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00 yrBep:xnennu IIpaBui 10KyMEeHTHPOBAaHUSA, YIIPABJICHHUS JOKYMEHTALIMEH 1
HCIOJIb30BAHHUS CHCTEM JIEKTPOHHOIO IOKYMEHT0000pPOTa B rOCYAaPCTBEHHBIX
U HEroCy/1apCTBEHHbIX OPraHU3aAMUAX

[Toctanornenwne IIpaButennpctBa PecmyOmmku Kazaxcran ot 31 oktsaops 2018 roma Ne
703.

B cootBercTBUM ¢ moamyHkToM 1) myHkTa 1-1 crareu 18 3akona PecryOnuku
Kazaxcran "O HamumonaneHoM apxuBHOM QoHne u apxuBax" IIpaBuTenscTBO
Pecny6onuku Kazaxcran IOCTAHOBJISAET:

Caocka. [IpeamOyna — B penakiuu rnocranosieHus [IpaBurensctBa PK ot
31.08.2022 Ne 630 (BBOAMTCS B ICHCTBUE IO UCTEUYCHUHU JECATH KaJCHIAPHBIX THEH
MIOCJIE IHS €T0 MEePBOro OPUIIUATIBHOTO OIMyOJIMKOBAHUS).

1. YTBep,Z[I/ITI) InmpujiaracMbiC HpaBI/IJIa AOKYMCHTHPOBAaHUs, YIIPABJICHUA
IIOKYMGHT&L[PIGIZ N HCIIOJBb30BaHUsA CHCTEM OJJICKTPOHHOI'O I[OKYMGHTOO60pOTa B
rocyaapCTBCHHBIX U HCTOCYAaPCTBCHHBIX OPraHHU3aluiaX.

2. Hacrosmiee mocTaHOBJIECHHE BBOIUTCSI B ACHUCTBUE II0 HCTCUCHHUU MECIATHU
KaJICHJIAPHBIX JHEH MOCIIE IHS €Tr0 MEePBOro O(UIIMATLHOTO OIyOJIUKOBAHUS.
Ipemvep-Munucmp

b. Cacunmaes

Pecnybnuxu Kazaxcman

YTBepKIEHBI
mocraHoBJeHUueM [IpaBurte
Pecrryonmkn Kazaxer
ot 31 okts0ps 2018 roga

IIpaBuia fOKYMEHTHPOBAHUS, YIPABJIeHUA JOKYMEHTALHEH H MCMOJIb30BAHUA CHCTEM YJIEKTPOHHOI O
JOKYMEHTO0000POTA B roCy/IapCTBEHHBIX U HETOCYAAPCTBEHHBIX OPraHU3alUsX
I'masa 1. O01ue moJo:KeHus

1. Hacrosmue IlpaBuiia AOKyMEHTHPOBAHHUS, YNPABICHUSA AOKYMEHTAlMENl W
UCIIOJIb30BAHUSI CUCTEM DJIEKTPOHHOIO JTOKYMEHTOOOOpOTa B TOCYJApPCTBEHHBIX M
HEroCy/IapCTBEHHBIX oOpranu3auusax (manee — IlpaBuia) ycTaHaBIMBAIOT MOPSAOK
JOKYMEHTUPOBAHMS, YIpaBiICHUS JOKYMEHTAIlMEl M HCHOJb30BaHUS CHUCTEM
AJIEKTPOHHOTO JOKYMEHTOOOOpPOTa B TOCYJApPCTBEHHBIX U HETrOCYJapCTBEHHBIX
OpraHm3anusx (J1ajgee — OpraHu3alun).

2. Opranu3anusi, BEJ€HUE U COBEPLIEHCTBOBAHUE CHCTEMBI JOKYMEHTALMOHHOIO
oOecrnieveHus ynpaBieHusl, METOIMYECKOE PYKOBOJICTBO M KOHTPOJIb 32 COOTIOACHUEM
YCTAHOBJICHHOTO  yINOJHOMOYEHHBIM OpraHoM B cdepe apxXuBHOTO Jela U
JOKYMEHTAIMOHHOTO O0ECIeUYeHHs ynpaBlieHUus (Jajgee — YMOJTHOMOYEHHBIM OpraH)



nopsiika pabOThl C JTOKYMEHTaMH B OpPraHU3alldU OCYIIECTBISIOTCS CTPYKTYpPHBIM
noJipa3fieiecHueM, TMpeIHa3HAuYeHHBIM IS  peaiu3aluu 3anad u  (QYHKIUH 10
JOKYMEHTAallMOHHOMY oOeclieueHHIo ynpasieHus (nanee — ciayx6a JJOY). IIpu stom
3aMpeIaeTCsl BEJACHHE HECEKPETHOIO M CEKPETHOIO JEJIONPOM3BOJCTBA B COCTABE
OJIHOTO CTPYKTYPHOTO IIOJpa3CICHUS.

Cuocka. [1yHkT 2 B penakuuu nocranosiienus [Ipasurensctsa PK ot 30.11.2020

Ne 809.

3. B opranu3zanuu, B KOTOpOH IITATHBIM PaCIIMCAaHUEM HE MPEAYyCMOTpEeHa CIIyxk0a
JOYVY, 00s13aHHOCTH BO3JIararoTcsi Ha OTBETCTBEHHOE JOJIKHOCTHOE JIMIIO.

4. JleiictBue IlpaBui He pacnpoCTpaHsieTCss Ha JAOKYMEHTBI, COJeprKallue
CBEJICHUS, COCTABIISIONINE TOCYAapCTBEHHbIEC cekpeThl Pecriyonuku Kazaxcran.

PaboTel 1O CO31aHMIO 3AKPBITHIX KIKOYEH 3JEKTPOHHOW LU(POBOM MOAIUCH
(mopsimoK  BBIPAOOTKHM, PETUCTPAIlMU, BbIJAYM, XPAHEHHUSA, YHUUYTOXKEHUS) s
IOPUIMYECKUX JIUL, TOCYJAApPCTBEHHBIX OPraHOB WM JOJDKHOCTHBIX JIUI, TMOPSI0K
oOecrieueHns pPeKUMa CEKPETHOCTH W COXPAHHOCTU DJIEKTPOHHBIX JIOKYMEHTOB H
3aKPBITBIX KIIOUEH JJIEKTPOHHON HHU(PPOBON TMOJIKCH, COJEPKAIIUX CBEIACHHUS,
COCTABJIAIONINE TOCYJAPCTBEHHBIE  CEKPEThI, OMNPEACNSIOTCS  HOPMATHUBHBIMU
MPaBOBBIMM aKTaMH B 00JIACTH 3aLIUTHI TOCYAAPCTBEHHBIX CEKPETOB.

[Topsimox pabOThl TOCYJAPCTBEHHBIX OPTaHOB C SJIEKTPOHHBIMH JOKYMEHTaMHU
OTPAaHUYCHHOTO PaCIpPOCTpaHEHUs C TMoMeTkon "Il cimykeOHOro Mmojb30BaHus"
ompenensiercss mnocraHoBiueHusiMu I[lpaButensctBa PecnyOnmuku Kazaxcran ot 14
ceHtssOps 2004 roma Ne 965 "O HEKOTOpPBIX Mepax II0 OO0ECIECUCHHIO
uHpopManmonHoi 6e3omacHoctu B PecriyOnmke Kazaxcran" u ot 24 urons 2022 roga
Ne 429 "OG6 yrBepxknenun IIpaBuil OTHECEHUSI CBEIEHUIN K CIIy>)keOHOM MH(MOpMauu
OrPaHUYEHHOT0 PacIpOCTpaHEHUsl U pabOThI ¢ HEW".

OcoOeHHOCTH  JOKYMEHTUPOBAHMS,  YIPaBICHHUS  JIOKyMEHTallue U
WCTIOJIb30BAHUSA CHUCTEMBI  3JIEKTPOHHOTO JIOKYMEHTOOOOpOTa B  CHEIHaIbHBIX
roCyJIapCTBEHHBIX OpPraHax ONpPEAEISIOTCS UX PYKOBOIUTEISIMU.

CHocka. ITynkt 4 — B pengakiuu noctanonsieHus [IpasurensctBa PK ot 31.08.2022
No 630 (BBOaMTCS B IEMCTBHUE 110 UCTEUEHUH JIECATH KaJE€HIApPHBIX JTHEHW mocie qHs
€ro MepBoro oPuUIUaATILHOTO OIMyOJIMKOBAHUS).

5. B Hacrosmux IIpaBuiiax ucronb3yroTCs CaeayroIue MOHATHS:

1) abG3amy — 4YacTh TEKCTa, MPEACTaBISIOMAs COOOW CMBICIOBOE E€IHHCTBO,
BbIIeNIIeMasl OTCTYIIOM B TEpPBOM CTPOKE M HAYMHAIOWIAACS CO CTPOYHOM OYKBBI,
KpoMe TIepBOro af3aria 4acTH, KOTOPBIM HAuMHAETCS C 3arjaBHOM OYKBBI (a03aribl
3aKaHYMBAIOTCSI TOYKOM C 3amATol (KpoMe MepBOro U MOCJIETHEro a03a1leB YacTu);



2) cpeactBo kpunrtorpapudeckoir 3ammrtbl uHpopmanuu (ganee — CK3U) —
nporpaMMHOe 00ecTiedeHne WK anmapaTHO-MIPOrPaMMHBIN KOMIUIEKC, peallu3yIoIie
QITOPUTMBI  KpUNTOrpaduyeckux InpeoOpa3oBaHMi, TreHepauuto, (GpopMHUpOBaHUE,
pacnpeziesieHue WK yIpaBieHHe KiIIouaMu Ku(poBaHus;

3) HocuTenb KIOYEBOM HH(POpMAUU — CIELHUAIU3UPOBAHHBIN HOCUTENb, B
KOTOPOM JUIsl 3aIMTHl XPAHSIIMXCS 3aKPBITHIX KIHOYEHW 3JIEKTPOHHOW LU(poBOH
noanucu ucnonb3ytores CK3U, umeromue cepTudukatr cOOTBETCTBUS TPeOOBAHHIM
HalpoHanMbHOTO  craHmapta Pecmyomukm  Kaszaxcran  1073-2007  "Cpenctsa
KpunTorpadguueckoit 3amutbl nHGopmarmu. OO6mue TexHudyeckue TtpedoBanus" (3
YPOBEHB);

4) yIoCTOBEpSIOUINI LIEHTP rocylapcTBEHHbIX opraHoB PecnyOnuku Kazaxcran
(manee — Y11 I'O) — ymocToBepsronMii 1EHTP, 00CITYKUBAIOIIUNA TOCYIapCTBEHHbIE
OpraHbl, JOJDKHOCTHBIX JIMIl TOCYJapCTBEHHBIX OPraHOB B HH(GOPMALMOHHBIX
CUCTEMaxX M MHBIX TOCY/apCTBEHHBIX MH(POPMALIMOHHBIX PECYpPCax roCy1apCTBEHHBIX
opranoB Pecnyonuku Kazaxcran;

5) HauMoHanbHBIM yaoctoBepswommii HeHTp PecnyOonukm Kazaxcran —
YAOCTOBEPSIOMIUM TEHTP, MPEJOCTABIAIONIMN CpeCTBa AICKTPOHHOM HHUGPOBOI
HOJUCH U PETUCTPALMOHHBIE CBUACTENLCTBA (PU3UUECKUM MIIH FOPUINYECKUM JIULIaM
s (OPMHUPOBAaHUS  INEKTPOHHBIX  JOKYMEHTOB B  TOCYJapCTBEHHBIX U
HETroCyJJapCTBEHHBIX HH(POPMAILIMOHHBIX CUCTEMAX;

6) OTIyCK J[AOKyMEHTa (MHChbMa) — OBK3EMIUIIP HCXOMSIIEro JOKYMEHTa,
OCTAIONIUIICS B JeJie OpraHu3aluu-aBTopa;

7) DNEKTPOHHAsA KOMHUSI JOKYMEHTa — JOKYMEHT, MOJHOCTBbIO BOCHPOU3BOISALINI
BUJ U UHPOpMALMIO (JaHHBIE) MOJJIMHHOTO JAOKYMEHTAa B 3JEKTPOHHO-LU(POBOI
dopme;

8) HOpMaTHUBHO-CIpaBouyHas MHpopmanus — uHGopManusa (KiIacCupUKaTOPhI,
CIPAaBOYHHKHM, NEPEYHH WM JAPYTHE), OCHOBAHHAs] HAa HOPMATHBHBIX JOKYMEHTaxX M
UCIIONIb3yeMasi JAJid ONPeNeNICHUs Pa3IUYHbIX XapaKTEPUCTUK JOKYMEHTA,;

9) Bnazmenen perucTpalMOHHOIO CBUAETENIbCTBA — PU3NYECKOE WA IOPUANYECKOE
JUI0, Ha UMM KOTOPOrO BBIJAHO PETUCTPALMOHHOE CBUIETENIHCTBO, MPAaBOMEPHO
BJIQ/ICIOIEE 3aKPBITHIM KJIFOYOM, COOTBETCTBYIOIMM OTKPBITOMY KJIHOUY, YKa3aHHOMY
B PETUCTPALlMOHHOM CBUJIETEIIBCTBE;

10) snexTpoHHbIe MHGOPMAIMOHHBIE pEeCypchl — WH(MOpMAIUs B 3JIEKTPOHHO-
uugpoBoit ¢dopMme, coaepKaliascs Ha JIEKTPOHHOM HOCHUTEIE M B OOBEKTax
nH(pOpMaTH3AIINY;

11) 3amura 00BEKTOB MHGOPMATH3ALUK — pealu3alus KOMIUIEKCa MPaBOBBIX,
OpPraHU3alMOHHBIX W TEXHUYECKUX MEpONPUSTHM, HANpPaBICHHBIX HAa COXPAHHOCTb



O0OBEKTOB  MH(OpPMATU3AIMK, NPEJOTBPALICHHE  HEMPaBOMEPHOTO ©  (WJIH)
HETpPEeTHaMEPEHHOT0 A0CTYIA U (UJIM) BO3ICUCTBUS HA HUX;

12) sneKTpOHHBINA TOKYMEHT — JOKYMEHT, B KOTOPOM HMH(OpMaIus ImpeicTaBlIeHa
B DJIEKTPOHHO-IIM(PpPOBOK (opMEe U YJIOCTOBEPEHA MOCPEICTBOM JIIEKTPOHHOM
UG poBOM MOAIUCH;

13) 27IEeKTPOHHBIM JOKYMEHTOOOOPOT — OOMEH 3JEKTPOHHBIMH JOKYMEHTaMU
MEX1y TOCYJapCTBEHHBIMH OpraHaMu, PU3NIECKUMH U IOPUANUYECKUMU JHIIAMU;

14) cucremMa DJIEKTPOHHOTO JIOKYMEHTOOOOpOTa — cHCTeMa OOMEHa
ANEKTPOHHBIMU ~ JOKYMEHTaMH, OTHOLIEHUS MEXKJy Y4YaCTHUKaMH KOTOpPOH
perynupytorcst 3akoHoM PecnyOnuku Kazaxcran "OO 37€KTpOHHOM JIOKYMEHTE U
AIIEKTPOHHON IM(GPOBOM MOANUCH" W WHBIMHU HOPMATHUBHBIMU IIPABOBBIMH aKTaMU
Pecny6nuku Kazaxcran (nanee — COJ1);

15) yuactouk COJl — pusmueckoe WK IOPUAUYECKOE JHUIO0, TOCYJapCTBEHHBIN
OpraH WJIHM JOJKHOCTHOE JMII0, Y4YacTBYIOIIME B TMpoleccax cOopa, oOpabOTKH,
XpaHEHHs], Iepeaut, MOUCKA U PACIPOCTPAHEHUS AIEKTPOHHBIX JOKYMEHTOB;

16) OymaxHass KONUsl 3JIEKTPOHHOIO JIOKYMEHTa — JOKYMEHT Ha OyMa)KHOM
HOCHUTENIE, MOJYyUYeHHBIM TOCPEACTBOM BbIBOJIa MH(DOpMalUK (JaHHBIX PEKBU3UTOB) U3
AJIEKTPOHHOIO MOJAJMHHUKA, UMEIOUINH MMOJTHOCTHIO BOCIIPOU3BOSILYIO HH(OPMALIHIO
HOJJIMHHOTO 3JIEKTPOHHOTO JOKYMEHTA, YAOCTOBEPEHHOTO 3JIEKTPOHHON LH(pOBOH
HOJIUCHIO, CO3/IAHHOM C MCIIOIb30BAaHUEM 3aKPBITOTO KJIH04a 3JEKTPOHHOU LU(poBOi
MOJAMKCH, U BCE €r0 PEKBU3UTHI WM YaCTh WX, U 3aBEPEHHBIN JIULIOM, 00JIaJaroluM
MTOJIHOMOYMSIMU Ha 3aBEPEHUE JAHHOTO IOKYMEHTA;

17) DOANWMHHUK BJIEKTPOHHOIO JTOKYMEHTa — JIOKYMEHT, YJIOCTOBEPEHHBIN
(moaMMCaHHbIN) 3JIEKTPOHHON IU(POBOM MOANKMCHIO, CO3AAHHON C HMCIOJIb30BAHUEM
3aKPBITOTO KJIFOUaA AJIEKTPOHHOU ITM(GPOBOI MOAMUCH, CHOPMUPOBAHHBIN M3HAYAIBHO
B (¢dopMare 53JIEKTPOHHOTO JOKYMEHTa M HE HMEIOMUNA OyMa)XHOTO HCXOJHOTO
NOJJINHHUKA;

18) ayeKTpOHHAs perucTpalMoHHasi KOHTPOJbHAs KAapTOUKa — 3JIEKTPOHHBIN
JOKYMEHT C YYETHBIMH JAaHHBIMU O JOKYMEHTE [0 YCTaHOBJIEHHON (opme,
(uKCcHpyIOLIEH €ro PeKBU3UTHI;

19) gopmar 30eKTPOHHOrO AOKYMEHTa — CTPYKTypa COAEpP>KAaTEeIbHON YacTH
AJIIEKTPOHHOTO COOOIIEHUs, Ha OCHOBE KOTOpPOro CGOPMHUPOBAH DJIEKTPOHHBIM
JOKYMEHT;

20) cpencTBa dAEKTPOHHON MU(PPOBON MOJMUCH — COBOKYITHOCThH MMPOTPAMMHBIX H
TEXHUYECKUX CPEJCTB, MCHOJB3YEMBIX I CO3JaHHMS W IPOBEPKU MMOMJIMHHOCTH
ANIEKTPOHHOM TU(POBOI MOAUCH;



21) meTtajgaHHbBIE — CTPYKTYPUPOBAHHBIE JAHHBIC, OIKCHIBAIOIINE KOHTEKCT,
COJIep)KaHUE M CTPYKTYpPY 3JIEKTPOHHOIO JOKYMEHTa, MPEAHA3HAYEHHBIE ISl €ro
UACHTU(UKAIIMK U TIOUCKA, a TaKXKe IMPOIIECChl YIPABJICHUS Ha MPOTSXKEHUU BCETO
YKU3HEHHOTO [IUKJIA JOKYMEHTA;

22) BNEKTPOHHBI HOCHUTENb — MaTEpPUAIbHBIA HOCUTEIb, MPEAHA3HAYCHHBIN JIJIs
XpaHeHus: UH(OpManuMu B DJIEKTPOHHOM (¢opMe, a TakkKe 3alucu WIH ee
BOCITPOMU3BEJICHUS C TOMOIIBIO TEXHUYECKUX CPEJICTB;

23) 3JIEKTPOHHOE JIEJI0 — CaMOCTOSITEIbHAsl €AWHUIA XPAHEHUS 3JIEKTPOHHBIX
JOKYMEHTOB M UX METaJaHHBIX, TIOTHYECKH 00bETMHEHHBIX B MPOIIECCE arperainy;

24) uHbOpPMAIMOHHBIA  TAKET DJIGKTPOHHBIX  JOKYMEHTOB  (1en) —
UH(GOPMAITMOHHBIA OOBEKT OMPENEICHHOW CTPYKTYpPBI, TIEpElaBaeMblii MO CETEBBIM
KOMMYHUKAIIMSIM WIH TEJICKOMMYHUKAIIMSIM KaK €IMHOE 1IENI0¢E;

25) OmaHK JOKyMEeHTa — Ha0Op PEKBU3HUTOB, HICHTU(MUIMPYIONIUX aBTOpa
o(pUIMaTBHOTO MUCbMEHHOTO TIOKYMEHTA;

26) undopmanMoHHas cUCTEeMa dJEKTpoHHOro apxuBa (mamee — UC DA) —
OpraHU3alUOHHO yHOpsAI0YeHHAs COBOKYIHOCTb MH(pOpMaMOHHO-
KOMMYHUKAIIMOHHBIX TEXHOJIOTHM, OOCIY)KMBAIOLIEr0 MEPCOHANa M TEXHUYECKON
NOKYMEHTAlMM, PEAIM3YIOIIMX  ONPEACICHHBIE  TEXHOJIOTMYECKHE  JIEUCTBUSA
OCPEJICTBOM MH(GOPMAIITMOHHOTO B3aUMOICHCTBUS U TIPEIHA3HAYCHHBIX JJIS PEIICHUS
KOHKPETHbIX  (YHKIIMOHAJBHBIX 3a7ady B  cdepe  apxXuBHOro jena W
JOKYMEHTAIMOHHOTO 00eCTIeYeHHsI YITpaBICHUSI.

Cnocka. [Iynkt 5 — B pegakiuu nocranosiienus [Ipasurenscta PK ot 31.08.2022
Ne 630 (BBonUTCA B IEHCTBHE 110 UCTEUEHHUH JIECATH KAJICHIAPHBIX AHEN TOcie AHS
€ro MepBoro oPuUIUAILHOTO OMyOJIMKOBAHUS).

