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

[Tpuxa3z Munuctpa KyasTypsl u ciopta Pecniyonuku Kazaxcran ot 25 aBrycra 2023 rona Ne
236. 3apeructpupoBan B MunuctepcTBe roctuninu Pecnyonuku Kaszaxcran 28 aBrycra 2023
rozxa Ne 33339.

B coorBercTBUM ¢ moaAnyHKTOM 475) nyHkTa 15 Tlonoxenus o MUHUCTEPCTBE KYJIbTYPhI
u uHpopmaruu Pecniyonuku Kazaxcran, yrBepkJaeHHOTro nocraHoBieHnueM [IpaBurenbcTBa
Pecny6iiuku Kazaxcran ot 4 okTs16pst 2023 roga Ne 866 IIPUKA3BIBATO:

CHocka. [Ipeambyna - B pegakuuu rnpukaza MuHucTpa KyasTypbl 1 uHpopmanuu PK ot
23.07.2024 Ne 329-HK (BBOAMTCS B ACHCTBHUE MO UCTCYCHUHU JIECATH KaJCHIAPHBIX JTHEU
nocJie JHs €ro NepBoro oPpUIMaIbLHOTO OMyOIUKOBAHMS).

1. YrBepauTe npunaraemele [IpaBuna JOKyMEHTHPOBAaHMS, yIPABIEHUS TOKYMEHTAUEH
M HCMOJIb30BAHUSI CHCTEM DJIEKTPOHHOTO JOKYMEHTOOOOpOTa B TOCYJApCTBEHHBIX U
HErocyJapCTBEHHBIX OpraHU3alUsX.

2. KomureTy apXuBOB, JOKYMEHTAlUH U KHUKHOTO Aeia MUHHCTEPCTBA KYJIbTYpPbl U
cnopra Pecniyonuku Kazaxcran B yCTaHOBJIIEHHOM 3aKOHOJATENBCTBOM MOPSAKE 00€CTICUNTh:

1) rocy1apcTBEHHYIO PETHCTPALIMIO HACTOSLIErO MpHKa3a B MUHUCTEPCTBE KOCTULIMH
PecnyOnuku KazaxcraHn;

2) B TedyeHHue Tpex pabodyux JHEW IMOcje ero BBEACHHUS B JCHCTBHE pa3MelleHUE
HACTOSIIIIETO MPUKa3a Ha UHTEPHET-pecypce MUHHUCTEpCTBA KYJIbTYphI U criopTa PecnyOnmku
Kazaxcran;

3) B TeueHHE TpeX pabouux JHEH MOCie UCTIOJHEHHS MEPOTPUITHMA, MPETyCMOTPEHHBIX
HAacTOSIIMM IIYHKTOM, MpeAcTaBieHre B JlemapTaMeHT HOPUIUYECKOU CIIyKObI
MuHnuctepcTBa KyJabTyphl U cniopta PecrmyOnuku Kazaxcran cBemeHuii 00 UCIOTHEHUU
MEPOIIPUATHH.

3. KoHTpoap 32 MCNOJHEHHEM HACTOSILIErO MPUKa3a BO3JOKHUTh Ha KYypHPYIOILIETrO
BHUILIE-MUHHUCTpA KyJIbTYphl U criopta Pecnybnuku Kazaxcran.

4. Hacrodmmi npuka3 BBOAUTCS B JICMCTBUE MO UCTEYEHUU JIECATU KAJIEHJAPHBIX JTHEU
1ocJie JHsS €ro NePBOro OPUIIMAIbHOTO OMyOIUKOBAHMS.
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ITpaBuia JOKyMEHTHPOBAHHUA, YIPABICHAA JOKyMEHTAACH B HCIIONE30BAHAA CHCTEM
3JIEKTPOHHOTO JJOKYMEHTOO00pOTa B TOCYAapCTBEHHBIX H HETOCYIaPCTBEHHBIX OPraHU3aIHaxX

I'maBa 1. O0nmHe mOM0KEHHAS

1. Hacrossmue IlpaBmiia TOKyMEHTHPOBAHMS, yIpPaBICHUS JOKYMEHTAUMEUd M
UCIIOJIb30BAHUSL CHCTEM DJEKTPOHHOTO JTOKYMEHTOOOOpOTa B TOCYJApCTBEHHBIX U
HETrOCYyJapCTBEHHBbIX oOpranu3anusax (namee — IlpaBuia) ycraHaBIMBAIOT MOPSAIOK
JOKYMEHTUPOBAHUS, YIPABICHUS JOKYMEHTAIMEW W UCITOJIb30BAHUS CUCTEM JJIEKTPOHHOTO
JTIOKYMEHTO000pOTa B IOCYJAapCTBEHHBIX W HETOCYJIapCTBEHHBIX OpraHu3auusx (mainee —
OpraHu3aIum).

2. Opranuzanus, BEACHUE U COBEPIICHCTBOBAHUE CUCTEMBI JOKYMEHTAIMOHHOTO
oOecrieueHus1 yIpaBJI€HHs, METOJUYECKOE PYKOBOJCTBO M KOHTPOJb 3a COOJIIOJACHUEM
YCTAaHOBJIGHHOTO YIIOJHOMOYEHHBIM OpraHoM B cdepe apXWBHOTO Jela W
JIOKYMEHTAIIMOHHOTO 0OecTiedeHus yIpaBlieHus (Jajiee — YIIOJIHOMOUYECHHBIN OpraH) mopsaKa
paboThI C IOKYMEHTaMH B OPTaHHU3alUUA OCYIIECTBIISIOTCS CTPYKTYPHBIM TOJIpa3/ieJICHUEM,
MpeaHa3HAYeHHBIM JUIs pealu3aluu 3a1ady U (QYHKIUA 10 JOKYMEHTAllMOHHOMY
obecnieueHuro ynpasiaeHus (maiee — ciyxoa J1I0Y). Beaenue cekpeTHOro M HECEKPETHOTO
JEIONPOU3BOACTBA OCYIIECTBIISETCA B Pa3HBIX CTPYKTYPHBIX MOJIPA3ICICHUSIX.

3. B opraamsanuu, B KOTOPO# MTATHRIM PACIIUCAHUEM HE MpeaycMoTpeHa ciyxkoa JIOY,
yIpaBJj€HUE JOKYMEHTAIMEN BO3JIaraeTcs Ha I0KHOCTHOE JIULIO.

4. [euictBue IIpaBuil HE pacpOCTPAHSAECTCA HAa JOKYMEHTHI, COAECPHKAIINE CBEICHUS,
COCTaBJISIONINE TOCYIapCTBEHHBIE cekpeThl Pecmybnuku Kazaxcran.

PabGoThl 0 cO3AaHUI0 3aKPBITHIX KITIOUEH 3JIEeKTPOHHOU HUdpOoBON moAanucH (MopsiaoK
BBIPAOOTKHU, PETHCTPAINU, BbIAAYH, XPAHCHUs, YHHUUTOXEHUS) IJI FOPUIUYECKUX JIHII,
roCyJapCTBEHHBIX OPraHOB WJM JOJDKHOCTHBIX JIHII, MOPSAOK OOECHeUeHHUs peKuMa
CEKPETHOCTH U COXPAHHOCTH SJIEKTPOHHBIX JTOKYMEHTOB M 3aKPBITHIX KIIKOUEH 3JIEKTPOHHOU
uGpPOBOI MOANUCH, COJIEPKAIIMX CBEJEHHUS, COCTABISIONINE TOCYAapCTBEHHBIE CEKPETHI,
ONpEIENSAI0TCS B MOPSAKE, YCTAHOBIEHHOM 3aKOoHOJaTeabcTBOM PecnyOnuku Kaszaxcran o
roCyJIapCTBEHHBIX CEKpeTax W pabore co ciayxeOHoW uHbopManueil OorpaHuYeHHOTrO
PacIpOCTPAHEHUSL.



[Topsimok paboOTHl TOCYJapCTBEHHBIX OPTaHOB C AJIEKTPOHHBIMU JOKYMEHTaMH
OTPAaHUYEHHOI'O pacHpoCTpaHEeHUs ¢ TnoMeTkou "[lns ciykebHOro moJjb30BaHUs"
ompenensieTcs nmocranoBineHusmu [IpaBurensctBa Pecnyonuku Kazaxcran ot 14 ceHtsOps
2004 roma Ne 965 "O HekoTOpBIX Mepax 1Mo obecrneuyeHrn0 HHPOPMAIIMOHHOM 0€30MacHOCTH B
Pecniyonuke Kazaxctan" u ot 24 wutons 2022 roma Ne 429 "OO6 yrtBepxaenuu IlpaBun
OTHECEHHUS CBEJEHUN K CIyKeOHOW HMH(POpMAIMU OrPAHUYEHHOTO PACHpPOCTPAHEHUS U
paboThI ¢ HeH'".

Oco0eHHOCTH JTOKYMEHTHUPOBAHUSI, YIIPABICHUS JTIOKYMEHTAIMEe W MCIOJIb30BaHUs
CUCTEMBI 3JIEKTPOHHOTO JTOKYMEHTOOOOpOTa B CHEUUAIBbHBIX T'OCYJApPCTBEHHBIX OpraHax
ONPENENSIIOTCSA UX PYKOBOAUTEISIMHU.

5. B macrossmux [IpaBunax ucnonb3yroTcs CIEAYOIMIUE TOHATHA:

1) abG3ai — yacTh TEKCTa, MPEACTABIISIONIas COO0M CMBICIIOBOE €IMHCTBO, BhIACIsIeMas
OTCTYIIOM B IIEPBOM CTPOKE M HAUMHAIOLIASICA CO CTPOUYHOM OYKBBI, KpOME MEpPBOro ad3aia
4acTH, KOTOPBI HAUWHAETCA C 3arjiaBHOW OyKBbI (203allbl 3aKaHYMBAIOTCA TOYKOM C 3arsTON
(Kpome TIepBOTo U MOCeAHEro ad3aIeB YacTh);

2) 3ammTa OO0BEKTOB HMH(OpMaTHU3aUUM — peaju3alus KOMIUJIEKCa MpPaBOBBIX,
OpPraHMU3alMOHHBIX U TEXHUYECKUX MEPOIIPUSATHI, HAlIPaBICHHBIX Ha COXPAHHOCTh OOBEKTOB
nH(pOpMaTU3aLUU, IPEJOTBPALLEHNE HETPABOMEPHOTO U (MJIM) HEMIPEAHAMEPEHHOIO I0CTYyNa
1 (WKn) BO3JICUCTBUS HA HUX;

3) cpenctBo kpunTorpaduueckoit 3amutsl nHGopmanuu (ranee — CK3U) — mporpammuoe
o0OecreueHne WM AanmnapaTHO-MPOTPAaMMHBIN KOMIUIEKC, PpEalu3yIOIIHe alrOPUTMbI
Kpunrorpaguueckux mpeoOpa3oBaHUil, TeHepanuio, GopMUpOBaHUE, paclpenesieHue Wiu
YIOPABJICHHUE KIIFOYaMH MU(DPOBAHUS;

4) HOCcUTEND KIII0YEBOM HH(OpMALIMK — CHIELIMATIM3UPOBAHHBINA HOCUTENb, B KOTOPOM IS
3AIUATHI XPAHSALIUXCS 3aKPBITHIX KIIOUEH 3JEKTPOHHOU LHU(PPOBON MOANMKUCH MCHOIB3YIOTCS
CK3U, umeromue cepTU(dUKAT COOTBETCTBHUS TPEOOBAHUAM HAIMOHAIBHOTO CTaHAApTa
Pecny6onuku Kazaxcran 1073-2007 "Cpeacta kpuntorpaduyeckoi 3auuThl HHYOpMaIUU.
Oo6mme Texauveckue TpedboBanus" (3 ypoBeHb);

5) yaocToBepsonmil HEHTpP rocy1apcTBEHHbIX opraHnoB Pecry6nuku Kazaxcran (nanee —
VI T'O) — ynocroBepsromuil UEHTP, OOCIYXKUBAIOIMMUN TOCYJapCTBEHHBIE OpTaHBbI,
JTOJDKHOCTHBIX JIUI[ TOCYAapCTBEHHBIX OPTaHOB B MH(POPMAIIMOHHBIX CHUCTEMaX M HMHBIX
rOCyJapCTBEHHBIX HMH(QOPMALMOHHBIX pecypcax TOCyAapCTBEHHBIX OpraHoB PecnyOnuku
Kazaxcran;

6) HauMOHANIBHBIN yHocTOBepstomuid eHTp Pecriybnuku Kazaxcran — ynocroBepsitonui
IIEHTP, MPEIOCTABISIONINN CPEACTBA MINEKTPOHHON U(PPOBOI MOAMKICH U PETUCTPAITMOHHBIC
CBUJIETEIHCTBA (PU3MUECKUM WUIIU IOPUIUYECKUM JUIaM sl GOpMUPOBaHUS SJIEKTPOHHBIX
JOKYMEHTOB B IOCY/IapCTBEHHBIX U HErOCYAapCTBEHHBIX NH(OPMALIMOHHBIX CHCTEMAX;

7) OTIyCK NTOKyMEHTa (MMChMa) — IK3EMIUISIP UCXO/SIIET0 TOKYMEHTa, OCTAIOIIUICS B
JieJie OpraHu3aluu-aBTopa;



8) OyaHK JOKyMeHTa — HabOp PEKBU3UTOB, UACHTU(DHUIIMPYIOMINX aBTOpa 0UIIUATEHOTO
JTOKYMEHTA,;

9) MeTaaHHBIC — CTPYKTYPUPOBAHHBIE JaHHBIC, OTIMCHIBAIOIINE KOHTEKCT, COJIEPIKaHNUE U
CTPYKTYpPY JIEKTPOHHOTO JOKYMEHTA, MPETHAa3HAUCHHBIC ISl €T0 HICHTU(UKALINN U TIONCKA,
a TaKKe MPOILECCHl YIPABICHHS Ha TPOTSKEHUH BCETO KU3HEHHOTO LIUKJIA JOKYMEHTA,

10) mHOopMaTtuBHO-cripaBo4yHass MHGopMalus — uHbopMarus (KiaccupUKaTopshl,
CIIPAaBOYHUKHU, TIEPEYHW W WHBIC), OCHOBAHHAsS HAa HOPMATHUBHBIX JOKYMEHTax M
UCIIOJIb3yeMasi JIJIsl OTIPEICTICHUS PA3IMUHbBIX XapaKTEPUCTUK JOKYMEHTA,

11) xknaccudukatop "KoppecnoHAaeHTh" HOPMATUBHO-CIPABOYHOW HHPOPMAIUU —
MepPEeUYeHb rOCYJAPCTBEHHBIX OPTraHOB M OpraHu3aIui, yuacTHukoB CO/1;

12) odpurnmanbHbI JOKYMEHT — JOKYMEHT, CO3JaHHBIN IOPUANICCKUM, TOJDKHOCTHBIM
uin HU3NYECKu JHUIOM, OQOPMIICHHBI U YJOCTOBEPEHHBIN B MOPSIKE, YCTAHOBICHHOM
3aKkoHOJaTeNbCTBOM PecnyOnuku Kazaxcraw;

13) Bagenen perucTpalliOHHOTO CBUETENHCTBA — (PU3MUECKOE M IOPUANYECKOE JTUTIO,
Ha UMS KOTOPOTO BBIJJAHO PETHCTPAIIMOHHOE CBUIETEIHCTBO, MPABOMEPHO BIIAJCIOIIEE
3aKpPBITHIM  KJTIOYOM, COOTBETCTBYIOIIMM OTKPBITOMY KJIIOUY, YKa3aHHOMY B
PErUCTPaLlMOHHOM CBUJIETEIHCTBE;

14) s5eKTpoHHBIE HH(POPMALIMOHHBIE PECYPCHI — IaHHBIE B AJIEKTPOHHO-IIM(GPOBOH popme
, COZIepIKaIrecs: Ha SJIEKTPOHHOM HOCUTENE B B 00beKTax HHPOpMATHU3AINY;

15) undopmamnmonHas cucteMa 3JIEKTpoHHOTro apxuBa (maree — MC DA) —
OpPraHU3alMOHHO YMOPSAOYEHHAs! COBOKYIHOCTh HH(POPMAMOHHO-KOMMYHUKAIIMOHHBIX
TEXHOJIOTH, 00CITY>KHUBAIOIIETO MEePCOHANA U TEXHUYECKOW JIOKYMEHTAILUH, PeaTu3yIoNnuX
OTpENEICHHbIE TEXHOJOTHYECKHE JEHCTBUS IMOCPEACTBOM  HH(MOPMAIMOHHOTO
B3aUMOJICUCTBUS U MIPEIHA3HAYCHHBIX IS PEIIEHUSI KOHKPETHBIX (YHKIIMOHAIBHBIX 3a/1a4 B
cdepe apXUBHOTO JieJia U JOKYMEHTAIMOHHOTO 00ECTICUeHHs yIIPaBJICHHS,

16) 31€KTPOHHBI HOCUTENb — MAaTE€pPUAIIbHBIA HOCUTEIb, MpPEIHA3HAYECHHBIN s
XpaHeHus: MHHOPMAILIUK B JIEKTPOHHOH (hopMe, a TakKe 3aliCH WK €€ BOCIIPOU3BEICHUS C
MOMOIIBIO0 TEXHUYECKUX CPEJICTB;

17) yuactauk COJ] — dpusnueckoe Uiu I0OpUIUIECKOE JIUIIO, TOCYIaPCTBEHHBIN OpraH WK
JOJKHOCTHOE JIMIT0, YYaCTBYIOIIHUE B IMpolieccax coopa, o0pabOTKU, XpaHEeHUs, Nepe/layuu,
MOKCKA U PAaCTPOCTPAHECHUS SJICKTPOHHBIX TOKYMEHTOB;

18) 2neKTpOHHBIN TOKYMEHT — JOKYMEHT, B KOTOPOM MH(OpMaLUs IpeAcTaBieHa B
AJIEKTPOHHO-ITU(DPOBOK (opMe M yIAOCTOBEpEHA ITOCPEICTBOM JJSKTPOHHON HHPPOBOMH
TIO/IITHCH;

19) sneKTpOHHBIN TOKYMEHTOOOOPOT — OOMEH AJIEKTPOHHBIMHU JOKYMEHTAMH MEXITY
rocyJapCTBEHHBIMU OpraHaMu, (PU3MUYECKUMU U IOPUANYECKUMU JINIIAMH;

20) llentp EnuHOM crCTEMBI DIEKTPOHHOTO TOKyMeHTooOopoTa (manee — [{entp ECDJ10
) — mojacucTeMa, OOecreuyuBalrolas PErucTpalyi0 YYaCTHHUKOB CHCTEM 3JIEKTPOHHOTO



JOKyMEHTO000pOTa, CHHXPOHHU3AIMI0 HOPMAaTUBHO-CIPABOYHONW HWHGOpMAIUU U OOMEH
ANIEKTPOHHBIMU JOKYMEHTAMH MEXy yyacTHuKamu CO/I;

21) cucrema 3IEKTPOHHOTO JOKYMEHTOOOOpOTa — cUcTeMa OOMEHa 3JIEKTPOHHBIMU
JOKYMEHTaMHU, OTHOIIEHHS MEXJY YYaCTHUKAMH KOTOPOH PEryJupyrorcss 3aKOHOM
PecnyOnuku Kazaxcran "OO0 371eKTpOHHOM JOKYMEHTE U 3JIEKTPOHHOHN 1uppoBor moamnucu"
Y MHBIMU HOPMaTUBHBIMU IpaBoBbIMU akTamu PecriyOnuku Kaszaxcran (nanee — CO);

22) uHpOpPMAIMOHHBIM MAKET 3JIEKTPOHHBIX JOKYMEHTOB (Z1€71) — MH()OpPMaLMOHHbBIN
OOBEKT OINpEeIEeNCHHON CTPYKTYpbl, NMEPEAaBaEMblii MO CETEBBIM KOMMYHHUKALMIM HWIH
TEJIEKOMMYHUKALUSIM KaK €IMHOE 11eJI0€;

23) naeKTpOHHAs KOMHUS IOKyMEHTa — JJOKYMEHT, MOJHOCTBIO BOCIIPOU3BOISIIUNA BU U
uHdopmauio (JaHHbIE) TOATUHHOTO JOKYMEHTA B 3JIEKTPOHHO-IU(POBOI popme;

24) OymakHasi KOIHUS 3JIEKTPOHHOTO JOKYMEHTa — JOKYMEHT Ha OyMa)kKHOM HOCHUTEIE,
MOJIyYEHHBIM MOCPEACTBOM BbIBOJA MHPOPMaLUU (JaHHBIX PEKBU3UTOB) U3 3JIEKTPOHHOIO
NOJJIMHHUKA, WMEIOUIMN IOJHOCTHIO BOCIPOU3BOAILYI0 HH(GOPMALHIO MOJIUHHOIO
AIEKTPOHHOTO JOKYMEHTa, YJOCTOBEPEHHOrO »JJEKTPOHHOM 1U(pOBON MOANUCHIO,
CO3JJaHHOM C MCMOJB30BAHUEM 3aKPBITOTO KJtOUa AJIEKTPOHHOW HU(PPOBON MOANKCH, U BCE
€ro pPeKBU3UTHl WJIU YacTh MX, U 3aBEPEHHBIN JHUIIOM, 00JIaJalOlUM MOJHOMOYMIMHU Ha
3aBEpEHHE JAHHOTO JOKYMEHTA;

25) NOAJIMHHUK 3JIEKTPOHHOTO JOKYMEHTA — IOKYMEHT, yI0CTOBEPEHHBIN (ITOANMCAHHBIN
) DJIEKTPOHHOW LM(PPOBON MOANUCHIO, CO3aHHOM C HCIOJIb30BAHUEM 3aKpPBITOrO KiHO4a
AIIEKTPOHHOM I POBOI MOANUCH, CHOPMHUPOBAHHBIN U3HAYABHO B (hOpMATE SIEKTPOHHOTO
JOKYMEHTa U HE UMEIOIINI OyMa)KHOTO UCXOJHOTO MOAJTMHHUKA;

26) ¢dopMaT B3IEKTPOHHOrO JOKYMEHTAa — CTPYKTypa COJEpKaTelIbHOW 4YacTh
AJIEKTPOHHOI'O COOOIEHUS, HA OCHOBE KOTOPOTo c(pOPMHUPOBAH 3JIEKTPOHHBINA JOKYMEHT;

2'7) 37eKTpOHHAS PETUCTPALMOHHAS KOHTPOJbHASA KapTOUYKa — 3JIEKTPOHHBIA TOKYMEHT C
YYETHBIMH JAHHBIMU O JOKYMEHTE TI0 YCTaHOBJIEHHOH (opMe, PUKCUPYIOLICH ero peKBU3UTHI
5

28) cpeacTBa 3JEKTPOHHON LU(POBOW MOANUCH — COBOKYIHOCTh NPOTPAMMHBIX U
TEXHUUYECKUX CPEACTB, UCIOJB3YEMBIX JJISl CO3/IaHUs U MPOBEPKH MOJJIMHHOCTH AJIEKTPOHHON
U (ppoBOIi MOMUCH;

29) sneKTpOHHOE JeJ0 — CaMOCTOATENIbHAas €JUWHUIIA XPAHEHMS AJIEKTPOHHBIX
JOKYMEHTOB U UX METAJaHHbIX, JIOTHYECKH 00bETMHEHHBIX B IIPOLIECCE arperauu.

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

6. S3pIKOM PabOTHI U EJIONPOU3BOJCTBA TOCYJaPCTBEHHBIX OPTraHOB, OpraHU3aluil U
OpraHoB MECTHOTO camoyrmpaniienus PecnyOnuku Kazaxcrtan siBnsiercs rocyaapCTBEHHBIN
S3bIK, HAPABHE C KA3aXCKUM O(DUIIMATBHO YIIOTPEOISETCA PYCCKUM SI3bIK.



B pabore HerocyaapCTBEHHBIX OpraHM3alMi HCIOJB3YIOTCA Ka3aXCKHM W, MpH
HEO0OXOJIMMOCTH, UHBIC S3BIKU.

7. JokyMeHTBI Ha OyMa>KHOM HOCHUTEJIE COCTABIISIOTCS Ha OEJBIX YUCTHIX JUCTaX Oymaru
dbopmaroB A4 (210 x 297 mummumeTpoB (aanee — mm), AS (148 x 210 MM) 1 UMEIOT TIOJISI HE
MEHee:

1) neBoe mose — 20 mMm;

2) npaBoe nojae — 10 mm;

3) Bepxnee nozie —10 mMm;

4) amxHee nosie — 10 mwm.

JIyist IByCTOpOHHETO MeyaTaHusi 000pOTHAsE CTOPOHA JINCTA JOKyMEHTA:

1) neBoe mosie — 10 mMm;

2) npaBoe nojue — 20 mmM;

3) BepxHee noje — 10 mm;

4) amxHee nose — 10 mm.

AHaIOTUYHO COCTABIISIOTCS IOKYMEHTHI B 3JIEKTPOHHOM (popMmare.

8. Ilpu odopmieHun nOKymMeHTa Ha OyMa)KHOM HOCHUTENE HMCIOIb3YIOTCA OJaHKHU
JTOKYMEHTOB. PexBH3UTHI Ha OJlaHKax JOKYMEHTOB pAacIojaraloTcsi B OIPE/IeICHHOM
MOCJIEIOBATENIBHOCTA B COOTBETCTBUM CO CXEMOW PACHOJIOKEHUS PEKBU3UTOB JOKYMEHTA
corjacHo mpwioxkeHuto 1 k HactosmuM [IpaBunam. braHku HOKyMEHTOB Ha OyMaKHOM
HOCHTEJIE U DJIEKTPOHHBIE IA0JIOHBI OJIAHKOB MJEHTUYHBI 10 COCTABY PEKBU3UTOB, MOPSIKY
WX PaCIOJIOKEHUS, TAPHUTYpaM MIpudTa.

DNEeKTpOHHBIE 1Aa0JI0OHBI OJJAHKOB IOKYMEHTOB 3allIUIIEHbI OT HECAHKIIMOHUPOBAHHBIX
W3MEHEHUN.

9. B opranuzanuu npuMeHsI0TCS CIeAyIomne OJIaHKU JOKYMEHTOB:

1) 61aHK mMUCbMa OpraHu3aluy Mo (Gopme COTJIACHO MPHUIOKEHUIO 2 K HACTOSIIUM
[IpaBunawm;

2) 61aHK KOHKPETHOI'O BHJIa IOKyMEHTa OpraHu3aluu 1o (opMe corinacHO NPUII0KEHHUIO
3 x HactosiuM [IpaBuiam;

3) oOmuii 6aHK opraHu3anuu 1Mo ¢GopmMe COrjJacHO MPUIOKEHUIO 4 K HACTOSIIUM
IIpaBuitam.

OO01muii 6;1aHK OpraHU3aIMK UCTIONB3YETCS AJI1 U3TOTOBJICHHUS JIFOOBIX BUAOB IOKYMEHTOB

10. branku AOKyMEHTOB Ha OyMa)KHOM HOCHUTEJIE M3TOTABIMBAIOTCS THHOTPadCKUM
CIOCOOOM C TMOMOIIBI0 CPEJACTB ONEPAaTUBHON MoOJUrpaduu WM BOCHPOU3ZBOIATCS B
AIEKTPOHHOM (hOpMaTe HETOCPEACTBEHHO MPU COCTABIICHUU JJOKYMEHTA.

11. BymaxHbie OJIaHKK JTOKYMEHTOB FOCYJJaPCTBEHHBIX OpraHu3anuii ¢ n300paxxeHueM
lNocynapctBennoro I'epba Pecnybnuku Kaszaxcran mosyiexxar y4eTy, I 9ero B IPaBOM



HIDKHEM YTy KaXXJ0TO JK3eMIUlsipa OjaHKa MOKyMEHTa TUMorpad)CKuM CrocoOOM WU
HYMEpaTOpOM MPOCTABIISAIOTCA €r0 HOMEp, a MpU HEOOXOJAMMOCTH CEepHsl. DIIEKTPOHHbBIC
OJIaHKM Y4eTy He MOJJIekaT.

12. bnanku TOKYMEHTOB UCTOJIb3YIOTCSI CTPOTO M0 HAa3HAYEHUIO U HE MEePEIatoTCs UHBIM
OpraHu3alysIM WK JUIaM 0e3 COOTBETCTBYIOLIEH PE30IIOIIMN PYKOBOCTBA OpraHU3allNH.

[Ipu nepenaue Onanka B JKypHaie ydera U BbIJIayd ME€YATHO-OJIAHOYHON MPOYKIIMH
YKa3bIBaCTCSI KOMY U KOT/Ia BBIJIaH OJIaHK.

13. JokyMeHTHI Ha OyMa>XHOM HOCHTEJI€ COCTaBJISIIOTCA C MCIOJb30BAHUEM IIITaMIIA,
BOCITPOU3BO/ISIIETO HAMMEHOBAHUE OPraHU3alMH, ITyTEM MIPOCTABIIEHUS €T0 OTTUCKA B JIEBOM
BEpXHEM Yriay 0e3 HUCIOoNIb30BaHMS OJIaHKA OpraHu3allid TMPHU HAIWYUHM CJIECTYIOIINX
PEKBU3UTOB:

1) obunmanpbHOE HAMMEHOBAHHWE OPTAHU3AINU, W3JABIICH TOKYMEHT, JTUOO OTTHUCK
ITammna, BOCIPOU3BOJAIIETO HAUMEHOBAaHUE OpTraHM3allUM, W3JABIIEH JOKYMEHT, IyTeM
MIPOCTABIIEHUS €TO0 B JIEBOM BEPXHEM YTIIY;

2) HaMMEHOBaHUE BHJIa TJOKYMEHTA, 32 UCKIIOYECHUEM TTUChMA;

3) naTa JOKyMEHTa;

4) peructTpallMOHHbIA HOMED (MHAEKC) JOKYMEHTA;

5) HauMeHOBaHME JOJKHOCTH JIMIIA, MOMKUCABIIETO TOKYMEHT, MOJAMKUCH U paciiudpoBKa
TIO/IITHCH;

6) OTTUCK MeYaTH OpraHu3aliy, €CIU JAHHOE IOPUANYECKOE JHUII0 B COOTBETCTBUHU C
3aKoHoAaTeNbCTBOM PecnyOnuku Kazaxcran nuMmeeT nevars.

14. BuyTpeHHue OOKyMEHTHI Ha OyMa)XHOM HOCHUTEJNIE, 3a HCKJIIOUYEHUEM
pacnopsAIuTENbHBIX, COCTABIIAIOTCS Ha OEIbIX JUCTaX Oymaru.
15. He nomyckaercs odopmiieHrne Ha OJTHOM OJIaHKe IOKYMEHTa Ha JIBYX U OoJiee si3bIKax.
JIOKyMEHT Ha Ka3aXCKOM SI3BIKE M CO3/IaBaCMbIii Ay TEHTUIHBIA JOKYMEHT Ha PYCCKOM HJIH
WHOM SI3bIKE, a TAaK)KE Ha JIBYX U O0JIee s3bIKax MeYaTaroTCs KAl Ha OTAEIbHBIX OaHKax (
OTJICTBHBIX JTUCTAaX) U OPOPMIISIOTCS SIUHBIMU PEKBU3UTAMH.

JIOKyMEHTBI Ha Pa3HBIX SA3bIKaX O(DOPMIISIOTCS ayTEHTUYHO APYT APYTY, KOTOPHIM
IPUCBAUBAIOTCS €IUHbBIE UCXOSIINE PEKBUZUTHI.

JlucTel TOKyMEHTOB Ha OyMa)XHOM HocuTesie (0JaHKOB M MPUIIOKEHUM K HUM)
HYMEpYIOTCS CKBO3HOW HyMepalueid B BEpXHEH uacTu jucta mo ueHrpy. llpu stom
HyMepauus NPOCTaBIISIETCS CO 2 JUCTa ¢ MOPSAKOBOro Homepa "2".

ITaparpad 2. Ilopanok odpopMIeHHS PEKBH3HTOB JOKYMEHTA

16. T'ocynapctBennbiii ['ep6 PecnyOnuku Kazaxcran uzoOpakaercss Ha OJaHKe
JOKYMEHTAa TOCYJapCTBEHHON OpraHu3allid B COOTBETCTBUU C 3aKOHOJATEIbCTBOM
PecnyOnuku Kazaxcran o rocyaapcTBeHHbIX cuMBojax Pecriyonuku Kazaxcras.

17. OmOnemMa, JIOrOTUN WM TOBapHBIM 3HAK (3HAK OOCITY>KMBaHUs) BOCIIPOU3BOIATCS Ha
0JIaHKe B COOTBETCTBHUHU C YUPEIUTEIbHBIMU JOKYMEHTAMU OpraHU3alIUH.



OmbieMa, JIOTOTHI WM TOBAapHBIN 3HAK (3HAK OOCIYXKWUBaHHS) HE pa3MenaloTcs Ha
osanke ¢ nzobpaxenuem ['ocynapcrBennoro ['epba Pecriy6nuku Kazaxcras.

18. HaumeHoBaHue opranu3aiiuu (B ToMm uucie Gpuiaraia, mpeacTaBUTebCTBA) BKIIOYAET
B ce0s Ha3BaHHWE B COOTBETCTBUU C YUPEAUTEIbHBIMU JOKYMEHTaAaMU C YKa3aHHEM Ha
OpraHU3alMOHHO-TIPABOBYIO (hOpMY.

CokpalieHHOe HAMMEHOBaHUE OpraHu3aluu (B TOM uucie ¢puirana, mpeacTaBuTeNIbCTBA)
MPUBOAUTCS B TOM Ciydae, KOrJla OHO 3aKpeIUICHO B YUYPEAUTENbHBIX JOKYMEHTax U
pa3Menaercs B CKoOOKax HUXKE MOJTHOTO HAUMEHOBAHUS.

[Ipu odopmiieHHH COBMECTHOI'O IOKYMEHTA, pa3pabOTaHHOTO IBYMs U Oojiee paBHBIMU
OpraHu3aIusIMi, HAUMEHOBAHUS OPTaHM3allMi pacrojiaraloTcsl B an(aBUTHOM MOPSIKE
HAMMEHOBAHUM OpPTaHU3ALUN.

[Ipu odopmiieHUH COBMECTHOTO NOKyMEHTa, pa3paboTaHHOTO AByMsS W Ooliee
OpraHu3alysIMHi, HAMMEHOBAHUS PACIIONAratoTCsA B COOTBETCTBUU C UEPAPXUEN OpraHU3aLINM.

Ha coBMecTHOM JOKyMEHTE€ Ha OyMa)XHOM HOCHUTENIE OTTHCKHM Ie4yaTeld CTaBATCS
OpraHM3alusiMU, KOTOPhIE B COOTBETCTBUM C ['pakJaHCKUM KojekcoM PecmyOnuku
Ka3zaxcran uMmeroT neyars.

19. HaumeHoBaHNE CTPYKTYpPHOTO MOAPA3AECIEHUS YKA3bIBACTCS B CIydasiX, KOrJa OHO
ABJISIETCSI ABTOPOM JIOKYMEHTA U pacrojaraercsi HU>ke HAMMEHOBAaHUS OpraHu3aliu.

20. HaumeHoBaHMe BHJIa JOKYMEHTA ME€YATACTCA MPOMUCHBIMU OYKBAMH TMOTYKUPHBIM
mpuQTOM.

21. JlaToil mOKyMEeHTa SIBJIIETCS JlaTa €ro MmojnucaHus (yTBEp>KACHUS) WU COOBITHUS,
3a(pUKCUPOBAHHOTO B JJOKYMEHTE.

JlaTa JOKyMEHTa MPOCTaBISETCS MOJLKHOCTHBIM JIMIIOM, MOJMNHCHIBAIOIINM WU
YTBEPKJIAOMUM JTOKYMEHT. [l SIeKTpOHHOTO JIOKYMEHTOO00OpOTa JOIyCKaeTcs
MPOCTaBJIEHUE JJAThl CACTEMOM WJIU BPYUYHYIO YIIOJHOMOYEHHBIM JIUIIOM.

Cmy>xeOHbIE OTMETKH Ha JIOKYMEHTE, CBSI3AHHBIC C €T0 MPOXOXKICHUEM M UCTIOJTHEHHEM (
03HAaKOMJICHUEM ) BHYTPH OpTraHU3allUU, TaTUPYIOTCS U MOIMUCHIBAIOTCS.

Jlata nokymeHTa oopmIisieTcs:

1) B mpaBOBBIX aKTaxX, MPOTOKOJAX, OAHKOBCKHX, (DMHAHCOBBIX, OyXTraaTEpPCKHUX
JOKYMEHTaxX W JOKYMEHTax, 3aTparuBarmolllUX IMpaBa U HUHTEPEChl (PU3UUECKUX U
IOPUIUYECKUX JIUII, CIOBECHO-IIM(PPOBBIM CIIOCOOOM — J€Hb Mecsla U ToJl 0POpMIISIOTCS
apaOckumu 1 pamu, Mecs — NPONKCHIO;

2) B MHBIE JOKYMEHTaX — IU(POBBIM CIIOCOOOM JICHh MECsIla U MECAIl IBYMS MapaMu
apaOckux uudp, pa3aeeHHbIMU TOUYKOU, TOJ — YETHIPbMS apaOCKUMHU LU(paMu.

22. PeructpalluOHHBI HOMEp (MHIEKC) JOKYMEHTAa COCTOUT W3 MHJEKca JAeia Mo
HOMEHKJaType JeJd  OpraHu3aluH, MNOpPSAKOBOrO HOMEpa JOKyMEHTa B
PETUCTPAITMOHHO-KOHTPOIBHON dopme (manee — PK®D). [lo ycMoTpeHuto opraHu3anuu B
PErUCTPAlMOHHBIA HOMED (MHJIEKC) BKIIOYAIOTCS JOTIOTHUTEIbHBIE JJIEMEHTHI.



Perucrpanuonusiii Homep (MHIEKC) TOKYMEHTa, COCTaBJIECHHOTO JByMs U Ooiee
OpraHHu3alMsIMU, COCTOUT M3 PETUCTPALMOHHOTO HOMepa (MHAEKCA) KaXKIOW M3 ITUX
OpraHM3allMii, MPOCTaBISIEMOrO0 YEpe3 KOCYI 4YepTy B IOPSAKE yKa3aHUs aBTOPOB B
JOKYMEHTE.

He nomyckaercs ocraBieHuE pe3epBHBIX PETUCTPALIMOHHBIX HOMEPOB (MHIIEKCOB)
JOKYMEHTOB.

B cucteMe 31€KTpOHHOTO JOKYMEHTOOOOpOTa HOMYCKAETCS BEAEHUE CKBO3HOM
HyMEpPALMH.

23. B undopManlMoOHHON aHAaIUTUYECKOW cucteme "DIeKTpOHHBbIE oOpamieHus"
MPUCBOEHUE PETUCTPALIMOHHOTO HOMEpa (MHIEKCa) OOpalleHUsIM, COOOIEHUSM, 3alpocam,
OTKJIMKaM M TPEUIOKEHUSM JIULl TEeHEPUPYETCS aBTOMATUYECKU U COCTOUT U3 OYKBEHHOTO
MHJIEKCA, & TaKK€ YHHMKaJbHOI'O HOMEpPA, BKIIOYAOIIETO IOJ PErMCTpalid U CKBO3HOMU
HOPSAIKOBBIN HOMED U3 BOCBMU 3HAKOB.

[Ipu nepenamnpaBieHl 00palieHU, COOOIIEHUA, 3aIPOCOB, OTKIUKOB U MPEAJI0OKEHUM
MEX1y F'OCYJapCTBEHHBIMHU Y HETOCYJapCTBEHHBIMU OPraHU3ALMIMH, a TAK)KE HAIPABICHUN
OTBETA 3asBUTEIO PETMCTPALMOHHBIN HOMEp (MHJIEKC) TOKYMEHTA HE MEHSIETCS.

[Tpun odopmieHun oTBeTa 3asgBUTENIO, @ TaKKE€ CHUCAHUU JOKYMEHTAa B apXWB B
DJIEKTPOHHOM PETUCTPALMOHHOM KOHTPOJIBHOW KapTOYKE JOKYMEHTa aBTOMAaTHYECKU
dbopMupyeTcsi Ko HOMEHKJIaTypHOTO Jieja, BKIIFOUAOLIHUI:

MHJICKC OpPraHU3alliy B €INHON CUCTEME OpraHU3aLU;
MHJEKC CTPYKTYPHOT'O MOJIpa3AeIeHHs OpraHu3aluu;

MH/IEKC HOMEHKJIATYPHOTO Jieja 10 00palleHusIM, COOOIIEHUSAM, 3alpocaM, OTKJIMKaM U
MPEII0KEHHSIM JIULL.

24. B cchuike Ha perucTpallMOHHBIA HOMEp (MHIEKC) M JaTy BXOJAIIEro JOKYMEHTa
YKa3bIBAIOTCSl PETUCTPALIMOHHBIA HOMED U JlaTa IOKYMEHTa, Ha KOTOPBIM 1aeTcs OTBET.

25. MecTO COCTaBJIEHMS WIM M3JaHUS TOKYMEHTA YKa3bIBAa€TCs B COOTBETCTBHH C
MNPUHATBIM aIMUHUCTPATUBHO-TEPPUTOPUATBHBIM JI€JICHUEM M BKIIIOYAET B C€0S TOIBKO
OOIIETPUHSITHIC COKPAIICHHS.

MecTo cocTaBieHUs WIM U3JaHUS JOKyMEHTa O(QOPMIISIETCS B COOTBETCTBUHU C
HAaMMEHOBAHUEM HACEJIEHHOTO IyHKTa, SIBJISIOIIETOCS MECTOHAXO0KJIEHUEM OpraHU3aALNKU —
aBTOpa JOKyMEHTA.

26. JIokyMeHTBhI aApecylT OpraHu3alusiM, UX CTPYKTYPHBIM MOJAPa3IEICHUSIM,
JOJHKHOCTHBIM WIIH (PU3HUYECKUM JIUIIAM.

PexBuszut "Anpecar" odopmisiercss CTpOUHBIMU OYKBAaMH, MOMY>KUPHBIM IIPU(PTOM.
HanMeHoBaHMe opraHu3anuy, €€ CTpyYKTYPHOTO MOJApa3AeieHUs MUIIETCS B UMEHUTEIbHOM
najexe, JAODKHOCTh, (paMUIUs JIMLA, KOTOPOMY aJpECOBaH JOKYMEHT, — B JIaTE€IbHOM
najexe.

IIpu agpecoBaHnM JOKYMEHTA PyKOBOJUTEIO OPraHU3alii €€ HAUMEHOBAHUE BXOJNT B
COCTaB HAMMEHOBAaHUS JOHKHOCTH ajpecara.



[Ipu anpecoBanuu JoKyMeHTa (GU3MYECKOMY JHUILY YKa3bIBAIOTCS MHHUIIMAT UMEHH U
(dbamMuus moJyiyvaress, €ero mouToBbIi ajpec.

[Ipu nepenucke BHYTpH OpraHU3alUM JOMYCKAETCS YKa3aHUE B JIATEJIbHOM MaJeikKe
TOJIbKO MHUIIMAJIa UMEHU U (DaMUIIMU JOJIKHOCTHOTO JIUIA.

Ecnu 1oKyMeHT aipecyeTcsl B HECKOJIBKO OPraHU3aluii, OHH YKa3bIBAIOTCA 000OIIEHHO.

Ha onnom nokymente odopmisieTcss He Ooisiee yeTbipex aapecaToB. [Ipu Oonbiiem
KOJIMYECTBE aJ[pecaTOB COCTABJISIETCS CHUCOK (peecTp) pacchbUiku JTokymeHTa. CrioBa "
Opurunan" u "Konus" B pexkBuzute "Anpecat’ HE UCIIONB3YIOTCS.

[Ipy HanpaBieHNU JOKYMEHTA HEMOCTOSIHHBIM aJpecaTaM B COCTaB pekBu3uTa "Axapecar”
BKJIFOYAETCSI TOYTOBBIN apec, KOTOPhIH 0hOpMIIIETCS UCTIOTHUTENEM. IJIEMEHTHI ITOYTOBOTO
aZpeca yKa3blBalOTCS B IOCIEIOBATEIbHOCTH B COOTBETCTBUU ¢ 3akoHOM PecmyOnuku
Kazaxcran "O nourte".

27. 3arojoBOK K TEKCTY JIOKYMEHTa 0()OpPMIISIETCS MOMY>KUPHBIM HIPUPTOM OT TPaAHULIBI
JIEBOTO MOJISI JOKYMEHTa 0€3 MepeHoca CIOB U COJIEPKUT He Ooliee 35 3HAKOB B KaXKJOU
CTpoke. B oKkymMeHTe Mpu BeTWYMHE 3arojioBka 0oljiee 5 CTPOK JoIycKaeTcss opopMileHHe
3aroJioBKa nocepeanuHe J0KyMeHTa. Touka B KOHIIE 3ar0J0BKa HE CTaBUTCA.

3aroyioBOK K TEKCTy JTOKyYMEHTa (pOpMyIHUpYyeTcsl B COOTBETCTBHH C HAMMEHOBAaHUEM BUJIA
JOKYMEHTA U €ro COAEepP>KaHUEM.

3aroJoBOK K TEKCTy JOKyMeHTa MeHee 10 cTpok, a Takke ohopMiIeHHOMY Ha OlaHKe
dbopmara A5 He cocTaBiseTcs.

28. Jlng 1OKyMEHTOB Ha OyMa)KHOM HOCHUTEJIE OTTUCK IeYaTH OpPTaHHU3aI[iu 3aBepseT
NOJJIMHHOCTB MOJIMKUCH JOJKHOCTHOTO JMIA Ha JOKyMeHTe. OTTHCK Me4YaTHu OpraHu3aluu
MIPOCTABISAETCS MOCJIE€ HAMMEHOBAHUS JIOJHKHOCTH JIMIA, MOAMUCABIIEr0 JOKYMEHT, HE
3aXBaThIBas €ro JIMYHYIO MOJIUCH.

JlanHoe TpeOoBaHUE HE MPUMEHSETCA K OpraHu3alusiM, KOTOpble B COOTBETCTBUU C
['paxganckum kogekcoM PecryOonuku Kazaxcran He UMEIOT mevaTh.

29. TekcT nokyMeHTa O0(hOpPMIISIETCS B BUJI€ aHKETHI, TUarpaMMbl, TaOJIUIbI, CBI3HOTO
TEKCTa WM COUYCTaHUS YKa3aHHBIX (hOPM.

30. B cnyuae, ecim JOKYMEHT COAEPKHUT IMYHKThI, TO IIYHKTBl B JOKYMEHTE
pacrnoJiararoTcs B JJOTMYECKOM MOCIE0BATENBHOCTH, C YIETOM XPOHOJIOTUH TANlOB PEIICHHUS
Borpoca. biuskue 1Mo colep>KaHWI0 MYyHKTHl 3HAYUTENBHBIX MO OOBEMY JOKYMEHTOB
00BEIMHAIOTCS B IJIaBbl, HECKOJIBKO IJ1aB — B pa3/eibl, pa3Aeibl — B yacTh. B Oonbimux no
o0BeMy TiaBax BBIICISAIOTCS maparpadsl, B pa3enax — moapas3eibl.

[IyHKTBI MOTYT OBITH TIOJpa3/ieJIeHbl HA MOJMYHKTHI. BHYTpU MYHKTOB U IMOJIMTYHKTOB
MOTYT OBITh YaCTH, BBIJEISIEMbIC a03aIaMH.

[lynkTbl, maparpadsl, raaBbl, NOAPA3AEIIbI, Pa3/leibl U YACTU IOKYMEHTOB HYMEpPYIOTCS
apabckumu mudpamMu ¢ TOYKOH ciieayronum oopasom: 1., 2., 3. u nanee.

