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06 yrBepxnernu [IpaBmi JOKyMEHTHPOBaHMSA, YIPaBICHHA JOKyMECHTAUCH A
HCIOIE30BaHUSA CHCTEM SJIEKTPOHHOTO JOKYMEHTOO00pOTa B rOCYJapCTBEHHBIX H
HErOCyIapCTBEHHBIX OpraHN3aI[isIX

YTparuBmmii caoy

[Tocranosnenue [IpaButennctBa Pecriyonuku Kazaxcran ot 31 okTsa6ps 2018 roma Ne
703. YTpatuno cuiny nocranosienueM lIpaButensctBa PecyOnuku Kaszaxcran ot 11
cenTa0ps 2023 roma Ne 780.

CHocka. YTpatuno cuny nocraHoBieHueM [IpasutensctBa PK ot 11.09.2023 No
780 (BBOIUTCS B JEUCTBUE MO UCTCUCHUU JCCATH KaJCHAAPHBIX JHEH MOCHE JTHS €ro
NepBOro O(UIIMATBLHOTO OMYyOJIUKOBAHHUS).

B cootBerctBUM ¢ moanyHkToM 1) myHkTta 1-1 crareu 18 3akona PecnyOmauku
Kazaxcran "O HanumonaneHoM apxuBHOM (QoHAe u apxuBax" IlpaBuTenbcTBO
Pecny6uku Kazaxcran IOCTAHOBJIAET:

Caocka. [Tpeam0Oyna — B penakiuu noctanoBienus [IpasutensctBa PK ot
31.08.2022 Ne 630 (BBOAUTCS B ICMCTBUE 1O UCTCUCHUH JIECITH KaJCHIAPHBIX JHEH
MIOCJIE JIHSI €T0 MIEPBOTr0 O(PUITMATBEHOTO OMYyOJIUKOBAHMUS).

1. YtBepauts npunaraemeie lIpaBuna HOKyMEHTHPOBaHUSA, yIPaBICHHS
JOKYMEHTAIIME# M HCIOJIb30BAaHUS CHUCTEM BJIEKTPOHHOIO JOKYMEHTOOOOpOTa B
rOCYJIapCTBEHHBIX U HETOCYNAPCTBEHHBIX OpraHu3aIusX.

2. Hacrosmiee mocTaHOBICEHUE BBOAUTCS B JAEHWCTBHUE MO HCTEUYCHUU HECATHU

KaJICHAAPHBIX I[Heﬁ IIOCJIC AHA €TI0 IIEPBOIO O(l)I/II_II/IaJ'IBHOFO OHy6JII/IKOBaHI/I$I.

Ipembep-MunuCTp
b. Carunraes
Pecniy6nnkn KazaxcraH

YTBepKIeHbI
IIOCTAaHOBJICHUEM HpaBI/ITeHBCTBa
Pecny6ninku Kazaxcran
ot 31 oxts16ps 2018 roma Ne 703

ITpaBuia JOKYMEHTHPOBAHHUSA, YIIPaBI€HHA JOKYMEHTAMEH H HCIIOIB30BAHUA CHCTEM
BIIEKTPOHHOTO JOKYMEHTO000pOTa B TOCYJapCTBEHHEIX M HETOCYAapCTBEHHBIX
OpraHU3aIAIX

I'maBa 1. OOmme monoxeHus

1. Hacrosmue IlpaBuna nOKyMEHTUPOBAaHMS, YIPABICHUS NOKYMEHTALUEU U
UCIIOJIb30BAHMSI CUCTEM 3JIEKTPOHHOI'O JIOKYMEHTOOOOpOTa B TOCYNAapCTBEHHBIX U
HEroCcyJJapCTBEHHBIX OpraHuzainusax (naisee — I[lpaBuiia) ycTaHaBIMBAIOT MOPAIOK
NOKYMEHTUPOBAHUSA, YNPABICHUA JOKYMEHTAlMEW M HCIOJIB30BAHUSA CHUCTEM



AJEKTPOHHOTO JOKYMEHTOO0OpPOTa B TOCYNApCTBEHHBIX M HETOCYJAapCTBEHHBIX
opraHu3anusx (ganee — OpraHu3aivm).

2. OpraHu3zanus, BEICHUE U COBEPLICHCTBOBAHUE CUCTEMBbI JOKYMEHTAIMOHHOTO
obecrieyeHus yIpaBJICHUS, METOJIUYECKOE PYKOBOJICTBO U KOHTPOJIb 32 COOJIIOJICHUEM
YCTaHOBJICHHOTO YIIOJHOMOYEHHBIM OpPraHoM B cdepe apXWBHOTO Jeja u
JOKYMEHTAIIMOHHOTO O0ecreyeHusl yrpaBieHus (J1ajnee — YInoJTHOMOYEHHBIN OpraH)
nopsiika paboThl ¢ JOKYMEHTAMHU B OpPTaHHU3aIMU OCYHIECTBIISIIOTCS CTPYKTYPHBIM
nojApas3/ieiecHueM, TpEeJHA3HAYCHHBIM [ peaju3anuu 3afad v (QyHKIUd 1o
JIOKYMEHTAI[MOHHOMY OOeCTeueHHIo yrpasieHus (nanee — cinyxo6a JJOVY). [Ipu stom
3ampeniaeTcsl BeJCHUEe HECEKPETHOIO0 UM CEKPETHOrO JENIONPOU3BOACTBA B COCTABE
OJIHOTO CTPYKTYPHOT'O MOJIpa3ieICHHUs.

Cnocka. [Tynkr 2 B pegakuuu nocranosienus [Ipasurenscta PK ot 30.11.2020
Ne 809.

3. B opranuzanuu, B KOTOPOH IITATHBIM PACICAHUEM HE MPEIYyCMOTPEHA CITyK0a
JOVY, 00653aHHOCTH BO3JIAraroTCsl HA OTBETCTBEHHOE JIOJKHOCTHOE JIUIIO.

4. JleiictBue IIpaBui He pacipoCTpaHsIeTCsl Ha JOKYMEHTBI, COACPIKAIINE CBECHUS
, COCTaBJISIIOIIME TOCYyAapCTBeHHBIE ceKkpeThl PecyOnuku Kazaxcras.

Pa0oThl 110 cO3MaHUIO0 3aKPBITHIX KIIOYEH 3JEKTPOHHOU IudpoBOoi noamucu (
MOPSAJ0OK BBIPAOOTKH, PETUCTPAIMU, BBIIAYHM, XPAHCHUS, YHUYTOXKCHUS) IS
IOPUIMYECKHUX JIML, FOCYAapCTBEHHBIX OPraHOB WJIM JOJKHOCTHBIX JIMI, MOPSIOK
00eCreueHHs] peKrMa CEKPETHOCTH M COXPAHHOCTH SJIEKTPOHHBIX JOKYMEHTOB W
3aKPBITHIX KIIOYEH 3JIEKTPOHHON IU(POBON MOANUCH, COAEPKAIIUX CBEJCHUS,
COCTABJIAIONINE TOCYIAPCTBEHHBIE CEKPEThI, OMNPEACIAIOTCS HOPMATUBHBIMU
MIPABOBBIMH aKTaMU B 00JIACTH 3alIUTHI TOCYJAPCTBEHHBIX CEKPETOB.

[Topsinok paGOThl TOCYIAPCTBEHHBIX OPTraHOB C DJIEKTPOHHBIMHU JOKYMEHTAMHU
OTPaHUYEHHOI'O pacHpoCTpaHeHUs ¢ momeTkou "JIsi ciaykeOHOTro MoJib30BaHUA"
onpenensaercs nocraHoBieHusmMu [lpaButenscTtBa Pecnyonuku Kaszaxcran ot 14
cenTsopst 2004 roga Ne 965 "O HEKOTOPHIX Mepax Mo 0OeCTIeUeHHIO HH(HOPMAITMOHHON
6e3zonacHoctu B PecnyOonuke Kazaxcran" u oT 24 uronsa 2022 roga Ne 429 "O6
yTBepxkaAeHun IlpaBusn oTHeceHus CBeAEHHH K clyX)eOHOW uHpopMauu
OTPaHUYECHHOI'0 PacCIpPOCTpaHEHUs U padOTHI ¢ HEW'".

Oco0eHHOCTH JOKYMEHTUPOBAHUS, YIIPABIEHUS IOKYMEHTAIIMEH U UCTI0JIb30BAHUS
CHUCTEMBI SJIEKTPOHHOTO JOKYMEHTOO00OOpOTa B CHEIMATBHBIX TOCYJApPCTBEHHBIX
OpraHax OMpeAeIIIOTCA UX PYKOBOIUTEISIMU.

Cnocka. [Tynkr 4 — B penakuuu nnocranosienus lIpasurenscrBa PK ot 31.08.2022
Ne 630 (BBOIUTCS B IEMCTBHUE IO UCTEUCHUU JECATH KAICHIAPHBIX AHEH MOCTE JTHS
€ro MepBoro O(PUIMAILHOTO OMyOJIMKOBAHMUS).

5. B Hacrosimux ITpaBunax uCnonb3yroTCs CIEAYIOIINE TOHATHUSA:



1) ab3am — yacTh TEKCTa, MPEACTaBIIAIONIas COOOM CMBICIOBOE €IMHCTBO,
BbIJIeJIIEMas OTCTYIIOM B MEPBOM CTPOKE M HAUMHAIOMIASICSI CO CTPOYHOM OYKBBI, KpOME
nmepBoro ab3aia 4acTH, KOTOPHI HAayWHAETCS C 3arjaBHOW OYyKBBHI (a03arrbi
3aKaHYMBAIOTCS TOUKOM € 3amsiTOi (KpoMe MepBOro M MOCIEAHEro ab3aleB 4acTH);

2) cpeactBo kpunrtorpaguueckoil 3amuTsl uHpopmauu (namee — CK3U) —
nporpaMmMHoe o0ecreueHre Win anmnapaTHO-IPOrpaMMHBIA KOMIUIEKC, peaTnu3yIonue
AITOPUTMBI KPUNTOrpapUUYECKUX MpeoOpa3oBaHM, reHepauuio, (HopMUpOBAHUE,
pacnpeneneHne WK yrpaBieHUe KIYaMu P pOBaHHUS;

3) HocuTeNb KIO4YeBOW MH(MOpPMAIMU — CHEHUATN3UPOBAHHBIM HOCUTEIb, B
KOTOPOM JJisi 3aIIUTHI XPAHAIIMUXCA 3aKPBITHIX KIIOYEH AJIEKTPOHHOU IudpoBOi
noanucu ucnoib3yrorcss CK3U, umeromue ceptudukaT COOTBETCTBUS TPEOOBaAHUSM
HanroHanbHOTO cTafaapra Pecny6nuku Kazaxcram 1073-2007 "CpencrtBa
kpuntorpadgudeckoit 3amutsl uHGopmanuu. OOmmMe TexHuueckue TpedoBanusa" (3
YPOBEHb);

4) ynocToBepsIONIUIA [IEHTP TOCyAapCTBEeHHBIX opranoB Pecryonuku Kazaxcran (
nanee — Y1 I'O) — ynocToBepsronyii eHTP, 00CTYKUBAIOIIUN rOCyJapCTBEHHbIE
OpraHbl, JOJDKHOCTHBIX JHI[ TOCYJapCTBEHHBIX OpPraHoB B HH(OPMAIMOHHBIX
CUCTEMaxX U MHBIX TOCYAapCTBEHHBIX MH(GOPMAIIMOHHBIX PECYpPCaxX IOCyAapCTBEHHBIX
opranoB Pecny6nuku Kazaxcraw;

5) HanuoHaNbHBIN yjaocToBepswomui 1MeHTp PecnyOnuku Kazaxcran —
YAOCTOBEPSIOUINI LEHTP, MPEIOCTaBISIONUN CpeACTBA 3JICKTPOHHON HHUQPPOBOI
MOJMKUCH U PETUCTPAIIMOHHBIE CBUJIETENHCTBA (DU3NUECKUM UITU FOPUTUIECKUM JTUIIAM
1 (GOpMHUPOBAHUS DBJIEKTPOHHBIX JOKYMEHTOB B TOCYJapCTBEHHBIX U
HEroCcyJJapCTBEHHBIX HH(OPMALIMOHHBIX CUCTEMAX;

6) OTImyCcK JOKyMEeHTa (IMCcbMa) — B3K3EMIUIAP MCXOMSIIEro JOKYMEHTAa,
OCTAIOIIMIICS B JeJIe OpraHU3alMU-aBTOPa;

7) DNEKTPOHHAS KOMUSl JOKYMEHTa — JOKYMEHT, MOJHOCTHIO BOCIIPOU3BOIAIINAN
BUJ 1 WHMOpMaANU (JaHHBIE) TMOMIUHHOTO JOKYMEHTa B 3JIEKTPOHHO-ITU(POBOI
dopme;

8) HOpMaTUBHO-CHpPAaBOYHAs HUHPopMalus — uHpopmanus (Ki1acCuPUKaTOpHI,
CIIPaBOYHUKH, NIEPEYHU U JIPYTHE), OCHOBAaHHAs HAa HOPMATHUBHBIX JIOKYMEHTaxX U
UCIIOJIb3yeMasl IJIsl ONPEEICHUS Pa3IMYHbIX XapaKTEPUCTUK JTOKYMEHTA;

9) Bnazener perucTpalliOHHOTO CBUJIETENIBCTBA — (DU3UUECKOE WM FOPUIUUYECKOE
JUIO, HA UMSI KOTOPOTO BBLAAHO PErUCTPAlMOHHOE CBUIETEILCTBO, MPABOMEPHO
BJIAJICIONIEE 3AKPBITHIM KIIFOUOM, COOTBETCTBYIOIIUM OTKPBITOMY KIIFOUY, YKA3aHHOMY
B PETUCTPAIMOHHOM CBHJIETEIIHCTBE;

10) osnexkTpoHHBIE HH(POPMALMOHHBIE pPECypchl — HHpOpMaIui B
AIEKTPOHHO-IIU(PpoBOI (hopMe, coaepskaimiasics Ha SJIEKTPOHHOM HOCUTENE U B
o0BbeKTax nH(popMaTU3aLUL;



11) 3ammTa 00bEKTOB MHPOPMATH3ALNK — Pean3aIis KOMIUIEKCA MPABOBBIX,
OpraHU3allMOHHBIX U TEXHUYECKUX MEPONPHUSITHI, HANpPABICHHBIX HA COXPAaHHOCTH
00BEKTOB HH(pOpMATU3AIMU, MpEJOTBpALIEHUE HEeNpaBOMEpHOro U (WUIH)
HEeNpeIHaMEepPEHHOT0 A0CTyNa U (1K) BO3JCHCTBUS HA HUX;

12) 37neKTpOHHBINA JOKYMEHT — JOKYMEHT, B KOTOPOM HH(pOpMaIus IpeCcTaBlIeHa B
AIEKTPOHHO-IIUGPOBOI PopMe U yA0CTOBEPEHA MOCPEACTBOM IEKTPOHHOM 1T POBOIA
HOJIIUCH;

13) 251eKTpOHHBIN JOKYMEHTOOOOPOT — OOMEH SJEKTPOHHBIMU JOKYMEHTaMHU
MEXIy TOCYAapCTBEHHBIMU OpraHaMu, (PU3MYECKUMU U IOPUANYECKUMU JINIIAMU;

14) cuctema 3IEKTPOHHOTO TOKYMEHTOO0OpOTa — CHCTEMa OOMEHa 3JIEKTPOHHBIMU
JOKYMEHTaMHU, OTHOILIEHUS MEXIY YYaCTHUKAMH KOTOPOM peryjiupyrorcs 3aKOHOM
Pecny6nukn Kazaxcran "OO 37€KTpOHHOM JOKYMEHTE M DJICKTPOHHOU IH(PPOBOM
noAnucu" U WHBIMU HOPMATHMBHBIMU NMpaBoBbIMH akTaMu PecnyOnuku Kazaxcran (
nanee — COJI);

15) yuactauk COJ] — pusnueckoe WK IOPUIUYECKOE JIUIIO, TOCYAapCTBEHHBIN
Oprad Wiu JOJDKHOCTHOE JIMIIO, YYacTBYIOIIME B Mpolieccax cOopa, oOpaboTKH,
XpaHEHHs], IIepeaadn, NOMCKA U PACIIPOCTPAHECHUS SJIEKTPOHHBIX JTOKYMEHTOB;

16) OymakHasi KOMHS DJIEKTPOHHOTO JOKYMEHTa — JIOKYMEHT Ha OyMa)KHOM
HOCHUTEJE, MOJYYSHHBIN OCPEACTBOM BbIBO/Ia HH(OPMALIUU (JaHHBIX PEKBU3UTOB) U3
AJIIEKTPOHHOI'O MOJIMHHUKA, UMEIOIIUHN MOJHOCTHIO BOCIPOU3BOIAILYI0 HH(DOpMAIUIO
HNOJJIMHHOTO 3JIEKTPOHHOI'O JOKYMEHTA, YAOCTOBEPEHHOI'O JIEKTPOHHOU IU(POBOI
MOJIMUCHIO, CO3AHHON C UCTIOIB30BAHUEM 3aKPBITOrO KITF0Ya 3JIEKTPOHHOUM HU(PPOBOH
HOJIMKCH, U BCE €r0 PEKBU3UTHI WM YacTh UX, U 3aBEPEHHBIN JTULIOM, 00JadatoluM
IIOJIJHOMOYHSIMU HA 3aBEPEHUE JAHHOIO JOKYMEHTA;

17) NOOMMHHUK 3JEKTPOHHOTO JOKYMEHTa — JOKYMEHT, yJAOCTOBEPEHHBIN (
MOJMHUCAHHBIN) AJIEKTPOHHON ITUGPOBON MOAMUCHI0, CO3JJaHHON C UCIOJIH30BAHUEM
3aKPBITOTO KIF0Ya AJIEKTPOHHOM IIU(GPOBOIA MOANUCH, CPOPMUPOBAHHBIN U3HAYAIBHO B
dopmaTe SIEKTPOHHOTO JTOKYMEHTa W HE HMEIOMUNA OyMaKHOTO HMCXOIHOTO
NOJJINHHUKA;

18) nnexTpoHHasg perucTpauoHHAas KOHTPOJbHAS KapTOUYKa — 3JIEKTPOHHBIN
JOKYMEHT C YYE€THBIMU JaHHBIMM O JOKYMEHTE II0 YCTaHOBJIEHHOU ¢dopme,
(duKcHpyIoLIEN ero peKBU3UTHI;

19) dopmaT 37€KTPOHHOTO JTOKYMEHTa — CTPYKTypa COJIepKATEeIbHOW YacTH
AJEKTPOHHOIO COOOIIEHHUsI, HAa OCHOBE KOTOPOr0 C(POPMHUPOBAH 3JIEKTPOHHBIN
JOKYMEHT;

20) cpenctBa 3JIEKTPOHHOM IIU(POBOM MOJAMKUCH — COBOKYITHOCTh MPOTPAMMHBIX U
TEXHUYECKUX CPEJICTB, MCIOJIb3YEMbBIX I CO3JaHUs U MPOBEPKU MNOJIMHHOCTH
AJIEKTPOHHOM ITU(POBOM MTOAIUCH;



21) meTamaHHble — CTPYKTYPUPOBAHHBIE JAHHBIE, ONMUCHIBAIOIINE KOHTEKCT,
coZiep)KaHUE U CTPYKTYPY DJIEKTPOHHOTO JIOKYMEHTA, MpeIHa3HA4YeHHBbIE JJIsI €0
UACHTU(UKAIIMA U TIOMCKA, & TaKXKe MPOIECCHl YIPaBIEHUS Ha MPOTSHIKEHUU BCETO
YKU3HEHHOTO IUKJIA JOKYMEHTA;

22) 3E€KTPOHHBII HOCUTENb — MaTEPUAIbBHBI HOCUTEIb, IPEIHAa3HAYEHHBIA IS
XpaHeHus HWHpOpMaluU B DJJIEKTPOHHOW ¢opMe, a TakkKe 3alucu Wuiu ee
BOCIIPOU3BEACHUS C MOMOIIBI0 TEXHUUYECKUX CPEACTB;

23) 27eKTPOHHOE JIEJI0 — CAMOCTOSITENIbHAS €IMHUIIA XPAHEHUS AJIEKTPOHHBIX
JIOKYMEHTOB M UX META/IaHHBIX, JIOTUYECKH OOBEIMHEHHBIX B MPOIECCE arperaiu;

24) wHbOpPMANMOHHBIM TAaKET JJIEKTPOHHBIX JOKYMEHTOB (den) —
uH(pOpMAaIMOHHBIH 00BEKT OMpPEACICHHON CTPYKTYpPHI, NMEepeIaBaeMblii 1O CETEBHIM
KOMMYHHKAIIMSIM WU TEIEKOMMYHHKALUSIM KaK €JUHOE 1IEJ0¢E;

25) O61aHK JOKyMEHTa — HaO0Op PEKBU3UTOB, HACHTHU(GUIIMPYIOIIUX aBTOpa
0(UIHUATIBHOTO MUCbMEHHOTO JJOKYMEHTA;

26) undopmallMOHHAs cUCTeMa JJeKTpoHHOro apxuBa (manee — MC DA) —
OpraHU3alMOHHO yHoopsag04YeHHas COBOKYIHOCTbD
UH(OPMAITMOHHO-KOMMYHHUKAITMOHHBIX TEXHOJIOTUH, OOCITY>KHUBAIOIIETO MepcoHaa
TEXHUYECKOW JOKYMEHTAIMH, PEATU3YIONIUX OIpEeICICHHbIE TEXHOJIOTUUYECKUE
JEHUCTBUSA MOCPEACTBOM HH(POPMAIIMOHHOTO B3aUMOICUCTBUS U MIPETHAZHAYCHHBIX IS
pelIeHUs] KOHKPETHBIX (PYHKIIMOHAJIBHBIX 3ajlau B cdepe apXuUBHOTO jena u
JIOKYMEHTAIIMOHHOTO 00eCTIeUeHUsI yIIpaBICHUS.

Caocka. ITynkrt 5 — B penakuuu nocranosieHus IIpasurensctBa PK ot 31.08.2022
Ne 630 (BBOaUTCS B IEMCTBHE IO MCTEUCHUH JSCATH KaJICHAAPHBIX JHEH MOCTIe THS
€ro MepBOro O(PUITMATLHOTO OMyOJIMKOBAHMS).

I'nasa 2. ITopsAnok JOKyMEHTHPOBAHHS, IOATOTOBKH B 0(OpMIICHHS JOKYMEHTOB
IMaparpad 1. Ilopsnok JOKyMEHTHpOBaHHS U Tpe6GOBaHUA K 0QOpMIICHHIO JOKYMEHTOB

6. SI3pIKOM pabOTHl U AEIONMPOU3BOJCTBA TOCYIAPCTBEHHBIX OpraHU3aIui U
OpraHoB MecTHOTro camoynpaniienusi Pecniyonuku Kazaxcran sBisieTcsi Ka3axcKuid
A3BIK, HAPAaBHE C Ka3aXCKUM O(UIIUATIBHO YIIOTPEOIsSETCs PYCCKUM S3bIK.

B pabote HerocynapcTBEHHBIX OpraHU3allui UCIOIB3YIOTCS Ka3aXCKUM U, MpU
HEO0OXOIUMOCTH, IPYTHUE A3BIKU.

7. JlIokyMeHTBl Ha OyMa)KHOM HOCHUTEJIE COCTABJISIIOTCS Ha OEJIBIX YHUCTHIX JTUCTAX
oymaru ¢popmaroB A4 (210 x 297 mmmumetpoB (nanee — Mm), AS (148 x 210 Mm) u
UMEIOT TI0JISI HE MEHEe:

1) neBoe none — 20 mwm;

2) npapoe nojie — 10 MM;

3) BepxHee nojue —10 MmM;



4) umxnee nosie — 10 Mm.

JI1st IByCTOpOHHETO neyaTaHusi 000pOTHAsE CTOPOHA JINCTA JOKYMEHTA:

1) neBoe none — 10 mwm;

2) npaBoe nojue — 20 MM;

3) BepxHee nojue — 10 mmM;

4) amxkHee nosie — 10 M.

AHAJIOTUYHO COCTABJISIIOTCS IOKYMEHTHI B JJICKTPOHHOM (hopmare.

Cnocka. I[Tynkt 7 — B penakuuu nocrtanoBieHus [IpasurensctBa PK ot 31.08.2022
Ne 630 (BBoUTCA B IEHCTBHE 110 UCTEUCHUH JIECATU KAJICHJAPHBIX THEH MMOCie THA
€ro NepBOro O(PpUIMATIBEHOTO Oy OJTMKOBAHMS ).

8. Ilpu opopmieHuu 1oKyMeHTa Ha OYMa>KHOM HOCHUTEJIE UCIIONb3YIOTCS OJIaHKU
JIOKyMEHTOB. PeKBM3UTHI Ha OJaHKaX TOKYMEHTOB PAaCIiOararoTcsi B OMPEACICHHON
MIOCJIEIOBATEIbHOCTA B COOTBETCTBHUM CO CXEMOM pAcCIOJOXKEHUS PEKBU3UTOB
JOKYMEHTA COINIACHO NMpuiIokeHnto 1 k HacrosmuMm [IpaBunam. baaHku 10KyMEHTOB
Ha OyMa)KHOM HOCHTEJIE U DJIEKTPOHHBIC 1Aa0JIOHBI OJJAHKOB UJIEHTUYHBI 110 COCTABY
PEKBU3UTOB, OPSIIKY UX PACIIOIOXKEHUS, TApHUTYpaM mpudra.

DJIeKTpOHHBIE 1Ia0JOHBI OJIAHKOB JOKYMEHTOB 3allUINEHBl OT
HECaHKI[MOHUPOBAHHBIX U3MEHEHUH.

Cuocka. I[Tynkr 8 — B penakuun nocranosienus [Ipasurenscta PK ot 31.08.2022
Ne 630 (BBoUTCSI B ACHCTBHE 1O UCTEUCHHUH JIECITH KaJICHIapHBIX IHEH Mociie JHS
€ro MepBoOro O(PUIMAILHOTO OMYyOJIMKOBAHMUS).

9. B opranuzanuu npuMeHsI0TCA CIAeAYIOMNe OJIaHKU JOKYMEHTOB:

1) 61aHk nMucbMa OpraHu3aluu 1Mo GopMe COrNIACHO MPUIIOKEHUIO 2 K HACTOSIIUM
[IpaBunam;

2) OJlaHK KOHKPETHOTO BHJAa JOKYMEHTa OpraHu3aiuu 1mo Gopme COorjiacHo
NpUIoKeHHIo 3 K HactoamuM [IpaBunam;

3) oOuruit 6;1aHK opraHu3aluu Mo GopMe COrIacHO MPUIIOKEHUIO 4 K HACTOSIIIUM
[IpaBunam.

OO6muit O0JaHK OpraHM3alUK UCIOJIB3YETCs ISl U3TOTOBJICHUS JIIOOBIX BUIOB
JIOKYMEHTOB.

10. bnanku AOKYMEHTOB Ha OyMa)XHOM HOCHUTEJE H3TOTaBIUBAIOTCA
TUNIOrpa)CKUM CIOCOOOM € TMOMOIIBIO CPEACTB ONEPATHUBHON MONUTpaPUU WU
BOCITPOM3BOJIATCS B DJEKTPOHHOM (popMare HEMOCPENCTBEHHO NPH COCTABJICHUU
JIOKYMEHTA.

Cuocka. ITynkr 10 — B penakuuu nocrtanosiienus [IpaBurensctBa PK ot
31.08.2022 Ne 630 (BBOIUTCS B ACHCTBHE MO UCTCUCHHUH JIECATH KAJICHIAPHBIX JTHEH
MOCJIE JIHSI €T0 MEPBOro O(PUIIMATBLHOTO OITyOJIMKOBAHHUS).

11. bymaxkHble OJaHKH JOKYMEHTOB TOCYJAapCTBEHHBIX OpraHU3aIuid C
m3obpaxkenneMm ['ocynapcreennoro I'epba Pecnybnuku Kazaxcran moayiexar yuery,



JUISE 4ero B TMPABOM HIDKHEM YIJIy KaXKJIOro HK3eMmIulsipa OJaHKa JOKYMEHTa
TUMOTPaPCKUM CIOCOOOM WJIM HYMEpPaTOpOM MPOCTAaBISIOTCS €ro HOMEp, a MpH
HEOOXOIUMOCTH CepHsl. DIEKTPOHHBIE OJITAHKH YUETy He TIO/JIeKaT.

Cnocka. ITynkr 11 — B penakuuu noctanosienus [IpasurenscrBa PK ot
31.08.2022 Ne 630 (BBOAUTCS B ICUCTBHE IO UCTCUCHUH JECITH KAJICHIAPHBIX THEH
TIOCJIE JIHSI €T0 TIePBOTr0 O(PHUITHATBLHOTO OMyOJIMKOBAHMUS).

12. bnankn TOKYMEHTOB HCHOJIB3YIOTCS CTPOTO IO HA3HAYEHUIO U HE MEPEIAIOTCS
JIPYTUM OpTaHM3alMsIM WJIM WHBIM JIMIaM 0€3 COOTBETCTBYIOIIETO pa3pelieHus
PYKOBOJICTBA OpraHU3AINH.

13. JlokyMeHTBHl Ha OyMa)XHOM HOCHUTEJIE COCTABIAIOTCS C HCIOJb30BAHHEM
ITamMIia, BOCIIPOU3BOISIIET0 HAMMEHOBAHUE OpraHU3allui, MyTeM MPOCTABIICHUS €T0
OTTHCKA B JICBOM BEpXHEM YTy 0€3 MCIOJIb30BaHMs OJlaHKa OpTaHu3allid 00 TpH
00s3aTeIbHOM 0OPMIICHUH CIEAYIOIIUX PEKBU3UTOB:

1) opuumansHOE HAMMEHOBAHUE OPraHU3ALNH, U3/1ABIIEH TOKYMEHT, JIMOO OTTUCK
ITaMIia, BOCIPOU3BOISIIETO HAUMEHOBAHUE OPTraHU3allMH, W3JaBIIEH JOKYMEHT,
yTEM MPOCTABJIEHHUS €T0 B JIEBOM BEPXHEM YIIIY;

2) HaMMEHOBaHUE BUa JOKYMEHTA, 3a UCKIIFOUYEHUEM MTHChMA;

3) nata JOKyMEHTa,

4) peructTpalliOHHBINA HOMEp (MHAECKC) JOKYMEHTA;

5) HauMeHOBaHHWE MOJDKHOCTH JIMIlA, TMOJAMMCABIIETO JOKYMEHT, MOJNUCH U
pacmugpoBKa MOINCH;

6) OTTHUCK TIeYaTH OPraHU3alliU, €CIIU TaHHOE IOPUIUIECKOE JIUIIO B COOTBETCTBUU
¢ 3aKoHO/aTeNbcTBOM PecnyOnuku KazaxcTan JOMKHO UMETh Me€YaTh.

Cuocka. ITynkr 13 — B penakuuu nocranosinenus [IpaBurenscrBa PK ot
31.08.2022 Neo 630 (BBOAMTCS B IEWCTBHE 1O UCTEUEHUH JIECATU KaJICHJAPHBIX JHEH
MOCJIe JHS €T0 TIEPBOT0 O(PHUIHATIEHOTO Oy OJTMKOBaHMUS ).

14. BHyTpeHHHE TOKYMEHTHl Ha OyMa)XHOM HOCHUTEJIE, 3a HCKIIOYEHHEM
pactopsAINTEIBHBIX, COCTABIISTFOTCS HA OEIBIX JTUCTaX Oymard.

Cnocka. ITynkr 14 — B penakuuu noctanosyienus [IpasurenscrBa PK ot
31.08.2022 Ne 630 (BBOAUTCS B ICHCTBHE IO UCTCUCHUH JECATH KAICHIAPHBIX THEH
TIOCJIE JIHSI €T0 TIePBOT0 O(PHUITHATBLHOTO OMyOJIMKOBAHMUS ).

15. He nomyckaetcsi opopmiieHre Ha OJTHOM OJIaHKe IOKYMEHTa Ha JABYX U Oojee
SI3bIKAX.

JIOKYMEHT Ha Ka3aXCKOM $SI3bIKE€ M CO3/1aBa€MbIil ayTEHTUYHBIM TOKYMEHT Ha
PYCCKOM WJIM MHOM SI3BIKE, 4 TAK)KE Ha ABYX M O0Jiee sA3bIKaxX MevaTaroTcs KK bl Ha
OTJIEJIbHBIX OJIaHKaX (OTAENbHBIX JUCTaX) U OPOPMIISIOTCS €IMHBIMU PEKBU3UTAMM.

JIOKyMEHTBI Ha Pa3HBIX S3bIKAX JIOJDKHBI OBITh ayTEHTUYHBI IPYT APYTY, KOTOPHIM
IIPUCBANBAIOTCS €UHBIE UCXOIAIINE PEKBU3UTHI.



JIucTel TOKYMEHTOB Ha OyMa)kHOM HocuTele (0JIaHKOB U MPUJIOKEHUM K HUM)
HYMEPYIOTCSI CKBO3HOM HyMeEpallel B BEPXHEW 4acTH JIMCTa Ho LUeHTpy. Ilpu s3Tom
HyMepanus MpoCTaBIIAETCS CO 2 JIUCTA C MOPSIAKOBOro HoMepa "2".

Cnocka. ITynkr 15 — B penakunu noctanosienus [IpasurenscrBa PK ot
31.08.2022 Ne 630 (BBOAUTCS B ICUCTBHE IO UCTCUCHUH JECITH KAJICHIAPHBIX THEH
rociie AHs ero NepBoro 0GUIMATIbHOTO OMyOIMKOBAHUS).

IMaparpad 2. Ilopsnox 0pOpMIECHHS PEKBH3UTOB JOKyMEHTa

16. T'ocynapctBennsbiit ['ep6 Pecy6nuku Kazaxcran nzobpaxkaercs Ha OmaHKe
JOKYMEHTa TOCYJapCTBEHHON OpraHu3allid B COOTBETCTBUU C 3aKOHOJATEIbCTBOM
Pecny6muku Kazaxcran o rocynapctBeHHbIX cuMBodiax PecnyOnmku Kazaxcras.

17. DOmb6nema, JNOroTUN WM TOBApHBIM 3HAK (3HAK OOCIYKHUBaHUA)
BOCITPOM3BOMSTCS Ha OJIaHKE B COOTBETCTBUU C YUPEAUTEIBHBIMU JOKyMEHTAMH
OpraHU3alNH.

DOMmbiiemMa, TOTOTUI WM TOBAPHBIN 3HAK (3HAK 0OCIIy>KMBaHUS) HE pa3MEIalOTCs
Ha OnaHke ¢ u3oopaxkenuem ['ocynapcrBennoro ['epba Peciy6nuku Kazaxcras.

18. HaumeHoBaHnue opranusauuu (B TOM uucie (uinana, IpeacTaBUTEIbCTBA)
BKJIFOYAET B ce0s Ha3BaHHE B COOTBETCTBUU C YUPEAUTEIHHBIMU JOKYMEHTAMH C
yKa3aHUEeM Ha OpraHU3alMOHHO-TIPaBOBYIO (hopMy.

CokpallieHHO€ HaMMEHOBaHWE OpraHu3anuu (B TOM uucie (Quiauana,
NpEeJCTaBUTENBCTBA) MPUBOJAUTCS B TOM cllyyae, KOrJa OHO 3aKperieHO B
yUpEIUTENbHBIX TOKYMEHTAX M pa3MeIIaeTcs B CKOOKaxX HIKE TTOJIHOTO HAUMEHOBAHUS

[Ipu odopmiaeHUr COBMECTHOTO JIOKYMEHTAa, pa3paO0TaHHOTO AByMs U Oojee
paBHBIMM OpraHu3alMsIMM, HAWMEHOBAHMS OpraHu3alMUil pacrojararoTcs B
arhaBUTHOM TOPSIIKE HAMMEHOBAaHUN OpraHU3aluil.

[Ipu odopmieHUN COBMECTHOTO JOKYMEHTa, pa3pabOTaHHOTO ABYyMs M OoJiee
OpraHu3alusIMi, HAaUMEHOBAHUS pACIojaralTcs B COOTBETCTBUU C Hepapxueu
OpraHU3aIuu.

Ha coBmecTHOM JIoKyMeHTe Ha OyMa)XHOM HOCUTEJIE OTTUCKH IeyaTel CTaBsATCA
OpraHu3alusiMU, JJIsi KOTOPHIX B COOTBETCTBUU C 3aKOHOJATEILCTBOM PecmyOnuku
Kazaxcran 00s13aTenbHO HAIM4YKE TIeYaTH.

Cuocka. [Tynkr 18 — B penakiuu nocranosnenus [IpaBurensctBa PK ot
31.08.2022 Ne 630 (BBOIUTCS B ICMCTBUE 1O UCTEUCHUH JIECITH KaJCHIAPHBIX JTHEH
MOCJIE JIHSI €70 MEPBOro O(PUITHATBEHOTO OMyOJIUKOBAHMUS).

19. HaumeHoBaHue CTPYKTYPHOTO MOpa3/IeNICHHs YKa3bIBAE€TCS B Clydasix, Koraa
OHO SBJISIETCS aBTOPOM JOKyMEHTa U paclojaraeTcs HHUXE HauMEHOBaHMUS
OpraHU3allUH.



20. HaumeHnoBaHue BHIla TOKYMEHTA I€YATAETCS MPOMHCHBIMU OyKBaMH
MOJTY>KUPHBIM HIPUPTOM.

21. JlaToil fOKyMeHTa SIBISETCA JlaTa €ro NmoAnucaHus (yTBEPXKICHHS) WUIU
coObITHS, 3a(DUKCUPOBAHHOTO B JIOKYMEHTE.

JlaTa TOKyMeHTa MPOCTABIISIETCSA TOMKHOCTHBIM JUIIOM, MOJMUCHIBAIOIINM WU
YTBEPKAAIOUUM JOKYMEHT. [IJIsi 3JIEKTPOHHOTO JOKYMEHTOOO0OpOTa IOMyCKaeTcs
IPOCTaBJIEHUE JaThl CUCTEMOMN WIIM BPYYHYIO YIIOJITHOMOYEHHBIM JTUI[OM.

CnyxeOHble OTMETKH Ha JOKYMEHTE, CBSA3aHHBIE C €r0 MPOXOXKICHUEM U
ucnojgHeHueM (O3HAKOMJICHHEM) BHYTPU OpraHu3aiuu, AaTHUPYIOTCS U
MOAMUCHIBAIOTCS.

JlaTa nokyMeHTa opopMIIsieTCs:

1) B mpaBOBBIX aKTax, MPOTOKOJAX, OAHKOBCKHX, (DMHAHCOBBIX, OYXTAITEPCKUX
JOKYMEHTaX W JOKYMEHTaX, 3aTparuBalollMX IpaBa U HUHTEpEChl (PU3UUECKUX U
IOPUANYECKUX JUL, CIOBECHO-UU(POBBIM CIOCOOOM — J€Hb Mecsila U TOJ
oopMIIsItOTCS apaOCKUMU UppaMu, MecsIl — IPOIMUCHIO;

2) B IpYrux JNOKYMEHTaX — HU(PPOBBIM CIIOCOOOM JIEHb MECSa U MECSL ABYyMS
napamMu apadckux 1udp, pa3fae’IeHHBIMU TOYKOH, TOJ — YETHIPbMs apabCKUMHU
mudpamu.

22. PeructpalliOHHBIN HOMEp (MHAEKC) JOKYMEHTa COCTOUT U3 MHJAEKCA Jena Mo
HOMEHKJIAaType [eJl OpraHu3aluH, MOPSAIKOBOTO HOMEpa JOKyMEHTa B
pEeTruCTpanOHHO-KOHTPOIbHOU (hopme (manee — PKD). [To yemoTpenuto opranuzamnum
B PETUCTPAIMOHHBINA HOMED (MHJEKC) BKIFOYAIOTCS JOMOTHUTEIbHbBIE DIIEMEHTHI.

PerucrpanmonHelii HoMep (MHAEKC) TOKYMEHTA, COCTaBJIECHHOTO ABYMs U Oolee
OpraHu3aIMsIMU, COCTOUT U3 PETUCTPAIIMOHHOTO0 HOMepa (MHAEKCA) KaKI0M U3 ITHX
OpraHu3aluii, IpOCTaBIIEMOr0 Yepe3 KOCYI0 YepTy B MOPSAJKE YKa3aHHs aBTOPOB B
JOKYMEHTE.

He nonyckaercsi ocTaBieHre pe3epBHBIX PETUCTPALIMOHHBIX HOMEPOB (MHIEKCOB)
JOKYMEHTOB.

B cucteme 31eKTpoHHOTO AOKYMEHTOO0OpOTa JOMYCKAETCS BEACHUE CKBO3HOM
HyMepaluu.

Cnocka. ITynkr 22 — B penakuuu noctanopyienus [IpasutenscrBa PK ot
31.08.2022 Ne 630 (BBOAUTCS B ICMCTBHE IO UCTCUCHUH JECITH KaJICHIAPHBIX JHEH
TIOCJIE JIHSI €T0 TIePBOTr0 O(PHUITMATBLHOTO OIyOJIMKOBAHMS ).

22-1. B uHpopMallMOHHON aHAIMTUYECKON cucTeMe "DJIeKTPOHHbIE OOpalieHus "
MPUCBOCHUE PETUCTPAIMOHHOTO HOMepa (WMHAEKca) OOpalieHHs M, COOOIIECHUSM,
3anpocaM, OTKIMKAM U MPEIOKEHUSM JIULl TeHEPUPYETCS aBTOMATUYECKU U COCTOUT
U3 OYKBEHHOI'O HMHJIEKCA, a TAaKK€ YHHUKAJIbHOTO HOMEpPA, BKIIOYAOLIErO TOJ
pErucTpalvy U CKBO3HOM MOPSAKOBBIM HOMEP U3 BOCbMHU 3HAKOB.



[Ipu mepenampaBiieHnu oOpaileHuii, COOOIIEeHHH, 3aMpOCOB, OTKIUKOB H
MPEAJIOKEHUN MEXAY TOCYTapCTBEHHBIMU U HETOCYJaPCTBEHHBIMU OpraHU3aIUsAMHU, a
TaK)K€ HANpaBJIECHUM OTBETA 3asBUTEII0 PETHUCTPALIMOHHBIM HOMEp (MHIEKC)
JIOKYMEHTa HE MEHSIETCS.

[Tpu opopmaeHnn oTBeTa 3aIBUTENIO, a TAKXKE CIIMCAHUU JTOKYMEHTA B apXUB B
AJEKTPOHHON PErMCTPAllMOHHON KOHTPOJBHOM KapTOUYKE JOKYMEHTa aBTOMATUYECKHU
dbopmupyeTcs KoJ HOMEHKJIATYPHOTO Jieja, BKIFOYAIOIIUNA:

VHJIEKC OpraHM3alHy B €IUHON CUCTEME OpPraHu3alui;

WHJIEKC CTPYKTYPHOIO MOJIpa3/iesIeHUs] OpraHu3aluu;

WHJIEKC HOMEHKJIATypHOTO Jena Mo oOpaleHusiM, COOOIIEHUSIM, 3ampocam,
OTKJIMKAaM U TIPEIJIOAKEHUSIM JIUII.

Cnocka. ['n1aBa 2 qononaHeHa MyHKTOM 22-1 B COOTBETCTBUH C HOCTAHOBJICHUEM
[TpaButenncTBa PK 0T 31.08.2022 Ne 630 (BBOAUTCS B ACHCTBHE MO UCTCUCHUH JICCATH
KaJICHJIApHBIX THEH mociie THA €ro NepBOro 0(UIMaIbHOTO OMyOIUKOBAHUS).

23. B cchulke Ha pEerHCTpalMOHHBIM HOMEp (MHAEKC) U JaTy BXOJAIIETO
JIOKYMEHTa YKa3bIBAIOTCSl PETUCTPAIIMOHHBIN HOMEpP M JaTa JOKYMEHTa, Ha KOTOPBIi
JAeTCs OTBET.

24. MecTo cOCTaBJICHUS WX U3/IaHUs JOKYMEHTA YKa3bIBA€TCSI B COOTBETCTBUH C
IPUHATHIM aIMUHUCTPATUBHO-TEPPUTOPHAIHHBIM JCICHUEM M BKIIOYaeT B ce0s
TOJIBKO OOIIETPUHATHIE COKPAILEHUS.

MecTto cocTaBieHUs WA U3AaHUS JOKYMEHTa 0(hOPMIISIETCS B COOTBETCTBUU C
HAaNMEHOBAHUEM HACEJIEHHOTO IIYHKTA, SBISIIOIIETOCSd MECTOHAXO0XAECHUEM
OpraHu3alyy - aBTOpa JOKYMEHTA.

25. JIOKyMEHTBI aJIpecyloT OpraHu3alusaM, UX CTPYKTYPHBIM MOAPA3IAECICHUSIM,
JOJDKHOCTHBIM UJTH (DU3UYECKUM JTUIAM.

PexBusut "Anpecatr" ohopmiiseTcss CTpPOYHBIMU OyKBaMH, MOTYKUPHBIM MIPUGTOM

HauMeHnoBanue opranuzalu, €€ CTPYKTYpPHOI'O IMOJpa3fefieHus MUIIETCS B
UMEHUTEIHLHOM TaJIe’Ke, JOHKHOCTD, (DaMIIns JT1iia, KOTOPOMY aIpeCOBaH JOKYMEHT,
— B JIaTEJIbHOM IaJIE¥KE.

[Ipu anppecoBaHuM JOKYMEHTa PYKOBOJUTEIIO OpPTaHU3AIlMU €€ HAaUMEHOBAHUE
BXOJUT B COCTaB HAMMEHOBAHHUS TOJKHOCTH ajpecara.

[Ipu anpecoBanuu qOKyMeHTa (PU3NYECKOMY JIMITY YKA3bIBAIOTCS MHUIIMAT UMEHHU
U haMuUIIUs TIOJTydaTesis, €ro MOYTOBKIM ajpec.

[Ipu nepenucke BHYTpU OpTaHU3AIMH JOMMYCKAETCA YKa3aHUE B JaTEILHOM MaJieke
TOJIbKO MHUITHAJIA UMEHHU U (haMUITUU JOHKHOCTHOTO JIHIIA.

Ecnn nokyMeHT agpecyercssi B HECKOJIBKO OpraHu3alldii, OHU YKa3bIBAKOTCA
00001IeHHO.



Ha ognom noxymente odopmisercs He O6osee deTbipex aapecatoB. [Ipu GosbiieM
KOJIMYECTBE aJIPECaTOB COCTABJISECTCS CIUCOK (peecTp) pacchbulku AokymeHTta. Ciosa "
Opurunan" u "Konus" B pexkBuzute "Anpecatr" HE UCHONB3YIOTCS.

[Ipu HampaBieHUU JOKYMEHTa HEMOCTOSHHBIM ajpecaTaM B COCTaB peKkBH3uTa "
Agnpecat" BKIIIOYAETCsl MOYTOBBIM ajpec, KOTOPbIA O0(OPMIISETCS HCIOJHUTEIEM.
DneMEeHThI TOYTOBOTO a/ipeca YKa3bIBAIOTCS B MOCIEAOBATEIbHOCTH B COOTBETCTBUU C
3akonoM Pecny6onuku Kazaxcran "O noute".

Caocka. ITynkr 25 — B penakuuu noctanopienus [IpasurenscrBa PK ot
31.08.2022 Neo 630 (BBOAMTCS B IEWCTBHE 110 UCTEUEHUH JIECATU KAJICHJAPHBIX JHEH
MOCJIe JTHS €70 MEePBOT0 O(PUIIMATIBHOTO OMYyOIMKOBAHMS ).

26. 3arojloBOK K TE€KCTY JTOKYMEHTa O(QOPMIIIETCS MOIYXKUPHBIM MIPUPTOM OT
IpaHUIIBI JIEBOTO MOJIS JOKyMEHTa 0e3 mepeHoca CIoB U COAEPKUT He Oosee 35 3HaKOB
B KOXKJI0M cTpoke. B mokymMeHTe npu BeInyuHe 3arojioBKa 0osiee 5 CTpOK JI0IMyCcKaeTcst
opopMIIEHHE 3arojoBKa NocepeauHe NOKyMeHTa. Touka B KOHIE 3arojloBKa He
CTaBUTCA.

3aroioBOK K TEKCTYy HOOKyMeHTa (opmynupyercsi B COOTBETCTBUM C
HAaUMEHOBAaHUEM BHJIa JJOKYMEHTA U €0 COAEP/KAHUEM.

3aroJoBOK K TEKCTy JOKyMeHTa MeHee 10 cTpok, a Takxke ohOpMIECHHOMY Ha
Omanke ¢popmara AS HE COCTaBIIACTCA.

27. JIns NTOKYMEHTOB Ha OyMa)KHOM HOCHTENE OTTUCK NeYaTHh OpraHu3alUU
3aBepsieT NOMJIMHHOCTh MOAMKUCH JOJKHOCTHOIO JIMLA Ha AOKYMeHTe. OTTUCK MedaTu
OpraHu3alMK MPOCTABIIAETCS MOCIe HAMMEHOBAHUS JIOJDKHOCTH JIUIA, MTOAMUCABIIETO
JIOKYMEHT, HE 3aXBaTbIBas €0 JUYHYIO MOIHUCH.

