 4YeM 3a [BajJlarTh pabdouux JHEH 10
YCTAaHOBJIEHHOIO CpOKa MWCIIOJIHEHHs, €CIM MHOE HE YCTaHOBJIEHO COOTBETCTBYIOILUM
MOpYYEHUEM.

Cpoku UCHOTHEHMsI MOPYYEHH, YCTAaHOBIIEHHBIE B akTax M nopydeHusx IIpaButenbcrBa
Pecniy6nuku Kazaxcran, [Ipembep-Munuctpa Pecy6nuku Kazaxcran unu ero 3amecTuTesneil u
PykoBoaurens Amnmapara IlpaButensctBa PecnyOmuku KaszaxcraH, ucyucistoTcss B paboumx
JTHSIX CO JIHA UX MOCTYIJIEHUS] B OPraHU3aLINIO.

B citydasx, eciin B IOpydYeHUSAX HE YKa3aHbl CPOKHM, TO OHU UCIOJHAIOTCA B MECSIYHBII CPOK
¢ BHeceHueM wuHpopmauuu B azapec IlpaBurensctBa PecnyOmmku Kaszaxcran, IIpembep-
Munuctpa Pecnybnuku Kaszaxcran wumu ero 3amectureneit m PykoBogurtens Amnmapara
[TpaButenscTBa PecniyOnuku Kazaxcras.

Kontponsusle mnopyuenust Ilpesunenta PecnyOnmku Kaszaxcran wu  PykoBoautens
Anmunuctpauuu [lpesunenta PecnyOmuku Kaszaxcran ¢ pesomronusimu k HuM [Ipembep-
Munuctpa PecnyObnukn Kazaxcran, ero 3amectuteneii u  PykoBoaurtens Amnmapara
[IpaButensctBa PecnyOnuku Ka3zaxcTtan HCHONHSIOTCS OpraHu3auusMu He no3anee 20-
JHEBHOTO CpOKa CO JIHA IOPYYEHHs, €CIIM B IOPYYEHHUSX HE YCTAHOBJIEHBl HHBIE CPOKHU.
Opranu3zaiys — COUCIIOIIHUTENb HANpPaBJIseT CBOIO MH(OpPMAIMI0 OTBETCTBEHHOM OpraHu3aluu
— VCTIOJTHUTEIIIO HE TI03/IHEE, UEM 3a IIATh JHEH JJ0 UCTEUEHUS YCTaHOBJIEHHOI'O CPOKa.

117. Cpoku HCNIOTHEHUS NPOTOKOJIBHBIX IOPYYEHUN, COJEPKAMUXCA B IMPOTOKOJIAX
3acenanuii IlpaBurenbcrtBa PecnyOnuku Kaszaxctan um coBemanuii y [nmaBel rocymapcrsa,
pykoBoactBa IlpaBurenbctBa PecnyOmuku Kazaxctan wu  PykoBoamrtens — Amnmapara
[IpaButenscTBa PecnyOnmuku Kaszaxctan, wucUMCHsIOTCS €O JHS TPOBENEHHS 3acelaHus
(coBemanusi). B ToM ciydae, ecnu Ha 3aceaHud (COBEIIAHWU) ObUT Ha3BaH CPOK HCITOJTHCHHS
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KOHKPETHOT'O MOPYYEHHS, TO COOTBETCTBYIOIINE OPraHU3ALMUH, B aapec KOTOPHIX OBLJIO JaHO
IOpYYEHHE U MPEICTABUTENM KOTOPBIX IPUCYTCTBOBAIM Ha 3acelaHuu (COBEIIAHUM),
IPUCTYNAIOT K UCIOJHEHUIO MOPYYEHUH cpa3y IOcie 3aceaHus (COBEIIAHUA), HE TOKUIASICh
HOCTYIJIEHUs K HUM ITPOTOKOJIA 3ace/1aHus (COBEILaHMs).

118. KoHTponb HCIONHEHUS MJOKYMEHTOB MO CYIIECTBY BONpOcCa BO3Jlaraercss Ha
PYKOBOJUTEIEH CTPYKTYPHBIX IOAPA3ACICHUN WU TOJKHOCTHBIX JIMII.

119. Ilpu opraHuzanuu KOHTpPOJIA HCNONHEHUs ucnonb3yorcs PK®. KonrtposbHas
KapTOTEKa CHUCTEMATU3UPYETCs 110 CPOKaM UCIOJHEHHS JOKYMEHTOB, HCIOJIHUTENSAM, IpyIam
JIOKYMEHTOB.

120. JIOKyMEHT CHUMAETCsl ¢ KOHTPOJII PyKOBOJUTENIEM, IOCTABUBIIUM €r0 Ha KOHTPOIb,
WIH T10 €T0 NMOpYy4eHUIo — cityx00i1 JJIOVY.

121. Ilpu cmene pykoBoaureneit ciyx0bl IOY U CTpYKTYpHBIX HOJpa3eIeHU JOKYMEHTbI
u nena, a takke PK® x HuUM nepenarorcs BHOBb HA3HAYEHHOMY PYKOBOJIMTENIO WU
OTBETCTBEHHOMY JOJDKHOCTHOMY JIMLY 10 aKTy IIpUeMa-Iepeayn.

IMaparpad 8. Ilopsinok yuera u XpaHeHHs NevaTei, ITAMIOB U 0JIaHKOB

122. Yder, uCnonbp30BaHUE, XPAHEHUE U YHUUTOKEHUE TEYATHO-OJAHOYHON MPOIyKIIHH,
neyaTel, MTaMIOB, MOJIEKALIMX 3aIIUTE, U CPEACTB 3aLIUThl JOKYMEHTOB OCYILECTBISIOTCS
JOJDKHOCTHBIMM  JIMIIAMH, Ha3HA4aeMbIMH IpUKa3aMu (pacHnopsyKEHUSIMU) PpPYKOBOJIUTENEH
OpraHu3aIuu.

123.  TocymapcTBeHHass oOpraHu3alusi HMEeT OJHy IeyaTh C H300paxeHueM
I'ocynapcrBennoro I'epba Pecniy6nuku Kazaxcras.

[Ipu HeoOXoaUMOCTH CTPYKTYPHBIE MOAPA3/IEICHNS TOCYIaPCTBEHHON OpraHu3aluy UMEIOT
nedatu (mrammnel) ¢ u3zoOpaxeHueMm [ocynapctBeHHoro I'epba PecnyOnukm Kaszaxcran u
OJIMHAKOBBIM TEKCTOBBIM COJIEP’KaHUEM, TEKCTOBAsI YaCTh JOIOJIHAETCS MOPSAIKOBBIM HOMEPOM
WJIM CUMBOJIOM (CHMBOJIAMH).

124. VYuer mnedaTHO-OJIAHOYHOW WPOIYKIMU, TOJJICKAIIEH 3alldTe, B TOM 4YHUCIE C
uzobpaxkennem  l'ocynapctBenHoro  I'epba  PecnmyOnmuku — Kasaxcran, Bemercss B
COOTBETCTBYIOIIMX  PETHUCTPALMOHHBIX  YYETHbIX (opMax: IKypHajlaX, KapTOukKax U
aBTOMATH3UPOBAHHBIX HMH()OPMAIMOHHBIX CUCTEMaxX, >KypHaje ydyeTa W BbLAAYM I€4aTHO-
0JIaHOYHOI MpOAYKLMH, MOJUIeXkKalleld 3amuTe, Mo (GopMe COINIaCHO NpuiokeHuto 18
HacrosmuM [IpaBuiam.

XKypHan ydera M BbJAYM N€YATHO-OJAHOYHOW NPOAYKIMH, MOJJIeKalle 3amure,
3aBOAMTCS HAa KAl BHJI MEYaTHO-OJaHOYHOW MPOMYKIMM, MOAJExalield 3amure. branku
¢umex c wuzobpaxkenuem I[ocymapctBenHoro I['epb6a PecmyOiuku Kazaxcran He mojuiexar
CIEHAIBHOMY YUETY.

125. Beimaua OnaHKOB, TOMJICKANIUX 3alUTe, MPOUZBOAMUTCS IO PACIUCKY B
COOTBETCTBYIOIUX PETUCTPAILIMOHHBIX YUETHBIX (popMax, MpeayCMOTPEHHBIX BEAOMCTBEHHBIMU
MHCTPYKUUSAMU OpraHu3aIuii.

126. Ilpu U3roTOBICHUM KOMHHA JOKYMEHTOB, O()OPMIIEHHBIX Ha OJIaHKaX ¢ M300paKeHHEeM
locynapctBenHoro I'epba PecnyOmmkm Kazaxcran, w mpenHa3HA4eHHBIX IS PACCHUIKH,
IIPOCTABJISIOTCS. HOMEP K3EMIUISIpA U IeYaTh OPraHU3aLNN.

127. Pa3mMHOX€eHUE U KOTUPOBAHKUE CPEICTBAMU ONEPATUBHOM Monurpaguu He3armoTHEHHbBIX
OJIaHKOB, MOJUIEKAIIUX 3aIIUTE, HE J0IYCKaIOTCS.

128. Yuer nevarei, ITaMIOB, MOAJICKAIIMX 3aLIUATE, U CIEHHATIBHON IITEMITEIBHON KpacKu
C XUMHYECKUMH J100aBKaMu, MMEIOUIMMH WHIAMBHUIYyaJbHBIC CBOHCTBA C IENIBIO 3aLIUTHI OT
NOJJIETIKY, a TAaKXKE UX BblJaya BEOYTCS B JKypHaJe ydyeTa M BbIJAQuM IeyaTed, IITAMIIOB C
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uzoopaxennem ['ocymapctBenHoro I'epba PecnyOomuku Kaszaxctan U crienuanbHON
HITeMIIeJIbHOM Kpacku 1o (opme coriacHo mpuiioskeHuto 19 k HacrosimuM [Ipasuiam.

129. VYuer mnepbeBbIX AaBTOPYYEK, 3alpPaBICHHBIX CIELUAIbHBIMU YEPHUIAMH C
XUMUYECKMMH J00aBKaMH, HMMEIOIIMMU HHIUBUAYalbHbIE CBOWCTBA C II€JIbIO 3alIUTHl OT
MOJAJICNIKU TOJNMUCEN JOJDKHOCTHBIX JIMI, U MX BbIJlaya BEAyTCS B XXKypHaJle y4eTa W BBbIJIauu
NEPbEBBIX AaBTOPYYEK, 3alpaBlICHHBIX CHEHHATbHBIMH YEpHWIaMH, MO ¢opMe COIIaCHO
npuioxenuto 20 k HactosiuMm [IpaBuiam.

130. 3arofoBKM pEruCTPalMOHHBIX YYETHBIX (DOpPM BKIIOYAIOTCS B HOMEHKIATYpPY Jel
OpraHu3aIu.

JIMCTBI )KypHAJIOB HYMEPYIOTCS, IPOIIMBAIOTCS U ONI€UaThIBAIOTCSI.

131. Ilepemaya WHOMY MJOJDKHOCTHOMY JIMIy HEHCIIOJIB30BAaHHOM I€4aTHO-O0JIaHOYHOU
MPOIYKIIMH, TeYaTel, ITaMIIOB, MMOAJIEKAIUX 3aIIUTe, a TAKKE CPEJCTB 3alIUTHl JOKYMEHTOB U
PETHCTPAIIMOHHBIX YYETHBIX (OpM K HHM O(OPMIISETCS aKTOM IMpHeMa-Tiepeadn IeYaTHoO-
OJIaHOYHON MPOIYKIUH, T[e4yaTel, IITAaMIOB, MOAJSKAIIUX 3allUTe, CPEICTB 3aIUThHI
JIOKYMEHTOB U PETUCTPALNMOHHBIX YUETHBIX (OPM K HUM 110 (hOpMe COTIACHO MPUIONKCHHIO 21 K
HacTtosaumM [IpaBunam.

132. IleuatHo-61aHOYHAS TIPOIYKIIMSA, TI€YATH, IITAMIIBI, MOJUICKAIIME 3alUTEe, U CPEICTBA
3alUTHl JOKYMEHTOB XPaHATCA B OTl€UaThIBAEMbIX cei(hax MM METAJUTMUECKUX IKadax.

133. YHUUYTOXXEHHE UCTIOPUYEHHOMN MEeYaTHO-OJAHOYHOU MPOIYKIMH, MOJJICKAIIEH 3alluTe,
MIPOU3BOJUTCS C COCTABICHUEM aKTa O BBIICICHUH K YHUUTOXKEHUIO HCIIOPUYCHHBIX IK3EMIUISIPOB
NeYaTHO-0JaHOYHOM MPOIYKIIMHU, TTOUIeKAIIEH 3aInTe, 110 (hOpME COTTIACHO MPHIIOKEHUIO 22 K
HacTosAumM [IpaBuiiaM, U MpOCTaBIEHUEM COOTBETCTBYIOIIMX OTMETOK B JKypHallaXx yuyeTa u
BBIJIaUM N1€YaTHO-0JJTAHOYHON MPOTYKIIMH, MTOJIeKAIIEH 3aluTe.

134. YHuurOKE€HME medared W IITaMIIOB, MOMJIEKANIUX 3alllUTe, IPOU3BOAUTCI C
COCTaBJICHHMEM aKTa O BBIJICJICHUU K YHHUYTOXKEHHUIO TeYaTel U MITaMIIOB, MOJUISKAIUX 3alIHUTe,
no ¢opMe CcoriacHo MpuwiokeHuo 23 K HacrosmuMm [lpaBunam, W MpOCTaBICHHUEM
COOTBETCTBYIOIINX OTMETOK B JKypHaJ€ ydeTa M BbIaud IeYaTei, IMTaMIoB ¢ U300paxeHueM
['ocynapctBennoro I'ep6a Pecriybnuku Kazaxcran u crieniuanbHOM IITEMIENBHON KPACKH.

[locne momyueHuss me4yaTu W IITaMmIa HOBOTO oOpasna (mpu yTepe, peopraHu3aliu
YUpEXKJIEHUS, U3MEHEHUI FOPUINYECKOro IUIla, HAUMEHOBAaHUS HACENEHHOTO IMyHKTa W JIp.)
JIEWCTBYIOIINE MEYATH U IITAMIIBI TTOJIEKAT YHUUTOXKEHHUIO B TeueHue 10 pabouux IHEMH.

135. VHuYTOXKEHME CpEeACTB 3allUThl JIOKYMEHTOB (B TOM YHCIIE €MKOCTH W3-110J]
CIIENUATBHBIX YEPHWJ M INTEMIIETbHOM KpAacKd, HCIOPYCHHBIC IITEMIEIbHBIE TMOMYIIKH,
3alpaBJICHHbIE  CHELUUAJIbHBIMU  IITEMIIEJIIBHBIMH  KpacKamH, II€pbEBbIE  aBTOPYUKH,
3ampaBlICHHBIE CIIEIUATFHBIMHI Y€PHUIIAMH ) TIPOU3BOIUTCS C COCTABIIEHUEM aKTa O BBIJCICHUH K
YHUYTOXKEHHUIO CPEICTB 3allUThl JOKYMEHTOB, MO (OpME COINIaCHO MPHIOKEHUI0 24 K
HactosmuM [IpaBuiaM, W TPOCTAaBIEHHEM OTMETOK B COOTBETCTBYIOIIMX JKypHAJIaX ydeTa U
BBIJAYH.

136. Ilpu peopranu3anuy Wiv JUKBUIAINA OPTaHU3AlNU, PUHATUNA PEIICHUSI O CHATHHU C
yuera ¢unmnana (MpeacTaBUTEIbCTBA) YHHUUYTOKEHHE HEUCIOIb30BAHHOW MEYaTHO-OIaHOYHOM
MPOIYKIIMH, TI€YaTel, MTaMIIOB, MOJICKAITUX 3alIUTe, a TAKKE CPEJCTB 3alIUThl JIOKYMEHTOB
MPOU3BOJIUTCS C COCTABIIGHHEM aKTOB, MO (opmaMm coriacHo npuiokenusm 23, 24, 25 x
HactosuM [IpaBunam, yTBEp)KIaeMbIX PYKOBOJIWUTENIEM OpraHU3aIllid WU TpejacenareieM
JUKBUIAIMOHHOW KOMHUCCHHU, U MPOCTABICHUEM OTMETOK B COOTBETCTBYIOIIMX KypHaiaxX ydera
Y BBIJIAYH.

YHUUYTOXXKEHHE WK JIaJbHENIIee XPaHEHHUE KYPHAJIOB U MHBIX PETrUCTPALIMOHHBIX YUETHBIX
dbopM OCYHIECTBISIOTCA B COOTBETCTBUU C HacTosmuMmu [IpaBuinamMu 1Mo COIJIaCOBaHMIO C
YIOJTHOMOYEHHBIM OPraHOM WM MECTHBIM HCIOJHUTEIBHBIM OpPraHOM O0JIACTH, TOPOJIOB
peciyOIMKaHCKOTO 3HAUEHUS U CTOJIHIIBI.
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137. IlpoBepka HaTMYUS SK3EMIUISIPOB TIEUATHO-0TAHOYHON IPOAYKIIMH, TIeUaTeH, I TaMIIOB,
MOJJICKAIIUX 3aIIUTEe, U CPEJICTB 3allUThl JOKYMEHTOB MPOU3BOAMUTCA HE PEXe OJHOTO pas3a B
roj KOMHCCHEM, CO3/1aBaeMOM MPHUKa30M (pacropssKEHHUEM) PYKOBOJUTENS OpraHU3allMH.
OTMmeTKH O pe3yibTaTax MPOBEPOK MPOCTABISIIOTCS B JKypHAlaxX ydeTa U BBIJAYHU COTJIACHO
npuioxenusam 20, 21, 22 k Hactosimum [IpaBunam.

138. IIpu yrepe nedvaru (mramia) ¢ uzodpaxkenuem ['ocynapcrBennoro I'epba PecryOnuku
Kazaxcran npeanpuHUMAarOTCs BCe HEOOXOIMMBIE MEPHI TIO PO3BICKY, B CIIy4ae OTPUIATEIILHOTO
pe3ylibTaTa po3bICKa COCTaBISIETCS aKT 00 yTepe NpPOU3BOIBHONH (QOPMBI, yTBEp:KIaeMblid
PYKOBOJUTEIIEM OpPTaHU3AIIHH.

Maparpa¢ 9. Ilopsinok cocTaB/ieHUs1 HOMEHKJIATYPHI J1eJ1, POPMUPOBAHUS M XPaHEHHS J1eJ]

139. Homenkinatypa Jesl npeJHa3HaueHa Ui IPYIIUPOBKU HCIOJHEHHBIX JOKYMEHTOB B
Jies1a, CUCTEMATH3alluY U y4yeTa JIell, ONPEeNIeHNs] CPOKOB UX XPAHEHUS U SABJISETCSI OCHOBOM AJIst
COCTaBJICHUS OIUCEN Jiesl IOCTOSIHHOTO U BpeMeHHOro (cBbime 10 jeT) XxpaHeHus, a TakxKe ydera
nest BpeMeHHOro (10 10 JieT BKIIIOYUTENIBHO) XPaHEHUS.

140. B HOMeHKIaTypy el BKJIIOYAIOTCSI BCE JOKYMEHTHI, CO3/1aBaeéMble B OpPraHU3alMM U
NOCTYHAIOIIME B OpPraHU3alMio. DJIEKTPOHHbIE JOKYMEHThl U 0a3bl JAHHBIX BKJIIOYAIOTCS B
HOMEHKJIATypy J1eJ1 Ha OOLIMX OCHOBAHUSAX.

141. B HomenkiaType aen ¢uxcupyercs GopMa ITOKyMEHTa — JJIEKTPOHHAS C YKa3aHHUEM
HOCUTeIs MHPOPMALUU UK OyMaXKHas.

142. TIlpu cocTaBlieHMHM HOMEHKJIATyphl Jel PYKOBOJCTBYIOTCS  YUPEAUTEIbHBIMU
JTIOKYMEHTaMHU, MOJIOKEHUSIMH O CTPYKTYPHBIX MOJIPA3/IEIECHUAX, JOTDKHOCTHBIMU HHCTPYKIUSMH
pabOTHHUKOB, THUIOBBIMH, OTPACIEBHIMUA (BEIOMCTBEHHBIMH) IE€PEYHSIMH JIOKYMEHTOB C
yKa3aHHUEM CPOKOB XpAaHEHMs, TUIOBBIMU (IIPUMEPHBIMU) HOMEHKJIATypaMH e, CTPYKTypou
(IwTaTHBIM pacnucaHWeM), IUIAaHAMU M OT4YeTaMH O paboTe, U3y4aroTcs BU[bL, COCTaB H
coJiepKaHue IOKyMEHTOB, 00Pa3yIOLIMXCs B IEATEIbHOCTH OpraHU3alliy.

143. Homenkiarypa nen mo ¢opme, coriiacHO npuiiokeHuto 26 k HacrosuuM [IpaBumam,
cocraBiisieTcst He no3jaHee 10 nekalps KajleHIapHOro roja, MPeAIECTBYIOUIETO CIEAYIOLIEMY
KaJleHJapHoMy roay, cayxk6oit JIOY Ha ocHOBE HOMEHKJIATYp Jel CTPYKTYPHBIX
NOJpa3/IeNIeHuil, MPeCTaBICHHBIX COOTBETCTBYIOLIMMH MOJIPa3/IeTCHUSIMHU.

144. BHOBb CO3/aHHOE TMOPA3JCICHUE B MECSYHBIN CPOK pa3paldaThiBa€T HOMEHKJIATYPY
JielT Iofipa3ieNieH s U IpeAcTaBisier ee B cnyx0y J10Y.

145. HomeHkiiaTypa Jei OpraHM3aliH MOJIMUCHIBaeTCA pyKoBoauTenem ciyxObl IOV,
COIJIACOBBIBACTCA C OKCIEPTHOW KoMmuccued opranumzauuu (manee — OK), skcneptHOU
IIPOBEPOYHON KOMHCCHEH TrocyJapCTBEHHOrO0 apxuBa (MECTHOI'O HCIHOJHUTEIBHOIO OpraHa)
(maee — OIIK), B KOTOpBIH JOKYMEHTHl NEpEAalOTCs HAa IOCTOSHHOE XpaHEHUe, 3aTeM
yTBepKaaeTcs (He mo3JHee KOHIa TeKYIIEero roja) pykKoBOAUTEIEM OpraHU3allid U BHOCUTCS B
Col u UC DA. CornacoBblBaeTCsi HOMEHKJIATypa €I C TOCYyAapCTBEHHBIM apXHWBHBIM
YUpEeXKJIEHUEM HE peXe OJHOrOo pa3a B 5 JIeT, eciii He ObUIO KOHIENTYyaJlbHbIX W3MEHEHUH B
HOPMAaTHBHBIX MPABOBBIX aKTaX, PYHKUHUAX U CTPYKTYpE OpraHU3aIHH.