HoMmepa moanyHKTOB B MyHKTax o0Oo3Ha4aroTcs apabCkumu nudpaMu co CKOOKOM
cieayommm obpazom: 1), 2), 3) u nganee.



HymMmepanust nmyHKTOB, IJIaB U pa3felioB SIBJISIETCS CKBO3HOM, MOJANYHKTOB B IIYHKTE,
naparpagoB B IJIaBe, MOAPA3ACIIOB B pa3/ieiie — CaMOCTOATEIbHOM.

He nomyckaercst o603naueHue ab3areB AeducaMu Wi HHBIMUA 3HAKAMU.

31. TekcT nOKyMEHTa MevyaTaeTcs Ha MUIIYIIEH MalIMHKE Yepe3 MOoJATOpa MEKCTPOUHBIX
WHTEpBaja Wi MPU MOMOIIN YCTPONUCTB KOMIIBIOTEPHOU TEXHUKHU pazmepoM Ne 14 mpudra
Times New Roman (Taiimc Hpto Poman) unu Arial yepe3 oguH MeXCTpouHbIH HHTEpBaI. B
OTJEJIBHBIX Ciy4dasX, a Takke Opu o(opmiieHHH TaOJul, NPUI0KEHUH, OTMETKH 00
UCIIOJIHUTEINE, MPUMEYaHUi JO0MyCKaeTCsl U3MEHEHHE Pa3MeEpOB MIPpUPTAa U MEKCTPOYHOTO
MHTEpBaa.

[Tpu opopmiieHnn 1OKyMeHTa Ha ABYX U OoJiee JTUCTaX BTOPOW U MOCIEAYIOLIUE JTUCThI
HyMmepytoTcsa. Homepa mpocraBisitorcs apaOCKkuMu LuppaMu B cepeuHE BEPXHETO MOJIS
nucta 6€3 3HaKOB MPENMHAHMUS.

B orMmeTke 0 HanMuMKM NPUIIOKEHUS, HA3BAHHOTO B TEKCTE IOKYMEHTA, YKa3bIBAIOTCS
KOJIMYECTBO JIMCTOB, SK3EMIUISIPOB, SA3BIK HUCIOJHEHUA. B OTMETKE O HAIIMYMU TPHIIOKEHUS,
HE HA3BAHHOTO B TEKCTE JOKYMEHTA, JIOMOJHUTEIBHO YKa3bIBACTCS €r0 HAMMEHOBAHUE, a
TaK)Ke MPU HAJTUYHUU J1aTa U PETUCTPAMOHHBIA HOMep (MHeKc). [Ipy Hanuuuu 1ByX U Oonee
NPWIOKEHUH OHU HyMepyroTcs. [l 3JeKTpOHHOro JOKYMEHTO00OpOoTa YyKa3aHHe
KOJIMYECTBA 3K3EMILUIAPOB HE TpeOyeTcs.

Ecan npunoxeHus K AOKYMEHTY COpOIIIOPOBaHbI, YKa3bIBa€TCS KOJIUYECTBO
HK3EMILISIPOB.

Ecnu x TOKyMEHTy Mpuiaraercst UHOi JOKyMEHT, UMEIOIINIA IPHIIOKEHUE, B OTMETKE O
HAJIMYUK TPUIIOKEHUST YKa3bIBAIOTCS PEKBU3UTHI 3TOTO JOKYMEHTa U 0O0IIee KOJIUYECTBO
muctoB. Hanpumep, "[Ipunoxenue: nucbMo MUHHCTEPCTBA KYJIBTYpPBI U criopTa PecriyOnuku
Kazaxcran ot 15 okts16ps 2014 romga Ne 3-5/151 u npunokeHue Kk Hemy, BCEro Ha 7 JIMCTaX,
Ha Ka3aXxCKOM S3bIKe".

Ecnu npunoxeHue HanpasiIsieTCs HE BCEM aJipecaTaM, YKa3aHHBIM B JIOKYMEHTE, TO B
OTMETKE O €r0 HAJIMYMH YKa3bIBAETCS KAKOMY aJipecaTy HalpaBiseTCsl IPUIIOKEHHE.

[Ipy Hamuuuum OOJIBIIOrO KOJIMYECTBA MPHUIIOKEHHUHN YKa3bIBa€TCs 00IIee KOIUYECTBO
nuctoB. Hanmpumep, "l[Ipunoxenue Ha 52 nucrax.".

32. Iloanuck noKymMeHTa Ha OyMa)KHOM HOCHUTENE BKIIIOYAET:

1) HauMeHOBaHHE JOJLKHOCTH JIMIA, MOAMHUCABIIETO JOKYMEHT, OQUIHAIbHOE
HAaMMEHOBAaHUE CTPYKTYPHOT'O MOAPA3AEIECHUs UM OpraHu3aluy (€ciau JOKYMEHT o(hopmIieH
He Ha OJlaHKe);

2) AMYHYIO MOJNUCH U paclin(PPOBKY NOANUCH (MHULIMAT UMEHU U (PaMUIIHS).

JIOKYMEHT MOJANMMUCHIBAETCS CBETOCTOMKUMHU dyepHWiIaMu. He gomyckaercs noanucanue
NOJIJTMHHUKA TOKYMEHTa POCTaBlIeHueM (hakCUMuIIe.

[IpaBo moamucu JOKYMEHTOB OpraHM3alMU OIpPENENSIETCS B COOTBETCTBUHU C
I'paxxnanckum koaekcom PecnyOnuku Kazaxcran, ydpeauTeNnbHbIMH JTOKYMEHTAMU
OpraHu3alliy, pPacHopSAAUTEIbHBIMU JOKYMEHTAMU PYKOBOJMTENS OpPraHu3aluud o



NEJIETUPOBAHUM TOJHOMOYMN WJIM JIOBEPEHHOCTSIMU Ha BBINOJHEHUE ONPENEICHHBIX
JNEVUCTBUU OT UMEHU OpPraHU3alvH.

DNEKTPOHHBINH TOKYMEHT YJOCTOBEPSETCS JIEKTPOHHON MU(PPOBOM MOAMKUCHIO JIUIIA,
00J1a1a10111eT0 TOJITHOMOYHSAMH Ha TOANMKUCAaHUEe JAHHOTO JOKYMEHTA.

OTtmyck goKyMeHTa (MUchMa) MOAJICKUT Noanucanuio. He qonmyckaercst 3ameHa OTIycka
JOKyMeHTa (rmuchbMa) Komuen nokymeHta. [lpu moammcanuu TOKyMeHTa AByMsl U Ooiee
JUIIAMUA PAaBHBIX JIOJPKHOCTEH MX MOANUCH pAacIojiaratorcss B aia(aBUTHOM MOPSIAKE
opUIMaTbHBIX HAMMEHOBAHUHN OpraHU3alUi WU CTPYKTYPHBIX MOJIPA3ICICHHM.

[Ipn moanucaHuyu NOKYMEHTA HECKOJbKUMH JOJLDKHOCTHBIMH JIMIAMU HX MOIINHUCH
pacroyiararoTcs OJHa IOJ| APYroil B COOTBETCTBUU C YOBIBAHHUEM CIIYXKEOHOW HepapXuu
JIOJIKHOCTEN.

B nokymeHTe, COCTaBIIECHHOM KOMHUCCHEH, YKA3bIBAIOTCS HE HAMMEHOBAHUS JIOJKHOCTEN
JIU1I, MOJMUCHIBABIINX IOKYMEHT, a UX 00S13aHHOCTH B COCTaB€ KOMHCCHH.

JIOKyMEHTBI KOJUIETHANIbHBIX OPTraHOB OpraHu3anuu (KoJjIerui, COBETOB, MAacINXaToB,
IpaBJeHUI) MOAMMUCHIBAIOTCS TpecenaTesieM U cekpeTapeM (IpeaceaaTesbCTBYIONUM U
JWIIOM, TMPOBOJMBIIUM 3amuch). [IpoTOKONBI ammapaTHbBIX (ONMEpPATUBHBIX) COBEIIAHUIN
OpraHu3alyy U €€ CTPYKTYPHBIX MOAPA3ACICHUN MTOAMUCHIBAIOTCS MPEICEAATENBCTBYOIIUM
JIALIOM.

Ecin momxHOCTHOE MU0, MOANKUCH KOTOPOrO 3aroTOBJICHA HA MPOEKTE JOKYMEHTA,
OTCYTCTBYET, TO JOKYMEHT MOJJIEKHUT MepeoOpMIICHUIO Ha JIMIO, UCIOJHSAIOUIEE €ro

" "

obs3anHOCTH. He pomyckaercss moamnmucaHue JTOKYMEHTa ¢ mpemioroM "3a" wim
IPOCTABJICHHEM KOCOW YepTHI Niepe]l HANMEHOBAHUEM JIOJDKHOCTH.

33. CornacoBaHue npoekTa J0KyMeHTa opopMIiisieTcst BU30i Ha IOKyMEHTE (BHYTpEHHEE
COTJIaCOBaHUE) WM TPpU(POM COTJIaCOBaHMS (BHEIIHEE COTJIACOBAHME WIIM COTJIACOBAHUE C
KOHCYJIbTaTHBHO-COBEIIATEILHBIMH W OOIICCTBEHHBIMH OpraHaMH opraHuzaruu). Js
AJIIEKTPOHHOTO JJOKYMEHTA COTJIACOBAHME MPOUCXOIUT MOCPEACTBOM DJIEKTPOHHOU U(PpoBOIt
TTO/TITHCH.

[Ipu BHYTpEeHHEM COTJIACOBAHWUU JOKYMEHTHI BHU3UPYIOTCA HCHOJHUTENIEM (
OTBETCTBEHHBIM HCIIOJTHUTENIEM), PYKOBOAUTEIEM €ro TOApAa3JejeHUs, HWHBIMU
3aMHTEPECOBAHHBIMU JTOJDKHOCTHBIMH JIMIIAMU, 3aMECTHTEIIEM PYKOBOIUTENSI OpraHU3AINH
COTJIACHO PaCIpe/ICIICHUI0 00sI3aHHOCTEH.

Bu3bl MpoCTaBIAIOTCA Ha JK3EMIUISIpaX JOKYMEHTOB Ha OyMaKHOM HOCHUTENe,
OCTAIOIIMXCS B OpraHU3alMy, Ha JHIEBOM CTOpPOHE HIKE MmoAnuchu. I[IpoexTsl
pacropsIuTEIbHBIX JTOKYMEHTOB BHU3HPYIOTCSA Ha IEepBOM OJK3eMiuisape. Jlomyckaercs
BU3UPOBAHKE MPOEKTOB PACTIOPAIUTEIBHBIX JOKYMEHTOB Ha OOOPOTHOM CTOPOHE MOCIEIHETO
JHCTA.

Bwusa BimrogaeT B ce0st HOAMUCH BU3UPYIOIIETO, AAaTy, PaciuPpOBKY MOAMUCH (MHUITHAAT
UMEHH, (paMIINIO0), HAMMEHOBAaHUE JOHKHOCTUA BU3UPYIOMIEro. 3aMeuaHus, 0COOble MHEHUS



U JIOTIOJIHEHUS K MPOEKTY TOKyMEHTa O(pOPMIIIIOTCS Ha OTIEIBHOM JIUCTE, O YEM B IIPOEKTE
JOKYMEHTa CTaBUTCSI COOTBETCTBYIOIIAsI OTMETKA.

Bremnee cormacoBanme goKyMeHTa OGOPMIISIETCS CTPOUYHBIMH OYKBamMu TpudoM
COTJIACOBAHUsI, KOTOPBIM pacrojiaraercsi B JE€BOM HHUXKHEM YTy MOCJIEIHEero JIMCTa
TOKyMeHTa U coctout u3 ciosa "CornacoBano", ("CornacoBan"), a Tak)k€ HaMMEHOBAHUS
JTOJDKHOCTH JIMIIA, C KOTOPBIM COTJIACOBBIBAETCA JOKYMEHT (BKJIIOYasi HAaWMMEHOBAHME
OpraHu3alim), JUYHON MOANUCH U €€ paclIu(pOBKH (MHUIMAT UMEHU U PamMuiIus), AaThl
COTJIACOBAHMSI.

[Ipu cormacoBaHuM AOKyMEHTa AByMs M Oojiee JHUI[aMU PaBHBIX JAOJKHOCTEH I'pUQBI
COTJIACOBAHMSI PACIIOJATalOTCS HAa OJHOM YPOBHE B al(aBUTHOM MOPSIKE OQPUIIMATBHBIX
HaMMEHOBaHUW opranuzanuil. [Ipu cornacoBaHuu JOKYMEHTAa HECKOJIBKUMU JTOJKHOCTHBIMU
TuIaMu TpUudBl COTIACOBAHUS PACTIONATAIOTCS B COOTBETCTBUU C YOBIBAHUEM CITYKEOHOM
UEPAPXUU TOTKHOCTEH.

Ecnu cormnacoBanue ocyuecTBIA€TCS MUCbMOM, MPOTOKOJIOM HJIA UHBIM JOKYMEHTOM, TO
B Tpude COriiacoBaHUs YKa3bIBAIOTCS BHUJ JOKyMEHTa B TBOPHUTEIbHOM IMaJIeKe,
HAaMMEHOBaHUE OPTraHU3AlMK B POAUTEILHOM MaJeXe, JaTa U HoOMep (MHAEKC) TOKYMEHTA.

Bremnee coriacoBaHue JOKyMEHTa ¢ HECKOJBKUMHU OpraHU3alUiaMHu odopMmIsieTcs
JIUCTOM COTJIaCOBaHUA 10 (OpME COTJIACHO MPHIIOKEHHIO 5 K HacTosmuM [IpaBunam.

CornacoBanue MpoeKkTa JOKyYMEHTa B AJIEKTpoHHOM (popmate ocymiectBisercs B COJ]
nn60 no kaHajgaM uH(popManroHHbIX cucteM (nanee — MC).

[Tpn Hanuuum B opranmszauuu COJ] nmub6o MC cormacoBaHne NPOEKTOB JTOKYMEHTOB,
OCYIIECTBIIAECTCS B aBTOMATU3UPOBAHHOM DPEXHME IMOCPEJACTBOM HAIPABICHUSI MPOECKTOB
JOKYMEHTOB JIMLIaM, HA3HAYEHHBIM B KaU€CTBE COTJIACYIOLIUX, U OPOPMIICHUS PE3YIbTATOB
cornacoBanms B COJI mubo VC.

[Tocne 3aBepieHHs MpoLEeAypbl coriacoBaHus (IIPU CO3IaHUM MOJJMHHUKA JOKYMEHTA
Ha OyMa)XHOM HOCHTEJI€) JIUCT corjacoBaHusi pacmneuarbiBaeTcs u3z COJl mubo UC,
MPUKJIAJIBIBAETCS K MPOEKTY JOKYMEHTa W MPEACTABISETCA Ha MOJNUCH PYKOBOAUTEIIO
opraHu3aluuy (MHOMY YIOJJHOMOYEHHOMY JIUILLY ).

CornacoBanure BHYTPEHHHMX JOKYMEHTOB, CO3/laHHE, XpaHEHUE M HCIOJIb30BaHUE
KOTOPBIX OCYyIIECTBIATCS nnocpenctsom CO/I, mpooautes B CO/1 B 2IEKTPOHHOM BHJIE.

[Ipu cornmacoBaHMM MPOEKTOB BHYTPEHHHUX JOKYMEHTOB, CO3[JaHHBIX Ha OyMaXXHOM
HOCHTEJIE, BU3bI IPOCTABIISIOTCS HEMOCPEACTBEHHO Ha npoekTe qokymeHTa B VC.

Caocka. ITynkr 33 ¢ U3MEHEHUSIMU, BHECEHHBIMU MPUKA30M MUHUCTPA KYJIbTYPhI U
undopmanuu PK ot 23.07.2024 Ne 329-HK (BBOAUTCS B JeHCTBUE IO UCTECYCHUU JECATU
KaJICHIAPHBIX JHEH MOCIIe JIHS €ro MepBOro OPUIMaIbLHOTO OIMyOJIUKOBAHUSA).

34. I'pud yTBepkaeHUs TOKYMEHTA pacrojaraercs B paBOM BEpXHEM YTy TEPBOTO
JIUCTA TOKYMEHTa U 0pOPMIISIETCS CTPOUYHBIMHU OyKBamHu.



[Ipu yTBEepk)ACHUU TOKYMEHTAa KOHKPETHBIM JOJKHOCTHBIM JIUIIOM TPpU( YTBEPKICHUS
COCTOMUT M3 CIEAYIOUIUX DJIEMEHTOB: Cl0BO "YTBepxkaar" (06€3 KaBbIYEK), HAMMEHOBAHUE
JOJIKHOCTH, TTOAMKCH, paciudpoBKa MOAMKUCH U J]aTa YTBEPKICHUSI.

[Ipu yTBepx)aeHUN JOKYMEHTa ABYMS U OoJiee JIMIIaMU PaBHBIX JOJHKHOCTEH TpUQBI
YTBEPKACHUS PACIOJArarTCsl HA OJHOM YPOBHE B al(aBUTHOM IOPSAKE HAMMEHOBaHUI
OpTraHU3aIUN.

[Ipu yTBEpKI€HUH TOKYMEHTA IMOCTAHOBJIEHUEM, PEIIEHUEM, TPUKA30M, IPOTOKOJIOM
rpud yTBepKAeHHUS cocTOWT 3 cioBa "YTBepxkaeH" ("YTBepxkaena", "Yr1Bepxuaeno", "
VYTBepxaeHbI"), BUA PACIOPAIUTEILHOTO JOKYMEHTA B TBOPUTEILHOM MAJIEKE, €ro AaThl U
HOMEDA.

35. Pe3omronus pacnonaraercss B BEpXHEH 4YacCTHM NEPBOrO JIMCTA JOKYMEHTAa Ha
CBOOOJTHOM OT TEKCTa MecTe. B cocTaB pe30sorny BXoAaT HHUINAI(bI) ©IMEHU U hamuusi(u
) ucniofHUTENS (MCHOMHUTENEH), cofepKaHne MmopyyeHus (mopydeHuit), CpoK UCIOIHEHHUS,
MOJIMKCH ABTOPA PE30JIIOLIMH U J1aTa.

Jlomyckaetcst opopmiieHre pe30I0IMH Ha OTACIbHOM OJIaHKe ((PHUIIKE) C yKa3aHUEM IO/
MOAMUCHIO JIMIA, HAJOKUBIIETO PE3O0JIIOLHUI0, BXOISUIEIO0 PETHCTPALMOHHOrO HOMepa (
MHJIEKCA), JaThl MOCTYIUICHUS] U OTMETKH O PEKBU3UTAX JIOKYMEHTA, K KOTOPOMY OTHOCHUTCS
pe3ontonus (aBTOp, UCXOIAIIMNA HOMEp U JlaTa TIoKyMeHTa). [lopyueHust B BUJie pe30toLnid,
HaIpaBJIIeMbIC B MHBIC OpraHU3aIlid, PETHCTPHUPYIOTCS ciryk60it JIOY.

Ha pgoxymeHTax, He TpeOYymOUIUX OMOTHUTENbHBIX YKa3aHUU MpPEANUChIBAEMbIX
JNEUCTBUM M MMEIOIIUX YCTAHOBJICHHBIE CPOKH HCIIOJHEHHUS, B PE30JIIOLMU YKa3bIBAIOTCS
UCITOJTHUTENb, OANKUCH aBTOPA PE30JIOLINH, J1aTa.

B cnyuasx, korna nopydeHue naercs AByM M OoJiee JUlaM, OCHOBHBIM HCITOJTHUTEIEM
ABJISICTCS JIMIO, YKa3aHHOE B MOPYYEHUU IEPBBIM, €CIM MHOE€ HE YCTAHOBJIEHO B CaMOM
PE30IOLMH.

36. OTmMeTka 0 KOHTpPOJIE 32 MCIOJHEHUEM JOKyMEHTa 0003HAYaeTCsl CIIOBAMU WIIU
mramnamu "bakpinay", "bakputayra anbiHabl" (6€3 KaBbIUEK) U MPOCTABISETCS B BEpXHEH
JIEBOM YacTH MEPBOTO JIUCTA JOKYMEHTA 32 IIPeieIaMu TEKCTOBOTO MOJIA.

CHocka. B nyHKT 36 BHECEHO U3MEHEHUE HA Ka3aXCKOM SI3bIKE, TEKCT HAa PYCCKOM SI3bIKE
HE MEHsIeTCs MpukazoM Munuctpa KyibTypbl U uHGopMmanuu PK ot 23.07.2024 Ne 329-HK (
BBOJIUTCS B JCHCTBUE MO UCTEUEHUU JCCITH KaJICHIAPHBIX JHEHN MOCie AHs €ro MepBoro
o(pUIANTBHOTO OIyOJIMKOBAHUS).

37. Jlnsg 3aBepeHHs] COOTBETCTBHS KOMUU JIOKYMEHTA MOJJIMHHUKY HUXKE peKBU3UTA "
[Tonnmuce" mnpocTaBisitoTCs 3aBepuTelbHas Haanuch "Komus BepHa" (0€3 KaBbIuEK),
HAaWMEHOBaHUE JOJHKHOCTH JIMIIA, 3aBEPUBIIETO KOIMUIO, JIMYHAS TMOJIUCH, paciuiudpoBKa
noAnucH (MHULMAI UMEHU U (HaMUIIKs) MOAMKUCABIIEr0, OTTUCK MeYaTH OpraHu3anuu (mpu
HaJIM4YuM), 1aTa 3aBEPEHHUSI.

CHocka. B myHKT 37 BHECEHO U3MEHEHHUE Ha KAa3aXCKOM S3BIKE, TEKCT Ha PYCCKOM SI3bIKE
HE MEHsIeTCs pukazoM Munuctpa KyibTypbl U uHGopMmanuu PK ot 23.07.2024 Ne 329-HK (



BBOJIUTCS B ACHCTBHE MO UCTEUECHHUH JIECITU KAJICHIAPHBIX THEH Mociie JHS €ro IEPBOTO
0o(HUIIUATIEHOTO OIMyOIMKOBAHUS).

38. byMaxkHasi Konusi 3JIEKTPOHHOT'O JTOKYMEHTa 3aBEpsEeTCSl C YKa3aHUEM Ha TO, YTO
UCXOJHBIM JTOKYMEHTOM SIBJIICTCSI JICKTPOHHBIN JTIOKYMEHT M TOJY4YEH MOJOKHUTEIbHbBIN
PE3yNbTAT MPOIEAYPHI MPOBEPKHU AIEKTPOHHOH ITUGPOBOMA MOMUCH JIUIIA, YAOCTOBEPUBIIIETO
AIIEKTPOHHBINA JOKYMEHT. JlJis 3aBepeHHs] KOMHUH AJIEKTPOHHOTO JOKYMEHTa Ha OyMa)kKHOM
HOCUTEJIE U HaHECeHHWs MH(opmanuu O pe3yiabTare MPOBEPKHU DIECKTPOHHOU IudpoBOit
MOAMMUCH UCIOIB3YETCs IMTaMN (TPEeyroyibHOM QopMbl) ¢ TeKCTOM "* * * DrneKTpOHIBIK
KYKaTThIH KelmipMmeci Aypbic." (OmpenesieH MOJOXKHUTEIbHBIM pe3ylbTaT MPOLEayphl
MIPOBEPKH JICKTPOHHOM ITH(PPOBOM MOANMKMCH) U YKa3aHUEM IOJICH SISl KOJMYECTBA JIMCTOB U
MOJMKCH 3aBEPSIOLIETO JTUIA.

39. DneKTpOHHAsI KOMUS TOKYMEHTa 3aBEPSIETCS:

1) ucnosiHUTENIEM — B CITy4ae BJIOKEHUS JOMOJIHUTENbHBIX TOKYMEHTOB Ha OYMa)kKHOM
HOCHUTEJIE TIPU CO3JJaHUU MPOEKTA JIEKTPOHHOTO IOKYMEHTA;

2) COTPYIHUKOM TO/Ipa3/ieTICHUsI IOKYMEHTAIMOHHOTO 00EeCTIEUeHHs TOCYAapCTBEHHOTO
opraHa — IIpy perucTpaluu JT0KyMEHTa, MOCTYMHUBIIETO TOJIHKO Ha OyMaXXHOM HOCHUTEJE.

[TomHOMOYMSIMU Ha 3aBepeHHE OyMa)KHOW KOTTUU AJIEKTPOHHOTO JOKYMEHTA, CO3IaHHOTO
nocpeacteom COJI, oOnanarOT COTPYAHUKH TMOAPA3AEICHUS JOKYMEHTAIMOHHOTO
oOecrieueHust TOCyIapCTBEHHOT'O OpraHa U OrepaTopa MOYTHI.

bymakHast KOIHUsI JIEKTPOHHOTO TOKYMEHTA COACPIKHUT:

1) TekcT TOKyMEHTa;

2) ormeTky "Komus 371eKTpOHHOTO JOKYMEHTA" ¢ OTPpaKEHHEM PEe3yJIbTaTOB MPOIETYPhl
MPOBEPKU IJIEKTPOHHOU IUPPOBONH NOANUCH JIUIA, YJIOCTOBEPUBIIETO 3JIECKTPOHHBIN
JTOKYMEHT;

3) HauMeHOBaHUE UHPOPMAITMOHHON CUCTEMBI, U3 KOTOPOH OH MOJIYYEH;

4) naty co3nanusi OyMaXHOU KOTINH;

5) mTaMn ¢ TeKkcToM "* * * DeKTpOHIBIK KY>KAaTThIH KelllipMeci aypbic." (onpeneneH
MOJIOKUTEIBHBIA PE3yJIbTaT MPOLEAYPhl MPOBEPKU SIEKTPOHHOW HHUQPPOBON TOIKCH),
KOJIMYECTBO JIMCTOB U MOAMKUCH 3aBEPUTENS.

40. OTMeTKa 00 MCHOJHUTENE JOKYMEHTA BKIIIOYAeT cokpamieHHoe cioo "Hcm.",
MHUIIMAT UMEHU U (PaMIINIO UCTIOJIHUTENSI JOKYMEHTa, HOMEp ero teiedoHa, B TOM 4Yucie
BHYTPEHHETO, ajjpeca JICKTPOHHON MoUThl (IIPU HAJTUYMH) U pacoiaraeTcsi Ha JIUIEBON WU
000pOTHOM CTOPOHE MOCJEIHETO JIMCTA JOKYMEHTA B JIEBOM HUKHEM YTIIy.

CHocka. B nyHkT 40 BHECEHO M3MEHEHHUE HA Ka3aXCKOM SI3bIKE, TEKCT Ha PYCCKOM SI3bIKE
HE MEeHsIeTcsl Tpuka3zoM MunucTpa KyinbTypbl 1 nHpopmanuu PK ot 23.07.2024 Ne 329-HK (
BBOJIUTCSI B JICCTBHE MO UCTCUCHHH JIECATH KAJICHIapHBIX THEH MOCIe THS €ro TEPBOTO
O0(pUIIUATIEHOTO OMMyOIMKOBAHUS).

41. OtmeTKa 00 UCTIOTHEHUHU IOKYMEHTA M HAIMPaBJICHUU €T0 B JIENIO BKIIOYAET CCHUIKY
Ha HOMEp U JIaTy JOKYMEHTA, CBUICTEIbCTBYIOIIYIO 00 UCIOTHEHUH (IIPU OTCYTCTBUH TaKOIO



JIOKyMEHTa — KpaTKue CBEJCHHS 00 MCIIOJIHEHHH), ciioBa "B neno", HoMep nena, B KOTOpOM
OyJleT XpaHUTHCS IOKYMEHT.

OtMeTka 00 MCTIOJIHEHUU JOKYMEHTA M HAIPaBICHUH €T0 B JEJO MPOCTABISIETCS Ha
HIDKHEM T10JI€ JIMIEBOM CTOPOHBI MEPBOIO JUCTA JOKYMEHTA, KOTOPBIM IMOJMUCHIBACTCS
WCIIOJTHUTENIEM C YKa3aHUEM JIaThl HAMPABIICHUS B JIEJO.

CHocka. B nyHKT 41 BHECEHO U3MEHEHHUE HA Ka3aXCKOM SI3bIKE, TEKCT Ha PYCCKOM SI3BIKE
HE MEHsIeTCs pukazoM Munuctpa KyibTypbl U uHGopMmanuu PK ot 23.07.2024 Ne 329-HK (
BBOJIUTCSI B JICCTBHE MO UCTCUCHHH JICCATH KAJICHIAPHBIX JTHEH MOCIIe JTHS €Tr0 TIEPBOTO
Oo(HUIIUATIEHOTO OIMyOIMKOBAHUS).

42. Unentudukaropom 3JIEKTPOHHONW KOMHUU JTOKYMEHTa Ha OyMa)KHOM HOCHTEJE
SABJSCTCA OTMETKAa (KOJIOHTUTYJ), COJep)Kallas Ha3BaHHE M BEPCHUI0 MPOTPAMMHOTO
obOecrieueHusi, MPU MOMOIIM KOTOPOTO CO3JaH JOKYMEHT, MpOCTaBiiseMas Ha JIUIIEBOU
CTOpPOHE Ka)J0r0 JIUCTA JTOKYMEHTA.

43. OTMeTKa 0 MOCTYIUJIEHUHM JOKYMEHTa B OpPraHU3allMI0 MPOCTABJISAETCS B MPaBOM
HUKHEM YTITY JIMIIEBOM CTOPOHBI IEPBOTO JIUCTA JOKYMEHTA U COACPIKUT MOPSIKOBBIN HOMED
BXOJSIIIET0 JOKYMEHTA U JIaTy MOCTYIUIeHUs (ITpy HEOOXOIUMOCTH — Yachl U MUHYTHI).

44. DneKTpOHHBIN JOKYMEHT COCTOMUT U3 ABYX YaCTEU: CONEPKATETbHON U PEKBU3UTHOM.

CopeprxarenbHas 4acThb JIEKTPOHHOIO IOKYMEHTA COCTOUT U3 OAHOTO MM HECKOJIbKHUX
¢aiinoB B cienyronmx Gopmarax:

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

2) RTF, DOCX — tekcToBslii (hopmar;

3) XLS, XLSX — rabnuunsiii hopmar;

4) PPT, PPTX — npe3enrtanuu;

5) RAR, ZIP — apxuBHpoBaHHbII opMmar.

ConepxarenbHasi 4acThb MpoekToB akToB [Ipe3unenta PecnyOauku Kazaxcran B CO/]
dhopmupyertcs Toibpko B hopmare PDF.

CopeprxaTenbHasi 4acTh 3JIEKTPOHHOTO JOKYMEHTA UMEET CIIEYIOUIUE PEKBU3HUTHIL:
1) odunmansHOE HANMEHOBAHUE OPTAHU3AIIUN OTIIPABUTEIIS;
2) crnpaBoYHbIe JaHHBIe 00 opraHuzanuu (Popuaudeckuit aapec, Tenedon, dakc,
ANIEKTPOHHBIN aipec OpraHu3aluy (Ipu HAIUYUN);
3) HauMeHOBaHUE BUJIa JJOKYMEHTA;
4) CCBUIKY Ha PErUCTPALMOHHBIN HOMEP U ATy BXOJSIIET0 TIOKYMEHTA;
5) MecTo cocTaBlieHUs WU U3JaHusl JOKYMEHTA,
6) agpecar;
7) rpud yTBEepKICHUS TOKyMEHTA (TIPY HATHYHHN);
8) 3aroJI0BOK K TEKCTY (TIPU HAIMYHH);
9) TEKCT NOKYMEHTa;



10) ormeTKy 00 ucnonHuTeNne (HhamMuivs, THAIHAIBI UMEHU U TelaedOH UCTIOHUTENs) (B
opraHax HallMOHaJIbHOW Oe3onacHocTu PecnyOnuku KazaxcraH yka3blBarOTCS MHULIMAIBI U
TenedOH UCTIOTHUTES);

11) anexkTpoHHY0 IUGPOBYIO NOAMHUCH.

PekBu3nTHas 9acTh 3JIEKTPOHHOTO JOKyMEHTa (POPMHUPYETCS MOCPEICTBOM COCTABICHUS
AJIEKTPOHHON PErucTpariMoOHHONW KOHTpodbHOU Kaprouku (manee — DPKK), B kotopoi
UCITIOJIB3YIOTCS CIEYIOIINE PEKBU3UTHI:

1) HauMeHOBaHUE BHUJIA JOKYMEHTA;

2) perucTpallMOHHbIA HOMEDP TIOKYMEHTA;

3) MHJIEKC HOMEHKIIATYPHI JIETT;

4) Ha3BaHUE U BEPCHUsS MPOrPAMMHOTO OOEcCreyeHus, NpU MOMOIIU KOTOPOTO CO3/aH
JOKYMEHT;

5) anexkTpoHHas nudpoBas MOANKCH;

6) xapakTep BOIpOcCa;

7) KOIMYECTBO JUCTOB OCHOBHOTO JJOKYMEHTA U MPUIOKEHUMH;

8) HaMMEHOBaHHME T'OCYJapCTBEHHOro oprana-ajapecara (B Komurere HalmoHaibHOM
6e3zonacHoctu Pecnybnuku KazaxcraH HamMeHOBaHHS TOApA3JCICHUN yKa3bIBAIOTCS B
COOTBETCTBHH C KOJIAMH, 33 UCKIIFOUEHUEM TEPPUTOPUATBHBIX OPraHOB);

9) HaMeHOBaHKE TOJHXKHOCTH ajipecara (Mpy HAJIMYUN);

10) dbamwtusi, THUTIMATIBI UMEHHU ajipecata (IIpU HaJTu4duu);

11) ¢pammius, nHUIEATBI IMEHH HCTIOHUTENS (B OpraHax HallMOHAIbHON O€30MacHOCTH
Pecny6iiuku Kazaxcran yka3bpIBarOTCS MHUITMABI UCTIOJIHUTETIS );

12) Homep TenedoHa UCTIOTHUTEIS;

13) oTMeTKa 0 KOHTPOJIE;

14) oTMeTka 00 UCTIOJHEHUH IOKYMEHTA U HaIlpaBJIECHUHU €ro B JEJIO;

15) ormMeTka O HAMWMYUU WM OTCYTCTBUU TOJJIMHHUKA OYMa)XKHOTO JTOKYMEHTA,
OyMa>KHOUM KOIIUU 3JIEKTPOHHOTO JTIOKYMEHTA.

Jns obOecneyeHusl 3alUThl MOJJIMHHOCTH JJIEKTPOHHOIO JIOKYMEHTA H
HECAaHKIIMOHUPOBAHHOTO PACHPOCTPAHEHUS CIIYKEOHBIX JJIEKTPOHHBIX JOKYMEHTOB
UCITIOJIB3YIOTCSl BOASHBIE 3HAKU.

Hcnonb3oBanue TOMOJHUTEIBHBIX PEKBU3UTOB OINPEICISIETCS B 3aBUCUMOCTH OT BHJIA
JOKYMEHTa B COOTBETCTBUHU € HacTos MU [IpaBunamu.

45. Ilpn oOMeHe 31eKTPOHHBIMU JOKYMEHTAMU MEXIY OpraHHu3alusMU MepedyeHb
PEKBU3HUTOB U MOPSIIOK HMCMOJIb30BaHUS AJIEKTPOHHOU HU(PPOBON MOANHUCH 3JIEKTPOHHOTO
JOKyMEHTa YCTaHaBJIMBAIOTCS MUCbMEHHBIMH (OpMaMHU CHEJIOK B COOTBETCTBUHU C
['paxxnanckum kogexcom PecnyOnuku Kazaxcran, coomoaennem HopMm 3akoHa PecnyOnuku
Kazaxcran "O0 371eKTpOHHOM JIOKYMEHTE U IEKTPOHHON UG POBOI MOATUCH", HACTOSAIIMHU
[IpaBunamu.



46. Uckimouen mpukazom Munuctpa KyiabTypsl u nHpopmaruu PK ot 14.11.2024 Ne 544-
HK (BBOAUTCS B AEWCTBUE MO UCTEYEHUH JCCATH KAJICHIAPHBIX THEW MOCIE JHS €r0 MEPBOro
ohUIMATLHOTO OMyOJIMKOBAHUS ).

ITaparpad 3. IloaroroBka u opopMICHHE NPHKA30B

47. Ilpukazamu o(pOpMIISIOTCS PEIICHUST TPABOBOTO XapaKTepa, a TAKKE M0 ONEPATHBHBIM
, OPraHU3allMOHHBIM, KaJJpOBBIM M UHBIM BOIIPOCAM JIESITEIbHOCTH OpraHu3aiuu mno Gopmam
COTJIACHO NPUJIOKEHUAM 6-7 K HacTtosamuM [IpaBunam.

PexBu3ntamu npukasa sBISIOTCSA:

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

2) odurmaaprHOC HAMMEHOBaHUE OPraHU3allNH;

3) HauMeHOBaHUE BHUJIAa JJOKYMEHTA;

4) nara npukasa;

5) perucTpaluoHHBIA HOMED MPUKA3a;

6) MeCTO U3aHus MPUKa3a;

7) 3arOJI0BOK K TEKCTY;

8) TeKcT;

9) noanuce;

10) oTMeTKa 0 corjgacoBaHUM MPUKa3a;

11) oTTHCK meyaTu OpraHU3alMU, €CIU JaHHAas OpraHu3alus B COOTBETCTBUU C
3aKoHOJaTeNbCTBOM PecnyOnuku Kazaxcran umeeT neyars.

[IpoekThl npHUKa30B TOTOBST U BHOCAT CTPYKTYpPHbIE MOApPA3/IeICHUsI HA OCHOBAHUU
MOPYYEHUN PYKOBOJUTENSI OPTAaHU3AIMHU, €TO 3aMECTUTENS JIMOO B MHUIMATUBHOM MOPSIIKE.
[IpoekThl MpUKA30B MO KaJAPOBBIM BOMPOCAM T'OTOBUT KaJpoBasi ClIyk0a B COOTBETCTBUU C
TPYZIOBBIM 3aKoHOAaTeNnbcTBOM PecyOnuku Kazaxcras.

[IpoexThl MPUKA30B U MPHUIOKEHUS K HUM BUBHUPYIOTCS HUCIHOJHUTEIEM M €ro
HEMOCPEACTBEHHBIMU W KYPUPYIOIIMMU PYKOBOJMUTEISIMH, a TaKXE PYKOBOAUTEISIMU
CTPYKTYPHBIX MOJIpa3/ieJIeHUH, KOTOPHIM B ITPOEKTE MpUKa3a MpeayCMaTPUBAIOTCS 3aJJaHus U
MOPYUYCHHUSI, KOMIIETCHIINIO KOTOPBIX 3aTParuBat0T BOMPOCHI, YKa3aHHBIE B IPOCKTE.

Bo3paxkenus mo mpoekTy mpuKasza, BOSHUKAIONIME MPU COTJIACOBAHUM, MU3NIAraloTcs B
CIpaBKe, KOTOpas mpuijaraercs K npoekTy. Eciaum B mpolecce corinacoBaHHsl B MPOEKT
MpUKa3a BHOCATCS W3MEHEHMs MPUHIMIHAIBLHOTO XapakTepa, TO OH JopadaThiBaeTcsi U
MPOXOJIUT MOBTOPHOE COTJIaCOBAHUE.

[Ipukassl TOCYAapPCTBEHHBIX OPTAHOB Pa3pabaThIBAIOTCS U MPUHUMAIOTCS HA Ka3aXCKOM
s3bIKe, MPH HEOOXOJMMOCTHU, MX pa3paboTka MOMXKET BECTUCh Ha PYCCKOM S3BIKE C
oOecrieyeHruEM 0 BO3MOXKHOCTH TIEPEBO/Ia HAa WHBIE SI3bIKU. JIMCTHI TPUKA30B M MPUIIOKEHUN
K HUM HYMEPYIOTCSI CKBO3HOM HyMEpalMel B BEpXHEH YacTH Ka) 00 JUCTA MO LEHTPY.



IIpuka3sl HyMEpYIOTCS MOPAAKOBOM HyMEpaluen B Ipeaenax KaJeHIapHOro roja.
IIprka3el M0 OCHOBHOW AEATEIBHOCTH, JINYHOMY COCTAaBY PETMCTPUPYIOTCA OTAEIBHO B
COOTBETCTBYIOIIUX JKypHanax (0a3zax maHHbIX). K mopsakoBoMy HOMEpy MpuKasa IO
JUYHOMY COCTaBy uepe3 aeduc go0apistorcs qurepsl /¢ umum "k".

Konuu npuka3oB uin UX pa3MHOKEHHBIE IK3EMIUISIPBI 3aBEPAIOTCS MevyaTbio (Mpu
HAJIMYMHM) C YKa3aHUEM JaThl 3aBEPECHHS] U HAIPABIAIOTCS aJpecaTaM B COOTBETCTBUHU C
yKa3aTeJeM PacChUIKH, KOTOPBIM COCTABIISETCS U MOAIUCHIBAECTCS UCITOJHUTEIEM.

TekcT mpukaza COCTOUT W3 JBYX 4YacTeW: KOHCTAaTUpylomeil (rmpeamOyibl) U
pacnopsIUTEIbHOM.

B koncrarupytomeii yactu (mpeaMmOyiie) KpaTKo U3JIaraloTcs ey U 3a1a4n, HaKTel U
cOOBITHS, MOCTYKUBIINE OCHOBAaHWEM IJis W3AaHus npukasza. Ecnu mpuka3 uzgaercs Ha
OCHOBaHHMHM MHOTO JIOKYMEHTA, TO B KOHCTATUPYIOIIECH YacTH yKa3bIBAIOTCSI HAUMEHOBAHUE
ATOro JOKYMEHTa B POJUTENBHOM MaJeike, ero aBTop, JaTa, HOMEpP W 3arojioBok. Ecmu
IIPUKa3 MO KaJPOBBIM BOIPOCAM HM3JAETCA 3a HAPYILICHHE MCIIOJHUTEIBCKOW JWCIUILINHBI
NEepCOoHajaa, TO B KOHCTATUPYIOUIEH YaCTHU YKAa3bIBAKOTCS YETKO HM3JIOKEHHOE COJEpPHKAHUE
JTUCHMIUTMHAPHOTO MPOCTYIKa, a TaK)Ke HOPMBI M TpeOOBAHUS aKTOB, KOTOPBIC SIBJISIIOTCS
OCHOBAHUAMU ISl NPUHATUA penieHus. [Ipu cchlUike Ha HOPMATUBHBIN NPaBOBOM akKT,
3apErUCTPUPOBAHHBIA B OpraHax HOCTHIMH, JONOJHUTEIBHO YKAa3bIBAETCS HOMEp, IMOJ
KOTOPBIM OH 3aperucTpUpPOBAaH B PEECTPE TrOCYJApPCTBEHHON PErucTpaliii HOPMATHUBHBIX
IPaBOBBIX aKTOB.

[Ipeambyna B mpoekTax mpuka3zoB 3aBepiiaetcs cioBoMm "[IPUKA3BIBAIO", kotopoe
MUIIETCS] TPOMUCHBIMU OyKBaMH, TOJY>KHUPHBIM mipudToM. He gomyckaercs ero nepeHoc Ha
IPYTYIO CTPOKY.

PacniopsiaurenbHas 4acTb COJIEPKUT MEPEUYUCICHUE NPEANUCHIBAEMBIX JEHCTBUM C
YKa3aHUEM MCIOJHUTENS KaKJIOrO JEHUCTBHS U CPOKOB ucronHeHus. [Ipu HeobxoaumocTu
pacnopsAIuTeIbHAS YacTh IETUTCS Ha MYHKTHI, TOAIMYHKTHI U a03aIlbl.

JlelicTBUST OJTHOPOJHOIO XapakTepa MOTYT ObITh MEPEUHCIIEHBI B OJHOM MyHKTE. B
KayeCTBE MCIIOJIHUTEIIEN YKa3bIBAIOTCSA CTPYKTYPHBIE MOAPA3JCIEHUS WIM KOHKPETHBIC
NOJDKHOCTHBIE nuia. CBelneHus O MOJpa3AeiCeHUH WIH JOJKHOCTHOM JIMIE, HA KOTOPOE
BO3JIAaraeTcsi KOHTPOJIb 33 MCIIOJHEHHEM IIPHUKA3a, YKa3bIBAIOTCA B IIOCIEIHEM ITYHKTE
pacropsAuTEIbLHON YacTH.

O3nakomieHrne paOOTHUKOB C MPHUKa3aMU MO KaJPOBBIM BOMNPOCAM yAOCTOBEPSAETCS
MOAMKUCKHI0, (aMUNMeld U WHHUITMATaMU PaOOTHHUKOB, MPOCTABISEMbIMU HIKE peKBU3UTA
OTMETKA O COTJIACOBAHUU JOKYMEHTA" MM Ha 0OOPOTHOU CTOPOHE MPHUKA3a.

B ciyuae, ecnu npukas JONONMHAETCS TPUIIOKEHUEM, TO BHOCUTCSI TEKCT O JOIOJIHEHUU
npukasza npuioxenueM. [Ipyu ccplUlke Ha MPUIOKEHUST YKA3bIBAIOTCA HOMEPA MPHUIIOKEHUM,
MpUCBaMBaeMble B MOPSJIKE YIOMUHAHUS MPWIOKEHUM B TEKCTE aKTa, 3a MCKIIOUYCHUEM



ClIy4aeB, KOrja K IpUKa3y HMeeTcsd OAHO npuiokeHue. Ccblika Ha INPHIOKEHHUE
COOTBETCTBYET HA3BaHUIO CAMOT'0 MPHIIOKEHUS. PEKBU3UT "OTMETKA O HATUYUU MPUITOKEHUS
K JOKYMEHTY" TIOoCJIe TeKCTa MPHKa3a CaMOCTOSTENIbHO HE O(OPMITSIETCA.

Ecnu npukas, cocTosiuii U3 0JHOTO JHCTa, 0oopMiIsieTcss Ha OJlaHKe OpraHu3alliy, B
peKkBHU3UTE "MOANUCH" HE YKA3bIBAETCA IIOJHOE HAMMEHOBAaHHME JIOJDKHOCTH JIMLA,
MOJIMHUCHIBAIOIIETO IOKYMEHT.

B coBMeCTHBIX PHKa3aX yKa3bIBAKOTCS MOJHOE HAMMEHOBAHUE JTOJKHOCTEHN, (paMuiIus U
WHULAAJIBl COBMECTHO NOANKCHIBAIOIINX JIMII.

CHocka. B myHKT 47 BHECEHO U3MEHEHHUE Ha KAa3aXCKOM S3bIKE, TEKCT Ha PYCCKOM SI3bIKE
HE MeHsIeTcsl Tpuka3zoM MunucTpa KyibTypbl U nH(popmanuu PK ot 23.07.2024 Ne 329-HK (
BBOJUTCS B JACHCTBUE MO UCTEUEHUU JACCITH KaJICHAAPHBIX JHEH Mocie AHs ero nepBoro
O0(pUIIUATIBHOTO OIMYOIMKOBAHUS).

ITaparpad 4. Ilopsmok NOATOTOBKHA U 0OPMIICHHUS IPOTOKOINA

48. IIpoTOKON COCTABIAETCS HA OCHOBAHWM 3aIllUCEN, MPOU3BEICHHBIX BO BpEMs
coBemaHus (3aceaHusi, COOpaHusi), MPEACTABICHHBIX TE€3UCOB JOKJIAJ0B U BBICTYIUJICHUH,
CIPaBOK, NMPOEKTOB PELICHUH M UHBIX MAaTEpHAJIOB MO (OPME COrIaCHO MPHUIOKEHHIO § K
HacToAmuM [IpaBunam.

[IpoTOKOMN, COCTABICHHBIM BHYTPU OPraHU3ALMUM Y HE BBIXOJSIIMN 3a €€ MPEJEbl,
odopmIIsieTCsl He Ha OIaHKe.