JlanHoe TpeOoBaHNE HE MPUMEHSAETCS K OpraHU3alusiM, KOTOpble B COOTBETCTBUU C
3aKoHOoaTenbCTBOM PecnyOnuku Kazaxctan He 00s3aHbl UMETh NIE€YaTh.

Cnocka. [Tynkr 27 — B penakunu nocrtanosienus [Ipasurenscrsa PK ot
31.08.2022 Ne 630 (BBOAMTCS B IECTBHE 110 UCTCUCHUH JIECATH KAJICHJAPHBIX JTHEH
MOCJIE JIHSI €70 NMEPBOro O(PUIIMATBLHOTO OMYyOJIMKOBAHHUS).

28. TekcT nokymeHTa OopOPMIISIETCS B BHJI€ aHKETHI, IMArpaMMbl, TaOIUIbI,
CBA3HOI'O TEKCTAa WJIM COYETAHMS YKa3aHHBIX (POpM.

29. B cnyyae, ecnu TOKYMEHT COJIEPKUT MYHKTBI, TO IMYHKTHI B JIOKYMEHTE
pacroJiaratloTcsi B JIOTUYECKOM MOCIEI0BATEIbHOCTH, C YYETOM XPOHOJIOTHMHU 3TaIloB
pemienust Bompoca. bin3kue 1mo copepX aHUIO MyHKTbl 3HAYUTEIBHBIX 1O 00bEMY
JOKYMEHTOB OOBEMHSIOTCS B IJ1aBbl, HECKOJIBKO IJIaB — B pa3Jieibl, pa3/esibl — B 4YaCTU
. B Oonpmmx mo 00beMy TI1aBax BBIJCISIOTCS aparpadbl, B pa3ienax — moapas/ieibl.

[IyHKTBI MOTYT OBITH MOJpa3jesieHbl Ha MOANYHKThl. BHYTpU NMYyHKTOB U
NOJIYHKTOB MOT'YT OBITh YaCTH, BbIJIEsieMble a03ariamu.

[lynkTel, maparpadsl, riaBbl, MOJpa3Aeibl, pa3feiabl U YaCTH JOKYMEHTOB
HYMEpYIOTCs apaOCKUMHU LU(ppaMu ¢ TOUKOU craeayromumM oopasom: 1., 2., 3. u nainee.



Homepa noanyHKTOB B MyHKTax 0003HA4arOTCs apabCKuMU UPpaMu co CKOOKOM
cieayroommum obpazom: 1), 2), 3) u ganee.

Hymepanus nyHKTOB, TJIaB U pa3/ieoB SBISETCS CKBO3HOM, IIOJIYHKTOB B IIYHKTE,
naparpadoB B IJiaBe, OAPA3AEIOB B Pa3ieiie — CaMOCTOSATEIbHOM.

He nonyckaercsa o6o3HaueHue ab3anes AeprucamMu Wil UHBIMU 3HAKaMU.

30. TekcT mOKyMEHTa mNedyaraercss Ha NMUIIYIIEH MAIlWHKE Yepe3 IMOJITopa
MEXCTPOUYHBIX HMHTEpPBAJIA WIM MPU MOMOIIM YCTPOMCTB KOMIIBIOTEPHON TEXHUKHU
pasmepoM Ne 14 mpudra Times New Roman (Taiimc Hoto Poman) unm Arial gepes
OJIMH MEXCTPOUYHBIA MHTEpBal. B OTAENbHBIX cllydasx, a Takxke Npu oPOpMIICHUH
TaONHI, NPUIOKEHUH, OTMETKH 00 HCIOJHUTENE, MPUMEYaHUN JOMyCKaeTcs
U3MEHEHHE pa3MepoB HIpU(Ta U MEKCTPOUHOTO HHTEPBAIA.

[Ipu opopmieHnn JOKyMeHTa Ha IByX U OoJiee JIMCTaX BTOPOM U MOCIenyIoIIe
TUCThl HyMmepyroTcs. HoMepa mpoctaBisioTcs apaOCkumMu nu@pamMu B cepeauHe
BEPXHET0 MOJIs JIUCTa 0€3 3HAKOB ITPENUHAHUS.

B oTMeTke 0 HalM4uK NPUIOKEHUSA, HA3BAHHOTO B TEKCTE JOKYMEHTA,
YKa3bIBaIOTCS KOJIMYECTBO JIMCTOB, HK3EMIUISPOB, S3bIK MCHOJMHEHUs. B oTMmeTke o
HaJW4YuM TPWIOKEHHS, HE HA3BAHHOIO B TEKCTE JOKYMEHTA, JOIOJHHUTEIBHO
YKa3bIBa€TCS €ro HAMMEHOBAHHUE, a TAKXK€ MPH HAJIUYUHU JaTa U PEruCTPAllMOHHBIN
HoMmep (uHAekc). [Ipu Hamuyuu nByX W OoJiee MPUIIOKEHUN OHU HyMepyroTcs. s
AJIIEKTPOHHOTO JJOKYMEHTOOO0POTa yKa3aHUE KOJIMUECTBA SK3EMILISIPOB HE TpeOyeTcs.

Ecnan npuiioxeHus K TOKYMEHTY COpOILIIOPOBAHBI, YKa3bIBAETCS KOIUYECTBO
AK3EMILISIPOB.

Ecny k TOKyMEHTy Ipuiaraercst Apyrom JOKyMEHT, UMEIOIIUN IPUII0KEHNE, B
OTMETKE O HAJIMYUH MPUIOKEHHS YKa3bIBAIOTCS PEKBU3UTHI 3TOTO JTOKYMEHTa U 00111ee
KonmyecTBO nucToB. Hampumep, "[Ipuioxenne: nucekMo MuHHCTEpCTBA KYyJIbTYpPHI U
cnopta Pecryonuku Kazaxcran ot 15 oktsa6ps 2014 roma Ne 3-5/151 u npunoxxeHue K
HEMY, BCETO Ha 7 JINCTAX, HAa Ka3aXCKOM SI3bIKe".

Ecnu npuioxeHre HalpasiIsieTcsl HE BCEM aJpecaraM, YKa3aHHBIM B JOKYMEHTE, TO
B OTMETKE O €r0 HAJIMYHMM YKa3bIBAETCS KAaKOMY aJpecaTy HANpaBISETCS MPUII0KEHHE.

31. Iloanuck noKkymeHTa Ha OyMa)KHOM HOCUTEJE BKIIFOUYAET:

1) HaumMeHOBaHME JOJKHOCTH JIUIA, MMOIUCABIIETO JOKYMEHT, O(UIIMaIbHOE
HAaMMEHOBAHUE CTPYKTYPHOrO MOApa3JeieHUss WIM OpraHu3aluuu (ecid JTOKYMEHT
odopMIiieH He Ha OJaHKe);

2) IMYHYIO MOJANUCH U paclin(PpPOBKY NOANUCH (MHULIMAT UMEHU U (PaMUITHS).

JIOKyMEHT MOANUCHIBAETCS CBETOCTOMKMMH udepHWwiIaMu. He momyckaercs
NOJMKUCAHNE MOJJIMHHUKA JOKYMEHTA MIPOCTABICHUEM (PaKCUMMUIIE.

[IpaBo moAnucU NOKYMEHTOB OpPraHU3alUU OMPEAEISIETCS B COOTBETCTBHH C
3aKoHojaTenbcTBOM PecnyOnuku Kazaxcran, yuypeauTeabHBIMU JOKYMEHTAMU
OpraHu3aluyu, PACHOPAIUTEIbHBIMUA JOKYMEHTAMH PYKOBOIUTENS OpraHU3aluu O



JIEJIETUPOBAHNUH TIOJTHOMOYMU WM JOBEPEHHOCTSIMU Ha BBIIOJIHEHUE ONPENCICHHBIX
JNEVUCTBUNA OT UMEHU OpPraHU3alluH.

DONEKTPOHHBIN JTOKYMEHT YJIOCTOBEPSIETCS SIEKTPOHHON MU(PPOBON MOIMUCHIO
auna, 00J1aarIIero MOJTHOMOYHSMHU Ha TTOANMUCAHNE JAHHOTO JIOKYMEHTA.

OTtnyck nokymeHTa (mMchbMa) NOMJICKUT noanucanuto. He momyckaercsa 3ameHna
OTMYyCKa JOKyMeHTa (MHchMa) Komuew AokymeHTa. IIpu moamucaHnuu TOKyMEHTa
IByMsi U Oojee JUIlAaMH PaBHBIX MOJKHOCTEH KX MOJMUCU PaclojaraloTcs B
an(aBUTHOM TMOPsiIKE OPUIIMATFHBIX HAMMEHOBAHUIN OpTraHU3AIMN WIH CTPYKTYPHBIX
IOIPa3ACIICHUN.

[Ipu noanucannum JOKyMEHTAa HECKOJBbKUMH JTOKHOCTHBIMU JIMLIAMH UX TTOAUCH
pacriosjararoTcs 0JiHa Moj APyro B COOTBETCTBUH C YOBIBAHHEM CITY>KEOHOU HepapXuu
JOJKHOCTEHU.

B nokymeHTe, COCTaBIEHHOM KOMMCCHEH, yKa3bIBAIOTCS HE HANMEHOBAHMS
JOJKHOCTEH JIUIL, MOJMUCHIBABIINX JOKYMEHT, & UX 005I3aHHOCTH B COCTaBE KOMUCCUU

JIOKyMEHTBI KOJUIETHAJIIbHBIX OPraHOB OpraHu3anuu (KOJJIEruid, COBETOB,
MaclIiXaToB, IIPAaBJIEHHUI) NOANNCHIBAIOTCA MpeAceaTesieM U cekperapeM (
npecenaTeNbCTBYOUIUM U JIMIIOM, TPOBOJIMBILIUM 3alKCh). [[pOTOKOIIBI annapaTHbIX (
ONEPaTUBHBIX) COBEUIAHWA OpraHU3alMMd U €€ CTPYKTYPHBIX IOJpa3AeieHui
HOJUCBIBAIOTCS MIPEACEAATENBCTBYOIIMM JTULIOM.

Ecnu T0IKHOCTHOE MO, MOJNUCH KOTOPOT'O 3ar0TOBJIEHA HA MTPOEKTE JOKYMEHTA,
OTCYTCTBYET, TO IOKyMEHT MOJIEKUT NepeoOpMICHHUIO Ha JIUIIO, UCTIOTIHSIOLIEE €To
o0s:3anHOCTH. He nomyckaeTcss moanmuMcaHue JOKyMEHTa c mpeasiorom "3a" wnum
IIPOCTABJIEHUEM KOCOM YepThI Iepe] HAMMEHOBAHUEM JOJKHOCTH.

32. CormnacoBaHue MpoOeKTa JOKyMEHTa o(opMIisieTcsl BU30M Ha JOKyMEHTE (
BHYTpPEHHEE COTJIacOBaHUE) UM IpudoM coriacoBaHusl (BHEIIHEE COTVIACOBAaHUE WIIH
COTJIaCOBAaHUE C KOHCYJIbTAaTUBHO-COBEUIATEIBHBIMU M OOIIECTBEHHBIMU OpTraHamMu
opranuzauuu). JlIsi B3JIEKTPOHHOIO JOKYMEHTA COIVIACOBAHUE MPOHMCXOIHUT
HOCPEICTBOM 3JIEKTPOHHOMN LIM(PPOBOH MOANUCH.

[Ipy BHYTpEHHEM COIJIACOBAHMM JOKYMEHTBHI BU3UPYIOTCS HUCHOJHHUTENEM (
OTBETCTBEHHBIM HCIIOJIHUTENIEM), PYKOBOJUTEIEM €ro IMOoApa3ieieHus, APyrUMHU
3aMHTEPECOBAHHBIMU JOJDKHOCTHBIMHM JIMIIAMHU, 3aMECTUTENIEM PYKOBOJUTENS
OpraHM3alMM COTIACHO PACIPeIEICHUIO 00S3aHHOCTEH.

Busbl npocTaBisiOTCS HA 3K3eMIUISIpax JOKYMEHTOB Ha OyMa)KHOM HOCHTEIIE,
OCTAIOIIMXCS B OpraHW3alMM, HAa JULEBON CTOpOHE HMKe mnoanucH. [IpoexTs
pacnopsAUTENbHBIX JOKYMEHTOB BU3UPYIOTCSI Ha MEPBOM dK3eMIuipe. Jlomyckaercs
BU3UPOBAHUE IMPOEKTOB PACHOPSAUTENbHBIX JOKYMEHTOB Ha OOOPOTHOW CTOpOHE
HOCJIEAHETO JIUCTA.



Buza BximrogaeT B ce0s MOANUCh BU3UPYIONIETO, JaTy, pacu@poBKy MoanucH (
UHUIMAT UMEHH, (paMIIINIO), HAUMEHOBAHHUE JTOJKHOCTH BU3HMPYIOLIEro. 3aMedaHus,
0coOble MHEHUS U JIOTIOTHEHUS K MPOEKTY JOKYMEHTa O(DOPMIISIOTCS HAa OTACIHHOM
JIUCTE, O YeM B MPOEKTE JOKYMEHTA CTAaBUTCSl COOTBETCTBYIOIAsi OTMETKA.

Buemrnee cornacoBanue 10KyMeHTa 0pOPMIISIETCS] CTPOUHBIMU OyKBaMu rpruQom
COTJIACOBaHMsI, KOTOPBIM pacroyiaraercsi B JEBOM HUKHEM YTy MOCJEIHEro JIMCTa
nokymeHTa u coctouT u3 cinoa "Cornacoano", ("CornacoBan"), a Takxke
HAaMMEHOBAHHUSI JTOJKHOCTHU JIUIA, C KOTOPHIM COTJIACOBBIBAETCS JOKYMEHT (BKJIIOUAs
HAaMMEHOBAHUE OpPraHU3aIuu), JUYHOU MOAMKUCH U €€ paciiuPpoBKU (MHUITUAT UMEHH
U aMumus), 1aThl COTJIACOBAHMS.

[Ipu cormacoBaHMM TOKYMEHTa ABYMsI U OoJiee JUIaMU PaBHBIX JOJDKHOCTEH
rpudbl COTIACOBAHUS PACIIONATralOTCA Ha OJHOM ypOBHE B aJ(paBUTHOM TOPSJIKE
opuLMaNbHBIX HaMMEHOBaHUW opranHuzanui. [lpu cornacoBanuu AOKyMeHTa
HECKOJIBKUMH JIOJKHOCTHBIMHU JIMI]JaMH TPU(PBI COTJIACOBAHUS pacroiaratorcsi B
COOTBETCTBHUH C YOBIBAHHEM CITYKEOHON MEpapXuu JOHKHOCTEH.

Ecnu cormacoBaHue OCyHIECTBISICTCS MUCHbMOM, MPOTOKOJOM WU APYTUM
JOKYMEHTOM, TO B Trpude coriiacoBaHUsS YKa3bIBAIOTCS BHUJI JOKYMEHTa B
TBOPUTEILHOM MajekKe, HAMMEHOBAHUE OPTraHU3alluK B POJUTEILHOM Majexke, JaTa u
HOMED (MHAEKC) JOKYMEHTA.

BHeminee cornacoBanue JOKyMEHTa C HECKOJIBKUMU OpraHu3alusIMu opopMIIsieTcst
JMCTOM COTJIACOBAHUS MO (hOpME COTIIACHO MPUIIOKECHUIO 5 K HacTosuM [IpaBumam.

CornacoBaHue MpoeKTa JOKYMEHTa B AJIEKTPOHHOM (opmaTe OCYIIECTBIISIETCS B
CO/J1 nubo no kanaam uHdopmauoHHbIX cucteM (ganee — C).

[Ipu Hamuuuu B opranuzanuu COJ[ cornacoBaHHe MPOEKTOB JOKYMEHTOB
OCYIIECTBJISIETCS. B aBTOMATHU3UPOBAHHOM pEXHUME IMOCPEACTBOM HAaIpaBICHUS
IPOEKTOB JIOKYMEHTOB JIMIIaM, HA3HAYEHHbIM B Ka4eCTBE COIJACYIOLIHUX, U
odopmiieHHS pe3yabTaToOB coryiacoBanusi B CO/I.

[Tocne 3aBepuieHus: TpoUEAyphl cOrjiacoBaHusl (MpU CO3JaHUU MOITMHHHUKA
JOKyMEHTa Ha OyMa)XHOM HOCHUTEJIE) JIUCT corjlacoBaHus pacneuarbiBaerca uz CO/I,
MPUKJIAJILIBACTCS K MPOEKTY IOKYMEHTA U MPEACTABIACTCS Ha MOAIUCH PYKOBOJIUTEIIO
opraHu3anuu (MHOMY YIIOJIHOMOYEHHOMY JIMILY ).

CornacoBaHue BHYTPEHHUX JOKYMEHTOB, CO3/IaHUE, XPAHEHHUE U UCIIOJIb30BaHUE
KOTOPBIX ocyuiecTBisitorest nocpeactsoM COJI, mpoBoautcs B COJl B 31€KTPOHHOM
BUJIC.

[Ipu cornacoBaHuM MPOEKTOB BHYTPEHHUX JOKYMEHTOB, CO3/IaHHBIX Ha OyMaKHOM
HOCHTEJIE, BU3bI TPOCTABIIAIOTCS HEMOCPEACTBEHHO Ha npoekTe JokymeHTa — UC.

Cuocka. [Tynkr 32 — B penakunu nocrtanosienus [Ipasurenscrsa PK ot
31.08.2022 Ne 630 (BBOAUTCS B IEUCTBHUE MO UCTCUCHUU JECITH KAICHIAPHBIX JHEN
MOCJIE JIHSI €70 MEPBOro O(PUITMATBEHOTO OMYyOJIMKOBAHMUS).



33. I'pud yTBepkaeHus TOKYMEHTa pacIojaracTcs B IPaBOM BEpPXHEM YTy
NEPBOro JINCTA JOKYMEHTa U 0(OpMIIIETCS CTPOUYHBIMU OyKBaMHu.

[Ipu yTBepKIeHHH NTOKYMEHTa KOHKPETHBIM JIOJKHOCTHBIM JUIIOM TpHUQ
YTBEPXKIACHUS COCTOUT M3 CIEAYIOIIHUX JJIEMEHTOB: CJIIOBO "YTBepxaaw',
HAaUMEHOBAHWE JOJKHOCTH, MTOANKCH, paciIupPOBKa MOAMKUCH U JaTa YTBEPKIACHUS.

[Ipu yTBepkIeHUM TOKYMEHTa ABYMs U Oojee JUIaMH PaBHBIX JTOJDKHOCTEH
rpudbl YTBEPKICHHUS paclojiaraloTcsi Ha OJJHOM YPOBHE B aja(aBUTHOM MOPSIAKE
HAMMEHOBAHWI OpraHU3alUH.

[Ipu yTBepkaeHUM ITOKYMEHTa IMOCTAaHOBJIICHUEM, PEIICHUEM, MPUKA30M,
IPOTOKOJIOM Tpu( yTBEpKIeHUsI cocTouT u3 ciosa "YTBepxkaeH" ("YTBepxaeHa'", "
Yr1BepxkaeHno", "VYTBepxkaeHbl"), BHUIA PacCHOPSAIUTEIBHOIO JOKYMEHTa B
TBOPUTEIHLHOM MaJI€KE, €ro J1aThl U HOMEPA.

Cuocka. ITynkr 33 — B penakuuu noctanopyienus [IpasurenscrBa PK ot
31.08.2022 Ne 630 (BBOAUTCS B ICHUCTBHE IO UCTCUCHUH JECIATH KaAICHIAPHBIX THEH
TIOCJIE JIHSI €T0 TIePBOT0 O(PHUITHATBLHOTO OMyOJIMKOBAHMUS ).

34. Pe3omronus pacrojaraercs B BEpXHEW 4acTU MEPBOTO JINCTA TOKYMEHTA HA
CBOOOJIHOM OT TeKcTa Mecte. B cocTaB pe3ontonuu BXOASIT UHUIMA(BI) UMEHH U
damunusa(n) ucnoaHuTens (MCHOJHUTENEH), collepKaHue MOpyUYeHUs (MOpYUEHHI),
CPOK UCITOJTHEHUS, TOJIUCh aBTOPa PE30JIIOINU U JaTa.

HomyckaeTcs odopMIIeHHE PE30JIIOLMU Ha OTACIbHOM OjaHke ((uIlke) c
yKa3aHHWEM MOJ MOAMNKUCHIO JIMIlAa, HAJOXKHUBIIETO PE30JIONHUI0, BXOJSIIETO
PErUCTPAIIMOHHOTO HOMEpa (MHJIeKCa), ATkl MOCTYIUICHUS 1 OTMETKH O PEKBU3UTAX
JOKYMEHTa, K KOTOPOMY OTHOCHUTCS PE30JIONUs (aBTOP, UCXOIAIIMM HOMEp M JaTa
nokyMeHTa). [lopyueHus B BUAE pe30JIIOIUid, HAlIpaBisieMble B APYrue OpraHu3allvu,
peructpupyroTtcs ciayxooi J10Y.

Ha noxymeHnTax, He TpeOyOUMX TOMOJHUTEIbHBIX YKa3aHUN TPEANUChIBAEMBIX
JNEeUCTBUM M MMEIOIIUX YCTAaHOBJIEHHBIE CPOKU HCIOJHEHHUS, B PE30JIIOIUU
YKa3bIBAIOTCS UCMIOJIHUTENb, TOAMUCH aBTOPA PE3OIIOLINH, 1aTa.

B cnyuasx, korma mopydyeHue AaeTcs NByM M Oojiee JuIlaM, OCHOBHBIM
UCIIOJIHUTEJIEM SIBJISIETCSI JIMIIO, YKAa3aHHOE B MOPYYEHUU TEPBBIM, €CIIM WHOE HE
YCTaHOBIIEHO B CaMOM pe30JIIOLINH.

35. OTMeTKa 0 KOHTPOJIE 32 UCTIOJHEHHEM JOKYMEHTa 0003HaYaeTCsl CJIOBaMU WU
mramnamu "bakpinay", "bakpuiayra anblHIBI" UM MPOCTaBISETCS B BEPXHEH JIEBOM
YacTH TIEPBOIO JINCTA JOKYMEHTA 3a MpeeiaMu TEKCTOBOTO TOJIS.

36. 115 3aBepeHUs COOTBETCTBUS KOMUU JOKYMEHTA MOAJMHHUKY HUXKE PEKBU3UTA
"IMoanuce" mpocTaBisAtoOTCS 3aBepuTeNbHas Haanuch "Komus BepHa" (06€3 KaBBIYEK),
HaMEHOBAHUE [JIOJDKHOCTHU JIMIA, 3aBEPUBIIEr0 KOMHUIO, JIMYHAS MOAIHUCH,
pacmdpoBKa NOANKUCH (MHULMAT UMEHU U (paMuIivs) MOAMUCABIIET0, OTTUCK MeYaTh
opraHuzanuu (Ipu HaJIU4YUK), 1aTa 3aBEPEHHUSL.



37. bymaxHas Konus 3JIEKTPOHHOI'O JOKYMEHTA 3aBEPSAETCs ¢ YKa3aHUEM Ha TO,
YTO HCXOJHBIM JIOKYMEHTOM SBJSIETCS DJIEKTPOHHBIA JIOKYMEHT U TMOJy4YeH
MOJIOKHUTENBHBINA PE3yJIbTaT MPOIEAYPhl TPOBEPKHU IEKTPOHHOU 1TU(POBOI MOATHCH
JULA, YJIOCTOBEPUBILETO AJIEKTPOHHBIM JOKyMeHT. [l 3aBepeHHs KONMHUU
ANIEKTPOHHOTO JTOKyMEHTa Ha OyMa)XHOM HOCHUTENe U HaHECeHHs HH(OpMaruu o
pe3yibTaTe MPOBEPKU 3IEKTPOHHONW LM(PPOBON MOJNUCH HCIONB3YyeTCsA wTaMIil (
TPEYroJIbHOM (hOPMBI) C TEKCTOM "* * * DneKTpOHABIK KY>KATThIH KelIipMeci aypsic.” (
ONPEACNIEH IOJOKUTEIBHBIA pe3yJIbTaT NPOLEAYpPbl MNPOBEPKH 3JIEKTPOHHOMU
nM(ppoBO MOANMMCH) M YKa3aHUEM MOJIeH s KOJIMYECTBA JIMCTOB U MOJAMHUCHU
3aBEPSIFOLIETO JIMIIA.

38. DyieKTpOHHAs KOMHUS JOKYMEHTA 3aBEPSAETCA:

1) ucnoysHUTENEM — B CiIy4dae BIIOKEHHS JOMOJHHUTENBHBIX JTOKYMEHTOB Ha
OyMa)XHOM HOCHTEJIE ITPH CO3JaHUH NPOEKTA IIEKTPOHHOIO JOKYMEHTA;

2) COTPYIHMKOM IMOJAPA3JEIeHU JOKYMEHTAlHOHHOTO OO0ecneYeHus
rocyJapCTBEHHOI0 OpraHa — IIPH PErUCTpalMi JOKYMEHTA, IOCTYIUBIIErO TOJIBKO Ha
OyMa)KHOM HOCHTETIE.

[TonHOoMOuMsIMU Ha 3aBepeHHEe OyMaXHOW KOIWHU 3JIEKTPOHHOTO JOKYMEHTA,
cozmanHoro mocpeactsomM CDJI, oOnanaroT COTPYAHUKH TOApa3AeiaeHUs
JOKYMEHTAI[MOHHOTO 00ecreueHus TOCYJapCTBEHHOTO OpraHa M Oneparopa MoYThI.

byMarkHast KOIus 3J€KTPOHHOIO JOKYMEHTA COIAEPKHUT:

1) TEeKCT HOKYMEHTA;

2) obs3atenbHy0 oTMETKY "KOIus 3JeKTPOHHOTO JIOKYMEHTa" ¢ OTpakeHUEM
pe3yJIbTaTOB MPOLEAYpPbl NPOBEPKH HIEKTPOHHOW IM(POBOM NOANUCH JHUIIA,
YIOCTOBEPUBLIETO 3JIEKTPOHHBIN TOKYMEHT;

3) HauMeHOBaHKE UH(DOPMAITMOHHOW CUCTEMBI, U3 KOTOPOI OH MOJIyYEH;

4) naty co3nanus OyMakHOU KOIIWU;

5) mTamMn ¢ TekcToM "* * * DNeKTpOHIBIK KYKATTBhIH Kelmipmeci aypbic." (
ONpPEAENEH IOJOXKUTEIbHBIA pe3yJbTaT MNPOLUEAYPhl MNPOBEPKH 3JIEKTPOHHOU
U(pPOBOI MOAMKUCH), KOJIMYECTBO JIMCTOB U MOANKUCH 3aBEPUTEIISL.

39. OtMeTrka 00 HCTIOTHUTENE TOKYMEHTA BKIIIOUAET CoOKpaunieHHoe cioBo "Hcn.",
MHUIMA UMEHU U (PaMUJIUIO UCTIOJTHUTEN JOKYMEHTa, HOMEp €ro TenedoHa, B TOM
YuClie BHYTPEHHETO, a/ipeca 3JIEKTPOHHON MOYTHI (MIPU HAJTUYUK) U pacrlojaraercs Ha
JUILEBOM WK OOOPOTHOM CTOPOHE MOCIEIHETO JUCTAa JOKYMEHTa B JIEBOM HUKHEM
yToy.

40. OT™MeTKa 00 MCTIOJIHEHUH IOKYMEHTA W HAIMpaBJIEHUHU €0 B JIEJIO BKIIOYACT
CCBUIKY Ha HOMEp M JaTy JAOKYMEHTa, CBUAETEJIbCTBYIOLIYI0 00 HUCIONHEHUM (TIpU
OTCYTCTBUH TaKOTO IOKYMEHTa — KpaTKUEe CBEJIEHHs 00 UCIIOJIHEHUN), cioBa "B neno",
HOMEp Jiej1a, B KOTOPOM Oy/Ie€T XpaHUTHCS TOKYMEHT.



OtmeTKa 00 UCTIOTHEHUH JTOKYMEHTA U HAIlPaBJICHUH €T0 B JEJI0 MPOCTABISETCS Ha
HUKHEM T0JI€ JIUIIEBOM CTOPOHBI MEPBOTO JUCTA JOKYMEHTA, KOTOPBIN MOAMUCHIBACTCS
UCIIOJTHUTEJIEM C YKa3aHUEM JIaThl HAIIPABIICHUS B JEJIO.

41. UnentudukatopoM 3J€KTPOHHON KOMHMHU JOKYMEHTa Ha OyMa>kHOM HOCHUTEJIC
SIBJISIETCSI OTMETKA (KOJIOHTHUTYJ), COJAEpKalllasi Ha3BaHWE U BEPCHUIO MPOrPAMMHOIO
oOecrieueHus, Mpy MOMOIIM KOTOPOT0 CO3/IaH JOKYMEHT, POCTaBiisieMasi Ha JIUIEBOM
CTOPOHE Ka)0ro JUCTA JOKYMEHTA.

42. OTMeTKa 0 MOCTYIUIEHUU JOKYMEHTA B OpraHU3alyio MPOCTABIISIETCS B IPABOM
HUKHEM YTJIy JIMIIEBON CTOPOHBI MEPBOTO JIUCTA JOKYMEHTA U COJNECPIKUT MOPSIKOBBIM
HOMEP BXOJSIIETO JOKYMEHTA U JaTy MOCTYIUICHUs (P HEOOXOAMMOCTH — Yachl U
MUHYTHI).

43. DIEeKTPOHHBIM JOKYMEHT COCTOMUT U3 ABYX YacTeil: cOoJep)KaTeIbHOU U
PEKBU3UTHOM.

CopaepxaTenbHasl 4acTh AJEKTPOHHOIO JOKYMEHTa COCTOUT W3 OJHOTO WU
HECKOJIBKUX (aiiIoB B clieayroniux popmarax:

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

2) RTF, DOCX - TexcToBbIit hopmar;

3) XLS, XLSX - Tabnuunslii popmart;

4) PPT, PPTX - npe3enranuu;

5) RAR, ZIP - apxuBupoBaHHbIi Gopmar.

CopepxarenbHas yacTb IpoekToB akToB IIpe3nnenta PecniyOonuku KasaxcraH B
CO /1 bopmupyetcs Tosbko B hopmare PDF.

CopeprkaTenbHas 4acTh 3JEKTPOHHOTO JOKYMEHTA UMEET CIIETYIOLIUE PEKBU3HUTHIL:

1) opurmaabHOE HAMMEHOBAHUE OPTAHU3AIUN OTIIPABUTEIIS;

2) crpaBOYHbBIC JaHHbIE 00 OpraHu3aluu (FOpuanYecKuil aapec, TeaedoH, gakc,
AIEKTPOHHBIN aApec OpraHu3auu (Ipy HAIUYHHN));

3) HaMMEHOBaHUE BUJA JOKYMEHTA;

4) cChUIKY Ha PErucTpalMOHHBII HOMED U J1aTy BXOASIIETO JOKYMEHTA,

5) MecTo cocTaBlieHUs WU U3JaHUsl JOKYMEHTA,

6) ampecar;

7) rpud yTBEepKIACHUS TOKYMEHTA (MPU HAJIUYWHN);

8) 3aroJIOBOK K TEKCTY (IIpH HAJIMYUH);

9) TEKCT HOKYMEHTA;

10) otmeTky 00 ucnonHutesne (pamunus u TenedoH UCTIOJIHUTENS) (B OpraHax
HalMoOHANBHON Oe3omacHocTH PecnyOnmkm Kazaxcran yka3plBalOTCS MHHUIIUAIBI H
TenedOH UCTIOTHUTEIIA);

11) anekTpoHHY0 ITUGPOBYIO TOIHUCH.



PexBu3uTHas 4acTh AIEKTPOHHOTO JAOKyMEHTa (OPMHUPYETCS MOCPEICTBOM
COCTaBJICHUSI DJICKTPOHHOUN PErHCTPAIIMOHHON KOHTPOJIbHOM KapTouku (nanee — IPKK
), B KOTOPOU UCTIONB3YIOTCA CIEAYIOIINE PEKBUZUTHI:

1) HauMeHOBaHME BUIA JOKYMEHTA;

2) perucTpalOHHbIA HOMEP JOKYMEHTA;

3) UHJEKC HOMEHKJIATYPHhI JIET;

4) Ha3zBaHHUE U BEpPCHUsS MPOTPAMMHOrO OOECHEUYEHHUs, MPHU MOMOIIU KOTOPOTO
CO3/1aH JOKYMEHT;

5) anexkTpoHHas uu(poBas NOAMKCH;

6) xapakTep BOIpOCa;

7) KOJIMYECTBO JTUCTOB OCHOBHOI'O JIOKYMEHTA U MIPUJIOKEHU;

8) HauMMEHOBaHHE TOCYJapCTBEHHOro opraHa-ajapecata (B Komwurere
HalmoHabHOU Oe3omacHocTu PecnyOnuku Kazaxcran HauMeHOBaHUS MOApa3aesieHun
YKa3bIBAIOTCSI B COOTBETCTBUHU C KOJAMHU, 32 UCKIIFOUEHUEM TEPPUTOPHUATHHBIX OPTaHOB
);

9) HauMeHOBaHKE JOJKHOCTH ajpecara (Ipu HAIUYUN);

10) dpamunus aapecara (Ipu HAJTUYHH);

11) pamunus ucnonuurens (B opraHax HallMOHaJIbHOM Oe3omacHocTu PecryOnnku
KazaxcraH yka3bIBalOTCS UHHUIUAIBI UCTIOTHUTEA);

12) nHomep TenedoHa UCTIOTHUTEIS;

13) oTmMeTKa 0 KOHTPOJIE;

14) ormMeTka 00 UCTIOJIHEHUU JJOKYMEHTA M HAMPABIIEHUH €T0 B JIEN0;

15) oTMeTKa O HATWYUU WU OTCYTCTBUU MOJIMHHUKA OyMa)KHOTO JOKYMEHTA,
OyMa)KHOUM KOTIUU JIEKTPOHHOTO JOKYMEHTA.

Hcnonb3oBanue JOMOJTHUTEIBLHBIX PEKBU3UTOB OMPEACISIETCS B 3aBUCUMOCTH OT
BHJIa JOKYMEHTA B COOTBETCTBHUHM C HacTosimumu [IpaBuiamu.

Caocka. [TyHkT 43 ¢ n13BMEHEHUAMH, BHECEHHBIMH MTOCTAHOBJICHUEM
[IpaBurenscTa PK ot 30.11.2020 Ne 809.

44. Tlpu oOMeHe 3IEKTPOHHBIMU JTOKYMEHTAMH MEXIYy OpraHU3alUsIMU MepeueHb
00s513aTEIbHBIX PEKBU3UTOB U MOPSAOK HMCIOIB30BAHUSI 3JIEKTPOHHOU HHUPPOBOH
MOJAMUCH DJIEKTPOHHOTO JOKYMEHTa YCTaHABIMBAIOTCS MUChbMEHHBIMH (DopMamu
CIeNoK B cooTBeTcTBUM ¢ ['paxkmanckum kojaekcoM Pecny6nuku Kazaxcran,
cobmoienreM HopM 3akoHa Pecnybnuku Kazaxcran "OO0 37€KTpOHHOM JOKYMEHTE U
3NEKTpOHHOM 1udpoBoi noanucu", HacTosuMu [IpaBunamu.

Cnocka. [Tynkr 44 — B penakunu nocranosienus [Ipasurenscrsa PK ot
31.08.2022 Ne 630 (BBOIUTCS B I€MUCTBUE 1O UCTEUCHUU JIECITH KaJIEHIAPHBIX JHEN
MOCJIE JIHSI €T0 MEPBOro O(PUIIMATBLHOTO OITyOJIMKOBAHHUS).

45. DieKkTpoHHbIE AOKYMEHTBI HAa XpPaHEHHUE IMEPENalOTCs COTJIACHO
rocynapctsenHomy cranaapty CT PK "VYnpasnenue noxkymenranueit. @opmar ¢aitaon



AJIEKTPOHHBIX JOKYMEHTOB JIJIsi JOJITrOCpOoYHOro xpaneHusi. Yacte 1. Mcnonb3oBanue
PDF 1.4 (PDF/A-1)".

IMaparpa¢ 3. IloaroroBka i opopMiIeHHE IPAKA30B

46. Ilpuxazamu oGOpPMIISIOTCS PEIICHUS MPABOBOr0 XapakTepa, a TaKke 1o
ONEPATHUBHBIM, OPraHW3alMOHHBIM, KAaJpPOBBIM U JIPYTHM BOIPOCAM AESATEIBHOCTH
opraHu3zaiuu 1o ¢GopMam COrJiaCHO IPUJIOKEHUSIM 6-7 K HacTosiuM [IpaBuiiam.

PekBu3nTamu nprkasza siBJISIOTCS:

1) uzobpaxenne ['ocynapctBennoro ['epba Pecniyonuku Kazaxcran uiu sMOi1embl,
JIOTOTHIA, TOBAPHOTO 3HAKA (3HaKa OOCIYKHMBAaHMS) C YUETOM TpeOOBaHUM MyHKTOB 16
, 17 nacrosiuqux ITpaBui;

2) ourmaabHOE HAMMEHOBaHUE OpPTraHU3alINH;

3) HauMeHOBaHUE BUJIAa JOKYMEHTA;

4) nara npukasa;

5) perucTpallMOHHbI HOMEP MPUKaA3a;

6) MecTo U3JaHus IPUKA3a;

7) 3aTOJI0OBOK K TEKCTY;

8) TekcT;

9) noanuce;

10) oTmeTKa O coriiacoBaHUM MPUKA3a;

11) oTTHCK meYaTH OpraHU3allM, €ClId JaHHAs OpraHu3alrs B COOTBETCTBUU C
3aKOHOJATENHCTBOM PecnyOnuku Kazaxcran momkHa UMETh Me4aTh.

[IpoekTsl MpUKa30B rOTOBAT U BHOCST CTPYKTYPHBIE MMOPA3/IEICHNS] HA OCHOBAaHUU
NOPYYEHUN PYKOBOAMTEINS OPraHU3allMM, €r0 3aMECTHUTENd JU0O0 B MHUIUMATUBHOM
nopsizike. [IpoekThl mprKka3oB Mo KaJpoOBBIM BOIIPOCAM TOTOBUT KaJpoBas ClIyxk0Oa B
COOTBETCTBHHU C TPYJIOBbIM 3aKOHOAaTeIbcTBOM PecryOnuku Kazaxcras.

[TpoekThl NMpPUKa30B W MPUIIOKEHUS K HUM BU3UPYIOTCS HUCIIOJHUTEIEM U €ro
HEMOCPEJICTBEHHBIMU U KYPUPYIOIIMMH PYKOBOAUTENSIMHU, & TAKXKE PYKOBOAUTEISAMHU
CTPYKTYPHBIX NOJpa3/JeJICHHI, KOTOPbIM B IPOEKTE MPHUKa3a MPEeayCMaTPUBAIOTCS
3a1aHUsl U IOPYYEHUS, KOMIIETEHIUIO KOTOPBIX 3aTPAaruBatOT BOIPOCHI, YKa3aHHBIE B
IIPOEKTE.

Bo3paxkeHusi 1o mpoeKTy MpuKa3a, BO3HUKAIOLIKE [IPU COTVIACOBAHUU, U3JIAratoTCs
B CIIpaBKe, KOTOpasi MpuiiaraeTcs K npoekty. Eciii B mpouecce coraacoBaHusi B MPOEKT
IpUKa3a BHOCITCS U3MEHEHHs IPUHLUIINAIBHOIO XapaKTepa, TO OH JIopadaThIBaeTCs U
IPOXOJIUT MOBTOPHOE COTJIACOBAHHUE.

[Ipuka3bl TOCYJapCTBEHHBIX OPTraHOB pa3pabaThIBAIOTCS U MPUHUMAIOTCS HA
Ka3aXCKOM SI3bIKE, MPU HEOOXOJAMMOCTH, UX pa3pabOTKa MOXKET BECTUCh HA PYCCKOM



A3bIKE€ C OOecreyeHueM IO BO3MOXKHOCTH TMEepeBOjJa Ha ApPyrue s3bIKU. JIMCTHI
IIPUKA30B U MPWIOKEHUN K HUM HYMEPYIOTCSI CKBO3HOM HyMeEpallel B BEpXHEU 4acTu
KaQ)KJIOT'O JIMCTA I10 LUEHTPY.

[Ipuka3bl HyMepyrOTCs IOPSIKOBOM HyMEpaluen B Mpeaenax KaJeHIapHoro roja.
[Iprka3sl 10 OCHOBHOM JEATEIBHOCTH, JUYHOMY COCTaBY PETHUCTPUPYIOTCS OTAEIIBHO B
COOTBETCTBYIOIIMX >KypHasax (6a3ax naHHbIX). K mopsakoBoMy HoOMepy mpukasa 1o
JUYHOMY COCTaBy uepes neduc nodasisitores aurepsl "n/c" wmm "k".

Kormu nprka3oB uiy X pa3MHOXKEHHBIE 3K3EMIUTAPBI 3aBEPAIOTCS MEYaThIO (IIpU
HAJIMYMN) C YKA3aHUEM JIaThl 3aBEPEHUS U HAMPABIISAIOTCS aJpecaTtaM B COOTBETCTBUU C
yKas3aTeseM pacChbUIKU, KOTOPBIA COCTABIISIETCS U MTOAMCHIBACTCS UCTIOJIHUTEIIEM.

TekcT mpukasza COCTOUT M3 JIBYX YacTel: KOHCTaTupylouel (mpeaMOyibl) U
pacnopsIANTENBbHOMN.

B xoHncTaTupytromei yactu (rmpeamOyJsie) KpaTKo M3JararoTcsl LEedd U 3aJadi,
(akTbl U COOBITHUS, OCIYKUBIIME OCHOBAaHUEM ISl U3JaHUs Npukas3a. Eciu npukas
U31A€TCd Ha OCHOBAaHMM JPyroro JOKYMEHTAa, TO B KOHCTaTHPYIOUIEH YaCTH
YKa3bIBAIOTCS HAMMEHOBAHUE 3TOT0 JOKYMEHTAa B POAUTEIBHOM MaAEKe, Ero aBTOp,
JaTa, HOMEp M 3aroJIoOBOK. Eciu INpuKa3 IO KaJpOBBIM BOIPOCAM M3JAETCS 3a
HapyLIEHUE UCIIOJHUTEIbCKON AUCHUILIMHBI IEPCOHANA, TO B KOHCTATUPYIOLIEH YaCTH
YKa3bIBAIOTCS YETKO U3JI0KEHHOE COACP/KAHUE JUCHUIUIMHAPHOTO IIPOCTYIIKA, & TAKKE
HOpPMBI U TPEOOBAHUS aKTOB, KOTOPBIE SIBJISIIOTCS OCHOBAHUSAMM JUISl IIPUBJICUEHUS K
OTBETCTBEHHOCTH. 1Ipu cChUIKE Ha HOPMATHBHBIN NPABOBOM AKT, 3aPETUCTPUPOBAHHBIN
B OpraHax IOCTHULHH, JOIOJHUTEIBHO YKa3bIBa€TCA HOMEp, IOJ KOTOPBIM OH
3apETUCTPUPOBAH B PEECTPE TOCYAAPCTBEHHOW PETUCTPAIMM HOPMATUBHBIX IIPABOBBIX
aKTOB.

[IpeambOyna B mpoekTax mpuka3zoB 3aBepinaercs ciioBoMm "[IPUKA3BIBAIO",
KOTOPOE MUILETCS MPOMUCHBIMU OyKBaMu, MOy XUPHBIM mipudTom. He nomyckaercs
€ro MepeHoC Ha IPYTYIO CTPOKY.

PacniopsimurenbHas 4acTh COAECPKUAT NEPEUUCICHUE MTPEANUCHIBAEMBIX IEMCTBUH C
yKa3aHUEM MCIOJHUTENS KaXIJOro JEUCTBUS M CpPOKOB HcnonHeHus. Ilpu
HEOOXOIUMOCTH PACHOPSAIUTENbHAS YaCTh JEIUTCS HA IYHKTHI, HOJITYHKTHI U a03a1lbl.

JlelicTBHsI OJHOPOJHOTO XapaKTepa MOTyT ObITh MEPEUYNUCIICHBI B OIHOM IIyHKTE. B
KA4eCTBE MCIIOJIHUTENEN YKA3BIBAIOTCSA CTPYKTYPHBIE OAPA3ACIICHUS NI KOHKPETHBIE
JNOJDKHOCTHBIE Jnna. CBeAeHUs O MOJpa3AelICeHUM WX JOJDKHOCTHOM JIMUE, Ha
KOTOPOE BO3JIaraeTcs KOHTPOJIb 32 HCIIOJIHEHUEM NPUKA3a, YKA3bIBAIOTCS B MOCIEIHEM
IIYHKTE PacIOpsAAUTEIbHON YaCTH.

O3HakomieHHE PA0OTHUKOB C IpHUKa3aMH IO KaJpOBBIM BOIpOCaM
yIOCTOBEPSIETCS MOANUCHIO, aMIIiel U HHUIHATIaMU Pa0OTHUKOB, MTPOCTABISEMbIMU
HIKE PEKBU3UTA "OTMETKA O COTJIACOBAHMM JOKyMEHTa" WM Ha 000POTHOW CTOpPOHE
IpUKa3a.



B cnyuae, ecnu nmpuka3 JIOMOJHACTCS MPUIOKEHUEM, TO BHOCHUTCS TEKCT O
JOTIOJTHEHUM TIpUKa3za mpuiokeHueM. I[Ipu cchlike Ha TPUIIOKEHUS YKa3bIBAIOTCS
HOMeEpa MPWIOKEHUM, MPUCBAUBAEMbIC B MOPSJIKE YIIOMUHAHUS TPUI0KEHUM B TEKCTE
aKTa, 3a MCKIIOYEHHEM CJy4aeB, KOTJa K IMPHUKa3y UMEETCS OJHO MPUIIOKEHHUE.
CchUika Ha MPUIIOKEHUE JTOJKHA COOTBETCTBOBATH HA3BAHHUIO CAMOTO MPUIIOKEHUS.
PexBu3utT "OTMETKA O HAJWYUM MPUIOKEHUS K JOKYMEHTY'" MOCjEe TEKCTa MpuKasa
CaMOCTOSITETILHO HE 0OPMIISIETCSL.

Ecau mpukas, cocTosmuii U3 oJTHOTO JIUCTa, ohopMiiseTcs Ha OJIaHKe OpraHU3aIuu
, B PEKBU3UTE "TIOANMUCH" HE YKA3bIBAETCS MOJTHOE HAMMEHOBAHUE JOJHKHOCTH JIMIIA,
MOITUCHIBAIOIIETO JIOKYMEHT.

B coBMecTHBIX MpHKa3ax yKa3bIBalOTCS MOJTHOE HAMMEHOBAHME JIOJIKHOCTEH,
(haMHIIASI 1 KHUITAATBI COBMECTHO TTOAUCHIBAIOIIMX JIHII.

Cuocka. ITynkr 46 — B penakuuu rnoctanosisienus [IpaBurenscrBa PK ot
31.08.2022 Ne 630 (BBOAUTCS B ICHUCTBHE IO UCTCUCHUH JECIATH KaAICHIAPHBIX THEH
TIOCJIE JIHSI €T0 TIePBOT0 O(PHUITHATBLHOTO OMyOJIMKOBAHMUS ).

IMTaparpagd 4. Tlopsimok moaAroTOBKH # 0)OPMIIEHHS TIPOTOKOJIA

47. IIpoTOKOJN COCTaBIAETCS HA OCHOBAHHMM 3aIHUCEH, MPOU3BEIECHHBIX BO BpEMs
coBemnjanusl (3acefgaHusi, coOpaHus), MPEACTABICHHBIX TE3UCOB JOKJIAJA0B H
BBICTYIIJICHUM, CIPABOK, MPOEKTOB PEIICHWH W JAPYruX MaTepuayiioB 1Mo Qopme
COTJIACHO TIPUJIOKEHUIO 8§ K HacTosmuM [IpaBumnam.

[IpoTOKOII, COCTaBIICHHBIN BHYTPU OPTaHU3ALUHA U HE BBIXOJSIIMN 3a €€ IPEIEIIbI,
odopmisieTcst He Ha OJaHKe.

PexBu3uTaMu MpOTOKOJIA SBIISIOTCS:

1) odbwurnuanbHOE HAWMMEHOBAaHUWE OpraHMU3alUU U (WJIH) CTPYKTYPHOTO

noJipa3/ieJeHus;

2) HaMMEHOBaHUE BUa JOKYMEHTA;

3) nara;

4) perucTpalliOHHBIN HOMEpP MPOTOKOJIA;

5) MecTo u3gaHusl IPOTOKOIIA;

6) rpu¢ yTBEepKACHUS (B HEKOTOPBIX CIIydasx);

7) 3aroyioBOK MPOTOKOJIA;

8) TeKcT;

9) moamnucek.

[IpoTokoabl 0GOPMIIAIOTCS B TIOJHOM WIIM KpaTKou (popme.

TeKCT MOJHOro MPOTOKOJIA COCTOUT U3 ABYX YaCTEW: BBOJHOM U OCHOBHOM.

