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OG0 yrBepxnennu [IpaBun nmpreMa, XpaHEHHUS, ydeTa M HCIOI30BaHUA JOKYMEHTOB
HammonansHOro apxuBHOro GoHIa ¥ APYTHX apXHBHBIX JOKYMEHTOB BEIOMCTBEHHEIMU H
JaCTHBIMH apXHBaMH

[Tpuxa3z Munuctpa KyasTypsl u ciopta Pecniyonuku Kazaxcran ot 25 aBrycra 2023 rona Ne
235. 3apeructpupoBan B MunuctepctBe roctuninu Pecnyonuku Kazaxcran 28 aBrycra 2023
rozxa Ne 33338.

CHocka. B 3arojioBok BHECEHO U3MEHEHUE HA KA3aXCKOM SI3bIKE, TEKCT HA PYCCKOM SI3bIKE
HE MEHSETCS B COOTBETCTBHM C INMpUKa3oM MuHHUCTpa KyiabTyphl U uHpopmauuu PK ot
14.11.2024 Ne 544-HK (BBOAUTCS B JAEWCTBHE MO MCTCUCHUU JECITH KaJCHJAPHBIX THEH
MOCJIE JTHSI €70 TIEPBOTro O(QUITMATBLHOTO OMyOJIUKOBAHUS).

B cootBercTBuM ¢ noamyHkToMm 477) nmynkra 15 [Tonoxenust 0 MuHHCTEPCTBE KYJIbTYPBI
u uHpopmanuu Pecnybnuku KazaxcraH, yTBep:kaeHHOTO nocTaHoBiienueM [IpaBurenbcTBa
Pecnyonmuku Kazaxcran ot 4 oktsa6ps 2023 rona Ne 866 IIPUKA3BIBAIO:

CHaocka. [Ipeam0Oyiia — B pegakmnuu nmpukasza MunucTpa KyabTypsl 1 nHbGopmanuu PK ot
14.11.2024 Ne 544-HK (BBOIUTCS B ACHCTBUE MO UCTEUCHUU JIECSITH KaJICHIaPHBIX JTHEH
TIOCJIE JTHS €T0 TIEPBOT0 O(HUITMATBLHOTO OIyOJINKOBAHHUS).

1. YTBepauts IlpaBuna nmpuema, XpaHeHuUs, yueTa U HUCIOJIb30BAHUS JOKYMEHTOB
HanmonansHoro apxuBHoro GoHAA U JPYTUX apXUBHBIX IOKYMEHTOB BEJJOMCTBEHHBIMU H
YACTHBIMU apXUBaMH COTJIACHO MPWJIOKEHUIO K HACTOSIIIEMY IPUKA3Y.

2. Komurety apXuBOB, JOKYMEHTAIlUU U KHUKHOTO Aeida MUHHUCTEPCTBA KYJIbTYpPbl U
cnopra Pecriy6nuku Kazaxcran B yCTaHOBJIIEGHHOM 3aKOHOJATEIBCTBOM MOPSAKE 00€CTIeUNTh:

1) rocyapCTBEHHYIO PETUCTPAIMIO HACTOSAIIETO MpHKa3a B MUHUCTEPCTBE FOCTULIMHU
Pecniybnuku Kazaxcran;

2) B TeueHHe TpeX pabouyux JHEH MOCJe ero BBEACHUS B JICHCTBUE pa3MelleHue
HACTOSIIETO NMPHUKAa3a Ha MHTEpHET-pecypce MUHUCTEPCTBA KyIbTYPHI U criopTa PecryOnuku
Kazaxcran;

3) B TeUeHHE TpeX pabounx THEH MOCIEe UCTIOTHEHHUS MEPOTIPUSTHH, TIPEITyCMOTPEHHBIX
HAaCTOSIIIUM MYHKTOM, TMpejAcTaBieHue B JlemapramMeHT OPUIUYECKOU CIYKObI
MuHuctepcTBa KyJabTypbl U cnopta PecnyOnuku Kazaxcran cBeneHuii 00 MCIOTHEHUU
MEPONPUATHH.

3. KoHTponp 3a MCNOJHEHHEM HACTOSIIIEro MPUKa3a BO3JOXKHUTh Ha KYypHPYIOIIETrO
BUIIE-MUHUCTPA KyJIbTYpPHI U criopta PecyOnuku Kazaxcras.

4. Hacrodmuii npuka3 BBOAUTCS B IEMCTBUE MO UCTEYEHUU JIECATU KaJIEHJAPHBIX JHEN
MIOCJIC JTHS €r0 MEPBOTO OPHUITMATBHOTO Oy OJTMKOBAHMSI.
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[Ipunoxxenue K npukasy
MUHUCTP KyJIbTYPHI U CIIOPTA
Pecny6nukn Kazaxcran
ot 25 aBrycrta 2023 roga Ne 235

IIpaBuna mpreMa, XpaHEHH, ydeTa M HCIIOIB30BaHUA JOKyMEHTOB HamoHaIsHOTO apXHBHOTO
¢oHza U IPyTHX apXWBHEIX JOKYMEHTOB BEIOMCTBEHHBIMH Y YaCTHHIMU apXHBaMH

I'maBa 1. O6miue moIoXEHU A

1. IIpaBuna npuema, XpaHeHUs1, y4eTa U UCHOJIb30BaHUSA JOKyMeHTOB HanumonansHOro
apXWBHOTO (POHIAa M JPYTUX APXUBHBIX JOKYMEHTOB BEJOMCTBEHHBIMH M YaCTHBIMU
apxuBamu (nanee — IlpaBuna) pazpaboTtaHbl B COOTBETCTBUM C 3aKoHamu PecnyOiuku
Kazaxcran "O HauunonansHoMm apxuBHOM QoHjie 1 apxuBax" U "OO 3IEKTPOHHOM JOKYMEHTE
U DJICKTPOHHOU 1TUpoBOM moanucu".

2. IlpaBuna onpenensrOT MOPANOK NpUEMa, XPAHEHHS, y4eTa M MCIIOJIb30BaHUS
nokyMeHToB HarumonansHoro apxuBHoro ¢onzaa (mamee — HA®) u npyrux apXuBHBIX
JOKYMEHTOB BEJIOMCTBEHHBIMU M YACTHBIMU apXHUBaMHU (J1ajiee — apXUB OPraHU3al1N).

3. OcHOBHBIE OHATHS, UCIIONb3yEMBbIE B HacTosmux [IpaBuiax:

1) uHdopMaIMOHHOE MHCHMO — JOKYMEHT, COCTaBJIEHHBIA Ha OJlaHKE MHCbMa
OpraHu3aluy IO 3ampocy I0Jb30BaTENsl WM HWHULOMATHBE AapXuBa OpPTraHU3aIlUU,
cojiepKamuii MHPOpMAIUI0O O XPAHSIIUXCSA B apXUBE JOKYMEHTaX IO OMNpeieIeHHON
npobiieMe, TeMe;

2) apxuBHasl clpaBKa — JOKYMEHT, COCTaBJICHHbIA Ha OJJaHKE MHUChbMa IOPUIUUYECKOTO
muua (najgee — OpraHu3alyu), CoAepKaIUil HEe0OX0AUMYI0 (PU3NYECKUM U IOPUIUYECKUM
JaUIaM UHQOPMAIIUIO C YKa3aHUEM apXUBHBIX MIM(YPOB U HOMEPOB JINCTOB €IUHULl XPaHEHUS
T€X AapXUBHBIX JOKYMEHTOB, HAa OCHOBAaHHMHM KOTOPBIX OHAa COCTaBJIEHA, HMMEIOLIUM
IOPUINYECKYIO CUITY (TIOJIMHHUKA);

3) apxuBHasi KOMHUS — KOIIHSI, TOCJIOBHO BOCIIPOU3BO/IAIIASL TEKCT QpXUBHOIO IOKYMEHTA,
C yKa3aHUEM apXMBHOrO MH(ppa U HOMEPOB JIMCTOB €IMHMIIBI XpaHEHHUs, OPOpMIICHHAs B
COOTBETCTBHUHM C MYHKTOM 295 Hactosamux [IpaBui;



4) TemaTudeckas moJa00pKa KOMUN apXUBHBIX JOKYMEHTOB — CUCTEMAaTU3UPOBAHHBIN
KOMIUIEKT KOMHUH apXMBHBIX JOKYMEHTOB WM HMX 4YacTed MO OMNpPEAEeICHHOW Teme,
MOATOTOBJICHHBI APXWBOM OpraHU3alMU MO 3aMPOCy MOJIb30BATENS WIM UHULIMATUBE apXUBa
OpraHu3aluu;

5) ynopsigoueHre apXuBHbIX JOKYMEHTOB (Jajiee — yIopsi04eHue) — KOMILIEKC padoT 1o
(GOpPMUPOBAHUIO APXUBHBIX JOKYMEHTOB B E€IWHMUIIBI XpaHEHHs (JIej1a), OMUCAHUI0 U
0hOpPMIICHUIO TAaKUX EIUHUIl XpaHEHHUs (Jed) B COOTBETCTBHUHM C 3aKOHOJATEIHCTBOM
Pecny6nuku Kazaxcran o HA® u apxuBax;

6) XpaHWIHIIE apXUBHBIX JTOKYMEHTOB (apXMBOXpPAHUIIHIIE) — CHEIUAIBHO
o0opyI0BaHHOE XpaHWIHIIE (TOMEIICHNE) A1 XPAHCHHS apXUBHBIX IOKYMEHTOB;

7) TeMaTUYeCKU NepeUYeHb apXUBHBIX JOKYMEHTOB — CUCTEMATU3UPOBAHHBIA KPATKUIM
WM aHHOTUPOBAHHBINA MEPEUYEHb 3ar0JI0BKOB APXUBHBIX JOKYMEHTOB, €IUHUL] XPAHEHUS IO
OTpeNIe]ICHHON TeMe C yKa3aHUEM HMX JaT U apXUBHBIX MIU(GPOB, COCTABICHHBIN MO 3ampocy
M0JI30BATEINSI MJIM MHULIMATUBE apXHBa OpraHU3aluu;

8) apXuBHBIN yKa3aTellb — apXUBHBIN CIIPABOYHUK, IIPEACTABIISIONINN cOO0M andaBUTHBIN
, CUCTEMaTUYECKHIl WJIM COCTABJIE€HHbIH MO MHOMY IPHU3HAKY MEPEUYeHb HAMMEHOBAHMIA
MPEAMETOB, YIOMUHAEMBIX B aPXUBHBIX IOKYMEHTAX, C YKa3aHHEM UX MOUCKOBBIX JTAHHBIX;

9) apxuBHasi BbIIUCKA — JIOKYMEHT, COCTABJICHHBIM Ha OJIaHKE MHUCbMa OpraHU3aluu,
JOCJIOBHO BOCIIPOU3BOJSIINNA YacCTh TEKCTa apXMBHOI'O JOKYMEHTA, OTHOCSLIMMHCS K
ornpeneneHHoOMY (akTy, COOBITHIO, JIHILY, C YKa3aHHEM apXUBHOTO 1udpa 1 HOMEPOB JIMCTOB
€UHULIBI XPAHCHUS;

10) apxuBHbIY mU}p — 06003HaAUECHHE, HAHOCUMOE Ha KXY €IUHHILY XPAHEHHS C
LEIbI0 00ECTIeUeHNUs €€ yueTa U UACHTU(PUKALINH;

11) apxuBHOE ne0 — chepa ASATENBHOCTU (PU3NYECKUX U IOPUTUIECKUX JIUII, CBSI3aHHAS
¢ ¢dopmupoBanneM HanumonansHoro apxuBHoro ¢onga Pecnyonuku KazaxcraHn,
oOpa3oBaHUWEM apXWBOB, AapXHWBHBIX (OHIOB U KOJUICKIIMH, OpraHu3aiuei coopa,
KOMIUICKTOBAHMS, YIOPSAIOUYCHUS, XPaHCHUs, yuyeTa U HCHOJb30BaHUS apPXUBHBIX
JOKYMEHTOB;

12) 0ocob0 1EeHHBIA JTOKYMEHT — apXWBHBIN HokyMeHT HA®, xoTopblii mMeeT
HEMPEXOISIIYI0 UCTOPUKO-KYJIbTYPHYI0 M HAay4YHYH LEHHOCTb, OCOOYI0 Ba)XHOCTb MJIA
0O0IIIeCTBAa U TOCYIaPCTBA;

13) aynuoBu3yanbHas JOKYMEHTALMS — KOMIUJIEKC JOKYMEHTOB, COJAEpKalluX
M300pa3uTENbHYI0 U (WIK) 3BYKOBYIO HH(OPMAIUIO, CO3/IaHHBIM ¢ MOMOIIbIO TEXHUYECKUX
CPEJICTB;

14) ynpaBieHuyeckass JOKYMEHTALHUsI — KOMIUJIEKC JOKYMEHTOB, UCIOJIb3yEMbIX MPHU
peanu3alrd OCHOBHBIX (DYHKIIMI yNpaBlieHUs OpraHu3anuu (opraHu3aiius, MJIaHUPOBaHUE,
pEryJIupoBaHHUE, KOHTPOJIb);

15) BeZOMCTBEHHBI apXUB — YUYPEKICHUE WU CTPYKTYpHOE MOApa3AECICHHUE
rOCYJIapCTBEHHOTO IOPUIMYECKOTO JIMIA, OCYLIECTBISIOMKNE cOOp, YIOpsAI0YEHUE,



BPEMEHHOE XpPAaHEHUE, YUET, UCIOJb30BAHUE APXUBHBIX JOKYMEHTOB U TOCYJapCTBEHHBIN
yueT 1okymeHToB HA®D;

16) nHayuno-cpaBouHbIil anmnapar (nanee — HCA) — COBOKYMHOCTh ONTMCAHUM apXUBHBIX
JIOKYMEHTOB B apXUBHBIX CIPAaBOYHUKAX, MpPEAHA3HAUCHHBIX JJIs TOUCKA apXHBHBIX
JTOKYMEHTOB M COZCPIKaIEeiCsl B HUX TOKYMEHTHON MH(GOpMAIIHH;

17) cuctema HCA — koMIieKC B3aMMOCBSI3aHHBIX M B3aUMOJIOTIOTHSAEMBIX, CO3/IaBAEMbBIX
Ha €JIWHOW HAyYHO-METOJUYECKOM OCHOBE AapXMBHBIX CIPABOYHHUKOB O COCTABE H
COJIEp’KaHUH APXUBHBIX JOKYMEHTOB;

18) HayuyHO-TeXHHMYECKAsl JOKYMEHTAIUsl — KOMIUIEKC JTOKYMEHTOB, (PUKCHUPYIOIINX
MPOLIECC U PE3YJbTAThl HAYYHOW, HAYYHO-TEXHUYECKOM, MPOU3BOJICTBEHHO-TEXHUYECKOM,
MPOEKTHOM, CTPOUTEIILHON Y HHOM JIESTEIIbHOCTH;

19) yacTHbBI apXUB — HETOCYIAPCTBEHHOE OPUINYECKOE JUIO WU €ro CTPYKTYpPHOE
noJipa3JieJIeHue, OCYIECTBIAIONINE cOOp, MPUOOpEeTeHnEe, KOMIUIEKTOBAaHKE, YIIOPA0UYEHUE,
XpaHEHHE, YUeT W UCIOJb30BAHUE APXUBHBIX JOKYMEHTOB WU apXUBHBIX JOKYMEHTOB
(b13UYeCKOro JiMlia, BOZHUKIINX B PE3YJIbTATE €T0 IEATEIbHOCTH, COOpa U MPUOOPETEHUS;

20) opraHuzanusi XpaHEHHsS JOKYMEHTOB — CHCTEMa MEPONPHUATHH, BKIIOYaroIIas
palMoHaIbHOE Pa3MEIICHUE JTOKYMEHTOB, KOHTPOJIb 3a MX JBI)KCHUEM U (DU3UYECKUM
COCTOSIHMEM, KOMHPOBAHUE JOKYMEHTOB C IIEJIbIO CO3/JaHus cTpaxoBoro ¢oHaa u (ponma
MOJIB30BaHMS, BOCCTAHOBJICHHE (pECTaBpAIMIO0) TIEPBOHAYAIBHBIX WM OIU3KHX K
NEpBOHAYAIBHBIM CBOMCTB M BHEIIHUX MPU3HAKOB JOKYMEHTOB, MOABEPTIINXCS
MOBPEXKCHUIO WIH Pa3pyLICHUIO;

21) skcnepTusa IIEHHOCTH TOKYMEHTOB — HCCJIeIOBaHUE JOKYMEHTOB Ha OCHOBAaHUU
KPUTEPUEB UX LIEHHOCTH B IIEJISIX YCTAHOBJICHUSI CPOKOB XPAaHEHHS JOKYMEHTOB U 0TOOpa UX
JUIs1 BKIroueHus B coctaB HA®;

22) OoTIycK TOKyMeHTa (MUChMa) — K3EMILISP UCXOAIIECTO JOKYMEHTa, OCTAIOIIHNIICS B
JieJie OpraHu3aluu-aBTopa;

23) onuch J1e7 JOKYMEHTOB — apXUBHBIN CITPAaBOYHUK, MPETHa3HAYEHHBIN TSI PACKPBITHS
COCTaBa U COAEPKaHUS €IMHUILl XPAHEHUSI, 3aKPETUICHHS UX CUCTEMATU3allUU U YUETa;

24) MeTajaHHbIe — CTPYKTYpUPOBAHHBIE JaAHHBIE, OMUCHIBAIONIUE KOHTEKCT, COJEPKaHNe
U CTPYKTYPY DJEKTPOHHOT'O JOKYMEHTa, MpEeJHa3HAuYCHHBIE JJI1 €ro UJACHTU(dUKAIUU U
NOMCKA, a TaKXe€ IMPOLECChl YNPABICHUS Ha MNPOTSHKEHUM BCETO KWU3HEHHOTO ILMKJIA
JIOKYMEHTA;

25) enuHMIA XpaHEHUs — y4eTHas €WHMUIIA, MPEACTABIAIONIas co00 (pU3NUYECKH
000COOJIEHHBI JOKYMEHT WJM COBOKYMHOCTh JIOKYMEHTOB, UMEIOIAs CaMOCTOSATEIbHOE
3HAYCHHUE;

26) y4eTr TOKYMEHTOB B apXUB€ OpraHU3alMi — YCTAHOBJIEHHUE KOJUYECTBA U COCTaBa
aApXMBHBIX JOKYMEHTOB B €AMHUIIAX yueTa U (UKCAIHs MPUHAIICKHOCTH KaXKION €TUMHUIIBI
ydeTa K OIMpeIeIEeHHOMY KOMIUIEKCY U 001IeMYy UX KOJIMYECTBY B YUETHBIX JOKYMEHTAX;



27) ¢aitn — uAeHTUPUIUPOBAHHBI OOBEKT HA JJIEKTPOHHOM HOCHTENE,
MO/JIEPKUBAEMbBIN ONEPALIMOHHON CUCTEMOH, B Cpelie KOTOPOW OCYILIECTBISETCS CO3/IaHHE
o0BeKkTa u (Wir) 00ecTeunBaeTCsl TOCTYI K HEMY;

28) ¢gopmupoBaHue Jen — TPYNIUPOBKA HCIOJHEHHBIX JTOKYMEHTOB B Jeja B
COOTBETCTBHH C HOMEHKJIATypOH A€l U CUCTEMATU3ALMEN TOKYMEHTOB BHYTPH JEJ1a;

29) nuct-3aBepuTenb Jiena — JOKYMEHT, cofepKaiuid nHopMaiuoo 00 0COOEHHOCTIX
cozepkaHusi U (OPMUPOBAHMS OINPEIAEICHHOIO Jejla B apXMBE OPraHU3alMH, BKIIOYas
KOJIMYECTBO MPOHYMEPOBAHHBIX CTPAHMI] KaXKJI0TO JENa;

30) 2eKTPOHHBINA apXUB — COBOKYITHOCTh APXUBHBIX AJEKTPOHHBIX TOKYMEHTOB;

31) 2IEeKTPOHHBIA ApPXWBHBIA JNOKYMEHT — JOKYMEHTHUpOBaHHas HHMOpMaIus,
Mpe/ICTaBICHHAs B 3JIEKTPOHHOU (popme u 3aBepeHHask 3JIEKTPOHHON HUGPPOBOM MOAMKUCHIO (
nanee — DIIII), koTopass MOXeT ObITh UACHTU(PUITUPOBAHA U TIOJICKUT XPAHEHUIO B CUITY
3HAYMMOCTH yYKa3aHHOW MHGOpMAIH 1Jis 0011eCTBA U TOCYyAapCTBa;

32) undopmaionHasi cuctema 3JekTpoHHoro apxusa (ganee MC DA) — opraHu3aiiuoHHO
yHOPSIIOUECHHAs! COBOKYIMHOCTh HH(OPMALIMOHHO-KOMMYHHUKAIMOHHBIX TEXHOJOTHH,
00CITy’KHUBAIOIIET0 NEPCOHAA U TEXHUYECKON JOKYMEHTALMH, PEATU3YIOIINX ONPEIeICHHbIE
TEXHOJIOTUYECKHE JEHCTBUS IMOCPEACTBOM HH(DOPMALMOHHOIO B3aUMOJICHCTBUS U
MpeAHa3HAYEHHBIX JJI PEIIeHUs] KOHKPETHBIX (PYHKIMOHAIBHBIX 3a7a4 B cepe apXUBHOTO
7ena U TIOKyMEHTallMOHHOT'O 00eCIIeUeHNS;

33) SNeKTPOHHBIM HOCUTENb — MaTE€pUAJIbHBIA HOCUTENb, MpPEIHA3HAUYCHHBIN IS
XpaHeHus: UH(HOPMALIUK B 3JIEKTPOHHOH (hopMe, a TakKe 3aliCH WK €€ BOCIIPOU3BEICHUS C
MIOMOIIBI0 TEXHUYECKUX CPEJICTB;

34) 3NeKTpOHHBIA JOKYMEHT — JOKYMEHT, B KOTOpOM MH(pOpMaLUs IpeAcTaBiIeHa B
AIEKTPOHHO-TTU(GPOBOH hopme U yaocToBepeHa nocpeacrsom DI,

35) nHQOpPMALIMOHHBIA MAaKET 3JIEKTPOHHBIX JOKYMEHTOB ([€1) — MH(OPMALMOHHBIN
OOBEKT ONpPENEICHHON CTPYKTYphl, NEpPEAaBaeMblii MO CETEBbIM KOMMYHMKALMAM HIIA
TEJIEKOMMYHUKAILIUSIM KaK €IMHOE 11eJI0€;

36) Murpanus 31EKTPOHHOIO JOKYMEHTa — IIPOLIECC MTEPEHOCA SJIEKTPOHHBIX JOKYMEHTOB
U3 OJTHOM MPOrpaMMHO-aNNapaTHON Cpeibl WM C OJHOTO HOCUTENS MH(OpPMAIUU B IPYTYIO
cpedy WIM Ha APYrod HOCHUTENIb NPU COXPAHEHUHM WX MOJJIWHHOCTH, LEIOCTHOCTH,
HaJIC)KHOCTHU U YI00CTBa B UCTIOJIB30BAHNH;

37) KoHBepTAalMs JIEKTPOHHOTO JOKYMEHTA — IPE0Opa30BaHUE UCXOTHOTO JIEKTPOHHOTO
JOKYMEHTA MOCPEICTBOM U3MEHEHHS €ro popMaTa ¢ COXpaHEHUEM CTPYKTYPbI U COACPKAHUS
;

38) nneKTpoHHasi perucTpaloHHas KOHTpojbHas kapTouka (nanee — IOPKK) —
ANEKTPOHHBIM JOKYMEHT C YYETHBIMHU JIaHHBIMU O JIOKYMEHTE IO YCTaHOBJIEHHOU (opme,
bukcupymomei ero peKBU3UTHL;

39) aneKTpOHHOE [IeJI0 — CaMOCTOSITeNIbHAs €IMHUIIA XPAHEHUS IJIEKTPOHHBIX
JOKYMEHTOB U UX METAJAHHBIX, JIOTHYECKH 00bETMHEHHBIX B IPOLIECCE arperaiuu;



40) smymnsauusi — BOCIIPOU3BeIeHHE pabOThl OJTHOM CHCTEMBI CPEJICTBAMU JIPYyroil 6e3
norepu (PyHKIMOHAJIBHBIX BO3MOXXHOCTEH UM MCKaXXEHUH pe3ylbTaTOB C LEJbI0
BOCIIPOU3BEACHHUS JICKTPOHHBIX JTOKYMEHTOB.

4. B cOOTBETCTBUU C BO3JI0’KEHHBIMU HA OPTraHU3AIMIO 3a/1ayaMi U QYHKIUSAMU, a TaKKe
COCTaBOM 00pa3yeMoi B €€ AeSATENbHOCTH JOKYMEHTALIMH CO3/1al0TCS:

1) apxuB ynpaBlIeHUYECKON TOKYMEHTAlLlMH, B TOM YUCJIE 3JIEKTPOHHBIX T0KYMEHTOB;

2) apXMB ayJJMOBU3YaJIbHOU TOKYMEHTALlMU, B TOM YUCJE 3JEKTPOHHBIX JOKYMEHTOB;

3) apxuB HAyYHO-TEXHUYECKOW JJOKYMEHTAIH, B TOM YHUCJIE ANEKTPOHHBIX JTOKYMEHTOB.

5. Hauuonaneubiii apxuB Pecnyonuku KaszaxcTaH, LeHTpajibHble TOCYJAapCTBEHHbIE

apXuBbl, TOCYJapCTBEHHbIE apXUBbI 00JacTei, rOpoIoB, PalioHOB U UX (unuansl (nanee —
rocynapcTBeHHble apxuBbl), ApxuB IIpe3unentra PecnyOnuku Kazaxcran oxasbiBaroT
OpraHM3alrsAM METOAMYECKYIO IIOMOIIb 110 BHEAPEHNIO HacTosamux [Ipasui.

6. B opranusanuy, MTaTHBIM paclMCaHUEM KOTOPOW HE IPEAYCMOTPEHBI IITATHBIC
JOJKHOCTH paOOTHUKOB apXuBa, IPUKAa30M PYKOBOJUTENS OPraHU3alMU Ha3HAYAETCs JIUIIO,
OTBETCTBEHHOE 3a BEICHUE apXUBa.

I'naBa 2. TTopsimox mpuema nien, JOKYMEHTOB
ITaparpa¢ 1. Ilopsanok npreMa Jiel1, JOKyMEHTOB Ha XpaHEHHE

7. ApXuB opraHu3aiuy NIpuUHUMAET Jeja, JOKYMEHTHhI IOCTOSHHOTO, BPEMEHHOI'O CPOKa
XpaHEHHUsI ¥ TI0 INYHOMY COCTaBy, 00pa30BaBIIMECS B MPOIIECCE NCITEILHOCTH OpTaHU3AIIHH.
[Ipu peopranuzanv OpraHU3alUU JOKYMEHTHI TMEPEeNaroTCs B YNOPSAIOYEHHOM BHJIE
MPaBOINPEEMHUKAM.

8. [lpuem nen, JOKYMEHTOB B apXWUB OpraHU3aAllUU OCYHIECTBISETCS €XeroaHo. B
OpraHu3alu, UMEKIIEH CTPYKTypHBbIE NOApa3/Ie/iCHUs, MPUEM JOKYMEHTOB B apXuB
OpraHu3alu OCYUIECTBISETCA B COOTBETCTBUU C YTBEPKIACHHBIM PYKOBOJUTEIEM
opraHuzainuu rpadukoM npruemMa JOKYMEHTOB B apXUB OpraHU3aIUU.

JIOKyMEHTBI IIepeatoTCsl B apXUB OPTaHU3aIMKU HA HOCUTENSAX, HA KOTOPBIX OHU CO3/IaHbI
(bymara pa3IMuUHBIX BUJOB, B TOM uuciie GporoOymara, KajabKa, IUICHKA, MAarHUTHBIC JICHTHI,
ANEKTPOHHBIE HOCUTEIH).

9. Ilpu nmpueMe Ha XpaHEHUE YIPABICHUYECKOW JTIOKYMEHTAlMM PaOOTHHK apXuBa
OpraHu3aly B MPUCYTCTBUU JIUIA, OCYILECTBIISIFOLIETO Mepe/iady JOKYMEHTOB, TPOBEPSIET:

1) Hanmuuue Aen MOCTOSHHOTO, JOJTroBpeMeHHOro (cBwimie 10 jeT) XxpaHeHHs U IO
JUYHOMY COCTAaBY B COOTBETCTBHHM C OMUCHIO JIET CTPYKTYPHOTO MOJIpa3IeIICHHUS;

2) Hanu4uue eyl BpeMeHHOTOo (10 10 JeT BKIIOYUTENBHO) XPaHEHHS TTI0 HOMEHKIIATYPE Jel

3) HyMepaluo JUCTOB eI C JAHHBIMHU 110 OMUCH JI€] CTPYKTYPHOTO MOIpa3/IeTICHuUS;
4) npaBUILHOCTH 3aIIOJIHEHHS] BHYTPEHHEN OMUCH TOKYMEHTOB jeia (IIpy HAJTIMYun);
5) HanmMuue JUCTa-3aBEPUTEINS JIeIIa;



6) COOTBETCTBUE PEKBU3UTOB OOJOKKH COOTBETCTBYIOIIUM 3alKCSIM B OIMUCH €I
JIOKYMEHTOB CTPYKTYPHOT'O MOJpa3/IeIeHuUs;

7) pusnueckoe COCTOSHUE JOKYMEHTOB.

10. Ilpu nmpueme ayIMOBU3YJILHON JOKYMEHTAIlUM HAa XpaHEHHE paOOTHHUK apXuBa
OpraHU3allvy B MPUCYTCTBUU JIUIA, OCYILECTBIISIIOLIETO Mepeiady JOKYMEHTOB, TPOBEPSIET:

1) KOMITJIEKTHOCTh JIOKYMEHTOB;

2) (pusmvecKoe COCTOSTHUE TOKYMEHTOB;

3) KOMILJIEKTHOCTh COCTaBa MPUIAraéMOi TEKCTOBOW COMPOBOAUTEIILHON JOKYMEHTAIIHMH.

B cocTaB TEKCTOBOM CONIPOBOAUTEIILHON JOKYMEHTALIMU BXOIAT:

1) nnsg KWHOJIOKYMEHTOB — aHHOTAIlMM, MOHTaXHBIC JIUCTBI, Pa3pelInTElIbHBIC
YIOCTOBEPEHUSI K 3aKOHUYCHHBIM MPOU3BEJACHUSIM, aKThl TEXHUUYECKOTO COCTOSHUS, 3alUCH
CBETOBBIX U I[BETOBBIX MACIIOPTOB;

2) st pOTOAOKYMEHTOB — aHHOTAIIHH;

3) nns GOHONOKYMEHTOB U BUJECOJOKYMEHTOB — aKThl TEXHUYECKOTO COCTOSIHUSI, TEKCThI
BBICTYIJICHUH, KaTaJIOTH TPaMIUIACTUHOK, CIUCKH BBICTYMAIOIINX, PEIICH3UHU, CTAThU U UHBIE
JIOKYMEHTBI, OTHOCSIIIIUECS K MPUHUMAEMbIM (DPOHOJIOKYMEHTAaM U BUJICOJJOKYMEHTAM.

11. ITpu npueMe HayYHO-TEXHUYECKON JOKYMEHTAIIMU Ha XpaHEHUE paOOTHUK apXHBa
OpraHU3aIliy B MPUCYTCTBUU JIUIIA, OCYIIECTBIISIFOLIETO Mepeiady JOKYMEHTOB, IPOBEPSET:
1) KOMIJIEKTHOCTh JIOKYMEHTOB (B COOTBETCTBHHU C BEJIOMOCTHIO CHENU(UKAINH,
cnenuuKanuen, coep>kaHueM TOMOB, allbOOMOB, KHUT M UHBIMH JIOKYMEHTaMH, B KOTOPBIX
nepevyucrieHa Bes nepenaBaeMast T0KyMeHTaIus);

2) HaJM4Ke YCTAaHOBJICHHBIX MOJIUCEN U JaT;

3) NpaBUWIBHOCTH BBHIMIOJIHEHUSI OCHOBHBIX HAAMUCEN U TUTYJIHHBIX JTUCTOB;

4) ¢puznveckoe COCTOSTHHUE JOKYMEHTOB.

12. Tlpuem 5JIEKTPOHHBIX JOKYMEHTOB B apXWB OpraHHU3allMh OCYIIECTBISETCS
ITOCPEJCTBOM HMH(POPMAIIMOHHBIX CHUCTEM, O00ECIeUMBAIOIMINX COOJI0AeHNE TpeOOBaHUM K
XPaHEHUIO JIEKTPOHHBIX JOKYMEHTOB.

13. DnexkTpoHHBIE JTOKYMEHTHI IE€pelalTcsi B apXWB OpraHu3aluu 1o
UH()OPMAIMOHHO-TEJIEKOMMYHUKAIIMOHHON ceTH U3 MH()OPMAIMOHHOM CHUCTEMBI
opranu3anvu B UHGOPMALIMOHHYIO CUCTEMY apXWBa OpraHW3alMu WK Ha 000COOIEHHBIX
HOCHUTEJISIX OJHOKPATHOW 3amucu B TOM (popMare, B KOTOPOM OHU ObLIU CPOPMHUPOBAHBI,
OTHPABJICHBI WM MOJIYYEHBI, C 00€CTIEYeHUEM OJTHOBPEMEHHOTO XpaHEHUsI CPOPMUPOBAHHBIX
AIEKTPOHHBIX IIU(PPOBBIX MOAMUCEN MO COOTBETCTBYIONUMU IJIEKTPOHHBIMU JJOKYMEHTaMHU.
DJNIeKTPOHHBIC JOKYMEHTHI B ApXUB OpPTaHU3AIMU NIEPEAat0TCsl BMECTE C UX METaIaHHBIMH.

14. B ciyyasix M3MEHEHHs TPOrPaMMHO-aIapaTHON CPEIbl U BBIX0JIa U3 YIOTPEOICHUS
KOMITBIOTEPHBIX (DOPMATOB, MOBPEXKICHUSI HOCUTEIIS, ApXUB OpraHU3alMi IPOBOJUT padboTy
M0 KOHBEPTAIMH SJIEKTPOHHBIX JOKYMEHTOB B HOBBIE ()OpPMATHI W/WJIM MHUTPAITUU HA HOBBIE
HOCHUTEIH.



Murpaiuio J0KyMEHTOB HEOOXO0IUMO OCYIIECTBIIATH A0 TOTO, KaK YCTapeIOT TEXHOJIOTHH
1 Hocutenu uHdopmaluu (Takue, Kak JUCKEThl, MarHUTHBIC JIEHTHI, onTuueckue CD- u
DVD-nuckn), OT KOTOPBIX OHH 3aBUCAT. B 3aBUCHMOCTH OT Takux ()akTOpOB, KaKk 00bEM H
JIOCTYITHOCTh, MOKET OKa3aThCsl MPEANOUYTUTEIbHBIM BBITIOJITHEHUE KOHBEPCUU UM MUTPALIUH
JOKYMEHTOB Cpa3y K€, KaK TOJIbKO CTaHET W3BECTHa LeneBas (KoHeuHas) cpexa. Ecim
IIEHHOCTh JIOKYMEHTOB W/WJIU CBSI3aHHBIE C HUMU PUCKH CUUTAIOTCS JOCTATOYHO MAJBIMH, TO
Opra”u3ainus MOXET MNPEeNoyecTh MOJ0XKIATh A0 TEX IMOp, MOKa Kakas-HUOyAb WUHAas
noOyauTenbHas MpUYMHA (HAampuMmep, OOHOBJIEHHE MPOTrPaMMHOI0 OOecIeueHus, 3aMeHa
CUCTEMBI, MPUOOPETEHNE WJIU CIUSHUE C MHOM OpraHu3allMeil) He CAeNaeT KOHBEPCHIO WIIH
MHTPALIUIO ONPABIAHHOM.

15. IIpu npueme 3JIeKTPOHHBIX JOKYMEHTOB (J1€71) B apXUB OpPTaHU3AIMHU OCYILECTBIISIETCS
MPOBEPKA JIEUCTBUTEIBLHOCTH (HA MOMEHT MPOBEPKH):

1) OIII Ha omucHu 3JIEKTPOHHBIX JTOKYMEHTOB CTPYKTYPHOTO NOApa3/ielieHus
OpraHu3alnu C MpUMEHEHUEM 3akpbiToro kiarouda OIII, BragenpneM KOTOPOro SIBISIOTCS
OpraHu3alys WIA PyKOBOJUTEIb CTPYKTYPHOTO OAPA3ACICHUS] OpraHU3alllu;

2) OUII Ha BHYTpeHHEH onucH ¢ IpUMEHEeHUeM 3akpeiToro kiova DI, Bragensiem
KOTOPOT'O SIBIIAIOTCS OpraHU3amusi WiId PaO0OTHUK CTPYKTYPHOT'O TMOJpa3eIeHUs
OpraHu3aIliy, COCTABUBIINE BHYTPEHHIOIO OIHUCH.

IIpoBepka aeiictButenbHocTH DIIT ocymecTBisieTcs ¢ ucnoib3oBanueM cpeactaa DI,
UMEIOLIETO CepTU(UKAT COOTBETCTBUS, BBIAAHHBIM B YIOCTOBEPSIONIEM LIEHTPE
rocyJ1lapcTBeHHBIX opranoB PecryOnnku Kazaxcras.

[Ipu mpueme 3JIEKTPOHHBIX JOKYMEHTOB (J1€J1) paOOTHUK apXuBa OpraHU3aIlUuU
nocpeactsoM C DA nipoepsier:

1) cocTaB MeTagaHHBIX PJIEKTPOHHBIX TOKYMEHTOB (€I1);

2) COOTBETCTBUE COCTABA AIEKTPOHHBIX JTOKYMEHTOB (11€]1), MepelaBaeMbIX Ha XpaHEHUE,
JAHHBIM COOTBETCTBYIOUIEH OMUCH HJIEKTPOHHBIX JOKYMEHTOB (ZI€JI) CTPYKTYpHOTO
MOAPA3IAECICHUS;

3) cooTBeTCTBHE 00BEMa IMEPENAHHBIX DJICKTPOHHBIX JTOKYMEHTOB (ZIe71) 00BeMy,
yKa3aHHOMY B COOTBETCTBYIOIIEH OMHCH DJIEKTPOHHBIX JTOKYMEHTOB (JIeJ1) CTPYKTYPHOTO
MOAPA3AECICHUS;

4) BO3MOKHOCTbH BOCIIPOU3BEACHUS DJIEKTPOHHBIX JOKYMEHTOB (JI€1);

5) OTCYTCTBUE BPEIOHOCHBIX KOMITBIOTEPHBIX MPOTPAMM.

[Ipu npueme 3IEeKTPOHHBIX TOKYMEHTOB (ZI€J1) HA ChEMHBIX HOCUTEIISIX MPOBEPSIOTCS
(bu3HYEeCcKOe U TEXHUYECKOE COCTOSIHUE ChEMHBIX HOCUTENEH, COOTBETCTBHE HH(POPMALIUU Ha
ChEMHBIX HOCHUTENSX JIaHHBIM O CHEMHBIX HOCHUTENSIX W Pa3MENIEHHH 3JIEKTPOHHBIX
JOKYMEHTOB (J1eJ1) Ha Ch€MHBIX HOCUTEIISIX B METaJaHHBIX.

[Ipu mpuemMe 371EKTPOHHBIX TOKYMEHTOB (€J1) MOCTOSSHHOTO XPaHEHUS, KOTOPbIE ObLIH

KOHBEPTUPOBAHBI, NMPOBEPSIETCSI COOTBETCTBUE (OpMaTOB (aiiyioB GpopMary MOCTOSHHOTO
xpanenus PDF/A-1.



JI71st DIEKTPOHHBIX JOKYMEHTOB ([1€71) TIOATBEPKICHUE MOITUHHOCTH U 11EIOCTHOCTH
BXOJIAIINX B HUX JJIEKTPOHHBIX JOKYMEHTOB (JI€J) OCYIIECTBJISIETCS MYyTEM MPOBEPKU
JNEeUCTBUTEIHLHOCTH (Ha MOMEHT NpoBepkH) cpeacts DLII1.

Pe3ynbTaThl MpoBEepKH MOMJIMHHOCTU U ILIEJIOCTHOCTH COXPAHSIOTCS B METaJaHHBIX
AIEKTPOHHBIX TOKYMEHTOB (Z1e), (OPMUPYEMBIX apXMBOM OpTaHHW3anuu. MeTagaHHBIC
COJIEpKAT J1aTy MPOBEPKU U KOHTPOJBHBIE XapaKTEPUCTUKH, IMOJITBEPKICHHBIE B MPOLECCE
MIPOBEPKH.

16. [lpuem 3JIEKTPOHHBIX AOKYMEHTOB (J€1) B apXWB OpPraHU3allMd CUUTACTCA
3aBEPIICHHBIM TP MOJIOKUTEIBHBIX PE3yIbTaTax MPOBEPOK, MPOBEACHHBIX B COOTBETCTBUH C
TpeboBaHusiMu yHKTOB 13-15 Hacrosmux [IpaBuin. B UC DA opranuzanuum ¢popmupyercs
aKT O MHTpAIlMd U TEpe3anucu SJICKTPOHHBIX JOKYMEHTOB (1en) mo ¢dopMe COrjiacHo
npuiioxkeHnto 1 Kk Hacroammm [IpaBunam.

CHocka. ITyHkT 15 ¢ n13MeHeHneM, BHECEHHBIM ITPUKa3oM MHUHHCTpPA KyJIbTYphI U
napopmanuu PK ot 14.11.2024 Ne 544-HK (BBOAMTCS B ACHCTBHUE 110 UCTCYCHUHU JIECATH
KaJICHJIApHBIX JIHEH MOCIe THS ero MEePBOTO OQUIIMAIBHOTO OMYOJIUKOBAHHUSA).

IMaparpa¢ 2. ITopaaok MpoBeAeHNS SKCTIEPTH3EL LIEHHOCTH JOKYMEHTOB M O)OPMIICHHAA €€
PE3yJIETAaTOB

17. DxcnepTr3a UEHHOCTH JOKYMEHTOB B apXHMBE OpraHHU3allMy MPOBOIUTCS B IEJISIX
orOopa JOKYMEHTOB, OTHECEHHBIX K cocTaBy HA®, moAaroroBku MX K Mepegaye Ha
IOCTOSIHHOE XpPaHEHHE B COOTBETCTBYIOLINN rOCyAapCTBEHHbIN apxuB, ApxuB [Ipesunenra
Pecny6nuku KazaxcraH, onpeneneHus CpOKOB XpaHEHHs JTOKYMEHTOB, HE OTHECEHHBIX K
coctapy HA®, u BbIACIEHUS K YHUUTOKEHUIO JTOKYMEHTOB U JI€J ¢ UCTEKIINMHU CPOKaMU
XpaHEHHUS.

18. DkcrnepTr3a IEHHOCTU JOKYMEHTOB IMPOBOJUTCS Ha OCHOBE:
1) 3akona Pecnybnuku Kazaxcran "O HaunonansHOM apxuBHOM (oHAE U apXuBax';

2) TUIOBBIX WM OTPACJIEBBIX MEPEYHEN JOKYMEHTOB C YKa3aHUEM CPOKOB XpaHEHUS,
TUMOBON (NMPUMEPHON) HOMEHKJIATYpbl JI€J1 U HOMEHKIATypbl /el OpraHu3aluu 3a
COOTBETCTBYIOIIUI IIEPUOT;

3) MeToaMYEeCKUX AOKYMEHTOB YIOJHOMOUYEHHOrO0 OpraHa B cdepe apXMBHOTO Jiefia U
JOKYMEHTAIIMOHHOTO OO€CIeueHusl ympaBlieHUus (najiee — YMOJHOMOYEHHBIA OpraH),
MECTHBIX HCIIOJIHUTEIBHBIX OPraHOB 0O0JacTeil, ropoJoB peciyOJUKAHCKOTO 3HAYEHUs U
cronuubl (nanee — MUO) u rocynapctBeHHbIX apxuBoB, ApxuBa IIpe3uaenta PecnyOnuku
Ka3zaxcran.

19. DkcnepTU3a IEHHOCTU TIOKYMEHTOB MPOBOAMUTCS MyTEM KOMILJIEKCHOTO MPUMEHEHUS
KPUTEPUEB MIPOUCXOKACHHUS, COAEPKAaHUS, BHEIIHUX OCOOEHHOCTEH TOKYMEHTOB.

K xpurepusiMm nmponucxoxaeHus: JOKyMEHTOB OTHOCSITCSA:



1) posb 1 MecTO OpraHu3alMyu B CUCTEME TOCYJAapCTBEHHOI'O YIIPABJIEHUS WIIN
KOHKpETHON oTpaciu (cdepe OedaTebHOCTH), 3HAYMMOCTh BBIMIOJTHSAEMBIX €10 3a/ady U
(GhyHKIUH, 3HaYeHHE (U3UIECKOTO JIUIA B )KMU3HU OOIIECTBA;

2) BpeMs U MeCTO 00pa30BaHus JOKYMEHTA.

K kpurepusam conepkaHus JOKyMEHTOB OTHOCSTCS:

1) 3HaYUMOCTB COOBITHS (SIBJICHUS, PEIMETA), OTPAKEHHOTO B IOKYMEHTE;

2) 3HaYECHHUE COoAepKalleiics B JOKyMEHTe HMH(OpMalHH, €€ MOBTOPEHHE B MHBIX
JOKYMEHTaX;

3) NOATMHHOCTB, BUA U PA3HOBUJIHOCTh JTOKYMEHTA.

K kputepusiMm BHEIITHUX 0COOCHHOCTEH JOKyMEHTa OTHOCSITCSI:

1) OATMHHOCTH TOKYMEHTA;

2) ropuaudecKas JOCTOBEPHOCTh TOKYMEHTa (HaIHIUe MOAMKICH (3JIEKTPOHHON ITU(POBOIA
noanucu) SUIT g0MKHOCTHOTO JHIIA U UHBIX PEKBU3UTOB, cOrlacHO 3akoHy PecmyOiuku
Kazaxcran "OO 371eKTpOHHOM TIOKYMEHTE U 3JIEKTPOHHOM LU(PpOoBOK moanucu");

3) dbopma pukcupoBaHus U TIepeaadn coJiepKaHusg UHPOPMAITUH;

4) 0COOEHHOCTH MAaTEpUATILHOTO HOCUTEIISI IOKYMEHTA,;

5) ocobeHHOCTH (PHU3UIECKOTO COCTOSHUS TOKYMEHTA.

20. Ilpu skcnepTH3e LEHHOCTH AayIMOBU3YAJIbHBIX JOKYMEHTOB JIOMOJIHUTEIBHO
MPUMEHSIOTCS CIeAYIOUINe Crielu(pUIeCcCKUe KPUTEPHH:

1) Xy10’keCTBEHHbIE JOCTOMHCTBA ayAMOBU3YaIbHBIX TOKYMEHTOB;

2) KOMITO3UIIMOHHO-CIOKETHAs HEJIOCTHOCTh ayIMOBU3YaJIbHbIX JOKYMEHTOB;

3) BBIPA3UTENHHOCTh U OPUTHHAIBHOCTD ayJMOBU3YaIbHBIX TOKYMEHTOB;

4) cBoeoOpa3ue HocuTeNns WHPOpPMAIMH, CIOCOO 3alMKUCU U BOCHPOU3BEICHUS
uH(pOpMaIH, TEXHUUYECKOE COCTOSIHUE ayIHOBU3YaIbHBIX JJOKYMEHTOB.

21. Ilpu mpoBeaeHUH SKCHEPTU3bl IEHHOCTH HAYYHO-TEXHUYECKOW JOKYMEHTAIMU
JOTOJIHUTENBHO MPUMEHSIOTCA CIIeIyIOIIHe crienupuIecKiue KpUTEPUH:

1) 3HaUMMOCTh MPOOIIEMBbI (TEXHOJIOTUN) UM 00BbEKTa (IIPOEKTa, MOJEIH, KOHCTPYKIIHH,
TEXHOJIOTHH), OTPAKEHHON B TOKyMEHTaX, HA MOMEHT BHEAPEHUS I PA3BUTHUI KOHKPETHBIX
oTpacieil ¥ S)KOHOMUKH rOCYIapCTBa B LIEJIOM;

2) npUHLMIUANIbHAS HOBH3HA, YHUKAIBHOCTb, OPUTMHAIBHOCTh PELICHUS MPOOJIEMBI,
KOHCTPYKIIMH, TEXHOJIOTHH, TPOCKTA;
3) COOTBETCTBHE HAYYHO-TEXHHUYECKON JOKYMEHTAIlMM STAITHOCTH HAyYHBIX
HCCIIeIOBAaHUM (CTaIMMHOCTH TEXHHYECKUX Pa3pad0ToK).

22. Tlpu OpoBEAEHUHM SKCHEPTU3Bl LIEHHOCTU SJIEKTPOHHBIX JOKYMEHTOB (J1e)
JOTOJIHUTENBHO MPUMEHSIOTCA CIIeIyIOIIHe crienupuIecKiue KpUTEPHUH:

1) coxpaHHOCTbh METa/IaHHBIX;

2) ayTEeHTUYHOCTD AJIEKTPOHHBIX JOKYMEHTOB (J€1);

3) orcyTrcTBHe AyOnupyromiei nHPOpMAIIMU B TOKYMEHTaX, IPUHATHIX Ha apXUBHOE
XpaHEHHUE.



23. Jlns opraHu3alMu 3KCHEPTHU3bl IEHHOCTH JOKYMEHTOB M PACCMOTPEHUS €€
pE3yJbTaTOB B OPraHU3ALMU CO3AaeTcs SKcnepTHas komuccus (nanee — IK).

B rocymapcTBeHHOM oOprane, UMEKIIEM TEPPUTOPUATBHBIC OpPTaHbl /WU
M0/IBE€/IOMCTBEHHbIE OpraHU3alMK, a TAK)Ke OpPraHU3aluu, UMEIoLen (puimanel, co3gaeTcs
LEHTpaJIbHAsI 3KcnepTHast komuccus (nanee — [IOK).

24. IIDK (OK) saBnseTcs coBemiaTeIbHBIM OPTaHOM M JICMCTBYET Ha OCHOBAaHUU
MOJIOKEHUS], YTBEPKAAEMOT0 PyKOBOAUTEIEM OpraHU3aL|H.

25. DKcnepTr3a UEHHOCTH JOKYMEHTOB MPOBOJUTCS €KETOJHO B IMIAHOBOM IOPSJIKE
paboTHUKaMH apxuBa opranuzanuu. [IpoBeneHue sKcrepTU3bl IEHHOCTH JTIOKYMEHTOB B
OpraHu3aluu, SBJISIONICICS HWCTOYHHMKOM KOMILJIEKTOBAHUSI TOCYJApCTBEHHOTO apXUBa,
OCYILECTBJISIETCS. TIOJI METOJUYECKHUM PYKOBOJICTBOM U MPHU KOHCYJIHTATUBHOW IMOMOIIH
COOTBETCTBYIOIIETO rocyIapcTBEHHOr0 apxuBa, Apxusa [Ipe3unenta Pecnyonuku Kazaxcran

[Ipu peoprannzanuu (JUKBUAALMN) OPraHU3alUK POBOAUTCS BHEIJIAHOBAs SKCIIEPTHU3a
LEHHOCTH.

26. Pemienus 1IDK (OK) opopmiisiroTes mpoTOKOIaMU, YTBEPKIAEMBIMUA PYKOBOJIUTEIIEM
OpraHU3alnH.

Pemenus [IOK (OK) nCTOUHMKOB KOMILJIEKTOBAHMS TOCYIAPCTBEHHBIX apXMUBOB, ApX1Ba
[Ipesunenta PecyOnuku Kazaxcran yTBep:KAat0TCsl pyKOBOJIUTENIEM OpPraHU3aluu MOCIe UX
COTJIaCOBaHMS C COOTBETCTBYIOIIMMU IKCIIEPTHO-MPOBEPOUYHBIMHU KoMuccusiMu (nanee — DIIK
), 00pa3yeMbIMU peCyOIMKAaHCKUMU TOCYAapCTBEHHBIMU apxuBamMu, ApxuBoM [Ipe3uaenrta
Pecny6nuku Kazaxcran, MUO.

27. Ilpn npoBEIEHNH DKCIIEPTU3BI HEHHOCTH TOKYMEHTOB OCYILECTBIISIIOTCS:

1) aHanu3 coctaBa JOKYMEHTOB OpraHU3ALINY;

2) oTOOp M MOATOTOBKA €]l MOCTOSIHHOTO CpOKa XpaHEHWs [Jisi MepeJayd B
rocynapcTBeHHbI apxuB, ApxuB [Ipesunentra Pecnybnuku Kazaxcran (711 MCTOYHUKOB
KOMILJIEKTOBAaHUS rocyJapcTBeHHOro apxuBa, Apxusa [Ipe3uaenra Pecy6nuku Kazaxcran);

3) mpoBepka HadW4yusd MNOJJIMHHBIX 3K3EMILISIPOB JOKYMEHTOB M OIpEAEIICHUE
CTPYKTYPHBIX NIOAPA3AECICHUM, B JIe]a KOTOPBIX OHU BKIIFOUEHBI;

4) yTOYHEHHE XapaKTepa MOBTOPSIEMOCTH, COAEpKaIEca B HUX UHPOPMALIMM B UHBIX
JOKYMEHTaX, BUJ, GopMa U MOJIHOTA TOBTOPEHUSL.

Brigenenre JOKyMEHTOB ¢ OBTOpstoIIeics nHpopMmaluei u 1y0aeTHbIX TOKYMEHTOB K
YHUUTOXXEHHUIO MPOU3BOAUTCS TOJIBKO IOCJIE CBEPKU UX C JOKYMEHTaMHU, OTOOpaHHBIMH Ha
ITOCTOSTHHOE XPAHEHUE.

28. Jena Ha OyMaxkHwsix HocuTensix ¢ ormerkoi "OIIK", comepxkamniue JOKYMEHTHI
NOCTOSIHHOTO XpaHEHHUsl, Mojjiexar nepepopMupoBanuio. BeiieneHHble U3 UX COCTaBa
JOKYMEHTBI TOCTOSSHHOTO XpaHeHHs (OpMHUPYIOTCA B OTIENIbHbIE Jena Jaubo



MIPUCOEIUHAIOTCA K OJHOPOJHBIM J€JiaM IOCTOSHHOro xpaHeHus. Jlema, coxpeprkamue
OCTaBLIMECS JTOKYMEHThl BPEMEHHOI'O0 XPAHEHMs, XPaHITCS B TEUEHHE YCTAaHOBJIEHHBIX
CPOKOB.

[TepedopmupoBanue 3JI€KTPOHHBIX JOKYMEHTOB (JI€71) OCYIIECTBISETCS aHAJIOTUYHO
7esaM Ha OyMa)kKHbIX HOCHUTETISAX.

DNeKTpoHHBbIE JOKYMeHTHI (jena) ¢ ormerkon "JIIK", comepkamiyue JOKYMEHTHI
MOCTOSIHHOT'O XpaHEHMUsI, IPOCMATpHUBAIOTCA 1O aiIoBo, B (paiisie — MOIUCTHO.

29. DkcnepTu3a MEHHOCTH JOKYMEHTOB MPOBOAMUTCS IYTEM MOJUCTHOTO M (WIJIH)
nodaisoBOoro MmpocMOTpa JOKYMEHTOB Jeja (ayAHMOBHU3yaJIbHbIE JIOKYMEHTHI
IIPOCMATPUBAOTCS HA MOHTAXXHOM CTOJIE WJIM SKpaHEe, ayIMOJOKYMEHTBI IPOCITYILINBAKOTCS,
AJIEKTPOHHBIE IOKYMEHTHI (J1e1a) MPOCMaTPUBAIOTCS).

30. B xoae npoBeeHUs1 SKCIEPTU3BI TPOBEPSIOT:

1) 000CHOBAaHHOCTH BKJIFOUEHUS B JAHHOE JI€JI0 TOKYMEHTOB;

2) IOpUINYECKYIO CUITY JOKYMEHTOB (HAJIMYUE PEKBU3HUTOB);

3) HanM4YKe U MPaBUILHOCTh O(DOPMIICHHSI PEKBU3UTOB 00JIOKEK JEIT;
4) npaBUILHOCTh HyMEpaLlUU JUCTOB JIENa;

5) GU3UKO-XUMHUYECKOE U TEXHUYECKOE COCTOSHUE JOKYMEHTA.

[Ipu mpocMoTpe (MpOCAYMIMBAHUM) U3 JIeNl U3BIMAIOTCS BTOPHIE U TMOCIEIYIOIIHE
HK3EMIUISIPBl JOKYMEHTOB, YEpHOBUKH, HEO(POpPMIICHHBIE KOMHH JOKYMEHTOB, €CIU HUX
U3BATHE HE ObLIO MPOBEICHO B CTPYKTYPHBIX MOAPA3ACIICHUSX MTPU MOJATOTOBKE JOKYMEHTOB
K [Iepeaaye B apXuB OpraHU3aLuu.

BrisiBiieHHBIE HEAOCTaTKH YCTPaHSAIOTCA paOOTHUKOM apxuBa opraHuzainuu. [Ipu
HE0OXOMMOCTH 3ar0JOBKHU JI€1 YTOUHSIOTCSA, JIeda PacIllMBAOTCS U NepeOpMHUPOBBIBAIOTCS,
OCYLIECTBIISIETCS IEPEHYMEpALUs JINCTOB B JIENE.

