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ITocTranoBenue IIpaBurenscrBa Pecnyosinku Kasaxcras ot 31 oktsops 2018 roga Ne 703
006 yTBep)xaenuu ITpaBu/i JOKyMeHTHPOBaHHUsA, yIPaB/IeHUs A0KyMeHTaI[uel u
HCIIO/Tb30BAHMS CHCTEM IEKTPOHHOI'O JOKYMEHT0000poTa B roCy/JapCTBeHHbBIX U
HerocCyiapCTBeHHbIX OpraHu3aIuax

B cootBeTcTBMM ¢ nmoanyHKTOM 1) myHKTa 1-1 crathy 18 3akoHa Pecry6muku Kasaxcran ot
22 nekabpss 1998 roma «O HaipoHanibHOM apxuBHOM (oHAe UM apxuBax» [IpaBUTE/BLCTBO
Pecriy6iukn Kazaxcran IIOCTAHOBJISIET:

1. YTBepauth npusaraemble [IpaBuia JOKyMeHTHMPOBaHUS, yIpaB/ieHUs JOKyMeHTaluel u
WCTIO/Ib30BaHUST  CHCTEM  JIEKTPOHHOTO  JOKyMeHTOOOOpoTa B TOCYHAPCTBEHHBIX U
HEeroCy/lapCTBeHHbIX OpraHu3aLysx.

2. Hacrosiijee moCTaHOB/IEHWe BBOAUTCS B JEUCTBUE MO UCTEUEHWUU JEeCATH KaleHZApHbBIX
[IHell rocJyie THS ero repBoro ouiMasbHOrO O1y0OIMKOBaHUS.

ITpembep-MunucrTp
Pecny0/iuku Kazaxcran b. CarunraeB

YTBepKIeHbl

nocraHoBseHreM [IpaBuTe/LCTBa
Pecniy6muku Kazaxcran

ot 31 okTs16pst 2018 roga Ne 703

IIpaBuia
AOKyMeHTHPOBaHM, yIpaB/IeHUA JOKyMeHTauen
Y MICII0/Ib30BaHHUsI CHCTEM 3/IeKTPOHHOI'0 JOKyMeHT0000poTa
B roCyJapCTBeHHbBIX U HEeroCyjapCTBeHHbIX OpraHu3aluax

I'naBa 1. O01ue mMooKeHus

1. Hacrosiue IlpaBuiia JOKyMeHTHPOBaHUS, YIIpaB/IeHUsl JOKYMeHTaleu U UCII0/1b30BaHUs
CUCTeM S7IeKTPOHHOTO JIOKYMeHTOO0OpOTa B TOCYJapCTBEHHBIX U HErocyAapCTBeHHBIX
opranusanusx (zfanee - IlpaBuia) ycTaHaBIMBAIOT MOPSIAOK [JOKYMEHTHMPOBAHUS, YIIpaBJeHUs
JOKyMeHTallieid ¥  WCIO/b30BaHUSI  CHUCTEM  3JIEKTPOHHOTO  JIOKyMeHTooOopoTa B
rOCy[,apCTBEHHBIX M HerOCy/japCTBEHHBIX OpraHu3alusX (Janee - OpraHy3alym).

2. OpraHusauys, BefleHMe U COBEpLIEHCTBOBAaHUE CUCTeMBbI JOKYMEHTAallMOHHOI'O
obecrieueHrsi yIipaB/ieHHs, MeTOAWYECKOe DPYKOBOACTBO M KOHTPOJIb 3a CoOmofeHreM
YCTaHOBJIEHHOT'O YTIOJIHOMOYEHHBIM OPraHOM B Cc()epe apXWBHOIO Jiefla U [JOKYMEHTal[MOHHOIO
obecrieueHus1 yripaB/ieHUs (fjanee - YIIOJTHOMOYeHHbIN OpraH) ropsiika paboThl ¢ JOKyMeHTaMH B
OpraHu3allii OCYLIeCTB/ISAIOTCS CTPYKTYPHBIM I[IOZpa3fe/ieHueM, Ha KOTOpOe BO3/I0KEeHbI
(byHKIMM 110 JOKyMeHTaLMOHHOMY 00ecriedeHUIO yripaBiieHus (fanee - cayxkba JOY).

3. B opranusaijuy, B KOTOPOM IITaTHBIM pacIiMicaHueM He MpeAycMoTpeHa ciyxkba [JOY,
00s13aHHOCTH BO3/1aral0TCsI Ha OTBETCTBEHHOE JJO/DKHOCTHOE JTULID.

4. [euictBue IlpaBUn He pacrpoCTpaHsieTCsl Ha JOKYMEHTBI, COJeprKallue CBeJeHUs,
COCTaBJISAIOLIMe FOCYIapCTBeHHbBIE cekpeThl PecryOnmku Ka3zaxcraH.

PaboTbl MO CO3[AHUIO 3aKPBITHIX K/IIOUEH 3/eKTPOHHOM LU(POBOM mognucy (TIOpsoK
BbIDAOOTKH, pErucTpalyH, BbIaul, XpaHEeHWs, YHUUTOXKEHWs) [ FOpUAWYeCKUX JIWI,
TOCYJZAapCTBEHHBIX OPraHOB WM [IO/DKHOCTHBIX JIML] W TIOPSJOK O0ecriedeHusl peXkuma
CEeKPeTHOCTU M COXPAHHOCTU 3JIEKTPOHHBIX JOKYMEHTOB M 3aKPbITBIX K/IHOUel 3/IeKTPOHHOU




LM(POBOM TMOAMUCH, COAEp)KallMX CBeJeHMs], COCTaB/SIIIMe TOCY/apCTBEHHbIE CEeKpeThl,
OTIpeJiesISIFIOTCS HOPMAaTUBHBIMU TPABOBLIMU aKTaMu B 0071aCcTH 3alllMThl TOCY/apCTBEHHBIX
CeKpeToB.

[Topsimok  paboTkl  TrOCYZlapCTBEHHBIX OPraHOB C  3JIeKTPOHHBIMU  JJOKYMeHTaMH
OrPaHUYEHHOTO PacIpPOCTPAHEHUS C TIOMETKOU «[I/is C/Ty>keOHOTO TI0b30BaHUSI» OTIPee/iseTCst
noctaHoBseHusiMu [1paBurenbcrBa Pecnybmiku Kasaxcran ot 14 centsibps 2004 roga Ne 965
«O HeKOTOphIX Mepax T0 obecrieueHUr0 WH(MOPMAIIMOHHOM Oe3omacHOCTH B PecmnybOrvike
Kasaxcran» u or 31 nekabpsi 2015 roma Ne 1196 «O6 yrtBepxkaeHun I[lpaBun OTHeceHUs
CBeZIeHUH K CTykKeOHOM MH(OPMariy OrpaHMYeHHOTO PACIIPOCTPAHeHUsI M pabOThI C Hel».

5. B Hacrosauux IIpaBunax UCMOMB3YHOTCA C/leyroLe [TOHATHSA:

1) ab3al - yacTe TekCTa, MpeACTaB/sitoIas co00M CMBIC/IIOBOE eJUHCTBO, BhIJesisieMast
OTCTYTIOM B TIepBOM CTPOKe M HauMHaloLIasiCs C 3arjiaBHON MO0 cTpouHOl OyKBbI, ab3aribl
3aKaHYMBAIOTCSI TOUKOH C 3amnsiTol (KpoMe TiepBOro U MocsiefiHero ab3aieB 4acTh);

2) cpeicTBO KpUMNTOrpaUueckol 3amuThl WHGOpPMAalMM - CPeJCTBO, peanusyollee
a/ITOPUTMBI KpUMTorpadruecKkrx rmpeoOpa3oBaHuii, reHepaLiio, (OpMHUPOBaHKe, pacipeesieHne
Y yTIpaB/ieHre K/IHuaMuy;

3) HocuTe/b K/IHOUeBOW HMHGOpPMAaLMU - CIeLjMaJu3MpOBaHHbIM HOCUTEeb, B KOTOPOM [iIs
3alUThl XPaHSAIIUXCH 3aKPbITBIX K/IHOUeH 5/eKTPOHHOW LM(POBOM MOANWCH MCHOIb3YIOTCA
cpezcTBa KpunTorpaduueckoil 3amurbl MHQOpPMaLM, UMeIole CcepTU(UKaT COOTBETCTBUS
TpeboBanusiM craHgapra CT PK 1073-2007 «CpeactBa Kpunrorpaduyeckol 3alijuThbl
uHpopmarun. Ob1ye TexHUUeCKHe TpeOOBaHMS»;

4) yAoCTOBepSIIOILIMI 1[eHTP TOCY[ApCTBeHHbIX opraHoB Pecrnybmiku KaszaxcraH -
YZIOCTOBEDSIIOLINK L[eHTP, O00C/TY)KMBAIOIIMI TOCYy/lapCTBeHHbIE OpPTaHbl, JO/DKHOCTHBIX JIHI]
rOCy/lapCTBEHHbIX OpPraHoB B WH(OPMAaLMOHHBIX CUCTeMax M MHBIX T'OCYZapCTBEHHBIX
WH(POPMAI[MOHHBIX pecypcax TOCyJapCTBeHHBbIX opraHoB Pecriybsmuku Kaszaxcran (ganee - Y1
roj;

5) Hal[MOHa/IbHBIA YIOCTOBEPSIOIIMKA 1jeHTp Pecrybsuku KaszaxcTaH - ymoCTOBepSOIIHIA
LIeHTP, MPeJOoCTaB/SAOLUI Cpe/CTBAa 3/IEKTPOHHOW LIM(POBOM MOAMKUCUA U PerucTpaljuOHHbIE
CBHU/IETE/IbCTBA (PU3UUECKUM WM HOPUIUUECKWM JdLaM [ (OPMHUPOBaHUS 371eKTPOHHbBIX
JIOKYMEHTOB B rOCy/lapCTBEHHBIX U HErOCyZ,apCTBEHHBIX UH(POPMALIMOHHBIX CUCTEMaX;

6) oTIyCcK JOKyMeHTa (MMCbMa) - 3K3eMIUISIP UCXOAALLEero JOKyMeHTa, OCTaroLUCs B flefe
OpraHu3aluu-aBTopa;

7) 3/eKTpPOHHasi KONMsI [OKyMeHTa - JOKYMEHT, IOJTHOCTbIO BOCHPOM3BOASALLMI BUJ U
vH(popMaLuIO (laHHbIe) TIOJJIMHHOTO JOKYMEeHTa B 3/IeKTPOHHO-LIM(pOoBOH (hopme;

8) HopMmaTHBHO-cripaBouHasi nHGopMalus - nHhopMalus (KnaccuduKaTophbl, CIIPABOUHUKH,
NepeyHu U [Jpyrve), OCHOBaHHAasi HAa HOPMAaTUBHBIX [OKyMeHTax M WCIo/b3yemas [Jist
orpezie/ieHHs] pa3/IMYHbIX XapaKTePUCTHK JOKYMEHTa;

9) Bnazenel] pernCTpaLMOHHOTO CBU/IETE/IbCTBA - (PU3MUYECKOe WU IOpUUUecKoe JIML0, Ha
VM$1 KOTOPOI'O BbIZIAHO PerMCTpPaljMOHHOE CBUJETe/bCTBO, NIPaBOMEPHO Bjajerolee 3aKpbITbIM
K/IIOYOM, COOTBETCTBYIOLIMUM  OTKPBITOMY K/IIOYY, yKa3aHHOMY B  PerucTpaljMOHHOM
CBUJIeTe/IbCTBE;

10) »snekTpoHHble WH(OPMAaLMOHHbIE pecypcbl - UWHGOpMaLUs, TpeJCcTaB/leHHasi B
5/1eKTPOHHO-LIM(POBOW (popMe U CozieprKalllasicsi Ha 371eKTPOHHOM HOCHUTesle, UHTepHeT-pecypce
Y (W11) B UH(OPMAaLMOHHOM CUCTEME;

11) 3ammra 3/1eKTPOHHBIX HH(GOPMALMOHHBIX peCcypcoB, HWH(OPMALIMOHHBIX CHUCTEM -
KOMIIJIEKC TPaBOBBIX, OPraHU3allMOHHBIX U TeXHWYECKHWX MepOINpUSATHM, HarpaB/eHHbIX Ha
coxXpaHeHUe, TpeJoTBpalljeHre HelpaBOMEepHOro J0CTyIa K 3/eKTPOHHBIM HWH(OPMAalOHHBIM
pecypcaM, MH(GOPMALMOHHBIM CHMCTeMaM (B TOM UHMC/e OT HeCaHKLJMOHHMPOBAHHOIO J0CTymMa K
MHpOpMaL[MM), BK/IIOYas  HE3aKOHHble  JIeHCTBUS MO  IOAYYeHHIO,  KOMMPOBaHUIO,
pacrpoCTpaHeHUI, UCKaKeHWI0 (W/und MoguduKaluu), YHAUYTOXKeHUI0 WK OJIOKMPOBaHUIO
vHbopMaluy;




12) 5neKTpOHHBIM [JOKYMEHT - [JOKYMEHT, B KOTOpPOM HHGoOpMalusi Tpe/cTaBieHa B
3/IeKTPOHHO-LIM(POBOI (hopMe U y[I0CTOBEpeHa MoCpeACTBOM 3/IeKTPOHHOM 1[M(POBO MOAMUCH;

13) 27eKTPOHHBIM /IOKYMEeHTOO0OpOT - OOMeH 3/eKTPOHHBIMH [JOKYMEHTaMH MEXIY
roCy/lapCTBeHHbIMU OpraHaMy, (pM3UUYeCKUMH Y F0PUAUYECKMMU TULIAMU;

14) cucrema 37EKTPOHHOTO JIOKYMEHTOOOOpOTa - cucremMa oOOMeHa 371eKTPOHHBIMHU
JIOKYMeHTaMH, OTHOLIIeHHsI MeXXJy Y4aCTHUKaMU KOTOPO# perynupyroTcsi 3akoHoM Pecrybmmuku
Kasaxcran ot 7 sHBaps 2003 roga «O0 3/1eKTPOHHOM [OKYMEHTe W JIeKTPOHHOU 1udpoBoit
TIOATNMCH» ¥ UHBIMU HOPMAaTUBHBIMU TPaBOBbIMU akTamu Pecrnybmku Kaszaxcran (fanee - COI);

15) yuactHuk C3JI - ¢usnyeckoe Wid HOpPUAAYECKOe JIMLO, TOCYAapCTBeHHbI OpraH Wiu
JIOJDKHOCTHOe JIWLI0, Y4acTBYHOIMe B Tipolieccax cOopa, oOpabOTKH, XpaHeHHs, Iepefaud,
TIOMCKA U paclipoCTPaHeHUs! 37IeKTPOHHBIX [JOKYMEHTOB;

16) OymarkHasi KOTIMSI 37IeKTPOHHOTO [OKyMeHTa - JOKyMeHT Ha OymMa)KHOM HOcHTere,
MIOJTyYeHHbI TIOCPeACTBOM BbIBOJA HMH(OPMalMM (JAHHBIX PEKBU3UTOB) M3 3/1eKTPOHHOIO
MOJ/IMHHMKA, HMEIOL[UM  TIOJHOCTbIO  BOCHPOM3BOJSALIYIHO  MH(GOPMaLMI0  MOJ/JIMHHOIO
3JIEKTPOHHOTO [JOKYMEHTa, Y/IOCTOBEPEHHOI0 3/IeKTPOHHOU LIU(POBOM MO/IUCHI0, CO3aHHOU C
VICTI0/Tb30BaHUEM 3aKPBITOTO KJIt0Ya 37eKTPOHHOW LM(POBOM MOAMMCHU, U BCE €r0 PEeKBU3UTHI
WIM 4YacTb WX M 3aBepeHHas JML[OM, O0/1afaroliM TIOJIHOMOUYMSIMA Ha 3aBepeHHe [JaHHOTO
JIOKYMEHTa;

17) MOJ/IMHHUK 3/IEKTPOHHOTO [OKYMEHTa - JOKYMEHT, Y/0CTOBepeHHbI (TIOAMMCAHHBIN)
5/IEKTPOHHOU LM(POBOM TMOJIMUCHIO, CO3[JaHHOW C WCIO/Ab30BaHUEM 3aKpbITOrO KJIOYa
3/IEKTPOHHOU 11M(poBOI MOANMCH, CPOPMUPOBAHHBIN H3HauaJbHO B (popmare 371eKTPOHHOIO
JIOKyMeHTa Y He UMeIoLUi OyMa)KHOTO UCXOJHOTO TMO/TMHHUKA;

18) snekTpoHHasi perucTpaljOHHasi KOHTPOJIbHAasi KapTOuka - S/eKTPOHHBIA JOKYMEHT C
yUeTHbIMU JJaHHBIMU O JJOKYMEHTe 10 YCTaHOB/IEHHOW (popMe, (PMKCHPYIOLLEei ero peKBHU3UTHI;

19) cdopmar 371eKTPOHHOIO JOKyMeHTa - CTPYKTypa CO/iep>KaTe/IbHOW UacTH 371eKTPOHHOTO
coo0i11ieHus1, Ha OCHOBe KOTOPOTO C()OPMUPOBaH 3/71eKTPOHHbBIN I0KYMEHT;

20) cpencTtBa 3/1€KTPOHHOM LM(POBOM TMOANKCH - COBOKYMHOCTb TMIPOTPAMMHBIX MU
TEXHUYECKUX CPe/ICTB, UCMO/Ib3YeMbIX /ISl CO3[,aHUS U MPOBEPKU MOJAJMHHOCTH 3/1eKTPOHHOU
LU(pPOBOY MOATUCH.

I'nasa 2. HOpﬂ}lOK AOKYME€HTHPOBAHNA, IOAIOTOBKHA A Od)OpMJ'lEHI/Iﬂ AOKYMEHTOB

INaparpad 1. ITopsAagoK AOKYMeHTHPOBAHUSA U TPeOoBaHHsI K 0()OPMJIEHUIO JOKYMEHTOB

6. SI3bIKoM paboTBI W [ENONpPOM3BO/CTBA TOCYAAPCTBEHHBIX OpraHM3aliii U OpPraHOB
MeCTHOTo camoyripaBieHuss Pecnybmuku KaszaxcraH siB/isieTCsi Ka3aXCKUM sI3bIK, HapaBHe C
Ka3aXxCKUM O(UIMaIbHO YTIOTPeO/ISeTCs PyCCKU S3bIK.

B pabore HerocygapCTBeHHBbIX OpraHM3al[Mii UCIMOMBL3YIOTCS Ka3axCKUW U, TIpU
HeoOXOIMMOCTH, ApyTHe SI3bIKH.

7. JJOKyMeHTBbI COCTaB/ISFOTCS Ha Oe/bIX YMUCTBIX McTax Oymaru dopmaror A4 (210 x 297
MUWITUMETPOB (fanee - MM), A5 (148 x 210mMm) 1 UIMEROT NOJIST He MeHee:

1) neBoe mosie - 20 MM;

2) mpaBoe none - 10 mm;

3) BepxHee nofie -10 mm;

4) HwkHee 1ose - 10 Mm.

17151 IByCTOPOHHETO TeuaTaHrsi 000pOTHasi CTOPOHA JIMCTA JOKyMeHTa:

1) neBoe mosne - 10 mm;

2) ripaBoe noJie - 20 Mm;

3) BepxHee nose - 10 mv;

4) HwkHee 11071€ - 10 MM.



8. Ilpu odopmieHun [OKyMeHTa UCIIONB3YIOTCS OmaHKW. PekBu3uThl Ha OslaHKax
pacrosiaraloTcsi B OMpeZie/leHHOW T[0C/Ie[0BaTelbHOCTU B COOTBETCTBMM CO  CXE€MOU
PAacCrIo/IoKeHUsl peKBU3UTOB JOKYMEHTa COIVIACHO MPUIoeHuto 1 K HactodwwyM [IpaBuiam.

9. B opranusaiyu rnpuMeHsItoTcs Cefyrolue 6/1aHKH JOKYMEeHTOB:

1) 6nmaHK mHChMa oOpraHu3al 1o (opMe COIVIaCHO NPWIOKEHWI0 2 K HACTOSIIUM
IIpaBunam;

2) G1aHK KOHKPETHOTO BH/la IOKYMeHTa OpraHM3aruy 1o (opMe COIIaCHO MPUIOKEHHI0 3 K
HacroswwyM [IpaBunawm;

3) obmuii OnaHK opraHusanMu 10 (opMe COIVIaCHO MPWIOKEHUI0 4 K HaCTOSIUM
IIpaBunam.

OOmmuii 6;1aHK OpraHU3aLK UCTIONB3YeTCS /il U3TOTOB/IEHHS JTFOObIX BH/IOB IOKYMEHTOB.

10. BnaHKY JJOKYMEHTOB M3rOTaB/IUBAIOTCS TUTOrpad)CKUM CrocoO0M C TIOMOILIbIO CPe/ICTB
orepaTMBHOM monurpa¢yu WIM BOCIPOU3BOAATCS HEMOCPEJCTBEHHO TP COCTaBlIeHUH
JIOKyMeHTa.

11. BymakHble OaHKM [OKyMEHTOB TOCY[apCTBEHHBIX OpraHM3alyii C W300pakeHrem
TocynapctBenHoro I'epba Pecniybnuky Ka3zaxcTaH mopsiexxar yueTy, /i 4ero B JIeBOM HIDKHEM
yIly KaXKJ0ro 3K3eMruisipa O/aHkKa /OKyMeHTa THIOrpad)CKUM Croco00M WM HyMepaTopoM
TIPOCTABJISIOTCS €0 HOMep, Cepyst. DJIeKTPOHHbIe O/IaHKU He TO/|/Ie)Kar yuerTy.

12. bnaHKy [JOKYMEHTOB MCIIO/Ib3YIOTCS CTPOrO 10 Ha3HAUEHUIO U He IepearoTcs ApyruMm
opraHuzalUssM WIM WHBIM JMllaM 0e3 COOTBETCTBYIOILETO pa3pelleHHs PYKOBOCTBA
OpraHu3aLiu.

13. IOKyMeHTBI COCTaB/ISIFOTCS C HCIIO/Ib30BaHMEM  IlITaMIla, BOCIIPOU3BOZSLLIErO
HavMeHOBAaHHe OpraHM3al[|H, MyTeM TPOCTaB/IeHUs] er0 OTTHCKA B JIEBOM BePXHEM YTy 100
ripy 00si3aTeslbHOM O0(OPMJIEHUH CJIeAYIOIIUX PEKBU3UTOB:

1) opunmansHOe HaMeHOBaHWe OpPTraHW3aly, M3/aBIlel JOKYMEHT, TM00 OTTHCK IITaMmIIa,
BOCIIPOM3BO/SALLETO HaMMEeHOBaHWe OpraHu3al|iM, U3/aBliel JOKyMEHT, MyTeM IpOCTaBIeHUs
ero B JIEBOM BepXHeM YIIly;

2) HaUMeHOBaHUe BU/iA JOKYMEHTa, 3a UCK/II0YeHHeM IHMCbMa;

3) mara JOKyMeHTa;

4) perucTpalMOHHbIN HOMep (MHZEKC) JOKYMEHTa;

5) HavMeHOBaHWe [O/DKHOCTH JIML[A, MOJMNMCAaBIIero JOKYMEHT, MOJIUCh U pacimdpoBKa
TIOJIINCH;

6) OTTHCK IeyaTy OpraHu3aLiu.

14. BHyTpeHHMe [OKYMEHTBI, 3a WCK/IIOUEHHWEM pacIlOpsAUTe/IbHBIX, COCTaBJ/ISKOTCS Ha
OenbIx ymcTax Oymarm.

15. He gomyckaeTcst ohopmiieHre Ha OiHOM O/laHKe ZIOKyMeHTa Ha IByX U OoJiee si3bIKax.

JTOKyMeHT Ha Ka3axCKOM SI3bIKe U CO37laBaeMblii ayTeHTHUYHBIM [JOKYMEHT Ha PyCCKOM WA
VHOM $I3bIKe T1e4aTatoTCsl KaXK/bli Ha OT/e/bHbIX Oy1aHKaX (OT/eMbHBIX JTUCTax) U OPOPMIISTFOTCS
eIMHbIMUA PeKBU3UTaMU.

IloKyMeHT, co3/jaBaeMblii Ha AByX W Oosiee si3bikaX, 0OpMIIsSeTCsl Ha OTAeMbHbIX OraHKax
(OTHeNBHBIX JIUCTAX) C eJUHBIMU PEKBHU3UTaMMU.

[JOKyMeHTy Ha pasHbIX $3blKax [PUCBAaUBAOTCA e[uHble UCXOJSLMe PEeKBU3WTHI.
JToKyMeHTBI Ha Pa3HBIX SI3bIKAaX [JO/DKHBI OBITh ayTEHTHUHBI JPYT JPYTY.

JIucTel oOKyMeHTOB (6/1aHKOB U MPU/IOXKEeHHH K HUM) HYMepPYIOTCsl CKBO3HOUW Hymepaiiieii B
BepXHel 4acTy JIUCTa 0 CepefivHe.

Ilaparpad 2. ITopsafok odopMieHUs] peKBU3UTOB JOKYMeHTa

16. TocymapctBeHHbiii T'epb Pecnybmuku Ka3zaxctaH m3o0paxkaeTcss Ha G/aHKe JOKyMeHTa
rOCyZJapCTBEHHOM OpraHu3aliy B COOTBETCTBHUHM C 3aKOHO/ATeNbCTBOM Pecriybmky Kasaxcrad o
roCylapCTBeHHbIX cUMBOax Pecryosiiku KazaxcraH.




17. Ombnema, /OrOTUN WM TOBAPHBIA 3HAK (3HaK OOC/Ty)KMBaHHS) BOCIIPOM3BOZSTCS Ha
6/71aHKe B COOTBETCTBUM C YUpeJUTe/bHBIMU JOKYMeHTaMy OpraHu3aliu.

OMmbeMa, JIOTOTHIT WM TOBAPHBIN 3HAK (3HaK 00C/Ty>KUBaHMsI) He pa3Mel[aroTcst Ha O/1aHKe C
n3obpaxxenueM ['ocynapctBenHoro I'epba Pecriybnmky Ka3zaxcraH.

18. HaumeHoBaHMe opraHu3aliuu (B TOM 4ucje ¢uivana, rnpeCcTaBUTeIbCTBa) BK/IOUYAeT B
cebsi Ha3BaHWe B COOTBETCTBUM C YupeAUTEeJbHBIMHA JOKyMEeHTaMM C yKa3aHHeM Ha
OpraHu3alMOHHO-TIPAaBOBYIO0 (POPMY.

CokpallleHHOe HavMeHOBaHWe OpraHv3auuy (B ToM uucie (uauana, rpejcTaBUTe/IbCTBa)
NIPDUBOAUTCA B TOM C/ly4yae, KOIZla OHO 3aKpeIUIeHO B YUDeJUTe/bHBIX [JOKyMeHTax |
pa3MelriaeTcsi B CkoOKax HiKe TTOJTHOTO HaMeHOBaHUSI.

[lpu odopmieHUr COBMECTHOTO AOKyMeHTa, pa3paboTaHHOro AByMsi U Oosee paBHBIMH
OpraHu3alMsiMM, HavMeHOBaHWsSl OpraHMW3aljiii pacro/iaraloTcsi B an(aBUTHOM TOpsiAKe
HauMeHOBaHWI OpraHU3aLu.

[lpyu odopmneHUH COBMECTHOTO JOKyMeHTa, pa3paboTaHHoro [Byms W Oosee
OpraHu3alsIMM, HaUMeHOBaHHUs Pacrio/ararTCsl B COOTBETCTBUM C Mepapxyueld OpraHu3aLjyi.

CoBMeCTHBIN [/IOKyMeHT Ha OyMa)KHOM HOCHUTesie TIO[JIe)KUT 3aBePeHHI0 TleyaTsiMU
OpraHu3arvu.

19. HaumeHoBaHMe CTPYKTYpDHOIO TMOZpas/e/ieHrsl yKa3blBaeTCs B C/ydyasiX, KOrJa OHO
SIBJIIETCS] aBTOPOM JIOKyMeHTa 1 pacliosiaraeTcs Hrbke HaMMeHOBAaHMs OpraHu3alivy.

20. HammeHoBaHMe BH/la JOKYMeHTa IleuaTaeTcsli TMPOMUCHBIMU OyKBaMH TIOMY>KHDHBIM
IpUGPTOM.

21. [aroii [OKyMeHTa sIBJISIeTCsS [Jara ero TMoAmnucaHusi (yTBepXKAeHUs) WIH COObITHS,
3a()MKCUPOBAHHOTO B JIOKyMEHTe.

[ara [JOKyMeHTa TIpPOCTaB/iseTCs [JO/DKHOCTHBIM  JIMLOM, TMOJIMCHIBAIOLMM WU
yTBeP)KJAIOIUM /IOKYMeHT. [I/1s1 37IeKTPOHHOTO JOKyMeHTO000pOoTa 0y CKaeTCsi IPOCTaB/IeHe
JlaTbl CUCTEMOU WM BPYYHYIO YTIOJTHOMOUYEHHBIM JIULIOM.

CnykeOHble OTMETKM Ha [JOKYMEHTe, CBs3aHHble C €ro TPOXOXKeHWeM U WCIIOTHEeHUeM
(03HaKOMJIEHMEM) BHYTPU OpraHu3aLyy, JaTUPYIOTCS U MOJITUCHIBAIOTCS.

[Iara 1oKymMeHTa 0(pOpMJISIeTCS:

1) B 1paBOBBIX aKTax, MPOTOKO/IAaX, OAHKOBCKUX, (PMHAHCOBBIX, OyXTraATepcKuX JOKyMeHTax
Y JIOKyMeHTaX, 3aTparuBalolliMX IpaBa W MHTepechbl (U3MUECKUX U HOPUAWYECKUX JIHL,
CJIOBeCHO-1IM(POBLIM criocoboM - JieHb Mecsiiia U rofi, oopMsiioTCsl apabckuMu 1Ludpamu,
MeCsL] - POIUCHIO;

2) B IpyTUX JOKyMeHTax - LIu(poBLIM CII0COO0M [leHb MecsiLja U MecsiL] IByMsi

rapamu apabckux 1pdp, pa3aeneHHbIMI TOUYKOM, TOf] - YeThIpbMS apabCcKiMu rudpamMu.

22. PerucTtpauyoHHbIM HOMep (MHJEKC) J[OKyMeHTa COCTOMT W3 WHZeKca Jena 10
HOMEHKJIaType [lell OpraHu3aluM, IIOpsSJKOBOIO HOMepa [OKYMeHTa B perMCTpaliOHHO-
KOHTpO/bHOU opMe (ganee - PK®). [To ycMOTpeHUIO opraHu3aljiy B perucTpaljioHHbI HOMep
(MHAeKC) BK/IFOUAKOTCS [JOTIOJTHUTE/bHbIE 3/1eMeHTHI.

PervcTpaljuoHHbli  HOMep (MHZEKC) [IOKyMeHTa, COCTaB/JeHHOro /[BymMs U Oosee
OpraHu3alUsiM{d, COCTOMT M3 PperucTpaloOHHOrO HoMmepa (MHAeKca) KaX[oh U3 3TUX
OpraHu3aLyii, IPOCTaB/sIEMOr0 Yepe3 KOCYI0 UepTy B [OPs/IKe yKa3aHUsl aBTOPOB B JIOKYMEHTe.

B cucTemMe 37eKTPOHHOTO JOKYMEeHTOO00pOTa /IOy CKaeTCst BefleHre CKBO3HOW HyMepaLvH.

23. B ccphuUike Ha pervcTpalyoOHHbIM HOMep (MHZAEKC) M JaTy BXOJMLIero [JOKyMeHTa
YKa3bIBatOTCsl PerMCTPALjMOHHBIM HOMep U /laTa J0KyMeHTa, Ha KOTOPbIM /1aeTCsl OTBeT.

24. MecTo cocTaB/eHUs WM U3aHUs JOKYMeHTa yKa3bIBaeTCs B COOTBETCTBUM C IIPUHATHIM
aIMUHHCTPAaTUBHO-TEPPUTOPUAIbHBIM [le/leHeM W BKJIFOUaeT B CeOsi TOJBKO OOIIenpuHSThIe
COKpall|eHHUs.

Mecto cocTaBneHUss WIM M3[aHUsl [OKyMeHTa oOQopM/seTcsi B COOTBETCTBUH C
HauMEHOBaHMEM HacCeJeHHOI0 MYHKTa, SIB/SIOLIErocsi MeCTOHaxXOXKJAeHWeM OpraHu3aluu -
aBTOpa [JOKYMEHTa.



25. [JJOKyMeHTbl ajpecyroT OpraHusanusaM, WX CTPYKTYpPHbIM  IIOApasfie/IeHusM,
JO/DKHOCTHBIM U/TM (PU3NYECKUM JILIaM.

PekBm3ur «Agpecar» o0¢OpPM/ISeTCs CTPOUHBIMH OyKBamMH, TOMY>KUPHBIM IIPU(TOM.
HaumeHoBaHve opraHu3aliy, ee CTPYKTYPHOIO IoJpa3ferieHus TUILeTCS B HMMEHUTE/bHOM
naziexxe, 0J/DKHOCTb, (haMusIvsi TMLja, KOTOPOMY aZlpecoBaH JI0KYMEHT, - B /laTe/IbHOM Mafiexe.

[Ipu agpecoBaHMM [JOKYMeHTa PYKOBOJUTE/I0 OpraHU3aliuM ee HauMeHOBaHUEe BXOJUT B
COCTaB HAMMEHOBAaHUS JOJDKHOCTHU ajjpecara.

[Ipu ajpecoBaHMM [JOKyMeHTa (U3MYECKOMY JIMLy YKa3blBalOTCS HHULMAlA HMEHU U
(amusus nosyuaresns, ero OYTOBbIN afipec.

[Tpu nepenucke BHYTPU OpraHu3allvy JIOMYCKaeTCsl YKa3aHWe B JlaTe/IbHOM IaJieKe TOIbKO
VHULIMana MMeH!U U (aMUIMU [JO/DKHOCTHOTO JIMLA.

Eciu oKyMeHT afipecyeTcsi B HECKOJIbKO OpraHM3aliii, OHU yKa3bIBatOTCsi 000011[eHHO.

Ha ogHOM fokymeHTe odopmiisiercss He Oosiee ueThlpex agpecaroB. [Ipu Gosbiem
KO/IMUeCTBe aJpecaTtoB COCTaB/IsIeTCS COUCOK (peecTp) pacchlIKA —JAokymeHTa. (CrioBa
«Opurunan» U «Konus» B peKBU3UTe «Apecar» He UCIO0JIb3YIOTC .

[Ipu HarpaB/ieHUM JOKyMeHTa HelOCTOSIHHBIM aJipecaraM, B COCTaB peKBH3UTa «Azpecar»
BKJIFOUAETCS TIOUTOBBIM afipec, KOTOPbIM O(OpMIseTCsl WCHOMHUTeNeM. JDeMeHTbl M0YTOBOro
ajZipeca yKasbIBalOTCS B TIOC/e[0BaTe/lbHOCTH B COOTBETCTBUM C 3akoHOM Pecrmybimmku
Kasaxcran ot 9 anpesis 2016 roga «O miourte».

26. 3aro/oBOK K TEKCTYy [JOKyMeHTa O(OpM/ISIeTCS MOMY>XUPHBIM IIPH(TOM OT TPaHULIbI
JIeBOTO IO/ IOKyMeHTa 0e3 repeHoca C/I0B M COZiepXKUT He Oosiee 35 3HAKOB B KaXK/IOM CTPOKe.
B JokymeHTe Mpu BejMuMHe 3arosioBKa Oosiee 5 CTPOK AomycKaeTcss odopmiieHHe 3arojioBkKa
rocepeZiiHe JOKyMeHTa. Touka B KOHIIe 3arojioBKa He CTaBUTCSI.

3aro/sioBoK K TEKCTY JOKyMeHTa (hOpMy/IupyeTcs B COOTBETCTBUM C HaMMEHOBaHWEM BH[aA
JIOKYMEHTA U ero Cofiep>kaHueM.

3arojioBOK K TeKCTy AoKymeHTa MeHee 10 cTpok, a Takke odopmyieHHOMY Ha OsaHKe
¢dopmara A5 He coCTaB/IsIeTCS.

27. [Ons OyMa)KHBIX [JOKYMEHTOB OTTHCK TleyaTd OpraHu3allid 3aBepsieT MO/ IMHHOCTb
MIOJTIMCH JIOJDKHOCTHOIO JIMLja Ha JOKyMeHTe. OTTMCK meuyaTW OpraHu3aliy IPOCTaB/seTCs
10CJ/le HAUMEeHOBaHUS JO/KHOCTU JIMLA, TIOAIMCABIIIEro JOKYMEHT, He 3aXBaThbIBasi €ro JIMYHYIO
MOJTUC.

28. TekcT JoKymMeHTa opopM/IsieTCsl B BUJle aHKeThl, MarpaMMbl, TabIULIbl, CBS3HOTO TEKCTa
WIW COUeTaHUs yKa3aHHbIX (hOpM.

29. B ciyyae, ecnu JOKYMEHT COZ€PKUT MYHKTBI, TO MyHKTHI B JIOKyMEHTe paclioyiaratoTcs B
JIOTUYeCKOM I0C/1e[0BaTe/IbHOCTH, C YYeTOM XPOHOJIOTMM 3TarioB pelleHusl Borpoca. binskue
10 CO/lepP)KaHUI0 TYHKThl 3HAUUTENbHBIX 0 00beMy JAOKYMEHTOB OOBEeJUHSIIOTCS B I7IaBbl,
HECKOJIbKO I7IaB - B Pasfiefibl, pa3jensl - B 4acTu. B Oosbimx 1o 00beMy ImaBax BbIJE/SFOTCS
naparpadsl, B pa3jiesiax - ojpaszebl.

[TyHKTBI MOTYT OBITH TIOZIPA3Je/ieHbl Ha TOAYHKTbL. BHYTPH MyHKTOB M TIOJITYHKTOB MOTYT
ObITb YaCTH, BbIZle/isieMble ab3arjaMu.

[TyHkTel, maparpadbl, I7aBbl, MOJpa3febl, paszenbl U YacTU JOKYMEHTOB HYMepPYHOTCS
apabckyuMu 1 paMu C TOUKOM ciieyroiiium obpasom: 1., 2., 3. u fanee.

