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IHocTranosiienune IlpaBurenncrea Pecnnydiinku Kaszaxcran ot 31 okrsiops 2018 rona Ne 703
OO0 yrBepsknenun IlpaBui 10KyMeHTHPOBaHUsI, yIIPABJICHUS JOKYMEHTalUel 1
HCII0JIb30BAHMS CHCTEM 3JIeKTPOHHOI0 IOKYMEHT0000pPOTa B roCyIapCTBEHHbBIX H
HerocyJapcTBEeHHbIX OPraHu3auMuAX
(c usmenenusamu u donoanenusamu om 30.11.2020 2.)

B cootBercTBUM ¢ noanyukTom 1) mynkra 1-1 crateu 18 3akona Pecyonuku Kazaxcran ot
22 npexabpst 1998 roma «O HammonamesHOM apxuBHOM (oHIe M apxuBax» l[IpaBUTETBCTBO
Pecrryonuku Kazaxcran IOCTAHOBJISET:

1. Y1Bepauth npusnaraemelie [IpaBuiia TOKyMEHTHUPOBaHUS, YIIPaBICHUS JOKYMEHTAlUEH U
UCIIOJIb30BAHUSL  CHUCTEM  JJIEKTPOHHOIO  JIOKYMEHTOOOOpOTa B  TOCYJAapCTBEHHBIX H
HEroCy/1lapCTBEHHbBIX OpPraHu3alusX.

2. Hacrosiiee noctaHoBJI€HHE BBOAMTCS B JIEHCTBUE MO MCTEUEHHM AECATHU KaJeHAAPHBIX
JTHEH TIOCJIE JTHS €T0 MePBOT0 0(UIINATBFHOTO ONYOJIMKOBAHHUS.

IIpembep-Munucrp
Pecnyosiuxkn Kazaxcran b. Carunraesn

YTBepKACHBI

nocranoBsieHreM [IpaBuTenbCcTBA
Pecnyonuku Kazaxcran

oT 31 oxTs6pst 2018 roma Ne 703

IIpaBuia
AOKYMEHTHPOBAaHHUS, YIIPABJIEHHUA JOKYMEHTAIH el
U MCNOJIb30BAHNS CUCTEM 3JIeKTPOHHOI0 IOKYMEHT0000poTa
B FOCY/IapCTBEHHBIX M HEr0CY/AapCTBEHHBIX OPraHU3ausx

I'masa 1. O01mme moJioskeHus

1. Hacrosmue IlpaBuna  JOKYMEHTHpPOBAHHWS,  VYIOPABJICHUS  JOKyYMEHTAIlUEH U
UCIOJI30BAHUSI  CHUCTEM  JJIEKTPOHHOTO  JIOKyMEHTOOOOpOTa B  TOCYJAapCTBEHHBIX H
HErOCyJapCTBEHHBIX  opraHu3auusx (mamee - IIpaBuma)  yCTaHaBIMBAIOT  MOPSAOK
JOKYMEHTUPOBAHUSA, YIPABJICHUS JOKYMEHTAIlMel M HCIOJIb30BAHUS CUCTEM DJIEKTPOHHOTO
JOKYMEHTOOOOpOTa B TOCYJAapCTBEHHBIX M HErOCYIAapCTBEHHBIX OpraHu3anusx (naiee -
OpraHU3aIVH ).

Ilynxkm 2 uznooicen 6 peoakyuu nocmanosaenus Ilpasumenvcmea PK om 30.11.20 2. Ne 809 (cm.
cmap. peo.)

2. OpraHumzanusi, BEJEHUE U COBEPIICHCTBOBAHUE CHUCTEMbI JOKYMEHTAlMOHHOTO
obOecrieueHUs YIpaBICHHS, METOJAMYECKOE PYKOBOJACTBO U KOHTPOJb 3a COONIOJCHHEM
YCTaHOBJICHHOTO YIIOJHOMOYEHHBIM OpPraHoOM B cdepe apXHUBHOTO Jiela U JOKYMEHTAI[HOHHOTO
obecrnieueHus yrpaBieHHs (Jaee - YIOJTHOMOYEHHBII opraH) mopsjaka paboTel ¢ JOKyMEHTaMHU
B OpraHMU3alMd OCYIIECTBIISIIOTCA CTPYKTYPHBIM MOAPA3AEICHUEM, MpEeAHA3HAYEHHbIM s
peanu3anuu 3aad U (QYHKIUN MO0 JOKYMEHTAIMOHHOMY OOECMEUYeHHIO yrpaBieHHs (manee -
ciyx6a JIOY). Ilpm oTOM  3ampemaercss BEAGHHE HECEKPETHOTO U CEKPETHOTO
JIEJIIONIPOU3BO/ICTBA B COCTABE OJHOTO CTPYKTYPHOTO MOAPA3ACTICHHUS.

3. B opranuzarmu, B KOTOpOH IITaTHBIM paclUCaHMEeM He mpeaycMoTpeHa ciayxba [0V,
00s13aHHOCTH BO3JIarar0TCs Ha OTBETCTBEHHOE JOLKHOCTHOE JIUIIO.
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4. JleiictBue IlpaBun He pacmpocTpaHseTcss Ha JOKYMEHTBI, COJEp>Kalllie CBEJICHUS,
COCTaBJIAIONIME FOCYIapCTBEHHbIE cekpeThl Pecybnuku Kazaxcran.

PaboTel MO CO3AaHUIO 3aKPHITHIX KIIOUEH 3JIEKTPOHHOW IHM(POBOH mMoamUcH (MOPAIOK
BBIPAaOOTKH, PETHCTPALMK, BBIJAYM, XPAHEHUS, YHUYTOXKEHHUS) I IOPUAWYECKUX JIHLL,
TOCYJapCTBEHHBIX OpPraHOB WM JOJDKHOCTHBIX JIMI] W TOPSAOK OOecreueHHsl pexuMa
CEKPETHOCTH U COXPAHHOCTH 3JIEKTPOHHBIX JIOKYMEHTOB M 3aKpPbITBIX KIIOYEH 3JIEKTPOHHOMU
nu(pPOBOM MOJNHUCH, COIACPKALINX CBEICHHs, COCTaBISIOMIAE TOCYAApPCTBEHHBIE CEKpETHI,
OTIPENIENAIOTCS HOPMATUBHBIMUA NPAaBOBBIMH aKTaMH B OOJIACTH 3aIlUTHl TOCYAAPCTBEHHBIX
CEKPETOB.

[lopsinok  pabGOTBIl  TOCYJapCTBEHHBIX OPraHOB C  AJIEKTPOHHBIMH  JIOKyMEHTaMHU
OTPaHUUYEHHOT'0 PacIpOCTPaHEHUs € MOMETKOM «/[1s1 cykeOHOro moiab30BaHUs ONPEAEAETCS
noctaHoBieHusiMu [IpaBurensctBa Pecnybnuku Kazaxcran ot 14 centsadpsa 2004 roga Ne 965
«O HeKoTOphIX Mepax Mo obecrneyeHu0 WHGOPMaMOHHON Oe3omacHOCcTH B PecnyOnuke
Kazaxcran» u or 31 pexabps 2015 roma Ne 1196 «O6 yrBepxnaenun IlpaBun oTHeceHus
CBEICHUH K cIyeOHON MH(pOpMallui OrpaHUYEHHOTO PACTIPOCTPaHEHUs U pabOTHI C HEM.

5. B Hacrosmux [IpaBunax UCHONIb3YHOTCS CIEAYIOIINE MOHSITHS:

1) ab3am - yacTh TEKCTa, MPEJCTaBIsONMIass COOON CMBICIOBOE €IUHCTBO, BBIJEIsIEMAast
OTCTYIIOM B TEPBOM CTPOKE W HAUMHAIONMIASCS C 3arjaBHOM JTMOO CTPOYHOUM OYKBBI, a03allbl
3aKaHYUBAIOTCS TOYKOM C 3amsATol (KpoMe MepBOTo U MOCIEIHEr0 a03alleB 4acTh);

2) CpencTBO KpUMNTOTPAPUUECKON 3amuThl HHPOPMAIMH - CPEICTBO, pEATH3YIOIIee
QJITOPUTMBI KpUnTorpapuaeckux npeoOpa3oBaHui, reHeparuio, dbopMmupoBaHue,
pacnpeziefieHue 1 yIupaBlieHue KI4aMH;

3) HOocHUTeNnb KIOYeBOM MH(OpMalLMM - CHEHUATU3UPOBAHHBIA HOCHUTENIb, B KOTOPOM IS
3alUTHl XPAHSIIMXCS 3aKPBITHIX KIIOUEH 3JIEeKTPOHHOM IuGPOBON MOAMKMCH HCIOIb3YIOTCS
CpeacTBa KpUOTOrpapuueckod 3amuThl MH(DOpPMAaLKK, UMEIOUIUEe CepTU(UKAT COOTBETCTBUS
tpeboBanusm ctangapra CT PK 1073-2007 «CpenctBa KpuUNTOTPAPUIECKON 3aIUThHI
nHpopMmaruu. O0IIMe TEXHUIECKHE TPEOOBAHUY,

4) ymoOCTOBEpSIOMIMH IEHTP TOCYAApCTBEHHBIX oOpraHoB Pecnyonmuku Kazaxcran -
YAOCTOBEPSAIOMIUNA LEHTpP, OOCTYKHBAIOUINII TOCYAapCTBEHHBIE OpPraHbl, JOJKHOCTHBIX JIUI]
rOCy/IJapCTBEHHBIX OPraHoB B HWHGOPMAIMOHHBIX CHCTEMaX M MHBIX TOCYAapCTBEHHBIX
nH(OPMALIMOHHBIX pecypcax rocynapcTBeHHbIX opraHoB Pecmyonuku Kazaxcran (manee - YII
1o);

5) HaMOHAIBHBIA ynocToBepsitonuii neHTp Pecnybnuku Kazaxcran - ymocToBepsOIIHiA
LEHTp, MPEIOCTABISAIOIIUN CpEACTBA ANEKTPOHHOU IM(PPOBOM MOANUCH M PETUCTPAIMOHHBIC
CBUJETENHCTBA (DU3MUECKUM WM IOPUAWYECKUM JHIaM Uil (GOPMUPOBAHUSA SJIEKTPOHHBIX
JOKYMEHTOB B TOCYAapCTBEHHBIX U HETOCYAAPCTBEHHBIX HH(POPMAIIMOHHBIX CUCTEMAX;

6) OTIIyCK MOKYMEHTa (MHUChMA) - SK3EMILIAP UCXOSAIIEr0 TOKYMEHTa, OCTAIOIIMICS B JIeje
OpraHu3aln-aBToPa;

7) DNMEKTpOHHAs KOMHs JOKYMEHTa - JOKYMEHT, MOJHOCTHIO BOCIPOM3BOMAAILIMN BHI H
nH(popMalnIo (JaHHBIE) MOATUHHOTO JOKYMEHTA B 3JIEKTPOHHO-IIU(GPOBOH Popme;

8) HOpMaTUBHO-CpaBOYHAast HHGopMaIus - HHPopmaIus (KIacCuPUKATOPhI, CIIPABOYHUKH,
MepeyHu M JIpyrue), OCHOBaHHAasT Ha HOPMATUBHBIX JOKYMEHTaX U HCIOJb3yeMas s
OTIpe/ieNIeHUs] PA3INYHBIX XapaKTePUCTHK JOKYMEHTA;

9) Bagenen perucTpariOHHOIO CBUAETENLCTBA - (PU3NYECKOE UIIM IOPUANYECKOE JIUII0, Ha
UMsI KOTOPOTO BBIJIAHO PErHCTPALMOHHOE CBUETENbCTBO, MPABOMEPHO BIAJICIOIIEE 3aKPHITHIM
KJIIOYOM, COOTBETCTBYIOILIUM OTKPBITOMY KIIOYY, YKa3aHHOMY B  PETrUCTPAllIOHHOM
CBU/IETEIILCTBE;

10) osnexkrpoHHBIEe WH(GOPMALMOHHBIE pecypchl - UWHGOpMalUs, MPEICTaBICHHAS B
ANIEKTPOHHO-IIMPPOBOH popMe U coaeprkalascs Ha IEKTPOHHOM HOCUTEIE, HHTEPHET-pecypce
U (1) B MH(GOPMAITMOHHOHN CHCTEME;

11) 3ammra SNEKTPOHHBIX HH(POPMAIMOHHBIX PECYpPCOB, HWH(DOPMAIMOHHBIX CHUCTEM -
KOMILJIEKC TPaBOBBIX, OPraHU3AlMOHHBIX W TEXHUYECKMX MEpPONPUATUN, HAMpaBICHHBIX Ha
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COXpaHEeHHE, MPEAOTBPAIIEHUE HEIMPABOMEPHOIO JOCTYNA K AJIEKTPOHHBIM HMH(POPMALUOHHBIM
pecypcam, HHPOPMALIMOHHBIM CHCTEMaM (B TOM YHCJIE OT HECAaHKIIMOHUPOBAHHOTO JOCTYNA K
uHbopMaMK), BKIIOYas  HE3aKOHHBIE  JEHCTBUS IO  TOJYYEHHUIO, KONHPOBAHHIO,
pacrpoCTpaHEeHUI0, MCKAKCHUIO (W/WIM MOIU(HUKAIMK), YHHYTOKEHHIO WM OJOKHPOBAHUIO
uHpOpMaLnu;

12) >neKTPOHHBIM JOKYMEHT - JOKYMEHT, B KOTOpOM HHQOpMalus IpeacTaBieHa B
AIIEKTPOHHO-IIMPPOBOK (opMe U YAOCTOBEPEHA IOCPEACTBOM 3JICKTPOHHOW HU(POBOMA
MO JIITUCH;

13) DJIEKTPOHHBIN JTOKYMEHTOOOOPOT - OOMEH JJIEKTPOHHBIMH JIOKYMEHTAMU MEXIY
rOCyJapCTBEHHBIMH OpraHaMu, (PU3HUECKUMH U IOPUIMYECKIMH JTHIIAMHU;

14) cuctema »5JIEKTPOHHOTO JOKYMEHTOOOOpOTa - cHcTeMa oOOMeHa 3JIeKTPOHHBIMHU
JOKYMEHTaMH, OTHOIICHUSI MEX/Iy YIaCTHUKaMH KOTOPOH PETyIHpYyIOTCsa 3akoHOoM PecryOnmku
Kazaxcran ot 7 suBaps 2003 rona «OO0 37I€KTPOHHOM JTOKYMEHTE M 3JEKTPOHHOW LU(POBOI
MOJAMUCH» ¥ WHBIMA HOPMATHBHBIMH TPAaBOBBIMU akTtamu PecrmyOmmkm Kaszaxcran (manee -
CoOL);

15) yuactHuk COJl - ¢usznueckoe WM IOPUIAYECKOE JIUIO, TOCYAAPCTBEHHBIN OpraH Win
JOJDKHOCTHOE JIMII0, YYacTBYIOIIME B Tpolleccax cOopa, oOpabOTKH, XpaHEHUs, Tepenayw,
MOVCKA U PaCTPOCTPAHEHUS IIEKTPOHHBIX IOKYMEHTOB;

16) OymaxkHast KOTMHS 3JEKTPOHHOTO JOKyMEHTa - JOKYMEHT Ha OYMa)XKHOM HOCHTEIE,
MOJTydCHHBIH TIOCPEACTBOM BBIBOJIa WH(POpPMAIMU (JIaHHBIX PEKBHU3UTOB) W3 DJIEKTPOHHOTO
MOJUTMHHUKA, HWMEIOMIMKA  TIOJHOCTBIO  BOCIIPOM3BOJASAINYI0  MH(POPMANUIO  TOUIMHHOTO
ANIEKTPOHHOTO JIOKYMEHTA, YAOCTOBEPEHHOTO AICKTPOHHON ITU(POBOM MOAMUCKHIO, CO3TAaHHOM C
WCTIOJIH30BAHMUEM 3aKpPBITOTO KIFOYa AJIEKTPOHHON ITM(POBOM MOAIUCH, U BCE €r0 PEKBH3HTHI
WIM 4YacTh UX U 3aBEpeHHas JMIIOM, OONaJarolIMM IOJTHOMOYMSMU Ha 3aBEpEHHUE JIaHHOTO
JOKYMEHTA;

17) MOAIMHHUK SJIEKTPOHHOTO JOKYMEHTa - JOKYMEHT, YIOCTOBEPEHHBIN (ITOIMUCAHHBIN )
ANIEKTPOHHOW UHU(PPOBON TOMMUCHIO, CO3JaHHOW C WCIOJb30BAaHUEM 3aKpBITOTO KJIHOYa
ANEKTPOHHOU IU(GPOBON MOAMKUCH, CHOPMHUPOBAHHBIM H3HAYAIHHO B (opMare JICKTPOHHOTO
JOKYMEHTa ¥ He UMeEIoLUi OyMa)KHOTO HCXO/IHOTO MOJUIMHHUKA;

18) snexkTpoHHasi perucTpalvOHHas KOHTPOJbHAas KapTOyKa - AJIEKTPOHHBIA JTOKYMEHT C
YUETHBIMH JIAHHBIMH O IOKyMEHTE 10 YCTaHOBJIECHHOU popme, hukcupyromeit ero peKBU3nTHI;

19) dbopMaT 31EKTPOHHOTO JOKYMEHTa - CTPYKTypa COJAEP)KAaTeIbHONW YacTHU 3JEKTPOHHOTO
COO0O0IIeHHs, HA OCHOBE KOTOPOT0 COPMUPOBAH AIEKTPOHHBIN TOKYMEHT;

20) cpenctBa OSJIEKTPOHHOW HU(POBON TMOANUCH - COBOKYIMHOCTh MPOTPAMMHBIX H
TEXHUYECKUX CPEJICTB, UCHOJIb3YEMbIX IJIi CO3JAAaHUS W MPOBEPKH MOJUTMHHOCTH SJIEKTPOHHOU
1M (pOBOM OTUCH.

I'nasa 2. Ilopsigok JOKyMEHTHPOBAHHS, NOATOTOBKHU U 0GOpPMJICHUS JOKYMEHTOB

IMaparpad 1. ITopsaaok 10KyMeHTHPOBAaHHUS U TPeOOBaHUs K 0()OPMJICHHIO JOKYMEHTOB

6. SI3pikoM pa®oOTBI M JEJIONPOU3BOJCTBA TOCYAAPCTBEHHBIX OpraHM3aliii W OpPraHoB
MeCTHOro camoymnpasieHusi Pecnyonuku Kaszaxcran sBisieTcs Ka3axCKUM sI3bIK, HapaBHE C
Ka3aXxCKUM O(UIHAIBHO YHOTPEOIsIeTCsl pyCCKUMN S3bIK.

B pabore HerocynapCTBEHHBIX OpraHM3allUil MHCHOJB3YIOTCA Ka3axCKMH M, NpHU
HEOO0XOAUMOCTH, JIPYTHE SI3BIKH.

7. JJOKyMEHTBI COCTaBJIAIOTCS Ha OeNbIX YUCTHIX JIMcTax Oymaru ¢gopmaroB A4 (210 x 297
MUJUTUMETPOB (1arnee - MM), AS (148 x 210MM) 1 UMEIOT TIOJISL HE MEHee:

1) neBoe nouie - 20 MmM;

2) npasoe mnoJie - 10 MM;
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3) Bepxuee noJie -10 mmM;

4) nwxkHee moste - 10 M.

JU1 IByCTOpPOHHET0 IieyaTaHusi 00OpOTHAsI CTOPOHA JIUCTA JOKYMEHTA:

1) neBoe moute - 10 mm;

2) npasoe 1oJie - 20 MM;

3) Bepxuee noie - 10 mmM;

4) HmwxHee nose - 10 M.

8. Ilpm odopmiieHnrn TOKyMEHTa HWCIOIB3YIOTCS OylaHku. PexkBu3uThl Ha OJlaHKax
pacrmojiaraloTcsi B ONPEJECJIEHHOM IOCJIEN0BAaTeIbHOCTM B COOTBETCTBUUM CO  CXEMOM
PAacIoNIOKEHUS] PEKBU3UTOB JOKYMEHTA COTJIACHO NPUiIokeHuio | k HactosmuM [IpaBumam.

9. B opranuzanuyu NpuMeHsI0TCA CiIeyromue 0J1aHKU JOKYMEHTOB:

1) Onank mMCcbMa oOpraHu3alud 1O (GopMe COMTaCHO MPUIOKEHHI0 2 K HACTOSIINM
[IpaBuiam;

2) GiaHK KOHKPETHOTO BUA JOKyMEHTa OpraHu3aly 1o (GopMe COrIacHO MPUJIOKEHNUIO 3 K
HacrosuuM [IpaBunam;

3) oOmmii OnmaHK opraHu3anudyd 1Mo (OpMe COTVIACHO MPUJIOKEHHIO 4 K HaCTOSIINM
[IpaBuiam.

OO6mwmit 6;1aHK OpTaHU3aIlMN UCTIONB3YeTCS JIJISl M3TOTOBJICHUS JIFOOBIX BUOB JIOKYMEHTOB.

10. biiaHKu TOKYMEHTOB M3TOTaBIMBAIOTCS TUMOTPA(CKUM CIIOCOOOM C TIOMOIIBIO CPEICTB
OTIEPATUBHOW TMOJMTpAapUH WM BOCHPOM3BOMSTCS HEMOCPEACTBEHHO TIPH COCTABIICHHH
JOKYMEHTA.

11. BymaxxHbple OJIaHKM JTOKyMEHTOB TOCYIapCTBEHHBIX OpraHH3alUil C H300paxKeHHEM
INocynapctBennoro I'epba Pecnybnuku Kazaxcran mojiexar y4ery, /I 4ero B JICBOM HUKHEM
YTy KaXA0ro SK3eMIulsapa OjaHKa JOKYMEHTa THUIOTPAPCKHM CIIOCOOOM WM HYMEpaTopoM
MIPOCTABIISIOTCS €r0 HOMEP, cepHsl. DIIEKTPOHHBIE OJIaHKH HE MOAJIEXKAT yUeTYy.

12. biaHKM JOKYMEHTOB HCIOJB3YIOTCS CTPOrO MO HA3HAYEHHUIO U HE MEPEAAIOTCS APYTUM
OpraHM3alUsM WIM UWHBIM JHUIaM 0e3 COOTBETCTBYIOILETO pa3pelieHus pPYKOBOJICTBA
OpraHu3aIiHy.

13. JIOKYMEHTBI COCTaBISIIOTCSI € MCHOJIb30BAHUEM IITAMIIA, BOCIPOU3BOJSAILIETO
HAaMMEHOBaHHE OpPraHu3alliy, IyTeM IPOCTABJICHUS €ro OTTUCKA B JIEBOM BEPXHEM YIIIy JHOO
pH 00s513aTENBHOM 0(POPMIIEHUH CIIEAYIOUIUX PEKBU3UTOB:

1) oduunanbHOE HAMMEHOBAHUE OPTaHU3AIMH, U3/AaBIIEH JOKYMEHT, JIN0O OTTUCK IITaMIIa,
BOCITPOM3BO/ISIIET0 HaUMEHOBaHUE OpraHU3alluyu, M3JaBIIEed JOKYMEHT, IyT€M IPOCTaBIICHUS
€ro B JIEBOM BEPXHEM YTIIY;

2) HauMEHOBaHHe BHJIa JOKYMEHTA, 32 UCKIIOYEHHEM MHChMa;

3) nata TOKyMeHTa;

4) peructpalMOHHBIA HOMEp (MHIEKC) TOKYMEHTA;

5) HaMMeHOBaHUE JOJDKHOCTHU JIMIIA, MOJMUCABIIEr0 JOKYMEHT, MOAMKUCHh U paciiu(poBKa
MIOATHCH;

6) OTTHCK IeYaTH OpraHu3aIuu.

14. BHyTpeHHHE NOKYMEHTBI, 3a HCKIIOUYEHHEM paCHOPSAUTEIbHBIX, COCTABIISIIOTCS Ha
OenbIX ucTax Oymaru.

15. He nomyckaetcst opopmiieHre Ha OJHOM OJlaHKe TOKYMEHTa Ha JIBYX U 0oJjiee sI3bIKax.

JIOKyMEHT Ha Ka3aXCKOM SI3bIKE€ M CO3/IaBa€Mblii ayTeHTUYHBIA TOKYMEHT Ha PYCCKOM WJIH
WHOM $I3bIKE MEeYaTaI0TCs KaK/IbIi Ha OTACTIBHBIX OJaHKaX (OTAETBHBIX JIUCTAX) U 0(OPMIISIOTCS
€IMHBIMU PEKBU3UTAMHU.

JlokyMeHT, co3aaBaeMblii Ha JIByX U OoJiee si3bIKax, 0(OopMIIsIeTCs Ha OTACTbHBIX OIaHKax
(OTIOEeNbHBIX IUCTAX) C €AMHBIMU PEKBU3UTAMMU.

JIOKyMeHTy Ha pa3HBIX S3bIKaX MPHUCBAUBAIOTCS EIAWHBIE HCXOJSIINE PEKBU3HUTHI.
JIOKyMEHTBI Ha Pa3HBIX SI3bIKaX JOJKHBI ObITh AYTEHTUYHBI JPYT APYTY.

JIuctel NOKyMeHTOB (0JaHKOB M MPUJIOKEHUI K HUM) HYMEPYIOTCSI CKBO3HON HyMepanuei B
BEpXHEH 4acTH JINCTA [0 CEepeIMHE.




IHaparpad 2. Ilopsnok opopMiIeHHs PEeKBU3UTOB JOKYMEHTA

16. T'ocynapctBennniit ['ep6 Pecnyonuku Kazaxcran m3oOpakaercss Ha OJlaHKe JTOKYMEHTA
roCyJapCTBEHHOM OpraHu3allid B COOTBETCTBUU C 3aKoHOjaTeabcTBOM Pecrydnuku Kazaxcran
0 rocyJlapcTBEeHHbIX cuMBoJiax PecriyOnmku Kazaxcran.

17. Dmbnema, IOTOTUN WJIM TOBAapHBIN 3HAK (3HAK OOCTY)KMBaHWS) BOCIPOU3BOMATCS Ha
OJaHKe B COOTBETCTBUU C YUPEIUTEIHHBIMU JTOKYMEHTAMH OPTaHU3AIHH.

OMOema, JIOTOTHIT WM TOBAPHBIN 3HAK (3HAK 0OCTY)KMBAaHUS) HE pa3MemaloTcs Ha OJaHKe
¢ m3obpakenueM ['ocynapcrennoro I'epba Pecniy6nmmku Kazaxcras.

18. HaumeHoBaHue opranusanuu (B TOM 4ucie guinana, IpeJCcTaBUTEeIbCTBA) BKIOYAET B
ceOsd Ha3BaHME B COOTBETCTBUM C YUPEAUTEIbHBIMM JIOKYMEHTAaMU C YyKa3aHHEM Ha
OpraHU3aI[MOHHO-TIPABOBYIO (OPMY.

CoxkpallleHHOE HaMMEHOBAaHME OpraHMu3alMM (B TOM uucie ¢uinana, MpeacTaBUTENbCTBA)
MPUBOJUTCS B TOM cily4yae, KOI/la OHO 3aKpelyIeHO B YUYPEIUTENbHBIX JOKYMEHTax U
pa3Meniaercsi B CKOOKax HUKE MOJTHOTO HaUMEHOBAHMS.

[Ipn odopmieHun COBMECTHOrO JOKYMEHTa, Pa3pabOTaHHOrO ABYMSI U 0ojiee paBHBIMU
OpraHM3alusMH, HaMMEHOBAaHUS OpraHM3alUil pacrosaratoTcsi B aindaBUTHOM MOPSIKeE
HAaMMEHOBAHUN OPraHu3aIHil.

I[Ipu odopmieHUn COBMECTHOrO JOKyMEHTa, pa3paboTaHHOrO JByMs U  Oojee
OpraHu3alusaMi, HAMMEHOBAHUS PacIojaraloTcs B COOTBETCTBUH € HepapXHueil opraHu3amui.

CoBMecCTHBI JOKYMEHT Ha OyMa)XHOM HOCHUTENIe TOJUISKUT 3aBEPEHUI0 MeYaTsIMHU
OpraHu3arui.

19. HaummeHOBaHuE CTPYKTYpPHOTO MOAPA3IACICHUSA YKa3bIBACTCS B CJlydasX, KOrja OHO
SIBJIIETCS aBTOPOM JIOKYMEHTA U PAcCIoiaraeTcsi HUKe HaMMEHOBAaHUS OpraHU3allHH.

20. HaumeHoBaHHE BHAAa JOKYMEHTa I€4aTaeTCs MPOMUCHBIMU OYKBAMH MOJYKUPHBIM
mpudTOM.

21. Jlatoit noKymMeHTa SIBJISICTCS JaTa €ro MOANUCAHHS (YTBEPKACHHS) WM COOBITHS,
3a(MKCUPOBAHHOTO B JIOKYMEHTE.

Jlata 1OKyMeHTa MPOCTAaBJSETCS  JIOJDKHOCTHBIM — JIUIIOM, MOJMHUCBHIBAIOIIUM WM
YTBEPKIAIOIMIHUM JTOKYMEHT. [[J1s1 3IeKTPOHHOTO JOKYMEHTO000pOTa JOMYCKAeTCs MPOCTaBICHUE
JaThl CUCTEMOM WJIM BPYUYHYIO YIOJHOMOYEHHBIM JIULIOM.

CnyxeOHble OTMETKHM Ha JOKYMEHTE, CBSI3aHHBIE C €ro MPOXOKJEHHEM M HUCIOJHEHHEM
(03HaKOMJIEHHEM) BHYTPU OpraHU3aIUH, TaTUPYIOTCS U MOAMUCHIBAIOTCS.

Jlata noxymeHTa opopMIISIeTCS:

1) B IpaBOBBIX aKTax, MPOTOKOJIAX, OAHKOBCKUX, (DMHAHCOBBIX, OYXTaJITEPCKUX TOKYMEHTAX
U JOKYMEHTaX, 3aTparvBalolIMX IpaBa U HUHTEPEChl (PU3UYECKUX U HOPUIUYECKHUX JIHII,
CJIIOBECHO-IIM(PPOBBIM CIIOCOOOM - JIeHb Mecsia u roja ohopmisitoTcs apabckumu nudpamu,
MecHI] - POTHCHIO;

2) B IpYTUX HOKYMEHTAaX - [U(PPOBBIM CIIOCOOOM JICHb MECSIIa U MECSI] IBYMS

napamu apabckux nudp, pa3ieneHHbIMUA TOYKOH, TOJT - YEThIPbMs apaOCKUMU IUPpamMH.

22. PeructpalMOHHbIII HOMep (MHAEKC) JOKYMEHTa COCTOMT M3 MHJEKca Jena IIo
HOMEHKJIAType J€J OpraHu3allid, IOPSJKOBOIO HOMEpa JOKYMEHTa B PETUCTPALMOHHO-
KOHTpoJIbHOH (opme (nanee - PK®D). [To ycMOTpeHuIo opraHu3aiiui B perucTpalioHHbI HOMED
(MHIEKC) BKIIIOYAIOTCS JOMOJTHUTEIbHbIE JJIEMEHTHI.

PerucrpannonHslii HoMmep (MHIEKC) JOKYMEHTAa, COCTAaBJIEHHOTO JAByMs M Ooisee
OpraHM3alUsMH, COCTOUT U3 PETUCTPALMOHHOTO HOMepa (MHAEKCA) KaKIOM M3 ITHUX
OpraHM3alLyii, IPOCTaBIAEMOIO YEPE3 KOCYIO UEPTY B MOPSAJKE YKa3aHUS aBTOPOB B JOKYMEHTE.

B cucreme >1eKTpOHHOTO TOKYMEHTOO0OpOTa JI0IyCKaeTCsl BEAGHUE CKBO3HON HyMepaluu.

23. B cchuUlke Ha PETUCTPAIMOHHBIA HOMep (MHAEKC) M JaTy BXOJSIIEro JOKyMEHTa
YKa3bIBalOTCSl PETUCTPALIMOHHBINA HOMEp U JaTa JOKYMEHTa, Ha KOTOPBII TaeTCs OTBET.
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24. MecTo cOCTaBJICHUS WM U3/1aHUS TOKYMEHTA YKa3bIBAETCSI B COOTBETCTBHHU C TIPUHSATHIM
aJIMUHUCTPATUBHO-TEPPUTOPHUATIBLHBIM JEJICHUEM U BKIIOYAaeT B ce0s TOJBKO OOIICTIPUHSATHIC
COKpAILlEHUSI.

Mecto cocTaBieHMS WIM M3JaHUS JOKyMEHTa OQOpPMISeTCS B COOTBETCTBHH C
HAaMEHOBAaHHEM HACEJICHHOTO ITyHKTA, SBJIAIONIETOCS MECTOHAXOXKJICHHEM OpraHu3alud -
aBTOpa JOKYMEHTA.

25. JIOKyMEHTBI —aJpecylOT OpraHu3alisM, WX CTPYKTYPHBIM TOApa3ACICHUSM,
JOJKHOCTHBIM WITH (PH3UYECKUM JTUIIAM.

PexBusur «Agnpecar» o¢opmiseTcss CTPOYHBIMU OyKBamH, HOJIYKHUPHBIM HIpU(TOM.
HammeHoBaHME OpraHM3alnvi, €€ CTPYKTYPHOTO MOJpPa3JeeHUs] NMHUIIETCS B MMEHUTEIHHOM
najiexe, JODKHOCTh, (PaMUIIHA JIUIA, KOTOPOMY aIpECOBAH JIOKYMEHT, - B JaTEIBHOM IaJeKe.

[Ipu anmpecoBaHMM NOKYMEHTa PYKOBOJWTEINIO OpraHHW3allMd €€ HAauMEHOBAaHHE BXOJUT B
COCTaB HAMMEHOBAHUS JIOJDKHOCTH ajpecara.

[Ipu agpecoBanum NOKyMEeHTa (U3NYECKOMY JIHMIy YKa3bIBAIOTCS WHHUIMAT HWMEHH U
(bamuMs noxydaresns, ero mo4YTOBBIN ajpec.

[Ipu mepenucke BHYTpH OpraHU3AlMHU JIOMYCKAETCSl YKa3aHUE B MATEIHHOM ITaJIeKe TOJIBKO
WHUIMATIa UMEHH U (aMUITIH JJOJDKHOCTHOTO JIHIIA.

Ecimm moxyMeHT agpecyeTcsi B HECKOJIBKO OpraHU3annii, OHM YKa3bIBatOTCsl 0000IIEHHO.

Ha ognom noxymente odopmisiercs He Oosiee yeTbipex azapecartoB. llpu OGosbiem
KOJIMYECTBE aJ[pecaToB COCTaBIISIETCS CHOUCOK (peecTp) pacchuiku JokymeHTta. CroBa
«Opurunam» n «Konush» B pekBU3NTE «Apecar HE UCTOJIb3YIOTCS.

[Ipu HampaBiIeHUN JOKyMEHTa HEMOCTOSHHBIM aJpecaTraM, B COCTaB PEKBH3HTA «AJpecary
BKJTIOYAETCSl TIOYTOBBIA ajjpec, KOTOPBIH O(GOopMIISETCs] MCIIOTHUTENEM. DIIEMEHTHI TTOYTOBOTO
aZjpeca YKa3bIBaIOTCSI B IOCJEIOBAaTEJIBHOCTH B COOTBETCTBMM € 3akoHOM PecmyOnuku
Kazaxcran ot 9 anpens 2016 roga «O nourey.

26. 3arojoBOK K TEKCTYy JOKyMeHTa O(OpMIISETCS MOTYKUPHBIM LIPUPTOM OT T'PAHHUIIBI
JIEBOTO TIOJIS IOKyMEeHTa 0e3 mepeHoca CJIOB M COACPKHUT He Oojiee 35 3HAKOB B KaXKJIOH CTPOKE.
B nmokxymenTe mpu BeTMYMHE 3arojioBka Oosiee 5 CTpPOK JoImycKaeTcs opopmileHHe 3arojoBka
nocepearHe ToKyMeHTa. Touyka B KOHIIE 3aroJIoBKa HE CTaBUTCSL.

3aroyioBOK K TEKCTY JIOKyMEHTa (OpMYIUpPYETCs] B COOTBETCTBHHM C HAaUMEHOBAaHHMEM BHUJA
JOKYMEHTA U €0 COACPKAHUEM.

3aroyioBOK K TEKCTy JoKyMmMeHTa MeHee 10 cTpok, a Takxke opopmieHHOMY Ha OjaHKe
dbopmaTa AS HE COCTaBIISAETCS.

27. Jlns OyMaKHBIX JIOKYMEHTOB OTTHCK I€4aTH OpraHMU3allH 3aBepseT MO UIMHHOCTD
MOANUCH JOHKHOCTHOTO JIHMIIa Ha AOKyMeHTe. OTTHUCK Me4aTh OpraHu3aliy IpPOCTaBIISAETCS
MOCJIe HAUMEHOBAHUS JIOJDKHOCTH JIUIA, TIOIMUCABIIET0 JOKYMEHT, HE 3aXBaThIBasl €r0 JIMYHYIO
MOITHCH.

28. TekcT gokymeHTa 0(hopMIIseTCsl B BUJIE aHKETHI, AUArpaMMbl, TaOJIHUIIbI, CBI3HOTO TEKCTa
WM COYETaHUs yKa3aHHBIX QopM.

29. B ciydae, ecinu JOKYMEHT COJIEP>KUT MYHKTHI, TO MIyHKTHI B JOKYMEHTE PacloiaratoTcs B
JIOTUYECKOM TMOCIIEeI0BATEIbHOCTH, C YYETOM XPOHOJIOTHH 3TaloOB pelleHus Bompoca. biuskue
[0 COAEP)KAHUIO MYHKThl 3HAYUTEIBHBIX 1O O0bEMY JOKYMEHTOB OOBEIMHSIOTCS B TJIaBHI,
HECKOJIBKO TJIaB - B pa3Jielibl, pa3/ieNbl - B yacTU. B OoybmIMX Mo 00beMy IilaBaX BbIIENAIOTCA
naparpadsl, B pa3ienax - moapa3aeibl.

[TyHKTBI MOTYT OBITH MOAPA3/ICICHBI HA MOAMYHKTHL. BHYTpU MYHKTOB U MOAMYHKTOB MOTYT
OBITh YaCTH, BBIJENsAEMbIE a03alaMu.

[TynkTel, maparpadpl, TJIaBbl, MOAPA3JENbI, Pa3leibl U YacTH JOKYMEHTOB HYMEPYIOTCS
apabckuMu UdpamMu ¢ TOYKOH cienyromum obpasom: 1., 2., 3. u nanee.

Homepa mnoamyHKTOB B MyHKTax oOo03HauaioTcst apaOCKuMU IHdpamMu €O CKOOKOH
crnenyromuM obpazom: 1), 2), 3) u nanee.

Hymepanusi myHKTOB, TJlaB M Ppa3JeliOB SBISETCS CKBO3HOW, IOAMYHKTOB B IIYHKTE,
naparpadoB B IJ1aBe, 1101pa3/ieioB B pa3Jielie - CaMOCTOSTEIbHOM.
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He nomyckaercst o0o3HaueHue ab3aneB qeucaMu UM UHBIMU 3HAKaMH.

30. TekcT AOKyMEHTa MevyaTaeTcs Ha MUILYHIEH MallMHKE 4epe3 IOJITOpa MEXCTPOYHBIX
MHTEpBAJIa WM MPH TOMOUIM YCTPOMCTB KOMIBIOTEPHOW TeXHUKH pazmepom Ne 14 mpudra
Times New Roman (Taiimc Hrto Poman) mnm Arial uepe3 oauH MEXCTpOUYHBIH MHTEpBal. B
OTIENBHBIX CIIydasiX, a Takke Mpu O(GOPMICHUU TaONMHUI, NPUIOKEHUH, OTMETKH 00
UCIIOJIHUTENE, MPUMEYaHUN [OMYCKAeTCsl M3MEHEHHE pa3MepoB IIpUpTa U MEKCTPOUHOTO
UHTEpBaJIa.

[Ipu odopmiieHnn NOKyMEHTa Ha JABYX M 0oJjiee JUCTaX BTOPOH M IOCIEAYIOIINE JIACTHI
HyMmepytotcs. Homepa npocraBisitorest apabckumu 1udpamMu B cepeMHe BEPXHETO OIS JIUCTa
0e3 3HaKOB MPETMHAHUA.