I'napa 2. Ilopsiiok JOKYMEHTHUPOBAHMS, MOATOTOBKHU U 0(popMJIEHUSI JOKYMEHTOB
IHaparpad 1. Ilopsaiok JOKyMEHTUPOBaHNUSA U TPeOOBaHUS K 0()OPMJIEHUIO JOKYMEHTOB

6. S3pikoM pabOThl M JIEJIONMPOM3BOJCTBA TOCYAAPCTBEHHBIX OpPraHu3aluil u
OpraHoB MECTHOTO camoympaBienuss Pecryonmuku Kazaxcran siBIsieTCs KazaxXxCKH
A3bIK, HApaBHE C Ka3aXCKUM O(UIUAIBHO YIIOTPEOIIeTCs PYCCKUN SA3bIK.

B pabore HerocymapCTBEHHBIX OpraHW3allui MCTIOIB3YIOTCS Ka3axXxCKUWU W, TIPH
HEOOXOUMOCTH, IPYTHUE SI3bIKU.

7. JJOKyMeHTbl Ha OyMa)>KHOM HOCHUTEJIE COCTaBIIIOTCS Ha OEJIbIX YHCTBIX JIUCTaX
oymaru ¢popmaroB A4 (210 x 297 mumnumetpoB (nanee — mm), AS (148 x 210 mm) u
UMEIOT TIOJISI HE MEHEE:

1) neBoe momne — 20 MmM;
2) npasoe noJie — 10 mm;
3) BepxHee noJie —10 Mm;



4) HuxuHee nozie — 10 mm.

JIy1st IBYCTOPOHHETO TeYaTaHus 000pOTHASI CTOPOHA JIUCTA TOKYMEHTA:

1) neBoe moje — 10 MmM;

2) npasoe noJie — 20 Mm;

3) BepxHee nojie — 10 Mm;

4) aumxuHee mojie — 10 mm.

AHAJIOTHYHO COCTAaBIIIOTCS JOKYMEHTHI B QJICKTPOHHOM (hopmare.

Cnocka. [Iynkr 7 — B pegakiuu nocranosiienus [Ipasurenscta PK ot 31.08.2022
Ne 630 (BBOUTCS B ACHCTBHUE MO UCTCUCHUH ACCSATU KaJICHAAPHBIX JHEH MOCIE THS
€ro MepBOro OPUIMATBHOTO OMyOIUKOBAHMUS).

8. IIpu opopmiieHun JOKyMEHTa Ha OYMaKHOM HOCHUTEJIEC UCIIOJIB3YIOTCS OJJaHKU
JOKYMEHTOB. PeKBHU3UTHI Ha OJaHKAaX JTOKYMEHTOB pAacIOjiaraioTcsi B ONpPEAESIEHHON
MOCJIEAOBATEILHOCTH B COOTBETCTBUM CO CXEMOM PACHOJIOKEHUS PEKBU3UTOB
TOKYMEHTA COTrJacHO mpriioxkeHuto | k HacrosamuMm [IpaBunam. biianku 1OKyMEHTOB
Ha OyMa)XHOM HOCHUTEJIE W DJIEKTPOHHBIC MIA0JIOHBI OJJAHKOB MJIEHTUYHBI IO COCTaBY
PEKBU3UTOB, IOPAJIKY UX PACIIOIOKEHUs, TApHUTYpaM mpudTa.

DJIEKTPOHHBIE MIa0JIOHEI 0JIaHKOB JIOKYMEHTOB 3alIUIICHBI oT
HECAHKIIMOHUPOBAHHBIX U3MEHEHUM.
CHaocka. [Iynkt 8 — B penaknuu mocrtanosieHus [IpasutensctBa PK ot 31.08.2022
Ne 630 (BBOAMTCS B IEMCTBHUE 110 UCTEUEHUH JIECATU KaJCHIAPHBIX JTHEHW Tocie qHs
€ro MepBOro OPUITHATBHOTO OMyOIUKOBAHHUS).

9. B opraam3anuy npuMeHSIOTCS CISAYIOHe OJaHKA JOKYMEHTOB:

1) 61aHK MUCHhMa OpraHU3aIy Mo (PopmMe COrIacHO MPUIIOKEHUIO 2 K HACTOSAIIUM
[IpaBunawm;

2) OMaHK KOHKPETHOTO BHUAA JOKYMEHTa OpTraHu3aluud 1o (opMe COrIacHO
MpWIoKeHUto 3 kK HacTosmM [IpaBunam;

3) oOmuii OJaHK opraHu3aluu Mo GopMe COTJIACHO MPUIIOKEHUIO 4 K HACTOSIITUM
[IpaBunam.

OOmuit O61aHK OpraHU3alMU UCIOJB3YETCS JIi U3TOTOBJICHHS JTIOOBIX BHUIOB
JIOKyMEHTOB.

10. bnanku MOKYMEHTOB Ha OyMaXHOM HOCHTENE H3TOTaBIIMBAIOTCS
TUTIOTPAPCKUM CIOCOOOM C TOMOIIBIO CPENICTB OMEPATUBHOW MOJUTpaPUU WU
BOCITPOM3BOSTCS B DJIGKTPOHHOM (popMare HEMOCPEACTBEHHO IPH COCTaBICHUU
JIOKyMEHTA.

Cuocka. Ilynkr 10 — B penakunu nocranosinenus [IpasurensctBa PK ot
31.08.2022 Ne 630 (BBOAUTCS B ICUCTBUE TTO UCTEYEHUHU JECATH KaJCHIAPHBIX THEH



MOCJIE JIHS €r0 MEePBOro OPUIUATIBHOTO OIMyOJIMKOBAHUS).

11. bymaxHbple OJaHKKM JOKYMEHTOB TOCYAApCTBEHHBIX OpTraHHU3alUui C
nzobpaxkenneMm ['ocynapcrBernoro ['epba Pecny6nmku Kaszaxcran momexar ydery,
JUISI 4ero B TIPAaBOM HIDKHEM VIJIy KaKIOTO JK3eMIuiapa OjlaHKa JOKyMEHTa
TUTIOTPACKUM CHOCOOOM HIIM HYMEpaTopoM MPOCTAaBJISIOTCS €ro HOMep, a Npu
HEOOXOIUMOCTH cepHsi. DIEKTPOHHbIE OJIAaHKHU YUYETYy HE MOAJIekKAaT.

Cnocka. ITynkr 11 — B penakiuu nocranosnenus [IpaBurensctBa PK ot
31.08.2022 Ne 630 (BBOAMTCS B ICUCTBUE TTO UCTEUYCHUHU JECATH KaJCHIAPHBIX THEH
MoCJIe JHS €r0 MEPBOro OPUIIMAIBHOTO OITyOJIUKOBAHUS).

12. birlaHKM TOKYMEHTOB UCITOJIB3YOTCSI CTPOTO MO Ha3HAYCHHIO U HE TIEPEIAI0TCs
JIPYTUM OpraHu3alysM WIA HWHBIM JIMIIaM 0€3 COOTBETCTBYIOIIEIO pa3pericHus
PYKOBOJICTBA OpPraHHU3aLUU.

13. JlokyMeHTbl Ha OyMa>XHOM HOCHUTENIE COCTABJSIOTCA C HMCIOJb30BaHUEM
Tamia, BOCIPOU3BOSLIEr0 HAMMEHOBAHUE OPraHU3alUU, ITyTEM MPOCTABICHUS €ro
OTTHCKA B JIEBOM BEPXHEM YIIy 0€3 MCIOIb30BaHUs OJaHKAa OpraHu3aluu JHO00 NpH
00s13aTeIbHOM 0(OPMIIEHUH CIIEAYIOIINX PEKBU3UTOB:

1) odbunmanbHOE HAMMEHOBAHUE OPTraHU3alluH, U3JaBIIEH TOKYMEHT, JIMOO OTTUCK
ITAMIIa, BOCHPOMU3BOMSIIETO0 HAMMEHOBAHUE OpraHU3allud, H3IaBIICH JOKYMEHT,
IIyTEM MPOCTABIICHUSI €70 B JIEBOM BEPXHEM YTy,

2) HaMMEHOBaHMUE BUJA IOKYMEHTA, 32 UCKIIFOUEHUEM NMHChMa;

3) nata TOKyMEHTa;

4) perucTpallMOHHBIA HOMEP (MHIEKC) TOKYMEHTA;

5) HauMeHOBaHWE JOJDKHOCTH JIMIA, TMOJIMUCABIIETO0 JOKYMEHT, MOJNUCHh U
pactdpoBKa MOANNCH;

6) OTTUCK IeYaTH OpraHu3aluy, €Clii JAaHHOE I0PUINYECKOE JIUIO0 B COOTBETCTBUU
¢ 3akoHoaTenbcTBOM PecnyOnuku Kazaxcran 10JKHO UMETh TI€YaTh.

Cuocka. Ilynkr 13 — B penakunu nocranosnenus [Ipasurenscta PK ot
31.08.2022 Ne 630 (BBOAUTCS B ICUCTBUE MO UCTEYEHUHU JECATH KaJCHIAPHBIX JTHEH
MIOCJIE THSI €T0 MEePBOro OPUIIUATILHOTO OIyOJIMKOBAHUS).

14. BHyTpeHHME JAOKYMEHTBHI Ha OyMa)XHOM HOCHUTENE, 3a HCKIIOUYEHUEM
pacnopsIMTENbHBIX, COCTABIISIIOTCS HA OEJIbIX TUCTaX Oymaru.
Cnocka. I[Iynkr 14 — B penakiuu nocranosnenus [IpasurensctBa PK ot
31.08.2022 Ne 630 (BBOAMTCS B ACHCTBUE TIO UCTCUEHUU JCCATH KaJCHIAPHBIX THEH
MIOCJIC JTHS €T0 TIEPBOTO OPUITHATHHOTO OITyOJIMKOBAHMS ).



15. He nomyckaercst ohopMieHre Ha 0OJHOM OJlaHKE JTOKYMEHTa Ha JIByX U Oosee
SI3bIKAX.

JIOKyMEHT Ha Ka3aXCKOM SI3bIK€ M CO3JaBa€Mblii ayTEHTUYHBIH JOKYMEHT Ha
PYCCKOM WJIM MHOM SI3bIKE, a TAKXKE Ha JIBYX U OoJiee s3bIKaX MeYaTaloTCs KaKIbli Ha
OTZIETBHBIX OIaHKaX (OTAENBbHBIX JIUCTAX) U 0QOPMIIAIOTCS €AMHBIMUA PEKBU3UTAMHU.

JIOKyMEHTBI Ha pa3HbIX SI3bIKAaX JOJHKHBI ObITh AyTEHTUYHBI IPYT APYTY, KOTOPHIM
MIPUCBANBAIOTCS €IUHBIC UCXOASIINE PEKBUZUTHI.

JIuCTBI TOKyMEHTOB Ha OyMaKHOM HocuTene (OJIAaHKOB M TMPUIIOKCHHH K HUM)
HYMEPYIOTCS CKBO3HOM HyMEpalnMeu B BEPXHEM 4acTHU JucTa no ueHrpy. Ilpu srom
HyMepaIus MpoCTaBISETCS CO 2 JIUCTA C MOPSAKOBOro HoMepa "2".

Cnocka. ITynkr 15 — B pepakiuu nocranosienus [IpaButensctBa PK ot
31.08.2022 Ne 630 (BBOAMTCS B ICHCTBUE IO UCTEUYCHUHU JECATH KaJCHIAPHBIX THEH
TIOCJIC JIHS €T0 MEePBOro OPHUIIMATLHOTO OIyOJIMKOBAHUS ).

Ilaparpad 2. Ilopsanok odopmiieHnsi peKBU3NTOB JOKyMeHTAa

16. T'ocynapctBennsiii ['epd Pecniybnmuku Kazaxcran mzoOpaxkaercs Ha OJlaHKe
JIOKYMEHTa TOCYyJapCTBEHHOM OpraHuU3alldd B COOTBETCTBUU C 3aKOHOAATEIHCTBOM
Pecny6inku Kazaxcran o rocynapcTBeHHbIX cuMmBoiiax Pecriyonuku Kaszaxcran.

17. DOwmbnema, JOTOTUN WM TOBapHBIA 3HAK (3HAK OOCITY)KHBAHMS)
BOCIIPOU3BOMSATCS Ha OJlaHKE B COOTBETCTBUM C YUYPEAUTEIbHBIMU JOKYMEHTAMH
OpraHu3aluu.

DOmbiiema, JOTOTUI UM TOBAPHBIN 3HAK (3HAK OOCIIYKHMBaHUs) HE pa3MENIaAlOTCs
Ha Onanke ¢ n3oopaxkenueM ['ocynapcreenHoro I'epba Pecnyonuku KazaxcraH.

18. HaumeHoBanue opranuzanuu (B TOM 4yucie ¢uiuana, TpeAcTaBUTEIIbCTBA)
BKJIFOYAaEeT B CceOsl Ha3BaHHE B COOTBETCTBHHM C YUYPEAUTEITHHBIMU JOKYMEHTAMH C
yKa3aHUEM Ha OpraHU3allMOHHO-TIPABOBYIO (popMmy.

CokpanieHHO€ HAaWMEHOBaHWE OpraHu3anuu (B TOM 4Hclie (QuiMana,
NPEICTaBUTENILCTBA) TPUBOJUTCS B TOM Cllydae, KOTJla OHO 3aKpEIUICHO B
YUPEIUTENIbHBIX JOKYMEHTaX U pa3MellaeTcs B CKOOKax HHUXE TOJIHOTO
HalMEHOBAHMSI.

[Ipu odopmiieHUH COBMECTHOTO JIOKYMEHTa, pa3pabOTaHHOTO ABYyMs U OoJjiee
paBHbIMM  OpraHM3alMsSMH, HAUMEHOBAHUS OpraHW3allMil  pacrnoJiaraloTcs B
an(paBUTHOM TOPSAJIKE HANMEHOBAHUI OpraHU3aIUH.

[Ipu odopmieHHr COBMECTHOTO JOKYMEHTa, pa3pabOTaHHOTO ABYMs U Ooiiee
OpraHu3alysIMi, HAaMMEHOBAHUS paCIoOJaraloTcsi B COOTBETCTBUU C Hepapxuei
OpraHu3aI1u.



Ha coBmecTHOM MOKymMeHTE Ha OyMa)KHOM HOCHUTEJIE OTTHCKHU TedYaTel CTaBsSITCS
OpraHu3alMsIMH, JJII KOTOPHIX B COOTBETCTBHUHU C 3aKOHOAATEIbCTBOM PecmyOmuku
KazaxcTan 00s13aTesbHO HAIMYKE TIeYaTH.

Cuocka. ITynkr 18 — B penakunu nocranosienus [IpasurensctBa PK ot
31.08.2022 Ne 630 (BBOAMTCS B JSHCTBUE TTO UCTEUCHUH JECATH KaJCHIAPHBIX THEH
MOCJIE JTHS €T0 TIePBOro O(QHUITMATBLHOTO OMyOJIUKOBAHHUS ).

19. HanmeHOBaHUE CTPYKTYPHOTO MOJPA3ACICHUS YKA3bIBACTCS B CIIydasiX, KOTa
OHO SBJIIETCSI aBTOPOM JOKYMEHTa M paclojiaraeTcsi HWKE HaWMEHOBAHUS
OpraHu3alMH.

20. HamMeHoBaHME BHJA JOKYMEHTa I[I€4aTaeTCsi NPONHUCHBIMU OyKBaMuU
MOJTYKUPHBIM IIPUPTOM.

21. Jdatoil nOKyMeHTa SIBJII€TCA Jara ero noanucaHusi (yTBEp>KICHUS) WIH
cOOBITHSA, 3a(PUKCUPOBAHHOTO B JOKYMEHTE.

JlaTta nOKyMEHTa MPOCTABISAETCS AOJKHOCTHBIM JIMIOM, MOJMHUCHIBAIOIIUM WIIA
YTBEPKAAIOIMIUM JIOKYMEHT. [l 3JIEKTPOHHOIO JIOKyMEHTOOOOpOTa MAOIyCKaeTCs
IPOCTABJIEHUE JaThl CUCTEMOM WIM BPYYHYIO YIIOJITHOMOYEHHBIM JIMLIOM.

CnyxxeOHble OTMETKM Ha JOKYMEHTE, CBSI3aHHBIE C €ro IMPOXOXKICHHEM H
UCIIOJIHEHHEM  (O3HAaKOMJIEHWEM)  BHYTPUM  OpraHu3alud,  JATHPYIOTCI U
MOAMHUCHIBAIOTCS.

JlaTa moxymMeHTa opopMIiseTcs:

1) B mpaBOBBIX aKTax, MPOTOKOJIAX, OAHKOBCKHUX, (DMHAHCOBBIX, OyXrajaTepCKuX
JOKyMEHTaX U JOKyMEHTaX, 3aTparuBalIIUX MpaBa U HUHTEPECHl (DU3UUYECKUX H
IOPUAMYECKUX JIML, CJIOBECHO-UM(POBBIM CHOCOOOM — JI€Hb Mecslla U TOJ
o(popMIISIOTCS apaOCKUMK LIUPPAMU, MECSI] — IPOMUCHIO;

2) B Apyrux JAOKYMEHTax — HU(PPOBBIM CIIOCOOOM J€Hb Mecslla U MECSI] TBYMs
napamu apaOckux HUdp, pa3feiICHHBIMU TOUYKOH, TOJ — YETHIPbMs apaOCKUMHU
uudpamu.

22. PeructpanvoHHbIil HOMEp (MHIEKC) JOKYMEHTa COCTOMT M3 MHJEKCca Jesa o
HOMEHKJAType JeJl  OpraHu3alMH, IOPSJKOBOIO  HOMEpa  JIOKYMEHTa B
pPEruCTpallMOHHO-KOHTPOIbHOU (popme (manee — PK®D). [To ycMoTpennro opranuzanuu
B PETUCTPALMOHHBIN HOMEP (MHJIEKC) BKIIOYAIOTCSA JOMOJHUTEIbHBIEC 37IEMEHTHI.

PeructpaiionHbiii HoMep (MHIEKC) TOKYMEHTa, COCTaBJIEHHOrO ABYMsl U OoJjee
OpraHu3alMsIMH, COCTOUT U3 PETUCTPALMOHHOTO HOMepa (MHIEKCa) KaXAOW U3 ITUX
OpraHu3alyii, TPOCTABISEMOI0 Yepe3 KOCYI0 UepTy B MOPSAJKE yKa3aHHUs aBTOPOB B
TOKYMEHTE.

He nomyckaercst ocTaBieHUE pe3epBHBIX PETMCTPALIMOHHBIX HOMEPOB (MHIEKCOB)
JOKYMEHTOB.



B cucreme 31eKTpOHHOTO JOKYMEHTOOOOpPOTa JOMYCKAETCS BEIEHHWE CKBO3HOU
HyMEpaluH.

Cuocka. [1yHkT 22 — B penakuuu nocranosienus [IpasurensctBa PK ot
31.08.2022 Ne 630 (BBOAMTCS B JIEHCTBUE TTO UCTEUYCHUH JECATH KaJCHIAPHBIX JTHEH
MOCJIE JTHS €T0 TIePBOTro O(QHUITMATBLHOTO OMyOJIUKOBAHHUS ).

22-1. B nuHdopMallMIOHHON aHAIMTUYECKON cucTeMe "DJIeKTpOHHbIE oOpalieHus"
NPUCBOCHUE PErMCTPAlMOHHOTO HOMepa (MHJIeKca) OoOpalieHusIM, COOOILECHUSIM,
3anpocaM, OTKIMKAM U MPEJJI0KEHUAM JIHUI] TEHEPUPYETCS aBTOMATUYECKH U COCTOUT
U3 OYKBEHHOIO WHJEKCA, a TakKe YHHUKaJIbHOTO HOMEpa, BKIIOYAIONIIETO TOJ
pErucTpanuu U CKBO3HOU MOPSIKOBBIM HOMEP U3 BOCbMH 3HAKOB.

[Ipn nepenampaBieHUM OOpalEeHUH, COOOIIEHUN, 3ampoOCOB, OTKJIMKOB H
MPEIOKEHUN MEXKy TOCYAapCTBEHHBIMHU M HETOCY/IapCTBEHHBIMU OPTaHU3AIUSAMU, a
TAK)K€ HANpaBJIEHUW OTBETA 3asBUTEII0 PETHCTPALMOHHBIM HOMep (MHACKC)
JOKYMEHTA HE MEHSETCSI.

[Ipu odopmiieHnr OTBETa 3asBUTENIO, @ TAKXKE CIIMCAHUM JIOKYMEHTa B apXUB B
ANEKTPOHHON PETUCTPALIMOHHON KOHTPOJIBHOW KapTOYKE JOKYMEHTAa aBTOMATHYECKU
dbopmupyeTcst KoJi HOMEHKJIATypHOTO JieJia, BKIFOYAIOIIHIA:

VHJIEKC OPTraHU3alluU B €IMHON CHUCTEME OpraHU3alNil;
HHJIEKC CTPYKTYPHOTO MO/Ipa3ieICHUs] OpTraHUu3alllu;

WHJIEKC HOMEHKIIATYpHOTO JieJla TI0 OOpalleHusM, COOOIIEHUsM, 3ampocam,
OTKJIMKaM U MPEIOKEHUIM JIULI.

CHocka. I'maBa 2 nomnoJjiHeHa MyHKTOM 22-1 B COOTBETCTBUU C MMOCTAaHOBJICHUEM
ITpaButenscTBa PK o1 31.08.2022 Ne 630 (BBOAUTCS B I€MCTBUE IO UCTEUCHUH
JECATH KaJeHIAPHBIX JHEU Mocie AHS ero NepBoro opUIMaIbHOTO OMMYOIUKOBAHUA).

23. B cchuike Ha pEruCTpallMOHHBIA HOMEp (MHIEKC) W JaTy BXOJAIIETO
JTIOKYMEHTA YKa3bIBAIOTCS PETMCTPALIMOHHBIA HOMEp U JaTa JIOKyMEHTa, Ha KOTOPBIi
JTaeTCsl OTBET.