PexBu3uTamMu nmpoToKoJIa SIBISIIOTCS:

1) opunmansHOE HAMMEHOBAHUE OPTAHU3AIUH U (WJIN) CTPYKTYPHOTO TTOAPA3CIICHHUS,
2) HaMMEHOBaHUE BHJIa JOKYMEHTA;

3) nara;

4) perucTpaloOHHBIN HOMEP MPOTOKOJIA;

5) MecTo u3aHus MIPOTOKOJIA;

6) rpud yTBepkaeHUS (B HEKOTOPBIX CIIydasix);

7) 3aroJI0BOK MPOTOKOJIA;

8) TeKcCT;

9) nmoanucek.

[IpoTokomabl 0(OpPMIIAIOTCS B IOJIHOM WIIM KpAaTKOM (popme.

TekceT MoJIHOTO MPOTOKOJIa COCTOUT U3 ABYX YacTeil: BBOAHOW U OCHOBHOM.

B BBOJHOH 4YacTu mocie 3arojioBKa MPOTOKOJA YKa3bIBAIOTCSA: MHUIMAIBI UMEH U
dbamunuu npencenarens (MpeacenaTeIbCTBYIONIET0), CEeKpeTaps 3acenaHus (coOpaHus),
CIIMCOK MPUCYTCTBOBABIINX (€CIU KOJIMYECTBO MPUCYTCTBOBABIIUX MpeBbImaeT 10 yenoek,
CIIUCOK TIPUCYTCTBOBABIINUX O(POPMIISIETCS B IPHIIOKEHUHU K TPOTOKOIY).

B npotokose 3aceganusi KOHCYJIbTaTUBHO-COBEIIATENILHOIO OpraHa MpUuCcyTCTBOBABIINE
YICHBI TIEPEUUCIIAIOTCS TIEPCOHATBHO Mo (ammsiM B andaBuTHOM mopsiake. [locie Hux



3amuChIBAlOTCS (aMUJIUK TPUTIIANICHHBIX C yKa3aHWEeM HMX JOJDKHOCTA U HaMMEHOBAHUS
OpraHu3alluu.

BBoaHas yacTh 3aKaHYMBAETCS IOBECTKOM JIHS (IIEPEYHEM PACCMATPUBAEMBIX BOIIPOCOB,
MEePEYUCIICHHBIX B TIOPSIIKE X 3HAYMMOCTH) C YKa3aHUEM JIOKJIaluuKa (MHUIIMAJ €r0 UMEHU,
(dbaMuTns, JOMKHOCTH) MO KaKIOMY IMYHKTY MOBECTKH AHS. Ka)Xaplid BOMPOC medaTaeTcs ¢
a03aira, HymMmepyeTcs apabckoi nmudpoit U ero HauMeHOBaHUE HaunHaeTcs ¢ mpeaiora "O" ("
06"). B ciiyuae odopmiieHuUs: MOBECTKU JTHS MPUIIOKEHUEM K ITPOTOKOITY, B TPOTOKOJIE MEPE/T
TEKCTOM MPOU3BOAUTCA 3anuch "[loBecTka aHs npusaraercs'.

OcHOBHasl YaCTh IPOTOKOJIA COCTOUT U3 PA3/ENOB, COOTBETCTBYIOIINX IMyHKTAM IOBECTKHU
nus. Kaxaelit paszmen coctout w3 Tpex wactei: "CJIIVIHAJIN", "BBICTYIIWJIN", "
[NIOCTAHOBWJIN" ("PELIMJIN"), koTOpble medaTaroTCs OT JIEBOrO MOJIA MPOMUCHBIMU
OyKBamH.

[IpunsToe penieHne neyaTaeTcsi MOTHOCTBIO MPU HEOOXOJUMOCTH MPUBOISATCS UTOTH
rOJIOCOBAHMS.

Copepsxanne 0co00OTO MHEHUSI, BRICKA3aHHOTO BO BpeMsi 0OCYKJICHHUs, 3aIChIBACTCS B
TEKCTE MPOTOKOJIA MOCJIE COOTBETCTBYIOIIETO MTOCTAHOBIEHUS (PEIICHNS).

B pasnpene "CJIYIIAJINA" npuBoasSTCS WHHIMAI UMEHH M (QaMUIHUSA JOKIIATUHKa,
OCHOBHO€ COJIEp>KaHHME JTOKJIAI0B M BBICTYIUIEHUN MOMEIIAETCS B TEKCTE MPOTOKOJA WM
mpujaraeTcss K HeMy, B TOCJIEIHEM ciydae B TekcTe odopmisercs cHocka "TekcT
BBICTYIUICHUS MpUJiaraercs'.

B pasznene "CJIYIIAJIN" n3naraercst TEKCT BBICTYIUIEHUS. B Hauane Tekcra ¢ HOBOU
CTPOKH B UMEHUTEIHHOM MaJie’Ke YKa3bIBAIOTCS MHULIMAT UMEHU U (DaMHIIUS BHICTYNAIOIIETO.
3anuce BBICTYIUIEHUS OTACISIIOT OT (paMuiinK TUpe. BhICTymIeHne nu3naraercs OT TPEThEro
JUIA €IMHCTBEHHOTO YKciia. Eciiy 3anuch BBICTYIIICHUS WIIM TEKCT J0KJIaa 0pOPMIISIOTCS B
BHUJI€ TPUIIOKEHUS K MPOTOKOJY, Mociie (aMuIuM YKa3blBalOTCA OTMETKM '"3amuch
BbICTYIUIEHU npunaraetrcsa’, "TekcT qoknana npuiaraercs'.

B pazgene "BBICTYIIMJIN" yka3biBatloTCs MHULMAIBI UMEH, (paMUJIUU, COACPIKaHHE
uHpopmaruu (JO0KIana) BBICTYMAONIMX B TOW IMOCIEIOBATEIHLHOCTA, B KAaKOW OHU
IPO3BYYaIN Ha 3aCEIAHUHU.

Bomnpocsl k 10KJIaIuMKy, BRICTYHAIOMIUM U UX OTBETHI MPOTOKOJIUPYIOTCS MO MEPE UX
MOCTYIJICHUS M 3alIUCBIBAIOTCA B TOM K€ MOCJIEA0BATEIBLHOCTH, IIPU 3TOM ciioBa "Bompoc", "
OtBeTr" HE MUIIYTCS, a YKa3bIBAIOTCS MHUIMAT UMEHU M (paMmius JIHIa, OT KOTOPOro
MOCTYIUJIN BOIIPOC WIIM OTBET.

B pazgene "TIOCTAHOBW/IN" ("PELLMJIN") oTpaxkaioT IPUHATOE pPELIEHUE IO
00CyXJaeMOMy BONpPOCY. B MOCTaHOBIAIOIIEH dYacTH HCIOJB3YIOTCSA TJIaroJibl
HEeoMnpeaeIeHHOU (HOPMBI.

TekcT KpaTKoro IMpoTOKOJIA COCTOUT U3 JBYX 4aCTEH: BBOJHOM U OCHOBHOM. Bo BBOIHOM
YacCTH MOBECTKA JHS HE YKa3bIBACTCA.



OcHOBHasi 4acTh KPaTKOTO MPOTOKOJIA BKJIIOYAET HAMMEHOBAHHS PACCMATPUBAEMBIX
BOIIPOCOB U MIPUHSATHIC 110 HUM PEIICHUS.

HaumenoBanue Bompoca HymepyeTcss W HaumHaetrcs ¢ mpemiora "O" ("O6"),
BBIPABHUBACTCS MO IICHTPY CTPOKH W IMOTUCPKHUBACTCSA OJHON YEPTOM HUWXKE IMOCICAHEH
ctpoku. [lom uwepToil yka3pBarOTCA (PaMUINUA NOHKHOCTHBIX JIMI], BHICTYNUBIIUX IPH
OOCYKJICHUH JaHHOTO BOIPOCa. 3aTeM YKa3bIBaeTCs IPUHSATOE 110 BOIIPOCY PEIICHHE.

B 3aronoBok mpoToKoJa BXOAAT yKa3aHHWE BHAA KOJJIECTHAIBHOW NEATENbHOCTH U
Ha3BaHUE KOJUIETUAIIBHOTO OpraHa B POJMUTEIBHOM TMajexe (Hampumep: coOpaHue
COTPYJIHHUKOB, 3aCETaHNE COBETA).

[IpoTokon moamuceIBaeTCs mMpeaceaTeieM u cekpeTapeM (MpeaceaaTebCTBYIONINM |
JUIIOM, TIPOBOJMBIINM 3amuch). JlaToil mpoTokoja sBiseTcs Aara 3acemanus. Ecnu oHO
MPOJIOJKAIOCH HECKOJIBKO JTHEH, TO Yepe3 THPE YKA3bIBAIOTCS JaThl HAadajia U OKOHYAHUS
3acelaHmsl.

[TpoTokoiam IpUCBAaUBAIOTCS TIOPSIKOBBIE HOMEPA B Mpeenax AeIOMPON3BOACTBEHHOTO
rojla OTACIBHO IO KaXJOW TpyMIe MPOTOKOJIOB — MPOTOKOJBI COOpaHUWH, 3acemaHuid
KOJUIETHH, MPOTOKOJIBI TEXHUYECKUX, HAYYHBIX U SKCIIEPTHBIX COBETOB M MHBIC. [IpOTOKOIBI
COBMECTHBIX 3aceJaHUil MMEIOT COCTaBHbIE HOMEpA, BKIIIOYAIONIUE IMOPSIKOBBIE HOMEpa
MIPOTOKOJIOB OpPTaHMU3AIUH, IPUHUMABIINX y9aCTHE B 3aCCTaHHH.

Komuu mpoTOK0NI0B WM MPUHSTHIE PENICHUS B BHUJAEC BBIMUCOK M3 MPOTOKOJIOB
pacchUTAOTCS 3aMHTEPECOBAHHBIM OPTaHU3ANUAM H JIOJDKHOCTHBIM JIMIIAM B COOTBETCTBHUH C
yKa3aTeleM pacChUIKUA. YKa3aTelb PACCBUIKH, KOTOPHIA YTBEPKIACTCS PYKOBOJIHUTEIICM
CTPYKTYPHOTO TOJpa3IelieHus], COCTABJISICT U IMOJANMKUCHIBAET OTBETCTBEHHBIM MCTIOTHUTEIb
MOApa3AesIeHNs], TOTOBUBIIETO PAaCCMOTPEHUE Bompoca. Komuu mpoTOKOIOB M BEIITUCOK U3
HUX 3aBEPSIOTCS MEeYaThi0 OpraHu3aIuu (TpU HAJTUUHH ).

ITaparpad 5. ITopsamok moaroToBKH B 0)OpMIICHHA aKTa

49. ConepxaHueM akTa sBIsieTCs HHGOpPMAIUs, TOATBEPKIAIOIIAs YCTAHOBICHHBIC
(bakThl UM coObITUS (Cclava-mprueMKa padoT; mpUeM-TIiepeiaya MaTepuaIbHbIX LIEHHOCTEMH,
JOKYMEHTOB; 00OclieJJoBaHHE OOBEKTOB Ha MpPEIMET MPOTHUBOMOKApHOM 0e30macHOCTH,
YCIIOBUM TpyJa; HUCNbITaHUS (BBOJ B AKCILTyaTalUio) 0oOpa3loB, CUCTEM, TEXHOJIOTHIA;
BBIJICJICHHE K YHUYTOXEHUIO MATEpHAIbHBIX LEHHOCTEH, JIOKYMEHTOB; HapylLIECHUE
YCTAaHOBJIEHHBIX MpaBuil (TpeOOBaHMI); paccieAOBaHUs aBapui, HECYACTHBIX CIIy4aes;
JUKBUAALMS OpraHU3alMK; BBIMOJHEHHBIX padoT; O0TKa3; OCMOTP; CBEpPKA; MPEIOCTaBICHUE
YCIIYT U UHBIE). AKT COCTABIIAETCS HECKOIbKUMHU JIMLIAMHU, TOITBEPKIAIOLIUMU JaHHBIN (akT

AKT odopmisiercss Ha OmaHke 1Mo GopMe COTIIACHO MPIIOKEHHUI0 9 K HACTOSIINM
[IpaBriiamMm. AKT, COCTaBJICHHBIM BHYTPU OpPTraHM3aIlMd W HE BBIXOAIIUN 3a €¢ MPEICIbI,
odopmIIsieTCsl He Ha OIaHKe.

PekBu3nuTamMu aKkTa SBISIOTCS:



1) uzobpaxenue I'ocynapctBennoro I'epba Pecnybnuku Kazaxctan wim sMOiembl,
JIOrOTHUIIA, TOBAPHOI'O 3HAaKa (3HaKa OOCIY>KHMBaHUS) C YYETOM TpeOoBaHUI MyHKTOB 16, 17
HacTosamux [Ipasui;

2) odurmaabHOE HAMMEHOBaHUE OPTraHU3allNH;

3) HauMEeHOBaHKE BUJA JOKYMEHTA;

4) nara;

5) peructpaliuoHHbIA HOMEP (MHIEKC) aKTa;

6) MECTO TOITMCAHNS aKTa,

7) rpu¢ yTBEpKAECHUS (B HEKOTOPBIX CIIydasx);

8) 3aroJIOBOK aKTa;

9) Tekcr;

10) moanuce.

TekcT akTa COCTOUT W3 BBEJCHUS U KOHCTATUPYIOLIEH YacTH.

Bo BBeaeHHM yKa3bIBae€TCsi OCHOBAHUE JIsI COCTABJIECHUS aKTa, MEPEUUCISIOTCS
COCTaBUTEININ U MPUCYTCTBYIOIINE MTPU ITOM JIUIIA.

Koncrarupytomias yactb akta COAEPKHUT CYyTh YCTAHOBJICHHBIX (PAKTOB, METO/IbI,
KOTOPBIMU BEJIACh IIPOBEPKA, €€ pPe3yJIbTaThl, a TAKKE BBIBOJIbI, MPEITIOKEHUS, 3aAKIIOUCHHS
komuccuu. [Ipu He0OX0IUMOCTH TEKCT KOHCTATUPYIOIIEH YacTH aKTa JEIUTCS Ha MTyHKTHI.

B KOHIIE KOHCTaTUPYIOIIEH YacTH YKa3bIBAIOTCA KOJIMYECTBO JK3EMILISIPOB aKTa U
MECTOHAXOXJEHUE KaXJOro 3K3eMIUIsApa, mocie odopmiseTcs OTMETKa O HaJIuYuu
MPUJIOKEHUH K aKTy (€CJId OHU UMEIOTCH ).

B koHIile koHCTaTHpYyOIIEH YacTH O(POPMIISIOTCS OTMETKA O KOJIHMYECTBE IK3EMILISIPOB
aKTa U MECTOHAXO0XJICHUU KaXKJI0T0 IK3EMIUISpa, OC/Ie — OTMETKA O HATUYUU PUIIOKEHUH K
aKTy (eciu OHU UMEIOTCS).

AKT moAmnuChIBAETCS MpeAceaTeieM M YieHaMd KOMUCCHUU JIMOO JUILOM (-aMH),
cocTaBUBIIUM (-H) akT. DaMUITUN, HHUITHAIBI JIHI], TTOAMUCHIBAIONINX aKT, O)OPMIISIIOTCS B
aniaBUTHOM TOpsIKE 110 PaMUIIUU, UX JOJKHOCTH HE YKA3bIBAIOTCHI.

O3HakOMJIEHHE JUI[ C aKTOM IMPOU3BOAUTCS MOJA pochnuch. JIMno, HecoriacHoe ¢
COJIEp’)KaHMEM aKTa, MOJIIMUCHIBAET €ro C OTOBOPKOM M MPUYMHAMHM CBOETO HECOIJIacusl.
Oco60e MHEHUE WieHa KOMUCCUHU OPOPMIIIETCS Ha OT/ACJIBHOM JIUCTE U MPUIIATaeTCs K aKTy.

CHocka. B nyHKT 49 BHECEHO U3MEHEHHUE HA Ka3aXCKOM SI3bIKE, TEKCT Ha PYCCKOM SI3bIKE
HE MEeHsIeTCsl Tpuka3zoM MunucTpa KyiabTyphl 1 nHGopmanuu PK ot 23.07.2024 Ne 329-HK (
BBOJIUTCS B JCHCTBUE IO UCTEUEHUU JCCITH KAJICHIAPHBIX JHEH MOCIe JHS €ro MepBoro
Oo(pHUIIUATIEHOTO OIyOJIMKOBAHUS).

ITaparpa¢ 6. ITopA0K IOATOTOBKH B 0G)OPMIICHHS CIIPABKH

50. ConepxaHreM CHpaBKH SIBISETCS MH(OpMaLUs, B KOTOPOIl ONMUCHIBAIOTCS (DAKTHI,
coObITUs Wiu cBefeHus. CripaBKy, HampaBisieMble 3a PEeNbl OpraHU3alui, COCTABISIOTCS



Ha oOmemM Omanke. BHyTpeHHsisi cnpaBka odopmisercss Ha OenbiX JucTax Oymaru 6e3
MpUMEHEHUS OJIaHKa.

CnpaBka odopmisercs mo dopmaM cormacHo npwioxkenusm 10-11 k HacTosm
IIpaBunam.

PexBu3uTamu cipaBKH SIBISIFOTCS:

1) uzobpaxenue ['ocynapctBennoro I'epba Pecnybnuku Kazaxcran wim sMOieMbl,
JIOrOTUIIA, TOBAPHOI'O 3HAKa (3HaKa OOCIY>KMBaHUS) C YYETOM TpeOOBaHUI MyHKTOB 16, 17
Hactosamux [Ipasui;

2) opuumanbHOe HAMMEHOBAaHUE OPraHU3alLUN;
3) HauMEeHOBaHHE BUJA JOKYMEHTA;
4) nara;
5) perucTpalimoHHbIi HOMEpP (UHIEKC) CIIPaBKH;
6) MecTo U3AaHMUS;
7) anpecar;
8) 3aroJIOBOK K TEKCTY;
9) TekcT;
10) moanuce;
11) ormeTKa 0 corjiacoBaHuu (B ciaydyae HEOOXOAUMOCTH);
12) oTTHCK nevaTH (MpyU HAJIUYUHN);
13) ormeTKka 00 UCTIOTHUTEIE.
TekcThl CpaBOK, BRIIABAEMBIX TPaXKaaHaM O MOATBEPIKICHUN MeCTa pabOThI, TOJKHOCTH
, 3apa00THOM IMJIAThl U MHBIX CBEJICHUM, HAUMHAIOTCS C yKa3aHUs B UMEHUTEIHLHOM MaJIeKe
(dbamunuu, UMeHH, oTuecTBa (IIPU HAJTUYUHU) JIMIA, O KOTOPOM COOOIIaloTCsl cBeneHus. B
KOHIIE TEKCTa WM MPABOM BEPXHEM YIJIy YKa3bIBAETCS OpraHu3anus, KyJa IpeAcTaBiseTcs
CIpaBKa.
B TexcTe Takoil cmpaBKM HE HMCIONB3YIOTCS OOOpOTHI "HacTosimias cmpaBka', "
NEUCTBUTENHHO MPOKUBAET (YUuTCs, padoTaeT)".
B cnydae, ecnu cripaBka MOANUCHIBAETCS UCIIOJHUTENEM, TO PEKBU3UT "OTMETKa 00
UCITOJTHUTENE" HE YKa3bIBACTCS.

ITaparpa¢ 7. Ilopsnox noaroToBkM U 0popMIIeHHS IUCEMA

51. I[IuceMo odopmisiercss Ha OJaHKE MUCbMA OpPraHU3alMU MO (opMe COoriiacHO
npuioxkeHuto 12 k HacrosmuM [IpaBuiam 1 COAEPKUT CAEAYIOIINE PEKBU3UTHI:

1) uzobpaxenue I'ocynapctBennoro ['epba Pecnybnuku Kazaxcran wim sMOieMbl,
JIOrOTHUIIA, TOBAPHOI'O 3HAaKa (3HaKa OOCIY>KHMBaHUS) C YYETOM TpeOoBaHUI MyHKTOB 16, 17
HacTosamux [Ipasui;

2) opunmasbHOe HAMMEHOBAaHUE OPraHU3aAlUN;
3) nara;
4) ucXoA[IIUNA PETUCTPAIMOHHBIA HOMED (MHIEKC) TUChMA;



5) cchbUIKa Ha PErUCTPAIMOHHBIM HOMEP M JaTy BXOASLIEr0 JAOKYMEHTa (eciu 3TO
OTBETHOE);

6) anpecar;

7) 3ar0JI0BOK K TEKCTY;

8) TeKcCT;

9) oTMeTKa O HaTMYUH MPUITIOKEHUS;

10) moamuce;

11) ormMeTKa 0 cornacoBaHuu (B cliy4ae HEOOXOIUMOCTH);

12) otMeTka 00 UCTIOTHUTEIE.

Cny>xeOHbIE TTMCHbMa, TTOMMCHIBAEMbIE PYKOBOJUTEISIMH JIBYX W 0oJiee OpraHu3allnid,
obopmisitorcss Ha Jucte Oymaru dopmata A4. Ilpu 5TOoM JnaHHBIE O HAMMEHOBAHUU
OpraHu3aluii, MNOANUCABIIMX MHUCHMO, BKJIIOYAIOTCA B HAUMEHOBAHUE JOJKHOCTH B
peKkBHU3UTE "MOANUCH".

OTMeTKH 0 corjaacoBaHUM MUChbMa MPOCTABIISAIOTCS HAa OTITYCKE MUChMA.

TekcT mucpMa UMEET OJIHY WJIM JIBE CMBICIOBBIE YacTu. [IucbMo, cocTosiee U3 OJTHOU
4acTh, — 3TO Mpock0a 0e3 MOsSICHEHUs, HarlOMUHaHuEe 0e3 mpeamOyJibl, cooOllieHue 0e3
OCHOBAHHSI.

Ecnu TexcT mucbMa COCTOUT U3 YacTEN KOHCTATUPYIOLIEH U 3aKIIOUYUTEIBLHON, B IIEPBOU
YacTU WM3JIararoTCs MPUYMHA, OCHOBAaHWE WM OOOCHOBAaHHME COCTaBJICHUS TMHCHMA,
OPUBOJATCS CCBHUIKM Ha JIOKYMEHTHI, SIBJISIOIIUECS OCHOBAaHHEM IOATOTOBKH NHUCHMA, BO
BTOPOH — MOMEIIAIOTCS BHIBOJIBI, TTPEIIOKECHIS, IPOCHOBI, PEIICHUS.

OO6paTHble KOHCTPYKIIMM TEKCTa (3aKkIOUYeHHE — KOHCTATalus) BO3MOXHBI B
MUChMaxX-0TKa3ax.

B muchmax ncnonb3yiot cienyromue GopMbl U3IT0KECHHS:

1) oT mepBoro auIa MHOKECTBEHHOTO yucia (HampuMep: "MpocUuM MpeaocTaBUTh', "
Harpasiisiem Bam");

2) OT TepBOro JHUIla €JUHCTBEHHOTO YHuclia (HampuMep: "mpolry BbIciaTh", "cunuTaro
HEOOXOIUMBIM");

3) OoT TpeThero Juila eIMHCTBEHHOT0 Yncia (HanpuMep: "MUHUCTEPCTBO HE Bo3paxkaeT").

I'masa 3. Ilopsmok ympaBiieHHA JOKYMEHTAUEH, OpraHu3anui JOKyMEHTO000poTa B
roCyapCTBEHHBIX H HETOCYapCTBEHHBIX OpPraHW3aliiaxX

ITaparpa¢ 1. ITopsanox 06paGoTKH BXOOAIIUX TOKYMEHTOB

52. JIokyMeHTBI, MMOCTYMAIOIINE B OPraHU3AIUI0, TPOXOIIT MEPBUUHYI0 00paboTKY,
OpEeABAPUTENILHOE PACCMOTPEHUE, PErucTpalio, pPacCMOTPEHUE PYKOBOACTBOM H
JOCTABJISIFOTCS] UCTIOTHUTENSIM.

53. Tlpuem, nepBuuHas 0OpabOTKa JTOKYMEHTOB U MpPEABAPUTEIBLHOE PACCMOTPEHUE
OCYILIECTBIISIFOTCS [IEHTPAIM30BaHHO ciyx00ii JJOY.



54. TlepBuunasi oOpaboTKa BXOIAIIMX JOKYMEHTOB 3aKIIOUaeTCs B IMPOBEPKE
MPaBWJIHLHOCTHU JOCTaBKHU MO HA3HAYECHUIO, 1IEJIOCTHOCTU YIIAKOBKHU M BJIOXKEHUH, (PUKCAIIU
dakTa TOCTYIUICHUS IOKYMEHTOB B OpTaHU3AIlMI0 W TOATOTOBKE WX K Iepenade Io
HA3HAYCHMUIO.

[Ipu oOHapyKeHNH HEKOMIIEKTHOCTH WM TTOBPEXKICHHS TOKYMEHTA Ha HIKHEM TI0JIe
ero nociegHero aucra B PK® npoctaBisitoTcsi COOTBETCTBYIOIINE OTMETKHA U COCTABIISIETCS
aKT TPOU3BOJILHOU (QOopMBI B Tpex 3Kk3emiuigpax. OIUH JK3EMIUISIp HaIMpPaBIICTCS
OTIPABUTEINIO, BTOpoil octaercs B ciayxoOe JIOY, TpeTuil mepemaercss HCHOTHUTEIIO
JIOKYMEHTA.

KonHBepThl HE YHUUTOXKAIOTCS B CIy4dasiX, KOr/Ja TOJbKO MO HUM ONPEAEISIOTCS aapec
OTHpPABUTEISA, 1aThl OTIPABKU U MOJYUYCHUS JJOKYMEHTA, a TaKKe MPHU MOCTYIJIEHUH JIMYHBIX
JIOKYMEHTOB.

KonpepTsl ¢ momeTko# "JInuHo" 6€3 BCKPBITHS TepeatoTcs 1Mo HazHaueHU 0. OmundoyHo
JIOCTaBJIEHHAsI KOPPECTIOH ICHIIMS BO3BPAIIIACTCS B IOYTOBOE OT/ICTICHUE.

CHocka. B myHKT 54 BHeCEHO M3MEHEHHE Ha Ka3aXCKOM SI3bIKE, TEKCT Ha PYCCKOM SI3bIKE
HE MEeHsIeTCsl Tpuka3zoM MunucTpa KyiabTyphl 1 nHpopmanuu PK ot 23.07.2024 Ne 329-HK (
BBOJIUTCS B ACHCTBHE MO UCTEUCHHH JIECITU KAJICHIAPHBIX THEU Mociie JHSA €ro IEPBOTo
0o(pHUIIUATIEHOTO OIyOIMKOBAHUS).

55. Ilpu npeaBapuTEIbHOM PACCMOTPEHUN JOKYMEHTOB IPOU3BOJAUTCA COPTUPOBKA UX HA
pErUCTpUPYEMBIE U HEpErucTpupyembie. llepedueHb HEPETHUCTPUPYEMBIX JTOKYMEHTOB
pa3pabarbiBaeTCs Ha OCHOBE IPUMEPHOrO IMEpedyHs JAOKYMEHTOB, HE MOJJIEKAIINX
peructpanuu B ciyx6e JIOVY, cormacHo npunoxenuto 13 k Hacrosmum [IpaBunam, u
YTBEPKIAETCA PYKOBOJUTEIEM OpPTraHU3alIUH.

Hepeructpupyemble JOKYMEHTHI MNEPEJAIOTCS B COOTBETCTBYIOIINE CTPYKTYPHBIE
MOAPA3AEIEHUS OPTaHU3ALINH.

56. Peructpupyembie JOKyMeHTHI nocie ux peructpanuu B PK® nepepatorcsa Ha
pacCMOTpPEHHE PYKOBOJCTBY OpraHu3allid WId CTPYKTYpHOMY ToJpa3feiieHuio (
JOJKHOCTHOMY JIMILY ) JIJISl IPUHSATHS PEILICHHUS.

[Ipu Oe3oTnaraTelbHOM HCIOJHEHUU MOCTYMUBIIETO JOKYMEHTa JOIYCKaeTcs
O3HAKOMJICHUE UCIIOJHUTENSI C €ro CoJAepKaHUueM JO0 PacCMOTPEHHUS JTOKyMEHTa
PYKOBOJICTBOM OpraHU3aIMH (CTPYKTYPHOTO TOJIpa3IeICHHUS).

57. O6patienusi, coOOILIEHUs, 3aMPOChl, OTKIUKA U TPEITOKEHUS (PU3NUECKUX U
IOPUIMYECKUX JIMI YYUTHIBAIOTCS IIEHTPAIU30BaHHO U peructpupyrorcs B PK® B nenp ux
MOCTYIUICHUS B OPraHU3AIMIO0 OTACJIBHO OT OOIIUX JIOKYMEHTOB B MOPSIKE, YCTAHOBJICHHOM
roCyJapCTBEHHbIM OpPraHoM, OCYIIECTBISIIOIIMM B Ipelenax CBOEH KOMIIETCHIUU
CTaTUCTUYECKYIO JIESITeIbHOCTh B 00JIACTH MIPABOBOM CTATUCTUKH U CIIEIUATIBHBIX YUYETOB.

OtBeThl Ha oOpamieHus, TOCTYNUBIINE Yepe3 WH(OOPMANMOHHYIO aHATUTHYECKYIO
cucteMy "DJNEKTpOHHBIE OOpalieHus" NalTcs Yepe3 YKa3aHHYI CHUCTEMY, MOCTYIHUBIIHE



HapO4YHO U IOYTOBOM CBS3bI0 OTBETHI, HAIPABIISIIOTCS B COOTBETCTBUU C 3aKOHOM
Pecny6siuku Kazaxcran "O noute".

58. IIpu npeaBapuTEIbHOM PACCMOTPEHHH MOCTYNHBIINE JOKYMEHTBI PACIPEIEISIOTCS
Ha TpeOylollhe PacCMOTPEHUs] PYKOBOJCTBOM OpPraHU3allMid U HE TpeOyIollHue 3TOTO.
JIOKyMeHTBI, HE TpeOyllue pacCMOTPEHUS PYKOBOJICTBOM, HAIpPaBJISIOTCS
HENOCPEJACTBEHHO B CTPYKTYPHBIE ITOAPA3/IEICHUS NI OTBETCTBEHHBIM UCIIOTHUTEIISIM.

[Ipn HeoOxonMMOCTH 0€30TIaraTelIbHOTO HUCHOJHEHHS MOCTYNUBILETO JOKYMEHTa
JIOITYCKAETCsl 03HAKOMJIEHUE MCIIOJHUTEINS C €r0 COJAEPKAHUEM JI0 PACCMOTPEHUS JOKYMEHTA
PYKOBOJICTBOM OpraHU3alMH (CTPYKTYPHOTO NOJIPA3ICIACHUS).

59. IlpenBapuTenbHOE PaCCMOTPEHHE JOKYMEHTOB OCYILECTBIISIETCS HCXOAS U3 OLIEHKH
UX COJIep KaHMsl, aBTOPCTBA, CIIOKHOCTU U HOBU3HBI TOCTABJIEHHBIX BOIIPOCOB Ha OCHOBAaHUU
YCTaHOBJICHHOI'O B OpPraHM3ali paclpeaesieHus 00s13aHHOCTEN.

60. PaccMOTpeHUI0O pyKOBOICTBOM IMOMJIEKAT JOKYMEHTHI, IOCTYIHUBIIUE U3
Anmvunuctpanuu [pesunenta Pecniyonuku Kasaxcran, [lapnamenTa Pecniyonuku Kazaxcran,
Anmnapara IlpaBurensctBa PecnyOnuku KaszaxcTaH, LEHTpaJbHBIX U MECTHBIX
roCyJapCTBEHHBIX OPraHOB, BBILLIECTOSIIEH Opranu3anuu, oOpamieHus, COOOIIEHHUs, 3aIPOCHI,
OTKJIMKU U PEUIOKEHHS PU3NUIECKUX U FOPUIUUECKUX JIHII.

61. JIoKyMeHTBI, pacCMOTPEHHbIE PYKOBOJCTBOM OpraHu3aluM (CTPYKTYPHOTO
mojapasjeiaeHus), Bo3ppamarwTcs B ciayx0y JJOY, rme B PK® BHOcsATCS comepkaHus
PE30MIOLMUI, a JOKYMEHTHI IEPEJA0TCs UCIIOTHUTENSIM 110 POCIIUCH.

JIOKYMEHT, HMCIOJHEHUE KOTOPOIr0 BO3J0XKEHO Ha NOABEIOMCTBEHHBIE (-YIO)
opraHu3zanuu (-10) WM HECKOJIBKO CTPYKTYPHBIX MOAPA3JCIeHUM, NepelaeTcs UM
OJIHOBPEMEHHO B KONMAX € COOTBETCTBYOHIENH oTMeTKOM B PK®. [lognuuHuK nepenaercs
UCITOJIHUTEII0, YKa3aHHOMY B PE30JIFOLIMU TIEPBBIM.

[TocTynuBiive TenerpaMMbl MPUHUMAIOTCS MO/ PACHUCKY C MPOCTABICHUEM JaThl U
BPEMEHHU IIpHEMa, PETUCTPUPYIOTCS, a 3aTEM MEPEAAIOTCI HA pAaCCMOTPEHHE PYKOBOJICTBY U
VCIIOJTHEHUE.

Texct moctynuBmIel TelaePOHOrPAMMBI 3aMHUCHIBAECTCS (MeYaTaeTcs) MoJdydaTeseM,
PETHCTPUPYETCS U ONIEPATUBHO NEPEAACTCS] PyKOBOAUTEI0, KOTOPOMY OHA aJIpeCcOBaHa.

[Ipn npueme TenedoHOrpaMmbl O(POPMIISIOTCS CHEAYIOLIUE PEKBU3UTHI: TEKCT,
OTIPAaBUTENIb, HAUMEHOBAaHUE BUJA JIOKYMEHTa, JaTa, HOMEp, HAMMEHOBAaHUE JOJDKHOCTH,
MHULAAJT UMEHU U (aMUIIuA JIMIA, TOANKCABUIEro JOKYMEeHT. Kpome Toro, yka3bIBarOTCs
JOJDKHOCTH M (paMWJIMHU JIUL], IEpeAaBIINX U IPUHABIIUX Tele()OHOrpaMMYy, 4achl 1 MUHYTHI
IpUeMa-Tepe1adn.

62. Ilpu pemeHun BOMPOCOB 0€3 COCTABJICHHS JOIMOJHUTCIBHBIX JOKYMEHTOB
UCIIOJIHUTENb JleJlaeT OTMETKM Ha JokyMeHTe U PK® o patax mocrymieHus (eciau
o0pa3oBajcs MHTEpPBAJI BPEMEHU MEXAY NOCTYIUIEHUEM JIOKYMEHTAa U €ro JI0CTaBKOU
UCIIOJHUTENI0), AaTaX MPOMEXKYTOYHOI'O HCIOJHEHUs (3alpoc CBEIEHUMN, TenedOHHBIE
MIEPErOBOPHI U UHBIE), AATE U PE3yJbTaTaX OKOHYATEIbHOIO UCIIOJIHEHHUS.



63. Ilpu mocTymuieHnn 3JIEKTPOHHOTO TOKyMeHTa ciyx0oi J10Y nmpoBoauTcs mpoueaypa
MPOBEPKHU MOJIMHHOCTH 3JIEKTPOHHON LM(PPOBON MOAMUCH C HUCIOIB30BAHUEM OTKPBITOIO
KItoua dekTpoHHor nudposoit noamucu u CK3U, peanusyronux mporecc GOpMUPOBAHUS U
IPOBEPKH JEKTPOHHON HU(PPOBOM Noanucu (CpeIcTBa dIEKTPOHHOU U(poBOI moanucK), a
TAKXK€ MPOLIECAIINX TPOUEAYPY NOATBEPKICHUA COOTBETCTBUS B MOPSAKE, YCTAHOBICHHOM
3aKoHOaTeNbCTBOM PecnyOnuku KazaxcTan B 001aCTH TEXHUYECKOTO PETYIMPOBAHUS.

64. B ciyyae BbIABIEHUST HECOOTBETCTBHS 3JEKTPOHHOM LHM(PPOBOM MOANUCU MOCIE
MPOBEACHUS MPOLIETYPbl MPOBEPKHU SIEKTPOHHON HUGPPOBOM MOAMUCU C HCIOIH30BAHHUEM
CPEICTB 3JIEKTPOHHOM LU(POBON MoANUCH (Aajiee — OTPULATENbHBIA PE3yJbTaT MPOBEPKU
MOJIMHHOCTH JJIEKTPOHHOUW IU(POBON TOAMKUCH), SIAESKTPOHHBIA JOKYMEHT CUHTACTCS
HENOJYYEHHBIM, O YEM TMOJYyYaTeldb »JJIEKTPOHHOIO JOKYMEHTa HampaBiseT
YBEJIOMJICHUE-KBUTAHIIUIO, SIBJSIONIEECS AJIEKTPOHHBIM JIOKYMEHTOM C OTMETKON "He
OPUHATO", MOAMKUCAHHOE COTPYIHUKOM ciryx0bl JJOY, ¢ ykazaHueM NpUUYMHBI HEMOIyYeHUS
JOKYMEHTA.

[Tpu nomydyennn noaTBEPKACHUS (YCTAaHOBICHUS ) OJTMHHOCTH SJIEKTPOHHOM IUPPOBOI
MOJAMKCH C UCIIOJIb30BAHUEM CPEJICTB AJIEKTPOHHON HU(PPOBOM MOAMKUCH MOCIE MPOBEACHUS
MPOIEAYPHl MPOBEPKU DJICKTPOHHOW NHUGPOBOM MOAMUCH (J1ajiee — IOJOKUTEITbHBIN
pe3yJibTaT MPOBEPKHU MOJJIUHHOCTH, SJIEKTPOHHOU IU(PPOBOM MOJAMKCH), SJIEKTPOHHBIN
JOKYMEHT TOJICKUT IEPBUIHOM 00paboTKe.

65. IlepBuunast 06paboTKa MEKTPOHHOIO JOKYMEHTA BKIIIOYAET MPOBEPKY:

1) nelCTBUTENbHOCTU PETUCTPALIMOHHBIX CBUJIIETEILCTB JJIEKTPOHHOU HUDPOBOI
HNOAMUCHA U OTKPBITOTO KIIOYa SJEKTPOHHOW IU(POBOW MOMANMKCH, C HCIOJbH30BAHUEM
KOTOPOT0 OBbLT yIOCTOBEPEH 3JEKTPOHHBIN JOKYMEHT;

2) BceX pEKBU3UTOB AJIEKTPOHHOTO JOKYMEHTA;

3) MOJIHOMOYMIA cTaTyca BCEX JIMIL], C UCIIOIb30BAHUEM JIEKTPOHHOU LIM(PPOBON MOANHUCH
KOTOPBIX yJIOCTOBEPEH JICKTPOHHBIN JOKYMEHT.

66. Peructparnusi 31eKTpoHHOro JoKyMmMeHTa ciyx6oit JJIOY ocymecrBasercs npu
YCTAaHOBJICHUU MPUHAIEKHOCTH SJIEKTPOHHOTO JOKYMEHTA OTIPABUTENIO U LEIOCTHOCTHU
coJiep KaHusl IMyTeM MPOBECHUS MPOLEIYPhl TPOBEPKHU SIEKTPOHHOU ITU(GPOBOM MOANHUCH U
MOJIyYEHHUsI TOJIOKUTEIBHOIO Pe3yibTaTa MPOBEPKU SJIEKTPOHHOW HU(PPOBON MOANUCU
JOJDKHOCTHOTO JIMIIA TOCYJIapCTBEHHOTO opraHa (OpraHu3alii), WCIOJIb30BaHHOW IpU
YAOCTOBEPEHUU AIEKTPOHHBIX TOKYMEHTOB, U3JaBAEMBIX UM B IIPEAEIIAX €r0 MOJTHOMOYUM.

67. Peructpupyemblie JoOKyMeHThI ntocie ux peructpauun B PK® u 9PKK nepenatorcst Ha
paccMOTpeHHE PYKOBOJACTBY OpraHU3alUd WIH CTPYKTypHOMY Mojapa3aefneHuto (
JOJKHOCTHOMY JIMILY ) JIJISl IPUHSATHS PEILICHHUS.

[Ipu HeoOxomuMocTH 0€30TIaraTeIbHOTO HUCIOJHEHHS MOCTYNUBILIETO JOKYMEHTa
JOIYyCKaeTCsl O3HAKOMJICHUE UCITOJIHUTEINS C €ro COAEPKaHUEM 10 PACCMOTPEHUS JTOKYMEHTA
PYKOBOJICTBOM OpraHU3aIMH (CTPYKTYPHOTO TOJIpa3ICICHUS).



68. IIpu mocTyrIeHuU BXOMSIIETO JTOKYMEHTA, HAlPABICHHOTO TOJIHKO HAa OyMa)KHOM
Hocutelne, ciayx6a JJOY Bocnpou3BOAUT B 3JIEKTPOHHO-IU(GPOBYIO Gopmy (CKaHUPYET)
MOCTYTMUBIINKA TOKYMEHT, BCE €ro MPUIIOKEHUS B OJIUH AJIEKTPOHHBIN ¢aiin ogHoro hopmara
U YJIOCTOBEPSAET 3IEKTPOHHON U(POBOM MOAMUCHIO COTPYIHUKA.

[ToctynuBmire yepe3 oQULIHaTbHYIO SIEKTPOHHYIO MOYTY OPTaHU3aIMH JOKYMEHTHI, IPH
HaJMYUM PEKBU3UTOB, MPEAYCMOTPEHHBIX NYyHKTOM 51 Hactosmux IIpaBun moanexar
perucTpanuu.

69. Ilonyuenue u perucTpanus 3JIEKTPOHHOIO JOKyMEHTa noaTrBepxaarTca B COJ
MyTEM Iepelayd OTIPABUTENIO YBEIOMIECHUSA-KBUTAHIIMM — 3JIEKTPOHHOTO JTOKYMEHTA,
comepkamei JnaHHble O (AKTUUECKOW JOCTaBKE M CIEAylol[ue OTMETKU (lalee —
YBEJIOMJICHUE-KBUTAHITHUA):

1) nanHBIC 00 OTIIPaBUTENEC YBEIOMIICHUS-KBUTAHIINH,

2) naTy, BpeMs MOJIy4YEHUSs DJIEKTPOHHOTO JOKYMEHTA,

3) naty perucTpanu U perucTpalmoOHHbIA HOMEp, npucBoeHHbId B COJl momyyarens
ANEKTPOHHOTO JOKYMEHTA;

4) 3leKTPOHHYI0 HU(PPOBYIO MOAMUCH COTpyIHMKA CiykObl JIOY rocynapcTBeHHOTro
opraHa (opranuzaiuu) — noyryqaresns (Iociie perucTpauu AJIeKTPOHHOTO JOKYMEHTA);

5) nannbie 00 OTBETCTBEHHOM HMCIOJIHUTENE TOCYAAPCTBEHHOTO OpraHa (OpraHu3alyHm )-
MOJTy4aTers.

['ocynapcTBeHHBIN opran (OpraHu3alus)-nojaydareiib 00ecreynBaeT akTyalbHOCTh U
JOCTOBEPHOCTh JAHHBIX 00 OTBETCTBEHHOM HCIOJHUTEIIE JJIEKTPOHHOTO JOKYMEHTA.

70. DNEKTPOHHBI AOKYMEHT CUUTAETCA HE JOCTABJICHHBIM IMOJYyYaTeNlto, €CIU
OTIPABUTEIb HE TOJYYHJT YBEAOMIICHUSA-KBUTAHIIUH O MOJYYEHUH 3JIEKTPOHHOIO TOKYMEHTA.

71. Ecnu yBenOMJIeHHE-KBUTAHIIUSA HE MOJYYEHO OTIPABUTEIIEM B TE€YEHUE OIJHOTO
pabouero AHS MOCJE OTHPABKHU 3JIEKTPOHHOIO JOKYMEHTa, TO OTIPABUTENb YBEIOMIISIET
noyryyatessi 00 OTCYTCTBUHM TOATBEPIKACHUS TMOTYYECHHS SJIEKTPOHHOTO JOKYMEHTa IMpHU
MTOMOIIY UHBIX CPEJICTB CBSI3H.

B ciydae BO3ZHMKHOBEHHS MPOOJIEM C MOJYYEHUEM YBEAOMIICHUS-KBUTAHLUUH OoJiee
OJIHOTO pabouero AHS OT MoJIydaTels 3JIeKTpoHHOTO nokyMeHTa Bnanenen Lentpa EC3/10
MOCJIE MPEABAPUTEIBHOIO YBEAOMIICHHUS MTOTYYaTeNsl 3JIEKTPOHHOTO IOKYMEHTA, OCTaBIIAET 3a
co00if TpaBO OJOKUPOBAHUS BO3MOXKHOCTH OOMEHa JJIEKTPOHHBIMH JOKYMEHTAMHU C
yyactHukamu CO/] 10 moaHOrO ycTpaHeHus mpooiem.

[Ipu noctymiennn OyMa>KHOTO JIOKYMEHTAa, KOTOPBIN yKe 3aperucTpupoBaH B opmare
AIEKTPOHHOrO JOKYMEHTa W HaxoauTcs B o0pabotrke, ciayx6oit JIOY Ha OymaxHoM
JOKYMEHTE NIpPOCTaBIsAETCS OTMETKa O IOCTYIUIEHWH JOKyMeHTa. B paHee co3naHHOU
ANEKTPOHHOW PErMCTPAllMOHHOM KapTOUKE AAHHOI'O JOKYMEHTA MPOU3BOJIUTCS OTMETKA O
HaJIMYUHA OyMaKHOTO TOKYMEHTA.



72. JIOKYMEHTBI, pacCCMOTPEHHBIE PYKOBOJACTBOM OpraHu3aluu (CTPYKTYpPHOIO
nojpaszeneHus), Bo3spaiiatorcs B cyk0y JIOVY, rne B PK® u OPKK BHOcsTCS conepxanus
PE30IIONMH, a JOKYMEHTHI IEPEIAI0TCS UCTIOTHUTEIISM.

JIOKyMEHT, HUCIOJIHEHHE KOTOPOTO BO3JIO)KEHO Ha IOJBEIOMCTBEHHBIE (-YIO)
opraHu3auuu (-10) W (WIM) HECKOJIBKO CTPYKTYPHBIX MOJApa3AeieHUi, MeperaeTcss UM
OJHOBPEMEHHO B Komusix ¢ cooTBeTcTByroNed oTMeTkol B PK® u DPKK. IloanuHHuk
MEPEIACTCS UCTIOJIHUTEIIO, YKa3aHHOMY B PE30JIFOLIUN NIEPBBIM, €CJIM UHOE HE YCTAHOBJICHO B
CaMOM PE30JTIOIUH.

[Tepenaua 3MEKTPOHHBIX HOKYMEHTOB HMCHOJHUTENSM OCYHIECTBISACTCA MOCPEICTBOM
COM.

[ToctynuBiive TeaerpaMMbl IPUHUMAIOTCS MOJT PACIIUCKY C MPOCTABICHUEM JIaThl U
BPEMEHU MPHUEMA, PETUCTPUPYIOTCS, & 3aTEM MEPEAAIOTCS HA PACCMOTPEHUE PYKOBOJCTBY U
UCITOJTHEHUE.

TekcT moctynuBIeld TesedOHOrpaMMbl 3aMUCHIBACTCS (TI€YaTaeTcs) MoaydaTesieM,
PETUCTPUPYETCS U ONEPATUBHO MEPEAAECTCS PYKOBOAUTENIO, KOTOPOMY OHA aJIpECOBAHA.