B ormeTke O HanMuMM NOPUIIOKEHUS, HA3BAHHOTO B TEKCTE€ JOKYMEHTA, YKa3bIBAIOTCS
KOJIMYECTBO JIUCTOB, 3K3EMIUISIPOB, SI3bIK UCIOJIHEHMs. B 0TMeTke 0 HaJIWYUK NMPUIIOKEHUS, HE
Ha3BaHHOTO B TEKCTE JOKYMEHTA, JIONOJHUTEIbHO YKa3bIBAE€TCS €r0 HaMMEHOBAaHHE, a TaKkKe
NPy HAJIWYUM JaTa M PErucTpalyoHHbI HoMmep (uHzaekc). Ilpu Hammuum AByx u Oosee
MPWIOKEHUH OHU HyMmepyroTcs. i 3JeKTPOHHOTO JOKYMEHTOO0OpOTa yKa3aHHE KOJIMYECTBa
9K3EMILISIPOB HE TpeOyeTcs.

Ecnu npunosxeHus K JOKyMEHTY COpOIIIOPOBAHBI, yKa3bIBAETCSI KOJMYECTBO IK3EMILISPOB.

Ecnn k nokyMeHTy npuiaraercss Jpyro JOKYMEHT, UMEIOLNN NPUJIOKEHHUE, B OTMETKE O
HaJIMYUU TPUJIOKEHUS YKa3bIBAIOTCSI PEKBU3UTHI ATOTO JJOKYMEHTa U 00111ee KOJIMYECTBO JIMCTOB.
Hanpuwmep, «[Ipunoxenue: nucbMo MuHucTtepeTBa KyabTyphl U criopta Pecniyonuku Kazaxcran
ot 15 okta0ps 2014 roga Ne 3-5/151 u npusnoxeHue Kk HeMy, BCETo Ha 7 JIUCTaX, Ha Ka3aXCKOM
SI3BIKEY.

Ecnu npunoxeHue HampaBisieTcsi HE BCEM ajJpecaTaM, yKa3aHHbIM B JOKYMEHTE, TO B
OTMETKE O €T0 HAJIMYMHU YKA3bIBACTCA KAKOMY aipecaTy HaIPaBJIAETCS IPHIIOKEHUE.

31. [lognuce fOKyMeHTa Ha OyMa)KHOM HOCHTEJIE BKITIOUAET:

1) HauMeHOBaHME JIOJDKHOCTH JIMLA, MOJMMCABIIEr0 JOKYMEHT, O(HIHUaIbHOE
HalMEHOBAHHE CTPYKTYPHOI'O MOJAPA3/AEICHUs UM OpraHu3aluy (€Ciii JOKYMEHT 0(OpMIIEH He
Ha OJ1aHke);

2) IWYHYIO TIOAMKUCH M pacu@POBKY MOANUCH (MHUIIUAT UMEHU U haMUITUs).

JIOKyMEHT IOANMCHIBAETCS CBETOCTOMKMMH 4epHWwIaMu. He pomyckaercs noanucaHue
IIOJUTMHHUKA JIOKYMEHTA [IPOCTaBICHUEM (haKCUMMIIE.

IIpaBo nmoxamucu  JOKYMEHTOB  OpraHU3alUuy  ONPENENACTCI B COOTBETCTBHU  C
3akoHoJaTenbcTBOM PecrmyOnuku KazaxcraH, ydpeanTeslbHBIMM JOKYMEHTAaMH OpraHu3aluH,
pacnopsOUTENbHBIMA ~ JOKYMEHTAMH  PYKOBOIUTENA  OpraHM3alMud O  JIeJIETHpOBaHUU
IIOJIHOMOYUN WM [OBEPEHHOCTSAMM Ha BBINOJHEHHE OINPEICICHHBIX IEHCTBUH OT HMEHU
OpraHu3alyy.

ONEeKTPOHHBIA JOKYMEHT YAOCTOBEpSIETCS OSJICKTPOHHOH LM(POBOM MNOANKMCHIO JIMIIA,
o0ajaromero NOJTHOMOYMSMHU Ha MOIMUCAHNE IAHHOTO JTIOKYMEHTA.

OTnyck AoKyMeHTa (MuchbMa) MOAJSKUT noamnucaHuto. He nomyckaercss 3ameHa OTIycka
JOKyMeHTa (IMcbMa) konuen nfokymeHta. IIpu nmoanucanuu 1okymeHTa IByMs U 0oJiee JIMLaMu
paBHBIX JOJDKHOCTEH MX MOJAMUCH pacloJiaratorcsi B ajndaBUTHOM MOPSAIKE OQHUIMATIBHBIX
HAaMMEHOBaHUH OpraHu3aluil Wi CTPYKTYPHBIX ITOJpa3/IeIeHU.

IIpy mnoanucaHuyM JOKYMEHTa HECKOJIBKUMHU JIOJDKHOCTHBIMM JIMIAMHM MX TOIIHCH
pacrioynaralorcss OJHa MOJ JIPyroil B COOTBETCTBMM C YOBIBaHHEM CIY)XEOHOWH Hepapxuu
JOJKHOCTEN.

B noxyMeHTe, COCTaBIEHHOM KOMMCCHEH, YKa3bIBAIOTCS HE HAaUMEHOBAHUS JOJIKHOCTEU
JIMILL, TOJMHMCHIBABIINX JOKYMEHT, @ UX 00S13aHHOCTU B COCTaBE KOMHUCCHHU.

JIOKyMEHTBI KOJUIETMAJIbHBIX OPraHoB OpraHu3aluu (KOJUIETMH, COBETOB, MAacCIMXaToOB,
MIPaBJICHUI) MTOANKCHIBAIOTCS MPEICEAaTENIeM U ceKpeTapeM (IIpeceaTeabCTBYIOMIUM U JIULIOM,
IIPOBOJMBIINM 3anKch). [IpoTOKOIBI anmapaTHeIX (ONEpaTUBHBIX) COBELIAHUI OpraHU3aluu U €€
CTPYKTYPHBIX MOJPa3AEICHUI MOANUCHIBAIOTCA MPEICEAATENBCTBYIOINUM JTUIIOM.



Ecnu  noipkHOCTHOE JIMIIO, MOAMMCH KOTOPOrO 3aroTOBJIEHa Ha MPOEKTE JOKYMEHTa,
OTCYTCTBYET, TO JIOKyMEHT TMOJJISKHUT TMepeoGOpMIICHHI0O Ha JUIO, HUCHOJHSIONIEE €ro
obs3anHOCTH. He momyckaeTcs moAmucanue JOKyMEHTa C MPEIUIOTOM «3a» WUJIU MPOCTaBICHUEM
KOCOM 4epThl Iepe/i HAMMEHOBAHUEM JIOJKHOCTH.

32. CoryacoBaHue TpOEKTa JOKYMEHTa OQOpMIIIETCS BH30M Ha JOKYMEHTE (BHYTpEHHEE
COrJIacOBAaHME) WJIM TpU(POM COIJacoBaHMs (BHEIIHEE COrJacOBAaHME WJIM COIJIACOBAHUE C
KOHCYJIbTAaTHBHO-COBEIIATCILHBIMA ¥ OOIICCTBEHHBIMM OpraHamMu opraHusamuu). s
AJIEKTPOHHOTO JIOKYMEHTa COTJIACOBAaHUE MPOUCXOIUT TOCPEICTBOM DIIEKTPOHHOU HHUPPOBOH
TIOJIITUCH.

[Ipu BHyTpeHHEM COTJIACOBAHUM JOKYMEHTHI BU3UPYIOTCS UCIOJHUTENIEM (OTBETCTBEHHBIM
WCTIOJHUTEJIEM), PYKOBOJHUTEJIEM €ro MOApa3ACiieHUs, JAPYTUMH 3aUHTEPECOBAHHBIMU
JOJDKHOCTHBIMH JIMIIAMU, 3aMECTHTENIEM PYKOBOJUTEISI OpPraHU3aIMK COTJIACHO PacIpeIeICHUI0
o0s13aHHOCTEH.

Busbl mpocTaBisItOTCS Ha  9K3eMIUIApaX OYMaKHBIX JIOKYMEHTOB, OCTAIOLIUXCS B
OpraHu3aIiy, Ha JIMIIEBOU CTOPOHE HUXE MOAMUCH. [IpoeKThl pacnopsIuTEeIbHBIX JOKYMEHTOB
BHU3UPYIOTCSI HAa TIEPBOM dK3eMIULsipe. JlomyckaeTcss BU3UPOBaHUE MPOEKTOB PACTIOPSIUTEIbHBIX
JOKYMEHTOB Ha 000POTHOM CTOPOHE MOCIEAHETO JIUCTA.

Buza BrirowaeT B ce0s MOANKMCH BU3UPYIOMIETO, JaTy, pacmin@poBKy MOANUCH (MHUIIHAAT
UMEHH, (aMUIIMIO), HAMMEHOBAHWE JIOJDKHOCTH BU3HPYIOIIETO. 3aMedaHus, 0COOble MHEHUS U
JIOTIOJTHEHUSI K TIPOEKTY JOKYMEHTa O(GOpPMIISIOTCS Ha OTIACIHHOM JIUCTE, O Ye€M B IPOEKTE
JIOKYMEHTA CTaBUTCS COOTBETCTBYIOIIAsT OTMETKA.

Bremnee cormacoBanue AokyMeHTa odopmisieTcss TpudOM COTJIACOBAHUS, KOTOPBIi

pacroiaraeTcs B JICBOM HIDKHEM YIJIy TOCJEIHETO JHUCTa JOKYMEHTa M COCTOMT W3 CJIOBa
«COI''TACOBAHO», («COI''TACOBAHY»), a Taxke HaWMEHOBaHMs JOJDKHOCTH JIUIA, C
KOTOpPBIM COTJIACOBBIBAeTCSl JOKYMEHT (BKJIIoYasi HaWMEHOBaHHE OpraHMu3aluu), JHUYHOU
TIOJITUCH U €€ paciupoBKH (MHALIMAT UMEHHU U (haMUJIUs ), JaThl COTIIACOBAHUS.
Cm.: Omeem Munucmpa xyremypsl u cnopma PK om 19 mapma 2019 200a na eonpoc om 15
mapma 2019 eooa Ne 540752 (dialog.egov.kz) «Kacamenvno pasvsacuenus nopm Illpasun
OOKYMEHMUpOBaHus, ynpasieHuss OOKyMeHmayueu u UCNONb308AHUS CUCMEM 2NeKMPOHHO20
OOKYMEHmMo0oO0poma 6 20Cy0apCmeeHHbIX U He20CYO0apCmMEEeHHbIX OP2AHUIAYUAXY

[Ipn cormacoBaHuM AOKyMEHTa IBYMsI M Oojiee JUIAMU DPABHBIX JOJDKHOCTEH TIpU(bI
COTJIACOBAHMUS PACIOJIAraloTCsl HAa OJHOM YpOBHE B al(aBUTHOM TMOPAIKE OQHUIMATBHBIX
HavMEHOBaHUM opraHuzauui. [lpyu coryiacoBaHMM JOKyMEHTa HECKOJBKMMH JOKHOCTHBIMU
TuamMu Tpudbl COTJIaCOBaHMS PACIOJIaraloTCsl B COOTBETCTBUU C YOBIBAaHHEM CITYKEOHOM
HepapxXuu JOJIKHOCTEH.

Ecnu cornacoBanue OCyIIEeCTBIISIETCS TUCBMOM, IPOTOKOJIOM WJIM JAPYTUM JIOKYMEHTOM, TO
B rpude coriacoBaHusl yKa3bIBalOTCS BHUJ JOKYMEHTa B TBOPUTEIHHOM Majie’ke, HAaMEHOBaHUE
OpraHM3aliy B POJUTEIBHOM aJIeXke, 1aTa U HoMep (MHAEKC) JOKYMEHTA.

Buemnee cornacoBaHue JOKyMEHTa ¢ HECKOJIBKUMH OpPraHu3alusMu 0QpopMIIIeTCs JTUCTOM
corjacoBaHus Mo (popme corjaacHO NPUIOKEHHUIO 5 K HacTtosumM [IpaBunam.

33. I'pud yrBepkIeHUS TOKYMEHTa pacroJiaraeTcs B MPaBOM BEpXHEM YIIIy MEPBOTO JHCTA
JOKyMEHTa 1 0(hOPMIISIETCSI CTPOUYHBIMH OyKBaMHU.

[Ipu yTBepkaE€HUU TOKYMEHTAa KOHKPETHBIM JOJDKHOCTHBIM JIMIIOM TpU( YTBEPKIACHUS
COCTOUT M3 cienyrouux 31emMeHToB: cioBo «YTBEPXIAK)», HanMmeHOBaHUE IOKHOCTH,
MOAMKCH, pacuIn(ppoBKa MOAMUCH U 1aTa YTBEPKICHUS.

[Ipu yTBepkJIeHUU TOKYMEHTa IBYMs W Oojee JUIIAaMH pPAaBHBIX JIOJDKHOCTEH Tpudbl
YTBEPXKACHUS pACIONAraloTCs Ha OJHOM YpOBHE B al(aBUTHOM TMOPSAIKE HAMMEHOBaHUM
OpraHu3arui.

[Ipu yTBep>)AeHUM JOKYMEHTA MOCTAHOBICHUEM, PEIICHUEM, TPHUKA30M, IPOTOKOJIOM T'pUd
yrBepxkaeHus cocrout u3 cinoa «YTBEPX/IEH» («YTBEPXJIEHA», «YTBEPX/IEHO»,
«YTBEPX/IEHbBI»), Buna pacnopsauTelbHOTO TOKyMEHTa B TBOPUTEIBHOM MAJEKe, €ro JaThl
1 HOMEpa.
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34. Pezosronysi pacrojiaraercsi B BEpXHEM 4acTH MEpBOro JIMCTa JOKYMEHTa Ha CBOOOJIHOM
OT TEKCTa MecTe. B cocTaB pe3oronuu BXOIIT HHUITHA(BI) UMEHU U (paMuITusi(¥) UCTIOTHUTEIIS
(ucnonHUTENEHN), COAEpKAHUE MOPYYEHUs (NOPYUYEHMI), CPOK HCIOJHEHMs], MOJAIUCH aBTOpa
PE30IIIOIMHU U AaTa.

HormyckaeTcsi oopMIIeHUE PE30JIIONUKA Ha OTIENbHOM OnaHke ((uIke) ¢ ykazaHHEM IO
MOATMKCHIO JINI[A, HAJIOKUBIIETO PE30JIIOLUI0, BXOASIEr0 PErUCTPALlMOHHOTO HOMepa (MHIEKca),
JaThl MOCTYIUIEHUSI U OTMETKU O PEKBU3UTAX JOKYMEHTa, K KOTOPOMY OTHOCHUTCS PE30JIOLUS
(aBTOp, UCXOAAIIUN HOMED U JaTa AOKyMeHTa). [lopydyeHus B Buae pe30stoLuii, HalpaBiisieMble
B JIpyT€ OpraHu3aluu, perucTpupyorces ciayxooi J10Y.

Ha noxymenTax, He TpeOyIOIMX JOMOIHUTEIbHBIX YKa3aHUH NPeaIUChIBAEMbIX JEHCTBUI U
MMEIOLUX YCTAaHOBJICHHBIE CPOKM HCIOJHEHMs, B PE30JIIOLMU YKa3bIBAIOTCS HMCIIOJHUTEID,
MOAINKCH aBTOPA PE30JIIOIUY, JIaTa.

B cnywasx, korja mopydeHue aaercss ABYM U Oojsiee JMIlaM, OCHOBHBIM HCIIOJTHUTEIEM
SBJIIETCA JIMIO, yKa3aHHOE€ B TMOPYYEHUM IEPBbIM, €CIM HHOE HE YCTAaHOBJIEHO B CaMoOu
PE30ITIOIHH.

35. OrMmeTka O KOHTPOJE 3a HCIOJHEHHEM JOKyMEeHTa 0003HadaeTcs CIIOBaMHU WIIU
mramnamu «bakputay», «bakpulayFa aiblHIBD» M TPOCTaBISETCS B BEpPXHEH JIEBOM dYacTu
MIEpPBOTo JUCTA JOKYMEHTA 3a IpeielaMi TEKCTOBOTO MOJISL.

36. Jlna 3aBepeHHs COOTBETCTBUS KONMHMHM JOKYMEHTAa NOJJIMHHHUKY HH)XXE PpEKBU3NUTA
«[logmuce» mpocraBnsATcs 3aBepuTenbHas Haanuch «Komust BepHa» (0e3 KaBbIYEK),
HaUMEHOBaHHE JIOJDKHOCTU JIMIlA, 3aBEPHBILErO KOIMHWIO, JUYHAs MOAMMCH, paciindpoBka
noAnucy (MHUIMAT UMEHM W (paMuius) MOJANUCABILEro, OTTUCK IeYaTH OpraHu3aunuu (mpu
HaJIM4Yun), 1aTa 3aBEPEHMUSL.

37. BymaxHasg KONHS DJIEKTPOHHOTO JIOKYMEHTa 3aBEpsAETCS C yKa3aHWEM Ha TO, 4YTO
UCXOJHBIM JIOKyMEHTOM SIBJISICTCA D3JEKTPOHHBIM JOKYMEHT M IIOJY4EH IOJIOKUTEIIbHBIN
pe3yabTaT MpoLEeAyphbl MPOBEPKU NIEKTPOHHON HUGPPOBOW MOAMUCH JIUIIA, YIOCTOBEPUBLIETO
NIEKTPOHHBIA JOKyMeHT. [lyi1 3aBepeHHs KONMMU HIIEKTPOHHOIO JOKYMEHTa Ha OyMa)XHOM
HOCHTEJIE U HaHECEHUs! HHPOPMALIUHU O pe3yibTaTe MPOBEPKH IEKTPOHHOM 1M(pPOBOI noanucu
HCIIOJNIB3YETCsl IITaMIl (TPEYroJbHOW (OPMBI) C TEKCTOM «* * * DNIeKTPOHIBIK KYXKaTTBhIH
KelllipMecl  AypbIC.» (ONpeneNneH TMOJOKUTENbHBIH  pe3yabTaT MpOLENypbl MPOBEPKU
3JIEKTPOHHON LM(POBOM MOANUCH) U yKa3aHMEM IOJIeH I KOJIMYECTBA JIMCTOB M IMOANUCH
3aBEpPSIOILEro JIMLA.

38. DieKkTpoHHAas KOMUs JOKYMEHTA 3aBEPACTCS:

1) ucnonHuTeneM - B ciydae BIIOKEHMs JOTOJIHUTENIBHBIX JOKYMEHTOB Ha OyMa)KHOM
HOCHTEJIE IIPU CO3JaHUU IPOEKTA IEKTPOHHOIO JOKYMEHTA;

2) COTPYAHUKOM THOJpa3JeNeHHUs] JOKYMEHTAMOHHOIO O00ecreueHHsl rocyaapCTBEHHOIO
Oprasa - Ipy perucTpaluuy J0KyMEeHTa, OCTYIHUBILErO TOJIbKO Ha OyMa)KHOM HOCHUTEIIE.

[TotHOMOUMsAMU Ha 3aBepeHHEe OYMa)KHOW KOIUM 3JIEKTPOHHOTO JOKYMEHTa, CO3/IaHHOTO
nocpenctBoM CO/I, 061anatoT COTPYIHUKH MOAPA3/AEIeHUs TOKYMEHTAllMOHHOTO o0ecreueHus
roCyJapCTBEHHOTO OpraHa 1 oneparopa MouThl.

bymakHas Konus 37€KTPOHHOTO IOKYMEHTA COJIEPKUT:

1) TeKCT JOKYMEHTa;

2) o0s13aTenbHY0 OTMETKY «Komus 37eKTPOHHOTO JOKYMEHTa» C OTPaKEHHEM PE3yJIbTaToB
IPOLETypbl TPOBEPKH NEKTPOHHON IIU(PPOBON NOANUCH JIUIA, YIOCTOBEPUBIIETO IEKTPOHHBIN
JOKYMEHT;

3) HauMeHOBaHKE UH(POPMAITMOHHON CUCTEMBI, U3 KOTOPOH OH MOJYYEH;

4) naty co3ganusi OyMa)KHOM KOTIHU;

5) mTaMn ¢ TekcToM «* * * DIeKTPOHIBIK KYKaTTBhIH KellipMeci Jyphic.» (OorpeneseH
MOJIOKUTENBHBIA  Pe3yabTaT MPOLEAYpbl NPOBEPKU 3JIEKTPOHHOM LM(POBOM MOANHUCH),
KOJIMYECTBO JIUCTOB U MOJIIUCH 3aBEPUTEIISL.

39. OTmeTka 00 UCTONHUTENE JOKYMEHTa BKIIIOYAaeT COKpaIleHHOe cloBO «Vci.y», nHuIman
UMEHH ¥ (aMHUIIMIO UCHOJIHUTENS JOKyMEHTa, HOMEp ero TejaedoHa, B TOM YHCIIe BHYTPEHHETO,



ajipeca 3JCKTPOHHOUW MOYTHI (MIPU HATWUYMM) W PACIOaraeTcs Ha JUIEBOW WM OOOPOTHOM
CTOPOHE MOCIIETHETO JINCTA JOKYMEHTA B JIEBOM HH)KHEM YTIIy.

40. OtMeTKa 00 MCHIOJTHEHUH JOKYMEHTA M HalpaBJICHUM €ro B JIEJI0 BKIIOYAET CCHUIKY Ha
HOMEp M JaTy JOKYMEHTa, CBUACTEIILCTBYIOUIYI0O 00 HCHOJIHEHUH (IIPU OTCYTCTBHUH TaKOTO
JIOKYMEHTa - KpaTKuE CBEIeHHMS 00 MCIONHEHHH), clioBa «B nmemo», Homep nena, B KOTOPOM
Oy/eT XpaHUTHCS TOKYMEHT.

OTmeTka 00 MCTIOJTHEHUH TOKYMEHTA 1 HAIPaBJICHUH €T0 B JIETIO MPOCTABIISACTCS Ha HIDKHEM
T0JIE JIMIIEBOIM CTOPOHBI MIEPBOTO JIUCTA JOKYMEHTA, KOTOPBIN MOAMMCHIBACTCS MUCTIOIHUTEIIEM C
yKa3aHHEM JaThl HallPaBIICHHS B JETIO.

41. UnenTrduKaTopoM 3JIEKTPOHHONW KOTMH AOKyMEHTa Ha OyMa)KHOM HOCHTENE SBISICTCS
oTMeTKa (KOJIOHTHUTYII), COAep)Kamas Ha3BaHHE W BEPCHIO MPOTPAMMHOIO OOecredeHus], Mpu
MOMOIIIA KOTOPOTO CO3JIaH JIOKYMEHT, MPOCTaBIisieMasi Ha JIMIIEBOM CTOPOHE KaXIOTO JIMCTa
JTOKYMEHTA.

42. OTMeTKa O MOCTYIUIEHUH JIOKYMEHTa B OpPraHU3alUI0 MPOCTABIISETCS B IIPAaBOM HUKHEM
YTy JIMIEBOM CTOPOHBI IEPBOTO JIUCTA TOKYMEHTA U COJIEPKHUT MOPSIKOBBI HOMEP BXOISIIETO
JOKYMEHTA U J1aTy MOCTYIUIEHUs (IpU HEOOXOJUMOCTH - Yachl 1 MUHYTHI).

B nynxm 43 enecenvt usmenenus 6 coomeememeuu ¢ nocmanosienuem Ilpasumenvcmea PK om
30.11.20 2. Ne 809 (cm. cmap. peo.)

43. DNeKTpOHHBIN JOKYMEHT COCTOUT U3 JABYX YACTEH: COAECPKATEIBHON U PEKBU3UTHOM.

ConepxaTenpHasi 4acTh DJIEKTPOHHOTO TOKYMEHTa COCTOHMT W3 OJHOTO WJIM HECKOJIBKHX
(aiinoB B ciemyromux popmarax:

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

2) RTF, DOCX - TekcToBbIii (hopmar;

3) XLS, XLSX - rabnuunsiii popmar;

4) PPT, PPTX - mpe3cHTAIHH;

5) RAR, ZIP - apxuBupoBaHHbIii (hopmar.

ConepxarenbHass 4acTh mNpoekToB akToB Ilpesummenta PecmyOmuku Kazaxcram B COJ]
dhopmupyetcst Tonbko B hopmate PDF.

CopepxarenpHasi YacTh AIEKTPOHHOTO JOKYMEHTAa UMEET CIIEIYIOIINE PEKBUBHUTHI:

1) odunmanbHOe HAMMEHOBAHUE OPraHU3alluy OTIIPABUTEIIS;

2) cmpaBouYHbIe JaHHbIE 00 opranuzanuu (POpUAUYecKuid anpec, TenedoH, ¢dakc,
ANIEKTPOHHBINA aJpec opraHu3anuu (Ipy HATUYUK));

3) HauMeHOBaHME BUJIA TIOKYMEHTA;

4) cchUIKY Ha PErUCTPALIMOHHBIN HOMEP U JIaTy BXOJSIIEr0 JOKYMEHTA;

5) MECTO COCTaBJICHUS WM U3JaHUS TOKYMEHTA;

6) ampecar;

7) rpu¢ yTBEepKAEHUS JOKYMEHTA (TpY HAJIMYHH);

8) 3aroJ0BOK K TEKCTY (IIPH HATUYHH);

9) TeKCT AJOKYMEHTa;

10) otmetrky o0 wucnonnutene (damunuss u TenedoH HCHONHUTENS) (B OpraHax
HalMoOHaNbHOUM Oe3omacHocTu PecnyOnuku Kaszaxctan ykasbiBaloTCs HHHUIMAIBI U TelaeoH
WCIIOJIHUTES);

11) snexTpoHHYI0 U(PPOBYIO MOIMHCH.

PexBH3HUTHAs 4acTh 3JIEKTPOHHOTO JOKYMEHTa (OPMUPYETCS MOCPEICTBOM COCTaBJICHUS
3JIEKTPOHHOW PETrUCTpalMOHHONM KOHTpoJbHOM Kaprouku (mamee - OPKK), B kotopoii
UCTIOJIb3YIOTCS CIIEAYIOIINE PEKBU3UTHI:

1) HauMeHOBaHKE BUJIA TIOKYMEHTA;

2) perucTpaioHHbIi HOMEp JOKYMEHTA;

3) UHIEKC HOMEHKJIATypbl JE;

4) Ha3BaHHME W BepCUs IMPOrPAaMMHOTO OOeCledYeHHs, MpPH IOMOIIM KOTOPOro CO3IaH
JOKYMEHT;

5) anexkTpoHHas nuudpoBas MOAMNKCH;
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6) xapakTep BOMIpoOCa;

7) KOJIMYECTBO JIMCTOB OCHOBHOT'O JIOKYMEHTA U IIPUJIOKEHUI;

8) HaMMEHOBaHHME TOCYJapCTBEHHOIro oprasa-ajapecara (B Komurere HanmoHambHOU
6ezonmacHoctn PecnyOonmukm KazaxcraH HauMMEHOBaHMSA TMOJPA3/EICHUN YKa3bIBAIOTCS B
COOTBETCTBUU C KOJaMH, 3a UCKIIIOUEHUEM TEPPUTOPUAIIBHBIX OPIaHOB);

9) HaumMeHOBaHME JOJDKHOCTH ajpecaTa (Mpu HATU4UHN);

10) dbamunus agpecaTa (MIpU HATUYHH);

11) damumus wucnosHuTeNss (B OpraHax HAIMOHAIBHOW Oe3omacHocTH PecmyOmuku
Kazaxcran yka3pIBalOTCsI MHUIIMAIIBI UCTIOTHUTEIS ),

12) Homep TenedoHa UCTIOTHUTEIIS,

13) oT™MeTKa 0 KOHTPOJIE;

14) orMeTka 00 UCHIOJTHEHUH JIOKYMEHTA U HalpaBJICHUHU €0 B JEJI0;

15) oTMeTKa O HaJIMYMU WM OTCYTCTBUU IMOJJIMHHHKA OyMa)XHOTO JIOKyMEHTa, OyMaXHOU
KOIHUU 3JIEKTPOHHOTO JIOKYMEHTA.

Hcnonb3oBaHue [OMOMHUTENBHBIX PEKBU3UTOB OINPEIENSeTCs B 3aBUCUMOCTH OT BHJA
JIOKYMEHTa B COOTBETCTBUU ¢ HacTosuMmu [IpaBunamu.

44. Tlpm oOMeHe »>JIEKTPOHHBIMM JIOKyMEHTAaMU MEXAY OpraHu3alusMH I[epedyeHb
00s3aTeNbHBIX PEKBU3UTOB U TOPSAIOK HCIOJB30BaHUS DJIEKTPOHHOM LH(POBONH mOIMUCH
AJIEKTPOHHOTO IOKYMEHTA YCTAHABJIMBAIOTCS MMCbMEHHBIMU (DOpMaMH CIIETOK B COOTBETCTBHH C
I'paxxnanckum xonexcom Pecryonmukm Kazaxcran ot 27 aexabps 1994 roma, coGmroneHuem
HopMm 3akona PecnyOnuku Kazaxcran ot 7 saBaps 2003 roma «O0 37€KTpOHHOM JTOKYMEHTE U
ANIEKTPOHHOU 1T POBOM noanucH», Hactosumu [IpaBunamu.

45. DIeKTpOHHBIE JOKYMEHTbl Ha XpaHEHUE IMEPENarTCs COIIAaCHO TIOCYAapCTBEHHOMY
craugapty CT PK «VYmpasienue noxkymentamnueii. @opmar ¢GailioB 3JIEKTPOHHBIX TOKYMEHTOB
st gonrocpouyroro xpanerus. Yacts 1. Mcnosas3oBanue PDF 1.4 (PDF/A-1)».

IHaparpad 3. IloaroroBka u opopMiieHue NPUKA30B

B nynkm 46 enecenvl usmenenus 6 coomgeemcemeuu ¢ nocmarnosnenuem llpasumenvcmea PK om
30.11.20 2. Ne 809 (cm. cmap. peo.)

46. IlpukazamMu opOpMIISIFOTCST pelIeHHs PAaBOBOTO XapaKTepa, a TaKKe M0 ONEpPaTUBHbIM,
OpraHU3al[MOHHBIM, KaJPOBBIM M JIPYTMM BOIpOCaM AESITEIbHOCTH OpraHu3aluu Mo ¢gopmam
COTJIACHO IpUJIOXKeHUsIM 6-7 K HacTosuM [IpaBunam.

PexBu3utamu npukasa sBISIFOTCS:

1) wusoOpaxenue [ocymapctBennoro I'epba PecnyOonuku Kazaxcran wunu 5MOIeMBl,
JIOTOTHIIA, TOBAPHOTO 3HAaKa (3HaKa OOCIYKHMBaHHS) C yueTOM TpeOoBaHWUU NYHKTOB 16, 17
Hactosiux [Ipasun;

2) odunuanbHOE HAMMEHOBAHUE OPraHU3allNu;

3) HauMeHOBaHKE BUJIA TIOKYMEHTA;

4) nara npukasa;

5) perucTpalMoHHbII HOMEp MPUKA3a;

6) MecTo M3/IaHus pUKa3a;

7) 3aroJIoBOK K TEKCTY;

8) Tekcr;

9) moamnuce;

10) oTMeTKa O COTTIaCOBaHMU MPUKA3a;

11) oTTHCK N€YaTH OpraHu3alui.

[IpoexThl TpHKA30B TOTOBSAT W BHOCAT CTPYKTYpHBIC TMOJpa3/ieleHuss Ha OCHOBaHUH
MOPYYEHUN PYKOBOJAWTENSI OpraHU3aIlUH, €ro 3aMecTUTEeNs TUOO0 B MHUIIMATHBHOM TMOPSIKE.
[TpoexTsl TpHUKa30B MO KaJIpOBBIM BOMPOCAM TOTOBUT KaJapoBas CIyk0a B COOTBETCTBUU C
TPYAOBBIM 3aKOHOAaTeNbCTBOM PecryOnuku Kazaxcras.
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[IpoexkTsl NpHUKa30B M TMPWIOKEHUST K HUM BHU3UPYIOTCS MCIIOJHHUTEIEM M €ro
HENOCPEJCTBEHHBIMU M KYPUPYIOIIMMHM pPYKOBOJIUTENISMH, a TaKKE PYKOBOAUTEISIMHU
CTPYKTYPHBIX MOJpa3feiieHuil, KOTOPbIM B NPOEKTE INpUKa3a MPEAyCMaTPUBAIOTCS 3aJaHUS U
MIOPYUYEHUs1, KOMIIETEHIIMIO KOTOPBIX 3aTparuBaroT BOIPOCHL, YKa3aHHBIE B IIPOEKTE.

Bo3paxenus 1mo mnpoekTy IpHKa3a, BO3HUKAIOUIUME IPU COIJACOBAHMUH, W3JIaraloTcsl B
CIpaBKe, KOTOpas Ipujaraercs K npoekry. Eciu B mpouecce coriacoBaHus B MPOEKT IpUKas3a
BHOCSITCS. M3MEHEHMsI MPUHLMIIMAILHOTO XapakTepa, TO OH JopaldaThlBaeTCcs M IMPOXOJIUT
IIOBTOPHOE COTJIaCOBAaHUE.

[Ipuka3bl rocynapcTBEHHBIX OpPraHOB pa3paldaThIBAlOTCSI M NPUHHUMAIOTCA HAa Ka3axCKOM
S3bIKE, IPU HEOOXOAMMOCTH, MX pa3padOTKa MOXKET BECTUCh HAa PYCCKOM S3BIKE C
o0ecrieyeHreM, 10 BO3MOKHOCTH, TIEPEBOA HA JPYTUe S3bIKU. JIUCTHI IPUKAa30B U NPUIOKEHUH
K HUM HYMEPYIOTCSI CKBO3HOM HyMepaluel B BEpXHEH YacTH Ka)KJ0T0 JINCTA [0 CEPEINHE.

[Ipuka3sel HyMepyrOTCs NOPAIKOBOM HyMepaluen B Npeennax KajleHaapHoro rojaa. [Ipukasbl
10 OCHOBHOM JI€ATEIBHOCTH, TIUYHOMY COCTaBY PETMCTPUPYIOTCS OTJEIBHO B COOTBETCTBYIOIINX
)ypHanax (0azax manubiX). K mopsakoBoMy HOMepy mpHKasa Mo JUYHOMY COCTaBy 4epe3 aeduc
TOOABIISIFOTCS JTUTEPHI <J1/CH» WA «K».

Komnuu npukazoB uin UX pa3MHOKEHHBIE 3K3EMIULSIPHI 3aBEPSIOTCS MEUYaThIO C YKa3aHHEM
JIaThl 3aBEPEHUS U HANPABIIAIOTCA aJpecaTaM B COOTBETCTBUU C yKa3aTeJIeM PacChUIKH, KOTOPBIN
COCTaBJIISI€TCS U MOMHICHIBAETCS UCTIOJIHUTEIIEM.

TexkcT mpukasa CcOCTOMT W3 JBYX 4YacTel: KoOHcTaTupyomeid (mpeamOynbl) U
pacropsAUTENbHOM.

B xoncratupyromelr yactu (mpeamOyre) KpaTKO HW3JIaraloTcs Ied W 3aaadd, (HakTel H
cOOBITHSI, TOCTYKHMBIINE OCHOBAaHHMEM [UIsl W3JaHus npukaza. Eciu mpuxa3z usgaercs Ha
OCHOBAHHUM JIPYroro JOKyMEHTAa, TO B KOHCTAaTHUPYIOLIEH YacTH YKA3bIBAIOTCS HAaUMEHOBAHHE
3TOTO JOKYMEHTA B POJUTEIBLHOM IMAJEXKe, €ro aBTop, 1aTa, HOMEP U 3arojoBok. [Ipu ccpuike Ha
HOPMaTUBHBI IPaBOBOM aKT, 3apETMCTPUPOBAHHBIM B OpraHax FOCTHULIMH, JOMOJIHUTEIBHO
YKa3bIBa€TCs HOMEp, IMOJ KOTOPBIM OH 3aperuCTPUpPOBAH B PEECTPE TIOCYIAPCTBEHHOMU
pPErucTpanii HOPMaTUBHBIX MPABOBBIX AKTOB.

[IpeamGyna B mpoekTtax mnpuka3oB 3aBepmaercs cioBoM «[IPUKA3BIBAIO», koTopoe
MUIIETCS] MPOMMCHBIMU OYKBaMHM, MONYKUPHBIM wIpudToM. He nomyckaercst ero mepeHoc Ha
APYTYIo CTPOKY.

PacnopsaurensHass 4YacTb COAEPKUT NEPEUUCICHUE NPEANHUCHIBAEMBIX JIEUCTBUU C
yYKa3aHUEM HCHOJHUTENs KaXJO0ro AeWCTBUA M CpokoB ucnojHeHus. [lpu HeoOxomumoctu
pacnopsauTeNnbHas YacTh ASTUTCS Ha MMyHKTbI, HOJMYHKTHI U a03allbl.

JleicTBHS OTHOPOJAHOTO XapaKTepa MOTYT ObITh MEpEUUCICHbl B OJTHOM IyHKTe. B kauecTBe
WCIIOJHUTENEH YKa3bIBAIOTCS CTPYKTYPHbIE IOJPAa3JEiCHUsI WJIM KOHKPETHBIE JOJDKHOCTHBIE
nuua. CBelleHus O MOApa3IeieHUH WU JIOJDKHOCTHOM JIMIE, HA KOTOPOE BO3JIaraeTcsi KOHTPOJIb
3a UCIOJHEHUEM NIPUKA3a, YKA3bIBAIOTCS B IIOCIEIHEM ITYHKTE PACIOPAIUTEIBHOMN YacTH.

OzHakomiieHHEe pPaOOTHUKOB C MpPHKa3aMU IO KaapOBBIM BOIMPOCAM YIOCTOBEPSETCS
MOANUChI0, (aMunueil W uHULMATaMu pPaOOTHUKOB, MPOCTABISEMBIMH HIDKE PEKBU3UTA
«OTMETKa O COTJIACOBAHUU JOKYMEHTa» WM Ha 000POTHON CTOPOHE IpUKa3a.

B ciyudae, ecnu mpukas JONOJIHSETCA NPUIOKEHUEM, TO BHOCUTCS TEKCT O JIOIOJHEHUH
IIpUKa3za npuiokeHueM. [Ipu ccplike Ha NPUIIOKEHMs YKa3bIBAKOTCSI HOMEpa IPHIIOKEHUH,
IIPUCBaUBAEMBIE B MTOPSIKE YIIOMUHAHUS IIPUIIOKEHUI B TEKCTE aKTa, 3a UCKIIIOUEHUEM CITy4acsB,
KOrJa K TIpuKasy HMeercs oJHO mnpuioxeHue. Ccbulka Ha MNPWIOKEHHE JIOJDKHA
COOTBETCTBOBATh HA3BAHUIO CaMOTO NPUJIOKEHHs. PEKBU3UT «OTMETKA O HAIMYMH IPHUIIOKEHUS
K JJOKYMEHTY» TOCJe TEKCTa MpHKa3a CaMOCTOATEIbHO He 0(hopMIIsieTcs.

Ecnu mpukas, cocrosimuii U3 OgHOTO JucCTa, oopmisieTcs Ha ONaHKe OpraHu3alyd, B
PEKBU3UTE  «IOAINHUCH» HE YyKa3bplBaeTCAd IIOJHOE€ HAMMEHOBAaHME JIOJDKHOCTH  JIMILIA,
MOANHCHIBAIOIIETO TOKYMEHT.

B coBMecTHBIX mpHKa3zax yKa3blBalOTCS MOJHOE HaWMMEHOBAaHUE JIOJDKHOCTEH, GpaMuius u
MHULMAJIBI COBMECTHO MOANMCHIBAIONINX JIMII.



IHaparpad¢ 4. Ilopsaaok noAroTOBKU U 0)OPMIIEHUS IPOTOKOJIA

47. IIpoTOKOJN COCTaBIsAETCS HA OCHOBAHMU 3aIIMCEHl, TPOU3BEIEHHBIX BO BPEMsI COBELIAHUS
(3acemanusi, coOpaHuUs), TPEACTABICHHBIX TE3MCOB JIOKIAIOB M BBICTYIUICHHH, CIIPABOK,
MIPOEKTOB PEIICHUH M JPYruX MaTepuaioB 1o (opMe COTIACHO MPHIOKEHHIO 8 K HACTOSIIHM
[IpaBuiam.