B BBOHOM yacTH mociie 3arojoBKa MPOTOKOJIA YKA3bIBAIOTCS: MHULIMAJIBI UMEH U
dbamunm npencenatens (MpeaceaaTeNbCTBYIONIET0), CEKpeTaps 3aceqanus (coopaHus)



, CIUCOK IPUCYTCTBOBABIIMX (€CIM KOJMYECTBO MPUCYTCTBOBABIIMUX IMpeBbIiaeT 10
YeJI0BEK, CIIUCOK MPUCYTCTBOBABIINX O(DOPMIISETCS B IPUIIOKEHUH K TTPOTOKOJITY ).

B mnporokonie 3acegaHus KOHCYJIbTaTMBHO-COBEIIATEIBLHOTO OpraHa
NPUCYTCTBOBABIIIME YJICHBI MEPEUUCISAIOTCS TMEPCOHAIBLHO 10 ¢daMuiIusIM B
andasutHoM Tmopsiake. [locne HuX 3amuchiBaloTCsS (aMHIMKM TPUTIANICHHBIX C
yKa3aHUEM HMX JIOJDKHOCTH M HAUMEHOBAHUST OpTraHU3alluH.

BBogHas yacTh 3aKaHUYMBAETCSl MOBECTKOM JHS (MEPEUYHEM pacCMaTPUBAECMBIX
BOIIPOCOB, TIEPEUYHCIICHHBIX B MOPAAKE UX 3HAYMMOCTH) C YKa3aHUEM JOKJIaJquuKa (
WHUIMAT €ro UMEHH, (aMuius, JOJKHOCTh) MO KaXKJIOMY IMYHKTY MOBECTKHU JHS.
Kaxnpiii Bompoc medaraeTcs ¢ ab3ama, Hymepyercs apabckoi mudpoi m ero
HauMEHOBaHue HaunHaercd ¢ npeiora "O" ("O6"). B ciyuyae opopmMieHus moBecTku
JIHSL PUJIOKEHUEM K MPOTOKOJY, B MPOTOKOJIE NIEpPE] TEKCTOM IIPOU3BOIUTCS 3aMucCh "
[ToBecTka qua npuiaraerca'.

OcHOBHasl 4acCThb MPOTOKOJA COCTOUT U3 Pa3/IeNiOB, COOTBETCTBYIOIINX IMyHKTaM
noBecTtkn aHA. Kaxaesiii paszaen coctoutr u3 Tpex uacrei: "CIIYITAJIA",
BBICTYIIMIIN", "TIOCTAHOBWJIN" ("PEIIMJIN"), xoTopble medartaroTcs OT
JIEBOTO TIOJISI TPOMUCHBIMU OYKBaMHU.

"

[IpunsiToe pernieHue neyaTaeTcs MOJHOCTHIO MPU HEOOXOJAUMOCTH MPUBOMASTCS
UTOTY TOJIOCOBAHMSI.

Conepxxanue ocoOOro MHEHHS, BBICKA3aHHOTO BO BpeMsi OOCYXJIeHUS,
3alUChIBAE€TCSl B TEKCTE IPOTOKOJA IOCIE€ COOTBETCTBYIOLIEIO IMOCTAHOBICHUS (
pelIeHus).

B paznene "CJIIYIIAJIA" npuBoagarcss MHUIIMAT UMEHU U (pamMuIus AOKIaguHKa,
OCHOBHO€ COJEP>KAHME JIOKJIAJIOB U BBICTYIUICHUI MOMEIIAETCS B TEKCTE MPOTOKOJIA
WIM TpUJiaraeTcsl K Hemy, B MOCJEAHEM cllydae B TekcTe odopmiisieTcs: cHocka "Tekcr
BBICTYIUIEHUS Mpujaraercs'.

B paznene "CJIYIHAJIN" uznaraercss TEKCT BBICTYIUIEHUSA. B Hauanme Tekcra C
HOBOW CTPOKH B UMEHHUTEIILHOM MaJeKe YKa3bIBAIOTCS MHHUIMAT UMEHU U (haMUIus
BBICTYNAIOUIEr0. 3aluCh BBICTYIUICHHS OTACNAIOT OT (pamunuu Ttupe. BoicTymienue
U3JIaraeTcsl OT TPETHETO JULA €IMHCTBEHHOTO YyKciia. Eciu 3anuch BHICTYIUIEHUS WU
TEKCT JIOKJIaa oQOpMIIIOTCS B BUJE MPHIOKEHUS K MPOTOKOIY, Mociie (haMIInu
YKa3bIBalOTCA OTMETKH '"3amuch BBICTYIUJICHHMS mnpunaraercs”, "TekcT noknana
npuiaraercs'.

B pasnene "BBICTYIINJIN" yka3piBalOTCS WHUILIMAIBI UMEH, (paMUIUU,
coJiep:kaHre HUH(popMalu (10KIa4a) BHICTYMAIOMIUX B TOM MOCIEI0BATEIbHOCTH, B
KaKoi OHU IPO3BYYaU Ha 3aCEJaHUU.

Bormpocsl k TOKIaA4UKy, BBICTYAIOIIUM U UX OTBETHI TPOTOKOIUPYIOTCS 110 MEpe
UX MOCTYIUICHHS U 3alUCBIBAIOTCA B TOM K€ MOCIIEI0BATEILHOCTH, IPU 3TOM cjoBa "



Bormpoc", "OTBet" He mUIIyTCA, a YKa3bIBAIOTCA UHUIMA UMEHHA U (haMUJIHS JIUIA, OT
KOTOPOTO MOCTYIHJIA BOMPOC WU OTBET.

B paznene "[IOCTAHOBUJIN" ("PELLMJIN") oTpakatroT NPUHSITOE PEIICHUE 10
o0CcyxaaeMoMy BONpPOCY. B TOCTaHOBIAMIOMIEH YacTH HCIOJIb3YIOTCA TJIaroJibl
HEeOoTnpeeIeHHOU (POPMBI.

TekcT KpaTKoro ImpoToOKoJIa COCTOMT M3 JIBYX 4acTEW: BBOJAHOM U OCHOBHOM. Bo
BBOJIHOW YaCTH MOBECTKA JIHS HE YKa3bIBACTCS.

OcHOBHasg 4YacThb KpaTKOro MPOTOKOJA BKJIHOYAET HAMMEHOBAHHUS
paccMaTpUBaEMbIX BOIIPOCOB U MPUHSITHIE IO HUM PEILICHHUS.

HaumenoBanue Bompoca Hymepyercs U HaunmHaercs ¢ mpeniora "O" ("06"),
BBIPABHUBAETCS MO IIEHTPY CTPOKH U MOAUYEPKUBACTCS OJHON YEPTON HIKE TIOCIICTHEH
ctpoku. [lox yepToit ykaspiBatoTcst haMuIny JOHKHOCTHBIX JIUI], BRICTYIUBIITNX TIPH
00CyX/I€HHH TAaHHOTO BONPOCa. 3aTeM YKa3bIBACTCS IPUHSITOE MO0 BOMPOCY pPEIICHHE.

B 3aronoBok mpoTokosia BXOJAT YKa3aHUE BUJA KOJUIETUAIBHOW NEATeIbHOCTH U
Ha3BaHWE KOJIJIETHAIBHOTO OpraHa B POJIUTEIHLHOM IMajiexke (Hampumep: cobOpaHue
COTPYJHUKOB, 3aCE€/IaHUE COBETA).

[IpoTokon mnoanucheIBaeTCs INpeJceaareeM H cekperapeM (
npeacenaTeIbCTBYIONMM ¢ JIMIIOM, MPOBOJAUBIIMM 3amuch). Jlatoil mpoTokoJsia
SBJSIETCS JaTa 3acefAaHus. Eciaum OHO mpoomKanoch HECKOJIBKO JHEW, TO Yepe3 TUpE
YKa3bIBAIOTCS AaThl HAUYaJla 1 OKOHYAHUS 3aCEaHuUs.

[IpoTokosiaM mMOpUCBAaMBAIOTCA MNOPSIKOBbIE HOMEpa B Mpenesax
NEJONPOU3BOACTBEHHOTO TOJa OTAEIbHO IO KaXIOW Tpynine MOpPOTOKOJIOB —
MPOTOKOJIbI COOpaHMii, 3aceJaHUi KOJIJIETUH, MPOTOKOJIbI TEXHUUECKUX, HAYUYHBIX U
AKCIEPTHBIX COBETOB M Jpyrue. IIpoTOKOJBI COBMECTHBIX 3acelaHUil HMEIOT
COCTaBHBbIE HOMEpA, BKJIIOUAIOIIUE MOPSIAKOBBIE HOMEpPa MPOTOKOJIOB OpraHu3alui,
MPUHUMABIINX YYaCTHE B 3aCE/IaHUH.

Konuu npoTokosioB WM MPUHSTHIE PEIICHUs] B BUE BBIMUCOK U3 MPOTOKOJIOB
pacchUIalOTCA 3aMHTEPECOBAHHBIM OpraHU3alMsIM H JOJHDKHOCTHBIM JIMIIAM B
COOTBETCTBHHM C YKA3aTEJIEM PACCBHUIKH. Y Ka3aTelb PACCHUIKHA, KOTOPBIA YTBEPKIACTCS
PYKOBOJUTENEM CTPYKTYPHOTO TOApPA3ACICHUS, COCTABIISIET M TMOJMNHUCHIBAET
OTBETCTBEHHBIN UCIOJHUTEIb MOAPA3ACICHUS, TOTOBUBILIETO PACCMOTPEHHE BOIIPOCA.
Konuu mpoTOKoJOB M BBIMKUCOK M3 HHUX 3aBEPSAIOTCS MEUYaThl0 OpraHu3ainuu (mpu
HaJU4uN).

Cuocka. I[Tynkr 47 — B penakunu noctanosienus [IpasurenscrBa PK ot
31.08.2022 Ne 630 (BBOAUTCS B ICMCTBUE 1O UCTCUCHUH JIECITH KaJCHIAPHBIX JHEH
MOCJIE JTHS €0 EPBOTO O(QUIHMATBHOTO OMYOJIUKOBAHUSA).

IMaparpad 5. Ilopsnox noAroTOBKY B 0POpMIIEHHS aKTa



48. CopepxxaHWeM akTa sBIseTCsS HHPOpMaIMs, IMOATBEPIKIAOIIAS
yCTaHOBJIEHHbIC (PaKThl WIM COOBITHS (CHaya-npuemMka paboT; mpueM-nepegaya
MaTepUalbHBIX I[EHHOCTEH, MOKYMEHTOB; 00OciienoBaHUE OOBEKTOB Ha MpPEIMET
POTUBOMNIOKAPHOU 0€30MacHOCTH, YCIIOBUM TPyJia; UCTIBITAHUS (BBOJ] B SKCILTyaTaIHIO
) 00pa3loB, CHUCTEM, TEXHOJIOTHUU; BBIJEICHWE K YHUYTOKCHHUIO MaTEpPHATbHBIX
[IEHHOCTEH, JOKYMEHTOB; HapylI€HHWE YCTAHOBJIEHHBIX NpaBuil (TpeOOoBaHUIN);
paccienoBaHusl aBapuid, HECUYACTHBIX CIy4yaeB; JUKBUIALMS OpTraHU3aIlUU;
BBITIOJIHEHHBIX pa0O0T; OTKa3; OCMOTP; CBEPKA; MPEIOCTABICHUE YCIYT U APYTHUE). AKT
COCTaBJISICTCSI HECKOJIBKUMU JIMIIAMH, TIOATBEPKTIAIOIIUMHE TaHHBIN (aKT.

AKT odopmiisercst Ha OiaHKe 10 (hOpPME COTIIACHO MPUIIOKEHHIO 9 K HACTOSAIIUM
[TpaBunam. AKT, COCTaBJICHHBIN BHYTPH OPTaHHU3AIIMN U HE BBIXOISIIHM 3a €€ TPe/Ieib
, opopmItseTcst He Ha OJIaHKe.

PexkBu3uTamu axkTa sBISIOTCA:

1) uzobpaxkenue ['ocynapcteennoro ['epba Pecniyonuku Kazaxcran wim amOiemsl,
JIOTOTHIA, TOBAPHOTO 3HAKA (3HaKa OOCTY>KMBAaHMS) C YYETOM TpeOOBaHUM MyHKTOB 16
, 17 Hactosimux [IpaBun;

2) ourmaapHOe HAMMEHOBaHNE OPTraHU3allNH;

3) HaMEeHOBaHUE BUJA JOKYMEHTA;

4) nara;

5) perucTpalmoHHbIi HOMEp (MHJIECKC) aKTa,

6) MECTO MOJIMCAHUS aKTa;

7) rpud yTBepKAeHUS (B HEKOTOPHIX CITyYasx);

8) 3aroJIOBOK aKTa;

9) Tekcr;

10) moammcse.

TekcT akTa COCTOUT U3 BBEICHUS U KOHCTATUPYIOIIECH YacTH.

Bo BBeneHUN yKka3bIBaeTCsl OCHOBAHUE JIJIsi COCTABJICHUS aKTa, MEPEUUCISIOTCS
COCTAaBUTENIH U MTPUCYTCTBYIONINE MTPU ITOM JIUIIA.

KoHcratupyromas 4acTb akTa COJICPKUT CYyTh YCTaHOBJIEHHBIX (DaKTOB, METO/IbI,
KOTOPBIMH Be€JIaCh MPOBEPKA, €€ Pe3yJIbTaThl, a TaKX€ BBIBOJbI, MPEIJIOKECHUS,
3aKiIroueHus Komuccuu. [Ipu HE0OXOAUMOCTH TEKCT KOHCTAaTUPYIOIIEH YacTh aKTa
JICIATCS HA TTYHKTHI.

B xoHIIE KOHCTATUPYIOMIEH YaCcTH YKa3bIBAIOTCS KOJTMYECTBO SK3EMILIIPOB aKTa U
MECTOHAXO0XKJEHUE KaXJ0T0 PK3EMIUIApa, Tmociae opopMiisieTcss OTMETKa O HaJIu4duu
MPWIOKECHUH K aKTy (€CJId OHU UMEIOTCS).

B koHIle KOHCTaTUpylole yacTu OQOpMIISIOTCS OTMETKAa O KOJIMYECTBE
AK3EMIUISIPOB aKTa U MECTOHAXOXJECHHUM KaXJ0T0 IK3EMILISIpa, MOcae — OTMETKa O
HAJIMYUU IPUIOKEHUHN K aKTy (€CJIM OHU UMEIOTCH).



AKT TOANMCHIBAETCS MpeJceaaTeNieM U WiIeHaMH KOMHUCCHH JU0O0 JIUIIOM (- aMH),
cocTtaBuBmHUM (- #) akT. DaMUINK, WHULOHAIBI JIUI, TOIMHUCHIBAIOIINX aKT,
oopMIIsTIOTCS B ali(paBUTHOM MOPSAKE TI0 (PamMIinu, WX TOJKHOCTH HE YKa3bIBAIOTCS.

O3HaKOMJIEHHUE JIUI] C aKTOM MPOU3BOJUTCS O] pocnuch. JIUI0, HECOTTIacHOE ¢
coJiepKaHNEM aKTa, TTOAMHUCHIBAET €r0 C OTOBOPKOM M MPUYWHAMHU CBOETO HECOTJIACHSL.
Ocoboe MHeHHE ujieHa KOMUCCUU 0(OPMIIIETCS Ha OTJIEIBLHOM JIUCTE U MpUJIaraeTcs K
aKkTy.

ITaparpag 6. Ilopsaok moaAroTOBKH B 0)OPMIEHHA CIIPaBKA

49. CopepxaHueM CIpaBKU sBiseTca MHGOpPMALUs, B KOTOPOM OMUCHIBAIOTCS
dakTbl, coObITUS WK cBeneHus. CripaBKy, HAMpaBIsIeMbIe 3a MPE/ebl OpraHU3aINH,
COCTaBJISIIOTCSA Ha 00meM OnaHke. BHyTpeHHssi cripaBka oopmiiseTcss Ha OenbIxX
aucTax Oymaru 0e3 mpuMeHeHus OJIaHKa.

Cnpagka odopmisiercs o opmam corjlacHo npuiokenusMm 10-11 xk HacTosum
[IpaBuitam.

PekBu3uTamu cripaBKu SIBISIOTCS:

1) uzobpaxxkenue ['ocynapcteennoro ['epda Pecniyonnku Kazaxcran wimn amOiemsl,
JIOTOTHIIA, TOBAPHOTO 3HAKA (3HaKa OOCITY>KMBAHMS) C YYETOM TpeOOBaHUM MyHKTOB 16
, 17 Hactosimux [IpaBun;

2) ourmaapHOe HAMMEHOBaHNE OPraHU3allNH;

3) HaMMEHOBaHUE BUJIA JOKYMEHTA;

4) nara;

5) perucTpalmoHHbIN HOMEp (MHJIEKC) CITPaBKH;

6) MECTO M3AaHUs;

7) anpecar;

8) 3arojIOBOK K TEKCTY;

9) Tekcr;

10) moamnuce;

11) ormeTka 0 coriiacoBanuu (B ciydae HEOOXOAUMOCTH);

12) oTTHCK MTeyaTH (MpU HAJIUYUHN);

13) oTmeTka 00 UCTIOTHUTETE.

TekcThl crpaBoOK, BBIJABAEMBIX Tpa)kJaaHaM O MOATBEPKICHUU MecTa paboThl,
JOJKHOCTH, 3apabOTHOM IJIaThl W APYTUX CBEICHUN, HAYMHAIOTCS C yKa3aHUS B
UMEHUTEILHOM Tajiexke (haMuIny, UMEHH, OTYECTBA (MPU HATMYUH) JIUIA, O KOTOPOM
cooOlarTcs cBeJeHusa. B KOHIlE TeKcTa MM MpaBOM BEPXHEM YIJIy YKa3bIBAETCS
OopraHu3anus, Kyia npecTaBIsieTcsl CIipaBKa.

B Tekcre Takoil cripaBKM HE HCIOJL3YIOTCS 000pOTHI "HacTosas crpaBka', "
JEHCTBUTEIHHO MPOKUBAET (YUHUTCs, padoTaer)".



B cnydae, ecnu cripaBka MOJMUCHIBAETCS UCIIOTHUTENIEM, TO PEKBU3UT ""OTMETKa 00
UCIIOJIHUTENE" HE YKA3bIBACTCHI.

IMaparpa¢ 7. Ilopsaok HOATOTOBKA H 0HOpMIIEHHS IHCHEMa

50. ITucemo odopmitsieTcst Ha OIaHKE MUChMa OpraHU3AIMK 10 (POPME COTIACHO
npuiokeHnto 12 k Hacrosmum lIpaBunam U COEPKUT CIEAYIOIINE PEKBU3HUTHI:

1) mzo6paxxkenue ["'ocynapctBenHoro ['epda Pecniyonmku Kazaxcran winm amMOiemsl,
JIOTOTHIA, TOBAPHOT'O 3HAKA (3HaKa OOCIYKMBAHMS) C YUYETOM TPEOOBaHUI MMyHKTOB 16
, 17 Hactosimux IlpaBu;

2) opuurasbHOE HAMMEHOBAHUE OpPraHU3aLUN;

3) nara;

4) ucxonAIui perucTpauoOHHbIA HOMED (MHIEKC) TUChMA;

5) ccbUIKa Ha pErucTpalMOHHBIA HOMEP U ATy BXOSIIET0 JOKYMEHTA (€CIH 3TO
OTBETHOE);

6) agpecar;

7) 3aroJIOBOK K TEKCTY;

8) TeKcT;

9) oT™MeTKa 0 HaJIMYUU IPUIIOKEHUS;

10) moamnuce;

11) ormMeTka 0 cormacoBaHuu (B Ciiydae HEOOXOUMOCTH);

12) ormMeTka 00 UCTIOJTHUTENE.

CiyxeOHble THChbMa, MOJANUCHIBAEMBIE PYKOBOAUTEISIMU JBYyX U Ooliee
opranuzanui, opopmisitoTcss Ha nucte Oymaru ¢opmarta A4. [lpu 3TOM maHHBIE O
HAaMMEHOBAaHUM OpraHu3alui, MOJINUCABIINX MUCbMO, BKIIOYAIOTCA B HAUMEHOBAHUE
JIOJDKHOCTH B PEKBU3UTE ""TIOANHUCH".

OTMETKH 0 COrTaCOBAHMM MHChbMa MPOCTABJISAIOTCS HAa OTIYCKE MUChMA.

TekcT nmucbMa UMEET OJHY WJIM JBE CMBICIOBBIE YacTH. [Inucemo, cocTosiee u3
OJIHOM YacTh, — 3TO NpochOa 0e3 MOosICHeHWs, HamoOMUHaHUE O0e3 mpeaMOyIibl,
coo01ieHre 0e3 OCHOBaHUS.

Ecnu TekcT nmucbMa COCTOMT U3 YacTell KOHCTATHPYIOLIEH U 3aKIIOUYUTEIbHOM, B
NEepPBOM YACTH H3JAararoTCs MPUYMHA, OCHOBAHUE WJIM OOOCHOBAaHUE COCTAaBJIEHUS
MUCbMa, IPUBOJATCS CCHUIKM Ha JIOKYMEHTBI, SBJISFOIIMECS OCHOBAHMEM IOATOTOBKH
MCbMa, BO BTOPOI — MOMEIIAIOTCS BBIBOBI, IPEIJIOKEHUS, TPOCHObI, peICHUS.

OOpaTHble KOHCTPYKLIMH TEKCTa (3aKI0YEHUE — KOHCTATalus) BO3MOXKHBI B
NUChMax-0TKa3ax.
B nuceMax ncnosnb3yroT cienyromue (GopMbl U3I0KESHHUS:

1) oT mepBoro Jiniia MHOXXECTBEHHOI'O Yuca (HanmpuMep: "pocuM MpeaoCcTaBUTh",

"HanpasisieMm Bam");



2) OT MEepBOTO JUla €IMHCTBEHHOrO 4Kcia (Hampumep: "mpoiry BbiciaaTs', "

CUUTAIO0 HEOOXOAUMBIM");
3) OT TpeThero Juila €JUHCTBEHHOIO 4Yucia (HalpUMeEp: "MUHHCTEPCTBO HE
BO3paxkaet").

I'masa 3. ITopsanok ympaBiieHHS JOKYMEHTAIUEH, OpraHu3anui JOKyMeHTO000poTa B
roCyAapCTBEHHBIX U HETOCYJapCTBEHHBIX OPraHA3aIUAX

IMaparpad 1. Ilopsmox 06paboTKH BXOIAIMX JOKYMECHTOB

51. JIokyMeHTBbI, MOCTYMAIOILIME B OPTaHU3AIINIO, TPOXOIAT NEPBUUHYIO 00pabOTKY
, IPEIBAPUTEIIBHOE PACCMOTPEHUE, PETUCTPALIUIO, PACCMOTPEHHE PYKOBOICTBOM H
JOCTAaBJISIFOTCS UCTIOJTHUTEIISAM.

52. Ilpuem, nepBuyHas 00pabOTKa JOKYMEHTOB U MIPEABAPUTEITHLHOE PACCMOTPEHHE
OCYILIECTBIISIIOTCS [IEHTPAIM30BaHHO ciy:xk00ii JJOY.

53. TlepBuuyHas oOpabOTKa BXOASIIMX JOKYMEHTOB 3aKJIIOYAETCS B MPOBEPKE
NPAaBWIBHOCTH JIOCTaBKM [0 HA3HAYECHUIO, IIEJOCTHOCTH YNMAKOBKM M BIIOKEHHH,
¢ukcanuu QpakTa MOCTYIUICHUS TOKYMEHTOB B OpPraHU3AIlMI0O M TMOATOTOBKE HUX K
nepeaayde no Ha3HAYEHHUIO.

[Tpu 0O6HapyXKEeHNN HEKOMIUIEKTHOCTH WJIA TIOBPEKEHUS IOKYMEHTA Ha HIKHEM
noJsie ero nocieaHero aucra B PK® npoctaBistoTcss COOTBETCTBYIOLIME OTMETKHU U
COCTaBJISIETCSl aKT IMPOM3BOJBHONM (OpMBI B Tpex 3K3eMIusipax. OIUH 3K3EMIUIIP
HaIpasJisieTcs OTIPaBUTENI0, BTOpOM ocTtaeTcs B ciyxoe 1OV, Ttpetuil nepempaercs
UCITOJTHUTENIO TOKYMEHTA.

KoHBepTHI HE YHHUUTOXKAIOTCS B CIIy4dasiX, KOrJa TOJBKO [0 HUM OIPEIEIISIIOTCS
agpec OTHpaBUTENs, AAThl OTIPABKM W IIOJYYECHUS IOKYMEHTA, a TaKXe IpH
MOCTYIJICHUH JIMYHBIX TOKYMEHTOB.

KonBepTsl ¢ momeTkoi "JInyHo" 6€3 BCKPBITUS MEPENatoTCs M0 Ha3HAYEHHUIO.
Ommnb0YHO JOCTABIEHHAS] KOPPECIIOHICHIIMS BO3BPAIAETCS B IOYTOBOE OT/AEIICHHUE.

54. IIpu npeaBapuUTEILHOM PACCMOTPEHUN JOKYMEHTOB MPOU3BOAUTCS COPTUPOBKA
UX Ha PETUCTPUPYEMBIE W Hepeructpupyemsbie. llepedeHb HeperucTpupyembix
JIOKYMEHTOB pa3pabaThIBaeTCsi Ha OCHOBE MPUMEPHOTO IMEpPeyYHs ITOKYMEHTOB, HE
NoJJIeKAIUX peructpanuu B ciyxoe JIOY, cormacHo mpuioxenuto 13 K HacTOAIIUM
[IpaBunam, u yTBEpKIAAETCS PYKOBOJUTEIIEM OPTaHU3ALUH.

Hepeructpupyemble TOKYMEHTHI IEPEIAIOTCSA B COOTBETCTBYIOIIMNE CTPYKTYPHBIE
MOAPa3ICIICHUsI OPraHU3alNu.

55. PeructpupyemMble JOKYMEHTHI nocyie ux perucrtpauuu B PK® nepenatorcsa Ha
paccMOTpEHHE PYKOBOJACTBY OpraHM3alMy WIM CTPYKTYPHOMY MOJpa3IeIeHHIO (
JOJIKHOCTHOMY JIUILY) JJIsl IPUHSTHUS PEIICHUS.



[Ipu Ge3oTnaraTeIbHOM HCIOJIHEHUU MOCTYIUBIIETO JOKYMEHTA JIOMYCKAEeTCs
O3HAKOMJICHUE MCIOJHUTENSI C €ro COJAEPKaHUEM JO0 PACCMOTPEHHUS JOKYMEHTa
PYKOBOJICTBOM OPTaHU3ALMH (CTPYKTYPHOIO MOJAPa3ICICHUS).

56. O6paienus, COOOIIEHUs, 3aITPOCHI, OTKIUKH U MPEIIOKECHHUS PUZMICCKUX U
IOPUIMYECKUX U YYUTHIBAIOTCS LIEHTPATU30BaHHO U peructpupyrorcsa B PK® B nenn
UX TMOCTYIUICHHS B OPraHHU3alMI0 OTACIBHO OT OOIMX JOKYMEHTOB B TOPSIKE,
YCTAHOBJICHHOM TOCYJapCTBEHHBIM OPTraHOM, OCYIIECTBISIONIMM B Tpejeiax CBOEH
KOMIIETCHIIUU CTAaTUCTUYECKYIO JESATEILHOCTh B OOJACTH MPaBOBOM CTATUCTUKU U
CIIEUAJIBHBIX YUETOB.

Cuocka. IIynkr 56 — B penakuuu noctanoBiaeHus [IpasurenscrBa PK ot
31.08.2022 Ne 630 (BBOAMTCS B IECTBHE 110 UCTCUCHUH JIECATH KAJICHJAPHBIX JTHEH
MOCJIE JIHSI €T0 NMEPBOro O(PUIIMATBLHOTO OIyOJIMKOBAHHUS).

57. Ilpu mnpeaBapuTEIbHOM pPAacCMOTPEHUHM NOCTYMHUBIINE JTOKYMEHTHI
pacrpenensoTcss Ha TpeOyrolme o00513aTelbHOTO pPacCMOTPEHHS PYKOBOJCTBOM
opraHu3aluu U He TpeOyromue 3Toro. JJokyMeHThl, He TpeOyroiue 00a3aTeIbHOTO
paccMOTpEeHUs PYKOBOJICTBOM, HAIpPAaBIISIIOTCS HEMOCPEACTBEHHO B CTPYKTYpPHBIC
NOAPA3AECICHUS NI OTBETCTBEHHBIM UCIIOTHUTEISIM.

[Ipu HEOOX0AMMOCTH O€30TIaraTeIbHOTO UCTIOJHEHUS TTOCTYTUBILIETO JOKYMEHTA
JOITYCKAETCA O3HAKOMIICHHE HCHIOJHUTENS C €ro COAEpPkKAaHHUEM [0 PacCMOTPEHUS
JOKyMEHTa pyKOBOJACTBOM OpPraHU3aluu (CTPYKTYPHOIO MOAPA3IeIEHuUs).

58. IIpenBapuresbHOE PaCCMOTPEHUE TOKYMEHTOB OCYILECTBIISIETCS UCXOIS U3
OLICHKH UX COAEpPKaHMS, aBTOPCTBA, CI0KHOCTH M HOBU3HBI ITOCTABIICHHBIX BOIPOCOB
HA OCHOBAaHHUM YCTAHOBJICHHOTO B OpTraHM3alluM pacrpeiesieHust 00s3aHHOCTEH.

59. OO6s3aTenbHOMY PACCMOTPEHUIO PYKOBOACTBOM TMOJJIEKAT JTOKYMEHTHI,
nocrynusiue u3 Aamunuctpauuu Ilpesuaenra Pecnyonuku Kazaxcran, [lapiamenra
Pecnybnuku Kazaxcran, Anmapara IlpaButennctBa PecnyOGnuku Kazaxcran,
IEHTPAJIbHBIX U MECTHBIX T'OCYJIapCTBEHHBIX OPTaHOB, BBHIIIECTOSIIECH OpraHU3alluH,
oOpareHusi, COOOIIECHUS, 3ampOoChl, OTKIUKHA U TPEIIOKCHHUS (UIUUECKUX W
IOpUINYECKUX JINLI.

Cnocka. [Tynkr 59 - B penakunu nocrtanosienus lIpasurenscrBa PK ot
17.03.2023 Ne 236 (BBOAUTCS B ICMCTBUE 1O UCTCUCHUU JIECITH KaJCHIAPHBIX JTHEH
MIOCJIE JIHSI €70 MEPBOro O(PUITMATBEHOTO OMyOJIMKOBAHMUS).

60. JIoKyMeHTbI, pACCMOTPEHHBIE PYKOBOJICTBOM OpraHU3aluU (CTPYKTYPHOTO
nojApasjeneHus ), Bo3Bpamatcs B cinyx0y 10V, rae B PK® BHocsATcs coneprranus
e300, a JOKYMEHTHI IEPEAAIOTCA UCTIOJHUTEIISAM MO]T POCIIHUCH.

JIOKyMEHT, UCIIOJIHEHUE KOTOPOT0 BO3JIOKEHO Ha MOJABEIOMCTBEHHBIE (- YIO)
Opranu3anuu (- 1) WIK HECKOJIbKO CTPYKTYPHBIX MOJpa3AeliCHUN, NepeaacTcss UM
OJHOBPEMEHHO B KOMHUSIX C COOTBETCTBYMIIEeH oTMeTKONW B PK®. IlomnumHHMK
MePEIaeTCsl UCIOJHUTENI0, YKA3aHHOMY B PE30JIIOIUU ITEPBHIM.



[ToctynuBiine TeaerpaMMbl IPUHUMAKOTCS IO PACIIMCKY C ITPOCTABICHUEM JAaThl
U BPEMEHU IpHUEMA, PETUCTPUPYIOTCS, a 3aTEM MEPENAIOTCS Ha PACCMOTPEHUE
PYKOBOJICTBY U UCIIOJIHEHHUE.

Tekcr noctynuBmiel TerepoHOrpaMMbl 3aMUCHIBACTCS (TIE€UATAETCS) MOIyYaTesIeM,
PETUCTPUPYETCA M ONEPATUBHO IIEPENAECTCS PYKOBOIAUTENIO, KOTOPOMY OHa
aJpecoBaHa.

IIpu mpueme tenedoHorpamMmbl OOPMIISIOTCS CIEAYIOIINE PEKBU3UTHI: TEKCT,
OTIPaBUTENIb, HAUMEHOBAHUE BHUJA JOKYMEHTa, JaTa, HOMEpP, HAaUMEHOBAHUE
JOJIKHOCTH, MHULIMAJI UMEHU U (DaMUIIKA JTULA, TOMKCABIIEro ToKyMeHT. Kpome Toro
, YKa3bIBAIOTCS JOJDKHOCTH W (QaMIIUU JIUI, TEpPeNaBIIUX W TPUHIBIINX
TenepOHOrpaMMy, Yachl U MUHYTHI TpHUeMa-nepeadH.

61. [Ipu pemeHun BOPOCOB 0€3 COCTABJICHUS OMOJIHUTEIHHBIX IOKYMEHTOB
UCIIOJTHUTENb JleJlaeT OTMEeTKU Ha JokymeHTe U PK® o gatax mocrtymieHus (eciu
o0pa3oBajics UHTEPBAJI BPEMEHH MEXIY MOCTYIUIEHUEM JOKYMEHTA U €ro JOCTaBKOU
UCIIOJIHUTEIIIO), JaTaX MPOMEXYTOYHOTO UCIIOIHEHHS (3alpoC CBEJeHUM, TenedOHHbIE
NEPErOBOPHI U IPYTHE), AATE€ U PE3YJIbTATaAX OKOHYATEIbHOIO UCIIOJIHEHHUS.

62. Ilpu mocTyraeHun JIEKTPOHHOTO JOoKyMeHTa ciyx0oit JIOY mpoBoautcs
npoueaypa MNpPOBEPKU MOJJIMHHOCTU DJIEKTPOHHONM UHMGPPOBOM MOANUCH C
UCITOJIb30BAHMEM OTKPBITOTO KJIF0Ya DJIEKTPOHHOW HUGPPOBOW TMOANMKMCH U CPEACTB
KpunrTorpadguyeckoi 3auThl HHOOPMAIUH, PEATTU3YIOIIUX Mpoliecc (OPMUPOBAHUS U
NPOBEPKU BIEKTPOHHOM HHUGPPOBONM MOAMMUCU (CpelCcTBAa SJIEKTPOHHOU HUDPOBOI
MOJIIKCH), @ TAKKE MPOIISANINX MPOLEAYPY MOATBEPKACHUSI COOTBETCTBUSA B MOPSIIKE,
YCTaHOBJIEHHOM 3aKoHOJaTeahcTBOM PecryOnnku Kazaxcran B 00J1aCTU TEXHUUECKOTO
pEryJIupOBaHUS.

63. B ciyyae BbISIBI€HUSI HECOOTBETCTBUS AJIEKTPOHHOM IIU(GPOBOMA MOAMUCH MOCTE
OpPOBEICHHUS MPOLEAYpPbl MPOBEPKU IJIEKTPOHHOW HUPPOBON MOANHUCU C
UCIIOJIb30BAaHUEM CPEJICTB JIEKTPOHHOU HU(PPOBON MOAMKUCH (J1ajiee - OTpULATENbHBIN
pe3ynbTaT MPOBEPKH MOMITUHHOCTH AJIEKTPOHHOU 1TU(DPOBOI MOAMKCH ), SJIEKTPOHHBIN
JOKYMEHT CUMTAETCSI HEMOJYYEHHBIM, O YEM IOJy4aTelb 3JEKTPOHHOTO JOKYMEHTa
HaIIPaBJISIET YBEIOMJICHUE-KBUTAHIIUIO, SIBIIIIOLIEECS AJIEKTPOHHBIM JOKYMEHTOM C
OTMETKOM "He MpHUHATO", moANKCcCaHHOE COTpyIHUKOM ciykObl JIOY, ¢ ykazanuem
MPUYMHBI HETIOJIYUYECHUS JOKYMEHTA.

[Tpu monyuyeHuu mMoATBEPKIAEHUS (YCTAHOBIICHUS) MOJJIUHHOCTH AJIEKTPOHHOM
M (GpOBOM MOJMUCH C UCIOIBL30BAHUEM CPEJICTB JIEKTPOHHOU HUGPOBON MOAMUCH
HoCJIe MIPOBENICHUS MPOLIETYphl TPOBEPKU IEKTPOHHOM 1IUPOBOI moAnucH (Janee -
MOJIOKUTENIbHBIM PE3yJNbTaT MPOBEPKU MOMJIUHHOCTH, SJIEKTPOHHOW LUQPPOBOI
TOJITUCH ), JJIEKTPOHHBIN TOKYMEHT MOAJICKUT NMEPBUUHOM 00paboTKe.

64. IlepBuunast 06pab0OTKa IIEKTPOHHOTO JOKYMEHTA BKIIOYAET IPOBEPKY:



1) IeCTBUTENBLHOCTH PETUCTPALIMOHHBIX CBUETEIBCTB DJIEKTPOHHON UPPOBOH
NOJMKUCH U OTKPBITOTO KJIH0Ya 3JEKTPOHHOU HU(POBOM MOANUCH, C UCIIOIb30BAHUEM
KOTOPOTO OB YZIOCTOBEPEH AJIEKTPOHHBIN IOKYMEHT;

2) BceX PEeKBU3UTOB JIEKTPOHHOTO IOKYMEHTA;

3) momHOMOYHI cTaTyca BCEX JIUI, C UCIIOJIb30BAaHUEM 3JIEKTPOHHON HU(POBOIt
HOJIHACH KOTOPBIX YOCTOBEPEH MIEKTPOHHBIN JTOKYMEHT.

65. Peructpanus 3neKTpoHHOr0 JOKyMeHTa ciayk00it IOY ocyiecTsisercs npu
YCTAHOBJICHUN TPHUHAJIEKHOCTH DJIEKTPOHHOI'O JIOKYMEHTAa OTIPABUTENO H
LEJIOCTHOCTU COJIEPAHUS MyTEM MPOBEICHUS MPOLEAYPhl MPOBEPKHU 3IEKTPOHHOM
nudpoBON MOANUCH U TOJYyYEHHUS IMOJOKUTEIBHOTO pe3yjbTaTa IMPOBEPKHU
ANEKTPOHHOU U(POBON MOANUCH JOHKHOCTHOTO JIMIA TOCYIapCTBEHHOIO0 OpraHa (
OpraHu3anuu), UCHOJIb30BAHHOW IMPU YJOCTOBEPEHHH 3JEKTPOHHBIX JIOKYMEHTOB,
U3/1aBAEMBIX UM B IpeJenax ero MoJHOMOYHIA.

66. Peructpupyembie nokyMeHTHl nociie ux perucrpaunu B PK® m OPKK
NepesarTCs Ha pacCMOTPEHHE PYKOBOJICTBY OpraHU3alMyd HINA CTPYKTYPHOMY
noipa3/IeJIeHUIO (A0HKHOCTHOMY JIMILY) JIJISl IPUHSTHUS PELLICHUS.

[Tpu HEoOXx0AMMOCTH 0€30TIaraTeIbHOr0 NCIOJHEHHUS TOCTYIUBIIETO TOKyMEHTA
JNONYCKAETCA O3HAKOMIICHUE HCIOJHUTENSA C €ro COIAEPHKAHHEM JI0 PACCMOTPEHUS
JOKYMEHTa pyKOBOACTBOM OPraHHU3aluu (CTPYKTYPHOI'O TOAPA3IEICHU).

67. Ilpn NOCTYIUIEHUN BXOIAIIETO JOKYMEHTA, HAIPABIECHHOI'O TOJIBKO Ha
OyMaxHOM HocuTene, ciaykoa JJOY Bocnpon3BOAUT B 31EKTPOHHO-IIU(GPOBYIO hopmy
(ckaHUpYyeT) MOCTYMUBIINN JTOKYMEHT, BCE €r0 MPUJIOKEHUS B OJUH 3JIEKTPOHHBIN
¢aiitn ogHOTO (hopMara M YIOCTOBEPSIET AIEKTPOHHOM LHU(PPOBOW MOIMUCHIO
COTpY/IHHKA.

Cuocka. [Tynkr 67 — B penakunu noctanosienus [IpasurenscrBa PK ot
31.08.2022 Ne 630 (BBOAUTCS B ICMCTBUE MO UCTCUCHUU JIECITH KaJCHIAPHbBIX JHEH
nocJie JHsS €ro NepBoro opUIMaAIbHOTO ONMyOIUKOBAHHUS).

68. [lonyueHne U perucTpanus EKTPOHHOIO JOKYMEHTA MOATBEPKIAAIOTCS B
CO/l myreMm nepenadu OTIPABUTENIO YBEAOMIICHHMSA-KBUTAHLIHUM - JJIEKTPOHHOIO
JOKYMEHTA, COAeprKallel TaHHble O (PaKTUUYECKOM JOCTaBKE U CIEIYIOLINE OTMETKH (
JlaJiee - YBEAOMIICHUE-KBUTAHIINS ):

1) nanHbIe 00 OTIIpaBUTENE YBEIOMICHUSA-KBUTAHIINH;

2) naty, BpeMs MOJy4YEeHUS AIEKTPOHHOTO JOKYMEHTA;

3) maTy peructpauvu U pEerHCTPalMOHHBIM HOMEp, MpUCBOEHHBIM B COJ]
NOJIy4aTessl AIEKTPOHHOTO JOKYMEHTA;

4) »25eKTpOHHYI0O LHU(PPOBYK NOANUCH COTpyAHHUKA ciayxk0b1 JJOVY
rOCyJIapCTBEHHOI'0 OpraHa (opraHu3anuu) - moidydaress (Iocjae perucTpanuu
AJIEKTPOHHOI'O JJOKYMEHTA);



5) nmanHbie 00 OTBETCTBEHHOM HCIOJHHUTEIE TOCYJapCTBEHHOTO opraHa (
OpraHU3aIlN )-TI0TyYaTerIsl.

I'ocynapcTBeHHBIM opraH (opraHu3anms) - IOJIydaTelb oOeclieduBaeT
aKTyaJIbHOCTh M JIOCTOBEPHOCTHh JaHHBIX 00 OTBETCTBEHHOM MWCIIOJHHUTENE
AIEKTPOHHOTO JOKYMEHTA.

69. DIEKTPOHHBIN JOKYMEHT CUHUTAETCS HE JOCTABJICHHBIM IOIYdYaTENI0, €CIIH
OTHPaBUTEIb HE MOJYyYWJ YBEAOMJICHUS-KBUTAHIIMU O MOJYYEHHH JJIEKTPOHHOTO
JIOKYMEHTA.

70. Ecnu yBeqoMiIeHUE-KBUTAHIIUSI HE TIOJIYYEHO OTIPABUTEIEM B TEUCHHUE OJTHOTO
pabodero gHS TMOCIE€ OTHPABKH DIEKTPOHHOTO JOKYMEHTa, TO OTIPABUTEIb
YBEJIOMJISICT TOJIydaTesisi 00 OTCYTCTBUM TMOATBEPIKICHUS MOTYUYCHHS AJIEKTPOHHOTO
JIOKYMEHTA MPU MOMOIIY UHBIX CPEJICTB CBS3H.

[Ipu moctymieHnu 6yMakHOTO JOKYMEHTa, KOTOPBIN yXkKe 3aperucTpupoBaH B
dbopmare 3IEKTPOHHOTO JOKYMEHTa M HaXoauTcsi B 00pabotke, ciayxboii [IOY Ha
OyMa)KHOM JIOKYMEHTE MPOCTABISAETCS OTMETKAa O TIOCTYIUICHUH JIOKyMeHTa. B paHee
CO3JIaHHOM HJIEKTPOHHOM PErucTpallMOHHONW KapTOyKe JaHHOTO JOKYMEHTa
IIPOM3BOJIUTCS OTMETKA O HATMYMH OYMa)KHOTO JIOKYMEHTA.

71. JIOKyMEeHTBI, paCCMOTPEHHBIE PYKOBOJICTBOM OpraHu3aluu (CTPYKTYPHOTO
nojapasaeieHus), Bo3ppamamTcs B ciayx0y 1OV, rne 8 PK® u OPKK BHOCcsTCA
COJIEpKaHMS PE30JTIOLIUM, a TOKYMEHTBI MepeIat0TCsl UCTIOTHUTEISIM.

JIOKyMEHT, UCMOJIHEHUE KOTOPOTO BO3JIOKEHO Ha MOJABEIOMCTBEHHBIE (-YIO)
opranu3anui (-10) u (WJIK) HECKOJIBKO CTPYKTYPHBIX MOJApa3AeiCHUH, epeIacTcs UM
OJHOBPEMEHHO B KOMUSIX ¢ cOOTBeTCTBYIOMIEH 0TMEeTKOM B PK® 1 DPKK. Tlognuuuank
NepelaeTCs HCIOJHUTEN0, YKa3aHHOMY B PE30JIIOLMU MEPBBIM, €CIM HHOE HE
YCTAHOBJIEHO B CAMOM PE30JIIOIUH.

[lepenaua 3JI€KTPOHHBIX JTOKYMEHTOB HCHOJHUTENSIM OCYUIECTBIISIETCS
nocpeactsom CO/JI.

[TocTynuBiine TenerpaMmMbl IPUHUMAIOTCS MOJT PACIIUCKY C MPOCTABICHUEM JIAThI
U BpPEMEHU IpUeMa, PETUCTPUPYIOTCS, a 3aTeM MepearTcs Ha PacCMOTPECHUE
PYKOBOJICTBY U UCTIOJTHEHHUE.

TekcT moctynuBiel TerepoHOrpaMMBI 3alTUChIBaeTCs (TIeYaTaeTCs) MoaydaTeieMm,
PEeTUCTPUPYETCS U ONEpPaTUBHO TepeaaeTcsi PYyKOBOIUTENO, KOTOPOMY OHa
aJpecoBaHa.

[Ipu npueme TenedoHorpamMmMbl 0GOPMIISIOTCS CIEAYIOIINE PEKBU3UTHI: TEKCT,
OTIIpaBUTENIb, HAaMMEHOBAaHWE BHJAa JOKYMEHTa, JaTa, HOMEp, HaMMEHOBaHHE
JOJDKHOCTH, MHUILIMAIBI UMEHU U (haMuIus JIMIla, TOAMUCaBIIero JoKyMeHT. Kpome
TOTO, YKa3bIBAIOTCS JOKHOCTA W (aMWINU JIMI], TEPEeAaBIINX W TPUHSBIINX
TenedoHOrpaMMy, Yachl U MUHYTHI ITpUeMa-Tiepeiaduu.



Caocka. ITynkt 71 — B penakuuu noctanopienus [IpasutenscrBa PK ot
31.08.2022 Ne 630 (BBOIUTCS B ACHCTBHE MO UCTCUCHHUH JIECATH KAJICHIAPHBIX JTHEH
MOCJIe JTHS €T0 MEePBOT0 O(PUIIMATIBHOTO OMyOIMKOBAHMS ).

72. Ilpu penieHrH BOMPOCOB 0€3 COCTABJICHUS JOMOJHUTEIbHBIX JTOKYMEHTOB
UCIIOJIHUTENb AesiaeT oTMEeTKU Ha TokyMeHTe 1 PK® u OPKK: o gate nmocrymuienus (
eciau oOpa3oBalics MHTEPBAJ BPEMEHU MEXKIY MOCTYIUICHHEM JTOKYMEHTa U €ro
JIOCTAaBKOM UCIIOTHUTENIO); aTaX MPOMEKYTOYHOTO MCIOJIHEHHUs (3alpoC CBEICHUM,
TeneOHHBIE MEpPEeroBOpPbl U JpPYyrue); JaTe U pe3yibTaraXx OKOHYATEIHHOTO
UCIIOTHEHUSI.

Bce oTmeTkn Ha JOKyMEHTE pa3MeIIarTcss Ha CBOOOAHBIX OT TEKCTa MECTax.

IMaparpad 2. Ilopsnox 06pabOTKH HCXOAAIIMX JOKyMEHTOB

73. O6paboTKy HCXOASIMNUX JOKYMEHTOB OCYIIeCTBIsIeT ciryx)0a JJOY.

Bce mnpoekThl MCXOOSUIMX JOKYMEHTOB B 00s3aT€IbHOM NOPSAKE
corjacoBbiBaroTcs ciayx00i IOV, koTopas npoBepseT NpaBUIbLHOCTh O0()OPMIICHUS
BCEX PEKBHU3UTOB, B TOM YHUCJIE MHJEKCA IO HOMEHKJIATYpE JeJ1a, HATUYUE U TOJHOTY
OPWIOKEHUM, yKa3aHHBIX B OCHOBHOM J0KyMeHTe. HempaBuiabHO oQopMIlIeHHBIE
JOKYMEHTBI BO3BPAILAIOTCS UCTIOTHUTEIIO.

Cuocka. ITynkr 73 — B penakuuu nnocranosisienus lpaBurenscrBa PK ot
31.08.2022 Ne 630 (BBOAUTCS B JIEUCTBHE IO UCTCUCHUH JECITH KAICHIAPHBIX JHEH
nocJie JHs €ro NepBoro opUIMaIbHOrO ONMyOJIMKOBAHHUS).