[Ipu npueme TenedpoHOrpamMmMbl OQOPMIISIOTCS CIEAYIOIINE PEKBU3UTHI: TEKCT,
OTIPaBUTENIb, HANMEHOBAaHUE BHJA JIOKYMEHTA, JaTa, HOMEP, HAMMEHOBaHUE JOJLKHOCTH,
WHUIMATBl UMEHU U (haMuIus JIUIa, TOAMUCABIIeTo JoOKyMeHT. KpoMme Toro, ykaspiBaroTcs
JOJKHOCTH ¥ (haMUJTUU JIUI], TIEPEIaBIINX U MPUHSABIINX TEICPOHOTPAMMY, YAChl 1 MUHYTHI
npueMa-repesaym.

CHocka. B myHKT 72 BHECEHO M3MEHEHUE HA Ka3aXCKOM SI3bIKE, TEKCT HAa PYCCKOM SI3bIKE
HEe MeHsieTcsl puKa3oM Munuctpa KyibTypsl U uHopmaiuu PK ot 23.07.2024 Ne 329-HK (
BBOJIUTCSI B JICHCTBHE MO UCTEUCHHUU JIECSITU KAJICHIAPHBIX THEU Mociie THS €ro IePBOTO
0(HUIIUATIEHOTO OITyOTMKOBAHUS).

73. Ilpu peuieHUr BOMPOCOB 0€3 COCTABJICHUS JOIMOJHUTEIbHBIX JOKYMEHTOB
HCTIOJIHUTEIb JenaeT oTMeTKH Ha JjokyMeHTe U PK® u OPKK: o gate moctymieHnus (ecinu
o0pa3oBajiCsi MHTEpPBaAJl BPEMEHHM MEXAY MOCTYIUICHHEM JOKYMEHTa M €ro JI0CTaBKOM
UCIIOJIHUTENIO); JaTaX MNpPOMEXKYTOUHOTO HMCIOJHEHHs (3ampoc CBEICHHUH, Telle(OHHbIC
NEPEroBOPHI U UHBIC); AaTe U pe3ybTaTaX OKOHYATEIbHOTO UCIIOJIHEHHUS.

Bce ormeTkn Ha TOKYMEHTE pa3MeIaloTcs Ha CBOOOHBIX OT TEKCTa MECTax.

ITaparpagd 2. ITopamok 06paGoTKH HCXOAAIMX JOKYMEHTOB

74. O6paboTKy UCXOJAIIUX JOKYMEHTOB OCYIIECTBIsET ciyx0a JIOY.

Bce npoekTsl ucxoasmux JOKYMEHTOB corjlacoBbiBatoTcs ciyx0oi JIOY, kortopas
MpOBEPSieT MPABUIBHOCTh O(OpPMIICHUSI BCEX PEKBU3UTOB, B TOM YHCIIE HHJAEKCA IO
HOMEHKJIaType JieJia, HaJIMYUe U MOJHOTY MPUIOKEHHM, YKa3aHHBIX B OCHOBHOM JIOKYMEHTE.
HenpapuinbHo oopMileHHBIE TOKYMEHTHI BO3BPAIIAIOTCS UCITOJTHUTEIIO.



75. IloanucanHbie JOKYMEHTHI PETUCTPUPYIOTCS U OTIPABIISIIOTCS aapecarTy (aapecaram)
B JICHb UX TNoANMCcaHus (YTBEpKACHUS) WM HE MO3JHEE CleyIolero padoyero IHs,
TeJerpaMMBbl U TeJe(paKChl — He3aMeITUTENbHO.

B C3O/1 nomyckaeTcsi aBTOMaTHYECKOE NMPUCBOCHUE PETUCTPALIMOHHOTO HOMEpPA U JaThl
JOKYMEHTA IPY NOANKUCAHUH 3JEKTPOHHOTr0 JoKkymeHTa JDLIII.

76. OpuruHaibl HCIIOJHEHHBIX OYMa)KHBIX JOKYMEHTOB BMECTE C OTIYCKOM JOKYMEHTa
nepeaarTcss B T€ CTPYKTYpPHbIE MOJpa3/AesieHHs] WM TOJBEAOMCTBEHHbBIE OpraHU3alluH,
KOTOpBIE SIBISJIUCh OCHOBHBIMM HCIIOJTHUTEISMM M NPOU3BOJAT (PopMHUpOBaHUE
COOTBETCTBYIOIIMX JI€J] COTJIACHO HOMEHKIIATYPE JEN.

77. llepen OTHPAaBKOW 3JIEKTPOHHOIO JOKYMEHTA IMPOBEPSAETCS MPABUIBHOCTH €T0
opopMiieHUs (HAJIMYME PEKBU3UTOB AJIEKTPOHHOTO JOKYMEHTA), B TOM YHCIE MPOBOAUTCS
npoleaypa MPOBEPKU 3JIEKTPOHHON HHU(PPOBON MOAMUCH, MPOBEPKH IMOJOKUTEITHHOTO
pe3ynbTaTa dJeKTPOHHON HU(PPOBOM MOAMUCH U PETUCTPAIIMOHHBIX CBUACTEIILCTB.

ConepxaHue 3JIEKTPOHHOTO JOKYMEHTa COOTBETCTBYET MOJIMHHUKY OyMa)XHOTO
JOKYMEHTA.

78. Eciii TOKyMEHT, HalpaBJICHHbIN B MHYIO OpPraHU3alIMIO, JOKEH ObITh BO3BpAIIEH, TO
B IIPAaBOM BEPXHEM YTIIy MEPBOTO JHUCTA JOKyMEHTa Ha OyMa)KHOM HOCHUTEJE Ha CBOOOIHOM

OT TEKCTa IOJIe MPOCTABJISIIOT IITAMIT WIH Jeal0T TOMETKY O BO3BpaTe, TAKYyIO K€ MMOMETKY
nenaroT B PK® u DPKK.

ITaparpad 3. Ilopsamok mpoX0oXACHUA BHYTPSHHUX JOKYMEHTOB

79. IlpoxoxaeHrne BHyTPEHHUX JOKYMEHTOB Ha dTamax WX MOATOTOBKH U OPOpMIIECHUS
COOTBETCTBYET MPOXOKACHUIO UCXOASAIINX JOKYMEHTOB, HA 3TAIE UCIIOJHEHUS — BXOIALIUX
JOKYMEHTOB.

80. Ilepenaya BHYTPEHHUX JOKYMEHTOB MEXAY CTPYKTYPHBIMHU MOJpa3AeiCHUSIMU
OCYIIECTBIISIETCA JOJKHOCTHBIMU JIMIIAMH, OTBETCTBEHHBIMH 32 JOKYMEHTAI[MOHHOE
oOecrieueHre yNpaBieHUs B CTPYKTYPHBIX MOApa3feiacHusx. [JoKyMeHTHI mepenaroTcs ¢
COOTBETCTBYIOIIEH OTMETKOU B PKO®.

JIOKYMEHTBI, CO3JaHHBIE B IIPOLIECCE NEPENIUCKU MEXKAY MUCIIOJHUTEIBHBIMU OPTaHAMU U
UX TOJBEJOMCTBEHHBIMU OpPraHU3aLUSIMU, a TAKKE MEXKIY HUCIOJHHUTEINbHBIMU OpraHaAMH,
(buHaHCUPYEMBIMU U3 MECTHOTO OOJKEeTa, HE BKIIOYAIOTCS B COCTaB BHYTPEHHUX
JOKYMEHTOB.

ITaparpa¢ 4. ITopsnok perucTpanuu JOKyMEHTOB

81. Peructpanuu mnoajexar JOKYMEHTHI, TpeOylollhe ydeTa, UCIOJHEHUS U
WCIIOJIB30BaHusl B HUHGOPMAIMOHHO-CITPABOYHBIX IETISX.
82. Peructparusi JOKyMEHTOB OCYIIIECTBIACTCS IEHTPAITH30BaHHO ciTyx00i JIOVY.



83. /Ipm>keHue TOKYMEHTOB B OPTaHU3AIMU C MOMEHTA UX CO3JaHUSI UJIU MOTYyYEHUS 10
3aBEpIICHUS UCTIOJIHEHUS, OTIIPaBIeHUs, (OPMHUPOBAHUS JIeia U C/Ia4yd B apXUB OpraHU3aluN
o0Opasyer JIOKyMEHTOO0OPOT.

84. O0BeM JOKYMEHTOOOOpOTa OMpeAesieTcs OOIIUM KOJMYECTBOM BXOAIINX,
UCXOJSIINX U BHYTPEHHUX IOKYMEHTOB 3a MECSII, KBapTaJ, rO/.

3a eAUHUIlY y4eTa KOJUYECTBA JIOKYMEHTOB MPUHUMAETCS caM JIOKYMEHT 0e3 yuera
KOTIH.

85. B opranmzanusax ¢ o06beMoM JoKyMeHToo00poTa cBhimie 2000 TOKyMEHTOB B TOJ
JOIyCKaeTcs AeEHTPATM30BaHHasl perucTpanus J0KyMEHTOB, IpU KOTopoi B ciayxoe JO0Y
PETUCTPUPYIOTCA JOKYMEHTBI, IOCTYMAIOLIME HA PACCMOTPEHUE PYKOBOJICTBA OpraHU3aluu,
pacropsauTeIbHbIe JOKYMEHTHI OpraHu3alluu, 00palieHus, COOOIIeHH S, 3aPOChl, OTKIUKU U
MpeIOKEHUST QU3NIECKUX W FOPUINYECKUX JIUI], TIEPETHUCKa 3a TMOANKUCHI0 PYKOBOJICTBA, B
CTPYKTYPHBIX TOAPA3JIEICHUSAX PETUCTPUPYIOTCS aJpECOBAHHBIE JAHHBIM CTPYKTYPHBIM
MOAPA3AEICHUAM IOKYMEHTHI.

86. Peructpanus u npueM MoUIMHHUKOB OYMa)KHBIX JIOKYMEHTOB, OYyMa)KHbIX KOTHH
3JIEKTPOHHOI'O JIOKYMEHTA, MOCTYNaKIUX OT y4acTHUKOB COJl, OCYIIECTBISIIOTCS TOJIBKO
MIPU HAJTUYUU COOTBETCTBYIOIIMX 3JIEKTPOHHBIX JIOKYMEHTOB.

87. JIoKyMeHTBhl PETUCTPUPYIOTCS B OpraHU3allMU OJWH pa3: BXOASAIIUE — B JCHb
MOCTYIUICHUS, UCXOSIIINE U BHYTPEHHUE — B J€Hb MOANUCAHUS (YTBEPKICHHUS ).

JIOKyMEHTBI, HE 3aBEPILEHHBIE JCTONPOU3BOICTBOM UM TPEOYIOLIME JUIMTEIBHOTO CPOKa
WCIIOJTHEHUS], IEPEPETUCTPpallii HE MOIjIexKaT.

[Ipu nepenaye fOKyMeHTa JjIsl UICTIOJHEHUS (03HAKOMIICHHS) U3 OJHOTO MOJIpa3IeeHus B
MHOE HOBBIM PETHCTPALIMOHHBIM HOMED HE NPUCBAaUBAETCS.

Ha HuxHel cToOpoHe MOCIeHero JIMCTa JOKYMEeHTa UM €ro 000POTHOM CTOPOHE, a TAaKKe
B PK® npocrasnsercs aara (mpu HEOOXOIUMOCTH — BpeMsi) Mepe1ayu.

JIOKyMEeHTBI, B TOM 4ucie oOpaIeHus, COOOIEH s, 3aPOChl, OTKINKHN U MPEI0KEHUS
110 OJTHOMY M TOMY K€ BOIIPOCY, HAaMpaBJICHHBIE Pa3IMYHBIM aJpecaTaM U MOCTYIUBIINE JJIs
paccMOTpEeHUs B OJHY OPTraHU3AIMI0 B TEUCHHUE KAJIEHIAPHOTO roJid, YUYUTHIBAIOTCS MO
PErUCTpPallMOHHBIM HOMEpPOM MEPBOTO JIOKYMEHTa, OOpallleHHs COOOIlEeHHs, 3ampoca,
OTKJIMKA U TPEIJIOKEHUSI ¢ J00aBJIC€HUEM MOPSIIKOBOTO HOMEpPA, MPOCTABIISIEMOIO 4epe3
KOCYI0 uepTy (ZIpoOb) WK THUPE.

[TOBTOpHBIMH CUHMTAIOTCSl JOKYMEHT, B TOM YHUCJIE OOpalleHusi, COOOIIECHUs, 3aNPOCHI,
OTKJIUKU U TPEIJIOAKEHHUS, OCTYNUBIINE OT OJIHOTO M TOTO k€ aapecara (aapecaToB) IO
OJIHOMY ¥ TOMY € BONPOCY HE MEHEE IBYX pa3.

88. Perucrpanus BXOASIINX WA UCXOISAUIUX JOKYMEHTOB-OTBETOB OCYIIIECTBISIETCS B
PK® yHULIMATUBHBIX TOKYMEHTOB.

Peructpanus ucxoasumx JOKyMEHTOB (MHUIIMATUBHBIX U OTBETHBIX) OCYIIIECTBISIETCS B
enuHoi PK® ucxoasuyx JOKYMEHTOB.

89. B opranu3zanuu npumeHsaroTces cienyromue PKO:



1) xapTOouKa perucTpanuy BXOAAIINX JOKYMEHTOB, KAPTOUKA PETUCTPALUN UCXOIALIUX
JOKYMEHTOB M KapTOyKa PETrHCTpallid BHYTPEHHUX AOKYMEHTOB MO (OpME COTIJIACHO
npuioxenuto 14 k Hacrosmum [IpaBunam;

2) >)KypHaJ PErucTpaly BXOASIIMX JOKYMEHTOB, KYypHAJl PETUCTPALUA UCXOSAIIUX
JOKYMEHTOB M >KypHall PETHCTPAallUd BHYTPEHHUX JIOKYMEHTOB IO (OpME COTJIACHO
npuioxkeHuto 15 k HacrosuuM [IpaBunam.

90. YcranaBmuBaeTcs CIEAYIOLIHAN COCTAaB CBEACHHN O NOKYMEHTE, MOJIEKAIIEM
perucTpanuu:

1) HauMeHOBaHKe OpraHu3aIuu (aBTOpa WM KOPPECTIOHICHTA);

2) HaMMEHOBAaHUE BHJIa IOKYMEHTA;

3) naTta u perucTpalOHHBIM HOMEp (MHJIEKC) MOCTYNHUBIIETO TOKYMEHTA;
4) 3aroJIOBOK K TEKCTY (KpaTKOE COJIEpKAHUE IOKYMEHTA);

5) pe3ountonus (MCHIOTHUTENb, COACpKaHNe TOPYUYESHUs, aBTOp, AaTa);

6) CPOK HCIOJHEHUS JOKYMEHTA;

7) MOANUCH UCTIOTHUTEIS O TIOTYYeHUH TOKYMEHTA;

8) oTmMeTKa 00 UCIOTHEHUU TJOKYMEHTA U HallpaBJIE€HUHU €ro B JEJO.

CocraB CBeJIEeHHI B 3aBUCHMOCTH OT XapaKTepa JOKYMEHTa U 3a1a4 MCIOJb30BaHUS
uH(pOopMaIU IPU HEOOXOUMOCTH JIONOJIHAETCS MHBIMU CBEICHUSAMHU (HAJTMYUe NPUITI0KEHUM
, KOJIMYECTBO JIUCTOB, MEPEMEIICHUE JOKYMEHTAa BHYTPU OpraHM3alUH, MEPEHOC CPOKOB
UCIIOJTHEHUS ).

91. Nudpopmanus 0 NOKyMEHTax, MOJYYEHHAs] MPHU UX PErHUCTpaluy, MOCTYyNaeT B
UH()OPMAITMOHHO-TIOUCKOBYIO CHCTEMY, KOTOpasi BKIIOYaeT B ce0s KapTOTEKu U
KJIacCU(PUKATMOHHBIE CITPABOYHUKH.

92. PK® cocTaBsIIOT ClIeAyIOIIHME KAPTOTEKU:

1) mo xoppecnoHAeHTaM;

2) Mo BUJIaM JIOKYMEHTOB;

3) 1o aBTOpaM JOKYMEHTOB;

4) KOHTPOJIbHBIE;

5) konupUKaIMOHHBIE;

6) o oOpalleHusIM, COOOIIEHUAM, 3aIIPOCaM, OTKIMKAM U MPEAJIOKEHUAM (PU3UUECKUX U
IOpUINYECKUX JIULL;

7) HBIE B 3aBUCUMOCTH OT 3aJ1a4 MOMCKa UH(pOpMaIUH.

93. Yyactauku COJl uCmoNb3yloT €IMHYI0 HOPMATHBHO-CIIPABOYHYIO MH(OpMAIUIO.
PerynupoBaHue M HW3MEHEHHE HOPMATHUBHO-CIPABOYHON HHQOpMaIuu, Kacarouencs
OpraHU3alMOHHO-PACIIOPSAIUTENBHON JTOKYMEHTALMHU, OCYIIECTBIISIET YIIOJTHOMOYEHHBIN
OpraH.

94. Ilons 3amucu 6a3bl JaHHBIX aBTOMAaTU3MPOBAHHON MH(POPMAIIMOHHO-ITOMCKOBOM
CUCTEMBI COOTBETCTBYIOT MapamMeTpaM MOCIEAYIOMEr0 ONEPATUBHOIO MOUCKA TOKYMEHTOB U
KOHTPOJIS 32 UCTIOJTHEHUEM JTOKYMEHTOB.



ITaparpa¢ 5. ITopamok HCIIOIB30BaHUSA YIEKTPOHHOH IU(PPOBOH HOAIHUCH

95. Yuactauku COJl obecneynBarOT MOJJIMHHOCTh M LEIOCTHOCTh 3JIEKTPOHHBIX
JOKYMEHTOB ITyTEM:

1) unterpupoBanus (compsbkenusi) B COJI CK3U, peanusyromux mpoiecc
dbopMupoBaHUsS U MPOBEPKH SIEKTPOHHON MHUGPOBOM MOANMUCH (CpENCTBa SIACKTPOHHON
u(pPOBON MOANMKCH), a TAKXKE MPOIISANIUX MPOLENYypY MOATBEPKACHUS COOTBETCTBUS B
NOPSIAKE, YCTAHOBJIEHHOM 3akoHojarenbcTBOM PecnyOmuku Kazaxcrtan B o0sactu
TEXHUYECKOTO PETYIUPOBAHUS;

2) coOntoIeHUsI pa3rpaHUYCHUS TTPaB JOCTYNAa K 3JEKTPOHHBIM JJOKYMEHTAaM.
96. Yuactaukam COJI cienyer:

1) XxpaHuTh B TailHe CiIyK€OHYIO0 MH(POPMAIIMIO, CTABIIYIO UM MU3BECTHOH B Ipoliecce
paboThI CO cpecTBaMu KpunTorpadudecKoi 3anuThl HHPOpMaInu;

2) XpaHWUTh B TaillHE COJIEpPKaHUE 3aKPBITHIX (CEKPETHBIX) KIHOUEH CPEeACTB AIEKTPOHHOU
udposoit moanucu (CK3N);

3) obecnieunBaTh COXPAHHOCTh HOCHUTEIIEH KIIFOUEBOW MH(GOPMAIIMN U UHBIX TOKYMEHTOB
0 KJIOYax »JJIEKTPOHHOW HU(PPOBONW MOANUCH, BBIAABAEMBIX C ITUMHU HOCUTEISIMU
uHdopmaIuy;

4) OCYIECTBISITh CUHXPOHU3AIUI0 BPEMEHHM Ha MEPCOHAJIBbHBIX KOMIIBIOTEPAX C
ATaJOHHBIM BPEMEHEM,;

5) He OCyHIECTBISATH JIKCIUIyaTallMi0 MporpamMMm (B TOM 4YHUCIIE — BUPYCHI) Ha
MEePCOHAIBHBIX KOMITBIOTEPAX, KOTOPhIE HApyHIalOT (QYHKIHOHUPOBAHHWE CPEJCTB
ANEKTPOHHOU LU(PPOBON MOAMUCH, B COOTBETCTBUU C TPEOOBAHUAMH IO HCIOJIb30BAHUIO
CK3U.

97. Nns obopmileHHUs 3IEKTPOHHBIX TOKYMEeHTOB B COJI rocynapcTBEHHBIX OpPTraHOB
HCIIOJB3YIOTCS TOJIBKO T€ 3aKPbIThIE (CEKPETHBIC) KIIIOUM JIEKTPOHHON HUPPOBOM MOAMUCH,
KOTOPBIM COOTBETCTBYIOT OTKPBITHIE KJIFOYHM AIEKTPOHHOU IMUGPOBON MOAMKUCH, UMEIOIINE
NEUCTBYIOIIME PETUCTPALIMOHHBIE CBUAETENLCTBA, BhlIaHHbIe Y] T'O.

98. Tlopsinok mpuMeHeHHs 3JIeKTpOoHHON nudpoBoi moamucu B CO/] 3akimroyaercs B
CIEAYIOLIEM:

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

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

OJHOW DIEKTPOHHOW NUMPOBONW MOANUCU COTPYAHHKA TOIAPa3CICHUS
JIOKYMEHTAIIMOHHOTO 00€CTICUeHUS;



2) ¢opmupoBaHue 3IEKTPOHHON HUDPOBONW MOANHUCU JOTKHOCTHBIX JIUII
rOCyapCTBEHHOTO OpraHa Npu yAOCTOBEPEHUU 3JIEKTPOHHBIX JOKYMEHTOB, U3aBAEMbIX MU
B IpeJIeyax UX MOJTHOMOYMIA:

JTOKHOCTHOE JIMIIO TOCYJApCTBEHHOrO OpraHa MpU YJIOCTOBEPEHUM 3JIEKTPOHHBIX
JTIOKYMEHTOB, M3/IJaBa€MbIX UM B Mpejenax ero MoJHOMOYUM, yIOCTOBEpsET (IOAIMUCHIBACT)
TEKCT JOKyMEHTa (BJIOKEHHBIM (-ble) (aiiabpl) 7O €ro perucTpanuud C MPUMEHEHHEM
AIEKTPOHHOU IU(POBON moANMUCH, KOTOpasi o0ecrneunBaeT MOMJIUHHOCTh U II€IO0CTHOCTh
TEKCTa JOKYMEHTA;

dbopMupoBaHUE DJIEKTPOHHOW UHUGPOBON MOANHUCH JOJKHOCTHOrO JIMIlA
roCyJIapCTBEHHOTO OpraHa Mpu YJIOCTOBEPEHUH AJIEKTPOHHBIX JOKYMEHTOB, U3/IJaBAEMbIX UM
B IIpejiesiaX uX MOJTHOMOYUM (TIEpBOM AJIEKTPOHHOU ITU(POBON MOAMKMCH) OCYIIECTBISETCS C
ucnonb3oBanneM CK3U, peanmm3yronux mporecce GOpMUPOBAHUS U TIPOBEPKH AIEKTPOHHON
udpoBoil moanucu (CpeAcTBa IEKTPOHHOU HU(POBON MOANKCH), KIIFOUEBOTO HOCHUTEIS
uHpopmanuu CK3U u peructpailnoOHHOr0 CBUAETENBCTBA, oTyyeHHbIX B YL ['O;

3) nmpuMeHeHue JJIEKTPOHHOU HUGPOBON MOAMUCU COTpyIHUKA CiykObl JJOY mis
MEPECHUIKU 3JIEKTPOHHOTO JIOKYMEHTA MEXY TOCY/IApCTBEHHBIMU OPTaHAMM:

AIEKTPOHHON HUGPOBON MOMANMUCHI0 cOTpyaHUKa cinyxk0bl JJOY ymocroBepsiercs (
MOJITMCHIBACTCS) AJIEKTPOHHASI PETUCTPAIlMOHHAA KapTO4Ka (YHUKAJIbHBIA UJICHTU(HUKATOD,
Ha3zHaueHHbIM n3 COJl, naTta AOKyMEHTa, aBTOP JOKYMEHTa W 3JEKTPOHHBIN JTOKYMEHT,
yIAOCTOBEPEHHBIH  AJIEKTPOHHOW UUPPOBOM MOANMUCHIO JOJDKHOCTHOTO  JIMIIA
roCyJapCTBEHHOI'O OpraHa).

dopMUpoOBaHUE DJIEKTPOHHON IU(POBON MOJAMUCH COTPYIHUKA MOApa3/IeIeHUS
JOKYMEHTAIlMOHHOTO oOecredeHusl ocyulecTBiseTca ¢ wucnoybzoBanuem CK3U wu,
peaTM3YIONIUX MPOIECChl (POPMUPOBAHUS U MPOBEPKH AIEKTPOHHOU 1MppoBoi moanucu (
CpeACTBa AJEKTPOHHOU HUGPPOBON MOAMUCH), KIHOUEBOTO HOCUTENS U PETHUCTPAIMOHHOTO
CBHUJICTEILCTBA, MOaydYeHHbIX B YI[ T'O.

99. B cnyuyae BBISBICHUS MPU YHNOPAJAOUYCHUH apXUBHBIX JOKYMEHTOB (DaKTOB
OTIpeJIeTICHUsI OTPUIIATEILHOTO pe3yJibTaTa MPOBEPKHU SIEKTPOHHOU IU(POBON moamucHu B
ANEKTPOHHBIX JOKYMEHTaX MOCTOSHHOTO M BpeMeHHOoro (cBaimie 10 yer) cpoka XpaHeHus,
OCYILIECTBIISIETCS UX CBEPKA C OYMaKHBIMU MOJIMHHUKaMU. [10 UToraM CBEpKHU 3JEKTPOHHbIE
KOIMUU JJOKyMEHTA, UMEIoIe OyMakKHbIE MOUIMHHUKY, 3aBEPSIIOTCS dJEKTPOHHOM UG POBOH
MOJNMUCHI0 PYKOBOJUTENSI CTPYKTYPHOTO TMOApa3ieneHusi, Kypupyroiiero Bomnpockl JIOY u (
WJIM) BEJOMCTBEHHOTO apXHBa.

[Ipu oTcyTCTBUU OyMaXXHBIX MOJJIMHHUKOB AJIEKTPOHHBIE JOKYMEHTBI MOCTOSIHHOTO U
BpeMeHHOro (cBhimie 10 jeT) cpoka XpaHeHUs MO JIeKaT nepeaade B BEJOMCTBEHHBIA apXUB
C COOTBETCTBYIOLIEN OTMETKOM.

ITaparpad 6. O6ecneaenne uadpopmanrorHO# 6e3omacrocT COJ]



100. Hudopmanmonnas 0€30MacCHOCTh ammapaTHO-IPOrPaMMHOTO,
TeJIeKOMMYHHUKalIMOHHOTO obecmneuenns CDJ] permamMeHTHPYETCS COOTBETCTBYIOUIUMHU
HOPMAaTUBHBIMH NMPABOBbIMU akTamu PecyOimku Kazaxctan B 001acTi €TMHBIX TpeOOBaHUI
MH(POPMAIIMOHHO-KOMMYHHUKAITMOHHBIX TEXHOJOTUH W obOecredeHuss WHQPOPMAIUMOHHON
0€30IacHOCTH.

®yuknuonuposanne COJl, equHOW TPaHCTIOPTHOW CPeNbl TOCYIapPCTBEHHBIX OPTraHOB,
VI I'O, nepeuens yyactTHukoB COJI, ux 00s13aHHOCTH ONPEAEISIOTCS U OCYLIECTBISIOTCS C
BBITIOJIHEHHEM TpeOoBaHUM MH(DOPMAIMOHHOM 0€301MaCHOCTH B COOTBETCTBHH C JOTOBOPAMHU
Ha BBITIOJIHEHHE COBMECTHBIX PaboT mo obecrmeueHrni0o WH(GOPMAIMOHHON 0€30MacHOCTH
MEX/y OpraHu3alMen-3aKa3uyukoM, rocyJapCTBEHHBIMU OpraHaMu M SKCIUTYyaTHPYIOIIUMU
OpraHMU3alHsIMH (OPTaHU3AIUSIMHU-UCIIOTHUTEISIMH).

101. CK3U, peanuzyromiue mporiecc GOpMUPOBAHUS U TTPOBEPKHU IIICKTPOHHOU MU POBOH
TIOJIITUCH, HCTIONIB3YIOTCSI B CTPOTOM COOTBETCTBUU C MX AKCILTYyaTallMOHHON JOKYMEHTAIUEH
Y TIpaBUJIaMH UCTIOJIb30BAHMUA.

102. JIoKyMEeHTBI, COJIEpIKaIlie CBEICHHUS, COCTABJISIONINE TOCYAapCTBEHHBIC CEKPETHI, HE
nojJiexar npueMmy, oopadboTke, XxpaHeHuto 1 nepegaye uepez CO/1.

ITaparpa¢ 7. Ilopsaaok KOHTpOISA HCIOMHEHHS JOKYMEHTOB

103. KOHTpOJIb UCTTONTHEHUS TOKYMEHTOB BKJIFOYAET TOCTAHOBKY JIOKYMEHTA HAa KOHTPOJIb
, PEryJIMpOBaHUE XOJa HCIIOJIHEHHUs, CHSITHUE HCIOJIHEHHOIO JIOKYMEHTa C KOHTpPOJI,
HaIpaBJICHUE HUCIOJIHEHHOrO0 JOKYMEHTa B JIeJIo, y4eT, 0000lleHue W aHalu3 Xoja U
pEe3ybTAaTOB MCIOJHEHUS JOKYMEHTOB, MH(POPMUPOBAHUE PYKOBOJCTBA O COCTOSHUU
UCIIOJIHEHUS TOKyMEHTOB. CBeieHHsi 00 UCIIOJIHEHUH JIOKYMEHTOB, TTOJJICKAIIUX KOHTPOJTIO,
u oOpamieHuil, CcoOOIIEHUH, 3alMpoCOB, OTKIMKOB U MPEMJIOKEHUN (UIUUECKUX H
IOPUANYECKUX JIUI 3aMIOJTHSAIOTCS COTJIaCHO MpuiiokeHusaM 16 u 17 k Hacrosmmm [IpaBunam.

KOHTpOb UCTIOJIHEHUS TOKYMEHTOB BKJIFOUAET CJIEIYIOLIUE ITAMbL:

1) mocTaHOBKa JOKYMEHTOB Ha KOHTPOJIb;

2) mpoBepKa CBOEBPEMEHHOCTH JTOBEACHUS JOKYMEHTOB JI0 UCTIOTHUTEIIEH;

3) npenBapuTeabHas MPOBEPKA U PETYJINPOBAHUE X0 UCIIOTHEHUS;

4) cHATHE TOKyMEHTA C KOHTPOJIS;

5) HampaBJieHHE UCIIOJIHEHHOTO IOKYMEHTA B JIEJO;

6) ydet, 000011IeHHE U aHAIU3 PE3YJIbTATOB KOHTPOJISI UCIIOJIHEHUSI IOKYMEHTOB;

7) uH(OpPMHUPOBAHHUE PYKOBOJICTBA O XOJI€ U pe3yJIbTaTaX UCIOIHEHUS JOKYMEHTOB.

104. KoHTpoOJI0 MOAJIEKAT BCE 3apErUCTPUPOBAHHBIE JOKYMEHTHI, TpeOyromiue
WCIIOJTHEHUSA, B TOM YMCJI€ MPOLUIBIX JIET, KOTOPbIE B CUJIy Pa3JMYHbIX NPUYUH HE ObLIU
UCIOJHEHBl M HUX MWCIOJHEHUE IIEPEHECeHO Ha TeKyuuid roa. B »tux caydasx
nepeperucTpanmsi JOKyMEHTOB He mnpoBoautTcs, a B PK® yka3piBaloTcs BHOBB
YCTaHOBJICHHBIE CPOKH.



105. KoHTposb 3a CBOEBPEMEHHOCTHIO U KAUECTBOM PEaIU3allii IMMyHKTOB MOPYUYECHUI
[Ipesunenta PecnyOomuku Kazaxcran, PykoBoactBa Anmunuctpauuu Ilpesunenta
PecnyOnmukn Kaszaxcran mo wWTOTaM pETHOHAJIBHBIX TOE3J0K, MEXKIYHApOIHBIX U
0OIIIECTBEHHO 3HAUYUMBIX Meponpusituii, faHHbIX [IpaButenscTBy Pecnybnmuku Kazaxcrah,
OpraHu3anusM, TU00 MyHKTH Topy4eHuit [Ipe3uaenTta mo ciryxeOHbIM U UHBIM JTOKYMEHTaM,
oOpatieHusIM GU3NUECKUX U IOPUIUUYECKUX JIMI TPU HAIMYUK Tammna "bakpiiayra ambiHib"
Ha OyMa)KHBIX HOCHUTEJSX WJIM OTMETKM O CTAaTyCE€ KOHTPOJISI B 3JIEKTPOHHOW KapTOUKE
JOKYMEHTA OCYIIECTBIISIET:

1) Aamunuctpanus Ilpesugenta — B oTHomeHuu lIpaBuTenbCcTBa, HEHTPAIBHBIX U
MECTHBIX HCIOJHUTEIbHBIX OPraHOB, TOCYJApPCTBEHHBIX OPraHOB, HEMOCPEIACTBEHHO
MOJUUHEHHBIX M TMOJOTYETHBIX IIpe3uaeHTy, HMHBIX TOCYJapCTBEHHBIX OPraHOB U
OpraHu3alvi, a TAK)Ke HErOCYJapCTBEHHBIX OpraHu3alui (10 COTJIACOBAHUIO);

2) [IpaBUTENBCTBO — B OTHOILLIEHUHU LIEHTPAIbHBIX U MECTHBIX UCIIOTHUTEIBHBIX OPTaHOB,
MHBIX TOCYJapCTBEHHBIX OPraHOB M OpPraHU3alii, a TAK)KEe HErOCYIaPCTBEHHBIX OpraHU3alHii
(o cornmacoBaHuIO);

3) LeHTpaJIbHbIE TOCYIAPCTBEHHBIE U MECTHBIE UCIIOIHUTEIbHBIE OPTraHbl — B OTHOIIICHUHU
MOABEIOMCTBEHHBIX OPraHU3alUi U TO>KHOCTHBIX JIULI.

Caocka. [Tynkr 105 - B penakiuu npukasza MunucTpa KyabTypsl U nHGopmanuu PK ot
23.07.2024 Ne 329-HK (BBOAMTCA B ACHCTBUE 110 UCTCYCHUHU JIECATH KaJCHIAPHBIX JTHEU
nocJie JHS €ro NePBOro OPUIMaIbLHOTO OyOJIUKOBAHMS).

106. Axtel u nopyuenust Ilpesunenta Pecnybnuku Kaszaxcran, PykoBoacrtsa
Anmunuctpanuu [Ipesuaenta Pecnyonuku Kazaxcran ¢ y4eToM yCTaHOBJIEHHBIX CPOKOB
VCITOJIHEHHSI CTABSITCS HA CIIEYIOLIUE BUIbI KOHTPOJIA:

1) cpouHBIil — ¢ MOMETKaMHu: "BecbMa CPOYHO'" — B Te€UEHHUE TpeX pabouux nHeH, ""cpodHo”
, "YyCKOpUTB'" — 110 AecsATH pabouux JHEH;

2) KpaTKOCPOYHBIH — OT JIeCATH pabodYuX JTHEH 10 OJHOTO MECSIIa;

3) cpeHeCpPOUHBIN — OT OJJHOTO /10 IIECTH MECSIIEB;

4) NOATOCPOUHBIN — CBBIIIE IECTU MECSIIIEB.

CpoOKM UCIIOJTHEHHS OPYYECHUH, YCTAHOBIICHHBIE B aKTax W nopyuyeHusx lIpesnnenra
PecnyOonuku Kaszaxcran, Anmunuctpanuu Ilpesugenra PecnyOnukm Kazaxcrah,
UCUHCIIAIOTCS B pa00OYMX JHSAX CO JHS MX MOCTYIUIEHUS B OPTaHU3AIHIO.

B cnyyasix, eciiv B TOpYyUEHUSIX HE YKa3aHbl CPOKU, TO OHU UCIIOTHSIOTCS B MECSIUHBIN
cpok ¢ BHecenueM wuHpopmarnuu B anpec IIpesmaenta Pecnybnuxkm Kazaxcran,
Anmvunuctparuu [pesunenta Pecriyonuku Kazaxcras.

107. CybobexTamu, OCYIIECTBISIONIMMA KOHTPOJIb 3@ UCIIOJHEHUEM AKTOB U MOPYYECHUI
[Ipesunenta PecnyOnuku Kazaxcran, PykoBoactBa Anmunuctpauuu Ilpesunenta
PecnyOiinku Ka3zaxcran B opraHusanusix, SBJISIOTCS CIEIyIOIUE JOHKHOCTHBIE JINLA:

1) nmepBbIf PYKOBOAUTENH OPraHU3aIMU, KOTOPHIN OCYIIIECTBISECT 00IIee pyKOBOJCTBO U
KOHTPOJIb 32 CBOEBPEMEHHBIM M KAYECTBEHHBIM HCIIOJHEHUEM U COOJIIOJECHUEM



WCIIOJTHUTENIbCKOM JUCIUIUIMHBI akTOB U mopydenuii [Ipesunenta Pecriyonuku Kazaxcran,
PykoBoactBa Aamunuctpauuu Ilpesuaenra Pecnyonuku Kazaxcran;

2) 3aMeCTUTENN TIEPBOT0 PYKOBOIAUTENS JIMOO PYKOBOJUTEID aliapara OpraHu3allni,
KOTOpbIe O0€crneuyrBalOT KaueCTBEHHOE HCIOJIHEHUWE akTOB M mnopyudenuil [lpesmaenta
PecnyOnuku Ka3zaxcran, PykoBoacrsa Anmunuctpauuu [Ipesuaenta Pecriybnuku Kasaxcran
[0 KypUPYEMbIM HaIpaBiICHUSM PaOOTHI.

VYKa3zaHHbBIE JNOJDKHOCTHBIE JIMIIA CBOEBPEMEHHO M KAYECTBEHHO HMCIIOJHSIOT aKThl U
nopyueHus Ilpesugenta Pecnybnuku Kazaxcran, PykoBojctBa AamMuHHCTpanuu
[Ipe3unenta Pecriybnuku Kazaxcran.

CHocka. [Tynkr 107 - B penakuuu npukaza MuHUCTpa KyasTypbl 1 nHGopmanuu PK ot
23.07.2024 Ne 329-HK (BBOAMTCS B JEHCTBHE MO UCTCUCHUH JACCATH KAJICHIAPHBIX JHEH
MOCJIE IHS €r0 MEePBOro OPUIUATBLHOTO OMYyOJINMKOBAHMS).

108. Opranuzanuu-coucnoHUTENN akToB U nopydeHui I[lpesuaenrta PecmyOnuku
Kazaxcran, PykoBoncta Anmunuctpanuu [Ipesunenta Pecnyonnku Kazaxcran BHOCIT cBOH
NPEAJIOAKEHUS] OpraHru3aluy, OCYIIECTBISIONIEN CBOJI, TPU UCIIOJHEHUH aKTOB M IOPYUYEHUH,
ITOCTABJICHHBIX Ha!

1) cpouHBIli KOHTPOJIb, C TOMETKaMH "BeChMa CpOYHO" B TECUCHHE OJHOTO PabodYero JHS
CO JIHS MOCTYIUIEHUS OpYYeHHUs], "cpo4HO", "YyCKOpUTB' — HE MO3/IHEEe, YeM 3a TPU padounx
IIHS1, €CJIM MHOE HE YCTaHOBJIEHO COOTBETCTBYIOIIUM IIOPYYEHUEM;

2) KpaTKOCPOYHBIM KOHTPOJb — HE MO3JIHEE, YeM 3a ISATh pabouux IHEH 10
YCTaHOBJICHHOTO CpPOKAa WCIIOJIHEHMS, €CIM WHOE HE YCTAaHOBJIEHO COOTBETCTBYIOIIMM
NOPYYEHUEM;

3) cpeaHecpOYHBIN KOHTPOJIb U JOJTOCPOUHBIM KOHTPOJb — HE MO3/HEE UYeM 3a JIECATh
pabouux JHEW A0 YCTaHOBJIIEHHOIO CpPOKa MCIOJHEHHUs, €CId HHOE HE YCTaHOBJIEHO
COOTBETCTBYIOIIMM NOPYYEHUEM.

4) uckiaoueH npukazoM Munuctpa KyabTypbl U uHpopmannu PK ot 23.07.2024 Ne 329-
HK (BBOOUTCA B IEMCTBHE 110 NCTEUYEHNUH IECSITH KAJICHIAPHBIX THEW MOCIIE JHS €r0 NEPBOTO
O0(pUIIUATIBHOTO OIMyOIMKOBAHUS).

Cnocka. ITynkr 108 ¢ nu3MeHeHUsIMU, BHECEHHBIMU MPUKA30M MUHUCTPA KYJIBTYPHI U
napopmanuu PK ot 23.07.2024 Ne 329-HK (BBOAMTCS B ACHCTBHUE 110 UCTCYCHUU JIECATH
KaJICHIAPHBIX JIHEU MOCIIE THS €ro MePBOTro OPUITHATBHOTO OMyOINKOBAHHUS).

109. B ciyuae, eciau myHKTHI akToB U nopyuenuid [Ipesunenta Pecnny6nuku Kaszaxcran,
PykoBoactBa Anmunuctpanuu Ilpesmaenta Pecnybnuku Kaszaxctan He MOTyT OBITH
BBITIOJIHEHBI B YCTAHOBJIEHHBIA CPOK, TO PYKOBOJMTENb OPraHU3aLMH, a B CIyYasx, €CIU
3aTparuBarOTCca  noysHomouus I[IpaBurenbcTBa, — ITOCIE€  COTJIACOBAaHUS  C
[Ipembep-Munuctpom PecniyOnuku Kazaxcran (Ju1ioM, UCHIOMHSIONIMM €r0 O0SIi3aHHOCTH)
WM €ro 3aMECTUTENIEM HE IO03JHEE YCTAaHOBJICHHOIO CpPOKa BHOCUT IIMCbMO B
Anmunuctpanuto I[pesunenta PecnyOnuku Kazaxcran ¢ yka3zaHuEM TEKYILETO COCTOSHHUS
UCIIOJHEHUS, apryMEHTUPOBAHHBIM OOOCHOBAaHHMEM HEOOXOAMMOCTH NPOIJIEHHUS CpOKa



UCIIOTHEHUs IMOO €ro MepeBoJia Ha CPEHECPOUHBINH HIIM JOJTOCPOYHBIM KOHTPOJb. [Ipu
OTOM YKa3bIBAIOTCS KOHKPETHBIM CPOK MCIIOJHEHUS, OTBETCTBEHHBIC IOJIUTUYECKHE
rocy1apCTBEHHbBIE ClIyXKallue OpraHu3alUU-UCIIOTHUTEI S, a TaKXe
OPTraHU3aLMKA-COUCIIOJHUTEIIEN U IOJKHOCTHBIE JIMIA OPraHUu3allii.

[To mopyuenusim, ykazanubIM B yHKTe 105 Hactosmmx [IpaBui, KoTopsie HE MOTYT OBITH
BBIIIOJIHEHBI B YCTAHOBJIEHHBIN CPOK, PYKOBOJIUTENIb OPTraHU3alUU-UCTIOJIHUTEIIS HE MO3AHEE
YCTaHOBJIEHHOT'O CPOKa BHOCHUT MUCHMO B ajpec pykoBojacTBa lIpaButenscTBa PecnyOinku
Kazaxcran wnu PykoBomurtento Amnmapata [lpaButennctBa PecnyOmuku Kazaxcran c
YKa3aHUEM TEKYIIEero COCTOSHHS HCIOJIHEHUs, apryMEHTUPOBAaHHBIM OOOCHOBAaHHEM
HEOOXOJUMOCTH MPOJIIEHUS CPOKA UCIIOJHEHUS 100 ero nepeBoja Ha CpeITHECPOUHBIN WU
JOATOCPOYHBIH  KOHTpoJib. [IpaButensctBo PecnyOnuku Kazaxctan yBemomiisier
Anmvununctparnuto [Ipesuaenta Pecrrybnuku Kasaxcran o mpuHATOM MO TUCEMY PEIICHUH HE
MO3/IHEE ECITH pabOUYuX JTHEH.

CHocka. B nmyHKT 109 BHECEHO H3MEHEHME HA Ka3aXCKOM A3bIKE, TEKCT HA PYCCKOM S3BIKE
HEe MeHsieTcsl puKa3oM Munuctpa KynbTypsl U uHopmaiuu PK ot 23.07.2024 Ne 329-HK (
BBOJIUTCS B ACICTBHE M0 UCTEUECHHUH JIECATH KAJIICHIAPHBIX THEUW MOCIIE JHS €0 IEPBOTO
O0(HUIIMATIEHOTO OITyOTMKOBAHUS).

109-1. IIpoasieHne CPOKOB UCHOJIHEHUS IYHKTOB aKTOB Wi nopydeHud Ilpesunenra,
PykoBomurens Anmunuctparnuu Ilpe3uaenrta, 1160 X MepeBOj] Ha CPEAHECPOUYHBIN HIIH
JOJITOCPOYHBIN KOHTPOJIb AOIMYCKAaeTCs He 0osiee OAHOTO pasa no pemenuto [Ipe3naenTa wiu
PykoBoaurens Anmunauctpanuu lIpe3snneHTa Ha OCHOBAHWHM SKCIIEPTHOTO 3aKIKOYCHUS
CTPYKTYpHOTO mnoapaszaeneHus Anmunuctpanuu I[Ipesuaenrta, nubo ero corjacus ¢
npennoxenuem IlpaBurenbcTBa, MO0 TOCYIAPCTBEHHOTO OpraHa-HCIOIHUTENS,
3aBU3UPOBAHHOTO OTBETCTBEHHBIMU JOJKHOCTHBIMU JIULIaMu A qMuHucTpanuu [Ipe3nnenra.

CHocka. [Taparpad 7 nonosinen nmyHkroM 109-1 B cooTBeTCTBHM C MpUKa3oM MuHUCTpa
KyapTypbl U nuHPopmaruu PK ot 23.07.2024 Ne 329-HK (BBOOUTCS B A€CTBUE 11O
UCTEUYCHUHU JIECATU KaJICHJAPHBIX JTHEH MOCIe JTHS €ro MepBOro opuIuaibHOro
OmmyOJMKOBaHUA).

109-2. Pemiennie 06 yCTaHOBJIEHHH HOBOTO CpOKa (MEpEeHOCe CPOKA) UCTIOJHEHUS aKTOB
unmn  nopyuyeHur llpesmmenta npunmmaerca llpesmpmentom wmim  PykoBomgurtenem
Anmvunuctpanuu [Ipesuaenra.

CHocka. [Taparpad 7 nonosned nyHkroM 109-2 B cOOTBETCTBHM C MpUKa30M MuHUCTpa
KynbTypsl 1 uHpopMmaruu PK ot 23.07.2024 Ne 329-HK (BBomuTCs B IeHCTBUE T10
UCTEUYCHUH JIECATU KAJIEHJAPHBIX JTHEU MOCIe JTHS €ro MepBOro opuIuaibHOro
OmnyOJIMKOBaHUA).

110. IIpoasieHne CPOKOB UCIOIHEHHS U CHATHE C KOHTPOJIS ONEPATUBHBIX MOPYUYEHUN
IIpembep-MunuCTpa OCYIIECTBISIOTCA TONABKO [Ipembep-Munuctpom.

111. IToBTOpHOE TpOMJIEHHE CPOKOB MCIHOJHEHUs nopydeHuil [Ipembep-Munuctpa
JOIYCKAeTCsl B UCKIIFOUUTENBHBIX CIIy4asiX HA OCHOBAHWH COOTBETCTBYIOIIETO NMPEII0KEHUS



3amectutens IIpembep-Munuctpa unu PykoBoautens Amnmnapara IIpaButenbctBa (B
COOTBETCTBUU C paCIpEeICHUEM O0S3aHHOCTEH MM COOTBETCTBYIOLIMM 3aKpEIICHHEM
KOHTPOJII) C PACCMOTPEHUEM BOIPOCA O MPHUHITUU MEpP NUCUUILNIMHAPHOTO XapakTepa B
OTHOILLIEHUH OTBETCTBEHHOI'O MOJUTUYECKOTO TOCYIAPCTBEHHOTO CIIYKALIEr0 — 3aMECTUTENS
IIEPBOr0 PYKOBOJUTEIS TOCYIAPCTBEHHOTO OPraHa-UCIIOJIHUATEIA.