Opranuzanuu, He SBJSIONIMECS HCTOYHUKAMHU MOMNOJHEeHUs HalnoHalibHOTO apXMBHOIO
¢doHIa, MOTYT MpPEACTaBISATH HOMEHKIATYypbl Jen Ha coriacoBanue OIIK ymomHOMoueHHOrO
opraHa, MECTHBIX UCTIOJTHUTENIbHBIX OpPraHOB 00JIacTeil, rOpo10B PeCIyOIMKAaHCKOTO 3HAYE€HUS U
cronuubl win OK apxuBa HapaBHE C OpraHU3alUAMU-UCTOUHUKAMHU.

146. Homenkiarypa el medaraeTcs B HEOOXOIUMOM KOJUYECTBE SK3eMIUIIpoB. OauH
SK3EMIUIAP YTBEPXKIECHHOW HOMEHKJIATYphl /el XpaHUTCA B TOCYAAPCTBEHHOM apxuBe, C
KOTOPBIM OHa COIIaCOBBIBAIACK.
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147. HomenknaTypa JAesl B KOHIIE KaXJOro rojia yTOYHsETCA, corjacoBbiBaeTcs OK
OpraHu3aliM, YTBEPKAAETCSl PYKOBOAUTENIEM OpraHU3allui U BBOJUTCS B AelcTBHUE ¢ 1 siHBaps
CJIETYIOIIEro roja.

148. Ha3paHusiMu pa3zeiaoB HOMEHKJIATYPbl JeJ SIBJISIOTCS HAaUMEHOBAHMs CTPYKTYPHBIX
NOJIpa3/IeJIEHNH, KOTOpbIE pacIoylaraloTCsi B COOTBETCTBUM C YTBEP)KIEHHOW CTPYKTYpOM
opraHu3anuu (IratHoe pacnucanue). [lepBblil pa3ien HOMEHKIATYpPbI A€ BKIIOYAET 3ar0JIOBKU
JIeNl, COJEpJKallhe pacHopsSAUTEIbHYI0 JIOKYMEHTALUI0 W JOKYMEHThl KOHCYJbTaTUBHO-
COBEUIATEIbHBIX OPTaHOB, BO3IJIABIIIEMBIX PYKOBOACTBOM.

149. JloxymeHnTsl ¢QunuanoB (MPEACTABUTEIbCTB) BHOCSATCS B KAdyecTBE pas3ieiioB B
HOMEHKJIATypy JeJ1 OpraHU3alHH.

CaMocCTOsATENbHBIM pa3/ieIOM HOMEHKIJIATYPbI JIe] ABJISETCS HAaMMEHOBaHUE OOIECTBEHHBIX
oObenuHeHUd. JlaHHBIA pas3zfen pacnojaraercs I0ciie BCeX pa3zesioB HOMEHKIATYphl el
OpraHu3alIiy.

150. JInsa opraHuzanuy, HE HMEIOIIEH CTPYKTyphbl, HOMEHKJIaTypa Jell CTPOUTCS II0
IPOM3BOJICTBEHHO-OTPACIIEBOM MM  (PYHKIMOHANBHOW cxeme. HawMeHoBaHUS pa3lenoB
COOTBETCTBYIOT HalPaBJICHUSAM JI€ATEIIbHOCTH OpraHU3alHH.

151. 15 moABeTOMCTBEHHBIX OPTaHU3alUi C OJJHOPOIHBIM COCTABOM JOKYMEHTOB CITYKOOM
JIOY Belmecrosimiero opraHa (BbILIECTOSIILEH oOpraHu3aluu) pa3padaTblBalOTCS THIIOBbIE
(mpuMepHblE) HOMEHKJIATypbl Jei. Takue HOMEHKIATyphl IIOJUIEKAaT COIVIACOBAHUIO C
YIOJIHOMOYEHHBIM OPraHOM MJIM MECTHBIMU MCHOJHMTEIbHBIMM OpraHamMM 00JIacTel, ropoJioB
pecnyOIMKaHCKOTO 3HAYEHUS U CTOJIHIIBL.

152. Cpoku XpaHEHUsT DJIEKTPOHHOM pPETUCTPALMOHHOW KOHTPOJIbHOM KapTOUKH
COOTBETCTBYIOT CPOKaM XPaHEHMsI JIEKTPOHHBIX IOKYMEHTOB. DJIEKTPOHHbBIE PETUCTPALIMOHHbBIE
KOHTPOJIbHBIE ~ KAPTOUKH  XPaHATCS  COBMECTHO C  DJIGKTPOHHBIMH  JOKYMEHTaMH,
COOTBETCTBYIOIIMMH  PETUCTPALIMOHHBIMUA  CBUJETENILCTBAMU  AJIEKTPOHHBIX  LIM(PPOBBIX
MOJAINUCEN, YBEJOMIIEHUAMU-KBUTAHIUSAMU O JOCTABKE JaHHBIX DJIEKTPOHHBIX JOKYMEHTOB.

153. Cpoku xpaHeHUs JIEKTPOHHBIX TOKYMEHTOB U oopmiieHHne OyMaKHbIX MOUIMHHUKOB
JIOKYMEHTOB ~ yCTaHaBiMBaloTCs llepeyHeM THUIOBBIX JIOKYMEHTOB, 0Opa3ylomuxcs B
JESTEIbHOCTH TOCYJapCTBEHHBIX M HETrOCYJapCTBEHHBIX OpraHU3aluil, ¢ yKa3aHWEM CPOKOB
XpaHEeHMs, YTBEP)KICHHBIM IPHKA30M HCHOJHSIOMET0 O00s3aHHOCTM MUHHCTpa KyJbTyphl U
cnopta Pecny6nuku Kazaxcran ot 29 centsiops 2017 roga Ne 263.

DJNEeKTPOHHBIE JOKYMEHTBI, B TOM YHCIIe BJIOXEHHbIe (ainbl, xpansatcs B COIl B ToM
dbopmare, B KOTOpOM OHHM ObUTH C(HOPMUPOBAHBI, OTIPABIICHBI WX TOJIYYEHBI, C 00ECIICYCHHEM
OJTHOBPEMEHHOI'0 XpaHEHUs C(HOPMHUPOBAHHBIX JJIEKTPOHHBIX IUQPPOBBIX MOAMHCEH MOJ
COOTBETCTBYIOIIUMH AJIEKTPOHHBIMU JTOKYMEHTAMH.

154. Tlpu ynopsiio4eHUH 3JIEKTPOHHBIX Komuil 1okyMeHToB B UIC DA oHu (opmupyrorcs
UACHTUYHO OYMaXKHBIM MOJITMHHUKAM.

155. XpaHeHue 31eKTPOHHBIX JOKYMEHTOB COIPOBOKAAETCS] XPAaHEHUEM COOTBETCTBYIOIIUX
JJIEKTPOHHBIX 0a3 JIaHHBIX, MCIIOJIB30BAHHBIX OTKPBITHIX KIIHOYEH 3JIEKTPOHHBIX MHUPPOBBIX
noanucell (PerucTpalMOHHBIX CBUIETENILCTB JEKTPOHHBIX HU(POBBIX MOAMUCEH) U MPOrpamM,
pean3yIoluX Mpoluecchl (OPMUPOBAHUS U MPOBEPKH DJIEKTPOHHBIX HUGPOBBIX MOAMHCEN
AIIEKTPOHHBIX IOKYMEHTOB.

156. Jlnsg OTKPBITHIX KIIOYEH SJIEKTPOHHBIX HHU(POBBIX MOAMHCEH B TOCYIApPCTBEHHBIX
opranax u YI[ I'O xpanarcs oQopMmieHHbIE B YCTAaHOBJICHHOM THOpPSAKE JIOKYMEHTHI
(perucTpalliOHHbIE CBHJIETENIbCTBA), MOATBEPXKIAIONINE MPUHAAJIC)KHOCTh JAaHHBIX KIIOUYEH
KOHKpETHOMY y4acTHUKY CO/I.

JU1sl KaKJJ0ro OTKPBITOrO KJIH0Ya XPAHUTCS MH(pOpMaLKs O Hayajle ¥ OKOHYaHUU CPOKa €ro
neiictBus. Ilpu 3ToM gocTyn K MaccuBaM OTKPBITHIX KJIHOYEH, HaXOIALIMXCS HAa ONEPATHBHOM
(BEIOMCTBEHHOM) apXUBHOM XpaHEHUH, OTPaHUYMBAETCSI.
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CoxpaHHOCTh, HaJJIEXKalllee MCIONb30BaHUE HOCUTENeH HH(POpPMAIMK C 3aKPBITHIMU
(CeKpeTHBIMH) KJIFOYaMH AJICKTPOHHOW HHU(POBON MOAMHMCH (jajiee - KIFOYEBOW HOCHTEIb), a
TaKXKe HCIIOJIb30BaHUE 3aKPBITHIX (CEKPETHBIX) KIIOUEH AJIEKTPOHHBIX HMU(PPOBBIX MOANHCEH H
UX 3alIMTa OT HECAHKIIMOHUPOBAHHOTO JOCTYIIa BO3JIAraloTCs Ha BIIAJCINbLEB PErUCTPALIMOHHBIX
CBUJIETEIILCTB.

157. Ilpm  XpaHEHHHM  DJICKTPOHHBIX  JIOKYMEHTOB  OOECIEYMBACTCS  IPHUBS3KA
(cMHXpOHU3alUsA) DJIEKTPOHHBIX JIOKYMEHTOB M COOTBETCTBYIOIIMX OTKPBITBIX —KIIOUEH
AIEKTPOHHBIX IUPPOBBIX MOIIUCEH.

158. VuactHuku CDJ] obecneunBarOT 3alIUTy OT HECAHKIIMOHMPOBAHHOIO JOCTYIIa,
HENPEeIHAMEPEHHOTO YHUUYTOXKEHUSI U (WIM) MCKaKEHUs YYETHBIX JIaHHBIX, COJEpPKaIlIUXCS B
0a3ax JaHHBIX, a TAKXKE 00ECIIEUNBAIOT CO3JaHUE PE3EPBHBIX KOMUM AINEKTPOHHBIX IOKYMEHTOB.

3amuTa uHpOpManuu (3MEKTPOHHBIX HMH(GOPMAIMOHHBIX PECYpPCcOB) B MHGOPMAIIMOHHBIX
CUCTEMAaxX, B TOM YHCJE B apXUBax 3JEKTPOHHBbIX AokyMeHToB, CK3U, peanuzyromux mporecc
dbopMUpOBaHHUS U TPOBEPKH HIIEKTPOHHONW HHUQPPOBOM TOAMUCH (CPEICTB DIEKTPOHHOM
UPPOBOK  TMOINKCH, KPUNTOrpahUUYECKUX KIIOUYEH), OCYIIECTBISETCS COBMECTHO C
opranmsanueii, skcruryatupyrome COJl, ydactHukamu COJl B MOpsIKE, YCTaHOBJIEHHOM
HOPMAaTUBHBIMM IIPaBOBBIMM aKTaMHM YIOJHOMOYEHHOTO opraHa B cdepe obecrieueHus
nH(pOpMaIMOHHOM 0€30MMacHOCTH.

159. T'ocynapcTBeHHblE OpraHbl OO€CIEUMBAIOT JOCTaBKY 3JEKTPOHHBIX JIOKYMEHTOB
o6beMoM He OoJiee 95 MO, KOJIMYeCTBO BIOKEHHH KOTOPOTO He mpeBbimaeT 80 ¢haiios.

IMaparpa¢ 10. ITopsinok odopmiieHUsI HOMEHKJIATYPbI J1eJI

160. B HoMeHKiaTypy Jed  BKJIIOYAIOTCS 3arojIOBKM  JIeJI, OTpaXkalollue Bce
JOKYMEHTHpPYEMbI€ Y4acTKU paboThl OpraHU3alliy, B TOM YKCIIe JUYHbIe Aena, onucu aen, PKD,
KOHTPOJILHO-CIIPABOYHBIE, TEMATHYECKHE KaPTOTEKH, a Tak)Ke 0a3bl JaHHBIX.

[TedaTHble U3/1aHUS B HOMEHKIIATYPY /1€ HE BKIIOYAIOTCS.

161. B rpade 1 HOMEHKIJIATypHI € MPOCTABISIOTCS UHIEKCHI KaXKA0ro Jieja, BKIIOYEHHOTO
B HOMeHKJarypy. WHzaekc pnena cocTOMT M3 LHUQPPOBOro 0O0O3HAYEHUS CTPYKTYPHOIO
NoJipa3/ieliecHus U MOPSAKOBOTO HOMEpa 3arojioBKa Jejla M0 HOMEHKJIAType el B Ipelenax
CTPYKTYPHOTO No/ipa3eieHus. DIeMEHTbl HHJIEKCa OTASNISIOTCS APYT OT Apyra Aegucom.

B HOMeHKIaType Jies1 peKOMEHAYETCSl COXPaHSTh HOPSAAO0K PACIIOIOKEHNUS OJHOPOIHBIX JEI
B IIpe/ieiaX pa3HbIX CTPYKTYPHBIX MOAPa3AeICHUHN, IS IEPEXOAIIUX Je]T HHIEKC COXPaHseTcs.

162. B rpady 2 HOMEHKIATypbl € BKIIOYAIOTCS 3ar0JI0BKH /1€ (TOMOB, YacTel).

TpeboBanus K 3arojaoBKy:

1) 3aroyioBOK fieia JOJDKEH YeTKO, B 0000IeHHON (hopMe OTpakaTh OCHOBHOE COJCpIKaHUE
U COCTaB JJOKYMEHTOB JIeJIa;

2) He JomycKaeTcs ymnoTpeOJeHHe B 3arojloBKE Jejla HEKOHKPETHBIX (OpMYIHUPOBOK
(«pa3Hble MaTepuaib», «OOIas IMEPernucKa», «UCXONAlIas KOPPECHOHICHLHUA», «BXOJIINE
TOKYMEHTEI»), & TAK)KE BBOJIHBIX CJIOB U CIIOKHBIX 000POTOB;

3) 3aroJoBOK Jiella COCTOUT W3 D3JEMEHTOB, paclojlaraéMblX B CIEIYIOLICH
MOCIIe0BATEIbHOCTH:

Ha3BaHUe BHUja Jena (Mepenucka, *KypHaia) UM PasHOBUAHOCTU JOKYMEHTOB (TIPOTOKOJIB,
MPUKa3bl);

Ha3BaHUE OPTaHM3ALMHU WIM CTPYKTYPHOTO IMOJpa3/eieHus (aBTOp OKYMEHTa), Ha3BaHUE
OpraHu3aly, KOTOpod OyayT agpecoBaHbl WJIM OT KOTOPOW OyIyT MOJIyd4eHbl JOKYMEHTHI
(ampecat WM KOPPECTIOHIEHT JOKYMEHTA);

KpaTKoe COZIep>KaHue TOKYMEHTOB JIeTIa;
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Ha3BaHWE MECTHOCTH (TEpPUTOPHUHU), C KOTOPOI CBA3aHO COACpPIKAHUE JOKYMEHTOB JIeNia;

nata (mepuon), K KOTOpOil OTHOCATCS JOKYMEHTHI JeNia;

4) B 3aroyioBKax JeJ, COJIEPKAIIUX JOKYMEHTHI MO0 OJHOMY BOIPOCY, HO HE CBS3aHHBIX
MOCNIEAOBATEIbHOCTRIO HCIIOJIHEHHUS, B KauecTBE BHJA [ela YIOTpeOssercs TepMUH
«JTOKYMEHTBI».

TepMuH «JIOKyMEHTBD» MPUMEHSETCA TaKXKE B 3aroJOBKax Jell, COACpKAaIIUX JOKYMEHThI —
NPUIIOKEHUS K KAKOMY-TTHOO JTOKyMEHTY, U 0popMIISIFOTCS cienyromuM oopazom: «IIpotokodr (-
bl) 3aceqanus (-uil) CoBeTa IUPEKTOPOB KOMIAHUHM U JOKYMEHTHI K HUM» UIHU «/OKyMEHTHI K
npoTokoiy 3aceanus CoBeTa AUPEKTOPOB KOMITAHUMY;

5) B 3arojoBKax JeJl, COJIepKalliuX MEePenucKy, YKa3blBaeTcs, ¢ KM U MO KaKOMY BOIIPOCY
OHa BeJieTcs (B Clydae BEJCHHUS MEPETHCKUA C OJHOPOAHBIMH KOPPECIIOHCHTAMH, B 3ar0JIOBKax
yKa3bIBaeTCs X o0lee BUI0BOE Ha3BaHUE);

6) B 3arojloBKax JeJ, COJEp)KalllMX TMEpernucKky ¢ Oosiee Tpemsi pa3sHOPOJHBIMU
KOPPECHOH/IEHTaMH, UX HAUMEHOBAHUS HE MEePEUUCTISIIOTCS;

7) npu o00O3HaUEHWHM B 3arojioOBKax el aJMHHUCTPATHBHO-TEPPUTOPHAIBHBIX €IMHHIL
YUUTBHIBACTCS CIEeAyIoIee:

€CITi  COJIEp)KaHWE Jeja KacaeTcs HECKONBKHX OIHOPOAHBIX  aJMHHHUCTPATUBHO-
TEPPUTOPUATBHBIX €IWHUI], B 3aroJIOBKE JeJla He YKa3bIBAIOTCA UX KOHKPETHbIC HA3BaHUSA, a
YKa3bIBAETCS MX 00IIlee BHIOBOE HA3BAHHE;

€ClIi COJIep)KaHME Jlela KacaeTcsl OJHOM aJMUHUCTPATUBHO-TEPPUTOPHAIBLHON €IMHUIIBI
(HacelneHHOro MyHKTa), €€ (€ro) Ha3BaHUe YKa3bIBaeTCs B 3ar0JIOBKE JIENIa;

8) B 3arojoBKax Jiej, COJAEP KaIIMX IJIaHOBYIO WM OTYETHYIO JTOKYMEHTAIUIO, YKa3bIBACTCS
nepuo (KBaprai, roj), Ha (3a) KOTOPbI COCTaBJIEHBI IJIaHbI (OTYETHI);

9) 3aronoBKHM CyJ€OHBIX, CIEJICTBEHHBIX, JIMYHBIX, NEPCOHAIBHBIX, apOUTPaKHBIX Iel, a
TaKXe JIeN, COJIEPKAIINX JTOKYMEHTHI, CBA3aHHBIC MTOCIIEI0OBATEIHHOCTHIO JIETIOMPOU3BOICTBA IO
OJTHOMY BOIIPOCY, HAUYMHAIOTCS CO CI0Ba «/lenox;

10) ecnu geno OyAeT COCTOSITh U3 HECKOJIBKUX TOMOB HJIM YacTEH, TO COCTABISAETCs OOIUiA
3arojIOBOK Jiefla, a 3aT€M COCTAaBJISIFOTCS 3arojIOBKM KakJIOTO TOMA WJIM YacTH, YTOUHSIOLIHME
coJiepKaHue 3aTr0JIOBKa JIea.

163. 3aronoBkM jAed BHYTPH pa3esloB HOMEHKIATYphl pacloyiaraloTcs B COOTBETCTBHH CO
CTETIEHBIO BA)KHOCTHU JIOKYMEHTOB, COCTABIISIONINX JI€TIa, U UX B3aUMOCBSI3BIO.

BHavane pacnojaratoTcst 3aroJloBKM - JieNl, COJEpXKAallUX HOPMAaTHUBHYIO IPaBOBYIO
NoKyMeHTanuio. [lpum 3TOM 3arojoBKH J€J, COACpIKAIIMX IIOCTAHOBIICHUS W TPHUKA3bI
BBILIECTOSIIIMX ~OpPraHM3aluii, pacloylaraloTcsi Tepel 3arojoBKaMu Jied ¢ IpUKa3aMu
opranuzaiu. Jlanee pacronararoTcs 3aroJIOBKHU e, COEPKAIINX OCTAIBHBIC TIPABOBBIE AKTHI,
a TaKk)Ke MJIAaHOBbIE U OTUYETHBIE JOKYMEHTBHI.

[TpoeKTBl pacnoOpsAUTENBHBIX JTOKYMEHTOB, JOKYMEHTBHI TI0O UX MOJATOTOBKE, M3MEHEHHUS K
IUIaHAaM, OCHOBAaHMS K IIpHKa3aM IIOMEIIAlOTCSs B HOMEHKJAaType el Bciex  3a
COOTBETCTBYIOIUMH OCHOBHBIMH JIOKyMEHTAMH.

3aroJoBKH JieJl, 3aBElIEHHBIX IO reorpaMueckoMy M KOPPECIIOHIEHTCKOMY IpH3HAKaM,
BHOCSTCSI B HOMEHKIIATYPY JIe] 10 al(aBuTy reorpaduueckux Ha3BaHUH U KOPPECIIOHICHTOB.

3aroJoBKH JeN YTOYHAIOTCS B mporecce (opmupoBanus U odopmieHus aen. Ecau B
TEYEHHUE T'0J[a BO3HUKAIOT HOBBIC IOKYMEHTHPOBAHHBIC YYaCTKH PaOOTHI, HE TIPEAYCMOTPEHHBIC
Jienia, OHHM JIOTIOJTHUTEIBHO BHOCSATCS. B HOMEHKJIIATYpY.

164. I'paca 3 3anonHseTCS MOCIHE 3aBEpIICHHS KAJIEHJAPHOTO TOAa.

165. B rpade 4 yka3bIBalOTCS CPOKHM XpaHEHHUsS [eJla CO CCBUIKOM Ha HOMepa IMYHKTOB
(crareif) THUIOBOTO WM BEJOMCTBEHHOTO (OTpPACiIEBOTO) MEPEUHS TOKYMEHTOB C yKa3aHHEM
CPOKOB HX XpaHEHHsI, IPU UX OTCYTCTBUH — HA THUIOBYIO (IPUMEPHYIO) HOMEHKJIATYpY eIl
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166. B rpade 5 cuyx6oii JIOY yka3pIBarOTCS HAUMEHOBAHHS TIEPEYHS JOKYMEHTOB,
TUTIOBOM (MMPUMEPHOM) HOMEHKJATYphl €], HWCIOJIb30BAaHHBIX TIPH OMNPEICICHUU CPOKOB
XpaHEHUsl NI, M JENAlOTCS OTMETKHA O TMEePEXOMISIIUX JeliaX, 0c000 IEeHHBIX JOKYMEHTaX U
Jenax, Inepegadye e B HMHOE CTPYKTYPHOE TMOJpa3eieHHUE WM OpPraHU3aIfio Il HX
MIPOJIOJDKEHMUSI, B @pXUB OpPraHU3alM1, HATMYUH SJICKTPOHHBIX KOMUN JOKYMEHTOB, BUJIE U MECTE
XpaHEHHS UX HOCUTEJICH.

167. Ilo okOHYaHMM T'OA OCYILECTBISAETCS CBEpPKa (YTOUHEHHE) 3ar0JIOBKOB HOMEHKJIATYPbI
nen ¢ (aKTHYEeCKHMM COCTaBOM JIOKYMEHTOB Jiejla M UX COJEpKaHHeM. B KOHIle HOMEHKJIaTypbl
JIC]I IeJIacTCs UTOTOBasl 3aII1Ch O KOJUUECTBE 3aBSACHHEIX ¢ TOMOB MJIM YaCTH.

Hrtorosas 3anuch 0 KOJWYECTBE 3aBEJICHHBIX JI€J1 TOMOB WJIM 4acTu BHOcUTCS B UIC DA npu
€ro HaJIM4Mu.