74. IloanucaHHble JOKYMEHTBI PETUCTPUPYIOTCS U OTHPABISIIOTCS aapecatry (
azpecatam) B JIeHb MX NoOANUCaHUA (YTBEPXKACHUS) WIM HE TMO3JIHEE CIEIYIOLIEro
pabouero aHs, TeJIerpaMMbl U TeNePakchl — HE3aMEAJIUTEIBHO.

B CO/1 nomyckaercst aBTOMaTHYECKOE NTPUCBOECHNUE PErUCTPALIMOHHOIO HOMEPA U
JaThl JOKYMEHTA MPU MOANUCAHUH 3JIEKTPOHHOTO TokyMeHTa DL,

75. OpuruHaabl UCMOJIHEHHBIX OyMa)XHBIX JOKYMEHTOB BMECTE C OTIIYCKOM
JOKYMEHTA MEPEatoTCsl B T€ CTPYKTYPHBIE MOAPA3ACICHUS WA MOABEIOMCTBEHHBIE
OpraHu3allii, KOTOPBIE SIBISUINCH OCHOBHBIMU HCIOJHUTEISAMU U MOPOU3BOISAT
(dbopMHUpOBaHUE COOTBETCTBYIOIIMX JEJI COTJITACHO HOMEHKJIAType JIe.

76. Ilepen oTnpaBKOM 3JIEKTPOHHOTO JOKYMEHTA MPOBEPSAETCS NPABUIBHOCTD €r0
oopMiieHus (HaTMYUe 0053aTeIbHBIX PEKBU3UTOB AJIEKTPOHHOIO JOKYMEHTA), B TOM
YKCIIe MPOBOAMUTCS MPOLEAYpa MPOBEPKH JIEKTPOHHOM LIU(PPOBON MOAIUCH, TPOBEPKH
HOJIOKUTENBHOIO Pe3yibTaTa 3JIEKTPOHHON U(POBON MOANMCH U PETUCTPALIUOHHBIX
CBUJIETEIBCTB.

OTBETCTBEHHOCTh 3a COOTBETCTBUE COJEPKAHUS IEKTPOHHOIO JTOKYMEHTA
NOJJMHHUKY OyMa)KHOT'O JIOKYMEHTa HECET roCyJapCTBEHHBIA OpraH (OpraHu3aius) —
OTIPABUTEIIb.



77. Ecnu TOKYMEHT, HalpaBJICHHBIM B JPYTyI0 OpPTaHU3aIMIO, JOJKEH OBITH
BO3BpAIlIEH, TO B IPaBOM BEPXHEM YIIIy MEPBOr0 JUCTA JOKYMEHTa Ha OyMaKHOM
HOCHTEJE Ha CBOOOAHOM OT TEKCTa MOJIe MPOCTABIISAIOT IITAMIT WJIH JIETa0T IIOMETKY O
BO3BpAaTe, TaKyo ke noMeTKy aenaroT B PK® n 9PKK.

IMTaparpa¢ 3. Ilopsmok IPOXOXIAECHUSA BHYTPEHHHX JJOKYMEHTOB

78. 1IpoxokJAeHHE BHYTPEHHUX JIOKYMEHTOB Ha 3Tamnax MX HOATOTOBKU H
0hOpMIICHUSI COOTBETCTBYET MPOXOXKJACHUIO HCXOASNIUX JTOKYMEHTOB, Ha H3Tare
VICTIOJIHEHUS — BXOJAIINX JIOKYMEHTOB.

79. Ilepenaua BHyTPEHHUX IOKYMEHTOB MEXK1y CTPYKTYPHBIMU MOIPaA3AECICHUSIMU
OCYUIECTBIISICTCS JTOJDKHOCTHBIMU JIMLIIAMHU, OTBETCTBEHHBIMH 324 JIOKYMEHTAlIHOHHOE
obecrieueHue ynpaBieHus B CTPYKTYPHBIX MOJipa3iesieHusiX. JJOKyMEeHThI epeaatoTCs
C COOTBETCTBYIOIIEN OTMETKOU B PK®.

JIOKYMEHTBI, CO3JaHHBIE B MPOLIECCE MEPENUCKH MEXKIAY HCIOIHUTEIbHBIMU
OpraHaMd ¥ MX MNOJABECIOMCTBCHHBIMH OpraHHU3alUAMH, a TaKXKE MEXIY
UCIIOJTHUTENIbHBIMU OpraHamMu, (UHAHCUPYEMBIMU K3 MECTHOTO OroJKeTa, He
BKJIIOUAIOTCS] B COCTaB BHYTPEHHUX JIOKYMEHTOB.

IMTaparpag 4. Ilopsnok perucTpanyuy JOKyMEHTOB

80. Peructpanuu nojexar IOKYMEHTHI, TpeOyIOLIUE ydeTa, UCIIOJHEHUS U
UCTOJIb30BaHUS B HHPOPMAIIIOHHO-CIIPABOYHBIX IIEJISX.
81. Peructpanusi JOKyMEHTOB OCYILIECTBIIAECTCS LIEHTPAIU30BaHHO ciiyx00i JIOVY.
82. JIBMyKeHHE JOKYMEHTOB B OpPraHM3aldM C MOMEHTA MX CO3JaHUS WU
HOJTyYEHUs 10 3aBEPIIEHUS UCIIOJHEHUS, OTIIPABICHUS, (POPMUPOBAHUS €A U CAAYU
B apXUB OpraHu3anuu o0paszyer JOKyMEHTOOOOpOT.
83. O06beM JOKYMEHTOOOOPOTa OIpeAeseTcss OOIMM KOJUYECTBOM BXOJSALINX,
UCXOSUINX U BHYTPEHHUX TOKYMEHTOB 32 MECSLI, KBapTall, roj.
3a eIMHUIlY y4eTa KOJIMYECTBa JTOKYMEHTOB IMPUHUMAETCS caM JOKyMEHT 0e3
y4eTa KOIUH.
84. B opranuzamusx ¢ 00beMoM JoKyMeHT0000poTa cBhime 2000 J0OKyMEHTOB B
roJl JOIYCKaeTcs NELUEHTPaIu30BAHHAs PETUCTPALUs TOKYMEHTOB, IIPU KOTOPOW B
cinyx0e JIOY peructpupyroTcsi NOKYMEHTHI, IOCTYNAKOLIME HAa pPacCMOTPEHUE
PYKOBOJCTBA OpraHU3alUd, pACHOPSAUTEIbHBIE JOKYMEHTHl OpraHu3alyu,
oOpaiieHusi, COOOIIEHUs, 3alpPOChl, OTKIUKH U NPEMIOKEHHUS (PU3NUECKUX H
IOPUIMYECKUX JIAL, NEPENUCKa 3a IOJIUCBI0 PYKOBOACTBA, B CTPYKTYPHBIX
NOApa3/eNeHUsIX PErUCTPUPYIOTCA aJAPECOBAHHBIE JIAHHBIM  CTPYKTYPHBIM
NOJIpa3JIeICHUSIM JOKYMEHTBHI.



Caocka. ITynkt 84 — B penakuuu noctanopienus [IpasutenscrBa PK ot
31.08.2022 Neo 630 (BBOAMTCS B IEWCTBHE 110 UCTCUEHUH JIECATU KAJICHJAPHBIX JTHEH
MOCJIe JTHS €T0 MEePBOT0 O(PUIIMATIBHOTO OMyOIMKOBAHMS ).

85. Perucrtpanus 1 nmpueM MOUIMHHUKOB OYMa)KHBIX JOKYMEHTOB, OyMa)KHbIX
KOMUN 3JEKTPOHHOTO JOKYMEHTa, IMOCTYyHalIux OT YydacTHUKOB COJI,
OCYILIECTBJISIFOTCS TOJIBKO MPHU HATUYUH COOTBETCTBYIOLIUX AJIEKTPOHHBIX JOKYMEHTOB.

86. JIOKyMEHTBI pETUCTPUPYIOTCA B OPraHU3ALMU OJMH Pa3: BXOISIIUE — B JICHb
MOCTYIUJICHUS, UCXOISIINE U BHYTPEHHUE — B JIEHb MOAMUCAHUS (YTBEPKIACHHUS).

JIOKyMEHTBI, HE 3aBEPILIECHHBIE IETONPOU3BOICTBOM WU TPpeOyIOLUE JIUTETbHOTO
CpOKa MCIOJIHEHUS, IEPEPErUCTPALIMH HE MTOAJIEXKAT.

[Ipu nepenade NOKyMeHTa IJid UCHOJHEHUS (O3HAKOMIJIEHHUS) M3 OIHOTO
[OJIpa3/IeJIeHUs B APYrO€ HOBBIM PErMCTPAallMOHHBIN HOMEP HE MPUCBAUBAECTCS.

Ha Huxuelt ctopoHe MOcIeaHero JIMCTa TOKYMEHTa WK ero 000pOTHOM CTOpOHE, a
takxke B PK® npocrasnsiercs nara (mpu HE0OXOIUMOCTH — BpeMsI) Iepead.

JIOKyMEHTBI, B TOM 4YHuCJE OOpalieHHs, COOOIIECHHUS, 3alPOChl, OTKJIUKU U
NPEMIOKEHHS IO OTHOMY U TOMY € BOIIPOCY, HAIIPaBJIEHHBIE PA3JINYHBIM aJIpecaTam
Y TOCTYIIMBIIME JUI PACCMOTPEHUS B OJHY OPraHU3aLMI0 B TEYEHUE KAJIECHIApHOTO
rojia, YYUTHIBAIOTCS TMOJ PErUCTPALIMOHHBIM HOMEpPOM IIEPBOr0 JIOKYMEHTa,
oOpamieHus cooOIIeHUs], 3ampoca, OTKJIHWKAa M TPEIJIOKEHHS C J00aBICHUEM
MOPSAJIKOBOI'O HOMEPA, MPOCTABIISIEMOTO Yepe3 KOCYI0 4epTy (IpoOb) Wil THpE.

[ToBTOpHBIMU CUMTAIOTCS AOKYMEHT, B TOM UHCJE OOpalieHus, cooOIeHus,
3ampocChl, OTKJIMKUA U MPEIJIOKEHHS], TTOCTYNUBIINE OT OJTHOTO U TOTO K€ ajapecara (
aZpecaroB) MO OAHOMY U TOMY K€ BOIIPOCY HE MEHEE JBYX pas.

Caocka. ITynkt 86 — B penakuuu noctanopienus [IpasutenscrBa PK ot
31.08.2022 Neo 630 (BBOAMTCS B IEWCTBHE 1O UCTEUEHUH JIECATU KaJICHJAPHBIX JHEH
MOCJIe JTHS €T0 MEePBOT0 O(UIIHATIBHOTO OMYyOIMKOBAHMS ).

87. Peructpamus BXOASIIUX WU HCXOASUIUX JOKYMEHTOB-OTBETOB
ocymiectisieTcs B PK®O HHUIIMATUBHBIX IOKYMEHTOB.
Peructpanus ucxoasuux JOKYMEHTOB (MHUIUATUBHBIX M OTBETHBIX)
ocymectBisieTcs B ennHor PK® nexoasmmx T0KyMEHTOB.

88. B opranuzaiuu npumeHstorcs cieaytomue PKO:

1) xapTouka perucTpanu BXOASIIUX JOKYMEHTOB, KapTOUYKa PETrUCTpPALUU
UCXOISIIMUX JOKYMEHTOB M KapTOYKa PETHCTPAlMd BHYTPEHHHUX JIOKYMEHTOB IIO
dbopme cornacHo npuinoxkenuto 14 k HacrosiuuMm [IpaBunam;

2) XKypHall PETUCTPAIMU BXOAIINX JOKYMEHTOB, XYPHAJI PErUCTPALUU
UCXOJSIIUX TOKYMEHTOB U KypHAJl PETUCTPAllMd BHYTPEHHUX JOKYMEHTOB 10O (popme
COTJIACHO NMPUJIOKEHUIO 15 K HactosmuMm [Ipasunam.

89. YcranaBinuBaeTcs CIEAYIOUIMN COCTaB CBECHUIN O JOKYMEHTE, MOIeKAIIEM
00s3aTeNbHON PErUCTPaLlUU:



1) HaMeHOBaHKE OpraHU3alK (aBTOPa I KOPPECIIOHICHTA);

2) HAaMMEHOBAaHME BUJIA JOKYMEHTA,

3) nata u perucTpalMoHHbII HOMEP (MHAEKC) MOCTYNUBIIETO IOKYMEHTA;

4) 3aroyoBOK K TEKCTY (KpaTKoe cofep:KaHue JOKYMEHTA);

5) pe3osonus (MCIIOIHUTEND, COACPKAHUE TOPYUEHHS, aBTOP, J1aTa);

6) CPOK HCTIOJTHEHUS JOKYMEHTA,

7) NOANUCH UCTIOJIHUTEIIS O TTOJTYUYEHUH JIOKYMEHTA;

8) oTmMeTKa 00 UCTIOJIHEHUH JOKYMEHTA M HAMPaBIICHUHU €0 B JIEJO.

CocraB 00s13aTeIbHBIX CBEJICHUI B 3aBUCUMOCTH OT XapaKkTepa JOKYMEHTa U 3a/1a4
UCIIONb30BaHUA WHGOPMAIIUKM TPU HEOOXOIUMOCTH JOMOJHACTCS JPyTrUMU
CBEJICHUSIMU (HAJIMUWE MPUIIOKEHUN, KOJUYECTBO JIUCTOB, MEPEMEIICHUE JOKYMEHTA
BHYTPHU OpraHHU3alliu, IEPEHOC CPOKOB UCTIOTHEHHUS).

90. Uudopmanius o 10KyMeHTax, MOJyYeHHas MPU UX PErUCTPaliK, OCTYIAET B
MH(POPMALIMOHHO-TIOMCKOBYIO CHUCTEMY, KOTOpasi BKJIIOYAET B Ce€OSl KapTOTEKU U
KJ1acCU(UKAITMOHHBIE CITPABOYHUKH.

91. PK® coCTaBisIOT CIEAYIOMINE KAPTOTEKH:

1) no koppecnoHAeHTaM;

2) o BUJaM JIOKYMEHTOB;

3) o aBTOpaM JOKYMEHTOB;

4) KOHTPOJIbHBIE;

5) xoguduKaMOHHEIE;

6) mo oOpamieHusiM, COOOIICHUAM, 3alMpocaM, OTKIUKAM M TPEIOKECHUSIM
bUBUYECKUX U IOPUINYECKUX JIUII;

7) npyrue B 3aBUCUMOCTH OT 3aj1a4 ITOMCKa HHGOPMAITUH.

Cuocka. I[Tynkr 91 — B penakunu nocrtanosinenus [IpasurenscrBa PK ot
31.08.2022 Ne 630 (BBOAUTCS B ICMCTBUE MO UCTCUCHUU JIECITH KaJCHIAPHbBIX JHEH
nocJie JHsS €ro NepBoro opUIMaAIbHOTO ONMyOIUKOBAHHUS).

92. VYyactHuku C3J] HCHONB3YIOT €AUHYI0 HOPMATHUBHO-CIIPABOUYHYIO
uHpopmaimio. PerynupoBanve u n3MeHeHHEe HOPMATUBHO-CIIPABOYHON HH(OpMaIIUH,
KACAIOUIEHCsl OpraHU3alMOHHO-PACIOPSIAUTENIBHOW JOKYMEHTAUU, OCYIIECTBISET
YIOJIHOMOYEHHBIN OpTraH.

93. TIlons 3amucu 0Oa3bpl JaHHBIX AaBTOMAaTH3UPOBAHHOU
UH(OPMAIMOHHO-TIOUCKOBON CUCTEMBI JOJKHBI MOJHOCTHIO OTBEUYATh MapaMeTpam
MOCJIEIYIOIIETO OMEPATUBHOIO MOUCKA JOKYMEHTOB M KOHTPOJISI 32 MCIOJIHEHHEM
JIOKYMEHTOB.

IMaparpad 5. Ilopsmok HCIONE30BaHAA NIEKTPOHHON IA(PPOBOH MOAIHCH

94. Yyactauku COJ] obecrieynBaroT NOJJIMHHOCTD U LEIOCTHOCTD AJIEKTPOHHBIX
JOKYMEHTOB ITyTEM:



1) uarerpupoBanus (conpspkenus) B COJ] cpencts kpuntorpadhuyeckon 3aniuThl
uH(opMaLuK, pearu3yoluX Mpoiecc GOPMUPOBAHUS U MPOBEPKU AIEKTPOHHOU
nmudpoBoil moanucu (cpencTBa SISKTPOHHOU IUQPPOBON TOANUCH), a TaKKe
OPOLIEIINX MPOIEAYPY MOJITBEPKIACHUS COOTBETCTBUS B MOPSJIKE, YCTAHOBIEHHOM
3aKkoHOAaTeabCTBOM Pecnybnuku Kazaxcran B 061acTH TEXHUYECKOTO PETYITUPOBAHUS
5

2) co0r0IeHNsI pa3rpaHUYCHMS PaB TOCTYIIA K 3JIEKTPOHHBIM JJOKYMEHTaM.

95. Yuactuukam COJ] cnenyer:

1) xpanutp B TaliHe clly*keOHYI0 MH(GOPMALMIO, CTABIIYI0 UM U3BECTHOU B
nporiecce paboThl CO CPEICTBAMH KPUITOrPAPUIECKOM 3aUThl HH(DOpMAIUY;

2) XpaHUTh B TailHE COJAEpKaHUE 3aKPBITHIX (CEKPETHBIX) KIIIOUEH CpencTB
AJEKTPOHHOW 1UdPOBON moamucu (CPeACTB KPUNTOrpahUIECKOW 3aIuThI
uHpopMaum);

3) obecneunBaTh COXPAaHHOCTh HOCHUTENIEH KIIIOUEBOW MH(OpPMaLHUKM U IPYTrUX
JIOKYMEHTOB O KJIIOUYax 3JIEKTPOHHON HU(PPOBOM MOMAMKCH, BBHIJABAEMBIX C ITHUMHU
HOCHUTEJIIMH UH(POpPMALIUH;

4) ocylIecTBIATh CHHXPOHU3ALUIO BPEMEHU HA MEPCOHAIBHBIX KOMIBIOTEPAX C
ATAJIOHHBIM BPEMEHEM;

5) He OCYIIECTBIATH HKCITyaTalUi0 MporpaMm (B TOM YHUCII€ - BUPYChI) HA
NEePCOHANBHBIX KOMIBIOTEPAX, KOTOphlE HApYIIAlOT (YHKIIMOHUPOBAHUE CPEJICTB
AJEKTPOHHOM UHUQPPOBON MOAMHUCH, B COOTBETCTBHU C TPEOOBAHUSIMU TIO
UCIIOJIb30BAHUIO CPEACTB KPUNTOrpadudecKoil 3aiuThl HHGOpMaIuu.

96. lns oopmiieHHs] JIEKTPOHHBIX TOKyMeHTOB B COJI rocynapcTBeHHBIX
OpPraHOB HCIOJIB3YIOTCS TOJBKO T€ 3aKPBIThIE (CEKPETHBIE) KIIOYM SJIEKTPOHHOU
nu(ppoBOK MOANMUCH, KOTOPBIM COOTBETCTBYIOT OTKPBITHIE KIIIOYM 3JIEKTPOHHOU
u(GpoBON MOJANUCH, UMEIOIINE JACHCTBYIOIINE PETUCTPALMOHHBIE CBUJETEIbLCTBA,
BeiganHbie YII T'O.

97. llopsimok mpuMeHEHUs dIEKTPOoHHOU udpoBoi moamucu B COJI 3akimouaercs
B CJIEIYIOLIEM:

1) ¢opmupoBanue >7IEKTPOHHON IUPPOBON MOAMUCHU JJISI MOATUCAHUS
AIEKTPOHHOTO JOKYMEHTA OCYIIECTBISETCS C UCIIOJIb30BAHUEM:

OJIHOW WJIM HECKOJIBKUX 3JIEKTPOHHBIX HU(POBBIX MOANUCEN TOHKHOCTHBIX JIULL
rOCYJIApCTBEHHBIX OPraHOB IIPU YJIOCTOBEPEHUU BJIEKTPOHHBIX JIOKYMEHTOB,
U3/1aBAEMbIX MU B TIpeJieaxX UX MOJTHOMOYU;

OTHOM DJICKTPOHHOW HU(POBON MOAMUCH COTPYIHUKA TOIpaA3ACICHUS
JOKYMEHTAIIMOHHOT'O 00€CTIeUeHNs;
2) ¢opmupoBaHHE JJICKTPOHHOW NUPPOBON MOANUCH TOTKHOCTHBIX JIHII
rOCyJapCTBEHHOI'O OpraHa MNpH YAOCTOBEPEHUH DIECKTPOHHBIX JTOKYMEHTOB,
U3/IaBAEMbBIX MU B IIpeJieiaxX X MOJTHOMOYHUN:



JOJDKHOCTHOE JIMIIO TOCYIapCTBEHHOI'O OPraHa IpHu yA0CTOBEPEHUH IIEKTPOHHBIX
JOKYMEHTOB, HW3JaBAa€MbIX MM B Hpejeiax €ero IMOJIHOMOYHUMH, yaocToBepseT (
MO/IMHUCHIBACT) TEKCT JOKyMEHTa (BJIOKCHHBIN (-bie) (haliIbl) 10 €ro perucTparuu ¢
OpUMEHEHHEM JJIEKTPOHHOM UUPPOBONM MOANKMCHU, KOTOpas oOecrneunBaer
NOJJIMHHOCTD U LIEIOCTHOCTh TEKCTA JOKYMEHTA;

dbopmMupoBaHUE 3JIEKTPOHHOU IUQPPOBON MOJAMKUCH JTOTKHOCTHOTO JIUIIA
rOCy/IapCTBEHHOTO OpraHa IMpU YJAOCTOBEPEHUH JJIEKTPOHHBIX JOKYMEHTOB,
U3/1aBa€MbIX MM B Mpejeiax HX MOJHOMOYHMH (MEpBOM 2JIEKTPOHHOU IudpoBOH
HOJIMKCH) OCYIIECTBIISIETCS C UCIIOIB30BAHUEM CPEJICTB KPUNTOrpaduyeCcKO 3aluThl
UHGOPMALIMK, PEeaU3yIOINUX MNpoLecc (POPMUPOBAHUS U MPOBEPKU SIEKTPOHHOU
nudpoBoil moanucu (CpeacTBa JJIEKTPOHHOU IUGPOBON MOANUCH), KIHOYEBOIO
HOCUTENS WH(POPMAIMU CPEJCTB KpUNTOrpaduyuecKoil 3amuThl WHPOpMAIUU U
PETUCTPALIMOHHOTO CBUAETENBCTBA, MoNyueHHbIX B YL ['O;

3) npuMeHeHue 3IEKTPOHHONW HU(PPOBOM MOANKUCH COTPYAHHKA CiIykObl JIOY mis
MEPECHUIKHU AIEKTPOHHOTO JOKYMEHTA MEXK1y TOCYJapCTBEHHBIMU OpraHAMH:

ANEKTPOHHOU U(PPOBOM MOANUCHIO cOTpyIHUKA cay)0bl IOV yaocroBepsiercs (
NOJIKUCHIBAETCS) DJIEKTPOHHAS PETUCTPAlMOHHAs KapTouyka (yHUKaJbHBIN
uaeHTu@ukarop, HazHaueHHeld w3 CDOJl, mata JoKyMeHTa, aBTOp JOKyMEHTa U
AIEKTPOHHBINA JOKYMEHT, YJOCTOBEPEHHBIN AJIEKTPOHHON IU(PPOBOM MOAMHUCHIO
JOJIKHOCTHOT'O JIMI[A TOCYIapCTBEHHOT'O OpraHa).

dopMupoOBaHUE AIECKTPOHHOW MUGPPOBON MOAMUCH COTPYIHUKA MOAPA3IACTCHUS
JIOKYMEHTAIIMOHHOTO 00€CHeYeHus OCYIIECTBIAETCS C HCIOJIb30BAHHEM CPEJICTB
KpunTorpaduyeckoi 3auThl HHPOPMALKHU, PEATU3YIOIIHUX TPOLECChl (POPMUPOBAHUS
U TIPOBEPKHU DIJIEKTPOHHOU IU(POBON MOAMKCH (CPEACTBA AIEKTPOHHOUN HUGPPOBOI
HOJIKCH), KIIFOUEBOI0 HOCUTENS U PETUCTPALIMOHHOTO CBUIETENbCTBA, OJYUYEHHBIX B
YO TIO.

97-1. B cnydae BBIABICHUS MPU YIOPSIOYECHUN apXUBHBIX JOKYMEHTOB (PAKTOB
ompenereHus] OTPULATEIbHOTO pe3yJibTaTa MPOBEPKU DIEKTPOHHON HHPPOBOH
MOJMKUCH B AJIEKTPOHHBIX JOKYMEHTaX MOCTOSHHOTO U BpeMeHHoro (cBeiie 10 yer)
CpPOKa XpaHEHHUs, OCYLIECTBISETCS UX CBEpKa ¢ OyMaXHbIMU NOIMHHUKamu. [lo
UTOTaM CBEPKH DJIEKTPOHHBIE KOMUU JTOKYMEHTA, UMEIOIINe OYMa)KHbIE MOAJIMHHUKH,
3aBEPAIOTCA BJIEKTPOHHOW LHU(PPOBON MNOANMKUCHIO PYKOBOJIMUTENSI CTPYKTYPHOTO
nojapaszeneHusi, Kypupyrouiero sornpockl JIOY u (1i1r) BeAOMCTBEHHOTO apXHUBa.

[Ipu oTcyTcTBUM OyMaXXHBIX MOAJTUHHUKOB JJIEKTPOHHBIE JOKYMEHTHI
MOCTOSTHHOTO U BpeMeHHOTO (cBbile 10 j1eT) cpoka XxpaHEHHUs MOJJIekKaT nepeaade B
BEJIOMCTBEHHBII apXUB C COOTBETCTBYIOLIEH OTMETKOM.

Cnocka. ['maBa 3 nononsHeHa myHKTOM 97-1 B COOTBETCTBHH C NOCTAHOBICHUEM
ITpaButenbctBa PK ot 31.08.2022 Ne 630 (BBOAUTCS B ICUCTBUE MO UCTCUECHUH JAECATH
KaJICHJIApHBIX THEH moclie THA ero NepBOTro 0(UIIMAIBLHOTO OMyOJIUKOBAHNUS).



IMTaparpad 6. O6ecneuenne napopmManuonHHO# 6e3omacHoCcTH COJ]

98. HudopmaunonHas 0e30MaCHOCTh amnmapaTHO-MPOTPAMMHOIO,
TEJIEKOMMYHHUKAIIMOHHOTO obecrieueHus COJ] pernaMeHTUpyeTCsl COOTBETCTBYIOIIUMHU
HOPMATUBHBIMH MpaBOBBIMU akTamMu PecryOnuku Kazaxcran B 00J1aCTH €IUHBIX
TpeOoBaHUN HWHPOPMAITMOHHO-KOMMYHHUKAITMOHHBIX TEXHOJOTUW M OO0ECIeUeHUs
nH(OpMaIIMOHHOM 0€30MacHOCTH.

OynkumonnpoBanne COJl, eAMHON TPAaHCHOPTHOM CPEIBl TOCYIapCTBEHHBIX
opranoB, Y1 I'O, nepeuenp yuactuukoB COJI, ux 005S3aHHOCTH, OTBETCTBEHHOCTh
ONPENENAIOTCS U OCYIIECTBISIIOTCA C BBIIOJIHEHHEM TpPeOOBaHUI MH()OPMaLMOHHON
0€30MacHOCTH B COOTBETCTBHUH C JIOTOBOPAMHU HA BBHITIOJIHEHUE COBMECTHBIX paldOT MO
o0ecreueHni0 UHPOPMALIMOHHON 0€30MaCHOCTH MEXK]y OpraHHM3aluen-3aKa3uuKoM,
FOCYJIapCTBEHHBIMH OpraHaMUd H OBKCIUIyaTUPYIOUIMMHU  OpraHuzauusiMu  (
OpraHU3aIUSIMU-UCTIOTHUTEISIMHA ).

Cuocka. [Tynkr 98 — B penakunu nocranosinenus [Ipasurenscrsa PK ot
31.08.2022 Ne 630 (BBOUTCS B IEUCTBHUE N0 UCTCUCHUU JECITH KAJICHIAPHBIX JHEN
MOCJIE JIHSI €70 MEPBOro O(PUIIMATBEHOTO OMYyOJIMKOBAHMUS).

99. CpenctBa kpuntorpaduyecKom 3auThl HHPOPMAILIUU, PEATU3YIOIINE MPOIECC
dbopMUpOBaHUA U TPOBEPKU IIEKTPOHHOU HUGPOBOU TMOIMUCH, UCIOIB3YIOTCS B
CTPOTOM COOTBETCTBUU C HMX SKCIUIyaTal[MOHHOW AOKyMEHTalHWEed W MpaBUIaMU
UCIIOJIb30BaHUSI.

100. JlokyMeHTBI, coJiepKalllie CBEICHHS, COCTABIISIIOIINE TOCYJapCTBEHHbIC
CEKpEThI, HE oJIekKAT mpueMy, o0paboTke, XpaHeHuto 1 nepenaue yepe3z COJI.

IMaparpa¢ 7. Ilopsnox KOHTPOJISA HCIOHEHN JOKYMEHTOB

101. KoHTpoab UCIIOJIHEHHS TOKYMEHTOB BKJIIOYAET MOCTAHOBKY JIOKYMEHTa Ha
KOHTPOJIb, PETYJIUPOBAHUE XOJa MCIOJHEHHUS, CHATHE HUCIIOJHEHHOIO JOKYMEHTA C
KOHTpOJIS, HANpaBJieHWE HCIOJHEHHOTO JOKYMEHTa B JIeJ0, yueT, 00oOuieHue u
aHaJIM3 X0Ja ¥ pe3yJbTaTOB UCIOJHEHUS TOKYMEHTOB, HHPOPMHUPOBAHUE PYKOBOJICTBA
O COCTOSIHUM HUCIIOJIHEHUsI JOKyMeHTOB. CBeleHHS 00 HCIONHEHHH JOKYMEHTOB,
NOJJIeXKAIINX KOHTPOJII0, U OOpalieHui, cooOIleHHH, 3alpocoB, OTKIUKOB U
OPEeIIOKEHU (PU3UYECKUX U IOPUANMYECKUX JHUI[ 3alOJHSIOTCS COTJIACHO
npunoxenusM 16 u 17 x Hacrosium [IpaBuam.

KOHTpOJIb UCTIOJIHEHHSI TOKYMEHTOB BKJIFOUAET CIEAYIOIINE ITAIbI:

1) mocTaHOBKa JOKYMEHTOB Ha KOHTPOJIb;

2) npoBepKa CBOEBPEMEHHOCTH JIOBEJEHUS JOKYMEHTOB JI0 HCIIOJIHUTEINEH;
3) npenBaputesbHas IPOBEPKA U PETYIUPOBAHUE XOAa UCTIOIHEHUS;

4) cHATHE TOKYMEHTa C KOHTPOJIS;

5) HanpaBJIeHHE UCIIOJIHEHHOIO IOKYMEHTA B JIENO0;



6) ydet, 000011IeHNEe U aHATN3 PE3YJIbTATOB KOHTPOJIS UCIIOTHEHHS IOKYMEHTOB;
7) uaopMUpPOBaHUE PYKOBOJICTBA O XOJI€ U Pe3yJIbTaTaxX UCTIOJHEHUS JOKYMEHTOB

Cnocka. ITynkr 101 — B penakuuu nocranosienus [IpasurensctBa PK ot
31.08.2022 Ne 630 (BBOAUTCS B ACHCTBHE MO UCTCUCHUH JCCATU KAICHIAPHBIX JHEH
MOCJIC JTHS €0 IEPBOTO O(QUITHMATBHOTO OMYOJIUKOBAHUSA).

102. KonTpoJito mojjiexaT BCe 3aperUCTPUPOBAHHbBIC IOKYMEHTHI, TPEOyoIre
UCIIOJTHEHUS, B TOM YHUCJI€ NPOLUIbIX JET, KOTOPbIE B CUJY PA3JIMYHBIX IPUYUH HE
OBUIM MCTIOJIHEHBI U UX UCIOJHEHHE NEPEHEeCeHO Ha TeKyIui rof. B 3Tux ciyuasx
nepeperucTpamnus JOKyYMEHTOB He mnpoBoautcsa, a B PK® yka3piBaroTCsT BHOBB
YCTaHOBJIEHHBIE CPOKH.

102-1. KoHTpoJib 32 CBOEBPEMEHHOCTBIO M KAaYECTBOM PEAIMU3AIMU MYHKTOB
nopyuenuid Ilpesunenta Pecnybnuku Kazaxcran, PykoBoacTBa AamuHucCTpanuu
[Ipesunenta PecnyOnukum KazaxcraH 1o wuTOraM peTrHOHANBHBIX MOE3/I0K,
MEXIYHApPOJHBIX U OOIECTBEHHO 3HAYMMBIX MEPONPUITHH, TaHHBIX [IpaBUTEILCTBY
Pecnybnuku KazaxcraH, opranuzanusim, ocyuiectsisieT [IpaBurensctBo PecnyOnnku
Kazaxcran.

CHnocka. [Taparpad 7 nonosner myHkroM 102-1 B COOTBETCTBHHM C
noctanoBieHnueM IIpasurensctBa PK ot 30.11.2020 Ne 809.

103. Aktel u nopydenus [Ipesunenta Pecnyonuku Kazaxcran, PykoBoacTsa
Anvunnctpauuu Ilpesunenta PecniyOnukn KazaxcTtaH ¢ y4eTOM yCTaHOBJIEHHBIX
CPOKOB UCIIOJTHEHHUS CTABATCS HA CIEYIOIINE BUIbI KOHTPOJISA:

1) cpouHblii — ¢ HOMETKaMU: "BeChbMa CPOYHO" — B T€UEHHUE TpeX pabouyux AHEH, "
cpouHO", "yCKOPUTH" — 10 JA€CATH pabouux AHEH;

2) KpaTKOCPOUHBINA — OT JI€CSITH paboyux JAHEH 10 OJHOTO MecsIla;

3) cpeIHECPOUHBIN — OT OJTHOTO /IO IIECTH MECSIIEB;

4) TOATOCPOYHBIN — CBBIIIE IIECTH MECSIICB.

CpoKkd HCTOITHEHUS MOPYYEHUH, YCTAHOBJIECHHBIE B aKTaX U MOPYUYCHUSIX
[Ipesunenta PecnyOonuku Kazaxcran, Aamunucrpanuu [lpesuaenta PecrnyOnuku
KazaxcraHn, ucuncnsaroTcs B paboumx JHAX CO AHS UX MOCTYIUICHUS B OpTaHU3aIUIo.

B cnyuasx, eciu B MOpYy4YEHUSIX HE yKa3aHbl CPOKH, TO OHU UCIIOJIHSIOTCS B
MECSIYHBIA CpPOK ¢ BHeceHneM uH(opmauuu B aapec I[Ipesugentra PecnyOnuxu
Kazaxcran, Anmunuctpanuu [Ipesunenta Pecriyonuku Kazaxcran.

103-1. CybbekTamu, OCyHIECTBISIONIMMUA KOHTPOJIb 332 UCIOJTHEHUEM aKTOB U
nopyuenuii [Ipesunenta Pecnybnuku Kazaxcran, PykoBojcTBa AjamuHUCTpanuu
[Ipesunenta PecnyOnuku KaszaxcTaH B opraHu3anusax, SBISIOTCS CIEAYIOIINE
JOJ>KHOCTHBIE JINLIA!

1) mepBBIii pyKOBOAUTENb OpTraHU3AlMHU, KOTOPBIA OCYHIECTBIISIET 0OIIee
PYKOBOJICTBO U KOHTPOJIb 32 CBOCBPEMEHHBIM M KAUECTBCHHBIM HCIIOJHECHUEM U



COOJIIOICHUEM HCIIOJTHUTEILCKOW MUCIHUIUITMHBI akTOB W mopyudeHuit [Ipesumenta
Pecny6nuku Kaszaxcrtan, PykoBoacrBa Anmunuctpanuu Ilpesuaenta PecnyOnuku
Kazaxcran;

2) 3aMeCTUTEU MEPBOT0 PYKOBOJUTENSI OpraHU3alui, KOTOpble 00eCeurnBaoT
KauyeCTBEHHOE HUCIIOJHEHUE akToB U nopydenuil [Ipesnnenta Pecnyonukn Kazaxcran,
PykoBoactBa Anmunuctpanuu [Ipesuaenta Pecnyonuku Kazaxcran no kypupyembiM
HaIpaBJICHUSAM paOOTHI.

YKa3aHHbIE TOJDKHOCTHBIE JIMLA HECYT NEPCOHAIBHYIO OTBETCTBEHHOCTH 3a
CBOEBPEMEHHOE M KAauyeCTBEHHOE HCIOJHEHHE AaKTOB M mnopyuyeHui I[Ipesupenra
Pecy6nuku Kazaxcrtan, PykoBoactBa Anmunuctparnuu l[lpesungenta Pecnybnuku
Kazaxcras.

Caocka. Ilaparpad 7 nononHes nmyHkToM 103-1 B COOTBETCTBUH C
nocranosieHueM [IpaButenscTa PK ot 30.11.2020 Ne 809.

103-2. Opranm3anuu-cOUCIIONHUTEIN aKTOB M mnopydeHuu IlpesmpeHra
Pecnyonuku Kazaxcran, PykoBoncrBa Anmunuctpanuu Ilpesunentra PecnyOmuku
Kazaxcran BHOCAT CBOM INpEIJIOKEHUS OPraHU3ALNMU, OCYIIECTBISIOMIEN CBOA, MpHU
VICITIOJTHEHUHU aKTOB Y IIOPYYEHUH, ITIOCTABJICHHBIX Ha:

1) cpOUHBI KOHTPOJIb, C TOMETKAMHU ""BECbMa CPOUHO" B T€UEHHUE OJTHOTO paboyero
JIHSL CO JTHA MOCTYIIEHUS OpyYeHus, "cpouHo", "yCKOpUTH" — HE MO3AHEE, YEM 3a TPH
paboyux JIHA, €CIM HHOE HE YCTAHOBJIEHO COOTBETCTBYIOIIUM MOPYUYEHUEM;

2) KpaTKOCPOUHBIH KOHTPOJb — HE IMO3JHEE, YeM 3a MATh pabouyux JHEH 10
YCTAaHOBJIEHHOTO CPOKa MCIOJIHEHUS, €CIM HHOE HE YCTAHOBJIEHO COOTBETCTBYIOIIUM
IOPYYEHHEM;

3) cpeaHecpOYHBI KOHTPOJIb — HEMO3HEee, YeM 3a AecsATh pabouux AHEH 10
YCTAHOBJIIEHHOTO CPOKa MCIOJIHEHUS, €CIIM HHOE HE YCTAHOBIIEHO COOTBETCTBYIOIIUM
IIOPYYEHHUEM;

4) MOATOCPOUYHBIA KOHTPOJIb — HE MO3HEEe, YeM 3a ABaJlaTh pabounx THEH 110
YCTAHOBJICHHOTO CPOKa MCIOJIHEHUS, €CIIM NHOE HE YCTAHOBJIEHO COOTBETCTBYIOLIUM
OPYYEHUEM.

Caocka. Ilaparpad 7 nononaeH myHKToM 103-2 B COOTBETCTBUH C
noctanoBieHueM IIpasurensctBa PK ot 30.11.2020 Ne 809.

103-3. B cnyudae, ecnu MyHKTHI akToB M nopyueHuid IIpesunenta PecnyOnuku
Kazaxcran, PykoBonctBa Anmunuctpanuu [Ipesunenra Pecriyonuku Kazaxcran He
MOTYT OBITh BBINIOJHEHBI B YCTAHOBJICHHBIA CPOK, TO PYKOBOJUTENh OpPraHU3alMM, a B
ClIy4asXx, €CJIM 3aTparuBaroTcsa nojHoMouus [IpaBurenscTBa, — ocie COrsIacoBaHus €
[Ipembep-Munuctpom Pecny6nuku Kazaxctan (JIMIIOM, HCHOJHSIOIMIMM €r0
00s13aHHOCTH) WJIM €ro 3aMECTUTENIEM HE MO3AHEE YCTAHOBJIEHHOTO CPOKa BHOCHT
nucbMo B Anmunuctpanuio Ilpesmgenta PecnyOnuku Kazaxcran ¢ ykazaHuem
TEKyIIEr0 COCTOSIHHSI HCIIOJHEHUS, apryMEHTUPOBAHHBIM O00OCHOBaHHUEM



HEOOXOJIMMOCTH TMPOJJIEHUS CpOKa UCIOJHEHUs Jub0 ero ImnepeBoja Ha
CPEAHECPOYHBIA WU JOJATOCPOYHBIM KOHTPOJIb. 1Ipy 3TOM yKa3bIBarOTCsA KOHKPETHBIN
CPOK HCIOJIHEHUSI, OTBETCTBEHHBIE IMOJUTHUYECKUE TOCYJAPCTBEHHBIEC CIy>KalllHe
OpraHU3alUH-UCTIOJIHUTEIIS, & TAKKE OpraHU3alUi-COUCIIOIHUTENEN U JOJKHOCTHBIE
JIM1a OPTaHU3aLHAMN.

[To nopyuenusM, ykazaHHbiM B myHKTe 102-1 Hacrosmux [IpaBui, koTopsie He
MOTYT OBITh BBINOJHEHbl B  YCTAHOBIEHHBIM CPOK, pPYKOBOJIHUTEIb
OpraHU3alUU-UCIIOIHUTENS HE I03/IHEE YCTAaHOBJIEHHOIO CpOKa BHOCUT IHCbMO B
aapec pykoBojactBa IIpaButensctBa PecnyOnukm Kazaxctan miaum PykoBoauTento
Amnmapata [IpaButensctBa PecyOnuku Kazaxcran ¢ ykazaHueM TEKYIIEro COCTOSHUS
UCIIOJIHEHHUS, apTYMEHTUPOBAHHBIM 00OCHOBAHHEM HEOOXOIMMOCTH MPOJICHHS CPOKa
UCTIOJTHEHUS 00 ero mepeBojia Ha CPEIHECPOUHBIN WM JOJITOCPOUHBIN KOHTPOIIb.
[IpaBurensctBo PecnyOnuku Kaszaxcran yBempomisier Anmunuctpanuio [Ipesunenrta
PecnyOnuku Ka3axcran o NpUHSATOM IO NUCbMY PEUIEHUU HE MO3/IHEE eCATH pabounx
JTHEM.

Cunocka. [Taparpad 7 nononnen myHkroM 103-3 B COOTBETCTBUHM C
noctanoBieHuem IIpaBurensctBa PK ot 30.11.2020 Ne 809; ¢ usmeHnenuem,
BHeCceHHbIM nocTaHoByeHueM [IpaBurensctBa PK ot 17.03.2023 Ne 236 (BBOaUTCS B
JEHUCTBUE IO UCTEUCHUU AECATU KAJICHAAPHBIX JHEH MOCIIE JIHS €r0 IEPBOTO
0(HUIIMATIBHOTO OITyOIMKOBAHUS).

103-4. IIpoanenne cpoKOB UCIIOJIHEHUS ITYHKTOB aKTOB U ITopy4deHnii [Ipesnnenra
Peciy6nuku Kazaxcrtan, PykoBoactBa Anmunuctparnuu I[lpesunenta Pecnybnuku
Kazaxcran nubo ux mepeBoj Ha CPEAHECPOUHBIM WU JTOJATOCPOUYHBINA KOHTPOJIb, 32
UCKJIIOUEHUEM TOpPYy4YeHUM, yka3aHHbIX B nyHKTe 102-1 Hactosimux IlpaBui,
JomyckaroTcss He Oonee omHoro pasza no pewmenuto [lpesunenta PecnyOnnku
Kazaxcran unm PykoBogutenss Aamunuctparuu [Ipesunenta Pecnyonuku Kazaxcran
Ha OCHOBAHMUM DKCIEPTHOrO 3aKIIOYEHUS CTPYKTYPHOTO IOJIPA3ACIEHUS
Anmunuctparuu [pesugenra Pecnyonmku Kazaxcran.

[IpomsieHne CPOKOB UCHOJHEHUS MOPYYEHWH, yKa3aHHbIX B myHKTe 102-1
Hactosawmux [lpaBuwi, 1ub0 WX MEepeBOA HA CPEAHECPOUYHBIM WM JOJITOCPOUYHBIN
KOHTPOJIb JIOMyCKalOTCs HE Oojiee oAHOro pasa mo pemeHuto [Ipembep-Munuctpa
Pecny6nnku Ka3zaxcran uiam ero 3aMecTuress.

Caocka. [Taparpad 7 mononrer myHkToM 103-4 B COOTBETCTBHH C
noctaHoBieHueM [IpasurensctBa PK ot 30.11.2020 Ne 809.

103-5. IloBTOpHOE MPOJIEHNE CPOKA UCIIOTHEHUS! TyHKTOB aKTOB U MOPYUYECHUIN
[Ipesunenta PecnyOnuku Kazaxcran, PykoBoactBa Anmunuctpauuu [Ipesmaenta
Pecriybnuku KaszaxcraH, 3a UCKIIOYEHHEM MOpPYYEHUH, yKa3aHHBIX B myHkTe 102-1
Hactosimux [IpaBui, momyckaeTcss B HMCKIIOUHMTEIBHBIX CIIydasX IO PELICHUIO
IIpesunenta Pecnybnukum Kazaxctan wnm PykoBoaurtens AJMHUHUCTpanuu



[Ipesunenrta PecniyOonuku Kazaxcran ¢ paccMoTpeHHeM BOIpoca O NUCIMUILUIMHAPHOMN
OTBETCTBEHHOCTH OTBETCTBEHHBIX JOJKHOCTHBIX JIML] OpPraHU3alUu.

[ToBTOpHOE MIPOAJIEHHE CPOKOB UCIIOTHEHUS TOPYUYEHU, YKa3aHHBIX B TyHKTE 102
-1 Hactrossmux IlpaBuii, gOMyCKaeTcsd B MCKIIOUMUTEIBHBIX CIIydasX IO PEHIEHUIO
[Tpembep-Munuctpa PecriyOnuku Kazaxcran uiam ero 3aMecTUTENs C paCCMOTPEHUEM
BOIIPOCA O JIHUCIUIIMHAPHOW OTBETCTBEHHOCTH OTBETCTBEHHBIX HOJIKHOCTHBIX JIMI]
OpraHu3aluin.

Caocka. [Taparpad 7 monosrer myHkToM 103-5 B COOTBETCTBHH C
noctanoBieHneM [IpasurensctBa PK ot 30.11.2020 Ne 809.

103-6. [Ipennoxenue 0 MOBTOPHOM MPOJJIEHUH aKTOB U mopyueHuit [Ipesuaenra
Pecny6nuku Kaszaxcrtan, PykoBoactBa Aamunuctpanuu Ilpesunenta PecnyOmnuku
Kazaxctan cO CpOKOM HCHOJHEHMUS CBBIIIE TPEX MECILEB BHOCUTCS B
Anmunuctpanuio [Ipesuaenta Pecniyonuku Kazaxctan opranuzanueil-ucnoaIHuTeNeM,
a B Ciy4asx, €ciau 3arparuBatorcs mnoiaHomouus IIpaBurtenbcTBa PecmyOnuku
Kazaxcran, — mocne cornacoBanus ¢ [Ipembep-Munuctpom Pecnyonuku Kazaxcran (
JULOM, HUCHOJHSIOMIMM €ro OOS3aHHOCTH) WJIM €ro 3aMEeCTUTENIEM HE IMO03/Hee
NSATHAALATH paboyuX JHEH 10 UCTEYEHUs CPOKa €ro MCIOTHEHHUS.

OTBETCTBEHHOE CTPYKTypHOE mojapasaeneHne AamuHuctpaunu Ilpesmaenra
Pecry6nuku Kazaxctan He mo3aHee necatu pabouux JHEW ¢ MOMEHTa MOCTYTUICHUS
JAHHOTO NPEIJIOKEHUS MNPOBOAUT IPOBEPKY MO BOMPOCY BBISICHEHUS NPUYUH
HEUCNOJNHEeHUsT akToB u mnopydyeHuid Ilpesummenta Pecny6nuku Kazaxcran,
PykoBoactBa Anmunuctpanuu Ilpesunenta Pecny6nuku Kaszaxctan u mo ee
pe3yJIbTaTaM rOTOBUT DKCIIEPTHOE 3aKJIKOYEHNE.

I1onoxeHns HaCTOALIErO IIYHKTA HE PACIIPOCTPAHSIOTCS HA NIOPYUYECHUs, YKa3aHHbIC
B nyHKTe 102-1 Hactosimux [Ipasun.

Cuocka. [Taparpad 7 nononnen nyHkroM 103-6 B COOTBETCTBHHU C
noctaHoBieHueM [IpasurensctBa PK ot 30.11.2020 Ne 809.