24. MecTo COCTaBJICHUS WIW U3JAHUS TOKYMEHTA YKa3bIBACTCA B COOTBETCTBUU C
MPUHATBHIM aIMUHUCTPATUBHO-TEPPUTOPUAIHHBIM JICJICHUEM U BKJIIOYaeT B ceOs
TOJIBKO OOIIEPUHSATHIC COKPAIICHUS.

MecTo cocTaBieHHs WIM U3JaHUS JOKyMEHTa O(QOPMIISIETCS B COOTBETCTBHH C
HAaMEHOBAHHEM  HACEJICHHOTO  IMYHKTA, SIBJSIONIETOCS  MECTOHAXO0XKICHUEM
OpraHu3alliy - aBTOpa JOKYMEHTA.

25. JIOKyMeHTBI aApecylOT OpraHu3alusM, UX CTPYKTYPHBIM MOJPa3ACIICHUSIM,
JIOJDKHOCTHBIM WA (PU3MYECKUM JTUIIAM.



PexBusut "Apnpecatr" odopmisiercs CTpOYHBIMH OyKBaMH, TMOTYKUPHBIM
mpudTom. HammeHoBaHMe opraHu3aiiy, €e CTPYKTYPHOTO MOApa3IeICHUs MUIIETCS
B HMEHHUTEIIbHOM TaJieXe, JODKHOCTh, (amuius Jinia, KOTOPOMY aJpecoBaH
JNOKYMEHT, — B JaTE€JIbHOM ITaJIEXkKe.

[Ipn anpecoBaHUM NOKYMEHTa PYKOBOIAWTEIIO OpPraHU3alMd €€ HANMEHOBAHHE
BXOJMT B COCTAB HAMMEHOBAHMS JOJDKHOCTH aJpecara.

[Ipu ampecoBaHum MOKyMEHTa (PU3NUECKOMY JIUITY YKA3BIBAIOTCS MHUITUAT UMEHU
1 (haMHIITHS TTOJTydaTelis, ero MOYTOBBIN aapec.

[Ipy nepenucke BHYTpU OpraHu3alldy JIOMYCKAETCS YKa3aHUE B JaTEIbHOM
najieke TOJIbKO MHUIMATa UMEHHU U (paMIIIUK TOJKHOCTHOTO JIMIIA.

Ecnu nmokymeHT ajapecyercss B HECKOJBKO OpraHu3aliid, OHHM YKa3bIBAIOTCS
000011IEHHO.

Ha oxgnom noxymenTe opopmisieTcs: He OoJiee 4eThipex ajipecaToB. [Ipu GosbiieM
KOJIMYECTBE aJPECATOB COCTABIISIETCS CIUCOK (PEEcTp) pacchUlKu JokymeHTa. CioBa
"Opurunnan" u "Konus" B pekBusure "Anpecar” He HCIOJIB3YIOTCA.

[Ipu HampaBiieHUM JOKYMEHTA HEMOCTOSHHBIM ajpecaTaM B COCTaB PEKBHU3UTA
"Anpecar" BKIIOYAETCS MOYTOBBIA aapec, KOTOPBIA OPOPMIISIETCS HCIOJIHUTEIEM.
DJIeMEHTBI IOYTOBOIO a/Ipeca YKa3bIBAIOTCS B MOCIEI0BATEIILHOCTH B COOTBETCTBUU C
3akoHom Pecny6nuku Kazaxcran "O moure".

Cnocka. ITynkt 25 — B penakiuu nocranoBienus [IpaButensctBa PK ot
31.08.2022 Ne 630 (BBOAUTCS B ICUCTBUE MO UCTEYECHUHU JECATH KaJCHIAPHBIX JTHEH
MOCJIE IHSI €T0 MEePBOro OPUIIUATIBEHOTO OIMyOJIMKOBAHUS).

26. 3arojloBOK K TEKCTY JMOKyMEHTa O(OpMIISIETCS TMOJYKHUPHBIM HIPUPTOM OT
IpaHUIIBl JIEBOTO TOJIs JOKyMEHTa 0e3 mepeHoca CIOB U COIEpKUT He Oonee 35
3HAKOB B KaXJOH CTpoke. B NOKyMeHTe mpu BelIMYMHE 3arojloBKa 0ojee 5 CTpok
JoImycKaeTcsi O(pOpMJICHUE 3arojoBKa IOCEpPEIMHE JOKyMEHTa. Touka B KOHLE
3aroJioBKa HE CTaBUTCS.

3aroloBOK K TEKCTYy JOKyMEHTa (OpMYyJIUpYyeTCs B COOTBETCTBHHM C
HAaUMEHOBAaHHEM BHJIa JOKyMEHTA U €r0 COJEPKAHUEM.

3aroioBoK K TEKCTy AoKyMmMeHTa meHee 10 CTpok, a Takke o()OpMIICHHOMY Ha
Oanke popmara AS He cocTaBiIseTCS.

27. JIns mOKyMEHTOB Ha OyMa)KHOM HOCHTENE OTTHUCK TeYaTh OpTaHU3aINU
3aBepseT MOMIUHHOCTD MOAMNKCH JTOJDKHOCTHOTO JIMIA Ha JOKyMeHTe. OTTHCK medyaTtu
OpraHM3aIH TPOCTABISIETCS TIOCIE HAMMEHOBAHMS JJOJHKHOCTH JIUIA, TIOITHUCABIIETO
JIOKYMEHT, HE 3aXBaThIBasl €T0 JINYHYIO TIOIMHCH.

JlanHoe TpeboBaHHE HE MPUMEHSETCS K OpraHU3alusIM, KOTOpPble B COOTBETCTBUU
¢ 3akoHOAaTeNbcTBOM PecnyOnmku Kazaxctan He 00s3aHbI UMETh TI€YaTh.



Cnocka. Ilynkr 27 — B pepakuuu nocranosinenus [IpasurensctBa PK ot
31.08.2022 Ne 630 (BBOAMTCS B ICHCTBUE IO UCTCUCHUHN JSCATH KaJCHIAPHBIX JHEH
MOCJIE JTHS €T0 TIePBOro O(QHUITMATBLHOTO OMyOJIUKOBAHHUS ).

28. Tekct mokymeHTa OGOpMIISIETCS B BUIE AHKETHI, JUATPAMMBI, TaOJIHUIIBI,
CBSI3HOT'O TEKCTA WJIM COYCTAHMSI YKa3aHHBIX (POPM.

29. B cayuae, eciau JOKYMEHT COJIEPXKHUT MYHKTHI, TO IYHKTbl B JOKYMEHTE
pacroJiararoTcs B JIOTMUECKOW IMOCIIEeI0BAaTEIbHOCTH, C YY€TOM XPOHOJIOTMH 3TarloB
pemieHust Borpoca. bim3kue Mo coAep:kaHWIO MYyHKTH 3HAYUTEIBHBIX MO 00bEMY
JIOKYMEHTOB OOBEIUHSIOTCS B TJIaBbl, HECKOJBKO TJIaB — B pa3Jlielibl, pa3/ieiibl — B
yactu. B Oonpmmmx mo oObeMy TIi1aBax BBLAETSIOTCA mNaparpadsl, B pasznenax —
MO/APA3/IEIIbI.

[TyHKTBI MOTYT OBITH TOJApaA3NEiICHBI HAa TOMMYHKTH. BHYTpHM TyHKTOB H
MOJIMMYHKTOB MOT'YT OBITh YACTH, BbIJIEIIsSiEMbIE a03allaMHu.

[TynkTtel, maparpadbl, TriaBbl, MOAPA3Cibl, pa3feibl U YacTH JOKYMEHTOB
HYMEpYIOTC apaOCKUMH UPpaMu ¢ TOUKOU cleayromum oopazom: 1., 2., 3. u nanee.

Homepa noamyHKTOB B MyHKTaxX 0003HAaYal0TCA apaOCKUMU LudpamMu co CKOOKOH
cieayoommMm obpazom: 1), 2), 3) u nanee.

Hymepanusi myHKTOB, TJIaB M PAa3AelioB SIBISIETCS CKBO3HOM, MOJIMYHKTOB B
MyHKTE, naparpadoB B IIaBe, MOAPA3AEIOB B pa3Jieie — CAMOCTOSTEIbHOM.

He nomyckaercst o603HaueHue ab3aneB qedrucamMmu Wiv HUHBIMU 3HaKaMHU.

30. TekcT AOKyMEHTa I[eyaTaeTcsi Ha NUINYIIEH MAalIMHKE 4epe3 MoJITopa
MEXCTPOYHBIX MHTEpBAJIa WJIA TPU TOMOIIM YCTPOWCTB KOMITBIOTEPHOU TEXHUKHU
pasmepom Ne 14 mpudra Times New Roman (Taiimc Hpro Poman) uinu Arial yepes
OJIMH MEXCTPOUYHBI MHTEpBajl. B OTHENbHBIX Ciiydasx, a Takxke Npu oPOopMIIECHUHU
TaONML, TPUIOKEHHM, OTMETKM 00 UCIOJHUTENE, MPUMEYaHUN JOMYyCKaeTcs
M3MEHEHUE pa3MepOB MIPUPTA U MEKCTPOYHOTO MHTEPBATIA.

[Ipu opopmieHun AOKyMEHTa Ha JIByX M Oosiee JIMCTax BTOPOH M MOCIEAYIOIIHE
aucThl HymepyroTcs. Homepa mpoctaBisitoTcst apaOckumu 1uppamMu B CEpeauHe
BEPXHEro MoJisi JIUcTa 0€3 3HAKOB NPENUHAHUS.

B ormerke 0 HamMuMM TPUIOKEHUS, HA3BAHHOTO B TEKCTE JOKYMEHTA,
YKa3bIBAIOTCS KOJMYECTBO JIUCTOB, YK3EMIUIAPOB, SI3bIK HCHOJHEHUsA. B oTMmeTke o
HaJIWMYUMA TPUIIOKEHHUS, HE HAa3BaHHOIO B TEKCTE JOKYMEHTa, JOMOJHUTEIBHO
YKa3bIBAETCSI €r0 HAaMMEHOBaHWE, a TaK)Ke NMPU HAIWYUU JaTa MU PErucTPallMOHHBINA
HoMmep (uHzaekc). [Ipu Hanmuuum AByX W OoJiee MPHIIOKEHUI OHM HymepyroTcs. s
AJIEKTPOHHOTO JOKYMEHTOO0O0pOTa yKa3aHUE KOJIMYECTBa SK3EMIUIIPOB HE TpeOyeTcs.

Ecnu mpunmoskeHuss K JOKyMEHTY COpOIIIOPOBAHBI, YKa3bIBACTCS KOJIUYECTBO
AK3EMILISPOB.



Ecnn x noxyMeHTy mpwiiaraercst Ipyrod JOKYMEHT, UMEIOLIUN NPWIOKEHHE, B
OTMETKE O HAJIMYWU TPUIIOKEHUSI YKA3bIBAIOTCA PEKBU3UTHI 3TOr0 JIOKYMEHTa M
oOmee komuvecTBO JMcTtoB. Hampumep, "llpunoxkenue: mnucbMo MwuHUCTEpCTBa
KyJIbTyphl U criopta Pecriyonuku Kazaxcran ot 15 okta0ps 2014 romga Ne 3-5/151 u
PUJIOKEHHUE K HEMY, BCETO Ha 7 JINCTaX, Ha Ka3aXCKOM S3bIKe".

Ecnu npunokeHrne HanpaBisieTCs HE BCEM aJpecaTaM, YKa3aHHbIM B JOKYMEHTE,
TO B OTMETKE O €ro HaJIW4YMM YKa3bIBACTCA KaKOMY aJpecaTy HanpaBJsaeTCs
IIPUIIOKEHUE.

31. Iloanuce TOKyMEHTa HA OYMa)KHOM HOCHTEJIE BKIFOYAET:

1) HauMeHOBaHHE MODKHOCTU JIMIA, MOJIMUCABIIErO JTOKYMEHT, O(QUIUMaIbHOE
HAUMEHOBAaHUE CTPYKTYPHOTO TMOJApA3EICHUs WIM OpraHu3aiuu (€ciu JOKYMEHT
odopMJieH He Ha OJIaHKe);

2) TUYHYIO MOJIUCH U paciIuPpoBKY MOAMUCH (MHUIIMAT UMEHU U (DaMuIins).

JIOKyMEHT NOANMCHIBAECTCS CBETOCTOMKMMH 4epHuiIamu. He nmomyckaercs
MOANKCaHNe NOJJIMHHUKA JOKYMEHTa NPOCTaBICHUEM (haKCUMUIIE.

[IpaBo moanucu JOKYMEHTOB OPTaHU3ALMHU OINPENEIAETCS B COOTBETCTBUU C
3aKoHOJATenbCcTBOM PecnyOnmuku KazaxcraH, ydpeauTeNbHBIMA —JOKyMEHTaMU
OpraHM3allid, PACHOPAIUTEIIBHBIMU JOKYMEHTAMH PYKOBOIUTENS OpraHu3aluud o
JEJIETUPOBAHUU MOJIHOMOYUN WM JOBEPEHHOCTSMH HA BBIIIOJHEHUE OMPEACICHHBIX
JNEUCTBUM OT UMEHU OPTraHU3ALUU.

DJIEKTPOHHBIN JOKYMEHT YJIOCTOBEPSETCS] AJIEKTPOHHOU HHUGPPOBOM MOIAMUCHIO
ua, 001aIaroIero NOJHOMOYHUSMHU Ha MOANKMCAHUE TAHHOTO JOKYMEHTA.

Otnyck qokyMeHTa (MUchMa) MOMJICKUT moanuvcaHuto. He momyckaercs 3aMeHa
OTIyCKa JOKyMeHTa (MHuchMa) Komuel JgokyMeHTa. IIpu moamucaHuu JOKyMEHTa
IByMsi W OoJjiee JIMIIAMH PAaBHBIX JIOJDKHOCTEH WX TOJIMUCU PpaCIOaralTcs B
an(paBUTHOM MOPSAKE OQUIIMATIEHBIX HAUMEHOBAHWUN OPTaHU3AIlMN UM CTPYKTYPHBIX
OApa3ICIICHUH.

[Ipu noanucaHuy TOKyMEHTa HECKOJIBKUMU JIOHKHOCTHBIMU JIMLIAMH UX MOJMUCH
pacriojaratoTcsi OjHa TOJ JPYrod B COOTBETCTBUM C YOBIBAaHUEM CIIyKEOHOM
MepapXuu JOJDKHOCTEN.

B nokymeHTEe, COCTaBIEHHOM KOMHCCHEHM, YKAa3bIBAIOTCA HE HAWMMEHOBAHUS
JOJDKHOCTEW JIMII, TOJIMUCHIBABIIMX JOKYMEHT, a HMX OOS3aHHOCTH B COCTaBe
KOMMCCHHU.

JIOKyMEHTBI KOJUIETHAJIBHBIX OpPraHOB OpraHu3aiuu (KOJUIETUH, COBETOB,
MacJIUXaToB, [MPaBJICHUI) MOJNKCHIBAIOTCS  MpEAceAaTeieM M CEKpeTapeM
(npencenaTenbCTBYIOMIMM U JIUIIOM, TPOBOJMBILUM 3alKCh). I[[pOTOKOIIBI annapaTHbIX



(omepaTUBHBIX) COBELIAHUMM OpraHU3allid W €€ CTPYKTYPHBIX MOJApa3feeHH
ITOAIIMCHIBAIOTCS MTPEACENATENBCTBYOIIUM JIULOM.

Ecnu  nomxHOCTHOE 71MII0, MOANMCH KOTOPOIO 3aroTOBJIEHA Ha IPOEKTE
JOKYMEHTa, OTCYTCTBYET, TO JOKYMEHT MOJUIEKUT NEepeoPOPMIIEHUIO Ha JIMLO,
UCHIOJHsAIoUIee ero o0s3aHHOocTH. He gomyckaercss mnoanmucaHue JIOKyMEHTa C
npemjgorom " WIM TPOCTABJICHUEM KOCOM YepThl IEpel HauMEHOBAaHUEM

"

3a
JOJKHOCTH.

32. CornacoBaHue NpoOEKTa AOKyMeHTa OGOpMISieTCs BU30il HAa JOKYMEHTE
(BHYTpEHHEE COTJIACOBAHKE) WM TPU(OM COTIACOBaHMS (BHEITHEE COTIACOBAHUE WITH
COIJIACOBAHUE C KOHCYJIbTaTUBHO-COBEUIATEIbHBIMU M OOIIECTBEHHBIMU OpraHaMH
opranuzauuu). [l  SNEKTPOHHOIO  JTOKYMEHTa  COIVIACOBAHHUE  IMPOUCXOIUT
MIOCPEJICTBOM DJICKTPOHHOM ITU(POBOM MTOAIHUCH.

[Ipy BHYTPEHHEM COIVIACOBAHMM JOKYMEHTBl BHU3HUPYIOTCS HCIOJHUTEIEM
(OTBETCTBEHHBIM HCIIOJHUTENIEM), PYKOBOIAUTEIEM €ro MOApa3AeieHus, APYTHUMH
3aMHTEPECOBAHHBIMU  JIOJDKHOCTHBIMHM ~ JIMLAMHU, 3aMECTUTENEM  PYKOBOJUTENS
OpraHU3alMH COTJIACHO PACTIPEEICHUIO O0A3aHHOCTEM.

Bu3bl mpocTaBisOTCA Ha SK3EMIUISIPAX JOKYMEHTOB Ha OYMa)KHOM HOCHTEIIE,
OCTAIOLIMXCA B OpraHW3allMM, HAa JIMLIEBOW CTOPOHE HMIXKE Noanucu. IIpoexTsl
pacnopsAIUTENbHBIX TOKYMEHTOB BU3UPYIOTCS HA NEPBOM AK3eMIuLspe. Jlomyckaercs
BU3UPOBAHMUE IPOEKTOB PAaCHOPSAUTEIbHBIX JTOKYMEHTOB Ha OOOpPOTHOM CTOpOHE
MOCJIEJTHETO JIUCTA.

Buza Bkitouaetr B ce0s MOANKMCH BU3UPYIOUIETO, AATy, pacliM(poOBKY MOANUCH
(MHUIMAN UMEHH, (PaMIIINIO), HAMMEHOBAHUE JIOJKHOCTH BU3MPYIOUIETr0. 3aMeyaHus,
0cOOble MHEHUSI U JIOTIOJHEHUS K MPOEKTY OKyMEHTa O0(OPMIIAIOTCS Ha OTACIbHOM
JIUCTE, O YEM B IIPOEKTE TOKYMEHTA CTABUTCS COOTBETCTBYIOIIAS OTMETKA.

Bueminee cornacoBaHue JTOKyMeHTa OQOPMIISIETCS CTPOYHBIMH OyKBaMu rpudom
COrJIaCOBaHMs, KOTOPBI pacIoNaraeTcs B JEBOM HIKHEM YIUIy IIOCJIEIHErO JHUCTa
nokyMeHTa u coctouT u3 cioBa "CornacoBano", ("CormacoBan"), a Takxke
HAaMMEHOBAHHUS JOJDKHOCTHU JIMIA, C KOTOPBIM COIJIACOBBIBAETCS JTOKYMEHT (BKJIHOYAs
HaMMEHOBAHHME OPTaHMU3alMH), JUYHON MOANKUCH U €€ paciluPpOBKU (MHULIMAT UMEHU
U aMumus), 1aThl COIIACOBAHMSL.

[Tpu cornmacoBaHMM JOKyMEHTa JByMsi U OoJiee JHMIIaMHU PAaBHBIX JOJKHOCTEH
rpudbl COTIacoBaHUsl paclojarairTCsi Ha OJAHOM YpOBHE B aj(aBUTHOM MOpsAKe
opuIMaTbHBIX HAaMMEHOBAaHWUW opraHusanmii. [Ipw coryiacoBaHuM JOKyMEHTa
HECKOJIbKUMH JOJDKHOCTHBIMHU JIMIIaMHU TPU(BI COTJACOBAaHUS paclojaralorcs B
COOTBETCTBHUH C YOBIBAHHEM CIIY>)KEOHOW MEpapXuu JOHKHOCTEH.



Ecnu cormacoBanue OCYHIECTBISIETCS MUCbMOM, MPOTOKOJOM WK APYTrUM
JOKYMEHTOM, TO B Tpu]e COrIacoBaHHWS YKa3bIBAIOTCS BHUJ JOKYMEHTa B
TBOPUTEJILHOM TMaJie’Ke, HAMMEHOBAaHUE OPraHU3allii B POJUTEIHHOM Majexe, AaTa U
HOMEp (MHACKC) TOKYMEHTA.

Bueminee coriacoBaHue JOKyMEHTa C HECKOJBKMMU  OpraHU3alusiMu
oopMisieTcss JTMCTOM COTJIacOBaHUSL MO (opMmMe COrjlacHO NPHWIOKEHUI0 S5 K
HacTtosiuM [IpaBuiiam.

CornacoBaHue MPOEKTa JOKYMEHTa B 3JIEKTPOHHOM (opMaTe OCYIIECTBISETCS B
COJ1 mu60o mo kanamam uHopMaImoHHBIX cucTeM (nanee — MC).

[lpu wHammuuu B opranuzanuu C3Jl corjacoBaHHE MPOEKTOB JOKYMEHTOB
OCYILIECTBJISIETCA B ABTOMATHU3WPOBAHHOM PEXUME IIOCPEICTBOM HAIPaBIICHUS
POCKTOB JOKYMEHTOB JIMIIAM, HA3HAYEHHbIM B KauyeCTBE COIJACYIOLIUX, U
oopMIeHUs pe3yNbTaToB cornacoBanus B CO/I.

[Tocne 3aBepiieHHs MOPOLEIYPhl COTJIACOBaHUS (MPU CO3JAHUM MOJJMHHHUKA
JOKyMEHTa Ha OyMa)KHOM HOCHTEJIE) JINCT COIIACOBaHMs pacrieyaTeiBaeTcs uz COJI,
MPUKIAIBIBACTCS K TIPOEKTY JOKYMEHTa M TPEACTaBIseTCS Ha  IOANUCH
PYKOBOJUTEIIO OpraHu3aiuu (MHOMY YIIOJTHOMOYEHHOMY JIUILY).

