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06 yrBepxnennu [IpaBui fOKyMEHTHPOBAaHHMS, YIIPaBICHHs JOKyMEHTALUCH 1
HCIIOJIE30BaHUSA CHCTEM HIEKTPOHHOTO JOKYMEHTOO00pOTa B rOCYJapCTBEHHEIX H
HETOCyIapCTBEHHBIX OpraHW3aIiiIx

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

B cootBercTBUM ¢ moamyHkToM 1) myHkTa 1-1 crateu 18 3akona PecryOnuku Kazaxcran
oT 22 aexadbpsa 1998 roxa "O HamuonansHoM apxuBHOM QoHzAe U apxuBax' IIpaButenbcTBO
Pecny6nuku Kazaxcran [IOCTAHOBJIAET:

1. Y1BepauTh npunaraemele [IpaBuna JOKyMEHTUPOBAaHHUS, YIIPABICHUS JOKyMEHTaUEH
U HCIOJb30BAHUS CUCTEM D3JIEKTPOHHOTO TOKYMEHTOO0OpPOTa B TOCYJAapCTBEHHBIX H
HEroCcyJapCTBEHHBIX OpraHU3alUsiX.

2. HacTosiiiee mocTaHOBIEHHUE BBOAUTCS B JIEUCTBUE 110 UCTEUEHUHU JIECATH KaJE€HIAPHBIX

szeﬁ IMOCJIC OTHA €T0 IICPBOI'O O(l)I/IHI/IaJIBHOFO OHY6JII/IKOB3.HI/IH.

IIpempep-Munuctp
b. Carunraes
Pecriybnnkn Kazaxcran

YTBepKIEHbI
noctanosieHneM [IpaBurenscTBa
Pecny6nmkn Kazaxcran
ot 31 oktsa6ps 2018 roma Ne 703

IIpaBuia JOKyMEHTHPOBAHUS, YIPABICHUA JOKYMCHTAMECH U MCIIOIB30BaHAA CHCTEM
3JIEKTPOHHOTO JOKYMEHT0000pOTa B TOCYAaPCTBEHHBIX M HETOCYAAPCTBEHHBIX OPTaHU3aIHAX

I'maBa 1. O6oIue monoXEeHH

1. Hacrosimue IlpaBuia NTOKyMEHTUPOBAHMS, yHpaBICHUS JOKYMEHTAUMEHd U
UCIIOJIb30BAHUSI CHUCTEM DJJIEKTPOHHOTO JIOKYMEHTO00OpOTa B TOCYJapCTBEHHBIX H
HETOCYIapCTBEHHBIX oOpranu3zauusx (nanee — IlpaBuna) ycTaHaBIMBAKOT MOPSAOK
JOKYMEHTUPOBAaHUS, YIPABICHUS TOKYMEHTAUEN U MCIOJIB30BAHUS CUCTEM BJIEKTPOHHOTO
JTOKYMEHTOO0OpOTa B TOCYJAapCTBEHHBIX M HETOCYJIapCTBEHHBIX OpraHu3auusx (mgaisee —
OpraHu3alllH).

2. OpraHuzanusi, BEJICHHE U COBEPIICHCTBOBAHUE CHUCTEMBI JOKYMEHTAIMOHHOTO
obOecrieueHus1 yIpaBICHHS, METOJUYECKOE PYKOBOJICTBO M KOHTPOJH 3a COOJIOJCHUEM
YCTAHOBJIEHHOTO YIOJHOMOYEHHBIM OpraHoM B cdepe apXuBHOTO Jejla W
JOKYMEHTAIIMOHHOTO 00ecnieYeHus yIpaBlieHus (Jajiee — yIIOJIHOMOUYECHHBIN OpraH) mopsiakKa
paboThI C TIOKYMEHTaMH B OPTaHU3alUU OCYIIECTBIIAIOTCS CTPYKTYPHBIM MOJIpa3ieJIeHUEM,
NpeAHa3HAYEHHBIM JUIs pealu3aluuu 3a1ady U (QYHKIUA 1[0 JOKYMEHTAllMOHHOMY



obecrieueHuto ympasiaeHus (manee — cayxo6a JIOY). Ilpu stom 3ampemiaercs BeneHuUe
HECEKPETHOT0 U CEKPETHOTO JIEJIONPOU3BOJCTBA B COCTABE OJHOIO CTPYKTYPHOIO
MO/Ipa3/IeICHUS.

CHocka. ITynkr 2 B pegakuuu nocranonienus [Ipasurenscta PK ot 30.11.2020 Ne 809.

3. B opraausanuu, B KOTOPO# MTATHRIM PACIIUCAHUEM HE MpeaycMoTpeHa ciyxkoa JIOY,
00513aHHOCTH BO3JIaraloTCs Ha OTBETCTBEHHOE JOHKHOCTHOE JIUIIO.

4. [leuictBue IIpaBuil HE pacpOCTPAHSAECTCA HAa JOKYMEHTHI, COAECPHKAIIHNE CBEICHUS,
COCTaBIJISIONINE TOCYIapCTBEHHBIE cekpeThl Pecryonuku Kazaxcran.

PaboThl 10 CO3AaHUIO 3aKPBITHIX KIIIOYEH 3JEKTPOHHON LU(PPOBOM MOANUCH (MOPSIOK
BBIPA0OTKHU, PETHCTPAINU, BbIAAYH, XPAHECHUs, YHHUUTOXEHUS) IJIs FOPUIUYECKUX JIHII,
rOCyJIapCTBEHHBIX OPraHOB WJU JOJDKHOCTHBIX JIMI U TMOPSAJIOK OOECledeHus: pexuma
CEKPETHOCTH U COXPAHHOCTHU 3JIEKTPOHHBIX JTOKYMEHTOB U 3aKPBITBIX KIIFOUEH 3JIEKTPOHHON
uGpPOBOI MOANUCH, COJIEpPKAIINX CBEJEHHUS, COCTABISIONINE TOCYAapCTBEHHBIE CEKPETHI,
ONPENEIAI0TCSI HOPMATUBHBIMU MTPAaBOBBIMU aKTaMHU B OOJACTH 3aIUTHI TOCYJAPCTBEHHBIX
CEKpETOB.

[Topsimok pabOTBl rOCYJAapCTBEHHBIX OPraHOB C JJIEKTPOHHBIMM JOKYMEHTaMH
OTPAaHUYEHHOI'O pACHpOCTpaHEeHUs ¢ TnoMeTkor "[lms cmykebHOTO TMOJB30BaHUS"
onpenensiercs nocranopineHusmu IlpaBurensctBa Pecnyonuku Kazaxcran ot 14 centsOps
2004 roma Ne 965 "O HeKOTOpBIX Mepax Mo obecrnedeHno NHHOPMAITMOHHON 0€30MaCHOCTH B
Pecnyonuke Kazaxcran" u ot 31 mexabps 2015 roga Ne 1196 "O6 yrBepxkaenun I[IpaBun
OTHECEHMsI CBEACHUN K CIykeOHOM HH(pOpMalnuu OrpPaHUYEHHOTO PACHpPOCTpPaHEHUS U
paboTHI ¢ HEH'".

5. B Hactosimux [IpaBunax uCronab3yoTCs CAEAYIOMMNE TOHATHS:

1) abG3a1] — yacTh TEKCTa, MPEACTaBIAONMIAs COO0M CMBICIOBOE €IMHCTBO, BbIIEIIEMast
OTCTYIIOM B MEPBOM CTPOKE M HAYMHAIOIIASICS C 3arjlaBHON JMOO CTPOYHOU OYKBBI, a03allbl
3aKaHYMBAIOTCS TOUKOH C 3amsATON (KpoMe IEPBOIo U MOCIeIHEro ab3ameB 4acTu);

2) cpeAcTBO KpunTorpaduueckoi 3anuThl MHPOPMALIMHU - CPENICTBO, pPeaU3yIollee
aNropuTMbl KpunTorpadguueckux mpeoOpa3oBaHUM, TreHepauuio, GOpMHUPOBaHUE,
pacrpeeneHue U yIpaBieHue KIII0YaMu;

3) HocuTeNb KIOYEBON MH(OPMAIMU — CIIELHMAIN3UPOBAHHBIA HOCUTEINb, B KOTOPOM IS
3aIIUTHI XPAHSIIUXCS 3aKPBITHIX KIIOUEH 3JIEKTPOHHOU HU(PPOBON MOAMUCH MCTOIB3YIOTCS
cpelcTBa Kpunrorpaduyeckon 3auThl HHPOPMALIMK, UMEIOIUE CePTU(UKAT COOTBETCTBUS
tpeboBanusim ctangapra CT PK 1073-2007 "CpenctBa KpuUNTOTpapUUYECKON 3aIUThI
uHpopmarmu. OO1IMe TEXHUYECKHE TpeboBaHus";

4) ynoCTOBEPSIONINI IIEHTP TOCYJapCTBEHHBIX opraHoB PecmyOmmku Kazaxcranm —
yAOCTOBEPSIONIUNA LEHTP, 0OCITY>KUBAIOIIUI TOCYIapCTBEHHbIE OPTaHbl, TOJKHOCTHBIX JIUI]
roCyJapCTBEHHBIX OPraHOB B HMH(POPMAIMOHHBIX CHCTEMaX U HMHBIX TOCYAapCTBEHHBIX

MH(OPMAIMOHHBIX PECypcax rocyJapcTBEHHbIX opraHoB PecnyOnuku Kazaxcran (manee —
Y I'0O);



5) HanMOHANBHBIN yAOCTOBepstomui 1eHTp Pecnybnuku Kazaxcran — y10cTOBEpSIOIHiA
LEHTP, IPEIOCTABISIOMN CPEACTBA ANEKTPOHHON HU(PPOBOIM MOANKUCH U PETUCTPALIMOHHBIE
CBUETENHCTBA (PU3NUECKUM WM IOPUAUYECKUM JIUIAM Ui (POPMUPOBAHUS DJIEKTPOHHBIX
JOKYMEHTOB B I'OCYJIapCTBEHHBIX U HETOCYJapCTBEHHBIX MH(OPMAIIMOHHBIX CUCTEMAX;

6) OTIyCK JOKYMEHTa (MUChMa) — SK3EMIUISP UCXOMASIIEr0 JOKYMEHTa, OCTAIOIIUICS B
JieJie OpraHu3aluu-aBTopa;

7) DNEKTpOHHAs KON JOKYMEHTa — JOKYMEHT, MOJHOCTHIO BOCIIPOU3BOIAIINNA BUIT U
uHdopmaIuio (JaHHbIC) TOATUHHOTO JOKYMEHTA B 3JIEKTPOHHO-ITU(POBOI Ppopme;

8) HOpMaTHBHO-CIpaBO4YHas HHpopMauus - HHPopMauus (KiIaccU(UKATOPHI,
CIIPAaBOYHHMKH, TEPEYHU M JAPYTHE), OCHOBAHHAS HA HOPMATUBHBIX JOKYMEHTax U
UCIIOJIb3yeMasi Il ONpeIeTICHUS PA3IMUHbBIX XapaKTEPUCTUK JOKYMEHTA,

9) Bnaaenen perucTpalioOHHOTO CBUAETEILCTBA — PU3NUECKOE WU IOPUANYECKOE JIHIIO,
Ha UMS KOTOPOTO BBIJJAHO PETHCTPAIMOHHOE CBHUIETEIHCTBO, MPABOMEPHO BIIAJCIOIIEE
3aKpBITBIM ~ KJIOYOM, COOTBETCTBYIOIIMM OTKPBITOMY KIIOUY, YKAa3aHHOMY B
PETUCTPALIMOHHOM CBUICTEIILCTBE;

10) snexTpoHHbIE MH(POPMALIMOHHBIE peCcypchl — UH(pOpMaLUs, MPEICTaBIeHHAs B
ANEKTPOHHO-IM(PPOBONH (GopMe U cojaepkallascs Ha 3JIEKTPOHHOM HOCHUTEIE,
HMHTEpHET-pecypce U (W) B UHPOPMAITMOHHON CUCTEME;

11) 3ammTa 37€KTPOHHBIX UH()OPMAIIMOHHBIX PECYpPCOB, HHPOPMALIMOHHBIX CUCTEM —
KOMILJIEKC MPABOBBIX, OPTaHU3ALUOHHBIX U TEXHUYECKUX MEPOINPUATHM, HAPABICHHBIX HA
COXpaHEHHE, [MPEJOTBPAIIEHUE HENPAaBOMEPHOIO0 JOCTyma K 3JIEKTPOHHBIM
UHQOPMAIIMOHHBIM pecypcaM, HHPOPMAIIMOHHBIM cucTeMaM (B TOM YHCIE OT
HECAaHKIMOHUPOBAHHOIO JOCTyna K MH(OpMalWU), BKIOYAas HE3aKOHHBIE NEUCTBUS IO
MOJIYYeHHUIO, KOMHUPOBAHUIO, PACIPOCTPAHEHUIO, HCKAKEHHUIO (M/uiu Moaudukammm),
YHUUTOXEHUIO UK OJIOKUPOBAHUIO HH(POpMALIUK;

12) 3eKTpPOHHBIN AJOKYMEHT — JOKYMEHT, B KOTOPOM HH(pOpMalus Mpe/ICTaBIeHa B
ANEKTPOHHO-IIU(GPOBON (opMe U YIOCTOBEpPEHA IMOCPEACTBOM 3JIEKTPOHHON HHU(PPOBOI
MOJIIHCH;

13) sneKTpOHHBIN JOKYMEHTOOOOPOT — OOMEH AJIEKTPOHHBIMHU JOKYMEHTAMH MEXIY
roCyJAapCTBEHHBIMU OpraHaMu, (PU3MYECKUMU U IOPUANYECKUMU JINLIAMH;

14) cucteMa »IEKTPOHHOTO JOKYMEHTO0OOpOTa — cUcTeMa oOMeHa 3JIEKTPOHHBIMU
JOKYMEHTaMHU, OTHOILUEHHS MEXKJYy YYaCTHUKaMH KOTOPOH PEryJupyroTcs 3aKOHOM
Pecny6onmuku Kazaxctan ot 7 suBaps 2003 roma "OO »IeKTpOHHOM JOKYMEHTE U
AIEKTPOHHON I1u(dpoBOM mNoANUCH" W HHBIMM HOPMATHUBHBIMU IPABOBBIMU AKTAMHU
Pecny6iuku Kazaxcran (manee — CO/);

15) yuactHuk COJ] — dpusnueckoe Uiu I0OPUIUIECKOE JIUIIO, TOCYIaPCTBEHHBIN OpraH WK
JOJHKHOCTHOE JIMIO, YYacTBYIOIIKE B Mpolieccax cOopa, oOpabOTKH, XpaHEHus, eperay,
MIOKMCKA U PAaCTIPOCTPAHEHUS SJIEKTPOHHBIX TOKYMEHTOB;



16) OyMaxkHast KOTMHUsI SJIEKTPOHHOTO JTIOKYMEHTA — JIOKYMEHT Ha OyMa)KHOM HOCHTEIIE,
MOJTYYECHHBIM MOCPEJCTBOM BbIBOJIa MH(MOPMAIMU (JJaHHBIX PEKBU3UTOB) U3 JIEKTPOHHOTO
MOJIMHHUKA, WMEIONIUN TMOJHOCTHIO BOCIPOU3BOAINIYI0 HH(GOPMALUIO TOJITUHHOTO
AJIEKTPOHHOTO JIOKYMEHTA, YJAOCTOBEPEHHOTO JJICKTPOHHOW IU(PPOBON TMOJIMKCHIO,
CO3/TaHHOM C MCTOJIb30BAHUEM 3aKPBITOTO KIIH0Ya JIEKTPOHHON IU(POBOM MOANKCH, U BCE
€ro PEeKBU3MUTHI WJIM YacTh UX U 3aBEpPEHHAs JHUIOM, 00JaJarolMM MOJHOMOUYUSIMHU Ha
3aBEpEHUE JAHHOTO JIOKYMEHTA;

17) mOATMHHUK 2JIEKTPOHHOTO JOKYMEHTa — IOKYMEHT, yIOCTOBEPEHHBIN (MTOAMMCAHHBIN
) BJEKTPOHHOW HUQPPOBOMN MOIMUCHIO, CO3JJAHHOW C HCMHOJIb30BAaHUEM 3aKPBITOTO KIIOua
AIEKTPOHHOM 1TU(POBOM MOANHCH, CHOPMHUPOBAHHBIN N3HAYAIBHO B (hOpMATE FJIEKTPOHHOTO
JIOKYMEHTa U HE UMEIOIUA OYyMa)KHOT'O UCXOHOTO MO IMHHUKA,

18) snekTpoHHAas perucTpalMoHHas KOHTPOJIbHASI KapTOUKa — 3JIEKTPOHHBIN JOKYMEHT C
YYETHBIMU JAaHHBIMU O JIOKYMEHTE 10 YCTaHOBJIEHHOUN QopMe, (PUKCUPYIOIEH ero peKBU3UTHI
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19) dbopMar »3JIEKTPOHHOTO JOKYMEHTa — CTPYKTypa COJEpKATEIbHOW YacTH
AIEKTPOHHOTO COOOIIIEHHS], HA OCHOBE KOTOPOro C(hOPMHUPOBAH JIEKTPOHHBIN TOKYMEHT;
20) cpencTBa 3JEKTPOHHOU IU(PPOBOIM MOJANMUCH — COBOKYIMHOCTh MPOTPAMMHBIX U
TEXHUYECKHUX CPEJICTB, UCTIOJIb3YEMBIX JIJISI CO3/IaHMS ¥ TIPOBEPKHU MOTMHHOCTH JICKTPOHHOM
1 (HPOBO MOTUCH.

I'naBa 2. ITopsinox JOKyMEHTHPOBaHHS, IOATOTOBKA ¥ 0(OPMIICHHS JOKyMEHTOB
ITaparpad 1. ITopamok JOKyMEHTHPOBAaHHA U TpeOOBaHMA K 0QOPMIICHHIO JOKYMEHTOB

6. S3pIKOM pabOTHI U ETONPOU3BOJICTBA TOCYNAPCTBEHHBIX OPTaHU3alUi U OPraHOB
MeCTHOTO camoyrnpapieHus PecnyOnuku Kazaxcran siBisieTcs Ka3aXCKHUM SI3BIK, HApABHE C
Ka3aXCKUM OQHUIIUATBHO YIOTPEOISIETCS PYCCKUM S3BIK.

B pabote HerocynapCTBEHHBIX OpTraHU3alUi HCHOJB3YIOTCS Ka3axCKUU W, MpPU

HEO0OXOMMOCTH, APYTHUE SI3BIKU.

7. JJOKyMEHTBI COCTABIISIIOTCA Ha OENbIX YMCTHIX JucTax Oymaru popmatoB A4 (210 x 297
MUIJLTUMETPOB (Hanee — Mm), A5 (148 x 210MM) 1 UMEIOT TOJISI HE MEHEE:

1) neBoe mosie — 20 Mm;

2) npasoe noje — 10 mm;

3) BepxHee moje —10 MM;

4) amxHee nosie — 10 mm.

JI7ist IByCTOpOHHETO NeyaTaHusi 000pOTHAsE CTOPOHA JINCTA JOKyMEHTA:

1) neBoe mosie — 10 mMm;

2) npaBoe nojue — 20 MM;

3) BepxHee noje — 10 mM;

4) amxHee nose — 10 mwm.



8. Ilpu odopMiieHUH IOKyMEHTa HCMOJB3YIOTCS OnaHKW. PekBHM3WUTHI Ha OlaHKax
pacmoJiaraloTcss B OINPEACICHHOW MOCIEI0BATEILHOCTH B COOTBETCTBUM CO CXEMOU
PACIIONOKEHUS] PEKBU3UTOB JIOKYMEHTA COTJIaCHO MpuiiokeHuto 1 k Hactoamum [IpaBunam.

9. B opranuzaiuy NpuMEHSIIOTCS CJIeIyIONIKe OJJaHKU JOKYMEHTOB:

1) OGaHk mucbMa OpraHu3alnyu 1Mo (GopMe COINIACHO MPUIIOKEHUIO 2 K HACTOSIIUM
[IpaBunawm;

2) O6JlaHK KOHKPETHOTO BHUia JOKYMEHTa OpraHu3aiuu no ¢Gopme COTrJIaCHO MPHUIIOKEHUIO
3 x HacTtosiuM [IpaBunam;

3) o6muii 6aHK opraHu3anuu 1Mo ¢GopMe COrIacHO MPUIIOKEHUIO 4 K HACTOSIIUM
[IpaBunam.

OO6muit 6J1aHK OpraHU3alMK UCTIOJIB3YETCS JIJISl M3TOTOBJICHUS JIFOOBIX BUJIOB JIOKYMEHTOB

10. briaHKKM JOKYMEHTOB HM3TOTABIMBAIOTCSA TUMOrPAdCKUM CIOCOOOM C MOMOIIBIO
CpPEICTB OINEpPATUBHOM MoOJAUrpaduu WIM BOCHPOU3ZBOIATCA HEMOCPEACTBEHHO IMpHU
COCTaBJIEHUH IOKYMEHTA.

11. bymaxkabie 0JaHKU JOKYMEHTOB I'OCY/IapCTBEHHBIX OpraHU3aluid ¢ U300paKeHUEM
lNocynapctBennoro I'epba PecniyOnuku Kaszaxcran mopyexxar ydery, JUisi 4ero B JIEBOM
HIDKHEM YTy KaXJIO0ro 3K3eMIuisipa OJlaHKa JOKYMEHTa TUIOrpadCcKuM CrocoOoM HIH
HYMEPATOPOM MPOCTABIISIFOTCS €0 HOMED, Cepusl. DJIECKTPOHHBIE OJIAHKHU HE MOJICKAT yUeTy.

12. bnaHku NOKYMEHTOB HMCIIOJB3YIOTCSA CTPOTO MO HA3HAYCHUIO U HE MEPEeNaroTCs
JIPYTUM OpraHu3alysM WM UHBIM JIMIaM 0€3 COOTBETCTBYIOIIETO pa3pelIeHUs] PyKOBOACTBA
OpraHU3aluu.

13. JIOKyMEHTBI COCTaBJISIOTCS C MCHOJB30BAHMEM IITAMIIA, BOCHPOU3BOMASIIECTO
HAaMMEHOBAaHUE OPTraHU3aIllH, ITyTEM MTPOCTABIICHUS €T0 OTTUCKA B JICBOM BEPXHEM YTy MO0
pH 0053aTeIbHOM O(OPMIIEHUH CIEYIOIIUX PEKBU3UTOB:

1) obunmanpbHOE HAMMEHOBAHHWE OPTAHU3AINU, W3JABIICH TOKYMEHT, JTUOO OTTHUCK
[ITaMIa, BOCHPOU3BOJISAIIETO HAUMEHOBAHHME OpTaHU3allMy, W3JaBIIeH JTOKYMEHT, IyTeM
MIPOCTABJIEHHUS €T0 B JIEBOM BEPXHEM YIIIY;

2) HaMMEHOBaHUE BHJIa JOKYMEHTA, 32 UCKIIOUYECHUEM TUChMA;

3) naTa JOKyMEHTa;

4) perucTpaliOHHBIN HOMEp (MHIEKC) TOKYMEHTA;

5) HauMEHOBaHUE JOJKHOCTH JIMLIA, MOJMKUCABIIETO TOKYMEHT, MOANKUCH U paciiudpoBKa
MOAIHUCH;

6) OTTUCK TI€4aTH OpraHU3aI1H.

14. BHyTpeHHUE JOKYMEHTBI, 32 UCKIIOUECHUEM PACHOPSAUTEIbHbBIX, COCTABISIOTCS Ha
OeJbIX JIUCTaxX OyMary.

15. He nomyckaercs odopmiieHHE HAa OTHOM OJIaHKE TOKYMEHTa Ha JABYX U 0oJiee s3bIKax.



JIOKYMEHT Ha Ka3aXCKOM SI3bIKE€ M CO3/1aBa€MbI ayTEHTUYHBIN JOKYMEHT Ha PYCCKOM WJIU
MHOM SI3bIKE TMeYaTaloTCsd KaXXIbld Ha OTAENbHBIX OnaHkax (OTAENbHBIX JHUCTax) U
0QOPMIISIOTCS €TUHBIMU PEKBU3UTAMH.

JIOKyMeHT, co3/1aBaeMblii Ha IByX U Oosee si3bIkax, oPopMIISIeTCsl Ha OTAENIbHBIX OJaHKax
(OTIENBHBIX JINCTAX) C €AUHBIMU PEKBU3UTAMU.

JIoKyMEHTY Ha pa3HbIX f3bIKax MPUCBAMBAIOTCS €IUHBIE UCXOJIAIINE PEKBU3UTHI.
JIOKyMEHTBI Ha Pa3HbIX SA3bIKAX JIOHKHBI ObITh ayTEHTUYHBI APYT IPYTY.
Jluctel OKyMEHTOB (OJJAaHKOB M MPWJIOKEHUNW K HUM) HYMEPYIOTCS CKBO3HOM
HyMepalyen B BEpXHEW 4acTH JUCTA [0 CEPEAUHE.

ITaparpad 2. ITopanok odpopMIeHHAS pEKBU3HUTOB JOKyMEHTA

16. T'ocynapctBennbiii ['ep6 PecnyOnuku Kazaxcran umzoOpakaercss Ha OJaHKe
JOKYMEHTa TOCYJapCTBEHHON OpraHu3alid B COOTBETCTBUU C 3aKOHOJATEIHCTBOM
Pecny6iiuku Kaszaxcran o rocynapctBeHHbIX cuMBoiax PecnyOnuku Kazaxcras.

17. OMOnemMa, JIOTOTUN WK TOBapHBIM 3HAK (3HAK OOCIIY>KWBaHUs) BOCIIPOU3BOIATCS Ha
OJIaHKe B COOTBETCTBUHU C YUPEIUTEIbHBIMU JJOKYMEHTAMU OpraHU3allUH.

DOmbsiema, JIOTOTUIT WJIM TOBAPHBIM 3HAK (3HAK OOCIy>KHUBaHUs) HE pa3MENIaloTCsl Ha
6manke ¢ uzoOpaxenuem ['ocynapctennoro ['epba Pecniybnuku Kazaxcran.

18. HaumenoBanue opranuzaiuu (B TOM duciie Guinana, mpeicTaBUTEILCTBA) BKIIOYACT
B ce0s Ha3BaHWE B COOTBETCTBUHM C YUPEAUTEIHHBIMU JOKYMEHTAMHU C yKa3aHUEM Ha
OpraHu3allMOHHO-TIPABOBYIO (popMmy.

CoxkparieHHOe HAMMEHOBaHNE OPTaHu3aIiy (B TOM dncie Guiraia, mpeacTaBuTeIbCTBA)
OPUBOJIUTCS B TOM CJydae, KOTJa OHO 3aKpEIUIEHO B YUYPEIUTEIbHBIX JOKYMEHTAaX U
pa3Menaercs B CKOOKaxX HUXKE MOJHOTO HAUMEHOBAHUS.

[Ipu odbopmiieHHE COBMECTHOTO JIOKYMEHTA, pa3pabOTaHHOTO JABYMs U Oojiee paBHBIMHU
OpraHu3alusIMi, HaMMEHOBAHUS OpPTraHU3aIui pacrmoJiararoTcsi B aJl(paBUTHOM MOPSIAKE
HAaMMEHOBAHUM OpraHU3aIuu.

[Ipu odopmiieHUH COBMECTHOTO IOKyMEHTa, pa3pabOTaHHOIro AByMs M Ooliee
OpraHu3alysIMi, HAMMEHOBAHUS PACIIOaratoTCsa B COOTBETCTBUHU C U€pAPXUEH OpraHU3alU.

CoBMeCTHBIN AOKYMEHT Ha OyMa)XHOM HOCHUTENE MOJJIEKHUT 3aBEPEHUIO MedaTsiMu
OpraHu3aIuu.

19. HaumeHnoBaHu€e CTPYKTYPHOIO MO/ApA3/IeNieHUs] YKa3bIBAETCS B CIIydasix, KOrJa OHO
SIBJISIETCS aBTOPOM JJOKYMEHTA U PacCIojiaracTcsi HUKe HAMMEHOBAHUS OpraHU3aluu.

20. HaumeHoBaHM€e BHJIa JOKYMEHTA ME€YATAETCA MPOMUCHBIMU OYKBAMH TMOYKUPHBIM
mpudTOM.

21. laToil moKyMeHTa SBISETCS JaTa €ro moanucaHus (yTBEP KICHHS) WIH COOBITHS,
3a()MKCUPOBAHHOTO B JIOKYMEHTE.



JlaTa OKyMEHTa MPOCTaBISETCS MOJKHOCTHBIM JIMIIOM, MOJMNHMCHIBAIOIINM WIIU
YTBEPXKAAIOLUM JIOKYMEHT. /[l SIeKTpOHHOTO JIOKYMEHTO00OpOTa JIOIyCKaeTcs
MPOCTAaBJIEHUE JJAThl CACTEMOM WJIM BPYUYHYIO YHIOJHOMOYEHHBIM JIUIIOM.

CnyxeOHble OTMETKH Ha JIOKYMEHTE, CBSI3aHHBIE C €r0 MPOXO0XKJICHUEM U UCIIOJIHEHUEM
O3HAKOMJIEHUEM ) BHYTPU OPTraHU3ALMH, JATUPYIOTCS U MOJIUCHIBAIOTCA.
JaTta noxymeHTa opopMIIsieTCs:

1) B mpaBOBBIX aKTax, MPOTOKOJAaX, OAHKOBCKHX, (DMHAHCOBBIX, OyXTralaTE€pPCKHUX
JOKYMEHTaX M JIOKyMEHTaX, 3aTparuBalIIUX IMpaBa U HHTEpechl (HU3UYECKUX U
IOPUJINYECKHUX JIUI, CJIOBECHO-IU(PPOBBIM CIOCOOOM — JIeHb Mecsla U ToJi OPOpMIISIOTCS
apaOckumu 1udpamMu, MeCsI] — MPOMHKCHIO;

2) B ApYyrux JTOKyMeHTax — HUGPOBLIM CIIOCOOOM JI€Hb MECsIla U MECAIl ABYMS IMapamu
apa0ckux nudp, pa3aeIeHHBIMU TOUYKOU, TOJ] — YETHIPEMS apaOCKUMu u(pamu.

22. Peructpainmonnbiii HoMep (MHIEKC) TOKYMEHTa COCTOMT M3 MHJEKca Jena 1Mo
HOMEHKJIAType JeJ  OpraHu3aluu, TM[OpsAJAKOBOrO HOMeEpa JOKyMEHTa B
perucTparoHHO-KOHTpoabHON (popme (nmanee — PK®D). [To ycMoTpeHuio opraHuzaiuu B
pEruCTpallMOHHBIA HOMED (MHEKC) BKIIOYAOTCS JOTIOTHUTENbHbBIE JJIEMEHTHI.

Peructparmonnsiii Homep (MHIEKC) TOKYMEHTa, COCTABICHHOTO ABYyMs U Oojee
OpraHM3alMsIMU, COCTOUT M3 PETUCTPALMOHHOTO HOMepa (MHAEKCA) KaXKIOW M3 ATUX
OpraHu3alliii, MPOCTABIISIEMOTO 4Yepe3 KOCYI0 YepTy B MOPSJAKE YKa3aHHS aBTOPOB B
JOKYMEHTE.

B cucreme 31neKTpOHHOTO JOKYMEHTOOOOpOTa MOMyCKaeTcs BeACHUE CKBO3HOM
HyMEpaluuu.

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

24. MecTO COCTaBJICHHS WJIM M3JaHUS TOKYMEHTA YKa3bIBa€TCS B COOTBETCTBHUHM C
MPUHATHIM aIMUHUCTPATUBHO-TEPPUTOPUATBHBIM JIEJICHUEM M BKJIIOYACT B C€0S TOIBKO
OOLIEPUHSATBIE COKPAIICHHUS.

MecTo cocTaBieHUS WM U3JaHHUS TOKyMEHTa O(QOPMIISIETCS B COOTBETCTBUU C
HAaVMEHOBAHMEM HACEJIEHHOIO IYHKTA, SIBJSIOIIETOCS MECTOHAXO0KICHUEM OpPTraHU3alHU -
aBTOpa JOKyMEHTA.

25. JIOKyMEHTBI aJpecylT OpPraHu3alusIM, UX CTPYKTYPHBIM MOAPA3ICICHUSIM,
JOJKHOCTHBIM UJTH (DU3UYECKUM JTUIAM.

PexBuszut "Anpecar" odopmisieTcss CTpOUHBIMU OYKBaMH, MOMY>KUPHBIM MIPUPTOM.
HanMeHnoBaHue opranusaiuu, €€ CTpyYKTYPHOTO MOJpa3eieHus MUIIETCS B UMEHUTEIbHOM
najiexe, JTOKHOCTh, (aMUIIUS JUIAa, KOTOPOMY aJpecoBaH JOKYMEHT, — B JaTCIHLHOM
najexe.

IIpu agpecoBaHNM JOKYMEHTAa PyKOBOJUTEIO OpraHu3alii €€ HAMMEHOBAHUE BXOJIUT B
COCTaB HAUMEHOBAHUS JIOJHXKHOCTH a/Ipecara.



[Ipu anpecoBanuu JoKyMeHTa (GU3MYECKOMY JHUILY YKa3bIBAIOTCS MHHUIIMAT UMEHH U

(dbamMuus moJyiyvaress, €ero mouToBbIi ajpec.
[Ipu nepenucke BHYTpH OpraHU3alUM JOMYCKAETCS YKa3aHUE B JIATEJIbHOM MaJeikKe
TOJILKO MHUIIMAA UMEHU U (PaMUINU JOJKHOCTHOTO JIUIIA.
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.

[Ipu HanpaBieHUN TOKYMEHTa HEMOCTOSHHBIM aJIpecaraM, B COCTaB pPeKBU3HTa "Aapecar
" BKIIOYAETCA TOYTOBBIM aapec, KOTOPhIH OGOPMIISETCS HCIOJHUTENEM. DJIEMEHTHI
MOYTOBOTO aJjpeca YKa3bIBAIOTCA B IOCJIEJAOBATEIbHOCTH B COOTBETCTBUU C 3aKOHOM
PecnyOsinku Kaszaxcran ot 9 anpensa 2016 roga "O noure".