Homepa TmoOANyHKTOB B MyHKTaXx 0003HauarOTCsA apabCKUMHU IdpaMu CO CKOOKOMH
cnenyroium obpaszom: 1), 2), 3) u ganee.

Hymepanss NyHKTOB, IVIaB W pasfe/ioB SB/SETCS CKBO3HOM, TNOAIYHKTOB B IIYHKTE,
naparpagos B IVlaBe, 10/ipa3/e/IoB B pasfiesie - CaMOCTOSITe/IbHOM.

He nonyckaercst o603HaueHue ab3arieB gedricamu Wi MHBIMHU 3HaKaMH.

30. TekcT [OKyMeHTa IedaTaeTcsl Ha MUIIYLEN MalllHKe 4Yepe3 I0JITOpa MEeKCTPOUHBIX
VHTepBajia WM TIPU TIOMOLY YCTPONCTB KOMITbIOTEPHOW TexHUKU pasMepom Ne 14 mipudta
Times New Roman (Taiimc Heto Poman) mnu Arial yepe3 ofuH MeXXCTpOUHbIM UHTepBal. B
OTJEe/NBHBIX CAydYasik, a Takke Mpu OGOpMIeHHH TaOMHL, TIPUIOKEHHWH, OTMeTKH 00



WCTIO/IHUTe/le, TIpUMeuYaHuid [IOoMycKaeTCsl W3MeHeHWe pasMepoB LIpUPTa M MEXCTPOYHOIO
VIHTepBa/a.

[Tpu odopmieHnn [OKyMeHTa Ha /ByX W Oosee JIMCTaX BTOPOM M TMOC/EAYIOIIWE JIUCTHI
HyMepytoTcs. Homepa npocTtapnsitoTcst apabckumu LiidpamMu B cepefiiHe BepXHEro IoJisi JIMCTa
0e3 3HAKOB IPeNUHaHUS.

B oTmeTke 0 Hanuuuu TPWIOXKEHWS, HAa3BaHHOIO B TeKCTe [JOKYMEHTA, YKa3bIBalOTCS
KO/IMYeCTBO JIMCTOB, 3K3eMIUISPOB, S13bIK UCIIOJIHEHUS. B OTMeTKe 0 Hanmvuuu NPWIOXKEHUs, He
Ha3BaHHOTO B TEKCTe JJOKYMEHTA, [JOTIO/IHUTEIbHO yKa3bIBaeTCsl er0 HauMeHOBaHKe, a TaKXKe NpU
Ha/TMUUM /IaTa ¥ PerUCTPaljMOHHBIA HoMep (MHzeKC). [Ipyu Hamiuny ByX U Oosiee TIPH/IOXKEHHA
OHU HyMepyloTcs. [I/1s 3/71eKTPOHHOTO JOKyMeHT00O0pOoTa yKa3aHue KO/IMuecTBa 3K3eMIUISPOB
He TpebyeTcs.

Ecsu npusio)keHusi K JOKyMeHTY COPOIIIIOPOBAaHbI, yKa3biBaeTCsl KOJTMUECTBO IK3eMIUISIPOB.

Ecm K JOKyMeHTy mpusaraeTcsl pyrox JOKYMEeHT, UMEIOLUN MPUIOKeHUe, B OTMeTKe O
Ha/IMYUY TIPUTIOKEHUST YKa3bIBalOTCsl PEKBU3UTHI 3TOTO JOKYMeHTa U 001ijee KOIM4eCTBO JIUCTOB.
Haripumep, «IIpunokenre: micbkMo MuHKMCTEpPCTBa KynbTyphl U criopta Pecnybnuky Kasaxcran
oT 15 oktsa6psi 2014 rozpa Ne 3-5/151 u npunokeHre K HeMY, BCero Ha 7 JIUCTAaX, HAa Ka3aXCKOM
A3BIKE».

Ecnv npunoxeHue Hampab/sieTCsi He BCeM afipecaraM, YKa3aHHbIM B JIOKyMeHTe, TO B
OTMeTKe O er0 HaJIMYMU YKa3bIBaeTCsl KAKOMY aZipecary HarpaB/IsieTCsl IIPUIOKeHHe.

31. Ioamucek fOKyMeHTa Ha GyMa>KHOM HOCHTeJie BKJTFOUaeT:

1) HaumeHOBaHWe [IO/DKHOCTM JMLja, TMOAMMCABLIEro  JOKyMeHT, o¢ulHaabHOoe
HauMeHOBaHHe CTPYKTYPHOTO IO/ pa3zie/eHus] Uiu OpraHu3aluu (eciu JOKyMeHT O(OpMIIeH He
Ha O/1aHKe);

2) TUYHYIO MOAIKMCH Y paCIM(PPOBKY MOANUCH (MHULIMAI UMEHU U (haMU/IHs).

JIoOKyMeHT TmofnuChbIBaeTCs CBEeTOCTOMKMMU uepHWwIamu. He pomyckaercsa nopnucaHue
MOJ/IMHHYKA JOKYMeHTa MpoCTaB/ieHreM (hakcuMure.

[IpaBo nopamMCcH  [OKYMEHTOB OpraHu3allid  OlpefiesisieTcsi B COOTBETCTBUU  C
3aKoHOJaTenbCTBOM Pecrybnvku KasaxcTaH, yupeAuTe/lbHbIMH [JOKYMEHTaMu OpraHu3alvy,
pacropsAnuTeNbHBIMU JOKyMEeHTaMH PYKOBOAUTE/ISI OpPraHru3allvy O Jle/lerMpOBaHry ITOJTHOMOYMM
WU JOBEPEHHOCTSMU Ha BBITNIOJIHEHYE OTpe/ie/IeHHbIX 1eMCTBUN OT UMEHU OpraHu3alyu.

ONeKTPOHHBIA JOKYMEHT Y/IOCTOBepsieTCsl 3/IeKTPOHHOM I1U(POBOM MOAMUCHIO JIULIA,
06s1a/jat011[ero MOTHOMOUMSIMU Ha MOAIMCAHUE JAaHHOTO JJOKYMeHTa.

OTnyck AoKyMeHTa (MMCbMa) MOAJIEXUT MojnucaHuto. He pomyckaeTcs 3ameHa OTITyCKa
JIOKyMeHTa (TMcbMa) Korved JokyMmeHTa. [Ipu nojnucaHuy JoOKyMeHTa IByMsi U Gosiee muLiaMu
PaBHBIX [O/DKHOCTEM KX TMOAMNMCH PpacrosaratoTcs B an(aBUTHOM TMOpske O(QULMaIbHBIX
HauMEeHOBaHWIM OpPraHM3aliuil UM CTPYKTYPHBIX MO pa3zeneHUi.

IIpy mnopmucaHuM [OKyMeHTa HeCKOJbKWMHU [O/DKHOCTHBIMU JIMIIAMA HX  IIOAIUCH
pacriosiararoTcsi OffHa TI0J, JIPYyroMl B COOTBETCTBUMM C yObIBaHMEM CTy)KeOHOW uepapxvuu
JIOJDKHOCTEH.

B [oKymeHTe, COCTaBIeHHOM KOMMCCHeW, yKasbIBalOTCSI He HaWMEHOBAHUS JIOJDKHOCTeH
JIVL, TIOATTMCHIBABILMX IOKYMEHT, a X 0053aHHOCTH B COCTaBe KOMUCCHH.

JloKyMeHTbl KOJUlerMa/bHbIX OpraHOB OpraHu3aluu (KO/leruid, COBETOB, Mac/MXaToB,
TIpaBJIeHUH) NOANNUCHIBAKOTCS NIpejce/iaTesieM U CeKpeTapeM (TpeficesaTe/IbCTBYIOLUM U JIULIOM,
MPOBO/IMBLIMM 3amnuch). IIpoTokonbl anmnapaTHbIX (ONepaTUBHBIX) COBELLaHW OpraHU3aliu U ee
CTPYKTYPHBIX MOZIpaszie/IeH!I NOANUCHIBAKOTCS NPe/ice/laTe/IbCTBYOIIMM JIULIOM.

Ecmm  po/mKHOCTHOe /MLI0, TOANUCH KOTOPOIO 3aroToB/ieHa Ha IPOeKTe J0KyMeHTa,
OTCYTCTBYeT, TO J[OKYMEHT TOJ/IeXUT TepeoOpM/IEHUI0 Ha JIMLO, WCIIOHSOIee €ro
o6si3aHHOCTU. He fomyckaeTcst mofnvcaHe I0KyMeHTa C TIPeJIOrOM «3a» WM MPOCTaB/ieHueM
KOCOM 4epThl Ilepef; HaMeHOBaHUeM [I0JDKHOCTH.

32. CornacoBaHue TpoeKTa JOKyMeHTa O(OpM/sieTCsl BU30M Ha [JOKyMeHTe (BHyTpeHHee
corziacoBaHve) WM rpudoM cornacoBaHusl (BHeIHee COIVIaCOBaHMe WM COIVIacOBaHUe C
KOHCY/IbTaTUBHO-COBeIllaTe/IbHbIMU 1M OOLL[eCTBEeHHbIMA ~OpraHamMyd opraHu3auuu). st



3JIEKTPOHHOTO [JOKYMEHTa COIVIaCOBaHWE TPOUCXOJUT TOCPeACTBOM 3/IeKTPOHHOM IM(POBOM
TIOJIHCH.

[Ipy BHyTpeHHEM COIVIaCOBAaHUM [JOKYMEHTbI BU3UPYIOTCS MCIIOJHUTEeM (OTBETCTBEHHBIM
VCTIOJTHUTENIEM), DYKOBOJAWTENeM €ro Tmojpa3jeneHus, [JpYrMMU 3auHTepeCcOBaHHBIMHU
JIOJDKHOCTHBIMM JIML]aMH, 3aMeCTUTe/IeM PYKOBOAUTEISI OpPraHM3alii COITIaCHO pacripe/eeHur0
00s13aHHOCTeH.

Bu3bl MpOCTaBASIIOTCA Ha 3K3eMIUIsipaX OyMaKHBIX [JOKYMEHTOB, OCTAlOIUXCS B
OpraHv3alliy, Ha JMLIeBOM CTOpPOHe HiKe noAmnucH. [IpoeKkTsl pacropsguTenbHbIX JOKYMEHTOB
BU3MPYIOTCS Ha MEepPBOM 3K3eMIuisipe. [lonyckaeTcsi BUMPOBaHUE MPOEKTOB PACHOPsAUTENbHBIX
JIOKYMeHTOB Ha 0O0OPOTHO# CTOpOHE TOC/eJHero JMCTa.

Bu3a BkstouaeT B cebsi TIOANMCH BU3WPYIOIIETO, /ATy, PacUIM(ppPOBKY MOAITUCH (WHHLIAA
UMeHHd, (paMuInI0), HauMeHOBaHKe [JOJDKHOCTH BU3MPYIOLIero. 3ameuaHusi, 0CoOble MHEHUS U
JIOTIOIHEHUSI K TIPOEKTy AOKyMeHTa OGhOpMISIFOTCS Ha OT[e/bHOM JIUCTe, O 4YeM B TPOEKTe
JIOKyMeHTa CTaBUTCsI COOTBETCTBYIOLLIAsk OTMeTKa.

BHeliHee coracoBaHue [OKyMeHTa odopmisieTcsi TpudoM COIVIaCOBAHUSL, KOTOPBIM
pacriojlaraeTcsi B JIeBOM HWKHEM YIVIy IOC/IeJHero JjucTa JOKYMeHTa M COCTOWUT U3 CJ10Ba
«COIJTACOBAHO», («COITIACOBAH»), a Takke HaWMMeHOBAHMS [O/DKHOCTA JMIlA, C
KOTOPBIM COIVIaCOBBIBAeTCSI JIOKYMEHT (BK/OYasi HavMeHOBaHWe OpraHu3aluM), JIUUYHOU
MOJTMCH U ee paciiM(PpOBKU (MHULMAT UMEHU U (aMU/IKsl), 1aThbl COTJIaCOBaHUSI.

[lpu cornacoBaHWM [JOKyMeHTa JAByMs U Oosee /MllaMU DPaBHBIX JO/DKHOCTEM rpudbl
COTJIaCOBaHMsl PAacIo/iaraloTcsi Ha OJHOM YpOBHE B ai(aBUTHOM MOpsiike OQUIMaIbHbBIX
HauMEeHOBaHMK opraHusauuii. [Ipy cormacoBaHMM [JOKyMeHTa HEeCKOJbKUMHU [IOJDKHOCTHBIMU
JUIlaMyd TPUGBI COIVIaCOBAaHMS PaCITIO/iaraldTCs B COOTBETCTBUM C yObIBaHWEM CITy)KeOHOMU
vepapxuu JO/DKHOCTEM.

Ecim cornacoBanue 0Cy1eCTB/ASIETCSI MTMCbMOM, ITPOTOKO/IOM WIH JIPYTUM [JOKYyMEHTOM, TO B
rpude coriacoBaHMs YKa3blBalOTCS BHJ, [JOKYMeHTa B TBOPWTE/JBHOM Majiexke, HaMMeHOBaHUE
OpraHu3alliy B POJUTE/IbHOM Majiexxe, fAara U Homep (MHJEKC) JOKYMeHTa.

BHeliHee cornacoBaHue JI0KyMeHTa C HECKOJbKMMHK OpraHU3alysiMu O()OPMJISeTCS TUCTOM
coryiacoBaHus1 1o (popMe COT/IaCHO MPUIMKEHUI0 5 K HacTosuM [TpaBuiam.

33. I'pu¢ yTBepKAeHUs JOKYMeHTa pacriosaraeTcsi B IpaBOM BepXHEM YIVIy NepBOro JIMCTa
JIOKyMeHTa ¥ 0(OpPMJISIETCSI CTPOUHBIMH OyKBaMHU.

[Ipy yTBepXKAE€HUM [JOKyMeHTa KOHKDETHBIM JIO/DKHOCTHBIM JIMLIOM Tpud yTBepKAeHus
COCTOUT M3 C/eAyrolMX >51eMeHTOB: 10BO «YTBEPK/IAKO», HanMeHOBaHWE [O/KHOCTH,
MOJMMCh, paciiv(poBKa MOAMNKCH U [iaTa YTBEeP KeHUsI.

[Tpu yTBepXKIeHWM [JOKyMeHTa AByMs W 0osiee /WI[aMM paBHBIX [O/DKHOCTEH TpUEBI
yTBEpXK/IeHHsI DAacIo/iaraloTcsi Ha OFHOM YpOBHe B aaBUTHOM TIOpsiiKe HaWMeHOBaHWU
OpraHu3arvu.

[Tpu yTBep)XJeHUU JOKyMeHTa MOCTaHOB/IEHHEM, pelleH’eM, NTPUKa30M, TIPOTOKOI0M Iprd
yTBepxaeHuss coctout u3 cinoBa «YTBEPXKIEH» («YTBEPXIEHA», «YTBEPXIEHO»,
«YTBEPXIEHBI»), Buia pacriopsiiuTe/IbHOTO JOKYMeHTa B TBOPUTETLHOM T1ajle)ke, ero /1aThl U
HOMepa.

34. Pe3osttoLusi pacriosiaraeTcsi B BepxHel 4acTH epBOro JIMCTa JOKyMeHTa Ha CBOOOJHOM
OT TeKcTa MecTe. B cocTaB pe30/oL[uM BXOAAT UHULIMA/(bI) UMeHU U (haMususi(1) UCTIOTHUTEIS
(ucrionHuTene), copep>kaHue MopydveHUsi (MIOPY4YeHUI), CPOK HCIIOJHEHMs], TMOJINUCh aBTOpa
Pe30JII0LUM U J1aTa.

HoryckaeTcss oopMsieHHe pe30sioliud Ha OTAenbHOM OsaHKe ((UIlIKe) C yKa3aHWEeM TIOf
TIOJTMCHIO JIULIA, HAJIOXKUBIIIETO Pe30JIIOLNI0, BXOAIEro perucTpalioHHOro HoMepa (MHeKca),
JlaTbl TIOCTYIUIEHHSI U OTMETKU O PeKBU3WTax JOKYMEeHTa, K KOTOPDOMY OTHOCHUTCSI pPe30JIHOLUs
(aBTOp, MCXOASAILIMI HOMED U JjaTa JoKyMeHTa). [TopyueHusi B BU/ie pe30JIr0LUii, HarpaBJisieMble B
JIpyTyie OpraHu3aliiM, peruCTPUPYIOTCs cyxkooii J10Y.




Ha fokymeHTax, He TpeOyIOIIUX [OTIOJTHATE/TBHBIX YKa3aHUM MPeIMChIBAEMbIX 1€HCTBUM U
VMEIIIUX YCTaHOB/IEHHble CPOKW WCIIOJIHeHUs, B Pe30JIIOLUY YKa3bIBalOTCS HWCIIO/IHUTEJIb,
NOJTIMCh aBTOpPa Pe30/IF0LMY, JaTa.

B cnyuasix, Korja ropyueHue JaeTcsi AByM U Oosiee sidljaM, OCHOBHBIM MCIIOJIHUTEEM
SIBJII€TCSl JIULIO, YKa3aHHOe B IIOPYYEHUM IepBbIM, eC/Id WHOe He YCTaHOBJIEHO B CaMOU
Pe30/IFOLUH.

35. OTMeTKa O KOHTpOJe 3a MCIIOJJHEHHeM JOKyMeHTa 0003Ha4aeTcs C/I0BaMU WM
mramnamMu «bakeinay», «bakpulayra anblHAbI» W TPOCTaBISeTCS B BepxXHEM JIeBOM YacTU
NIepBOro JINCTa JOKyMeHTa 3a IpeiejlaMi TEKCTOBOT'O TTOJIS.

36. [ 3aBepeHUs] COOTBETCTBUS KOIIMM [IOKYMEHTa TIIOJ/IMHHUKY HIKe PpeKBU3UTa
«[ToAmuch» TIPOCTAB/SIFOTCS  3aBepuTesibHas HaAmuch «Kommst BepHa» (0e3  KaBbIuek),
HauMEeHOBaHWe [IO/DKHOCTM JIMLa, 3aBepUBILEro KOMWIO, JIMYHasi TMOJIMCh, paclur¢poBKa
NoANYcy (MHULMaM MMeHd W ¢daMWIusi) MOAMNMCaBLIero, OTTUCK Ie4yaT opraHus3auyy (mpu
HaJUuuK), jaTta 3aBepeHusl.

37. bymakHass KONWs 3JIEKTPOHHOIO [OKyMeHTa 3aBepsieTcsi C yKa3aHWeM Ha TO, UTO
VCXOJHBIM [IOKYMEHTOM SBJ/ISIETCSI 3/IEKTPDOHHBIM [JOKYMEHT M TI0JIy4eH I10JI0XKUTeTbHbIN
pe3ysbTaT MpoLeypbl MPOBEPKU 371€KTPOHHOM LM(POBOM MOAMUCH JIULIA, Y[0CTOBEPHUBILETO
9/IEKTPOHHBIA [JOKYMeHT. [I/is1 3aBepeHMsi KOTMMU S7eKTPOHHOTO JIOKyMeHTa Ha OyMa)XHOM
HOCHTe/Ie U HaHeCeHUs] MH(POPMaL[MU O pe3ysibTare MPOBepKU 3/1eKTPOHHOU LM(POBOI MOANHCH
WCIIO/Ib3yeTCsl 1TaMn (TpeyroabHOW (OpPMbI) C TEKCTOM «* * * DjeKTPOHJBIK KY>KaTThbIH
KellipMmeci  ypbiC.» (OompefiesleH TOJOXWATENbHBIA  pe3ylbTaT TMpoLiefypbl  NPOBEPKU
3/IEKTPOHHOU 1[M(POBOM MOJINUCK) U yKa3aHWeM MOojeld /il KOJIW4YecTBa JUMCTOB U TOAIUCU
3aBepsIoLLero JImLa.

38. OnekTpOHHas KOIWs JOKyMeHTa 3aBepsieTCs:

1) ucnonHuTeneM - B Ciydae BJIOXKEHUs JOTIO/IHUTE/BHBIX /TOKYMEHTOB Ha OyMa)KHOM
HOCUTeJIe TIPY CO3/JaHUU TIPOeKTa 3JIEKTPOHHOIO JOKYMEHTa;

2) COTPYZHMKOM TIOfpasfie/ieHusl JOKyMEeHTAl[IOHHOTO o0ecriedeHusi TOCYZApCTBEHHOTO
opraHa - TIpy perucTpaLyu JOKyMeHTa, TIOCTYIUBIIIEro TOJLKO Ha OyMa)KHOM HOCHUTeJe.

[TonHOMOUMSIMM Ha 3aBepeHHe OyMa)KHOM KOMHMU 37IeKTPOHHOTO [IOKYMEHTa, CO37IaHHOTO
nocpegctBoM COJ], 06/1afat0T COTPYAHUKY T0ApasziesieHus JOKYMeHTALMOHHOTO obecrieueHust
rOCy/lapCTBEHHOI'O OpraHa 1 oreparopa IouTsbl.

bymakHast KoIusl 371IeKTPOHHOIO JOKYMeHTa COZleprKUT:

1) TeKCT JOKyMeHTa;

2) 0bs13aTesibHyI0 OTMeTKYy «KOorusi 371eKTPOHHOTO JI0KyMeHTa» C OTPaKeHHWeM pe3y/IbTaToB
npoLieypbl POBEPKU 371eKTPOHHOM L{M(POBOM MOANMCH JIULIA, YAOCTOBEPHBIIIErO 3/1€KTPOHHbII
JIOKYMEHT;

3) HaMeHOBaHUe MH(GOPMALIMOHHOW CHUCTEeMBI, U3 KOTOPOM OH I0JyueH;

4) paty co3gaHus OyMa)KHOU KOTTAW;

5) wWTaMm C TeKCTOM «* * * DyeKTPOH/BIK KYXKATThIH KelllipMeci gypwiCc.» (ompezesieH
MOJIO)KUTE/IbHBIM  pe3y/bTaT MpoLiefypbl TPOBEPKH  3/IEKTPOHHOW LM(POBOM  MOANIUCH),
KO/IMUeCTBO JINCTOB U MOJIUCH 3aBePUTeJIS.

39. OtMeTKa 00 MCIoHUTEe JOKYMeHTa BK/IH0YaeT COKpalljeHHOe CjioBo «Vcr.», uHULMan
VMMeHU U (aMWINI0 WCIIONHUTENIS I0KYMeHTa, HoMep ero Tesie)oHa, B TOM 4KC/ie BHYTPEHHero,
ajipeca 1eKTPOHHOM MOUTHl (MPU HAJIWYMM) M pacriojiaraeTcsi Ha JIMLEBOW WM 0OOPOTHOM
CTOPOHE TOC/IeIHero JINCTa JOKYMeHTa B JIEBOM HYDKHEM YIUIY.

40. OTMeTKa 00 MCTIONHEHUM [JOKYMeHTa M HalpaB/eHWH ero B /le/io BKJIFOUaeT CChIIKY Ha
HOMep M [JaTy AOKYMEHTa, CBUJETe/JbCTBYIOLIYI0 00 WCromHeHWH (TIpH OTCYTCTBHU TaKOTO
JIOKyMeHTa - KpaTKue cBefleHHsi 00 ucriosiHeHUM), cjioBa «B geno», HoMmep fiena, B KOTOPOM
OyzieT XpaHUTbCS JOKYMEHT.

OTtMeTKa 00 UCIIOJTHEHWH JOKyMeHTa U HarlpaB/IeHUH ero B /ieJio TPOCTaB/IsSeTCs Ha HKHEM
T10JIe JINL[EBOM CTOPOHBI IIEPBOI0 JIUCTa JOKyMeHTa, KOTOPBIA MOZJINCBIBAETCS UCIIOJHUTENIEM C
yKa3aHHWeM /laThbl HallpaBJleHusl B [1eJ10.



41. N peHTN(UKAaTOPOM 371eKTPOHHOM KOMMH JIOKYMeHTa Ha OyMa>KHOM HOCHTee SIBIISeTCS
OoTMeTKa (KOJIOHTUTY/T), COfieprkalllasi Ha3BaHWe U BepCHI0 MporpaMMHOro obecrieueHus, Mpu
TIOMOLIJM KOTOPOTO CO3[aH [JOKYMEHT, TNpOCTaB/sieMass Ha JIMLeBOM CTOPOHe KaX/Oro JMcTa
JIOKYMeHTa.

42. OTMeTKa O TIOCTYIJIEHHMH JJOKyMeHTa B OpraHM3aliMio MPOCTaB/IseTCsl B IPABOM HIDPKHEM
yIJIy JIML[EeBOM CTOPOHBI MIepBOTO JIMCTa JOKYMEHTa U COZIeP)KUT TIOPSIIKOBbIN HOMEp BXOZSILET0
JOKyMeHTa ¥ [jaTy TOCTYT/IeHust (Ipy HeoOX0UMOCTH - YaChl 1 MUHYTHI).

43. D5eKTPOHHBIN JOKYMEHT COCTOUT U3 JIBYyX UacTel: Cofiep)KaTe/lbHON U PeKBU3UTHOM.

CogepkaresibHasi yaCTb 3/1EKTPOHHOIO JIOKYMEeHTa COCTOUT K3 OJHOTO WM HeCKOJIbKUX
(aiisioB B cienyrolux dhopMarax:

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

2) RTF, DOCX - TeKCTOBbII (popmar;

3) XLS, XLSX - tabmnuHbiéi hopmar;

4) PPT, PPTX - npe3eHTanuy;

5) RAR, ZIP - apxvBHpOBaHHbIN (popMar.

CopepkaresibHasi 4acTh TIpOeKTOB akToB [Ipe3uzenta Pecrnybmuku Kaszaxcran B COJ1
dopmupyetcs Tonbko B (popmare PDF.

Copiep>karesibHasi UaCTb /1IEKTPOHHOTO [JOKYMeHTa UMeeT CJie/IyIolIie PeKBU3UTHI:

1) opuuManbHOe HaMMeHOBaHWe OpraHK3al[uK OTTIPaBUTeIs;

2) crmpaBouHble [aHHble 00 opraHu3aumu (POpuUANUecKuii ajpec, TenedoH, dakc,
5JIEKTPOHHBIN a/ipec OpraHu3aLyy (Mpy HaIu4nH));

3) HaMeHOBaHHe BU/Ia JOKYMEHTa;

4) CCBITIKY Ha perucTpaljioOHHbIN HOMep U [IaTy BXOZSAILEro JOKYMEHTa;

5) MeCTo COCTaB/IeHHUsI WX U3/laHusT JOKYMeHTa;

6) azpecar;

7) rpUd yTBep)XJeHus JOKyMeHTa (IIpYU HaIUuuK);

8) 3aronoBoK K TeKCTy (TpY HaIUUUK);

9) TeKCT JOKYMEHTa;

10) otmeTKy 00 ucnonuutesne (hamunvs u TenedoH UCTIOTHUTES);

11) 3/1eKTpOHHYIO LIU(POBYIO MOATUCH.

PekBH3WTHasE yacTb S7€KTPOHHOTO [OKyMeHTa (OpMUPYeTCs MOCPeACTBOM COCTaB/I€HUS
5/IEKTPOHHOW pEervcTpaliMOHHOW KOHTpO/JbHOW KapTouku (pmanmee - OPKK), B koropoi
VICTIO/Ib3YROTCS CIe[YIOLe PEKBU3UTHI:

1) HauMeHOBaHUe BU/la JJOKYMEeHTa;

2) perucTpaLyoHHbI HOMep JOKyMeHTa;

3) UHJeKC HOMEeHK/IaTyphl Jef;

4) HasBaHWe W BepCUs TIPOrPpaMMHOTO oOOecrieueHusi, MPH TOMOIIM KOTOPOTO CO37aH
JIOKYMEHT;

5) snekTpoHHasi LU poBasi OANKCH;

6) xapakTep BONpOCa;

7) KOJTMUeCTBO JIMCTOB OCHOBHOTO ZIOKyMeHTa U NIPUTIOKeHU;

8) Ha“MeHOBaHMe roCy/lapCTBeHHOT0 OpraHa-aJjpecara;

9) HauMeHOBaHKe J0/PKHOCTU ajipecara (Tipy HaJuuum);

10) dpamunus agpecara (Ipy HaIUUUK);

11) pamunuist ucomHUTESS;

12) Homep TeniedoHA UCTIOTHUTEIS;

13) oTMeTKa 0 KOHTpOJI€;

14) oTmMeTKa 00 UCIIOJTHEHWY IOKYMeHTa 1 HarlpaBJieHU! ero B /Iefio;

15) oTMeTKa O Ha/JIMUMU WK OTCYTCTBUM TIOJJIMHHMKA OyMa)kKHOTO JOKyMeHTa, OymMakKHOM
KOITUU 37IeKTPOHHOTO I0KYMeHTa.

Vcnionb30BaHKWe [IOTIOJTHUTEbHBIX PEKBU3UTOB OMpefieNseTcsi B 3aBUCMMOCTH OT BUJA
JIOKyMeHTa B COOTBETCTBUM C HacTosiMMU [IpaBuiamu.



44. Tlpu oOMeHe »3/eKTPOHHBIMM [JOKYMEHTaMHM MEXy OpraHH3alUsMu IepeueHb
00si3aTeNlbHbIX PEKBU3UTOB W TIOPSIOK MCIIO/b30BaHUSI 3/IeKTPOHHOW I[U(PPOBOM TMOATIUCH
3JIEKTPOHHOTO /I0KyMeHTa yCTaHaB/IMBaOTCS MMCbMEHHBIMU (pOPMaMU C/1e/IOK B COOTBETCTBUMU C
paxknaHckum kozpekcom Pecriybmvku Kaszaxcran ot 27 gekabpsi 1994 roga, cobmofeHrieM HOPM
3akoHa Pecnybrmmku Kaszaxcran ot 7 siHBaps 2003 roga «OO6 3/1eKTPOHHOM JOKYMEHTe U
3JIeKTPOHHOM 1LIM(POBOM MOANMCH», HacTosuMU [TpaBuiamMu.

45. D/eKTpOHHble [OKYMEHThI Ha XpaHeHWe IepejaroTCs COIVIACHO TOCY4apCTBEHHOMY
cranzapty CT PK «¥YmpaBneHue gokymeHTauueil. @opMar (ailioB 3/1€KTPOHHBIX [JOKYMEHTOB
JU1s1 josrocpouHoro xpaHenust. Yacts 1. Ucnonb3oBanue PDF 1.4 (PDF/A-1)».

Ilaparpad 3. IToaroroBka u opopM/ieHHe NPUKA30B

46. IIpukaszamu 0(OpPMIISIOTCS pelleHHs MPaBOBOrO XapakKTepa, a TakKe IO ONepaTUBHBIM,
OpraHu3aliMOHHbIM, KaJ[pOBBIM U JPYTMM BOIIpOCaM JesATeJbHOCTU OpraHv3aluu no ¢opmam
COIVIaCHO NPUIOXKeHUdM 6-7 K HacToswmM [IpaBuiam.

PexBu3uTamMu npukasa siBJISIOTCS:

1) uzobpakenue ['ocygapcrBeHHoro I'epba Pecriybniky KasaxcraH uny smM6siembl, JIOTOTHIIA,
TOBAapHOTO 3HaKa (3HaKa 0OCIy)XMBaHHUS) C yuyeToM TpeOOBaHMU OYHKTOB 16, 17 HaCTOSIIUX
IIpaBu;

2) ouiasbHOEe HaMeHOBaHKe OpraHU3alluy;

3) HauMeHOBaHue BU/A JOKYMEeHTa;

4) narta rpuKasa;

5) perucTpaLOHHbII HOMep MpUKasa;

6) MecTo u3aHUs MPUKa3a;

7) 3aroJjioBOK K TEKCTY;

8) Tekcr;

9) noanuce;

10) oT™MeTKa 0 COr/iacOBaHUU TIPUKAa3a;

11) oTTUCK NeyaTy opraHu3aLiiu.

[TpoekTsl TIpUKa30B TOTOBAT W BHOCAT CTPYKTYpHBbIE IOfpasfesieHnss Ha OCHOBaHWU
TOpYYeHH pPYKOBOJAWTeEJISI OpraHu3alii, ero 3aMecTuTtesss JU00 B MHULMAaTHBHOM TIODSIZIKe.
[TpoekThl TIPHKa30B IO Ka/[pOBBIM BOIPOCAM TOTOBUT KaJpoBasi C/ly)k0a B COOTBETCTBUH C
TPYAOBBIM 3aKoHOaTebcTBOM Pecrybnmku KaszaxcraHs.

[TpoekTsl mNpHKa30oB U TMPWIOKEHUS] K HUM BU3UPYHOTCS MCIIOJHUTENIeM U ero
HeIOCPe/JCTBeHHbIMU WY  KYDUPYIOLIMMHM PYKOBOAWTEISIMHA, a TakKe PYKOBOAUTEISIMU
CTPYKTYPHBIX IOJpa3jesieHnid, KOTOPbIM B NpOeKTe IpHKasa IpejyCMaTpUBArOTCS 3a/laHusl U
IOpyYeHUsi, KOMITeTEeHLIMI0 KOTOPBIX 3aTparuBaroT BOIIPOCH], YKa3aHHbIe B IIPOEKTe.

BospakeHrs1 1o IIpOEKTy IpUKasa, BO3HMKAKOIMe IIpU COIVIACOBAHWM, M3/1ararmTrcs B
CripaBKe, KOTOpasi Ipujaraercs K Ipoekty. Eciu B mpoliecce comiacoBaHus B NIPOEKT IIPUKasa
BHOCSITCSI W3MeHEeHUs TIPUHLMIMAJIBLHOTO XapakTepa, TO OH JopabaTbiBaeTcs W TPOXOAUT
IIOBTOPHOE COIVIACOBaHue.

[TpuKa3pl roCyZapCTBeHHBIX OPraHOB pa3padaThIBAOTCS W TPUHUMAIOTCS Ha Ka3axCKOM
si3bIKe, TIPU HeoOX0IMMOCTH, UX pa3paboTka MOKeT BeCTHCh Ha PyCCKOM si3bIKe C obecrieueHreM,
10 BO3MOXXHOCTH, TlepeBojila Ha Jpyrve s3bIKA. JIMCTBI NPUKA30B U TNPUIOKEHUH K HUM
HYMepYIOTCsI CKBO3HOM HyMepaliell B BepXHel 4aCTH KaXK/0ro JIUCTa M0 cepeJuHe.

[Tpukasel HyMepyOTCSl IOPSIAKOBOU HyMepaljel B Mpefiesiax KajaeHgapHoro roga. Ilprkassl
110 OCHOBHOU [1eITeIbHOCTH, JINYHOMY COCTaBy PerMCTPUPYIOTCS OT[€/IbHO B COOTBETCTBYIOLLUX
)KypHanax (6a3ax gaHHbIX). K mopskoBoMy HOMepy TpHKasa 10 JTUYHOMY COCTaBy uepe3 feduc
,E[OGEIBJ‘ISI}OTCH JINTEPHI «JI/C» WK «K».




Komum npuka3oB WM UX pa3sMHOXKeHHble 3K3eMIUISIpbl 3aBepSIOTCSl MedaThio C yKa3aHuem
JlaThl 3aBepeHMs M HamlpaB/IsItOTCS afjpecaraM B COOTBETCTBUM C yKas3aTesleM PacChUIKH, KOTOPbIN
COCTaB/ISIeTCS U MOATHUCHIBAETCS] UCTIOJTHUTETIEM.

TekcT TmpHKa3a COCTOMT U3 [BYX UacTell: KOHCTaTupymouleii (ripeam0Oynbl) U
pacropsiuTebHOM.

B KoHcTarupytoleii yactu (ripeambysie) KpaTKO H3/IaraloTcs Ieyid U 3ajaud, (akTbl U
COOBITHS, TIOC/TY)KMBILIME OCHOBaHWEM il W37laHWs Tpuka3a. Ecim mpuka3 wu3zgaercs Ha
OCHOBaHUM [Ipyroro JOKyMeHTa, TO B KOHCTAaTHUpPYIOLel YaCTH yKa3bIBalOTCSl HaWMeHOBaHHE
3TOTO [JOKyMeHTa B POJUTebHOM TMa/ieXe, ero aBTop, /ara, HoMep U 3aroyioBok. [Ipu ccelike Ha
HOPMAaTUBHBIN TIPaBOBOM aKT, 3aperMCTPUPOBAHHBIA B OpraHaxX HOCTULMU, [JOTIOJHUTETbHO
yKa3blBaeTcsi HOMep, II0f, KOTOpbIM OH 3aperucTpUpoBaH B peecTpe TIOCy/apCTBEHHOMN
perucTpalyyd HOPMaTUBHBIX TIPaBOBBIX aKTOB.

[Tpeambyna B mpoekTax TpuKa3oB 3aBepiiaercs cioBoM «I[IPMKA3BIBAIO», kotopoe
TMUILLIEeTCS TIPOMUCHBIMU OyKBaMM, TOMYKUPHBbIM IipudToM. He foryckaeTcsi ero mepeHOC Ha
JPYTYIO CTPOKY.

PacriopsiguTennbHasi 4acTb COZEPXXUT [epeurc/ieHre TMpPeANUCbIBaeMbIX [IeMCTBUN C
yKa3aHHeM WCIIO/THUTesT KaXJOoro JelCTBUS M CPOKOB HcronHeHusi. I[Ipyu HeoGxogumocTu
pacropsiiuTesibHasi YaCTh JIeJIUTCS Ha MYHKThI, TIOAMYHKTHI U ab3aLibl.

[elicTBUSI OHOPOJHOTO XapakKTepa MOTYT OBITh TIepeurciIeHbl B OIHOM IMyHKTe. B KauecTBe
VICTIOJTHUTEJIEN YKa3bIBalOTCSl CTPYKTYpHble MOApasfie/ieHus WM KOHKPEeTHbIe JI0/DKHOCTHBIE
mua. CBeJleHUsl O TIOZipa3/e/ieHuH WK JO/DKHOCTHOM JIMLie, Ha KOTOPOe BO3/1araeTcsi KOHTPOJIb
3a MCIIOJTHEHUEM TpYKa3a, yKa3bIBaloTCs B IOC/Ie/JHEM ITYHKTe pacropsiiuTebHOM YacTH.

OsHakomsieHre pabOTHUKOB C TIPHKa3aMH 110 KaZIpOBBIM BOIMPOCAM  Y/JOCTOBEPSIeTCS
TOANUCHIO, (amMuIveldd W WHULMa/aMH pabOTHUKOB, TIPOCTAB/ISIEMBbIMU HIDKe peKBU3UTa
«OTMETKA O COTVIaCOBaHUM [JOKYMeHTa» UM Ha 00OPOTHOM CTOpOHE TpHKa3a.