112. IlpennoxxeHne 0 MOBTOPHOM MPOJJIEHMHM aKTOB U mnopydyeHuil llpe3maenta
Pecnyonuku Kazaxcran, PykoBoactBa Anmunuctpanuu [Ipesunenta Pecnyonuku Kazaxcran
CO CPOKOM HCIIOJIHEHUSI CBBILIE TPEX MeCSEB BHOCUTCA B AaMunHucTpauuto [Ipesnnenta
Pecniy6nuku Ka3zaxcran opraHu3aliuei-uCcOJHUTENIEM, a B CIIy4asX, €CIM 3aTparuBaroTCs
nonHomouus IlpaButenbctBa Pecmybmuku Kaszaxcran, — 1mociie COTJIaCOBaHHS C
[Ipembep-Munuctpom Pecny6nuku Kazaxcran (JuiioM, UCIOJHSIOMIMM €70 00S3aHHOCTH)
WM €ro 3aMeCTUTEJIEM HEe MO3JHEE MSATHAALATH pabouux AHEW JO UCTEUYEHHUS CpOKa €ro
UCITOJTHEHUSI.

OTBETCTBEHHOE CTPYKTYpHOE nojapaszaeieHue Anmunucrpanuu [Ipesunenra Pecriyonuku
KazaxcTtan He mo3aHee JecsaTd pabouMx JTHEWM ¢ MOMEHTa IMOCTYIUICHUS JaHHOTO
MPEITOAKEHHUS TPOBOAUT MPOBEPKY IO BOMPOCY BBISICHEHUS PUYUH HEUCIIOJIHEHUS aKTOB U
nopyueHuir IIpesumenta PecnyOnuku Kazaxcran, PykoBoacTBa AJIMUHHCTpalUH
[Ipe3unenta Pecriybnuku Kazaxcran u o ee pe3ynbTaraM rOTOBUT SKCIEPTHOE 3aKIIOUECHHE.

[TosokeHuss HACTOSIIErO MyHKTa HE PACIPOCTPAHSAOTCS HA MOPYUYECHUs, YKa3aHHBIE B
nyHkTe 105 Hactosmux [IpaBui.

Cnocka. B myHkT 112 BHECEHO U3MEHEHUE HA Ka3aXCKOM SI3bIKE, TEKCT Ha PYCCKOM SI3bIKE
HEe MeHsieTcsl puKa3oM Munuctpa KyibTypsl U uHopmaiuu PK ot 23.07.2024 Ne 329-HK (
BBOJIUTCSA B JACHUCTBUE M0 UCTEUEHUHU JIECATU KAJCHIAPHBIX JHEW MOCIIE THS €ro IEPBOTrO
0(HUIIUATIEHOTO OITyOTMKOBAHUS).

113. IIpensioxkeHre 0 MOBTOPHOM NPOJJICHUM MOPYUYEHUU, YKa3aHHBIX B yHKTE 105
HacToAmmx IIpaBui, CO CPOKOM MCIIOJIHEHHS CBBIIIE TPEX MECSLEB BHOCHUTCSA B aApeC
pykoBojactBa IlpaBurennctBa PecnyOnuku Kaszaxcran wunu PykoBoauTento Amnmapata
[IpaButensctBa PecnmyOmuku Kazaxcran opraHu3anuei-uCIOMHUTEIEM HE IM03JTHEe
NSATHAIAIATH pabouuX JHEH 10 UICTEeUEHUS CPOKA UCTIOJIHEHHUS.

OTBeTCTBEHHOE CTPYKTypHOE Tnojapasnenenre Anmapara [IpaBurensctBa PecnyOnuku
KazaxcTtan He mo3aHee gecsaTd pabouMx JTHEWM ¢ MOMEHTa IMOCTYIUICHUS JTaHHOTO
MPEAJIOKEHUST MPOBOAUT MPOBEPKY IO BOMPOCY BBIACHEHUS NPUYMH HEHUCIIOJHEHUS
MIOPYYEHUS U 10 €€ PE3yJIbTaTaM F'OTOBUT 3KCIIEPTHOE 3aKIIFOUCHUE.

114. B cinydae BHECEHMS MPEIIOKEHUS O IPOIJIEHUH CPOKA UCIIOJHEHHS ITyHKTOB aKTOB
u nopyueHuir Ilpesunmenta Pecnmybmuku Kaszaxcrtan, PykoBoacTtBa AaMHHUCTpalUu
[Ipesunenta Pecriybnuku Kazaxcran 6osiee AByX pas, paccMaTpHUBAETCs BOIPOC O HAKA3AHUU
MEPBBIX PYKOBOAUTEIEH OPraHU3aLHi.

115. Tlponnenne CpoOKOB MCIOJHEHUS JUUHBIX nopydeHuid I[Ipesunenrta PecryOauku
Kazaxcran ocymectusiercst Toabko [Ipe3unentom Pecnyonuku Kazaxcran.



116. Axtel u nopyuenus [Ipesunenta Pecnyonuku Kazaxcran, [Ipembep-Munuctpa u
[IpaButensctBa PecnyOnuku Kazaxcran, mnopyudenuss pykoBojacTBa IlpaBurennctBa
Peciy6nuku Kazaxcran, PykoBogutenss Anmapara [IpaBuTennhcTBa M €ro 3amecTuTenei
CTaBATCA Ha CJEAYIOIIME BUJIbI KOHTPOJIS:

1) cpouHbIil — ¢ MOMETKaMu: "BecbMa CpOYHO" — B T€UEHHUE TpeX pabOUYuX JAHEH CO JTHSA
MOCTYTIUICHUS TTOpy4eHusl, ""cpouHo", "yCKOpuTh" — 10 AecsATH pabouux JHEH, eclii HHOE He
YCTaHOBJIEHO COOTBETCTBYIOIIUM IMOPYUYEHUEM;

2) KpaTKOCPOYHBIM KOHTPOJb — OT JECATH PpadOUuuX JHEH O OJTHOTO MECsIa, €ClIN HHOE
HE YCTAHOBJIEHO COOTBETCTBYIOLIUM MOPYUYEHUEM;

3) cpelHECPOUYHBII KOHTPOJb — OT OJHOIO 0 IIECTH MECSLEB, €CIU HUHOE HE
YCTaHOBJICHO COOTBETCTBYIOIIUM MOPYUYEHUEM;

4) MOATOCPOYHBIA KOHTPOJb — CBBIIIE MIECTH MECSIEB, €CIIM MHOE HE YCTAHOBJIECHO
COOTBETCTBYIOIINM MOPYYEHUEM.

Caocka. [Tynkr 116 - B penakiuu npukasza MunucTpa KyiabTypsl 1 nHGopmanuu PK ot
23.07.2024 Ne 329-HK (BBOAMTCS B ACHCTBUE 110 UCTCUCHUHU JIECATH KaJICHIAPHBIX JTHEU
MOCJIE JIHSI €T0 IEPBOIro O(QUIIMATBLHOTO OMyOJIUKOBAHUS).

117. Cpoku ucnOJHEHUS TPOTOKOIBHBIX MOPYYEHUN, COAEPKAIIMNXCS B MPOTOKOIAX
3acenanuii [IpaBurensctBa PecyOnuku Kazaxcran u coemanuii [Ipe3uaenrta, pykoBoacTsa
[IpaButenscTtBa Pecnybnuku Kazaxctan u PykoBomutenss Anmaparta IlpaBurenncTBa
Pecny6nuku Kazaxcran, HCUUCHSIOTCA CO JHS MOCTYIIEHUS TOPYUYEHUS! B TOCYJaPCTBEHHBIM
opraH (OpraHu3aIuio).

B Tom cnyuae, ecnu Ha 3acenaHuu (CoBelllaHWM) ObUT Ha3BaH CPOK HCIOJHEHUS
KOHKPETHOr'0 MOPYYEHHUsI, TO COOTBETCTBYIOIIUE TOCYAApPCTBEHHBIE OpPTraHbl (B TOM YHUCIE
JOJKHOCTHBIE JIMIA, HEMOCPEICTBEHHO MPHUCYTCTBOBABIIME HA COBEIIAHWU, TOKJIAJIBIBAIOT
MEPBOMY PYKOBOJUTENIO TOCYJAPCTBEHHOTO OpraHa O COOTBETCTBYIOIIMX MOPYUYEHUAX IS
OpraHU3alNK WX WCTIOJHEHUS), B aJIpeC KOTOPBIX OBLIO JaHO MOPYUYEHUE, U MPEACTABUTENH
KOTOPBIX TMPUCYTCTBOBAJIM Ha 3acelaHuM (COBEUIAHWM), MPUCTYMAIOT K HCHOJIHEHUIO
MOpyYEeHU cpa3y mocie 3acedaHusi (COBELIaHMs), HE JOXHUIAACh MOCTYIUJICHHS K HHUM
MPOTOKOJIA 3aceAaHus (COBEIaHuU).

Cuocka. [Tynkr 117 - B penakiuu npukasza Munuctpa KyabTypsl 1 nHGopmanuu PK ot
23.07.2024 Ne 329-HK (BBOAMTCS B ACHCTBUE 110 UCTCUCHUHU JIECATH KaJCHIAPHBIX THEU
MOCJIE JIHSI €T0 IEPBOTro O(QUIIMATBLHOTO OMyOJIUKOBAHUS).

118. KoHTpoJib UCMOJHEHUS] JOKYMEHTOB IO CYILECTBY BOIIPOCAa BO3JIAraeTcsl Ha
PYKOBOJUTENEH CTPYKTYPHBIX MOAPA3AEICHUN WU JOJKHOCTHBIX JIUII.

Cnocka. B myHkT 118 BHECEHO H3MEHEHUE HA Ka3aXCKOM SI3bIKE, TEKCT Ha PYCCKOM SI3bIKE
HEe MeHsieTcsl puKa3oM Munuctpa KynbTypsl U uHopmaiuu PK ot 23.07.2024 Ne 329-HK (
BBOJIUTCS B JIEUCTBUE MO UCTEUCHUU JECCATU KAJICHAAPHBIX JHEH MOCIE JIHS €r0 EPBOTo
Oo(HUIIUATIEHOTO OITyOJIMKOBAHUS).



119. Ilpu opranuzanuu KOHTPOJISI UcnoNHEHUs ucnonb3ytorcss PK®. KontponsHas
KapTOTE€Ka CUCTEMATU3UPYETCS IO CPOKaM MCIOJHEHHUS JOKYMEHTOB, HCIOJHUTEISM,
rpyIIaM J0KYMEHTOB.

120. JIokyMeHT CHUMAETCSl C KOHTPOJISI PYKOBOJUTENIEM, IOCTABUBIIIUM €0 Ha KOHTPOJIb,
WJIM 10 €ro nopy4eHuto — ciryxooi JI0Y.

120-1. CHsTHE C KOHTPOJS MYyHKTOB aKTOB U mopydeHuid Ilpesunenra PecryOiauku
Kazaxcran ocymectBuserca Ilpesugenrom wunm PykoBoaurenem AJIMHHHCTpannu
[Ipe3naeHra Ha OCHOBAHUH:

1) mo mpemsioKEeHUI0 TOCyAapCTBEHHOTO OpraHa-UCIOJHUTENS (OpraHu3aluu) Ha
OCHOBAaHUHU HKCIEPTHOrO 3aKIIOUEHHUSI CTPYKTYPHOrO MOApa3AeICHHUS AJIMHUHUCTPALNU
[Ipe3unenTa a1b0 ero cornacus, 0POPMICHHOIO BU3AMH OTBETCTBEHHBIX JOJKHOCTHBIX JIMII
Anmvunuctpannu [Ipe3naeHnra;

2) Ha OCHOBAaHUM DKCHEPTHOrO 3aKIIOYEHUS CTPYKTYpPHOTO TMOJApa3aesieHus
Anmvunuctpanuu [IpesuaenTta mo utoram nposepok Aamunucrpannu IIpe3naenra ¢ Beie3gom
Ha MECTO, a TAaK)Ke MTPOBEICHHBIX PEBU3UHN U UHBIX (DOPM TOKYMEHTAIBHOU MTPOBEPKHU.

CHaocka. [laparpad 7 nonosined nmyHktoM 120-1 B COOTBETCTBHUM C MpUKa30M MUHUCTpa
KynbTypsl 1 uHpopmaruu PK ot 23.07.2024 Ne 329-HK (BBomuTCS B IeHCTBUE T10
UCTEUYCHUH JIECATU KAJIEHJAPHBIX JTHEU MOCIe JTHS €ro MepBOro opuIuaibHOro
OmnyOJMKOBaHUA).

120-2. IlynkTsl akToB M iopyuyenuit [Ipe3unenra Pecnyonuku Kazaxcran u PykoBojcTBa
Anvmunucrpannu lIpesnnenra, KOHTponMpyeMbIX Ha ypoBHe AnmuHuctpanuu lIpesunenra
Pecny6nuku Kazaxcran, CHUMaOTCS ¢ KOHTPOJISI TOCYJaPCTBEHHBIM OPraHOM-UCTIOTHUTEIEM
(opranu3anuei) TOJBKO IMOCJHE CHATUS MX C KOHTpoJds B Anmunuctpauuu Ilpesunenta
Pecny6nuku Kazaxcran B yCTaHOBJIIEHHOM TOPSIJIKE.

CHaocka. [Taparpad 7 nonosined myHkToM 120-2 B COOTBETCTBHUH C MpUKa30M MUHHUCTpa
KyapTypbl U nuHPopmaruu PK ot 23.07.2024 Ne 329-HK (BBOOUTCS B A€CTBUE 11O
UCTEUYCHUHU JIECATU KaJICHJAPHBIX JTHEH MOCIe JTHS €ro MepBOro opuIuaibHOro
OmmyOJMKOBaHUA).

121. TIpu cmene pykoBoautenei ciayxO0bl JJOY u CTpYKTYpHBIX MMOJpa3aeiieHui
JOKYMEHTHI U Jena, a Takke PK® k HUM nepeaaroTcss BHOBb HA3HAYEHHOMY PYKOBOJIUTENIO
WJIM OTBETCTBEHHOMY JOJKHOCTHOMY JIMILY IO aKTy MpUEMa-Tepe1adn.

CHocka. B myHKT 121 BHECEHO U3BMEHEHUE HA Ka3aXCKOM SI3bIKE, TEKCT Ha PYCCKOM SI3bIKE
HE MeHsieTcsl TpuKa3oM Munuctpa KynbTypsl U nHopmaruu PK ot 23.07.2024 Ne 329-HK (
BBOJUTCS B JACHCTBUE MO UCTEUEHUU JAECITH KaJICHAAPHBIX JHEH MOocie AHs ero nepBoro
Oo(pUITUATHHOTO OITyOJINKOBAHHUS).

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

122. Vder, ucnonp30BaHue, XpaHCHUE U YHUUYTOKCHHUE MTEUYaTHO-0JaHOYHON TTPOTYKIIUH,
neyarei, MTaMIoB, MOAJICKAIUX 3alIUTEe, U CPEICTB 3alIUThl JOKYMEHTOB OCYILECTBIISIOTCS



JNOJDKHOCTHBIMM JIMIIAMH, Ha3HAYA€MbIMU MpUKa3aMU (PacropsyKEHHUSIMU) PYKOBOJUTEIEH
OpTraHU3aLUN.

CHocka. B myHKT 122 BHECEHO U3MEHEHUE HA KAa3aXCKOM SI3bIKE, TEKCT HA PYCCKOM SI3bIKE
He MeHsieTcsl mpuKka3oM Munuctpa KynbTypsl U uHopmaiuu PK ot 23.07.2024 Ne 329-HK (
BBOJIUTCSI B ICHCTBHE MO UCTEUCHUH JIECSITU KAJICHIAPHBIX THEU mociie THS ero IePBOTo
o(pHUIIUATIEHOTO OITYOIMKOBAHUS).

123. T'ocynapcTBeHHass OpraHu3alusi UMEET OJHY IedaTbh C H300paKeHuem
I'ocynapctBennoro ['epba Pecriy6nuku Kazaxcran.

[Ipn HEOOXOIUMOCTH CTPYKTYpPHBIE MOJpa3/ieeHUus TOCYJapCTBEHHONW OpraHu3aluu
UMEIOT medaTu (mrTamnel) ¢ u3odOpaxkenuem [ocymapcrBenHoro ['epba Pecmyb6nmku
Kazaxcran M OJMHAKOBBIM TEKCTOBBIM COJIEPXKAHUEM, TEKCTOBAas YacTh JOIMOJHAETCS
MOPSIAKOBBIM HOMEPOM WJIM CUMBOJIOM (CHMBOJIAMM).

124. Vder neyaTHO-0JaHOYHOW MPOAYKIMH, MOJUIeKAIISH 3aluTe, B TOM YUCIE C
n3obpaxkenueM [ocygapcrBenHoro I'epba Pecnybonuku Kazaxcran, BeneTcs B
COOTBETCTBYIOIIMX PETUCTPALIMOHHBIX YYETHBIX (Qopmax: >KypHallaX, KapTOoukax W
aBTOMATU3UPOBAHHBIX HHGOPMAIIMOHHBIX CHUCTEMAaX, JKYypHaJIe YyuyeTa U BbIJIa4u
Ne4YaTHO-0JaHOYHOM MPOIYKIUH, MOJIekKAIIEeH 3a1uTe, Mo GopMe COINIACHO IMPUIIOKEHUIO
18 x HactosiuMm [IpaBuinam.

XKypHan yuera W BbIJayu MEYaTHO-OJIAHOYHOW MPOAYKIIMHU, MOJUISKAIICH 3aIluTe,
3aBOJIUTCA HAa KaXKIbIH BUJ NEYaTHO-OJIAHOYHOM MPOIYKIIMH, ToJIexKallen 3amure. bianku
¢umek ¢ nzodpaxkenuem ['ocymapctBennoro ['epba Pecy6nmuku Kazaxcran He mopsiexar
CHEHHUAIBHOMY YYETY.

125. Bpimaua OnaHKOB, MOJJIEKAMMX 3alIUTE, MPOU3BOJAUTCS MOJ PACIUCKY B
COOTBETCTBYIOIINX  PETHUCTPAIIMOHHBIX  YYETHBIX (dopMax, MpeayCMOTPEHHBIX
BEJIOMCTBEHHBIMU UHCTPYKIIUSIMUA OpTaHU3AIIUA.

126. Ilpu W3rOTOBIEGHHU KOMHH JOKYMEHTOB, O(GOpPMIICHHBIX Ha OJlaHKaX C
n3obpaxenuem ['ocynapctBennoro ['epba Pecniyonuku Kazaxcran, u npegHasHaueHHBIX 15
PACCBUIKH, IPOCTABJISIFOTCS HOMEP SK3EMIUISIpA U I1€4aTh OPraHU3aLHH.

127. Pa3zMHOXeHHE M KOMHUPOBAHHME CPEACTBAMU OINEPATUBHON moaurpaduu
HE3aMOJHEHHBIX OJIAaHKOB, MMOUISKALIUX 3aIIUTE, HE JOIYCKAKOTCS.

128. Yuer neyaTeid, MITAMIIOB, MOMJIECKAIMNX 3aIIUATE, U CIEIUATBHON IITEMIIEIbHOU
KPAacKd C XMMHYECKMMH J00aBKaMH, UMEIOIUMHU HHAMBUIyalbHbIE CBOMCTBA C LIEJIbIO
3alUThl OT MOJJIENIKH, a TAKKE MX BbIJada BEIyTCA B KypHaJle ydyeTa U BbIIAYM MeYaTew,
mTamMmnoB ¢ wuzoopaxenuem [ocynapctBenHoro I'epba PecnyOnuku Kazaxctan wu
CHeIMaTbHON MITEMITCIbHOW KPAacKu Mo (opMe COTIIACHO MPHIIOKEHUI0 19 K HacTOSIIIM
[IpaBunam.

129. Yder nepbeBBIX aBTOPYYEK, 3aIPABIECHHBIX CIIEHUAIBHBIMU YEPHUIIAMU C
XUMUYECKUMH J100aBKaMHu, UMEIOIUMHU WHAUBUIYaIbHbIE CBOMCTBA C ILETBIO 3alIUTHI OT
MOJACIIKY MOAMUCEN TOMKHOCTHBIX JIUI, M UX BbIJa4a BEAYTCS B XKypHAJIE ydyeTa U BbIJauu



MEePHEBBIX aBTOPYUYEK, 3aMPaBICHHBIX CIEIUATbHBIMU YEpHHUIAMH, 1O (OPME COTIACHO
npunoxennto 20 k HactosmuMm [ IpaBunam.

CHocka. B myHKT 129 BHECEHO U3MEHEHUE HA Ka3aXCKOM SI3bIKE, TEKCT HA PYCCKOM SI3bIKE
He MeHsieTcsl mpuKka3oM Munuctpa KynbTypsl U uHopmaiuu PK ot 23.07.2024 Ne 329-HK (
BBOJUTCS B JEUCTBUE M0 HCTEYEHUH JECATH KAJICHIAPHBIX THEN MOCIE JHS €r0 IEPBOro
o(pHUIIUATIEHOTO OITYOIMKOBAHUS).

130. 3aroyloBKM pErucTpalMOHHBIX YYETHBIX (DOPM BKIFOUAIOTCS B HOMEHKJIATYPY J€J
OpraHU3alHu.

JIucThl )KypHAIIOB HYyMEPYIOTCS, TPOIIMBAIOTCS U ONEYATHIBAIOTCHL.

131. Ilepenavya ©HOMY AOTKHOCTHOMY JIUITy HEHCIIOJIB30BAHHOW MEYaTHO-OJaHOYHON
NPOAYKIIMH, TeYaTei, IITAMIIOB, MOJJEKANIMX 3allUTe, a TaKXKe CPEICTB 3allUThI
JTOKYMEHTOB W PETUCTPAIMOHHBIX YUYETHBIX (OpM K HUM OQGOPMIISETCS aKTOM
npuemMa-nepeayn neyaTHo-OJaHOYHOM MPOIYKIMM, IeYaTei, MITaMIoB, MOJJIEkKAITUX
3alllUTe, CPEJICTB 3alUTHI JOKYMEHTOB U PETUCTPAIMOHHBIX YUETHBIX ()OPM K HUM MO Popme
corjlacHo npuioxkenuto 21 k Hacrosmum [IpaBunam.

CHocka. B myHKT 131 BHECEHO N3MEHEHME HA Ka3aXCKOM SA3bIKE, TEKCT HA PYCCKOM SI3BIKE
HEe MeHsieTcsl TpuKa3zoM Munuctpa KynbTypsl U nHopmaruu PK ot 23.07.2024 Ne 329-HK (
BBOJIMTCA B ACHCTBUE M0 UCTEUEHUHU JIECATU KAJICHIAPHBIX JHEW MOCIIE IHS €ro IEPBOro
ohUIIMATLHOTO OMyOJIMKOBAHUS ).

132. TlewaTHO-OMaHOYHAS TPOAYKIUS, ME€YATH, IITAMIIBI, MOJJIEKAIIUE 3aIIUTE, U
CpeICTBa 3alllUThl JOKYMEHTOB XPAHATCS B ONMEUYATHIBAEMBIX cei(ax MM MeTauTHIeCKUX
mkadax.

133. YHUYTOXEHHE HMCIOPUCHHON Me4YaTHO-O0JTaHOYHON MPOIYKIMU, MOAJIeKaIeh
3alIUTe, ITPOU3BOJUTCS C COCTABJIEHUEM AaKTA O BBIICICHUU K YHUUTOKEHUIO UCIIOPYEHHBIX
HK3EMIUISIPOB MEYATHO-OJIAHOYHON NPOIYKUMH, MOJIeKAIEH 3alIuTe, 1Mo (opMe COrjJacHo
MpUI0KeHUIo 22 K HacTosmuM [IpaBunaM, U mpocTaBIE€HUEM COOTBETCTBYIOIIUX OTMETOK B
’KypHajax y4yeTa U BblJaud Ne4yaTHO-0JaHOYHOM NPOAYKIMH, MOJUIeKAIIEH 3aluTe.

134. YHHYTOXEHME medaTed W IITaMIOB, MOJJIEKAIIUX 3allUTe, MMPOU3BOJAUTCS C
COCTaBJIEHUEM aKTa O BBIIACICHUHM K YHUUYTOXEHHIO T€YaTe W IITAMIIOB, MOJIEKAIIUX
3amure, no (opmMe CornacHo MpUIOKeHUIo 23 K HactoamuM [IpaBunam, u npocTaBieHUEM
COOTBETCTBYIOIIUX OTMETOK B JKypHaJI€ y4YeTa U BbIJIaYM MIe4aTei, TaMIIOB C U300pakKeHuEeM
I'ocynapctBennoro I'ep6a PecyOnuku KazaxcTan u crieiuagibHON MITEMITEIbHOM KPacKH.

[Tocne monmydeHus mevyaTd U MITamMIia HOBOTO oOpasima (Mpu yTepe, peopraHu3aiuu
YUPEKIACHUS, U3MEHEHUHN FOPUANYECKOTO JIMIAa, HAMMEHOBAHUS HAce ¥ HHOTO MyHKTa U JIp.)
JICHUCTBYIOIIUE TICYATH U IITAMITBI TTOJICKAT YHHUTOXKECHHIO B TeueHue 10 pabounx aHEi.

135. YHuUYTOXKEHUE CPENCTB 3aIUTHl JOKYMEHTOB (B TOM YMCIIE €MKOCTH U3-TIOJ
CIEIMAJIBHBIX YEPHWI U IITEMNEIbHON KPAaCKH, MCIIOPUYECHHBIC IITEMIEIbHBIE IMOIYIIKH,
3allpaBJICHHBIE CIEIUAIBHBIMA IITEMIEIbHBIMUA KpacKaMu, IEPbEBBIE aBTOPYYKH,
3alpaBi€HHbIC CIEIUAIbHBIMU YEPHUJIAMH) MPOU3ZBOAUTCA C COCTABICHHUEM akKTa O



BBIJICJICHUU K YHUYTOXXCHUIO CPEJCTB 3allUThl JOKYMEHTOB, MO (OopMe COTJIaCHO
npuioxkeHuto 24 k HactosimuM [IpaBuiaM, U mpocTaBiIeHUEM OTMETOK B COOTBETCTBYIOIIUX
KypHajax y4era v BbIIauu.

136. Ilpu peopraHu3aIuy WM JIMKBHIAIUHA OPTaHU3AIUN, IPUHATHN PEIICHHUS O CHATHU
c yuera ¢mwimana (IPEACTABUTEILCTBA) YHHYTOXKEHHE HEHUCIOJIb30BAHHOU
Ne4YaTHO-0JIaHOYHOW MPOAYKIIMH, NTeYaTeH, IITAMIIOB, TOJICKAIINX 3aIUTE, 4 TAKKE CPEJICTB
3allUThl JTOKYMEHTOB MPOM3BOJMUTCA C COCTaBJICHHEM aKTOB, MO (opmaM COTJIaCHO
npusioxenusim 23, 24, 25 k nHactrosiuuM [lpaBuiiam, yTBepKIaeMbIX PYKOBOIUTEIEM
OpraHu3alliy WK MpeJiceiaTesieM JIUKBUIAIIMOHHON KOMUCCHH, U TTPOCTABICHUEM OTMETOK B
COOTBETCTBYIOIIUX KypHAIaX y4eTa u BbIIAuU.

YHHUUTOXEHHUE WIIM JaJbHEHIIee XpaHEHHWE JKYPHAJIOB M WHBIX PETUCTPAIIMOHHBIX
YYETHBIX (OPM OCYIIECTBISIOTCS B COOTBETCTBHHM C HacTosmumu llpaBumamu 1o
COTJIACOBAHMIO C YIMOJHOMOYEHHBIM OpPraHOM WJIM MECTHBIM HCIOJHHUTEIbHBIM OPTraHOM
00J1acTu, TOPOJIOB PECTyOIUKAHCKOTO 3HAUYECHHS U CTOJIUIIBI.

137. TIpoBepka HanMM4Ms IK3EMIUIAPOB MMEUATHO-OJAaHOYHOM MPOIYKIIMH, TedaTeH,
[ITAMIIOB, TMOJUICKAIUX 3allUTe, U CPEACTB 3aIIUTHl JOKYMEHTOB MPOU3ZBOAUTCS HE pexkKe
OJIHOTO pa3a B I'oJi KOMUCCHUEH, CO37aBaeMON MPUKA30M (pacTOpsSKEHUEM) PYKOBOIUTENS
opranuzanuu. OTMETKH O pe3yjbTaTax MPOBEPOK IMPOCTABISAIOTCA B KypHallax ydyeTa u
BBIJIauu corjlacHo npuioxkeHusam 20, 21, 22 k nactosmuMm [IpaBunam.

138. IIpu yrepe meuatu (mramma) ¢ uzoOpaxkeHuem ['ocymapctBenHoro I'epba
Pecnyommmku Kazaxcran nmpeanpuHUMaOTCsl Bce HE0OXOMMbBIE MEPHI TT0 PO3BICKY, B CITydae
OTPHULIATENILHOTO Pe3yJIbTaTa PO3bICKa COCTABJISETCA aKT 00 yTepe MPOU3BOJIBHOU (HOPMBI,
YTBEPKIAEMbIH PYKOBOAUTEIEM OpraHU3aIUU.

ITaparpad 9. ITopamok cocTaBIeHHAsS HOMEHKIATYPHI Ael, GOpMHUPOBaHUA H XpaHEHHS el

139. HomeHknaTypa Jien npeaHa3HadyeHa sl TpyNIMpOBKY UCITOJTHEHHBIX TOKYMEHTOB B
7ieJ1a, CHCTEMATHU3aluu U y4eTa Jel, ONPEAEIICHNs] CPOKOB UX XPAHEHUS U SIBIISIETCSI OCHOBOM
JUISL COCTaBIICHMSI OMUCEH Jied MOCTOSSHHOTO U BpeMeHHOoro (cBbimie 10 jeT) xpaHeHus, a
TaKXke yudera JieJ BpeMeHHOro (210 10 neT BKIIOYUTEIbHO) XPaHEeHHUS.

140. B HOMEHKIIaTypy €I BKIIOUYAKOTCS BCE JOKYMEHTHI, CO3[JaBAEMbIE B OPTaHU3ALNU U
MOCTYMAOUIME B OPraHU3alUI0. DJIEKTPOHHbBIE JOKYMEHTHI U 0a3bl JaHHBIX BKJIHOYAIOTCS B
HOMEHKJIATYpy JIe7 Ha OOIIMX OCHOBAHUSIX.

141. B HomeHkiatype nen puxkcupyercs Gpopma JOKyMEHTa — 3JIEKTPOHHAs C yKa3aHUEM
HOCHUTEIN UHPOpMAIUU WK OyMa)xHasl.

CHocka. B nyHkT 141 BHECEHO U3BMEHEHHME HA Ka3aXCKOM SI3bIKE, TEKCT Ha PYCCKOM SI3bIKE
HE MEeHsIeTcsl Tpuka3zoM MunucTpa KyibTypbl 1 nH(popmanuuu PK ot 23.07.2024 Ne 329-HK (
BBOJIUTCS B JICMCTBUE MO UCTEUEHUU JCCITH KaJICHAAPHBIX JHEH Mocie AHs ero nepBoro
O0(pUIIUATIBHOTO OIMyOIMKOBAHUS).



142. Ilpu cocTaBIEeHUH HOMEHKJIATYPBI 1€ PYKOBOJICTBYIOTCS YUPEAUTEIbHBIMU
JOKYMEHTaMH, TMIOJIO)KCHUSIMU O CTPYKTYPHBIX TOJpa3JAeleHUsAX, JOJDKHOCTHBIMU
WHCTPYKIMUSIMU PAOOTHUKOB, THUIOBBIMHU, OTPACICBBIMH (BEIOMCTBEHHBIMH) TMEPEYHSIMU
JIOKYMEHTOB C YKa3aHHEM CPOKOB XPaHEHHS, TUMOBBIMU (MPUMEPHBIMHU) HOMEHKJIATypaMu
1€, CTPYKTYpOH (IITAaTHBIM pacUCaHUEM ), IFITAHAMH M OTYETaMH O padoTe, U3y4arOTCs BUIBI
, COCTaB U CoJiepKaHHUe JIOKYMEHTOB, 00pa3yIoLUXCs B ACSITEIIbHOCTH OpraHU3alllu.

CHocka. B nmyHKT 142 BHECEHO H3MEHEHME HA Ka3aXCKOM SA3bIKE, TEKCT HA PYCCKOM SI3BIKE
HE MeHsieTcsl mpuKa3zoM Munuctpa KynbTypsl U nHopmaruu PK ot 23.07.2024 Ne 329-HK (
BBOJUTCS B JACHCTBUE MO UCTEUEHUU AECITH KaJICHAAPHBIX JHEH MOocie AHs ero NepBoro
0ohUIMATLHOTO OMyOJIMKOBAHUS ).

143. Homenknarypa nen no gopme, coriaacHO NpUiiokeHuto 26 k Hacrosuum [Ipasunam,
cocraBisieTcs He no3aHee 10 nexadps KaleHJapHOTO Toja, MPEANIECTBYIOMIETO CASAYIOIEMY
KaJleHgapHoMy roay, ciayxk0oii JIOY Ha ocCHOBe HOMEHKJIATYp el CTPYKTYpPHBIX
MOAPA3AEIEHUM, TPEACTABIECHHBIX COOTBETCTBYIOIIUMHU IOIPA3ICIICHUSIMU.

144. BHOBB CO3/IaHHOE CTPYKTYPHOE TOJIpa3/ieJIeHue B MECSIUHBIA CPOK pa3pabaTbiBaeT
HOMEHKJIATYpY JIeJl CTPYKTYPHOTO MOJAPA3ACICHUs U MPEACTABISET ee B ciiyx0y J{OVY.

Caocka. [Tynkr 144 - B penakiuu npuka3za MuH#ucTpa KyJabTyphl 1 nHGopMmanuu PK ot
23.07.2024 Ne 329-HK (BBOAMTCS B JEHCTBHE MO UCTCUCHUH JCCSATH KAJICHIAPHBIX JHEH
MOCJIe JTHA €T0 MEePBOT0 O(PUIIHAIBHOTO OIYOIUKOBAHMS ).

145. Homenkiatypa Jen opraHu3aiuu MoJIuchiBaeTcs pyKoBoauTeaeM ciryxonl JJOY,
COTJIACOBBIBAETCS C AKCIEPTHOM Komuccued opranuzanuu (nainee — OK), skcrnepTHOM
IPOBEPOYHON KOMHUCCUEHN TOCYJapCTBEHHOT0 apXuBa (MECTHOTO MCIIOJHUTEIBHOTO Oprana) (
nanee — OIIK), B KOTOpbI JOKYMEHTHI MEPENArOTCs Ha MOCTOSHHOE XpaHEHHE, 3aTeM
yTBEpKIaeTcs (He MO3HEE KOHIIAa TEKYILIEro roja) pyKOBOAUTENEM OpraHU3allud U BHOCUTCS
B COJ] m UC DA. CornacoBblBacTcsd HOMEHKJIATypa JEJ ¢ TOCYIapCTBEHHBIM apXWBHBIM
YUpEKIECHUEM HE PEKE OJHOTO pas3a B 5 JIET, €CIM He ObUIO KOHIENTYyaIbHBIX U3MEHEHUN B
HOPMAaTHBHBIX MTPABOBBIX aKTaX, (QYHKIUAX U CTPYKTypE OpraHU3aIuu.

Opranuzaiuu, He SBJISIIOIIKMECS UCTOYHUKAMU NONoJIHeHUsT HallmoHanbHOro apXuBHOTO
dboHaa, MOTYT MPEACTAaBIATH HOMEHKIATYPHI el Ha coriacoBanue JIIK ynomHomMoueHHOTO
OpraHa, MECTHBIX HCIOJHHUTEIbHBIX OpPraHoB o0JlacTeil, ropoJoB pecnyOJUKaHCKOTo
3HA4YEeHUS U cTONHIBI Wik DK apxuBa HapaBHE C OpraHU3alUAMHU-UCTOYHUKAMH.

146. HomeHknaTypa Jiei nedaraeTcs B HE0OX0IUMOM KOJIMYECTBE IK3eMIUISIpoB. OIUH
AK3EMIUISIP YTBEPKICHHOM HOMEHKJIATYpPhl €] XPAHUTCS B TOCYJapCTBEHHOM apXHBE, C
KOTOPBIM OHA COTJIaCOBBIBAJIACK.

147. HomeHkatypa JieJ1 B KOHIIE KaXJI0ro roja yTo4HseTcs, corjlacoBbiBaeTcss DK
OpraHu3aluy, YTBEPKAAETCA PYKOBOAUTEIEM OpPraHW3allMd U BBOJWUTCS B JEHCTBHE C 1
SHBaApPS CIEAYIOLIErO roja.

148. Ha3BanusiMu pa3fesioB HOMEHKIATYPHI A€M SBISIOTCS HAUMEHOBAHUS CTPYKTYPHBIX
MTOApa3ICICHUH, KOTOPBIE PACIOJIATAIOTCS B COOTBETCTBUU C YTBEPKIECHHOM CTPYKTYpOM



opranusauuu (mraTtHoe pacnucaHue). IlepBblil pa3gen HOMEHKIATypbl JI€JI BKJIKOYAET
3aroJIOBKM €], COJEpKallue pPacHopSAUTEIBHYI0 JOKYMEHTAUI0 W JOKYMEHTHI
KOHCYJIbTATHBHO-COBELIATENBHBIX OPIaHOB, BO3IJIABISEMBIX PYKOBOJICTBOM.

149. JlokymeHThl (pusnanoB (IpeACTaBUTENIbCTB) BHOCATCS B KaueCTBE pa3JiesioB B
HOMEHKJIATypy AEJ OPraHU3aLUH.

CaMOCTOATENBHBIM Pa3/eJIOM HOMEHKJIATYPBI JI€JI SIBJISETCS HAaUMEHOBAaHHUE
o01IecTBEHHbIX OObeAuHEeHUN. JlaHHBIM pa3fgen pacrojaraercsi MOcie BCEX pas3JelioB
HOMEHKJIATYPBbI J1€]1 OpraHU3aLlH.

150. Jlns opranu3anny, HE UMEIOLIEN CTPYKTYpbl, HOMEHKJIATypa JIEJI CTPOUTCS IO
MIPOU3BOJICTBEHHO-OTPACICBON WM (PYHKIIMOHAIBbHONW cxeme. HamMeHOBaHUS pa3jielioB
COOTBETCTBYIOT HaNIPABJIEHUAM JIESITENBbHOCTH OpraHU3alUN.

151. Jlnst moaBEIOMCTBEHHBIX OpraHU3alliid ¢ OJHOPOJHBIM COCTABOM JOKYMEHTOB
ciyx00i JIOY BelecTosIIEro oprada (BBIILIECTOSIIEH OpraHu3aliu) pa3padaTbIBaOTCs
TUIIOBBIE (IIPUMEPHBIE) HOMEHKIIATYPHI Aeil. Takue HOMEHKIIATypbl TIOJJIEXKAT COINIACOBAHUIO
C YIOJIHOMOYEHHBIM OPraHOM MWJIM MECTHBIMH HCIIOJIHHUTEIbHBIMU OpraHamMu o0JiacTew,
rOpoJIOB PeCyOIMKaHCKOTO 3HAYEHUS U CTOJIMIIBL.

152. Cpoku XpaHEHUs 3JIEKTPOHHON PETHUCTPALIMOHHOW KOHTPOJIBHOW KapTOUYKHU
COOTBETCTBYIOT CpPOKaM XpPAaHEHUs DJJIEKTPOHHBIX JOKYMEHTOB. OJIEKTPOHHBIE
pPErucTpallMOHHbIE KOHTPOJBHBIE KAapTOYKH XPAaHATCS COBMECTHO C JJIEKTPOHHBIMH
JOKYMEHTaMH, COOTBETCTBYIOIIMMHU PETMCTPALIMOHHBIMU CBUAECTEIBCTBAMHU JJICKTPOHHBIX
U(pPOBBIX MOJMUCEH, YBEAOMICHUSIMU-KBUTAHIIUAMH O JOCTaBKE JAHHBIX JJIEKTPOHHBIX
JIOKYMEHTOB.

153. Cpoku XpaHEHHsS B3JIEKTPOHHBIX AOKYMEHTOB M O(QOpPMIECHHE OyMa’KHBIX
IIOJUVIMHHUKOB JOKYMEHTOB YyCTaHaBIMBAlOTCA IlepedHeM THUIIOBBIX JOKYMEHTOB,
00pa3yIoIuXcs B IE€ATEIbHOCTU TOCYJapCTBEHHBIX U HETOCYIapCTBEHHBIX OpraHU3alMM, C
yKa3aHUEM CpPOKOB XPAaHEHMsI, YTBEP)KICHHBIM IPHKA30M HCIOJHSIONIET0 OO0sS3aHHOCTU
Munuctpa KynbTypsl U ciopta Pecriyonuku Kazaxcran ot 29 centsiopst 2017 roma Ne 263.

DJEeKTPOHHBIE TOKYMEHTHI, B TOM UHWCJE BIOXKEHHBIE (haiinel, Xpanarcs B COJl B Tom
dopmaTe, B KOTOPOM OHU ObUIM CHOPMUPOBAHBI, OTHPABIEHBI MJIHM IOIYUYEHBI, C
o0ecreyeHrneM OJIHOBPEMEHHOTO XPaHEHUsI COPMHPOBAHHBIX AJIEKTPOHHBIX LUMPOBBIX
HOJIKCEN MO COOTBETCTBYIOIUMU IEKTPOHHBIMU JOKYMEHTAMH.

154. Tlpu ynopsioueHUH 3IEKTPOHHBIX KON 10kyMeHTOB B UC DA oHU popMupyrOTCS
UJACHTUYHO OYMaXKHBIM MOJTMHHHUKAM.

155. XpaHeHHue DIEKTPOHHBIX JOKYMEHTOB CONPOBOXIAETCS XPaHEHUEM
COOTBETCTBYIOIIMX JJICKTPOHHBIX 0a3 [aHHBIX, HCIOJB30BAHHBIX OTKPBITHIX KIIOUEH
ANEKTPOHHBIX LHUQPOBBIX MOANUCEH (PErUCTPALMOHHBIX CBHUAETENIBCTB 3JIEKTPOHHBIX
U(POBBIX MOJMHUCEH) U MPOrpaMM, PeAU3YIOIIUX MPOIecChl (POPMUPOBAHUS U MPOBEPKHU
AJIEKTPOHHBIX HU(POBBIX MOAMUCEN IEKTPOHHBIX JJOKYMEHTOB.



156. JInst OTKPBITHIX KJIFOYEH DJIEKTPOHHBIX HMU(PPOBBIX MOJMUCEH B TOCYIaPCTBEHHBIX
opranax u YL I'O xpanstcsa odopmiieHHbIE B YCTAHOBJIEHHOM MOPSAJAKE JOKYMEHTHI (
PErUCTPALIMOHHBIE CBUIETENBCTBA), MOATBEPKAAIOIINE MMPUHAJIEKHOCTh JAHHBIX KIFOUEH
KOHKpeTHOMY y4yacTHUKY CO/I.

JIJis Ka)XA0ro OTKPBITOro KJIl04Ya XpaHUTCA HHPOpMAIUs O Hayale U OKOHYaHUU CPOKa
ero geuctBus. IIpum 3TOM JOCTyn K MaccuBaM OTKPBITBIX KIKOUYEH, HAaXOIAIIUXCSA Ha
ONEepaTUBHOM (BEJOMCTBEHHOM) apXHUBHOM XPaHEHUH, OTPAHUYHBAETCS.

CoxpaHHOCTb, HajaJIeXKalllee UCIOIb30BaHUE HOCUTENEH HH(DOPMAIUU C 3aKPBITHIMU (
CEKpPETHBIMH) KIJIFOUaMH JIEKTPOHHOM LU(PPOBON MOJANMUCH (J1ajee - KIIYeBO HOCUTEND), a
TaK)Ke€ MCIOJIb30BaHUE 3aKPBITHIX (CEKPETHBIX) KIIIOUEH JIEKTPOHHBIX HU(POBBIX MOAMHUCEN U
MX 3alluTa OT HECAaHKUMOHUPOBAHHOIO JOCTyIlAa BO3JIAaralOTCS Ha BJAJIEJIbLEB
PErHCTPALlMOHHBIX CBUIETENBCTB.

CHocka. B myHKT 156 BHECEHO M3MEHEHHUE HA Ka3aXCKOM SI3bIKE, TEKCT Ha PYCCKOM SI3bIKE
HE MEHsieTCs MpukazoM Munuctpa KyibTypbl U uHpopMmanuu PK ot 23.07.2024 Ne 329-HK (
BBOJIUTCS B JCHCTBUE N0 UCTEUEHUU JCCITH KaJICHIAPHBIX JHEH MOCe AHs ero MepBoro
o(pUIMATBHOTO OIyOJIMKOBAHUS).

157. Ilpu XpaHeHUU SIEKTPOHHBIX JOKYMEHTOB OOecmeduBaeTcs MpPUBs3Ka (
CUHXPOHM3AIIMs) DJIEKTPOHHBIX JOKYMEHTOB M COOTBETCTBYIOLIMX OTKPBITHIX KIFOUEH
AIIEKTPOHHBIX HU(POBBIX MOAMHCEH.

158. Yuactouku COJ] obecrneunBaroT 3alUTy OT HECAHKIIMOHUPOBAHHOTO JOCTYIIA,
HEIPEIHAMEPEHHOIO0 YHUUYTOKEHHUS U (WJIN) UCKaXKEHUS YUYETHBIX IaHHBIX, COJAEPIKALUXCS B
0a3zax MJaHHBIX, a TaKXke O0eCNeYMBAIOT CO3JaHUE PE3EPBHBIX KOMHI 3JIEKTPOHHBIX
JOKYMEHTOB.

3amura nHpopmaIuu (AMEKTPOHHBIX HHPOPMAIIMOHHBIX PECYPCOB) B MHPOPMAIIMOHHBIX
CHUCTEMAxX, B TOM YMCJIE B apXHUBaxX JJIEKTPOHHBIX NOKyMeHTOB, CK3H, peanusyrommux
npouecc (HOPMUPOBAHUS M NPOBEPKU DJIEKTPOHHONW HUPPOBOM MOANHUCH (CPEACTB
ANEKTPOHHOU UU(POBOM MOANUCH, KpUNTOrpapuueckux KI4ei), OCYIIECTBISETCS
COBMECTHO C opraHuzanueiut, sxcmiyarupytomein COJl, yuactHukamu COJ[ B mopsiake,
YCTaHOBJICHHOM HOPMAaTHUBHBIMH MPABOBBIMH aKTaMU YIOJHOMOYEHHOTO opraHa B cdepe
obecnieueHus: MHPOPMAITMOHHOM O€30MaCHOCTH.

159. T'ocynapcTBeHHBIE OpraHbl 00ECTIEYMBAIOT AOCTABKY 3JEKTPOHHBIX JIOKYMEHTOB
o0beMoM He Oonee 95 MO, KoIMYeCcTBO BIOKEHHUI KOTOpOoro He npesbiaet 80 ¢aitios.

ITaparpa¢ 10. ITopsaaok opopMieHHs HOMEHKIATYPEI A€

160. B HOMEHKIATypy [ed BKJIIOYAKOTCS 3aroJIOBKM JEJ, OTpakalollue BCe
JOKYMEHTUPYEMbIE YYacTKH paOdOThl OpraHu3aluy, B TOM YHCIIE JIMYHBIE Jelia, ONUCH Jel,
PK®, kOHTpOJIbHO-CITPAaBOYHBIE, TEMATHYECKHE KAPTOTEKH, a TAK)Ke 0a3bl TaHHbIX.