26. 3aroJoBOK K TEKCTY JIOKYMEHTa O(DOPMIISIETCS MOMY>KUPHBIM HIPUPTOM OT TPAHUIIBI
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.

27. qns OyMaxHbIX IOKYMEHTOB OTTUCK Me4YaTH OpTraHHU3allly 3aBepsieT MOIIMHHOCTD
MOJMUCH JOJKHOCTHOTO JIUIAa Ha JOKyMeHTe. OTTHUCK MeYaTh OpraHu3aliy MPOCTABIISIETCS
MOCJI€ HaMMEHOBAHUs JOJDKHOCTH JIMIA, MOJIUCABIIETO JTOKYMEHT, HE 3aXBaThIBas €ro
JUYHYIO MOAIUCH.

28. Texkct nokymeHTa 0OpMIISIETCS B BUAEC aHKEThI, TMArpaMMbl, TaOJIHIIbI, CBSI3HOTO
TEKCTa WM COUETaHUS YKa3aHHBIX (HOPM.

29. B cnyuae, eciu JIOKYMEHT COJEPXKHUT MYHKTHI, TO MYHKTHl B JTOKYMEHTE
pacrosiararorcs B JOTHUECKOHN MOCIEA0BATEILHOCTH, C YYETOM XPOHOJIOTHH TANIOB PEUICHUS
Bompoca. biu3kue 1Mo colep>KaHW NYHKTHl 3HAYUTENBHBIX MO OOBEMY JOKYMEHTOB
O0OBEIUHAIOTCS B IJaBbl, HECKOJIBKO I'J1aB — B pa3/eibl, pa3Aeibl — B yacTH. B Oosbmux no
o0BeMy riaBax BBIIEISIOTCS maparpadsl, B pa3enax — moapa3ebl.

[IyHKTBI MOTYT OBITH MOJpa3/ieJIeHbl HA MOJMYHKThl. BHYTpU MYHKTOB U MOJIMTYHKTOB
MOTYT OBITh YaCTH, BBIJEIsIEMbIC a03aIlaMH.

[TyHkThI, Taparpadpl, rIaBbl, MOPa3Aeiibl, pa3eibl U YaCTH JOKYMEHTOB HYMEPYIOTCS
apabckumu 1 pamMu ¢ TOYKOH clieayronum oopasom: 1., 2., 3. u nanee.

Homepa nmoanyHKTOB B MyHKTax o0oO3HayaroTcs apabCkuMu nudpaMu co CKOOKOM
cneayommm obpazom: 1), 2), 3) u nganee.

HymMmepanust myHKTOB, TJIaB U pa3feiioB SIBJISIETCS CKBO3HOM, MOJNYHKTOB B IMYHKTE,
naparpagoB B IIaBe, MOAPA3ACIIOB B Pa3/ieiie — CAaMOCTOATEIbHOM.



He nomyckaercst o603naueHue ad3areB AeducaMu WM HHBIMUA 3HAKAMU.

30. TekcT NOKyMEHTa MeYaTaeTcs Ha MUIIYIIEH MallMHKE Yepe3 MOJATOpa MEKCTPOUHBIX
WHTEpBaja WU MPU MMOMOIIHN YCTPOUCTB KOMITBIOTEPHON TeXHUKHU paszmMepoMm Ne 14 mipudra
Times New Roman (Taiimc Hpto Poman) unu Arial yepe3 oguH MeXCTpOUuHbINH UHTEpBaI. B
OTACNBHBIX CIIydYasiX, a Takke npu odopmiieHHH TaOIWIl, TPUIOKEHUN, OTMETKH 00
UCIIOJIHUTEIIE, IPUMEUYaHU JOMYCKaeTCsl U3MEHEHHUE pa3MepoB MIpUPTa U MEKCTPOUHOTO
MHTEpBaa.

[Tpu odopmiieHnn JOKyMEHTa Ha JIBYX U OoJiee JIUCTaX BTOPON U MOCIETYIONTUE JTUCTHI
HyMmepytoTcsa. Homepa mpocraBisitorcs apaOCKuMH LUppaMu B cepeuHE BEPXHETO MOJIS
nucTa 6€3 3HaKOB MPENUHAHMUS.

B orMmeTke 0 HanMuMKM NPUIIOKEHUS, HA3BAHHOTO B TEKCTE IOKYMEHTA, YKa3bIBAIOTCS
KOJIMYECTBO JIUCTOB, IK3EMILIAPOB, SI3bIK UCIOJHEHUA. B OTMETKE O HATWYUU NPUIOKEHHUS,
HE HA3BAHHOI'O B TEKCTE€ JOKYMEHTA, JOMOJHUTEIBHO YKAa3bIBAETCS €r0 HaMMEHOBAHUE, a
TaK)Ke MMPU HAJTUYHH J1aTa U PETUCTPAMOHHBIA HOMep (MHeKC). [Ipy Hanuuuu 1ByX U Oonee
NpPUIOKEHUW OHU HyMepyroTcs. JlIsi 3JIeKTPOHHOTO JTOKYMEHTOO0OOpOTa yKa3zaHHe
KOJIMYECTBA 3K3EMILIAPOB HE TpeOyeTcs.

Ecnu mpunoxeHuss K JTOKyMEHTY COpOIIIOPOBAHBI, YKa3bIBA€TCS KOJUUYECTBO
AK3EMILTSIPOB.

Ecnu k 1OKyMeHTy npuiiaraetTcsi Ipyrov JOKyMEHT, UMEIOIIUN TPUII0KEHNUE, B OTMETKE O
HAJIMYUK TPUIIOKEHUST YKa3bIBAIOTCS PEKBU3UTHI 3TOTO JOKYMEHTa U 0O0lIee KOIUYECTBO
muctoB. Hampumep, "[Ipunoxenue: mucbMo MuHHCTEpCTBA KyIbTYphl U criopTa PecryOimku
Kazaxcran ot 15 oktsi6ps 2014 roga Ne 3-5/151 u npunokeHue Kk Hemy, BCEro Ha 7 JIMCTaX,
Ha Ka3aXxCKOM S3bIKe".

Ecnu npunoxxeHue HampapisieTcsl HE BCEM aJpecaTaM, YKa3aHHBIM B JOKYMEHTE, TO B
OTMETKE O €r0 HAJIMYMH YKa3bIBAETCS KAKOMY aJipecaTy HaIlpaBiseTCs] IPUIIOKEHHE.

31. Ilonnuck moxkymeHTa Ha OyMa)KHOM HOCHUTENE BKITIOYAET:

1) HauMeHOBaHHE JOJLKHOCTH JIMLA, MOAMMCABIIEr0 JOKYMEHT, OQUUIHAIbHOE
HAaUMEHOBAHUE CTPYKTYPHOT'O MOIpa3AesieHUs] WM OpraHu3aluu (ecau JOKyMEHT o(opmiieH
He Ha OJIaHKe);

2) AMYHYIO MOJIUCH U pacliu(PPOBKY NOANUCH (MHULMAT UMEHU U (PaMUIIHS).

JIOKYMEHT MOJIMNKUCHIBAETCS CBETOCTOMKUMU YepHUiIaMu. He nomyckaercss moanucanue
MO/JIMHHUKA IOKYMEHTa IPOCTaBIEHUEM (DaKCUMUIIE.

[IpaBo moamucu JOKYMEHTOB OpraHHU3alMHU OIPENENSIETCS B COOTBETCTBUHU C
3akoHOo aTeNbCcTBOM PecnyOnuku KazaxcraHn, yupeauTeabHbBIMU JOKYMEHTaMU OpraHu3alii,
pacnopsiAUTENIbHBIMA JIOKYMEHTaMH PYKOBOJUTENSI OpPraHu3allud O JIeJIETUPOBAHUU
NOJITHOMOYMI WM JOBEPEHHOCTSIMU HA BBINOJHEHUE ONPENECICHHBIX JAEHCTBUH OT UMEHH
OpraHu3alyH.

DONEKTPOHHBIA JTOKYMEHT YJOCTOBEPSETCS JIEKTPOHHON HU(PPOBOM MOANMKUCHIO JIUIIA,
00Jaar0Iero NOJHOMOYUSAMHY Ha MOANMCAHUE TaHHOTO JOKYMEHTA.



Otmyck 1oKyMeHTa (IMchMa) MOJICKUT noAnucannio. He qonmyckaercs 3ameHa oTmycka
TOKyMeHTa (MmuchMa) Komueu gokyMmeHta. [lpu moamucanuum JOKyMeHTa JIBYMsS U OoJjee
JUIIAMHA PAaBHBIX JIOJDKHOCTEH HMX TOAINMCH PAcCIojlaratoTcs B aa(aBUTHOM IOPSIKE
opHUIIUATIEHBIX HAUMEHOBAHUN OPTraHU3alMi WM CTPYKTYPHBIX MMOJIpa3IeICHUM.

[Ipu moanucanuu JOKYMEHTAa HECKOJbKUMHU JOJHDKHOCTHBIMH JIMIIAMH UX TOANUCH
pacriojlaratoTcsi OJiHa TOJi JPYyTOM B COOTBETCTBUHU C YOBIBaHHMEM CIy)XECOHOU HepapXuu
JIOJDKHOCTEH.

B mokyMeHTe, COCTaBIIECHHOM KOMUCCHUEH, YKa3bIBaOTCS HE HAMMEHOBAHHUS JTOJKHOCTEHN
JIUII, TOAMUCHIBABIINX JOKYMEHT, a UX 00sI3aHHOCTH B COCTaBE KOMHCCHH.

JIoKyMEeHTBI KOJUIETHAJIbHBIX OPraHOB OpraHu3aiuu (KOJUIETHI, COBETOB, MAaCIMXaTOB,
MpaBJICHUH) TOJMUCHIBAIOTCS TMpENceaaTesieM U ceKkpeTrapeM (TpeacenaTebCTBYIOMNM U
JIUIIOM, TIPOBOJUBIIUM 3amuch). IIpoTOKoOIBI ammapaTHBIX (ONMEpaTHBHBIX) COBEIIAHUMN
OpraHu3ali U €€ CTPYKTYPHBIX MOJIPa3AeICHUN MOIMUCHIBAIOTCS MPEICeaaTEIbCTBYIOIUM
JIMIIOM.

Ecnu nomKHOCTHOE JIUIIO, TMOANKUCH KOTOPOTO 3aroTOBJICHA HA MPOEKTE JOKYMEHTA,
OTCYTCTBYET, TO JOKYMEHT MOJJICKHUT MepeoOpPMICHHUIO Ha JIMIO, UCIOJHSIONIEE €ro

" "

obs3anHOCcTH. He pgomyckaercss moamucaHue JOKYMEHTa ¢ MpemioroM "3a" wuim
MPOCTAaBJIEHUEM KOCOU YepThI IIEpe] HAMMEHOBAHUEM JOJIKHOCTH.

32. CormacoBaHue MpoeKTa TOKyMeHTa 0(hOopMIISIETCS] BU30M Ha TOKYMEHTE (BHYTpPEHHEE
COrJIaCOBAHUE) WIM TpU(POM COIJIaCOBAHUS (BHEIIHEE COIIACOBAHME WUIIM COTJIACOBAHUE C
KOHCYJIbTATUBHO-COBEIIATEILHBIMU U OOIIECTBEHHBIMM OpTraHaMH opraHu3ainuu). [ns
AJIIEKTPOHHOTO JJOKYMEHTA COTJIACOBAHUE MPOUCXOAUT MOCPEACTBOM dJIEKTPOHHOU U(PPOBOI
MOITHUCH.

[Ipy BHYTpEHHEM COTJIACOBAHMM JOKYMEHTBHl BHU3UPYIOTCS HCHOJIHHUTENEM (
OTBETCTBEHHBIM HCIOJHUTEIEM), PYKOBOJIUTEIEM €ro MOJApa3JeieHUus, APyTUMHU
3aMHTEPECOBAHHBIMU JOJKHOCTHBIMU JIMIIAMH, 3aMECTUTEIEM PYKOBOJUTEISI OpraHU3aluu
COTJIaCHO paclpeiesIeHUI0 00s13aHHOCTEH.

Bu3sbl mpocTaBasioTCs Ha IK3eMIUIIpax OyMa)XHBIX JOKYMEHTOB, OCTAIOIIUXCS B
OpraHMu3alliy, Ha JMLEBONW CTOPOHE HWXKE MNoAnucH. IIpoeKTsl pacnopsauTeTbHbIX
JIOKYMEHTOB BHU3HMPYIOTCA Ha MEpPBOM 3K3eMIuisipe. JlomyckaeTcsi BUBMPOBaHUE MPOEKTOB
pacnopsAIuTEIbHBIX JOKYMEHTOB Ha 00OPOTHOM CTOPOHE MOCIEAHETO JIUCTA.

Buza BrirouaeT B ce0s MOANKUCH BUBUPYIOLIET0, 1Ty, paciIu@poBKY NOAMKUCH (MHULIHAI
MMEHHU, (aMUIINI0), HAMMEHOBAHHE JOHKHOCTH BU3HPYIOIIEr0. 3aMeuaHus, 0COOble MHEHUS
Y JIOTIOJTHEHUSI K TIPOEKTY JIOKYMEHTa O(POPMIIAIOTCS Ha OTJEIBLHOM JIUCTE, O YeM B MPOEKTE
JIOKYMEHTA CTaBUTCS COOTBETCTBYIOIIAsA OTMETKA.

Bremnee cornacoBanue nokyMeHTa odopmiisieTcsi rpudoM corjiacoBaHUsl, KOTOPBIN
pacrojaraercs B JICBOM HUXKHEM YTJIy MOCJEIHErO JIMCTa JOKYMEHTa U COCTOUT U3 cioBa "



COI'JTACOBAHO", ("COI'TTACOBAH"), a Takke HaMMEHOBAaHUS JOJKHOCTH JHULA, C
KOTOPBIM COTJIACOBBIBAETCSl JIOKYMEHT (BKJIIOYasi HAMMEHOBAHUE OpTraHU3alliu), JTUYHOU
MOJMKCH U €€ paciu(poBKYU (MHUIIMAT UMEHHU U (haMUJTUs), 1aThl COTJIACOBAHMSI.

[Ipu cornacoBaHuM JIOKYMEHTa JBYMs M OoJiee JIMIIaMU PAaBHBIX JOJDKHOCTEH TpudbI
COTJIACOBAHMSI PACIIOATAIOTCS HAa OJHOM YPOBHE B al(aBUTHOM TOPSIKE OQPUIIHATHHBIX
HaMMEHOBaHUW opraHu3ainuil. [Ipu cornacoBaHnu TOKYMEHTA HECKOJIBKUMH JOJKHOCTHBIMU
JUUAMHU TpU(]BI COrJIacoBaHUSA PACIHOJIAralOTCs B COOTBETCTBUU C YOBIBAHUEM CIIyKEOHOM
HepapXuu JT0JHKHOCTEH.

Ecnu cornacoBaHue OCyIIECTBIIAECTCS TUCEMOM, MTPOTOKOJIOM WM APYTHM JOKYMEHTOM,
TO B Tpude COrIacoBaHUS YyKa3bIBAIOTCS BHUJ JOKYMEHTa B TBOPUTEIBHOM TMajexKe,
HaUMEHOBAHUE OPTaHU3AIMH B POJIUTEILHOM IMAJIeKe, 1aTa U HoMep (MHIEKC) TOKYMEHTA.

BremHee cornmacoBaHue JOKyMEHTa ¢ HECKOJIBKUMHU OpraHU3AIUsIMH ohopMIiseTcs
JIUCTOM COTJIacOBaHUA 10 (OpMe COTJIACHO MPHIIOKEHHIO 5 K HacTosmuM [IpaBunam.

33. I'pud yTBEepkAeHUS TOKYMEHTA pacrojiaraeTcsi B MPaBoOM BEPXHEM YTy MEPBOro
JIUCTA TOKYMEHTa U 0(pOPMIISIETCSI CTPOUYHBIMHU OyKBaMHu.

[Ipu yTBepk’AeHUU JOKYMEHTA KOHKPETHBIM JOJKHOCTHBIM JIMIIOM IpU( yTBEPKIACHUS
COCTOUT M3 cieayromux 3jemMeHToB: ciioBo "YTBEPXKJIAIO", HauMeHOBaHUE JOIKHOCTH,
MOAMUCH, paciIu(poBKa MOAMKUCH U JAaTa YTBEPKICHHUS.

[Ipu yTBepx)aeHUN TOKYMEHTa ABYMS U OoJjiee JHUIIaMU PAaBHBIX JOJDKHOCTEH Tpudbl
YTBEPKACHUS pacrojiaraloTcsi Ha OAHOM YPOBHE B al(paBUTHOM MOPSAKE HAMMEHOBaHUMN
OpraHu3aIuu.

[Ipu yTBEpKI€HMU JOKYMEHTa MOCTAHOBICHUEM, PEUICHUEM, IIPUKA30M, ITPOTOKOJIOM
rpu¢d yrBepxkaeHus coctoutr u3 ciuoBa "YTBEPXJIEH" ("YTBEPXIEHA", "
YTBEPXJAEHO", "YTBEPXJIEHbI"), Buga pacnopsauTeabHOr0 JOKYMEHTa B
TBOPUTEILHOM MaJIeKe, €ro 1aThl U HOMEpAa.

34. Pe3omonus pacmoiaraercsi B BEpXHEH 4YacTHM MEPBOrO JIMCTA JOKYMEHTa Ha
CBOOOJHOM OT TeKCTa MecTe. B cocTaB pe3ostouu BXoAaT MHUIMA(bl) UMEHU U haMmuius(u
) ucrioHUTENS (MCIIOTHUTENEH), COAepKaHUE OPYUYEHHUs! (IOPYUEHUI), CPOK UCIIOTHEHHUS,
NOAMKUCH aBTOPA PEZOIIOLNH U 1aTa.

Jonyckaercst opopmIieHHE PE30JIIOIMU HA OTJEIbHOM OaHke ((puiike) ¢ ykazaHueM mo/
NOANKUCHIO JIUIA, HAJOXKHUBIIETO PE30JIIOLUI0, BXOASIIET0 PETUCTPAMOHHOrO HoMmepa (
MHJIEKCa), NaThl MOCTYIJICHUS] U OTMETKH O PEKBU3UTAX JIOKYMEHTA, K KOTOPOMY OTHOCHUTCS
pe3omonus (aBTOp, UCXOIAIINN HOMEp U JaTa JoOKyMeHTa). [lopyueHus B Buae pe3oIronui,
HaIpaBJisiEeMbI€ B APYTUEe OpraHu3alliu, perucTpupyroTcs ciayxooi 10V,

Ha ngoxymenTtax, He TpeOYIONIUX MOMOTHUTEIbHBIX YKa3aHWUU TPEIANUCHIBAEMBbIX
NEUCTBUU U MMEIOIINX YCTAHOBJIECHHBIE CPOKM HCIIOJHEHUS, B PE3OJIOLNHN yKa3bIBAKOTCS
WCIIOJHUTENb, TOANUCH aBTOPA PE30IIOLINH, J1aTa.



B cnyuasx, korna mopydeHue naercst 1ByM U OoJiee JUIlaM, OCHOBHBIM HCITOJTHUTEIEM
ABJISIETCS JIMIO, YKAa3aHHOE B MOPYYEHUHU MEPBBIM, €CIM MHOE HE YCTAHOBJIEHO B Camoii
PE30ITIOLHUN.

35. OTmeTKka 0 KOHTpPOJIE 332 MCIOJHEHUEM JOKYyMEHTa 0003HA4aeTcsl CIIOBAMU WJIU
mramnamu "bakputay", "bakpliayFa anelHABI" M MPOCTABIAETCS B BEPXHEH JIEBOM 4YacTH
NEPBOro JIUCTA JOKYMEHTA 3a MpeJiejaMu TEKCTOBOTO TIOJIS.

36. g 3aBepeHHs] COOTBETCTBHS KONMWU JTOKYMEHTA NOMJIMHHUKY HUKE pEKBU3HUTA "
[Moanuce" mpocTaBnaoTcs 3aBeputenbHas Haanuch "Komwms BepHa" (0€3 KaBBIYEK),
HAaVMEHOBaHUE JOJKHOCTH JIMIIA, 3aBEPUBIIETO KOIHUIO, JIMYHAs MOJIMNUCH, pacuudpoBKa
MOANKUCH (MHUIMAT UMEHH U (HaMIIIUs) TTOAMMCABIIETO, OTTUCK NeYaTH OpraHu3anuu (mpu
HaJIM4YMHK), AaTa 3aBEPEHUSL.

37. bymakHasi KOIHUsI 3JIEKTPOHHOT'O JIOKYMEHTA 3aBEPSIETCA C YKa3aHHEM Ha TO, YTO
UCXOJIHBIM JTOKYMEHTOM SIBJISIETCS DJICKTPOHHBIA JIOKYMEHT M TOJIYYEH IOJOKUTEIbHBIN
pe3ynbTaT NPOLEAYPHI IPOBEPKHU AINEKTPOHHON U(GPOBOM MOANUCH JIULA, YAOCTOBEPUBLIETO
AIIEKTPOHHBIA JOKYMEHT. JlJis 3aBepeHHs] KOMHUH AJIEKTPOHHOTO JOKYMEHTa Ha OyMa)kKHOM
HOCUTEJIE M HaHeceHUss MH(OpPMALUHUHU O Pe3yJbTaTe MPOBEPKH 3JIEKTPOHHOM HU(PPOBOI
MOAMMUCH UCIIOIB3YETCs IMTaMN (TPeyroyibHOM GopmMbl) ¢ TeKCTOM "* * * DneKTpOHIBIK
KYKaTTbhIH KelllipMeci AyphIc." (OmpeaeneH MOJOKUTENbHBIN pe3ynbTaT HPOLEAYpPhI
MIPOBEPKH JICKTPOHHOM ITU(PPOBOM MOANMKMCH) U YKa3aHUEM ITOJICH ISl KOJUYSCTBA JIMCTOB U
MOJIMKCH 3aBEPSIIOUIETO JIMIIA.

38. DneKTpoHHAsI KOMUS TOKYMEHTa 3aBEPSIETCS:

1) ucnosiHUTENIEM — B CITy4ae BJIOKEHUS JOMOJTHUTEIbHBIX JTOKYMEHTOB Ha OYMakKHOM
HOCHTEJIE IIPU CO3AHHUH MPOEKTA AIEKTPOHHOTO JOKYMEHTA,

2) cCOTpYyAHUKOM MOJpPa3AeIeHUs JOKYMEHTAMOHHOTIO 00eCTIeueH s TOCy1apCTBEHHOTO
opraHa — Ip1 perucTpaluy JOKyMEHTa, MOCTYIUBLIErO TOJbKO Ha OYMakHOM HOCHTEJIE.

[TomHOMOYMAMU Ha 3aBEpeHHE OyMa)KHOW KOIUU JIEKTPOHHOTO JOKYMEHTA, CO3/1aHHOIO
nocpeactsom COJI, oOnanarOT COTPYAHUKH TMOAPA3AEICHUS JOKYMEHTAIMOHHOTO
o0ecrniedeHuns TOCyIapCTBEHHOT'O OpraHa U orepaTropa MmouThl.

BbyMaxkHast KOTus 3J1I€KTPOHHOTO JJOKYMEHTa COJEPKHUT:

1) TekCT TOKYMEHTA;

2) obs3aTenpHy0 OoTMETKY "Komus 37eKTpOHHOro JOKyMeHTa" ¢ OTpakeHHEM
pe3yabTaTOB MPOLEAYpPbl NPOBEPKH BIEKTPOHHON HU(POBOM NOAMHUCU JIHLA,
YAOCTOBEPUBLIETO AIEKTPOHHBIN TOKYMEHT;

3) HauMeHOBaHKE UH(DOPMAITMOHHON CUCTEMBI, U3 KOTOPOU OH MOJIyYEH;
4) naty co3nanusi OyMaXHOU KOTIHH;

5) mTaMn ¢ TeKkcToM "* * * DeKTpOoHABIK KY)KaTThIH KelllipMeci Ayphic." (onpeeneH
MOJIOKHUTENbHBIA Pe3yNbTaT MPOLEAYPhl MPOBEPKU 3SJICKTPOHHON LU(POBOI moAmucH),
KOJIMYECTBO JIMCTOB U MOAMKUCH 3aBEPUTEIIS.



39. OrmeTka 00 MCTOJHUTENE MOKYMEHTa BKIJIIOYAET COKpareHHoe cioo "Hem.",
MHULHAAT UMEHU U (paMUINIO0 UCIIOJIHUTENS JOKYMEHTa, HOMEp ero teiedoHa, B TOM Yucie
BHYTPEHHETO0, a/ipeca IEKTPOHHOM NOYTHI (MPY HAJUYKMK) U PACIOJIaraeTcsl Ha JULEBON WIN
000pPOTHOI CTOPOHE MOCIEIHETO JIMCTA JOKYMEHTA B JIEBOM HUKHEM YTITy.

40. OTMeTKa 00 UCTIOJTHEHUHU JOKYMEHTA U HAMPaBICHUH €0 B JEN0 BKIIOYAET CCHUIKY
Ha HOMEp U JaTy IOKyMEHTA, CBUECTEIbCTBYIONIYIO 00 UCIIOJIHEHUHU (ITPU OTCYTCTBUU TAKOTO
JOKyMEHTa — KpaTKue CBEJCHUS 00 MCIIOJIHEHUH), ciioBa "B neno", HoMep nena, B KOTOpoM
OyJeT XpaHUTHCS JJOKYMEHT.

OTtMeTka 00 MCIOJIHEHUU JOKYMEHTA M HAIPaBJICHHUH €ro B JEJO MPOCTABISIETCS Ha
HIDKHEM TI0JIE JIMIIEBOM CTOPOHBI NEPBOTO JINCTA JOKYMEHTA, KOTOPBIM MOIIMHUCHIBAETCS
WCIIOJIHUTEIIEM C YKa3aHHUEM JIaThl HANPaBIIEHUs B JIENO.

41. Unentudukatropom 3JIEKTPOHHOW KOMHUU JOKYMEHTa Ha OyMa)KHOM HOCHTEIE
ABJSIETCSI OTMETKA (KOJOHTHUTYJ), COJAEpKalllash Ha3BaHUWE M BEPCHUI0 MPOTPAMMHOIO
o0OecrieueHus, MpU MOMOLIM KOTOPOrO CO3JlaH JTIOKYMEHT, IpPOCTaBisieMas Ha JULEBOU
CTOpPOHE Ka)J0r0 JIUCTA JTOKYMEHTA.

42. OTMeTKa 0 MOCTYIJIEHHM JOKYMEHTA B OPraHU3ALMIO MPOCTABISAETCS B MPABOM
HVDKHEM YTy JJULEBOM CTOPOHBI IEPBOTO JINCTA JOKYMEHTA U COAEPKUT MOPSAIKOBBI HOMED
BXOJISILIETO JOKYMEHTA U 1aTy NOCTYIUIEHUS (MpU HEOOXOAUMOCTH — YaChl U MUHYTHI).

43. DNeKTPOHHBIN JOKYMEHT COCTOMUT U3 JBYX YaCTEU: COIEpKATETbHON U PEKBU3UTHOM.

ConeprkarenbHas 4acThb JIEKTPOHHOIO JIOKYMEHTA COCTOUT U3 OAHOTO MM HECKOJIbKHUX
¢aitnos B crenyromux popmarax:

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

2) RTF, DOCX - TekcToBblil popMmar;

3) XLS, XLSX - Tabnuunslii popmar;

4) PPT, PPTX - npe3eHrtanuu;

5) RAR, ZIP - apxuBupoBaHHbIii (hopmar.

ConepxarenbHast 4acTb MpoekToB akToB [Ipe3unenta Pecny6auku Kazaxcran B CO/]
dbopmupyeTtcst Tonbko B hopmate PDF.

CopeprxaTenbHasi 4acTh SJIEKTPOHHOTO JOKYMEHTA UMEET CIIEYIOUIUE PEKBU3HUTHI:
1) opunmansHOE HAMMEHOBAHUE OPTAHU3ALMU OTIIPABUTEIIS;
2) cnpaBOoYHbIEe JaHHBIE 00 OpraHu3anuu (ropuauyeckuil aapec, tenedoH, dakc,
AJNIEKTPOHHBIN a/ipec opraHu3aluy (Ipu HAJIUYUN));
3) HauMEeHOBAaHME BHUJIa IOKYMEHTA;
4) cchUIKY Ha pErMCTPAallMOHHBIN HOMEp U J1aTy BXOJSUIEr0 JOKYMEHTA;
5) MecTo cocTaBIIEHUS WU U3JaHUs JOKYMEHTA;
6) agpecar;
7) rpu¢ yTBEpKIACHUS TOKyMEHTA (MPU HATUYHH);
8) 3aroJI0BOK K TEKCTY (TIPY HAIMYHH ),
9) TEKCT NOKYMEHTa;



10) ormetky 00 ucnonuutene (pamunus u TeraedoH ucnomHuUTeNs) (B opraHax
HalMoHaNbHOUM Oe3omacHocTu PecnyOnuku Kazaxcran yka3plBaloTCS MHULMAIBI U TenedoH
UCIIOJTHUTETSA);

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) dbamumnus aapecata (Mpu HATUYUN);

11) ¢amunus ucnonHuTens (B opraHax HalMoHanIbHOW Oe3omacHocTH PecmyOnuku
Kazaxcran yka3pIBaloTCS MHULIUAIBI UCTIOTHUTENIN);

12) Homep TenedoHa UCTIOTHUTEIS;

13) oTMeTKa 0 KOHTPOJIE;

14) ormeTka 00 UCIIOJIHEHUH JOKYMEHTA U HAMPABIEHUU €0 B JIENO0;

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

Hcnonbs30BaHue TONOJHUTEIBHBIX PEKBU3UTOB OINPEIEISIETCS B 3aBUCUMOCTH OT BHJIA
JOKYMEHTA B COOTBETCTBUHU € HacToAmUMU [IpaBunamu.

Cuocka. I[Iynkr 43 ¢ nu3MeHeHHUsIMUA, BHECEHHBIMU NocTaHOBIIeHUEM [IpaBurenscTtBa PK
ot 30.11.2020 Ne 809.

44. Ilpu oOMeHe 3JIEKTPOHHBIMU JAOKYMEHTAMHU MEXIY OpraHu3alusIMU NepedyeHb
00s13aTeNIbHBIX PEKBU3UTOB U MOPSAOK MCIOJB30BAHMS 3JIEKTPOHHOHN Lu(poBOil moanucu
AJEKTPOHHOTO JOKYMEHTa YCTAaHABIMBAIOTCS NHUCbMEHHBIMU (OpMaMH CHIEJIOK B
cootBeTcTBHH ¢ ['pakmanckum kojekcom Pecniybnuku Kazaxcran ot 27 nekabps 1994 rona,
coomogenneM Hopm 3akoHa PecnyOnuku Kazaxcran ot 7 suBaps 2003 roma "OO6
AIIEKTPOHHOM JIOKYMEHTE U AJIEKTPOHHOM (P poBoil moamucu", Hacrosimumu [IpaBunamu.



45. DNeKTpOHHBIE TOKYMEHTHI HAa XPAHEHHE MEPENAIOTCS COMIACHO TOCYyAapCTBEHHOMY
craggapty CT PK "VnopaBnenue noxkymentanueid. @dopmar ¢(aiijoB 3IEKTPOHHBIX
JOKYMEHTOB JIJIsl ToArocpouHoro xpanenus. Yacte 1. McnonszoBanune PDF 1.4 (PDF/A-1)".

ITaparpad 3. IloaroroBka u opopMiICHHE NPHKA30B

46. Ilpukazamu opOpMIIAIOTCA PEILICHUSI IPABOBOTO XapaKTepa, a TAKXKe MO OMEPATUBHBIM
, OpPraHU3allMOHHBIM, KaJpOBBIM M JPYyIMM BOIPOCaM AEATEIBHOCTH OpPraHU3alUM 10
(dhopmaM coryiacHo npuiiokeHusaM 6-7 k Hactosmum [IpaBunam.

PexBu3ntamu npukasa sBISIOTCSA:

1) uzobpaxkenue ['ocynapctBennoro I'epba PecnyOnuku Kazaxctan wiau 3mMOIeMBl,
JIOTOTHUIIA, TOBAPHOTO 3HAKa (3HaKa OOCITY>KHMBaHHS) 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 MeYaTH opraHu3alu.

[IpoekThl NMpHUKa30B TOTOBSAT U BHOCAT CTPYKTYpPHbIE MOApPA3/ICICHUsI HA OCHOBAaHUU
MOPYUYECHHUN PYKOBOJUTENSI OpraHU3aliy, €ro 3aMeCTUTENS TM00 B MHUIIMATUBHOM TOPSIIKE.
[IpoexThl MpHUKa30B MO KaJPOBHIM BOMPOCAM TOTOBUT KaJapoBas CiIyk0a B COOTBETCTBHUU C
TPYJIOBBIM 3aKoHOAaTeNbcTBOM PecnyOnuku Kazaxcras.

[IpoexThl MPUKA30B M MPUIOKEHUS K HUM BUBHUPYIOTCS UCHOJHUTEINEM H €ro
HETOCPEACTBEHHBIMU U KYPUPYIOIIUMHU PYKOBOJAUTEISAMH, a TaKXKe PYKOBOIUTEISIMU
CTPYKTYPHBIX MOAPA3JAEICHUN, KOTOPHIM B MPOEKTE MpPHUKa3a MPeAyCMaTPUBAIOTCS 3aaHUs U
NOpPYYEHHUS, KOMIETEHIIMIO KOTOPBIX 3aTPAaruBaroT BOIPOCHI, YKa3aHHBIE B IIPOEKTE.

Bo3paxxeHus mo nmpoekTy ImpHuKas3a, BOSHUKAIOIIME NPU COTJIACOBAHHMM, M3JIAaralTcs B
CIIpaBKe, KOTOpas Ipujaraercs K NpoekTy. Eciaum B mpouecce coriiacoBaHHs B IMPOEKT
MpUKa3a BHOCATCS WM3MEHEHMs NMPUHLMIUAIBHOTO XapakKTepa, TO OH JopadaThIBaeTcs U
IIPOXOJIUT ITOBTOPHOE COTJIaCOBAHUE.