CornacoBanne BHYTPEHHUX JTOKYMEHTOB, CO3[JaHHE, XPAHCHUE U HCIOJIb30BAHUE
KOTOPBIX OcylecTBIsIOTC nocpeactBoM COJI, mpoBoautcs B COJ] B 3JE€KTPOHHOM
BUJIE.

[Ipu cornacoBaHuM TMPOEKTOB BHYTPEHHUX JOKYMEHTOB, CO3JaHHBIX Ha
OyMa)XHOM HOCHTEJNE, BHU3bl TMPOCTABISIOTCS HEMOCPEACTBEHHO Ha IPOEKTE
nokymenrta — UC.

Cnocka. I[Iynkr 32 — B pepakiuu nocranoBienus [IpasurensctBa PK ot
31.08.2022 Ne 630 (BBOAMTCS B ICUCTBUE TT0 UCTEUCHUHN JECATH KaJCHIAPHBIX JTHEH
TIOCJIC JTHS €T0 MePBOro OPHUIIMATILHOTO OITyOJIMKOBAHUS ).

33. I'pud yTBepkIeHUS AOKYMEHTa paclojaraercss B MPaBOM BEPXHEM YTy
IEPBOro JIMCTA JOKYMEHTa U 0OPMIISIETCSI CTPOYHBIMU OYKBaMH.

[Ipu yTBepKOEHUM JOKYMEHTAa KOHKPETHBIM JIOJDKHOCTHBIM JIMIIOM TIpud
YTBEPKIECHHUSI COCTOMT W3 CIENYIOIIMX JJIEMEHTOB: CJIOBO "YTBepxknaar',
HAaUMEHOBaHUE JOJKHOCTH, MOAMKUCH, paclInpoBKa MOAMKUCH U J1aTa YTBEPKICHUS.

[Ipun yTBepkIeHUM TOKyMEHTa ABYMs M OoJjiee JHIaMU PABHBIX JOJIKHOCTEH
rpudbl YTBEP>KIEHUSI pACIIONaraloTcsi Ha OJHOM YpOBHE B al(aBUTHOM TMOPSAKE
HAUMEHOBAHUM OpTaHU3ALUN.

[Ipn yTBEpXKIAEHUM [TOKYMEHTa IIOCTAHOBJIEHUEM, PEIICHUEM, IPHUKA30M,

MPOTOKOJIOM Tpu( yTBEpKIeHUsS COCTOMT u3 cioBa "YTBepxkaeH" ("YTBepxkuena',



"VTeepxaeHo", "YTBepxkaeHbl"), BHAA PACHOPAIUTEIBHOTO  JIOKYMEHTa B
TBOPUTEJIBHOM MAJIEXKE, €r0 1aThl 1 HOMEpA.

Cuocka. ITynkT 33 — B penakunu nocranosienus [IpasurensctBa PK ot
31.08.2022 Ne 630 (BBOAMTCS B JIEHCTBUE TTO UCTEUYCHUH JECATH KaJCHIAPHBIX JTHEH
rocJie AHs €ro NepBoro OPUIIMaIbHOrO OMyOIUKOBAHMS).

34. Pesontonus pacrosaraercss B BEpXHEW 4acTH MEPBOrO JUCTA JTOKYMEHTa Ha
CBOOOJTHOM OT TeKcTa MecTe. B coctaB pe3osonuu BXOIAT MHUIMAN(b]) UMEHU H
dbammmsi() UCHOMHUTEN (MCIIOTHUTENEH), coJiepKaHue MOpydeHHs (MopydeHui),
CPOK HCIOJHEHUS, TIOJIMKUCh aBTOpa PE30JIIOINH U JIaTa.

Homyckaetcss odopMIIeHHE pEe30JIONMA Ha OTAeTbHOM Omanke (dwuimke) c
yKa3aHWEeM TIOJl TOJNHUCHIO JIMIA, HAJOXKHUBIIETO PE3OJIIONHI0, BXOJSAIIETO
PETUCTPAIIMOHHOTO HOMEpa (MHAEKCA), JaThl MOCTYIJICHUSI 1 OTMETKHA O PEKBU3HUTAX
JIOKyMEHTa, K KOTOPOMY OTHOCHUTCSI PE30JIIOIHs (aBTOp, UCXOJSAIINI HOMEp W jJaTa
nokymeHTa). [lopydyeHus: B Buje pe3oitoluid, HalpaBisieMble B APyTrHe OpraHu3aliii,
perucTpupyroTcs ciayxooit JJOY.

Ha noxymeHnTtax, He TpeOyIOIUX JOMOTHUTEIBHBIX YKA3aHUM MPEaNuChIBaeMbIX
ACHUCTBUA M HWMEIONIUX YCTAHOBICHHBIE CPOKA WCIOJHEHUS, B PE30JIOIHIH
YKa3bIBAIOTCS UCIIOJIHUTEINb, TIOJITUCH aBTOPa PE30JIIOIHH, JaTa.

B cnydasx, xorga mopydyeHHe MAaeTcs JABYM W Oojiee JullaM, OCHOBHBIM
UCIIOJIHUTETIEM SBJISIETCS JIMI0, YKa3aHHOE B TOPYYEHUU TIEPBBIM, €CIM HMHOE HE
YCTaHOBJIEHO B CaMOM PE30JIFOLIHUH.

35. OTMeTKa 0 KOHTPOJIE 32 UCTIOJTHEHUEM JJOKyMEHTa 0003HAYAETCs CIIOBAMH HIIH
mramnamu "bakpinay", "bakpuiayFa anblHABI' UM MPOCTAaBISIETCS B BEPXHEW JIEBOM
9acTH MEPBOTO JIMCTA JOKYMEHTA 3a Mpe/esiaMi TEKCTOBOTO TOJIS.

36. Jlnsa 3aBepeHMs COOTBETCTBHUS KOIMHM JOKYMEHTA TOMJIWHHHUKY HUXKE
pexBuzuta "l[loanuce" mpocTaBisoTca 3aBepuTenbHas Haanuchk "Komus BepHa' (6e3
KaBBIYCK), HAMMEHOBAHUE JOJKHOCTH JIMIA, 3aBEPUBIIETO KOMHIO, JIMYHAS TIOJITHUCH,
pactdpoBKa MOAMKUCH (MHUIIMAT UMEHHA W (paMUJIHs) TIOJIMMCABIIET0, OTTUCK TIeYaTu
opraHuzanuu (Ipu HATMYUH), 1aTa 3aBEPEHUS.

37. BymaxkHasi KOmusi SJIEKTPOHHOTO JOKYMEHTA 3aBEpsCTCA C yKa3aHHEM Ha To,
9TO MCXOJHBIM JTOKYMEHTOM SIBJIICTCS JJICKTPOHHBIH JIOKYMEHT U  IOJYy4YeH
TIOJIOKUTENBHBIN PE3yNbTaT MPOIeAYPhl MPOBEPKH AIEKTPOHHOW MHU(POBON TOIITUCH
JIUIA, YJOCTOBEPUBILETO JJEKTPOHHBIM JOKYMEHT. Jlnsd 3aBepeHusT KOIHUHU
AJIIEKTPOHHOTO JOKyMEHTa Ha OyMa)XHOM HOCHUTEJe W HaHECEHHsS HHQPOpPMAIUH O
pe3ynbTaTe MPOBEPKU DIICKTPOHHOW NHU(PPOBON TMOAMUCH MCHOJIB3YeTCS IITaMIl
(TpeyroabHOU GopMbI) ¢ TEKCTOM "* * * DnekTpoHABIK KY>KAaTThIH KeIlipMeci aypsic.”
(ompenenieH  TOJIOKHUTENbHBIA  pe3yibTaT MPOLEAYypPhl TMPOBEPKU  DIICKTPOHHOM



nu(poBOM MOAMMCH) W YKa3aHHEM TMOJEeH Ui KOJWYECTBA JHCTOB M TOJIHUCH
3aBEPSIIOLIETO JIMIIA.

38. DIeKTpoHHAas KOMHS JOKYMEHTA 3aBEPSAETCS:

1) ucmoimHUTENEM — B Cly4ae BJIOXKEHHUS JIOTOJHUTEIBHBIX JOKYMEHTOB Ha
OyMa>KHOM HOCHTEJIE IIPH CO3IaHUH MPOEKTA ANEKTPOHHOTO JOKYMEHTA,

2)  COTPYAHUKOM  TIOJpa3[eieHus  JIOKYMEHTAallMOHHOTO  oOecredyeHus
rocyJapCTBEHHOTO OpraHa — MpU PErHCTPallii JOKYMEHTA, TOCTYIHUBILETO TOJIBKO Ha
OyMa)XHOM HOCHTEJIE.

[TomrHoMounsiMH Ha 3aBepeHHE OyMa)KHOW KOIMU AIIEKTPOHHOTO JOKYMEHTA,
co3maHHoro mnocpeactsom  COJI,  o0majgaroT  COTPYAHMKH  [OApA3JCIICHUs
JOKYMEHTAIIMOHHOTO 00EeCIeueHus TOCYJapCTBEHHOTO OPTraHa U OlepaTopa MouThI.

byMarkHast KOnMsi 3JIEKTPOHHOTO IOKYMEHTa COJIEPKUT:

1) TekcT TOKyMEHTa;

2) obOs3aTenbHy0 OTMETKY "Kommsi 3J€KTpOHHOrO JOKyMEHTAa" € OTpaX€HUEM
pe3yNbTaTOB MpPOLIEAYPbl MPOBEPKH AJIEKTPOHHOM LHM(PPOBOM MNOIANUCH JIMLA,
Y0CTOBEPUBLLIETO ANEKTPOHHBIN TOKYMEHT;

3) HauMeHOBaHKE MH(POPMAITMOHHONW CUCTEMBI, U3 KOTOPOM OH IMOJIYYEH;

4) naty coznanusi OyMaKHOM KOIIHH;

5) mramn ¢ Tekctom "* * * DNeKTPOHIBIK KYXaTThIH KellipMeci IyphIc.”
(ompeneneH TOJOXKUTENBHBIM  pe3yiabTaT MPOLEAYypbl MPOBEPKU DJIEKTPOHHOU
1M poBOIl NOAMUCH), KOJIMYECTBO JIUCTOB U MOJANKCH 3aBEPUTEISL.

39. OTrMeTka 00 UCTIOMHUTEINE TOKYMEHTa BKJIIOYAET CoKpalleHHoe ciaoso "Her.",
WMHULKAAJ UMEHU U (PaMWIMIO UCTIOJIHUTENS TOKYMEHTa, HOMEp ero teinedoHa, B ToM
4KClie BHYTPEHHETO0, aJipeca 3JIEKTPOHHOM NMOoUThl (IIpU HAJIMYKK) U pacroiaraercsa Ha
JUIEBOW MM 0OOPOTHOW CTOPOHE MOCIENHEro JHMCTa AOKYMEHTa B JIEBOM HUKHEM
yriy.

40. OTmeTka 00 MCTIOJHEHUU JTOKYMEHTa W HAIpPaBJICHUH €ro B JICJIO BKJIIOYACT
CCBUIKY Ha HOMEp M JaTy JOKYMEHTa, CBUIETEIbCTBYIONIYIO 00 HCHOJHEHUHU (IIpH
OTCYTCTBUM TaKOTO JOKYMEHTa — KpaTKHE CBeleHUs OO0 HCIOJIHEHUH), cioBa "B
nesno", Homep Aena, B KOTOpOM OyAeT XpaHUThCS JOKYMEHT.

OtMmeTka 00 MCNOJIHEHUH JOKYMEHTA U HAIpPaBJIEHUU €ro B JIEJ0 MPOCTABISAETCS
Ha HIWKHEM TIIOJI€ JIMUEBOM CTOPOHBI IIEPBOTO JIMCTAa JOKYMEHTAa, KOTOPBIA
MOANKCHIBAETCS HCIIOJTHUTENIEM C YKa3aHUEM JaThl HAIIPaBJICHUS B JEJIO.

41. UnentuduxkatopoM 3JIEKTPOHHON KOMHMM JOKYMEHTa Ha OyMa)KHOM HOCHUTEIe
ABJISIETCSI OTMETKA (KOJIOHTHUTYJI), COJAEpXallasi Ha3BaHUE W BEPCHUIO MPOTPAMMHOIO
oOecrieueHus, Npyu MOMOLIY KOTOPOTO CO3J]aH IOKYMEHT, MPOCTaBIisieMasl Ha JIUIEBOM
CTOPOHE KaX0T0 JINCTa JOKYMEHTA.



42. OTMeTKa O MOCTYIUIEHUH JOKYMEHTA B OPraHU3aLHI0 IPOCTABIISETCS B IPABOM
HUKHEM YTITy JIMLEBON CTOPOHBI IIEPBOTO JHCTA JTOKYMEHTA U CONEPIKUT MOPSIKOBBII
HOMEp BXOJSIIET0 JOKYMEHTa U JIaTy MOCTYIUIeHUs! (ITpU HEOOXOJUMOCTH — Yachl U
MUHYTHI).

43. DNEeKTPOHHBIM JOKYMEHT COCTOMT M3 JBYX 4YacTel: coaepKaTeIbHOU W
PEKBU3UTHOM.

CopepxxarenpHasi 4acTh 3JIEKTPOHHOTO JIOKYMEHTa COCTOMT W3 OJHOIO WU
HECKOJBKHX (DAMIIOB B CIeAYIOMUX opMaTax:

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

2) RTF, DOCX - TekcToBbIit popmar;

3) XLS, XLSX - Tabnu4nbIii popmar;

4) PPT, PPTX - mpe3enTanuu;

5) RAR, ZIP - apxuBupoBaHHbIH Gopmar.

ConepxxarenbHas 4acTh NMpoekToB akToB IIpe3mpentra Pecnyonuku Kazaxcran B
CO 1 popmupyercs Tonbko B popmare PDF.

ConeprkarenpHas 4acTh 3JIEKTPOHHOTO JOKYMEHTA UMEET CIEAYIOIINE PEKBU3UTHI:

1) opunmansHOe HANMEHOBAHUE OPTaHU3ALUN OTIIPABUTEIIS;

2) cpaBouHbIE JaHHBIE 00 OpraHu3anuu (IOpUgUdecKui aapec, tenaedoH, dakc,
AJIEKTPOHHBIN a/ipec opraHu3aiuy (Mpu HAJIUYUN));

3) HaMMEHOBAaHKE BHUJIA JOKYMEHTA;

4) cChUTKY Ha PETHCTPAIIMOHHBIM HOMEP U J1aTy BXOJSIIEro JOKYMEHTA;

5) MecTo cocTaBlIEHUs WU U3JaHUsl JJOKYMEHTA,

6) agpecar;

7) rpud yTBEp>KACHUS JOKYMEHTA (IIPU HAIUYUN);

8) 3aroJIoBOK K TEKCTY (IIpU HAIMYHWN);

9) TeKCT TOKYMEHTa;

10) ormeTky 00 ucnosHutene (pamMuwins U TeneoH HUCIONMHUTENS) (B OpraHax
HalMOHaNbHOW Oe3omacHocTH PecnyOnuku KaszaxcTan yka3bIBalOTCS WHULIAAIBI U
TenedOH UCTIONHUTEIIA);

11) snexTpoHHyI0 HUGPOBYIO MOIIKUCH.

PexkBu3nuTHash dYacTh DJJIEKTPOHHOTO JOKyMEeHTa (opMupyeTcs MOCpeACTBOM
COCTABJICHUSI DJICKTPOHHON PETHCTPALIMOHHON KOHTPOJIBHOM KapTOUYKH (lajiee —
OPKK), B KOTOpOI UCIONB3YIOTCS CIAEAYIOIINE PEKBU3UTBIL:

1) HaumMeHOBaHME BUJIA JOKYMEHTA;

2) perucTpallMOHHbIA HOMEP JOKYMEHTA;

3) UHJIEKC HOMEHKJIATypHhI JeT;



4) Ha3BaHUE W BEPCHsl NPOTPAMMHOrO OOECHeuYeHHUs, MPU IOMOIIM KOTOPOTO
CO3/1aH JOKYMEHT;

5) anexTpoHHas U(PPOBast MOIUCH;

6) XxapakTep BOIPOCa;

7) KOIMYECTBO JIMCTOB OCHOBHOI'O IOKYMEHTA U MPUIIOKECHHUI;

8) HauMEHOBaHME TOCYAApCTBEHHOro oprana-aapecata (B Komwutete
HallMOHAJIBHOU 0€30MMacHOCTH PecnyOnuku Kazaxcran HAaVMEHOBAHUS
MOJIpa3JieIecHui  yKa3bIBAIOTCS B COOTBETCTBUM C KOJaMH, 32 HCKIIOYCHHEM
TEPPUTOPHUATBHBIX OPTraHOB);

9) HauMeHOBaHKE JTOJDKHOCTH ajipecata (Ipyu HaJTu4Km);

10) dbamunus agpecara (Ipu HATUYUK);

11) dbamunus ucrnonHUTENs (B OpraHax HallMOHAIBHOM Oe3oracHocTu PecryOnuku
Kazaxcran yka3bIBalOTCSI HHUIIMAIBI UCTIOTHUTES);

12) Homep TenedoHa UCTIOTHUTES;

13) oTmMeTKa 0 KOHTPOJIE;

14) otmMeTka 00 UCTIOJIHEHUH JTOKYMEHTA U HAIMPABJICHUH €TI0 B JIEJIO;

15) oTMeTka O HaMMYWMW WIM OTCYTCTBUHU MOJIMHHUKA OYMa)KHOTO TOKYMEHTa,
OyMaXHOU KOIIMH 3JIEKTPOHHOTO JOKYMEHTA.

Hcnonp30BaHre TOMOIHUTEIBHBIX PEKBU3UTOB ONPEIEISIETCS B 3aBUCUMOCTH OT
BUJIa JOKYMEHTA B COOTBETCTBUHU ¢ HAacTos MU [IpaBunamu.

CHocka. ITynkT 43 ¢ n3MeHeHUsIMU, BHECEHHBIMU TIOCTAaHOBIICHUEM

[IpaBurenscTa PK oT 30.11.2020 Ne 809.

44. TTpu oOMeHe PIEKTPOHHBIMU JOKYMEHTAaMH MEX]Iy OpraHu3aIisiMu MepeueHb
00s13aTE€NIbHBIX PEKBU3UTOB U TOPSAOK HCIOJIB30BaHUSA DJIEKTPOHHOU HUGPOBOI
MOANUCH DJIEKTPOHHOTO JOKYMEHTa YCTaHABJIMBAIOTCS MUCBMEHHBIMU (opMaMu
CIeNoK B cooTBeTcTBUM ¢ ['paxmanckum koaekcoMm PecnyOnmuku KazaxcraH,
coOmoeHneM HopM 3akoHa Pecniyonuku Kazaxctan "OO 31eKTpPOHHOM TOKYMEHTE U
AJIEKTPOHHOM 1T(pOoBOI oAnucH", HacTosuME [IpaBunamu.

Cnocka. ITynkt 44 — B penakuuu nnocraHoBjeHus [IpaButensctBa PK ot
31.08.2022 Ne 630 (BBOAMTCS B ICHCTBUE TI0 UCTEUYCHUHN JECATH KaJCHIAPHBIX JTHEH
MIOCJIE IHSI €T0 MEePBOro OPUIIMATILHOTO OIyOJIMKOBAHUS ).

45. DneKTpoHHbIE JOKYMEHTbl Ha XpaHEHUE TMEepelaroTcsl  COIIACHO
rocynapcteeHHomy cranaapry CT PK "Vnpasnenue pokymentaumeit. ®dopmar
(GalijIoB AJEKTPOHHBIX JIOKYMEHTOB JHJisi JOJATOCPOYHOro XpaHeHus. Yacte 1.
Hcnons3oanue PDF 1.4 (PDF/A-1)".

ITaparpad 3. IloaroroBka u oopmieHHe NPHUKA30B



46. Ilpukazamu o(OpMIIAIOTCS pELIeHHs MPAaBOBOTO XapakTepa, a Takke II0
OTICPAaTUBHBIM, OPTAHM3AIMOHHBIM, KAJAPOBBIM W JPYTUM BOMPOCAM EATECITHLHOCTH
opraHu3aiuu 1no ¢GopMam COrIaCHO MPHIOKEHUSIM 6-7 Kk HactosuM [IpaBunam.

PexBu3uTamMu npukasa sBISIFOTCS:

1) w3oOpaxenue I'ocymapctBenHoro I'epba PecmyOGnuku Kazaxcran wiam
AaMOJIEMBI, JIOTOTUIIA, TOBAPHOTO 3HaKa (3HaKa OOCTY>KUBAHHUS) C YYETOM TPeOOBaHUM
nyHKTOB 16, 17 Hactosmux [IpaBu;

2) ounmarbHOE HAMMEHOBAHNE OpTaHU3AIINH;
3) HauMeHOBaHME BUJIA TOKYMEHTA,

4) nara npuKasa;

5) perucTpanmoHHbIA HOMED MPUKA3a,;

6) MecTo U3JaHus IPUKa3a;

7) 3aroJyioBOK K TEKCTY;

8) TeKcCT;

9) noamnuce;

10) oT™MeTKa 0 corjlacOBaHUU MPUKA3A;

11) OoTTHCK TeUYaTH OpraHW3allUd, €CIM JaHHAs OPTaHU3allhsl B COOTBETCTBUU C
3aKoHOJIaTeIbLCTBOM Pecnybnuku Kazaxcran gomkHa UMETh TI€4aTh.

[IpoexkThl MpUKA30B TOTOBAT W BHOCAT CTPYKTYpPHBIE TMOJpa3eieHus] Ha
OCHOBAHHWM TMOPYYCHUN PYKOBOJIUTENS OpraHM3alldd, €ro 3aMecTUTels Jubo B
WHUIIMATUBHOM TIOpsiike. [IpOeKThl TPUKA30B IO KaJpOBBIM BOMPOCAM TOTOBHUT
KaJpoBas CIy>)k0a B COOTBETCTBHHM C TPYAOBBIM 3aKOHOAATEIHCTBOM PecmyOmmku
Kazaxcras.