[leuaTHble U31aHKS B HOMEHKIATYPY J€1 HE BKIOYAIOTCA.



161. B rpade 1 HOMEHKIATYpHI Ae€d MPOCTABISIOTCS HHIEKCHI KaXXJIOro Jela,
BKJIIOUEHHOTO B HOMeEHKIaTypy. WHuaekc gena cocTouT u3 uu@poBoro oOO3HAYEHUS
CTPYKTYPHOTO MOJAPA3ACICHUS U MOPSAJIKOBOIO HOMEpA 3aroJioBKa Jiejia 0 HOMEHKJIAType
JIeN1 B Mpejienax CTPYKTYPHOIo Mojpa3/iefieHus. DJIEMEHThl MHJEeKca OTACNSIOTCS APYT OT
npyra aeducom.

B HOMeHKIaType en peKOMEHIyEeTCsl COXPaHSTh MOPSIOK PACTIONOKEHUSI OJTHOPOJIHBIX
JeJ B MpelieslaXx Pa3HbIX CTPYKTYPHBIX MOApa3AeNICHUM, M MEePexXOsilluX Aesl UHIEKC
COXpaHsieTcsl.

162. B rpady 2 HOMEHKJIaTypbl A€l BKIIOYAIOTCS 3ar0JIOBKH /1€ (TOMOB, 4acTei).

TpebGoBaHus K 3aTOJIOBKY:

1) 3arojoBOK jaena JOJDKEH YE€TKO, B 0000ImeHHON (opme oTpakaTh OCHOBHOE
COJIep>KaHKE U COCTAB JOKYMEHTOB JI€Na;

2) He JomycKaeTcsl ynoTrpeOieHue B 3arojioBKe Jiejla HEKOHKPETHBIX (GopMyTupoBok ("
pasHbie Matepuanbl', "oOmias mepenucka", "ucxoasuias KOppecrnoHIeHIus", "BXoasalue
JOKYMEHTHI'"), a TaK’K€ BBOJHBIX CJIOB U CIIOKHBIX 000OPOTOB;

3) 3arojoBOK Jena COCTOMUT K3 3JIEMEHTOB, paclojaraeMbiX B CIEAYIOLIEH
MOCJIE0BATENLHOCTH:

Ha3BaHUE BUJA Jena (MIepenucKa, )KypHail) WIH Pa3HOBUIHOCTU JOKYMEHTOB (IPOTOKOJIBI
, IPUKA3bl);

Ha3BaHWE OpPraHU3alMU WU CTPYKTYPHOTO MOpa3esieH s (aBTOp JOKYMEHTA), Ha3BaHUE
OpraHu3alny, KOTOpou OyAyT apecoBaHbl WK OT KOTOPOH OyAyT MOMYyYEHBI JOKYMEHTHI (
aZipecat WM KOPPECIOHICHT JOKYMEHTA);

KpaTKOe CoJiepKaHue IOKYMEHTOB J€JIa;

Ha3BaHUE MECTHOCTHU (TEPPUTOPUH), C KOTOPOU CBSI3aHO COJIepKaHUE JIOKYMEHTOB Jelia;

nata (mepuoj), K KOTOpod OTHOCSTCS TOKYMEHTHI Jiefa;

4) B 3arojoBKax Jej, COAEpKaluX JOKYMEHTHI [0 OJJHOMY BOIIPOCY, HO HE CBSI3aHHBIX
MOCJIEA0BAaTEIbHOCThIO HMCIIOJHEHUs, B KauecTBE BHUJA Jela ynorpedinsercs TepMuH
JIOKYMEHTHI".

Tepmun "nOKyMEHTHI" IPUMEHSAETCS TAKXKE B 3ar0J0BKaX e, COACPKATUX TOKYMEHTHI
— TOPUIOXKEHUSI K KAKOMY-TUO0O JTOKYMEHTY, U O(QOpMIISIOTCA CIEAYIOMMUM 00pa3oM:
[Iporokon (-b1) 3acenanus (-uii) CoBeTa TUPEKTOPOB KOMITAHUH U IOKYMEHTHI K HUM'" iy "
JIoKyMeHTBI K IpOoTOKOITY 3acenanus CoBera AMPEKTOPOB KOMITAaHUU "

5) B 3aroJioBKax JieJl, COAEPKAIINUX MEPENUCKY, YKa3bIBAETCS, C KEM U MO KAKOMY BOIIPOCY
oHa BeneTcsa (B ciaydae BEACHUS TMEPENUCKH C OJHOPOJHBIMU KOPPECHOHJCHTAMH, B

n

3aroJIOBKax yKa3blBaeTCs MX 0O0Illee BUI0BOE HaA3BaHUE);
6) B 3arojioBKax JeJ, COJep KalluX Mepernucky ¢ O0ojiee TpeMms pPa3HOPOIHBIMU
KOPPECMOHAEHTAMH, UX HAUMEHOBAHUS HE EPEUUCIISIOTCS,
7) nipu 0003HAUYCHUH B 3arojIOBKax JieJl aIMUHUCTPATHUBHO-TEPPUTOPHUATIBHBIX €UHHUII
YUYUTBHIBACTCS CIIEIYIOIIEE:



eclii coJep>KaHue Jejla KacaeTcs HECKOJbKHUX OJHOPOJHBIX
aIMUHUCTPATUBHO-TEPPUTOPUATHHBIX €IWHUII, B 3arojiOBKE Jella HE YKa3bIBAIOTCS WX
KOHKPETHbBIE Ha3BaHUs, a yKa3bIBaeTCs UX 00lee BUI0BOE Ha3BaHMUE;

€CII COJIepKaHue Jela KacaeTcsl OJJHOW aIMUHUCTPATUBHO-TEPPUTOPHUATHHON €IMHUIIBI (
HACEeJICHHOI0 MMYHKTAa), €€ (ero) Ha3BaHUE YKA3bIBAE€TCS B 3ar0JIOBKE J€Ia;

8) B 3arojioBKax Jels, COAEpkKalluxX IUIAHOBYIO WM OTYETHYIO JOKYMEHTAIIHIO,
yKa3bIBaeTcs mepuoi (KBapTai, rofa), Ha (3a) KOTOPBI COCTaBJIEHBI TUIAHBI (OTYETHI);

9) 3aroj0BKU CyJeOHBIX, CICACTBEHHBIX, TUYHBIX, IEPCOHAIBHBIX, apOUTPAKHBIX JIEN, a
TaKXKe JIeJ, COAEPKAIUX JTOKYMEHTHI, CBI3aHHBIE MTOCJIEI0BATEIbHOCTBIO JEIONPOU3BOACTBA
110 OJIHOMY BOIIPOCY, HAUMHAIOTCS co cioBa "Jleno";

10) ecnu neno OyleT cOCTOATh M3 HECKOJIBKUX TOMOB WJIM YacTed, TO COCTaBIsETCS
oOLIMil 3aroJOBOK JieJa, a 3aT€M COCTaBIIAIOTCS 3arojOBKHM Ka)KJOTO TOMAa WJIM YacTH,
YTOYHSIIOIIKE CO/IepKAHUE 3ar0JIOBKA Jiea.

163. 3aronoBku ey BHYTPH pa3/iesioB HOMEHKIIATYPBI PACIIONaratoTCs B COOTBETCTBUM CO
CTETNIEHBIO BAXKHOCTHU JIOKYMEHTOB, COCTABJISIFOIINX JIea, U UX B3aUMOCBSI3bIO.

Bnauane pacnosararoTcs 3arojioOBKH JeJ, COJEpKAllUX HOPMATHUBHYIO MPABOBYIO
aokymeHTanuio. [Ipu 3TOM 3arojoBKM e, COAEpKallUX IOCTAHOBJICHHUS U IMPHUKA3bI
BBILIECTOSAIMX OpPraHU3alMi, pacrojararoTcs Mepej 3arojoBKamMu el C IpUKa3zaMu
opranuzanuu. [lanee pacmonaraioTcs 3arojIOBKH Jell, COAEpKalluX OCTajJbHbIE IPABOBHIC
aKThl, a TAKXKE [JIAHOBBIE U OTUYETHBIE JOKYMEHTHI.

[IpoeKkThI pacropsIUTENbHBIX JOKYMEHTOB, TOKYMEHTHI 10 UX MOATOTOBKE, U3MEHEHUS K
IJaHaM, OCHOBAHMS K IMpHKa3aM TIOMEIIAIOTCSd B HOMEHKJAType JieJl BCJel 3a
COOTBETCTBYIOIIMMHU OCHOBHBIMU JOKYMEHTaMH.

3aroyioBKH J1e], 3aBEJCHHBIX 10 reorpapuueckoMy U KOPPECIOHIEHTCKOMY MpU3HAKaM,
BHOCSITCSI B HOMEHKIIATypy /€T 10 andaBuTy reorpapuueckux Ha3BaHW U KOPPECIIOHICHTOB

3aroJIoBKH JIeNl YTOUHAIOTCSA B mpouecce GpopMupoBanus U opopmienus nen. Eciu B
TEUEHHE TOJla BO3HHUKAIOT HOBbIE JOKYMEHTHPOBAHHBIE YYacTKU pabOThI, HE
peyCMOTPEHHBIE JIeJIa, OHU JOTIOJHUTEIHHO BHOCATCS B HOMEHKIIATYPY.

164. I'pada 3 3anonHseTCs MOCIE 3aBEPILICHUS] KaJIEHIapHOr0 roja.

165. B rpade 4 yka3pIBaroTCS CPOKH XpaHEHUs Jejia CO CChUIKOM Ha HOMEpa MyHKTOB (
CTaTeill) TUIOBOTO WJIM BEJIOMCTBEHHOI'O (OTPACIEBOro) MEpeUHsl JOKYMEHTOB C YKa3aHUEM
CPOKOB HX XPaHEHUs, TP UX OTCYTCTBHH — Ha TUIOBYIO (IIPUMEPHYI0) HOMEHKIIATYpPY JEIL.

166. B rpade 5 cayx60it IOY yka3pIBalOTCSI HAUMEHOBAHUS MEPEYHS JOKYMEHTOB,
TUIIOBOW (IIPUMEPHOM) HOMEHKJIATYPBI JI€J, UCIIOIBb30BAHHBIX MPU ONPEAEIICHUH CPOKOB
XpaHEeHUS JIe]l, U JENAt0TCsd OTMETKU O MEePEeXOIAIuX JIeJax, 0co00 IEHHBIX JOKYMEHTaX U
Jenax, nepegaye el B MHOE CTPYKTYpHOE MOApPAa3AeJIC€HHUE WM OpPraHU3alui0 Uil UX
POJOJKEHUSI, B @pXUB OpPraHU3allMK, HAJIMYUU AJIEKTPOHHBIX KOMUN JTOKYMEHTOB, BUJIE U
MECTE XPAaHEHHUs NX HOCUTEIIEH.



CHocka. B myHKT 166 BHECEHO M3MEHEHHME Ha Ka3aXCKOM SI3bIKE, TEKCT Ha PYCCKOM SI3bIKE
HE MeHsieTcsl mpuKa3oM Munuctpa KynbTypsl U nHpopmanuu PK ot 23.07.2024 Ne 329-HK (
BBOJIUTCS B ACHCTBHE MO UCTEUCHHUHU JIECSITU KAJICHIApHBIX THEU Mociie THA €ro IEPBOTo
Oo(pHUIIUATIEHOTO OIyOIMKOBAHUS).

167. Tlo okoHYaHWUU TOJa OCYIIECTBISIETCS CBEepKa (YTOUHEHHE) 3aroJiOBKOB
HOMEHKJIATYphI JIeJ ¢ (PaKTHUYECKMM COCTAaBOM JOKYMEHTOB JieJla U MX cojepkaHuem. B
KOHIIE HOMEHKJIATyphl €] JEIaeTC UTOTOBAsI 3aIIMCh O KOJIMYECTBE 3aBEICHHBIX JI€]1 TOMOB
WJIY YacTH.

HUtorosas 3ammch 0 KOJIUYECTBE 3aBEACHHBIX €)1 TOMOB MiIn dacTH BHocuTca B MUC DA
MIPU €ro HAJIMYHUU.

ITaparpad 11. ITopsmox hopMUpOBaHMS HelT

168. VcnionHeHHble JOKYMEHThI (POPMHUPYIOTCS UCIIOTTHUTENIEM B JieJia B COOTBETCTBUU C
HOMEHKJIaTypoii Aen. DopMupoBaHue A€ BHE HOMEHKJIIATYPhI JIE]1 He TOMYCKaeTCsl.
169. Kontposns 3a hopMHpOBaHUEM €1 OCYyIIECTBIIAET cayxoa JIOY.
170. ITpu ¢popmMupoBaHuY 1€ COOITIONAIOTCS CIEAYIOIINE TPEOOBAHMS:
1) B 1e10 moMenaroTesl TOIBKO MCIOIHEHHBIE, IPABUIBHO O0(OPMIICHHBIC TOKYMEHTHI,
COOTBETCTBYIOIIME IO CBOEMY COJIEP’KaHUIO 3ar0JIOBKY Jiejla 10 HOMEHKJIAType J1e;
2) B JIeI0 IOMEUIAI0TCSI BMECTE BCE IOKYMEHTBI, OTHOCAIINECS K pa3peIieHuI0 OJHOr0
BOIIpOCaA.
[TpunoskeHus K TOKyMEHTaM, HE3aBUCUMO OT JaThl UX YTBEPKACHUS WM COCTABICHHUS,
MPUCOEANHSAIOTCS K IOKyMEHTaM, K KOTOPBIM OHH OTHOCSITCSI.
[Tpunoxxenus odbemMoM cBbime 180 JIMCTOB COCTABISIOT OTACIBHBIM TOM, O YeM B
JTOKyMEHTE JIeJIaeTCsl OTMETKa,
3) COBMECTHO IpYNIIUPYIOTCS BEPCUU JOKYMEHTa Ha Ka3aXCKOM, PYCCKOM M MHBIX SI3bIKaX

4) TpynmupyroTcs B Jiefla JTOKYMEHTHI OJHOTO KaJeHJIapHOTO T0Jla, MCKIIYEHUE
COCTaBIISIIOT TEPEXOAsIIne Aela, CyJeOHbIe ena, TUYHbIE Jeia, KOTOpble (OPMUPYIOTCS B
TEUEHHUE BCEro meprojia padoThl TAHHOTO JIMIA B OPTaHU3AINH, JOKYMEHTHI BBIOOPHBIX
OpPraHOB M HMX TIOCTOSIHHBIX KOMHCCHH, JEMyTaTCKUX TPYIII, KOTOPHIE TPYNIHUPYIOTCS 3a
MEPUOJT UX CO3BIBA, TOKYMEHTHI YUEOHBIX 3aBEJCHUHN, KOTOPbIE ()OPMHUPYIOTCS 3a YUEOHBIH
TOJl, TOKyMEHTHI T€aTPOB, XapaKTEPHU3YIOIINE CIICHUYECKYIO JCSATCIbHOCTh 32 T€aTPaTbHBIN
CE€30H, UCTOPUU OOJIe3HEH;

5) paznaenbHO TPYNIUPYIOTCS B Jeja TOKYMEHTBI TOCTOSIHHOTO M BPEMEHHOTO CPOKOB
XpaHEeHHUS, a TaKXe HTOTOBbIC, OTAlHBIE W MPOMEKYTOYHBIE OTYETHI
Hay4YHO-UCCIIEIOBATEILCKON JOKYMEHTAIlUM, ONBITHBIE O0Opa3ibl, OMBITHBIE CEPHUH,
YCTAaHOBOYHBIC CEPUU HA YCTAHOBHUBIIEECS CEPHIHOE MPOU3BOJCTBO KOHCTPYKTOPCKOW H
TEXHOJIOTHYECKON JTOKYMEHTAIINH, PA3JIMYHBIE CTAIUN MTPOCKTUPOBAHUS U OTIACIHHBIC YaCTH
IPOEKTHO-CMETHOW JOKYMEHTAIIMH, W300pETEHHUs, TOJE3HBIE MOJCIH, MPOMBINIJICHHBIC



oOpa3upl, 3asiBKM Ha BBIJa4y OXPAaHHOTO JOKYMEHTa 1O KaXJOMY BHUIY
MaTeHTHO-JTUIIEH3NOHHOMN JOKYMEHTAIIUH;

6) TemerpaMmbl, KCEPOKOMHH (haKCorpamMMBbl, TeJIe(OHOTPaMMBbI TIOMEIIIAIOTCS B Jieia Ha
OOLIMX OCHOBAHUSAX B COOTBETCTBHH C HOMEHKJIATYpOH JelT;

7) B 1€710 HE MOMEIAIOTCS TOKYMEHTBHI, [OJJIeKale BO3BpaTy, YEPHOBUKH U JIMLIHUE
AK3EMILISAPHI;

8) o 00beMy J€JI0 TOCTOSHHOI'O CPOKa XpaHeHus He npeBbimaeT 180 11ucToB;

9) npu HanmWMuuU B JIeJie HECKOJIBKUX TOMOB (4acTeil) Homep (MHIEKC) 1 3aroJIOBOK Jiea
MIPOCTABIISIIOTCS HA KAXJAOM TOME C 100aBJIE€HUEM HyMepaluu TOMOB (Y4acTeil), B moclieTHEM
ToMe (dactu) pobasisieTcs cinoBo "mocneaauit” ("mocaeanssa").

DneKTpOoHHBIE Jiefla Ha TOMa (YacTH) He pa3lelsatoTcs. Bece aIeKTpoHHbIe TOKYMEHTHI
HE3aBUCUMO OT UX 00beMa BKIIFOYAIOTCS B OJJTHO 3JIEKTPOHHOE JEJO.

171. JJokyMeHTBl BHYTpHU JA€ja paclojlaratoTcsi CBEPXY BHU3 B COOTBETCTBUHU C
MOCJIEA0BATEIBbHOCTRIO PEUIEHUsT BOIpoca (XpPOHOJOTHMYECKOM IMOPSAJIKE IO pelaeMbIM
BOITpOCaM) WJIM B HA4aJle JieJla MOMENIAETCS MHULUATUBHBIN TOKYMEHT, 3aT€M — TOKYMEHT C
OKOHYATEJbHBIM PEIICHUEM BOIPOCA, Jajee — JOKYMEHTBI, OCBEUIAIONINE XOJ PEIICHUS
BOIIpOCA.

172. Bce JOKYMEHTBI OTYETHOTO U MH(POPMAITMOHHOTO XapaKkTepa M0 UCIIOJHEHUIO aKTOB
Y MOPYYEHUN BBIIIECTOSAIIUX OpPraHU3aluid, B KOTOPBIX OpPraHU3alusl SIBISJIACh OCHOBHBIM
UCIoiaHuTeNneM, (GOpPMUPYIOTCS B OT/AENIbHBIE Jeja [0 HaNpaBJICHUSIM JESITEIbHOCTU
OopraHu3alnuy. B ocTalbHBIX Ciy4asX 3TU JOKYMEHTHI MOIIMBAIOTCS B JIEJI0 MEPEIHUCKU 32
TEKYIIUHU TOJI.

173. PactiopsiauTenbHble JOKYMEHTHI TPYIIIIUPYIOTCS B J€na 10 BUAAM U XPOHOJIOTHH C
OTHOCAIIMMUCS K HUM MPWIOKEHUAMU. WMHCTpYKUHMH, NpaBHIIA, IOJOXKEHHS, YCTaBbI,
YTBEPKJICHHBIE PACIOPSAIUTEIBHBIMU JTOKYMEHTAMHU, SIBISIIOTCS MPUIOKEHUSIMU K HUM U
IPYIIUPYIOTCS BMECTE C YKAa3aHHBIMU TJOKyMeHTaMu. Eciiu jke OHM yTBEpK/IE€HBI B KAUECTBE
CaMOCTOATEIBLHOTO JOKYMEHTA, TO UX TPYNIUPYIOT B OTACIbHbBIE Jea.

174. Tlpukassl (pacnopsiKeHUs1) 0 OCHOBHOM JIEATEIbHOCTH, MPUKa3bl (PACIOPSIKEHHS)
0 JINYHOMY COCTaBY, aJIMUHUCTPATUBHO-XO3IUCTBEHHOUN NESITEIHHOCTH (POPMUPYIOTCS B
OTJIETIbHBIE JIENa.

175. IIpoTokoBl B JIeJie pacnoyiaraloTcsi B XpOHOJIOTHYECKOM TMOPSAAKE MO HOMEpam
BMECTE C JOKyMEHTaMU K HUM.

176. Ilepenucka rpynnupyeTcs 3a JIeJIONPOU3BOICTBEHHBIN IOl U CUCTEMATU3UPYETCS B
XPOHOJIOTUYECKON MOCIIEeI0BATENLHOCTH, MPU ITOM JTOKYMEHT-OTBET MOMEIIaeTcs 3a
JOKYMEHTOM-3anpocoM. [Ipu BO30OHOBIEHUM MEPENUCKH IO OINPEIEICHHOMY BOIPOCY,
HayaBUIEHCS B MPEAbIAYLIIEM TOAY, JOKYMEHTHI BKIIIOYAKOTCA B JEJI0 TEKYLIEro roja C
yKa3aHUEM MHAEKCA Jelia MPEeAbIYIEro roja.

177. JIOKyMEHTBI B JUYHBIX JI€JIaX PacCIOJaraloTCsi B XPOHOJOTMYECKOM MOPSIKE B
COOTBETCTBHH C UX MOCTYILJICHUEM.



178. JluueBbie cuera mo 3apabOTHOW Mmiate (GOPMUPYIOTCS B OTACIbHBIE Jeja U
pacnoJiaratoTcs B HUX B al(aBUTHOM NOpsAJIKEe paMuinii paOOTHUKOB.

179. TpynoBbie JOTOBOPHI (POPMHUPYIOTCS B COCTABE JUYHBIX JIET WM OTIACIBHO B
andaBUTHOM NopsaKe pamuiinii pabOTHUKOB.

180. Crnucku (pU3MYECKUX JUL U AOKYMEHTBI, MOATBEPXKAAIOIINE NEPEUUCICHUE
00s13aTeNbHBIX TEHCHUOHHBIX B3HOCOB, 0053aTENbHBIX MNPO(ECCHOHANBHBIX MEHCHOHHBIX
B3HOCOB B €JIMHBI HAKOMUTEIbHBIN EHCUOHHBIN (HOHI, HOPMUPYIOTCS B OJTHO JEJO.

Crucku GU3NYECKUX JHI] U JOKYMEHTBI, TOATBEPKIAIOIINE TEPEUNCICHUE COIIMATIbHBIX
OTUYUCIEHUH, POPMUPYIOTCS B OJHO JAEIIO.

Crncku GU3MYECKUX JIUI] U IOKyMEHTBI, TOATBEPKAAIOIINE MTEPEUUCIIEHUE B3HOCOB TI0
0053aTEIbHOMY COLIMAIbBHOMY MEIMIIMHCKOMY CTPaXxOBaHMIO, (POPMUPYIOTCS B OJHO JEIIO.

181. Ilmanpl, OTYETHI, CMETHI, JUMHUTHl U IITATHBIE pacHucaHus (OPMUPYIOTCA B
COOTBETCTBYIOIIME JI€JIa TOrO roJa, HAa KOTOPBIA HIJIM 3a KOTOPBIA OHU COCTAaBJIEHBI,
HE3aBUCUMO OT JAThl UX COCTABJIEHUS, YTBEPKICHUS WIH MOCTYIUICHHUS.

182. Obpamienusi, cOOOIEHUsI, 3aMIPOCHI, OTKIUKUA U TPEIIOKEHUS PUHUYECKUX U
IOpUJIMYECKUX ULl (POpMHUPYIOTCS B Jella MO BOIpPOCAM, HANpPaBIEHUAM JESITEIbHOCTH
OpraHu3alluy WIH aAMUHUCTPATUBHO-TEPPUTOPUATIBHBIM eAuHULaM. [Ipy He3HAUUTENBHBIX
obbemMax oOpalieHu, COOOIIEeHUH, 3alpPOCOB, OTKJIMKOB U MPEIJI0KEHUM JOMyCKaeTCs
dhopmMupoBaHHE /eI M0 GaMUIIUSIM aBTOPOB OOpaIeHHH, COOOIISHH, 3aIIpOCOB, OTKINKOB U
NpEeIIoKEeHUI B ali(haBUTHOM MOPSIIKE.

183. DnexTpoHHbBIE TOKYMEHTHI U 0a3bl JaHHBIX (POPMHUPYIOTCSA B DJIEKTPOHHBIE JIeia B
COOTBETCTBUM C HOMEHKJIATYpOU Je]l OpraHu3aluu, OTIEIbHO OT JOKYMEHTOB Ha OyMakHOM
HOCHUTEJIE, B TOM HHPOPMALIMOHHON CUCTEME, B KOTOPOUM OHHM OBUIM CO3/1aHbl. DIEKTPOHHBIE
0a3bl JaHHBIX (OPMHUPYIOTCS B OTACNIbHBIE J€jia, HAUMEHOBAHHE J€1 COOTBETCTBYET
HAaMMEHOBaHUIO 0a3bl JAHHBIX.

ITaparpa¢ 12. ITopsanok opopmienus nen

184. Jlena opranu3anuu mojjiexar opopMICHHUIO MIPU UX 3aBEJICHUH U 110 3aBEPIICHUN
roja Juisi MOJATOTOBKH Jenia K XpaHeHuto. OgopmieHue aena BKIOYAET B ce0s KOMILIEKC
paboT Mo omHMCcaHUIO Jeia Ha 00J0KKe, OPOIIIOPOBKE, HyMEPAIIMH JINCTOB U COCTABIICHUIO
3aBepuTesbHOM Haanucu. OdopmiieHue e NpoBOAUTCS OTBETCTBEHHBIM JIMIIOM 32 BEJICHUE
JIETOTPOU3BOJICTBA CTPYKTYPHOTO TMOJApA3/ACNICHHs, MPU METOJMYECKON MOMOIIU U TOJ
KOHTpoJieM ciryx0b1 IOV

185. B 3aBUCHMOCTH OT CPOKOB XPaHEHMS INPOBOJIUTCS IOJHOE WJIM YAaCTHYHOE
opopmiienre nen. IlomHoMy odopmileHHIO MOJJEkKAT Jejia MOCTOSSHHOIO, BPEMEHHOTrO (
ceoimie 10 5er) XxpaHeHus M MO JUYHOMY coctaBy. [lonHoe odopmieHue nena
npeaycMarpuBaeT oQpopMiieHHEe PEKBU3UTOB OOJIOKKH Jiefla, HyMEpPAIUIO JUCTOB B JEIe,
COCTaBJICHHUE JINCTA-3aBEPUTENS Jiea, Mo (OpPME COTJIACHO MPUIIOKEHHUI0 27 K HACTOSALIUM
[IpaBuiam, cocraBieHHME BHYTPEHHEW ONMUCH JOKYMEHTOB Jeja, 1mo (opme COrjacHO



NpUiIoKeHUo 28 k HacrosmuMm [IpaBuiam, NOAIIMBKY WM NEpEIUIET Jejia, BHECEHHE
HEO0OXOJAMMBIX YTOUHEHHUI B PEKBU3UTHI OOJIOKKH JIENa.

186. Ha obmoxke jgena mOCTOSIHHOTO, BpeMeHHOTo (cBbimie 10 yieT) XpaHeHus U 1o
JUYHOMY COCTaBY YKa3bIBAIOTCS CIEAYIOIINE PEKBU3UTHI:

1) HanMeHOBaHKE OpraHu3ali, HAUMEHOBAHUE CTPYKTYPHOI'O MTOAPA3/IECICHUS;

2) HAaMMEHOBaHUE HACEJICHHOIO IMyHKTa, B KOTOPOM AMCIIONUPOBaHa OpraHu3alus, HOMep
(mHIeKc) aena;

3) 3aroyioBOK jena, Aara jiena (ToMa, 4acTH), KOJIMYECTBO JIMCTOB B JIeJie, CPOK XpaHEHUs
nena;

4) apxuBHBIN mudp gena.

187. PekBU3UTHI, IPOCTaBIsIEMbIE HA O0JIOKKE JieJia MOCTOSSHHOTO, BPEMEHHOTO (CBBIILIE
10 net) xpanenwusi, 0HOPMIISIOTCS CIETYIONTUM 00pa3oM:

1) HauMeHOBaHUE OpraHU3allii B COOTBETCTBUU C YUPEAUTEIbHBIMU TOKYMEHTAMU
YKa3bIBA€TCS MOJTHOCThIO B MMEHUTEIBHOM MaAEXKe, C YKa3aHUEM O(PUIMATbHO MPUHSTOTO
COKpAIllEHHOTO HaWMMEHOBAaHHUSA, KOTOPOE YyKa3bIBaeTCA B CKOOKaxX TOCJE TMOJHOTO
HaMMEHOBAaHUS;

2) HaMMEHOBAaHME CTPYKTYPHOI'O IOJPAa3JEJICHHUs 3aMHUCBIBAETCS B COOTBETCTBUU C
YTBEPKJICHHON CTPYKTYpO#, HOMEp Jiefa - MpocTaBisieTcs HuppoBoe 0003HaueHHEe (MH]IEKC)
JieJ1a 110 HOMEHKJIaType J1eJl OpraHu3alny;

3) 3aroioBOK Jelia MepEeHOCUTCS U3 HOMEHKJIATYpHhI Jell, aTa Jena - yKa3bIlBaeTcs roj (-
bl) 3aBEJICHUS W OKOHYAHUS Jieja B Jenonpou3BojicTBe. [latoil nen, coaepkamux
pPacHopsIAUTENbHYIO JTOKYMEHTAIIUIO, @ TAKXKE COCTOAIIUX M3 HECKOJIbKHX TOMOB (4acTei),
ABJISIIOTCSL KpallHWE JaThl IOKYMEHTOB J€jla, COOTBETCTBEHHO Jara (YUCIO0, MECSL, TOX)
perucTpanuu (COCTaBICHMsI) CAMOT0 PaHHETO M CaMOT'0 MO3/IHEr0 JOKYMEHTOB, BKJIFOUEHHBIX
B nen0. JlaToil nmpuioxeHus K Aeny, CGOpMHUPOBAHHOMY B OTJAEJbHBIA TOM, SIBJISIETCS AaTa
pErucTpaliid OCHOBHOI'O IOKYMEHTA, PUJIOKEHHE K KOTOPOMY MOMEIIEHO B 3TOT ToM. [Ipn
ATOM YHUCIO M ToJ 00O3HayarwTcs apaObCKuMHM LHU(paMy, Ha3BaHHE Mecsla MUIIETCA
MTOJIHOCTBIO CJIOBAMU.

188. B mensix oOecrnieyeHUs: COXPAaHHOCTH U 3aKpEIUICHHs MOPAJIKa PACTIOJIOKEHUS
JOKYMEHTOB, BKJIFOUEHHBIX B JIEJI0, BCE €r0 JIMCTHI, B TOM YHCJIE€ PE30JIOLNH, COCTaBICHHbBIE
Ha OTJIETTLHOM JICTE ((PUILIKK), KpOME JTUCTA 3aBEPUTENSl U BHYTPEHHEHN OMKUCH, HYMEPYIOTCS.
JIMCTBI HyMEPYIOTCSI YEPHBIM, MSTKUM, TpaUTOBBIM KapaHAAIIoM, U(PhI IPOCTABIISIIOTCS B
IIPaBOM BEPXHEM YTIIy JIUCTA.

189. ITopsimok HyMepaluy JUCTOB AEJIA:

1) muct 6onee dhopmata A4, MOAIMUTHIN 3a ONUH Kpail, HyMepyeTcs Kak OJWH JIUCT B
IPaBOM BEPXHEM YTIIy;

2) TOKYMEHTBI C COOCTBEHHOW HyMepalHel JUCTOB, B TOM YHCJIE MT€YaTHbIE U3JaHNUs,
MOTYT HyMEpPOBAaThCs B O0OILEM MOPSAKE WU COXPAHATh COOCTBEHHYIO HyMEPAIIUIO, €CIIH OHA
COOTBETCTBYET MOPAJIKY PACIOJIOKEHHUS JINCTOB B JIEIIE;



3) IUCTBI JIe, COCTOSIIIUX U3 HECKOJIBKUX TOMOB HIIM YacTE€H, HyMEPYIOTCS MO KXKIOMY
TOMY WJIM YaCTH OTJIENbHO;

4) dbororpadum, YSPTEKHU, THATPAMMBbl U HHBIC WUTIOCTPATUBHBIC U cIieIUPUIeCKue
JIOKYMEHTBI, TIPEICTABIISIONINE CAMOCTOSITEILHBIN JIUCT B JIeJie, HyMEpPYIOTCsl Ha 000pOTHOM
CTOpPOHE B JICBOM BEPXHEM YTIy;

5) moAIIUTRIE B I€7I0 KOHBEPTHI C BJIOKEHUSIMH HYMEPYIOTCSI — CHauajia KOHBEPT, a 3aTEM
OuYepeTHBIM HOMEPOM KaXKJI0€ BJIOKECHUE B KOHBEPTE;

6) TpUIOXKEHUS K Jely, MOCTYNHUBIINE B Meperiere, ohOpMIISIOTCS Kak
CaMOCTOSITEIILHBIN TOM U HyMEPYIOTCS OTIEIBHO;

7) B ciiydasix oOHapy>KeHHUs OOJBIIOr0 YKCia OIMMOOK B HyMEpallMH JINCTOB Jelia
MPOBOJAUTCS WX IepeHyMmepanus (Mpu TepeHyMepallMu JHUCTOB CTapbhle HoOMepa
3a4EepKUBAIOTCS U PAJIOM CTABUTCSI HOBBIM HOMED JIMCTA, B KOHIIE JieJla COCTABISIETCS HOBBIN
JIUCT — 3aBEPUTEID, IIPU 3TOM CTapbIi JIUCT — 3aBEPUTEIIb 3aUEPKUBAETCS, HO COXPAHSIETCS B
nene);

8) Mpu HaTUYUHU OTACIBbHBIX OMUOOK B HyMEpaIluu JUCTOB JOMYCKAeTCsl ynoTpeOIeHue
JUTEPHBIX HOMEPOB JIUCTOB.

190. Tlocne 3aBepuieHHUs] HyMEpALMU JIUCTOB COCTABIISIETCS 3aBEpUTENIbHAS HAIIHUCH,
KOTOpasi MOJIMKUCHIBACTCS €€ COCTABUTENIEM C YKa3aHHEM paciIu@pOBKYU MOAMUCH, TOJKHOCTH
U JJaThl COCTABJICHUSI.

Ecnn enuuunia XpaHeHUs COCTOUT U3 TEKCTOBBIX U IpadUyecKUX JOKYMEHTOB, TO B
3aBepUTEIHHON HAAMKUCH KOJUYECTBO JHUCTOB C TEKCTOBOM M rpadpuueckoil TOKyMeHTaluen
YKa3bIBA€TCs pa3AesibHO.

Bce nocnenyroue u3MeHEHUsI O COCTaBE U COCTOSIHUM Jiesia (MMOBPEXKACHUS, U3IBATHUE
JOKYMEHTOB) OTMEUAIOTCS B JIUCTE-3aBEPUTEIIE CO CCHIIIKOW Ha COOTBETCTBYIOIIUN aKT.

KonuuecTBo TUCTOB B Jiejie MPOCTABIISIETCSI HA 00JIOKKE Jiejia B COOTBETCTBUU C UTOTOBOM
HA/JIIUCHIO.

191. PexkBusut "cpok XxpaHeHus Jena" MEepeHOCUTCS Ha OOJIOXKKY JAena u3
COOTBETCTBYIOIICH HOMEHKIIATYPHI JI€JT ITOCJIE CBEPKH €r0 CO CPOKOM XPAHEHUSI, YKa3aHHBIM B
NEPEYHSAX TOKYMEHTOB, C YKa3aHUEM CPOKOB XPaHEHUS.

192. Ha nenax noCTOSSHHOTO XpaHEHHUs NUIIeTcs — " XpaHUTh MOCTOSTHHO'.

193. ApxuBHbIi mudp nena (COCTOUT U3 HoMepa (HOHJIa, HOMEpa OIUCH M HOMepa Jielia
10 OTHMCH) Ha 00JIOKKaX JIeJ1 MOCTOSIHHOTO XPaHEHUS ITPOCTABIISECTCS B apXUBE TOJBKO MOCIIe
BKJIFOUCHHUS ITHUX JIed B pa3jeibl CBOAHBIX omuced, yTBepxkaeHHbXx JIIK (10 »Toro on
MIPOCTABJISAETCS KapaHIaIIoM).

194. Tlo oxoHYaHWM TOJAa B HAIMKUCH HA OOJIOKKAX JIeTT TOCTOSIHHOTO U BPEMEHHOTO (
cBbiie 10 yer) xpaHeHUs: BHOCSTCS YTOUHEHHUS] — MIPU HECOOTBETCTBUM 3arojioBKa JieNl Ha
00JIOKKE COACPKAHUIO MOAIIUTHIX JTOKYMEHTOB B 3aroJIOBOK Jieja BHOCSTCS U3MEHEHHUS U
JOTIOJTHEHHSI.



195. Ins y4yeta TOKYMEHTOB OINPENEIIEHHBIX KaTerOPU MOCTOSIHHOTO U BPEMEHHOIO
cpokoB (cBhimie 10 neT) XxpaHEHHs, y4eT KOTOPBIX BBI3bIBAE€TCS CHEHU(UKON TaHHOU
JTOKyMeHTaIuu (0co00 IMeHHBIC JOKYMEHTHI, IUYHBIC J1ea, TPUKA3bl, TPOTOKOJIBI U WHEIE),
COCTaBJISICTCSI BHYTPEHHSS OMUCH JIOKYMEHTOB.

BHyTpeHHsIsl ONKCH TOKYMEHTOB JIeJla COCTABIISIETCA TaK)XEe Ha Jieja MOCTOSIHHOTO U
BpeMeHHOro (cBeiiie 10 jeT) XpaHeHus, eciu OHH CHOPMHUPOBAHBI MO PA3HOBUIHOCTSIM
JOKYMEHTOB, 3ar0JIOBKM KOTOPBIX HE PACKPBIBAIOT KOHKPETHOE COJEPKAHUE IOKYMEHTOB.

Bo BHyTpeHHEN ONUCHU €AUMHHULBI XPAHEHUSI, COCTOSIIECH U3 YEPTEHKEU WIIM HECKOJIBKUX
TEKCTOBBIX U I'padUueCKUX JOKYMEHTOB, MEPEUUCISIOTCS BCE JOKYMEHTHI C YKa3aHUEM UX
MOPSAKOBBIX HOMEPOB, 00O03HaueHHs (MHIEKCOB, MHUGPOB), HAUMEHOBAHMS, HOMEpa U
¢dbopmara nucra. Ecnm yepTexk COCTOUT M3 HECKOJBKUX JUCTOB, TO YKa3bIBAIOTCS €ro
HalMEHOBAHUE W KOJWYECTBO JUCTOB. ECIM eMHMIIa XPAaHEHUS! COCTOUT U3 TEKCTOBBIX U
rpaguyecKkux JOKYMEHTOB, TO NMPUBOJUTCSA 3aroJIOBOK Ka)KJOTO TEKCTOBOTO JOKYMEHTA,
3aT€M OMHUCHIBAIOTCS YEPTEKHU.

196. JToKyMEHTBI, COCTaBJISAIONIME €0, NOAIIMBAIOTCS HE MEHEE, YEM Ha YEThIPE
MpOKOJa B TBEPAYI OOJIOXKKY M3 KapTOHA WJIM NEPEIUIETAIOTCS C YYETOM BO3MOXKHOTO
CBOOOJTHOTO YTEHUS TEKCTa BCEX JOKyMEHTOB. [1epBbIil U mocinenHuii mpoKO MPOU3BOASTCS
Ha pacCTOSHUM OJIHOTO CAHTUMETPA OT BEpXHEH (HUXKHEW) rpaHullbl Jucta. [Ipu moaroroske
JIeNT K TMOIIMBKE (MepervieTy) MeTauTnueckKue CKperieHus (OyIaBKu, CKPETKA U UHBIC) U3
JNOKYMEHTOB YJAJSFOTCS.

197. dena BpemeHHOro (10 10 JIeT BKIIOYUTENBHO) XPAaHEHUS JIOITyCKAETCS XPaHUTh B
CKOPOCIIMBATENAX, HE MPOBOAUTH MIEPECUCTEMATU3AIUIO IOKYMEHTOB B JIEJIE€, JIUCTHI JI€NIa HE
HYMEpOBaTh, 3aBEPUTEIbHbBIC HAJIIMCHA HE COCTABIISITh.

198. Tlpu dyukuonupoBanuu B opranuzanuu COJl odbopmieHue 1en 10KyMEHTOB Ha
OyMa)kKHBIX HOCUTEJISAX OCYIIECTBISETCS IIPU IPOBEPKE C ABTOMATUYECKH C(HOPMUPOBAHHBIMU
onucsmu aein B COJI.

199. DnexkTpoHHBIE JOKYMEHTHI C UCTEKIIMMHU CPOKaAMU XPAHEHUS MOJICKAT BbIJCICHUIO
K YHUYTOXXCHUIO Ha OOIUX OCHOBAHUSX, TOCJIE YEero MPOBOASATCS WX (U3MUECKOe
YHUYTOXKECHUE WM YHHUYTOXKECHUE NPOTPAMMHO-TEXHHUYECKUMH CPEICTBAMH C
COOTBETCTBYIOIIEH OTMETKOM B aKT€ O BBIJACJICHUU K YHUUTOXEHUIO DSJIEKTPOHHBIX
JOKYMEHTOB.

DJNIeKTPOHHBIE JOKYMEHTHI CUUTAIOTCS YHUYTOKEHHBIMH, €CIIM X HEJb3s1 BOCCTAHOBUTH
cpelcTBaMHu MH(POPMAIIMOHHOW CUCTEMBI HA HOCUTEISIX MHGOPMAIIMH U U3 PE3EPBHBIX KOTHH.

ITaparpa¢ 13. ITopsanok omepaTHBHOTO XpaHEHHA JOKYMEHTOB

200. [Tocne 3aBepiieHUs B JEIOMPOU3BOCTBE TOKYMEHTHI HAa OyMaKHBIX HOCUTENSIX J10
nepeadyd B apXWUB OpraHU3allii B TEYCHUE OJHOTO roja XpaHATCSA B JeiaxX M0 MECTy UX
(dbopMHpOBaHUS, YTEKTPOHHBIE TOKYMEHTHI — B CO/I.



201. Cnyx6a JJOY, pyKOBOAMUTENH CTPYKTYPHBIX MOJpa3AeieHUNA OpraHU3aIu
o0ecrneuyrBalOT COXPaHHOCTh AOKYMEHTOB W jen. [lena xpanarcs B mkadax u ceridax B
pabouux KaOMHETaX WM CHCIMAIIBHO OTBEACHHBIX JIJISI TOU 1IETTH TTOMEIICHUSIX.

202. Jlena pacnojararoTcsi B COOTBETCTBUM C YTBEPKICHHOW HOMEHKJIATYpOU eI
OpraHu3alvy, Ha KOpelKax 00J0KEeK YKa3bIBAIOTCS UX UHICKCHI.

203. Bplmaua el BO BPEMEHHOE IOJIb30BAHME OPraHU3alMsIM IMPOU3BOJIMUTCSA Ha
OCHOBAHHMH MUCBMEHHOTO 0OpALIEHUs U C PE30IIOLUUEN PyKOBOAUTENS Opranu3auu. Begada
J€Jd WHBIM MOAPA3JAEICHUSIM OpPraHu3aluyi MPOU3BOAUTCA C PE3OJIOLUEH PYKOBOJIMTENS
CTPYKTYPHOTO MOJPA3EICHHS, @ BHYTPH CTPYKTYPHOIO MOAPA3AEIECHUS — O] PACTIHCKY.

Ha BbhImaHHOE A€70 3aBOAUTCS KapTa-3aMECTUTENb Jieda. B Hel yKa3bIBalOTCA
CTPYKTYpPHOE ToJipa3/ieJieHue, UHJEKC Jelia, 1aTa ero BblAaul, KOMY JIeJIO BbIJAHO, 1aTa €ro
BO3BpAIIIEHNUS, TTPETyCMaTPUBAIOTCS Tpadbl 711 PACTIMCOK B TIOTYYCHUU U TIPUEME JIeTa.

DNeKTPOHHBIE TOKYMEHTBI, HaXO/SIIHeCs] Ha ONEPATUBHOM XpaHEHUHU B 0a3ax JaHHBIX
CO/1, BeIIAOTCS 711 UCIIOJIB30BAaHUS B BUJE OYMa)KHOM KOIMHU 3JEKTPOHHOTO JIOKYMEHTA,
AIEKTPOHHOM KOMHUHM JOKYMEHTa Ha DJJIEKTPOHHOM HOCHUTEJE JUOO0 BBICHIIAIOTCS 10
ANEKTPOHHOMY ajJipecy paOOTHHKA, 3alpallMBaloOIIero JOKYMEHT. JJEKTPOHHbIE naena (
TIOKYMEHTHI) BO3BpATY HE MOJIEXKAT.

CHocka. B nyHkT 203 BHECEHO U3BMEHEHHE Ha Ka3aXCKOM SI3bIKE, TEKCT Ha PYCCKOM SI3bIKE
HE MEeHsIeTcsl Tpuka3zoM MunucTpa KyibTypbl 1 nH(popmanuu PK ot 23.07.2024 Ne 329-HK (
BBOJIUTCSI B JICHCTBHE MO UCTEUCHHH JIECATH KAJICHIApHBIX JIHEH MOCIe THS €ro EPBOTO
O0(pUIIUATIBHOTO OMMyOIMKOBAHUS).

204. N3patre JOKyYMEHTOB U3 JI€Jl POU3BOIUTCSA B COOTBETCTBUU C 3aKOHOIATEIHCTBOM
Pecnybnuku Kazaxcran, mpu 3TOM B J1€J10 BKJIAJbIBAIOT KOMMU U3BSATHIX JOKYMEHTOB U aKT (
MPOTOKOI) 00 U3BATUU MOTTMHHUKOB.

205. B cinydae yTparbl TOKYMEHTOB U JIe]l MPOBOJUTCS CIIyKEOHOE pacciieloBaHHe, 1O
pe3yibTaTaM KOTOPOTr0 BRIHOCHUTCS PEILICHUE.

ITaparpad 14. ITopsanok nepenads el B apXUB OpraHA3aUA

206. Ilepemaua nen W3 CTPYKTYPHBIX MNOApPa3AEICHUNA B apXUB OpraHu3aluu
OCYILIECTBIISIETCS MO OMUCAM JEN, COCTABISEMBIM IO PE3YJbTATaM IKCIEPTU3bI HEHHOCTH
JIOKYMEHTOB U JIeJI, 3aBEPIICHHBIX B JIETONPOU3BoACTBE. [JokyMeHTsl BpemeHHoro (a0 10 net
BKJIFOYUTEIBHO) XPAHEHHS TIEPEAAOTCS B apXUB OpraHU3alUy 110 HOMEHKIIATYPE AEl.

207. Onucu Aen CoCTaBisI0TCS OTAENBHO Ha Jieda MOCTOSSHHOTO, BpeMEHHOT O (cBbIe 10
JIET) XpaHEHUs U 10 JTUYHOMY COCTaBy IO (popMe COTIacHO MPHUIIOKEHUIO 29 K HACTOAIIUM
IIpaBunam.