[Ipukassl rocyAapCTBEHHBIX OPTaHOB Pa3padaThIBAIOTCS U MPUHUMAIOTCS HA Ka3aXCKOM
A3bIKe, TPU HEOOXOIUMOCTH, WX pa3paboTKa MOXKET BECTUCh Ha PYCCKOM SI3BIKE C
obecnieyeHreM, O BO3MOXKHOCTH, NEpEeBOJila Ha Jpyrue s3bIKU. JIMCTBI NpUKa3oB U
IIPUJIOKEHUN K HUM HyMEPYIOTCS CKBO3HOM HyMepauuen B BEPXHEN 4aCTH KaKJI0r0 JINCTA 1O
CepeaUHE.



IIpuka3sl HyMEpYIOTCS MOPAAKOBOM HyMEpaluen B Ipeaenax KaJeHIapHOro roja.
[Ipukasel M0 OCHOBHOW AESATEIBHOCTH, JIMYHOMY COCTAaBY PETUCTPUPYIOTCA OTACIBHO B
COOTBETCTBYIOIIUX JKypHanax (0a3zax maHHbIX). K mopsakoBoMy HOMEpy MpuKasa IO
JUYHOMY COCTaBy uepe3 aeduc go0apistorcs qurepsl /¢ umum "k".

Konuu npuka3oB Uiy X pa3MHOKEHHBIE SK3EMIUISIPBI 3aBEPAIOTCA MEYATHIO C YKa3aHUEM
JaThl 3aBEPEHUS M HANPABISAIOTCS agpecaraM B COOTBETCTBUM C YKa3aTEIEM PACCBHUIKH,
KOTOPBIN COCTABISETCS U MOINUCHIBACTCS UCTIOJTHUTEIIEM.

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

B koncrarupytomeii yactu (mpeaMmOyiie) KpaTKo U3JIaraloTcs ey U 3a1a4n, HaKTel U
COOBITHSI, TIOCITYKHUBIIIME OCHOBAaHUEM IS W3JaHus npukaza. Eciu mpuka3 uzgaercs Ha
OCHOBAHUHU JIPYroro JOKYMEHTAa, TO B KOHCTaTUPYIOIIEH YaCTH YKa3bIBAIOTCS HAUMEHOBAHUE
ATOTO JOKYMEHTA B POJAMUTEIBHOM NAJEKE, Er0 aBTOP, 1aTa, HOMEP U 3aroyioBoK. IIpu cchuike
Ha HOPMATHUBHBIN MTPABOBOM aKT, 3aPETUCTPUPOBAHHBIN B OpraHax IOCTHUIIUU, JOTOJIHUTEIHHO
yKa3bIBa€TCSI HOMEp, IMOJ KOTOPBIM OH 3aperuCTPUPOBAH B PEECTPE TOCYyAAPCTBEHHOMU
perucTpanuyu HOpMaTUBHBIX MTPABOBHIX aKTOB.

[IpeamOyna B nmpoektax mpukaszoB 3aBepiaercsa cioBom "[TPUKA3BIBAIO", koropoe
MUIIETCS] TPOMUCHBIMU OYKBaMHU, MOy KUPHBIM HipudToM. He nomyckaercst ero mepeHoc Ha
IPYTYIO CTPOKY.

PacnopsiaurenbHas 4acTb COAEPKUT MEPEUHMCIEHUE MPEANUCHIBAEMBIX ACHCTBUN C
yYKa3aHUEM HUCTIOJIHUTENS KaXXJ0ro JEHUCTBUS U CPOKOB ucnosiHeHus. [Ipu HeoOXxoaumocTu
pacnopsIuTeIbHas 4YacTh IETUTCS Ha MYHKTHI, TOAIMYHKTHI U a03allbl.

JlelicTBUST OJTHOPOJHOTO XapakTepa MOTYT ObITh MEPEUMCIEHBI B OJHOM MyHKTE. B
Ka4yeCTBE HCIIOJHUTENEH YKa3blBAIOTCS CTPYKTYpHBIE MOAPA3/CICHUS WM KOHKPETHBIE
NOJDKHOCTHBIE nuua. CBelneHus O MOJAPa3ACICHUN WM JOJDKHOCTHOM JIMIE, HA KOTOPOE
BO3JIaraeTcsi KOHTPOJIb 33 HMCIOJIHEHHEM IPHKa3a, YKa3bIBAIOTCA B IOCIEIHEM IYHKTE
pacnopsIUTEIbHON YaCTH.

OznakomMieHrne pabOTHUKOB ¢ TPUKa3aMU MO KaJPOBBIM BOTIPOCAM yIOCTOBEPSETCS
NOANKCHIO, (paMuiInel W WHUIMATAMU PAaOOTHUKOB, MPOCTABISEMBIMU HUXKE PEKBU3UTA
OTMETKA O COTJIaCOBaHUM JOKyMEHTa" MiIu Ha 000POTHOM CTOpOHE MpHUKa3a.

B cnydae, ecnu npukas JOMOJHIETCA NPUIOKEHUEM, TO BHOCUTCA TEKCT O JOTOJHEHUU
npuKasa npuioxeHuem. [Ipu ccpliike Ha MPUIIOKEHUST YKA3bIBAIOTCS HOMEpPA MPUIIOKEHUM,

"

[IpUCBaNBaeMble B IOPAAKE YIOMUHAHUSA NPWIOKEHUN B TEKCTE aKTa, 3a MCKIIOYECHUEM
CJIy4yaeB, KOTJa K IpUKa3y UMeeTCs OAHO mpuiokeHue. Cchllka Ha MPUIIOKEHHUE JOJDKHA
COOTBETCTBOBATh HA3BAHUIO CaMOI0 MNPWIOKEHUSA. PexkBU3UT "OoTMETKa O HaIu4yuu
NPUIIOKEHUS K JOKYMEHTY'" MOCIIE TEKCTa IpUKa3a CaMOCTOATEIbHO He 0hopmiIseTcs.

Ecnu mpukas, coctosuiuii U3 ogHOro JucTa, opopMisieTcss Ha OaHKe OpraHu3aliy, B
peKkBHU3UTE '"OANUCH' HE YKA3bIBAETCA IIOJHOE HAMMEHOBAaHME JOJDKHOCTH JIMIA,
ITOANMCHIBAIOIIETO JOKYMEHT.



B coBMecTHBIX TIpHKa3ax yKa3bIBAIOTCS MOJIHOE HAMMEHOBAHUE JTOJDKHOCTEH, (haMuiIus U
WHUIMAIIBI COBMECTHO MOJIMUCHIBAIOIIUX JIUII.

Caocka. I[Tynkr 46 ¢ nsmMeHeHnem, BHECEHHBIM nTocTaHoBieHUEM lIpaBurtensctBa PK ot
30.11.2020 Ne 809.

ITaparpad 4. ITopsnox noAroToBKH M 0POpMIIEHHS IPOTOKOIA

47. TIpoTOKON COCTaBIISIETCS HAa OCHOBAHWMW 3aMKCEH, MPOU3BEICHHBIX BO BpPEMS
COBeIlaHMs (3aceaHusi, COOpaHus), MPEACTaBICHHBIX TE3UCOB JOKJIAI0B U BBICTYIUICHUH,
CIIPABOK, MPOEKTOB PEIICHUI U JPYTUX MaTepuajoB 1Mo (GopMe COTJIACHO MPUIOKEHHUIO § K
HacroawmuM [IpaBunam.

[IpOTOKOJ, COCTABIEHHBIM BHYTPHU OpPraHU3allMy M HE BBIXOJSIIMN 3a €€ MpeAebl,
odopmIsieTCsl HE Ha OJIaHKe.

PexBu3uTamMu npoToKoJia SBISIIOTCS:

1) opunmanbHOE HAMMEHOBAHKME OPTraHU3aIMH U (UJM) CTPYKTYPHOTO MOAPA3IeIEHUS;

2) HaMMEHOBAaHUE BHJIa JOKYMEHTA;

3) nara;

4) perucTpallOHHBIN HOMEP MPOTOKOJIA;

5) MecTo n3AaHus MPOTOKOJIA;

6) rpu¢ yTBepKAeHUS (B HEKOTOPBIX CIIydasx);

7) 3aroJ0BOK MPOTOKOJIA;

8) TeKcT;

9) moAMnucsk.

[IpoTokombl 0OpPMIIAIOTCS B TIOJIHOM WIIM KpaTKoi popme.

TekcT moJIHOTro MPOTOKOJIA COCTOUT U3 ABYX YaCTEW: BBOJHOM U OCHOBHOM.

B BBOIHOI 4acTH Mocie 3arojoBKa MPOTOKOJA YKa3bIBAIOTCS: MHULIMAIBI UMEH U
dbamunuu npencenarens (IpeaceaaTeNbCTBYIONIET0) U CeKpeTaps 3acenanust (coopaHus),
CIIMCOK MPUCYTCTBOBABIIMX (€CIU KOJIMYECTBO MPUCYTCTBOBABIIMX MpeBhilaeT 10 yenosex,
CIUCOK IPUCYTCTBOBABIIUX OPOPMIISIETCS B PUIIOKEHUU K TPOTOKOITY).

B npoToxone 3acenanusi KOHCYJbTaTUBHO-COBEIIATEILHOTO OpraHa MpUCyTCTBOBABIIIKE
YJIEHBl TIEPEUUCIIAIOTCS MEPCOHANBHO Mo (amuiusM B andaBuTHOM mnopsiake. [locie Hux
3alUChIBAIOTCS (DAMUIIMU MPUTIIAIICHHBIX C YKa3aHUEM UX JOJDKHOCTHM U HaWMMEHOBAaHUS
OpraHu3alluu.

BBonHas yacTh 3aKaHYMBAETCS TOBECTKOM JHS (MIEPEYHEM pACCMATPUBAEMBIX BOIPOCOB),
MEPEUYMCIICHHBIX B MOPSAKE UX 3HAUMMOCTU C YKa3aHHEM JOKJIauuKa (MHUIMAI €T0 UMEHH,
(baMunus, JOMKHOCTH) MO KaXKJIOMY IMYHKTY MOBECTKM AHs. Kaxblii BOIPOC mevataercs ¢
ab3aria, HyMepyeTcs: apaOCKkoi mudpor U ero HaMMEeHOBaHWE HayuHaeTcs ¢ mpeniora "O", "
06". B ciiyyae oopmiieHUs TOBECTKH JHS MPUJIOKEHUEM K MPOTOKOJY, B MPOTOKOJIE TIepe/T
TEKCTOM Ipou3BOUTCA 3anuch "[loBecTka qHs npunaraercs'.



OcHOBHast 4aCTh MPOTOKOJIA COCTOUT U3 Pa3/I€I0B, COOTBETCTBYIOIINX MYHKTAaM MMOBECTKH
nus. Kaxpaeii paszmen cocroutr u3 tpex wyacrei: "CIYITIAJIN", "BBICTYIIAJIN", "
ITOCTAHOBUWJIN" ("PELLIMJIN"), koTOpbIE Me4YaTtaroTcsi OT JIEBOTO MOJs MPOMHCHBIMU
OyKBaMHU.

[IpuHsiTOE pelieHre neyaTaeTcs MOJHOCThIO, IPU HEOOXOAUMOCTH, IPUBOJIATCS UTOTH
TOJIOCOBAHUSI.

Conepxanre 0coO0ro MHEHHS, BBICKA3aHHOTO BO BpeMsl 0OCYKJICHHUS, 3alUCHIBACTCS B
TEKCTE MPOTOKOJIA TIOCIIE COOTBETCTBYIOIIETO MOCTAHOBJICHUS (PEIICHU).

B pazpene "CJIIYIIAJINA" npuBoAsSTCS WHHUIIMAT UMEHH U (DaMUIUs JOKIIAJAUMKa,
OCHOBHOE€ COJEpKaHUE JTOKJIAJIOB U BBICTYIUICHUM MOMEIIAETCS B TEKCTE MPOTOKOJA HIH
npujiaraeTcss K HEMy, B TOCJEIHEM cliydae B TekcTe odopmisieTcss cHocka "TekcT
BBICTYIUICHHUS Npuiaraercs’.

B pazpene "CJIVIIAJIN" uznaraercs TEKCT BBICTYIUUICHUS. B Haudayie TekcTa ¢ HOBOM
CTPOKHU B UMEHUTEIILHOM MaJIeKe YKA3bIBAIOTCSI MHUILIUAII UMEHU U (DaMUIIUs BHICTYIIAIONIETO.
3anuch BBICTYIUICHUS OTACNAIOT OT (haMmiiuu TUpe. BhICTyIieHne u3inaraercs OT TPEThero
JUIa €IUHCTBEHHOr0 uncia. Eciu 3anuck BRICTYIUIEHUS WK TEKCT AoKIaaa oQopMIISIOTCS B
BUJIC TIPUJIOKEHHUS K MPOTOKOIy, mociie (haMminu yKas3biBaeTcsi "3amnuch BBICTYIUICHHS
npunaraercs”, "Tekct noknaga npunaraercs'.

B pazgene "BBICTYIIMJIN" yka3biBatOTCS MHUIMAIBI UMEH, (paMUTTUHU, COACPIKaHHE
BBICTYIUICHUI BBICTYNAIOIINX B TOM IMOCIEIOBATEIBHOCTH, B KAaKOW OHM IMPO3BYyYAJIM Ha
3aceJaHuMU.

Bomnpocsl k T0KJIaIunKy, BRICTYNAIOMMM U UX OTBETHI MPOTOKOJIUPYIOTCS IO MEPE UX
MOCTYIUICHUS U 3alMCHIBAIOTCS B TOM K€ MOCIEI0BATEILHOCTH, IPU 3TOM ciioBa "Bompoc”, "
OtBeT" HE MUIIYTCS, a YKa3bIBAIOTCS WHUIIMAT UMEHM W (GaMHUIIUs JUIA, OT KOTOPOTO
MOCTYTUJIN BOIIPOC WJIK OTBET.

B pazpene "IIOCTAHOBUWJIN" ("PELLINJIN") oTpaxkatoT NPUHATOE pPEIIEHUE IO
o0CcyXJ1aeMoMy BONpoCy. B MOCTaHOBISIOIIEHM YacTH HCIHOJb3YIOTCS TJIaroJibl
HEOIPEACICHHON (POPMBL.

TekcT KpaTKOTo MPOTOKOJIA COCTOUT U3 IBYX YAaCTEW: BBOJHOW U OCHOBHOM. BO BBOJIHOM
YaCTH MOBECTKA JHS HE YKa3bIBAETCA.

OcHOBHas 4acTh KpaTKOr0 MPOTOKOJIa BKJIIOYAET HAMMEHOBAHUS pacCcMaTpPUBAEMbIX
BOIIPOCOB U MIPUHSATHIE IO HUM PEIICHUS.

HaumenoBanue Bompoca HymepyeTcss U HauumHaeTcs ¢ mpemiora "O", "O6",
BBIPABHUBAETCS 10 IIEHTPY CTPOKH M TOJAUYEPKHUBACTCS OJHOM UEepTOW HUXKE MOCieaHEen
ctpoku. [lom yepToil yka3pBalOTCA (PaMUIWU NOHKHOCTHBIX JIMI[, BBICTYNUBIIUX TPU
00CYXJIEHHH JAaHHOTO BONPOCa. 3aTeM YKa3bIBACTCS MPUHSTOE MO BOMPOCY PEIICHHE.

B 3aronoBok mpoTokosia BXOIAT YKa3aHWE BHUAA KOJUIETHAIbHOW NI€STEIbHOCTU U
Ha3BaHUE KOJUJIETHAIBHOTO OpraHa B pOJIMUTENBHOM IMajiexe (Hampumep: coOpaHue
COTPYJHUKOB, 3aCE€/IaHUE COBETA).



[TpoTOKON MOAMUCHIBAETCS MPEACENATENEM U CeKpeTapeM (IIPEACENATENbCTBYIOIIUM U
JUIOM, TPOBOJMBIIMM 3amuch). Jlatoi mpoTokona siBasieTcs nara 3acenaHus. Ecnu oHo
MIPOAOJIKAIIOCh HECKOJIBKO JTHEM, TO Yepe3 TUPE YyKa3blBAlOTCS JAThl Hadalla U OKOHYAHUS
3ace/laHus.

[IpoTokonam npHCBauBarOTCs MOPSAAKOBBIE HOMEPA B Mpeaenax AeI0NPOU3BOACTBEHHOTO
rojia OTAEJIbHO TO KaXJOW TpyIIe MPOTOKOJOB — MPOTOKOJBI COOpaHuil, 3aceqaHuii
KOJUIETUH, TPOTOKOJIBI TEXHUYECKUX, HAYYHBIX U IKCIIEPTHBIX COBETOB U ApyrHe. [IpoToKoIIbI
COBMECTHBIX 3aC€JaHHil MMEIOT COCTABHBIE HOMEpA, BKIIOYAIOIIME MOPAIKOBBIE HOMEpA
MIPOTOKOJIOB OpPraHU3alui, IPUHUMABIINX y4aCTUE B 3aCETAHHH.

Konuu npoToKoI0B WIIM MPUHSATHIE PEHICHHUS B BHUAE BBIMMCOK M3 MPOTOKOJIOB
pPacChUIAIOTCS] 3aMHTEPECOBAHHBIM OPTaHU3ALMAM U JTOJKHOCTHBIM JIMIIAM B COOTBETCTBUU C
yKa3aTeleM pacChUIKU. YKa3aTellb PACChUIKU, KOTOPBIM YTBEPKIAETCS PYKOBOAUTEIEM
CTPYKTYPHOTO NOAPA3NAEIEHUS, COCTABIISIET U MOAIMUCHIBAET OTBETCTBEHHBIN HCIOJIHUTEID
MO/Ipa3/iesIeHNs], TOTOBUBILIEIO paccMOTpeHue Bompoca. Konmuu mpoTOKOIOB M BBITUCOK U3
HUX 3aBEPAIOTCA M€YaThI0 OpraHu3aliy (Mpu HAJTUYUH).

ITaparpad 5. ITopsanox noaroToBkH M 0POpMITEHHS aKTa

48. ConepkaHueM akTa sBIsieTCs HHGOpPMAIUs, TOATBEPKIAIOIIAsl YCTAaHOBICHHBIC
(bakThl UM coObITUS (Cclava-mpueMKa padoT; mpUeM-TIiepeiaya MaTepuaIbHbIX LIEHHOCTEMH,
JOKYMEHTOB; 00ciieJoBaHUE OOBEKTOB Ha MpPEIMET MPOTHUBOIOKApHOM 0€30macHOCTH,
yCJIOBUHM Tpyna; UCHbITaHUSA (BBOJA B AIKCIUIyaTalMio) oOpa3lioB, CHUCTEM, TE€XHOJIOTHH;
BBIJICJICHHE K YHUYTOXCHUIO MAaTepHATbHBIX IIEHHOCTEH, TOKYMEHTOB;, HapyIICHUE
YCTAaHOBJICHHBIX TpaBuil (TpeOOBaHUIl); pacclieIOBaHUS aBapHil, HECUACTHBIX CIy4YaeB;
JUKBUAALMS OpraHU3AlMK; BBIMOJHEHHBIX padoOT; O0TKA3; OCMOTP; CBEpPKA; MPEIOCTABICHUE
YCIYT U ApyTHe). AKT COCTABISETCS HECKOJIBKUMH JHUI[AMU, TOATBEPKAAIONIMMU JTaHHBIN
¢axkr.

AKT odopmisieTcs Ha OnaHkKe 1O (GOpME COTIACHO MPUIIOKEHUIO 9 K HACTOSAIIUM
[IpaBusiam. AKT, COCTaBJICHHBIM BHYTpU OpraHU3allMd W HE BBIXOJSLIMN 3a €€ Mpeaelbl,
odopmIIsIeTCsl HE Ha OIaHKe.

PexBu3uTamu akra sSBISIOTCS:

1) uzobpaxenue ['ocynapctBennoro I'epba PecnyOnuku Kazaxctan uiau 3mOieMsl,
JIOTOTHUIIA, TOBAPHOIO 3HaKa (3HaKa OOCIY>KMBaHHS) C y4eTOM TpeboBaHUI MyHKTOB 16, 17
Hacrosawmux I[Ipasui;

2) ourmanpsHOe HAMMEHOBaHUE OPTraHU3alllH;
3) HauMeHOBaHUE BHUJIa JOKYMEHTA;

4) nara;

5) peructpalmoHHbI HOMEP (MHIEKC) aKTa;

6) MeCTO MOJIMCAHNS aKTa;

7) rpud yTBEepKACHUS (B HEKOTOPHIX CIIyUasx);



8) 3aroJIOBOK aKTa;

9) TekcT;

10) moamnuce.

TekceT akTa COCTOUT M3 BBEJCHUS U KOHCTATUPYIOMICH YacTH.

Bo BBemeHnm ykas3wpiBaeTCsl OCHOBAHWE JJIsi COCTABIICHHUS aKTa, MEPEUUCISIOTCS
COCTaBUTEIIU U MPUCYTCTBYIOIINE MTPU 3TOM JIHIIA.

KoHcTaTupytomas 9acTh akTa COJEPXKHUT CYTh yYCTAHOBJICHHBIX (DAKTOB, METOIHI,
KOTOPBIMHU BeJach MPOBEPKA, €€ PE3ybTaThl, @ TAK)KE BBIBObBI, MPEI0OKEHUS, 3aKIIOUCHUS
komuccud. [Ipu HEOOXOIMMOCTH TEKCT KOHCTATUPYIOIICH YaCTH aKTa JACIUTCS Ha IMTyHKTHI.

B koHIle KOHCTATHPYIONMIEH YacTH YKa3bIBAIOTCS KOJIMYECTBO DK3EMIUISPOB aKTa H
MECTOHAXOXKJICHHE KaXJO0TO JK3EMIUIIpa, IMociae o(QopMIsieTCs OTMETKa O HaJu4Yuu
MPWIOKEHUH K aKTy (€CIIi OHU UMEIOTCS).

B koHIile koHCTaTHpyOIIEeH YacTH 0(POPMIISIOTCS OTMETKA O KOJIMYECTBE IK3EMILISIPOB
aKTa 1 MECTOHAXOXKJCHUHU KaXKIOTO IK3EMIUISIPA, TTOCIIC — OTMETKA O HAIMYUH TIPHIIOKEHUHN K
aKTy (eciii OHU UMEIOTCH).

AKT MOJNUCHIBAETCA MpeAcenaTesieM U 4YJeHaMU KOMUCCUU JUOO JUIIOM (- aMmu),
COCTaBUBIIUM (- 1) akT. DaMuIvy, HHUIUANBI JIUI, TTOMUCHIBAIONINX aKT, 0(OPMIIIIOTCS B
an(aBUTHOM TOPSIKE 1O GaMUITUH, UX JOJKHOCTH HE YKa3bIBAIOTCS.

O3HakOMJICHUE JIUI[ C aKTOM IMPOM3BOJUTCS TOJ pocnuch. JIUIo, HecorimacHoe ¢
COJIEp’)KaHMEM aKTa, MOJINUCHIBAET €ro C OTOBOPKOM M NMPUYMHAMH CBOETO HECOIJIacHsl.
Oco6oe MHeHne wieHa KoMUCCHH 0OPMITIECTCS Ha OTACIBHOM JINCTE U MIPUIIATaeTCs K aKTy.

ITaparpad 6. Ilopsmok NOATOTOBKA U OPOPMIICHHS CIIPABKH

49. ConepxaHueM CIpaBKU SBIAECTCS MHPOpMAIUsA, B KOTOPOW ONMUCHIBAIOTCS (DAKTHI,
coObITust unu ceenenus. CripaBku, HaMpaBisieMble 3a TIPEIeTbl OPraHU3aluK, COCTABIISIOTCS
Ha oOmemM OmnaHke. BHyTpeHHssi cnpaBka odopmisercs Ha OenblX jJucTax Oymaru 0e3
MpUMEHEHUS OJIaHKa.

CnpaBka odopmisiercss o ¢hopmam coriacHo npuioxkeHusm 10-11 k HacTosmuMm
[IpaBunam.

PexBu3uTamu cripaBKu SIBISIOTCS:

1) uzobpaxenue ['ocynapctBennoro I'epba PecnyOnuku Kazaxctan uiau 3mOieMsl,
JIOTOTHUIIA, TOBAPHOIO 3HaKa (3HaKa OOCIY>KMBaHHS) C y4eTOM TpeboBaHMUil myHKTOB 16, 17
Hacrosawmux I[Ipasui;

2) ourmanpsHOe HAMMEHOBaHUE OPTraHU3alllH;
3) HauMeHOBaHUE BHUJIa JOKYMEHTA;

4) nara;

5) perucTparmoHHbIN HOMEP (MHJIEKC) CITPaBKH;
6) MECTO U3AaHUs;

7) ampecar;



8) 3aroj0BOK K TEKCTY;
9) TekcT;
10) moanuce;
11) oTmeTKa 0 coryiacoBaHuu (B ci1ydyae HEOOXOAUMOCTH);
12) oTTuCK nevatu (MpyU HAJIUYUHN);
13) ormeTka 00 UCTIOTHUTEIE.
TekcThl CIIPaBOK, BBIJJABAEMBIX IpakJIaHaM O TOATBEPXKIACHUU MeCTa pabOThl, TOJKHOCTH
, 3apabOTHOM TIATHl U IPYTUX CBEJICHUN, HAYMHAIOTCS C YKA3aHHS B UMEHUTEIILHOM I1aJ1e9Ke
dbamuauu, UMEeHH, oTuecTBa (IIPU HAJIUYUM) JIMIA, O KOTOPOM COOOIIAal0TCsl CBeneHus. B
KOHIIE TEKCTa WJIM MTPaBOM BEPXHEM YTJIy yKa3bIBa€TCs OpPTraHMU3aIs, Kyaa MPeACTaBISIeTCS
CIipaBKa.
B Tekcte Takoll crnpaBKH HE HCHOJB3YIOTCA OOOpOTHl "HacTosmas crnpaBka', "
JEHCTBUTENHHO MPOXKUBAET (YUUTCs, paboTaeT)".
B cnydae, ecnu cripaBka MOANUCHIBAETCS UCIIOJHUTENEM, TO PEKBU3UT "OTMETKa 00
UCITOJTHUTENE" HE YKa3bIBACTCS.

ITaparpa¢ 7. ITopsnok noAroToBKH H 0POpMIIEHHS TTICEMa

50. [uceMo odopmisiercs Ha OJaHKE MUChbMaA OpPTraHU3aIUMU MO (opMe COoriacHO
npwiIokeHuto 12 k HactosmuM [IpaBuiam U COIEPKUT CIACAYIOMNUE PEKBU3UTHI:

1) uzobpaxenue I'ocynapctBennoro I'epba Pecnybnuku Kaszaxctan wim sMOieMBl,
JIOTOTHUIIA, TOBAPHOI'O 3HaKa (3HaKa OOCIY>KHMBaHUS) C y4eTOM TpeOoBaHUI MyHKTOB 16, 17
Hactosiux [IpaBu;

2) opunmasbHOe HAMMEHOBAaHUE OPraHU3aAlNY;
3) nara;
4) UCXONSAIIUNA PETUCTPAIMOHHBIA HOMED (MHJEKC) TUChMA;

5) cchlTKa Ha PETUCTPAIMOHHBIM HOMEp MU AaTy BXOJMSINETO JOKyMEHTa (eClid 3TO
OTBETHOE);

6) agpecar;

7) 3aroJIOBOK K TEKCTY;

8) TeKcT;

9) oTMETKa O HATUYHNH MPUIIOKCHUS,

10) moamnuce;

11) oTmeTka o coryacoBaHuu (B cirydae HEOOXOAUMOCTH);
12) orMeTKa 00 UCTIOJTHUTENE.

Cny>xeOHbIe TUChMA, TIOJIMUCHIBAEMbIE PYKOBOJIUTEISIMH JIBYX M 0oJjiee opraHHu3alui,
opopmisitoTcss Ha Jucte Oymarum (opmara A4. Ilpu >ToM naHHBIE O HaMMEHOBAHUU
OpraHM3aIMi, IMOJMKCABIINX ITUCbMO, BKJIIOYAIOTCS B HAWMMCHOBAHHE JIOJDKHOCTH B
peKkBHU3UTE "MOAMHUCH".

OTMeTKH O CorjacoBaHUM MUChMa MPOCTABIISAIOTCS Ha OTITYCKE MUChMA.



TekcT mucpMa UMEET OJIHY WJIM JBE CMBICIOBbIE YacTU. [IuceMo, cocrosiuee u3 oqHou
4acTH, — ATO Mpock0a 0e3 MOsSICHEeHUs, HallOMUHAaHuE 0e3 mpeamOyJibl, coollieHue 0e3
OCHOBAHMUSI.

Ecin TekCT nmrcbMa COCTOUT U3 YaCTEW KOHCTATUPYIOLIEH U 3aKIIFOYMTEIBLHOM, B TIEPBOU
4acTH W3JIaratoTcsi NpPUYMHA, OCHOBAHUE WU OOOCHOBAaHHME COCTABJICHUS MHUCHMA,
OPUBOJATCS CCBHUIKM Ha JIOKYMEHTBHI, SIBJISIOIINECS OCHOBAaHUEM IMOATrOTOBKH NMHUCHhMA, BO
BTOPOl — MOMEIIAIOTCS BBIBOJIbI, IPEJIOKEHHUS, IPOCHOBI, PELICHUS.

OOpaTHble KOHCTPYKIIMM TEKCTa (3aKIOUY€HUE — KOHCTATalMs) BO3MOXHBI B
MUChMAX-0TKa3ax.

B nucbmax ucnonb3yroT cienytonme GopMbl U3IT0KECHHS:

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

2) OT TepBOro JuIla €IUHCTBEHHOTO YHuclia (HampuMep: "mpolry BbIcaaThk", "cunuTaro

HEOOX0aUMBIM");

3) oT TpeThero Juila €eIMHCTBEHHOT0 Yncia (HanpuMep: "MUHUCTEPCTBO HE Bo3paxkaet").

I'masa 3. Tlopsimok ympaBiieHHA JOKYMEHTAAEH, OpraHu3anud JOKyMeHTO0000poTa B
roCyapCTBEHHBIX H HETOCYApPCTBEHHBIX OpPraHW3aliiax

ITaparpad 1. ITopanox 06paGoTKH BXOIAIIUX JOKYMEHTOB

51. JIokyMeHTBI, TOCTyNAIOIIUE B OPraHU3alMI0, TPOXOJAT NEPBUUYHYI0 00paldoTKYy,
NpEIBAapUTEIILHOE PACCMOTPEHUE, PETUCTPALUIO, PACCMOTPEHUE PYKOBOJACTBOM U
JOCTABJISAIOTCS UCITOTTHUTENSM.

52. Tlpuem, nepBuuHas 00pabOTKa TOKYMEHTOB M MpPEABAPUTEIBLHOE PACCMOTPEHUE
OCYILIECTBIISIIOTCS [IEHTPAIM30BaHHO ciyx00ii JJOY.

53. TlepBuunasi oOpaboTKa BXOIAIIMX JOKYMEHTOB 3aKIIOYaeTCS B IMPOBEPKE
MPAaBWIHLHOCTU JOCTAaBKHU MO HAa3HAYECHUIO, 1IEIOCTHOCTU YIIAKOBKHU M BJIOXKEHUH, (pUKCAIIU
¢dakTa TOCTYIUICHUS IOKYMEHTOB B OpTaHU3AIlMI0 W TOATOTOBKE WX K Iepemade Iio
Ha3HAYCHMUIO.

[Ipu oOHapyKeHUN HEKOMIUIEKTHOCTH WJIM MOBPEXKICHUS JOKYMEHTA HAa HUXKHEM I0JIe
ero nociegHero aucrta B PK® npocTaBistoTcsi COOTBETCTBYIOIIME OTMETKHA U COCTABIISIETCS
aKT TPOU3BOJILHOW (QOpMBI B Tpex 3Kk3emiuigpax. OIUH JK3EMIUISIp HaIMpaBISICTCS
OTIPAaBUTEINI0, BTOpoil octaercs B ciuyx0Oe JIOY, TpeTuit mepenaercss HCIOTHUTEIIO
JOKYMEHTA.

KonBepThl HE YHUUTOXKAIOTCS B CIydasiX, KOr/Ja TOJbKO MO HUM OMPEAEISIOTCS aapec
OTMpPABUTEISA, 1aThl OTIPABKU U MOJYUYCHHS JJOKYMEHTA, a TaK)Ke MPHU MOCTYIJIEHUH JIMYHBIX
JIOKYMEHTOB.

KonBepTsl ¢ momeTko# "JInuHo" 6€3 BCKPBITHS TepeatoTcs 1o HazHaueHu 0. OmunboyHo
JOCTaBJIEHHAs KOPPECIIOHICHIIMS BO3BPAILAETCS B IOYTOBOE OTIEIIEHNUE.



54. IIpu npeaBapuTENbHOM PAaCCMOTPEHHUH TOKYMEHTOB MMPOU3BOJIUTCS COPTUPOBKA UX Ha
perucTpupyemMole M Hepeructpupyembie. llepedueHb HEpPEerucTpupyemMbIX JTOKYMEHTOB
pa3pabaThiBaeTCsi Ha OCHOBE MPHUMEPHOTO TEPEYHS JOKYMEHTOB, HE TMOJJICKAIUX
peructparuu B cayx6e JIOY, cormacHo mpunoxenutro 13 k HacrosimuMm [lpaBunam, u
YTBEPKIAAETCA PyKOBOAUTEIEM OPTaHU3aLNH.

Hepeructpupyemble JOKYMEHTHI MEPENAIOTCS B COOTBETCTBYIOUIME CTPYKTYPHBIE
MTOAPA3AEIECHUS OPTaHU3ALIAH.

55. Peructpupyemsie NOKyMeHTHI nociie ux peructpauuu B PK® nepenarorcs Ha
paccMOTpeHUE PYKOBOJACTBY OpraHU3alUd WIH CTPYKTypHOMY MoApa3aeleHuto (
JOJKHOCTHOMY JIMILY ) JIJISl IPUHSATHS PEILICHHUS.