31. IIo pe3ynpraTaM 3KCIEPTHU3bl IEHHOCTH JOKYMEHTOB U Ha OCHOBE OITUCEH JEIN
JOKYMEHTOB CTPYKTYPHBIX OAPA3AECICHUA COCTABISIOTCS:

1) onucu Aen TOKyMEHTOB MOCTOSIHHOTO XpaHEeHUsI 10 (hOopMe COTIacHO MPUITIOKEHUSIM 2,
3,4,5,6,7, 8 k HacTosammuM [IpaBunam;
2) OMKCH AIEKTPOHHBIX JOKYMEHTOB (JIeJ1) MOCTOSTHHOTO XpaHeHus 1Mo opMe COrIacHO
MPUI0KEHUIO 9 K HacTosmmM lIpaBumam;
3) omuch el 1Mo JUYHOMY COCTaBy 10 (OpMe COTIIacCHO MpuiokeHuio 10 K HaCTOSIIHUM
IIpaBunam;
4) onuch IEKTPOHHBIX JTOKYMEHTOB (JIeJ1) IO JINYHOMY COCTaBy MO (popMe COrIacHO
npuioxkenuto 11 x Hacrosmum [IpaBunam;
5) omuck e, TOKyMEHTOB BpeMeHHOro (cBbimie 10 meT) Xxpanenus mo Gopme coriiacHO
npuioxkeHnto 12 k HactosuuM [IpaBunam;
6) OnuUCh IEKTPOHHBIX IOKYMEHTOB (7€) BpeMeHHoro (cBbiiie 10 mer) xpaHeHus mo
dbopme cornacHo npuioxkenuto 13 k Hacrosum [IpaBunam;



7) aKT O BBIACICHUN K YHUYTOKCHHUIO JTOKYMEHTOB, HE MOJJIEKAIIUX XPAHEHUIO, I10
dhopme cornacHo npuioxkeHuto 14 x Hacrosmum [IpaBunam;

8) aKT O BBLACICHUU K YHUUYTOKECHHIO SJIEKTPOHHBIX JOKYMEHTOB (J1€J1), HE MOJjIexKaIInX
XpaHeHHU10, 10 (hopMe COrIaCHO MpUIokeHuto 15 k HacTosmuM [IpaBunam.

32. Ilpn mpoBeneHWHM IKCIEPTU3bl LIEHHOCTH HPOEKTHOW, KOHCTPYKTOPCKOM M
TEXHOJOTMYECKON JIOKYMEHTAllUM COCTaBJIAETCS MEPEUYEHb MPOEKTOB U3AECIUM
MIPOMBILIEHHOTO POU3BOACTBA U TEXHOJIOTMYECKUX MPOLIECCOB, OOBEKTOB INIAHUPOBKH U
KaluTaJIbHOI'O CTPOUTENIHCTBA, HAYYHO-TEXHUYECKAs! TOKYMEHTALUS 10 KOTOPBIM MOJIJIEAKUT
nepeaadye Ha TOCYJapCTBEHHOE XpaHEHHE (Janee — MepeyeHb), mo ¢GopMe COrjacHo
npuioxenuto 16 k HacrosmuMm [IpaBunam.

33. Ilepedenb cOCTABISAETCS HE PEKE OJTHOTO pa3a B MATH JIET.

34. CucremaTu3alusl MyHKTOB IMEPEYHS OCYIIECTBIAETCA MO XPOHOJIOTHYECKOMY,
TEMATUYECKOMY MM TEMATUKO-XPOHOJIOTHYECKOMY ITPU3HAKY .

35. Ilepeuens yTBepxkAaeT pykoBoautenb opranmzauuu u IIIK pecnmyOnukanckoro
rocyzapcTBeHHOro apxuBa, ApxuBa [Ipesunenra Pecniyonuku Kazaxcran wiun MUO nocne
cornacoBanus [[OK (OK) opranuzanuu.

Ilepeuenp cocraBisieTcss B IByX dk3eMiurapax. [locine ero yTBepKIeHHUs NEPBBIU
AK3EMILUAP HAIMPABIISIETCS B COOTBETCTBYIOLINI FOCY/1apCTBEHHBIN apxuB, ApxuB IIpe3nnenra
Pecny6uku Kazaxcran, BTopoii ocTaeTcsi B OpraHu3alivu.

36. Ha ocHOBaHMM MHEpedYHs NPOBOIATCA NaJIbHEWIIAs SKCIEPTHU3a LEHHOCTH U
COCTABJICHHE ONMMCEN €], JOKYMEHTOB IIPOEKTHON, KOHCTPYKTOPCKOM U TEXHOJIOTUYECKOU
JOKYMEHTALINH 3JIEKTPOHHBIX JOKYMEHTOB (J€M1).

JIns Hay4HO-HCCIIEIOBATENBCKONM M MAaTEHTHO-TULEH3UNOHHON JTOKYMEHTALMU IIEPEUYCHb
HE COCTaBIIACTCS.

37. Onucu gen A0OKYMEHTOB, JJIEKTPOHHBIX JOKYMEHTOB (J1€J1) COCTABIISIIOTCSA OTIEIBHO
HAa KaXIbli BHUJ HAYYHO-TEXHHYECKOM JOKYMEHTALMHU: IMPOECKTHOM, KOHCTPYKTOPCKOM,
TEXHOJIOTUYECKOW, HAYYHO-HCCIEAOBATENBCKON, NATEHTHO-JIULEH3UOHHOW W HUMEIOT
CaMOCTOSITEIBHBIM HOMEpP C IUPPOBBIM HUHAEKCOM, OIPEACHAIONIUM  BUJ
HAay4YHO-TEXHUYECKOUN TOKYMEHTALUH.

38. IIpu mpoBeneHWHM SKCHEPTHU3BI LEHHOCTH ayIMOBHU3YAJIBHBIX JOKYMEHTOB
YUYUTBIBAIOTCS MOJHOTA U CTETIEHb COXPAHHOCTH KOMIUIEKTA ayJIMOBH3YaJIbHOIO JOKYMEHTA,
HaJIM4HME U Ka4yeCTBO TEKCTOBOM CONMPOBOIUTENBHOM TOKYMEHTALUH, BO3MOKHOCTh HAYYHOT'O
U TPAaKTUYECKOTO MCIOJb30BaHUA, AYyOJETHOCTb, MOTJOIIEHHOCTh U BapUAHTHOCTD
ay/IMOBU3YaJIbHOIO TOKYMEHTA.

39. B npouecce nmpoBeaeHUs 3KCIEPTU3bI [IEHHOCTH BBISABIISIIOTCS ayIHOBHU3yalbHbIE
JOKYMEHTBI, UMEIOIINE KaKue-In00 MOBPEKICHUSI.

[Ipu oOnapyxeHun nedeKToB, OCOOCHHO XUMHUKO-OHMOJIOTHYECKOTO XapakTepa (
NOKEJITEHUEe, IIJIECHEBEHHE, OTCIAuBAaHUE DMYJIbCUHU), MPOBOJUTCS KOHTPOJb BCEX



ayJMOBU3YAJIbHBIX JOKYMEHTOB JaHHOTO T'0Jla MPOU3BOJACTBA, XPAHIIIUXCS B OJUHAKOBBIX
YCIIOBUSIX.

AynunoBu3yajibHbIC JIOKYMEHTHI, HUMEIIUE Ie(EKThl, MOIBEPTatoTCs
pecTaBpaliMOHHO-TIPOGUIAKTHIECKON 00padoTKeE.

40. AynuoBu3yaldbHble JOKYMEHTHI, OTJIOKHUBIIMECS B mepuon a0 1922 rona
BKJIIOUMTEIBHO, K YHUYTOXEHHUIO HE BBIACIAIOTCS. YHUYTOXKEHHE ayJIHOBU3YyalTbHbBIX
JOKYMEHTOB, OTJIOKUBIIUXCA B Tiepruol ¢ 1922 o 1945 roa BKIIOUUATENBHO, OCYIIECTBIISIETCA
10 COTJIACOBAHMIO YIIOJIHOMOYEHHOI'O OpraHa.

ITaparpad 3. ITopamok cocTaBlIeHAS OMACEH AeJ JOKYMEHTOB

41. OnucsM aen TOKYMEHTOB, B TOM YHUCII€ 3JIEKTPOHHBIX JTOKYMEHTOB (1em)
MOCTOSIHHOT'O, BPEMEHHOTO XpaHEHWs, MO JUYHOMY COCTaBYy M aKTaM O BBIJCIICHUU K
YHUUYTOXKEHUIO JOKYMEHTOB, HE MOJICKAIINX XPAHCHUIO, B MPEAesiaX Kaxoro apXuBHOTO
(dboHa MPUCBAUBAIOTCS CAMOCTOSITENIbHbBIE TTOPSIKOBbIE HOMEpA.

Onuce nen TOKYMEHTOB 3aBEpUIACTCS MO JOCTUKEHUU KOJIUYECTBA BKIIFOUECHHBIX
3aroj0BKOB 9999 (neBsTh THICSY IEBATHCOT AEBSHOCTO JEBSTH).

[Tocnenyromieid onucu 1ea JOKYMEHTOB, B TOM YKCIIE€ JIEKTPOHHBIX TOKYMEHTOB (Z1€1)
IIPUCBANBACTCSI OUEPEIHOUN OPSAKOBBINM HOMED.

[Ipu peopranu3zanu Wi JUKBUJALMN OPTaHU3AIUA OMUCHU JIeJI JOKYMEHTOB, B TOM
YUCJI€ DJICKTPOHHBIX JTOKYMEHTOB (J€i), 3aBepIIaloT BHE 3aBUCHUMOCTH OT OOIIEro
KOJIMYECTBA BKJIFOUCHHBIX 3ar0JI0BKOB JIeJl, JOKYMEHTOB.

42. I'010BOM pa3aesn ONUCH I IOKYMEHTOB COCTABIISIETCS U YTBEPKIACTCS €KETOIHO.
43. Ilpu opopMiieHUH ONMUCH eI TOKYMEHTOB, OMKUCH AJIEKTPOHHBIX JOKYMEHTOB (J€1)
3aroJI0BKH JieJ (TOMOB, 4acTeH JieJ1) HyMEpYIOTCSl B BaJIOBOM MOPSIAKE.

44. 3aroyioBKY IOTOTHUTEIHLHO OOHAPY>KEHHBIX JI€] BHOCATCS B COOTBETCTBYIOIIYIO
OMUCH JIeJ JOKYMEHTOB, B TOM YHUCII€ SJIEKTPOHHBIX JIOKYMEHTOB (JI€J1) MO JIMTEPHBIMU
HOMEpaMHU B COOTBETCTBUH C MPUHATON cucTteMatuzauueid. [Ipu konnuectse cBoiie 10 nen 3a
OJIVH TOJ] COCTABJIACTCS JOMOJHUTENIbHAS OMUCH JIe] JOKYMEHTOB, B TOM YHCJIE€ DJICKTPOHHBIX
JTIOKYMEHTOB (JIeJ1), C CAMOCTOSITEIbHON HyMepaluel ux 3aroJioBKOB.

[Tocne BHeceHUs B OMUCH /i)l TOKYMEHTOB, ONUCH JIEKTPOHHBIX JTOKYMEHTOB (J1€l1)
3amucel 0 MOCTYIUICHUH WM BBIOBITUH JIETT COCTABIISIETCSI OKOHYATEIbHAsI UTOrOBas 3aluCh, B
KOTOPOW YKa3bIBAIOTCS TAKKE OCHOBAHUS BHECEHHBIX U3MEHEHUM.

45. Jleno, BKJIIOYAKOIIEE TOKYMEHTHI 32 HECKOJBKO JIET, BHOCUTCS B ONHUCH e
JTOKYMEHTOB, B TOM YHCJE DJJIEKTPOHHBIX JOKYMEHTOB (lIeJ1), IO TOJy 3aBEICHUS B
JEONPOU3BOJCTBE, 3a MOCIEAYIOUIME TOJbl YKa3bIBalOTCS €ro 3arojioBOK, a B Tpade
[Ipumeuanne" — ormetka "CmoTpu nemo Ne'.

46. Onucek ey JOKYMEHTOB MOCTOSHHOTO XpaHeHus nocie cornacoBanus ¢ [[OK (OK)
opranuzanuu yreepxkmaercs IIIK pecrmyOnmmMKaHCKOTO TOCYAapCTBEHHOTO apXuBa, ApXuBa



[Ipesunenta PecnmybOnuku Kazaxctan unu MUO, yTBepxkmgaercss pyKOBOIUTEIEM
OpraHU3aluN.

Onucek gen mo audyHOMy cocTaBy coriacoBbiBaeTcs [IOK (OK) opranuzamnuu, mocie
cornacoBanus LIOK (OK) cornacossiBaercs ¢ JIIK pecnyOaukaHCKOro rocy1apCTBEHHOTO
apxuBa, Apxua Ilpesunenrta Pecnyb6nuku Kaszaxcran mnm MHUO u yrBepxknaercs
PYKOBOJUTEIEM OpPraHU3aliH.

Onuce gen DOKyYMEHTOB BpeMeHHOro (cBbimie 10 jeT) XpaHeHHs yTBEpKAaeTcs
pykoBoauTeneM opranuzanuu nocie cornacoBanus ¢ [IOK (OK) opranuzamumu.

47. OpraHu3anuy, He SBJISIOIINECS HCTOYHUKAMHU KOMIUIEKTOBAHHUS FOCYIAPCTBEHHOTO
apxuBa, ApxuBa [lpesunenta Pecnyonmuku Kaszaxcran, Ha yTBepKIeHHE (COTIacOBaHUE)
OIIK onwucu nen AOKYMEHTOB, B TOM YHUCJE 3JEKTPOHHBIX JOKYMEHTOB (J1€71) MOCTOSIHHOTO
XpaHEHHUs, 10 JUYHOMY COCTaBY M aKThl O BBIJEJICHUHM K YHHUTOKEHUIO JOKYMEHTOB, HE
NOJICKAIUX XPAHEHUIO, HE MPEICTABIISIOT.

48. B onuch Jeq TOKYMEHTOB, B TOM YHCJE JJIEKTPOHHBIX JOKYMEHTOB (J1€J])
MOCTOSIHHOTO XpPaHEHUs, BHOCSITCS 3arOJIOBKH:

1) nen, JOKYMEHTOB MOCTOSIHHOTO CPOKA XPAHEHMsI, B TOM YHCIIE€ OTHECEHHBIX K COCTaBy
HA®;

2) nen, copMUpPOBAHHBIX U3 TOKYMEHTOB ¢ oTMeTkou "OIIK", BbIIeIeHHBIX U3 JeT C
BPEMEHHBIMU CPOKAMH XPaHEHUsI, OCIE CBEPKU X C HOMEHKJIATYPOU JIeJl OpraHu3alny 3a
TOT K€ TOJl U POBEPKH MPABUILHOCTU (hopMupoBaHus U opopmiieHus Jied (B HEOOXOIUMbBIX
CIIy4asx 3aroJOBKH JIeJl yTOUHSIIOTCS);

3) 3aBepIlIEHHBIX JEIOMPOU3BOJCTBOM JIMYHBIX JEJI PYKOBOJMUTENIECH OpraHu3aluii
pecIyOINMKaHCKOT0, 00JIACTHOTO, TOPOJIOB PECITYOIMKAHCKOTO 3HAYEHUSI, CTOJIHIIHI;

4) 3aBepIUIEHHBIX JIETOMPOU3BOJACTBOM JIMYHBIX JIeN MOJIUTHUYECKUX TOCYAapCTBEHHBIX
CITY KaIllHX;

5) 3aBepUICHHBIX AEIONPOU3BOJICTBOM JIMYHBIX JI€]1 PAOOTHUKOB, UMEIOIINX BBICIINE
3HAKU OTJIUYMS, TOYETHBIC TOCYIApCTBEHHBIE U MHBIC 3BaHUS, HArPa/ibl, yUCHBIC CTCTICHHU.

49. EnuHuIel XpaHeHus (J1e71a) apXuBHOTO (POHIAa CUCTEMATH3UPYIOTCS B TMpeaesiax
apXMBHOTO (DOH/A COTIIACHO CXEME CUCTeMaTH3allUU.

Jlena Ha OyMaXHOM HOCHUTENE MOJABEPraroTCs paclIMBKE U nepe(opMUpPOBAHUIO MIPU
OoOHapyKEeHUHU, YTO JeJI0 CHOPMHUPOBAHO HEMPABUIHHO.

50. CucremaTu3anus 3arojg0BKOB B OIUCH JI€]I JOKYMEHTOB, B TOM YHCJIE 3IEKTPOHHBIX
JOKYMEHTOB (J1€]1) MOCTOSSHHOTO XPaHEHMUS, OMPENIEISAETCS CIECAYIOINMHU TPU3HAKAMH:

1) cTpyKTypHBI (B COOTBETCTBUH C NPUHAIJICIKHOCTHIO €IUHUIl XpAaHECHUS K
CTPYKTYPHBIM MOJIpa3/ICICHUSIM);

2) xpoHosiornyeckuil (mo mepuojam WM JaTaM, K KOTOPBIM OTHOCSTCS €IMHUILIbI

XpaHEHHUs);



3) dbyHKIIMOHAIBHBINA, OTPACIECBOM, TEMAaTUUYECKUH, PEIMETHO-BOIIPOCHBIN (C y4eTOM
GyHKUMI OpraHM3aluy, TEM WM BOIMPOCOB, KOTOPHIX KACAETCs COJIEp)KaHUE EIUHMIL
XpaHEHUsA);

4) HOMUHAJIBHBIN (IO JIEJIONPOU3BOJICTBEHHON Gopme — BUIAM W Pa3HOBUIHOCTSIM
JIOKYMEHTOB);

5) KoppecnoHAEHTCKUH (10 OpraHu3alusM W JIMIAM, B pe3yjibTaTe MEPErnucKu C
KOTOPBIMHU 00Pa30BaIMCh €AUHUIIBI XPAHCHUS );

6) reorpaduueckuii (B COOTBETCTBUU C ONMPEICICHHBIMU TEPPUTOPUSIMHU, HACEICHHBIMU
MMyHKTaMH U WUHBIMH TreorpaduuecKuMu OOBEKTaMHU, C KOTOPBIMH CBSI3aHBI COJIEp>KaHUE
JOKYMEHTOB, UX aBTOPbI, KOPPECIIOHICHTHI);

7) aBTOpCKUH (10 Ha3BaHUSAM OpPraHU3ANUN WU (PaAMIJIUSAM JIUI], KOTOPBIE SBIISIIOTCS
aBTOpaMu JJOKYMEHTOB).

51. JIOKyMeHTBI 110 TUYHOMY COCTaBY, HAYYHO-TEXHUYECKas JIOKYMEHTALUs B apXUBHBIX
(hoHaxX HAyYHO-UCCIEAOBATEIbCKUX OPTraHU3allui, PYKOMUCH B U3AATENbCTBAX, UCTOPUU
0oJe3Hel B MEIUIIMHCKUX OPTaHU3AIUAX, AKTHI POBEPOK B apXUBHBIX (POHIAX KOHTPOIBHBIX
OpPTraHOB BBIJCISIOTCS B OCOObIE TPYyINIbl U CUCTEMATU3UPYIOTCS 000COOJIEHHO OT
YIIPaBIE€HYECKON TOKYMEHTAIUU.

52. KUHOIOKYMEHTHI U BUCOI0KYMEHTHI CUCTEMATU3UPYIOTCS:

1) mo Bugam (uabMbl, CrieMANbHBIC BBITYCKUA, KHHOXKYPHAIbI, OT/ICTbHBIE KUHO- H
TEJIECIOKETHI);

2) mo rojaM BBINIyCKAa (PUIBMOB, CIEIHUATbHBIX BBIITYCKOB, KHHOXYpPHAJOB;
IPOM3BOJICTBEHHBIM HOMEPAM OTIEIbHBIX KHHO- U TEJIECIOKETOB;

3) o equHUILIAM y4yeTa (KOMIUIEKTaM);

4) 1o BETHOCTH (1IBETHBIC, YEPHO-OETIBIC);

5) no ¢opmaty mieHkH (8 MUIIIUMETPOB (nanee — Mm), 16 MM, 35 MM, 70 MM U UHBIE).

53. ®OTOIOKYMEHTBI CHCTEMATU3UPYIOTCS 110 BUJIAM:

1) HEeraTUBBI pa3IUYHON IBETHOCTHU (IIBETHBIE WJIM YEPHO-0€JIbIE) U pa3MepoB, KOTOpPbHIS
ob0o3Hauatorcs mudpamu 2—8 (udpa 2 COOTBETCTBYET HETATUBY Pa3MepOM 2,5 CAHTUMETPOB
(manmee —cm) x 3,5cM,3-6 cMmx 6 cM, 4-6cMx 9 cem, 5-9cmx 12 em, 6-10 ecm x 15 cm, 713
cM x 18 cm, 8—18 cm x 24 cm).

[Ipu cucremaTuzamnuu HEOONBIINX 00BEMOB HETAaTUBOB pa3MepoB 6—8 JTOMycKaeTcs: UX
0o0beIMHEHUE B OAHY TPYMIY.

2) cnaiipl (IMano3UTHUBBI) PA3IMYHOM LIBETHOCTH;

3) no3uTUBHI, (HOTOOTIICUATKY;

4) poroanbOOMBI;

5) nuamibMbl;

6) DIIEKTPOHHBIE TOKYMEHTHI ((DOTOTOKYMEHTHI Ha IMU(POBBIX WU UHBIX COBPEMEHHBIX
HOCHTEJISIX ), KOTOpble 0003HauaroTCs OykBoit "I".



54. ®OHOMOKYMEHTHI CUCTEMATU3UPYIOTCS 10 BUAAaM 3aIlMCH 3BYKOBOW MH(OpMaIUu:
dbonorpaduyeckas, rpammodoOHHasI, ONITUYECKasi, MarHUTHas, JiazepHas. Ha poHOo10KyMeHTBI
ONpPENEJICHHOTO BHUJA 3allMCU COCTaBJIAETCS OTHAENbHAas ONUCh. BHYTpU BHUIOB
(OHOJIOKYMEHTBI PacIoiaraloTcs 1Mo €AMHUIIAM YUYeTa U KOMIUIEKTaM.

55. Onucek gen 10KyMEHTOB, B TOM YKCJIE€ 3JIEKTPOHHBIX JOKYMEHTOB (J1€J1) MOCTOSIHHOTO
XPpaHEHHUsI U TI0 TUYHOMY COCTaBYy, UMEET TUTYJIbHBIN JIUCT 1O (OpPME COTIIACHO MPHUIIOKEHUIO
17 x mnacrosmmm IlpaBunam, coaepxanue (OrJaBlIeHUE), MNPEAUCIOBHE, CIHCOK
COKpAILIEHHBIX CJIOB M MTOTOBYIO 3amuch. Ha TUTYyJIBbHOM JHCTE OMHUCHU AEA MO JIUYHOMY
COCTaBY HE MPOCTABIISIETCS OPUIIMATbHOE HAMMEHOBAHKUE IOCYIAPCTBEHHOTO apXuBa, ApXuBa
[Ipesunenta Pecrrybnuku Kazaxcran.

56. Onucek aen JOKYMEHTOB IMOCTOSIHHOTO XPaHEHHsS, B TOM YHCJE DJIEKTPOHHBIX
JOKyMEHTOB (JIeJ1) cocTaBisieTcs B 4-X sK3eMIuiapax Ha OymaxkHom HocuTtene. [locie ee
YTBEPKIAECHUA JBa SK3EMIUISIpA MEPENAOTCA B TOCYJapCTBEHHbIN apxuB, ApxuB [Ipe3uaenra
PecniyOnuku KazaxcraH, ABa — 0CTaeTcsl B apXUBE OpraHu3alii.

57. Onuck el JOKYMEHTOB IO JIMYHOMY COCTaBY, B TOM YHUCJI€ 3JEKTPOHHBIX
JTIOKYMEHTOB (J1€J1), COCTaBIsieTCss B 4-X sK3eMIuIsipax Ha OymakHoM Hocutene. [locne ee
YTBEPKJICHUS JBA SK3EMILISApA MEPENAIOTCS B FOCYIApPCTBEHHBIA apXUB, JBA — OCTAIOTCS B
apXMBeE OpraHu3alliu.

58. Onuck Aen JOKyMEHTOB JOJITOBPEMEHHOTO (cBhiiie 10 jieT) XxpaHeHus, B TOM YHCIIE
AJIEKTPOHHBIX IOKYMEHTOB (Z1eJ1), COCTaBIIsIieTCs B 4-X AK3eMIUISIpax Ha OyMa>kHOM HOCHUTENE.
[Tocne ee yTBepkaeHUs ABa SK3EMILISIpA MEPEAIOTCA B TOCYJIapCTBEHHBIA apXuB, ApXHUB
[Ipesunenta Pecrrybnuku KazaxcraH, 1Ba — OCTarOTCSl B apXUBE OPraHU3AIUH.

59. Onucy 2IEKTPOHHBIX €] BCEX BUAOB JOKYMEHTOB MEPEIAIOTCS B TOCYIapCTBEHHBIN
apxuB, Apxus [Ipesunenta Pecnybnuku Kazaxcran yepe3s UC DA nubo npu ee OTCyTCTBUU
MOCPEJICTBOM JIEKTPOHHBIX HOCUTEIIEH.

60. CucremaTtusanus 3arojlOBKOB B OIUCH €], B TOM YHCJE SJIEKTPOHHBIX e, MO
JUYHOMY COCTaBY OIpPEECTCS XPOHOJIOTHYECKUM, CTPYKTYPHBIM ((PYHKIIMOHAIBHBIM) U
HOMUHATHHBIM KJI1aCCU(UKAIIMOHHBIMYU MTPU3HAKAMU. 3ar0JIOBKH €] TPYIIUPYIOTCS 110 TOY
3aBeicHUs (3aBEpILCHMs) B JEIONPOU3BOJICTBE, BHYTPU KaXkAOr0 rofia — M0 CTPYKTYPHBIM
MojJpa3ielicHusIM (HampaBJICHUSIM JESTEIbHOCTH) OpraHU3allli, BHYTPU MOCIEAHUX — B
NopsAJIKEe YObIBAaHUS BAXXHOCTH JIE.

61. KapTtouku no yyeTy JIMYHOIO COCTaBa W JUYHBIE Jiejla paOOTHUKOB (MpU oObeEME
cBoimie 20 g€ 3a roj) BHOCSATCS B CAaMOCTOSITENIbHYIO ONHUCh Aed. VX 3arosioBku
TPYNIUPYIOTCS IO TOY 3aBEPIICHUS JeN B ACIONPOU3BOACTBE, BHYTPH I'0jia — B alipaBUTHOM
nopsiike (paMuIuii pabOTHHKOB.

62. K omucu nen JOKYMEHTOB, B TOM 4YHUCJIE AJIEKTPOHHBIX JOKYMEHTOB (J1€J)
oJIrOBpeMeHHOTO (cBhimie 10 JieT) XpaHeHUs, COCTABIISIIOTCS OTJIaBJIEHUE, MPEIUCIOBUE U
CIIMCOK COKPAILIEHHBIX CJIOB.



63. CucremaTur3anus 3arojoBKOB JI€Jl, JOKYMEHTOB, JJIEKTPOHHBIX JOKYMEHTOB (I€J1) B
ONKCU el JaoJroBpemMeHHoro (cBbimie 10 J51eT) XpaHeHUs OmnpenensieTcs
XPOHOJIOTUYECKU-CTPYKTYPHBIM WIH XPOHOJIOTUYECKH-(YHKITNOHAIHHBIM (
XPOHOJIOTHYECKU-HOMUHAJIBHBIM) W HOMHWHAJIBHO-JIOTHYECKUM KJIaCCU(DUKAITMOHHBIMU
MpU3HAKAMU.

ITaparpad 4. Ilopsamok cocTaBIECHHS aKTa O BRIICICHAN K YHUITOXKECHHIO JOKYMEHTOB, HE
MOJJIKAIIAX XPAHEHHUIO

64. AKT O BBIICJIEHUM K YHHYTOXXEHUIO JOKYMEHTOB, B TOM YHCJE 3JIEKTPOHHBIX
JOKYMEHTOB (J1e]1), HE MOAJIEkKAIINX XPAHEHHUIO, COCTABIIIETCS] OJJHOBPEMEHHO C OIUCSAMU T
, IOKYMEHTOB.

65. B aKkT BKJIIOYAIOTCA 3ar0JIOBKH A€M U JOKYMEHTOB C UCTEKIIUMHU CPOKAMH XPaHEHUS
Ha | sHBaps roga, B KOTOPOM MPOBOJUTCS SKCIEPTU3A LICHHOCTH JOKYMEHTOB.

66. AKT 0 BBIIEJICHUU K YHHUUTOKEHHUIO JOKYMEHTOB U JEJ, B TOM YHCIIE IEKTPOHHBIX
JOKYMEHTOB (en), He MNOIeXalluX XpPaHEHUI0, COCTAaBIAETCA MO (OpMe COTrJIacHO
npuioxeHusMm 14, 15 x Hacrosmum [TpaBunam.

B axTe yka3bIBalOTCs 3ar0JIOBKU OTAEJbHBIX J€J WM TPYHIIOBBIE 3ar0JIOBKU OJTHOPOIHBIX
Tel.

67. AKT O BBIJICJICHUM K YHHYTOXXCHUIO JOKYMEHTOB, B TOM YMCJE AJIECKTPOHHBIX
JIOKYMEHTOB (J1e]1), HE MOAJICKAIINX XPAHEHUIO, YTBEPXKAACTCS PYKOBOAUTEIEM OpraHU3aluu
nocie corinacoBanus ¢ I[OK (OK) opranmzanmum u OIIK pecnybiaukaHcKoro
rocyJapcTBeHHoro apxuna, Apxusa [Ipesunenta Pecnyonuku Kazaxcran win MUO.

68. AKT O BBIACIEHUH K YHHUTOXXEHUIO JOKYMEHTOB, B TOM YHCIJE 3JIEKTPOHHBIX
JOKYMEHTOB (1), HE MOJIeKAUTUX XPAaHEHUIO, COCTABIISIETCS B IBYX 3K3E€MILIApaX, OAUH U3
HUX TIepefaeTcsi B rocydapcTBeHHbI apxuB, ApxuB [Ipesunenta Pecnyonuku Kazaxcran,
BTOpPOU — B ApXUB OpPraHU3alH.

69. JIokyMEHTBI C UICTEKIIIUMHU CPOKAMH XPAHEHUS BBIICISAIOTCSA K YHUUTOKEHUIO TOJIBKO
NOCJIE YTBEPKICHHS ONMUCEN M aKTa O BBIACICHUU K YHUUTOXKEHHIO 32 COOTBETCTBYIOIIUMI
MEPHUO/I.

I'maBa 3. XpaneHne JOKyMEHTOB apXWBa OpraHH3aUA
ITaparpa¢ 1. ITopsmok opraHM3amyy COXpAaHHOCTH JOKYMEHTOB

70. Ins obecniedeHus: COXPAaHHOCTH JOKYMEHTOB SJIEKTPOHHBIX JOKYMEHTOB (7€) B
apXMBE OpraHu3alii OCYIIECTBIISIFOTCS:

1) KoMIIIIEKC Mep O CO3/IaHUIO U PA3BUTHIO MAaTEPUATBHO-TEXHUYECKON 0a3bl XpaHCHUS
JOKYMEHTOB (37JaHMEe W XpaHWIHI (IMOMEIIEHHs), CPEACTBAa XpPaHEHUS JTOKYMEHTOB,
o0opylI0BaHHE, CPEACTBA OXpPaHbl U O€30MACHOCTH XPaHEHUs, CPEACTBA KIMMAaTHYECKOrO
KOHTPOJIS, CPEJICTBA KOMUPOBAHUS U BOCCTAHOBIICHUS IMOBPEKICHHBIX IOKYMEHTOB);



2) KOMIUIEKC MEp MO CO3JIaHUI0 M COOJIIOJICHUI0 HOPMATHBHBIX YCIOBUU XpaHEHUS
JOKYMEHTOB (T€MIIEpaTypHO-BIAXHOCTHBIM, CBETOBOM, CaHUTAPHO-TUTMEHUYECKUH,
OXpaHHBINA PEKUMBI XPAHCHHS);

3) Mephl IPEBEHTUBHOTO XapakTepa (obecrnedyeHre PU3NKO-XUMUUECKOW COXPaHHOCTU
JOKYMEHTOB, perjaMeHTalldsl UX BbIJAYU W3 apXUBOXPAHWIIUIL, MPOBEIACHUE MPOBEPKU
HAJIMYUS U COCTOSIHUSI, BBISIBIICHHE 0CO00 IIEHHBIX JOKYMEHTOB, CO3/JaHME CTPaxoBoro ¢hoHaa
1 (oHAA MOTB30BAHUS).

71. Jns »JAEKTPOHHBIX JOKYMEHTOB (Jied) oO0ecneunBaeTCs BO3MOKHOCTD
BOCIIPOM3BENICHUS COJEpIKalleiics B HUX HMH(OpPMalMU Ha MNPOTSKEHUU BCETrO CpOKa
XpaHEHHUS.

B cnyuae ycrapeBanuss QopmMaToB HIM MNPOTPAMMHOTO OOecmedeHus s
BOCIIPOU3BEICHUS DJICKTPOHHBIX JOKYMEHTOB (JIeJ1) UX JIOJTOBPEMEHHAsi COXPAHHOCTh U
IEJIOCTHOCTH 00ECIIEYMBAIOTCS MPOIIECCAMU IMYJISLIUU UM KOHBEPTAIUH.

72. Ilpu sMynsiiuu 00€CIIeUrnBaEeTCsl CO3/IaHUE TPOTPAMMHO-TEXHUYECKOU CPeJIbl C LEIbI0
MaKCHMAaJIbHO TOYHOTO BOCIIPOU3BEICHUS JOKYMEHTOB B 2JIEKTPOHHOM BH/IE.

[Ipu KOHBEpTALMM FNEKTPOHHBIX JTOKYMEHTOB (Z1€71) U3 oHOro ¢opmara ¢aiisia B MHON
OCYIIECTBISIETCA MPOBEPKA ayTEHTUYHOCTHU COJIEPIKAHUS CO3JaHHOTrO (aiija U dTATOHHOTO
AK3EMILIAPA FJIEKTPOHHOIO IOKYMEHTa (J1e71a).

[Ipu smynsiuu ¥ KOHBEPTAIUM COXPAHSIOTCS HACHTU(DHUKATOP U HAMMEHOBAHHE
AJIIEKTPOHHOT'O JOKYMEHTa (J1eJ1a) 10 SMYJISIIIUU WM KOHBEPTALIUH.

CeneHust 00 SMyJISIMN WM KOHBEPTAIMH JOJDKHBI OBITh COXPAHEHBI M 3aIHUINCHBI OT
BHECEHUS U3MEHEHUM.

73. CBeneHus 00 SMyJISIUU WIIM KOHBEPTALUK COACPKAT:

o0beM, (popMar, KOHTPOJIBHYIO XapaKTePUCTHKY, JAaTy W BpeMs CO3JaHUsl 00bEeKTa
XpaHEHHUs, CO3[JaHHOTO B IIPOLIECCEe KOHBEPTALIUU;

CBEJICHUSA O NPOTrPaMMHOM CPEJCTBE, PEATU3YIOIIEM IPOLECCHl AMYISALHUN HIIH
KOHBEPTAIUU;

CBeJeHUs 0 pabOTHUKE apXMBa OpraHu3aluy (HAMMEHOBAaHHUE JOJKHOCTH, MHULUAIIBL,
(dbamMumus), IPUMEHHUBIIEM SMYJISIUIO WU BBIMOJHUBIIEM KOHBEPTAIHIO.

B ciyuae kOHBEpTAalMU 3TaJOHHBIA 3K3EMIUISIP 3JIEKTPOHHOTO JTOKYMEHTa (1era)
COXpaHsieTCs B TOM BHJIE U COCTaBE, B KaKOM OH IE€PBOHAYAIBHO IMOCTYMHJI B apXuB
OpraHu3aluH.

Bce 00bekThl XxpaHeHus, CO3/IaHHbIC NP KOHBEPTAIIUH, a TAKXKE JTOKYMEHTHPOBAHHUU
MPOIIECCOB AMYJISLIMKM WM KOHBEPTALMU, BKIIOYAIOTCS B Ty € €IUHMIYy Yy4yeTa, uToO U
ATAJIOHHBIN K3EMILISP IEKTPOHHOTO JOKyMEHTA (J1e71a), Tn0o 00pa3yroT CaMOCTOSTEIbHYIO
EAMHUILY yUeTa.

CoOTBETCTBYIOIINE U3MEHEHUS BHOCATCS B YYETHBIE JOKYMEHTBHI.

74. CucrteMa Mep M0 OpraHU3aliKi XpaHEHUs IOKYMEHTOB 00€CTeunBaeT COXPAHHOCTD
JOKYMEHTOB U KOHTPOJIb UX (PU3NYECKOTO COCTOSIHUS ITPU MOCTYIICHUH TOKYMEHTOB B apXUB



OpraHM3aluy, UX XPaHEHHHM M Iepe/ladye Ha MOCTOSIHHOE XPaHEHHE B COOTBETCTBYIOIIMIA
rocyaapcTBeHHbli apxuB, ApxuB [Ipe3nnenta PecnyOnuku Kazaxcran.
75. Opranuzanusi XpaHeHUs SJIEKTPOHHBIX IOKYMEHTOB (J1€J1) BKJIFOYAET:
rapaHTUPOBAHHOE XPaHEHHUE JIEKTPOHHBIX JOKYMEHTOB (J1€]1) B TEYEHUE YCTAHOBJIEHHBIX
CPOKOB XpaHEHHUS;
oOecrieueHne HAMMUUs U PU3NIECKON COXPAHHOCTU BCEX OOBEKTOB XPAHEHMUS;
oOecrieueHue NEeNOCTHOCTH BCEX 0OBEKTOB XPAaHEHUS;
oOecrieuyeHre yCJIOBUI JJIsI BOCHPOU3BEIACHUS 3JEKTPOHHBIX JOKYMEHTOB (7€) B
ZOJITOBPEMEHHOU NEPCIIEKTUBE;
KOHTPOJIb MEPEMEIIEHUS 3JIEKTPOHHBIX JTOKYMEHTOB (Aen) (mepe3anuch Ha HOBBIN
AIEKTPOHHBIN HOCUTET.
76. XpaHeHHe 3JEKTPOHHBIX TOKYMEHTOB B apXHUBE OCYIIECTBIISIETCS:

1) Ha Pusnueckn 060COOIEHHBIX HOCUTENSAX — B JIBYX 9K3EMIUIIpax, OAUH U3 KOTOPBIX
ABJISIETCS OCHOBHBIM, BTOpPOil — pabouum. IIpu 3TOM OCHOBHOM M pabO4YMil IK3EMILISAPHI
XPaHSITCS B pa3HBIX apXMWBOXPAHWINILIAX (MIOMEIIEHUSX), PU TEMIIEPATyPHO-BIAKHOCTHOM
peXUMeE, PEKOMEHIOBAHHOM MPOU3BOIUTEISIMU HOCUTEIIEH;

2) B uHGOPMAIIMOHHON CUCTEME AIIEKTPOHHOTO apXHUBa — Ha COOCTBEHHOM 000pY0BaHUHU
apXMBa UM B LEHTpaxX 00pabOTKHU JaHHBIX TOCYIAPCTBEHHBIX OPTraHOB.
YcnoBusiMU XpaHEHHS SJIEKTPOHHBIX JTOKYMEHTOB Ha (pu3zmuecku 000COOICHHBIX
HOCHUTEJISIX SIBJISIOTCS:

1) npuMeHeHne HOoCHUTEeNEH, NpelHa3HAaueHHBIX I JOJAroBpeMeHHoro (cBbie 10 jer)
XpaHeHUs: UHPOpMaInK;

2) HaMyue TEXHUYECKUX M MPOrPAMMHBIX CPEACTB, MO3BOJISIOIINUX OCYLIECTBIATh UX
BOCIIPOM3BEACHUE, MUTPALIMIO U KOHBEPTALMIO, @ TaKKe KOHTPOJIMPOBATh (U3HUECKOE U
TEXHUYECKOE COCTOSTHUE;

3) npoBeieHre MUTPALIMU Ha HOBbIE HOCUTEIU U KOHBEPTAIIMH B COBPEMEHHbIE (POpPMATHI;

4) opraHu3zanusi KOHTPOJIA 32 UX AyTEeHTHYHOCTBIO, IIEJIOCTHOCTBIO, I0CTOBEPHOCTBIO,
MPUTOAHOCTBIO IS MCIIOJIb30BAHUS.

HopmaTuBHBIE yCOBUS XpaHEHUS SJEKTPOHHBIX JTOKYMEHTOB B MH(OPMAIIMOHHOM
CUCTEME 3JIEKTPOHHOI'0 apX1Ba 00ECIEUNBAOTCA:

1) ee coorBercTBHeM TpebOoBaHusiM 3akoHa Pecny6nuku Kazaxcran "OO0
uHpopMaTuzauuu'" B o00JacCTH CO3/4aHUs, pPa3BUTHUS, BBOJAa B AKCILUIyaTalHIO
roCy/1apCTBEHHbBIX HH()OPMALIMOHHBIX CUCTEM U XpaHEHHUS B HUX UH(OpMaLINK;

2) coOmoIeHUEM MPHU €€ IKCIUTyaTaluu TpeboBaHui HHHOPMAIIMOHHONW 0€301aCHOCTU U
3aIUThl HHPOPMAIIUH;

3) pe3epBHOI MHUTpalUe dIEKTPOHHBIX JTOKYMEHTOB, B TOM YMCIIE€ MPU MPUMEHEHHUU
00JTaYHBIX TEXHOJIOTUH, U UX KOHBEPTAI[MEH B COBPEMEHHBIE (JOPMATHI.

77. YciioBus XpaHEHUs 3JIEKTPOHHBIX JOKYMEHTOB (J1€)1) 00€CTIeurnBatoT:
cOOJII0/IEHNE TEMIIEPATYPHO-BIIAXKHOCTHOTO PEXUMA;



CaHUTAPHO-TUTHEHUYECKOT 0, POTUBOIIOAKAPHOTO U OXPAHHOT'O PEKUMOB XPAHEHHS;
NPUMEHEHHUE CIEeIUAIbHBIX CPEJICTB XpaHEeHUs (CepBepHOE OO0OpyJlIOBaHUE,
MeTaJUTMYeCKHe MKa(bl, OOKCHI, QYTISIPHI U HHBIC).

OCHOBHBIMHU TMMapaMeTpaMH, OINPEACIISIONIMMH HaJIeKHOCTh YCJIOBUH XpaHEHUS
ANEKTPOHHBIX TOKYMEHTOB, SIBJISIFOTCSI:

3arpsi3HEHHOCTh CPEJIbI;

TEMIIEPATYPHBIE YCIOBUS XPAHCHUS;

OTHOCHUTENbHAS BIIAXKHOCTh CPE/JIbI;

BO3JICHCTBUE JIEKTPOMATrHUTHBIX TOJIEH;

obecrieueHrne WHXEHEPHOW HHPPACTPYKTYpOu IeHTpa oOpabOTKH JaHHBIX
HEOOXOIMMBIMH YCIIOBUSMHU JJISI €70 PabOTHI;

KOHTPOJIb CPOKA IKCILTyaTallUU 3JIEKTPOHHBIX HOCUTEIIEH.

78. Pa3menieHue apxvBa OpraHM3alldd B NPUCIOCOOJICHHBIX IMOMEIICHUSIX B
aIMUHUCTPATUBHOM 3JaHUM TPOU3ZBOAUTCA IMPHU YCIOBUU COOTBETCTBHUSI TPEOOBAHUSM
OTHECTOMKOCTH, MPOYHOCTH KOHCTPYKIIMH, CAHUTAPHO-TUTHEHHUYECKUM HOpMaM, HaJIH4us
OTOINMUTEJIbHBIX U BEHTWISIIIUOHHBIX CUCTEM.

79. Ilomernienue AJisi apXuBa OpraHU3ali COCTOUT U3:

1) apxuBOXpaHWIHINA JIJI1 XpaHEHUS IOKYMEHTOB;

2) KOMHATHI 711 pabOThI HcclieioBaTeNel (YMTAIbHBIN 3a1);

3) pabounx KOMHAT paOOTHUKOB apXHBa;

4) KOMHAT JIJIs1 CEPBEPHOI0 U KOMMYHHUKALIMOHHOT'O 000PYI0BaHUS.

ApPXHBOXpaHWIHILA PA3MEIIAIOTCS B U30JIUPOBAHHBIX TOMEIICHUSIX.

[TocTopoHHME JIHMIIA JOMYCKAIOTCSA B apXUBOXPAHUIIMILA 10 COTIIACOBAHUIO PYKOBOJIUTENS
OpraHu3alliy U B IPUCYTCTBUHU paOOTHHUKA apXHBa OpPraHU3aIUH.

80. ApXUBOXpaHWIIMIIA paclojiaraloT B OTIAJECHUU OT JaOOpPATOPHBIX,
MIPOU3BOJICTBEHHBIX U CKJIAJICKUX MOMEIIEHUMN, CBA3aHHBIX C XPAHEHUEM WJIU MPUMEHEHHEM
XUMUYECKUX BEIIECTB WU MUILEBBIX MPOTYKTOB.

ApXUBOXpaHUIUIIA OO0OPYAYIOTCS OCHOBHBIMHU CpPEJCTBAMH IOXKApOTyIIeHUs. B
CHUCTEMaxX M CpEACTBax IMOXKAPOTYIIECHUS MOMEUIEHUN apXyWBa OpPraHU3alUd MPUMEHSIOT
HEWUTpanbHbIe, O€30MacHbIe ISl JOKYMEHTOB BEIIECTRA.

B apxuBoxpaHWIMIlax He JAOMyCKAaeTCs MPUMEHEHUE OTHS, HarpeBaTeIbHBIX MPUOOPOB.
Pa3Meliienrie B HUX ra30BBIX, BOJOMPOBOJAHBIX, KAHAIM3AIMOHHBIX U UHBIX MaruCTpajbHbIX
TpyOOIIPOBOJIOB HE JOIMYCKAETCS.

Ucnonbs3oBanue g apXUBOXpaHWIHUIA MOMENICHUs 0€3 OKOH JOMYyCKAaeTCs MpHU
HaJMYUH €CTECTBEHHOW WJIM UCKYCCTBEHHON BEHTWJISIIINH, KPAaTHOCTh BO3AyX000OMEHa B 4ac
KOTOpOM cocTaBisier 2-3.

81. Hapy»xHble n1BepH MOMEUICHHUI apXuBa OpraHu3alui OOUBAIOTCS METAUIMYECKUM
JUCTOM U UMEIOT MPOYHbIE 3aCOBbI. APXUBOXpAaHUIIUIIA B pabouee BpeMs 3aKpbIBAIOTCS Ha
K04, B Hepabouee Bpemsi Bce MOMEIICHUS apXHUBa OINEUYATHIBAIOTCS WU MIIOMOHPYIOTCH.



[leyars (mmomOup) BMECTE C KIHOYAMH CIAIOT Ha XpaHEHHUE JEKYPHOMY IO OpraHMU3alii,
OXpaHE.
BbIHOC A€, TOKYMEHTOB W3 apXWBOXPaHWIMINA 3a IPEAEIIbl 3JaHUs OCYIIECTBIAETCS
TOJIBKO IO CHEHHUAIBHBIM MPOIMYCKaM B MOPSJIKE, YCTAHOBICHHOM HacTosumu [IpaBunamu.
82. ApxHMBOXpaHMJIMIIE O0OpYIyeTCs OXpaHHON curHanuszanueil. Ha okHa,
pacnosIokeHNe KOTOPBIX MO3BOJISET TOCTYI U3BHE, YCTAHABINBAIOT METAJUINYECKUE PEIIETKU

83. B apxuBoxpaHuInIax NpoKIagbIBA€TCsS CKPbITas JIEKTPONPOBOIKA, UCIOIb3YIOTCS
repPMETUYHBIE HITETCeNIbHbIE po3eTku. OOIIKe U MO3TaXKHBIC PYOMIIBHUKHA PacoyiaratoT BHE
APXUBOXPAHWJINILL.

ITaparpad 2. ITopanok pacCTaHOBKA B XpaHEHHA A€

84. JIokyMEHTHI B apXUBE OpraHU3al[MU XPAHATCA B apXUBOXPAHUIIUILAX U PA3MEIIAtOTCS
B MOpsAJIKE, OOECMEeUYMBAIOIIEM HUX OIEPATUBHBIM MOUCK B COOTBETCTBHHM C YYETHBIMU
JIOKYMEHTAaMU, B TOM YHUCJIE 3JIEKTPOHHBIX IOKYMEHTOB (11e1). [lopsaok pacmnonoxeHus aei,
B TOM YHCJI€ 3JIEKTPOHHBIX JTOKYMEHTOB (IIeJ1) B apXUBE OMpeAesaeTcs IUIaHOM (CXeMOM) Ux
pa3MeleHusI.

85. ApXUBOXpaHWIUIIA O0OPYIYIOTCS OCHOBHBIMH (CTallMOHAPHBIC WM TEPEIBUKHbIE
METAJINYECKUE CTEJUIaKKH) M BCIOMOTraTelbHbIMH (MeTainyeckue mkadul, cerdol)
cpeAcTBaMU XpaHeHud. JlomyckaeTcss MPUMEHEHUE JEPEBSIHHBIX CTEJUIAKEH MpHU yCIOBUU
00pabOTKM UX OTHE3AIUTHBIMU CPEJICTBAMU.

Hns xpaneHuss (HOHO M BHACOJOKYMEHTOB HCIOJB3YIOTCS CTEIIAXU U3
He(deppOMarHUTHOTO MaTepuarna.

86. Cremnaxu yCTaHABIMBAIOT MEPIEHAUKYJISIPHO CTEHAM C OKOHHBIMHM IIPOEMaMH, B
MOMEIICHUsIX 0€3 OKOH — C y4eTOM OCOOEHHOCTEH IMoMelleHnii u obopynoBanus. He
JIOTyCKAETCs pa3MEIleHUEe CPEACTB XPAHEHUS BIUIOTHYIO K HApY>KHBIM CTEHaM 3JaHUS U
HMCTOYHUKAM TeIa.

PaccTraHoBka cpecTB XpaHEHUsSI OCYIIECTBISETCS B COOTBETCTBUU CO CJICAYIOIIUMHU
HOPMAaMU PaCCTOSTHUN:

1) Mexy psiaamMu cTesutaxked (raaBHbIN npoxona) — 120 cwm;

2) Mexay cTeyutaxkamu (mpoxona) — 75 cMm;

3) Mex1y Hapy>KHOM CTEHOM 37]aHUS U CTEIIJIAXKOM, ITapaJlIeIbHBIM HapyKHOUM cTeHe — 75
CM;

4) MeXy CTEHOM U TOPIIOM cTelaxka uiu mkada (ceiida) — 45 cm;

5) Mexay MOJIOM M HUKHEH MOJIKOM cTeiutaxka win 1mkada (ceiida) — He menee 15 cm, B
IIOKOJILHBIX dTa)kax — He meHee 30 cM.

87. Jlena ¢ ympaBlIeHUECKON JOKYMEHTAIlMeW Ha OyMa)KHBIX HOCUTEJSAX pa3MellaloT B
KapTOHHBIX apXUBHBIX KOPOOKAX, MaNKax WIHA CBS3KaX.



HayuHno-TexHuueckasi TOKyMEHTAIMsI B 3aBUCUMOCTH OT 000pyaoBaHusi u GopMaToB
YyepTeKel XpaHUTCA B Pa3BEPHYTOM, CII0)KEHHOM UM MHOM BHUJIE.

DneKTpOHHBIE HOCUTEIN Pa3MEIIaTCs B HeCcropaeMbix Imkadax, 0okcax, Qyrtisapax,
sAyerKax, a JIEKTPOHHBIE TOKYMEHThI — Ha CHEIMAIbHBIX YCTPOMCTBAX.

88. KMHOIOKYMEHThl MMEIOT 3allMTHBIE pakopAbl. JUIMHAa Ha4alabHOTO pakopnaa
COCTaBJIIET 3 METpa, JJIMHA KOHEYHOro pakopaa — 1,5-2 merpa. Ha HaualibHblE 1 KOHEYHBIE
paKkopapl HaHOCHTCS IH(PPoBKa. KMHOZOKYMEHTHI MJIOTHO HAaMaThIBAIOTCA B PYJIOH Ha
cepAeuHrKA (HOTOrpaPUUYECKUM CIIOEM HapyKy, 0e3 BBICTYyHAaIOIIUX BUTKOB Ha TOPIAX
pysioHa. HanpaBnenne HaMOTKH — ¢ KOHIIAa HAa HA4aJIo.

@DOHOIOKYMEHTHl HA MAarHUTHOW JIEHTE O(DOPMIISIOTCS pakop/iaMH Pa3HOTO IIBETa B
3aBUCUMOCTH OT CKOpPOCTH BOCHpOU3BeeHUs 3anucu. Ha HauanbHbIN pakop] ¢ Hepaboueit
CTOPOHBI HaHOCUTCS MU(ppoBKa. JIOKYyMEHT HaMaThIBaeTCS Ha CEPACYHHK PAOOUYNM CIIOEM
HapyXy (C BBICOTOM BBICTYMAIOIIMX BUTKOB B pyJioHe, He mnpesimaroniedt 0,05 mm.).
HamnpaBnenue HaMOTKH (DOHOJAOKYMEHTA COOTBETCTBYET BPAIICHUIO CMAaThIBAEMOI'O PyJIOHA
POTUB YAaCOBOM CTPEJIKU IIPHU BOCTIPOU3BEIEHUN HA MarHUTO(OHAX.

Kaxxnas equHuna XpaHeHus ayAMOBU3yaIbHOTO TJOKYMEHTA YIIaKOBBIBAETCS B IEPBUUHYIO
, @ 3aTeM — BO BTOPHYHYIO yMakoBKy. I[lepBHuYHasi yrmakoBKa MMEET MPSMON KOHTAKT C
JOKYMEHTOM W 3alllMIIAaeT €ro OT MbUIM W BJIarv, a BTOPUYHAS YINAKOBKA MPEIOXpPaHSET
JOKYMEHT U TEpPBUYHYIO YMNAKOBKY OT MEXAaHUYECKHX IOBPEXKICHUN, CBETA U HHBIX
BO3JICUCTBUN OKPYKAKOIIEU CPEIBI.

VYakoBKM M3rOTOBJISIOT M3 XMMHUYECKHM MHEPTHBIX, HE COJEpXkaLIUMX XJIopa, a30Ta
MaTepHaJoB, MPENSTCTBYIOMIUX MOSBICHUIO OMOMOBPEXKICHUMN, a TakKe HE BBI3BIBAIOIIUX
MOBPEXKJICHUN TOKYMEHTOB WJIH MPUITUTIAHUS K HUM.

89. KHHOOKYMEHTHI yIIaKOBBIBAIOTCS B 00€PTKY M3 TOHKOW OyMaru Wik MHOTOCITOMHBIN
MaKeT U3 MOJUATUIICHA, MONUATUIIEHTEpeTanaTa U METAJUIMYECKYI0 KOpoOKy. Pazmep nakera
COOTBETCTBYET pa3Mepy PyJIOHA.

DOTOAOKYMEHTHI Ha TUIEHKE, (OoTOOyMare, CTEKIISIHHBIX (POTOIIACTUHAX YIaKOBBIBAIOTCS
B KOHBEPTHI U3 YEPHON CBETOHETIPOHUIIAEMON OECKUCIOTHON OyMaru.

@OHONOKYMEHTBI HA MarHUTHOW JIEHTE YNMAaKOBBIBAIOTCS B MAKET U3 MOJUITHICHOBON
IJIEHKHU U 3aBOJICKYI0 KOPOOKY MJIU MOMEIIAIOTCS B TOJMATHICHOBBIN (QyTisip (KOHTEHUHED) ¢
BBIPE3aMHU JIJI1 STUKETOK.

AyanoBusyaiabHble TOKYMEHTHI Ha TUCKOBBIX HOCHUTEISX YKJIaJbIBAIOTCSA B 3aBOJICKYIO
YIaKOBKY, a 3aT€M IIOMELIAIOTCS B KOPOOOUHYIO Tapy.

BuneopoHorpaMmbl XpaHATCS B CHENUAIbHONW 3aBOJCKON YMaKOBKE K3 MPOYHOTO
MOJIMMEPHOTO MaTepuara.

90. He nomyckaercsa pa3MelIEHHE TOKYMEHTOB Ha MOJy, NOJOKOHHUKAX, JIECTHUYHBIX
IUIOIIAKaX WK B HEPA300paHHOM BH/IE.



91. ApxuBOXpaHWJIHINA, CTEJUIaXH, MKadbl (celdbl) U UX MOTKH HYMEPYIOTCS
apabckumu muppamu. Cremiaxu U mkadwl (ceridbl) HyMEpPYIOTCS CaMOCTOSITEILHO ClIeBa
HaIpaBo OT BXO0Jia B apXUBOXPAHUIIUIIE, UX TOJIKH — CBEPXY BHHU3.

92. Mecto XpaHEHHs Ji€JI, JOKYMEHTOB B apXWBOXPAHUJIUINAX YKa3bIBAC€TCS B
MOCTEIIAXKHBIX TOMOTpahUuecKnX yKa3aTelsx.

Ha kaxaplii cTeiiaXk COCTaBIAETCS KapTOYKa MOCTEIUIaXKHOTO Tonorpaduyeckoro
ykazatens no Qopme coriacHo mnpuiioxkenuto 18 k Hacrosmum [lpaBunam. Kaprouku
MOCTEJUIAXKHOTO TOMOTPapUUECKOro yKaszaTessl CUCTEeMaTU3HPYIOTCS B COOTBETCTBUHU C
HyMEpalKen cTeuiaken B Mpeennax KakJoro OTAEIbHOr0 apXUBOXPAaHUIIHILA.