103-7. IIpenyioxenne 0 MOBTOPHOM MPOJJIEHNN MOPYUYEHUM, YKA3aHHBIX B IIyHKTE
102-1 nacrosamux IIpaBui, co CpOKOM MCIIOJIHEHUS CBBIIIE TPEX MECALIEB BHOCUTCS B
anpec pykoBojictBa IlpaButenbctBa PecniyOnuku Kazaxcran uinum PykoBomuTento
Amnmaparta [IpaBurensctBa PecyOnuku Kazaxcran opraHuzanuei-ucroaIHUTEIEM He
NO37Hee MATHAALATH padOYuX THEN JO UCTEYEHUS! CPOKA UCTIOTHEHUSI.

OTBETCTBEHHOE CTPYKTypHOE noapaziaeneHue Arnmapara [IpaBurenbcTBa
Pecny6nuku Kazaxctan He mo3aHee necaTd padouux JAHEW ¢ MOMEHTa MOCTYIUICHHUS
JAHHOTO NPEIJIOKEHHUS NPOBOAUT IPOBEPKY IO BOIPOCY BBIACHEHUS IPUYUH
HEUCIIOJHEHHUS IOPYYEHUS U 110 €€ PE3yIbTaTaM F'OTOBUT IKCIIEPTHOE 3aKIIFOUCHUE.

Caocka. Ilaparpad 7 nononaes nmyHKToM 103-7 B COOTBETCTBUH C
noctanopyiieHueM IIpaButensctBa PK oT 30.11.2020 Ne 809; B penakiiuu
noctanoBneHus [IpasutensctBa PK oT 17.03.2023 Ne 236 (BBOAUTCS B ICUCTBUE TIO



UCTCUYCHHH JIECATU KaJICHJAPHBIX JTHEH MOCIIe JTHS €ro MepBOTro 0pUIIHaTBLHOTO
OIMyOJIMKOBaHUA).

103-8. B ciyuae BHeceHHs] NMPEIJIOKEHHUS O MPOIJICHUU CPOKA UCIOJHEHUS
NyHKTOB akToB W nopydenuil [lpesmaenta Pecnybnuku Kazaxcran, PykoBojcrsa
Anvunuctpauun Ilpesunenta Pecny6nukum Kaszaxcran Oomnee nByx pas,
paccMaTpUBaEeTCs BOMPOC O HAKA3aHUU MEPBBIX PYKOBOAUTENEH OpraHU3alui.

Cuocka. [Taparpad 7 nonosnnen nmynkroM 103-8 B cOOTBETCTBHM C
noctaHoBieHueM IIpasurensctBa PK ot 30.11.2020 Ne 809.

103-9. IIpoaneHue CpOKOB HMCIOJIHEHUS JUYHBIX nopydeHuil [Ipesmpenrta
Pecnybmuku Kazaxcran ocymectBisiercs Toiabko IIpesmmentom PecmyOnuku
Kazaxcras.

Caocka. Ilaparpad 7 nononHes nmyHkToM 103-9 B COOTBETCTBUM C
nocranosieHueM [IpaButenscTa PK ot 30.11.2020 Ne 809.

104. Axtel u mnopyuenusa IIpaBurtenbctBa PecnyOnuku Kaszaxctas,
[Ipembep-Munuctpa Pecnyonuku Kazaxcran, ero 3amectuteneit i PykoBoautens
Arnmnapara [IpaBuTenscTBa cTaBATCS Ha CIEAYIOIIMUE BUIbI KOHTPOJIA:

1) cpouHBIii KOHTPOJb C IOMETKAMHU "BEChbMa CPOYHO'" — B TE€YEHHUE OJIHOTO
pabouero JIHs cO JHS MOCTYIUICHUS Mopy4eHus, "cpouHo", "yCKopuTh" — He To3/IHEE,
4yeM 3a TpU paboyuXx JHs, €CJIM UHOE HE YCTAHOBJICHO COOTBETCTBYIOIIUM MOPYUEHHUEM;

2) KpaTKOCPOYHBI KOHTpPOJIb, HE MO3JHEE, YeM 3a MATh pabouux JHEH 110
YCTAHOBJICHHOTO CPOKa MCIIOJIHEHUS, €CIIM MHOE HE YCTAHOBJIEHO COOTBETCTBYIOLIUM
MIOPYUYEHUEM;

3) cpeaHeCpOUHBI KOHTPOJIb, HE MO3JHEE, YEM 3a JIECATh padouux THEH 110
YCTAHOBJICHHOT'O CPOKa MCIIOJHEHUS, €CJIIM MHOE HE YCTAHOBJIEHO COOTBETCTBYIOLIUM
NIOPYYEHHEM;

4) nonrocpoYHbI KOHTPOJIb, HE MO3/IHEE, YEM 3a JIBa/LIaTh pabouux AHEH 10
YCTaHOBJICHHOTO CpOKa MCIOJIHEHUS, €CIM HHOE HE YCTAHOBJIEHO COOTBETCTBYIOIIUM
IIOPYYEHHUEM.

CpOoKr HCTONTHEHHUS MOPYYEHUH, YCTAHOBICHHBIE B aKTaX U MOPYYEHUSIX
[IpaBurensctBa PecniyOnuku Kaszaxcran, [Ipembep-Munuctpa Pecriyonuku Kazaxcran
, ero 3amectuteneit wim PykoBomutenss Amnmapara IIpaBurensctBa PecnyOnuku
Kazaxcran, ucuucistorcs B paboyux THAX CO JHS UX MOCTYIUIEHHS B OPraHU3aLHIO.

B ciyuasnx, eciu B IIOpYy4YEHHUIX HE yKa3aHbl CPOKH, TO OHU HCIIOJIHSIOTCS B
MECAYHBIA CpPOK ¢ BHeceHMeM uHpopmanuu B aapec [IpaButensctBa PecnyOnuku
Kazaxcran, I[lpembep-Munuctpa Pecny6nuku Kazaxcran, ero 3amectureneil wiu
Pykosogutens Anmnapara [IpaButensctBa Pecriyonuku Kazaxcran.

Kontponsnasie mopyuenus [Ipesunenta Pecnybnuku Kazaxcran u PykoBoaurens
Anvunuctpanuu [lpesunenta PecnyOnuku Kazaxcran c pe3ononusMu K HUM
[Ipembep-Munuctpa Pecnyonuku Kazaxcran, ero 3amectureneid u PykoBoaurens



Amnmapara [IpaButennbctBa PecniyOnuku KazaxcTan UCTIOTHSIOTCS OpraHU3aIiusMU He
no3aHee 20-AHEBHOTO CPOKa CO JIHA MOPYUYEHHUS, €CIIU B MOPYUYEHUSAX HE YCTAHOBJICHbI
uHble Cpoku. OpraHu3anusi-COMCMOTHUTENIb HaMpaBiIseT CBOK HWH(OpMaIuio
OTBETCTBEHHOW OpPraHU3aLMHU-UCIIOIHUTENI0 HE MO3JHEE 4YeM 3a MATh JHEeH 10
MCTEYEHUS] YCTAHOBIEHHOTO CPOKa.

Caocka. ITynkt 104 ¢ u3MeHEeHUsIMU, BHECEHHBIMU MOCTAaHOBJICHUEM
[TpaButennsctBa PK o1 17.03.2023 Ne 236 (BBOAMUTCS B JCHCTBHUE MO UCTCUCHUU JCCATH
KaJICHJApHBIX JIHEU MOCIIE JTHS €ro MepBOT0 OPHUIIMATHHOTO OITyOJINKOBAHUS).

105. Cpoxku uCHONHEHUS NPOTOKOJIBHBIX IMOPYYEHUU, COIACPKAIIUXCS B
npotokosax 3acenanuii [IpaButensctBa Pecnybnuku Kazaxctan u coBemaHuil y
I'maBel rocynapctBa, pykoBojacTBa IIpaBurenncrBa PecnyOnuku Kazaxcran u
PykoBoautens Anmapara [IpaBurenscrBa PecnyOnuku KazaxcraH, ncuucistorcs co
IHS TIpoBejeHus 3acenanus (coBemanusi). B Tom ciyuae, ecnu Ha 3acegaHuu (
COBEIIaHUU) OBbUT Ha3BaH CPOK HCIOJHEHUS KOHKPETHOrO TMOpPYUYEHHUs, TO
COOTBETCTBYIOIIME OpraHU3alMKM, B aJpec KOTOPHIX ObUIO JIaHO MOpyYEeHUE U
peACTaBUTENIM KOTOPBIX MPUCYTCTBOBAIM Ha 3aCelaHUM (COBEIIAaHUH ), MPUCTYMAIOT K
UCIIOJTHEHUIO TMOPYYEeHUN cpa3y Moclie 3acenaHusi (COBEIIaHUs), HE MOKHUIASACH
NOCTYIUIEHUS! K HUM MPOTOKOJIA 3aceaHusl (COBEILaHus).

Cuocka. I[Tynkr 105 - B penakiuu noctanoBnenus [IpasutensctBa PK ot
17.03.2023 Neo 236 (BBOAUTCS B ACHCTBHE MO UCTCUCHHUH JIECSATH KAJICHIAPHBIX JTHEH
MOCJIE JIHSI €70 MEPBOro O(PUIIMATBLHOTO OIyOJIMKOBAHHUS).

106. KoHTpoJIb HCIOJHEHUSI JOKYMEHTOB IO CYILIECTBY BONPOCA BO3JIATAETCS Ha
PYKOBOJUTENEH CTPYKTYPHBIX MOAPA3AEICHUNA WU JOJKHOCTHBIX JIMII.

KoHTpoJib 3a cpokaMHy HCHOJHEHHUS IOKYMEHTOB, 32 CPOKAaMHU PACCMOTPEHHS
oOpatnieHuii, cooOIeHUH, 3ampOCOB, OTKIUKOB U MPEIJIOKEHUN (U3UUECKUX U
IOPUINYECKUX JIUIT OCYIIECTBIsieTCs ciryxo0oii [IOY.

Cuocka. ITynkr 106 — B penakuuu nocranosienus [Ipasutenscta PK ot
31.08.2022 Ne 630 (BBOAUTCS B JICUCTBHE IO UCTCUCHUH JECITH KaAJICHIAPHBIX THEH
nocJie JHS €ro NepBoro opUIMaIbHOTO ONMyOIMKOBAHMUS).

107. IIpu opranuzanuu KOHTPOJISA UCITOTHEHHS NCcnob3yoTca PK®. KonTponbsHas
KapTOTEKa CUCTEMATU3UPYETCS M0 CPOKAM MCIIOJHEHUS JOKYMEHTOB, UCIIOTHUTEISAM,
rpyImnmnam J0KyMEHTOB.

108. IokyMEHT CHUMAETCsS C KOHTPOJISI PYKOBOJUTENIEM, TOCTABUBIIHUM €r0 Ha
KOHTPOJIb, WJIM 10 €ro nmopydeHuto — cayxooi J10Y.

109. ITpu cmene pykoBoautenei ciayk0bl JJOY u cTpyKTYpHBIX MOJpa3aelieHUi
NOKYMEHTHl U Jena, a Takke PK® k HUM nepenaroTcs BHOBb Ha3HAYCHHOMY
PYKOBOJUTEINIO WM OTBETCTBEHHOMY JOJKHOCTHOMY JIMILY IO aKTy MpUeMa-repeayn



IMTaparpad 8. Ilopsnok ydera ¥ XpaHeHHUs II€9aTe, IITAMIOB U OJIaHKOB

110. Yder, ucnosb30BaHue, XpaHEHUE U YHUUYTOKEHUE MEYaTHO-OJaHOYHOMN
NPOAYKIIMH, TI€YaTeld, MITaMIOB, MNOJIEKAUIUX 3allUTe, U CPEACTB 3alIUThI
JIOKYMEHTOB OCYIIECTBIISIFOTCS JOKHOCTHBIMU JIMIIAMH, Ha3HAYaeMbIMH MPUKa3aMu (
pacropsiKEHUSIMU ) PYKOBOJIUTEIICH OpraHu3aiiuil.

111. T'ocynapcTBeHHass opraHu3aiys UMEeT OJHY IedyaTh ¢ MU300pakeHueM
INocynapctennoro I'ep6a PeciyOnuku KazaxcraHn.

[Ipy HEOOXOIUMOCTH CTPYKTYpHBIE MOJpa3AesieHUs] TOCYIapCTBEHHOMN
OpraHM3ali UMEIOT TeuyaTu (IITamIbl) ¢ uzoopaxkenueMm ['ocynapctBernHoro ['epba
Pecriy6nuku Kazaxcran v OqMHAKOBBIM TEKCTOBBIM COJIEP)KaHUEM, TEKCTOBAsI YacTh
JOTIOJTHSIETCS] TTOPSIAKOBBIM HOMEPOM HJIU CUMBOJIOM (CHMBOJIAMH ).

112. Yuer nedyatHO-01aHOYHOM MPOTYKINH, TOAJICKAIIEH 3alUTE, B TOM YUCIIE C
uzo0Opaxxenuem [ocynapctBenHoro ['epba PecnyOnuku Kaszaxcran, Bemercss B
COOTBETCTBYIOIINX PETHCTPAIMOHHBIX YYETHBIX (popmax: »KypHajax, KapTOukax U
ABTOMATU3UPOBAHHBIX WH()POPMAIIMOHHBIX CHUCTEMaX, XypHaje ydyeTa U BbIAAYH
NE€YaTHO-0JaHOYHON NPOAYKUHMH, MOJJEkKalled 3amure, 1no (Gopme CcorjiacHo
npuioxennto 18 k HacrosiuuMm [IpaBunam.

XKypHan ydera u BblJJauu M1€YaTHO-OJIAHOYHOW MPOYKIIMH, TOJICKAILEH 3aluTe,
3aBOJIMTCS] HA KaXKJBIA BUJ MEYATHO-OJIAHOYHOMN MPOMYKIIMH, TIOJICKAIICH 3aIuTe.
bnanku ¢umek ¢ nzobdpaxenuem ['ocynapcrsenHoro I'epba PecnyOnuku Kazaxcran
HE IMOJIJICKAT CIEHUAIIBHOMY YUETY.

113. Boigaya 6:1aHKOB, MOJJIEKANIUX 3aIUATE, MPOU3BOAUTCS O] PACIUCKY B
COOTBETCTBYIOIINX PETUCTPAIIMOHHBIX YYETHBIX (opMax, MOPeayCMOTPEHHBIX
BEJIOMCTBEHHBIMU MHCTPYKLMSIMU OpPraHU3aLIHil.

114. Ilpu U3rOTOBIEHUU KOMHUM TOKYMEHTOB, O()OPMJIEHHBIX Ha OJIaHKaX C
n3obpaxxkenuem Il'ocymapctBenHoro I'epba Pecnybmuku Kazaxcran, wu
MpeIHA3HAYECHHBIX JJI PACCBUIKH, MPOCTABIISIIOTCA HOMEpP JK3EMIUIApa M IedaTh
OpraHu3alyu.

115. Pa3MHOXeHHE U KOMUPOBAHUE CPEJCTBAMHU OTEPATUBHON monurpaduu
HE3aIO0JIHEHHBIX OJIaHKOB, MOJJICKAIINX 3alTUTE, HE JOIMYCKAIOTCS.

116. Yyer meuareii, mTamMmoB, ITOJUICKAIIUX 3allUTE, U CICIMAaIbLHOMN
IITEMIIEIBHON KPAacCKU ¢ XUMUYECKUMU JT00aBKaMH, UMEIOIIUMU HHIUBUIYaJIbHBIC
CBOMCTBA C LIEJBIO 3aIUTHI OT MNOAHEIKH, a4 TAKKE MX Bblauya BEAYTCA B KypHAJIE
ydeTa W BBbIJA4YM MedaTel, mTaMrnoB ¢ u3zoOpaxeHueMm ['ocymapcrBeHHoro ['epOa
Pecy6nuku Kazaxcran u cienuanbHOM MITEMIETHHOW Kpacku Mo opMe COTIacHO
npuioxennto 19 k nacrosmum [IpaBunam.

117. Ydaer neppeBBIX aBTOPYUYEK, 3AIIPABICHHBIX CIEIHAIBHBIMUA YEPHWIAMH C
XUMUYECKUMHU 100aBKaMH, UMEIOIMMH UHAUBUAYaJIbHbBIE CBOMCTBA C IIEJIbIO 3aIIUThHI



OT MOAJEIKH MOAIKUCEN TOJKHOCTHBIX JIUL, ¥ UX BblJa4ya BEAYTCS B XKypHaJC yuyeTa U
BBIJIJa4YM MEPHEBBIX aBTOPYUECK, 3aMPABICHHBIX CHEIUAIbHBIMU YEPHUIAMU, 10 hopme
corjlacHo npuioxenuto 20 xk HactoamuMm [IpaBunam.

118. 3aromoBKu peruCcTpalMOHHBIX YUYETHBIX (hOPM BKJIIOUYAIOTCS B HOMEHKIIATYPY
JIeJ1 OpraHu3aluu.

JIucThl )KypHAIOB HYMEPYIOTCS, MPOIIMBAIOTCS U ONEYAThIBAIOTCSI.

119. Ilepemaua npyromy JOJKHOCTHOMY JIHWILY HEHUCIOJIb30BAHHOU
NeYaTHO-0JIAHOYHOM MPOAYKIIMH, TIeYaTel, TaMIOB, MOJUISKAIUX 3allIUTe, a TAKXKe
CPEIICTB 3allUThl JOKYMEHTOB M PETrUCTPALMOHHBIX YUYETHBIX (OPM K HUM
oopMIIIeTCSl aKTOM IpUeMa-Mepeaadyn MeYaTHO-0JIaHOYHON TPOIYKIINH, TeYaTeH,
HITAMIIOB, MOJJIEKAINX 3alIUTE, CPEICTB 3alIUThl JOKYMEHTOB M PETHUCTPAlMOHHBIX
y4eTHBIX (popM K HUM 110 opMe corsiacHO TprmitokeHuo 21 k Hacrosum [IpaBumam.

120. I1eyaTHO-01aHOYHAS MPOAYKIIHUS, [T€YATH, IITAMIIBI, TOJICKAIME 3AIIUTE, U
CpelcTBa 3alllUThl JOKYMEHTOB XpaHSATCA B ONEYaThiBa€MbIX celdax wumu
METaJNTMYECKUX IIKadax.

121. YHUUTOXEHNE UCTIOPUECHHOM MeYaTHO-01aHOYHOM MPOIYKIMH, MOAJIeKaAIEH
3alUTEe, MPOU3BOJAUTCS C COCTABJICHHEM AaKTa O BBIJCJICHUU K YHUYTOXKECHUIO
UCIIOPYEHHBIX IK3EMIUISIPOB MEYaTHO-O0JIAHOUYHOU MPOIYKIIUH, MOJJIEekKAIEH 3aIuTe,
no (opme corjacHo MpuiIokeHuto 22 k HacTosmmuM [IpaBuiaMm, U mpocTaBICHHEM
COOTBETCTBYIOIIUX OTMETOK B JKypHajlax y4yeTa M BbIJayd I€YaTHO-OJaHOYHOM
MPOAYKIHH, TOMJICKAIIEN 3aLIUTE.

122. YHUUYTOXKEHUE MeYaTeil U MTAMIIOB, HOAJEKAIIUX 3aIUTE, IPOU3BOJUTCS C
COCTAaBJIEHHEM aKTa O BBIJICJICHUH K YHUUYTOKEHUIO MMEYATEN U IITAMIIOB, MOJIEXKAIINX
3amuTe, Mo (opme coriacHo mpuioxkeHutro 23 k HactoamuMm [lpaBunam, u
MPOCTABJICHUEM COOTBETCTBYIOIIUX OTMETOK B KypHajie y4eTa M BbIJIAUM MEeYaTew,
mTamMnoB ¢ uzoopaxkenueM ['ocymapctBenHoro I'ep6a PecmyOnuku Kaszaxcran u
CIIEUAIBHOW IITEMIIEIIBHOM KPACKH.

123. YHUYTOXKEHHUE CPEJICTB 3alIUThl JOKYMEHTOB (B TOM YUCJIE€ €MKOCTH U3-T10]T
CHEIUAIIBHBIX YEPHWI M IITEMIIEIBHOW KpAacKW, HCHOPYEHHBIE IITEMIICIbHBIE
MOJYIIKH, 3aIlpPABICHHBIE CIEHHUATbHBIMU IITEMIICIBHBIMU KpPAacKaMH, IEpPbEBBIC
aBTOPYYKH, 3alpaBJICHHbIE CHEUHAJbHBIMH YEpHUJIAMH) MPOU3BOJIUTCI C
COCTABJIEHUEM AKTA O BBIICJICHUU K YHUUTOXKECHUIO CPEJICTB 3aLIUTHI JOKYMEHTOB, 110
dbopme cormacHo mpuiioxkeHuro 24 K Hactosmum lIpaBunam, U mpocTaBiIeHUEM
OTMETOK B COOTBETCTBYIOIIMX KypHAJIaX y4eTa U BhIAAYM.

124. ITpu peopranuzaiuu Wik JUKBUJALNN OPTaHU3AIUU, IPUHSATUA PEIICHUS O
CHATUU C ydeTa ¢uiuana (IpeacTaBUTEIbCTBA) YHUUTOXKEHUE HEHCIOJIb30BAHHON
NeYaTHO-0JIAHOYHON MPOJYKIIUY, MeYaTel, ITaMIIOB, MOJJICKAIUX 3alIUTE, a TaKKe
CPEJCTB 3alllUThl JTOKYMEHTOB MPOU3BOJUTCS C COCTABJICHHEM aKTOB, MO dopmam
corlacHo mnpuiioxkeHusMm 23, 24, 25 x HacrosmuMm [IpaBunam, yTBep:KaaeMbIX



PYKOBOJIMTENEM OpPraHU3allMy WJIW Mpece/laTelIeM JIMKBUIAIUOHHOW KOMHUCCHUH, U
IIPOCTABJICHUEM OTMETOK B COOTBETCTBYIOIIMX KypHaIaX y4yeTa U BbIAauH.

YHUUTOXKEHNE WIH JTalibHEIIIee XPaHEHUE KYPHAJIOB U IPYTUX PETUCTPALIUOHHBIX
Y4ETHBIX ()OPM OCYIIECTBIISIOTCS B COOTBETCTBUU C 3aKOHOAATEIHCTBOM PecmyOmuku
Kazaxcran mno coriacoBaHWi0O C YHOJIHOMOYEHHBIM OpPraHOM WM MECTHBIM
UCIIOJTHUTEIbHBIM OpraHoM 00JacTH, TOPOJIOB PECcHyOJUKAHCKOTO 3HAYEHUS U
CTOJIMIIBI.

125. TIpoBepka HAIMUYMS SK3EMILISIPOB NIEYATHO-OJIAHOYHOM MPOAYKIUH, TIeYaTei,
MITAaMIIOB, TOJICKAIIMUX 3alIUTE, U CPEACTB 3alUTHI JOKYMEHTOB MPOU3BOJAUTCS HE
peke OAHOTO pa3za B roji KOMHUCCUEH, CO31aBaeMOil MpPUKa30M (PacropsKeHUEM )
pykoBoauTens opranuzanur. OTMETKH O pe3yJibTaTax MPOBEPOK MPOCTABISIOTCS B
KypHaJlaX ydeTa W BblJAa4u corjacHo mnpuioxkenusam 20, 21, 22 xk HacTOAIIUM
[IpaBunam.

126. IIpu ytepe neuatu (mrammna) ¢ uzooOpaxenueMm ['ocynapcrBenHoro ['epba
Pecny6nuku Kazaxcran mpeanpuHUMaroTCs Bce HEOOXOIMMBIE MEPHI MO PO3BICKY, B
ciay4yae OTpPHUIATEIbHOTO pe3yJibTaTa pO3bICKAa COCTaBISIETCS akT 00 yTepe
IPOU3BOJIBHON (hOPMBI, YTBEPKIAEMBIN PYKOBOJAUTEIEM OpTaHU3AIIHH.

ITaparpa¢ 9. ITopsanok cocTaBIeHAA HOMEHKIATYPH A€, GOPMHPOBAHKSA M XpaHESHHA €T

127. HomeHnkiaTypa Jell OmpeJHa3HauyeHa sl TPYyNIHUPOBKU HCIOIHEHHBIX
JTOKYMEHTOB B JieJIa, CHCTEMaTU3aIluU U ydeTa JieJl, ONPEIeJICHUs] CPOKOB UX XPaHCHUS
U SIBJSIETCSL OCHOBOM JJIsi COCTABJICHUSI OMMCEN JieJl MOCTOSSHHOTO U BPEMEHHOTO (
cBbiie 10 yet) XxpaHeHusl, a TakKe yuyeTa Aesl BpeMeHHOro (710 10 JieT BKIIOYUTENBHO)
XpaHEHUSI.

128. B HOMeHKNaTypy JeJl BKJIIOYAIOTCS BCE JOKYMEHTBI, CO3JaBacMbI€ B
OpraHu3aliy ¥ MOCTYMNAalolNe B OpraHU3alUi0. DJIEKTPOHHBIE JTOKYMEHTHI U 0a3bl
JAHHBIX BKIIFOYAIOTCS B HOMEHKJIATYPY JIe7 Ha OOIINX OCHOBaHUSX.

129. B HomeHnknarype nen ¢ukcupyercs popma JOKYMEHTa — 3JEKTPOHHAS C
yKa3aHueM HOCHUTENST HHMOpMAIUH W OyMaskHasl.

130. [Ipu cocTaBneHnH HOMEHKJIATYPHI J€JI PYKOBOJCTBYIOTCS YUpPEIUTEIbHBIMU
JOKYMEHTaMH, MOJOXKEHUSIMU O CTPYKTYPHBIX MNOAPA3/ICICHUSX, TOTKHOCTHBIMU
UHCTPYKIIUAMU pPAOOTHUKOB, THUIIOBBIMH, OTPACIEBBIMU (BEJOMCTBEHHBIMH)
NEepPeYHsIMHU JOKYMEHTOB C YKa3aHUEM CPOKOB XPaHEHHUsI, TAIIOBBIMU (MPUMEPHBIMHU )
HOMEHKJIaTypaMu JIeJ, CTPYKTYpo (IITaTHBIM paClMCaHUEM), TFIaHAMU U OTYETaMHU O
paboTte, U3yyarTCs BUABL, COCTAB U COJIEPNKAHUE JOKYMEHTOB, 00pa3ylolUXca B
NEeATeNIbHOCTH OpraHU3aLNH.

131. Homenknatypa aen no ¢opMe, COrjlacHO MPUIOKEHUIO 26 K HACTOSIIUM
IIpaBunam, cocraBiasgercs He mno3gHee 10 naekaOps KaleHIapHOIO Toja,
IPEAIIECTBYIONIETO CIAEAYIONIEMY KaJeHIapHOMY roay, ciyxooit JJOY Ha ocHoBe



HOMEHKJATyp A€l  CTPYKTYPHBIX  MOJpAa3AeNe€HUIl, MPEICTABICHHBIX
COOTBETCTBYIOIIUMH MOAPA3ACTICHUIMH.

Cuocka. I[Tynkr 131 — B penakuuu nocranosienus [Ipasutenscta PK ot
31.08.2022 Ne 630 (BBOIUTCS B ACHCTBHE MO UCTCUCHHUH JICCATH KAJICHIAPHBIX JTHEH
MOCJIE JIHSI €T0 MEPBOro O(PUIIMATBLHOTO OITyOJIMKOBAHHUS).

132. BHOBb cO31aHHOE MOJpa3/ieieHue B MECSYHBIH CpOK pa3padarbiBaeT
HOMEHKJIAaTypy AeJ MoJpa3/ieJIeHUus ¥ MpeIcTaBisieT ee B cinyx0y JIOVY.

133. HomeHnkuarypa fiej1 opraHu3aiuu MoJIMKUChIBACTCS PYKOBOJIUTENIEM CITYKObI
JIOY, cornacoBbIBaeTCA C JKCHEPTHOW KoMuccuer opranuzanuu (nanee — IK),
AKCIIEPTHOM MPOBEPOUYHON KOMHUCCHENH TOCYJApCTBEHHOTO apXuBa (MECTHOTO
ucnojHuTenbHoro oprana) (naisee — DI1K), B KOTOpBIM JOKYMEHTHI MepeaaroTcs Ha
IOCTOSIHHOE XPaHEHHUE, 3aT€M YTBEPKAAaeTcs (He IMO3/IHEe KOHLA TEKYIEero roja)
pykoBoautesniem opranusanuu v BHocutTcs B COJ[ m MC DA. CornacoBbeIBaeTcs
HOMEHKJIaTypa Jel1 C FOCYJapCTBEHHBIM APXUBHBIM YUPEXKICHHEM HE PEXKE OJHOTO
pasa B 5 JieT, ecii He ObLIO KOHIIETITYaJbHbIX U3MEHEHHUI B HOPMATUBHBIX ITPABOBBIX
aKkTax, QyHKIUAX U CTPYKTYpE OpraHU3aI1u.

Opranuzanuu, He SBISIOUIMECS UCTOYHHMKAMU TomnojgHeHuss HanuoHanbHOTO
apxuBHOTO (OHJA, MOTYT MPEACTABIATh HOMEHKIIATYPHI Aei Ha corjlacoBanue JIIK
YIOJHOMOYEHHOTO OpraHa, MECTHBIX MCIOJHUTEIBHBIX OPTaHOB 00JacTel, TOPOIOB
pecnyOIUKAaHCKOrO 3HadeHus u cTodaunbl uinu OK apxuBa HapaBHE ¢
OpraHU3alUSIMU-UCTOYHUKAMMU.

Caocka. ITynkrt 133 — B penakuuu noctanonyenus [IpasurensctBa PK ot
31.08.2022 Ne 630 (BBOAUTCS B AEHCTBHE MO UCTCUCHUH JCCATH KAJICHIAPHBIX JHEH
TIOCJIE JIHSI €T0 TIePBOTr0 O(PHUITHATBLHOTO OIyOJIMKOBAHMUS ).

134. HomeHnknarypa fien nedataercs B HE0OOX0IUMOM KOJIMYECTBE SK3EMILISPOB.
OnuH 3K3eMIUIsIp YTBEPAKAECHHOW HOMEHKIIATYPHI JI€JI XPAHUTCSI B TOCYAapCTBEHHOM
apXuBe, C KOTOPbIM OHA COTJIACOBBIBAIACH.

135. HomeHknarypa el B KOHIIE KaXJA0ro roja yTouHseTcs, coryacoBbiBaerca DK
OpraHHU3alNH, YTBEPKAAETCS PYKOBOJUTEIEM OPraHU3allMU U BBOJIUTCS B JACHCTBHE C
1 ssHBaps ciexyromero roaa.

Caocka. ITynkr 135 — B penakuuu noctanonyienus [IpasurensctBa PK ot
31.08.2022 Neo 630 (BBOAMTCS B IEUCTBHE MO UCTEUEHHUH JIECATU KAJICHJAPHBIX JHEH
TIOCJIE JIHSI €T0 TIePBOTr0 O(PHUITMATBLHOTO OIyOJIMKOBAHMS ).

136. Ha3BanusimMu pa3ziesioB HOMEHKIATYPhl A€ SIBIAIOTCS HAaUMEHOBAHUSA
CTPYKTYPHBIX TMOJIpa3/IeJICHU, KOTOpPbIE€ PACIOJIAaTalOTCd B COOTBETCTBUU C
YTBEPKACHHOM CTPYKTYypoW opranuszanuu (mratHoe pacnucanue). [lepBoiit pazgen
HOMEHKJIATYpbl JIeJI BKJIIOYAeT 3arojlOBKU JEIN, COAEpKalllhe paclopsIuTEIbHYIO
JOKYMEHTAllMI0 M JOKYMEHTBHl KOHCYJIbTaTUBHO-COBELIATEIbHBIX OPraHoB,
BO3IJIABJISIEMBIX PYKOBOJCTBOM.



137. lokyMeHThI ¢uiaraioB (MIpeACTaBUTENBCTB) BHOCSTCS B KQUE€CTBE Pa3/iesioB B
HOMEHKJIATYypy JI€] OpraHu3aluu.

CaMoCTOATENBHBIM pPa3/IeIOM HOMEHKJIATYPHI TNl SIBISETCS HAaMMEHOBAHUE
0O01IIeCTBEHHBIX 00beAMHEHUH. JJaHHbII pa3en pacrosiaraercs rnocjie BCceX pa3/esoB
HOMEHKJIATYpPHI JI€] OPraHU3aLUu.

Caocka. ITynkr 137 — B penakuuu nocranosienus [Ipasutenscta PK ot
31.08.2022 Ne 630 (BBOAUTCS B ICHUCTBHE IO UCTCUCHUH JECITH KAICHIAPHBIX THEH
1ocJie JHS €r0 EPBOro O(PUIIHATIBEHOTO Oy OJIMKOBAHMUS).

138. Jlyis opranuzanuu, He UMEIOIIEN CTPYKTYpPbl, HOMEHKJIATypa JAed CTPOUTCS MO
POU3BOJICTBEHHO-OTPACIEBOM WM (PYHKIHMOHANIBHOW cxeMe. HanmeHoBaHwms
pa3zieJIoB COOTBETCTBYIOT HAIIPABJICHUSAM AESATEIbHOCTA OpTraHU3ALIHH.

139. JIns noABEIOMCTBEHHBIX OpraHU3aldid ¢ OAHOPOJIHBIM COCTABOM JIOKYMEHTOB
cayxk6oit  JIOY  BeimecTosmero opraHa (BBIIIECTOSIICH OpraHu3aIvm)
pa3pabaThIBatOTCS TUIIOBBIE (TPUMEPHBIE) HOMEHKJIATYpbI Jed. Takue HOMEHKIIATypbl
MOJJIE)KAT COTJIACOBAHHUIO C YIOJHOMOYEHHBIM OpPraHOM WJIM MECTHBIMU
UCIIOJIHUTENbHBIMU OpraHaMH 00JIacTei, TOPOIOB pecnyOJUKAHCKOIO 3HAYEHUS U
CTOJIULIBI.

140. Cpoku XpaHeHUs IAEKTPOHHOU PErMCTPALMOHHON KOHTPOJIBHOM KapTOYKH
COOTBETCTBYIOT CPOKAaM XpAHEHHS DJIEKTPOHHBIX JOKYMEHTOB. OJIEKTPOHHBIE
PErUCTPAallMOHHBIE KOHTPOJIBHBIE KAPTOUYKU XPAHATCS COBMECTHO C JJIEKTPOHHBIMU
JOKYMEHTAaMH, COOTBETCTBYIOIIMMH PETUCTPALMOHHBIMU  CBHUAETEIbCTBAMHU
AJEKTPOHHBIX HU(PPOBBIX MOJNUCEH, YBEIOMICHUSIMU-KBUTAHLIUSIMU O JIOCTaBKE
JAHHBIX AJIEKTPOHHBIX JOKYMEHTOB.

141. Cpoku XpaHeHHUsI DJIEKTPOHHBIX TOKYMEHTOB U 003aTEIHHOCTh O(DOpMIICHUS
OyMaXHBIX TMOJJMHHUKOB JIOKYMEHTOB YCTAHABJIMBAIOTCS TMEPEYHEM THUIOBBIX
JOKYMEHTOB, OOpa3ylouIuxcsi B  JESATEIbHOCTH TOCYIapCTBEHHBIX W
HEroCcyJapCTBEHHBIX OpPraHM3alUi, C YKa3aHUEM CPOKOB XPaHEHHUsI, YTBEP>KIAEMbIM
YIOJIHOMOYEHHBIM OPraHOM.

DNEeKTPOHHBIE TOKYMEHTHI, B TOM YHCJIE BIOKeHHbIE (aiiibl, Xxpanarcs B COJ1 B
TOM (opMare, B KOTOPOM OHH ObUTH C(HOPMHUPOBAHBI, OTIPABIECHBI WA MOJIYYEHBI, C
obecrieyeHUEM OJHOBPEMEHHOTO XpaHEHHUS CHOPMUPOBAHHBIX DIIEKTPOHHBIX
U (POBBIX MOAMUCEN MO COOTBETCTBYIOLIMMU AJIEKTPOHHBIMU JOKYMEHTAMH.

Caocka. ITynkrt 141 — B penakuuu noctanoieHus [IpaBurensctBa PK ot
31.08.2022 Ne 630 (BBOIUTCS B ACHCTBHE MO UCTCUCHHUH JICCATH KAJICHIAPHBIX JTHEH
MOCJIe JTHS €T0 MEePBOT0 O(PUIIMATIBHOTO OMyOIMKOBAHMS ).

142. IIpu ynopsigoueHur dIEKTPOHHBIX Ko JOKyMeHTOB B UC DA OHM JHOJIKHBI
(bopMHUPOBATHCSA UACHTUIHO OYMaKHBIM TTOIJTUHHUKAM.



Caocka. ITynkrt 142 — B penakuuu noctanoieHus [IpasurensctBa PK ot
31.08.2022 Ne 630 (BBOIUTCS B ACHCTBHE MO UCTCUCHHUH JIECATH KAJICHIAPHBIX JTHEH
MOCJIe JTHS €T0 MEePBOT0 O(PUIIMATIBHOTO OMyOIMKOBAHMS ).

143. XpaHeHue SJIEKTPOHHBIX JTOKYMEHTOB COIPOBOXKAAETCS XpaHEHUEM
COOTBETCTBYIOIIUX 3JIEKTPOHHBIX 0a3 aHHBIX, UCIOJb30BAaHHBIX OTKPBITBHIX KIFOUEH
ANIEKTPOHHBIX HU(PPOBBIX MOJNUCEN (PETUCTPAMOHHBIX CBUIETEIBCTB AIEKTPOHHBIX
IU(pPOBBIX MOANMKMCEN) M MPOrpamMM, PeaTu3yIIIUX MPOLECChl (POPMUPOBAHUA U
IPOBEPKU 3JIEKTPOHHBIX HU(PPOBBIX MOANUCEH 3JIEKTPOHHBIX JOKYMEHTOB.

144. Jlns OTKPBITBIX KIOYEH 3JIEKTPOHHBIX LHUMPOBBIX MOIAMNHCEH B
rocynapctBeHHbIx opranax u Y1 'O xpanstcs odopmieHHbIE B YCTaHOBICHHOM
NOpsiAKE JOKYMEHTBI (pPEerMCTpalMOHHbIE CBUJIETENIHCTBA), MOATBEPKIAOIINE
IPUHAIEKHOCTD JAHHBIX KJIIFOYe KOHKPETHOMY ydacTHUKY CO/1.

JIJIst KaKJI0rO OTKPBITOTO KJII0Ya XpaHUTCA MHGOpMaIus 0 Hayalle U OKOHYAHUU
cpoka ero aeictBus. [Ipu 3ToM 10CTyn K MaccuBaMm OTKPBITHIX KIIFOUEH, HAXOASIINUXCS
Ha OMEpPAaTUBHOM (BEJJOMCTBEHHOM) apXHUBHOM XpaHEHUU, OTPAHUYMBACTCS.

CoxpaHHOCTh, HaJJIeKallee MCIOJIb30BAaHUE HOCUTENEH HHPOpMaLUHU C
3aKPBITHIMH (CEKPETHBIMH) KIIFOYaMU JJICKTPOHHOW HM@pOoBOM moanucu (jaiee -
KJIFOUEBOM HOCHUTENb), a TAaK)KE MCIOJIb30BAHHME 3aKPBITBIX (CEKPETHBIX) KIIOUYen
AJIEKTPOHHBIX HU(PPOBBIX MOAMKUCEH U UX 3allUTa OT HECAHKIIMOHUPOBAHHOT'O AOCTYTIA
BO3JIArar0TCs Ha BIIAJIEIbLEB PETUCTPALIMOHHBIX CBUIETEIBCTB.

145. Ilpyn XpaHEeHUU 3IEKTPOHHBIX JOKYMEHTOB OOECIeuMBaeTCs NMpUBs3Ka (
CUHXPOHM3ALIMS) SJIEKTPOHHBIX JTJOKYMEHTOB U COOTBETCTBYIOIIMX OTKPBITBHIX KIIOUEH
ANIEKTPOHHBIX LIU(PPOBBIX MOJIUCEN.

146. Yuactauku COJ] obecrnieunBaroT 3alUTy OT HECAHKIIMOHUPOBAHHOTO JOCTYyIa
, HEIpeaHAMEPEHHOTO YHUYTOXEHHUS M (MJIM) HCKaKEHUS YYETHBIX JaHHBIX,
coJiepkauxcs B 0a3ax JaHHbBIX, a TAK)Ke 00€CIIeYNBAIOT CO3aHUE PE3EPBHBIX KOMUMN
AIIEKTPOHHBIX IOKYMEHTOB.

3amura wHQOpManuKM (IJIEKTPOHHBIX HH()OPMAIIMOHHBIX PECYypPCOB) B
UH(OPMALIMOHHBIX CHCTEMaX, B TOM YHUCJE B apXMBaX 3JEKTPOHHBIX JOKYMEHTOB,
CpPEACTB KpUNTOrpapuueckol 3aluuThl WH(OpPMAIUMHU, PEATH3YIOIHUX MPOLECC
dbopMHUpPOBAHUS U IPOBEPKHU AIEKTPOHHOU ITUGPOBOIA MOAMUCH (CPEICTB ANEKTPOHHOMN
nu(pOBON MOJNMUCH, KPUNITOIPAPUUECKUX KIHOUYEH), OCYIIECTBISETCS COBMECTHO C
opranu3anued, skcmiayatupyromed COJ[, yuactHukamu CDOJ[ B mnopsike,
YCTAHOBJIEHHOM HOPMAaTUBHBIMU IMPABOBBIMH aKTaMH YIOJIHOMOUYEHHOIO OpraHa B
chepe obecnieueHrss HHPOPMAITMOHHON 0€30ITaCHOCTH.

147. TocygapcTBeHHbIE OpraHbl OOECIEUMBAIOT JOCTABKY 3JIEKTPOHHBIX
JOKYMEHTOB 00beMOM He Ooisiee 95 MO, KOIMYECTBO BIOXKEHUW KOTOPOTO HE
npesbiaeT 80 aitnos.



IMTaparpag 10. ITopsamokx odpopMiIeHHI HOMEHKIIATYPHI J€J

148. B HOMEHKIATypy [€JI BKIKOYAIOTCS 3aroJIOBKH JIE€J, OTPAXKAIOIIUE BCE
JOKYMEHTUPYEMBIE YYaCTKU pabOThl OpraHU3allK, B TOM YHUCJIE JINYHBIE JI€1a, ONTUCH
nein, PK®, KoHTpoJIbHO-CIIpaBOYHBIE, TEMAaTHUECKNUE KAPTOTEKHU, a TAKXKE 0a3bl TaHHBIX

[leyaTHbie M31aHKS B HOMEHKJIATYPY JI€]1 HE BKIIOYAIOTCA.

149. B rpade 1 HOMEHKIATYphl A€d MPOCTABISIOTCS MHIAEKCHI Ka)XXJ0ro Jena,
BKJIFOYEHHOTO B HOMEHKJIATYypy. MHAEKC nena cocTouT u3 udpoBOro 0003HAUCHUS
CTPYKTYPHOIO TMOJApAa3JeIeHUs] M TMOPSAJKOBOrO HOMEpa 3arojioBka Jefa 1o
HOMEHKJIAType A€l B Ipejenax CTPYKTYpPHOTO MOApa3AeieHus. DJIeMEHThl WHJIeKCa
OTIIEJISIOTCS IPYT OT Apyra AeQUCOM.

B HOMeHKnaType nen peKOMEHAYETCS COXPaHATh MOPSJ0K PaCMOJIOKECHUS
OJIHOPOJIHBIX J€Nl B TMpejaenax pa3HbIX CTPYKTYPHBIX MOApA3JEICHUN, s
NEePEeXOAAIIMNX JAEJl NHIEKC COXPaHIETCS.

150. B rpady 2 HOMEHKIATYpHI Ie7T BKIIFOYAIOTCS 3ar0JIOBKH 1] (TOMOB, YacTei).
TpeOoBaHus K 3ar0JIOBKY:

1) 3aroyioBoK Jieyia JIOJKEH 4eTKO, B 00001meHHoN (opMe oTpakaTh OCHOBHOE
coJiepKaHUe U COCTaB JJOKYMEHTOB JIeNa;

2) He JomycKaeTcs yMoTpeOJieHWe B 3arojioBKe Jejla HEKOHKPETHBIX
dbopmynupoBok ("pazHele Matepuanbl", "oOmias mnepemnucka', "ucxomsiias
KoppecnoHaeHuus" "
000pOTOB;

3) 3aroJioBOK Jie€fla COCTOUT M3 BJIEMEHTOB, PAClojaraéMblX B CIIEAYIOIIEH

BXOOAITHEC I[OKYMGHTBI"), a4 TAaKKC BBOJHBIX CJIOB M CJOZKHBIX

MOCJIEI0BATEIIbHOCTH:

Ha3BaHUE BUJA JieNia (epenucKka, >KypHai) Wil Pa3HOBUIHOCTU JIOKYMEHTOB (
MPOTOKOJIbI, TPUKA3HI);

Ha3BaHHWE OpPraHU3aAllUM WIH CTPYKTYPHOTO MOJIpa3jiesicHus (aBTOp JOKYMEHTA),
Ha3BaHUE OPTaHU3AIMHU, KOTOPOW OyAyT aapecoBaHbl WU OT KOTOpPOH OymyT
MOJIy4EeHbI JOKYMEHTHI (aipecaT WM KOPPECTIOHIEHT JOKYMEHTA);

KpaTKOe CoJiepKaHUe TOKYMEHTOB J€JIa;

HA3BaHUE MECTHOCTH (TEPPUTOPHUH), C KOTOPOIl CBSA3AHO COJEPKaHUE TOKYMEHTOB
nena;

nata (mepuoj), K KOTOpor OTHOCSTCSA TOKYMEHTHI J1e1a;

4) B 3arojioBKax Jej, COJIepKaIIuX JTOKYMEHTHI 10 OJHOMY BOIPOCY, HO HE
CBSI3aHHBIX IMTOCJIEIOBATEIILHOCTHIO NCITOTHEHM S, B KAYE€CTBE BHUJIA JIeJa YIOTpeOseTcs
TEpMUH "TOKYMEHTHI'".

TepMmuH "nOKyMEHTHI" NPUMEHSETCS TAKXKE B 3arojOBKaX JIEJ, COAEP KAIIUX
JIOKYMEHTBI — MPUJIOKEHUS K KaKOMY JINOO TOKYMEHTY, U O(OPMIISIOTCS CJIeIYIOIIUM



obpazom: "lIporokon (- b1) 3acemanus (- uif) CoBera JUPEKTOPOB KOMMIAHUU U
NOKYMEHTHI K HUM'" uim "JIoKyMeHTBI K MPOTOKOJy 3acenanuss CoBeTa TUPEKTOPOB
KOMIIaHUHN";

5) B 3arosioBKax Jell, COAEPKAIUX MEePENUCKY, YKA3bIBAETCS, C KEM U MO KaKOMY
BOIPOCY OHa BeaeTcs (B Ciay4Yae BEACHUSA IMEPENUCKH C OJHOPOIHBIMU
KOPPECIOHACHTaMH, B 3ar0JIOBKAX YKa3bIBAE€TCA UX OOIIEe BUOBOE Ha3BAHUE);

6) B 3aroJIoBKax Jel, CoAepKalllhuX MEPENnucKy ¢ 0ojiee TpeMs pa3HOPOIHBIMU
KOPPECIOHAEHTAMHU, UX HAUMEHOBAHUS HE MEPEUUCIISIOTCS;

7) npu 0003HAYEHUH B 3aroJIOBKax J€Jd aJMUHHUCTPATUBHO-TEPPUTOPHUATBHBIX

€VHUL] YUYUTHIBAETCS CIIETYIOLIEE:

eclu coJep>KaHue Jella KacaeTcsi HECKOJbKUX OJHOPOJIHBIX
aIMUHHUCTPATUBHO-TEPPUTOPUATIBHBIX €JIMHHUI], B 3ar0JIOBKE JieJia HE YKA3bIBAIOTCS UX
KOHKpETHbIE Ha3BaHMUs, a yKa3bIBaeTCs UX 00Iee BUOBOE Ha3BAHUE;

€CJIM COJIEpKAaHUE JieJla KAacaeTcs OJHOM aIMUHUCTPATHBHO-TEPPUTOPHATBHOM
eAVHUIIBI (HACEJIEHHOTO IMyHKTA), ee (ero) Ha3BaHHE YKa3bIBACTCS B 3ar0JIOBKE JIEIa;

8) B 3arojoBKax JIeJl, COJAEpk AUIUX MIAHOBYIO WJIM OTYETHYIO TOKYMEHTAIIUIO,
yKa3bIBaeTcs nepuol (KBapTal, roi), Ha (3a) KOTOPBI COCTaBJIEHBI IIAHBI (OTYETHI);

9) 3aronoBKH Cy/1€0HBIX, CIEICTBEHHBIX, JIMYHBIX, IEPCOHATBHBIX, APOUTPAKHBIX
7ed, a TaKXke Jel, COJAEpXkaIIUuX ITOKYMEHTHI, CBSI3aHHBIE IOCIIEIOBATEIHHOCTHIO
JENIONPOU3BOACTBA [0 OTHOMY BOIIPOCY, HAUMHAIOTCS cO cioBa "Jleno";

10) eciin neno OyeT cocToATh U3 HECKOJIBKUX TOMOB MJIM YaCTEH, TO COCTABIIAETCA
oOIIuii 3ar0JI0BOK JIeja, a 3aTeM COCTABIISIOTCS 3ar0JIOBKH KaXKJI0TO TOMA WUJIM YacTH,
YTOYHSIOIINE COACPKAHUE 3ar0JIOBKa JIeTa.