[IpoToKOJI, COCTAaBIEHHBIA BHYTPH OpraHM3aldd W HE BBIXOJSAIIMHA 3a €€ MpPEelesbl,
odopmisieTcs He Ha OJaHKe.

PexkBu3utaMu npoToOKoIa SIBISIOTCS:

1) opunmanbHOe HAMMEHOBAHUE OPraHU3alluu U (WIH) CTPYKTYPHOTO MOJpPa3/IeieHHUS;

2) HaUMEHOBaHHWE BUJIA JJOKYMEHTA,

3) narta;

4) peructpallMOHHBI HOMEp MPOTOKOJIA;

5) MecTo u3gaHus MPOTOKOJIA;

6) rpu¢ yrBepkaeHus (B HEKOTOPBIX CIydasixX);

7) 3aroJI0BOK IIPOTOKOJIA,

8) Tekcr;

9) moamucse.

[IpoTokosibl 0hopMIISIOTCS B OJHOM UM KpaTKOH dopMme.

TeKCT mMoJTHOro MPOTOKOJIAa COCTOUT M3 JBYX YacTEi: BBOJHOW U OCHOBHOM.

B BBOAHOI yacTH mocie 3arojoBKa MPOTOKOJIA YKA3bIBAIOTCS: MHUITHAIBI UMEH U (aMUITHI
npeacenarens (MpeaceaTeNIbCTBYIOMIET0) ©  CEKpeTapsl 3acemanus (CoOpaHmMs), CITHUCOK
MPUCYTCTBOBABIINX (€CIM KOJMYECTBO MPHUCYTCTBOBABIIMX MpeBblmaeT 10 uyenoBek, CIHUCOK
MPUCYTCTBOBABIINX O(OPMIIIETCS B IPUIIOKEHUHU K IPOTOKOITY).

B mnpotokone 3acenaHusi KOHCYJIbTaTMBHO-COBEIIATEIBHOTO OpraHa IPUCYTCTBOBAaBLINE
YJIeHbl TMEPEUUCISIOTCS MepCcoHANbHO TO (aMuiusam B andaBuTHoM nopsake. Ilociae Hux
3anuchIBalOTCA (aMWIMKM TMPUTJAIIEHHBIX C YKa3aHHMEM WX [OJDKHOCTH U HaMMEHOBAHUS
OpraHu3aluu.

BBonHas yacth 3aKaHYMBAeTCsl MOBECTKON AHS (NEPEeYHEM paccMaTpPUBAEMbBIX BOIPOCOB),
MIEPEYUCIICHHBIX B MOPSAKE MX 3HAYUMOCTU C yKa3aHUEM JOKJIaquuKa (MHUIUAN €ro HMEHH,
dbamunus, MOHKHOCTH) MO KaXJA0MYy HYHKTY MOBecTKH JHs. Kaxkaplii Bolpoc medaraercs C
ab3ara, Hymepyercs apaObckod HH@poil U ero HauMEHOBaHHE HauyMHaeTcs ¢ mpemiora «Oy,
«O0». B cinydae odopmiieHuss moBecTKH AHS MPUIOKEHHEM K MPOTOKOIY, B MPOTOKOJE Mepes
TEKCTOM MPOU3BOAUTCA 3anuch «[loBecTka qHS nmpuiaraeTcs».

OcHOBHas 4acTh MPOTOKOJIA COCTOUT U3 PA3IEJIOB, COOTBETCTBYIOIIMX IYHKTaM IOBECTKU
nua.  Kaxneii  pasmen cocrour w3 Tpex dacted: «CIIVIHAJIM», «BBICTYIIWIN,
«[TOCTAHOBWJIN» («PELLIMNJIN»), koTOpble MeyaTarOTCs OT JIEBOTO IOJI MPOMHUCHBIMH
OyKBaMH.

[IpunHsTOE peleHue meyaTaeTcsl MOJHOCTHIO, NMPU HEOOXOIUMOCTH, MPHUBOJISATCS HTOTH
rOJIOCOBaHUS.

Copnepxanre 0co0Oro MHEHMs, BBICKa3aHHOTO BO BpeMsl OOCYKICHHs, 3allUCBIBAETCS B
TEKCTE MPOTOKOJIA MOCIIE COOTBETCTBYIOIIETO IIOCTAHOBIICHUS (PELICHHS).

B paznene «CIIYIIAJIN» npuBoAATCS MHULMAT UMEHU U (aMUIIUS JOKJIaT4MKa, OCHOBHOE
COJZIep’KaHUE JIOKJIAJ0B U BBICTYIUICHUN MOMENIAETCA B TEKCTE MPOTOKOJA WM IpUJIaraercs K
HEMY, B IIOCIIEJIHEM ClTyyae B TeKCTe 0(opMIIsIeTcsi CHOCKa « TeKCT BBICTYIUIEHUS MPUIIaraeTcs.

B pasnene «CJIYIHAJIM» wn3naraercss TEKCT BBICTYIUIEHMSA. B Hauane Tekcra ¢ HOBOM
CTPOKM B MMEHHUTEIHHOM MaJIe’Ke YKa3bIBAIOTCS MHUIMAT UMEHU U (paMUIIMs BBICTYHAIOIIETO.
3anuce BBICTYIUICHUS OTACNAIOT OT (paMUIMK TUpe. BeicTyruieHne u3naraercs OT TPEThEro JHIa
€IMHCTBEHHOTO 4Mcia. Ecau 3amuch BBICTYIUIEHHMS WJIHM TEKCT JIOKJIaAa o(GopMisIIoTcs B BHE




MPUIIOKEHHS K TIPOTOKOITY, MOcie (GaMUIMK YKa3bIBAETCS «3alKCh BBICTYIUICHUS MTPUIIAraeTCs»,
«Teker nokiiaza npuiaraeTcs».

B paznene «BBICTYIIMJIN» yka3plBalOTCSs HMHULUAIBI MUMEH, (paMuinu, colepKaHue
BBICTYIUICHUM BBICTYNAIOIIUX B TOW IIOCIENOBAaTEIbHOCTH, B KAakKOM OHM IIPO3BYdYaId Ha
3aCEelaHUH.

Bormpochkl Kk JOKJIaquuKy, BBICTYNAIOIIMM M MX OTBETHI NPOTOKOJMPYIOTCS IO MEpe HX
MOCTYIUIEHUSI M 3allUCBIBAIOTCS B TOM K€ IOCIEI0BAaTENbHOCTH, NMpU 3TOM clioBa «Bompocy,
«OTBeT» HE NUIIYTCS, a YKa3blBAIOTCSI MHHUIMAI UMEHU W (aMuwiMs JMLa, OT KOTOpPOTO
MIOCTYIIWJIA BOIIPOC WJIN OTBET.

B pazpgene «IIOCTAHOBW/IN» («PELLMJIN») oTpakaioT HPUHITOE pPEIIEHUE 110
o0cyxaeMoMy BOTIIpOCy. B TocTaHOBIISIONMIEH YacTH MCIIONIB3YIOTCS TIIAroJibl HEONpeAeIeHHON
(bopMBI.

Teker KpaTKoro MpOTOKOJA COCTOMT M3 JIBYX 4YacCTEd: BBOJHOM M OCHOBHOW. Bo BBOJHOM
YacTH MMOBECTKA JHS HE YKa3bIBaeTCs.

OcHOBHasi 4acTb KpaTKOTrO TMPOTOKOJA BKIIOYAeT HAUMEHOBAHMSI pPAcCMaTpPUBAEMbIX
BOIIPOCOB U MPHUHSATHIE TIO HUM PELICHHUSL.

HaumenoBanue Bonpoca HyMmepyercsl U HaunHaeTcs ¢ npeaiora «O», «O0», BHIpaBHUBAETCS
[0 LEHTPY CTPOKH M MOJYEPKUBAETCA OJHOM 4UepTOM HMke mociemaHel crpoku. llox weproit
YKa3bIBAIOTCSA (PaMHIIMU JTOJKHOCTHBIX JIUII, BBICTYIHUBIINX IIPU 00CYK/IEHUU JTAaHHOTO BOIIPOCA.
3aTreM yKa3bIBaeTCsl IPUHATOE [0 BOTIPOCY pPEIICHHUE.

B 3aronoBok mpoTokoja BXOAST yKa3aHUE BUJA KOJUIETHAIBHOM /EATEIbHOCTH U Ha3BaHHE
KOJUIETHAJILHOTO OpraHa B pPOJIUTENIbHOM Tajieke (Hampumep: coOpaHHe COTPYIHUKOB,
3ace/laHue COBETA).

[IpoTokon noamuceiBaeTcss MpeicenaTeIeM U ceKperapeM (NpeacefaTeNIbCTBYIOIUM U
JUIIOM, TMPOBOJAMBIINM 3amuch). Jlaroit mpoTokoyia sBIsSETCS nata 3aceqaHus. Eciu oHO
IIPOJIOJDKAJIOCh HECKOJIBKO JHEH, TO 4Yepe3 THUPE YKA3bIBAKOTCS JaThl HAadaJa M OKOHYAHUSA
3aceaHusl.

IIpoToKoJIaM IPHUCBAMBAIOTCS MOPALKOBBIE HOMEpa B IPElenax EIONPOU3BOJICTBEHHOTO
rojia OTACIBHO MO KAKJOUW TPYIe MPOTOKOJIOB - MPOTOKOJIBI cOOpaHui, 3acelaHuii KOJIJICTHH,
IIPOTOKOJIBI TEXHUYECKUX, HAYYHBIX U KCIEPTHBIX COBETOB U Apyrue. IIpoToKoabl COBMECTHBIX
3acejaHMil MMEIOT COCTaBHBbIE HOMEpa, BKIIIOYAIOUIME IOPSIAKOBBIE HOMEpa IPOTOKOJIOB
OpraHM3anuii, IPUHUMABIINX Y4aCcTUE B 3aCEIaHUM.

Komnunu nmpoToKoJIOB WM NPUHATHIE PEILIECHUS B BUJIE BBIIIMCOK U3 IIPOTOKOJIOB PACCHUIAIOTCS
3aMHTEPECOBAHHBIM OpPraHU3alysAM W JODKHOCTHBIM JIMIIAM B COOTBETCTBHU C yKas3aTelleM
pacChUIKM. YKas3aTelb pacChUIKH, KOTOPBIM YTBEP)KIAETCS PYKOBOIUTENIEM CTPYKTYPHOIO
MIOAPA3JEIICHNs, COCTAaBJIIET M IOJIMCHIBAET OTBETCTBEHHBIM MCIIOJIHUTENbL IOJApa3eieHus,
TOTOBUBLIETO paccMOTpeHue Bompoca. Konmumum NpoTOKOJOB M BBIIHCOK W3 HUX 3aBEPAIOTCA
[Ie4aTh0 OpraHu3aluy (Ipu HAJIUYUH).

ITaparpad 5. Ilopsinok moATOTOBKHU M 0(pOPMIICHHS AKTA

48. ConeprkaHueM akTa siBiIseTcsl MH(GOpMAaIUs, MOATBEPXKAAIoIIasi YCTaHOBJIEHHbIE (DaKTh
Wi coOblTus  (coava-pueMka paloT; mpueM-Tieperaya MaTepUalbHBIX  LIEHHOCTEH,
JOKYMEHTOB; o0cieloBaHle 00bEKTOB Ha MPEAMET MPOTUBOIOKAPHOI 0€30MacHOCTH, YCIOBUM
Tpy/Aa; MUCHBITaHUS (BBOJ B OSKCIUIyaTaluio) oOpaslloB, CHCTEM, TEXHOJIOTMH; BbIIEICHUE K
YHUUYTOKEHHUIO MaTEpUAJIBHBIX LIEHHOCTEH, NOKYMEHTOB; HAapyLIEHUE YCTAaHOBJICHHBIX IPABUI
(TpeOoBaHuMii); paccieqoBaHUs aBapHil, HECUACTHBIX CJIy4aeB; JUKBUIALMS OpraHU3alvu;
BBIMIOJTHEHHBIX PpaboT; OTKa3; OCMOTP; CBEpPKa; IPEIOCTaBICHUE YCIYr H JApyrue). AKT
COCTaBJISIETCS] HECKOJIBKMMHU JIMIIAMH, TIOTBEP K JAIOIIMMU JTAaHHBIN (PaKT.



AxT oopmiisieTcst Ha 6naHKe o popMe COTIACHO NpuiIokeHuio 9 k Hacrosuwm [IpaBunam.
AKT, COCTaBJICHHBIN BHYTPH OpTaHM3allMU M HE BBIXOJSIINI 32 e Ipeaessl, oopMisieTcss He Ha
OnaHke.

PexBu3zuTaMu akrta ABISIOTCS:

1) wm3oOpaxenue ['ocymapctBennoro I'epba PecmyOnmukm KazaxcraH wim SMOJIEMBI,
JIOTOTHIIA, TOBAPHOTO 3HaKa (3HaKa OOCHyKMBaHHSA) C ydyeToM TpeOoBaHUM HyHKTOB 16, 17
Hacrosmux [Ipasui;

2) opunuaibHOC HANMEHOBAHUE OPTraHU3aIlNN;

3) HauMEeHOBaHME BUJIA IOKYMEHTA;

4) nara;

5) perucTpalMoHHbII HOMEp (MHAEKC) aKTa;

6) MecTO MOANUCAHUS aKTa;

7) rpu¢ yrBEepKAeHUS (B HEKOTOPBIX CIydasixX);

8) 3aro0BOK aKTa;

9) Tekcr;

10) noanuce.

TeKCT akTa COCTOUT U3 BBEJCHUS U KOHCTATUPYIOIIEH YacTH.

Bo BBeZieHNHM yKa3bIBaeTCsl OCHOBAHUE JIJISI COCTABIICHUS aKTa, MEPEUHCIISTIOTCS COCTABUTEIH
Y TIPUCYTCTBYIOIINE TIPY ATOM JIHIIA.

KoHcTatupyromas 4acTe akTa COJAEpKHUT CYTh YCTAHOBJICHHBIX (DAKTOB, METOBI, KOTOPBIMA
BeJach MPOBEPKA, €€ Pe3yIbTATHI, a TAK)KE BBIBOIBI, MPEIIOKCHNUS, 3aKITFOUeHIsI KoMuccrnd. [1pn
HE00XOIMMOCTH TEKCT KOHCTATHPYIOIIEH YacTH aKTa JIEIUTCS Ha MyHKTHI.

B KOHIlE KOHCTaTHUPYIOIIEH YacTH YKa3bIBAaIOTCS KOJHYECTBO OJK3EMIUIIPOB aKTa W
MECTOHAXO0XKJCHHE KaXKJI0T0 3K3EMIUIsIpa, mociae ohopMIIsseTcss OTMETKA O HATMYUH MPHIIOKESHUN
K aKTy (€CJIM OHH UMEIOTCH).

B koHI1e KOHCTaTUpYIOMIEH YacTH OQOPMIIAIOTCS OTMETKA O KOJIMUYECTBE SK3EMIUISIPOB aKTa
U MECTOHAXOXKJEHUHU Ka)KJIOTO IK3EMIUISpA, MOCIe - OTMETKA O HAJMYMM MPUIOKEHUH K aKTy
(eci OHU UMEIOTCS).

AKT TOJNMUCHIBACTCS TpeaceqaTeieM | WIeHaMd KOMHCCHMH JIMOO JHIoM (- aMH),
cOoCTaBUBIIUM (- W) akT. PamMWINK, WHUIUAIBI JIML, MOAMNUCHIBAIOUINX aKT, O0(QOPMIISIOTCS B
an(aBUTHOM MOpsAIKE O (HaMUITUU, UX TOJDKHOCTU HE YKa3bIBAIOTCA.

O3HakOMJIeHHE JIMI C AaKTOM MPOM3BOAUTCA TMOJA pochuch. JIuio, HecoriacHoe c
coJiep’)KaHHEM aKTa, MOAMHUCHIBAET €ro ¢ OTOBOPKOM M MpUYMHAMU cBoero Hecorjacus. Ocoboe
MHEHHUE 4JieHa KOMUCCUU O(POPMIISIETCS Ha OTJEIbHOM JIMCTE U MIPHUIIAraeTcs K aKTy.

IMaparpad 6. [lopsiiok MOATOTOBKH ¥ 0(pOPMJIEHUS CTIPABKHU

49. CopepxaHueM CIIpaBKU fABIsAETCS HHoOpMaIys, B KOTOPOW OMUCHIBAIOTCS (HaKThI,
coObITust uaK cBeneHus. CrpaBKy, HAMpaBISEMbIe 3a MPeAesbl OpraHu3allK, COCTABISIOTCS Ha
oOmiem Gnanke. BHyTpeHHss cripaBka opopmiisieTcss Ha Oenbix Juctax Oymaru 0e3 mpUMeHeHUs
OnaHka.

CmpaBka odopmisercs mo ¢opmaMm cornacHo npunoxkenusm 10-11 k  HacToAIM
IIpaBuiam.

PexBu3uTaMu CipaBKH SIBISIOTCS:

1) wuzoOpaxenue [ocymapctBenHoro I'epba Pecnybnuku Kazaxcran wnu 5MOneMsl,
JIOTOTHIIA, TOBAPHOTO 3HaKa (3HaKa OOCTYXWBaHHUs) C ydyeToM TpeOoBaHUi nyHKTOB 16, 17
Hactosiux [Ipasun;

2) odurnmanbHOE HAMMEHOBAHUE OPTraHU3allNN;

3) HauMEeHOBaHUE BUJA JTOKYMEHTA;

4) nara;

5) perucTpanmoHHbIN HOMEp (MHACKC) CIIPaBKH;




6) MecTo U3IaHus;

7) anpecar;

8) 3aroJIOBOK K TEKCTY;

9) Tekcr;

10) moanuce;

11) oTmeTKka 0 corjacoBaHUH (B cliydae HEOOXOIUMOCTH);

12) orTuck nevaru (Ipu HAJIMYUK);

13) ormeTka 00 HCTIOTHUTETIE.

TekcThl crpaBOK, BBIABAEMBIX TPAKIAHAM O TOATBEPKICHUU MecTa pabOThl, JOJDKHOCTH,
3apa0OTHOM TUIATBl M JIPYTUX CBEICHHUH, HAYMHAIOTCS C YKa3aHUS B UMEHHUTEILHOM IaJeiKe
bamuTuM, UMEHH, OTYeCTBa (IIPY HAJMYWH) JIMIA, O KOTOPOM COOOINAOTCS cBeAeHHs. B KoHIe
TEKCTa WJIHM MPABOM BEPXHEM YIITy YKa3bIBACTCS OpraHU3aIlysl, Ky/a MPeICTaBIIsIeTCsl CIpaBKa.

B Tekcre Takoil CHpaBKM HE HUCHOJNB3YIOTCS OOOPOTHI «HACTOSINAs  CIIPaBKay,
«JIEUCTBUTENIHHO MPOKUBAET (YUUTCSI, pabOTaeT)y.

B cmydae, ecnm cmpaBka MOJMIUCHIBAETCS HCIIOJHHUTEIEM, TO PEKBH3HT «OTMETKa 00
WCTIOJTHUTEJIE)» HE YKa3bIBACTCSI.

IMaparpa¢ 7. Ilopsiiok NoAroTOBKU M 0OpMIICHHS MHCbMA

50. Ilucemo odopmisiercs Ha OlaHKe NHCbMa OpraHu3aluuud 1Mo ¢GopMe COTrJacHO
npuiokeHnro 12 x HactosmuM [IpaBuiam U COEPKUAT CIEAYIOINE PEKBU3HUTHI:

1) wuzobpaxenue [ocymapctBenHoro I'epba Pecnybnmukm Kazaxctan wunm 5MOIeMBl,
JIOTOTHIIA, TOBAPHOTO 3HaKa (3HaKa OOCTYKWBaHHS) C ydeToM TpeOoBaHWii IyHKTOB 16, 17
Hactosmux [Ipasui;

2) ounmanbHOEe HAUMEHOBAHKE OPTaHU3AIUH;

3) nmarta;

4) UCXOIAIINI PErUCTPAIIMOHHBIN HOMED (MHEKC) TUChMA;

5) cchlKa Ha perucTpaIMOHHBIM HOMEP U 1aTy BXOJSILEro JOKYMEHTa (€CIH 3TO OTBETHOE);

6) ampecar;

7) 3aroJIOBOK K TEKCTY;

8) Tekcr;

9) oT™MeTKa 0 HAJIMYUH MPHIIOKECHHUS,

10) moamuce;

11) oTmMeTKa 0 corjacoBaHUH (B Cliydae HEOOXOIUMOCTH);

12) ormeTKa 00 UCIIOTHUTEIIE.

CnyxeOHble NMHUCHbMA, TOJNHCHIBAEMBbIE PYKOBOAUTEISIMH JBYX M OoJiee OpraHHu3alui,
opopmisitorcsi Ha Jsmcre Oymaru Qopmata A4. Ilpu 3ToM JaHHBIE O HAUMEHOBAHUU
OpraHu3alii, MOJNUCABIINX MUCHMO, BKIIOYAIOTCS B HAUMEHOBAaHUE JOJDKHOCTH B PEKBHU3UTE
«TIOATHCH.

OTMETKH O COrJacoBaHUU MUChMa MPOCTABIISIOTCS Ha OTITYCKE MHUChMA.

TekcT mucbMa MMeeT OJIHY WM JBE CMBICIOBBIE YacTH. [IMcbMO, cocTosiinee W3 OJHOM
4acTh, - OTO TMpockba Oe3 TMOsACHEHWs, HamoMUHaHue Oe3 mpeaMOynbl, cooOlieHue O0e3
OCHOBaHHUSI.

Ecnu Texer muceMa COCTOUT M3 4YacTe KOHCTATUPYIOLIEW M 3aKIFOUYUTEIBbHOW, B NEPBOM
YacTHU U3NIAraroTcs NMpUYMHA, OCHOBAHUE WM 0OOCHOBAHME COCTABJICHMS MUChMA, MPUBOJSATCS
CCBUIKM Ha JIOKYMEHTBI, SIBISIONIMECS OCHOBAaHMEM IMIOATOTOBKM IHCHbMa, BO BTOpPOU -
MTOMEIIAI0TCS BBIBOJIBI, MMPEATIOKEHUS, TPOCHOBI, peIICHUSI.

OOpaTHble KOHCTPYKIIMM TEKCTa (3aKIIOUEHHE - KOHCTATalus) BO3MOXKHBI B IMHChMax-
OTKa3ax.

B nucbMax ucmonb3yroT cienyromue GopmMbl U3MOKEHUS:




1) oT mepBOro JuIa MHOYKECTBEHHOTO 4YHcCia (HalpUMEp: «IPOCUM IPEJOCTaBUTHY,
«HampasisgeM Bam»);

2) OT HEepBOro JMIla E€IMHCTBEHHOI'O 4YHCla (HalpuMeEp: «IpoIly BbBICIATBY, «CUUTAIO
HEOO0XOIUMBIM»);

3) OT TpeTbero JuIa €AMHCTBEHHOIO YUCIIa (HaIpUMEP: «MUHUCTEPCTBO HE BO3PAKAET).

I'nasa 3. HOpﬂ)IOK YiupaBJjgcHusd )IOKyMeHTaIII/Iei/JI, opranmsanusi IlOKyMCHTOOﬁOpOTa B
roCy1apCTBCHHBIX H HEIrOCYAAPCTBCHHBIX OPraHu3anusx

IMaparpad¢ 1. Ilopsok 06padoTKH BXOAAIIUX JOKYMEHTOB

51. JlokyMmMeHTBI, NOCTyNaloIllde B OpraHu3alyio, HPOXOJAT MEPBUYHYIO 00paboTKy,
MIpeIBAPUTENILHOE PACCMOTPEHHUE, PETUCTPALINIO, PACCMOTPEHNE PYKOBOACTBOM U JJOCTABJISIOTCS
WCTIOJTHUTEISIM.

52. Ilpuem, mnepBuyHas 00pabOTKa JOKYMEHTOB U NPEIBAPUTEIILHOE PAaCCMOTPEHHE
OCYIIECTBJISIOTCS IIEHTPATU30BaHHO ciyx00it JJOY.

53. IlepBuunasi 0OpaboTKa BXOISIIUX JOKYMEHTOB 3aKIFOUAETCS B MPOBEPKE MPABMILHOCTH
JIOCTaBKH TI0 HA3HAYEHUIO, [IETTIOCTHOCTH YITAKOBKHU W BIIOKEHUH, PuKcanuu (akTa MOCTYTUICHHS
JOKYMEHTOB B OpTaHU3AIMIO U TTOJATOTOBKE MX K TIepeiadye Mo Ha3HAYCHHIO.

[Ipu oOHapy>KeHNH HEKOMIUIEKTHOCTH WJIA TTOBPEXKICHUS IOKYMEHTA Ha HHUYKHEM TIOJIe €ro
nocnenaero gucta B PK® mpocTaBisoTCS COOTBETCTBYIOUIME OTMETKH M COCTABIISIETCS aKT
MPOU3BOJBHON (GOpMBI B Tpex dK3emiuisipax. OAauH SK3EeMIUIAp HAMpaBIsSeTCS OTIPABUTEINIO,
BTOpO# octaercs B ciyxxoe JIOY, TpeTuit mepeaaeTcst HCIOIHUTEIIO TOKYMEHTA.

KonBepTbl HE YHHYTOXKAlOTCA B CIy4asX, KOIZAa TOJIBKO IO HUM ONPENEISAIOTCS aapec
OTIPABUTEINS], 1AaThl OTIPABKU U IMOJIY4YEHHUS JOKYMEHTA, a TaKK€ MPU MOCTYIUICHUU JUYHBIX
JOKYMEHTOB.

KonBeptol ¢ momeTkol «JImuHO» 0€3 BCKpBITHA TepenaloTcs Mo HazHadeHuto. OmmboYHO
JOCTaBJIEHHAs! KOPPECIIOHACHIMS BO3BPAILIAETCS B [IOYTOBOE OTACIICHHE.

54. Ilpu npeaBapUTEIBHOM PACCMOTPEHUN AOKYMEHTOB IMPOM3BOJAUTCS COPTUPOBKA MX Ha
peructpupyemMble U Hepeructpupyemble. llepeueHb  HeperucTpupyembiX JOKYMEHTOB
paspabaThIBaeTCsl Ha OCHOBE MPUMEPHOTO MEPEUHs JOKYMEHTOB, HE MOJIEKAIIUX PETUCTPALIUN
B cayx0e JIOY, cormacHo mnpunoxenuto 13 k HacrosmuMm I[lpaBunmam, u yTBEep)KIaeTcs
PYKOBOJUTENEM OPraHU3aLUN.

Hepeructpupyemble  JOKYMEHTBI NEPENAIOTCS B COOTBETCTBYIOUIUME CTPYKTYpPHBIE
MOJPA3ACIICHUs] OPraHU3aLUN.

55. Peructpupyembie JOKyYMEHTbl Tnociie ux peructpauuu B PK® mnepenatorcs Ha
paccMOTpeHre PYKOBOJICTBY OPTaHU3AIMY WU CTPYKTYPHOMY MOAPA3ICICHUIO (IOJKHOCTHOMY
JUILY) 7151 IPUHSTUS PEIICHUS.

IIpu  Oe3oTiaraTelbHOM  HCIOJIHEHUHM  MOCTYNMBIIETO  JOKyMEHTa  JOIYyCKaeTcs
03HAaKOMJIEHUE HUCIOJHUTENS C €r0 COJAEpPKAHUEM J0 PACCMOTPEHMS JOKYMEHTa PYKOBOICTBOM
OpraHu3aiuu (CTPYKTYpHOTO MOpPa3/ICICHHUS).

56. OOpameHuss (U3NYECKUX U IOPUIUYECKUX JIUIl YYUTHIBAIOTCS I[EHTPAIU30BAHHO H
peructpupyiorcsi B PK® B neHb uX MOCTYIUIEHHsS] B OpPraHH3alUIO0 OTAEIBHO OT OOIINX
JOKYMEHTOB B MOPSAKE, YCTAHOBJIEHHOM TOCYIapCTBEHHBIM OpPraHOM, OCYIIECTBIISIIOLIUM B
mpeJienax CBOei KOMIETEHIIUN CTaTUCTUYECKYIO IeATEIbHOCTh B 00JIaCTH MPaBOBOM CTaTUCTUKH
U CIIELUAJIBHBIX YYETOB.

57. llpu npeaBapuTeIbHOM PACCMOTPEHUU MOCTYIUBILINE JIOKYMEHTBHI paclpelenstoTcs Ha
TpeOyromue 005S3aTeNbHOTO PACCMOTPEHHsT PYKOBOJCTBOM OpraHU3allid M HE TpeOyromue
atoro. JIOKyMeHTHI, He TpeOylompe 00s3aTeNbHOTO PACCMOTPEHHSI  PYKOBOJCTBOM,
HaIpaBJISIIOTCSl HEMOCPEACTBEHHO B CTPYKTYpPHbIE MOJPA3JCICHHUs] WM OTBETCTBEHHBIM
HCTIOJTHUTEISIM.




I[Ipu HeoOxomuMocTH Oe30TIaraTeIbHOTO HUCIOJIHEHUS TOCTYIHMBILEIO JOKYMEHTa
JIOTIYCKAeTCsl O3HAKOMJIEHHUE MCIOJHUTENS C €ro COJAEPKAHUEM JI0 PACCMOTPEHHUs JOKYMEHTa
PYKOBOJICTBOM OpraHU3aluu (CTPYKTYPHOTO MOApa3ieicHus).

58. IlpenBapuTesibHOE PACCMOTPEHUE JOKYMEHTOB OCYILECTBISETCS MCXOJS U3 OLIEHKH HX
COJIEp’KaHUsl, AaBTOPCTBA, CJIOKHOCTU M HOBHM3HBI IIOCTABJIEHHBIX BOIPOCOB HAa OCHOBaHUU
YCTaHOBJIEHHOTO B OpraHU3alluyu pacipeieneHus 00a3aHHOCTEN.

59. O6s13aTeTbHOMY PACCMOTPEHUIO PYKOBOJACTBOM IOJIEKAT IOKYMEHTBI, MOCTYIUBIINE U3
Anvmunucrpanuu Ilpesunenra PecnyOnuku Kaszaxcran, [lapmamenta PecnyOnmku Kaszaxcraw,
Kannenspun Ilpembep-Munnctpa PecnyOmmku Kazaxcran, IeHTpadbHBIX W MECTHBIX
rOCy/lapCTBEHHBIX OpPraHOB, BBIIIECTOSIIENH OpraHu3anuu, oOpamieHus (QU3HYECKUX U
IOPUANYECKUX JIULL.

60. JlokyMeHTBI, pAacCMOTPEHHbIE PYKOBOACTBOM  OpraHu3alMu  (CTPyKTYpPHOTO
nojapaszenenus), Bo3Bpamatorcss B cayx0y JOVY, rme B PK® BHocsaTcs coxaepxkaHus
PE30ITIOIHIA, a JOKYMEHTHI IEPEJatoTCsl UCTIOIHUTENSIM 0] POCIHCH.

JIOKyMEHT, UCIOJIHEHHE KOTOPOro BO3JIOKEHO Ha MOJBEAOMCTBEHHBIE (- YIO) OpraHu3aluu
(- ¥0) WM HECKOJILKO CTPYKTYPHBIX TOJApa3IelICHHH, EPEIacTCsl UM OJJHOBPEMEHHO B KOIHUSX C
cootBeTcTByrOIIE oTMeTkoM B PK®. [lo/uIMHHUK mepenaeTcsl MCIOJIHUTENI0, YKa3aHHOMY B
PE30JTIOINH TTEPBBIM.

[locTynuBiine TtenerpaMmbl NPUHMMAIOTCS TOJ PACIHMCKY C TPOCTaBICHHWEM JaThl H
BpEMEHHU TpUEMa, PETUCTPUPYIOTCSA, a 3aTeM IepelaloTcs Ha pacCMOTPEHHE PYKOBOJICTBY M
HCIIOJIHEHUE.

Texct mnoctynuBmed TenedOHOrpaMMbl 3alUChIBAaeTCsl  (IedaTaeTcsl) IOJIydaTeseM,
pPErUCTPUPYETCS U OTIEPATUBHO MEPEAAETCS PYKOBOAUTENIO, KOTOPOMY OHA aJIpecoBaHa.

I[Ipu mpueme TenedoHOrpaMMbl  OGOPMIISIIOTCSL  CIEAYIOIIME  PEKBU3HUTHI:  TEKCT,
OTIpaBUTENb, HAUMEHOBAHWE BHUAA IOKYMEHTa, JaTa, HOMEp, HaWMEHOBaHHE JIOJLKHOCTH,
WHULMAT WMEHU M (aMuims nuna, MOANUCaBIIEro J0KyMeHT. Kpome Toro, ykasbIBaroTcs
JOJKHOCTH M (paMUIIMU JIML, TepefaBIIuX M MPUHSABLIMX Telie(OHOTpamMMy, 4achl U MUHYTHI
npreMa-rnepeiadm.

61. IIpu pemenun BornpocoB 6€3 COCTaBICHUS JOTMOIHUTEIbHBIX JOKYMEHTOB UCIIOJHUTEND
nenaer oTMeTKu Ha JokymeHTe u PK® o marax mocrtyrienus (eciu oOpa3oBajicsi MHTEpBal
BpEMEHU MEXJIy TMOCTYIJICHUEM JOKYMEHTa U €ro JOCTaBKOW HCIIOJIHUTENI0), JaTax
MIPOMEXYTOUYHOTO HCIOIHEHHUs (3alpoC CBEACHUM, Tele(OHHbIE IEPEroBOPhl U APYrUe), 1aTe u
pe3ylbTaTaX OKOHYATEIbHOTO UCIIOJIHEHUSI.

62. IIpu mocTyrmieHuH 3JIeKTPOHHOTO JOKyMeHTa ciy:k6oit JIOY mpoBoauTcst mpouesypa
MIPOBEPKU TOJJIMHHOCTU AJIEKTPOHHONW HU(POBON MOMAMUCHU C HUCHOJIB30BAHUEM OTKPBHITOTO
KII0Ya DJIEKTPOHHOM 1U(POBONH TMOANKUCH U  CPEICTB  KpUNTOrpapUuecKod  3alluThl
uH(poOpMalLIUY, PeaTU3yIIIUX Mpolecc (GOPMHUPOBAHHS U MPOBEPKHU AIEKTPOHHOU HU(pOBOH
noAnucu (CpeacTBa AIEKTPOHHON IUGPOBOM MOAMUCH), a TaKXKe MPOIICANINX MPOUEAYPY
MOATBEPK/ICHUSI COOTBETCTBHUS B TMOPSAJKE, YCTAHOBIEHHOM 3aKOHOJATEIbCTBOM PecmyOnuku
Kazaxcran B 001acTH TEXHUYECKOTO PETryIUPOBAHHUS.

63. B cmyyae BBISBICHHS HECOOTBETCTBHS JIIEKTPOHHON IM(POBOM MOAMUCH TOCTE
MIPOBEACHUS TPOLEAYPhl MPOBEPKH HIEKTPOHHOM LU(PPOBONW MOAMUCH C MCIOJIb30BaHUEM
CPEACTB HJIEKTPOHHON HM(POBON moanmucH (Hanee - OTPULATEIbHBIA pe3yiabTaT MPOBEPKH
MOJUTMHHOCTH  3JIEKTPOHHOM IM(PPOBON MOANUCH), HIEKTPOHHBIM JOKYMEHT CUMTaeTCs
HEIOJIyYEHHBIM, O Y€M I[OJIydaTellb JJIEKTPOHHOIO JOKYMEHTa HAaIpaBJIsET YBEIOMIICHHE-
KBUTAHIIMIO, SIBJISIOLIEECS 2JIEKTPOHHBIM JOKYMEHTOM C OTMETKOM «HE MPUHATO», MOANMCAHHOE
cotpynHukoM cayx0bl IOV, ¢ ykazaHMeM NPUYMHBI HETIOMYYEeHUs JOKYMEHTA.

[Ipu momyyeHuH MOATBEPKACHUS (YCTAHOBIIEHUS) MOJIMHHOCTH 3JIEKTPOHHOU IU(POBOH
MOJIMUCH C HCIIOJIb30BAaHUEM CPEACTB AJIEKTPOHHON LM(POBOI MOAMUCH IMOCHE MPOBEICHUS
IpOIelypbl MPOBEPKU MIEKTPOHHOU HU(POBOM moamucu (Aajnee - MOJOKHUTEIbHBIN pe3yabTar
NPOBEPKH MOJUIMHHOCTH, OSJICKTPOHHON LU(POBOM NOAMMCH), DIEKTPOHHBIH JOKYMEHT
MOISKHUT MEPBUYHOM 00paboTKe.



64. IlepBuunas 06paboTKa MEKTPOHHOTO JOKYMEHTA BKJIIOUAET MTPOBEPKY:

1) nelicTBUTENFHOCTH PErHUCTPALMOHHBIX CBHICTENBCTB SJICKTPOHHOM H(PPOBOI MOANNUCH U
OTKPBITOTO KJII0Ya 3JEKTPOHHON HU(PPOBONH TMOIMHUCH, C HCIOJB30BAaHHEM KOTOPOTO OBbLI
YJIOCTOBEPEH JIEKTPOHHBIN TIOKYMEHT;

2) BCEX PEKBU3UTOB 3JIEKTPOHHOTO JOKYMEHTA;

3) mosHOMOYMI CTaTyca BCEX JIUI], C MCIOJIb30BAHWEM 3JICKTPOHHOU IU(PPOBON MOANUCH
KOTOPBIX YIOCTOBEPEH 3JIEKTPOHHBIN JOKYMEHT.

65. Peructpanus dJIEKTPOHHOTO JOKymMeHTa ciayx0oit JIOY ocymectBisieTrcss mnpu
YCTAaHOBJICHUU MPUHAJICKHOCTU 3JIEKTPOHHOTO JOKYMEHTa OTIPaBUTEN0 U LEJIOCTHOCTU
COJIEp)KaHUsl IyTEM MPOBEACHUS HPOLEAYpPbl NMPOBEPKU 3IEKTPOHHOW LU(PPOBON MOANHUCH U
MIOJIyYEHUSI TIOJIOKUTENBHOTO pe3yjbTaTa IPOBEPKU 3NEKTPOHHOH HHU(POBON MOANKUCH
JOJDKHOCTHOTO — JIMIIA TOCYJapCTBEHHOTO oOpraHa (OpraHM3aliM), HCIOJIb30BaHHON Mpu
YIOCTOBEPEHUH 3JIEKTPOHHBIX JOKYMEHTOB, U3/1aBa€MbIX UM B IIPEJIENIax €ro MOJHOMOYHUH.

66. Peructpupyemoie nokymeHTsl nociie ux perucrpaiuu B PK® u OPKK nepenatorcs na
paccMOTpeHUe PyKOBOJICTBY OPTaHU3AMU WU CTPYKTYPHOMY MOAPA3JIEIECHUIO (JOJKHOCTHOMY
JIUILY) 7Sl IPUHATUS PELIEHUsI.

[Ipu HeoOxomuMocTH O€30TNIaraTeJIbHOTO  WCIIOJTHEHUS TMOCTYMHBIIETO JOKYMEHTa
JIOTIYCKAeTCsl O3HAKOMJIEHHE HCIOJHUTENSI C €ro COJAEpKaHUEM JI0 PACCMOTPEHHUs JOKYMEHTa
PYKOBOJICTBOM OpraHu3aluy (CTPYKTYPHOTO NOJIpa3AeICHUS).

67. Ilpu TOCTYIUICHMH BXOJAIIETO JOKYMEHTA, HAMpPaBICHHOTO TOJHKO Ha OyMa)XKHOM
HocuTene, ydacTHUK COJ] BOCHpOU3BOAUT B 3IEKTPOHHO-IU(POBYIO (opmy (CKaHHpYET)
MOCTYNMUBIITNN JOKYMEHT M BCE€ €ro MPHJIOKEHHUS B OJUH AJICKTPOHHBIA (aitn ogHoro dhopmara
(27IEKTPOHHOTO IOKYMEHTA, yIOCTOBEPEHHOIO AJIEKTPOHHON IIU(PPOBOIl MOAMHCHIO).