[Ipu Oe3oTnaraTelbHOM HCIOJHEHUM MOCTYNUBIIETO JTOKYMEHTa JOIyCKaeTcs
O3HAKOMJICHUE WCIIOJIHUTENSA C €ro COACpKAaHUEM JI0 PACCMOTPEHUS JIOKYMEHTa
PYKOBOJICTBOM OpraHU3AlMH (CTPYKTYPHOTO MOJIpa3ICICHUS).

56. OOpanieHust GU3NYECKUX U IOPUIUYECKUX JIUI] YUYUTHIBAIOTCS [IEHTPATU30BaHHO U
peructpupytorcs B PK® B aeHp WX NMOCTYIUIEHUS B OPraHU3AIMIO OTIAEIBHO OT OOIIUX
JOKYMEHTOB B MOPAJIKE, YCTAHOBIEHHOM I'OCYJIapCTBEHHBIM OPraHOM, OCYILIECTBIISIOIINM B
npejenax CBOSH KOMIETEHIMH CTaTUCTUYECKYIO EATebHOCTh B 00JacTH MPaBOBOM
CTaTUCTUKU U CICIUAIIBHBIX YUETOB.

57. llpu npeaBapuTEIbHOM PACCMOTPEHUN MOCTYIIUBIINE JOKYMEHTHI PACIIPEACIIAIOTCS
Ha TpeOyrolue 00s13aTeIbHOr0 PACCMOTPEHUSI PYKOBOJICTBOM OpPTaHM3aIlMU U HE TPeOyrolue
sToro. JlokymMeHThI, He TpeOyromme o00s3aTeNIbHOr0 PACCMOTPEHUSI PYKOBOJCTBOM,
HAIpaBJISIOTCA HEMOCPEACTBEHHO B CTPYKTYPHBIE IMOJPA3IECICHUS WU OTBETCTBEHHBIM
VICTIOJTHUTEIISM.

[Ipu HeoOxomuMocTH 0€30TIaraTeIbHOTO HUCIOJHEHHS MOCTYIMUBIIETO JOKYMEHTa
JOIYCKAeTCsl O3HAKOMJICHUE UCITOJIHUTEINS C €r0 COAEPKaHUEM JI0 PACCMOTPEHUS TOKYMEHTA
PYKOBOJCTBOM OPTraHU3aLMH (CTPYKTYPHOI'O MOJAPA3ACICHUSA).

58. IIpeaBapuTenbHOE PACCMOTPEHUE JOKYMEHTOB OCYLIECTBIISIETCS UCXOMS U3 OLICHKH
HX COJIEp’KaHUs, ABTOPCTBA, CJIOKHOCTH U HOBU3HBI ITIOCTABJIEHHBIX BOIIPOCOB HA OCHOBAHUH
YCTaHOBJIEHHOT'O B OpraHU3alliy pacrpeaesieHus 00s3aHHOCTEH.

59. O6s3aTEeILHOMY PACCMOTPEHHUIO PYKOBOJICTBOM MOJJIEKAT JOKYMEHTHI, TOCTYUBIIINE
u3 Anmunuctpanum IIpesunenta Pecnyonumkm Kazaxcran, Ilapmamenta PecnyOiuku
Kazaxcran, Kannemspuun Ilpembep-Munuctpa PecnyOnuku KaszaxcrtaH, IEHTpalbHBIX U
MECTHBIX TOCYJJAPCTBEHHBIX OPTaHOB, BBIMIECTOSIIEH OpraHu3alnu, oopanieHus GU3nIecKux
Y FOPUINYECKUX JIUI.

60. JIOKyMEeHTBI, pacCCMOTPEHHbIE PYKOBOJACTBOM OpraHu3aluu (CTPYKTYpPHOIO
nojapaszaeseHus), Bo3ppamatorcess B ciyx0y OV, rae B PK® BHocsaTcs copepkaHus
PE30JII0IUH, a JOKYMEHTHI IEPENAIOTCSA UCTIOJIHUATEISAM MO POCIIUCH.

JIOKyMEHT, HCIOJHEHUE KOTOPOrO BO3JIOKEHO Ha IMOJABEIOMCTBEHHBIE (- YIO)
Oopranu3anuu (- ) HJIH HECKOJBbKO CTPYKTYPHBIX NOApPA3JAEICHHH, MEperaeTcsi UM



OJHOBPEMEHHO B KOIHAX C COOTBETCTBYHOLIEH oTMEeTKOW B PK®. [lommmHHuk nepenaercs
VCTIOJTHUTENI0, YKA3aHHOMY B PE30JIIOIIUHU ITEPBBIM.

[TocTtynuBmne TejerpaMMbl TPUHUMAIOTCS MOJ PACIUCKY C MPOCTABJIEHUEM JNAThl U
BPEMEHM NPUEMA, PETUCTPUPYIOTCS, & 3aTEM MEPENAIOTCS HA PACCMOTPEHNE PYKOBOACTBY U
VICTIOJTHEHHE.

Tekct mocrynuBIieil TenedoHOrpaMMbl 3alTUChIBAETCS (T€YaTaeTcs) MojiydaTeseM,
PETUCTPUPYETCS U OTIEPATUBHO NEPEAAECTCA PYKOBOAUTENIO, KOTOPOMY OHA aJIpECOBAHA.

[Ipu mpueme TenedoHOrpaMmbl OPOPMIISIIOTCS CIEAYIONME PEKBU3UTHI: TEKCT,
OTIIPaBUTENIb, HAMMEHOBAHUE BHJA TOKYMEHTA, JaTa, HOMEP, HAMMEHOBAHUE JOJLKHOCTH,
WHULAA UMEHU U GaMUIIUs JIWIA, TOAMKCABIIET0 JOKYMEHT. Kpome Toro, yka3pIBarOTCs
JOJDKHOCTU M (DaMIUTHH JIUII, TIepeaBIIUX U MPUHSIBIIUX TeJe(oHOrpaMMy, Yachl U MUHYTHI
pruemMa-Iepeiadn.

61. Ilpu pemeHurn BOMPOCOB O€3 COCTABICHUS JOMOJIHUTENIbHBIX JTOKYMEHTOB
UCTIOJIHUTENb JeflaeT OoTMeTKH Ha JokymeHTe u PK® o nmarax mocrymieHus (eciu
oOpaszoBajcs MHTEpPBaJI BPEMEHU MEXKAY MOCTYIUICHHEM JIOKYMEHTa U €ro JIOCTaBKOU
HCIIOJIHUTENI0), JaTaXx MPOMEXKYTOUYHOTO HCTIOJHEHUs (3ampoc CBEeJEHUM, TelepOoHHbIe
MIEPErOBOPHI U APYTHUE), AaTE€ U pe3yJibTaTaX OKOHYATEIbHOTO UCIIOJIHEHUSI.

62. [Ipu mocTyImieHUH IEKTPOHHOTO JOKyMeHTa cityx00it JIOY nmpoBoautcs npoieaypa
MPOBEPKHU TOTMHHOCTH DJIEKTPOHHOU 1TU(PPOBOI MOAMUCU C UCTIOIH30BAHUEM OTKPBITOTO
KJI0o4a D3JIEKTPOHHOM HU(POBON MOAMUCH U CPEACTB KPUNTOrpadUuecKor 3aliuThl
uH(pOpPMaIIH, peau3yIouX npoiecc GOPMUPOBAHUS U TIPOBEPKHU IIEKTPOHHOU HUPPOBOIi
noAnucH (CpeacTna 3JIEKTPOHHOW U(POBOM MOANUCH), a TaK)Ke MPOMISANIUX MPOUEAYPY
MOATBEPKIEHUS COOTBETCTBUS B MOPSJIKE, YCTAHOBIECHHOM 3aKOHOIATENbCTBOM PecryOnnku
Kazaxcran B 00;1aCTH TEXHUYECKOTO PETYIUPOBAHUS.

63. B cinyyae BbIABIEHUSI HECOOTBETCTBHS 3JIEKTPOHHOM LM(PPOBOM MOAMUCU MOCIE
MPOBEACHUS TPOLIETYPhl TMPOBEPKHU SIEKTPOHHON HUGPPOBOM MOAMUCU C HCIOIH30BAHHEM
CPEICTB AJIEKTPOHHOU HUGPOBOM MoANKCH (ajiee - OTPULATEIbHBIN pe3ynbTaT MPOBEPKU
MOJIMHHOCTH 3JICKTPOHHOW LHU(PPOBOM MOINUCH), SICKTPOHHBIA JOKYMEHT CUHUTAETCS
HENOJYYEHHBIM, O YE€M [OJIy4aTedb »JJEKTPOHHOTO JOKYMEHTAa HAaIlpaBJsieT
YBEAOMJIEHHE-KBUTAHIMIO, SIBISIOMIEECS AJIEKTPOHHBIM JTOKYMEHTOM C OTMETKOM 'He
OPUHATO", OAMUCAHHOE COTPYIHUKOM ciryx)0bl JIOY, ¢ ykazaHueM NpUYMHBI HEMOIyYeHUS
JOKYMEHTA.

[Tpu nomydyennn moaTBEpKAeHUs (YCTAHOBJICHHS ) MOTMHHOCTH JIEKTPOHHON IU(PPpOBOi
MOJAMKUCH C UCIOJIb30BAHUEM CPEJICTB AJIEKTPOHHON IU(GPOBOM MOAMKMCH MOCIE MPOBEACHUS
MPOIEAYPHl TIPOBEPKH JJICKTPOHHOH IM(PPOBON MOANHUCH (J1aiee - IOJI0KUTEIbHBIN
pe3yabTaT MPOBEPKU MOJJIUHHOCTH, DJIEKTPOHHOU IU(GPOBON MOINUCH), DJIEKTPOHHBIN
JOKYMEHT IOJUIEKUAT NEPBUYHON 00paboTKe.

64. IlepBuunast 06pab0OTKa MEKTPOHHOTO JOKYMEHTA BKIIOYAET MPOBEPKY:



1) AeHCTBUTEIBLHOCTA PETHCTPAIIMOHHBIX CBHUACTEIHCTB AJIEKTPOHHOU IU(POBOIA
MOANUCHA M OTKPBITOTO KJIKOYa 3JEKTPOHHOM HU(POBOW MOAMHUCH, C HCHOJIb30BAHUEM
KOTOPOTO OBLIT YJIOCTOBEPEH AJNEKTPOHHBIN JOKYMEHT;

2) BceX PEeKBU3UTOB JIEKTPOHHOTO IOKYMEHTA;
3) mOTHOMOYHIA cTaTyca BCEX JIUI, C UCTIOIb30BAaHUEM JIEKTPOHHOM IU(PPOBOIA MOANHUCH
KOTOPBIX YIOCTOBEPEH JIEKTPOHHBIN JTOKYMEHT.

65. Peructpanust 31eKTpOHHOro JOKymMeHTa ciyx0oil JIOY ocymecrBasiercs npu
YCTAHOBJICHUU NPUHAJJIEHKHOCTU JIEKTPOHHOIO JOKYMEHTAa OTIIPABUTEII0 U LETOCTHOCTU
coJiep KaHusl IMyTeM MPOBEIEHUS MPOLEIYPhl TPOBEPKHU SIEKTPOHHOU U(POBOM MOANHUCH U
MOJIyYEHHS] TOJIOKHUTEIBHOIO pe3yJibTaTa MPOBEPKU 3JICKTPOHHOW LHUQPPOBON MOAMHUCH
JOJKHOCTHOTO JIMI[A TOCYJAapCTBEHHOTO opraHa (OpraHu3aliiu), WCIOJIb30BaHHOM IpHU
YAOCTOBEPEHUH 3JIEKTPOHHBIX JOKYMEHTOB, N3/1aBAEMbIX UM B IIPe/ieax €ro moJIHOMOYUM.

66. Peructpupyemsie 1oKkyMeHThI niociie ux peructpanuu B PK® u 9PKK nepenarorcs Ha
paccMOTpPEHUE PYKOBOJACTBY OpraHU3alUd WIH CTPYKTypHOMY MOApa3aeieHuto (
JNOJKHOCTHOMY JIMILY ) JIJISl IPUHSATHS PEILICHHUS.

[Ipu HeoOxonuMOCTH 0€30TIaraTelbHOTO HMCHOJHEHHS MOCTYNUBIIETO JOKYMEHTa
JIOIYCKAETCSl 03HAKOMJIEHUE MCIIOJIHUTEIS C €r0 COJAEPKAHUEM JI0 PACCMOTPEHUS JOKYMEHTA
PYKOBOJICTBOM OpraHU3alMH (CTPYKTYPHOTO NOIPA3IEICHUS).

67. Ilpu mOCTYyIUIEHUH BXOJSAIIErO JOKYMEHTA, HAMpPaBJIEHHOTO TOJIBKO Ha OyMa)kKHOM
HocuTene, yyacTHUK COJ[ BOCIPOU3BOIUT B 3JIEKTPOHHO-IIUGPOBYIO GopMy (CKaHUPYET)
MOCTYNUBIIMI JTOKYMEHT M BC€ €ro MPUJIOKEHUS B OAWH 3JIEKTPOHHBIN (paiiyl OIHOrO
dbopmara (3JIEeKTPOHHOTO JOKYMEHTA, YAOCTOBEPEHHOTO 3JIEKTPOHHOM LIM(PPOBON MOAMUCHIO).

68. [lomyuyeHue u peructpanus 3JIEKTPOHHOTO AOKYMEHTa moarBep:xkaaroTca B COJI
IIyTEM MEPENadYd OTIPABUTEIIO YBEJOMIICHUSA-KBUTAHLIMM - 3JEKTPOHHOIO JOKYMEHTa,
cojepkanieid AaHHble O (PAKTUYECKOW [OCTaBKE MW CleAylolMe OTMETKH (nanee -
YBEJOMJICHHE-KBUTAHIMUA ):

1) nanHbie 00 OTIpaBUTENE YBEIOMIICHUSI-KBUTAHIINH;
2) naty, BpeMs MOIy4YEHUS JIEKTPOHHOTO JOKYMEHTA,

3) naTy perucTpaiuu U perucTpaldoHHbI HoMep, npucBoeHHbI B COJ] nmomyyaresns
ANIEKTPOHHOT'O JJOKYMEHTA;

4) 1IeKTPOHHYIO ITU(POBYIO MOJANUCH COTpyAHUKA ciiyxk0bl JJOY rocymapcTBeHHOTO
opraHa (opraHu3aiun) - moxydaress (ocjie perucTpalnuu dIEKTPOHHOIO IOKYMEHTA);

5) nanHbie 00 OTBETCTBEHHOM HCIIOJIHUTENE TOCYAaPCTBEHHOTO OpraHa (OpraHu3aIlvH)

ITOJTYYaTelIs.
['ocynapcTBeHHBIN OopraH (OpraHnu3aius) - Moay4aTeib 00eCIeYMBaeT aKTyalbHOCTh U
JIOCTOBEPHOCTb JIAaHHBIX 00 OTBETCTBEHHOM HCIIOTHUTEIIE AIEKTPOHHOTO JJOKYMEHTA.
69. DIEeKTPOHHBIN JOKYMEHT CUMTAETCA HE JOCTABJICHHBIM IMOJy4yaTesito, €CIu
OTHPABUTEND HE MOTYUYNIT YBEJOMIIEHUS-KBUTAHIINY O MMOJTYYEHUH JJIEKTPOHHOTO JOKYMEHTA.



70. Eciin yBenoMII€HME-KBUTAHIMS HE IOJIYYEHO OTIPABUTEIEM B TEUEHHE OIHOTO
pabouero AHS MOCJIE OTHPABKHU 3JIEKTPOHHOIO JOKYMEHTa, TO OTIPABUTENb YBEIOMIISIET
noJyiy4yaresiss 00 OTCYTCTBMM TOJTBEPKACHHS MOJYUYECHHS AJIEKTPOHHOTO TOKyMEHTa MpH
NOMOIIM UHBIX CPEACTB CBS3H.

[Tpu noctymiennn OyMakHOTO TOKyMEHTA, KOTOPBIN YK€ 3aperucTpupoBaH B popmate
AIEKTPOHHOIO JOKYMEHTa U HaxoauTcsi B 00paborke, ciyx6oit JJOY nHa OymakHoM
JOKYMEHTE NIPOCTABISETCS OTMETKA O IOCTYIUIEHHHM IOKyMEHTa. B paHee co3maHHOU
ANEKTPOHHOW PErMCTPAllMOHHOM KapTOYKE AAHHOIO JOKYMEHTa MPOHU3BOJUTCS OTMETKA O
HaJIM4YUHA OyMaKHOTO TOKYMEHTA.

71. JIOKyMEHTBI, pacCMOTPEHHBIE PYKOBOJCTBOM OpraHU3alHUH (CTPYKTYPHOI'O
nofApaszeneHus), Bo3spaiiatorcs B cnyk0y JIOY, rne B PK® u OPKK BHOcsATCS conepxanus
PE30JI01UH, a JOKYMEHTBI IEPENAIOTCS UCTIOTHUTEIISAM.

JIOKyMEHT, HCHOJHEHHUE KOTOPOTO BO3JIOKEHO Ha IMOJBEIOMCTBEHHBIE (- YIO)
opraHuzauuu (- 1) U (WIM) HECKOJBKO CTPYKTYPHBIX MOJpa3/esIeHHi, Mepeaaercs UM
OJHOBPEMEHHO B Komusix ¢ cooTBeTcTBYyMOIEe oTMeTKOoM B PK® u DPKK. IloanuHHuk
MEPENAETCS UCTIOJIHUTEIO, YKa3aHHOMY B PE30JIFOLIUN ITEPBBIM.

Ilepenada 3EKTPOHHBIX JTOKYMEHTOB HCIIOJHUTENSM OCYILECTBISAETCS IOCPEIACTBOM
COU.

[TocTynuBuive TenerpaMMbl IPUHUMAIOTCS MO/ PACHUCKY C MPOCTABIEHUEM JAThl U
BPEMEHHM NPUEMA, PETUCTPUPYIOTCS, a 3aTEM MEPENAIOTCS HA PACCMOTPEHNE PYKOBOACTBY U
VICIIOJIHEHHE.

Tekct mocrynuBieil TenedoHOrpaMMbl 3alUChIBAETCS (T€YaTaeTcs) MojiydaTeseM,
PETUCTPUPYETCS U OTIEPATUBHO NEPEAAETCA PYKOBOAUTENIO, KOTOPOMY OHA aJIpECOBAHA.

[Tpu npueme TenepoHOrpaMMbl OPOPMIIAIOTCSA CIEAYIONINE PEKBU3UTHI: TEKCT,
OTIIPaBUTENIb, HAMMEHOBAHUE BHJA TOKYMEHTA, JaTa, HOMEP, HAMMEHOBAHUE JOJLKHOCTH,
MHULAAT UMEHU U (paMuius JMla, MOANHUCABIIETO TOoKyMeHT. Kpome Toro, ykaszatb
JOJIKHOCTH ¥ (haMUJTUU JIUL], IEPEIaBIIUX U MPUHSABIIUX TEIEPOHOTPAMMY, YAChl 1 MUHYTHI
IIpUeMa-Iepeadn.

72. Ilpu peuieHUM BOMPOCOB 0O€3 COCTABICHUS JOIMOJIHUTENIbHBIX JTOKYMEHTOB
UCIIOJIHUTEND JiefaeT oTMeTKU Ha JokymeHTe U PK® u OPKK: o mare nmocrymienus (eciu
oOpas3oBajcs MHTEpPBaJI BPEMEHU MEXKAY MOCTYIUICHHEM JIOKYMEHTa U €ro JIOCTaBKOU
HCTIOJIHUTENI0); JaTaX MPOMEXYTOUHOTO HMCIOJHEHHs (3ampoc CBEIEeHHUH, TeledOHHbIS
IIEPETOBOPHI U APYTHE); JATE U pe3yIbTaTaX OKOHYATEIBHOIO UCIIOTHEHUS.

Bce oTMeTkH Ha JOKyMEHTe pa3MellarTcs Ha CBOOOAHBIX OT TEKCTa MECTax.

ITaparpa¢ 2. ITopsaaok 06paGoTky HCXOAAMMX JOKyMEHTOB

73. O0paboTKy UCXOASIINUX JOKYMEHTOB OCYIIECTBIsET ciryx0a JOY.



[Ipu mpueme nOKyMeHTOB it oTrpaBku ciiyx6a JIOY mpoBepsieT MpaBUIBHOCTh UX
opopMIICHUS, HAJUYUE U TOJHOTY MPHUIIOKEHUH, YKa3aHHBIX B OCHOBHOM JOKYMEHTE.
HenpaBunbHo oopMIIeHHBIE TOKYMEHTHI BO3BPAILIAIOTCS NCIIOTHUTEIISM.

74. IloanurcaHHble TOKYMEHTBI PETUCTPUPYIOTCS M OTIIPABISIOTCS ajpecaty (aapecaTam)
B JIEHb MX NoANMCaHus (YTBEPKACHUS) WM HE NO3JHEE CIEeIyIolero padboyero IHs,
TEJEerpaMMBbl U TeIe(PaKchl — HE3aMEITUTENBHO.

B C3J1 nomyckaercst aBTOMaTHYECKOE MPUCBOEHNUE PETUCTPAMOHHOIO HOMEpA U J1aThl
JOKYMEHTA MPY NOAINUCAHUH 3JIEKTPOHHOTO noKyMmeHTa D111

75. OpuruHanbl HICIOJHEHHBIX OYMa)KHBIX JOKYMEHTOB BMECTE C OTIYCKOM JOKYMEHTa
NepeaarTcs B T€ CTPYKTYpPHbIE MOJpAa3/e/ICHHUs] WM IOJBEAOMCTBEHHBIE OpraHU3alluH,
KOTOpbIE€ SIBISJINCH OCHOBHBIMHU HCIIOJHUTENSIMH M TPOU3BOIAAT (OPMHUpPOBAHUE
COOTBETCTBYIOIIMX JI€JI COTJJACHO HOMEHKJIAType Je.

76. Ilepen OTIpPABKOM 3JIEKTPOHHOIO JOKYMEHTa IPOBEPSETCSA NMPABUIBHOCTH €0
oopmieHus (Hamuyue 00s13aTeIbHBIX PEKBU3UTOB 3JIEKTPOHHOTO IOKYMEHTA), B TOM YHCIIE
OPOBOJUTCS TpOLEAypa MPOBEPKH IJIEKTPOHHOM UUPPOBON MOANUCH, IPOBEPKU
MOJIOKUTENIBHOTO pe3ysibTaTa 3MEKTPOHHOM HU(POBOW MOANUCH M PETrUCTPALUOHHBIX
CBUJIETENBCTB.

OTBETCTBEHHOCTD 32 COOTBETCTBUE COJICPKAHUS JIEKTPOHHOIO TOKYMEHTA MOJUIMHHUKY
OyMa)XHOTO JJOKYMEHTa HECET TOCYIapCTBEHHBIN OopraH (OpraHu3aius) — OTIPaBUTENb.

77. Ecnu 1OKYMEHT, HalpaBJICHHBIN B IPYryI0 OPraHU3alMIo, 10JIKEH OBITh BO3BpAIIICH,
TO B IPaBOM BEpPXHEM YIJy NEpBOr0 JUCTAa JOKYMEHTa Ha OyMa)XHOM HOCHUTEJE Ha
CBOOOZHOM OT TEKCTa I10JI€ POCTABJISIOT IITAMI UJIU JIEJat0T IOMETKY O BO3BpPATe, TAKYIO
xe noMmeTky nenaroT B PKO u OPKK.

ITaparpa¢ 3. Ilopsaaok npoxoXeHUs BHyTPEHHAX JOKYMEHTOB

78. IIpoxoxaeHue BHYTPEHHUX JOKYMEHTOB Ha dTamnax WX MOJATOTOBKU U O(OPMIICHUS
COOTBETCTBYET MPOXOKIACHUIO UCXOISIIIMUX JOKYMEHTOB, HA 3TAre UCIOJHEHUS — BXOISIINAX
JOKYMEHTOB.

79. Ilepenaya BHYTPEHHUX JOKYMEHTOB MEXKAY CTPYKTYPHBIMU MOJPa3ACICHUSIMHU
OCYIIECTBJISICTCS JOKHOCTHBIMU JIMIIAMH, OTBETCTBEHHBIMM 3a JOKYMEHTAI[MOHHOE
oOecrieueHre yMpaBlICHUSI B CTPYKTYPHBIX TNoApazfaeneHusix. JIoKyMeHThI MepenaroTcs ¢
COOTBETCTBYIOIIEH 0TMETKON B PK®.

JIOKYMEHTBI, CO3JJaHHBIE B MIPOIIECCE MEPENUCKU MEXKAY UCIIOTHUTEILHBIMU OPTaHAMU U
HX TOJIBEIOMCTBEHHBIMU OPTaHU3alMSIMHU, 4 TAKXKE MEX]Y HMCIOJIHUTEIbHBIMU OpPTaHAMU,
(buHaHCUPYEMBIMH U3 MECTHOTO OOJKeTa, HE BKIIOYAIOTCS B COCTaB BHYTPEHHUX
JIOKYMEHTOB.

ITaparpad 4. ITopanok perucTpamuu JOKyMEHTOB



80. Peructpanuu mnoanexar JAOKYMEHTHI, TpeOylollUe yueTa, UCIOJHEHUS U
MCII0JIb30BaHUs B MH(POPMALIMOHHO-CIIPABOYHBIX LIEJISAX.

81. Perucrtpanus 10KyMEHTOB OCYIIECTBIISIETCS] IEHTPAIU30BaHHO ciryxk00i1 JIOY.

82. JIBuxKeHue JOKyMEHTOB B OpraHU3alMK C MOMEHTA UX CO3/IaHUS WM TIOJyYEeHHS 710
3aBEpILICHUS UCIIOJHEHUS, OTIPABIICHUs, (OPMUPOBAHUS JENIa U CIaYd B apXUB OpraHU3ALHNH
o0Opasyer IOKyMEHTOO0OPOT.

83. O0beM AOKYMEHTO0OOpOTa OmpeAessieTcss OOIUM KOJIMYECTBOM BXOJAIINX,
UCXOJSIINX U BHYTPEHHUX TOKYMEHTOB 3a MECSL, KBapTaJ, FOJ.

3a eguHULY y4eTa KOJUYECTBA JOKYMEHTOB MPUHUMAETCS caM JOKYMEHT 0e3 yuera
KO M.

84. B opranmuzanusx ¢ 00beMoM J10KyMeHTooOopoTa cBbilie 2000 T0KyMEHTOB B TOJ
JIOTTyCKaeTCsl ACTICHTPATIM30BaHHAs PETUCTPAIUs TOKYMEHTOB, IPU KOTOPOii B ciayxkoe [JOY
PETUCTPUPYIOTCA JOKYMEHTHI, IOCTYIAKOIINE HA pACCMOTPEHUE PYKOBOJICTBA OpraHU3aluu,
pacnopsAIuTeIbHbIE TOKYMEHTHI OpraHu3aluy, 0OpaleHus GU3NYECKUX U FOPUINIECKUX JIHI]
, TIEpEINCKa 3a MOAMUCHI0 PYKOBOJCTBA, B CTPYKTYPHBIX MOAPA3AECICHUSAX PETUCTPUPYIOTCS
aJipECOBAaHHBIE TAHHBIM CTPYKTYPHBIM MMOAPA3AECICHUSIM TIOKYMEHTHI.

JIOKyMEHTBI, TIepelaBacMble WM IPUHUMAEMBbIE 110 KaHaJaM CBSI3H, PETUCTPUPYIOTCS B
ciyx6e JJOY unm cTpyKTypHBIX NOApa3AeNeHUsIX, OCYLIECTBISIONIUX UX MIPUEM (Tepeaauy).

85. Perucrtpamus u npueM MOAJMHHUKOB OyMakKHBIX IOKYMEHTOB, OyMa)KHBIX KOTIHIA
ANEKTPOHHOIO0 JOKYMEHTA, MOCTYMAaNMX OT y4acTHUKOB COJI, OCyIIECTBIAIOTCS TOJIBKO
IIPU HAIMYUU COOTBETCTBYIOIINX JIEKTPOHHBIX JOKYMEHTOB.

86. JIoKyMEHTBl pETUCTPUPYIOTCS B OpPraHU3allMU OOUH pa3: BXOASAIIHUE — B JCHb
MOCTYIJICHUS, UCXOJSAIINE U BHYTPEHHUE — B JIEHb MOANUCAHUS (YTBEPKACHHUS).

JIOKYMEHTBI, He3aBEpIICHHBIE JIETONPOU3BOICTBOM, WM TPeOYIOIINE JUIUTEIBHOIO CPOKa
UCITOJIHEHHUS], IEPEPETUCTPAIIMU HE MOJJIeKAT.

[Ipu nepenaye JOKyMEHTa JUIsl UICIIOJHEHN (03HAKOMJIEHHUSI) U3 OJHOIO MOpa3AeICHUs B
Apyroe HOBBIA PETUCTPALMOHHBIM HOMEP He IpucBaumBaeTcs. Ha HWKHEH CTOpOHE
MOCIIETHETO JINCTAa JOKYMEHTa WM Ha ero oOOpOTHOW cTopoHe, a Takke B PK®
npocTasiisieTcs aata (mpyu HeoOX0AUMOCTH — BpeMsl) Mepeaayu.

87. Peructpauus BXOASIMIMX WM UCXOASIIMX JOKYMEHTOB-OTBETOB OCYLIECTBISETCS B
PK® vHUIIMAaTUBHBIX IOKYMEHTOB.

Peructparnus ucxonqmux JOKyMEHTOB (MHUIIUATUBHBIX U OTBETHBIX) OCYILLIECTBISAETCS B
eauHor PK® ucxoasmux 1OKyMEHTOB.

88. B opranu3zanuu npumeHsarorces cienayromue PKO:

1) xkapTOoUKa perucTpauuy BXOAAIINUX JOKYMEHTOB, KAPTOUKA PETUCTPALUN UCXOIAIINX
JOKYMEHTOB M KapTOyKa PETrHCTpallid BHYTPEHHUX JOKYMEHTOB MO (OpME COTIJIACHO
npuinoxenuto 14 x Hacrosmum [Ipasunam;



2) >)KypHaJ PETHCTPAIMU BXOASIINX JOKYMEHTOB, KypHAJI PETUCTPAIUA HCXOSIIIUX
JOKYMEHTOB M JKypHall PErucTpaludyd BHYTPEHHUX JIOKYMEHTOB MO (opMe COIJIacHO
puJIokeHnto 15 k Hacrosmum IIpaBunam.

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

1) HauMeHOBaHKE OpraHU3alMK (aBTOPa WM KOPPECTIOHICHTA);

2) HAaMMEHOBaHKE BUJIA JOKYMEHTA;

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

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

6) CPOK MCTIOJTHEHUS JOKYMEHTA;

7) OANUCH UCTIOJIHUTENIA O TTOJIYYEHUH JIOKYMEHTA;

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

CocraB 00s13aTeNIbHBIX CBEJECHUNM B 3aBUCUMOCTU OT XapakTepa JOKyYMEHTa W 3aJay
UCIOJIb30BaHUsT MH(pOpMauu NMpu HEOOXOAMMOCTH IOMOJHAETCS APYTUMU CBEACHUSMHU (
HaJIM4Ke MPUIIOKEHUM, KOJIMYECTBO JIUCTOB, NIEPEMENIEHUE JOKYMEHTA BHYTPU OpraHu3ali,
MEPEHOC CPOKOB UCIIOJTHEHHUS ).

90. Uudopmanus 0 NOKYMEHTax, MOJyYEHHAas] MPU UX PErucTpaluu, MOCTYyNaeT B
WHPOPMAIIMOHHO-TIONCKOBYIO CHCTEMY, KOTOpas BKJIIOYaeT B ce0S KapTOTEKUu U
KJ1acCU(UKAIMOHHBIE CITPABOYHUKH.

91. PK® cocTaBisIoT cienyromue KapTOTEKH:

1) mo KoppecnoHIeHTaM;

2) o BUAaM JOKYMEHTOB;

3) o aBTOpaM JOKYMEHTOB;

4) KOHTPOJIbHBIE;

5) komupuKaIMOHHBIE,

6) o oOpaieHusIM PU3NYECKUX U IOPUANYECKUX JIUIL;

7) Apyrue B 3aBUCUMOCTH OT 3a/a4 MOMCKa nH(opMaIuu.

92. Yyactauku COJl UCnoNb3ylOT €IMHYI0 HOPMAaTUBHO-CIIPABOUYHYIO MH(OpMaLHUIO.
PerynupoBaHue M HW3MEHEHHE HOPMAaTHUBHO-CIPaBOYHON HWHQOpMaluu, Kacarouiencs
OpraHU3aIMOHHO-PACTIOPSIUTEILHON TOKYMEHTAIMHN, OCYIIECTBIISIET YIOJTHOMOYEHHBIN
Opra.

93. Tlonsa 3amucu 0a3bl JaHHBIX aBTOMAaTU3WPOBAHHOW MH(MOPMAIMOHHO-TTOMCKOBOM
CUCTEMBI JIOJDKHBI MIOTHOCTBIO OTBEYATh apaMeTpaM MOCIEAYIOIIEro ONepaTuBHOTO MOUCKa
JIOKYMEHTOB M KOHTPOJIS 382 UCIIOJIHEHUEM JJOKYMEHTOB.