Bce u3meHeHHss B pa3MelleHUM JAOKYMEHTOB CBOEBPEMEHHO OTpaKkalTCs B
MOCTEJUTAKHBIX TOMOTpa)UUECKUX yKa3aTesaX.
93. Ilpu xpaHEHUH JIEKTPOHHBIX JOKYMEHTOB (J1€1) apXUB OpraHU3aINHA 00CCTICUHBACTCS
CJIETyIOLIUMU OCHOBHBIMU TEXHUYECKUMU CPEICTBAMMU:
1) MOTOKOBBIMM CKaHEPAMH, 0OECTIEUNBAIOUIUMH HAJAECKHBINA BBOJ MH(POPMALIHH;
2) cepBepamu, CIIOCOOHBIMU BECTH MapajlieTbHyI0 00pab0TKy 3alpOCoB;

3) BeicokompousBoauTenbHOM (100 MOut/c u 0Gosee) BBIUMCIUTEIBHOU CETHIO,
OPUEHTHPOBAHHOW HAa MHOTOMOTOKOBBIM BBOJ M 00pabOTKY TEKCTOBBIX, TpauuecKux u
ayMOBU3YaJIbHBIX JOKYMEHTOB;

4) obopymoBaHHEM, 00CCIICUYNBAIOIINM BBICOKOIIPOU3BOIUTEIBHBIN M CBEPXHAICIKHBIN
JOCTYI K MOMCKOBBIM JAHHBIM CUCTEMBI;
5) o6opyaoBaHUEM MEPEHOCA TAHHBIX HA KOMITAKT UJIM MAarHUTOONTUYECKUE JIUCKU;
6) 000pyI0BaHUEM PE3EPBHOTO KOMMPOBAHUS HA MAaTHUTHYIO JICHTY;

7) aBTOMaTU3MPOBAHHBIMU paO0OYMMU MECTaMH, OPHEHTUPOBAHHBIMU Ha 00pabOTKY

TEKCTOBOM U Tpaduueckoit nHpopmaiuu;
8) UICTOYHUKOM OecniepeO0HHOro MUTaHUS;
9) mpuHTEpaMu U MOJEMaMU HOBEHIIINX MOAU(PUKAIIHIA:

10) obopynoBanuem, oOeCreUUBAIOIIMM JTOCTYIN K €IUHON TPaHCIOPTHOU cpene
roCy/IapCTBEHHBIX OPraHoB (IS TOCYAapCTBEHHBIX OPraHOB, UX IOJBEJOMCTBEHHBIX
OpraHu3aliii W OpPraHoB MECTHOTO CaMOYIpABJICHHS, a TaKKe HHBIX CYOBEKTOB
nH(pOopMaTU3aLIUH, ONIPEJEICHHBIX YIIOJTHOMOUYEHHBIM OPraHoM B cepe nHPOopMaTU3aLINH ).

94. ba3zoBsie (CUCTEMHbIE) MPOTPAMMHBIE CPEACTBA apXUBa JIEKTPOHHBIX JOKYMEHTOB
BKJIFOYAIOT B CEOS:
1) omepamMoOHHYIO CETEBYIO CpeAy M CHCTEMY YMpaBieHHs 0a30i JTaHHBIX,
OPUEHTUPOBAHHYIO Ha 00PabOTKY OOIBIITNX MAaCCUBOB JIAHHBIX;
2) cpenctBa 0ToOpakeHUs: U 00paOOTKY JTaHHBIX;
3) cpencTBa 3alIMThl OT HECAHKIIMOHUPOBAHHOT'O JOCTYIA U aHTUBUPYCHBIE CPEJICTBA.

95. K cmemuanbHBIM MPOTpaMMHBIM CPEACTBAM Uil (DYHKIIMOHHPOBAHUS apXHWBa

AJNIEKTPOHHBIX TOKYMEHTOB OPraHU3aIlMH OTHOCATCS:



1) cpenctBa >pGEeKTUBHON MOANEPKKU CUCTEM YIPABICHUS MOCTOSIHHBIM MOUCKOM
JOKYMEHTOB Ha 3JI€KTPOHHBIX HOCUTENSAX HHPOPMALIUK;
2) equHBIE CPEACTBA PACIIO3HABAHUS TEKCTOB HA TOCYAAPCTBEHHOM U PYCCKOM S3BIKaX;
3) cpenctBa, oOecneUrBAIOLIME EUHYI0 TEXHOJIOTHIO BBOAA HH(POPMAILIMK B 0a3y TaHHBIX

4) cpencTBa ONMEPATUBHOIO MOMCKA MH(OPMAIIMU U ONIEPATUBHOIO aHaIn3a HHMOpMaIuy;

5) cpenctBa pa3pabOTKU ¥ ONITUMH3ALMU 3aIIPOCOB MOJIb30BATENEH;

6) MporpaMMHBIE U aNapaTHbIE CPEJICTBA 3AIIUTH OT HECAHKITMOHUPOBAHHOTO JIOCTYTIA K
MH(}OpMAIUU apXUBa AIEKTPOHHBIX TOKYMEHTOB OpraHU3alUU.

ITaparpa¢ 3. Ilopanok obecniedenus pexxuMa XpaHeHHA JOKYMEHTOB

96. B apxuBoxpaHWiIMIIax BC€ BHUABI pabOT ¢ JOKYMEHTaMH HPOBOIATCS IpHU
OrpaHUYEHHBIX YPOBHAX OCBEHIEHUS. JJOKYMEHTBI, B TOM YHUCJE 3JEKTPOHHBIE TOKYMEHTHI (
7ieNa), pa3MeIalTcs B IEPBUYHBIX 3aIIUTHBIX CPEJCTBAX XpaHEHUs (apXUBHBIX KOPOOKax,
narnkax, CoequaibHbIX QyTIIApax, MakeTax, OOKcax).

97. Ilpu ecTecTBEHHOM OCBEIICHUWM Ha OKHAX YCTAHABJIMBAIOTCS CBETOPACCEUBATEIIH,
PEryJsiTOpPbl CBETOBOIO MOTOKA, 3alIMTHBIE (DUIBTPBI, IITOPHI, KAITKO3H WU OKPAIICHHbIE
CTEKJIA.

JInsl MCKYCCTBEHHOT'O OCBEILIEHMS MPUMEHSIOT JaMIlbl HAKAJIMBAHUS B 3aKPBITHIX
wadoHax ¢ I1aJKoil MOBEPXHOCTHIO. JIFOMUHECHIEHTHBIE JTaMITbl UCTIOIB3YIOTCS MPU yCIOBUH
ypEe3aHHOTO YIbTPA(PUOIETOBOTO YUaCTKA CIIEKTPA U3ITyUCHHUS.

98. B apxuMBOXpaHWIHILAX 00ECEYUBAETCA CIAEAYIOIIHNI TEMIIepaTypPHO-BIaXKHOCTHBIN
PEXUM:

1) nist TOKYMEHTOB Ha OyMa)KHBIX HOCUTENSAX HH(POpMaLuK — Temmeparypa +17 —+19°C,
OTHOCHUTEJIbHAS BIaXHOCTh Bo3yxa 50-55 %;

2) aus JOKYMEHTOB Ha YEpHO-OE€NbIX IJIEHOYHBIX HOCUTENSX WHPOpMALHH —
temneparypa +15°C, oTHocuTenbHas BIaKHOCTh Bo3ayxa 40-55 %;

3) ISt NIOKYMEHTOB Ha LIBETHBIX TUICHOYHBIX HOCUTEINAX MH(OpMauu — Temneparypa +2
—+5°C, oTHOCUTENBHAS BIAXKHOCTH Bo3ayxa 40-55 %;

4) nst JOKYMEHTOB Ha MarHUTHOM JIGHTE U JUCKOBBIX HOCUTENSX — TeMIlepaTypa ot +8 —
1o +18°C, oTHOCHTENBHAS BIAXHOCTh BO3ayxa — 45-65 %;

5) s JOKYMEHTOB Ha 3JIEKTPOHHBIX HOCUTEISIX HHGOpMaIuu — Temrieparypa +15 — +20°
C, oTHOCUTENBHAS BIAXKHOCTH Bo3AyXa 50-65 %.

Jlist obecrieueHus ONTUMAIBHOTO TEMIEPATYPHO-BIAXKHOCTHOIO PEKHMMa XpaHEHUs
JOKYMEHTOB Ha 3JIEKTPOHHBIX HOCHUTENSIX, DJIEKTPOHHBIX JOKYMEHTOB ([€]1) B XpaHWIHILE
HEO0O0XO0IMMO 00ECIIEYUTh COOTFOICHUE CASAYIONTNX TPeOOBaHMIA:

JJIS1 MATHUTHOM JIEHTBI U IMCKOBBIX HOCUTEJIEN TemIeparypa Bo3ayxa — ot +8 1o +18 °C,
OTHOCHTEJIbHAs BIAXKHOCTh BO3AyXa MOACPKUBATHCA B Anana3zone ot 45 1o 65 %;



JUIS. ONTUYECKUX JTUCKOB TeMrepaTypa — He Boilie +25 °C, oTHOCUTENbHAS BIAXKHOCTb

Bo3ayxa — 20-50 %;
JUIsL CepBEpHOTO 00OpyloBaHUs TeMmmepaTypa Bo3ayxa — oT +18 mo +24 °C,
OTHOCHUTEJIbHAs BIaXXHOCTh Bo3yxa — 30-50 %.
CKopoCTh M3MEHEHHUS BJIAXKHOCTH BO3AyXa — He BbIlie 6 % B yac.
AtmocdepHoe napieHue B nipeaenax ot 84 mo 107 xlla.

99. B apxuBOXpaHWIUIIAX C HEPETYJIUPYEMBIM KIMMATOM OCYIIECTBISAIOTCS
COOTBETCTBYIOIIME MEPOINPHUITUSA MO ONTUMHU3ALUU KIMMATUYECKUX YCIOBUU HAa OCHOBE
pallMOHAILHOTO OTOIJICHUS 3/JaHUs OpraHU3alluu, IPOBETPUBAHUS U YBIAXXHEHUS (OCYIICHUS
) BO3/lyXa B apXHUBOXPAaHWIUIIAX.

100. TemnepaTypHO-BIQKHOCTHBIM PEXKUM B apXHUBOXPAHWIHUIIAX KOHTPOJIUPYETCS
MyTEM PETYJISIPHOTO U3MEPEHUsS MapaMeTPOB TEMIIEPATyphl U OTHOCUTEIBHOW BIAXKHOCTH
BO3JyXa Ha OCHOBAHMU TNOKA3aHUW COOTBETCTBYIOUIMX KOHTPOIbHO-U3MEPUTEIbHBIX
puOopoB. B KOHIUIIMOHUPYEMBIX OMENIEHUSIX U3MEPEHUE MapaMeTPOB OCYIIECTBIISIETCS
I[Ba pasza B HEJENIO, B IOMEIICHHIX C HEPETYIUPYEMBbIM KIMMATOM — TPH pa3a B HEJEINIO.

TeMmnepaTypHO-BIQKHOCTHBIA PEXUM XpAaHEHHS JTOKYMEHTOB Ha SJIEKTPOHHBIX
HOCHUTENAX, DJIEKTPOHHBIX HOKYMEHTOB ([I€J1) B XpaHWIMIIE KOHTPOJUPYETCS IMYyTEM
PEryJIIPHOTO U3MEPEHUsI TEMIIEPATyPhl U ONIPEACIICHUSI OTHOCUTEIHHOM BIAXXHOCTH B OJHO U
TO K€ BpeMH:

B KOHJIMIIMOHUPYEMBIX TOMEUIEHUAX — HE PEKE OJTHOTO pa3a B HEEIIO;
B XpaHWIMUIIAX C HEPETYJIHPYEMbIM KIMMATOM — JIBa pa3a B HEJEIIO;
IIpU HAPYILICHUSIX pEeKUMa XPAHEHHS — OJUH Pa3 B CYTKHU.

KonTposnbHOo-u3MepuTeabHble TPUOOPHI (TEPMOMETPHI, ICUXPOMETPHI, TUTPOMETPHI)
pa3MenaT B TJIABHOM MPOXOJI€ HA CTEJUIAKE BJIaJIK OT OTONMMUTENbHBIX U BEHTUJISLIMOHHBIX
cucteM. [lokazaHusi U3MEPUTENBbHBIX MPUOOPOB (TEPMOMETP, MICUXPOMETP) GUKCUPYIOTCS B
KypHAJIe PErucTpanuy TMOKa3aHWM KOHTPOJIbHO-U3MEPHUTEIBHBIX MPUOOPOB MO Gdopme
coriacHo npuioxeHuto 19 k Hactosmum [IpaBunam.

He nonyckaercs pe3koe kosiebaHue TeMnepaTypbl U BIa)KHOCTU B ApXUBOXPaHUIIUIIAX.

101. B apxuBoxpaHuiumiax oOecrneyuBaeTcsl MUPKYIALUS BO3AyXa, UCKIIOYArOIas
00pa3oBaHUE HEMPOBETPUBAEMBIX 30H, OMACHBIX B CAHUTAPHO-OMOJIOTMYECKOM OTHOIICHUH (
MOSIBJICHHUE TIECEHU, HACEKOMBIX, TPBI3YHOB, MBLIH).

OTKpbIBaIOIIKMECS B TEIJIOE BPEMs TOJla OKHA, a TAK)KE€ BEHTUJISLIMOHHBIE OTBEPCTHUS B
CTE€HaX, MOTOJKaX, MOJaX apXUBOXPAHWIIHIL U HAPYKHbIE OTBEPCTUS BEHTUIIALIMOHHBIX
CUCTEM OCHAILAIOTCS CETKaMU C IMaMETpPOM siueek He Oonee 0,5 MM.

B apxuBoxpaHunuiax He JOMYCKAIOTCs MpeObIBaHWE B BEPXHEH OJICkK[E, MOKPOU H
IpsA3HON 00YBH, XpaHEHUE U UCIOJIb30BAHKE MUILEBBIX MPOAYKTOB.

102. He pexe oHOTO pasza B ToJl MPOBOAUTCS OOCCIbUIMBAHUE CTEJUTaXeH, mKadoB.,
NEPBUYHBIX CPEACTB XPAHEHHS JHOKYMEHTOB. [Ipu 3TOM MOJbI, MIMHTYCHI, MOJOKOHHUKH,
IOKOJIbHBIE YacCTU CTeJUlaked 00pabaThIBAlOTCS JBYXIIPOILEHTHBIM BOJHBIM PacTBOPOM



dopmanuna. He pexxe IByX pa3 B HEJENIO B apXHWBOXPAHWIMIIAX MPOBOAMUTCS BIIAXKHAS
yOopka.

103. JIBa pa3a B ro (10 Ha4aJIa ¥ MOCJIE€ OKOHYAHHS OTOMUTENBHOTO CE30HA) IOKYMEHTHI
(BBIOOPOYHO) apXMBOXpaHUJIMUIA MOJABEPTalOT OOCIEOBAHUIO IS CBOEBPEMEHHOTO
OOHapyKEHHsI HACEKOMBIX U IJIECHEBBIX TPHOOB.

[Ipu oOHapyxeHUH OMOJOTUYECKUX BpEAUTENEH NMPUHUMAIOT CPOUYHBIE MEpHI IO
Ne3MH(PEeKIUU M JE3UHCEKIMU IOMEIICHUN CHJIaMH CaHMTapHO-3IHUIEMHOJIOTrMYECKON
CITYKOBI.

104. JIoKkyMeHTBI MMOCTOSSHHOT'O XpPaHEHUs C BBIABICHHBIMH (PU3HUECKUMU JedheKTaMu
OCHOBBI (yTpaTa 4acTel JTOKYMEHTa, Pa3pbIBbl, OTCIOCHUE 3MYJIBCUOHHOIO CJ0sl, TPEIIHHBI,
LapanuHbl) WM TEKCTa PErHMCTPUPYIOTCS B JKypHaje (KapToTeKe ydera) (PU3H4YEecKOro
COCTOSIHUS JOKYMEHTOB. B maHHOM ’XypHaje (IaHHOM KapTouke yuera) (PUKCUPYIOTCS BUIbI
crenuagbHOi 00paboTKM, HEOOXOUMBIE JIsi BOCCTAHOBJICHUSI TOKYMEHTOB (pecTaBpanus,
ne3uH(peKurs, MUKpPOPUIBMHUpPOBaHUE, (oTopecTaBpanus, KONHPOBAHUE, IEPEBOJA B
AIIEKTPOHHBIA (POPMAT), U YKA3BIBAIOTCS KOHKPETHBIE MEPHI MO YIYUIIEHUIO (HU3UYECKOTO
COCTOSIHUSA JOKYMEHTOB.

105. Hemennennoit nepenaye Ha 00pabOTKy (Ie3MH(PEKIHIO, Te3UHCEKIINIO) MO IeKaT
7iena, JOKYMEHTBI KOTOPBIX MOPaKeHbI MJIECEHbI0 U HACEKOMBIMHU.

ITaparpa¢ 4. ITopanok BEIAYH €N, JOKYMEHTOB W3 apXHABOXPaHMIIAII

106. Jlena, TOKyMEHTBI BBIAAIOTCS U3 APXUBOXPAHUIUILL:
1) nnst ucnonap30BaHus pAOOTHUKAMU OpraHU3aIUu;
2) 1St UICTIOB30BaHUS (PUBUYECKUMHU JIUIIAMU B YUTAIBHOM 3aJI€;
3) BO BpEMEHHOE MOJIb30BaHUE NHBIM OpPraHU3aLUsAM;
4) nng cnenuanbHON 00pabOTKH JOKYMEHTOB C II€NIbIO YIYUIIEHUS UX (PU3MUECKOTO
COCTOSIHHUSI.
107. Jena, 1OKyMEHTHI BBIJAIOTCSI BO BPEMEHHOE MOJIb30BaHUE U3 apXUBOXPAHWIIMII HA
CpOK, He OoJee:
1) ogHOTO MEcsIIa 71t UCTIOJIb30BaHUSI PAOOTHUKAMH OpPTaHU3AINH;
2) oAHOTO MecsIa JIJIsl UCIIOJIb30BaHUS JOKYMEHTOB B UNTAIBLHOM 3aJI€;
3) Tpex MecsLEeB BO BPEMEHHOE MOJIb30BAHUE JJIs1 MHBIX OpraHu3aliil 1 3KCIOHUPOBAHUS
JIOKYMEHTOB.

108. IIpoasieHHe YyCTAHOBJIECHHBIX CPOKOB BBIJAUH JI€JI, TOKYMEHTOB BO BPEMEHHOE
MOJIb30BAHUE JOMYCKAETCA B OCOOBIX CIIyYasiX MO PE30JIIOIUHN PYKOBOAUTEINS OPTaHU3aIUuH 110
MMCbMEHHOMY MOJITBEPKACHHIO TI0JIb30BaTEN O COXPAHHOCTU JOKYMEHTOB.

109. Ha Hay4yHO-TeXHHYECKHE JTOKYMEHTBI, MOJJIEKAINUE MepeIadye Ha MOCTOSIHHOE
XpaHeHue, cozgaercs (QOoHJ MOJb30BAHUS Ha JJEKTPOHHBIX M HHBIX HOcUTENsx. Mx
MOUTMHHUKY U3 apXUBOXPAHWIHIL HE BBIIAIOTCA.



110. ITpaBooXpaHHUTENBHBIM OpraHaM, OpraHam CyJia U MPOKypaTypsl Jea, B TOM YHUCIIE U
Ha SJIEKTPOHHBIX HOCHUTENAX, SJEKTPOHHBIE JTIOKYMEHTHI (JIeJia) BBIAIOTCA B MOPSIKE,
OTIPEJICTICHHBIM Y TOJIOBHO-TIPOIIECCYANTbHBIM KogekcoM Pecryonuku KazaxcraHn.

111. Beimaua gen, JOKYMEHTOB M3 apXUBOXPAHWIHIL O(QopMIIseTcs CleAyrUUMU
JNOKYMEHTaMM:

1) 3akazaMu Ha BblJjady /€] B YMTAIbHBIN 3271 U paOOTHUKAM OpraHu3auuu no ¢popme
corsacHo npuinoxkenuto 20 k HacrosmuMm [IpaBunam;

2) akTaMH O BblJAye Jiej, JOKYMEHTOB BO BPEMEHHOE I0JIb30BaHKUE M0 POpME COrIacHO
npuioxeHuto 21 k HacrosmuM [IpaBunam, opopmiisiembiMu Ha 0011I€EM OlaHKE OpraHU3alNH;

3) 3aka3amMu Ha IpOBeJeHUE pabOT MO KOMUPOBAHUIO U PECTaBPALIMU JOKYMEHTOB.

3aka3 apXMBHBIX JJOKYMEHTOB (71e]1) MOXKET ocyliecTBIsIThes uepe3 MC DA mocpencTBom
JIOTWHA U MapoJIs, B TOM YUCJIE UCCIEA0BATEISAM.

112. Beimaua gen, JOKyYMEHTOB, B TOM YHMCJIE DJIEKTPOHHBIX, U3 ApPXMWBOXPaHUIINIIA
perucTpupyercss B KHUTrax Bbladyd JokymeHToB wid B MC DA mo ¢opme coriacHo
NPWIOKEHUIO 22 K HactosuuM IIpaBunam.

113. McnonHeHHbIE 3aKa3bl UCCIEN0BATENEN XPAHIATCS B IMYHBIX JI€JIaX UCCIEN0BATENEH,
BCE MPOYME — J10 IIPOBEACHUS IPOBEPKU HATUYMA U COCTOSIHUSA JEI1.

114. Bpimaua nen, TOKYMEHTOB BO BPEMEHHOE IOJb30BAHUE B WHBIE OPraHU3AIUU
oopMmisieTcss akTOM, KOTOpBIM COCTaBiseTcs B JABYX AJK3EMIUISpax, OJUH U3 KOTOPBIX
OCTAeTCs B APXWUBE OPraHM3allMM, BTOPOM BBIJACTCS IOIY4YaTENIr0. AKT IMOIIUCHIBACTCS
PYKOBOAMTENIEM  OpraHu3aluu, Iepefarolmen  aema, W PYKOBOAUTEIEM
opranusanuu-noyy4darens. [lociae Bo3BpalieHus el B ABYX DK3EMILIIpax akTa JIeJ1aeTcs
COOTBETCTBYIOIIAS OTMETKA — OJMH IK3EMIUIIP OCTAETCSl B OPTaHU3aLMU-TI0JIydaTese, BTOPOr
XpaHUTCH B Jieje poHa B apXUBe OpraHu3alliy, BblJaBaBUIEH TOKYMEHTBI.

115. HanpaBiieHue TOKyMEHTOB Ha KOMUPOBAHUE, PECTABPALIUIO, IEPEIIET 0hOopMIIsETCS
3aKa30oM. 3aka3 opopMIIsIeTCs B apXUBE OpraHu3aluy 1o (opMe akTa o BblJaue JTOKyMEHTOB
BO BPEMEHHOE MOJIb30BAHUE NHOW OPraHU3ALNH.

116. Ilepen BbImauei nei, JOKyMEHTOB U3 apXUBOXPAHWINILA TPOBEPAETCS COOTBETCTBUE
mudpa 1 3aroyioBKa jesia Ha 00J105KKe IUQpPy U 3aroyIoBKy jAena B cBOAHOW onucH. Ilepen
BBIJIAYEN U IIPU BO3BPAILECHHUM J€J] B apPXUBOXPAHWINILA ITPOBEPSAIOTCA HyMepPALUs JINCTOB U
COCTOSIHHE JJOKYMEHTOB Ka)/10I0 BBIJAHHOTO JIEJIA.

Kaxxioe BbI1aBaeMoe U3 apXUBOXPAHMIMINA JI€TI0 UMEET JIMCT UCTOIB30BAHMS IO popMe
COTJIaCHO MpuiIokeHuto 23 k HactosmuM [IpaBunam.

117. Ilpu BblOaue U3 XpaHWIMINA JOKYMEHTOB Ha JJIEKTPOHHBIX HOCHUTENSAX
OCYLIECTBIISIETCS TMPOBEPKAa LEJIOCTHOCTH BCEX OOBEKTOB XPAHEHHUs, COCTABISIOIIMX
BBIIABACMBIN JOKYMEHT.

118. ITpu Beinaye fena (JOKYMEHTOB) U3 ApXUBOXPAHUIIUIIA HA UX MECTO BKJIAIbIBAETCS
KapTa-3aMECTUTENb €AMHULIBI XpPAaHEHUS IO (JOpME COTIACHO MPHIIOKEHUIO 24 K HACTOSIINM



[TpaBunam. ITpu Bo3BpamieHun aena (IOKyMEHTa) B apXUBOXPAaHUIUIIE KapTa-3aMECTUTEINb
M3bIMAeTCSl.
119. CocTtosiHMe JOKYMEHTOB, BO3BpAIla€MbIX B apXUB OpPraHU3aIMU IOCIE
UCITIOJIb30BaHUs, TPOBEPSETCS B MPUCYTCTBUU JIUIIA, BO3BPAIIAOIIETO UX.
[Ipu oOHapykeHHHM HEAOCTa4YHW JOKYMEHTOB WJIM OTACIBHHBIX JIUCTOB B HUX, a TAKXKE
MOBPEXKIECHUH Je)1 pabOTHUK apX1Ba OpraHU3aluu coo0IaeT 00 ITOM PYKOBOJICTBY.

ITaparpad 5. ITopsmok MpOBEACHUA HATMIUA M COCTOSTHHA apXUBHEIX €], JOKyMEHTOB

120. IIpoBepka HanU4us U COCTOSIHUSI apXUBHBIX J€J, JOKYMEHTOB MPOBOJMUTCS B
MJIAHOBOM MOPSIAKE OJIMH pa3 B 5 JIET, 3JIEKTPOHHBIX JOKYMEHTOB (J1€)1) — OJIUH pa3 B 3 roja.
121. BHeouepeaHbie NPOBEPKU HATTUYUS U COCTOSIHUSA JIE]1, JOKYMEHTOB MTPOBOISITCS:

1) 1o 1 nmoclie nepemMenieHus aei, J0KYMEHTOB B MHOE apXHWBOXPAHWIUIIE;
2) mepen nepenavei UX Ha XpaHEHHE B TOCYJIapCTBEHHbINA apxuB, ApxuB [Ipe3unenta
Pecny6niuku Kazaxcran;

3) nocie ype3BbIYaHBIX CHTYallUid, BHI3BABIINX NEpPEMENICHUE (IBAKyallUI0) JI€T WIH
JNOCTYI B apXUBOXPAHUJIUILA TOCTOPOHHUX JIULL;

4) npu cMeHe pPyKOBOJUTEINS apXUBa OpraHU3alMy (JI11a, OTBETCTBEHHOIO 32 apXUB);
5) mpu peopraHu3anuu (JTUKBUIAINHA ) OpTaHU3AIHH.
122. B xoe NpOBEPKU HATUYMS U COCTOSIHUS JOKYMEHTOB OCYLIECTBIISFOTCS:

1) ycranoBieHue GakTUIECKOTO HAJTUYHS JOKYMEHTOB, HAXOSAIIUXCS HA XPAaHCHUH B

apXvBe OpraHu3alny;
2) BBISIBJIEHUE U YCTPAHEHUE HEJOCTATKOB B YUETE JIOKYMEHTOB;
3) BbISIBJIEHUE OTCYTCTBYIOIIUX JIOKYMEHTOB U OpraHU3allUs UX PO3bICKA;

4) BBISIBIEHHE M YYET JOKYMEHTOB, TPEOYIOIIMX pEecTaBpallH, KOHCEPBALUU U
poPHIaKTHIECKON 00pabOTKH.

123. Jlo Hadana pa®OThI 110 MPOBEPKE HAIMYUS U COCTOSIHUSL IOKYMEHTALIUHU U3Y4YaroTCs
JOKYMEHTBI ITPEABIAYIINX IPOBEPOK.

B xone mpoBepkH Haau4usi U COCTOSIHUSI JTOKYMEHTOB MPOBEPSAIOTCS MPABUIBLHOCTD
HyMepaluu A€l B KaKJI0i OMKMCH JeJl JOKYMEHTOB, COOTBETCTBUE HYMEpallUU 3arojJ0BKOB
JI€J1 UTOTOBBIM 3aIIUCSM B ONMCSX JI€JI JOKYMEHTOB U YYETHBIM JOKYMEHTaM.

[IpoBoauTCS CBEpKa OMUCATENbHBIX CTaTEd pa3zesia OMUCH JIeJl JOKYMEHTOB C
coJiepKaHUEM PEKBU3UTOB Ha 00J0KKax nen (mudpoB, HAMMEHOBaHUs (POH1000pazoBaTens
U €r0 CTPYKTYPHBIX MOJApa3/IeICHUM, 1eTONPOU3BOICTBEHHBIX HHIEKCOB JIEJ, 3ar0JIOBKOB 1€
, 1aT JIeJ1, KOJIMYeCTBA JUCTOB).

Hena ¢ 0co00 IIEHHBIMU JTOKYMEHTaMH, HECOpOIIIOPOBAHHbBIE Jiefla MPOBEPSIOTCS
noJucTHO. ITorn npoBepku (pUKCUPYIOTCS B JINCTAaX-3aBEPUTENSIX AEII.

124. EnviHOBpeMEHHbIE TPOBEPKU HAIWYUSA U COCTOSIHUSA 3JIEKTPOHHBIX HOCHUTEJNEH
IIPOBOJIATCA:

MOCJI€ MEPEMENIEHUS PIEKTPOHHBIX HOCUTENIEN apXrBa B MHOE XPAHWIHIIIE,



IIOCJIE YPE3BbIYANHBIX ITPOUCLIECTBUN;

IpU CMEHE PYKOBOJUTENS apXuBa (JMlla, OTBETCTBEHHOT'O 3a TOCYJapPCTBEHHBIN YUET U
apXUBOXPAHUIIUILIE).

125. Tlpu npoBepke ayAMOBU3yaIbHON JOKYMEHTAIIMU CBEPSETCS OMMCATENIbHAS CTaThs C
HAJTUCHIO Ha ITUKETKE KUHO-, (POHO-, BUICOJOKYMEHTOB. [Ipy HECOOTBETCTBUU CBEICHHUIA
omnucaTeIbHas CTaThsl CBEPAETCS C HAAMUCSAMH Ha PaKop/ie TOKYMEHTA.

126. [IpoBepka HaNMYMs YEPTEIKEN OCYIIECTBIISIETCSA MOJUCTHO, CBEPSIETCI HAUMEHOBAHUE
PEKBU3UTOB CHEIU(UKAIIMY WM BHYTPEHHEH OMUCHU ¢ HA3BaHUEM Ka)JOTrO JHCTa YepTexa,
BXOJISIIIIETO B COCTAB MPOEKTa (pa3paboTKu).

127. I1lpu mpoBepKe HAIUYUS U COCTOSIHUS TOKyMEHTOB HEOOXOIUMO:

1) coxpaHsSTh MOPSAIOK PACIOJOXKEHHUS JOKYMEHTOB Ha CTeJIJIakaX U B MEPBUYHBIX
CpPEACTBaxX XpaHECHUS;

2) MOJKJIaAbIBaTh HA CBOM MecTa OOHapy>XeHHbIE BO BpeMs MPOBEPKU HEMPABUIBLHO
MO/JIOKEHHBIE J€J1a U JJOKYMEHTBHI;

3) u3BIMaTh Jiesa, 3aroJIOBKH KOTOPBIX HE BHECEHBI B Pa3Jiebl COOTBETCTBYIOUIUX OMUCEH
1eJ1, TOKyMEHTOB;

4) u3pIMaTh U U30JUPOBATH J€Ja U TIOKYMEHTHI, 3aPaKECHHbIC MJIECEHbIO WM UHBIMU
OMOJIOTMYECKUMH BPEAUTEISIMU;

5) BBISBIIATH JOKYMEHTHI, UMeIomne husndeckue A1eeKThl.

128. IIoMeThl WK 3allUCH B XOAE€ MPOBEPKU B OMHUCAX AEJ, TOKYMEHTOB M JIPYTUX
YYETHBIX JOKYMEHTaX HE MPOU3BOISTCSL.

129. Jlena Ha OyMa)KHOM HOCHUTEJE, BbIIaHHbIE PAOOTHUKAM OPraHU3alliy B YUTAJIbHBIN
3aJ1 U BPEMEHHOE MOJIb30BaHUE JPYTUM OPTraHU3alUsIM, IPOBEPAIOTCSA MO0 KHUTAM M aKTaM
BBIJIAYU J€JI U CUUTAIOTCSA UMEIOIIMMHUCS B HAJIMYUU.

130. B xozme mpoBEpKM COCTABIAETCSA JINCT IMPOBEPKH HAIUYUA U COCTOSHMS €I,
JTOKYMEHTOB B apXuBHOM (oHJIE MO (PopMe COrTacHO MPWIOKEHHIO 25 K HACTOSIINM
[IpaBusiam. JIMCTHI MPOBEPKH HYMEPYIOTCA MO MOPSAKY HOMEPOB B Mpeaesiax KaxJoro
apXUBHOTO (DOH]Ia U MOMUCHIBAIOTCA UCTIOTHUTEIIEM.

[Tocie okoHYaHUS MPOBEPKU apXUBHOTO (POHJIA JTUCTHI MIPOBEPKU BKIIOYAIOTCA B JEJIO
JAHHOT'O apXUBHOTO (POHA.

B ciyuae oOHapykeHUsI B XOJ€ MPOBEPKHU HATUYMUS U COCTOSTHUS €N HEJOCTATKOB, HE
MPEyCMOTPEHHBIX IpadaMu JUCTa MPOBEPKH, B JIUCT BBOJATCS JOMOJHUTEIbHBIE Tpadsbl.
Ecnu B pesynbpTare mpoBEpKH HEJOCTATKOB HE OOHApPYXKEHO, JUCT MPOBEPKU B JEIO
apXMBHOTO (POHJA HE BKIIFOUAETCH.

131. Ha ocHoBaHuM nucTa (JIMCTOB) MPOBEPKH COCTABISETCS aKT NPOBEPKU HAIUYUS U
COCTOSIHUSI apXUBHBIX JOKYMEHTOB MO (pOopMe COrjiacHO MPUIOKEHHIO 26 K HACTOSIIHUM
IIpaBuitam.



132. ITo okOHYaHUY MPOBEPKU HATUYUS U COCTOSIHUSI ApXUBHBIX JOKYMEHTOB B KOHIIE
OTHUCH JIeNl TOKYMEHTOB (KHUTH y4eTa W OINUCaHusI) mpocTaBisitorcs 3anuch "[IpoBepeHo”,
1aTta, J0JKHOCTh U MOAMUCH JULA, TPOU3BOIMBIIIETO TPOBEPKY.

B cnydae oOHapykeHUsI B UTOTOBOM 3alUCU OMUCH Je] JOKYMEHTOB (KHUTH ydeTa U
OTHCAaHUs) HEYYTCHHBIX JTUTEPHBIX U MPOMYIICHHBIX MOPSAKOBBIX HOMEPOB, BHIOBIBIITUX B
COOTBETCTBUM C YCTAHOBJIEHHBIM MOPSJKOM €IWHUIl XPAaHEHUs, HMTOTrOBas 3amlucCh
MepPeCOCTaBIIACTCS.

133. Ha Bce OTCYTCTBYIOIIME €AUHULIBI XPAHEHUS B XO€ IPOBEPKU HAIUYUSA U COCTOSIHHS
ApXUBHBIX JIOKYMEHTOB COCTAaBJISIIOTCSI KapTOYKU y4yeTa HEOOHApYKEHHBIX apXUBHBIX
JIOKYMEHTOB 110 (hopMe corracHO mpuitokeHuto 27 k HacTosmuM [IpaBumam.

Benenne xaptoreku HEOOHApPYKEHHBIX apPXUBHBIX JOKYMEHTOB OCYIIECTBIISETCS
LEHTPAJIU30BaHHO.

134. Ecnu npoBepKOW Hadu4us U COCTOSIHUS JeJ oOHapy»XeHa Hexocrada fed,
JIOKYMEHTOB, JIEKTPOHHBIX JTOKYMEHTOB (J1€J1), OpraHu3yeTCsl UX PO3BICK.

[Ipu po3bicke HEOOHAPYKEHHBIX I, JOKYMEHTOB OCYIIIECTBIISIOTCS:

1) uzyueHnue onucei, Mo KOTOPBIM JieJia, JOKYMEHTHI U3 CTPYKTYPHOTO MOApa3eiIeHuUs
NepeaBalivCh B apXUB OpraHU3aluu;

2) opraHu3zamus po3bICKa HEOOHAPYKEHHBIX MPHU MPOBEPKE JeJI, TOKYMEHTOB,
AJIEKTPOHHBIX JOKYMEHTOB (JIeJ1) B COOTBETCTBYIOUIUX CTPYKTYPHBIX MOJAPA3AEICHUSIX
OpraHu3allui, B JeSTEILHOCTH KOTOPBIX OHU 00pa30BaHbL;

3) U3ydeHHEe YUYETHBIX JOKYMEHTOB IO BblAayue /i€, JOKYMEHTOB U3 apXUBOXPAHUIIUIIA;

4) uzydeHue B Jeje apXWMBHOTO (OHJA aKTOB O BBIJACICHUM JAOKYMEHTOB (1en),
ANEKTPOHHBIX IOKYMEHTOB (J1€J1) K YHUUYTOXKECHHUIO;

5) mpoBepKa JieJ1, HaXOSIIUXCS PSAAOM apXUBHBIX (DOHIOB.

Po3bick MPOBOAUTCS B TEUEHUE T0/1a MOCIe O0OHAPYKEHUSI HEIOCTaul JOKYMEHTOB (J1e11),
ANEKTPOHHBIX TOKYMEHTOB (J1€1).

135. HalineHHnble B UTOTe pO3bICKa Jielia, dJIEKTPOHHbBIC TJOKYMEHTHI (J1e/1a) BO3BPAIlatOTCS
Ha MECTa, a B COOTBETCTBYIOIIEH KApTOUKE yueTa HEOOHAPYKEHHBIX JeN JeIaeTCsd OTMETKa
00 OOHapyKEHUHU C YKa3aHUEM JaThl U MOJIUCH PYKOBOAUTEIS apX1UBa OpraHu3aluu (Jua,
OTBETCTBEHHOTO 3a ApXWB OpraHU3aIlum).

136. Jlena, B TOM 4HcCIi€ 3JIEKTPOHHBIE, MPUYNHA OTCYTCTBUSI KOTOPBIX MOATBEPKICHA
JOKYMEHTAJIbHO, UCKIIKOYAKOTCS U3 OMUCEW, B TOM YHUCIIE ONUCEU DIIEKTPOHHBIX naei. B
COOTBETCTBYIOIIMX KapTOUYKAaX YKa3blBaIOTCS JaThl M HOMEpa AaKTOB, B KOTOPBIX
MOATBEPIKIAETCS OTCYTCTBHUE JieJIa, COCTABIISIIOTCS CIIPaBKU O MPOBEICHUH po3bicka. [locie
paccMOTpeHUs pe3yiabTaToB po3bicka Ha 3acenanuu [[OK (OK) u yTBepxkaeHus ee pelieHus
PYKOBOJIUTENIEM OpraHu3allud HEeOOHApYy>KeHHBbIE JTOKYMEHThl CHUMAIOTCS C YyuyeTa IO
COIJIACOBAHUIO C YIIOJIHOMOYEHHBIM opranoM niu MUO.

137. IlpoBepka HAJIMYMUS U COCTOSIHHS JI€JI, B TOM YHCIIE€ 3JIEKTPOHHBIX, CUUTAETCS
3aBEPIICHHOM MOCJIE BHECEHUS] U3MEHEHUM, BBISIBICHHBIX MPOBEPKOH, B YUETHBIE IOKYMEHTHI



MPOBEPSEMOT0 apXMBHOTO (pOHIA M MPEICTaBICHHUS COOTBETCTBYIOUIMX CBEIECHUN O JAenax
MOCTOSIHHOTO XpaHEHUs B TrocyAapCTBEeHHbIM apxuB, ApxuB Ilpesmaenrta PecnyOnuku

Ka3zaxcraH 1 BHECEHNS] U3MEHEHUN B YTBEPKICHHBIE OIIMCH 1€l TOKYMEHTOB ITOCTOSTHHOTO
XpaHEHMUS.

ITaparpad 6. ITopsnok onpenenernus GoHIOBOM NIPHUHAISKHOCTH JOKYMEHTOB 1 06pa3zoBaHue (
3aKpHITHE) apXUBHOTO QOHAA

138. IoKyMEHTBI, B TOM YHCIJE JJIEKTPOHHBIE, IEPEIAHHBIE HA XPAaHCHUE B APXUB
OpraHU3alllU, COCTABISAIOT apXUBHBINA (DOH OpraHU3aIUH.

139. Bunamu apxuBHOTO (hOHJA SBIISFOTCS:

1) apxuBHBI (HOHA OpraHU3alUuU, COCTOAIIUN U3 JOKYMEHTOB, B TOM YHUCIIE AJIEKTPOHHBIX
, 00pa30BaBLIMXCS B IPOLIECCE €€ AESITEIbHOCTH;

2) 00beIMHEHHBIN apXUBHBIA (POHI, CPOPMUPOBAHHBIA U3 JOKYMEHTOB, B TOM YHCIIE
AJIEKTPOHHBIX, JIBYX M 0ojiee OpraHu3aluii, UIMEBIINX MEXIy COOO0H MCTOPUYECKH W/MIN
JOTUYECKU OOYCJIOBJIEHHBIE CBSI3H (OJHOPOJHOCTh W MPEEMCTBEHHOCTh EATEIBHOCTH,
MOTYMHEHHOCTh, €IUHCTBO 00BEKTA U BPEMEHU AESITEIbHOCTH, MECTOHAXO0XK/ICHUS U UHbIE).

140. Onpenenenue GoHIOBON MPUHAICKHOCTH TOKYMEHTOB, B TOM YHUCJIE 3JIEKTPOHHBIX,
OpraHM3alMM 3aKJII0YaeTCsl B OTHECEHUH X K KOHKPETHOMY apXUBHOMY (POH]TY.

141. Tlpu ompeneneHun (QOHAOBON MPUHAIIEIKHOCTU JOKYMEHTOB, OpraHHU3aLUU
YUHUTBIBAKOTCS:

1) BXoasuIMe TOKyMEHTBI OTHOCSTCS K apXUBHOMY (DOHAY TOW OpraHU3aluyu, KOTOpast UX
nosyuyuna ((hoHaoBass MPUHAIEKHOCTh YKa3aHHBIX JTOKYMEHTOB ONPENEIAeTCS MO TaKUM
PEKBU3MTaM, KakK ajpecar, OTMETKA O NOCTYIJIEHUU JOKYMEHTA B OPraHU3AILMIO, PE30JIIOLNS,
OTMETKa 00 UCIOJIHEHUH TJOKYMEHTA U HAMPaBJICHUU €r0 B JIEJ0, TEKCT JOKYMEHTA);

2) OTHYCKH MCXOASIIUX JOKYMEHTOB OTHOCSTCS K apXUBHOMY (POH]Ty TOW OpraHu3alu,
KOTOpas sIBJseTCd UX aBTOpOoM (MX (POHI0Bas MPUHAIIEKHOCTh OMPEAENSIETCS MO TaKUM
PEKBU3UTaM, KaK IOJIUCH, TEKCT TIOKYMEHTA, a TaKXKe JAeJIONPONU3BOJICTBEHHBIM IOMETKAM Ha
OTITyCKaX JOKYMEHTOB);

3) BHYTpEHHHE TOKYMEHTBI OTHOCATCA K apXUBHOMY (DOHAY TOM OpraHu3aiiu, KoTopas
ABJIIETCS UX aBTOPOM (MX (DOHI0BasK IPUHAJIEIKHOCTD OIPENESETCS 110 TAKUM PEKBU3UTAM,
KaK oQUIMaIbHOE HAMMEHOBAHHUE OPraHU3allH, MOAIUCH, TEKCT JOKYMEHTA, PE30JIIOIHS).

142. lena, B TOM 4YHCJE DJIEKTPOHHBIE, KOTOPBIE BEIUCH MOCIEIOBATEIBHO B JIBYX
OpraHu3anusix, BKIIOUYAIOTCS B apXUBHBIA (OHJI TOM OpraHU3alld, B KOTOPOM OHU ObUIM
3aBEPILIEHBI 1€JIONPOU3BOJCTBOM.

143. Enqunbiii apXuBHBIN (POH]T COCTABISIIOT JOKYMEHTBI:

1) opranmu3zanuu 710 ¥ Mociie ee peopranu3anuu (nmpeoOpa3oBaHus), €ClId OHA HE TOBJICKIIa
3a c000I KOPEHHOT'0 U3MEHEHUS €€ IEATEIbHOCTH;



2) opraHM3alMM, MOMEHSBLIEH TOCYyJapCTBEHHYIO (QopMy COOCTBEHHOCTH Ha
HErocyJIapCTBEHHYI0, HO B YCTaBHOM KaluTaje KOTOPOH MMeeTcs Mpeodiiafaromas 10
roCy/1apCTBEHHON COOCTBEHHOCTH;

3) opraHu3zaiuu, BpeMEHHO MPEKPATUBILEH CBOIO NEATEIbHOCTh U BOCCTAHOBICHHOW C
TEMHU K€ 3aJla4aMH U QyHKIUSIMU;

4) opranu3any U KOHCYJbTaTUBHO-COBEIATEIbHBIX OPTraHOB, CO3JaHHbIX TP HEW;
5) opranu3zanuu 1 ee JIUKBUIAIMOHHON (KOHKYPCHOM) KOMUCCHH.

144. JlokyMeHTbl JOUYEPHUX OpraHU3alUi COCTABISIOT OTJEIbHbIE APXUBHbIE (DOHBI OT
JOKYMEHTOB MX OCHOBHBIX OpraHU3alUK.

145. lokymMeHThI 00IIIECTBEHHBIX 00beAMHEHUH (MTPOPCOIO3HON, CIOPTUBHON M UHBIX),
CYIIECTBYIOIIME MpPH OPTaHU3alMd C MOMEHTa PErucTpaludd 3TOr0 OOIIECTBEHHOTO
0o0BEIMHEHUSI B COOTBETCTBUU € 3akoHOM PecnyOmmkn Kaszaxcran "OO oOmiecTBEHHBIX
oObeaMHEHUAX", IPU MX NOCTYIJICHUM Ha XpPAaHEHUE B apXWUB OPraHMU3ALMU COCTABIISIOT
CaMOCTOATEIbHBIN apXUBHBIN (POH WIIM IPUCOEIUHSIOTCS K ApXUBHOMY (POH]ly OpraHU3aluu
, 00pa3ys 00beTMHEHHBIN apXUBHBIN (HOH]I.

146. OObenuHeHHbIH apXUBHBIM (OHI QOpMHUpPYETCS U3 APXUBHBIX JIOKYMEHTOB,
AJIEKTPOHHBIX apPXUBHBIX JOKYMEHTOB:
1) opranuzaiuii, OJHOPOAHBIX MO LIETEBOMY Ha3HAYEHUIO U (DYHKIMAM, IEUCTBYIOIIMNX Ha
ONPENEIEHHON TEPPUTOPHH;
2) pyKOBOJSLIEro OpraHa ¥ NOJAYMHEHHBIX €My OpraHu3aluil, NeHCTBYIOIIMX Ha
ONPENEICHHON TEPPUTOPHH;
3) opranuzanuuii, 00bEAMHEHHBIX OOBEKTOM JIEATEIBHOCTH;
4) opranu3zanuu U oOLIECTBEHHBIX OpraHu3anuii (mpodcor3Hoi, HAYyYHO-TEXHUYECKON U
WHOI), WICHAMH KOTOPOU SBJISIFOTCS PaOOTHUKH 3TOM OpraHu3aIlnu;

5) mocnenoBaTeNbHO CMEHSBIIMX JPYyr Jpyra OpraHu3aluid, eciu (QyHKIUU
IIPEAIIECTBEHHUKOB MOJIHOCTBIO MJIM YACTUYHO MEPENABAINCH U MEPEJAIOTCS UX TPEEMHUKAM
, @ Takke (OpMHpPOBAHME /i€l KOTOPBIX MPOUCXOIUIO B BUAE HEMPEPHIBHOIO IMpolecca,
MPUBEAIIETO K CO3JAaHUIO CBSI3aHHOTO KOMIUIEKCA JIOKYMEHTOB, HE IOJJAIOIIErocs
pa3IeIeHHUIO.

HanmMeHnoBaHMs opraHu3anuii, JOKyMEHThI KOTOPBIX BOUUIM B 0ObEIMHEHHBIN apXUBHBIN
(GoHJI, NPUBOASATCS B YUETHBIX JOKYMEHTAaX.

Co3nanne OO0BEIMHEHHOrO apXHWBHOIO (DOHAA OCYHIECTBISETCS MNPH YCIOBHU
HEJETUMOCTH JOKYMEHTOB (DOH/IOB, BOIIEIINX B €TI0 COCTAB.

147. Kaxnomy apxuBHOMYy (GOHIY, MOCTYNHMBLIEMY B BEIOMCTBEHHBINH apXuB,
NpPUCBANBAIOTCS Ha3BaHuWe M HoMmep. Ha3Banue apxuBHOro (QOHIA COOTBETCTBYET
ouMaTbHOMY Ha3BaHUIO POHI000pa30BaTENsl C YKa3aHUEM €ro OpraHU3allMOHHO-IIPaBOBOM
(b opMBbI, MOJYUHEHHOCTH, BCEX MEPEHMEHOBAHUIN B XPOHOJIIOTUYECKOM MOCIEI0BaTEIbHOCTH,
a TAK)KE MECTOHAXO0KJICHUS.

148. B Ha3BaHUM apXUBHOTO (DOHA YKa3bIBAIOTCS €r0 XPOHOJIOTUYECKUE TPAHHULIBI.



149. IlepenmeHOBaHNE WU U3MEHEHUE aIMUHUCTPATUBHBIX rpanull MUO He aBistoTCs
OCHOBAaHHMEM i1 CO3JlaHUsl HOBBIX apXUBHBIX (OHJOB M3 APXUBHBIX JIOKYMEHTOB,
cooTBeTcTBYIOMMNX MMO 1 uHBIX OpraHu3aiuil, pacroyIOKEHHbBIX Ha TAHHOW TEPPUTOPHUH.

150. ITpu peopranuzaiuu opraHu3aliiid HOBbIE apXUBHbBIC (DOHJIBI CO3JJAIOTCS B CIyUasiX:

1) u3MeHenus npeameTa AesTEIbHOCTA OpraHU3allly;

2) u3MeHeHus1 GopMbl COOCTBEHHOCTH OpTraHU3aIlUH.
JIOKyMEHTBI, 3JIEKTPOHHBIE JOKYMEHTHI JIMKBUAUPOBAHHOW OpPraHU3allid COCTABIISIOT
OT/ICJIbHBIA apXUBHBIN (DOHI.

151. He aBisitoTCSI OCHOBaHUSIMM JIJ1s1 CO3/IaHUSI HOBOTO apXUBHOIO (poHAA:

1) nepeuMeHoBaHNE WU U3MEHEHUE aIMHUHUCTPATHUBHO-TEPPUTOPUAIIBHBIX TPAHUII
NeSATeTbHOCTU WIN (QYHKIIUN OpraHu3allliy;

2) BBIICJICHHE U3 OPTaHU3AIMKU OJHOW WJIM HECKOJIBKUX HOBBIX OpraHU3alluil ¢ mepeaadeit
UM OTJIEJIbHBIX (DYHKIIMI MEepBON OpraHU3alNy;

3) cMena yupenutens (eil) opraHuzanuu 0e3 M3MEHEHHs (POpMbI COOCTBEHHOCTH
MUMYIIECTBA 3TON OpraHu3allnu;

4) peopranuzanus (CIUsiHUE, TPUCOSIUHEHNE, pa3ieieHue, BblJeJIeHre, Tpeo0pa3oBaHue
) opra"uzaluu;

5) mepexoja opraHu3aluyd U3 PecrnyOIMKaHCKON COOCTBEHHOCTH B KOMMYHAJIbHYIO U
Hao0OOPOT.

152. XpoHOJOTUYECKUMH T'PaHUIIAMU apXUBHOTO (POHJIA SBIISIOTCS:

1) ycTaHaBnIMBaeMbIe HA OCHOBE TIPABOBBIX aKTOB O(HUITMATBLHBIC AAThl KX 00pa3oBaHUs (
perucTpanu) U JUKBUJALMM — JJIS apXuBHOro ¢oHJa opraHuzanuu (Mpu HaJIUYUU
HECKOJBKHX MPaBOBBIX aKTOB 3a JaTy OOpa3oBaHUsl OpraHU3allid MPUHUMAETCS jJaTa
HanboJiee paHHETO U3 HUX);

2) natel oOpa3oBaHus (perucTpanuu) Haubojiee paHHEW W JIMKBUIAIUU HauOoyee
MO3/IHEN MO BPEMEHM JEATEIIbHOCTU OpraHU3aluid, JOKYMEHThl KOTOPBIX BOIILIA B COCTaB
00BbEIMHEHHOTO apXUBHOTO (POHA, — I O0BEUHEHHOTO0 apXHUBHOTO (OH/IA.

ITaparpa¢ 7. ITopamok opraHM3anuy JOKYMEHTOB B IIpeAeIax apXuBHOTo GoHzma

153. B npenenax apxuBHOTO (HOHA YIETHOM U KIaCCU(DUKAIIMOHHONW €TUHUIICH SBIISCTCS
€MHMIIA XPaHEHUSI.

154. Enununieit XxpaHeHUs apXUBHBIX JOKYMEHTOB Ha OyMa)KHOWU OCHOBE SIBJISIETCS JIETIO.

155. EnyannaMu XpaHeHHs ay IMOBU3YaJIbHBIX JIOKYMEHTOB SIBJISFOTCSA:

1) mist KHUHOTOKYMEHTOB — (PU3NYECKu 000COOJICHHBIN PYJIOH KUHOILIEHKH,

2) nist poToAOKYMEHTOB — (pU3HMUECKH 000COOIEHHBIN Kaap (HeraTus, 1y0Jib-HETraTuB,
MO3UTHUB, CIA] (IMAMO3UTUB)), PYJIOH nuadmibMa, PoTooTIeUaToK, HOTOATHOOM, TUCKOBBIHA
HOCHUTENb U (prU3MUecKu 000COOIEHHBIE Kaphl MTAHOPAMHON ChEMKHU;

3) nns GOHOMOKYMEHTOB — (pu3mdecKku 0OOCOOJCHHBIM PYJIOH MATHUTHOM JICHTHI,
JMCKOBBIN HOCUTENh U (U3HUECKH 000COOICHHAS Ay ITMOKACCETa;



4) s BHACOJAOKYMEHTOB — (pusmuecku 000coOJieHHAs BUJIEOKacceTa, (PU3MIecKu
000C00IEHHBIN TUCKOBBIN HOCUTEITD.

Enuauiiamu ydera ayuoBHU3yaIbHBIX JOKYMEHTOB SIBIISIOTCS:

1) 1 KHHOJOKYMEHTOB — YacTh €IMHMIIBI XPAaHCHHS, OJIHA WUIM HECKOJBKO €IHHUIY
XpaHEHHUSI, OTHOCSIIHUXCS K KHHOTPOU3BEICHHUIO WIIH ChEMKE OIPEACIICHHOTO COOBITHS;

2) mist GOTOJIOKYMEHTOB — YacTh €IMHUIIBI XPAHECHUS, OJJHA WJIM HECKOJIbKO €IUHUII
XpaHEeHUs1, 0TOOpaXKAIOIINX OJJHO COOBITHE, 00bETMHEHHBIX CMBICIIOBBIM COACPKAHUEM;

3) nns GOHOTOKYMEHTOB — OJIHA MJIM HECKOJIBKO €IMHUI] XPaHEHUS ¢ 3BYKOBOM 3aIUCHIO
OTIPE/ICIICHHOTO COOBITHS, OJHOTO WM HECKOJbKUX OOBEIMHEHHBIX IO aBTOPCKOMY,
HCIIOJIHUTEILCKOMY, TeMaTHYEeCKOMY M WHBIM IIPU3HAKaM MPOM3BEACHUM JUTEpPaTyphl U
HCKYCCTBA;

4) nns BUICOJOKYMEHTOB — YacTh C€AMHUIIBI XPAHCHHUsI, OJJHA WM HECKOJIBKO €IMHHII
XpaHEHUs C 3alUChI0 OMPECIICHHOTO COOBITHS, OJTHOTO MJIM HECKOJIBKUX O0OBETUHEHHBIX 10
aBTOPCKOMY, HCHOJIHHTEIHCKOMY, TEMAaTHYECKOMY M WHBIM NPU3HAKAM IPOW3BEIACHUI
JUTEpaTyphl U UCKYCCTBA.

156. 3a enuHUIy XpaHEHHUs AIEKTPOHHOrO JOKYMEHTa MPUHHUMAETCs (PU3NUYECKHU
000C00JICHHBIN HOCUTEIh (’KECTKHM JUCK, KOMIIAKT-IUCK U HHBIE COBPEMEHHBIE HOCUTEIHN) C
COIPOBOAUTEIILHON TOKYMEHTALMEM.

157. 3a equHUIy y4eTa 3JIEKTPOHHBIX JOKYMEHTOB MPHUHUMAIOTCS €IMHUIIA XPaHCHHS
UM KOMIUIEKT €IUHHUII XpaHEHUs ¢ 3amuchio (Qaiyia WM HECKOJbKUX (HanioB,
COCTABIISIONINX E€AUHBIN MPOTPaMMHO-HH(GOPMAIMOHHBIA O0BEKT (TEKCT, THIEPTEKCT,
MYJbTUMEIUUHBIA 00BEKT, 0a3a JMaHHBIX, OaHK JaHHBIX, 0a3a 3HaAHWI), a Takxke
COTPOBOUTENbHAS TOKyMEHTAITHSI.

158. Eqununel XpaHeHus B 0ObeAMHEHHOM apXMBHOM (DOHJIE PacIiojiararoTcsl 1o
3HAaYUMOCTH (HOHJI000pa3oBaTeNie, XpPOHOJOTHUU WX co3daHus, andaBuUTy Ha3zBaHuul. B
npeaenax KakJI0ro apXWBHOTO (OHAA, BOMIEAIIETO B OOBEAWHEHHBIA apXWUBHBIM (DOHII,
MIPUMEHSIOTCS Pa3HbIE CXEMbI CHCTEMAaTH3aIliH, BBIOOP KOTOPBIX OMPEACIISICTCS XapaKTepOM
JeSTEHPHOCTA KOHKPETHBIX OpPTaHu3aIiii, COCTaBOM U 00HEMOB UX IOKYMEHTOB.

159. HayuHo-TexHu4eckasi IOKyMEHTAIIUs pacIoyiaraeTcsi BHyTpHU apXUBHOTO (OHJA 110
BuIaM (TIPOCKTHAsl, KOHCTPYKTOPCKAs, TEXHOJOTHYECKAas, HAyYHO-HCCIIEIOBATEIbCKAs,
MaTeHTHAs JOKYMEHTAIIHS ).

160. IlpoexTHass AOKyYMEHTALMsl PACIOJATraeTcsl MO MPEAMETHO-TEMATUYECKOMY,
XPOHOJOTHUYECKOMY HIIA reorpapuiecKkoMy Ki1acCH(pHUKAIMOHHBIM ITPU3HAKAM.