MMaparpad 11. Hopsinok gopMmupoBaHus aeia

168. HcnonHeHHble TOKYMEHTHI (DOPMHUPYIOTCS HCIIONHUTEIEM B Jella B COOTBETCTBUU C
HOMEHKJIaTypoil 1ei. @PopMupoBaHue el BHE HOMEHKJIATYPBI JI€]1 HE 10y CKaeTCs.

169. KonTposnb 3a popmupoBaHueM e ocyiecTBiser ciayxoa 10V,

170. ITpu popmMupoBaHuu e COOIONAIOTCS CICIYIONIIE TPCOOBAHUS:

1) B nmeno moMemarTcs TOJIBKO HCHOJHEHHBbIC, MPaBHJIBHO O(GOPMIICHHBIE IOKYMEHTHI,
COOTBETCTBYIOIIIME IO CBOEMY COJIEP>KAHUIO 3ar0JIOBKY Jiejia 10 HOMEHKJIAType J1e;

2) B Jel0 MOMEMIAITCs BMECTe BCE JOKYMEHTBI, OTHOCSIIMECS K Pa3pelieHUI0 OJHOTO
BOIIpOCa.

[IpunoxkeHus K AOKyMEHTaM, HE3aBHCHMO OT JaThl MX YTBEP)KIEHHUS WM COCTaBJICHHSI,
MIPUCOEIUHSIOTCS K IOKYMEHTaM, K KOTOPBIM OHU OTHOCSITCSL.

[Tpunoxenus o6bemMoMm cBbiie 180 JHCTOB COCTaBISAIOT OTAETBHBIA TOM, O 4Ye€M B
JIOKYMEHTE JIeJIaeTCsl OTMETKA;

3) COBMECTHO TpYIIUPYIOTCS BEPCUH IOKYMEHTA Ha Ka3aXCKOM, PyCCKOM U UHBIX SI3bIKaX;

4) rpynnupyroTcs B Aesia JOKYMEHThI OJTHOTO KaJICHIApHOTO T0/a, UCKIIFOUEHHUE COCTABIISIOT
nepexosiiie aena, cyaeOHble nena, IWYHbIe Jiefa, KOTophle (OPMUPYIOTCS B TEUEHHE BCETO
nepuosa pabOThl JIaHHOTO JIMIIAa B OpraHU3allMH, TOKYMEHTHI BBIOOPHBIX OPraHOB M HUX
MOCTOSTHHBIX KOMMCCHUM, JIEMyTaTCKUX TPYII, KOTOPbIE TPYNIUPYIOTCS 3a MEPHOJ UX CO3bIBA,
JIOKYMEHTHI Y4YeOHBIX 3aBEACHHH, KOTOpble (OPMHUPYIOTCS 3a YYE€OHBIH TOJ, JOKYMEHTHI
TEaTpPOB, XapaKTEPU3YIOIIHE CIIEHUYECKYIO ACSTENbHOCTh 3a TeaTpalibHbI CE30H, UCTOpPUHU
0OoJIe3HEN;

5) pasmenbHO TPYNIUPYIOTCS B Jela JOKYMEHTHI MOCTOSHHOTO W BPEMEHHOTO CPOKOB
XpaHEeHUs, a TAK)KE UTOTOBBIC, DTAITHBIC U TIPOMEKYTOUHBIE OTUETHI HAyYHO-UCCIIEI0BATEIIbCKOM
JIOKYMEHTAIUH, OTBITHBIE 00pa3Ilbl, ONMBITHBIE CEPUHU, YCTAHOBOYHBIC CEPUH HAa YCTAaHOBHBIIIEECS
CEepUITHOE TPOM3BOJCTBO KOHCTPYKTOPCKOW M TEXHOJOTHYECKON ITOKYMEHTAIMH, Pa3IUYHBIC
CTaINU TIPOEKTUPOBAHUS U OTIENbHBIE YaCTH MPOEKTHO-CMETHOW JOKYMEHTAIINH, H300PETeHNUS,
MOJIE3HBIE MOJIENIM, MPOMBINIJIEHHBIE 00pasibl, 3asSBKH HA BbIJIaYy OXPAHHOTO JOKYMEHTa IO
KKIOMY BHUIY MAaTE€HTHO-TTUIIEH3MOHHON JOKYMEHTAIIHH;

6) TenerpaMMBbl, KCEPOKOMHH (aKcorpaMmbl, Tele(OoHOTrpaMMBbl TTOMENIAIOTCS B Jejia Ha
0OIINX OCHOBAHUSAX B COOTBETCTBHH C HOMEHKIIATYpPO T,

7) B A€o HEe TMOMEMAIoTCs JTOKYMEHTHI, IMOJJIeKAIUe BO3BpATy, YCPHOBUKU W JIUITHUE
IK3EMILISPHL;

8) mo 00BeMy J1e710 MOCTOSTHHOTO CpOKa XpaHeHus He TipeBbImaet 180 IuCTOB;
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9) npu HanMUMM B JI€Nie HECKOJBKMX TOMOB (YacTeil) HoMmep (MHIEKC) M 3aroJIOBOK Jiefa
IPOCTABISAIOTCS Ha KaXJOM TOME C J100aBJI€HHEM HyMepaluu TOMOB (uYacTeil), B MOCIEIHEM
TOME (4acTu) 100aBISIETCS CIIOBO «ITOCIEIHUI («ITOCTETHSN).

DOJNeKTpOHHBIE Jeda Ha ToMa (4acTH) He pas3aessitoTcs. Bce 351eKTpOHHBIE TOKYMEHTbI
HE3aBUCHMO OT MX 00beMa BKJIIOYAIOTCS B OJTHO JIEKTPOHHOE JETIO.

171. JIOKyMEeHTBI BHYTPU Je€jla pACHOJIaralOTCsi CBEPXy BHU3 B COOTBETCTBHH C
IIOCJIEZI0BATEILHOCTRIO  PELIEHUSI BONpOCAa (XPOHOJIOIMYECKOM MOpSAKE 10 pellacMbIM
BOIpOCaM) WM B Hauaje jeja MOMEUIAeTCs MHULMATUBHBIN TOKYMEHT, 3aTeéM — JIOKYMEHT ¢
OKOHYATEJIbHBIM PELIEHUEM BOIIPOCA, Jajlee — JOKYMEHTBI, OCBEIIAIOIINME XOJ pELICHUs
BOIIpOCA.

172. Bce JOKyMEHTHI OTYETHOTO M MH()OPMAIIMOHHOTO XapaKTepa MO MCIIOIHEHUIO aKTOB U
IIOPYYEHUN BBIIECTOSALUIMX OpraHHU3allMi, B KOTOPBIX OpraHM3alus sBJAJIaCh OCHOBHBIM
UCTIOJIHUTENIEM, (OPMHPYIOTCS B OTJACIbHBIE Jiela [0 HAlpaBJICHUSM JAEATEIbHOCTH
opraHusanuu. B oCTalbHBIX Cily4asxX 3TH JOKYMEHTBI IOJAIIMBAIOTCA B JEJIO IEPENHUCKH 3a
TEKYIIUH TOJI.

173. PacnopsaurenbHble TOKYMEHTHI I'DYNIUPYIOTCS B J€ja IO BUJAM U XPOHOJIOTUHU C
OTHOCSIIUMHUCS K HHUM HIpUIOKEHUsAMHU. WHCTpykumu, mpaBuia, IOJOXKEHHUS, YCTaBbl,
YTBEPKIACHHBIE DPACIOPSAUTENbHBIMUA JOKYMEHTAMH, SBISIOTCA INPWIOKEHUAMH K HUM U
ITPYNIUPYIOTCS BMECTE C YKa3aHHBIMHU JOKyMEHTaMu. Eciin ke OHM yTBEp)KJEHbl B KauecTBE
CaMOCTOSITENIBHOTO IOKYMEHTA, TO UX IPYNIIUPYIOT B OTJEIbHBIE J€TIa.

174. Ilpukassl (pacnopsKeHMsI) 10 OCHOBHOW JESITENbHOCTH, IPUKa3bl (PACIIOPSKEHUS) 110
JUYHOMY COCTaBY, aJMMHUCTPATHUBHO-XO3SHCTBEHHOW JEATENBHOCTH (OPMHUPYIOTCA B
OTJIeNIbHbIE JIeTIa.

175. ITpoTOKOIIBI B J1€JI€ PACIIONAralOTCsl B XPOHOJIOTMYECKOM MOPSAKE [0 HOMEpaM BMECTE
C IOKyMEHTaMH K HUM.

176. Ilepenucka rpynmnupyercs 3a JIEIONPOU3BOACTBEHHBIM T'OJ M CUCTEMATU3UPYETCS B
XPOHOJIOTUYECKOW  TOCIENOBATEbHOCTH, IpPH 3TOM JOKYMEHT-OTBET IIOMEIIaeTcs 3a
JIOKYMEHTOM-3anpocoM. IIpu BO30OHOBIEHHUM MEPENUCKH 10 ONpPEAEICHHOMY BOIPOCY,
HayaBIlIEHCS B NpPEIbIIYIIEM IOy, JOKYMEHThl BKJIIOYAIOTCS B JI€JI0 TEKYIIEro rojaa c
yKa3aHHEM MHJEKCa Jieja NPEAbIAYLIETro roja.

177. JIOKyMEeHTBI B JIMYHBIX J€JaX pacHoJIaraloTcsi B XPOHOJIOTMYECKOM TNOpSAJIKE B
COOTBETCTBUU C UX MOCTYINIEHUEM.

178. JluueBple cyera 1o 3apaboTHOW IuIaTe (OPMUPYIOTCS B OTAENIbHbIE Jiela U
pacroyiaratoTcsi B HUX B aJ(paBUTHOM Mopsake paMuinii pabOTHUKOB.

179. TpynoBeie IOTOBOPHI (POPMUPYIOTCS B COCTAaBE JIMYHBIX JI€7 WM OTIEIHHO B
asnpaBUTHOM TOpsiziKe haMmInii paOOTHHUKOB.

180. Choucku ¢Gu3MYECKUX JUI M JOKYMEHTBHI, MOATBEPXKIAIOIINE MEpEeUUCIeHre
00s13aTeNIbHBIX IEHCHOHHBIX B3HOCOB, 0053aTEIbHBIX MPO(PECCHOHATBHBIX IEHCHOHHBIX B3HOCOB
B €IMHBIN HAKOMUTEIHHBIN IEHCHOHHBIN (HOH, POPMUPYIOTCS B OJHO JEIO.

Crnucku (pu3MyecKux JUIl U JOKYMEHTHI, MOJATBEP)KIAIOIINE MEePEUNCIECHHE COLUAIBHBIX
OTUYHUCIIEHUN, GOPMUPYIOTCS B OJTHO JIENO.

Crucku (QU3MYECKUX JMII U JOKYMEHTHI, MOATBEP)KIAIOIIUE IEePEUUCIIEHUEe B3HOCOB I10
0053aTeNIbHOMY COLIMATIBHOMY MEIULIMHCKOMY CTPaxoBaHUIO, POPMUPYIOTCS B OJTHO JIENO.

181. Ilmanbl, OTYeTH, CMETHl, JMMUTHl M LITaTHBIE pacnucaHus (GopMUPYIOTCS B
COOTBETCTBYIOIIIME JIe]a TOrO T0/1a, Ha KOTOPBIN MM 32 KOTOPbII OHU COCTaBJIEHbI, HE3aBUCUMO
OT JaThl UX COCTABIIEHUS, YTBEP)KICHUS WIH NOCTYIUICHNUS.

182. OOpameHusi, COOOIICHHs, 3alpOChl, OTKIUKH M TPEHJIOKCHHUS (UIUISCKUX U
IOPUIMYECKUX JHI (OPMHUPYIOTCS B Jiela IO BONPOCAM, HAMNpPABICHUSAM JIEATEIbHOCTH
OpraHM3aly WU aJIMUHUCTPATUBHO-TEPPUTOPHAIBHBIM eAWHMIAM. lIpH He3HaYMTENBHBIX
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o0bemMax oOpamieHuid, COOOLICHUH, 3alpOCOB, OTKJIMKOB M TPEAJIOKECHUN OMyCKaeTCs
dbopMupoBaHue Aen mo ¢GamuidsM aBTOpOB oOpallleHui, COOOIIEeHUH, 3aIpOCOB, OTKIMKOB U
MPEIIOKEHUH B ali)aBUTHOM TOPSIJIKE.

183. DnekTpoHHbIE TOKYMEHTHI M 0a3bl JAaHHBIX (OPMHUPYIOTCS B JJIEKTPOHHBIE Jiela B
COOTBETCTBUU C HOMEHKJIIATYPOW JeJ OpraHU3allid, OTICIBHO OT JOKYMEHTOB Ha OyMa’kKHOM
HOCUTEJIe, B TOM MH(POPMAIIMOHHOM CHCTeMe, B KOTOPOW OHHM OBUIM CO3/aHbl. DJIEKTPOHHbBIC
0a3pl JaHHBIX (OPMHPYIOTCS B OTHEIBHBIC Jella, HAUMEHOBAHHME [I€1 COOTBETCTBYET
HAaUMEHOBAaHMIO 0a3bl JAHHBIX.

IMaparpa¢ 12. Ilopsinox odopmiieHus e

184. [lena opranu3zanuu mnoajiexar ohOpMIICHUIO IPU WX 3aBEIEHUH U 110 3aBEPLICHUN ToJia
JUTsL TIOATOTOBKHU Jiena K xpaHeHuto. OdopmiieHue aena BKIIOYAeT B ce0sl KOMIUIEKC padoT Mo
OTIHCAHHMIO JIeNTa Ha 00JI0KKe, OpOIIIOPOBKE, HyMEPALUH JUCTOB M COCTABJICHUIO 3aBEPUTEIHHON
Haanucu. OgopmiieHue Jell MPOBOIUTCS OTBETCTBEHHBIM JIMIIOM 3a BEJACHUE JIEIOMPOU3BOJICTBA
CTPYKTYPHOTO MO/Ipa3AeCHHUs, TIPU METOINIECKOM MOMOIIN U 10/ KOHTpoJeM ciryx0s1 JIOY.

185. B 3aBUCHMOCTH OT CPOKOB XpaHEHHsI IPOBOIUTCS MOJTHOE UM YaCTUYHOE OpopMIIeHHE
nen. IlomHomy oGOpMIIEHHIO TOAJIEKAT JieNia TOCTOSHHOTO, BpeMeHHOTo (cBbimie 10 1er)
XpaHEHUsl U MO JUYHOMY cocTaBy. [lonHoe odopmieHue nena mpeaycMarpuBaeT oopmiieHue
PEKBU3HUTOB OOJIOKKHU Jiefia, HyMEpAIHIO JINCTOB B JIeJie, COCTABIICHHUE JIMCTa-3aBEPUTEINS JIENa,
no ¢dopMe corigacHo npuwioxeHuro 27 k HactoaumM [IpaBuiiaM, cocTaBiieHWE BHYTpEHHEU
OMKCHU JIOKYMEHTOB Jena, Mo (opMe COrIacHO HpuiokeHuto 28 k HactosmuM [lpaBuiiam,
NOJIIMBKY WM TEpervieT Jella, BHECEHUE HEOOXOIUMBIX YTOYHEHUH B PEKBU3UTHI OOJOXKKU
nena.

186. Ha 06mosxke ena moCTOSITHHOTO, BpeMeHHOTo (CBbiiIe 10 jieT) XpaHeHUs U TI0 TUYHOMY
COCTaBY YKa3bIBalOTCSI CIEAYIOLIUE PEKBU3UTHI:

1) HauMeHOBaHUE OpraHu3aluy, HAMMEHOBAaHUE CTPYKTYPHOTO MOApPA3/IeICHHUS;

2) HAMMEHOBAaHHME HACEJICHHOTO MyHKTa, B KOTOPOM JMCIIOIMPOBAaHA OpraHU3allus, HOMEp
(wHIEKC) Nena;

3) 3arosoBOK jena, nara jaena (Toma, 4acTH), KOJIMYECTBO JIUCTOB B JI€JiE, CPOK XPaHEHUS
Jena;

4) apxuBHbIi mu@p nena.

187. PexBU3UTHI, MpOCTaBiIsieMble Ha 00JIOKKE Jie]a MOCTOSIHHOTO, BpeMeHHOro (cBbimie 10
JIeT) XpaHeHUs1, 0OPMIIIOTCS CJIETYIONUM 00pa3oM:

1) HauMeHOBaHUE OpraHU3alMM B COOTBETCTBHUM C YUYPEAMTEIbHBIMH JOKYMEHTaMHU
YKa3bIBa€TCsl TMOJHOCTHI0O B MMEHUTEIBHOM Majieke, C yKa3aHHeM OQHUIHMAIBbHO MPUHSITOrO
COKpAIIEHHOT'O0 ~ HAaNMEHOBAaHMSA, KOTOpOE€ YyKas3bIBaeTcsi B CKOOKax TIoclieé  TOJHOTO
HaNMEHOBAHUS;

2) HaUMEHOBAaHUE CTPYKTYPHOIO IOJpAa3/eiCHUsI 3alMChIBAETCS B COOTBETCTBUHM C
YTBEP’KACHHON CTPYKTYpOH, HOMEp Jesa - mpocrasisieTcsi nudpoBoe obo3HaueHue (MHAEKC)
Jienia o HOMEHKJIAType JIe]l OpraHu3aIimg;

3) 3aroJIoBOK JieJia MEPEHOCUTCS U3 HOMEHKJIATYPHhI JeJ, 1aTa Jelia - YKa3bIBaeTCs O/ (- BI)
3aBeJIeHMss M OKOHYaHUs Jela B Jelonpou3BojacTBe. JlaToit  men,  cojeprKamux
pacrlopsiANTENbHYI0 JOKYMEHTAIMIO0, a TaKXK€ COCTOAIIUX K3 HECKOJBKUX TOMOB (4acTeil),
SBJISIIOTCSL KpailHMe JaThl JOKYMEHTOB Jiella, COOTBETCTBEHHO Jara (4YMCIO0, MeECSI, TO)
peructpanuu (COCTaBICHHS) CAaMOTO PaHHETO M CaMOT0 MO3/JHEr0 JOKYMEHTOB, BKIIOUEHHBIX B
neno. Jlatoil mpuiokeHUs K Aeny, c(OpMHpPOBaHHOMY B OTACHBHBIA TOM, SBISETCS [aTa
pPErucTpalid OCHOBHOT'O JOKYMEHTa, MPUJIOKEHHE K KOTOPOMY MOMENIEHO B 3TOT ToM. llpu
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3TOM YHCJIO U rojJi 0003HaYaroTCs apabckuMu nuppaMu, Ha3BaHUE Mecslla MUIIETCS TOTHOCTHIO
CJIOBaMH.

188. B mensx oOecreuyeHHs COXPAaHHOCTH M 3aKpEIUICHHS TMOpSIKA PaclOJIOKEHUS
JIOKYMEHTOB, BKJIFOYEHHBIX B JI€JI0, BCE €0 JINCThI, B TOM YHUCIIE PE3OJIOLNN, COCTAaBICHHbBIE HA
OTJEeNbHOM JHCTe ((UIIKK), KpOME JIHCTa 3aBEPUTEN U BHYTPEHHEW OMHCH, HYMEPYIOTCH.
JIMcTel HyMEpYIOTCSL YEPHBIM, MATKUM, IpaUTOBBIM KapaHIAIIOM, LUGPHI MPOCTaBISAIOTCA B
IIPAaBOM BEPXHEM YTIIy JIMCTA.

189. [lopsimok HyMepaluu JTUCTOB Jea:

1) muct Gonee Gpopmara A4, MOAMMUTHIN 32 OAUH Kpald, HyMEpyeTCsi Kak OJIMH JIUCT B IIPABOM
BEPXHEM YTIIIY;

2) TOKyMEHTHI ¢ COOCTBEHHOM HyMepaluen JUCTOB, B TOM YHCJIE [I€YaTHbIE U3JJaHUS, MOTYT
HYMEpOBaTbCsl B OOLIEM MOpSAIKE WIM COXPaHITh COOCTBEHHYIO HyMeEpalHio, €ClIM OHa
COOTBETCTBYET MOPSAJKY PaCIOJIOKEHHUS JUCTOB B JIEJIE;

3) IUCTBI Jell, COCTOSIIIUX W3 HECKOJIbKUX TOMOB WJIM YacTed, HyMEpYIOTCA MO KaXIOMY
TOMY WJIM YacCTH OT/AEJIBHO;

4) dororpaduu, yepTeku, AUArpaMMbl M HHbIE WIUIIOCTPATUBHBIE U clelupUUecKue
JOKYMEHTBI, TPEICTaBIISIOMINE CaMOCTOSTENbHBIN JHCT B Jelie, HyMEpPYIOTCs Ha 00OpOTHOU
CTOpPOHE B JIEBOM BEPXHEM YTIIy;

5) moAlUTHIE B JI€J0 KOHBEPTHI C BIOKEHUSMU HYMEPYIOTCS — CHadaja KOHBEPT, a 3aTeM
OUYEpEIHBIM HOMEPOM KaX10€ BIOKEHHE B KOHBEPTE;

6) TpUIIOKEHUS K ey, MOCTYIHUBIINE B Ieperiere, 0QOpMIISIFOTCS KaK CaMOCTOATEIbHBIN
TOM U HyMEPYIOTCS OTJENBHO;

7) B ciyyasx OOHapyXeHHs OOJIbIIOr0 uuciaa OMmMOOK B HyMEpalud JHUCTOB Jena
IPOBOJUTCS UX MepeHyMepanus (Ipu nepeHyMepaly JUCTOB cTapble HOMepa 3auepKUBAIOTCS U
PAOM CTAaBUTCS HOBBIM HOMED JIMCTA, B KOHIIE Ji€Jla COCTaBJISI€TCS] HOBBIN JIMCT — 3aBEPUTEID,
IIPU 3TOM CTapblif JTUCT — 3aBEPUTENb 3aUePKUBACTCSI, HO COXpaHseTCA B IeTe);

8) mpu HalMuYMU OTAEIbHBIX OMMOOK B HyMEpalMH JIMCTOB JIOMYCKAaeTcs YNoTpediieHue
JUTEPHBIX HOMEPOB JIUCTOB.

190. Ilocne 3aBeplieHHss HyMEpalUd JIUCTOB COCTaBIISIETCS 3aBEpPUTENIbHAS HAIMKCh,
KOTOpasi MOJMUCHIBAETCS €€ COCTaBUTENIEM C YKa3aHHEM paclIU(ppOBKU MOANUCH, JOJKHOCTH U
JIaThl COCTABJICHUSI.

Ecnu eauHuna XpaHeHUs COCTOMT M3 TEKCTOBBIX M TpaUuecKuX IOKYMEHTOB, TO B
3aBEpUTEIbHON HAAMKMCH KOJUYECTBO JIUCTOB C TEKCTOBOM M Tpaduyeckoil TOKyMeHTalueu
YKa3bIBAa€TCs pa3JeNbHO.