151. 3aronoBku [e1 BHYTPU Pa3leIOB HOMEHKJIATYpPbl PacCIoOJIaraloTcs B
COOTBETCTBUHU CO CTEMEHBIO BAXHOCTU JOKYMEHTOB, COCTABIAIOUIUX Jie€Nla, U X
B3aMMOCBS3bIO.

Bnauane pacrnonaratoTcsi 3arojioBKH JIeJl, COAEpKAIIMX HOPMAaTUBHYIO MTPABOBYIO
nokymeHTauuro. [Ipu 3ToM 3aroyioBKM 1€, CoAepKaluX MOCTAHOBIEHUS U IPUKa3bl
BBILIECTOSIIMX OPraHU3alMi, PacloaratoTCa Mepe] 3aroJOBKaMH AEN C IPUKAa3aMHU
opranu3auuu. Jlamee pacrojararoTcsi 3arojoBKH J€N, COAEpKalluX OCTAJIbHbIC
IIPaBOBBIE AKThI, & TAK)KE MIAHOBBIE K OTYETHBIE JOKYMEHTHI.

[IpoekThl pacnopsaUTEIbHBIX JOKYMEHTOB, JOKYMEHTHI MO UX MOJTOTOBKE,
W3MEHEHUS K IUIaHaM, OCHOBAHUS K MpHKa3aM MOMENIAIOTCS B HOMEHKJIAType Jei
BCJIE/ 32 COOTBETCTBYIOIIMMU OCHOBHBIMH JJOKYMEHTaMHU.

3aroyioBKM Jell, 3aBEACHHBIX MO reorpauyeckoMy M KOPPECHOHAECHTCKOMY
pU3HaKaM, BHOCSTCS B HOMEHKJIATYpY el Mo andaBuTy reorpadpuuecknx Ha3BaHUU U
KOPPECIIOHIEHTOB.



3aroyioBKH JIeNl yTOUHSIOTCS B Tipotiecce hopmupoBanus u opopmiienus nen. Ecnu
B TEUECHHUE T0Jla BO3HUKAIOT HOBBIE JOKYMEHTUPOBAHHBIC Yy4YacTKH palOOThI, HE
pEeAYyCMOTPEHHBIE JI€]1a, OHH JIOMOJTHUTEIBHO BHOCATCS B HOMEHKIIATYPY.

152. I'pada 3 3anonHsieTcs MOCIE 3aBEPIICHUS] KAJIeHIapHOT0 Toa.

153. B rpade 4 yka3bIBaloTCsl CPOKHM XpPaHEHMS JI€Ja CO CChUIKOW Ha HOMeEpa
NyHKTOB (cTaTei) THUMOBOIO WJIM BEJOMCTBEHHOrO (OTPacjeBOro) IMepedHs
JOKYMEHTOB C YKa3aHUEM CPOKOB MX XpaHEHHUs], MPU UX OTCYTCTBHHM — HA THUIOBYIO (
IPUMEPHYI0) HOMEHKJIATYpPY JEJl.

154. B rpade 5 cimyx60ii JIOY yka3pIBatoTCsl HAMMEHOBAHUS MEPEYHs TOKYMEHTOB
, TUTIOBOW (MpPUMEPHON) HOMEHKJIATYPhI J€J, UCIOJIb30BAHHBIX MPHU OMPEACICHUU
CPOKOB XpaHEHHMs e, U JICIAI0TCA OTMETKU O MEePexXOAsIIuX JeiaxX, 0C000 IEeHHBIX
JOKYMEHTax W Jejax, nepeaade A€l B APYroe CTPYKTYPHOE MOApAa3JIeICHUE WIIH
OpraHM3alMI0 JJIs1 UX MPOAOJDKEHHS, B apXUB OpraHU3alli, HAIMYUH 3JIEKTPOHHBIX
KOIUM IOKYMEHTOB, BUJIE U MECTE XpaHEHUS UX HOCUTEIEH.

155. Tlo okOHYaHUM TOjJla OCYLIECTBIISIETCS CBEpKa (YTOYHEHUE) 3aroJIOBKOB
HOMEHKJIATYyphI Jie]l ¢ (PAKTUUECKUM COCTaBOM JIOKYMEHTOB JieJia U UX COJACPKaHUEM.
B koHIle HOMEHKIAaTypbl JIe] JeIaeTCs UTOTOBask 3aluCh O KOJIUYECTBE 3aBEIACHHBIX
Jie] TOMOB WJIM YacCTH.

Ntorosas 3anuch 0 KOJIMUECTBE 3aBEJAEHHBIX JI€J TOMOB WJIM YacTh BHOCUTCA B IC
DA 1pu ero HaJu4vuH.

Cuocka. ITynkr 155 — B penakuun nocranosienus [IpasurensctBa PK ot
31.08.2022 Ne 630 (BBOAUTCS B IEUCTBHUE MO UCTCUCHUU JECITH KAJICHIAPHBIX JHEN
MOCJIE JIHSI €70 MEPBOro O(PUITMATBEHOTO OMyOJIMKOBAHMUS).

IMaparpad 11. Ilopamox ¢opMupoBaHHS A€l

156. VcnonHeHHbIE HOKYMEHTHI (POPMUPYIOTCS UCHOJHUTENEM B Jiejia B
COOTBETCTBUM C HOMEHKJATypoi aesi. DopMupoBaHHe A€l BHE HOMEHKIIATYPBI 1€ HE
JIOITYCKAETCS.

157. Kontposb 3a hopMupOBaHUEM JIeNT OCYIIECTBIsET ciryx)0a JJOVY.
158. Ilpu hopmupoBanuu ei cOONIOAAIOTCS CIeayIoue TpeOOBaHNUS:

1) B geno moMmemniarTcsl TOJAbKO HUCIOJTHEHHBIE, MPABUIHLHO O(POpMIIECHHBIC
JOKYMEHTBI, COOTBETCTBYIOIIME IO CBOEMY COJEpPKAHUIO 3arojoBKy Jiela IO
HOMEHKJIaType Aell;

2) B JIeJI0 TOMENIAIOTCS BMECTE BCE JTIOKYMEHTBI, OTHOCSIIINECS K Pa3peIIeHHIO
OJIHOTO BOIpOCa.

[IpunoxkeHus K JOKyMEHTaM, HE3aBUCHUMO OT JAaThl UX YTBEPXKACHUS WU

COCTaBJICHUSI, MPUCOSTUHSIOTCS K JOKYMEHTaM, K KOTOPbIM OHU OTHOCSITCSI.
[Tpunoxenus o6bemMoM cBbIie 180 JIMCTOB COCTABISIOT OTACIBHBIN TOM, O YeM B
JOKYMEHTE JIENIa€TCsl OTMETKA;



3) COBMECTHO IpyHIHUPYIOTCS BEPCUH JOKYMEHTa Ha Ka3aXCKOM, PyCCKOM M MHBIX
A3BIKAX;

4) rpynnupyrorcs B Aesa JOKYMEHThI OAHOTO KaJ€HAAPHOIO T0Ja, UCKIIOUYEHNE
COCTaBJISIIOT TEpexoJsllue Jena, cyaeOHble Jeja, JUYHbIE JeJa, KOTOpble
GopMHUPYIOTCS B T€UEHHE BCEro nepuoja paboThl JTaHHOTO JHUIA B OpraHu3allii,
JIOKYMEHTBI BEIOOPHBIX OPTaHOB M WX MOCTOSIHHBIX KOMHUCCHUH, JEMyTaTCKUX TPYIIIL,
KOTOpbIE€ TPYNIUPYIOTCS 3a MEPHOJ HUX CO3bIBA, TOKYMEHTHl YUEOHBIX 3aBEIEHUU,
KOTOpbIe (POPMHUPYIOTCS 3@ YUEOHBIN roj, JOKYMEHThI TEaTpOB, XapaKTEepHU3yIOII1e
CLEHUYECKYIO JAESATENbHOCTD 3a TeaTpalbHbIA CE30H, UCTOPUHU OOJIE3HEH;

5) pa3zaesbHO TPYyNNUPYIOTCS B JA€NIa JOKYMEHTHI OCTOSHHOIO U BPEMEHHOTO
CPOKOB XpaHEHMS, a TaKK€ HUTOTOBbIE, JTalHbIE M TMPOMEXKYTOUHBIE OTYETHI
HAy4HO-UCCIEA0BATENbCKON JTOKYMEHTAIMU, ONBITHbIE OOpaslibl, OINBITHBIE CEPUH,
YCTAaHOBOYHBIE CEPUU HA YCTAHOBUBILIEECS CEPUMHOE MPOU3BOACTBO KOHCTPYKTOPCKOM
U TEXHOJIOTMYECKON JOKYMEHTAllMU, pa3jIu4yHble CTaAUU MPOCKTUPOBAHUA U
OT/ICJIbHBIE YAaCTU MPOEKTHO-CMETHON JOKYMEHTAaIlMU, H300pEeTeHHUs, IO0JIE3HbIE
MOJIeJIM, MPOMBIILIEHHbIE 00pa3lbl, 3aIBKU HA BbIIa4y OXPAHHOT'O JOKYMEHTa IO
Ka)KJJIOMY BHJly IaT€HTHO-JIULEH3UOHHOMN TOKYMEHTAaLNN;

6) TererpaMMbl, KCEpPOKOMUU (pakcorpaMmbl, TeaehOHOrpaMMbI TTOMEIIAIOTCS B
7iesia Ha OOIIKX OCHOBAHMSIX B COOTBETCTBUHU C HOMEHKJIATYPOH J€T;

7) B €0 HE MOMENAI0TCs JOKYMEHTHI, MOJIJIekKAIIe BO3BPaTy, YEPHOBUKHU U
JUIIHAE 3K3EMIUISPBL;

8) o 00beEMyY J1e7I0 MOCTOSSHHOTO CPOKA XpaHEHUs He JOJDKHO MpeBbimath 180
JHUCTOB;

9) npu HaNMMYUU B JIeNie HECKOJIBKUX TOMOB (YacTeii) Homep (MHIEKC) U 3ar0JI0OBOK
JieJia MPOCTABIISIOTCS HA KaXKJIOM TOME ¢ J0OaBJICeHHEM HyMepaluh TOMOB (4acTei), B
nociieJHeM ToMme (4acTH) 1o6asisieTcs ciioBo "mocnenuuii” ("mocnenuss").

DOneKTpOHHBIE Jlefla HAa TOMa (YacTu) He pasjaensiorcs. Bce aiiekTpoHHBbIE
JOKYMEHTBI HE3aBUCUMO OT UX 00beMa BKIIOYAIOTCS B OJJHO 3JIEKTPOHHOE JEIIO.

Cuocka. ITynkr 158 — B penakuuu nocranosienus [IpaButenscta PK ot
31.08.2022 Ne 630 (BBOAUTCS B ICHCTBHE IO UCTCUCHUH JECATH KAICHIAPHBIX THEH
1ocJie JHS €r0 IEPBOro O(PpUIIMAILHOTO Oy OJIUKOBAHMUS ).

159. JlokyMeHTBI BHYTpPHU JI€Ja pacloJlaraloTcsi CBEpXY BHU3 B COOTBETCTBUU C
NIOCJIEOBATENBHOCTHIO PEIIEHHUS BOIIPOCa (XPOHOJIOTMYECKOM MOPSAIKE M0 PEIIAEMBIM
BOIIpOCaM) WJIM B Haydalie Jejia MOMENIAeTCs WHULMATUBHBIA JOKYMEHT, 3aT€M —
JOKYMEHT C OKOHYATEJIbHBIM PELIEHUEM BOMIPOCA, 1ajiee —I0KyMEHTHI, OCBEIIAIONINE
XOJ1 peuIeHus BOIpoca.

160. Bce mOKyMEHTBI OTYETHOTO M MH(POPMAIIMOHHOTO XapaKTepa MO UCIOTHEHUIO
AKTOB U MOPYYEHHI BBILIECTOAIINX OPraHU3alnid, B KOTOPBIX OpraHu3alus SBISUIACh
OCHOBHBIM HCIIOJIHUTENEM, (OPMUPYIOTCA B OTIEIbHBIE Jeja MO HalpaBICHUSIM



NESATENbHOCTH OpraHu3alMu. B oCTalbHBIX CiIy4asx 3TH JOKYMEHTHI TOALINBAKOTCS B
JIEJIO TEPENMNUCKH 3a TEKYIIUN TOI.

161. PacniopsauTenbHble JOKYMEHTHI TPYNIUPYIOTCS B Jiejia MO BUAAM U
XPOHOJIOTUM C OTHOCAIIMMHCS K HUM MPUIOKEHUAMHU. MHCTpyKuMH, NpaBuia,
NOJIOXKEHUS, YCTABBI, YTBEPKICHHBIE PACTIOPAIUTEIbHBIMU JTOKYMEHTAMH, SIBISIOTCS
NPUIOKEHUSIMA K HUM M TPYNIIUPYIOTCS BMECTE C YKa3aHHBIMHM JTOKyMeHTaMu. Eciu
K€ OHM YTBEPXIECHBI B KAYECTBE CAMOCTOSITEIbHOIO IOKYMEHTA, TO UX IPYNIIUPYIOT B
OTJICTIbHBIE JIENa.

162. Ilpuxaspl (pacnopspKeHUs)) MO OCHOBHOM JI€STENBHOCTH, MPUKa3bl (
pacnopspkeHus) MO  JIMYHOMY COCTaBy, aJMHUHUCTPATHBHO-XO3SHCTBEHHOM
NesTeNbHOCTU (POPMUPYIOTCS B OTJEIBHBIC JeNa.

163. IIpoTokoJbl B Jiefie pacroliaraloTcs B XPOHOJOTHYECKOM MOPSAJIKE IO
HOMEpaM BMECTE C JOKYMEHTAMH K HUM.

164. Ilepenucka rpynmupyercs 3a AEIONPOU3BOACTBEHHBIM IO U
CUCTEMAaTU3UPYETCSI B XPOHOJIOTMYECKOW MOCIEI0BATEIbHOCTH, IIPU 3TOM
JOKYMEHT-OTBET IOMeENIAaeTcsl 3a JOKyMeHTOM-3ampocoM. [Ipu Bo300HOBIEHUH
HNEpPENNUCKH IO OIpPEIEIEHHOMY BOIIPOCY, HadaBIIEWCS B MPEABIAYIIEM TOAY,
JOKYMEHTBHI BKJIIOHAIOTCS B JIEJIO TEKYIIEeTro rojia ¢ yKa3aHHMeM HHJIEKca Jena
IpeabLAYIIEro roa.

165. JIOKyMEHTBI B TMYHBIX JI€JIaX PACIOJIATAKOTCS B XPOHOJIIOTMYECKOM MOPSIKE B
COOTBETCTBHH C UX NOCTYILJICHUEM.

166. JluueBbie cyeTa 1mo 3apabOTHOM 1aTe GOPMHUPYIOTCS B OTJEIbHBIC JIeTa U
pacnoJiararorcs B HUX B ajl(p)aBUTHOM NOPAJIKE paMUINii paOOTHUKOB.

167. TpynoBbie 1OrOBOphl (POPMUPYIOTCS B COCTABE JIMYHBIX /1€ WIH OTACIBHO B
angaBUTHOM NOpsAaKe (pamMuiinii pabOTHUKOB.

168. Cnucku (pu3nyeckux JHIl U JOKYMEHTHI, TIOITBEPKIAIONINE TIEPEUUCIICHNE
00s13aTENbHBIX TEHCUOHHBIX B3HOCOB, 00s3aTeNbHBIX NPOdecCUOHATBHBIX
NEHCHOHHBIX B3HOCOB B €IMHBII HAKOMUTEIbHBINA NEHCHOHHBIN (poHA, popMupyrOTCS B
OJIHO JIEJIO.

Cnucku (pU3MYECKHX JIUI M JOKYMEHTBI, NOATBEPKAAIOIINE MEPEUUCICHUE
COILIMAJIBHBIX OTYUCICHUM, HOPMUPYIOTCS B OJTHO JIETIO.

Cnucku (U3MYECKHX JIMI U JOKYMEHTBI, TOATBEPKAAIOIINE MEPEUHCICHUE
B3HOCOB M0 00s53aTeIbHOMY COLMAIBHOMY MEIUIMHCKOMY CTPaxOBaHUIO,
bopMUPYIOTCS B OJTHO JAEJIO.

169. I1nanbl, OTYETHI, CMETHI, JIUMUTHI U IITATHBIE pacnucaHus GOPMUPYIOTCS B
COOTBETCTBYIOIIIHE JI€JIa TOTO roAa, Ha KOTOPBIA WA 32 KOTOPbIA OHH COCTABJICHBI,
HE3aBUCUMO OT JaThl UX COCTABJIEHUS, YTBEPKIACHUS WIH IMOCTYIUICHHUS.

170. Obparienusi, cooOIeHNUs, 3aPOCHI, OTKIUKU U MPEAJIOKEHUS PUINIECKUX U
FOPUINYECKUX JIUL (POPMUPYIOTCS B Jiea IO BOMPOCaM, HAlIPABJICHUAM AESTENbHOCTH



OpraHHU3allMl WM aJMUHUCTPATUBHO-TEPPUTOPHATIBbHBIM equHuuam. llpu
HE3HAUYUTENbHBIX O0BeMax oOpalleHuil, COOOIEeHUN, 3alpoCcoB, OTKIUKOB U
PEIIOKEHUIN omycKaeTcss GOpMHUpPOBaHUE e 10 (paMuIHsIM aBTOPOB OOpaIieHui,
COOOIIIEHU, 3aTTPOCOB, OTKJIMKOB U MPE/JIOKEHUHN B aj(haBUTHOM TIOPSIIKE.

Cuocka. [Tynkr 170 — B penakunn nocranosienus [Ipasurensctsa PK ot
31.08.2022 Ne 630 (BBOIUTCS B IEUCTBHUE N0 UCTCUCHUU JECITH KAJICHIAPHBIX JHEN
MOCJIE JIHSI €70 MEPBOro O(PUITMATBEHOTO OMYyOJIMKOBAHMUS).

171. DnexTpoHHBIE TOKYMEHTHI U 0a3bl TaHHBIX (POPMHUPYIOTCS B DJIEKTPOHHBIE
Jiena B COOTBETCTBUU C HOMEHKJIATYPOU Jied OpraHu3aiiu, OTAEIbHO OT JOKYMEHTOB
Ha OyMa)XKHOM HOCHTENE, B TOM MHPOPMAIIMOHHOW CHUCTEME, B KOTOPOW OHU ObLIH
co3/aHbl. OJEKTPOHHbIE 0a3bl JaHHBIX (OPMUPYIOTCS B OTHAENIbHBIE Jena,
HAaUMEHOBAHUE JIeJI COOTBETCTBYET HAUMEHOBAHUIO 0a3bl TAHHBIX.

Cuocka. ITynkr 171 — B penakuuu nocranosienus [Ipasutenscta PK ot
31.08.2022 Ne 630 (BBOAUTCS B ICHUCTBHE IO UCTCUCHUH JECIATH KaAICHIAPHBIX THEH
TIOCJIE JIHSI €T0 TIePBOT0 O(PHUITHATBLHOTO OMyOJIMKOBAHMUS ).

IMaparpad 12. ITopsaok opopmieHns aen

172. Jlena opraHu3auuu Mojuiexar o(GOpMIIEHHUIO NMPU UX 3aBEACHUU U IO
3aBEpILECHUU Io/1a ISl MOATOTOBKH Jieia K xpaHeHuto. OdopmieHue aena BKIOYAET B
ce0s1 KOMIUIEKC paboT MO OMMCAaHMIO Jiefla Ha OOJIOKKE, OpOIIIOPOBKE, HYMEpaIuu
JUCTOB M COCTABIICHHIO 3aBepuUTesbHOW Hajanucu. OdopmieHue aen mpoBOAUTCS
OTBETCTBEHHBIM JIMIIOM 32 BEJIEHUE JIEIONPOU3BOJACTBA CTPYKTYPHOTO MOAPA3ACICHNU,
IPY METOJUYECKOM MOMOIIM U MO KOHTposieM ciryk0b1 JJOY.

173. B 3aBUCHMOCTH OT CPOKOB XPAHEHUs MPOBOJUTCS MOJTHOE WM YACTUYHOE
odopmiienue aein. [lomHomy oopmiieHHIO MOJIEKAT Jiea MOCTOSIHHOTO, BpEMEHHOTO
(cBbimie 10 5et) xpaHeHuss U Mo JUYHOMY cocTaBy. [lomHoe odopmieHue nena
npexycMaTpuBaeT opopMIICHHUE PEKBU3UTOB OOJIOKKHU Jesia, HyMEpaluio JINCTOB B
Jiesie, COCTaBIICHUE JIMCTA-3aBEPUTENIS JieTa, IO JOpME COTIACHO MPUIIOKEHHIO 27 K
HactosuM [IpaBunam, coctaBieHre BHYTPEHHEH OMUCH TOKYMEHTOB Jiena, 1Mo ¢popme
COTJIaCHO MpUIIOkKEHHUI0 28 Kk HacTosiiuuM [IpaBunam, MOAIMIMBKY WK MEPEIUIET Jena,
BHECCHHE HEOOXOIMMBIX YTOYHEHUN B PEKBU3UTHI OOJIOKKH JIEa.

174. Ha 0610%Ke J1ej1a TOCTOSIHHOTO, BpeMeHHOTO (cBbIie 10 J1eT) XpaHeHus U 1o
JUYHOMY COCTaBY YKa3bIBAOTCS CIEAYIOIINE PEKBU3UTHL:

1) HauMeHOBaHUE OpTraHU3AINK, HAUMEHOBAHKUE CTPYKTYPHOTO MOAPa3ICTICHUS;

2) HaMMEHOBAHKME HACEJIEHHOT'O MMyHKTa, B KOTOPOM JIMCIOLIMPOBAaHA OpTraHU3alIMS,
HOMED (MHEKC) Aena;

3) 3aroioBoK jena, gaTta jena (Toma, 4acTH), KOJUYECTBO JINCTOB B JieNie, CPOK
XpaHeHUs Jiena;

4) apxuBHBIN mUdp nena.



175. PekBU3UTHI, MPOCTaBIsIEMbIe HAa 00JIOXKKE JIejia TTOCTOSHHOT'0, BpPEMEHHOTO (
cBbite 10 net) xpaneHus, opOpPMIISIFOTCS CIICTYIOMIUM 00pPa30M:

1) HauMEeHOBaHKE OPTaHU3AIUU B COOTBETCTBUU C YUPEAUTEIbHBIMU JOKYMEHTAMHU
YKa3bIBAa€TCs TMOJIHOCTHIO B MMEHHUTEIBHOM Majiexe, C YKa3zaHueM OQUIIUATIbHO
IPUHATOTO COKPAIIEHHOIO0 HaMMEHOBAHMS, KOTOPOE YKa3bIBAETCS B CKOOKax IoOcCie
MOJIHOT'O HAMMEHOBAHUS,

2) HaMMEHOBaHUE CTPYKTYPHOTO MOJIpa3/IeJICHHs] 3aMUChIBAETCS B COOTBETCTBUU C
YTBEPKJICHHOU CTPYKTYpPO, HOMEp JeNa - mpocTaBisiercs 1udppoBoe o003HaueHUE (
MHJIEKC) Jieia TTI0 HOMEHKJIIAType JeJl OpraHu3alluiy;

3) 3aroJ0BOK Jiejia MEPEHOCUTCS U3 HOMEHKIIATYPhI JIe, J1aTa Jieja - YKa3bIBaeTCs
rog (- bI) 3aBeJeHUS M OKOHYAaHUs Jella B JelionpousBojcTBe. [laroit nei,
COJIEpKaIlUX PACHOPSIAUTENBHYIO JOKYMEHTAIIUIO, & TAKKE COCTOSIIINX U3 HECKOJIBKUX
TOMOB (4YacTeil), SBJIAIOTCS KpailHHE JaThl JOKYMEHTOB JieJia, COOTBETCTBEHHO Jaarta (
YHUCJI0, MECSII, TOJ1) PErUCTpalluu (COCTaBIEHHUS) CAMOI'O0 PAHHETO0 U CaMOTO MO3AHETO
JIOKyMEHTOB, BKJIFOUCHHBIX B J1e)10. [laToil mpuiioskeHus K eny, chopMUPOBAHHOMY B
OT/ICJIbHBIN TOM, SIBJISIETCSI JaTa PETUCTPALIMM OCHOBHOTO JOKYMEHTA, IPUJIOKEHHUE K
KOTOPOMY MOMEIIEHO B 3TOT TOM. [Ipu 3TOM 4mciio u ro/1 0003HAYaIOTCS apaOCKUMHU
nudpamu, Ha3BaHUE MeECsIIIa MTUIIETCS MOJTHOCTBIO CIIOBAMM.

176. B nensx obecrieueHrs COXpAaHHOCTH U 3aKPEIUICHUS MOPSIIKA PACTIONOKECHHUS
JOKYMEHTOB, BKJIOUYEHHBIX B €710, BCE €ro JIMCThl, B TOM YHCIE pPE30JIOLNH,
COCTaBJICHHBIC HA OTACIHHOM JUCTE ((PUIIKH), KPOME JINCTA 3aBEPUTEIIS U BHYTPEHHEH
OMHUCH, HyMepyITCcsA. JIMCTBI HYyMEpylTCS YEpHBIM, MATKHUM, TpadUTOBBIM
KapaHJ1alioM, U(pbI TPOCTABISAIOTCS B IPABOM BEPXHEM YIITY JIUCTA.

177. lopsinok Hymepanuu JUCTOB Aena:

1) nmuct Gonee popmaTta A4, MOAIMIUTHIN 3a OTUH Kpal, HyMEpYyeTCs KaK OJUH JIUCT
B IIPAaBOM BEPXHEM YTIIY;

2) TOKYMEHTBI C COOCTBEHHOW HyMepaldeil JUCTOB, B TOM YHUCJIE NEYaTHBIC
U3/1aHus, MOTYT HyMEpOBaThCsl B OOLIEM MOPAJAKE UM COXPAHSATH COOCTBEHHYIO
HYMEpalnIo, €CJIM OHa COOTBETCTBYET MOPSIKY PACIIONI0KEHUS JTUCTOB B JIETIE;

3) AUCTBI 1€, COCTOSIIIUX U3 HECKOJBKUX TOMOB HJIM YacTed, HYMEpPYIOTCS IO
Ka)KJIOMY TOMY WJIM YaCTU OT/AEIBHO;

4) ¢otorpadum, yepTexu, AUArpaMMbl U JAPYTU€ WIIIOCTPATUBHBIE U
crenupuYecKkre JOKYMEHTHI, MPEACTaBISAIONINE CAMOCTOSATEIbHBIA JIUCT B JEJe,
HYMEPYIOTCS Ha 000POTHOM CTOPOHE B JIEBOM BEPXHEM YTIIY;

5) MOAUTUTRIE B JIEJI0 KOHBEPTHI C BIOKEHUSIMUA HYMEPYIOTCS — CHayaia KOHBEPT, a
3aTeM OYepeIHbIM HOMEPOM Kax0€ BIIO)KEHHE B KOHBEPTE;

6) MPUIOXKEHUSI K JIeNly, MOCTYMUBIIUE B Teperiere, oPopMISIOTCS Kak
CaMOCTOATENbHBIN TOM U HyMEPYIOTCSI OTIENBHO;



7) B ciydasx oOHapyKeHHs OOJIBIIIOTO YKciia OMUOO0K B HyMEpaIuy JINCTOB Jeia
NPOBOJUTCS WX MepeHyMmepalus (mpu MepeHyMepaluyd JUCTOB CTapble HOMeEpa
3a4EPKUBAIOTCS] U PSAJIOM CTABUTCS HOBBII HOMEP JIMCTA, B KOHIIE JIeJla COCTaBIIACTCS
HOBBIN JIUCT — 3aBEPUTEIIb, IIPU ATOM CTaPBIi JIUCT — 3aBEPUTEb 3aU€PKUBACTCS, HO
COXpaHSIETCS B JIETe);

8) mpu HAIMYMU OTIENbHBIX OMMOOK B HyMepalMu JIMCTOB JOMYyCKAaeTCs
ynoTpeOJieHHEe TUTEPHBIX HOMEPOB JIUCTOB.

178. Ilocne 3aBepuieHHs] HyMEpalUHW JUCTOB COCTABISAETCA 3aBEPUTEIbHAS
HAJIMUCh, KOTOpasi MOAMUCHIBAETCA €€ COCTAaBUTEJIEM C YyKa3aHHEeM pacIiiu(poBKU
HNOJAMKUCH, JOJIKHOCTU U JaThl COCTABJICHUSI.

Ecnu enqunuiia XxpaHeHHs] COCTOUT U3 TEKCTOBBIX U TpaUecKuX JOKYMEHTOB, TO B
3aBCPUTEIILHOM HAANHUCH KOJHWYECTBO JINCTOB C TEKCTOBOW W TpadudecKon
JOKYMEHTALMEN YKa3bIBAETCS Pa3/ICIbHO.

Bce nocneayroiue M3MEHEHHUSI O COCTaBE U COCTOSHUU Jiesia (MOBPEXIACHUS,
U3BSATHE JOKYMEHTOB) OTMEYAIOTCS B JIMCTE-3aBEPUTENIE CO CCHUIKOM Ha
COOTBETCTBYIOIIMM aKT.

KonudecTBO NUCTOB B Jielie TPOCTABIISIETCS. HA OOJIOKKE Jieja B COOTBETCTBHH C
UTOTOBOM HAJIIHCHIO.

Cnocka. ITynkr 178 — B penakuun nocranosienus [Ipasurensctsa PK ot
31.08.2022 Ne 630 (BBOAUTCS B IEMUCTBUE MO UCTEUCHUU JIECITH KaJEHIAPHBIX JHEN
MOCJIE JIHSI €70 MEPBOro O(PUIIMATBLHOTO OIyOJIMKOBAHHUS).

179. PexBu3uT "Cpok XpaHeHUs Jesia" MEepeHOCUTCS Ha OOJIOKKY Jenna U3
COOTBETCTBYIOIIIE HOMEHKJIATYPHI JIeJI IOCJE€ CBEPKH €r0 CO CPOKOM XpaHEHHS,
YKa3aHHBIM B IIEPEUYHSX JTOKYMEHTOB, C YKa3aHHEM CPOKOB XPAHEHUSI.

180. Ha nenax nmocTossHHOrO XpaHEeHHs TUIIETCSA — "' XPAHUTh TOCTOSTHHO .

181. ApxuBHnblii mudp aena (CoCTOUT U3 HoMepa (HoHIa, HOMEepa OMUCH U HOMEpa
Jiesia 1o OIMKCH) Ha 00JIOkKKaX JIeJl TTOCTOSSHHOTO XPaHEHUs MPOCTABIISIETCS B apXUBE
TOJIBKO ITOCJIE€ BKJIFOYEHUS 3THUX JIE] B Pa3/ieibl CBOJHBIX onucei, yreepxaeHHbIx IIIK
(1o TOTO OH MPOCTABJISAETCS KapaHIaIIoM).

182. Ilo okoHYaHUU Troja B HAANUCU Ha O0JOXKKAX JieJ MOCTOSHHOTO M
BpeMeHHOTO (cBbimie 10 jeT) XpaHeHHUs] BHOCSTCS YTOUHEHUSI — TP HECOOTBETCTBHUU
3arojIoBKa JIeJ1 Ha 00JIOKKE COJIEP>KaHUIO MOIIUTHIX JOKYMEHTOB B 3aroJjOBOK Jejia
BHOCATCS] U3BMEHEHUS U JIOMTOJTHEHUS.

183. Jlist ydeta JOKYMEHTOB OIPEAECICHHBIX KATETOPUW IMOCTOSHHOIO M
BPEMEHHOTO CpOKOB (cBbimie 10 JieT) XpaHeHHs, Y4eT KOTOPBIX BBI3BIBAETCS
cneuu@uKod JaHHOW JOKyMeHTauuu (0co0O IEeHHbIE TOKYMEHTHI, JIMYHbIE Jela,
MIPUKA3bl, MPOTOKOJBI U IPYTHE), COCTABIISICTCSI BHYTPEHHSIS ONKUCH JOKYMEHTOB.

BHyTpeHHss OnUCh TOKYMEHTOB J€JIa COCTABISETCSA TAKKE Ha Jiea IOCTOSIHHOTO U
BpeMeHHOro (cBbimie 10 7er) XpaHeHHs, €clIM OHU CHOPMHUPOBAHBI IO



Pa3HOBHUIHOCTSIM JIOKYMEHTOB, 3arOJOBKH KOTOPBIX HE PAacCKpbIBAIOT KOHKPETHOE
coJiep>KaHue IOKYMEHTOB.

Bo BHyTpeHHEN ONUCH €IUHUIBI XPAHECHUS, COCTOSILIEN U3 YEPTEKEU WU
HECKOJIBKUX TEKCTOBBIX U IpapuecKuX JOKYMEHTOB, IEPEUUCIISIIOTCS BCE JJOKYMEHTBI
C YKa3aHHEM WX TMOPAIKOBBIX HOMEPOB, oOO3HaueHHs (WMHIAEKCOB, IHUEGPOB),
HAaMMEHOBaHUs, HOMepa U ¢dopmaTa iucta. Eciu 4epTexk COCTOMT M3 HECKOIbKHX
JUCTOB, TO YKa3bIBAIOTCA €r0 HAaMMEHOBAaHUE M KOJWYECTBO JUCTOB. Ecinu enununa
XpaHEHUsS COCTOUT M3 TEKCTOBBIX M TpapUUYECKHX TOKYMEHTOB, TO MPHUBOIUTCSA
3aroJIOBOK KaKJ10ro TEKCTOBOTO JJOKYMEHTA, 3aTEM OIUCHIBAIOTCS YEPTEXKHU.

Cnocka. Ilynkr 183 — B penakuuu noctanoBieHus [IpasurenscrBa PK ot
31.08.2022 Ne 630 (BBOAMTCS B IECTBHE 110 UCTCUCHUH JIECATH KAJICHJAPHBIX JTHEH
MOCJIE JIHSI €T0 NMEPBOro O(PUIIMATBLHOTO OIyOJIMKOBAHHUS).

184. IokyMEHTBI, COCTABISAIOIINE €0, MOAIINBAIOTCS HE MEHEE, YEM Ha YEThIPE
MIPOKOJIAa B TBEPAYIO OOJIOKKY M3 KAPTOHA MIIM MEPEIUIETAIOTCS ¢ YYETOM BO3MOKHOIO
CBOOOJHOTO YTEHHUS TEKCTa BCeX MOKyMEeHTOB. llepBblii M moOCIEAHUN TPOKOI
IPOU3BOATCA Ha PACCTOSIHUM OJHOTO CAHTHUMETpa OT BEpXHEH (HUXKHEW) rpaHuLIbl
mucta. [Ipyu moAroToBKe Jei K MOMIIMBKE (MEPEIUIeTy) METANIMYECKHe CKPETUIeHHS (
OyJIaBKH, CKPETIKU U IPYTUE) U3 JOKYMEHTOB YIAJISIOTCS.

185. Hena BpemenHoro (o 10 jieT BKIIOYMTENBHO) XpaHEHHS JOIMYCKAETCs
XpPaHUTh B CKOPOCIIMBATENSIX, HE MPOBOJUTH NEPECUCTEMATHU3ALNIO0 JOKYMEHTOB B
JieJie, JTUCTHI JIeJIa HE HyMEPOBAaTh, 3aBEPUTEIIbHBIEC HAAMMCH HE COCTABIIATS.

186. Ilpu pyukimonrpoBanuu B opranuzanuu C3J1 opopmieHue aen J0KyMEHTOB
Ha OyMa)XHbIX HOCHUTENAX OCYIIECTBIISIETCA MpPU MPOBEPKE C aBTOMATUYECKHU
chopmupoBaHHbIMU onHcsiMu el B COJI.

186-1. DyeKTpOHHBIE TOKYMEHTHI C UCTEKIIMMHU CPOKAMHU XPAHEHUS MOJIEKAT
BBIZICJICHUIO K YHUUYTOXXEHHUIO HAa OOIIMX OCHOBAHMSX, IMOCJTE YEeTr0 MPOBOMATCS MX
dbu3ndeckoe YHUUTOXKEHUE UM YHUYTOXKEHHE MPOTrPaMMHO-TEXHUUYECKUMHU
CPEACTBAMHU C COOTBETCTBYIOIIEH OTMETKON B AaKTE€ O BBIJIEJIECHUU K YHUYTOXKEHUIO
AIEKTPOHHBIX IOKYMEHTOB.

DNEeKTPOHHBIE JTOKYMEHTBl CUMTAIOTCS YHUUYTOXEHHBIMU, €CIU UX HEIb3
BOCCTaHOBUTH CpeIcTBaMU MH(GOPMAIITMOHHON CUCTEMbI HAa HOCUTENSIX HH(pOopMaIuu 1
U3 PE3E€PBHBIX KOIHIA.

Caocka. ITaparpad 12 nonosnen myHkToMm 186-1 B COOTBETCTBUH C
noctanoBieHueM [IpasutensctBa PK or 31.08.2022 Ne 630 (BBOAUTCS B IEHCTBUE TIO
MCTEUEHUH JIECATH KaJE€HJAPHBIX JHEW MMOCe JHS €ro MepBoro opuuuagIbHOrO
OITyOJIMKOBAHUA).

IMaparpa¢ 13. ITopamok onepaTHBHOTO XpaHEHUS JOKYMEHTOB



187. Tlocne 3aBepuieHus B AEIOMPOU3BOJCTBE JOKYMEHTHI JO MEPEayu B ApXUB

OpraHu3allii B TEUEHHUE OJIHOTO rojia XPaHTCs B Jieax 1Mo MeCcTy Uux (hOpMUPOBAHUSI.
188. Tlocne 3aBepuieHHus B JEIOTMPOU3BOJCTBE JTOKYMEHTHl Ha OyMaKHBIX
HOCHUTEJIAX JI0 Mepe/laud B apXUB OpraHU3allMM B TEUCHUE OJHOTO rojla XpaHSATCS B
JieJ1ax M0 MECTy UX (POpMUPOBAHUS, JIEKTPOHHBIE TOKYyMEHThI — B CO/1.

189. Cnyx6a JIOY, pyKoBOAUTEIU CTPYKTYPHBIX MOJpa3ICICHUN OpraHu3aluu
o0ecrnieunBalOT COXPAHHOCTh IOKYMEHTOB U jei. Jlena xpansartcs B mkadax u ceiidax B
pabouux KaOMHETaX WU CHEIUAIbHO OTBEACHHBIX JIJI TOM 1€ TOMEIICHUSIX.

190. Jlena pacnonararoTcsi B COOTBETCTBUM C YTBEPKIACHHOW HOMEHKIIATYPOU €I
OpraHu3alliy, Ha KOPEIIKaxX 00JI0KEK YKa3bIBAIOTCS WX UHJICKCHI.

191. Brigaua gen BO Bp€MEHHOE MOJIb30BAHUE OPTaHU3ALMSAM MMPOU3BOAUTCS Ha
OCHOBAaHMHM THCHMEHHOTO OOpaIeHUss W TOJBKO C pPa3pemieHus] PYKOBOIUTEIS
opranu3anvu. Beiaua en Ipyrum noApa3aeiaeHUsIM OPraHU3aluu MPOU3BOIUTCA C
paspelieHus pyKOBOJUTEISI CTPYKTYPHOTO MOJpa3/iesieHus, a BHYTPU CTPYKTYPHOTO
NOAPA3AEICHUS — O] PACIIUCKY.

Ha BbImaHHOE 1e10 3aBOAUTCS KapTa-3amMecTUTENb Jeila. B Hell yka3plBaroTCA
CTPYKTYpHOE IOJIpa3esieHue, UHAEKC Jeja, JaTa €ro BblJayu, KOMY J€J0 BbIJIaHO,
JaTa ero BO3BpAlllCHUs, MPEeayCMaTPUBAIOTCS Tpadbl Ui PACIHCOK B MOJTYYCHUU U
npueMe Jena.

DNEeKTpOHHbIE JOKYMEHTHI, HAaXOSIIIMeCs] Ha ONEepaTUBHOM XpaHEHHH B 0azax
naHHbIX COJ1, BBIIAOTCS TSl UICTIOJIB30BaHUS B BUAC OYMa)KHOUM KOMUU 3JIEKTPOHHOTO
JOKYMEHTa, JJICKTPOHHOM KOMUM JOKYMEHTa Ha JJIEKTPOHHOM HOCHUTENE Ju0o
BBICBUIAIOTCSl 1O DJICKTPOHHOMY ajipecy paOOTHHKA, 3ampaminBarOIIEro JOKYMEHT.
DJIEeKTPOHHBIE JieNa (JIOKYMEHThI) BO3BpATy HE MOJJIEkKAT.

Cuocka. ITynkr 191 — B penakuun nocranosienus [IpasurensctBa PK ot
31.08.2022 Ne 630 (BBOAUTCS B ICMCTBUE MO UCTCUCHUU JIECITH KaJCHIAPHbBIX JHEH
MOCJIE JIHSI €70 TIEPBOTro O(DUITHATBEHOTO OMyOJIUKOBAHUS)

192. U3bATHE AOKYMEHTOB M3 €] NPOU3BOAUTCI B COOTBETCTBUHU C
3aKkoHoaarenbcTBoM PecryOnuku KazaxcraH, mpu 3ToM B J1e710 BKJIAJIBIBAIOT KOMUU
U3BITHIX JOKYMEHTOB U aKT (ITPOTOKOJT) 00 U3BSATUU MOJTUHHUKOB.

193. B cityyae yTpaThl JOKYMEHTOB U JIeJ IPOBOJIUTCA CIyKeOHOE paccieoBaHue,
o pe3yJibTaTaM KOTOPOTO CTABUTCS BOIPOC 00 OTBETCTBEHHOCTH BUHOBHOTO JIMIIA B
UX yTpare.

IMTaparpad 14. ITopsaaok nepenaqn Aei B apXUB OPraHH3aIHH

194. Tlepenaya aen u3 CTPYKTYPHBIX MOJpa3AeiICHUIl B apXUB OpraHU3alNU
OCYILIECTBJISICTCS IO OMHCSAM JEJd, COCTaBISIEMBIM MO PE3yJbTaTaM 3KCIEPTU3BI



LHEHHOCTU JTOKYMEHTOB W [IeJl, 3aBEPIICHHBIX B JEJONPOHU3BOACTBE. J[OKYMEHTHI
BpeMeHHOro (10 10 JeT BKIIOYUTEIBHO) XpaHEHUS MEPEIal0TCs B apXUB OpraHU3aluu
10 HOMEHKJIATYypE AEI.

195. Onucu en coCTaBISIOTCS OTAEIBHO Ha Jiejia MMOCTOSIHHOTO, BPEMEHHOTO (
cBbire 10 eT) XxpaHeHus U TI0 TUYHOMY COCTaBYy MO ()OpME COTJIACHO MPUIIOKEHHUTO 29
K HactosiiuMm IIpaBunam.

196. I'padbi onucu f1en 3aMogHAIOTCS B TOUHOM COOTBETCTBUM C TEMU CBEICHUSIMU,
KOTOPBI€ BBIHECEHBI Ha 00JIOKKH Nien. [Ipy BHECeHMH B ONMUCH JIeN MOAPSA Jed C
OJIMHAKOBBIMU 3aroJIOBKaMU MHUIIETCS MOJHOCTHIO 3aroJIOBOK IMEpPBOTO Jeja, BCE
OCTaJIbHBIE OJIHOPOJIHBIE JleJla 0003HAYAIOTCS CIOBOM "TO Ke", mpU ITOM Apyrue
CBEJICHUS O HUX BHOCATCS B OMHUCH MOJHOCTHhIO. Ha HOBOM JIMCTE OMUCHU 3aroJI0BOK
OJIHOPOJHBIX JI€1 BOCIIPOU3BOJUTCS MOTHOCTHIO.

197. Kaxxnoe neno (ToM, 4acThb jiesia) BHOCUTCA B OMKCH MOJI CAMOCTOSATEIbHBIM
MOPSIIKOBBIM HOMEPOM.

198. I'pada ommmcu "Tlpumeuanue" UCMoOIb3yeTCs U1l IPOCTAHOBKU OTMETOK 00
0COOCHHOCTSIX (PU3UYECKOT0 COCTOSIHUS Jiena, Iepeaaye ielia IpyroMy CTpyKTypHOMY
NOAPA3ACICHUIO (IPYroi OpraHu3alru).

199. Onuck nen cocTaBiseTCs B ABYX AK3EMIUISIpax, OAMH U3 KOTOPBIX MEepeaeTcs
BMECTE C JieJaMH B apXuB OpraHU3allid, a BTOPOM — OCTAEeTCS B KA4ECTBE
KOHTPOJIBHOTO B CTPYKTYPHOM NOJAPA3/ACICHUN.

200. IIpaBunbHOCTH (HOPMHUPOBAHMS U MOJATOTOBKU J€N K NEpe/laue B apXuB
opranuzaiuu nposepsercs ciayxooi JJOY. Umeronuecs HapyleHUs yCTPaHSIIOTCS
CTPYKTYPHBIM MOJIpa3/IeICHUEM OpraHU3aIuu.

201. ITpuem kaxxa0ro Aenna MpoOu3BOIUTCS PAOOTHUKOM, OTBETCTBEHHBIM 32 apXUB
OpraHu3alliu, B IPUCYTCTBUM paOOTHUKA CTPYKTYpHOTrO noapaszaencHus. [Ipu stom Ha
000WX JK3eMIUIIpax OMUCH MPOTHUB KAXOTO Jiefia, BKIIOYEHHOTO B HEe, JeNaeTcs
OTMETKa O HaJIMYUU Jefla. B KOHIle KaXXJIOro 3K3eMIUIspa ONHCH YKa3bIBAIOTCS
nudppaMy U TPONUCHI0 KOJHUYECTBO (PAKTUUECKUM MPUHATHIX JIed, Jara
npuemMa-nepeaadn Jell, a TakKe MOANUCH pabOTHHMKA, OTBETCTBEHHOTO 32 apXUB, U
Ju1a, nepegaBuero aena.

202. BmecTe ¢ genaMu B apXHMB OpPraHU3aLMM MEPENAIOTCS PErUCTPALIMOHHBIE
KapTOTeKU Ha JOKYMEHThl M (WJIM) MpPOrpaMMHBIE CPEIACTBa, 0a3bl JaHHBIX,
cogepxkaiiue HWHOOPMAIMIO O PErucTpalid W UCIOJHEHUU TepelaBaeMbIX
JIOKYMEHTOB. 3aroJIoBOK Ka)KJI0i KapTOTEKH WJIK 0a3bl IAHHBIX BKJIFOYAETCS B OIMKCH.

203. B cnywyae nukBUIAIMU CTPYKTYpPHOTO ToApasaencHus, (puiauana (
PEICTaBUTENbCTBA), JIMI0, OTBETCTBEHHOE 3a BEJCHHE JEJIONPOU3BOACTBA JAHHOTO
CTPYKTYPHOTO TIOZIpa3/ieneHus, ¢punraia (IpeacTaBuTeNIbCTBA), B IEPUOJ TIPOBEICHUS



JUKBUAAIMOHHBIX MEPONPUATUN (HOPMHUPYET BCE MMEIOIIMECS TOKYMEHTHI B Jena,
obopMIIIET JAena M MepeaeT UX B apXWB OPraHU3allMM HE3aBHUCUMO OT CPOKOB
XpaHEHUSI.

204. B ciiyyae TUKBUIAIIMNA OPTaHU3AIMHU B IEPUOJ] TPOBEACHUS JIUKBUIAIIMOHHBIX
MEpOIPUATHNA JOKYMEHTHI TIO0 JUYHOMY COCTaBY O(GOPMIISIIOTCS U TEpEeaaroTcs B
COOTBETCTBYIOIIUI rOCYJapCTBEHHBIN apXUB.

[lepenaya aen oCymIeCTBISETCS MO OMUCSM JIeJI U HOMEHKJIAType Jedl.

205. Ilepenaya TOKYMEHTOB B 3JIEKTPOHHOM (hopMaTe B COCTABE DIIEKTPOHHBIX eI
B apXUB OpraHU3aIllUU OCYIIECTBISACTCS paOOTHUKAMU CTPYKTYPHBIX MOAPA3ACICHUN,
OTBETCTBEHHBIMH 3a BEJICHHE JIEJIOPON3BOJICTBA, U obecmeunBaercs cpeacteamu COJ]
u ka"Haamu MIC DA nipu ero HaJIM4uH.

Caocka. I1aparpad 14 nonosHeH myHkToM 205 B COOTBETCTBHH C ITIOCTAHOBJICHUEM
[TpaButenncTBa PK 0T 31.08.2022 Ne 630 (BBOAUTCS B ACHCTBHE MO UCTCUCHUH JICCATH
KaJICHJIApHBIX THEH mociie THA €ro NepBOro 0(UIMaIbHOTO OMyOIUKOBAHUS).