68. Ilosydenue u peructpanus dIEKTPOHHOTO JOKyMEHTa noarBepxkaatorcs B COJl myrem
nepeaavyn OTHPABUTENI YBEIOMJICHUSA-KBUTAHLIMU - 3JIEKTPOHHOIO JTOKYMEHTA, COJEepKallei
JaHHbBIE O (PaKTUUYECKOM TOCTaBKE U CIEAYIOIINEe OTMETKH (J1ajee - yBeJOMJICHHEe-KBUTAHIIHS):

1) nanusle 00 OTIpaBUTENE YBEJOMIICHUA-KBUTAHLINN;

2) naty, BpeMms OJIy4€HHUs AIEKTPOHHOTO JOKYMEHTA;

3) maTy perucTpaliid W PETUCTPAIMOHHBIM HOMEp, NpucBOeHHBIM B COJ] momyuarens
3IEKTPOHHOTO JIOKYMEHTA;

4) 37eKTPOHHYIO HU(PPOBYIO NOAMUCEH COTpyaHUKa ciyx0bl IOY rocymapcTBeHHOTO opraHa
(opranuzanuu) - noyydatesns (Iociie perucTpalry 3IEKTPOHHOTO JOKYMEHTA);

5) naHHble 00 OTBETCTBEHHOM HCIIOJIHUTEIE TOCYAAPCTBEHHOTO OpraHa (OpraHH3aluH)-
MOJTy4aTeis.

lNocynapctBenHblit opran (opraHu3anusi) - MoJydareidb oOecrnedyuBaeT aKTYalbHOCTh U
JOCTOBEPHOCTH IaHHBIX 00 OTBETCTBEHHOM UCIIOJIHUTEINE AIEKTPOHHOTO JOKYMEHTA.

69. DneKTpOHHBIA JOKYMEHT CUMTAETCSI HE JOCTABJICHHBIM IOJIY4YaTeNo, €ClIM OTIIPABUTEIb
HE MOJIY4YHJI YBEJOMJIEHUS-KBUTAHIIUU O MOJIYYEHUH JIEKTPOHHOIO JOKYMEHTA.

70. Ecnu yBeIOMJICHHE-KBUTAHLMS HE TOJYYEHO OTIPABUTEIEM B TEUYEHHE OJHOIO
paboyero aHA TMOCJE OTHPABKH 3JIEKTPOHHOTO JIOKYMEHTa, TO OTHPAaBUTEIb YBEIOMIISET
MoJIyyaTesis 00 OTCYTCTBUU MOATBEPKICHUS MOTYUYSHHSI 3JICKTPOHHOTO JOKYMEHTA MPHU MOMOIIU
WHBIX CPEJCTB CBSI3U.

[Ipu mocrtyruieHnn OyMa)XHOTO JOKYMEHTa, KOTOPBIH yke 3aperucTpupoBaH B ¢opmare
3JIEKTPOHHOTO JIOKYMEHTa M HaXoJauTcst B 00paboTke, cimyx00it IOY Ha Oyma)kHOM JOKYMEHTE
IIPOCTABIISETCS OTMETKA O TMOCTYIUIEHMH JOKyMEHTa. B paHee CO34aHHOM dJIEKTPOHHOMU
PETUCTPAllMOHHOM KapTOYKE JIaHHOTO JOKYMEHTa IPOMU3BOJUTCA OTMETKAa O HaJIU4HUU
OyMa)KHOTO JOKYMEHTA.

71.  JIOKyMEHTBI, pPAacCMOTPEHHBIE  PYKOBOACTBOM  OpraHu3alMd  (CTPYKTYpPHOIO
nojipaszienenus), Bo3ppamatorcs B cinyx0y IOV, rne B PK® u OPKK BHocsTCS conmepkaHus
PE30ITIOIMIA, & JOKYMEHTHI IEPENAIOTCS UCTIOTHUTEISAM.

JIOKyMEHT, MCIIOJIHEHHE KOTOPOTO BO3JIOKEHO Ha I10/IBEJJOMCTBEHHBIE (- YI0) OpTraHU3allH
(- ¥0) ¥ (WIM) HECKOJIBKO CTPYKTYPHBIX MOJpAa3ZeiCHUl, MepeaaeTcs UM OJIHOBPEMEHHO B



Konusx ¢ coorBercTBytomei orMerkoi B PK® u OPKK. IloyinHHUK NepeaeTcss HCIOIHUTEINIO,
YKa3aHHOMY B PE30JIOLIUU NIEPBBIM.

[lepenaua 3neKTPOHHBIX JOKYMEHTOB UCIIOJIHUTENSAM OCyllecTBIsseTcs: nocpeactsoM CO/L.

[locTynuBmie TtenerpaMmbl HOPUHMMAIOTCA I0J PAaclMCKy C IPOCTaBIEHHUEM JAaTbl U
BPEMEHH IIpUEMa, PETUCTPUPYIOTCS, a 3aTeM IEpearoTCsl Ha PacCMOTPEHUE PYKOBOJCTBY U
HCIIOJIHEHUE.

Texct mnoctynuBmedl TeneOHOIpaMMBbl 3alUChIBAeTCsl  (I€4aTaeTcsl) IOJIydaTesleM,
PEruCTpUPYETCS U OIIEPATUBHO MEPEAAETCS PYKOBOAUTENI0, KOTOPOMY OHA aJpecOBaHa.

I[Ipu npueme TenedoHOrpaMMBl  OQOPMIISIOTCS  CIEAYIOIIHE PEKBU3UTHI:  TEKCT,
OTIPaBUTENb, HAUMEHOBAHUWE BUAA JOKYMEHTa, JaTa, HOMEp, HAaWMEHOBaHHUE JIOJLDKHOCTH,
MHULMAT UMEHU U paMuiIus Jula, NoAnucaBuiero Jo0kyMmeHT. Kpome Toro, ykasarh JOJKHOCTH
u (paMunuu ML, NepelaBlIMX M NPUHSBIIMX TeledOHOrpaMMy, Yachl M MUHYTHl NpHeMa-
neperavm.

72. 1lpu peuieHnn BONPOCOB 0€3 COCTAaBIEHUS JIOTOIHUTEIbHBIX JOKYMEHTOB UCIIOJHUTEND
nemaer otMeTku Ha jnokymeHTte U PK® u OPKK: o pare mocrtymnenus (eciau oOpa3oBaics
MHTEpBAJI BPEMEHU MEXKIY MOCTYIJIEHUEM JOKYMEHTa U €ro JIOCTaBKOM HCIIOIHMUTENIO); AaTax
MIPOMEXYTOUYHOT'O MCIOIHEHUS (3aIpoC CBE/IEHUH, TeleQOHHbIE IEPETOBOPHI U JIPYTHE); AaTe U
pe3yibTaTax OKOHYATEIbHOTO UCIIOJIHEHUS.

Bce oTmeTkH Ha TOKyMEHTE pa3MelaloTcsl Ha CBOOOIHBIX OT TEKCTa MECTax.

MMaparpad 2. [lopsinok 00padOTKH UCXOAAIMX TOKYMEHTOB

73. O6paboTKy UCXOIAIINX TOKYMEHTOB OCYIIECTBIIsIET ciyxoa JJOVY.

[Ipu mpueme noOKymMeHTOB st OoTmpaBku ciyx0Oa JIOY mpoBepsieT NpaBUIBHOCTh HUX
opopMIICHHS, HaJIMYW€ U TOJHOTY NPUIIOKEHUHN, YKa3aHHBIX B OCHOBHOM JOKYMEHTE.
HenpasuibHo oopmiieHHBIE JOKYMEHTBI BO3BPAIIAIOTCS] HCTIOTHUTEISM.

74. TlongnucaHHbIe JOKYMEHTBl PETUCTPUPYIOTCS M OTMPABIISIIOTCS ajpecary (aapecaram) B
JIeHb UX MoAnucaHus (YTBEp>KICHUs) WM HE TMO3/IHEE CIEIYIOIEero paboyero JHs, TelerpaMMbl
1 Tenedakchl - He3aMeUTUTENBHO.

B C3J] nomyckaercs aBTOMAaTUYECKOE MPUCBOCHHE PErMCTPALlMOHHOTO HOMEpa U JaThbl
JOKYMEHTA MpHU MOANKUCAHUH IEKTPOHHOTr0 ToKymenTta DIIIL.

75. OpuruHaiabl HUCIOJHEHHBIX OYMa)KHBIX JAOKYMEHTOB BMECTE€ C OTIIYCKOM JIOKyMEHTa
MepelaloTCsl B T€ CTPYKTYPHBIE MOAPA3/ICICHUs WU MOIBEJOMCTBEHHbIE OPraHU3allii, KOTOpbIe
SIBJISITUCH OCHOBHBIMU HCIOJHUTENSIMU U MPOU3BOJAT (OPMUPOBAHUE COOTBETCTBYIOUIUX €I
COTJIACHO HOMEHKJIAType JIeI.

76. Ilepen oOTOpaBKOM SJEKTPOHHOTO JOKYMEHTAa TMPOBEPSIETCS MNPABUIBHOCTH €r0
opopmiieHHs (Hamu4ue O00S3aTeIbHBIX PEKBU3UTOB DJIEKTPOHHOTO JOKYMEHTAa), B TOM YHUCIE
MPOBOJMUTCS ~ TIpoIleAypa MPOBEPKH  ANEKTPOHHOHW  UU(POBONW  MOANMHCH, IPOBEPKU
MOJIOKUTETIFHOTO  pe3ylbTara »dJIEKTPOHHOW IU(PPOBOM TMOAMUCH W  PErHCTPAIMOHHBIX
CBUJICTEIHCTB.

OTBETCTBEHHOCTh 3a COOTBETCTBUE COAEPKAHUS SJIEKTPOHHOTO JOKYMEHTA MOJJIUHHUKY
OyMa)KHOTO JOKYMEHTa HeCeT TOCyIapCTBEHHBIN OpraH (OpraHu3aius) - OTIPaBUTENb.

77. Ecnu 1OKYMEHT, HaIpaBJICHHBIA B IPYT'YI0 OPraHU3AINIo0, JOHKEH ObITh BO3BpAIICH, TO
B MPAaBOM BEpPXHEM YIIIy MEPBOTO JIMCTa JOKYMEHTa Ha OyMa)KHOM HOcHUTEeJe Ha CBOOOJAHOM OT
TEKCTa MO0JIe MPOCTABJISIIOT ITAaMI WX JIEIat0T OMETKY O BO3BpaTe, TAKyIO )K€ MOMETKY JEJIat0T
B PK® u OPKK.

IHaparpad 3. ITopsaaok NpoxoskaeHUs BHYyTPEHHUX JOKYMEHTOB



78. IIpoxokIeHHe BHYTPEHHUX JOKYMEHTOB Ha 3Talax MX HOJATOTOBKH U O(OpPMIICHUS
COOTBCTCTBYCT IMPOXOXKIACHUIO HUCXOOANIUX JOKYMCHTOB, Ha 3Tall€ HUCIOJHCHHA - BXOIAIIUX
JOKYMEHTOB.

79. Ilepemaua BHYTPEHHUX JOKYMEHTOB MEXAY CTPYKTYPHBIMHU IOJApA3/EICHUIMU
OCYIICCTBJIACTCA JOJIDKHOCTHBIMHU JIMamMu, OTBCTCTBCHHBIMH 3a JOKYMCHTAIITMOHHOC
oOecrieyeHne YNpaBICHUS B CTPYKTYPHBIX MOApa3AeieHusX. JlOKyMEHTBHl TepenarTcs ¢
COOTBETCTBYIOLIEH OTMETKOM B PK®.

I[OKYMGHTI)I, CO3OaHHBIC B IPOLECCE NCPCIIUCKU MEKAY UCIIOJTHUTCIbHBIMU OpPraHaMu U UX
MOABCAOMCTBCHHBIMM  OpraHu3alusaMH, a TaKKC MCXKIAY MCIIOJHUTCIIBHBIMU OpraHaMu,
(bl/IHaHCI/IpyCMI)IMI/I U3 MECTHOI'O 6IOI[)K€Ta, HEC BKJIIOYAKOTCAd B COCTaB BHYTPCHHUX JOKYMCHTOB.

IMaparpad¢ 4. Ilopsaok perucTpauuu 10KyMeHTOB

80. Peructparuu nojyiexxar JOKyMEHThI, TpEOyIOLIUe yueTa, UCIIOJHEHHUS U UCIIOJIb30BaHuUs
B UH(OPMALMOHHO-CIIPABOYHBIX LIEJISX.

81. Peructpaiusi JOKyMEHTOB OCYIIECTBIISIETCS IEHTPATN30BaHHO cityx00ii JOY.

82. JIBkeHue JAOKYMEHTOB B OpraHM3allid ¢ MOMEHTa UX CO3/aHus WIM TMOJy4eHUs 10
3aBepUICHUS] UCIIOJIHEHUS, OTHpaBieHus, GOpMHUpOBaHUS Jiela U caud B apXUB OpraHu3aluu
o0pasyeT JOKyMEHTOOOOPOT.

83. O0peM TOKyMEHTOO0OPOTa OTMIPEAEIIACTCS OOIIMM KOJTUYECTBOM BXOJISIINX, UCXOIAIIAX
Y BHYTPEHHHUX JOKYMEHTOB 3a MECSI], KBapTaJ, roJl.

3a eMHUILY yYeTa KOJUYEeCTBA JOKYMEHTOB MPUHUMAETCS caM JIOKyMEHT 0e3 yueTa KOMUH.

84. B opranmzamusax ¢ oO0beMoM Jo0KyMeHTOooOopoTa cBhimie 2000 HOKYMEHTOB B TO[I
JOTIyCKAeTCsl JISIEHTPATM30BaHHAs PErUCTpalus JOKYMEHTOB, MPH KOTOpoi B ciyxbe IOV
PETUCTPUPYIOTCS JTOKYMEHTHI, MOCTYMAlOIIMe Ha pPacCMOTpPEHHE PYKOBOJACTBA OpraHHU3aIUH,
pacnopsauTeNnbHble JOKYMEHTBl OpraHu3aliy, oOpameHuss GU3NYecKuX U IOPUIUYECKUX JIUI,
Mepenucka 3a MOJNUCHI0 PYKOBOJACTBA, B CTPYKTYPHBIX MOJpPA3AEICHUSIX PETUCTPUPYIOTCS
a/JipeCoBaHHbIE JAHHBIM CTPYKTYPHBIM MOIPA3CIICHUSIM JOKYMEHTHI.

JloKkyMeHTBI, TepelaBaeMble WM MPUHUMaeMble MO0 KaHalaM CBS3U, PErHUCTPUPYIOTCS B
ciyx0e JIOY uinu cTpyKTypHBIX TOAPA3ICICHUAX, OCYIIECTBISIONINX UX IpUeM (Iiepenady).

85. Peructpamuss ¥ mnpueM MNOATUHHUKOB OyMa)KHbIX IOKYMEHTOB, OYMa)KHBIX KOMHH
AJIEKTPOHHOTO JIOKYMEHTA, MOCTYMNAloMmuX OT ydyacTHHUKOB CDJI, oCyIIecTBIAIOTCA TOJIBKO MpHU
HAJIMYUU COOTBETCTBYIOUINX AIEKTPOHHBIX TOKYMEHTOB.

86. JIOKyMEHTBl pErucCTpPUpPYIOTCS B OpraHu3allid OJUH pa3: BXOJAUIME - B JCHb
MOCTYIUICHHUS, UCXOSIINE U BHYTPEHHUE - B JICHb MOANKUCAHUSA (YTBEPKICHUS ).

JIoKyMeHTBI, He3aBepLICHHbIE JEIONPOU3BOIACTBOM, WM TPeOYIOIIHE MIUTEIBHOIO CpOKa
WCIIOJIHEHUS, TIEPEPETUCTPALIUU HE MOJIeKAT.

[Ipu mepenave AOKyMeHTa AJsl UCIOJHEHHUs (O3HAKOMIICHHS) W3 OJHOTO TOJpa3/eieHUs B
Jpyroe HOBBIA PETUCTPALIMOHHBIA HOMEp He MpucBamBaercs. Ha HKHEH cTOpoHEe MOCIeIHEero
JUCTa JOKYMEHTa WJIM Ha ero o0opoTHOI cTopoHe, a Takxke B PK® mpocraBnsercs nata (mpu
HE00X0IMMOCTH - BpeMsl) IepelauH.

87. Peructparus BXOAAIINX UITU UCXOSAIINX JOKYMEHTOB-OTBETOB ocyIecTBiusercs B PKD
WHUIMATUBHBIX JTOKYMEHTOB.

Peructpanus McXoAsmux TOKYMEHTOB (MHUIIMATHBHBIX M OTBETHBIX) OCYIIECTBISIETCA B
ennHoM PK® ucxoadmux JOKyMEHTOB.

88. B oprannsaunu npumenstorces caeayromue PKO:

1) xaproyka perucTpamuy BXOISAIIUX JOKYMEHTOB, KapTOUKa PErucTpaliil HCXOMISIINX
JOKYMEHTOB M KapTOYKa PETrHCTpalliii BHYTPEHHUX JOKYMEHTOB 1O ¢opMe COTIIaCHO
npuioxkenuto 14 k Hacrosimum [IpaBunam;




2) SKypHaJd pETHUCTpPAallMd BXOJSIIUX JOKYMEHTOB, JXypPHaJl pErHCTpPAllMd HCXOMSAIINX
JOKYMEHTOB U JKypHaJl pPETUCTpAlliM BHYTPEHHHMX JOKYMEHTOB 10 (opme COriiacHO
npuioxkenuto 15 k Hacrosimum [paBunam.

89. VYcranaBiuBaeTcs CIEAYIOIIMM COCTaB CBEACHUM O JOKYMEHTE, I10JUIeXkKalleM
00s13aTEIbHOM PeTrUCTpaIUu:

1) HaMeHOBaHUE OpraHu3aluu (aBTOpa Wik KOPPECIOHICHTA);

2) HauMEHOBaHME B/ JOKYMEHTA;

3) nara v perucTpalvOHHbIA HOMEp (MHAEKC) MOCTYIHUBIIETO TOKYMEHTA;

4) 3aroJIOBOK K TEKCTY (KpaTKOe CoAepKaHue JOKYMEHTA);

5) pe3omronus (MCIOIHUTENb, COAEP)KAHUE IOPYUYEHUS, aBTOP, J1aTa);

6) CPOK HUCIIOJIHEHUS JOKYMEHTA;

7) MOANKCH UCTIOJTHUTENS O MOJIyYEHUH JIOKYMEHTA;

8) oTMeTKa 00 UCTIOTHEHUH JOKYMEHTA U HAMPABJICHUU €r0 B JIEJNO.

CocraB o00s3aTenbHBIX CBEJIEHUN B 3aBUCMMOCTH OT XapakTepa JOKyMEHTa U 3ajay
WCTIONIb30BaHUsl HMH(GOpMAIMKA TIPH HEOOXOJUMOCTH JOTIOJHSETCS JAPYTMMH CBEICHHUSIMU
(HanmM4KMe TPUIIOKEHUHM, KOJIMYECTBO JIMCTOB, NEPEMEILEHNE JOKYMEHTa BHYTPU OpraHU3allUH,
MEPEHOC CPOKOB HUCTIOTHEHHUS).

90. Hudopmamuss o [OKyMEHTaX, IOJy4eHHass MpPU HX PErucTpanuy, MOCTYNaeT B
MH(OPMALIMOHHO-TIONCKOBYIO ~ CHUCTEMY, KOTOpas BKJIIOYaeT B ce0s KapTOTeKu U
KJIacCU(UKAMOHHBIE CIIPABOYHHKHU.

91. PK® cocTaBisitOT ClIeAYIOIMINE KAPTOTEKHU:

1) mo KoppecnoHAeHTaM;

2) 1o BUAAM JOKYMEHTOB;

3) mo aBTOpaM IOKYMEHTOB;

4) KOHTPOJIHHBIE;

5) koaupUKaIMOHHBIC,

6) o oOpamieHUsIM (PU3UICCKUX U FOPUINISCKHUX JTUIL;

7) mpyrue B 3aBUCUMOCTH OT 33/1a4 TOMCKa HH(OpMAITUH.

92. VYyactaumku C3OJl HUCHOIB3YIOT €IUHYI0 HOPMATHBHO-CIIPABOYHYIO HWH(OpMaIHIO.
PerynupoBanue © U3MEHEHHE HOPMATHUBHO-CIIPABOYHOM  HMH(OpMAIMM, Kacaroulencs
OpraHU3aI[MOHHO-PACTOPATUTENILHON TOKYMEHTAIIUH, OCYHIECTBIISIET YIIOJTHOMOYEHHBII OpraH.

93. Tlons 3amucu 0a3bl JA@HHBIX aBTOMATH3MPOBAHHOW HWH(OPMAIMOHHO-TIOMCKOBOM
CUCTEMbI JOJDKHBI IMOJIHOCTHIO OTBEYATh IMapaMerpaM IOCIEIYIOEro ONepaTUBHOTO MOMCKA
JOKYMEHTOB M KOHTPOJIS 32 UCTIOJTHEHHEM JIOKYMEHTOB.

IMaparpad 5. [lopsiiok McnoIbL30BaHMSI 3JIEKTPOHHOM M(POBOH MoANNCH

94. Vuactouku C3J] oOecneynBarOT NOUIMHHOCT M LEJIOCTHOCTb 3JEKTPOHHBIX
JTOKYMEHTOB ITyTEM:

1) wunTerpupoBanus (compsbkenus) B COJl cpeactB kpunTorpaduyeckoil  3amuThbl
uHbOpMalNHY, pealn3yloluX nporecc (GOPMHUPOBAHUS M MPOBEPKH 3NMEKTPOHHOU IUPPOBOI
NOJANMUCH (CpeACTBa AJIEKTPOHHOM IM(POBON MOANMUCH), a TAaKKE MNPOLIEAIINX HpPOLEIYPY
MOJITBEPXKAECHUS COOTBETCTBUS B IMOPSAIKE, YCTAHOBJIEHHOM 3aKOHOJATeIbCTBOM PecmyOmuku
Kazaxcran B 00J1aCTH TEXHUYECKOTO PeryJTupOBaHMUS;

2) coOuroiIeHNs pa3srpaHUUYeHMs TPaB JOCTYMA K SJEKTPOHHBIM JOKYMEHTaM.

95. Yuactaukam COJl cnenyer:

1) XpaHuTh B TaiiHe CiTy)eOHYI0 HH(OPMAIUIO, CTABIIYIO0 UM U3BECTHOM B mpoliecce paboThl
CO CPEJCTBAMHU KPUIITOrpaduuecKoil 3auThl HHHOPMaIH;

2) XpaHHUTb B TaliHE COJEp)KaHUE 3aKPBITHIX (CEKPETHBIX) KIIOUEH CpeACTB AJIEKTPOHHOU
U poBoii noanKucH (CpeAcTB KpUnTorpaduyeckoi 3amuTsl HHPOPMALUH);



3) obecrieunBaTh COXPAHHOCTb HOCHUTENEH KIFOYeBOH MHPOPMALIUH U IPYTUX TOKYMEHTOB O
KJTIOYax 3JIEKTPOHHOM HU(POBON NOAMKCH, BEIAABAEMBIX C STUMU HOCUTENSIMU HH(OPMAIIHIH;

4) ocylecTBIATh CHHXPOHU3ALMIO BPEMEHN HAa NEPCOHAIBHBIX KOMIIBIOTEPAX C 3TAJIOHHBIM
BpEMEHEM;

5) He OCYIIECTBIATh KCIUTyaTallMi0 IporpamMm (B TOM YHMCIIE - BUPYChI) Ha NEPCOHATBHBIX
KOMIIBIOTEpaX, KOTOpbIE HapyIIaloT (YHKIMOHMPOBAHUE CPEJICTB 3JIEKTPOHHON 1U(ppOoBOI
MOAINNCH, B COOTBETCTBUU C TPEOOBAHMUSIMM IO HCIOJB30BAHUIO CPEJCTB KPUITOrpapuuecKon
3aIuTHl HHpOpMAIUH.

96. Ins odopmiieHUS SIIEKTPOHHBIX JOKYMEHTOB B C3Jl TOCYZapCTBEHHBIX OpPTraHOB
HCIOJIb3YIOTCSL TOJIBKO T€ 3aKpPbIThlE (CEKPETHBIE) KIIIOUM 3JEKTPOHHOM IU(pPOBOM MOANMUCH,
KOTOPBIM COOTBETCTBYIOT OTKPBITBIE KIIOYH D3JEKTPOHHOW HU(POBOH TMOANMCH, HWMEIOIINE
JeMCTBYIOLINE PErUCTPALlMOHHbBIE CBUAETENLCTBA, BbiAaHHbIe Y[ I'O.

97. Tlopsmox mnpuMeHEHHUs 3JIeKTpoHHOU nudpoBoit moamucu B CDOJ] 3akmoudaercs B
CIIETYIOILIEM:

1) dopmupoBaHue HIEKTPOHHON LU(POBONW NOAMMCH Uil MOJAMUCAHUS SJIEKTPOHHOIO
JOKYMEHTA OCYILECTBIISIETCS C UCIIOJIb30BAHUEM:

OJIHOM WJIM HECKOJIBKUX JJIEKTPOHHBIX IU(POBBIX MOAMMCEH JOJHDKHOCTHBIX JIUI]
roCy/lapCTBEHHBIX OPraHOB IPHU yIOCTOBEPEHUH AIEKTPOHHBIX IOKYMEHTOB, U3/1aBa€MbIX UMH B
npeaenax ux MoJIHOMOYH;

OJTHOM DJIEKTPOHHOU U(PPOBOI MOANUCH COTPYIHUKA TOAPA3ACIECHUS JOKYMEHTAIIMOHHOTO
o0ecIeyeHus;

2) dopMupoBaHUE NEKTPOHHON U(PPOBOM MOAMUCH JAOTKHOCTHBIX JIUIL TOCYAAPCTBEHHOTO
opraHa IpHU YJOCTOBEPEHHM JJIEKTPOHHBIX JOKYMEHTOB, H3[aBa€MbIX MMM B Tpejenax Hux
ITOJIHOMOYUI:

JOJDKHOCTHOE JIMIO TOCYAapCTBEHHOIO OpraHa IIpH YAOCTOBEPEHHMH 3JIEKTPOHHBIX
JOKYMEHTOB, HM3/1aBaéMbIX MM B IpEJENax €ro MOJHOMOYMH, yAOCTOBEpSeT (MOANUCHIBAET)
TEKCT JOKyMEHTa (BIIOKEHHBIM (-bie) (ailyibl) 0 €ro perucTpalui ¢ MPUMEHEHHEM
JIEKTPOHHOU 1M(POBOI MmonucH, KoTopas o0ecreunBaeT MOJJIMHHOCTh U LIETOCTHOCTh TEKCTa
JIOKYMEHTa;

(dbopMupoBaHHUE IEKTPOHHON LU(PPOBON MOANMCU JOKHOCTHOIO JIMIA FOCYJapCTBEHHOTO
opraHa Ipu yJOCTOBEPEHHM 3JIEKTPOHHBIX JOKYMEHTOB, H3[aBa€MbIX UM B IIpelelax HX
MIOJIHOMOYUH (TI€pBOH 3/IEKTPOHHON LU(POBOM MOANKUCH) OCYIIECTBISETCA C MCIOJIb30BaHUEM
CPEACTB KpUNTOrpaguuecKor 3aIuThl HHPOPMALMK, PEATU3YIOIIUX MpoLecc GopMUPOBaHUS U
IIPOBEPKH DJIEKTPOHHON IU(PPOBOM HOANMCH (CpeACTBa 3UIEKTPOHHOW LM(POBOM MOANHUCH),
KJIIOYEBOTO HOCHUTENISl HMH(pOpMAlMKU CPEACTB KpHUNTOrpaduyeckoi 3aiiuThl HMHGOpMaLUu U
PETUCTPALIMOHHOIO CBUIETENBCTBA, NOJMy4eHHbIX B Y1 ['O;

3) npuMeHeHue 3JIEKTPOHHOW IUPPOBONH MOANUCH cOTpyaHHMKAa Ciayx0bsl JOY mns
NEPECHIIKHU 3JIEKTPOHHOIO JOKYMEHTa MEXKIY rOCy1apCTBEHHBIMU OpraHaMHU:

JIEKTPOHHOW IU(POBOH HOANMChIO coTpydaHMKa ciayxOel  JIOY  ymocroBepsiercs
(moanuchIBaeTCs) 3JMEKTPOHHAS PErMCTPALMOHHAS KapTodka (yHUKalIbHBIM HAEHTH(UKATOP,
HazHaueHHbId u3 COJl, nata NOKyMEHTa, aBTOp JOKYMEHTa M D3JEKTPOHHBIM JIOKYMEHT,
YJIOCTOBEPEHHBIN EKTPOHHON HHU(POBOI MOAMMUCHIO TOJHKHOCTHOTO JIMIIA TOCYJapCTBEHHOTO
oprasa).

@dopMHUpOBaHUE  BIIEKTPOHHOM  IU(PPOBONH  MOAMUCH  COTPYIHHKA  MOJpa3JesIeHUs
JOKYMEHTAIlMOHHOTO  O0ecCrneyeHHss  OCYIECTBISIETCS € MCIOJb30BaHMEM  CPEICTB
KpUNTOrpaguuecko 3amuThl HHQOPMAIMM, pealU3YIOIUX Mpouecchl (OPMHPOBaHUA U
IIPOBEPKH DJIEKTPOHHON IM(PPOBON moamucu (CpeAcTBa NIEKTPOHHOW LM(POBOM MOANHUCH),
KIIFOUEBOTO HOCUTEIISI U PETUCTPALIMOHHOTO CBUETENLCTBA, MOMy4eHHbIX B YI[ I'O.

IMaparpa¢ 6. O6ecneuenne nugopmannonHoii 6esonacuocTu CI/1



98. NndopmanmonHas 6e30MacHOCTh alMapaTHO-IPOTrPAMMHOTO, TEIEKOMMYHHKAIIMOHHOTO
obecieuenns CDJ] permamMeHTUPYETCS COOTBETCTBYIOUIMMHM HOPMATUBHBIMH IPAaBOBBIMHU
aktamu PecnyOnuku Kazaxcran B o6mactu oOecriedeHuss HHPOPMAITHOHHOM 6€3011aCHOCTH.

®ynkunonupoBanue COJI, equMHON TPaHCIOPTHOM Cpellbl TOCYIAapCTBEHHBIX OpraHos, Y L[
'O, mnepeuens yuactHukOB CDOJI, MX 00S3aHHOCTH, OTBETCTBEHHOCTh OTPEACISAIOTCA U
OCYIIECTBIISIIOTCSI  C  BBINIOJHEHHWEM TpeOoBaHMK WHGOPMAIMOHHOW  0O€30MacHOCTH B
COOTBETCTBUU C JOrOBOPaMHM Ha BBIIOJHEHHUE COBMECTHBIX pabOT M0 00eCreYeHHIo
MH(POPMAIIMOHHON 0E30MaCHOCTH MEXAYy OpraHu3alMeii-3aKa34uKoM, TOCYIapCTBEHHBIMH
OpraHamM¥ 1 SKCIUTyaTHPYIOIIUMHU OpraHu3alisIMHy (OpraHU3alusIMU -UCTIOTHATENSIMH ).

99. CpencrBa KpunTorpaguueckoil 3amuThl HHPOPMAIUH, PEATU3YIONIHE IIPOIECC
(dbopMUpPOBaHHUA M TPOBEPKH 3IEKTPOHHOW IM(PPOBON TMOAMKCH, HCHOIB3YIOTCS B CTPOTOM
COOTBETCTBUH C UX IKCIUTyaTAIIMOHHON JIOKyMEHTAIMEH U MPaBHJIAMH UCTIOIh30BaHUSI.

100. JlokyMeHTBI, coJep Kallie CBEICHHS, COCTABISAIOLINE TOCYAapCTBEHHBIE CEKPEThI, HE
nojJexar npruemy, oopadoTke, XxpaHeHuto u nepegaue yepez COJI.

MMaparpa¢ 7. [lopsiiok KOHTPOJISI UCTIOJTHEHUS JIOKYMEHTOB

101. KoHTposib HUCIIOTHEHHSI JOKYMEHTOB BKJIIOYAET MOCTAHOBKY JOKYMEHTAa Ha KOHTPOJIb,
pEeryJIMpOBaHUE XOJa UCTIOJHEHHUS], CHATHE UCIIOJTHEHHOTO JTIOKYMEHTa ¢ KOHTPOJISI, HapaBJIeHUE
WCTIOJTHEHHOTO JOKYMEHTA B JIEJI0, yUeT, 000O0IIEHIE U aHAN3 X04a U Pe3yIbTaTOB UCIIOJTHEHUS
JTOKYMEHTOB, HH(OOPMHUPOBAHKUE PYKOBOJICTBA O COCTOSTHUH MCTIOJHEHUS TOKyMEHTOB. CBeeHUS
00 WCIONMHEHUH JMOKYMEHTOB, TOMJISKAIIUX KOHTPOII, W OOpameHnii (QU3ndecKux u
FOPUANYECKUX JIUIL 3aMOJTHAIOTCSA COrJIacHO npuiioxkenusM 16 u 17 k HactosmuMm [IpaBunam.

KoHTpoJib HCTIOJIHEHUST TOKYMEHTOB BKJIIOYAET CIACAYIOIIUE TaIlbl:

1) mocTtaHOBKa IOKYMEHTOB Ha KOHTPOJIb;

2) mpoBepKa CBOEBPEMEHHOCTH JIOBEACHUS JOKYMEHTOB JI0 MCIIOJIHUTEIICH;

3) npenBapuTenbHas IPOBEPKa M PEryIMpOBaHUE X0/1a UCTIOTHEHUS,

4) cHATHE TOKYMEHTa C KOHTPOJIS,

5) HampaBJieHHE UCIIOJTHEHHOTO JIOKYMEHTA B JIEJIO;

6) yder, 0000I1IeHIE ¥ aHAJIU3 PE3yIbTaTOB KOHTPOJIS UCIIOJTHEHUS JJOKYMEHTOB;

7) nuHpOpMHUPOBAHHE PYKOBOJICTBA O XOJI€ M Pe3y/IbTaTax UCIIOJHEHUS TIOKYMEHTOB.

102. KoHTpoJ1to noajiexaT BCe 3apeTruCTPUPOBAHHBIE JOKYMEHTHI, TPEOYIONINE UCTIOTHEHUS,
B TOM YHCJIE MPOIUIBIX JIET, KOTOPHIE B CHJIY Pa3JIMYHBIX NMPUYUH HE ObLIA MCIOJHEHBI M HX
HCTIOJIHEHUE MEPEHECEHO Ha TEKYIIUH rojl. B aTux ciaydasx mepeperucrpanusi 10KyMEHTOB HE
npoBoautcs, a B PK® yka3pIiBatOTCsl BHOBb YCTAHOBIIEHHBIE CPOKHU.

IIpasuna oonoanenwvt nynkmom 102-1 6 coomeemcmeuu ¢ nocmanosnenuem Ilpasumenvcmea PK
om 30.11.20 2. Ne 809

102-1. KoHTposib 32 CBOEBPEMEHHOCTHIO M KAuyeCTBOM pealM3allii MyHKTOB MOpy4YEHUI
[Ipesunenta Pecniybnuku Kazaxcran, PykoBoactBa Aamunuctparuu Ilpesunenta PecnyOnuku
Kazaxcran mo uToram peruoHaIbHBIX MOE3J0K, MEXKIYHAPOIHBIX U OOILIECTBEHHO 3HAUMMBIX
MeponpusaTuii, fanHbIX [IpaButenscTBy Pecnybnuku Kazaxcran, opranusanusM, OCyIIecTBIsSET
[IpaButenbcTBo Pecnybnuku Kazaxcran.

103. Axtel u mnopydenus Ilpesunenta PecnyOnmuku Kazaxcran, PykoBojacTBa
Anvmunuctpanuu Ilpesunenta PecnyOnmku KaszaxcTan ¢ ydeTOM YCTaHOBIEHHBIX CPOKOB
WCIIOJTHEHUS CTABATCS Ha CIEAYIOIINE BUAbI KOHTPOJIA:

1) CpouHBIil - C TOMETKAMU: «BEChbMa CPOYHO)» - B TEUCHHE TPeX pabouymnx JHEU, «CPOUHOY,
«YCKOPHUTBY - 10 JECITH pabOUYnX JHEIH;

2) KpaTKOCPOYHBIH - OT IECATH pabOUYUX JHEH 10 OJHOTO MECSIIa;

3) cpeaHECPOYHBI - OT OJJHOTO 10 IIECTH MECSLIEB;

4) NOATOCPOYHBIH - CBBILIE IECTH MECSIIEB.
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Cpoku UCHOJTHEHMS NOPYYEHUH, YCTaHOBJEHHbIE B aKkTax M mnopydyeHusx IIpesmpenra
Pecnyonuku Kazaxcran, Anmunuctpauuu [Ipesunenra Pecnyonuku Kazaxcran, HCUUCISAIOTCS B
pabouux JHAX CO JHS UX NOCTYIUICHUS B OPraHU3ALHUIO.

B cnyyasx, ecny B HIOpYyYEHHUAX HE yKa3aHbl CPOKH, TO OHU MCIOJHAIOTCS B MECSIYHBIA CPOK
c BHeceHueM uHpopMmanuu B aapec [Ipesugentra Pecmybnmuku Kaszaxcran, AQMUHHCTpanuu
[Ipesunenta Pecniyonuku Kazaxcras.

Ilpasuna oononnenwvt nynkmamu 103-1 - 103-9 6 coomeemcmeuu ¢ nocmanosieHuem
Ilpasumenvcmea PK om 30.11.20 2. Ne 809

103-1. CyObexTamu, OCYIIECTBISIOIIMUMU KOHTPOJIb 32 MCIOJIHEHHWEM aKTOB U MOPYYCHHN
[Ipesunenra Pecniybnuku Kazaxcran, PykoBoactsa Anmunucrpanuu Ilpesunenta Pecnybnuku
Kaszaxcran B opranusanusx, sBJISIFOTCS CIEAYIOLIME JOJKHOCTHBIC JIULA!

1) mepBbIii PYKOBOJUTENb OPraHU3allid, KOTOPBIA OCYIIECTBISET oOliee PyKOBOACTBO U
KOHTPOJb 32 CBOEBPEMEHHBIM U  KAUeCTBEHHBIM  HCIIOJIHEHHMEM U  COOJIIOJIEHUEM
WCIIOJIHUTENBCKONW JUCHUIINHBL akToB M mopydeHuid Ilpesmpenra PecnyOnuku Kaszaxcraw,
PykoBoactBa Aamunucrtpanuu Ilpesunenta Pecniyonuku Kaszaxcran;

2) 3aMecTUTeNM [EpPBOrO0 PYKOBOJUTENS OpraHu3alMy, KOTOpble OO0ECIeunBaoT
KaueCTBEHHOE HCIIOJIHEHHEe akToB M mnopydyeHuit Ilpesunenta PecnyOnuku Kasaxcrah,
PykoBoactBa Anmunuctpauuu Ilpesunenta PecnyOnuku Kaszaxcran 1o KypupyeMbIM
HaIpaBJIEHUAM pabOTHI.

VYKa3aHHBIE TOJPKHOCTHBIE JIMIA HECYT MEPCOHAIBHYI0 OTBETCTBEHHOCTh 3 CBOEBPEMEHHOE
U KayeCTBEHHOE HCIOJIHEHHWEe akToB M mnopydeHuit Ilpesunenta PecnyOnmuku Kaszaxcraw,
PykoBoactBa Aamunuctpanuu Ilpesunenta Pecybnuku Kazaxcran.

103-2. OpraHu3anuu-cONCIIONHUTETN aKkToB W mopydeHuit [Ipesumenta PecryOmmkm
Kazaxcran, PykoBoactBa Aamunuctparnuu [Ipesunenta PecnyOonuku Kazaxcran BHOCAT cBou
IIPEUIOKEHUST OpraHU3aliuy, OCYLIECTBIIIOIIEH CBOJ, IIPU HCIOJHEHUHM AKTOB M IOPYYCHHH,
IIOCTABJICHHBIX Ha!