B cnyuae, ecnu mpukas [OTMOMHSETCS MPUIOKEHUEM, TO BHOCHUTCSI TEKCT O JOTOJIHEHUM
npYKasa npwiokeHueM. [Ipy ccbuike Ha TPUIOKEHUS! YKa3blBalOTCSI HOMepa MPUIOKeHUH,
TpYCBavBaeMble B TIOPsiZiKe YIIOMUHAHUS MPUIOKEHHI B TEKCTE aKTa, 3a UCK/IFOUeHHeM CTy4aesB,
KOr/la K MpHKa3y uMeeTcsl OfHO npuioykeHre. CchbliKa Ha MPUIOKeHHUe [J0/DKHA COOTBETCTBOBATh
Ha3BaHUI0 CaMOTO TIPUIOKeHUsl. PeKBU3UT «OTMeTKa O Ha/MYMM TIPUIOXKEHUS] K JOKyMEeHTY»
Toc/Ie TeKCTa MpUKa3a CaMOCTOSATeIbHO He 0(hopMIIsieTcsl.

Ecmu npuka3 odopmiisiercss Ha OnaHKe opraHW3aliid, B peKBU3WTE «IIOATHCH» He
yKa3bIBaeTCs [0JTHOe HaMMeHOBaHUe [JO/DKHOCTH JIULIA, TTOJIUCHIBAIOLLET0 JOKYMEHT.

B coBmMecTHBIX MpHKa3axX yKasbIBalOTCSl MOJHOe HavMeHOBaHWE [O/DKHOCTeH, (amMuivs U
VHULIMA/bl COBMECTHO MO/IUCHIBAIOLLMX JIULI.

INaparpa¢ 4. ITopsapok noaroroBKH 1 o¢opm/ieHus POTOKo/1a

47. TIpoTOKOJ/ COCTaB/IsSIeTCS] HA OCHOBAaHUM 3aruceld, TPOM3Be/IeHHbIX BO BPeMsl COBeIllaHUsI
(3acemanus, cobpaHusi), TIpeACTaB/leHHbIX TE3WUCOB [IOK/JIQJI0OB M BBICTYIUIEHWM, CIPaBOK,
MIPOEKTOB pelleHrH U IPYIrMX MarephasioB Mo (opMe COIVIACHO MNPUIOKEHHI0 8 K HaCTOSLLUM
IIpaBunam.

[TpoToKo/, COCTaBleHHBIM BHYTPM OpraHM3al[iM W He BBIXOAMIIMN 3a ee TIpeZeJibl,
odopmisieTcst He Ha O/IaHKe.

PeKBH3WTaMU MPOTOKOJIA SIB/ISIFOTCS:

1) opuumanbHOe HaMeHOBaHWe OpraHu3aluM U (UIK) CTPYKTYPHOTO TOZipa3zie/ieHus;

2) HaMeHOBaHUe BU/Ia JOKYMEHTa;

3) para;

4) perucTpaloOHHbI HOMep NPOTOKO/a;

5) MecTo u3aHUs POTOKOJIa;

6) rpud yTBepK/eHus (B HEKOTOPBIX CTyuasix);




7) 3arojioBOK MPOTOKOJIa;

8) Tekcr;

9) noAmnuCh.

[TpoToko/bl 0OPMIISIFOTCS B MIOTHOM W/ KPaTKou popme.

TeKCT MoJIHOrO NMPOTOKOJIa COCTOUT U3 [IBYX YacTel: BBOJHOU U OCHOBHOM.

B BBOZHOM yacTH MOC/e 3aro/ioBKa MPOTOKO/A YKa3bIBAKOTCS: MHULIUA/IBI UMEH U (haMWInr
nipezcenaresiss  (TpefceaTe/bCTBYIONIET0) U CeKpeTapsi 3acefaHus (coOpaHus), CIMCOK
MIPUCYTCTBOBaBLUMX (€C/M KOIMYeCTBO MPUCYTCTBOBABIIMX TIpeBbiliaer 10 uesoBeK, CIMCOK
MIPUCYTCTBOBABILIMX O()OPMJISIETCS B IPUIOXKEHHU K TIPOTOKOJTY).

B mnporokone 3acefjaHusi KOHCY/IbTaTUBHO-COBEIIATEJIbHOIO OpraHa IpPUCYTCTBOBABILME
yjleHbl TIepeumrc/IsIIOTCS MepPCoHaNbHO Mo (aMunusM B andaBUTHOM mnopsgke. [Tocie HUX
3aMyChIBalOTCd (paMWIMK TIPUIVIALLIEHHBIX C YKa3aHWeM WX JO/DKHOCTM U HauMeHOBaHUs
OpraHu3arvy.

BBozHass yacTh 3aKaHUMBaeTCsl MOBECTKOM [HS (TlepeyHeM pacCMaTpuBaeMbIX BOIPOCOB),
TIepPeYrC/IeHHBIX B TOPsJKe WX 3HAUMMOCTH C YKasaHWeM JOK/IafiuvKa (MHULMa/l ero MMeHH,
(bamMunus, JO/DKHOCTh) 0 KaXJOMy IYHKTY MOBeCTKU JHS. Kax[blii BONpOC IeuvartaeTrcs C
ab3ara, Hymepyetrcsi apabckod 1Mpoi M ero HavMeHOBaHWe HauWHaeTcsi C mpegsiora «O»,
«O06». B ciyuae odopmieHuUs1 TIOBeCTKU [IHSI TIPUJIOXKEHHEM K TPOTOKO/Y, B MPOTOKO/Ie Tiepes
TeKCTOM MPOU3BOUTCS 3anuch «[loBecTka [Hs MpuiaraeTcsi».

OcHOBHasi 4acTb INPOTOKO/A COCTOWUT M3 pa3fesioB, COOTBETCTBYIOIIUX MYHKTaM IOBECTKH
nHsa.  Kaxpgeii  pasgen coctour u3  Tpex uacred: «CITYIHAJIN», «BBICTYTINJIN»,
«[IOCTAHOBW/IN» («PELINJIN»), KOTOpble IevaTaroTCsl OT JIeBOrO IM0Jisi MPOMMCHBIMU
OykBamH.

[IpuHsiTOE pellleHWe TeyaTaeTcsl TOMHOCTbIO, TIPU HeoOXOAWMOCTH, TIPUBOJSTCS WTOTH
TOJIOCOBaHMS.

Copep>xaHrue 0co0O0Oro MHeHHsl, BbICKa3aHHOTO BO BpeMsi OOCY)KZeHHs, 3alMChIBaeTCsl B
TeKCTe ITPOTOKOJIA NTOC/Ie COOTBETCTBYIOLETO ITOCTAHOB/IEHUS (peLleHus).

B pazpene «CJTYIIAJIV» npuBOJsATCS MHULIMAI UMeHU U (haMU/Ivsl IOK/IaJUMKa, OCHOBHOE
cofiepkaHue [JOK/IaZ0B M BBICTYIUIEHMM ITOMellaeTCsl B TeKCTe MPOTOKO/IA WINA IIpUaraeTcs K
HeMy, B TIOC/IeIHEM C/TIy4ae B TeKCTe 0(pOpMIISIeTCsl CHOCKA « TeKCT BBICTYIIEHHS TIPU/IaraeTcs».

B pasgene «CJIIYIIIAJIN» w3naraeTcs TeKCT BBICTYIUIeHMs. B Hauase Tekcra C HOBOM
CTPOKM B UMEHHUTEbHOM MajieXke yKasbIBalOTCSl WHULMAA MMeHU U ()aMW/IMs BbICTYIAIOLIEro.
3anuch BBICTYIUIEHUS OTZEMSIOT OT (paMUIuy TUpe. BhICTymieHre r3araeTcs OT TpeThero Juiia
eIMHCTBEHHOr0 yucsa. Ecnu 3anvch BBICTYIUIeHHSI WM TEKCT [OK/aza O(OpMIISIOTCS B BUJE
NIPU/IO’KEHUSI K TIPOTOKOJTY, 1oc/ie (paMUIUY yKasbIBaeTCsl «3anucCh BbICTYIUIEHUS MIPUIaraeTcs»,
«TekcT JoK/1aja npyaaraeTcs».

B pasmene «BBICTYIINJIW» yka3biBalOTCS HWHUIMANbl WMeH, GaMuind, cofeprkaHue
BBICTYIUIEHWM BBICTyNAlOIIMX B TOM MOC/A€0BaTebHOCTH, B KakOW OHMU IMpPO3ByYaad Ha
3ace[jaHUM.

Bonpocekl K [10K1a/luMKy, BBICTYMAKOLMM W HUX OTBETbl IPOTOKOJMPYIOTCS 10 Mepe MX
NOCTYIUIEHHSI U 3allMChIBAIOTCS B TOW JKe I10C/Ie[0BaTe/bHOCTH, MPU 3TOM C/10Ba «Bonpoc»,
«OTBeT» He TNMILYTCS, a YKa3blBalOTCSd WHULIMAA WMMeHUM U (aMuIus Jula, OT KOTOpOro
MOCTYITW/INA BOIIPOC WX OTBeT.

B pazgene «IIOCTAHOBUJIN» («PEIIWJIN») oTpaxkatoT TIPUHATOE pelleHrde 10
o0cyXlaeMoMy BOTIpOCY. B mocTaHOB/SIIOIIEl YacTH MCIOMb3YIOTCS T/Iaro/ibl HeorpeJeieHHON
(opMBI.

TekCcT KpaTKOro NpOTOKO/Ia COCTOMT M3 /IByX 4acTed: BBOJAHOM W OCHOBHOM. Bo BBOgHOU
YyacTy NTOBECTKA /IHSI He YKa3bIBaeTCsl.

OcHOBHasg 4aCTb KpaTKOro IIPOTOKOJIA BK/IIOUaeT HaMMEHOBaHWSI pacCMaTprhBaeMbIX
BOMNPOCOB U MPUHSTHIE TI0 HUM DeLLeHUs.

HanmeHoBaHue Bompoca HyMepyeTcsi ¥ HaunHaeTcs ¢ ripezsora «O», «O6», BIpaBHUBAETCS
M0 LIeHTPY CTPOKU M TOAUEPKMBAETCsl OJHOW UepToW HIbKe mocjefHed CTpoku. [lop ueproii



YKa3bIBalOTCS (haMUTHU JO/DKHOCTHBIX JILI, BEICTYNIMBIIMX TIPY 00CY’K/I€HUU [JAHHOTO BOTIPOCaA.
3areM yKasbIBaeTCsl IPUHATOE 110 BOMPOCY pelleHue.

B 3arosioBok mpoToKo/ja BXOAAT yKa3aHWe BHUJa KOJIJIerMaabHOW JiesiTe/IbHOCTU U Ha3BaHUe
KOJIJIerHasibHOTO OpraHa B POJIUTe/IbHOM Tajiexke (HarpuMmep: coOpaHre COTPY/AHUKOB, 3ace/laHue
COBeTa).

[TpoTokon moAmnMCHIBaeTCsl TpejcesaresieM W ceKpeTapeM (IpefcefarebCTBYHOIIUM U
JIMLIOM, TIPOBOAMBIIMM 3aluvch). JlaTom mnpoToKona sABiAseTCs para 3acefanusa. Ecm oHO
MIPOZIOJKANIOCh HECKOJBKO JIHeW, TO uepe3 THpe YKa3bIBalOTCS JaThl Hayaja M OKOHYaHWS
3acefjaHusl.

[TpoTokosam TpHCBaMBaKOTCs MOPSIKOBble HOMepa B Mpejenax [ea0lpOor3BO/CTBEHHOIO
rojja OTZAENIBHO T0 Ka)KJOW TIPYIIe MPOTOKOJIOB - TIPOTOKOJIBI COOpaHMiA, 3acelaHuii KOJUIeTUH,
MIPOTOKOJ/IbI TEXHUYECKHX, HAyYHbIX M SKCIIEPTHBIX COBETOB U Jipyrue. [IpoTOKO/IbI COBMECTHBIX
3ace/laHuil MMEIOT COCTaBHble HOMepa, BK/IOUAKOlje TOpsJKOBble HOMepa IPOTOKO/IOB
OpraHu3alyii, MPUHUMaBILIUX y4yacTHe B 3aCeZlaHUM.

Kornun npoToKo/10B WY MPUHSATHIE pellieHUs B BU/ie BBIHMCOK M3 POTOKOIOB PacChUIAIOTCS
3aMHTepeCOBaHHBIM OpPraHMU3alUsiM U JO/DKHOCTHBIM JIML[aM B COOTBETCTBUM C YyKa3aresraem
pacChbUIKM. YKasaTe/lb PAacCbUIKM, KOTOPBIM YTBEp)K[AeTCsl DPYKOBOAWTETeM CTPYKTYPHOIO
rnojpaszeneHus, COCTaB/seT M TMOJIUCbIBAeT OTBETCTBEHHBIM HWCIOIHUTEIb TOApas/ie/eHus,
TOTOBMBILETO PAacCMOTpeHue Bompoca. Komvyu NpOTOKOIOB U BBIMUCOK W3 HUX 3aBEPSIOTCS
reyaThi0 OpraHyu3aLyy (pyU HaIuuum).

ITaparpad 5. ITopsifok NoAroToBKM M 0(hopMJIeHHA aKTa

48. CopepykaHueM akTa siB/isieTcsi MH(oOpMaLus, OATBePyKAaroIiasi yCTaHOB/IEHHbIe (DaKThI
unu coObITUs (Caya-rpreMKa paboT; mpueM-Tiepeiada MaTepuaabHbIX LIEHHOCTeH, JOKYMEeHTOB;
obcsieoBaHre OOBEKTOB Ha TMpeaMeT TPOTHBOIOXKAPHOW 0e30MacHOCTH, YC/IOBUM TpPY/a;
UCTbITaHWsl (BBOA B JKCIUTyaTalMio) o00pasioB, CHUCTeM, TeXHOJIOTUii; BbIjjelieHne K
YHUUTO)KEHUI0 MaTepUa/bHBIX LIEHHOCTeH, JOKYMEHTOB; HapylleHHe YCTaHOBIEeHHBIX IPaBUI
(TpeboBaHuii); pacciefoBaHUs aBapuii, HeCYACTHBIX C/lyuyaeB; JIMKBUZALUMS OpraHW3aluy;
BBITIOJTHEHHBIX Pa0OT; OTKa3; OCMOTP; CBepKa; IpefOCTaBlIe€HHe YCAYr W [pyrue). AKT
COCTaB/ISIeTCS] HECKOJIBKUMHU JIMLIAMU, TTIO/ITBEPIKAAIOLUMU JAaHHBINA (akKT.

AxT odopmisieTcst Ha GraHKe 10 Gopme cornacHO NpUIMKeHHIO 9 K HacTosuM [IpaBusiam.
AKT, cocTaB/IeHHbIY BHYTPY OpPraHU3allii U He BBIXOSIIUI 3a ee Tpe/esibl, 0pOpM/IsieTCsl He Ha
OmaHke.

PeKkBH3WTaMM aKTa SIBJISFOTCS:

1) uzobpakerue I'ocygapcrBeHHoro I'epba Pecrybsmky KasaxcraH uim aM0/1eMbl, JIOTOTHITA,
TOBapHOTO 3HaKa (3HaKa 00Cay)XMBaHUS) C yuyeToM TpeboBaHWMM MYHKTOB 16, 17 HacCTOSILL{UX
[IpaBu;

2) oduimanpHOe HaMeHOBaHWe OpraHU3allvy;

3) HauMeHOBaHMe BH/]A JOKYMEHTa;

4) nara;

5) perucTpaloHHbIi HOMep (MH/EKC) aKTa;

6) MeCTO TMOANMCaHUs aKTa;

7) rpud yTBep>KJeHus (B HEKOTOPBIX CIyYasix);

8) 3aroyioBoK akra;

9) TekcT;

10) noanuce.

TekCT akTa COCTOUT 13 BBEJ|eHNSI M KOHCTATUPYIOILel YacTH.

Bo BBe/ileHMM yKa3bIBaeTCsl OCHOBaHUE /i COCTaB/IeHHs aKTa, MepeurC/IsiiOTCS COCTaBUTe U
¥ TIPUCYTCTBYIOLIHE TIPH 3TOM JIULA.




KoHcTarupyoiasi 4aCcTh akTa COZIEP)KUT CYThb YCTAaHOBJIEHHBIX (PAKTOB, METO/bI, KOTOPbIMU
BeJlaCh TIPOBEPKa, ee pe3y/bTaThl, a TaK)Ke BBIBOAbI, TIPe/IOKeHNs], 3aK/TFoUeHUsT KOMUCCHU. [1pu
HE0OXOJUMOCTH TEKCT KOHCTAaTUPYIOIed YaCTH aKTa JeJTUTCS Ha TyHKTHI.

B KOHIle KOHCTaTUpYOIIed YaCTH YKa3bIBAIOTCS KOJMYECTBO SK3eMIUIIPOB akKTa U
MeCTOHAXOKeHUe KaXK/I0TO IK3eMIIsIpa, Mocyie 0popMIsIeTCss OTMETKA O HaIMUUU TIPUIOKEHUH
K aKTy (eC/TM OHU UMEeIOTCS).

B KoHIle KOHCTaTUPYIOIIlel YacTH 0(hOPMIISIOTCSI OTMETKA O KOJTMUeCTBe SK3eMIUISIPOB akTa U
MEeCTOHAXOXKJEeHUM Ka)KIOro 3K3eMIIspa, MOoCie - OTMeTKAa O HaJUuWU TPUIOKEHUH K aKTy
(ec/ii OHU UMEIOTCS).

AKT TIO[NUCBIBaeTCsA TIpefcefaresieM M UjleHaMd KOMUCCHK /ubo suioM (- amm),
COCTaBUBIIMM (- W) akT. PamMwiIuM, WHULUA/bI JIUL], TOJMUCHIBAIOLIUX aKT, 0(OPMI/SIIOTCS B
andaBUTHOM MOPsiZIKe 110 PaMHINH, UX TO/DKHOCTU He YKa3bIBAlOTCS.

O3HakoM/leHWe JIMl C aKTOM TPOMW3BOJUTCS T10f, pOChuch. JIWilo, HecorynacHoe C
Cofiep’KaHWeM aKTa, TIOAMUCHIBaeT ero C OrOBOPKOM U NMPUUMHAMHK CBoero Hecornacusi. Ocoboe
MHeHUe ujieHa KOMUCCHU 0OPMIISIeTCSl Ha OT/le/TbHOM JIUCTe U TMPUiaraeTcsi K akTy.

ITaparpad 6. ITopsijok NOAroTOBKH U 0()OpM/IEHUA CIIPABKH

49. Copep>xaHWeM CIIpaBKU $B/seTCs HWH(OpMaLMs, B KOTOPOM OMMCHIBAIOTCS (DaKThI,
cobbIThst unu cBefieHusi. CripaBKY, Harpae/isieMble 3a Tpefie/ibl OpraHu3ally, COCTAB/ISTFOTCS Ha
ob1riem OsaHKe. BHyTpeHHsIst cripaBKa odopmiisieTcst Ha Oesbix jictax Oymary 6e3 mpuMeHeHust
OmaHKa.

CripaBka oopmisieTcst TIo popMaM coriacHO npunoxkeHusm 10-11 K HacTostiyM [TpaBuiam.

PeKkBH3WTaMM CIIPaBKU SIBJISTFOTCSL:

1) uzobpakenue ['ocygapcrBeHHoro I'epba Pecriybnmky KasaxcraH uny smM6siembl, JIOTOTHIIA,
TOBAapHOTO 3HaKa (3HaKa 00CIy)XMBaHUS) C yueToM TpeOOBaHWMU OYHKTOB 16, 17 HaCTOSIIUX
IIpaBu;

2) ouiabHOEe HaMMeHOBaHKe OpraHU3aluy;

3) HauMeHOBaHue BU/A JOKYMEHTa;

4) nara;

5) perucTpaLoHHbII HOMep (MH/IEKC) CIPaBKW;

6) MeCTo u3jaHus;

7) agpecar;

8) 3arosoBoK K TEKCTY;

9) Tekcr;

10) rmoarmMch;

11) oTMeTKa 0 coriacoBaHuM (B ciyuae HeOOXOAUMOCTH);

12) oTTHrCK nieyaTu (TIpU HAJTMUWK);

13) oTMeTKa 06 uUcroHUTETE.

TeKCTbI CIIPaBOK, BbIIaBaeMbIX TPaXK/aHaM O TOJTBEP)KAEHUH MecTa paboThl, JO/DKHOCTH,
3apaboTHOW TIaThl W JIPYTHUX CBeleHWM, HAaUMHAIOTCS C YKa3aHUsi B MMEHUTE/IbHOM TIajiexKe
¢amunmmuy, UMeHy, oTyecTBa (TIpM HaJIMUKK) JIMLA, O KOTOPOM COOOIIAal0TCs CBefieHHs. B KoHIje
TeKCTa WY NIPaBOM BepXHEM YIVIy yKa3blBaeTCsl OpraHu3alus, Ky/a IpeJCcTaBisieTcs CripaBKa.

B Tekcre TakoW CIpaBKM He UCIIONB3YIOTCS OOOPOTHI  «HACTOSIIAsh — CIIPABKa»,
«JIeCTBUTETLHO TIPOXKUBAeT (yuuTcsi, paboTaeT)».

B cnyuae, ecmu cripaBKa TOATIMCHIBAETCS MCIIOJIHWTENEM, TO PEKBH3HWT «OTMeTKa 00
WCTIOJIHUTE/Ie» He YKa3bIBaeTCsl.

ITaparpad 7. ITopsifok noAroToBKH M 0(popM/IeHHs MHCbMA



50. IMucemo odopmsiercss Ha OmaHKe MHMCbMa OpraHW3aLUM 10 (opMme COIIACHO
NPUIOKeHUI0 12 K HacTosLuM [IpaBuiamM U COAEpXKUT CJie/lyollie peKBU3UTHI:

1) uzobpakerue I'ocygapcrBeHHoro I'epba Pecrybsmmky KasaxcraH uiv aM0/1eMbl, JIOTOTHIIA,
TOBapHOTO 3HaKa (3HaKa 00Cay)XKMBaHUS) C yuyeToM TpeboBaHWMM MYHKTOB 16, 17 HacCTOSILUX
[IpaBu;

2) oduimanpHOe HaMeHOBaHWe OpraHU3allvy;

3) para;

4) UCXOJAIIUN peruCTpaLiMOHHbIA HOMep (MHZEKC) MUChbMa;

5) cchlIKa Ha perucTpaliioOHHbIN HOMep U aTy BXOZSILero JOKyMeHTa (eC/IM 3TO OTBETHOE);

6) agpecar;

7) 3arojioBOK K TEKCTY;

8) Tekcr;

9) oTMeTKa 0 HaJIMYUU MPUIOKEHUS;

10) moanuce;

11) oTMeTKa 0 coriacoBaHuH (B C/Tydae HeOOXOAMMOCTH);

12) otMeTKa 06 UcCToHUTETE.

CnykeOHble TIFICbMa, TIOJIMChIBaeMble DYKOBOJUTEISIMHA [BYX W 0Oosiee oOpraHW3aLdi,
odpopmrsitorcsi Ha smcte Oymaru ¢opmara A4. Ilpu 3TOM /JaHHbBle O HaWMeHOBaHUU
opraHusalii, MoJn1CcaBlIMX MMHMCbMO, BK/IIOUAIOTCSl B HaMMeHOBaHHe [I0/DKHOCTU B PEKBU3UTe
«T10AITHUCB».

OTMeTKH O COI7IacCOBaHWY MMCbMa MPOCTAaB/ISIFOTCS Ha OTIyCKe MHChbMa.

TekcT mrcbMa MMeeT OfHY WM JiIBeé CMBICJIOBble yacTd. [IMcCbMO, cOcCTosiiijee W3 OFHOM
YyacTH, - 3T0 mpockba 0e3 TMOsiCHeHWs, HarloMHWHaHUWe Oe3 mpeamOysbl, cooOieHUe 6Oe3
OCHOBaHHUSI.

Ecmm TekcT mucbMa COCTOMT M3 uyacTel KOHCTaTUPYHOLeH W 3aK/IHOUUTE/IbHOM, B MepBOM
YaCcTH W3/1aratoTcs NpUYMHA, OCHOBaHWe WM 000CHOBaHHWE COCTaB/IeHUS TMCbMa, TIPUBOJSTCS
CCBUIKM Ha [IOKYMEHTHI, SBJSIIOIIMECS OCHOBaHMEM IIOATOTOBKM IMCbMa, BO BTOPOM -
TIOMEILIAIOTCS BBIBO/IbI, TPEJITIOKEHHUS], TIPOCHOBI, pelleHusl.

OOpaTHble KOHCTPYKIMM TeKCTa (3aK/Ii0yeHHe - KOHCTaralys) BO3MOXKHBI B TIMChbMax-
OTKas3ax.

B nmcbMax Mcnonb3yroT caefyrolye (GopMbl U3/I0KEeHUS:

1) or mepBoro /W@ MHOXXECTBEHHOTO 4YHC/Ja (HalpuMep: «IPOCUM TIpeJoCTaBUTh»,
«Harpas/isieM Bam»);

2) OT MepBOro J/MlLa eJUHCTBEHHOIO 4KC/la (HarlpuMmep: «IIPOLIYy BBIC/ATh», «CUUTAIO
He0OXOAMMBIM»);

3) OT TpeTbero Jiniia eAMHCTBEHHOTO YKC/a (HarlpyuMep: «MUHUCTEPCTBO He BO3PayKaeT»).

I'naBa 3. Ilopsifok ynpaB/ieHHsI JOKYMeHTaIyel, opraHu3ausi JOKyMeHT0000poTa B
roCy/JapCTBeHHBIX U HEeroCy/JapCTBeHHbIX OPpraH13anusax

ITaparpad 1. ITopsagok 06padoTKH BXOAAIIUX JOKYMEHTOB

51. [oKyMmeHTbI, TOCTyIalIlde B OpraHW3aldio, TPOXOJSAT TepBUUHYH 00paboTKy,
TpeJBapUTe/IbHOe pacCMOTpPEeHHe, PeruCTpaLyio, paCCMOTPeHHe PYKOBOJCTBOM U IOCTaBIISFOTCS
VICTIOJIHUTEJISIM.

52. Tlpwem, mepBrUYHasi 00pabOTKa [JOKYMEHTOB U TIpeJBapUTEIbHOE PacCMOTPeHHe
OCYILIeCTB/ISIIOTCS L{eHTPaIM30BaHHO ci1yxboii [JOY.

53. IlepBuyHasi 06paboTKa BXOJAIMMX JOKYMEHTOB 3aK/FOYaeTCs B TTPOBEPKe TPaBUIBHOCTH
JIOCTaBKH I10 Ha3HAUE€HUIO, 1|eJIOCTHOCTU YIIaKOBKU M BIOXKeHWH, (prKcaluu (akta MoCTyIIeHNs
JIOKyMEHTOB B OpraHU3aL{{I0 U MOATOTOBKe UX K Iepejaye 110 Ha3HAUeHUIO.



[Tpy oOHapy>kKeHNM HEKOMIUIEKTHOCTU WM TOBPEX/JEHHUs JOKYMeHTa Ha HIDKHEM T107Ie ero
rocnefHero aucrta B PK® mpocTaBisitOTCS COOTBETCTBYHOLME OTMETKU U COCTaBJIsIeTCs aKT
NIPOM3BO/ILHOM (DopMBI B Tpex sk3emiuisipax. OUH 5K3eMIUISIp HampaB/sieTCsl OTIPaBUTEIIHO,
BTODOI1 ocTaetcsi B ciiyx6e [IOY, TpeTHii riepefiaeTcsi UCTIOHUTEIO I0KYMeHTa.

KoHBepTbl He YHUUTOXAIOTCS B C/ydasX, KOIZla TOJIBKO IO HUM ONPEeZessoTCa afpec
OTIIpaBUTe/Is, [aThbl OTIPaBKW U IIOyUeHUsl [JOKYMEHTa, a TakKe IPY IOCTYIUIEHUU JINUHBIX
JIOKyMEHTOB.

KoHBepThl ¢ 1oMeTKo#l «JInuHO» 6e3 BCKPBITHS TepefaroTcsl Mo Ha3HaueHWro. OnmbodHo
JlOCTaBJ/IeHHasl KOPPeCIIOH/EHLIMs BO3BpalliaeTcs B [I0UTOBOE OTZe/IeHue.

54. Ilpu npeaBapuUTe/IbHOM PacCMOTPEHUM JOKYMEHTOB IIPOWM3BOJUTCS COPTUPOBKA HUX Ha
perucTpupyeMele U Heperucrpupyemole. [lepeueHb HeperucTpupyeMmbIX  [JOKYMEHTOB
pa3pabarbiBaeTCsl HA OCHOBe TIPUMEPHOTO TiepeuHsi JOKYMEeHTOB, He IojjieXall[iX PerucTpalyn
B cayxkbe [JOY, cornmacHo npunoxkeHnro 13 k HactosimyMm [IpaBumam, U yTBep)KAaeTcs
PYKOBOJWTE/IeM OpraHu3aLiu.

Hepeructpyupyemele  [JOKyMeHTBI IepefalOTC B  COOTBETCTBYIOLUE  CTPYKTypHBIE
TrofipasziesieHusi OpraHu3aLvu.

55. Peructpupyemble [OKyMeHTbl IOocje UX peructpayud B PK® mepeparorcs Ha
paccMOTpeHre PyKOBOJCTBY OpraHM3aliiy WM CTPYKTYPHOMY IoJpaszeneHut0 (J0/DKHOCTHOMY
JIMLYY) JIJIS1 IPUHATHUS PelleHusl.

[lpu  Ge3oTnaraTeslbHOM  WCIIOJTHEHWM — TIOCTYIIMBILETO  JIOKYMeHTa  JIOTyCKaeTcst
O3HAKOMJIEHVE WCIIOJIHUTEIS C ero CoZiepkaHueM /10 paCCMOTPeHMs JOKyMeHTa PYKOBOZCTBOM
OpraHu3alyy (CTPyKTYPHOIO NoJpaszeneHus).

56. O6pamenusi GpuU3NYeCKUX M IOPUAWYECKUX JIML] YUUTHIBAIOTCS ILIeHTPaJM30BaHHO U
peructpupytorcsi B PK® B geHb WX MOCTyIUIeHHs] B OpraHU3al[i0 OT/AeIbHO OT OOIIMX
JOKYMEHTOB B TIOpsiIKe, yCTaHOBJIEHHOM TIOCYy[apCTBEHHBIM OpraHoOM, OCYLIeCTBJ/ISIOIMM B
TipeZiesiax CBOeil KOMITeTeHL[UM CTaTUCTUYeCKYIO JiesiTe/TbHOCTh B 00/1aCTU MPaBOBOM CTaTUCTUKU
U CIleL{MajIbHbIX YYeToB.

57. Ilpy npejBapuTesIbHOM pacCMOTPEHUU IOCTYIUBLINE [JOKYMEHThbI pacrpefesstoTcs Ha
Tpelytole 00s3aTesTbHOTO0 PACCMOTPEHUsI PYKOBOJCTBOM OpPTraHU3aliy M He Tpelyrolye 3Toro.
[okymeHTbl, He TpeOyrole 00si3aTe/TbHOTO PAacCMOTPEHUs] PYKOBOJCTBOM, HarlpaB/IsSOTCS
HeTOCPe/ICTBEHHO B CTPYKTYPHBIE TI0Zpa3zesIe st UU OTBETCTBEHHBIM UCTIOTHUTEISIM.

[Mlpu HeobxoguMocTH  0Oe30T/araTelbHOTO  WCTIOMHEHUWs]  TOCTYMMBILIET0  JIOKyMeHTa
JOTTyCKaeTCsl O3HAKOMJ/IEHWe WCIIOJIHUTeNs C ero COfiepkKaHWeM [0 PacCMOTpPEeHUsl JOKyMeHTa
PYKOBO/ZICTBOM OpraHu3alyy (CTPYKTYPHOI'O MOfpas/iesieHus).

58. IlpeaBapuresibHOe pacCMOTpeHUe JOKYMEHTOB OCYLLEeCTB/ISeTCS UCXOAS U3 OL@HKU UX
COJiep’KaHus, aBTOPCTBA, CJOKHOCTM W HOBU3HBI IIOCTaB/€HHBIX BOIPOCOB HAa OCHOBaHWUU
yCTaHOB/IEHHOTO B OPTaHM3alUy pacripeZiesieHns 00s3aHHOCTe!.

59. O6si3aTeTbHOMY PacCCMOTPEHHIO PYKOBO/ICTBOM TIOAJIEXKAT JOKYMEHTHI, TIOCTYITUBIIINE W3
Apvunuctparyu Tlpesuzsenta Pecnyomuku Kasaxcran, Ilapiamenra Pecriy6muky KasaxcraH,
Kanuenspuu Tlpembep-Munuctpa Pecniybsmuku KasaxcraH, LeHTpPa/IbHBIX M MECTHBIX
TOCYJAapCTBEHHBIX OPraHOB, BBIIIECTOSI|EM OpraHu3anuy, oOpameHus (GU3NYeCKUx W
IOpUUYEeCKUX JIUL].

60. JIOKyMeHTbl, pacCMOTpDeHHble  DYKOBOACTBOM  OpraHusanyy  (CTPyKTYPHOIO
roJpasaesnenusi), Bo3ppairatotrcs B cayx0y JOY, rae B PK® BHocATCs cofiep>XaHUsT Pe30TIOLHM,
a IOKYMEHTHI [1epejatoTCs UCTIOTHUTEIAM 110/, POCIIUC.

JJOKyMeHT, UCTo/THeHHe KOTOPOTro BO3/I0’KeHO Ha TOo/jBeZJOMCTBeHHbIe (- yI0) OpraHu3aiuu (-
10) WIM HEeCKOIbKO CTPYKTYPHBIX IOJpasfie/leHuH, NepesjaeTcss UM OLHOBPEMEHHO B KOMHUAX C
cooTBeTcTBytOIlel oTMeTKo B PK®. ITogivHHMK mnepejaeTcsi WCIOIHUTENO, yKa3aHHOMY B
Pe30/II0LUU TIePBLIM.

[TocTtynuBimMe TeserpaMMbl NPUHUMAKOTCSL T10[ PacIMCKy C IIPOCTaBlIeHWEeM [aTbl U
BpeMeHM IpueMa, PerucTpUpYOTCs, a 3aTeM IlepefjaloTCsl Ha pacCMOTPeHHe PYKOBOACTBY U
VICIIOJIHEeHNe.




Texkct mocTymnuBlIelt TenedoOHOrpaMMbI  3amMcChbiBaeTcsi  (TleyaTaeTcst) TIoayuaresieMm,
pervucTpyUpyeTcsl U ONepaTMBHO Mepe/iaeTcsl PyKOBOAUTE/0, KOTOPDOMY OHa a/ipecoBaHa.

I[Tpu npreme TenedoHOrpaMmbl O(POPMIISIFOTCS CIeAYIOLIMe PEKBU3UTHI: TEKCT, OTIIPaBUTe/Ib,
HauMeHOBaHMe BH/a JIOKyMEeHTa, JlaTa, HOMep, HaMMeHOBaHWe JO0/DKHOCTHU, MHULIMAI UMEHH U
damunus nuLa, MOANMUCABILIero A0KyMeHT. KpoMme Toro, ykasbIBarOTCS JO/DKHOCTU U (haMUIUU
JIULY, Tlepe/laBLInX Y NPUHSBLIMX Teje()OHOrpaMMy, Yacbl U MUHYThI IIpUeMa-Tiepejaun.

61. TIpu pemeHny BOMpocoB 6e3 COCTaBIeHUs AOTIOIHUTENBHBIX JOKYMEHTOB UCTIO/THUTEb
JleiaeT OTMeTKU Ha JjokymeHTe U PK® o pgarax mocryriieHusi (ecid obpa3oBajicsi MHTepBas
BPEMEHU MeXJy IOCTyIJIeHWeM [JIOKyMeHTa M €ero [OCTaBKOM WCIOJHUTEN0), JaTax
MIPOMEXKYTOYHOT'O MCTIO/IHEeHHs1 (3anpocC CBefleHWH, Tesle()OHHbIe TIePEeroBOPhI U [IpyTUe), JaTe U
pe3ysibTarax OKOHYaTe/IbHOTO UCITO/IHEeHUSI.

62. Tlpy TIOCTYIUIEHWH 3/IEKTPOHHOTO JAOKyMeHTa ciayxboit [1OY mpoBoauTcs mporiegypa
MIPOBEPKU TOJ/IMHHOCTH 3/1IeKTPOHHOM LM(PPOBOM TMOAMNKCU C MCII0/b30BaHUEM OTKPBITOrO
KJIt0Ya /1eKTPOHHOM LiM(pOBOM MOANKCH U CPeACTB KpUNTOrparueckoi 3aljuThl MH(OpMaLiH,
peanM3yroLMX TporiecC (OpPMUPOBaHWST W TIPOBEPKU 3/71€KTPOHHOM LM(pPOBOM MOAMHUCU
(cpencTBa 3neKTpOHHOM L{M(POBOM MOANMCH), @ TaKKe MPOLIeJIINX NPOoLeAypYy TOATBEPKAEeHUS
COOTBETCTBHUS B TIOPsJKe, YCTAaHOBJEHHOM 3aKOHOAaresbCcTBOM Pecrybmuku Kaszaxcran B
00/1aCTH TEXHUUECKOTO peryIMpoBaHusl.

63. B ciayuae BbIsIBIeHUSI HECOOTBETCTBUS 3/7€KTPOHHOM LM(POBOM MNOAMUCH TIOC/e
NIpOBe/IeHNs TpOLieypbl TPOBEPKH 3/1IeKTPOHHOW LIM(POBOM TMOAMMCU C HCI0/Ib30BaHUEM
CPeACTB 3/IeKTPOHHOW LM(PPOBOM mMoANMCH (Hasnee - OTpULIATENbHBbINA DPe3y/bTaT MPOBEPKU
MOJ/IMHHOCTH  3/IEKTPOHHOW LM(POBOM TMOANWCHU), SMAEKTPOHHBIM [JOKYMEHT CUMUTaeTCs
HeTo/IyuYeHHbIM, O 4YeM TIojyvyare/b 3/7eKTPOHHOIO J[OKyMeHTa Harpas/iseT yBeJOMJIeHue-
KBUTAHLIMIO, SIB/SIOIEECS 3/IeKTPOHHBIM JIOKYMEHTOM C OTMETKOM «He MPUHSATO», MOANKMCAaHHOe
coTpygHUKOM C1y>k0bI [JOY, ¢ ykazaHWeM MPUUYMHBI HeTTO/TyYeHus! JOKyMeHTa.