Bce mocneayromme HW3MEHEHHS O COCTaB€ M COCTOSHUU Jiena (TIOBPEXIEHUS, HU3bITHE
JIOKYMEHTOB) OTMEYAIOTCS B JIUCTE-3aBEPUTENIE CO CCBUIKOW HA COOTBETCTBYIOINMN aKT.

KonnuecTBo McTOB B Jiesie MpOCTaBisieTcsl Ha O0JIOKKE Jiefla B COOTBETCTBUU C UTOTOBOM
HaJMKCHIO.

191. PekBU3HT «CPOK XpaHEHHUS JIeJIay MEPEHOCUTCS Ha 0OJIOXKKY JIeia U3 COOTBETCTBYIOIIEH
HOMEHKJIATypbl J€Nl IIOCJIE CBEPKM €ro CO CPOKOM XpaHEHHUs, YKa3aHHbIM B IEPEUHAX
JIOKYMEHTOB, C YKa3aHUEM CPOKOB XpaHEHUSI.

192. Ha nenax MoCTOSSHHOTO XpaHEHMsI MUIIETCS — «XPaHUTh IIOCTOSTHHO.

193. ApxuBHbIil mdp Aena (COCTOUT U3 HOMepa (GoHIa, HOMEpa OIUCH U HOMepa Jiea 1o
ONMHUCH) Ha OOJOXKKaxX JeN TMOCTOSHHOTO XpaHEHMs IPOCTABISAETCS B apXHMBE TOJBKO IOCIE
BKJIFOUCHHUSI JTHUX JIeJ B pa3feibl CBOJIHBIX omuced, yTBepkaeHHbx OIIK (mo sToro on
IPOCTABISETCSA KapaHIaIlloM).

194. T1o oxoHYaHUH TOJ]Aa B HAAMKCH Ha 00JIOKKaX JIeJT IIOCTOSTHHOTO U BPEMEHHOTO (CBBIIIIE
10 mer) XpaHeHUS BHOCATCS YTOUYHEHHUS — NPU HECOOTBETCTBMM 3arojioBKa Jei Ha OO0JIOXKKe
COJIEPKaHUIO MOAIIUTBIX TOKYMEHTOB B 3ar0JIOBOK Ji€jIa BHOCATCS U3MEHEHUS U TOIIOJHEHMS.
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195. lns yyeta JOKYMEHTOB OIPEICIIEHHBIX KaTETOPHid MOCTOSTHHOTO U BPEMEHHOTO CPOKOB
(cBbimie 10 ser) xpaHeHUs, y4eT KOTOPBIX BBI3BIBACTCS CHELM(PUKON AaHHON AOKyMEHTAIHH
(0co00 IeHHBIE JOKYMEHTHI, JIMYHBIC Jella, MPHUKa3bl, MPOTOKOJBl M HHBIE), COCTABIACTCS
BHYTPEHHSIS OMKUCh JOKYMEHTOB.

BHyTpeHHSII ONMUCh JOKYMEHTOB [ella COCTaBJSIETCS Tak)Ke Ha Jella MOCTOSHHOTO U
BpeMeHHOro (cBbiiie 10 JieT) XpaHeHHs, €cld OHU CQPOPMHUPOBAHBI MO PA3HOBUIAHOCTIM
JIOKYMEHTOB, 3ar0JIOBKH KOTOPBIX HE PACKPHIBAIOT KOHKPETHOE COJIEPYKAHUE JOKYMEHTOB.

Bo BHyTpeHHell ONUCH €IMHUIIBI XPAaHEHMS, COCTOSIICH W3 uYepTeked WM HECKOJIbKUX
TEKCTOBBIX W TpapUuecKuX TOKYMEHTOB, IEPEUUCISAIOTCS BCE JOKYMEHTBHI C yKa3aHHEM HX
MOPSIIKOBBIX HOMEPOB, 0003HaUeHUsI (MHIEKCOB, MG POB), HAMMEHOBaHMs, HOMepa B dopmara
mucta. Eciim gepTek COCTOMT M3 HECKOJIBKHX JIMCTOB, TO YKa3bIBAIOTCS €0 HAWUMEHOBAaHUE U
KOJIMYECTBO JHUCTOB. Ecnu eauHMIia XpaHEHHs COCTOMT W3 TEKCTOBBIX U TrpaUuecKux
JOKYMEHTOB, TO MPUBOIMTCS 3aT0JIOBOK KaXKIOTO TEKCTOBOTO JIOKYMEHTA, 3aTE€M OIMHCHIBAIOTCS
YEePTEKH.

196. JIoKyMeHTBI, COCTABJISIONINE JIEJ10, MOIIMBAIOTCS HE MEHEE, YeM Ha YEThIPe MPOKOJa B
TBEPAYIO OOJIOKKY M3 KapTOHA WITU MEPEIIeTAIOTCs ¢ YYETOM BO3MOXKHOTO CBOOOIHOIO YTEHUS
TEKCTa BCEX JIOKyMEHTOB. IlepBbIii ¥ mOCIETHUI IPOKOJ MPOU3BOASTCS HAa PACCTOSHUHM OJTHOTO
CaHTHMETpa OT BepxHeW (HWKHeW) rpaHunbl nucta. Ilpu moAroTroBKe A€l K IMOALIMBKE
(meperieTy) MeETaJUIMYECKHE CKperUieHus (OyJlaBKM, CKPENKM U HHbBIE) U3 JOKYMEHTOB
YAATSIOTCS.

197. Hdena BpemenHoro (10 10 jer BKIIOYMUTEIBHO) XPAHEHHS JOIYCKAeTCid XPaHUTh B
CKOPOCIIMBATENAX, HE MPOBOJAUTH MEPECUCTEMATH3AIMIO JOKYMEHTOB B Jielie, JIUCTHI Jejia He
HYMEpOBaTh, 3aBEPHUTEIbHBIC HAAMNUCH HE COCTABIIATS.

198. Ilpu ¢dynxnuonupoBanun B opranuszauuu COJl odopmieHue nen JTOKyMEHTOB Ha
OyMa)KHBIX HOCHTEJISIX OCYIIECTBIISIETCS MPH MPOBEPKE C aBTOMATHYECKH CPOPMHUPOBAHHBIMHU
onmcsamu aea B COJI.

199. DnekTpoHHBIE TOKYMEHTHI C UCTEKITUMH CPOKaMHU XPaHEHHsI MOJIEKAT BBIICICHUIO K
YHUYTOXKEHHIO Ha OOIIMX OCHOBAHUSAX, MOCIE YEro MPOBOJATCS UX (PU3UUECKOE YHHUTOXKECHHE
WIA YHUYTOKEHHE TPOTPaMMHO-TEXHUYECKUMHU CPEJICTBAMU C COOTBETCTBYIOIIEH OTMETKOH B
aKTe O BBIJECJICHUH K YHUUYTO)XKEHUIO 3JIEKTPOHHBIX JOKYMEHTOB.

DNEeKTPOHHBIE JOKYMEHTBI CUYHMTAIOTCS YHHUTOXXCHHBIMH, €CITM HMX HEJIb3sS BOCCTAHOBUTH
cpeAcTBaMu MH(POPMAILIMOHHONW CUCTEMBbl HAa HOCUTENSIX MH(DOPMAIIUK U U3 PE3€PBHBIX KOIHIA.

IMaparpad 13. Ilopsiaok onepaTUBHOIO XPaHEHHUS JOKYMEHTOB

200. ITocne 3aBepiieHHs] B IETOMPOU3BOACTBE JOKYMEHTHI Ha OyMa)KHBIX HOCHUTEISX JIO
nepeJaul B apXWB OpPraHM3allMM B TEUEHUE OJHOIO roja XpaHATCA B JENax IO MECTy HX
(bopMUpOBaHUS, AIEKTPOHHBIE TOKYyMEHTHI — B CO/I.

201. Cnyx6a JOVY, pykoBOAMTENIM CTPYKTYpHBIX TOJpA3JeNieHU OpraHu3aluu
o0ecreunBarOT COXpPaHHOCTh JIOKYMEHTOB U Jien. [lena xpansrtes B mkadax u ceiiax B pabounx
KaOMHeTaxX WM CIEeLUAIbHO OTBEICHHBIX /IS ATOM LeIH OMEIIEHHUSX.

202. Jlema pacnosararoTcsi B COOTBETCTBUM C YTBEPKICHHOW HOMEHKIATYypOW el
OpraHu3aIiy, Ha KOpelKax 00J10KeK YKa3bIBalOTCS UX WHAEKCHI.

203. Bpinaua e BO BpEMEHHOE IOJIB30BAHUE OPraHU3aLNsIM IIPOM3BOJUTCS HA OCHOBAaHUU
NUCbMEHHOTO OOpallleHHs U C PE30JdIoNMeld PyKOBOJUTENS OpraHu3aluy. Beinada gen MHBIM
NOJPA3/IeIEHUsIM OpraHU3alluy MPOU3BOAUTCSA C PE3OJTIOLMENH PYKOBOAMTENSI CTPYKTYPHOIO
NOJpa3ielIeHus], a BHYTPHU CTPYKTYPHOI'O OJpa3AeIeHuUs — 10/ PaCIMCKY.
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Ha BpIgaHHOE A€710 3aBOJUTCS KapTa-3aMECTUTEND Jiesia. B Hell yKa3bIBalOTCS CTPYKTYpPHOE
HoJpa3/ielieHue, UHJEKC Jiesa, Aara ero BblIayM, KOMY JEJO BBIAAHO, JaTa €ro BO3BPALCHHUS,
npeaycMaTpuBaroTCs rpadbl Ui PACIUCOK B MOJTYYCHUHU U ITPHEME JIea.

DJEeKTPOHHBIE JOKYMEHTBI, HAXOIAIINECS HAa ONEPaTUBHOM XpaHEHHUH B 6a3ax naHHbIX CO/I,
BBIJJAIOTCSL JUIA HUCIOJNB30BaHUS B BHJIE OyMaXHOH KOMHUU DJIEKTPOHHOTO JIOKYMEHTA,
JJIEKTPOHHOW KOMMHU JIOKyMEHTa Ha DJEKTPOHHOM HOCUTENe JIMOO BBICBUIAIOTCA 11O
AIIEKTPOHHOMY  ajpecy pa0OTHHKA, 3ampalldBaIOLIET0 JOKYMEHT. OJEKTPOHHBIC Jiena
(TOKYMEHTBI) BO3BpaTy HE MOJJICKAT.

204. U3bsTHE AOKYMEHTOB M3 JEJl IPOU3BOJIUTCS B COOTBETCTBUU C 3aKOHOAATEILCTBOM
Pecny6nukn Ka3zaxcran, npu 3TOM B J€JI0 BKJIAJbIBAOT KOIUHM HM3BITHIX JOKYMEHTOB M aKT
(mpoToko0:1) 00 N3BATUYN MOJUIMHHUKOB.

205. B cimywyae yTpaTbl JOKYMEHTOB M J€J NPOBOJAUTCS CIyKeOHOE pacciieioBaHHe, 10
pe3ynbTataM KOTOPOTO BEIHOCUTCS PELICHHE.

IMaparpad 14. Ilopsaok nepeaayun jej B apXuB OPraHu3amum

206. Ilepemaua gem u3 CTPYKTYPHBIX [MOAPA3JCICHUNA B apXWUB OpraHHU3AIUH
OCYILECTBIISIETCA IO OMHUCSAM JIeJ, COCTaBJISIEMBIM 110 pe3yJbTaTaM 3KCIEPTU3bl I1IEHHOCTHU
JIOKYMEHTOB U JIeJl, 3aBEpUICHHBIX B Jenonpous3BojacTBe. JJokymeHnTsl BpemeHHoro (no 10 ner
BKJIFOUUTEIIBHO) XpaHEHHUS MEPEAl0TCA B ApXUB OpraHU3aIii 10 HOMEHKIIAType Je.

207. Onucu en COCTaBIIAIOTCS OTIEIBHO Ha Jelia TMOCTOSHHOT0, BpeMeHHOro (cBeime 10
JIET) XpaHEHUsI U MO JMYHOMY COCTaBy MO ()OpME COTrIacHO IPWJIOKEHUI0 29 K HACTOSIINM
IIpaBunam.

208. I'padpr ommcu nen 3amojHSIOTCS B TOYHOM COOTBETCTBUHM C TEMH CBEICHUSMH,
KOTOpBIE€ BBIHECEHBI Ha 00JI0KKH Jel. [Ipu BHECEHHUH B OMKCH Ae MOAPSAN el C OAMHAKOBBIMU
3aroJI0BKaMHU TMHUIIETCS MOJHOCTHIO 3ar0JIOBOK MIEPBOTO JIea, BCE OCTAIbLHBIE OJTHOPOHBIC Jeia
0003HAYAIOTCS CIIOBOM «TO K€», IPH 3TOM HHbBIE CBEACHHS O HUX BHOCSTCS B OMKChH IMOJTHOCTBIO.
Ha HoBOM stHICTE OTIHICH 3ar0JI0BOK OJTHOPOIHBIX JIEJI BOCIIPOU3BOIUTCS MTOJTHOCTHIO.

209. Kaxmoe pgemo (ToMm, dYacTh Jelia) BHOCHUTCS B OINWUCh TOJ CaMOCTOSITENBHBIM
MOPSIIKOBBIM HOMEPOM.

210. TIpada omucu «llpumedanue» HCHONB3yeTCs Ui TMPOCTAHOBKH OTMETOK 00
OCOOEHHOCTSX (DU3UYECKOTO COCTOSIHUSI JIela, Tepenade Jena HWHOMY CTPYKTYPHOMY
noipa3ieNieHu o (MHOW OpraHU3aIlHH).

211. Onuch gen cocTaBigeTcs B ABYX AK3EMILISIPAX, OJIMH U3 KOTOPBIX MEPEIACTCs BMECTE C
JleJlaMi B apXUB OpraHu3alli, a BTOPOM — OCTAETCA B KAU€CTBE KOHTPOJIBHOTO B CTPYKTYPHOM
MOApa3ICICHUH.

212. TlpaBunsHOCTh (POPMUPOBAHUS M TOATOTOBKHU JEN K Iepenade B apXuB OpPraHU3AINH
nposepsieTcst  ciayx6oit  JIOY. Hmeromuecs HapylleHHs YCTPaHSIOTCS  CTPYKTYPHBIM
Mo/pa3/iesIEcHUeM OpraHu3aIuu.

213. Ilpumem KaxIoro jena TMPOU3BOAMUTCS PaOOTHUKOM, OTBETCTBEHHBIM 3a apXHUB
OpraHM3aIfy, B MPUCYTCTBUU pabOTHUKA CTPYKTYpHOTO TmoapazaeneHus. [Ipu 3Tom Ha oboux
AK3EMIUTSIPaX OMHUCH MPOTUB KAKJOTO Jieia, BKIIOUYEHHOTO B HEE, JIeTAETCs OTMETKA O HAJTMYUH
nena. B koHIlE KaXA0To 9K3EeMIUIsIpa OMUCH YKA3bIBAIOTCS LU(paMU U MPOIHUCHI0 KOJIUYECTBO
(daKkTHYeCKHu TPUHATHIX e, JlaTa IpheMa-Tiepenadd Jell, a TakkKe IMOANMUCH paOOTHHKA,
OTBETCTBEHHOTI'O 3a ApXUB, U JIMIIA, IEPEJABILIETO Jea.

214. BmecTte ¢ nenaMu B apXWB OpraHU3allUK MEPENal0TCsl pETUCTPAIIMOHHBIE KapTOTEKU Ha
JOKYMEHTHI W (WMJIH) MPOTPaMMHBIE CPEICTBA, 0a3bl MAaHHBIX, COAepXkaliue HWH(DOpPMALHIO O
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PErHCTpallUi U WCIIOJTHEHUH TEPEIaBaeMbIX JOKYMEHTOB. 3arojOBOK KaXKIOW KapTOTEKH HIIU
0a3bl JaHHBIX BKJIFOYAETCS B OIMCH.

215. B ciyvae TUKBUIALMN CTPYKTYpPHOTO MoApa3aeneHus, Gpuirana (IpeacTaBuTeNbCTBa),
JIMII0, OTBETCTBEHHOE 3a BEACHHUE JEIOMPOU3BOJICTBA JAHHOTO CTPYKTYPHOTO IMOJpa3ie/ICHHUS,
¢unmana (MpenCTAaBUTENBCTBA), B TMEPHOJ] MPOBEICHUS JIMKBUAANMMOHHBIX MEPOIPUSTHI
dbopMHUpyeT BCE HMMEIOIIMECS TOKYMEHTHI B jeina, opopMisieT Jejla U MepeaacT UX B apXWB
OpraHu3aIMi HE3aBUCUMO OT CPOKOB XpaHEHUSI.

216. B cnydae JWKBUIALMM OpraHu3alldd B TMEPUOJA TPOBEICHHUS JIMKBHUIAIMOHHBIX
MEPONPHUSITHIA JOKYMEHTBl 10 JUYHOMY COCTaBy OQOPMIISIFOTCS W  TEpPEHarTcs B
COOTBETCTBYIOIIUMA rOCYyJapCTBEHHBIN apXUB.

[lepenaua nen ocymIeCTBISETCS IO OMUCAM JIeJT 1 HOMEHKJIAType Jell.

217. Ilepenaua JOKYMEHTOB B 2JIEKTPOHHOM (popmare B cOCTaBe AJIEKTPOHHBIX TN B apXUB
OpraHu3aIMy OCYIIECTBISETCS PaOOTHUKAMHU CTPYKTYPHBIX TMOAPA3ACICHUM, OTBETCTBEHHBIMU
3a BEJICHHE JICJIONPOU3BOACTBA, U obecrieunBaercs cpeactsamu COJl u kananamu C DA nipu
€ro HaJIM4Mu.

218. Ilpu mOATrOTOBKE OHJIEKTPOHHBIX JOKYMEHTOB, OTOOpDaHHBIX K Ieperade B apXuB
OpTaHMU3AINH, BEITIOIHSIIOTCS CJICTYIOIINE OCHOBHBIC MTPOLIEYPhI PaOOTHI C TOKYMEHTAMH:

KOHBEPTALMsI TEKCTOBBIX JJIEKTPOHHBIX JOKYMEHTOB B (opMaT apXUBHOTO XpaHEHUS
PDF/A-1, eciiu 31eKTPpOHHBIH JOKYMEHT ObLT CO3/1aH MK BKJIFOUEH B CUCTEMY B HHOM (hopMmarTe;

dbopmupoBanre B WHOOPMAIMOHHOM CHCTEME OpTraHM3alldd  JJICKTPOHHBIX  JCII,
BKITIOUAIONUX: METAJaHHBIC JJICKTPOHHOTO JOKYMEHTa, (Dalbl 3JICKTPOHHBIX MOMANUCEH U
BU3YaJIH3UPOBAHHYIO KOMHIO TEKCTOBOT'O 3JIEKTPOHHOTO 10KyMeHTa B popmare PDF/A;

(hopMHUpOBaHHE OMUCEH FIEKTPOHHBIX €I, JOKYMEHTOB CTPYKTYPHOTO IMOPA3CIICHHUS;

MUTpaIisl DIEKTPOHHBIX JIOKYMEHTOB Ha (U3MYeCKH 000COOIeHHBIE MaTepHalbHbIe
HOCHUTENIM, €CITH JTOKYMEHTHI TMEepeNaloTcsl B apXWB OpraHU3alMu HE 10 HH(GOPMAIIMOHHO-
KOMMYHUKAIIMOHHBIM KaHaJlaM;

MPOBEPKA BOCIIPOU3BOAUMOCTHU IJIEKTPOHHBIX JJOKYMEHTOB;

MPOBEPKA AIIEKTPOHHBIX TOKYMEHTOB Ha HAJIMYHUE BPEJOHOCHBIX KOMIBIOTEPHBIX MPOTPaMM;

MOATBEPKJICHUE TEJIOCTHOCTH AJIEKTPOHHOTO Jiefia SJIEKTPOHHOM MOMAMUCHI0 PYKOBOJAUTEIS
CTPYKTYpPHOTO  TOApa3feNeHus (MHOrO  YIMOJHOMOYEHHOTO JIMIA), OCYIIECTBISIOLIETO
MOATOTOBKY JIEKTPOHHBIX JOKYMEHTOB K Iepejiaue B apXUB OpraHu3aIliu.

219. JIokyMeHTHI B 3JIEKTPOHHOM (popmare B apXHWB OpraHU3aIMU MEPEA0TCSI BMECTE C UX
METaJJaHHBIMH.

[lepegaua 3JIEKTPOHHBIX J€JI TOCTOSHHOI'O XPAHEHUsS MPOU3BOAUTCS IO  OMHUCAM
AJICKTPOHHBIX JIeNT TIOCTOSIHHOTO XPAaHEHHsI CTPYKTYPHBIX TOAPA3JACICHUA OpraHu3aiiu, a
BpeMeHHOTO (cBbIme 10 y1eT) XpaHeHus: — MO OMUCAM DJIEKTPOHHBIX JeN BpeMeHHOro (cBbimie 10
JIET) XpaHEHHsI, COCTaBICHHBIM 110 (hopme, coriacHo mpuioxeHuto 30 k HactosuuM [IpaBunam,
B COOTBETCTBUU C rpaprKoM MpueMa IEKTPOHHBIX JIe] B ApXUB OPraHU3aIINH.

[Tpu HEOOXOAMMOCTH MOXKET CO3/aBATHCS OYMaKHBINA IK3EMILISIP OMKCH JICKTPOHHBIX JICII.

Onuch 3MEeKTPOHHBIX J€J1 CTPYKTYPHOTO MOIpa3/IeJI€HUsl OpraHu3alui yTBEPKIAETCs MyTeM
MPOCTABJICHHSI AJICKTPOHHON MU(GPOBOM MOANMKUCH C MPUMEHEHHUEM JIMYHOTO KJTI0Ua, BIIAJIEIbIIEM
KOTOPOrO SIBJISIOTCS  OpraHu3alys WIA PYKOBOAMUTENIb CTPYKTYPHOTO TMOJpa3/ieieHUs
OpraHu3aIiu.

I'paduk mpuema SIEKTPOHHBIX JE B apXWUB OPraHU3AlUU COCTABISETCS PYKOBOJIUTEIEM
apxXWBa OpraHu3aIu (JUIIOM, OTBETCTBEHHBIM 3a apXWB OpraHU3aIMH) MO (GopMe, COTIACHO
npuioxeHuto 31 k HactosiuM [IpaBunnam, U yTBepKaaeTcs pyKOBOAUTEIEM OpraHU3aluu.

220. B cocTtaB 3JEKTPOHHOIrO J€ja BKJIIOYAIOTCS METaJaHHbIE Ha KaXKIbI AJIEKTPOHHBIM
JIOKYMEHT.
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[Ipy TOATOTOBKE SJEKTPOHHOTO [ejia K IepeJade B apXUB OpraHU3aluyd PaOOTHHKOM
CTpPYKTypHOro noppasfeneHus cpeacrBamu  COJl cocTaBiseTcss BHYTPEHHS — OIUCH
AIIEKTPOHHBIX JIOKYMEHTOB JJIEKTPOHHOTO Jiena (janee — BHYTPEHHSSI ONHUCh) IO (opme,
COIIacHO HpuwiIokeHHto 32 k HacrosmuM [IpaBunam, a Takke akTy INpueMma-lepenadu
AIIEKTPOHHBIX TOKYMEHTOB M el ciry>x0b1 JIOY opranuzanuu 1mo ¢popme coriiacHO OPUI0KEHUIO
33 k HacrosiuM [IpaBunam.