1) cpouHBIil KOHTPOJIb, C IOMETKAMH «BECBMa CPOYHO» B TEUEHHE OJJHOr0 paboyero JHs co
IHSI IOCTYIJIEHUS MOPYYEHHUsI, «CPOUHO», «YCKOPUTBHY» - HE MO3JHEE, YeM 3a TpH pabouux AHA,
€CJIM NHOE HE YCTAaHOBJICHO COOTBETCTBYIOLIMM IOPYYECHUEM;

2) KpaTKOCPOUYHBIH KOHTPOJIb - HE TMO3/(HEE, YEM 3a IATh Pa0OUYMX JHEH 10 YCTaHOBJIEHHOIO
CPOKa HCIIOJIHEHUS, €CIIM MHOE HE YCTAHOBJIEHO COOTBETCTBYIOIUM ITOPYYEHUEM;

3) cpemHECpOYHBIM KOHTPOJIb - HEMO3JHee, dYeM 3a JIeciaTh pabdouux JHEH 10
YCTaHOBJICHHOTO CpOKa HCIIOJIHEHHS, €CJIM HMHOE HE YCTAHOBJICHO COOTBETCTBYIOIIUM
MOPYYCHHUEM;

4) JONATOCPOYHBIN KOHTPOJb - HE II03/JHEEe, 4YeM 3a JABaAnarh pabo4yux MHEH [0

YCTaHOBJICHHOTO CpOKa WCIOJHEHHUS, €CIM HMHO€ HEe YCTaHOBJIEHO COOTBETCTBYIOLIUM
MOPYYECHUEM.

103-3. B cnyuae, ecnu myHKTHl akToB M nopydenuit [Ipesunenra PecryOnuku Kaszaxcran,
PykoBoncta Anmunuctpauuu Ipesunnenra PeciyOnuku Ka3axctan He MOTYT ObITh BBIIIOJIHEHbI
B YCTAHOBJIEHHBI CPOK, TO PYKOBOJWTENIb OPraHMU3aLMM, a B CIydyasX, €ClIM 3aTparuBaroTCs
nosHoMouust IIpaButenscTBa, - mocie cornacoBanus ¢ IIpembep-Munucrpom PecnyGnuku
Kazaxcran (1M1OM, MCHOJHSIOIIKMM €ro OOf3aHHOCTH) WJIM €ro 3aMecTHTE]IeM He MO03/Hee
YCTaHOBJICHHOTO CpOKa BHOCHT NHCbMO B AjaMunuctpainuio IIpesupenta PecnyOmuku
Kazaxcran ¢ ykasaHMeM TEKyHIETO COCTOSIHUS — MCIOJHEHMS, apryMEHTHPOBAaHHBIM
0o00CHOBaHMEM HEOOXOAMMOCTH TMPOJUIEHUS CpOKa MCIIOJHEHHs JIMOO €ero mepeBoja Ha
CPEIHECPOYHBIN WJINM JOJTOCPOYHBIN KOHTpoJb. IIpu 3TOM yKa3bIBarOTCS KOHKDPETHBIM CpPOK
UCIIOJIHEHUS, OTBETCTBEHHBIE IOJUTUYECKHE TOCYJApCTBEHHBIE CIY)KAIlME OpraHu3auu-
UCIIOJIHUTEIIS, & TAKXKE OpraHU3alMi-COUCIIOIHUTENIEN U JOJKHOCTHBIE JIMIA OPraHU3alni.

[To mopyuenusm, ykazanusIM B nyHkre 102-1 Hactostux [IpaBui, koTopble HE MOTYT OBITh
BBINIOJIHEHBI B YCTAHOBJIEHHBIM CpPOK, PYKOBOJWTEIb OPraHU3ALUU-HUCIIOJHUTENSI HE IO3JHEE
YCTaHOBJICHHOTO CpOKa BHOCUT MHUCBMO B ajpec pykoBojctBa [IpaBurennctBa PecmyOmmku
Kazaxcran unu Pykoomutento Kanuemspuu IIpembep-Munuctpa Pecny6nuku Kazaxcran c
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yKa3aHUEM TEKYLIEro COCTOSHUS  HCIOJHEHUS, apryMEHTUPOBAHHBIM  OOOCHOBAaHUEM
HEOOXOAMMOCTH TPOJJICHHUS CPOKa HCIOJHEHHUS OO ero mepeBoja Ha CPEeJHECPOUYHBIN WU
JNONTOCPOYHBIA  KOHTposb.  [IpaButenbctBo  PecnmyOnmukm — Kaszaxcram — yBemomuiser
Anmunuctpanuio Ilpesuaenta PecriyOnuku Kazaxcran o mpuHSATOM MO NHCBMY PEIICHHH HE
MO3/IHEE JIECSITH pab0YNX JHEH.

103-4. IlpoasieHre CpPOKOB UCIOJHEHHUS ITyHKTOB aKTOB M mopydeHuit I[Ipesumenra
Pecnyonmuku Kazaxcran, PykoBoncrBa Anmuuuctpamun Ilpesunenta Pecnyonukm Kazaxcran
b0 WX TepeBOJ] Ha CPEIHECPOUYHBIH WM JIOJTOCPOYHBIA KOHTPOJb, 334 HCKIIOUYEHHEM
nopy4yeHui, ykazanubix B myHkTe 102-1 macrosimux IlpaBumi, nomyckarorcss HE ©oJiee OHOTO
pasza mo pemenuto [Ipesunenra PecnyOmuku Kazaxcran wim PykoBoauTens AIMUHHCTpalUU
[Ipesunenra PecniyOnuku KasaxcraH Ha OCHOBAHMHM SKCIEPTHOTO 3aKIIIOUEHUS! CTPYKTYPHOTO
noapaznenenus Aamunuctpanuu [Ipesunenta Pecniyonuku Kasaxcran.

[Ipoienne CcpoKOB HCIOJHEHUs MOpPY4YEHHH, yka3aHHbIX B myHKTe 102-1 Hacrosmmx
[IpaBun, 1100 X MEpPEeBOJ HA CPEAHECPOUHBIA WIIM OJATOCPOUYHBIA KOHTPOJIb JOIYCKAIOTCS HE
Oosee omHoro pasa 1o pemeHuto [Ipembep-Munuctpa PecnyOnmukm Kaszaxcran wunmu ero
3aMECTHUTES.

103-5. TToBTOpHOE PO IEHUE CPOKA NCTIOTHEHUS ITYHKTOB aKTOB | nopy4deHuit [Ipe3unenra
Pecnyomuku Kazaxcran, PykoBojacrBa Anmunauctpanuu [Ipesuaenra Pecnmyonuku Kazaxcran, 3a
HCKIIFOYEHHEM MOPY4YeHUH, yKa3aHHbIX B IyHKTe 102-1 nactosmmx IIpaBun, pomyckaercs B
UCKIIIOYUTENbHBIX ciydasx 1no pemenuto [Ipesugenta PecnyOnuku Kazaxcran —wunm
PykoBoautens Apmunuctpauuu Ilpesunenta Pecnyonuku Kazaxcran ¢ paccMoTpeHueM
BOIIpOCAa O JAMCLUUIIMHAPHOM  OTBETCTBEHHOCTM OTBETCTBEHHBIX JIOJKHOCTHBIX  JIMIL
OpraHu3arui.

[ToBTOpHOE TPOJICHHUE CPOKOB HWCIIOJIHEHHUS TOPYYEHUH, yKa3aHHbIX B myHKTe 102-1
Hactosmux IIpaBun, nomyckaercs B HCKIIOYMTENBHBIX CiIydasx 1o pemeHuto IIpembep-
Munuctpa PecmyOmuku KazaxcTtan wiam ero 3aMecTHTENsi C PAacCMOTPEHHEM BOIpoca O
JUCLMILUIMHAPHON OTBETCTBEHHOCTH OTBETCTBEHHBIX JOKHOCTHBIX JIML] OPraH U3alHi.

103-6. IlpemnokeHne O TOBTOPHOM TIPOJUICHHMH akTOB © TmopydeHui IIpesuaeHTa
Pecnyonmuku Kazaxcran, PykoBoactsa Anmunuctparuu [Ipesunenra Pecniyonuku Kazaxcran co
CPOKOM HCIIOJHEHMsI CBBINIE TpeX MecsAleB BHOCUTCS B AnMuHucrpanuio llpesunenta
PecnyOonmuku Kazaxcran opraHusalven-uCIOJHUTENEM, a B CIydasX, €CIU 3aTparduBaroTCs
nosHoMouust IlpaButenscrBa Pecnyonuku Kazaxcran, - nocie coriacoBanus c IIpembep-
Munuctpom PecnyOnuku Kazaxcran (JIMIOM, HCIOJNHSAIOUIMM €ro OO0s3aHHOCTH) WU €ro
3aMEeCTHUTENIEM He MO3/HEe NATHAATH pab0unX JHEH 10 NCTEeUSHMsI CPOKA €ro UCHOIHEHUS.

OTBeTCTBEHHOE CTPYKTypHOE moapaszaeneHue AnmuHucrpauuu [Ipesunenta PecrnyOnuku
Kazaxcran He mo3aHee aecsaTH pabouux JHEH ¢ MOMEHTA MOCTYIICHUS JAaHHOTO NpeIokKeHUs
IIPOBOJUT IPOBEPKY II0 BONPOCY BBISICHEHHS IPUYMH HEHUCIOJHEHUS aKTOB U IOPYYEHUN
[Ipesunenta Pecniybnuku Kazaxcran, PykoBoactBa Aamunuctparuu Ilpesunenta PecnyOnuku
KasaxcraH u no ee pe3yjapraTaM TOTOBUT SKCIIEPTHOE 3aKIIIOYCHHUE.

[lonoxeHuss HACTOAIIErO IYHKTAa HE PACHPOCTPAHSIIOTCS Ha IOPY4YEHMs, yKa3aHHbIE B
nyHkre 102-1 macrosmux IIpaBum.

103-7. IlpeanoxeHne 0 MOBTOPHOM NPOJJICHHUU MOPYYEHUH, yKa3aHHBIX B nyHkre 102-1
HacTosiux [IpaBui, co CpPOKOM MCHIOJIHEHMsI CBBILIE TPEX MECALEB BHOCUTCS B aapec
pykoBojactBa IlpaBurensctBa Pecnyonmuku Kaszaxcran wunum  Pykoomurento Kanuemsipuu
IIpembep-Munuctpa PecnyOnukn Kazaxcran opraHuzanueii-uCIONHUTENEM HE T03]Hee
IATHAIATH paboyuX JAHEH /10 UCTEUSHHsI CPOKA UCTIOTHEHHS.

OtBercTBEHHOE  CTpyKTypHOe  mogapasaencHue  Kannemspum — IIpembep-Munncrpa
Pecnybnmuku Kaszaxcran He mo3jaHee AecsiTH paOouux JAHEH ¢ MOMEHTa MOCTYIJICHHS AaHHOTO
IIPEVIOKEHUS IPOBOAUT MPOBEPKY IO BOIIPOCY BBIACHEHUS NMPUYMH HEUCIOJHEHUS MOPYYECHHUS
U TI0 €€ pe3ysbTaTaM FOTOBUT 3KCIIEPTHOE 3aKIIIOUEHUE.

103-8. B ciyuae BHeceHHsI PEATIOKEHNS O MPOJUICHUH CPOKA UCTIOTHEHUS ITYHKTOB aKTOB U
nopydyenuit Ilpesunenra Pecnybmuku Kazaxcran, PykoBoactBa Anmunuctpauuu Ilpesunenra



Pecnyonuku Kazaxcran Oosiee AByX pa3, paccMaTpuBaeTCss BONPOC O HAKa3aHUM MEPBBIX
PYKOBOIUTENEH OPraHU3aLUu.

103-9. IlpomieHue CpoKOB HCIOMHEHHS JHUYHbIX mopydeHuil I[Ipesmmenta PecnyOmuku
Kazaxcran ocymectBusiercs Tosbko [Ipesunentom Pecrybnuku Kasaxcran.

104. Axkter u mopyuenust IlpaBurenbctBa PecnyOmmku Kazaxcran, Ilpembep-Munucrpa
Pecriyonmmku Kazaxcram wim ero 3amectureneii u PykoBomurens Kanmenspuum IIpembep-
Munuctpa Pecniy6nuku Kazaxcran craBarcs Ha CleIylOIINME BUIbl KOHTPOJIS:

1) cpouHBIif KOHTPOJIb C IOMETKAMH «BECbMa CPOYHO» - B TE€YEHHUE OJHOTO paboyvero JHs co
IHS TOCTYIJICHUSI TOPYYCHHUs, «CPOUHO», KYCKOPHUTH)» - HE MO3IHEE, YeM 3a TpH pabouux IHA,
€CJIM HHOE HE YCTAaHOBJIEHO COOTBETCTBYIOIIUM IOPYUYEHUEM;

2) KpaTKOCPOYHbIN KOHTPOJIb, HE TIO3/IHEE, YEM 32 ISATh pabOUYMX JAHEH 10 YCTAaHOBJIEHHOTO
CPOKa HCIIOJIHEHUS, €CJIM MHOE HE YCTAaHOBJIEHO COOTBETCTBYIOLUM MOPYUYEHUEM;

3) cpedaHeCpOYHBIM KOHTpOJIb, HE TIO3HEE, YeM 3a JecATh pabouux JHEH 10
YCTAaHOBJIEHHOTO CpOKa HCIOJIHEHUS, €CIM HHOE€ HE YCTaHOBJIEHO COOTBETCTBYIOIIUM
MOPYYEHUEM;

4) [OATOCPOYHBI KOHTPOJb, HE TO3[HEe, YeM 3a JBajalaTh pabouux JHEH 10
YCTaHOBJIEHHOTO CpOKa MCIOJHEHUs, €CIM HHO€ HE YCTAaHOBJIEHO COOTBETCTBYIOLIUM
MOPYyYEHUEM.

Cpoku uCHOJHEHHsS] TOpPY4YEHH, YCTaHOBJIEHHBIE B akTax W mopydyeHusx IlpaBurtenbcTBa
Peciyommuku Kazaxcran, [Ipembep-Munucrtpa Pecmyonuku Kazaxcran wnm ero 3amecTuTesneil u
PykoBonurenss Kanuenspuu IIpembep-Munuctpa PecnyOmumkm Kazaxcran, ucyucisiorcs B
paboumx AHSX CO THS UX MOCTYIIEHUS! B OpraHU3aIHIo.

B cnyuasix, eciiv B mopy4yeHuUsiX He yKa3aHbl CPOKU, TO OHU HCIIOJHSIOTCS B MECAYHBIA CPOK
¢ BHeceHueM wuHpopmammu B anpec IIpaBurenbctBa PecmyOmuku Kazaxcran, IIpembep-
Munuctpa Pecnyommku Kazaxcran wnm ero 3amectuteneid m PykoBomutens Kanuenspuu
[Ipembep-Munuctpa Pecniyonuku Kazaxcras.

Kontponwsasie mopydenust Ilpesunmenta PecmyOmuku Kazaxcran u  PykoBomurernst
Anvunuctpanuu Ilpesunenta Pecny6nmukn Kazaxcran c¢ pesomornusmu Kk HuM [Ipembep-
Munuctpa Pecnyonuku Kazaxcran, ero 3amectureneit u Pykosoaurens Kanuenspuu I[Ipembep-
Munuctpa PecnyOnuku Kazaxctan HCHONHSIIOTCS OpraHu3anusMu He mosjaHee 20-THEeBHOTO
CpOKa €O JHS MOPYYEHHS, €CIM B MOPYUYEHUSX HE YCTAHOBJICHBI MHbIE CPOKH. OpraHuzauus -
COMCIIOJTHUTENb HAMpPaBJISET CBOIO MH(OPMAIMIO OTBETCTBEHHOW OpraHu3aluu - UCHOJHUTEIIO
HE M03/IHEE, YEM 3a IISATh JHEH 0 UCTEYEHUs1 YCTAHOBIEHHOIO CPOKa.

105. Cpoku HCHOJHEHUS MNPOTOKOJBHBIX IMOPYYEHHUH, COACpPKAIIMXCS B IPOTOKOJAX
3acenannii [IpaButenbctBa PecmyOnmukm Kazaxcrtan u coBemanuid y [71aBBI rocymapcrtsa,
pykoBojcTBa I[IpaBurensctBa Pecmyonuku Kazaxcran u Pykoomutens Kanuensipuu [Ipembep-
Munuctpa Pecnybnuku Kazaxctan, ucUucisioTcsi co JIHSI MPOBEIEHUS 3aceiaHus (COBEIIaHNUS).
B ToMm ciyuae, ecnu Ha 3acenaHuu (COBEIIaHWHU) ObLI HA3BaH CPOK HMCIOIHEHHUS KOHKPETHOTO
MOPYUYEHUs, TO COOTBETCTBYIOIIME OPTaHM3allUM, B aJpec KOTOPBIX ObUIO JaHO MOpYyYEHUE U
MPEJICTAaBUTENIM KOTOPBIX MPUCYTCTBOBAIM Ha 3aceJaHuH (COBEUIaHUM), MPUCTYNAIOT K
WCIIOJIHEHUIO MOPYUYEHUI cpasy mociie 3acefanus (CoBeUIaHMs), HE JOXKHUAAACh MOCTYIUICHUS K
HUM TNIPOTOKOJIa 3aceaHus (COBEIaHus).

106. KoHTponb HCHOJHEHHS JOKYMEHTOB IO CYIIECTBY BOIIPOCAa BO3JIAraeTcss Ha
PYKOBOJUTENEH CTPYKTYPHBIX MOIPAa3ACICHUI WM JODKHOCTHBIE JINLA.

KoHTponp 3a cpokamMM HCHOJHEHUS JTOKYMEHTOB, 32 CPOKaMH pacCMOTpPEHHs OOpalieHui
(GU3NYECKUX U IOPUIMUECKUX JIMIL ocylecTBIseTcs ciayx0oit IOY.

107. Ilpm opraHuzanuu KOHTpOJIsI UcHoJHeHUs wucnoub3yorcs PK®. KontponbHas
KapTOTE€Ka CUCTEMATU3UPYETCS MO CPOKAaM HCIOJHEHHS JOKYMEHTOB, UCIIOJHUTENSM, FPyNIIaM
JOKYMEHTOB.

108. JIOKyMEHT CHHUMAaeTCsi ¢ KOHTPOJII PYKOBOJUTENIEM, MOCTABUBLIMM €r0 Ha KOHTPOJIb,
WJIN TI0 €ro MOopy4yeHuIo - ciyxooit JI0Y.



109. Ilpu cmene pykoBoautenen ciayx0b1 JJOY 1 cTpyKTYypHBIX NOAPA3IENEHUNA TOKYMEHTBI
n nena, a takke PK® k HuUM nepenarorcs BHOBb HA3HAYEHHOMY PYKOBOJIUTEIIO HIIU
OTBETCTBEHHOMY JI0JDKHOCTHOMY JIMILY 10 aKTy IIpUeMa-repeiadH.

IMaparpad 8. [lopsaaok yuera u XpaHeHHs NevaTei, IITAMIOB U 0JIAaHKOB

110. Yuer, ucrosnb30BaHUE, XpPaHEHUE M YHUYTOXKEHHE IEYaTHO-OJAHOYHOW MpPOAYKLUH,
revyaTey, MTaMIoB, MOJISKAIIUX 3allUTe, U CPEICTB 3aIUTHI JOKYMEHTOB OCYIIECTBISIOTCS
JOJDKHOCTHBIMH  JIMI[AaMH, Ha3HAuYa€MbIMU TpPUKa3aMU (PacCloOpsDKEHUSIMU) PYKOBOJAUTENEH
OpraHu3arui.

111. TocynmapcTBeHHass OpraHud3alusi HMeeT OJHYy IiedaTb C  H300paxxeHHEeM
lNocynapcrBennoro I'ep6a PecniyOnmku Kazaxcran.

[Ipu HEOOXOIMMOCTH CTPYKTYpPHBIE TOApa3IeJICHUsI TOCYJapCTBEHHONW OpPraHU3allud UMEIOT
nevyatu (wramnbsl) ¢ uzoOpaxeHnuem locymapctBenHoro I'epba PecnyOnuku Kazaxcran u
OJIMHAKOBBIM TEKCTOBBIM COJECP)KaHUEM, TEKCTOBAsI 4acTh JIOMOIHSIETCS MOPSAKOBBIM HOMEPOM
WJTU CUMBOJIOM (CHMBOJIaMU).

112. Vyer mnedaTHO-0JIAHOYHOW TPOIYKIIMH, TMOJJISKAIIEH 3aldTe, B TOM 4YHCIE C
mobpaxkennemM  ['ocymapctBennoro I'epba  PecmyOmmkm — Kaszaxcran, Bemercs B
COOTBETCTBYIOIIMX  PErUCTPAIIMOHHBIX  YUETHBIX ¢opMax:  IKypHAJIaX, KapTOYKax |
ABTOMAaTHU3UPOBAHHBIX HMH(MOPMAIIMOHHBIX CHCTEMaX, J>XypHaje y4deTa W BBIJAYd TI€YaTHO-
OJIaHOYHOW TPOIYKIIMH, TOJJISKAIIeH 3ammuTe, mo (Gopme corjlacHO MPUIOKEHHI0 18 K
HactosmuM [IpaBunam.

Kypnan ydera u BbIJIaYM T€YATHO-OJAHOYHOW TPOIYKIIMH, TOMJISKAIICH 3alIuTe,
3aBOJMTCS HAa KaKIbIH BHUJ TEYaTHO-O0JIAHOYHOW MPOMYKIIMH, TOJUISKAIIeH 3amuTe. brmanku
¢umek ¢ m3obpaxenuem [ocymapctBenHoro I'epba PecnyOnmumkm Kazaxcran He momaexar
CHEIHAIbHOMY yUeTy.

113. Bbigaua OnaHKOB, TMOJJICKAIIUX —3alllWTE, MPOU3BOIAUTCS TIIOJ] PACIHUCKY B
COOTBETCTBYIOIIMX PErHCTPAL[MOHHBIX YUETHBIX (hopmax, MpeayCMOTPEHHBIX BEJOMCTBEHHBIMU
MHCTPYKUUSMU OpraHU3aIuil.

114. IIpu U3roTOBICHUH KOMHI AOKYMEHTOB, 0()OPMIICHHBIX Ha OJlaHKaX ¢ M300pakeHUuEM
locynapctBennoro I'epba Pecnybnuku Kazaxcran, u mpenHa3HayeHHBIX [UIS PACCHUIKH,
MIPOCTABIISAIOTCS HOMEP 3K3EMIUISIpa U MeYaTh OpraHu3alti.

115. Pa3aMHOXEHHE M KOTUPOBAHKUE CPEIACTBAMHU OTIEPATHBHOM MOJUTPaPUU HE3aMOTHEHHBIX
OJIaHKOB, TOJUIEXKAIINX 3aIUTE, HE IOMYCKalOTCA.

116. Yuer neuateil, ITaMIOB, MOAJIEKAIINX 3aLIUTE, U CIICHUATHHON IITEMIIETbHOM KPACKH
C XUMHMYECKUMHU J00aBKaMH, MMEIOIIMMHU WHAMBHIYaJbHBIE CBOWCTBA C LEIBbIO 3alIUTHI OT
MOJJIENIKM, a TaKKe UX BblJaya BENyTCA B JKypHalle ydyeTa M BBIJA4M Iedarei, MITaMIoB C
nzobpaxennem ['ocymapctBennoro I'epba PecnyOnmmku Kazaxcran u  crnenuasbHOU
ITEeMIEIbHON Kpacku 1o opme coryiacHo npuioxkennto 19 k Hacrosmum [IpaBunam.

117. VYuerT mnepbeBBIX aBTOPYYEK, 3aMpPaBICHHBIX CIHEHUAIBHBIMU YEPHWIAMU C
XUMHYECKUMHU J00aBKaM{, HMMEIOIIMMHU HHIUBUAYaJIbHBIE CBOWCTBA C IIENIbIO 3alIUTHI OT
MOJJIENKM TIOJIMUCEN NOJDKHOCTHBIX JIMII, U WX BblJaua BEIyTCS B JKypHalle ydeTa W BbIAaYU
MEPHhEBBIX ABTOPYYEK, 3alpPaBICHHBIX CHEIUAIGHBIMU YepHWIaMU, 1O ¢dopMe COTrJacHO
npusioxkenunto 20 k HacTosiuM [IpaBunam.

118. 3aronoBKM pErucTpPaiOHHBIX YYETHBIX (OpPM BKIIOYAIOTCS B HOMEHKIATYPY JAel
OpraHH3aIiH.

JIUCTHI )KypHAJIOB HYMEPYIOTCS, MPOIIMBAIOTCS M ONEYaThIBAIOTCS.

119. Ilepenaua apyromy AOKHOCTHOMY JIMIY HEHCIIONB30BAHHON IE€YATHO-O0JIAHOYHOMN
MPOAYKLHMHU, IeYaTe, IITAMIIOB, MOJIEKALIUX 3aUTE, a TAKKE CPEACTB 3alUTH JOKYMEHTOB U
PETUCTPAIIMOHHBIX YYETHBIX (OpM K HUM OGOpMIISIETCS aKTOM IpHeMa-Tiepeaadyd Med4aTHO-
ONaHOYHOW MPOJMYKIMH, TIe4arTed, I[ITaMIOB, MOMJISKAIINX 3allUTe, CPEACTB 3allUTHI




JOKYMEHTOB M PErHCTPALMOHHBIX YY€THBIX ()OPM K HUM 1O (pOPME COTIACHO MPUIOKEHHIO 21 K
HacrosmuM [IpaBunam.

120. ITeuaTHO-01aHOYHAS TPOIYKIUS, M1€YATH, IITAMIIBI, TIOJISKAIINE 3aIUTE, U CPEICTBA
3alIUTHI JOKYMEHTOB XPAHATCS B ONEYATHIBAEMBIX CEH(Pax MM METALUTMYECKUX MKa]ax.

121. YHUUYTOXXEHUE UCIIOPUYECHHOM MEeYaTHO-0JIAHOYHOM MPOIYKIIMH, MOJUIeKAIEH 3aluTe,
IIPOU3BOJIUTCS C COCTABICHUEM aKTa O BBIACICHUHU K YHUUYTOKEHHUIO HCIIOPYEHHBIX SK3EMILISIPOB
Ne4aTHO-0JIAHOYHOM NPOAYKIINH, MOAJIekKAIIEH 3ammuTe, o popMe COTIaCHO IPUIIOKEHUIO 22 K
HacTtosiuM [IpaBuiam, ¥ MpPOCTABIEHHMEM COOTBETCTBYIOIIMX OTMETOK B JKypHaJlax ydyeTa U
BbIJIAYU [I€4aTHO-0aHOYHON POAYKIMH, OUIeKAIIEH 3alluTe.

122. VHU4YTOXKEHHE TedaTed W IITaMIIOB, TMOJIEKAIIUX 3allUTe, IPOU3BOJUTCI C
COCTaBJIEHUEM aKTa O BBIJIEJICHUH K YHUUTOXEHHIO IeYaTel M ITAMIIOB, MOJIEKAIKUX 3alluTe,
no ¢opMe corjacHO mpuiokeHuto 23 K HacrosmuMm IlpaBunam, W mOpocTaBieHHEM
COOTBETCTBYIOIIMX OTMETOK B JKypHaje ydeTa M BbIJauM IedaTel, IITaMIOB C H300pakeHUuEM
lNocynapcrBennoro I'ep6a PecriyOnuku Kazaxcran u crienmanbHOM MITEMITETEHON KPACKH.

123. VYHuYTOXKEHHE CPEACTB 3allUThl JOKYMEHTOB (B TOM 4YHCIIE€ €MKOCTH H3-TI0J
CHEeIMAbHBIX YEPHWJ M IITEMIIEIbHOM KpacKH, HCIOPYEHHBbIE IITEMIIEIbHBIE IOAYIIKH,
3alpaBjeHHbIE  CIEUUAIbHBIMU  LITEMIEIbHBIMM  KpackaMu, I[EpheBblE  aBTOPYUKH,
3anpaBJieHHbIE CIEIMATbHBIMUA YEPHUIAMH ) TPOU3BOJIUTCS C COCTABICHUEM aKTa O BBIIEICHUU K
YHUUTOXEHHUIO CpPEICTB 3alllUThl JOKYMEHTOB, IO (OpME COIJIaCHO IPHJIOXKEHUI0 24 K
HactosiuM [IpaBuiaM, ¥ MpoCTaBlieHHEM OTMETOK B COOTBETCTBYIOLIUX JKypHajax ydera W
BBIJAYH.

124. Ilpu peopraHu3aliy WM JUKBUIALMKM OPraHU3alUH, IPUHIATHN PEIIECHUS O CHATHH C
yuera ¢unnana (MpeAcTaBUTENbCTBA) YHHUUTOXKEHHE HEUCIOJIb30BaHHOM IeYaTHO-0JIaHOYHOMN
MPOJIYKIIMHU, TeYaTel, MTaMIOB, MOAJISKAIIUX 3allIUTe, a TAaKXKe CPEJCTB 3alIUThl JOKYMEHTOB
MPOM3BOJIUTCSA C COCTABJICHHUEM aKTOB, MO (opmaM corjacHo mnpuioxkeHusm 23, 24, 25 kK
HacTosiuM [IpaBmiaM, yTBep:kKIaeMbIX PYKOBOIHMTENEM OpraHH3alld WKW MpelceaaTeIeM
JUKBUJIAIMOHHON KOMHCCUH, U MPOCTABIEHUEM OTMETOK B COOTBETCTBYIOLIUX KypHallaX ydyeTa
Y BbIJIa4H.

YHUUTOXEHHE W JajbHeilllee XpaHEeHUE )KYpPHAJIOB U APYTUX PErUCTPAIIMOHHBIX YIETHBIX
(GbopM OCYIIECTBIISIIOTCS B COOTBETCTBUM C 3akoHOAarenbcTBoM PecnmyOnmuku Kazaxcran mo
COTJIACOBAHUIO C YIOJHOMOYEHHBIM OpPraHOM WJIM MECTHBIM HCIOJHUTEIBHBIM OPraHoM
o0JacTu, TOPOJIOB PECIYOINKAHCKOTO 3HAUEHUS U CTOJIMIIBI.

125. IIpoBepka HaTUYHs IK3EMIUISIPOB MTeYaTHO-0JaHOYHON TTPOTYKITUH, TTeYaTeH, I TaMIIOB,
MOJJIeKAIIUX 3aIIUTe, U CPEJICTB 3alIUTHl JOKYMEHTOB MPOU3BOAUTCS HE peXe OJHOIO pasa B
roJl KOMHCCHEH, cO3[aBaeMOil MpHUKa3oM (pacropsbKeHUEM) pPYKOBOAMTENS OpraHu3allvu.
OTMeTKM O pe3yabTaTax MPOBEPOK IMPOCTABISAIOTCA B JKypHajaxX ydeTa M BbIJAYM COIJIACHO
npuioxenusm 20, 21, 22 x HactosiuM [IpaBunam.

126. IIpu yrepe nedatu (mramna) ¢ uzoopaxenueM [ 'ocynapctBennoro ['epba PecryOnuku
Kazaxcran npeanpuHUMarOTCsl Bce HEOOXOAMMBIE MEPHI MO0 PO3BICKY, B CIly4ae OTPULIATEIHHOTO
pe3ynbTaTa po3bICKa COCTABIAETCA aKT 00 yTepe MIpPOU3BOJIBHOW (OPMBI, YTBEp>KIaeMbIN
PYKOBOJIUTEIIEM OpraHHU3aIliH.

ITaparpa¢ 9. ITopsaaok cocTaBaeHUsI HOMEHKJIATYPBI e, GOPMHUPOBAHNUA M XPAHCHHS J1eJI

127. HomeHnknarypa Aen npeaHa3HadeHa JAjs TPYNIHUPOBKU HCIOJHEHHBIX JTOKYMEHTOB B
JieNla, CUCTEMATU3alluY U y4YeTa Jell, ONPEAEIICHUs CPOKOB UX XPAHEHUS U SBJISIETCS OCHOBOM IS
COCTaBJICHUS OMUCEH JieNl IOCTOSIHHOTO U BpeMeHHOro (cBbiie 10 j1eT) XxpaHeHus, a TakKe ydera
nen BpeMeHHOro (10 10 JieT BKIIOYUTENBHO) XpaHEHUS.

128. B HOMeHKIaTypy A€l BKIIOYAIOTCS BCE JOKYMEHTBI, CO3JaBac€Mble B OpPraHU3alluU U
MOCTYMAIOIINE B OPraHU3aLUI0. DJIEKTPOHHBIE JOKYMEHThl M 0a3bl JAHHBIX BKJIIOYAIOTCS B
HOMEHKJIATYpy JIe]l Ha OOLIMX OCHOBAHUSX.



129. B HoMeHknaType nen Qukcupyercs ¢opMa JOKyMEHTa - JIEKTPOHHAS C yKa3zaHUEM
HOCHUTEN HHPOPMALIUHU UK OyMaskHasl.

130. Ilpum cocTaBieHMHM HOMEHKJIATypbl J€l PYKOBOJCTBYIOTCS  Y4YpEIUTEIbHBIMHU
JOKYMEHTaMHU, TIOJIOKEHUSIMH O CTPYKTYPHBIX MOPA3ACTCHUIX, JOKHOCTHBIMUA UHCTPYKIHSIMU
pabOTHUKOB, THUIIOBBIMH, OTPACICBHIMH (BEAOMCTBEHHBIMHU) TMEPEUHSMHU JIOKYyMEHTOB C
YKa3aHHUEM CpPOKOB XpaHEHHUS, THUMOBBIMH (MPUMEPHBIMU) HOMEHKIJIATypaMH Jell, CTPYKTYpOn
(IWTaTHEIM pacHUCAaHWEM), IJIJAHAMH M OTYETaMH O paboTe, HM3y4aroTCs BHIBI, COCTaB M
coJiep’KaHue JOKYMEHTOB, 00pa3ylolUXCsl B A€ATEIbHOCTU OpraHU3aluH.

131. Homenknatypa nen mo Qopme corilacHO NPIIOKECHHIO 26 K HacTosmuM [IpaBmiam
cocraBnsercss (He mosmHee 10 nexabps kaneHmapHoro roga) ciyxkb6oit JIOY Ha ocHoBe
HOMEHKJIATYp [l CTPYKTYPHBIX MOApA3JCJICHUN, MPEJICTaBICHHbIX COOTBETCTBYIOLUIMMU
MOAPa3ICIICHUAMH.

132. BHOBB CO3/1aHHOE MOJPA3/IEICHUE B MECAYHBIM CPOK pa3padaTbiBa€T HOMEHKIIATYPY
JIeJT TIOIpa3/ICJICHHs ¥ TIPEICTaBIsieT ee B ciyx0y J10VY.

133. HomenknaTtypa nen OpraHu3alldd TOJIMUCHIBAETCA pyKoBoauTenem ciyxoer 1OV,
COTJIaCOBBIBAETCSl C OAKCHEPTHOM KoMmuccued opranuszauuu (nanee - OK), skcrnepTHOU
IIPOBEPOYHON KOMHCCHEH TOCYAapCTBEHHOTO apXuBa (MECTHOTO HCIIOJHUTEIBHOTO OpraHa)
(mamee - DI1K), B KOTOPBI TOKYMEHTHI MTEPEAAOTCS Ha MMOCTOSTHHOE XpaHEHWE, H YTBEPKIACTCS
(He mo3IHee KOHIIA TEKYIIEero Troja) pyKoBojauTeneMm opraHuzanuu. CoriiacoBbiBaeTcs
HOMEHKJIaTypa JIeJl ¢ FOCY/IapCTBEHHBIM apXUBHBIM YUPEXKJACHUEM HE peXe OJHOTO pas3a B 5 JIeT,
ecii He ObUIO KOHIETITYaJIbHBIX M3MEHEHHUH B DYHKITUAX U CTPYKTYPE OpraHU3aIlNH.

Opraauzanuy, He SBISIONIAECS WCTOYHWKAMU TOTOJMHEHUs HammoHambsHOTO apXWBHOTO
dhoHa, HE MPECTABIAIOT HOMEHKIIATYPHI Jes Ha cornacoBanue DIIK.

134. HoMmeHkmarypa aen medataeTcs B HEOOXOIUMOM KOJMYECTBE 3K3eMIUIIpoB. OnuH
SK3EMIUISAP YTBEP)KICHHOM HOMEHKJIATyphl JI€1 XPaHUTCA B TOCYIapCTBEHHOM apXuBe, C
KOTOPBIM OHa COTJIaCOBBIBAJIACK.

135. Homenkiiatypa Jiei B KOHIIE KaXKJI0r0 roJia YTOUHSIETCS, YTBEPKIA€TCSI PYKOBOIUTEIIEM
OpraHu3aliyi U BBOJUTCS B IeHCTBUE C | STHBaps CleIyIOIIEro rojaa.

136. Ha3BanusiMu pa3ziesioB HOMEHKJIATYPhI JI€] SIBJISIOTCS HAMMEHOBAHUS CTPYKTYPHBIX
MOApa3JeIeHn, KOTOpbIE pAcCIOaraloTcsi B COOTBETCTBUU C YTBEPXKIECHHOHN CTPYKTYpoi
opranu3aiuu (ITaTHoe pacnucanue). [lepBolil pa3ien HOMEHKIATYpPbI Je]l BKIIOYAeT 3ar0JIOBKH
Jell, CoJiepKallie pachopsAUTEIbHYI0 JOKYMEHTAlMI0 U JOKYMEHTHl KOHCYJIbTaTUBHO-
COBEILATEJIbHBIX OPTraHOB, BO3IJIABIISIEMBIX PYKOBOJICTBOM.

137. HdoxymeHTsl (unnanoB (IPeACTaBUTEIbCTB) BHOCSTCS B KauecTBE pa3/ejoB B
HOMEHKJIATYPY /1] OpraHu3alHH.

CaMoCTOATENBHBIM pa3JelioM HOMEHKIIATYpPhI el SIBISIETCS HauMEHOBaHHE OOIEeCTBEHHOM
opranuzanuu. JlaHHBIN pasfen pacrosaraeTcsl IMOclie BCEX pas3/ielioB HOMEHKIATYphl el
OpraHu3aIiy.

138. na opraHu3anuu, HE HUMEIOUIEH CTPYKTYypbl, HOMEHKIATypa el CTPOUTCA IO
MIPOU3BOJICTBEHHO-0TpAciIeBO uiIu (yHKIHOHANbHOU cxeme. HauMmeHoBaHuS pa3enoB
COOTBETCTBYIOT HAIIPABJICHUAM JESITEILHOCTH OPraHU3aI[iu.

139. [1ns moABeIOMCTBEHHBIX OpPTraHU3alluii C OJHOPOTHBIM COCTABOM JOKYMEHTOB CIIY>KOO0i
JIOY BblmiecTosIero opraHa (BBIMIECTOSAIIEH OpraHu3aluy) pa3padaThbiBalOTCd THUIIOBBIC
(mpuMepHbIE) HOMEHKJIATyphl Jed. Takue HOMEHKJIATyphl TOJUIeKAT COTJACOBAHUIO C
YIIOJTHOMOYEHHBIM OPTaHOM HJIM MECTHBIMH HCIOJHHTEIBHBIMU OpraHaMu o0yacTeil, TOpoJoB
pecnyOIUKaHCKOTO 3HAYEHUS U CTOTHUIIBI.

140. Cpoku XpaHeHHUS DIEKTPOHHON PETUCTPALMOHHOW KOHTPOJIBHOM  KapTOUKU
COOTBETCTBYIOT CPOKaM XpaHEHUs SJIEKTPOHHBIX IOKYMEHTOB. DJIEKTPOHHbBIE PErUCTPALIMOHHBIE
KOHTPOJIbHBIE  KAPTOYKH  XPAHITCS  COBMECTHO C  JJIEKTPOHHBIMH  JIOKyMEHTaMH,
COOTBETCTBYIOIIMUMU  PETUCTPAIIMOHHBIMUA  CBUJCTEIBCTBAMHU  JJIEKTPOHHBIX  HU(PPOBBIX
MOAMHUCEH, YBEOMIEHUSIMHU-KBUTAHIIUSMU O TOCTABKE JAHHBIX SJIEKTPOHHBIX JOKYMEHTOB.




141. Cpoku XpaHEHHs OSIIEKTPOHHBIX JIOKYMEHTOB M 0053aTeNbHOCTh O(OpPMIICHUS
OyMa)KHBIX TOJUIMHHUKOB JIOKYMEHTOB YCTAQHABJIMBAIOTCS IEPEYHEM TUIIOBBIX JIOKYMEHTOB,
o0pa3ylomuxcs B JEATEIbHOCTH TOCYAAPCTBEHHBIX M HETOCYIApCTBEHHBIX OpraHM3alui, C
yKa3aHUEM CPOKOB XpAaHEHUS, YTBEPKIAEMbIM YIIOJTHOMOYEHHBIM OPraHOM.

