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06 yrBepxnennu [IpaBui fOKyMEHTHPOBAaHHS, YIIPaBICHHs JOKyMEHTALUCH 1
HCIIONIE30BaHUSA CHCTEM HIEKTPOHHOTO JOKYMEHTOO00pOTa B rOCYJapCTBEHHEIX H
HETOCyIapCTBEHHBIX OpraHW3aIiiIx

[TocranoBnenue [IpaButensctBa Pecniy6mmku Kazaxcran ot 31 oktsa6ps 2018 roma Ne 703.

B coorBercTBUM ¢ moamyHkToMm 1) myHkTa 1-1 crarbu 18 3akona PecriyOnuku Kazaxcran
"O HauunonaneHoM apxuBHOM (onae u apxuBax" IlpaButensctBo PecnyOnuku Kazaxcran
ITOCTAHOBJIIET:

CHocka. [Tpeam0Oyina — B penakiuu noctanoBieHus [IpasutensctBa PK or 31.08.2022 Ne
630 (BBOIUTCS B JCUCTBUE MO UCTEUCHUH JCCATH KaJICHAAPHBIX THEH MOCTe JTHS €T0 MEPBOTO
oQUIMATBHOTO OMyOJINKOBAHUS).

1. YTBepaute npunaraemele [IpaBuna qOKyMeHTUPOBaHUS, YIPABICHUS IOKYMEHTAUEH
U HCMOJIb30BAHUSI CHCTEM DJIEKTPOHHOTO JOKYMEHTOOOOpOTa B TOCYJAPCTBEHHBIX U
HEroCy/1apCTBEHHBIX OpPTaHU3AIUIX.

2. HacTosiniee moCcTaHOBJIEHNWE BBOAUTCS B IEUCTBUE MO UCTEUEHUHN JECATH KaJCHIAPHBIX

JTHEH TOoCJIe IHS €ro MepBOro oPpuIMaIbHOro OMyoJIMKOBAHMUS.

Ipembep-Munuctp
b. Carnaraes
Pecniy6inkn KazaxcraH

YTBepKIEHbI
IIOCTAaHOBJICHUECM HpaBI/ITeJ'[I)CTBa
Pecnyonuku Kazaxcran
ot 31 oxrs16ps 2018 roma Ne 703

IIpaBuia JOKyMEHTHPOBaHHUA, YIPaBI€HUS JOKYMEHTAIWEH H HCIOIB30BAHAA CHCTEM
3IIEKTPOHHOr'0 JOKyMEHTO000POTa B TOCYJaPCTBEHHBIX M HETOCYJaPCTBEHHBIX OPraHU3aIHAIX

I'masa 1. O6mIue moIoXeHHs

1. Hactosimue IlpaBuna NOKYMEHTHPOBAHMS, YNPABJICHUS TOKYMEHTAIMEH U
WCTOJIb30BAHUS CHUCTEM DBJIEKTPOHHOTO JIOKYMEHTOOOOpPOTa B TOCYAapCTBEHHBIX H
HETOCYIapCTBEHHBIX Opranu3auusax (namnee — IIpaBuna) ycTaHaBIMBAOT MOPSIOK
JIOKYMEHTUPOBAaHUs, yIIPaBICHUs TOKYMEHTAUEH U HCIOJIb30BAHUSI CUCTEM 3JIEKTPOHHOTO
JOKyMEHTO000pOTa B TOCYJApCTBEHHBIX M HErOCYJIapCTBEHHBIX OpTaHHW3alMsIX (manee —
OpraHu3aIlvn).

2. Opranu3zanusi, BE€HUE U COBEPIICHCTBOBAHUE CUCTEMbI JOKYMEHTAI[MOHHOTO
oOecrieueHus1 yIpaBJIeHHs, METOJUYECKOE PYKOBOJCTBO M KOHTPOJb 3a COOJIIOJCHUEM
YCTAHOBJIEHHOTO YIOJHOMOYEHHBIM OpraHoM B cdepe apXuUBHOTO Jejla ¢
JOKYMEHTAIIMOHHOT'O 00ECIIEYeH s yIpaBlieHU (Jjajee — YIOJIHOMOYEHHBIA OpraH) mopsjika
paboThl ¢ TOKYMEHTAaMU B OpraHU3alMd OCYIIECTBISIOTCS CTPYKTYPHBIM IMOJIpa3/Ie/ICHUEM,



MpeHa3HAYeHHBIM [ peanu3anuu 3aad ¥ (YHKIUA 10 JOKYMEHTAallHOHHOMY
obecrieueHuto ynpasieHus (manee — cayx6a JIOY). [lpu stom 3ampeniaercss BeneHue
HECEKPETHOIO0 M CEKPETHOTO JIEJIONPOU3BOJACTBA B COCTAaBE OJHOIO CTPYKTYPHOI'O
NOAPA3IAECICHUS.

Cuocka. Ilynkr 2 B penakuuu nocranosienus [IpasurensctBa PK ot 30.11.2020 Ne 809.

3. B opranusanuu, B KOTOpPOU IITATHBIM PAaCcUCaHUEM HE MpeaycMoTpeHa ciyxoa J[0Y,
00s13aHHOCTH BO3JIarar0TCs Ha OTBETCTBEHHOE JOHKHOCTHOE JIUILIO.

4. [eiictBue IIpaBun He pacnpocTpaHseTCs Ha JOKYMEHTHI, COAEPKAIIUe CBEICHHUS,
COCTABIIAIOIINE TOCYIapCTBEHHBIE cekpeThl Pecryonuku Kazaxcran.

PabGoThl 10 cO3AaHNIO 3aKPBITHIX KIIOYEH JICKTPOHHON MUGPOBOH MOANHCH (TTOPSI0K
BBIPAOOTKHU, PErUCTpAIlMU, BbIJIaud, XPAHCHUS, YHUYTOXKCHHUSA) IJIA FOPUIUYECKUX JIUII,
rOCY/IapCTBEHHBIX OPTraHOB WJIM JOJDKHOCTHBIX JIMI[, TOPSJOK OOECIEUCHHS pEexKUMa
CEKPETHOCTH U COXPAHHOCTH AJIEKTPOHHBIX JOKYMEHTOB U 3aKPBITHIX KIHOUYEH 3JIEKTPOHHOMN
nM(ppoBON MOIIMKCH, COIEPKAIIMX CBEIECHHUS, COCTABISIONINE TOCYAapPCTBEHHBIE CEKPETHI,
OTIPEIEISIOTCSI HOPMATUBHBIMU MTPABOBBIMU aKTaMU B O0JACTH 3aIIUTHI TOCYJAaPCTBEHHBIX
CEKpETOB.

[Topsimok paboOTHl TOCYJApCTBEHHBIX OPTaHOB C JJIEKTPOHHBIMH JOKYMEHTAMH
OTPAaHUYEHHOI'O pacHpoOCTpaHEeHUs ¢ ToMeTkou "[lnms ciykebHOro MoJb30BaHUs"
ompenensieTcs nmocranoBineHusmu [IpaBurensctBa Pecnyonuku Kazaxcran ot 14 centsOps
2004 roma Ne 965 "O HEKOTOpBIX Mepax 1Mo oOecneyeHno nHHOPMaIIMOHHOM 0€30MaCHOCTH B
PecnyOnuke Kazaxcran" u ot 24 utons 2022 roma Ne 429 "OO6 yrtBepxaenun IIpaBui
OTHECEHHUS CBEJEHUN K CIyKeOHOW HMH(POpMAIMU OrPAHUYEHHOTO PACHpPOCTPAHEHUS U
paboThI ¢ HeH'".

Oco0eHHOCTH JOKYMEHTHPOBAHUSI, YIIPABICHUs JTOKYMEHTAIMe W MCIOJIb30BaHUs
CHUCTEMBI AJIEKTPOHHOTO JIOKYMEHTOOOOpOTa B CHEHHAIBHBIX T'OCY/IAPCTBEHHBIX OpraHax
ONPENENAI0TCA UX PYKOBOAUTEISIMHU.

Cuocka. ITynkr 4 — B penakuuu noctanosienus [IpasurenscrBa PK ot 31.08.2022 Ne
630 (BBOIUTCS B ICMCTBUE 110 UCTEUCHHUH JIECSITH KaJIEHIapHBIX IHEW Mociie JHS €ro NepBoro
0o(HUIIUATIBHOTO OITyOIMKOBAHUS).

5. B Hacrosmux IIpaBunax ucnonb3yroTCs CIEAYIOMIMNE TOHATHUSA:

1) ab3a1l — yacTh TEKCTa, MPEACTaBIAIONIAass COO0M CMBICIOBOE €IUHCTBO, BbIAeNIsIeMas
OTCTYIIOM B IEPBOM CTPOKE M HAUMHAIOLIASCA CO CTPOYHOU OYKBBI, KpOME MEpPBOro ad3aia
4acTH, KOTOPBIM HAUMHAETCA C 3aryiaBHON OyKBBI (203allbl 3aKaHYMBAIOTCSA TOYKOM C 3arsITON
(Kpome TIepBOro U MocaeaHero ad3aleB 4acTu);

2) cpeactBo kpuntorpaduaeckoit 3amuTsl nHpopmaruu (manee — CK3U) — mporpamMmmuoe
oOecrieyeHHe WJIM anmnapaTHO-IPOTPAMMHBIN KOMILIEKC, peaJu3ylolue alrOpPUTMBI
Kpunrorpaguieckux mnpeodpa3oBaHuil, reHeparuio, GopMupoBaHue, pacrpeacICHIe WIH
yIpaBJICHUE KIIIOYaMH MU (DPOBAHUS;



3) HOocUTENb KIHOYEeBOW MH(OPMALIUY — CTIELIUMAIN3UPOBAHHBIN HOCUTEINb, B KOTOPOM JIJIs
3aIMATHI XPAHSAILIUXCS 3aKPBITHIX KIIOUEH 3JIEKTPOHHOU HU(PPOBON MOAMKUCH MCHOIB3YIOTCS
CK3U, umeromue cepTU(dUKAT COOTBETCTBHUS TPEOOBAHUAM HAIMOHAIBHOTO CTAaHAApTa
Pecny6nuku Kazaxcran 1073-2007 "Cpeacta kpunrtorpaduyeckoi 3auiuThl HHQOpMAIUU.
O61ue Texuuueckue TpeboBanus" (3 ypoBeHs);

4) ynocTOBEpSIOLINI LIEHTP rocyJapCcTBEHHbIX opraHoB Pecriyonuku Kasaxcran (nanee —
VI T'O) — ynocroBepsromuil UEHTP, OOCIYKUBAIOIMHUN TOCYJapCTBEHHBIE OpPTaHBI,
JTOJKHOCTHBIX JIMI] TOCYJapCTBEHHBIX OPraHOB B MH(OPMALMOHHBIX CHCTEMaX M HHBIX
rOCyJapCTBEHHBIX HMH(QOPMALIMOHHBIX pecypcax TOCyAapCTBEHHBIX OpraHoB PecnyOnuku
Kazaxcran;

5) HanmoHaNbHBIN yAOCTOBepstomui eHTp Pecnybnuku Kazaxcran — y1ocToOBepsIOMIHii
LEHTP, MPEOCTABIAIONIUN CPEICTBA ANEKTPOHHON HUPPOBOM MOANUCU U PETUCTPALIMOHHbBIE
CBUJETENbCTBA (PU3NUECKUM WM IOPUAWYECKUM JIULAM U (POPMUPOBAHMS DJIEKTPOHHBIX
JOKYMEHTOB B I'OCY/IapCTBEHHBIX U HEFOCYAapCTBEHHBIX MH(OPMALIMOHHBIX CHCTEMAX;

6) OTIyCK TOKyMeHTa (IMChMa) — SK3EMIUISIP UCXOMSAIIETO JOKYMEHTA, OCTAIOLIUICS B
JieJie OpraHu3aluu-aBTopa;

7) DNEKTPOHHAs KONUS JOKYMEHTA — JOKYMEHT, OJHOCTBIO BOCIIPOU3BOIAIINN BUIT U
uHdopmanuio (JaHHbIE) TOATUHHOTO JOKYMEHTA B 3JIEKTPOHHO-IIU(POBOM popme;

8) HOpMmaTuUBHO-CIIpaBouHasi WHpopmarus — uHbopMamus (KiIaccuPUKATOPHI,
CIPaBOYHUKM, IMEPEUYHM U JpYyrue), OCHOBAHHAs HAa HOPMATUBHBIX JIOKYMEHTax M
UCITIOJIb3yeMasl I ONPEIETICHUS PA3IMYHbBIX XapaKTEPUCTUK JOKYMEHTA,

9) Bnaaenen perucTpalloOHHOTO CBUAETEILCTBA — PU3NYECKOE WU IOPUANUECKOE JIHILIO,
Ha MMsI KOTOPOT'O BBIIAHO PETHCTPAIMOHHOE CBUIETEIBCTBO, MPABOMEPHO BIIAJCIOIIEE
3aKpBITBIM  KJIIOYOM, COOTBETCTBYIOIIMM OTKPBITOMY KIIOUYY, YKAa3aHHOMY B
PErHCTPAlMOHHOM CBUETENILCTBE;

10) snexTpoHHBIE MHPOPMAIIMOHHBIE PECYPChl — HHGOPMAITUS B JJIEKTPOHHO-ITU(POBOMA
dbopme, copepxaiascs Ha SJIEKTPOHHOM HOCUTENE U B 00bEKTax HHPOPMATU3AIUY;

11) 3amura 0OBEKTOB MHPOPMATHU3ALMHN — pEaTU3alMs KOMILIEKCa MpPaBOBBIX,
OpPTraHMU3alMOHHBIX U TEXHUYECKUX MEPOIIPUATHI, HAlIPaBICHHbBIX Ha COXPAaHHOCTh OOBEKTOB
MH(pOpMaTU3aLNH, IPEAOTBPALLEHNUE HETPABOMEPHOTO U (WJIM) HENIPEAHAMEPEHHOIO 10CTYyNa
U (W) BO3JICHCTBHS HA HUX;

12) aneKTpOHHBIA TOKYMEHT — AOKYMEHT, B KOTOPOM MH(OpMaLus IpeAcTaBieHa B
AJIEKTPOHHO-ITU(DPOBOK (opMe M yIAOCTOBEpEHA ITOCPEICTBOM JJSKTPOHHON HHPPOBOMH
MOJIMKCH;

13) 3neKTpPOHHBIN JOKYMEHTOOOOPOT — OOMEH 3JEKTPOHHBIMU JOKYMEHTaMHU MEXIy
roCy/1apCTBEHHBIMU OpraHaMu, PU3NYECKUMU U FOPUANYECKUMU JIULIAMU;

14) cucrtema 3JIEKTPOHHOTO JTOKYMEHTO000OpOTa — cUCTeMa OOMeHa 3JECKTPOHHBIMU
JOKYMEHTaMH{, OTHOILIEHMS MEXAY YYaCTHUKAMH KOTOPOM pEryaupyroTcs 3aKOHOM



Pecniy6omuku Kazaxcrtan "OO0 371€eKTpOHHOM JJOKYMEHTE U AJIEKTPOHHON UPPOBOM MOATUCH"
Y MHBIMU HOPMAaTUBHBIMU TTpaBOBbIMU akTaMu Pecnyonuku Kazaxcran (nanee — COJ1);

15) yuactauk COJ] — dusndeckoe Uiu I0OPUIUIECKOE JIUII0, TOCYTaPCTBEHHBIN OpraH WIH
JOJKHOCTHOE JIUIIO, YYAaCTBYIOIIME B TMpoleccax coopa, o0pabOTKU, XpaHEHUs, Iepeaayu,
MIOMCKA U PACIIPOCTPAHEHHUSI SJIEKTPOHHBIX JTOKYMEHTOB;

16) OyMaxkHas KOMUsI SJIEKTPOHHOTO JTOKYMEHTA — JIOKYMEHT Ha OyMa)KHOM HOCHTEIIE,
MOJTYUYECHHBIM MOCPEJCTBOM BbIBOJIa MH(MOPMAIMKU (JaHHBIX PEKBU3UTOB) U3 JIEKTPOHHOTO
MOJJIMHHUKA, WMEIONIUN TOJHOCTHIO BOCIPOU3BOAIIYI0 HHGOPMALUIO MOJITUHHOTO
AIEKTPOHHOTO JIOKYMEHTA, YJIOCTOBEPEHHOI'O JJIEKTPOHHOW UU(PPOBOM MOIMUCHIO,
CO37IaHHOM C MCIOJIB30BAHUEM 3aKPHITOTO KIFOUa AJIEKTPOHHOU NU(PPOBON MOAMKCH, U BCE
€ro PeKBU3UTHI WIM YacThb MX, U 3aBEPEHHBIM JIUIIOM, 00JaJar0OlUM MOJHOMOYMSIMU Ha
3aBEpPEHUE JAHHOTO JIOKYMEHTA;

17) NOATMHHUK 3JIEKTPOHHOTO JOKYMEHTa — IOKYMEHT, yIOCTOBEPEHHBIN (ITOAMUCAHHBIN
) BAEKTPOHHON HUQPPOBON MOAMUCHIO, CO3JJaHHON C HCMHOJIb30BAHUEM 3aKPBITOTO KIIOua
AIEKTPOHHOM 1U(POBOIM MoaUCH, CHOPMHUPOBAHHBIN W3HAYAIBHO B (hOpMATE FJIEKTPOHHOTO
JOKYMEHTa U HE UMEIOIIHNI OyMaXHOTO UCXOJAHOIO MOJIMHHHKA;

18) snekTpoHHAas perucTpalMoHHas KOHTPOJIbHAS KapTOUKa — JIEKTPOHHBIN JOKYMEHT C
YYETHBIMU JaHHBIMU O JIOKYMEHTE M0 YCTAaHOBJICHHOU dopme, GUKCUPYIOIIEH €ro peKBU3UTHI
5

19) dbopMar 37AEKTPOHHOTO JOKYMEHTa — CTPYKTypa COJEpKATEIbHOM YacTH
AIIEKTPOHHOTO COOOIIEHUS, HA OCHOBE KOTOPOTO C(hOpMHUPOBAH IJIEKTPOHHBIN JOKYMEHT;

20) cpeacTBa 3JEKTPOHHOU IU(PPOBON MOJANUCH — COBOKYIMHOCTh MPOTPAMMHBIX U
TEXHUYECKUX CPEJCTB, UCIIOJb3YEMBbIX JIJISl CO3AaHUS U MPOBEPKU MOAJIMHHOCTH JIEKTPOHHOM
(G pOBOI MOINCH;

21) MeTagaHHble — CTPYKTYpUPOBAHHBIE JAHHBIE, OMUCHIBAIOLINE KOHTEKCT, COAEPKaHNe
U CTPYKTYpPY DJEKTPOHHOTO JOKYMEHTa, MpeIHa3HAYEHHBIE NJIs1 €ro WACHTU(DUKAIUUA U
MOMCKA, a TaKXe IMPOLIECChl YIPAaBICHUS Ha MNPOTSHKEHUU BCETO >KU3HEHHOTO IHKJIA
JTOKYMEHTA;

22) 2JIEKTPOHHBIN HOCUTENIb — MAT€pUANIbHBIM HOCUTENb, MpEeAHA3HAYEHHBIN s
XpaHeHHsI UH(OPMALMK B 3JIEKTPOHHOU (hopMe, a TaKKe 3allMCU UIIM €€ BOCIPOU3BEACHUS C
MOMOIIBI0 TEXHUYECKUX CPEJICTB;

23) 2JIEKTPOHHOE JI€JI0 — CAMOCTOSTENIbHAs €AMHHUIIA XPAHEHHS SJIEKTPOHHBIX
JIOKYMEHTOB U UX METAJaHHBIX, JIOTUYECKH 00bETMHEHHBIX B MPOIECCE arperaliy;

24) uHpOpMAaIIMOHHBIM MAKeT 3JIEKTPOHHBIX JOKYMEHTOB (Z1€71) — MH()OpPMallMOHHBIN
00BEKT OMPEAEICHHON CTPYKTYpbl, MEpPEJaBacMblii MO CETEBBIM KOMMYHUKALMSAM WU
TEJIEKOMMYHUKAILIUSIM KaK €IMHOE 11eJI0€;

25) OaHK JOKYMEHTa — Ha0Op PEKBU3UTOB, HACHTU(DUIIUPYIONINX aBTOpa OPHUITHATHFHOTO
MUCHMEHHOTO JJOKYMEHTA;



26) uHdpopMalMoOHHas cucTeMa JJeKTpoHHOro apxuBa (mamee — UC DA) —
OpPraHU3allMOHHO YMOPSJIOUYEHHAasT COBOKYMHOCTh HMH(GOPMAIIMOHHO-KOMMYHHUKAIITMOHHBIX
TEXHOJIOTHM, 00CIyKUBAIOLIET0 NEPCOHANa U TEXHUYECKON JOKYMEHTAIUU, PEaanu3yrolnux
OTNpEJICJICHHBIE  TEXHOJIOTUYECKHE JICUCTBUS  IMOCPEACTBOM  HMHGOPMAIIMOHHOTO
B3aMMO/ICUCTBUS U MPEIHA3HAYCHHBIX ISl PEIICHUSI KOHKPETHBIX (DYHKIIMOHAIBHBIX 33]1a4 B
cdepe apxXuBHOTO Jieia U JOKYMEHTAIIMOHHOTO 00eCTIeueHUsl yIIPABICHHUS.

Cuocka. IIynkr 5 — B penakunu nocrtanosinenusd [IpasurenscrBa PK ot 31.08.2022 Ne
630 (BBOAUTCS B JCUCTBUE MO UCTEUCHUH JCCATH KaJICHAAPHBIX JTHEH MOCTE JTHS €T0 MEPBOTO
Oo(HUIIUATIEHOTO OIMyOIMKOBAHUS).

I'maBa 2. Ilopsnok JOKyMeHTHPOBAaHWUS, IOATOTOBKH U 0OPMIIEHHA JOKyMEHTOB
ITaparpad 1. ITopanok ZOKyMEHTHpOBaHHA U TpeOGOBaHMA K OPOPMIICHHIO JOKYMEHTOB

6. S3pIKOM pabOTHI M IETONMPOU3BOJICTBA TOCYNAPCTBEHHBIX OPTAHU3AIMA M OPTaHOB
MecTHOTO camoynpasieHus: PecyOnuku Kazaxcran siBisieTcss Ka3axCKuil si3bIK, HapaBHE C
Ka3aXCKUM O(UIHUATIBHO YIOTPEOISIETCS PyCCKUM S3BIK.

B pabore HerocygapCTBEHHBIX OpraHU3alMi HCHOJB3YIOTCA Ka3aXCKHMl M, MpH
HEOOXOJIUMOCTH, IPYTUE SI3bIKHU.

7. JoxyMeHTHI Ha OyMa)KHOM HOCUTEJIE COCTABIISIFOTCS HA OEJIBIX YUCTHIX JINCTAaX OyMaru
dbopmaroB A4 (210 x 297 mummumeTpoB (ganee — mm), AS (148 x 210 MM) 1 UMEIOT TIOJISI HE
MEHee:

1) neBoe mose — 20 mMm;

2) mpasoe noje — 10 mm;

3) BepxHee noje —10 MM;

4) amxHee nosie — 10 mm.

JI7ist IByCTOpOHHETO MeyaTaHusi 000pOTHAsI CTOPOHA JINCTA JOKyMEHTA:

1) neBoe mose — 10 Mm;

2) npaBoe nojue — 20 mM;

3) BepxHee noje — 10 mm;

4) amxHee nose — 10 mwm.

AHaJIOTUYHO COCTABIISIOTCS IOKYMEHTHI B 3JIEKTPOHHOM (popMmare.

Cuocka. Ilynkr 7 — B penakunu noctanosienus [IpasurenscrBa PK ot 31.08.2022 Ne
630 (BBOAUTCS B JCUCTBUE MO UCTCUCHUH JACCATH KaJICHAAPHBIX THEH MOCIE JTHS €T0 MEPBOTO
o(pUIMANTBHOTO OIyOJIUKOBAHUS).

8. Ilpu odopmneHun nOKymMeHTa Ha OyMa)KHOM HOCHTEJE HCIOIb3YIOTCA OJaHKHU
JOKYMEHTOB. PexkBH3UTBHI Ha OJIaHKaxX JOKYMEHTOB pacIojaraloTcsi B OIpe/eIeHHOU
MOCJIEJOBATEIbBHOCTH B COOTBETCTBUU CO CXEMOM PACIOJIOKEHUS PEKBU3UTOB JOKYMEHTA



corjacHo mpwioxeHuto 1 k HactosimuM [lpaBunam. branku HOKyMEHTOB Ha OyMaKHOM
HOCHUTEJIC U AJICKTPOHHBIE 11a0JI0HBI OJIAHKOB UACHTUYHBI [0 COCTaBY PEKBU3UTOB, MOPSIAKY
WX PACIOJIOKEHUS, TAPHUTYpaM HIpudTa.

DJIEKTPOHHBIE 1M1a0JIOHBI OJIAHKOB JOKYMEHTOB 3aIlIUIIECHBI OT HECAHKIIMOHUPOBAHHBIX
W3MEHEHUM.

CHocka. I[Tynkr 8 — B penakuuu nocranosienus [Ipasurenscta PK ot 31.08.2022 Ne
630 (BBOIUTCS B ACHCTBUE MO UCTEUCHUH JIECSITH KaJIeHIapHBIX IHEH MOcIie THS €ro MepBoro
Oo(HUIIUATIBHOTO OITyOIMKOBAHUS).

9. B opranuzanuu NpuMeHSIIOTCS CJIeIYIONIKe OJJaHKU JOKYMEHTOB:

1) 6mank muchbMa OpraHu3anuu 1Mo GopMe COrIACHO MPUIIOKEHUIO 2 K HACTOSIIINM
IIpaBunam;

2) 61aHK KOHKPETHOTO BUIA JIOKYMEHTA OpTraHU3aIiy 1Mo (popMe COTITACHO MPHIIOKEHUIO
3 k "HactosamuM [IpaBunam;

3) obmuii 61aHK opraHu3anuu 1Mo ¢GopMe COrIacHO MPUIIOKEHUIO 4 K HACTOSIIUM
[IpaBunam.
OO6muit 6J1aHK OpraHU3alK UCIIOJIB3YETCS JIJIsl U3TOTOBIIECHUS JIFOOBIX BUJIOB JIOKYMEHTOB

10. braHku JOKYMEHTOB Ha OyMa)KHOM HOCHUTEJIC M3TOTaBIMBAIOTCS TUMOTPa(CKUM
CocOOOM C TMOMOIIBIO CPEJICTB ONEPATHUBHON MOJUTpaduu MW BOCHPOU3BOISATCA B
AIEKTPOHHOM (hopMaTe HEMOCPEACTBEHHO MPU COCTABIICHUU JJOKYMEHTA.

Cuocka. ITynkr 10 — B penakunu nocrtanosienus [Ipasurenscrea PK ot 31.08.2022 Ne
630 (BBOIUTCS B JCUCTBUE MO UCTEUECHUU JACCATH KaJICHAAPHBIX THEH MOCTE JTHS €T0 MEPBOTO
O0(pUIIUATIEHOTO OIYyOIMKOBAHUS).

11. BymaxkHple 6J1aHKM JOKYMEHTOB FOCYJapCTBEHHBIX OpraHU3aluil ¢ H300pa’keHueM
I'ocynapctBennoro I'epba Pecniy6nuku Kazaxcran moajiexar y4ery, JJIsl 4ero B MPaBOM
HIDKHEM YTy KaXXJ0TO JK3eMIUlsipa OjaHKa MOKyMEHTa TUMorpad)CKuM CrocoOOM WiIu
HYMEpPaTOpPOM MPOCTABIISIIOTCS €r0 HOMEp, a IMPH HEOOXOIUMOCTH Cepus. DIEKTPOHHBIC
ONaHKU y4eTy He MOJIeKaT.

CHocka. ITynkr 11 — B penakuuu nnocrtanosiienus lpaBurensctBa PK ot 31.08.2022 Ne
630 (BBOAMTCA B ACHCTBHE MO HCTEUEHUH JECATH KaJICHJAPHBIX JHEH MOCIe JHS €ro MePBOro
Oo(HUIIUATIEHOTO OITyOTMKOBAHUS).

12. bnaHku HOKYMEHTOB HMCIIOJB3YIOTCA CTPOrO IO HA3HAYEHUIO U HE IMEPEAAIOTCS
APYTUM OpraHU3alusIM WM UHBIM JHUIaM 0€3 COOTBETCTBYIOLIEIO pa3pelieHusi pyKOBOACTBA
OpTraHU3aIHH.

13. JlokyMeHTbI Ha OyMa)KHOM HOCHUTEJIE COCTAaBJISIOTCA C MCIIOJIb30BAaHUEM IITAMIIA,
BOCIIPOM3BO/ISIIET0 HAMMEHOBAHUE OPraHU3alliy, TyTeM MPOCTABIEHUS €r0 OTTUCKA B JIEBOM
BEpXHEM YIriy Oe3 HCHOJb30BaHHUS OJaHKa OpraHu3aluu JUOO0 TpH 0053aTebHOM
O0(QOPMJIEHUU CIEYIONUX PEKBU3UTOB:



1) obunmanpbHOE HAMMEHOBAHHME OPTAaHU3AIMHU, M3JABIICH TOKYMEHT, JUOO OTTHUCK
[ITaMIa, BOCHPOU3BOJISAIIETO HAMMEHOBAHHME OpTraHU3allMy, W3JaBIIEH JTOKYMEHT, IyTeM
MIPOCTABJICHUS €T0 B JIEBOM BEPXHEM YIIIY;

2) HAaMMEHOBaHKE BUJIA JOKYMEHTA, 32 UCKIIOUCHUEM TTHChMa;

3) naTa JOKyMEHTa;

4) perucTpaliOHHbIA HOMEp (MHACKC) TOKYMEHTA,

5) HauMEHOBaHUE JOJKHOCTH JIULIA, MOMKUCABIIETO TOKYMEHT, MOJAMKUCH U paciiudpoBKa
MOAIUCH;

6) OTTUCK MeYaTu OpTraHu3alliu, €CJIM JaHHOE IOPUIUYECKOE JIMII0 B COOTBETCTBUU C
3aKOHOJATENHCTBOM PecnyOnuku KazaxcTan H0KHO UMETh TIeYaTh.

Cuocka. ITynkr 13 — B penakuun noctanopieHus [IpasurenscrBa PK ot 31.08.2022 Ne
630 (BBOIUTCS B ACMCTBUE M0 UCTEUCHHUH JIECSITH KAJICHIapHBIX IHEW MOciie JHS €ro NepBoro
0o(HUIIUATIBHOTO OITyOIMKOBAHUS).

14. BHyTpeHHHE JOOKYMEHTbI Ha OyMa)XXHOM HOCHUTEJIE, 3a HCKJIIOUYEHUEM
pacnopsAIuTEIbHBIX, COCTABIIAIOTCS Ha OEBIX JUCTaX Oymaru.

Cnocka. ITynkr 14 — B penakuuu noctanosienus [IpasurenscrBa PK ot 31.08.2022 Ne
630 (BBOIUTCS B JCUCTBUE MO UCTEUCHUH JACCATH KaJICHAAPHBIX THEH MOCe JTHS €T0 MEPBOTO
0o(pHUIIUATIEHOTO OIyOIMKOBAHUS).

15. He momyckaetcst oopMIICHHE Ha OJTHOM OJIaHKE JIOKYMEHTA Ha ABYX M OoJjee sS3bIKax.

JIOKyMEHT Ha Ka3aXCKOM SI3bIKE U CO3/1aBa€MbIi ayTEHTUYHBIN JOKYMEHT Ha PyCCKOM HJIA
MHOM fI3bIKE, & TAK)KE Ha IBYX U 00Jiee sI3bIKaxX MeYaTaroTCs KaX bl Ha OTAEIbHBIX OJaHKaX (
OTJIEJIBHBIX JIUCTAX) U OPOPMIISIOTCS €TUHBIMU PEKBU3UTAMH.

JIOKYMEHTBI Ha Pa3HBIX fA3bIKaX JOJKHBI OBITh AYyTEHTUYHBI APYT JAPYTY, KOTOPHIM
MIPUCBAUBAIOTCS €IUHBIE UCXOMSIINE PEKBU3UTHI.

JIucTel TOKyMEHTOB Ha OyMa)kHOM HocuTelsie (OJaHKOB M MPUJIOKEHUM K HUM)
HYMEPYIOTCSI CKBO3HOM HyMeEpaluHMeld B BEPXHEHM 4YacTH JIMCTa 1O LeHTpy. [Ipu stom
HyMepauus MPOCTaBIISIETCS CO 2 JUCTa ¢ MOPSAKOBOro Homepa "2".

Cuocka. [Iynkr 15 — B penakunn nocranosienus [IpasurenscrBa PK ot 31.08.2022 Ne
630 (BBOIUTCS B ICHCTBUE IO UCTCUCHUH JICCSITH KaJleHIapHBIX THEH MOCIe JTHS ero MepBOro
o(pUIMATBHOTO OIyOJINKOBAHUS).

ITaparpa¢ 2. Ilopanok opopMIeHHS PEKBH3HTOB JOKyMEHTA

16. T'ocynapctBennbiii ['ep6 PecnyOnuku Kazaxcran uzoOpakaercss Ha OJaHKe
NOKYMEHTa TOCYJAapCTBEHHON OpraHu3allid B COOTBETCTBUHU C 3aKOHOJATEIbCTBOM
PecnyOnuku Kazaxcran o rocyaapcTBeHHbIX cuMBojax Pecryonuku Kazaxcras.

17. DOmbniema, TOTOTHUIT WM TOBAPHBIN 3HAK (3HAK 0OCITYKMBAHUS) BOCIIPOU3BOJIATCS HA
0JIaHKE B COOTBETCTBUU C YUPEIUTEIbHBIMU JIOKYMEHTAMU OpPTaHU3allUH.
DOmbrema, JIOTOTHI WM TOBApHBIN 3HAK (3HAK OOCITYXKWUBaHWS) HE pa3MENaloTcs Ha
onanke ¢ n3oOpaxenuem ['ocynapctsennoro ['epba Pecniybnuku Kazaxcran.



18. HaumeHnoBaHue opranusaiuu (B ToM uucie ¢puinana, mpeacTaBUTENbCTBA) BKIIOYAET
B ce0s Ha3BaHUWE B COOTBETCTBUM C YUPEAUTEIbHBIMU JOKYMEHTaMHU C yKa3aHUEM Ha
OpraHu3alMOHHO-TIPABOBYIO (hopMmy.

CoxkpalieHHOe HAMMEHOBaHUE OpraHu3aluu (B TOM uucie ¢puiarana, mpeacTaBUTeNIbCTBA)
MIPUBOJIUTCS B TOM Ciydae, KOrJa OHO 3aKpEIUIEHO B YYPEIUTEJIbHBIX JOKYMEHTax H
pa3Menaercs B CKOOKax HUKE MOJTHOTO HAUMEHOBAHUS.

[Ipu oopmiieHHH COBMECTHOI'O TOKYMEHTA, pa3pabOTaHHOTO IBYMs U Oojiee paBHBIMU
OpraHu3alusMHM, HaUMEHOBAHMs OpraHM3aluil pacrnojaratoTcsi B aja(paBUTHOM MOPSJIKE
HAMMEHOBAHUM OpPTaHU3ALUN.

[Ipu odopmiieHUH COBMECTHOTO JIOKyMEHTa, pa3paboTaHHOTO AByMsS M Ooliee
OpraHu3alusIMHi, HAUMEHOBAHMS PACIIONaraloTcsl B COOTBETCTBUM C Me€papXuel OpraHu3alui.

Ha coBMmecTHOM NMOKyMeHTEe Ha OyMa)KHOM HOCHUTEJE OTTUCKHM Me4yaTed CTaBITCS
OpraHM3alUsIMHU, JJIs KOTOPHIX B COOTBETCTBUM C 3aKOHOJATENbCTBOM PecmyOnuku
Kazaxcran 00s3aTebHO HAIMYUE TIEYaTH.

CHocka. ITynkr 18 — B penakuuu nocrtanosiienus [IpaBurensctBa PK ot 31.08.2022 Ne
630 (BBOAUTCA B IEUCTBHE 110 UCTEUEHHUH JIECATU KAJIEHJAPHBIX THEW MOCIE THS €ro MepBOro
O0(HUIIMATIEHOTO OITyOTMKOBAHUS).

19. HaumeHoBaHMe CTPYKTYPHOIrO MOAPA3ACICHUS YKa3bIBaeTCs B ClIydyasx, KOT/la OHO
SBJISIETCS. aBTOPOM JJOKYMEHTA M pacrojiaraeTcsi Hke HAaMMEHOBAHMSI OpraHU3alluy.

20. HaumeHoBaHMe BHJIa JOKYMEHTA M€YATAETCA MPOMUCHBIMU OYKBaMH IMOIYKUPHBIM
mpudToM.

21. laToil moKyMeHTa SIBIIsIETCS JaTa €ro nmoanucaHus (yTBEp)KACHHS) WIH COOBITHS,
3a()MKCUPOBAHHOTO B JJOKYMEHTE.

JlaTa OKyMEHTa MPOCTaBISAETCS JOJKHOCTHBIM JIMIIOM, HMOJANMCHIBAIOLIUM WM
YTBEPXKIAIOLWUM JTOKYMEHT. [[7 SIEeKTpOHHOTO JTOKYMEHTOO0OOpOTa JI0MyCKaeTcs
MPOCTaBJICHHUE AAThl CHCTEMOM MU BPYUYHYIO YIIOJTHOMOUYEHHBIM JTUIIOM.

Ciy>xeOHble OTMETKH Ha JIOKYMEHTE, CBSI3aHHBIE C €r0 MPOXO0XKICHUEM U UCTIOJIHEHUEM (
O3HAKOMJIEHUEM ) BHYTPU OPTaHU3ALNH, JATUPYIOTCS U IMOAIUCHIBAIOTCS.

JlaTta nokymMeHTa opopMIIsieTcs:

1) B mpaBOBBIX aKTax, MPOTOKOJAaxX, OAHKOBCKHX, (DMHAHCOBBIX, OyXTralaTE€pPCKHUX
JOKYMEHTaX M JIOKyMEHTaX, 3aTparuBalIIUX IMpaBa U HHTEpechl (HU3UYECKUX U
IOPUJANYECKHUX JIUI, CJIOBECHO-IIU(PPOBBIM CIOCOOOM — JIeHb Mecsila U ToJi OPOpMIISIIOTCS
apaOckumu 1 pamMu, MeCsI] — MPOIMHKCHIO;

2) B Ipyrux JOKyMEHTax — HU(PPOBBIM CIOCOOOM JIEHb MECsIa U MECSL] ABYMs Mapamu
apabckux nudp, pa3aeIeHHBIMU TOUYKOU, TOJ] — YETHIPbMS apaOCKUMHu udpamu.

22. PeructpanuoHHblii HOMep (MHIEKC) JOKYMEHTa COCTOMT M3 MHJEKca jena Mo
HOMEHKJIaType [JeJ  OpraHu3aluu, T[OpsAJAKOBOrO HOMEpa JOKyMEHTa B
PErUCTPAIIMOHHO-KOHTPOIbHON dopme (nmanee — PK®D). I[lo ycMoTpeHuto opraHuzainuu B
pEruCTpalMOHHBIA HOMEP (MHIEKC) BKIKOYAOTCS JOTIOTHUTENIbHBIE JIIEMEHTHI.



Peructparmonnsiii Homep (MHIEKC) TOKYMEHTa, COCTAaBICHHOTO JABYyMs U Oojee
OpraHu3alusIMU, COCTOUT M3 PETUCTPAIMOHHOTO HOMepa (MHJAEKCA) KaXIOW W3 ITUX
OpTraHM3alHi, NPOCTABISIEMOTO Y€pe3 KOCYK 4YEPTY B MOPSAKE yKa3aHHUS aBTOPOB B
JTOKYMEHTE.

He nomyckaercs ocraBieHuE pe3epBHBIX PETUCTPALIMOHHBIX HOMEPOB (MHIIEKCOB)
JOKYMEHTOB.

B cucrteme 37€KTpPOHHOTO JTOKYMEHTO00OOpOTa JOMYCKAaeTcsl BEJACHUE CKBO3HOMU
HyMEpaluH.

Cuocka. [Tynkr 22 — B penakuuu noctanosienus [IpasurenscrBa PK ot 31.08.2022 Ne
630 (BBOIUTCS B JICUCTBUE MO UCTEUCHUH JCCATH KaJICHAAPHBIX JTHEH MOCTe JTHS €T0 MEPBOTO
Oo(pHUIIUATIBHOTO OITyOJIMKOBAHUS).

22-1. B uHpopMaImoHHON aHATUTHYECKON cHCcTeMe "DIEKTpOHHBIE oOpameHus"
IPUCBOCHUE PETUCTPAIMOHHOTO HOMepa (MHJIEKca) 0OpalleHusIM, COOOIEHUAM, 3aIpOcaM,
OTKJIMKaM U TPEJJIOKEHUSIM JIUI] TEHEPUPYETCS aBTOMATUYECKU U COCTOUT U3 OYKBEHHOTO
MHJIEKCA, a TAK)KE€ YHUKAJIbHOTO HOMEPA, BKIIIOYAIOIIETO TOJl PErMCTPAllMM U CKBO3HOM
MOPSAJIKOBBIA HOMEP U3 BOCbMH 3HAKOB.

[Ipu nmepeHamnpaBiIeHHH 0OpaIIeHU, COOOICHUM, 3aIPOCOB, OTKINKOB U MPEIIOKESHUM
MEX1Yy TOCYJIapCTBEHHBIMU M HETOCYJAPCTBEHHBIMU OpPraHU3alMsIMHU, a4 TAKKE HAIIPABJICHUN
OTBETA 3asIBUTEIIIO PETUCTPALIMOHHBIA HOMEpP (MHJEKC) IOKYMEHTa HE MEHSETCS.

[Ipu odopmieHnn oTBeTa 3asiBUTEINIO, & TAKXKE CIHCAHUM JOKYMEHTa B apXuB B
BJIEKTPOHHOM PETUCTPALMOHHOM KOHTPOJIBHOW KapTOYKE JOKYMEHTa aBTOMAaTHYECKH
dbopmupyeTCst KOJ HOMEHKJIATYPHOTO JIeja, BKIIOYAIOIIUI:

WHJICKC OpraHU3allly B €IUHON CUCTEME OpTraHu3alui;

VHJIEKC CTPYKTYPHOTO MOJIPa3ACJI€HUs OpraHU3aluu;

WHJIEKC HOMEHKJIATYPHOTO JieJia TI0 0OpaIlleHusIM, COOOIIIEHUSIM, 3aIIpocam, OTKIUKaM 1
MPEIOKEHUSIM JIUII.

Caocka. ['maBa 2 nonojgHeHa MyHKTOM 22-1 B COOTBETCTBUHU C TOCTAHOBJICHUEM
IIpaButenbctBa PK o1 31.08.2022 Ne 630 (BBOIUTCS B ICUCTBUE IO UCTCUCHUH JECATH
KaJICHJIApHBIX JIHEH Mociie THS ero MepPBOTo 0UIIMAIBHOTO OMYOJIUKOBAHHUSA).

23. B cchuike Ha PErucTpallMOHHBIN HOMEp (MHAEKC) U JaTy BXOJSIIETO JOKYMEHTa
YKa3bIBAIOTCSl PETUCTPAILMOHHBIN HOMED U J1aTa IOKYMEHTA, HA KOTOPBIN JAaeTCs OTBET.

24. MecTo COCTaBIICHUSI WM HU3[1aHUSI JOKYMEHTA YKa3bIBAETCS B COOTBETCTBUHU C
MPUHATHIM aIMUHUCTPATUBHO-TEPPUTOPUATBHBIM JIEJICHUEM M BKJIIOYACT B C€0S TOIBKO
OOILETIPUHSITHIE COKPAIIICHHUS.

MecTo cocTaBieHUs WU U3AAHUS JOKYMEHTa O0GOpPMIISETCS B COOTBETCTBUU C
HAaVMEHOBAaHMEM HACEJIEHHOIO IyHKTA, SIBJSIOLIErOCS MECTOHAXO0KICHUEM OpPTraHU3aLMU -
aBTOpA JIOKYMEHTA.

25. JIOKyMEHTBI aJpeCcylOT OpraHu3alusM, UX CTPYKTYPHBIM MHOAPa3AEICHUSIM,
JOJKHOCTHBIM UJTU (DU3UYECKUM JTUIAM.



PexBuszut "Anpecar" odopmisieTcss CTpOUHBIMU OYKBaMH, MOMY>KUPHBIM MIPUPTOM.
HanmenoBanue opranusanuu, €€ CTpyKTYpHOIO IMOJAPa3/IeICHHs MUIIETCS B UMEHUTEIBHOM
najiexxe, JOJKHOCTh, (haMUIIUs JIMLA, KOTOPOMY aJpecOBaH IOKYMEHT, — B JaTEIIbHOM
najexe.

IIpn anpecoBaHuM TOKyMEHTa PYKOBOIAUTENIO OpraHU3aluy €€ HAaMMEHOBAaHNE BXOJINUT B
COCTaB HAMMEHOBAHUS JIOJXKHOCTH a/Ipecara.

[Ipu anpecoBanun JOKyMEHTa (PU3MUYECKOMY JUIY YKAa3bIBAIOTCS MHHUIMAT UMEHH U
(dbaMuus moJry4aress, ero mouToOBbIH ajpec.

[Ipn nepenucke BHYTPU OpPraHU3alUM JONYCKAETCS YKA3aHUE B JIATEIBHOM NAJEkKe
TOJIbKO MHUITMAJIAa UMEHU U (DAMIIIUU JOJKHOCTHOTO JIUTIA.

Ecnu 1oxkymeHT aipecyeTcsi B HECKOJIbKO OpraHU3aluii, OHM YKa3bIBalOTCS 000OIICHHO.

Ha ognom moxymente odopmisieTcss He O6oiee deTbipex anpecatoB. [Ipu Oonbiiem
KOJIMYECTBE aJpecaToB COCTABISETCS CIUCOK (peecTp) pacchbuiku aokymeHTta. Ciosa "
Opurunan” n "Konus" B pexkBusure "Anpecar’ HE HCIIONB3YIOTCS.

[Ipu HanpaBieHUU JOKYMEHTA HEMOCTOSIHHBIM aJpecaTaM B cOCTaB pekBu3uTa "Axapecar"
BKJIFOYAETCS] IOYTOBBIN aJpec, KOTOPbIA 0hOPMIIIETCS UCTIOTHUTENEM. DJIEMEHTHI IOYTOBOTO
aZpeca yKa3bIBalOTCS B IOCJEAOBATEIbHOCTH B COOTBETCTBMM ¢ 3akoHOM PecnyOnuku
Kazaxcran "O noure".

Cuocka. ITynkr 25 — B penakunu nocranosienus [Ipasurenscrea PK oT 31.08.2022 Ne
630 (BBOAUTCA B IEWCTBHE 110 UCTCUCHHUH JIECATU KAJIGHJAPHBIX THEU MOCIE THS €ro MepBOTro
O0(pUIIUATIBHOTO OMMyOIMKOBAHUS).

26. 3arojoBOK K TEKCTY JIOKYMEHTa O(DOPMIISIETCS MOTY>KUPHBIM HIPUPTOM OT TPAHUIIBI
JIEBOTO MOJISI TOKYMEHTa 0e3 MepeHoca CIO0B U COJIEPKUT He Ooliee 35 3HAKOB B KaXKJOU
cTpoke. B moxymeHTe npu BeiauuuHE 3arojioBka 0osiee 5 CTpOK AoIycKaercs opopMieHHE
3aroJ0BKa MOCEpPEINHE TOKyMEeHTa. Touka B KOHIIE 3ar0JIOBKA HE CTABUTCS.

3arojioBOK K TEKCTY JOKYMEHTa (POpPMYJIUPYETCs B COOTBETCTBUU C HAMMEHOBAHUEM BUA
JNOKYMEHTA U €T0 COJICPHKAHUEM.

3aroyioBOK K TEKCTy JokyMeHTa MeHee 10 cTpok, a Takke opopMIEeHHOMY Ha OJaHKe
dbopmara A5 He cocTaBiseTcs.

27. Ins AOKyMEHTOB Ha OyMa)>KHOM HOCHUTEJIE OTTUCK I€YaTh OPraHU3alHuH 3aBEpseT
NOJJIMHHOCTh TMOJIMKUCH JOJDKHOCTHOTO JMIA Ha JOKyMeHTe. OTTHCK Me4YaTd OpraHu3aluu
IIPOCTABJISIETCS TOCIE€ HAUMEHOBAHMUSA JOJDKHOCTH JIMIA, MOJANMCABIIETO JOKYMEHT, HE
3aXBaThIBas €r0 JIMYHYIO MOJIINCH.