[TpoeKThl TIPUKA30B W MPHUJIOKECHUS K HUM BHU3HUPYIOTCS HMCIIOJHUTEIEM U €T0
HEMOCPEICTBEHHBIMU U KYPUPYIOIIUMH PYKOBOJIUTEISIMU, a TAKXKE PYKOBOJUTEISIMU
CTPYKTYPHBIX MOAPA3ACICHUN, KOTOPHIM B MPOEKTE MpHKa3a MpeaycMaTpUBAIOTCS
3aJlaHus U TIOPYYEHUS, KOMIIETEHIINIO KOTOPBIX 3aTparuBaloT BOMPOCHI, YKa3aHHBIC B
MIPOEKTE.

BospakeHnss 10 TpPOEKTy TMpHKa3a, BO3HUKAIOIIME TIPU COIJIACOBAHUM,
W3NIATalOTCsl B CIOpaBKe, KOTopas mpuiaraercs K mnpoekTy. Eciam B mporecce
COTJIaCOBAHMS B MPOEKT MPHUKa3a BHOCITCS M3MEHEHUS MPUHIUITHAIEHOTO XapaKTepa,
TO OH JI0padaThIBACTCS M MPOXOUT MIOBTOPHOE COTJIACOBAHUE.

[Ipuka3sl ToCyJapCTBEHHBIX OpPTaHOB pa3palaThIBAIOTCA U MPUHUMAIOTCS Ha
Ka3aXxCKOM SI3BbIKE, TIPU HEOOXOIUMOCTH, UX pa3pabOTKa MOXKET BECTUCh HAa PYyCCKOM
S3bIKE C OOEcCIeueHneM TI0 BO3MOXKHOCTH TIepeBOJa Ha Jpyrue s3bIkh. JIMCTHI
IIPUKA30B U NPUIOKEHUW K HUM HYMEPYIOTCS CKBO3HOM HyMepaluel B BEpXHEU
9acTH KaKIOTO JIMCTA O LIEHTPY.



IIprkassl HyMepyOTCS MOPSAAKOBOW HyMEpPaLMEn B Ipeaeaax KaJIeHIapHOIo Toa.
[Ipukasel 10 OCHOBHOM AESITENBHOCTH, JUYHOMY COCTaBY PETUCTPUPYIOTCA OTAEIBHO
B COOTBETCTBYIONIUX JKypHasiax (6a3ax maHHbIX). K mopsikoBoMy HOMEpY MpuKasza Mo
JUYHOMY COCTaBy uepe3 aAeduc 100aBiastoTcs auTepsl "in/c" wim "k".

Komnuu npukazoB win UX pa3MHOKEHHBIE IK3EMILISIPhI 3aBEPAIOTCA MeYaThIO (MpU
HAJIMYMN) C YKa3aHUEM JIaThl 3aBEPEHUS U HAIPaBJISIOTCA ajpecaraM B COOTBETCTBHUU
C YKa3aTeJeM PAaCChUIKU, KOTOPBIN COCTABIIAECTCS U MOAMUCHIBAETCS UCIIOJHUTEIEM.

TekcT mpukaza COCTOMT W3 JABYX YacTed: KOHCTaTHpYIoWEed (mpeamOysbl) H
pacnopsiANTEIbHOM.

B koHcratupyromieit yactu (mpeamOyiie) KpaTKO HM3JararoTcs IEeNH U 3a]ayd,
(bakThl U COOBITHSI, TOCTY>KUBIIIME OCHOBAHUEM I M3JaHUs Tpukasza. Eciu npukas
U3/IA€TCSI HA OCHOBAaHWU JPYroro JOKyYMEHTa, TO B KOHCTAaTHPYIOLIEW YacTH
YKa3bIBAIOTCSI HAMMEHOBAHUE ATOT0 JTOKYMEHTa B POJUTEIBHOM MAJEkKE, €ro aBTop,
naTa, HOMEp M 3arojoBok. EciM mpuka3 mo KaJpoBbIM BOIPOCAM H3JAETCA 3a
HapyIlIEHWE HCHOJHUTEIbCKOW AUCHUIUIMHBI TEpCOHalda, TO B KOHCTATHPYHOUIEH
YaCTH YKa3bIBAIOTCS YETKO U3JI0KEHHOE COJEPKAHNE IUCUUIITMHAPHOTO MPOCTYIIKA, a
Tak)k€ HOPMBI U TpPEOOBaHMUSI AaKTOB, KOTOpBIC SBISIOTCSA OCHOBAHUSIMU TSI
NPUBJICYEHUS K OTBETCTBEHHOCTH. IIpyM cChUlke Ha HOPMATUBHBIM NPAaBOBOW akKT,
3apETUCTPUPOBAHHBIA B OpraHax KOCTUIMHU, TOMOJIHUTEIBHO YKA3bIBAETCS HOMED, MO/
KOTOPbIM OH 3apeTHCTPUPOBAH B PEECTPE TOCYAAPCTBEHHOW pErucTpanuu
HOPMAaTHBHBIX MTPABOBBIX AKTOB.

[IpeamOyna B mpoekTax mnpuka3oB 3aBepiiaercs cioBoMm "I[IPUKA3BIBAIO",
KOTOPO€ MUIIETCSI MPONMUCHBIMU OYKBaMH, MOJYXKUPHBIM mpudTom. He momyckaercs
€ro MepeHoc Ha JPYTyIo CTPOKY.

PacniopsimurenbHas 4acTh CONEPKUT MEPEUUCIICHUE NPEANUCHIBAEMBIX ICUCTBUAN
C YKa3aHUEM MCIIOJHUTENS KaXJO0ro JCHCTBUS MU CPOKOB UcCHOJHEHud. I[Ipu
HEOOXOIUMOCTH PACTIOPSAUTENbHAS YaCTh JEIUTCS Ha MyHKTHI, TOJIIMYHKTHI U a03a1lbl.

JleficTBUSL OJTHOPOIHOTO XapaKTepa MOTYT OBbITh NEPEUUCIICHBI B OJTHOM MYyHKTE. B
KauecTBE UCIOJIHUTENEH  YKa3bIBalOTCA  CTPYKTYpPHBIE  MOJpa3[eiCHUs  WUIU
KOHKPETHBIE JIOJKHOCTHBIE juia. CBeAeHuss O MOJApa3[eieHUU WM JOHKHOCTHOM
JUIE, HA KOTOPOE BO3JIAaraeTCsi KOHTPOJIb 32 MCIIOJIHEHHEM NPHUKa3a, YKAa3bIBAIOTCS B
MOCJIEAHEM MTYHKTE PaCOPsIUTEIbHON YaCTH.

O3nakomieHre paOOTHUKOB C TPHKa3aMH 1O KaJpOBBIM  BOMIpPOCaM
YAOCTOBEpSICTCS ~ MOANMUChIO,  daMuiaued U HHUIHAIaMH  PaOOTHUKOB,
MPOCTABIIIEMbIMU HUYKE€ PEKBHU3UTa "OTMETKA O COIVIACOBAHUU JTOKYMEHTA" WM Ha
000pOTHOI CTOPOHE MPHUKA3a.



B cnyuae, ecnu mpuka3z JOMOJHSIETCA MPUIIOKEHUEM, TO BHOCHUTCS TEKCT O
JIOTIOJTHEHUHU TIpUKa3a TpwiIokeHueM. [Ipu cChllke Ha MPUIIOKEHHUS YKa3bIBAIOTCS
HOMEpa MPUIOKEHUHN, TPUCBAUBAEMBbIE B MOPSIIKE YIIOMUHAHUS MPUIIOKEHUN B TEKCTE
aKTa, 3a HCKJIIOYEHHMEM CIIydyaeB, Korja K MpHKa3y UMEETCs OJHO MPHIIOKEHHE.
CcblUika Ha MPUJIOKEHUE JIOKHA COOTBETCTBOBATh HA3BAHUIO CAMOI0 MPUIIOKECHHUS.
PexBU3UT "OTMETKA O HAIMYUU MPUIONKEHUS K JOKYMEHTY" IMOcje TeKCTa MpHuKasa
CaMOCTOSTEIILHO HEe 0(hopmITsIeTCS.

Ecmm mpukas, cocrosmmuii w3 OMHOTO JHCTa, OGopmisLeTcs Ha OnaHke
OpraHu3allid, B PEKBU3HUTE '"MOJNUCH"' HE YKa3bIBACTCS MOJHOE HAUMEHOBAHUE
JOJKHOCTH JIUIIA, TIOJIMCHIBAIOIIETO TOKYMEHT.

B coBMecTHBIX TpHKa3ax yKa3bIBAIOTCS MOJHOE HAWMEHOBAHUE JOJIKHOCTEH,
dbaMuIus ¥ THUIUATIBI COBMECTHO MOMUCHIBAIOIINX JIUII.

Cnocka. ITynkt 46 — B penakuuu nnocraHoBienus [IpaButensctBa PK ot
31.08.2022 Ne 630 (BBOAUTCS B ICUCTBUE IO UCTEUYEHUHU JECATH KaJCHIAPHBIX JTHEH
MIOCJIE IHSI €T0 MEePBOro OPUIIUATIBHOTO OIMyOJIMKOBAHUS).

IHaparpad 4. Ilopsa1ok MOATOTOBKH M 0(hopMIIEHUSI IPOTOKOJIA

47. IIpoTOKON COCTaBIISIETCS HA OCHOBAHUM 3aIMMCEN, MPOU3BEICHHBIX BO BPEMs
COBENIaHMWs (3acelaHusi, COOpaHMsi), MPEACTABICHHBIX TE3UCOB JIOKJIAJOB M
BBICTYILJICHUH, CIPABOK, MPOEKTOB PEIICHWH U JPYrux MarepuaioB 1o Gopme
COTJIACHO MPUJIOKEHUIO § K HacTodmuM [IpaBunam.

[IpoTokoi, coOCTaBICHHBIN BHYTPHU OPTaHU3AIMU U HE BBIXOAIINM 32 €€ MPEIEIbI,
odopmisieTcs He Ha OJIaHKe.

PexBuzutTamu nmpoToKoJia SBISIOTCS:

1) odumuanbHOe HAWUMEHOBAHHWE OpraHu3aluud U (WIU) CTPYKTYPHOTO

NOApPA3ACICHUS;

2) HaMMEeHOBaHME BUA JIOKYMEHTA;

3) nara;

4) perucTpalMOHHbII HOMEp MPOTOKOIIA;

5) MecTo u3gaHusl IpOTOKOA;

6) rpud yTBEpKACHUS (B HEKOTOPBIX CIyYasx);

7) 3ar0JI0BOK MPOTOKOJA;

8) TeKcCT;

9) noanucek.

[TpoTokoabl 0OPMIISIFOTCS B TIOJTHOW WIJIH KPAaTKOU popme.

TekCT MOJTHOro MPOTOKOJIAa COCTOUT U3 IBYX YaCTE€U: BBOJJHOM U OCHOBHOM.

B BBOAHOM 4acTH MOCi€ 3aroj0BKa MPOTOKOJIA YKa3bIBAOTCA: MHULIAAIBI UMEH U
bammwmuu  npeaceaarens  (IpeAceAaTeNbCTBYIONMIETO),  CEKpeTaps  3acelaHus



(coOpaHusi), CHOUCOK TMPUCYTCTBOBABIIUX (€CIU KOJMYECTBO MPUCYTCTBOBABIIMX
npesbimaet 10 4eaoBeK, CIUCOK MPUCYTCTBOBABIIMX OGOPMIIICTCS B MPUIIOKEHUH K
IIPOTOKOJTY).

B nporokone 3acenaHus — KOHCYJbTaTHBHO-COBEHIATENIBHOIO  OpraHa
OPUCYTCTBOBABIIME YJIEHbl MEPEUUCISIOTCS TEPCOHAIBHO 10  GaMuUiusiM B
andaButHoM mopsiake. [locne HuUX 3amuchiBaioTcs (aMUIUMU TMPUTIIAMIEHHBIX C
YKa3aHHEM UX JOJKHOCTH U HAMMEHOBAHUS OpPraHU3aINY.

BBogHass 4yacTh 3akaHUMBAETCS MOBECTKON JHA (MIEpEYHEM paccMaTpUBAECMbBIX
BOIIPOCOB, MEPEUYHUCIICHHBIX B MOPSJAKE MX 3HAYMMOCTH) C YKa3aHUEM JOKJIaquHKa
(MHUIMAT ero MMEHHU, (GaMWIUs, JOJDKHOCTh) MO KaXKJAOMY IYHKTY MOBECTKH JIHS.
Kaxnprii Bompoc mewaTtaeTcss ¢ ab3ana, HymepyeTcs apabckodl 1udpoil u ero
HauMeHOBaHue HaunHaeTcs ¢ npeniora "O" ("O0"). B cnyuae odopmiieHus moBeCTKH
IHS TIPUJIOKEHUEM K MPOTOKOIY, B MIPOTOKOJIE MEPEA TEKCTOM IMPOU3BOJUTCS 3aAIKCh
"I[loBecTka HS puaraercs'.

OcHoOBHasi 4acTh MPOTOKOJIa COCTOUT M3 Pa3/iesIoB, COOTBETCTBYIOIIUX MYyHKTaM
noBecTkn AHA. Kaxnaeii pasmen cocrout wu3 tpex wacrei: "CJIIYIHTAJIN",
"BBICTYIINJIN", "TIOCTAHOBWJIN" ("PELIWJIA"), koTtopble mne4yaTarOTCs OT
JIEBOTO TIOJIS MPOMUCHBIMUA OyKBaMH.

[IpunsiToe pelieHue mnevaraeTcs MOJHOCTHIO MPU HEOOXOIUMOCTH TPHUBOJAATCS
UTOTH I'OJI0OCOBAHUSI.

Copepxxanue 0co0Oro MHEHHMs, BBICKA3aHHOIO BO BpeMsl OOCYXIEHHS,
3alUChIBACTCSI B TEKCTE€ MPOTOKOJA IMOCIAE COOTBETCTBYIOIIETO TMOCTAHOBJICHUS
(pewenus).

B pazgene "CIIYITAJIN" npuBoasTCs MHULMAT UMEHU U (aMuUIMs JOKIATUMKA,
OCHOBHOE COJIEpKaHUE JOKJIAJI0B U BBICTYIUICHUIN MOMEIIAETCS B TEKCTE MPOTOKOJIA
WIH TIpUJIaraeTcs K HeMy, B MOCIIETHEM cy4yae B TeKcTe odopmiisieTcs cHocka "TekcT
BBICTYIUICHUS MpUjiaraercs’.

B paznene "CJIVILIAJIN" wm3naraercst TEKCT BBICTyIUIEHUS. B Hawane Tekcra ¢
HOBOW CTPOKH B MMEHUTEILHOM TaJeXe YKa3bIBAlOTCS WHHUIMAT UMEHU U (pamuius
BBICTYNAIONIETO. 3alUCh BBICTYIUICHUS] OTIEIAIOT OT daMmiinu Tupe. BricTyruieHue
U3JIaraeTcsi OT TPEThETro JIMIla eMHCTBEHHOTO uKcia. Eciu 3anuch BHICTYIUJICHUS WU
TEKCT JOKJIana o(GOPMIISIOTCS B BHJIC MPUIIOKEHUS] K TPOTOKOIY, MOcie (haMUiiuu
YKa3bIBAIOTCA OTMETKM "3amuch BBICTyIUIeHUs1 mpuiaraercs', "Tekct mpoknana
npuiaraercs'.

B pasmene "BBICTYIIMJIN" yka3piBatoTCd WHUIMAIBI WMEH, (aMUIINH,
cojiepkanre uHGopMaluM (IO0KJIaaa) BHICTYMHAIOMIUX B TOW TMOCJIEAOBATEILHOCTH, B
KaKOM OHU MPO3BYYaJiy Ha 3aCEIaHUM.



Bomnpockl K A0KIaguMKy, BBICTYMAIOUUM W UX OTBETHI MPOTOKOJHUPYIOTCS IO
Mepe UX MOCTYIUICHUS U 3alMCBHIBAIOTCS B TOM K€ MOCIJIEIOBATEIBHOCTH, IPU 3TOM
ciosa "Bompoc", "OtBeT" He NMUIIyTCs, a YKa3bIBAIOTCA UHULIMA UMEHU U (haMuius
JULA, OT KOTOPOTO MOCTYIHIIA BOIPOC WUJIU OTBET.

B pazgene "[IOCTAHOBUJIN" ("PELLMJIN") oTpaxkatoT NpUHSITOE pELICHUE IO
o0cyX/aeMoMy BOMpocy. B TOCTaHOBIAIOMIEH YacTH HCHONB3YIOTCS —TJIaroJibl
HEONPEIeTICHHON (OPMEI.

TekcT KpaTkoro mpoToKOja COCTOUT U3 JIBYX YaCTEH: BBOAHOM M OCHOBHOU. Bo
BBOJIHOM YaCTH MOBECTKA JIHSI HE YKa3bIBACTCH.

OcHOBHasi 4YacTh  KpaTKOro  IPOTOKOJIA  BKJIOYAE€T  HAMMEHOBAHUSA
paccMaTpUBaEMbIX BOIIPOCOB U MPUHSTHIE IO HUM PEIICHUSI.

HamMeHnoBanue Bormpoca HyMepyeTrcss M HauumHaerca ¢ mpemiora "O" ("06"),
BBIPDABHHMBAETCS 110 LIEHTPY CTPOKM M MOJUYEPKUBAETCS OJIHOW YEPTOM HUKE
nocieaHedt crpoku. Ilom deprolt ykaspIBalOTCA (QaMUIUU  JTOHKHOCTHBIX JIHII,
BBICTYIIUBIIMX MIPU OOCYXJICHUHU JAHHOTO BOIpoOca. 3aTeM YKa3bIBa€TCs MPUHATOE MO
BOIIPOCY pPEIICHUE.

B 3aroioBok mpoTOKoJIa BXOAAT YKa3aHHE BUAA KOJUIETHMAJILHON AESTENIBHOCTU U
Ha3BaHUE KOJUICTHAJIBHOTO OpraHa B POJUTEIBHOM IMajiexe (Hampumep: coOpaHue
COTPYJHHUKOB, 3aCE/IaHNUE COBETA).

[IpoTokon MOAMUCHIBACTCS npeacenaTeaeM u CEeKpeTapeM
(IpencenaTeNnbCTBYIOIMIMM W JIMLOM, MPOBOJMBIIMM 3amuch). JlaToil mpotokona
ABJISIETCS 1aTa 3acenanus. Eciau oHO MpoAoiikanoch HECKOJIBKO AHEH, TO Yyepe3 TUpe
YKa3bIBAIOTCS JaThl HaYaia U OKOHYaHUS 3aCelaHusl.

[IporokonaM  mpuCBaMBAIOTCA  MOPSAAKOBBIE  HOMEpa B Mpefeiiax
JEJIONPOU3BOACTBEHHOTO TOJa OTAEIBHO N0 KaXAOW Tpynrne MOpOTOKOJIOB —
POTOKOJIBI COOpaHuM, 3aceaHuil KOJUIETUH, MPOTOKOJIbI TEXHUYECKUX, HAYYHBIX U
AKCHEPTHBIX COBETOB U JApyrue. IIpoTOKOJIbI COBMECTHBIX 3aCE€laHHil HMMEIOT
COCTaBHBIE HOMEpA, BKJIIOYAIOLIME MOPSAKOBbIE HOMEpPa MPOTOKOJIOB OpraHu3aluii,
MPUHUMABIIUX y4acTHE B 3aCEIaHUMU.

Konuu npoToKoJIOB WM MPUHATHIC PEIICHUS] B BUJE BBIMHCOK U3 MPOTOKOJIOB
pacchUIAlOTCS  3aMHTEPECOBAHHBIM  OpPraHU3AlMsIM M JIOJDKHOCTHBIM  JIMIIAaM B
COOTBETCTBHUM C YKa3aTelleM pAacChUIKUA. YKa3aTeldb PacChUIKA, KOTOPBIU
YTBEPKIAETCSI PYKOBOJUTENIEM CTPYKTYPHOTO TMOAPA3NAECICHUS, COCTaBIAET W
MOANUCHIBAET  OTBETCTBEHHBIM  HUCIOJIHUTEIb  MOAPA3ACICHUSI, TOTOBHUBIIETO
paccMmoTpeHue Bompoca. Konuu npoTOKOJIOB U BBIITUCOK U3 HUX 3aBEPSAIOTCS MEYAThIO
opraHu3anuy (pu HAJIUYUK).



Cnocka. [lynkr 47 — B penakuuu nocranosienus [IpasurensctBa PK ot
31.08.2022 Ne 630 (BBOAMTCS B ICHCTBUE 110 UCTCUCHUHN JECATH KaJCHIAPHBIX JTHEH
MOCJIE JTHS €T0 TIePBOro O(QHUITMATBLHOTO OMyOJIUKOBAHHUS ).

IMaparpad 5. Ilopsaaok NoAroTOBKUA M 0(pOpMIIEHHS AKTA

48. CopepxaHueM axTa sBiseTcs HMHPOpMalusg, MOATBEpXKAAroIas
YCTaHOBJICHHBIC (aKTBl WM COOBITHS (cHada-ipueMka paboT; mpueM-liepeaada
MaTepUaIbHBIX LEHHOCTEH, TOKYMEHTOB; O0CieqoBaHHEe OOBEKTOB Ha MpEAMET
MIPOTUBOIOXKAPHOKW  O€30MACHOCTH, YCIOBHM  TpyJa; HCObITaHUA (BBOA B
AKCIUTyaTaluio) oO0Opa3loB, CHUCTEM, TEXHOJOTUH; BbIICIECHHE K YHUYTOXKCHHIO
MaTE€pUaNIbHBIX I[IEHHOCTEH, JOKYMEHTOB; HApYIIEHUE YCTAHOBJIEHHBIX IPaBUJI
(TpeboBaHmit); paccielOBaHMS ~ aBapuid, HECUYACTHBIX CJIy4yaeB;, JIMKBHIAIUS
OpraHu3alliK; BHIMOJIHEHHBIX Pa0OT; 0TKa3; OCMOTP; CBEpKa; MPEIOCTaBIECHUE YCIYT U
Ipyrue). AKT COCTaBIISIETCSI HECKOJBKUMH JIMIAMU, TOJTBEPKIAIONIUMU JTAHHBIN
(akr.