[Tpu nonyuyeHUM NOATBepPXKAeHHs1 (yCTaHOBIEHUS) MOAJIUHHOCTU 3/€KTPOHHOW LIU(PPOBOU
MIOANMCH C WCIIO/b30BaHUEM CPEJCTB S/eKTPOHHOW LM(POBOM MOANKCH TOC/Ie TpOBeJeHUs
NpoLielypbl POBEPKM 37€KTPOHHOM LIM(PPOBOU MOAMUCH (Jasee - IMOJOXKUTE/bHbI pe3y/bTar
TIPOBEPKH TOJJIMHHOCTHU, 31eKTPOHHOM LIU(PPOBOI MOATMNCH), TeKTPOHHBIN TOKYMEHT TIOJJIeXKUT
riepBUYHOI 00paboTKe.

64. IlepBruHast 06paboTKa 37IeKTPOHHOTO /JOKYMEHTa BKJTFOUaeT TIPOBEPKY:

1) [elCTBUTENIBHOCTH PErMCTPALIMOHHBIX CBU/ETE/TLCTB 1eKTPOHHOM LiM(POBOM NMOAUCU U
OTKPBITOTO KJIFOUa S/eKTPOHHOW IM(POBOM TIOAMHCH, C WCIOIb30BaHHEM KOTOPOTo Obul
YAOCTOBEPEeH 3/IeKTPOHHBIN [JOKYMEHT;

2) BCex peKBH3UTOB 3/IeKTPOHHOIO [JOKYMEHTa;

3) TMOJIHOMOYMI CTaTyca BCeX JIWL], C MCIO0Jb30BaHUEM 3/IeKTPOHHOW LIM(GPOBON TMOAUCU
KOTOPBIX yA0CTOBEpEH 3/IeKTPOHHBINA JJOKYMEHT.

65. Perucrpauysi 3/7eKTPOHHOTO JOKyMeHTa ciyxb6oit [JOY ocyilecTBisieTcss TIpu
YCTaHOBJIEHWH TPUHAJJ/IE)KHOCTH 3JIEKTPOHHOIO [JOKYMEHTa OTIIPaBUTEN0 U LIeJIOCTHOCTH
cofiep>kaHus MyTeM MpOBeJeHus] MpoLielypbl MPOBEPKU 31eKTPOHHON LM(PPOBOU MOAIUCH U
MIOJTyYeHUs1 TIONIOKUTE/IbHOTO — pe3y/bTara IIPOBEPKH 3/eKTPOHHOM LMGpOBOM MOAMHUCH
JIO/DKHOCTHOTO JIMIJa TOCYJapCTBEHHOr0 oOpraHa (OpraHvsaliid), MCIOMb30BaHHOM TIpU
YAOCTOBEPeHUH 3/IeEKTPOHHBIX JOKYMEHTOB, U3/laBaeMbIX UM B MpeZiesiax ero oJTHOMOYMM.

66. Peructpupyembie JOKyMeHTHI Tocie ux peructpanuu B PK® u OPKK nepegarorcsi Ha
pacCMOTpeHre PyKOBOZJCTBY OpraHv3aliy WIA CTPYKTYPHOMY IOJpaszeneHnI0 (JO/DKHOCTHOMY
JIMLYY) [IJ151 IPUHSATHSL peLleHusl.

[lpu HeoOxopumocTH 0Ge30T/IaraTeslbHOTO — WCTIOJIHEHWSI  TIOCTYITMBILETO  /JOKYMeHTa
JIOTTyCKaeTCsl 03HAKOMJ/IEHWe WCIIOJIHUTENS C ero COofep>kKaHWeM [I0 PacCMOTPEeHUsi JOKyMeHTa
PYKOBOZICTBOM OpraHu3alyy (CTPYKTYPHOIO MOApas/iesieHus).

67. TIpy MOCTyIUIeHUM BXOZSILEro J[OKyMeHTa, HarlpaB/ieHHOTO TOJBKO Ha OyMaKHOM
Hocutesie, ydyacTHUK C3]l BOCHPOM3BOAUT B 3/1eKTPOHHO-LIU(POBYI0 (opMy (CKaHUPYeT)



MOCTYTMBIIMK [JOKYMEHT U BCe ero NMpWIOXKeHUsl B OJUH 3/71eKTPOHHbIN (aitn ogHoro dopmara
(2N1eKTPOHHOTO JJIOKYMEHTa, yZ0CTOBEPEHHOTO 371eKTPOHHOM L[M(POBOI MOAIKUCHIO).

68. IlonmyueHue 1 perucTpanus 371eKTPOHHOIO JOKyMeHTa NoAareepxkaarorcsa B CIO/ myrem
repefjauM OTIIPABUTE/IIO yBEJOMJIEHUSI-KBUTAHL[UM - 37IeKTPOHHOIO [JOKYMEHTa, COoZeprKalliei
JlaHHbIe 0 (PaKTHYeCKOW JOoCTaBKe U CaefyHole OTMeTKH (Jjasee - yBeJoM/IeHue-KBUTaHLMs):

1) nanHbIe 006 oTNpaBUTE e YBeIOM/IeHUsI-KBUTAHLU;

2) faTy, BpeMs Mo/IyYeHus1 3/IeKTPOHHOTO [IOKyMEeHTa;

3) pary perucTpauyyd M perucTpaljMOHHBIM HOMep, MpucBoeHHbIM B C3/] momyuarens
3JIEKTPOHHOTO [JOKYMEHTa;

4) 3/1eKTPOHHYI0 [TU(PPOBYIO TIOANMCH COTPYAHUKA CyKObl [IOY rocynapCTBeHHOro opraHa
(opranu3sanum) - rosyuaresisi (ocje perucTpaluu 371eKTPOHHOTO JOKYMeHTa);

5) faHHble 00 OTBETCTBEHHOM HCIIONIHUTE/e TOCY/apCTBEHHOTO oOpraHa (OpraHu3alyu)-
T0JTyyare/isi.

TocyyapcTBeHHbIM opraH (opraHu3alusi) - Toaydaresib obecrieumBaeT aKTyaqbHOCTb U
JIOCTOBEPHOCTbH JJAaHHBIX 00 OTBETCTBEHHOM HCTIO/THUTEJIe 37IeKTPOHHOTO I0KYMEeHTa.

69. DeKTPOHHBIN JOKYMEHT CUMTAEeTCsl He I0CTaB/lIeHHBIM [10J1y4yaTesito, eC/Id OTIIPaBUTE b
He TOTyYW/1 yBeJOM/IeHUSI-KBUTAHL[MU O II0JIyYeHUH 3/IeKTPOHHOIO JJIOKyMeHTa.

70. Eciiu yBefiomieHMe-KBUTAHIMSI He TIOJTyYeHO OTTIpaBUTe/IeM B TeueHue Of[HOro paboyero
JIHS TIOC/Te OTTIPABKM 3JIEKTPOHHOTO JOKYMEHTA, TO OTIIPABUTE/b YBEJOMJISET Toydaress 00
OTCYTCTBUHU TIOATBEP)KAEHUS TI0TyUeHHs 37IeKTPOHHOIO JOKYMeHTa NPy MOMOLLM UHBIX CPeZCTB
CBSI3U.

[Mpu moctynaeHnd OyMa)KHOTO [IOKYMeHTa, KOTOPbIH YyyKe 3aperucTpupoBaH B ¢opmare
3JIEKTPOHHOTO ZIOKyMeHTa U HaXoAuTCs B 00paboTtke, cayx6oii [JOY Ha OymMaKHOM /IOKyMeHTe
MPOCTaB/ISIETCS] OTMETKA O TMOCTYIUIEHWM J[IOKyMeHTa. B paHee c037aHHOM 3/1eKTPOHHOU
PerucTparjiOHHON KapTOuKe JaHHOTO IOKYMeHTa IMPOM3BOAUTCS OTMETKA 0 Ha/IMUMHU OyMaXkKHOTO
JIOKYMEHTa.

71.  JIOKyMeHTBl, = pacCMOTPeHHble  pPyKOBOJCTBOM  OpraHusanuu  (CTPyKTYpPHOIO
nofpazaenenusi), Bo3Bpaiaorcsa B cayx0y 0V, rae B PK® u SPKK BHOCATCS copep>KaHUs
Pe30J/IF0LMH, a JOKYMEeHTBI ITepefjatoTCsl UCTIOTHUTEISIM.

JJOKyMeHT, UCTo/THeHre KOTOPOTro BO3/I0’KeHO Ha TOo/jBeZJOMCTBeHHbIe (- yI0) OpraHu3aiu (-
10) U (A1) HEeCKOJIbKO CTPYKTYPHBIX MOJpa3/jeseHn, nepeaeTcss UM OJHOBPEMEHHO B KOMUSIX C
coorBercTBytolieli otrMerkod B PK® u OPKK. IloanuHHUMK mniepefiaeTcss HWCIIOTHUTEIIO,
yKa3aHHOMY B Pe30JIFOLJUU I1epBbIM.

[Tepesaua 5/1€KTPOHHBIX JOKYMEHTOB MCIIOHUTEISIM OCyIlleCTB/sieTcsl mocpeacTsom CI/I.

[TocTynuBmMe TenerpaMmsl IIPUHHUMAIOTCS IO, PaclMCKy C IIPOCTaB/IeHWEM JaTbl U
BpeMeHM TpueMa, PerucTpUpyroTCs, a 3aTeM I[epefjaloTCsl Ha pacCMOTpPEeHHe PYKOBOACTBY U
VICIIOJTHEHHE.

Tekct mocTynuBLIel TeneOHOrpaMMbl — 3anMchbiBaeTcsl  (TleyaTtaeTcst) IIOIyvyaTesieM,
PerucTpyUpyeTcsl U ONepaTUBHO IepefiaeTcsl PYKOBOAUTE0, KOTOPOMY OHa aJipecoBaHa.

[Tpu npueme TenedoHOrpaMMbl O(DOPMJISIFOTCS CeYIOIIe PEKBU3UTBI: TEKCT, OTIIPaBUTEIb,
HauMeHOBaHVe BHJa JIOKYMEeHTa, /laTa, HOMep, HauMeHOBaHWe O0/DKHOCTH, MHULMAI UMEHU U
damunug nuua, nojnvcasLIero AokymeHT. Kpome Toro, ykasaTb JO/DKHOCTA M (DaMUIUM JIULI,
repe/iaBLIMX M MPUHSBLIMX Tesle()OHOTPaMMYy, Yacbl U MUHYTHI [IpHeMa-Tepesiaunl.

72. Tlpu pellieHUH BOTIPOCOB 0e3 COCTaB/IeHHs! [JOTIO/IHUTETbHBIX JOKYMEHTOB HUCIIOTHUTEIb
Jenaer OTMeTKHM Ha mokymeHTe U PK® u DPKK: o mare mocrtymieHust (ecii oOpasoBasicst
VHTEepBa/l BpeMeHU MeX/y IMOCTYIUIeHHeM [JOKYMeHTa U ero J0CTaBKOW MCIOMHUTENI0); Aarax
IIPOME)XYTOYHOI'0 WCIIOMHEHUs (3arpoc CBeJjeHWH, Tese()OHHbIe IeperoBOpkl U pyrue); gare u
pe3ysibTaTax OKOHYAaTe/IbHOI0 UCIIO/IHEeHUSI.

Bce oTMeTKH Ha JOKyMeHTe pa3MeljaloTCsi Ha CBOOOJHBIX OT TeKCTa MeCTax.

ITaparpad 2. ITopsagok 06padoTKH HCXOAAIHUX AOKYMEHTOB



73. O6paboTKy UCXOAAIIMX JOKYMEHTOB OCylecTB/seT cayxba JOY.

[lpu mipueMe AOKYMEHTOB [jisi OTIPaBKU ciy>kba [1OY mipoBepsieT MpaBWIBHOCTb WX
oopm/ieHusl, HalWuuue U TIOJIHOTy TIPDWIOXKEHWM, YKa3aHHbIX B OCHOBHOM [JOKYMEHTe.
HenpaBuibHO odopMiieHHbIe JOKYMEHTbI BO3BPALLAt0TCsl UCTIOTHUTEISIM.

74. IlopnycaHHble NOKyMEHTbl DErMCTPUPYIOTCS U OTIPAaBJSIOTCS ajpecary (azpecaraMm) B
JleHb WX TIOATMCaHus (YTBEP)K/IeHNsI) WK He TI03iHee CJieflytolero pabouero /Hs, TejerpamMMbl
U TesiepakcChl - He3amMe/IUTe/IbHO.

B C3l pomyckaercssi aBTOMarviueckoe NPUCBOEHHe PervucTpalOHHOIO HOMepa U [aThbl
JIOKyMeHTa MPU MOAIUCAHUM 3JIeKTPOHHOTO foKymeHTa JOLIIT.

75. OpuruHaabl WCIOMHEHHBIX OyMa)KHBIX JOKYMEHTOB BMeCTe C OTIYCKOM JOKyMeHTa
repe/iatoTCs B Te CTPYKTYPHbIe M0/pasze/ieHrs WIN N04BeJOMCTBeHHble OpraHu3aliii, KOTophble
SIB/ISUIACh OCHOBHBIMM HCIIOJTHUTE/ISIMU M TPOU3BOJAT (OPMHUPOBaHME COOTBETCTBYIOLUX el
COIVIACHO HOMEHKJ/IaType JieJl.

76. Ilepen OTIpaBKOW 35/1€KTPOHHOIO JIOKyMeHTa IIpOBepseTCs IPaBUWIBHOCTb €ro
oopmrenusi (Hanuuve oOsi3aTeNbHBIX PEKBU3UTOB 3JIEKTPOHHOTO [OKYMeHTa), B TOM 4HCIIe
NPOBOAUTCSL  TpoLiefypa TMPOBEPKHM  3/1eKTPOHHOM  LM(POBON  TOAMNWCH, TPOBEPKHU
MOJIO)KUTE/IbHOTO ~ pe3y/bTaTa 37eKTPOHHOM LM(pPOBOM TMOAMUCH W  PEervMcTpaLOHHbIX
CBU/IETE/IbCTB.

OTBeTCTBEHHOCTb 3a COOTBETCTBHUE COZEp’KaHWs 3IEKTPOHHOIO [JOKYMeHTa IIOJ/IMHHUKY
OyMa)KHOTO ZJOKyMeHTa HeCeT roCyjapCTBeHHbIM OpraH (OpraHu3aLysi) - OTIPaBUTEb.

77. Eciiu JOKyMeHT, HarlpaBJieHHbIH B IPYTyI0 OpraHU3aliyio, A0/KeH ObITh BO3BpallieH, TO B
TIpaBOM BepXHeM YIJIy TIepBOTO JIMCTa ZOKyMeHTa Ha OyMa)KHOM HOCHTesre Ha CBOOOJHOM OT
TeKCTa I10/1e IIPOCTAaBJISA0T LITAMII WU Jie/Iat0T IIOMeTKY O BO3Bpare, TaKylO JKe TIOMeTKY [e/1atoT
B PK® u OPKK.

INaparpad 3. ITopsaaok Npoxox/jeHusi BHYyTPEHHUX 0KYMEHTOB

78. Tlpoxok/leHWe BHYTPEHHUX [JOKYMEHTOB Ha JTarlaX WX TMOATOTOBKM W 0O(OpMJIeHUs
COOTBETCTBYeT TMPOXMK/EHUI0 UCXOJAIMX [TOKYMEHTOB, Ha JTarie HWCIOJHeHUs] - BXOSIIUX
JIOKyMEHTOB.

79. Tlepesaua BHYTPEHHUX [OKYMEHTOB MeXAYy CTPYKTYPHBIMU MOApa3ze/eHUsMU
OCYILeCTBJISIeTCS  JO/DKHOCTHBIMU ~ JIMI]aMHM, OTBETCTBEHHbIMH 3@  JIOKyMeHTal[MOHHOe
obecrieyeHre ympaBleHUs] B CTPYKTYPHBIX TIOZipa3feneHusik. JJOKyMeHTbI TepefarTcs C
COOTBeTCTBYHOLel 0TMeTKOM B PK®.

[loKyMeHTBI, CO3ZlaHHbIe B TIpPOLiecce MepernucKy MeXXy MCTIOMHUTeTbHBIMUA OpraHaMu U UX
MO/IBe/JOMCTBEHHbIMM OpraHU3allUsMHM, a TakKXe MeXAy HCIOJHUTeTbHBIMU OpraHaMu,
(bUHAHCUPYEeMBbIMU U3 MECTHOTO OFO/PKeTa, He BK/TFOUAKOTCSI B COCTaB BHYTPEHHUX JIOKyMEHTOB.

Ilaparpad 4. ITopsafok perucrpaiuy JOKyMeHTOB

80. PerucTpaijuu nopsexxar JOKyMeHTbI, TpeOytolliye yueTa, UCTIOIHEHUS U UCTI0/Ib30BaHUs
B MH($OPMaL[MOHHO-CIIPaBOYHbBIX LIeJIsiX.

81. PerucTpaiiyst JOKyMEHTOB OCYII[eCTB/ISIeTCS LieHTPpaM30BaHHO crykooii [1OY.

82. [IBvrKeHve [JOKYMEHTOB B OpraHM3aliiM C MOMEHTa WX CO3[aHUs WM TIOJydYeHUs [0
3aBeplleHys] WCIIOJTHEHUS], OTTIpaB/ieHus, ()OpMHPOBaHUs Jiejla U C[aud B apXWB OpraHU3aliuu
obpasyeT IOKyMeHTOO00OOPOT.

83. O6beM JoKyMeHTO0O0pOTa orpe/esseTcss 0BIIUM KOJTMUeCTBOM BXO/SIIINX, UCXOSIIUX
Y BHYTPEHHUX [IOKyMEHTOB 3a MeCslLl, KBapTasl, TOJ.

3a eMHULY yJeTa KOJIMyecTBa JOKYMEHTOB NPUHUMAETCS CaM ZIOKyMeHT 6e3 yueTa KOTui.



84. B opranmsauusix ¢ obvemoMm gokymeHTooOOpoTa cBbimie 2000 [OKYMEHTOB B TOf
JIOTTyCKaeTCsl JlelleHTpa/Ii30BaHHasl PerucTpalusi JOKYMEeHTOB, TpU KOTOpoil B ciyxbe JOY
PerucTpupyrTCs [OKYMEHTBI, MOCTyNarwllfe Ha pacCMOTPEHHe PYKOBOZCTBA OpraHW3alii,
pacropsiiutesibHble OKYMEHTHI OpraHu3alyu, obpaijeHust GU3NUeCKUX U HOPUIUUECKUX JIHLI,
Tepenycka 3a IOAIMCbI0 PYKOBOZCTBA, B CTPYKTYPHBIX IIOApasfesleHUsX PernuCTpUpPYHOTCS
aZipecoBaHHbIe [JAaHHBIM CTPYKTYPHBIM I10Jpaszie/IeHUsIM JJOKYMEeHTHI.

JloKymMeHTBI, TlepefjaBaeMble WM [PUHUMaeMble I0 KaHajlaM CBSI3M, PEerMCTPUPYIOTCS B
cnyx6e [JOY umm CTPyKTYPHBIX TIOApa3/ieieHUsIX, OCyIIeCTB/ISIONMX UX MpHeM (Tepejauy).

85. Perucrtpanyss v mpueM TOATMHHUKOB OyMa)KHBIX [JOKYMEHTOB, OyMa)KHBIX KOIIHIA
3JIEKTPOHHOI'O [OKYMeHTa, ITOCTYIAalIUX OT y4yacTHUKOB CO]I, OCyLeCTBJISIOTCS TONBKO MPU
Ha/IMUUK COOTBETCTBYIOIIMX 3JIEKTPOHHBIX JOKYMEHTOB.

86. [10KyMeHTBI pPerucTpyMpyroTCsi B OpraHu3alid O[WH pa3: BXoJdlue - B [ieHb
NOCTYIUIEHHS], UCXOZALLe U BHYTPEHHUE - B IeHb NOJIIMCaHus (YTBePKeHUs).

[loKyMeHTbI, He3aBeplleHHbIe /e/I0NPOM3BOJCTBOM, WK TpeOyroliye [JIUTeJIbHOTO CPOKa
VICTIO/JTHEHHS], TTepepernucTpaLu He Mo/ iesxar.

[Tpu nepejaue [OKYMeHTa /il UCIIO/IHEHUSI (O3HAKOMJIEHMS) M3 OJHOTrO TOApa3jeseHus B
Jpyroe HOBBIM PerucTpalOHHbIM HOMep He mnpurcBavBaeTcsl. Ha HWKHeN CTOpOHe MocC/iefHero
JIUCTa JOKYMeHTa WM Ha ero o0OpOTHO# cTOpoHe, a Takke B PK® mpocraBnsercsi fara (npu
HeoOXOIMMOCTH - BpeMsi) TepeZaumn.

87. Perucrpauyst BXOJALMX WM UCXOJAIMX JOKYMEHTOB-OTBETOB OCylllecTBsieTcs: B PK®
VHULIMATBHBIX JOKYMEHTOB.

Pervcrpanusi UCXOAALMX [JOKYMEHTOB (MHULMATHBHBIX U OTBETHBIX) OCYILECTBJSIETCS B
enrHoM PK® ncxoadimyx JOKYMeHTOB.

88. B opranuszauuu npuMeHsroTcs ciegyromme PKD:

1) kapTouka perucTpalM BXOJALIUX [JOKYMEHTOB, KapTOyKa perucTpaljM HCXOASIMX
JIOKYMEHTOB M KapTOuka perucTpalyuud BHYTPEHHUX J[JOKYMEHTOB 10 (opMe COITIaCHO
npunoxenuro 14 kK Hacrosawmm Ipasunam;

2) >KypHajq perucTpalui BXOAALMX [OKYMEHTOB, >KypHa/l PperucTpanuu HCXOIALIMX
JOKYMEHTOB M JKypHa/l perucTpaluy BHYTPEHHUX [IOKYMEHTOB IO (opMe COIJIaCHO
npuioxkeHuro 15 K Hactosmmm IpaBunam.

89. YcraHaBnMBaeTcsi CleAyOLMKA COCTaB CBeJEeHWHA O [OKyMeHTe, MOJJIeKalleM
00si3aTe/IbHOM perucTparyu:

1) HaMeHOBaHUe OpraHU3al[uK (aBTOpa WK KOPPeCIOH/EeHTa);

2) HaUMeHOBaHue BU/A JOKYMEeHTa;

3) Aara ¥ perucTpaluoHHbIN HOMep (MH/IeKC) MOCTYMUBILET0 JOKYMEHTa;

4) 3aros0BOK K TEKCTY (KpaTkoe Cofiep>KaHue JOKYMEHTa);

5) pe3otoLus (MCMOMHUTEb, COZlepyKaHKe TIOPyYeHus], aBTop, Jjata);

6) CPOK MCTMOTHEHUS [JOKYMEHTa;

7) NOANUCh UCTIONHUTEIS O TIOJTYYeHUH I0KYMEHTa;

8) ormeTka 00 UCIIO/THEHUH JOKyMeHTa U HalpaB/ieHUU ero B JeJi0.

CocraB oOsi3aTeNbHBIX CBEJEHWH B 3aBUCHUMOCTH OT XapakTepa JOKyYMeHTa M 3a/iau
WCTIO/Ib30BaHUs  WHGOpPMAaLMK TP HeoOXOJUMOCTH JIOTIO/IHSIETCSl IPYTUMH  CBeZleHUSIMU
(HanMuue NPUIOKEHUWH, KO/IMYeCTBO JIMCTOB, TepeMelljeHre JO0KyMeHTa BHYTPU OpraHu3aliuu,
MePeHOC CPOKOB HCIIOJTHEHUST).

90. VHdopmanusi 0 [JOKyMeHTax, MO/yuyeHHas NpM WX perucrpanyy, IoCTynaeT B
MH(POPMAaL[MOHHO-TIOUCKOBYI0 ~ CUCTeMY, KOTopasi BK/OuaeT B cebsd KapTOTeKu U
K/IaCcCHU(VKaL[MOHHbIe CTIPABOYHHUKHU.

91. PK® cocTaB/siOT C/iefyrolie KapTOTeKU:

1) 1o KoppecroH/ieHTam;

2) 1o BUJaM JI0KyM€eHTOB;

3) mo aBTOpaM [J0KyMEHTOB;

4) KOHTPOJIbHBIE;




5) KoAU(PUKaIMOHHEIE;

6) no obpateHusIM GU3NUECKUX U FOPUANUECKUX JTUL;

7) Lpyryve B 3aBUCHMOCTH OT 3a/iau NoMCcKa UH(popMaLuy.

92. VYuyactHuku CD]l UCMOMB3YIOT €AWHYH) HOPMAaTHBHO-CIIPABOUHYI HH(GOPMALHIO.
PerynupoBaHue ¥  W3MeHeHWe HOPMAaTHBHO-CIIPABOYHOM  MHGOpMAaUM,  Kacaromlencs
OpraHu3alMOHHO-PaCTIOPSIIUTe/IbHON JOKYMEeHTALWH, OCYIIeCTB/IsIeT YTIOJTHOMOYeHHBIN OpraH.

93. INons 3ammcy 6a3bl JaHHBIX ABTOMAaTU3UPOBAaHHOW MH(OPMALMOHHO-TIOMCKOBOW CHCTEMBI
JIO/DKHBI TIOJTHOCTBIO OTBeYaTh MapaMeTpaM TMOC/IeAYIOLIero ornepaTuBHOTO MOUCKa JOKYMeHTOB
Y KOHTPOJISI 3@ UCIIOJTHEHUEM [JOKYMEHTOB.

INaparpad 5. ITopsgok UCTI0/Ib30BaHUA 3/IEKTPOHHOM M(POBOM Mognucu

94. Yuactauku C3]] obecmeunBalOT TOAJUHHOCTb U 1[@IOCTHOCTb  3/IEKTPOHHBIX
JIOKYMEHTOB IyTeM:

1) wunTerpupoBanus (conpsbkeHuss) B CO3Jl cpencTB KpunTorpapuyeckor —3alliyThbl
vHbopMaluK, peanu3yIoLUX Mpoliecc (GOPMUPOBAHUS U TIPOBEPKU 3JIEKTPOHHOM LM(PPOBOI
noAnvucy (CpeAcTBa 37€KTPOHHOM LMGPOBOM TMOAMMCH), a TakXKe MPOLIeALINX TPOLeAypy
TIO/ITBEP)KJIEHNSI COOTBETCTBHSI B TIOPS/IKE, yCTAHOB/IEHHOM 3aKOHOZATelIbCTBOM Pecrybmmku
Ka3zaxcraH B 06/1aCTH TeXHUYECKOTO Pery/iipOoBaHuUs;

2) cobmofieHysi pasrpaHAYeH s 1PaB 0CTYTIA K 37IeKTPOHHBIM IOKYMEHTaM.

95. YuactHukam CO]l crienyer:

1) XxpaHuTb B TaliHe cay>keOHY0 MH(OPMALMIO, CTaBIIYIO0 UM M3BECTHOU B TipoLiecce paboThl
CO CpeJCTBaMM KPUIITOrpapuuecKoi 3alUThl HH(OPMaLWY;

2) XpaHUTh B TaliHe COJiep)KaHue 3aKPBIThIX (CEKPeTHBIX) K/ouell CpefiCTB 3/1eKTPOHHOMN
1M poBOM NoANUCH (CpeACTB KpUNTOorpaguueckou 3alyThl MH(OpMaLyn);

3) obecrieurBaTh COXPaHHOCTb HOCHTEJIEH KTH0UeBOW MH(POPMALUK U APYTUX JOKYMEHTOB O
KJTIt0Yax 3/1eKTPOHHOW LM()POBOM MOAMNUCH, BblIaBaeMbIX C STUMU HOCUTE/ISIMU MH(OpMaLUY;

4) oCy1lecCTB/IsATh CUHXPOHU3ALMI0 BpEMEHHU Ha MepPCOHA/IbHBIX KOMIbIOTEPAX C 3TalOHHBIM
BpeMeHeM;

5) He OCyIeCTB/IATh IKCIUTyaTall[o MporpamMm (B TOM UuC/ie - BUPYChl) Ha MepCOHAaIbHbIX
KOMITbIOTEpPAaX, KOTOpble HapyllaloT (YyHKLMOHUPOBAaHWE CPE/CTB 3/1eKTPOHHOM LM(pOBOM
TIOZITTHCH, B COOTBETCTBHU C TPeDOBAaHUSIMU TI0 WCIIO/I30BAaHUIO CPEJCTB KPUITOTpadruecKoit
3aLUThl THOPMAaLUHU.

96. [ns odopmieHusi >51eKTPOHHBIX [OKyMeHTOB B C3Jl rocyapCTBEHHBIX OpraHOB
WCIIO/Ib3YIOTCSl TOMBKO Te 3aKpbiThle (CeKpeTHbie) KJIOUM 3/1eKTPOHHOW LIM(POBOM MOAMKUCH,
KOTODBIM COOTBETCTBYIOT OTKPBITbIe K/IHOUM 3/€KTPOHHOW LM(POBOM MOAMUCH, HMeoIre
JleMCTBYIOLME PeruCTpaljMOHHbIe CBU/IeTENNbCTBA, BhljaHHble Y1 I'O.

97. TlopsifoK TpUMeHeHHsl 3/1eKTPOHHOM LudpoBold mnognuck B C3Jl 3akarouaeTcs B
C/lelyroIeM:

1) dopmupoBaHue 3/1eKTPOHHOM LM(POBOM TOAMMUCU [ijIsi TIOATIMCAHUSI 3/IEKTPOHHOTO
JIOKYMEHTa OCYILIeCTB/ISIETCS C UCII0/Ib30BaHUEM:

O[HOM WM HeCKOJbKHX S/7eKTPOHHbIX LW(POBbIX TMOAMNWCEH [AO/DKHOCTHBIX —JIML]
rOCy/lapCTBEHHbIX OPraHOB IPU yJ0CTOBEPEHUM 3/IeKTPOHHBIX JOKYMEHTOB, M3/laBaeMbIX MU B
rpeiesiax uxX MOJIHOMOUHH;

OJHOW 3/1eKTPOHHOM LIM(PPOBOU MOJIUCH COTPYJAHUKA MOApas/e/eHnsl JOKyMeHTalMOHHOTO
obecrieueHus;

2) ¢popmHpOBaHUe 371EKTPOHHOM LIM(POBOW MOANKUCH JOKHOCTHBIX JIUL] TOCY/apCTBEHHOTO
opraHa TpU Y/AOCTOBEPEHUM 3/1eKTPOHHBIX [OKyMEHTOB, M3[jaBaeMbIX MMM B Mpefienax HxX
MOJTHOMOUMH:

JIO/DKHOCTHOE JIMLI0 TOCY[ApCTBEHHOIO OpraHa TMpu Y[OCTOBEPEHUU 3/IeKTPOHHBIX
JIOKYMEHTOB, U3/jaBaeMbIX MM B IpejiesiaX ero rojIHOMOUKH, yA0CToBepsieT (TIOAMKUChIBAET) TEKCT



JIOKyMeHTa (B/IO)KeHHbIN (-ble) (ailfibl) A0 ero perucTpauyyd C TpPUMeHeHHeM 3/1IeKTPOHHOU
LUpPOBOM MOANUCH, KOTOpast obecreurBaeT TOAJTUHHOCTD U 1|€/IOCTHOCTb TEKCTa JIOKyMeHTa;

(opmMHpoBaHue 3/1eKTPOHHOM LM(PPOBOM MOJNIUCH JI0/DKHOCTHOTO JIML[A TOCY/apCTBEHHOIO
opraHa TMpy Y[JOCTOBEPEHHWH S/IeKTPOHHBIX [OKYMEHTOB, M3/laBaeMbIX UM B TMpefenax MX
MOJTHOMOuUMH (T1epBoi 3/1eKTPOHHOU 1[M(POBOM TMOJIMCH) OCYIeCTB/ISETCS C WCIOIb30BaHUEM
CPeJCTB KpUITTOrpauuecKoil 3alUThl UHQOPMaLIMHY, peaau3yrolyX NpoLecc (POpMUPOBaHUS U
TIPOBEPKH 3/1eKTPOHHOW I1[U¢pOBOM moAnucu (CpefcTBa 71eKTPOHHOM LM(POBON MOAMUCH),
K/IIOUEBOT0 HOCUTe/Is MH(GOpPMAalMM CpeACTB KPUIITOrpauueckoil 3aluTbl MHGOpMaLUU U
pPerucTpalOHHOIO CBU/eTe/IbCTBA, NoyyeHHbIX B YII I'O;

3) TipuMeHeHHe 3MeKTPOHHON 1M(GPOBON TOAMMCH COTPYyAHUKA Cayxbel [OY ans
Tepechbl/IKY 3/IEKTPOHHOTO ZIOKyMeHTa MeX/ly rOCy/lapCTBeHHbIMU OpraHaMu:

3JIEKTPOHHOM  L[U(POBOM  MOJNMCHIO  COTPYAHUMKA ciykbbl [1OY  ynocTtoBepsieTcs
(mopmMCchIBaeTCs1) 371€KTPOHHAsE PerucTpalOHHas KapTouka (yHUKaabHbIA HEeHTU(HUKATop,
HasHaueHHbIM u3 CO3]l, mara [OKyMeHTa, aBTOD JOKyMeHTa M 3/IeKTPOHHBIM JOKYMEHT,
YAOCTOBEPeHHbIN 3/1eKTPOHHOU LiM(pOBOM MOAMNKCHIO AO/HKHOCTHOIO JIMLA TOCY/apCTBEHHOIO
oprasa).

d®opMupoBaHHWe  5/€KTPOHHOW  LM(PPOBOM  MOAMUCU  COTPYAHUKA  MoJpasfiesieHus
JIOKYMeHTallMOHHOTO  o0ecrieyeHUsi  OCYILECTB/ISIeTCSI C  WCIOb30BaHHWEM  Cpe/iCTB
KpunTorpaduueckoi 3aluThl MHGOpPMALUM, peasu3yIoLUX TpoLecchl (OPMUPOBAHUS U
TPOBEPKHU 3/1IeKTPOHHOW LM(pOBOM MoAnucu (CpeAcTBa 37€KTPOHHOM I1M(GPOBOUM TMOATNCH),
KJ/IFOUEBOI'0 HOCUTEJI U PeruCTPaLlMOHHOIO CBU/IeTe/IbCTBA, MoydyeHHbIX B Y1 I'O.

ITaparpa¢ 6. O6ecneuenue ungpopmanuonHou 6e3onacHocru CI/|

98. NHdopmaiioHHasi 6e30MacHOCTh armapaTHO-TPOrPaMMHOT0, TeJIeKOMMYHHUKAI[MOHHOTO
obecrieuennsi CO]l peryiaMeHTHPYeTCsl COOTBETCTBYIOIIMMI HOPMAaTHUBHBIMH MTPaBOBLIMU aKTaMH
Pecny6nku Kazaxcras B o6sacty obecriedeHrsi MHQOpPMal[MOHHON 6e30MacHOCTH.

®yHKIMoHUpoBaHue CO/l, efWHOM TPAHCIOPTHOM Cpebl FOCYapCTBEHHBIX OPraHoB, Y1
'O, nepeuenb yuacTHukoB COJI, WX 0053aHHOCTH, OTBETCTBEHHOCTb OIPEJEJISIOTCS |
OCYIIEeCTB/ISIOTCS  C  BBITIOJIHEHHWeM TpeOoBaHMIT  WMH(OpPMAarMOHHOW  0e30racHOCTH B
COOTBETCTBUM C JIOTOBOPAMU Ha BBITIOJTHEHHWE COBMECTHBIX paboT 10 obecrieyeHuto
vuH(pOpMaLMOHHON  6e30macHOCTH  MeX/y OpraHM3aljfeli-3aKa3ulKkoM, TOCy/japCTBeHHBIMU
OpraHaMy Y 5KCI/TyaTUPYIOLMMU OpraHu3alysMiy (OpraHri3alyssMU-UCIIOTHUTEISIMHA).

99. CpeactBa KpunTorpaguueckod 3alUTbl HHGPOPMaLUM, peanu3yloliye MpoLecc
(¢opMupOBaHUsi ¥ TIDOBEPKM 3/IEKTPOHHOM LM(PPOBOM MOAMNUCH, WCMOAL3YKTCS B CTPOrOM
COOTBETCTBUH C UX 3KCIUTyaTallMOHHOW JOKYMeHTalel U NpaBulaMy UCTIOIb30BaHMUs.

100. JokyMeHTbI, COAepKallue CBeleHUsl, COCTaBJISIIOLIe TOCyJapCTBeHHbIe CeKpeThl, He
TIo7iIe)kar npremy, oopaboTKe, XpaHeHU!O U riepesiaue uepe3 CI/I.

INaparpad 7. IlopsijoK KOHTPOJISA MCNIO/IHEHHsI AOKYMEHTOB

101. KoHTpOJIb WCIIOHEHHS [JOKYMEHTOB BK/IIOUYAeT MOCTAaHOBKY [JOKyMEHTa Ha KOHTDOJIb,
pery/iMpoBaHue XO/a UCIO/HEeHUs], CHSITUEe UCIIOTHEeHHOTO JOKYMEeHTa C KOHTPOJIS], HarpaB/ieHue
WCTIOJIHEHHOTO ZIOKyMeHTa B [leJio, yueT, 000011jeHre U aHau3 X0/la U Pe3y/bTaTOB UCTIOTHEeHUs
JIOKYMEeHTOB, UH(OPMUPOBaHUe PYKOBOJCTBA O COCTOSIHUW UCIIO/IHEHUS JOKyMeHTOB. CBeJieHUst
00 WCMONMHEeHHWH [IOKYMEHTOB, TIOAJIEXKAI[UX KOHTPOIIO, W obpalieHuid GU3NUeCKUX W
IOpUUYeCKUX JIUL] 3aIl0/IHAKTCSA COIVIaCHO npunoxkenuam 16 v 17 k Hacrosammm IIpasunam.