BuyTpeHHssT omnuchb BKJIIOYAaeTCs B COCTaB  3JEKTPOHHOTO Jiela B KayecTBE
CaMOCTOSITEJIBHOTO  3JIEKTPOHHOTO  JIOKYMEHTa, MOJIHMCAHHOIO 3JIEKTPOHHOM Iu(poBoi
HOJIKUCHIO C IPUMEHEHUEM JIMYHOIO KJII0UA, BJIAJIEIbIIEM KOTOPOIO SBJISIOTCS OPraHU3alus UIU
pabOTHUK CTPYKTYPHOTI'O MO/Ipa3AeieHHs OpraHu3aliy, COCTaBUBIINN BHYTPEHHIOIO OIHUCH.

221. DneKTpOHHBIC Jelia MPHU MOATOTOBKE K Tepeaade B apXuB OpraHu3auu (OPMUPYIOTCS
TakuM 00pa3oM, YTOObI METaJaHHbIE KaXKJIOro 3JEKTPOHHOIO IOKyMEHTa (KpoMe MepBOIo)
COJIep’Kall KOHTPOJIbHBIE XapaKTEPUCTUKHU MPEIbIIYIIEro 3JIEKTPOHHOIO JOKYMEHTa U €ro
MeTaJJaHHbIX (OJHOHANpPABIICHHBIN CBSI3HBIN CIIUCOK).

222. Tlepenava v mpueM SJIEKTPOHHBIX JIEJI OCYHIECTBISIOTCS 110 U(GPOBBIM KaHAJIaM CBSI3U
WIA Ha BJIEKTPOHHBIX HOCHUTENIAX B COCTaBe HMH(OPMAIMOHHOrO IMakera, (GopMar KOTOPOro
OTpeNeNseTcss pPerjaMeHTOM HMH()OPMAIMOHHOTO  B3aWMOJEHCTBHS  MEXIy  CHCTEMOMH
3JIEKTPOHHOTO JOKYMEHTO000pOTa U MH(POPMALMOHHON CUCTEMON apX1Ba OpraHU3aLUH.

B onmcsax 35eKTpOHHBIX J€ll HOCTOSSHHOrO W BpeMeHHOro (cBbime 10 ser) XpaHeHus
JIOTIOJTHUTEJIBHO YKa3bIBAIOTCH:

CBEIEHUSI O pPAaOOTHUKE CTPYKTYpPHOTO TMIOJPA3/CICHUsI OpTraHU3allH, MepeaaroneM
3JIEKTPOHHBIE JIeJIa B apXUB OpraHu3aluy (HAMMEHOBaHHUE JJOKHOCTH, MHULMAIIBI, (haMUIIHSL);

CBEICHUSI O paOOTHUKE apXHBa OpraHU3a[MH, IPUHUMAIOLIEM JIEKTPOHHbBIE JIeJla B apXUB
OpraHu3aiy (HauMEHOBAaHUE JIOJKHOCTH, MHULIUAIIBI, (PaMHITUS).

223. HWHdopMalMOHHBIA MAKET COJEPKUT CIEAYIOIME METaJaHHble Ha YpOBHE
AJIEKTPOHHOTO JeNa:

MOPSAJKOBBI HOMEp DJJEKTPOHHBIX Jel M JOKYMEHTOB B OIHMCH JJIEKTPOHHBIX [eI
CTPYKTYPHOT'O MIOJPA3AEICHUS;

MHJIEKC 3JIEKTPOHHOTO JIENIa;

3aroJIOBOK 3JIEKTPOHHOTO JIENa;

KpaliHue 1aThl 3JIEKTPOHHBIX IOKYMEHTOB AJIEKTPOHHOTI'O JIENa;

KOJIMYECTBO JJIEKTPOHHBIX JOKYMEHTOB JIEKTPOHHOIO JIEJIa;

00BEM 3JIEKTPOHHBIX JOKYMEHTOB 3JIEKTPOHHOTO JIENa;

A3BIK (SI3BIKM) DJIEKTPOHHBIX JTOKYMEHTOB JIEKTPOHHOIO Jeja.

[lenocTHOCTh METaIaHHBIX HA YPOBHE AJIEKTPOHHOI'O JOKYMEHTa MOATBEPKAAETCS TOTHBIM
COCTaBOM JIaHHBIX, YKa3aHHBIX BO BHYTPEHHEN ONMCH.

224. HudopmManMoOHHBIA MaKeT COACPXKHUT CIEAYIONMEe METaJaHHblE Ha YpOBHE
3IIEKTPOHHOIO IOKyMEHTa BpeMEeHHOTO (cBbIlIe 10 J1eT) U MOCTOSHHOTO XpaHEHHUS:

Ha3BaHME BUJIA DJIEKTPOHHOTO TIOKyMEHTa (IIpHKa3, MHUCbMO, CMETa U JIp.);

3aroJIOBOK 3JIEKTPOHHOTO IOKYMEHTA;

JlaTa MEKTPOHHOTO JOKYMEHTA;

IpaBO JOCTyNa K DJIEKTPOHHBIM JOKyMEHTaM (JAOCTyHn pas3peuieH BCeM, JOCTYI
ycTaHaBnuBaeTcst GoH1000pa3oBaTesem);

JaTa CHATUS OTPaHUYEHU TocTyna (MPH UX HATHYUH);

PErUCTPalMOHHBIN HHIEKC 3JIEKTPOHHOTO IOKYMEHTA;

A3BIK 2JIEKTPOHHOTO IOKYMEHTA;

JaHHbIEe 00 aBTOPE 3JEKTPOHHOIO JOKYMEHTa (HAMMEHOBAaHUE JOJDKHOCTH HCIIOIHUTE,
HAaUMEHOBAHME OpraHU3al1H, TOATOTOBUBIIEH 3JIEKTPOHHBIA JOKYMEHT);
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cBeneHUs O (aimax ANEKTPOHHOro JOKyMeHTa (MMEHa, 00beM, KOHTPOJIbHBIE
XapaKTePUCTHKN);

CBeICHHS 00 auropuTMe BBIPAOOTKHM KOHTPOJIBHBIX  XapaKTEPUCTHK  (JITOPUTME
XOIIMPOBAHUA — KpUNTOTpaUYecKOM alropuTME BBIUMCICHHSI 3HAUYEHUS Xd3UI-QYHKIUH)
(0003HaUEHUE ANTOPUTMA, CChIJIKA HA TEXHUYECKUI HOPMATUBHBIN MPABOBOM aKT).

[lenocTHOCTh METaIaHHBIX HAa YPOBHE 3JIEKTPOHHOTO JOKYMEHTa MOATBEpPXkAAeTcs OOIIei
JUISL BCEro JOKyMEHTa KOHTPOJIBHON XapaKTEPUCTUKOM, YKa3aHHOM BO BHYTPEHHEH OIMCH.

225. Tlpm HEOOXOOUMOCTH [Jisi ONHMCAaHUS Ha YPOBHE DJIEKTPOHHOTO JOKYMEHTa
UCTIONIB3YIOTCSl JIOTIOJIHUTENIbHBIE METaJaHHbIe, XapaKTePH3YIOIMEe OCOOCHHOCTH CO3JaHHUS U
BOCITPOM3BEICHUS 3JIEKTPOHHBIX JOKYMEHTOB:

CCBUIKH Ha MHBIE JOKYMEHTHI, 00pa3yromre o0mui yrpaBlIeHUECKUI KOHTEKCT;

cBefieHUsT 00 WH(OPMALMOHHOW TEXHOJOTUH (BEpCHUU MPOTPAMMHOIO MPOJYKTa), C
MOMOIUIbIO0 KOTOPOH CO3aH NEKTPOHHBINA JOKYMEHT;

CBEICHUS O TEXHUUYECKUX U MPOTPAMMHBIX CPEJCTBAX, HEOOXOIUMBIX IS BOCIIPOU3BEACHUS
AJIEKTPOHHOI'O JOKYMEHTA;

CBEJICHUS O 3aLIUTE 3JIEKTPOHHOIO JOKYMEHTA.

226. Ilpu nepenave 3JIEKTPOHHBIX JEN HA AJIEKTPOHHBIX HOCHUTEIAX B COCTAB METaJaHHBIX
BKJIIOUAIOTCS JaHHBbIE OO JJIGKTPOHHBIX HOCHUTENSAX (BHI, THI D3JEKTPOHHOTO HOCUTENA) U
Pa3MEIICHUH JIEKTPOHHBIX JIEJT U JOKYMEHTOB Ha 3THX 3JICKTPOHHBIX HOCUTETISX.

227. Jlns 3JIEKTPOHHBIX JOKYMEHTOB B COCTAaB METAJaHHBIX JOMOJHUTEIBHO BKIHOYAIOTCA
CBEICHUS O CpPEICTBAaX JJIEKTPOHHOW HH(POBON MOMNKMCH, ONpPEACTsIeMBbIE PETIIaMEHTOM
MH(OPMALIMOHHOTO B3aUMOJICHCTBUS MEXKAY CUCTEMOW 3JIEKTPOHHOTO JIOKyMEHTO00OpoTa u
MH(OPMaLIMOHHON CUCTEMOH apX1Ba OpraHU3allNu.

228. CoctaB MeTajaHHBIX [UIsl AJIEKTPOHHOTO JOKYMEHTa, MPEICTABISIONIET0 COOOi
ApXUBHYIO KOO HH(POPMAIIMOHHOTO pecypca, TOMOTHUTENbHO BKIIOYAET B CeOs:

HauMEHOBaHKE WH()OPMALIMOHHOTO pecypca;

TUTT THPOPMAIIMOHHOTO PeCcypca;

KpaifHue aThl SKCIUTyaTaluyu HHGOPMAIMOHHOTO pecypca;

JaHHBIE O PETUCTPALIUK UH(OPMALIMOHHOTO Pecypca;

WHTEPHET-a/IpeC pa3MelleHus HHQPOPMAIMOHHOTO pecypca (s HHPOPMAIIMOHHOTO
pecypca, pa3MeIIeHHOT0 B II100aIbHON KOMIBIOTEpHOM ceTu HTepHeT);

CBEIEHUSI O COOCTBEHHUKE HMH(DOPMAIMOHHOIO  pecypca B  COOTBETCTBUHU  C
3aKoHOaTenbcTBOM Pecniybnuku Kazaxcran o mepcoHanbHbIX JaHHBIX;

CBEJIEHU O BJIaJIeIIblle HH(OPMAIIMOHHOTO pecypca.

[Ipunoxenne 1

K [IpaBuiiaM TOKyMEHTUPOBAHUS, YIIPABICHUS
JIOKyMEHTAIMEN U UCIIOJIb30BAHUS CHCTEM
AJIEKTPOHHOI0 JIOKYMEHT0000pOTa B
rOCYJapCTBEHHBIX U HErOCYAapCTBEHHBIX
OpraHu3anusax

dopma

CxeMa pacmnojio:KeHHusl PeKBH3UTOB TOKyMeHTa
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236 «O6 yTBepxaeHun MNpaBnn 4OKYMEHTUPOBAHUS, YNpaBrieHns JOKyMEHTaUNEN U MCNONb30BaHMUS
CUCTEM 3MEKTPOHHOIo JOKYyMEHTO060pOTa B rocyAapCTBEHHbIX U HEFOCY4APCTBEHHbLIX OpraHn3aLmsix»

CraTtyc pokymeHnTa: gencteyrowmid. darta: 09.09.2023 r.

1 - wuzobpaxenue [ocymapctBeHHoro ['epba PecnyOmmku Kaszaxctan wium 3MOIEMBI,
JIOTOTHUIIA, TOBAPHOTO 3HAaKa (3HAK 0OCTYKUBAHUS)

2 - opuIMaTbHOE HANMEHOBAHUE OPTaHU3aALUU

3 - cIIpaBOYHBIC JaHHbBIE 00 OpTaHU3aIIH

4 - HaMMEHOBaHUE BHJIA IOKYMEHTA

5 - 1aTa TOKyMEeHTa

6 - perucTpaloHHBIA HOMEp (MHACKC) JOKyMEHTa

7 - cChUIKA HA PETUCTPAIIMOHHBII HOMEp (MHACKC) M IaTy BXOJASAIIETO JTOKYMEHTA

8 - MecTO cocTaBIICHUS WM U3JIaHHSI TOKYMEHTa

9 - rpud orpaHuYeHUs T0CTYyNA K JOKYMEHTY

10 — appecar

11 - rpud yTBepKACHHS TOKyMEHTa

12 — peszomonus

13 - 3aronoBOK K TEKCTY JOKYMEHTa

14 - oTMeTKa 0 KOHTpOJIe

15 - TekcT HOKyMEHTa

16 - oTMeTKa O HATMYHMH MPUIOKCHHS K IOKYMEHTY

17 — moxamuce

18 - oTmMeTKa 0 cormacoBaHUM JOKYMEHTA

19 - orTUCK eyaTH

20 - oTMeTKa 0 3aBepEeHUH KOMMH JOKYMEHTa

21 - oTMeTKa 00 UCTIONHUTENE TOKYMEHTa

22 - oTMeTKa 00 MCIIOTHCHUH JOKYMEHTA ¥ HAIPABJICHUH €T0 B IO

23 - NIEHTU(PHUKATOP JIEKTPOHHON KOMUU TOKYMEHTa

24 - oTMETKa O TIOCTYIUIEHUH JOKYMEHTA B OPTaHU3AIHIO

ITpunoxxenune 2

k [IpaBuiaM TOKYMEHTHPOBAHUS, YIIPABICHUS
JOKYMEHTaIMEN U UCII0JIb30BAHUS CUCTEM
JIEKTPOHHOI0 IOKyMEHTO000pOTa B
rOCyIapCTBEHHBIX M HETOCYAAPCTBEHHBIX
OpraHMu3aIusIX

dopma



Mctounnk: MHpopmaunoHHasa cuctema "TTAPATPA®"

HokymeHT: Npukas MuHucTpa KynbTypbl 1 cnopTta Pecnybnukn KasaxctaH ot 25 aBrycta 2023 roga Ne
236 «O6 yTBepxaeHun NpaBnn JOKYMEHTUPOBAHUS, yNpaBneHnus JOKyMeHTaunen n ncnonb30BaHus
CUCTEM 3NEKTPOHHOIO JOKYMEHTO0b0pOoTa B rocy4apCTBEHHbIX U HErOCY4apCTBEHHbLIX OpraHn3aLmax»

-

Cratyc nokymeHTa: gencraytowmin. dara: 09.09.2023 r.

__________________________________________________________________________________________________

__________________________________________________________________________________________________

TocynapcteeHHbIH ['epd Pecy6nukH Kazaxcran
HIH 3MO071eMa, JIOTOTHIL, TOBapPHBIH 3HAK (3HAK O0O0CTYKHBAHHA) OpraHH3allH]

OdHiHATEHOE HAHMEHOBaHH
OpraHH3aITHH
(Ha rocyJapCTBEHHOM S3BIKE)

..................................................................................................

CnpaBo4Hble JaHHbIE 00
OpraHH3aIlHH
(Ha rocy1apCTBEHHOM S3BIKE)

- OdHIHATEHOE HAHMEHOBA

OpraHH3allHH

- (Ha pycCKOM HJIH HHOM f3E

CripaBo4HEIE JaHHBIE O
OpraHH3allHH

- (Ha pyCCKOM HJIH HHOM f3E

Ne
. (mara)  (mHmekc) | B s
i TAnpecar
(cchpLTKA Ha HOMEP H JaTy i
| BXOJMINETO JOKYMeHTa) . R
T3aronoBok TEKCTY ITHChbMa —1 §
R el e N . N—————
Al
dopmar A4 (210X297)

[Tpunoxxenune 3

k [IpaBuiaM TOKYMEHTHPOBAHUS, YIIPABICHUS

JIOKYMEHTalHUEN U

HUCIIOJB30BaHUA CUCTEM

AIIEKTPOHHOTO JIOKYMEHTO000pOTa B
rOCYJIapCTBEHHBIX U HETOCYIapCTBEHHBIX

opraHu3anusax



Mctounnk: MHpopmaunoHHasa cuctema "TTAPATPA®"

HokymeHT: Npukas MuHucTpa KynbTypbl 1 cnopTta Pecnybnukn KasaxctaH ot 25 aBrycta 2023 roga Ne
236 «O6 yTBepxaeHun NpaBnn JOKYMEHTUPOBAHUS, yNpaBneHnus JOKyMeHTaunen n ncnonb30BaHus
CUCTEM 3NEKTPOHHOIO JOKYMEHTO0b0pOoTa B rocy4apCTBEHHbIX U HErOCY4apCTBEHHbLIX OpraHn3aLmax»

Cratyc nokymeHTa: gencraytowmin. dara: 09.09.2023 r.

dopma

biaaHk KOHKPETHOIo BHIa JOKYMEHTA OPraHH3allHH

i
AAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAA

TocynapcteeHHbIH ['epl PecryOnukH KazaxcTan
HIH 3MO071eMa, JIOTOTHIL, TOBapPHBIH 3HAK (3HAK 00CIYy:KHBAHHA) OpraHH3allHH

i
----------------------------------------------------------------------------------------------------------------------------------------------------------------

O¢HIHATPHOE HAHMEHOBAHHE | . O¢dHIHATBEHOE HAHMEHOBAHHE
OpraHH3aIHH OpraHH3aIHH
(Ha TOCYJIapCTBEHHOM fA3BIKE) . (Ha pycCKOM HITH HHOM f3BIKe)
HaHMeHOBaHHE BHA HauMeHOBaHHE BHAA
JOKyMEHTa JOKYMEHTA

(Ha rOCYIAapCTBEHHOM S3BIKE) . (Ha pyCCKOM HJIH HHOM 53BIKE)
................................................................................................................ e
- MecTo H3IaHHA - MecTo H3JaHHA
' (Ha rOCYaPCTBEHHOM SI3BIKE) ' (Ha pYCCKOM HITH HHOM S3BIKE)

®opmat A4 (210X297)

[Ipunoxenue 4

k [IpaBuiaM qOKYMEHTHPOBAHUS, YIIPABICHUS
JOKYMEHTAITUEH 1 MCIIOIb30BaHMS CUCTEM
AJIEKTPOHHOI0 IOKYMEHT0000pOTa B
TOCYJapCTBEHHBIX U HETOCYIapCTBEHHBIX
OpraHu3aIusIX




Mctounnk: MHpopmaunoHHasa cuctema "TTAPATPA®"

HokymeHT: Npukas MuHucTpa KynbTypbl 1 cnopTta Pecnybnukn KasaxctaH ot 25 aBrycta 2023 roga Ne
236 «O6 yTBepxaeHun NpaBnn JOKYMEHTUPOBAHUS, yNpaBneHnus JOKyMeHTaunen n ncnonb30BaHus
CUCTEM 3NEKTPOHHOIO JOKYMEHTO0b0pOoTa B rocy4apCTBEHHbIX U HErOCY4apCTBEHHbLIX OpraHn3aLmax»

Cratyc nokymeHTa: gencraytowmin. dara: 09.09.2023 r.

®dopma

————————————————————————————————————————————————————————————————————————————————————————————————————————————————————————————————————————————————————————————————

TocynapcteeHHsbIH ['epd PecyOnukH KazaxcTan
HIIH 3M01eMa, JIOTOTHII, TOBApHBIH 3HaK (3HaK 00CIy:KHBAaHHA) OpraHH3alHH

O¢HIHATEHOE HANMEHOBAHHE | - OdHIHATFHOE HAHMEHOBAHHE
OpraHH3aIHH § | OpraHH3aIHH
(Ha rOCyIapCTBEHHOM A3BIKE) | . (Ha pycCKOM HIIH HHOM f3BIKE)
Ne

AAAAAAAAAAAAAAAAAAAAAAAAAAAAAA (mara)
- MecTo H3aaHHA - MecTo H3naHHA
(Ha rOCYapCTBEHHOM A3BIKE) S—  (Ha pyCCKOM HIH HHOM f3bIKe)
3aromoBok k Tekery mokymewra ]

dopmar Ad (210X297)

[Tpunoxenue 5

K [IpaBuiiaM TOKyMEHTUPOBAaHUS, YIIPABIECHUS
JIOKYMEHTaIMel U UCII0JIb30BAHUS CUCTEM
AJIEKTPOHHOTO JIOKYMEHT0000pOTa B
roCy/IapCTBEHHBIX M HETOCYAaPCTBEHHBIX
OpraHu3aIusIX




Mctounnk: MHpopmaunoHHasa cuctema "TTAPATPA®"

HokymeHT: Npukas MuHucTpa KynbTypbl 1 cnopTta Pecnybnukn KasaxctaH ot 25 aBrycta 2023 roga Ne
236 «O6 yTBepxaeHun NpaBnn JOKYMEHTUPOBAHUS, yNpaBneHnus JOKyMeHTaunen n ncnonb30BaHus
CUCTEM 3NEKTPOHHOIO JOKYMEHTO0b0pOoTa B rocy4apCTBEHHbIX U HErOCY4apCTBEHHbLIX OpraHn3aLmax»

Cratyc nokymeHTa: gencraytowmin. dara: 09.09.2023 r.

®dopma

JHUCT COI''TACOBAHHA

HanMeHOBaHHE BHA IIPOEKTa JOKYMEHTA, 3ar0OJIOBOK K TEKCTY

CornacopaH CornacoeaH
HanMeHOBaHHE JOKHOCTH HanMeHOBaHHE JOLKHOCTH
C YKa3aHHeM HaHMEeHOBaHHA C yKazaHHeM HaHMEHOBaHH
OpraHH3allHH OpraHH3allHH

Pacmmudposka Pacmudporka
(IHYHAA NIOATHCH) MIOAIHCH (JIHYHAA MIOANHCH) IIOAIHCH
Jarta Jarta

®opmat A4 (210X297)

[Tpunoxenue 6

K [IpaBunaM JOKyMEHTUPOBAHMUSI, yIIPaBICHUS
,IIOKYMeHTaIII/Ief/'I " UCIIOJIb30BaHUA CUCTEM
3JIEKTPOHHOI0 IOKYMEHTO000pOTa B
TOCYJApCTBCHHBIX U HETOCYAAPCTBCHHBIX
OpraHu3aIusIX

®opma



Mctounnk: MHpopmaunoHHasa cuctema "TTAPATPA®"

HokymeHT: Npukas MuHucTpa KynbTypbl 1 cnopTta Pecnybnukn KasaxctaH ot 25 aBrycta 2023 roga Ne
236 «O6 yTBepxaeHun NpaBnn JOKYMEHTUPOBAHUS, yNpaBneHnus JOKyMeHTaunen n ncnonb30BaHus
CUCTEM 3NEKTPOHHOIO JOKYMEHTO0b0pOoTa B rocy4apCTBEHHbIX U HErOCY4apCTBEHHbLIX OpraHn3aLmax»

Cratyc nokymeHTa: gencraytowmin. dara: 09.09.2023 r.