ITaparpad 5. Ilopsamok HCIIOMB30BaHUS AIIEKTPOHHON MU(PPOBOH NOAIHMCH

94. Yuactauku CDJl obecneynBarOT MOJJIUHHOCTh M IEIOCTHOCTH JJIEKTPOHHBIX
JTOKYMEHTOB ITyTEM:



1) unterpupoBanus (compsbkenusi) B COJl cpenctB kpunrorpaduueckod 3aliuThl
uH(popMauu, peanu3youmx npouecc GopMUPOBAHUS U TPOBEPKHU 3IEKTPOHHOU LIUPPOBOH
NOJANUCH (CPEeACTBa AIEKTPOHHOU IU(PPOBOM MOAMKCH), a TaKXKe MPOLISAIINX TPOUEAYPY
MOJITBEPKACHUSI COOTBETCTBHSI B TIOPSAJIKE, YCTAHOBJICHHOM 3aKOHOJIATEILCTBOM PecnyOnuku
Kazaxcral B 00J1aCTH TEXHUYECKOTO PETYJIUPOBAHUS;

2) cobnroieHNs pa3rpaHUdeHUs [IpaB 10CTYIIA K DJIEKTPOHHBIM JIOKYyMEHTAM.
95. Yuactaukam CO/] cnenyer:

1) XxpaHuth B TaiiHE ciaykeOHYI0 MH(POPMAIIMIO, CTABIIYI0 UM M3BECTHOM B MpoIiecce
paboThI CO cpecTBaMU KpUnTorpaduyeckoi 3auuThl HHPOpMauu;

2) XpaHHUTh B TallHE COJIEPKAHUE 3AKPBITHIX (CEKPETHBIX) KIIIOUEl CPEACTB IEKTPOHHOM
1 dpoBoil moanucH (CpeacTB KpUnrorpadguueckon 3amuThl HHPOPMALIUN);

3) obOecneunBaTh COXPAHHOCTh HOCHTEJIEH KIIOUEBON WH(POpPMAIMH U JIPYTHX
JOKYMEHTOB O KJIK04ax 3JIEKTPOHHON LIM(PPOBOI MOANNCH, BBIIABAEMBIX C 3TUMU HOCUTEISIMU
uH(popmanuy;

4) oCylIecTBIATh CHHXPOHM3ALMI0 BPEMEHM Ha MEPCOHAIBHBIX KOMIIBIOTEpAx C
ATAJIOHHBIM BPEMEHEM;

5) He OCyHIECTBISATHh JKCILIyaTallMi0 MporpamMm (B TOM YHCIE€ - BUPYCHI) Ha
MEePCOHANIBHBIX KOMIIBIOTEPAX, KOTOpPbIE HapyWalT (QYHKIHMOHUPOBAHHE CPEJCTB
ANIEKTPOHHON LU(POBOM MOANKUCH, B COOTBETCTBUU C TPEOOBAHUSAMH IO HCIOIH30BAHUIO
CPEACTB KpUNTOrpadpuueckon 3auTbl THPOPMALUH.

96. lnsa odopmiieHns 3IEKTPOHHBIX HOKYMeHTOB B COJ] rocyaapCcTBEHHBIX OPraHOB
UCTOJIb3YIOTCS TOJIBKO T€ 3aKPBIThIE (CEKPETHBIE) KIIFOUU JIEKTPOHHONW LIM(PPOBOM MOAIUCH,
KOTOPBIM COOTBETCTBYIOT OTKPBITHIE KJIFOYHM 3IEKTPOHHOW HMU(GPOBOM MOANKMCH, UMEIOIINE
JNEUCTBYIOIINE PETUCTPALIMOHHBIE CBUAETENBCTBA, BblIaHHble Y1 T'O.

97. Tlopsinok mpuMeHeHHs IeKTpoHHON nudpoBoi nmoanucu B CI/] 3akiroyaercs B
CJIEIYIOLLEM:

1) dpopmupoBanue 37aeKTPOHHON TUGPOBOIM MOANUCH [JIsl MOAMUCAHUS SJIEKTPOHHOTO
JOKYMEHTA OCYIECTBIIAECTCS C UCIIOJIb30BAHUEM:

OJTHOM WJIM HECKOJIBKUX J3JEKTPOHHBIX HU(QPOBBIX MOANUCENH JOKHOCTHBIX JIHI]
rOCYJapCTBEHHBIX OPTraHOB INPU yJOCTOBEPEHUHU AJIEKTPOHHBIX JOKYMEHTOB, M3aBa€MbIX
UMHU B IIpeJiesIax UX MOJHOMOYHIA;

OJHOW DBIEKTPOHHOW UUMPOBOW MOANUCU COTPYAHMKA NOJpa3aeIeHUS
JOKYMEHTAI[MOHHOTO 00ecTeueHus;

2) ¢opmMupoBaHUE HIEKTPOHHON HUDPOBONW MOANHCU JOTNKHOCTHBIX JIHII
roCyJAapCTBEHHOIO0 OPTraHa MPHU yA0CTOBEPEHUH JIEKTPOHHBIX JOKYMEHTOB, H3aBAEMbIX HMH
B IIpe/ieIaX UX IOJHOMOYHMA:

JTOJKHOCTHOE JIMLO TOCYJApCTBEHHOIO OpraHa IMpU yAOCTOBEPEHUHU 3JIEKTPOHHBIX
JOKYMEHTOB, U3/1aBa€MbIX UM B IIpe/iejax €ro MOoJHOMOYMM, y10CTOBepsET (MOAIUCHIBAET)
TEKCT JOKyMEHTa (BJIOKEHHBIM (-bl€) (ailiabpl) 1O €ro perucTpaluu ¢ NPUMEHEHUEM



AIIEKTPOHHOM HU(PPOBON MOANUCH, KOTOpast 0OECIeUYUBAECT MOJIMHHOCTh U LIEIOCTHOCTh
TEKCTa JOKYMEHTA;

dopmMupoBaHUE DSJIEKTPOHHOM HUPPOBONH MOAMUCH JOJKHOCTHOTO JIHIIA
roCyJIapCTBEHHOTO OpraHa Ipu YJIOCTOBEPEHUH AJIEKTPOHHBIX JOKYMEHTOB, U3[1aBAEMbIX UM
B Mpejeniax uX MOJTHOMOYUHN (TIepBOM 2JIEKTPOHHOM U(GPOBOM MOANKUCH) OCYIIECTBIISIETCS C
UCIIOJIb30BAaHUEM CPEACTB KpUNTOrpauyecKod 3amuThl MHPOPMALMH, pPEaTU3YIOLUX
npouecc (GpopMHpPOBaHUS M MPOBEPKU AIEKTPOHHOM HUPPOBOM moAnucH (cpelncrna
ANEKTPOHHON UHUQPPOBOM NOAMMCHU), KIIOYEBOIO HOCHUTENS HHQOPMAIMU CPEJCTB
KpUnTorpaguyeckoil 3amuTbl WHQOPMAUMU W PETUCTPALMOHHOTO CBHAETEIHCTBA,
nonyuyeHHbix B YL I'O;

3) nmpuMeHeHue 3JIEKTPOHHOU HUGPOBOM MOAMMUCU COTpyIaHUKA ciykObl JJOY mus
MEPECHIIKH 3IEKTPOHHOIO JOKYMEHTA MEX]Ty IOCY1apCTBEHHBIMU OpraHaMHU:

AJIEKTPOHHON LHU(PPOBON MOANUCHIO cOTpyAHHKa ciyxO0bl JIOY ynocroBepsercs (
MOANKCHIBAETCS) 3JIEKTPOHHAS PETUCTPALMOHHAS KapTouKa (YHUKAJIbHBIM HIACHTH(PUKATOD,
HazHaueHHbIM u3 CO/l, nata JOKyMEHTa, aBTOp AOKYMEHTa M JJIEKTPOHHBIM JOKYMEHT,
YIOCTOBEPEHHBIA  3JIEKTPOHHOM UHUPPOBOM MOAMHUCHIO  JOJDKHOCTHOTO — JIMIIA
rOCyJJapCTBEHHOT'O OpraHa).

dopMuUpoBaHUE IIEKTPOHHON HMGPOBOM MOANUCH COTPYAHUKA IMOJpa3aeaeHUs
JOKYMEHTAallMOHHOTO 00€CedYeHus] OCYIIECTBISAETCS C HCIOJIb30BaHUEM CPEJNICTB
KpUnTorpapuuecko 3auuTel UHQOpMALUK, PEATN3YIOIUX Ipouecchl (OPMUPOBAHUS U
MPOBEPKHU JIEKTPOHHON HUPPOBOI moAnucH (CpeAcTBa IAEKTPOHHOU TU(POBON MOIIUCH),
KJIXOUEBOI'0 HOCUTEIIS U PETUCTPALIMOHHOTO CBUAETENIBCTBA, MOy4eHHBIX B YI[ I'O.

ITaparpad 6. O6ecneaenne uadpopmanronHoi 6e3omacaocT COJ]

98. HWudopmamnuonHas O0€30MaCHOCTh alMapaTHO-MPOTPAMMHOTO,
TEeJIEKOMMYHHUKAaIIMOHHOTO obOecnieuenus COJl pernmamMeHTUpYyeTcsi COOTBETCTBYIOLIUMHU
HOPMATUBHBIMH TpaBOBbIMH akTamu PecnyOmmku Kaszaxctan B obmactu obecriedeHus
MH(OPMAITMOHHON O€30IaCHOCTH.

Oynkuunonuposanue COJl, enMHON TPaHCIOPTHOM Cpelibl TOCYIAPCTBEHHBIX OPTaHOB,
VI I'O, nepeuens yyactHukoB CI/I, ux 0053aHHOCTH, OTBETCTBEHHOCTH ONPEIEISIIOTCS U
OCYILECTBISIOTCA C BBIIOJIHEHHEM TpeOOBaHUN HWHPOPMALMOHHONW O€30MacHOCTH B
COOTBETCTBHMU C JIOTOBOpPAaMHU Ha BBIMOJHEHUE COBMECTHBIX PabOT MO 00ECnedyeHuto
MH(OpPMALMOHHON 0€30MaCHOCTH MEX]y OpraHu3aluei-3aKa3uyuKoM, IOCyAapCTBEHHBIMU
opraHamMu ¥ 3KCIUTYaTUPYIOIIMMH OPTaHU3aIMsIMU (OpraHUu3alUSIMU-UCTIOTHUTEISIMU).

99. CpencrtBa kpuntorpaduueckor 3anuThl HHPOPMAIIUK, PEATU3YIOIIUE MPOIECC
dbopMUpOBaHUS U MPOBEPKH JIEKTPOHHON LU(POBOM MOAMUCH, UCHIOIB3YIOTCS B CTPOIOM
COOTBETCTBHH C UX IKCIUIYaTallMOHHOM TOKYMEHTalMel U TpaBUIaMHi UCTIOJIb30BAHMSL.

100. JJokymMeHTBI, COAEpKAIINE CBEICHUS, COCTABISAIOLINE TOCYJaPCTBEHHBIE CEKPETHI, HE
noJjiexKar npueMy, oopadboTke, XxpaneHuro u nepegade yepez CO/I.



ITaparpad 7. Ilopsanox KOHTPOJISA HCIOIHEHHS JOKYMEHTOB

101. KoHTpoJIb UCTIOJIHEHUSI JOKYMEHTOB BKJIFOUAET OCTAHOBKY JTOKYMEHTA Ha KOHTPOJIb
, PeryJupoBaHUE XOJa HCIIOJHEHUS, CHSATHE HCIIOJHEHHOTO JOKYMEHTa C KOHTPOJS,
HalpaBJICHUE HWCIOJHEHHOTO JOKyMEHTa B JeJO, y4eT, o00O0IeHne W aHaiu3 XojJa |
pe3yJIbTATOB MCIIOJHEHUSI JIOKYMEHTOB, MH(POPMUPOBAHUE PYKOBOACTBA O COCTOSIHUHU
WCITOJIHEHMSI TOKYMEHTOB. CBefieHHs 00 UCTIOTHEHUH JJOKYMEHTOB, MOJICKAITNX KOHTPOJIIO,
1 oOpamieHnil Gu3nuecKnX U IPUINYECKUX JHI] 3aMOIHIIOTCS COTJIACHO MPUIIOKEHUSIM 16 U
17 x HactosiumMm [IpaBuiam.

KoHTpoap ucrnonHeHus TOKYMEHTOB BKIIFOYAET CIEAYIOIINE STAIIbI:

1) mocTaHoBKa TOKYMEHTOB Ha KOHTPOJIb;

2) mpoBepKa CBOEBPEMEHHOCTH JI0BEACHUS JOKYMEHTOB JI0 UCIIOJTHUTENEH;

3) nmpenBapuTenbHas IPOBEPKA U PETYIUPOBAHUE XO4a UCTIOJTHEHUS;

4) cHsiTUE TOKYMEHTA C KOHTPOJIS;

5) HampaBJIeHUE UCTIOJTHEHHOTO JJOKYMEHTA B JICJIO;

6) ydet, 00001IIeHNEe U aHAIN3 PE3YJIbTATOB KOHTPOJISI UCIIOJTHEHUSI TOKYMEHTOB;

7) uadopMUpOBaHHUE PYKOBOJICTBA O XOJI€ U pe3yIbTaTaX UCIIOIHEHUS JOKYMEHTOB.

102. KoHTpoJilo MOJJeKaT BCE 3aperucCTPUPOBAHHBIE JOKYMEHTBI, TPEOYIoIune
UCTIOJIHEHUS, B TOM YHCJI€ MPOUUIBIX JIET, KOTOPhIE B CUJIY Pa3IUYHBIX MPUYUH HE ObUIH
HCTOJHEHbl M MX HCIIOJHEHHE TNEepPEHECEHO Ha TeKymud roa. B »Tux ciayuasx
repeperucTpanus JTOKyYMEHTOB He TnpoBoauTcsi, a B PK® yka3plBalOTCsI BHOBbH
YCTaHOBJICHHBIE CPOKH.

102-1. KoHTpoab 32 CBOEBPEMEHHOCTHIO M KQUECTBOM pealii3allii MyHKTOB MOPYYEHHUI
[Ipesunenta PecnyOonuku Kazaxcran, PykoBoactBa Anmunuctpauuu Ilpesunenta
PecnyOnuku KazaxcTan 1O UTOraM pPEruOHANBHBIX MOE3/I0K, MEXIYHAPOJIHBIX H
OOIIIECTBEHHO 3HAYUMBIX Mepornpuatuid, 1auHbix [IpaButensctBy PecnyOnmku Kazaxcran,
opranuzanusam, ocyuiectsiset [IpaButenscTBo Pecniybnuku KazaxcraHh.

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

103. Axter u nopydenust Ilpesunenta PecnyO6nuku Kaszaxcran, PykoBoactsa
Anvunuctpanuu Ilpesunenta Pecnybnukun Kazaxcran ¢ yueToM yCTaHOBJICHHBIX CPOKOB
WCIIOJTHEHUSI CTaBATCS HA CJICIYIOIINE BUbI KOHTPOJIS:

1) cpouHBIif — ¢ MOMETKaMHU: "BEChbMa CpOYHO" — B TeUEHUE Tpex pabouux gHeH, "cpouHo"
, "'YyCKOpUTB'" — J10 AeCsATU pabouux JHEH;

2) KpaTKOCPOUHBIN — OT JIecATH paboyux JTHEN 1O OJHOrO MECsIIa;

3) cpeaHecpOUHbIA — OT OJTHOTO JI0 IIECTH MECSIICB,;

4) 1OATOCPOYHBIN — CBBIILIE IECTU MECSIIEB.



Cpoxu HCIIOTHEHUS NTOPYUYEHHM, YCTAHOBJIEHHBIE B aKTaxX W nopyueHusx Ilpesunenra
Pecnyonuku Kazaxcran, Anmunuctpanuu Ilpesupenta PecnyOnukm Kazaxcran,
UCUHCIISIOTCS B pa0OUUX JTHAX CO JHA UX MOCTYIJICHUS B OPraHU3aLHIo.

B cnyyasix, eciin B TOPYYEHUSAX HE yYKa3aHbl CPOKH, TO OHU UCIIOJHSAIOTCA B MECSYHBIN
cpok ¢ BHecenmeM wuHpopMmaruu B anpec IIpesmpenta Pecmybnukm Kazaxcras,
Anmunuctpanuu [Ipesunenra Pecriyonuku KazaxcraH.

103-1. CyObexTaMu, OCYIECTBISIOMUMH KOHTPOJIb 33 UCIIOJIHEHHEM AKTOB U IOPYUECHHIM
[Ipesunenta PecnyOomuku Kazaxcran, PykoBoactBa Anmunuctpanuu IIpesunenta
Pecny6ninku Kazaxcran B opranuzanusix, BJISIOTCS CIEIYIOUUE JOHKHOCTHBIE JIMLA:

1) mepBBIif pyKOBOJIUTENb OPTaHU3alMU, KOTOPBIM OCYyIIECTBIsSET 001Iee pyKOBOJICTBO U
KOHTPOJIb 32 CBOEBPEMEHHBIM U KAYECTBEHHBIM HCIIOJHEHUEM U COOJIIOJCHUEM
WCITOJIHUTENIbCKOM JUCIMUIUIMHBI aKTOB M nopy4denuil IIpesunenta Pecriyonnku Kaszaxcran,
PykoBonctBa Anmunucrpaunu IIpesunenra Pecnyonuku Kazaxcran;

2) 3aMeCTUTENN MNEPBOIO PYKOBOJUTEINSI OpPraHU3alllH, KOTOpblE O0ECIEYUBAIOT
KauyeCTBEHHOE HCIIOJIHEHHE akToB M mnopyudeHuil Ilpesmpenta Pecnybnuku Kaszaxcraw,
PykoBoactBa Anmunuctpanuu Ilpesunenta PecnyOnuku Kazaxcran mo KypupyembIM
HaIpaBJICHUSIM paOOTHI.

VYKa3aHHbIE [OJDKHOCTHBIE JHWIIA HECYT INMEPCOHAIBHYK) OTBETCTBEHHOCTH 3a
CBOEBPEMEHHOE M Ka4eCTBEHHOE MCIIOJIHEHHUE aKTOB U mopydenuii [Ipesunenta PecryOnmku
Kazaxcran, PykoBoactea Anmunuctpanuu [Ipesunenta Pecniyonuku Kasaxcras.

Caocka. Ilaparpad 7 nononHes myHkToM 103-1 B COOTBETCTBUM C TOCTAHOBJICHUEM
[TpaButenscta PK o1 30.11.2020 Ne 809.

103-2. Opranu3auuu-cCOUCIIOIHUTENN akTOB U nopydeHuil [Ipesuaenrta PecnyOnuku
Kazaxcran, PykoBonctBa Anmunuctpanuu [Ipesunenta Pecnyonuku Kazaxcran BHOCIT cBoM
MIPEUIOKEHNS] OPTaHU3aLNH, OCYIIECTBIIIOIEN CBOJI, IPY UCIIOJHEHUH aKTOB U ITOPYYEHHU,
ITIOCTABJICHHBIX Ha:

1) cpouHbIif KOHTPOJIb, C TOMETKAMHU "BeCbMa CPOUYHO" B TEYEHUE OJHOTO paboyvero AHs
CO JIHA MOCTYIUICHUS MOpYy4eHus, "cpodHo", "yCKOpUTh" — HE TO3AHEE, YeM 3a TpU pabodnx
IIHS1, €CJIA NHOE HE YCTAHOBJIEHO COOTBETCTBYIOIIMM IIOPYUYEHUEM;

2) KpaTKOCPOYHBIM KOHTPOJb — HE MO3JHEE, YeM 3a ISATh pabouux IHEH 10
YCTAHOBJICHHOTO CpOKa MCIOJIHEHUS, €CJIM MHOE€ HE YCTAaHOBJIEHO COOTBETCTBYIOLIUM
IIOPYYEHHEM;

3) cpeaHecpOUHBI KOHTPOJb — HEMO3JHEe, YeM 3a JecATh pabouux JHEH 10
YCTAaHOBJIEHHOTO CpOKa HCIIOJIHEHMS, €CIM HWHOE€ HE YCTAaHOBJIEHO COOTBETCTBYIOIIMM
IIOPYYEHHEM;

4) noArocpouHBIM KOHTPOJb — HE IO3/IHEE, YeM 3a JBajalaTh pabouyux AHEH 10
YCTaHOBJICHHOTO CpPOKa WCIIOJIHEHMS, €CIM HWHOE HE YCTAaHOBJIEHO COOTBETCTBYIOIIMM
OPYYECHHEM.



CHaocka. [Taparpad 7 monosrer myHKToM 103-2 B COOTBETCTBHH C TIOCTAHOBJICHUEM
IIpaButenscTBa PK o1 30.11.2020 Ne 809.

103-3. B ciyuae, eciii MyHKTHI akTOB U iopy4denunii [Ipesunenra Pecmyommku Kazaxcran,
PykoBoactBa Apamunuctpauuu Ilpesumaenta Pecnybnuku Kaszaxctan He MOTryT OBIThH
BBITIOJIHEHBI B YCTAHOBJIEHHBIM CPOK, TO PYKOBOJIMTENbL OPraHU3aLMH, a B CIy4asx, €CIU
3aTparuBaroTcs noaHomouusi [IpaBuTenbcTBa, — IOCJIE  COIJIACOBAaHUS  C
[Ipembep-Munuctpom PecnyOnuku Kazaxcran (JIuiioM, UCIOJHSIIOMIMM €T0 00S3aHHOCTH)
WA €ro 3aMECTUTENIEM HE II03JHE€ YCTAaHOBJIECHHOIO CpOKa BHOCUT IIMCbMO B
Anmvunuctpauuio [Ipesunenra PecnyOnuku KazaxcTan ¢ yka3aHuEM TEKYILIETO COCTOSHHS
UCIIOJIHEHUSI, apryMEHTUPOBAaHHBIM OOOCHOBAHHEM HEOOXOJUMOCTH MNPOIJIEHHUS CpOKa
UCIIOTHEHUs1 JIM0O €ro nepeBojia Ha CPEJHECPOUHBIM HIIM AOJTOCPOYHBIM KOHTPOJb. [Ipu
OTOM YKa3bIBAIOTCSA KOHKPETHBIM CPOK MWCIIOJHEHHUS, OTBETCTBEHHBIC IOJIUTUYECKHE
rocyJ1apCTBEHHBIE CIly>Kalue OpPraHu3anuu-UCIOJTHUTENS, a TaKkKe
OpraHU3aLUK-COUCIIOTHUTENEN U JOJDKHOCTHBIE JIMIA OPTraHU3alUu.

ITo nopyuenusM, yka3zaHHbIM B myHKTe 102-1 Hacrosmux ITpaBuii, kKOTOpblE HE MOTYT
OBITH BBITIOJIHEHBI B YCTAHOBJIEHHBIN CPOK, PYKOBOJMTENb OPraHU3alUU-UCIIOTHUTENS HE
II03/IHEE YCTAaHOBJIEHHOTO CPOKa BHOCHUT IMCBMO B ajpec pykoBojacTBa lIpaBurennscrsa
Pecny6nuku Kazaxcrtan unu PykoBogutento Kannenspuu [Ipembep-Munuctpa PecnyOnuku
Ka3zaxcran ¢ yka3zaHueM TEKYIIEro COCTOSHMUSA HWCIOJHEHMUS, apryMEHTHUPOBAHHBIM
000CHOBaHMEM HEOOXOAMMOCTH MPOJJICHUS CPOKa HCHOJHEHUs JHOO €ro mepeBoja Ha
CPEIHECPOYHBI WM JOJTOCPOUHBbIN KOHTpOJb. IlpaButensctBo PecnyOmuku Kazaxcran
yBegomiisier Anmunuctpanuio [Ipesunenta Pecnyonuku Kazaxcran o mpuHATOM MO MUCHMY
PELICHUH HE MO3/IHEE JECATH pabounX JHEM.

CHaocka. [Taparpad 7 monosrer myHKToM 103-3 B COOTBETCTBHH C TIOCTAHOBJICHUEM
IIpaBurenscTBa PK o1 30.11.2020 Ne 809.

103-4. IIpoanenue CpoOKOB UCIIOJHEHHUSI MyHKTOB akTOB W mopydeHuid [lpesunenta
Pecny6nuku Kazaxcran, PykoBoactBa Anmunuctpanuu [Ipesunenta Pecnyonuku Kazaxcran
aub0 MX TMepeBOJ Ha CPEAHECPOUHBIA WM JOJTOCPOUYHBIA KOHTPOJb, 32 MCKIIOYECHHUEM
Nopy4eHHi, yka3aHHbIX B myHkTe 102-1 Hacrosuux [IpaBun, nomyckarorcst He 0ojiee OHOTO
paza no peuenuto [Ipesunenra Pecriyonuku Kazaxcran wiu PykoBoauTenss AIMUHUCTpALIIT
[Ipesunenta Pecy6onuku Kazaxctan Ha OCHOBaHHM 3KCIIEPTHOTO 3aKIIOUEHHS CTPYKTYPHOTO
noapasaenenuss Aqmunuctpanuu [pesuaenra Pecnyonuku Kazaxcras.

[Iponnenue cpoKOB UCIOITHEHUS OPYUYEHHM, YKa3aHHbIX B myHKTe 102-1 HacTosmmx
[IpaBun, 1u60 UX MEPEBO HA CPETHECPOUHBIN MU TOJITOCPOYHBIM KOHTPOJb JOMYCKAIOTCS
He OoJyiee oJHOTO pasa mo pemeHuto [Ipembep-Munuctpa Pecniyonuku Kazaxcran wim ero
3aMECTUTETIS.

Caocka. Ilaparpad 7 nononHeH myHKToM 103-4 B COOTBETCTBUM C TOCTAHOBJICHUEM
[TpaButenscta PK o1 30.11.2020 Ne 809.



103-5. IToBTOpHOE MPOJJEHUE CPOKA HCIOJIHEHUS MYHKTOB AaKTOB U MOPYYECHUU
[Ipesunenta PecnyOomuku Kazaxcran, PykoBoactBa Anmunuctpauuu Ilpesunenta
Pecnybnuku KaszaxcTtaH, 3a UCKIIOYEHHEM MOPYUYCHHH, yKa3aHHBIX B TyHKTe 102-1
Hactosamux [IpaBui, AomyckaeTcs B UCKIIOUMUTENBHBIX Cllyyasx Mo pemeHuto [IpesuaeHra
PecnyOnuku Kazaxcran wim PykoBomurtens Anmunuctpanuu Ilpesunenra PecnyOiuku
KazaxcraH ¢ paccMOTpeHrHEeM BONPOCa O AUCUUILIMHAPHON OTBETCTBEHHOCTH OTBETCTBEHHBIX
JNOJKHOCTHBIX JIML] OPTaHU3ALUH.

IToBTOpHOE MPOJJIEHHE CPOKOB UCIOJHEHUS MOPYUYEHUM, YKa3aHHbIX B MyHKTEe 102-1
Hactosamux [IpaBui, pomyckaeTcss B HCKIIOYHMTEIBHBIX CIIydasX [0 PELIEHUIO
[Ipembep-Munuctpa PecnyOnuku Kazaxcran wiam ero 3amMecTuTeNss C pPacCMOTPEHUEM
BONpOCa O JHWCUUIUIMHAPHOW OTBETCTBEHHOCTH OTBETCTBEHHBIX JOJIKHOCTHBIX JIWI
OpraHU3aIUH.

CHocka. Ilaparpad 7 monosned myHKToM 103-5 B COOTBETCTBHUH C MOCTAHOBJICHUEM
[TpaBurenscTBa PK o1 30.11.2020 Ne 809.

103-6. IlpensioskeHue O MOBTOPHOM MPOJJIEHUH aKTOB U mopyudeHui [Ipe3umeHta
Pecny6nuku Kazaxcran, PykoBoactsa Anmunuctpanuu [Ipesunenra Pecyonuku Kazaxcran
CO CPOKOM HCIIOJIHEHUS CBBIIIE TPEX MeECALEB BHOCUTCS B AnMuHucTpanuio IIpesuaenta
Pecniy6nuku Ka3zaxcran opraHu3aliuei-uCcIoOIHUTENIEM, a B ClIy4asiX, €CJIM 3aTparuBaroTCs
nonHomouus IlpaButenbctBa Pecmybmuku Kaszaxcran, — 1mociie COTJIACOBaHHS C
[Ipembep-Munuctpom PecniyOnuku Kazaxcran (Ju1ioM, UCIOMHSIONIMM €r0 O0SI3aHHOCTH)
WM €ro 3aMECTHUTENIEM He MO3JHee MATHAAUAaTH pabouyux JHEW A0 UCTEYEHHUS CPOKa €ro
UCITOJTHEHUSL.

OTBETCTBEHHOE CTPYKTYpHOE nojapaszaeiecHue Anmunucrpanuu [Ipesunenra Pecriyonuku
Kazaxcran He mno3aHee JecaTH pabouyux JAHEH C MOMEHTa MOCTYIUJIEHUS JaHHOIO
MIPEUIOKEHUS POBOJIUT MPOBEPKY MO BOIPOCY BBIACHEHUS NPUYUH HEUCIIOJIHEHUS aKTOB U
nopyueHuii Ilpesmmenta PecnyOnuku Kazaxcran, PykoBoacTBa AJIMUHHCTpalUH
[Ipe3unenta Pecriybnuku Kazaxcran u o ee pe3ysnbTaraM rOTOBUT SKCIEPTHOE 3aKIIOUCHHE.

ITonoxeHns HACTOALIEr0 IMyHKTa HE PACIPOCTPAHAIOTCS HA NOPYYEHUS, YKA3aHHBIE B
nyHkTe 102-1 nactosimux [IpaBu.

Caocka. [laparpad 7 nononHeH myHKToM 103-6 B COOTBETCTBUM C TOCTAHOBJICHUEM
[TpaButenscta PK o1 30.11.2020 Ne 809.

103-7. IIpennoxkeHre 0 TOBTOPHOM ITPOJJICHUH NTOPYYEHHM, YKa3aHHbIX B yHKTE 102-1
HacTosux IIpaBwi, cO CPOKOM HCIIOJHEHUs CBBIIIE TPEX MECSLEB BHOCHUTCSA B aapec
pykoBozacTBa [IpaBurenbcrBa PecnyOnuku Kaszaxcran wim PykoBoautento Kanuenspuu
[Ipembep-Munuctpa PecnyOnuku Kaszaxcran opraHuzanueii-MCIOJIHUTENIEM HE IO3/JHEe
NSATHAAIATH pabouuX JHEH 10 UCTEUEHUS CPOKA UCTIOJIHEHHUS.

OTBeTCTBEHHOE CTPYKTypHOe mnojapaszaeinenue Kannenspuu IIpembep-Munucrpa
Pecny6niuku Kazaxcran He mo3aHee AecsTH pabourx JHEW ¢ MOMEHTa MOCTYIJICHUS! JaHHOTO



MPEAJIOKEHUS MPOBOAUT IPOBEPKY II0 BOMNPOCY BBIACHEHUS NPUYUH HEHUCIIOJHEHUS
MTOPYYEHHUSI U TIO €€ Pe3yJIbTaTaM TOTOBUT IKCIIEPTHOE 3aKIKOYEHNE.

CHocka. [Taparpad 7 nononnen nyHkroM 103-7 B COOTBETCTBHM C OCTAHOBJIECHUEM
ITpaButenscTBa PK o1 30.11.2020 Ne 809.

103-8. B caydae BHECEHHS NPENJIOKEHUS O MPOIJICHUN CPOKA UCIIOJHEHMS ITYHKTOB
aktoB u nopydenuil [Ipesunenta PecnyOnuku Kazaxcrtan, PykoBoacTBa AaMuHucCTpanuu
[Ipesuaenta PecyOnuku Kazaxcran O6osiee IByX pa3, pacCMaTpUBAETCS BOIPOC O HAKa3aHUU
MEPBBIX PYKOBOJAUTEJIEH OPraHU3aIlni.

CHaocka. [1aparpad 7 nonosner myHkToM 103-8 B COOTBETCTBHUM C MOCTAHOBJICHUEM
[TpaButenscta PK o1 30.11.2020 Ne 809.

103-9. IlpoaneHue cpokoB MCIOTHEHUS JIMUHBIX nopyuyeHuit [Ipe3unenrta PecnyOnuku
Kazaxcran ocymectBisercs Tonbko [Ipesuaenrom Pecyonmmku Kazaxcras.

CHaocka. Ilaparpad 7 nonosned myHKToM 103-9 B COOTBETCTBHUH C MOCTAHOBJICHUEM
[TpaBurenscTBa PK o1 30.11.2020 Ne 809.

104. Axtel u nopyuenus [IpaBurensctBa Pecry6nuku Kazaxcran, [Ipembep-Munuctpa
Pecny6nukun Kazaxctan wnm ero 3amectuteneid u PykoBogutens Kanuenspuu
[Ipembep-Munnctpa Pecriyonuku Kazaxcran ctaBsaTcst Ha CleAyIOIINE BUIBI KOHTPOJIS:

1) cpouHBIil KOHTPOJIb C TOMETKaMH "BECbMa CPOUHO" — B TE€UEHUE OJIHOTO paboyero AHs
CO JHS TOCTYIUICHUS TIOPy4YeHHs, "cpovHO", "YyCKOpUTH' — HE MO3/IHEe, YeM 3a TPU padounx
IIHS1, €CJIM UHOE HE YCTAaHOBJIEHO COOTBETCTBYIOIIUM MOPYUEHUEM;

2) KpaTKOCPOYHBIM KOHTPOJb, HE MO3JHEE, YeM 3a MIATh pabo4yux JHEH a0
YCTAHOBJIEHHOTO CPOKAa HCHOJHEHHMS, €CJIM HWHOE HE YCTAHOBJIEHO COOTBETCTBYIOIIMM
IIOPYYEHHEM;

3) cpeaHecpOUHBIM KOHTPOJIb, HE MO3JHEE, YeM 3a JecsiITh pabouux AHEH A0
YCTaHOBJIEHHOTO CpOKa WCIIOJIHEHMS, €CIM WHOE HE YCTAaHOBJIECHO COOTBETCTBYIOIIMM
IIOPYYEHHEM;

4) MoATOCPOYHBIM KOHTPOJIb, HE MO3JHEE, YeM 3a JBaAlaTh pabo4yux JIHEH 10
YCTaHOBJIEHHOTO CpPOKAa WCIIOJIHEHMS, €CIM HWHOE HE YCTAaHOBJIEHO COOTBETCTBYIOIIMM
OPYYEHUEM.

Cpoky UCIIONIHEHUS IOPYYEHUH, YCTAHOBIICHHBIE B aKTaX U nopy4eHusax [IpaBurenscrBa
Pecny6nuku Kazaxcran, [Ipembep-Munuctpa Pecry6auku Kazaxcran uiaum ero 3aMecTUTENICH
u PykoBogurens Kanuenspuu [Ipembep-Munucrpa PecnyOnuku Kazaxcran, uCUMCiIsiOTCsS B
paboyux THAX CO JTHS WX MOCTYIUICHHS B OPTaHU3aIIHUIO.