JlanHoe TpeOoBaHUE HE MPUMEHSETCA K OpraHu3alusiM, KOTOpble B COOTBETCTBUU C
3akoHoaarenbcTBOM PecryOnmku Kazaxctan He 00s3aHbl UMETh M1€4YaTh.

CHocka. ITynkr 27 — B penakuuu nnoctanosiienus IIpasurenscrBa PK ot 31.08.2022 Ne
630 (BBOIUTCS B ICMCTBUE 10 UCTEUCHUH JIECSITH KaJICHIapHBIX IHEH MOcie JHS €ro NepBoro
Oo(HUIIUATIEHOTO OITyOJIMKOBAHUS).



28. TekcT nokymeHTa opopmiisieTcst B BUJI€ aHKETHI, TUAarpaMMbl, TaOIHIIbl, CBA3HOIO
TEKCTa UJIM COUETaHUs YKa3aHHBIX (HOPM.

29. B ciuyuae, eciii JTOKYMEHT COJEPKUT NYHKTHI, TO IYHKTBHl B JOKYMEHTE
pacrnoJiaralorcs B JJOTHYECKOM MOCIE0BATENbHOCTH, C YIETOM XPOHOJIOTHUHU 3TANOB PEIICHUS
BOIIpOca. biuW3KkHe MO COAEPKAHUIO MYyHKThl 3HAYUTEIBHBIX MO O00BEMY JOKYMEHTOB
00BEIMHSAIOTCS B TJIaBbl, HECKOJIBKO TJ1aB — B pa3fieibl, pa3eibl — B 4acTu. B Gonbmux mo
0o0BbeMy riaBax BbIIEISAIOTCS Maparpadsl, B pa3zaenax — noapa3aebl.

[TyHKTBI MOTYT OBITH MOJpa3/eJCHbl HAa MOANYHKTH. BHYTpU MyHKTOB U MOJAIYHKTOB
MOTYT OBITh YaCTH, BbIJEISIEMbIE a03allaMH.

[TynkTel, maparpadsl, IJ1aBbl, MOAPa3/ENbl, pa3Aeibl U YaCTH JOKYMEHTOB HyMEpPYIOTCS
apabckumu mudpaMu ¢ TOYKOH ciaeayronmM oopazom: 1., 2., 3. u nanee.

Homepa moAanmyHKTOB B MyHKTax 00O3HA4aroTCs apabCkuMu muppamMu co CKOOKOU
cieayommm obpazom: 1), 2), 3) u ganee.

HymMmepauust nyHKTOB, TJIaB U pa3felioB SIBISIETCS CKBO3HOM, MOANYHKTOB B IYHKTE,
naparpadoB B TJiaBe, OAPA3AEIOB B Pa3/ieiie — CaMOCTOATEIbHOM.

He nomyckaercst o603HaueHue ad3anes gepucaMu WM UHBIMUA 3HAKAMHU.

30. TexcT 1OKyMEHTa IeyaTaeTcs Ha MUIIYLIEH MallMHKE Yepe3 MOJATOpa MEKCTPOUHBIX
MHTEpBaja Wi MPU MOMOIIN YCTPOUCTB KOMIIBIOTEPHON TeXHUKHU pazmepoM Ne 14 mpudra
Times New Roman (Taitmc Heto Poman) unu Arial uepe3 onun MeXCTpOUYHBIN HHTEpBaIL. B
OTJCJIbHBIX CiyudasiX, a Takke npu odopmiieHHH TaOull, NPUIOKEHUH, OTMETKH 00
UCIIOJIHUTEIE, MPUMEYaHU JAOMyCKaeTCsl U3MEHEHHE Pa3MepoB MIpUPTa U MEKCTPOUHOTO
MHTEpBaJa.

[Ipu opopmiiennn TOKyMEeHTa Ha ABYX U OoJjiee JUcTax BTOPOUM M MOCIEIYIOIINE JTUCThI
HyMmepytorcsa. Homepa npocraBisitorcs apabckuMu HUPpaMu B CEPEAMHE BEPXHETO MO
nucTa 0e3 3HaKOB MPENUHAHUS.

B orMmeTke 0 HanMYMKM NPUIIOKEHUS, HA3BAHHOIO B TEKCTE JIOKYMEHTA, YKa3bIBAKOTCS
KOJIMYECTBO JIMCTOB, IK3EMIUISIPOB, SA3BIK MCIOJHEHUA. B OTMeTKE 0 HAIMYMU TPUIIOKEHUS,
HE HA3BaHHOI'O B TEKCTE JIOKYMEHTA, JOIMOJIHUTEIBHO YKa3bIBAE€TCA €0 HAaMMEHOBAHME, a
TaK)Ke MPU HAJTUYMUU J1aTa U PETUCTPAlMOHHBIA HOMep (MHeKc). [Ipu Hanuuuu nByX U Oosee
NPUJIIOKEHUH OHU HyMepyrTcsa. s 3JIEeKTpOHHOro JIOKYMEHTOO0OpOTa yKa3zaHue
KOJIMUECTBA SK3EMILISIPOB HE TpeOyeTcH.

Ecnu mpunoxeHuss K JOKyMEHTY COpOUIIOPOBAaHbI, YKa3bIBA€TCS KOJUYECTBO
AK3EMILISIPOB.

Ecnu k JOKYMEHTY Mpuiiaraercs Ipyro TOKyMEHT, UMEIOIIUN MPUIIOKEHUE, B OTMETKE O
HAJIMYMU TPUIOKEHUS YKa3bIBAIOTCS PEKBU3UTHI 3TOTO JOKYMEHTa M 00Ilee KOJIMYEeCTBO
muctoB. Hanpumep, "[Ipunoxenue: nucbMo MUHHCTEPCTBA KYJIbTYpPbI U criopTa PecriyOnuku
Kazaxcran ot 15 okTs16ps 2014 roga Ne 3-5/151 u npusnoxkenue K HemMy, BCero Ha 7 JIMCTaX,
Ha Ka3aXCKOM sI3bIke".



Ecnu npunoxeHue HampapiseTCsa HE BCEM ajipecaTaM, YKa3aHHBIM B JIOKYMEHTE, TO B
OTMETKE O €r0 HAJIMYUHU YKa3bIBACTCS KAKOMY aJIpecaTy HapaBIISIETCA MPUIOKEHUE.

31. Iloxmuck moxkymeHTa Ha OyMa)XHOM HOCHTENE BKITIOYAET:

1) HanmMeHOBaHUE MOJDKHOCTU JIMIA, MOANUCABIIETO JOKYMEHT, O(QUIIMAIbHOE
HAaWMEHOBAaHUE CTPYKTYPHOTO MOAPA3ACICHUS U OpraHu3auy (€Cciu JOKYMEHT o(opmIieH
He Ha OJIaHKe);

2) AMYHYIO MOANUCH U pacliM(PPOBKY NOANUCH (MHULMAT UMEHU U (PaMUIIHS).

JIOKyMEHT MOANHUCHIBAETCS CBETOCTOMKMMU YepHuiIaMu. He nomyckaeTcs nmoanucanue
MOJIMHHUKA IOKYMEHTa IIPOCTaBICHUEM (paKcCUMUIIE.

[IpaBo moamnucu AOKYMEHTOB OPraHMU3AllMU OIPEIAECNSETCS B COOTBETCTBHUM C
3aKoHOAaTeNhCTBOM Pecnybnuku KazaxcraH, yupeuTeTbHbIMUA IOKYMEHTaMU OpTraHU3allki,
pacnopsiAUTENIbHBIMU JIOKYMEHTAaMH PYKOBOJUTENSI OpPraHu3allud O JIeJIETUPOBAHUU
MOJTHOMOYMM WJIM JIOBEPEHHOCTSMHU Ha BBINIOJHEHUE OINPEACIICHHBIX TEUCTBUN OT MMEHHU
OpraHu3aIUU.

DJIEKTPOHHBIN JIOKYMEHT YJIOCTOBEPSIETCS JICKTPOHHOU IMU(POBOM MOANHUCHIO JINIIA,
00J1a1at0111er0 OJITHOMOYHSAMH Ha TOANMKUCAaHUE JAHHOTO JOKYMEHTA.

Otnyck 1oKyMeHTa (IMchMa) MOJICKUT noAnucannio. He qomyckaercs 3aMeHa oTmycka
TOKyMeHTa (MmuchMa) Komue gokyMmeHTa. [lpu moamucaHuu JOKyMeHTa JBYMs U OoJjee
JUIIAMHA PAaBHBIX JIOJDKHOCTEH HMX TOAIMCH PAcCIojlaratoTcs B ad(aBUTHOM IOPSIKE
opHUIIHATIbHBIX HAUMEHOBAaHUN OPTraHU3alMi WM CTPYKTYPHBIX MMOJIpa3IeICHUM.

[Ipu moanmucanuu JOKYMEHTa HECKOJbKUMHU JOJHDKHOCTHBIMM JIMIIAMH UX MOANUCH
pacriojlaratoTcsl OJiHa IOJ] JPYyTOM B COOTBETCTBUHU C YOBIBaHHWEM CIy)XKCOHON HepapXuu
JOJKHOCTEH.

B mokyMeHTe, COCTaBIICHHOM KOMHUCCHUEH, YKa3bIBAIOTCS HE HAMMEHOBAHHUS JTOJKHOCTEHN
JIUII, TOAMUCHIBABIINX JOKYMEHT, a UX 00SI3aHHOCTH B COCTaBE KOMHCCHH.

JIoKyMEeHTBI KOJUIETHAJIBbHBIX OPraHOB OpraHu3aiuu (KOJUIETHI, COBETOB, MaCIMXaTOB,
MpaBJICHUH) TMOJMUCHIBAIOTCS TMpeENceaaTesieM U ceKkpeTapeM (TpeacenaTebCTBYIOMNM U
JIUIIOM, TIPOBOJUBIIUM 3amuch). IIpoToKonbl ammapaTHBIX (ONMEpaTHBHBIX) COBEIIAHUMN
OpraHu3alii U €€ CTPYKTYPHBIX MOJIPa3AeICHUN MOMUCHIBAIOTCS MPEICcCeaaTEIbCTBYIONIUM
JIALIOM.

Ecnu 1omKHOCTHOE JIUIIO, TOANKUCH KOTOPOTO 3aroTOBJICHA HA MPOEKTE JOKYMEHTA,
OTCYTCTBYET, TO JOKYMEHT MOJJICKHUT MepeoOpPMICHHUIO HA JIMIO0, UCIOJHSIONIEE €ro
o0s3anHOCTH. He nmomyckaercs moamucaHwe JOKyMEHTa ¢ mpejigorom "
MPOCTABJIEHUEM KOCOW YEPTHI IIepe]l HAMMEHOBAHUEM JOJKHOCTH.

3a"  win

32. CormacoBaHue poeKTa JOKyMeHTa 0(hOopMIISIETCS] BU30M Ha TOKYMEHTE (BHYTpPEHHEE
COrJIaCOBAHUE) WIM TpUPOM COIJIacCOBaHMS (BHEIIHEE COIIACOBAHME WUIIM COTJIACOBAHUE C
KOHCYJIbTATUBHO-COBEIIATEILHBIMU U OOIIECTBEHHBIMM OpTraHaMH opraHu3amnuu). [ns
AJIIEKTPOHHOTO JJOKYMEHTA COTJIACOBAHUE MPOUCXOAUT MOCPEACTBOM JIEKTPOHHOU U(PPOBOI
MOITHUCH.



IIpy BHYTpPEHHEM COTJIACOBAHUU JOKYMEHTHI BU3UPYIOTCA HCIOJHUTEIEM (
OTBETCTBEHHBIM HCIIOJHUTENIEM), PYKOBOJUTEIEM €ro NoApa3JelieHus, APYTUMHU
3aMHTEPECOBAHHBIMU JIOJDKHOCTHBIMH JIMIAMU, 3aMECTUTENIEM PYKOBOIUTENSI OpraHU3alNH
COTJIaCHO pacipeiesICHUI0 00s13aHHOCTEN.

Bu3bl MpoCTaBASIOTCA Ha 3K3EMILISIpax JOKYMEHTOB Ha OyMa)XHOM HOCHUTEIE,
OCTAIOUIMXCSI B OpraHU3alMd, Ha JIMIEBOM CTOpOHE HMXKEe mnoanucu. I[IpoexTsl
pacrnopsAuTENbHBIX JOKYMEHTOB BHU3HMPYIOTCS Ha IEpBOM HK3eMIuiipe. Jlomyckaercs
BU3UPOBAHME NTPOEKTOB PACHOPSAUTEIbHBIX TOKYMEHTOB Ha 00OPOTHON CTOPOHE MOCIIEIHETO
JUCTA.

Bu3a Bkitouaer B ce0si MOANUCH BUHPYIOIIETO, ATy, paciin(poBKy MOAMUCH (MHULIUAI
MMEHHU, (aMUINI0), HAMMEHOBAHHUE JOKHOCTH BU3UPYIOLIEr0. 3aMeuaHus, 0CoOble MHEHUS
U JIOTIOJTHEHUS K MPOEKTY TOKyMEHTa O(pOPMIIAIOTCS Ha OTIEIBHOM JIUCTE, O YEM B MPOEKTE
JOKYMEHTa CTaBUTCSI COOTBETCTBYIOIIAsE OTMETKA.

BhemiHee cornacoBaHue JOKyMEHTa O(QOPMIISIETCS CTPOUYHBIMH OyKBamMu rpuom
COTJIACOBaHMUsI, KOTOPBIM pacrojiaraercsi B JE€BOM HHUIXKHEM YTy TMOCIEIHEro JIMCTa
JTOKyMeHTa U coctoutT u3 cioBa "CornacoBano", ("CornacoBaHn"), a Tak)k€ HaMUMEHOBAHUS
JNOJDKHOCTH JIMIA, C KOTOPBIM COTJIACOBBIBAETCA JOKYMEHT (BKJIFOYas HAaWMMEHOBAaHHE
OpraHu3alm), JUYHON MOANKUCH U €€ paciuupoBKHU (MHUIMAT UMEHU U (pamMuius), 1aTbl
COIJIaCOBaHMS.

[Ipu cormacoBaHuM AOKyMEHTa AByMs M OoJjiee JUIaMU PABHBIX JOJKHOCTEH TpUdbI
COTJIACOBAHMSI PACIOJIaralOTCsA HAa OJHOM YPOBHE B ajl()aBUTHOM MOPSAIKE OPHUIIMATHHBIX
HauMEHOBaHUM opranu3aiuil. [Ipu cormacoBanuu 10KyMeHTa HECKOJIbKUMU JOJIKHOCTHBIMU
JUUAMU TpU(]BI COrIacoBaHUs PACHOJIAralOTCsl B COOTBETCTBUU C YOBIBAHUEM CIIyKEOHOM
HEpPAPXUHU TOJDKHOCTEM.

Ecnu cornacoBaHue OCyIIECTBIIAECTCS MTUCEMOM, TPOTOKOJIOM WM APYTHM JOKYMEHTOM,
TO B rpude cOoriiacoBaHUsl YKa3bIBalOTCA BHJ JOKYMEHTa B TBOPHUTEIBHOM MaJeke,
HAaMMEHOBaHUE OPTraHU3AlMK B POAUTEIILHOM MaJexKe, JaTa 1 HoMep (MHAEKC) TOKYMEHTA.

BHemnee corimacoBaHue JOKYMEHTa ¢ HECKOJBKMMHU OpraHU3alusAMH OQOpMIIseTCs
JIUCTOM COTJIacOBaHUs 1Mo (OpMe COTJIaCHO MPUIIOKEHHIO 5 K HacToamuM [IpaBunam.

CornacoBaHue MPOEKTa JOKYMEHTa B AJEKTPOHHOM (popmate ocymiectBisiercss B COJ]
160 1o kaHajzam uHpopManoHHbIX cucteM (ganee — MC).

[Ipu nanuuum B opranuszauuu C3J] coriacoBaHue NPOEKTOB JTOKYMEHTOB
OCYILECTBIIIETCSI B aBTOMaTU3UPOBAHHOM DPEXHMME ITOCPEACTBOM HAIIPABICHUSI IIPOECKTOB
JOKYMEHTOB JIMIaM, HA3HAYEHHbIM B Kau€CTBE COTJIACYIOIIUX, U OPOPMIICHUS PE3YIbTATOB
cornacoBanms B CO/I.

[Tocne 3aBepiieHus MpoLeaypbl coriacoBaHus (MPU CO3/IaHUM MOAJIMHHUKA JTOKYMEHTA
Ha OyMa)>XHOM HOCHTEJIE) JIUCT CorlacoBaHMs pacnedarbiBaerca u3 CO/I, mpuknaasiBaeTcs K
NPOEKTY AOKYMEHTa U MPEJICTABISIETCS HAa MOJANKUCH PYKOBOJMTENIO OpraHu3anuu (MHOMY
YIIOJTHOMOYEHHOMY JIUILY ).



CornacoBaHve BHYTPEHHHMX JOKYMEHTOB, CO3JIaHHE, XpPAHEHUE M HCIIOJb30BAaHHE
KOTOPBIX OCyIecTBIA0TCS nocpeactsom COJI, mpoBoautcst B CO/l B 37IEKTPOHHOM BUJE.

[Ipu cormacoBaHWU MPOEKTOB BHYTPEHHHUX JOKYMEHTOB, CO3/JaHHBIX Ha OyMaXHOM
HOCHTEJIE, BU3bI TPOCTABIIAIOTCS HEMOCPEJACTBEHHO Ha mpoekTe qokymeHTa — UC.

Cuocka. [Tynkr 32 — B penakunu noctanosienus [IpasurenscrBa PK ot 31.08.2022 Ne
630 (BBOAUTCS B JCUCTBUE MO UCTEUCHUH JACCATH KaJICHAAPHBIX THEH MOCTE JTHS €T0 MEPBOTO
o(pUIMATBHOTO OITyOJINKOBAHUS).

33. I'pud yTBEpxk ACHUS TOKYMEHTa PacloyiaraeTcs B MpaBOM BEPXHEM YTy MEPBOroO
JIUCTA TOKYMEHTa U 0pOpMIISIETCSL CTPOUYHBIMU OyKBamHu.

[Ipu yTBEepKAEHUM JOKYMEHTa KOHKPETHBIM JOKHOCTHBIM JIMLIOM I'pU(] yTBEPKACHUS
COCTOUT M3 CJIEAYIOIIMX 3JIEMEHTOB: CJI0BO "YTBepxkaaro'", HAaMMEHOBAaHHUE JOJLKHOCTH,
MOJIMUCH, pacIIM(PPOBKA MOJIMUCH U aTa YTBEPKICHHUS.

[Ipu yTBepx aeHUU TOKYMEHTa ABYMS U OoJjiee JHUI[aMU PAaBHBIX JOJDKHOCTEH Trpubl
YTBEPKACHUS PACIOJIAraloTcsl Ha OJHOM YPOBHE B al(aBUTHOM IMOPSAKE HAaMMEHOBaHUM
OpTraHU3AIUN.

[Ipu yTBEpKJI€HUH TOKYMEHTA IMOCTAHOBJIEHUEM, PELIEHUEM, TPUKA30M, IIPOTOKOIOM
rpud yTBepKAeHHUS cocTOWT 3 cioBa "YTBepxkaeH" ("YTBepxkaena", "YrtBepxueno", "
VYTBepxaeHbl"), BUa paCOpAIUTEILHOTO JOKYMEHTA B TBOPUTEILHOM MAaJIEKE, €ro AaThl U
HOMEDA.

CHocka. ITynkr 33 — B penakuuu nnoctanosiienus IIpasurensctBa PK ot 31.08.2022 Ne
630 (BBOIUTCS B ICMCTBUE 110 UCTEUCHUH JIECSITH KaJICHIapHBIX IHEH MOciie JHS €ro NepBoro
0(HUIIUATIBHOTO OITyOIMKOBAHUS).

34. Pe3omronus pacmonaraercsi B BEpXHEM YaCTH NEPBOrO JIMCTA JOKYMEHTAa Ha
CBOOOJTHOM OT TeKCTa MecTe. B cocTaB pe3oonuu BXoaaT HHUIMA(bI) UMEHU U hamuus(u
) UCIOJHUTENS (MCHOJMHUTENEHN), CoAepKaHue MopyyeHus (MopydeHuil), CpOK UCIOIHEHMUS,
MOJIKCH aBTOPA PE30JIIOLMH U J1aTa.

Jlomyckaetcst opopmiieHre pe30I0LUH Ha OTACIbHOM OslaHke ((PUIIKE) C yKa3aHUEM MO
MOANUCHIO JIMLA, HAJIOXKUBIIETO PE3O0JIIOLUI0, BXOISLIErO0 PETHCTPALMOHHOIO HOMepa (
WHJEKCA), TAaThl MOCTYIJICHUS U OTMETKH O PEKBU3UTAX JOKYMEHTA, K KOTOPOMY OTHOCHUTCS
pe3ontonus (aBTOp, UCXOIAIIMNA HOMEp U J1aTta ToKyMeHTa). [lopyuenust B BUsie pe30IoLuid,
HaIpaBJisieMble B IPYTUe OpraHU3allii, perucTpupyrorcs ciyxooit JIOY.

Ha pgoxyMmeHTax, He TpeOYyOUIMX OMOJTHUTEIbHBIX YKa3aHUU MpPEeANUCHIBAEMBbIX
JNEUCTBUIM M MMEIOIIUX YCTAHOBIICHHBIE CPOKH HCIIOJHEHHUS, B PE30JIIOLUU YKa3bIBAIOTCS
MCIIOJIHUTENb, TIOJINKUCH aBTOPa PE30JII0LNH, JaTa.

B cnyyasx, korjga mopy4yeHue JaeTcs IByM M Oojiee JuIaM, OCHOBHBIM HCIOJHUTEIEM
ABJISICTCS JIMLO, YKa3aHHOE B MOPYYEHUHU IEPBBIM, €CIM MHOE HE YCTAHOBJIEHO B CaMOM
PE30IIOLHUN.



35. OTmeTka 0 KOHTpPOJIE 3a MCIOJHEHUEM JOKyMEHTa 0003HA4aeTCsl CIIOBAMU WIIU
mramnamu "bakpinay", "bakputayFa anblHAB" U MPOCTABISAETCS B BEPXHEH JIEBOM YacCTH
MIEPBOrO JIUCTA IOKYMEHTA 3a MpeeraMu TEKCTOBOTO MOJIS.

36. Jlns 3aBepeHHs] COOTBETCTBHS KOMUU JIOKYMEHTA MOJJIMHHUKY HUXKE peKBU3UTA "
[Monmuce" mnpocTaBisitoTcs 3aBepuTenbHas Haanuch "Komus BepHa" (0e3 KaBblUEK),
HAaMMEHOBAHHUE JIOJKHOCTH JIMIIA, 3aBEPUBILIETO KOMHUIO, JTUYHAS MOAMUCH, paciindpoBKa
noAnucu (MHUIMAT UMEHU U (PaMuUivs) MOAMUCABIIET0, OTTUCK NeYaTH OpraHu3aiuu (Ipu
HaJIM4uu), 1aTa 3aBEPEHHUSL.

37. byMaxkHasi Komusi 3JIEKTPOHHOT'O JTOKYMEHTa 3aBepsETCS ¢ yKa3aHWEM Ha TO, YTO
HUCXOJHBIM JIOKYMEHTOM SIBJISIETCS DJICKTPOHHBIM JIOKYMEHT M TOJYYEH MOJO0KUTEIbHbBIN
pe3yabTaT NpoIeayphl IPOBEPKU EKTPOHHON UPPOBOM MOIMUCH JIUIIA, YIOCTOBEPUBIIIETO
AIEKTPOHHBIA AOKYMEHT. JlJisl 3aBepeHUs] KOMUU JIEKTPOHHOIO JOKYMEHTa Ha OyMaxHOM
HOCUTEJNE U HaHEeCeHUs MHGOpPMALUU O Pe3yJbTaTe MPOBEPKH AJIEKTPOHHOU HUDPOBOI
MOAMMUCU UCIOIB3YETCs IITaMN (TPeyroyibHOW Qopmbl) ¢ TEKCTOM "* * * DeKTpOHIBIK
KYKaTThIH KellipMeci ayphic." (ompeesneH MOJIOKUTENIbHBIN pe3ysibTaT MpPOLEayph
MIPOBEPKHU ICKTPOHHOU 1TU(PPOBOI MOANKUCH) U YKa3aHUEM TOJICH sl KOJMYECTBA JIMCTOB U
MOAMMCH 3aBEPSAIOIIETO JULA.

38. DyieKTpOHHAs KOMHUS TOKYMEHTA 3aBEPSAETCA:

1) ucnoysiHUTENIEM — B CITydae BIOKCHUS JOMOJTHUTEIBHBIX TOKYMEHTOB Ha OYMakKHOM
HOCHTEJIE TP CO3/IaHUU MTPOEKTA IJIEKTPOHHOTO TOKYMEHTA;

2) COTPYIHUKOM TIOJIpa3ICTCHUS TOKYMEHTAIIMOHHOTO 00ECTICUCHHS TOCYAapCTBEHHOTO
opraHa — IpH perucTpaluu JOKyMEHTa, MOCTYMUBIIEr0 TOJILKO Ha OYMakHOM HOCHTEIIE.

[TorHOMOUMSIMU HA 3aBEpEeHUE OYMaKHOUM KOMUU JIEKTPOHHOTO JOKYMEHTA, CO3J1aHHOTO
nocpencteom COJI, oOnamarT COTPYAHUKH TOAPA3AEICHUS JOKYMEHTAI[MOHHOTO
obecrieueHust ToCyJapCTBEHHOTO OpraHa U onepaTopa MOYThI.

BymakHast Konusi 3JIEKTPOHHOTO JOKYMEHTA COACPIKUT:

1) TekCcT JOKYMEHTa;

2) oOs3arenpHyl0 OTMETKY "Komus 3JIeKTpOHHOTO JOKyMEHTAa" C OTpakeHHUEeM
pe3yiabTaTOB TMPOLEAYpPbl TPOBEPKH DICKTPOHHON mudpoBON moANMUCU JHIA,
YJOCTOBEPUBIIETO JIEKTPOHHBINA JOKYMEHT;

3) HauMeHoBaHKE HH(DOPMAITMOHHON CUCTEMBI, U3 KOTOPOU OH TMOJIyYEeH;

4) naty co3ianusi OyMa>kHOU KOTIUU;

5) mraMm ¢ TekcToM "* * * DIIeKTpOHIBIK KY)KAaTTBhIH KelrpmMeci aypoic.” (omnpeneneH
MOJIOKUTEIBHBIM PE3yJbTAaT MPONEAYyPhl MPOBEPKU SIESKTPOHHOU HUGPOBONU MOAMUCH),
KOJIMYECTBO JIUCTOB U MOIUCH 3aBEPUTEIIS.

39. OtmeTka 00 HCIOJHUTENE JOKYMEHTA BKJIIOYAET COKpalieHHoe cioBo "Hcm.",
WHUIIAATT UMEHU ¥ (paMUINIO UCTIOJIHUTENS JOKYMEHTa, HOMEp ero TeinedoHa, B TOM YuCIe
BHYTPEHHETO, aJIpeca JIEKTPOHHOMN MOUTHI (MPY HAJTUYKMK) U PACIIOJIaraeTCsl Ha JIUIIEBOM WIIN
000pOTHOM CTOPOHE MOCJIEAHETO JUCTA JOKYMEHTA B JICBOM HIKHEM YTIIY.



40. OTmMeTKa 00 UCTIOTHEHUHU TOKYMEHTA M HAMPaBJICHUU €T0 B JIENIO BKIIOYAET CCHUIKY
Ha HOMEp U JIaTy JOKYMEHTA, CBUICTEIHLCTBYIOIIYIO 00 UCIOTHEHUU (IPU OTCYTCTBUM TaKOTO
JIOKyMEHTa — KpaTKue CBEJCHHS 00 MCIIOJIHEHHH), ciioBa "B nmeno", HoMep nena, B KOTOpOM
OyJleT XpaHUTHCS IOKYMEHT.

OTMeTka 00 UCIOTHEHUU OKYMEHTA M HAMNpaBICHUHU €ro B JEJO MPOCTAaBISIETCS Ha
HUKHEM TI0JIe JIMIIEBOM CTOPOHBI MEPBOTO JIUCTA JOKYMEHTA, KOTOPBIM IMOJMUCHIBACTCS
WCIIOJTHUTEIIEM C YKa3aHUEM JIaThl HAMPABIICHUS B JIEJO0.

41. Unentudukaropom 3JIEKTPOHHONW KOMUU TOKYMEHTa Ha OyMa)KHOM HOCHTEIE
SABJISCTCA OTMETKAa (KOJIOHTUTYJ), COJepKalas Ha3BaHUE M BEPCHUI0 MPOTPAMMHOTO
obOecrieueHusi, MPU MOMOLIM KOTOPOTO CO3AaH JTOKYMEHT, MpPOCTaBiiseMasl Ha JIUIIEBOU
CTOpPOHE Ka)I0r0 JIUCTA JTOKYMEHTA.

42. OTMeTKa 0 MOCTYIUIEHUH JOKYMEHTa B OpPraHU3alMIi0 MPOCTABISETCS B MPaBOM
HUKHEM YTITY JIMIIEBOI CTOPOHBI IEPBOTO JIUCTA JOKYMEHTA U COACPKUT MOPSAIKOBBIA HOMED
BXOJSIIETO JOKYMEHTA U 1aTy MOCTYIUIeHUs (ITpU HEOOXOJUMOCTH — Yachl U MUHYTHI).

43. DNeKTPOHHBIN TOKYMEHT COCTOUT U3 JBYX YaCTEH: CoJlepKaTeIbHON U PEKBU3UTHOM.

CopnepxaTenbHasi 4aCTh 3JIEKTPOHHOTO JIOKYMEHTA COCTOUT U3 OJTHOTO WJIM HECKOJIbKUX
¢aiinoB B cienyronmx Gopmarax:

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

2) RTF, DOCX - TexcToBbIil opMmar;

3) XLS, XLSX - tabnuunblii popmar;

4) PPT, PPTX - npe3eHrtanuu;

5) RAR, ZIP - apxuBupoBaHHbIi popmar.

ConepxarenbHasi yacThb MpoekToB akToB [Ipesunenta PecnyOnuku Kazaxcran B CO/]
dhopmupyetcs Tosbko B hopmare PDF.

ConeprkaTenbHasi 4aCTh AJIEKTPOHHOTO JOKYMEHTA UMEET CIEAYIOIIUE PEKBU3UTHI:
1) opurmanbHOE HAMMEHOBAHHUE OPTAHU3AIIUN OTIIPABUTEIIS;
2) crnpaBoYHbIe JaHHBIe 00 opraHuzanuu (ropuauyeckuit aapec, Tenedon, dakc,
AIEKTPOHHBIN aApec OpraHu3auu (Ipu HAIUYNHN));
3) HauMeHOBaHUE BHUJIa JJOKYMEHTA;
4) CChUIKY Ha PETUCTPALMOHHBINA HOMEP U ATy BXOJSIIETO IOKYMEHTA;
5) MecTo cocTaBlieHUs WU U3JaHUsl JOKYMEHTA,
6) agpecar;
7) rpud yTBEepKACHUS TOKyMEHTA (MPU HATUYUHN);
8) 3aroJI0BOK K TEKCTY (TIPU HAJIMYHH);
9) TEKCT NOKYMEHTA;

10) otmeTky 00 ucrmonmHutene (dhamunus v TeledOH HUCIOIHUTENS) (B OopraHax
HalMOHAIBHOUW Oe3omacHocTy PecryOnmku Kazaxcran yka3sIBalOTCS WHHUIHAIBI U TelehOoH
UCITOTHUTES );

11) snexTpoHHYI0 HUPPOBYIO MOAMTUCE.



PexBu3uTHAs 4acTh AMEKTPOHHOTO IOKYMEHTa (POPMUPYETCS TOCPEICTBOM COCTABICHUS
ANEKTPOHHOM PErucTpalMOHHON KOHTposibHOU Kaprouku (nanee — DPKK), B koropoii
UCITOJIB3YIOTCS CIENYIOIINE PEKBU3UTHI:

1) HauMeHOBaHKE BUA JOKYMEHTA;

2) perucTpalOHHbIA HOMEP JOKYMEHTA;

3) uHJEKC HOMEHKJIATYPHhI JIET;

4) Ha3BaHUE U BEPCHUsS MPOrPAMMHOIO OOECIEYEHHUs, IPH MOMOIIHA KOTOPOTO CO3AaH
JTOKYMEHT;

5) anexkTpoHHas uudpoBas MOANKCH;

6) xapakTep BOIpOcCa;

7) KOIMYECTBO JIUCTOB OCHOBHOTO JOKYMEHTA U MPUIOKEHUMH;

8) HaMMEHOBaHUE TrOCYJapCTBEHHOI0 opraHa-aapecara (B KoMmutere HallMOHAIBHOM
6e3zonacHoctu Pecnybnuku Kazaxcran HamMeHOBaHMS TOAPA3CICHUN yKa3bIBAIOTCS B
COOTBETCTBHHM C KOJIAMH, 33 UCKIIFOUEHHEM TEPPUTOPUATIBHBIX OPraHOB);

9) HauMeHOBaHue JOJKHOCTH ajpecara (IIpu HAIUYUH);

10) bamunus agpecata (Ipy HATUYKHN);

11) damunus ucnosuutens (B opraHax HallMOHalbHOU Oe3omnacHocTH PecnyOnuku
KazaxcraH yka3bIBalOTCS MHUITUAJIBI UCTIOTHUTEIIS);

12) Homep TenedoHa UCTIOTHUTEIS,

13) oTmMeTKa 0 KOHTPOJIE;

14) ormeTKa 00 UCTIOJIHEHUH TOKYMEHTA M HAMPABIICHUH €T0 B JIENO;

15) ormMeTka O HaJIWMYUU WJIM OTCYTCTBUU MOJJIMHHUKA OYMa)KHOTO JTOKYMEHTA,
OyMaKHOUM KOIIUU 3JIEKTPOHHOT'O JTOKYMEHTA.
Hcnonb30BaHUE NOMOJHUTENIBHBIX PEKBU3UTOB OMPEAEIAETCS B 3aBUCUMOCTH OT BUJA
JIOKYMEHTa B COOTBETCTBUU ¢ HacTosmumu [IpaBunamu.

Caocka. [Iynkr 43 ¢ n3MeHeHUsIMU, BHECEHHBIMU NOocTaHoBIIeHUEM [IpaBurenscTtBa PK
ot 30.11.2020 Ne 809.

44. TIpn oOMeHe 3IEKTPOHHBIMU JOKYMEHTAMU MEXIY OpPraHHU3alUsSMU IMepeYeHb
00s13aTeIbHBIX PEKBU3UTOB U MOPSAIOK UCIOJIB30BAHUS SJIEKTPOHHON HHU(PPOBOM MOAMTUCH
AJEKTPOHHOTO JOKYMEHTa YCTAaHABIMBAIOTCA NHUCbMEHHBIMU (OpPMaMH CHIEJIOK B
cooTBeTcTBUM ¢ ['pakmanckum kojekcom PecnyOnuku Kazaxcran, coOmtoneHreM HOPM
3akona PecnyOnuku Kazaxctan "OO 371€KTpOHHOM JAOKYMEHTE U DJIEKTPOHHOM LHU(PPOBOU
noanucu", Hacrosmumu [IpaBunamu.

Cuocka. ITynkr 44 — B penakuuu noctanosieHus [Ipasurenscrea PK ot 31.08.2022 Ne
630 (BBOIUTCS B JCUCTBUE MO UCTEUCHUH JACCATH KaJICHAAPHBIX JTHEH MOCe JTHS €0 MEePBOTO
0o(pHUIIUATIEHOTO OITyOIMKOBAHUS).

45. DneKTpoHHbIE JOKYMEHThI Ha XpaHEHHE MEePENatoTCs COTJIACHO rOCY1apCTBEHHOMY
crannapty CT PK "Vnopasnenuwe noxkymeHtauuei. ®dopmar ¢ailioB 3IEKTPOHHBIX
JOKYMEHTOB JUIsl 1oArocpoyHoro xpanenus. Yacte 1. Mcnons3oBanue PDF 1.4 (PDF/A-1)".



ITaparpa¢ 3. IloaroToBka u opopMiIeHHE NIPAKA30B

46. [Ipukazamu opOpMIISIIOTCS pELIEHUSI TPABOBOT'0 XapaKTepa, a TAKKE MO ONEPATUBHBIM
, OpPraHu3alMOHHBIM, KaJpOBBIM M JPYyIUM BONpPOCaM AEATEIbHOCTH OpPraHU3alUH IO
dhopmaM coryiacHO MpuitokeHusM 6-7 Kk HactosmuM [IpaBuam.

PexBuzutamu npukasa siBISIOTCSA:

1) uzobpaxkenue ['ocymapctBennoro I'epba PecnyOnuku Kazaxctan wiau 3mMOIeMBl,
JIOrOTUIIA, TOBAPHOI'O 3HAKa (3HaKa OOCIYKHMBaHUS) C YYETOM TpeOOBaHUI MyHKTOB 16, 17
HacTosuux [IpaBu;

2) opuunasbHOE HAMMEHOBAHUE OPraHU3alUN;

3) HauMeHOBaHME BHUJIa IOKYMEHTA;

4) nara npukasa;

5) perucTpalmoHHbI HOMEP IPUKa3a;

6) MecTo U3JaHus IPUKa3a;

7) 3aroJIOBOK K TEKCTY;

8) TeKkcT;

9) moanuce;

10) oTMeTKa O COrJIacOBaHUM MPUKA3a;

11) oTTHCK TeyaTH OpraHW3alMu, €CIU JaHHas OpraHu3alMs B COOTBETCTBUHU C
3aKoHoAaTeNnbCTBOM PecniyOnuku KazaxcTaH qoJKHA UMETh NE€YaTh.

[IpoeKThl MPUKA30B TOTOBIT U BHOCST CTPYKTYpHBIE MOJApAa3/eICHUsI Ha OCHOBaHUU
MOPYUYECHHUN PYKOBOJUTENSI OpraHU3aluu, €ro 3aMEeCTUTENS TM00 B MHUIIMATUBHOM TOPSIAKE.
[IpoexThl mpHUKa30B MO KaJPOBBIM BOMPOCAM T'OTOBUT KaJpoBas CIyk0a B COOTBETCTBHUU C
TPYJIOBBIM 3aKOoHOAaTebcTBOM PecnyOnuku Kazaxcras.

[IpoexThl MPUKA30B W NPUIOKEHUS K HUM BU3UPYIOTCS UCHOJHUTEINEM MU €ro
HEMOCPEACTBEHHBIMU W KYPUPYIOIIUMU PYKOBOJMUTEISIMH, a TaKXe PYKOBOAUTEISIMU
CTPYKTYPHBIX MOAPA3AEIEHUN, KOTOPHIM B MPOEKTE MPHUKa3a MPEeAyCMaTPUBAIOTCS 3aaHUs U
MOPYUYCHHUSI, KOMIIETCHIINIO KOTOPBIX 3aTParuBat0T BOMPOCHI, YKa3aHHBIE B IPOCKTE.

Bo3paxeHus 1o nNpoekTy mpuka3a, BOSHUKAIOIIUE MPU COIVIAaCOBAHUM, M3JIaraloTcs B
cCIpaBKe, KOTOpasl mpuijaraercs K npoekTy. Eciaum B mpolecce corinacoBaHMsi B MPOEKT
MpUKa3a BHOCATCS W3MEHCHHMs MPUHIMIHAIHLHOTO XapakKTepa, TO OH JopadaThiBaeTCi U
IPOXOAUT NOBTOPHOE COTIACOBAHUE.

[Ipukasel rocyAapCTBEHHBIX OPTAaHOB Pa3padaThHIBAIOTCSA U MPUHUMAIOTCS Ha Ka3aXCKOM
A3bIKe, MPU HEOOXOIUMOCTH, UX pa3pabOTKa MOXKET BECTUCh Ha PYCCKOM SI3BIKE C
oOecrieyeHHEM MO BO3MOXHOCTH N€pPEBOJAa Ha Jpyrue s3blKU. JIMCTBI TpPUKa30B U
MPUJIOKEHUN K HUM HyMEPYIOTCSI CKBO3HOM HyMEpPalMEN B BEPXHEN YaCTH KaXXA0r'0 JIMCTA 110
LHEHTPY.

IIpuka3sl HyMEpYIOTCS MOPAAKOBOM HyMEpaluen B Mpeaenax KaJleHIapHOro roja.
[Ipuka3el 10 OCHOBHOW AESATEIBHOCTH, JINYHOMY COCTAaBY PETMCTPUPYIOTCA OTAEIBHO B



COOTBETCTBYIOIIUX >KypHanax (06azax maHHbIX). K mopsaxkoBoMy HOMEpy MpuKasa IO
JUYHOMY COCTaBy uepe3 aeduc qobapistorcs aurepsl /¢ umum "k".

Komuu mpuka3oB wiM X pa3MHOKEHHBIE dK3EMIUISPHI 3aBEPSIIOTCS Medarhio (Tpu
HAJIMYMH) C YKa3aHUEM JaThl 3aBEPCHMS W HAIPABISIOTCSA ajpecaTaM B COOTBETCTBHUH C
yKazaTeJieM PacChUIKH, KOTOPBIA COCTABIISICTCS M TIOMTUCHIBAETCS UCTIOIHUTEIIEM.

TekcT mpuka3za COCTOUT W3 JBYX YacCTeW: KOHCTAaTUpyloue (mpeamOynbl) H
pacnopsIANTENBHOM.

B koncrarupytomieii yactu (rnpeamOyiie) KpaTKo U3JIaraloTcs 1eilu U 3a1auu, HakTel U
COOBITHS, TOCTYKHMBIITHE OCHOBAaHWEM JIJIs W3JaHUs Npuka3za. Ecnu mpuka3 m3gaeTcs Ha
OCHOBAaHHH JIPYTOT0 JIOKYMEHTA, TO B KOHCTAaTUPYIOIIEH YacTH YKa3bIBAIOTCSI HANMEHOBAHUE
ATOTO JOKYMEHTAa B POJMUTEIIBHOM Majeke, ero aBTop, JaTa, HOMEp U 3arojioBok. Eciu
MpUKa3 MO KaJPOBBIM BOMPOCAM H3AACTCS 32 HAPYIICHHWE MCTIOJHUTEIbCKOW AUCITUTIITNHBI
NepcoHalia, TO B KOHCTaTUPYIOIIEH YacCTH YKa3bIBAIOTCA YETKO M3JI0KEHHOE COJECp:KaHHE
TUCITUTIIMHAPHOTO MPOCTYIKA, a TaK)Ke HOPMBI U TPEOOBAHUS aKTOB, KOTOPHIC SBIISIOTCS
OCHOBAaHMSIMHU ISl TIPUBJICUCHUS K OTBETCTBEHHOCTU. [Ipu cchUike Ha HOpPMATUBHBIN
MPaBOBOM aKT, 3aPETHUCTPUPOBAHHBIA B OpraHax OCTHIIMH, JOMOJTHUTEIHHO YKa3bIBaeTCS
HOMEp, TOJ KOTOPHIM OH 3aperuCTPUPOBAH B PEECTpPe TOCYIAPCTBEHHOW pErHuCTpaluu
HOPMATHBHBIX IIPABOBBIX aKTOB.

[IpeamOyna B mpoekTax mpukaszoB 3aBepimaercsa cioBoMm "[TPUKA3BIBAIO", kotopoe
MUIIETCs] TPOMUCHBIMU OyKBaMH, OJY>KHUPHBIM ipudToM. He gomyckaercs ero nepeHoc Ha
APYTYIO CTPOKY.

PacnopsnurenbHas 4acTh COAEPKUT MEPEUUCICHUE MPEINUCHIBAEMBIX JIEUCTBUN C
yKa3aHWEM HCTIOTHUTENS KaKIOTO MEHCTBHS M CPOKOB MCHONMHEHUS. [Ipn HeoObxogmmocTH
pacnopsAIMTeIbHAS YacTh IETTUTCS Ha MYHKTHI, TOAIMYHKTHI U a03aIlbl.

JleficTBUSL OTHOPOJHOTO XapaKTepa MOTYT OBITh MEPEUYMCICHBI B OJJHOM MYyHKTE. B
KaueCcTBE HWCIIOJHUTENEH YKa3bIBAIOTCS CTPYKTYpPHBIE MOJAPA3/ICIICHUS WU KOHKPETHBIC
JOOJKHOCTHBIE suia. CBeieHUsl O MOJpa3/IesIeHUH WM JTOJDKHOCTHOM JIMIE, Ha KOTOpOe
BO3JIAraeTCsl KOHTPOJIh 33 HMCIOJHEHHEM MpHKa3a, YKA3bIBAIOTCS B TOCJICIHEM ITyHKTE
pacnopsIuTeILHON YacTH.

OznakoMieHrne pabOTHUKOB ¢ TPUKa3aMU O KaJPOBBIM BOTIPOCAM yIOCTOBEPSETCS
NOANMKCHIO, (pamMuiInell U MHULNHATAMU PAaOOTHUKOB, MPOCTABIISIEMBIMU HUXKE PEKBU3HTA "
OTMETKA O COTJIACOBAaHUU JOKYMEHTA" MM HAa OOOPOTHOU CTOPOHE MPHUKA3a.

B cnyuae, ecnu npuka3z qomoSHAETCS TPUIOKEHUEM, TO BHOCUTCS TEKCT O JIOMOJIHEHUH
MpuKa3a IpuiIokeHueM. [Ipu cchllke Ha MPUIIOKEHUS YKa3bIBAIOTCS HOMEpa MPHIIOKEHUH,
MPUCBAMBAEMbIC B TMOPSJKE YIIOMHHAHUS MPUIOKEHUN B TEKCTE aKTa, 32 MCKIIOYCHHUEM
CIIy4yaeB, KOTJla K MpUKa3zy UMeeTcs OAHO mpuiiokeHue. Cchblika Ha MPUIIOKEHHE JO0JKHA
COOTBETCTBOBATh HA3BAHUIO CaMOT0 MPWIOKCHHUSA. PexkBU3UT "OoTMETKa O HaJIUYUU
NPUIOKEHUS K JOKYMEHTY'" Mociie TeKCTa MPUKa3a CaMOCTOSTENbHO HE 0(OPMIISETCS.



Ecnu mpukas, coctosuiuii U3 ogHoro jJucTa, opopMisieTcss Ha OIaHKe OpraHu3aliy, B
PEKBU3UTE "MOAMMCH" HE YKa3bIBAETCS IOJHOE HAWMMEHOBAaHWE JOJDKHOCTH JIMIA,
MOJANKCHIBAIOIIETO IOKYMEHT.

B coBMecTHBIX pHKa3ax yKa3bIBAIOTCS MOJHOE HAMMEHOBAHUE JIOJKHOCTEH, (haMuius u
MHULAAJIBl COBMECTHO MOAMUCHIBAIOIINX JIMII.

CHocka. ITynkr 46 — B penakuuu nnoctanosiienus IpasurensctBa PK ot 31.08.2022 Ne
630 (BBOAUTCA B IECTBHE 110 UCTEUEHHUH JIECATU KAJIEHJAPHBIX THEW MOCIE THS €ro MEPBOTo
Oo(HUIIUATIBHOTO OITyOIMKOBAHUS).

ITaparpad 4. ITopamok mOATOTOBKA B 0POpMIICHHS IIPOTOKOJIA

47. TIpoTOKON COCTaBISETCS HAa OCHOBAHWUM 3alUCEN, MPOU3BEICHHBIX BO BpeMs
COBeIllaHMs (3aceaHusi, COOpaHus), MPEJACTaBICHHBIX TE3UCOB JOKJIAI0B U BBICTYIUICHUH,
CIIPABOK, MPOEKTOB PEIICHUI W JPYTUX MAaTepUajoB Mo (GOpPME COTIIACHO MPHIIOKEHUIO 8 K
HacTosiiuM [IpaBunam.

[IpOTOKOJ, COCTaBICHHBIM BHYTPHU OpPraHU3alliM M HE BBIXOJSIIWN 3a €€ MpeAebl,
odopmisieTcst He Ha OaHKe.

PexBu3uTamMu mpoTOKOJIA SABIISFOTCS:

1) opurnmanbHOE HAUMEHOBAHKUE OPTaHU3AINH U (UITH) CTPYKTYPHOTO MOAPA3ICTICHUS;

2) HaMMEHOBAaHHE BHJIa JOKYMCHTA,

3) nara;

4) perucTpanoOHHbI HOMEpP MPOTOKOJIA;

5) MecTo u3AaHus MPOTOKOJIA;

6) rpud yTBEepKACHUS (B HEKOTOPHIX CIIyYasx);

7) 3aroJ0BOK MPOTOKOJIA;

8) TeKcT;

9) moAMuChE.

[TpoTokomsl 0OPMIISIOTCS B TIOTHOM WM KpaTKou (opme.

TekcT moTHOro MPOTOKOJIAa COCTOUT M3 ABYX YACTEW: BBOJHOW U OCHOBHOMU.