«KYHEJIEPII MOJEJIBJIEYIIH TopapHIIeCTEO C OTPAHHYEHHOH
KA3AKCTAHJIBIK HHCTHTVYThI» OTBETICTEEHHOCTEIO
HHHOBAITHABIK OPTAIBIFbI»

«THHOBAIIAOHHBIH IIEHTP
«KA3AXCTAHCKHI HHCTHTYT
MOJEJTHPOBAHHS CHCTEM»

JKayanKepIIiliri mMeKTeyIi CepiKTecTirt

........................................................................................................................................................

15 Mapra 2017 roga | Ne51
| AcTaHa Kamacsl | | ropox Acrana

I B
O BHeCeHHH H3MeHeHHH B

JAO0KHOCTHBIE HHCTPYKIHH
COTPYAHHKOB

-
(I

L

B cBasH ¢

(ocmoBanme)

ITPHKA3BIBAIO:
1. BHecTH B [JODKHOCTHBIE HHCTPYKIHH COTpYAHHMKOB TOO cremyromme
H3MeHEeHHS:
1)
2)
2. KoHTpOIIb 32 HCIIOJHEHHEM HaCcTOAIIETO MPHKAa3a BO3I0KHTb Ha

I'eHepanbHbIH JHPEKTOP (moamHcs) (pacmu¢poBKa IOANMHCH)

OTMeTKa 0 COINIACOBAHHH:
dopmar Ad (210X297)

IIpunoxxenue 7

k [IpaBunaM JOKyMEHTUPOBaHMSI, yIIPaBICHUS
JOKYMEHTaIMEN U UCII0JIb30BAHUS CUCTEM
3JIEKTPOHHOT0 IOKyMEHTO000pOTa B
roCy/IapCTBEHHBIX U HErOCY1apCTBEHHBIX
OpraHu3aLusIX

®dopma



Mctounnk: MHpopmaunoHHasa cuctema "TTAPATPA®"

HokymeHT: Npukas MuHucTpa KynbTypbl 1 cnopTta Pecnybnukn KasaxctaH ot 25 aBrycta 2023 roga Ne
236 «O6 yTBepxaeHun NpaBnn JOKYMEHTUPOBAHUS, yNpaBneHnus JOKyMeHTaunen n ncnonb30BaHus
CUCTEM 3NEKTPOHHOIO JOKYMEHTO0b0pOoTa B rocy4apCTBEHHbIX U HErOCY4apCTBEHHbLIX OpraHn3aLmax»

Cratyc nokymeHTa: gencraytowmin. dara: 09.09.2023 r.

B e S e e i o o e

«KYHEJIEPII MOJEJIBJEYIIH TOBapHIECTRO ¢ OrPAaHHYEHHEOH

KA3SAKCTAH/JBIK HHCTHTYThI» OTBETCTEEHHOCTEIO
HHHOBAIIHAIBIK OPTAJIBIFbI»
«HHHOBAI[HOHI!I»Iﬁ INEHTP
JKayanKepIIimiri meKTeyi CepiKTeCTir «KA3AXCTAHCKHH HHCTHTYT
MOJEJIHPOBAHHA CHCTEM»
BY¥UPLBIK IIPHUKA3
15 mapta 2017 roza Ne S1a/c
. AcTaHa KaJachl - Topox AcTaHa

[ =0 1
| | ITo J]H‘IHOM)’ coc*ran_v

1. IIPHHATD Ecxenguposa EpkeOyrana AmaHTaeBHYa Ha JOKHOCTD
IJIaBHOI'O MeHekepa MapKeTHHIOBOro oraena ¢ 15 mapra 2017 roza.

OcHoBaHHA: TPyAOBOH Joropop oT 15 mapra 2017 roga Ne 31 u 3agBIeHHe
Eckenauposa E.A. ot 14 MapTa 2017 roga.

2. IEPEBECTH 3y0apeBy AHacTacHIO BHKTOpPOBHY cTapImero Oyxrairepa,
Ha JO/DKHOCTB IJIaBHOTO Oyxranrepa ¢ 16 MapTa 2017 roga.

OcHOBaHHSA: JONOJIHEHHe K TPYIOBOMY Jorospopy or 14 ampens 2016 roza
Ne 28 u 3agBrnenne 3ydapesoii A B. ot 13 Mapra 2017 roga.

3. PACTOPTHYTD tpyaosoi gorosop or 17 gusapg 2015 roma Ne 15 ¢
KepumosbsiM Mapatom CepuxopuueM ¢ 15 mapra 2017 roga B COOTBEICTBHH C
nyHKTOM 1 ctatel 57 Tpymosoro kogekca Pecnyomuku Kasaxcras.

OcHosanue: 3agsi1eHHe Kepumosa M.C. ot 14 mapta 2017 roza.

4. OBBbABHTH BBII'OBOP Ilaseuiosoii CanraHaT AbaeBHe, MeHeIKepy
TIPOEKTHOI'0 OTJena.

OcHOBaHHA: JOKTaIHAA 3aIHCKA HadJalbHHKA IIpoeKTHOro oraena Camosa I1T.
ot 10 mapra 2017 roga u oObACHHTedbHad 3amHcka Ilassutopoit CA. oT 12 MapTa
2017 roga.

I'eHepanbHBIH JHPEKTOP TIOJITHCH pacmmHpoBKa NOAIIHCH
Busnri:

O3HAKOMIEHBI:



Mctounnk: MHpopmaunoHHasa cuctema "TTAPATPA®"

HokymeHT: Npukas MuHucTpa KynbTypbl 1 cnopTta Pecnybnukn KasaxctaH ot 25 aBrycta 2023 roga Ne
236 «O6 yTBepxaeHun NpaBnn JOKYMEHTUPOBAHUS, yNpaBneHnus JOKyMeHTaunen n ncnonb30BaHus
CUCTEM 3NEKTPOHHOIO JOKYMEHTO0b0pOoTa B rocy4apCTBEHHbIX U HErOCY4apCTBEHHbLIX OpraHn3aLmax»

Cratyc nokymeHTa: gencraytowmin. dara: 09.09.2023 r.
dopmar A4 (210X297)

[Tpunoxenue 8

K [IpaBuiiaM TOKyMEHTUPOBAHUS, YIIPABICHUS
JOKYMEHTaIMel U UCII0JIb30BAHUS CUCTEM
AJIEKTPOHHOTO JIOKYMEHT0000pOTa B
roCy/IapCTBEHHBIX M HETOCYAaPCTBEHHBIX
OpraHu3anusax

dopma

IIporoxkon



Mctounnk: MHpopmaunoHHasa cuctema "TTAPATPA®"

HokymeHT: Npukas MuHucTpa KynbTypbl 1 cnopTta Pecnybnukn KasaxctaH ot 25 aBrycta 2023 roga Ne
236 «O6 yTBepxaeHun NpaBnn JOKYMEHTUPOBAHUS, yNpaBneHnus JOKyMeHTaunen n ncnonb30BaHus
CUCTEM 3NEKTPOHHOIO JOKYMEHTO0b0pOoTa B rocy4apCTBEHHbIX U HErOCY4apCTBEHHbLIX OpraHn3aLmax»

Cratyc nokymeHTa: gencraytowmin. dara: 09.09.2023 r.

O¢unuaTbHOe HANMEHOBAHAE | . OdunuanbHOE HAHMEHOBAHHE
OpraHH3aNHH | OpraHH3aNHH
(Ha TOCYJapCTBEHHOM fA3bIKe) | - (ma pyccKOM HIH HHOM S3BIKe)
. XATTAMA | TPOTOKOI
| Ne
(nata) i
- Mecro w3gammas ' Mecro m3gamms
 (HATOCYZApCTBEHHOM S3bIKE) |  (Ha pYCCKOM HIIM HHOM SI3BIKE)
r T F E
I | 3acejaHHA KOMHCCHH IO... 2
IIpeacenarens — ©.11.0.
Cexpetaps — ©.H.O. >.
ITpucyTcTBOBATH: (KOTHYECTBO) YelloBeK (CIHCOK IpHIaraeTcs)
BeogHas
9acTh
IIOBECTKA JHA n,

1. O pa3spaboTKe ¥ NPHHIMIAX ...

JoK1a7 3aBeyIOMIEro . ..
26 o

1. CIIYVIITAJIHA:
@ 1.O. — TeKCT J0KIaaa MpHIaraeTcs.
BBICTYIIHIH:
@®.11.0. — KpaTKad 3allHCh BBICTYIUIEHHS.
PHNO.— >
OcHoBHad

IIOCTAHOBHJIH: 9acTh
1. O00pHTS ..
2

2. CIIVIIAJIMA:
BBICTYIIMIH:
IIOCTAHOBH.IHN:

ITpeacexareasn TIOJITHCh pacImH(ppOBKa IOIITHCH
CekpeTapb TIOJITHCh pacIH(ppOBKa IOIITHCH



Mctounnk: MHpopmaunoHHasa cuctema "TTAPATPA®"

HokymeHT: Npukas MuHucTpa KynbTypbl 1 cnopTta Pecnybnukn KasaxctaH ot 25 aBrycta 2023 roga Ne
236 «O6 yTBepxaeHun NpaBnn JOKYMEHTUPOBAHUS, yNpaBneHnus JOKyMeHTaunen n ncnonb30BaHus
CUCTEM 3NEKTPOHHOIO JOKYMEHTO0b0pOoTa B rocy4apCTBEHHbIX U HErOCY4apCTBEHHbLIX OpraHn3aLmax»

Cratyc nokymeHTa: gencraytowmin. dara: 09.09.2023 r.
dopmar A4 (210X297)

[Tpunoxenue 9

K [IpaBuiiaM TOKyMEHTUPOBAHUS, YIIPABICHUS
JOKYMEHTaIMel U UCII0JIb30BAHUS CUCTEM
AJIEKTPOHHOTO JIOKYMEHT0000pOTa B
roCy/IapCTBEHHBIX M HETOCYAaPCTBEHHBIX
OpraHu3anusax

dopma

AKT



Mctounnk: MHpopmaunoHHasa cuctema "TTAPATPA®"

HokymeHT: Npukas MuHucTpa KynbTypbl 1 cnopTta Pecnybnukn KasaxctaH ot 25 aBrycta 2023 roga Ne
236 «O6 yTBepxaeHun NpaBnn JOKYMEHTUPOBAHUS, yNpaBneHnus JOKyMeHTaunen n ncnonb30BaHus
CUCTEM 3NEKTPOHHOIO JOKYMEHTO0b0pOoTa B rocy4apCTBEHHbIX U HErOCY4apCTBEHHbLIX OpraHn3aLmax»

Cratyc nokymeHTa: gencraytowmin. dara: 09.09.2023 r.

'''''''''''''''''''''''''''''' TocymapcTBeHHbIi I epo Pecryomuku Kasaxetan =~ |
HITH 5MOIeMa, JTIOTOTHII, TOBAPHBIH 3HAK (3HAaK 00CTY’KHBAaHHA) OPraHH3allHH

~ OpHuHaTbHOE HANMeHOBaHHE = . OpHOHATbHOE HAHMEHOBaHHE
OpraHH3anHH OpraHH3aANHH
(Ha rocyapcTBeHHOM f3bIKe) | - (Ha pyCCKOM HIIH HHOM S3BIKe)
i AT
| Ne

| (aata) i

' MecTo M37aERs 0 Mecto m3gaEms 00
LK@IQ@X@@RQ@?@QM A3pIKE) . (Ha pyCCKOM HJTM HHOM fI3bIKe)

~ L .
_ | OO0 \TOrax NpoBepKH ...

-
|
OcHoBaHHe: PHKA3 PyKOBOJUTEIS OpraHu3alMH oT (gara) Ne
«O TpoBeleHHH TPOBepKH ...» (WIH HMHOH JOKYMEHT: IUIaH padoThI, MOpydYeHHe

BBIIIECTOSINEro OpraHa u T.1.).
CocTaBlleH KOMHCCHeH B cOCTaBe:
IIpeacenarens KOMHCCHH

JOKHOCTD, HHHITHATEL, haMHIus
Y1eHBI KOMHCCHH: 1.

AOJDKHOCTD, HHHITHAIIBI, (I)al\«l'HJIHJI
2

AOIKHOCTD, HHHITHATIBL, HaMHIHA
ITpHCYTCTBOBATH:

AO0IKHOCTD, HHHITHAIIBI, Q)a.\xmmx

TEKCT

CocTaBiieH B 2-X 3K3eMILIIpax:
1-# 3K3eMIUIp: B geqae 5-7
2-H 3K3eMIUIIp: HallpaBJIeH NpoBepseMOH OpraHH3aliH

IIpencexaTeab KOMHCCHH OOAMHCh  pacimu(poBKa MOJMHCH
YneHbl KOMHCCHH HNOANMHCh  pacImH(pOBKA MOJIHCH
dopmar Ad (210X297)

ITpunoxxenue 10
Kk IIpaBuiaM JOKyMEHTHPOBAHUS, YIIPABICHUS
JOKYMEHTAIUEH 1 MCTIOIb30BaHUS CUCTEM



Mctounnk: MHpopmaunoHHasa cuctema "TTAPATPA®"

HokymeHT: Npukas MuHucTpa KynbTypbl 1 cnopTta Pecnybnukn KasaxctaH ot 25 aBrycta 2023 roga Ne
236 «O6 yTBepxaeHun NpaBnn JOKYMEHTUPOBAHUS, yNpaBneHnus JOKyMeHTaunen n ncnonb30BaHus
CUCTEM 3NEKTPOHHOIO JOKYMEHTO0b0pOoTa B rocy4apCTBEHHbIX U HErOCY4apCTBEHHbLIX OpraHn3aLmax»

Cratyc nokymeHTa: gencraytowmin. dara: 09.09.2023 r.

3IIEKTPOHHOT0 JOKyMEHT0000pOTa B
TOCYAapCTBEHHBIX M HETOCYJapCTBEHHBIX

OpraHHU3aIUsIX
dopma
CnpaBka
““““““ «KA3AKCTAH PECITVEJIHKACHI / \  PECHOVBIMKAHCKOE
MOJEHHET /KOHE CIIOPT TOCYIAPCTBEHHOE
MHHHCTP.IITTHIH VUPE/KIEHHE
- APXEOTPA®H KOHE JEPEKTAHY | . «HAUHMOHAIbHBIH EHTP
| VITTBIK OPTAJIBIFBI» i s APXEOTPA®HH H
| | HCTOYHHKOBEIEHHAA
| PECIIVEJIHKATBIK MEMJIEKETTIK | . MHHHCTEPCTBA KYIBTVPHI H
5 MEKEMECI ; g CHOPTA PECOVEJIHKH
i s KA3AXCTAH»
AHBIKTAMA CIIPABKA

,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,

115.10.2017 ' Ne03-05/171 |
LTI OO SOOI ... .. (1. O, |

. MHHHCTEpPCTBO KYJIBTYPbI H ;
. conopta Pecnyd.1akn Kazaxcran '

T 1
- O cocrosiHHH padoThI N0

| HOATOTOBKe HHPOPMANHOHHOTO

. cipaBoyHHKa «Mcropusa KasaxcraHa

________________________________________________________________________________________________________________________________________________________
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O npeTeH3HH N0 J0TOBOPY

oT 15.03.2017 Ne 44/56

YBakaeMble rocmoga!

B mapTHH J1aKOKpacOYHBIX MaTepHATIOB, OITPYKeHHBIX Bamm 28 1exabpg

2016 roza 1o xeIe3HOJAOPOKHOH HAKIaqHOH Ne 324 B COOTBETCTBHH C JOTOBOPOM OT
12 suBapg 2016 roga Ne 44/56, obHapykeHO 3 JepOpMHPOBAaHHBIX BCIeACTBHE yaapa
WIH HHOTO MEXaHHYeCKOrO BO3JeHCTBHA fAIHKA, O 4YeM CBHIeTelIbCTBYeT aKT OT
15 mapra 2017 roma Ne 23. JlakoKpacodHble H3IeIHS, HaxXOoAdIIHecs B
NOBpEeKIeHHBIX AINHKAX, pealHsallHH He mnoane:xkar. Omlata HapTHH ToBapa
TIPOH3BeJeHa HaMH B ITOJTHOM 00BbeMe 110 cueTy Ne 33-675.

ITpocuMm Bac BO3MecTHTh IIOHeCeHHBIe HAMH YVOBITKH B pasMepe 175 ThIC.

570 teHre. CymMMy ciaeayeT IepedHCIIMTh Ha HAIll pacuyeTHBIH CUeT.

IIpunoikeHHe: akT Ha 2 J1. B 1 3K3., Ha PYCCKOM S3BIKe

C yBaKeHHEM,
KomMepueckHil THpEKTOp HNOANHCH  pacimH(pOBKa MOJMHCH

Hen. H. [Tetposa
Ten. 35-45-44



NcTouHuk: MHopmaumoHHas cuctema "MAPAIMPAD"

HokymeHT: NMpukas MuHucTpa KynbTypbl 1 cnopTa Pecnybnnkn KasaxcrtaH ot 25 asrycta 2023 roga Ne
236 «O6 yTBepxaeHun MNpaBnn 4OKYMEHTUPOBAHUS, YNpaBrieHns JOKyMEHTaUNEN U MCNONb30BaHMUS
CUCTEM 3MEKTPOHHOIo JOKYyMEHTO060pOTa B rocyAapCTBEHHbIX U HEFOCY4APCTBEHHbLIX OpraHn3aLmsix»

CraTtyc pokymeHnTa: gencteyrowmid. darta: 09.09.2023 r.
dopmar A4 (210X297)

[Tpunoxenue 13

K [IpaBuiiaM TOKyMEHTHPOBAHUS, YIIPABICHUS
JOKYMEHTaIMel U UCII0JIb30BAHUS CUCTEM
AJIEKTPOHHOTO JIOKYMEHT0000pOTa B
roCy/IapCTBEHHBIX M HETOCYAaPCTBEHHBIX
OpraHu3aIusIX

IIpuMepHBIii NepevYeHb JOKYMEHTOB, He MOAJIe:KAUX perucrpanun ciayxoou J0Y

[TuceMa, HanpaBsIEHHBIC B KOMHUAX JJIs1 CBEICHUS.

Pexnamubie U3BENICHUS, TPOCIEKTHI, IUIAKATHI, TPOTPAMMbI COBEIIAHUN.

[lepBuuHbIE TOKYMEHTBI OyXraiaTepckoro yd4era (pPEerUCTpUPYIOTCS B OyXraiTepuu
OpraHU3aI}H).

VY4eOHble MIIaHbl, MPOrPaMMBbI (PETUCTPUPYIOTCS B COOTBETCTBYIOIIEM CTPYKTYPHOM
MO/APa3/IeICHUN OPTaHU3aAIIIH ).

Mecsiunble, KBapTadbHble W UWHBIE OTYETHl (PETHUCTPUPYIOTCA B COOTBETCTBYIOIIEM
CTPYKTYPHOM TOJIpa3/ICJICHUN OPTaHU3ALINH ).

@DOopMBI CTATUCTUYECKOM OTUETHOCTHU (PErHCTPUPYIOTCS B COOTBETCTBYIOLIEM CTPYKTYPHOM
MO/Ipa3/ieNIeHUH OPTaHU3aAIIHH ).

CooO0IIeHHS O COBEIIAHUAX, 3aCeIaHUsX.

[To3npaBuTenpHBIE MUCHMA, MO3APABUTEIIbHBIC TEIETPAMMBI, IPUTIACUTEIIbHBIC OUJICTHI.

[TeyaTHble U3gaHus (KHUTH, )KYPHAIbI, TA3€ThI, OIOIIETEHH ).

TenerpaMMbl U TMChbMA O pa3pENIEHUHA KOMaHIUPOBOK.

TenedoHorpaMMbl O TMPOBEACHUM 3acelaHUil, COBEUIAHHWH, CEMHUHApOB M HHBIX
MEPOIIPUATHH.

JIOKYMEHTBI C IOMETKOW Ha KOHBEpPTE «JIMuHO».

Hayunbie oTueTrhl mo TeMaM (PETHCTPUPYIOTCS B COOTBETCTBYIOIIEM CTPYKTYPHOM
MoJIpa3ieieHuu OPTaHU3alINN ).

[IpeiickypaHTHI.

Hopmbl pacxoma maTepuasioB, 3asiBKM HAa  KaHUEISPCKUME NPUHAMIECKHOCTH U
OPTaHW3AIIMOHHYID  TEXHUKY  (PETHCTPUPYIOTCS B COOTBETCTBYIONIEM  CTPYKTYpHOM
MOJIpa3ieIieHuu OPTaHU3aIINN ).

CBOJKH.

VYueTrHble JaHHBIE 110 KaJpaM.
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Kaprouka perucrpanuu BXOASIIHX TIOKYMEHTOB

2
=] Koppecnonaent Brg goxymenTa
o
1 JaTta mocTyIUIeHHA H HHAESKC AOKYMEHTa Jarta # HEOeKC JOKyMeHTa
iz
b [ 103
=
) 3aronoBOK JOKYMEHTa HITH KEPAaTEOE COAepRanHe
Pesomonma mas KoMy HalpasneH AOKYMEHT Cpoxk HenomHeHHA
.
= L
= OreTra 00 HCIOMHEHHMH JOKYMEHTa
Pacmrcka B MONyUeHHH ¢ YEasaHHEM JaTEl H HallpaBJeHHH B Jel0

210

CBe.:[ermx 0 X04e HCIOOIHEHHNA JOKYMEHTA, IEPEHOCA CPOKOE HCIIOTHEH,
MOCTYIIEHHH IPOMERYTOUHEIX OTEETOE (sanpocos) HT.A.