B cnyyasx, eciin B TOPYYEHUSAX HE yKa3aHbl CPOKH, TO OHU UCIIOIHSIOTCA B MECSYHBIN
Cpok ¢ BHeceHnweMmM wuHpopMmamuu B anpec l[IpaButenscrBa PecnyOnuku Kazaxcran,
[Ipembep-Munuctpa Pecnyonuku Kazaxctan wim ero 3amectutesied u PykoBoauTens
Kanuemnspuu [Ipembep-Munucrtpa Pecniyonuku Kazaxcran.

Konrtpoarsubie nopyuenus Ilpesunenta Pecnybnuku Kaszaxcran u PykoBoauTens
Anmunuctpauuu Ilpesunenta PecnyOnuku Kazaxctan ¢ pe3ojoOUHUSMU K HUM



[Ipembep-Munnctpa Pecnybnukm Kazaxcran, ero 3amectureneid u PykoBomurtens
Kannenspuu [Ipembep-Munuctpa PecniyOnuku Kazaxctan UCTIOTHSAIOTCS OpraHU3AIUSIMU HE
no3aHee 20-THEBHOIO CPOKA CO JIHS NMOPYUEHHMS], €CIIM B IOPYUYEHUSX HE YCTAHOBJIEHBI NHBIE
cpoku. Opranuszanusi — COUCIOIHUTEIb HAIMpPaBIseT CBOIO MH(OpMaLNIO OTBETCTBEHHOM
OpraHM3aLMH — UCIIOJHUTEIIO HE TO3IHEE, YEM 3a IISATh THEU 10 UCTEUYEHMS yCTaHOBJIEHHOIO
CpoOKa.

105. Cpoku mcnosiHEHUSI TPOTOKOJIBHBIX MOPYYEHUN, CONEPKAIMXCSA B MPOTOKOJIAX
3acemnanuii [IpaButenscTBa PecmyOnuku Kazaxctan u coBemanuii y ['maBsl rocyaapcTsa,
pykoBoactBa [IpaButenscrBa PecnyOnukm Kazaxctan u PykoBoautens Kanuenspuu
[Ipembep-Munuctpa Pecniybnuku Kazaxcran, HCUUCTSIOTCS CO AHS MIPOBEACHUS 3acenanus (
coBenanus). B Tom cinydae, eciu Ha 3aceaHuu (CoBeIlaHUK ) ObLT Ha3BaH CPOK MCIIOJTHEHUS
KOHKPETHOI'O MOPYYEHHUs, TO COOTBETCTBYIOIME OPraHU3aL1H, B aIpeC KOTOPBIX OBLIO AAHO
NOpyYEHUE W TPEJACTAaBUTENU KOTOPBIX NPUCYTCTBOBAJIM Ha 3acelaHuu (COBEIIaHUM),
MPUCTYIAIOT K UCIIOJIHEHUIO IOPYYEHUN cpa3y Nociie 3acelanns (COBELIaHus ), He T0KHU1asiCh
NOCTYIUICHUS! K HUM MPOTOKOJIa 3aceaHusl (COBEIaHMUs ).

106. KoHTpoJIb UCIIOTHEHUSI TOKYMEHTOB MO CYIIECTBY BOIpPOCA BO3JIAracTcsl Ha
PYKOBOAUTENEN CTPYKTYPHBIX IMOAPA3AEIECHUN WIN JOJKHOCTHBIE JIULA.
KoHTpoib 3a cpokamMu HCIIOJTHEHUSI JOKYMEHTOB, 32 CPOKaMHU PACCMOTPEHUST 00OpaleHui
(GU3UYECKUX U IOPUIUIECKUX JIUIT OCYIIECTBIIsAeTCA ciyk00it JJOY.

107. Ilpu opranuzauuu KOHTPOJISI UCHONHEHUS Ucnonb3ytoTcss PK®. KoHnTponpHas
KapTOTEKa CUCTEMATH3UPYETCS II0 CPOKAM HCIOJHEHUS JTOKYMEHTOB, HCIOJHUTEISM,
rpyIIaM J0KYMEHTOB.

108. JlIokyMEHT CHUMAETCS ¢ KOHTPOJISI PYKOBOAUTENEM, IOCTABUBIIMM €TI0 Ha KOHTPOJIb,
WJIM TI0 €ro MmopydeHuto — ciryxooit JIOVY.
109. Ilpu cmene pykoBoauTened ciayx0bl JJOY U cTpyKTypHBIX NOApa3aeICHUM
JIOKYMEHTHI U Jiena, a Takke PK® k HUM niepegaroTcsi BHOBb HA3HAYEHHOMY PYKOBOJUTEIIO
WJIM OTBETCTBEHHOMY JOJPKHOCTHOMY JIMILY IO aKTy MpUEMA-TIEpEIayn.

ITaparpa¢ 8. ITopsnok ydera u XpaHeHHS €IaTeH, IITAMIIOB U GIaHKOB

110. Yder, ucnonb3oBaHue, XpaHEHUE U YHUUYTOKEHHE M€YaTHO-0JaHOUYHON MPOTYyKIIUH,
nevyaTei, MTaMIIOB, MOJJICKAIINX 3alIUTEe, U CPEACTB 3alUThI JOKYMEHTOB OCYILECTBIISIIOTCS
JOJKHOCTHBIMH JIMIIAMH, Ha3HAYa€MbIMHU TpHKa3aMu (pachopsHKEHUSIMH) PYyKOBOIUTENEH
OpraHu3aIuu.

111. TocynapcTBeHHass opraHu3als UMEET OJHY Me4YaTh C HM300paKeHUEM
INocynapctBennoro I'ep6a PecyOnuku KazaxcraH.

[Ipu HEOOXOMUMOCTH CTPYKTYpPHBIE MOJIpa3/ieNIeHus TOCYJapCTBEHHONW OpraHu3aIuu
UMEIOT TieyaTu (mrammbl) ¢ u3oOpaxkenuem [ocymapctBennoro ['epb6a PecnyOmuku
KazaxcTtaH M OJMHAKOBBIM TEKCTOBBIM COAEPKAHUEM, TEKCTOBasi 4YacTh JOMOJIHSAETCS
MOPSIKOBBIM HOMEPOM MJIM CUMBOJIOM (CUMBOJIAMH).



112. Vder neuaTHO-0J1aHOYHOM MPOAYKIIUM, MOJUISKAIICH 3aluTe, B TOM YUCIE C
n3obpaxkenueM ['ocynapcrBenHoro I'epba Pecnybnuku Kazaxcran, BeneTcs B
COOTBETCTBYIOIIMX PETUCTPAIIMOHHBIX YYETHBIX (QopMmax: >KypHalaxX, KapTOUKax U
aBTOMATU3UPOBAHHBIX HWHGOPMAIIMOHHBIX CHUCTEMaX, >KypHaJIe YyueTa U BbIJIa4YU
MeYaTHO-0JJaHOYHON TIPOIYKIINU, TIOJICKAIICH 3aruTe, Mo (GopMe COTIacHO MPUITOKCHHUIO
18 x HactosinuMm [IpaBuiam.

KypHan yuyera v BbIAa4u MEYaTHO-OJIAHOYHON MPOAYKUIMH, MOJIEKAIEH 3aluTe,
3aBOJAUTCS Ha KaXIbIM BUJI MT€YaTHO-O0JJAHOYHOW TTPOIYKITUH, MOJJIeXkKaIel 3amuTe. bianku
¢umek ¢ nzodpaxenueMm ['ocynapctBenHoro I'epba Pecnyonuku Kazaxcran He mopsiexar
CHEUHUAIBHOMY YYETY.

113. Bpigaua 6J1aHKOB, MOJMJICKANIUX 3alIUTE, MPOU3BOJAUTCS IOJ PACIUCKY B
COOTBETCTBYIOINX  PETHUCTPAIIMOHHBIX  yYETHBIX (opMax, MPeayCMOTPEHHBIX
BEJIOMCTBEHHBIMU MHCTPYKLIMSIMU OpPraHU3aLHN.

114. Ilpu W3roTOBIEHUMM KOMHH JOKYMEHTOB, O(OpPMIIEHHBIX Ha OJlaHKaX C
nzoopaxkenueM ['ocynapctBennoro I'epba Pecniyonuku Kazaxcran, u npeHa3Ha4eHHbBIX 115
PACCBUIKHU, MTPOCTABIISAIOTCS HOMEP IK3EMILISIpA U NIeYaTh OpraHu3alluu.

115. Pa3mHOXeHHE M KOMHUPOBAHHUE CPEACTBAMU OIEPATUBHON moaurpaduu
HE3aI0JIHEHHBIX 0JIaHKOB, MOJJICKAIINX 3alUTe, HE JOIMYCKAIOTCS.

116. Yder neuareii, mTaMmnoB, MOJICKAIINUX 3aIIUTE, U CHCIUAILHON IITEMIICILHOM
KpacKu C XMMHUYECKMMHU A00aBKaMH, UMEIOIIMMHU WHIWBUAYaJIbHbIE CBOMCTBA C LEJBIO
3alUThl OT MOJJICNIKH, a TAKXKE MX BbIJada BEIyTCA B KypHaJle ydyeTa W BbIIAUM MedaTew,
mTaMnoB ¢ wu3zoOpaxenueM [ocymapctBennoro I'epb6a PecnyOmuku Kazaxcran wu
CIeMATBLHON IITEMIIEIbHOW Kpacku 1mo ¢opMe COTJIACHO MPUIIOKEHUIO 19 K HacTOoSIUM
IIpaBunam.

117. YdeT mepbeBbIX aBTOPYYEK, 3alPaBJICHHBIX CIEIUATbHBIMU YEPHUIIAMU C
XUMUYECKUMH J100aBKaMy, UMEIOIUMHI WHAWBUIYaIbHBIE CBOWCTBA C IEIBIO 3aIIUTHI OT
MOACIIKY TOAMUCEN TOMKHOCTHBIX JIUII, M UX BbIJada BEAYTCS B *KypHAJIC ydeTa U BbIJa4u
MEePHEBBIX aBTOPYUYEK, 3aMPaBICHHBIX CICIUATBLHBIMU YEPHHIAMH, MO (OPME COTIACHO
npuioxennto 20 k HactosmuM [IpaBunam.

118. 3aros0oBKM perucTpalMOHHbIX YYETHBIX (DOPM BKJFOUAIOTCS B HOMEHKJIATYPY J€J
OpraHU3alHu.

JIucThI )KypHAJIOB HYMEPYIOTCS, MPOIIMBAIOTCS U ONIEYaThIBAIOTCS.

119. Ilepenada npyromy J0JDKHOCTHOMY JIMITY HEHCIIOJIB30BAaHHON Te4aTHO-0JJaHOYHOM
MPOIYKIUM, Te4YaTeld, IITaMIOB, MOJJICKAIIUX 3allUTe, a TaKXe CPEJCTB 3allUThI
JTOKYMEHTOB U PETUCTPAIMOHHBIX YUYEeTHBIX (OpM K HUM OQGOPMIISETCS aKTOM
npuemMa-nepeayl neyaTHO-OJaHOYHOM MNPOIYKIMM, IeYaTei, MITaMIoB, MOJJIEkKAIIUX
3aInTe, CPEJICTB 3AIIUTH JOKYMEHTOB U PETHCTPAIIMOHHBIX YUYETHBIX (pOopM K HUM 110 hopme
corjlacHo npuioxkenuto 21 k Hacrosmum [IpaBunam.



120. TleyaTHO-01aHOYHAS TPOAYKIMS, IMEYaTH, IITAMIIBI, MOJJIEKAIINE 3aIIUTe, U
CpeACTBA 3alllUThl JOKYMEHTOB XPaHITCA B OMNeYaThIBaeMbIX celdax WU METaTITUYeCKUuX
mkagdax.

121. YHUYTOXEHHE HCTOPUCHHON IMe4YaTHO-O0JaHOYHON MPOJIYKIIMU, TOJIeKaIen
3alIUTe, MMPOU3BOJUTCS C COCTABICHUEM AKTA O BBIACICHUN K YHUUYTOXKECHUIO UCIIOPUYEHHBIX
HK3EMIUISIPOB MEYATHO-OJIAHOYHOM MPOIYKIUHU, MOJIeKaIEH 3aimuTe, no GopmMe CorjJacHo
MPUIIOKEHUIO 22 K HacTosimuM [IpaBunam, U mpoCTaBICHUEM COOTBETCTBYIOIIMX OTMETOK B
’KypHajax y4eTa U BblJaud Me4aTHO-0JIaHOYHOM MPOAYKITUH, TOJISKAIIEH 3aluTe.

122. YHUYTOXEHHE TeYaTe M IITAMIIOB, MOJIEKAIIUX 3aAlIUTE, MPOU3BOJIUTCS C
COCTABJICHUEM AaKTa O BBIJACICHUU K YHHUUYTOXXEHHIO I€YaTEed M IITAMIIOB, IOJJIEKALIUX
3ammTe, Mo (opMe COryiacHO MPUIIOKEHUIo 23 K HactosmuM [IpaBuiiam, U pocTaBiIeHUEM
COOTBETCTBYIOIIUX OTMETOK B )KypHAJIC YUeTa M BBIJIAYH TIEYATEH, MITAMIIOB C M300paKeHUEM
IN'ocynapctBennoro I'ep6a PecyOuku KazaxcTan u crieliuagbHON MITEMITEIbHOM KPacKH.

123. VYHUYTOXKEHUE CPEICTB 3aIUTHl JOKYMEHTOB (B TOM YHCIIE €MKOCTH HU3-TIOJ
CIELIMATbHBIX YEPHUJ U IITEMIIEIIBHON KpPAacKH, UCIIOPYEHHBIEC IITEMIICIbHBIE MOIYIIKH,
3alpaBlICHHBIE CHEHUAIBHBIMU I[ITEMIEIbHBIMU KpPACKaAMH, TEPHEBBIE ABTOPYUKH,
3alpaBJICHHbIE CHEUHATbHBIMU YEPHUJIAMHU) MPOU3ZBOJIUTCS C COCTABICHUEM aKTa O
BBIJICJIEHUM K YHUUYTOXKEHHUIO CPEJCTB 3allUThl JOKYMEHTOB, MO (¢OpMe COrJIacHO
npuioxeHuto 24 k HactosimuM [IpaBunam, u mpocTaBiIeHUEM OTMETOK B COOTBETCTBYIOIIUX
KypHAJIaxX y4yeTa U BblAAuH.

124. Ilpn peopranusanuu Uiy JUKBAJALWA OPTraHU3aLNN, IPUHATUN PELIECHUS O CHATHH
c yuera ¢unuana (IPEICTABUTENHCTBA) YHHUYTOXKEHHE HEHUCIOJIb30BAaHHOU
MeYaTHO-0JIAHOYHOM MPOAYKIUH, TIeYaTel, ITaMIIOB, MOUISKAIINX 3alIUTe, a TAK:Ke CPEICTB
3alIUTHl JOKYMEHTOB MPOU3BOJIUTCS C COCTABJIEHHEM aKTOB, Mo ¢dopMaM COTJIACHO
npuinoxenusim 23, 24, 25 x nHacrosmum llpaBuiaM, yTBEpKIae€MbIX PYKOBOJUTEIEM
OpraHu3aly WIH IIPEICeIaTeNeM JUKBUAAMOHHON KOMUCCHH, U ITIPOCTABIEHUEM OTMETOK B
COOTBETCTBYIOIIUX KypHaJlaX y4yeTa U BbIJauHu.

YHUYTOXKEHUE WIH JAIbHENIIECE XPAHEHHUE KYPHAJIOB U JIPYTUX PETUCTPALMOHHBIX
YYETHBIX (POPM OCYILECTBISIOTCS B COOTBETCTBHUU C 3aKOHOJATENIHCTBOM PecmyOiauku
KazaxcTaH o corinacoBaHuio ¢ yIIOJTHOMOYEHHBIM OPTaHOM WJIM MECTHBIM HCHIOJIHUTEIbHBIM
OpraHom 00J1acTH, TOPOJIOB PECIYOIMKAHCKOTO 3HAYSHUS U CTOJIHIIHI.

125. TlpoBepka Hamuuusl IK3EMIUISIPOB MEYaTHO-O0JaHOYHON MPOIYKIUU, MedaTeH,
LITAMIIOB, MOJJIEKAIIUX 3alUTE, U CPEACTB 3ALIUATHI JOKYMEHTOB MPOU3BOJUTCI HE PEXKE
OJIHOTO pa3a B rojl KOMHUCCHEH, cO3aBaeMoil MpUKa30M (pacropsKeHHEM) PYKOBOJAUTENS
opranu3aiuu. OTMETKH O pe3yjbTaTax MPOBEPOK IMPOCTABISAIOTCA B JKypHallaX ydyeTra u
BbIJIauX cOorjiacHo npuiioxenusim 20, 21, 22 k nacrogmmm [IpaBunam.

126. IIpu yrtepe meuatu (mrammna) ¢ uzoOpaxkenuem l'ocymapctBenHoro I'epba
Pecny6nuku Kazaxcran npeanpuHuMaroTcsi Bce HeoOX0AMMbIe MEPHI 110 PO3BICKY, B CIIy4ae



OTPHULIATENIBHOTO pe3ysibTaTa PO3bICKA COCTABISIETCS aKT 00 yTepe MpOM3BOJIBHON (OpPMBI,
YTBEPK/Ia€MbIH PYKOBOJUTEIEM OpPraHU3aLUH.

ITaparpa¢ 9. ITopa0k cocTaBI€HAS HOMEHKJIATYPHI A€, GOPMHPOBAHMS U XpaHEHHS JIE]T

127. Homenknarypa e npeHazHadeHa JJisi FpyIIUpPOBKUA UCTIOTHEHHBIX JOKYMEHTOB B
7ieJ1a, CUCTEMATHU3aluu U y4eTa Jel, ONPEAENICHUs CPOKOB UX XPAHEHUS U SIBISIETCSI OCHOBOM
JUISL COCTaBIICHHS OTUCEH Jied MOCTOSHHOTO U BpeMeHHOoro (cBbimie 10 jeT) xpaHeHus, a
TaKXke yudera JieJ BpeMeHHoro (710 10 neT BKIIOYUTEIbHO) XPaHEeHHUS.

128. B HOMEHKJIaTypy ZI€J1 BKIIOUAIOTCS BCE JOKYMEHTHI, CO3/JaBa€MbIE B OPTaHU3ALINU U
MOCTYMAOUIUE B OPraHU3alUio. DJIEKTPOHHbBIE JOKYMEHTHI U 0a3bl JaHHBIX BKJIIOYAIOTCS B
HOMEHKJIAaTypy A€J Ha OOIIUX OCHOBAHUSX.

129. B Homenkiarype nen pukcupyercs popma JOKyMEHTa — 3JIEKTPOHHASI C yKa3aHUEM
HOCHUTENS nHpOpMAIUK Win OyMa)KHasl.

130. IIpu cocTaBieHUH HOMEHKJIATYPBI €] PYKOBOJACTBYIOTCS YUPEAUTEIbHBIMU
JOKYMEHTaMH, IOJOXKEHUAMU O CTPYKTYPHBIX NOAPA3IEICHUAX, JOIKHOCTHBIMU
UHCTPYKUUSIMU PAOOTHUKOB, THIIOBBIMH, OTPACIECBBIMHU (BEIOMCTBEHHBIMH) MEPEUHSIMU
JIOKYMEHTOB C YKa3aHUEM CPOKOB XPaHEHHS, TUMOBBIMU (MPUMEPHBIMU) HOMEHKJIATypaMu
JIeJ1, CTPYKTYPO (IITaTHBIM PaCIMCaHUEM), TUTAHAMH M OTYETaMH O paboTe, N3y4aroTCsl BUBI
, COCTaB U COJIepKaHUe IOKYMEHTOB, 00pa3yIoLUXCs B ACSITEIbHOCTH OpraHU3alllH.

131. Homenknatypa nen mo ¢hopme corjacHO MpHIokeHuto 26 k HacTosmuM [IpaBunam
coctaBisiercst (He mo3nHee 10 nmekaOpsi kaneHmapHoro roja) ciyxooi JOY nHa ocHoBe
HOMEHKJIATyp JIeJ CTPYKTYPHBIX MOAPA3JEICHUM, MPEICTABICHHBIX COOTBETCTBYIOIIUMU
NOAPA3ACICHUSIMH.

132. BHOBb CO3[JaHHOE TOJIpa3/IEJI€HUE B MECAYHBII CPOK pa3padaThIBAET HOMEHKIATYPY
JIeJT TIOApa3/IeNieHUs U TIPEeJICTaBIIsIeT ee B cinyx0y JJOVY.

133. HomeHnkiatypa aen opraHu3aluu MOJINUChIBAETCA pyKoBoauTeneM cityx0bl JJOY,
COTJIACOBBIBAETCS C AKCIIEPTHON KOMUCCHUEN OpraHu3aluu

(manee — OK), skcnepTHON MPOBEPOYHON KOMHCCHUEW TOCyAapCTBEHHOro apxuBa (
MECTHOT'0 UCIIOIHUTEIbHOTO oprana) (naynee — JI1K), B KOTOpBIil JOKyMEHTHI MepeatoTCs Ha
MOCTOSIHHOE XpaHEHHUe, U YTBepKAaeTcs (He Mo3/IHee KOHIA TEKYIETO To/1a) pyKOBOAUTEIEM
opranuzauuu. CoriaacoBbIBA€TCS HOMEHKJATypa J€l € TOCYJapCTBEHHBIM apXUBHBIM
yUpexIACHUEM HE PEKEe OJIHOTO pas3a B 5 JIET, €Cii He ObUIO KOHIENTYaIbHBIX U3MEHEHUN B
(YHKIUSAX U CTPYKTYpE OpraHu3aInu.

Opranuzanuu, He SBIISIIOLIMECS UCTOYHUKAMU NONOJIHEHUsT HallnoHanbHOro apXuBHOIO
(dboHa, HE PEACTABIIAIOT HOMEHKIATYPHI Jen Ha cornacoBanue J1IK.

134. HomeHKknaTypa Jei rmevaraeTcs B He0OX0IUMOM KOJIMYECTBE dK3eMIUIIpoB. OIHUH
AK3EMIUISAP YTBEPKACHHON HOMEHKJIATYpPBI JI€J XPAHUTCS B TOCYJIapCTBEHHOM apXHUBE, C
KOTOPBIM OHA COIJIaCOBBIBAJIACH.



135. HomeHknatypa el B KOHLE KaXKJOr0 roja yTOYHSAETCS, YTBEPKIAECTCS
PYKOBOJIUTENIEM OpraHU3alliy U BBOJUTCS B JEHUCTBUE C | SHBapsl CIEAYIOMIEro rojaa.

136. HazpanusimMu pa3aenoB HOMEHKIATYPBI 1€] SBIISFOTCS HAMMEHOBAHUS CTPYKTYPHBIX
No/Ipa3/iefIeHuii, KOTOPbIE PaCIoNaraloTcsi B COOTBETCTBUM C YTBEPKIACHHON CTPYKTYpOil
opranuzauuu (mratHoe pacnucaHue). llepBbIii pa3gen HOMEHKIATypbl JI€Jl BKJIHOYAET
3aroJIOBKM J€Jl, COJEpJKallue paclopsAUTEIbHYI0 JOKYMEHTALlMI0 M JTOKYMEHTHI
KOHCYJIbTATHBHO-COBELIATENIbHBIX OPIaHOB, BO3IJIABISEMBIX PYKOBOJICTBOM.

137. JJokymeHTsl (unnanoB (IpeACTAaBUTENIHCTB) BHOCSATCS B Ka4eCTBE Pa3lielioB B
HOMEHKJIATYpy JIe]l OpraHu3aluu.

CaMOCTOATENBHBIM DPa3/IeJIOM HOMEHKJIATYpPBl JI€JI SIBJISIETCSI HAUMEHOBaHHE
oO1IecTBEHHOM opraHu3anuu. JlaHHBIM pa3aen pacrojaraercsi Mocje BCEX paseiioB
HOMEHKJIATYPHbI JI€J1 OpraHU3aluH.

138. Jliist opranu3anuy, HE UMEIOLIEN CTPYKTYpbl, HOMEHKJIATypa JI€JI CTPOUTCS IO
MIPOU3BOJICTBEHHO-OTPACIEBOM WM (PYHKUHMOHAJIbHOU cxeme. HamMeHOBaHUs pa3ziesioB
COOTBETCTBYIOT HaIIPABJICHUAM JIESITEIbHOCTH OpraHU3alUu.

139. Jlns moaBEIOMCTBEHHBIX OPTraHU3alMid ¢ OJHOPOJIHBIM COCTABOM JOKYMEHTOB
ciyx60i1 JIOY BeImecTosmero oprana (BBIIIECTOSIICH opraHU3aIiu) pa3padaThiBalOTCS
TUIIOBbIE (MPUMEPHBIE) HOMEHKJIATYPHI el Takue HOMEHKIIATyphl TIOJIJIEKAT COTNIACOBAHUIO
C YIOJIHOMOYEHHBIM OPraHOM HJIM MECTHBIMH HCIIOJIHHUTEIbHBIMU OpraHamMu o0JiacTew,
rOpoJIOB PECyOIMKaHCKOTO 3HAYEHUS U CTOJIHIIBL.

140. Cpoku XpaHEHHS 3JIEKTPOHHOM PETHCTPALMOHHON KOHTPOJIBHOM KapTOYKH
COOTBETCTBYIOT CpPOKaM XpPAaHEHUS DJJIEKTPOHHBIX JOKYMEHTOB. OJIEKTPOHHBIE
pPErucTpallMOHHbIE KOHTPOJbHBIE KAapTOYKH XPAaHATCS COBMECTHO C JJIEKTPOHHBIMH
JOKYMEHTaMHU, COOTBETCTBYIOIIMMH PETHCTPALMOHHBIMU CBUAECTEIBCTBAMHU SJIEKTPOHHBIX
HU(POBBIX MOANKUCEH, YBEAOMICHUSIMU-KBUTAHIUSAMHA O JIOCTABKE JAHHBIX 3JIEKTPOHHBIX
JOKYMEHTOB.

141. Cpoku xpaHEHHs DJIEKTPOHHBIX JOKYMEHTOB U 0053aTEIbHOCTH OGOPMIICHUS
OyMaXHBIX MOJAJUHHUKOB TOKYMEHTOB YCTaHABIUBAIOTCS MEPEYHEM TUIIOBBIX TOKYMEHTOB,
00pa3yIoIuXcsl B IEITEIbHOCTU TOCYJaPCTBEHHBIX U HETOCYIapCTBEHHBIX OpraHU3alMi, C
YKa3aHUEM CPOKOB XPaHEHUs], YTBEPKAAEMbIM YIIOJIHOMOUYEHHBIM OPTraHOM.

DNEeKTpOHHBIC TOKYMEHTHI XpaHITCS B TOM (opMate (KacaTeIbHO BIOKEHHBIX (pailyioB), B
KOTOPOM OHH ObUIM C(HOPMUPOBAHBI, OTMPABICHBI WM TMOJYy4YEHBI, ¢ OOECIEeUCHUEM
OJIHOBPEMEHHOT0 XpaHEHMsI CHOPMHUPOBAHHBIX AIEKTPOHHBIX HU(PPOBBIX MOANHUCEH MO
COOTBETCTBYIOIIUMH 3JIEKTPOHHBIMU JOKYMEHTAMH.

142. Opranuzanuu pa3padaThIBAIOT MEpPEUYEHb JOKYMEHTOB, O0Opa3yIOIIUXCS B UX
NEATEIbHOCTH, TOJBKO B JJIEKTPOHHOM BHJIE C YKa3aHUEM CpPOKOB HMX XpaHEHWU,
COTJIACOBAHHBIA C YINOJHOMOYEHHBIM OPraHoOM, W OTPAKAIOT B HOMEHKJIAType J€d BUIBI
JOKYMEHTOB.



143. XpaHeHUE DBIEKTPOHHBIX JOKYMEHTOB CONPOBOXIAECTCS XpPaHEHUEM
COOTBETCTBYIOUIMX DJEKTPOHHBIX 0a3 JaHHBIX, HCIOJb30BAHHBIX OTKPBITHIX KIIHOYEH
ANEKTPOHHBIX LUQPPOBBIX MOJANUCEH (PETUCTPALMOHHBIX CBUAETENBCTB 3JIEKTPOHHBIX
U(POBBIX MOANUCEN) U IPOrpaMM, PEATU3YIOMINX MPOIECCH POPMUPOBAHUS U MPOBEPKU
AIIEKTPOHHBIX HU(POBBIX MOAMUCEN AIEKTPOHHBIX JOKYMEHTOB.

144. JInst OTKPBITBIX KJIIOYEH 3JIEKTPOHHBIX HU(PPOBBIX MOJAMUCENH B TOCYJaPCTBEHHBIX
opranax u YII[ I'O xpanstcs opopMIIeHHbIE B YCTAHOBJICHHOM MOPSJIKE TOKYMEHTHI (
PETUCTPAIIMOHHBIE CBUCTENBCTBA), MOATBEPIKAAIONINE MPUHAJIC)KHOCTh JAHHBIX KIIOUeh
KOHKpPETHOMY y4yacTHUKY CO/I.

JIJis Ka)XA0ro OTKPBITOro KJIl04Ya XpaHUTCA MHPOpMAIUs O Hayale U OKOHYaHUU CPOKa
ero aeiictBus. [lpu 3TOM AOCTYynm K MaccuBaM OTKPBITBIX KIIOYEH, HAXOIAIIUXCS Ha
OIEpaTUBHOM (BEJOMCTBEHHOM) apXHUBHOM XPaHEHUH, OTPAHUYNBAETCS.

CoxpaHHOCTb, HaJJIeKAIllee UCTOIb30BaHNE HOCUTENEeH UHPOPMAIIUU C 3aKPBITBHIMU (
CEKpPETHBIMH) KJIFOYaMH JIEKTPOHHOM LHU(PPOBON MOJANUCH (J1ajee - KIYEBOl HOCUTEND), a
TaK)Ke UCIOJIH30BAHUE 3aKPHITHIX (CEKPETHBIX) KITFOUEH AJIEKTPOHHBIX HU(PPOBBIX MOAMHUCEN U
UX 3alMTa OT HECAaHKUMOHUPOBAHHOIO JOCTyINa BO3JAralTCs Ha BJAJEbIEB
PErHCTPALlMOHHBIX CBUIETENBCTB.

145. Ilpu XpaHeHUU BIEKTPOHHBIX JOKYMEHTOB oOOecrneduBaeTcs MNpUBs3Ka (
CUHXPOHM3aLMsI) 3JIEKTPOHHBIX JOKYMEHTOB M COOTBETCTBYIOIIMX OTKPBITBIX KIFOUEH
AIEKTPOHHBIX HU(PPOBBIX MOAMTUCEH.

146. Yuactauku COJ] obecrneunBarOT 3alllUTy OT HECAHKIIMOHUPOBAHHOTO JOCTYMA,
HENPEeIHAMEPEHHOTO YHUUTOXKEHUS U (UJTM) UCKAKEHUS YYETHBIX JAHHBIX, COACPIKAITUXCS B
0a3zax MJaHHBIX, a TaKXke O0eCHeYMBAIOT CO3JAaHHUE PE3EPBHBIX KOIMHI 3JIEKTPOHHBIX
JOKYMEHTOB.

3amura nHpopManuu (AMEKTPOHHBIX HHPOPMALIMOHHBIX PECYPCOB) B MHPOPMALIMOHHBIX
CUCTEMaXx, B TOM YHUCJI€ B apXUBaX 3JEKTPOHHBIX JOKYMEHTOB, CPEACTB KPUNTOrpaduyecKoit
3aIIUTHl UHPOPMALIMH, PeaU3yIOUX Mpolecc (pOpMUPOBaHUSA U MPOBEPKU IJICKTPOHHOU
nudpoBoii moamucu (CPeACTB SICKTPOHHOU ITUGPOBON MOAMUCH, KPUNTOTPAPUIECKUX
KJIIO4eil), OCYLIECTBISIETCS COBMECTHO C OpraHms3anuei, skcmiyarupyromeidn COJ,
yyacTHukaMu C3J] B mopsiiake, yCTaHOBIEHHOM HOPMAaTUBHBIMH IPABOBBIMU aKTaMU
YIOJHOMOYEHHOTO opraHa B cdepe odecriedeHus: HHHOPMAIIMOHHON O€30MacHOCTH.

147. T'ocygapcTBEHHbIE OpraHbl 00ECIEYMBAIOT AOCTABKY 3JEKTPOHHBIX JIOKYMEHTOB
o0reMoM He 6osee 95 MO, KoIM4ecTBO BIOXKEHH KOTOpOro He npeBbiiiaet 80 ¢aitnos.

ITaparpad 10. ITopsamox opopmireHrss HOMEHKIATYPH A€

148. B HOMEHKIATypy Jed BKJIIOYAIOTCS 3aroJIOBKU JeJ, OTpaKalollue Bce
JIOKYMEHTHUPYEMbIC YYaCTKU PabOThl OpraHu3alii, B TOM YHCIIE JIMYHbIC Jiea, OMUCH e,
PK®, kOHTpOJIbHO-CITPABOYHEIE, TEMATHUECKHUE KAPTOTEKH, a TAK)Ke Oa3bl TaHHBIX.

[IeuaTHble M31aHUS B HOMEHKJIATYPY A€ HE BKIIFOYAKOTCS.



149. B rpade 1 HOMEHKIATYpHI A€l MPOCTABISIOTCS HHIEKCHI KaXXJOro 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
Jen B Mpelesiax pa3HbIX CTPYKTYPHBIX MOJAPA3ACNICHHH, Uil MEePeXOasIiuX JIesl HHIECKC
COXpaHsieTcsl.