B BBOJHOI WacTu moCie 3aroyioBKa MPOTOKOJA YKa3bIBAIOTCS: WHHUITMATBI UMEH U
dbamunuu npexacenarens (MpeaceaaTeIbCTBYIONIETO), CeKpeTaps 3aceaaHus (coOpaHus),
CITUCOK MPHUCYTCTBOBABIINX (€CITM KOJIMYECTBO MPUCYTCTBOBABIINX MpeBbIaeT 10 uemoBek,
CIUCOK IIPUCYTCTBOBABIINUX OPOPMIISIETCS B IPHIIOKEHUHU K TPOTOKOIY).

B npoToxone 3acenanusi KOHCYJbTaTUBHO-COBEIIATEILHOTO OpraHa MPUCYTCTBOBABIIIKE
YJICHBI TIEPEUUCIIAIOTCS TEPCOHANBHO MO (amuiusM B andaBuTHOM mnopsiake. [locie Hux
3aMUCHIBAIOTCS (aMHJIMK TPUTJIANICHHBIX C yKa3aHUEM HMX JOJDKHOCTH W HaMMEHOBAHUS
OpraHu3alluu.

BBo/iHast 9acTh 3aKaHUYMBACTCS TTOBECTKOM JHS (MIEPEYHEM pacCMaTPUBACMBIX BOIIPOCOB,
MEPEUYHCICHHBIX B MOPSIKE UX 3HAYMMOCTH) C YKa3aHUEM JIOKJIaurKa (MHUIHAI €r0 UMCHH,
(dbaMuus, JOMKHOCTH) MO KaKJIOMY IMYHKTY MOBECTKH AHs. Ka)blii BOIPOC mevaTaercs ¢



ab3aria, HyMepyertcs apabckoil nudpoit u ero HauMeHoBaHUE HaunHaeTcs ¢ mpemora "O" ("
06"). B cityuae odopmiieHuUsI MOBECTKU JTHS MPUIIOKEHUEM K TTPOTOKOJTY, B IPOTOKOJIE MEPe/T
TEKCTOM IPpOoU3BOUTCA 3anuch "[loBecTka qHs npunaraercs'.

OcHOBHasl YaCTh IPOTOKOJIA COCTOUT U3 PA3/ENOB, COOTBETCTBYIOIINX MyHKTAM IMOBECTKHU
nus. Kaxnaeiii pasgen cocrout w3 tpex uacteit: "CIIVIHAJIN", "BBICTYIIMJIN", "
ITOCTAHOBWJIN" ("PEILLIMJIN"), koTOphIe IMedaTtaroTcs OT JIEBOTO IOJs MPOMHCHBIMU
OyKBaMHU.

[IpunsaTOEe penieHne neyaTaeTcsi MOTHOCTHIO MPU HEOOXOIUMOCTH MPUBOSTCS UTOTH
rOJIOCOBAHMS.

Coneprxanne 0co00TO MHEHUSI, BRICKA3aHHOTO BO BpeMsi OOCYKJICHHUsI, 3aIChIBACTCS B
TEKCTE MPOTOKOJIA TIOCIE COOTBETCTBYIOIIETO MOCTAHOBJICHUS (peLIeHNs).

B paspene "CJIYIIAJIN" npuBoasSTCS WHHIMAT MMEHH M (QaMUIHUS JOKIIATUHKa,
OCHOBHOE€ COJEpKaHHUE JOKJIAJOB U BBICTYIUICHUM MOMEIIAETCS B TEKCTE MPOTOKOJA HIH
npuiiaraeTcss K HEMY, B TOCJEIHEM cliydyae B TekcTe odopmisieTcss cHocka "TekcT
BBICTYIUICHUS MpUJiaraercs'.

B paznene "CJIVIIAJIN" uznaraercd TEKCT BBICTYIUIEHHS. B Hayane TekcTa ¢ HOBOM
CTPOKH B UMEHUTEIHHOM MaJie’Ke YKa3bIBAIOTCS MHUILIUAT UMEHU U (DaMIIIUS BBICTYAIOIIETO.
3anuch BBICTYIUICHUSI OTACISIOT OT (haMuiIuu Tupe. BhICTyIieHne u3jaaraeTcs OT TPEThero
JUIA €AMHCTBEHHOTO YKciia. ECiiu 3anuch BBICTYIIIICHUS WM TEKCT J0KIIaaa opOPMIISIOTCS B
BUJI€ TIPUJIOKEHUS K MPOTOKONY, Mociie (aMUIUU YKa3bIBAIOTCA OTMETKH '"3amuch
BBICTYIUIEHUA npuiaraerca”, "TekcT noknaaa npuiaraercs’.

B pazgene "BBICTYIIMJIN" yka3biBatoTCSi HHUIMAIBI UMEH, (paMUJIUHU, COACPKaHHE
uHpopmanuu (JOKJaaa) BBICTYMAIOUIMX B TOW IOCIEIOBATEIBHOCTH, B KAaKOW OHU
MIPO3BYyYaju Ha 3aceJaHUU.

Bomnpochl k 10KJIaquuKy, BRICTYHAIOMIMM U UX OTBETHI MPOTOKOJUPYIOTCS IO MEPE UX
MOCTYIUICHHUS U 3alMCHIBAIOTCS B TOM K€ MOCIEI0BaTEILHOCTH, IpU 3TOM ciioBa "Bompoc", "
OtBeTr" HE MUIIYTCS, a YKa3bIBAIOTCS WHUIMAT UMEHU M (paMmius JIMIa, OT KOTOPOIo
MOCTYIUJIN BOIIPOC WJIM OTBET.

B paznene "TIOCTAHOBWJIN" ("PELLMJIN") oTpakatoT MpUHATOE pPEIICHUE IO
oOcyxaaeMoMy BoOIpocy. B DNOCTaHOBIAIOMIEN YAaCTU HMCHOJB3YIOTCSA TJIAroJjbl
HEOTpeeIeHHON (DOPMBI.

TekcT KpaTKoro MpoTOKOJIA COCTOUT U3 JBYX 4acCTEH: BBOJHOM U OCHOBHOM. Bo BBOIHOM
YacTH MOBECTKA JHS HE YKa3bIBACTCA.

OcHOBHas 4acTh KpaTKOrO MPOTOKOJIa BKJIIOYAET HAMMEHOBAHUS paccMaTPHUBAEMbIX
BOIIPOCOB U MIPUHSATHIE TTO0 HUM PEIICHUS.

HaumenoBaHnue Bompoca HyMepyeTcss W HauumHaercs ¢ mpemiora "O" ("O6"),
BBIPABHUBAETCS 110 LIEHTPY CTPOKM M NOAYEPKMUBACTCS OJHOM YEPTOM HWKE MOCIEAHEU
ctpoku. [lox uepToil yka3pIBalOTCA (PaMUIUU NOHKHOCTHBIX JIMI[, BBICTYHNUBIIHUX TPHU
00CY>X/I€HHH JJAaHHOTO BONPOCA. 3aT€M YKa3bIBAETCS MPUHSTOE MO BOMPOCY PEIICHUE.



B 3aronoBok mpoTokosia BXOJAT YKa3aHWE BHUAA KOJUIETHAIbHOW NI€STEIbHOCTU U
Ha3BaHUE KOJUIETUAIBHOTO OpraHa B pPOJMTEIBHOM TMajexe (Hampumep: cobOpaHue
COTPYJHHKOB, 3aCE€JaHUE COBETA).

[IpoTokon nmoanuchiBaeTcs MpeaceaaTeseM U cekperapeM (MpeaceaaTesbCTBYIONINM U
JULOM, IPOBOJMBIIMM 3amuch). JlaToi mpoTokona sBisercs nara 3acenaHusd. Ecnum oHO
IPOJIOJIKAJIOCh HECKOJIBKO JHEW, TO Yepe3 THUPE YKAa3bIBAIOTCS AAThl Hayaja M OKOHYAHHS
3aceaHusl.

[IpoTokoIamM TPUCBANBAIOTCS MOPSIAKOBBIE HOMEpA B Mpeieiax AEIONMPOU3BOACTBEHHOTO
rojga OTIEJIbHO MO KaXKIOW TpymIe MPOTOKOJIOB — MPOTOKOJIBI COOpaHUM, 3acelaHuit
KOJUJIETH, IPOTOKOJIbI TEXHUYECKHUX, HAYUYHBIX U 3KCIIEPTHBIX COBETOB U Jpyrue. [I[poTokosl
COBMECTHBIX 3aC€JaHHil MMEIOT COCTABHBIE HOMEpA, BKIKOYAKOIIME MOPANKOBBIE HOMEpA
MPOTOKOJIOB OPraHU3ALNI, IPUHUMABIINX YYacTUE B 3aCEAaHUU.

Konuu npoTOKOJI0B WIIM NMPUHATHIE PEUIEHHUS B BHUAE BBINMCOK M3 MPOTOKOJIOB
pPacchUIalOTCS 3aMHTEPECOBAHHBIM OPraHU3alUsAM U TOJKHOCTHBIM JIMIIAM B COOTBETCTBUU C
yKa3aTeleM pacChUIKU. YKa3aTellb PACCBUIKA, KOTOPBIM YTBEPKIAECTCA PYKOBOAUTEIEM
CTPYKTYPHOTO NOAPA3IAEIEHUS, COCTABISIET U MOAIUCHIBAET OTBETCTBEHHBIN HCIOJIHUTEID
IIO/Ipa3/IeJIeHNs], TOTOBUBILIErO paccMOTpeHue Bonpoca. Konuu npoTOKOIOB U BBIIUCOK U3
HUX 3aBEPAIOTCS MEeYaThi0 OPraHu3aluu (pU HAJTUUHH).

Cuocka. [Tynkr 47 — B penakunu nocranosienus [IpasurenscrBa PK oT 31.08.2022 Ne
630 (BBOAUTCA B IEWCTBHE 110 UCTCUCHHUH JIECATU KAJIGHJAPHBIX THEU MOCIE THS €ro MepBOTro
O0(pUIIUATIBHOTO OMMyOIMKOBAHUS).

IMTaparpag S. Ilopsmok MOATOTOBKA ¥ O(OPMIICHUS aKTa

48. CoxepkaHueM akTa siBjsieTcsl uHGopMalus, TOATBEPKIAI0IIas yCTAHOBICHHBIE
(bakThl UK coOBITUS (Cava-TIprueMKa padoT; mpueM-Tiepeiaya MaTepruaIbHbIX IEHHOCTEH,
JOKYMEHTOB; 00cienoBaHue OOBEKTOB Ha MpEeAMET MNPOTHUBOMOKApHOM O€30MacHOCTH,
YCIOBUW TpyJaa; UCHBITAaHUS (BBOJ B OSKCIUIyaTallyio) oOpasloB, CHUCTEM, TEXHOJOTH;
BBIJICJICHHE K YHUYTOXCHHUIO MaTepHATbHBIX IIEHHOCTEH, OKYMEHTOB, HapyIICHUE
YCTAHOBJICHHBIX MpaBuil (TpeOOBaHUIl); pacclieloBaHUsI aBapui, HECUACTHBIX CIIy4YaeB;
JUKBUAAIMS OpraHU3aIMK; BBIMOJHEHHBIX pa0oT; 0TKa3; OCMOTP; CBEpPKA; MPEIOCTaBICHUE
YCIYT U ApPYTHE). AKT COCTABISETCS HECKOIBKUMH JHUIAMU, TTOATBEPKIAIONUMA JTaHHBINA
(akr.

AKT odopmisiercss Ha OfaHke Mo Gopme COrJacCHO MPUIOKEHHUI0 9 K HACTOSIIUM
[IpaBunam. AKT, COCTaBJICHHBIM BHYTPU OpPTraHU3AIlMUA U HE BBIXOJSIIUN 3a €€ MpeIelbl,
odopmIIsieTCsl HE Ha OaHKe.

PexBu3uTamu akra sSBISIOTCS:

1) uzobpaxenue ['ocynapctBennoro ['epba PecnyOnuku Kazaxctan wiau 3mMOIeMBl,
JIOTOTHUIIA, TOBAPHOTO 3HAaKa (3HaKa OOCTY)KHMBaHHS) C y4eTOM TpeboBaHMWi MyHKTOB 16, 17
HacTosiux [TpaBun;



2) ourmaabHOC HAMMEHOBaHUE OPTraHU3alllH;

3) HauMEHOBaHUE BHJIa JOKYMCHTA,

4) nara;

5) peructpalioHHbI HOMEP (MHIEKC) aKTa;

6) MeCTO MOJIMCAHUS aKTa;

7) rpud yTBEepKACHUS (B HEKOTOPBIX CIIyUasx);

8) 3aroJIOBOK aKTa;

9) Tekcr;

10) moamnucs.

TekcT akTa COCTOUT W3 BBEICHUS U KOHCTATUPYIOIIECH YacTH.

Bo BBemeHMM yKa3bIBae€TCs OCHOBAHHE JJII COCTABJICHUS aKTa, TEPEUUCIISIOTCS
COCTaBUTEININ Y MIPUCYTCTBYIOIINE TTPU 3TOM JIHIIA.

KoncTaTupytoias 4acTh akTa COJEPKUT CYTh YCTAHOBJICHHBIX (PAKTOB, METObI,
KOTOPBIMHU BeJach MPOBEPKA, €€ PE3yIbTaThl, & TAK)KE BBIBOABI, MPEIOKEHUS, 3aKITFOUCHUS
komuccuu. [Ipu HEOOXOUMOCTH TEKCT KOHCTATUPYIOIIEH YacTH aKTa JIETUTCS Ha IYHKTHI.

B KoHIIE KOHCTAaTHPYIONMICH YacTH YKa3bIBAIOTCS KOJIMYECTBO DK3EMIUISAPOB aKTa H
MECTOHAXOXJICHHE KaXJ0TO JK3EMIUIsIpa, Mmociae oQopmisieTcs OTMETKa O HaJu4yuu
MIPWIOKEHUH K aKTy (€CIIM OHU UMEIOTCS).

B koHiie koHCTaTHpYyIOMIEH YacTH 0(POPMIISIOTCS OTMETKA O KOJHMYECTBE IK3EMILISIPOB
aKTa U MECTOHAXOXKJIECHUHU KaXKJ0T0 IK3EMILISIpa, MOCIIe — OTMETKA O HAIMYUU MIPUIIOKEHUH K
aKTy (ecim OHU UMEIOTCH).

AKT moAmnuchIBaeTCs mpeaceaTeNeM U YieHAaMH KOMHUCCHH JIMOO JuloM (- amu),
COCTaBUBIIUM (- 1) akT. DaMuIny, HHUITHANBI JINII, TTOMUCHIBAIOIINX aKT, 0(OPMIIIIOTCS B
an(aBUTHOM TMOPSIKE MO HaMUITUU, UX JOIKHOCTH HE YKa3bIBAIOTCS.

O3HakoMJIEHUE JIUI] C aKTOM IPOU3BOJUTCS TMOJ pocnuch. JIUio, HECOryiacHoe C
COJIEp’)KaHMEeM aKTa, IMOJIMUCHIBAET €ro C OTOBOPKOW M MPUYMHAMH CBOETO HECOTJIAcHsl.
Oco0oe MHeHHUE YiIeHa KOMUCCHH 0(OPMITIECTCS Ha OT/ACIBHOM JINCTE U MTPUIIAraeTCs K aKTy.

ITaparpad 6. ITopsagok OATOTOBKA ¥ OPOPMIICHNMS CIIPABKA

49. ConepxaHueM CIIpaBKU sBIsAETCS MHGOpMAIUs, B KOTOPOW OMUCHIBAIOTCS (DAKThI,
coObITus uiu cBeneHus. CripaBky, HampaBisieMble 3a TIPEEIbl OpraHU3allui, COCTABISIOTCS
Ha oOmiemM Osianke. BHyTpeHHss crnpaBka odopmisercs Ha OelbIX JucTax Oymaru 0e3
MpUMEHEHUS OJIaHKa.

Cnpaska odopmisgercs mo dopmaM coriacHo npuioxkenusm 10-11 k HacTosmmm
IIpaBunam.
PexBu3uTamu cipaBKu SBISIOTCS:
1) uzobpaxenue ['ocynapctBennoro ['epba PecnyOnuku Kazaxctan wiau 3mMOIeMBl,
JIOTOTHUIIA, TOBAPHOTO 3HaKa (3HaKa OOCTY)KHMBaHHS) C y4eTOM TpeboBaHMil myHKTOB 16, 17
HacTosiux [TpaBun;



2) ourmaabHOC HAMMEHOBaHUE OPTraHU3alllH;

3) HaMEHOBaHUE BUJA JOKYMEHTA;

4) nara;

5) perucTpalmoHHbIN HOMEP (MHJIEKC) CITPaBKH;

6) MECTO U3AaHUs;

7) ampecar;

8) 3aroj0BOK K TEKCTY;

9) Tekcr;

10) moanuce;

11) ormMeTKa 0 cornacoBaHuu (B Cliy4ae HEOOXOJIUMOCTH);

12) orTrCK neyaTy (Mpy HAJTUYHH);

13) ormeTka 00 UCTIOJTHUTETIE.

TekcThl cpaBoOK, BhIJIABAEMBIX TpaXxaaHaMm O MOATBEPKIEHUU MecTa paboThl, TIOJKHOCTH
, 3apa0O0THOM TJIaThl U JPYTUX CBEJACHUN, HAUMHAIOTCS C YKa3aHUSI B UMEHUTEIILHOM MaJexke
dbaMuIuM, UMEHH, OTYECTBa (MPU HAJTUYMH) JUIA, O KOTOPOM COOOIIAI0TCsl cBeneHus. B
KOHIIE TEKCTa WJIM MPABOM BEPXHEM YIJIy YKa3bIBACTCS OpraHu3alus, KyJa npeacTaBiIseTcs
CIIpaBKa.

B Tekcre Takoll crnpaBKH HE HCHOJB3YIOTCA OOOpOTHl "HacTosmas crnpaBka', "
JEUCTBUTEIHHO MPOKUBAET (YUHUTCs, paboTaer)".
B cnyuae, ecnu cnpaBka MOAMUCHIBAETCS MCIOJIHUTENEM, TO PEKBU3UT "OTMETKa 00

UCIIOJHUTENE" HE YKA3bIBACTCH.

IMTaparpag 7. Ilopsamok MOATOTOBKA ¥ 0(OPMIICHNS IACEMA

50. [IuceMo odopmisiercs Ha OJaHKE NMUCbMA OpPraHU3alUu MO (opMe COrjlacHO
npwioxkeHuto 12 k HacrosmuM [IpaBuiam U COAEPKUT CIEAYIONINE PEKBU3UTHI:

1) uzobpaxkenue ['ocynapctBennoro I'epba PecnyOnuku Kazaxctan wiau 3mMO1eMBl,
JIOTOTHUIIA, TOBAPHOTO 3HAaKa (3HaKa OOCITY>KHMBaHHS) C y4eTOM TpeboBaHUI MyHKTOB 16, 17
Hacrosawmux [Ipasui;

2) odurmaapsHOC HAMMEHOBaHUE OPraHU3allNH;
3) nara;
4) UCXOAIIUNA PETUCTPALMOHHBIN HOMED (MHACKC) MUChMa;

5) ccbulKa Ha PErUCTPAlMOHHBIA HOMEP M JaTy BXOJSIIETO JOKyMEHTa (€Cild 3TO
OTBETHOE);

6) agpecar;

7) 3arOJI0OBOK K TEKCTY;

8) TeKcCT;

9) oTMeTKa O HAJIMYUU NPUITIOKCHUS;

10) moamnuce;

11) ormeTKka 0 coryiacoBaHuu (B CiIydae HEOOXOIMMOCTH);



12) orMeTka 00 UCTIOTHUTEE.

CnyxeOHble THChMa, MOMUCHIBAEMbIE PYKOBOJUTEIISIMU JIBYX U 0oJjiee OpraHu3aiiui,
opopmisitoTcss Ha Jucte Oymarum (opmara A4. Ilpu >ToM naHHBIE O HaMMEHOBAHUU
OpraHu3aluii, MOANMUCABIINX MMHUCHMO, BKJIOYAIOTCI B HAUMEHOBAHUE JOJKHOCTH B
PEKBU3UTE "MOJIMUCH".

OTMeTKH O CorjacoBaHUM MUChMa MPOCTABIISAIOTCS HAa OTIYCKE MUChMA.

TekcT nucbMa UMEET OJIHY WM JABE CMBICIOBbIE yacTu. [IuceMo, cocrosimiee U3 oqHoi
4acTH, — 9TO mpocb0a 0e3 MosiCHEeHWs, HalloMUHaHUEe Oe3 mpeaMOyIbl, cooliieHne 6e3
OCHOBAHHSI.

Ecnu TekCcT muchbMa COCTOUT M3 YaCTEW KOHCTATUPYIOLIEH U 3aKIIOUYUTEIBHON, B IIEPBOU
YacTU WM3JIaratoTcsl MPUYMHA, OCHOBAHME MJIM OOOCHOBAaHHME COCTaBJIEHUS TMHCbMA,
MPUBOJSITCSA CCBUIKM Ha JIOKYMEHTHI, SBJSIONIMECS OCHOBAHHEM IMOJTOTOBKH MUCHMA, BO
BTOPOM — MOMEUIAIOTCS BHIBOIbI, TPETIOKEHHUS, POCHOBI, PEIICHUS.

OOpaTHble KOHCTPYKIHMHU TEKCTa (3aKIOYEHHE — KOHCTATallus) BO3MOXXHBI B
MUChMax-0TKa3ax.

B nucbmax ncnonb3ytot cienyromue GopMbl U3IT0KEHHUS:

1) or mepBOro nMIIa MHOKECTBEHHOrO 4HWcla (Hampumep: "mpocuM mpeaocTaBuTh'",
HarpasisieM Bam");

2) OT MepBOro Julla €JUHCTBEHHOTO 4Yuciia (Hampumep: "mpolry BeicaaTh', "cuuTaro
HE0OX0ouMbIM");

3) OT TpeThero Juia eIMHCTBEHHOT0 Yncia (HapuMep: "MUHUCTEPCTBO HE BO3paxkaeT").

I'naBa 3. Ilopsinox ynpaBieHHA JOKYMEHTaUEH, OpraHU3amnysa JOKyMeHT0000poTa B
TOCYIapCTBEHHEIX H HETOCYZApCTBEHHBIX OPraHW3aIiiIX

ITaparpa¢ 1. ITopsamok 06paGoTKH BXOIMIIUX JOKYMEHTOB

51. JIokyMeHTbI, MOCTYNAIOIINE B OpraHU3alUIo, IPOXOASIT MEPBUUHYI0 00pabOTKY,
IIPEIBAPUTENBHOE PACCMOTPEHMUE, PETUCTPALMIO, PACCMOTPEHHE PYKOBOACTBOM H
JNOCTaBJISIOTCS UCITOTTHUTENSIM.

52. Tlpuem, nepBuyHas oOpabOTKa JOKYMEHTOB M MPEABAPUTEIBHOE PACCMOTPEHUE
OCYUIECTBIISIOTCA LIEHTPAIM30BaHHO ciyx00i JIOY.

53. IlepBuunasi o0paboTKa BXOIAIIMX JOKYMEHTOB 3aKJIIOYAaEeTCi B IMPOBEPKE
MPaBUILHOCTH JIOCTABKU IO Ha3HAYEHUIO, I[EJOCTHOCTH YMAaKOBKHU M BIIOXKEHUH, HUKCAITUU
(¢akTa MOCTYIUIEHUS AOKYMEHTOB B OpraHM3alyi0 U TOATOTOBKE UX K Iepenade 1o
Ha3HA4YCHUIO.

[Ipu oOHapyKeHUHU HEKOMILJIEKTHOCTU WJIM MOBPEXKACHUS TOKYMEHTA Ha HUXKHEM T10JIe
ero nocieanero aucta B PK® mpocTaBisiioTcs COOTBETCTBYIOIMIME OTMETKU U COCTABIISIETCS



aKT MpPOU3BOJBbHOW (OpMBI B Tpex sk3emiuisipax. OIHMH 3K3EMIUIIp HaIMpaBlseTCs
OTIpaBUTEINI0, BTOpPoil ocraercs B ciayx0Oe OV, TpeTuil mnepenaercss HCHOTHUTEIIO
JOKYMEHTA.

KoHBepThl HE YHUYTOXKAIOTCS B CIy4dasiX, KOr/Ja TOJbKO MO HUM ONPEAENSIOTCS aapec
OTIPABUTESA, 1AaThl OTIPABKU U ITOJYYEHHS JOKYMEHTA, a TAKXKE IIPU IMOCTYIICHUH JIMYHBIX
JOKYMEHTOB.

Kougeptsl ¢ momerkoi "JInuHo" 0e3 BCKPBITHS NEpeJatoTcs M0 Ha3HaueHH0. Omudo4HO
JOCTaBJICHHAs KOPPECIIOHICHIIMS BO3BPAILAECTCS B IOYTOBOE OTIEIICHUE.

54. IIpu npenBapuTEIbHOM PaCCMOTPEHUH TOKYMEHTOB IMPOU3BOJIUTCS COPTUPOBKA UX HA
perucTpupyemMble U HEpErucTpupyemsle. llepedeHb HEPErMCTPUPYEMBIX JOKYMEHTOB
pa3pabaThiBaeTCsi Ha OCHOBE MPHUMEPHOTO MEPEYHS JIOKYMEHTOB, HE MOJJIEkKALIUX
peructpanuu B ciyxk6e JIOVY, cormacHo nmpunoxenuto 13 k Hactosmmm [IpaBunam, u
YTBEPKIACTCSA PyKOBOAUTEIIEM OPraHU3alluH.

Hepeructpupyemble JOKYMEHTHI MEPENAIOTCS B COOTBETCTBYIOIIME CTPYKTYPHBIE
IOJpa3/IeJICHUsl OpraHU3aLNu.

55. Peructpupyemeie 1OKyMeHTHI nocie ux perucrpaunu B PK® nepeparorcsa Ha
paccMOTpPEHUE PYKOBOJACTBY OpPraHU3alUM HWIH CTPYKTYpPHOMY MNOJApa3aeleHuto (
JOJIKHOCTHOMY JIMILY) JJIsl TPUHSTHUS PEIIECHUS.

[Ipu OGe3oTnaraTeabHOM HCIOJIHEHUU TMOCTYIMHUBIIETO JOKYMEHTa JIOMyCKaeTCs
O3HAKOMJICHUE HCIIOJIHUTENSA C €ro COACp)KaHUEM JI0 PAaCCMOTPEHUs] JOKYMEHTa
PYKOBOJICTBOM OpraHU3ALMH (CTPYKTYPHOTO OAPA3AEICHUS).

56. OOpaienusi, cOOOIIEHHS, 3aPOCHl, OTKJIMKA U MPEIOKEHUs] (HU3NYECKUX U
IOPUIMYECKHX JIMIl YYUTBIBAKOTCS LIEHTPAIU30BAaHHO U peructpupyrorcs B PK® B neHp ux
NOCTYIUICHUS B OPraHU3alUI0 OTAEIBHO OT OOIIUX JOKYMEHTOB B MOPSIIKE, YCTAHOBIEHHOM
rOCyJapCTBEHHBIM OpPraHOM, OCYIIECTBIISIIOIIMM B IIpenenax CBOEH KOMIIETCHIUH
CTaTUCTUYECKYIO JIEATENBHOCTh B 00JIaCTH MPAaBOBOI CTATUCTUKY U CTIELUATbHBIX YUETOB.

Cnocka. ITynkr 56 — B penakuun noctanosieHus [IpasurenscrBa PK ot 31.08.2022 Ne
630 (BBOIUTCS B ICMCTBUE 110 UCTEUCHHUH JIECSITH KaJIEHIapHBIX IHEW Mociie JHS €ro NepBoro
0o(HUIIUATIBHOTO OITyOIMKOBAHUS).

57. llpu npeaBapuTEIbHOM PACCMOTPEHUN MOCTYIUBIINE JOKYMEHTHI PACIPEACIIIOTCS
Ha TpeOyrolue 00s13aTeIbHOr0 PACCMOTPEHUSI PYKOBOJICTBOM OpPTaHM3AIMU U HE TPeOyroIue
sToro. JlokyMeHTbl, He Tpelylomue 00513aTeAbHOI0 PACCMOTPEHHS PYKOBOJICTBOM,
HAIPABJIAIOTCA HEIOCPEACTBEHHO B CTPYKTYPHBIE IMOAPA3IECICHUS WM OTBETCTBEHHBIM
VICTIOJTHUTEISIM.

[Ipn HEeoOxomumocTu 6€30TiaraTebHOr0 HCIOIHEHUS MOCTYMHBIIETO JOKYMEHTa
JOIYCKAETCsl O3HAKOMIICHUE UCIIOJIHUTENS C €70 COAEPIKAHUEM JI0 PACCMOTPEHUS TOKYMEHTa
PYKOBOJICTBOM OpraHU3aLMH (CTPYKTYPHOTO OAPA3AEICHHUS).



58. IlpenBapuTenpHOE pacCMOTPEHUE TOKYMEHTOB OCYLIECTBISAETCS UCXOS U3 OLICHKU
UX COJIepKaHMsl, aBTOPCTBA, CIIOKHOCTU U HOBU3HBI TOCTABJIEHHBIX BOIIPOCOB Ha OCHOBAHUU
YCTaHOBJICHHOT'O B OpraHMU3alMK pacrpeesieHus: 00sS3aHHOCTEM.

59. O6s13aTeIbHOMY PACCMOTPEHUIO PYKOBOJCTBOM MOJJIEKAT IOKYMEHTBI, TOCTYHUBIINE
n3 Anvunauctpauuu Ilpesunenta Pecnybmukm Kaszaxcran, I[lapmamenTta PecnyOnmku
Kazaxcran, Kannemspun Ilpembep-Munuctpa Pecnybnuku KazaxcrtaH, IeHTpalbHBIX U
MECTHBIX F'OCYJJaPCTBEHHBIX OPraHOB, BHILIECTOSILEH OpraHu3auu, oOpamieHus, COOOIIECHHUS,
3aMpoChl, OTKIMKU U MPEATIOKEHNUS PU3NUECKUX U IOPUANUYECKUX JIUII.

Cuocka. ITynkr 59 — B penakuuu noctanosienus [IpasurenscrBa PK ot 31.08.2022 Ne
630 (BBOIUTCS B JICUCTBUE MO UCTEUCHUH JCCATH KaJICHAAPHBIX JTHEH MOCTe JTHS €T0 MEPBOTO
oQUIIMATBHOTO OIyOJINKOBAHUS).

60. JloKyMEeHTBI, pacCMOTPEHHBIE PYKOBOJCTBOM OpraHU3alUH (CTPYKTYPHOIO
nojapasjeseHus), Bo3ppamatorcess B ciyx0y OV, rae B PK® BHocsaTcs copepkaHus
PE30JIOLUI, a TOKYMEHTBI IEPEJat0TCs UCTIOTHUTENSIM O] POCITUCH.

JIOKyMEHT, HUCIOJHEHUE KOTOPOrO BO3JIOKEHO Ha IMOJABEIOMCTBEHHBIE (- YIO)
opranu3anuu (- ) HJIH HECKOJBbKO CTPYKTYPHBIX NOApPA3JEICHHI, MepelaeTcs UM
OJHOBPEMEHHO B KOIHAX C COOTBETCTBYHOLIEH oTMEeTKOW B PK®. [lommmHHuk nepenaercs
UCITOJIHUTEII0, YKa3aHHOMY B PE30JIIOLIMU TIEPBBIM.

[ToctynuBire TeaerpaMMbl IPUHUMAIOTCS MOJI PACIIUCKY C MPOCTABICHUEM JIaThl U
BPEMEHHM NPUEMA, PETUCTPUPYIOTCS, a 3aTEM MEPENAIOTCS HA PACCMOTPEHNE PYKOBOACTBY U
WCITOJIHEHHE.

Tekct mocrynuBieil TenedoHOrpaMMbl 3alUChIBAETCS (T€YaTaeTcs) MojiydaTeseM,
PETHCTPUPYETCA U ONIEPATUBHO MEPEAAETCS PyKOBOAUTEII0, KOTOPOMY OHA aJIpecoBaHa.

[Tpu npueme TenepoHOrpaMMbl OPOPMIIAIOTCSA CIEAYIONINE PEKBU3UTHI: TEKCT,
OTIpPaBUTENb, HAUMEHOBAaHUE BUJA JIOKYMEHTA, JaTa, HOMEp, HAMMEHOBAHUE JOJKHOCTH,
WHULMAT UMEHU U GaMUIIUs JIWIA, TOAMKCABIIETO TOKYMEHT. Kpome TOoro, yKa3bIBarOTCS
JOJIKHOCTH ¥ (haMUJTUU JIUL], IEPEIaBIIUX U MPUHSABIIUX TEIEPOHOTPAMMY, YAChl 1 MUHYTHI
npueMa-rnepesadm.

61. Ilpu pemeHurn BOMPOCOB O€3 COCTABICHUS JOMOJIHUTENIbHBIX JTOKYMEHTOB
UCIIOJIHUTENb JeNaeT OTMETKM Ha JokymeHTe u PK® o pmarax nmoctymieHus (eciu
oOpas3oBajcs MHTEpPBaJI BPEMEHU MEXKAY MOCTYIUICHHEM JIOKYMEHTa U €ro JIOCTaBKOU
HCIIOJIHUTENI0), JaTaX MPOMEXKYTOUYHOrO HCTIOJHEHUs (3ampoc CBEJEHUM, TerepOoHHbIE
IIEPETOBOPHI U APYTHE), AATE U PE3YJIbTATAX OKOHYATEIBHOTO UCIIOJIHEHHUS.

62. [Ipu mocTymIeHUH IEKTPOHHOTO JOKyMeHTa ciiyxk00it JIOY nmpoBoautcs npoieaypa
MPOBEPKU MOJIMHHOCTH 3JIEKTPOHHON HU(POBON MOAMUCH C MCHOIb30BAaHUEM OTKPBITOTO
KJI04a D3JIEKTPOHHOM HU(PPOBON MOAMUCH U CPEACTB KPUNTOrpadUuecKoi 3aliuThl
uH(pOpPMaIH, peau3yIouX npoiecc GOPMUPOBAHUS U TIPOBEPKHU IIEKTPOHHOU HUPPOBOIi



MOAMKUCH (CPEeACTBA IEKTPOHHON HUQPPOBOU MOMMKUCH), a TAKXKE MPOLIEAIINX MPOLEIYyPY
MOATBEPKIEHUSI COOTBETCTBUS B MOPSJIKE, YCTAHOBICHHOM 3aKOHOIATENbCTBOM PecnyOnnku
Kazaxcran B 00;1aCTH TEXHUYECKOTO PETYIUPOBAHUS.

63. B cinyyae BbISBI€HUSI HECOOTBETCTBUS 3JIEKTPOHHOM HU(PPOBOM MOAMUCH MOCIE
MPOBEACHUS TPOLETYPhl TPOBEPKHU SJEKTPOHHON MU(PPOBOM MOAMUCH C HCIIOIH30BAHHEM
CPEICTB AJIEKTPOHHOU HUGPOBOM MOANKUCH (J1ajiee - OTPUIATEIbHBIN pe3yNbTaT MPOBEPKHU
MOJJIMHHOCTH 3JIEKTPOHHOW LU(POBON MOAMMUCH), SJIEKTPOHHBIA JOKYMEHT CUHMTAETCS
HEIOJIYYEHHBIM, O YE€M II0JIy4yaTejb »JJEKTPOHHOTO JOKYMEHTAa HamlpasJseT
YBEAOMJIEHUE-KBUTAHIMIO, SIBJISIOMIEECS DJIEKTPOHHBIM JIOKYMEHTOM C OTMETKOM 'He
MPUHATO", MOANMUCAHHOE COTPYAHUKOM CIy>K0bI JIOY, ¢ ykazaHueM NpUYUHBI HETIOTY4YeHHUS
NOKYMEHTA.

[Tpu momy4yerny moaTBEPKACHUS (YCTAHOBJICHHUS ) TOTMHHOCTH SJIEKTPOHHON 1TU(PPpOBOi
MOJMUCH C UCTIOJIb30BAaHUEM CPEJICTB AJIEKTPOHHON HMUGPOBOM MOAMKUCH MOCIE MPOBEACHUS
MpoLEeaypbl MPOBEPKU JJIEKTPOHHOU IU(PPOBONM mNOANMUCHU (J1ajiee - MOJ0KUTEIbHBIN
pe3yabTaT MPOBEPKU MOJJIUHHOCTH, DJIEKTPOHHOU IU(GPOBON MOIMUCH), DIEKTPOHHBIN
JIOKYMEHT MOJICXKUT NEPBUYHOI 00paboTKe.

64. IlepBuunast 06pab0TKa IMEKTPOHHOTO JOKYMEHTA BKIIOYAET MPOBEPKY:

1) AeHCTBUTEIBHOCTU PETHCTPAIMOHHBIX CBUAETENLCTB AJIEKTPOHHOU IU(POBOM
MOANUCHA M OTKPBITOTO KIIOYa SJIEKTPOHHOW IU(POBON MOAMKMCH, C HCIOJIH30BAHUEM
KOTOPOTO OB YJIOCTOBEPEH AJIEKTPOHHBIN JTOKYMEHT;

2) BceX PEKBU3UTOB 3JIEKTPOHHOI'O IOKYMEHTA;

3) MOJIHOMOYHII cTaTyca BCEX JIMII, C UCTIOIb30BAHUEM DJIEKTPOHHOM HIU(PPOBON MOAMUCH
KOTOPBIX YAOCTOBEPEH JIEKTPOHHBIA TOKYMEHT.

65. Peructparusi 31eKTpoHHOTO jJoKymMeHTa ciyx6oit JJIOY ocymectBisiercs npu
YCTAHOBJICHUM NPHUHAJIEKHOCTU IEKTPOHHOIO JOKYMEHTA OTIIPABUTEIIO U LEITOCTHOCTU
coJiep KaHUsl IMyTEM MPOBEECHUS TPOIETYPhl TPOBEPKHU SIECKTPOHHOU ITUGPOBOM MOAKUCH U
MOJIYYEHHUSI TOJIOKUTEIBHOrO pPe3yibTaTa MPOBEPKU SIEKTPOHHOW HUGPOBON MOANUCU
JOJKHOCTHOI'O JIMIIA TOCYJIapCTBEHHOTO OpraHa (OpraHu3alyH), UCIOJIb30BaHHON IpuU
YAOCTOBEPEHUH JIEKTPOHHBIX JOKYMEHTOB, U3aBAEMbIX UM B MPEJIENAX €r0 MOTHOMOYHA.

66. Peructpupyemsie 1okyMeHThI ocie ux perucrtpauuu B PK® u OPKK nepenarorcs Ha
paccMOTpeHHE PYKOBOJCTBY OpTraHU3allMM WM CTPYKTypHOMY MojApa3faeineHuto (
JOJKHOCTHOMY JIUILY ) JIJISl IPUHSATHS PEILICHHUS.

[Ipu HeoOxomuMocTH 0€30TIaraTeIbHOTO HUCIOJHEHHS MOCTYMUBIIETO JOKYMEHTa
JOMYCKAeTCsl O3HAKOMJICHUE UCITOJIHUTEINS C €r0 COAEPKaHUEM JI0 PACCMOTPEHUS JOKYMEHTA
PYKOBOJICTBOM OPTaHU3ALNH (CTPYKTYPHOTO MOAPA3ACICHUSA).

67. Ilpu mocTynieHur BXOMSIIETO TOKYMEHTA, HAllPABJIEHHOTO TOJIHKO Ha OyMa)KHOM
Hocutene, cayx6a JIOY BocnpousBoauT B 3JEKTPOHHO-IM(PpoBYI0 hopmy (CKaHUpPYET)
NOCTYIHUBIINNA TOKYMEHT, BCE €r0 MPUIOKEHUS B OJUH JIEKTPOHHBIN (aitn ogHoro dpopmara
U yAOCTOBEPSIET SJIEKTPOHHOU HIU(PPOBOI MOAMKUCHIO COTPYAHUKA.



CHocka. [Tynkr 67 — B penakuuu noctanosiienus [IpaBurensctBa PK ot 31.08.2022 No
630 (BBOIUTCS B ICMCTBUE 11O UCTCUCHUH JIECSITH KaJIGHIapHBIX IHEH MOCIe JHS €ro MepBOro
ohUIMATLHOTO OMyOJIMKOBAHUS ).

68. [lonyueHue u perucTpamus 3JIEKTPOHHOTO JOKYMEHTa moatrBepxkaatoTca B COJI
MyTeM IMepeladydl OTIPABUTEII0 YBEAOMIICHUS-KBUTAHIIUU - SJIEKTPOHHOTO JOKYMEHTA,
cojepkamied AaHHble O (PAKTUYECKOW JOCTaBKe W CleAylolue OTMETKH (nanee -
YBEJIOMJICHUE-KBUTAHITHUA):

1) nanHbie 00 OTIpPaBUTENE YBEIOMIICHUSI-KBUTAHIINH,

2) naty, BpeMs MOJy4YeHUS AIEKTPOHHOTO JOKYMEHTA,

3) maty perucTpauuy U perucTpalMoOHHbIA HOMEp, npucBoeHHbId B COJl nmonyyarens
ANIEKTPOHHOTO JOKYMEHTA;

4) »1eKTpOHHYI0 HU(PPOBYIO MOAMUCH COTpyaHMKA ciykObl IOV rocynapcTBeHHOro
opratHa (opranuzaium) - noyuyyaress (Iocjie perucTpanuu JEKTPOHHOTO JOKYMEHTA);

5) nanHble 00 OTBETCTBEHHOM HMCIOJIHUTEJE TOCYAAPCTBEHHOTO OpraHa (OpraHu3alym)
NOJIy4yaTensl.

['ocynapcTBeHHBIN opraH (OpraHu3aius) - MojaydaTeib 00eCeUnBaeT aKTyalbHOCTb U
JIOCTOBEPHOCTh JIAHHBIX 00 OTBETCTBEHHOM HCIIOTHUTEIIE AIEKTPOHHOTO JJOKYMEHTA.

69. DJEKTPOHHBIA JTOKYMEHT CUMTAETCS HE JOCTABICHHBIM IOJYYaTENI0, €CIIH
OTHPABUTEND HE MOITYUYUIT YBEOMIICHUS-KBUTAHIINY O IMOJTYYESHUH JJIEKTPOHHOTO JOKYMEHTA.

70. Ecnu yBelOMJIEHUE-KBUTAHIIUS HE TMOJIYYE€HO OTIPABUTEIEM B TEUEHHE OHOTO
pabodero AHS MOCIE OTMPABKHU 3JIEKTPOHHOTO JTOKYMEHTA, TO OTHPABUTENIb YBEIOMIISACT
noJyiyyaTtesnsi 00 OTCYTCTBUU TOATBEPKIECHUS TMOIYUYEHHUS AJIEKTPOHHOTO JTOKYMEHTa MpHU
MTOMOIIY UHBIX CPEJICTB CBSI3U.

[Ipu noctymiennn OyMa>KHOTO JIOKYMEHTA, KOTOPBIN yKe 3aperucTpupoBaH B opMmare
AIEKTPOHHOrO JOKYMEHTa W HaxoauTcs B 00pabotrke, ciayx6oil JIOY Ha OymaxHoM
JOKYMEHTE MPOCTAaBJISIETCS OTMETKA O MOCTYIUIEHUHM JOKyMeHTa. B paHee co3maHHOU
ANEKTPOHHOM PErMCTPAallMOHHON KapTOUKE aHHOTO JOKYMEHTa MPOU3BOAMUTCS OTMETKa O
HaJIMYUHA OyMaKHOTO TOKYMEHTA.

71. JIoKyMeHTBI, pacCMOTPEHHBIE PYKOBOJCTBOM OpraHu3aluu (CTPYKTYPHOTO
noApasaeneHus), Bo3spaimiatorcs B cyk0y JIOY, rne B PK® u OPKK BHOcsTCS conepxanus
PE30ITIONUHI, a TOKYMEHTBI EPEAal0TCS UCTIOTHUTEIISIM.

JIOKyMEHT, HMCIOJHEHUE KOTOPOIro BO3J0KEHO Ha MOABEIOMCTBEHHBIE (-YIO)
opranuzanuu (-10) U (WIM) HECKOJBKO CTPYKTYPHBIX TMOJApa3eieHUui, mnepenaercs uMm
OJHOBPEMEHHO B Komusix ¢ cooTBeTcTByomEen otMeTkoil B PK® u OPKK. IlommuHHuk
MepeaeTCs UCTIOMHUTEII0, YKa3aHHOMY B PE30JIIOIIMU MTEPBBIM, €CJIM UHOE HE YCTAHOBJICHO B
caMoil pe3oJIIOLUH.

Hepez[aqa SHGKTpOHHBIX I[OKYMGHTOB HUCIIOJIHUTCIIAM OCYH.[CCTBJ'IHGTC?I HOCpeI[CTBOM
COJI.



[ToctynuBire TeaerpaMMbl IPUHUMAIOTCS MOJI PACIIUCKY C MPOCTABICHUEM JaThl U
BPEMEHU MpHUEMa, PETUCTPUPYIOTCS, a 3aTEM MEPEAAIOTCSI Ha PAaCCMOTPEHUE PYKOBOJICTBY U
HCIIOJTHEHUE.

TekcT moctynuBiield TeedoHOrpaMMbl 3alUChIBACTCS (TI€YaTaeTcs) MojaydaTesieM,
PETUCTPUPYETCS U OTIEPATUBHO MEPEAACTCS PYKOBOAUTENIO, KOTOPOMY OHA aJIpeCOBaHA.

[Ipu mpueme TenedoHOrpaMmbl OQOPMIISIIOTCS CHEAYIONUME PEKBU3UTHI: TEKCT,
OTIpaBUTEI]Ib, HANMEHOBaHUE BHUJA JIOKYMEHTA, JaTa, HOMEP, HAMMEHOBAaHUE JOJIKHOCTH,
WHULIAATBI UMEHU U (pamMuIus JIMia, TOAMKUCABIIeTO JOKYMeHT. KpoMe Toro, yka3bIiBatoTCs
JOJDKHOCTU U (haMIUTHM JIUII, TIepEaBIIUX U MPUHSIBIIUX TeJle(oHOrpaMMy, Yachl U MUHYTHI
MpueMa-rnepeiayu.

Cnocka. ITynkr 71 — B penakuun noctanosienus [IpasurenscrBa PK ot 31.08.2022 Ne
630 (BBOIUTCS B ACMCTBUE M0 UCTEUCHHUH JIECSITH KAJICHIapHBIX IHEW MOciie JHS €ro NepBoro
0o(HUIIUATIBHOTO OITyOIMKOBAHUS).

72. llpu peuieHUH BOMPOCOB 0€3 COCTABJIEHUS JOMOJHUTEIbHBIX JOKYMEHTOB
UCIIOJTHUTENb JieflaeT oTMeTKH Ha JnokymeHTe u PK® u OPKK: o mare moctymnenus (ecnu
o0pa3oBajiCsi MHTEpPBaJl BPEMEHHM MEXAY MOCTYIUICHUEM JOKYMEHTa M €ro J10CTaBKOM
WCIIOJTHUTENI0); JaTaX MPOMEXKYTOYHOTO HCIOJHEHHUs (3ampoc cBeieHuM, TenedoHHbIE
MIePEroBOPHI U APYTrue); AaTe U pe3yabTaTaX OKOHYATEIHLHOTO UCIIOJTHEHUSI.

Bce oTMeTkn Ha TOKyMEHTE pa3MENIaroTcsl Ha CBOOOHBIX OT TEKCTa MECTaXx.

IMTaparpad 2. ITopsmok 06paGoTKH HCXOAAMUX JOKYMEHTOB

73. O6paboTKy UCXOASIINUX JOKYMEHTOB OCYIIECTBIsIeT ciyx0a JIOY.

Bce mpoekThl ucXoAsmuX JOKYMEHTOB B 00513aT€IbHOM TOPSJIKE COTJIACOBBIBAIOTCS
cnyx0oi JIOY, koTopasi mpoBepseT MPaBUILHOCTh OPOPMIIEHUSI BCEX PEKBU3UTOB, B TOM
Yuca€e MHAEKCAa MO0 HOMEHKJIATYypE JIeJla, HAJlMYW€ U MOJIHOTY NPUJI0KEHUN, YKa3aHHBIX B
OCHOBHOM JOKyMeHTe. HempaBuiabHO oQopMIeHHBIE JAOKYMEHTHI BO3BpallalOTCs
WCIIOJTHUTEITIO.

Cuocka. ITynkr 73 — B penakuuu noctanopienus [Ipasurenscrea PK ot 31.08.2022 Ne
630 (BBOIUTCS B ACMCTBUE 110 UCTEUCHHUH JIECSITH KAJICHIapHBIX IHEW MOciie JHS €ro NepBoro
Oo(HUIIUATIBHOTO OITyOIMKOBAHUS).