KOH’IPOIEHBIG OTMETKH

10
—_

Jemo Ne
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K H[)aBI/IJ'IaM AOKYMCHTHUPOBAHUSA, YIIPABJICHUA
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AIIEKTPOHHOT0 JOKyMEHT0000pOTa B

roCy/1apCTBEHHBIX M HETOCYAapCTBEHHBIX
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ZKypHaj peructpanuy BXOASIIIAX JOKYMEHTOB
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Ne [ Mara Koppecnonnenr, | Bug Pezomonust | Pacnmcka B | Otmerka 06 | [Tpume
IL.I | IOCTYIUIEHUS | AaTa U UHAEKC JIOKYMEHTa, | WU KOMY IIOJIyYE€HUU | UCIIOJIHEHUU
BXOJISILETO 3aroJI0BOK | HAIIPABJIEH | JOKYMEHTA, | JOKyYMEHTa
JIOKyMEHTa WIH JOKYMEHT JaTta
KpaTkoe Ha
COJZIEp’KaHUE | UCIIOJIHEHUE
BXOJISILETO
JOKYMEHTa
1 3 4 5 6 7 8
®dopmar A3 (420X197)
ZKypHaJj perucTtpanuy MCXOAsIIUX H BHYTPEHHHUX IOKYMEHTOB
NoNe | Jlata m uHa€EKC Koppecnonnent | 3aronoBok OtMmetka 00 [Ipumeuanue
ILI. | HCXOJSILIETO WIM KpaTKoe | UCIIOJIHEHUU
(BHYTpEHHETO0) CoepXKaHUEe | JOKYMEHTa U
JOKYMEHTa JIOKyMEHTa HaIPaBJICHUU B
JeJ10
1 |2 3 4 o) 6
®opmat A3 (210X297)
[Tpunoxxenne 16
K [IpaBriiaM TOKyMEHTUPOBAaHUS, YIIPABICHUS
JOKyMEHTALMEN U UCIIOJIb30BAaHUs CUCTEM
AIIEKTPOHHOTO JJOKYMEHTO000pOTa B
rOCYJapCTBEHHBIX U HErOCYAapCTBEHHBIX
OpraHM3aIMsIX
CBEJEHUA
00 MCIOJHEHUH JOKYMEHTOB, MOAJIe/KAINX KOHTPOJIIO 110 COCTOSTHUIO
HA (umcyo, Mecsill, roj)
Ne | HaumenoBanust | JIokyMeHTHI Ha W3 HUX TOKYMEHTBI
/T | CTPYKTYPHBIX KOHTpPOJIE
NO/IPa3JICICHUM | BCero | MOCTYMMIO B | HCHOJNHEHHbBIC | HAXOAsIINECS | ¢ opocpoye)
MpEABITYIIEM Ha MIPOJIJIEHHBIM
MecsLe UCIIOJIHEHUHU | CPOKOM
HCTIOJTHEHUS
1 2 3 4 S 6 7 8
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HaumeHoBaHuUe 101KHOCTH PYKOBOAUTEJISA
Pacummgposka cayxosr 10Y MOANMUCH

(IMYHaA MOANKCDH)
®opmar A4 (210X297)

[Ipumeyanue.
CBenieHuss MOTYT OBbITh JONOJHEHbI rpadaMH 10 BUJAM JOKYMEHTOB (IIpHKa3bl, peIICHUs
KOJIJIETUH U UHBIE), X PETHCTPALMOHHBIMUA HOMEpaMH, (DaMUIIASIMU HCTIOTHUTEIICH.
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K [IpaBuiiamM TOKyMEHTHPOBAHUS, YIIPABICHUS
JOKYMEHTAIMel U UCIIOJIb30BAHUS CUCTEM
AIIEKTPOHHOTO JIOKYMEHT0000pOTa B
rOCy/IapCTBEHHBIX M HETOCYAaPCTBEHHBIX

OpraHHu3aIusIX
CBEJEHUA
00 ucnoJiHeHuM odpamieHuil PU3NMIeCKUX U HPUANYECKHUX JIUL 10 COCTOSTHUIO
Ha (umcyi0, Mecsill, roj)
Ne | HaumenoBanus Haxonurcest Ha HCTIOJTHEHUN | W3 Hux
/1 | CTPYKTYPHBIX BCETO | IMOCTYIHJIO 3a UCIIOJIHAOTCS | TPOCPOUYEHBI
MIOAPA3ACIICHAN TIPEABLTY A B CPOK BCETO | CpOK
MecCsI] IPOJIEH
1 2 3 4 5 6 7
Bcero:
HaumeHoBaHHe 10JI2KHOCTH PYKOBOJIUTEIS
Pacun¢pposka cayxosr JOY NOANMCH

(IMYHAS MOANKCH)

®opmar A4 (210X297)
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K [IpaBuiiaMm TOKyMEHTHPOBAHUS, YIIPABICHUS
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AJIEKTPOHHOTO JIOKYMEHT0000pOTa B
roCy/IapCTBEHHBIX M HETOCYAaPCTBEHHBIX

OpraHu3aLUAX
dopma
KypHan ydyera u BbIIa4U NEYATHO-0JIAHOYHOM MPOXYKIMHA
[Toctynnenne | Brigaga
Jlara Jlata u HOMeED HaunmenoBanue | KonuyectBo | Cepusi u | Jlata Jarau
MOCTYIJIEHUS | COMPOBOAUTEIBHOIO | MPEANPUATHS - | SK3EMIUIAPOB | HOMEpPA | BbLOAYU HOMEP
JIOKyMEHTa M3TOTOBUTENS 0JIaHKOB JIOKYMEHT
Ha BbIJIavy
®opmat A4 (210X297)

yuyeTa M BbIIa4M NevaTeid, ITaMnoB ¢ ndodpaxenuem I'ocynapcreennoro I'epoa

Kypnan

ITpunoxxenne 19
K [IpaBunaM JOKyMEHTHPOBAHMUSI, YIIPABICHUS
JOKYMEHTAIIUEH 1 MCTIOIb30BaHMS CUCTEM
3JIEKTPOHHOI0 IOKYMEHTO000pOTa B
rOCYJapCTBEHHBIX U HETOCYJapCTBEHHBIX
OpraHu3aIusaX

®dopma

Pecny0iuku Kazaxcran u cienuaibHOM HITEMIIEIbHOH KPACKH

II.II.

HaumenoBanus u
OTTHCKHU TIeUaTel u
IITAMIIOB C
M300paKeHUEM
I'ocynapcrBeHHOrO
I'epOa
PecrryOnuku

KoMy BblIaHO

HanmenoBanue
CTPYKTYPHOT'O
MoJIpa3/IeJICHHUs,
OCYILECTBIISFOLIETO
XpaHEHHE neqyaTen,
HITAMIIOB C

dammms u
WHHUIAATBI
JIOJDKHOCTHOTO
JmMIa-
MOJTy4aTesist

Haraun
pacmucka B
MOJyYEHU N

[ara
BO3BpAaTa
u
pacrucka
B IIpUeMe

[Ipumeuanue,
OTMETKH 00

YHUYTOKCHUL

rneJyaTen,
[ITAMIIOB U
CIEeIHaIbHOM

ITEMIEIHHO]
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Kazaxcran N300paKeHUEM KpacKu
['ocynapcTBeHHOTO
['epba PecriyOmuku
Kazaxcran u
ClieLIMaIbHOM
HITEMITEJIbHOMN
KpacKu
1 2 3 4 S 6 7
®dopmar A4 (210X297)
[Tpunoxxenue 20
K [IpaBuiiaMm TOKyMEHTUPOBAaHUS, YIIPABICHUS
JIOKyMEHTAIIMEN U UCIIOJIb30BAHUS CUCTEM
AIIEKTPOHHOTO JJOKYMEHTO000pOTa B
rOCYJapCTBEHHBIX U HETOCYAapCTBEHHBIX
OpraHu3aIUAX
®opma
7KypHau ydera U BbI1a4H ePbeBbIX ABTOPYYeEK, 3alIPaBJ€HHbIX CleNHATbHBIMH
YepHUJIAMU
No | HaumenoBanue ®amunus u HomxHocth 1 | JlaTa [ara [Ipumeuanue
LI | CTPYKTYpHOTO WHUIAAITBI (damunus nuna, | BRIJAYM U | BO3BpaTa | oTMeTka o0
MoApa3aesieHus, JOJKHOCTHOTO MOJYYUBILIErO0 | pacluCKa B | U YHUYTOKEHN
OCYILECTBJISIOUIETO | JIULA, MEPHEBYIO MOJIyYEHUH | paciucKa | mepreBoit
XpaHEHHE OCYLIECTBJISIIOIIETO | aBTOPYUKY, B [IpUEME | aBTOPYUKH,
MEePHEBBIX XpaHEHUE 3ampaBJICHHYIO 3ampaBIICHHC
aBTOpPYYEK, MEePHEBBIX ClielMaabHbIMU CrielaTbHbI
3ampaBJICHHBIX aBTOPYUEK, YEpPHUIAMH YepHUJIAMU
CrielMaTbHBIMU 3amnpaBJICHHBIX
YEpHUIAMU CITeIMaTbHBIMA
YEpHWIAMHU
1 2 3 4 5 6 7
®dopmar A4 (210X297)

ITpunoxenne 21
k [IpaBuiaM TOKYMEHTHPOBAHUS, YIIPABICHUS
JOKYMEHTaIMEN U UCII0JIb30BAHUS CUCTEM
3JIEKTPOHHOT0 IOKyMEHTO000pOTa B
roCy/IapCTBEHHBIX M HETOCYAAPCTBEHHBIX
OpraHHu3aIUsIX

®dopma
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(nara) Mecrto u3nanus (Ha
rocyJ1apCcTBEHHOM SI3bIKE)

IIpuema-nepegayu neyaTHo-
01aHOYHOI

NPOAYKIHH, NeYaTei,
HITAMIIOB,

MO/IeKAIUX

3alUTe, CPeCTB 3aLUTHI
JOKYMEHTOB H
PerucTPAHOHHBIX YYETHBIX
(¢popm K HUM

OcHoBaHue: MpUKa3 PyKOBOAUTENS Opranu3aiuu ot (nata) Ne

Ha3BaHUE OpraHU3ALUU
AKT

Ne MecTto u3nanust (Ha pyccKkoM
WJIM MHOM SI3bIKE)

YrBepxkaarw HanmeHnoBaHnue J0JKHOCTH
PYKOBOAUTEJISI OPraHU3ANNH
Pacummdgposka (qmuHas moanuch) noanucu Jlara

«O 1mpoBeNeHUH MPOBEPKH...» (WIM HWHOM JOKYMEHT: IUIaH pPaloThl, MOpy4YEeHHE

BBIICCTOALICTO OpraHa U T.I[.).

CocraBiieH KOMHCCHEN B COCTaBE:

Hpez[cez[aTenb KOMUCCHH

JAOJIKHOCTb, MHUITUAJIBI, (baMI/IJII/IH

YrieHbI KOMUCCHUU:

1.

JIOJDKHOCTh, MHUITUAIBI, (haMUITUs

2.

JIOJDKHOCTh, MHUITUAIBI, (haMUITUs

1. Hencnonb30BaHHYIO NI€YaTHO-0IaHOYHYIO MTPOTYKIHUIO, TOIJIEKAIIYIO 3aIUTe, (OTAEIBHO
10 BUJaM) Cepuu c Ne o Ne B KOJINYECTBE SK3EMILISIPOB.

IIPOIUCHIO)

(tudppamu  u

2. AKTH O BBIZICJICHUN K YHHYTOXXCHHIO HCIIOPYCHHBIX 3K3CMILIAPOB nevyaTHo-0JIaHOYHOM

MPOYKIIMH, TTOAJIEKAIIEH 3a1uTe

(maTel, HOMepa, KOJIMYECTBO IK3EMILISIPOB aKTOB IO BHUJIaM OJIAHKOB)
ITedatu ¢ uzobpaxkenuem I'ocynapcrsennoro ['ep6a Pecy6onuku Kazaxcran B

KOJINYECTBE

HITYK.

(dpamMu ¥ TPOMHCHIO)
4. Ilramner ¢ wuzoOpaxkenwem [ocymapctBenHoro I'epba Pecnybmukm Kaszaxcran B

KOJIMYCCTBEC

HITYK.
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(uudppamu  u
MIPOITHCHIO)
5. CpeactBa 3a1lUThl JOKYMEHTOB!
HAaUMEHOBAHMSI CPEJICTB 3aIUTHI) B KOJIUYECTBE HITYK.
(unpamMu U IPOIUCHIO)
6. Perucrparnmonnsie y4eTHbIC (DOPMBI:

(BUABI pErUCTPAIIMOHHBIX YUETHBIX (OpM, X HOMEpa

10 HOMEHKJIATyp€E A€, HOMEpAa TOMOB, JaThI nepBoﬁ n HOCJ'ICI[HCf/i 3aIlluCH, KOJIUYCCTBO

JICTOB)

CocTosiHUE y4eTHOH paloThl C MEYaTHO-OJAHOYHOW MPOAYKIMEH, MedyaTsaMu, IITaMIIaMH,
MOJTeKAITUMH 3alIuTe, " cpeacTBaMu 3aITUTHI JOKYMEHTOB

(oO1mas XxapakTepuCTHKa COCTOSIHUS YYETHOM paboThI)
Ilepenan (a) Pacmm¢poBka noanucu
(JTMYHAS TTOATIHCH)
[punsin (a) Pacmm¢poBka noanucu
(JTMYHAs TTOATIHCH)
CocraBnen B sk3eMIuiipe (ax):

1-#i sx3emIusap: B aene Ne
2 sx3emruisp: (aapecar)
[Ipencenarens KOMUCCHH MOAMUCH pacIu(POBKA MOIHCH
UsieHpl KOMUCCHUHM TTOJITUCH paciu(poBKa MOIMUCH
®opmat A4 (210X297)

[Tpunoxxenune 22

K [IpaBuiaM TOKYMEHTHPOBAHHUS, YIIPABICHUS
JIOKYMEHTaIMel U UCII0JIb30BAHUS CUCTEM
3JIEKTPOHHOI0 JIOKYMEHTO000pOTa B
roCy/1apCTBEHHBIX M HETOCYAaPCTBEHHBIX
OpraHM3aIMsIX

dopma

Ha3BaHUC OpTraHU3allnn

AKT

(nara)
Mecro n3nanus (Ha
rocy1apcTBeHHOM MJIH
HHOM SI3bIKE)
YrBepxkaarw HanmvenoBaHnue J0KHOCTH PYKOBOTUTEJIS
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OpraHM3aunu
PacummdgpoBka (IMyHasi MOANMKUCH) MOANUCH
Jara

O BBIJEJIEHUH K

YHHYTOKEHHIO

HCIOPYEHHBIX

IK3EMILISIPOB

ne4YaTHO-0JIAHOYHOM

NPOAYKIIUH,

MoJIesKaniel 3amure
OcHoBaHue: NMpUKa3 PyKOBOJUTENS OpraHu3aiuu ot (nara) Ne
«O mpoBeneHHWH TMPOBEPKU..» (WIM MHOHW JOKYMEHT: IUIaH paboThl, MOpy4YeHUE
BBIIIECTOAILECTO OpPTraHa u T.1.).
CocraBieH KOMUCCHEH B COCTaBE:
[Ipencenarenbp koMuccuu

JOJIXKHOCTb, MHUIIUAJIbI, (1)aMI/IJII/I$I
YieHbl KOMHUCCHM:
1.

JOJDKHOCTb, MHHUIIHUAJbI, (baMI/IJ'II/ISI

2.

JOJDKHOCThb, MHHUIIHUAJbI, (baMI/IJ'II/ISI

OToOpaHbl K YHHUYTOXKEHUIO HCIOPYEHHBIE HK3EMIUISPHl CIEAYIONUX BHUIOB IEYaTHO-
0JIAHOYHOM MPOAYKIIMH, TOJIJISKAIIEH 3aIIUTe:

Ne | HaumenoBanue Buga | Cepust u Homepa KonnuecTtso [Ipumeuanue
IL.I. | IEeYaTHO-O0JJAHOYHOM | SK3EMIUISIPOB HCIIOPYEHHBIX
MIPOLYKIHH, NeYyaTHO-0JaHOYHOM HK3EMILIIPOB I1€YaTHO-
MOUIEKALIEH 3alUTE | MPOIYyKIIHH, OJJaHOYHOM MPOIYKINH,
MOJIJIEKALIEH 3aIIUTe | MOAJIeKAILEH 3alIUTe
1 2 3 4 5
Hroro UCTIOPUYEHHBIX IK3EMIUIIPOB EUaTHO-OJaHOUYHOI

(mrdpamMu ¥ IPOMHUCHIO)

MPOAYKLUH, OJIeKAIIEH 3aluTe.

CocraBneH B sK3eMIuBIpe (ax):

1-i1 sx3emmsip: B gese Ne

2 sx3emIutsIp: (agpecar)

IIpeacenareib KOMHCCHH Pacuiugposka noanucu

(JTMYHAast TOAMKCH)
YjieHbl KOMHCCUU Pacmmngposka noanucei
(JIMYHbBIE TOIUCH)

OTMeTKH B >KypHajbl y4deTa M BBbIJAaud I€YaTHO-OJIAHOYHOW MPOJYKIMH, IOAJIeKaIIeH

3alIuTe, BHECCHBI, WCTIOpYCHHBIE AK3EMIUISIPBI B KOJIMYECTBE

(mdpaMu ¥ TPOTHCHIO)
YHHUYTOXKEHBI ITyTeM
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(BU yHUUTOKEHUS)

HaumeHoBaHMe HOIKHOCTH Pacmm¢poBka nognucu
(JInyHast MOAMKCH)

Hara
®opmar A4 (210X297)
[Tpunoxenue 23
K [IpaBuiiaMm TOKyMEHTHPOBAHUS, YIIPABICHUS
JIOKYMEHTAIlUEeN 1 UCIIOJIb30BAHUS CUCTEM
AJIEKTPOHHOTO JJOKYMEHTO000pOTa B
roCyJJapCTBEHHBIX U HErOCYAapCTBEHHBIX
OpraHu3aIMsIX
dopma
Ha3BaHUE OpraHU3ALMNH
AKT
Ne
(nara)
Mecto u3nanus (Ha
rocy1apCcTBEeHHOM

WJIM HHOM fI3bIKE)
Yreepxaarw HanmeHoBaHHMe J0KHOCTH
PYKOBOAUTEJISI OPraHU3AIUMN
PacimiugpoBka (In4uHass NOANKMCH) NOANUCH
Jlara
O BbBIJEJIEHUH K
YHHYTOKEHHIO
nevyareii M ITAMIIOB,
NMOJJIEKALINX 3alIUTe
OcHoBaHue: IPUKa3 PYKOBOAUTENS OpraHu3aiuu oT (nata) Ne
«O mpoBeneHWH TPOBEPKHU...» (WM WMHOM JOKYMEHT: TIUIaH palbOThl, TMOpy4YEHHUE
BBIIIIECTOSIIErO OPraHa u T.1I.).
CocraBiieH KOMHCCHEH B COCTaBE:
[Ipeacenarens komMuccuu

JOJDKHOCTH, MHUITUAIBI, (haMUITHS
YiieHBI KOMUCCHUH:
1.

JOJKHOCTD, (paMUIIHsL, THULIAAIIBI
2.

JAOJIXKHOCTb, MHUIIUAJIbI, (I)aMI/I.HI/Iﬂ

OTOGpaHBI K YHUYTOXCHUIO CIICAYIOIIHC IICHYATHU U IITAaMIIbI, IMMOJICI)KAIIUC 3alNUTC:
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Ne 1.1 HaumenoBanue KosmmyecTso IIpumeyanue
1 2 3 4
CocraBnen B sk3eMIuisipe (ax):
1-# sx3emiuap: B aene Ne 2 sx3eMIuisip: (agpecar)
IIpencenarens komuccuu Pacuudposka noanucu
(JTMYHAS TTOATIHCH)
YjieHbl KOMHCCUU Pacmingposka noanucei

(JTMYHBIE TOJTUCH)
OTMETKH B )KypHAJl BHECCHBI, IIEYATH M IITAMITBI, TIOJICKAIINE 3alTUTE, B KOJTUYESCTBE
HITYK YHUYTOXKEHBI ITyTEM

(g paMu 1 TPOTHCHIO) (BUJ YHUUTOXKCHHS)
HanmeHnoBaHue J0JKHOCTH PacmmmdpoBka nognucu
(JInyHas MOAMKCH)
Hara
®opmar A4 (210X297)
[Tpunoxenue 24
K [IpaBuiiamM TOKyMEHTHPOBAHUS, YIIPABICHUS
JIOKyMEHTAlMEeN U UCIIOJIb30BAHUS CUCTEM
AJIEKTPOHHOTO JJOKYMEHTO000pOTa B
roCyJJapCTBEHHBIX U HErOCYAapCTBEHHBIX
OpraHU3aIMsIX
dopma
Ha3BaHUE OpraHU3AINHI
AKT
Ne
(nara)
MecTto u3nanus (Ha
rocy1apCcTBEeHHOM

WJIM MHOM fI3bIKE)
Yreepxaarw HanmeHoBaHMe J0KHOCTH
PYKOBOJIUTEJISI OPraHU3ANNHU
Pacimdposka (n4Has moanuch) NOANKCH
Jara

O BbIIEJIEHUH K
YHHYTOKEHUIO
CPe/ICTB 3aIUThI
JTOKYMEHTOB
OcHoBaHue: MPUKa3 PYKOBOAUTENSI OpraHu3aiuu oT (nata) Ne
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«O TpoBeNEHUW TMPOBEPKH..» (WM WHOW JOKYMEHT: IUIaH pPalOTHI, MOPYYCHHE
BBIIIIECTOAIIETO OPTaHa U T.1.).
CocraBiicH KOMHCCHEH B COCTaBeE:
[Ipeacenarens KOMUCCHH
JOJKHOCTh, HHULIAAIBI, (PaMIIIUS,
YreHbl KOMUCCHUU:
1.

JIOJDKHOCTB, MHUIIUAIIBL, (haMUIIUS
2.

JOJDKHOCTb, MHHUIIUAJIBI, (1)aMI/IJ'II/IH
OTO6paHI>I K YHUYTOXCHUIO CIICAYIOIHEC BUAbLI CPCACTB 3alIUThI JOKYMCHTOB!

Ne .. HaumeHnoBanue KomandectBo [Tpumeuanue
1 2 3 4
CocraBieH B IK3eMILISIpE (ax):

1-# sx3emrusip: B gene Ne
2 sx3emIusp: (aapecar)
IIpeacenareib KOMHCCHH Pacuugposka noanucu
(JIMYHas TTOATTUCH)
YeHbl KOMUCCHH Pacuu¢poska noanucei
(JTMYHBIE TIOJIITHUCH)
OTmeTKu B )KypHaJipl yueta No  BHECEHbI, CPEJCTBA 3AILUTHI JOKYMEHTOB YHUUTOKEHBI
yTeM

(BUIBI YHUUTOXKEHHUS])
HaumeHoBaHue 10/KHOCTH Pacumgposka noanucu
(JInyHAs! TOAMKCH)

ara
®opmat A4 (210X297)

ITpunoxxenne 25

k [IpaBuiaM TOKYMEHTHPOBAHUS, YIIPABICHUS
JOKYMEHTaIMEN U UCIIO0JI30BAHUS CUCTEM
JIEKTPOHHOI0 I0OKyMEHTO000pOTa B
roCy/IapCTBEHHBIX M HETOCYAAPCTBEHHBIX
OpraHHu3aIUsIX

dopma

Ha3BaHWE TOCYAapCTBEHHOW OpTaHU3aIlun

AKT

(nara)
Mecto u3nanus (Ha
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rocy1apCcTBeHHOM
HJIM MHOM SI3bIKe)

O BpIJEJIEHUH K
YHUYTOKEHHIO
HEUCNO0Jb30BAHHOM
ne4YaTHO-0JIAHOYHOM
MPOAYKINH,
MmoJIesKanie 3amure

OcHoBaHue: NMpUKa3 PyKOBOJUTENS opraHu3aiuu ot (nara) Ne
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YTBepﬂmam HaumeHoBaHHe JOZKHOCTH

PYKOBOJIUTEJISI OPraHU3ALMU

Pacimmdposka (nyHas mnoanuchb) NOANMCH

Jlara

«O mnpoBeaeHMM NPOBEPKHU...» (WIM MHOM JOKYMEHT: IUIaH pPaboOThl, I[OpyYEHUE
BBIIIECTOAILECTO OpPraHa u T.1.).
CocraBieH KOMUCCHUEN B COCTaBE:
[Ipencenarens koMuccuu
JOJPKHOCTh, MHULIUAIIBL, (haMUITUS
YJieHBl KOMUCCUH:
1.
JOJKHOCTD, HHUITUAITBL, (haMHJITHS
2.
JOJIKHOCTh, MHULIMAJIBL, (haMUIIHS
OToOpaHbl K YHUYTOKEHUIO YTPAaTUBILUE B CBA3H
(JTuKBHIANMEH, peopraHu3anuei) (o¢punuanbsHOE HAMMEHOBAHUE
MPAKTUYECKOE 3HAUEHUE CIIETYIOIINE BUIBI
rOCyJJapCTBEHHOTO OpraHa (OpraHu3aiun)
HEHCI0JIb30BaHHOM MeYaTHO-0JaHOYHOM MPOYKINH:
Ne | HaumenoBanue Buga | Cepus u Homepa Konnuectso [Ipumeuanue
IL.I. | IeYaTHO-0JIaHOYHOM HK3EMILISIPOB M€YaTHO- HEHCIOJIb30BaHHBIX
IPOIYKIUHU 0JJAaHOYHOM MPOAYKLIUHU 9K3EMILIIPOB
1 2 3 4 S)
Htoro HEHUCIOJIb30BaHHBIX 3K3EMIUISIPOB NI€4aTHO-0JIaHOYHON

(urdpaMu 1 TPOMHUCHIO)
MPOAYKINH, MOJJIEKAIEH 3aIUTE.