[TpoekTHast JOKYMEHTAIHS IMOAPA3ACIISICTCS Ha CASAYIOIINUE TPYIIIIbL:

1) MO KUIUITHO-TPAXKTAHCKOMY CTPOUTEIBCTBY;

2) MO MPOMBIIICHHOMY CTPOUTEILCTBY;

3) 10 CEeNMbCKOXO03IUCTBEHHOMY CTPOUTENHCTRY;

4) MO PHEPreTUYECKOMY U BOJIOXO035ICTBEHHOMY CTPOUTEIbCTRY;

5) o TPaHCTIOPTHOMY CTPOMUTEIIbCTBY.



Jlomyckaercst nenenue rpynil Ha HOATrPYIIIIbL.
JIOKYMEHTBI MPOEKTHBIX CTAIUN pacnoyiaratoTcsl B HOCJIE€A0BATEIbHOCTH MPOECKTUPOBAHUS

TunoBbie MPOEKTHI CUCTEMATU3UPYIOTCS IO HOMEPAM CEpPUH.

161. KoncTtpykTopckasi JOKyMEHTAIMsl pacrojiaraercss Mo BHUJaM pa3padoToK,
XPOHOJIOTUM WJIM HOMEpaM KOHKPETHBIX pa3paboTOK, BHYTpU pa3pabOTKH — MO y3Jiam
COIJIacHO crieuu(pUKaLUU.

KoHcTpyKkTOpckas JoKyMeHTalus: Ha MOAU(PHUIIMPOBAHHOE U3/IEJINE PACTIONAraeTCsl Mocie
JOKYMEHTAaIM1 Ha 0a30BO€ U3JIETHE.

JIOKyMEHTBI MO HUCIBITAHUSAM U3JEIUN PACIOJararTcs M0 XpOHOJIOTUH, a B IIpeAeIax
rojia — 1o Ha3HaYeHUIO0 TEXHUKU, PETUCTPALIMOHHBIM HOMEpaM.

162. TexHonornueckass JOKyMEHTALUSI CUCTEMATU3UPYETCS COTJTACHO TEXHOJIOTMYECKOMY
polLeccy.

163. Hayuno-uccnemoBaTenbckasi JOKyMEHTALMS Pa3MENIAECTCS IO XPOHOJIOTUYECKOMY
OPUHIMITY, B IpeAeiax rojga — MO HOMEpaM TEM, MHBEHTAPHBIM HOMEpaM, HOMEpaM,
MPUCBOEHHBIM MPU FOCYJAPCTBEHHOM PErUCTPallMK, TEMATUKE HAYYHBIX padoT, anpaBUTy UX
HAaUMEHOBaHUN WM (aMUINi aBTOPOB-Pa3pabOTUUKOB (OTBETCTBEHHBIX HCIIOIHHUTENEH),
CTPYKTYPHOMY IPU3HAKY.

OT4eTsl, BBIIOJHEHHBIE 110 3aKa3aM WHBIX OPraHU3alUi, CUCTEMAaTU3UPYIOTCS OTIEIBHO.

164. ITaTeHTHO-TMIEH3UOHHAS JOKYMEHTALIMS PACIIOJIaraeTcs o BUAAM:

1) 0OBEKTOB MPOMBINIICHHOW COOCTBEHHOCTH (M300pETCHUS, TOJIE3HBIE MOJICIIH,

IIPOMBIIIEHHBIE 00pa3libl, COPTa PACTEHUHN, TOBAPHBIE 3HAKH, 3HAKU 00CITY >KHBaHU);

2) OXpaHHOTO JOKYMEHTA (ITaTE€HThI, CBUIETEIbCTBA).

B npenenax kaxxaoro Buja — 1o HoMepaM MaTEHTOB WM CBUAETENIBCTB, HOMEPaM 3asBOK,
M0 KOTOPBIM MPUHATHI PEIICHUS Ha BbIJa4y OXPaHHOTO JIOKYMEHTa, U IO HOMEpaM 3asBOK, 10
KOTOPBIM MPHUHSTHI peLIeHHs] 00 0TKa3e B BbIAaU€ OXPAaHHOTO TIOKyMEHTA.

Enuaunbl XpaHeHus BHYTPU E€IUHULIBI y4e€Ta pacloyiaraloTcs B MOPSIKE
MIPOU3BOJICTBEHHBIX HOMEPOB, OOO3HAYEHHBIX HAa 3THKETKAaX, a BHYTPH KOMIUIEKTAa B
CJIEAYIOIIEHN NOCIIEI0BATEIIBHOCTH — OPUTHHAJIBI, KOIIHH.

165. KUHOOOKYMEHTBI U BUICOJOKYMEHTBI CHCTEMATU3UPYIOTCSA IO CIEAYIOIIUM
XapaKTEPUCTUKAM:

1) mo BugaM — QuiIbMBbI, ciel[MadbHbIE BBITYCKH, KUHOXYPHAJIbI, OTJAEIbHbIE KHHO- U
TEJIECIOKETHI;

2) no rojgaM BbITycKa (DUIIBMOB, CIIELBBIMYCKOB, KHHOXYPHAJIOB, IPOU3BOACTBEHHBIM
HOMEPAM OTAEJIbHBIX KHHO- U TEJIECIOKETOB;

3) 1o eauHUIIAM yueTa (KOMIUIEKTaM);
4) o uBeTHOCTH (I[BETHbBIC, YEPHO-OETBIC);
5) o dhopmaty ieHku (8 MM, 16 mm, 35 MM, 70 MM U UHBIE).



EauHunbl XpaHeHus: pacrojararoTcs 0 JIEMEHTaM KOMIUIEKTa, a BHYTPU HHUX — I10
MOPSIJIKY HOMEPOB YacTel KUHOJOKYMEHTA.

KOMIUTEKT KHHOJOKYMEHTa COCTOUT U3 OPUTMHAJA U KONUM, OTHOCSIIUXCA K OJTHOMY
(buIbMy, CTICBBINTYCKY, KHHOXKYPHATY, KHHO- U TEJIECIOXKETY.

Ha KMHOIOKYMEHTBI U BUIEOJOKYMEHTHI ONPEAECICHHOIO BUA COCTABIISIETCS OTAEIIbHAS
OIUCH COTJIACHO MPUJIOkKEHUSAM 3, 4 k HacTosuM [IpaBunam.

166. ®OTOIOKYMEHTBI CHCTEMATU3UPYIOTCS 110 BUIAM:

1) HeraTuBBI Pa3IUYHOMN IIBETHOCTHU (LIBETHBIC MJIM Y€PHO-OEIbIC) U pa3MepOB, KOTOPHIE
o0o3HavaroTcs nudpamu 2 — 8 (udpa 2 COOTBETCTBYET HEraTUBY pa3MepoM 2,5 cM. X 3,5 cM.
,3—-6cM.x6cM., 4—-6cmM. x9em., 5-9em.x12cem., 6 —10cem. x 15¢em., 7— 13 cm. x 18
cM., 8 — 18 cm. x 24 cM.).

[Tpu cucremaTuzanuu HeOONBIIUX 0OBEMOB HETaTHUBOB pa3MepoB 6-8 JOIMyCKaeTCs UX
0o0BbEIMHEHUE B OJJHY IPYyIILY;

2) cnaiibl (IMano3UTUBBI) PA3IMYHON IIBETHOCTH;
3) nMo3uTuBHI, OTOOTIICUATKY;

4) poroanbOOMBI;

5) nuadmibMbI,

6) 2JIEKTPOHHBIE TOKYMEHTHI ((DOTOTOKYMEHTHI Ha HU(PPOBBIX MM UHBIX COBPEMEHHBIX
HOCHTEIISX ), KOTOpBIe 0003Havar0TCs OykBoit "I".

Ha ¢poTogokyMeHThI onpeieIeHHOTO BUJIa COCTABIISETCS OTAEIbHAs OIHUCH.

167. ®OHOJOKYMEHTBI CUCTEMATU3UPYIOTCS 110 BUIAM 3allUCH 3BYKOBOW MH(POPMALIMH —
¢donorpaduueckas, rpaMMOpOHHAsA, ONTHYECKAsl, MATHUTHasI, J1JazepHasi. Ha (oHOJOKYMEHTBI
ONpPEJEICHHOTO BHJA 3alUCH COCTaBJISAETCA OTJENIbHas ONUCh. BHYTpH BUIOB
(OHOOKYMEHTHI PacoiaraloTcs o eAMHHUIIAM ydeTa U KOMILJIEKTaM.

EnuHunbl XpaHeHus BHYTPU E€IUHULIBI y4e€Ta pacmoyiaraloTcs B MOPSIKE
IIPOM3BOJICTBEHHBIX HOMEPOB, OOO3HAYEHHBIX HAa JTHKETKaX, a BHYTPH KOMIUIEKTAa B
CJIeIyIOIIEeH OCIeI0BATENbHOCTA — OPUTHHAIIBI, KOTIHH.

KommiiexkT (oHOZOKyMEHTa COCTOMT U3 OpUTHMHAja M KOMUN, OTHOCSLIUXCS K
OIIpE/ICTICHHON €ANHULIE yUeTa.

ITaparpa¢ 8. ITopamok mepenads JOKyMEHTOB HAIMOHAILHOTO apXUBHOTO ()OH/Ia Ha IIOCTOAHHOE
XpaHEeHHEe B TOCYJapCTBEHHBIN apXUB

168. Ilepenaua nokymentoB HA®, B TOM 4uCie dIEKTPOHHBIX, B YIOPSAOUYEHHOM BHJIE
MIPOU3BOMTCS 32 CUET COOCTBEHHBIX CPEJICTB IOPUINUECKUX JIUII, TIEPETAOIINX APXUBHI.
169. YcraHaBnuBalTCs CIEAYIOIIUE MPEACIbHBIE CPOKU BEIOMCTBEHHOTO XPAHEHUS
JIOKYMEHTOB, B TOM YHUCJI€ AJIEKTPOHHBIX, OTHECEHHBIX K cocTapy HAD:
1) noxymentsl Anmunuctpaiuu [Ipesunenra Pecriyonuku Kazaxcran, anmapara Cenara
[Tapnamenta PecnyOnuku Kazaxcran, anmapara Maxunuca Ilapmamenta PecnyOnuku
Kazaxcran, Anmapara IlpaBurensctBa Pecniyonuku Kaszaxcran, Koncrurynuonnoro Cyna



Pecniyomuku Kazaxcran, Llentpansnoit nzbuparenbHoii komuccnu PecnyOnuku Kazaxcraw,
Bepxosaoro Cyaa Pecnyomuku Kazaxcran, CyneOHas anmuHuctpauus PecnyOnuku
Kazaxcran, ['enepanbHoii npokypatypsl Pecriyonuku Kazaxcran, Hanmmonansnoro banka
Pecnnyonuku Kazaxcran, munucrepcts PecnyOnuku Kazaxcran, arentctB PecnyOnuku
Kazaxcran, komureroB munuctepcts Pecniyonuku Kazaxcran — 15 ner;

2) NOKYMEHTHl TEppPUTOPHUATBLHBIX OpraHoB MuHUcCTepcTB Pecny6nuku Kaszaxcraw,
arenTcTB PecniyOnuku Kazaxcran, komutretoB MmunuctepctB PecyOnuku Kazaxcran — 10 net
5

3) NOKyMEHTBHI OpraHu3aliii, KOHTPOJbHBIM MaKeT aKIHUN KOTOPHIX MPUHAIICKUT
roCyJIapCTBY, MHBIX TOCYJIAPCTBEHHBIX IOPUANYECKUX JUI] peCIyOIrMKaHncKoro ypoBHs — 10
JeT;

4) MTOKyMEHTHI OPTaHOB MECTHOTO TOCYJapCTBEHHOTO yIpaBieHus obiactu (ropojna
pecnyOIMKaHCKOTo 3HaYeHus!, CTONuUIbl) — 10 set;
5) TOKYMEHTHI TOCYJJaPCTBEHHBIX OpraHu3aluii 001acTHOTO (ropojia peciyOIuKaHCKOTO
3HAYEHMUsI, CTOJIUIIBI) ypoBHEN — 10 J1eT;
6) JOKYMEHTBI MECTHBIX FOCYJapCTBEHHBIX OPraHOB YIIpaBJieHUs ropoja (paiioHa) — 5 jer

7) TOKYMEHTBI TOCYIAPCTBEHHBIX IOPUIUYECKHUX JIUI TOPOJICKOTO ¥ pAiOHHOTO YPOBHS —
5 ner;

8) 3amucu akTOB I'Pa)kJTaHCKOI'O COCTOSIHUS, IOXO35HCTBEHHbIE KHUTH, TOMOBBIE KHUTH,
3aMKMCH HOTapUAJIbHBIX IEUCTBHI, CyZeOHbIE 1ejla U JOKYMEHTBI — 75 JIeT;

9) HaydHO-HCCIIENOBATENbCKAs, TEXHOJOTNYECKass M IAaTEHTHO-JIULIEH3UOHHAs

nokymeHtanus — 10 mer;

10) ONBITHO-KOHCTPYKTOPCKAsi JOKYMeHTanus — 15 jer;

11) npoekTHast TOKyMEHTalKUs [0 KallUTaIbHOMY CTPOUTENLCTBY — 20 N1eT;

12) xapTorpadudeckas JOKyMeHTaIus — 25 JeT;

13) reone3ndeckasi JOKyMeHTaIus — 25 JIeT;

14) Tenemerpuyeckas JOKyMEHTaLUsI — 5 JIET;

15) ayanoBu3yanbHast JOKyMEHTalus — 3 roja;

16) 31eKTpOHHBIE JOKYMEHTHI — 5 JIET.

170. Cpoku xpanenust nokymeHTOB HA® B 4acTHBIX apXuBax OpraHU3alnid yKa3bIBarOTCS
B JIOTOBOpAXx, 3aKJIFOYAEMBbIX B COOTBETCTBUM C MyHKTOM 4 ctathu 11 3akona PecnyOnuku
Kazaxcran "O HanuonanbHOM apxuBHOM (oHae U apxuBax" WX COOCTBEHHHUKAMH C
rocyapcTBeHHbIMU apxuBamu, ApxuBoMm IIpe3unenta Pecnyb6nuku Kazaxcran,
bubnuotexoit [leporo [Ipesunenta Pecyonmku Kazaxcran i MUO obnacreii, Topo1oB
pecyOIMKaHCKOTO 3HAUYEHUS U CTOJIULIBI.

171. Ilepenaua nokymeHToB HA® Ha NOCTOSHHOE XpaHEHUE B ITOCYIAPCTBEHHBIN apXUB
OCYILECTBJISIETCS Ha OCHOBAaHHMM OIMCH JEJI JJOKYMEHTOB IIOCTOSIHHOTO XpAaHEHHS, B TOM
YHUCJE JJIEKTPOHHBIX J€] (JIOKYMEHTOB) B COOTBETCTBHUU C TI'pa(MKOM, YTBEPKICHHBIM



PYKOBOAMTEIIEM OpPraHU3AlMU 10 COTVIACOBAHMIO C TOCYAAPCTBEHHBIM apXHBOM, APXHBOM
[Ipe3unenta Pecrrybnuku Kazaxcran.

172. Tlepenaya TOKYMEHTOB (Z€]1), 3NEKTPOHHBIX JIOKYMEHTOB (J€J1) HAa MOCTOSIHHOE
XpaHeHue opopMIISIETCSl aKTaMu MpUeMa-TIiepeiadyu JOKYMEHTOB (J1eJ1), SJIEKTPOHHBIX /1€ Ha
MMOCTOSTHHOE XpaHEHHE 1Mo GopMe COoTTIacHO MpuiiokeHusM 28, 29 k HacTosmmM [IpaBuiam.

173. Ilepenaua odopmisieTcs akTOM NpueMa-nepenadu, TAe IOMOJHUTEIbLHO
IIPOCTABIISIIOTCS. HOMEPA OTCYTCTBYIOIIMX €1, JOKYMEHTOB, IIPUYUHBI UX OTCYTCTBHUS — B
MpUJIAraéMoil K akTy CIPaBKE C YKa3aHHEM MEp IO PO3BICKY.

174. Ha orcyTcTByrone aena, JOKYMEHTBI, pO3BICK KOTOPBIX HE Jaj pe3yJIbTaTOB,
COCTaBJISIETCSI aKT 00 yTpaTe, yTBEpKIaeMblii PyKOBOJAUTEIEM OpraHU3aluu.

175. YTpadeHHble NOAJNMHHUKH YIPABICHYECKUX, HAYUYHO-TEXHUYECKUX U
ayJIMOBU3YaJIbHBIX JOKYMEHTOB 3aMEHSIOTCS UX 3aBEPEHHBIMU KOIHASMH.

176. Tlpu oOHaApY>KEHUHN PACXOXKIACHUN MEXAY KOJIUYECTBOM E€UHUIl XpPAHEHUS IO
WUTOTIOBOM 3aIIMCH B OIIMCU U UX HAJMYUEM K OIMCH COCTABIISETCS HOBAsi UTOTOBas 3aIvCh, B
KOTOPOM YKa3bIBalOTCs (haKTUUYECKOE KOJIUYECTBO MEPENAHHBIX U HOMEpa OTCYTCTBYIOIINX
€AMHUIL] XpaHEHUSI.

177. Ilpu moarotoBke Aen noctosiHHOro xpaneHusa c¢ nometkout "JICII" k nmepenade B
COOTBETCTBYIOIIUI rocyapcTBeHHbIN apxuB, ApxuB IIpe3unenta Pecnybnuku Kazaxcran
petienue Bornpoca o cHatuu nometku "JICII" npunumaercs B coorBeTcTBUM C IIpaBunamu
OTHECEHUS CBEJEHUU K CIyKeOHOW HMH(POpMAIMU OrPAHUYEHHOTO PACHpPOCTPAHEHUS U
paboTHI C HE, yTBEPKIeHHBIMU TTocTaHoBIIeHneM [IpaButenscTBa PecmyOommku Kazaxcran ot
24 urons 2022 roga Ne 429.

178. DyexkTpoHHbIE JOKYMEHTHI M MH(OpPMAIMOHHBIE PECYpChl MEPEHAIOTCs Ha
rOCYyJapCTBEHHOE XPAHEHUE C CONPOBOAMTEIBHBIM IHMCBMOM, B KOTOPOM YKAa3bIBAKOTCS
HOMEpa U HAMMEHOBAHUE ONUCEU, TOKYMEHTBI, BXOISIINE B KOMIUIEKT CONPOBOIUTEIBHON
JOKYMEHTALIMH, BUJ HOCUTENEH.

179. Ilpu mepenade 3JIEKTPOHHBIX JOKYMEHTOB M MH(OPMAIMOHHBIX PECYpPCOB B
rocyaapcTBeHHbIN apxuB, ApxuB [Ipesunenta Pecrryonuku Kazaxcran mpoBepsroTcs:

1) KOMITJIEKTHOCTh TIEPE/IaBaeMbIX JOKYMEHTOB;

2) KOMIUIEKTHOCTb Y IPABUJIBHOCTh COCTABJIEHUS COMPOBOAUTENIbHON JOKYMEHTALINH;
3) dbusnUecKoe U TEXHUYECKOE COCTOSTHUE HOCUTETIEH;

4) Hanmu4Kre BUPYCOB U MHBIX BPEAOHOCHBIX KOMITBIOTEPHBIX MPOTpaMM;

5) BOCIIPOM3BOJMMOCTh KOHTPOJBHBIX XapaKTEPUCTHUK MPOrPAMMHBIMHU CpEICTBaMU
rocyaapcTBeHHoro apxuna, Apxusa [Ipe3unenra Pecniyonuku Kazaxcran.

180. B cirygae HECOBMECTHMOCTH MPOTPAMMHBIX CPEJICTB, MPUMEHSIEMBIX JIJIs1 BRIPAOOTKU
Y IIPOBEPKH KOHTPOJIbHBIX XapAKTEPUCTUK B MEPEIAOIIEN OpraHU3alliid U TOCyAapCTBEHHOM
apxuBe, Apxuse [Ipesunenrta PecniyOnnku Kasaxcran, paOOTHUKH FOCYAapCTBEHHOTO apXHBa
, Apxusa IIpe3unenta Pecniyonuku Kazaxctan B mpucyTCTBUU NMPEACTABUTENS OpraHu3aIiiu
3aHOBO pa3padaThIBAIOT KOHTPOJBHBIE XapAKTEPUCTUKN CBOMMU MTPOTPAMMHBIMH CPEJICTBAMHU



. JlaHHBIE KOHTPOJIbHBIE XapPaKTEPUCTUKHU YKa3bIBAIOTCA B aKTe MpHUeMa-Tiepeaaydn
3JIEKTPOHHBIX IOKYMEHTOB.

B cnyyae HenpaBUIBHOM MOJATOTOBKU COMPOBOJUTEIBHON JTOKYMEHTAIIUU, HOCUTEIH C
AJIEKTPOHHBIMHM JOKYMEHTAMU M COINPOBOJUTEIbHASA JOKYMEHTALMs BO3BpAIIAIOTCS B
OpraHu3aIuIio Ha T0PabOTKY.

I'maBa 4. Y4er apXvBHBIX JOKyMEHTOB
ITaparpa¢ 1. ITopsanok ydera JOKyMEHTOB apXWBa OpraHU3aIHiA

181. Yuety nojanexaT Bce XpaHAIIHUECS B apXUBE JOKYMEHTBI, B TOM YUCJIE AJIEKTPOHHBIE,
TaK)xe HeoOpaboTaHHbIE U HEMPO(DUIIbHBIE JJI1 JAHHOTO apXUBa.

182. Yuer 3eKTpOHHBIX HOCHUTENEH apXuBa OpraHU3allMy, Pa3MEIICHHbIX B KaXX0M
XpaHUJIUIIE, BEAETCS Pa3JebHO B COOTBETCTBUM CO CPOKAMM XPAaHEHUs 3alIMCAaHHBIX Ha HUX
AIIEKTPOHHBIX TOKYMEHTOB.

VYyeTHble cBeIeHH MOTYT co3aBaThes npu nomoiu MC DA Ha OCHOBaHMHM BHOCUMBIX B
Hee JaHHbIX.

183. Yuer apXxuBHBIX JOKYMEHTOB, B TOM YHCJE 3JIEKTPOHHBIX, TPOU3BOJAUTCS MIyTEM

MPUCBOEHUS €AMHUIIAM XPAHEHUSI HOMEPOB, SBIIAIOMIMXCS YACThIO apXUBHOTO MIKPpa.

ApxuBHBIH MHUEGP COCTOUT U3 HOMEPOB apXUBHOTO (HOHNA, MPUCBAMBAEMBIX
rocyJlapcTBEHHbIM apxuBoM, ApxuBoMm Ilpesunenta Pecnybnuku Kazaxcran mnocie
opopmiieHUs TEPBOTO TMOCTYIUICHHS JOKYMEHTOB Ha IIOCTOSHHOE XpaHEHUE B
rocynapcTBeHHbl apxuB, ApxuB Ilpesumgenta PecnyOnuku Kazaxcran omucu gen
JOKYMEHTOB, €IUHULIbI XPaHEHUS.

184. OCHOBHBIMU €MHUIAMHU y4e€Ta JOKYMEHTOB HE3aBUCUMO OT BHJIa HOCHUTEI,
crnoco0a ¥ TEXHUKH 3aKperieHUs] HH(HOPMAaIUH SIBISIOTCA:

1) apxuBHBIN (HOH, aApXUBHAS KOJUICKITUS;
2) enuHUIIA XPAHECHUS.

185. YueTHple TOKYMEHTBI, KPOME ONUCEH J€J, TOKYMEHTOB, IPEeAHA3HAYECHBI IS
CIIy’K€OHOT0 MOJIb30BaHUS U MOJIH30BATENSIM HE BBIIAIOTCS.

Bce ydetHble TOKyMEHTHI Ha OyMa)XHBIX HOCUTENSIX XPAaHATCS B apXUBOXPAHHWIUIIE B
ceripax UM MeTaIITMYECKUX MKadax.

186. OcHOBaHUAMM KaXAOM 3alIUCH B OCHOBHBIX YYETHBIX JOKYMEHTAX SIBISIOTCSA
NOCTYIUJIEHHE J€J, JOKYMEHTOB, B TOM YHCJE 3JEKTPOHHBIX, B ApXHUB OpPraHU3alHH, UX
BBIOBITHE U3 apXMBa OpraHU3alMy B CBSI3U C NepeAavyeil B apXuB MHOW OpraHU3aluy WU
rocynapcTBeHHbli apxuB, ApxuB llpesumenta Pecnybnuku KaszaxcrtaH, BbIIeIeHUEM K
YHUYTOKEHHIO JIOKYMEHTOB, HE MOJJIEKAIINX XPaHEHHIO, HEOOHAPYKEHHEM JIOKYMEHTOB,
IyTH PO3BICKA KOTOPBIX UCUEPIIaHbl, HEUCTIPABUMBIMU MTOBPEKICHUSIMMU.

187. OCHOBHBIMH YYETHBIMU JOKYMEHTAMHU SIBJISFOTCS:



1) KHUTH y4yeTa MOCTYIUJICHUSI ¥ BBIOBITHS TOKYMEHTOB, B TOM YHCIIC DJIEKTPOHHBIX, IO
dhopme cornacHo npuioxeHuto 30 k HactosmuMm [IpaBunam;

2) onucH el TOKYMEHTOB, OIKCH JEN JIEKTPOHHBIX JOKYMEHTOB (Z1e7) 1o dhopmam
COTJIACHO MpuJIoXeHusim 2, 3,4, 5, 6,7, 8,9, 10, 11, 12, 13 x nactosimuum IIpaBunam.

Onucu nen JOKYMEHTOB, OMUCHU JIeNl JIEKTPOHHBIX JOKYMEHTOB (€J) SBISIOTCS
NEPBUYHBIM YYETHBIM JOKYMEHTOM JIJISl YU€Ta JIeJl MOCTOSTHHOTO, JOJITOBPEMEHHOTO (CBBIIIE
10 neT) XpaHeHus U 1O JINYHOMY COCTaBY.

[Ipu BBIOBITHH BCEX €I MO KAKOW-TMOO0 3aKOHYEHHOM OMKUCH €€ HOMEP MHBIM OIUCIM HE
npucBauBaercs. B rpade "lIpuMeuanue” npoTUB Kaxa01 BHIOBIBAIOLIEH €UHUIBI XPAaHEHUS
cTaBUTCS OTMeTKa "BhIObLIO".

[ToeIMHUYHBIN YYET OCYIIECTBIISETCS MYyTEM 3aKPEIUICHUs 3a KaXIOW €IUHULECH
XPaHEHHS CAMOCTOSITEIBHOTO HOMEPA.

CyMMapHbIil ydeT Aes, JOKyMEHTOB, B TOM YHCJIE€ JIEKTPOHHBIX, B OMUCIX JOCTUTAETCS
COCTaBJIEHHMEM WUTOTOBOM 3alMCH K ONUCIM. B UTOroBOM 3amucu yKa3bIBalOTCS KOJIUYECTBO
eauHuIl XxpaHeHus (1udpaMu U B KPYTJIBIX CKOOKaxX — MPOIKCHIO), TIEPBBIA U MOCICAHUN
HOMEpa €IWHHI] XPAHEHUS IO OIMHUCHU JeJ JTOKYMEHTOB, OTOBAPUBAIOTCS HMEIOIIUECS
MPOIYCKHU HOMEPOB, €IWHUIIBI XPAHEHHS C JTUTEPHBIMU HOMEpPAMH, BBIOBIBIINE €AMHUIIBI
XpaHEHMUSL.

3aKOHYEHHBIE OMHCH JIe] TOKYMEHTOB, COCTOSIIUE U3 TOJIOBBIX Pa3/eioB, UMEIOT OOIIYIO
UTOTOBYIO 3aIMCh KO BCEH OMUCH B LETOM.

Kaxnoe nsmenenue oobema jiesn, JOKYMEHTOB B OMUCHU €1 JIOKYMEHTOB, B TOM YHCIIE
AJEKTPOHHBIX, CBSA3aHHOE C BBIOBITHEM, TMOCTYIJICHUEM, OOBEAMHEHUEM WU
pacopMupoBaHKEM /eI, OTPAXKACTCS B UTOTOBOM 3aMKUCH K OTTUCH.

Onucu aen JOKYMEHTOB CTPYKTYPHBIX MOJpa3Aei€HU OpraHu3alHH, B TOM YHUCIIE
ANIEKTPOHHBIX, MOJIJIEkKAT XPAaHEHHUIO B JieJie apXUBHOTro GOHA 0 Tepeaadu el 3a 3TU Fobl
Ha TIOCTOSIHHOE XpaHEHHWE B TOCYJapCTBEHHbIM apxuB, ApxuB lIpesuaenta PecnyOnuku
KazaxcTan unu BeIi€EHUS €)1 K YHUUTOXEHHUIO;

3) aucT-3aBepuTenb Aeia 1mo Gopme coriracHo npriioxkeHuro 31 k HacTosmum [IpaBuiam;

4) macmopT apXuBa opraHu3aluy 1o ¢popmMaM CorjlacHoO npuioxkeHusm 32, 33, 34, 35 k
HacrosamuM [IpaBunam;

5) neno apxuBHOTrO hoHA.

ApXHUB OpraHu3anuy BEJIET BCIIOMOTAaTEIbHBIE YUETHBIE JOKYMEHTHI: KHUTa y4yeTa
JIBMKEHUSI apXUBHOTO (POHIOB (OMUCEH, JIe)T), KHUTA y4yeTa JIei M0 JIMYHOMY COCTaBy, KHUTA
ydeTra JIOKYMEHTOB, NEPEAAaHHBIX B WHBIE apXUBBI, KHUTA y4y€Ta JEJ, BBIJCICHHBIX K
YHHUUYTOXKEHUIO.

BcnomorarenbHble ydeTHbIE JOKYMEHTHI BEIyTCS Ha OyMa)XXHOM W/WJIU 3JEKTPOHHOM
HOCHTEIIE.

188. Knura yyera nocTyrjieHUs U BbIOBITUS JOKYMEHTOB, B TOM YHUCJIE JIEKTPOHHBIX,
MpelHa3HayeHa JJis y4eTa BCEX TEKYIIMX U UTOTOBBIX (Ha 1 sHBaps Kaxiaoro roja)



U3MEHEHHI 0 cocTaBe U 00beMe apXUBHBIX (OHNIOB U jaen. KHura yyera moctyrsieHus u
BBIOBITHS JOKYMEHTOB CIIYKMT OCHOBOM /71l COCTABJICHMSI MACTIOPTA apX1UBa OpraHU3aliH.

Kaxnoe nocrymienue uiu BIObITHE MOMYUYal0T CAMOCTOSITENIbHBIN MOPSIKOBBIN HOMED.

Ecnu noctynieHne cocTOUT U3 JOKYMEHTOB HECKOJIBKUX apXUBHBIX (DOHIIOB, TO JIAHHbIE
M0 KaXJ0MY apXuBHOMY (HOHIY (HaMMEHOBaHHE apXUBHOTO (OHIA, €ro HOMEp, MPU HATUIHH
) 3aMUCHIBAIOTCS C HOBOM CTPOKHU 3a TEM K€ MOPSAIKOBBIM HOMEPOM.

E>XerolHo B KHUTE yyeTa MOCTYIUICHHUS U BBIOBITHS JOKYMEHTOB MOJBOIUTCS UTOT
KOJIMYECTBA MOCTYNHUBIIUX U BBIOBIBIIMX 3@ T'OJ IOKYyMEHTOB.

189. Yuer Bcex MOCTYNMBIIMX B XPaHWJIMIIE JJIEKTPOHHBIX HOCHUTENEW apXHBa
OpraHu3allMy BEAETCS B KHHUIE yuyeTa J3JEKTPOHHBIX HOcHTeled 1o (opme COrjiacHO
NpUIokeHNIo 36 k HacTosmuM I IpaBunam.

Ha xecTkuil KOpmyc 3J€KTPOHHOTO HOCHUTENS HAKJIEHBAETCA STUKETKa Mo (opme
COTJIaCHO MpuiokeHuto 37 k HactosmuM [IpaBunam.

Ha xaxxnplii 3aperucTpupOBaHHbBIA B XPAaHWINILE JJIEKTPOHHBIA HOCUTEIb 3aBOJMUTCS
KapTOuKa 3JEKTPOHHOTO HOCUTENSI apXUBa OpraHU3aIMK 10 (GOpME COTIACHO MPUIIOKEHHUIO
38 k HactosiuM [IpaBuinam.

190. Jleno apxuBHOTO (POHJIAa BEIETCA HA KAkl apXUBHBIN (oHa. B HETo BKIITOYaroTCs
CIEAYIOIIUE JOKYMEHTHI:

1) ncropuueckas cnpaBka;

2) cxema cucTemMaTH3aluyd apXuBHOTO (POH/IA;

3) nHCTBI IPOBEPOK;

4) omucu NN, ONMUCH JIeNl DJIEKTPOHHBIX IOKYMEHTOB CTPYKTYPHBIX MOJIpa3/ielIeHU
opraHu3aluy (10 nepegadyu Ae 3a 3TH TObl Ha MOCTOSIHHOE XPaHEHHUE B TOCY1apCTBEHHBIN
apxuB, ApxuB [Ipe3unenta PecnyOnuku Kazaxcran uiuv BbIieNIeHUsS K YHUUTOXKEHHUIO);

5) akThl nepenayu e, JOKYMEHTOB, dJIEKTPOHHBIX JOKYMEHTOB (J1€71) Ha MOCTOSTHHOE
XPaHEHHUE B COOTBETCTBYIOIINUN IOCYJapCTBEHHBIN APXUB;

6) aKThI O BBIJICTICHUH K YHUUTOXEHUIO JJOKYMEHTOB, 3JIEKTPOHHBIX IOKYMEHTOB (7€), He
MOUIEIKAINX XPAHEHUIO;

7) KapTOYKHU yueTa HeOOHAPY>KEHHBIX apXUBHBIX JIOKYMEHTOB, B TOM YHCJIE AJIEKTPOHHBIX
JTIOKYMEHTOB (J1e7);

8) aKThI O MPOBEJICHUH IPOBEPOK HATMYMS U COCTOSIHUS JEII, SJIEKTPOHHBIX JOKYMEHTOB (
JIeJT) U UHBIE IOKYMEHTBHI, PUKCHUPYIOIINE U3MEHEHUS B COCTaBE U 00beMe apXUBHOTO (hoHAA,
BKJIIOUAIOTCS B JIEJI0 apXUBHOTO (POH/A TOJIBKO C OTMETKOW O BHECEHWU U3MEHEHUH BO BCE
YYETHBIE TOKYMEHTBI ApXUBA OPraHU3ALUH.

AKTBI HyMepyIOTCs B IIpeieiax apXuBHOro (OH/a 10 BUAAM aKTOB B BaJIOBOM HOPSIKE.

Bce nokymeHTBHI B jeine apXMBHOTO (OHJA pacroliaraloTcs B XPOHOJOTHYECKOU
MOCIIE0BATEIBHOCTH X cocTaBlieHUs. Ha MOKyMeHTHI Jieia apXuBHOTO (POH/Ia COCTABISACTCS



BHYTPEHHSS1 ONKCh, JIUCTHI JieJla HyMEepPYIOTCs, K ey (poHIa opOopMIIIeTCs JTUCT-3aBEPUTEND
nena no ¢opme coriacHo npuioxenuto 31 k HactosimMm [IpaBunam. Ilo mepe nononHeHus
apXUBHOTO (POHA TUCT-3aBEPUTENH JIe]a U BHYTPEHHSS OMHCH MEPECOCTABIISIFOTCSL.

Kaxxnomy neny apxuBHOTO (hOH/a MPUCBAUBAETCS HOMEP COOTBETCTBYIOIIETO APXUBHOTO
dbonma.

191. ITacmopT apxuBa OpraHU3alUKA COCTABIISIETCS €KETOAHO M OJMH pa3 B TP Iroja
NepeaeTcsl B COOTBETCTBYIOIINIA rOCyJapCTBEHHBIN apxuB, ApxuB lIpe3unenta Pecriyonuku
Kazaxcran nis nmanpHeiiero BHeCeHHs cBeleHHM B lleHTpanbHBIN (DOHIOBBIM KaTajor,
BeJIeHUE KOoToporo ompenaeineHo 3akoHoM Pecny6nuku Kazaxcran "O HanumonansHoM
apxuBHOM (hoHze 1 apxuBax", B Tom uncie o MC DA.

192. Kaxxast eniHUIIa XpaHEHUSI HAYYHO-TEXHUYECKON TOKYMEHTAIUU PETUCTPUPYETCS U
YUYUTBIBAETCS B OCHOBHBIX PETMCTPALIMOHHBIX [OKYMEHTaX, WHBEHTApHBIX KHHUIaxX W
KapTOUKaxX pErucTpaluyd Hay4YHO-TEXHUYECKON JOKyMeHTaluu 1o ¢opmam COTrJacHo
npunoxeHusaMm 39, 40 k Hacrosammm [ IpaBunam.

193. NHBeHTapHBIE KHUTH 3aIlOJIHSAIOTCS Ha OCHOBAaHUU JTaHHBIX OCHOBHOM HAJIHCH
YEPTE)KEM, TUTYJIBHBIX JIMCTOB.

194. Ha nognuHHUKaxX U AyOIMKaTax MPOEKTHON, KOHCTPYKTOPCKOM, TEXHOIOTUYECKON
JOKYMEHTAIMu Ha OyMa)>KHOM HOCHTEJIE, COCTOSILIUX M3 HECKOJbKUX JUCTOB, MHBEHTAPHBIN
HOMEP IPOCTABIAETCSA HA KAXKIOM JIUCTE.

195. MuBeHTapHBIE KHUTU BEAYTCA OTAEJIBHO IO KaXKIOMYy BUAY HAay4YHO-TEXHUYECKON
JOKYMEHTalu1 (mpoekTHas, KOHCTPYKTOpPCKas, TEXHOJOTUYECKas,
Hay4YHO-MCCIIEI0BATENbCKAs, TATEHTHO-JIMLEH3UOHHAs).

196. Perucrtpanus mOAIMHHUKOB NPOEKTHOM JOKYMEHTAllMM IPOU3BOIMTCA IO
OTJEJIBHBIM CAMOCTOSTENBHBIM YaCTAM 110 MEPE NOCTYIUICHUS IIPOEKTA.

OtnenpHbIE MHBEHTAPHBIE KHUTH BEIYTCS HA:

1) MOATMHHUKY TPOEKTHON JOKYMEHTAIIUM;

2) KOIUU MPOEKTHBIX JOKYMEHTOB UHBIX OpPTaHU3aIUH;

3) TUIOBBIE MPOEKTHI.

Peructpanus konuil IpoeKTHON TOKYMEHTAMU MPOU3BOIUTCS 110 COPOIIIOPOBAHHBIM
TOMaM B KapTOYKax ydeTa.

197. JInsg KOHCTPYKTOPCKOM M TEXHOJOTMYECKOM JTOKYMEHTAI[UM WHBEHTAPHBIC KHUTH
yd4eTa IMOJJIMHHUKOB U YEPTEXKEN, MOCTYIMAIINX OT UHBIX OpraHU3alni, BELYTCA OTAEIBHO
Ha W3/eJIMsl OCHOBHOTO ¥ BCIIOMOTaTEIBbHOIO IIPOU3BOACTBA.

[IpuHATHIE NOMJIMHHUKA KOHCTPYKTOPCKOW M TEXHOJOTMYECKOW TOKYMEHTALUU
PErUCTPUPYIOTCS ITOJMCTHO MO Y3JIaM.

Konmnu KOHCTPYKTOPCKHX M TEXHOJOTHYECKUX TOKYMEHTOB, IOJYyYEHHBIE OT MHBIX
OpraHu3aluid, PErTUCTPUPYIOTCS B OTICIBHOW WHBEHTAPHOM KHUTE€ U KapTOUYKax yd4era,
KOTOPBIE COCTABJISAIOTCS Ha KaXKyI0 MAarkKy, albOOM UM OTAEIbHBIM JOKYMEHT.



198. Jlist yyeTra Hay4yHO-UCCIEAOBATEIBCKON JOKYMEHTAMU BEAYTCS OTIEIIbHBIE
WHBEHTapHBIC KHUTH 110 (hOpME COTJIacCHO MpuiioxkeHuto 41 k Hactosmum [IpaBunam.

199. [latenTHas TOKyMEHTALUSI PETUCTPUPYETCS B KypHaIaxX PErucTpalviu 3asiBOK Ha
BbIJJaUy MaTeHTa Ha W300peTeHue 1o ¢GopMe COINIACHO MPUIOKEHUIO 42 K HACTOSIIUM
IIpaBuitam.

200. CBeneHusa O KaXa0M €IUHHIE XPAHEHUS AJIEKTPOHHBIX JOKYMEHTOB BBOJSTCS B
YYETHYI0 0a3y NaHHBIX WJIM YYETHYI KapTO4YKy MO (hopMe COrjlacCHO NMPUIOXKEHHIO 43 K
HacTosAmuM [IpaBunam.

DJIEKTPOHHBIE TOKYMEHTHl YUUTHIBAIOTCS B COCTaBE apXMBHOTO (POHIA MO OMUCIM
AJEKTPOHHBIX JOKYMEHTOB IMOCTOSHHOTO XPAaHEHUs, €ANHULIAM XPAHEHUS WM €IHMHULIAM
yueta. Muopmarimonueiii 00beM JOKYMEHTOB Ha DJICKTPOHHBIX HOCUTEISIX WH(pOpMaIuu
yKa3bIBaeTcs B Merabaiirax (nanee — MOT).

201. ITocTyruieHre ANEKTPOHHBIX JOKYMEHTOB HA BPEMEHHOE XPAHEHHE B DJIEKTPOHHBIM
apXWB OpraHU3alMU YUYUTHIBAETCA B OOIIEH KHUTE MOCTYIUICHUS U BBIOBITUS IOKYMEHTOB.

202. V3MeHeHre KOIWYECTBA €IMHUI] XpaHEHUs W/WIH WUHPOPMAIITMOHHOTO o0beMa
AIEKTPOHHBIX JIOKYMEHTOB, TPOU3OUIEAIINX B pe3yJibTaTe NMepe3aniucyu Ha HOBbIE HOCUTEIU
WM MUTpanuu (KOHBEPTUPOBAHUA), (GUKCUPYETCS B aKT€ O MEpe3alnucy U MUTPAIUU TI0
dbopMme coryacHO mpwiokeHuto 1 k Hacrosmum [IpaBuiam, B HOBOM UTOTOBOM 3alMCH K
OMUCH AJIEKTPOHHBIX TOKYMEHTOB.

203. B macnopre apxMBa OpPraHHM3alMH, XPAaHSILIETO AJIEKTPOHHBIE TOKYMEHTHI,
VUUTBIBAIOTCS crierupuueckue MHGOPMAIMOHHBIE PECYpChl, HE MMEIOIINE aHaJOTOB Ha
OyMa>KHBIX HOCUTEIISIX.

204. [l 3JIEKTPOHHBIX JOKYMEHTOB BCIIOMOTATEIIbHBIM YYETHBIM JIOKYMEHTOM SIBJISIETCS
KYpHaJl y4yeTa MHUTpAIllMUd U Tepe3anucedl dJIEeKTPOHHBIX JOKYMEHTOB MO (OpME COTIIACHO
npuioxeHuto 44 k HacrosmuM [IpaBunam.

ITaparpa¢ 2. Ilopanok y4era u BegeHus 6a3 JaHHRIX

205. IlepedyeHb peKBU3UTOB YYETHBIX 0a3 JaHHBIX COCTABISAETCS B COOTBETCTBUU C
OCHOBHBIMM IOKa3aTeJIIMH, ONUCHIBAIOIIMMU OOBEKT yuyeTa — apXUBHBIM (OHJ, €IUHHIIA
XpaHEHMs], €MHULA y4yeTa, rpynna €IUHUL XPAaHEHHUs, €IUHUIL Y4yeTa, BKIIOUEHHBIX B
COOTBETCTBYIOIYIO OIUCH AEJ JOKYMEHTOB.

206. YueTHble 6a3bl JAHHBIX JIEUCTBYIOT BO B3aUMOCBSI3U C HHBIMU MH(QOPMALIMOHHBIMU
0azamMu JaHHBIX, MMEIOIIMMUCSI B apXWBE OpPraHU3alUd, U OTBEYAIOT TPeOOBAHUIO
COBMECTUMOCTH C COOTBETCTBYIOIIMMH YYETHBIMM 0azaMH JaHHBIX TOCYAapCTBEHHBIX
apxuBoB, ApxuBa [Ipe3suaenra Pecnyonuku Kazaxcras.

B yueTHbIX 6a3ax IaHHBIX UCHOJIB3YIOTCS JAHHBIE PEKBU3UTOB TPAJUIIMOHHBIX OCHOBHBIX
YUETHBIX TJOKYMEHTOB.

207. YueTrHble 0a3bl JaHHBIX 3aMIOJHIIOTCA HA OCHOBE YUETHBIX JOKYMEHTOB.



I'maBa 5. Mcmonp30BaHve apXMBHEIX JOKYMEHTOB
ITaparpad 1. ITopsmok ommcaHWa apXHUBHBIX JOKYMEHTOB JUI1 Hay9HO-CIIPABOYHOTO aImiapara

208. ApxuB opraHu3aiuy npeaocTtapiseT moiab3oBarento HCA (cripaBo4HO-TTOMCKOBBIS
CPEIICTBA) K apXUBHBIM JIOKYMEHTaM.

209. Cucrema HCA apxuBa BKJIIOYa€T OCHOBHBIE apXHBHBIE CIIPABOYHUKH (OMUCH AEII
JOKYMEHTOB, MYTEBOJMTENIb, CUCTEMATHUYECKUN KaTaJlor) W JOMOJHUTEIbHBIE apXUBHBIE
CIpaBOYHUKH (yKazaTesb, 0030p). Llenecoobpa3HOCTh BeeHUS JOTIOJHUTEIbHBIX apXUBHBIX
CIPABOYHUKOB YCTaHABIMBAETCA apXHUBOM OpPTaHHU3aLUU.

210. B cucreme HCA peann3yrorcsi MpeeMCTBEHHOCTh YYETHO-CIIPABOYHOIO ammapara,
CO37aBa€MOr0 B JCJIIONPOU3BOACTBE M apXUBaxX OpPraHU3alui, €ro0 COBMEIIEHHE C CUCTEMOM
HCA rocynapctBennbix apxuBoB, Apxusa [Ipesunenrta Pecriy6nuku Kazaxcran.

[IpeemctBeHHOCTH cucTeMbl HCA apXuMBOB OpraHu3ali OCHOBBIBAETCS HA €AMHCTBE
TpeOOBAHMI U MMPUHITUTIOB €€ TTOCTPOCHHS.

211. Onucanue apXuBHBIX TOKYMEHTOB, 3JIEKTPOHHBIX aPXMUBHBIX TOKYMEHTOB (CO3AaHHE
uH(MOpMAIUU I ApXUBHBIX CIIPABOYHUKOB) MTPOBOJIUTCS HA TPEX YPOBHSX:

1) apxuBHBIi poHT;

2) enUHUIA XPAHECHUS;

3) apXUBHBINA JOKYMEHT.

212. OCcHOBOI apXHWBHOT'O CIIPABOYHHUKA SIBISETCS OMMCATENbHAS CTaThsl, COJIeprKaIas
CIIEAYIOIINE CBEICHUS:

1) unentTupuuupyromas uHpopmanusa (Ha3BaHUE U CHPABOYHBIEC JTAHHBIE APXUBHOTO
dboHIa, SAMHUIIBI XPAHCHHUS );

2) cocTaB | cojJiepxaHue UHPOpMaIuu;

3) ycroBus J0CTYyIIa U UCIIOJIb30BaHUS HH(OPMAITNH;

4) ucropust apxuBHOTO (HOHAA.

213. IIpu HEOOXOUMOCTH B OMUCATEIBHYIO CTAaThIO BKIIOYAIOTCS JIOMOJHUTEIbHBIE
CBEJICHHS O MECTOHAXO0K/ICHUN OPUTMHAJIOB, HAUIMYNWH APXUBHBIX TOKYMEHTOB OpraHU3alllu,
AJNIEKTPOHHBIX APXWBHBIX JOKYMEHTOB B COCTABEHHBIX apXMBHBIX (POHIIOB M MeECTax HX
XpaHeHus1, ouonuorpadusi ¥ HHBIE.

214. OnwucarenbHas CTaThsid apXUBHOTO CIPAaBOYHUKA HA YPOBHE apXUBHOrO ¢GoHJa
BKJIFOYAET:

1) HazBanue apxuBHOTO (HOHJIA;

2) cpaBo4HbIE JJaHHBIE 00 apxuBHOM (hoHE (apxuBHBIA MK (HOMep GoHIA), 00BEM
apXMBHOTO (DOHJA B €IMHUIIAX XPAHEHUS MO BUAAM JIOKYMEHTAllUU, KpalHUE JaThl apXUBHBIX
JOKYMEHTOB 0 Ka)X/J0My BHJy JTOKYMEHTAllUU, TIepPeYeHb UMEIOIIErocs BHYTPU(POHIOBOTO
HAy4YHO-CIPABOYHOTO anmapara);

3) UCTOPUYECKYIO CIIPABKY K apXUBHOMY (POHIY;

4) aHHOTAIMIO O COCTABE U COACPKAHUU APXUBHBIX JTOKYMEHTOB;



5) undopmariuio 06 yCIOBHIX JOCTYIIA;
6) 6ubnuorpaduto.
215. OnucatenbHasi CTaThsl APXUBHOTO CIPABOYHHUKA HA YPOBHE C€IMHMIIBI XPaHCHUS
BKJIFOYAET:
1) nopsiAKOBBIM HOMEP €TUHUILIBI XPAHEHUS,
2) npeXHUI pEerucTpalMOHHBIN HOMED;
3) 3aroJIoBOK €MHULBI XPAHEHMUS;
4) cipaBOYHBIC JJAHHBIC 00 CIMHUIE XPAHCHUS;
5) ykazaHue Ha MOJTMHHOCTh WJIM KOTTUIHOCT;
6) yka3zaHHEe BHJa HOCUTEIS WIIM CTI0OcO0a BOCIIPOU3BEICHNS,
7) uadopMaiio 00 YCIOBUIX JOCTYIA, SI3bIKE U BHEIIHUX OCOOCHHOCTSIX apXUBHBIX
JTOKYMEHTOB €IMHUIIBI XPAHEHUS.
3aroioBOK €AMHUIBI XPAHEHHUS YIPABICHYECKONW JTOKYMEHTALUM, €IUHULIBI XPAHCHUS
ApPXUBHBIX JTOKYMEHTOB JIMYHOTO MPOWCXOXKIACHUSA, B TOM YHCIIE DJICKTPOHHBIX, BKIIFOYACT
HAMMEHOBAaHUE BHJIA APXHUBHBIX JOKYMEHTOB, aBTOpa(OB) apXUBHBIX JTOKyMeHTa(OB),
aapecara(oB) WM KOPPECIIOHEHTA(OB), KOTOPHIM HAIPaBJICHBI WU OT KOTOPBIX MOJTYUYCHBI
JOKYMEHTHI, BOIIPOC WJIU TMpEaMeT, Ha3BaHUsl COOBITHS, (pakTa, MECTHOCTH, HaMIINU U
WHUIMAJIOB JIMIA, K KOTOPBIM OTHOCHTCS COJEp)KaHWE YKa3aHHBIX JOKYMEHTOB, IaThI
COOBITHIA.
B ciyuae orcyTcTBHSI HEOOXOJUMBIX CBEJIEHUN B 3ar0JIOBOK BKJIIOYAETCs HHGOpMAIIUS
MOSICHUTEIHPHOTO XapakTepa — ""aBTop He ycraHoBieH", "0e3 narel”, "He panee ... T.".
3arojl0BOK €IMHUIBI XPAHEHHUS! MPOEKTHOW WM KOHCTPYKTOPCKOW TOKYMEHTAIMU
BKJIIOUYaET mudp 00beKTa, HAMMEHOBAHUE MPOEKTA, CTAANIO, YaCTh, HOMEP TOMa, aBTOPa, F0J1
OKOHYaHHUS pa3pabOTKH.
3aroji0BOK €AUHUIIBI XpaHEHUs] KUHO-, BUJEOJOKYMEHTA BKIIFOYAET aBTOPCKOE HAa3BaHUE
¢bunpMa, CIenBBITyCKa, KHHOXKYpPHAJa WIK Ha3BaHUE COOBITHS, OTPAXXKEHHOTO B KUHO- HIIU
TeJIeCIOKETe, ATy MPOU3BOJACTBA W/UIIU ATy CheMKHU, (DaMUINU U UHUIIMAJIBI pexuccepa u/
WJIM OTlepaTopa CheMKH, SI3bIK IOKYMEHTA.
3aroJioBOK €IMHULIBI XpaHEeHUs (OHOJAOKYMEHTa BKJIOYAeT HAa3BaHUE U KAHP
($hoHOTOKYMEHTa, HA3BaHKE, MECTO M IaTy OTPaKEHHOTO coObITHs. [Ipy oTCYyTCTBUM Ha3BaHUS
(OHOOKYMEHTA YKa3bIBAIOTCS OCHOBHOE COJEpKaHUE Telle- WIM paauolepeaayd,
BBICTYIUJICHUSI, Oece/ibl U MHOE. 3ar0JI0BOK €IMHUIILI yueTa (DOHOJOKYMEHTA, COJIepPIKaIEro
3aMucCh MPOU3BEACHUS JIUTEPATYPhl U UCKYCCTBA, BKIFOYACT Ha3BAHHE MPOU3BEICHUS U €T0
KaHp, MEPBYI0 CTPOKY TEKCTa, KOTOpas 3aKJIF0YaeTCsl B KaBBIUKU, €CIM (DPOHOIOKYMEHTOM
SBJISICTCSI HE MMEIOIEee aBTOPCKOTO HA3BaHUS U HE OMYyOJIMKOBAHHOE paHEe MPOU3BEICHUE,
(dbaMUIMK ¥ UHULIKMAJIBI ABTOPOB W/WJIM UCTIOHUTENIeH KaK CaMOro MpOoU3BEACHUs, TaK U €ro
00paboOTOK, IEPEIIOKECHUH, TIEPEBOIOB, SI3bIK (POHOIOKYMEHTA.



3aroyIoBOK €AMHMIIBI XpaHeHUs! (POTOJOKYMEHTA BKIIOYAET ONUCaHHe N300pakeHUs WU
Ha3BaHue (oroanbOoOMa, ciaiijia, HeraTuBa, PaMUINIO0 U UHMIMAJIBI aBTOPA, MECTO U AaTy
CHEMKU.

CrnpaBoyHble TaHHBIE O €IMHMIIE XPAHEHHUS BKJIIOYAIOT 3JIEMEHTHI apXUBHOTrO mudpa (
HOMEpa apXMBHOrO (POH/IA, HOMEpA OMKCH ] JOKYMEHTOB, HOMEPA €IMHULIBI XPAHECHMUS),
JTaHHBIE 00beMa €IMHUIIBI XPAHEHHUS, KpalHUE JaThl apXUBHBIX JOKYMEHTOB, 3JIEKTPOHHBIX
aApXUBHBIX JOKYMEHTOB.

Nudopmaruss 06 ycrnoBUSX TOCTyNa, SI3bIKE M BHEHNTHUX OCOOCHHOCTSIX apXWBHBIX
JOKYMEHTOB, €MHUIBI XPAaHEHUSI BKJIIOYAET CBEJCHUS O HAJUYUHU apXUBHBIX JOKYMEHTOB,
AJIIEKTPOHHBIX APXUBHBIX IOKYMEHTOB, JIOCTYM K KOTOPBIM OTpaHn4eH 3akoHamu PecryOnuku
Kazaxcran "O HanuonanbHoM apxuBHOM (poHe u apxuBax', "O noctyne k unpopmauuu", "
O rocynapctBeHHbIX cekperax”, IlpaBunmamu oOTHECEHHSI CBEJEHUW K CIyXKeOHOM
UH(OpMAIIMKM OrpaHUYEHHOTO pACIPOCTPAHEHUs M pPabOThl C HEH, YTBEPKICHHBIMU
noctanoBiieHueM [IpaBurensctBa PecyOnuku Kazaxcran ot 24 utonst 2022 roga Ne 429 wnu
dbonmo00pazoBareneM, a TaKXKe CBEJACHUS O HAIUYUM TOJIMHHUKOB 0CO00 IEHHBIX
JOKYMEHTOB, B TOM YHCJIE JOKYMEHTOB, OTHECEHHBIX K 00BEKTaM HAIIMOHAILHOTO JOCTOSHUS
PecnyOnuku Kazaxcran v HaxoIsUumxcs B HEYA0OBICTBOPUTEILHOM (PU3NYECKOM COCTOSIHUU,
HaJIM4uM (POH]A OJIb30BaHUS, SI3bIKE U BHEITHUX OCOOCHHOCTAX apXHUBHOI'O TOKYMEHTA.

OmnucarenbHas CTaThs JOTOJIHACTCS Ha3BaHUEM apXUBHOTO (OHJA U €ro CTPYKTYpHOU
yacTu (OMUCU JeJ JAOKYMEHTOB, OMUCH 3JIEKTPOHHBIX JOKYMEHTOB (J1€1), aHHOTalUeH
OTZICTFHBIX APXUBHBIX JTOKYMEHTOB WJIM MIX TPYII JAHHOW €UHUIIBI XPAHCHHUS.

216. OnucartenbHas CTaThsl apXUBHOTO CIPABOYHUKA HA YPOBHE apXUBHOIO JJOKYMEHTA
BKJIFOYAET:

1) 3aroy10BOK apXMBHOI'O TOKYMEHTA, JJIEKTPOHHOTO apXUBHOI'O TOKYMEHTA;

2) cripaBOYHbIE JaHHbIE 00 apXUBHOM JIOKYMEHTE, JJIEKTPOHHOTO apXMBHOIO JOKYMEHTA;
3) yka3aHHe Ha MMOJTMHHOCTL/KOITUHHOCTB;

4) Bug HOCUTENS (WJIH CIOCOO BOCTIPOU3BEICHNSA);

5) undopmanuro 00 yCIOBHSIX MOCTYyTMA, SI3bIKE U BHENTHUX OCOOCHHOCTSIX apXHUBHOTO
JOKYMEHTa, 3JIEKTPOHHOT'O0 apXUBHOTO JIOKYMEHTA.