74. IloanucanHbie JOKYMEHTHI PETUCTPUPYIOTCS U OTIPABIISIIOTCS aapecaTy (aapecaram)
B JIeHb WX TNOANUCaHUsS (YTBEPXKACHHUS) WIM HE TO3[HEE cleayrolero padboyero JHs,
TeJerpaMMBbl U Tesie(aKkCchl — HE3aMETUTEIBHO.

B C3]] nomyckaercsi aBTOMaTUYECKOE MPUCBOEHUE PETUCTPALMOHHOIO HOMEpa U J1aThl
JOKYMEHTA MMPU NOAMUCAHUU AIEKTPOHHOTO JoKymeHTa JLII1.

75. OpuruHaibl KCIOTHEHHBIX OYMa)KHBIX JOKYMEHTOB BMECTE C OTITYCKOM JOKyMEHTa
nepesaloTcsa B T€ CTPYKTYPHBIC TOJpa3/ClICHUs WX TOABEIOMCTBEHHBIC OpraHU3alluH,
KOTOPBIC SIBIISUINCH OCHOBHBIMH HCIIOJHUTESIMA M TPOU3BOIAT (HOPMHUPOBAHUE
COOTBETCTBYIOIIMX JI€] COTJITACHO HOMEHKIIATYPE AEN.



76. Tlepen OTHpaBKOW 3JIEKTPOHHOTO JIOKYMEHTa MPOBEPSIETCS MPABUIBHOCTH €ro
oopmieHus (Hamuyre 00s13aTeNbHBIX PEKBU3UTOB 3JIEKTPOHHOTO TOKYMEHTA), B TOM YHCIIE
OPOBOAMUTCS MpoLeaypa MPOBEPKH IJICKTPOHHONM HUGPOBON MOANUCH, HPOBEPKU
MOJIOKUTENBHOTO pe3yJibTaTa 3JIEKTPOHHOU IU(POBONH MOANUCH U PErUCTPALMOHHBIX
CBHJICTEIILCTB.

OTBETCTBEHHOCTh 32 COOTBETCTBUE COJIEPKAHUS AIEKTPOHHOTO IOKYMEHTA MOJIMHHUKY
OyMa)KHOTO JOKYMEHTA HECET rOCyAapCTBEHHBIN OpraH (OpraHu3alusi) — OTIPABUTENb.

77. Ecnu NOKyMEHT, HallpaBJIEHHBIN B IPYTyI0 OpraHU3aIluio, JOJKEH ObITh BO3BpAIICH,
TO B IPaBOM BEpPXHEM YIJy NEpBOro JUCTa JOKYMEHTa Ha OyMa)XHOM HOCHUTEJE Ha
CBOOOJHOM OT TEKCTa I0JI€ IPOCTABIISIOT IITAMI UJIU JIEJal0T MIOMETKY O BO3BpATe, TAKYIO
xe noMmeTky nenairoT B PKO u 9PKK.

ITaparpa¢ 3. ITopsnok npoxoXAeHUA BHYyTPEHHNX JOKYMEHTOB

78. IIpoxoxxaeHre BHYTPEHHUX JOKYMEHTOB Ha dTarnax WX MOJATOTOBKH U OOPMIICHUS
COOTBETCTBYET MPOXO0XKACHUIO UCXOISIINX IOKYMEHTOB, Ha ATAre UCHOJIHEHUS — BXOASIIUX
JIOKYMEHTOB.

79. llepenaya BHYTPEHHUX JOKYMEHTOB MEXKIY CTPYKTYPHBIMH MOAPa3ACICHUSIMU
OCYILECTBIISICTCS JOJKHOCTHBIMM JIMI[AMH, OTBETCTBEHHBIMM 3a JOKYMEHTAIIMOHHOE
obecrieueHre yMpaBIICHUS B CTPYKTYPHBIX ToApa3faeieHusX. JIoKyMeHThI TMepenarTcs ¢
COOTBETCTBYIOIIEH OTMETKOM B PKOD.

JIOKYMEHTBI, CO3JJaHHBIE B MIPOIIECCE MEPENUCKU MEXAY UCIIOTHUTEILHBIMU OPTaHAMU U
WX TOJBEJOMCTBEHHBIMU OPTraHU3ALMIMH, a TAKXKE MEXAY HWCIOJHUTEIBHBIMA OpPraHAMHU,
(buHAHCUPYEeMBIMH U3 MECTHOTO OjKeTa, HE BKIIOYAIOTCS B COCTaB BHYTPEHHUX
JOKYMEHTOB.

ITaparpa¢ 4. Ilopsanok perucTpanuu JOKyMEHTOB

80. PerucTpauuu mnojjexar JOKYMEHTBHI, TpeOylOllHe ydeTa, UCIOJHEHUS U
UCIOJIb30BaHUs B UHPOPMAILIMOHHO-CIIPABOYHBIX LEJISX.

81. Peructpanusi JOKyMEHTOB OCYIIECTBIIAECTCS LIEHTPAIM30BaHHO ci1yx001 JIOY.

82. JIBmKEeHUE JOKYMEHTOB B OpPraHU3alMKM C MOMEHTA UX CO3/IaHUs WIH MOJy4YEeHHS 10
3aBEpIICHUs] UCIIOJIHEHNUS, OTIIPaBICHUs, (POPMHUPOBAHUS /I€a U CIaYl B apXUB OpraHU3allU
o0Opa3yeT TOKyMEHTOO0OOPOT.

83. O0BeM AOKYMEHTOOOOpOTa OmpenensieTcs OOUUM KOJIMYECTBOM BXOMSIIMX,
UCXOJSALIMX U BHYTPEHHUX IOKYMEHTOB 3a MECSLI, KBapTall, ro.
3a eIMHHUIlY ydeTa KOJMYECTBAa JOKYMEHTOB IMPUHHUMAETCS caM JOKYMEHT Oe3 yuera
KOIIHM.
84. B opranmzanusx ¢ 06beMoM JT0KyMeHTooOopoTa cBbite 2000 TOKyMEHTOB B TOJ
JOTyCKaeTcs AeIEHTpAIM30BaHHas perucTpalus J0KyMEHTOB, IIpU KOTopoii B ciayxoe JOY



PETUCTPUPYIOTCA JOKYMEHTBI, IOCTYMAOIIME HA pACCMOTPEHUE PYKOBOJICTBA OpraHU3aluu,
pacnopsAIuTeNbHbIE TJOKYMEHThI OpraHU3aluy, 0OpalleH s, COOOILEHHUS, 3aIPOChI, OTKIUKH U
MpeIOKEHUST PU3NIECKUX M FOPUINYECKUX JIUI], MEPENHUCcKa 3a MOANKUCHI0 PYKOBOJICTBA, B
CTPYKTYPHBIX TOAPA3JICICHUSIX PETUCTPUPYIOTCS aJpeCOBaHHBIE JTAHHBIM CTPYKTYPHBIM
MO/IPa3/ICTIECHUSIM JOKYMEHTBHI.

CHocka. ITynkr 84 — B penakuuu nocrtanosiienus IpaBurensctBa PK ot 31.08.2022 No
630 (BBOAUTCA B IECTBHE 110 UCTEUEHHUH JIECATU KAJIEHJAPHBIX THEW MOCIE THS €ro MEPBOTo
Oo(HUIIUATIBHOTO OITyOIMKOBAHUS).

85. Peructpanusa v npueM MOJJIMHHUKOB OYMa)KHBIX JIOKYMEHTOB, OYMa)KHBIX KOTHUMN
ANIEKTPOHHOI'0 JOKYMEHTA, MOCTYMAKUIMX OT Y4acTHUKOB C3JI, OCyIIECTBIAOTCSA TOJIBKO
MIPU HAJTUYUU COOTBETCTBYIOIIMX AJIEKTPOHHBIX JIOKYMEHTOB.

86. JIoKyMEHTBI PETUCTPUPYIOTCS B OpPraHU3allMU OJUH pa3: BXOASIIHUE — B JCHb
NOCTYIUICHUS, UICXOSIINE U BHYTPEHHUE — B JIEHb MOAMUCAHUS (YTBEPKIACHHUS).

JIOKyMEHTBI, HE 3aBEPILEHHBIE AEIONPOU3BOICTBOM UM TPEOYIOLIUE JUIMTEIBHOIO CPOKa
UCITOJTHEHUS, TIEPEPETUCTPAIIMU HE TTOJIEKAT.

[Ipu nepenaye JOKyMeHTa JIsl UICIIOJHEHUS (03HAKOMJIIEHHUS) U3 OJHOTO MOpa3IeeHUs B
JIPYro€ HOBBIM PETUCTPALIMOHHBIN HOMEp HE MPUCBAUBACTCHL.

Ha HuxHel cTOpoHe MOCIeHEro JIMCTa JOKYMEHTa UM €ro 000POTHOM CTOPOHE, a TAKKe
B PK® npocrasnsiercs nata (mpu HeoOX0IUMOCTH — BpeMsl) TIepeaayu.

JIOKyMEHTBI, B TOM 4yucie oOpaiieHus, CooOIeHu s, 3aPOChl, OTKIMKHU U MPEI0KEHUS
10 OJTHOMY M TOMY € BOIIPOCY, HAIIPaBJICHHBIE PA3IMYHBIM a/ipecaTaM U MOCTYNHBIINE IS
paccMOTPEHUS B OAHY OPraHU3AIMUI0 B TEUCHHUE KAJIEHIAPHOIO roJa, YUUTHIBAKOTCS MOA
pPEruCTPallMOHHBIM HOMEPOM MEPBOTO JOKYMEHTa, OOpallleHHs COOOIEeHMs, 3ampoca,
OTKJIMKA U TPEJJIOKEHUs ¢ J00aBlIEHHEM MOPSAKOBOTO HOMEpa, MPOCTaBISEMOTO Yepes
KOCYI0 4epTy (1po0b) WM THpE.

[ToBTOpHBIMH CUMTAIOTCSA JOKYMEHT, B TOM YHCIJE OOpalieHus, coOOOUIEHHs, 3apOChl,
OTKJIUKW W TPEIJIONKEHHUS, MOCTYNUBIINE OT OJIHOTO M TOTO e ajapecaTra (aapecaToB) MO
OJIHOMY M TOMY K€ BOIIPOCY HE MEHEE JIBYX Pa3.

CHocka. ITynkr 86 — B penakuuu nnoctanosiienus [IpaBurensctBa PK ot 31.08.2022 Ne
630 (BBOAUTCA B IEWCTBHE 110 UCTEUEHHUH JIECATU KAJIEHJAPHBIX THEW MOCIHE THS €ro MEPBOTo
Oo(HUIIUATIEHOTO OITyOTMKOBAHUS).

87. Peructpanus BXOASIMIMX WU UCXOASIIMX JOKYMEHTOB-OTBETOB OCYUIECTBISETCS B
PK® yHUIIMaTUBHBIX TOKYMEHTOB.

Peructpanus ucxoasnmx JOKyMEHTOB (MHUIIMATUBHBIX U OTBETHBIX) OCYIIIECTBISETCS B
eauHor PK® ucxoasmux 1OKyMEHTOB.

88. B opranu3zanuu npumeHsatorces cienyromue PKO:

1) kapTouka perucTpanuu BXOASIIUX JOKYMEHTOB, KAPTOUKA PETUCTPALIMU UCXOSAIINX
JOKYMEHTOB M KapTOyKa PETHCTpallid BHYTPEHHUX JOKYMEHTOB MO (OpME COTIJIACHO
npuinoxkeHuto 14 x Hacrosmum [Ipasunam;



2) KypHaa PerucTpalmny BXOIAIMINX JOKYMEHTOB, KypPHaJ PErUCTPALMU HCXOJSIINX
JOKYMEHTOB M JKypHall PErucTpaludyd BHYTPEHHUX JIOKYMEHTOB MO (opMe COIJIacHO
puJIokeHnto 15 k Hacrosmum IIpaBunam.

89. YcranaBnuBaeTcs CIEIYIOIIHMI COCTaB CBEJECHUM O JIOKYMEHTE, MOJyIieKalieM
00s13aTeIbHON PETUCTPALIUU:

1) HauMeHOBaHKE OpraHU3alMK (aBTOPa WM KOPPECTIOHICHTA);

2) HaMMEHOBAaHHE BHJIa JOKYMEHTA;

3) naTta u perucTpaloOHHBIN HOMEp (MHJIEKC) MOCTYNHUBIIETO TOKYMEHTA;

4) 3aroJIOBOK K TEKCTY (KpaTKOE COJIepKaHUE IOKYMEHTA);

5) pe3omtonus (MCIOIHUTENb, COJIEPAKAHUE TOPYUEHHUS], aBTOP, /1aTa);

6) CPOK MCTIOJTHEHUS JOKYMEHTA;

7) NOANKCH UCTIOTHUTEIS O TIOJyYEHUH TOKYMEHTA;

8) oTMeTKa 00 UCIIOJIHEHUU JJOKYMEHTA U HAMPABICHUHU €0 B JIEJO.

CocraB 00s13aTeNIbHBIX CBEJECHUNM B 3aBUCUMOCTU OT XapakTepa JOKyYMEHTa W 3aJay
UCIOJIb30BaHUsT MH(pOpMauu NMpu HEOOXOAMMOCTH IOMOJHAETCS APYTUMU CBEACHUSMHU (
HaJIM4KEe MPUIIOKEHUN, KOJTMYECTBO JINCTOB, MIEPEMEIICHUE JOKYMEHTA BHYTPH OpraHU3aLNH,
MEPEHOC CPOKOB UCIIOJTHEHHUS ).

90. Uudopmanus 0 NOKYMEHTax, MOJyYEHHAas] MPU UX PErucTpaluu, MOCTYyNaeT B
MH()OPMAIIMOHHO-TIOUCKOBYIO CHCTEMY, KOTOpas BKJIIOYaeT B ceOs KapTOTEKH U
KJ1acCU(UKAIMOHHBIE CITPABOYHUKH.

91. PK® cocTaBisIoT cienyromue KapTOTEKH:

1) mo KoppecnoHIeHTaM;

2) o BUAaM JOKYMEHTOB;

3) 1o aBTOpaM JOKYMEHTOB;

4) KOHTPOJIbHBIE;

5) komupuKaIMOHHBIE,

6) o oOpalleHusIM, COOOILIEHUAM, 3aIIPOCaM, OTKIMKAM U MPEAJIOKEHUSAM (PU3UUECKUX U
FOPUUYECKUX JIULL;

7) Apyrue B 3aBUCUMOCTH OT 3a/1a4 MOMCKa HH(opmauu.

Caocka. [Tynkr 91 — B penakuuu nocrtanosienus [Ipasurenscrea PK ot 31.08.2022 Ne
630 (BBOAUTCS B JCUCTBUE MO UCTCUCHUH JACCATH KaJICHAAPHBIX THEH MOCIE JTHS €T0 MEPBOTO
o(pUIANTBHOTO OIyOJIMKOBAHUS).

92. Yyactauku COJl UCMONB3yIOT €IMHYI0 HOPMATHBHO-CIIPABOYHYIO MH(OpMAIUIO.
PerynupoBaHue M HW3MEHEHHE HOPMATHUBHO-CIPABOYHON HHQOpMaIuu, Kacarouencs
OpraHM3alMOHHO-PACIIOPSAAUTEIBHON JTOKYMEHTALMH, OCYIIECTBISET YIOJIHOMOYEHHBIN
OpraH.

93. Ions 3amucu 6a3bl JaHHBIX aBTOMAaTHU3MPOBAHHON MH(OPMAIMOHHO-ITOMCKOBOM
CUCTEMBI JIOJKHBI TIOJIHOCTHEO OTBEYATH MTapaMeTpaM MOCIEAYIOIIETO OMEPAaTUBHOTO MOKCKA
JOKYMEHTOB U KOHTPOJIS 32 HCIIOJTHEHUEM JOKYMEHTOB.



ITaparpa¢ 5. ITopamok HCIIOIB30BaHUSA YIEKTPOHHOH IU(PPOBOH HOAIHUCH

94. YVuactauku COJl obecneynBarOT MOJJIMHHOCTh M LEIOCTHOCTh 3JIEKTPOHHBIX
JOKYMEHTOB ITyTEM:

1) unterpupoBanusi (compsbkenus) B COJl cpenctB kpunrorpaduyueckod 3aliuThl
uH(DOpMaIUH, peann3yonuX npoecc GOpMUPOBAHUS M TPOBEPKHU IICKTPOHHOU MUPPOBOH
noanucH (CpeacTna 3JIEKTPOHHOW U(POBOM MOANUCH), a TaKKe MPOMISANIUX MPOUEAYPY
MOATBEPKIEHUS COOTBETCTBUS B MOPSJIKE, YCTAHOBIEHHOM 3aKOHOIATENbCTBOM PecryOnnku
Kazaxcran B 00;1aCTH TEXHUYECKOTO PETYIUPOBAHUS;

2) cobOr0IeHNsl pa3rpaHUYEeHMsS MPaB JIOCTYIA K 3JIEKTPOHHBIM TOKYMEHTaM.
95. Yuactaukam CO]I cnenyer:

1) xpaHuTh B TailHe CiIy>keOHYI0 MH(POPMAIIUIO, CTABIIYIO UM MU3BECTHOM B Ipollecce
paboThI CO cpecTBaMu KpunTorpadudecKoi 3anuThl HHPOpMaInu;

2) XpaHWUTh B TaillHE COJIEpPKaHUE 3aKPBITHIX (CEKPETHBIX) KIHOUEH CPEeACTB AIEKTPOHHOU
1 poBOI MoAUCH (CPEACTB KpUNTOTpadhUIecKOn 3amuThl HHPOPMAIINHN);

3) oOecneynBaTh COXPAHHOCTh HOCHUTENEH KIIOYEBOM WHPOpMALUM U JAPYTHUX
JIOKYMEHTOB O KJIF04YaX 3JIEKTPOHHOU HU(PPOBOM MOJAMKUCH, BBIIABAEMBIX C ITUMU HOCUTEISIMU
uHdopmaIuy;

4) OoCylIEeCTBIATh CUHXPOHU3AIMIO BPEMEHU Ha MEPCOHANBHBIX KOMIBIOTEpAX C
ATaJOHHBIM BPEMEHEM,;

5) He ocCyuIecTBIATH JSKCIUTyaTaluio MporpaMm (B TOM 4YHUCIIE€ - BHUPYChI) Ha
MEePCOHAIBHBIX KOMITBIOTEPAX, KOTOPhIE HApyHIalOT (QYHKIHOHUPOBAHHWE CPEJCTB
ANEKTPOHHOU LU(PPOBON MOAMUCH, B COOTBETCTBUU C TPEOOBAHUAMH IO HCIOJIb30BAHUIO
CpeAcTB Kpuntorpaduueckoi 3auuThl HHOOPMALIUH.

96. [1ns odopmiieHHs 3NEKTPOHHBIX TOKYMEHTOB B COJ rocynapcTBEHHBIX OpPraHOB
HCIIOJB3YIOTCS TOJIBKO T€ 3aKPbIThIE (CEKPETHBIC) KIIIOUM JIEKTPOHHON HUPPOBOM MOAMUCH,
KOTOPBIM COOTBETCTBYIOT OTKPBITHIE KJIFOYHM AIEKTPOHHOU IMUGPOBON MOAMKUCH, UMEIOIINE
NEUCTBYIOIIME PETUCTPALIMOHHBIE CBUAETENLCTBA, BhlIaHHbIe Y] T'O.

97. Tlopsinok MpUMEHEHHs dJIeKTpOHHON nudpoBoi moamucu B CO/] 3akimrouaercs B
CJIeIYIOLIEM:

1) popmupoBaHHEe ICKTPOHHON MH(PPOBOKN MOAINCH IS MOAMMCAHUS YJICKTPOHHOIO
JOKYMEHTA OCYIIECTBISETCS C UCIIO0JIb30BAHUEM:

OJTHOM WJIM HECKOJIBKUX DJICKTPOHHBIX HUQPPOBBIX MOAMUCEH OIKHOCTHBIX JIHUII
rOCY/IapCTBEHHBIX OPraHOB MPH YJIOCTOBEPEHUU AJIEKTPOHHBIX JOKYMEHTOB, U3/1aBA€MbIX
MMM B TIpeJiesiax uX MOJIHOMOYUM;

OJHOW DIEKTPOHHOW NUMPOBONW MOANUCU COTPYAHHKA TOIAPa3CICHUS
JOKYMEHTAILIMOHHOT'O 00€CTIeueHus;



2) ¢dopMupoBaHHE BJIEKTPOHHON IU(POBON MOANHUCU IOJKHOCTHBIX JIMII
roCyJapCTBEHHOTO0 OPTraHa MpHU yA0CTOBEPEHUH 3JIEKTPOHHBIX JOKYMEHTOB, U3aBA€MbIX MU
B [Ipe/eIIax UX MOJTHOMOYHI:

JTOJKHOCTHOE JIMIO TOCYJApCTBEHHOTO OpraHa IMpU yAOCTOBEPEHUHU HIEKTPOHHBIX
JOKYMEHTOB, U3JaBa€MbIX UM B MpeJeiax ero MoJIHOMOYUM, yIOCTOBEPSET (MOAMUCHIBAET)
TEKCT JOKyMEHTa (BJIOKEHHBIM (-ble) (aiiabpl) 7O €ro perucTpanuud C MPUMEHEHHEM
ANEKTPOHHON IU(POBON MOAMMUCH, KOTOpas oOecnedynBaeT MOIMHHOCTh U LEJIOCTHOCTD
TEKCTa JOKYMEHTA;

dbopMupoBaHUE DJIEKTPOHHOW UHUGPOBON MOANHUCH JOJKHOCTHOrO JIMIlA
roCyJapCTBEHHOTO OpraHa Ipu yAOCTOBEPEHUU 3JIEKTPOHHBIX JOKYMEHTOB, U3/1aBAEMbBIX UM
B IIpejiesiaX uX MOJTHOMOYUM (TIEpBOM AJIEKTPOHHOU ITU(POBON MOAMKMCH) OCYIIECTBISETCS C
UCIIOJIb30BAaHUEM CPEACTB KPUNTOTpadUuecKOr 3aIiuThl WHGOPMAINH, pPEeaTu3yIoInuX
npoiecc (HOpMUPOBAHUS W TPOBEPKU DIJIEKTPOHHOUW HUPPOBON moanucu (cpeiactna
AJEKTPOHHON LHU(PPOBOW MOANUCH), KIOYEBOTO HOCUTENIS HHPOPMALHUHU CpPEICTB
Kpuntorpaguyeckol 3amuTbhl UHQOPMAIMU W PETUCTPALIMOHHOTO CBHACTEILCTBA,
nonydeHHbIX B YII[ I'O;

3) mpuMeHeHue JJIEKTPOHHOU MUGPOBON MOAMUCU COTpyaHUKA CiyKObl JJOY mis
MEPECHUIKU 3IEKTPOHHOTO JOKYMEHTa MEX]ly IOCY/1apCTBEHHBIMHU OpraHaMu:

AIEKTPOHHON MUGPOBON MOAMUCHI0 cOTpyaHUKa ciyx0bl JJOY ymocroBepsieTcs (
MOJMUCHIBAETCS) SJEKTPOHHASI PErHCTPAllMOHHAA KapTOuka (YHUKAJIbHBIA UIIEHTU(DHUKATOD,
Ha3HaueHHbIM n3 COJI, nata TOKyMeHTa, aBTOpP JOKYMEHTA M 3JEKTPOHHBIA JOKYMEHT,
YIAOCTOBEPEHHBIH  AJIEKTPOHHOW 1UPPOBOM MOAMUCHIO  JOJDKHOCTHOTO — JIHIIA
roCyJapCTBEHHOIO OpraHa).

dopMupoBaHUE SJIEKTPOHHON IU(POBON MOAMUCH COTPYIHUKA MOApa3/IeTICHUS
JOKYMEHTAlMOHHOTO OO€CHeYeHHs] OCYUIECTBIISIETCS C MCIIOJIb30BAHUEM CpPEACTB
Kpuntorpapuyeckon 3anuThl HHOOPMAIIUK, PEeaTU3yIONIMX MPOIecChl (OPMHUPOBAHUS U
MIPOBEPKU DJIEKTPOHHOU LUPPOBON noanucH (CpeacTBa dAEKTPOHHOU HU(POBOM MOANUCH),
KJIFOYEBOT'O HOCUTENSL U PETUCTPAIMOHHOTO CBUIETENBCTBA, MoTyueHHbIX B Y1 T'O.

97-1. B cnyyae BBISBICHHS MPU YHOPSAOYECHHH APXUBHBIX JTOKYMEHTOB (DaKTOB
ONpEJIEICHUsI OTPULATEIBLHOIO Pe3yJIbTaTa MPOBEPKHU AJIEKTPOHHON LHU(POBON MOANUCH B
AIEKTPOHHBIX JOKYMEHTaX MOCTOSHHOTO M BpeMeHHOro (cBaimie 10 yer) cpoka XxpaHeHus,
OCYUIECTBJISIETCS X CBEPKA ¢ OyMa)KHbIMH MOJJIMHHUKAMHU. 110 uToram cBepKu 3JI€KTPOHHbBIE
KOIIUU JOKYMEHTa, UMEIoIIe OyMa)KHbIE MOJIMHHUKHY, 3aBEPAIOTCS SJIEKTPOHHOMN HUPPOBOit
MOAMKUCHI0 PYKOBOJUTENSL CTPYKTYPHOTO NOjpa3aeneHus, Kypupymoiiero Bonpocsl JJOY u (
WJIM) BEIOMCTBEHHOI'O apXHBa.

[Ipu orcyTcTBUM OyMa)KHBIX MOJUIMHHUKOB 3JIEKTPOHHBIE TOKYMEHTBI TOCTOSIHHOTO U
BpeMeHHOTo0 (cBbliie 10 jeT) cpoka XpaHeHHs MOJIeKAT Iepeiaye B BEAOMCTBEHHBIN apXUB
C COOTBETCTBYIOLIEN OTMETKOM.



Caocka. I'maBa 3 nonojHeHa MyHKTOM 97-1 B COOTBETCTBUU C TOCTAHOBJICHUEM
[TpaButennctBa PK 0T 31.08.2022 No 630 (BBOAUTCS B ACHCTBHE MO UCTCUCHUU JICCSITH
KaJICHIAPHBIX JHEH MOCIIe JIHS €ro MepBOro OPUIMaIbLHOTO OIMyOJIUKOBAHUSA).

ITaparpad 6. O6ecnegerne naopmanuonHoi 6e3omacEocT COJ]

98. Hudopmanmuonnas O0€30MaCHOCTh ammapaTHO-MPOTPAMMHOTO,
TEeIEKOMMYHHUKaIIMOHHOTO obOecrneuenus COJl perimamMeHTUpPYeTCsi COOTBETCTBYIOIIUMHU
HOPMaTUBHBIMH MPaBOBbIMU akTamMu PecniyOnuku Kazaxctan B 001acTH € AMHBIX TPEOOBAHUIMA
MH(POPMAIIMOHHO-KOMMYHHUKAIIMOHHBIX TEXHOJOTUHA M oOecrnedeHus: HHPOPMAIMOHHOM
0€30MacHOCTH.

Oynkuunonuposanue CIJl, enMHON TPaHCIOPTHOM Cpelibl TOCYIAPCTBEHHBIX OPTaHOB,
VII T'O, nepeuenn yyactHukoB COJI, ux 00s13aHHOCTH, OTBETCTBEHHOCTb OINPEIEISIOTCA U
OCYIIIECTBISIOTCA C BBITIOJTHEHHEM TpeOoBaHWil WHQPOPMAIMOHHONW O€30MacHOCTH B
COOTBETCTBMU C JIOTOBOpPaMHU Ha BBIMOJHEHUE COBMECTHBIX PabOT MO 00EeCrnedyeHuto
MHPOpMAIMOHHON 0€30MaCHOCTH MEXKIY OpraHu3aluei-3aKka3dyuKkoM, TOCyJapCTBEHHBIMU
opraHamMu ¥ 3KCIUTYyaTUPYIOIIMMHU OPTaHU3alUsIMU (OpraHUu3alUsIMU-UCTIOTHUTEISIMU).

Caocka. ITynkr 98 — B penakuuu nocrtanosienus [Ipasurenscrea PK ot 31.08.2022 Ne

630 (BBOIUTCS B JCUCTBUE MO UCTEUCHUH JACCATH KaJICHAAPHBIX JTHEH MOCTEe JTHS €T0 MEPBOTO
0o(HUIIUATIEHOTO OIMyOIMKOBAHUS).

99. CpenctBa KpunTorpapuyeckoil 3alIMThl UHPOPMAIUHU, PEATH3YIONINUE MPOIECC
dhopMUpOBaHUS U TIPOBEPKH IJIECKTPOHHOU ITU(PPOBOM MOAMUCU, UCTIOIB3YIOTCS B CTPOrOM
COOTBETCTBHHM C MX KCIUTYyaTAl[AOHHON JOKYMEHTAIlUEH U MpaBUIaMU UCIIOIb30BaHUS.

100. JIoKyMEHTBI, COJIepakKalIUe CBEICHUS, COCTABIISIOIINE TOCYJaPCTBEHHBIE CEKPETHI, HE
nojJIexaT npueMmy, oopadboTke, XxpaHeHHIo U nepenade yepez CO/1.

ITaparpa¢ 7. Ilopsanok KOHTPOISA HCIOMHEHHS JOKYMEHTOB

101. KoHTposb NCTIOJHEHUS TOKYMEHTOB BKJIIOYAET MTOCTAHOBKY JIOKYMEHTA HA KOHTPOJIb
, PEryJIMpOBaHUE XOJa HCIIOJIHEHHUs, CHSITHUE HCIIOJIHEHHOIO JIOKYMEHTa C KOHTpPOJI,
HalpaBJIeHUE HCIOJHEHHOTO JOKYMEHTa B JENO, y4eT, o0O0OuleHHe U aHalu3 XojAa U
pe3yibTAaTOB MCIOJHEHUS JOKYMEHTOB, MH(POPMUPOBAHUE PYKOBOJCTBA O COCTOSHUU
UCIIOJIHEHUS TOKyMEHTOB. CBeieHHsI 00 UCMOJIHEHUH JIOKYMEHTOB, OJIEKAIIUX KOHTPOJIIO,
U oOpaleHuif, cOOOIIeHUH, 3ampocoB, OTKIUKOB W TMPEIIOKEHUH (QUHUYECKUX U
FOPUIMYECKUX JIUI] 3AMOIHSAIOTCS COTJIACHO MpUiIokeHusaM 16 u 17 x Hactosmum [IpaBunam.

KoHTpoJ1b NCTIONHEHNS TOKYMEHTOB BKIIFOYAET CIEAYIOIINE ITAIbI:

1) mocTaHOBKa JOKYMEHTOB Ha KOHTPOJIb;

2) mpoBepKa CBOEBPEMEHHOCTH JTOBEACHUS JOKYMEHTOB JIO UCTIOTHUTEIIEH;

3) npenBapuTeabHas MPOBEPKA U PETYJINPOBAHUE X0 UCTIOJTHEHUS;

4) cHATHE TOKyMEHTA C KOHTPOJIS;



5) HampaBJIeHUE UCIIOJTHEHHOTO JOKYMEHTA B JIEJIO;

6) y4eT, 000011IeHNE U aHAIU3 PE3YJIbTaTOB KOHTPOJISI UCTIOTHEHUS IOKYMEHTOB,;

7) nahopMHUpPOBaHHUE PYKOBOJICTBA O XOJI€ M pe3yIbTaTaX UCIIOTHEHUS JOKYMEHTOB.

Cnocka. ITynkr 101 — B penakuuu nocranossienus [Ipasurensctea PK ot 31.08.2022 Ne
630 (BBOIUTCS B ICMCTBUE 10 UCTEUCHUH JIECSITH KaJICHIapHBIX IHEH MOcie JHS €ro NepBoro
o(pHUIIUATIEHOTO OITYOIMKOBAHUS).

102. KoHTposito mojjexkaT BCE 3aperucCTpUPOBAHHBIE JOKYMEHTBI, TPeOyIoIune
WCIIOJTHEHUsA, B TOM YHCJI€ TPOILUIBIX JIET, KOTOPhIE B CUJTy Pa3IMYHBIX MPUYHH HE ObLIU
HWCTOJHEHBl M MX HCIOJHEHHE TNEepPEHEeCeHO Ha TeKymud roi. B »Tux ciayuasx
NepeperucTpanus JAOKYMEHTOB He TmpoBoauTcsi, a B PK® yka3plBalOTCsI BHOBbH
YCTaHOBJICHHBIE CPOKH.

102-1. KoHTposb 32 CBOEBPEMEHHOCTBIO U KAYECTBOM pEATU3aLUH IYHKTOB OPYYEHU I
[Ipesunenta PecnyOnuku Kazaxcran, PykoBoactBa Anmunuctpauuu Ilpesunenta
PecnyOnuku KazaxcTan 10 UTOraM pPErduOHANBHBIX MOE3JI0K, MEXIYHAPOJIHBIX H
OOIIIECTBEHHO 3HAYUMBIX Mepornpuatuii, 1auHbix [IpaButensctBy PecnyOmuku Kazaxcran,
opraHuzanusam, ocymiectsisaet [IpaButenscTBo Pecniybnuku KazaxcraH.

CHaocka. [Taparpad 7 monosner myHKToM 102-1 B COOTBETCTBHH C TIOCTAaHOBJICHUEM
[IpaButenscTBa PK o1 30.11.2020 Ne 809.

103. Axter u nopydenust Ilpesunmenta PecnyO6nuku Kaszaxcran, PykoBoncrtsa
Anmunuctpauuu [Ipesuaenta Pecnybnuku Kazaxcran ¢ y4eToM yCTaHOBJIEHHBIX CPOKOB
WCIIOJTHEHUSI CTaBATCS HA CJICIYIOIINE BUbI KOHTPOJIA:

1) cpouHBIif — ¢ TOMETKaMU: "BeChMa CpOYHO" — B TeUeHHE Tpex pabouux aHeH, "cpouHo"
, "'YyCKOpUTB'" — 110 AecsATH pabouux JHEH;

2) KpaTKOCPOUYHBIN — OT JIeCATH paboduX JTHEH 10 OJJHOTO MECSIIa;

3) cpeaHecpOUHbIA — OT OJTHOTO JI0 IIECTH MECSIICB,;

4) NOATOCPOYHBIN — CBBIIIE IECTHU MECSIIEB.

CpoKM UCIIOJTHEHHS TTOPYUYCHHUH, YCTAaHOBJICHHBIC B akTax W mopyuyeHusx lIpesuaenra
PecnyOomukn Kazaxcran, Anmunuctpanuu Ilpesumenta PecmyOnukum Kazaxcraw,
UCUHCIIAIOTCS B pa00OYMX JHSX CO JHS MX MOCTYIUIEHUS B OPTaHU3AIHIO.

B cnyyasix, eciiv B TOpyUYEHUSIX HE YKa3aHbl CPOKU, TO OHU UCIIOTHSAIOTCA B MECSIUHBIM
cpok ¢ BHecenueM uHbpopmanuu B anpec Ilpesuaenta Pecnybnuxu Kazaxcran,
Anmvunuctpanuu Ipesunenta Pecnyonuku Kazaxcran.

103-1. CyObexTaMu, OCYIIECTBISIOMUMHA KOHTPOJIb 33 UCIIOJIHEHUEM aKTOB U TIOPYUCHHIM
Ilpesunenta Pecnybnuku Kazaxcran, PykoBoactBa Anmunuctpanuu Ilpesunenta
Pecniy6iuku Kazaxcran B opranu3aiusix, SBISIOTCS CJIEIYIONTUE JOHKHOCTHBIC JINTIA:

1) nmepBbIf pyKOBOJUTENH OPraHU3aIuu, KOTOPBIN OCYIIECTBIISET 00IIee pyKOBOJCTBO U
KOHTPOJIb 32 CBOEBPEMEHHBIM W KA4YECTBEHHBIM WCIOJHEHUEM U COOJIFOJCHUEM
UCIIOJIHUTENbCKOW TUCIMIUIMHBI akTOB U nopyuenuid [Ipesunenta Pecnybnuku Ka3zaxcran,
PykoBoactBa Angmunuctpanuu [Ipesunenra Pecriyonnku Kazaxcras;



2) 3aMecTUTENH IMEepPBOr0 PYKOBOAMTEINS OpraHHU3alid, KOTOpPbIE O0ECIEeYHuBAIOT
KaueCTBEHHOE MCIOJIHEHUE akTOB M mnopyueHuil Ilpesunenra PecnyOnuku Kazaxcran,
PykoBoactBa Anmunuctparuu Ilpesunenta PecnyOmuku Kazaxcran mo KypupyembiM
HaAIPaBJICHUSIM pPaOOTHI.

VYKa3aHHbIE IOJDKHOCTHBIE JIMIA HECYT INEPCOHAIBHYIO OTBETCTBEHHOCTH 34
CBOEBPEMEHHOE M KaueCTBEHHOE MCIOJIHEHUE aKTOB U nopyudenuii [Ipesuaenrta Pecryonmku
Kazaxcran, PykoBoacta Anqmunuctpanuu [Ipesuaenra Pecnyonuku Kazaxcras.

CHaocka. [Taparpad 7 monosner myHKToM 103-1 B COOTBETCTBHH C TIOCTAHOBJICHUEM
IIpaButenscTBa PK o1 30.11.2020 Ne 809.

103-2. Opranu3anun-couCIoIHUTEIN akToB U nopydeHuit [Ipesuaenrta PecnyOnuku
Kazaxcran, PykoBoncta Anmunuctpanuu [Ipesunenta Pecniyonuku Kazaxcran BHOCST cBoU
IIPEUIOKEHNS] OPTaHU3ALAN, OCYLIECTBIIAIOIIEN CBOJI, IIPY UCIIOJHEHUH aKTOB U ITIOPYYEHHUH,
IIOCTaBJICHHBIX Ha!

1) cpouHbIil KOHTPOJIb, C TOMETKAMHU "BECbMa CPOYHO" B TEUEHUE OJHOIO pabOyvero AHs
CO JHS TIOCTYIUICHHS MOpYyYeHus, "cpouHo", "yCKOpUTh" — HE MO3/IHEE, YeM 3a TpU pabounx
IIHSI, €CJIM UHOE HE YCTAaHOBJIEHO COOTBETCTBYIOIIUM MOPYUYEHUEM;

2) KpaTKOCPOYHBIM KOHTPOJb — HE MO3JIHEe, YeM 3a MATh pabouux IHEH 10
YCTaHOBJIEHHOTO CpOKa HCIIOJIHEHMS, €CIM HWHOE HE YCTAaHOBJIEHO COOTBETCTBYIOIIMM
IIOPYYEHHEM;

3) cpenHecpOYHBI KOHTPOJb — HEMO3JHEe, YeM 3a JeCiITh pabouux OHEH J0
YCTaHOBJICHHOTO CpPOKAa WCIIOJIHEHMS, €CIM WHOE HE YCTAaHOBJIEHO COOTBETCTBYIOIIMM
NOPYYEHUEM;

4) HOJNTrOCPOYHBIM KOHTPOJb — HE MO3JHEE, YeM 3a JBaJUaTh padouyux AHEH 10
YCTaHOBJICHHOTO CpPOKa MWCIIOJIHEHMS, €CIM HMHOE HE YCTaHOBJIEHO COOTBETCTBYIOIIMM
MTOPYYEHHUEM.

Caocka. [Taparpad 7 nononnen nyHkroM 103-2 B COOTBETCTBHM C NOCTAHOBIECHUEM
[TpaButenscTBa PK o1 30.11.2020 Ne 809.

103-3. B ciyuae, ecnu myHKThI akTOB U opyuenuid [Ipesunenta Pecnyonuku Kazaxcran,
PykoBoactBa Anmunuctpauuu Ilpesumaenta Pecnybnuku Kazaxctan He MOTryT OBIThH
BBITIOJIHEHBI B YCTAHOBJIEHHBIA CPOK, TO PYKOBOJMTENb OPraHU3alMM, d B CIyYasx, €CIU
3aTparuBaroTcss noaHomouusi [IpaBuTenbcTBa, — IMOCJIE  COTJIACOBAaHUS C
[Ipembep-Munuctpom PecnyOnuku Kazaxcran (JquiioM, UCIOJHSIOMIMM €T0 00sS3aHHOCTH)
WM €ro 3aMECTUTENIEM HE II03JHE€ YCTAaHOBJIEHHOIO CpOKa BHOCUT IIMCbMO B
Anmunuctpauuto Ipesunenta PecnyOnuku Kazaxcran ¢ yka3aHUEM TEKYILETO COCTOSHHUS
UCIIOJIHEHUSI, apryMEHTUPOBAaHHBIM OOOCHOBAHHEM HEOOXOJUMOCTH NPOIJIEHHUS CpOKa
UCIIOJIHEHUS MO0 €ro MnepeBojia Ha CPEJHECPOUHBIH WM JAOJITOCPOUYHBIM KOHTPOJb. [Ipu
OTOM YKa3bIBAIOTCSA KOHKPETHBIM CPOK MCIIOJHEHUS, OTBETCTBEHHBIC IOJUTUYECKHE
rocyJ1apCTBEHHbBIE Clly>Kalue OpPraHu3alUu-UCIOJTHUTENS, a TaKke
OpraHU3aLUKA-CONCIIOIHUTENEN U JOJDKHOCTHBIE JIMIA OPTaHU3aLUu.



[To nopyuenusiMm, yka3anHbIM B myHKTe 102-1 Hacrosmux [TpaBuii, koTopele HE MOTYT
OBITH BBITIOJIHEHBI B YCTAHOBJIEHHBIM CPOK, PYKOBOJMTENb OPraHU3alUU-UCIIOTHUTENS HE
II03/IHEE YCTAaHOBJIEHHOTO CPOKa BHOCHUT IHUCHBMO B ajpec pykoBojacTBa lIpaBurennscrBa
Pecny6nuku Kazaxcran unu PykoBogutento Kanuenspuu [Ipembep-Munuctpa PecnyOnuku
Ka3zaxcTtan ¢ yka3zaHueM TEKYyIIEro COCTOSHMUSA HWCIOJHEHMUS, apryMEHTHUPOBAHHBIM
000CHOBaHMEM HEOOXOAMMOCTH MPOJJICHUS CPOKa HMCIOJHEHUs JHOO ero mepeBoja Ha
CPEIHECPOUYHBIM WM JOJrOCPOUYHBIM KOHTpoJib. IIpaButenscTtBo PecnyOnuku Kazaxcran
yBeaomisier Aamunuctpanuio [Ipesunenra Pecniyonuku Kazaxctan o npuHATOM 1O MUCBEMY
PELICHUH HE MO3/IHEE JECATH padounX AHEH.

Cnocka. Ilaparpad 7 nononHen nmyHkToM 103-3 B COOTBETCTBUM C TOCTAHOBJICHUEM
[TpaButenscTBa PK o1 30.11.2020 Ne 809.

103-4. IIpoaneHnue CpOKOB MCHOJHEHUS MYHKTOB akTOB M nopydeHud lIpesunenra
Pecny6nuku Kazaxcran, PykoBoactsa Anmunuctpanuu [Ipesunenta Pecnyonuku Kazaxcran
aub0 UX TMEepeBOJ Ha CPEAHECPOUHBIM WIIM JOJITOCPOYHBI KOHTPOJb, 3a HUCKIOYEHUEM
Nopy4eHHi, yka3aHHbIX B myHKTe 102-1 Hacrosmux [IpaBun, nomyckarorcst He 00jiee OHOTO
paza no pemenuto [Ipesunenra Pecriyonuku Kazaxcran wiu PykoBoauTenss A IMUHUCTpALIUT
[Ipesunenta Pecy6onuku Kazaxctan Ha OCHOBaHMH 3KCIIEPTHOTO 3aKJIIOUYECHHS CTPYKTYPHOTO
noapaznenenuss Aqmunuctpanuu [pesuaenra Pecnyonuku Kazaxcras.

[Iponyienne CpoOKOB UCIIOTHEHUS] TOPYUYEHHM, YKa3aHHbIX B myHKTe 102-1 HacTosmmx
[IpaBun, 1u60 UX MEPEBO HA CPETHECPOUHBIN MU JTOJITOCPOYHBIM KOHTPOJIb JOMYCKAIOTCS
He OoJsiee oaHOTO pasa mo pemeHuto [Ipembep-Mununctpa Pecriyonmku Kazaxcran wim ero
3aMECTUTETIS.

Caocka. [Taparpad 7 nonosnnen nyHkroM 103-4 B COOTBETCTBHM C MOCTAHOBJICHUEM
[TpaButenscta PK o1 30.11.2020 Ne 809.

103-5. IToBTOpHOE MPOIJIEHUE CPOKA HMCIOJHEHUS IYHKTOB AaKTOB W MOPYYECHUU
[Ipesunenta PecnyOommku Kazaxcran, PykoBoactBa Anvmunuctpanuu IIpesunenta
Pecnybnuku KazaxcrtaH, 3a UCKIIOYEHHEM NOPYUYEHHMH, yKa3aHHbIX B nyHKTe 102-1
HacroAmumx [IpaBui, nomyckaercss B MCKIFOUUTENBHBIX CiIydasx 1o pemeHuto [Ipesnnenra
PeciyOnuku Kazaxcran unu PykoBomurtens Anmunuctpainuu Ilpesunenra PecnyOnuku
Ka3zaxcraH ¢ paccMOTpeHreM BOIPOCca O JUCHUTIMHAPHON OTBETCTBEHHOCTH OTBETCTBEHHBIX
JOJKHOCTHBIX JIUL] OPTraHU3aIUi.

IToBTOpHOE MPOJTIEHHE CPOKOB HCIOJHEHUS MOPYYEHHUM, YKa3aHHBIX B IyHKTe 102-1
Hacrtoamux [IpaBui, pomyckaeTrcss B HCKIIOYMTEIBHBIX CIydasX [0 PELICHUIO
[Ipembep-Munuctpa PecnyOnuku Kazaxcran wiam ero 3amMecTUTENss C PacCMOTPEHUEM
BOIPOCAa O JHWCUUIUIMHAPHOW OTBETCTBEHHOCTH OTBETCTBEHHBIX JOJDKHOCTHBIX JIWIL
OpTraHU3ALUN.

Caocka. Ilaparpad 7 nononHes myHKToM 103-5 B COOTBETCTBUM C TOCTAHOBJICHUEM
[TpaButenscta PK o1 30.11.2020 Ne 809.



103-6. Ilpensio’kenue O MOBTOPHOM MPOJJIEHUH aKTOB U mopyueHui [Ipe3umenta
Pecny6nuku Kazaxcran, PykoBoactsa Anmunuctpanuu [Ipesunenta Pecnyonuku Kazaxcran
CO CPOKOM HCIIOJHEHUs CBBIIIE TPEX MecALEeB BHOCUTCS B AnMuHucTpauuio [Ipesuaenta
Pecny6nuku Ka3zaxcran opraHu3aiuei-ucoIHUTENEM, a B CllydasiX, €CJIM 3aTparuBaroTCs
nonHoMouusa IlpaButenbctBa PecnyOmmku KazaxcraH, — mociie COIJIaCOBaHHUS C
[Ipembep-Munuctpom PecniyOnuku Kazaxcran (Ju1iom, UCHIOMHSIONIMM €r0 O0SI3aHHOCTH)
WM €ro 3aMECTHUTENIEM He MO3JHee MATHAAUAaTh paboyux JHEW A0 UCTEYEHHUS CPOKa €ro
VICITOJIHCHHS.

OTBETCTBEHHOE CTPYKTYpHOE nozpasnieneHue Aagmunuctpanuu [Ipesuaenrta Pecriyonuku
Kazaxcran He mno3aHee gecaTH pabouyux JAHEH C MOMEHTa IMOCTYIUIEHUS JaHHOTO
MIPEUIOKEHUS IPOBOJINUT IPOBEPKY MO BOIMPOCY BBIICHEHUS NPUYUH HEUCIIOJIHEHUS aKTOB U
nopyuenuii Ilpesugenta PecnyOonuku Kaszaxcran, PykoBojacTBa AJIMUHHUCTpAIUU
[Ipesunenta Pecriybnuku Kazaxcran u no ee pe3ysibTaraM rOTOBUT SKCIIEPTHOE 3aKIIOUCHHE.

ITonokeHns HACTOSAMIEr0 MyHKTa HE PACIpPOCTPAHAIOTCS HA NOPYYEHUS, YKA3aHHBIE B
nyHkTe 102-1 nactosimux [IpaBu.

CHocka. [1aparpad 7 nonosnen myHktoM 103-6 B COOTBETCTBHUM C OCTAHOBJICHUEM
[TpaButenscta PK o1 30.11.2020 Ne 809.