KoHTposib UCro/iHeHus1 JOKYMEHTOB BK/IFOUaeT CJ/ie[yroLye 3Tarlbl:

1) mocTaHOBKa IOKyMEHTOB Ha KOHTPOJIb;

2) TipoBepKa CBOeBPeMEeHHOCTH /I0Be/leHHsl JOKYMEHTOB []0 UCTIO/THUTeIel;




3) npefBapuTe/ibHas MPOBepKa U Pery/MpoBaHue X0/a UCIIOMHeHUS;

4) cHATME IOKyMeHTa C KOHTPO/IS;

5) HampaB/ieHHe UCIIO/IHEHHOTO JOKYMeHTa B J1eJ10;

6) yueT, 060011]eH1e 1 aHa/IM3 pe3y/IbTaTOB KOHTPOJISI UCTIOJTHEHUS I0KYMeHTOB;

7) nH(bOopMHpOBaHUe PYKOBOZCTBA O XO/ie M pe3y/bTaTaxX WCIOMHEHUs JOKYMEHTOB.

102. KoHTpo/t0 TI0A/IeXKaT BCe 3aperucTpUpOBaHHbIe JOKYMEHTHI, TpeOyrolijie UCTIOTHeH S,
B TOM UHCJIe TIPOLUIBIX JIeT, KOTOpble B CH/Iy Pa3IMUHbIX MPUUYMH He OB MCIIOMHEHBl W MX
WCTIOJTHEHNE TIepeHeceHo Ha TeKylui rof. B sTux ciyyasx nepeperucrpainusi JOKyMeHTOB He
rpoBoAuTcs, a B PK® yka3bIBatOTCsl BHOBb YCTAHOBJ/IEHHbIE CPOKHU.

103. Aktei u miopydyeHusi [lpesuzjeHta Pecnybmuku Kaszaxcran, PykoBojcTBa
Apvunuctparyu  [Ipe3ugenta Pecriy6mmky KasaxcTaH € yueTOM yCTaHOBJIEHHBIX CPOKOB
VICITOJIHEHHUS CTaBSITCSL Ha C/le/lyIoLyie BU/IbI KOHTPOJISL:

1) cpouHBIH - C TIOMETKaMH: «BeChMa CPOYHO» - B TeUueHHe TpeX paboumx JHEeH, «CPOUYHO»,
«YCKOPHUTb» - 10 1ecSITH pabounx [Hel;

2) KpaTKOCPOUHBIH - OT fIecATH pabounx JHeN 0 OIHOTO MeCsIIa;

3) cpefiHeCpOUHBIH - OT OJHOTO /10 111eCTU MeCsILeB;

4) IONTOCPOUHBIY - CBBILLIE LLIECTU MeCsILieB.

CpoKM WCIIO/IHEeHUSI TIOPyYeHUM, YCTaHOB/IEHHble B akTax W MopyueHusix Ilpe3uzeHTa
Pecny6nvku Kasaxcran, Agmunuctpaiuu [pesugenTta Pecriy6uky Ka3axcraH, MCUMCISIFOTCS B
pabouux JHSX CO JHS UX MOCTYTUIeHUs B OpraHU3al[Hio.

B cnyuasix, eciy B IopyuyeHMsIX He yKa3aHbl CDOKM, TO OHU MCIIOHSIOTCS B MEeCSUHBIM CPOK
c BHeceHrneMm uHpopMmaimu B agpec IIpe3ugentra Pecriybnmuku KaszaxcraH, AJMUHUCTpaLUu
[MpesuzenTa Pecrybuky Kaszaxcras.

104. Aktbl u mopyuenusi [lpaButennbctBa Pecrybnmuku Kasaxcran, ITpembep-MuHucTpa
Pecnyommku KaszaxctaH wim ero 3amectuteneii U PykoBogutens Kanienspuu ITpembep-
Munuctpa Pecniybnvku KaszaxcraH cTaBaTcsi Ha CeAyroIe BU/ibl KOHTPOJIS:

1) cpouHBIi1 KOHTPOJIb C TIOMETKaMU «BeCbMa CPOYHO» - B TeUeHHe OHOTO pabouero JHs CO
[IHSI TIOCTYTUIeHUsI TIOPYyUeHUs], «CPOYHO», «YCKOPUTb» - He T03/Hee, ueM 3a TpU pabouux IHs,
eC/I1 UHOe He YCTaHOB/IEHO COOTBETCTBYIOLLIUM [10pYUYeHUeM;

2) KpaTKOCPOUHbIH KOHTPOJIb, He TI03/IHee, UeM 3a MITh Pabouux [JHel [0 yCTaHOBIeHHOTO
CpOKa UCTIO/IHeHUs, eC/IM UHOe He YCTAaHOB/IEHO COOTBETCTBYIOLLIUM [1I0pYUYeHueM;

3) cpeiHeCPOUHBIN KOHTPOJIb, He TI03Hee, YeM 3a iecsITb Pabouux /IHel /10 yCTaHOB/IEHHOTO
CpOKa UCTIO/IHeHUs, eC/IM UHOe He YCTAaHOB/IEHO COOTBETCTBYIOLLIUM [10pYUYeHueM;

4) [ONTOCPOUHBIA KOHTPOJIb, He TIO3JHee, YeM 3a [BajLarb pabounx [AHel [0
YCTAQHOB/ICHHOI'O CpOKa WCIIOJIHeHWs, eC/Id HHOe He YCTaHOB/IeHO COOTBETCTBYIOLLIUM
TIOpy4YeHUeM.

CpoKM MCHOMHeHUs1 MOPY4YeHU, YCTaHOBJIEHHble B aKTax U nopydeHusx [IpaBuresnbcTBa
Pecniybnmuku Kazaxcran, [Ipembep-Munuctpa Pecniybsiku Ka3axctaH Wam ero 3amecTuTesiel u
PykoBopurens Kannensipuu Ilpembep-Munuctpa Pecnybnmuku Ka3zaxcraH, HMCUMCTAIOTCS B
pabouux JHSX CO JHS UX MOCTYTUIeHUsI B OpraHU3al[Hio.

B cnyuasix, eciy B IopyuyeHMsIX He yKa3aHbl CDOKH, TO OHU MCIIOHSIOTCS B MEeCSUHBIM CPOK
C BHeceHneM wuHQopmaiuu B azpec IlpaButenbctBa Pecrnybnmuku KasaxcraH, IIpembep-
Munuctpa Pecniy6muky Ka3zaxctaH wnu ero 3amecturenedd u PykoBopwrenss Kanuenspuu
[Tpembep-Munuctpa Pecriybmiku Ka3zaxcrah.

KoutponbHbie miopyueHusi Ilpesupenta Pecnyormkm KaszaxcraH wu PykoBogurtesnst
Apvunuctpauuu Ilpesugenta Pecniyonuky KaszaxcraH ¢ pesomorussMd K HuUM [Ipembep-
Munuctpa Pecriybnuku KasaxcraH, ero 3amectutesieli u PykoBogutenst Kanuenspun [Tpembep-
Munucrtpa Pecnybnmuku KaszaxcTaH HWCTMOMHSIIOTCS OpraHu3aliusiMu He mo3fHee 20-7HEBHOTO
CpOKa CO JHSA MOpYyuYeHHs, eCu B MOPYYeHUSX He YCTAaHOB/IeHbI WHble CpOKU. OpraHusanus -
COWCIIO/IHUTE/b Harpas/isieT CBOK MH(GOPMAalMI0 OTBETCTBEHHOM OpraHv3aliy - WCIIOJTHUTETO
He 1103/ Hee, yeM 3a IISITh JHel /10 UCTeYeHHs YCTaHOBJIEHHOIO CPOKa.



105. Cpoku WCIIOJIHEHUS] TIPOTOKO/IBHBIX ITIOPYYeHWM, COZep)Kaljuxcs B IPOTOKOJIaX
3acefianuii [lpaBurenbctBa Pecriy6muky KaszaxcraH u coBelljaHui y [/1aBbl rocyziapcTBa,
pykoBozictBa IIpaButennctBa Pecriybsmuku Kasaxcran u PykoBopurtenss Kanuensipuu ITpembep-
Munuctpa Pecriybnvku KasaxcTaH, MCUUCTSIFOTCS CO [IHSI TIPOBeZleHusT 3ace[jaHus (COBelLjaHs).
B Tom cnyuae, ecn Ha 3acefaHuM (COBelllaHWM) ObUT Ha3BaH CPOK MCIIOJTHEHHS] KOHKPETHOTO
TOpYyYeHHsi, TO COOTBETCTBYIOIIME OpraHM3al[uM, B aJpec KOTOpbIX ObLIO [JaHO TOpy4yeHHe U
TpeJCTaBUTe/Id  KOTOPBIX TPUCYTCTBOBAJIM Ha 3acefjaHuM (COBelllaHWM), TPUCTYNalT K
VICTIOJTHEHUIO TIOPYUYEHUM cpa3y mocje 3aceflaHus (COBelllaHusl), He 0XKUJasiCh MOCTYT/IEHUS] K
HUM TPOTOKO/Ia 3ace/iaHus (COBeLaHus).

106. KoHTpO/b WCIIO/IHEHUs [JOKYMEHTOB I10 CylleCTBY BOIIpOCa BO3/araeTcs Ha
PYKOBOZWTE/IeU CTPYKTYPHBIX NOApasesleHUi WK [O/DKHOCTHBIe JIMLA.

KoHTposib 3a CpOKamMM MCIIOJTHeHHs] JOKYMEHTOB, 3a CPOKaMM pacCMOTpeHHsi oOpallleHuit
¢bu3MUeCKUX U I0pPUAMYeCKUX JIUL] OCYIecTBsieTcs cayxboit [JOY.

107. Tlpu opraHu3aluyd KOHTPOJI WCHOJHEeHUs1 HUCnonb3yroTcsi PK®. KoHTponbHas
KapTOTeKa CUCTeMaTU3UpyeTCs I10 CPpOKaM UCIOIHEHUs JOKYMEHTOB, UCIIOJIHUTe/IAM, IpyIrnam
JIOKyMEHTOB.

108. TokyMeHT CHUMaeTCs C KOHTPOJ/ISi PYKOBOAUTe/eM, IMOCTaBUBIIUM €r0 Ha KOHTPOJIb,
WY TIO ero Mopy4eHuto - cayxooi 10Y.

109. IIpu cmene pykoBoguTesneid ciayk0e1 JJOY U CTPYKTYpPHBIX MOApasfiefeHri JOKYMeHThI
U fgena, a Takke PK® K HHWM IepefarOTCsi BHOBb Ha3HaueHHOMY pPYKOBOJWTE/IO WU
OTBETCTBEHHOMY [O/DKHOCTHOMY JIUL}Y I10 aKTy [preMa-Irepeiayu.

ITaparpa¢ 8. ITopsiiok yueTa U XpaHeHHs Meyareil, IITaMIIOB U 0,ITAaHKOB

110. Yuet, ucrnonb3oBaHWe, XpaHeHHWe W YHUUTO)KeHHe TeuaTHO-01aHOYHOM TPOAYKLUH,
revaTeli, IITAMIIOB, IMOJJ/IeXKAlUX 3allliTe, U CPeACTB 3allUThl JOKYMEHTOB OCYLeCTBIISIOTCS
JIO/DKHOCTHBIMU  JIMLIaM{, Ha3HayaeMbIMU T[pUKa3aMu (pacropsbkeHUsIMU) PyKOBOJUTeNer
OpraHu3arvu.

111. TocymapcTBeHHasi OpraHu3alusi MMeeT OJHY TiedyaTb C  H300pakeHHEeM
TocymapcrBenHoro I'epba Pecrybnvky Kaszaxcras.

[Tpy HeOOXOOUMOCTH CTPYKTYPHbIE MO/[pa3esieHusi ToCyAapCTBeHHOW OpraHM3al[ii UMeIoT
nevatyd (mrTamiiel) ¢ usobpakeHueM TocymapctBenHoro Iepba Pecriybmuku Kasaxcran u
O[JMHAKOBBIM TEKCTOBBIM CO/lep’KaHUeM, TeKCTOBasli YacThb [IOMOIHSETCS MOPSAKOBBIM HOMEDPOM
WA CUMBOJIOM (CMBOJIaMH).

112. Ydyer meuaTHO-O/TAHOUHOM TMPOAYKIMM, TIOZJIeXalleld 3alure, B TOM UHC/Ie C
n3obpakenuem ['ocynapctBeHHoro ['epba Pecriy6simku Ka3zaxcraH, BejeTCsl B COOTBETCTBYIOIIMX
pervMcTpalMoOHHbIX YYeTHbIX (opMax: JKypHajaX, KapTouykax W aBTOMaTW3UPOBaHHbBIX
MH(OPMALIMOHHBIX CHUCTeMAax, >KypHaje ydueTa M BbIJaud I1euaTHO-OTaHOYHOW TPOAYKLIUH,
TIOZI/IeXKallleld 3alure, 1o (popMe COIacHO NpuaokeHuro 18 k HacToswuMm IIpaBunam.

JKypHasn y4eTa ¥ Bbl/jaud reuatHO-01aHOUHOW TIPOAYKLVH, TIOJJIeXallel 3aliuTe, 3aBOAUTCS
Ha KaK[pld BUJ TleyaTHO-0IaHOUHOW TMPOAYKLMM, TOj/exallei 3ammre. braHku ¢uinek c
nusobpakennem I'ocymapcrBeHHOro I'epba Pecriybvky Kasaxcran He Tofyiexar CrieljiajibHOMY
yUerTy.

113. Bbigaua OnaHKOB, TIOAJIEXKAIMX  3all[UTe, TPOU3BOAUTCS TI0[, pACIUCKy B
COOTBETCTBYIOLUX PErWCTPALMOHHBIX YYeTHBbIX (popMax, NpeyCMOTPEeHHBIX BeJOMCTBEHHBIMU
VHCTPYKLMSIMU OpraHMU3ariui.

114. TIpu U3roTOBIEHMU KOTIMH JIOKyMeHTOB, O()OPMJIEHHBIX Ha O/1aHKax ¢ u300pakeHHeM
TocymapctBenHoro I'epba Pecriy6muky Kasaxcran, ¥ TipeAHa3HaueHHBIX /i  PACCHUIKH,
TIPOCTABJISIOTCS HOMEP 3K3eMIUIsIpa U eyaTh OpraHu3aliyi.

115. Pa3MHOXeHUe ¥ KOITMpOBaHWe CpeJCTBaMU OIepaTUBHOM IMOMrpaduy He3aroJHeHHBIX
6/71aHKOB, TIOZJIEXKAIIUX 3all[KUTe, He [JOMyCKat0TCS.




116. Yyet neuarei, IITaMIIOB, MOJ/IEXXALLMX 3alUTe, U CHeLUalIbHON IITeMNeJbHOW KPacKu
C XUMHUeCKMMHU A00aBKaMH, MUMEIOLUMU WHAUBH/yasbHble CBOWCTBA C 1[€/IbI0 3allUThI OT
NOJJe/IKHA, a TakKe MX BblJadya BeflyTCs B JXypHaje ydeTa M Bbljauu Ieyarel, LITaMIIOB C
n3obpaxenueM ['ocynapctBeHHoro ['epba Pecrybmmky KaszaxcraH v crieliia/ibHOM LITeMIIe/TbHOM
KpackH 110 (popMme corviacHO NpuaokeHuro 19 k HacTosium [IpaBusiam.

117. Yuer TieppeBbIX aBTOPy4YeK, 3arpaB/ieHHbIX CIleLMajJbHbIMU UYepHWIaMH C
XVUMUYeCKUMU [[00aBKaMy, MMEIOIIMMHM WHAWBHAYa/TbHbIE CBOMCTBA C IIebI0 3alUTHI OT
MOJ/e/IKA TIOJIUCeN [O/DKHOCTHBIX JIML, M MX BblJjaya BeAyTCs B )KypHaje yyeTa WU BbIZAud
NepbeBbIX aBTOPyueK, 3alpaBjieHHbIX CIelUaJbHbIMM UYepHWIaM{, Mo (opMe COIVIaCHO
npuaoxkeHuto 20 K HactosiuM [IpaBusiam.

118. 3arosoBKM perucTpalidOHHBIX YUYeTHbIX (POPM BK/HOUAKOTCS B HOMEHK/IATypy /el
OpraHu3aLyu.

JIUCTBI )XypHAa/IOB HYMepPYHOTCS, POLLMBAOTCS U OI1eYaTbIBalOTCS.

119. Tlepemaua Apyromy AO/DKHOCTHOMY JIMIy HEMCIT0/Ib30BaHHOM TeyaTHO-0/1aHOuHOM
NIPOAYKLIMY, ITevaTel, IITaMIIOB, NOJJIeKallliX 3aluTe, a Takke CPeJCTB 3alUThl JOKyMEHTOB U
pervucTpalyoHHbIX yUueTHbIX ()OpM K HUM OQOpMIISeTCs aKTOM IpheMa-Tiepefiayd IeuyaTHo-
OmaHOUHOW TPOAYKLWH, Tleyareid, IITaMIIOB, TIOZJIE)KAIUX 3alUTe, CPEACTB 3allUThI
JIOKYMEHTOB M PerMCTPaLMOHHBIX YYETHBIX (POPM K HUM 10 (popMe COIVIaCHO NPUIOKeHHI0 21 K
HacroswwuM [IpaBunam.

120. TMeuaTHO-6s1aHOYHAsT TIPOAYKLIMS, TIeUaTH, LITaMIIbI, MO/jieXalljie 3alluTe, U CPeCTBa
3alUThI JOKYMEHTOB XPaHITCS B OrleyaTbiBaeMbIX celidax Win MeTa/uInyeCcKuX IKagax.

121. YHUUTO)XXeHHe HCIIOpPUeHHOM MedyaTHO-0/1aHOYHOM TPOAYKLMH, TOJJiexall|eil 3aluTe,
TIPOM3BOZUTCS C COCTaB/IeHUeM aKTa O BbIJe/IeHUU K YHUUTOXXEHUIO UCIIOPYEHHBIX 3K3eMIUIIPOB
reyaTHO-0/1aHOUHOM TIPOAYKLIMH, TIOZIexalleil 3amiure, 1o ¢popMe COIMacHO MPUIOXKEHHUI0 22 K
HactosimM IlpaBusam, M NpocTaB/ieHHMEM COOTBETCTBYIOLMX OTMETOK B JKypHajax ydeTa U
BbI/]auM 1e4aTHO-0/1aHOYHOM MPOAYKLMH, TIOZ/IeXKallieil 3alure.

122. YHWUTOXKeHWe TieyaTed W IUTaMIIOB, TOAJIeXKAlMX 3al[uTe, TPOU3BOAUTCA C
COCTaBJ/IEHMEM aKTa O BbI/IeJIEHMM K YHUUTOXKEHUIO Meyarel U IITaMII0B, MOAJIeXaluX 3aluTe,
no QopmMe COrMacHO MPUWIOKEHWO 23 K HacrosamM IlpaBuwiaM, M TMpoCTaBieHHeM
COOTBETCTBYIOIIMX OTMETOK B >KypHase ydyeTa U BbIZQuu TledyaTeil, IITAaMIIOB C U300pakeHreM
TocymapcrBenHoro I'epba Pecrybvky Ka3zaxcran v crieriyanbHOM IITEMITE/TBHON KPacKH.

123. YHuuTOXXeHWe CpeACTB 3alUThl JOKYMEHTOB (B TOM UHMC/Ie eMKOCTH W3-ToJ
CHeMa/JbHbIX YepHWI W IITeMITe/IbHOM KpacKW, WCIOpPYEHHble IITeMIle/IbHble TIOAYIIKH,
3arpasJ/ieHHble CrelyaabHbIMU LITeMITe/IbHBIMY KpacKaMHu, lepbeBble aBTOPYUKH, 3aripaB/ieHHbIe
Crie[jia/IbHbIMUA YepHU/IaMH) ITPOU3BOAUTCS C COCTAB/IeHWEM aKTa O BbIJJe/IeHUN K YHUUTOXKEHHIO
CPe/CTB 3allUThl JOKYMEHTOB, 10 (hopMe COIVIaCHO NPUIOKeHHIo 24 K HacTosmMm [1paBunam, u
NIpOCTaB/eHreM OTMeTOK B COOTBETCTBYIOLMX JKypHa/ax yueTa U BbIZIaud.

124. Tlpy peopraHv3auyy WM JIMKBUJALMM OpPraHU3aLUy, NIPUHATUU peIleHrsl O CHATUU C
yuera ¢uiuana (MpeACTaBUTENLCTBA) YHHUUTOXKEHHE HeHCII0/Ib30BaHHOM Te4aTHO-0/1TaHOYHOM
MPOAYKLIMY, TeYaTe, IITaMIIOB, MOJJIe)KalliX 3alliuTe, a TakKe CPeJCTB 3allUThbl JOKyMEHTOB
TIPOM3BOUTCA C COCTaB/leHWeM aKTOB, MO (opMaM COIJIaCHO MpuiokeHusm 23, 24, 25 K
HacroswyM [lpaBuiaMm, yTBepKZaemblX PYyKOBOAMUTe/IeM OpraHu3alui WId I[pejcejaresemM
JIMKBUJJALJMOHHOM KOMUCCHY, U NIPOCTaB/eHHueM OTMeTOK B COOTBETCTBYHOIIMX JKypHajaxX yuyeTa
Y BbI/jauul.

YHUUTOXKeHWe WM Ja/bHelllee XpaHeHUe )XyPHAaJIOB U [PYTUX PerMCTPaljiOHHBIX YYeTHbIX
¢dbopM OCyILeCTB/ISIOTCST B COOTBETCTBUM C 3aKOHOAaTenbCcTBOM Pecnybmiku KasaxcraH 1o
COIVIAaCOBAHHIO C YIIOJIHOMOYEHHBIM OpraHOM WM MeCTHBIM MCIIOJIHUTE/bHBIM OpPraHoOM
o6siacTu, TOpofioB pecIy6IMKaHCKOTO 3HauUeHUst U CTOJTULIBI.

125. TTpoBepKa HamM4Msl SK3eMILISIPOB ITeUaTHO-0/TaHOYHOW MTPOAYKLUH, TTeuaTei, [IITamrIoB,
NoZ/IeXKallvx 3aljuTe, U CPeACTB 3aljuThbl JOKYMEHTOB MPOM3BOAUTCS He peyke OJHOIO pasa B
rof, KOMHCCHeHM, CO03/laBaeMOM IIpUKa30oM (pacliopspkeHHeM) PpPYyKOBOJUTeNs OpraHv3aliyu.




OTMeTKM O pe3y/ibTaTax IMPOBEPOK IMPOCTAB/SIOTCS B JKypHa/laX ydeTa W BbIJaull COIVIAaCHO
npuaoxxenusm 20, 21, 22 kK HactosiumM [IpaBunam.

126. Tlpn yrepe nevartu (wtamma) ¢ n3obpaxenueM I'ocynapcrBerHoro I'epba Pecrybmuku
Ka3zaxcraH rpenpyuHUMarOTCSl BCe HeOOXO/[MMble Mephbl 10 PO3bICKY, B C/Tyyae OTPULIATeTbHOTO
pe3y/nbTarta pO3bICKA COCTaB/SIeTCS akKT 00 yTepe TPOW3BOMBHOW (OPMBI, yTBepPKJaeMblid
PYKOBOAMTE/IEM OpraHH3al[|y.

ITaparpad 9. ITopsifok cocTaB/eHHUs HOMEHKJ/IaTyphbl jie/l, (JOPMHUPOBAHUSA U XpaHEeHUA e/l

127. HomeHk/aTypa e/ IpejHa3HaueHa [/ PYINUPOBKUA UCIIOIHEHHBIX [JOKYMEHTOB B
Jlena, cucTeMaTu3aly U yueTa Jiefl, ornpeZie/ieHUs] CPOKOB UX XpaHeHUs U SIB/ISIETCS] OCHOBOM /1St
COCTaBJIeHUsI OIHCeH JieJl TOCTOSTHHOTO ¥ BpeMeHHOTO (cBblile 10 sieT) XxpaHeHus, a TaKKe y4deTa
Jien BpeMeHHOro (10 10 y1eT BK/IHOUMTE/IbHO) XPaHEeHHSI.

128. B HOMeHK/aTypy [Je/l BK/IIOYAOTCA BCe JOKYMEHTbI, CO3/aBaeMble B OpraHusalud U
TMOCTYTIAIOIIMe B OpraHW3alyio. DJIeKTPOHHble JOKYMeHThl W 0a3bl [JAaHHBIX BKJIFOUAIOTCS B
HOMEHKJ/IaTypy [ieJ1 Ha 00X OCHOBAHUSIX.

129. B HomeHksatype fen ¢ukcupyeTrcs ¢opMa JOKyMeHTa - 3/IeKTPOHHAasi C yKa3aHWeM
HOCHUTe/sI THpOPMaLy U OyMakHasl.

130. [Ilpy cocraB/ieHMM HOMEHK/ATypbl JieJl PYKOBOACTBYIOTCS — yupeAUTe/IbHbIMU
JOKYMEHTaMH, MOJIOKEeHUSIMA O CTPYKTYPHBIX MOApas/ie/IeHusIX, JO/DKHOCTHBIMU UHCTPYKLIUSIMU
pabOTHUKOB, THUMOBLIMM, OTpPAcieBbIMU (BEJOMCTBEHHBIMM) TIEPEUHSIMM JJOKYMEHTOB C
yKa3aHueM CpPOKOB XPaHeHHs, TUIIOBBIMU (TIPUMEpPHBIMM) HOMEHK/IaTypaMy Jejl, CTPYKTYPOU
(LITaTHBIM  pacrMcaHueM), TJlaHaMHM M OTueTaMd O paboTe, M3ydarOTCs BUJBI, COCTaB U
coziepKaHue JOKyMEeHTOB, 00pa3yIOIIMXCs B [eATeTbHOCTA OpraHU3aL{iH.

131. HomeHksnarypa jfen 1o (opme COIVIaCHO OpUIoKeHW0 26 K HactosiuMm IIpaBunam
cocraByisieTcsi (He mo3gHee 10 mekabpsi KasmeHAapHOro roza) ciykboit IOY Ha ocHoBe
HOMEHKJIaTyp [ieJ1 CTPYKTYPHBIX [0/|pa3fie/ieHUH, TIpeJCTaBleHHbIX COOTBETCTBYHOLIUMHU
NoJpasjeneHUsIMHU.

132. BHOBB co37aHHOE TIO/IpasziesieHrie B MeCsSiuHbI CpOK pa3pabaTbiBaeT HOMEHK/IATypy [l
TI07ipa3zesieHysi v Tipe/icTaBsieT ee B ciiyx0y JOY.

133. HomeHk/aTypa /el OpraHu3alid TIOJIMCBhIBAeTCA pYyKOBoAuTesneM Cayxoel JOY,
COTIaCOBBIBAeTCSI C SKCIIEPTHOM KOMHUCCHeM opraHusauuu (manee - 3K), 3KcrepTHOM
NPOBEPOYHOM KOMHCCHEeM TOCy[JapCTBEHHOIO apxvBa (MeCTHOTO WCIOIHUTENbHOIO OpraHa)
(manee - JI1K), B KOTOPBIN JOKYMEHTHI TlepefjaloTCsl Ha MOCTOSIHHOe XpaHeHWe, U yTBepXK/1aeTcst
(He moO3gHee KOHLIA TeKYL[ero roja) pyKoBoAuTesneM opraHusanuu. (CornacoBbIBaeTcs
HOMEHKJIaTypa JieJl C FOCyAapCTBeHHbIM apXUBHBIM YUpeX/ieHHeM He pexke OFHOIO pasa B 5 JieT,
e/ He ObI/I0 KOHLIETITYaIbHBIX U3MeHeHUH B (PyHKLUSAX U CTPYKType OpraHu3aliiu.

Opranusanuy, He SBISIOLIMECS WCTOYHMKAMM I0INIOMHeHWs HalnoHanbHOTO apxXuBHOIO
¢doH/a, He Mpe/ICTaB/sIIOT HOMEHK/IATyphlI Jien Ha coriacoBanue JITK.

134. HowmeHknatypa /fen medataeTcss B HeOOXOAMMOM KOTMYeCTBe 3K3eMIuisipoB. OpuH
5K3eMIUISIP YTBEP)KJEHHOM HOMEHK/IaTypbl [/ XPaHWUTCS B TOCYJapCTBEHHOM apxuBe, C
KOTOPBIM OHa COIVIACOBBIBA/IACK.

135. HomeHk/1atypa fies1 B KOHL|e KaK/0I'0 Iofla yTOUHSeTCs], YTBep)KAaeTcsi pyKOBOAUTe/IeM
OpraHu3alvy ¥ BBOAWUTCS B IeMCTBUe C 1 ssHBaps C/1eAyIOLLero roja.

136. Ha3BaHusiMM paszie/ioB HOMEHKJIATyphbl [ie/l SIB/ISFOTCS HavMeHOBaHUs CTPYKTYPHBIX
roZipas/ie/ieHui, KOTOpble pacroyiaratoTcs B COOTBETCTBUM C YTBEPXKAEHHOW CTPYKTypOU
opraHu3alyy (1TaTHoe pacnucaHue). [1epBelid paszienn HOMEHK/IATYphl e/l BK/IIOUaeT 3aro/IoBKU
Jleq, cofeprkaljye PpacropsAUTeNbHYK [JOKYMEHTAlMl0 W [JOKYMEHTbl KOHCYJ/IbTaTWBHO-
COBelllaTe/IbHbIX OPraHoB, BO3IVIAaB/IsIeMbIX PYKOBOJCTBOM.

137. [lokymeHTbl (uauanoB (Tpe/iCTaBUTeNbCTB) BHOCATCS B KaueCTBe pasfiefioB B
HOMEHK/IaTypy e/l OpraHu3aLjvu.




CamocCTosATe/IbHBIM pa3zie/ioM HOMEHK/IaTyphl e/l sIB/sieTCs HauMeHOBaHue 0011jeCTBeHHOM
opraHu3almy. JlaHHBIM pasfiesl pacriosiaraeTcs I0C/Ae BCeX pasZie/ioB HOMEHK/IAaTypbl [ied
OpraHu3arvy.

138. [lns opraHu3auyy, He WMelOLleld CTPYKTypbl, HOMEHK/Iarypa Jie/l CTPOMTCS TI0
NIPOM3BO/ICTBEHHO-0TPAC/AeBON WM  (PYHKLMOHa/NbHOW cxeMe. HanMeHoBaHUSI pas3[esioB
COOTBETCTBYIOT HallpaB/IeHUsIM JiesiTe/IbHOCTU OpraHu3alvu.

139. [Ins noaBeJOMCTBEHHBIX OPraHU3al[Ui C OHOPOAHBIM COCTAaBOM JIOKYMEHTOB CITY>KOO0H
[JOY Beiiecrosiiliero opraHa (BbIIeCTOsiIIeld OpraHy3al[ii) pa3padaThiBalOTCSl THUIIOBbIE
(mpuMepHble) HOMEHK/IaTypbl Jes. Takve HOMEHK/IaTypbl IIOZJIeXXaT COIVIACOBAaHUIO C
YTIOJIHOMOYEHHBIM OpPTaHOM W/ MeCTHBIMHU HCIIOJTHUTEe/IbHBIMUA OpraHaMu o0sacTeid, ropojioB
pecIyO/IMKaHCKOTO 3HaYeHUsI U CTOJTHLIBL.

140. Cpoku XxpaHeHUsI 3/IEKTPOHHOM pEerucTpaljuOHHOM KOHTPOJIbHOM  KapTOYKH
COOTBETCTBYIOT CPOKAM XpaHEeHUs! 3/IeKTPOHHBIX [JOKYMEHTOB. JJIeKTPOHHbIE PerMCTpaljiOHHBbIE
KOHTPO/IbHble ~ KapTOYKM  XPaHATCS ~ COBMECTHO C  3/IeKTPOHHBIMM  [JOKYMEHTamH,
COOTBETCTBYHOILIMMH  PerMCTPAaLMOHHBIMKA  CBHU/ETE/IbCTBAMU  3/1EKTPOHHBIX  LU(PPOBBIX
MOATIMCEN, YBeIOM/IeHUSIMU-KBUTAHLIMSIMHU O [JOCTaBKe JaHHBIX 3/IeKTPOHHBIX JJOKYMEHTOB.

141. Cpoku XpaHeHHsI S/Ie€KTPOHHBIX [JOKYMEHTOB W 00s3aTebHOCTh 0O(OpPM/IEHHS
OyMa)KHbIX TIOAJIMHHUKOB [JOKYMEHTOB YCTaHaBJMBAIOTCs I1€DeYyHeM TUMOBBLIX JIOKYMEHTOB,
00pa3sylomyxcsi B [JeITeJIbHOCTH TOCYZAPCTBEHHBIX M HErOCy/lapCTBEHHBIX OpraHW3alyi, C
yKa3aHUeM CPOKOB XpaHeHUsl, YTBeP>KJaeMbIM yTIOJTHOMOYEHHBIM OPraHOM.

O/eKTPOHHbIE [JOKYMEHThbl XpaHATCS B TOM (hopMmare (kKacaTelbHO BAOKeHHbIX (hailioB), B
KOTODOM OHU ObulM COPMHDOBaHbI, OTIIPaBAeHbl WM TIONyYeHbl, C obecrieyeHHeM
OZIHOBPEMEHHOI0 XpaHeHUsi C(HOPMUPOBaHHBIX 3JIEKTPOHHBIX LM(POBLIX TMOAMUCEN TIOZA
COOTBETCTBYIOLIUMHU 371eKTPOHHBIMU JOKyMEHTaMHU.

142. OpraHusanuu  pa3pabaThiBalOT TepeueHb JAOKYMEHTOB, 00pa3yloummxcs B UX
JlesiITeJIbHOCTH, TOMBKO B 3/IEKTPOHHOM BH/le C yKa3aHWEeM CPOKOB UX XpaHEeHUsl, COT/IaCOBaHHbIN
C YIIOJIHOMOUEHHBIM OPraHOM, M OTPakarOT B HOMEHK/IaType fieJl BUZbl JOKYMEHTOB.

143. XpaHeHUe 3/1IeKTPOHHBIX JOKYMEHTOB COINPOBOXKJAETCSI XPAHEHHWEeM COOTBETCTBYHOIIUX
37IeKTPOHHBIX 0a3 /IaHHBIX, MCMO/Ib30BAaHHBIX OTKPBITHIX KI/IFOUEH 3/1eKTPOHHBIX LU(PPOBBIX
noAnucei (perucTpaloHHbIX CBU/IETE/IbCTB IEKTPOHHBIX L{M(POBLIX MOANMCEN) U IPOrpamm,
peanM3yroLMX Mpoliecchl (OPMUPOBAHMS W TPOBEPKU 3/€KTPOHHBIX LM(POBLIX TMOAMNKCEH
3/IEKTPOHHBIX JJOKYMEHTOB.

144. [ns OTKPBITBIX KJIHOUEl 3/71eKTPOHHBIX LM(POBBIX MOANMCE B TOCYJapCTBEHHBIX
opraHax U YII T'O xpaustcs odopMieHHble B YCTaHOBJIEHHOM TOps/IKe JIOKYMEHTHI
(pervcTpalioHHble CBHU/IETE/bCTBA), MOATBEP)KAAOLe TPUHA/JIeKHOCTh [JaHHBIX KJ/IHOUel
KOHKpeTHOMY yudacTHUKy COI/I.

711 KaXX[J0r0 OTKPBITOTO K/It04Ya XpaHUTCs MHGOpMaLMsl O Hauajle U OKOHYaHHMU CPOKa ero
pevictBus. [Ipy 3TOM [OCTyn K MacCHMBaM OTKDBITBIX K/IHOU€M, HaXOASALIMXCS Ha ONepaTMBHOM
(BeOMCTBEHHOM) apXWBHOM XpaHeHWH, OrpaHUYMBAETCSl.

CoXpaHHOCTb, HajjleXalllee MUCI0/Ib30BaHWe HOCUTeNed MH(POpPMAaLMU C 3aKpbIThIMU
(cekpeTHBIMM) K/IHOUAaMM 3/IEKTPOHHOU LIM(PPOBOU MOATNHCHU (Hanee - KIHOUEBOM HOCUTENb), a
TaK)Ke MCIO0/Ib30BaHKe 3aKPbIThIX (CEKPeTHBIX) K/IH0Uel 3/1eKTPOHHBIX LU(PPOBBIX MOJIUCEN U UX
3alMTa OT HeCaHKIIMOHMPOBAaHHOIO [OCTyIa BO3/1ararOTCsl Ha B/aJe/blieB PeruCTpaliOHHbIX
CBU/IETE/IbCTB.

145. Tlpn XpaHeHUM /IEKTPOHHBIX JOKYMEHTOB 00eCIieunBaeTCsi MPUBs3Ka (CHHXPOHM3ALIHS)
3JIEKTPOHHBIX JIOKYMEHTOB M COOTBETCTBYIOLMX OTKPBITBIX K/IFHOUEH 3/1€KTPOHHBIX LM(POBBIX
MOJIHCEN.

146. YuactHuku C3]I obecrieunBaiOT 3alllUTy OT HECAHKIJMOHHPOBAHHOTO [IOCTYTIa,
Herpe/HaMepeHHOI0 YHUUTOXKeHUsI U (WIM) UCKaKeHHsl YUYeTHBIX [AaHHBIX, COZep’Kalluxcs B
6a3ax aHHBIX, a TaK)Ke 00eCreunBalOT Co3/aHue pe3epBHBIX KOMH 3/1eKTPOHHBIX JOKyMeHTOB.

3aimTa vH(OpMaLMK (3/1€KTPOHHBIX MH(POPMALIMOHHBIX PecypcoB) B MH(POPMALMOHHBIX
CUCTeMax, B TOM YMCJIe B apXWBaX 3/7€KTPOHHBIX JOKYMEHTOB, CPeJCTB KpUNTOrpaduuyeckou




3alUThl MH(OPMaLMM, peany3yroluX Mpolecc (OpMUPOBaHUS U TPOBEPKU 3/1eKTPOHHOMN
urdpoBoii NoAnMcH (CpeACTB 31eKTPOHHOM LIM(PPOBOM MOANUCU, KPUNITOrpauuecKux Kirouei),
OCYLL|eCTBJISIETC COBMECTHO C OpraHu3anued, skcrutyatupytoijed C3JI, yuactHukamu C3I/ B
TOpsiIke, yYCTAHOB/IEHHOM HOPMAaTHMBHBIMU TIPaBOBBIMU aKTaMU YIIOJTHOMOUEHHOTO OpraHa B
cdepe obecrieuernst THGOPMALMOHHOM Oe30MIACHOCTH.