3aroJoBOK apXMBHOTO JOKYMEHTA, 3JEKTPOHHOI'O apXHBHOTO JOKYMEHTAa BKJIIOYAET
HAMMEHOBaHWE BHJIa ApXMBHOTO JOKYMEHTa, aBTOpa, ajapecara WU KOPPECHOHJCHTA,
KOTOPOMY HaIlpaBJI€H WJIH OT KOTOPOIro MOJYy4Y€H JOKYMEHT, BOIPOC WU MIPEAMET, COOBITHE,
dakT, 1Mo, Ha3BaHUE MECTHOCTH, K KOTOPBIM OTHOCUTCS COJEp)KaHUE YKa3aHHOTO
JOKYMEHTa, 1ary coObITus. B ciyuae oTcyTCTBUSI HEOOXOAMMBIX CBEJIEHUMN, B 3ar0JIOBOK
BKJIIOUAeTCsl TOsICHstomas uHpopmarus: "aBTop He yctaHoBieH", "0e3 matwei". [lpu
HEOOXOJAMMOCTH 3aroJjOBOK JIOMOJIHIETCS aHHOTAIMEl, pacKphIBAIOIIEH HE OTpa)KEHHOE B
3aroJIOBKE COJEPKaHUE JAaHHOTO JOKYMEHTA.

CrnpaBoyHbIe JaHHBIE 00 apXWBHOM JOKYMEHTE, 3JIEKTPOHHOI'O apXUBHOTO JOKYMEHTA
COCTOSAT U3 3JIEMEHTOB apXUBHOTO mHUppa (Homepa (HoHAa, HOMEPA OMUCH JIe] TOKYMEHTOB,



HOMEpa €IWHUIIBI XPAaHEHUS, HOMEPOB JIUCTOB), 00beMa (KOJUYECTBA JILCTOB) apXUBHOTO
JOKYMEHTa, JaThl €r0 CO3/IaHu4.

Nudopmarust 06 yCIoBUSX NOCTyIMA, S3bIKE M BHENTHUX OCOOCHHOCTAX apXHBHOTO
JOKYMEHTa, B TOM YHCJ€ 3JIEKTPOHHOIO ApPXMBHOTO JOKYMEHTa, BKJIIOYAET CBEJEHUS 00
OTPaHMYECHHUH JOCTyNMa K apXUBHOMY JIOKyMeHTy 3akoHamu Pecmy6nukum Kazaxcran "O
HamuonaneHom apxuBHOM ¢onae u apxupax", "O npocryme k wundopmaruu", "O
rocyiapcTBeHHbIX cekperax”, [IpaBunaMu oTHECEHUS CBEICHUH K CITyKeOHOU nHpopmMaIuu
OTPAaHUYEHHOTO PACHpPOCTPAHEHUSI M PabOThl C HEH, YTBEPKICHHBIMU IMOCTAHOBICHUEM
[IpaButensctBa PecnyOnuku Kazaxctan ot 24 wurons 2022 roga Ne 429 wunm
dhoHmo00pa3zoBaTeaeM, cTaTyce 0co00 IIEHHOrO JIOKYMEHTa, JOKYMEHTa, OTHECEHHOIO K
0o0beKTaM HalMOHAJIbHOTO AocTosiHUS PecnyOnuku KazaxcTtaHn wu/winm HaxonsIerocss B
HEYJOBJIETBOPUTEILHOM (PU3MUECKOM COCTOSIHUM, SI3bIKE W BHEUIHUX OCOOEHHOCTSX
apXUBHOTO JOKYMEHTA.

217. Bun enuHMLBI XpaHEHUs (€110, MepenucKa, JOKYMEHTbI, PEECTp, allbOOM, KypHall,
KHUTAa U HWHOE) WU JOKYMEHTOB (IIPOTOKOJIBI, JTOKJIAAbl, MPUKa3bl, OTYETHI, AKTHI
BOCIIOMUHAHUSI, CTaThU, POMaH, 3alIUCHBIE KHIXKKH), XapaKTEPU3YIOUIUX COCTAB €IMHUIIBI
XpaHEHUs, YKa3bIBAECTCS B HAYaJle 3ar0JIOBKa.

3aroyoBKU CyJI€OHBIX, CIEICTBEHHBIX, JUYHBIX, IEPCOHATBHBIX, apOUTPAXKHBIX U UHBIX
JeJ, COAEpPIKAIUX JOKYMEHTBI, CBSI3aHHBIE IOCIJIEI0OBATEIBHOCTHIO JIE€IONPOU3BOACTBA IO
OJIHOMY BOIIPOCY, HAYMHAIOTCS CO cioBa "nemno".

3aroJ0BKM €IVHULl XPAHEHUS, COAECPKAIIMUX HE CBSI3aHHBIE IOCIEI0BATEIBHOCTHIO
JENOMPOU3BOACTBA JOKYMEHTHI [0 OJTHOMY BOIIPOCY, IOKYMEHTBI-IIPUIIOKEHUSI K OCHOBHOMY
JOKYMEHTY (IpHKa3y, paclopsHKEHUIO, IPOTOKOIY) WM Pa3HOPOIHBIE MO BUAY JTOKYMEHTHI
apXUMBHOTO ()OH/IA JIMYHOTO MPOUCXOKACHHS, HAUMHAIOTCA CO clioBa "MoKyMeHTHI". B KoHIE
TaKOro 3arojOBKa B CKOOKAX yKa3bIBAIOTCS BUbI 3TUX IOKYMEHTOB.

B 3aronoBke eTuHUIBI XpaHEHUS, BKIIIOYAIOIIECH MEPENUCKY, YKa3bIBAIOTCS OPUITHATHHBIC
HAaUMEHOBAHUs KOPPECIOHJEHTOB W BOIpoc (MpeaMer) nepenucku. B ciyuae Benenus
MEPETUCKHU C OHOPOIHBIMU KOPPECTIOHACHTAMH, B 3ar'0JIOBKE YKa3bIBa€TCsl 0011Iee BHIOBOE
HAaMMEHOBAHUE KOPPECIIOHAEHTOB.

N3noxenue Bompoca (MpeaMeTa), OTPAKAOUIEro COACpKaHUE JOKYMEHTOB, SIBJISIETCS
OCHOBHOM 4acThIO 3aroj0BKa U JaeTcs MOCJIe YKa3aHus BUAa Jena, aBTopa, KOppeCIOHAEHTa
(ampecara) TOKYMEHTOB.

218. Ilpm cocTaBieHUU 3arojJOBKOB €IWHUI] XpaHEHUA C
OpraHU3alMOHHO-PACTIOPSAUTEILHON TOKyMEHTAlMeNH OJHOTO BU/IA B 3ar0JIOBOK BBIHOCUTCS
HAaNMEHOBAHHUE JIOKYMEHTOB BO MHO>KECTBEHHOM YHCIIE€ C MPOCTABICHUEM HX KPaTKUX
HOMEPOB.

219. Ilocne o003HaueHMs BUAA J1€Ja WIM BUIA JOKYMEHTOB B 3ar0JIOBKE YKa3bIBAETCS
aBTOP BXOSIIUX B JIEJIO IOKYMEHTOB. Eciiu aBTOpOM TOKYMEHTOB SIBJISIETCS OpraHU3alus, B
JEeSATEIbHOCTH KOTOPOW OHM OTJIOKHWJIMCh, B 3ar0JIOBKE JieJa HAMMEHOBAaHUE OpraHu3aluu



WU OITyCKAaeTCs, WIM MPUBOJIUTCS €ro o0Ilee BUIOBOE HaMMEHOBaHHE (KOMHTET, CYII,
KOMHUCCHS).

220. JlaTbl, K KOTOPBIM OTHOCSITCS U3JI0’KCHHBIE B JIOKYMEHTaX COOBITHS, BHOCATCS B
3aroJI0BOK, €CJIM TOYHAs J1aTa OTPaXKaeT UCTOPHUUYECKHUE CBSI3U MEXIY COOBITUSIMU U (haKTaMu
¥ HeoOX0auMa JIJIsl TOHUMAaHKS KOHKPETHOTO COJIEPIKaHUSI TOKYMEHTOB.

221. Ecnu feno coCTOUT M3 OJTHOTO JOKYMEHTa, TO B 3aroJIOBKE YKa3bIBalOTCS BU/I
JIOKYMEHTa, OT KOI'0 OH UCXOAUT, KOMY aIpeCOBaH, €ro JaTa U KpaTKoe CojiepKaHue.

222. B enuHUIIaX XpaHEHUs, COCTOSIIIUX U3 MJIAHOB M OTYETOB, B 3ar0JI0OBKE YKa3bIBACTCS
roJ1 (mepuo), Ha KOTOPBIM COCTAaBJIEH IJIaH MJIM 32 KOTOPBIM COCTAaBJIEH OTYET.

3aroJIOBKM €UHUILl XPAaHEHHUS], COJICPKALUIUX CTATUCTUUECKHUE OTUYETHI, COCTABIISIIOTCS C
yKa3aHHEM HOMEPOB ()OPM CTAaTUCTUUECKOM OTYETHOCTH.

223. Eciu 1e10 COCTOUT M3 HECKOJBbKUX TOMOB (YacTei), BCeM TOMaM (YacTsiM) JaeTcs
00Kl 3aroioBOK, a 3areM (Ipu HEOOXOJAMMOCTH) JeJaeTcsd YTOYHEHHE COACp KaHUs
KaXJ0ro ToMa (4acTu) B OTIEJIbHOCTH, B MOCIEIHEM TOMeE (4acTu) AoOaBisieTcsi CIOBO "
nocienauit” ("mocnenHssa").

224. Oco00 1eHHbIE TOKYMEHTbI, JOKYMEHTBI-IPUIIOKEHHUSI K OCHOBHOMY JIOKYMEHTY,
JOKYMEHTBI OpraHW3alUui-IpeAIIeCTBEHHUKOB, JOKYMEHTBI, COAEpKallue CBEACHUSA 10
JUYHOMY COCTaBy, MUMEIOIIME CIPABOYHOE 3HAYEHHE, IOKYMEHTHI, HaJuyue KOTOPHIX B
JTAHHOM J1eJIe HE MOXET OBITh OTPE/IEIICHO 0 €T0 3aroJIOBKY, aHHOTUPYIOTCHS.

225. AnHotanus ohopmIIIeTCs MOCie 3aroj0BKa ¢ KPACHOM CTPOKHU.

[Ipy aHHOTMPOBAHUU TMEUATHBIX MATEPUAIOB YKA3bIBAIOTCS BHUJl JOKYMEHTa, €ro
HAMMEHOBAaHUE WJIM HayajbHbIE CJIOBA JOKyMeHTa (NP OTCYTCTBMM HAWMEHOBAHMS),
BBIXOJIHBIC JJAHHBIE.

B anHOTanusx 4epTeKHBIX U WHBIX HU300pa3UTEIbHBIX MaTEPUAJIOB YKa3bIBAIOTCS
Marepual, Bull, hopMaT JOKyMEHTA U CIIOCO0 €ro MCIOTHEHUSI, ISl KapT — MaciuTao.

B konme anmHoTanuu moj pyopuwKoW "YMOMHHAIOTCA" YKa3bIBAIOTCS MMEHA JIUII,
HaUMEHOBAHUS OpraHu3aiui, reorpaduueckue HAaMMEHOBAHUS M CBEJICHUSI, YIIOMUHAIOITHAECS
B JIOKYMEHTaX U UMEIOIINE CYIIECTBEHHOE 3HaUCHUE (IIePEUUCTISIOTCS).

226. B koHIle aHHOTAIMU MPUBOJASTCS HOMEpA JIMCTOB AHHOTHUPYEMBIX JOKYMEHTOB,
CTerneHb noJipoObHocTH cBefeHui (""KpaTkue cBeaeHus ", "moapooHoe coodmieHue").

[Ipu 3HAUUTENBHBIX 00beMaxX aHHOTHPYEMBIX JOKYMEHTOB aHHOTAIUSI COCTABIIAETCS Ha
OTJIEJIbHOM JIUCTE U BKJIAJBIBAETCS MEXITY O0JIOKKOU U MEPBBIM JIUCTOM JJOKYMEHTA.

IMTaparpad 2. ITopsamok JaTHPOBKU JOKYMEHTOB IIPH OMACAHAU

227. OnucaHue MpaBOBBIX aKTOB, TBOPUYECKON JOKYMEHTAINH, JOKYMEHTOB, KaCaIOIINXCsI
MpaB U 3aKOHHBIX HHTEPECOB Irpak/iaH, (UHAHCOBBIX JOKYMEHTOB, €I 0 OJHOMY BOIIPOCY,
a TaKXKe JIOKYMEHTOB, JJIsl KOTOPHIX JaTUPOBKA UMEET BAXKHOE 3HAUEHUE (JTOKIIAIbI, IUCTOBKU
, CTEHOTpaMMBbl, MMAChMA), AaTa (YUCII0, MECSI, T0a), OQOPMIISIOTCS CIOBECHO-TIM(GPOBBIM
CIIOCOOOM.



228. HavanbpHOM aaTol jeina, B TOM YUCIIE JIEKTPOHHOTO, SIBJISIETCS JlaTa COCTaBICHUS (
perucTpalum) caMoro paHHero JOKyMEHTa, KOHEYHON — JaTa COCTaBJICHUSI (PErucTpaliim)
CaMoro MO3JHET0 JOKYMEHTA.

JlaThl TPaBOBBIX aKTOB YKA3bIBAIOTCS 110 BpEMEHU WX noAnucanus (yreepxxaeHus). Eciau
JIOKYMEHTBI HE TAaTUPOBAHBI, JaThl YKA3bIBAIOTCS IO BPEMEHHU OMYOJIMKOBAHUS UM BBEJCHUS
B JICHICTBHE.

Jlst mporpaMm, MJIaHOB, CMET PacXoJIOB, IITATHBIX PACUCAaHUM, OTYETOB KpailHUE aThl
HE MPOCTAaBJISIOTCS.

Ecnu B fene JOKyMEHTBI-ITPUIIOKEHUS TaTUPOBAHBI paHee MEePBOro JOKyMEHTa jena, TO
UX JaThl OTOBAPUBAIOTCS C HOBOM CTPOKHU — "MMEIOTCS JOKYMEHTHI 3a... To1".

Kpalitnumu natamMu perucTpallMOHHBIX KHUT U KYPHAJIOB SIBJISIOTCS JaThl TIEPBOU U
MOCJIETHEW 3aIUCH.

Kpaithumu natamu fesna, COCTOAIIEr0 U3 KOMUMHBIX JOKYMEHTOB, U3TOTOBJIEHHBIX WU
MOJy4YeHHBIX (PoHAO00Opa3oBaTEIEM 3HAUYMTEIBLHO MO3)KE CO3JaHUsl MX MOJJIMHHUKOB,
ABJISIFOTCS 1AThl U3TOTOBJICHUS KOMUMN (JaThl HOIJIMHHUKOB YKA3bIBAIOTCS B 3aTOJIOBKE).

B cnyuae, ecnu Aeno Ha4aTo B OJJHOM OpPraHU3aIlMy, a 3aKOHUYEHO B UHOM, YKa3bIBAIOTCS
TpU JaThl: JaTa 3aBEJCHUS Jiela B JEJIONPOU3BOJACTBE IEPBOM OpraHU3alUU, AaTa
MOCTYIJICHUSI €r0 BO BTOPYIO OPTraHU3AIMIO U JlaTa 3aBEPIICHUS €ro B JIEIONPOU3BOICTBE
nocJieTHeN opraHu3anuu (IepBbIe IBE 1aThl 0003HAYAIOTCS B BHJIC JPOOH).

ITaparpad 3. Ilopsamok cocTaBIEeHHS OIKCH A€ JOKYMEHTOB

229. Onucek gen JOKYMEHTOB, B TOM YHUCIIE 3JEKTPOHHBIX, COCTOUT M3 OMUCATEIbHBIX
CcTaTeil €QUHMI] XpPAHEHHS WM €IUHULl y4eTa, UTOTOBOM 3alUCH, JINCTA-3aBEPUTENS U
CIIPABOYHOIO armapara K OIHCH.

230. OnucarenbHasi CTaThsl ONMKUCH BKIIFOYAET:

1) mopsiAKOBBIM HOMEP €IMHUIIBI XPaHEHNUS;

2) 1enonpou3BOJCTBEHHBIN HHACKC UM TPOU3BOICTBEHHBI HOMED;

3) 3aroJ0BOK €IMHUIIBI XPaHEHUS,

4) kpaliHue JaThl JOKYMEHTOB;

5) KOJIMYECTBO JUCTOB B €IMHUIIE XPAHEHUS;

6) yka3zaHHU€ Ha KOMUUHOCTh JOKYMEHTOB;

7) cioco0 BOCTIPOM3BEACHUS JOKYMEHTOB.

[Ipy HEOOXOAUMOCTHU OMHUcCATEIbHAS CTaThsl JOMOJHSAECTCS aHHOTAIUEH OTACIbHBIX

JOKYMEHTOB, €IMHUIIbI XPAHEHUS.

231. B cipaBo4HBIN anmapar OMUCH J1e] JOKYMEHTOB BXOJAT:

1) TuTyNBHBIN UCT TI0 opMe corsiacHO npuiiokeHuto 17 k Hacrosum [IpaBunam;

2) conepkanue (OrjaBJICHHE);

3) npeaucioBue;

4) crMCcOK COKpaIeHU;



5) yka3zarenu.
ITaparpad 4. ITopsanok cocTaBiIeHHAS HCTOPUIECKO# CIIPaBKH

232. B apxuBe Oopranu3aiiuu COCTaBJISETCS UCTOpHUECKas CIIpaBKa K apXuBHOMY (OHIY,
collepKaiiasi CBEJICHUs MO UCTOpuU (HOHA00Opa3oBaTens U apXuBHOrO (GOHIA, KPATKYIO
XapaKTEePUCTUKY COCTaBa U COAEPKAHUS ero JOKyMeHTOB U cucteMbl HCA.

Hcropuueckas crnpaBka K apxuBHOMY GOHAY GOpMUPYETCS Ha OCHOBE MHGOPMAIIMH TIO
uctopur (poHI000pa30BaATENS U UCTOPUH APXUBHOTO (HOHAA.

Nudopmarus mo uctopun (poHm000pa3zoBaTens BKIOYAET JAThl €ro 00pa3oBaHMUs,
BEJOMCTBCHHYI0  NPHUHAICKHOCTh, CTPYKTYpy W  GYHKIIUM, Ha3BaHUS
OpraHu3aluU-TIPEIINIECTBEHHUKAa ¥ TMPAaBONMPEEMHUKA, JaThl PETUCTPAlUN  WIIU
MEPEPETUCTPALIMA — B CIIydasX IMEPEHMEHOBAHUS, PEOPraHU3AIMK, a TAK)Ke JTUKBUIAIUH.
Nudopmarus o horgo00pa3oBaTene apXuBHOTO (HOHA JTHIHOTO MPOUCXOKICHHS BKIIIOYAIOT
ero kpatkue ouorpaduyeckue gaHHble (haMuIns, UMs, OTYECTBO (TIPU HATUYHH ), TICEBJOHUM
(mpu Hanuuuu), AeBUYbs (pamunus (MpU HAIUMYUHU), AAThl KU3HU, Mpodeccusi, TaHHBIE O
CIy’)keOHOM U OoOIlecTBEeHHOW mJesATenbHOCTH). s apxuBHOro (onHma cembHu, poja
aHAJIOTMYHBIC CBEJCHUS MAIOTCS O KaXIOM W3 POJICTBEHHHKOB. JlJIsi 0O0BEAMHEHHOTO
apXWBHOTO (POHJA COCTABIAETCS 00IIasi ICTOPUYECKasi CIIPaBKa.

Nudopmarus 1mo uctopun apxuBHOTO (HOHIA BKITIOYAIOT JIATy €T0 MOCTYIJICHUS B apXUB,
o0beM U KpailHuEe NaThl apXUBHBIX IOKYMEHTOB, CTENEHb MX COXPAaHHOCTU, OCOOCHHOCTHU
dbopMHUpPOBaHMS, OMMCAHUS U CHCTEMATH3allMKi, HHPOPMAIMIO 00 M3MEHEHHUSIX B COCTaBe U
obbeme apxwBHOTO (GoHAA W WX MPUUYMHAX, HAJTWYUHU APXUBHBIX JOKYMEHTOB HWHBIX
opranuzanuii unu aun (pougoBsie BKItoueHus), coctae HCA k apxuBHomy donay. [dns
aApXWBHOW KOJUICKITUY YKa3bIBAIOTCS CBEJICHUS O BPEMEHH, YCIOBUAX, PUINHAX €€ CO3/IaHuUs,
NpUHIUNAX (OPMHUPOBAHUS, MECTOHAXOXKICHUU KOJUICKIIMHM /10 TOCTYIUICHUS B apXUB,
COCTaBUTEIIE.

Hcropuueckast cripaBka K (hOHIY TOTOTHSAETCS MTPU H3MEHEHUU 00beMa apXuBHOTO (OH/IA
, @ TAK)KE B CIydYasx peopraHu3aIiui, H3MEHECHUS CTPYKTYPhI, PYHKIUH (HOHI000pa3oBaTels.

233. HUcropust apxuBHOTO (hOHAA COMCPKUT aHHOTAIMIO, Onbrorpaduto, HHGOPMAITHIO
00 yCIIOBUSX AOCTyNa U UCIOIb30BAHUS IOKYMEHTOB.

AHHOTAITUS O COCTAaBE M COJICP)KAHUH APXUBHBIX JJOKYMEHTOB, B TOM YHCJIC DJICKTPOHHBIX
, ApXUBHOTO (hOHA BKIFOUAET KPATKYI0 000OIIEHHYIO XapaKTEPUCTUKY ITUX JOKYMEHTOB I10
BUJIaM M TeMaM, OTPAXKAIOUIYI0 HAmpaBJeHUs NeATeNbHOCTH (oHI000pa3oBaTes, C
yKa3aHHEeM XpOHOJOTrMM TeM u o0Oo3HaueHueM ux reorpadpuueckux  (
aIMUHUCTPATUBHO-TCPPUTOPUATLHBIX) TpaHull. MHpopmaius 00 yCIOBUSAX IOCTyHa K
apXWBHBIM JIOKYMEHTaM apXHBHOTO (HOH/A, B TOM YHCIIC SJICKTPOHHBIM, BKIIOYAET CBECHUS
0 HaJIMYUU apXWUBHBIX JOKYMEHTOB, IOCTYIT K KOTOPHIM OTpaHUYeH 3akoHaMH PecmyOnmuku
Kazaxcran "O HammonanpHOM apxuBHOM (hoHe u apxuBax', "O moctyne k uapopmanuu", "
O rocynapcrBeHHbiXx cekperax", IlpaBunamMu OTHeCEHUsS CBEIECHHN K CIyXeOHOH



uHpOpMaIMi OTPAHUYECHHOTO PACHPOCTpaHEHUS W PpabOThl ¢ HEW, YTBEPKIACHHBIMU

noctanoBiieHueM IIpaBurensctBa PecyOnuku Kazaxcran ot 24 utons 2022 roga Ne 429 wiu
dboug000pa3zoBareeM, a TakKe MOIMHHUKOB 0CO00 IEHHBIX JIOKYMEHTOB, B TOM YHCIIE
JOKYMEHTOB, JJIEKTPOHHBIX JOKYMEHTOB, OTHECEHHBIX K OOBEKTaM HAaIMOHAJbHOIO

nocrosiaus PecnyOnuku KaszaxcraH, HaXOASIIUXCS B HEYIOBIETBOPUTEIBHOM (U3UUECKOM
COCTOSIHUU, HATMYUU (POH/IA TTOJTb30BaHMUS.

bubnuorpadusa k apxuBHOMY (OHAY BKIHOYAET CIHCOK CIIPABOYHHUKOB MO JAHHOMY
(GboHIY ¥ JOKYMEHTAJIbHBIX MMyOJIMKAIUH, BBIMOJHEHHBIX HA €T0 OCHOBE.

234. XapakTepucTuka apXuBHOTO (OHJA MO COCTABY U COACPKAHUIO JTOKYMEHTOB
COAEPKUT CBEIICHUS O HAIUYUM JTOKYMEHTOB, BBIXOSIIUX 32 XPOHOJIOTMYECKHUE PaMKHU
¢donna, HCA x apxuBHoMy (hoHAY, O BUAAX HOCUTENEH HH(DOpMAIUH.

235. Uctopuueckas cpaBka Ha OyMa)KHOM HOCHUTEJIE MOMUCHIBACTCS] UCTIOTHUTENEM U
PYKOBOJIUTENIEM apXHBa OPraHU3alMU, HA JIEKTPOHHOM — 3aBepsierca DLII pykoBoauTens
apXMBa OpraHu3aliu.

HcTtopuueckas crnpaBka meyaTtaeTcss B YEThIpeX JK3eMIuispax. J[Ba sk3eMiuisipa
nepeaaroTcsa B rocyaapcTBeHHbIN apxuB, ApxuB Ilpesuaenta Pecnyonuku Kaszaxcran npu
MepBOM Tepenaye TOKYMEHTOB apXUBHOTO (POHIIA, iBa XpaHUTCS B jene (OoHJa B apXHUBE
OpraHu3alyu.

236. VcTopuueckasi cipaBKa JIOMOJIHICTCS TIPH MOMOTHEHUN apXUBHOTO (OHAA WU B
Cllydyae peopraHu3allyd OPraHU3alu U MPEACTABIISIETCS B TOCYAAapPCTBEHHBIM apXuB, ApXHUB
[Ipe3unenta PecnyOnuku Kazaxcran BMecTe ¢ KaxJ0W 3aKOHYEHHOW OMUCHIO e
JTIOKYMEHTOB, a Takke BHOcUTCS B IC DA.

ITaparpad 5. ITopsnok cocTaBlIeHHS KaTaJIOTOB H KaPTOTEK

237. Karanor npencraBiusetr coboi MexGOHAOBBIA apXUBHBIM CIIPABOYHHUK, B KOTOPOM
uH(popMaus 0 COEPKAHUH TOKYMEHTOB CIPYIIIMPOBaHa MO MpeaMeTaM (TemaM, OTpacisim),
pacloJO)KEHHBIM B COOTBETCTBUM C TMPHUHATOM IS JAaHHOTO KaTajiora CXeMou
KJ1accuuKaIuu JOKYMEHTOB.

COBOKYMHOCTb Pa3IMYHBIX KATaJIOTOB COCTABIISAET CUCTEMY KaTallOTOB.

238. PaboThl MO MOATOTOBKE, CO3/IaHUI0O M BEJEHHUIO KAaTalOrOB HAa3bIBAIOTCS
KaTaJOTu3aluen TOKyMEHTOB.

Karanmoruzanust MOXeT MPOBOJIUTHCA KaK CAaMOCTOSATEIbHBIN BUJ pabOThI (TeMaTHuecKas
pa3paboTka), a Takke B MPOLECCEe HHBIX BUAOB PalOT, CBS3aHHBIX C OMUCAHUEM U
BBISIBJICHUEM JIOKYMEHTOB (ITOIyTHASI KATAJIOTU3allNs).

[Ipu xartanoruzauuu npuMeHsiercss IUPpdepeHUUPOBAHHBIA TOAXOJ, KOTOPBIA
3aKJII0YAETCS:

1) B onpesiesieHuu OYepeTHOCTH BbIOOpa apXUBHBIX (DOHIOB, UX CTPYKTYPHBIX YacTell;

2) B oTOOpE €T, TOKYMEHTOB U MH(GOPMAIINK U3 HUX;

3) B IpUMEHEHUHU COOTBETCTBYIOIIUX IPUEMOB OIMUCAHUS TOKYMEHTHOU HHPOPMAIIUH.



239. Karayioruzamnusi BKJIIOYAeT CIASAYIOIINE BUJIBI paboT:

1) cocraBnenue cxeMbl Ki1acCUpUKALINH;

2) BBISIBIICHHE U OTOOP TOKYMEHTOB;

3) onucaHKe Ha KaTaJlOHBIX KapTOUuKax;
4) cucreMaTU3anuIo KapTOYeK;

5) BelileHUE KaTaJIoroB.

240. Bpibop cxembl kiaaccupUKAIMU OMPEEAEeTCS COCTABOM JOKYMEHTOB apXHBa
OpraHU3ally U 33a7a4aMy UX UCIOJIb30BAHMUS.

Cxemoil kiaccuukanuu AOKYMEHTHOUW MHGOpPMAIIUU SIBISETCS MUCbMEHHBIM WU
rpa@uUecKuil JOKYMEHT, COJAEPKAIINUN MepeYeHb KIacCU(DUKAIMOHHBIX JEICHUN KaTajaora,
PACTIOJIOKEHHBIX B OMNPEIASICHHON TMOCIe0BaTEIbHOCTH, W TMpPEeIHAa3HAYCHHBIN s
pacrpeneneHus CBeACHUN U3 TIOKYMEHTOB M0 YKa3aHHBIM JICJICHUSIM.

241. B 3aBUCHMMOCTHM OT CXEMbl IOCTPOCHHUS KaTajoru IOJpA3AEIAITCS Ha
CUCTEMAaTHUUYECKUEe, TEeMaTUYEeCKUe, MPEIAMETHbIE M WX Pa3HOBUIHOCTU (MMEHHOM,
reorpaduuecKkuii, 0ObEKTHBIN).

242. JlokyMeHTHasd uH(pOopMalusa B CUCTEMAaTUYECKOM KaTajlore KiacCuPuuupyercs 1o
OTpaciisiM 3HAaHUW M MPAKTHYECKON [ESITEIbHOCTH OpraHU3alliu, pacnojaraercs B
JIOTUYECKOM MOCIIEI0BATENbHOCTH.

B uMenHoMm katasiore mokyMeHTHass wHdopmaius Kiaccuuiupyercs mo andaButy
dbaMunuit 1111, yOMUHAEMBIX B IOKYMEHTAX WJIU SBJISIOMIUXCSA UX aBTopamu. [lanbHeimas
CHUCTEMATHU3alIMs TPOBOJIUTCS B XPOHOJIOTUYECKON WIIH JIOTUYECKOM MOCIIeI0BATEILHOCTH.

243. B cocTaB onucaHus KaTajgora BXOIAT:

1) HaumMeHOBaHME apXKBa OpraHU3alUY;

2) UH]IEKC;

3) pyOpuka, noapyopuka;

4) nara cOOBITHS, MECTO COOBITHS,

5) coaepikaHue;

6) HOMep apXuBHOTO (POH/Ia, HANMEHOBAHUE APXUBHOTO (POH/IA;
7) HOMEpa ONUCH JIeNl JOKYMEHTOB, EIUHUIBI XPaHEHUSI, JINCTOB;
8) S3BIK JOKYMEHTA;

9) cioco0 Bocipou3BeACHUS JOKYMEHTA.

JInst cBsI3U MEXy paslieflaMH KaTajiora Wi pa3zeioB KaTtajlora ¢ HHBIMU apXUBHBIMU
CIIpaBOYHUKAMU IPUMEHSIETCSI CUCTEMA OTCHUIOK.

244, BeneHue Karajora COCTOUT U3 CIEAYIOIINX BUIOB paboT:
1) HayuHO-MeTOIMUECKOe obecrieueHrne paboThi;

2) UHJEKCUPOBAHUE KAPTOUEK;

3) cucrtemaTu3alMs KapTOUYEK [0 MHIEKCaM U pyOpUKam;

4) cocTaBieHUE OTCHUIOYHOTO anmapara K KaTaJlory;

5) ycoBepLIEHCTBOBAHUE KATAJIOTA.



Hayuno-meToandeckoe oOecrieueHre BKIIFOYaeT pa3paboTKy METOAUYECKUX IMOCOOUM 110
KaTaJoTu3allMi OTJEJIbHBIX apXWBHbIX (OHAOB (MM HX TpyNIbl), paboYux CcxeMm
KJIaCCU(UKAIIMU KAaTAJIOTOB, UX YTOYHEHHUE U JIONIOJTHEHHE.

WNHupexkcrpoBaHue KapTOUueK OCYIECTBISECTCS MyTeM BbIOOpA MM COCTaBIICHUS MHIECKCA
Mo cXeMe KJIacCu(UKALUU U OTHECEHHSI €r0 K COOTBETCTBYIOIIEH HH(POPMAIIUU KaTaJ0KHOM
KapToOykd. B MMEHHOM Kartajore KapTOYKM HE HMHACKCUPYIOTCS M PACIOJIaraloTcs Mo
andasury.

245. CucteMbl KaTaJloroB MOMOJIHSAOTCA TEMAaTUYECKUMHU U MPEIMETHO-TEMAaTUYECKUMU
KapTOTEKaMH, KApTOTEKaMU IO JINYHOMY COCTaBYy Ha JIOKYMEHTbI Hanbosee HHPOPMaTUBHBIX
¥ 4aCTO UCIOJIb3YEMbIX apXUBHBIX (DOHJIOB.

246. KapTouky KapTOTEKH MO JUYHOMY COCTaBY COJAEpkKaT (HhaMHIIUIO, UMS, OTUECTBO
paboOTHHKA, CCHUIKM Ha HOMEpa apXMBHOTO (POHIA, TOJJOBOTO pa3/iena CBOAHON OMKMCH e, Ha
HOMeEpa JIeJ, JTUCTOB CO CBEJACHUsIMU O HeM. KapTouku cucteMaTusupyrorcs B andaBUTHOM
nopsiake Gpamuui, a B peaenax gamunuii — no andaBuTy UMEH U OTYECTB (IIPU HAJTUYUN).

247. ApxuB opraHM3alliM, XpaHSAIMNA ayJUOBU3YAIbHYIO JOKYMEHTAIIUIO, CO3aeT
CJIEIyIOLME BUJIbI KAPTOTEK:

1) UMEHHYIO KapTOTEKY, COJEPKAIYI0 CBeICHHs 00 aBTOpax (pexuccepe, ClieHapucTe u
OIepaTope) KNHOAOKYMEHTA, XPOHOJOTHUECKYI0 KapTOTEKY, COACPKALIYI0 CBEICHHS O JaTe
BBIIIyCKa KUHOJIOKYMEHTa, ajl(aBUTHYIO KapTOTEKY, COJIEPKAIIYI0O B al(paBUTHOM IOPSIKE
CBEJICHUSI O HAMMEHOBAHUSIX KUHOJIOKYMEHTOB;

2) UMEHHYIO KapTOTEKy, COJECPKaIyI0 CBEICHHUS O JUIaX, HHPOPMALUI O KOTOPBIX
uMmeeTcsi B POTOAOKYMEHTAX, U OOBEKTHYIO KapTOTEKY, COAEPKAIIYIO CBeAeHUS 00 00bEeKTaX,
COOBITHSIX, HH(POpPMALUS O KOTOPBIX UMEETCS B (DOTOTOKYMEHTAX;

3) UMEHHYI0O KapTOTEKYy, COJAEpP)KAalllyl0 CBEIEHHS 00 aBTOpe M HCIOJIHUTEIE
XYJI0)KECTBEHHOTO, MY3bIKAJIBHOT'O WJIM IOKYMEHTAJbHOTO MPOU3BENCHHUS, 3alIMCAHHOIO Ha
(OHOTOKYMEHT, aHPOBYIO KapTOTEKy, COJEpKAallyl0 CBEIACHHUS O XYI0KECTBEHHOM,
MY3bIKaJIbHOM WJIH JOKYMEHTAIbHOM MPOU3BE/IEHNH, 3aIMCAHHOTO Ha (DOHOJIOKYMEHT;

4) andaBUTHYIO KapTOTEKYy, COJEpKAIlyl0 B al(paBUTHOM MOPSAKE CBEICHHUS O
HAaUMEHOBAHUAX BUCOJIOKYMEHTOB, XPOHOJOTUYECKYIO KAPTOTEKY, COACPKAIYI0 CBEACHUS
0 J1aTe BBIMYCKa BUACOJOKYMEHTA.

248. ApxuB OopraHu3alyy, XpaHSIUHA HAYYHO-TEXHUYECKYIO TOKYMEHTAIIUIO, CO3aeT
CJIEIyIOLIUE BUbI KATAJIOTOB:

1) 0OBEKTHBIN KaTajdor Ha OOBEKTHl KaNHTaJIbHOTO CTPOUTEIHCTBA U OOBEKTHI
KOHCTPYHUPOBAHUS;

2) UIMEHHOM KaTajor B ajahaBUTHOM MOPsIKe GaMUINil aBTOPOB MIPOEKTOB, pa3paboToK,
WU3CJIMM, TEM MCCIICJOBAHUM;

3) reorpadudeckuii KaTaaor Ha 0ObEKTHl IPOSKTUPOBAHUS IO MECTY UX PACIIOJIOKEHUS;

4) andaBUTHBIM KaTalor MO HAUMEHOBAHUAM HAyYHO-TEXHUYECKUX pPa3pabOTOK B
an(aBUTHOM MOPSIKE.



249. K ayamoBU3yalibHOM JOKYMEHTAIIUM COCTABIISIIOTCS yKA3aTeJM K 3ar0JIOBKaM €JTMHMI]
XpaHeHus U (MIu) TOKYMEHTaM.

250. OnncaTenbHasi CTaThsl YKa3aTels COCTOUT U3 MPEAMETHOTO MOHITHS (PyOpUKH) U
MOMCKOBBIX JaHHBIX. [IOMCKOBBIE NaHHBIE yKa3aTelsl K €IMHMUIIAM XPaHEHHs OJHOW OMUCHU
7€)1 JOKYMEHTOB BKJIFOYAIOT MOPSAKOBBIE HOMEpa €IuHULl XpaHeHus. [lonckoBbie naHHBIE
yKazareqisi K €JIMHUIIAM XpPaHEHUs HECKOJIbKUX apXUBHBIX (POHJOB OJIHOrO apxuBa
OpraHu3alliy JONOJHSAIOTCS HOMEpPaMU OMKCEN J1ei, TOKYMEHTOB, ApXUBHBIX (DOHIOB.

251. TemaTuyeckuil yka3areib BKJIIOYAET MOHSATHSA, KOTOPbIE MPEACTABISIOT CO00M
ucropudeckue GhakThl U siBJieHus. HanMeHoBaHus pyOpUK U MOAPYOPUK B HEM MPUBOJATCS B
MMEHUTEIHHOM NaJIEXKeE.

252. IlpeaMeTHBIN yKa3aTellb BKIIOYAET MOHSTHUS, PACIOJIOKEHHbIE B ajl(aBUTHOM
MOPSIJIKE.

OO0t mpeAMEeTHBIN yKa3aTelb BKIOYAET pa3HOPOAHbIC TTOHSITHS.

CnenuanbHblii MPEIMETHBIN yKa3aTedb BKJIOYAET OJHOPOJHBIC MOHATHS (BUIbBI
JOKYMEHTOB, (haMUJIMK aBTOPOB, Ha3BaHUS OpraHU3alUMi, UX CTPYKTYPHBIX MOApPA3ACIICHUH,
HaUMEHOBAHUS OTpacie).

NmMenHoOM yKa3zaTenb cOCTaBIsETCs B ali(haBUTHOM TMOPSAKE U BKIIOYAeT (paMUINH, UMEHA
, OT4eCTBa (Pa3HOUYTEHUS, ICEBAOHUMBI, IPO3BUIIA, KIIMYKH) U OMOrpapuiecKue CIpaBKy.

['eorpaduyeckuii ykazaTeiab COCTaBIACTCS B aJl(aBUTHOM IMOPSAKE M BKIIOYACT
HAaMEHOBAHMS TOCYJapCTB, AAMUHUCTPATUBHO-TEPPUTOPHUAIBHBIX €AUHUL, MOPEU, PEK H
UHBIX reorpaduieckinx 0ObEKTOB.

Oo6oO0maronye MOHATUS WIM aJMUHUCTPATUBHO-TEPPUTOPHUATHHBIE HAUMEHOBAHUS
BHOCSITCS B yKa3aTellb 0€3 MOsSCHEHUS.

253. XpOHOJOTHYECKUN YKa3aTellb COCTOUT U3 PYOPHK, BKIIOYAIOIMINX JaThl
UCTOPUYECKUX COOBITUM, SIBIEHUN M (DAKTOB WM JaThl TOKYMEHTOB, PAaCHOJIOKEHHBIX B
XPOHOJIOTHYECKOM IOPSIAKE.

254. B nOoMCKOBBIX yKa3aTelaX K apXUBHBIM CIPABOYHUKAM CCBUIKU JAIOTCS HA CTPAHUIIBI
WJIM pa3/ielibl CIIPaBOYHUKA, KaTajora.

255. B apxuBe opranusaiuu COCTaBISIOTCS 0030p apXUBHOTO (OHIA U TEMAaTHUECKUI
0030p.

0O0630p BKITIOYAET CUCTEMATU3UPOBAHHBIE CBEJICHUSI O COCTABE U COJIEPIKAHUH OTIEIbHBIX
KOMILJIEKCOB JOKYMEHTOB.

256. O630p apxuBHOTO (POH/A BKIIOYAET CUCTEMATH3UPOBAHHBIE CBEJICHUS O COCTABE U
COJIep >KaHUM IOKYMEHTOB OT/IETILHO B3SITOIO apXUBHOTO (POH/A.

257. Tematndeckuii 0030p BKJIIOYAET CUCTEMATU3UPOBAHHBIE CBEJACHUS O COCTAaBE U
COJIepKaHUU YaCTU JIOKYMEHTOB OJIHOT'O WJIM TPYIIIbl apXUBHBIX ()OHAOB MO ONpeaeeHHON
TEME.

258. O0630p COCTOUT U3 COBOKYITHOCTH aHHOTAIMI OTIEIbHBIX TPYIIN €IUHUIl XPaHEHUS,
JOKYMEHTOB M CIIPABOYHOIO aIlapara.



B aHHOTanum w3naraercs COAEp)KAHUE TPYNIbl €JUHUL XPAHEHUs, JOKYMEHTOB,
YKa3bIBaIOTCS OCHOBHBIE PA3HOBUIHOCTH IOKYMEHTOB, UX aBTOPBI, XPOHOJIOTMUYECKUE PAMKH,
MOJJIMHHOCTh, TOUCKOBBIE JAHHBIE.

B 0030pe apxuBHOTro (hOHJa MOUCKOBBIE AHHBIE COCTOST U3 HOMEPOB OIHUCEH Je,
JOKYMEHTOB, €JIMHUIl XpaHEHWs, JHCTOB EIUWHUIBI XpaHeHHs. B wmexdoHgoBOM
TEMaTHYECKOM 0030p€ MOMCKOBBIE JAHHBIE TOTOIHIIOTCS HOMEpaMH (POHIOB.

B HCA 0030pa BXOAST TUTYJbHBIN JHCT, COAEpPKaHUE (OrJIaBIEHUE), IPEIUCIOBUE,
CIHMCOK COKpAILEHHBIX €J0B, yKa3aTenu. K temaTnueckoMy 0030py COCTaBISIOTCS CIHMCOK
apXUBHBIX (POHIOB, MH(pOPMALUA O KOTOPHIX COAEPKUTCA B 0030pe, u Oubnuorpadus mno
TEME.

B npenucinoBun x 0030py u3naratoTcs CBEIEHHUS MO UCTOpUU (POHI000pa3oBaTens U
HCTOpUU apXuBHOTO (POHJIA, CTPYKTYpe 0030pa, coctay HCA.

259. O0630pbl COCTABIAIOTCS IO CTPYKTYPHOMY, OTpacieBoMy ((yHKIHOHAIBHOMY),
MIPEAMETHO-TEMATUYECKOMY, FeorpauueckoMy, XpOHOJIOTMYECKOMY U MHBIM MPU3HAKAM.

260. MOHTaXHBI! JTUCT KHHO-, BUJCOJOKYMEHTA PACKPBIBAET COACPKAHUE U 3aKPEIUISET
CUCTEMATHU3ALIMIO OTJEIbHBIX TUIAHOB (MOHTAXXHBIX KaJPOB).

MoHTaXHBIN JTUCT KUHO-, BUJICOJJOKYMEHTA MPEACTABISIET COOOM MOKaIPOBOE OMHUCAHKE
3aKOHYEHHOT'O0 KUHONpPOU3BeACHUS ((PuiabMa, CHENHAIbHOTO BBINYCKA, KUHOXXYypHAaja,
TenectokeTa). MOHTaKHBIN JTUCT 00pa3yeTcsl B MPOIIECCEe CO3/IaHUs KUHOMPOU3BEICHUS U
IIOCTYIIA€T B APXUB OPraHU3aLMU B COCTABE TEKCTOBOW CONPOBOJUTEIBLHON JOKYMEHTAMU K
KUHOJOKYMEHTY WJIM BUJICO(POHOTpaMME.

MOHTaXHBII JTUCT KWHO-, BUACOJOKYMEHTA COCTABIIIETCS B apXUBE OpraHM3alud B
Cllydyae €ro OTCYTCTBUS M COCTOMT M3 3arjlaBHbIX HAJIHCEH, ONMHCATENbHBIX CTATed U
UTOTIOBOM 3aITUCH.

261. B 3aryaBHbIX HAANKUCAX YKa3bIBAIOTCS:

1) Ha3BaHME apXUBa;

2) HOMEp MOHTaXHOTO JIMCTa W Ha3BaHHE KUHOJOKYMEHTAa C yKa3aHUEM €ro
XapaKTEPUCTUK (03BYyUMBAHKE, IBETHOCTh, KOJIMYECTBO YacTei);

3) HauMEHOBaHHUE CTYAMH, JlaTa MPOU3BOACTBA KMHOJOKYMEHTA, aBTOPHI (puibMa (
peXHCCEPBI, OIIEPaTOPbl, aBTOPHI CLIEHAPUS).

262. CocTaBneHrue MOHTaXHOTO JINCTA IPOU3BOJUTCS 110 TO3UTHUBY KMHOJIOKYMEHTA IIPU
MIPOCMOTPE €ro Ha 3ByKOMOHTAKHOM CTOJIE C €r0 OJJHOBPEMEHHBIM IO MJIAHOBBIM ONKUCAHUEM

B MOHTa)XHOM JIHCTE KUHO-, BUJCOIOKYMEHTA CBEACHHS YKA3bIBAIOTCS B CIEAYIOMIEH
MOCIIe0BATEIBHOCTH:
1) HOMep TU1aHa 1o MOPAIKY;
2) onpenenenue miaHa (00U, CpeIHUN WIH KPYTTHBIN);
3) MeTpax miaHa (C TOYHOCTHIO 0 OJJHOM JECATON Kaapa);
4) kpaTKoe cofepKaHne N300paKEeHUS IJITaHA KHHOJOKYMEHTA.



B KOHIOC MOHTAXXHOI'O JINCTAa YKA3bIBAIOTCA HJOJIKHOCTD, (1)aMI/IJ'II/I$I COCTaBHUTCIIA
MOHTAXXHOTI'O JIUCTAa U JaTa COCTAaBJICHUA.

ITaparpad 6. ITopanok cocTaBIeHAS aBTOMaTH3HPOBAaHHOTO HayIHO-CIIPABOYHOI'O armapara
apXvBa OpraHu3aIuy

263. ABromatusupoBanHbli HCA apxuBa npeactaBisieT cOO0H KOMIUIEKC 3JIEKTPOHHBIX
CIIPaBOYHUKOB (0a3 JaHHBIX OMUCAHUM JOKYMEHTOB), MpeHa3HauYEHHBIX JJIs1 () (PEKTUBHOTO
MOMCKa apXUBHBIX TJOKYMEHTOB U HHGOPMAIIUU.

264. AsromarusupoBanbiii HCA ympaBieHYeCcKOW MOKyMEHTAIluu Oa3upyercs Ha
MH(QOPMAIITMOHHO-TIOMCKOBOM CHCTEME, CO3/1aBaeMOM B TEKYLIEM JIEJIONPOU3BOACTBE
OpraHu3anuu (3JEKTPOHHBIE PETUCTPALMOHHO-KOHTPOJIbHbIE KAPTOTEKW W 3JIEKTPOHHAs
HOMEHKJIaTypa JAe).

265. Ilosie perucTpallMOHHO-KOHTPOJIBHOW KapTOYKU "HOMEpP Jena Mo HOMEHKJaType"
SBJISIETCS] CBA3YIOIIUM MOMCKOBBIM PEKBU3UTOM MpPH MEPEXOe OT MOUCKa MHPOpMAIIMKU Ha
YPOBHE JOKyMEHTA K TOMCKY Ha YPOBHE JIeTa.

[Ipu HanWMUYMU 3JIEKTPOHHOW HOMEHKJIATYPHI A€ B aBTOMATU3UPOBAHHOM PEKUME
OCYUIECTBIISIIOTCA CIIMUCAaHUE JOKYMEHTOB B JIENIO U U3BJICUYECHHUE TOKYMEHTOB U3 Jela.

OCHOBHBIMU MOUCKOBBIMH PEKBU3UTAMH HOMEHKJIATYPbI JI€ ABJISIOTCS UHACKC JIeNa,
3aroJIoBOK Jieja (ToMa, 4acTh), KOJIMYECTBO /el (TOMOB, 4acTeil), CPOK XpaHEHUsI U MyHKT (
MOAMYHKT) MO TEPEUHIO.

266. Ha ocHOBE 3JIEKTPOHHOW HOMEHKJIATYPHI JI€JI B aBTOMATU3UPOBAHHOM PEKUME
ocyuiecTBigeTcd (OPMHUPOBAHUME OMNMUCEH 1€l MO CPOKAM XpaHEHUs JOKYMEHTOB (
MIOCTOSTHHOT'0, ToroBpeMeHHoro (cBoimie 10 ser), BpeMeHHoro (10 10 J1eT BKIIOYUTEIHHO)
XpaHEHHUs).

267. B 21eKTpOHHON ONHUCH JAEN COAEPKATCSA CIEAYIOIINE PEKBU3UTHI ONHCAHUS
uH(pOopMaIUu Ha YPOBHE Jiefa:

1) nopsiAKOBBI HOMEp 3anucu (HOMEp Jela);

2) UHJICKC Jea;

3) 3aroJIoBOK Jiena;

4) ykazaHue Ha MOJIMHHOCTh (KOIMTUHHOCTB);

5) xpaiiHue gaThl JOKYMEHTOB;

6) KOJINYECTBO JIUCTOB B JIETIE;

7) aHHOTaIMS TOKYMEHTOB.

268. Ha ocHOBE 3JI€KTPOHHBIX PETUCTPAIIMOHHO-KOHTPOJIBHBIX KapTOUYeK (OpMHUpPYETCs
€IMHBIN JIEKTPOHHBIN KaTAJIOT, COIEPKAIIAN ONIMCAHUE HA YPOBHE JIOKYMEHTA WM JETIa.

269. IIpu OTCYTCTBMH B OpPraHHM3alMd aBTOMATU3UPOBAHHOW CUCTEMBbI PETHCTPALlUU
JOKYMEHTOB co3/aeTcss 0a3a JaHHBIX ONUCAHUW Ha YpPOBHE VYIIPaBIECHUYECKOTO,
ayJIMOBU3YAJIbHOTO U HAYYHO-TEXHUYECKOTO JOKYMEHTA (3J€KTPOHHBIN KaTajor).

OCHOBHBIMM PEKBU3UTAMH ONKHCAHUMN B AJIEKTPOHHOM KaTaJlore SIBIISIFOTCA:



1) ungexc, pyopuka, moapyopuka;

2) naTta COOBITHS, MECTO COOBITHS;

3) coneprkaHue;

4) HaMMEHOBaHHUE apXUBHOTO (DOHJIA, HOMEP apXUBHOTO (HOH/IA;

5) HOMep onucH el JOKYMEHTOB;

6) HOMepa Jena, TOKyMEHTa, JIMCTOB.

HaumenoBanue apxuBHOro (oHIa, HOMEP apXUMBHOrO (PoHAA, HOMEP ONHCHU e
JOKYMEHTOB, HOMEp JieJla, HOMEp JHMCTa COJEpKAaT YUYETHBIE XapaKTEPUCTUKU U
TpaHC(HOPMUPYIOTCS U3 YUETHON aBTOMATU3UPOBAHHON CHCTEMBI.

270. ®ynkauu HCA BBITONHSIOTCS ¢ TTOMOIIBIO MPOIEAYP MOUCKAa WHPOpPMAIUH,
MpEeJICTaBICHUS PE3yJIbTATOB MOMCKA JJIsi SKPAHHOTO MPOCMOTpa WM B Bujae (ailioB u
pacrneqatok, GopMUpPOBaHUS TEKCTOB CIIPABOYHUKOB.

KitoueBble ci0Ba, XapakTepu3yrolue 00beKT OMKUCaHUS, BBOAITCS B CUCTEMY B MPOIECCe
OMMCAHMS WIM MOCJE ero 3aBepiieHus. KitoueBble ciioBa 1alT MOJIb30BATEN0 BO3MOKHOCTh
OBICTPOro MOMCKa MH(POPMAIIUU HAa YPOBHE apXUBHOTO (POHJIA, OTIHCH Jiefa, Jiea, TOKYMEHTa.

[Touck nndopManuu Mo NOJHOTEKCTOBBIM 0a3aM JaHHBIX, BKIIOYAIOIIUM MOJHBIE TEKCTHI
MaTepuasioB (apXWBHBIE JTOKYMEHTHI, >KypHallbHbIe CTaThbU, 3aKOHOJATEJIbHBIE aKThI),
npeaycMaTpuBaeT oOpallleHHe TMOJb30BaTeNisl K 3arojJioBKaM pas3feloB JIOKYMEHTa C
MepPexo0M, ITPU HEOOXOTUMOCTH, K COOTBETCTBYIOIIEMY TEKCTY.

[Tonb3oBaTeNO MPEAOCTABISAETCS ONEPATUBHAS BOBMOXKHOCTH TOJYYEHHSI KOITUU TTOJIHOTO
TEKCTa JOKYMEHTA.

[Touck nHPOpMAIIMU MO MOJHOTEKCTOBBIM JOKYMEHTAM MOXET OCYIIECTBISATHCS IO
JNEeCKpUNTOpaM, KOTOphie BBIOMpAIOTCS M3 TMEYaTHBIX BEpPCUU  Te3aypyca,
KJIacCU(DUKAITMOHHBIM MHJIEKCAM HJIM CJIOBaM M3 TEKCTa JJOKyMEHTA.

271. JlokyMeHTBI, IOAJIeKalue nepejgade Ha MOCTOSSHHOE XpaHEHUue, MepefaroTcs B
apxuB BMecTe ¢ aBToMatusupoBaHHbiM HCA.

Hannyue pexkBu3nTOB B CTpyKType 0a3 maHHbIX aBToMaTtuzupoBanHoro HCA u
MpeIcTaBIeHre NHGOPMAIIMH TI0 3TUM PEKBU3UTAM B SJIEKTPOHHOM (opMaTe 00ECIIeUnBaIOT
COBMECTUMOCTh 0a3bl JaHHBIX apXuBa OpraHu3anvu U aBToMaTuzupoBanHHoro HCA
roCyJIapCTBEHHOTO apXHBa.

ITaparpa¢ 7. Ilopsanok HCIIOMHEHNA 3aLIPOCOB IIOJIL30BATEINICH

272. 1o xateropusiM IOCTyIa apXUBHBIE JOKYMEHTHI, B TOM YKCJIE€ SJIEKTPOHHbIE, JACISATCS
Ha OTKPBIThIE U OTPAHUYEHHOT'O TOCTYTIA.

273. ApXuB OpraHM3alny NPEIOCTABIIAET MOJb30BATENIO TOCTYH K OTKPBITHIM apXUBHBIM
nokyMmeHTaMm, a Takke HCA k HuUM.

OTKpBITBIMU SIBJSIIOTCSI BCE apXUBHBIE JJOKYMEHTBI, B TOM YHCJIE€ DJICKTPOHHBIE, IOCTYI K
KOTOpBhIM He orpannueH 3akoHamu PecnyOonuku Kazaxcran "O HanuoHanbHOM apXUBHOM
dbonne u apxumax", "O pgoctyme k umHopmanuu", "O rocyrapcTBEHHBIX CekpeTax',



[IpaBunamMu OTHECEHUS CBEICHUNW K CIyKeOHOW wuHpopManuum OrpaHUYECHHOTO
pacnpocTpaHeHuss U pabOThl C HEW, yTBEP)KICHHBIMU TOCTaHOBJIeHUEM l[IpaBuTenncTBa
Pecnyonuku Kazaxctan ot 24 wurons 2022 roga Ne 429, a Takke B COOTBETCTBHH C
pacropsbkeHueM COOCTBEHHMKA WIIM BJIaJeiIblla apXUBHBIX JOKYMEHTOB, HaXOJSIIUXCS B
YaCTHOW COOCTBEHHOCTH.
274. K apXuBHBIM JOKyMEHTaM OTPAaHMYEHHOI'O JOCTYIA, 3JIEKTPOHHBIM apXUBHBIM

JOKYMEHTAaM OTHOCSITCS:

1) apxvBHBIE JOKYMEHTBHI, AIEKTPOHHBIE APXUBHBIE IOKYMEHTBI, COJIEpKALIUE CBEACHUS,
OTHOCSIIUECS K CITYKeOHON MH(POPMALIMK OTPaHUYEHHOTO PACTIPOCTPAHEHHS;

2) apXHUBHbIE JOKYMEHTBI, 3JEKTPOHHbIE APXUBHBIE HOKYMEHTBI, COIEPKAIINE
MepCoHaIbHbIE JaHHBIC;

3) apXuBHbIE JOKYMEHTHI, AJIEKTPOHHBIE apPXUBHBIE JTOKYMEHTHI, COOCTBEHHUKH WJIU
BJIAJEbIbI KOTOPHIX YCTAHOBUJIM OTPAHUYEHUE JOCTYNA K HUM M UX UCMOJb30BAHUS.

K apxuBHBIM JOKyMEHTaM OTPaHUUYEHHOIO JOCTYyIa, AJIEKTPOHHBIM apXUBHBIM
JOKYMEHTAaM TaKX€ OTHOCITCS JOKYMEHTBI, HaXOJAIIMECS B HEYIOBJIETBOPUTEIHLHOM
(U3UYECKOM COCTOSTHUMU.

JlocTyn moJsib30BaTeNisl K yKa3aHHBIM JOKYMEHTaM, a TaKK€ HMX HCIOJIb30BAHUE
OCYUIECTBIISIOTCA B UCKJIFOUUTENIbHBIX CIyYasiX MO PE30JIOLNHA PYKOBOJAUTENS OpraHU3ALIMH.