208. I'padpr omucu gen 3amoJHAIOTCSA B TOYHOM COOTBETCTBHU C TEMH CBEIACHUSIMU,
KOTOpbIE€ BBIHECEHBI Ha OOJOKKHU Jei. [Ipy BHECEHHMHM B ONHCh JeJ TOJAPSA Jed C
OJIMHAKOBBIMH 3ar0JIOBKAMU MUIIETCS MOJHOCTHIO 3aroJ0BOK MEPBOTO Jeja, BCE OCTaIbHbIE
OJIHOPOJIHBIE JieJia 0003HAYAI0TCS CIOBOM "TO ske'", IPU 3TOM MHBIE CBEACHHUS O HUX BHOCSATCS



B OIIMCH MOJTHOCTHIO. Ha HOBOM JIMCTE ONUCH 3aroJI0BOK OJTHOPOJHBIX A€ BOCIIPOU3BOIUTCS
MOJIHOCTBIO.

209. Kaxnoe aeno (ToMm, 4acTh Jiefla) BHOCHUTCA B OIUCH IOJI CAMOCTOSITEIbHBIM
HOPSAIKOBBIM HOMEPOM.

210. I'pada omucu "llpumeyanue" UCMONB3yeTCs s MPOCTAHOBKH OTMETOK 00
0COOCHHOCTSX (DU3UYECKOTO COCTOSIHMS Jena, Mepeiade jejia MHOMY CTPYKTypPHOMY
noApa3eiaeHut0 (MHOW OpraHu3allim).

211. Onuce nen cocraBisieTcsl B IBYX 3K3EMIUISIpax, OJUH U3 KOTOPBIX MEpEeAacTCs
BMECTE C JIeJlaMU B apXUB OpraHu3aluu, a BTOPOH — OCTaeTCsl B KaYe€CTBE KOHTPOJIBHOTO B
CTPYKTYPHOM IOAPA3/ACIICHUN.

212. IlpaBunbHOCTh GOPMUPOBAHUS U MTOATOTOBKHU JIEN K NIEpeiaue B apXUB OpraHU3alNH
nposepsiercss cayx0oit JIOY. HMmeromuecs HapylieHUs YCTPAHSAIOTCS CTPYKTYPHBIM
NOAPAa3ACICHUEM OPTraHU3aluH.

213. IlpueM Kaxaoro aena MpOU3BOAUTCS paOOTHUKOM, OTBETCTBEHHBIM 3a apXHB
OpraHu3alliy, B MPUCYTCTBUHU paOOTHUKA CTPYKTYPHOTO TojipasaeneHus. [Ipu stom Ha o6oux
AK3EMILUIAPAX ONHMCH MPOTUB KAXKIOIO Jeja, BKIOYEHHOrO0 B HEe, JIeJlaeTcsl OTMETKa O
HaJIM4YuU Jena. B KoHIle KaXa0ro sK3eMIUIApa OMUCH YKa3bIBAIOTCS HMU(PPaMU U MPOMUCHIO
KOJIMYECTBO (DaKTUUYECKHU MPUHATHIX JeJl, AaTa Npuema-lepeaadn Jej, a TakkKe MOANHUCH
paboOTHHKA, OTBETCTBEHHOI'O 33 apXUB, U JIMIIA, IEPEAABILETO Jea.

214. BMmecte ¢ fAeilaMu B apXWB OpraHU3aldN NEPENAIOTCS PETUCTPALIMOHHBIE KAPTOTEKH
Ha JJOKYMEHTHI U (WJIM) IpoTrpaMMHbIE CpelICTBa, 0a3bl JaHHBIX, CoepKaline HHPOPMAIUIO O
pErucTpanuy U UCIIOJIHEHUU MEPEJAaBAEMBIX TOKYMEHTOB. 3aroJ0BOK Ka)JA0W KapTOTEKH WIH
0a3bl JTaHHBIX BKJIKOYAETCS B ONHKCh.

215. B ciuydae NIWKBHAAUHMU CTPYKTYPHOTO TojpaszfeneHus, ¢unnana (
MpPEJCTABUTENBCTBA), JUILO, OTBETCTBEHHOE 3a BEICHHUE JEJIONPOU3BOJCTBA JTAHHOTO
CTPYKTYpPHOTO Tojpa3jeieHus, (uiuana (IpeacTaBUTENbCTBA), B MEPUOJ MPOBEICHUS
JUKBUJIAIMOHHBIX MEPONPUATUN (POpPMUPYET BCE HMMEIOIIMECS TOKYMEHTHI B JeJa,
oopmiseT Aena u nepefaeT uX B apXuUB OpraHU3aIMH HE3aBUCHUMO OT CPOKOB XpaHEHHUSI.

216. B ciaydae NTUKBUAAUMH OPraHU3alMHd B NEPUOJ MPOBEACHUS JIMKBUAALMOHHBIX
MEpOINPUATUA JOKYMEHTHl IO JIMYHOMY COCTaBy O(OpPMIISIOTCS M NEpelaroTcs B
COOTBETCTBYIOIIHI TOCYJaPCTBEHHBIN apXUB.

[lepenaua aen oCylECTBISETCS MO OMUCAM JI€]1 U HOMEHKIIAType Je.

217. Tlepenauya JOKyMEHTOB B 3JIEKTPOHHOM (hopmaTe B COCTaBE 3JIEKTPOHHBIX 1€ B
apXvB OpPraHU3allMU OCYIIECTBISETCS PaOOTHUKAMHM CTPYKTYPHBIX MOApa3IeICHUM,
OTBETCTBEHHBIMHU 3a BEICHHE JEJIONMPOU3BOJCTBA, U obecneunBaerca cpeacrsamu COJl u
kaHainamu MUC DA npu ero HaIu4umu.

218. Ilpu mOArOTOBKE JIEKTPOHHBIX JOKYMEHTOB, OTOOpPaHHBIX K IepeJadye B apXuB
OpraHu3alliy, BBITIOJIHAIOTCS CJEIYIONME OCHOBHbBIE IPOLIEYPHI pa0OThI C JOKYMEHTAMM:



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

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

MUTpAIUs JICKTPOHHBIX IOKYMEHTOB Ha (u3uU4Yecku 000COOJICHHBIE MaTepHUaIbHbBIE
HOCHUTEJIH, €CJIH JOKYMEHTBHl II€PENalOTCsd B apXWB OpraHu3aluud He 110
MH(POPMAITMOHHO-KOMMYHHUKAIIMOHHBIM KaHaJIaMm;

IIPOBEPKA BOCIIPOU3BOJAUMOCTH JIEKTPOHHBIX JOKYMEHTOB;

MPOBEPKA JJIEKTPOHHBIX JOKYMEHTOB Ha HAJW4YHME BPEIOHOCHBIX KOMIIBIOTEPHBIX
[pOrpamm;

MOJATBEPKICHUE IEIOCTHOCTH JJIEKTPOHHOTO JI€da 3JIEKTPOHHOW MOANUCHIO
PYKOBOJUTENSA CTPYKTYpHOTO MoApa3AeiaeHuss (MHOrO0 YHNOJIHOMOYEHHOrO JIWIa),
OCYILECTBIIAIOMIEr0 IOArOTOBKY DJJIEKTPOHHBIX JOKYMEHTOB K Ii€perade B apXuB
OpraHu3aIUU.

CHocka. ITynkr 218 ¢ u3MeHeHreM, BHECEHHBIM MPUKa30M MUHUCTpa KyJIbTYpPbl U
undopmanuu PK ot 14.11.2024 Ne 544-HK (BBOAMTCS B ACHCTBHUE 110 HCTCUCHUHU JICCATH
KaJICHIAPHBIX JIHEU MOCIIE JTHS €ro MEePBOT0 OPUITHATHHOTO OITyOJINKOBAHHUS).

219. JIokyMeHTHI B 3JIEKTPOHHOM (popMaTe B apXHUB OpraHU3AIMU MEPEAAIOTCS BMECTE C
X METaJaHHBIMHU.

Ilepenaua 3JIEKTPOHHBIX [J€JI IOCTOSHHOIO XPaHEHUS MPOU3BOAUTCS IO OIHUCIM
AJIEKTPOHHBIX JEJ MOCTOSSHHOTO XPAHEHUS CTPYKTYPHBIX MOAPA3JCIICHUNA OpPraHU3aluu, a
BpeMeHHOTO (cBbIie 10 51eT) XpaHeHUs — MO OMKCSIM JIEKTPOHHBIX JIeJ BPEMEHHOTO (CBBIILIE
10 ;met) xpaHeHUs, COCTABJIECHHBIM MO (opMe, COrIacHO MPpUIokKeHUIo 30 K HACTOSAIIUM
[IpaBunam, B COOTBETCTBHUH C TPaPUKOM IIpHeMa dJIEKTPOHHBIX JIe]l B apXUB OPTaHU3AIUH.

[Ipy HEOOXOIUMOCTH MOXKET CO37aBaThCsl OYMaKHBIN DK3EMILIAP OMUCU AIECKTPOHHBIX
Tel.

Onuce 3JIEKTPOHHBIX AE] CTPYKTYPHOTO MOAPA3ACICHUS OpraHU3aluu YTBEPKIACTCS
MyTEM TMPOCTABJICHUS IIEKTPOHHOU MUGPOBOM MOMMUCH C TPUMEHEHUEM JIMYHOTO KITI0Ya,
BJIZICIIBIIEM KOTOPOTO SBJSAIOTCA OpPTraHU3alMs WA PYKOBOJAUTEIb CTPYKTYPHOIO
MOJpa3ICICHUs OPraHU3allH.

['paduk nmpuema >IEKTPOHHBIX JEJT B apXUB OPTraHU3AIMK COCTABIISIETCS PYKOBOIUTEIEM
apXuBa OpraHu3aluu (JUIOM, OTBETCTBEHHBIM 3a apXUB OpraHU3aIMu) 10 popme, CoracHO
npuioxkenuto 31 k HacrosmuMm [IpaBunam, u yTBepKaaeTcss pyKOBOAUTEIEM OpraHU3alUU.

220. B cocTaB 37€KTPOHHOIO JieJia BKJIIOYAIOTCS METAJaHHBIE HA KAXKABIN 3JIEKTPOHHBIN
JOKYMEHT.

[Ipu moATrOTOBKE AJEKTPOHHOTO Jeja K Nepeaadye B apXUB OpraHU3alui pabOTHUKOM
CTPYKTYypHOTO ToapaszaeneHust cpeiactBamu COJl cocraBiseTcss BHYTPEHHSI OIUCH
AIIEKTPOHHBIX JOKYMEHTOB AJIEKTPOHHOTO Jela (fanee — BHYTPEHHSS OMHUCH) Mo ¢dopme,
COrJIacHO mpujoxkeHuto 32 k HactoammM [IpaBunam, a Takke akTy npueMa-neperadu



AIEKTPOHHBIX JOKYMEHTOB W jen ciayx0bl JIOY opranmzamuu mo ¢opme CcoriiacHO
npuinoxkeHuto 33 k HacrosmuM [IpaBunam.

BHyTpeHHSISI OnMCh BKIIOYAETCS B COCTAB 3JIEKTPOHHOTO JieJa B KadyecTBE
CaMOCTOSITEJILHOTO JJICKTPOHHOTO JIOKYMEHTa, IMOJINUCAHHOTO 3JEKTPOHHOM HU(pPOBOM
MOANUCHIO C TPUMEHEHUEM JIMYHOTO KJIH0Ya, BJIAJCNIbIIEM KOTOPOTO SBJISIOTCS OpraHu3aIus
Wi pabOTHUK CTPYKTYPHOTO TMOJpa3[ejeHus OpraHu3alliMi, COCTaBUBIIMN BHYTPEHHIOIO
OIKCb.

221. DnekTpoHHBbIE JAeja MPU MOJATNOTOBKE K IEpenadye B apXUB OpraHHU3alUU
dbopMuUpyIOTCS TaKUM 00pa3oM, YTOOBI METaJaHHbIE KaXJOTO AJIEKTPOHHOTO JOKyMEHTa (
KpOME IEPBOr0) COJIEPkKaau KOHTPOJIbHBIE XaPAKTEPUCTUKU MPEABIAYLIETO0 3JIEKTPOHHOTO
JIOKYMEHTAa U €T0 METaJaHHbIX (OHOHAIIPABJIECHHBIN CBSI3HBINA CITUCOK).

222. Tlepenada u mpueM 3IEKTPOHHBIX I OCYHICCTBISIOTCS MO MUQPPOBBIM KaHATIaAM
CBSI3U WJIM Ha DJIEKTPOHHBIX HOCUTENAX B COCTaBe HMH(POPMAIIMOHHOTO Makera, ¢opmar
KOTOPOTO OMNPEAEISIETCS PErIAMEHTOM HWH()OPMALIMOHHOTO B3aUMOJEUCTBUA MEXKIY
CHUCTEMOM DJJIEKTPOHHOTO JOKYMEHTO000pOoTa U HMH(MOPMALIMOHHOW CHUCTEMOW apXuBa
OpraHu3aluu.

B onucsax 37eKTpOHHBIX Ae€d MOCTOSHHOTO U BpeMEHHOTro (cBhiiie 10 jeT) XxpaHeHus
JOTIOTHUTENIBHO YKa3bIBAIOTCS:

CBEJICHHUsI 0 pabOTHUKE CTPYKTYPHOTO IMOJpa3/ielIeHUs] OpPTaHU3aIlNH, MepelaroIieM
AJIEKTPOHHBIE JIeJla B ApXUB OpraHu3aiii (HauMeHOBaHUE JOHKHOCTH, MHULIUAIIBI, (pamMuIims)
;

CBEJICHUS 0 paOOTHHUKE apXHUBa OPTaHU3AIMU, TPUHUMAIOIIEM AJIEKTPOHHBIE JIeJia B apXUB
opraHuzanuy (HAMMEHOBAHUE JIOJXKHOCTH, MHUIUATIBI, PaMuius).

223. VHpopMaIlMOHHBIA TMAaKET COJEPKUT CIEAYyIOIMe METaJaHHbIe Ha ypOBHE
ANIEKTPOHHOTO JIeJa:

MOPSAJIKOBBIA HOMEP 3JIEKTPOHHBIX /1€ U JTOKYMEHTOB B OINMCH 3JEKTPOHHBIX A€
CTPYKTYPHOTO MOJPA3ACIICHNUS;

UHJEKC JIEKTPOHHOTO JENIa;

3aroJI0BOK 3JIEKTPOHHOTO J€N1a;

KpaiiHUE JaThl 3JIEKTPOHHBIX IOKYMEHTOB 3JIEKTPOHHOTO JEJa;
KOJIMYECTBO ANEKTPOHHBIX IOKYMEHTOB 3JIEKTPOHHOTO JIEIIA;
00BEM AJEKTPOHHBIX TOKYMEHTOB 3JIEKTPOHHOTO JIENa;

A3BIK (SI3BIKM) JIEKTPOHHBIX JOKYMEHTOB 3JIEKTPOHHOIO JIENa.

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

224. UnpopMallMOHHBIN MaKET COJAEPKUT CIEAYIOIIME METaJaHHbIE HAa YPOBHE
AIEKTPOHHOTO JOKYMEHTA BpeMeHHOTO (cBbilie 10 J1eT) U MOCTOSIHHOTO XpPaHEHUS:

Ha3BaHUE BUA SJIEKTPOHHOTO JIOKyMEHTa (MpUKa3, MUCbMO, CMETa U JIp.);
3aroJIOBOK 3JIEKTPOHHOI'O JJOKYMEHTA,



J1aTa IEKTPOHHOTO JOKYMEHTA;

IpaBo JIOCTyMNa K A3JEKTPOHHBIM JIOKYMEHTaM (JIOCTYN pa3peiieH BceM, JOCTYII
ycTaHaBiIuBaeTcs (HoHI000pa3oBaTeiieM);

JaTa CHATHS OTPaHUYEHUM JTocTyna (IIPU UX HAJIUYUHN);

PETUCTPAlMOHHBIN UHIEKC SJIEKTPOHHOTO IOKYMEHTA;

A3BIK AJIEKTPOHHOTO JOKYMEHTA;

JaHHBIE 00 aBTOPE ANEKTPOHHOTO JTOKYMEHTa (HAMMEHOBaHUE JTOJKHOCTH UCTIOJTHUTENS,
HaMEHOBAaHUE OPTaHU3ALNH, OITOTOBUBILIEH 3JIEKTPOHHBINA JJOKYMEHT);

cBeZieHUs O (pailiax AJIEKTPOHHOTO JOKyMEHTa (MMeHa, 00beM, KOHTPOJIbHBIC
XapaKTEPUCTUKH);

CBeJCHUS 00 aJIropuTMe BBIPAOOTKH KOHTPOJBHBIX XapaKTEPUCTHUK (AJITOpUTME
XJMIUPOBAHUS — KPUNITOTPA()UUESCKOM aITOPUTME BBIYUCIICHUS 3HAYCHUS XAMI-PYHKINN) (
0003HaYEHUE ANrOPUTMA, CChUIKA HA TEXHUYECKUI HOPMATUBHBIN MPAaBOBOM aKT).

[{enoCTHOCTh METAaIaHHBIX HA YPOBHE 3JIEKTPOHHOIO JIOKYMEHTA MOATBEPKAAETCS 00IIeH
IUTS1 BCETO IOKYMEHTA KOHTPOJIbHOM XapaKTEPUCTUKON, YKa3aHHOW BO BHYTPEHHEH OIKCH.

225. Ilpu HEoOXOAMMOCTH [Ji OMUCAHUS HA YPOBHE AJIEKTPOHHOIO JIOKYMEHTA
UCIIOJIB3YIOTCS TOTIOMHUTEIBHBIC META/IaHHbIE, XapaKTePU3YIOIINEe OCOOCHHOCTU CO3/IaHUS U
BOCIIPOU3BEICHHUS YJIEKTPOHHBIX JJOKYMEHTOB:

CCBUTKH Ha UHBIE JIOKYMEHTHI, 00pa3yroIie O0MIHi yIpaBIeHIeCKUH KOHTEKCT;

cBelleHuss 00 MHGOPMAIMOHHON TEXHOJOTMHU (BEPCUU MPOrPaMMHOI0 MPOAYKTA), C
MTOMOII[BI0 KOTOPOM CO3/IaH 3JIEKTPOHHBIN JOKYMEHT;
CBEJEHHUS O TEXHUYECKHMX U MPOTPAMMHBIX CpPEACTBaX, HEOOXOIUMBIX IS
BOCIIPOU3BEIEHUS PJIEKTPOHHOTO IOKYMEHTA;

CBEJICHHUS O 3alIUTE IEKTPOHHOTO JOKYMEHTA.

CHocka. B myHKT 225 BHECEHO U3MEHEHHE Ha Ka3aXCKOM SI3bIKE, TEKCT Ha PYCCKOM SI3BIKE
HE MEeHsIeTcsl Tpuka3zoM MunucTpa KyibTypbl 1 nH(popmanuu PK ot 23.07.2024 Ne 329-HK (
BBOJIUTCSI B JICCTBUE MO UCTCUCHUH JIECATH KAJICHIApHBIX IHEH MOciie THS ero IepPBOTO
O0(pUIIUATIBHOTO OIMyOIMKOBAHUS).

226. Ilpu nepenaye ANEKTPOHHBIX 1€ HA AJIEKTPOHHBIX HOCUTENSAX B COCTAB METAJaHHBIX
BKJIIOYAIOTCS JJAHHBIE 00 SJIEKTPOHHBIX HOCUTEINSIX (BHJ, TUI 3JEKTPOHHOTO HOCHUTENS) U
pa3MEeNIeHUH IEKTPOHHBIX JI€] U JOKYMEHTOB HA 3TUX 3JEKTPOHHBIX HOCHTEIISIX.

227. 17151 3NeKTPOHHBIX IOKYMEHTOB B COCTaB METAJIJaHHBIX JOMOJHUTEIBHO BKIIOUAOTCS
CBEJICHUSI O CPEACTBAX JJIEKTPOHHOU NMU(PPOBON MOIIMUCH, OMPENEsieMble PEriaMeHTOM
MH(POPMAITMOHHOTO B3aUMOJICHUCTBUSI MEKy CUCTEMOM AJIEKTPOHHOTO TOKYMEHTO000pOTa U
HH()OPMAITMOHHON CUCTEMOM apXuUBa OpraHU3aIIHH.

228. CocTaB MeTaJaHHBIX JJIS AJIEKTPOHHOTO TOKYMEHTAa, MPEACTaBISIONIEr0 CO00i
aApPXUBHYIO KOTHIO HH(OPMAIIMOHHOTO PECypca, TOMOJHUTEIHLHO BKITIOYAET B CEOS:

HaUMEHOBaHUE HH()OPMAITMOHHOTO PECYpCa;

TUT UHPOPMAITMOHHOTO PECYPCa;



KpaiiHue JaThl SKCIUTyaTallui HH(POPMALIMOHHOTO pecypca;
JAHHBIE O PETUCTpaIMi HHPOPMALIMOHHOTO pecypca;
UHTEPHET-aJpec pa3MelleHUus] HHPOPMALMOHHOTO pecypca (s MHPOPMALMOHHOTO
pecypca, pa3MelIeHHOT0 B TJI00aIbHOW KOMITbIOTEpHOU ceTu HTepHeT);
CBEICHUS O COOCTBEHHHMKE HH(POPMAIMOHHOTO pecypca B COOTBETCTBHH C

3aKOHOJaTeNbCTBOM PecnyOnuku KazaxcTaH o mepcoHaNbHbBIX JaHHBIX;

CBEJICHUS O BIIAJIeTblEe HH(OPMAIIMOHHOTO pecypca.

CHocka. B yHKT 228 BHECEHO U3MEHEHHUE Ha Ka3aXCKOM SI3bIKE, TEKCT Ha PYCCKOM S3bIKE
HE MeHsieTcs npuka3oM Munucrpa KyiabTypbl 1 uHGopMmanuu PK ot 23.07.2024 Ne 329-HK (
BBOJIUTCS B ACHCTBHE MO UCTEUCHHUH JIECITU KAJICHIApHBIX THEU Mociie THSA €ro NeEPBOTo
oQUIIMATBHOTO OIyOJINKOBAHUS).

[Tpunoxenue 1
k [IpaBunam JOKyMEHTHPOBaHMUS,
yIpaBJIeHUs TOKyMEHTauuei
Y MCTIOJIB30BAHUS CUCTEM
JIEKTPOHHOTO JOKyMEHTO000poTa
B TOCYIapCTBEHHBIX
1 HETOCYIapCTBEHHBIX OPTaHU3AIHIX

dopma

CxeMa pacroyIoKEHAS PEKBH3HTOB TOKYMEHTa
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[Ipumeuanue:
1 - uzobpaxenue ['ocymapcrBennoro ['epba Pecnybnuku Kazaxcran wmm sMOiIemsl,
JIOTOTHIA, TOBAPHOTO 3HAKa (3HAK 00CITyKUBaHUS)



2 - opurmanbHOE HAMMEHOBAHKUE OPTaHU3AIUN

3 - cripaBOYHBIE JaHHBIE 00 OpraHu3aluu

4 - HaMMEHOBAaHUE BUJIA JOKYMEHTA

S - mara TOKyMEHTa

6 - perucTpalMOHHbI HOMEp (MHAEKC) TOKYMEHTa

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

9 - rpud orpanuyeHus JOCTyNa K JOKyMEHTY

10 — anpecar

11 - rpud yTBEpKIACHUS JOKYMEHTA

12 — pe3osnronust

13 - 3aroin0BOK K TEKCTY JOKYMEHTa

14 - oTMETKA O KOHTpPOJIE

15 - TexcT nOKymMeHTa

16 - oTMETKA O HATMYUU TPUIIOKEHHS K JOKYMEHTY
17 — moamnuce

18 - oTMETKa O COTrIacOBaHUU JOKYMEHTA

19 - oTTHCK IEeUaTn

20 - oTMETKa O 3aBEPEHUU KOMUU JOKYMEHTa

21 - orMeTKa 00 UCTIOJTHUTENE IOKYMEHTA

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

24 - oTMETKA O MOCTYIUIEHUN JOKYMEHTA B OpPraHU3alHIo
IIpunoxenue 2
k [IpaBunam JOKyMEHTHPOBaHMUS,
YIpaBJICHUs JOKYMEHTaUel
" UCII0JIb30BaHUA CUCTEM
AIEKTPOHHOTO JOKYMEHTO000pOoTa
B IOCYZapCTBEHHBIX
1 HETOCYAAPCTBCHHBIX OpraHU3alugX

dopma



baaHk nHCBMAa OpPraHH3IANHH

TocyaapcteeHHsIH ['epd Pecry6nukH KazaxcTaH
HJIH 3MO0JIeMa, JIOTOTHIL, TOBAPHBIH 3HAK (3HAaK O0CIY;KHBAaHHA) OpraHH3alHH

. OduuHaTLHOE HAHMEHOBaHHE |  OdHIHATEHOS HAHMEHOBAHHE

OpraHH3alHH OpraHH3aIHH
(Ha rocyZapCcTBEHHOM fA3BIKE) - (Ha pYCCKOM HJIH HHOM fA3bIKE)

' Cnpapoumsle mammbreo6 | COpaBOYHBIE JaHHBIE 06 |

OpraHH3alHe OpraHH3alHH
(Ha rocyZapCTBEHHOM A3BIKE) - (Ha PYCCKOM HIIH HHOM fA3BIKE)
Ne

_(mata)  (®HZeKC)

.2 C"mpeca’r :
(ceBUIKA HA HOMEp H JaTy .
_ BXOZALIETO JOKyMEHTa)
] é@arc_’ﬂom.ﬁ B ARRELY IRk —l
|
®opmar A4 (210X297)

[punoxenne 3
k IIpaBuiiamM JOKyMEHTHPOBaHUS,
YIIPaBJICHUS JOKYMEHTaUei
Y UCTIOJIb30BaHUS CUCTEM
3IEKTPOHHOI'0 JOKYMEHT0000poTa
B TOCY/IapCTBEHHBIX
HErOCYy/IapCTBEHHBIX OpraHH3aIHsAX

®opma



baaHk KOHRKPETHOTI0 BEHTA TOKYMEHTA OPraHH3IAIIHHA

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

D(l]PﬂJIia.’IBHDE HaHMCHOBAHHE
OpraHH3alTHH

OpraHH3aITHH
(Ha rocyJapcTBEHHOM A3BIKE) (Ha PYCCKOM HIIH HHOM A3BIKE)

D[IIHUIIBJIBHOE HaHMCHOBAHHE

HanMeHOEBaHHE BHIA

HanMeHOBaHHE BHIA
IOKyMeHTa

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

MecTo H2OaHHA

(Ha rocyJapcTBeHHOM S3BIKE) (Ha pycCKOM HITH HHOM A3BIKE)

@EIDHOBDK K TEKCTY JOKYMEHTA 1

dopmart A4 (210X297)

[Ipunoxenne 4
k [IpaBunam 1OKyMEHTUPOBaHMSI,
yIIpaBJIECHUs JOKyMeHTaIHeH
Y MCTIOJIB30BaHUS CUCTEM
3IEKTPOHHOI'O JOKYMEHT0000pOTa
B FOCYAapCTBEHHBIX
U HeTOCYAapCTBEHHBIX OpraHU3aIHsX

®opma



O0mui 0,1aHK OPraHA3aNHA

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

OdHHATEHOE HAHMEeHOBaHHE
OpraHH3alHH
(Ha rocyJapCcTBEHHOM A3BIKE)

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

(mata)

Ne

MecTo H3JaHHA
(Ha rocyJapcTBEHHOM A3BIKE)

MecTo H3TaHHA
(Ha pycCKOM HJIH HHOM A3BIKE)

[3aromorok k TekcTy mokymeHTa

®dopmart A4 (210X297)

IIpunoxenue 5
k [IpaBunam 1OKyMEHTUPOBaHMSI,
yIpaBlIeHus TOKyMeHTanuei
U KCTIOJIb30BaHMS CUCTEM
3IEKTPOHHOI'O JOKYMEHT0000pOTa
B TOCYIapCTBEHHBIX
1 HErOCy/IapCTBEHHBIX OPTraHU3aIIAX

®opma




JHCT COI'TACOBAHHA

HamMeHOBAHHE BHIOA IMpOEKTa JOKYMEHTA, 3ar0JI0BOK K TERKCTY

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

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

®opmat A4 (210X297)

IIpunoxenue 6
k [IpaBunaM JOKyMEHTHPOBaHMUS,
YIpaBICHUS JOKyMEHTaIueH
Y UCTIOJIb30BAHUS CUCTEM
3JIEKTPOHHOT'O JOKYMEHT0000poTa
B TOCYJJapCTBEHHBIX
U HETOCYapCTBEHHBIX OPTaHU3AIMIX

dopma



ToRapHIIECTED ¢ OTPAHEYEHHOH
OTEETCTEEHHOCTERID

. «KYHEJIEPJIMOJEIBIEYIIH
KA3AKCTAHIBIK HHCTHTYThI»
HHHOBAITHATIBIK OPTATBIFbI»

«H}IHDBA[[HOI-]}I_BIﬁ OEHTP
«KAJAXCTAHCKHH HHCTHTYT
MOJETHPOBAHHA CHCTEM:

! EayaOKepIILIiri MeKTeyal CepIKTecTir

k 15 mapta 2017 roza ! N 51,
| AcTaHa Kamacel = | ropog Actama

I B
O EHeCeHHH HIMeHeHHHA B

JO0KHOCTHbIE HHCTPYKIHH
COTPYAHHKOB

o
Ly

B cBaznc

(ocroBanmme)

ITPHKA3BIBAIO:

1. BHeCTH B JOCKHOCTHBIE HHCTPVKIHH CcOTpyaHukoE TOO cmemyroimue
H3MeHeHHA:

1)

2)

2. KOHTpOIE 3a HCOOMHEHHEM HACTOAIIET) MPHKA3A BO3IOXKHTE HA

I'eHepanbHBIH THPEKTOP (mogmmHcE) (pacmudpOEKa MOANHCH)

(OTMeTEAa O COTTIACOBAHHH:

dopmar Ad (210X297)

IIpunoxenue 7
k [IpaBunaM ZOKyMEHTHPOBAHMUS,
yIpaBJICHUS JOKyMEHTaIuen
U HCIIOJIb30BaHMS CUCTEM
3IEKTPOHHOT'O JOKYMEHT0000poTa
B FOCYJapCTBEHHBIX
1 HErOCY/IapCTBEHHBIX OPTaHU3aIMIX

dopma

CHocka. [Tpunoxxenue 7 — B pegakuuu npukaza Munuctpa KyabTypsl 1 uHpopmaiuu PK
oT 23.07.2024 Ne 329-HK (BBOAMUTCS B ICMCTBUE 1O UCTCUCHUU JICCITH KaJICHIAPHbBIX JHEH
MOCJIE IHS €0 MEePBOro OPUIIMATBLHOTO OMyOJIMKOBAHMS).

[Ipukasa
"XYWEJEPI MOIEJIbAEY AIH ToBapHIECTBO C OTpaHHYCHHOM
KA3AKCTAHIBIK NTHCTUTYTBI OTBETCTBEHHOCTHIO "

MHHOBALSUIBIK, OPTAJIBIFBI" MHOBAIIMOHHDIN [IEHTP



JKayanKepuiiri
CEepIKTEeCTITi

HIeKTeYyJIi

BYMPBIK

15 mapta 2017 rona
AcTaHa Kajachl

Ilo mraaOMY COCTaBy

1. TIPUHSATHb EckemmupoBa
EpreGyman AmaHTacBAYa Ha
JOIDKHOCTh IJIABHOTO MEHEIKepa
MapKeTHHTOBOTO oTAena ¢ 15 MapTa
2017 rona.

OcHOBaHMA: TPYAOBOM ZOTOBOP OT
15 mapra 2017roga u 1.1 cratbm; 22
Tpymosoro Kogekca Pecmy6mxm
Kazaxcran.

2. TIEPEBECTHU 3y6apesy
Amacracuo BukTOpOBHY crapmero
OyxranTepa, Ha JOIXKHOCTb
rnaBHOro Gyxramrepa ¢ 16 Mapta
2017 rona.

OcHOBaHHA: [JONOJIHEHHE K
TPYAOBOMY JOTOBOpY OT 14 ampeis
2016 roma Ne28 wm 3asBiIeHHE
3y6apesoii A.B or 13 mapra 2017
TOIA.

3. PACTOPIHYTb TtpynoBoit
JIoroBop ot 17 suBapsa 2015 roga Ne
15 ¢ KepumoBsiM MapatoMm
CepuxoBmaeM ¢ 15 mapta 2017 ronma
B COOTBETCTBHH C cTaThu 49
Tpymosoro Kogekca Pecmy6mxm
Kazaxcran.

OcHoBaamst: 3asBireAne KepmmoBa
M.C. or 14 mapra 2017 Troma.

4. HAJIOXHUTH
JAUCIIAIIJINHAPHOE

"KA3BAXCTAHCKHUI UHCTUTYT
MOJIEJIMPOBAHM S CUCTEM"

IMOIEMA,
JIOTOTHII
HeMece Tayap
Oenrici
(KBI3MET
KepceTy
Oenricl)

Ne S1n/c
ropox ActaHa



B3bICKAHUE  Ila3simoBoit
Carranar AGaeBHe, MEHeKEPYy
TPOEKTHOTO OTAEIA.

OcHOBaHWe: AOKJIATHAA 3aIHCKa
HavalbHUKa IMPOEKTHOTO OTHAENa
Canosa ILT" ot 10 mapra 2017 roga
H OOBACHUTENbHAs 3allHCKa
ITassuioBoit C.A. ot 12 mapra 2017
roza.

I'eHepaibHBIil AUPEKTOp IOANACH
pacmm(pOBKa MOAHCH

Bu3sr:

O3HaKOMJIEHHI:

dopmar A4 (210X297)

IIporoxomn

[Tpunoxenue 8
k [IpaBuiaM TOKyMEHTHPOBaHHS,
YIpaBIieHUs IOKyMEHTaIuen
Y UCTIOJIb30BAHHS CUCTEM
3JIEKTPOHHOTO JOKYMEHT0000pOoTa
B FOCYAapCTBEHHBIX
1 HETOCYIAPCTBCHHBIX OpTraHU3alugX

dopma



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

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

IIpeacenarens — $.I11.0.

Cerperaps — 2 H.O. >_

IIpHcyTCTBOBANH: (KOIHYeCTBO) YelloBek (CIHCOK NpHIaraeTcd)
BeogHasn

9acThb
MNOBECTEKA THA ik

1. O paspaboTKe H NPHHITHIAX .. .

JoKIan 3aBeIyIOIIEro ...

24 e

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

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

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

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

®dopmart A4 (210X297)

[Tpunoxenune 9
k [IpaBunam JOKyMEHTUPOBAHMSI,
YIpaBJIeHUs TOKyMEHTauen



U HCTIOJIb30BaHUS CUCTEM
JIEKTPOHHOT'O JOKyMEHTO000poTa
B TOCYIapCTBEHHBIX
1 HEroCyIapCTBEHHBIX OPTraHU3aIIAX

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

—
| | ‘OO0 HTOrax NpoBepKH ...

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

COCTaB/IeH KOMHCCHeH B COCTABE:

IIpencenaTens KOMHCCHH

DOLKHOCTD, HHHITHATEL, (haMHIHg
H1eHB KOMHCCHH: 1.

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

IOLKHOCTD, HHHITHATEL QanMHIHg
TIpHCYTCTEOBATH:

DOLKHOCTD, HHHITHATEL, (haMHIHg

TEeRCT

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

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




dopmar Ad (210X297)

[punoxenne 10
k IIpaBuitaM TOKyMEHTHPOBaHUS,
YIIPaBJICHUS JOKYMEHTaUei
" UCIIOJIB30BAHHUA CUCTEM
3IEKTPOHHOI'O JOKYMEHT0000poTa
B TOCYIapCTBEHHBIX
1 HeTrOCYAapCTBEHHBIX OPraHH3aIHsX

dopma

Cuocka. [Tpunoxenne 10 — B penakuuu nprukaza MuHucTpa KyJabTypbl U HHPOpMAITUU
PK ot 23.07.2024 Ne 329-HK (BBOAUTCS B AEHCTBHE MO UCTEYEHUM JACCATHU KAJICHAAPHBIX
JTHEH TOCJIe HS €ro MepBOro OPUIMaILHOIO OMyOJIMKOBAHMUS).

CnpaBka

"KABAKCTAH PECITYBJIMKACBI
MOIEHUET XOHE AKIIAPAT
MUHUCTPJITT"
APXEOTPA®UA  XOHE
JNIEPEKTAHY  ¥JITTBIK
OPTAJIBIFBI
PECITYBJINKAJIBIK
MEMJIEKETTIK MEKEMECI

AHBIKTAMA

15 oktsa0ps 2017 roga
AcTaHa KaJacel

MuHvCTEpCTBO KYILTYPHL H
uHpOpManun Pecny6nnkxu
Kazaxcran

O cocrosHHE paboTH 1O
HOOATOTOBKE HH(POPMALMOHHOTO
cnpaBognuka "Hcropunsa Kasaxcrana
B 3apyOexHbIx apxmBax (XVI-XX BB
)"

TEKCT

Jupexrop noamicek b. Korsic6aera
Hcn: K. TlapumGexoBa

Tein.: 24-06-32

®opmar A4 (210X297)

PECHVBJIUKAHCKOE
TOCYJAPCTBEHHOE
YYPEXJIEHUE
"HAIIUOHAJIbHBIN1 I[EHTP
APXEOTPA®UA U

z [MHUCTEPCTBO KVYJIbTYPBI U
BCHHEIH OOPMAIIMH PECITYBJIMKHA
| i epﬁ (L3AXCTAH"
PecyOmu
KH

Kazaxcran

Ne 03-05/171
ropoa AcraHa

[Ipunoxenne 11



k [IpaBunaM JOKyMEHTUPOBaHMUS,
yIpaBJieHUs TOKyMEHTauen
Y MCTIOJIB30BAHUS CUCTEM
JIEKTPOHHOTO JOKyMEHTO000poTa
B TOCYJJapCTBEHHBIX
1 HETOCYIapCTBEHHBIX OPTaHU3aIMIX

dopma

CHocka. [Ipunoxenue 11 — B penakuuu npukaza MUHUCTpa KyJIbTypbl 1 HHOPMAIIUH
PK ot 23.07.2024 Ne 329-HK (BBOAMTCS B ACHCTBHE MO0 UCTCUYCHUM JIECATH KaJCHIapPHBIX
JTHEH TTOCJIe THS €T0 MEePBOro O(PHUITMaILHOTO OMyOJIMKOBAHMUS ).

CnpaBka

PECIYBJIMKAHCKOE
IT'OCYJIAPCTBEHHOE
YUPEXJIEHUE
"HAITUOHAJIbHBIA I[EHTP
APXEOTPAOUA U

"KA3AKCTAH PECITYBJIMKACHI
MOJIEHUET XXOHE AKIIAPAT
MUHUCTPJITT"
APXEOTPA®UI  XOHE
IIEPEKTAHY  YJITTBIK

OPTAJIBIFBI Focynaper C CTEP(()Z?II;:gEKYJILTYPBI u
PECIIYBJINKAJIBIK BEHHI:Iﬂ
MEMIJIEKETTIK MEKEMECI @0 I:IH PECITYBJIMKH
F Ep 6 M3AXCTAH
PecyOmu
KH

Kazaxcran
AHBIKTAMA TIPABKA
15 oxTsi6pst 2017 rona Ne 03-05/171
AcraHa Kanachl ropon Actana
KCK "Eremen"
AsanGeprerosa Kynbxan

XaiibymroBHa paboTaeT TIIABHEIM
Oyxranrepom HanuoHansHOTO
OeHTpa  apxeorpadpuu H
HCTOYHUKOBEICHW.

Jupexrop nognvics b. Korsicbaera
Hcn: A. 3axuposa

Temn.: 24-04-70

®opmar A4 (210X297)

IIpunoxenue 12
k [IpaBunaM ZOKyMEHTHPOBAHMUS,
yIpaBJICHUS JOKyMEHTaIlueH
U MCTIOJIb30BaHMS CUCTEM
3IEKTPOHHOT'O JOKYMEHT0000poTa
B TOCYJapCTBEHHBIX
1 HErOCY/IapCTBEHHBIX OPTaHMU3aIMIX

dopma



Caocka. [Tpunoxenne 12 — B penakiuu nprukaza MuHucCTpa KyabTypbl 1 HHPOpMAIIu
PK ot 23.07.2024 Ne 329-HK (BBoaUTCS B IEWCTBHE 110 UCTEUEHUH JIECATU KaJIEHJAPHBIX
JTHEeU mocJie AHS ero mepBoro oUIMaIbHOrO OMyOJIMKOBAHUS ).

ITucemo
"BAPBIC" AxnpoHepHOE 00IIECTBO
aKOAOHEPITIK KOFaMBI "BAPBIC"

Ao0aii n-151., 10, Actana k. 010000
Ten/ dakc 8 (7172) 35-39-22,
35-46-47 E-mail: Baris@inbox.ru

mp. Abas 10, r. Acrana, 010000
en/ pakc 8 (7172) 35-39-22,
3%46-47 E-mail:Baris@inbox.ru

IMOIIEMA,
JTOTOTHIIL,
TOBAPHBIIL
3HAK (3HAK
00CITy)KUB
aHIIA)

19 mapta 2017 roma Ne 04-07/151

TOO "Kyumarep"
(ccplmka Ha HOMEpP M JaTy BX. S —
JIOKYMEHTA)
1ip. PrickyoBa, 12, T. AiMartsr
020000
O npereH3uM IO JOTOBOPY
ot 15 mapra 2017 roza Ne 44/56
YBaxkaeMeie rocmozal

B napTtum nakokpacoyHbIX MaTepuasoB, OTTpykeHHbIX Bamu 28 nexabps 2016 rona no
KEJIE3HOAOPOKHOM HakiIagHou Ne 324 B cOOTBETCTBHU ¢ JOTOBOpOM OT 12 stuBaps 2016 roxa
Ne 44/56, o6napyxeHo 3 neopMUpPOBaHHBIX BCIEACTBUE yJapa WIK MHOIO MEXAHUYECKOTO
BO3JICMCTBHUS SIIMKA, O 4YE€M CBHUJAETENLCTBYET akT oT 15 maprta 2017 roma Ne 23.
Jlakokpaco4Hble HM3JENIHsI, HAXOMSAIIMECS B IOBPEKICHHBIX SAIIMKAX, peaau3aluu He
noanexat. Oruiara mapTuu ToBapa NpoU3BEACHA HAMH B MTOJIHOM 00beme 1o cueTy Ne 33-675

[Ipocum Bac Bo3MecTUTh MOHECEHHBbIE HAaMU YOBITKH B pazMepe 175 Teic. 570 Tenre.
CyMMy cliielyeT epeyrcInTh Ha Halll PACYETHBIN CUeT.
[Tpunoxxenue: akT Ha 2 1. 1 9K3., HA pyCCKOM SI3bIKE
C yBaxeHuew,

KomMmepaeckmii aupexTop IIOAINUCH pacmdpoBKa NOAMUCH
Hcn. H. ITerposa



Ten. 35-45-44
®dopmat A4 (210X297)

Ipunoxenue 13
k [IpaBunaM JOKyMEHTUPOBaHMUS,
YIpaBJieHUs TOKyMEHTaIuen
Y UCTIOJIb30BAHHS CUCTEM
3IIEKTPOHHOTO JOKYMEHT0000poTa
B FOCYAapCTBEHHBIX
1 HEroCY/IapCTBEHHBIX OPTraHM3aIHIX

ITpumepHEIii IepedeHs JOKyMEHTOB, He TIOUIeXKANMX perucrpamuu ciryx6oi JOY

[Tucbma, HarpaBIEHHBIE B KOTHSX VIS CBEACHUSI.
Pexnamuble n3BeIIEHMS, MPOCHEKTHI, IIAKATHI, IPOrPaMMbl COBEIIAHMIA.
[lepBuuHbIe TOKYMEHTHI OyXTajlTEpCKOTO ydera (pEerucTpUpylOTCs B OyXrajaTepuu
OpraHu3aIvun).
Y4eOHble IUIaHbI, IPOTPaMMbl (PETUCTPUPYIOTCS B COOTBETCTBYIOIIEM CTPYKTYPHOM
MO/Ipa3/ieJICHUU OpraHu3allun).
MecsuHble, KBapTajJbHbIE U UHBIE OTYETHI (PETHMCTPUPYIOTCS B COOTBETCTBYIOILIEM
CTPYKTYPHOM TOpa3AesIeHUH OpTraHU3aLIHH).
@opMBI CTATUCTUYECKOW OTYETHOCTHU (PErUCTPUPYIOTCA B COOTBETCTBYIOIIEM
CTPYKTYPHOM TOpa3AeICHUH OpTaHU3aIIHH).
CooO1eHust 0 COBEIIAHUAX, 3aCEIaHUAX.
[To3npaBuTenbHBIC TUCHMA, TTO3IPABUTEIBHBIC TEIETPAMMBI, IPUTIIACUTEIHHBIC OUIIETHI.
[TewaTHble n3naHus (KHUTH, KYPHAJIbI, Ta3€Thl, OIOJUIETEHH).
TenerpamMmsbl ¥ MHChbMa O pa3pelIEHUN KOMaHANPOBOK.
TenedponorpaMmbl 0 TPOBEIEHUU 3aceJaHUM, COBEUIAHHUI, CEMUHAPOB M HMHBIX
MEpPOIPUATHHN.
JIOKyMEHTHI ¢ TOMETKOW Ha KoHBepTe "JInuHo".
Hayunble oTueTsl Mo TemaMm (pEerucTpupyroTcs B COOTBETCTBYIOIIEM CTPYKTYPHOM
MIO/Ipa3/ICJICHUU OpraHU3aLnN).
IIpelickypaHTBI.

Hopwmel pacxona marepualioB, 3asiBKM Ha KaHUEISIPCKUE MPUHAIIECKHOCTH H
OPTraHM3allMOHHYI0 TEXHUKY (PETHMCTPUPYIOTCS B COOTBETCTBYIOLIEM CTPYKTYPHOM
MoJIpa3eICHUH OpraHU3aIim).

CBOKH.
YueTHbIe JaHHBIE IO KaJpaMm.