AKT odopmiisieTcst Ha OJlaHKe Mo (opMe COTJIACHO MPHIIOKEHUIO 9 K HACTOAIIUM
[IpaBunam. AKT, COCTAaBJIEHHBIM BHYTPM OPTraHM3allMM W HE BBIXOIAIIMNA 3a €€
npenensl, ohopMIIIeTCS HEe Ha OJIaHKe.

PexBu3ntamu akta sIBISIOTCS:

1) wuzobpaxenue I'ocynmapcrBennoro ['epba PecnyOnmku Kazaxcran wium
AMOJIEMBI, JIOTOTHUIIA, TOBAPHOTO 3HaKa (3HaKa OOCTY>KHMBaHHS) C YUYETOM TpeOOBaHUN
nyHKTOB 16, 17 Hactosamux [IpaBu;

2) opunpanbHOEC HAMMEHOBAHUE OpPraHU3AIUY;
3) HaMEHOBaHKE BUJIA JOKYMEHTA,

4) nara;

5) peructpanmoHHbI HOMED (MHIEKC) aKTa;

6) MECTO IMOIMCAHMS aKTa,

7) rpud yTBEepKACHUS (B HEKOTOPBIX CIIy4asx);
8) 3aroJ0BOK aKTa;

9) Tekcr;

10) moamnucek.

TeKCT akTa COCTOUT U3 BBEICHUS U KOHCTATUPYIOILIEH YaCTH.

Bo BBeleHMM yKa3bIBa€TCSi OCHOBAHME MJII COCTABIICHUS aKTa, MEPEUUCIISIIOTCS
COCTABUTEIIH U MPUCYTCTBYIOIIUE ITPU ITOM JIUIIA.

KoHcratupyrorias 9acth akTa COJAEPKUT CyTh YCTAHOBJIEHHBIX (DAKTOB, METOIBI,
KOTOPBIMHM BeJach MPOBEPKA, €€ pe3yJbTaThl, a TaKXXE BBIBOJIbI, MPEIJIOKECHUS,
3aKII0YeHUsT KoMUccHH. [Ipu HE0oOXOAMMOCTH TEKCT KOHCTATHPYIOUIEH YacTH aKTa
JI€JTUTCS Ha MTyHKTHI.



B koHIIe KOHCTaTUPYIOMIEH YacTH YKA3bIBAIOTCS KOJUYECTBO HDK3EMIUIIPOB aKTa U
MECTOHAXOXKICHUE KaXKJIOTO IK3EMIUISpa, mocie ohopMIIsieTCsl OTMETKAa O HaIUYUH
NPUIOKEHUH K aKTy (€Clid OHU UMEIOTCH).

B konme xkoHcratupylomeid dYacth O(OPMISIOTCS OTMETKAa O KOJUYECTBE
HK3EMIUISIPOB aKTAa U MECTOHAXOXICHUHU KaXKIOro IK3eMIUIsSIpa, MOCiIe — OTMETKA O
HAJIMYUU PUIIOKEHUHN K aKTy (€CIIM OHU UMEIOTCS).

AKT NOANMUCHIBAETCS MPEICEeIaTeNIeM U YJI€HAMH KOMUCCUU JTMOO JIUIIOM (- aMH),
cocTaBuBmUM (- u) akT. DaMuUIuW, WHUIHAIB JIMI, TOIMUCHIBAIOMINX aKT,
oopMIISTIOTCS B alIpaBUTHOM TOPSIKE 10 (haMUITUH, UX JOJDKHOCTH HE YKa3bIBAIOTCA.

O3HaKOMJIEHHE JIUI] ¢ aKTOM MPOU3BOAMUTCS MOJ pocnuch. JInio, HecoriacHoe ¢
coJiepKaHUEM aKTa, MOAMKUCHIBAECT €T0 C OTOBOPKOM M MPUUYUHAMH CBOETO HECOTJIacHsl.
Ocoboe MHeHHE 4iieHa KOMUCCUU OOPMIISIETCS Ha OTAEIBHOM JIUCTE W TPUIaraeTcs
K aKTy.

Iaparpad 6. Ilopsinok noAroToBKH U 0(pOPMIICHHS CIIPABKU

49. CopnepkaHueM CHpaBKU SIBIsieTCA HMH(OpMaIusi, B KOTOPOM ONMHMCHIBAIOTCS
dakTbl, coObITUs MU cBefeHus. CripaBKH, HaIMpaBJsieMble 3a Mpe/ebl OpraHUu3aINH,
COCTaBJISIIOTCA Ha oOimeM Onanke. BHyTpeHHssi crpaBka odopmiiieTcss Ha Oesbix
mucTtax Oymaru 0e3 mpuMeHeHus OJaHKa.

Cnpagska odopmiisieTcsa o popmam corsiacHo npusioxkeHusm 10-11 k HacTosmm
[IpaBunam.

PexBu3uTamMu cipaBKu SBJISTFOTCSI:

1) wuzobpaxenue I'ocymapctBennoro I'epba Pecnybnmuku Kazaxcran wmm
AMOJIEMBI, JIOTOTHUIIA, TOBAPHOTO 3HaKa (3HaKa OOCTY>KMBaHHS) C yU4ETOM TpeOOBaHUI
nyHKTOB 16, 17 Hactosmux [IpaBu;

2) ourmanbHOEC HAMMEHOBAHUE OpPTaHU3AINY;

3) HaMMEHOBaHHE BHJIa JOKYMCHTA;

4) nara;

5) perucTpalOHHBIH HOMEpP (MHICKC) CIIPaBKH;

6) MECTO U3AaHUS;

7) ampecar;

8) 3aroJIOBOK K TEKCTY;

9) Tekcr;

10) moanuce;

11) oTmMeTKka o coriacoBaHuH (B ciiydae HEOOXOIUMOCTH);

12) orTrck nevatu (Ipy HATUYUK);

13) ormeTka 00 UCTIOTHUATETIE.

TekcThl CIpaBOK, BBIIABAEMBIX TPaKJIaHAM O TOJITBEPKICHUU MecCTa paboTHI,
JOJDKHOCTH, 3apa0O0THOM IJIaThl M JPYTUX CBEIEHWUN, HAYMHAIOTCS C YKa3aHUsA B



MMEHUTEIIbHOM Tajieke paMHIng, UMEHH, OTYeCTBa (IIPU HAJIMYHMH) JIUIA, O KOTOPOM
cooOmiaroTcsl cBeAeHUsl. B KOHIIE TeKcTa WIM MPaBOM BEPXHEM YTy YKa3bIBAETCS
OpraHu3alys, KyJa NpeACcTaBiIsIeTCs CIIPaBKa.

B Tekcre Takoll crpaBKM HE HCIOJIB3YIOTCS OOOpOTHI "HacTosiuas crpaBka',
"MelCTBUTEILHO POXKUBAET (yuuTcs, padboTaer)".

B cnyuae, ecnu cripaBka MOANMCHIBAETCS UCIOJHUTENEM, TO PEKBU3UT "OTMETKA
00 ucrnonHuTelNEe" HE YKa3bIBAETCH.

IMaparpad 7. Ilopsaaok noAroToBKU u 0(popmiieHusi NUCbMa

50. IIucemo oopmiisiercss Ha OJaHKE MHCbMa OpraHU3aluy MO (GOpME COTIIACHO
npusnoxkeHuto 12 x HactoamumM IlpaBunam u conepKUT ClaeayOINEe PEKBU3UTHIL:

1) wuzobpaxenue I'ocymapcrBeHHoro I'epba Pecnybnamku Kaszaxcran wim
AMOJIEMBI, JIOTOTHUIIA, TOBAPHOIO 3HAKa (3HaKa OOCIYKMBaHMS) C Yy4ETOM TpeOOBaHUI
nyHKTOB 16, 17 Hactosamux [Ipasur;

2) opunmaibHOE HAMMEHOBAHUE OPTaHU3alNH;

3) nara;

4) ncxoaAUIMi perucTpallMOHHBIA HOMEp (MHIEKC) TUChMa;

5) ccbulka Ha pPEeruCcTPalMOHHBIN HOMEp M JaTy BXOJSILEro JOKyMEHTa (€Ciiu 3TO
OTBETHOE);

6) agpecar;

7) 3aroJIOBOK K TEKCTY;

8) TeKcT;

9) oTMeTKa 0 HATMYMU MTPUIIOKEHUS;

10) moanwcse;

11) ormeTKa 0 coryiacoBaHuu (B ciyyae HEOOXOIUMOCTH);

12) otmMeTka 00 UCTIOJIHUTETIE.

CnyxeOHble mNHCbMa, MOANKUCHIBAEMbIE PYKOBOOUTEISIMU JIBYX U Oojee
opraHuzanuii, opopmisitorcss Ha nucte Oymaru gopmara A4. Ilpu 3TOM JaHHBIE O
HAaMMEHOBAHUM OPraHM3alMi, TOAMHUCABIINX MUCHMO, BKIIOYAIOTCS B HAMMEHOBAHUE
JOKHOCTU B PEKBU3UTE "MOANUCH".

OTMeTKH O COrJacOBaHMM MUChMA ITPOCTABIIFOTCS HA OTITYCKE MMHACHhMA.

TekcT mucbMa MMEET OJHY WMJIM JIBE CMBICIOBBIE YacTH. [InceMo, cocrosiiee u3
OJIHOM YacTH, — ATO Mpochba 0Oe3 MOsACHEHMs, HANOMUHAaHHE Oe3 TpeaMOyJbl,
cooO1ieHre 0e3 OCHOBAHMUS.

Ecny Texer nmuceMa COCTOUT M3 4acTeld KOHCTATUPYIOLIECH U 3aKIIOUYUTEIIbHOM, B
NepBOM YACTU U3NArarOTCs MPUYMHA, OCHOBaHWE WJIM OOOCHOBAaHUE COCTABJICHMS
MMCHbMA, TPUBOASTCS CChUIKM HA JIOKYMEHTBI, SBJISIFOLIMECS OCHOBAaHUEM NOJATOTOBKH
MUChMa, BO BTOPOIl — TOMEIIAIOTCS BBIBOIBI, TPEITIOAKEHHU S, TPOCHOBI, PEILICHUSI.



OOpaTHble KOHCTPYKIHMHM TEKCTa (3aKIIOUYEHHE — KOHCTATallUsl) BO3MOXHBI B
MAChMaX-0TKa3ax.

B nucbmax ucnonb3yroT cieayromue GopMbl U3ITOKEHUS:

1) or mepBoro JnuIA MHOXKECTBEHHOTO 4Yucia (HampuMmep: "MPoOcUM

npeaocTaBuTh", "Hanpasiasiem Bam");

2) OT MepBOro JMIa €AMHCTBEHHOrO 4HCia (Hampumep: "Mpolny BbICHATh'",
"cunTar HE0OXOIUMBIM");

3) OT TpeThero JMia €IMHCTBEHHOIO0 4Yucia (Hampumep: "MHUHHUCTEPCTBO HE

BO3paXxkaeT").

I'nasa 3. Ilopsinok ynpasieHusi AOKYMeHTaIUeH, OPraHu3anusi A0KyMeHT0000poTa B
rocyapCTBEHHBIX H HEroCy1apCTBEHHbBIX OPraHU3alUAX

IHaparpad 1. Ilopsarokx 00padoTKH BXOAAIIMX JOKYMEHTOB

51. JIOKyMEHTBI, NOCTYNAKOLIME B OPraHU3ALMIO, IPOXOIAT IEPBUUYHYIO
00pabOTKy, MpPEIBAPUTEIBLHOE PACCMOTPEHUE, PETUCTPALMIO, PaCCMOTPEHHE
PYKOBOJICTBOM U JJOCTABJISIFOTCSI UCITOJIHUTEIISIM.

52. Ilpuem, mnepBuuHasg o0O0pabOTKa JOKYMEHTOB U IPEIBAPUTEIILHOE
PaccMOTPEHHE OCYIIECTBIISIOTCS LIEHTPATIM30BaHHO ciayxooi JIOY.

53. IlepBuuyHas 00OpabOTKa BXOIALIMX JTOKYMEHTOB 3aKJIIOYAETCS B IMPOBEPKE
MIPABWJIBHOCTU JOCTABKM I10 HA3HAYEHUIO, LEJOCTHOCTH YNAKOBKH M BIIOKEHUU,
¢ukcanu ¢akTa MOCTYIUIEHHS JOKYMEHTOB B OpPraHU3AlMIO U IMOATOTOBKE HX K
repesaye no Ha3HAYCHHUIO.

[Tpu oOHapyeHUM HEKOMIUIEKTHOCTU WJIM MOBPEXKJIEHUS IOKYMEHTa Ha HUYKHEM
nosie ero nocinenHero aucra B PK® npocTaBisAroTcs COOTBETCTBYIOLME OTMETKH U
COCTaBJISIETCSl aKT IPOU3BOJBHOM (OpMBI B Tpex sK3eMIuisipax. OOUH 3K3eMIUISp
HaIpaBJsieTCsl OTIPABUTENIO, BTOpO octaercs B ciayxbe OV, Ttpetuil nepegaercs
HCTIOJTHUTEIO TOKYMEHTA.

KoHBEpTHI HE YHUUTOXKAKOTCSA B CIIy4asX, KOTJa TOJBKO IO HUM ONPEACIISIOTCS
aJpec OTHpaBUTENS, JaThl OTHPABKM M TIOJYyYEHHsS] JOKYMEHTa, a TakxkKe IpH
NOCTYIJIEHUH JINYHBIX JOKYMEHTOB.

KonBepthl ¢ momerko "JIngHO" ©€3 BCKPBITHS TMEpENaloTCs MO0 Ha3HAYEHUIO.
OmmbouYHO TOCTaBIIEHHAs! KOPPECTIOHCHIIMS BO3BPAILAETCS B IOYTOBOE OT/AEICHHE.

54. Ilpm mnpenBapuTEIbHOM PACCMOTPEHUH JIOKYMEHTOB IMPOU3BOJIUTCS
COPTHPOBKAa HMX Ha PETUCTpUpyEeMble W  Heperucrpupyemele. llepeueHn
HEPETUCTPUPYEMBIX JOKYMEHTOB pa3pabaTbiBaeTcsd Ha OCHOBE MPUMEPHOTO MEPEHHs
JOKYMEHTOB, HE MOJAJeXaIIUX peructpaiuu B ciyxxo0e IOV, coriacHo npuiioKeHuIo
13 k HacrosmuM [IpaBunam, 1 yTBEpKIaeTCAd pyKOBOJAUTEIEM OpPTraHU3ALIMH.

Hepeructpupyembie JOKyMEHTHI IIEPENAIOTCA B COOTBETCTBYIOLIME CTPYKTYPHBIE
MIO/Ipa3/IeJICHUs] OpraHU3aliHy.



55. Peructpupyembie JOKyMEHThI nociie ux perucrpaunu B PK® nepenarorcs Ha
pacCMOTpPEHUE PYKOBOACTBY OpraHU3allMyd WIA CTPYKTYPHOMY MOAPA3ACICHUIO
(IOKHOCTHOMY JIUILY) JUTSI IPUHSATHS pELICHUSI.

[Ipu Ge3oTiararenbHOM HCIOTHEHUH MOCTYMUBIIETO JOKYMEHTA JOIYCKAeTCs
O3HAKOMJIEHUE MCIIOJIHUTENS C €ro COAEpKaHUEM JO0 PACcCMOTPEHUsS JOKYMEHTa
PYKOBOJICTBOM OpraHU3aIiy (CTPYKTYPHOT'O MOApa3IeNICHus).

56. O6pamenus, cOOOIEHNs, 3aMPOChl, OTKIUKH U MPEII0KCHUS PU3HIECKUX U
IOPUIMYECKUX JIML YYWUTBIBAKOTCS LEHTPAIU30BAHHO M peructpupyrorca B PKO B
JI€Hb UX MOCTYIUJICHUSI B OPTaHU3ALMIO OTACIBHO OT OOLIUX JOKYMEHTOB B MOPSIKE,
YCTAHOBJIEHHOM T'OCYJApCTBEHHBIM OPraHOM, OCYIIECTBIISIIOIIMM B IpEIETax CBOEU
KOMITETEHIIUU CTATUCTUYECKYIO JEATEIbHOCTh B OOJACTH MPABOBOM CTATUCTUKHU H
CIIEHHAIIBHBIX YYETOB.

Cnocka. ITynkT 56 — B penakiuu nocranoBienus [IpaButensctBa PK ot
31.08.2022 Ne 630 (BBOAUTCS B ICUCTBUE IO UCTEUYEHUHU JECATH KaJCHIAPHBIX JTHEH
MIOCJIE IHSI €T0 MEePBOro OPUIIUATIBHOTO OIMyOJIMKOBAHUS).

57. lIlpm npeaBapuTENIbHOM PACCMOTPEHUHU TOCTYIHUBIIME JTOKYMEHTBI
pacupenensioTcss Ha TpeOyrome 00s3aTeIbHOT0 PAaCCMOTPEHHSI PYKOBOJCTBOM
opraHu3aluid U He Tpelyromue 3Toro. JJokyMeHThl, He TpeOyrolue 00sS3aTeIbHOTO
paccMOTpEHUsI PYKOBOJCTBOM, HAIMPABIISIIOTCS HEMOCPEACTBEHHO B CTPYKTYpPHBIC
NOAPA3AEICHUS UM OTBETCTBEHHBIM UCTIOJTHUTEIISIM.

[Tpu HeoOxoaMMOCTH 6€30TNIaraTeIbHOTO UCIIOJIHEHUS TTOCTYUBIIETO JOKYMEHTA
JOIYCKAeTCsl O3HAKOMJIEHHWE HCIOJHUTENS C €r0 COJIEpkKAHUEM 1O PacCMOTPEHUSs
JIOKyMEHTa PyKOBOACTBOM OPTaHMU3AIUH (CTPYKTYPHOTO MOAPA3ACIICHUS).

58. IIpenBaputenbHOE€ paCCMOTPEHHE JOKYMEHTOB OCYIIECTBISECTCS MCXOId W3
OIICHKH WX COJEp>KaHUsl, aBTOPCTBA, CII0KHOCTH Y HOBU3HBI TTOCTABJIECHHBIX BOIPOCOB
Ha OCHOBAHHMH YCTAaHOBJICHHOTO B OPTaHU3AIMH PACTIPEICIICHHS 00SI3aHHOCTEH.

59. OO06s3aTenbHOMY PACCMOTPEHUIO PYKOBOJCTBOM TMOJJIEKAT JOKYMEHTHI,
noctynusinue u3 Aamunuctpanuu [Ipesugenta Peciybnuku Kazaxcran, [Tapiamenta
Pecniyomuku Kazaxcran, Kannenspuu I[lpembep-Munuctpa Pecnyonuku Kaszaxcran,
LIEHTPAJIbHBIX U MECTHBIX TOCYJapCTBEHHBIX OPraHOB, BBIINIECTOSIIIEH OpraHU3allvu,
oOpailleHusi, COOOIIEHUsS, 3ampoChl, OTKIMKU U MPEJIOKECHUS (UINIECKUX U
IOPUIMYECKUX JIUII.

Cuocka. I1yHkT 59 — B penakunu nocranosinenus [IpasurensctBa PK ot
31.08.2022 Ne 630 (BBOAUTCS B ICUCTBUE TTO UCTEYEHUHU JECATH KaJCHIAPHBIX THEH
MIOCJIC JTHS €T0 TIEPBOTO OPUITHATHHOTO OITyOJIMKOBAHHUS).



60. JIokyMEeHTbI, paCCMOTPEHHbIE PYKOBOACTBOM OpPraHHU3aluu (CTPYKTYpHOTO
nojpaszeneHus), Bo3spamarorcs B ciyx0y JIOY, rne B PK® BHocsTCA conepxaHus
PE30JIIOIMH, @ JOKYMEHTHI IEPEAAIOTCS] UCIIOJIHUTENSIM IO/, POCIIUCH.

JIOKyMEHT, MCIHOJIHEHHE KOTOPOTO BO3JIO)KEHO Ha TOJBEIOMCTBEHHBbIE (- YIO)
opraHu3aiuu (- 10) UM HECKOJIbKO CTPYKTYPHBIX MOJApPA3ACIICHU, MepeaeTcs UM
OJHOBPEMEHHO B KOMNHUSAX C COOTBETCTByIomeH oTMeTko B PK®. IloamuHHukK
IIepENACTCs UCTIOJIHUTEIIO, YKA3aHHOMY B PE30IIOLHH IEPBBIM.

[ToctynuBiKe TenerpaMMbl NPUHUMAIOTCS IO, PACTIUCKY C MPOCTABJICHUEM J1aThl
U BPEMEHU IIpHEMa, PETUCTPUPYIOTCS, a 3aTeéM IEepenaroTcsi Ha PacCMOTPEHUE
PYKOBOJCTBY U UCIIOJTHEHHUE.

Texcr  mocrynuBiedt — TenedOHOrpaMMbl  3alUChIBAaeTCs  (medyaTaeTcs)
IIOJIy4aTesIeM, PETUCTPUPYETCS U ONIEPATUBHO MEPENACTCA PYKOBOAUTEIO, KOTOPOMY
OHa aJpEeCOBaHa.