147. TocynapcTBeHHble OpraHbl 00eCNeuMBAIOT [JOCTABKY 3J€KTPOHHBIX JOKyMEHTOB
obvemMoMm He Hosiee 95 M6, KoMUeCTBO B/IOYKEHH KOTOporo He mipeBbimaet 80 ¢aiinos.

ITaparpad 10. ITopsigok oopmieHnss HOMeHK/1aTyphI /el

148. B HOMeHKjaTypy [e/J BK/IIOYAlOTCS 3arojIOBKM  Jlel, OTpakarollue BCe
JOKyMeHTHpPyeMble Y4aCcTKH paboThl OpraHU3aliiy, B TOM UKC/Ie TMYHbIe Jesa, onuch fes, PKO,
KOHTDOJIbHO-CTIPaBOYHbIe, TeMaTHueCKe KapTOTeKH, a Takxe 06a3bl JaHHbIX.

[TeuaTHble M3/laHUs] B HOMEHK/IATYpY Zie/1 He BKJTFOUaroTCS.

149. B rpacde 1 HOMeHK/ATyphbl Jiel TIPOCTaB/SIOTCS UH/EKChl KaXXA0ro Jiena, BK/IIOUeHHOTo
B HOMEHK/arypy. VHpaekc pena coctouT wu3 IdpoBoro 0003HaueHHs CTPYKTYPHOTO
TNoZipasfie/ieHnst M TOPSIAKOBOrO HOMepa 3arojioBKa Jesa 10 HOMeHK/aType Jesl B Ipefernax
CTPYKTYPHOTO Mozipa3zesieHusi. DjleMeHThbl MH/IeKCa OT/eNs0TCs APYT OT Apyra jedrcoMm.

B HOMeHK/1aType Jie1 peKOMeH/yeTCsl COXPaHSITh MOPSIZI0K PAaCloIOKeHUs1 OFHOPOAHBIX Jiefl
B TIpe/iesiax pa3HbIX CTPYKTYPHBIX MO/pasziesleHNH, /1/1s1 TepexosAIiuX Jie/l UH/eKC COXPaHsIeTCsl.

150. B rpady 2 HOMeHK/1aTypsbl Jie/T BK/IFOUat0TCs 3ar0/I0BKHU Jiesl (TOMOB, YacTei).

TpeOGoBaHMS K 3aTOIOBKY:

1) 3aros0BOK Jiesia JO/DKeH UeTko, B 0600111eHHOI (opMe oTpaXkaTh OCHOBHOE CojiepyKaHue 1
COCTaB JIOKYMEHTOB Jlef1a;

2) He JoryckaeTcsi yriorpeOsieHHWe B 3aro/ioBKe Jiejla HEeKOHKPEeTHBIX (hDOPMYIHUPOBOK
(«pa3Hble MaTepHuasbl», «O00Iasi TIepernucKa», «UCXO/SIIass KOPPECIIOHAEHIHS» «BXOASIIHe
JIOKYMEHTbI»), a TaK)Ke BBOZIHBIX CJIOB U CJIOXKHBIX 000pPOTOB;

3) 3arosioBOK Jlela COCTOMT W3  S57eMEHTOB, pacliojlaraeMblx B C/aefyHoLei
T10C/Ie/J0BaTe/IbHOCTH:

HasBaHMWe BUJa Jena (Mepenucka, >XypHaa) WM Pa3HOBUJHOCTU [JOKYMEHTOB (TIPOTOKOJIBI,
TIpUKa3bl);

Ha3BaHWe OpraHM3alyy WM CTPYKTYPHOIO MofpasjeseHusi (aBTOp [JOKyMeHTa), Ha3BaHUe
opraHusaliy, KOTOpoil OyayT azipecoBaHbl WM OT KOTOPOW OyAyT TMOJMyuYeHbl [JOKYMEHTBI
(apgpecat UM KOppeCroH/eHT JOKYMEeHTa);

KpaTKoe COflepyKaHue [JOKYMEHTOB Jie/a;

Ha3BaHWe MeCTHOCTH (TePPUTOPHHU), C KOTOPOM CBSI3aHO COZlep KaHue JOKYMEHTOB /iea;

fara (repuof;), K KOTOPOM OTHOCSITCSI JOKYMEHTHI Jlefa;

4) B 3aro/ioBKax Jes, COZepKalldx [OKyMeHThbl M0 OJHOMY BOIPOCY, HO He CBSI3aHHBIX
10C/Ie/|0BaTe/IbHOCTBI0  UCTIOJTHEHMsI, B KayecTBe BHja /Jiesla  yrnoTpebrsieTcsi TepMUH
«IOKYMEHTBI».

TepMUH «IOKYMeHTbI» MPUMEHSIeTCS TaKKe B 3arojioBKax [iesl, COfeprKallux AOKYMEeHTHI -
TIPUJIOXKEHUs K KaKOMy JTU00 JOKyMeHTY, 1 0(OopMIISIFOTCST ceayromum obpasom: «IIporokon (-
bl) 3acefanud (- uii) CoBeTa AMPEKTOPOB KOMITAHWH U JIOKyMEHTbI K HUM» WIH «/JOKyMeHThI K
NpOTOKO/y 3acefiaHusi CoBeTa JMPEKTOPOB KOMITaHUM»;

5) B 3arosioBKax Jies, COZiep)Kall{uX MepernucKy, yKa3blBaeTcsl, C KeM M M0 KaKOMy BOIPOCY
OHa BeJieTcsl (B C/yyae BeJieHUsl MeperrcKy C OHOPOAHBIMUA KOPPeCIOH/IeHTaMH, B 3arosoBKax
yKa3biBaeTcs UxX oblljee BUIOBOe Ha3BaHUe);

6) B 3aroloBKax Jef, COZAep)KaluxX T[epernucKy C Oomee TpeMs pa3sHOPOJHBIMU
KOpPPeCMOH/eHTaMU, NX HaMMeHOBaHUSI He Mepeumnc/IsioTCs;

7) mpu o0o03HaueHWM B 3arojioBKax Jey aJAMHUHUCTPAaTHBHO-TEPPUTOPHAIBHBIX €JUHHL]
YUUTBIBAeTCs Clleflytolllee:



ecM  Ccolep)KaHWe Jiefa  KacaeTCsd HeCKOJbKUX  OAHOPOJHBIX  aJMUHHUCTPAaTHMBHO-
TePPUTOPUA/IbHBIX €[UHULI, B 3aro/iOBKe /lejla He yKa3bIBalOTCS MX KOHKPETHble Ha3BaHWUs, a
yKa3bIBaeTCs UX 00lIjee BUJJOBOe Ha3BaHUE;

ecu cofepkaHue Jlefla KacaeTcsl OJHOM aJMWHUCTPAaTHBHO-TEPPUTOPHAIbHOW eJUHULIbI
(HaceseHHOrO TMYHKTA), ee (ero) Ha3BaHUe yKa3bIBaeTCsl B 3ar0JIOBKe /iefa;

8) B 3arosioBKax e, CofieprKalux M/IaHOBYIO WM OTYETHYHO JOKYMEHTaL1I0, YKa3bIBaeTCsl
repuoy, (KBapTas, rof), Ha (3a) KOTOpbIM COCTaB/IeHbI MJ/1aHbI (OTYeTHl);

9) 3aronoBKU Cy[eOHBIX, CIe[CTBeHHbBIX, JMYHBIX, TEePCOHA/IbHBIX, apOMTPa)KHBIX [el, a
TaKXXe ZieJl, COAeprKaliuxX JOKYMeHThI, CBsi3aHHbIe M0C/1e[j0BaTe/IbHOCTBIO [1e/I0NPOU3BOACTBA 10
OJHOMY BOITIPOCY, HAUMHAOTCS CO C/10Ba «/leno»;

10) ecnu geno GyzmeT COCTOSTh U3 HECKOJIBKHUX TOMOB WM YacTel, TO COCTaB/ISIeTCsT 00U
3arojIOBOK Jlejia, a 3areM COCTAaBJ/ISIFOTCSl 3arO/IOBKM KaK[Oro TOMa WIW 4acTH, YTOUHSHOLMe
COJiep>KaHue 3aroyioBKa Jiena.

151. 3aronoBKU Jjen BHYTPU pasfie/ioB HOMEHKJ/IATyphbl pacrioyaratoTcsi B COOTBETCTBUU CO
CTEMNeHbI0 BAXKHOCTU [JOKYMEHTOB, COCTaBJISIIOLINX Je/1a, U UX B3aUMOCBS3bHO0.

Bhauasie pacrionararoTcsi  3arojiOBKA - JleJl, COJep’KalljMX HOPMAaTUBHYIO IIPaBOBYHO
JoKymeHTaluto. [Ipy 3TOM 3aro/ioBKM [Jes, COJep)KallluX ITOCTAaHOBJEHUSI W TIPUKasbl
BBIILIECTOSALL[MX OpraHv3alvi, pacroiaratoTcsl Iepe], 3aro/oBKaMM el € TIpUKa3amMu
opraHusauuu. [lasee pacrosiaratoTcsl 3arojioBKU JieJl, COJEep KallliX OCTa/IbHble MPAaBOBbIE aKThI,
a TaK)Ke IJIaHOBbIE U OTUETHbIE JJOKYMEHTHI.

[IpoekThl pacrnopsiiuTeNbHbIX JOKYMEHTOB, JOKYMEHThl MO WX IMOATOTOBKE, WU3MEHEHUsl K
njaHaM, OCHOBaHUSl K IIpUKa3aM T[IOMeIaloTcsl B  HOMEHK/JaType Jel  Boiel  3a
COOTBETCTBYIOLLMMU OCHOBHBIMH JJOKYMEHTaMH.

3arosioBKU [Jefl, 3aBefleHHbIX MO0 reorpauueckoMy ¥ KOPPeCIOHJEHTCKOMY IpH3HaKaM,
BHOCSITCSI B HOMEHKJ/IaTypy e/ o andaBuTy reorpauueckux Ha3BaHWN U KOPPECIIOH/IEHTOB.

3arosioBKM Jienl yTOUHSIIOTCS B miponiecce (opmupoBaHus U odopmienust fen. Ecm B
TeueHWe To/ja BO3HUKAIOT HOBbIe JJOKYMEHTHPOBAHHbIE YUaCTKU pabOThI, He TIPeAyCMOTPEHHbIe
Jlena, OHU JJOTIOJIHUTE/IbHO BHOCSITCSI B HOMEHK/IATypy.

152. I'pacdha 3 3anonHseTCs MOC/Ie 3aBeplieHyst KaleHapHOoro rofa.

153. B rpade 4 yka3bIBarOTCs CPOKM XpaHeHUs Jiejla CO CChIIKOM Ha HOMepa MYHKTOB
(cTareit) TUIIOBOTO WM BeJOMCTBEHHOTrO (OTpac/ieBOr0) repeuHsi [JOKYMEHTOB C YKa3aHUeM
CPOKOB HX XpaHeHUs1, IPU UX OTCYTCTBUU - HAa TUTOBYIO (IPUMEPHYI0) HOMEHK/IATypy [el.

154. B rpacde 5 ciyx60ii [JOY yKa3bIBarOTCS HAUMEHOBAHHUSI T1€PeyUHsi [JOKYMEHTOB, THITOBOM
(MpyMepHOIT) HOMEHKJ/IaTyphl [ieJ1, UCI0/Ib30BaHHBIX MPU ONpe/ie/IEHUU CPOKOB XpaHEeHUs Jiefl, U
JIeJIatoTCSl OTMETKHU O TePexo/AIIUX /iefiax, 0co00 LeHHBIX JOKYMeHTax U Jiesiax, repejaue e B
[Ipyroe CTPYKTypHOe Tofipa3fieJieHue WM OpraHu3aluio [/l MX TPOJO/DKEHUs, B apXuB
OpraHu3alliy, HaJIUUWW 5/IeKTPOHHBIX KOMUM [OKYMEHTOB, BHUJE W MeCTe XpaHeHUs UX
HOCHTeJIeN.

155. Tlo okoHUaHUM rofja OCYLeCTB/ISeTCs CBepKa (YTOYHEeHHe) 3ar0JIOBKOB HOMEHK/IaTypbl
€ (aKTMYeCKMM COCTaBOM JOKYMEHTOB Jlefla U UX Cofiep)KaHueM. B KoHIje HOMeHK/aTypbl e
JleslaeTCsl UTOrOBasi 3arvch O KOJIMUECTBe 3aBe/leHHbIX Jle/1 TOMOB WJ/IM YaCTH.

CBefieHUs O KOJMMUECTBe 3aBeJleHHbIX [le/l TOMOB WM YacTh COOOIIalOTCs apXUBY
OpraHu3arvy.

ITaparpad 11. ITopsapok popmupoBanus e

156. VicnonHeHHblEe JOKYMEHTbI (DOPMUPYIOTCS WCIOJHWTENEM B Jiela B COOTBETCTBUU C
HOMEHKJIaTypou fies1. @opMupoBaHue Jiesl BHe HOMEHKJ/IAaTyphl /lej1 He JOITyCKaeTCsl.

157. KoHTposib 3a hopmMupoBaHueM Jiesl ocyliecTBisieT ciayxba JOY.

158. Tlpu hopmupoBaHuy ey COOMIOAAIOTCS CleytolHe TpeOoBaHus:



1) B Je/0 MOMeLalOTCS TOJIBKO WCIIOJHEHHbIe, MPaBU/IbHO O(OpPMJIeHHbIE [OKYMEHTHI,
COOTBEeTCTBYIOLL[Me 10 CBOEMY CO/lep>KaHHIO 3aroJIOBKY Jiesia 10 HOMeHK/aType JeJ;

2) B [le/0 TIOMEIIAITCsl BMeCTe BCe [JOKYMEHTbl, OTHOCSIMeCs K pa3pelleHdur0 OfHOro
BOIIpOCa.

[TpunokeHust K [OKYMeHTaM, He3aBUCHUMO OT JaTbl UX YTBEP)KIEHWs WM COCTaBIIeHWUs,
TIPUCOEJUHSAIOTCS K JOKyMEeHTaM, K KOTOPbIM OHY OTHOCSTCS.

[TpunoxeHust o6bemoMm cBbiitie 180 TUCTOB COCTABSIOT OTZAETBHBIN TOM, O UeM B ZIOKyMEHTe
JlesiaeTcsi OTMeTKa.

3) COBMeCTHO IpyMIIMpPYOTCS BepCUY JOKYMeHTa Ha Ka3aXxCKOM, PyCCKOM M MHBIX S13bIKaX;

4) TpyNIupyroTCs B Jlesia JOKYMEHTBI OJHOTO Ka/lleHJ,apHOTO0 T'0/ja, UCK/IFOUeHUe COCTAaB/ISIIOT
niepexofsIue nesa, CyaeOHble fesa, TAYHBIE flena, KOTopble (JOPMUPYIOTCS B TeueHHe BCEro
reproZia paboThl JAHHOTO JIMI]@a B OpraHM3al[uM, JOKyMeHThbl BbIOODHBIX OpPraHOB W WX
MOCTOSTHHBIX KOMMCCHUM, [|elyTaTCKUX TPYIII, KOTOpble PYNIMPYIOTCS 3a IePUOJ, UX CO3bIBa,
JIOKyMeHThI yueOHbIX 3aBefleHHH, KOTopble (hOPMUPYIOTCS 3a yueOHbIM roji, JOKyMeHThI TeaTpoB,
XapaKTepHU3YIoIIle CLIEHMYeCKYIO /1esiTe/TbHOCTD 3a TeaTpasIbHbIA Ce30H, NCTOPUH Dose3Hel;

5) pa3fenbHO TPYINIUMPYIOTCS B Jefla JOKYMEHThI IMOCTOSIHHOTO M BPEMEHHOIO CPOKOB
XpaHeHus;

6) Tesmerpammbl, KCEpOKONWHW (pakcorpamm, Tene(OHOrpamMMbl TOMELIAIOTCSl B Jiefa Ha
00IMX OCHOBAHHUSX B COOTBETCTBUU C HOMEHK/IAaTypOH JieT;

7) B [le/l0 He TIOMEIAITCAd [OKYMEHThbI, TOJJieXalle BO3BpaTy, YePHOBUKU U JIUILIHHUE
9K3eMIISIPhI;

8) 1o 06BeMy [1e/10 TOCTOSTHHOTO CPOKa XpaHeHUsI He ZI0/DKHO MpeBbIiaTk 180 MMcToB,;

9) npu Ha/MMUUU B Jlesie HECKOJIbKMX TOMOB (4acTeii) HoMep (MHZEKC) W 3arojioBOK [iena
TIPOCTABJISIIOTCS Ha KaXK/IoM ToMe C fJobaBreHrMeM Hymepaliid TOMOB (4acTei), B TOC/eJHEM
TOMe (4acTH) 00aB/ISIeTCS CJIOBO «IOCIeAHUN» («TIOCeIHSIS» ).

159. [JokymeHTbl BHYTPU Jejia pacrioiaraloTcsi CBepxy BHM3 B COOTBeTCTBUU C
NIOC/IelOBaTe/IbHOCTBIO  PellleHus] BOMNpocCa (XPOHOJIOTMYECKOM TMOpsiIKe I10  pellaeMbIM
BOMpPOCaM) WIA B Hauaje Jefa MOMeIlaeTcss WHULMAaTUBHBIA [JOKYMEHT, 3aTeM - JOKyMeHT C
OKOHYaTeJ/IbHbIM pellleHreM BOIpOoCa, Jlajiee -40KYMeHTbI, OCBellarolie X0, pelleHrs BOIpoca.

160. Bce 10KyMeHTbI OTUETHOTO ¥ MH(OPMALIMOHHOTO XapaKTepa I0 WCIIOJHEHUIO aKTOB U
NOPYYeHUM BBIIECTOSIIUX OpraHv3alyid, B KOTOPBIX OpraHu3alysl SB/s/laCb OCHOBHBIM
WCTIOJIHUTeNIeM, (OpMHUPYIOTCS B OTJe/bHble Jlefla II0 HarpaBlAeHUsM JesTebHOCTU
opraHu3ali. B ocCTanbHBIX Coy4yasX 3TH [JOKYMEHTBI IOJIIMBAIOTCS B [le/l0 TepernuvcKy 3a
TeKYLL{UH TOJ,.

161. PacrniopsiurenbHble [OKYMEHTbI TPYMIUPYIOTCA B Jejla M0 BULAM U XPOHOJIOTUU C
OTHOCALLMMUCA K HUM [pPWIOKeHUssMU. VIHCTpyKuuWM, TIpaBu/ia, IIOJIOKEeHUs], YCTaBhl,
yTBepXX/IeHHble DPacIIOpsAUTeNbHBIMU  JOKYMEHTaMH, SB/SIOTCS IPWIOKEHUSAMM K HUM U
TPYIIMPYIOTCS BMeCTe C yKa3aHHbIMU JOKyMeHTaMU. Eciu ke OHU yTBep)KZeHbl B KauecCTBe
CaMOCTOSATEJIBHOTO JJOKYMEHTa, TO UX IPYIIUPYIOT B OTAe/IbHbIE [ea.

162. Tpuka3ssbl (pacropsbkeHus1) 110 OCHOBHOM [leATe/TbHOCTH, TIPUKa3bl (pacropsbkeHUs1) Mo
JIMUHOMY  COCTaBy, aJMUHUCTPAaTUBHO-XO3SMCTBEHHON [|esiITeJIbHOCTH  (POPMUDPYIOTCS B
OT/e/IbHbIE Jeria.

163. IIpoTOKO/IBI B /ieie pacro/iaratoTcsl B XpOHOJIOrMYeCKOM IOpsi/iKe 110 HoMepam BMecTe C
JIOKyMeHTaMH K HHUM.

164. Tlepenmcka rpynmupyercs 3a [eJ0IPOM3BOACTBEHHBIM TI'Of, U CUCTeMaTU3HPYeTCs B
XPOHOJIOTMUECKOM  T0C/Ie[l0BaTe/IbHOCTH, TIPU  3TOM  JIOKYMEHT-OTBeT T[OMellaeTcs 3a
JIOKyMeHTOM-3aripocoM. [Ipy BO300HOBNEHMHM TE€PeNMCKA TI0 OIpeZe/leHHOMY BOIIPOCY,
HauaBLIeNCs B NpeJblylleM rofly, JOKyMeHThI BK/TFOUaloTCs B /1e/10 TeKYILero roja C ykasaHueM
VHJIeKCa Jiefa rpezplyiero roja.

165. [JoKyMeHTBI B J/IMUHBIX JiejlaXx pacriojaratoTCsl B XPOHOJIOTMUECKOM II0psifike B
COOTBETCTBUH C UX MOCTYIJIEHUEM.



166. JlumeBble cuera TO 3apaboTHOW mate (OPMUPYIOTCS B OTAe/bHbIE Jiefla U
pacriosiararoTcs B HUX B anaBUTHOM MOpsiiKe paMuvii pabOTHUKOB.

167. TpynoBble zAoroBopbl (GOPMHUPYIOTCS B COCTaBe JIMYHBIX JieJl WM OTAeNbHO B
asihaBUTHOM TIOpsifiKe paMuInii pabOTHUKOB.

168. Criucku @u3mueckux JUL M [JAOKyMeHTbI, TOATBepXKJarolue TepeyncieHue
00si3aTe/IbHBIX NMeHCUOHHBIX B3HOCOB, 00si3aTe/IbHbIX MPOo¢eCcCOHa/IbHBIX TTEHCHOHHBIX B3HOCOB
B e/IMHbII HAKOMHTE/bHBIA TeHCHUOHHBIN (DOH/, POPMUPYIOTCS B OHO ZeJIO.

Crivcky (Y3MUecKUx JML M [JOKYMEHThI, TMOATBep)KAarollye MepeurcieHre COLMalIbHbIX
OTYMC/IeHUH, (POPMUPYIOTCS B OJHO Jier10.

Crivcky (U3MUeCcKuX /UL U [JOKYMEHThI, TOJTBep)KJalolie IepeurcieHre B3HOCOB I10
00s13aTeTIbHOMY COLIMA/IbHOMY MEAWLIMTHCKOMY CTPAaxOBaHUIO, (HOPMUPYIOTCSI B OHO J1eJ10.

169. IlnaHbl, OTYeTbl, CMeThbl, JIUMUTBl U IUTaTHble pacnucaHus (OPMHUDYIOTCS B
COOTBETCTBYIOLIMe Jiesla TOrO rofia, Ha KOTOPBIA WX 3a KOTOPbIM OHM COCTaB/IeHbl, He3aBUCUMO
OT J,aThl UX COCTaBJIeHUs], YTBePKJeHUsI WIU [T0CTYTUIeHUs..

170. O6patenus Gu3nyecKUx W IOPUAUUECKUX ML (GOPMHUPYIOTCS B Jiejia TI0 BOTIPOCaM,
HaripaB/IeHUsIM  JlesiTeIbHOCTU ~ OpraHu3alud WM aJMUHUCTPaTUBHO-TEPPUTOPHA/IbHBIM
equHMIAM. [Ipy He3HauuTeNbHBIX 0O0BeMax oOpareHwid JomycKaeTcsi (POPMHUPOBAaHUE [iesl TI0
damuusiM aBTOpPOB 0OpaltieHni B asihaBUTHOM TOPSIZIKe.

171. DnekTpoHHBIe AOKYMeHTHI W 0a3bl JaHHbIX (OPMHUDPYIOTCS B fena (Tarmku) B
COOTBETCTBUM C HOMEHK/IATypOM JieJl OpraHu3aliiM, OT[e/NbHO OT [JOKYMEHTOB Ha OyMa’KHBIX
HOCUTe/ISIX, Ha BBIAEJIEHHOM HocuTese WHGOpPMaLi. OyeKTPOHHBbIe 0asbl  AHHBIX
dbopMUpYIOTCST B OT/ie/ibHbIE [iejia, HaMMeHOBaHWe Jlejla COOTBETCTBYyeT HauMeHOBaHWUIO 0a3bl
JlaHHBIX.

Ilaparpad 12. ITopsigok ogopmiieHus e

172. [lena opraHusalyu nojjiexaT o)OpMIeHUIO MPU MX 3aBeJeHUU U 110 3aBeplleHuH roja
JUIsl TIOATOTOBKM fena K XpaHeHuto. OcdopmieHue fena BK/IOUaeT B ceOs KOMIUIEKC paboT 1o
OTMCaHMUIO Jlefla Ha 00/10’KKe, OPOLIIFOPOBKe, HyMepaly JIMCTOB U COCTaB/IeHUIO 3aBepUTeTbHOM
Hazanucu. OgopmieHre [ies1 MPOBOJUTCS OTBETCTBEHHBIM JIMLIOM 3a BeJileHue [1e/I0NpOU3BO/CTBa
CTPYKTYPHOTO T0/[pa3/jesieHusi, IPU MeTo[i4eCKOM MOMOLLM U TI0f, KOHTposieM cny»kob1 JJOY.

173. B 3aBUCUMOCTH OT CPOKOB XPaHEHHsI IPOBOJUTCS MOJHOE UM YaCTUYHOe O(opMiieHre
pen. IlomHoMy odgopmiieHUIO TojJjieKaTr Jena IMOCTOSIHHOro, BpeMeHHoro (cBeiwe 10 ser)
XpaHeHUs1 U 10 JIMYHOMY cocTaBy. [lonHoe odopmiieHue fena mpefycMarprBaeT oQopmieHre
PeKBU3UTOB O0JIOKKH Jiesla, HyMepalyio JIMCTOB B fieJie, COCTaB/ieHUe JIMCTa-3aBepuTesis Jiena,
1o hopMe COIIacHO NpUIKeHU0 27 K HacTosiuM [1paBuiam, cocTaBieHre BHyTpeHHeH OMUCH
JIOKYMEHTOB JZleJia, 1o ¢)opMe COIJIaCHO NpuiokeHuro 28 K HactosuuM [IpaBuiam, NMoALIMBKY
WY TIepeIvieT Jieia, BHeCeHHe HeO0OXOAMMBIX YTOYHEHUH B PeKBU3UTHI OOI0KKH Jiera.

174. Ha obno)kke [iefia OCTOSIHHOTO, BpeMeHHOTo (cBbilie 10 jieT) XpaHeHUs U TI0 INYHOMY
COCTaBY YKas3bIBalOTCS CefyHOIlre PeKBU3UTHI:

1) HaMeHOBaHMWe OpraHu3ali, HAaMMeHOBaHUe CTPYKTYPHOTO Mo/ipasze/eHus;

2) HavMeHOBaHHWe Hace/leHHOIo MyHKTa, B KOTOPOM [JUC/IOLIMPOBaHa OpraHu3aliusi, HOMep
(uHAeKc) nena;

3) 3arosioBOK fena, jata fAena (ToMa, 4acTH), KOJIMYeCTBO JIMUCTOB B Jiefle, CPOK XpaHeHUs
Jena;

4) apx¥BHBIN LIMQP Aena.

175. PeKkBU3UTHI, TIPOCTaB/IsieMble Ha OOJIOXKKe Ziesia TIOCTOSTHHOTO, BpeMeHHOro (cBbiiie 10
7ieT) XxpaHeHusl, 0(hOPMIISIOTCS C/ie[yIOLM 00pa3om:

1) HavMeHOBaHMe OpraHv3allid B COOTBETCTBUU C YYpeAUTeNbHbIMHA [OKYMEHTaMH
yKa3blBaeTCs IOJHOCTbIO B MMEHWTE/IbHOM TMajieke, C yKa3aHWeM O(ULIMaJbHO IPUHSTOIO
COKpall[eHHOTO HauMeHOBaHUsl, KOTOpPOe YKa3bIBaeTcsl B CKOOKax rocsie TOJIHOTO HauMeHOBaHHUS;




2) HavMeHOBaHMe CTPYKTYpHOTO TIOfipa3fie/ieHusl 3aluChiBaeTCsi B COOTBETCTBUU C
YTBEP)KJeHHOW CTPYKTYpOMW, HOMep Jiefia - INpOCTaBsieTcsi LudppoBoe oO03HaueHUe (HMHAEKC)
Jlesia 1o HOMeHK/IaType Jie/1 OpraHv3aliyiy;

3) 3aroJioBOK Jiesia IepeHOCUTCS M3 HOMEHK/IATyphl Jiefl, lata Jiefa - yKasblBaeTcs rof (- bl)
3aBeJleHMs] M OKOHYaHWs Jlela B [Jle/IoNpoW3BOACTBe.  [latol  fen,  cofeprKaiyx
pacrnopsiiuTeNbHYI0 JOKYMEHTAlUl0, a TakK)Ke COCTOSIIIMX U3 HEeCKOJbKUX TOMOB (uacTeil),
SBJISIFOTCA  KpailHWe JaThl JOKYMEHTOB Jefla, COOTBeTCTBEHHO Jara (4ucio, Mecsl, TOf)
pervcTpauyy (CocTap/ieHUs1) CaMOro PaHHEro M Camoro IMOo3/Hero J0OKyMEHTOB, BK/IFOUEHHBIX B
Jeno. [latoii mpunoxeHus K Jeny, chOpMHUPOBaHHOMY B OT/e/bHbIA TOM, SIB/IsieTCsl Jara
pervcTpanyyd OCHOBHOTO IOKyMeHTa, TIPUIo)KeHHe K KOTOPOMY TOMeLL[eHO B 3TOT ToM. [Ipu 5Tom
ynucio U rof 00o3HayaroTcs apabckumy Ludpamy, Ha3BaHHe MeCsIa TUILEeTCS TOTHOCTBIO
CJI0BaMH.

176. B wuensax obecrieueHWss COXPAHHOCTH W 3aKpeIuvieHWsT TIOPsJKa PAaCIOIOyKeHUs
JIOKYMEHTOB, BK/IFOUEHHBIX B /leJI0, BCe €ro JIMCThl, B TOM YMCJIe Pe30/II0LMH, COCTaB/IeHHbIe Ha
OTZlefIbHOM JiucTe ((UILKKW), KPOMe JIMCTa 3aBepuTesi U BHYTPEHHeHl OIMUCH, HyMepyHTCS.
JIMCTBI HYMEepYIOTCSI UepHBbIM, MSTKUM, IPa(QUTOBBIM KapaHZALlIoM, LU(pbl MPOCTaBSIOTCS B
IIPaBOM BepXHeM YIVIy JIUCTa.

177. IlopsiioK HyMepaLuu JIMCTOB Jera:

1) mact 6onee opmara A4, TIOAIIMTHIN 3a OAWH Kpaid, HYMepyeTCsl KaK OJ[UH JIUCT B IIPABOM
BEepXHEM YIy;

2) IOKyMeHTBI C COOCTBEHHOUW HymepalLjfield IMCTOB, B TOM UKMC/Ie TIedaTHbIe U3aHusl, MOTYT
HyMepoBaTbCsi B 00IIeM TIOpsiIke WA COXpaHSITb COOCTBEHHYHO HyMepaluio, ecjJu OHa
COOTBETCTBYeT IOPSAJKY PacIioIoKeHUs JIMCTOB B JieJle;

3) NUCTHI [ied, COCTOSIIIMX M3 HECKOIbKHMX TOMOB W/IM YacTel, HyMepyITCs M0 KaXOMYy
TOMY WJIM YaCTH OTZe/bHO;

4) ¢dotorpaduvy, uepTexu, guUarpaMMbl W JApyrue WIIKOCTPaTUBHbIE W CreLu@uueckue
JOKyMEHTBI, TIpeJCTABISIOIe CaMOCTOSITe/IbHBIM JIUCT B Jleie, HyMepyrTcs Ha 0OOpOTHOM
CTOPOHE B JIEBOM BEPXHEM YIUIy;

5) moAumuMThIe B /IeJI0 KOHBEPThl C BIOKEHUSMH HYMEpYIOTCSl - CHauasa KOHBEPT, a 3areM
oyepeiHbIM HOMEPOM KaXK/l0e B/IO’KeHUE B KOHBEPTE;

6) npunokeHUs K /ey, MOCTyIUBILKe B IeperuieTe, 0()OPMIISIOTCS KaK CaMOCTOSITe/IbHbIN
TOM M HyMEPYIOTCS OT/ZEe/bHO;

7) B ciydvasix oOHapyKeHWs OOJBIIOTO YKCIa OIMMOOK B HyMepaliyd JIMCTOB /jiefa
MIPOBOJIMTCS UX MepeHyMepaLys (Mpy nepeHyMepaLjiu JIMCTOB CTapble HOMepa 3a4epKUBal0TCs U
PSIIOM CTaBUTCSI HOBBIM HOMED JIMCTA, B KOHILIE Zlejla COCTaBIIsAeTCs HOBBIM JIMCT - 3aBEPUTE/Ib,
TIPU 3TOM CTaphblIi JIUCT - 3aBepUTe/b 3aUePKHUBAETCsl, HO COXPAHSeTCs B Jieie);

8) mpy Ha/MUMKM OT/Ee/BHBIX OMMOOK B HyMepalM JIMCTOB JIOMyCKaeTCs yroTpebneHue
JIMTEPHBIX HOMEPOB JIUCTOB.

178. TIlocye 3aBeplieHUss HyMepaLjMu JIMCTOB COCTaB/IsAeTCA 3aBepuTe/bHasg HaAIUCh,
KOTOpasi TIOANKCHIBAETCS] ee COCTaBUTEIEM C yKa3aHHWeM pacClIM(pPOBKU MOAIUCH, JO/DKHOCTH U
JlaTbl COCTaB/IeHUS.

Bce mocnepyronie M3MeHeHUsI O COCTaBe M COCTOSIHMM [iena (TIOBpeX/eHUs, WU3bsITHUe
JIOKYMEHTOB) OTMeYar0TCs B JIMCTe - 3aBepUTeJIe CO CChIJIKOM Ha COOTBETCTBYIOIINMN aKT.

KonuuecTBo /MCTOB B /iesie TPOCTaB/IsieTCs Ha 00/I0KKe Jiesla B COOTBETCTBUM C UTOTOBOU
Ha/IIIUCBIO.

179. PeKBU3UT «CPOK XpaHEHUs [ie/ia» MepeHOCUTCs Ha 00JI0XKKY Jiesia U3 COOTBeTCTBYHOILeH
HOMEHKJIaTypbl Jle/l TI0C/Ie CBEpKM ero CO CPOKOM XpaHeHHsl, YKa3aHHbIM B IepeyHsx
JIOKYMEHTOB, C YKa3aHHeM CPOKOB XpaHeHMUsI.

180. Ha menax noCTOSSHHOTO XpaHeHUs IULLeTCS - «XPaHUTb ITOCTOSTHHOY.

181. ApxuBHbiii MdP Jena (COCTOUT U3 HOMepa (PoHJa, HOMepa OIMKCH ¥ HoMepa jiefia 1o
orucy) Ha OO/IOKKAxX /le/1 TIOCTOSTHHOTO XpaHeHWs TIPOCTAB/sIeTCs] B apXvBe TOJBKO TIOCIIe



BK/IIOUEHUsS] 3TUX [lefl B pasfiesibl CBOJHBIX omuced, yTBepxkiaeHHbIXx OIIK (g0 sToro OH
MPOCTaB/ISIETCS KApaHZAllIoM).

182. Tlo oKOHUaHWM TOZia B HAZMTUCH Ha 00JIOXKKAX [1eJ1 TIOCTOSTHHOTO W BPEMEHHOTO (CBBIIIIe
10 nieT) XpaHeHUsI BHOCSITCS YTOYHEHHUSI - TPU HECOOTBETCTBUM 3arojioBKa Jen Ha 00oxke
COJIeP>KaHUIO TIOJIIMUTBIX JOKYMEHTOB B 3aro/IOBOK /iejia BHOCSTCS U3MEHEHUS U I0TI0/IHEeHHS.

183. lns1 yueTa JOKyMeHTOB OMpeZie/leHHbIX KaTeropyii MOCTOSIHHOTO U BDEMEHHOT'O CPOKOB
(cBbie 10 jileT) XpaHeHUs], yueT KOTOPBIX BbI3bIBaeTCsl Criel[uUKONW [aHHOM [OKyMeHTaLUuu
(ocobo LieHHBIE [IOKYMEHTBI, JMUHbIe Jesa, TMPUKasbl, MPOTOKOIbI U [pyTHe), COCTaB/seTcs
BHYTPEeHHSIS OIUCh JOKYMEHTOB.

BHyTpeHHsI1 ONUCb [JOKYMEHTOB Jiejla COCTaB/IsIeTCs TakKe Ha /Jiesla IOCTOSHHOIO U
BpemeHHOro (cBbiie 10 JieT) xpaHeHusi, ecjii OHM CGHOPMUPOBaHbI IO Pa3HOBUAHOCTIM
JIOKyMEHTOB, 3ar0JIOBKM KOTOPBIX He PAaCKpbIBAlOT KOHKPETHOe COZlepkaHue JJOKYMEHTOB.

184. [JoKyMeHTbI, COCTaBJ/IAOLLIKE /1e/10, [IOAIIUBAKOTCA He MeHee, YeM Ha ueTblpe IPOKo/a B
TBEpPAYI0 00/I0KKY M3 KapTOHa W/IM TepervieTaroTcsi C yU4eTOM BO3MO)KHOTO CBOOOAHOTO UTeHUst
TeKCTa BCeX JOKYMEHTOB. [1epBbIii U MOC/IeHUM TTPOKOJ TTPOU3BOAATCS Ha PACCTOSIHUM OJHOTO
CaHTUMeTpa OT BepxHel (HWwkHel) rpaHulbl aucta. llpy MoAroToBke fenl K TOALLIMBKe
(meperiiety) MeTa/uTMyeckue cKperuvieHHst (OynaBKHM, CKPeNKW W JIpyrue) U3 [JJOKYMEHTOB
YAAJISIFOTCSL.

185. [lena BpemeHHOro (0 10 JyileT BK/IIOUWTENIBHO) XpaHEHWs [OIyCKaeTCs XPaHWUTh B
CKOpOCIIMBATe/IsIX, He INPOBOAUThL IepecucTeMaTu3alliio JOKYMEHTOB B Jiejle, JIMCTHI Jefa He
HyMepOBaTh, 3aBepyUTe/IbHble HAAMUCU He COCTaB/ISATh.

186. Tlpu dyHKIMOHMpOBaHUM B opraHusauuu C3IJl odopmseHue [en JOKyMEHTOB Ha
OyMa>kHbIX HOCUTEJISIX OCYILeCTBJISIETCS TIPU TIPOBEPKe C aBTOMAaTU4YeCKH C(HOPMUPOBAHHBIMHU
onmcsimu gen B CIO/.