103-7. IIpensioxkenre 0 HOBTOPHOM IIPOJJIEHUH NOPYUYEHHM, YKa3aHHbIX B yHKTe 102-1
HacTosux IIpaBwi, cO CPOKOM MCIIOJHEHUs CBBIIIE TPEX MECSLEB BHOCHUTCSA B aJpec
pykoBojacTBa [IpaBurenbcrBa PecnyOnukn Kazaxcran wiu PykoBoaurtento Kanuenspuu
[Ipembep-Mununctpa PecnnyOnuku Kaszaxcran opraHu3anueil-UCIOJHUTENIEM HE I03/HEE
NSATHAAIATH pabouuX JHEH 10 UICTEUECHUS CPOKA UCTIOJIHEHHUS.

OtBeTcTBEHHOE CTpyKTypHOE mnoxapasneneHue Kannenspuu lIpembep-Munucrtpa
Pecny6niuku Kazaxcran He mo3aHee AecsTH pabounx JHEW ¢ MOMEHTa MOCTYIJICHUS! JaHHOTO
MPEUIOKEHUSI TPOBOJUT IMPOBEPKY IO BOINPOCY BBIACHEHHS NPUYUH HEHUCIOIHECHUS
IIOPYYEHHUS U 110 €€ Pe3yJIbTaTaM TOTOBUT DKCIIEPTHOE 3aKIIKOYEHUE.

CHaocka. [Taparpad 7 nonosiner myHkToM 103-7 B COOTBETCTBHUH C OCTAHOBJICHUEM
[IpaBurensctBa PK o1 30.11.2020 Ne 809.

103-8. B cinydae BHeCEHHUs NMPENIOKEHUS O MPOJJICHUN CPOKA MCIIOJIHEHHS ITyHKTOB
aktoB U nopyudenuil [Ipesunenta PecnyOnuku Kazaxcran, PykoBoacTBa AaMuHuCTpanuu
[Ipesunenta Pecriyonuku Kazaxcran 6osee AByX pas, paccMaTpHUBAETCS BOIPOC O HAKA3AHUU
IIEPBBIX PYKOBOJUTENIEH OPraHU3ALUM.

CHaocka. [Taparpad 7 monosrer myHKToM 103-8 B COOTBETCTBHH C TIOCTAHOBJICHUEM
[IpaBurenscTBa PK o1 30.11.2020 Ne 809.

103-9. [Iponnenue CpOKOB UCTIOTHEHUS JTUYHBIX mopydenuii [Ipesunenta PecmyOnuku
Kazaxcran ocymectBisercs Tonbko [Ipesuaentom Pecnyonuku Kazaxcran.

Caocka. Ilaparpad 7 nononHes nmyHkToM 103-9 B COOTBETCTBUM C TOCTAHOBJICHUEM
[TpaButenscta PK o1 30.11.2020 Ne 809.



104. Axtel u mopyuenus [IpaButensctBa Pecniybnuku Kazaxcran, [Ipembep-Munuctpa
Pecny6nukun Kazaxctan wnm ero 3amectuteneid u PykoBogutens Kanuenspuu
[Ipembep-Munnctpa Pecryonmku Kazaxcran cTaBsaTcst Ha CIEAYIOIINE BUIBI KOHTPOJIS:

1) cpouHBIil KOHTPOJIb C TOMETKaMH ""BECbMa CPOUHO" — B TEUEHUE OJIHOTO paboyero AHs
CO JHS MOCTYIUIEHUS OPYYEHHUs], "CpO4HO", "YyCKOpUTH' — HE MO3/IHEE, YeM 3a TPU padoUunx
IIHS1, €CJIM UHOE HE YCTAHOBJIEHO COOTBETCTBYIOIIUM MOPYYEHUEM;

2) KpaTKOCPOYHBIA KOHTpOJIb, HE IMO3JHEE, YEeM 3a IATh pabo4yux OHEH 10
YCTaHOBJICHHOT'O CpPOKa MWCIIOJIHEHMS, €CIM HMHOE HE YCTaHOBJEHO COOTBETCTBYIOIIMM
IIOPYYEHHEM;

3) cpemHeCpOYHBIM KOHTPOJb, HE TO3JHEE, YeM 3a JeciATh pabouux AHEH 10
YCTAaHOBJIEHHOTO CpOKa HCIIOJIHEHMS, €CIM HMHOE HE YCTAaHOBJIEHO COOTBETCTBYIOIIMM
IIOPYYEHHEM;

4) MOATOCPOUYHBIM KOHTPOJIb, HE IMO3JHEE, YeM 3a NBaAlaTh pabo4yux JHEH 10
YCTaHOBJICHHOTO CpPOKAa WCIIOJIHEHMS, €CIM HWHOE€ HE YCTAaHOBJIEHO COOTBETCTBYIOIIMM
HOPYYEHHUEM.

Cpoky UCIIONIHEHUS IOPYUYEHUH, YCTAHOBJICHHBIE B aKTaX U nopy4eHusax [IpaBurenscTBa
Pecniy6nuku Kazaxcran, [Ipembep-Munuctpa PeciyOnuku Kazaxcran wim ero 3amectuTeneit
u PykoBomgutens Kanuenspuu [Ipembep-Munucrpa PecnyOnuku Kazaxcran, ucUucisioTcs B
pabounx AHAX CO AHS UX MOCTYIUICHUS B OPTaHU3ALIHIO.

B cnyyasix, eciin B TOPYYEHHUSAX HE YKa3aHbl CPOKH, TO OHU UCIIOIHSAIOTCA B MECSUHBIM
cpok ¢ BHeceHuem wuHpopmanuu B anapec [lpaButennctBa Pecnmybmuku Kazaxcran,
IIpembep-Munuctpa Pecnyonuku Kazaxcran wim ero 3amectutenied u PykoBoauTens
Kanuenapuu [Ipembep-Munncrpa Pecriyonuku Kazaxcran.

Kontponwsubie nopyuenusi IIpesunenta Pecnybnuku Kazaxcran u PykoBoauTens
Anmunuctpauuu Ilpesunenta Pecny6naukum KazaxcTtan ¢ pe3odonusaMud K HUM
IIpembep-Munuctpa PecnyOnuku Kazaxcran, ero 3amecturened u PykoBoauTens
Kannensapuu [Ipembep-Munuctpa Peciy6nuku Kazaxctan MCIONHSAIOTCS OpraHU3aldsIMH He
no3aHee 20-IHEBHOTO CpOKa CO JHS MOPYYEHUs, €CJIM B IOPYUYEHUAX HE YCTAHOBJICHBI NHbBIE
cpoku. Opranuszanusi — COUCIOIHUTEIb HAIMpPaBIseT CBOIO MH(OpMaLNMIO OTBETCTBEHHOM
OpraHM3alMH — UCIIOJHUTEIIO HE TTO3IHEE, YEM 3a IISATh THEU 10 UCTEUYECHHS yCTAaHOBJIEHHOIO
CpoOKa.

105. Cpoku ncnosiHEHUSI TPOTOKOJIBHBIX MOPYYEHUN, CONEPKAIMNXCSA B MPOTOKOJIAX
3acemanuii [IpaButensctBa PecmyOnuku Kazaxcran u coBemanuii y ['maBsl rocygapcTsa,
pykoBojactBa [IpaButenscrBa PecnyOnuku Kazaxctan u PykoBoautens Kanuenspuwu
[Ipembep-Munuctpa Pecniybnuku Kazaxcran, HCUUCTSIOTCS CO AHS MPOBEACHUS 3acenanus (
coBemranus). B Tom citydae, ecnu Ha 3acenanuu (CoOBeUIaHUM) ObLT HA3BaH CPOK UCTIOTHEHUS
KOHKPETHOTO MOPYYECHHsI, TO COOTBETCTBYIOIINE OPTaHU3AINH, B aIpEC KOTOPBIX OBLJIO 1aHO



MOPYYEHUE U TMPEJCTABUTENN KOTOPBIX MPUCYTCTBOBAJIM HA 3aceJaHUM (COBELIAHUM),
MPUCTYNAIOT K UCIIOJHEHUIO TOPYUYEHUN cpasy mocie 3aceqaHus (COBEIanusl), He I0KUIAsCh
MOCTYIUICHUSI K HUM IIPOTOKOJIA 3aceaHus (COBEILIaHMs).

106. KoHTpoJIb UCTIOJHEHUSI IOKYMEHTOB MO CYIIECTBY BOIpOCA BO3JIaraercsi Ha
PYKOBOJUTENEH CTPYKTYPHBIX MOAPA3AEICHUN WU JOJKHOCTHBIX JIUII.

KoHTpoib 3a cpokamMu HCHIOTHEHUST TOKYMEHTOB, 32 CPOKaAMU PACCMOTPEHUST 0OpaleHuH,
COOOIIEHH, 3alMpOCOB, OTKIMKOB U MPENJIOKEHUNW (PU3NUECKUX M IOPUIMYECKUX JIUIL
ocymiecTBisieTcs ciayxooi J[IOY.

Cuocka. ITynkr 106 — B penakuuu nocranossienus [Ipasurensctea PK ot 31.08.2022 Ne
630 (BBOIUTCS B JICUCTBUE MO UCTEUCHUH JCCATH KaJICHAAPHBIX JTHEH MOCTe JTHS €T0 MEPBOTO
Oo(pHUIIUATIBHOTO OITyOJIMKOBAHUS).

107. Ilpu opranuzanuu KOHTPOJISI UcHONHEHUs ucnonb3ytorcs: PK®. KontponasHas
KapTOTEKA CUCTEMATHU3UPYETCS IO CPOKAM MCIIOJHEHUS JTOKYMEHTOB, HUCIIOJHUTENSM,
rpyImnaM J0KyMEHTOB.

108. JIOKyMEHT CHUMAETCS C KOHTPOJISI PYKOBOJMTENIEM, IOCTABUBIIMM €TI0 Ha KOHTPOJIb,
WJIM 10 €ro nopy4eHuto — ciyxooi JI0Y.

109. Ilpu cmene pykoBoauTenei ciayx0bl JJOY U CTpyKTYpHBIX TOApa3aeICHUM
JIOKYMEHTHI U Jiena, a Takke PK® k HUM nepenaroTcss BHOBb Ha3HAYEHHOMY PYKOBOJIUTEIIO
WJIM OTBETCTBEHHOMY JIOJKHOCTHOMY JIUILY O aKTy MpUEMa-Tepe/iayn.

ITaparpag 8. Ilopsamok ydera v XpaHeHH Ne4aTel, IITaMIOB U OJIaHKOB

110. Yder, ucnonp3oBaHne, XpaHEHUE U YHUUTOKCHHUE MTEUYATHO-0JaHOYHON TTPOTYKIIUH,
neyaTei, MTaMIIOB, MOUIEKAIINX 3alIUTE, U CPEICTB 3aAIUTHI JOKYMEHTOB OCYUIECTBIISIOTCS
JOJDKHOCTHBIMU JIMIIAMH, Ha3HAYaeMbIMU TMpUKa3aMU (PaCOPSHKEHUSIMU) PYKOBOJIUTENEH
OpTraHU3aIUN.

111. TocynapcTBeHHass opraHu3anusi MMeEET OAHY Me4yaThb C H300pakKeHUueM
I'ocynapcrBennoro ['epba Pecriy6nuku Kazaxcrah.

[Ipu HEOOXOIUMOCTH CTPYKTYpPHBIE MOJIpa3/ieNIeHUus TOCYJapCTBEHHONW OpraHu3aluu
UMEIOT medaTu (mrTamnbl) ¢ m3o0paxkenuem [ocymapcrBenHoro ['epba PecmyOnmku
KazaxcTaH M OJWHAKOBBIM TEKCTOBBIM COAEPKAHHEM, TEKCTOBAas YacTh JOMOJIHSAETCS
MOPSIIKOBBIM HOMEPOM HJIM CUMBOJIOM (CUMBOJIaMHU).

112. YVder neuatHO-071aHOYHOM MPOAYKIIHUH, MOJUISKAIICH 3aluTe, B TOM YHCIE C
n3obpaxkenueM [locyngapcrBenHoro I'epba Pecnybonuku Kazaxcran, BeneTcs B
COOTBETCTBYIOIIMX PETUCTPAIMOHHBIX YYETHBIX (Qopmax: >KypHallaX, KapTOoukKax W
aBTOMATU3UPOBAHHBIX HHGOPMAIIMOHHBIX CHUCTEMAaX, J>KypHaJIe YyueTa U BbIJa4Yu
MeYaTHO-0JJaHOYHON TIPOIYKIIMU, TIOJIkKAIIEeH 3aIuTe, Mo (opMe COrIacHO MPUIIOKECHHUIO
18 x HactosiuMm IIpaBuinam.

XKypHan yuera W BbIJAYM NE€YATHO-OJIAHOYHOW MPOAYKLMWH, MOJIEKAIIECH 3amuTe,
3aBOJIUTCA HA KaXJbIH BUJ NEYaTHO-OJIAHOYHOM MPOIYKIIMH, TIoJIexKalIen 3amure. bianku



¢umek ¢ uzobdpaxkenuem ['ocynapctBennoro ['epba Pecy6nuku Kazaxcran He mopsiexar
CIIEHIHAIBHOMY YYETY.

113. Beimaua OnmaHKOB, MOJJIEKAMMUX 3aIUTe, MPOU3BOIUTCS TOJ PACIHUCKY B
COOTBETCTBYIOIIUX  PETUCTPAIMOHHBIX  YUYETHBIX (popMax, NPeayCMOTPEHHBIX
BEJIOMCTBEHHBIMU UHCTPYKIIUSIMUA OpTaHU3ALIUIA.

114. Tlpu W3roTOBIEHUU KOMHH JOKYMEHTOB, O(OpPMIICHHBIX Ha OJlaHKaX C
n3o0paxenuem ['ocynapctBenHoro ['epba PecriyOnuku Kazaxcran, u npeaHasHauYeHHBIX IS
PACCBUIKHU, MTPOCTABIISAIOTCS HOMED SK3EMILISIPA U NIeYaTh OpraHU3aluH.

115. Pa3zamMHOXeHHE M KONMHMPOBAHHE CPEACTBAMU OINEPATUBHON moaurpaduu
HE3aMoJHEHHBIX OJIAHKOB, MOJUICKAITUX 3aIIUTE, HE JOMYyCKAIOTCS.

116. Yyer nmeuateil, MTaMIIOB, MOJICKAIIMX 3alIUTES, U CHCIMAJILHON IITEMICILHOM
KpPacKM C XMMHYECKUMHU J00aBKaMH, UMEIOUIMMH HHAUBHUAYAIbHBIE CBOWCTBA C IEIbIO
3aIIUThl OT MOJJEINIKH, a TAKKE MX BbIJAa4a BEIyTCA B XKypHAJE€ ydyeTa W BbIIAYM MEYaTEH,
mTaMnoB ¢ uzoOpaxenueMm locynapctBeHHoro I'epba Pecnybnuku Kazaxcran u
CHEIUAaIbHON MITEMIIeIbHOM KPacKu Mo (opMe COTJIACHO MPHIIOKEHUI0 19 K HacTOsSIIUM
IIpaBunam.

117. YdeT nepbeBbIX aBTOPYYEK, 3aIPABICHHBIX CIEHUATbHBIMU YEPHUIIAMU C
XUMHUYECKUMHU J100aBKaMHU, UMEIOIUMHU WUHIUBUAYAIbHBIE CBOMCTBA C IIEIbI0 3alUTHI OT
MOJACNIKY NOAMUCEN TOMKHOCTHBIX JIUI, U UX BbIJa4a BEAYTCS B XKypHAJIe y4yeTa U BblJauu
NEPHEBBIX ABTOPYYEK, 3alPaBICHHBIX CIEIUATbHBIMU YEpHUJIAMH, 1O (HOPME COTIACHO
npunoxennto 20 k HacrosamuM [IpaBunam.

118. 3arosoBKM perucTpaliMOHHBIX YYETHBIX (DOPM BKIFOUAIOTCS B HOMEHKJIATYPY JIel
OpraHU3alHH.

JIucThI )KypHAIOB HYMEPYIOTCS, MPOIIMBAIOTCS U ONIEYATHIBAIOTCS.

119. Ilepenaua apyromy JOJKHOCTHOMY JIMIY HEHCIIOIB30BAHHOW Me4aTHO-0JTaHOYHOM
NPOAYKIUH, Me4YaTeid, IITaMIIOB, MOJIEKAIIUX 3allUTE, a TaKXKe CpPEICTB 3allHUThI
JTOKYMEHTOB M PETrUCTPAIMOHHBIX YUYETHBIX (OpM K HUM O(OpMISIETCsS aKToM
npuema-nepelaud Me4aTHO-O0JaHOYHOM MPOAYKIHMM, Te4YaTei, IITaMIIOB, MOAJIeKaIIUX
3allliTe, CPEJICTB 3aIIUTHl JOKYMEHTOB U PErMCTPALIMOHHBIX YUETHBIX (POpPM K HUM 110 hopme
COTJIacHO IpuiokeHuto 21 k HacrosmuMm [IpaBunam.

120. IleuaTHO-OaHOYHAS TPOAYKIIUS, ME€YATH, IITAMIIBI, MOJJIEKAIIUE 3AIIUTE, U
CpelCTBa 3allUThl JOKYMEHTOB XPAaHATCSA B ONEYAThIBAEMbIX cei(ax WM METaUTMYECKUX
mkagdax.

121. YHUYTOXEHHE HCTIOPUCHHON IMe4aTHO-O0JaHOYHOM MPOIYKIMU, TOJIeKaIen
3allIUTe, MPOU3BOAUTCS C COCTABICHUEM aKTa O BBIJCICHUU K YHUUTOXKEHUIO HCTIOPUYECHHBIX
HK3EMIUISIPOB MEYATHO-OJIAHOYHOM NPOIYKIMHU, MOJIeKaIEH 3aiuTe, o GopMe CorjJacHo
MpUIoKEeHUIo 22 K HacTosmuM [IpaBunaM, 1 mpocTaBIE€HUEM COOTBETCTBYIOIIUX OTMETOK B
’KypHajax y4eTa u BblJaud Me4aTHO-0JaHOYHOM MPOAYKIIUH, TOJUIeKAIIEH 3aluTe.



122. YHUYTOXEHHE TeYaTed W LITaMIIOB, MOJJIEKAIIUX 3allUTE, MPOU3BOJUTCS C
COCTaBJICHHEM aKTa O BBIJCJICHUM K YHUUTOXXEHHUIO TeYaTel W IITaMIIOB, MOJJIEkKAIIUX
3amure, o (opme corracHo MpuiIoKeHuto 23 k HactosmuM [IpaBunam, u mpocTaBiIeHUEM
COOTBETCTBYIOIIMX OTMETOK B KypHAJI€ yUeTa U BbIJJauu MeUaTel, ITaMIIOB C H300paKeHUEM
I'ocynapcrBennoro ['epba PecryOnmku Kazaxcran u cnienuanbHOM MITEMIIETFHON KPACKH.

123. YHUYTOXKEHHE CPEACTB 3AIIUTHl JOKYMEHTOB (B TOM YHCIJI€ €MKOCTH H3-IIOJ
CICIMATbHBIX YEPHUJ U IITEMIICIbHON KpacKH, UCIOPYEHHbIC MITEMIICIbHBIC MOIAYIIKH,
3allpaBJICHHBIE CIEIUAIBHBIMA IITEMIEIbHBIMUA KpacKaMu, IE€PhEBBIE ABTOPYYKH,
3ampaBjiCHHbIC CHEHATbHBIMU YEpHUJIAMHU) TPOU3ZBOJUTCS C COCTABICHHEM aKTa o
BBIJICICHUU K YHUYTOXXCHUIO CPEJCTB 3alUThl JOKYMEHTOB, MO (OpMe COTIIaCHO
npuioxkeHuto 24 k HactosmuM [IpaBuiaM, U mpocTaBIeHUEM OTMETOK B COOTBETCTBYIOIIUX
KypHaJIaxX y4eTa U BbIIauH.

124. Ilpu peopranu3anuu Wiv JUKBUJAUUA OpPTraHU3alN, IPUHATUN PELIECHUS O CHATHH
c ydera <¢unuana (IPeACTAaBUTENIbCTBA) YHHUYTOXKEHHE HEUCHOJIb30BAHHOU
Ne4YaTHO-0JIAaHOYHOU MPOAYKIIMH, ITeYaTeH, IITAMIIOB, TTOJICKAIIHNX 3aIlUTE, 4 TAKKE CPEIICTB
3alIUThl JIOKYMEHTOB IPOM3BOJMUTCA C COCTaBJIEHHEM aKTOB, Mo (opmaM COTJIaCHO
npusioxkenussm 23, 24, 25 k nHacrosiuuM [lpaBuiiam, yTBepKIaeMbIX PYKOBOIUTEIEM
OpraHu3alliy WIH MpeJiceiaTesieM JIUKBUIAIIMOHHON KOMUCCHH, U TTPOCTABIEHUEM OTMETOK B
COOTBETCTBYIOIIMX XKypHaJIaX y4eTa U BbIIauH.

YHHUUYTOKEHUE WU AalbHEUIIEE XPAaHEHUE KYPHAJIOB U JAPYTUX PETUCTPALIMOHHBIX
YYETHBIX (OPM OCYIIECTBISIOTCS B COOTBETCTBHUU C 3aKOHOJATEIHCTBOM PecmyOnuku
Ka3zaxcraH 1o coriiacoBaHuio ¢ yIOJHOMOYEHHBIM OPraHOM MJIM MECTHBIM MCIIOJIHUTEIbHBIM
OpraHoM 00JIaCTH, TOPOJIOB PECITYOIMKAHCKOTO 3HAUEHUS U CTOIUIIBI.

125. TlpoBepka HanMW4us IK3EMIUIAPOB MEUATHO-OJAaHOYHOM MPOIYKIIMH, TeYaTeH,
IITAMITOB, TMOJUICKAIUX 3allUTe, U CPEACTB 3aIIUTHl JOKYMEHTOB MPOU3ZBOAUTCS HE pexkKe
OJIHOTO pa3a B rojl KOMUCCHEH, CO31aBaeMOil MPUKA30M (pacloOpsSKEHHUEM) PYKOBOAUTENS
opranuzanuu. OTMETKH O pe3yjbTaTax MPOBEPOK IMPOCTABISAIOTCA B KypHallax ydyeTa u
BbIJIa4M corjacHo npuiioxkeHusMm 20, 21, 22 k vacrosiuum [IpaBuiam.

126. Ilpu yrepe meuatu (mramma) ¢ uzoOpaxkenuem ['ocymapctBenHoro I'epba
PecnyOnuku KazaxcTan npeanpuHUMarOTCsl Bce HE0OXOAUMBIE MEPBI IO PO3BICKY, B Cllydyae
OTPHULIATENILHOTO Pe3yJIbTaTa PO3bICKa COCTABISETCA aKT 00 yTepe MPOU3BOJIILHOU (HOPMBI,
YTBEPKIAEMbIH PYKOBOJAUTEIEM OpraHU3aIUU.

ITaparpad 9. ITopaaok cocTaBIeHAsS HOMEHKIATYPHI A€, GOpMHUPOBaHUSA U XpaHEHHS el

127. HomeHknaTypa Jien npeaHa3HadyeHa JJisi TpyNIMpOBKH UCITOJTHEHHBIX TOKYMEHTOB B
Jiena, CACTEMAaTU3alllK M y4eTa JIell, ONIPEACIICHUS CPOKOB UX XPAHEHHUs U SIBJISIETCSA OCHOBOU
JUISL COCTaBJICHHS OTMHUCEH Jied MOCTOSHHOTO U BpeMeHHOoro (cBbiiie 10 jeT) xpaHeHus, a
TaK)Ke y4era Jied1 BpeMeHHOro (10 10 JleT BKIIFOUUTENbHO) XpaHEHUS!.



128. B HOMEHKJIaTypy Z1€J1 BKIIOUAOTCS BCE JOKYMEHTHI, CO3/]JaBa€MbI€ B OPTraHU3ALNHU U
MOCTYMAOIINE B OpraHU3aIuio. DJIEKTPOHHbIC TOKYMEHTHI M 0a3bl JaHHBIX BKJIIOYAIOTCS B
HOMEHKJIATypy JeJ Ha OOIIUX OCHOBAHUSIX.

129. B HomeHkiatype nen pukcupyercs Gpopma JOKyMeHTa — 3JIEKTPOHHAs ¢ yKa3aHUEM
HOcUTENs MHpOpMaLMK WiIH OyMaKHasl.

130. IIpu cocTaBieHUH HOMEHKJIATYPbI 1€ PYKOBOJACTBYIOTCS YUPEAUTEIbHBIMU
JOKYMEHTaMH, TMOJIO)KCHUSIMU O CTPYKTYPHBIX NOApa3AEICHUAX, JOJHDKHOCTHBIMU
WHCTPYKIMSIMU PAOOTHUKOB, THUIOBBIMHU, OTPACIEBBIMHU (BEIOMCTBEHHBIMH) TMEPEUHSIMU
JIOKYMEHTOB C YKa3aHUEM CPOKOB XPaHEHUS, TUMOBBIMU (MPUMEPHBIMHU) HOMEHKJIATypaMu
JIeJ1, CTPYKTYPO (IITaTHBIM PACIMCaHUEM), TUTAHAMH M OTYETaMH O paboTe, N3y9IarOTCsl BUBI
, COCTaB U CoJiepKaHue IOKYMEHTOB, 00pa3yIoLIUXCs B ACSITEIIbHOCTH OpraHU3alllu.

131. Homenknarypa men mo gopme, coriaacHO MPUIOKEHUI0 26 K HacTosmmM [IpaBuiam,
cocrtaBisieTcst He o3aHee 10 nekadpsi KaleHIapHOro Tojia, MPEAIeCTBYIONIETO CIEAYIOIIeMY
KaJeHaapHoMy roay, ciayxooit JIOY Ha oCHOBE HOMEHKJIATYp M€l CTPYKTYPHBIX
NOApa3AeICHUN, IPEACTABICHHBIX COOTBETCTBYIOIIUMHU MOIPA3ICIICHUSIMU.

Cuocka. ITynkr 131 — B penakuuu nocranosnienus [Ipasurensctea PK ot 31.08.2022 Ne
630 (BBOIUTCS B JCUCTBUE MO UCTEUCHUH JACCATH KaJICHAAPHBIX THEH MOCe JTHS €T0 MEPBOTO
o(pUIMATBHOTO OIyOJIMKOBAHUS).

132. BHOBB co3/1aHHOE TIO/Ipa3/Ie]ICHUE B MECSIYHBIN CPOK pa3padaThiBaCT HOMEHKJIATYPY
JIeJ1 ToApa3/iesieHUs U MIPeICTaBIsIeT ee B cinyx0y JJOVY.

133. HomeHkiatypa Jen opraHu3aluy MOJIUChIBAETCA pyKoBoauTeneM ciryx0bl JJOY,
COTJIACOBBIBAETCS C JKCIEPTHOW Komuccueil opranmzanuu (manee — IK), skcnepTHOU
IIPOBEPOYHON KOMUCCUEN TOCYJaPCTBEHHOTO apXuBa (MECTHOTO MCIOJIHUTENBHOTO OopraHa) (
nanee — OIIK), B KOTOpbId JTOKYMEHTHI MEPENAOTCs HAa MOCTOSHHOE XPAHEHHE, 3aTeM
yTBEpKaercs (He Mo3/IHee KOHIAa TEKYIIEro rojia) pyKoBOJUTEIEM OpraHU3alud U BHOCHTCS
B COJ] mu UC DA. CornacoBblBaeTcd HOMEHKJIATypa /€N C TOCYJIapCTBEHHBIM apXUBHBIM
YUpEKIECHUEM HE Peke OJHOI0 pas3a B 5 JIET, €Cau He ObUIO0 KOHUENTYalIbHBIX U3MEHEHUN B
HOPMATHBHBIX TIPABOBBIX aKTaxX, PYHKIUAX U CTPYKTYypE OpraHU3aIlHH.

Opranuzamuu, He SBIISIIOIIMECS NCTOYHUKAMU NONOJIHEHUT HallmoHanbHOro apXuBHOTO
(dhoHIa, MOTYT MPENICTABIATH HOMEHKIIATYPHI Jed Ha corjacoBanue DIIK ynoaHomoueHHOTO
OpraHa, MECTHBIX HCIOJHUTEIbHBIX OpPraHoB oO0JacTeil, ropoJoB pectyOIUKaHCKOTO
3Ha4YeHUS U CTONHILI win DK apxuBa HapaBHE C OpraHU3alUIMU-UCTOUHUKAMH.

CHocka. I[Tynkr 133 — B penakuuu nocranosieHus [IpasutensctBa PK oT 31.08.2022 Ne
630 (BBOIUTCS B ICHCTBUE 110 UCTCUCHUHM JIECSITH KaJleHIapHBIX IHEH MOciie JHS ero MepBoro
ohUIMATLHOTO OMyOJIMKOBAHUS ).

134. Homenknarypa Jien nedaraercs B HEOOXOAMMOM KOJUYECTBE dK3eMIULIpoB. OauH
AK3EMIUISIP YTBEPKICHHOWM HOMEHKJIATYpPhl JI€JI XPAHUTCS B TOCYJIapCTBEHHOM apXHBE, C
KOTOPBIM OHa COTJIACOBBIBANIACH.



135. HomeHknatypa el B KOHIIE Ka)XJ0ro rojla yTOuHsieTcs, corjacoBbiBaeTcs: DK
OpraHu3alyu, YTBEPKIAAETCS PYKOBOJAUTEIEM OPraHM3allMi M BBOJAUTCS B AedcTBHE C |
SIHBapsl CIEAYIOIIEro roja.

Cnocka. ITynkr 135 — B penakuuu nocranossienus [Ipasurensctea PK ot 31.08.2022 Ne
630 (BBOIUTCS B ICMCTBUE 10 UCTEUCHUH JIECSITH KaJICHIapHBIX IHEH MOcie JHS €ro NepBoro
o(pHUIIUATIEHOTO OITYOIMKOBAHUS).

136. Ha3zBanusmMu pa3aesnoB HOMEHKIATYPHI A€M SBISIOTCS HAMMEHOBAHUSA CTPYKTYPHBIX
MOJpa3AeICHU, KOTOPbIE PACIIOIAraroTCsl B COOTBETCTBUM C YTBEPKIACHHOU CTPYKTYpOU
opranuzauuu (mrTaTtHoe pacnucaHue). llepBbIil pa3gen HOMEHKIATypbl /€]l BKIHOYAET
3aroJIOBKM JI€Jl, COJEpIKAIIME PpACHOPSIAUTEIbHYI JOKYMEHTAUHI M JIOKYMEHTBI
KOHCYJIbTATUBHO-COBELIATENbHBIX OPraHOB, BO3TJIABISIEMbIX PYKOBOJICTBOM.

137. JlokymeHnTsl (humanoB (IpeACTAaBUTEIIBCTB) BHOCSATCS B Ka4eCTBE Pa3lielioB B
HOMEHKJIATYPY JI€Jl OPraHU3alHH.

CaMOCTOATENbHBIM DPa3/IeJIOM HOMEHKIJIATYphl J€J SBJISETCS HAUMEHOBaHHUE
oOIIeCTBEHHBIX OOBeaMHEHHUI. JaHHBIM pa3ien pacrosaraeTcss IMOcjie BCEX pas3iesioB
HOMEHKJIATYPHbI JI€J1 OpraHU3aluu.

Caocka. I[Tynkr 137 — B penakuuu nocranosieHus [IpasutensctBa PK oT 31.08.2022 Ne
630 (BBOAUTCA B IEUCTBHE 110 UCTEUCHHUH JIECATU KAJIEHJAPHBIX THEH MOCIe THS €ro MePBOTo
ohUIIMATLHOTO OMyOJIMKOBAHUS ).

138. Jliist opranu3anny, HE UMEIOLIEN CTPYKTYpbl, HOMEHKJIATypa €]l CTPOUTCS IO
MPOU3BOICTBEHHO-OTPACICBON Wi (yHKIMOHAIBHONW cxeme. HammeHoBaHuUs pa3nesoB
COOTBETCTBYIOT HAIIPABJICHUAM JIESITEIbHOCTH OpraHU3alUu.

139. Jlns moABEIOMCTBEHHBIX OPTraHU3alyid ¢ OJHOPOJIHBIM COCTABOM JOKYMEHTOB
ciyx60i1 JIOY BeImecTosmero opraHa (BBIIIECTOSIICH opraHU3aliu) pa3padaThiBalOTCA
TUIIOBbIE (MPUMEPHBIE) HOMEHKJIATYPHI Aeil. Takue HOMEHKIIATyphl TIOJIJIEXKAT COrNIACOBAHUIO
C YIOJIHOMOYEHHBIM OPraHOM HJIM MECTHBIMH HCIIOJIHHUTEIbHBIMU OpraHamMu o0JiacTew,
rOpoJIOB PeCyOIMKaHCKOTO 3HAYEHUS U CTOJIHIIBL.

140. Cpoku XpaHEHUs 3JIEKTPOHHON PETUCTPALIMOHHOW KOHTPOJIBHOM KapTOUYKHU
COOTBETCTBYIOT CpPOKaM XpPAaHEHUsI DJJIEKTPOHHBIX JOKYMEHTOB. OJIEKTPOHHBIE
pErucTpallMOHHbIE KOHTPOJbHbIE KAapTOYKH XPAaHATCS COBMECTHO C JJIEKTPOHHBIMH
NOKYMEHTaMHU, COOTBETCTBYIOUIUMH PETHUCTPAMOHHBIMU CBHECTEIHCTBAMU SJIEKTPOHHBIX
UU(POBBIX MOANHUCEH, YBEAOMICHUSIMHU-KBUTAHIUSAMHA O JIOCTABKE JAHHBIX 3JEKTPOHHBIX
JOKYMEHTOB.

141. Cpoku XpaHEHHs DJIEKTPOHHBIX JOKYMEHTOB M 0053aTEIbHOCTh OGOPMIICHUS
OyMaXkHBIX MOJJUHHUKOB IOKYMEHTOB YCTaHABIUBAIOTCS MEPEYHEM TUIIOBBIX TOKYMEHTOB,
00pa3yIoIuXcs B I€ITEIbHOCTU TOCYJaPCTBEHHBIX U HETOCYIapCTBEHHBIX OpraHU3alMM, C
YKa3aHUEM CPOKOB XPaHEHUS], YTBEPKAAEMbIM YIIOJITHOMOYEHHBIM OPTaHOM.

DNEeKTPOHHbIE JOKYMEHTHI, B TOM YHUCJE BJIOXKEHHBIE (aitnbl, Xpansrcs B COJ] B Tom
dbopMmare, B KOTOPOM OHHU ObUIM C(HOPMHUPOBAHBI, OTIPABIEHbI WM TOJYYEHBI, C



o0ecreyeHneM OJHOBPEMEHHOI'O XpaHEHUsS C(HOPMHUPOBAHHBIX AJIEKTPOHHBIX HU(POBBIX
MOJAMKCEN MOJ] COOTBETCTBYIOIIMMU 3JIEKTPOHHBIMU JOKYMEHTAMH.

Cuocka. [Iynkr 141 — B pepakuuu nocranosiienus [Ipasurensctea PK ot 31.08.2022 Ne
630 (BBOAUTCA B IEWCTBHE 110 UCTCUCHHUH JIECATU KAJICHJAPHBIX THEW MOCIE THS €ro MepBOTro
O0(pUIIUATIEHOTO OMMyOIMKOBAHUS).

142. Tlpu ynopsaaou4eHUH 3JACKTPOHHBIX KONUM JOKyMEeHTOB B MIC DA OHM JOIAKHBI
(bopMHpPOBATHCA UAEHTUYHO OYMaKHBIM MOJJTMHHUKAM.

CHocka. [Tynkr 142 — B penakuuu nocranonieHus [IpasutensctBa PK or 31.08.2022 Ne
630 (BBOAUTCA B IEUCTBHE 110 UCTEUCHHUH JIECATU KAJIEHIAPHBIX THEW MOCIE THS €ro MepBOro
0ohUIMATLHOTO OMyOJIMKOBAHUS ).

143. XpaHeHHE DIEKTPOHHBIX JOKYMEHTOB CONPOBOXIAETCS XPAaHEHUEM
COOTBETCTBYIOLIMX 3JEKTPOHHBIX 0a3 JaHHBIX, HMCIOJb30BAHHBIX OTKPBITHIX KIIHOYEH
AIEKTPOHHBIX HU(GPOBBIX MOJNUCEH (PETUCTPALIMOHHBIX CBHUJAETENBCTB JJIEKTPOHHBIX
IU(POBBIX MOANUCENH) U IPOTrpamMM, PeATU3YIONIMX MPOLECCH (POPMHUPOBAHUS U MPOBEPKH
AIEKTPOHHBIX HU(PPOBBIX MOAMUCEHN JIEKTPOHHBIX JOKYMEHTOB.

144. JInst OTKPBITBIX KJIIOYEH 3JIEKTPOHHBIX HU(PPOBBIX MOJNUCENH B FOCYIaPCTBEHHBIX
opranax u YII I'O xpansarcsa odopmiieHHBIE B YCTAaHOBJICHHOM TMOPSJAKE TOKYMEHTHI (
PETUCTPALIMOHHBIE CBUIETENBCTBA), MOATBEPKAAIONINE MPUHAICKHOCTh JAHHBIX KIIOUen
KOHKpeTHOMY yyacTHUKY CO/I.

JIJ1st KaKJ10ro OTKPBITOTO KJIH0Ya XpaHUTCs MHGOpMaIUs O Havajle 1 OKOHYaHUU CPOKa
ero aeiictBus. Ilpu 3TOM AOCTYynm K MacchBaM OTKPBITBIX KIIOYEH, HAXOIAIIMXCS Ha
ONEepaTUBHOM (BEJOMCTBEHHOM) apXHUBHOM XpPaHEHUU, OTPAHUYHUBACTCS.

CoxpaHHOCTb, HaJIEKAILEE HCIOJIb30BaHUE HOCUTENEH HHPOPMAIUU C 3aKPBITBIMU (
CEKPETHBIMH) KIIFOUaMHU AJIEKTPOHHON IU(PPOBON MOANUCH (J1ajiee - KIF0YEBOM HOCUTEND), a
TaK)K€ UCIOJIb30BAHUE 3aKPBITHIX (CEKPETHBIX) KITI0UEH IEKTPOHHBIX HU(PPOBBIX MOAMHUCEHN U
X 3aluTa OT HECAaHKUMOHMPOBAHHOIO JOCTyIla BO3JAralTCs Ha BJAJEIbLEB
PErUCTPALlMOHHBIX CBUJIETEIBCTB.

145. Tlpu xpaHeHWH SICKTPOHHBIX JOKYMEHTOB OOecTeduBaeTCsl MPUBsI3Ka (
CUHXPOHM3AIIMS) DJIEKTPOHHBIX JOKYMEHTOB M COOTBETCTBYIOIIUX OTKPBITHIX KIIIOUEH
AIEKTPOHHBIX HU(PPOBBIX MOAIUCEN.

146. Yuactouku COJ] obGecrneynBarOT 3allUTy OT HECAHKIIMOHHPOBAHHOTO JOCTYTIA,
HEIPEeIHAMEPEHHOTO0 YHUUYTOKEHHUS U (WJIM) UCKaXKEHUS YUETHBIX TaHHBIX, COJAEPIKALIUXCS B
0a3zax JaHHBIX, a Tak)Ke OO0ECNEeYMBAIOT CO3/IaHHE PE3EPBHBIX KOMUN 3IEKTPOHHBIX
JOKYMEHTOB.

3amuta nHGOpMaIuu (AIEKTPOHHBIX HHPOPMAIIMOHHBIX PECYPCOB) B MHPOPMAITMOHHBIX
CUCTEMAaX, B TOM YHCJIE€ B ApXUBAX AJIEKTPOHHBIX JTOKYMEHTOB, CPEACTB KpUIITOrpaduuecKon
3aIuThl MHPOPMAIIUHU, PEATU3YIOIIUX Tpolece (GOPMUPOBAHMS U MPOBEPKHU IIEKTPOHHOM
udpoBoi moanucu (CpeacTB SIEKTPOHHOU HUGPOBON MOAMUCH, KPUNTOTPAPUUECKUX
KJIFOUEei), OCYIIECTBJISIETCS COBMECTHO C oOpra"uzanued, skcryatupyromeit COJI,



yuacTHUKaMH COJ] B mopsiake, yCTaHOBJIEHHOM HOPMAaTUBHBIMHM IPABOBBIMU aKTaMU
YIOJIHOMOYEHHOT0 opraHa B cepe odecriedeHus: UHHOpMaIIMOHHON O€30MaCHOCTH.

147. T'ocynapcTBEHHBIE OpTraHbl 00ECTICYMBAIOT JOCTABKY AJIEKTPOHHBIX JIOKYMEHTOB
o0beMoM He Oonee 95 MO, KoIM4ecTBO BIOXKEHHM KOTOporo He npesbiiiaet 80 ¢aitios.

ITaparpa¢ 10. ITopsaok opopMieHHsT HOMEHKIIATYPEI A€

148. B HOMEHKIATypy J€Jl BKJIKOYAIOTCA 3arojOBKM JEJ, OTpa)karollue BCe
JIOKYMEHTUPYEMbIC YYaCTKU pabOThl OpraHu3alivii, B TOM YHCJIE JIMYHbIE Jie]a, OMUCHU e,
PK®, koHTpOJIbHO-CITPABOYHBIE, TEMATHUECKHE KAPTOTEKH, a TAK)Ke 0a3bl TaHHBIX.

[leuaTHble U31aHUST B HOMEHKJIATYPY J€1 HE BKIIFOYAIOTCS.

149. B rpade 1 HOMEHKIATYpHI AE€d MPOCTABISIOTCS HHIEKCHI KaXXJIOrO Jela,
BKJIIOUEHHOTO B HOMeEHKIaTypy. WHuaekc gena cocTouT u3 Uu@poBoro oOO3HAYEHUS
CTPYKTYPHOTO MOJApAa3AeiCHUs U MOPSAJIKOBOIO HOMEpA 3aroJioBKa Jiejia 0 HOMEHKJIAType
Ied B Ipeaenax CTPYKTYPHOIrO MOApa3/esieHusl. DIEMEHTbl UHAEKCA OTAEISAIOTCA APYr OT
npyra aeducom.

B HOMeHKIaType Aen PEKOMEHAYETCSl COXPAaHATh MOPSAOK PACIOI0KEHUS OJJTHOPOIHBIX
JeJ B MpeJlieslax Pa3HbIX CTPYKTYPHBIX MOApPa3CNICHUM, IS MEePexXOslluX el UHIEKC
COXpaHseTCsl.

150. B rpady 2 HOMEHKIATyphl 1€ BKIIIOYAIOTCS 3ar0JIOBKH JIed (TOMOB, YacTei).

TpebGoBaHus K 3aTOJIOBKY:

1) 3arojioBok nejia JOJDKEH 4eTKO, B 00001eHHON ¢opMe oTpakaTb OCHOBHOE
COJIEp>KaHUE U COCTaB JOKYMEHTOB JIENa;

2) He JomycKaeTcs ynoTrpeOieHue B 3arojioBKe Jiejla HEKOHKPETHBIX (GopMyTupoBok ("
pasHble maTepuanbl”, "oOmas mepenucka', "Hcxonsinas KOppecrnoHIeHIusA" "BXomsiiue
JOKYMEHTHI'"), a TAaK’K€ BBOJIHBIX CJIOB M CIIOKHBIX 00OpPOTOB;

3) 3arojoBOK Jena COCTOMUT W3 3JIEMEHTOB, paclojaraeMbiX B CIEeAYIOLIEH
MOCJIE10BATENbHOCTH:

Ha3BaHME BU/JA Jeja (epenucka, >KypHail) Wil Pa3HOBUJAHOCTH JOKYMEHTOB (ITPOTOKOJIBI
, IPUKA3bl);

Ha3BaHWE OPraHU3alMU WU CTPYKTYPHOTO MOpa3esieH s (aBTOp JOKYMEHTA), Ha3BaHUE
OpraHu3alnu, KOTOpou OyAyT aJpecoBaHbl WK OT KOTOPOU OyAyT MOIMYUYEHBI JTOKYMEHTHI (
azipecat WM KOPPECIOHICHT JOKYMEHTA);

KpaTKOE CoJiepKaHue IOKYMEHTOB JeJIa;

Ha3BaHUE MECTHOCTHU (TEPPUTOPUHN), C KOTOPOU CBSI3aHO COJIepKaHUE IOKYMEHTOB Jelia;

nata (mepuoj), K KOTOpod OTHOCSTCS JOKYMEHTHI Jiefa;

4) B 3arojoBKax Jej, CoAepKaluX JOKYMEHTHI [0 OJJHOMY BOIIPOCY, HO HE CBSI3aHHBIX
MOCJIEIOBATEILHOCTEIO MCIIOJHEHUS, B KauyeCTBE BHUJA JieJIa YMOTpeOJssieTcss TepMUH "
JIOKYMEHTHI".



TepMuH "HOKYMEHTHI" TPUMEHSETCS TAKXKE B 3ar0JIOBKAX JEJ, COACPKAIUX JTOKYMEHTHI
— MPWIOKEHUS K KakoMy JHUOO JTOKYMEHTY, U O(OpPMIISIIOTCS CleAyoIuM obpazom: "
[IpoToxoin (- b1) 3acenanus (- uit) CoBeta IUPEKTOPOB KOMIAHUU U IOKYMEHTBI K HUM" nin "
JIOKyMeHTBI K IPOTOKOJY 3aceaanusi CoBeTa AMPEKTOPOB KOMIAHUU";

5) B 3arosioBKax Jiei, COAEepKalIX MEPENUCKY, YKa3bIBaeTCA, C KEM U [0 KAKOMY BOIIPOCY
oHa BeeTca (B ciyyae BEIEHHS MEPENUCKH C OJHOPOJHBIMU KOPPECMOHJECHTAMH, B
3aroJIOBKax yKa3bIBaeTCs UX 00Illee BUI0BOE HA3BAHMUE);

6) B 3arojIoBKax Jes, COJEpXaluX MEPEernucKky c 0osee TpemMs pa3HOPOIHBIMU
KOPPECTIOHJEHTaMU, UX HAMMEHOBAaHHUS HE MEPEUHCIIAIOTCS;

7) npu 0003HaYEHUH B 3aroJOBKaxX JeJ aJMUHUCTPATUBHO-TEPPUTOPUATIBHBIX €IUHUIL
YUUTBIBAETCS CIAEAYIOIIEE:

eclii coJAep>KaHue Jejla KacaeTcs HECKOJbKHUX OJHOPOIHBIX
aMUHUCTPATUBHO-TEPPUTOPUATIbHBIX E€MHUI], B 3aroJIOBKE JieJla HE YKa3bIBAIOTCS MX
KOHKPETHBIE Ha3BaHMsI, a YKa3bIBAETCS UX 00IIEe BUJOBOE Ha3BAHUE;

€CJIM COJIEpKaHUe JIea KacaeTcsl OJHON aIMUHUCTPATUBHO-TEPPUTOPUATHLHON €TUHUIIBI (
HACEeJICHHOI0 MMYHKTAa), €€ (€ro) Ha3BaHHE YKa3bIBA€TCSl B 3ar0JIOBKE J€Ia;

8) B 3arojioBKax Jej, COJAEp)KallluX IUIAHOBYI0 WJIM OTYETHYIO JOKYMEHTAIHIO,
yKa3bIBaeTcs nepuoy (KBapTal, Toj), Ha (3a) KOTOPbI COCTABIIEHBI IJIaHbI (OTYETHI);

9) 3aroyioBKU CyZIeOHBIX, CIEACTBEHHBIX, TUYHBIX, IEPCOHATBHBIX, apOUTPAKHBIX [, a
TaKXKe JIeJ, COJAEPKAIUX TOKYMEHTHI, CBI3aHHBIE MTOCJIEI0BATEILHOCTHIO JEIONPOU3BOACTBA
10 OJTHOMY BOIIPOCY, HAUMHAIOTCS co cioBa "/leno";

10) ecnu nenmo OyleT COCTOATh U3 HECKOJIBKHX TOMOB WJIM YacTeHd, TO COCTaBIsETCS
oOILIMI 3aroJoBOK Jeia, a 3aT€M COCTaBIJISIIOTCS 3arojIOBKM Ka)KOTO TOMa WJIM 4YacTH,
YTOUHSOIINE COAECP/KAHNE 3ar0JIOBKa JIENa.

151. 3aronoBku ey BHYTpH pa3iesioB HOMEHKIIATYPbI PACIIONaratoTCs B COOTBETCTBHH CO
CTETEeHbIO BAXKHOCTH JJOKYMEHTOB, COCTABJIAIOIINX JI€a, U UX B3aUMOCBSA3bIO.

Bnauane pacnosararoTcs 3arojioBKH Jel, COJEpKalUX HOPMATHUBHYIO MPABOBYIO
NOoKyMeHTau. IIpu 3TOM 3arosioBKH Jen, COAEpKallUX I[OCTAHOBJIEHUS W IPHUKa3bI
BBIIIECTOSIIMX OpPTraHM3allMii, pacroJiaraloTcs Mepesa 3aroJioBKaMH Jiesl ¢ MpHUKa3aMu
opranuzanuu. /lanee pacrnonararoTcs 3aroyIOBKM JIeJl, COJEp KallluX OCTAJIbHbIE IPABOBBIE
aKThl, a TAKXKE IJIAHOBBIE U OTUYETHHIE JJOKYMEHTHI.