150. 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 ("
pasHble maTepuanbl”, "oOmas mepenucka', "Hcxonsinas KOppecrnoHIeHIusA" "BXomsiiue
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
— MPWIOKEHUS K KakoMy JHUOO JTOKYMEHTY, U O(OpPMIISIIOTCS CIEAYIOIUM 00pa3oM:
[Ipotokomn (- b1) 3acenanus (- uit) CoBeta AMPEKTOPOB KOMITAHUU U TOKYMEHTHI K HUM" win "
JIoKyMeHTBI K IpOoTOKOITY 3acenanus CoBera AMPEKTOPOB KOMITAaHUU "

5) B 3aroJioBKax JieJl, COAEPKAIINUX MEPENUCKY, YKa3bIBAETCS, C KEM U MO KAKOMY BOIIPOCY

n

oHa BeneTcsa (B ciaydae BEACHUS TMEPENUCKH C OJHOPOJHBIMU KOPPECHOHJCHTAMH, B
3aroJ0BKaX yKa3bIBaeTCs UX 00IIee BUOBOE HA3BAHUE);
6) B 3arojloBKax Jes, COJAEpXalluX MEpernucky c 0osee Tpems pa3HOPOIHBIMU
KOPPECMOHAEHTAMH, UX HAUMEHOBAHUS HE EPEUUCIISIOTCS,
7) npu 0003HaYEHUU B 3ar0JOBKAX JeJ aIMUHUCTPATUBHO-TEPPUTOPUATILHBIX €TUHUIL
YUHUTBIBAETCA CIEAYIOIIEE:



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.

151. 3aronoBku ey BHYTpH pa3iesioB 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.

152. I'padpa 3 3anonHseTCs MOCIE 3aBEPIICHUS] KaJIEHIapHOr0 roja.

153. B rpade 4 yka3pIBaroTCsS 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.

154. B rpade 5 cayx60ii 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, rnepegaye JAell B JAPYyroe CTPYKTYpPHOE MOJPa3eICHHE WM OPTaHU3aLMIO Ui UX
POJOJKEHUSI, B @pXUB OpPraHU3allMK, HAJIMYUU AJIEKTPOHHBIX KOMUN JTOKYMEHTOB, BUJIE U
MECTE XPAaHEHHUs NX HOCUTEIIEH.



155. Ilo okOoHYaHMHU TOJAa OCYIIECTBISAETCS CBepka (YyTOYHEHHE) 3arojOBKOB
HOMEHKJIATYyphl ¢ (PaKTUYECKUM COCTABOM JIOKYMEHTOB JieJIa U UX CoJiepKaHueM. B koHIie
HOMEHKJIATYPBI JIe]l J€JIaeTCsl UTOTOBasl 3alUCh O KOJIMYECTBE 3aBEJICHHBIX JIeJ TOMOB HIIH
YacTH.

CBenieHUS O KOJMYECTBE 3aBEJCHHBIX J€J TOMOB FJIM YAaCTH COOONIAIOTCS apXUBY
OpraHu3alluu.

ITaparpad 11. ITopsmox popMupoBaHUS el

156. VicnioniHeHHbBIE TOKYMEHTHI (POPMUPYIOTCS UCTIOTHUTENEM B Jieia B COOTBETCTBUU C
HOMEHKIaTypo# aen. @opMupoBaHue JieJ BHE HOMEHKJIATYPBI JIe] HE JOIMYCKAeTCHs.
157. Kontpoib 3a popMupoBaHuEM Jel OCYIIECTBIsET ciyxoa JJOVY.
158. ITpu dhopmupoBaHuu Jei COOMI0IAIOTCS CAEAYIONE TPEOOBAHNS:
1) B 1em0 moMemarTcsi TOIbKO MCTIOMHEHHBIE, MPABIIBHO O(POPMIICHHBIE TOKYMEHTHI,
COOTBETCTBYIOIIME IO CBOEMY COJIEPHKAHUIO 3ar0JIOBKY J€JIa 10 HOMEHKIAType JE;
2) B €70 MOMENIAIOTCSI BMECTE BCE IOKYMEHTHI, OTHOCSIIIUECS K PA3PEIICHUI0 OJHOTO
BOIIpOCA.
[IpunoxxeHus K JOKyMEHTaM, HE3aBUCUMO OT JaThl UX YTBEPKICHUS UM COCTABICHUSI,
MPUCOEAUHSIOTCS K IOKYMEHTaM, K KOTOPbIM OHU OTHOCSITCS.
[Ipunoxenuss 06beMomM cBbIlie 180 JTUCTOB COCTABIISIIOT OTJIECJbHBINA TOM, O YE€M B
JIOKYMEHTE JIeJIaeTCs OTMETKA.
3) COBMECTHO TPYIIUPYIOTCS BEPCUU TJOKYMEHTA Ha Ka3aXCKOM, PYCCKOM M MHBIX SI3bIKaX

4) rpynnupyroTcs B Jiefla JTOKYMEHTBI OJHOTO KaJeHJIapHOI'O T0Jla, MUCKIIOYEHUE
COCTABJISIIOT TIEPEXOIAIINe Aeiia, CyAcOHbIe Aeia, TUIHbIC Jeina, KOTOphie (POPMUPYIOTCS B
TEUEHHUE BCEro mepuojia paboThl TAHHOTO JIMIA B OPTaHU3alMH, JOKYMEHTHI BBIOOPHBIX
OpTraHOB M WX IMOCTOSHHBIX KOMHUCCHH, MEMyTAaTCKUX TPYMI, KOTOpPHIE TPYIIHUPYIOTCS 3a
MEePUOJT UX CO3BIBA, IOKYMEHTHI YUE€OHBIX 3aBEJICHUH, KOTOpbIE (OPMHUPYIOTCS 32 YUEOHBIH
TOJl, TOKYMEHTHI T€aTPOB, XapaKTEPU3YIOIIHE CIICHUYECKYIO JIeATeIbHOCTD 3a TeaTpalbHbIN
CE30H, UCTOpHUHU OO0JIE3HEH;

5) pa3aenbHO TPyNIUPYIOTCS B Jejia TOKYMEHTbl TOCTOSIHHOTO M BPEMEHHOTO CPOKOB
XpaHCHUS,
6) TenerpaMMbl, KCEPOKOMUU (akcorpamm, TesiepoOHOrpaMMBbl TOMENIAIOTCS B Jle7la Ha
001X OCHOBAHUSIX B COOTBETCTBUU C HOMEHKJIATYPOU JeT;
7) B 1e7I0 HE TIOMEIIAIOTCS IOKYMEHTHI, MOJIeKaIle BO3BpATy, YEPHOBUKU U JIUIITHUE
AK3EMILTSIPHI;
8) mo 00beMy J€J10 MOCTOSHHOTO CPOKa XPAaHEHUS HE JOJIKHO IpeBbImaTh 180 IuCTOB;
9) npu HaMTWYUU B JIeJie HECKOJIBKUX TOMOB (4acTeil) Homep (MHIEKC) U 3aroJIOBOK Jiefia
MPOCTABIISAIOTCSA Ha KaXKJIOM TOME C JI00aBJIEHHEM HyMepalluy TOMOB (4acTeil), B MOCIEIHEM
ToMe (JacTu) po0aBisieTcs cioBo "mociaeaHui” ("mocaeaHsa").



159. JlokymMeHTBl BHYTpHU Jeja paclojlaratoTcsi CBEPXY BHU3 B COOTBETCTBUHU C
MOCJIEA0BATEIbHOCTRIO PEUIEHUs BOMpoca (XpOHOJOTHMYECKOM TMOPSAJKE IO pelaeMbIM
BOIIPOCaM) WJIM B HAa4YaJie JieJia MOMENIAETC UHUIIUATUBHBIN IOKYMEHT, 3aT€M — IOKYMEHT C
OKOHYATEJIbHBIM PELIEHUEM BOIPOCA, Jajee —IOKYMEHTbI, OCBEIIAIOUIME XOJ PpEUICHUs
BOIIpOCA.

160. Bce 10KyMEHTBI OTYETHOTO U MH(DOPMAITMOHHOTO XapaKTepa M0 UCIIOTHEHUIO aKTOB
Y MIOPYYEHUW BBIIECTOSIINUX OPTraHU3alldii, B KOTOPBIX OPraHU3als SBJISJIACh OCHOBHBIM
UCIIONHUTENEeM, (GOPMUPYIOTCS B OTACIbHBIC Jeja IO HANpaBICHUSIM JESITEIbHOCTU
OopraHu3anuu. B ocTanbHBIX Ciayd4asxX 3TH JOKYMEHTHI MOAIIMBAIOTCS B JIEJIO MEPEMUCKH 32
TEKYIIUHN TOJI.

161. PacnopsimutenbHble JOKYMEHTHI TPYIIIUPYIOTCS B JIeJIa TI0 BUJIAM U XPOHOJIOTHH C
OTHOCAIIMMUCS K HUM MPWIOKEHUAMU. WHCTpYKUHMM, TpaBUIa, MOJOXKEHUS, YCTaBbI,
YTBEPKJICHHBIE PACTOPSIAUTEIbHBIMU JOKYMEHTAMU, SIBISIOTCA NPWIOKECHUSMH K HUM U
TPYNIUPYIOTCS BMECTE C YKAa3aHHBIMU JJOKYMEHTAMU. ECIIHM %€ OHM yTBEPK/ICHBI B KAYECTBE
CaMOCTOSITEJILHOT'O IOKYMEHTA, TO UX TPYIIUPYIOT B OTJEIbHBIE Jea.

162. Ilpukassl (pacnopsKeHUs) O OCHOBHOM JIEATEIbHOCTH, MPUKa3bl (PaACIIOPSIKEHMS)
M0 JINYHOMY COCTaBY, aJIMUHHUCTPATUBHO-XO3AMCTBEHHOMN AEITEIHHOCTH (POPMUPYIOTCS B
OTJIEJIbHBIE JIETA.

163. IIpoTokobl B Jiefie pacnoiaraloTcsi B XpOHOJIOTHYECKOM TMOPSAKE MO0 HOMEpam
BMECTE C IOKYMEHTAMHU K HUM.

164. Ilepenucka rpynnupyercs 3a JIeJIONPOU3BOICTBEHHBIN IO U CUCTEMATU3UPYETCS B
XPOHOJIOTUYECKOW IOCIEI0BATEIbHOCTH, MPU 3TOM JIOKYMEHT-OTBET ITOMEIIAETCs 3a
JOKYMEHTOM-3anpocoM. [Ipu BO300HOBIEHUH MEPENUCKU MO OINPEAEIECHHOMY BONIPOCY,
HAYaBLIEHCS B NPEABIAYILIEM TOAY, JOKYMEHTBHl BKJIIOYAKOTCS B JIEJO TEKYILIETO roja ¢
YKa3aHHEM MHEKCA JIeJ1a MPEABIIYIIETO roa.

165. JIokyMeHTBI B JUYHBIX JieJIaX PacIojaraloTcs B XPOHOJOTMYECKOM MOPSIKE B
COOTBETCTBHHM C UX IMOCTYIIJIEHUEM.

166. Jlunesbie cuera mo 3apaboTHOU MmiIate (GOPMUPYIOTCS B OTACIBHBIE Jeja U
pacrnoJiaratorcs B HUX B ai(aBUTHOM NOpsAJIKe paMuiInii paOOTHUKOB.

167. TpynoBbie JOTOBOPHI (POPMUPYIOTCS B COCTABE JUYHBIX JI€J WU OTJEIbHO B
anaBUTHOM TOpsiKe haMITHi paOOTHHUKOB.

168. Crnucku (U3MYECKUX JUL U JOKYMEHTBHI, MOATBEPXKAAIOIINE NEPEUUCICHUE
00s13aTeNTbHBIX TEHCHUOHHBIX B3HOCOB, 0053aTENbHBIX MPO(HECCHOHAIBHBIX MEHCHOHHBIX
B3HOCOB B €JIMHBI HAKOTUTEIbHBIN EHCUOHHBIN (HOHI, HOPMUPYIOTCS B OJTHO JEJO.

Crmcku GU3NYIECKUX JUI] U JOKYMEHTBI, TOATBEPKIAIOIINE TIEPEUUCTICHUE COITMATBHBIX
OTUYHUCIIEHUHN, POPMUPYIOTCS B OJHO JEIIO.

Crcku pU3MUECKUX JIMI] U TOKYMEHTHI, TTOATBEPKIAIOIIHNE TTEPEUHCICHIE B3HOCOB TI0
0053aTEIbBHOMY COLIMAIBHOMY MEIUIIMHCKOMY CTPaXxOBaHHIO, (POPMUPYIOTCS B OJHO JEIIO.



169. Ilnanel, OTYETHI, CMETHI, JJUMHUTHl U LITATHbIE pacHucaHus (OPMUPYIOTCS B
COOTBETCTBYIOLIIME Jejia TOro Toja, Ha KOTOPbIM MJIM 33 KOTOPBIM OHU COCTaBJIEHBI,
HE3aBUCUMO OT AAThl UX COCTABJIEHUS, YTBEPKIACHUS WIH ITOCTYIUICHHUS.

170. Ob6pamienuss pU3NYECKUX U IOPUTUYECKUX JUI] GOPMHUPYIOTCA B JieJia [0 BOIIPOCaM,
HaIlpaBJICHUSM JEATEIbHOCTH OPraHU3alMu WM aJMUHHUCTPATUBHO-TEPPUTOPHAIBHBIM
eauauiam. [lpu He3HAUUTENBbHBIX 00BEMaxX OOpalleHuid TomycKaeTcsi GOpMUPOBAHKE JIET TIO
(aMuIusIM aBTOPOB 00OpalleHUi B aj()aBUTHOM MOPSAJIKE.

171. DnekTpoHHBIE TOKYMEHTHI M 0a3bl HaHHBIX (OopMHUPYIOTCS B nena (Tanku) B
COOTBETCTBHM C HOMEHKJIATYPOU JIe]1 OpraHU3allu, OTAEIBHO OT JOKYMEHTOB Ha OyMa)KHBIX
HOCHUTEJSAX, Ha BBIJEIEHHOM HOCHUTeJIe HH(pOpMaluU. OJIEKTPOHHbIE 0a3bl JaHHBIX
bopMHpYyIOTCS B OTJIEIBHBIC JIeTIa, HAMMEHOBAHUE JIEJIa COOTBETCTBYET HAUMEHOBAHUIO 0a3bl
JAHHBIX.

ITaparpad 12. ITopsnox opopmiueHus nen

172. Jlena opraHu3anuu mojjexar opOpMICHHUIO MIPU UX 3aBEJICHUU U O 3aBEPIICHUU
rojla Ijsi MOJATOTOBKHU Jienia K xpaHeHuto. OdopmiieHne fena BKIIOYAeT B Ce0sl KOMILIEKC
paboT Mo omMcaHUIO jeia Ha 00JIOkKKE, OpOITIOPOBKE, HyMEpAIMHU JIUCTOB U COCTABJICHUIO
3aBepuTenbHON Haanucu. OdopmiieHue aen NpoBOAUTCS OTBETCTBEHHBIM JIMIIOM 32 BEJICHUE
JIEJONPOU3BOICTBA CTPYKTYPHOTO MOJAPA3ACNICHUs, IPU METOJAMYECKON MOMOIIM U TOA
KoHTpoJieM ciry)0b1 IOV,

173. B 3aBUCHMOCTH OT CPOKOB XpaHEHHS MPOBOJUTCS IMOJHOE HJIM YACTUYHOE
opopmrnenue nen. [lomnomy odopmiieHHIO MOJIEkKAT Jeja MOCTOSHHOTO, BPEMEHHOTO (
cepimie 10 5eT) XpaHeHus M MO JUYHOMY cocTaBy. IlomHoe odopmieHue paena
npeaycMaTpuBaeT opOpMIIEHHE PEKBU3UTOB OOJIOKKHU Jelia, HyMEpaluio JIMCTOB B JIETE,
COCTaBJICHHUE JINCTA-3aBEPUTENIS JeNa, 1Mo (HopMe COTIACHO MPUIOKEHUIO 27 K HACTOSIIUM
[IpaBuiam, cocTaBieHUME BHYTPEHHEW ONUCH JOKYMEHTOB Jeja, mo (opmMe COrjacHO
npuiokeHuto 28 k HacrosmuMm [IpaBuiam, MOAMMBKY WX TEpEIIeT Jejia, BHECCHHE
HEO0OXOJAMMBIX YTOUHEHHUH B pEKBU3UTHI OOJIOKKH JIENa.

174. Ha ob6moxke aena mOCTOSIHHOTO, BpeMeHHOTo (cBbImie 10 yeT) XpaHeHus U 1o
JUYHOMY COCTaBY YKa3bIBAIOTCS CIEAYIOIINE PEKBU3UTHI:
1) HanMeHOBaHME OpraHu3ali, HAUMEHOBAHUE CTPYKTYPHOI'O MOAPA3/IECIEHUS;
2) HAaMMEHOBaHUE HACEJIEHHOIO IMyHKTa, B KOTOPOM AMCIIOIMPOBaHa OpraHu3alus, HOMep
(uHaeKc) aena;

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

4) apxuBHBIN mudp aena.

175. PekBU3UTHI, IPOCTaBIsIEMbIE HA O0JIOKKE JieJia MOCTOSSHHOTO, BPEMEHHOTO (CBBIILIE
10 net) xpanenusi, 0pOPMIISIFOTCS CIIETYIOIIUM 00pPa30M:



1) HaMeHOBaHKE OpPTaHU3allUh B COOTBETCTBUU C YUPEAUTEIbHBIMU JOKYMEHTAMH
YKa3bIBA€TCS MOJTHOCThIO B MMEHUTEIBHOM MaeXKe, C YKa3aHUeM O(PUIMAIbHO MPUHSITOTO
COKpAIIEeHHOTO HAauMMEHOBAaHUS, KOTOPOE YKa3bIBaeTCs B CKOOKax IOCI€ IOJHOTO
HAaUMEHOBAHUS;

2) HAaMMEHOBAHHUE CTPYKTYPHOrO MOJPAa3/JCIICHUsS 3aHCHIBAETCS B COOTBETCTBHUH C
YTBEPKJIEHHON CTPYKTYpOIl, HOMEp Jiena - mMpocTaBisieTcss iudpoBoe 0003HaueHnEe (MH]IEKC)
JieJ1a 110 HOMEHKJIAaType J1eJl OpraHu3allly;

3) 3aroJiIoBOK Jiejia MEPEHOCUTCS U3 HOMEHKIIATYPHBI A€, 1aTa Aeja - yKa3blBaeTcs roj (-
bl) 3aBEJICHUS W OKOHYAHUS Jiejia B JeJompou3BojcTBe. [latoil nen, coaepkamux
pPacHopsIIUTENBHYIO JTOKYMEHTAIUIO, & TAKXKE COCTOAIINUX M3 HECKOJIBKMX TOMOB (4acTen),
ABJISIIOTCST KpalHWE JaThl IOKYMEHTOB J€Jla, COOTBETCTBEHHO JlaTa (YUCIO0, MECHIL, TOX)
perucrpanuu (COCTaBICHHS) CAMOI'O PAaHHETO U CaMOr'o MO3AHET0 JOKYMEHTOB, BKIIFOUEHHBIX
B Aeno. JlaTol mpuiioxeHus K eny, cQOpMUPOBAHHOMY B OTIIEIbHBIN TOM, SIBJISIETCS JaTa
pEruCcTpaliid OCHOBHOI'O IOKYMEHTA, MPUJIOKEHHE K KOTOPOMY MOMEIIEHO B 3TOT ToM. [Ipu
ATOM YHUCIO M ToJ O00OO3HayarTcs apabCkuMHu LudpamMy, Ha3BaHHE Mecsla MHUIIETCA
MOJIHOCTBIO CIIOBAMHU.

176. B nensx obGecnedeHUs COXpaHHOCTH W 3aKpEIUICHUs MOPsIKa PacIloOXKeHUs
JOKYMEHTOB, BKJIFOUEHHBIX B JIENIO, BCE €T0 JIMUCTHI, B TOM YKCII€ PE30JIOLMH, COCTaBIICHHbIE
Ha OTJEJNBHOM JHCTE ((UIIKHU), KPOME JIUCTA 3aBEPUTEIIA U BHYTPEHHEN OMHUCH, HyMEpPYIOTCSI.
JIucTel HyMEpYIOTCSl YEPHBIM, MSATKUM, T'papUTOBBIM KapaHJaIoM, HU(PbI MIPOCTaBISIOTCS B
IIPaBOM BEPXHEM YTIIy JIUCTA.

177. ITopsanok HyMepaluu JUCTOB Jiea:

1) muct 6onee popmata A4, MOAMMUTHIN 32 OAUH Kpail, HyMepyeTcs Kak OJWH JIUCT B
MIPaBOM BEPXHEM YTIy;

2) TOKYMEHTBI C COOCTBEHHOM HyMepalueu JTUCTOB, B TOM YHCIIE MeYaTHbIE U3JaHus,
MOTYT HYMEpOBAaThCs B 00ILIEM MOPSAIKE UM COXPAaHATh COOCTBEHHYIO HyMEpaIuIo, €CJIU OHa
COOTBETCTBYET MOPSJIKY PACIOJIOKEHHUS JINCTOB B JIEIIE;

3) IUCTHI 1€]1, COCTOSAILMX U3 HECKOJIBKUX TOMOB WM YaCTE€W, HyMEPYIOTCS M0 KAKIOMY
TOMY WJIM YaCTH OTIEIBHO;

4) pororpadum, yepTexu, IUarpaMmMbl U Jpyrue WUIFOCTPATUBHBIE U CIIELU(PUUYECKUE
JOKYMEHTBI, MPEICTABIISIONINE CAMOCTOSITENIbHBIN JIUCT B JIeJIe, HyMEPYIOTCS Ha 000pPOTHOM
CTOpPOHE B JIEBOM BEPXHEM YTIIY;

5) noAImMUTEIE B 1€710 KOHBEPTHI C BIOKEHUSAMH HYMEPYIOTCSI — CHa4aja KOHBEPT, a 3aTEM
OuYepeHBIM HOMEPOM KaXK]I0€ BIOKEHUE B KOHBEPTE;

6) npuIOXKEeHUs K Jely, MOCTyNUBIIME B meperieTe, o(QOopMIISIOTCS Kak
CaMOCTOSITEJIbHBIN TOM U HyMEPYIOTCSA OTAEIBHO;

7) B ciiydyasix oOHapyX eHUs OOJBIIOr0 Yucia OMIMOOK B HyMEpalluu JIUCTOB Jela
OpPOBOJAUTCS MX TMepeHyMepainus (mpu TMepeHyMepaluyd JHUCTOB CTapble HOMeEpa
3aUEpPKHUBAIOTCA U PSAOM CTaBUTCS HOBBIA HOMEp JIMCTA, B KOHILIE JI€Ja COCTaBJISETCS HOBBIN



JIUCT — 3aBEPUTEIIb, IIPU 3TOM CTapblil JIUCT — 3aBEPUTEIIb 3aUEPKUBAETCSI, HO COXPAHSAETCS B
nene);

8) Mpu HaTUYUHU OTACIBHBIX OMUOOK B HyMEpaIluu JUCTOB JOMYCKAETCsl yIOTpeOIeHuE
JUTEPHBIX HOMEPOB JINCTOB.

178. Tlocne 3aBepiieHrs] HyMEpPALUU JINCTOB COCTABIISAECTCA 3aBEPUTEIIbHAS HAJIUCH,
KOTOpas MOJITUCHIBACTCS €€ COCTABUTENIEM C YKa3aHUEeM pacuiu@pOBKU MOITUCH, JOHKHOCTH
U JaThl COCTABJICHHUS.

Bce mocnenyronue n3aMeHEHUs: 0 COCTaBE M COCTOSIHUM Jieia (MOBPEKICHUS, U3bITUE
JOKYMEHTOB) OTMEYAIOTCS B JIUCTE — 3aBEPUTETIE CO CCHUIKOM Ha COOTBETCTBYIOIIMI aAKT.

KonudecTBo TUCTOB B Jiesie MPOCTABIISIETCS HA OOJI0XKKE JieJia B COOTBETCTBUU C UTOTOBOM
HAJITUCBIO.

179. PexkBu3ut "Cpok XpaHeHHUS Jena" MEPEHOCHUTCS Ha OOJIOXKKY Jaena u3
COOTBETCTBYIOIIEH HOMEHKIIATYPHI JIEJT ITOCJIE CBEPKH €TI0 CO CPOKOM XPAaHEHUS, YKa3aHHBIM B
MEPEYHSIX JOKYMEHTOB, C YKa3aHHUEM CPOKOB XPaHEHHS.

180. Ha nenax mocTostHHOrO XpaHeHus nuiiercs — " XpaHUTh NOCTOSTHHO'.

181. ApxuBHbiil mudp nena (coctout U3 Homepa (PoHIa, HOMEpa ONUCU U HOMepa Jiefia
0 OMKCH) Ha 00JI0KKAX JIeTT TOCTOSTHHOTO XpaHEHUs MIPOCTABIIAETCS B apXUBE TOJIBKO TOCIIE
BKJIIOYEHHUS 3TUX JIeJl B pa3feibl CBOAHBIX omnucedl, yrBepxaeHHbx DIIK (1o storo on
MIPOCTABJISECTCS KApaHJAIIoOM).

182. 1o okOHYAaHUM TOJa B HAJMKUCH HA OOJIOKKaX JIeJ OCTOSIHHOTO U BPEMEHHOTO (
cBbilie 10 7eT) XpaHeHUs BHOCSATCS YTOUHEHUS — IIPU HECOOTBETCTBUU 3aroJioBKa Jiesl Ha
00JI0KKE COACP>KaHUIO MOAMIUTHIX JOKYMEHTOB B 3arojIOBOK Jiejla BHOCATCS U3MEHEHUS U
JOTIOTHEHUS.

183. /Inst yyera TOKYMEHTOB OINPENEIIEHHBIX KaTerOPU MOCTOSIHHOIO U BPEMEHHOIO
cpokoB (cBeimie 10 neT) XpaHEHHs, y4eT KOTOPBIX BBI3bIBAECTCS CHEHU(UKON TaHHOU
JTOKyMeHTaIu (0co00 IIEHHBIE JOKYMEHTHI, JTUYHbBIC JIea, IPUKA3bl, TPOTOKOJBI U APYTHE),
COCTaBJISICTCSI BHYTPEHHSIS OMUCH JIOKYMEHTOB.

BHyTpeHHsIs onuch JOKYMEHTOB JI€Jla COCTABIISIETCS TaKKe Ha Jeja MOCTOSHHOTO U
BpeMeHHOro (cBeiiie 10 jeT) XpaHeHHs, eclii OHH CHOPMHUPOBAHBI MO PA3HOBUIHOCTSIM
JOKYMEHTOB, 3ar0JIOBKM KOTOPBIX HE PACKPBIBAIOT KOHKPETHOE COJEPKAHUE TOKYMEHTOB.

184. JToKyMEHTBI, COCTaBJISAIONIME J€J0, NOAIIMBAIOTCS HE MEHEE, YEM Ha YEThIPE
MpOKOJa B TBEPAYI OOJIOKKY M3 KapTOHA WJIM NEPEIUIETAIOTCS C YYETOM BO3MOXKHOTO
CBOOOJTHOTO YTEHUS TEKCTa BCEX JOKyMEHTOB. [1epBbIil U mocienHuii mpoKo MPOU3BOASTCS
Ha PacCTOSIHUM OJTHOTO CAHTUMETpPA OT BEpXHEH (HUXKHEW) rpaHullbl gucta. [Ipu moaroroske
JIeNT K TOAIMBKE (TEPEIUIeTy) MeTaJUTHUEeCKUE CKperyieHus (0yJIaBKH, CKPETIKU U JPYTHUE) U3
NOKYMEHTOB YJAJSFOTCS.

185. [lena BpemeHHOTro (10 10 JIeT BKIIOYUTENBHO) XPAaHEHUS JI0ITyCKAETCS XPaHUTh B
CKOPOCIIMBATENAX, HE IPOBOAUTH MIEPECUCTEMATU3AIUIO IOKYMEHTOB B JIEJIE, JIUCTHI JI€]Ia HE
HYMEpPOBATb, 3aBEPUTEIIbHBIE HAAMKUCH HE COCTABIATh.



186. Ilpu dyuknumonupoBannu B opranuzanuu COJl odbopmieHue e 10KyMEHTOB Ha
OyMa)kKHBIX HOCUTEJISIX OCYIIECTBISETCS IPU IPOBEPKE C ABTOMATUYECKH C(HOPMUPOBAHHBIMU
onucsmu gein B COJI.

IMTaparpad 13. ITopsnok onepaTHBHOTO XpaHEeHN JOKyMEHTOB

187. Ilocne 3aBepuieHUs B IE€JIONPOU3BOACTBE JTOKYMEHTHI JO0 NEpEeAayd B apXHUB
OpraHu3alliy B TEYEHUE OJIHOTO TOJIa XPAHATCA B Jiejax M0 MECTY UX (OPMHUPOBAHUS.

188. ITocne 3aBepuieHUs: B AEIONPOU3BOACTBE JOKYMEHTHI HA OyMaKHBIX HOCUTENSIX J10
repelayd B apXWB OpPraHU3alUM B TEYEHHE OJAHOTO rojJla XpaHITCAd B JI€JIaX MO MECTY UX
(bopMHpOBaHUs, FNEKTPOHHbBIE JOKYMEHTHI — B CO/I.

189. Cnyx6a OV, pykoBoauTeNnn CTPYKTYPHBIX MOJpa3ACICHUN OpraHU3aInu
o0ecrneurBalOT COXPaHHOCTh AOKYMEHTOB U jen. [lena xpanarcs B mkadax u ceridax B
pabounx KaOMHETax WU CIEeHaIbHO OTBEICHHBIX AJISl ATOM 1€ TOMEIIECHHSIX.

190. [dena pacnosiaratotcsi B COOTBETCTBUU C YTBEPKACHHOW HOMEHKJIATYypPOMl Jel
OpraHu3alliy, Ha KOpelIKax 00JI0KEK YKa3bIBAKOTCS UX UHJIEKCHI.

191. Bbimaua nen BO BPEMEHHOE MOJIb30BAHUE OpraHu3alldsM MPOU3BOAUTCS Ha
OCHOBAHHMH MUCBMEHHOI'O OOpAILEHHs U TOJIBKO C pa3pelieHus] pyKOBOAMUTENS OPraHU3aLUU.
Beiaua nen ApyruM IMOJpas3AelieHUsIM OpraHW3alud NPOU3BOJIUTCS C pPa3pelICHUS
PYKOBOJUTENSL CTPYKTYPHOTO MOAPA3/AEIEHNUA, a BHYTPU CTPYKTYPHOT'O MOAPA3AEIEHUS - IO
pacIucky.

Ha BeimanHoe aei0 3aBOAMTCA KapTa-3aMecTUTeNb Jena. B Hel ykasbiBaroTcs
CTPYKTYPHOE€ NOJIpa3/ieJIeHNe, NHIEKC Jelia, 1aTa ero BblAaul, KOMY J€JI0 BBIJAHO, 1aTa €ro
BO3BpAIEHUs, TIPEyCMATPUBAIOTCA Ipadbl sl paClUCOK B MOJTYYEHUHU U IIpUEME Jena.

192. U3bsATHE NOKYMEHTOB U3 1€ MPOU3BOAUTCSA B COOTBETCTBUU C 3aKOHOJATEIHCTBOM
Pecny6nuku KazaxcraH, mpu 5TOM B JI€NIO BKJIA/IBIBAIOT KOMUU U3BSATHIX JIOKYMEHTOB M aKT (
MIPOTOKOJT) 00 UIBATUH MOJITTMHHUKOB.

193. B ciydae yTpatbl JOKYMEHTOB M JI€JI IPOBOJMUTCA CIY»KEOHOE paccieoBaHue, 1o
pe3yibTaTaM KOTOPOro CTABUTCS BOMPOC 00 OTBETCTBEHHOCTH BUHOBHOTO JIMIIA B UX yTpaTe.

ITaparpa¢ 14. ITopsanok nepenady Jell B apXUB OpraHA3aIuA

194. Ilepemaua nen U3 CTPYKTYPHBIX MOJAPA3AECICHUN B apXUB OpraHU3alNU
OCYIIIECTBISECTCS MO OMUCSAM JE€J, COCTABISIEMBIM MO Pe3yJbTaTaM 3KCHEPTU3bI IEHHOCTH
JOKYMEHTOB U JIe]1, 3aBEPIICHHBIX B Je0Npon3BoacTBe. JlokymenTsl BpeMeHnHoro (10 10 jet
BKJIIOYMTENILHO) XpPaHEHUS TIEPEAlOTCs B apXUB OpraHU3alluy 0 HOMEHKJIAType Jed.

195. Onucu nen cocTaBsSItOTCS OTIENBHO HA JieNia MOCTOSIHHOT0, BPEMEHHOTO (cBhiie 10
JIeT) XpaHEeHUS U 10 JUYHOMY COCTaBy IO (hOpMe COTJACHO MPHUIIOKEHUIO 29 K HACTOSIUM
[IpaBunam.



196. I'padpl omucu nen 3amojHSIOTCS B TOYHOM COOTBETCTBUH C TEMH CBEJICHUSMH,
KOTOpbI€ BbIHECEHbI Ha OOJOXKHU Jnei. [Ipy BHeCeHHMM B OMUCh A€l MOAPSA Jel C
OJIMHAKOBBIMM 3ar0JIOBKAMHU MUIIETCS MOJHOCTBIO 3arojJ0BOK NEPBOTO Jeja, BCE OCTaIbHbIE
OJIHOpPOJIHBIEC Jesia 0003HavyaroTcsl CI0BOM "TO ke", MpH ITOM JpYrue CBEICHUS O HUX
BHOCSTCS B ONKChH IOJTHOCTHIO. Ha HOBOM JMcTE€ ONHMCH 3arojgoBOK OJHOPOJIHBIX €
BOCITPOU3BOJIUTCS MOJHOCTBIO.

197. Kaxnoe geno (ToMm, 4acTh jAejla) BHOCHUTCSA B OIKMCH I10J CAMOCTOSTEIbHBIM
MOPSAKOBBIM HOMEPOM.

198. I'padha omucu "llpumeuanue" ucCnonb3yeTcs s MPOCTAHOBKUM OTMETOK 00
O0COOCHHOCTSIX (PU3NYECKOTO COCTOSIHMS Jelia, Nepeaaue Jena JIpyromy CTpyKTypHOMY
MO/Apa3IeNCHUIO (IPyroi OpraHu3alim).