206. IIpu moaAroToBKE AJIEKTPOHHBIX JOKYMEHTOB, OTOOpPAHHBIX K Mepeaade B
apXWB OpPraHU3allMH, BBIMOJHSIOTCS CIEAYIOIINE OCHOBHBIE MPOIEAYyphl pabOTHI C
JOKYMEHTaAMM:

KOHBEpTAIUsI TEKCTOBBIX 3JEKTPOHHBIX JOKYMEHTOB B (OopMaT apXHWBHOIO
xpanenus PDF/A-1, eciu »neKTpoOHHBIN MOKYMEHT ObUT CO3/IaH WM BKIIOYECH B
cucTteMmy B MHOM ¢opmare;

dbopmupoBaHue B MHPOPMAIIMOHHONW CHCTEME OpPTaHU3AINHU AJICKTPOHHBIX JEI,
BKJIIOYAIOIINX: METaJlaHHbIe DYJICKTPOHHOTO JOKYMEHTa, (alabl SJIeKTPOHHBIX
MOJMNUCEN U BU3YyaTU3UPOBAHHYIO KOIMHIO TEKCTOBOTO JJIEKTPOHHOIO JOKYMEHTa B
dbopmate PDF/A;

dbopMupoBaHUE OMUCEH SJIEKTPOHHBIX JAeJ, JOKYMEHTOB CTPYKTYPHOTO
NOApA3ACICHUS;

MUTpAIUA DIEKTPOHHBIX JIOKYMEHTOB Ha (U3UUYECKH 000COOJIEHHBIE
MaTepualibHble HOCUTEIH, €CIU JIOKYMEHTHI IEPEAAlOTCs B apXUB OpPraHU3AIMU HE TI0
MH()OPMAIIMOHHO-KOMMYHUKAITMOHHBIM KaHaJlaM;

MPOBEPKA BOCHPOU3BOJUMOCTH ANEKTPOHHBIX IOKYMEHTOB;

MPOBEPKA AJIEKTPOHHBIX JTOKYMEHTOB Ha HAJWYUE BPEAOHOCHBIX KOMITBIOTEPHBIX
porpamm;

MOATBEPKACHUE IEJIOCTHOCTH 3JIEKTPOHHOTO JIeJIa 3JIEKTPOHHOW MOANHUCHIO
PYKOBOAUTENS CTPYKTYPHOTO TOJpa3aeiieHuss (MHOTO YIIOJHOMOYEHHOTO JIHIIA),
OCYIIECTBIISIIOIIETO MOJATOTOBKY 3JICKTPOHHBIX JOKYMEHTOB K MEpeJaye B apXuB
OpraHu3alvu.

Caocka. I1aparpad 14 nononHeH myHkToM 206 B COOTBETCTBHH C ITIOCTAHOBJICHUEM
ITpaButenbctBa PK ot 31.08.2022 Ne 630 (BBOAUTCS B ICUCTBUE MO UCTCUECHUH JAECATH
KaJICHJIApHBIX THEH moclie THA ero NepBOTro 0(UIIMAIBLHOTO OMyOJIUKOBAHNUS).



207. JIokyMEeHTHI B AJIEKTPOHHOM ¢opMaTe B apXHB OpraHU3AIUU MEePETAI0TCs
BMECTE C UX METaJaHHBIMHU.

[lepenaya 37I€KTPOHHBIX AEN MOCTOSHHOTO XPAHEHUS MPOU3BOJUTCS MO OMUCAM
AJIEKTPOHHBIX JI€JI MOCTOSIHHOTO XPAHEHUSI CTPYKTYPHBIX OAPA3ICICHUN OpraHu3aluu
, a BpeMeHHOro (cBeime 10 neT) XpaHEeHHss — MO OMUCIM BJICKTPOHHBIX el
BpeMeHHOTOo (cBhime 10 J5ieT) XpaHEHHs, COCTaBJICHHBIM 1O (OpMe, COTJIACHO
npunoxennto 30 k HacTtosimuM [IpaBuiam, B COOTBETCTBUM C rpadukoMm mpuema
AJEKTPOHHBIX JIENl B apXUB OpPraHU3alliH.

[Ipu HEOOXOAUMOCTH MOXKET CO37aBaThCid OYMaXKHBIM JIK3EMIUISAP OMUCH
AIEKTPOHHBIX JIETT.

Onuce BIEKTPOHHBIX AEN CTPYKTYPHOTO MOAPA3/IeJCHUS OpraHU3aluu
yTBEPXKJAAETCSI TyTEeM TWPOCTABJICHUSI JJIEKTPOHHOW UHGPOBOM TOAMUCH C
IPUMEHEHUEM JIMYHOTO KJII0Ya, BIAAEIbLIEM KOTOPOTO SIBISIOTCS OpraHU3alus WIIN
PYKOBOAUTEND CTPYKTYPHOTO MOPA3AECIEHNS] OPTaHU3AIUH.

['paduk mpuema 3JIEKTPOHHBIX JEJ B apXWB OpTraHU3AIMU COCTABIACTCS
PYKOBOJUTENEM apXrBa OpraHu3aluu (JUIOM, OTBETCTBEHHBIM 32 apXUB OpraHU3aIuu
) o dopme, cornacHo mpuioxkenuto 31 k HacrosmuMm [IpaBunam, u yTBepxKaaeTCs
PYKOBOAMTENEM OpPraHU3aLIH.

Cuocka. [Taparpad 14 nononnen myHktom 207 B COOTBETCTBUU C TOCTAHOBJIEHUEM
[TpaButenncTBa PK 0T 31.08.2022 Ne 630 (BBOAMUTCS B ACHCTBHE MO UCTCUCHHUH JICCSATH
KaJICHJIApHBIX THEH moclie HA ero NepBOro 0(UIMAIBLHOTO OMyOJIUKOBAHUSA).

208. B cocraB 3JIEKTpOHHOTO J€ja BKJIKOYAKTCS METAJaHHbIE Ha KaxKIbli
ANEKTPOHHBIN JOKYMEHT.

[Ipy moAroToBKE 3MEKTPOHHOrO JAeja K MepeJadye B apXUB OpraHHU3aluu
paOOTHUKOM CTPYKTYpHOro Tmojpa3aenenus cpeiactsamu CDJ] cocrtaBisiercs
BHYTPEHHSISI OMNHCh BJIEKTPOHHBIX JIOKYMEHTOB 3JIEKTPOHHOTO nena (panee —
BHYTPEHHSIS OMKCH) 1O (hOpMeE, COTIIACHO MPUIIokKeHuto 32 Kk HacTosmuM [IpaBunam, a
TaKXe€ aKTy MpUeMa-Mepeayn 3JIEKTPOHHBIX JTOKYMEHTOB U Jiell ciyxO0bl JJOY
opraHu3zanuu 1o ¢GopmMe corjiacHo npuiiokenuo 33 k Hacrosuum [IpaBunam.

BHyTpeHHSISI ONKUCh BKIIKOYAETCS B COCTaB JJIEKTPOHHOTO JE€Nla B KAaUECTBE
CaMOCTOATEIHLHOTO AJIEKTPOHHOTO JOKYMEHTA, MOAIMUCAHHOTO 3JIEKTPOHHOM HU(PPOBOH
MOJMUCHI0O C MPUMEHEHHEM JIMYHOIO KIIIOYA, BIIAAEIBIEM KOTOPOTO SBISIOTCA
Opra"u3anus Wid pPaOdOTHUK CTPYKTYPHOTO TMOJpa3AeieHUs] OpraHu3allni,
COCTaBUBIIINYN BHYTPEHHIOIO OIHUCH.

Cuocka. [Taparpad 14 nononnen myHktom 208 B COOTBETCTBUU C TOCTAHOBJIEHUEM
[TpaButenncTBa PK 0T 31.08.2022 Ne 630 (BBOAUTCS B ACHCTBHE MO UCTCUCHHUH JICCATH
KaJICHJIApHBIX THEH moclie THA ero NepBOro 0(UIMAIbLHOTO OMyOJIUKOBAHUSA).

209. DnexTpoHHBIE Aeia NP MOJATOTOBKE K Iepe/laue B apXUB OpTraHU3alUU
dbopMupyroTcsi TakuM o00pa3oM, 4YTOOBI METaJaHHbIE Ka)KJIOTO SJIEKTPOHHOTO



NOKyMeHTa (KpoMe TIEpBOro) COAEPKAIM KOHTPOJIbHBIE XapaKTE€PUCTUKU
NpEbIAYIIET0 AJIEKTPOHHOTO JOKYMEHTa W €ro METaJaHHBIX (OJHOHAIpPaBJICHHBIN
CBSI3HBIM CITHCOK).

Caocka. [Taparpad 14 nonosnen myHkToMm 209 B COOTBETCTBUU C TOCTAHOBJIECHHUEM
[IpaButenbctBa PK o1 31.08.2022 Ne 630 (BBOAUTCS B ICUCTBHUE MO UCTCUCHUH JECATH
KaJICHJIApHBIX JIHEH MOCIIe THS €0 MEPBOTO O(UIIMAIBHOTO OMyOJIUKOBAHNSA).

210. Ilepegavya 1 mpueM 3JIEKTPOHHBIX JE€1 OCYIIECTBIAIOTCA MO LH(PPOBHIM
KaHaJlaM CBSI3U WJIM Ha DJIEKTPOHHBIX HOCUTEJISX B COCTaBe MHPOPMAIIMOHHOTO TaKeTa,
dbopmaT KOTOPOTO OMpeeseTcsl periaMeHTOM UH()POPMAIIMOHHOTO B3aUMOICHCTBUS
MEXAY CUCTEMOU 3JIEKTPOHHOTO JOKYMEHTO000pOoTa M MHGOPMAIIMOHHOW CUCTEMOU
apXuBa OpraHu3alluH.

B onucsx 3n1eKTpOHHBIX J€l MOCTOSIHHOTO U BpeMeHHOro (cBeime 10 ser)
XpaHEHUS JOMOJHUTENBHO YKa3bIBAKOTCA:

CBEJICHUS 0 paOOTHUKE CTPYKTYPHOTO MOAPA3ACICHUS OPTaHU3AINH, TIEpEeAatoeM
AJIEKTPOHHBIE JI€Jla B apXUB OpraHu3aluu (HAMMEHOBAHHUE JTOJKHOCTH, MHULIHAJIBI,
bamumnus);

CBEJICHUS O paOOTHHUKE apXHUBa OPraHU3allUU, TPUHUMAIOIIEM dJIEKTPOHHBIE JIeNia B
apXvB OpraHu3aiuu (HAMMEHOBaHHUE JT0OJKHOCTH, MHUIUAIIBI, (haMUIIHS).

Caocka. ITaparpad 14 nonosiHeH myHKToM 210 B COOTBETCTBHH C ITOCTAHOBJICHUEM
[TpaButenncTBa PK 0T 31.08.2022 Ne 630 (BBOAMUTCS B ACHCTBHE MO UCTCUCHHUH JICCSATH
KaJICHJIApHBIX THEH moclie HA ero NepBOro 0(UIMAIBLHOTO OMyOJIUKOBAHUSA).

211. UndopManiMOHHBIN TAKET COJEPKUT CIEAYIONINE METaJaHHbIe Ha YPOBHE
ANIEKTPOHHOTIO JIENa:

MOPSIAKOBBIA HOMEP AIEKTPOHHBIX J€1 U IOKYMEHTOB B OIUCH AJIEKTPOHHBIX A€
CTPYKTYPHOTO MOJIpa3/ie/ICHHUS;

WHJIEKC 3JIEKTPOHHOTO JEJa;

3aroJIOBOK 3JIEKTPOHHOIO JeNa;

KpailHUE JaThl 3JIEKTPOHHBIX JIOKYMEHTOB 3JIEKTPOHHOTO J€EJa;

KOJIMYECTBO ANEKTPOHHBIX IOKYMEHTOB 3JIEKTPOHHOTO JEIA;

00bEM 3JIEKTPOHHBIX JOKYMEHTOB 3JIEKTPOHHOTO JeNa;

A3BIK (S3BIKM) JIIEKTPOHHBIX JOKYMEHTOB 3JIEKTPOHHOIO JIENA.

[{enoCcTHOCTh METaIaHHBIX Ha YPOBHE 3JIEKTPOHHOT'O JOKYMEHTA MOITBEPKIAETCS
MOJIHBIM COCTABOM JIAHHBIX, YKa3aHHBIX BO BHYTPEHHEN OMUCH.

Caocka. [Taparpad 14 nonosHeH myHKTOM 211 B COOTBETCTBUU C TOCTAHOBJIEHUEM
[TpaButenbctBa PK o1 31.08.2022 Ne 630 (BBOAUTCS B ASHCTBHE 110 UCTEYECHUM JICCATH
KaJICHJIApHBIX JIHEH MOcIie THS ero MepBOTo O(UIIMAIBHOTO OMYOJIUKOBAHNSA).

212. NupopMailnoOHHBINA MAKET COACPKUT CIEAYIOIINEe METaJaHHbIe Ha YPOBHE
ANIEKTPOHHOTO JJOKYMEHTa BpeMeHHOro (cBbimie 10 JieT) M MOCTOSHHOTO XpaHEHUS:

Ha3BaHUE BUJA JJIEKTPOHHOTO JOKyMEHTa (IIpuKa3, MMCbMO, CMETa U JIp.);



3aroJ0BOK AJEKTPOHHOTO JOKYMEHTA;

JlaTa AJIEKTPOHHOTO JJOKYMEHTA,

MpPaBO JIOCTYIA K 3JIEKTPOHHBIM JIOKYMEHTaM (JIOCTYIl pa3peuieH BCEM, JOCTYI
ycTaHaBJIMBaeTcs PoHI000pa3oBaTeeM);

JlaTa CHATHS OTPAaHUYEHUM TocTyna (IIPU UX HAJIUYUHN);

PErUCTPallMOHHBIN UHAEKC 3JIEKTPOHHOTO I0OKYMEHTA;

S3BIK AJIEKTPOHHOTO JJOKYMEHTA;

JaHHBIE 00 aBTOPE BJEKTPOHHOTO JOKYMEHTa (HAaMMEHOBAaHWE JOJKHOCTU
UCIIOTHUTENSI, HANMEHOBAaHUE OpTraHU3alllK, TOJATOTOBUBIIICH JIEKTPOHHBIN TOKYMEHT
);

cBelieHUs O (paiiyax SJIEKTPOHHOIO JOKyMEHTa (MMEHa, 00beM, KOHTPOJIbHbIC
XapaKTEePUCTUKH);

CBEJICHUS 00 aJirOpUTME BHIPAOOTKH KOHTPOJIBHBIX XapaKTEPUCTUK (AJITOpUTME
XAUIUPOBAHUA — KpPUNTOrpauuecKoM aJlrOpUTME BBIYUCICHUS 3HAUYCHUS
x31-PpyHKIuK) (0003HAUYEHHE AITrOpPUTMa, CChUIKA HAa TEXHUYECKUW HOPMATHUBHBIN
IPABOBOM AKT).

[{emoCTHOCTh METaIAHHBIX Ha YPOBHE 3JIEKTPOHHOTO JOKYMEHTA MOTBEPKIACTCS
oOmied 111 BCEro JOKYMEHTa KOHTPOJBbHOW XapaKTepUCTUKOM, YKa3aHHOU BO
BHYTPEHHEU OIKCH.

Caocka. [Taparpad 14 nonosHeH myHKTOM 212 B COOTBETCTBUU C TOCTAaHOBJIEHHUEM
[IpaButenbctBa PK o1 31.08.2022 Ne 630 (BBOAUTCS B ICUCTBHUE MO UCTCUCHUH JIECATH
KaJIeHJapHBIX JIHEH MOCIIE THS €ro MepBOTro OPHUIIUATHLHOTO OITyOJINKOBAHUS).

213. [Ipu HEOOXOAUMOCTHU [IJIsi OMMCAHUS Ha YPOBHE AJIEKTPOHHOTO JOKYMEHTA
UCIIOJIB3YIOTCSl JIOTIOJIHUTENIbHBIE METaJaHHbIe, XapaKTEPU3YIOIIHe OCOOCHHOCTU
CO3/IaHUSI U1 BOCIIPOU3BEICHUS DJIEKTPOHHBIX TJOKYMEHTOB:

CCBUIKH Ha JPYTHE TOKYMEHTHI, 00pa3yroIIue OOHi yrpaBiIeHYeCKU KOHTEKCT;

cBeJieHHs: 00 UH(POPMAITMOHHON TEXHOJOTHH (BEPCUHU ITPOTPAMMHOTO IIPOJIYKTA), C
MIOMOIIIBI0 KOTOPOM CO3/1aH 3JEKTPOHHBIN JOKYMEHT;

CBEJICHUSI O TEXHUYECKUX U MPOrPAMMHBIX CPEJICTBAX, HEOOXOAUMBIX MJIs
BOCIIPOU3BEACHUS AIEKTPOHHOTO JOKYMEHTA,

CBEJICHHUS O 3aIIUTE IEKTPOHHOTO JOKYMEHTA.

Cuocka. [Taparpad 14 nonosiHeH myHKTOM 213 B COOTBETCTBUU C TOCTAHOBJIEHUEM
[TpaButenbctBa PK o1 31.08.2022 Ne 630 (BBOAUTCS B ACHCTBHE MO0 UCTEYECHUM JIECATH
KaJICHJIApHBIX JIHEeH Mociie THA €ro NepBOTro 0(QUIMAIBLHOTO OMYyOJIUKOBAHNSA).

214. Ilpu nepenayue 3MEKTPOHHBIX AEN HA AIEKTPOHHBIX HOCUTENSIX B COCTaB
METAJaHHbIX BKJIIOYAIOTCA JaHHBbIE 00 OJEKTPOHHBIX HOCUTENIX (BHA, THI
AJIEKTPOHHOTO HOCHUTEJIS) U Pa3MEIICHUU DJIEKTPOHHBIX e U JOKYMEHTOB Ha 3THUX
AIEKTPOHHBIX HOCUTEIIAX.



CHocka. [1aparpad 14 mononmuen myHKTOM 214 B COOTBETCTBUHU C TTIOCTAHOBIICHUEM
[IpaBurenbctBa PK o1 31.08.2022 Ne 630 (BBOAUTCS B ACHCTBUE 1O UCTCUCHUH JIECSITH
KaJIeHJApHBIX THEU MOCIIE THS €ro MepBOTO OPUITUATHHOTO OITyOJINKOBAHHUS).

215. Jns »AEKTPOHHBIX JIOKYMEHTOB B COCTaB METAJIaHHBIX JIOMOJHUTEIBHO
BKJIIOYAIOTCS CBEJCHHUS O CPEACTBAX JJIEKTPOHHOW 1HGPOBON IMOMAMUCH,
ornpeJensieMble periaMeHTOM WH()OPMAIMOHHOTO B3aMMOJICUCTBUS MEXIY CUCTEMOM
3JEKTPOHHOTO JOKYMEHTO000pOoTa W HH(OPMAIIMOHHOW CHUCTEMOM apXHBa
OpraHH3aluH.

Cuocka. [Taparpad 14 nonosiHeH myHKTOM 215 B COOTBETCTBUU C TOCTAHOBJIECHUEM
[TpaButensctBa PK o1 31.08.2022 Ne 630 (BBOAUTCS B ACHCTBHE MO UCTCYECHUM JICCATH
KaJICHJIApHBIX JIHEH Mociie THS ero MepBOTro 0(QUIIMAIBLHOTO OMYOJIUKOBAHNSA).

216. CocTaB MeTaJlaHHBIX JUJIsl 3JIEKTPOHHOIO JIOKYMEHTA, MPEACTABIISIOLIErO
co00l apXMBHYIO KOMHUIO MH(POPMAIIMOHHOTO pecypca, JOMOJHUTEIBHO BKIIIOYAET B
ceost:

HAaMMEHOBaHKE HH()OPMAITMOHHOTO PECypca;

TUT UHPOPMAITMOHHOTO PECYPCa;

KpaiiHue JaThl SKCILTyaTallui HHPOPMAIIMOHHOTO pecypca;

JIAaHHBIE O perucTpanu HHGOPMAIMOHHOTO pecypca;

WHTEPHET-aApec pa3MelieHuss HHPOPMAIMOHHOTO pecypca (s
UH(}OPMALIMOHHOTO pecypca, pa3MEUIEHHOT0 B Tri00albHOW KOMIBIOTEPHOU CETU
WNHurepHer);

CBeJIeHUsI 0 COOCTBEHHHKE MH()OPMAIMOHHOTO pecypca B COOTBETCTBUU C
3aKoHOAaTeNbCTBOM PecnyOnuku KazaxcTan o mepCOHaNbHBIX JaHHBIX;

CBEJICHUS O BJIaJIeiblle HHGOPMAIIMOHHOTO pecypca.

Cuocka. [Taparpad 14 nonosiHeH myHKTOM 216 B COOTBETCTBUU C TTOCTAHOBJIECHUEM
[IpaButenbctBa PK o1 31.08.2022 Ne 630 (BBOAUTCS B IEUCTBHUE IO UCTEUCHUH JECATH

KaJICHIAaPHBIX I[Hefl IMOCJIC OTHA €T0 IICPBOTI'O O(I)I/I[II/IaJH)HOI‘O OHy6HI/IKOBaHI/I$I).
[Tpunoxenue 1
k IIpaBunaMm JOKyMEHTHPOBaHMUS,
yIOpaBJIEeHUS JOKyMEHTaluel u
HCIOIb30BAHUS CUCTEM
JIEKTPOHHOTO JOKyMEHTO000poTa
B TOCYJapCTBEHHBIX U
HETOCYAapCTBEHHBIX OpTaHM3aIUIX

CxeMa pacnosio;xeHusI pEeKBH3UTOB JOKYMEHTa
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ITpumeganne:
1 - mobpaxenue ['ocynapctsennoro ['epba PecyOommku Kazaxcran v SMOIeMbI



JIOTOTHIIA, TOBAPHOTO 3HAKa (3HAK 00CTyKMBaHU)
2 - opumanbHOE HAMMEHOBAHKUE OPTraHU3aluu
3 - cipaBoUHbIe JaHHBIE 00 OpraHU3aIIH
4 - HaMMEHOBaHUE BUJIa JOKYMEHTa
5 - mara TO0KymMeHTa
6 - perucTpalMoHHbI HOMep (MHACKC) TOKYMEHTa
7 - CChUIKA HAa PErHCTPALlMOHHBIA HOMED (MHIEKC) U AaTy BXOJSILIEro JTOKyMEHTa
8 - MECTO COCTaBJICHUS WIH U3/IaHUSI TOKYMEHTA
9 - rpu¢ orpannyeHus JocTyna K JOKyMEHTY
10 — agpecar
11 - rpud yTBEpKaEHUS JOKYMEHTa
12 — pe3omnronus
13 - 3aroyioBoK K TEKCTY JOKYMEHTa
14 - oTMeTKa O KOHTpOJIE
15 - TexcT oKyMeHTa
16 - oTMETKA O HATMYUU IIPUIIOKEHUS K TOKYMEHTY
17 — moamnuck
18 - oTmMeTKA O COTJIacOBaHUU JOKYMEHTA
19 - oTTHCK EeUaTH
20 - oTMETKA O 3aBEPEHUH KO JOKYMEHTA
21 - orMeTKa 00 UCTIOTHUTENE TOKYMEHTa
22 - oTMeTKa 00 UCTIOJIHEHUHU JOKYMEHTa U HAMPaBIEHUH €T0 B JIEJI0
23 - uIeHTUPUKATOP PIEKTPOHHOU KOIUU JOKyMEHTA

24 - oTMETKa O MOCTYIUIEHUU JOKYMEHTA B OpPraHU3aIHuIo
[Tpunoxenne 2
K [IpaBunam 1OKyMEHTUPOBAHHUA,
YIIPaBJICHUS JOKYMEHTaUUEH U
HCIIOJIb30BaHUA CUCTEM
JIEKTPOHHOTO JOKYMEHTO000pOoTa
B roCy1apCTBCHHLIX U
HEroCyIapCTBEHHBIX OPraHU3aLUAX

®opma



7

@BIOJIOBOK K TERCTY IMMHCBMa

BIaHK MHCEMA OpraHH3IAINTHHA

' TocynapcTBeHHBIH 'Tepﬁ' Pecr[}ﬁJIHKH Kazaxcran
HIH 3M071eMa, TOTOTHIL, TOBapHBIH 3HAaK (3HaK 00CTy:KHBaHHA) OpraHH3allHH

OdHIHATEHOE HAHMEHOBAaHHE | - OdHIIHATEHOE HAHMEHOBAHHE
OpraHH3aITHH ! OpTaHH3aITHH
(Ha rocyJIapCcTBeHHOM A3BIKE) | . (Ha pyCCKOM HIIH HHOM A3BIKE)
. Cnpapoumsle fammpre o6 | CIpAaBOYHBIE JaHHEE 06 |
OpraHH3aITHH | OpraHH3alHH
(Ha rocyJIapcTBeHHOM A3BIKE) | . (Ha pyCcCKOM HIIH HHOM fA3BIKE)
Ne
(mata) (eHzEKC) e ~
E'Aﬂpecar

- (cchITKa Ha HOMep H JaTy
| BXOJAIIEro JOKyMeHIa)

®dopmar A4 (210X297)

Ipunoxenue 3
k IIpaBuiaM TOKyMEHTHPOBAHHS,
YIpaBIeHUS JOKyMEHTAINEH 1
HCIIOJIb30BAHUSI CUCTEM
3JIEKTPOHHOTO JOKyMEHTO000poTa
B TOCYJJapCTBEHHBIX U
HETOCYAapCTBEHHBIX OpraHM3alUsIX

dopma




baaHk KOHKPETHOTO BHITA TOKYMEHTA OPraHHIAIIHH

Tocynapcteenssii I'epd Pecry0nnkH Kazaxcran
HITH 3M07IeMa, JTIOTOTHIL, TOBApHEIH 3HaK (3HaK 00CIy:KHBAHHA) OpTaHH3aIHH

OdHIHATEHOE HaHMEHOBaHHE
OpTaHH3aITHH
(Ha rocyIapcTECHHOM A3BIKE)

OdHITHATEHOS HAHMEHOBAHHE
OpraHH3alHH
(Ha pyCCKOM HIIH HHOM A3BIKE)

HamnMeHOBaHHE BHIA

IOKyMeHTa
(Ha rocyIapcTEEHHOM A3BIKE)

HanMeHOBaHHE BHIA
JOKYMeHTAa
(Ha pyccKOM HITH HHOM A3BIKE)

(mata)

MecTo H3IaHHA
(Ha rocyZapcTBeHHOM F3BIKE)

Ne

MecTO H3TaHHA
(Ha pycCKOM HIIH HHOM H3BIKE)

@EI'DHGBDK K TEKCTY JOKYMEHNTA

-

®dopmar A4 (210X297)

IIpunoxenue 4
k IIpaBunam nOKyMEHTUPOBaHUS,
YIpaBiIeHUS TOKyMEHTAINe! 1
HCIIOJIB30BAHUSI CHCTEM
JIEKTPOHHOTO JOKyMEHTO000poTa
B TOCYJapCTBEHHBIX U
HETOCYAapCTBEHHBIX OpraHU3aIUsIX

dopma




O0muH 0, 1aHK OPraHH3aNHA

TocynapcteenHsId ['epl PecryOnukH Kazaxcran
HIIH 3M0O71eMa, JTOTOTHII, TOBAPHBIH 3HAK (3HAK O0CIYKHBAHHT) OpraHH3aI[HH

OdHIHATEHOE HAHMeHOBaHHE
OpTraHH3allHH
(Ha rocyJapcTBEHHOM A3BIKE)

O¢HIIHATEHOE HAHMEHOBaHHE
OpraHH3alHH
(Ha pyccKOM HJIH HHOM A3BIKE)

(mata)

Ne

MecTo H31aHHA
(Ha ToCyZJapCTBEHHOM A3BIKE)

MecTo H3DaHHA
(Ha pycCKOM HIIH HHOM A3BIKE)

[3aronoBok k TekcTy JokymenTa

®dopmar A4 (210X297)

IIpunoxenue 5
k IIpaBunamM JOKyMEHTHPOBaHHMS,
YIIpaBJICHAS JOKYMEHTAHEH U
HCIIOJIb30BAHHS CUCTEM
9JIEKTPOHHOT'O JOKYMEHT0000poTa
B IOCYZIlapCTBEHHBIX U
HErocyJapCTBEHHBIX OpraHU3aLUsIX

dopma




JHCT COITACOBAHHA

HaHMeHOBAHHE BHIOA MpOEKTa JOKYMEHTA, 3aT'0JIOBOK K TERKCTY

CormacoeaH CormacoeaH
HanMeHOBaHHe TOTKHOCTH HanueHoBaHHE TOLKHOCTH
C YKazaHHeM HaHMEHOBAaHHA C yKa3aHHeM HaHMeHOBaHHA
OpraHH3alHH OpraHH3alHH

PacmHdpoeka Pacmdporka
(THYHAA TOIHCH) MOAITHCH (THYHAA MOIIHCE) MOJIMHCH
Jata Jata

dopmat A4 (210X297)

[Ipunoxenne 6
k [IpaBunam 1OKyMEHTUPOBAHHA,
YIpaBJeHUs TOKyMEHTaluen 1
HCIIOJIb30BAHUSI CHCTEM
3NIEKTPOHHOI'0 JOKYMEHT0000pOTa
B FOCYIapCTBEHHBIX U
HEroCyIapCTBEHHBIX OpraHU3aINIX

®opma



ToBapHIMeCTIEO C OTPAHE9EHHOH
KAJAKCTAHIME HHCTHTYThI» OTEETCTEEHHOCTRID

HHHOBAITHATBIK OPTATHIFBI»
«I-]]-IE[DB&]]HOI—H—I_BIE OEHTP
«KAJAXCTAHCKHH HHCTHTYT
MOJETHPOBAHHA CHCTEM:

HAYANKEPIILIIT] MeKTeyl CepiKTeCcTIrt

BYIPBIK IIPHKA3

15 mMapra 2017 roga | Ne 51
| AcTaHakamacel i TopogActama |

I B
O BHeCeHHH H3MeHeHHI B

JOKHOCTHbIE HHCTPYKIHH
COTPYAHHKOB

r
L

B cBasuc

{ocroBanne)

ITPHKA3BIBARD:

1. BHeCTH B JOCKHOCTHBIE HHCTPVKIHH COTpyAHHKOE TOO cremyroimHe
H3MeHeHHA:

1)

2)

2. KoHTpOIb 3a HCOOMHEHHEM HACTOAINET) IPHKA3A BO3IOKHTE HA

I'eHepanbHBIE THPeKTOD (mogmHcE) (pacImBEgpPOEKa IOANHCH)

(OTMeTEA 0 COTTIACOBAHHH:

dopmar A4 (210X297)

[Ipunoxenue 7
k [IpaBunam 1OKyMEHTUPOBAHHS,
YIpaBJIeHUS JOKyMEHTaluuel u
HCHOIb30BAHUS CHCTEM
JIEKTPOHHOTO JOKYyMEHTO000poTa
B TOCYIapCTBEHHBIX H
HEToCyJJApCTBEHHBIX OPraHU3aLUIX

dopma



ToBapHIMecTEO ¢ OTPaHEY9eHEOH
OTEETCTEEHHOCTRID

U WEYHEIEPOIMOJIEIBIEVIIH |
KASAKCTAH/BIK HHCTHTVTEI»
HHHOBAITHAIBIK OPTAJIBIFBI»

«HHHOBAITHOHHBIA EHTP

«KA3ZAXCTAHCKHHA HHCTHTYT

MOJEJTHPOBAHHA CHCTEM»

AV ANKEePIIiTri MeKTey Il cepiKTecTir

; BYIIPBIK ITPHKA3
,_ O O -
15 mapTa 2017 roga Ne S1n/e |
(Acramakamacet . TopoiActama

 lr I
| | Ilo THYHOMY COCTABY

1. IIPHHATDL Eckenguposa EpkeOynana AMaHTaeBHYa Ha JOLKHOCTB
[TABHOTO MeHeTEepa MapEeTHHIOBOIO oTdena ¢ 15 Mapra 2017 roga.

OcHOBaHHA: TPYOOBOH Jorosop oT 15 mapra 2017 roga Ne 31 M 3adBleHHe
Eckennuposa ELA. ot 14 MapTta 2017 roga.

2. MEPEBECTH 3y0apepy AHacTacHI BHKTOpPOBHY cTapllero OyxranTepa,
HA J0/CKHOCTE INIABHOTO OyXrantepa ¢ 16 Maprta 2017 roga.

OcCHOBaHHA: JONONHEHH: K TPVIOBOMY ZOToBOpy oT 14 ampena 2016 rogja
Ne 28 u 3ageneHHe 3y0apesoi A B. ot 13 Mapta 2017 roma.

3. PACTOPTHY¥TD tpyoosoi morogop oT 17 #HBapa 2015 roma Ne 15 ¢
KeprmossiM Mapatom CepHroBHUeM ¢ 15 mapra 2017 roga B COOTEETICIEHH C
IIyHKTOM 1 cTateH 57 Tpynosoro xofekca Pecyomisn KasaxcTas.

Ocnoganue: 3ageneHHe Kepravosa M.C. ot 14 mapra 2017 roga.

4. OBBABHTE BBII'OBOP Ilaszemosoil CanraHar AbaeBHe, MeHeKepy
MpOSKTHOTO OTOe/Ia.

OcHOBaHHT: JOKIATHASL 3AMHCKA HAYATBHHEA MIPoeKTHOrO 0TAena Camoga ILT.
oT 10 mapra 2017 roga H oOBACHHTeNbHAS 3amHcka Ilasertosoil C A, or 12 MapTa
2017 roga.

I'eHepanbHBIE JTHPEeKTOP TIOOIHCE pacmmbpoEKa IIOANHCH
Buznl:

O3HAKOMISHEL

®dopmar A4 (210X297)

Ipunoxenne 8
k IIpaBunaM TOKyMEHTHPOBAHHS,
YIpaBIeHUS JOKyMEHTAINEH U
HCIIOJIb30BAHUSI CUCTEM



3IIEKTPOHHOI'0 JOKYMEHT0000poTa
B TOCYIapCTBEHHBIX U
HETOCYJapCTBEHHBIX OPTaHU3aIMIX

®opma

ITpoTokon



OdunHanTbHOE HANMEHOBAHHE O¢dunuatbHOE HANMEHOBAHHE
OpraHU3ANHE OpraHH3ANHHA
(Ha rocyIapcTEEHHOM H3BIKE) (Ha pyccKOM HIH HHOM S3BIKE)
XATTAMA IMPOTOKO.T
Ne
(maTa)
 Mecrowsnaems . Mecromsmamms 0000
(HA TOCVIapCTEEHHOM I3BIKE) (Ha PyCCKOM HIH HHOM A3BIKE)

- T E L
| | 3acelaHAA KOMHCCHH II0... ~

[Ipegcenatens — ©.I1.0.

Cexpertaps — 2.H.0. >_

[TpHuCYTCTBOBATH: (KOIHIeCcTBO) YelIoBek (CIHCOK NpHIaraeTcs)
BeogHas

YACTh

MNOBECTEKA JHA i
1. O pazpadoTKe H NPHHIIHMNAX ...
JOKIa7 3aBeIVIOIIETO . .
/.50 0 B

1. CJI¥IIATH:
© 11.0. — TeKcT JoKIaaa NpHIaraeTcs.
BBICTYIIILTH:
© 11.0. — KpaTKad 3alHCh BRICTVILIEHHA.
DO - >‘
OcHOBHAaA

IIOCTAHOBH.TH: HaCTh
1. OgoOpHTS ...
LI

2. CJIVIITATH:
BBEICTY¥IIHIH:
IIOCTAHOBH.TH:

IIpescexaTenb MMOIIHCE pacimH(pPOBKA IOIIHCH
CekpeTaphb MMOZIHCE pacimH(POEKA IOIIHCH

®dopmar A4 (210X297)

Ipunoxenue 9
k IIpaBunaM 1OKyMEHTHPOBAHHMS,
YIIpaBJICHUS JOKYMEHTAHeH U



HCHOIb30BAHUS CUCTEM
JIEKTPOHHOTO JOKYyMEHTO000pOoTa
B TOCYIapCTBEHHBIX H
HETOCYapCTBEHHBIX OPraHU3aLUAX

®opma
AxT
S R e el
| HIIH 3MOIeMa, JTOTOTHII, TOBAPHEIH 3HAK (3HAK 00CTY:KHBAHHT ) OpTaHH3AITHH
. OduunHaTbHOe HAMMeHOBaHHe @ OQHOAaTbHOE HAHMEHOBAHHE
i OpraHH3ANHH OpraHH3ANHH
. (HarocyJzapcTBeHHOM f3bIKe) (Ha pyccKOM HITH HHOM S3BIKE)
e
MecTo H3gaHug MecTo H3TaHHT
 (HarocyTapcTBeHHOM AsbikKe) | | (HA PyCCKOM HIH HHOM f3BIKE)
r r 1

—
| | ‘OO0 mTorax npoBepKH ...

OcHoBaHHe: NPHKA3 PYKOBOJHTENT OPraHH3alHH oT (Jarta) Ne
«0 TpoBeleHHH NPOBepKH _.» (HIH HHOH JOKYMeHT. ILTaH pa0OoTHI, MOpydeHHe
BBIINECTOAINEr0 OPraHa H T.1.).

CoCTaBIIeH KOMHCCHEH B COCTABE:

IIpencenaTens KOMHCCHH

JOKHOCTD, HHHITHATEL, (haMHmug
H1eHR KOMHCCHH: 1.

JOIIFHOCTh, HHHITHAIBL, [IJEJ:IH.]]HE
i

IOKHOCTD, HHHITHATEL QanHIHg
TIpHCYTCTEOBATH:

JOKHOCTD, HHHITHATEL, (haMHIng

TEkCT

CocTagleH B 2-X 3K3eMIUIIpax:
1-# sK3eMIUIAp: B Jeme 5-7
2-H 3K3eMILTIP. HallpaBlIeH NpOoBepaeMOH OpraHH3alHe

IIpeacenare. b KOMHCCHH NOJNHCh  pacImH(ppOBKA MOIIHCH
YneHbl KOMHCCHH NOJNHCh  pacImH(ppOBKa MOJIHCH




=

 «KA3AKCTAH PECIIVEIHKACHI
MOJEHHET /KOHE CTIOPT
MHHHCTP.IITTHIH

APXEOTPA®HA JKOHE JEPEKTAHY
YITTBIK OPTATBITBI»

PECIIYEITHRAJBIK MEMIEKETTIK
MEKEMECT

e
ACTAHA Kalachl

T
' O cocTosHHH padoTel MO
NOIroTOBKE HHPOPMANHOHHOTO

| cnpaBouHAKa «Hcropusa Kasaxcrana

| Ne 03-05/171
| TOpom AcTaHa

®dopmar A4 (210X297)

IIpunoxenue 10
k [IpaBunaM TOKyMEHTHPOBAHHMS,
yIpaBJieHUs TOKyMEHTAINeH 1
HCIIOJIb30BAHHS CUCTEM
3JIEKTPOHHOT'0 JOKYMEHT0000poTa
B TOCYJIapCTBEHHBIX U
HErocyJapCTBEHHBIX OpraHH3alUsIX

®dopma

TOCYJAPCTBEHHOE
YUPEKIEHHE
«HAITHOHATHHBII IIEHTP
APXFOTPA®HH H
HCTOYHHKOBEJIEHHA

MHHHCTEPCTBA KYIBTYPEI H
CIIOPTA PECIOVETHKH

cnopTa Pecny6nnkn Kazaxcran

KAZAXCTAH»

MuHHCTEPCTBO KYJIBTYPBI H

_B3apybexmbrx apxmeax XVIXX B> |

=

TEKCT
MOJIHCE

JupexTop

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

E. KonbIcGaeBa

®opmar A4 (210X297)

IIpunoxenne 11
k IIpaBunaM 1OKyMEHTHPOBAHHS,
YIpaBIeHUS JOKyMEHTAINEH 1
HCIIOJIb30BAHUSI CUCTEM
3JIEKTPOHHOTO JOKyMEHTO000poTa




B roCyJapCTBECHHLIX U
HETOCYAAPCTBCHHBIX OpraHU3alUusAaX

®dopma
Copaska
e T T e
MSJEHHET ASHE CIIOPT FOCYJAPCTBEHHOE
MHHHCTPJIITTHIH VUYPEKJIEHHE
APXFOTI'PAPHA KOHE TFPEKTAHY «HA]]E[!H&J]LHHFI HOEHTP
Y¥JITTHIK OPTAJIBIFEBI» APXEOTPA®HH H
HCTOUYHHKOBEJIEHHA
PECIIYE/IHEAIBIK MEMIEKETTIK MHHHCTEPCTBA KYJIbTYPHI H
MEKEMECI CIHOPTA PECOYEIHKH
KAJAXCTAH»
. AHBIKTAMA  ~ CHOPABKA
15.10.2017 Ne 02-01/10
AcTaHa KATackl ropox AcTaHa
s r ssasssisusisiss s “‘| o

1
[_aesl

Asgnbeprenosa Kynbaxan XafiOyniopHa padOTaeT IJIABHBIM OYXTATTEPOM
HansoHAaTBHOTO HEHTPa apXeorpad i H HCTOYHHKOBSIeHHS.

JdupexTop MOIHCE E. Konbicbaepa

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

®dopmar A5 (148X210)

IIpunoxenne 12
k IIpaBunaM 1OKyMEHTHPOBAHHMS,
YIpaBIeHUS TOKyMEHTAINEH 1
HCIIOJIB30BAHUSI CHCTEM
JIEKTPOHHOTO JOKyMEHTO000poTa
B TOCYJapCTBEHHBIX U
HETOCYAAapCTBEHHBIX OpTaHU3aLUsIX

®dopmMma

ITInceMo




«BAPBIC»
AKNHOHEP. K KOFaMbl

AKnHOHepHOe 001IeCTBO
«BAPBIC»
Abaii 1-mei. 10, AcTana k., 010000 np. Abas 10, r. Actana, 010000
Ter/daxc 8 (7172) 35-39-22, Ter/haxe 8 (7172) 35-39-22,
35-46-47 E-mail: Baris@inbox ru 35-46-47 E-mail: Banis{@inbox ru

19.03.2017 Ne 04-07/151

(ccBLTKA HAa HOMep H JaTy BX.
JOKYMeHTa)

' TOO «Kymarep»
HOpHInYecKHii oTaen

op. Peickynosa, 12, r. AIMAaThL,
020000

r il

ol
L O mpeTeH3HH IO JOTOBOPY
oT 15.03.2017 N: 44/56

¥YBaxkaeMble rocmogal

B mapTHH NaKOKPACOYHBIX MATepHAIOB, OTIPY:KeHHBX Bawmu 28 1nexadps
2016 roga 1o XeIesHOLOPOXKHOH HAKIATHOM Ne 324 B COOTBETICTBHH C JOTOBOPOM OT
12 guBapa 2016 roga Ne 44/56, obHapy:xeHO 3 AeopMHPOBAHHEIX BeIeJCTBHe yaapa
HIH HHOTO MEXaHHYeCKOI'O BO3JSHCTBHA AINIHEA, O YeM CBHISTelIBCTBYET akT OT
15 mapta 2017 roma Ne 23, JlakoKpacodHBle H3IeIHI, HAXOIAIHeCH B
[OBPeKIeHHBIX AINHKAX, pealHsallHH He Moxme:xar. Omara NapTHH ToBapa
[IpOH3BeleHa HAMH B IOTHOM 00BeMe 1o cdeTy Ne 33-675.

Tlpocrm Bac BO3MecTHTh NOHeceHHBIE HAMH YOBITKH B pasMepe 175 TwIc.
570 Terre. CyMMY CIeOyeT NepedHCIHTE HA HAIN PacdeTHBIH CUST.

Ilpunoxxenne: akT Ha 2 1. B 1 5K3., HA PYCCKOM S3BIKe

C vBakeHHeM,

KoMmMepueckHii JHpeKTOP NOANHCh  pacimH(POBKA MOJITHCH
Hen. H. [Tetpora
Tem 33-43-44
®dopmar A4 (210X297)

IIpunoxenue 13
k IIpaBunamM 1OKyMEHTHPOBAHHMS,
YIIpaBJICHAS JOKYMEHTALHEH U
HCIIOJIb30BAHHS CUCTEM
9JIEKTPOHHOT'O JOKYMEHT0000poTa
B TOCYIapCTBEHHBIX U
HErocyJapCTBEHHBIX OpraHU3aLUsIX



ITprMmepHEILi nepedeHs JOKyMEHTOB, He MOyIeXAMUX perucrpanuu ciayx6oi JJOY

[Tucbma, HaTIpaBiIEHHBIE B KOMUSX JJIS CBEACHUS.

PexnamHble u3BeNIEHU, MPOCHIEKTHI, MJIAKaThl, IPOTPaMMbl COBEIIIAHUH.

[lepBUYHBIE TOKYMEHTBI OYXTaJITEPCKOTO y4eTa (PEruCTpUPYIOTCS B OyXTraJlTepuu
OpraHU3alluu).

VYueOHble MMJIaHBI, MPOTPaMMbl (PETHUCTPUPYIOTCS B COOTBETCTBYIOIIEM
CTPYKTYPHOM MOJPA3AECICHUH OpPraHu3alim).
MecsuHble, KBapTajJbHble U JAPYrU€ OTYETHl (PETUCTPUPYIOTCS B

COOTBETCTBYIOILIEM CTPYKTYPHOM TOJIpa3/IeJI€HUN OPraHU3al1u).

@opMBbI CTATUCTUUECKOW OTUETHOCTU (PETUCTPUPYIOTCS B COOTBETCTBYIOIIEM

CTPYKTYPHOM TOJPA3ACIICHUH OpPTraHu3alim).

Coo0mienust 0 COBEIIaHUAX, 3aCCIaHMAX.

[To3apaBuTenbHbIE MUCbMA, MO3APABUTEIIBHBIE TEIETPAMMBI, TPUTIIACUTEIbHBIE

OWJIETHI.

[leyaTHbie n3nanus (KHUTH, KypPHAJIbI, Ta3€Thl, OIOJICTCHH).

TenerpamMmsbl ¥ MUCbMa O pa3pelIeHUH KOMaHAUPOBOK.

TeneponorpamMmbl 0 MPOBEJCHUY 3aCEJaHNI, COBEIIIAHU, CEMUHAPOB U JIPyTHUE.

JIoKkyMeHTBI ¢ TOMETKOU Ha KoHBepTe "JInuHo".

Hayunblie oTueTsl Mo TemMam (PEruCTPUPYIOTCS B COOTBETCTBYIOIIEM CTPYKTYPHOM
1oJipa3/ieJICHUU OpraHu3aluu).

[IpericKkypaHTBhl.

HopwMmsbl pacxona marepuanoB, 3asiBKM Ha KaHLEJISIPCKUE NMPUHAMICKHOCTH U
OPraHU3alMOHHYI0 TEXHUKY (PErUCTPUPYIOTCS B COOTBETCTBYIOIIEM CTPYKTYPHOM
NOAPA3AEICHUN OPTraHU3aLUHN ).

CBoJKH.
VYyeTHbIE TaHHBIE IO KaApaM.