[Ipu npueme TenedpoHorpaMmbl OPOPMIISIIOTCA CIENYIOIIUE PEKBU3ZHUTBI: TEKCT,
OTIPABUTENb, HAUMEHOBAHME BHJA JOKYMEHTa, Jara, HOMEp, HAaUMEHOBAHHUE
JOJDKHOCTH, MHUILMAT UMEHM U (pamMuius Jui@a, MoJAMnucaBiiero JoKyMeHT. Kpome
TOTO, YKa3bIBAlOTCS JOJDKHOCTU M (amMuiauu Jiuil, TepeAaBIIUX U PUHSIBIINX
TenedoHOrpaMMy, Yachl U MUHYTHI IPUEMa-TiepeIayu.

61. Ilpu pemenun BOmpoCOB 0€3 COCTABJICHUS JTOMOJHUTEIBHBIX JTIOKYMEHTOB
UCIIOJIHUTENh JIelaeT OTMETKH Ha JokymeHTe U PK® o ngatax moctyruieHus (eciu
00pa3oBaJics MHTEPBAJI BPEMEHH MEX]y MOCTYIUIEHUEM JOKYMEHTA U €ro JOCTABKON
UCIIOJIHUTENI0),  JaTax MpPOMEXKYTOYHOTO  HCHOJHEHUs  (3ampoc  CBEIEHUH,
Tele(OHHbIE TIEPErOBOPbl M JApPYTHE), Jare M pe3ylbTaraX OKOHYATEIbHOIO
WCTIOJTHEHHS.

62. Ilpu mocTymieHUH 3JIEKTPOHHOTO JTOKyMeHTa ciyx6oit JIOY mpoomutcs
npoueaypa TPOBEPKH  TMOMJUHHOCTH  AJIEKTPOHHOW  HU(PPOBOM  MOJAMUCU €
UCIIOJIb30BAHUEM OTKPBITOTO KIIFOYa DJIEKTPOHHOW HU(PPOBON MOAMKHCH U CPEJCTB
Kpunrorpaduueckoi 3amuThl HHGOPMAIMK, PEATU3YIOIIHUX Mpouecc (popMUpoBaHUS
U TMPOBEPKU AIIEKTPOHHON LHU(PPOBOM MOANUCU (CPEACTBA DJIEKTPOHHON LHUPPOBOH
MOANKUCH), a TakKXKe MPOIIEAIIUX TMPOLEAYpY TIOATBEPKICHUS COOTBETCTBUS B
NOpAJIKEe, YCTaHOBJIEHHOM 3aKoHoJaTenbcTBOM PecmyOnnku Kazaxctan B oOnacTtu
TEXHUYECKOTO PETYJIMPOBAHUS.

63. B ciyuyae BBISABICHHS HECOOTBETCTBHUS DJICKTPOHHOW HH(PPOBON IMOIIMTUCH
MOCJIE TPOBEICHUS TMPOIEAYPHl TPOBEPKH JJICKTPOHHON IU(POBOM TOAMUCH C
WCIIOJIb30BAHUEM CPEICTB AJICKTPOHHOM ITU(GPOBOM MOANMUCH (J1asiee - OTPHUIIATESIIbHBIN
pe3ynbTaT MPOBEPKHU MOMAJIUHHOCTH JIEKTPOHHOU HU(PPOBON MOJMUCH), FIEKTPOHHBIN
NOKYMEHT CUUTAETCSl HEMOJIYYEHHBIM, O YEM ITOJIYYaTellb AJIEKTPOHHOTO JOKYMEHTA



HaIpaBJsieT yBEAOMIIEHUE-KBUTAHLHUIO, SIBIISIOLIEECS SJEKTPOHHBIM JIOKYMEHTOM C
OTMETKON "He MpUHATO", MOANMUCaHHOE cOTpyaHuKOM ciayxk0bl JIOY, ¢ ykazaHuem
[IPUYMHBI HENOJYYECHHS TOKYMEHTA.

[Ipy nonydeHuu NOATBEPXKACHUS (YCTAaHOBJIEHMS) MOMJIMHHOCTU SJIEKTPOHHON
IU(pPOBON MOJNUCH C MCIOJB30BAHUEM CPEACTB 3JEKTPOHHOM LM(POBON moanucu
HocJie MPOBENIEHUS MPOLIETyphl IPOBEPKU 3JIEKTPOHHON Lu(ppoBoi moanucu (aanee -
MOJIOKUTEIBHBIA  PE3YyJbTaT MPOBEPKH TMOMJIMHHOCTH, OJJIEKTPOHHON IH(PPOBOIA
MOJIIIMCH ), SIEKTPOHHBINA JOKYMEHT MOJUICKUT MEpBUYHON 00paboTKe.

64. IlepBuunHast 06paboTKa JIEKTPOHHOTO JOKYMEHTA BKIIIOUAET MPOBEPKY:

1) nefcTBUTENBHOCTH PETUCTPALIMOHHBIX CBUAETEILCTB NEKTPOHHON LU(POBOH
HOJIUCH U OTKPBITOTO KIIOUa 3JIEKTPOHHOM LIM(POBON MOAINUCH, C UCIOJIb30BAHUEM
KOTOPOTO OB YIOCTOBEPEH JIEKTPOHHBIN TOKYMEHT;

2) BCEX PEKBU3UTOB 3JIEKTPOHHOTO JOKYMEHTA;

3) moJIHOMOYHMIA CTaTyca BCEX JIMIL, C KCIOJb30BAHUEM AJIEKTPOHHON LHPPOBOI
MOAMKUCH KOTOPBIX YJIOCTOBEPEH JIEKTPOHHBINA JOKYMEHT.

65. Peructpanus 31€KTpOHHOro JoKymMeHTa cityk00i JIOY ocymectBisercs npu
YCTAaHOBJICHUH NPUHAMJIEKHOCTH DJIEKTPOHHOTO JOKYMEHTa OTIPABUTENI0 U
LEJIOCTHOCTH COAEPKAaHUSA IYyTEM IPOBENCHHS IPOLENYpPHl NMPOBEPKU SJIEKTPOHHOU
OUGpOBOM MOANMCH U TOJYyYEHHUS TIOJOKUTEIBHOIO pe3yibTara IPOBEPKU
AJIEKTPOHHON IM(PPOBOIN MOANMCHU JOHKHOCTHOIO JIMIIA TOCYIapCTBEHHOI'O OpraHa
(opranu3zanuu), HMCMOJIb30BAHHONW MPHU YIOCTOBEPEHUH 3JIEKTPOHHBIX TOKYMEHTOB,
M3/1aBa€MbIX UM B IIpeiesiax ero MoJHOMOYHUH.

66. Peructpupyembie nokyMeHThl mnocie ux peructpauun B PK® u OPKK
MEepPEeAIOTC Ha PACcCMOTPEHUE PYKOBOJCTBY OpraHu3ald WIH CTPYKTYPHOMY
NOJpa3AesICHUIO (JIOJPKHOCTHOMY JIUITY) JJIsl IPUHATHS PELLICHUSI.

[Tpu HEoOXOAMMOCTH G€30TIaraTeIbHOr0 UCIOIHEHHSI TTOCTYNUBILETO IOKyMEHTa
JOITYCKAETCSI O3HAKOMJICHUE HCIIOJHUTENS C €ro COJAEPKAHMEM 10 pPacCMOTPEHUS
JOKYMEHTa pyKOBOACTBOM OPTraHHU3alUU (CTPYKTYPHOIO MOAPA3ACIICHHUS).

67. Ilpm mnocTymiaeHMM BXOIALIErO JOKYMEHTA, HAIPABJIECHHOIO TOJBKO Ha
OyMaxxHOM HocuTene, ciayx06a JIOY BOoCIpOU3BOAUT B 3JIEKTPOHHO-IIU(PPOBYIO GOopMy
(ckaHUpyeT) MOCTYNUBUIMN JOKYMEHT, BCE €ro MPUJIOKEHHUS B OJUH AJIEKTPOHHBIN
daiin omHOro QopMara W YIOCTOBEPSET DJICKTPOHHOW IU(GPOBON MOIIMUCKIO
COTpYIHHKA.

Cuocka. [Tynkr 67 — B pepakuuu nocranosienus [Ipasurenscta PK ot
31.08.2022 Ne 630 (BBOAMTCS B ICHCTBUE 110 UCTEUYCHUHN JECATH KaJCHIAPHBIX JTHEH
MOCJIE€ IHS €0 MEePBOro OPUIIUATIBEHOTO OIMyOJIMKOBAHUS).



68. IlonyueHne U peructpaiusi 3IEKTPOHHOTO JOKYMEHTa MOATBEPKIAIOTCS B
COJl myreM mnepeaadyd OTMPABUTEIIO YBEAOMIICHUS-KBUTAHIIMU - BJIEKTPOHHOIO
JIOKYMEHTa, cojJiepKalllei JaHHble 0 (PaKTUYECKON JTIOCTaBKE U CIEAYIOIIME OTMETKU
(manee - yBeIOMJICHUE-KBUTAHIIMS ):

1) nanubie 00 OTIpaBUTENIE YBEIOMIICHUS -KBUTAHINH;

2) naty, BpeMsl OJy4eHHUs dJIEKTPOHHOTO IOKYMEHTA;

3) IaTy perucTpaluy W PETUCTPALMOHHBIA HOMEp, NpUCBOEHHBIM B COJI
MOJIy4aTelis 3JEKTPOHHOIO JOKYMEHTA;

4) 2IEeKTPOHHYIO [H(PPOBYIO TOAMUCH COTPyAHHKA ChaykOer JIOY
rocyJapCTBEHHOr0 oOpraHa (opraHu3aunuu) - mnodydaTtens (Iocie perucTpanuu
AJIIEKTPOHHOTO JJOKYMEHTA);

5) naHHble 00 OTBETCTBEHHOM HCIOJHUTEIE TOCYAapCTBEHHOTO OpraHa
(opranusanum)-norydaress.

['ocynapcTBeHHbld  oOpraH (OpraHu3auus) - ToJydareiab OO€CleYynuBaET
aKTyaJlbHOCTh W  JIOCTOBEPHOCTh JAHHBIX 00 OTBETCTBEHHOM HCIIOJHUTEIE
ANIEKTPOHHOIO JOKYMEHTA.

69. DJEKTPOHHBIM TOKYMEHT CUMTAETCS HE JOCTABICHHBIM IOJYYaTeNl0, €CIU
OTHPABUTENb HE MOJYYWI YBEAOMJIEHUA-KBUTAHIMU O IMOJIYYECHHH HIEKTPOHHOTO
JOKYMEHTA.

70. Ecnu yBeIOMIIEHUE-KBUTAHIIUS HE MTOJIYYEHO OTIPABUTEIEM B TEUEHUE OJTHOTO
pabouero JHsS TOCI€ OTIPABKU BJIEKTPOHHOrO JOKYMEHTa, TO OTIPABUTEIb
YBEJIOMJISICT TMOJydaTesis 00 OTCYTCTBUU MOATBEPXKACHUS TOJIYYEHUS DJICKTPOHHOTO
JIOKYMEHTA MPU MOMOITY UHBIX CPEJICTB CBS3HU.

[Ipu moctymieHun OyMaXHOTO JOKYMEHTa, KOTOPBIA YK€ 3aperucTpupoBaH B
dbopmaTe 3JIEKTPOHHOTO JOKYMEHTAa W HaXxoauTcs B oOpabotke, ciyxooir JJOY Ha
OyMa)KHOM JOKYMEHTE MPOCTABIISIETCSI OTMETKA O TIOCTYIUICHUH JIOKyMeHTa. B panee
CO3IAHHOM  DJIEKTPOHHOM  PETHCTPAlMOHHOM KapTOYKE JAaHHOIO JIOKYMEHTA
MPOU3BOJIUTCS OTMETKA O HAJTUYUU OYMaKHOTO JJOKYMEHTA.

71. JIOKyMEHTBI, pacCCMOTPEHHbBIE PYKOBOACTBOM OpPraHU3alUu (CTPYKTYPHOTO
nojapaszaenenus), Bo3Bpamatorcs B cinyx0y IOV, rae B8 PK® u DPKK BHocsaTcs
coJiep KaHus Pe30JIIOLHI, a TOKYMEHTHI EPEAAIOTCS UCTIOJTHUTEIISIM.

JIOKyMEHT, HCHOJIHEHHUE KOTOPOTO BO3JI0)KEHO Ha IMOJBEIOMCTBEHHBIE (-YIO)
opraHu3anui (-10) U (WIK) HECKOJIBKO CTPYKTYPHBIX MOJIpa3/IeNICHH, epelaeTcsl UM
OJIHOBPEMEHHO B Konusix ¢ coorBeTcTBYIOMIEeH otMeTkol B PK® u OPKK. IToanuuank
MepeaeTcss MCHOJHUTEN0, YKa3aHHOMY B PpE30JIIOLUHM MEPBBIM, €CIM HHOE HE
YCTaHOBJIEHO B CAMOM PE30JIIOLIHH.



Ilepenaya SIEKTPOHHBIX JOKYMEHTOB  MCIOJHUTEISM  OCYIIECTBISAETCS
nocpenctsoM COJI.

[TocTynuBmvie TenerpaMMbl IPUHUMAIOTCS MO/ PACIHCKY C MPOCTABICHUEM JIAThI
U BpPEMEHU IMIpUEMa, PETUCTPUPYIOTCA, a 3aTeM MepelaloTcss Ha pPacCMOTPEHHE
PYKOBOJICTBY U UCIIOJIHEHUE.

Texcr  mocrynuBiied — TenedoOHOrpaMMbl  3alUChIBaeTCs  (meyaTaeTcs)
MOJTy4yaTesieM, PErUCTPUPYETCS] U OMEPATUBHO MEPEAACTCA PYKOBOJIUTEII0, KOTOPOMY
OHa aJjpecoBaHa.

[Tpu mpueme TenedoHorpamMmbl OPOPMIISIOTCS CIEIYIONNE PEKBU3HUTHI: TEKCT,
OTIpaBUTENIb, HAMMEHOBAaHWE BHJA JOKYMEHTa, Jara, HOMEp, HauMEHOBAaHHE
JOJDKHOCTH, MHUIIMAIBl UMEHU U (aMuiIMs JUIA, MOJIUCaBIIero JoKyMeHT. Kpome
TOTO, YKa3bIBAIOTCSA [OJDKHOCTH W (PaMWwIMM JIMI[, TEePeNaBIINX W MPUHSIBIIAX
TenedoHOrpaMMy, Yachl U MUHYTHI IPUEMa-TiepeIayu.

Cnocka. I[Iynkr 71 — B penakiuu nocranosnenus [IpasutensctBa PK ot
31.08.2022 Ne 630 (BBOAUTCS B IEUCTBUE 1O UCTEUEHUHU JICCITH KaJCHIAPHBIX THEH
MIOCJIE IHSI €T0 MEePBOro OPUIIUATILHOTO OIMyOJIMKOBAHUS).

72. Ilpu pelieHUH BOMPOCOB O€3 COCTABJIEHUS JOMOJHUTEIBHBIX JTOKYMEHTOB
HCHOJIHUTEND JenaeT OTMETKH Ha nokyMeHTe u PK® u DOPKK: o mare mocrymnnenus
(ecnmu oOpa3oBajicsi MHTEpPBAJ BPEMEHH MEXKAY IOCTYIJIEHUEM JIOKYMEHTa U €ro
JIOCTaBKOM HCIIOJHHUTEIO); AaTaX MPOMEKYTOYHOTO MCIOJIHEHHUS (3ampoc CBEIACHUM,
TenedOHHBIE TIEPETOBOPHI U JApPYTHE); JaTe U pe3yibTaTaX OKOHYATEIHbHOTO
UCIIOJTHEHUS.

Bce oTMeTkn Ha TOKyMEHTE pa3MenialoTcs Ha CBOOOIHBIX OT TEKCTa MECTaX.
Haparpad 2. Ilopsaaok 06padoTKu UCXOASAIIUX JOKYMEHTOB
73. O6paboTKy UCXOIAIMNX JOKYMEHTOB OCyIIecTBIsAeT ciryxk0a JIOY.

Bce mpoekThl  UCXOAANIMX ~ JOKYMEHTOB B 00s3aTEIIbHOM  TOPSIKE
cornacoBbiBatoTcs ciyxk00ii JIOY, xoTopasi mpoBepsieT MpaBHIBHOCTH O(OPMIICHUS
BCEX PEKBU3HUTOB, B TOM YMCJIE UHAEKCA IO HOMEHKJIATYpPE JI€JIa, HAINYHUE U MOJHOTY
MPUJIOKEHUHM, YKa3aHHBIX B OCHOBHOM JoKyMeHTe. HempaBuiabHO odOpMIIEeHHBIE
JOKYMEHTBI BO3BPAILIAIOTCS UCIIOJTHUTENIO.

Cuocka. [Tynkr 73 — B pepakuuu noctanoBienus [Ipasurenscta PK ot
31.08.2022 Ne 630 (BBOAMTCS B ICHCTBUE 110 UCTEUYCHUHN JECATH KaJCHIAPHBIX THEH
MIOCJIC JTHS €T0 TIEPBOTO OPUITHATHHOTO OITyOJIMKOBAHMS ).

74. TloanmucaHHblE TOKYMEHTBI PETUCTPUPYIOTCS W OTIPABISIOTCS ajpecary
(agpecatam) B JIeHb MX MOANHUCAHUA (YTBEPKICHHUS) WIM HE TMO3JIHEE CIEAYIOIIETO
pabouero JHs, TeerpaMMbl U TeledaKkchl — He3aMeJTUTEIBHO.



B C3/] nomyckaercs aBTOMaTH4€CKOE IPUCBOEHUE PErMCTPALIMOHHOTO HOMEpa U
JaThl TOKYMEHTA MPU NOANUCAHUU JIEKTPOHHOTO JokyMenTa JIII1.

75. OpuruHaiabl UCHOJHEHHBIX OYMa)KHBIX JOKYMEHTOB BMECTE€ C OTIIyCKOM
JOKYMEHTA NEPEAAIOTCS B T€ CTPYKTYpPHbBIE TOAPA3ACICHUS WU MOJIBEAOMCTBEHHbIC
OpraHM3alld, KOTOPBIE SBJSUIMCh OCHOBHBIMU HCIHOJHUTEISIMA M MPOU3BOIAT
(dbopMHpOBaHKE COOTBETCTBYIOIIMX JIEJ COTTIACHO HOMEHKJIAType JIell.

76. Ilepen oTnpaBKOW 3IEKTPOHHOTO JOKYMEHTA MPOBEPSAETCS MPABUIBHOCTH €0
oopMieHus (HATMYUE 005S3aTEIbHBIX PEKBU3UTOB JIEKTPOHHOTO JOKYMEHTA), B TOM
Yyclie MPOBOIUTCS TPOLEAYpa NPOBEPKU DJICKTPOHHOW MHMQPPOBOM MOIMUCH,
IPOBEPKH  TOJIOKHUTEIBHOTO Ppe3yJibTaTa d3JIEKTPOHHOM 1U(POBOM TOANUCU H
PETUCTPALlMOHHBIX CBUIETEIbCTB.

OTBETCTBEHHOCTh 33 COOTBETCTBHE COJIEPKAHUS DIEKTPOHHOIO JIOKYMEHTA
MOJIJTMHHUKY OyMa)KHOTO JIOKYMEHTa HECET roCyJJapCTBEHHBIN OpraH (Opranusaius) —
OTIPABUTEIIb.

77. Ecnu NOKYMEHT, HampaBJi€HHBIA B JIPYryl0 OpraHu3aluio, JOJDKEH OBbITh
BO3BpAILIEH, TO B MPaBOM BEPXHEM YIJIy IEPBOrO JIMCTAa JOKYMEHTa Ha OyMa)KHOM
HOCHUTEJIE Ha CBOOOTHOM OT TEKCTA MOJI€ TPOCTABIIAIOT IITAMIT UJIU JAEJIAl0T IIOMETKY O
BO3BparTe, Takyo ke nometky Aenator B PK® u OPKK.

IMaparpad 3. Ilopsaaok npoxoxkaeHuss BHyTPEHHUX JOKYMEHTOB

78. IlpoxoxkaeHne BHYTPEHHMX JIOKYMEHTOB Ha 3JTalax WX NOATOTOBKH H
o(OpMIICHUSI COOTBETCTBYET MPOXOXKICHUIO MCXOMSIIMX JOKYMEHTOB, Ha JTare
UCIIOJTHEHUS — BXOJSIIUX TOKYMEHTOB.

79. llepenaya BHYTPEHHUX IOKYMEHTOB MEK/y CTPYKTYPHBIMH MOAPA3ACICHUSIMU
OCYILIECTBIISIETCA JTOJHKHOCTHBIMHU JIMIIAMHU, OTBETCTBEHHBIMHU 3a JOKYMEHTAlIMOHHOE
oOecreueHne ynpaBieHHs B CTPYKTYPHBIX MOJpa3aeneHusX. JJokyMeHThl nepenaroTcs
C COOTBETCTBYIOIENH OTMETKOU B PK®.

JIOKyMEHTBI, CO3JaHHBIE B MPOLECCE MEPENUCKU MEXKIY HCIOIHUTEIbHBIMU
OpraHaMM ¥ WX T[IOJABEIOMCTBEHHBIMU OpTaHU3AlUSAMH, a TaKKe MEXIYy
UCTIOJIHUTENFHBIMU  OpraHamMu, (UHAHCUPYEMBIMH M3 MECTHOTO OIO/KeTa, He
BKJIFOYAIOTCSl B COCTaB BHYTPEHHUX TOKYMEHTOB.

Haparpa(]) 4. HOpﬂ}]OK perucrpanuu 10KyMEHTOB

80. Perucrpanuu momyie’xxaT JAOKYMEHTBHI, TpeOylolue yuyeTa, HCIOJHEHUS U
WCIIOJIH30BaHUS B UHPOPMAIIMOHHO-CIIPABOYHBIX TETISAX.

81. Peructparnust JOKyMEHTOB OCYIIECTBIISIETCS LIEHTPATU30BaHHO ciayx00it JIOY.

82. JIBmKeHHWE JOKYMEHTOB B OpraHM3allii C MOMEHTAa WX CO3JaHus WA
MOJIYYEHHSI JI0 3aBEPIICHUS UCTIOHEHUS, OTIPaBIICHUs, (POPMUPOBAHUS JIe]a U CAYU
B apXUB OpTraHU3allKi 00pazyeT JOKYMEHTOOOOPOT.