ITaparpa¢ 13. ITopsajok onepaTuBHOIO XpaHeHHUsI JOKYMEHTOB

187. TIlocyme 3aBeplueHUs B [e/ONPOM3BOACTBE [OKYMEHTbl [0 Iepefayd B apxXuB
OpraHu3ally B TeUeHre OJHOT0 ro/ja XpaHsITCs B /lefiaxX 1o MeCcTy UX (POpMUPOBaHUSI.

188. Tlocne 3aBepieHHsi B [e/IONIPOU3BO/CTBE [JOKYMEHTbI Ha OyMa)KHBIX HOCHTENSX [0
repefiayd B apxXuB OpraHM3aliiyd B TeueHWe OJHOr0 roja XpaHATCSA B Jeflax II0 MeCTy X
(opmHpoBaHus, 31€KTPOHHbIE JOKYMeHTHI - B CII.

189. Cnyxba [JOY, pykoBoguTe/Nd CTPYKTYpHBIX IIOfIpa3fie/ieHHu  OpraHu3aiuu
obecrieurBarOT COXPaHHOCTb JOKYMEHTOB U Jiefl. [lesia XpaHsaTcs B miKadax u ceiidax B pabounx
KabWHeTax WM CrielidaJbHO OTBeZIeHHBIX JIJIs1 3TOM 11eJTH MIOMelLeHHsIX.

190. [lena pacrionaratoTCsi B COOTBETCTBUM C YTBEPXK[EHHOW HOMEHK/IaTypou Jes
opraHu3aliy, Ha KopellKax 00/10)KeK YKa3bIBatOTCS UX UHZEKCHI.

191. Brigaua fies1 BO BpeMeHHOe I10/1b30BaHue OpraHy3alysaM IIPOU3BOAUTCS Ha OCHOBAHUHU
MMUCbMEHHOT0 O0pallleH!s] U TOJbKO C pa3pellleHrsi PYKOBOAUTeNsT OpraHv3aluu. Boizaua gen
JLPYTMM TIOZpasfie/ieHusIM  OpraHu3alyd  I[POU3BOAUTCS € paspellleHus]  pPYKOBOAUTe IS
CTPYKTYPHOTO I0Zipa3/ie/ieHusi, @ BHyTPU CTPYKTYPHOIO MOZpaseeHus - 1I0J, PaCIIUCKY.

Ha BpIjaHHOE €710 3aBOAMTCS KapTa-3aMeCTuTesIb flesla. B Hell yKasbpIBatOTCSl CTPYKTypHOe
rofipasjiesieHue, WHJEKC Jiefa, Jara ero BblJjaud, KOMy [eJ0 BblJaHO, JlaTa ero BO3BpallleHMUs,
NpeZlyCcMaTpUBaroTCs rpadsl /17151 paclyCoK B MOJyYeHUH U TIpUeMe fiefa.

192. M3bsiTHe [OKYMEHTOB W3 [ie/l NPOU3BOAUTCS B COOTBETCTBUM C 3aKOHOZATe/IbCTBOM
Pecrry6ukm KasaxcraH, Tpy 3TOM B [|e/I0 BK/IAZBIBAIOT KO WM3BSTHIX [JOKYMEHTOB M aKT
(mpoTokom) 06 U3bATHU MO/ TUHHUKOB.

193. B ciyuae yTparbl JIOKYMEHTOB W Jie/l TIPOBOAUTCS Cy)kKeOHOe pacciiefioBaHue, TI0
pe3y/sbTaTaM KOTOPOTO CTaBUTCS BOTIPOC 00 OTBETCTBEHHOCTH BUHOBHOTO JIMIIA B UX yTpare.



ITaparpa¢ 14. ITopsajok nepejauu Aej B apXuB OpraHu3anuu

194. Tlepenava fien U3 CTPYKTYPHBIX ITOZpas3zie/IeHU B apXUB OpraHr3aliy OCYIeCTBIIIeTCs
110 OIUCSIM [leJl, COCTaB/IsieMbIM I10 pe3y/bTaraM 3KCIIepTH3bl LJIeHHOCTU [JOKYMEHTOB U [el,
3aBepllIeHHbIX B [le/I0NPOM3BOACTBe. JJOKyMeHTbl BpeMeHHOro (o 10 /eT BK/IHOUMTENBHO)
XpaHeHUs MepejaroTcs B apXYB OpraHy3alii 110 HOMeHK/IaType Jel.

195. Onucu gen coCTaBaSItOTCA OTZAEIbHO Ha Jiefa MOCTOSSHHOTO, BpeMeHHOro (cBoiie 10
JIET) XpaHeHUs1 U MO0 JIMYHOMY COCTaBy MO (pOpMe COIIaCHO MNPUIOKeHHI0 29 K HaCTOSILLKM
IIpaBunam.

196. I'padb! onucu e 3anosHATCS B TOUHOM COOTBETCTBUU C TEMM CBEJIeHUSIMU, KOTOPbIe
BbIHECEHbI Ha OONOXKW fen. [Ipy BHeceHWM B OMWCh Jlel TIOAPS Jel C OfWHAKOBBIMHU
3aro/IOBKaMH IHULLETCs TTOJIHOCTBIO 3ar0/IOBOK I1epPBOIO Jie/la, BCe OCTaJ/ibHble OJHOPOJHbIE Jesia
0003HAUAIOTCST CJIOBOM «TO JKe», TIPU 3TOM [pYyrHe CBeJeHWs O HUX BHOCATCS B OIMMKCh
TMOJIHOCTBHIO. Ha HOBOM /1MCTe Orvcy 3aro/ioBOK OJHOPOZHBIX /ie/l BOCIIPOU3BOAUTCS MOTHOCTBIO.

197. Kaxpgoe pgeno (ToM, 4YacTb [ieia) BHOCUTCS B OMNUCh TM0f, CaMOCTOSITE/IbHBIM
TIOPSIIKOBBIM HOMEpPOM.

198. TIpada omucu «[IpuMeuaHue» UCMOMB3yeTCS [Ji TIPOCTAHOBKHM OTMETOK 00
ocobeHHOCTSIX (DM3UYECKOTO COCTOSIHUSI Jlefla, Tiepejiaue fiefla JPyroMy CTPYKTYpPHOMY
rojjpaseneHuto (Jpyroi opraHu3alumn).

199. Onmce fien cocTaBisieTcsl B ABYX 3K3eMIUIsIpax, OAWH M3 KOTOPBIX [epefjaeTcsl BMecTe C
JlelaMy B apXWB OpraHv3aliuM, a BTOPOU - OCTaeTCsd B KayeCTBe KOHTPOJIBHOIO B CTPYKTYPHOM
TroZipasziesieHu .

200. IpaBuabHOCTH (HOPMUPOBAHKS U MOJATOTOBKHU [ie/l K Tepejiaue B apXWB OpraHu3aljiu
nipoBepsietcsi  cayxkboit  [IOY. Vmeromyecsi HapylleHHsi YCTPaHSIIOTCS  CTPYKTYPHBIM
roJpaszesieHreM OpraHu3alyu.

201. Tlpuem KaKAOro [ena TIPOM3BOJUTCS pabOTHUKOM, OTBETCTBEHHBIM 3a apXUB
OpraHv3aliy, B TIPUCYTCTBUU pabOTHHWKA CTPYKTYpHOTO Tozpa3fenenus. [Ipyu 3Tom Ha obomx
9K3eMIUIsipax OINKCU IMPOTUB KaXKZOro Ziesia, BKIFOUEHHOIO B Hee, [le/laeTCsl OTMeTKa O Ha/lu4uu
Jena. B KoHLle KaK[0ro 3K3eMruisipa OMUCH YKa3bIBAKOTCA LU(pamMu M MPONUCHI0 KONYECTBO
dakTUUeCKH TPUHATBIX [ef, Jara TpueMa-Tiepefaud e, a TakXe TIOANUCU pabOTHUKa,
OTBeTCTBEHHOIO 3a apXWB, U JIMLIa, [lepe/iaBllero feJa.

202. BmecTe ¢ fesaMy B apXvB OpraHu3alliy IepeatoTcsl peruCTpaljuoOHHble KapTOTeKy Ha
JOKYyMeHTbl U (WIM) TporpaMMHBIe CpeZicTBa, 0a3bl /IaHHBIX, CoAep)Kalfue HH(OpPMAIUI0 O
pervcTpaluyyd M WCIOJHEHUU Tepe/ilaBaeMbIX [JOKYMEHTOB. 3aroji0BOK Ka)K[OW KapTOTeKH WU
0a3bl JAHHBIX BKJIFOUAETCS B OITHCh.

203. B ciiyyae JIMKBUAALIMM CTPYKTYPHOT'O MojpaszesieHus, puivana (MpeAcTaBUTeNbCTBa),
JIML[0, OTBETCTBEHHOEe 3a BeJleHue [eJI0NPOU3BO/CTBA JaHHOIO CTPYKTYPHOTO MOApaszeseHus,
¢unuana (TpeicTaBUTENbCTBA), B IE€PUOZ, TPOBEJEHUS] JIMKBUJALMOHHBIX MEepOIPUSITUN
dbopmupyeT Bce UMelOllMecs AOKyMeHThI B Zesia, odopmisieT jefa W TepefaeT UX B apXuB
OpraHu3alLii He3aBUCUMO OT CPOKOB XpaHeHUsl.

204. B ayuvae /MKBUJALMU OpraHu3aliid B [€pUOJ TIPOBeleHUs JIMKBUJALIMOHHbBIX
MEpOIpUATUNA  JTOKyMEeHTbl [0 JIMUHOMY COCTaBy O(OPMJISIIOTCS U TepefarTcsl B
COOTBETCTBYIOLMU rOCYAapCTBEHHBIA apXyB.

[Tepenaua zies1 oCy1LLeCTB/ISIETCS 10 OIUCAM JieJl U HOMeHK/1aType JieJl.

[Tpunoxenue 1

K [IpaBunam JOKyMeHTHUPOBaHUs, YIIpaB/IeHUs
JIOKyMeHTaL1el U MCI0/Ib30BaHUsI CUCTEM
3JIEKTPOHHOTO ZIOKYyMeHTO000pOTa B TOCYAapCTBEHHBIX
Y HEeroCyZ,apCTBEHHBIX OpraHu3ausax



CxeMma pacrno/iokeHusi peKBU3HTOB JJOKyMeHTa
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IIpumeuanue:
1 - wusobpaxenue TocymapctBeHHoro I'epba PecnyOrmmkum KasaxcraH wid 3MOieMsl,
JIOTOTHIIa, TOBAPHOTO 3HAKa (3HaK 00C/Ty)KUBaHMs)



2 - opuLManbHOe HaMMeHOBaHUe OpraHu3aLu

3 - cripaBOuHbIe JlaHHbIe 00 OpraHu3aLyn

4 - HauMeHOBaHYe BH/A JOKyMeHTa

5 - Iara JOKyMeHTa

6 - perucTpalMoOHHbIN HOMep (MH/IeKC) JOKyMeHTa

7 - CChUIKA Ha PerMCTPaLOHHbIN HOMeD (MHZEKC) U 1aTy BXOASALLEro JOKyMeHTa
8 - MecTo cocTaB/ieHus WIN U3/JaHUs JOKyMeHTa

9 - rpug orpaHUueHUs JOCTyMa K JOKYMEHTY

10 - agpecar

11 - rpu¢ yTBEpKJeHUs JOKyMeHTa

12 - pesosronyist

13 - 3aro/I0BOK K TEKCTY JOKyMeHTa

14 - oTmMeTKa 0 KOHTpOJe

15 - TekCT JOKYMeHTa

16 - oTMeTKa 0 Ha/IMYUK TIPUJIOKEHUS K JOKYMEHTY

17 - noamnuch

18 - oTMeTKa 0 CoIIacOBaHUM JOKYMEeHTa

19 - oTTHCK TIeYaTu

20 - oTMeTKa 0 3aBepeHUU KOIIUU JOKyMeHTa

21 - oTMeTKa 06 HCIIOJTHUTE e JOKYMeHTa

22 - oTMeTKa 00 WCTIO/THEHNY [JOKYMEeHTA U HarlpaB/ieHHWH ero B JIeJio
23 - naeHTU(UKATOP 3/1IEKTPOHHOU KOMUU JOKYMEeHTa

24 - oTMeTKa O IOCTYIUIEHWU JOKYMeHTa B OpraHu3aLjiio

[Ipunoxenue 2

K [IpaBunam JOKyMeHTHUPOBaHUs, YIIpaB/IeHUs
JIOKyMeHTaL1el U MCI0/Ib30BaHUsI CUCTEM
3JIEKTPOHHOTO ZIOKYyMeHTO000pOTa B TOCYAapPCTBEHHBIX
Y HEeroCyZ,apCTBEeHHBIX OpraHu3ausax

dopma



[

bJIaHK NACEMA OpPraHHIAIHH

T'ocyaapcteerHsld ['epd PeciyOaukH KazaxcTan
HIIH 3M0IeMa, TOTOTHIL, TOBAPHBIH 3HAK (3HaK o6CTy:KHBAHH!) OpraHH3allH]

OpTraHH3aIHH
(Ha rocyJapCTBEHHOM A3BIKE)

Od¢HuHaIEHOE HAHMEHOBA
OpraHH2alHH
i (Ha pyccKOM HIH HHOM A3E

_________

CIIpaBOYHEIE TaHHEIE 00
OpraHH3alHH
(Ha rocyJapCcTBEHHOM A3BIKE)

CrparodHEIE JaHHBIE Of
OpraHH3allHH
(Ha pyccKOM HIH HHOM f3E

..... e b e ot e

Ne
_____ (nata) (HHIEKC) IR RR PR ARARERERRRRARARE
; i rAz[peca
' (ccBUIKa HA HOMED H JaTy
| BXOAINET0 JOKyMeHT4d) I DO
T3aromoBok k TekeTy mHCEMA Ik
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I
®opmar A4 (210X297)

[Ipunoxxenue 3

K HpaBI/IJ'IElM AOKYMEHTHUPOBaHNs, YIIPpAB/I€HUA

,I[OKYMGHTHL[I/IQI\/JI 1 UCII0/Ib30BaAHUA CUCTEM

3/IeKTPOHHOTO I0OKYMeHTO0000pOoTa B TOCY/[apCTBEHHBIX

" HEroCyZldpCTBEHHBIX OPraHU3alMAX

dopma



baang KOHKPETHOT0 BHIA TOKYMEHTA OPraHAZANTHA

TocynapcTeeHHEIH ['epl PeciyOnukH Kazaxcrad
. HH 5M01eMa, TOTOTHIL, TOBapHBIH 3HAK (3HaK 00CTy:KHBaHHA) OpraHH3aIHH

Od¢HITHATEHOE HAHMEHOBAHHE
: OpraHH3allHH
(Ha rocyIapcTBeHHOM A2EIKE)

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

HaHmMmeHOBaHHE BHIA HanMeHOBaHHEe BHIA 4
TOKyMeHTa JOKYMEHTA

| (Ha rocyJJapCTESHHOM A3EIKE) (Ha PyCCKOM HIIH HHOM fA3BIKE) |
N Ne |
m (7ata) O~
MecTo H3OAHHT MecTo H3aHHT
(WarocynapCTBeHHOM si3BIKE) (WA PYCCKOM HIH HHOM f3bIKE)
'3aronoBok x Texcry nokymenta |

®opmar A4 (210X297)

[Tpunoxenue 4

K [IpaBrnam JOKyMeHTHUPOBaHUs, YIIpaB/ieHuUs
JIOKyMeHTal[1el 1 UCTO0JIb30BaHUsI CUCTEM
3JIEKTPOHHOTO JJOKYMeHT0000pOoTa B TOCYapCTBEHHBIX

" HETOCYJapCTBEHHbIX OpPraHU3alUAX

dopma




' OO0mmui 61aHK opragmzaones
Fﬂcyﬂapﬂﬂemmﬁff l"epﬁmﬁecnyﬁﬁlmm Kaszaxctan
- H1IH 3M07IeMa, TOTOTHIL, TOBapHEIH 3HAK (3HaK 00CTy:XKHBaHHA) OpraHH3allHH
. OdmmatbHOe HamMeHoBamHe | OdHIHATEHOE HAHMEHOBAHHE
OpraHH3aIlHH OpraHH3aIHH
(Ha rocyIapcTBEHHOM A3BIKE) . (Ha pyCcCKOM HJIH HHOM S3BIKE)
| Ne
(Aata) i
MecT0 H3aHHY MecTO H3aHHT
 (Ha TOCYZIAPCTEEHHOM S3BIKE) (Ha pyCCKOM HIIH HHOM 3bIKE)
E@amn@nm{ K TEKCTY JOKyYMEHTa &

®opmar A4 (210X297)

[Ipunoxenue 5

K [IpaBu1aM JOKyMeHTUPOBaHUS, YIIpaB/eHHUs
JOKyMeHTalel U UCII0/Ib30BaHUs CUCTEM
3JIEKTPOHHOTO ZIOKYyMeHT0000pOTa B TOCYAapCTBEHHBIX
Y HETOCYZlapCTBEHHBIX OpraHU3aLusIxX

dopma




JIUCT COI'JIACOBAHHA

HauMeHOBAHHE BHIOA IIPOEKTA JOKYVMEHTA, 3aI0JIOBOK K TEKCTY

CornacosaH CormacoBaH
HanMeHOBaHHe JO/IKHOCTH HanMeHOBaHHe JODKHOCTH
C YKa3aHHeM HAHMEHOBaHHA C yKazaHHEM HaHMeHOBaHHA
OpraHH3alHH OpraHH3allHH

Pacmudporka Pacmadporka
(TH9HAA OJAIHCH) IIOJIMHCH (THYHAA NOANHCH) MOANHCH
Hata Jata

Popwmar A4 (210X297)

[Ipunoxkenue 6

K IIpaBuiam JOKyMeHTUPOBaHUs, yIIpaBIeHUs
JOKyMeHTaLjiel U UCII0/Ib30BaHUs CUCTEM
3JIEKTPOHHOTO ZJOKYyMeHT0000pOTa B TOCYAapCTBEHHBIX
Y HETOCYZlapCTBEHHBIX OpraHu3aLusaxX

dopma



«<RYHETEPOI MOTETBIEY ITH
KAJAKCTAHIBIK HHCTHT Y ThI»
HHHOBAINIHATBIK OPTA.TBITF Bl

ToBapHIMeCTEC ¢ OTpPaHEYEHHEOH
OTEETCTEEHHOCTBID

«IﬂIHﬂBAHHOIﬂ-I_HfI OEHTP
«KRAJAXCTAHCKHH HHCTHTYT
MOJETHPOBAHHA CHCTEM»

AAVAMKEPIIUTIT MeKTeV Il cepiKTecTir

IIPHKA3

BYHPBIK

F15 ‘Mapta 2017 roaa Ne 51
| Acrana Kamacel .| ropoxAcTana

- ir L

L | 'O BHeceHHH H3MeHeHHI B
MO/LKHOCTHBIE HHCTPYKITHHA
COTPYAHHKOB

B cEgznc

(ocmEOBamHE)

ITPHKA3BIBATO:
1. BHecTH B JOIDKHOCTHBIE HHCTPVKIMH cOTpyIHHKOoE TOO cremyromme
H3MeHeHHS:
1)
2)
2. KoHTpOIb 3a HCOOMHEHHEM HACTOMINETO IPHKA3A BO3I0KHTE Ha

T'eHepanbHBIA THPEKTOP (moZmHCE) (pacmmdpoEKa TONHCH)

(OTMeTEa 0 COTTIACOBAHHH:

®opmar A4 (210X297)

IIpunoxxenue 7

K IIpaBunamMm JOKyMeHTUPOBaHUs, YIIpaBIeHUs
JIOKyMeHTal1el U MCI0/Ib30BaHUsI CUCTEM
3JIEKTPOHHOTO ZIOKYyMeHTO000pOTa B TOCYAapCTBEHHBIX
Y HerocyZ,apCTBeHHbIX OpraHu3aluax

dopma



ToBapHImecTED C OTPaHAYEHACH
OTEETCTEEHHOCTRED

. «KYHEIEPIIMOJEIBJIEVIIH
KA3AKCTAH/IBIK HHCTHTYThI»
HHHOBAITHATBIK OPTAIBIFBD»

«i{]ﬂ-IHDBAHHDI-]}I_BIfl OEHTP
«KAJAXCTAHCKHH HHCTHTYT
MOJETHPOBAHHA CHCTEM:»

AAVAMKEPIILTIT] MeKTey Il CepiKTecTir

BYIIPHIK ITPHKA3
15 mapTa 2017 roga Ne 51nfe ,
 Actamagamacer ¢ iTopogActama

 1r 7
| [ IIo J]H‘IHGM}’ CDCTE[B}'

1. IPHHATD Ecxenguposa EpkeOynaHa AwmaHTaeBHYa HA JODKHOCTB
IMABHOTO MeHeT&epa MapKeTHHIOBOro 0TAena ¢ 15 mapra 2017 roga.

OcHOBaHHA. TPYIOBOH moroeop oT 15 mapra 2017 roma Ne 31 M 3adBlIeHHE
Eexenmupoea ELA ot 14 MapTta 2017 roga.

2. TIEPEBECTH 3yoapesy AHacracHr BHETOpPOBHY cTapinero Oyxramrepa,
Ha JO/DKHOCTB INTaBHOr0 Oyxramrepa ¢ 16 Mapta 2017 roga.

OcHOBaHHY. JONONHEHHe K TPVAOEBOMY morosopy or 14 ampemns 2016 ropa
Ne 28 u 3agenenue 3y0apesoii A B. ot 13 Mapra 2017 roga.

3. PACTOPTHYTD tpyrooeoid gorosop OT 17 guBapg 2015 roma Ne 15 ¢
Kepmnossim Mapatom CepHrosHueM ¢ 15 mapra 2017 roma B COOTBEICTBHH C
IIyHKTOM 1 cTathl 57 Tpydosoro kofekca Pecryomma Kasaxcras.

OcHoeanHe: 3ageneHde Kepuvosa M.C. o1 14 mapra 2017 roga.

4. OBbABHTL BBITOBOP Ilasernosoii CanraHat AdaesHe, MeHeIKepy
TIPOSKTHOIO OTHelIa.

OcHOBaHHA: JOKTATHAA 3AITHCKA Ha9albHHKA [IpoeKTHOro oTaena Canosa [11
or 10 mapra 2017 roga H 0OBSCHHTeIbHAA 3amHcka [TasermoBoil C.A. or 12 mapta
2017 roga.

I'eHepalbHBIH THPEeKTOP IIOOIHCE pacimdpoBKa NOJMHCH
BHzmI:

(OzHAKOMIeHBIL.

®opmar A4 (210X297)

[TpunoxkeHue 8



K [IpaBu1aM JOKyMeHTHUPOBaHUS, YIIpaB/aeHuUs
JIOKyMeHTaL1el U MCI0/Ib30BaHUsI CUCTEM
3JIEKTPOHHOTO ZIOKYyMeHTO000pOTa B TOCYAapCTBEHHBIX
Y HErOCY/lapCTBEHHBIX OpraHu3aLusX

dopma

IIporokon



OpraHH3ANHH OpraHH3ANHH
(HA rOCYJapCTBEHHOM A3BIKE) | (Ha pyCCKOM HITH HHOM $3BIKE)
U XATTAMA 7 HPOTOKOX
; Ne
. (zata) J
E'"Mectrn IE,I[EI_E]E[H ______________ MecTo HEII,‘EI-]HH
| (Ha rocyaapcTEEHHOM A3EIKE) (Ha PYCCKOM HIIH HHOM fA3BIKE) |
r ar 1
| | 3acejaHHsA KOMHCCHH IIO... ~,
IIpencemarens — ©H.O.
Cexperaps — 2 H.O. >_
TIpHCYTCTEOBATH: (KOMHYSCTEO) YelloBeK (CIHCOK IIPHIAraeTcs)
BrogHaz
9acThb
INOBECTEKA JHA _J
1. O pa3padoTEe H NIPHHITHIAX ..
JOKIa 3aB&IVIOINETO . .
2.0 ..
~
1. CJIVIIAJTH:
$ 11.0. — TeKCT JOKI4IA IPHIArasTCa.
BBICTVYIIHIH:
® 1.0. — KpaTKad 3aMHCh BRICTYIUIEHHA.
DO - >‘
OcHOBHAA
4
INOCTAHOBH.TH: 4acTb
1. OgoOpHTS ...
2. ...
2. CIIVIIIAJUTH:
BBICTYIIHTH:
IMOCTAHOBH.IH:
IlpeacexaTeiab MOJIHCH pacimHdpOBKA HOAITHCH
Cekpetaphb MOJITHCE pacImH(pOBKA IOIIHCH

®opmar A4 (210X297)

ITpunoxenue 9



K [IpaBu1aM JOKyMeHTHUPOBaHUS, YIIpaB/aeHuUs
JIOKyMeHTaL1el U MCI0/Ib30BaHUsI CUCTEM
3JIEKTPOHHOTO ZIOKYyMeHTO000pOTa B TOCYAapCTBEHHBIX
Y HErOCY/lapCTBEHHBIX OpraHu3aLusX

dopma

AKT



-
L

—
_

I'ocynaperserHsli [ epd Pecnyomxm Kasaxcran
HIH 3MO/1eMa, TOrOTHIL, TOEAPHBIH 3HAK (3HAK 0OCTY:KHEAHHS) OPTaHH3AIHH
O¢HnHaTbHOe HAHMEeHOBAHHE | O¢unHaTbHOE HAHMEHOBAHHE
OpraHH3ANHHA OpraHH3aNHH
(Ha rocyJapcTESHHOM S3BIKE) (Ha pyccKOM HIH HHOM 3BIKE)

[

» | AKT - |
; Ne
(mata)
'MecTo H3maHus MecTo H3TaHns
(Ha TOCYZApCTEEHHOM S3bIKE) | (Ha pyCCKOM MM HHOM S3BIKE) |
I 1

O3 HTOrax NpOBEpPKH ...

OcHOBaHHe: IPHKA3 PYKOBOIHTENI OpPraHHsaliug oT (Jara) Ne
«0 TpoBeleHHH NPOBepkH ...» (WIM HHOH JOKYMeHI: mIaH paDoTel, mopyueHHe
BBIINECTOSIETO OPTaHA H T.11.).

CocTareH KOMHCCHeH B COCTABe:

IIpencenarens KOMHCCHH

OOTKHOCTE, HHHITHATEL, (pavitTag
YeHs! KOMHACCHH: 1.

OJOIIAHOCTE, HHHITHATTBIL, [IJEJ-II‘IJ]}I!I
2.

AOIDKHOCTD, HHHITHATEL (P aMHITHA
IIpHCYTCTBOBATH:

AOILFRHOCTE, HHHITHATIBI, [bﬂjrﬂ{.]]}lﬂ.'

TEECT

CocTaBleH B 2-X 3K3eMIITIpax:
1-# 3K3eMIUIAEp: B gemae 5-7
2-H 3K3eMILTAp. HAMPABISH IPOBEPAeMOH OPraHH3aITHH

IIpeacegaTe. b KOMHCCHH NOJIHCE  pacimH(poBKa IOJITHCH
Ynenbl KOMHCCHH NOAMHChE  pacumbpoBKa MOJITHCH
®opmar A4 (210X297)

[Tpunoxenue 10

K [IpaBuiaM 1OKyMeHTUPOBAaHUs, yIIpaBIeHUs
JIOKyMeHTalL1el U UCI0/Ib30BaHUsI CUCTEM
3JIEKTPOHHOTO ZIOKyMeHTO000pOTa B TOCYAapCTBEHHBIX
Y HErOCy/lapCTBEHHBIX OpraHu3aLusiX



dopma

CrnpaBka
/__.-'-""'_""‘--,_\ ) _
«KA3JAKCTAH PECIIVEJIHKACEI PECIIYBIHKAHCKOE
MOJIEHHET KOHE CIIOPT TOCYJAPCTBEHHOE
MHHHCTPJIITTHIH, VYPERJTEHHE
APXEOTPA®HA JKOHE JEPEKTAHY «HAITAOHATbHBIH EHTP
YJITTBIK, OPTAJIBIFBL» APXEOTPA®HH H
HCTOYHHKOBEJEHHA
PECTIYVEJIHKAJIBIK MEMJIEKETTIK MHHHCTEPCTBA KVIBTVPBIH |
MEKEMECT CIOPTA PECOVEIHKH ;
KA3ZAXCTAH»
b AHBIKTAMA CIIPABKA
15.10.2017 | Ne 03-05/171 '
AcTamakamacel . TopomAcrama

MuHHCTEPCTEO KYIBTYPEI H
cnopta Pecnydmakn Kazaxcran

r 1
O cocTosHHH padoThI IO

| IOAT0TOBKE HH(POPMAIHOHHOT O
| cmpasouHAKA «HcTropusa Kazaxcrana
B 3apybexHBIX apxuBax (XVI-XX BB.)»

-
TEKCT
JdupexTop MOIITHCh Bb. KonbichaeBa
Hen. K. TlapenGeroea
Ten.:24-05-32
®opmar A4 (210X297)

[Tpunoxenue 11

K [IpaBunam JOKyMeHTHUPOBaHUs, YIIpaB/IeHus
JIOKyMeHTaL1el U UCI0/Ib30BaHUs CUCTEM
3JIEKTPOHHOTO ZIOKYyMeHTO000pOTa B TOCYAapCTBEHHBIX
Y HEeroCyZ,apCTBEeHHBIX OpraHu3aLusax

dopma

CnpagBka



1

' MoJEHHET AKoHE CIIOPT
MHHHCTP.IIT'THIH

TOCYIJAPCTBEHHOE i
YYPEAITEHHE

' APXEOTPA®HA KOHE JEPEKTAHY | «HAIIHOHAIbHbIH IIEHTP
YITTBIK OPTAJIBIFbI» ; : APXEOTPA®HH H
; HCTOYHHKOBEIEHHA

. PECIIVEJIHKAJIBIK MEMJIEKETTIK | . MHHHCTEPCTBA KVJIBTVPHI H
’ MEKEMECT : ; CIIOPTA PECITVEJIHKH

; ’ KA3AXCTAH» j

15.10.2017 _ Ne 02-01/10 i

AcTaHa KaTack : ropon AcTaHa

AsgmoepreHopa Kyme:kad XafiOyIoeHa paboTaeT ITIABHBIM OYXTaaTepoM
HansoHaTEHOTO IIeHTpa apXeoTpadHH H HCTOYHHKOBeIeHHA.

JdupexTop TIOIITHCh B. KonbicbaeBa

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

®opwmar A5 (148X210)
ITpunoxenue 12
K [IpaBU/iiaM JOKYMEHTHUPOBaHUs, YIipaB/eHUs
JIOKyMeHTal[1el U UCI0/Tb30BaHUsi CUCTeM
3/IEKTPOHHOTO ZIOKYyMeHTO000pOTa B TOCYAapPCTBEHHBIX

" HETOCyAdPCTBEHHBIX OPraHU3adlUAX

dopma

ITucsMmo



«BAPBIC»
AKIMHOHEPTIK KOFaMbl

AKnnoHepHOe 00IIECTBO
«BAPBIC»

' Abait n-mst. 10, Acrtana k., 010000 " mp. Abas 10, . Actana, 010000
| Tem/takc 8 (7172)35-39-22, | Tem/Qaxc 8 (7172) 35-39-22, |
35-46-47 E-mail: Baris@inboxru |  35-46-47 E-mail: Baris@inbox.ru |

119.032017 N 04-07/151

. (ccBIIKA HA HOMep H JaTy BX.

| JOKYMeHTa) ;
_________________________ ' TOO «Kymarep»
HOpagEYecKHil 0TAeT !
np. PeickynoBa, 12, r. AamaTtsl, |
020000 ’
r r L
L O npeTeH3HH N0 JOTOBOPY
oT 15.03.2017 Ne 44/56

YEeaxaeMsble rocoogal

B mapTHH 1aKOKPACOYHBIX MATEPHATOB, OTIPY:KeHHBIX Bawmm 28 nexadpg
2016 roga mo :KenesHOIOPOMHOH HAKIATHOH Nt 324 B COOTBSICTEHH C JOTOBOPOM OT
12 gupapa 2016 roga Ne 44/56, obHapy:xeHo 3 e OpMHEPOBAHHEIX BCIeICTEHE YIapa
HIH HHOTO MEXaHHYeCKOI0 BO3JEHCTEHA AITHEA, 0 YeM CBHIETEIbCTEYET AKT OT
15 mapra 2017 roma Ne 23, JlakokpacodlHble H3ZeIHI, HAXOIAINDHeCH B
NOBPERIEHHBIX AIMHKAX, pealdsalid He noxnexar. OIIaTa DapTHH ToBapa
IIpoH3BeIeHa HaMH B II0JHOM 00BbeMe 1o cdeTy Ne 33-675.

IIpocrM Bac BO3MeCTHTh IOHECeHHBI® HaMH VOBITKM B pasMepe 175 ThIC.
570 Tenre. CyMMY CIeOyeT IepedHCIHTE HA HAN PacyeTHRIH cUeT.

IIpuno&eHHe: aKT HA 2 1. B 1 3K3., HA pPYCCKOM S3BIKE

C vBa:KeHHEM,
KomMepdecKHil THpeKTOp NOAIHCE  pacIIH(ppoBKa MOJIHCH

Hen. H. Tletpora
Tem. 35-45-44

®opmar Ad (210X297)

[Tpunoxxkenue 13

K IIpaBuiam JOKyMeHTUPOBaHUs, yIIpaBIeHUs
JOKyMeHTaLjel U UCII0/Ib30BaHUs CUCTEM
3/IeEKTPOHHOTO ZIOKYyMeHT0000pOTa B TOCYAapCTBEHHBIX
Y HETOCYZlapCTBEHHBIX OpraHu3aLusixX



IIpuMepHBIH NepeyeHb JOKYMEHTOB, He MO//IeXXaliuX perucrpanun ciyxoou JJOY

[TvcbMa, HaripaB/ieHHbIE B KOMUSIX [J11 CBEeJleHHs.

PekiamHble M3BelLL|eHUs], IPOCIEKTHI, 1/1aKaThl, IPOrPaMMbl COBEIIlaHHH.

[TepBuuHbIe [OKYMeHThI OyXraitepckoro yueta (pPerMCTPUpYIOTCS B OyXraaTepuut
OpraHu3alin).

YueOHble T1UIaHBI, MPOrpaMMbl (PETMCTPUPYIOTCS B COOTBETCTBYIOIIEM CTPYKTYDPHOM
roJpaszeseHny OpraHu3aLum).

Mecsiunble, KBapTajbHble W [Jpyrde OTUeTbl (PerucCTPUPYHOTCS B COOTBETCTBYHOLEM
CTPYKTYPHOM TOZpa3/ie/ieHny OpraHu3aLi).

@DOpMBbI CTAaTUCTUUECKOM OTUETHOCTH (PErrCTPUPYIOTCSI B COOTBETCTBYHOILIEM CTPYKTYPHOM
roJpaszesneHny OpraHu3aLum).

Coo0111eHUsI O COBEIaHUSIX, 3aCeaHuUsIX.

[To3apaBuTE/IbHBIE TIMCHMA, 1103/IpaBUTe/IbHbIE TelerpaMMbl, IIPUI/IaCUTe TbHbIe OU/IeThI.

[MTeuaTHbie U3maHUsS (KHUTH, )KYPHAJIbI, Ta3€Thl, OIO/IETEHN).

Tenerpammel ¥ IMCbMa O pa3pelleHrd KOMaHUPOBOK.

TenedhoHorpaMMbl 0 TIPOBeZIEHUU 3ace[jaHUi, COBeIllaHWi, CEeMUHAPOB U JIpyTHe.

J1oKyMeHTBI C IOMEeTKOM Ha KOHBepTe «JIM4HO».

HayuHble oT4eTbl 1O TemaM (DPerucTpUpPYIOTCS B COOTBETCTBYIOILLEM CTPYKTYPHOM
rojpaszeneHny OpraHu3aLum).

[TpelicKypaHTBI.

Hopmbl pacxosa MarepuasnoB, 3asiBKM Ha  KaHLEJAPCKAe TIPUHAJJIEKHOCTU U
OpraHU3allMOHHYK)  TeXHUKY (PeruCTpUpyKTCSI B  COOTBETCTBYKOLIEM  CTPYKTYPHOM
roJpaszeseHny OpraHu3aLum).

CBogxu.

Y4yeTHble jaHHbIEe T10 KaJ|paM.

[Ipunoxenue 14

K [IpaBunam JOKyMeHTHUPOBaHUs, YIIpaB/IeHUs
JIOKyMeHTal1el U MCI0/Ib30BaHUsI CUCTEM
3JIEKTPOHHOTO ZIOKYyMeHTO000pOTa B TOCYAapCTBEHHBIX
Y HEeroCyZ,apCTBEeHHBIX OpraHu3ausax

dopma

Kaprouka perucrpanuy BXOJsIUX JOKYMEHTOB



= 4 : -
= Koppecnongent Brg goryuenTta
]
JaTa moCTYIIIeHHA H HEASKC JOKYMEHTE JaTta B HHIEKC ZOEYMEHTA
wy
=i
] 103
=] e |
™ 3aromoECE JOEYMEHTA HITH EPATHOS COJSp#aHES
Pesomromma BN EOMY HANPAENeH JOKYMEHT Cpor HCIONMHEHRE
= =
= Oruerra of HCOOTHEHMH JOKYMEHTE
Pacnucka E MOy IeHHHE ¢ YEA3AHAEM JaTH H HAMPARNEHHH E JE70

10

CEefeH:s 0 X0Je HCOXTHEHHA JOEYMEHRTA, IepeH0ca CPOEDE HOIKIHEHH,
MOCTYIDIEHHHE DPOMedy TOUHED 0TESTOE (3anpocoE) H T.A.