275. ApxuB OopraHuzalid HE MOXET OrPaHUYMBATh WU OINPENENATh MOJb30BATEIIO
YCIJIOBHS UCTIOJIB30BaHUS MH(POPMAIINH, MOJTYYEHHON UM B Pe3ysibTaTe CaMOCTOSTEIbHOTO
MIOMCKA WJIA MPEJOCTABICHHON €My B MOPSAKE OKa3aHUs apXMBOM OpraHHU3aluu yCIyT, 3a
UCKJIIOYEHHUEM CIIy4aeB, MpeNycMOTpeHHbIX 3akoHamu PecnyOnuku Kazaxcran "O
HauumonaneHom apxuBHoM Qonae u apxuBax", "O pgoctynme k wuHpopmanuu", "O
rocyJapcTBeHHbIX cekperax", [IpaBunaMu oTHeceHUs CBeJEHUN K CIy>KeOHON nHpopManuu
OTPAaHUYEHHOT'O0 pacHpoCTpaHEHUs] U pabOThl C HEM, YTBEP>KICHHBIMU MOCTAHOBJICHUEM
[IpaButenscTBa Pecriybnuku Kazaxcran ot 24 utons 2022 roga Ne 429 unu oroBopeHHBIX B
JIOTOBOPE apXMBa C MOJIb30BaTEIEM M0 HHPOPMAITMOHHOMY 00CITY>KMBAHUIO.

276. OcHOBHBIMH (hOpMaMH HCTIOTB30BAHMS JOKYMEHTOB apXHBa OPTaHU3AIHH SIBIISIOTCS

1) uaopMupoBaHHE MOJIB30BATENEH IO UX 3alpOCcCaM, a TAKKE€ B MHULUATUBHOM IMOPSIAKE
O HaJIMYUU B apXUBE OPTaHU3aLUU TEX WIM UHBIX JOKYMEHTOB U UX COACPIKAHUU;

2) BblJa4a JOKYMEHTOB /17151 paOOThI B UNTAIBHOM 3aJI€ apXHBa OpraHU3aluu;

3) ucnonb30BaHUE JOKYMEHTOB B CPEJCTBaX MacCOBOM MH(pOpMAIIH;

4) noaroToBKa MH(MOPMALITMOHHBIX MEPONPUATUH (BBICTABOK, KOH(EepEeHIIUH, Tpe3eHTAUI

5) BpIJ1aya JOKYMEHTOB BO BPEMEHHOE I10JIb30BaHNUE.
277. ®opMaMH UCIIOIb30BaHUs JOKYMEHTOB HA JJIEKTPOHHBIX HOCUTENAX, JIIEKTPOHHBIX
JOKYMEHTOB B apXUBE OpraHU3alUU SABJISIOTCA:



uH(pOpMaIIMOHHOE OOecreueHre Mojab30BaTeeii B COOTBETCTBUU C MX 3alpOCaMH, a
TaK)X€ B MHULIMATUBHOM MOPSIKE;

IPEIOCTABIICHUE 3JIEKTPOHHBIX TOKYMEHTOB IOCPEACTBOM JIOKAJIbHOW CETH, IU(PPOBBIX
KaHaJIOB CBSI3M paOOTHUKAM OPTraHU3AlMH, B CTPYKTYpE KOTOPOH ACHCTBYET apXUB;

IPENIOCTaBICHUE JOKYMEHTOB HA AJIEKTPOHHBIX HOCUTENSAX, 3JEKTPOHHBIX TOKYMEHTOB
JUIsl pabOTHI B UMTAJILHOM 3aJIe apXKBa OpraHu3alvu (CrenuaibHo 000pyA0BaHHOM paboueM
MecTe) i1 paOOTHUKOB rOCYIapCTBEHHBIX OPraHoB, CYJI0B, 3aMHTEPECOBAHHBIX OpraHU3aLHi
, TpaXJaH.

278. OCHOBHBIMU JJOKyMEHTaMU apXuBa B paboTe M0 HH(HOPMAIMOHHOMY OOECIICUEHHIO
MOJIb30BATEIIEU SABIISIIOTCS:

1) apxuBHas CpaBKa;

2) apxuBHas KOMus,

3) apXvBHasl BBINKCKA;

4) nHpopMaMOHHOE MUCHMO;

5) TemMaTU4YeCKUi NIepeueHb apXUBHBIX JOKYMEHTOB;

6) TemaTuyeckas moaOOpKa KOMU apXUBHBIX TOKYMEHTOB;

7) TemaTu4ecKui 0030p apXUBHBIX JIOKYMEHTOB.

279. 3anpochl, MOCTYIMAOIINAE B APXUBBI, MOPA3ACISAIOTCS:

1) Ha 3ampockl 0 MpeACTaBICHUN WH(OpPMAIUMU MO ONpeeICHHON MpobiieMe Teme,
CoOBITHIO, (DaKTy (TEeMATHYECKUE 3aIIPOCHI);

2) Ha 3ampochl O NPEACTaBICHUH HMH(OpPMaUHUH, HEOOXOAUMOMN I YCTaHOBJICHUS
POJICTBA, POJICTBEHHBIX CBSI3€H JIBYX WJIM 0OOJIee JIUI, UCTOPUH CEMbH, pojia (TeHeallorHuecKue
3ampochl);

3) Ha 3ampoChl COUUATIBHO-IIPABOBOTO XapaKTepa (3arnpockl O MOATBEPKIAECHUH TPYAOBOTO
CTaXka M pa3mepa 3apabOoTHOI IUIaThl, BO3pacTa, COCTaBE CEMbU, 00pa30BAHUM, HATPAXKICHUH,
MIEPEYUCIIEHUN TTEHCUOHHBIX B3HOCOB M COLMAJBHBIX OTUMCIECHHUH, NPUCBOEHUU YYEHBIX
CTENEeHel M 3BaHUM, HECUACTHBIX CJIydasX, HAXOXJIEHUM Ha M3JICYEHUH, SBaKyallHH,
NPUMEHEHHUI perpecchii, peabuInTauy, ciIy)kObl B BOMHCKHUX YacTIX U (POPMHUPOBAHUSAX,
POXXMUBAHUM B 30HAX DKOJIOTMYECKOTO O€/ICTBUS, MPEeObIBAHUU B MECTAX JIUIICHHS CBOOO/IBI,
aKTax rpaXkJIaHCKOr0 COCTOSTHUA).

280. B 3anpoce ¢u3znueckoro Juia yKa3blBarOTCs €ro (pamuins, uMsi, OTIYECTBO (€CIU OHO
yKa3aHo B  JOKYMEHTE, YJOCTOBEpSIOMIEM JIMYHOCTh), HHIAUBUAYaATbHBIN
UACHTU(PUKAIIMOHHBIN HOMEp (MIPU €ro HAIMYUH), TOUYTOBBIN ajipec pU3NYecKoro Jmua Juoo
HaMMEHOBaHUeE, MOYTOBBIN ajipec, Ou3HeC-UACHTU(PUKALIMOHHBII HOMEP IOPUIUYECKOTO JIUIa
(mpu ero HaJM4MM), JaTa MOAAYM 3aMpoca. 3amnpoc COAEPKHUT yKa3aHUE TEMBbI, BOINPOCA,
XPOHOJIOTUH 3arpammnBaeMoid nHdopmanuu. 3amnpoc B OymMaxHO (GopMe moamnucbiBaeTcs
GU3MYECKUM JIUIIOM WM TPEACTaBUTENEM IOPUIUYECKOro Jnla. B 3IeKTpoHHON —
3aBepsierca DLIII.



281. 3amnpoc, HE OTHOCAIIMICSI K COCTaBy XpaHSIIUXCS B apXUBE OpraHu3alHnu
JIOKYMEHTOB, B TedeHUE 3 pabouyux JHEH C MOMEHTa €ro PerucTpaiiu HampaBISIETCS IO
MPUHAJIC)KHOCTH B TOCYJapCTBEeHHbIN apxuB, ApxuB [Ipesuaenta Pecrybnuku Kazaxcran
WJIM OPTaHMU3alINIo, T/I€ XPAHITCS HEOOXOIUMbIC apXUBHBIE JOKYMEHTHI, C YBEJIOMJIECHHEM 00
3TOM I10Jb30BaTES.

282. Ilpu moctymienun oOpaiieHus (3ampoca) IMOJb30BaTEIsl B apXUB 4Yepes
AJIEKTPOHHYIO TMOYTY WM MH(POPMAIMOHHBIE CUCTEMBbI C yKazaHueM (paMWIIuM, UMEHH,
oTdecTBa (MPU €ro HAJIUYHMH), aapeca DJIEKTPOHHOW MOYTHl M (MJIM) MOYTOBOTO ajapeca
3asIBUTENS U CBEJICHHI, KOTOPhIE HEOOXOAMMO MOATBEPIUTh, €My Ha DJICKTPOHHYIO TOUTY
HaIPaBJISIOTCA PJICKTPOHHOE YBEJOMIICHHE O TIpreMe oOpaleHus (3ampoca) K pacCCMOTPEHHUIO
WM MOTUBUPOBAHHBIM OTKa3 B paccMoTpeHuu. [IpuHsAToe Kk paccMoTpeHuro obOpaiieHue (
3ampoc) UCIOIHSAETCS B COOTBETCTBUU ¢ IIpaBuiiamu oka3zaHusi rOCyJapCTBEHHBIX YCIYT B
o0JlacTl apXMBHOIO JieNla, YTBEPKJACHHBIMU MpPHKa30oM MUHHUCTpa KyJIbTYypbl U CHOpPTa
Pecny6ninku Kaszaxcran ot 29 mas 2020 roga Ne 159.

283. 3ampoc conuagbHO-MPABOBOTO XapaKTepa UCIOIHAETCS apXUBOM 0€3BO3ME3IHO B
COOTBETCTBUM C AJIMUHUCTPATUBHBIM MPOLIETYPHO-TIPOLIECCYaTbHBIM KoJiIekcoM PecmyOmuku
KazaxcTtan u BbIjaeTcs MOJIb30BaTEIsIM B (hOpMeE apXHBHOM CIPAaBKU, apXWBHOW KOMUU U
ApXUBHOU BBIIIUCKH.

284. Ilpu ucnoJHEeHUU MOBTOPHOIO 3aMpoca COLUAIBHO-IIPABOBOTO XapakTepa HIIH
COCTAaBJICHUH 110 MPOCHOE MOJIH30BATENSI APXUBHOM CIPABKHU, aHAJIOTHYHON paHee BbIAAHHOM,
apXHWB OpraHU3alMU MPOBEPSET COOTBETCTBUE CBEJCHUM, BKIIOUCHHBIX B 3TY CIIPABKY, TEM,
KOTOpPbIE UMEIOTCSI B apXUBHBIX IOKYMEHTaxX, U, B ClIyyae OOHApyX EHUS TOTOJHUTEIbHBIX
CBEJICHM, BKJIFOYAET UX B IOBTOPHO BBIJJABAEMYIO aPXUBHYIO CIIPABKY.

285. ApxuBHas clpaBKa W apXHWBHasl BBIMKCKA COCTABIISIIOTCS Ha 00IIeM OJlaHKe C
0003HaYeHNEM HaMMEHOBaHUA JOKyMeHTa "ApxuBHas cripaBka', "ApxuBHas BbIITUCKA".

286. TekcT B apXuBHOU CIIpaBKe MO (OpME COTIIACHO MPHUIIOKEHUIO 45 K HACTOSIIUM
[IpaBunam, naercst B XpOHOJIOTHYECKOM MOCIEA0BATEIbHOCTA COOBITUHN C YKa3aHUEM BUJIOB
apXMBHBIX IOKYMEHTOB M UX JIaT. B apXuBHOI cripaBKe 0MyCKAeTCsl IUTUPOBAHKUE ApXUBHBIX
JOKYMEHTOB.

287. B apXMBHOW CIpaBKE CBEACHHUS BOCIPOU3BOASATCS B COOTBETCTBUU C TEKCTOM
apXMBHBIX JOKYMEHTOB. PacXo/1eHHs, HECOBNAJCHHUS U HETOYHbIE HAa3BaHUS, OTCYTCTBUE
MMEHH, OTYECTBA, HHUIIMAJIOB WM HAJMYUEe OJHOTO U3 HUX OrOBAPUBAIOTCS B TEKCTE CIIPABKU
B ckoOkax ("Tak B mokymente", "Tak B TekcTe opuruHaia").

288. B mpumeyaHUM K apXMBHOW CIPaBKE OTrOBAPHUBAIOTCA OCOOEHHOCTH TEKCTa
opuruHana JJOKyMeHTa (HEepa30OpYMBO HAMHMCAHHBIA, WCIPABICHHBIA aBTOPOM, HE
NOAJAIONIMICA TTPOUTeHUIO BeieacTBue moBpexaeHus) ("Tak B Tekcre opuruHaina", "B
TEKCTE HEepa30opuunBo").



B TekcTe apXMBHOW CIIPaBKU HE JOMYCKAIOTCS U3MEHEHUs, HCIIPABIIEHUsI, KOMMEHTApHH,
COOCTBEHHbIE BBIBO/IbI UCIIOJIHUTENS TIO COJAEPIKAHUIO apXUBHBIX IOKYMEHTOB, HA OCHOBAaHUU
KOTOPBIX COCTaBJIEHA apXMBHAsI CIIPaBKa.

289. B koHIle apXMBHOM CIPAaBKU MPUBOMASTCS apXUBHbIC MIUQPPHI U HOMEpPA JUCTOB
€IUHNL] XPaHECHMUS APXMWBHBIX JOKYMEHTOB, NE€YATHBIC W3JAHUS, MCIIOJIb30BABIIMECS IS
COCTaBJICHHS ApXHWBHOU CHpaBKU. B TEekcTe apXMBHOU CHPABKU JIOMYCKAETCS MPOCTABIICHHE
apXMBHBIX MU(POB U HOMEPOB JIUCTOB €IWHHUI] XPAHEHUS APXUBHBIX JIOKYMEHTOB Cpa3y
MOCJIE U3JI0KEHUS KaXXI0T0 (haKTa WIH COOBITHS.

290. B apxuBHO# cripaBke B OyMaxHO# (hopme, 00beM KOTOPOU MPEBBIIIAET OJMH JIUCT,
JIMCTHI IPOLINBAIOTCS, HYMEPYIOTCS M CKPEIUIAOTCSA I1€4aThi0 OPraHU3aliH.

291. ApxuBHas crnpaBka B OyMaXxHOW (opme MOAMHUCHIBAETCS PYKOBOJICTBOM
OpraHM3allM, UCTIOTHUTENIEM U 3aBepsieTCs eyaThio Opranu3anuu. B anexTpoHHoi popme —
OIII pykoBoauTens opranuzanuu. B coydae HEMOTHOTHI IPEACTABISEMbIX B HEM CBEICHUM,
COCTaBJISICTCS COMPOBOAUTEIBHOE ITMUCHMO C YKa3aHUEM IIPUYMH.

K apxuBHO# cripaBke MpU HEOOXOAMMOCTH MPUIIATAIOTCA KOMTUU apXUBHBIX TOKYMEHTOB
WJIY BBIIIACKYU U3 HUX, MOATBEPKAAOIINE CBEAECHNS, U3JI0)KEHHBIE B ADXUBHOM CIIPABKE.

292. Tlpu OTCYTCTBMHM B apXHMBE OpPraHHU3alMH JTIOKYMEHTOB, HEOOXOAUMBIX IIJIsi
UCIIOJTHEHUs 3ampoca, Ha OJlaHKe MUChMa OpraHM3ally COCTAaBJISETCS OTBET O NMPUYMHAX
OTCYTCTBUS apXUBHBIX JOKYMEHTOB I10 TEME 3aIpoca.

293. B ciyuyae JOKYMEHTAJIbHO TOJITBEPKACHHBIX ()aKTOB yTPAThI ApXUBHBIX TOKYMEHTOB
, COZIEpKaALMX 3apaAINBAEMbIE CBEACHUS, ApXUB OPTaHU3ALUHU BBIAET CIIPABKY 110 JAHHOMY
BONIPOCY MPU HEOOXOAUMOCTH 3aBEPEHHYIO M€UAThIO OPTaHU3aAIUH.

294. B apXxuBHOM BBINIMCKE HA3BAHWE apXUBHOTO JOKYMEHTA, €r0 HOMEpP M Jara
BOCIIPOU3BOJATCS IMOJHOCTHIO. M3BiIEUeHUA U3 TEKCTOB APXMBHBIX JOKYMEHTOB COJEpXKaT
MCUEPIIBIBAIOIINAE JAaHHBIE I10 3alpocy. BhIKMCcKka NTpOU3BOAUTCS TOJNBKO U3 JOKYMEHTA, B
KOTOPOM COJIEP>KUTCS HECKOJIBKO OTJIEbHBIX, HE CBS3aHHBIX MEX]Ly COOON BOMPOCOB.

Havano m koHen kaXgoro M3BJICUEHUS, a TAKKE MPONYCKU B TEKCTE APXUBHOIO
JOKYMEHTA, B TOM YHUCJIE AIEKTPOHHOTO, OTJENBHBIX CJIOB 0003HAYAIOTCSI MHOTOTOUHEM.

B npuMeuaHusIX K TEKCTY apXUBHOW BBIMCKH JENAIOTCS COOTBETCTBYIOIIME OTOBOPKHU O
YacTsAX TEKCTa OpUTMHAJIa, HEpa30OpUYMBO HANMCAHHBIX, HCIPABIECHHBIX aBTOPOM, HE
NOAJAIONIMXCS TPOUYTEHUIO BCIEACTBUE NOBpEXAEHUS TekcTa. OTaenbHbIE ClIOBa H
BBIPAKEHUS OPUTHHAJA, BBI3BIBAIOIIME COMHEHUS B X TOYHOCTH, OTOBAPUBAIOTCS CIIOBAMM —
"Tak B TekcTe opuruHana", "Tak B JokymeHTe".

AyYTEHTHUYHOCTb BBIJJAHHBIX MO 3alpPOCAM APXUBHBIX BBIMIUCOK B OyMaxHOH (opme
YIAOCTOBEPSETCS INMOMIKUCHI0O PYKOBOIMUTENS OPraHM3alMM W II€YaTbI0 OpraHu3alvH, B
anexkTpoHHOM dhopme — DI pykoBoauTesns opraHu3amuu.

295. ApxuBHBIE KOIIMM, U3TOTOBJIEHHBIE ITOCPEICTBOM HMCIOJIB30BAHUS 1€YATAKOIINX
CPEICTB, MEPCOHATBLHOIO KOMITbIOTEpPA, OPOPMIIIOTCS Ha OOIIeM OJIaHKE OpraHU3alluu C
0003HaUE€HHEM HaMMEHOBaHMs AOKyMmeHTa "ApxuBHas konus". [Ipyu U3roToBIEHUU KCEPO-



unu (HOTOKOMHUN JOKYMEHTa B OyMaxkHOW ¢dopme oOmmMi ONaHK oOpraHu3aimuu He
UCIIOJIb3YETCH.

[Tocne TekcTa apXUBHOM KOTIMH WJIM ApXUBHOMW BBITTMCKH YKA3bIBAIOTCS apXUBHBINA MU(p
JIOKYMEHTa U HOMEpa JIMCTOB €WHMI] XpaHEHUs] apXUBHOrO JOKyMmeHTa. Ecnu xonus unu
BBITIACKA 3aHUMAIOT 0OJiee OJHOTO JIMCTA, apXWBHBIA MHUQP yKa3pBaeTCsl Ha 000poTe
KaXXJ0T0 JiucTa. Bee MUCThl apXUBHOM KOMUM WJIM ApXUBHOM BBIMUCKUA B OyMa)kHOU dopme
CKPEIUIAIOTCS, HYMEPYIOTCSI M1 Ha MECTE CKPETICHHS 3aBEPSIOTCS apXUBOM OpraHU3alUu.

B asnextponnoii popme apxuBHas konwus noanuceiBaercs DI pykoBomutens
OpraHU3aIuu.

296. ApxuBHas crnpaBKa, apXUBHAs BBIIIUCKA, apXUBHAsl KOMUS U OTBETHI HA 3alpPOCHI
BBICBUTAIOTCS 110 MOYTE MTPOCTHIMU WIIN 3aKa3HBIMU MTHChMaMHU.

297. ApxuBHasi cripaBKa, apXUBHasl BBINIMCKA U apXWBHAasl KOMUS B CIydae JIUYHOIO
oOparieHus rpaxkJaHruHa WK €ro JOBEPEHHOIO JIMIAa B apXUB OPraHU3allUM BBIAAIOTCA €My
MOJ] PACHUCKYy MpU NPEAbSBICHUU MACIOPTa WM MWHOTO YJIOCTOBEPSIONIErO JOKYMEHTA
JIOBEPEHHOMY JIMILY — MPU MPEAbIBICHUU JOBEPEHHOCTH, OPOPMIIEHHON B COOTBETCTBUU C
I'paxxnanckum koxexkcoM PecnyOnuku Kaszaxcran. Ilomyuarenb apXuMBHOW CIpaBKUA U
aApXWBHOM BBITTMCKHU PACTIHCHIBACTCS HA MX KOMHSIX WK 000POTE COMPOBOIUTEIHLHOTO MTUCHhMa
K HUM, YKa3bIBas JaTy UX MOJTyYCHHUS.

298. JlomycKalTCsi HU3bATHE W3 ApXMBHBIX A€ W BbIJada BJajeibllaM HIH HX
POJICTBEHHHKAM TMOJIMHHBIX JIMYHBIX JOKYMEHTOB O IPa’KJaHCKOM COCTOSIHMH, 00pa30oBaHuUH,
TPYAOBBIX KHMKEK U UHBIX, HE TTOJIYYEHHBIX B CBOE BpEMsI BIAACNIbIIEM JOKYMEHTOB.

[ToanuHHBIE TUYHBIE TOKYMEHTHI BBIAAKOTCS IO PE3OIIOLUNHA PYKOBOJIUTEIIS OpraHu3aluu
3aABUTENAM TIPU MOPEIBSIBICHUM JOKYMEHTa, YJIOCTOBEPSIONIET0 JUYHOCTb, WX
POACTBEHHHUKAM WJIA JOBEPEHHBIM JIMIIAM — HOTapUaJbHO 3aBEPEHHON TOBEPEHHOCTH.
[TopuHHBIE IMUHBIE JOKYMEHTBI HAMIPABIISIOTCS 3asBUTENIO 3aKa3HBIM ITUCHMOM.

299. Ha MecTO U3BATOr0 JOKYMEHTA B JIEJIO BKJIAJBIBAECTCS KOIHUS U3BSITOTO IOKYMEHTA.
N3bsTHe apXUMBHBIX JOKYMEHTOB, a TaKXe HX 3aMEHa Ha KOMUU OTpPaxarTcs B
JUCTax-3aBEPUTENSIX JIe]l, OMUCAX JeJI, TOKYMEHTOB.

300. Bo3Bpaiienue apxuBHBIX JOKYMEHTOB O0(QOpMIIsieTCs akTOM 00 U3BSATUU U3 e
YKa3aHHBIX JOKYMEHTOB. AKT U UHbIE JOKYMEHTBI, HA OCHOBAHMHM KOTOPBIX MPOHU3BEIICHO
BO3BpAIllCHUE ApXUBHBIX JOKYMEHTOB, M paclucKka JIMIA, MOJYYHUBUIEr0 HUX Ha PYKH,
BKJIFOYAIOTCS B JIEJIO apXUBHOTO (POH[A.

ITaparpa¢ 8. ITopanok BeIgadM e, JOKYMEHTOB B YHTAIBHEIA 3aJI M BpDEMEHHOE IOJIE30BaHAE

301. B uensix co3gaHusi yCIOBHM ajisi pabOTHI MOJIb30BATENEH B apXUBE OpraHu3aluu
CO3/Ia€TCA YUTAIBbHBINA 31 (MPOCMOTPOBBIN 3all, KOMIBIOTEPHBIN 3all, MOMEIIECHUE s
IpoCIyImuBaHusl (OHOJIOKYMEHTOB), 00OpYAOBaHHBIM COOTBETCTBYIOLUIUMHU TEXHUUECKUMU
cpeactBaMu s pabOThl ¢ MHKPOKONHUSMH, JJICKTPOHHBIMH, ayJAHOBH3yalIbHBIMH U
HAy4YHO-TEXHUYECKUMU JOKYMEHTAMM.



Pacrniopsiiok paGoThl YUTAILHOTO 3aJ1a YCTAHABIMBAET PYKOBOIUTENb OpraHU3aIiy.

[Ipu oTCyTCTBUM B apXMBE€ OpPraHM3alMH CIELHATbHO BBIJIEIEHHOTO MOMEIICHUS
YUTAJIBHOTO 3ajia paboTa moJjib30BaTeNleld ¢ JOKYMEHTAMH, B TOM YHCJIE€ 3JIEKTPOHHBIMH,
IPOU3BOJUTCA B pabOUMX KOMHATaX apXMBa OpPraHU3alUU UK CITYKObI JJOKYMEHTAIIMOHHOTO
oOecrniedeHus ynpaBiIeHHs MO KOHTPOJIEM COTPYAHHUKA apXUBa OpraHU3allny.

302. ITonb30BaTeNM AOMYCKAIOTCS B YUTAJIBHBIN 3aJ1 HA OCHOBAHUH JIMYHOTO 3asBJICHHUS.
[Tonb3oBaTenu, BEAyIME HAYYHYIO padOTy B COOTBETCTBHHM C TUIAHOM HAayYHBIX OpraHU3ALMM
WIN BBINOJIHSIOUIME CIYyKeOHbIE 3aJaHusi, NPEACTaBISIOT MUCHhMO HaINpaBHUBIIEH uX
opranuzanuu. PabOTHUKM OpraHU3alMK IOMYCKAIOTCS B YUTAIBHBIA 3aJ1 110 MPEIbIBICHUU
ci1y>ke0HOTro yoctoBepeHus. PaboTHHKaM opraHu3aliii apXUBHbIE TOKYMEHTHI BbIIAlOTCA B
pabouue NOMEIleHUs ISl UICTIOJIb30BAHMS B CIIYKEOHBIX LIEJISX.

B nuuHOM 3asBI€HUM WM THUChbME YKa3bIBAIOTCS (paMHIIUs, UMsI, OTYECTBO MOJIB30BATENS,
JTOJDKHOCTh, HAyYHOE 3BaHHME, ydeHas CTEleHb, TeéMa U XPOHOJOTHYECKHE pPaMKHU
UCCJIEI0BAHMS.

Jlomyck Ha paboOTy B YMTAJILHOM 3ajie JaeT PyKOBOJAUTENb OpraHU3aIMi Ha HEOOXOIUMBIi
MOJIB30BATEINIO CPOK, HO He Ooiiee, yeM Ha 1 roj co JHs 0pOopMIIEHUS.

303. ApxuB opraHu3allid MPEIOCTaBJISET IMOJb30BATEIAM JIJIsI MCIIOJb30BAHUS B
YUTAIBHOM 3aJI€ OTKPBITHIE JOKYMEHTBI, YUTEHHBIE U MPOIIEAIINE HAYYHO-TEXHUYECKYIO
00paboTKy, MMEIOLIME CIPAaBOYHUKU M HUHBIE TOMCKOBBIE cpeacTBa. HeyureHHble U
HeoOpabOoTaHHbIE TOKYMEHTHI MOJB30BATEISAM ISl pa0OThl B YUTAIHHOM 3aJie HE BBIIAIOTCS.

304. JlocTynn 1 mpenoCTaBICHUE OIUCEN JEN, IJIEKTPOHHBIX TOKYMEHTOB COTPYIHHUKAM
OpraHu3alnuu U s paboThl B YUTAJIBHOM 3alie apxuBa (CHeNHaIbHO 000pPYTOBAaHHOM
paboueM MmecTe) pabOTHUKAM TOCYJAapCTBEHHBIX OPraHOB, CYJOB, 3aWHTEPECOBAHHBIX
OpraHM3alMii, IpaX1aH OCYLIECTBIISIETCS MOCPEACTBOM JIOKAIbHOM ceTH, HU(PPOBHIX KAaHAJIOB
cBs3u, IC DA.

JIns ynaneHHOro JOCTyla K OMMCSAM JIeJI M 3JEKTPOHHBIM JOKYMEHTaM (Jesam)
pykoBoauTeneM apxuBa Bbigaercs gonyck B MMC DA monp3oBarento Ha OCHOBAHWUU €TO
aBTopu3anuu u 3asBieHus B IC DA.

305. [Ipu pabGoTax ¢ 3JEKTPOHHBIMH HOCUTEISIMU HE JOMYCKAETCS KacaHWe pyKaMu
pabounx MOBEPXHOCTEN ANEKTPOHHBIX Hocuteneu. [lpu ouncTtke u pydyHoil oOpadOTKe
AJIEKTPOHHBIX HOCHUTEINICH ciiefyeT OpaTh TOJBKO B MEpYATKax 3a KPOMKHU WMIIM 3alUTHBIN
KOpIyC.

[Ipu 06paboTKe ONMTUYECKUX AUCKOB HEOOXOIMMO, YTOOBI MEPUYATKHU, MPOTUPOUHBIN
Marepuani, caleTku o0ianand yCTOMYUBOCThIO K BO3JEHCTBHUIO MMPUMEHAEMbBIX YUCTSIINX
BemecTB. Haumbonee mnoaxoAsuiuM MaTepuajioM [ TMEpyYaTOK SABISETCA XJIOMOK.
JlomyckaeTrcst Takke UCIOb30BaTh HEMIACTU(PUIIMPOBAHHBIN MOJIUATUIIEH, PTOPCOAEpKAIIIHE
nonumepsl 1 Jatekc. CocTtaB MaTepuaa nepyaTok 0e3 KpacuTemnen.



306. IIpu BbIOaue NOKYMEHTOB Ha AJIEKTPOHHBIX HOCUTENAX W3 XpaHWJIMIIA
OCYILIECTBJISICTCSI TPOBEPKA LIEJIOCTHOCTH BCEX OOBEKTOB XpaHEHMS, COCTABISIOLIUX
BBIJIABAEMBIN IOKYMEHT.

307. OTka3 Ui OTCpOUYKa B BbIJaue JIOKYMEHTOB (Ji€1), B TOM YHCIIE€ JIEKTPOHHBIX,
OCYULIECTBIISIIOTCA B CIIy4dasX:

1) ux mIoxoro (pU3NYECKOro COCTOSIHUS;

2) orpaHMYEHUI Ha UCIOJb30BaHUE, YCTaHOBIECHHBIX 3akoHamMu PecniyOnuku Kazaxcran "
O HamnuonanbHoMm apxuBHOM ¢ouae u apxuBax", "O mocryme k urdbopmanuun", "O
rocyJapcTBeHHbIX cekperax"”, [IpaBunamu oTHeceHUs CBEAEHUM K cykeOHO nHpopmanuu
OTPaHUYEHHOT'O PACTIPOCTPAHEHUS] U PabOTHl C HEW, YTBEPKACHHBIMU TOCTAaHOBJICHUEM
[IpaButensctBa PecnyOnuku Kazaxctan ot 24 wuwoHs 2022 roma Ne 429 wunwm
dhonmoo0pazoBaTeIeM;

3) UCHONB30BaHUSI TOKYMEHTOB paOOTHUKAMM apXUBa OPraHU3ALUU JJIsl BBIIIOJHEHUS
CITY>K€OHBIX 3aJIaHUI;

4) BbIAAYM JOKYMEHTOB BO BPEMEHHOE IOJIb30BAHUE WJIM WHOMY I0Jb30BATENIO B
YUTAJIBHOM 3aJIE.

OTtka3 apxuBa OpraHu3aluy B IIPEAOCTABIEHNN JOKYMEHTOB, B TOM YUCJIE 3JIEKTPOHHBIX,
BBIJIA€TCS] B TUCBbMEHHOM (hopMe ¢ yKa3aHUEeM MPUYUH OTKa3a.

308. Tlo 3aka3am moJb30BaTeNEed, C YUETOM TEXHHUUYECKHX BO3MOXKHOCTEH apxuBa
OpraHM3alK U3rOTABIIMBAIOTCS KOIIUU apXMBHBIX JOKYMEHTOB (KCEPOKONHMH, MUKPOKOIINH,
¢boTOOTHEYATKH, KHHOKOIHH, BHICOKOMUHU, KOMUN (POHOJOKYMEHTOB, a Tak)Ke KONMUHU Ha
AJIEKTPOHHBIX HOCUTEJIAX).

He mnpowns3BoauTCs KONMpPOBAaHHME AapXUBHBIX JIOKYMEHTOB, HaXOISIIUXCA B
HEYJIOBJIETBOPUTEIHHOM (PU3HMUECKOM COCTOSIHUU.

KonupoBanue apXvBHBIX JOKYMEHTOB OrPaHUYEHHOTO JOCTyIa (CEKPETHBIX HU
coJiepKaluX KOHPUACHINAIbHYIO0 HH(POPMALIHIO) TPOU3BOIUTCS B OPSAIAKE, YCTAHOBIEHHOM
[IpaBunamMu OTHECEHUsS CBEIEHUNW K CIy>KeOHOW wuHpopMauuum OrpaHUYEHHOTO
pacnpocTpaHeHUs U pabOThl ¢ HEHl, yTBEPXKIEHHBIMHU MOcTaHOBJIeHHEM [IpaBuTenbcTBa
Pecniyonuku Kazaxcran ot 24 utons 2022 roga Ne 429,

309. ITopsa0K BBINOJHEHUS 3aKa30B HA KOIMPOBAHUE, B TOM YUCIIE 00BbEMBI KOITUPOBAHUS
apXUBHBIX JOKYMEHTOB, HEOIyOJIMKOBaHHBIX OINMUCEN A€, TOKYMEHTOB, MHBIX apXHUBHBIX
CIPABOYHO-TIOMCKOBBIX CPEJCTB U 0a3 TaHHBIX, CTOUMOCTb U3TOTOBJIEHUS KONUN U MOPSAI0K
pacyeToB 3a UX U3TOTOBIIEHUE ONPENEISAIOTCS PYKOBOJICTBOM OPraHU3aliy.

310. Ha xonuu apXuBHOIO JOKYMEHTA, U3TOTOBJIEHHOM MO 3aKa3y MOJIb30BATEIIS, apXUB
yKa3bIBaeT apXUBHBIN MH(p U HOMEpa JUCTOB €MHUIIBI XPaHEHHsI apXUBHOTO JOKYMEHTA.

VY4er 3aka30B Ha KOIMPOBAHUE BEAETCS B OyMa)KHOM WUIIN 3JIEKTPOHHOU (hopme.

311. B yuTanbHeli 3a1 1eia, JOKYMEHTHI M3 XPAHWIMIIA BBIJAIOTCA HA OCHOBAHUU
3aIl0JIHEHHOT O OJIaHKa 3aKa3a Ha Bbljauy JOKYMEHTOB U YUUTHIBAIOTCS B KHUIE BblAAuu JIEN
13 XpaHWINILA COTJIACHO npuioxkenus 20, 22 xk Hacrosammm I IpaBunam.



312. Kaxaoe BblJJaBaeMOE€ M3 apXHWBOXPAaHWJIMINA B YATAIBHBIM 371 J1€J10, JOKYMEHT
HMMEIOT JIUCT UCIIOJIb30BAHUS JIeJia.

313. Jlena, MOKyMEHTHI BBIIAIOTCS BO BPEMEHHOE MOJIb30BAHUE CTPYKTYPHBIM
nojipa3eJeHUsIM OpraHU3allud Ha CpoK, He mpeBblmaromuii 20 nHed. Bwimaua nen,
JIOKYMEHTOB BO BPEMEHHOE MOJIb30BAHUE UHBIM OPTaHU3aIMAM 110 UX MUCbMEHHOMY 3aIlpoCy
opopmisieTcsl MO aKTy BBIJAYM JIe], JOKYMEHTOB BO BPEMEHHOE IMOJb30BaHHE. AKT
COCTaBIISIETCSL B ABYX IK3EMILUISIpaX, OJJMH U3 KOTOPBIX MepeaaeTcs Moayyarelio, a BTOpon
OCTaeTcsl B apXHWBE OpraHu3alMu. AKT HOANUCHIBAETCA PYKOBOJIMTEISIMU OpraHU3allUH,
nepearolie TOKYMEHThI, U OpraHu3aluu-110TydaTess, CKPEeIUIsIeTCs eUaTsMU OpraHu3aluii

Brigaua pgen, JOKYMEHTOB BO BPEMEHHOE MOJb30BAaHUE JIPYTUM OpraHu3alusiM

OCYILIECTBIISIETCSI HA CPOK HE 00Jiee TPEeX MECSIIEB.

314. Ilpu BbIIAYE A€, TOKYMEHTOB BO BPEMEHHOE MOJIb30BAHUE KAXK]I0€ JEI0 3aHOCUTCS
B KHUTY BbIJJauM JIe]l U3 XPAHWIIMINA, a HA MECTO BBIJJAaBAEMOTO JieJia TOMEIIAETCs OTeIbHas
U1 KaXJOro Jiejla KapTa-3aMecTuTeNb. KapThl-3aMeCTUTENU XpaHITCS B apXUBE
OpraHu3alu 10 MUHOBaHUS HagoOHOCTH. COCTOsSIHUE BO3BpAIla€MbIX JI€Nl MPOBEPSETCS B
MIPUCYTCTBUH JIUIIA, BO3BPAIIAIOIIETO JEJO.

315. Kaxxnoe Bpl1aBaeMoe U3 apXUBOXPAHWIMIIA JJIsI BDEMEHHOTO UCIIOJIb30BaHuUs JIENIO,
JOKYMEHT UMEIOT JIUCT UCIIOIb30BaHus Jea.

ITaparpad 9. ITopanok HCMOIB30BaHUA JOKYMEHTOB B CPEACTBaX MaccoBOH HH(pOpMaImm

316. ApxuB OpraHu3zalyMyd OPraHU3yeT HCIOJIb30BAaHUE JOKYMEHTOB IIPU MOJATOTOBKE
MH(GOPMALIMOHHBIX MEPOIPHATHH, BRICTABOK, B CPEICTBAX MAacCOBOM MHGOpMAIIUH, a TaKXKe
uX MyOJUKaIUIO.

317. CoBMECTHO €O CpeCTBAMH MacCOBOWM MH(OpPMALIMU apXUB OPTaHU3ALUU ONPEEISIET
TEMaTuKy, 00b€M U CPOKH MOJATOTOBKHM JIOKYMEHTOB, TEMAaTHKa U CPOKH YTBEPKAAIOTCS
PYKOBOAMTENEM oOpranuzauuv. B »sk3eMmisipax crtatedd W HWHBIX (QopMm medaTu,
MOJIFOTOBJICHHBIX U1 CPEICTB MAacCOBOW MH(OPMaLIMH, OCTAIOLINXCS B apXUBE OpraHU3aluy,
YKa3bIBAIOTCS MTOMCKOBBIE JAHHBIE UCIIOJIb30BAHHBIX JOKYMEHTOB, a TAKKE /1aTa U MECTO HUX
1y OJIMKaIUH.

ITaparpad 10. ITopsanox yHHITOKESHAA 3MEKTPOHHBIX JIeJI BPEMEHHOTO CPOKa XpaHSHHUS H
nepeiaqy 3JIeKTPOHHEIX JJOKYMEHTOB, 3JICKTPOHHLIX Jie]I Ha IOCTOSIHHOE XpaHeHHE B
rOCyAapCTBEHHEIN apXuB

318. Ilo nucreyeHnn CpoKa BPEMEHHOI'O XPaHEHHUS JTOKYMEHTOB Ha JJIEKTPOHHBIX
HOCHUTENAX, IJIEKTPOHHBIX JOKYMEHTOB B ApXMBE OPraHHU3alllyd IPOBOJIUTCS SKCIEPTHU3A
LIEHHOCTU B LEJISIX BKJIIOUEHUS UX B CBOJHBIE ONMHUCH (TOJOBBIE pa3/ieiibl CBOJHBIX OIHUCEN)
ANEKTPOHHBIX A€ MOCTOSHHOI'O XPaHEHUS WJIM B AKThl O BBIJCICHUH K YHHUYTOKECHHIO
AJIEKTPOHHBIX JOKYMEHTOB (J1€]1), HE MOAJIEXKAIUX XPAHEHUIO.



319. JIokyMeHThI Ha 3JEKTPOHHBIX HOCHUTEINAX, 3JIEKTPOHHBIE TOKYMEHTHI (1ema)
BKJTIOYAIOTCS B aKT O BBIJICJICHUU K YHUUYTOXKECHUIO IOKYMEHTOB Ha 3JIEKTPOHHBIX HOCUTEISX,
ANEKTPOHHBIX TOKYMEHTOB (J€]1), €CJIM YCTAaHOBJICHHBIN CPOK UX XPAHEHUS UCTEK K | sHBaps
roja, B KOTOPOM COCTaBJI€H aKT. AKT O BBIJCJICHHH K YHUUYTOXEHHUIO JOKYMEHTOB Ha
AJEKTPOHHBIX HOCUTEIISIX, SJIEKTPOHHBIX TOKYMEHTOB (11€J1), HE MOJIeKAIINX XPaHECHHUIO,
cocTaBisieTca mo ¢GopMe CcorylacHO mnpuwioxeHuto 15 k Hactosiuum [lpaBunawm,
paccmarpuBaerca Ha 3aceganum  OJK opranuzanmu, cornacoBeiBaeTcs ¢ OIIK
pecnyOIuKaHCKOTO TOCYIapCTBEHHOTO apxuBa, ApxuBa [Ipesunenta Pecrryonuku KazaxcraH,
MMUO u 3aTteM yTBepkKIaeTCs PYKOBOIUTEIEM OpraHU3allUM OJHOBPEMEHHO CO CBOIHBIMU
onucsMu (FOJOBBIMM pa3/ielaMUd CBOJHBIX OMNHUCEH) 3JEKTPOHHBIX € MOCTOSHHOTO,
BpeMeHHOro (cBbIie 10 jeT) XpaHeHUsI, B TOM YHCJIC 110 JUYHOMY COCTaBY.

320. AKT, cOCTaBJI€HHbIN B OpraHU3alUH, SIBJISIONICICS UCTOYHUKOM KOMILJIEKTOBAHMS
rOCyJapCTBEHHOIO apXHMBa, YTBEPKIAECTCA PYKOBOAUTEIEM OpTraHU3alUMU TOCIE
COTJIACOBAHUSI C COOTBETCTBYIOIIUM TOCYJAapCTBEHHBIM apXWBOM WJIA YHOJHOMOYEHHBIM
OpraHOM CBOJIHBIX OIHCEH (TOJOBBIX pPa3/IENIOB CBOJHBIX OIKCEH) DJIEKTPOHHBIX e
MMOCTOSSHHOTO XPaHEHMSs, COIJIaCOBAHUSI CBOJHBIX OMHUCEH (TOIOBBIX Pa3/eIOB CBOJHBIX
OMUCEN) AIEKTPOHHBIX JI€NI MO JUYHOMY COCTaBy M aKTa O BBIJCICHHH K YHUUYTOXEHHIO
JOKYMEHTOB B 3JIEKTPOHHOM BuAE ¢ otmeTkon "OIIK".

321. AKT, COCTaBJIEHHBII B OPraHU3AINU, HE SBIISIIOLIEHCS UICTOYHUKOM KOMIUJIEKTOBAHUS
rOCyJapCTBEHHOIO apXHWBa, YTBEPKIAECTCA PYKOBOAUTEIEM OpPTraHU3alUMU TOCIE
yTBepxkaeHuss DK Bolecrosied opranu3anuu (Ipu HaJIUYUU) CBOJHBIX OMHCEN (TOTOBBIX
pa3lieNoB CBOJIHBIX OMMCEHN) AIEKTPOHHBIX €] MOCTOSIHHOTO XPaHEHUs M COTJacOBaHUS
CBOJIHBIX OMHUCEHN (TOJOBBIX Pa3/IeIOB CBOJHBIX OMHUCEN) AJIEKTPOHHBIX JIEJI MO JIUYHOMY
COCTaBY M aKTa O BBIJCIICHUU K YHUUTOXKEHHIO JTOKYMEHTOB Ha 3JICKTPOHHBIX HOCUTEIAX,
AIEKTPOHHBIX TOKYMEHTOB (j1e1) ¢ oTMeTkoi "IIIK" mo cornacoBaHuio ¢ COOTBETCTBYIOIIUM
roCyJIapCTBEHHBIM apXHUBOM.

322. JIOKyMEHTHI Ha 3JIEKTPOHHBIX HOCHUTENSAX, DJIEKTPOHHBIE JTOKYMEHTHI (1efa) ¢
HUCTEKIIMMHU CPOKaMHM XpaHEHHUsI YHUUTOXXAIOTCS TOJIBKO IIOCJE COTJIaCOBaHMUS C
YIOJHOMOYEHHBIM OpranoM wii MO u yTBepKIeHUSI pyKOBOJUTENIEM OpraHU3aliy aKTa o
BBIJICICHUM K YHHYTOXKEHHUIO JOKYMEHTOB Ha JJIEKTPOHHBIX HOCHUTENAX, 3JIEKTPOHHBIX
JOKYMEHTOB (J1eJ1), HE TIOJIISKAIIUX XPAHEHHUIO.

323. Ilpu yHUUYTOXEHUU JOKYMEHTOB Ha SJIEKTPOHHBIX HOCHUTENSAX, JIEKTPOHHBIX
JOKYMEHTOB (Z1€J1) U3 apXMBa OpraHU3allMy U3bIMAIOTCA BCE UX IK3EMILIAPHI. DIEKTPOHHBIE
JOKYMEHTHI (JIeJ1a) TOJJIeKaT YHUUTOKECHHUIO. DJIEKTPOHHBIE HOCHUTENIW, MPUTOAHBIE K
MOBTOPHOMW IKCIUTyaTalliy, MOCe CTUPAHMsI 3alTMCAaHHON Ha HUX WHGOPMAIUU MOTYT OBITh
UCIIONIb30BaHbl ISl TOBTOPHOM 3amucu uHoOpManuu. ODIEKTPOHHbIE HOCHUTENH,
HENPUTOJIHBIE K HCHOJb30BAHUIO, CIHUCHIBAIOTCS W YHUUYTOXKAKOTCSI B MOPSJIKE,
YCTAHOBIIECHHOM HacTosimuMu [IpaBunamu. B ydeTHBIX JOKyMEHTax apXuBa OpraHU3alUuu
JieJ1aeTcsa OTMETKA 00 UX CIIMCAHUU.



324. Tlpu HanmU4YUK B AJIEKTPOHHBIX JIOKYMEHTax WHGOPMAIINH, paclipoCTpaHEeHUE U (MITH)
MpPEIOCTABJIEHUE KOTOPOM OrpaHUUYEHO, NPUMEHSIOTCA CIEAYIOUMe CHocoObl €€
YHUUYTOKECHUSA:

BO3JICHICTBUE HA MOBEPXHOCTh DSJICKTPOHHOTO HOCHUTENISI MarHUTHBIM TojieM (
pa3MarHu4MBaHuUE);

MEXaHMYECKOE YHHUYTOXKEHHE SJIEKTPOHHOTO HOCHUTENs BMecTe ¢ MH(opmarumen (
M3MeIbYEHUE, pacIUIaBICHUE, HCIOJIb30BaHWE XMMHUKATOB). st oOecnedeHus MOJHOU
nH(pOpMAITMOHHOM 06€30MaCHOCTH JaHHBIN CIIOCO0 SBISETCS MPEANTOYTHTEIHHBIM.

325. CoctaB METalaHHBIX JUJIsl 3JIEKTPOHHOIO JOKYMEHTA, MPEJICTABISIOMEro coOon
aApPXUBHYIO KOMHIO HH(HOPMAIIMOHHOTO PECYpca, TOMOJHUTEIHLHO BKIIOYAET B CeO:

HaMMEHOBaHKE MH(OPMAIMOHHOTO pecypca; TUIl MH()OPMAITMOHHOTO Pecypca;

KpaiHue AaThl SKCILTyaTalui HHPOPMAIMOHHOTO pecypca;

JAHHBIE O perucTpauu MH(POpMalMOHHOTO pecypca B ['ocymapcTBEHHOM peructpe
MH(}OPMAIMOHHBIX PECYPCOB;

WHTEpPHET-aJpec pasMenieHus nHGOpMalMoOHHOTo pecypea (st UHPOPMAITHOHHOTO
pecypca, pa3MEelIeHHOT0 B TII00aIbHOM KOMITbIOTEpHOU ceTu HTepHeT);

CBEJIEHUSI O COOCTBEHHUKE HH(POPMAIIMOHHOTO pPecypca;

CBEJICHUS O BIaJieNble HH(OPMAIIMOHHOTO pecypca.

326. Ilepenada 31EKTPOHHBIX JOKYMEHTOB B COCTaBE JJEKTPOHHBIX JI€J B
rOCyJJapCTBEHHBIN apXUB OCYILECTBIISIETCS paOOTHUKOM OpraHU3allid, OTBETCTBEHHBIM 3a
BEJIOMCTBEHHBII apXHB, 1 00ECIIEYNBACTCS CPECTBAMH JIEKTPOHHOTO JOKYMEHTO000pOTa U
NC DA.

DNeKTpOHHbIE JOKYMEHTHI (€J1a) B TOCYIapCTBEHHBIA apXUB MEPEAatOTCa BMECTE C HX
METa/IaHHBIMH.

[lepenaya 3JIEKTPOHHBIX 1€ MOCTOSHHOTO XPAaHEHUS MPOU3BOAUTCSA MO OMHUCIM
AJIEKTPOHHBIX J€Jl TMOCTOSIHHOTO XPaHEHUs OpraHu3aludd, a B Cilydae JIUKBUAALHNU
Oopra”u3aiuu BpeMeHHOTO (cBbiie 10 jeT) XpaHEHHS — IO OMHUCAM DJIEKTPOHHBIX HEI
BpeMeHHOTO0 (cBhImIe 10 J1eT) XpaHeHUs, COCTABIICHHBIM 1O (pOpME COTIaCHO MPUIOKEHHUIO 13
Kk HactosiuuM [IpaBuiiam, B COOTBETCTBUM C T'padUKOM IpuUeMa 3JIEKTPOHHBIX JeJ B
rOCyIapCTBEHHBIN APXUB.

Onuce 2IEKTPOHHBIX AEN OpraHu3aluu yTBepxkaaercs myrem npoctasieHus LI ¢
MPUMEHEHUEM KJF0Ua PYKOBOJIUTENSI OPTaHU3aLUU.

327. Ilepenada 37IE€KTPOHHBIX JTOKYMEHTOB (JI€J1) Ha TOCYJapCTBEHHOE XpaHEHHE
OCYILECTBJISIETCS M0 UU(PPOBBIM KaHajlaM CBSI3M B COOTBETCTBUHU C PErIaMEHTUPYIOLUIUM
JOKYMEHTOM MH(GOPMAITMOHHOTO B3aMMOJICHCTBHS MEXAY MHPOPMAIIMOHHBIMU CHCTEMaMHU
apXyBa OpPraHU3allly U TOCYIAPCTBEHHOTO apXUBa MPU €ro HAIMYHH.

DJeKTpOHHBIE JOKYMEHTHI (Jef1a) epeatoTcsl Ha rocyJapCTBEHHOE XpaHeHue B (popmare
xpanenus PDF/A-1.



328. B cocTaB 3J€KTPOHHOTIO Jieja BKJIIOUAIOTCS METaJaHHbIC HAa KaKIAbIM 3JIEKTPOHHBIN
JOKYMEHT.

329. DnekTpoHHbIE Jea Ipyu NOJITOTOBKE K Nepeaade ¢ OpraHu3alliu B roCy1apCTBEHHBII
apxuB (GOPMUPYIOTCS TaKUM 00pa3oM, 4YTOObI METaJaHHbIE KaXKJOT0 SJIEKTPOHHOTO
JOKyMEeHTa (KpoMe€ NEPBOI0) COJAEPKadu KOHTPOJIbHBIE XapaKTEPUCTUKHU MPEIbIAYyIIETO
ANIEKTPOHHOTO JOKYMEHTA U €r0 METaJIaHHbIX (OJHOHAIPABICHHBIN CBSI3HBIN CIHUCOK).

330. Ilepenaya u mpueM IEKTPOHHBIX AEJI OCYIIECTBIISIIOTCS MO HU(PPOBBIM KaHAIAM
CBSI3W WJIM Ha DJIEKTPOHHBIX HOCUTENAX B COCTaBe MH(POPMAIIMOHHOTO Makera, ¢opmar
KOTOPOTO ONpEeJeNsaeTcs B COOTBETCTBUU C PErJaMEHTUPYIOUIUM JIOKYMEHTOM
MH(GOPMALIMOHHOTO B3aUMOJICHCTBUS MEXKIY CUCTEMOM 3JIEKTPOHHOTO JOKYMEHTO000pOTa U
MH(OPMAIMOHHOW CUCTEMOM apXMBa OpraHu3alii U roCyJapCTBEHHOTO apXHUBa.

B onucsax 31eKTpOHHBIX J€d MOCTOSSHHOTO U BpeMeHHOTro (cBhiiie 10 jeT) xpaHeHus
JOTIOJIHUTENIBHO YKA3bIBAKOTCS:

CBeJeHHS O paOOTHUKE OpraHu3aluM, NEepeaarollleM >JIEKTPOHHBbIE Jella B
rocyJapCTBEHHBINA apXuB (HAUMEHOBAHHE JTOJKHOCTH, MHUITHAIIBI, (paMUIIHs);

CBEJIEHUs1 0 PaOOTHUKE TOCYIapCTBEHHOI'O apXUBa, IPUHUMAIOLEM 3JIEKTPOHHBIE Jiea B
apXWB OpraHu3alui (HAMMEHOBAHUE JIOJDKHOCTH, HHUITHAIIBI, (haMUITHS).

331. UndopmanmoHHbIA MaKeT COAEPKHUT CIEAYIOLIMEe METaJaHHble Ha ypOBHE
ANIEKTPOHHOTO JIEJIa:

MOPSIAKOBBIA HOMEP 3JIEKTPOHHOTO J€EJIa B OMKMCH JIEKTPOHHBIX €] OpraHu3aluu;

UHJEKC JIEKTPOHHOTO JAEJIa;

3aroJ0BOK 3JIEKTPOHHOTO J€1a;

KpaliHuE AaThl AIEKTPOHHBIX JOKYMEHTOB 3JIEKTPOHHOTO JIENa;

KOJIMYECTBO JIEKTPOHHBIX TOKYMEHTOB 3JIEKTPOHHOTO JIEJIa;

00BEM AJEKTPOHHBIX TOKYMEHTOB 3JIEKTPOHHOTO JIENa;

A3BIK (SI3BIKH) JIEKTPOHHBIX JOKYMEHTOB 3JIEKTPOHHOIO JIETIa.

[{enocTHOCTH METaJaHHBIX HA YPOBHE AJIEKTPOHHOTIO JIeNa MOATBEPKIaeTCA YKa3aHUEM B
WH()OPMAITMOHHOM IaKeTe UX KOHTPOJIBHBIX XapaKTEPUCTHK.

332. UndopmanmoHHbIA MakeT COACPKHUT CIEAYIOLIMEe METaJaHHbIe Ha ypOBHE
ANEKTPOHHOTO JJOKYMEHTa BpeMEHHOr0 (cBbilie 10 JIeT) M NOCTOSHHOTO XpaHEHHUS:

Ha3BaHUE BUA DJIEKTPOHHOTO JIOKyMEHTa (MpUKa3, MUCbMO, CMETa U JIp.);

KJIACC 3JIEKTPOHHOTO JOKyMEHTa (yKa3aHMEe Ha MPHUHAIJIEKHOCTh 3JIEKTPOHHOIO
JOKYMEHTa K OJTHOUM M3 YHHU(PUIIUPOBAHHBIX CUCTEM JIOKYMEHTAIINN );

3aroJIOBOK 3JIEKTPOHHOIO IOKYMEHTA;

JaTy 3JEKTPOHHOIO JTOKYMEHTA;

IpaBo JOCTyNa K DJICKTPOHHBIM JOKYMEHTaM (JOCTYN pa3pellieH BCeM; JIOCTYII
ycTaHaBIMBaeTcs (HOHI000pa3oBaTeIIeM);

JaTy CHATUS OTpaHUYEHUH AocTyna (MpU UX HAIMYUN);

PEruCTPallMOHHBIA UHJIEKC 3JIEKTPOHHOIO TOKYMEHTA;



OTMETKY O HAJIMYNUH PETHUCTPALMOHHO-KOHTPOJIBHOM KapTOUKH;

AHHOTALIMIO Ha 3JIEKTPOHHBIA TOKYMEHT (MPU HATUYUHN);

A3BIK 3JIEKTPOHHOT'O JIOKYMEHTA;

JaHHbIE 00 aBTOPE JIEKTPOHHOTO JTOKYMEHTA (HAUMEHOBAHHE JTOJKHOCTU HUCTIOHUTEIS,
HAaMMEHOBaHWE OPTaHU3ALMH, TOATOTOBUBLIEH 3JIEKTPOHHBIA TOKYMEHT);

UH(OPMAIIUIO O CTPYKTYPE JIEKTPOHHOTO TOKYMEHTA;

cBeJieHUs O (pailiax HJIEKTPOHHOTO JOKyMEHTa (MMeHa, 00beM, KOHTPOJIbHBIC
XapaKTePUCTUKH );

CBEJICHUSI 00 alropuT™Me BBIPAOOTKH KOHTPOJIBHBIX XapaKTEPUCTHUK (alIropuTMme
X3IIUPOBAHUS — KPUNTOTpaQUUECKOM aJTOPUTME BBIYUCICHUS 3HAUEHUS X3UI-PYHKIUH) (
0003HaYEHUE ANrOpUTMa, CChUIKA HA TEXHUYECKU HOPMATUBHBIN MPABOBOM aKT).

[{enocTHOCTh METaIaHHBIX HA YPOBHE 3JIEKTPOHHOTO IOKYMEHTA MOATBEPIKAAETCS 00IIei
IUTSl BCETO IOKYMEHTA KOHTPOJIbHOM XapaKTEPUCTUKOW, YKa3aHHOW BO BHYTPEHHEH OIKCH.