IIpencenaresib KOMUCCHH

(JIMYHAast TOAMKCH)

YjeHbl KOMHCCHH

(JIMYHBIE TTOJTUCH)
OTMeTKH B >)KypHaJIbl y4eTa U BbIJIaul IeYaTHO-0JJaHOUYHOM MPOIYKIUU BHECEHHBI,

HCHUCIIOJIB30BAHHBIC DK3CMINIAPBI B KOJIMYCCTBE

YHHUYTOXKCHBI IYTEM

Pacuugposka noanucu

Pacuugposka noanucei

BECOM KI'

(undpamu 1 MPOINHUCHIO)

(BUI yHUUTOKEHUS)
HaumeHoBaHUeE N0/KHOCTH

Hara

(JInyHasl OAMKCH)

Pacummdposka noanucu
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dopmar A4 (210X297)

[Ipunoxenue 26

K [IpaBuiiaM TOKyMEHTHPOBAHUS, YIIPABICHUS
JOKYMEHTaIMel U UCII0JIb30BAHUS CUCTEM
AJIEKTPOHHOTO JIOKYMEHT0000pOTa B
roCy/IapCTBEHHBIX M HETOCYAaPCTBEHHBIX

OpraHu3aIusIX
dopma
O¢puunanbHOe HAMMEHOBAHUE OPraHU3aluN
HOMEHKJIATYPA AEJI
Ne
(gata) (unzexc)
r 1 Vieepxiaw
Ha rox HauMeHOBaHHE JOTLKHOCTH
DPYKOBOJHTEIA OpraHH3AIHH
(muuHag moanmce) PacimHadpoBka
TIOJITHCH
Hata
WNupekc | 3aronoBok KomnmuectBo nen | Cpok xpaHeHus aena (Toma, [Ipumeuyanue
nena nena (Toma, (TOMOB, yacTeil) | yacTH) U HOMEp MyHKTa 10
YacTH) TIEPEYHIO
2 3 4 S
HanmMeHnoBaHMe 10LKHOCTH PYKOBOAMTES Pacumdposka
cayxonl JOY (TMYHAs! TOATHCH)
TTOITUCH JaTa
CornacoBana CornacoBana
nporokosom L[OK nporokosom 1K
(3K)
OpraHu3aIuu TOCYJJapCTBEHHOTO apXHUBHOTO YUPEIKICHUS
(mara u HOMED (mata u HOMEp MPOTOKOJIA)
IIPOTOKOJIA)
NroroBas 3anuchk 0 Kareropusx U KOJIMYECTBE JIET,
3aBEJICHHBIX B roay
IIo cpokam xpaHeHus Bcero | B Tom uncne

MEePEeXOASIIUX ¢ otMeTKO# «OITK»

ITocTossHHOTO
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Bpemennoro (cBbie 10 sier)

Bpemennoro (0 10 et BKIFOYUTEIHHO)

Hroro:

HaumeHoBaHHe T05KHOCTH PYKOBOTUTES Pacmmdposka
cyx0b1 [IOY noanucu (JTuyHas MOANKCH) JaTa
HToroBsie cBeCHMS MEPEIAHBI B ApXUB OPTaHU3AIINH.
HaumeHoBaHUe T0/ZKHOCTH PA0OTHHKA, PacmugposBka
MepEeIaBIIeTO CBEACHUS ITOJIITHCH
(JTMyHas TOAMKCH) J1aTa

dopmar A4 (210X297)

[Tpunoxenue 27

K [IpaBuiiamM TOKyMEHTHPOBAHUS, YIIPABICHUS
JOKYMEHTAIMel U UCIIOJIb30BAHUS CUCTEM
AIIEKTPOHHOTO JIOKYMEHT0000pOTa B
rOCy/IapCTBEHHBIX M HETOCYAapCTBEHHBIX

OpraHu3aIUsIX
dopma
JIMCT-3ABEPUTEJIb JIEJIA
®ong Ne Omnmuck Ne Jemo Ne
B neno noammro u npoHyMepoBaHO JuCT (OB), B TOM YHCIIE:

nuTepHbie Ne IcTOB
nponyuieHHbIe Ne JTUCTOB
IIPOHYMEPOBAHHBIE YHCTHIE JIUCTHI
JIMCTOB BHYTPEHHEN OINKCH
Y4YTEeHO TOKYMEHTOB B BUJIE€ BJIOXKCHUH U MPUIIOKECHUM, HE MTOJIEKALUX HyMepaluu

PAa3HOBHUIHOCTHU JOKYMCHTOB U UX KOJII/I‘ICCTBO)

Ocob6ennoctu GpopmupoBaHusi, opopMieHus, GU3NIECKOTO COCTOSHUS U yUeTa No
JIOKYMEHTOB JieJia JUCTOB

2

. Bpotitopsl 1 HBIE IEYaTHBIE U3/1aHUS
. JIucroBku

. Beipesku u3 razer

. OTKpBITKH

. KonBeptsl

. Mapku no4ToBbIe

. Mapku repboBbie

. lllreMnieny Mo4ToBBIE U UHBIE

. CiennanpHble TOYTOBBIE OTMETKH

10. Cypryunsie, MacTUYHBIE MT€YaTH

11. ®OoTOOOKYMEHTBI

12. KapTsbl, n1aHbl, YEPTEKU U MHASI HAYYHO-TEXHUYECKAs! JOKYMEHTALINS

O 01O LN K W~
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13. PucyHku, rpaBlophbl, akBapeiu
14. ABTorpadsl BUIHBIX JesTenei
15. CkeeHHEIC JTUCTHI

16. YTpara yactu JIMCTOB

17. Yracaromuii TeKCT

HaunmenoBanue PacmugpoBka

JNOJIZKHOCTH NOAIUCH
Juua, (InYHas MOANKUCH) AaTa
3aloJIHUBILET 0

JIUCT-

3aBepUTeb

aena

IIpumeyanue.

1. Jlucr-3aBepuTenp COCTaBIIAETCS s ydeTa KOJIMYecTBa JMCTOB B Jeie M (puUKcauuu
0COOEHHOCTEHN X HyMepaluH.

2. JIucr-3aBepuUTEIIb COCTABIIAETCS HA OTIENBbHOM JUCTe (JIMCTAX) U MOJIIMBACTCS B KOHLE
Jena.

3. B nucre-3aBeputene ykasbiBaeTcs LU(paMy U IPONKUCHIO KOJIUYECTBO POHYMEPOBAHHBIX
JUCTOB JieJla U OTAENbHO, 4yepe3 3Hak "+" (IUIoc), KOJIMYECTBO JIMCTOB BHYTPEHHEW ONHCU
JIOKYMEHTOB JieJa.

4. B nucte-3aBepuTene OTMEYAIOT CIEAYIOUIME OCOOEHHOCTH Hymepanuu, ohOopMIICHHUS U
(U3UYECKOT0 COCTOSTHUSI JOKYMEHTOB Jieja:

1) cpeacrBa mouyToBOro oOpaieHusi (MapKd BCEX BHUIOB, KOHBEPTHI, OTKPBITKU, OJAHKH,
IITEMIIEITH, IITAMITBI, TUIOMOBI);

2) mevyaty U uX OTTHCKH;

3) aBrorpadbl BUIHBIX T'OCYJApCTBEHHBIX M OOIIECTBEHHBIX JesATeNeH, Aesreneid Haykw,
TEXHUKHU U KYJIbTYPBHI;

4) GOTOIOKYMEHTHI;

5) pUCyHKH, TpaBIOpHI U aKBAPEIIH;

6) KkpynHO(OpMaTHBIE TOKYMEHTHI;

7) CKJICEHHBIE JIUCTHI, TOBPEIKACHUS JOKYMEHTOB;

8) MUCTHI ¢ HaKJIeeHHBIMU (QoTOrpadusiMu, TOKYMEHTAMHU;

9) KOHBEPTHI C BIIOKEHUSAMHU U KOJIMYECTBO BJIOKEHHBIX B HUX JIMCTOB (MIPEAMETOB);

10) 1OKYyMEHTBI, UIMEIOIIHE CAaMOCTOATENbHYI0 HyMepaluio (B TOM 4Mcie U TUHorpadckue
MaTepHuabl), U KOJIMYECTBO UX JIUCTOB (CTPAHHUII).

5. Eciin Ha o1HOM JIMCTe J1ea UMEeeTCsl HECKOJIBKO 0COOEHHOCTEH 0(OpMIIEHUS JOKYMEHTA,
TO B rpade 2 nucra-3aBepUTeNs MPOCTABISETCS HOMEP 3TOTO JHUCTA MPOTHB KAXKIOW MO3ULIUU
rpagsr 1.

6. Ecniu B 1oKkyMeHTe Ha OJJHOM JIMCTE€ UMEETCSl HECKOJIbKO MapOK M MHBIX MaTepuaioB, TO B
rpage 2 B ckoOKax mocje HoMepa JIHCTa JIea YKa3bIBAETCsl UX KOJIMYECTBO.

7. Ecnu B nene uMeroTcsl IpeaMeThl, HyMepalus KOTOPhIX HEBO3MOKHA M3-3a2 0COOEHHOCTEH
MmarepHuaia, U3 KOTOPOTO OHHM HCIOJHEHBI (CTEKJIO0, METalsl, TKaHb W HMHBIE), TO B rpade 2
YKa3bIBalOTCA HOMEpA JINCTOB, MEXKIY KOTOPBIMHU HaXOUTCS TaHHBIN MTpeIMeT.

8. Bce mocnemyronye M3MEHEHUSI B COCTaBE M COCTOSIHMM Jejia (TMOBpeXIEeHUE, 3aMeHa
HOJUIMHHBIX JOKYMEHTOB KOMMSIMHU, IPUCOETIMHEHUE HOBBIX JOKYMEHTOB) OTMEUAIOTCS B JIUCTE-
3aBEPUTEIIEC CO CCBUIKOW HAa COOTBETCTBYIOLIUM aKT.

9. Jluct-3aBepuTeNb HE HyMEPYETCA.
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dopmar A4 (210X297)

[Tpunoxenue 28

K [IpaBuiiaM TOKyMEHTHPOBAHUS, YIIPABICHUS
JOKYMEHTaIMel U UCII0JIb30BAHUS CUCTEM
AJIEKTPOHHOTO JIOKYMEHT0000pOTa B
roCy/IapCTBEHHBIX M HETOCYAaPCTBEHHBIX

OpraHM3aIusIX
dopma
BHYTPEHHSA OIIUCH
AOKYMEHTOB Jeja Ne
Ne | lenonpousBonctBenHslii | Jlara 3aroyioBoOK Howmepa [Ipumeyanue
I/ | UHJEKC JOKYMEHTa | JOKYMEHTa JIMCTOB JIeJIa
1 ]2 3 4 o) 6
Hroro JIMCTOB JOKYMEHTOB
(mudpamMu ¥ TPOIUCHIO)
KonnuecTBo 1MCTOB BHYTPEHHEN ONUCH
(mdpamMu ¥ IPOTUCHIO)
HaumeHnoBaHMe NOKHOCTH JINLA,
3aI0JIHUBILET0 BHYTPEHHIOO onuch Pacumdposka
JOKYMEHTOB Jiej1a MIOJIIUCHU
(JIly4yHas MOAMKCH) JaTa
®opmar A4 (210X297)

[Ipunoxenne 29

k [IpaBunaM NOKYMEHTHPOBAHHUS, YIIPABICHUS
JIOKYMEHTaIMel U UCII0JIb30BAHUS CUCTEM
AJIEKTPOHHOI0 IOKYMEHTO000pOTa B
roCy/apCTBEHHBIX M HETOCYAaPCTBEHHBIX
OpraHM3aIMsIX

dopma

Onuce /1eJ1 CTPYKTYPHOI0 NoJApa3aejieHus OpraHu3alumn
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Y1Bepxaaro

HanmMmenoBanue JOKHOCTH

OpraHuzaluu CTPYKTYPHOTO MOJpa3ieiaeHHs
Pactmidposka
(JTMYHAs TOAMKMCH) MOIUCH

Hara

Onucph Ne 3a roj (bl)
No | Unpekc | 3aromoBok Kpaiinue Cpok KonnuectBo [Ipumeuanue
n/n | nena nena (ToMa, | AaTel XpaHEHUs Jejia | JIUCTOB B Jelie

YaCcTH) (TOoMma, (Toma, yactu) | (TOME, 4YaCTH)
4acTH)

1 |2 3 4 5 6 7

B nannyro onmuce BHECEHO pgenc Ne mo Ne |, B TOM
qHCIe:

(mdpaMu ¥ IPOTIHCHIO)

JTUTEPHBbIE HOMEpa:

MPOMYIICHHBIE HOMEpA:

HaumenoBanue 10mKHOCTH PactmmmdpoBka

COCTABHTEJSI OTIHCH TTOIITUACH

(TMYHAas TOATKCH)

nara

PykoBoauTens ciykObl PacimdpoBka

A0V TTOITACH

(JTMYHAS TOATHCH)

nara

PaboTHuK PacmmgpoBka

apX¥Ba OpraHU3aIUH TTOJIITACH

(JTMYHAS TOATHCEH)

nara

[Ipumeyanue.

B ommcu e mocTostHHOTO XpaHeHus rpady S5 He 3aroIHSIOT.

®opmar A4 (210X297)

[Tpunoxenne 30

K H[}aBI/IHaM AOKYMCHTHUPOBAHUSA, YIIPABJICHUA
)IOKYMCHTaHHCfI " HUCITOJIb30BaHUA CUCTEM
SJICKTPOHHOI'O ,Z[OI(YMCHTOO60pOTa B
TOCYJApCTBEHHBIX U HETOCYAAPCTBCHHBIX

OopraHu3anuiax

dopma

Yr1Bepxaaro
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(HaMMEHOBaHWE OPTaHU3AIIIH )

(HauMeHOBaHUE JOJIKHOCTH
PYKOBOAUTEISI CTPYKTYPHOTO
MoApa3AesICHUsI OPraHU3aIuH )

(HaMMEHOBaHUE CTPYKTYPHOTO
MoApa3iesieHUusl OpraHu3aI1u )

(MHUTIMATTBL, (haMHITHS)

(nata)
Onuce
Ne
3JIEKTPOHHBIX J1eJ
(HAaMMeHOBaHUE KATErOPHH J1eJ1) 3a o
No | Unpeke HaszBanue Kpaiinue KonnuectBo | O6nem Cpok
I/T1 | QJIGKTPOHHOTO | pa3fena, JAThI JIOKYMEHTOB | JIOKYMEHTOB B | XpaHEHUS
nena 3aroJIoBOK ANEKTPOHHOTO | B ANEKTPOHHOM | DIIEKTPOHOTO
DIEeKTPOHHOTO | Jena SJICKTPOHHOM | BUJIE nena*
nena nene 3JIEKTPOHHOTO
Jieia
1 2 3 4 5 6 7
B nanHyro onuce BHECEHO
3JEKTPOHHBIX J1e] ¢ No o No

(HaI/IMCHOBaHI/Ie JOJIXKHOCTH,

(dhaMuITMs 1 MHULIUATIBI COCTABUTEIISI OTIHCH )

(mara)
CornacoBaHo**
[Iporokon 3acenannsa OK

(HaMMEHOBaHUE CTPYKTYPHOTO TOAPA3ICIICHUS)
No

[lepenan 3JEKTPOHHBIX JEII.

(HauMeHOBaHUE T0JKHOCTH, (haMUIIMS U MHUIUANIBI paOOTHUKA,

nepeaaBIICTO 3JICKTPOHHBIC I[ena)

(mara)

[Tpunsn 3IIEKTPOHHBIX JIEII.

(HaI/IMeHOBaHI/Ie JOJIX)KHOCTH,
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q)aMI/IJII/IH U MHHUIUAJIBI
pabOTHHKA apXHBa OpPraHU3aIHH,
IIPUHSBLIETO 3JIEKTPOHHBIE J€J1a)

(mara)

* I'pacha 7 He odopMIIeTCS B OMHUCAX [N TOCTOSHHOTO XPaHESHUSI.
** Odopmitsiercs npu Hamnauu DK CTpyKTypHOTO HOApa3eICHUSL.

[Tpunoxenue 31

K [IpaBuiiamM TOKyMEHTHPOBAHUS, YIIPABICHUS
JIOKYMEHTAIMel 1 UCIIOJIb30BAHUS CUCTEM
AIIEKTPOHHOTO JIOKYMEHT0000pOTa B
rOCy/IapCTBEHHBIX M HETOCYAaPCTBEHHBIX
OpraHu3aIMsIX

dopma

YTBepxkaaro

(HaMMEHOBaHUE OPTraHU3AIINN)

(HaMMEeHOBaHUE TOJKHOCTH
PYKOBOJUTEIIST OPTaHU3AIIHH )
(uaunManel, hamums) (1ara)

Ne

(MecTo cocTaBiIeHMS)

I'PA®UK
NnpHeMa 3J1eKTPOHHBIX eI B APXUB OPraHUu3anuu

B roay

HanmenoBanue opranuzannu — | Cpok HanmenoBanue 10mKHOCTH, [Ipumeuanune
/1 | ICTOYHUKA KOMIUIEKTOBaHUS npuemMa | MHUIUaIbl, GaMUIus JTUIa,
apxuBa " (WJIH) CTPYKTYPHOTO OTBETCTBEHHOTIO 32 Mepeavy
MIOAPA3ACIICHNs OPTaHU3aLUU ANEKTPOHHBIX JI€]1 B ApXUB
OpraHu3ayu

2 3 4 S

(HaMMEHOBaHUE IOJDKHOCTH, (haMUJIHS U UHUIUAIBI
PYKOBOIUTEISI apXUBa OpraHU3aIuN
(JiM11a, OTBETCTBEHHOI'O 32 ApXUB OpraHU3aI1N)
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(mara)

[Tpunoxenue 32

K [IpaBuiiaM TOKyMEHTHPOBAHUS, YIIPABICHUS
JOKYMEHTaIMel U UCII0JIb30BAHUS CUCTEM
AJIEKTPOHHOTO JIOKYMEHT0000pOTa B
roCy/IapCTBEHHBIX M HETOCYAaPCTBEHHBIX
OpraHu3aIusIX

®opma

BHyTpEHHﬂﬂ OIMUCH JOKYMEHTOB B 3JICKTPOHHOM BH/€ 3JICKTPOHHOTO /1€J1a Ne

Ne | Jlata 3aroyioBok Komnuecrso | O6mnmii Oo6mas [Ipumeuanue
/T | JOKYMEHTa B | TOKYMEHTa B | 0OBEKTOB 00beM KOHTPOJIbHAS
AJICKTPOHHOM | 3JIEKTPOHHOM | XpaHEeHHS 00BEKTOB | XapaKTepHUCTHKa
BHJIE BUJIE (¢aiinos) XpaHEHUs
B (OaiiTax)
1 2 3 4 5 6 7
Hroro: JIOKYMEHTOB B JICKTPOHHOM BH/JIE,

00BEKTOB XpaHEHHS.
OO6mmit 00beM 00BEKTOB XpaHEHUS HIEKTPOHHOTO Jeia

(HamMeHOBaHMWE JOJKHOCTH JIUIIA,
COCTAaBUBILEr0 BHYTPEHHIOIO OMKCh
JIOKYMEHTOB B JICKTPOHHOM BH]IE
AIIEKTPOHHOTO JIeNa)

(MHMLIMAIBI, HaMUIIHS)
(mara)

[Tpunoxxenue 33

K [IpaBunaM JOKyMEHTUPOBAHHUSI, yIIPaBICHUS
)IOKYMGHTaHHCfI " UCIIOJIBb30BaHUS CUCTEM
3JIEKTPOHHOI0 IOKYMEHT0000pOTa B
TOCYHJApCTBECHHBIX U HETOCYAAPCTBCHHBIX
OpraHu3aIUsIX

dopma

AKT npuemMa-nepeaaydm 3J1eKTPOHHbIX J0KYMEHTOB M e cayx0b1 [IOY opranuszanumn

Odunmanbaoe Yr1Bepxaaro
HANMCHOBAHHC HaI/IMCHOBaHI/Ie JOJIDKHOCTHU
OpraHu3aIu PYKOBOAMTEIIS OPTaHU3AIUN

PacimidpoBka
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(JIuunas moANMUCh) MOAMUCH

Jara

AKT Ne

(0] npueMe-mnepeaade 3JEKTPOHHLIX JOKYMEHTOB

nepenaan (a), a

HpuH:I (a),

(bamMuIHst ¥ UHUITAATIB)

QJICKTPOHHBIC TOKYMCHTLI 34

(baMuIUs ¥ UHUTIAATIBI)

roJibl U pEruCTpaiiOHHbIC KAPTOUYKH K HUM:

No | Unpeke KomuuectBo | KonmuuectBo Craryc Ob6beMm Cpoxu
T/T1 | DJIEKTPOHHBIX | NIEKTPOHHBIX | (haiiioB DIEKTPOHHOM naMsTH XpaHeHus
JOKYMEHTOB | TOKYMEHTOB UG POBOM NOINKMCH | STIEKTPOHHBIX
nammane | Orcyrersyer | (aiinos
1 ]2 3 4 5 6

Hroro npunsro:

1)

(mdpaMu ¥ IPOTHCHIO)

CocrossHue SJICKTPOHHBIX TOKYMCHTOB

QJICKTPOHHBIX TOKYMCHTOB.

[Tepenan (a)

(oO1mas XapaKTepUCTUKA COCTOSTHHUS )

(anmexTpoHHas 1 poBas MOAMNUCH) WU (TIOATHCH)

[Tpunsin (a)

(onexTpoHHas 1 poBas MOANUCH) WIH (TIOATIHCH)
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