199. Onuce nen coctaBisieTcsl B JBYX 3K3EMILISIpax, OJUH U3 KOTOPBIX MepeaaeTcs
BMECTE C JIeJIAMHU B apXUB OPraHU3alNH, a BTOPOU — OCTAETCA B KAUECTBE KOHTPOJIBHOTO B
CTPYKTYPHOM IOAPA3/AEIICHUN.

200. ITpaBuibHOCTH POPMUPOBAHUS U MTOATOTOBKH JIEN K TIEpe/iaue B apXUB OpraHU3aINH
npoBepsercs ciayxOoit JIOY. HMMeronuecss HapylleHHs YCTPAHSIOTCS CTPYKTYPHBIM
MOAPA3ACICHUEM OPTraHU3aLIUH.

201. IIpuem kaxaoro jaeja MPOU3BOIUTCS PaOOTHUKOM, OTBETCTBEHHBIM 3a apXHB
OpraHu3alliy, B MPUCYTCTBUU paOOTHUKA CTPYKTYPHOTO ToapasaeneHus. [Ipu stom Ha 06onx
AK3EMIUISIpPAaX OMUCH MPOTUB KaXJIOro Jeja, BKIOYEHHOTO B HEE, AENAeTCsl OTMETKAa O
HAJUYHH Jle7a. B KOHIEe KaKI0ro 3K3eMIUISIpa OMUCH YKa3bIBAIOTCS MUppaMu U MPOMHUCHIO
KOJIMYEeCTBO (aKTUUECKU MPHUHATHIX NeJl, JaTa Mpuema-lepenadu Jei, a TakkKe MOJAMHUCH
pabOTHHKA, OTBETCTBEHHOIO 3a ApPXUB, U JIULIA, IEPEAABIIETO JIETA.

202. BMmecte ¢ aenaMu B apXyB OpraHU3alliy NEPEAIOTCS PETUCTPALIMOHHBIE KAPTOTEKH
Ha IOKYMEHTBI U (WJIK) MPOTPaMMHBIE CPEACTBA, 0a3bl JAHHBIX, COJIepKaIIMEe UHPOPMAITUIO O
pErucTpanuy U UCIIOJIHEHUH MEPEJaBAEMBIX IOKYMEHTOB. 3aroJ0BOK KaXJA0W KapTOTEKH WIH
0a3bl TaHHBIX BKJIIOYAETCS B OMKCH.

203. B caydae JUKBHAAUMHM CTPYKTYpHOTO TMoapasaeieHus, Quiuana (
NpEeACTAaBUTENBCTBA), JHUIO, OTBETCTBEHHOE 3a BEJCHUE JEJIONMPOU3BOJICTBA JIAHHOTO
CTPYKTYpHOrO mnojpa3zfeieHus, ¢uiauana (MpeacTaBUTENbCTBA), B MEPHOJ] NPOBEIACHUS
JUKBUIAIMOHHBIX MEPONPUSATUN (POPMUPYET BCE HMEIOIIHECS TOKYMEHTHI B JeJa,
oopMIISeT eia U epelaeT uX B ApXUB OpPraHU3alMK HE3aBUCUMO OT CPOKOB XPaHEHHUS.

204. B ciaydae NTUKBHAAUMUA OPTraHU3AllMd B MEPUOJ MPOBEIACHHUS JIUKBUAAIMOHHBIX
MEpOINPUITUA JOKYMEHTHl IO JHUYHOMY COCTaBy OGOpPMIISIIOTCS U TEpelaroTcs B
COOTBETCTBYIOIINN FOCYAaPCTBEHHBIN apXUB.

[Iepemaya gen ocyniecTBIsAETCS MO OMUCIM AENI U HOMEHKJIAType Jedl.

[Tpunoxenue 1
k IIpaBuinaM JOKyMEHTUPOBaHHUA,
yIpaBIEeHUs TOKyMEHTaluuel u
HCIOJIb30BAHUS CUCTEM



3IEKTPOHHOI'0 JOKYMEHT0000poTa
B TOCY/IapCTBEHHBIX
HETOCYTapCTBEHHBIX OPraHU3aINAX

CxeMa pacTioNoKeHA PEKBI3HTOB JOKyMEHTA
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ITpumeqanwue:
1 - uzo6paxkenue ['ocynapcrBernoro ['epba PecryOommku Kazaxcran niam aMOIeMBl,
JIOTOTHIA, TOBAPHOTO 3HAKa (3HAK 00CITyKUBaHUS)



2 - opurmanbHOE HAMMEHOBAHKUE OPTaHU3AIUN

3 - cripaBOYHBIE JaHHBIE 00 OpraHu3aluu

4 - HaMMEHOBAaHUE BUJIA JOKYMEHTA

S - mara TOKyMEHTa

6 - perucTpalMOHHbI HOMEp (MHAEKC) TOKYMEHTa

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

9 - rpud orpanuyeHus JOCTyNa K JOKyMEHTY

10 — anpecar

11 - rpud yTBEpKIACHUS JOKYMEHTA

12 — pe3osnronust

13 - 3aroin0BOK K TEKCTY JOKYMEHTa

14 - oTMETKA O KOHTpPOJIE

15 - TexcT nOKymMeHTa

16 - oTMETKA O HATMYUU TPUIIOKEHHS K JOKYMEHTY
17 — moamnuce

18 - oTMETKa O COTrIacOBaHUU JOKYMEHTA

19 - oTTHCK IEeUaTn

20 - oTMETKa O 3aBEPEHUU KOMUU JOKYMEHTa

21 - orMeTKa 00 UCTIOJTHUTENE IOKYMEHTA

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

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

dopma



1

'EE.FDJ'IOBOK K TeRCTY IMHCBMA

BIaHK MHECEMA OpTaHH3AITHH

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

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

- (cchINKa HA HOMep H JaTy
| BXOJAIEro JOKyMeHIa)

®dopmar A4 (210X297)

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

dopma




baaHk KOHRKPETHOTI0 BEHTA TOKYMEHTA OPraHH3IAIIHHA

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

OdHIHATEHOS HAHMEHOBAHHE
OpTaHH3aIHH
(Ha rocyJapcTBEHHOM A3BIKE)

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

HanMmeHOBaHHE BHIA
IOKyMeHTa

HanMeHOBAHHE BHIA

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

(Ha rocyJapcTBeHHOM S3BIKE)

MecTo H3TaHHA
(Ha pycCKOM HITH HHOM A3BIKE)

@EIDHOBDK K TEKCTY JOKYMEHTA 1

®opmar A4 (210X297)

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

dopma



O0mui 0,1aHK OPraHA3aNHA

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

OdHHATEHOE HAHMEeHOBaHHE
OpraHH3alHH
(Ha rocyJapCcTBEHHOM A3BIKE)

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

(mata)

Ne

MecTo H3JaHHA
(Ha rocyJapcTBEHHOM A3BIKE)

MecTo H3TaHHA
(Ha pycCKOM HJIH HHOM A3BIKE)

[3aromorok k TekcTy mokymeHTa

=

®opmar A4 (210X297)

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

dopma




JHCT COI'TACOBAHHA

HamMeHOBAHHE BHIOA IMpOEKTa JOKYMEHTA, 3ar0JI0BOK K TERKCTY

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

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

dopmar A4 (210X297)

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

®opma



ToRapHIIECTED ¢ OTPAHEYEHHOH
KAJAKCTAHIBME HOCTHTYThI» OTEETCTEEHHOCTRID

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

AV ANKEPIILTIT] MEeKTey i CepiKTECTIr

BYIPBIK IIPHKA3

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

I B
O EHeCeHHH HIMeHeHHHA B

JO0KHOCTHbIE HHCTPYKIHH
COTPYAHHKOB

o
Ly

B cBaznc

(ocroBanmme)

ITPHKA3BIBAIO:

1. BHeCTH B JOCKHOCTHBIE HHCTPVKIHH CcOTpyaHukoE TOO cmemyroimue
H3MeHeHHA:

1)

2)

2. KOHTpOIE 3a HCOOMHEHHEM HACTOAIIET) MPHKA3A BO3IOXKHTE HA

I'eHepanbHBIH THPEKTOP (mogmmHcE) (pacmudpOEKa MOANHCH)

(OTMeTEAa O COTTIACOBAHHH:

®dopmar A4 (210X297)

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

®dopma



ToBapHImMecTIED ¢ OTPAHE9eHAOH
OTEETCTEEHHOCTRID

U WEYHEIEPIIMOIEIBIEVIIH |
KA3AKCTAHBIK HHCTHTVTEI»
HHHOBAIIHATBIK OPTAJIBIFBI»

«HHHOBAITHOHHBIHA IIEHTP

«KA3AXCTAHCKHHA HHCTHTYT

MOJEJIHPOBAHHA CHCTEM»

HAVANKePIIiTTi MeKTey Il cepiKTecTiri

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

 lr 7
| | Ilo THYHOMY COCTABY

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

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

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

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

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

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

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

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

I'eHepanbHLIE JHpPeKTOP TIOJIHCE pacmE(poEKa IOJIHCH
Buzer

O3HAKOMIEHEL:

dopmar A4 (210X297)

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



3IEKTPOHHOI'0 JOKYMEHT0000poTa
B TOCY/IapCTBEHHBIX
HETOCYTapCTBEHHBIX OPraHU3aINAX

®opma

IIporokon



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

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

IIpeacenarens — $.I11.0.

Cerperaps — 2 H.O. >_

IIpHcyTCTBOBANH: (KOIHYeCTBO) YelloBek (CIHCOK NpHIaraeTcd)
BeogHasn

HACTH

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

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

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

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

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

®dopmar A4 (210X297)

IIpunoxenue 9
k [IpaBunaM HOKyMEHTHPOBAHMUS,
YIIpaBJICHUS JOKYMEHTAIMSH 1



HCIOJb30BAHUS CUCTEM
JIEKTPOHHOT'O JOKyMEHTO000poTa
B TOCYIapCTBEHHBIX
HETOCYJapCTBEHHBIX OPraHU3aNAX

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

—
| | ‘OO0 HTOrax NpoBepKH ...

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

COCTaB/IeH KOMHCCHeH B COCTABE:

IIpencenaTens KOMHCCHH

DOLKHOCTD, HHHITHATEL, (haMHIHg
H1eHB KOMHCCHH: 1.

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

IOLKHOCTD, HHHITHATEL QanMHIHg
TIpHCYTCTEOBATH:

DOLKHOCTD, HHHITHATEL, (haMHIHg

TEeRCT

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

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




Cnpagka

-

 «KA3AKCTAH PECTIVEIHKACHI

MoJEHHET KoHE CIIOPT
MHHHCTP.IITTHIH,

APXEOTPA®HA JKOHE TEPEKTAHY |

YITTBIK OPTATHITBI»

PECIIYEIHKAJIBIK MEMIEKETTIK

MEKEMECT

e
\CTAHA KATACHL

v
i O cocToAHHEH paloThl IO
| HOATOTOBKe HH(OPMANHOHHOTO

cupasoYHHKA «HMcTopaa Kasaxcrana
_B3apybesmeix apxmeax (XVEXXBB)» |

=

JupexTop

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

TEKCT
HOIHCE

-J"jsﬁ_; 03_[]5-1‘}"1 5

®opmar A4 (210X297)

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

®dopma

TOCYJAPCTBEHHOE
VUPEKJEHHE

«HAITHOHATHHBII IEHTP
APXFOTPA®HH H
HCTOYHHKOBEJEHHA

MHHHCTEPCTBA K¥YJIBTYPEI H

CIIOPTA PECIIVE/ITHKH
KA3SAXCTAH»

| TOpoa AcTaHa

'MHHHCTEPCTBO KYIbTYPBIH
cnopra Pecnydinkn Kasaxcran

E. KonbichaeBa

dopmar A4 (210X297)

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




B rOCyAapCTBCHHBIX U
HEroCy1apCTBCHHBIX OpraHU3alnuigXxX

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

1
[_aesl

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

JdupexTop MOIHCE E. KonbicbhaeBa

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

®dopmar A5 (148X210)

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

dopma

IInceMo




o
Lo ol

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

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

19.03.2017

Ne 04-07/151

(ccBLTKA HA HOMep H JaTy BX.
JOKYyMeHTa)

' TOO «Kymarep»

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

r 1
O npeTeH3IHH 0 TOTOBOPY

oT 15.03.2017 Ne 44/56

¥YEakaeMble rocoogal

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

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

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

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

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

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

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

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

C vBaxeHHeM,
KomMep4ecKHil THpeKTOp

Hen. H. Tletpora
Tem 33-43-44

pacmH(poBKa MOJIHCH

®opmar A4 (210X297)

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




ITpumepHEIi IepedeHs JOKYyMEHTOB, He IIOIEXKANMX perucTpamu ciryx6oit JOY

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

@OpMBI CTATUCTUYECKOW OTYETHOCTH (PErUCTPUPYIOTCA B COOTBETCTBYIOILEM

CTPYKTYPHOM TOpPAa3AeICHUN OpTraHU3aLIHH).

Coo011eHns 0 COBEIIAaHMAX, 3aCEIaHNIX.

[To3apaButenbHbIE TUCbMA, TO3APABUTEIbHBIE TEIEIPAMMBI, IPUTIIACUTEIbHBIC OUIIETHI.

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

Tenerpammel U MACbMa O Pa3pELIEHUH KOMAHIUPOBOK.

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

JIoKyMeHTHI ¢ TOMEeTKOM Ha KoHBepTe "JInuHo".

Hayunbie oTueTsl mo TemaMm (pEerucTpupyroTcsi B COOTBETCTBYIOIIEM CTPYKTYPHOM

MO/Ipa3/IeJICHUU OpraHU3aLun).

[IpevickypaHThI.

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

CBoaKH.

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

dopma

Kaprouka perucrpanuy BXOIIIUX TOKyMEHTOB



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

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

MOCTYIUISHHHE MpoMeRyTOUHEX CTEETOE (3A0POCOE) H T4

KGH‘I"PD-'II:\EBIE OTMETEH

10

$oEg Ne

Ommce Ne

Heno Ne

Ne .

a0

210

®opmar A5 (148x210)

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

®opma

XypHan perucTpanyuy BXOIAIMX JOKYMEHTOB

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

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



OTMeTka 00
Jlata u wHIEKC 3aroj0BOK WU

ucxonsamero  ( KpaTKoe HCHOMHCHITT
NeNe .. o Koppecnonnent p nokymeHta u  IIpumeuanue
BHYTPEHHETO) coaepxaHue
HaIlpaBJICHUU B
JOKYMCHTA JAOKYMCHTA
ZeJ10
1 2 3 4 5 6
®opmat A3 (210X297)
IIpunoxenue 16
k [IpaBunam JOKyMEHTUPOBaHMUS,
YIpPaBJICHUS JOKYMEHTaUeN 1
HCIIOJIB30BaHUS CUCTEM
ANEKTPOHHOTO TOKyMEeHTO00O0pOoTa
B TOCYJapCTBEHHBIX U
HETOCYAapCTBCHHBIX OpraHru3aluax
CBEJIEHHI 06 ucnoTHEHMH IOKYMEHTOB, IOJJIEKAIMX KOHTPOJIIO
IO COCTOAHMIO Ha (amcIT0, MECAII, TOX)
HaumenoBan [lokyMeHThI Ha KOHTposie M3 HUX TOKyMEHTBI
n i
CTPYKTYPHBI MOCTYIUJIO B HaxoAsAIIuec
Ne o/ HUCTIOJTHEHHBI MPOJJICHHBIM IPOCPOYECHH
X BCEro NpeapIaye . 1 Ha CDOKOM Lo
[TOApa3/IeNIeH M Mecse HCIIOJIHEHU U P
o HCIIOJTHCHUS
nn
1 2 3 4 5 6 7 8
HavmMeHoBaHmE JOIDKHOCTH PyKOBOXHATEILA PacmmdpoBka
cyx6s1 IOV MOATIHCH
(JraHAs OIHCH)
®opmar A4 (210X297)
[Ipumeuanue.

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

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

CBEJEHUSI 06 ucnonmaenun obpamennii GU3HIECKUX ¥ IOPUAMIESCKAX JIAL]
IO COCTOAHHIO Ha (qucio, MecAr, TOx)

HammenoBanu HaxomuTcs Ha HCIIOHEHUU W3 anx
P



Ne n/m CTPYKTYPHBIX

noapasaciicHu

u

1 2

Bcero:

HavmeHOBaHHE JOJDKHOCTH PYKOBOXUTEILS

ciyx051 [IOY

MOCTYIUWJIO 3a HUCHOJJHAIOTCA TPOCPOUCHBI

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

CPOK TIPOJUICH

7

[punoxenwne 18
k IIpaBuiiamM JOKyMEHTHPOBaHUS,
YIIPaBJICHUS JOKYMEHTaUel U

HCIIOJIb30BaHUs CUCTEM

3IEKTPOHHOI'0 JOKYMEHT0000poTa

B IrOCyAapCTBCHHBIX U

HETOCYTapCTBEHHBIX OPraHU3aINAX

XypHan ydeta 1 BEIJa9H I€9aTHO-0JIAHOTHOM MPOXYKIHH

IToctynnenue

Hara u Hanme
HOMEp HOBaHU
Hara compoB e

€CTBO
MOCTYI OJUTEN Ipermp
9K3EMII

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

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

®opma

Cepus

11

Ka
Mepa
0JIaHKO

Pacnc
B
rmoJry4e
HUH

12

[Ipunoxenue 19
k [IpaBunaM JOKyMEHTHPOBAHMUS,
yTpaBICHUS TOKyMEHTALUEN U

HCIIOJIb30BaHUA CUCTEM

IIpume
YaHwue,
OTMETK
a 00

YHHYTO
JKCHUH
UcIopu
E€HHBIX
3K3EeMIT
JSAPOB

rnmevyaTH
0-0ytan
OYHOU
POAYK
187071

13

9JIEKTPOHHOT'O IOKYMEHT0000pOTa

B IrOCyAapCTBECHHBIX U

HEroCy1apCTBEHHBIX OpraHU3alnuAgX



dopma

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

Ne ..

HanmenoBanu
s U OTTUCKH
neyarem wu

HITaMIOB ¢

n300pakeHUEM
lNocynapctBen
Horo I'ep0a

Pecry6mmku

Kazaxcran

XKypran ydera

YepHIUIAMHA

Ne m.m.

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

2

Komy BeIano

HanmenoBanmn
e
CTPYKTYPHOTO
nojipasieNieHu
i,
OCYILIECTBIISAIO
mero
XpaHEeHue
neyaTew,

damunus u
WHULIMAIBL
JIOJKHOCTHOTO

mTaMIiIoB C

JIUIA-TTOJTyYaT
U300pakeHHEM

st

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

3 4

Jata Bo3Bpara
U pacrucka B
npueme

Hata

pacmnucka B
TOJTYyYCHUN

u

5 6

®dopmart A4 (210X297)

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

[Ipunoxenne 20

k IIpaBuinaM JOKyMEHTUPOBaHHUA,
yIpaBIEeHUs TOKyMEHTaluuel u
HCIOJb30BAHUS CUCTEM
JIEKTPOHHOTO JOKyMEHTO000poTa

B TOCYIapCTBEHHBIX U

HETOCYAAapPCTBEHHBIX OPTaHU3aLUAX

®dopma

A BBIJAYM NCPBCBBIX ABTOPYHYCK, 3aIIPAaBIICHHBIX CICIIMAJIbHBIMH

damunus u
AHULAAIBI
JIOJDKHOCTHOTO | J[OJDKHOCTD M

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

3allpaBJICHHBIX W Y€pHUIIAMU
CIICcIaJIbHbIM
1 9€pHUIIaMHA

3 4

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

5 6

®dopmar A4 (210X297)

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



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

dopma
HAa3BAHHC OpraHU3AINA
AKT
Ne Mecro u3nanug (Ha
(mara) Mecro u3nanms (Ha PyccKoM
TOCYZIapCTBEHHOM S3HIKE) WA HHOM S3BIKE)

VrBepxznaro HaumeHoBanme
IODKHOCTH

PYKOBOIMTENA OPraHA3ALAH

PacnmdpoBka (JMgHAs mOAIHCH)
moxmvcH Jlara

IIpuema-mepenaun ne4aTHO-0IaHOT

HOMU

IPOXYyKOWH, IedaTeii, MITaMIIoB,

HOIUIE/KAIIIX

BaI[ATE, CpPEJCTB  3aI[UTH

JOKYMEHTOB H

PETHCTPaHOHHEIX YIETHBIX GOpM K

HHM

OcHoBaHue: MpUKa3 pyKOBOAUTENS opranu3anuu ot (aara) No

"O mpoBeIeHUH MPOBEPKHU ..." (WJIM UHOM JOKYMEHT: IJIaH padOoThl, TOPYUYECHHE

BBIIIIECTOSIIIETO OpraHa u T.1.).
CocTaBiieH KOMUCCHEN B COCTABE:
[Ipencenarens KOMUCCUU

JOJDKHOCTD, HHUITUAJIBI, (paMuIus
Unensl komuccuu: 1.

JOJKHOCTH, HHAITHAITBI, (paMUITHS

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

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

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



MPOYKIAH, TTOJICIKAIIEH 3aIUTE

(matbl, HOMEpA, KOJTUYECTBO IK3EMILISIPOB

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

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

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

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

(BUABI PETUCTPAIMOHHBIX YYETHBIX (hOPM, UX HOMEpa

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

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

NOJJIEXKAIIMMHU 3a1IUTE, U CPEACTBAMH 3aLIUThI JOKYMEHTOB

(oOrmrast XxapaKTepUCTUKA COCTOSIHUS YUETHOUN paboThI)

[lepenan (a) PacmmdpoBka noamnucu
(JInuHast MOJIIUCH )

[Tpunsin (a) Pacmmdporka moamnucu
(JInuHast MOJIMUCH)

CoctaBieH B a3K3eMIULIpe (ax):

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

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

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



HCIOJb30BAHUS CUCTEM
JIEKTPOHHOT'O JOKyMEHTO000poTa
B TOCYIapCTBEHHBIX
HETOCYJAPCTBEHHBIX OPTaHU3ALMIX

®opma
Ha3BaHHWC OpraHu3annuv

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

VrBepxnalo HaummeHoBanHme
IOJDKHOCTH

PYKOBOIHTEINA OpraHA3alAd

PacimidpoBka (IMIHAs ITOJIHCH)
TIOATIVICA
Hata

O BHLIENECHUY K YHUITOXKCHHUIO

HMCHOPYCHHEIX SK3€MIUDIPOB

TEeYaTHO-0TAHOYHOH TPOXyKIAH,

TIOUIEXKAIEH 3aIATe

OcHoBaHue: MpUKa3 pyKOBOAUTEIS Opranu3aiiu ot (jaara) Ne

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

BBIILIECTOSIIIETO OpraHa u T.1.).

CocraBiieH KOMUCCHEN B COCTABE:

[Ipencenarens koMuccUu
JOJDKHOCTh, MHULIMAJBI, (paMUIINs

YiieHpl KOMUCCHUM: 1.
JOJDKHOCTD, MHUITUATIBI, (aMumus

JOJDKHOCTD, MHUITHAJIBI, (paMuIus

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

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

(mudpaMu 1 MPOIUCHIO)



MPOIYKIIMH, TIOJITICKAIIICH 3aIlUuTe.

CocraBlieH B 3K3eMmIutspe (ax):

-1 sx3emMIuLsp: B aene No

2 sx3eMIuIAp: (aapecar)

IIpencenarems KOMUCCHH Pacnmdposka moxmicu
(JTMYHAS TIO/IMKCH)

YieHBI KOMHCCHH Pacmm¢poBka moammcei
(JIMYHBIE TTOATIICH)

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

(tmudpaMu ¥ IPOTTUCHIO)
YHUYTOXKEHBI ITyTEM
(BUJT YHUUTOXKEHUS )
HanmeHnoBaHme JOIDKHOCTH PacomdpoBka moamucu
(JIMYHAst TO/IMHCH )

JaTa
dopmar A4 (210X297)
IIpunoxenue 23
k [IpaBunam TOKyMEHTHPOBaHMSI,
YIPaBJICHUS JOKYMEHTaUEN U
HCIIOJIb30BaHUsA CUCTEM
SIIEKTPOHHOTO JOKYMEHTO000pOTa
B rOCyAapCTBCHHBIX U
HCTOCYAAPCTBCHHBIX OpraHrU3alusax
dopma
HA3BaHMEC OpraHU3aIuN
AKT
(mara)

Mecto U3JaHAAL (ma N
TOCYAapCTBEHHOM h
VA THOM S3EIKE)

VrBepxkmaro HammenoBanwme
JOIDKHOCTH

PYKOBOIHUTEIA OpraHu3aliii

PacmipoBka (IMaHas mOIIVICH)
TIOMTIHCH
Hata

O BHI€NIEHNA K YHUITOKEHUIO

TeJYaTei v IITaMIIoB,

DOAJIEKAIIUX 3aMUTE

OcHoBaHue: NpUKa3 pyKOBOAUTENS opranu3anuu ot (aarta) Ne




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

CocraBiieH KOMHCCHEH B COCTaBE:

[Ipencenarens KOMUCCUU

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

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

2.

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

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

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

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

(urdpamMu ¥ MPOMUCHIO) (BU YHUUTOXKEHUS)
HaummeHOoBaHHE JAOJDKHOCTH Pacmmbpomca IIOAIINCH
(JTMYHAs TIOJIMKCH)
[lara
dopmat A4 (210X297)
[punoxenne 24
k [IpaBunam JOKyMEHTHPOBAHMUS,
YIIPaBJICHUS JOKYMEHTaUEN U
HCII0JIb30BaHUsA CUCTEM
AJIEKTPOHHOT'O JOKyMEHTO000poTa
B IrOCyAapCTBCHHBIX U
HCTOCYAAPCTBCHHBIX OpraHru3alusax
®opma
Ha3BaHMC OpraHU3aIuHA
AKT
(mara)
Mecto H3TaHHA (ma Ne
rocyZapCTBEHHOM -

WITA HHOM S3BIKE)



VrBepxpalo HamMmeHoBaHHE
JIOIDKHOCTH

PYKOBOJHTEISL OPraHN3aIAA

PacomdpoBra (Im9aHAS TIOAVCEH)
TIOIACH
Jlata

O BBIIETICHHH K YHHYITOXKCHHIO
CPCACTB 3alllUTEl JOKYMCHTOB

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

BBIIIIECTOSIIIETO OpTraHa u T.1.).

CocraBiieH KOMUCCHEH B COCTaBE:

[Ipencenarens KOMUCCUU
JOJIKHOCTh, MHUIIAAITBI, (DaMUITHS,

Uitens! komuccuu: 1.
JOJIKHOCTh, UHULIMAJIBL, (pamMuIIust

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

Ne m.m. HaunmeHnoBanue KomnuectBo [Ipumeuanue

1

2 3 4

CocraBiieH B 3K3eMIutspe (ax):

1-i1 sx3eMmuisip: B nene No

2 aK3eMIuLIp: (agpecar)

IIpencemarems koMucCHI PacnmdpoBka moamicu
(JI4HAsI TO/IMKCH)

YsieHbI KOMHCCHH Pacnmdposka mommiceit
(JIMYHBIE TTOTUCH)

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

yTEM

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

Jlara
®opmart A4 (210X297)

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



3IEKTPOHHOI'0 JOKYMEHT0000poTa
B TOCY/IapCTBEHHBIX
HETOCYTapCTBEHHBIX OPraHU3aINAX

®opma
Ha3BaHHUC
rocy,uapc*rsennoii OpraHHu3aInHu
AKT
(mata)
MecTo A3 JaHAA (ma Ne
roCyJJapCTBCHHOM B
WA AHOM A3EIKE)

VrBepxknaio HammeHoBanme
JOIDKHOCTH

PYKOBOIHUTEIA OpraHU3alii

PacimidpoBka (IMIHAs MOIINCH)
TIOMNIINCH
Hara

O BHIEICHAN K YHAYTOXEHAIO

HENCHOIB30BaHHOH TIE€IATHO-OIaHOT

HOH

TIPOXYKIWH, TIOUTEKAIIEH 3aIuTe

OcHoBaHue: MpUKa3 pyKOBOAUTEI Opranu3aiuu ot (aara) Ne

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

BBIIIECTOSIIETO OpPraHa u T.1.).

CocTaBjieH KOMUCCUEH B COCTABE:

[Ipeacenarens KOMUCCHU
JOJKHOCTh, HHUITHAJIBI, (paMuITHsI

YiieHpl KOMUCCUM: 1.

JOJDKHOCTh, MHHUIIUAJIBI, (baMI/IJII/IH

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

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

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

Cepus u HOMepa

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

1 2 3 4 5



Hroro HCUCIIOJIb30BAHHBIX 3K3CMILIIAPOB IevYaTHO-0JJAaHOYHOM

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

(JIMYHAsI TOMIMKCH)
YneHnsl KOMUCCUU Pacmmdporka moanuceit

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

(mudpaMu 1 IPOTUCHIO)
YHUYTOXKECHBI ITyTEM

(BUJ YHUUTOXEHUS)

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

cryx6s1 IOV (JTMYHAS TIOTHCH)



MIOAIKCH JaTa
Bussl pykoBoauTenen CTpyKTYPHBIX I10Apa3ACICHUN

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

nuTepHbie Ne JINCTOB

nponyuieHHbie Ne JINCTOB

IMPOHYMCEPOBAHHBIC YHUCTBIC JIUCTLI

+ JIMCTOB BHYTPEHHEN ONUCHU

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

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



Ocobennoct  QopmupoBaHus, OQOPMICHHS,

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

(TM4Has MOJMKCH) JaTa

IIpumeqanwe.

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

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

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

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

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

2) meYaTtu U UX OTTUCKH;

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

4) poTOTOKYMEHTHI;

5) puCyHKH, TPaBIOPHI U aKBapeJu;

6) kpynmHO(OpPMATHBIE TOKYMEHTHI,

7) CKJIEEHHBIE JIUCTHI, MOBPEKACHUS TOKYMEHTOB;



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

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

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

8. Bce nocrnenyromire N3MEHEHUSI B COCTaBE U COCTOSIHUU Jieia (MMOBPEkKIECHUE, 3aMEHa
MOJUTMHHBIX JOKYMEHTOB KOMHUSIMH, IMPUCOETUHEHUE HOBBIX JOKYMEHTOB) OTMEUYAIOTCS B
JUCTe-
3aBEpUTENIE CO CCHUIKOM Ha COOTBETCTBYIOIIUI aKT.

9. JIucT-3aBepuUTENIb HE HyMEPYETCH.

®dopmar A4 (210X297)

[punoxenne 28
k IIpaBuitaM TOKyMEHTHPOBaHUS,
YIIPaBJICHUS JOKYMEHTaUeH U
UCIIOJIb30BaHUSI CHCTEM
3IIEKTPOHHOI'0 JOKYMEHT0000poTa
B TOCYAapCTBEHHBIX U
HErOCYy/IapCTBEHHBIX OpraHH3aIHsAX

®opma
BHYTPEHHAA OITNCH
JOKYMCHTOB JI€JIa Ne
JHenonpousBoact 3aroJIoBOK Homepa nucros
Ne /i . [ara noxymeHnTa IIpumeuanue
BEHHBIN MHIEKC JIOKyMEHTa nena
1 2 3 4 5 6
Hroro JIUCTOB
AJOKYMCHTOB

(mudpaMu U MPOTUCHIO)



Ne n/mt Wunekc nena  gena (Toma,

KonnyecTBo 1MCTOB BHYTPEHHEN ONUCH

(g pamMu ¥ MPOTUCHIO)
HaumenoBaHue 10IKHOCTH JIMIIA,
3aII0JIHUBILIETO BHYTPEHHIOKO OINUCH PacmmudpoBka
JIOKYMEHTOB Jieja MOJIHUCHU

(TMYHAs MOJMKCH) JaTa
dopmar A4 (210X297)

[Ipunoxenue 29
k [IpaBunaM OKyMEHTHPOBAHMUS,
yIpaBICHUS TOKyMEHTalUe! 1
HCIOJIb30BAHUS CUCTEM
3IEKTPOHHOI'O JOKYMEHT0000poTa
B FOCYJApCTBEHHBIX U
HETOCYTapCTBEHHBIX OPraHU3aNsIX

®dopma
Onuch ae CTPYKTYPHOTO IOAPa3AeSICHAA OpraHI3aIHH
OdunmansHOE HAMMEHOBAaHUE YTBepxkaaro
CTPYKTYPHOT'O MOJAPA3ACIICHHUS HanMeHoBaHME TOJKHOCTH PyKOBOAMTEIS
OpraHu3aluu CTPYKTYPHOTO MOJPa3ACICHUS
PacmmudpoBka

(TM4HAast TOAMKCH) TOAKUCH
JlaTa
Omuce Ne 3a roz, (s

3aroixoBOK Cpok KonugecTtBo

Kpaiinue natsl

XpaHeHHs Jena JucToB B nene  [Ipumeuanne
(TOoMa, JacTn)
YacTH) (Toma, wacti) (TOMeE, YACTH)

2 3 4 5 6 7

B nannyro onuce BHECEHO nencNe  moNe | BTOM
(tmudpaMu ¥ MPOTTHUCHIO)

YUCJE :
JIMTEpHBIE HOMEPA!

MPONYIIEHHbIE HOMEPA!

HaumenoBanue noinKHOCTH Pacmudporka

COCTABUTEIIS ONUCH MOIUCH

(JIM4HAsI TOJIMKCH)
nara
PykoBoauTtens ciyx0bl Pacmugposka
A0Y TIOJIMTUCH




(JIM4HAsI TOJIHKCH)
naTa
PabotHuk Pacmudporka
apXHBa OpraHU3aIuU IO JIITACH

(JIn4HAsI TOJIMKCH)
naTa
[Ipnmeuanue.

B omnucu gen nocrostHHOTO XpaHeHus rpady 5 He 3aMOTHSIOT.
®opmat A4 (210X297)
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