DNEKTPOHHBIE JOKYMEHTHI XPaHATCS B TOM (opMaTe (KacaTeIbHO BIIOKEHHBIX (DaliioB), B
KOTOpOM OHM OblIM Cc(OPMHUPOBaHBI, OTHPABICHBl MM TOJIYYEHbI, C OOecreuyeHueM
OJTHOBPEMEHHOTO XpaHEHHUS C(HOPMHUPOBAHHBIX OJIIEKTPOHHBIX MH(POBBIX MOANUCEH TOJ
COOTBETCTBYIOIIMMHU IEKTPOHHBIMU IOKYMEHTAMHU.

142. Opranuzanmun  pa3pabaThIBAlOT IEPEYCHb JOKYMEHTOB, OOpa3yloUMXcsi B HX
JESITEIbHOCTH, TOJIBKO B JIEKTPOHHOM BHUJIE C YKa3aHUEM CPOKOB X XPAHEHHUS, COTJIaCOBAaHHbBIN
C YIOJIJHOMOUYEHHBIM OPraHOM, M OTPakaloT B HOMEHKJIAType /1€ BUAbI JOKYMEHTOB.

143. XpaHeHue 371eKTPOHHBIX JOKYMEHTOB COIPOBOKIAETCSI XPAaHEHHEM COOTBETCTBYIOIINX
ANIEKTPOHHBIX 0a3 JaHHBIX, HCIIOJIb30BAHHBIX OTKPBITHIX KIIOUEH AIIEKTPOHHBIX LHU(PPOBBIX
noAnucen (perucTpallMoHHBIX CBUAETENBCTB AIEKTPOHHBIX HU(POBBIX MOANKCEN) U IPOrpamM,
pean3youMX Mpouecchl (OPMUPOBAHUS U MPOBEPKH DJIEKTPOHHBIX IU(POBBIX MOIIHCEH
AIIEKTPOHHBIX IOKYMEHTOB.

144. Ins OTKpBITHIX KIIOYEH SIEKTPOHHBIX LM(POBBIX MOIMHCEH B TOCYIapCTBEHHBIX
opranax u YI[ T'O xpanarcs o¢opmiIeHHBIE B YCTAaHOBJICHHOM TMOPSAKE JOKYMEHTHI
(perucTpanMoHHbIE CBHJETENbCTBA), MOJATBEP)KIAIONINE TMPUHAIIEKHOCTh JAHHBIX KIIOYen
KOHKpEeTHOMY ydacTHUKY CO/I.

JIJi Ka’K0ro OTKPBITOrO KIloYa XpaHUTCA MHGOpMaIus 0 Havyaje U OKOHYaHUU CPOKa ero
neiictBus. [lpu 3ToM nOCTyn K MaccuBaM OTKPBITHIX KITOUEH, HAXOJAUIUXCSA HA ONEpPaTUBHOM
(B€IOMCTBEHHOM) apXUBHOM XpaHEHUH, OTPAHUYUBACTCS.

CoxpaHHOCTb, HaJyIeXkKallee MCIOJIb30BaHUE HOCUTENeH UHPOpMAMU C 3aKPbITBIMU
(CeKpeTHBIMH) KJIIOYaMHU DJIECKTPOHHOW HUGPOBON MOANUCH (Hajee - KIOYEeBOW HOCHUTENb), a
TaK)Ke HCMOJIb30BAaHUE 3aKPBITHIX (CEKPETHBIX) KIIOUEH 3JIEKTPOHHBIX HU(POBBIX MOJMUCEH U
UX 3aIIMTa OT HECAHKIIMOHUPOBAHHOTO JOCTYIA BO3JIaraloTCsl Ha BJIAJIENIbLIEB PErUCTPALIMOHHBIX
CBUJIETEIHCTB.

145. Tlpm  XpaHeHMH  DJCKTPOHHBIX  JOKyMEHTOB  OOECIEYMBAETCS  IPHUBS3KA
(cMHXpOHHU3alKA) DJIEKTPOHHBIX JIOKYMEHTOB M COOTBETCTBYIOIIMX OTKPBITBIX KIIOYEi
AIIEKTPOHHBIX UPPOBBIX MO IUCEH.

146. VYuactnuku CDJ] oOecrieuynBarOT 3alUTy OT HECAHKIIMOHUPOBAHHOTO JIOCTYIIA,
HEMpeIHAMEPEHHOT0 YHUUYTOKEHUS M (UJIM) MCKAKEHUS YYETHBIX NaHHBIX, COJEpXKAIUXCi B
0a3ax JaHHBIX, a TAKXKe 00eCIIeYNBAIOT CO3aHNUE PE3EPBHBIX KOMUMN AIEKTPOHHBIX JOKYMEHTOB.

3amura uHGOpMAKMK (IIEKTPOHHBIX HH(GOPMAIMOHHBIX PECYPCOB) B HH(GOPMAIIMOHHBIX
CHUCTeMax, B TOM YHCJIC€ B apXHUBaX JJIEKTPOHHBIX TOKYMEHTOB, CPEICTB KpUOTOrpaduueckoit
3alUThl MHPOPMAIUH, pPEaTU3yIoLUX Mpolecc (OPMUPOBAHUS U MPOBEPKH AIEKTPOHHOU
1ndpoBoi MoANMUCH (CPEACTB SIEKTPOHHOMN HUPPOBOI MOAMKUCH, KpUNTOIpaPUUECKUX KITIOUECH ),
OCYILECTBIISIETCSI COBMECTHO C OpraHmsauuer, sxcruryatupyroumeit COJ1, yuyactaukamu CO/l B
MOPSIJIKE, YCTAHOBJICHHOM HOPMATHBHBIMU IPABOBBIMU aKTaMU YIMOJHOMOYEHHOTO OpraHa B
ctepe obecrieueHnss HHPOPMAITMOHHOH OE€30TTaCHOCTH.

147. TocynmapcTBeHHbIE OpraHbl O00ECHEeYMBAIOT JOCTABKY 3JIEKTPOHHBIX JIOKYMEHTOB
o0BbeMoM He 6osiee 95 MO, KOIMYeCTBO BIOXKEHUH KOTOPOro He mpeBbimaeT 80 ¢aiiios.

IHaparpad 10. Ilopsinok odopMiIeHHsI HOMEHKJIATYPBI eI

148. B HOMCHKIJIATYpY ACJ  BKJIKOYAIOTCA  3aroJIOBKM  ACII, OTpaxKaromue BCC
AOKYMCHTUPYCMEIC YHaCTKU pa6OTLI OopraHusaliuy, B TOM YUCJIC JIMYHBIC ACJa, OTTMCH ICII, PKCD,
KOHTPOJIBHO-CIIPABOYHBIC, TCMATUYCCKUC KAPTOTCKH, a TAKIKC 0a3bl JaHHBbIX.

IleuatHble U3JaHUS B HOMCHKIJIATYpPY ACJ HC BKIIFOYAIOTCH.
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149. B rpade | HOMEHKIATYpPHI Je] MPOCTABIISAIOTCS UHICKCHI KaX/I0T0 JAeja, BKIIOUEHHOTO
B HOMEHKIarypy. WHzaekc nena coctouT u3 LU(GPOBOro 0003HAUEHHUS CTPYKTYPHOTO
MOJIpa3/ielieHus] U TOPAIKOBOIO HOMEpa 3arojioBKa Jiefla 10 HOMEHKJIAType el B Ipezenax
CTPYKTYPHOTO TO/Ipa3AeiCHUs. DIEMEHTbI HHICKCA OTACIAIOTCS APYT OT Jpyra Ae(hUCOM.

B HOMEHKIIaType J1e peKOMEHIyeTCsl COXPaHATh MOPSAIOK PACIIOIOKEHUS OTHOPOIHBIX Tl
B IIpeJiesiaX Pa3HbIX CTPYKTYPHBIX MOAPA3ACTCHHM, ISl IEPEXOSIINX JIeT HHIIEKC COXPaHIETCs.

150. B rpady 2 HOMEHKIATYpHI A€ BKIFOUAIOTCS 3ar0JIOBKH JIe1 (TOMOB, 4acTeil).

TpeboBanus K 3aroyIOBKY:

1) 3aroioBOK Jiena JIOJDKEH YeTKO, B 00001IeHHOM (hopMe OTpakaTh OCHOBHOE COJCpPKAaHUE
M COCTaB JIOKYMEHTOB JIENa;

2) He JomycKaeTcs YIoTpeOJeHHEe B 3aroJioBKe Jella HEKOHKPETHBIX (OPMYIHPOBOK
(«pa3Hble MaTepuaibl», «oOmHIas MEPenucKa», «UCXOIIIas KOPPECTIOHASHIHS «BXOSIINE
JTOKYMEHTBI»), & TAK)K€ BBOJIHBIX CJIOB U CJIOXKHBIX 000pPOTOB;

3) 3aroJoOBOK JieNa COCTOMT W3  DJIEMEHTOB, paclojaraéMblX B  CIEAYIOIIEH
MOCIIETIOBATEILHOCTH

Ha3BaHWE BUAA Jena (Nepenucka, KypHal) WM Pa3HOBUIHOCTH JOKYMEHTOB (TIPOTOKOJIHI,
MIPUKa3bl);

Ha3BaHWE OPTaHM3AIWU WM CTPYKTYPHOTO TOpa3zieieHus (aBTOp JOKYMEHTa), Ha3BaHHE
OpraHu3aluy, KOTOpOW OyIyT aJpecoBaHBl WM OT KOTOPOW OyayT MOJY4EHBI JOKYMEHTHI
(ampecat WM KOPPECTIOH/ICHT TOKYMEHTA);

KpaTKoe coJiep)KaHne JTJOKyMEHTOB JIeTa;

Ha3BaHUE MECTHOCTH (TEPPUTOPHUH), C KOTOPOH CBS3aHO COJEpKaHUE JJOKYMEHTOB JIeTa;

nata (mepuo), K KOTOpoil OTHOCATCS JOKYMEHTHI JIefa;

4) B 3aroyioBKax Jei, COAEpKalluX JOKYMEHTHI [0 OJHOMY BOIIPOCY, HO HE CBS3aHHBIX
MOCJIEIOBATEIbHOCTPIO  UCHOJHEHMs, B KauecTBE BHJAA Jeia yNoTpeOnsercs TepMUH
«TOKYMEHTBI».

TepMUH «IOKyMEHTBI» MPUMEHSETCS TaKXKe B 3aroJIOBKax JeN, COAEp KAIUX JTOKYMEHTHI -
MIPUJIOKEHUS K KAKOMY JIHOO TOKYMEHTY, U 0(hOpMIIAIOTCS cleayromumM oopazom: «IIpoTokour (-
bI) 3acefqanus (- uif) CoBera TUPEKTOPOB KOMIIAHUHU U JOKYMEHTBI K HUM» WIH «/{OKyMEHTHI K
poTokoiy 3acenanust CoBera AUPEKTOPOB KOMIAHUM»;

5) B 3aroJioBKax JieJ, COAEPKAIUX MEPEenucKy, yKa3bIBaeTCs, C KEM U MO KaKOMY BOIPOCY
OHa BefieTcd (B ciydae BEACHUS MEPENUCKH ¢ OJHOPOIHBIMUA KOPPECTIOHJCHTAMH, B 3ar0JIOBKaxX
YKa3bIBaeTCs UX 00lee BUAOBOE Ha3BAHUE);

6) B 3aroJloBKax JeJ, COJEp)KalluX TepernucKky ¢ Oojiee Tpems pPa3HOPOJHBIMU
KOPPECIOHIEHTAaMU, UX HAMMEHOBAHUS HE MEePEUNCIISIIOTCS;

7) npu o0O3HAYEHMHM B 3arojOBKax Jed aJMHUHUCTPATUBHO-TEPPUTOPUAIBHBIX €IUHUI
YUUTBIBAETCA CIEIYyIOIIee:

€ClIi  COJEp)KaHME JeNla KacaeTcs HECKOJbKUX OJHOPOIHBIX  aIMUHUCTPATUBHO-
TEPPUTOPUATIBHBIX €IMHUII, B 3aroJIOBKE JIeJla HE YKa3bIBAIOTCS MX KOHKPETHHIE HAa3BaHUS, a
yKa3bIBaeTCs UX oOliee BII0BOE Ha3BaHHE,

€ClIi CcoJepXaHue Jesa KacaeTcsl OJHOM aJIMHHUCTPATUBHO-TEPPUTOPUATIBHON €IMHMIIBI
(HacesIeHHOTO MYHKTA), €€ (€ro) Ha3BaHUe YKa3bIBAETCS B 3ar0JIOBKE JIeNa;

8) B 3aroJioBKax JieJl, CoJiepXKalluX MJIaHOBYIO MM OTYETHYIO JOKYMEHTAIUIO, YKa3bIBAaeTCs
nepuos (KBapral, Toj), Ha (3a) KOTOPbI COCTaBJIEHBI IIaHbI (OTYETHI);

9) 3aroyioBKM CyJeOHBIX, CII€ACTBEHHBIX, JIMUHBIX, NMEPCOHAIBHBIX, apOUTPaKHBIX €T, a
TaKXe /€], COAEPKaIINX JOKYMEHTHI, CBSI3aHHbIE ITOCJIE0BATEILHOCTBIO EJIONPOU3BOICTBA 10
OJIHOMY BOIIPOCY, HAUHHAIOTCS cO coBa «Jlemno»;

10) ecnu nienno OyAeT COCTOATh U3 HECKOJBKMX TOMOB HJIM YacTeil, TO cOCTaBiseTCs 00muit
3aroJIOBOK JIefla, a 3aT€M COCTAaBJISIIOTCA 3aroJIOBKM KaXKJIOTO TOMa WM YacTH, YTOUHSIOLIUE
coJiepKaHue 3aroJIoBKa Jiena.

151. 3aroyioBKM Aen BHYTPU pa3lesioB HOMEHKJIATYpPhl pacrojararoTcs B COOTBETCTBUH CO
CTETEHbI0 B)KHOCTHU JIOKYMEHTOB, COCTABJISAIONIMX JIENIa, K UX B3aMMOCBSI3BIO.



Buavane pacnonararoTcsi 3arojOBKH JIeJ, COJEpXKAIlUX HOPMATHUBHYIO IPABOBYIO
HoKyMeHTanuio. Ilpu 5TOM 3arojoBKM i€, COACp)KAIIMX IOCTAHOBICHHS M IPHUKA3bI
BBIIIECTOSAIINX OpPraHM3allMi, pacloyiaraloTcsi Teped  3arojoBKaMu Jel ¢ IpUKa3aMu
opranuzaiun. Jlanee pacrosararorcs 3aroJIoBKU JeJl, COJIEPKAIIUX OCTAIbHbIEC MPABOBHIC aKTHI,
a TaKyKC IJIaHOBBIC U OTYCTHBIC NTOKYMCHTHI.

HpOCKTI)I pacmopAgUTCIbHBIX HTOKYMCHTOB, JOKYMCHTBI IIO HMX IMOATOTOBKC, M3MCHCHUSA K
IUTaHAM, OCHOBAHMA K TpPHKa3aM I[IOMENIAlOTCS B  HOMEHKJAType Jenl Bciea  3a
COOTBCTCTBYIOIITMMU OCHOBHBIMHU JOKYMCHTAMMU.

3aroyioBKM e, 3aBEICHHBIX M0 Treorpa)MuecKoOMy M KOPPECTIOHAECHTCKOMY IMpH3HAKaM,
BHOCSITCS B HOMEHKJIATYpPY JIe 10 al(aBUTy reorpaduuecKux Ha3BaHUH U KOPPECTIOHICHTOB.

3aroyloBKM JieNl YTOYHSAIOTCS B mporiecce (GopmupoBaHus u odopmieHus nen. Ecou B
TE€YEHHE I'0Jla BO3HUKAIOT HOBbIE TIOKYMEHTHPOBAHHbIE YYaCTKU paOOThl, HE MPEAYCMOTPEHHbBIE
7ie71a, OHH JOTIOJTHUTEIHHO BHOCSTCS] B HOMEHKJIATYPY.

152. T'pada 3 3anomHsAETCs MOCIE 3aBEPLUICHHS KaJIEHAAPHOTO Iro/1a.

153. B rpade 4 yka3pIBalOTCS CPOKH XpaHEHHUs Jejia CO CChUIKOW Ha HOMEpPA IYHKTOB
(crareil) TUIOBOTO WJIM BEJOMCTBEHHOTO (OTpPAcie€BOr0) MEpEeyHs JOKYMEHTOB C yKa3aHUEM
CPOKOB UX XpaHEHUS, IPU UX OTCYTCTBHH - Ha TUIIOBYIO (IIPUMEPHYIO) HOMEHKIIATypy Jell.

154. B rpade 5 cayx6oii JIOY yka3bIBalOTCS HAMMEHOBAaHUS TEPEYHS JOKYMEHTOB,
TUMOBOM (MpUMEPHOI) HOMEHKJIATyphl JI€J, HUCIOJb30BAaHHBIX IPH OINpEeAEICHUH CPOKOB
XpaHEHUs JIeNl, W JICNAIOTCS OTMETKH O TMEePeXOIsANINX JellaX, 0C000 IEHHBIX JOKyMEHTaX W
Jenax, Tepedade Jen B APYroe CTPYKTYPHOE TOJIpa3lelieHHue WM OpraHu3aIfio Uil uX
MMPOAOJIKCHUA, B apXUB OpraHu3aliii, HAJIMYUHU SJICKTPOHHBIX KOITHH JOKYMCHTOB, BUJIC U MECTC
XPaHEHHs UX HOCUTEIEH.

155. 1o okoHYaHUM TO/Ia OCYIIECTBIIETCS CBEPKa (YTOUYHEHHE) 3ar0JIOBKOB HOMEHKJIATYPHI
¢ (paKTHUYECKMM COCTaBOM JIOKYMEHTOB Ji€Jla U UX COJIepKaHUEeM. B KOHIle HOMEHKIATyphl A€l
JIeTIaeTCsl UTOroBasl 3alicCh O KOJMUYECTBE 3aBEJCHHBIX /11 TOMOB WJIU YacTH.

CBefieHHsT O KOJMYECTBE 3aBEACHHBIX J€1 TOMOB MM YacTH COOOLIAOTCA apXUBY
OpraHu3aluH.

IHaparpad 11. Iopsigox popmupoBanus aesa

156. VcnonHeHHble NOKYMEHTHI (DOPMUPYIOTCS MCIOJIHUTEIEM B Jella B COOTBETCTBUU C
HOMEHKIaTypoi aen. opMupoBaHue Jesl BHe HOMEHKIATYpPhI el He T0MyCKaeTCsl.

157. KonTposs 3a popmMupoBaHUEM /i€ OCYIIECTBIsAET ciyxoa JJOY.

158. IIpu GpopmupoBanuu aei cOOMOIAIOTCS ClEAYIoLUe TPeOOBaHMUS:

1) B Aeno moMemjaroTcs TOJIbKO HCIIOJIHEHHBIE, MPaBUIBbHO OGOPMIICHHBIE TOKYMEHTHI,
COOTBETCTBYIOIIKE TIO CBOEMY COJIEP’KaHHUIO 3ar0JIOBKY Jieja 10 HOMEHKIIAType JIel;

2) B JeN0 TOMEMIAIOTCSI BMECTE€ BCE JOKYMEHTBI, OTHOCSIIHECS K Pa3pelIeHUI0 OJHOTO
BOIpOCa.

[Ipunoxkenust Kk JOKyMEHTaM, HE3aBHCHMO OT JaThl UX YTBEPKACHUS WM COCTaBICHUS,
MPUCOEAUHSIOTCA K IOKYMEHTaM, K KOTOPBIM OHU OTHOCSTCSL.

[Ipunoxenuss oobemoMm cBeimie 180 JTUCTOB COCTaBISAIOT OTHENBHBIE TOM, O YeM B
JOKYMEHTE JIeTIaeTCsl OTMETKA.

3) COBMECTHO TPYIIUPYIOTCS BEPCUH TOKYMEHTa Ha Ka3aXCKOM, PYCCKOM U MHBIX S3BIKAX;

4) rpynmupyrOTCs B JieNia JOKYMEHTHI OJJHOTO KalleHAapHOTO ro/ia, UCKITF0UYEHNE COCTABIISIOT
MepexoIuIue Jiena, cyaeOHble Jena, JIUUHbIe JeNa, KOTopble (GOPMUPYIOTCS B TEUCHHE BCETO
neproja paboOThl JAHHOTO JIHMIIAa B OpraHMU3alMM, IOKYMEHTHI BBIOOPHBIX OpPraHOB W HX
MOCTOSTHHBIX KOMUCCHUM, JEMYTAaTCKUX TPYII, KOTOpPbIE TPYNIUPYIOTCA 3a MEPUOJ MX CO3bIBA,
JOKYMEHTBI Y4eOHBIX 3aBEICHHI, KOTOpble (OPMUPYIOTCS 3a Y4eOHBIM T0Jd, JOKYMEHTHI
TEaTPOB, XapaKTEPU3YIOLIME CLEHUYECKYIO NEATENIbHOCTh 3a TeaTpajbHbI CE30H, HCTOpPUU
0oe3HEH;



5) pa3znenbHO TpPYNIUPYIOTCS B JieNa JOKYMEHTBI MOCTOSIHHOIO M BPEMEHHOIO CpPOKOB
XpaHEHUS;

6) TenerpaMMbl, KCEpOKONHUH (akcorpaMm, TesieOHOTpaAMMbI MOMEIIAIOTCA B Jella Ha
OOIIMX OCHOBAHMIX B COOTBETCTBHH C HOMEHKIIATYPOH /e,

7) B nen0 HE MOMEIAIOTCS JOKYMEHTBI, IOJUIeXKAllUe BO3BpaTy, YEPHOBUKHU U JIMIIHHUE
IK3EMILISIPHI;

8) mo 00BeMy JeJI0 IOCTOSTHHOTO CPOKA XpaHEHUS HE JTOJDKHO MpeBbimaTh 180 IHCTOB;

9) npu HaIUM4MKM B JEJIe HECKOJILKMX TOMOB (YacTeil) HOMep (MHAEKC) M 3arojioBOK Jelia
MPOCTABJISIOTCS HA KaXJIOM TOME C J100aBJICHHMEM HyMEpallud TOMOB (4acTeil), B MOCIETHEM
TOME (4acTH) A0OABISAETCS CIOBO «IIOCIETHUIN ((IIOCIETHSANN).

159. JlokyMeHTbl BHYTpPH Jejla paclojiaraloTcsi CBEpXy BHU3 B COOTBETCTBUU C
MIOCJIEIOBATEIbHOCTBIO  PEIICHUsI BOMpoca (XPOHOJOTMYECKOM TOpSAKE MO pPEelacMbIM
BOIIpOCaM) WJIM B Hayaje Jiejla NMOMEIAeTCs] MHUIMATUBHBIN JOKYMEHT, 3aTeM - JIOKYMEHT C
OKOHYATEJIbHBIM PEIIEHUEM BOIIPOCa, Jlajiee -JOKYMEHThI, OCBELIAIOLINE X0 1 PEILIEHUS BOIPOCa.

160. Bce TOKYMEHTBI OTUYETHOTO ¥ MH(POPMAIIMOHHOTO XapaKTepa MO MCIOJHEHUIO aKTOB U
MOPYYCHUHN BBIMIECTOANIMX OpTaHW3alliid, B KOTOPBIX OpraHU3AIMs SBISUIACH OCHOBHBIM
UCIOJIHUTENEM, (OPMHUPYIOTCSI B OTHCJIbHbIE Jlefla [0 HalpaBJICHUSM JEATEIbHOCTU
opranuzanui. B ocTalbHBIX ciydasix 3TH JOKYMEHTHI MOJIIMBAIOTCA B JE€JI0 MEPENUCKU 3a
TEKYIIUH TOI.

161. PacnopsauTenbHble JOKYMEHTHI TPYNIHMPYIOTCA B J€la 10 BHJAM M XPOHOJIOTHM C
OTHOCSIIMMHCS K HHM TPHIOKEHUAMU. WHCTPYKIIMU, TIpaBWIa, TIIOJOXKEHUS, YCTaBHI,
YTBEP)KJICHHBIC PACIOPSAUTECILHBIMA JIOKYMEHTAMH, SBIISIOTCS TMPHIOKECHUAMA K HHUM |
IPYNIUPYIOTCSI BMECTE C YKa3aHHBIMHM JTOKyMEHTaMU. Eciin jke OHU YTBEpXKIEHBI B KauecTBE
CaMOCTOSITENIBHOTO JOKYMEHTA, TO UX TPYNIUPYIOT B OT/IEIbHbBIE AeTa.

162. Ilpukassl (pacriopspKEHUSI) TTI0 OCHOBHOW JIEATEIBLHOCTH, MPUKA3bl (PaCIOPsHKEHUS) TI0
JUYHOMY COCTaBY, aJAMHHHCTPATHUBHO-XO3SHUCTBEHHOW JEATENbHOCTH (POpPMHUPYIOTCS B
OTJIeNbHbIE JIeNa.

163. IIpoTOKOIBI B JIEJI€ PACMOJIAraloTCsl B XPOHOJIOTUYECKOM MOPSIAKE IO HOMEPaM BMECTE
C IOKYMEHTaMH K HUM.

164. Ilepenucka rpynmnupyercs 3a JEIONPOU3BOJCTBEHHBIM T'OJ U CUCTEMATU3UPYETCS B
XPOHOJIOTUYECKOW  IOCJIEeOBATeIbHOCTA, MpPH 3TOM JOKYMEHT-OTBET IIOMEIIaeTcs 3a
JOKyMEHTOM-3anpocoM. [Ipu BO30OHOBIEHUM MEPENUCKH IO OMPEIEIEHHOMY BOIPOCY,
HayaBIllIeWcs B MpPEAbLAYIIEM IOy, JOKYMEHThl BKJIIOYAIOTCS B JEJI0 TEKYIIEero rojaa ¢
yKa3aHHUEM MHEKca JieNa MpeablayIIero roja.

165. JloxkyMeHTBl B JIMYHBIX [€JIaX pacloJiaraloTcsi B XPOHOJOTMYECKOM TMOpsIKE B
COOTBETCTBUU C UX MOCTYIUICHUEM.

166. Jlunesble cyera 1o 3apaboTHON 1uIaTe (OPMUPYIOTCS B OTAENbHBIE [ela U
pacrofiararorcsi B HuX B anaBUTHOM mopsiike pamMunuii pabOTHUKOB.

167. TpynoBbie HOTOBOpPbI (OPMUPYIOTCS B COCTaBE JMYHBIX J€Jd WIW OTIEIbHO B
andaBUTHOM MopsAAKe haMUIIUid paOOTHUKOB.

168. Choucku ¢Gu3MYecKuX JHUI W JOKYMEHTBHI, TMOJTBEPXKAAIOIINE MEpPEeUUCICHUE
00s3aTeNbHBIX IEHCHOHHBIX B3HOCOB, 00s13aTENIbHBIX MPOQECCUOHAIBHBIX TIEHCHOHHBIX B3HOCOB
B €IMHBIA HAKOTUTENbHBIN MEHCUOHHBIN QOoH, POpMHUPYIOTCS B OHO AETO.

Crucku (pu3MUecKUx IUIl U JOKYMEHTHI, MOATBEPKIAIOIINE MEPEUUCICHUE COIUAIbHBIX
OTUHUCIEeHUH, GOPMUPYIOTCS B OJIHO JIEJIO.

Crucku (QU3MYECKHX JHIl U JTOKYMEHTHI, MOATBEPKAAIONINE MEPEYUCIeHHE B3HOCOB TIO
00s3aTeNbHOMY COIIMATFHOMY MEIUIIMHCKOMY CTPaXOBaHHIO, JOPMUPYIOTCS B OJIHO JIEIO.

169. IlmaHbl, OTYETHI, CMETHI, JUMHTHl W IITaTHBIE pacmucaHus QOPMUPYIOTCS B
COOTBETCTBYIOIIME JIEJIa TOTO I0/1a, Ha KOTOPBIN MM 3a KOTOPBIA OHU COCTaBJICHbI, HE3aBUCHUMO
OT JIaThl UX COCTABIICHUS, YTBEPKICHHSI WU TIOCTYTLIICHUSI.

170. OGpamenuss GuU3NYECKNX U IOPUIUIECKUX JIUIl (OPMUPYIOTCS B Jefia TI0 BOMPOCaM,
HAMpaBJICHUSM  JICATEIBHOCTH OpraHU3allid WU aJMUHHCTPATUBHO-TEPPUTOPUATHHBIM



enuHuIaM. [Ipy He3HauMTENBHBIX O00beMax OOpalleHHi IOIycKaeTcsl (OPMHpPOBAHUE JAET IO
(bamuusaM aBTOpOB OOpaIIeHuil B aja(paBUTHOM MOPSIIKE.

171. DnexTpoHHbIE JOKYMEHTHI W 0a3bl JaHHBIX (OPMHUpPYIOTCS B Jena (Manmku) B
COOTBETCTBMH C HOMEHKJIATYpOH JeNl OpraHu3alfH, OTIACIBHO OT JOKYMEHTOB Ha OyMa)KHBIX
HOCHUTENSAX, Ha BBIICJICHHOM HOCHTEJIEe HWHGpOpMAMU. OJIEKTPOHHbIE 0a3bl  JTAaHHBIX
(bopMUpYIOTCS B OTHAENBHBIC JIe/la, HAMMEHOBAHUE JIella COOTBETCTBYET HAMMEHOBAHUIO 0a3bl
TTAHHBIX.

Maparpa¢ 12. Ilopsinok odopmiienus et

172. Jlena opraHu3anuu nojjiexar opopMIICHHUIO IIPU UX 3aBEJCHUH U 10 3aBEpLUICHUH roja
JUIS TIOJATOTOBKHU Jienia K XxpaHeHuto. OdopmiieHue ena BKIOYAeT B ce0sl KOMIUIEKC padoT 1o
OTIHMCAHUIO JIeN1a Ha 00JI0KKe, OPOIIIOPOBKE, HyMEpalMH JINCTOB M COCTABJICHHUIO 3aBEPUTENILHOM
Haanucu. OpopmiieHHE JIeNl TPOBOJIUTCS OTBETCTBEHHBIM JIMIIOM 3a BEACHUE JI€JI0NPOU3BOJICTBA
CTPYKTYPHOTO TMOJpa3/IeieHUs], TP METOAUYECKOM MMOMOIIH U 110 KOHTpoJieM ciiyk0b1 JIOY.

173. B 3aBUCUMOCTH OT CPOKOB XpaHEHUS IPOBOJAUTCS MOJIHOE WM YaCTUYHOE 0(OpMIIEHHE
nen. IlomHomy odopmileHnio mojjiexar jAefia MOCTOSIHHOTO, BpeMeHHoro (cBobime 10 ser)
XpaHEHUs U 10 JUYHOMY cocTaBy. [lonHoe odopmiieHue nena npegycMaTpuBaeTr o(opMieHHe
PEKBU3UTOB OOJIOKKH Jeia, HyMEpaluio JIUCTOB B JieJie, COCTABJIEHUE JMCTa-3aBepUTENs Jena,
no GopMe coriacHo npuioxeHuto 27 K HactosmuM [IpaBuiam, cocTaBieHHE BHYTpEHHEH
OTMCH JOKYMEHTOB Jejia, 1Mo (OopMe COTJIACHO NPWIOKEHHIO0 28 K HactosmuM l[IpaBumam,
MOJIIMBKY WJIM TIEPEIIeT Jiejia, BHECCHHE HEOOXOJMWMBIX YTOYHEHHH B PEKBH3HUTHI OOJIOKKU
nena.

174. Ha 06510 Ke J1e71a IOCTOSTHHOTO, BpeMeHHOTO (cBbilie 10 J1eT) XpaHeHUs U 110 JTUIHOMY
COCTaBY YKa3bIBAIOTCSI CIEAYIOIINE PEKBU3UTHI:

1) HaMeHOBaHUE OpraHu3alliy, HAMMEHOBAHUE CTPYKTYPHOTO MOAPA3ICIICHNUS;

2) HaMMEHOBAHME HACEJIEHHOTO IMYHKTa, B KOTOPOM IHUCIOIMpPOBAaHA OpraHU3alus, HOMEp
(mHACKC) mena;

3) 3arojioBOK jefa, jarta Jiena (ToMa, 4acTu), KOJIMYECTBO JIUCTOB B JIeJie, CPOK XpaHEHUs
nena;

4) apxuBHBIN AP Aea.

175. PexBU3UTHI, IpOCTaBIsieMble Ha OOJIOXKKE Jielia MMOCTOsIHHOTO, BpeMeHHoro (cBbiie 10
JIeT) XpaHeHUs1, 0(OPMIISIFOTCS CISAYIONTUM 00pa3oM:

1) HaumMeHOBaHME OpraHU3allMd B COOTBETCTBUU C YYPEAUTEIBHBIMH JIOKYMEHTaMU
yKa3bIBaeTCsl MOJHOCTHIO B HMMEHUTEIBHOM Majieke, C YKa3aHHeM O(HUIHAIBHO MPUHSITOTO
COKpAaIl[EHHOTO HAMMEHOBAHUS, KOTOPOE YKa3blBaeTCsi B CKOOKax TOCle  IMOJIHOTO
HAaUMEHOBAHMS;

2) HauMEHOBAaHHE CTPYKTYpHOTO TMOJPA3JIEICHUs 3allChIBAETCSI B COOTBETCTBUU C
YTBEPXKACHHON CTPYKTYypOH, HOMEp Jena - MpocTaBisercss nudpoBoe oOo3HaueHue (MHAEKC)
Jienia o HOMEHKJIaType Jell OpraHu3aluy;

3) 3aroJIOBOK Jies1a MMEPEHOCUTCS U3 HOMEHKIIATYphl JIel, JlaTa Jieia - yKa3bIBaeTcs Toj (- bl)
3aBeJICHUs M OKOHYaHUS Jiela B JIeIoNpou3BojJcTBe. JlaToit  ;enm,  coaepxKaux
pacropsIUTEIbHYI0 JOKYMEHTAIMIO, a TaKKe COCTOSALIMX W3 HECKOJbKMX TOMOB (uacteid),
ABIIIIOTCSL KpailHMe JaThl JOKYMEHTOB [efla, COOTBETCTBEHHO JjaTa (4MCio, MeEcCsI, TOx)
perucTpainuu (CoCTaBJIEHHs) CAMOTO PAaHHETO M CaMOro MO3/HEro JOKYMEHTOB, BKIIOUCHHBIX B
neno. Jlatoi mpuiiokeHus K jAeny, cHOpPMUPOBAHHOMY B OTIEJBHBIH TOM, SBIISETCS JaTa
PErUCTpaliii OCHOBHOTO JOKYMEHTA, MPUJIOKEHHE K KOTOPOMY MOMEIIEHO B 3TOT ToM. [lpu
3TOM YHCJIO U roJi 0003HAYAIOTCs apaOCKUMU IU(paMy, Ha3BaHUE MECSIA MUIIETCS MTOJTHOCTHIO
CIIOBAMH.

176. B mensax oOecneueHUs COXPAHHOCTH M 3aKpEIUICHUS TOPSJKA PAaClOJIOKEHHS
JIOKYMEHTOB, BKJIFOYEHHBIX B JI€JI0, BCE €r0 JIMCTHI, B TOM YHCIIE€ PE30JIIOLUH, COCTAaBIEHHbIE HA




OTIENBHOM JHcTe ((PUIIKK), KpOME JIMCTAa 3aBEPUTENII U BHYTPEHHEH OIMMCH, HYMEPYIOTCS.
JIMCTBI HYMEPYIOTCSI YEPHBIM, MSTKHM, TpadUTOBBIM KapaHIAIIOM, ULl MPOCTABISIOTCS B
IIpaBOM BEPXHEM YTy JIMCTA.

177. Tlopsinok HyMepaluuu JUCTOB JIena:

1) muct Gosiee hopmara A4, OMIIUTEIN 3a OJIMH Kpaid, HyMEPYyeTCs KaK OJINH JIUCT B TPABOM
BEPXHEM YTIILY;

2) NOKYMEHTHI ¢ COOCTBEHHOI HyMepalMen JINCTOB, B TOM YKCJIE MeYaTHbIE U3/1aHusl, MOTYT
HyYMEpOBaTbCS B OOLIEM NOPSAAKE WIM COXPaHITb COOCTBEHHYIO HYyMEpalulo, €ClIi OHa
COOTBETCTBYET MOPSAJKY PACIOJIOKEHUS JIUCTOB B JIEIE;

3) AMCTHI JieN, COCTOSIIIMX U3 HECKOJbKUX TOMOB WJIM YacTei, HyMEpYIOTCS IO KaXIOMYy
TOMY WJIH YacTU OT/EJIbHO;

4) dotorpadun, vepreku, AUArpaMMbl M JpPyrue HIUIIOCTPATHUBHBIE U cleuuduyecKkue
JOKYMEHTBI, MPEICTaBJISAIONINE CaMOCTOSATENbHBIN JIUCT B Jiele, HyMepyloTcsd Ha OOOpOTHOM
CTOpPOHE B JIEBOM BEPXHEM YIIIY;

5) moammMThIE B JE0 KOHBEPTHI C BJIOKEHUSMU HYMEpYIOTCS - CHayaja KOHBEPT, a 3aTeM
OouepeIHbIM HOMEPOM Kax10€ BI0KEHHE B KOHBEPTE;

6) MPWIOXKEHHUS K /i€y, OCTYNUBILINE B Meperiere, 0GopMIISIOTCS KaK CaMOCTOSITEIbHBIN
TOM ¥ HyMEpYIOTCS OTJEJIbHO;

7) B ciyyasx oOOHapyXeHHs OOJIbIIOrOo uuciaa OMMOOK B HyMepalud JHCTOB Jelna
MIPOBOJUTCS UX MepeHyMepalus (Mpu nepeHyMepaiiu JINCTOB cTapble HoMepa 3a4epKUBAIOTCA U
PSAIOM CTaBUTCSI HOBBI HOMEp JIMCTA, B KOHIIE Jejia COCTABJISETCS HOBBINM JIUCT - 3aBEPUTEID,
IIPU 3TOM CTapbli JIUCT - 3aBEPUTEIh 3aUEPKUBAETCS, HO COXpaHSIETCA B JIElie);

8) mpu HanMuUMK OTAENBHBIX OMIMOOK B HyMEpaluH JIMCTOB JIOMYCKaeTcs yHnoTpeOiieHue
JUTEPHBIX HOMEPOB JIUCTOB.

178. Tlocne 3aBepiieHUsT HYMEpAlMU JIMCTOB COCTABISAETCS 3aBEpUTENIbHAS HAJIKUCh,
KOTOpasi TIOJMUCHIBAETCSI €€ COCTABUTENIEM C yKa3aHHEM paciiu(pOBKU MOIMUCH, AODKHOCTH U
JaThl COCTABIICHUSI.

Bce mocnemyromnye uW3MEHEHHs] O COCTaBE W COCTOSIHMU Jefnia (NMOBPEXKICHUS, U3bATHE
JOKYMEHTOB) OTMEUAIOTCS B JIUCTE - 3aBEPUTEIIE CO CCHUIKON Ha COOTBETCTBYIOIIUINA aKT.

KonuuecTBo nHCTOB B Jiesie MPOCTaBIseTCsl HA O0JIOKKE Jiejia B COOTBETCTBUU C UTOTOBOM
HAJMKCHIO.

179. PekBU3HT «CPOK XpaHEHUS JeJIay IEPEHOCUTCS Ha 0OJIOKKY Jiena U3 COOTBETCTBYIOMIEH
HOMEHKJIATYpbl JIeJl TOCJ€ CBEPKHM €ro CO CPOKOM XpaHEHUs, yKa3aHHbIM B IEPEUHAX
JOKYMEHTOB, C YKa3aHUEM CPOKOB XpPaHEHHSI.