IIpunoxenue 14
k IIpaBunaM TOKyMEHTHPOBAHHS,
YIPaBICHUS JOKYMEHTALUEH U
UCTIONIb30BaHUS CUCTEM
JIEKTPOHHOTO JOKyMEHTO000pOoTa
B TOCYZApCTBEHHBIX U
HEroCyJapCTBEHHBIX OPraHU3aLUAIX

®dopma

Kaprouka perucrpanyy BXOAAMMX JOKYMEHTOB



=] KoppecnongesT Ban goxyuenta
JaTa DoCTYILIEHHA H HHASEC JOKyMEHTa Jara # HHEERC JOEYMeHTa
Wy
103
=]
] 3arooECK JOEYMEHTA HIH EPETEOE COJepiEHHe
Pesomomma HIH EOMY HANPAETeH AOEYMEHT CpoE HCIIONMHEHHE
=
= OraeTra 0f HCOOTHEHHH JOKYMEHTE
PacuHcEa B MOITy9eHHH ¢ VEASAHHEM JETEL H HANPABIEHHH E JEI0
i pALY

CEefeHms 0 X00e HCOOIHEHNT JOKYMEHTa, NepeH0Ca CPOKOE HCIIOMHEHHA,
MOCTYIUIEHEHH OPOMeRyTOUHEX OTESTOE (330pOCeE) H T.0-

KGH‘E’PDFIH’IBIE OTMETEE

10

$org MNe Ommce Ne Hemo N

Ne .t

210

dopmat A5 (148x210)

IIpunoxenwne 15
k [IpaBunam 1OKyMEHTUPOBAHHA,
YIpaBJieHUs TOKyMEHTaluen 1
WCIIOJIb30BAHUSI CHCTEM
3NIEKTPOHHOI'0 JOKYMEHT0000pOTa
B FOCYIapPCTBEHHBIX H
HEroCyIapCTBEHHBIX OpraHU3aINIX

®opma
XKypran perucrpanyuy BXOAANNX JOKYMEHTOB
Bun
Koppecnionn noxymenta, Pezomronus
Pacniucka B
I[aTa CHT, JaTa U 3aroJIOBOK nin KoMy OtMmeTKa 00
IIOJYYCHHU U
IOCTYIIJIECHU HHIOEKC WA KPAaTKOE HaIlpaBJICH Y HUCIIOJTHCHUHN HpI/IMe‘IaHI/IC
JOKYMECHTa
Pt BXOJMAIIETO  COJEp)KaHHE [TOKYMEHT Ha y ’ JIOKyMEHTa
ara
JOKYMCHTaA BXOOAICTO  HMCIIOJIHCHHUC
JOKyMEHTa
2 3 4 5 6 7 8

®opmat A3 (420X197)
XKypuan perucTpanyy HCXOJAMMUX U BHYTPCHHUX JOKyMEHTOB



OrMmeTka 00

Jlata u uHIOEKC 3aroj0BOK WU
ucxoasmiero  ( KpaTkoe HCHOTHETHH
NoNe .. Koppecnonaent nokymenta u  IIpumeuanue
BHYTPEHHETO) coJlepKaHUe
HANpaBICHUU B
JOKYMEHTa JOKYMCHTa
JeT1o
1 2 3 4 5 6
®opmat A3 (210X297)
IIpunoxenue 16
Kk [IpaBniiaM JOKyMEHTHPOBAHUS,
yIpaBIeHHs TOKYMEHTALMEH 1
HCIIONIb30BAHMS CHCTEM
9JIEKTPOHHOT'O TOKYMEHT0000pOTa
B I'OCYIapCTBEHHBIX U
HEroCyJapCTBEHHBIX OPTaHU3aINsIX
CBEJIEHHSI 06 ucnonHeHNN JOKYMEHTOB, IIOAJIEKAIMX KOHTPOJIIO
IO COCTOSHHIO Ha (qmcIT0, MECAII, TOM)
HanmvenoBan [lokyMeHThI Ha KOHTposie 3 HUX JOKyMEHTBI
u s
CTPYKTYPHBI NOCTYIIUWIO B HaxoJs1uec
Ne i/ HCIIOTHEHHBI [POJUICHHBIM HPOCPOYCHH
X BCEro npexbiyme s Ha CPOKOM e
HoApasAciIcH M MecsLe ncronmenuun ¥
. HCIOTHEHUSI
uii
1 2 3 4 5 6 7 8
HavMenoBaHme JOIDKHOCTH PYKOBOIUTEIA PacnmdpoBka
cyx6s1 IOY MIO/ITHCH
(JoraHAA MOAIHCH)
®opmat A4 (210X297)
[Ipumeuanue.

CeneHust MOTYT ObITh JOMOJHEHBI TpadamMu Mo BUAAM JIOKYMEHTOB (IIPUKAa3bl,
peleHns
KOJUJIETUU U IPYTHE), UX PETUCTPALMOHHBIMU HOMEpaMH, (aMUTUSIMU UCTIOJTHUTENEH.

[Tpunoxenue 17
k [IpaBuiam JOKyMEHTHPOBaHHS,
yIpaBJeHUs TOKyMEHTaINe! 1
HCIIOJIb30BAHHS CUCTEM
3JIEKTPOHHOT'0 JOKYMEHT0000poTa
B FOCYapCTBEHHBIX U
HErocyJapCTBEHHBIX OpraHU3aIUsIX

CBEIAEHMNSI 06 ucnonneHnn obpamennit GU3HIECKIX U IOPHIMICCKIX JIHI]
IO COCTOSTHMIO Ha (amcno, MecAy, rox)




HaumenoBann HaxomuTcst Ha MCIONTHEHUN W3 nux

s
New/n CTPYKTYPHBIX scero E;gzln;;ﬁﬂi HCIIOJHSIOTCS =
;o;{pasﬂenem/l MecsIl B CPOK BCETO CPOK IIPOJIICH
1 2 3 4 5 6 7
Bcero:
HavMenoBaHme JOIDKHOCTH PyKOBOIUTEIA PacnmdpoBka
ciryx6s1 [JOY MOIINCH
(Joraras mommMCh)
dopmat A4 (210X297)

[Tpunoxenue 18

k IIpaBunaMm JOKyMEHTUPOBaHMUS,
yIpaBieHUs TOKyMEHTaIe! 1

HCII0JIb30BaHUA CUCTEM

3JIEKTPOHHOT'0 JOKYMEHT0000poTa

B TOCYIapCTBEHHBIX U

HETOCYAAPCTBCHHBIX OpraHU3alugaX

JKypHan ydera u BRIJa4H IT€9aTHO-0JIaHOYHOW MPOIYKIHH

[Tocrynnenue

Jatau Haume
HOMEpP HOBaHHU Cepus
P Konuu P
Jata compoB e

€CTBO
HOCTYyI OJUTEN Mpenrp HOMeEpa

OK3CMII

JICHUA BHOTO HATHUA - OaHKo

JOKYM€ H3T0TO
HTa BUTCIIA

®opma
Brigaua
Komy BeITaHO
Haume
arta u Cepus
fOMe noBann Pamui o H PHA e
P le A1 ectBO Ka B
KyM HOMeEpa
BBIJIAUU R noJryue
HTa Ha YPHOT'O JI Bl TAPOB OJIaHK
BBINAYY mopnpa3 moiyda
JIEIICHN Tels
a
6 7 8 9 10 11 12
dopmat A4 (210X297)

[punoxenne 19

IIpume
YaHHe,
OTMETK
a 00

YHHUTO
SKEHUU
HCIIopY
€HHBIX
JK3EMII
JAPOB

revaTH
0-0an
OYHOU

MPOAYK
005058

13

k [IpaBunam JOKyMEHTUPOBAHHA,

YIIPaBJICHUS JOKYMEHTaUUEH U

HCIIOJIb30BaHUsA CUCTEM



3IIEKTPOHHOI'0 JOKYMEHT0000poTa
B TOCYIapCTBEHHBIX U
HETOCYJapCTBEHHBIX OPTaHU3aIMIX

®opma

XKypnan ygera 1 BRIa9¥ nedareii, mrraMmoB ¢ u3o00paxerneM I'ocyaapcTBeHHOTO
I'ep6a Pecry6imku Kazaxcral u ciemuaibHO#M IITeMIIEIBHON KPacKH

Ne mr.m.

HaumenoBanu
S U OTTHUCKHU
neyated wu
IITaMIOB C
n300pakeHuEM
T'ocynapcreen
Horo ['epba
Pecniy6nnku
Kazaxcran

Komy BeIano

HaumenoBanu
e
CTPYKTYPHOTO
nojapasaeseHu
1,
OCYIIIECTBIISIO
nrero
XpaHEHUe
nevyaTei,
ITaMIIOB C
Hn300paskeHIEM
lNocynapctBen
Horo I'ep0a
Pecnybnuku
Kazaxcran u
crienuanabHON
ITEMITEIbHOU
KpacKu

3

damuius u
MHHUIM A

JOJDKHOCTHOT'O paclucka B

JlaTa

[ara Bo3Bpara

u
n pacnucCkKa B

npueme

JUIa-moJiydyar IMoJydYCHUH

(S 61

4 5 6
®opmat A4 (210X297)

[Ipumeuanue,
OTMETKH 00
YHUYTOKEHUH
nevaTew,
ITAMIOB U
crieuagabHOU
IITEMITeIIbHOM
KpacKu

ITpunoxenue 20
k IIpaBunamM 1OKyMEHTHPOBaHHUS,
YIPaBJICHUS JOKYMEHTALHEH U
HCIIOJIb30BAHHS CUCTEM

9JIEKTPOHHOT'0 JOKYMEHT0000poTa
B I'OCYIapCTBEHHBIX U

HETOCYAapCTBCHHBIX OpraHU3alugaXx

®opma

XypHaiu ydera W BEIAa9M IEPhEBHIX aBTOPYUCK, 3alIPaBICHHBIX CIICIHALHEIMHI
YepHUIAMHA

Ne m.m.

HanmeHnoBanmn
e
CTPYKTYPHOTO
no/ipasieIeHN
i,
OCYILECTBIISIO
mero
XpaHeHHUE
MepbeBBIX
aBTOPYHYEK,

damunus u
WHHITH AT
JIOJHKHOCTHOTO
aTumna,
OCYILIECTBIISIO
agero
XpaHeHHUe
MephEeBHIX
aBTOPYUEK,
3amnpaBieHHbIX

JIOIKHOCTD U
bamuus auna
, TOJTYYUBIIICTO
MePhEBYIO
aBTOPYYKY,
3anpaBIeHHYIO
ClriequaJbHbIM
u '-Iele/IJ'IaMl/I

Jara Beigaum 1 [lata Bo3Bpara

pacmucka B
MOy YE€HUN

U pacIucka B
npuemMe

IIpumeuanue,
OoTMETKa 00
YHUUYTOKEHUH
nepbLeBOM
aBTOPYUKH,
3ampaBJIeHHON



3aIlpaBJICHHBIX CIICIIUAJIbHBIM CIiICcaJIbHBIM
CliciUaJIbHbIM W YCPHUJIAMH 1 YCpHUJIaMU
1 9Y€pHUIIaMH

1 2 3 4 5 6 7
®opmar A4 (210X297)

ITpunoxenue 21
k IIpaBunaM JOKyMEHTUPOBaHHUS,
yIpaBieHUs JOKyMEHTAINe! 1
HCIIOJIB30BAHUS CHCTEM
JIEKTPOHHOTO JOKyMEHTO000poTa
B TOCYJapCTBEHHBIX U
HETOCYAapCTBEHHBIX OpraHU3aIUsIX

dopma
Ha3BaHHUC
OpraHv3anun
AKT
Ne Mecto m3panams (Ha
(mata) Mecto u3naans (Ha pyccroMm
rOCYHapCTBEHHOM SI3HIKE) VIV THOM SI3EIKE)

V1Bepxnarw  HanmmenoBanme
JOIDKHOCTH
PYKOBOAHTEI OPTaHA3AAY

PacmmippoBka (IM4HAs IOIIHICE)
nogmacu [ata

IIpnema-nepenaun mnedaTHO-OaHOT
HOW

TIPOAYKIIMH, IE9ATEH, IITaMIIOB,
TIOJIEXKATITHAX

3aIUTe, CPEeJCTB  BamATH
JOKYMEHTOB 1

PETHCTPAIMOHHBIX YIETHBIX HOpM K
HIM

OcHoBaHue: NpUKa3 pyKOBOJIUTENSI Opranu3anuu ot (nara) Ne

"O mpoBeACHUH MPOBEPKH ..." (WJIM UHOM JOKYMEHT: IJIaH PabOThI, TOPYYCHHE
BBIIIIECTOSIIETO OpTraHa u T.1.).

CocraBiieH KOMUCCHEN B COCTaBe:

[Ipeacenarens koMuccuu

JOJDKHOCTD, MHUITHANBI, (DaMUITHs
YsieHsl KOMHUCCHU: 1.

JOJDKHOCTBh, MHUIIUAJBI, (i)aMI/IJII/ISI



JOJDKHOCTBh, MHUIIUAJBI, (i)aMI/IJII/ISI

1. Hencrionp30BaHHYIO TTEYaTHO-0JIAHOYHYTO TIPOAYKITUIO, TIOJICKAIITYIO 3aIIHTE,
(otmenbHO 1O BUgaMm) cepun ¢ Ne  mo Ne B KOJIMYECTBE
AK3EMIUISPOB.
(g pamMu ¥ MPOTHUCHIO)
2. AKTBI O BBIICIICHUUM K YHHYTOXKEHHIO HCIOPYCHHBIX DK3EMILISIPOB
[I€4YaTHO-01aHOYHOM
MPOIYKUINH, MOIJIEKAIIEH 3AIIUTE

(I[EITBI, HOMCpa, KOJINUYCCTBO IK3CMILIAPOB

aKTOB I10 BU1aM OJIAaHKOB)
3. ITeuatu ¢ uzobpaxkenuem ['ocynapctBenHoro ['epba PecyOnuku Kazaxcran B
KOJIMYECTBE MITYK.

(urdpamMu ¥ MPOMHUCHIO)
4. llItammsr ¢ uzobpakenuem ['ocynapcrsenHoro ['epda Pecmy6nuku Kazaxcran B
KOJIMYECTBE HITYK.

(g pamMu ¥ MPOTUCHIO)
5. CpencrBa 3alIUThl IOKYMEHTOB:

(HaMMEHOBaHMsI CPEJICTB 3aIUTHI) B KOJUYECTBE

MITYK.
(mudpaMu 1 MPOITHCHIO)
6. PerucrpaninonHblie yueTHbIE (DOPMBI:

(BUABI pETUCTPAIIMOHHBIX YUETHBIX (hOpPM, UX HOMEpa

10 HOMEHKJIATYpE JI€JI, HOMEpa TOMOB, JaThl NEPBOW M MOCIEAHEW 3aIHCH,
KOJINYECTBO
JIUCTOB)
CocrosiHME y4eTHOW pabOThl C MEYATHO-OJAHOYHOU MPOAYKIMEH, TIeYaTsIMHU,
HITaMIIaMH,
MOJJIEKAIMMHU 3AIIUTE, U CPEICTBAMHU 3aINUTHI JIOKYMEHTOB




(oO1ras xapakTepUCTHKa COCTOSIHUSI YUYETHOM pabOThI)

[Tepenan (a)

Pacmudposka noamnucu

(JInuHAsI TOJIMKCH)
[Tpunsin (a)

Pacmudposka noanucu

(JInuHasI TOJIMKCH)
CocraBieH B
1-i1 sx3eMmuisip: B aene Ne
2 sx3eMIuIsAp: (aapecar)
[Ipencenarens KOMHUCCUU
UneHbl KOMUCCUH

AK3EeMILISIpE (ax):

MIOJIITUCH pacmudpoBKa MOIITUCH
TIO/IITHCH pacmm$poBKa MOMHACH
®dopmat A4 (210X297)

[punoxenne 22
Kk [IpaBunaM 1OKyMeHTHPOBaHMUS,
YIIPaBJICHUS JOKYMEHTAUEN U
UCIIOJIb30BAaHHS CHCTEM
3NIEKTPOHHOI'0 JOKYMEHT0000poTa
B TOCYJIapCTBEHHBIX U
HEroCyIapCTBEHHBIX OpraHHU3aIUsIX

®opma
Ha3BaHHUC
Opraav3anuy
AKT
(mara)
Mecto A3JaHAS (Ha Ne
TOCYapCTBEHHOM HITH HHOM A3BIKE)
VTBepxaaio HauMeHOBaHHE
JOJDKHOCTH

O BBIZIETICHAN K YHUITOXEHHUIO
HCIOpYEHHEBIX 3K3eMILLIPOB
MIe9aTHO-0JIAHOYHO# ITPOXYKIIUH,
TOAJICKAIeH 3aIuTe

OcHoBaHue: NMpUKa3 PyKOBOJAUTENSI OpraHu3aiuu ot (zrara) Ne

PYKOBOAUTECIISL OPraHA3AIN

PacomdpoBka (JIMuHAA TOAIHCH)
TIOAIACH
Jara




"O mpoBeACHUH MPOBEPKU ..." (WJIM UHOM JOKYMEHT: IJIaH pabOThl, TOPYUYCHHE
BBIIIECTOSIIIETO OpTraHa u T.1.).

CocraBiieH KOMUCCHEN B COCTaBe:

[Ipencenarens koMuccuu

JOJDKHOCTD, MHUITHANBI, (DaMUITus
YsieHnsl KOMUCCHUU: 1.

JOJDKHOCTBh, MHUIIUAJBI, (baMI/IJ'H/I}I

JOJDKHOCTBh, MHUIIUAJBI, (i)aMI/IJII/ISI

OTo0OpaHbl K YHUUTOXKEHUIO UCTIOPUYCHHBIE K3EMIUISIPBI CIETYIOIUX BUJIOB
MeYaTHO-0JIAHOYHOH TTPOTYKITNH, TIOJIe)KAIIeH 3aluTe:

KonunuectBo
Cepus u HOMepa
HanmenoBanne BHAa HCIIOPYCHHBIX
. OK3CMIJIAPOB
re4yaTHO-0IaHOYHOM . JK3EMILIAPOB
Ne .. 1e4aTHO-01aHOYHON o HpI/IMe‘laHI/Ie
NPOAYKINH, Me4aTHO-0JIaHOYHON
. NPOAYKIIHH,
MOJIeKAILEH 3allUTe . NpOAYKIIHH,
HoAJIe)KaIlleH 3aluTe .
IOJICXKAICHU 3allIUTC
1 2 3 4 5
Htoro HUCIIOPYEHHBIX 3K3EMILISIPOB
neyaTHO-0J1aHOYHOM
(tmudpaMu ¥ IPOITHUCHIO)
MPOAYKIIMH, TTOJICKAIIEH 3alIUTE.
CocraBieH B AK3eMILISIpE (ax):
1-i1 sx3eMiuLsip: B aene No
2 sx3eMIuIsp: (aapecar)
IIpencenarens KOMUCCHH PacmmmdpoBka mommucu
(JInuHast MOJIIUCH )
YieHb KOMUCCHH PacmmdpoBka mommceit

(JIMYHBIE TIO/ATHICH)

OTMeTKH B JKypHAJIBl ydeTa W BBIJIAYM TEYATHO-O0JaHOYHOW TPOMYKIIHH,
moyieskalei

3aIUTe, BHECEHBI, HCTIOPUYCHHBIE YK3EMIUISPHI B KOJTMUECTBE

(mudpaMu U MPOMUCHIO)
YHUYTOXKEHBI ITyTEM

(BUJ YHUYTOXKEHHUS )



HavmMeHoOBaHME OIDKHOCTH PacumdpoBka moamicu
(JInyHas OATHKCH)

JlaTta
®dopmat A4 (210X297)
ITpunoxenue 23
k [IpaBunam 1OKyMEHTUPOBAHHS,
YIIPaBJICHUS JOKYMEHTaUEH U
HCIIOJIB30BaHUA CUCTEM
QJICKTPOHHOT'O ,Z[OKyMeHTOO60pOTa
B TOCYyJapCTBEHHBIX U
HEroCyJapCTBEHHBIX OpraHU3aLMIX
®opma
Ha3BaHHUC
OpraHvsanuu
AKT
(mata)
Mecto H3OaHHA (ma N
()
TOCy/IapCTBEHHOM -

IV HHOM S3BIKE)

VrBepxnailo HamMmeHoBaHme
JIOJDKHOCTH

PYKOBOAWMTEOIDT OpraHA3aAA

PacmmppoBra (JrAYHAS TIOJIKCH)
TIOJIITHCH
Jara

O BhIfIeJIeHAH K YHHITOXKCHHUIO

TevaTei ¥ IITaMIIOB,

TIOJTE/KAITIX BaIuTe

OcHoBaHue: MPUKaA3 pyKOBOJUTEINSI OpraHu3aluu ot (zara) No

"O nmpoBeeHUH MPOBEPKHU ..." (MJIM MHOM JOKYMEHT: IJIaH paOOoThl, TOPYUYEHHUE
BBIILIECTOSIIETO OpraHa u T.1.).

CocraBiieH KOMUCCHEN B COCTaBE:

[Ipencenarens koMuccuu

JOJKHOCTh, UHUITUATIBI, (pamMumus
Ynensl koMuccuu: 1.

JOJIKHOCTb, (PaMUIIHSI, UTHULIUAJIBI
2.

JOJDKHOCTBh, MHUIIUAJBI, (i)aMI/IJII/ISI




OTO6paHBI K YHUYTOXCHHUIO CIICAYIOIINC IICYATH W IITAaMIIbI, ITOAJICIKAIINC 3alTUTC:

Ne .. HanmenoBanue KonuuectBo [Ipumeuanne
1 2 3 4
CocraBiieH B 3K3eMIuIspe (ax):
1-i1 sx3emmuisip: B gese Ne 2 sx3eMIuisp: (aapecar)
ITpencenarens xoMucCHH PacnmdpoBka mogmicu
(JInuHast MOJIIUCH )
UsieHb KOMHCCHH Pacmmdposka mogmmceit

(JIMYHBIE TTOATHCH)

OTMmeTKHu B JKypHall BHCCCHBI, IICYaTU W INTaMIIbl, ITOMJICKAIMHNC 3alHUTC, B
KOJINYCCTBEC

IOTYK YHUYTOKCHBI ITYTCM

(L pamMu 1 MPOMUCHIO) (BUJ YHUUYTOKEHNUS)
HaumenoBaHUE AODKHOCTH PacmudpoBka
IOIIINCH
(JIMYHAs TTO/TKCH )
Jlata
®opmat A4 (210X297)
IIpunoxenne 24
K [IpaBunam TOKyMEHTUPOBaHMS,
YIIPABJIEHUS AOKYMEHTAaUEN U
HCIIOJIB30BaHUSA CUCTEM
3JEKTPOHHOI0 TI0KyMEHT0000poTa
B roCyJapCTBEHHLIX U
HETOCYAAaPCTBCHHBIX OpraHU3alusaX
dopma
Ha3BaHHUC
OpraHu3aIuA
AKT
(mara)
Mecto H3TaHHAIL (ma No
TOCYZapCTBEHHOM -
WJI MHOM SI3EIKE)

VrBepxknaro HamMenoBanwme
JIOJDKHOCTH

PYKOBOOUTOIA OpraHA3AAA




PacmmdpoBka (IA9HAA IIOAIHACH)
TOAIACH
Jara

O BHIJIEJICHAH K YHAITOKCHHUIO

CPEICTB 3allIUTH JOKYMEHTOB

OcHoBaHMe: NMPUKaA3 PYKOBOJMUTEINSI OpraHu3aluu ot (jara) No

"O npoBeIeHUN TPOBEPKH ..." (MM UHON JOKYMEHT: IJIaH pabOThI, TOPYUCHHE
BBIIIECTOSIIIETO OpTraHa u T.1.).

CocraBiieH KOMUCCHEN B COCTaBe:

[Ipencenarens komMuccuu

JOJDKHOCTD, MHUITUABI, (DamMuius,

YreHbl KOMUCCHUH: 1.

JOJDKHOCTb, MHUIIUAJIbI, CI)aMI/IJ'II/ISI

JOJDKHOCTDh, MHUITUAJIbI, (baMI/IJ'II/ISI
OTO6paHI)I K YHUYTOKCHUIO CIICAYIOIMNUEC BUABI CPCACTB 3alllUThI JOKYMCHTOB!

Ne m.m. HaumenoBanue KonuuectBo [Ipumeuanue
1 2 3 4
CoctaBieH B 3K3eMIUIIpE (ax):
1-i1 sx3emmuisip: B aene No
2 sx3eMIuIAp: (aapecar)
IIpencenarens KoMuCCHH PacimgpoBka mogmucu
(JInuHast MOJIIUCH )
YireHb KOMHUCCHHI PacomdpoBka moamucei
(JIMYHBIE TTOATHCH)
OtMmeTku B KypHaibl yuyera No  BHECEHBI, CPEICTBA 3alIUTHl JOKYMEHTOB

YHUAUYTOKEHBI
IyTEM

(BUABI YHUUTOKEHUS)
HaumenoBaHuE AODKHOCTH Pacommdposka
TIOAIIHMCH

(JIn4HAsI TOIMKCH)

[ara
®opmat A4 (210X297)

ITpunoxenue 25
k IIpaBunamM TOKyMEHTHPOBaHHMS,
YIpaBJICHUS JOKYMEHTALHEH U



HCHOIb30BAHUS CUCTEM
JIEKTPOHHOTO JOKYyMEHTO000pOoTa
B TOCYIapCTBEHHBIX H
HETOCYapCTBEHHBIX OPraHU3aLUAX

®opma
Ha3BaHHC
I‘OCYI[apCTBeHHOﬁ opraHm3anuu
AKT
(mata)
Mecto H3JaHHA (ma

rOCyIapCTBEHHOM
IV HHOM SA3EIKE)

V1Bepxnalo HamMeHOoBaHHe
IOJDKHOCTH

PYKOBOAWTENA OpraHU3aIUy

PacmmidpoBka (IMUHAA ITOJIIHCH)
TIOATICH
Hata

O BHIICIECHAH K YHHITOXKCHUIO

HEHCIIOJIE30BAHHOH TIEIaTHO-0IaHOT

HOM

MPOAYKIIHH, ITOICXKAINCH 3aIuTe

OcHoBaHue: NMpUKa3 PyKOBOJAUTENSI OpraHu3aiuu ot (zrara) Ne

"O mpoBeeHUH MPOBEPKHU ..." (MJIM UHOM JOKYMEHT: IJIaH pabOoThl, TOPYyUYECHHE
BBIIIECTOSIIIETO OpraHa u T.1.).

CocraBiieH KOMUCCHEN B COCTaBe:

[Ipencenarens koMuccuu

JOJDKHOCTD, MHUITUAIBI, (pamMuus
YjieHpl KOMUCCUU: 1.

JOJDKHOCTDb, MHUIIUAJIBI, (baMI/IJII/IH

JOJKHOCTh, UHULUAIBI, (paMUITus
OToOpaHbl K YHUUYTOKEHHUIO YTPATUBLIUE B CBA3U

(JIMKBHUIALIMEN, peopraHu3aleil) (ounmanbHOE HAMMEHOBAHUE
MPAKTUYECKOE 3HAYEHUE CIIEIYIOLINE

BU/IbI
roCy/IapCTBEHHOI'O OpraHa (OpraHu3aiun)
HEHUCI0JIb30BAaHHOM 1MeYaTHO-0JaHOYHON NPOAYKIUU:



HaumenoBanue Buna Cepuss u Homepa KonunyectBo

Ne .. HEYaTHO-OIAHOYHOH JK3EMILIAPOB HEHCIIONb30BaHHEIX | IPHMETaHue
MPOYKIIMH MEYaTHO-OAHOIHON  IK3EMILISIPOB
MPOYKIH
1 2 3 4 5
HUroro HCHUCIIOJIBb30BAHHBIX JK3CMILIIAPOB
[1€4aTHO-0JIaHOYHON
(1udpamMu ¥ IPOTUCHIO)
HPOIYKIMH, TIOUIEXKAIIEH 3alHTe.
[Ipencenarens KOMUCCUH PaciuudpoBka HOAIKCH
(JIMYHas MOJIIUCH)
YUneHbl KOMUCCHUT Pacmmmdporka noamnuceit

(JIMYHBIE TTOAHCH)
OTMeTKHU B )KypHAaJIbl YYeTa U BbIJJaYH Me4aTHO-0JaHOUHOMN MPOIYKIIMU BHECEHBI,
HEUCTOJb30BAHHbBIC SK3EMIUISIPbI B KOJTUYECTBE BECOM

KT’

(mmdpaMu 1 MPOMHUCHIO)
YHUUYTOXXEHBI ITyTEM

(BUJ YHUYTOXKEHMUS )

HaumeHnoBanue n0JKHOCTH Pacmmdposka
MTOJIITUCH
(JInuHast MOJIIUCH)
[arta
®opmat A4 (210X297)
IIpunoxenue 26
k IIpaBunam nOKyMEHTUPOBaHUS,
YIPABIIEHUS AOKYMEHTAIEeN U
HCIIOJIB30BAaHUS CUCTEM
3IEKTPOHHOTO IOKyMEHTO000poTa
B IOCYZIlapCTBEHHBIX U
HETOCYAapCTBCHHBIX OpraHU3alugaX
®opma
OdummansEOe HammeHoBaHWe opraam3amu HOMEHKIIATYPA JIEJI
Mo
{gata) (mHIERC)
r J YV IBEpEIAD
Ha rod HamueHOBaHHE JOCKHOCTH

PVEOEQIHTEIA OPIaHHIAITHE

(mHuHaA moameces) Pacmmbpoeka
MOIMHCH

Jata



Cpok xpaHeHHs Jiena
3aromoBok gena ( KommuectBo men ( (Toma, dactu)

HHHGKC siena TOMa, ‘-IaCTI/I) TOMOB, lIaCTeI‘/II) HOMCp IIYHKTa II0 HpHMeanHe
IIEPEYHIO
1 2 3 4 5
HamMeHOBaHHE OKHOCTH PYKOBOJHTEIA

Pacmudporka

ciryx661 [JOY (AMYHAs TOAIUCH)

MOAIMCH JTaTa

Busel pykoBoguTenen CTpyKTYPHBIX NOAPA3ACIEHUI

CornacoBana CornacoBana

nporokoiom [[IK (DK) npotokosioM DITK

OpraHu3aluu FOCYJapCTBEHHOI'0 apPXUBHOI'O YUPEKICHUSA

(mata 1 HOMep MPOTOKOJIA) (mata 1 HOMEp MPOTOKOJIA)

Hrorosas 3anucek 0 KaTeropusix U KOJIUYECTBE JIEI,

3aBEJICHHBIX B rony

B Tom uucne
ITo cpokam xpaHeHUst Bcero
MEePEeXOALIUX ¢ otMmetkoii "DITK"
[TocTostHHOTO
Bpemennoro (ceime 10
JIET)
Bpemennoro (mo 10 mjet
BKJIFOUUTENHHO)
Uroro:
HanMeHoBaHHME TOJHKHOCTH PYKOBOIMUTEIS

Pacummdposka

ciyx06b1 IOY noANUCcHy (JIMYHAS MOAIKCH) AaTa

HtoroBeie cBeIeHUS MEPEIaHbl B ApXUB OpraHU3AINH.
HanmeHnoBaHue HOMKHOCTH pabOOTHHKA,

Pacmmdporka
MepEIaBIICTO CBEICHHUS ITOJIITUCH
(JIMuHas MOJIMUCH) J1aTa
dopmat A4 (210X297)

IIpunoxenune 27
Kk [IpaBunaM 1OKyMEHTHPOBaHHUS,
YIIpaBJICHUS JOKYMEHTAHEH U
HCIIOIb30BAHMS CHCTEM
3JIEKTPOHHOT'0 JOKYMEHT0000poTa
B TOCYJIapCTBEHHBIX U
HEroCyJapCTBEHHBIX OpraHU3aLUsIX

®dopmMma

JINCT-3ABEPUTEIJIb NEJIA



®onx Ne Ormuce Ne Jleno Ne

B neno noammTo 1 npoHyMEpOBAHO

aucTt (OB), B TOM

qHuCJIcC:
JIUTCPHLBIC Ne muctoB

IMPOITYHICHHBIC No nucroB

IMPOHYMCPOBAHHBIC YHUCTBIC JINCTHI

+ JINCTOB BHYTPEHHEN ONUCH

YU4TeHO JOKYMEHTOB B BHJE BJIOXECHUM U MPUI0KECHUMN, HE MOIJIE)KAIIAX

HyMepaluu

Pa3SHOBHUJIHOCTU JOKYMCHTOB H UX KOHH‘I@CTBO)

Ocobennoctu  ¢dopmupoBaHus, odopmiIeHUS,
(hU3UYECKOTO COCTOSHIUSI U y4YeTa JOKYMEHTOB Jiejia

1 2

Ne muctoB

. Bpourtops! u 1pyrue nevaTHele U3JaHUS
. JIncroBkmn

. BeIpe3ku u3 razer

. OTKpBITKH

1

2

3

4

5. KonBeptsl
6. Mapku noyToBbIE

7. Mapxku repOoBbIe

8. lllTeMneny Mo4TOBBIE U APYTHE

9. CrienanbpHble IOYTOBBIE OTMETKH

10. CypryuHsle, MaCTUUHBIE TT€YaTH

11. ®oTOROKYMEHTHI

12. Kaptsl, mnnaHsl, 4YepTexu U Apyras
HAy4YHO-TEXHHUYECKasl JOKyMEHTAIHs

13. PucyHku, rpaBIOpbI, aKBapeIu

14. ABTorpadsl BUIHBIX AesTeNIeH

15. CxneeHHBbIE TUCTHI

16. YTpaTa yacTu JIUCTOB

17. Yracaromuii TeKCT
HanmeHOBaHME TODKHOCTH JIMIIA,
3aIOJIHMBIIETO JIUCT-3aBEPUTENH ACIIa

PacmmmdpoBka
MOAIUCH

(JInuHas MOJIMUCH) JlaTa
IIpumedanue.

1. HI/ICT-SaBepI/ITCHB COCTABJIACTCA I yUu€Ta KOJMYCCTBA JIMCTOB B ACJIC U

bukcanum



0COOEHHOCTEH UX HyMepalluu.

2. JIuct-3aBepUTEIIb COCTABIISIETCS HA OTJAEIBLHOM JUCTE (JIUCTaX) U MOJIITUBACTCS B
KOHIIE
nena.

3. B nucre-3aBepurene yka3zpiBaeTcs udpaMu U IPOMUCHIO KOJIMYECTBO
IPOHYMEPOBAHHBIX JIMCTOB JieJla U OTAEIbHO, Yepe3 3HaK "+" (IJII0C), KOIMYECTBO
JUCTOB
BHYTPEHHEW OMUCH IOKYMEHTOB JEJa.

4. B nucre-3aBepuTene OTMEYAIOT CIEAYIOIIME OCOOEHHOCTH HyMEpaluH,
odopmIICHUS 1
($U3MUECKOro COCTOSIHUS TOKYMEHTOB JIeJa:
1) cpenctBa moyToBOro oOpamieHust (Mapku BCEX BUJIOB, KOHBEPTHI, OTKPHITKH,
OJaHKH,
IITEMIIEIIH, IITaMITbI, TNIOMOBI);

2) meyaTu ¥ UX OTTUCKU;

3) aBTOrpadbl BUIHBIX TOCYAAPCTBEHHBIX U OOIIECTBEHHBIX JEATENIeH, neaTene
HaYKH,
TEXHUKHU U KYJIbTYPHI;

4) poTOTOKYMEHTHI;

5) pUCYHKH, TpaBIOpbI U aKBAPEJIH;

6) kpynmHOQOpPMATHBIE TOKYMEHTHI,

7) CKJIEEHHBIE JIUCTHI, TOBPEXKACHUS TOKYMEHTOB;

8) MMCTHI C HaKJIeeHHBIMH (POTOrpadusiMu, TOKYMEHTaAMU;

9) KOHBEPTHI C BIOKEHUSIMH U KOJIUYECTBO BJIOKEHHBIX B HUX JIUCTOB (IIPEAMETOB)

10) 1OKyMEHTBI, UMEIOIIUE CAMOCTOATENbHYIO HyMepaluo (B TOM YHUCIIE U
Tunorpagckue
MaTepHabl), U KOJTUYECTBO UX JINCTOB (CTPAHMIT).
5. Ecniu Ha ogHOM JUCTE Jielila MMEETCsl HECKOJIBKO 0cOOeHHOCTel odopmieHus
JIOKYMEHTA,
TO B rpade 2 IucTa-3aBepuTes MPOCTaBIACTCS HOMEP ITOTO JIUCTA MPOTUB KaXKIOM
MO3ULIIHU
rpadsi 1.
6. Eciin B JOKyMEeHTE Ha OJHOM JIMCT€ MMEETCS HECKOJbKO MAapOK W HHBIX
MaTepuaoB, TO B
rpade 2 B ckoOKkax mociie HoMepa JUCTa JieJia YKa3bIBaeTCs X KOJIMYECTBO.
7. Ecnu B Aene UMEIOTCSl MPEAMEThI, HyMepalus KOTOPhIX HEBO3MOXHA U3-3a
0COOCHHOCTEH



MaTepualia, U3 KOTOPOro OHM HUCIOJHEHBI (CTEKJIO, METaJll, TKaHb U JPYyTHue), TO B
rpade 2
YKa3bIBAKOTCSI HOMEPA JINCTOB, MEK1Y KOTOPBIMH HAXOJIUTCA TAHHBIN ITPEIMET.

8. Bce mocnenyromne U3MEHEHUS B COCTaBE U COCTOSIHUU Jiesa (TIOBPEeXIeHUE,
3aMeHa
MOJIMHHBIX IOKYMEHTOB KOMHUSMHU, MPUCOCTUHEHUE HOBBIX JOKYMEHTOB) OTMEYAIOTCSI
B JIUCTE-
3aBEPUTEIIE CO CCHUIKOM Ha COOTBETCTBYIOIIUM aKT.

9. JIucr-3aBeputeiib HE HyMepyeTcsl.
®opmat A4 (210X297)

IIpunoxenue 28
k [IpaBunam JOKyMEHTHPOBAHMUS,
YIpaBICHUS JOKyMEHTAINEH 1
UCTIONB30BaHUS CHCTEM
JIEKTPOHHOT0 JOKyMEHTO000poTa
B TOCYJJApCTBEHHBIX U
HETOCYAapCTBEHHBIX OPraHU3alUsIX

®dopma
BHYTPEHHAS OIINChH
JOKyMeHTOB mema Ne
No i/ )Z[enon;:omBOI[CT Jlata noxymenTa 3aroJioBoK Homepa nucrtos TTpumenane
BE€HHBIM MHACKC JAOKYMCHTA aciia
1 2 3 4 5 6
Hroro JIMCTOB
JIOKYMEHTOB
(g pamMu ¥ MPOTUCHIO)
Konn4decTBo TUCTOB BHYTPEHHEW OMUCH
(mudpaMu 1 MPOTHCHIO)
HaumenoBaHnue TOJDKHOCTH JIMIIA,
3aII0JIHUBILETO BHYTPEHHIOK ONHUCH Pactmmdposka
JIOKYMEHTOB Jiesa MOAIHUCH

(JIn4Has MOJIMKCH) JaTa
®dopmat A4 (210X297)

[Tpunoxenne 29
k [IpaBunam 1OKyMEHTUPOBAHHS,
YIPaBJICHUS TOKYMCHTAUEH U
HCTIIOJH30BAHUS CHCTEM
ANEKTPOHHOTO JOKYMEHTO000pOoTa



B roCyJapCTBECHHLIX U
HETOCYAAPCTBCHHBIX OpraHU3alUusAaX

®dopma
Onmch Aen CTPYKTYPHOTO IMOAPA3AEICHA OPTraHU3aIHH
OdunmanprHOe HAMMEHOBaHUE Y1BEpK A0
CTPYKTYPHOT'O TIOApa3/ieJICHUs HaumMeHnoBaHMe JOKHOCTH PYKOBOIUTEIS
OpraHu3aIuu CTPYKTYPHOTO MOJIpa3ieICHUs
PacmmudpoBka
(JIMuHas TOJIMUCH) TTOIITUCH
[lara
Ommce Ne 3a rof (5I)
3arojioBoK . Cpok KonnuectBo
Ne /it Wupeke nena  nena (Toma, Kpatitie natst XpaHeHus JieNia TUCToB B nene [lpumevanue

(TOoMa, yactu)

4aCcTH) (Toma, yactu) (TOME, YaCTH)
1 2 3 4 5 6 7
B manHyro onuck BHECEHO nencNe moNe
, B TOM
(uudpaMu U MPOMUCHIO)
YHUCIIC .

JUTEPHBIE HOMEPA:
IIPOIYIIIEHHBIE HOMEpA:

HanMeHoBaHue JOIKHOCTH PacuugpoBka
COCTaBUTEIIS OITUCH IOITTACH
(JTMYHAS TIOJIMTKCH)
narta
PykoBoauTens ciyx0bl Pacmudposka
J0Y MOANUCH
(JIMYHASI TOMITKCH)
nara
PaGotauk Pacmudporka
apXuBa OpraHu3aIiu NOJIMUCH

(JIM4HAsI TOMTKCH)
naTa
IIpumeyanue.
B onucu gen moctossHHOTO XpaHeHus rpady S He 3amoIHSIOT.
®dopmat A4 (210X297)

[Tpunoxenue 30
k [IpaBunaM JOKyMEHTUPOBaHMUS,
YIpaBJieHUs TOKyMEHTauen
WCIIOJIb30BaHMs CUCTEM



3NIEKTPOHHOI'0 JOKYMEHT0000poTa
B TOCY/IapCTBEHHBIX U
HETOCYyIapCTBEHHBIX
OpTaHM3AIIAX

Cuocka. IlpaBuna nomnojiHeHbl npuioxkeHueM 30 B COOTBETCTBUM C
nocra"HoBieHueM IIpaButensctBa PK o1 31.08.2022 Ne 630 (BBOAUTCS B JICUCTBUE 110
UCTCUCHUU JIECATH KaJCHJApPHBIX JHEH IMOclie JHS €ro MepBOro OoQUIMalIbHOTO

onyOJMKOBaHUSA ).

Omucse
Ne

JJICKTPOHHBIX OCII

(HauMEeHOBaHUE KaTETOPUU JIEJ)

Komnuecto
JIOKYMEHTOB

SJIEKTPOHHO
M JIeNe

®opma
YTBepxknato

(HaMMEHOBaHHUE OPTaHU3aINN)

(HanMeHOBaHME JOKHOCTH
PYKOBOJIUTENS CTPYKTYpPHOTO
MO/Ipa3/IeNICHUs] OpTraHU3aIUH )

(HaMMEHOBaHUE CTPYKTYPHOTO
TOJIpa3IeIICHUs] OpTaHU3aIINH )

(MHATIHAITBL, (haMPITH)

(mata)
O6pem
JIOKyMEHTOB
o4 Cpox
B
XpaHeHHs
3JIEKTPOHHO [pumeuanue
DneKTpoHOT
M BH]IE
o nena*
3JIEKTPOHHOT
0 Jena
6 7 8

3a rox
Haspanwue .
Kpaiinue
Nunexc pasnena,
oaThl
Ne n/m AJIEKTPOHHOT 3aIr0JIOBOK
JJIEKTPOHHOT
0 zrena OIEeKTPOHHO
0 Jlena
ro Jena
1 2 3 4 5
B nanHyr0 onuch BHECEHO
AIEKTPOHHBIX J1eJ1 ¢ No o Ne

(HaI/IMeHOBaHI/Ie JOJDKHOCTH,

(dbaMms 1 THULIAAIIBI COCTaBUTEIISI OITUCH )

(mara)



CormacoBano**
ITporokoi 3acenanust K

(HaMMEHOBaHUE CTPYKTYPHOTO MTOAPA3ICIICHNUS)
Ne
[Tepenan AICKTPOHHBIX JIEI.

(HaMMEeHOBaHME JOJIKHOCTH,
dbaMuus ¥ “THULUANbl pa0OTHUKA,
NIEPENABILETO 3JEKTPOHHBIE J€1A)

(mara)
[Tpunsn AJIEKTPOHHBIX JIEIT.

(HaMMEHOBaHUE JIOJKHOCTH,
baMuTUs ¥ THUITAAITBI
pabOTHUKA apXHBa OpPraHU3AINH,
MIPUHSBIIETO AJIEKTPOHHBIE JIeJIa)

(mara)

* I'padpa 7 HE opopMIIsieTCs B OMUCAX JIEN MOCTOSHHOTO XPaHEHHUS.
** Opopmisiercs npu Hanuuu DK cTpyKTypHOTo nmoapasaesieHus.

[punoxenne 31

K IIpaBuiaM TOKYMEHTHPOBAHUS,
yIpaBICHUS TOKYMEHTALHEH
HCIIONIB30BAHMS CHCTEM 3JIEKTPOHHOTO
JIOKYMEHTO000pOTa B TOCYAapCTBEHHBIX U
HEroCyIapCTBEHHBIX OpraHU3aIUsIX

Cuocka. IlpaBuna pomojiHEHBI TpUIIOXKEHHUEM 31 B COOTBETCTBUHU C
noctanoBiienueM I[IpaButensctBa PK o1 31.08.2022 Ne 630 (BBOAUTCS B ICUCTBUE TIO
UCTEUCHUU JECATH KaJEHJApHBIX JHEH MOoclie JAHS €ro MmepBoro o(uIraibHOTO

Oy OJIMKOBAHUA).
dopma
YTBepxknaro

(HanMEHOBaHNE OPTaHU3AIIIH)

(HaMMeHOBaHHE JIOJDKHOCTH
PYKOBOAMTENS] OpPraHU3aIlIH)

(uHUIMAITBL, (amuust) (aTa)



No

(MecTo cocTaBieHUs)

I'PA®UK nprema 3IEKTPOHHEIX A€ B apXVB OpraHu3aiy

B rooy

HaumenoBanue HaumenoBanme
OpraHW3aluu — JOJKHOCTH,
HCTOYHUKA HHHUIHATBI, (haMuims
KOMIIJIEKTOBaHMUS TWIa,

Ne m/mt Cpok mpuema [Ipumeganne
apxuBa u (uam) OTBETCTBEHHOI'O 3a
CTPYKTYPHOTO nepenavy
moapa3aciaeHUs ANEKTPOHHBIX JEI B
OpraHn3aIuN apXUB OpraHU3aIHN

1 2 3 4 5

(HauMeHOBaHHE TOKHOCTH, (PaMIIINS U HHUIIUAJIBI
PYKOBOJUTENS apXUBA OPraHU3alUN
(Jna, OTBETCTBEHHOT'O 32 apXHUB OPTaHU3ALMN)

(mara)

ITpunoxenue 32
k [IpaBunaM JOKyMEHTUPOBaHMUS,
yIpaBJieHUs TOKyMEHTaIuen
WCIIOJIb30BaHMs CUCTEM
3NIEKTPOHHOTO JOKYMEHT0000poTa
B FOCYAAPCTBEHHBIX U
HErocyJ1apCTBEHHBIX
OpTaHH3aIHIX

Cuocka. IlpaBuna AoOmMOJHEHBI TPUIOKEHUEM 32 B COOTBETCTBUHU C
noctanoBiieHueM I[IpaButenscTBa PK o1 31.08.2022 Ne 630 (BBOAUTCS B IEUCTBUE TIO

HCTCUCHHUUN ACCATH KaJICHIAPHBIX I[Hefl IMocCJjac aHA €ro ICpBOIo O(I)I/II_II/IaHBHOFO

oy OJIMKOBAHUA).

BHYTpeHHAA OIUCH JOKYMEHTOB B 3JIEKTPOHHOM BHJIE 3IEKTPOHHOTO Aeina Ne

Hara 3arojaoBoK
JOKYMCHTA B JOKYMCHTaA B
Ne /i Y y
JJICKTPOHHOM  3JICKTPOHHOM
BHJIE BHJIC
1 2 3
Hroro:

dopma

Komngectso  OO6mwmii 06bemM OOmas
00BEKTOB 00BEKTOB KOHTPOJIbHAS
[Ipumeuanue
xpaHeHuss  ( xpaHeHus B ( XapaKTepUCTH
(aiinoB) OaiiTax) Ka
4 5 6 7

AOKYMCHTOB B 3JICKTPOHHOM BHJIC,



00BEKTOB XpaHECHHUSI.

OO6muit 00beM 00BEKTOB XPAHEHUS AIEKTPOHHOTO Jieia

(HamMeHOBaHUE AODKHOCTH JIUIIA,

COCTaBUBIIIETO BHYTPEHHIOIO OIHCH (MHATIHATBL, (haMUIIHS)
JIOKYMEHTOB B 3JICKTPOHHOM BHJIC (mara)
3JIEKTPOHHOTO JeTa)

[Ipunoxenne 33
k IIpaBritaM TOKyMEHTHPOBAHUS,
YIIPaBJICHUS JOKYMEHTaLUei
UCIIOJIb30BaHUSI CHCTEM
3IIEKTPOHHOI'0 JOKYMEHT0000poTa
B TOCYZapCTBEHHBIX U
HErOCyapCTBEHHBIX
OpraHu3aLMAX

CHocka. [lpaBuiia [OTOJHEHBI MNPUIOKEHUEM 33 B COOTBETCTBUM C
nocra”HoBiaeHueM [IpaButensctBa PK oT 31.08.2022 Ne 630 (BBOAUTCS B ICUCTBUE 110
HUCTEUCHUU JIECATH KaJCHJApHBIX JHEH IMOclie JHS €ro MepBOro OoQUIMalIbHOTO
onyOJMKOBaHUSA ).

®opma

AKT nmpreMa-Tiepe1ady AIICKTPOHHBIX JOKYMEHTOB U Aen ciyxO0s1 JIOY oprarm3amum

YT1Bepxaaro
OdunuanpbHoe HAaUMCHOBAHHE
HaumeHnoBanue 10/DKHOCTH

OpraHH3aIlN
PYKOBOAUTESI OPraHU3AIUH
Pacimmdposka
(JImuHas MOANUCH) TIOATHCH
Jlata
AKT Ne
O IIpueMe-nepcaadye dJICKTPOHHBIX JOKYMCHTOB
mepenan (a), a puHsLI (a),
(pamumist 1 MTHULIAAIIET) (pammumist 1 MTHALIAAIIEL)
QJICKTPOHHBIC TOKYMCHTLI 3a roJbl 1 PETUCTPALIMOHHBIC KAPTOYKH K
HUM:
Wnnexc KommyectBo Cratyc onektporHoir OOBeM
Ne AJIEKTPOHHBI 3J1eKTpoHHBI KosuyecTBo 1udpoBoii moamucu naMmsTu Cpokwu
n/m X X ¢aiinos 9JEKTPOHHBI XpPaHEHUS
HaJIUYue OTcyTtcTBYET

JIOKyMEHTOB  JIOKyMEHTOB X (parinos

1 2 3 4 5 6



Hroro nipunsTO:
1) 3JIEKTPOHHBIX IOKYMEHTOB.

(mudpaMu 1 IPOIHCHIO)
CocTostHUE JIEKTPOHHBIX JOKYMEHTOB

(oO1mast XapakTeprCcTUKA COCTOSIHUS)
[lepenan (a)
(amexTpoHHas 1UGPOBasi MOANUCH) UIH (TTOIIHUCH)
[Tpuns (a)

(amexTpoHHAas 1TUGPOBAs OAIMUCH) UK (TTOIHUCH)
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