[TpoekThI pacopsAAUTENBHBIX JOKYMEHTOB, TOKYMEHTHI 110 X MOATOTOBKE, N3MEHEHUS K
njaHaM, OCHOBaHHUsS K IpHKa3aM I[IOMEIIAaIOTCS B HOMEHKJIAaType Jea Bcien 3a
COOTBETCTBYIOIIMMHU OCHOBHBIMU JOKYMEHTaMH.

3aroyioBKH J1eN, 3aBEACHHBIX 0 reorpapuueckoMy U KOPPECIOHIEHTCKOMY MpU3HAKaM,
BHOCSITCS B HOMEHKJIATYPY Jie 1o ayipaBuTy reorparuueckux Ha3BaHUM U KOPPECIIOHICHTOB



3aroJjoBKH JieNl YTOUHSAIOTCS B mpoiiecce popmupoBanust U opopmiieHus nen. Eciu B
TEYEHUE ToJla BO3HUKAIOT HOBBIE JOKYMEHTHUPOBAHHBIE YYacCTKH pabOThI, HE
MPEAYyCMOTPEHHBIE JI€7Ia, OHU JOMOJIHUTEIBLHO BHOCATCS B HOMEHKIATYPY.

152. I'pada 3 3anonHseTcs mMociie 3aBepIleHUs] KaJIeHIapHOTo Toja.

153. B rpade 4 yka3bIlBatoTCsS CPOKH XpaHEHHUS JieJia CO CChUIKOM Ha HOMEpa MyHKTOB (
cTaTei) TUMIOBOTO WJIM BEIOMCTBEHHOTO (OTPAc/IeBOT0) MEpeyHsl JOKYMEHTOB C YKa3aHHUEM
CPOKOB UX XPaHEHUSI, IPU UX OTCYTCTBUM — HAa TUMOBYIO (IPUMEPHYIO) HOMEHKJIATYPY JEJI.

154. B rpade 5 cimyx60it IOV yka3bIBalOTCS HAMMEHOBAHMS MEPEYHS TOKYMEHTOB,
TUMOBOM (NMIPUMEPHOIN) HOMEHKIATyphl JI€JI, UCTIIOJIb30BAaHHBIX TMPU OMpECICHUN CPOKOB
XpaHEeHHS JIeTl, U JIENAI0TCI OTMETKU O MEPEXOIAIIUX JIeJaX, 0c000 MEHHBIX JOKYMEHTaX U
nenax, nepegade JIejl B IPYyroe CTPYKTYpPHOE IMOJpa3Aee€HUE WIM OPTraHU3alMIo0 I UX
MPOJOJIKEHHUS], B apXUB OpraHU3alluM, HAJIMYUKU 3JIEKTPOHHBIX KOMHUM JOKYMEHTOB, BUJE U
MECTE XpaHEHHUs UX HOCUTEIIEH.

155. Tlo okoHYaHWU ToOJa OCYIIECTBISIETCS CBEpKa (YTOUHEHHE) 3aroJiOBKOB
HOMEHKJIATYphI JIeJ ¢ (PaKTHUYECKMM COCTAaBOM JTOKYMEHTOB JieJla M MX cojepkaHuem. B
KOHIIE HOMEHKJIATYPHhI A€ JEIaeTCsl UTOrOBas 3alKiCh O KOJUYECTBE 3aBEJCHHBIX JI€JI TOMOB
WJIY YacTH.

HUtorosas 3ammch 0 KOJIUYECTBE 3aBEACHHBIX €)1 TOMOB MiIn 4acTH BHocuTca B UC DA
IIPU €ro HAJINYHUU.

CHocka. ITynkr 155 — B penakuuu nocranosieHus [Ipasutenscta PK or 31.08.2022 Ne
630 (BBOIUTCS B ICMCTBUE 110 UCTEUCHUH JIECSITH KaJICHIapHBIX IHEH MOciie JHS €ro NepBoro
0(HUIIUATIBHOTO OITyOIMKOBAHUS).

ITaparpad 11. ITopsmox popMupoBaHus el

156. VicnioniHeHHbIE TOKYMEHTHI (POPMUPYIOTCS UCTIOTHUTENEM B Jieia B COOTBETCTBUU C
HOMEHKIaTypo# aen. @opMupoBaHue JieJl BHE HOMEHKJIATYPBI JIe] HE JOIMYCKAeTCsl.
157. Kontpoib 3a popMupoBaHuEeM Je OCyIecTBIsIeT ciyxoa JJOVY.
158. ITpu dhopmupoBaHuu Jei COOTI0IAIOTCS CIAEAYIONE TPEOOBAHNS:
1) B 1em0 moMemaroTcsi TOMbKO MCTIOMHEHHBIE, MPABIIBHO O(POPMIICHHBIE TOKYMEHTHI,
COOTBETCTBYIOIIME IO CBOEMY COJIEPHKAHUIO 3ar0JIOBKY J€JIa 10 HOMEHKJIAType JE;
2) B €70 MOMEIIAIOTCSI BMECTE BCE IOKYMEHTHI, OTHOCSIIIMECS K PA3PEIICHUI0 OJHOTO
BOIIpOCA.
[IpunoxxeHus K JOKyMEHTaM, HE3aBUCUMO OT JaThl UX YTBEPKICHUS UM COCTABICHUS,
MPUCOEAUHSIOTCS K IOKYMEHTaM, K KOTOPbIM OHU OTHOCSITCS.
[Ipunoxenuss 06beMoM cBbIlie 180 JTUCTOB COCTABIISIIOT OTJIEJIbHBINA TOM, O YE€M B
JOKYMEHTE JIeTIae€TCs OTMETKA;
3) COBMECTHO TPYIIUPYIOTCS BEPCUU TJOKYMEHTA Ha Ka3aXCKOM, PYCCKOM M MHBIX SI3bIKaX



4) rpynnupyroTcs B Aelia JOKYMEHThl OJHOrO KaJE€HAApHOTO T0/la, UCKIIOYEHUE
COCTABJISIIOT MEpEXoslue Aena, cyaeOHble Aena, JUUHbIE Jeia, KOTOpble (POPMUPYIOTCS B
TEUEHHUE BCEro meprojia paboThl TAHHOTO JIMIA B OpPTaHU3AIMH, JOKYMEHTHI BBIOOPHBIX
OPraHoOB W UX IMOCTOSSHHBIX KOMMCCHMH, JNEMYTaTCKUX TPYIIN, KOTOPhIC TPYIIHUPYIOTCS 3a
MEPUOJT UX CO3BIBA, TOKYMEHTHI YUE€OHBIX 3aBEJCHUHN, KOTOpbIE (POPMHUPYIOTCS 3a YUEOHBIHI
rojl, JOKyMEHTBI T€ATPOB, XAPAKTEPU3ZYIOUIUE CHUEHUUECKYIO JEATEIbHOCTh 3a Te€aTpalbHbIN
CE€30H, UCTOPUU OOJIe3HEH;

5) paznenbHO TPYNIUPYIOTCS B Jejia TOKYMEHTBI TOCTOSTHHOTO M BPEMEHHOTO CPOKOB
XpaHEHUs, a TakXe MTOTOBbIe, OJTamHbie U TPOMEKYTOUHBIE OTUETHI
HAay4YHO-UCCIIEIOBATEILCKOM JOKYMEHTAIlUM, ONBITHBIE O0Opa3ilbl, OMBITHBIE CEPHUH,
YCTaHOBOYHBIE CEPUU Ha YCTAHOBUBIIECECS CEPUIHOE MPOU3BOACTBO KOHCTPYKTOPCKOU U
TEXHOJIOTUYECKON JOKYMEHTAIUU, PA3JIMUYHbIC CTAANU MPOEKTUPOBAHUS U OTAECIbHBIE YACTU
IPOEKTHO-CMETHON JTOKYMEHTAaIluu, H300peTeHUs, MOJe3HbIE MOJENH, MPOMBIIIJIECHHbIE
o0pas3npl, 3a4BKM Ha BbIJJaYy OXPAHHOTO JOKyYMEHTa MO KaXJAOMYy BUIY
NaTEHTHO-JTUIEH3UOHHON IOKYMEHTAIUY;

6) TeserpaMMbl, KCEpOKOMUM (pakcorpamMmsl, Teae(oHorpaMMbl MOMENIAIOTCS B Jiejia Ha
OOITMX OCHOBAHUSAX B COOTBETCTBHH C HOMEHKIIATYpOH JEIT;

7) B A€J0 HE MOMENIAIOTCS TOKYMEHTHI, MMOJIJIeXkKalie BO3BpaTy, YSPHOBUKHU U JIUIIIHUE
AK3EMILISAPHI;

8) o 06beMy J€JI0 TOCTOSIHHOT'O CPOKa XpaHEHUs He JODKHO MpeBbImath 180 1ucToB;

9) npu HanMUYUU B JIeJie HECKOJIBLKUX TOMOB (4acTeil) Homep (MHIEKC) U 3aroJIOBOK Jieia
MPOCTABIISAIOTCS HA KaXXI0M TOME € JI00aBIC€HUEM HyMepaIy TOMOB (YacTeii), B MOCIeIHEM
ToMe (yacTtu) poOaBisieTcst cioBo "mociaeaHui" ("mocaeaHsa").

DIeKTPOHHBIE Jena Ha ToMa (4acTh) He pa3fenstoTcs. Bece anekTpoHHbIE TOKYMEHTHI
HE3aBUCUMO OT UX 00beMa BKIFOUAIOTCS B OJTHO 3JIEKTPOHHOE 0.

Caocka. [Tynkr 158 — B penakuuu nocranosiienus [Ipasurensctea PK ot 31.08.2022 Ne
630 (BBOIUTCS B ICHCTBUE 11O UCTCUCHUHM JICCSITH KaJIeHIapHBIX THEH MOcie JHS ero MepBOro
O0(pUIIUATIBHOTO OIMyOIMKOBAHUS).

159. JlokymMeHTBl BHYTpHU JA€ja paclojlaratoTcsi CBEPXY BHU3 B COOTBETCTBUHU C
MOCIEIOBATEILHOCTHIO PENICHUS] BOMpOca (XPOHOJIOTHYECKOM MOPSAJKE MO PelIaeMbIM
BOITpOCaM) WJIM B HAa4alle JieJla MOMENIAETCS MHULIUATUBHBIN TOKYMEHT, 3aT€M — TOKYMEHT C
OKOHYATEJIbHBIM PENIEHUEM BOIPOCa, Jajee —IOKYMEHTBI, OCBEIAIONINE XOJ pPEIICHUS
BOIIpOCA.

160. Bce 1OKyMEHTBI OTUETHOTO ¥ MH()OPMAIIMOHHOT'O XapaKTepa Mo UCIIOJTHEHUIO aKTOB
Y MOPYYEHUN BBIIMIECTOSIUX OpPraHU3aluii, B KOTOPBIX OpraHHU3allus SBISIACh OCHOBHBIM
UCIoaHuTeNeM, (GOPMUPYIOTCS B OT/AENIbHBIE Jeja [0 HaNpaBJICHUSIM JESITEIbHOCTU
opranu3anuu. B ocTanbHBIX CilydasX 3TU JOKYMEHTHI MOJIIMBAIOTCS B JEJI0 MEPEMUCKH 32
TEKYIIUHU TOJI.



161. PactiopsiauTenbHble JOKYMEHTHI TPYNIIUPYIOTCS B Jieja M0 BUJAM U XPOHOJIOTUH C
OTHOCSIIIUMUCS K HHUM NPUIOKEHUSIMU. MHCTpyKumMM, npaBuia, MOJOXKEHUS, YCTaBbl,
YTBEPKICHHBIE PACIOPSAIUTEIBHBIMU JTOKYMEHTAMHU, SIBIISIIOTCS MPUJIOKEHUSIMU K HUM U
IPYNIUPYIOTCS BMECTE C YKa3aHHBIMU JIOKyMeHTaMu. Eciu ke OHM YyTBEepKIEHbI B KaUeCTBE
CaMOCTOSATEIBHOT0 JOKYMEHTA, TO UX TPYNIUPYIOT B OTAENIbHBIE JEIIa.

162. [Ipukassl (pacrnopsiKeHus) 0 OCHOBHOM JESTEIbHOCTH, MPUKA3bl (PaCIOPSIKEHUS )
10 JINYHOMY COCTaBY, aJIMHUHHUCTPATUBHO-XO3IMCTBEHHON AEATEIBHOCTH (POPMUPYIOTCS B
OTJZICJIbHBIE JIETIA.

163. IIpoTokonBl B J1ejIe pacnonararoTcsi B XpOHOJIOTHYECKOM MOPSAAKE MO HOMEpam
BMECTE C JOKyMEHTaMH K HUM.

164. Ilepenucka rpynnupyeTcs 3a AeJIONPOU3BOACTBEHHBIN TOJl U CUCTEMATU3UPYETCS B
XPOHOJIOTHYECKOM MOCJIEI0BATENBHOCTH, MPHU 3TOM JTOKYMEHT-OTBET IMOMEIIAETC 3a
JOKYMEHTOM-3anpocoM. [Ipu BO30OHOBJIEHUHU MEPENUCKU MO OINpeaeICHHOMY BOMPOCY,
HayaBIIeWCs B MPEIbIAYLIEM IOy, JOKYMEHTBI BKJIIOYAKOTCS B J€JI0 TEKYILEro rojaa ¢
yKa3aHUEM MHAEKCA JIeJa MPEAbIIYIIEro rojia.

165. JIokyMeHTBI B JIMYHBIX J€JaX Pacroiaratorcs B XpOHOJIOTHYECKOM MOPSIKE B
COOTBETCTBHHM C UX MOCTYILJICHUEM.

166. JIuueBbie cuera mo 3apaboOTHOW MmiIate (GOPMUPYIOTCS B OTAENbHBIE Jeja U
pacrnoJyiaratoTcs B HUX B ajaBUTHOM TOpsAJIKE GpaMuIiii paOOTHUKOB.

167. TpynoBbie 10roBOopbl (OPMUPYIOTCS B COCTABE JIMUHBIX JI€JT WM OTIAEIHHO B
anaBUTHOM MOpsAKE pamMIIInii paOOTHHUKOB.

168. Cnucku (QU3MYECKUX JHI[ U JOKYMEHTHI, MOJITBEPKAAIONINE TEPEUUCICHUE
00s13aTeNbHBIX MEHCHOHHBIX B3HOCOB, 0053aTENbHBIX MNPO(HECCHOHAIBHBIX MEHCUOHHBIX
B3HOCOB B €JIMHBIN HAKOTIUTEIbHBIN IEHCUOHHBIN (DOHI, HOPMUPYIOTCS B OJTHO JEIIO.

Crucku pU3MYeCcKuX JUI] U JOKYMEHTBI, IOATBEPKIAIOIINE MEPEUUCICHUE COLIMAIBHBIX
OTYHCIIEHUH, POPMUPYIOTCS B OJTHO JIEJIO.

Cnucku pU3MYecKuX JIMI] U IOKYMEHTHI, MOATBEPKIAI0IINE TEPEUHCIIEHHE B3HOCOB 10
00513aTeJIbHOMY COLMATIBHOMY METUIIMHCKOMY CTPaXOBaHHUIO, (POPMUPYIOTCS B OJHO JIETIO.

169. I[lnanbl, OTYETHI, CMETHI, JTUMHUTHI U IITaTHBIE pacrnucaHus QPOpPMHUPYIOTCS B
COOTBETCTBYIOLME Jeja TOr0 Toja, Ha KOTOPBIM MJIM 33 KOTOPBIM OHU COCTaBJIEHHBI,
HE3aBHUCHUMO OT AaThl X COCTABIICHHUS], YTBEPKICHUS WU OCTYIUICHHUS.

170. OOpaienus, cooOIIeHHs, 3alIPOChl, OTKJIUKUA U MPEIJIOKESHUS (DUNUECKUX U
IOpUINYECKUX Il (GOpMUPYIOTCS B Jefla MO BOMPOCAM, HAMPABICHUAM JEATCIbHOCTH
OpraHu3alMK WIA aJMUHUCTPATUBHO-TEPPUTOPHAIbHBIM eauHULaM. [Ipyn He3HauYUTEeNbHbIX
oO0bemax oOpalieHuii, cOOOIIEHU, 3aPOCOB, OTKIMKOB M TMPEITIOKCHUN ITOMYyCKAeTCS
dbopmupoBaHue Jiea o paMUIUsM aBTOPOB OOpallleHH, COOOIEeHU, 3aIIPOCOB, OTKIMKOB U
NpeIOKEHHH B al()aBUTHOM TMOPSJIKE.



CHocka. I[Tynkr 170 — B pegakuuu noctanosienus [IpasutensctBa PK oT 31.08.2022 Ne
630 (BBOIUTCS B ICMCTBUE 11O UCTCUCHUH JIECSITH KaJIGHIapHBIX IHEH MOCIe JHS €ro MepBOro
ohUIMATLHOTO OMyOJIMKOBAHUS ).

171. DnekTpoHHBIE TOKYMEHTHI U 0a3bl JaHHBIX (POPMUPYIOTCS B DJICKTPOHHBIC Jiejia B
COOTBETCTBHM C HOMEHKJIATYpOU JIeJl OpraHU3alliu, OTAEIBHO OT TJOKYMEHTOB Ha OyMa)KHOM
HOCHTEIe, B TOM MH(POPMALIMOHHOMN CUCTEME, B KOTOPO OHHM OBbLIN CO3/1aHbl. DJIEKTPOHHbIE
0a3pl JMaHHBIX (POPMUPYIOTCA B OTHACJIbHBIC Je€jla, HAUMEHOBAHHE JEJI COOTBETCTBYET
HAaWMEHOBaHUIO 0a3bl JaHHBIX.

Cuocka. ITynkr 171 — B penakuuu nocranossienus [Ipasurensctea PK ot 31.08.2022 Ne
630 (BBOIUTCS B JICUCTBUE MO UCTEUCHUH JCCATH KaJICHAAPHBIX JTHEH MOCTe JTHS €T0 MEPBOTO
Oo(pHUIIUATIBHOTO OITyOJIMKOBAHUS).

ITaparpa¢ 12. ITopsanox opopmirenus nen

172. ena opranu3anuu mojyiexxar opopMICHUIO MPU UX 3aBEICHUH U 10 3aBEpIIECHUU
rojila s MOJArOTOBKHU Jiena K xpaHeHuto. OpopmileHHe Jena BKIIYAeT B Ce0sl KOMIUIEKC
paboT MO OMHCaHUIO Jieia Ha 00JI0KKe, OPOIIIOPOBKE, HyMEPAIIMH JINCTOB U COCTABIICHUIO
3aBepuTeabHON Haanucu. OgopmiieHne e IPOBOJAUTCS OTBETCTBEHHBIM JIMIIOM 32 BEJCHUE
JEJONPOU3BOACTBA CTPYKTYPHOI'O MOAPA3AEICHUS, IPU METOIAMYECKOW MOMOIIM U TOA
KOHTpoJieM ciryx0b1 IOY.

173. B 3aBUCUMOCTH OT CPOKOB XpaHEHHUsS MPOBOJMUTCSA MOJIHOE WJIM YaCTUYHOE
opopmiienre nen. IlomHoMy odopmileHHIO MOJJEkKAT Jejia MOCTOSSHHOIO, BPEMEHHOTrO (
cepime 10 5eT) XpaHeHuUs W 1O JUYHOMY cocTaBy. [lomHoe odopmieHue paena
npeaycMarpuBaeT oopMiieHHEe PEKBU3UTOB OOJIOKKH Jiefla, HyMEpaIuio JUCTOB B JEIe,
COCTABJICHUE JINCTA-3aBEPUTENS JeNa, M0 (popMe COTIACHO MPUIOKEHUIO 27 K HACTOSIIHUM
[IpaBuiam, cocraBieHHWE BHYTPEHHEW OMUCH JOKYMEHTOB Jeja, 1mo ¢GopmMe COrjJacHO
npusioxkeHuto 28 k HacroamuMm [lpaBunaM, MOAMIMBKY WJIM TEpEIUIET Jejia, BHECEHUE
HEOOXOMMBIX YTOYHEHHUH B PEKBU3HUTHI OOJI0KKH JIeTa.

174. Ha oOnoxke aeia MOCTOSIHHOTO, BpeMeHHOro (cBbiiie 10 jieT) XpaHeHus U 1o
JUYHOMY COCTaBY YKa3bIBAIOTCSI CJICIYIOIINE PEKBU3UTHI:

1) HauMeHOBaHKE OpraHU3AlMK, HAUMEHOBAHKUE CTPYKTYPHOT'O MOAPA3IeTICHUS;

2) HaMMEHOBAaHUE HACEJICHHOTO MyHKTa, B KOTOPOM JMCJIOLMPOBAHA OpraHU3allvsi, HOMEP
(uHACKC) nena;

3) 3aroJioBOK jielia, jata jiena (Toma, 4acTH), KOJIUYECTBO JUCTOB B JIeNie, CPOK XPaHECHUS
nena;

4) apxuBHBIN mudp gena.

175. PexkBU3UTHI, MPOCTaBIsIEMbIE Ha OOJIOXKKE JieJia TOCTOSHHOTO, BPEMEHHOTO (CBBIIIIE
10 ner) xpanenusi, oGOPMIIIIOTCS CIETYIOUUM 00pa3oM:

1) HauMeHOBaHUE OpraHU3allUi B COOTBETCTBUU C YUPEIUTEIbHBIMU JOKYMEHTAMHU
YKa3bIBACTCS MOJHOCTbIO B UMEHUTEIBHOM MaJIekKe, C YKa3aHueM O(HUIIMATbHO MPUHSITOTO



COKpAIllEeHHOTO HaWMMEHOBAaHUS, KOTOPOE YyKa3bIBaeTCA B CKOOKax TOCJE TOJHOTO
HaUMEHOBAHUS,

2) HaMMEHOBAHUE CTPYKTYPHOTO IMOJpa3/esi€HUs 3alUChIBAETCA B COOTBETCTBUM C
YTBEPKJIEHHON CTPYKTYpOl, HOMEp Jiena - mpocTaBisieTcss ugpoBoe 0003HaueHnEe (MH]IEKC)
Jiena 1o HOMEHKJIAType Jiell OpraHu3alliu;

3) 3arosioBOK Jesia MePEeHOCUTCS U3 HOMEHKJIATYPHhI e, 1aTa Jieja - yKa3bIlBaeTcs roji (-
bl) 3aBEJICHUS W OKOHYAaHUS Jejia B JeJonpousBojcTBe. [latoil nen, coaepkamux
PacCHoOpSIIUTENbHYIO0 JTOKYMEHTAIIUIO, a TAKXKE COCTOAINIUX M3 HECKOJIbKHX TOMOB (4acTei),
SABJISIFOTCA KpalHUE NaThl JTOKYMEHTOB J€Jla, COOTBETCTBEHHO Jara (YMCI0, MECSIl, TOM)
peructpanuu (COCTaBIECHHUS) CAMOT0 PAHHETO U CAMOT'0 MO3/THETO JOKYMEHTOB, BKIFOUEHHBIX
B nieno. Jlatoil npuiioxkeHus K Jeny, chOpMUPOBAHHOMY B OTJICJIbHBIM TOM, SIBJISICTCS JaTa
pErucTpanyu OCHOBHOTO JIOKYMEHTA, MPUIIOKEHUE K KOTOPOMY MOMENIEHO B 3TOT ToM. [Ipu
ATOM YHUCIO M ToJ o00OO3HayarTcs apaObCKuMHM LHU(paMy, Ha3BaHHE Mecsla MUIIETCA
ITOJTHOCTBIO CIIOBAMH.

176. B nensx oOecrnedeHUs: COXPAaHHOCTH U 3aKPEIUICHHS MOPAJIKA PACTIOIOKEHUS
JIOKYMEHTOB, BKJIFOUEHHBIX B JIEJIO, BCE €T0 JUCTHI, B TOM YUCJIE PE30JIIOIUU, COCTABICHHBIE
Ha OTAEIBLHOM JHCTE ((PUIIKHK), KPOME JINCTA 3aBEPUTEIIA U BHYTPEHHEH OMUCH, HyMEPYIOTCS.
JIucThl HyMEPYIOTCSL YEPHBIM, MSATKUM, TPa(pUTOBBIM KapaHIaloM, IU(pbl TPOCTABISAIOTCS B
MIPaBOM BEPXHEM YTy JIUCTA.

177. ITopanok HyMepaiuu JUCTOB Jiena:

1) muct 6onee dhopmata A4, MOAMUTHIN 3a OMWH Kpail, HyMepyeTcs Kak OJWH JINCT B
IPaBOM BEPXHEM YIIIY;

2) NTOKYMEHTHI C COOCTBEHHOU HyMmepallueil JIMCTOB, B TOM YHUCJIE MeUaTHbIC U3JaHuUsl,
MOTYT HyMEPOBAThCS B 00IIIEM MOPSAKE UITU COXPAHATh COOCTBEHHYIO HyMEPAIIUIO, €CITH OHA
COOTBETCTBYET MOPSJIKY PACIOJIOKEHHUS JINCTOB B JIEIIE;

3) JIUCTBI JIe]1, COCTOSIIIUX U3 HECKOJIBKUX TOMOB HJIM YacTeH, HyMEPYIOTCS MO KKIOMY
TOMY WJIM YaCTH OTJIENbHO;

4) bororpadum, yepTexu, TUarpaMMbl U IPYTHUE WUTIOCTPATHBHBIC U CIICTIH(PUICCKUAC
JOKYMEHTBI, MPEJICTABIISIONINE CAMOCTOSITENIbHBIN JIUCT B JIeJIe, HyMEPYIOTCSl Ha 000POTHOM
CTOpPOHE B JICBOM BEPXHEM YTIIy;

5) moAIUTRIE B 1€7I0 KOHBEPTHI C BJIOKEHUSIMH HYMEPYIOTCSI — CHadajia KOHBEPT, a 3aTEM
OuYepeTHBIM HOMEPOM KaXKJI0€ BJIOKEHUE B KOHBEPTE;

6) TPUIOXKEHUS K Jelly, MOCTYNHUBIINE B Meperiete, ohOopMIISIOTCS Kak
CaMOCTOSITEJILHBINA TOM U HyMEPYIOTCS OTIEIBHO;

7) B ciiydasix oOHapy>KeHHs OOJBIIOr0 YKCia OIMMOOK B HyMEpallMH JIHCTOB Jelia
OpOBOJAUTCS MX TMepeHyMepanus (mpu MepeHyMepaluud JUCTOB CTapble HOMeEpa
3a4EPKUBAIOTCS U PAJIOM CTABUTCS HOBBIM HOMED JIMCTA, B KOHIIE JIeJla COCTABISIETCS HOBBIN
JIUCT — 3aBEPUTEIIb, IIPU 3TOM CTaphIid JIUCT — 3aBEPUTEIIb 3aUEPKUBAETCS, HO COXPAHSAETCS B
nene);



8) Mpu HaTUYUHU OTACIBHBIX OMMUOOK B HyMEpaIluu JUCTOB JOMYCKAEeTCsl yIoTpeOIeHue
JUTEPHBIX HOMEPOB JIUCTOB.

178. Ilocne 3aBeplieHUs] HyMEpaLUU JINCTOB COCTABIISIETCS 3aBEPUTENbHASI HAJIUCH,
KOTOpasi MOJIUCHIBACTCS €€ COCTABUTENIEM C YKa3aHUEeM pacliu(pOBKU MOJIUCH, JOHKHOCTH
Y aThl COCTABJICHHUS.

Ecnu enqunuiia XpaHeHUs COCTOMT U3 TEKCTOBBIX U IpadUyeCcKUX JOKYMEHTOB, TO B
3aBEPUTENIbHON HAJIUCU KOJIMYECTBO JIMCTOB C TEKCTOBOM M rpauyeckor JOKyMeHTaluen
YKa3bIBa€TCs pa3AeyibHO.

Bce nocnenyronme n3MeHEHUs1 0 COCTaBE M COCTOSIHUM Jiena (MOBPEKIEHUS, U3bITUE
JOKYMEHTOB) OTMEYAIOTCS B JIUCTE-3aBEPUTEIIE CO CCHIIIKOM HA COOTBETCTBYIOIINM aKT.

KonundecTBo TUCTOB B Jiesie MPOCTABIISIETCs] HAa OOJI0KKE J1eJia B COOTBETCTBUU C UTOTOBOM
HA/JIIUCHIO.

CHocka. ITynkr 178 — B penakuuu nocranoBieHus [IpasutensctBa PK or 31.08.2022 Ne
630 (BBOAMTCA B IEWCTBHE 110 UCTEUEHHUH JIECATU KAJIEHJAPHBIX THEW MOCIHE THS €ro MePBOTo
Oo(HUIIUATIEHOTO OITyOTMKOBAHUS).

179. PexkBu3ut "cpok XpaHeHuUs Jeya" MEpeHOCUTCS Ha OOJIOKKY JAena u3
COOTBETCTBYIOILIEH HOMEHKJIATYPHI JEJI ITOCJIE CBEPKH €r0 CO CPOKOM XPAaHEHUS, YKA3aHHBIM B
MEPEYHsIX JOKYMEHTOB, C YKa3aHHEM CPOKOB XPaHEHHS.

180. Ha nenax mocToSsHHOTO XpaHEeHUs ueTcs — " XpaHUTh OCTOSIHHO'.

181. ApxuBHbIi mHdp Aena (COCTOUT U3 HOMepa (PoHJIa, HOMEpa OMUCU U HOMepa Jena
10 ONKCH) Ha 00JIOKKAX JIeJT TOCTOSTHHOIO XPaHEHUs ITPOCTABIIAETCS B apXUBE TOJIBKO MOCIIE
BKJIFOYEHHUS 3THX JIeNl B pa3feibl CBOAHBIX omucel, yrBepxkiaeHHbix JDIIK (1o sTtoro on
MIPOCTABIIAETCA KapaHIaIoOM).

182. I[To okoHYaHWYU roAa B HAAMKCH HAa O0J0KKaX JIeJ MOCTOSHHOTO U BPEMEHHOTO (
cBbiie 10 yer) xpaHeHus: BHOCSTCS YTOUHEHHUS! — MIPU HECOOTBETCTBUM 3arojioBKa JieN Ha
00JIOKKE COACPKAHUIO MOAMIUTHIX JOKYMEHTOB B 3arojOBOK JieJla BHOCSITCS U3BMEHEHUS U
JOTIOTHEHHUSI.

183. Jlns yyera JOKYMEHTOB OIPENEIEHHBIX KaTETOPUN MOCTOSSHHOTO U BPEMEHHOTO
cpokoB (cBeimie 10 neT) xpaHEHHs, y4eT KOTOPBIX BBI3bIBACTCS CHEHU(UKON TaHHOU
JOKyMeHTaluu (0co00 LIEHHBIE JOKYMEHTHI, JIUYHbIE JIe]a, IPUKA3bl, IPOTOKOJBI U APYTHE),
COCTaBJISIETCSI BHYTPEHHSS OMUCH IOKYMEHTOB.

BHyTpeHHsIs onuch JOKYMEHTOB JieJla COCTABIISIETCSA TaK)Ke Ha Jeja MOCTOSHHOTO U
BpeMeHHoro (cBbime 10 jeT) XpaHeHus, eciau OHU CHOPMHUPOBAHBI MO PAa3HOBUIHOCTAM
JOKYMEHTOB, 3ar0JIOBKM KOTOPBIX HE PACKPBIBAIOT KOHKPETHOE COJIEPKAHUE IOKYMEHTOB.

Bo BHyTpeHHEN ONKUCHU €AMHULIBI XPAHEHUS, COCTOSIEN U3 YEPTEKEN M HECKOJIBKHUX
TEKCTOBBIX U I'paUUECKUX JOKYMEHTOB, IEPEUUCISIIOTCS BCE JOKYMEHTHI C YKa3aHUEM UX
MOPSAKOBBIX HOMEPOB, 00O03HaueHWs (MHIEKCOB, MUGPOB), HANMEHOBAHMS, HOMEpa W
dbopmara nucra. Ecnum depTrexk COCTOUT M3 HECKOJBKHUX JUCTOB, TO YKa3bIBAIOTCS €ro
HAaVMEHOBAaHUE U KOJIMYECTBO JIUCTOB. ECiIM eIMHUIIA XpaHEHUSI COCTOUT U3 TEKCTOBBIX U



rpa@uyecKux JOKYMEHTOB, TO MPUBOJUTCA 3aroJIOBOK KaXKJOTO TEKCTOBOTO JTOKYMEHTA,
3aT€M OMHUCHIBAIOTCS YEPTEIKH.

Cuocka. ITynkr 183 — B penakuuu nocranosisieus [Ipasurensctea PK ot 31.08.2022 Ne
630 (BBOIUTCS B ICMCTBUE 10 UCTCUCHUH JIECSITH KaJIGHIapHBIX IHEH MOCIIe JTHS €ro MepBOro
O0(pUIIUATIEHOTO OMMyOIMKOBAHUS).

184. JIOKyMEHTBI, COCTaBJISIONIME J€J0, NOAIIMBAIOTCS HE MEHEE, YEM Ha YEThIPE
MpOKOJIa B TBEPAYI OOJIOKKY M3 KapTOHA WJIM NEPEIUIETAIOTCS C YYETOM BO3MOXKHOTO
CBOOOJTHOTO YTEHUS TEKCTa BCEX JOKyMEHTOB. [1epBblil u mocnenHuii mpoKoa MPOU3BOASTCS
Ha pacCTOSHUM OJIHOTO CAHTUMETpA OT BEpXHEH (HUkKHEW) rpaHullbl Jucta. [Ipu moaroroBke
JIeN K TOAIMBKE (TIEPEIUIeTy) MEeTaJUTMUYEeCKUE CKperyieHus (0yJIaBKH, CKPETIKU U JPYTHUE) U3
JIOKYMEHTOB YJaJISIOTCS.

185. Jlena BpemenHoro (710 10 jeT BKIIOYUTEIbHO) XpAHEHUS JOMYCKAETCS XPAHUTh B
CKOPOCIIMBATENAX, HE MPOBOAUTH MIEPECUCTEMATU3AINIO IOKYMEHTOB B JIEJIE, JIUCTHI JI€]Ia HE
HYMEpOBaTh, 3aBEPUTEIbHbBIC HAJIIMCH HE COCTABIISITh.

186. [Ipu dynkuronupoBanuu B opranuzanuu COJ[ obopmiieHne nen T0KyMEHTOB Ha
OyMa)kKHBIX HOCUTEJISAX OCYIIECTBISETCS IIPU IPOBEPKE C ABTOMATUYECKH C(HOPMUPOBAHHBIMU
onucsimu aen B COJI.

186-1. DnekTpoHHBIE TOKYMEHTBHI C MCTEKIIMMU CPOKaMH XPaHEHUsS IOJJIEKaT
BBIJICJICHUIO K YHHYTOXKCHUIO Ha OOIIMX OCHOBAHUIX, TMOCJE YEro MPOBOIATCS HX
(bU3MYECKOE YHUUYTOKEHHE WU YHUUTOXKEHHE MPOTPAMMHO-TEXHUYECKUMH CPEACTBAMU C
COOTBETCTBYIOIIEH OTMETKOM B aKT€ O BBIJACICHUU K YHUUTOXKEHUIO DJIEKTPOHHBIX
JOKYMEHTOB.

DJNIeKTPOHHBIE JOKYMEHTHI CUUTAIOTCS YHUYTOKEHHBIMH, €CITU X HEJIb3s1 BOCCTAHOBUTH
cpelcTBaMHu MH(POPMAIIMOHHON CUCTEMBI HA HOCUTEISIX MHGOPMAIIMH U U3 PE3EPBHBIX KOTHH.
CHocka. [Taparpad 12 nonosnen myHkTom 186-1 B COOTBETCTBUHU C MMOCTAHOBJICHHUEM
ITpaButenbctBa PK o1 31.08.2022 Ne 630 (BBOAUTCS B 1EUCTBUE MO UCTEUYECHUH JACCATH

KaJICHJIApHBIX THEH Mociie THS ero MepBOTro 0QUIMAIBHOTO OMYOIUKOBAHUSA).

ITaparpa¢ 13. ITopsanok omepaTHBHOTO XpaHEHHA JOKYMEHTOB

187. Ilocne 3aBepuieHUs] B AEIOMPOU3BOJCTBE JOKYMEHTHI A0 Mepeaadyd B apXHB
OpraHu3alliy B TEYEHUE OJIHOTO T'0J1a XPaHATCA B JIedax [0 MECTY X (POPMHUPOBAHUS.

188. [locne 3aBepiieHus: B AEIOMPOU3BOICTBE TOKYMEHTHI HA OyMaKHBIX HOCUTENSIX J10
nepeavyd B apXvMB OpraHM3alMy B T€YEHHE OJTHOTO rojfia XpaHsATCA B Jejax MO0 MECTy HUX
(dbopMHpOBaHUs, FTEKTPOHHBIE TOKYMEHTHI — B CO/I.

189. Cnyx6a JIOY, pykoBoAUTENU CTPYKTYPHBIX MOAPA3JICIICHUNA OpraHu3aiuu
00ecIeynBalOT COXPAaHHOCTh JOKYMEHTOB U nei. [lena xpanstcs B mkadax u ceiidax B
pabouux KaOMHeTaxX WM CHeUaTIbHO OTBEACHHBIX JJIsl TOM 1€ TOMEIICHUSIX.

190. [ena pacnosiararotcsi B COOTBETCTBUU C YTBEPKACHHOW HOMEHKIATYyPOU el
OpraHu3alliy, Ha KOpelKax 00JI0kKEK YKa3bIBAIOTCS UX UHJIEKCHI.



191. Bbimaya nen BO BPEMEHHOE MOJIb30BAHUE OpraHu3alysIM MPOU3BOJIUTCS Ha
OCHOBAaHUM MUCbMEHHOTO OOpAIEHUs U TOJILKO C pa3pelIeHUs] PyKOBOJIUTENSI OpraHu3aluu.
Brimaua gen apyruMm mojpasfelieHUusM OpraHU3alUU MPOU3BOJAUTCS C pa3pelieHUs
PYKOBOJUTENSI CTPYKTYPHOTO TIOAPA3ICICHUS, & BHYTPU CTPYKTYPHOTO MOAPA3ALICHUS — IO
PaCIIUCKY.

Ha BblmanHOE [€710 3aBOAMTCS KapTa-3aMECTUTENb Jena. B Hel ykas3bpIBaloTCs
CTPYKTYpHOE TOoApa3eieHue, HHACKC Jea, AaTa ero BblJjaud, KOMY J€J0 BbIJaHO, JaTa ero
BO3BpAIlEHUs, TIPEyCMATPUBAIOTCS IPpadbl sl paCIMCOK B MOJTYUYEHUU U TIpUEME Jena.

DJNIeKTPOHHBIE IOKYMEHTHI, HAXOIAIIUECS Ha ONMEPATUBHOM XpaHEHUM B 0azax JTaHHBIX
CD/l, BeIAtOTCS 711 MCTIOJIB30BAaHUS B BUJE OYMa)KHOM KOIWU 3JIEKTPOHHOTO JIOKYMEHTA,
AJIEKTPOHHOM KOMUU JOKYMEHTAa Ha JJIEKTPOHHOM HOCUTENEe JHUOO BBICHIIAKOTCS 10
AIEKTPOHHOMY aJipecy paOOTHWKA, 3alpaliuBaroOIIeTO JOKYMEHT. JJIEKTPOHHBIE naena (
JOKYMEHTBI) BO3BpATy HE MOJIEKAT.

Cuocka. ITynkr 191 — B penakuun nocranosnienus [Ipasurensctea PK ot 31.08.2022 Ne
630 (BBOAUTCS B JCUCTBUE MO UCTCUCHUH JACCATH KAJICHAAPHBIX THEH MOCTE JTHS €T0 MEPBOTO
opUIMANTBHOTO OIyOJIUKOBAHMS)

192. U3bsiTHE JOKYMEHTOB U3 JEJ MPOU3BOJIUTCS B COOTBETCTBUU C 3aKOHOJIaTEILCTBOM
Pecnybnuku Kazaxcran, pu 3TOM B J1€J10 BKJIAJBIBAIOT KOMMHU U3BSATHIX JOKYMEHTOB U aKT (
MIPOTOKOJ) 00 U3BATUU TOJTMHHUKOB.

193. B cnydae yTpatbl TOKYMEHTOB U JieJl POBOJUTCS CIIyKEOHOE pacciieloBaHKe, MO
pe3ynbTaTaM KOTOPOTO CTaBUTCS BOMPOC 00 OTBETCTBEHHOCTH BUHOBHOTO JIMIIA B X yTpaTe.

ITaparpad 14. ITopsnok mepenadu Jei B apXUB OpraHW3aI[UA

194. llepenaua nen w3 CTPYKTYPHBIX MNOAPA3AECICHUM B apXWB OpPTaHU3ALUU
OCYIIECTBIISIETCS MO OMUCAM JEJ, COCTABISEMBIM IO PE3yJbTaTaM 3KCHEPTU3bl LEHHOCTH
JIOKYMEHTOB U JIeJI, 3aBEPIIICHHBIX B JIeTONPOU3BOCTBE. [JokyMeHThl BpeMeHHoro (10 10 et
BKJIIOYMTENBHO) XpaHEHUS TIEPEAIOTCS B apXUB OpraHU3alliy 10 HOMEHKIAType Jed.

195. Onucu fen cocTaBIIsSIFOTCS OTJICNBHO Ha Jieia MOCTOSIHHOT0, BpeMEHHOT0 (CBhIIe 10
JIET) XpaHEHHS U 10 JTUIYHOMY COCTaBy IO (popMe COTIacCHO MPUIIOKECHHIO 29 K HACTOSAIIUM
[IpaBunam.

196. I'padbl onucu fien 3amnofHsSIOTCS B TOYHOM COOTBETCTBUU C TEMU CBEICHUSIMU,
KOTOpbIE BbIHECEHbI Ha OO0JOXKKH Jnen. [Ipu BHeceHMM B OMHUCh A€ MOAPSA Jel C
OJIMHAKOBBIMH 3aroJIOBKAMU MUIIETCS MOJHOCTHIO 3ar0J0BOK MEPBOTO Jeja, BCE OCTaIbHbIE
OJIHOPOJHBIC Jesia 0003HA4YaroTCsi CIOBOM "TO ke", MpH ITOM JpYrue CBEICHUS O HUX
BHOCSITCS B OMUCHh MOJHOCThIO. Ha HOBOM JHMCTE OMMCH 3arojoBOK OJHOPOJHBIX €I
BOCIIPOU3BOJAUTCS MTOJHOCTHIO.

197. Kaxpaoe aeno (ToM, 4acTh Jiejia) BHOCUTCS B OIKCh MOJ CaMOCTOSITEIbHBIM
MOPSIIKOBBIM HOMEPOM.



198. I'padha omucu "llpumeuanue" UCHONB3YyETCS NI MPOCTAHOBKU OTMETOK 00
OCOOCHHOCTSIX (PU3MYECKOIO COCTOSHMS Jena, Mepeaade Jena IpyroMy CTPYKTypHOMY
MOAPA3AEICHUIO (IPYyTroi OpraHU3allkm).

199. Onuce nen cocraBisieTcss B ABYX JIK3EMIUISIpax, OJIMH U3 KOTOPBIX MEpeaaeTcs
BMECTE C JIeJIaMH B apXUB OpraHu3aluu, a BTOPOM — OCTAETCsl B KaYE€CTBE KOHTPOJIBHOTO B
CTPYKTYPHOM IOJIpa3/ICJICHUH.

200. [IpaBuwibHOCTH (hOPMUPOBAHUS U TOATOTOBKH e K Mepelaue B apXUB OpraHu3aIuu
npoBepsercs ciayxkOoit JIOY. HwMeronuecss HapylieHHs YCTPAHSIOTCS CTPYKTYPHBIM
MO/Ipa3/IeJICHUEM OpraHU3alUu.

201. IlpueM kaxxmoro aena MPOU3BOIUTCS PaOOTHUKOM, OTBETCTBEHHBIM 32 apXWB
OpraHu3alliy, B IPUCYTCTBUU pabOTHUKA CTPYKTYpPHOTrO nojpazaenenus. [Ipu stom Ha o6oux
AK3EMIUISIpaxX OMUCHU MPOTUB KaXJOro Jeja, BKIOYEHHOTO B HEe, JENaeTcsi OTMETKa O
HAJIMYMK Jiena. B KoHIe KaXa0ro 3K3eMIUIgpa OMUCH YKa3bIBalOTCS HUbpaMu U MPOMUCHIO
KOJIMYECTBO (PaKTUUECKHU MPUHATHIX JeJ, AaTa NpHeMa-Nepeaadn Jei, a TaKkKe MOAMNHCH
paboTHHKA, OTBETCTBEHHOI'O 32 ApXUB, U JIUIIA, TIEPEAABIIETO JIeTa.

202. BMmecre ¢ aeraMu B apXyB OPTraHU3aLAN NEPENAIOTCS PETUCTPALIMOHHBIE KAPTOTEKH
Ha JJOKYMEHTHI U (MJIM) POTPAMMHBIE CPEJICTBA, 0a3bl JaHHBIX, COJIEpKAIINe MHPOPMAIIUIO O
pEerucTpalvy U UCTIOTHEHUH NIEPEIaBaeMbIX JOKYMEHTOB. 3arojOBOK KaKI0M KapTOTEKU WU
0a3bl TAHHBIX BKJIIOYACTCS B OIHCh.

203. B ciuydae IMKBHAAUMU CTPYKTYPHOrO mojpaszaeiieHus, ¢uiunana (
MPEJACTABUTENBCTBA), JHULO, OTBETCTBEHHOE 3a BEICHHE JEJONPOU3BOJCTBA JIAHHOTO
CTPYKTYpHOrO Tmojpa3zfeicHus, ¢unuana (MpeacTaBUTENIbCTBA), B IMEPHUO] MPOBEACHUS
JUKBUJALMOHHBIX MEPONpUATUN (QopMUpYyeT BCE HMEIOIIMECS JOKYMEHTHl B Jiela,
oQopMIISIET JIeIa U TIEPEIaeT UX B ApXUB OpraHU3AIMKA HE3aBUCUMO OT CPOKOB XpaHEHUS.

204. B cnyyae NUKBUIALMM OpraHU3AllUM B MEPUOJI TPOBEICHUS JIMKBUIAIIMOHHBIX
MEpONPUATUNA JOKYMEHTHI IO JHUYHOMY COCTaBy OGMOPMISIIOTCS M TIEpearoTCs B
COOTBETCTBYIOLIUN I'OCYAaPCTBEHHBIN apXUB.

[lepenaya nen ocyliecTBIAETCA 110 OMUCSM JI€J1 1 HOMEHKJIAType JIedl.

205. Ilepegaya TOKYMEHTOB B RJIEKTPOHHOM (popMaTe B COCTaBE AJIEKTPOHHBIX Je] B
apXWB OpPraHW3alMU OCYLIECTBISAETCS PaOOTHUKAMH CTPYKTYPHBIX NOApPa3IEICHUM,
OTBETCTBEHHBIMU 3a BEJICHHE JIETOMPOU3BOACTBA, U oOecneunBaercs cpeiactBamu COJI u
ka”Hanamu C DA npu ero Halnv4uu.

CHaocka. [Taparpad 14 nomonnen myHkToM 205 B COOTBETCTBUU C TTOCTAaHOBJICHHUEM
[TpaButennctBa PK 0T 31.08.2022 No 630 (BBOAUTCS B ACHCTBHE MO UCTCUCHUU JIECITH
KaJICHIAPHBIX JHEH MOCIIe JIHS €ro MepBOro OPUIMaIbLHOTO OIMyOJIUKOBAHUSA).