[Ipunoxenue 14
k [IpaBunaM HOKyMEHTHPOBAHMUS,
YIpaBICHUS TOKyMEHTAIuEeH
Y UCTIOJIb30BAHUS CUCTEM



3IEKTPOHHOI'0 JOKYMEHT0000poTa
B TOCYIapCTBEHHBIX
1 HErOCY/IapCTBEHHBIX OPTaHNU3aIIAX

®opma
KapToqI(a PErucTpanvi BXOAAIINX TOKYMCHTOB
=] Koppecnongert Brpg goxyuMerTa
JaTa MOCTYIIIEHHA H HEIEK: JOKyMeHTa Jara # HEOSKEC JOEVMEHRTA
1wy
i 103
=
e 3arolIoECE ZOKYMeHTa HIH EPATEOS COJSpiEaHHE
Pesomronms man oMy HAMPARTeH JOKYMEHT Cpor Bcnonsenss
= Orperra 00 HCIOMTHEHNH JOKYMEHTA
PacomcEa B MOMyHeHHH C VEASaHHEM JaTED H HANIPAEIEHHH E JEI0
210
CEefgenmd 0 X04e HCOOTHENNA JOEVMEHRTA, TEpEeHOCE CPOEOE HCIOIHEHHE,
MOCTYINISHHE DPOMesy TOUHEDN 0TESTOE (SAOP0CoE) H T.0.
EouTponeHele oTMeTER
E [
$org Ne Omaces Ne Hemo Ne
70 70
210

dopmar A5 (148x210)

IIpunoxenue 15
k [IpaBunaM OKyMEHTHPOBAHMUS,
yIpaBJICHUS JOKyMEHTaIueH
U MCTIOJIb30BaHMS CUCTEM
3IEKTPOHHOI'O JOKYMEHT0000poTa
B TOCYJapCTBEHHBIX
1 HErOCY/IapCTBEHHBIX OPTaHU3aIMIX

dopma

JXKypHan peracTpaiiy BXOAAIIAX JOKyMEHTOB

Bun
Koppecnionn noxymenra, Pesomonuss Pacnucka B
€HT, aTa U 3aroJIOBOK HMJIM KOMY IOJYYCHHH



Ne . Jlarta HHIEKC WIK KpaTKOE HANpaBJICH JIOKyMeHTa, QOrtmeTka 00 IlpuMmedanue

IOCTYIUIEHH BXOJAIIEr0  COAEpXKAaHUE NOKYMEHT Ha JaTa HCIIOTHEHUHT
q IOKYMEHTa  BXOJIAIIETO  HCIIOJHEHHE JIOKyMEHTa
JIOKYMEHTa
1 2 3 4 5 6 7 8

®opmat A3 (420X197)

)KypHaJI PETACTpAIAH HCXOAAINHUX H BHYTPCHHUX TOKYMCHTOB

OrMmeTka 00

JlaTta u wHIEKC 3arojo0BOK WU
ucxonsamero  ( KpaTkoe HCTOTHEHIT
NeNe .. Koppecnonnent nokymeHra u  IIpumeuanue
BHYTPEHHETO) coiepkaHue
HalpaBICHUH B
JIOKyMEeHTa JOKyMEHTa
Je10
1 2 3 4 5 6
®opmat A3 (210X297)
[Ipunoxenue 16
k [IpaBunaM JOKyMEHTHPOBAHMUS,
YIpaBICHUS TOKyMEHTAIUEeH
Y MCTIOJIb30BAHUS CUCTEM
JIEKTPOHHOT'0 JOKyMEHTO000poTa
B TOCYIapCTBEHHBIX
W HEroCy/IapCTBEHHBIX OPraHMU3aIHIX
CBEJIEHUA
00 HCIIOJTHEHNH AOKYMCHTOB, IIOJJICKAIMAX KOHTPOJIXO IT0 COCTOAHHUIO
Ha (amcito, Mecs, Tox)

HanmenoBan [lokyMeHThI Ha KOHTposie M3 HUX TOKyMEHTBI

n 1
CTPYKTYPHBI MOCTYIUJIO B HaxoAsImec
Ne i/ HCIIOJIHEHHBI MIPOJJIEHHBIM MPOCPOUYEHH
X BCETO NpeabIayIIe . o Ha CDOKOM e
oJpasaeieH M MecsLe HCIIOJIHEHUU p
o HCITIOJIHCHUSA
"
1 2 3 4 5 6 7 8
HanmMeHoBaHME TOJKHOCTH PYKOBOAMTES
Pacimdposka ciayx6s1 JJOY HNOJANUCH (JTMYHASI TOJITUCH)
®dopmart A4 (210X297)
[Ipnmeuanue.

CBeneHus MOTyT OBITh JIONOJIHEHBI IpadpaMu MO BUJAM JOKYMEHTOB (IPUKa3bl, PElICHUs
KOJUIETUU U UHBIE), UX PETUCTPALMOHHBIMU HOMEpaMu, (aMUIUSIMU UCTIOJIHUTETIEH.

[Ipunoxenue 17
k [IpaBunaM JOKyMEHTUPOBaHMUS,
yIpaBJieHUS TOKyMEHTaIueH
Y UCTIOJIb30BAHHS CUCTEM



CBEJIEHUA

3IEKTPOHHOI'0 JOKYMEHT0000poTa

B rocy1apCTBCHHbBIX

1 HETOCYJAPCTBEHHBIX OPTaHU3aAUIAX

00 ucnommennn obpamennii PU3HIECKUX U IOPAAUIECKUX JIHI] II0 COCTOSHHIO

Ha (amcio, Mecsn, rox)
HanmenoBan HaxoauTcs Ha MCIOTHEHUH W3 anx
H s
MTOCTYIIHJIO
CTPYKTYPHBEI
NQ H/ 11 py yp 3 a
X BCETO HCTIOTHSFOTCS B CPOK
Mo/Ipa3/ieNieH ?penMﬂyuni
it H MecsI]
1 2 3 4 5
Bcero:

HaumeHnoBaHue JOJDKHOCTHU PYKOBOIUTCIIA

Pacmmgposka ciayx0s1 JJOY

dopmar Ad (210X297)

HPOCPOYEHBI
CpOK
BCETO P
MPOJIICH
6 7

MOANUCH (JINYHAS TTOJIIHCH)

[punoxenne 18

k [IpaBunam JOKyMEHTHPOBaHMUS,

yIpaBJIeHUs JTOKyMEHTalUEeH

" UCIIOJIB30BaHHUA CUCTEM

3IIEKTPOHHOI'O JOKYMEHT0000poTa

B rocy1apCTBCHHBIX

1 HETOCYJApPCTBEHHBIX OPTaHU3aAUIX

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

IToctynnenue

Jara u Hanme

HOMEp HOBaH

COIIpO U € Cepus

Boaut mnpean Komuda u
JaTta enbHOr pUSTH €CTBO HOMED

Brigaua
Komy BeIaHO
damu
U |
HHUIN
alIbl
Haume
HOBaH
ue
CTPYKT
ypHOT
o
noapas
JIeIeH
Jlata u
us
HOMEp
JIOKYM
eHTa

®opma

IIpume
YyaHue,
OTMET
Ka 00
YHHUUT
0KEHH
u

UCIIOp
YEHHBI
X

JK3eM
JISIPO

rneyar
HO-011a

HOYHO
Cepus

Komnu u
ectBo Homep Pacmu



nocTty O A - OK3€M a
IJIEHW JOKYM H3roTo ILIAPO 0JaHK
a CHTa

BHUTCJIA B OB I[aTa BbIJa4YHn

dopmat A4 (210X297)

Ha MOJIyd JK3eM a cka B H
BbI1aY aTenss IUBIpO OJIaHK MOJyd IPOAIY
y B OB €HUH  KIHUH

[Ipunoxenue 19
k [IpaBunaM JOKyMEHTUPOBaHMUS,
YIpaBJIeHUS TOKyMEHTauen
Y UCTIOJIb30BAHHS CUCTEM
3IIEKTPOHHOTO JOKYyMEHT0000poTa
B FOCYAapCTBEHHBIX
W HEroCy/IapCTBEHHBIX OPraHMU3aIisiIx

®dopma

XKypHai ydeta u BRIIa9H me4aTeii, mraMnoB ¢ n3oopaxenueM I'ocynapcreenroro I'epba
Pecmy6mixu Kazaxcran u cenaibHOM IITEMIIENTFHOA KpacKy

Komy BeIaHO

HanmenoBanmn
e
CTPYKTYPHOTO
nojipasieNieHu
HaumenoBanu g
> [Tpumeuanue,
s U OTTHUCKH
. OCYIICCTBIIAI0 OTMETKH 00
Inmecyarcu nu mero
(DaMI/IHI/Iﬂ u HUYTOXCHUU
LWITAMIIOB C  XpaHeHHUE Jata Bo3Bpara Y N
. HUHUIIMAJIbI Hata " ne4daTrcu,
Ne m.m. n300pakeHUEM neyartei, U paclucka B
ITAMIIOB U
TOCYAAPCTBEH rramions © JOJDKHOCTHOTO pacnucka B npreve !
Ten6 JIMLA-N0JIy4aT TMOJIYyYEHUH CIIENHAIBHON
HOro lepoa  y3obpaxeHueM N
e IITEMITICIIBHOM
Pecry6mukn  Tocynapcrsen
KpacKu
Ka3aXCTaH HOTO rep6a
PecmyGiku
Kazaxcran u
crnenyanbHOM
[ITEMIIEIHHON
Kpacku
1 2 3 4 5 6 7
Dopmar A4 (210X297)

[Ipunoxenune 20
k [IpaBuiaM TOKyMEHTHPOBAHHS,
YIpaBIiIeHUS TIOKyMEHTauen
Y UCIIOJIb30BAHHS CUCTEM



3IEKTPOHHOI'0 JOKYMEHT0000poTa
B TOCYIapCTBEHHBIX
1 HErOCY/IapCTBEHHBIX OPTaHNU3aIIAX

®opma

JXypHain yueTa ¥ BRIa9¥ IEPHEBHIX aBTOPYYEK, 3aIPaBICHHBIX CIICIUATHHEIMYE YEPHIUIAMA

HaumenoBauu
damunus u
e
170:02000 M0
CTPYKTYPHOTO
PYKIYP JIOIDKHOCTHOTO JIOJDKHOCTD U IIpumeuanmue,
oipa3ieeHH
JIHIa, Gbammms Tuna oTMETKa 00
s
’ OCYIIIECTBIISIO , MOMYYHBILETO YHUUTOKEHUH
OCYUIECTBIISIIO Jata Beigaun u Jlata Bo3Bpara .
oero MephEeBYIO nepbeBoOi
Ne .. aero pacmucka B W pacmucKka B
XpaHeHue aBTOPYUKY, aBTOPYYKH,
XpaHEHUE MOy YCHUN npreMe .
nepbeBbIX 3anpaBieHHYIO 3anpaBiIeHHON
MepbEeBHIX
aBTOpYUCK, CITEITUATEHBIM CIeIATEHBIM
aBTOpYyYEK,
3ampaBICHHBIX W YePHUIAMHA W YepHIIAMHA
3anpaBJIEHHBIX
CHEeINATBHBIM
CICIUATEHBIM
Y YepHUIAMHU
Y YepHHUIIAMHA
1 2 3 4 6 7
Dopmar A4 (210X297)
[Ipunoxenue 21
k [IpaBunam TOKYMEHTHPOBaHHUS,
YIpaBJICHUS TOKyMEHTaIUeH
1 MCTIONIE30BaHUS CUCTEM
ANEKTPOHHOTO TOKyMEeHTO00O0pOoTa
B TOCYJapCTBEHHBIX
U HETOCYJIaPCTBEHHBIX OPTraHU3aIUIX
®dopma
Ha3BaAHHC OpTraHU3alluH
Ne
(mara) -
Mecro uznanus
Mecto n3nanus
(Ha pyCCKOM WJIM HHOM SI3BIKE)
(Ha TOCYZJapCTBEHHOM SI3BIKE)
Yr1Bepxaato
HanmeHnoBaHue q0KHOCTH
PYKOBOIUTENS OpraHU3auN
PacimmdpoBka (JinaHast HOAIHCE)
noanucu JlaTa
Ilpuema-nepenauu
MEYaTHO-0JTaHOYHOM
MPOAYKIUY, TIeYaTEH, ITaMIIOB,
MOJUIeKAITUX 3alUTe, CPEJCTB

3alIUThl JOKYMCHTOB



1 PErucTpalMoOHHBIX YYETHBIX (OpM
K HUM

OcHoBaHue: MpUKa3 pyKOBOAUTENS opranu3anuu ot (aara) Ne

"O npoBeIeHUH NPOBEPKH ..." (MIU UHON JOKYMEHT: IJIaH Pa0doThI,
MOPYYEHHE BBIIIECTOSIIETO OpraHa u T.1.).

CocraBiieH KOMUCCHEN B COCTaBE:

[Ipencenarens komuccun

JOJKHOCTb, UHUITUANBI, (pamMumus
YJ1eHbl KOMHCCHU:

1.

JOJDKHOCTD, MHHUITUAIBI, (pamMuiIus
2.

JOJDKHOCTD, MHHUITHAIBI, (paMuiIus

1. Hencmop30BaHHYO MTeYaTHO-0IaHOYHYIO TTPOTYKITHIO, TTOJICIKAITYIO 3aITUTE,
(OoTIenpHO 10 BUAM) CepUH c Ne o Ne B KOJIMYECTBE

AK3EMIUIIPOB. (IUdpamMu U IPOMUCHIO)
2. AKTBI O BBIJIEJIEHUU K YHUUTOXEHHUIO UCITOPYEHHBIX IK3EMIUISIPOB
[1€4aTHO-0IaHOYHOM MPOAYKLNH, TOJUIEkKAIIEH 3aIUTe

(,Z[aTBI, HOMCpA, KOJIMYCCTBO IK3CMILIIAPOB

aKTOB 10 BUaM OJIAaHKOB)
[TewaTtu ¢ uzoOpaxenuem I'ocynapctBennoro I'epba Pecnyonuku Kazaxcran
B KOJINYECTBE HITYK.
(urdpamMu ¥ MPOMUCHIO)
4. llTammer ¢ n3obpakenunem ['ocynapctBennoro ['epba Pecy6nuku Kazaxcran

B KOJIMYCCTBC TYK.

(mudpamu ¥ MPOMUCHIO)
5. CpenctBa 3aluUThl JOKYMEHTOB:
HaUMEHOBAHUSI CPEJICTB 3aLIUTHI) B KOJTUYECTBE HITYK.

(tmudpaMu ¥ MPOTTUCHIO)
6. PeructpanrionHble yuyeTHbIE (POPMBI:

(BUABI pErUCTPALIMOHHBIX YUETHBIX (hOPM, UX HOMEpa

10 HOMEHKJIaType JIeJ1, HOMepa TOMOB, AaThl IEPBOU U MOCIEIHEN 3aHCH,
KOJIMYECTBO JIUCTOB)



CocTostHue y4eTHOM paboThI C MeYaTHO-0JaHOUYHON IPOIYKITUEH, TIeYaTIMH,
IITaMIIaMU, TIOJICKAIIMMH 3aIUTEe, U CPEJICTBAMH 3allIUTHl JOKYMEHTOB

(oO1mras xapakTepUCTHKA COCTOSTHUS YUYETHON PabOThI)

[Tepenan (a) PacmmdpoBka noanucu (JIMyHas MOJIUCH)
[Tpunsin (a) Pacmmdposka noanvcu (JTudHas MOAIUCH)
CocraBiieH B sK3eMIUIsApe (ax):

1-i1 ax3emruisip: B gene No

2 sK3eMIuIsp: (aapecar)

[Ipencenarens KOMUCCUU TIOANMKUCH paCITUGPOBKA MOAMUCH
YsteHbl KOMUCCHUU TIOJIITUACH pacIIupOBKa MOIIMHACH
®opmat A4 (210X297)

[punoxenne 22
k [IpaBunaM JOKyMEHTHPOBaHMUS,
YIpaBICHUS JOKyMEHTaueH
Y UCTIOJIb30BAHUS CUCTEM
3JIEKTPOHHOT'O JOKYMEHT0000poTa
B TOCYJJapCTBEHHBIX
U HETOCYapCTBEHHBIX OPTaHU3AIMIX

dopma

Ha3BaHNEC OpraHu3alunu

(mata)
Mecto uzganus
Ne
(Ha TOCYIapCTBEHHOM WM HHOM
SI3BIKE)
YTBepxkaaro

HanmenoBanue JOJIDKHOCTH
PYKOBOAUTECIIA OpraHru3aliu

PacomdpoBka (IMyHas IMOANHCH)
HO/ITHCH
Jara

O BBIJCIICHUU K YHUYTOXCHHIO
UCTIOPYCHHBIX K3EMILIIPOB
NeYaTHO-0TaHOYHON TPOIYKIIHH,

HoIeKaIIeh 3a1uTe

OcHoBaHue: MpUKa3 PyKOBOIUTENS opraHnu3anuu ot (gata) Ne

"O mpoBeneHUH MPOBEPKH .." (WJIM MHOW JOKYMEHT: IJIaH paOOThI, TOPYICHHE
BBIIIECTOSIETO OpraHa  T.1I.).

CocTaBiieH KOMHCCHEN B COCTABE:

[Ipencenarens KOMUCCUU



JOJKHOCTD, UHUITUAIBI, (pamMumus
YJ1eHBl KOMHCCHU:

1.

JOJIKHOCTh, MHUIIHAITBI, (pamMrutus

2.

JOJDKHOCTBh, MHHUIIUAJIBI, q)aMI/IJII/DI

OT1oOpaHbl K YHUUYTOXEHHUIO MCIOPUYECHHBIC DK3EMIUISIPHI CIEAYIONIUX BUIOB
MeYaTHO-0JIAHOYHOM MPOYKIINH, TOJICIKAIIECH 3aIuTe:

KonuuectBo
Cepus u HOMepa
HanmMenoBanue Buia HUCIOPYEHHBIX
., JK3eMIUISIPOB
neyaTHO-0JIaHOYHOM ., OK3EMIUIAPOB
Ne r.m. Ne4aTHO-0JIaHOYHON ., IIpumeuanue
NpPONYKIIUH, neYaTHO-0IaHOYHOH
. OPONYKIHH,
HOAJIeKAIEeH 3auTe N NPONYKIUH,
MOJIeKAIICH 3aIHTe .
HOJUIeKAIIEeH 3aIHuTe
1 2 3 4 5
Hroro HCIIOPYEHHBIX 3K3EMIUISIPOB I1€YaTHO-0JaHOUYHON

(tudpaMu ¥ IPOTTUCHIO)
MPOAYKIINH, TTOJIEKAIIEH 3aIUTE.
CocrtaBneH B 3K3eMIUIsIpe (ax):
1-i1 sx3emmisip: B nene No
2 sx3emIuIsip: (aapecar)
[Ipencenarens koMUCCUU

PacmudpoBka moanucu(JImaHas OIHCH)
YsieHbl KOMUCCUU

PacummdpoBka noanuce(JIMuHbIe TOAMUCH)
OTMeTKH B KypHAJIbI yYeTa U BbIJIaYM Me4aTHO-O0JTaHOYHON TTPOYKITUH,
MOJIeKAIIEeH 3alUTEe, BHECEHBI, UCTIOPYEHHBIE IK3EMIUISIPHI B KOJTUYECTBE

(tudpaMu 1 IPOTUCHIO)
YHUYTOKEHBI ITyTEM

(BUJ yHUYTOXKECHHUS)
HaumenoBanne n0KHOCTH

PacmmdpoBka moanucu(JIuyHas momch)
JlaTa
dopmar A4 (210X297)

[punoxenne 23
k IIpaBuiiaM TOKyMEHTHPOBaHUS,
yIpaBJIEHUs JOKyMEHTallMEeH
Y UCTIOJIb30BaHUS CUCTEM
3IEKTPOHHOI'0 JOKYMEHT0000poTa



B rocyJapCTBECHHbIX
1 HETOCYAAPCTBCHHBIX OpraHU3alusAgX

®dopma

HAa3BAHHUC OpraHU3aINA

(mata)
Mecro uznanus
Ne
(Ha TOCYyIapCTBEHHOM WM HHOM
SI3BIKE)
YTBepxkaaro

HaunmenoBanue JOJIDKHOCTH

PYKOBOAUTCIIA OpraHru3aluu

Pacnm¢poBka (JquyHas NOANHCH)
HO/IHCH

Jara
O BBIJIETICHUH K YHUUTOKESHHUIO
reyaTeu U MITaMIIOB,

IMOJIC)KAIIUX 3aIIUTC

OcHoBaHue: MpUKa3 PyKOBOIUTENS opraHnu3anuu ot (gata) Ne

"O npoBeleHNH NPOBEPKH ..." (MM UHON JOKYMEHT: IJIaH padoThl, TOPYUYEHUE
BBIIIECTOSIIETO OpraHa  T.1I.).

CocTaBiieH KOMHCCHEN B COCTABE:

[Ipencenarens KOMUCCUU
JOJKHOCTD, UHUITUANBI, (pamMumus

YJ1eHBI KOMUCCHUU:
1.
JOJDKHOCTD, (paMUIUsI, MHUITHATBI

2.

JOJDKHOCTBb, MHUIIUAJBI, (l)aMI/IJII/IH

OT06paHBI K YHUYTOXCHHIO CIICAYIOINNC II€YATU U HITAMIIbI, ITOJICKAIINUC 3alMUTC!:
Ne .. HanmeHnoBanue Komnngectso [Ipumeyanue

1 2 3 4

CocraBJyeH B AK3eMILIsApE (ax):
1-1i sx3emrusip: B aene Ne 2 sxzemrutsip: (aapecar)
[Ipencenarens koMuccUu

PacmudpoBka noamnucu (JTugHasi OIKCH)
UneHnsl KOMUCCUU

PacmmudpoBka nmoanuceit(JINIHbIC TOAIICH )



OTMeTKH B JKYpHaJI BHCCCHBI, IICYAaTH U IITAMIIbI, ITOJJICIKAIIHC 3allIUTC,

B KOJIMYECTBC

IITYK YHUYTOKCHBI ITYTEM

(urdpamu ¥ MPONUCHIO) (BU YHUUTOKEHHUS )
HanmenoBanne n0mKHOCTH
PacmmdpoBka moanucu(JauyHas momch)

JlaTa
dopmat A4 (210X297)

[punoxenne 24
k IIpaBuitaM TOKyMEHTHPOBaHUS,
yIpaBJIeHUs JTOKyMEHTAlUEH
Y MCTIOJIb30BaHUS CUCTEM
3IEKTPOHHOI'0 JOKYMEHT0000poTa
B FOCYAapCTBEHHBIX
1 HeTOCYAapCTBEHHBIX OpraHU3aIHsX

®opma

Ha3BaHHE OPraHU3AINH
AKT

(mata)

Mecro u3ganus
(Ha TOCYTapCTBEHHOM WJIH HHOM
SI3BIKE)

(0] BBIACJICHUN K YHUUYTOXKCHUIO

CpC€ACTB 3a1IUThl TOKYMCHTOB

OcHoBaHue: MpUKa3 PyKOBOIUTENS opraHnu3anuu ot (gata) Ne

YTBepxkaaro
HaumenoBaHue 1ODKHOCTH

PYKOBOAUTECIIA OpraHru3anun

Pacnm¢poBka (JquuHas NOANHCH)
HO/IHCH

Jara

"O npoBeleHNH NPOBEPKH ..." (MIM MHOHM JOKYMEHT: IIJIaH padOoThl, TOPYUYEHUE

BBIIICCTOAIICTO OpraHa U T.,Z[.).
CocraBiieH KOMUCCHEH B COCTaBe:

HPGIICCI[aTGJIB KOMHUCCHUH

JOJDKHOCTBh, MHHUIIUAJIBI, q)aMI/IJII/DI,

YJ1eHBI KOMUCCHUMU:
1.

JOJDKHOCTD, MHHUITUAIBI, (paMuiIus

2.




JOJIKHOCTh, MHULIUAIIBI, (pamMiIus
OT0OpaHbl K YHUUTOXKEHUIO CIICAYIOIINE BUIbI CPEJICTB 3alUTHI JOKYMEHTOB:
Ne m.m. Hanmenosanue KommgectBo [Ipumeuanue
1 2 3 4

CocraBlieH B 3k3eMmIutspe (ax):
1-i1 sx3emIuLsip: B Aene No
2 sx3eMIuIsIp: (aapecar)
[Ipencenarens KoMUCCHU
PacmmdpoBka moanucu(JaIuyHas momch)
UneHbl KOMUCCUH

PacmudpoBka noanuceit(JInyHbIe MOAMUCH )
OTMeTKH B )KypHasibl ydyeTa Ne  BHECEHBI, CPEJICTBA 3aIUTHI JOKYMEHTOB
YHUUYTOXXEHBI IIyTEM

(BUABI YHUUTOXKEHUS)
HanmenoBanne n0mKHOCTH

PacmmdpoBka moanucu(JIuyHas momch)
JlaTta
dopmat A4 (210X297)

[punoxenwne 25
k [IpaBunam 1OKyMEHTUPOBaHMSI,
yIpaBJIeHUs JOKyMEHTalMeH
Y MCTIOJIB30BAaHUS CUCTEM
3IEKTPOHHOI'0 JOKYMEHT0000poTa
B FOCYAapCTBEHHBIX
U HeTOCYAapCTBEHHBIX OpraHU3aLHsX

®opma

Ha3BaHWE I'OCYJAPCTBEHHON OpraHu3aIiH

AKT

(mara)
Mecto nznanus No

(Ha TOCYIapCTBEHHOM WJIH HHOM
SI3BIKE)

YTBepxkaaro
HaunmenoBaHue 1ODKHOCTH
PYKOBOJIUTEIST OPTaHU3AIUI

PacomdpoBka (TMyHaAs IMOANHCE)
HOJINCH
Jlata

(0] BBIACJICHUN K YHUYTOKCHUIO



HEHUCMOJIIb30BaHHOU
IeYaTHO-0JIAHOYHOM

MPOAYKIINH, MOJUICHKAIICH 3amuTe

OcHoBaHuE: NpUKa3 PyKOBOAUTENS opranu3anuu ot (aara) Ne
"O nmpoBeeHUH MPOBEPKH ..." (MJIM MHOM TOKYMEHT: TJIaH paboThl, HOPYyUYEHHE
BBIIIECTOSIIEr0 OpraHa u T.J.).
CocTaBieH KOMUCCUEN B COCTABE:
[Ipencenarens komuccuun

JOJDKHOCTD, MHHUITUAIBI, (pamMuius
YeHbl KOMHUCCHUM:

1.

JOJDKHOCTD, UHUITUAIBI, (pamMuius

2.
JOJDKHOCTDb, MHUIIUAJIBI, q)aMI/IJ'II/ISI

OToOpaHbl K YHUUTOKEHHIO YTPATUBIIUE B CBA3U

(TMKBHUAALIMEN, peopraHu3aiueil)
(odurmanpHOEe HAUMEHOBAHUE
MPAKTUYECKOE 3HAYEHUE CIIETYIOUIUE BUIbI
roCcyJJapCTBEHHOTO opraHa (OpraHu3aluun)
HEUCIOJIb30BAaHHOM MeYaTHO-01aHOYHOM MPOAYKIIUU:

Cepuss u HOMepa

HanmeHnoBanue Buma KomnuecTBO
. JK3EMIISIPOB
Ne .. [e4aTHO-0JIaHOYHOM . HCHCIIONBb30BaHHBIX [IpuMmedanue
[1e4aTHO-0JIAaHOYHOM
MPOAYKIINHI 9K3EMIUISIPOB
TIPOAYKIIUU
1 2 3 4 5
Htoro HCHUCIIOJIB30BAHHBIX 3K3CMILIIAPOB me4yaTHO-0JIaHOYHOMI

(g pamMu ¥ MPONUCHIO) MPOIYKIUHU, TOATEKAILIEH 3alUTE.
[Ipencenarens koMuCCcHU
PacmmdpoBka noanvcu (JTu4yHas MOITUCH)

Unensl KOMUCCHH
PacmmdpoBka nmoanucent (JIMYHbIE TTOAMUCH)
OTMeTKH B )KypHAJIBI YY€Ta M BBIJIAYM MeUYaTHO-0JJaHOYHOM TIPOYKITUH BHECCHBI,

HCUCIIOJIb30BAHHBIC 3K3CMILJIAPEI B KOJIMYCCTBC BCCOM KT’

(tudpamMu 1 IPOTUCHIO)
YHUUYTOXXEHBI IIyTEM . (BUJ YHUUTOXKEHHUS )
HaumenoBanue qOKHOCTH

PacmudpoBka noamnucu (JIudHast OIIUCH)
JlaTa
®opmat A4 (210X297)

[punoxenne 26



k [IpaBunaM JOKyMEHTUPOBaHMUS,
yIpaBJieHUs TOKyMEHTauen
Y MCTIOJIB30BAHUS CUCTEM
JIEKTPOHHOTO JOKyMEHTO000poTa
B TOCYJJapCTBEHHBIX
1 HETOCYIapCTBEHHBIX OPTaHU3aIMIX

dopma
O(l)PI[lKaJIBHOC HAaMMCHOBAHHMC OpraHH3alvA
HOMEHKIIATYPA JEJI
No
{Zata) (mHIZeRC)
E I Y IBEpEIAK
Ha rod HameHoBaHHE JOTLEHOCTH
DVECEQIHTIENE OpTAHHIAMHH
(mHuHag nogmHce) PacmmdpoEka
TOONHCH
Jata
Cpok xpaHeHus jaena
3aromoBok gena ( KommuectBo pmenm ( (TomMa, dYacTu) o
HNunekc nena . IIpumeuanue
TOMa, 9aCTH) TOMOB, YacTei) HOMEp NYyHKTa II0
TIePEYHIO
1 2 3 4 5
HanmMmenoBanune JOJKHOCTH PYKOBOIAWUTCIIA
Pacumdporka
ciryx061 IOY (JTyHAs TOAIUCH)
IIOAIINCH JaTa
CornacoBaHa CornacoBana
MIPOTOKOJIOM
npoTokosioM DITK
119K (3K) P
OpraHu3aIuN TOCYTApCTBEHHOTO aPXUBHOTO YUPEKICHUS
(mata u HOMED
(maTa ¥ HOMEp TIPOTOKOIIA)
MIPOTOKOJIA)
HroroBas 3amich 0 KATErOPUAX U KOIUIECTBE JICIT, 3aBSICHHBIX B TOy
B tom uncne
ITo cpokam xpaHeHUs Bcero ¢ OTMETKOi "
NEePEXOIALINX SITK"

IlocrosinHOTO
Bpemennoro (cBeimie 10 jer)
Bpemennoro (10 10 1eT BKIIOYHTENBEHO)

Hroro:

HaumeHnoBanue JOJKHOCTH PYKOBOIANUTCIIA




Pacmudposka
ciy>k0b1 JIOY noanucu (JinuHasi MOANKCH) AaTa

NtoroBeie cBeEeHUS EPEIaHbl B APXUB OPraHU3ALNH.
HanmenoBanue 10mKHOCTH pabOTHUKA,

PacmmudpoBka
NepeIaBIlero CBEICHHUS noAnucH (JIMYHask MOJIUCH) 1aTa
dopmar A4 (210X297)
[Ipunoxenue 27
k [IpaBunam JOKyMEHTHPOBaHMUS,
YIpaBJICHUS JOKYMEHTaUeH
" UCIIOJIB30BAaHHUA CUCTEM
3JIEKTPOHHOTO JIOKYMEHTO000pOoTa
B I'OCYIapCTBEHHBIX
1 HETOCYAAPCTBCHHBIX OpraHU3alugaX
dopma
JINCT-3ABEPUTEJIb AEJIA
®onj Ne Ommce Ne Hemo Ne

¥B neno noAmmTo U NpoHyMEPOBAHO JucT (OB), B TOM YHUCJIE:

nuTepHblie Ne JINCTOB
MponyuieHHbie N JINCTOB

IMIPOHYMCPOBAHHBIC YUCTBIC JINCTBI

JIMCTOB BHYTPEHHEMN ONMMUCHU

YUTEeHO TIOKYMEHTOB B BUJE BIIOKECHUHN U MPUIIOKEHHUH, HE MOJIEKAIIUX HYMEPalun

PAa3SHOBHUJIHOCTU JOKYMCHTOB H UX KOJ'II/I‘-IGCTBO)

OcobenHoct  QopmupoBaHus, OQOpPMIICHHUS,
(U3UYECKOTO COCTOSHHUS U yUeTa TOKYMEHTOB Jefa

1 2

. BpOI_HIOpLI " MHBIC IICYAaTHBIC U3 JaHUA

Ne nmucroB

. JIuctoBku

. Beipesku u3 razer

. OTKPBITKH

. KonBepTsr

. Mapku nouTtoBble

. Mapku repOoBbIe

. lllTemMneny NO4TOBEIEC M MHBIE

O 0 3 &N L A W N —

. CriennasibHBIE TOYTOBBIE OTMETKH

10. CypryuHsle, MaCTUYHBIE ITI€YATH

11. ®OTOIOKYMEHTHI

12.  Kaprtsl, mnmaHbl, 4epTeXH U HHad
HayYHO-TEXHUIECKas! JOKYMEHTAIHS

13. PucyHkwu, rpaBropbl, akBapeau

14. ABrorpadbl BUTHBIX JesTeICH

15. CxneeHHbIE TUCTHL



16. YTpaTa yactu JIUCTOB
17. Yracaroumii Tekct

HanmenoBanue noymkHOCTH uia, PacimdpoBka 3amoTHUBIIETO JTUCT-3aBEPUTEND IeTa
noAnucy (JIMYHAs TOJIMKCH) AaTa

[Ipnmeuanue.

1. JIucT-3aBepuTesb COCTABISACTCA VISl yueTa KOJIUYEeCTBa JIMCTOB B Jielie U (UKCcaIluu
0COOEHHOCTEN UX HyMEpalUu.

2. JlucT-3aBepuTENh COCTABISACTCA HAa OTACIBLHOM JINCTE (JIUCTAaX) U MOJIITMBACTCS B KOHIIE
aena.

3. B nucrte-3aBeputene ykaspiBaeTcs HHGpaMu W TMPOMHCHIO KOJIUYECTBO
IPOHYMEPOBAHHBIX JIUCTOB JIeJia U OTJEIbHO, Yepe3 3HaK "+" (TUItoc), KOJIUYECTBO JIMCTOB
BHYTPEHHEU OMKUCH TOKYMEHTOB Jea.

4. B nucre-3aBepuTesie OTMEYAIOT CIIEAYIONME 0COOEHHOCTH HyMepaluu, 0OpMIICHUS U
(pU3UYECKOT0 COCTOSTHUS JOKYMEHTOB JIeNa:

1) cpencTBa mouTOBOTO OOpaleHus (MapKu BCeX BUAOB, KOHBEPTHI, OTKPBITKH, OJIAaHKH,
MITEMIIEIH, IITAMIIbI, TIIOMOBI);

2) mevaTtu U UX OTTUCKH;

3) aBTorpadsl BUAHBIX TOCYAAPCTBEHHBIX U OOIIECTBEHHBIX JEATENICH, AesTeeH HayKH,
TEXHUKHU U KyJIbTYPHI;

4) GOTOIOKYMEHTHI;

5) puUCyHKH, TpaBIOPHI U aKBAPEIH;

6) kpynHOOpMaTHBIE IOKYMEHTHI,

7) CKJIGEHHBIE JINCTHI, TOBPEKICHUS IOKYMEHTOB;

8) MMCTHI ¢ HaKJIeeHHBIMH (PoTOorpadusiMu, TOKYMEHTAMU;

9) KOHBEPTHI C BIIOKEHUSIMU U KOJUYECTBO BJIOKEHHBIX B HUX JINCTOB (MPEIMETOB);
10) MOKyMEHTBI, UMEIOLIUE CAMOCTOATEIbHYIO HyMepaluio (B TOM 4YHUCIE U
tunorpadckue MaTepuaibl), U KOJIUYECTBO UX JUCTOB (CTpaHUIL).

5. Ecnu Ha ogHOM JHCTE Jeina MMEeTCS HECKOIbKO OCOOCHHOCTEH ogopMileHUs
JOKyMEeHTa, TO B rpade 2 nucra-3aBepuTeis MPOCTABISIETCS HOMEP 3TOrO JUCTa MPOTHUB
KaXX/10U 1mo3uiuu rpadsi 1.

6. Ecii B TOKyMEHTE Ha OJTHOM JIUCTE UMEETCSI HECKOJIbKO MapOK M MHBIX MaTEPHAIIOB,
TO B rpade 2 B CKOOKax Mocjae HOMepa JIMCTA Jiea YKa3bIBaeTCsl UX KOJIUYECTBO.

7. Ecniu B nenie UMEIOTCS MPEIMETHI, HyMEpalusi KOTOPHIX HEBO3MOXKHA H3-3a
0COOCHHOCTEH MaTepuana, i3 KOTOPOTro OHU UCIIOTHEHBI (CTEKJI0, METaJlI, TKaHb U UHBIE), TO
B rpade 2 yKa3pIBaIOTCSl HOMEPa JUCTOB, MEKy KOTOPBIMH HaXOJAUTCS JTAHHBIN MPeIMET.

8. Bce nocnenyroniyue n3MEHEHUsI B COCTaBE M COCTOSIHUU Jiefa (MMOBpexACHUE, 3aMeHa
MOJTMHHBIX JOKYMEHTOB KOIMHSIMH, MPUCOCANHEHNE HOBBIX JOKYMEHTOB) OTMEYAIOTCS B
JIUCTE- 3aBEPUTEIIEC CO CCHIIIKOM HA COOTBETCTBYIOIIUM aKT.

9. JIuct-3aBepuTENIb HE HyMEPYETCH.



dopmar Ad (210X297)

[punoxenne 28
k IIpaBuitaM TOKyMEHTHPOBaHUS,
YIIPaBJICHUS JOKYMEHTaUei
" UCIIOJIB30BAHHUA CUCTEM
3IEKTPOHHOI'O JOKYMEHT0000poTa
B TOCYIapCTBEHHBIX
1 HeTrOCYAapCTBEHHBIX OPraHH3aIHsX

®opma
BHYTPEHHSIA OITUCDH pokymeHTOB Aena Ne
JHenonpousBoact 3aroJIoBOK Homepa nuctos
Ne /i N Hata noxymenra [Ipumeuanue
BEHHBIA MHIEKC JTOKyMEHTa nena
1 2 3 4 5 6
I/ITOFO JIMCTOB I[OKyMeHTOB

(tmudpaMu ¥ IPOTTHUCHIO)
KonndecTBo TUCTOB BHYTPEHHEH ONTUCH

(mdpamMu ¥ POTHUCHIO)
HaumeHoBaHMe JOKHOCTH JIUIIA, 3AIIOJTHUBIIETO BHYTPEHHIOK OIHUCH
PacmmdpoBka JOKyMEHTOB Jiena IO IITUCH

(JInyHas MOAMMKCH) aTa
®opmar A4 (210X297)

[Ipunoxenune 29
K [IpaBuiiaM TOKyMEHTHPOBaHUS,
YIIPaBJICHUS JOKYMEHTALHEH
Y UCTIOIb30BAHHS CHCTEM
3IEKTPOHHOTO JOKYMEHT0000poTa
B TOCYIapCTBEHHBIX
1 HErocy/1apCTBEHHBIX OPTraHNU3aIMIX

dopma
Omuch A€ CTPYKTYPHOI'O IIOAPA3ACIICHUAS OpraHu3aliny
(0]
¢bunumanpHOC Vrsepicaro
HanMCHOBAaHHE
HaumeHoBaHue NOMKHOCTHU
CTPYKTYPHOTO
MO/Ipa3eIICHUs CTPYKTYpHOTO
NOApAa3ACIICHUS
opraHu3aluu

PacmudpoBka (muuHas moAMMCh) MOMTUCH

JlaTa
Omnuch No 3a roJi (bl)
3aronoBoK . Cpok KonugectBo
Kpaitaue mater
Ne n/m Wnnekc nena  nema (Toma, XpaHEHUs jena JucToB B jene [Ipumeuanne

(Toma, yacTH)

qacTHu TOMA, 4aCTHU TOMC, HaCTH
) ( ) (rome, )

1 2 3 4 5 6 7



B nanHyro onmch BHECEHO nenc Ne  mo Ne
(urdpamMu ¥ MPOMUCHIO)

, B TOM YHCJIC :

JUTEPHBIE HOMEPA:

IIPONYIIEHHBIE HOMEPA:

HaumenoBanue nomKkHOCTH

PacmmpoBka coctaBuTeNs ONMKUCH MOAIIUCH

(JIMyHas TTO/IMKCH)

naTa

PykoBoauTensb ciyxObl

Pacumdporka JI0Y MOAMHUCHU
(JIMYHAsI TOMMKCH)

nara
Pabotauk PacmmgpoBka apxuBa opranuzanuu

NOAMUCH (JIMYHAS TIOIIKCH)

JaTa

[Ipumeuanue.

B omucu aenm mocTossHHOTO XpaHeHus Tpadyy S He 3armoTHSIOT.
®opmat A4 (210X297)

IIpunoxenne 30
k [IpaBunaM JOKyMEHTHPOBAHMUS,
YIpaBICHUS JOKyMEHTaIUeH
1 MCIIOJIB30BaHMS CUCTEM
AJIEKTPOHHOT'O JOKyMEHTO000poTa
B TOCYJJapCTBEHHBIX
U HETOCYIapCTBEHHBIX OPraHU3aIMIX
dopma
YTBepxkato

(HaMMeHOBaHUE OPTaHU3AIINH )

(HauMeHOBaHKE JOJKHOCTH
PYKOBOIUTENS CTPYKTYPHOTO
HOZIpa3/iesIeHHs] OPraHNu3aliu )

(HauMeHOBaHHE CTPYKTYPHOTO
TOpa3AEICHIUS OPTAaHU3AIINH)

(vHULMAIBI, hamMiTHs)

(mata)

Omuce Ne
3JIEKTPOHHBIX JeJI




(HaMMEHOBaHUE KaTETOPUH JIET)

3a rox
HazBanue
Nugexc pasneina,
Ne n/n 3JIEKTPOHHOT 3ar0JIOBOK
0 zena DNEeKTPOHHO
ro gena
1 2 3

B HaHHYIO OIMMCh BHCCCHO

. KonuuectBo

Kpaiinue

JOKYMEHTOB
JaTBhl

B
JIEKTPOHHOT

JNEKTPOHHO
0 Jena

M fiene

Ob6bem
JOKyMEHTOB
4 Cpoxk
B
XpaHEeHUs
JJIEKTPOHHO IIpumeuanue
DIIEKTPOHHO
M BHJE
ro gena*
3JIEKTPOHHOT
0 Jena
6 7 8

AIEKTPOHHBIX J1eJT ¢ No
(HaMeHOBaHUE TOKHOCTH,

o Ne

(baMI/IJ'II/IH N MHUIKWAJIbl COCTAaBUTCIIA OHI/ICI/I)

(nata)
CornacoBaHo™**
[TpoTokon 3acenanus K

(HaMEHOBaHUE CTPYKTYPHOIO MOAPA3/AEIICHNUs)

No

[Tepenan

AIEKTPOHHBIX JIEIT.

(HaI/IMeHOBaHI/IC JOJDKHOCTH,

(dbaMuus ¥ MTHUIMAIB PaOOTHUKA,
Nepe1aBIlero dJIEKTPOHHbBIE JeNa)

(mara)
ITpunsan

(HaI/IMeHOBaHI/Ie JOJDKHOCTH,
Cl)aMI/IJ'II/IH 1 MHUIIajabl

pabOTHUKA apXWBa OpraHU3aIluHy,

MIPUHSBIIETO 3JEKTPOHHBIE J€Ia)

(mata)

AIEKTPOHHBIX JIEIT.

* I'pacba 7 He opopmitsieTcst B OMUCSX A€M MOCTOSIHHOTO XpaHEHUSI.



** Odopmisiercs nipu Hanmmuuu DK CTpyKTypHOTO MOpa3ieieHus.

IIpunoxenne 31
k [IpaBunam JOKyMEHTHPOBaHMUS,
yIpaBJIeHUs TOKyMEHTanuei
U HCIIOJIb30BaHUS CUCTEM
JIEKTPOHHOTO JOKyMEHTO000poTa
B TOCYJJApPCTBEHHBIX
1 HETOCYIapCTBEHHBIX OPTaHU3AIHIIX
®dopma
YTBepxaaro

(HauMeHOBaHKME OpraHU3aIiN)

(HaMMEeHOBaHUE TOJHKHOCTH
PYKOBOAUTEIS] OPraHU3AIUH)
(mEUIMATEL, hamius) (1aTa)

Ne

(MecTO cocTaBiIeHUS)

I'PA®UK nprema 31EKTPOHHBIX JIENI B ApXHB OpraHU3aIiH

B rogy
HaumenoBanue Haumenosanue
opraHu3anmum  — JOJIXKHOCTH,
HCTOYHUKA WHHLUATBI, (haMUIHs
KOMILIEKTOBAHHUS nunoa,

Ne o/mt Cpok mpuema [Mpumeganune
apxuBa u (UIH) OTBETCTBEHHOI'O 3a
CTPYKTYpPHOTO nepenavy
noJpa3AcieHUs 9JIEKTPOHHBIX JIeT B
OpTaHH3ALNH apXWB OpraHn3aIN

1 2 3 4 5

(HaMEeHOBaHUE TOJKHOCTH, (PaMUIIUS U MTHULUAIIBI
PYKOBOJMTENS apXUBa OPraHU3aluU
(Jina, OTBETCTBEHHOTO 33 apXUB OPraHU3ALUN )

(mata)
[Ipunoxenune 32
k [IpaBuiiaM TOKyMEHTHPOBAHHUSI,
YIPaBICHUS JOKYMEHTAIHEH
Y UCTIOJIb30BAHHS CUCTEM
3JIEKTPOHHOTO JOKYMEHT0000poTa
B FOCYAapCTBEHHBIX
U HErOCYapCTBEHHBIX OPraHU3ALMsIX

®dopma



BHyTpeHH1 OIUCH JOKYMEHTOB B HJIEKTPOHHOM BHIE 3JIEKTPOHHOTO Jejia Ne

Harta 3aroxoBoOK KonmugectBo  OOmmii o0bem OOmras
JIOKyMEHTa B JIOKyMEHTa B OOBEKTOB 00BEKTOB KOHTPOJIbHAS
Ne ni/mt [Ipumeuanue
JJIEKTPOHHOM  3JIEKTPOHHOM  xpaHeHust  ( XxpaHeHus B ( XapaKTepUCTH
BHJIC BHJIE (aiinos) OaiiTax) Ka
1 2 3 4 5 6 7
Hroro: AOKYMCHTOB B 3JICKTPOHHOM BH/C,

00BEKTOB XpaHECHHUSI.

OO6muit 00beM 00BEKTOB XPAHEHUS DJICKTPOHHOTO Jeia

(HauMeHOBaHUE

JIOJDKHOCTH JINIIA,

COCTaBUBLIETO (MHUIHAIBI,
BHYTPEHHIOIO ONTUCh  (DaMuJIHs)
JIOKYMEHTOB B (mata)

SIIEKTPOHHOM BHUJIE
AIEKTPOHHOTO JIENa)

[punoxenne 33
k [IpaBunam 1OKyMEHTUPOBaHMSI,
yIIpaBJIEHUs JOKyMEHTaIHeH
Y UCTIOJIB30BAHUS CUCTEM
3IEKTPOHHOI'0 JOKYMEHT0000poTa
B FOCYAapCTBEHHBIX
U HeTOCYAapCTBEHHBIX OpraHU3aIHsX

®opma

AKT mpreMa-Tiepe1agn dIIEKTPOHHBIX JOKyMEHTOB U Aen ciayx6s1 [IOY oprarmsamun

OdunmansaOE
HaMMEHOBaHUE

OpTaHU3aINH

AKT Ne

YTBepxkaaro
HamMmenoBanne q0KHOCTH
PYKOBOIUTENSI OpTaHU3AIHN

Pacumndposka
(JIn4yHas moAnuce) MOIMUCH

Jlata

O npueMe-niepeade 3IEKTPOHHBIX JOKYMEHTOB

nepenai (a), a

((pamuust 1 MTHUITAAITE)

SJICKTPOHHBIC JIOKYMCHTHI 34

npuHsI (a),

((pamuvst 1 MTHUITAAITET)

roabl 1 pCrUCTPAllMOHHBIC KAPTOYKHW K HUM:

Nunexc KonuuectBo

JJIEKTPOHHBI 3JeKTPOHHBI KommuecTBo
Ne i/t .
X ¢aiinos

JOKYMEHTOB JOKYMCHTOB

Cratyc 06BeM

OnekTpoHHOW HUGPOBOH amsaTu Cpoxn
TIOATHCH 9JIEKTPOHHBI XPAaHEHUs
HaJngue Orcyrcryer X (aiinos



1 2 3 4 5 6

Hrtoro npuHsTO:
1) 3JIEKTPOHHBIX IOKYMEHTOB.

(urdpamMu ¥ MPOMUCHIO)
CocTostHUE 3JIEKTPOHHBIX JOKYMEHTOB

(oO1mmast XapaKTEpPUCTUKA COCTOSTHUSA )
[Tepenan (a)
niu (TIO/IMKCH)
[Tpunsi (a)
uiu (TIO/IMKCH)

(anmexTpoHHas 1UdpoBast MOIKCH)

(amexTpoHHas 1 pOBasi MOIUCH)
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