333. Ilpu HEOOXOAMMOCTH AJIsI ONMKCAHUSA HA YPOBHE 3JEKTPOHHOTO JOKYyMEHTa
UCIIOJIb3YIOTCS JIOTIOJTHUTENIbHBIE METaJJaHHbIe, XapaKTepPU3YIolie OCOOCHHOCTH CO3JJaHusl U
BOCITPOU3BEJEHUS AIEKTPOHHBIX JTOKYMEHTOB:

CCBUJIKM Ha MHbIE IOKyMEHTHI, 00pa3yolie o0muil yrpaBieHYeCKUil KOHTEKCT;

cBelieHUs 00 MH(OPMAIMOHHOW TEXHOJIOTUHU (BEpCUU MPOTPAMMHOIO MPOJYKTa), C
MMOMOILBI0 KOTOPOU CO3JaH JIEKTPOHHBIN JTOKYMEHT;
CBEJCHHMS O TEXHUYECKHUX U MPOTPAMMHBIX CpPEACTBaX, HEOOXOIUMBIX IS
BOCITPOU3BEJEHUS MIEKTPOHHOTO JOKYMEHTA;

CBEJICHHMS O 3aIUTE AIEKTPOHHOTO JOKYMEHTA.

334. IIpu nepenaye 3IEKTPOHHBIX AT HA SJIEKTPOHHBIX HOCUTEIISIX B COCTAB METAJaHHBIX
BKJIIOUAIOTCSl JaHHBbIE 00 3JIEKTPOHHBIX HOCHUTENSAX (BUJ, TUIl 3JIEKTPOHHOIO HOCHUTENS) U
pPa3MEILEHUH NEKTPOHHBIX JTOKYMEHTOB (J1€1) Ha 3TUX 3JEKTPOHHBIX HOCUTETISAX.

335. JIns 3IEeKTPOHHBIX TOKYMEHTOB B COCTAaB METAJaHHBIX JTOMOJHUTEIBHO BKIIOYAKOTCS
ceenenust o cpencrsax OLII, ompenensieMble B COOTBETCTBUU C PETJIaMEHTUPYIOLIUM
JOKYMEHTOM HH(POPMALIMOHHOTO B3aUMOJACIHCTBUA MEXKIY CHUCTEMON 3JIEKTPOHHOIO
nokyMeHTtoobopota u UC DA.

[Tpunoxenue 1
k [IpaBunam npuema, XpaHeHus,
ydeTa U UCIOIb30BaHUs JOKyMEHTOB
HannonansHoro apxuBHoro ¢oHzaa
U IPYTHX apXHUBHBIX JTOKYMEHTOB
BEJOMCTBEHHBIMH U YaCTHBIMU
apX1uBaMH

®opma
AKT 0 MUTpAIIMH{ U NIEPE3alACH AJIeKTPOHHBIX JOKYMEHTOB (Ie)

Yr1Bepxaao



HaumenoBanue JOJIDKHOCTH

O¢unuansHOe  HaMMEHOBAHME PYKOBOZUTEILS OpraHU3allii

OpraHu3aIuu

Pacmmgposka
(TMYHAs TIOIHUCH)
MOJIUACH

Jara

AKT

MecTo cocTaBiieHUS
O Murpaiuy U nepe3anucu JIEKTPOHHBIX JOKYMEHTOB

CsopHas onuch gen Ne Enununa yuera Ne

1 2

XapaKTepI/ICTI/IKa QJICKTPOHHBIX TOKYMCHTOB 10 HCpCBaHI/ICI/I/ MUTI'pAlUN:

dbopmar , 00beM (Mo6aiiT), KosmuecTBO U NoNe e iMHUIT XpaHEHUS
XapakTeprucTrKa dJIEKTPOHHBIX JIOKYMEHTOB TTOCIIC TTePE3amiCcy/ MUTPAITUH:
dbopmar , 00bem (MOaiiT), KoJnuecTBO U NeNe e AMHUIL XpaHEHUS

PaboTy BbIOJIHUIIN:
HaumenoBaHus 1OKHOCTEH

PacmndpoBku (MMYHbBIE TOAMKUCH) TOANUCEN
PaGoty mpunsit:
PykoBoauTenb BEIOMCTBEHHOI'O UM YACTHOT'O apXHUBa OpraHU3aluu

PacmudpoBka (mudHas MOAMUCH) TOITUCH

Jlara

N3MeHeHus B y4eTHbIE IOKYMEHThI BHECEHBI
HanmeHoBaHMS TOTKHOCTH JIMIA, BHECILIETO U3MEHEHUS

PacmmmdpoBka (quyHas MOANUCH) MOAMUCH

JlaTa
®opmar A4 (210X297)
[Tpunoxenue 2
k [IpaBunam mpuema, XpaHCHHS,
ydeTa M UCIIOJIb30BaHUSI JOKYMCHTOB
HammonansHOTO apxuBHOTO (hoHIA
1 IPYTHX apXHUBHBIX TOKYMEHTOB
BEZOMCTBCHHBIMU M YaCTHBIMU
apxvBaMHu
dopma

YTBepxkaeHa YTBepxnaro
npotokosiom DIIK pecybnrkanckoro
TOCYAapCTBEHHOTO apXuBa, ApXruBa (HanMeHOBaHWE JOJKHOCTH,
[Ipe3unenta Pecyomuku Kazaxcran (hamuTus, THUIHATB! PYKOBOIUTEIST OPTaHU3AIHN )

nin MO



oT rona Ne Pactimdpoka
(JTMuHas MOAIHUCH)

(nara)

Ommce A€, JOKYMCHTOB IIOCTOSIHHOI'O XpaHCHHUA

ApxuBHBII QoH Ne
Omnuce Ne JIeJ1, TOKyMEHTOB IIOCTOSIHHOT'O XPaHEHUs

(ounmanbHOEe HaMMEHOBAHWE OPTaHU3AIINN )

Kpaitaue nater KoauuecTBo
nena (toma, smcroB B xpeine ( Ilpumeuanue
YaCcTH) TOME, YaCTH)

1 2 3 4 5 6

3aronoBok nena (

ITopsinkoBeiit Ne  Munekc nena
TOMa, YacCTH)

HanMeHoBaHue CTPYKTYPHOTO TIOJIpa3AeieHUs] OpraHU3aIiu

HaumenoBanue pazngena " "
3a roJ (-bl)

B nannsiii (-e) pazaen (-bi) OTMCH JIeJI, TOKYMEHTOB

BHECEHO (HAMMEHOBAHUE pa3ena)
nencNe  moNe | BTOM uncie: (udppamMu U IPOMHUCHIO)
JUTEPHBbIE HOMEpPA: MPOIYILIEHHbIE HOMEpA:

(HauMeHOoBaHUE JOJKHOCTH, (DaMUIIHS, MHUILIUAJIBI, TIOJAMKUCH JIMI] (-a), COCTAaBUBIIUX (-€T0)
pazzen (-bI) OnucH)

(mara coctaBieHus pasjesna (-oB) ,0MHUCH)
CornacoBana npotokosioM LIOK(3OK) opranuzanum ot roga Ne
®opmar A4 (210X297)

[Tpunoxenue 3
k [IpaBunam npuema, XpaHeHus,
y4eTa U UCIOIb30BaHUs JOKyMEHTOB
HannonansHoro apxuBHoro ¢oHaa
U IPYTHX apXHUBHBIX JTOKYMEHTOB
BEJOMCTBEHHBIMH U YaCTHBIMU
apXvuBaMH

®dopma

Omuch A€, JOKYMCHTOB BHACOOOKYMCHTOB ITIOCTOAHHOI'O XpaHCHHSA

YT1Bepxkaato
YTBepxkaeHa
mpotokosioM DIIK pecmyOnrkaHCKOro HaumMenoBaHue 10KHOCTH
rocyJIJapCTBEHHOI'O apXuBa, ApXuBa PYKOBOJAUTEIIS OPTaHU3aIIH
[Ipesnnenta Pecriyonmuku Kazaxcran Pacmmdposka
unu MO (JTMuHas TOAIUCH) MTOIITHCH

oT roma Ne Jara




Onuce Ne

(Ha3BaHue onucHu ¢ 0(UIMATHLHBIM HANMEHOBAaHUEM OPTaHU3aIINK) 32 roJ (bl)
Cocra
B
Unpex Hcmon Ter o
Howmep Hara XpoHo BOH
Howmep c, 3arono HUTEJ u
(10585058 3almcu MeTpa KonuuecTBo comnpo
eIHH Mpou3 BOK b ¢dhopma [Tpume
II bI ABTOp SB3pIk XK eMUHUIL BOJUT
1I bI BOJICTB JOKYM nmpous T YaHHUEC
XpaHe . mepesa BUACO3 XpaHeHUS eJBHO
yueTa CHHBIU €HTa BCACH 3aIlInucu o
HUs II1Ucu altiucu u
HOMCD 1588
JIOKyM
C€HTalL
nun
opur KOmnus
Hall
1 2 3 4 5 6 7 8 9 10 11 12 13 14
B nanHBIM pa3genn onucy BKIHOYEHO EIMHULL XPAHCHUS
c Ne 1o Ne B TOM uucie: (HuppamMu 1 MPOMUCHIO)
JINTEPHBIE HOMEPA MPOIYLIEHHBIE HOMEpPA 1 TEKCTOBAs

COIMPOBOAUTCIIbHAA JOKYMCHTALIWA K HUM.
HammMmeHnoBanue JOJDKHOCTH COCTAaBHUTCIIA OIINCHU

PacmudpoBka noanucu (MoAmuch)

JlaTa

CornacoBana npotokosioM LIOK(3OK) opranuzanum ot roga Ne
®opmar A4 (210X297)

[Ipunoxenue 4
x [IpaBunam mpuema, XpaHeHHUs,
ydeTa U UCIIOJIb30BaHMsI JOKYMEHTOB
HannonansHoro apxusHOro ¢oHma
U IpyTUX apXUBHBIX TOKYMEHTOB
BEIOMCTBEHHBIMH U YaCTHBIMHU
apXuBaMHu

dopma

Ommcs e, JOKYMEHTOB KHHOJIOKYMEHTOB ITOCTOSHHOTO XpaHEHHU

YT1Bepxkaato

YTBepxkaeHa
mpotokoiioMm DIIK pecmybnmkanckoro HaunmMenoBanue 10omKHOCTH
roCyJJapCTBEHHOI'O apXuBa, ApXuBa PYKOBOAUTEIISL OpraHU3aINH
[pesnnenta Pecriyonmuku Kazaxcran Pacmndposka
nmm MUO (JTMYHAas TOAIUCH) MTOIHCH
oT roma Ne Jara

Onncs Ne

(Ha3BaHWE OMUCH ¢ O(UIIHMATHPHBIM HAUMEHOBAHUEM OPTaHU3aIINH )
3a roj (bl)



Coct

aB
TEKCT
Wune oBo#l  [pum
Ke, KonmgecTBo equHUT XpaHEHUI/METPaK COIIp eyaHHu
npous Bapu 0BOI e
BOJICT aHT
Jlata ( WTEIb
BEHH HEMO .
Home u . HOH
Home BI¥  3aron ", oK
MECTO oKy
HOME OBOK 3BYKO
P eIUH ( ABTO cBeM }: MEHT
eIuH 0K BOH
170003 p y p KH, ’ alnnu
1580831 y9eTH MEHT 4/0,
XpaHe °~ H3rOT ®dono
ydeTa 1587 GEF:) IB.,
HUS OBJICH rpam VYera
rome us opu Ma HOBO
p B aT, IIpom
®oHO Maru YHBIC
Opras SI3BIK) eKYT
Hyb6n rpam wuTHas ponu
u3amnu Herar ounbl [lo3m
p-Her Ma ( ( N KU U
H) UB u THUB
aTUB HEraT OCHOB LIBETO
MO3UT
WB)  Hai, BBIE
UB
COBM 1acmo
elleH pTa
Has)

1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16

B nannbIM paszgenn onucyu BKIFOYEHO CJIMHULL XPAHCHUS
cNe 1o Ne B TOM yucJe: (1udpamMu ¥ IpOIUCHIO)
JUTEPHBIC HOMEPA MPOITYIIICHHBIC HOMEPA 1 TEKCTOBAS

COMPOBOJAUTENbHAS JOKYMEHTAIIUS K HUM.

HanmenoBaHue 10M1KHOCTH COCTaBUTENSI ONTUCH

PacmudpoBka noanucu (MoAMKUCH)

JlaTa

CornacoBana npotokosioM LIOK(3OK) opranuzanum ot roga Ne
®opmar A4 (210X297)

ITpunoxenue 5
k IIpaBunaM npuema, XxpaHeHus,
ydeTa U UCIIOJIb30BaHMsI JOKYMEHTOB
HannonansHoro apxuBHoro ¢oHzaa
U IpyTUX apXUBHBIX TOKYMEHTOB
BEJOMCTBCHHBIMH U YaCTHBIMH
apxXuBamMu

dopma
Omice A€, TOKYMCHTOB (I)OHOJ.IOKYM_CHTOB MarHUTHOM 3aITCH TIOCTOSTHHOT'O XpaHCHHUA

YT1Bepxkaato
YTBepxkaeHa

HaunmeHnoBanne 1omKHOCTH
npotokosioM DIIK pecnyOnnkanckoro
PYKOBOAMTENS] OpPraHU3aALUH
rOCyIapCTBEHHOTO apXuBa, ApXnBa
PaciimdpoBka
[Ipesunenta Pecy6muku Kazaxcran



nm MUO (JTMuHAas TOAIUCH) MTOIITUCH

oT roga No Hata
Ommce Ne
(HaSBaHI/Ie OIINCH C O(i)I/IHI/IaJILHBIM HAMMCHOBAHHUCM OpI‘aHI/I3aHI/IH) 3a rona (BI)
KommuectBo Coct
€INHHUI] aB
M Mect XpaHEHHUs TEKCT
H " X
Home V¢ *%  3aron cno Hara o flara Xpon Tun u 0BOI
p pou3 JIHUTE 3aIIHC 3aIUC OMET
p OBOK 3anuc ¢bopm comp Ilpum
€IUH BOJICT ABTO 1B u, ", pax
euH JIOKY SI3BIK ", ar OBOJ| €YaHHU
HIIBI WHBL | BEHH MEHT p fpoH3 fpeps nepes fiepes. Biaeo 3amuc HATENb €
wera XpaHe bl i a BEICH anuc ani c amMc 3armc " opur  konu oif
y HHAS  HOME us u u u HHAl |4 Hon
H IOKY
p MEHT
ananun

1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16

B nanHBIM pa3aesnn onucu BKIFOYEHO CIMHULL XPAHCHUS
cNe 1o Ne B TOM uucie: (uppamMu U MPONUCHIO)
JIUTEPHBIE HOMEPA MPOIYIIEHHBIE HOMEPA 1 TEKCTOBas

COMPOBOJIUTENIbHAS JOKYMEHTAILIUSI K HUM.

HanmenoBaHue 10MKHOCTH COCTABUTENSL ONTUCH

PacmmdpoBka noanvcu (1Moamuch)

JlaTa

CornacoBana npotokosioM [[IK(DK) opranuzaiuu ot roga Ne
®opmar A4 (210X297)

ITpunoxenue 6
k [IpaBunam npuema, XpaHeHUs,
ydeTa U UCTIOJIb30BaHHS JOKYMEHTOB
HanwmonansHoro apxuHoro oxzia
U JPYTHX apXUBHBIX JIOKYMEHTOB
BEAOMCTBCHHBIMHU N YaCTHBIMHU

apxuBaMu
dopma
Ommcs fen, T0KyMeHTOB (poT0aI00MOB HOCTOSHHOTO XPaHEHHUS
YTBepxnaro
YTBepxkaeHa
mpotokosoM DIIK pecrybnmkanckoro HanmMeHnoBaHue 10KHOCTH
roCyAapCTBEHHOrO apXuBa, ApXHuBa PYKOBOJIUTEINS OpraHU3aluu
[pe3unenta Pecyomuku Kazaxcran PacmmmdpoBka
v MUO (JTMYHAas TOAIUCH) MTOIIICH
oT roga Ne Hara
Omnuce Ne
(Ha3BaHue onucHU ¢ O(UIIMATHHBIM HANMEHOBAaHUEM OPTaHU3aIINM) 32 roJ1 (bl)

Cocras
TEKCTOBOM



Howmep 3aronoBok ABTOD Kpaitaue MecTo Konuuecte conpoBoau Bremmnue [Ipumeuan

eaMHHUIBl  (Ha3BaHWE) CHEMKH JaThl CBbEMKH 0 TENBLHOU  ocoGeHHOC HE
ydeTa ansboma ¢orooTreu ¢dorooTrey NOKYMEHTa TH
aTKOB aTKOB ouu
1 2 3 4 5 6 7 8 9
B nanHbIN pa3aen onucH BKIFOYEHO €JIMHULl XpaHEHUS
cNe moNe  BTOM umcne: (1udppaMu u IpOIKUCHIO)
JIUTEPHBIE HOMEPA MPONYIIEHHbIE HOMEPA Y TEKCTOBast
CONPOBOJIUTENIbHAS JOKYMEHTALIUS K HUM.
($hOTOOTIEYATKOB.
(mudpaMu ¥ IPOIUCHIO)
HanmenoBaHMe TOMKHOCTH COCTABUTENSL ONTUCH
PacmugpoBka noanucu (MoAMMCH)
Jlara
CornacoBana nporokonom IOK(9K) opranuszanuu ot romaNe
®opmat A4 (210X297)

IIpunoxenue 7
k [IpaBunam npuema, XpaHeHHs,
yueTa M UCIIOJIb30BaHHs JOKYMEHTOB
HarronansHoro apxuBHOTO (hoHIA
U IPYTHUX apXUBHBIX JIOKYMEHTOB
BE/IOMCTBEHHBIMHU M YaCTHBIMH
apXuBamMu

®dopma
Ommuce Q)OTOI[OKYMCHTOB INOCTOAHHOI'O XpaHCHHUA

YTBepxnaro
YT1BepxkaeHa

npotokosiom DIIK pecybnukanckoro
roCy/IapCTBEHHOTO apXnBa, ApXuBa
[Ipesunenta Pecybmuku Kazaxcran
um MO

HanmenoBanue qOmKHOCTH

PYKOBOIUTEISI OpraHU3aIuu
PacimdpoBka

(TMYHAs TOAKCH) TTOAITUCH

oT roga Ne Hara

Onuce Ne

(Ha3BaHue onucHu ¢ o(UIIMATBLHBIM HAUMEHOBAaHUEM OPTraHU3aIlNM) 32

3aromno
Howmep BOK (
eIMHA aHHOT
1 BI IIpons amus
P ) Aptop [lata

ydera, BOJCTB IOKYM

KonuaecTBo eanHAIl XpaHEHUS/METPaX

Mecto

CBE€EMK CBHEMK CBEMK

eIMHN eHHBIH eHTa (
u
HOMEp Ha3BaH
ue

u

u

Cocra
B
TEKCTO
BOH
Compo
BOJUT
eJIbHO
71
JIOKYM
eHTalIl
15041

ron (blI)

ITpume
YaHHE



I BI nuapu b doro- Craiing
b Herat ITo3ur oro Huadu
XpaHe 7bMa) - orneya (
UB JIBM
HUS Heratu TOK JUaIo
B 3UTHB)
1 2 3 4 5 6 7 8 9 10 11 12 13 14

B nanHBIM pa3genn onucy BKIIOYEHO

CANHUILL XPAHCHHUA

cNe 1o Ne B TOM uucie: (uppamMu 1 MPOMUCHIO)
JUTEpPHBbIE HOMEpPA MPOMYIIEHHbIE HOMEpa
CONPOBOJIUTENIbHAS JOKYMEHTALIUS K HUM.

HaumenoBanue JOJDKHOCTH COCTAaBHUTCIIA OIINCHU

U TCKCTOBAas

PacmudpoBka nmoanucu (MoAMMCH)
JlaTa

CornacoBana npotokosioM LIOK(3K) opranuzanum ot

®dopmat A4 (210X297)

roga Ne

[Tpunoxenune 8
k [IpaBunam npuema, XpaHeHus,
y4eTa U UCIOIb30BaHUs JOKyMEHTOB
HannonansHoro apxuBHoro ¢oHaa
U IPYTHX apXHUBHBIX JTOKYMEHTOB
BEJOMCTBEHHBIMH U YaCTHBIMU
apXuBaMH

®dopma

Omuck nen Ha}"IHO-TCXHH‘ICCKOﬁ JOKYMCHTAIIH IIOCTOSAHHOT'O XpaHCHHUA

YTBepxkaeHa

niporokosniom JI1K pecrrybnukanckoro
rocyJ1JapCTBEHHOI'O apXuBa, ApXuBa
[pe3unenta Pecnyomuku Kazaxcran

YT1Bepxkaato

HaumeHoBaHue HOKHOCTH
PYKOBOJHUTEIIST OPTaHU3AIIH
Paciimdpoka

unu MO (JTMuHas TOAIUCH) MTOIITHCH
oT roga No Hata
Omnuce Neo
(Ha3BaHME OMUCH C O(PHUIIMATIBHBIM HANMEHOBAHUEM OPTaHU3aIlNH) 32 roz (bl)
O60sHaten Astop  ( T'on KonuuectBo nuctos
Howmep 3aBepIICHH
ue 00beKTa 3arofloBOK OpraHu3all [Ipumeuan
CATHHIET (u3menus, mena us-pazpado TEeKCTOBBIX rpagueck doto ue
ydaeTa pa3paboTk X
TEMBI) TYHK)
n
1 2 3 4 5 6 7 8 9
B nanHbIN pa3aen onucH BKIFOYEHO €IMHUL] XPAHEHUS
cNe  mo Ne B TOM uucie: (udpamMu U MPONUCHIO)

JUTEPHBIE HOMEpPA MPONYIIEHHbIE HOMEPA

HaunmeHnoBaHue JOJDKHOCTH COCTAaBHUTCIIA OIIMCH

PacmudpoBka noanucu (MoAMKUCH)



JlaTa

Cornacorana npotokosioM [[3K(3K) opranuzamuu ot roaa No
®opmat A4 (210X297)

IIpunoxenue 9
k [IpaBunam npuema, XpaHeHHs,
yueTa M UCTOJIb30BaHHs JOKYMEHTOB
HarronansHoOro apxuBHOTO (hoHIA
U IPYTHUX apXUBHBIX JIOKYMEHTOB
BEIOMCTBCHHBIMHU U YaCTHBIMH

apXuBaMu
dopma
Omuch 3IEeKTPOHHBIX JOKYMEHTOB (Iel) MOCTOSHHOTO XpaHeHUS
YTBepxnaro
YT1BepxkaeHa
npotokosiom DK pecmyOirkanckoro HanmMeHnoBanue 10KHOCTH
rOCyIapCTBEHHOTO apXnBa, ApXuBa PYKOBOIUTEISL OpraHU3aLu1
[Ipesunenta Pecy6muku Kazaxcran PacmmmpoBka
i MO (JTMYHAs TOAKCH) MTOAITACH
oT roga No Hata
Omnuce Neo
(Ha3BaHuUe onucHU ¢ O(UIIMATBHBIM HAUMEHOBAHUEM OPTraHU3aLIUHN )
3a rof (b1)
CocTas
o y
Howmep Howmep Kpaiinue opMat rexetoon
aeKTpoHHE O0BeM ( compoBoguT
CIANHHUIbI CIANHHUIIbI 3arojioBok JaThbl €AUHbI o o HpI/IMC‘IaHI/Ie
MoaiiT) eNbHOU
yuera XpaHEeHHUs ydera
JIOKYMEHTOB JIOKyMEHTAI]
un
1 2 3 4 5 6 7 8
B nmanHBIM pa3gesn onucu BKIFOYEHO €JIMHUL] XPAHECHUS
cNe 1o Ne B TOM uucie: (uppamMu U MPONUCHIO)
JINTEPHBIE HOMEPA MPOIYIIEHHBIE HOMEPA 1 TEKCTOBAs
COIPOBOJUTEIIbHAS IOKYMEHTAIUA K HUM.
HanmenoBaHue 1OJDKHOCTH COCTaBUTEIISI OIMCH
PacmmdpoBka noanvcu (1Moamuch)
JlaTa
CornacoBana nporokoiom [[IK(DK) opranuzaiuu ot roaa Ne
®opmat A4 (210X297)

[Ipunoxenue 10
k [IpaBunam npuema, XxpaHeHUs,
ydeTa U UCTIOJb30BaHHA JOKYMEHTOB
HanyonansHoro apxuBHoro ¢oxzia



U IpyTUX apXUBHBIX JTOKYMEHTOB
BEZOMCTBCHHBIMHU 1 YaCTHBIMH
apXHuBaMH

®opma

Omuce e no IMIHOMY COCTaBy

Yr1Bepxaato
HaumeHoBaHue NOMKHOCTH
PYKOBOJUTENS OpraHu3aluu

PacmmmpoBka
(TMYHAS TTOUCH) MTOAITUCH
Jara
@onpg Ne
Onuch Ne  51e71 o JIMYHOMY COCTaBY
(odunmanbHOC HAMMEHOBAHUE OPraHU3AINN)
3a rong
HaumenoBanue paszena (CTpyKTYpPHOTO MOAPA3AeICHHs OpraHU3aliu)
KonngectBo

. 3arosioBok naena ( Jlarer gena (Toma
ITopsinkoBeiit Ne  Mupekc nena ( ( > mactoB B nene ( Ilpumeuanue

TOMa, YaCTH) YacTH)
TOME, 9acTH)
1 2 3 4 5 6
B nannbIi pa3aen CBOMHOW ONKMCH BHECEHO nenc Ne

(tmudpaMu ¥ IPOTTHUCHIO)

o Ne | B TOM 4ucIie: JIMTEPHBIE HOMEPA: MPOMYIIEHHBIE HOMEPA!
HaunmenoBanue nOKHOCTH

PaCH_II/I(l)pOBKa COCTaBUTCIIA pa3aciia CBOJIHOM OITMCH IMOAIINCH
(JIMYHAsI TOMMKCH)
JlaTa
CornacoBana
CornacoBana mpotokooM DIIK pecrybnmkanckoro
mpotokoiioM [IDK(DK) opranmzarum rocyaapcTBEHHOro apxuBa, Apxusa [Ipe3unenra
oT roga Ne Pecry6nmmkn Kazaxcran miim MUO
oT roja Ne
dopmar A4 (210X297)

IIpunoxenue 11
k [IpaBunam nmpuema, XxpaHeHHS,
ydeTa U UCIIOJIb30BaHHsI JOKYMEHTOB
HarronansHOro apXuBHOTO (hoHIA
U IPYTHX apXUBHBIX TOKYMCHTOB
BEJIOMCTBCHHBIMH U YaCTHBIMU
apXUBaMH
®dopma
YT1Bepxkaato

(HaI/IMeHOBaHI/Ie JOJIDKHOCTH,



(amMunns, THUIUAIIBI
PYKOBOAMTEIS] OPTaHU3ALINH)

(monmuch PyKOBOJUTEIS

OpTraHH3aIUH)
(mara)
Omuch JJICKTPOHHBIX JOKYMCHTOB (JICJI) IO JIM9YHOMY COCTaBy
ApxuBHBII QoH Ne
Omnuce Ne
(HaSBaHI/Ie OIINCHU C O(I)I/IIII/IaJ'IBHBIM HAaMMCHOBAHHUEM OpFaHH3aIIPII/I)
3a roJ (-bI)
K
ommiect oo
B O Cocras
JOKYMEHT
Homep Homep  Hassanue N JOKYMEHT ®dopMaT TEKCTOBO
Kpaiinue OB B .
SIMHMIBl eIWHHLBI pa3lena, OB B ANMEKTPOH H
aThl DJIEKTPOH IIpumeua
Ne i/mt ydeTa XpaHEHHUS 3aroJIOBOK 3JEKTPOH H BI X COIIPOBOJ
JIEKTPOH HOM BHJIE ., HHe
3NIEKTPOH JIEKTPOH BIIEKTPOH HOM Jienie JOKYMEHT HTENLHON
HOTo Jena JNEKTPOH
HOTO JieJIa HOTO AeNna HOTro Jena (B OB JOKYMEHT
HOTO jena
anuu
CAVHUILIAX (M6a]71'1‘) 11
ydera)
1 2 3 4 5 6 7
B nannsiii (-e) pazaen (-bi) OIMCH BHECEHO

nencNe  moNe | BTOM ymuche:
(HauMeHoBaHue paszaena) (uudpaMu U NPOMUCHIO) JIMTEPHbIC HOMEpA:
NPOIYIICHHbIE HOMEPA:

(HaMeHOBaHUE TOKHOCTH, haMUJTUs, MHUITUAIIBI, TIOJMUCH JIHI] (-a), COCTABUBIIHX (-€T0)
paznen (-bI) OnucH)
(mara cocraBieHus pasjena (-0B) OMUCH)

CormnacoBana
CornacoBana nporokosiom JI1K pecrrybnmkanckoro
npotokosioM I[OK(3K) opranmszanuu rocyJlapcTBEHHOT 0 apxuBa, Apxusa IIpe3uaenra
oT roma Ne Pecniyonukn Kazaxcran miin MUO

oT roma Ne

®opmar A4 (210X297)

[Ipunoxenue 12
k [IpaBunam mpuema, XpaHeHHUs,
ydeTa ¥ UCTIONIb30BaHMs JOKYMCHTOB
HanmonansHOTO apxuBHOTO (QOHIA
U IpyTUX apXUBHBIX TOKYMEHTOB
BEZOMCTBEHHBIMU M YaCTHBIMU
apxXuBaMHu

dopma



Ormick Jei1, JOKyMeHTOB BpeMeHHOTO (cBhimIe 10 jier) XpaHeHHus

YT1Bepxkaaro
HaunmenoBaHue q0ODKHOCTH
pyKOBOAUTEIA OpraHU3aluu

Pactmmdposka
(JTMIHAS TIOIHCE) ITOIITUCH
Hara
donx Ne
Omuce No nen BpeMeHHoro (cBaiie 10 siet) xpaneHus
(OdunmanbHOE HAMMEHOBAHUE OPTaHU3AIWHN )
3a roa
HaumMeHoBanue pasjerna (CTpYKTYPHOTO TOpa3/Ie/ieHHs] OpraHu3allim )
. 3aroioBok KonmuaectBo
ITopsiakoBbIit Hater gema ( Cpok
WHpeke nena  nmena (Toma, nuctoB B Aene [Ipumedanue
Ne TOMa, YaCTH)  XPaHCHUS
9acTH) (Tome, yacTH)
1 2 3 4 5 6 7
B nannbIi pa3aen cBOAHON ONMCH BHECEHO nencNe

(tudpaMu ¥ IPOTTUCHIO)

o Ne | B TOM 4ucIIe: IMTEPHBIE HOMEPA: MPOMYIIEHHBIE HOMEPA!
HanmMmenoBanue qoJKHOCTH

PacmmmdpoBka cocraButens pasjeiaa CBOJHON OMUCH MOJIITUCH
(JIMYHAsI TOMTKCH)
JlaTa
CornacoBana
CornacoBana mpotokonoM DIIK pecrybnmkanckoro
mpotokooM [IDK(DK) opranmzarumn roCyapCcTBEHHOTO apxuBa, Apxusa lIpesnaenra
oT roma Ne Pecny6mmmku Kazaxcran wimn MUO
oT roga Ne
dopmar A4 (210X297)

[punoxenne 13
k [IpaBunam npuema, XxpaHeHUs,
ydeTa U UCIIOJIb30BaHUsI JOKYMEHTOB
HanunonansHoro apxuBHoro GoHna
U IpyTUX apXUBHBIX JTOKYMEHTOB
BEZOMCTBCHHBIMH 1 YaCTHBIMH
apXHuBaMH
®opma
YT1Bepxkaato

(HaMMeHOBaHME JOJIKHOCTH,
(baMITHs, HHULHATIBI
PYKOBOUTENSI OPraHU3AI[UH )

(moxmuch PyKOBOJUTEIS



OpraHU3aIUH )

(nata)
Omnuch 37IEKTPOHHKIX JOKYMEHTOB (1en) BpeMeHHoro (cBbime 10 ner) xpaHeHAs

ApxuBHBIN Qo No

Omnuce Ne
(Ha3BaHue onucHu ¢ oUIMATIBHBIM HAUMEHOBAHUEM OPTaHU3aLIUHN )
3a roJ (-bI)
Komnuecr
O6Bem
B O Cocras
JIOKYMEHT
Homep Homep  Hazpanue N JIOKyMEHT dopmaT  TEKCTOBO
paiinue OB B .
CIAWHUIIBI CIWHUIIBI pa3jaciia, OB B OJICKTPOH H
AaThbl JJICKTPOH HpHMeqa
Ne n/n ydera XPaHEHUsl 3aroJIOBOK DJIEKTPOH H BI X COIIPOBOJ,
OJICKTPOH HOM BHIC . HHE
ANEKTPOH DIIEKTPOH 3JCKTPOH HOM Jiefie JIOKYMEHT HTEJIBHOM
HOro aeiia 3JICKTPOH
HOT'O Acjla HOTI'O aAcjia HOro acjiia ( B OB JOKYMCHT
HOTO acjiaa
CAUHUIIAX annun
AIIAEX 16 aiir) 1
ydera)
1 2 3 4 5 6 7
B nannsii (-e) pasaen (-bi) OTMCU BHECEHO

nencNe  moNe | BTOM unciie: (HAUMEHOBAHUE pa3ziesia)

(mdpamMu ¥ MPOTHUCHIO)
JUTEPHBIC HOMEpa: PONyIICHHBIC HOMepa:

(HauMeHOBaHUE JOJKHOCTH, (DaMUIIKS, MHULIUAJIBI, TIOJMKCH JIMI] (-a), COCTAaBUBIIHUX (-€T0)
paznen (-bl) OnucH)
(mara coctaBieHus pasjesna (-OB) OIMUCH)

CornacoBana
CornacoBana mpotokoioM DIIK pecrydnrkanckoro
npotokonoM LIDK(OK) opranmzammm rocy1apcTBEHHOro apxuBa, Apxusa IIpesnnenra
oT roga Ne Pecny6nmkn Kazaxcran miim MUO

oT roma Ne

dopmar Ad (210X297)

[Ipunoxenue 14
k [IpaBunam npuema, XpaHeHHs,
yueTa M UCIIOJIb30BaHHs JOKYMEHTOB
HarronansHOro apXxuBHOTO (hoHIA
U IPYTHUX apXUBHBIX JIOKYMEHTOB
BE/IOMCTBEHHBIMHU M YaCTHBIMH
apXuBamu

®dopma

AKT 0 BBIJCIICHUH K YHUYTOXCHHIO JOKYMCHTOB, HC IIOICKAIUX XPaHCHUIO

YTBepxnaro
HaunmenoBanne q0JDKHOCTH



PYKOBOJUTEIISI OPTaHU3AIIH
OdunnanpHOe HAMMEHOBAHHUE OpTaHU3AIIUN

Pacmmdposka
(JTMuHas TOAIUCH) MTOITHCH
Jara

AKT

MecTo cocTaBiieHusd
O BbIJICTICHUY K YHUUTOXEHUIO JOKYMEHTOB, HE MO ICKAIINX XPAHEHUIO
Ha ocHOBanuMn

(HaI/IMeHOBaHI/IC, MECTO U 1014 u3aaHuAd HGpC‘IHH HOKYMCHTOB

C YKa3aHHUEM CPOKOB MX XPAHECHHSI)
OTOOpaHbI K YHUUYTOKEHUIO KaK HE UMEIOIINE HAYYHO-UCTOPUUECKOMN IIEHHOCTH
Y yTPATUBIIKE IPAKTUYECKOE 3HAUCHHE JIeTIa M IOKYMEHThI apXUBHOTO (oHAa

(HOMEp M Ha3BaHHE apXUBHOTO (HOH/IA)

Cpoxku
Wunexc nena ( P

XpaHeHHs Jiena
3arojaoBoK TOMa, YacTH)

. Jara nena wiun KommdecTtBo  (TOMa, 4acTu)
IopsinkoBeIfT  gena WU

. KpaliHue aThl men (tomoB, W HoMmepa [Ipumeuanue
Ne rpynIoBO’ HOMEHKJIaType .
Jen yacTe) NIYHKTOB (
3aroJIOBOK J1eJT nan Ne nema
MIO/ATYHKTOB)
TI0 OIHCH

o [lepeunto

1 2 3 4 5 6 7

Bcero ACJI U IOKYMCHTOB 3a T'OABbI.

(tmudpaMu ¥ IPOITUCHIO)
I"ostoBbIE pa3zienbl CBOAHBIX OMUCH JIE€] MOCTOSIHHOTO XpaHEeHUs Je 3a
YTBEPKJIEHBI, 110 JIMYHOMY COCTaBYy coriacoBaHbl MpoTokoiaoM DK

roJabl

(HaHMCHOBaHI/IG MCCTHOTI'O UCITOJIHUTCIIBHOI'O OpraHa

(mata u HOMED)

(pecnyOIMKaHCKOTO rOCYJapCTBEHHOTO apXHBa)
HanMeHoBaHM€e TOKHOCTH JIMLA, TPOBOJUBLIET0 00pabOTKY

PacmudpoBka 1oKkymMeHTOB noAnucy (JIM4Hasi MOANHUCH)
CormnacoBaHa
CornacoBana nporokosiom JI1K pecrrybnmkanckoro
npotokosioM I[OK(3K) opranuszanuu rocyJlapcTBEHHOT 0 apxuBa, Apxusa IIpe3uaenra
oT roma Ne Pecny6nuku Kazaxcran nimu MHUO
oT roma Ne
®opmar A4 (210X297)

[Ipunoxenue 15
k [IpaBunam npuema, XxpaHeHUs,



y4eTa U UCTOIb30BaHUs TOKYMEHTOB
HammonansHOTO apxuBHOTO (hoHIA
1 IPYTHX apXHUBHBIX TOKYMEHTOB
BEJOMCTBEHHBIMH ¥ YaCTHBIMU
apxXuBamMu
dopma

YTBepxnaro

OodunuansHOE HANMEHOBAHHE OPTaHU3AIIH
(HauMeHOBaHME TOJDKHOCTH, (paMIIIHS, HHUIHAIIBI

PYKOBOAMTENS] OpPraHU3ALIIH)

(moAmrCH pyKOBOAUTEIST OPTaHU3AINH)

(mata)
AKT 0 BEIJIETICHAH K YHAYTOXESHHIO JJIEKTPOHHBIX JOKYMEHTOB (€M), He MOUIeXKAIMUX XPAaHSHUIO

Mecto cocTaBnenusa
Ha ocHOBanumn

(HaI/IMeHOBaHI/Ie IEPCUYHA TUIIOBBIX JOKYMCHTOB, o6pa3y101unxc;1 B JCATCIIBHOCTH

rocyaapCTBCHHbIX U HCTOCYJAAPCTBCHHBIX OpraHu3anusiax, ¢ yKa3aHuCM CpOKa XpaHCHHA U

OTpaciIeBOr0 (BEJOMCTBEHHOT'0) MEPEUHS TOKYMEHTOB, 00pa3yIOIIUXCs B IEATEIbHOCTH

roCyJIapCTBEHHBIX U HETOCYIAPCTBEHHBIX OpraHU3aINi, C YKa3aHUEM CPOKOB XpaHEHUS )
O0TOOpaHbBI K YHUYTOXKEHUIO KaK HE UMEIOINE HAyYHO-UCTOPUIECKOM IICHHOCTH
1 yTpaTUBIIKE MTPAKTUUYECKOE 3HAUCHHE JIeJIa, U JJOKYMEHTHhI apXUBHOTO (PoH1a

(HOMEp M Ha3BaHUE apXHBHOTO (POH/IA).

. Cpoku XpaHEeHUS
Hara (xpaiiHue

KonnuecTBo JOKYMEHTOB B
3aroyioBoOK JaThl)
. JOKYMEHTOB B  3JIEKTPOHHOM
[opsin-koBelit No  9JEKTPOHHOTO  JTOKYMEHTOB B [Tpumeyanue
9JEKTPOHHOM BUJE U HOMepa
nena JJIEKTPOHHOM .
BUie/baiiioB NYHKTOB IO
BUJIE
IIepeunto
1 2 3 4 5 6

HNTOro yHMUYTOXKEHUIO TIOJIJICHKAT:
JOKYMEHTBI B 3JIEKTPOHHOM BH/JIE U 3JIEKTPOHHBIE JI€]a B KOJIMYECTBE
00BEKTOB XPAHEHHUS.
OnurcH 3JIEKTPOHHBIX A€ IOCTOSHHOIO XPAaHEHHUS 32 roJl (-bl) YTBEPXKICHBI,

I10 JIMYHOMY COCTaBYy COIJIaCOBAHBI IIPOTOKOJIOM 3KCH€pTHO-HpOB€pO‘{HOﬁ KOMHUCCHUH




(HaMeHOBaHUE MECTHOTO MCTIOJTHUTEIBHOTO OPraHa, PeCIryOJIMKaHCKOTO
OT

(rocygapcTBEHHOI0 apxuBa) (aTa U HOMEP)

(HauMeHOBaHUE JOJKHOCTH, (DaMIIIHS, THUIIAAJIBI, TOJMKUCH JIMI] (-a), TPOBOJAUBIIUX (-€T0)
yHopsiIoueHue Jej, TOKYMEHTOR)

CornacoBana
CornacoBana mpotokoioM DIIK pecrydnrkanckoro
mpotokonoM [IDK(DK) opranmzarumn roCyapCTBEHHOTO apxuBa, Apxusa [Ipe3nneHTa
oT roga Ne Pecny6nmmkn Kazaxcran miim MUO

oT roma Ne

dopmar Ad (210X297)

[punoxenne 16
k IlpaBuiiam npuema, XpaHeHus,
yue€Ta 1 UCII0JIb30BaHUA TOKYMEHTOB
HanunonansHoro apxuBHoro GoHna
U IpyTUX apXUBHBIX JTOKYMEHTOB
BE/IOMCTBEHHBIMHU M YaCTHBIMH
apXUBaMH

®opma

ITepedeHs MPOSKTOB M3/IEIIHi1 IIPOMBIILICHHOTO IIPOH3BOACTBA H TEXHOJIOTHISCKHAX
IPOLECCOB, 0OBEKTOB IUIAHUPOBKY M KAIINTAIGHOTO CTPOUTEIHCTBA, HAYTHO-TEXHAIECKAT
JOKyMEHTaI|s 0 KOTOPhIM MOUIEXUT Iepefjade Ha TOCyJapCTBEHHOE XpaHEHHE

O(i)I/ILII/IaJ'IBHOC HanMMCHOBAHHC OpraHu3alnuu
YTBepxknato
HaumenoBanue 1omxHOCTH
PYKOBOIUTENS OpraHu3aluu

PacmmpoBka noammcu
(TMYHAs TIOTUCH)
Jara

ITIEPEYEHD Ne

(BUA HayTHO-TEXHHIECKOH JOKyMEHTAI[MH) IIPOEKTOB, PO0JIeM, HayIHO-TeXHHIeCKas
JOKyMEHTAaI|sA 0 KOTOPEIM MOIEKHUT Iepeade Ha TOCYyJapCTBEHHOE XpaHEHHE

3a TOMBI

[Ipumeuan
OGocrosan  ©
Haumenon Opranunzan nue (cpok
O6o3HaveH ne orbopa
aHUuE lon nuu, nepegaqn
ue (MHAEKC KonnyectB m0KymMeHTO
[Mopsiaxos Hay4yHO-Te OTam ( OKOHUYAHHS TPUHUMAB H a
. N O YUETHBIX B Ha
bt Ne XHUYECKOH cTamus) pa3paboTk mme y XpaHEHHE B
pa3paboTk €/IMHHIT TOCYAapcTB
pa3paboTk u ydacTHe B roCyAapcTB
u €HHOE .
U pa3paboTke CHHBIH
XpaHEHHe
apxuB)

1 2 3 4 5 6 7 8 9



Bcero B 1aHHBIN ITIEpEYEHb BKIIOUYEHO pa3zpabotok c Ne  mo Ne
PykoBoauTtenb BEJOMCTBEHHOTO (UACTHOTO) apXuBa
PacmudpoBka nmoamnucu (JTMdHas OIIUCH)

CornacoBana
CornacoBana nporokosiom JI1K pecrrybnmukanckoro
npotokosioM I[OK(3K) opranuszanuu rocyJlapcTBEHHOT 0 apxuBa, Apxusa IIpe3uaenra
oT roma Ne Pecny6nuku Kazaxcran niou MHUO

oT roma Ne

®opmatr A4 (210X297)

IIpunoxenue 17
k [IpaBunam npuema, XxpaHeHUs,
ydeTa U UCTIOJIb30BaHHS JOKYMEHTOB
HanwonansHoro apxuHoro ¢oxzia
U JPYTHX apXUBHBIX JIOKYMEHTOB
BE/IOMCTBCHHBIMH U YaCTHBIMU
apXyUBaMH

dopma

THTYIbHBIH JIACT OMUCH JOKYMEHTOB (JI€]1) HOCTOSHHOTO XPaHEeHUA

(Ha3BaHHE TOCYAPCTBEHHOTO APXHBa) !

(aa3Banme GpoHIA)

(MecTO HaxXOXKICHNA)

donx Ne
Onuce

(Ha3BaHME OMHUCH)
Kpaiinue naTel JOKyMEHTOB

3anonnsercs roCy1apCTBEHHOM apXUBE

[punoxenne 18
k [IpaBuiiam premMa, XpaHeHHs,
ydeTra U UCTIOIb30BaHHS JJOKYMEHTOB
HarronansHoro apxuBHOTO (hoHIA
U IPYTUX apXUBHBIX JTOKYMEHTOB
BEJIOMCTBEHHBIMHU U YACTHBIMH
apXuBaMH

dopma
KapTqua MOCTCIUIAXKHOI'O Tonorpa(bmecxoro YKa3aTeis

Kaprouka nocremia;kHoro Tonorpaguueckoro yka3aresis



JInueBas CTOpOHA KapTOYKHU

Cremmax Ne  ApxuBoxpanwmiie Ne

HIkad Ne ITonka Ne ﬁfXHBHHﬁ (o Omnuce Ne

1 2 3 4
OG6opoTHast CTOpOHA KApTOUYKH

1 2 3 4
®opmat A6 (148X105)

Jema
IIpumeuanue
cNe moNe
5 6
5 6

IIpunoxenue 19
k [IpaBuiiam priemMa, XpaHeHHs,
ydera U UCTIOIb30BaHHS JIOKYMEHTOB
HarnponansHoro apxuBHOTO (hoHIA
U IPYTUX apXUBHBIX JTOKYMEHTOB
BEJIOMCTBEHHBIMHU U YACTHBIMH
apXHUBaMH

®opma

XypHain perucTpanyy NoKa3aHwii KOHTPOJIbHO-U3MEPHATEILHBIX IpHOOPOB

Xpanunuiie No

Harta

HanpsixenHocts
Temmepatypa OTHOCHTENbHAS
perucTpanuu posayxa (°C) pacsocTs (%) MarHUTHBIX
U3MEpEeHU v moneit (A/m)
1 2 3 4
®opmat A6 (148X105)
3aka3 Ha BRIZIaqy A€l

3ambBUIEHHOCTE  BHyTpeHHEE

BO3IyXa (MI‘/M3) ocBeleHue (JIK)

5 6

[punoxenue 20
k [IpaBuiiam nprema, XpaHeHUs,
ydeTa U UCTIOIb30BaHHA JOKYMEHTOB
HamyonansHoro apxuBHoro ¢oxzia
U IPYTHX apXUBHBIX JTOKYMEHTOB
BE/IOMCTBEHHBIMH U YaCTHBIMU
apXyUBaMH

®dopma

HaumeHnoBaHue BCIOMCTBCHHOI'O (‘I&CTHOI’O) apXuBa OpraHru3allu

3AKA3

Ha BblJIa1y JOKYMCHTOB

Tekct pe3oaronun

N PykoBoautens apxuBa OpraHu3anyu
o
Tloammce
PacmmpoBka (JIn4HAS TIOANHCH) MTOIITUCH
(MecTo cocTaBieHuN) 1
ara

(pamumnms, MHUIMAIBI UCCIIeIOBATENS; pA0OTHUKA CTPYKTYPHOT'O NOIpa3ICICHUS)



(Tema uccneoBaHus)

Enununna Pacnucka
. 3aroJioBOK Pacnucka
ApxuBHBIH HoOHI XpaHeHUs ( paboTHUKA
Omnmce Ne eTUHUIIBI MOJIb30BaTENs B
Ne eAMHHIIA ydYeTa) YUTAJIBHOIO 3aj1a
XpaHCHHS MOy YCHUN
Ne B IIpUEME
1 2 3 4 5 6

dopmar A5 (148x215)

[Ipunoxenue 21
k [IpaBunam npuema, XpaHeHHs,
yueTa ¥ UCIIOJIb30BaHHs JOKYMEHTOB
HarpionansHOro apXuBHOTO (hoHIA
U IPYTHUX apXUBHBIX JIOKYMEHTOB
BE/IOMCTBEHHBIMHU M YaCTHBIMH

apXHBaMH
dopma
AKT 0 BEITa4e ACII, AOKYMCHTOB BO BpPCMCHHOC ITIOJIb30BAHHC
Tocynmapctennsrii ['epd Pecyomkm Kazaxcran
win >MO1eMa (TOBapHBIN 3HAK) OpTaHU3aIlUI
OdunnanbHOE HANMEHOBAHUE OdunmnanbHOe HAUMEHOBAHUE
OpraHU3aIH OpraHu3aIix
(Ha TOCYJapCTBEHHOM SI3BIKE) (Ha pyCCKOM MIIM MHOM SI3BIKE)
AKT
Ne
(mara)
Mecto u3nanus Mecto n3zanus
(Ha rocyJapCTBEHHOM SI3BIKE) (Ha pycCCKOM WJIM MHOM SI3BIKE)

O BpIIaY€ TOKYMEHTOB BO BPEMEHHOE MOJIb30BAHUE
Ha ocHOBanumn

BBIJIAIOTCS CJICAYIOIINE €AMHUIIBI XPaHEHUS U3 apXUBHOTO GoHaa Ne

(ma3Banue poHma)

T'ogoBoit
. 3aroji0oBoK
IlopsinkoBblil  pa3znen Ne enununa . KonuuaecTBo
. € INHU Il Kpaitnue natei [Ipumeuanue
Ne CBOJTHOM XpaHCHHS JINCTOB
XpaHEHUs

onucu aei Ne

1 2 3 4 5 6 7
BC€FO BbIIACTCA CANHUIL XpaHeHI/IH,

(mdpamMu ¥ MPOMUCKHIO) CPOK BO3BPAIICHUS
Jlena BblJaHbl B YIIOPSIIOYEHHOM COCTOSIHUM, TTOJIIUTHI, B 00JI0KKaX,
C IPOHYMEPOBAHHBIMU JINCTAMU U 3aBEPUTEIBLHBIMU HAJIHUCIMU.

ITonmyyaTens He IPEAOCTABIISIET AENa, IOJIYUYEHHBIE BO BPEMEHHOE M0JIb30BaHNUE,
JUISL 3aHATUN TOCTOPOHHUM JIMIAM, HE BBIJAET 10 HUM KOMUM, BBIIMCOK U CIIPABOK,
He myOIuKyeT JOKYMEHTHI 0€3 coriacusi OpraHu3alliu, BbIIaBIICH fena.



[Tonyuyarenb BO3BpalaeT Jeia B BEIOMCTBEHHBIHN (YaCTHBIN) apXUB OpraHU3aluu
B YKa3aHHBIN B aKT€ CPOK 0€3 yTpaThl WJIM MOBPEKICHUM MOJYyYEHHBIX BO BPEMEHHOE
MIOJIb30BAHUE JEN

HanmenoBanne  JIOJDKHOCTH HaumeHnoBanne  JOJDKHOCTH

PYKOBOAMTEIS PYKOBOAUTEIS

OpraHM3aIlH, BBIIAIONIEH aena OpTaHM3aINH, TTOJTyJaronie rena
PacmndpoBka Pacmmdposka

(JTMYHAas TOAIUCH) TTOIITHCH (JTMYHAas MOAINCH) ITOIIHCH

Brian gena no nopy4eHuro pyKoBOICTBA

(HaMeHOBaHUE OpPraHu3alnn)
PykoBoauTens apxuBa opranuzanuu Pacmugposka
(JIMyHAsI TOANHKCH) TOJIUCH
JlaTa
[IpuHsII nena no Nopy4eHuIo pyKOBOJACTBA

(HaMeHOBaHUE OpraHU3alUN)

PykoBoaurens apxuBa opraHu3alnu Pacmudporka
(JIM4HAsI TOAMKCH) TOAMUCH

JlaTa

Jlena Bo3BpallleHbI B IOJIHOM 00BEME U COXPaHHOCTH

Cnan no nopy4eHHI0 pyKOBOACTBA OPraHU3aAMU-TI0TydaTeNs
PykoBoaurens apxuBa opraHu3aluu PacmudpoBka

(JIM4HAsI TOAMKCH) TOAUCH

JlaTa

[IpuHsin nena no NOpyyeHUIo pyKoOBOJICTBA, BbIJABIICH /1ea
PykoBoauTens apxuBa opraHusanuu Pacimdposka
(JTMYHAs TOAMKCH) TOATUCH

JlaTa

dopmar A4 (210X297)

[punoxenne 22
k IlpaBuitam npuema, XpaHeHUs,
yue€Ta 1 UCII0JIb30BaHUA TOKYMEHTOB
HanunonansHoro apxuBHoro GoHna
U IpyTUX apXUBHBIX TOKYMEHTOB
BE/IOMCTBEHHBIMU M YaCTHBIMH

apXIBaMH
®opma
Kawura Beiiaqn JOKyMEHTOB
Pacniucka

Enqnnaunna Pacnucka

Ilopsinkos aTa ApXHUBHBI MYy B Hata [Ipumeua
. . Onucek Ne  xpanenus B

b1t No BbIaun i poug Ne BBIAHO  TOJIyYeHH BO3BpaTa HUE

Ne BO3BpaTe

n

1 2 3 4 5 6 7 8 9 10



Hroro B rojay BBIIAHO U3 apXuBOXpaHuiuia Ne

(g pamMu ¥ MPONUCHIO) EAUHUL XPAHEHUS.
HanMeHOBaHME TOJKHOCTH pa0OTHHKA COCTABUBLIETO UTOTOBYIO 3AIKCh
PacmmdpoBka (muyHas MOANUCH) MOATUCH

®opmat A4 (210X297)
Ipunoxenune 23
k [IpaBuiiam nprema, XpaHeHUs,
ydeTa U UCTIOIb30BaHHS JOKYMEHTOB
HamyonansHoro apxuBHoro ¢oxzia
U IPYTUX apXUBHBIX TOKYMEHTOB
BEIOMCTBEHHBIMHU U YaCTHBIMH
apxvBaMHu
dopma
JIucr ucnone30BaHUA
ApxuBHBIN QoH Ne Ornuch Ne Heno Ne
XapakTep
HUCIIOJIb30BAaHUSA (HowMmepa Ilognwuce nmma,
Jata ucnoss30BaHus Komy  shinatio: KOIIMPOBaHUE, HCIIOJIb30BaHHBIX UCIIOJIE30BABILETO
DamuIns, HHULHAATIBI
BBIIIUCKA, MPOCMOTP JIMCTOB JOKYMCHT
1 UHOE)
1 2 3 4 5

dopmar Ad (210X297)

[punoxenne 24
k [IpaBunam npuema, XpaHeHUs,
ydeTa ¥ UCTIONIb30BaHMs JOKYMEHTOB
HamyonansHoro apxuBHoro ¢oxzia
U JIpYTUX apXUBHBIX JOKYMEHTOB
BEJIOMCTBEHHBIMU U YaCTHBIMU

apXUBaMHU
dopma

Kapra-3amMecTuTens eIMHUIB XpaHEeHUA
KAPTA-3AMECTUTEJIb EAMHUIIBI XPAHEHU S
BBIZJAHO
Howme Howme Howmep Hata Harta

p p € IUHHUIBI Komy TTonnuce ITonmnuce
donma OTIHCH BBIJAYH BO3Bpara

XpaHEHHs
dopmar A4 (210X297)

[Ipunoxenue 25
k IIpaBunam npuema, XxpaHeHUs,
ydeTa 1 UCTIONb30BaHMS JOKYMCHTOB
HammonansHoro apxuBHoro oxzia
U IpYTUX apXUBHBIX TOKYMEHTOB
BEJIOMCTBEHHBIMU U YaCTHBIMU
apXHUBaMH



dopma

JIucT nmpoBepKu HAIWYHA H COCTOSHAA apXUBHBIX JI€], JOKYMEHTOB
Hammaus u cocTosHuA JOKyMeHTOB (poHza Ne

(aa3BaHUe)
IIpoBepky mpoBomiIN
Hanuune nokymeHTOB
BruISIBIEHBI TEXHUYECKHE OIITHOKH Hmero
Jurepusie  IIpomymeHHE! TeA He
HOMepa, He ¢ Homepa, He MHBIE, B  UYyemy Howme BRJTIO
OTPaXCHHBIC OTPAXKCHHBIC PE3YIBTATE g Mo pa 1CHH
Kon-s UTOTOBOM B HTOTOBOM 4ero o0beM  opucu CAHHA bIE B
° 3aInucu 3aIucu B 0 ormneu
eIMHU XpaHe Hmee (
pe3yin He
Home 11 HHUS, TCA B BpeMe
pTaTe oKasa
a XpaHe BBIJIaH Halnud HHBIE
P P HC HE ycTpa JIOCh B (
omuce HUsA HBIX nu N1
. ’ neped neped HEHUS Hajauy p
71 YUCTIA S — rexin B o . OIuca bl
muxc HE HEC yBeIH yMEHb BpeMe HHBIX) HEoOp
yuTeH bl 1o yuTeH L IO e e 1ECKH 6
1 10 yuren yuTen X HHOE abora
onucyu HbIC HBIC Ha 4 Ha [10JIb3 HHBIX
Bl B Bl B omué
06BeM 06BeM P CAuHH
e e e 11 Bl
XpaHe
HUS)

1 2 3 4 5 6 7 8 9 10 11 12 13 14 15

[Tponomxkenue TabIUIIBI

CocrosiHre JOKYMEHTOB

Howmepa eqununil xpaneHusi, TpeOYIOMNX: Homepa
eANHUIL
BOCCTaHOBJIc XPaHCHUA,
neperniera
Je3nH(GEKIN  JIe3UHCEKIN P HU S HEHCIIPAaBUM [puMeuanue
pecTaBpalMu U J1 U
" 1 3aTyxammux O
MOALLMBKHI
8 TEKCTOB IOBPEKACHH
BIX
22 -
16 17 18 19 20 21 s 24

HToro uMmeeTcsi B HAIMYMU BKITIOUCHHBIX U HE BKIIIOUEHHBIX B OTTUCH
eAVHUI] XpaHeHUs. (U PaMH | POTUCHIO)

HanmMeHnoBaHue n0KHOCTEH paOOTHHKOB

IHonnucu

PacmudpoBka noanuceit

JlaTa

[Tpumeuanwue: [Ipu npoBepke HANUYNA U COCTOSTHHS Ay TUOBU3YAIBHBIX U MAITMHOYUTAEMBIX
(3TIEKTPOHHBIX ) TOKYMEHTOB BHOCSTCS COOTBETCTBYIOIIME YTOUHCHHUS



[Ipunoxenue 26
k [IpaBuiiam npuema, XpaHeHus.,
ydeTa U UCIIOIb30BaHHA JOKYMEHTOB
HamyonansHoro apxusHoro ¢oxzia
U IpyTUX apXUBHBIX JTOKYMEHTOB
BE/IOMCTBEHHBIMH U YaCTHBIMHU

apXuBaMu
dopma

AKT mpOBEpKH HAIMIHUA M COCTOSHHUA apXUBHBIX JJOKyMEHTOB

YTBepxnaro

Haumenosanue JOJIPKHOCTHU

PYKOBOJUTECIIA OpTraHU3allun
OodunmansHOE HANMEHOBAHIE OPTaHU3AIIH

Pacumgposka

(TM4Has MOANHKCH) MOIITUCH

Jlara
AKT

Mecto cocrasnenus [IpoBepku HanU4Yus U COCTOSTHUSL €I
(IOCTOSIHHOTO, BPDEMEHHOT'O XPAHEHHSI, 10 IMYHOMY COCTAaBY)
ApxuBHbii pon 1 No
Hacrosimuii akT cocTaBiaeH KOMUCCUEH B COCTaBE
(®HO npencenarens U YICHOB
B CBSI3U C

KOMHCCHUH) (OCHOBaHUE: MJIAHOBAsI MPOBEPKaA, IEPEMEIIEHUE JIET U TaK Jajee)
[IpoBepka npoBoaMIaACH C o

[IpoBepkol yCTaHOBJIEHO, YTO:
1. Becero uncnures no onucsam Jael nen,

B TOM 4HCIIe, (LU(PpaMHU U POIHUCHIO)
0 OTKCAM JIEJ1, YTBEPKICHHBIM (COTIIAaCOBAHHBIM)

(HaMMEeHOBaHUE MECTHOTO

HCIIOJHUTEIBLHOIO OpraHa (pecimy0IMKaHCKOr0 TOCYy1IapCTBEHHOTO apX1Ba)

nen. (uudpaMu U MPOIHUCHIO)

2. Bcero He oka3anoch B HAIMYUU neil,
B TOM 4HcCIIe, (MU pamMu U IPOIHUCHIO)

IO OMUCSIM JIEJI, YTBEPKICHHBIM (COTIaCOBAHHBIM)




(HaMMEeHOBaHUE MECTHOTO

HCIIOJTHUTENILHOTO OpraHa (pecnyOIMKaHCKOTo roCyAapCTBEHHOTO apX1Ba)
nen. (nudpamMu U MPOIHUCHIO)

3. merot murepHbIe HOMEpA:

1) He yuTeHbI B UTOTOBBIX 3aMKUCIX OMUCEN hi (N
(tudpamMu 1 IPOTUCHIO)

2) He MepevMCIECHHBIX, HO YUYTCHHbBIX B UTOTOBBIX 3aIIUCIX OMHUCEN
nedn. (mudpaMu U IpOIHUCHIO)

4. ITpony1ieHO HOMEPOB:
1) He yYTEeHBI B UTOTOBBIX 3aMMHUCSIX OMKCEN JIeI:

(mudpamu ¥ MPOIMKCHIO)
2) HE TIePEUYHCIICHHBIX, HO YIYTCHHBIX B UTOTOBBIX 3aMKCIX OMUCEH T,

(tmudpaMu ¥ IPOIUCHIO)

5. HempaBuiibHO pa3MeIeHHbIX JI€J], OTHOCSIIMXCA K IPYTUM apXUBHBIM (POHIaM,

nen. (uudpamMu U TPOMUCHIO)

6. Oka3anoch B HAIMYUU TI0 TAHHOMY apXUBHOMY (OHY (BKIFOUEHHBIX B OTIMCH)

nein. (mudpamMu U MPONUCHIO)

7. ImMeeTcsl He BKIIFOYECHHBIX B OIIMCH JIEJT nen, (mudpamu

U TIPOITHCHIO)

8. Bcero mo manHOMYy apxuBHOMY (OHIY (BKIFOUCHHBIX U HE BKIIFOUCHHBIX B OITHCH JIEN)

MUMEETCS B HAJTUUUH nedn, (mudpamMu U IpoIUCHIO)

U3 HUX:

1) Tpebyromux ae3uHpEKITuu nen; (mudpaMu U MPOIHCHIO)
2) TpeOyIomuX Je3UHCEKIINU nen. (uudpaMu U MPOMUCHIO)

3) TpeOyromux pecTaBpaluu nen. (mudpamMu U IpOIHUCHIO)

4) TpeOyIoIuX NeperieTa U NOIIITNBKH nein. (mudpamu u
MIPOTHUCHIO)

5) TpeOyroumx BOCCTAHOBIIEHHUS 3aTyXalOUUX TEKCTOB nein. (mudpamu
Y TIPOIHCHIO)

6) HEUCITPaBUMO TOBPEKIECHHBIX nen. (mudpamMu U IpOIUCHIO)
7) TpeOyromuX TEXHUIECKOU 00paboTKI nen. (uudpamu u
MIPOMUCHIO)

8) BbIIaHO BO BPEMEHHOE I0JIb30BaHUE nen. (mudpamu u
MIPOTHUCHIO)

9. O6HIaSI XApPAKTCPUCTHKA COCTOAHUA U YCJ'IOBI/Iﬁ XPpaHCHUA JOKYMCHTOB, OCHOBHLIC
OTPULATCIIbHBIC ABJICHUA B COCTOSAHWHA U YCIIOBUAX XPAaHCHUSA JOKYMCHTOB

[IpoBepky npoBoauiu (HaumeHoBaHus AoukHOcTer, PO paOOTHUKOB BETOMCTBEHHOIO



(4acTHOro) apxvBa OpraHu3aluu).