206. [Ipu moaroToBKE 3JIEKTPOHHBIX JOKYMEHTOB, OTOOpPAHHBIX K Iepe/laye B apXUB
OpTraHU3aIMH, BBITOIHIIOTCS CIEAYIONME OCHOBHBIEC IPOLEAYPHI pabOThI C JOKYMEHTaMU:

KOHBEpTaIlMs TEKCTOBBIX DJIEKTPOHHBIX JJOKYMEHTOB B (hopMat apxuBHOTO Xpanenus PDF
/A-1, ecriv ANEKTPOHHBIN JOKYMEHT ObLI CO3aH WK BKJIIOYEH B CUCTEMY B HHOM (hopmare;



dbopmupoBanre B MHPOPMAIIMOHHOW CUCTEME OpraHHU3alMHU JJIEKTPOHHBIX e,
BKJTIOUAIOIIUX: METaJaHHbIC JIEKTPOHHOTO JIOKYMEHTA, (paifiibl AJEKTPOHHBIX MOJMUCEH U
BU3YaJIM3UPOBAHHYIO KOIUIO TEKCTOBOTO JIEKTPOHHOTO TIOKyMeHTa B (hopmate PDF/A;

dbopMupoBaHUE OMUCEH IEKTPOHHBIX JIeJ, TOKYMEHTOB CTPYKTYPHOT'O MOpa3/eeHus,

MUTpAIUs JICKTPOHHBIX IOKYMEHTOB Ha (u3uU4Yecku 000COOJICHHBIE MaTepHUaIbHbBIE
HOCUTENHU, €CIUW JOKYMEHTBhl MEPEAAITCS B AapXUB OpTaHU3alUUd HE 10
MH(POPMAITMOHHO-KOMMYHHUKAIIMOHHBIM KaHaJIaMm;

MIPOBEPKA BOCIPOU3BOAUMOCTH AJNEKTPOHHBIX TOKYMEHTOB;

MPOBEPKA AJIEKTPOHHBIX JOKYMEHTOB Ha HAJIMYUE BPEIOHOCHBIX KOMIBIOTEPHBIX
MpOTrpaMm;

MOJTBEPKJICHUE IIEJIOCTHOCTU DJIEKTPOHHOIO Jiejla AJIEKTPOHHON MOANHUCHIO
PYKOBOJUTENSA CTPYKTYpHOTO MoApa3AeiaeHuss (MHOrO0 YHNOJIHOMOYEHHOrO JIWIa),
OCYUIECTBIISIOMIETO TOATOTOBKY JJEKTPOHHBIX JOKYMEHTOB K IIepelaye B apXuB
OpraHU3aIuu.

CHaocka. ITaparpad 14 nonosnen myHkToMm 206 B COOTBETCTBUH C TIOCTAaHOBJICHHUEM
IIpaButenscTBa PK o1 31.08.2022 Ne 630 (BBOAUTCS B JCUCTBUE MO UCTEUYSHUH JACCATH
KaJICHIAPHBIX JIHEU MOCIIE JTHS €ro MEePBOT0 OPUITHATHHOTO OITyOJINKOBAHHUS).

207. JlokyMeHTHI B 2JICKTPOHHOM (popMaTe B apXUB OpraHU3alMK MEepeatoTCsl BMECTE C
UX METaJJaHHBIMHU.

[lepenaya 3JIEKTPOHHBIX J€]1 NOCTOSHHOIO XPAaHEHUS MPOU3BOAUTCS IO OMHUCIM
AJEKTPOHHBIX JIeJl TOCTOSIHHOTO XPAHEHUS! CTPYKTYPHBIX MOApa3/IeNIeHUil opraHu3aiuu, a
BpeMeHHOTO (cBbIie 10 51eT) XpaHeHUs — MO OMKCSIM JIEKTPOHHBIX JIeJ BPEMEHHOTO (CBBIILIE
10 ;met) xpaHeHUs, COCTABJIECHHBIM MO (opMe, COrIacHO MPpUIokKeHUIo 30 K HACTOSAIIUM
[IpaBunam, B COOTBETCTBHUH C TPaPUKOM IIpHeMa dJIEKTPOHHBIX JIe]l B apXUB OPTaHU3AIUH.

[Ipy HEOOXOIUMOCTH MOXKET CO37aBaThCsl OYMaKHBIN DK3EMILIAP OMUCU AIECKTPOHHBIX
Jen.

Onuck AIEKTPOHHBIX Je] CTPYKTYPHOTO IMOJIpa3AesiCHUs OpraHu3alii yTBEPKaaeTcs
MyTEM TMPOCTABJICHUS IIEKTPOHHOU MUGPOBOM MOMMUCH C TPUMEHEHUEM JIMYHOTO KITI0Ya,
BJIAJICJIBLIEM KOTOPOTO SBJSIIOTCS OpTraHU3alUs WIM PYKOBOIUTENb CTPYKTYPHOTO
MOApAa3AeICHUsI OPraHU3alUH.

['paduk nmpuema >IEKTPOHHBIX JEJT B apXUB OPTraHU3AIMK COCTABIISIETCS PYKOBOIUTEIEM
apXuBa OpraHu3aluu (JUIOM, OTBETCTBEHHBIM 3a apXUB OpraHU3aIMu) 10 popme, CoracHO
npuioxenuto 31 k HacrosmuM [IpaBunam, U yTBepKAaeTcsi pyKOBOJAUTEIEM OpraHU3aluu.

CHaocka. [Taparpad 14 nonosHen myHkToMm 207 B COOTBETCTBUU C TOCTAHOBJIEHUEM
ITpaButenbcTBa PK o1 31.08.2022 Ne 630 (BBOAUTCS B JIEUCTBUE MO UCTEUYCHUH JACCATH
KaJICHJIApHBIX JIHEH Mociie THS ero MepBOTro 0UIIMAIIBHOTO OMYOJIUKOBAHNUSA).

208. B cocTaB 31EKTPOHHOIO Aeia BKIOYAIOTCA METAJaHHbIEC HA KAKIBINA 3JIEKTPOHHBIN
JOKYMEHT.



[Ipu moATrOTOBKE SIAEKTPOHHOTO Jejia K Tepeaadye B apXUB OpTaHU3alUi paObOTHUKOM
CTPYKTYpHOTO ToapasjaeieHust cpeiactBamu COJl cocraBiseTcss BHYTPEHHSI OIHUCHh
AIEKTPOHHBIX JOKYMEHTOB AJICKTPOHHOTO Jela (fajee — BHYTPEHHSS OMUCH) 1Mo dopme,
corylacHO TpuiIoXeHHuto 32 K HacrosmuMm llpaBunam, a Takke akTy IpUeMa-liepeaadu
ANEKTPOHHBIX JOKYMEHTOB M nen ciayx0sl JIOY opranusamuum mo ¢opme coriacHo
npuioxkeHnto 33 k HactosmuM [IpaBunam.

BHyTpeHHSsIsI omnuCh BKIIOYAETCS B COCTAaB JJIEKTPOHHOTO JieJa B KadyecTBE
CaMOCTOSITEJILHOTO JJICKTPOHHOTO JIOKYMEHTa, IMOJIMUCAHHOTO SJEKTPOHHOW HUGPOBOI
MOANUCHIO C TPUMEHEHUEM JIMYHOTO KJTF0Ya, BJIAJICNIBIIEM KOTOPOTO SBIISIOTCS OpraHu3aius
WM pabOTHUK CTPYKTYPHOTO TOJPa3/IENCHUs OpraHU3alii, COCTABUBIINNA BHYTPEHHIOIO
OTHCh.

Caocka. Ilaparpad 14 nononHen myHkToM 208 B COOTBETCTBHUH C ITOCTAHOBJICHUEM
[TpaButenncTBa PK 0T 31.08.2022 No 630 (BBOAUTCS B ACHCTBHE MO UCTCUCHHUH JICCATH
KaJICHIAPHBIX JHEH MOCIIe JIHS €r0 EPBOro 0(UIIMATBLHOTO OIyOJIUKOBAHMUS).

209. DnekTpoHHBIE Aeja MPU MOATNOTOBKE K Iepenadye B apXUB OpraHHU3alUU
dhopMUpYIOTCS TaKUM 00pa3oM, YTOOBI METaJaHHbIE KaXJOTO AJIEKTPOHHOTO JOKyMEHTa (
KpOME IEPBOr0) COJIEPKaTu KOHTPOIbHBIE XAPAKTEPUCTUKU MPEABIAYLIEr0 3JIEKTPOHHOTO
JIOKYMEHTAa U €r0 METaJaHHbIX (OJHOHAIIPABJICHHBIN CBSI3HBIN CIHCOK).

Cunocka. Ilaparpad 14 nonosHen myHkToM 209 B COOTBETCTBHUM C ITIOCTAHOBJICHUEM
[TpaButenncTBa PK 0T 31.08.2022 No 630 (BBOAUTCS B ACHCTBHE MO UCTCUCHHUH JIECATH
KaJICHIAPHBIX JHEH MOCIIE JIHS €r0 MEPBOro 0(UIIMATBLHOTO OIyOJIUKOBAHHUS ).

210. Ilepenaya u npueM 3IAEKTPOHHBIX J€J1 OCYHIECTBISIOTCS MO HU(PPOBBIM KaHATaM
CBSI3M WJIM Ha DJICKTPOHHBIX HOCHUTENAX B COCTaBe MH(GOPMAIIMOHHOIO Maketa, (Gopmar
KOTOPOTO OMPEACISIETCA PErIaMeHTOM HWH()OPMAIIMOHHOTO B3aUMOJICUCTBUS MEXIY
CUCTEMOW 3JIEKTPOHHOTO JOKYMEHTO000pOoTa W HH(OPMALMOHHOW CUCTEMOW apXuBa
OpraHU3alUU.

B omucsax aeKTpOHHBIX A€ MOCTOSSHHOTO U BpeMeHHOTO (cBhimie 10 jieT) XxpaHeHus
JOTIOJIHUTENIBHO YKa3bIBAIOTCSI:

CBEJICHUsI O pabOTHHUKE CTPYKTYPHOTO IMOJpa3/iefIieHus] OpraHu3aliy, nepeaaroniemM
AJIEKTPOHHBIE JieJia B apXUB OpraHU3ali (HAaMMEHOBaHUE JTOJDKHOCTH, MHUITUATBI, (haMUITHS )
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CBEJICHMS O paOOTHUKE apXUBa OpraHU3alliy, MPUHUMAIOIIEM JIEKTPOHHBIE JIeJia B apXUB
opraHuzanuu (HauMEeHOBaHUE JOJIKHOCTH, MHULIUAIIBI, (DaMuIIns).

Caocka. [Taparpad 14 nonosHeHn myHKToM 210 B COOTBETCTBUU C TOCTAaHOBJIEHUEM
ITpaButenbcTBa PK o1 31.08.2022 Ne 630 (BBOAUTCS B JIEUCTBUE MO UCTEUYCHUH JACCATH
KaJICHJIApHBIX JIHEH Mociie THS ero MepBOTro 0UIIMAIIBHOTO OMYOJIUKOBAHNUSA).

211. ndopmanmoHHBII MaKeT COAEPKUT CIEAYIONIMEe METaJaHHbIe Ha YPOBHE
ANEKTPOHHOTO Jena:



MOPSAIKOBBI HOMEDP 3JIEKTPOHHBIX JI€JI U JIOKYMEHTOB B OINKCH 3JEKTPOHHBIX AEI
CTPYKTYPHOTO MOJPA3ACIICHNUS;

MHJEKC JIEKTPOHHOTO JAEIIa;

3aroJI0BOK 3JIEKTPOHHOTO J€Na;

KpaliHuE AaThl AIEKTPOHHBIX JOKYMEHTOB 3JIEKTPOHHOIO JIENA;

KOJIMYECTBO AIEKTPOHHBIX TOKYMEHTOB 3JIEKTPOHHOTO JIEIIA;

00BEM AJEKTPOHHBIX JTOKYMEHTOB 3JIEKTPOHHOTO JIENa;

A3bIK (SI3BIKK) DJIEKTPOHHBIX JOKYMEHTOB 3JIEKTPOHHOTO JIEa.

[{enoCTHOCTh METAaIaHHBIX HAa YPOBHE AJIEKTPOHHOTO JOKYMEHTA MOJTBEPKIAETCS
MOJIHBIM COCTABOM JaHHBIX, YKa3aHHBIX BO BHYTPEHHEN OMUCH.

CHaocka. [Taparpad 14 nonosiHeH myHKTOM 211 B COOTBETCTBUU C TOCTAaHOBJIECHUEM
IIpaButenbctBa PK o1 31.08.2022 Ne 630 (BBOIUTCS B ICUCTBUE IO UCTCUCHUH JECATH
KaJIeHJAAPHBIX JIHEU MOCIIE THS €ro MePBOTro OPUIIMATBHOTO OIyOJINKOBAHHUS).

212. NHpopMaUHOHHBIN MAKET COJAEPKUT CIEAYIOIIHE METAaJaHHbIE HA YPOBHE
AIIEKTPOHHOTO JOKYMEHTa BpeMEeHHOro (cBbilie 10 JieT) ¥ MOCTOSSHHOTO XpaHEHHUS:

Ha3BaHUE BUJA 3JIEKTPOHHOTO IOKyMEHTa (MpUKa3, TUCbMO, CMETa U JIp.);

3aroJIOBOK 3JIEKTPOHHOIO TOKYMEHTA,;

JaTa 3JEKTPOHHOTO IOKYMEHTA;

MIPaBO JOCTyNa K 3JIEKTPOHHBIM JOKYMEHTaM (JOCTyH pa3peuieH BCEM, JIOCTYII
ycTaHaBlIUBaeTcs PoHI000pa3oBareneM);

JlaTa CHATHS OTPAaHUYEHUM TocTyna (IIpU UX HAJIUYUN);

PErUCTPallMOHHBIN UHAEKC 3JIEKTPOHHOIO IOKYMEHTA;

A3BIK 3JIEKTPOHHOT'O IOKYMEHTA;

JaHHbIE 00 aBTOPE 3IEKTPOHHOTO TOKYMEHTa (HAaUMEHOBAHHE JTOJKHOCTU MCIIOTHUTEIS,
HAaMMEHOBaHUE OPTaHU3ALMH, TOATOTOBUBLIEH 3JIEKTPOHHBIN TOKYMEHT);

CBelleHUs O (ainax 3JeKTPOHHOTO JOKyMeHTa (MMeHa, 00beM, KOHTPOJIbHBIE
XapaKTePUCTUKH);

CBEJeHUA 00 anropuTMe BHIPAOOTKH KOHTPOJBHBIX XapaKTEPUCTUK (aJropuT™Me
XAIIUPOBAHUS — KPUNTOTpa)UUECKOM aJTOPUTME BBIYUCICHUS 3HAYCHUS XAI-PYHKIUU) (
0003HaYeHUE ANrOPUTMA, CChUIKA HA TEXHUYECKU HOPMATUBHBIN PABOBOM aKT).

[leocTHOCTH METaJaHHBIX HA YPOBHE JIEKTPOHHOIO IOKYMEHTa MOATBEPKIaeTCs 001ei
JUISl BCETO IOKYMEHTA KOHTPOJIbHOM XapaKTEPUCTUKON, YKA3aHHOW BO BHYTPEHHEH OIKCH.

CHaocka. [Taparpad 14 nomonHeH myHKTOM 212 B COOTBETCTBHU C TTOCTAaHOBJICHUEM
[TpaButennctBa PK 0T 31.08.2022 No 630 (BBOAUTCS B ACHCTBHE MO UCTCUCHUU JIECITH
KaJICHIAPHBIX JHEH MOCIIe JIHS €ro MepBOro OPUIMaIbLHOTO OIMyOJIUKOBAHUSA).

213. Ilpu HeoOXOOUMOCTH JUIsi ONMKMCAHUSI HAa YpOBHE 3JIEKTPOHHOI'O JOKYMEHTa
MCIIONIB3YIOTCS JIOTIOIHUTEIbHBIE METaJaHHbIE, XapaKTePU3YIOLIHEe OCOOCHHOCTH CO3/IaHUS U
BOCITPOU3BEACHUS AIEKTPOHHBIX IOKYMEHTOB:

CCBUIKH Ha IpyTue JOKYMEHTHI, 00pa3yronye o0l yrnpaBieHYeCKUidi KOHTEKCT;



cBelleHnsi 00 MHGOPMAIMOHHON TEXHOJOTHHU (BEPCUU MPOTPAMMHOIO MPOAYKTA), C
MTOMOII[BI0 KOTOPOU CO3/IaH 3JIEKTPOHHBIN JOKYMEHT;
CBEJEHHS O TEXHHUYECKHX M MPOTPAMMHBIX CPEACTBAX, HEOOXOIMMBIX IS
BOCITPOU3BEICHUS AJIEKTPOHHOTO JJOKYMEHTA,

CBEJCHUS O 3aLIUTE JIEKTPOHHOIO JOKYMEHTA.

CHaocka. Ilaparpad 14 nonosHeH myHKTOM 213 B COOTBETCTBUH C TIOCTAaHOBJICHUEM
[TpaButennctBa PK 0T 31.08.2022 Ne 630 (BBOAUTCS B JEHCTBHE MO UCTCUCHUU JACCATH
KaJICHJAPHBIX JTHEW MOCIIE JTHS €ro MEePBOT0 OPUITHATBHOTO OMyOINKOBAHHUS).

214. Ilpu nepenaye HMEKTPOHHBIX JIe] HA SJIEKTPOHHBIX HOCUTENSAX B COCTAB METaJaHHBIX
BKJTIOYAIOTCSI JJAHHBIE 00 SJIEKTPOHHBIX HOCUTENSX (BHI, THI SJEKTPOHHOTO HOCHTEINS) U
pa3MeNIeHUH JIEKTPOHHBIX JIe]l U JJOKYMEHTOB Ha 3TUX AJIEKTPOHHBIX HOCUTEIISIX.

Caocka. Ilaparpad 14 nonosHeH myHKTOM 214 B COOTBETCTBHUH C ITIOCTAHOBJICHUEM
[TpaButenncTBa PK 0T 31.08.2022 No 630 (BBOAUTCS B ACHCTBHE MO UCTCUCHHUH JICCATH
KaJICHIAPHBIX JHEH MOCIIe JIHS €r0 EPBOro 0(UIIMATBLHOTO OIyOJIUKOBAHMUS).

215. 1ns1 3NeKTPOHHBIX IOKYMEHTOB B COCTaB METAJJaHHBIX JOMOJHUTEIBHO BKIFOUAOTCS
CBEJICHUS O CPEJCTBaX AJIEKTPOHHOW HU(PPOBON MOMAMMUCH, ONpEENIsiEeMble PEerjJaMeHTOM
MH(OPMAITMOHHOTO B3aMMOJICUCTBUS MEXKIYy CUCTEMOU AJIEKTPOHHOTO JTOKYMEHTOO00pOTa U
MH(OPMAIMOHHON CUCTEMOM apX1Ba OpraHU3aIIH.

Caocka. [Taparpad 14 nomosHeH myHKTOM 215 B COOTBETCTBHU C TOCTAaHOBJICHHUEM
[TpaButenncTBa PK 0T 31.08.2022 No 630 (BBOAUTCS B ACHCTBHE MO UCTCUCHHUH JIECATH
KaJICHIAPHBIX JHEH MOCIIE JIHS €r0 MEPBOro 0(UIIMATBLHOTO OIyOJIUKOBAHHUS ).

216. CocTtaB MeTaJlaHHBIX JJis1 DJIEKTPOHHOTO JOKYMEHTA, MPEJICTABIISIONEro coOon
apXUBHYIO KOO HHPOPMAITMOHHOTO PECYpca, TOMOJIHUTEIHHO BKIIIOYAET B CEOSI:

HauMEHOBaHUE WH()OPMAITMOHHOTO PECYpCa;

TUT UHPOPMAITMOHHOTO PECYpCa;

KpaiHue AaThl SKCILTyaTali HHPOPMAIIMOHHOTO pecypca;

JaHHBIE O perucTpanuu HHGOPMAIMOHHOTO pecypca;

WHTEPHET-aJpec pasMenieHus nHOOPMaIMOHHOTO pecypcea (st nHPOPMAITMOHHOTO
pecypca, pa3MenIeHHOro B ri100anbHOM KOMIIBbIOTepHOH cetn HTepHeT);
CBEJICHUSI O COOCTBEHHUKE HH(POPMAIMOHHOTO pecypca B COOTBETCTBUHU C
3aKOHOJATeNbCTBOM PecnyOnuku KazaxcTaH o mepcoHaNbHbBIX JaHHBIX;

CBEJICHUS O BJIajieliblie TH()OPMAIIMOHHOTO pecypca.

CHocka. [1aparpad 14 momomHeH myHKTOM 216 B COOTBETCTBUHU C TIOCTAHOBIICHUEM
[TpaButennctBa PK 0T 31.08.2022 No 630 (BBOAUTCS B ACHCTBHE MO UCTCUCHUU JIECITH
KaJICHJAPHBIX THEH MOCIIE THS €ro MePBOTO OPUITUATHHOTO OITyOJINKOBAHHUS).

IIpunoxenue 1
k [IpaBunaM ZOKyMEHTHPOBAHMUS,
yTpaBICHUS JOKyMEHTALUEN U
HCIOJIB30BAHUS CUCTEM
3IEKTPOHHOT'O JOKYMEHT0000poTa



B rOCyAapCTBCHHBIX U
HEroCy1apCTBCHHBIX OpraHU3alnuigXxX

CxeMa pacIoyOXKEHHs PeKBH3HTOB JOKYMEHTA
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ITpumeqanwue:
1 - uzo6paxkenue ['ocynapcrBernoro ['epba PecryOommku Kazaxcran niam aMOIeMBl,
JIOTOTHIA, TOBAPHOTO 3HAKa (3HAK 00CITyKUBaHUS)



2 - opurmanbHOE HAMMEHOBAHKUE OPTaHU3AIUN

3 - cripaBOYHBIE JaHHBIE 00 OpraHu3aluu

4 - HaMMEHOBAaHUE BUJIA JOKYMEHTA

S - mara TOKyMEHTa

6 - perucTpalMOHHbI HOMEp (MHAEKC) TOKYMEHTa

7 - CChIIKA Ha PETUCTPAIMOHHBIA HOMED (MHJEKC) U AaTy BXOJSIIEro JOKyMEHTa
8 - MECTO COCTaBJIEHUS WIH U3JaHUs TOKYMEHTA

9 - rpud orpanuyeHus JOCTyNa K JOKyMEHTY

10 — anpecar

11 - rpud yTBEpKIACHUS JOKYMEHTA

12 — pe3osnronust

13 - 3aroin0BOK K TEKCTY JOKYMEHTa

14 - oTMETKA O KOHTpPOJIE

15 - TexcT nOKymMeHTa

16 - oTMETKA O HATMYUU TPUIIOKEHHS K JOKYMEHTY
17 — moamnuce

18 - oTMETKa O COTrIacOBaHUU JOKYMEHTA

19 - oTTHCK IEeUaTn

20 - oTMETKa O 3aBEPEHUU KOMUU JOKYMEHTa

21 - orMeTKa 00 UCTIOJTHUTENE IOKYMEHTA

22 - oTMeTKa 00 UCMOTHEHUU JJOKYMEHTA U HAIPaBJICHUU €ro B JI€JI0
23 - uneHTuPUKaTOp FIECKTPOHHON KOMUU JOKYMEHTA

24 - oTMETKA O MOCTYIUIEHUN JOKYMEHTA B OpPraHU3alHIo
IIpunoxenue 2
k [IpaBunam JOKyMEHTHPOBaHMUS,
YIpaBJICHUS JOKYMEHTAUEN U
HCIIOJIB30BaHUA CUCTEM
AIEKTPOHHOTO JOKYMEHTO000pOoTa
B IOCYZapCTBEHHBIX U
HCTOCYAAPCTBCHHBIX OpraHu3aluax

dopma



1

'EE.FDJ'IOBOK K TeRCTY IMHCBMA

BIaHK MHECEMA OpTaHH3AITHH

' TocynapcTEeHHBIH 'l"epﬁ Pecnytﬁzmm Kazaxcran
HIIH 3M01eMa, TOTOTHIL, TOBapHBIH 3HaK (3HAK o0CTy:KHBaHHA) OpTaHH3allHH

OdHIHATEHOE HAHMEHOBaHHE | . OdHIHATEHOE HAMMEHOBAHHE
OpTaHH3alTHH f OpraHH3alHH
(Ha rocyIapcTBeHHOM fA3BIKE) | | (Ha PYCCKOM HIIH HHOM A3BIKE)
G ey R RS B e ey
OpraHH3alHH | OpraHH3alHH
(Ha rocyIapcTBeHHOM fA3BIKE) | : (Ha pyCCKOM HIIH HHOM f3BIKE)
Ne
(mata) (mHzCKC) B2 nnss ~
i'AﬂpecaI

- (cchINKa HA HOMep H JaTy
| BXOJAIEro JOKyMeHIa)

®dopmar A4 (210X297)

IIpunoxenne 3
k [IpaBunaM JOKyMEHTHPOBaHMUS,
yTpaBICHUS TOKyMEHTALUEN U
UCIIOJIb30BAHMSI CHCTEM
3JIEKTPOHHOT'O JOKYMEHT0000poTa
B TOCYZIapCTBEHHBIX U
HErOCYJapCTBEHHBIX OpPraHU3aLUsaX

dopma




baaHk KOHRKPETHOTI0 BEHTA TOKYMEHTA OPraHH3IAIIHHA

TocynapcreenHssli ['epd PecmyOnnku Kazaxcran
HITH 3M071eMa, TIOTOTHIIL, TOBapHEIH 3HaK (3HAK 00CIy:KHBaHHA) OpTaHH3aIHH

OdHIHATEHOS HAHMEHOBAHHE
OpTaHH3aIHH
(Ha rocyJapcTBEHHOM A3BIKE)

O¢HIHATEHOE HAHMEHOBaHHE
OpraHH3aITHH
(Ha PYCCKOM HIIH HHOM A3BIKE)

HanMmeHOBaHHE BHIA
IOKyMeHTa

HanMeHOBAHHE BHIA

JOKYMEHTAa
(Ha rocyZapcTBEHHOM A3BIKE) (Ha pyccKOM HITH HHOM A3BIKE)
Ne
(mara)

(Ha rocyJapcTBeHHOM S3BIKE)

MecTo H3TaHHA
(Ha pycCKOM HITH HHOM A3BIKE)

@EIDHOBDK K TEKCTY JOKYMEHTA 1

®opmar A4 (210X297)

IIpunoxenue 4
k [IpaBunam JOKyMEHTUPOBaHMUS,
yIpaBIeHUS TOKyMEHTAUEH 1
HCTIONIb30BAHMSI CHCTEM
JIEKTPOHHOT'O JOKyMEHTO000poTa
B TOCYZapCTBEHHBIX U
HETOCYAapCTBEHHBIX OpraHU3aIUIX

dopma



O0mui 0,1aHK OPraHA3aNHA

TocynapcteeHHsIH ['epl PecyOnukH Kazaxcran
HITH 3M0IeMa, JIOTOTHIL, TOBAPHBIH 3HAK (3HAK 00CIYKHBAHHA) OpTraHH3alHH

OdHHATEHOE HAHMEeHOBaHHE
OpraHH3alHH
(Ha rocyJapCcTBEHHOM A3BIKE)

Od¢HHATEHOE HAHMEHOBaHHE
OpraHH3alHH
(HA PYCCKOM HJIH HHOM A3BIKE)

(mata)

Ne

MecTo H3JaHHA
(Ha rocyJapcTBEHHOM A3BIKE)

MecTo H3TaHHA
(Ha pycCKOM HJIH HHOM A3BIKE)

[3aromorok k TekcTy mokymeHTa

=

®opmar A4 (210X297)

IIpunoxenue 5
k [IpaBunaM JOKyMEHTUPOBaHMUS,
YIIpaBJICHUS JOKYMEHTAIMESH 1
HCIIOIBb30BAaHHS CUCTEM
3NIEKTPOHHOTO JOKYMEHT0000poTa
B IOCYZJapCTBEHHBIX U
HEroCyJJapCTBEHHBIX OPTaHU3aLUIX

dopma




JHCT COI'TACOBAHHA

HamMeHOBAHHE BHIOA IMpOEKTa JOKYMEHTA, 3ar0JI0BOK K TERKCTY

CormacoeaH CormacoeaH
HanMeHOBaHHe JOLKHOCTH HanMmeHOBaHHE TOLKHOCTH
C YKazaHHeM HaHMeHOBAaHHA C yKazaHHeM HaHMeHOBaHHA
OpraHH3allHH OpraHH3alHH

Pacmudpoeka Pacmudpoeka
(THYHAA MOAIHCE) MOIIMHCH (THYHAA MOAIHCE) MOIIMHCH
Jata Jata

dopmar A4 (210X297)

[Ipunoxenne 6
k [IpaBunam 1OKyMEHTUPOBaHMSI,
yIpaBieHUs] TOKyMEHTalUe! 1
UCIIOJIb30BAHMSI CHCTEM
3IEKTPOHHOI'0 JOKYMEHT0000pOTa
B TOCYAapCTBEHHBIX U
HErOCYyapCTBEHHBIX OpraHU3aIHsAX

®opma



ToRapHIIECTED ¢ OTPAHEYEHHOH
KAJAKCTAHIBME HOCTHTYThI» OTEETCTEEHHOCTRID

HHHOBAITHATBIK OPTATHITBI»
«H}IHDBA[[HOH}I_BIﬁ OEHTP
«KAJAXCTAHCKHH HHCTHTYT
MOJETHPOBAHHA CHCTEM:

AV ANKEPIILTIT] MEeKTey i CepiKTECTIr

BYIPBIK IIPHKA3

15 mapra 2017 roga | Ne 51
| AcraHakamacel i |TopodAcTama

I B
O EHeCeHHH HIMeHeHHHA B

JO0KHOCTHbIE HHCTPYKIHH
COTPYAHHKOB

o
Ly

B cBaznc

(ocroBanmme)

ITPHKA3BIBAIO:

1. BHeCTH B JOCKHOCTHBIE HHCTPVKIHH CcOTpyaHukoE TOO cmemyroimue
H3MeHeHHA:

1)

2)

2. KOHTpOIE 3a HCOOMHEHHEM HACTOAIIET) MPHKA3A BO3IOXKHTE HA

I'eHepanbHBIH THPEKTOP (mogmmHcE) (pacmudpOEKa MOANHCH)

(OTMeTEAa O COTTIACOBAHHH:

®dopmar A4 (210X297)

ITpunoxenue 7
k [IpaBunam 1OKyMEHTUPOBaHMSI,
yIpaBIeHUs TOKyMEHTaluei u
HCIOJb30BAHUS CUCTEM
JIEKTPOHHOTO JOKyMEHTO000poTa
B TOCYIapCTBEHHBIX U
HEToCyJJapCTBEHHBIX OpraHU3aLUsIX

®dopma



ToBapHImMecTIED ¢ OTPAHE9eHAOH
OTEETCTEEHHOCTRID

U WEYHEIEPIIMOIEIBIEVIIH |
KA3AKCTAHBIK HHCTHTVTEI»
HHHOBAIIHATBIK OPTAJIBIFBI»

«HHHOBAITHOHHBIHA IIEHTP

«KA3AXCTAHCKHHA HHCTHTYT

MOJEJIHPOBAHHA CHCTEM»

HAVANKePIIiTTi MeKTey Il cepiKTecTiri

BYIIPBIK IIPHKA3
B LSS _1:
15 mapTa 2017 roga Ne 51n/e |
(AcTaEaxamacel | |TopomActama |

 lr 7
| | Ilo THYHOMY COCTABY

1. IPHHATDL Eckenguposa EpkeOynana AmMaHTaeBHYa Ha JOLKHOCTB
[IABHOTO MeHeTkepa MapEeTHHIOBOIO OTdena ¢ 15 mapra 2017 roma.

OcHOBaHHA: TPYOOEOH Jorosop oT 15 mapra 2017 roga Ne 31 H 3adBIeHHe
Eckennuposa ELA. ot 14 Mapta 2017 roga.

2. MEPEBECTH 3y0apepy AHacTacHIO BHKTOPOBHY cTapllero OyxranTepa,
HA J0CKHOCTE TJIABHOTO OyXranTepa c 16 Mapta 2017 roga.

OcHOBaHHA: OONONHEHHE K TPVIOBOMY JOT0BOpY oT 14 ampena 2016 roga
Ne 28 1 3ageneHHe 3y0apesoit A B. o1 13 Mapta 2017 roga.

3. PACTOPTHYTD tpyooeoil gorosop OT 17 #HBapa 2015 roma Ne 15 ¢
KepmmossiM Mapatom CepHroBHUeM ¢ 15 mapra 2017 roga B COOTESTICTIEHH C
IIVHKTOM | cTateH 57 Tpyaosoro kofekca Pecyomixn Kasaxcran.

OcuopaHHe: 3ageneHHe Kepravosa M.C. oT 14 mapta 2017 roga.

4. OBFBABHTE BBII'OBOP Ilasemosoil Camranar AOaeBHe, MeHeKepy
MIpOeKTHOT'O OTHela.

OcHOBaHHS: JOKTIATHAL 3AIIHCKA HAYANBHHEA [IPOeKTHOTO 0TAena Canoea ILT.
oT 10 mapra 2017 roja H oOBACHHTeNbHAS 3amHcka Ilasertosof C A. oT 12 MapTta
2017 roga.

I'eHepanbHLIE JHpPeKTOP TIOJIHCE pacmE(poEKa IOJIHCH
Buzer

O3HAKOMIEHEL:

dopmar A4 (210X297)

IIpunoxenue 8
k [IpaBunaM JOKyMEHTHPOBAHMUS,
yTpaBICHUS TOKyMEHTALUEN U
UCIIOJIb30BAHMSI CHCTEM



3IEKTPOHHOI'0 JOKYMEHT0000poTa
B TOCY/IapCTBEHHBIX
HETOCYTapCTBEHHBIX OPraHU3aINAX

®opma

IIporokon



OdunHATEHOE HANMEHOBAHHE O¢punnaTbHOE HANMEHOBAHHE
OpraHH3aANHHA OpraHH3ANHH
(Ha rocyIapcTESeHHOM 43BIKE) (Ha pycCcKOM HITH HHOM 3BIKE)
XATTAMA MPOTOKO.I
Ne
(mata)
 Mecrowsnaems | Mecromsmamms @ |
(Ha TOCVIapCcTEEHHOM I3BIKE) (Ha pyCccKOM HITH HHOM A3BIKE)

- T E 1
| | 3aceTaHAd KOMHCCHH II0... ~

IIpeacenarens — $.I11.0.

Cerperaps — 2 H.O. >_

IIpHcyTCTBOBANH: (KOIHYeCTBO) YelloBek (CIHCOK NpHIaraeTcd)
BeogHasn

HACTH

MNOBECTEKA THA ik
1. O paspaboTKe H NPHHITHIAX .. .
JoKIan 3aBeIyIOIIEro ...
24 e

1. CII¥IITATH:
$ H1.O. — TekcT JOKIaNa MpHIIArasTcs.
BBICT¥IITIN.TH:
$ 11.0. — KpaTKad 3aMHCh BRICTYILISHHA.
DO — >
OcHOBHaA

IMOCTAHOBH.TH: YACTh
1. OgoOpHTE ...
A

2. CJIVIITA.TH:
BBICTY¥IIHTH:
IMOCTAHOBH.TH:

IIpencexaTenab OIIHCE pacimH(pPOBKA NOIIHCH
CekpeTapb HOIIHCE pacimH(POBKA NOIIHCH

®dopmar A4 (210X297)

IIpunoxenue 9
k [IpaBunaM HOKyMEHTHPOBAHMUS,
YIIpaBJICHUS JOKYMEHTAIMSH 1



HCIOJb30BAHUS CUCTEM
JIEKTPOHHOT'O JOKyMEHTO000poTa
B TOCYIapCTBEHHBIX
HETOCYJapCTBEHHBIX OPraHU3aNAX

®opma
AKT
S e e
| H/IH 3MOIIeMa, IOTOTHIL, TOBAPHEIH 3HAK (3HAK 00CTY:KHBAHHE) OpPraHH3aIHH
. OdumuanbHOe HAMMeHOBaHHe @ OQHOHATbHOE HAHMEHOBaHHE
i OpraHH3ANHH OpPraHH3ANHH
' (HarocyJapcTBEeHHOM 43bIKe) (Ha pyccKOM HIIH HHOM S3BIKe)
e e
MecTo H3gaHHg MecTo H3TaHHT
 (marocymapcTBeHHOM AsbIKe) | | (Ha pyCCKOM MM HHOM f3bIKe)
r r 1

—
| | ‘OO0 HTOrax NpoBepKH ...

OcHoOBaHHe: NPHKA3 PYKOBOJHTEIT OPTaHH3AMH OT (Jarta) Ne
«0 TpoBeleHHH NpPOBepKH ..» (HIH HHOH JOKYMeHT: ILTaH padOTHI, MopydeHHe
BBIINECTOAINETO OPraHa H T.1.).

COCTaB/IeH KOMHCCHeH B COCTABE:

IIpencenaTens KOMHCCHH

DOLKHOCTD, HHHITHATEL, (haMHIHg
H1eHB KOMHCCHH: 1.

JOIEFHOCTh, HHHITHAIBL, [IJE_‘D:IHJ]HE
i

IOLKHOCTD, HHHITHATEL QanMHIHg
TIpHCYTCTEOBATH:

DOLKHOCTD, HHHITHATEL, (haMHIHg

TEeRCT

CocTagneH B 2-X 3K3eMIUIIpax:
1-# sK3eMIUIAp: B Jemae 5-7
2-H 3K3eMILTIP. HApaBIeH NpOoBepaeMOH OpraHH3alHe

IIpeacenare. b KOMHCCHH NOJNHCh  pacIIH(pPOBKA NOIIIHCH
YneHbl KOMHCCHH NOJNHCh  pacIIH(pPOBKA NOIIIHCH




Cnpagka

-

 «KA3AKCTAH PECTIVEIHKACHI

MoJEHHET KoHE CIIOPT
MHHHCTP.IITTHIH,

APXEOTPA®HA JKOHE TEPEKTAHY |

YITTBIK OPTATHITBI»

PECIIYEIHKAJIBIK MEMIEKETTIK

MEKEMECT

e
\CTAHA KATACHL

v
i O cocToAHHEH paloThl IO
| HOATOTOBKe HH(OPMANHOHHOTO

cupasoYHHKA «HMcTopaa Kasaxcrana
_B3apybesmeix apxmeax (XVEXXBB)» |

=

JupexTop

Hen. K. Iaprutercea
Ten: 24-06-32

TEKCT
HOIHCE

-J"jsﬁ_; 03_[]5-1‘}"1 5

®opmar A4 (210X297)

[Ipunoxenue 10
k [IpaBunaM JOKyMEHTHPOBaHMUS,
yIpaBJeHUS TOKyMEHTALUEH 1
UCIIOJIBb30BAaHMS CUCTEM
3NIEKTPOHHOTO JOKYyMEHT0000poTa
B TOCYIapCTBEHHBIX U
HErocyJJapCTBEHHBIX OpraHU3alnsIX

®dopma

TOCYJAPCTBEHHOE
VUPEKJEHHE

«HAITHOHATHHBII IEHTP
APXFOTPA®HH H
HCTOYHHKOBEJEHHA

MHHHCTEPCTBA K¥YJIBTYPEI H

CIIOPTA PECIIVE/ITHKH
KA3SAXCTAH»

| TOpoa AcTaHa

'MHHHCTEPCTBO KYIbTYPBIH
cnopra Pecnydinkn Kasaxcran

E. KonbichaeBa

dopmar A4 (210X297)

IIpunoxenne 11
k [IpaBunaM OKyMEHTHPOBAHMUS,
yTpaBICHUS TOKyMEHTALUEH 1
UCIIOJIb30BAHMSI CHCTEM
3IEKTPOHHOT'O JOKYMEHT0000poTa




B rOCyAapCTBCHHBIX U
HEroCy1apCTBCHHBIX OpraHU3alnuigXxX

®dopma
CmpaBka
e e T L e
MOJEHHET /KSHE CIIOPT TOCYJAPCTBEHHOE
MHHHCTP.IITTHIH VUPEXKIEHHE
APXFOTI'PAPHA KOHE TFPEKTAHY «HMIEQH&HLHHFI OEHTP
Y¥JITTBIK OPTAIBITEBI» APXEOTPAPHH H
HCTOYHHEKOBEIEHHA
PECII¥EJIHEAIBIK MEMIERKETTIK MHHHCTEPCTEA K¥YJIBTYPHI H
MEKEMECI CIIOPTA PECIIVE/IHKH
KAZAXCTAH»
. AHBIKTAMA CHOPABKA
15.10.2017 Ne 02-01/10
AcTaHa KAlachl ropog AcraHa
s r asasssssasssiasssiass ey te et sas e “‘| et s

1
[_aesl

Asgmoeprenosa Kymexan XafiOymlopHAa padoOTaeT ITIABHBIM OYXTAITepOM
HanHoHATBHOTO HEHTpa apXeorpa( i H HCTOYHHKOBSISHHS.

JdupexTop MOIHCE E. KonbicbhaeBa

Hen. AL 3asmpoza
Ten.: 24-04-70

®dopmar A5 (148X210)

[punoxenne 12
k [IpaBunaM HOKyMEHTHPOBAHMUS,
yTpaBIeHUS TOKyMEHTALUEH 1
UCTIONIb30BAHMSI CHCTEM
3JIEKTPOHHOT'0 JOKyMEHTO000poTa
B TOCYZApCTBEHHBIX U
HETOCYAapCTBEHHBIX OPraHU3aIUIX

dopma

IInceMo




o
Lo ol

«BAPBIC»
AKIHOHEPTIK KOFAMBI
 Abaii 1-meL 10, AcTama k., 010000
Tern/dakc 8 (7172) 35-39-22,
35-46-47 E-mail: Baris@mbox

AKIHOHepHOe 00111eCTBO
«BAPBIC»
- mp. Abas 10, 1. Actana, 010000
Ter/ake 8 (7172) 35-39-22,
35-46-47 E-mail: Baris(@inbox ru

19.03.2017

Ne 04-07/151

(ccBLTKA HA HOMep H JaTy BX.
JOKYyMeHTa)

' TOO «Kymarep»

HOpHIHYecKHIT 0T
op. Peickynoga, 12, r. AnIMaThl,
020000

r 1
O npeTeH3IHH 0 TOTOBOPY

oT 15.03.2017 Ne 44/56

¥YEakaeMble rocoogal

B mapTHH NaKOKPACOYHBIX MATEpHAIOB, OTTPY:KeHHBIX Bawmm 28 1exabps

2016 roga no xenesHONOPOKHOH HAKIATHOH Ne 324 B COOTEETCTEHH C JOTOBOPOM OT

12 guBapa 2016 roga Ne 44/56, obHapy:KeHO 3 JedopMHPOBAHHBIX BCIeJCTBHE yaapa

WIA HHOTD MEXAHHYeCKOTO BO3OeHCTEHA ANTHEA, © "WeM CBHISTe/IbCTEYEeT AKT OT

15 m™apra 2017 roma Ne 23, JlakoKpacodHBle H3JelIHA, HAXOQAIHecd B

NOBPEANeHHBIX HAIMHKAX, pealHsalHH He mmoanesxar. OmaTa NapTHH ToBapa
TIpoH3BeIeHa HAMH B IIOJTHOM 00BeMe IIo cdeTy Ne 33-675.

TIpocrM Bac BO3MecTHTR NOHeceHHEIE HAMH YOBITKH B pasMepe 175 Tmic.
570 Terre. CyMMYy clIeOyeT IepedHCIHTE Ha HAIl pacdeTHBIH CUeT.

IIpumo:xeHHe: akT Ha 2 1. B 1 3K3., HA pyCCKOM A3BIKe

C vBaxeHHeM,
KomMep4ecKHil THpeKTOp

Hen. H. Tletpora
Tem 33-43-44

pacmH(poBKa MOJIHCH

®opmar A4 (210X297)

IIpunoxenue 13
k [IpaBunaM gOKyMEHTUPOBaHMUS,
YIIpaBJICHUS JTOKYMEHTAIMESH 1
HCIIOIBb30BAaHHS CUCTEM
3NIEKTPOHHOTO JOKYMEHT0000poTa
B TOCYIapCTBEHHBIX U
HEroCyJJapCTBEHHBIX OPTaHU3aLUIX




ITpumepHEIil IepedeHs JOKyMEHTOB, He IIOIeKANMX perucTpamuu ciyx6oit JOY

[TucbMa, HampaBIeHHbIEC B KOMUSX ISl CBEICHMUS.
Pexnamuble n3BEIIEHMS, IPOCHEKTHI, IJIAKATHI, IPOrPaMMbl COBEIIAHMIA.
[TepBuyHBIE TOKYMEHTHl OyXrajaTepCKOro yuyera (perucTpUpylOTCs B OyXrajlTtepuu
OpraHu3aIuu).
VY4eOHble IUIaHbl, IPOTrpaMMbl (PETUCTPUPYIOTCS B COOTBETCTBYIOIIEM CTPYKTYPHOM
MO/Ipa3/IeJICHUU OpraHU3alun).
MecsuHble, KBapTalbHbIE U JPYTUE OTUYETHI (PETUCTPUPYIOTCS B COOTBETCTBYIOLIEM
CTPYKTYPHOM TOAPA3ACIICHUN OpPTraHU3ALIHH).

@OpMBI CTATUCTUYECKOW OTYETHOCTH (PErUCTPUPYIOTCA B COOTBETCTBYIOILEM

CTPYKTYPHOM TOpPAa3AeICHUN OpTraHU3aLIHH).

Coo011eHns 0 COBEIIAaHMAX, 3aCEIaHNIX.

[To3apaButenbHbIE TUCbMA, TO3APABUTEIbHBIE TEIEIPAMMBI, IPUTIIACUTEIbHBIC OUIIETHI.

[leyaTHble U3aaHMs (KHUTH, )KYPHAJIbI, Fa3€Thl, OIOJIJIETEHN ).

Tenerpammel U MACbMa O Pa3pELIEHUH KOMAHIUPOBOK.

TenepoHorpamMmbl 0 MPOBEAECHUU 3aCE€JaHUM, COBEILIAHU, CEMUHAPOB U JIpYyTHUE.

JIoKyMeHTHI ¢ TOMEeTKOM Ha KoHBepTe "JInuHo".

Hayunbie oTueTsl mo TemaMm (pEerucTpupyroTcsi B COOTBETCTBYIOIIEM CTPYKTYPHOM

MO/Ipa3/IeJICHUU OpraHU3aLun).

[IpevickypaHThI.

HopMmbl pacxoma mMarepuanoB, 3asBKM Ha KaHUEIAPCKHE MNPUHAIIEHKHOCTH U
OpraHU3allMOHHYI0 TEXHUKY (PEruCTPUPYIOTCS B COOTBETCTBYIOUIEM CTPYKTYPHOM
MO/Ipa3/IeJICHUU OpraHU3alun).

CBoaKH.

YdeTHbIE TaHHBIE IO KaJpaM.
[Ipunoxenue 14
k [IpaBunam JOKyMEHTHPOBaHMUS,
YIpaBIEHUS JOKyMEHTalueH u
HCIIOJIB30BAHUS CUCTEM
ANEKTPOHHOTO TOKyMEeHTO000pOoTa
B TOCYJapCTBEHHBIX U
HeFOCY}IapCTBeHHLIX OpFaHI/ISaI_II/ISIX

dopma

Kaprouka perucTpanuy BXOIIIMUX JOKyMEHTOB



=] Koppecnongest Bag goxyuaerTta
JaTa HoCTYILIEHHA H HEIEKC AOKYMeHTa JaTa H HEAEKC JOKYMEHTA
[
103
=]
L] 3aroIoEOK AOKYMEHTA HIIH KPATEOS COJepiiaHHe
Pesomomma BITH KoMy HANPaETeH ACEYMEHT CpoE HCIIONHeHHT
=
= Orpersa 00 HCIOTHEHNH JOKYMEHTA
Pacnmcea B MOITyMeHHEH ¢ YEASAHHEM JETE H HANPAEIEHHH E JEI0
i IT0

CBEJEI—]I{H 0 XOJe HCOOMHEHHA JOEYVMEHTE, DepeH0Ca CPOKOE HOOOIHEHAT,

MOCTYIUISHHHE MpoMeRyTOUHEX CTEETOE (3A0POCOE) H T4

KGH‘I"PD-'II:\EBIE OTMETEH

10

$oEg Ne

Ommce Ne

Heno Ne

Ne .

a0

210

®opmar A5 (148x210)

[punoxenwne 15
k [IpaBunam 1OKyMEHTUPOBaHMSI,
yIpaBieHUs TOKyMEHTalUe! 1
UCIIOJIb30BAHUSI CHCTEM
3IEKTPOHHOI'O JOKYMEHT0000pOTa
B TOCYAapCTBEHHBIX U
HETOCyIapCTBEHHBIX OpraHU3aIUIX

®opma

XypHan perucrpanyuy BXOIAIMX JOKYMEHTOB

Bun
Koppecnionn noxymenta, Pezomronus
Pacnucka B
Hara €HT, JaTa U 3aroJlIOBOK HIJIH KOMY OtMmerka 00
MOJTy4YeHUU
MOCTYIUIEHU HHIEKC WM KPaTKOE HaNpaBieH ucnonHenuu [lpumedanue
ITOKYMEHTA
'S BXOJSLIETO COAEpKAHHE TOKYMEHT Ha Y ’ JIOKyMeHTa
ara
JIOKYMEHTa  BXOJSILIEro HCIOJHEHUE
JIOKyMEHTa
2 3 4 5 6 7 8

®opmar A3 (420X197)
XKypHan perucTpanyuy HCXOQAMMNX U BHYTPEHHAX JOKyMEHTOB



OTMeTka 00
Jlata u wHIEKC 3aroj0BOK WU

ucxonsamero  ( KpaTKoe HCHOMHCHITT
NeNe .. o Koppecnonnent p nokymeHta u  IIpumeuanue
BHYTPEHHETO) coaepxaHue
HaIlpaBJICHUU B
JOKYMCHTA JAOKYMCHTA
ZeJ10
1 2 3 4 5 6
®opmat A3 (210X297)
IIpunoxenue 16
k [IpaBunam JOKyMEHTUPOBaHMUS,
YIpPaBJICHUS JOKYMEHTaUeN 1
HCIIOJIB30BaHUS CUCTEM
ANEKTPOHHOTO TOKyMEeHTO00O0pOoTa
B TOCYJapCTBEHHBIX U
HETOCYAapCTBCHHBIX OpraHru3aluax
CBEAEHN I 06 ucnoTHeHNH JOKYMEHTOB, IOAJIC)KAITMX KOHTPOJIIO
0 COCTOAHMIO Ha (amCIT0, MECALI, TOX)
HaumenoBan [lokyMeHThI Ha KOHTposie M3 HUX TOKyMEHTBI
n i
CTPYKTYPHBI MOCTYIUJIO B HaxoAsAIIuec
Ne o/ HUCTIOJTHEHHBI MPOJJICHHBIM IPOCPOYECHH
X BCEro NpeapIaye . 1 Ha CDOKOM Lo
[TOApa3/IeNIeH M Mecse HCIIOJIHEHU U P
o HCIIOJTHCHUS
nn
1 2 3 4 5 6 7 8
HavmMeHOBaHME JOIDKHOCTH PyKOBOXHATEIA PacmmdpoBka
cyx6s1 IOV MOATIHCH
(JraHAs IOIHCH)
®opmar A4 (210X297)
[Ipumeuanue.