180. Ha nenax nmocTossHHOTO XpaHEHUs MMUIIETCS - «XPAHUTh IOCTOSHHOY.

181. ApxuBHblii mHdp Aena (COCTOUT U3 HOMepa (PoHIa, HOMEpa OMUCH U HOMepa Jienia o
omucu) Ha OOJOXKKax el MOCTOSHHOTO XPaHEHHs MPOCTABISAETCS B apXHWBE TOJBKO TMOCHE
BKJIIOUEHUSI STUX JieJd B paslienbl CBOAHBIX omuced, yrBepxaeHHbXx OIIK (mo »toro on
MIPOCTABIISICTCS KapaHAIIoM ).

182. ITo oxoHYaHUU TOJa B HAAMKUCU HA 0OJI0KKAX €]l TOCTOSIHHOTO M BPEMEHHOTO (CBBILIE
10 net) xpaHeHHs] BHOCSTCS YTOYHEHMsI - MPU HECOOTBETCTBUHU 3arojioBKa el Ha OOJIOXKKE
COJIEP’KaHHUIO MOAIIUTBIX TOKYMEHTOB B 3ar0JIOBOK JIEJIa BHOCSITCS U3MEHEHUS U IOTIOTHEHUS.

183. JInst yuera JOKyMEHTOB ONPEIEIEHHBIX KATErOpUil IOCTOSIHHOTO U BPEMEHHOI'O CPOKOB
(cBpime 10 7eT) xpaHeHUs, y4e€T KOTOPBIX BBI3BIBAETCS CHElU(UKON JaHHON JOKYMEHTAIMH
(0co00 1EeHHBIE JNOKYMEHTHI, JUYHBIE JAe€ia, MPUKa3bl, NMPOTOKOJIBI M JPYTHe), COCTaBISETCS
BHYTPEHHSS ONUCh JOKYMEHTOB.

BHyTpeHHs1 omHMCbhb JOKYMEHTOB JIela COCTaBIIIETCS TAaK)K€ Ha JeJla IOCTOSHHOTO U
BpeMeHHoro (cBbiue 10 ser) XpaHeHus, ecid OHU C(HOPMHUPOBAHBI IO PAZHOBUAHOCTAM
JOKYMEHTOB, 3ar0JIOBKH KOTOPBIX HE PaCKpPBIBAIOT KOHKPETHOE COAEPKAHUE JOKYMEHTOB.

184. JIokyM€eHTBI, COCTaBIISIFOIIME JIENI0, IOIINBAIOTCS HE MEHEE, YEM Ha YETBIPE MPOKOJIA B
TBEPJYIO0 00JIOKKY U3 KapTOHA WM MEPEIIeTAIOTCS C YYETOM BO3MOKHOTO CBOOOTHOTO YTEHHUS
TEKCTa BCEX JOKYMEHTOB. IIepBblii ¥ MOCIEIHNI TPOKOJ MPOU3BOIATCS HA PACCTOSTHUM OJHOTO



CaHTUMETpa OT BepXHEW (HIKHEW) rpaHulbl Jucta. [lpy MOAroToBKE M€ K MOJIIUBKE
(meperuiety) MeTa/NIMYeCKUE CKpervieHusl (OynaBKH, CKPENKH M JPYrHe) U3 JOKYMEHTOB
YIQIISIOTCS.

185. Jlena BpemeHHoro (no 10 jeT BKIIOYMTENBHO) XpaHEHUS MOIyCKAeTCS XPAaHUTh B
CKOpOCILIMBATENAX, HE MPOBOJUTH NEPECHCTEMATU3aALUIO0 JOKYMEHTOB B JIeJie, JUCTHI Jeia He
HYMEpPOBaTh, 3aBEPUTEIIHLHBIC HAIICH HE COCTABIIATS.

186. Tlpu dynkimonupoBanuu B opranmzamuu COJ] odopmieHue nen JTOKYMEHTOB Ha
OyMa)KHBIX HOCHTEJSIX OCYLIECTBISIETCS IPH MPOBEPKE C aBTOMATHYECKH CPOPMHUPOBAHHBIMU
omnucsimu aen B COJI.

MMaparpad¢ 13. Ilopsigok onepaTUBHOIO XpaHEeHHsI JOKYMEHTOB

187. Tlocne 3aBepuieHHS B JETONPOM3BOACTBE JOKYMEHTHI JIO0 N€peaud B apXUB
OpraHu3aliy B TEYEHHE OJHOT0 T0Jla XpaHATCS B JeNlaxX 10 MecTy UX (OpMHUpPOBAHMUSL.

188. Tlocne 3aBepiieHHs] B AETONPOU3BOJICTBE JOKYMEHTHl Ha OYMaKHBIX HOCHUTENSAX 0
nepeaud B apXWB OpraHMU3allMi B TEYEHHWE OJIHOTO TOJa XpaHATCA B JieNax MO MECTy HUX
(dbopMHpOBaHHUSL, NEKTPOHHBIE JOKYMEHTHI - B CO/I.

189. Cnyxb6a HOY, pyKkoBOAUTEIN CTPYKTYPHBIX TOJpa3/eleHU OpraHu3aluu
o0OecneunBarOT COXPaHHOCTh JJOKYMEHTOB U Jien. Jlena xpansaTcs B mkadax u ceiidax B pabounx
KaOMHeTaX WM ClelUaTbHO OTBECHHBIX JUISl 3TOM 1€ MOMEIICHUSIX.

190. Jlema pacmonaratoTcsi B COOTBETCTBUU C YTBEPXKIECHHOW HOMEHKJIATypOW JAel
OpraHM3aliy, Ha KOpeuIkax 00JI0KeK YKa3bIBalOTCS UX UHJIEKCHI.

191. Beimaua aen BO BpEMEHHOE TMOJIb30BAaHUE OPraHU3aLMsAM MPOU3BOIUTCS HA OCHOBAHUH
MMCBMEHHOTO 00pallleHHs U TOJBKO C pa3pelleHuss PyKOBOAWUTENsS opraHu3anuu. Beimaua nen
JIPYTUM  TOApA3JIENCHUsM OpraHu3aldyd MPOU3BOJUTCS C  pas3pelieHds PYKOBOIUTENs
CTPYKTYPHOTO TOJpa3/eieHHUs], @ BHYTPH CTPYKTYPHOTO MOAPA3JICICHUS - IO PACTIHCKY.

Ha Bbe1iganHO€ A€o 3aBOUTCS KapTa-3aMECTUTENb Jieja. B Hell yKa3bIBaloTCsl CTPYKTYPHOE
nojpasJielieHne, UHICKC JeNla, laTa e€ro BblJauyM, KOMY IO BBIJIAHO, JaTa €ro BO3BpAallleHus,
MpelycMaTpuBaroTCs rpadbl s paclucoK B MOJIYYSHUH U IpUeMeE Jena.

192. U3bsATHE NOKYMEHTOB W3 JIeJ HMPOU3BOIUTCS B COOTBETCTBUU C 3aKOHOJATEIHLCTBOM
PecniyOnuku Kazaxcran, mpu 3TOM B J€NO BKJIQABIBAIOT KOMHUU HU3BATHIX JTOKYMEHTOB M akT
(IpoTOKOIT) 00 U3BATUU TIOITUHHUKOB.

193. B ciydae yrpaThl JOKYMEHTOB M €]l MPOBOAMUTCS CIY)KeOHOE pacclieZloBaHHe, IO
pe3yibTaTaM KOTOPOTO CTaBUTCS BOMPOC 00 OTBETCTBEHHOCTH BUHOBHOTO JIMIIA B UX yTpaTe.

IMaparpad¢ 14. Ilopsinok nepenayu aeji B ApXUB OPraHu3anuu

194. Ilepemaua nen U3 CTPYKTYPHBIX TOJApa3JeieHUN B apXuUB OpraHU3alUu
OCYHIIECTBJISIETCS MO ONMCAM JIeJ, COCTaBISEMBIM II0 PE3yJIbTaTaM SKCIEPTU3bl IIEHHOCTHU
JOKYMEHTOB M JeJl, 3aBepUICHHBIX B JeJI0Npou3BocTBe. JJokymeHTsl BpemeHHOro (0 10 ner
BKJIIOUUTENBHO) XPAaHEHUS MEPEIAI0TCS B apXUB OpraHU3aIluy 110 HOMEHKIIAType JIe.

195. Onucu nien cocTaBiAOTCS OTIAENBHO Ha Jejia MOCTOSHHOIO, BpeMeHHOTo (cBbimie 10
JIET) XpaHEeHUs U MO JUYHOMY COCTaBy MO (hopMe COTJacHO MPUIOKEHHIO 29 K HACTOSIINM
[IpaBunam.

196. T'padpl ommcu nen 3amoiHSIOTCS B TOYHOM COOTBETCTBHMM C TE€MH CBEJCHHIMH,
KOTOpbIE BEIHECEHBI Ha 00JI0KKH 1el. [Ipu BHECEHUH B OMKCH AE MOAPS /e C OAMHAKOBBIMH
3aroJ0BKaMM MUIIETCS MOJHOCTHIO 3ar0JIOBOK MEPBOTO JI€Na, BCE OCTAJIbHBIE OJHOPOJAHbBIE JIea
0003HAYAIOTCSI CIIOBOM «TO 3K€», TPU ITOM JPYrH€ CBEIEHUS O HHUX BHOCATCS B OIHUCH
MOJHOCThI0. Ha HOBOM JiMCTE OMKCH 3ar0JI0BOK OJTHOPOIHBIX J€J1 BOCIIPOU3BOIUTCS IOJHOCTHIO.




197. Kaxnmoe peno (ToM, 4YacTh Jeja) BHOCUTCS B ONKHCh TOJ CaMOCTOSITEIbHBIM
MOPSAAKOBBEIM HOMEPOM.

198. Tpada omucu «lIpumedanue» HCHIONB3YeTCS I MPOCTAHOBKH OTMETOK 00
0COOEHHOCTSX (PU3UYECKOTO COCTOSIHMS JieNa, Iepefade Jena JpyromMy CTPYKTypHOMY
MOpa3ACIICHUIO (IPYroil OpraHu3alim).

199. Onuch aen cocTaBisieTcs B ABYX IK3EMILISIpaxX, OJUH U3 KOTOPBIX MEPEIACTCSI BMECTE C
JielaMy B apXUB OpraHU3aliy, a BTOPOIl - OCTaeTCs B KaueCTBE KOHTPOJBHOIO B CTPYKTYPHOM
MOApa3/ICIICHUN.

200. IpaBmIbHOCTH (POPMHUPOBAHUS M TIOJTOTOBKU JIeN K Iepeaade B apXuB OpPTaHU3AINN
npoBepsercs  ciayk6orr  JIOY. Vmerommecs HapymIeHUS YCTPAHSIOTCS — CTPYKTYPHBIM
MOAPA3JICIIEHUEM OpraHU3aL1H.

201. IlpueM Kaxaoro jena MPOU3BOJUTCS pPaOOTHUKOM, OTBETCTBEHHBIM 3a apXUB
OpraHu3aliy, B MPUCYTCTBUU pabOTHUKA CTPYKTYpHOTO mojpasneneHus. [Ipu sTom Ha oboux
9K3EeMILISIpax OMUCH MPOTUB KaXKJIOTO JieNla, BKIOYEHHOI0 B HEe, JIeJaeTcs OTMETKAa O HaIUu4uu
nena. B koHIE KaXJ0ro 3K3eMIUIsipa ONUCH YKa3bIBarOTCS LU(paMH U MPOIMUCHI0 KOJIUYECTBO
(akTUyecKu MPUHATBHIX [eJ, JaTa IpueMa-lepeadd Jed, a TakkKe MOJANUCH pabOoTHUKA,
OTBETCTBEHHOTO 3a apXUB, U JIUIIA, IEpeIaBLIero Aeia.

202. BMecre C fenaMy B apXuB OpraHU3alliy MIEPEAAOTCS PErUCTPAllMOHHBIE KAPTOTEKU HA
JOKYMEHThl M (WJIM) MpOTrpaMMHBIE CpPEICTBa, 0a3bl JaHHBIX, cojAep)Kallue HHGOPMAaLUIO O
perucTpalnyy U UCHOJHEHUH IepelaBaeMbIX JOKYMEHTOB. 3arojioBOK KaXKJOW KapTOTEKU WU
0a3bl JaHHBIX BKJIFOYAETCS B OIHCh.

203. B ciydyae TUKBUAANMKM CTPYKTYPHOTO TOApa3eneHus, puauana (peacTaBUTENbCTBA),
JIUI0, OTBETCTBEHHOE 3a BEJCHHE JEIONPOU3BOACTBA JAHHOIO CTPYKTYPHOTO TOAPA3JIENECHNUs,
¢unmnana (mMpeAcCTaBUTEIbCTBA), B MEPUOJ TMPOBEACHUS JHMKBUAALMOHHBIX MEPONPUATUI
(dbopMupyeT Bce MMEIOLIMECs] JOKYMEHThI B Jiena, oopMiseT [ela M MepelacT UX B apXuB
OpraHu3alyi HE3aBUCHUMO OT CPOKOB XpaHEHUSI.

204. B cnydae NMKBUIAUMM OpraHU3alMd B TMEPUOJ MPOBEICHUS JMKBHIALMOHHBIX
MEpOMNPHUATHIL  JOKYMEHTHl 1O JUYHOMY COCTaBy OQOpPMIISIIOTCS W TepelalTcs B
COOTBETCTBYIOIIUIA TOCY/IapCTBEHHBINA APXUB.

[lepenaua nen ocymiecTBISE€TCS MO OMUCAM A€ 1 HOMEHKJIAType Jell.

[Tpunoxenue 1

K [IpaBuiaM TOKyMEHTUPOBAHUS, YIIPABJICHUS
JOKyMEHTAIMel 1 UCII0JIb30BAHUSI CUCTEM
AIEKTPOHHOTO JOKYMEHTO000pOTa B TOCYIapCTBEHHBIX
Y HETOCYAapCTBEHHBIX OpraHU3aIusIX

CxeMa pacnoJio:keHusi peKBH3UTOB IOKyMeHTa
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IIpumeyanue:

1 - wuzobOpaxenue [ocymapcrBeHHoro I'epba PecnyOmuku Kazaxctan wunm >MOIEMBI,
JIOTOTHUIIA, TOBAPHOTO 3HAKa (3HAK OOCITYy>KUBAHHS)

2 - o(uaTbHOE HAMMEHOBAHUE OPraHU3aluU

3 - cripaBOYHbIE JJaHHbIE 00 OpraHu3aUuH



4 - HauMEeHOBaHUE BUJA TIOKYMEHTA

5 - J1aTa JOKyMEHTa

6 - perucTpalMOHHBIA HOMEp (MHICKC) JOKYMEHTA

7 - cChUIKA HA PETUCTPAIIMOHHBIA HOMED (MHJIEKC) U JaTy BXOJSILIEro JOKYMEHTa
8 - MecTO cOCTaBJICHUS WU U3/IaHUS JOKYMEHTA

9 - rpu¢ orpaHnveHUs 1OCTYyNA K JOKYMEHTY

10 - agpecar

11 - rpud yrBEepKICHUS JOKYMEHTA

12 - pe3omtonus

13 - 3aroJI0OBOK K TEKCTY JTOKyMEHTA

14 - oTMeTKa 0 KOHTpOJIE

15 - TekcT moKyMeHTa

16 - oTMeTKa 0 HATMYHMH MPUIIOKECHUS K JOKYyMEHTY

17 - moanuce

18 - oTMeTKa 0 coracoBaHUM JOKyMEHTA

19 - orTHCK TeUaTH

20 - oTMeTKa 0 3aBEpPEHUH KOITMH JIOKYMEHTa

21 - oTMeTKa 00 UCTIOJHHUTENE TIOKYMEHTA

22 - oTMeTKa 00 UCTIOJHCHUH JOKYMEHTA W HaIlPaBJICHUH €T0 B JIEJIO0
23 - UACHTU(PHUKATOP AIIEKTPOHHON KOTIUHU IOKyMEHTA

24 - oTMeTKa O TIOCTYIUICHHH JJOKYMEHTa B OPTraHU3aIHIO

[Tpunoxenue 2

K [IpaBuiaM TOKYMEHTUPOBAHUS, YIIPABJICHUS
JOKYMEHTAIMe 1 UCII0JIb30BAHUSI CUCTEM
3IEKTPOHHOTO JOKYMEHTO000pOTa B TOCYIapCTBEHHBIX
Y HETOCYAapCTBEHHBIX OpraHU3aIusIX

dopma



7

| biaaHK MHECEMA OpraHHzaAlIHH

TocymapcteeHHBIH ['epb PecryOmHkH Kazaxcran
HITH 3M01eMa, TOTOTHIIL, TOBapHBIH 3HaK (3HaK 00CIy:KHBAHHA) OpraHH3aIH]

OdHHaTEHOE HAHMEHOBAHHE
OpraHH3alHH
(Ha TocyJapcTEEHHOM H3BIKE)

Od¢HuHATEHOS HAHMEHOBA
OpraHH3alHH
(Ha pyccKOM HIH HHOM f3E

CHparO4HEIE JaHHEIE 00
OpraHH3alHH
(Ha TocyIapcTBEHHOM A3HIKE)

e

CHpaeo4HEIE JaHHEIE O
OpraHH3alHH
(Ha pyccKOM HIIH HHOM A3

e e o
]

Ne .
... (nata) (uHZexc) i
] irAztpeca:r
' (ccBlKa Ha HOMep H Jaty
| BXOJINETO JOKYMeHTa) R DO
T3aromnoBok k TekeTy mHCEMa 1k
] ------ . i s o ol
|
®dopmar A4 (210X297)

ITpunoxxenne 3

K H[)aBI/IHaM JAOKYMCHTUPOBAHUA, YIIPABJICHUA

HOKYMGHTaHHeﬁ M UCIIOJIb30BaHUA CUCTEM

OJICKTPOHHOT'O JIOKYMGHTOO60pOTa B TOCYJAapCTBCHHBIX

N HCTOCYAAPCTBCHHBIX OpraHu3alusax

dopma



biaaHk KOHEKPETHOIO BEHIA TOKYMCHTA OPraHHIAIHHA

T'ocyaapcreeHHEIH ['epd PecryOaukH KazaxcTan
HIH 5M01eMa, TOTOTHIL, TOBaPHEIH 3HAK (3HAK 00CTY:KHBAHHA) OpraHH3aIHH

OdHiaIEHOE HAHMEHOBAHHE
OpraHH3allHH
(Ha rocyIapcTBeHHOM f3BIKE)

O¢HITHATEHOE HAHMEHORAHHE
OpraHH3aIHH
(Ha pyCcCKOM HITH HHOM S3BIKE)

HanMmeHOBaHHe BHIA HauMeHOBAHHE BHIA
TOKYMeHTa JOKYMeHTa

. (Ha rocy1apCTEEHHOM A3BIKE) (Ha pycCKOM HITH HHOM A3BIKE) |
Ne §
L (nata) [
. MecTo H3maHHA MecTO H3OaHHY
 (HATOCYIapCTECHHOM A3BIKE) | | (HA& PyCCKOM HIH HHOM f3EIKE) |
13aromoBoK K TeKCTy MOKyMeHTa

®dopmar A4 (210X297)

[Ipunoxenue 4

K H[ZaBI/IHaM JAOKYMCHTHUPOBAHUA, YIIPABJICHUA
I[OKYMGHTaHPIeﬁ M UCITIOJIb30BaHUA CUCTEM
OJICKTPOHHOT'O JIOKYMeHTOO60pOTa B TOCYJAapCTBCHHBIX

N HECTOCYAApPCTBCHHBIX OpraHU3alusaXx

®opma




 O6mmuii 6:1aHK opra@W3ames

~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~

TocynapcteeHHsbIH ['epl PecryGiinkH KazaxcraH
HIH 3M071eMa, JIOTOTHII, TOBapPHBIH 3HAK (3HAK OO0CITYKHBAaHHA) OpraHH3allHH

. O¢HimaTBHOE HAHMEHOBaHHE | . O¢HHaTEHOE HaHMEHOBaHHE

OpraHH3aIHH OpraHH3alHH
(Ha rocy1apCcTBEHHOM S3BIKE) . (Ha pyCCKOM HJIH HHOM S3BIKE)

Ne

| SOOI, . ... NSV N W ———————————————
- MecTo H3maHHA - MecTo H3maHHA

'

 (HATOCYZIapCTBEHHOM A3BIKE) S—  (Ha pyCCKOM HIH HHOM A3BIKE)

®dopmar A4 (210X297)

[Ipunoxenune 5

K [IpaBuiiaM JOKyMEHTUPOBAHUS, YIIPABICHUS
JOKYMEHTALMEW U UCIIOJIb30BaHUs CUCTEM
ANEKTPOHHOTO JOKYMEHTOO0O0pOTa B TOCYIaPCTBEHHBIX
Y HETOCYIAPCTBEHHBIX OPraHU3aALUAX

®opma



JIMCT COI'VIACOBAHHA

HanMeHOBaHHE BHIA IIPOCKTa JOKYMEHTA, 3al0JIOBOK K TEKCTY

CornacopaH CormnacopaH
HanMeHOBaHHE JOKHOCTH HanMeHOBaHHE JOLKHOCTH
C YKa3aHHEM HaHMEHOBAaHH C YKazaHHeM HaHMEHOBaHH/A
OpraHH3alHH OpraHH3alHH

Pacmudporka Pacmudporka
(1HYHAs NOAMHCH) MOAIHCH (THYHAA NOANHCEH) MOAIMHCH
Jata Jlata

®opmar A4 (210X297)

[Tpunoxxenue 6

K [IpaBriiamM TOKyMEHTUPOBAHUS, YIIPABICHUS
HOKyMeHTaHHeﬁ U UCIIOJIB30BaHUs CUCTEM
3NIEKTPOHHOTO JTOKYMEHTO000pOTa B TOCYAaPCTBEHHBIX
H HCTOCYJAPCTBCHHBIX OpraHru3aluiax

dopma



CRYHAETEPAT MOJEIBIEVIIH,
KA3AKCTAHIBIK HHCTHTVTBI»
HHHOBAITHATBIK, OPTATBIFBD»

ToBapHmecTED © OTPaHAYEHEOH
OTEETCTEEHHOCTRED

«]{HHDBA[[HOI-H-I_BIE IOEHTP
«KAJAXCTAHCKHH HHCTHTYT
MOJETHPOBAHHA CHCTEM:»

FAVANKePIILTIT] IMeKTEYIi CepikTecTirl

e

7
L

AACTaHa Kanachl : i | Topox ActaHa

BYIPBIK i TIPHKA3

15 mapra 2017 roaa s Ne sl

I B
) BHeceHHH H3IMeHeHHHA B

AOKHOCTHBIE HHCTPYKITHH
COTPYIHHKOB

BceasaC

(ocmoBanme)

INIPHKA3BIBAIO:

1. BHecTH B JODKHOCTHEIE HHCTPVEIHH coTpyaauko TOO caemyromme
H3MeHeHHA:

1)

2)

2. KoHTpOIb 33 HCIIOTHEHHEM HACTOAMIETO IPHKA3a BOIOXKHTE Ha

I'eHepanbHBIA THpeKTOp (IOamHcE) (pacimmdpoEKa MOTIHCH)

OTMETEA O COTTIACOBAHMWH:

®dopmar A4 (210X297)

[Ipunoxenwne 7

K [IpaBuiiamM TOKyMEHTUPOBAHUS, YIIPABICHUS
JOKYMEHTAlMeN U UCIOJIb30BAaHUS CUCTEM
3NEKTPOHHOTO JOKYMEHTOO00pOTa B FOCYIaPCTBEHHBIX
Y HETOCY/AapCTBEHHBIX OpraHU3aIusax

®opma



TopapHImECTED C OTPaHAYEHACH
OTEETCTEEHHOCTERED

| «KYHETEPIIMOJETIBIEVIIH
KA3AKCTAH/IBIK HHCTHTYThI»
HHHOBAITHATBIK OPTAIBIFhI»

«AHHOBAIIHOHHBIH IIEHTP
«KA3AXCTAHCKHI HHCTHTYT
MOJIETHPOBAHHI CHCTEM»

Ay anKepIIimiri MekTey Il cepIKTecTirt

.......

BYIPBIK IIPHKA3
15 mapta 2017 roga MNe sln/e ,
AcTaHa Kamacwl ropon ActaHa g

 1r 7
| | ITo J]H‘IHOM}’ CDCTE[B‘_F

1. MIPHHATH Ecrkenguposa EpkeOynaHa AmaHTaeBHYa HAa JODKHOCTB
TMABHOTO MeHeT&epa MapKeTHHIOBOIO oThena ¢ 15 mapra 2017 roga.

OcHOBaHHY: TPYIOBOH JOroBop OT 15 mapra 2017 roma Ne 31 M 3agBIeHHe
Ecrkenmupoea ELA ot 14 MapTta 2017 roga.

2. MEPEBECTH 3y0apesy AHacTracHr0 BHETOPOBHY CTapInero Oyxramrepa,
Ha JO/LKHOCTB IMIaBHOrO Oyxramrepa ¢ 16 Mapta 2017 roga.

OcHOBaHHA: JONONHEHHe K TPYIOBOMY Jorosopy oT 14 anpena 2016 roma
Ne 28 1 sagenesHe 3yoapesoil A B. ot 13 mapta 2017 roga.

3. PACTOPTHYTH tpymoeo#i goroeop oT 17 gmBapa 2015 roma Ne 15 ¢
Kepmnossm Mapatom CepuroprdeM ¢ 15 mapra 2017 roma B COOTBEICTBHH C
myHKTOM 1 cTateH 57 Tpyaosoro kofekca Pecoyommal Kasaxcras.

OcHosanHne: 3ageneHde Kepuvosa M.C. ot 14 maprta 2017 roza.

4. OBbABHTH BBII'OBOP Ilaseinopoil CanraHaTr AbaesHe, MeHeIKepy
TIPOEKTHOTO OTAelA.

OcHOBaHHA: JOKTAIHAS 3AIIHCKA HAYaIbHHKA MpoeKTHOro oTdena Camosa ITT.
oT 10 mapra 2017 roga H 00BACHHTeIbHAd 3amHcka [lasermoeoi C.A. oT 12 MapTa
2017 roga.

I'eHepaIbHBIH JHpeKTOP TIOIIHCE pacmmmgpoBKa NOIIHCH
BHzm:

OzHaKOMISHEL

®opmar A4 (210X297)

[Tpunoxxenue 8



K [IpaBuiaM TOKyMEHTUPOBAHUS, YIIPaBJICHUS
JOKYMEHTalMeN 1 UCII0JIb30BAHUSI CUCTEM
3JIEKTPOHHOI'0 IOKYMEHTOO00OPOTa B TOCYIapCTBEHHBIX
Y HETOCYAapCTBEHHBIX OpraHU3aIHsIX

dopma

IIpoToxou



OpraHH3aNHH i OpraHH3aNHH
(Ha rocyJapcTBeHHOM 43BIKE) | (Ha pyccKOM HITH HHOM S3BIKe)

. XaTTaMA  TPOTOKOX

Ne
MecTo H3IaHHET MecTo H3manHg

| (Ha rocyZapCTBEHHOM A3BIKE) (Ha PYCCKOM HJIM HHOM A3EIKe)

r ' 1
o

3aceTaHAd KOMHCCHH IIO... ~

IIpencenatens — P H.O.

Cerperaps — 2. H.O. >._

ITpHcyTcTEOBATH: (KOMHYeCTEO) YeloBeK (CIIHCOK IIpHIaraeTcd)
BrogHan

4acTh
INOBECTEKA JHA _

1. O pa3padOTKe H NPHHITHIIAX .

JoKIa 3aBaVIOIETO ...

2.0 ...

1. CJIVIITATH:
$ 11.0. — TekcT JoKIaIa MPHIATaeTCa
BEICT¥IIH.IH:

$ 1.0, — KpaTKag 3aIHCH BRICTYIUIEHHA.
1.0 - >‘
OcHOEBHag

INIOCTAHOBH.TH: YACTE
1. OmoOpHTS ..
2. ..

2. CJIYIIAIH:
BBICTY¥IIH.TH:
INOCTAHOBH.TH:

Ipeacesarens MOJIHCE pacimdPOEKA TOIITHCH
CekpeTapsn IOJTHCH pacimdpoBKa IOOMHCH

®opmar A4 (210X297)

ITpunoxxenue 9



K [IpaBuiaM TOKyMEHTUPOBAHUS, YIIPaBJICHUS
JOKyMEHTalMeN U UCII0JIb30BAHUSI CUCTEM
3JIEKTPOHHOI'0 IOKYMEHTOO00OPOTa B TOCYIapCTBEHHBIX
Y HETOCYAapCTBEHHBIX OpraHU3aIHsIX

dopma

AKT



§ I'ocyzapcteennsii I epd Pecnyomxu Kasaxeran
| HIH 3MOIeMa, JOTOTHIL, TOBAPHBIH 3HAK (3HAK 0OCTYKHBAHHS) OpTaHH3AITHH
O¢unnaTbHoe HAHMeHOBAHHE | O¢unnaIbHOe HAAMeHOBAHHE
OpraHH3aNHH OpraHH3aNHH
(Ha rocyaapcTBeHHOM H3BIKE) (Ha pyccKOM HIH HHOM S3bIKe)

:
1

1

1

|

1

1

|

|

|

!_.._._._._ ..................... === g ———— SR
:

L

1

1

1

|

1

. AKT e '
Ne
(mata) ;
' MecTo H3qaHma MecTo H3TaHusT
 (Ha TOCYZapCTBEHHOM S3bIKE) i | (Ha pyCCKOM WM HHOM S3BIKE) |

" 1r 1
| _ | OO ATOrax NpoBepKH ...

OcHOBaHHe: IPHKA3 PYKOBOJHTEIT OpPraHH3allHe oT (Jara) Ne
«0 TpoBeleHHH NPOBepEH _.» (MMM HHOH JOKYMeHI: miaH paDoTel, MmopydeHHe
EBIIIECTOSINETO OPraHa H T.1.).

COCTAETIeH KOMHCCHEH B COCTABS:

IIpencenarens KOMHCCHH

DOCKHOCTE, HEHITHAIEL, (haMHIHT
1eHs KOMHCCHH. 1.

JOICREHOCTD, HHHITHATHRL, [iJEJ:lI“I.]]IIE
2.

DODKHOCTD, HHHITHAIBL, (DaMHIHA
IIpHCYTCTBOBATH:

AOTAHOCTD, HEHITHAIEL, (haMHIH

TEECT

CocTaBleH B 2-X 3K3eMIIIIpax:
1-# sE3eMIIEp: B geae 5-7
2-H 3K3eMILTAp. HAMpPABIeH NPOBLpAeMOH OPTraHH3aIHH

IIpeacesaTe b KOMHCCHH MOJIHCE  pacImH(pPOBKA ITOJIHCH
Yienbl KOMACCHH NOAmHACh  pacimHdpOBKa TOJIHCH
®opmat A4 (210X297)

ITpunoxxenne 10

K [IpaBuiaM TOKyMEHTUPOBAHHUS, YIIPABICHUS
JOKyMEHTAIMEN U UCIIOJIb30BAHMSI CUCTEM
JIEKTPOHHOTO JOKYMEHTO000POTa B TOCYJAPCTBEHHBIX
Y HETOCYAApCTBEHHBIX OpraHU3aIusaX



dopma

Chnpaska
"__.r""'_""\-.._\ ) ) :
«KA3AKCTAH PECIIYVEJIHKACHI / _ PECIIVEIHKAHCKOE
MOJIEHHET ;KOHE CIOPT ot Lot TOCYJAPCTBEHHOE
MHHHCTPJIITTHIH Recny G YUPEARTEHHE g
APXEOTPA®HA KOHE JEPEKTAHY «HANIHOHATbHBIH HEHTP
YITTHIK OPTAJIBITBI» APXEOTPA®HH H E
HCTOUYHHKOBEJIEHHA g
PECIIVBEIHKATBIK MEMIEKETTIK MHHHCTEPCTBA KYJIBTVPBIH |
MEKEMECT CHOPTA PECOYEIHKH ;
KA3ZAXCTAH»
.. AHBIKTAMA . CIPABKA
15.10.2017 ' Ne 03-05/171
AcTamakamacel | TopomAcrama |
MHUHHCTEPCTBO KVJIBTYPEI H :
cnopra Pecnmyd.inkn Kasaxcran :
r L |
O coctonHHH paldoTh! MO ;
 MOATOTOBRE }]HI]}DPME[[[IIDHHGI"G H
| cmpaBodHHKA «HcTopua KasaxcraHa i
B3apybexnbx apxmpax (XVIXX®B)» 0

-
TEKCT
JHpeKTop TIOITHCE b. KonbIicbaeBa
Hen B Tlapembexosa
Ten: 24-06-32
®dopmar A4 (210X297)

[Tpunoxenue 11

K [IpaBuiaM TOKYMEHTUPOBAHUS, YIIPABICHUS
JOKYMEHTAIMEN U UCIIOJIb30BAHUS CUCTEM
ANEKTPOHHOTO JOKYMEHTOO0O0pOTa B TOCYIaPCTBEHHBIX
Y HETOCYAapCTBEHHBIX OpraHU3aIUsaX

dopma

Cnpaska
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 «KA3AKCTAH PECIIVBEJIHKACHI | ~ PECIIVEJIHKAHCKOE |

MOJEHHET /KOHE CIOPT TOCYJAPCTBEHHOE
MHHHCTP.IITTHIH VYPE/KIEHHE
- APXEOTPA®HS KOHE IEPEKTAHY | . «HANMOHAIBHBIN HEHTP
| YJITTBIK OPTAIBIFBI» | APXEOTPA®HH H
| HCTOYHHKOBEIEHHA
- PECIIVEJIHKAJIBIK MEMJIEKETTIK | . MHHHCTEPCTBA KVJIBTYPHI H
? MEKEMECI z CIIOPTA PECHVE.IHKH
| KA3AXCTAH»
,,,,,,,,,,,,,,,,,,,,,,,,,,, AHBIKTAMA CHOPABRA
15.10.2017 Ne 02-01/10
AcCTaHa Kalachl § ropox AcTaHa

Asmoeprenopa Kyiapkan XaiOyai1oBHa paOoTaeT INIaBHBIM OyXraarepoM
HamuoHaTBHOTO IIeHTpa apXeorpa(HH H HCTOYHHKOBEIeHHS.

AJHpeKTop TIOAIIHCH B. KonbichaeBa

Hen. A. 3axmpoza
Ten.: 24-04-70

®dopmar AS (148X210)
[Tpunoxenue 12
K [IpaBuiaM TOKYMEHTUPOBAHUS, YIIPABJICHUS
JOKyMEHTAIMel 1 UCIIOIb30BAHUS CUCTEM
3NEKTPOHHOTO JOKYMEHTOO0O0pOTa B FOCYIaPCTBEHHBIX

" HCTOCYAAPCTBCHHBIX OpraHU3alusaX

®dopma

ITncemo



«BAPBIC»
AKIHOHEP.TK KOFaMBbI

AKNHOHEepPHOE 0GIeCTEO
«BAPBIC»

" Abait 1ot 10, Actana k., 010000 | mp. Aban 10, T. Actana, 010000 |
| Tem/takc 8 (7172)35-39-22, Ter/dake 8 (7172) 35-39-22, |
| 35-46-47 E-mail: Baris@inbox.ru 35-46-47 E-mail: Baris@inbox.ru |

119032017 Ne 04-07/151

. (ccBIIKA HA HOMep H JaTy BX.

| IOKYMeHTa) ;
_________________________ | TOO «Kymarep»
HOpaaa4yeckHii oTaen :
np. PeicKy10Ba, 12, 1. AIMaThI, |
1020000 |
r r 1
L O npeTeH3HH 0 JOT0BOPY
oT 15.03.2017 Ne 44/56

VEea:xkaemMmble rocooga!l

B mapTHH NaKOKpACOUHBIX MATepHATIOE, OTTPYXAeHHBIX Bamu 28 mexadps
2016 roga mo KelesHOIOPOAKHOH HaKTaqHOH N° 324 B COOTBETCTEHH C JOTOBOPOM OT
12 guBapg 2016 roga Ne 44/56, obHapy:keHO 3 Je(OpMHAPOBAaHHEIX BCeleCTEHe yaapa
HIH HHOIO MEXAHHYeCKOTQ BO3JSHCTEHA AINHKA, O 9eM CBHIETENBCIBYST aKT OT
15 mapra 2017 roma Ne 23, JIakokpacodHble H3IeTHYI, HAXOIAIIHECHd B
TMOBPEesKTIeHHBIX JIMHKAX, pealH3alHH He nOofrexar. Onnara MapTHH ToBapa
TIPOH3BeJeHA HAMH B IIOHOM 00BbeMe 110 caeTy Ne 33-675.

ITpocrM Bac BO3MecTHTP NOHeCeHHBI® HaMH VOBITKH B pasMepe 175 Thic.
570 Terre. CyMMy caegyeT IepedHC/IHTD Ha HAIN pacueTHBIH cUeT.

IIpunoxenHe: akT Ha 2 1. B 1 3K3., HAa pyCCKOM A3BIKS

C vBazmeHHEM,
KomMepuecKHE JHPeKTOP MOJNHCH  pacimH(pOBKa IOJIHCH

Hen. H. Tletpora
Tem 334344

®opmat A4 (210X297)

ITpunoxxenune 13

K [IpaBunam TOKYMEHTUPOBAHUS, YIIPaBICHUS
JOKYMEHTAIIMEeH U UCTOJIb30BaHUS CUCTEM
JIEKTPOHHOTO JOKYMEHTO000POTa B TOCYJAPCTBEHHBIX
U HETOCYJJapCTBEHHBIX OPraHU3aUsIX



IIpumepHBIii IepeYeHb JOKYMEHTOB, He MOJIeKAIUX perucrpanum ciay:kooi J10Y

[IuceMa, HanpaBIEHHbIE B KOMMSX AJIS CBEICHMUS.

PexnaMHble U3BeIIEHUS, IPOCIEKTHI, IUIAKAThI, IPOTPaMMBbl COBEIIAHU.

[lepBuuHBIE TOKYMEHTBI OyXraiTepcKoro ydera (pEeruCTpUPYIOTCS B OyXrajiTepuu
OpraHU3aIlIH ).

VY4eOHble MJIaHBl, NPOrpaMMbl (PETUCTPUPYIOTCS B COOTBETCTBYIOIIEM CTPYKTYPHOM
M0Apa3/IeJIEHUU OPraHU3aluHN).

Mecsunble, KBapTajJbHble W JApPYrMe€ OTYETbl (PETUCTPUPYIOTCSI B COOTBETCTBYIOLIEM
CTPYKTYPHOM TMOJPa3/IeI€HUN OpraHU3aLHH).

@DOpMBI CTATUCTUYECKON OTYETHOCTU (PETUCTPUPYIOTCS B COOTBETCTBYIOLEM CTPYKTYPHOM
MOJIpa3AeICHUH OPTraHU3aIiN ).

Coo01IeHHS 0 COBEIIAHNIX, 3aceqaHnIX.

[lo3npaBuTenpHbIE MUCHMA, TO3PABUTEIBHBIE TEIEIPAMMBbI, IPUTIIACUTEIbHBIE OUIIETHI.

[leyatHble u3gaHust (KHUTH, )KypHAJIbI, Ta3€Thl, OIOJIETEHH).

TenerpaMMsbl ¥ MUCcbMa O pa3pelieHny KOMaHIuPOBOK.

TenehonorpamMmmsl 0 MpoOBEICHNH 3acelaHUM, COBELIaHH, CEMUHAPOB U JpYTHE.

JIOKYMEHTBI C MOMETKOW Ha KOHBEPTE «JIMUHOY.

Hayunple oTueTsl 1Mo TemMaM (PErHCTPUPYIOTCS B COOTBETCTBYIOIIEM CTPYKTYPHOM
MOIpa3ACICHUH OPTraHU3aIiN ).

[IpelickypaHTBI.

Hopmbl pacxoma MaTepuanoB, 3asBKM Ha KaHUCIKIPCKHAE IPUHAUICKHOCTH WU
OpPraHU3allMOHHYI0  TEXHUKY (PErMCTpUpPYIOTCS B COOTBETCTBYIOLIEM  CTPYKTYPHOM
[OJIpa3/IeIEHUH OpraHu3alun).

CBOJIKH.

VY4eTHbIC TaHHBIE IO KaJpaM.