IIpunoxxenue: JIncTel NPpOBEPKU HATUYUS U COCTOSIHUS AC] Ha 1. B JK3.

Ha rOCYJJapCTBEHHOM M PYCCKOM SI3bIKaX.

[Ipencenarens KOMHCCUU PacmudpoBka (muuHast moAnuCh) NOAMUCH
YiieHsl KOMUCCUU PactnmdpoBku (JInyHbIE TTOJMUCH) TOANIKCEH
Jlara

®opmar A4 (210X297)

[Ipunoxenue 27
k [IpaBunam npuema, XxpaHeHUs,
ydeTa U UCTIOJb30BaHHA JOKYMEHTOB
HanponansHoro apxuBHoro ¢oxzia
U JPYTHX apXUBHBIX JTOKYMEHTOB
BE/IOMCTBEHHBIMH U YaCTHBIMU
apXHUBaMH

dopma
Kaprouka yuera HeoOGHApYKEHHBIX apXUBHEIX JOKYMEHTOB

Kaprouka yuera HeoOHapyKEHHBIX ApXUBHBIX TJOKYMEHTOB
Donx Ne
B apxuBoxpaHunumie
(Ha3BaHUE apXUBOXPAHWIHIIA)

Hassanue donna

JlaTa HeoOHapy>KEeHUs TOKYMEHTa

Kon-Bo muctoB  (
HoMmep enwmHUIBI  3aroiloBOK CIMHHUIIEI

Howmep onucu Kpaitaue natsi BpeMsl 3ByYaHus,
XpaHEHUs! XpaHEHHS
METpax)
(JiuiieBas CTOpOHa)
®opmat A6 (148 105)
OTMeTKa 0 X0zie po3bICKa PesynbTat po3bicka

(o6opoTHast cTOpoHA)
®dopmat A6 (148 105)

ITpunoxenue 28
k [IpaBunam npuema, XpaHeHus,
ydeTa U UCIIOJIb30BaHUsI JOKYMEHTOB
HannonansHoro apxuBHoro ¢oHaa
U IPYTHX apXHUBHBIX JTOKYMEHTOB
BEJOMCTBEHHBIMH U YaCTHBIMU
apXuBaMH
®dopma
YTBepxaaro

(HamMeHOBaHWE JOKHOCTH,
(dhaMITus, THUIHATIBI
PYKOBOJIUTEIS apXUBa)




AKT npreMa-Tiepeiaan JOKyMEHTOB Ha XpaHEHHE

(monuch pyKOBOAMTENS apXHBa)

(nata)

Ne (mara)

(ocHOBaHUE nepeaayun)

(HauMeHOBaHUE TIepeaBaeMoro apXuBHOro oH/Ia)

clain,

(HauMEeHOBaHUE OpraHU3aIUU-CIATYNKA)

IIPUHSLI

(HauMeHOBaHUE apXHBA)

JOKYMEHTBI Ha3BaHHOI'O (POH/Ia M HAYYHO-CIIPABOYHBIN anmnapar K HUM

KonnuecTBO enuHMIL

. Haszpanue, nomep KonumuectBo
ITopsiaxoBeIil HOMEp XPaHEHHUs ITpumeuanue
OTIUCH 9K3EMILISIPOB OIUCH
(enuHHI yueTa)
1 2 3 4 5

Hrtoro npuHsTO

€IMHUL XPAHEHHUS.

(HaI/IMeHOBaHI/Ie JOJIP’KHOCTH, (1)aMI/IJ'[I/IfI,

HWHUIIKAJIbI, IIOAINCH JINIIA,

MIPOBOIMBIIIETO MIepeIavy)

(mara mepenaumn)

ApxuBHOMY (poHIy TpucBOeH Ne

(HaI/IMeHOBaHI/Ie JOJIDKHOCTH, (i)aMI/[J'II/ISI,

HWHUIIKAJIbI, IIOATINCH JINIIA,

MIPOBOIUBILIETO IIPHEM)

(mara mpuema)

HN3MeHeHus B YYCTHBIC TIOKYMCHTBI BHCCCHHBI.

(HauMeHOBaHUE JOJIKHOCTH, (haMIIIKsl, THUIIMAJIBI, IOJIMUCH JIUI] (-a),

BHCCHICTO I/I3MGHGHI/IH)

(maTa BHECEHMSI U3MEHEHUS B YYETHBIC JJOKYMEHTHI)

®opmar A4 (210°297)

[Ipunoxenue 29
k [IpaBunam npuema, XxpaHeHUs,
ydeTa ¥ UCTIONIb30BaHHs JOKYMEHTOB
HannonansHoro apxusHoro ¢oHaa
U IpyTUX apXUBHBIX TOKYMEHTOB
BEIOMCTBEHHBIMH U YaCTHBIMU
apXyUBaMH
®dopma

VYTBepxnaro



YTBepxnaro

(HaI/IMeHOBaHI/Ie JOJIDKHOCTH, (i)aMI/IJ'II/IH, HMHHUIIMAJIbI

(HauMeHOBaHME TOJDKHOCTH, (paMITHs, PYKOBOAUTEIS TOCYAAPCTBEHHOTO apXHBa)
MHHIHABI PYKOBOAUTENS OpraHU3aluu)

(moAnuCch pyKOBOAUTEIIS TOCYAPCTBEHHOTO

(moAnyuch pyKOBOAUTEIIST OPTaHU3AINN) apxuBa)
(nara) (nara)
AKT

Ne
(MecTO COCTaBIICHHS)

npueMa-nepeaadn JICKTPOHHBIX OC€JI Ha IOCTOAHHOC XPaHCHHUO

OcHoBanue: (HaBBaHI/IC HOPMATHUBHOI'O ITPABOBOI'O AKTa

B c(hepe apXUBHOTO JIeJia U JIIONPOU3BOICTBA)
B cBs3u ¢ (MCTeUeHHEM CpOKa BPEMEHHOTO XpaHEHHUS JOKYMEHTOB,

JUKBUJALUEH, peopraHu3alieil opraHnu3aluy, yTOUHeHHeM PO uIs KOMILIEKTOBAHUS )

(HauMeHOBaHUE OPTaHU3AIIUHN )
nepeaeT, a (HamMeHOBaHME TOCYIAPCTBEHHOTO apXHUBa) MPUHUMACT
Ha IMOCTOSTHHOE XPaHCHHE JICKTPOHHBIE JIeJia 3a TOAbl M HAyYHO- CIIPABOYHEIN ammapaT K HUM

KonuuectBo Kpaiinue gmatsl

Ne m/mt HasBanue u Ne onucu P [Ipumeuanue
3IEKTPOHHBIX JeJT AJIEKTPOHHBIX AeT

1 2 3 4 5

Htoro npuHATO 37IEKTPOHHBIX AEII.
B rocynapctBeHHOM apxuBe (GOHAY MTPUCBOEH HOMEP

Ilepenauy npoussen:
IIpuem npoussen:

HaMMCHOBAHHEC NOJIPKHOCTH, q)aMI/IJ'II/Iﬂ,

HAMMEHOBAHUE TOJKHOCTH, (haMUJIHS,
WHUIAAJIBL, TOAMUCH pabOTHHKA (-OB)

WHUIMAJBI, TIOANICHh pabOTHUKA (-OB)
BEZOMCTBEHHOTO (YaCTHOT'0) apXuBa

rOCyJTapCTBEHHOTO apXHBa
OpTaHU3aINH, TIPOBOJMBIIETO (-MX) MPOBEPKY)

ara
aTa

[Tpunoxenne 30
k [IpaBunam npuema, XpaHeHus,
ydeTa U UCIOIb30BaHUs JOKyMEHTOB
HannonansHoro apxuBHoro ¢oHzaa



U IpyTUX apXUBHBIX JTOKYMEHTOB
BEZOMCTBCHHBIMHU 1 YaCTHBIMH
apXHuBaMH

®opma

Kaura Y4ucTra NOCTYILUICHUS U BEIOBITHSA JOKYMCHTOB, B TOM YHCIJIC 3JICKTPOHHBIX

Haum [Hoctynnenue BriOobiTHE Heomnucanubl
€HOBa ONMHUCAaHHBIX OMHUCAaHHBIX X nein,
HHUC JOKYMEHTOB JOKYMCHTOB JIOKYMEHTOB,
oOpraH KonuuectBo nen KomnuuectBo nen JIICTOB
u3anu
u Haum
( Hasga
CTPYK €HOBa
by HUE U
TypHO HHUE
P ’  HOMEp .
ro HOMEp Kpait
apXuB
mojpa H jara HUE
Jara HOTO
3ene  JI0KyM JaThl
oCcTy ¢donma
HUs, €HTa, OCTY
IUICHU ,
ITops JIOJIK 11 O MHUBLI [Ipum
s WK onucu
JIKOBBI HOCTH KOTOD u X HOCTO Bpeme oo OCTO Bpeme oo eJaHn
i Ne BLIOL! oro omy 1Oy HHOT'0 HHOT'O e
~  rug OUBIII SHHOT JIMYHO STHHOT JIUYHO
JUIa, TOCTYy BBIOBI My o M TOCTY BBIOBI
AOKYM apXHB MK LR — CBBIIII CBBIII MU0  JIO
XpaHe cocTa XpaHe cocTa
CHTa nin e 10 e 10
a), OT HIH AOKYM o BY — BY
BBIOBI ner) ner)
KOTOP BBIOBI €HTOB
. BIIMX
ol nwm
JIOKYM
MOCTy JOKYM
€HTOB
MUIM  EHTHI
unu
BBIOBI
au
JIOKyM
€HTBI

1 2 3 4 5 6 7 8 9 10 11 12 13 14 15

Hroro B roJly NOCTYIHIIO €AUHULl XpaHEHUS,

B TOM yucJe: (mudpamMu ¥ NpONUCHIO)

(ToKa3bIBAIOTCS pa3eibHO UTOTOBBIE AaHHbIE 10 rpadam 7, 8, 9, 13 kuurn);
BEIOBLIIO eauHUIl y4deTa (+ JOKyMEHTOB, JIUCTOB),

B TOM uncie: (udppamMu U OIpONUCHIO)

(ToKa3bIBAIOTCS pa3eibHO UTOTOBBIE AaHHbIE 0 rpadam 10, 11, 12, 14 kHurn).
HanmenoBanue 101KHOCTH pabOOTHUKA,
PacmndpoBka cocTaBUBILIEr0 UTOTOBOIO T'OI0BYIO 3aITUCh MOJMUCH

(JIM4HAsI TOMTKCH)
PykoBoauTenb BeIOMCTBEHHOTO (4aCTHOTO)




PacmmdpoBka apxuBa opranu3amnuu (JIMYHAS MOIMHUCH) MTOIIHUCH
JlaTa

IIpunoxenne 31
k [IpaBunam npuema, XxpaHeHus,
ydeTa ¥ UCTIONIb30BaHHs JOKYMEHTOB
HanwonansHoro apxuBHoro ¢poxua
U JPYTHX apXUBHBIX JIOKYMEHTOB
BEJIOMCTBEHHBIMU U YaCTHBIMH
apXHUBaMH

®dopma
JIucr-3aBeprTens aeina

dong Ne Ommce Ne Jleno Ne

B neno noAmmTo 1 npoHyMEPOBAHO JucT (OB), B TOM YHUCJIE:
nutepHbie NeNe 1uCcTOB
nponyeHHbie NeNe 1uctoB

MMPOHYMCPOBAHHBIC HUCTBIC JIMCThI
+ JINCTOB BHYTpeHHeﬁ OIINCH

YUTEeHO IOKYMEHTOB B BUJIE BIIOKECHHUIN U MPUIIOKEHHM, HE TTOJIEHKAINAX
HyMepaluu

(pa3HOBUIHOCTU JJOKYMEHTOB M UX KOJIMUECTBO)

Ocobennoctu  (GopmupoBanus, odopMiIeHHUS,
(hU3UYIECKOTO COCTOSTHUS U Y4YeTa JJOKYMEHTOB Jiejia

1 2

NeNe mucToB

. BpOH_HOpBI W MHBIC IICYATHBIC U3 JaHUA
. JIucroBku

. Beipe3ku u3 razer

. OTKPBITKH

1

2

3

4

5. KonBepTsl
6. Mapku Io4TOBBIE

7. Mapxku repOoBbie

8. llltemneny moYTOBBIE U UHBIE

9. CnenuanbHbIE IOYTOBBIE OTMETKU

10. CypryuHsle, MaCTHUHBIE TT€YaTH

11. ®oTOIOKYMEHTHI

12.  Kaprtsl, mniaHbl, uYepTeXH U HHad
HAy4YHO-TEXHUUYECKasl JOKYMEHTAIUs

13. PucyHku, rpaBropbl, akBapeiIn

14. ABTorpads! BUIHBIX AesiTerel

15. CxneeHHbIE TUCTHI

16. YTpaTa yacTu JIMCTOB

17. Yracaronuii TeKCT

HanmvenoBanne momKHOCTH Jnnia, PacimmdpoBKa 3amoTHUBIIETO JIHCT-3aBEPUTEIb Jena
noAnucy (JTMIHas TTOAIHUCH)

JlaTa



[Ipumeyanue:

1. nucT-3aBEepUTENIL COCTABJISIETCS JJIS y4yeTa KOJIMYECTBa JINCTOB B Jielie U (puKcanuu
0COOEHHOCTEH UX HyMepaluu

2. IUCT-3aBEPUTENb COCTABISETCS HA OTACIBHOM JIUCTE (JIUCTaX) W MOMAIMIMBACTCS B KOHIIE
nena

3. B IUCTe-3aBepUTENIC YKA3bIBACTCS IU(PPAMH U MPOMUCHI0 KOJIMYECTBO MPOHYMEPOBAHHBIX
JUCTOB JIeJIa U OTAENbHO, Yepe3 3HaK "+" (IUTI0C), KOJIMYECTBO JIMCTOB BHYTPEHHEH ONMHCH
JOKYMEHTOB JIeJia

4. B JNHCTE-3aBEpPUTENIC OTMEUAIOT CJIEAYIOIIUE OCOOEHHOCTH HyMmepaluu, ohopMIICHHUS U
(U3UYECKOTO COCTOSTHUS JOKYMEHTOB Jieia

1) cpencTBa mouTtoBOro obpaimieHus (MapKd BCEX BUJIOB, KOHBEPTHI, OTKPBHITKU, OJIAHKU,
MITEMIIENIH, ITAMIIBI, TTIOMOBI)

2) mevaTu U uX OTTUCKH

3) aBTorpadbl BUIHBIX T'OCYJIAPCTBEHHBIX U OOIECTBEHHBIX NAESATENEH, NesTeleld HayKu,
TEXHUKU U KYJIbTYPHI

4) poTOAOKYMEHTHI

5) puCyHKH, TpaBIOpPHI U aKBapEIn

6) kpynHoOopMaTHBIEC TOKYMEHTBI

7) CKJIEE€HHBIE JINCTBI, TOBPEKICHUS TOKYMEHTOB

8) IUCTHI C HaKJIeeHHBIMU (poTOTrpadusaMu, TOKyMEHTaMU

9) KOHBEPTHI C BIOKEHHUSIMU U KOJIMYECTBO BJIOKEHHBIX B HUX JINCTOB (MPEIMETOB)

10) 1OKyMEHTBI, UMEIOIINE CAMOCTOSITENIbHYI0O HyMepaluio (B TOM YHCIie U TUMOrpadckue
MaTepualbl), U KOJIMYECTBO UX JTUCTOB (CTpaHUII)

5. eciii Ha OJTHOM JIUCTE JieJla UMEETCSI HECKOJIBKO 0COOCHHOCTEH O(popMIIeHUs JOKYMEHTAa,
TO B rpade 2 I1cTa-3aBepUTEIIs MPOCTABIISIETCS HOMEP ATOrO JINCTA MPOTUB KAXK0W MO3ULIUH
rpadsr 1

6. eciiu B JOKyMEHTE Ha OJTHOM JIUCTE€ UMEETCS] HECKOJIbKO MapOK U MHBIX MaTE€pUajoB, TO B
rpade 2 B ckoOKkax mociie HoMepa JUCTA Jielia YKa3hIBAeTCA UX KOJIMYECTBO

7. eciid B Jieie UMEIOTCS MIPEAMETHI, HyMepalusi KOTOPhIX HEBO3MOKHA M3-3a2 0COOEHHOCTEHN
Marepuana, u3 KOTOPOTO OHHM UCIIOJHEHbI (CTEKJI0, METaJlJl, TKaHb U HHbIE), TO B Tpade 2
YKa3bIBAIOTCSI HOMEPA JIUCTOB, MKy KOTOPBIMU HaXOAUTCS TAHHBIN MpeaMeT

8. BCe MOCIEAYIOINEe M3MEHEHUS B COCTABE WM COCTOSIHUM Jefa (MOBpEXIEHHUE, 3aMeHa
MOJUIMHHBIX JOKYMEHTOB KOMHUSIMH, IPUCOEIUHEHUE HOBBIX JTOKYMEHTOB) OTMEUYAOTCS B
JIUCTE-3aBEPUTETIE CO CCHIIKOM Ha COOTBETCTBYIOUIUN aKT

9. nucr-3aBepuUTENh HE HYMEPYETCS

®dopmat A4 (210X297)

[Ipunoxenne 32
k [IpaBunam npuema, XpaHeHus,
y4eTa U UCIOIb30BaHUs JOKyMEHTOB
HannonansHoro apxuBHoro ¢oHaa



U IpyTUX apXUBHBIX JTOKYMEHTOB
BEZOMCTBCHHBIMHU 1 YaCTHBIMH
apXHuBaMH

®opma

ITacmopT BeTOMCTBEHHOTO (TaCTHOTO) apXHBa OpraHW3aIMH, XPAHAIIEr0 HAyIHO-TCXHUIECKYIO
JOKYMEHTAITHIO

Komy npexacrasisiercs

(odunmanbHOE HAMMEHOBAaHUE TOCYJAPCTBEHHOTO apXHMBa U €ro MOYTOBBIN a/Ipec)
Kewm npencraBnsercs

(O(bI/IHI/IaJ'IBHOC HaAanMMCHOBAaHHC OTqHTBIBa}OMGﬁCH opraHu3anuvu 1 €ro MMOYTOBBIM anpec)

(dbopma cOOCTBEHHOCTH OTYMTHIBAIOIICHCS OpraHU3aIliHN)
[TacmiopT apxuBa OpraHu3alid, XPaHAIIECTO0 HAYYHO-TEXHUYECKYO TOKYMEHTAIIHIO,
Ha 1 mexabps rojaa

1. O0mue cBeneHus

KomnmgectBo enuHAI XpaHEHUS

KpalHuE 1aThl XpaHUTCS CBEPX
HOpﬂHKOBBIﬁ No IToxa3zarenu YCTaHOBJIEHHOT'O
BCETO
HavyaJibHas KOHEYHast (morosopHoro)
cpoka
1 2 3 4 5 6

Hayuno-uccneno
BaTEIbCKast

KonctpyxTopcka
o

TexHomornuecka
s

[IpoextHas
[Ipouue BuabI

Bcero

2. Hay4yHo-TexHMYECKasi NOKyMEHTAalMsl, OTHECEHHas K cocTaBy HammoHanbHOTO
apxuBHOTO (poH]1a

Kommuects . KonmaecTBo eqMHAL XpaHESHHUS

0 nepedHei Kpaitiue fate! KpaiHue 1aThl

MPOEKTOB,

npooiem, XPpaHUTCA
Hay4HO-Te CBEpPX
XHUYECKas yCTaHOBJIE
JIOKyMEHTa HHOTO  (
OUS 110 JOTOBOPHO
KOTOPBIM ro) cpoKa

HadajlbHasgd KOHCYHAas KOHCYHAas
IOJJICKUT



nepeaade HavaJlbHas
H a
TOCyIapcTB

TlopsaxoB Ilokasaren eHHOe€ BHECEHHBIX

bl Ne u XpaHEHue B OIIUCHU

1 2 3 4 5 6 7 8 9

Hayuno-uc
CIeI0BaTeN
bCKast

Konerpykr
opckas

TexHomorun
qeckast

IIpoextHas

IIpoune
BUJIBI

Bcero
3. YnpaBieHueckas JOKyMEHTalus
KonnuectBo CAWMHUIL] XpaHCHUA

U3 HHUX BHECEHO B OIIHCH,
yTBEepXKIEHHbIE (coriacoBaHHbie) XPaHUTCA

[opsaxos ITokasaten KpaifHue 1aThl OIIK mecTHOrO HCHogHHUTENbHOrO CBEPX
brit Ne u BCETo opraHa  (pecmyOIMKaHCKOTO YCTaHOBJIC
rOCyIapCTBEHHOTO apX1Ba) HHOTO  (
. JIOTOBOPHO
KpaifHue aThl
HayaJlbHasi KOHEYHasi BCEro ro) cpoka
HadajbHas KOHEYHAS
1 2 3 4 5 6 7 8 9
ITocTosiHHO
1 r o
XpaHeHus
IT o
2 JINYHOMY
cocTaBy
4. Kaapsl
YcnoBus XpaHeHUs TOKYMEHTOB (HYKHOE TIOAYEPKHY T
ApPXUBOXpaHWINIIA: €CTh, HET; CyX0e, CHIPOE; CBETIIOL,
TEMHOE
[Mopsinxosbii Ne Buzpl apxuBoB  Oromutenue: neHTpANOABECHERN ST SHEVKCPBOETHNKOB
1 2 Crennaxxu: METAIUIRIECKHUE, AePCBIHHABIC,

KOM6I/IHI/IpOBaHHHC, HECT

H_IKa(bBIZ ACPCBSHHBIC, METAJUIMYCCKUEC; HET



1 HayuHo-TexHHY€ONBINIM3aLUs: T0XKAPHAS: €CTh, HET;
JAOKYMCHTallH OXpaHHasd: eCTh, HET
2 VrpasieHueckoil JOREMEREAT AT CCTh, HCT
TemmnepaTypHO-BIaXXHOCTHBIH PEXUM:
cobuto1aeTcsi, He coOIIoaAaeTCs

HanmenoBanne 10MKHOCTH pyKOBOJMTEISI OpraHU3aluu Pacmmgposka

(JIMyHAs IOMAMUCH) TTOATHICH
JlaTa
(pamunus u TenedoH UCTIOTHUTETIS )

dopmar A3 (297x420)

[Ipunoxenue 33
k [IpaBunam npuema, XxpaHeHUs,
ydeTa ¥ UCTIOJIb30BaHHs JOKYMEHTOB
HanwonansHoro apxuBHoro ¢poHua
U JPYTHX apXUBHBIX JIOKYMEHTOB
BEJIOMCTBEHHBIMU U YaCTHBIMH
apxvBaMHu

dopma
Hacnopr apXnuBa OpraHu3annH, XPAHAIICTO JJICKTPOHHBIC JOKYMCHTBL

Komy npexacrasisiercs

(odunmanbHOE HAMMEHOBAaHUE TOCYJAPCTBEHHOTO apXHBa U €ro MOYTOBBIN a/Ipec)
Kewm npeacraBnsercs

(O(i)I/IHI/IaJILHOC HaAanMMCHOBAaHHC OTqHTLIBaIOHIGﬁCH opraHu3anuvu 1 €ro MMOYTOBBIM anpec)

(dbopma coOOCTBEHHOCTH OTYMTHIBAIOIICHCS OpraHU3aIliH )
[TacniopT apxuBa OpraHu3aliy, XPaHsIIEro JICKTPOHHbBIC IOKYMEHTHI,
Ha 1 mexabps rojaa

1. CBenenust 00 3NIEKTPOHHBIX JOKYMEHTaX

Ceenenuns 00 3JEKTPOHHBIX TOKYMEHTaX

KonuuectBo 5
cnenupuuec O6BbeM KOIMIECTBO KpaiHue naThl
Hopskonbilt ITokazareaun X samicanmoii I 00mem .
Ne uHbopMamy  HH(OpMAIH XpaHEHHUs]  3alMUCaHHOU
OHHBIX u SJIEKTPOHHBI HHPOPMAUM yayajgpHast  KOHEYHAs
pecypcos X u (Mo6r)
JOKYMEHTOB
1 2 3 4 3 6 7 g

2. Kagpsr
VYcaoBus XpaHEHHS JOKYMEHTOB (
HY>KHOE TIOUEPKHYTb)
ApXUBOXpaHWIHILA: €CTh, HET;
CYyXO€, CBIPOE; CBETIIOE, TEMHOE



OtomneHue: LEeHTpanbHOE, NEYHOE,
OTCYTCTBYET

Crennaxu:  METAIMYECKHE,
Ne Busr apxuBoB ACPRBYACERO, LKOVIBHKPIORTHIERB

1 2 BT
Mxadsr: IepeBsSHHBIC,

MCTAJUIMYCCKHUC,; HCT

1 DJNIeKTPOHHBIE TOKYMEHTHI

Curnanm3anus: Mo>kapHas: eCTb, HEeT
5

OXpaHHas: €CTh, HET

YwnTanbHBIN 3aJ1: €CTh, HET
TemnepaTypHO-BIaXHOCTHBIN
PEXKHM:

coOromaeTcs, He COOJII0IaeTcs

HanmenoBaHne 101KHOCTH pyKOBOJUTEISI OPraHU3auu Pacmugposka

(JIMYHAst TOANKCH) TOAUCH
Jlara
(bamunust v TeniepOH UCTIOTHUTEIS)

®dopmat A3 (297x420)

[punoxenne 34
k IlpaBuitam npuema, XpaHeHus,
yue€Ta 1 UCIO0JIb30BaHUA TOKYMCHTOB
HanunonansHoro apxuBHoro Gouua
U IpyTUX apXUBHBIX TOKYMEHTOB
BE/IOMCTBCHHBIMU M YaCTHBIMH
apXUBaMH

®opma
HaClIOPT apxX¥Ba OpraHru3anui, XpaHAIICro ayJHOBU3YAJIbHYIO JOKYMCHTAIIAIO

Komy npencrasnsiercs
(ounmanbHOE HaMMEHOBAHKE TOCYAAPCTBEHHOI'O apXHBa M €ro MOYTOBBIN aJIpec)
Kem npencrasnsercs
(o¢punmanbHOE HAMMEHOBAHUE OTYUTHIBAIOLIEICS OpraHu3allii U €ro MOYTOBBIN ajpec)

(dbopma coOOCTBEHHOCTH OTYMTHIBAIOMICHCS OpraHU3aIliHN)
[TactiopT apx¥Ba OpraHu3alyu, XPaHsIIIEro ay IMOBU3yaIbHYIO JOKYMEHTALIHIO,
Ha 1 nexaOps roga

1. KUHO1IOKYMEHTBI

KommuectBo equHAL XpaHEHUS

KpaﬁHHe JaThbl U3 HHUX BHCCCHO B OIIHCH,
YTBEPXK/ACHHBIC (coryiacoBaHHble) XPaHUTCA
[Mopsaxos TlokasaTen OIIK mecTHOr0 HCHogHHUTENbHOrO CBEPX
b1t No u BCETO opraHa  (pecmyOIMKaHCKOTO YCTaHOBJIC
HayajbHas KOHEYHAas TOCYyHapCTBEHHOTO apXWBa) HHOT'O (
JIOTOBOPHO

KpaiH1e 1aThbl
BCEro ro) cpoka
HayajibHasg KOHEYHas



1 2 3 4 5 6 7 8 9
| Ha 35-mm
IUIEHKE
) Ha 16-mMm
IJICHKE
2. ®OTOAOKYMEHTHI
KOHH‘IGCTBO CIAUHUIL XpaHeHI/ISI
KpaiHHe 1aThl U3 HUX BHECEHO B OIINCH,
YTBEpIKACHHBIE (COTIIACOBAHHBIC XpAHHTCS
) OIIK MECTHOTO cBEpX
Topsinkos WCIOJHUTEIBLHOTO  opraHa  (
”p Hoxasaremu ecny6JIMKaHCKOTO yeranot
bIii Ne BCEro HAYATLHA pecry eHHOro (
. KOHEYHAs ToCyIapCTBEHHOTO apXHBa) JTOTOBOPH
KpaifHue 1aThl oro)
BCETO HavalhHA CpoKa
KOHEYHAst
o
1 2 3 4 5 6 7 8 9
4yepHO-0e
1 Heratuspr J1bIC
I[BETHBIE
[Mosutue 4YepHO-O€
Bl Ha JbIe
s IJICHKE,
JTHAIIO3UT
— ( I[BETHBIE
CITaipI)
3 dorooTIIeyaTKH
KOJIMYECT
B O
®oToansb A1EOOMOB
4
OMBI KOJIHUYECT
B O
CHHMKOB
3. ®OHOIOKYMEHTBI
KonuuecTBo eAMHUIL XpaHEHHUS
KpaifHue 1aThl W3 HHUX BHECEHO B OIIHCH,
YTBEp)KACHHBIE (coriacoBaHHbple) XPAHUTCA
Iopsanxos Ilokasaten OIIK mecTHOro ucrnoiasureiabHoro C¢BEPX
. CTaHOBIIE
bIit No u BCETro oprana (pecryOrmkaHCKOTO y
HayalbHas KOHEYHAs TroOCyAapCTBEHHOI'O apXUBa) HHOTO
. JIOTOBOPHO
KpaifHue aThl
BCETO r0) Cpoka
HavajgbHas KOHEYHAs
1 2 3 4 5 6 7 8 9
MarauTHbl

€ 3aIucu



2 I'pammoddo
HHBIE
3aIHCH

3anucu Ha
3 HHBIX
HOCHUTESAX

4. Bu1eoqOKyMEHTBI

KomnnuectBo CANHUIL XpaHCHU

KpaiHHe 1aThl U3 HHUX BHECEHO B OIIHCH,
yTBEepXKIEHHbIE (coriacoBaHHbie) XPaHUTCA
HOpﬂZ[KOB TTokazaren OITIK MeCTHOTO HCIIOIHHUTEIHHOTO CBCPX
bIii No u BCETo oprana  (pecmyOJIUKaHCKOTO yCTaHOBJIC
HayajbHas KOHEYHAsd TroOCYAapCTBEHHOIO apXHBa) HHOTI'O (
. JIOTOBOPHO
KpaitHHE 1aThl
BCETO ro) cpoka
HadaJbHas KOHEYHAs
1 2 3 4 5 6 7 8 9
5. Kagpsr
VYcnoBust XpaHeHUs JOKYMEHTOB
(Hy’XHOE MTOTICPKHYTH)
ApPXHMBOXpaHUINIIA: €CTh, HET; CYyXO€, ChIPOE; CBETIIOE,
[opsinkoBbrit Ne Bunbl apxuBoB  TeMHOE KommgecTBo mTaTHBIX pabOTHUKOB
1 ) Oromnnenue: NEHTPAILHOE, IEYHOE, OTCYTCTBYET
Crennaxu: METaJUTM4EeCKUe,  JEepEeBsHHBIC,
1 DuUIbMOTEKH
KOMOMHUPOBaHHbIE, HET
2 Qororexu HIkadpl: nepeBsiHHbIE, METAIUIMYECKUE; HET
3 doHOTEKH Curnanuzanysi: moxapHasi: €CTh, HET;
4 BI/IIIQOTCKI/I OXpaHHasdA: €CTb, HET
YwuTanbpHBIN 3aJ1; €CTh, HET
TemnepaTypHO-BIIaXKHOCTHBIM PEXUM:
cobOmromaeTcs, He cOOIoaaeTCst
HaumeHoBaHuEe JOKHOCTH PYKOBOJUTEIIA OpraHu3alnunu PacmwprBKa

(IMYHAst TOAMKCH) TOAUCH

JlaTa (bamunus u TenepoH UCTIOTHUTEIIS )
®opmat A3 (297x420)

IIpunoxenue 35
k [IpaBunam npuema, XxpaHeHUs,
ydeTa U UCTIOJIb30BaHHA JOKYMEHTOB
HanwonansHoro apxuHoro ¢hoxzia
U JPYTHX apXUBHBIX JIOKYMEHTOB
BEAOMCTBCHHBIMHU N YaCTHBIMHU
apXHUBaMH

dopma

ITacnopT BeIOMCTBEHHOTO (JaCTHOT'0) apXABa OPraHW3AIMH, XPAHSAIIETO YIIPABICHIECKYIO
JOKYMEHTAIIHIO

Komy npeacrasisiercs




(ounmanbHOE HaMMEHOBAHKE TOCYAAPCTBEHHOT'O apXHBa M €r0 TTOYTOBBIN aJIpec)

Kewm npeacransercs

(opunmanbHOE HAMMEHOBAHNE OTUMTHIBAIOIICHCS OPTaHU3AIMH U €TO MIOYTOBBIN apec)

(opma cOOCTBEHHOCTH OTYUTHIBAIOIICHCS] OPTAHU3AINH )

I[TACIIOPT apxuBa opranu3zaiuu, XpaHsIero yrnpaBJIeHYeCKyI0 TOKyMEHTAIHUIO,

Ha | nexaOps roja

1. O01mue cBeneHus

IMInomans
KonndecTBo apXuBHBIX

TTopsankoBsrit Ne
e ¢doHI0B

ApXUBOXPAHIINIL B
KBaJPaTHBIX METPAX

1 2 3
2. CBeneHus O TOKYMEHTax
KonuuectBo CAVHNI XpaHCHUA

KpalHuE 1aThbl

3arpyxeHHOCTb
ApXUBOXPAHUIHIL B
MIPOIICHTaX

4

W3 HHUX BHCCCHO B OIIUCH,
YTBEPKACHHBIC (COFHaCOBaHHHe

XPaHHUTCSA
) OIIK MECTHOTO cBepx
Topsiaxos TTokasate WCIIOJHUTEIBLHOTO  opraHa  ( yCTaHOBN 0GpasyeTc
bIii No o BCETO - pecnyOJIMKaHCKOTO ennoro (1 B roa
. KOHEYHAs TroCyIapCTBEHHOTO apXHBa) JIOTOBOPH  J1eT
KpaifHue 1aTel oro)
BCETO HavyaJibHa cpoxa
KOHEYHAS
i
1 2 3 4 5 6 7 8 9 10
[TocTosiHH
1 oT O
XpaHCHHUS
IT o
2 JIUYHOMY
COCTaBy
3. Kagpsr

VYcnoBus xpaHeHHMsT JOKYMEHTOB (
HY)KHOE TIOJYEPKHYTh)
ApXUBOXpaHUIIUINA: €CThb, HET;
CyX0€, ChIpO€; CBETIIOE, TEMHOE
OroruieHue: eHTpalbHOE, MEYHOE,
OTCYTCTBYET
Crenaxu: METaJTHYECKUE,
JIEpeBsIHHBIE, KOMOWHHpPOBAHHEIE,
HET
KonuuectBo mTaT&ﬁxfpbéﬁTHHKoBIepeBﬂHHHe,

MCTAJNIMYCCKHUE,; HET

[TopsinkoBerit No

CurHanm3anus: mo>kapHas: ecTb, HET
5

OXpaHHas: €CTh, HET

YwnTanbHBIN 3aJ1: €CTh, HET



TemnepaTypHO-BIaXHOCTHBIN
PEKIM:

coboaaeTcs, He cOOI0qaeTes
HanmeHoBaHuEe TOMKHOCTH PYKOBOJUTENSE OPraHU3aliU PacmudpoBka
(JIMYHAast TOAMKCH) TOAUCH

JlaTa (pamunmst u TenedOH UCTIOTHUTEIS)
®dopmat A3 (297x420)

[Tpunoxenne 36
k [IpaBunam npuema, XpaHeHus,
ydeTa U UCIIOJIb30BaHUsI JOKYMEHTOB
HannonansHoro apxuBHoro ¢oHaa
U IPYTHX apXHUBHBIX JTOKYMEHTOB
BEJOMCTBEHHBIMH U YaCTHBIMU

apXuBamMu
®opma
Kamura ygera 31eKTpOHHBIX HOCHTENICH apXWBa OpraHU3aii
(HauMEHOBaHHE OPraHH3aIHH)
Xpanunuiie No
B niepuoa ¢ 1o
. ApxuBHOE O0BEM 3ICKTPOHHOTO
WuBentapH 3aBojackoil .
N obOo3Haues B u HocHTels (MerabaiiT)
Hdarta BIif HOMEP HOMED
u e JIEKTPOHH Cpok CocrosiHue
pEerucTpar; 3JIEKTPOHH 3JEKTPOHH
o oro 0T o 9JIEKTPOHH O T O . _ XpaHeHMS  (HaJIHYHE)
oro HocuTens  SAHATHIHA CBOOOIHBIN
HOCHUTENS  HOCHUTEIS
HOCHTEJIS
1 2 3 4 5 6 7 8 9

dopmar Ad (210X297

[Ipunoxenue 37
k [IpaBunam npuema, XpaHeHHs,
yueTa M UCTOJIb30BaHHs JOKYMEHTOB
HarronansHoro apxuBHOTO (hoHIA
U IPYTHUX apXUBHBIX JIOKYMEHTOB
BEIOMCTBCHHBIMHU U YaCTHBIMH

apXHUBaMH
dopma
OTHKeTKa SJICKTPOHHOI'O HOCHTCIIA
HaumeHoBaHue apxuBa ApxuBHOE o0o3HaYeHHE JlaTa peructpanuu JI€KTPOHHOTO
OpTaHM3aINN JIEKTPOHHOTO HOCUTEJIS HOCHTEIS
NuBeHTapHBII Ne

3aBozckoi Ne JIEKTpOHHOTO HOCUTENS
JIEKTPOHHOTOHOCHUTEJIS

Ne nena mo onucu

®opmar A4 (210X297)



IIpunoxenue 38
k [IpaBuiiam npuema, XpaHeHus.,
ydeTa U UCIIOIb30BaHHA JOKYMEHTOB
HamyonansHoro apxusHoro ¢oxzia
U IPYTUX apXUBHBIX JOKYMEHTOB
BEAOMCTBCHHBIMHU N YaCTHBIMHU

apXUBaMH
dopma
KapTocha JJICKTPOHHOI'O HOCHUTECIIA apXHBa OpraHu3anuy
(HauMeHOBaHWME OpTaHHU3AIIAH)
Xpanwmiie No
WHuBeHTapHbBII HOMED
3aBojcKoit HOMep
ApxHUBHOE 0003HAYEHHUE IIIEKTPOHHOTO HOCUTEJIS
But 31€KTpOHHOTO O HOCHTEIIS
EMKOCTB 3J1eKTpOHHOTO HOCHTENS (Meralaiir)
JaTa mocTymiieHust SIEKTPOHHOTO HOCUTEIS
Jara BBO/Ia B OKCILITyaTaIMIO JIEKTPOHHOTO HOCUTEIIS
T'ogen no
CoCTOsIHUE 3JIEKTPOHHOTO HOCUTEIIS
[lepeuenb xpaHUMBIX (HaliIoB
KonTtponpnas
Ne /it Nwms daitna xapakTepucTuka/oobemM  JlaTta 3amucu
(aiina (Merabaiir)
1 2 3 4
VYuer IBUKEHUS 3JIEKTPOHHBIX HOCUTEIIEH
No /i Brigan Brigan Bhizan ke Harta Biixan 10 Boszepame Ilpunsan Harta
KOMY Kyna BBIIAYH H KeM KTO BO3BpaTa
1 2 3 4 5 6 7 8 9
VYyeT npoBeneHuss MpoPUIaKTHIECKUX padoT
Aara PesynbTars Ucnonuurens
Ne n/m BBIIIOJIHCHUSA Bun pabotst ITpumedanue
paboThI paboTsI
paboTHI
1 2 3 4 5 6

[Tpumeuanue. [lone "Bua paGoThel" MOXET NpUHHUMATh 3HAUCHMS: IPOBEPKA
KOHTPOJIbHBIX XapakTepucTHK (KX);
KOIMPOBaHHUE 110 OKOHYaHUU CPOKA XPAHEHUs; BOCCTAHOBJICHHUE.

[punoxenne 39
k [IpaBunam npuema, XpaHeHus,
yue€Ta U UCI0JIb30BaHUA TOKYMCHTOB
HannonansHoro apxuBHoro ¢oHaa



" ApYTUX apXUBHBIX JOKYMCHTOB
BEAOMCTBCHHBIMHU U YaCTHBIMU

apXUBaMH
®opma
HuBeHTapHAs KHWTa y9€Ta HAyIHO-TEXHUIECKON TOKyMEHTALUA
MNuBenrapn [Jata O603HaueH Haumenos IHoanuce o
BIi HOMEp CO3JaHUS U € Konunuects Dopmar aHUeE Kewm npuemke Ilpumeuan
SAMHUIBl eQWHHLBl eIUHHUIBI O JIUCTOB p eAMHUIBl  BBIMYIIEH JOKYMEHTO Hue
ydera yuera ydera ydera B
1 2 3 4 5 6 7 8 9
Htoro B rogy mnoCTyIiunio CANHMUII YUCTaA.

(tmudpaMu 1 IPOTUCHIO)
HaumenoBanue q0mKHOCTH paboTHUKA, PaciindpoBka cOCTaBUBIIETO UTOIOBOIO T'OJJOBYIO
3aIuCh MOANUCH (JTMYHASI TTIOJITUCH)

PykoBoauTenbs BeTOMCTBEHHOTO (4aCTHOTO) PacmmudpoBka apxuBa
opranu3anuy (JIMYHas TOJIICH) MOANUCH

JlaTa

dopmat A3 (297X420)

[punoxenne 40
k IlpaBuiiam npuema, XpaHeHus,
yue€Ta 1 UCI0JIb30BaHUA TOKYMCHTOB
HaunonansHoro apxuBHoro ¢oHaa
U IpyTUX apXUBHBIX TOKYMEHTOB
BE/IOMCTBCHHBIMU M YaCTHBIMH
apXUBaMH

®opma
Kaprouka perucrpanyuy Hay9HO-TEXHWICCKON JOKYMEHTAAN

JluneBas ctopona
Howmep komiuiekca Howmep o0bexTa
udp odvexTa
HaumenoBanue koMIuiekca
HaumenoBanne o0bexTa
Cramqus mpoekTa
T'ox pa3paboTtku
Otnen-pa3paboTank
I'naBHBIN MHXKEHEP IPOEKTA
TexHomornyeckas opraHu3anus
IIpumeuanue

O6opoTHas cTopoHa

. Mapka u HOMepa
Jara WuBeHTapHbI HOMEP Konu-uectBo nmuctoB Mecto XpaHe-HUA
JINCTOB

1 2 3 4 5



®opmar A5 (148X210)

[punoxenne 41
k [IpaBuiiam priemMa, XpaHeHHs,
ydeTra U UCTIOIb30BaHHS JIOKYMEHTOB
HarnronansHoro apxuBHOTO (hoHIA
U IPYTUX apXUBHBIX JTOKYMEHTOB
BEJIOMCTBEHHBIMHU U YACTHBIMH
apXUBaMH

®opma

HuBeHTapHAs KHHTA y9€Ta HAYIHO-HCCIEA0BAaTEIbCKOM JOKyMEHTAI[IH

PykoBo
Homep Y
JUTEID Komnnue
Haumen rocynap OtmeTK
Jata ( Komuge cTBO M
[Mopsiax O6o3Ha oBaHHMe CTBeHHO Pa3pabo a o Ilpumeu
N mocTyn JTtamn . OTBETCT CTBO  HOMED
oBbIi Ne deHne u Homep TYHK . BBIOBITH aHHE
JIeHUd BEHHBIH JIUCTOB  3K3EMILI
TEMBl  PETHUCTP
UCIOJIH spa
anuu
WTEIIb)
1 2 3 4 5 6 7 8 9 10 11 12
Hroro B roay mocCTymnuio CIVHUI] XpaHCHUA, BBIOBIIIO

eauHull XpaHeHus. (uudpamu v npomnuchio) (uuppaMu u

MIPOIHCHIO)

HanmenoBanue n0KHOCTH paboTHUKaA, PacimmdpoBka cOCTaBUBIIETO UTOTOBOIO T'OJOBYIO
3aIHUCh

noANUCH (JIMYHAS TIOJIMKCH)

PykoBoauTennb BEJOMCTBEHHOTO (4aCTHOTO) PacmmdpoBka apxuBa
opraHuzainuu (JTUYHas MOAMHUCH) TTOAMUCH

JlaTa

dopmat A3 (297X420)

[punoxenne 42
k IlpaBuiiam npuema, XpaHeHus,
yue€Ta 1 UCI0JIb30BaHUA TOKYMCHTOB
HaunonansHoro apxuBHoro ¢oHaa
U IpyTUX apXUBHBIX TOKYMEHTOB
BE/IOMCTBEHHBIMHU M YaCTHBIMH
apXUBaMH

®opma
)I(ypnan PETHUCTPALTHHA 3a4BOK HAa BbIJAYy IIATCHTA HA HBOGPCTCHI/IC

Cymma,
orurayue

HHOU

Howmep

Jarta Bxomsm MOLLINH
. rocynap Hassan ITaTent

MOCTyNn M | N

opsimk CTBCHHO ue 3asBUTE HEIU
Crpana ABTOpBI tenedo U HOMED

n300peT hiit moBepe T

CHUS HHBIN

BI, JaTa

0BbII Ne
H, (hakc IJIaTEX



JeHus HoMmep H HOTO

3asBJICH 3asABJICH PErucCTp AOKYyME
us us alnu HTa
1 2 3 4 5 6 7 8 9 10 11 12
®opmat A4 (210X297)

[Ipunoxenune 43
k [IpaBuiam nprema, XpaHeHusl,
ydeTa ¥ UCTIOJIb30BaHHs JOKYMEHTOB
HannonansHoro apxuBHoOro ¢oHaa
U JPYTHX apXUBHBIX JIOKYMEHTOB
BEIOMCTBEHHBIMHU M YaCTHBIMH
apXUBaMH

®dopma
VaerHas KapTo4YKa COUHHAIIBI YICTA SJICKTPOHHBIX HOKYMCHTOB

JULEBasi CTOPOHA KapTOUKHU

OTMeTKa 0 HaJIUYUH

HaumeHoBanue o
KOMUI JTOKyMEHTOB
OpraHu3aluy, OT 3aroJioBOK eauHHIBl Homep eauHUIIBI
. Ha DJEKTPOHHBIX  JlaTa MOCTYIUICHUS
KOTOPOW IOCTYIWIN ydeTa XpaHeHUs
HOCHTENAX
JIOKyMEHTBI
nHpopmanuu

KonnuectBo 3amuceit
dopmar Bung Hocurens O0weMm B MoOaiiT Jlata co3maHust
It 0a3bl JaHHBIX
Ilognucey 1nmna,

Cpok xpaHeHus Mecto xpaHeHus IIpumeuanus
BHECIIIETO 3aIHCh

000pOTHAsi CTOPOHA KapTOUKHU

ITognuce
Bun paborsr Homep axta . Howmepa
HoBrrit O6beMm B Bupg nuIna,
(mepe3anuch, nepesanucu  [lara N eIMHUI
¢dopmar Mobait HOCHTEJIS BHECIIETO
MHUTpalys) W MHTPalyd XpaHeHHs
3aIHCh

®opmar AS (148X210)

[Ipunoxenue 44
k [IpaBunam npuema, XpaHeHHs,
yueTa M UCIIOJIb30BaHHs JOKYMEHTOB
HarronansHOro apXuBHOTO (hoHIA
U IPYTHUX apXUBHBIX JIOKYMEHTOB
BE/IOMCTBEHHBIMHU M YaCTHBIMH
apXuBamu

®dopma
Od¢urmanprHoe HAaMMEHOBaHNE OPTraHU3aIUH

XypHan ydeTa MATpaIAH U Iepe3auceil AIeKTPOHHBIX JOKYMEHTOB

1. mocTossHHOTO XPaHCHUA 3a I'OJbI:

Hanmeno Haummeno

O6bem
BaHHE BaHHE
HaszBanue MUTpHpYye
Kommaect ANEeKTpoH 31ekTpoH Cmocob
paszena, M BI X

B O HOTO HOTO MUrpanun



Ne I[aTa I/IH,HCKC 3aroJIOBOK Kpaﬁ}ﬂ/]e JAOKYMCHT JAOKYMCHT HOCHUTCJISI HOCHUTCIISA U

/1 MUTpaAllUU 3JICKTPOH JJICKTPOH mgaThl OB B OB u pIgN ] IIocCie nepesanu
HOT'O Jiefla HOTO JIeNIa 3IeKTPOH JCKTPOH 3JCKTPOH MHUTPALUMU MUTpAIMU CH KaHaia
HOTO Jecjila HOM €€ HOM BHAEC U u nepeaaau
3JICKTPOH IIE€pe3anu IICpe3anu
HOro Jeja cu cu
1 2 3 4 5 6 7 8 9 10

2. Jlena BpeMeHHoOro xpaneHus (coimie 10 jeT) 3a rojpl:

Hanmmeno Hammeno

O0beM
BAaHHUC BaHUC
MUTPHPYE
Komuuecr PHPY 3NEeKTPOoH 3ekTpoH Crocob
HasBanue . M BI X
Kpaitnue B o HOTO HOTO MUTPALAU
Wupexkc paspena, JIOKyMEHT
Ne JaTa IaThl JIOKYMEHT HOCHUTEIS HOCHUTENIS U
9JIEKTPOH 3aroJIOBOK OB H©
n/m MUTpaluu QJEKTPOH OB B I o mociue mepe3anu
HOTO Jiefia DJIEKTPOH SJIEKTPOH
HOTO Jiefia 3JEKTPOH MUTpAIld MUTPAIH CH KaHaia
HOTO Aena HOM BHJIE
HOM JIeJIe u i nepenayn
SJIEKTPOH
nepe3any nepe3anu
HOTO Jena
cHu cHu
1 2 3 4 5 6 7 8 9 10
3. [lena mo JIMYHOMY COCTaBY 3a FOJbI:
Hanmmeno Hammeno
O0beM
BaHHE BaHHE
MUTPHUPYE
Komuuect PHPY ANEeKTPOH 31ekTpoH Crocob
HasBanue . M BbI X
Kpaitaue B 0 HOTO HOTO MUTpaIiH
Wupekc paspena, JIOKyMEHT
No Hara IaThl JIOKyMEHT HOCHUTEISI HOCHUTEIS U
9JIEKTPOH 3aroJIOBOK OB ©
n/m MUTpaluu 9JEKTPOH OB B oo mocie nepe3anu
HOTO Jiefia 3JIEKTPOH 3JIEKTPOH
HOTO Jiefia DJIEKTPOH MUTPAIMA MHTPAIMH CH KaHaTa
HOTIO Jena HOM BHJIE
HOM JIeJIe u i nepenayn
3JIEKTPOH
nepe3any  nepe3anu
HOTrO Jena
cu cHu
1 2 3 4 5 6 7 8 9 10

XapaKTepI/ICTI/IKa QJICKTPOHHBIX TOKYMCHTOB 10 HCpCSaHI/ICI/I/ MUTI'pAlUN:

dbopmar , 00beM (Mo6aiiT), KOJIMYECTBO U HOMEpa €MHUIl XpaHEHUS
XapakTepucTrKa dJIEKTPOHHBIX JJOKYMEHTOB TTOCIIC TTePE3amiCy/ MUTPAITUH:
dbopmar , 00beM (Mo6aiiT), KOJIMYECTBO U HOMEpa eMHUIl XpaHEHUS

[punoxenne 45
k [IpaBunam npuema, XpaHeHus,
yue€Ta U UCI0JIb30BaHUA TOKYMCHTOB
HannonansHoro apxuBHoro ¢oHaa
U IpyTUX apXUBHBIX TOKYMEHTOB
BE/IOMCTBCHHBIMU M YaCTHBIMH
apXUBaMH

®opma

ApxuBHas crpaBKa

(ma3BaHMe apXWBa OpraHW3aIMy) (IOYTOBEIM HHIEKC, aipec, TenedoH, (akc)



ApxuBHasi crpaBKa

Ne Anpecat

Ha Ne oT

OcHoBanue:
HupexTop apxuBa nognuck PacmmgpoBka noanucu
Wcnonnutens noanuck Pacmmdposka noanucu

IleyaTts
®dopmat A4 (210X297)

© 2012. PT'TI na I[TXB «MHCTUTYT 3aKOHOAATENBCTBA U ITpaBoBoil nHGopMaru Pecriybnmku Kazaxcram»
MunuctepcrBa roctunmnn Pecryonvkn Kazaxcran