CBenieHHs MOTYT OBITh TOMIOJHEHBI rpad)aMu 1O BUAAM IOKYMEHTOB (MPUKa3bl, peIeHUs
KOJUIETMH U APYTHUE), UX PErUCTPALMOHHBIMU HOMEpaMH, GaMIIUAMU UCIIOJTHUTEIIEH.

IIpunoxenue 17
k [IpaBunaM ZOKyMEHTHPOBAHMUS,
yIpaBICHUS TOKyMEHTalUe! 1
HCIOJIb30BAHUS CUCTEM
3IEKTPOHHOT'O JOKYMEHT0000poTa
B FOCYJapCTBEHHBIX U
HETOCYTapCTBEHHBIX OPraHU3aNsIX

CBEJEHUSI 06 ucnonmaenun obpamenuii Gu3HIeCKuX ¥ IOPUAMIESCKAX JIAL]
IO COCTOAHHIO Ha (ducio, MecAr, TOx)

HammenoBanu HaxomuTcs Ha HCIIOHEHUU W3 anx
P



Ne n/m CTPYKTYPHBIX

noapasaciicHu

u

1 2

Bcero:

HanmeHOBaHHE JOJDKHOCTH PYKOBOXUTEILS

ciyx061 [IOY

MOCTYIUWJIO 3a HUCHOJJHAIOTCA TPOCPOUCHBI

BCETO
NpeapIIylIui B CPOK
MeCSI BCETO
4 5 6
Pacnmdpoka
TOJIIUCH
(JmrIHAsA DOIIHCH)
®dopmar A4 (210X297)

CPOK TIPOJUICH

7

[punoxenwne 18
k IIpaBuiiamM JOKyMEHTHPOBaHUS,
YIIPaBJICHUS JOKYMEHTaUel U

HCIIOJIb30BaHUs CUCTEM

3IEKTPOHHOI'0 JOKYMEHT0000poTa

B IrOCyAapCTBCHHBIX U

HETOCYTapCTBEHHBIX OPraHU3aINAX

XypHan ydera u BEIJa9H I€9aTHO-0JIAHOTHOM MPOXYKIHH

IToctynnenue

Hara u Hanme
HOMEp HOBaHU
Hara compoB e

€CTBO
MOCTYI OJUTEN Ipermp
9K3EMII

JICHUA BbHOI'O HMATHUA -
JAOKYyME€ H3Ir'0TO
HTa BHUTCIIA

Brigaua
Komy BeITaHO
Haume
Cepus ata u
P I[O ' HOoBaHH Damuin Ko
HOM
. Jara ok AI/:e ¢ WM ecrBo
6J‘IaHIE)O BBIIA91 f{TayHa CTPYKT MHHUIMA 5 senm
YPHOTO JI bI ApOB
BBIIAYY monpa3 mosyya
JIeJIeHN  Tels
o
5 6 7 8 9 10
dopmar A4 (210X297)

®opma

Cepus

11

Ka
Mepa
0JIaHKO

Pacnc
B
rmoJry4e
HUH

12

[Ipunoxenue 19
k [IpaBunaM JOKyMEHTHPOBAHMUS,
yTpaBICHUS TOKyMEHTALUEN U

HCIIOJIb30BaHUA CUCTEM

IIpume
YaHwue,
OTMETK
a 00

YHHYTO
JKCHUH
UcIopu
E€HHBIX
3K3EeMIT
JSAPOB

rnmevyaTH
0-0ytan
OYHOU
POAYK
187071

13

9JIEKTPOHHOT'O IOKYMEHT0000pOTa

B IrOCyAapCTBECHHBIX U

HEroCy1apCTBEHHBIX OpraHU3alnuAgX



dopma

XypHai ydera ¥ BEIIaYH eYaTei, ITTAMIIOB ¢ H300paxkeHreM I'ocy1apCTBEHHOTO
I'ep6a Pecmybimiku Ka3zaxcraH u ClieIaIbHOM IITEMIIEIBHON KPaCKH

Ne ..

HanmenoBanu
s U OTTUCKH
neyarem wu

HITaMIOB ¢

n300pakeHUEM
lNocynapctBen
Horo I'ep0a

Pecry6mmku

Kazaxcran

XKypran ydera

YepHIWIaAMHA

Ne m.m.

HaumenoBanu
e
CTPYKTYPHOTO
OIpa3AeICHA
i,
OCYIIECTBIISIO
mero
XpaHEHUue
MepbEeBBIX
aBTOpYUEK,
3anpaBIIeHHBIX
crHenraabHbIM
Y YepHUIaMH

2

Komy BeIano

HanmenoBanmn
e
CTPYKTYPHOTO
nojipasieNieHu
i,
OCYILIECTBIISAIO
mero
XpaHEeHue
neyaTew,

damunus u
WHULIMAIBL
JIOJKHOCTHOTO

mTaMIiIoB C

JIUIA-TTOJTyYaT
U300pakeHHEM

st

T'ocynapcteen
Horo [I'epba
PecmyGmikn
Kazaxcran u
CIIELIMATILHOU
HITEMIENIBHON
Kpacku

3 4

Jata Bo3Bpara
U pacrucka B
npueme

Hata

pacmnucka B
TOJTYyYCHUN

u

5 6

®dopmart A4 (210X297)

ITpumeuanue,
OTMETKH 00
YHUUYTOKCHUH
rmeyaTew,
HITAMIIOB H
crenralbHOU
IITEMITEIIBHOM
Kpacku

[Ipunoxenne 20

k IIpaBuinaM JOKyMEHTUPOBaHHUA,
yIpaBIEeHUs TOKyMEHTaluuel u
HCIOJb30BAHUS CUCTEM
JIEKTPOHHOTO JOKyMEHTO000poTa

B TOCYIapCTBEHHBIX U

HETOCYAAapPCTBEHHBIX OPTaHU3aLUAX

®dopma

H BBIJAYM NCPBCBBIX ABTOPYHYCK, 3aIIPAaBIICHHBIX CICIIMAJIbHBIMH

damunus u
AHULAAIBI
JIOJDKHOCTHOTO | J[OJDKHOCTD M

nuna, dammms Tuna
OCYIIIECTBIISIO , MOTYYHBIIIETO
mero MepPhEBYIO
XpaHeHHUe aBTOPYUKY,
MePhEeBBIX 3aIMpaBJICHHYIO
aBTOpYYeK, CIIEIUATEHBIM

3allpaBJICHHBIX W Y€pHUIIAMU
CIICcIaJIbHbIM
1 9€pHUIIaMHA

3 4

Jara Beigaun u /lata Bo3Bpata
pacnucka B U paclucka B
MIOJIyYEHUHN rnpueMe

5 6

®dopmar A4 (210X297)

ITpumeuanue,
OTMETKa 00
YHUUYTOXKCHUH
nepbeBOM
ABTOPYYKH,
3aIpaBlIEHHON
CHeIHaIbHBIM
W YepHHUIIaMHU



ITpunoxenue 21
k [IpaBunam JOKyMEHTHPOBaHMUS,
yIpaBieHUS TOKyMEHTAUEe! 1
UCTIONIb30BAHMSI CHCTEM
JIEKTPOHHOT'O JOKyMEHTO000poTa
B TOCYJapCTBEHHBIX U
HETOCYAapPCTBEHHBIX OpraHU3aIUIX

dopma
HAa3BAaHHC OpraHU3AINA
AKT
Ne Mecro u3nanug (Ha
(mara) Mecro u3nanns (Ha PyccKoM
TOCYIapCTBEHHOM S3HIKE) WA HHOM S3BIKE)

VrBepxanaro HaumeHoBanHme
IOIDKHOCTH

PYKOBOIHUTEINA OpraHA3aLAN

PacnmdpoBka (JmgHas moAmHCH)
mommcy Jlata
ITpuema-nepenaun neYaTHO-OIaHOY
HOMH
IPOIYKOWH, IedaTeii, MITaMIIOoB,
IOIEKAIMUX
3aImuTe, CpeIacTB 3aIMUTHL
JOKYMCHTOB H
PETrHCTPAIMOHHBIX YIETHBIX (GOpM K
HHAM
OcHoBaHue: MpUKa3 pyKOBOAUTENS opranu3anuu ot (aara) No
"O mpoBeIeHUH MPOBEPKHU ..." (WJIM UHOM JOKYMEHT: IJIaH padOoThl, TOPYUYECHHE

BBIIIIECTOSIIIETO OpraHa u T.1.).

CocTaBlieH KOMUCCHEN B COCTABE:
[Ipencenarens KOMUCCUU

JOJDKHOCTD, HHUITUAJIBI, (paMuIus
Unensl komuccuu: 1.

JOJKHOCTH, HHAITHAITBI, (paMUITHS

JOJDKHOCTh, MHHUITUAJIbI, (l)aMI/IJ'II/IH

1. Heucnonb30BaHHYO MEYaTHO-0JIAHOYHYIO MPOAYKIIMIO, MOIJIEHKAITYIO 3allUTe,
(OTHENBHO IO BUIaM) CEpUH ¢ No 1o Ne B KOJINYECTBE 3K3EMILISIPOB

(g pamMu 1 MPOTHUCHIO)
2. AKTHI O BBIJICJICHHH K YHUYTOKECHUIO UCTTOPYCHHBIX SK3EMILIAPOB IMeYaTHO-O0JaHOUHOM



MPOYKIAH, TTOJICIKAIIEH 3aIUTE

(matbl, HOMEpA, KOJTUYECTBO IK3EMILISIPOB

aKTOB I10 BH1aM OJIAaHKOB)
3. [TewaTtn ¢ m3ob6paxenuem ['ocynapctsennoro ['epba Pecriybnuku Kazaxcran B
KOJIMYECTBE HITYK.

(tudpaMu U POMUCHIO)
4. llTamner ¢ uzobpakenuem ['ocynapcrBennoro ['epda PecyOnuku Kazaxcran B
KOJTMYECTBE ITYK.

(g pamMu 1 MPOTUCHIO)
5. CpeacTaa 3alIuThl IOKYMEHTOB:

(HaMMEHOBaHMS CPEJICTB 3aIUTHI) B KOJIMYECTBE HITYK.
(mdpaMu U MPOMHUCHIO)
6. Peructpanrionssie yueTHbie (POPMBI:

(BUABI PETUCTPAIMOHHBIX YYETHBIX (hOPM, UX HOMEpa

110 HOMEHKJIAType eI, HOMepa TOMOB, JaThl IIEPBOU U MOCIEIHEN 3aIIUCH, KOJINYECTBO
JIUCTOB)

Cocrtosinue y4eTHOH paboThI ¢ e4aTHO-0JaHOYHON MPOAYKIIMEH, IeUaTsIMu, ITaMIIaMH,

NOJJIEXKAIIMMHU 3a1IUTE, U CPEACTBAMH 3aLIUThI JOKYMEHTOB

(oOrmrast XxapaKTepUCTUKA COCTOSIHUS YUETHOUN paboThI)

[lepenan (a) PacmmdpoBka noamnucu
(JInuHast MOJIIUCH )

[Tpunsin (a) Pacmmdporka moamnucu
(JInuHast MOJIMUCH)

CoctaBieH B a3K3eMIULIpe (ax):

1-#1 sx3emruisp: B nene No
2 sK3eMIuIAp: (ampecar)

[Ipencenarens koMuccuu TIO/IITHCH pacmmdpoBKa MOMHACH
UsieHbI KOMUCCUU MIOJIITUCH pacmdpoBKa MOAMUCH
®dopmat A4 (210X297)

[Tpunoxenne 22
k [IpaBunam 1OKyMEHTUPOBAaHMSI,
YIpaBJICHUS TOKYMEHTALUEH U



HCIOJb30BAHUS CUCTEM
JIEKTPOHHOT'O JOKyMEHTO000poTa
B TOCYIapCTBEHHBIX
HETOCYJAPCTBEHHBIX OPTaHU3ALMIX

®opma
Ha3BaHHWC OpraHn3anuv

(nmata)
Mecto W3XaHUSL (ma Ne
TOCYJapCTBEHHOM HIIH HHOM S3HIKE)

VrBepxnalo HaumeHoBanme
IOJDKHOCTH

PYKOBOIHUTENA OpraHA3alAd

PacimidpoBka (IMIHAs ITOJIHCH)
TIOATTVCH
Hata

O BHLIENECHUY K YHUITOXKCHHUIO

HMCHOPYCHHEIX SK3€MIUDIPOB

TEYaTHO-0TAHOYHOH POy KIAH,

TIO[UTEXKAIEH 3aIATe

OcHoBaHue: MpUKa3 pyKOBOAUTEIS Opranu3aiiu ot (jaara) Ne

"O nmpoBeAeHUH MPOBEPKHU ..." (WJIM MHOM JOKYMEHT: IJIaH paO0Thl, TOPYUYECHHE

BBIILIECTOSIIIETO OpraHa u T.1.).

CocraBiieH KOMUCCHEN B COCTABE:

[Ipencenarens koMuccUu
JOJDKHOCTh, MHULIMAJBI, (paMUIINs

YiieHpl KOMUCCHUM: 1.
JOJDKHOCTD, MHUITUATIBI, (aMumus

JOJDKHOCTD, MHUITHAJIBI, (paMuIus

OtoOpaHbl K YHUYTOXXEHUIO HCTIOPUYCHHBIC IK3EMILISPHI CICAYIONIUX BUIOB
Ne4aTHO-0JIAaHOYHOM TTPOIYKIINH, TIOAJIe)KaIel 3aluTe:

KomnuecTBO
Cepus u HOMepa
HaumenoBanue Buga HCTOPUYCHHBIX
. DK3EeMIUISIPOB
revyaTHO-01aHOYHOM . OK3EeMILIAPOB
No .. eYaTHO-0JIaHOYHON . IIpumeuanue
NPOAYKIIUH, [e4aTHO-0JIaHOYHOU
. MPOAYKINH,
IIOJIJICKAILICH 3aIlUTe . OPONYKIUH,
MOIJIE)KAILEH 3aIKuTe .
MO IJIEKAIIEH 3allUTe
1 2 3 4 5
Htoro HCIIOPYCHHBIX OK3CMILIAPOB [e4YaTHO-0JIAaHOYHOU

(mudpaMu 1 MPOIUCHIO)



MPOIYKIIMH, TIOJITICKAIIICH 3aIlUuTe.

CocraBlieH B 3K3eMmIutspe (ax):

-1 sx3emMIuLsp: B aene No

2 sx3eMIuIAp: (aapecar)

IIpencenares KOMUCCHH Pacnmdposka moxmicu
(JTMYHAS TIO/IMKCH)

YieHBI KOMHCCHH PacmmpoBka moammcei
(JIMYHBIE TTOATIICH)

OTMeTKH B J)KypHAaJIbl yYeTa U BbIJIa4u NI€YaTHO-0JIAHOYHON MPOTyKLINH, TOAJIeKAIIEeH
3aIMTE, BHECEHBI, HCIIOPYECHHBIEC DK3EMIULIPHI B KOJIMYECTBE

(tmudpaMu ¥ IPOTTUCHIO)
YHUYTOXKEHBI ITyTEM
(BUJT YHUUTOXKEHUS )
HanmeHoBaHmE JOIDKHOCTH PacommdpoBka moamucu
(JIMYHAst TO/IMHCH )

JaTa
Dopmar A4 (210X297)
IIpunoxenue 23
k [IpaBunam TOKyMEHTHPOBaHMSI,
YIPaBJICHUS JOKYMEHTaUEN U
HCIIOJIb30BaHUsA CUCTEM
SIIEKTPOHHOTO JOKYMEHTO000pOTa
B rOCyAapCTBCHHBIX U
HCTOCYAAPCTBCHHBIX OpraHrU3alusax
dopma
HAa3BaHMEC OpraHU3aIuA
AKT
(mara)

Mecto H3TaHHAA (ua N
TOCYAapCTBEHHOM h
VT VHOM A3EIKE)

VrBepxkmaro HammenoBanwe
JOIDKHOCTH

PYKOBOIHUTEIA OpraHu3aliii

PacmidpoBka (IMaHas mOIIVICEH)
TIOMTINCH
Hata

O BBIZIETICHAN K YHUITOKCHHUIO

neJaTeil v mMTaMIIoB,

OOIIeXAMMNX 3AIMATE
OcHoBaHue: NpUKa3 pyKOBOAUTENS opranu3anuu ot (aarta) Ne




"O mpoBeeHUH MPOBEPKHU ..." (WJIM UHOM JOKYMEHT: IIJIaH paOO0Thl, TOPYUYCHHE
BBIIIIECTOSIIIETO OpraHa u T.1.).

CocraBiieH KOMHCCHEH B COCTaBE:

[Ipencenarens KOMUCCUU

JOJDKHOCTBb, MHUIIUAJIBI, Cl)aMI/IJ'II/Iﬂ

Uitens! komuccuu: 1.
JOJIKHOCTb, (PaMMIINSL, THULIUAIIBI

2.

JOJDKHOCTh, MHHUITUAJIBI, q)aMI/IJ'H/IH

OTO6paHBI K YHUYTOXXCHHUIO CICAYIOIHNEC MCYATH WU IITAMIIbI, ITOJIC)KAINUEC 3alUTC:

Ne .. HanmeHoBanue Konuyectro IIpumeuanue
1 2 3 4
CocraBiieH B 3K3eMIuIspe (ax):
1-i1 sx3emIuLsp: B Aese Ne 2 ax3eMIuisip: (aapecar)
IIpencenarems KOMUCCHI PacnmdpoBka moymicu
(JTMYHAS TIO/IMTKCH )
YieHBI KOMHCCHH PacomdpoBka moamucei

(JIMYHBIE TTOATIICH)
OTMETKH B J)XypHAJI BHECCHBI, TICYATH U IITAMIIBI, TTO/JICXKAIIHE 3aIIUTE, B KOJTUICCTBE
MITYK YHAYTOKEHBI ITyTeM

(urdpamMu ¥ MPOMUCHIO) (BU YHUUTOXKEHUS)
HammeHoBaHHE JAOJDKHOCTH Pacmmbpomca IIOAIINCH
(JTMYHAs TIOJIMKCH)
[lara
dopmat A4 (210X297)
[punoxenne 24
k [IpaBunam JOKyMEHTHPOBAHMUS,
YIIPaBJICHUS JOKYMEHTaUEN U
HCII0JIb30BaHUsA CUCTEM
AJIEKTPOHHOT'O JOKyMEHTO000poTa
B IrOCyAapCTBCHHBIX U
HCTOCYAAPCTBCHHBIX OpraHru3alusax
®opma
Ha3BaHMC OpraHU3aIuHA
AKT
(mara)
Mecto H3JTaHHA (ma Ne
rocyZapCTBEHHOM -

WITA HHOM S3BIKE)



VrBepxapalo HamMeHoBaHHE
JIOIDKHOCTH

PYKOBOAUTEIA OPraHU3aINA

PacimpoBra (JrrgHAsr TIOQIVCH)
TIOIACH
Jlata

O BBIIETICHHH K YHHYITOXKCHHIO
CPCACTB 3alllUTEl JOKYMCHTOB

OcHoBaHue: MpUKa3 PyKOBOAUTENS opraHnu3anuu ot (gata) Ne
"O mpoBeCHUH MPOBEPKHU ..." (WJIM MHOM JTOKYMEHT: IIJIaH paOOoThl, TOPYUYCHHE

BBIIIIECTOSIIIETO OpTraHa u T.1.).

CocraBiieH KOMUCCHEH B COCTaBE:

[Ipencenarens KOMUCCUU
JOJIKHOCTh, MHUIIAAITBI, (DaMUITHS,

Unensl komuccuu: 1.

JOJDKHOCTBh, HHHUIIUAJIBI, (1)aMI/IJ'II/I5[

JOJDKHOCTBh, HHUITUAJIBI, (baMI/IJ'II/ISI
OTO6paHBI K YHHUYTOXXCHHUIO CIICAYIOIMKUEC BUABI CPCACTB 3alMUThI JOKYMCHTOB!

Ne m.m. HaunmeHnoBanue KomnuectBo [Ipumeuanue

1

2 3 4

CocraBiieH B 3K3eMIutspe (ax):

1-i1 sx3eMmuisip: B nene No

2 aK3eMIuLIp: (agpecar)

ITpencemarems xoMuccun PacnmdpoBka moamicu
(JI4HAsI TO/IMKCH)

YsieHbI KOMHCCHH Pacmmdposka mommiceit
(JIMYHBIE TTOTUCH)

OtMmeTkH B )KypHaJIbI yueta Ne  BHECEHbBI, CPE/ICTBA 3AIIUTHI JOKYMEHTOB YHUUTOKEHBI

yTEM

(BUIbI YHUUTOKEHUSA )
HanmenoBanme TOIDKHOCTH PacomdpoBka moammcu
(JInuHast MOJIMUCH)

Jlara
®opmart A4 (210X297)

[Ipunoxenue 25
k [IpaBunaM JOKyMEHTHPOBaHMUS,
YIpaBJICHUS JOKYMEHTALMCH 1
HCIIOIBb30BAaHHS CUCTEM



3IEKTPOHHOI'0 JOKYMEHT0000poTa
B TOCY/IapCTBEHHBIX
HETOCYTapCTBEHHBIX OPraHU3aINAX

®opma
Ha3BaHHUC
rocy,uapc*rsennoii OpraHu3alnmu
AKT
(mata)
MecTo H3JaHAA (ma Ne
roCyJJapCTBEHHOM B
WA AHOM A3EIKE)

VrBepxknaio HammeHoBanme
JOIDKHOCTH

PYKOBOIHUTEA OpraHUu3allii

PacmidpoBka (IMIHAs MOININCH)
TIOMIIHCH
Hata

O BEIIEICHAN K YHAYTOXEHAIO

HEWCIOJIE30BaHHOH TIe9aTHO-01aH0T

HOH

TIPOIYKIWH, TIO/TEKALINEH 3aIrTe

OcHoBaHue: MpUKa3 pyKOBOAUTEI Opranu3aiuu ot (aara) Ne

"O nmpoBeeHUH MPOBEPKHU ..." (WJIM MHOM JOKYMEHT: IJIaH padO0Thl, IOPYUYECHHE

BBIIIECTOSIIETO OpPraHa u T.1.).

CocTaBjieH KOMUCCUEH B COCTABE:

[Ipeacenarens KOMUCCHU
JOJKHOCTh, HHUITHAJIBI, (paMuITHsI

YiieHpl KOMUCCUM: 1.

JOJDKHOCTh, MHHUIIUAJIBI, (baMI/IJII/IH

JOJKHOCTh, UHULIMAJBL, (paMUIIns
OToOpaHbl K YHUUTOKEHHUIO YTPATUBLIUE B CBA3U

(JIuKBHUIALIMEH, peopraHu3aleil) (ounmansHOE HAMMEHOBAHUE
IPAKTUYECKOE 3HAYEHUE CIICTYIOUTUE BUIbI

rOCYyJIapCTBEHHOTO OpraHa (OpraHu3alum)
HEHUCIOJIb30BAaHHOM MeYaTHO-0J1aHOYHOM MPOAYKIIUH:

Cepus u HOMepa

HaumenoBanue Buga KonuuectBo
. OK3EeMIUISIPOB
Ne .. [e4aTHO-0JIaHOYHOM . HCHCIIONIb30BaHHBIX  [Ipumedanue
1e4aTHO-0IaHOYHOM
MPOAYKIIUH 9K3EMIUISIPOB
MPOAYKLIMHU

1 2 3 4 5



Hroro HCUCIIOJIb30BAHHBIX 3K3CMILIIAPOB IevYaTHO-0JJAaHOYHOM

(mudpaMu ¥ MPOTUCHIO)
MPOAYKIMH, TOAJICIKAILIECH 3alUTE.
[Ipencenarens KOMUCCUU Pacmmdporka noanucu

(JIMYHAsI TOMIMKCH)
YneHnsl KOMUCCUU Pacmmdporka moanuceit

(JIMYHBIE TTOATUCH)
OTMeTKH B JKypHAJIbI yYeTa U BbIJIAYU MIEYaTHO-O0JIaHOYHON MTPOTYKIIMY BHECEHBI,
HEHCIIOJIb30BaHHbIE YK3EMILISAPHI B KOJTUYECTBE BECOM KT

(mudpaMu 1 IPOTUCHIO)
YHUYTOXKECHBI ITyTEM

(BUJ YHUUTOXEHUS)

HanmenoBanue JOJIDKHOCTHU PaCH_II/I(i)pOBKa IIoAIINCH
(JIM4HAsI TOMMKCH)
Jara
®dopmat A4 (210X297)
[Ipunoxenue 26
k [IpaBunam JOKyMEHTHPOBaHMUS,
YIpaBIEHUS JOKyMEHTaluel u
HCIIOJIb30BaHUA CUCTEM
3JIEKTPOHHOTO JOKyMEHTOO60POTA
B IFOCYJapCTBEHHBIX U
HETOCYAapCTBCHHBIX OpraHu3aluax
®dopma
OdmmmansHOe HamMeHoBarue opraam3anun HOMEHKIIATYPA JIEJI
NNa
{zata) (mEzerc)
I J YIBEpEIAR
Ha rod HaumeHOBAHHE TOTEHOCTH
DVEOEQIHTENHE OpTaHHIaITHH
(muvEag noamecs) Pacmmbporka
TOANHCH
Jata
Cpok xpaHeHHs Jena
3aronoBok nena ( KommuectBo nen ( (Toma, dYacTu) H
HWNunekc nema . [Ipumedanue
TOMa, 4acTH) TOMOB, yacTeil) HOMEp IIyHKTa IO
HIEPEUHIO
1 2 3 4 5
HanmeHnoBaHme JOIDKHOCTH PYKOBOIUTEIA Pacmmdponka

cyx6s1 IOV (JTMYHAS TIOTHCH)



MIOAIKCH JaTa
Bussl pykoBoauTenen CTpyKTYPHBIX I10Apa3ACICHUN

CornacoBana CornacoBana
npotokosioM [[IK (OK) npotokosiom DITK
OpraHu3anuu FOCYIapCTBEHHOI'O apXMBHOTI'O YUPEKICHU
(1ata u HOMEp MPOTOKOJIA) (1ata u HOMEp MPOTOKOJIA)
Hrtorosas 3anuch 0 KaTeropusax U KOJIUYECTBE AE,
3aBEJCHHBIX B roay
B oM uncie
ITo cpokam xpaHeHUs Bcero
TIePEX O ISAIITIX ¢ ormerkoit "DIIK"
TlocrosiHHOTO
Bpemennoro (cBeime 10
JIET)
Bpemennoro (mo 10 ner
BKITIOYHTEITEHO)
Hroro:
HaumeHoBaHHE TOIHKHOCTU PYKOBOAUTEIIS Pacmugposka
ciyx0b1 JIOY MOJNUCH (JIMYHAS MMOJMKCH) JaTa
HToroBbie cBeICHUS TIEpEAAHBI B ApXUB OPTaHU3ALIUH.
HanmenoBanme 10KHOCTH paOOTHHKA, PacmmudpoBka
[EPEIABIIErO CBEICHUS MOJAIKUCH
(JTM9HAas MOJMKCH) JaTa
®dopmar A4 (210X297)
[punoxenne 27
k IIpaBunam 1OKyMEHTHUPOBaHMSI,
YIIPaBJICHUS JOKYMEHTalUeH U
HUCIIOJIb30BaHU CUCTEM
JIEKTPOHHOT'O JOKyMEHTO000poTa
B IrOCyAapCTBCHHBIX U
HETOCYIApCTBEHHBIX OpraHU3aIuaX
®opma
JINCT-3ABEPUTEJIb JEJIA
®onp Ne Onuce Ne Jleno Ne
B nemo noammro v mpoHyMepoOBaHO JucT (OB), B TOM YHCIIE:

nuTepHbie Ne JINCTOB

nponyuieHHbie Ne JINCTOB

IMPOHYMCEPOBAHHBIC YHUCTBIC JIUCTLI

+ JIMCTOB BHYTPEHHEN ONUCHU

YurteHo JOKYMCHTOB B BUAC BJIIOKCHUU U HpHJ’IO)KGHHfI, HC IMMOAJICIKAllIX HyMCpalnuu

PaSHOBHUJIHOCTHU JOKYMCHTOB U UX KOJ'II/I‘IGCTBO)



Ocobennoct  QopmupoBaHus, OQOPMICHHS,

Ne nucroB
(hU3MUECKOTO COCTOSIHUS U y4eTa JOKyMEHTOB Jiena
1 2
1. BpouIrops! 1 Apyrue nevyaTHple U3AaHus
2. JIuctoBKU
3. Beipe3ku u3 razer
4. OTKpBITKH
5. Konepthl
6. Mapku IOYTOBbBIE
7. Mapku repOoBbie
8. IllTemmieny MOYTOBBIE U IPyTHE
9. CrernanbHbIE IIOYTOBBIE OTMETKH
10. CypryuHsle, MAaCTHYHBIE ITEYATH
11. ®oTOIOKYMEHTHI
12. Kaprtel, mnia"bel, 4YepTeXkH U Jpyrag
Hay4HO-TEXHUYECKast JOKYMEHTAIHs
13. Pucynkw, TpaBIOpbI, aKBapeIn
14. ABrorpadsl BUTHBIX JesTenei
15. CkieeHHbIE JIUCTHI
16. YTpaTa yactu JIMcTOB
17. Yracaroumii Tekct
HanmeHnoBaHM€e JOIDKHOCTH JIMIIA, PacmugpoBka
3aIMOJIHUBIICTO JINCT-3aBCPUTCIIb ACIA MMOAIMHCH

(TM4Has MOJMKCH) JaTa

IIpumeqanwe.

1. JIuct-3aBepuTenb COCTABIACTCS AJISI yU€Ta KOJMYECTBA JIUCTOB B Jielie U (PUKcau
0COOEHHOCTEH UX HyMepalluu.

2. Jluct-3aBepuTENb COCTABIAETCS HA OTACIBHOM JIUCTE (JIUCTAX) U MOJIIIMBAETCS B KOHIIE
nena.

3. B nucte-3aBeputenie yka3zbiBaeTcs udpaMu U MpONUChIO0 KOJIUYECTBO
MIPOHYMEPOBAHHBIX JIUCTOB JI€JIa U OTAEJIbHO, Yyepe3 3Hak "'+" (Tutoc), KOJIMYECTBO JIUCTOB
BHYTPEHHEH OMUCH TOKYMEHTOB Jea.

4. B nucrte-3aBepuTesie OTMEUAIOT CIEAYIOIINE OCOOCHHOCTH HyMepainu, 0hOpMIICHUS U
(U3HYECKOT0 COCTOSTHUS JOKYMEHTOB JIea:

1) cpeacTBa MOYTOBOTO OOpaIeHus (MapKy BCEX BHIOB, KOHBEPTHI, OTKPBITKH, OJaHKH,
IITEMIIEITH, IITaMIIbI, TUIOMOBI);

2) meYaTtu U UX OTTUCKH;

3) aBrorpadbl BUIHBIX TOCYIAPCTBEHHBIX W OOIIECTBEHHBIX JCSITENCH, AesITeNIel HayKu,
TEXHUKHU U KYJIbTYPHI,

4) poTOTOKYMEHTHI;

5) puCyHKH, TPaBIOPHI U aKBapeJu;

6) kpynmHO(OpPMATHBIE TOKYMEHTHI,

7) CKJIEEHHBIE JIUCTHI, MOBPEKACHUS TOKYMEHTOB;



8) MMCTHI ¢ HaKJIeeHHBIMH (PoTOoTrpadusiMu, TOKYMEHTAMU;
9) KOHBEPTHI C BIOKEHUSIMU U KOJUYECTBO BJIOKEHHBIX B HUX JIUCTOB (MPEIMETOB);
10) MOKyMEHTBI, UMEIOLIUE CAMOCTOATEIbHYIO HyMepaluio (B TOM 4YHUCIE U
tunorpadckue
MaTepualbl), U KOJIMYECTBO UX JIUCTOB (CTPAHHULL).
5. Ecnu Ha OJHOM JIMCTE Jejla UMEETCS HECKOJIbKO OCOOEHHOCTEH OohOopMIICHHS
JIOKYMEHTA,
TO B rpade 2 nucra-3aBepuTesisi IPOCTABIAECTCS HOMEP 3TOTO JIMCTA MPOTUB KaXK0UM MO3UIIHH
rpadsi 1.

6. Eciiu B JOKyMEHTE Ha OJTHOM JINCTE UMEETCSI HECKOJIbKO MapOK U MHBIX MaTEpPHUasoB,
TO B
rpade 2 B ckoOKax mociie HoMepa JUCTa Jiefia YKa3bIBaeTCs X KOJIMYECTBO.

7. Ecnu B nene uMeroTcs MpeAMEThl, HyMepalusi KOTOpPbIX HEBO3MOXHa H3-3a
0COOEHHOCTEM
MaTepHala, i3 KOTOpOro OHU UCIOJHEHBI (CTEKIIO, METAlI, TKaHb U JAPYTHE), TO B rpade 2
YKa3bIBAIOTCSI HOMEpa JTUCTOB, MEXKYy KOTOPBIMU HAXOJIUTCS JAHHBIN MTPEIMET.

8. Bce nocrnenyromire N3MEHEHUSI B COCTaBE U COCTOSIHUU Jieia (MMOBPEkKIECHUE, 3aMEHa
MOJUTMHHBIX JOKYMEHTOB KOMHUSIMH, IMPUCOETUHEHUE HOBBIX JOKYMEHTOB) OTMEUYAIOTCS B
JUCTe-
3aBEpUTENIE CO CCHUIKOM Ha COOTBETCTBYIOIIUI aKT.

9. JIucT-3aBepuUTENIb HE HyMEPYETCH.

®dopmar A4 (210X297)

[punoxenne 28
k IIpaBuitaM TOKyMEHTHPOBaHUS,
YIIPaBJICHUS JOKYMEHTaUeH U
UCIIOJIb30BaHUSI CHCTEM
3IIEKTPOHHOI'0 JOKYMEHT0000poTa
B TOCYAapCTBEHHBIX U
HErOCYy/IapCTBEHHBIX OpraHH3aIHsAX

®opma
BHYTPEHHAA OITNCH
JOKYMCHTOB JI€JIa Ne
JHenonpousBoact 3aroJIoBOK Homepa nucros
Ne /i . [ara noxymeHnTa IIpumeuanue
BEHHBIN MHIEKC JIOKyMEHTa nena
1 2 3 4 5 6
Hroro JIUCTOB
AJOKYMCHTOB

(mudpaMu U MPOTUCHIO)



Ne n/mt Wunekc nena  gena (Toma,

KonnyecTBo 1MCTOB BHYTPEHHEN ONUCH

(g pamMu ¥ MPOTUCHIO)
HaumenoBaHue 10IKHOCTH JIMIIA,
3aII0JIHUBILIETO BHYTPEHHIOKO OINUCH PacmmudpoBka
JIOKYMEHTOB Jieja MOJIHUCHU

(TMYHAs MOJMKCH) JaTa
dopmar A4 (210X297)

[Ipunoxenue 29
k [IpaBunaM OKyMEHTHPOBAHMUS,
yIpaBICHUS TOKyMEHTalUe! 1
HCIOJIb30BAHUS CUCTEM
3IEKTPOHHOI'O JOKYMEHT0000poTa
B FOCYJApCTBEHHBIX U
HETOCYTapCTBEHHBIX OPraHU3aNsIX

®dopma
Omnuch ae CTPYKTYpPHOTO IOAPa3AeSICHAA OpraHI3aIHH
OdunmansHOE HAMMEHOBAaHUE YTBepxkaaro
CTPYKTYPHOT'O MOJAPA3ACIICHHUS HanMeHoBaHME TOJKHOCTH PyKOBOAMTEIS
OpraHu3aluu CTPYKTYPHOTO MOJPa3ACICHUS
PacmmudpoBka

(TM4HAast TOAMKCH) TOAKUCH
JlaTa
Omuce Ne 3a roz, (s

3aroixoBOK Cpok KonugecTtBo

Kpaiinue natsl

XpaHeHHs Jena JucToB B nene  [Ipumeuanne
(TOoMa, JacTn)
YacTH) (Toma, wacti) (TOMeE, YACTH)

2 3 4 5 6 7

B nannyro onuce BHECEHO nencNe  moNe | BTOM
(tmudpaMu ¥ MPOTTHUCHIO)

YUCJE :
JIMTEpHBIE HOMEPA!

MPONYIIEHHbIE HOMEPA!

HaumenoBanue noinKHOCTH Pacmudporka

COCTABUTEIIS ONUCH MOIUCH

(JIM4HAsI TOJIMKCH)
nara
PykoBoauTtens ciyx0bl Pacmugposka
A0Y TIOJIMTUCH




(JTMYHAs TIOMIMKCH )
nara
PaGoTtHuK Pacmudporka
apXHBa OpraHU3aIuU IO JIITACH

(JIn4HAsI TOJIMKCH)
naTa
[Ipnmeuanue.
B omnucu gen nocrostHHOTO XpaHeHus rpady 5 He 3aMOTHSIOT.
®opmat A4 (210X297)

[Ipunoxenue 30
k [IpaBuiaM JOKyMEHTHpPOBaHHUS,
yIpaBJeHUs TOKyMEHTaIen
UCIIOBb30BaHMs CHCTEM
3NEKTPOHHOTO JOKYyMEHT0000poTa
B TOCYAApCTBEHHBIX U
HErocyJJapCTBEHHBIX
OpraHM3aMiIx

CHocka. IIpaBuna nononaHeHsl npuiioxkeHrneM 30 B COOTBETCTBUU € MOCTAHOBIECHUEM
[IpaButenbctBa PK or 31.08.2022 Ne 630 (BBOAMTCS B JIEMCTBHE MO MCTEUCHHUHU JCCATH

KaJICHIAPHBIX JHEH MOCIIe JIHS €ro NEPBOro 0(UIIMaIbLHOTO OMyOJIUKOBAHHUS ).
®dopma
YT1Bepxkaato

(HamMeHOBaHME OpraHN3aINN)

(HanMeHOBaHUE TOJHKHOCTH
PYKOBOJAUTENS CTPYKTYPHOTO
MO/Ipa3/IeNICHNs] OpTaHU3AIIH )

(HaMMEHOBaHUE CTPYKTYPHOTO
TOIpa3/IeIICHUs] OPTaHN3aIiN)

(MHUTIAITBL, (PaMUIIH)

(mata)
01170
Ne
JJICKTPOHHBIX OCII
(HaMMEHOBAaHUE KaTETOPUU JIEJT)
34 ron
KommuectBo O6Bem
HazBanue
JOKYMCHTOB JTOKYMCHTOB
pasiena,  Kpaiinue B Cpok
Ne /it TR marw DIIEKTPOHHO  *PAHEHIA Ipumeyanue



Unnexc 3J'IeKTpOHHO QJICKTPOHHOT' B M BHUC SHCKTpOHOF

SIIEKTPOHHOr IO Jena 0 Jena 9JIEKTPOHHO 3JIEKTPOHHOT O aena*
0 Jena M Jene 0 Jena
2 3 4 5 6 7 8

B JaHHYIO OITMCh BHCCCHO

3JIEKTPOHHBIX J1e71 € No o Ne
(HaMMEHOBaHUE JOJHKHOCTH,

(1)aMI/IJII/I$I N MHHUIIHAJIbI COCTaBUTCIIA OHI/ICI/I)

(mata)
CornacoBaHo™**
[IpoToxoun 3acenanns K

(HaMMEHOBaHUE CTPYKTYPHOTO MOAPA3ICIICHUS)
No
ITepenan BJIEKTPOHHBIX AE.

(HaMMEeHOBaHME JIOJIKHOCTH,
(daMuus ¥ THULUAIbl paOOTHUKA,
NepeJaBUIero dJIEKTPOHHBIE Jel1a)

(mata)
[Tpunsn DJIEKTPOHHBIX HEIL.

(HauMeHOBaHME JTOJKHOCTH,
bamMunua 1 HHUIHAIIBI
pabOTHHKA apX¥Ba OpraHU3alINHY,
IPUHSABLIETO AJIEKTPOHHBIE JIENA)

(mata)

* I'pacha 7 He oopmiisieTcst B ONMUCSX J€JT MOCTOSIHHOTO XpaHEeHUS!.
** Odopmsiercs mpu Hammuuu DK CTpyKTypHOTO MOApa3aeIeHus.

[Tpunoxenne 31
k [IpaBuiaM JOKYMEHTHPOBaHHUS,
yIpaBieHUs TOKyMEHTalueu
HCIIOJIb30BAHUS CHCTEM JIEKTPOHHOTO
JIOKYMEHTOO00POTa B TOCYTAPCTBECHHBIX U
HETrOCYJIapCTBCHHBIX OpPTaHU3aIUIX



Cuocka. IIpaBuinia 10MOTHEHBI MPUIIOKEHHEM 31 B COOTBETCTBUU C IMOCTAHOBIECHHEM

[IpaButensctBa PK or 31.08.2022 Ne 630 (BBOAMTCS B JIEMCTBHE MO MCTEUCHHUHU JCCATH

KaJICHJAPHBIX THEH MOCIIE THS €ro MePBOTO OPUITUATHHOTO OITyOJINKOBAHHUS).

Ne

(MecTo cocTaBiIeHUS)

®opma
YT1Bepxkaaio

(HauMeHOBaHKME OpraHM3aIiN)

(HamMeHOBaHUE JOHKHOCTH
PYKOBOJUTEISI OPraHU3AINN)

(mHMIMAITEL, (hamuus) (1aTa)

I'PA®UK npueMa 31EKTPOHHBIX JIE]I B apXHB OpraHU3alil

B roay

HaumeHnoBanue

opraHuzanum  —

HCTOYHHUKA

KOMILICKTOBaHHUS

Ne n/m Cpoxk mpuema

apxuBa W (Wnn)
CTPYKTYypPHOTO

mopaseaeHus

opraHu3aluu

1 2 3

HaumeHnoBanue

JOIKHOCTH,

MHHULUAIB, (paMIuTis

nuna,
IIpumeuanue

OTBETCTBEHHOI'O 32

nepexavy

3JIEKTPOHHBIX JIeNl B

apXuB OpraHu3aluu

4 5

(HaI/IMeHOBaHI/Ie JOJIZKHOCTH, (I)aMI/IJII/ISI N MHUIIHaJIbl

PYKOBOAUTENSL ApXUBA OPTaHU3ALUN

(JIM11a, OTBETCTBEHHOTO 32 apXUB OPTaHU3AIMN )

(mara)

[punoxenne 32
k [IpaBuiiaM TOKyMEHTHPOBAHUS,
YIIPaBJICHUS JOKYMEHTaLUEH
UCIIOJIb30BaHUS CHCTEM
3IEKTPOHHOT'O JOKYMEHT0000poTa
B TOCYIapCTBEHHBIX U
HEroCy/IapCTBEHHBIX
OpraHU3aIHsAX

Cnocka. [IpaBuiia JONOTHEHBI TPUITIOKEHUEM 32 B COOTBETCTBUU C MOCTAHOBICHUEM
IIpaButensctBa PK o1 31.08.2022 Ne 630 (BBOAMTCA B JEUCTBHE MO MCTEUCHUU JIECATH
KaJICHJIApHBIX JTHEH MOcIie THS ero MepBOTro 0UIIMAIIBHOTO OMYOJIUKOBAHUA).



dopma

BHyTpeHHAs1 OIKCH JOKYMEHTOB B JIEKTPOHHOM BHJE 3IEKTPOHHOTO Jena Ne

HaTa 3aroJIoBOK KomnyectBo  OOmmit 00bem OOmas
JIOKyMEHTa B JIOKyMEHTa B OOBEKTOB 00BEKTOB KOHTPOJIbHAs
Ne o/mt [Ipumeuanue
AJNIEKTPOHHOM 3JIEKTPOHHOM xpaHeHust  ( XpaHeHus B ( XapaKTepUCTH
BHIC BUJIC (aitnoB) Oaiitax) Ka
1 2 3 4 5 6 7
Hroro: AOKYMCHTOB B 3JICKTPOHHOM BH/C,

O00BEKTOB XpPAHCHHSI.

OOGmuuit 00beM 00BEKTOB XPaHEHUS AIEKTPOHHOTO Jea

(HaI/IMCHOBaHI/Ie JOJDKHOCTH JIMIa,

COCTaBHBILIETO BHYTPEHHIOIO OHCH (MHATIIATTBL, (haMUITHS)
JTOKYMEHTOB B 3JICKTPOHHOM BUJIC (mara)
AJIEKTPOHHOTO JIeTa)

[punoxenne 33
k [IpaBuiaM 1OKyMEHTHPOBAHUS,
YIIPaBJICHUS JOKYMEHTALUEH
UCIIOJIb30BaHUS CHCTEM
UIEKTPOHHOI0 JJOKYMEHTO000pOTa
B TOCYAapCTBEHHBIX U
HEroCyapCTBEHHBIX
OpraHu3aIHAX

Cnocka. [IpaBuiia 7onOMHEHBI TPUITOKEHUEM 33 B COOTBETCTBUU C MOCTAHOBICHUEM
ITIpaButensctBa PK o1 31.08.2022 Ne 630 (BBOAMTCSA B JAEWCTBHE IO UCTEUCHUU JIECSATH

KaJICHAapHbIX JIHEH mocJje JHS €ro IepBOIo 0(1)I/IIII/IaIII)HOFO 0Hy6J’II/IKOBaHI/I$I).
dopma

AKXT npreMa-nepeaagu IeKTPOHHBIX JJOKYMEHTOB H el ciyx061 JIOY opranm3amun

YTBepxkaato
OdunmanpHOE HAMMEHOBAaHHE
HanmenoBanue J0JKHOCTH

OpraHM3alu

PYKOBOIUTEIIST OpraHU3aIiu
PactmmpoBka

(JIn4Has OAMHCE) TOITUCH
Jlara

AKT Ne

O npueMe-niepeiaye MEKTPOHHBIX JTOKYMEHTOB
nepenai (a), a npuHsI (a),

(pamuust 1 MHULIAAITBD) (pamuust 1 MHULIAAITBT)



OJICKTPOHHBIC JOKYMCHTHI 34 roJbl 1 pETUCTPALIMOHHBIC KAPTOYKH K HUM:

Unpexc KonuuectBo Cratyc onektpoHHoii OO0bem

3JICKTPOHHBI IEKTPOHHEI KonmudecTBo 1upoBoii moamucu naMsaTH Cpoku

X X ¢aiinos 3MEKTPOHHBI  XPAHCHUS
JIOKYMEHTOB JIOKYMEHTOB Haline Oteyrersyer | ¢aiinos

2 3 4 5 6

Hroro npunsToO:
1) AIEKTPOHHBIX IOKYMEHTOB.

(umdpaMu U MPOMUCHIO)
CocrosiHHE 3JIEKTPOHHBIX JOKYMEHTOB

(oOmrast xapaKTepUCTHUKA COCTOSTHHS)
[lepenan (a)
(amekTpoHHAas UdPOBast MOMKUCH) WK (ITOITUCH)

[Tpunsin (a)

(anekTpoHHas UdPOBas MOJAMNKUCH) WX (TTOIUCH)

© 2012. PI'TI na ITXB «MHCTHTYT 3aKOHOIaTENBCTBA M ITPaBOBOM nHPOpMaruu Pecnyonuku Kazaxcran»
Munucrepcra roctunmn Pecnyonmku Kazaxcran