KGH'IPD.".[I’:\HE\IE OTHMETEH

=
H[ DoEg Ne Omace Ne Hemo Na
70 70
210
@opmar A5 (148x210)
[Tpunoxenue 15
K [IpaBuiaM JOKYMEeHTHUPOBaHWs, yIipaB/IeHUs
JIOKyMeHTal[1el 1 UCT0/Ib30BaHUsI CUCTEM
3JIEKTPOHHOTO JJOKYMeHT0000pOoTa B TOCYapCTBEHHBIX
Y HeroCyZlapCTBEHHbIX OpPraHu3aLusaIx
dopma
ZKypHas1 perucrpanyy BXOAALUX JOKYMEHTOB
Ne| Hara [Koppecrionzent Bwupz nokymeHra, |Pesosronus wnu|Pacrivicka B| Otmetka ([Ipum
MOCTYTI|, AaTa U UHZJEKC| 3aroJioBOK WM  |KOMY HarpasJ/ieH|oyYeHUun 06 e4yaHu
Il |JIeHus1 | BXOZALLero Kparkoe JIOKYMEHT Ha |[OKyMEeHTa,|CII0JIHeHH| e
JIOKyMeHTa coZlepkaHue HCIIO/THEeHHe Jara u
I BXOZLLIero IOKyMeHTa
JIOKYMeHTa
1 2 3 4 5 6 7 8




®opwmar A3 (420X197)

JKypHan perucrpaniu UCXOASIMX U BHYTPEHHHX A0KYMEeHTOB

Ne [ara u unzekc Koppecr|  3aroyioBok unu OtMmeTka 06 ncnonHennu |[Tpume
Ne VICXOZALLIero OH/JIeHT [KpaTKoe CofiepyKaHue JIOKYMeHTa 1 yaHue
ILII (BHYTpeHHero) JIOKyMeHTa HarpaBJ/IeHUU B [1eJ10
. JIOKYMeHTa
1 2 3 4 5 6
®opmar A3 (210X297)
[Tpunoxenue 16
K [IpaBunam JOKyMeHTHUPOBaHUs, YIIpaB/IeHUs
JOKyMeHTaLel U UCII0/Ib30BaHUs CUCTEM
3JIEKTPOHHOTO ZJOKYyMeHTO000pOTa B TOCYAapCTBEHHBIX
Y HErOCYZlapCTBEHHBIX OpraHU3aLUsIxX
CBE/JIEHUSI 006 ucrio/THeHHH JOKYMEHTOB, MO//Ie)KAlUX KOHTPO/TI0
10 COCTOSTHUIO Ha (uucno, Mecsiiy, TOx)
Ne | HanmeHnoBaHus JTOKYMeHTBI Ha KOHTpoJIe N3
1/ CTPYKTYPHBIX BCEro MOCTYTIUIIO B VCIIOJTHEHHbIe
I roZpaszeneHuu rpeAbIAyLeM
MecsiLe
1 2 3 4 5

HaumeHoBaHUe A0/DKHOCTH PYKOBOANTE/IA
PacimdpoBka

oryxos1 JOY

TIOATTUCH

IIpumeuanue.
CBefieHHs1 MOTYT ObITh /IOTIONIHEHBI TpadaMu 10 BHZIaM [JOKYMEHTOB (IIpHKasbl, pelleHus
KOJIJIETHU U JPyTHe), UX PeruCTPaLMOHHBIMUA HOMepaMH, (haMuIrisiMu UCTIOJTHUTENeH.

(JIMYHas OATHUChH)

®opmar A4 (210X297)

[Tpunoxenue 17

K [IpaBriaM JOKyMeHTHMPOBaHUs, YIIpaB/ieHuUs
JIOKyMeHTal[1el 1 UCT0JIb30BaHUsI CUCTEM



3JIEKTPOHHOTO ZIOKyMeHTO000pOTa B TOCYAapCTBEHHBIX
Y HErOCY/lapCTBEHHBIX OpraHu3aLusIX

CBEJEHUA
00 ucno/THeHNHU o0paeHnil PU3HYeCKNX U PHANYECKUX JIHI]
110 COCTOSTHUIO Ha (uucino, mecsiiy, TOx)
Ne /1 HavMeHOBaHUsI CTPYKTYPHBIX HaxoauTcs Ha UCTIO/THeE
rofipasjeneHui BCETo (0]
rpezpl
1 2 3

Bcero:

HaumeHoBaHUe A0/DKHOCTH PYKOBOANTE/IA
PacimdpoBka
cryxos1 JOY
MIOATIUCH

(JTMYHasI TIOTIHCh )

®opmar A4 (210X297)

[Tpunoxenue 18

K [IpaBuiaM 1OKyMeHTUPOBaHUs, yIIpaBIeHUs
JIOKyMeHTal1el U UCI0/Ib30BaHUsI CUCTEM
3JIEKTPOHHOTO ZIOKyMeHTO000pOTa B TOCYAapCTBEHHBIX
Y HErOCY/lapCTBEHHBIX OpraHU3aLusiX

dopma

JKypHan yuera u BbIAa4M NeYaTHO-0/IaHOYHOM NMPOAYKINH



[TocTyruieHve

[ara rocryrieHus Hara v [Haumen|Konnu|Cepust Hara Bbijauun
HOMep |OBaHue |ecTBO| U
COMPOB |rpearnp | 5K3eM [HOMep
OJWTeJIb| UITUuA - |TUIsIpo| a
Horo |u3roToB| B |OmaHK
JIOKyMe| uTens OB
HTa
1 2 3 4 5 6
®opwmar A4 (210X297)

ITpunoxxenue 19
K [IpaBU/iaM JOKYMEHTHMPOBaHUs, yIipaB/ieHUs
JIOKyMeHTal[1ell U UCI0/Tb30BaHUs CUCTeM
3JIEKTPOHHOTO JOKYMeHT0000pOoTa B TOCYZjapCTBEHHBIX
Y HEerOCyZ,apCTBEHHBIX OpPraHu3alusax

dopma

JKypHas yueTa ¥ BbIIauH MedyaTeid, ITaMioB ¢ u3odpaxenuem I'ocygapcrBennoro I'epoa
Pecny6/inku Ka3zaxcraH U crieHa/ibHONM IITEMIeTbHOW KPacKH

Ne [ HaumeHoBanus v Komy BbIIaHO
OTTUCKH TIeyaren HaumeHoBaHue CTPyKTypHOIO damuvg U [Hara v

M | U LITaMIoB C rofipaszesieHusi, OCyLeCTB/ISAOLLero VHULIAAJIB pacrnucka B

n3o00pakeHreM XpaHeHue reyarei, IITaMIoB C JIO/DKHOCTHOIO | TIOJIyYeHuU
i [ocymapctBeHHOro|  u3obpakenuem ['ocyzmapcTBeHHOro I'epba JIULa-

I'epba Pecriy6nuku KazaxcraH ¥ crielidaabHOM roJiyyaress
Pecrybrmmku LITeMITe/IbHOW KpacKy
KaszaxcraH
1 2 3 4 S5
®dopmar A4 (210X297)

[Tpunoxenue 20
K [IpaBu1aM JOKyMeHTHUPOBaHUS, YIIpaB/eHHUs
JIOKyMeHTaL1el U UCI0/Ib30BaHUs CUCTEM
3JIEKTPOHHOTO ZIOKYyMeHTO000pOTa B TOCYAapCTBEHHBIX
Y HETOCYZlapCTBEHHBIX OpraHU3aLUsIX

dopma

)KypHaJI yueTa 4 BbI[Ad4YH NI€PbEBBIX dBTOPYY€K, 3dIIPAB/IEHHBIX CII€I{Ma/IbHBIMHA
Ye€pHU/IdMHA




Ne| HavmeHoBaHue damunug u Homxunocte u | Hara | [ara | IIpumeuanue,
CTPYKTYpPHOIO VIHULIAAJIbI bamuus uia, |BeIZAUM[BO3BpaTl OTMeTKa 00
Il | mojpasfeseHus, JIOJDKHOCTHOTO IOy YMBILETO 51 au | yHAUTOXXeHUH
OCYLL[eCTBJISIFOLLIEr0 JIVLa, repbeByl0  [pacmuc|pacruc| mnepreBoit
Il [XpaHeHHe NepbeBbIX | OCYLLeCTBIISIOIEr0 | aBTOPYUKY, KaB | KaB aBTOPYUYKH,
aBTOpYUeK, XpaHeHue MepbeBbIX| 3ampaB/eHHYI0 |Mosyue[rnpueme| 3anpaBieHHON
3arpaB/IeHHbIX aBTOpPYYeK, CrieliasibHbIMU | HUU CrieLiabHbIMU
CrieLaabHbIMU 3arpab/IeHHbIX YepHW/IaMU YepHW/IaMu
YepHW/IaMHU CrieLiaibHbIMU
YepHUIaMu
1 2 3 4 5 6 7
®opmar A4 (210X297)

[Tpunoxenue 21

K [IpaBuiaM JOKyMeHTHUPOBAHUS, YIIpaB/aeHuUs

JIOKyMeHTaL1el U MCI0/Ib30BaHUsI CUCTEM
3JIEKTPOHHOTO ZIOKYyMeHTO000pOTa B TOCYAapCTBEHHBIX
Y HErOCy/lapCTBEHHBIX OpraHu3aLusX

AKT

(mara)

Mecto u3nanus (Ha
rOCyJ,apCTBEHHOM SI3bIKe)

dopma

Hd3BaHHE€ OpPTraHU3aln

Mecto n3gaHus (Ha pyCCKOM WA MHOM

SI3bIKE)

YT1Bepxzgaro HanimeHoBaHUe NO/KHOCTHA PYKOBOJUTEJIS

opraHu3aluu

MOAMNKUCH) noAnucH ara

IIpuema-nepeaauu meyaTHo-
0/1aHOUYHOM

NMPOAYKI{HH, NleYaTel, ITaMIIOB,
MOA/Ie)KALMX

3alMTe, CPe/iCTB 3alUThI
AOKYMEHTOB U
PerMCTPAalMOHHBIX YUETHBIX
¢opm K HUM

OcHoBaHue: TIpHUKa3 PyKOBOAUTeSsSI OpraHu3aLuu oT (zara) Ne

PacimdpoBka (muuHas

«O mpoBe/ieHNY TIPOBEPKHU...» (WTH WHOM JOKYMEHT: TUIaH paboThl, TopyJeHue

BBILLIECTOSIIL[ETO OpraHa U T.A.).

CocTaBjieH KOMUCCHEN B COCTaBe:

HPEACE,ELEITGJ'II: KOMHUCCHUH

Ynensl KoMuccuu: 1.

JIOJDKHOCTh, UHULIUAJTBI, haMuust

AO0/DKHOCTBh, MHULIKAJIbI, Cl)aMI/I]'II/IH

JIOJDKHOCTh, UHULIUAJTBI, haMuust




1. Hencrnonb30BaHHYIO TIe4aTHO-0/IaHOYHYTO MTPOAYKLIMIO, TTO//IEXKAIIy 0 3amiuTe, (0TAe/TbHO
no Buziam) cepui _____cNe 1o Ne ____ B KO/IMuecTBe 5K3eMIT/ISIPOB.
(urdpamu 1 MPOMUCHIO)

2. AKTBHI O BbIJieJIeHUU K YHUUYTOXKEHUIO MCTIOPUeHHBIX 9K3eMIUISIPOB TleuaTHO-0/1aHOUHOM
TIPOAYKLUH, TIOZ/Ie)XKallei 3aljuTe

(,E[aTbI, HOMeEpa, KOJIM4eCTBO 3K3€eMIL/IAPDOB

aKTOB I10 BH7iaM 0JIaHKOB)
3. TTeuatu c nzobpakennem I'ocynapcrBenHoro I'epba Pecriy6nmkn KasaxcraH B konmuecTBe

IITYK.

(uudpamMu ¥ TPONUCHIO)
4. Iramnsl ¢ wuzobpaxenueMm locynapctBeHHoro I'epba Pecrnybnmvku KaszaxcraH B
KO/IM4eCTBe

IITYK.
(umrdpamu ¥ MPOMUCHIO)
5. CpeacTBa 3alllUMThI IOKYyMEHTOB:
(HavMeHOBaHUSI CPEe/ICTB 3all[UThI)
B KO/IMYeCTBe HITYK.
(umrdpamu ¥ MPOMUCHIO)
6. PerucrpaijioHHbie yueTHbIe ¢dbopmbr:

(BUBI DPEruCTPALMOHHBIX YYeTHhIX (opM, Hux
HOMepa

10 HOMEHK/IaType JieJl, HoMepa TOMOB, /laThbl IePBOU 1 MOC/IeHel 3ammcHy,

KO/TMUeCTBO JIUCTOB)

CocrosiHue yueTHOU pabOThI C Me4aTHO-0/1aHOYHOM MPOAYKIIHEH, TieuaTsiMy, [IITaMIIaMH,
MO//IeXKall¥MH 3all{uTe, U CPeJCTBAMU 3allUThl JOKYMEHTOB

(oO1jast XapaKTepUCTUKA COCTOSTHUSI YUeTHOW PabOThI)

[Tepenan (a) PacimdpoBka noanucu
(JTMYHasT TIOATIHCh )

[Tpunsn (a) Pacum@poBka nognucu
(JTMYHasT TIOTIHCh )

CocraBsieH B _____ 3k3eMmruisipe (ax):

1-11 3x3emmuisip: B fese Ne
2 3K3eMIsIp: (azpecar)

IIpepceparens KOMHCCHHA MOJTHCh pacmmdpoBKa MOANUCH
Y1eHbl KOMMCCHH TIOATHCh pacmmdpoBKa NoANUCH
dopmar A4 (210X297)

[Ipunoxkenue 22

K [IpaBuiiaM JOKyMeHTUPOBaHUsl, yIIpaBIeHUs!
JOKyMeHTaLiel U UCII0/Ib30BaHUs CUCTEM
3/IEKTPOHHOTO ZIOKYyMeHT0000pOTa B TOCYAapCTBEHHBIX
Y HETOCYZlapCTBEHHBIX OpraHu3aLUsIxX

dopma



Ha3BdHHE OpraHr3aliun

AKT
(mara) Ne
Mecto u3nanus (Ha

rocyaapCTBeHHOM WJIM UTHOM H3BIKE)

YTBepxaatro HameHoBaHuMe 10/DKHOCTHA PYKOBOAUTETISI
opraHusaruu PacmmdpoBka (inuHas
MOANMCh) nognuck Jlara

O BBIjJIe/IeHUH K YHHUTOXXEHUI)
HCMOPUYEHHBIX YK3eMILIAPOB
MeYaTHo-0/IaHOYHON MPOAYKIUH,
Mo//Ie)Kalnel 3amure

OcHoBaHUe: TIpUKa3 pyKOBOAUTe/IsI OpraHu3aiuu ot (fara) Ne
«O mpoBeIeHNY TIPOBEPKU...» (UM UHOM JJOKYMEHT: TI/IaH PaboThl, TOPyYeHHe
BBIIIECTOSILEr0 OpraHa | T.11.).

CocraByieH KOMUCCHEMN B COCTaBe:

IIpencenarens KOMUCCHU

A0/DKHOCTBh, MHULIMAJIbI, Cl)aMI/IJ'II/IH
Ynensl komuccuu: 1.

A0/DKHOCTBh, MHULIMAJIbI, Cl)aMI/IJ'II/IH

A0/DKHOCTBh, MHULIKAJIbI, Cl)aMI/IJ'II/IH

OtoOpaHbl K YHHUUTOKEHHIO WCIIOpPYEeHHbIE SK3eMIUISIPhl CAeAYIOMMX BHOB TI€4aTHO-

6/1aHOYHOM MPOYKI[MH, TTOA/IeXKalleH 3aluTe:

Ne | HaumeHnoBaHue Buja Cepus ¥ HOMepa KomuuecTtBo ucriopuenssix [[Ipume
n | meyaTtHO-O/1aHOUHOMN 9K3eMIUISIPOB [1eYaTHO- 5K3eMIUISIPOB T1eYaTHO- yaHue
I TMPOAYKLIWH, G71aHOYHOM TPOAYKLIWY, 671aHOYHOM MPOAYKLIWH,
. | mopsexanieu 3anuTe NoJ/IeXKallleld 3aluTe NoJijieXxallied 3alure
1 2 3 4 5
Wtoro WCTIOPYEeHHBIX 3K3eMIUISIPOB TeyaTHO-0/1aHOuHOH

(urdpaMu 1 MPOMUCHIO)
TPOAYKLIUY, TIOAJIeXKalllel 3aluTe.
CocraBsnieH B _____ 3k3eMmriuisipe (ax):
1-#1 sx3eMIuisAp: B fiene Ne
2 sk3eMIusIp: (azpecar)
IIpeacenarenb KOMUCCUHA PacumdpoBka nognucu

(TMUHast MOATKCH)
YieHbI KOMHCCHH PacumdpoBka nognucei
(TMUHBIE TOATIMCH)
OTMeTKH B >KypHaJibl yueTa U Bbl/laul e4aTHO-0/1aHOYHOM MPOAYKLMH, TTO//IexXallei
3all[uTe, BHECEHBI, UCTIOPYeHHbIe 3K3eMIUISIPhI B KOJIMUeCTBe

(umdpamu ¥ IPOIHUCHIO)
YHUUTOKEeHbI TTyTeM

(BUJ, YHUUTOXKEHUS)
HaumeHoBaHUe J0/DKHOCTH PacmmudpoBka nognucu




(JTMYHAasT TIOTIHCh )
Hara

®opmar A4 (210X297)
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K [IpaBuiaM JOKyMeHTHUPOBAHUS, YIIpaB/aeHuUs
JIOKyMeHTaL1el U MCI0/Ib30BaHUsI CUCTEM

3JIEKTPOHHOTO ZIOKYyMeHTO000pOTa B TOCYAapCTBEHHBIX
Y HErOCy/lapCTBEHHBIX OpraHu3aLusX

dopma

Ha3BdHHE OpraHr3alin

AKT
(mara) No
Mecto u3nanus (Ha
roCyZjapCTBEHHOM WJIM WHOM SI3bIKe)

YTBepxaatro HameHoBaHMe 10/DKHOCTHA PYKOBOAUTEIST
opraHusaruu PacmmdpoBka (inuHas
MoANMCh) nognuck Jlara

O BbIfIe/IeHUH K YHUUTOXXKeHUI0
neyare U MITAMIIOB,
MOA/IeKAINMX 3al[UTe

OcHoBaHue: TIpUKa3 pyKOBOJUTe/Is OpraHu3aluu oT (fara) Ne
«O TIpoBeZIeHNH TTPOBEPKU...» (WM UHOU JOKYMEHT: T/IaH paboThkI, TOpyUeHue
BBIIIIECTOSIILIET0 OpraHa u T.1.).

CocTaB/ieH KOMHCCHEHN B COCTaBe:

IIpenceparens kKoMuCcUn

JOJDKHOCTh, UHULMAbI, (DaMU/IUs
Ynensl KoMuccuu: 1.

AOJDKHOCTD, (baMI/I]'II/ISI, HWHHUIIWAJIbI

AOJDKHOCTh, MHUIIHAJIbI, q)aMI/IJ'[I/IH

OTO6paHBI K YHUUTOXE€HUIO C/IeAYIOoIue re4yaTy U LITaMIIbl, IToAJIeKallre 3alluTe:

No r1.11. HaumeHoBaHue KosmmuecTtBo IIpumeyanue
1 2 3 4
CocTaB/eH B sK3emIuIsipe (ax):

1-#1 ax3eMIuisAp: B fiene Ne
2 sK3eMIusIp: (azpecar)
IIpeacenaresnb KOMUCCUHA PacumdpoBka nognucu
(TMUHast MOATKCH)
YieHbI KOMHCCHH PacummdpoBka noanucei
(JIMYHBIE MOATIUCH)

OTMeTKM B >KypHa/l BHECEHbI, TleuaTy U IITaMIIbl, OJ/IeXKalljie 3aliyTe, B KOJIMUecTBe
HITYK YHUUTOXKEHbI TTyTeM




(uudpamMu ¥ TPONUCHIO) (BU, yHUUTOXKEHMUS])
HaumeHoBaHUe J0/DKHOCTH PacmudpoBka nognucu
(TMuHast TTOATHC )

Hara

®opmar A4 (210X297)

[Ipunoxenue 24

K [IpaBunam JOKyMeHTHMPOBaHUs, YIIpaB/IeHUs
JIOKyMeHTaL1el U MCI0/Ib30BaHUsI CUCTEM
3JIEKTPOHHOTO ZIOKYyMeHTO000pOTa B TOCYAapCTBEHHBIX
Y HEeroCyZ,apCTBEHHBIX OpraHu3ausax

dopma

Hd3BaHHE€ OpPraHU3alln

AKT
(mara) No
MecTo u3naHus (Ha
roCyAapCTBEHHOM W/ WHOM $I3bIKe)

YT1Bepxzaro HarimeHoBaHUe JO/KHOCTHA PYKOBOJUTEJIS
OpraHu3alyu PaciimdpoBka (uuHas
MOJAMNKWCh) noAnucy [ara

O BbIjje/IeHUM K YHHUTO)KeHHI0
CPe/CTB 3all[UThI JOKYMEHTOB

OcHoBaHue: TIpUKa3 pyKOBOJUTe IS OpraHu3aluu oT (fara) Ne
«O TIpoBeZIeHNH TTPOBEPKU...» (WM UHOU JOKYMEHT: T/IaH paboThkI, TOpyUeHre
BBIIIIECTOSIILIET0 OpraHa u T.1.).

CocTaB/ieH KOMHCCHEHN B COCTaBe:

IIpenceparens kKoMUCCUU

JIOJDKHOCTh, MHULMAbI, (haMU/Ius,
Ynensl KoMuccuu: 1.

AO/DKHOCTb, MHUIHAJIbI, q)aMI/I]'II/IH
2.

JIOJDKHOCTh, UHULMAbI, (haMU/IHs
OToOpaHbI K YHUUTOXKEHHUIO C/IeIYIOIIHE BUIBI CPECTB 3all[UThI JOKYMEHTOB:

No 11.11. HanmeHoBaHue KomuectBo [IprmeuaHue
1 2 3 4
CocrabJieH B sK3eMmIuIsipe (ax):

1-11 3x3emmuisip: B fese Ne

2 3K3eMIsIp: (azpecar)

IIpepceparens KoMuCCHUA PacmmgpoBKa noanucu
(JIMyHas1 TIOTIMCh )

YeHbI KOMUCCUM PacmmdpoBka nopnucei
(TMYHBIE TIOATIMCH)

OTmeTKH B >)XypHa/ibl yueTa Ne _ BHeCeHbI, Cpe/iCTBa 3alljUThl JJOKYMEHTOB YHUUTOXEHbI




nyTemMm

(BUIBI YHUUTOXKEHUS)
HaumeHoBaHMe J0/DKHOCTH PacmudpoBka nognucu
(TMYHast MOATUCH)

[Hara
dopmar A4 (210X297)
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K [IpaBuiiaM JOKyMeHTUPOBaHUsl, yIIpaBIeHUs!
JOKyMeHTaLjiel U UCII0/Ib30BaHUs CUCTEM
3JIEKTPOHHOTO ZIOKYyMeHT0000pOTa B TOCYAapCTBEHHBIX

" HETrOCyZldpCTBEHHBIX OPraHU3adlMAX

dopma

Ha3BaHUe roCy/apCTBeHHOU

OpraHu3aLuu
AKT
(mara) No
MecTo u3nanHus (Ha

rOCyZlJapCTBEHHOM WUJIM UHOM $I3bIKe)

YT1Bepxzaro HarimeHoBaHUe JO/KHOCTHA PYKOBOJUTEJIS
OpraHu3alyu PacimgpoBka (uuHas
MOJMNKUCh) noAnucy [ara

O BbIfIe/IeHUH K YHUUTOXKE€HUIO
HEHCII0/Ib30BAaHHOH ITeYaTHO-
0/1aHOUHOU

np

OAYKI[UHM, MOAJIe)XKalleil 3aiuTe

OcHoBaHue: TIpUKa3 pyKOBOJUTe/Is OpraHu3aluu oT (fara) Ne
«O TIpoBeZIeHUH TTPOBEPKU...» (WM UHOU JOKYMEHT: T/IaH paboThkI, TOpyUeHre
BBIIIIECTOSIILIETO OpraHa u T.1.).

CocTaB/ieH KOMHCCHEHN B COCTaBe:

IIpenceparens kKoMUCCUU

JIOJDKHOCTh, UHULMAbI, (haMU/IHs
Ynensl KoMuccuu: 1.

AO/DKHOCTb, MHUIHAJIbI, q)aMI/I]'II/IH
2.

JO/DKHOCTb, MTHULIMAJIBL, (haMUIHst
OtoOpaHbl K YHUUITOXKEHHIO YTPATHBILHE B CBSI3U

(yTukBUALMeN, peopraHu3aLiueil) (odumanbHOE HaUMeHOBaHWe
TIpaKTUUeCKoe 3HaueHHe C/ielyroIe BU/bI

roCyZ,apCTBEHHOr0 OpraHa (OpraHv3arim)
HeMCI10/Tb30BaHHOM TeuaTHO-0/1aHOUHOM MTPOAYKIUU:

HaumenoBanue Buzga | Cepusi 1 HOMepaA 3K3eMILISIPOB KonuuectBo [Ipumey
rieyaTHO-01aHOUHOM reyaTHO-6/1aHOYHOM HEUCIIO0/Ib30BaHHbIX | aHue
TIPOAYKLMY TIPOAYKLIMU 9K3eMIUISIDOB




L1 ] 2 | 3 + [ 5 |
Utoro HEMCIT0/Tb30BaHHBIX 3K3eMILISIPOB MeUaTHO-0/1aHOUHOH
(b pamMu ¥ TIPOITHCHIO)
MPOAYKLMH, TIO/IeXKallleid 3alluTe.
IIpeacenaresnb KOMUCCUUA PacumdpoBka nognucu
(TMUHast MOATUCH)
YieHbI KOMHCCHH PacimdppoBka noanucei
(TMUHBIE TOATIMCH)
OTMeTKH B >KypHaJIbl yueTa U Bbl/lauy e4aTHO-0/1aHOYHOM MPOAYKI[UN BHECEHBI,
HENCII0/Ib30BaHHbIE SK3eMILISIPbI B KOJTMUEeCTBe BECOM KT
(b pamMu ¥ TIPOITHCHIO)
YHUUTOKEeHbI TTyTeM
(BU, yHUUTOXKEHUS)
HaumeHoBaHuUe /JO/DKHOCTH PacmudpoBka nognucu
(JTMYHasI TIO/ITIHCh )
[Hara
®opmar A4 (210X297)
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K [IpaBrnam JOKyMeHTHUPOBaHUs, YIIpaB/ieHuUs
JIOKyMeHTal[1el 1 UCT0/Ib30BaHUsI CUCTEM
3JIEKTPOHHOTO JJOKYMeHT0000pOoTa B TOCYapCTBEHHBIX
Y HEeroCyJjapCTBEHHBIX OpPraHU3alusix
dopma
OdunmnanbHoe HauMeHoBaHue opranu3anuu HOMEHKJIATYPA JEJI
Ne YTBepxKIaro
(mara) (uHAEKC) HavmeHoBaHMe 1O/TKHOCTH
DPYKOBOZUTE/S] OpraHr3alyn
Ha roj
(muuHas noanuck) PacimdpoBka
TIO/ITTUCH
[Hara
WNupek | 3aronoBok gena | KomuuectBo gen | Cpok xpaHeHusi fiesia (ToMa, yacTu) U |[Ipumeu
c gena | (ToMa, 4yacTH) (TOMOB, UacTei) HOMeED IMYHKTA 10 NIePeYH0 aHue
1 2 3 4 5

HaunmveHoBaHue PaciidpoBka
AO/DKHOCTH TIOATTHUCH
PYKOBOAHTEISA

cryxos1 JOY




(mmuHas
TIO/TIUCh)

[Hara

Bu3sbl pykoBozMTeNnel CTPYKTYPHBIX TOJpa3zeneHni

CornacoBaHa CornacoBaHa

nporokosioM LOK (3K) nipotokosiom IITK
opraHu3alyu roCyJapCTBeHHOT0 apXUBHOTO
(mata ¥ HOMep MPOTOKOJIA) yupeXx/ieHust

(mata v HOMep TMPOTOKOJ1a)

HTorosas 3armchk 0O Karer OpUAX U KO/IMYECTBE eI,

3aBe/IeHHbIX B ropy
ITo cpokam xpaHeHus Bcero B ToM uncse
repexoAsAImx C OTME
ITocTosiHHOrO

BpewmenHoro (cBbiie 10 jieT)

BpemenHoro (710 10 jieT BK/IHOUKTEIBHO)

HToro:

HaumeHoBaHue PacimdpoBka
AO/DKHOCTH TIO/TTUCH
PYKOBOAHTEISA

oryxos1 JOY

(muuHas
TIO/TTUCD)

Jara

WToroBele cBefieHYs MepefiaHbl B apXUB OpraHU3alui.

HaumeHoBaHue PacumdpoBka
AOJDKHOCTH TIOATINUCH
paboTHHKa,

nepejasiiero



CBeieHUsA

(mmuHas
TIO/TIUCh)
Jara
®opwmar A4 (210X297)
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K [IpaBuiaM JOKyMeHTUPOBAaHUSI, yIIpaBIeHUs
JIOKyMeHTalel 1 UCT0/Ib30BaHUsI CUCTEM
3JIEKTPOHHOTO JOKYMeHT0000pOoTa B TOCYjapCTBEHHBIX
Y HEerOCyZ,apCTBEHHBIX OpPraHU3alusax
dopma
JINMCT-3ABEPUTEJIb JEJIA
Dong Ne Ornmck Ne Heno Ne
B feno noAmmMTo U NpoOHYMepOBaHO JiCT (OB), B TOM YHCII€:

nutepHble Ne TMCTOB
nipornyieHHsle Ne TMCTOB
IIPOHYMEPOBaHHBIE UKCThIe JTUCThI
+ JIMCTOB BHYTPEHHEN OMUCH
YuTeHO JOKyMEHTOB B BU/ie BJIOYKEHUW Y TIPUJIOXKEHUI, He TIOZ/IeXXall{iX HymepaLun

(paBHOBI/I'E[HOCTI/I AOKYMEHTOB U UX KO]'II/I‘-IECTBO)

OcobenHocty hopMrpoBaHusi, opopmieHus], PU3NIECKOTO COCTOSIHUSA U yueTa  |Ne ucToB
JIOKYMEHTOB Jiesia

1 2
. Bpoutopel 1 Jpyrue neuatHble U3aHus
. JIuctoBkU
. BoIlpe3ku u3 raser
. OTKpBITKU
. KouBepThl

. Mapku 1outoBble

. Mapku rep6oBbie

. lllTemnieny rouToBLIE U Ipyrue

. CnierjuasnbHble IIOYTOBbIE OTMETKU

10. CypryuHsle, MacCTUUHbIe [1eYaTU

11. ®oTOf0KYMEHTHI

12. Kaprsl, [/1aHbl, YepPTeXXU U Jpyras HayYHO-TeXHUYecKas JOKyMeHTalus

OO UTA, WN -




13. PucyHKy, rpaBropsl, akBapeiu
14. ABtorpadbl BUHBIX JesTesel
15. Ck/ieeHHBbIe JIUCThI

16. ¥YTpara yacTu JIMCTOB

17. Yracarolyi TeKCT

HaumeHoBaHue PacimdpoBka
AO/DKHOCTH JIMIYA, TIOAUCH
3ano/IHUBILEro

JINCT-3aBepuTe/ib

Aea

(muuHas
TIO/ITTUCD)

Jiara

[Ipumeuanue.

1. Jlucrt-3aBepuTesib COCTABJSIETCS /s ydeTa KOJIMUECTBAa JIMCTOB B Jiejie M (UKCALUU
0cobeHHOCTeN WX HyMepalyu.

2. JIucT-3aBepuTe/ib COCTaB/ISIeTCS Ha OTAe/bHOM JIUCTe (/TMCTaxX) U MOZAIIMBAETCSl B KOHLIe
Jena.

3. B nucre-3aBepuTesie yKa3biBaeTcs LiidpaMy U MPOMUCHI0 KOJIMUECTBO MPOHYMePOBaHHbIX
JIUCTOB fiejla U OT[eJIbHO, uepe3 3HaK «+» (IUI0C), KOJMUECTBO JIMCTOB BHYTPEHHEW OIMUCH
JIOKYMEHTOB Jiefia.

4. B nucre-3aBepuTe/ie OTMEYANOT CIEAYIOIIMEe OCOOEHHOCTU HyMepaluH, ohopMIIeHUs U
(u131UeCKoro COCTOSTHUS JOKYMEHTOB JieJia:

1) cpeactBa mouToBOro obOpairieHusi (MapKu BCeX BH/IOB, KOHBEPTBI, OTKPBITKH, OJIaHKH,
IIITEMIIEJTH, IITaMIIbI, TUIOMOBI);

2) Tevary U UX OTTHCKY;

3) aBrorpadbl BUIHBIX T'OCYJAPCTBEHHbIX W OOILECTBEHHBLIX [esTeNel, JesTeseld HayKH,
TeXHUKU U Ky/bTyphbI;

4) poToJOKYMEHTHI;

5) pUCYHKHU, TPaBIOPbI U aKBapesy;

6) KpynHoopMaTHbIe [JOKyMeHTbI;

7) CKJleeHHbIe JIUCTbI, IOBPEX/IEHUS JOKYMEHTOB;

8) mucThI C Hak/leeHHBIMHU (hoTOTpadusIMH, JOKyMEeHTaMU;

9) KOHBePTHI C BIOYKEHUSIMU U KOJIMYECTBO BJIO)KEHHBIX B HUX JIUCTOB (TIPeJMETOB);

10) mOKyMeHTbI, UMeIoll[e CaMOCTOSITeJIbHYI0 HyMepalyio (B TOM 4Kc/ie U Turorpadckie
MaTepuasbl), U KOJTMUeCTBO UX JIUCTOB (CTPaHMLI).

5. Ec/iv Ha ofHOM JTUCTe /lefia UMeeTCsl HeCKOJTBKO 0COOeHHOCTel odopMIIeHHs JOKYMeHTa,
TO B rpade 2 yivcTa-3aBepUTesisi MPOCTAB/ISIeTCS HOMEpP 3TOrO JIUCTa MPOTHB KaXKI0M TMO3ULUU
rpagsr 1.

6. Ecu B OKyMeHTe Ha OJJHOM JIMCTe UMeeTCsl HeCKOJIbKO MapOK M MHBIX MaTepuasioB, TO B
rpade 2 B ckoOKax 1mocsie HoMepa JIMCTa /iefla YKa3bIBaeTCsl X KOJTMUEeCTBO.



7. Ecnu B fiesie IMEIOTCS TIPeAMETBI, HyMepalysi KOTOPBIX HEBO3MO)KHA M3-3a 0COOEHHOCTeH
Marepuasia, U3 KOTOPOTrO OHM HCIIOJIHEeHbI (CTeK/0, MeTasl/l, TKaHb W Apyrue), To B rpade 2
YKa3bIBatOTCSl HOMepa JIMCTOB, MeXKy KOTOPbIMU HAaXOJUTCS [JaHHBIM MpeJMeT.

8. Bce mocnexyrone M3MeHeHUs1 B COCTaBe U COCTOSIHUM Jena (TOBpeXXJeHue, 3aMeHa
MOJ/IMHHBIX JOKYMEHTOB KOIHWSIMH, TIPHUCOeJHEeHNe HOBBIX JOKYMEHTOB) OTMeuaroTCsl B JIUCTe-

3aBepuTesie CO CChITIKOM Ha COOTBETCTBYIOIINI aKT.

9. JTucr-3aBepure/ib He HyMepyeTCs.

®opmar Ad (210X297)

[Ipunoxenue 28

K HpaBI/IJ'IaM AOKYMEHTHUPOBaHWs, YIIPpAB/I€HUA

JOKyMeHTaLfiel ¥ UCTI0/Tb30BaHUsI CUCTEM
3/IeKTPOHHOTO I0OKYMeHTO0000pOoTa B TOCY/[apCTBEHHBIX
Y HerOCYAapCTBEHHBIX OPraHU3aIUsX

dopma
BHYTPEHHSASA OIINCH
JIOKyMeHTOB flesia No
Ne | Jenonpon3BoACTBEHHBIN Hara 3aroj10BoK Howmepa yucros |IIpumeuan
/11 VH/EKC JIOKyMeHTa JJOKYMeHTa Jlena ue
1 2 3 4 S5 6
Ntoro

(urdpamMu ¥ IPONUCHIO)

KonunuecTtBo nucToB BHyTPEHHEﬁ OITMCH

JINCTOB JOKYMEHTOB

HaumeHnoBanue  PacirdpoBka

JO/DKHOCTH JIUIA, TIOZTIHCU
3ano/IHUBILIEr0
BHYTPEHHIOI0

OIKCh

JOKYMEHTOB

Jea

(urdpamMu ¥ TPONUCHIO)



(TuHas

TIOZTTUCD)
Jara
®opmar A4 (210X297)
[Tpunoxenue 29
K [IpaBrnaM /JOKyMeHTHUPOBaHUs, YIIpaB/ieHuUs
JIOKyMeHTal[1el 1 UCTO0JIb30BaHUsI CUCTEM
3JIEKTPOHHOTO JJOKYMeHTO000pOoTa B TOCYapCTBEHHBIX
1 HEerocCyJjapCTBeHHBIX OpraHu3alusix
dopma
Onuch ies1 CTPYKTYPHOT0 Noipa3jie/ieHus1 OpraHu3aiiun
OduimanbHOe HaMeHOBaHUe YTBepxzaro
CTPYKTYPHOTO To/ipa3eneHust HavmeHoBaHMe 10/)KHOCTH PYKOBOJUTE/IS
OpraHu3aluu CTPYKTYPHOTO TI0Apa3/eeHus
PacimdpoBka
(MMYHas OANKCH) TOANUCH
Hara
Omnuck Ne 3a rop (b1)

Ne |WHpekc|3aronoBok fena| Kpatinue aatbl | Cpok xpaHeHusi |KonuuectBo nucToB B{[IprMeua)

n/ | pgena | (Toma, yactu) | (TOma, 4aCTH) Jlena (Toma, Zlesie (ToOMe, 4aCTH) HUe

1 YacTH)
1 2 3 4 5 6 7
B panHyro onvch BHeCeHO gencNe _ moNe_ , BTOM

(urdpaMu U MPOMUCHIO)
yucrne:
JIUTepHbIe HoMepa:
TMIpOMyI1l{eHHbIe HOMepa:

HaumveHoBaHue PaciidpoBka
AO/DKHOCTH JIMIQ, TIOATNCH
COCTaBUTeJIA

onmucH




(mmuHas
TIO/TIUCh)

Jara
PykoBoaurenb PacumdpoBka

CTY)KOBI TIO/ITTUCH
Jilo)s

(mmuHas
TIO/TIUCh)

Jara
PaboTHMK PacumdpoBka

apxuBa MO ITUCH
opraHu3saluu

(TuHast
TTOZTIUCD)

Jara
IIpumeuanue.
B ormuicu fien noCcTossHHOrO XpaHeHusi rpady 5 He 3aro/HSOT.

®opmar Ad (210X297)