[Tpunoxenue 14

K [IpaBuiaM TOKYMEHTUPOBAHUS, YIIPABICHUS
JOKyMEHTaIel 1 UCIIOJIb30BAHUS CUCTEM
3IEKTPOHHOTO JOKYMEHTO000pOTa B TOCYIapCTBEHHBIX
U HETOCYAapCTBEHHBIX OpraHU3aIusIX

®dopma

Kaprouka perucrpauuu BXoAsiIuX JOKYMEHTOB



S Koppecnonzent Bax goxymenTa
Jarta DoCTYIUIeHHA H HEAEKC JOKYMEHTA Jara # HHOEKC JOKYMeHTa
wy
e
103
(=]
) 3aronoEOK JOKYMEHTa HIIH KEPaTKOE COAepiaHHe
Pesomronma M KOMY HampasleH ZOKYMEHT CpoxK HCTIOTHeHHA
= Al
=l OmreTra 00 HCIOOMHEHHMH JOKYMEHTA
Pacnmcxa B momyueHHH ¢ YEasaHHEM JaTH H HallpaEJIeHHH B Je0

Cse:zemm 0 X0A4e HCOOIHEHHA JOKYMEHTA, IEPEHOCA CPOKOE HCIIOTHEHHA,
HOOCTYIIEHHH IPOMERYTOUHEIX OTEETOE (sanpocoz) HT.A.

KOHTPOIIBHHC OTMETEKH

10
e

Dorg Ne Omuace Ne Heno Ne
70 70
>
210
®dopmar A5 (148x210)
[Tpunoxenue 15
K [IpaBuiaM TOKyMEHTHUPOBAHHUS, YIIPABJICHUS
JOKYMEHTalMeN 1 UCIIOJIb30BAHMSI CUCTEM
JIEKTPOHHOTO JOKYMEHTO000POTa B FOCYJApPCTBEHHBIX
1 HETOCYAApCTBEHHBIX OPraHU3alusaX
®dopma
ZKypHaJj perucrpanum BXOAsIIIMX JOKYMEHTOB
Ne Hara KoppecnonneHr, Bun Pe3omronus | Pacniucka B | Otmetka 06 | ITpume
ILII | IOCTYIUIEHUS | Jara M UHIEKC | AOKYMEHTa, | WIM KOMY | IOJYyYEHUU | UCIIOJHEHUU
BXOJAILIETO 3aroJI0BOK | HallpaBleH | JOKYMEHTa, | JOKyMEHTa
JOKyMEHTA W JOKYMEHT JaTa
KpaTkoe Ha
COJCpKAHUE | UCIIOJHEHUE
BXOJIALLETO

JIOKYMEHTA




1 2 3 4 5) 6 7 €
®opmar A3 (420X197)
Kypuana perucTpanum ucxXoAs X 1 BHYyTPEHHHUX JOKYMEHTOB
NoNe [ Jlara u unnekc | KoppecnonaeHTt | 3arojioBok OtMmetka 00 [TIpumeuanue
ILII. HCXOJIAIIETO WJIM KpaTKoe WCIIOJTHCHU U
(BHYTpEHHETO) CoJiepXKaHue JIOKYMEHTA U
JTIOKyMEHTA JTIOKYMEHTA HaIpaBJICHUH B
JIEJI0
1 2 3 4 3) 6
®opmat A3 (210X297)
ITpunoxenune 16
K [IpaBwiaM TOKyMEHTHPOBAHUS, YIIPABICHUS
JOKYMEHTAIIMEN 1 UCTIOJIb30BAHUS CHCTEM
AJIEKTPOHHOTO IOKYMEHTO000POTa B TOCYAAPCTBEHHBIX
Y HETOCYAapCTBEHHBIX OpraHU3aIusax
CBEJIEHUHS 00 ucnoiHeHUH JOKYMEHTOB, MOIJIEKAIMX KOHTPOJII0
10 COCTOSITHHIO Ha (damcno, MecsIl, o)
No | HanmenoBanus JIoKyMeHTBI Ha N3 HUX TOKYMEHTHI
/Tl | CTPYKTYPHBIX KOHTpOJIE
HOHpaSIleJIeHI/IfI BCEro | MOCTYIIHUIO B | HCOOJHCHHBIC | HAXOIAIIHCCS C mpocpoye
peabLIyneM Ha IIPOIJIEHHBIM
MecsLe WCIIOJTHEHUH CPOKOM
VCIIOJIHEHUS
1 2 3 4 5 6 7 8

HaumeHoBaHMe JOJLKHOCTH PYKOBOAMTEJIA

cayx0b1 JIOY

Pacum¢poBka

MOJITUCH
(TMYHAsI TO/AMUCH)

®opmat A4 (210X297)

IIpumeuanue.



CBenenust MOTyT OBITH JOMOJHEHBI I'padaMy MO BHIAM JIOKYMEHTOB (IIPHKAa3bl, PEHICHUS
KOJUIETUH U JIPYrUe), X PErUCTPAMOHHBIMA HOMEpaMH, (paMUIIUSIMU HCTIOJTHUTEIICH.

[Tpunoxxenue 17
K [IpaBunaM TOKyYMEHTUPOBAHUS, YIIPABICHUS
JOKYMEHTAIUEH U MCIIOJIb30BAHMS CUCTEM

3JIEKTPOHHOTO IOKYMEHTOO00OpOTa B TOCYIapCTBEHHBIX

N HCTOCYAAPCTBCHHBIX OpraHu3alusax

CBEJEHUA

00 ucnoJiHeHUH o0paleHuil PU3NUecKUX U IPUANYECKUX JIMIL
10 COCTOSIHMIO Ha

(aucrno, Mecsii1, ToJ1)

Ne HanmenoBanus Haxoautcs Ha ncnoTHEHNH N3 Hux
/11 CTPYKTYPHBIX BCETO MOCTYIUJIO 32 HCIIOJIHSIIOTCS MIPOCPOYECHBI
MOJIpa3ieICHU I MpEAbI YN B CPOK BCETrO | CpOK
MECSI] MPOJIEH
1 2 3 4 5 6 7
Bcero:

HaumeHoBaHuUeE T0KHOCTH PYKOBOIUTEJIS
Pacumdposka

cayx0b1 JIOY
IO JITUCH

(TMYHAsI TOATHCH)

®opmat A4 (210X297)

ITpunoxxenne 18
K [IpaBuiaM TOKyMEHTHUPOBAHHUS, YIIPABICHUS
JOKyMEHTAlMEN U UCIIOJIb30BAHMSI CUCTEM

OJICKTPOHHOT'O JIOKYMGHTOO60pOTa B TOCYJapCTBCHHBIX

N HCTOCYAAPCTBCHHBIX OpraHuU3alusax




ZKypHaJ yyeTa M BbIIa4¥ NeYaTHO-0/1aHOYHON NPOAYKIHH

dopma

[Toctynnenue
[ara [ara u HoMep HaumenoBanue | KonuuectBo | Cepusi u | [lara Harta u
MOCTYIUICHUS | CONTPOBOUTENBHOTO | MIPEANPHUATHS - | IK3EMIUISIPOB | HOMEpa | BbLAAUU HOMED
JTOKyMEHTA M3TOTOBUTEIS OJ1aHKOB JIOKYMEHTa
Ha BbIJAYy
1 3 4 S 6 7
®dopmar A4 (210X297)

IIpunoxenue 19
K [IpaBuiaM TOKyMEHTUPOBAHUS, YIIPABICHUS

JOKyMEHTaIMel 1 UCIIOJIb30BAHUSI CUCTEM
UIEKTPOHHOTO JOKYMEHTO0O0POTa B FOCYJAPCTBEHHBIX
Y HErOCyJapCTBEHHbBIX OPraHU3alUsaX

dopma

ZKypHau ydera v BbIIa4H NevaTeil, TaMnoB ¢ nzodpa:xkenneM I'ocynapcreennoro I'epdoa
Pecny0sinku Ka3zaxcran U crenMaibHON ITEMIEJIbHON KPAaCKH

No | HammenoBanus u Komy BbI1aHO Hara [Ipumeuanue
ILI. | OTTUCKHU IIe4aTel U HanmenoBanme damunns u Harau BO3BpaTa | OTMETKH 00
LITaMIIOB C CTPYKTYPHOTO VHUIMAJIBI pacnucka B u YHUYTOXKEHHI
U300paKEHUEM noapasacieHus, JOJI>KHOCTHOI'O | IOJIYUEHHUHU | paclucKa rmevaTe,
['ocynapcTBEHHOTO | OCYIIECTBIISIOIETO Juua- B IIpMeMeE | IITaMIIOB U
I'epba XpaHEHHue rnevareu, | Iojydaress CIIELUAJIbHOY
PecriyOnuku LITAMIIOB C LITEMIIEIBHO]
Kazaxcran n300pakeHrEeM KpacCkH
l'ocynapcrBenHoro
I'epba PecriyOnuku
Kazaxcran n
CIielIMaIbHOM
ITEMIIEIBHON
KpacKu
1 2 3 4 5 6 7
®opmat A4 (210X297)

ITpunoxxenune 20
K [IpaBunaM TOKyYMEHTUPOBAHUS, YIIPaBICHUS
JOKYMEHTAIIUEeH U MCTI0JIb30BAaHUS CUCTEM



3JIEKTPOHHOI'0 IOKYMEHTOO00OpOTa B TOCYIapCTBEHHBIX
Y HETOCYAapCTBEHHBIX OpraHU3aIsIX

dopma

)Kypﬂa.n YueTa v BbIIaYU MEPbEBLIX AaBTOPYYCK, 3alIPABJICHHBIX CIICHNUAIbHBIMUA

Mecto uznanus (Ha

(nara)

AKT

No

TroCyaapCTBEHHOM 5[3511(6)

SI3BIKE)

YepHWIAMH
Ne HaumenoBanue Qamunus u JlomKHOCTD 1 Hara Hara [Tpumeyann
ILII. CTPYKTYPHOTO VHHIMAJIbI dbamunus nuna, | BbLAaUM U | BO3BpaTa OTMETKa Of
MIOJPA3ACIICHHUS, JIOJKHOCTHOTO MOJYYMBIIErO | paclucka B 51 YHUUYTOXKEH]
OCYUIECTBJISIOIIETO IMua, IIEPBEBYIO MOJTYYEHHH | paclucKa MEepbEBOI
XpaHEHHE OCYUIECTBJISIOIIETO aBTOPYUKY, B IIpUEME ABTOPYYKH
MEePbEBBIX XpaHEHUe 3aIpaBIICHHYIO 3ampaBJICHH
aBTOPYYEK, MEPHEBBIX CIielIMaTbHBIMU CIIEHHAIIbHBI
3anpaBJICHHBIX aBTOPYYEK, YEepHUIIAMHU YepHUJIAMI
CIielIMaTbHBIMU 3aMpaBJICHHBIX
YepHUIIAMHI ClielIMaTbHBIMU
YEepHUIIAMU
1 2 3 4 5 6 7
®dopmar A4 (210X297)

[Tpunoxenue 21
K [IpaBuiaM TOKYMEHTUPOBAHUS, YIIPABICHUS

JOKyMEHTaIMel 1 UCIIOJIb30BAHUSI CUCTEM
3EKTPOHHOTO JOKYMEHTO000pOTa B TOCYIapCTBEHHBIX
Y HETOCYAapCTBEHHBIX OpraHU3aIusIX

dopma

Ha3BaAHUC OpraHU3alln

MecTo uzganus (Ha PYCCKOM HJIM UHOM

YTBepn(z[an HaumenoBanue J0KHOCTH PYKOBOAUTCIIA
OpraHu3anuun

IIpuema-nepenaym ne4yaTHo-
0J1aHOYHOI
NPOAYKIUH, NleYaTei, INTaMIIOB,
MO/VIeKAIIM X

3alyUTe, CPEACTB 3aIUThI
AOKYMEHTOB H
PEerucTPANMOHHBIX YYeTHBIX
(popM Kk HUM

MOMKUCH) moanucu Jlata

OcHoBaHue: NMpHUKa3 pyKOBOAUTEINS OpraHu3aiuu oT (aara) Ne
«O npoBeIeHUH MPOBEPKH...» (MM MHOHM JOKYMEHT: IUIaH paboThl, MOPyYEHHE

Pacmudposka (muuHas




BBILIECTOSIIETO OpraHa u T.1.).
CocraBiieH KOMUCCHEHN B COCTaBE:
[Ipencenarens koMuccuu

JOJKHOCTh, HHULIAANBI, (haMIITHSI
Yneus! koMuccuu: 1.

JOJDKHOCTBh, HHHUIIUAJIBI, (1)aMI/IJ'II/I$[

2.

JOJI’KHOCTh, MHUIIUAJIBI, (1)aMI/I.]II/I$I

1. Hencrosib30BaHHYIO MeyaTHO-01aHOYHYIO IPOIYKIIMIO, ITOJIEXKAIIYIO 3aIIUTE, (OTAEIBHO
moBuaam)cepun ¢ Ne  mo Ne B KOJIMUECTBE JK3EMIUISPOB.
(urdppaMu 1 TPONUCHIO)

2. AKTBHI O BBIJIETIEHUHU K YHUUTOKEHHUIO UCIIOPUYEHHBIX 3K3EMIUISIPOB M€YaTHO-0JIaHOYHOM
MPOIYKIMH, TTOJIJIEKAIIEH 3alIUTe

(matb1, HOMEpa, KOJMYECTBO IK3EMILISIPOB

aKTOB IO BUJIaM OJIAHKOB)
3. Ilewatm c wm3obOpaxenueM ['ocymapctBennoro I'epba Pecrmyonmukm Kazaxcran B
KOJIMYECTBE

IITYK.

(urdpaMu U IPOIHUCHIO)
4. Uramnel ¢ wuzobpaxenueM [ocymapctBenHoro I'epba Pecnybonuku Kazaxcran B
KOJIMYECTBE

HITYK.
(mdpamMu 1 TPOMUCHIO)
5. CpeacTBa 3alIuThl JOKYMEHTOB:
(HaMMEHOBAHUS CPEJICTB 3aIUTHI)
B KOJIMYECTBE HITYK.
(mdpamMu ¥ TIPOITUCHIO)
6. Perucrpanuonssie YUYETHBIC bopMbI:

(BUIBI PErHCTPAIlMOHHBIX YYEeTHBIX (OpM, UX
HOMeEpa

110 HOMCHKJIATYyp€ A€, HOMEpa TOMOB, JaThI nepBoﬁ n HOCJ'IGI[HGI‘/'I 3aIlncCu,

KOJIMYCCTBO J'II/ICTOB)

CocrostHHE yquHoﬁ pa6OTBI C ne4yaTHO-0JaHOYHOM HpO,HYKHHefI, neyaTsaMu, mraMIiiaMu,
NMOAJIC)KAIIMMHU 3alMUTE, U CPCACTBAMU 3alIUTHI JOKYMCHTOB

(oOr1ast xapaKTepUCTUKA COCTOSIHUSI YU€THOUM paboThI)

Iepenan (a) Pacmm¢poBka noanucu
(JIMYHAas TIOIHCH)

[Tpunsn (a) Pacmn¢poBka noanucu
(JIMYHAas TIOIHCH)

CocraBneH B 3K3eMIuspe (ax):

1-i1 sx3emIutsAp: B esie Ne
2 sk3emIusIp: (agpecar)

IIpencenareib KOMHCCHH MO ATIHCH paciiM(ppoBKa MOANKCH
Yi1eHbI KOMHCCHH MO IUCH paciiM(ppoBKa MOANKCH



®opmat A4 (210X297)

[Tpunoxxenue 22

K [IpaBuiiamM TOKyMEHTUPOBAHUs, YIIPABICHUS

I[OKYMGHTaLII/Ieﬁ 1 UCIIOJIBb30BaHUA CUCTEM

3JIEKTPOHHOTO IOKYMEHTOO000pOTa B TOCYIapCTBEHHBIX
Y HErOCYAapCTBEHHBIX OpraHU3aIusIX

AKT

(mara) Mecto

n3/iaHus (Ha rocy/lapCTBEHHOM WM

WHOM SI3BIKE)

dopma

Ha3BaHWC OpraHu3anuu

Yr1Bepxknato HanmeHoBaHue J0HKHOCTH

PYKOBOJIUTENS OpraHU3aIluN

Pacummdposka (muunas noanuck) noanucu lara

O BbIJI€JIEHUU K YHUYTOKEHH IO
HCNOPYEHHBIX IK3EMILISIPOB
Ne4YaTHO-0JIAHOYHOI NPOTYKIIUH,
nojJie;Kaleid 3anmure

OcHoBaHue: MpUKa3 PYKOBOIUTENS OpraHu3aiuu oT (ara) Ne
«O TpoBeICHUH MTPOBEPKH...» (MIIM HHOW JOKYMEHT: TUIaH paboThI, MOpyYCHUE

BBIIIIECTOSAIIETO OpraHa u T.1.).
CocTaBiieH KOMHUCCUENA B COCTABE:

[Ipencenarenb KoMHUCCUU

Ynens! koMuccuu: 1.

2.

JOJDKHOCTB, HHUIIUAJIBI, (baMI/IJ'II/IH

JOJDKHOCTB, HHUIIUAJIBI, (baMI/IJ'II/IH

JOJDKHOCTb, HHHUIIUAJIBI, (baMI/IJ'II/IH

OtoOpaHbl K YHMYTOKEHUIO HCIOPYEHHBIE SK3EMIUISPHI CIEAYIONIMX BHUAOB II€YaTHO-
OJIaHOYHO MPOIYKINH, MOAJIeKAIEH 3alUTe:

No HaumenoBanue Cepus u HOMEpa Komnnuectso [Tpumeuanue
ILII. BH/JIA TIEYATHO- 9K3EMILISIPOB MEYaTHO- UCIIOPYECHHBIX
OnaHOYHOM OnaHOYHOM 9K3EMILISPOB MEYaTHO-
MPOAYKIHUH, MPOAYKIHUH, OIaHOYHOM MPOTYKITHH,
Mo JyIeKaIen MoJUIeKaIeH 3aluTe MOJUIEKAIEH 3aluTe
3allNuTe
1 2 3 4 5
Hroro HCMIOPYCHHBIX AK3EMILISIPOB MEYaTHO-O0JIaHOYHOM

(unpaMu ¥ IPOITUCHIO)
MPOIYKIIMH, TOJUIeXKAIEeH 3aiuTe.
CocraBneH B 3K3eMIuspe (ax):
1-i1 sx3emMIutsIp: B esie Ne




2 sx3eMIuIsIp: (agpecar)
IIpencenarenb KoMucCHH Pacummgposka noanucu
(JInyHas MOANHKCH)
Yi1eHbI KOMUCCHH Pacimdgposka noanucei
(JInYHBIE TIOJITUCH)
OTMeTKH B )KypHaJbl yueTa U BblJJaul [1€4aTHO-0JIAHOYHOM MPOTyKINH, MO AJIexKalei
3allUTe, BHECEHBI, HCIIOPYEHHBIE IK3EMILISIPbI B KOJIUUYECTBE

(mrdpaMu ¥ IPOTIHCHIO)
YHHUYTOKCHBI ITyTeM

(BU YHUUYTOKEHUS)
HauMeHoBaHHE J0:KHOCTH Pacumdposka noanucu
(JImyHAst MOANHCH)

[ara
®opmat A4 (210X297)

[Tpunoxxenue 23

K [IpaBunaM TOKYMEHTHPOBaHUS, YIIPABICHUS
JOKYMEHTAITUEH 1 MCIIOJIb30BaHMS CHCTEM
3NIEKTPOHHOTO JTOKYMEHTO000pOTa B TOCYAapPCTBEHHBIX
¥ HETOCYJJapCTBEHHBIX OPraHU3aIUSIX

dopma

Ha3BaHUC OpraHU3allun

AKT
(mara) Mecto No
n3naHus (Ha TOCYyIapCTBEHHOM HIIH
WHOM SI3BIKE)

VYr1Bepxknaro HauMeHoBaHUE TOKHOCTH
PYKOBOJIUTEISI OpraHU3aIHH
Pacmudposka (mnunas noanuck) nmoanucu Jlara

O BbII€JIEHUN K YHUYTOKEHHUIO
nedyarTei M IITAMIIOB,
MO/IJIeKAIIMX 3aIHTe

OcHoBaHue: pUKa3 pyKOBOJUTEIS OpraHu3aiuu oT (nata) Ne
«O mpoBeIeHUH TPOBEPKHU...» (MM UHOM TOKYMEHT: IJIaH pabOThl, OpyYCHHE
BBIIIECTOSIIIETO OpraHa u T.J1.).

CocTaBiieH KOMUCCHEH B COCTaBE:

[Ipencenarens koMuccuu

JOJDKHOCTb, MHUIIHUAJIBI, (I)aMI/IJ'H/IH
Ynens! komuccuu: 1.

JIOJKHOCTD, (haMuus, MHULUAIIBI
2.

JOJDKHOCTb, MHUIIHUAJIbI, (baMI/IJ'II/I}I

OTO6paHLI K YHUYTOXCHUIO CIICAYIOIMUC ICUATH U IITAaMIIbI, IMOJICKAIIUC 3aUTEC:

No .. HanMmeHnoBaHue KomnuecTBo HpI/IMC‘{aHI/IC

1 2 3 4




CocraBiieH B sk3eMIusipe (ax):

1-# sx3emrutsp: B nese Ne

2 sx3eMIuIsIp: (agpecar)

IIpencenarenb KoMuccHUH PacimmdpoBka noanucu

(JInyHas OAMKCH)

YjieHbl KOMHCCHU Pacumdposka moanucei
(JIMYHbBIE TOIUCH)

OTMeTKH B )KypHaJl BHECEHBI, [IEUaTH U LITaMIIbl, [I0JUIeKaIHE 3alUTE, B KOJUYECTBE

IITYK YHUYTOXKECHBI ITyTEM

(T paMu 1 TPOTTUCHIO) (BUJ YHUUTOXKEHHMSI)
HauMeHoBaHue J0JKHOCTH Pacumdposka moanucu
(JInyHas MOATINCH)
[ara

®opmat A4 (210X297)

[Tpunoxenne 24

K [IpaBriiamM TOKyMEHTUPOBAHUSA, YIIPABICHUS
JOKYMEHTAIMEN U UCIIOJIB30BAHUS CUCTEM
UIEKTPOHHOTO JOKYMEHTO00O0POTa B FOCYJAPCTBEHHBIX
Y HETOCYAapCTBEHHBIX OPraHU3aIusax

dopma

Ha3BaHUC OpraHU3alun

AKT
(mara) Mecto No
n3naHus (Ha TOCyIapCTBEHHOM HIIH
HWHOM SI3BIKE)

VYr1Bepxknaro HauMeHoBaHUE TOKHOCTH
PYKOBOJIUTEISI OpraHU3aIHH
Pacmudposka (mnunas noanuck) nmoamnucu Jlara

O BbIJI€JIEHUN K YHUYTOKEHHIO
CPEeACTB 3aIIUTHI JOKYMEHTOB

OcHoBaHue: PUKa3 PyKOBOJUTENS Opranu3aiuu ot (nata) Ne
«O mpoBeIeHUH TPOBEPKHU...» (MM UHOM TOKYMEHT: IJIaH paObOThl, MOPyUYCHHE
BBIIIECTOSIIETO OpraHa u T.J1.).

CocTaBiieH KOMUCCHEH B COCTaBeE:

[Ipencenarens KoMUCCUU

JOJHKHOCTh, HHULIUAJIBI, (haMUIus,
Unensl koMuccuu: 1.

JIOJDKHOCTh, MHUITUAIIBL, (haMHITUS
2.

JAOJDKHOCTBh, MHUITUAJIbI, (baMI/IJ'II/I}I
OTO6paHLI K YHUYTOXCHUIO CIICAYIOIUEC BUABI CPEACTB 3alllUThl JOKYMCHTOB!:

No .. HanMmeHnoBaHue KomnuecTBo HpI/IMC‘{aHI/IC

1 2 3 4




CocraBiieH B 3K3eMIUIIpe (ax):

1-# sx3emrutsp: B nese Ne

2 sx3eMIuIsIp: (agpecar)

IIpencenarenb KoMuccHUH Pacimudgposka noanucu
(JImyHAst MOANKCH)

YjieHbl KOMHCCHU Pacumdposka moanucei
(JIMYHBIE TIOJITUCH)

OtmeTKH B )KypHasbl yueta N0 BHECEHBI, CPEJICTBA 3aLUThI JOKYMEHTOB YHUUTOKEHBI

yTeM

(BUABI YHUUTOXKEHUS)
HauMeHoBaHue J0JKHOCTH Pacumdposka moanucu
(JInyHas MOANHNCEH)

[ara
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[Tpunoxenune 25

K [IpaBuiaM TOKyMEHTUPOBAHUS, YIIPABICHUS
JOKyMEHTaIel 1 UCII0JIb30BAHUS CUCTEM
UIEKTPOHHOTO JOKYMEHTO00O0POTa B FOCYJAPCTBEHHBIX
Y HETOCYAapCTBEHHBIX OpraHU3aIusIxX

dopma

Ha3BaHUE TOCYAapCTBEHHOM

OpraHu3aIuu
AKT
(mara) Mecto No
n3naHus (Ha roCyIapCTBEHHOM HITH
HWHOM SI3BIKE)

VYr1Bepxknaro HauMeHoBaHUE TOKHOCTH
PYKOBOJIUTEISI OpraHU3aIHH
Pacmudposka (mnunas noanuck) nmoamnucu Jlara

O BbLIEJICHUN K YHUYTOKEHHUIO
HEHCIO0JIL30BAHHON NMeYaTHO-
0JIaHOYHOI

NPOAYKIHH, NOJJIeKALIEeH 3a1uTe

OcHoBaHue: NpUKa3 pyKOBOAUTEINS OpraHu3aiuu oT (aara) Ne
«O npoBeeHUH MTPOBEPKH...» (UJIM HHOM JOKYMEHT: IUIaH paboThl, MOpyYEeHUE
BBIILIECTOSIIIETO OpraHa u T.11.).

CocraBiieH KOMUCCHEN B COCTABE:

IIpencenarens komuccun

JOJDKHOCTb, MHUIIUAJIBI, q)aMI/IJII/IH
Ynensl komuccuu: 1.

JIOJDKHOCTh, MHUIIMAIIBI, (haMHITUS
2.

JAOJDKHOCTBh, MHUIIUAJIbI, (I)aMI/IJ'II/I}I
OTO6paHLI K YHUYTOXCHUIO YTPATHUBIIUC B CBA3U




(MMKBUALIMEH, peopraHu3aluei) (odunmanpHOE HAMMEHOBAHUE
MPAKTUYECKOE 3HAUCHHE CIIEAYIOIINE BUIbI

roCyJIapCTBEHHOTO OopraHa (OpraHu3alun)
HEHCII0JIb30BaHHOH MeYaTHO-01aHOYHON TPOTYKIIHH:

Ne | HammeHoBaHue Buaa Cepus 1 HOMepa KomnyecTso IIpumeyanue
ILI. | IEYaTHO-OJAaHOYHOU JK3EMIUISIPOB II€YATHO- HEHNCIIO0JIb30BAHHBIX
PO AYKIIUH 0JIaHOYHOH PO TYKINH IK3EMIUISIPOB
1 2 3 4 S
Hroro HEHUCIOJIb30BaHHBIX 3K3EMIUISIPOB NI€YaTHO-0JaHOYHON

(rmudpamMu 1 IPOTUCHIO)
MPOYKIMH, TTOIJIEKAIIEH 3aIUTE.
IIpeacenarenb KoMuccHH Pacummdgposka noanucu
(JInyHas MOANMNCEH)

Y1eHbI KOMHCCHH Pacumndposka noanuceit
(JIMYHBIE TIOJITUCH)

OTMeTKH B )KypHaJbl yuyeTa U BblJaud M€4aTHO-O0JJaHOYHOM MPOYKIIMM BHECEHBI,

HEHCIIOJIb30BAHHBIE YK3EMIUISPHI B KOJIMYECTBE BECOM __ KI

(mdpamMu ¥ MPOTIUCHIO)

YHUYTOKEHBI ITyTEM

(BU YHUUTOXKEHHUS)
HaumeHoBaHUeE 10KHOCTH Pacumdposka nmoanucu
(JTMYHAs TTOIHCH)

Hara
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[Tpunoxenue 26

K [IpaBuiaM TOKyMEHTHUPOBAHUS, YIIPABJICHUS
JOKyMEHTaIMel 1 UCIIOJIb30BAHUS CUCTEM
3IEKTPOHHOTO JOKYMEHTO000pOTAa B TOCYIaPCTBEHHBIX
U HETOCYAapCTBEHHBIX OpraHU3aIUsaX

dopma
O¢pununanbuoe HaumeHoBanue opranuzanun HOMEHKJUIATYPA JIEJI
No YTBepxkaaro
(mara) (MHACKC) HanmMeHnoBaHue T0KHOCTH
PYKOBOJHTENSI OpraHU3aIiu
Ha rox
(;mmunas noanuck) Pacimmdposka
MOIMTUCH
ara
WNunexc | 3aronoBok | KommyectBo nen Cpox xpaHenus iena (Toma, [Tpumeuanue
nena nena (Toma, | (TOMOB, YacTeil) YacTH) U HOMEp MyHKTa 10
YacTH) MIEPEYHIO
1 2 3 4 5




HanMeHoBaHMe N0JIKHOCTH PYKOBOAUTEJISA PacimmgpoBka
cayxonl JOY MOMUCH

(uuHas
TIOJITTUCH)
ara

Busbl pykoBouTENEN CTPYKTYPHBIX [1OIpa3ACICHUI

CornacoBaHna CornacoBaHna

npotokosiom [[OK (OK) npotokosom DMK
opraHusanuvun TOCYAapCTBECHHOT'O apXUBHOI'O
(maTta 1 HOMEp IPOTOKOJIA) YUpEKACHUS

(maTta ¥ HOMEp MPOTOKOJIA)

Hrorosas 3ammce o KaTCropusax U KOJIUYCCTBEC OCII,

3aBe/ICHHBIX B rojy
[To cpokam xpaHeHus Bcero B ToM uucne
MIEePEXOASIIUX ¢ otMeTKoH «OITK»
ITocTostHHOTO

Bpemennoro (cwie 10 ner)

Bpemennoro (;10 10 yieT BKIFOYUTEIBHO)

Uroro:

HaumeHoBaHHe J0/T:KHOCTH PYKOBOIMTEJIS Pactmmidposka

cay:xkon1 JOY IO ITUCHU
(muHas

TTOJIITUCH)

nara
HroroBsie cBeneHNS MepeaHbl B apXUB OPraHU3alllu.

HaumeHoBaHMe 10/ZKHOCTH PAa00OTHHKA, PacmmdpoBka

nepeaaBLIero CBeCHUs MOAMUCH
(muHas

TTOJIITUCH )
mara
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ITpunoxxenune 27
K [IpaBunaM TOKyMEHTHUPOBAHUS, YIIPABICHUS
JOKYMEHTAIMEeH U UCTI0JIb30BAaHHsI CUCTEM




3JIEKTPOHHOI'0 IOKYMEHTOO00OpOTa B TOCYIapCTBEHHBIX
Y HETOCYAapCTBEHHBIX OpraHU3aIsIX

JIMCT-3ABEPUTEJIb JIEJIA

Donx Ne Ommce Ne Jeno Ne

dopma

B neno noammro v npoHyMepoBaHO JUCT (0B), B TOM YHUCIIE:

autepHbie Ne TucToB

npomyuieHHbsle Ne TucToB

IMPOHYMCPOBAHHBIC YUCTBIC JIUCThI

+ JIMCTOB BHYTPEHHEW OIKCH

Yureno JAOKYMCHTOB B BUC BJIOKEHUU U HpI/IJ'IO)KCHI/II\/JI, HC MOJICKAIINX HyMEpalnunu

(pa3HOBHUHOCTH JOKYMEHTOB M UX KOJMYECTBO)

Ocob6ennoctu GpopmupoBanusi, opopMiieHus, (U3HIECKOTO COCTOSIHUS B yueTa
JTOKYMEHTOB JIeJa

Ne
JINCTOB

1

2

0C0OJON DN~ WN —

Ne)

. Bpormtopsr 1 apyrue nevaTHble U3IAHUS
. JIucroBku

. Beipe3ku u3 razer

. OTKpBITKH

. KonBepthl

. Mapku noyToBbIie

. Mapku rep6oBbIie

. llITemmeny mo4TOBBIE U APYTUE

. CiennanbpHbIe TOYTOBBIE OTMETKH

10.
11.
12.
13.
14.
15.
16.
17.

CypryuHble, MACTUYHBIE MIEYATH

DOTOAOKYMEHTHI

KapTsl, miansl, 4epTexu U apyrasi HAyqYHO-TEXHUYECKask TOKYMEHTAIUS
Pucynku, rpaBropbl, akBapeau

ABTOrpadbl BUIHBIX JIEATEICH

CKJIeeHHBIE JTMCTHI

VYTpara yactu JUCTOB

Yracaromuii TeKCT

HaunmeHoBaHue N0JIKHOCTH JIMLIA,

3alM0JTHUBHICIO JIUCT-3aBECPUTE/Ib HOAIINCH
aeJjaa

110

(muHas
JIITUCH )

JaTta

IIpumeuanue.

Pacmndposka

1. JlucT-3aBepuUTENh COCTaBISCTCS JUIS y4eTa KOJMYECTBA JIMCTOB B Jienie W (hUKCAUU
0COOEHHOCTEH X HyMepaluu.
2. JIucT-3aBepUTENh COCTABIISIETCS HA OTIACIBHOM JIUCTE (JIMCTax) M MOJIIMBACTCS B KOHIIE
aena.




3. B nucre-3aBepurerne yka3piBaeTcs HU(ppaMu U MPONHMCHIO KOJMYECTBO TPOHYMEPOBAHHBIX
JUCTOB Jefla W OTJAEIhHO, Yepe3 3HaK «+» (TUIFOC), KOJMYECTBO JIMCTOB BHYTPEHHEH OIMUCH
JOKYMEHTOB Jiea.

4. B nmcre-3aBepuTeNie OTMEUAIOT CIEAYIONUIME OCOOCHHOCTH HyMepanuu, 0GOpMIICHUS U
(U3NIECKOTO COCTOSHUS TOKYMEHTOB Jeja:

1) cpenctBa moutoBoro oOpailleHusi (MapKu BCEX BMJIOB, KOHBEPTHI, OTKPBITKH, OJaHKH,
HITEMIIEITH, IITAMIIBI, TUIOMOBI);

2) neyaTH U UX OTTUCKH;

3) aBTOTpadpl BHIHBIX TOCYIAPCTBEHHBIX M OOIIECTBEHHBIX NESTEICH, NesATeNel HayKu,
TEXHHUKH U KYJIbTYPHI;

4) GoTOTIOKYMEHTHI;

5) pUCyHKH, TpaBIOpbl U aKBapeIu;

6) kpynmHO(GOpPMaTHBIE TOKYMEHTHI,

7) CKIIEEHHBIE JIUCTHI, TOBPEXKACHUS TOKYMEHTOB;

8) nucThl ¢ HaKJIeeHHBIMU (oToTrpadusiMy, JOKYMEHTAMU;

9) KOHBEPTHI C BIOKEHUSIMH M KOJIMYECTBO BIJIOKEHHBIX B HUX JIUCTOB (MPEIMETOB);

10) TOKyMEHTBI, UMEIOIIME CAaMOCTOSITENIbHYI0O HyMepaluio (B TOM 4ucie U TUnorpagckue
MaTepuaibl), U KOJIMYECTBO UX JIUCTOB (CTPaHMII).

5. Ecnu Ha 0AHOM JTUCTE JAefla UMEeeTCsl HECKOJIbKO 0COOEHHOCTEH 0QopMIIeHHS TO0KYMEHTa,
TO B rpade 2 nucra-3aBepuTeNIs MPOCTABISIETCS HOMEP ATOTO JIMCTa MPOTUB KaKJIOW MO3UIIUU
rpadsr 1.

6. Ecnu B JoKyMeHTe Ha OJTHOM JIMCTE UMEETCS HECKOJIBKO MapOK M MHBIX MaTepHalloB, TO B
rpade 2 B ckoOKax 1mocje HoMepa JHUCTa Jiejla YKa3bIBAaeTCsl UX KOJIMYECTBO.

7. Eciii B fiesie IMEIOTCS PEMETHI, HyMepalusi KOTOPhIX HEBO3MOYKHA M3-3a 0COOEHHOCTEH
Marepuaia, U3 KOTOPOTO OHHU HCIIOJHEHBI (CTEKJIO, METaul, TKaHb W Jpyrue), To B rpade 2
YKa3bIBAIOTCS HOMEPA JIMCTOB, MEKY KOTOPHIMHU HaXOJUTCSI TAHHBIN MTpeIMeT.

8. Bce mocnenyromnine M3MEHEHUS B COCTaBE M COCTOSHUM Jiena (TMOBPEXJEHUE, 3aMeHa
MOJJIUHHBIX JJOKYMEHTOB KOIUSMHU, PUCOEIMHEHNE HOBBIX JOKYMEHTOB) OTMEYAIOTCs B JIMCTE-
3aBEPUTEIIE CO CCHIJIKOM Ha COOTBETCTBYIOIIMM aKT.

9. JIucT-3aBepuTesb HE HyMEPYETCS.
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K [IpaBuiaM TOKyMEHTUPOBAHUS, YIIPABJICHUS
JOKyMEHTAIMel 1 UCIIOIb30BAHUS CUCTEM
ANEKTPOHHOTO JOKYMEHTOO00pOTa B TOCYIapCTBEHHBIX
Y HETOCYAapCTBEHHBIX OpraHU3aIUsIX

®dopma
BHYTPEHHA OIIUNCH
JOKyMEHTOB aena Ne
Ne | Jlenonpon3BOICTBEHHBIN Hara 3aroyI0BOK Homepa IIpumeyanue

n/n HHIOCKC JOKYMCHTa JOKYMCHTa JJUCTOB ACJIa

1 2 3 4 S) 6




Hroro JIMCTOB JOKYMCHTOB

(tudpamMu 1 TPOIUCHIO)
KonuuecTBo 1MCTOB BHYTPEHHEHN OMUCH

(urdpamMu ¥ MPOTHUCHIO)

HanmeHoBaHMe T0JKHOCTH JIMLA, PacmmgpoBka
3aIMo0JHUBLIET0 BHYTPEHHIO0 ONIUCH MOJANNCH
AOKYMEHTOB
aena
(uHas
TIO/IITHCh)
narta
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K [IpaBuiaM TOKYMEHTUPOBAHUS, YIIPABJICHUS
JOKyMEHTaIMel 1 UCIIOJIb30BAHUSI CUCTEM
3EKTPOHHOTO JOKYMEHTOO00pOTa B FOCYAapCTBEHHBIX
U HETOCYAapCTBEHHBIX OpraHU3aIusIX

dopma

Onucek e CTPYKTYPHOIO NoJApa3aeieHusi OpraHu3alun

O(i)I/II_[I/IaJ'IbHOC HAanMCHOBAaHUC
CTPYKTYPHOTI'O IMOAPA3ACIICHUA

YTBepxkaaro
HanmenoBanue 101KHOCTH PYKOBOIUTENS

OpraHu3aIuu CTPYKTYpPHOTO HOJIpa3AeTICHUS

Pacmudposka

(JTMYHAs TIOATHCH ) MO AITHUCH

JlaTa

Onuco Ne 3a roa (1)

Ne | Mnnexc | 3aronoBok Kpaiinue Cpox KonnuecTtso IIpumeyanue
n/m | nena | gena(Toma, | JaTel (ToMma, | XpaHEHHUA Jena |  JHCTOB B Jelie
YacTH) YaCcTH) (Toma, 4acTH) (ToMe, JyacTH)

1 2 3 4 5 6 7




B npannyro onuce BHECEHO gencNe moNe | BTOM
(undpamMu ¥ IPOITUCHIO)

qucIe:
JUTEPHBIE HOMEPA:
IIPOIYIICHHbIE HOMEpPA:

HanmMeHoBaHMe 10JIKHOCTH JIMLA, Pacimgposka
COCTaBHTeJIsl HOAINNCU
OIHUCH

(uuHas
MOATINCH)

nara

PykoBoauTesb ciryxk0bl PacmmgpoBka
A0y MOAIUCH

(JIMyHAs! TOATHNCH)

nata

PaboTrHuk Pactmmdposka
apxuBa MOJNUCH
OpraHu3aluu

(muHas
TTOJIITUCH)

narta
[Ipumeyanue.

B omucu nen nocTossHHOTO XpaHeHus rpady 5 He 3amOJIHAIOT.
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