83. O06beM MOKyMEHTOOOOpOTa OMPEAENICTCS OOIMM KOJWYECTBOM BXOIAIINX,
UCXOASIINX U BHYTPEHHUX IOKYMEHTOB 3a MECSII, KBapTal, rOJ.

3a eIuHHUIly y4yeTa KOJIMYECTBa JOKYMEHTOB MPUHUMAETCS caM JIOKYMEHT Oe3
y4eTa KOMUU.

84. B opranuzamusax ¢ oo6bemMoM aokymeHToo00poTa cBeiie 2000 10KyMEHTOB B
roJl JOIyCKaeTcs ICUEHTPAIM30BaHHAs PErUCTpalus TOKYMEHTOB, NMPU KOTOpPOH B
cyx6e JIOY perucTpupyroTcs MOKYMEHTBI, ITOCTYIAIOIIHEe Ha pPacCMOTPECHHE
PYKOBOJICTBA  OpraHM3allud,  pPACHOPSAUTENbHBIE  JOKYMEHTHl  OpraHU3allvH,
oOpaiieHusi, COOOIICHHS, 3ampoOChl, OTKIUKA ¢ TPEIIOKEHUS (DU3MUECKUX U
IOPUAMYECKUX JIMI[, TIepernucka 3a TMOJIUChI0 PYKOBOJACTBA, B CTPYKTYPHBIX
MOJIPa3/IETICHUSIX ~ PETUCTPUPYIOTCS  aJ[pECOBaHHBIE  JaHHBIM  CTPYKTYPHBIM
NOAPA3AECIEHUSAM IOKYMEHTHI.

Cnocka. ITynkr 84 — B penakiuu nocranoBienus [IpaButensctBa PK ot
31.08.2022 Ne 630 (BBOAUTCS B ICUCTBUE IO UCTEUYEHUHU JECATH KaJCHIAPHBIX JTHEH
MIOCJIE IHSI €T0 MEePBOro OPUIIUATIBHOTO OIMyOJIMKOBAHUS).

85. Perucrtpamusi ¥ npueM MNOJJIMHHUKOB OYMa)KHBIX JOKYMEHTOB, OyMa)KHBIX
KOIUHA  DJIGKTPOHHOTO  JIOKYMEHTa, TMOCTymarommx oOT ydacTHHKOB CO/I,
OCYIIECTBIISIOTCS  TONBKO TIPH  HAJUYHH  COOTBETCTBYIONIUX  DJCKTPOHHBIX
JIOKyMEHTOB.

86. JIOKyMEHTBI pEeTUCTPUPYIOTCS B OpraHU3allUUd OJWH pa3: BXONSIINE — B JICHb
MOCTYIIJICHUS, UCXOAIINE U BHYTPEHHUE — B JICHb MOJNMUCAHUs (YTBEPKICHUS).

JIOKyMEeHTBI, HE 3aBEpIICHHBbIC JCJIIONPOU3BOJCTBOM WM  TpeOyromue
JUTUTEIILHOTO CPOKa MCTIONHEHUS, IEPEPETUCTPAIIMH HE MOJIeKAT.

[Ipn mnepemaue AOKyMEHTa MJisi WCIOJHEHUS (O3HAKOMIICHHUS) M3 OJHOTO
MOIpa3IeNICHUs B IPYTroe HOBBIN PETUCTPAIMOHHBIA HOMED HE ITPUCBANBACTCS.

Ha HmxHE# cTOpoHE TOCIEIHEro JINCTa JOKYMEHTa W €ro 00OPOTHOM CTOpPOHE,
a Takxe B PK® npocrasnsiercs aara (mpu HE0OOXOIUMOCTH — BpeMsl) IepeAayu.

JIOKyMEeHTBI, B TOM YHCJI€ OOpalleHus, COOOIIEHUS, 3ampoChl, OTKIUKU U
PENJIOKEHUSI TI0O OJJHOMY U TOMY K€ BOIIPOCY, HaNpaBJIEHHBIE PA3IMUHBIM ajpecaTaM
Y TOCTYMUBIIUE JIJIT PACCMOTPEHUSI B OJIHY OPTaHU3AIMIO0 B TEUCHUE KAJICHIAPHOTO
roJla, YYHMTBIBAIOTCS II0J] PETUCTPAIMOHHBIM HOMEpPOM IIEpBOTO JIOKYMEHTa,
oOpailieHust COOOIIEHHUsI, 3ampoca, OTKIMKAa U TPEAJIOKEHUs C J00aBJICHHEM
MOPSIZIKOBOI'O HOMEPA, IMIPOCTABIIIEMOT0 Yepe3 KOCYIo uepTy (IpoOh) WIIU TUPE.

[IOBTOPHBIMU CUUTAIOTCA JIOKYMEHT, B TOM 4YHCJE OOpallleHHs, COOOIICHMUS,
3ampOoChl, OTKIUKA WU TPEJIOKEHUS, TTOCTYIUBIIIKE OT OJHOTO M TOTO K€ ajpecaTa
(agpecaToB) MO OJHOMY M TOMY € BOIPOCY HE MEHEE JIBYX pa3s.



Cnocka. [1ynkr 86 — B penakiuu nocranosienus [IpasurensctBa PK ot
31.08.2022 Ne 630 (BBOAMTCS B ICHCTBUE 110 UCTCUCHUHN JECATH KaJCHIAPHBIX JTHEH
MOCJIE JTHS €T0 TIePBOro O(QHUITMATBLHOTO OMyOJIUKOBAHHUS ).

87. Peructpamuss BXOASIIMX WM  UCXOASAIIUX  JIOKYMEHTOB-OTBETOB
ocymiectBisieTcss B PK® nHUIMATUBHBIX IOKYMEHTOB.

Peructpamuss ucxondmux JOKYMEHTOB (MHUIIMATHUBHBIX M OTBETHBIX)
ocyuectBisieTcsa B eanHON PK® ncxoadmumx JOKyMEHTOB.

88. B opranuzanuu npumeHnsitorcs cienyromnme PKO:

1) xapTouka perucTpalid BXOJSIIMX JIOKYMEHTOB, KapTO4yka perucTpanuu
UCXOASIIMX JOKYMEHTOB M KapTOUKa PErucTpald BHYTPEHHUX JIOKYMEHTOB IO
dbopme cornacHo npuioxenuto 14 k nacrosmum [IpaBunam;

2) SKypHaJ PETUCTPAlMM BXOISIIMX JOKYMEHTOB, JKypHajl pPETrUCTpPaLUU
UCXOJSIINX JTOKYMEHTOB U JKypHAJI PErUCTPAllMd BHYTPEHHUX JOKYMEHTOB 1O opme
COTJIACHO MpUiIokeHuto 15 k HactosmuMm [IpaBunam.

89. YcraHaBnMBaeTcs CIEAYIOMIMI COCTaB CBEACHUN O JOKYMEHTE, MOJICKAIIEM
00s13aTEILHOM PEruCTpaInu:

1) HaMMEHOBaHUE OPraHU3alKH (aBTOPa WM KOPPECIIOHICHTA);

2) HaMMEHOBAaHUE BUJIa JOKYMEHTA;

3) naTa ¥ perucTpalMOHHbBIA HOMEp (MHAEKC) NOCTYNUBILIErO JOKYMEHTA;

4) 3aroJI0BOK K TEKCTY (KpaTKOe coJiepKaHUe TOKYMEHTA);

5) pe3osntorusi (MICMIOJIHUTENh, COJIEPIKaHKE TIOPYUYEHUs, aBTOD, JaTa);

6) CpPOK MCMOJIHEHUS IOKYMEHTA;

7) OANMKUCH UCTIOTHUTEIS O TTOJIYYSHUH TOKYMEHTA;

8) oTMeTka 00 UCTIOJHEHUH IOKYMEHTA U HallpaBJICHUM €T0 B JEJ0.

CocrtaB 00s3aTeNbHBIX CBEICHUM B 3aBUCMMOCTU OT XapakTepa JOKYMEHTa U
3a/1a4 KMCIOJIb30BaHMUs WH(OpMAIMU TPU HEOOXOIUMOCTHU JIOTIOIHSETCS APYrUMU
CBEJICHUSIMU (HAJIMYKME TPUIIOKEHUM, KOJTUYECTBO JIUCTOB, MEPEMEIIEHNE TOKYMEHTA
BHYTPHU OpraHU3alllH, IEPEHOC CPOKOB UCTIOTHEHHUS ).

90. Uudopmanust 0 JOKyMEHTAaX, MOTyYEHHAS IPU UX PETUCTPAIH, TTOCTYIIAET B
WH()OPMAITMOHHO-TIOMCKOBYIO CHCTEMY, KOTOpas BKJIIOYaeT B ceOsl KapTOTEKU U
KJ1acCU(UKAIMOHHBIE CITPABOYHUKH.

91. PK® cocTaBisitoT ClAeayIOMNe KapTOTEKH:

1) mo xoppecnoHaeHTaMm;

2) o BUJaM JOKYMEHTOB;
3) o aBTOpaM JOKYMEHTOB;
4) KOHTPOJIbHBIE;

5) komupUKAITMOHHBIE;



6) mo oOpameHusiM, COOOIIEHUsM, 3ampocaM, OTKJIMKAM U TIPEIJI0KCHUSIM
(bU3HUECKUX U FOPUIUICCKUX JIUIT;
7) Ipyrue B 3aBUCUMOCTH OT 3aJ1a4 Moucka HHGOpMAaIIIH.
Cuocka. ITynkt 91 — B penakunu nocranosnenus [Ipasurenscta PK ot
31.08.2022 Ne 630 (BBOAMTCS B JIEHCTBUE TTO UCTEUYCHUH JECATU KaJICHIAPHBIX JTHEH
MOCJIE JTHS €T0 TIePBOro O(QHUITMATBLHOTO OMyOJIUKOBAHHUS ).

92. Vwuactauku C3OJ] HCHOAB3YIOT E€OUHYI0O HOPMAaTHBHO-CIIPABOYHYIO
uHpopmaiuio. PerynupoBanue u u3MeHeHHE HOPMATUBHO-CIIPABOYHOM HH(OpMaIuuy,
KAcarollelcsl OpPraHW3alMOHHO-PACHOPSAUTENBHON JTOKYMEHTALUH, OCYIIECTBISET
YIIOJITHOMOYEHHBIA OPTaH.

93. Tlons 3amucu 0a3pl JAaHHBIX AaBTOMATU3WPOBAHHOM HH(OpPMaMOHHO-
MTOMCKOBOM CHUCTEMBI JOJKHBI MOJHOCTBIO OTBEYATh MMAapaMeTpaM MOCIEIYIOUIEro
OIEPAaTUBHOIO ITIOMCKA JOKYMEHTOB U KOHTPOJIS 32 UCIIOJIHEHUEM TOKYMEHTOB.

Maparpad 5. ITopsaaok ucnoab30BaHUA JIEKTPOHHOI M (POBOH NOANMCH

94. Vuactauku COJ] o0ecrnieunBalOT MOMJIUMHHOCTh U LETOCTHOCTD 3JEKTPOHHBIX
JIOKYMEHTOB MYTEM:

1) unrerpupoBanus (conpspkenus) B COJ] cpenctB kpunrorpa@uueckoil 3amThl
uHbOpMaIK, pPeau3yIoUX Tpoluecc (OpMUPOBAHHS U TPOBEPKH DIIEKTPOHHOM
mudpoBoil moanucu (CpencTBa  DIEKTPOHHOM HHU(PPOBOM TMOAMKMCH), a TakKKe
MNPOILIEIINX NPOLEAYyPY MOATBEPKIAEHUS COOTBETCTBUSL B MOPSAKE, YCTAHOBICHHOM
3akoHoAaTeabcTBOM  PecnyOmukm  KazaxctaH B 00JacTH  TEXHHYECKOTO
peryJIMpOBaHUS;

2) coOmoIeHUs pa3rpaHUyYEeHUs MPaB I0CTYIA K JIEKTPOHHBIM JIOKYMEHTaM.

95. Yuactaukam COJ] cnenyer:

1) XpaHuth B TaliHE CIYXEOHYH0 HHGOpPMAIIMIO, CTABIIYIO WM H3BECTHOH B
nporiecce paboThl CO CpencTBaMu KpunTorpadudecKoi 3aiuThl HHPOPMAIIUK;

2) XpaHWTb B TaWHE COJEpPKAHUE 3AKPBITHIX (CEKPETHBIX) KIKOYEH CpENICTB
ANIEKTPOHHOM  LU@PPOBOM  moAmUCH  (CpEeACcTB  KpUOTOrpaUyecKod  3alluThl
uH(popmanun);

3) obecrnieunBaTh COXPAHHOCTh HOCHUTENEH KIIIOUEBOW HMH(OpPMALMU U JIPYTUX
JOKYMEHTOB O KJIIOYaX JJIGKTPOHHOW IM(POBOM TMOJIMWCH, BBIJABAEMBIX C ITUMHU
HOCHUTEJISIMU MH(GOPMAIIHH;

4) oCylIECTBIIATh CUHXPOHHM3ALMI0 BPEMEHU HAa MEPCOHAIBHBIX KOMIIBIOTEPAX C
ATaJOHHBIM BPEMEHEM;

5) He OCyHIECTBIATH SKCILUIyaTalMi0 MporpaMMm (B TOM YHUCIE€ - BHUPYChI) Ha
MEePCOHAIBHBIX KOMIBIOTEPAX, KOTOPhIE HApyIIAOT (PYHKIMOHUPOBAHUE CPEACTB



ANIEKTPOHHOW MHU(PPOBOM TOMNMUCHA, B COOTBETCTBUU C TPEOOBAHUSIMH  TIO
MCIIOJIb30BAaHUIO CPEJICTB KpUNTOrpaduuecKoil 3amuThl HHYOPMALIHH.

96. Ins odopmieHus 31EKTPOHHBIX JOKYMEHTOB B (D]l rocynapcTBEHHBIX
OpraHOB HCIIOJIB3YIOTCS TOJIBKO TE€ 3aKpPbIThIE (CEKPETHBIEC) KIIOUM HIIEKTPOHHOM
uGpOBOM TOAMUCH, KOTOPHIM COOTBETCTBYIOT OTKPBITHIE KIIFOUHU 3IIEKTPOHHOM
uGpOBOM MOJANUCH, HMEIOLIUE ACHCTBYIOIIME PETUCTPALMOHHBIE CBUJETEILCTBA,
Beiganabic Y1 T'O.

97. Ilopsimok MpUMEHEHHSI JIEKTPOHHOH 1udpoBoit moanucu B COJ] 3akimouaercs
B CJIEAYIOILEM:

1) dopmupoBanue 5>JIEKTPOHHOM UHMPPOBOM TOANMMUCH JJISI TOJANUCAHUS
AIEKTPOHHOTO JOKYMEHTA OCYLIECTBIISIETCS C UCIIOJIb30BAHUEM:

OJIHOM WJIM HECKOJBKUX DJIEKTPOHHBIX IU(PPOBBIX MOAMUCEH TOIKHOCTHBIX JIUI]
rOCYJIJapCTBEHHBIX OpPraHOB MpPH YIOCTOBEPEHHH JJIEKTPOHHBIX JOKYMEHTOB,
M3/71aBaeMbIX UMHU B MpeJiesiax UX MOJHOMOYU;

OJIHOW DJEKTPOHHOM 1UGPOBON MOANKMCH COTPYJAHUKA TOAPA3JACICHUS
JOKYMEHTAIIMOHHOTO 00€CTICUeHUS;

2) dopMupoBaHHE DSJIEKTPOHHOM UU(PPOBOM MOAMUCH JOJKHOCTHBIX JIUI
rOCyJJapCTBEHHOTO OpraHa MOpH YJOCTOBEPEHHUHU DIEKTPOHHBIX JOKYMEHTOB,
M3/1aBa€MbIX UMU B MpEJIeNIax UX MOJIHOMOYMH:

JIOJDKHOCTHOE JIMIIO TOCYAAPCTBEHHOIO OpraHa MpH yIOCTOBEPEHHUH 3JIEKTPOHHBIX
JOKYMEHTOB, H3JaBaeMblX MM B TMpelaeliax €ro IOJHOMOYHUN, YyJIOCTOBEpSET
(moAMUCHIBAET) TEKCT JOKYMEHTA (BJIOKEHHBIN (-bI€) (paiiibl) 10 €ro perucTpaiuu ¢
MPUMEHEHUEM  DJIEKTPOHHOM  HU(PPOBOM  MOANMHMCH, KOTOpas  OOecreqyrBacT
MOJTMHHOCTH U I[EJIOCTHOCTh TEKCTA IOKYMEHTA,;

dbopMupoBaHUE DIEKTPOHHOW 1UGPOBOM MOAMMCH JOKHOCTHOTO JIMIIA
rOCyJJapCTBEHHOTO OpraHa MOpH YJOCTOBEPEHHUU DIECKTPOHHBIX JOKYMEHTOB,
U3JIaBaCMbIX UM B TMpeJenax WX IOJHOMOYMM (TEepBOM AJIEKTPOHHON IU(POBOIA
MOJITMCH) OCYIIECTBIISIETCSI C UCIOIB30BAaHUEM CPEACTB KPUNITOrPpadUUECKON 3aIUThI
nHpopMaIuy, peanu3yomuXx Mnporecc (GOpMUPOBAHUS U TPOBEPKU DIECKTPOHHOU
uudpoBoil moanucu (CpeAcTBa DJIEKTPOHHOM LHUQPPOBOM MOANUCH), KIHOYEBOTO
HOCHUTENId HWH(OpMaUu CpelCcTB KpunTorpaguuecko 3amuTbl UHGOpPMAIMU U
PETUCTPAllMOHHOTO CBUAETENBLCTBA, MOdydYeHHbIX B Y1 T'O;

3) nmpuMeHeHHE PIEKTPOHHOU ITU(POBOM MOMUCH COTPYAHUKA Cyx)0b1 JIOY mis
MEePECHUIKU AJIEKTPOHHOTO JIOKYMEHTa MEXIAY IOCY1apCTBEHHBIMU OpTraHaAMU:

AIIEKTPOHHON TU(PPOBON MOMMUCHIO cOTpyaHUKa ciay)0ber JIOY ynocroBepsiercs
(moAmuChIBAaETCA)  AJCKTPOHHAS  PETUCTpPAllMOHHAsT  KapTouka  (YHUKaJbHBIN
uneHtudukarop, HazHaueHHbld w3 CDJ, mara noKyMeHTa, aBTOp JOKyMEHTa M



AIIEKTPOHHBIA JOKYMEHT, YAOCTOBEPEHHBIM 3JEKTPOHHOW UHU(POBON MOAMNUCHIO
JOJDKHOCTHOTO JIMIA TOCYIAPCTBEHHOIO OPraHa).

dopmHupoBaHUE DJIEKTPOHHON LU(PPOBON MOANUCU COTPYIHUKA MOAPA3ICICHUS
JOKYMEHTAIlMOHHOTO OOECIEeYEHUsI OCYIIECTBISIETCS C MCIOIb30BAHUEM CPEACTB
KpUOTOrpaduyecKoi 3aiuThl HHOOPMALIUY, PEATTU3YIOIIMX Ipo1iecChl GOPMUPOBAHUS
U IMPOBEPKU 3JIEKTPOHHON LM(POBON MoAmucH (CpeAcTBa NIEKTPOHHOM LU(POBOM
MOJMKCH ), KIIFOYEBOTO HOCUTEIIS U PETUCTPALMOHHOIO CBUAETENbCTBA, IOJYyYEHHBIX B
YO TIO.

97-1. B cnyyae BbISIBICHHS MPH YHOPSAOYCHUH apXUBHBIX JTOKYMEHTOB (DaKTOB
ONpe/ENCHUs] OTPULATEILHOIO pe3yibTaTa IPOBEPKHU BJIEKTPOHHOW LU(poBOH
HOJIUCH B 3JIEKTPOHHBIX JIOKYMEHTax MOCTOSHHOTO U BpeMeHHoro (cBaiume 10 ner)
CpPOKa XpaHEHHs, OCYILIECTBISIETCS UX CBEpKAa C OyMaKHbIMM moaJuHHUKaMu. [lo
UTOraM CBEPKHU DJIEKTPOHHbIE KONIUU JOKYMEHTa, UMEIolue OyMa)KHbI€ OJJIMHHUKH,
3aBEPSIOTCA DJIEKTPOHHOW HU(PPOBOM MOJANUCHIO PYKOBOIUTENSI CTPYKTYPHOIO
nojpaszeneHus, Kypupytouero Borpocs! JIOY u (1am) BeZOMCTBEHHOIO apXHBa.

[Ipu orcyTcTBUM OyMa)KHbIX NOJJMHHUKOB 3JEKTPOHHBIE JIOKYMEHTHI
MTOCTOSIHHOTO U BpeMeHHOTro (cBbimie 10 jieT) cpoka XpaHeHUs MOJJIeKaT Mepeaade B
BEJIOMCTBEHHBII apXUB C COOTBETCTBYIOIIEH OTMETKOM.

CHocka. I'maBa 3 gomnoJyiHeHa MyHKTOM 97-1 B COOTBETCTBUU C MMOCTAaHOBJICHUEM
[TpaButennscTBa PK o1 31.08.2022 Ne 630 (BBOAMTCS B ICHCTBUE IO UCTEUCHUU
JIECATU KaJIeHAAPHBIX THEW MOCJIE HS €ro MEePBOro OPUIUATBHOTO OMyOJIMKOBAHUS).

IHaparpad 6. O6ecneuenue undopmanuonnoi 6ezonacunoctu CIJ/1

98. Nudopmanmonnas 0€30MacHOCTh anmnapaTHO-MPOrpaMMHOTrO,
TE€JIEKOMMYHUKAIITUOHHOTO oOecrieyeHust CoL perIaMeHTUPYETCS
COOTBETCTBYIOIIMMH HOPMATHUBHBIMHU TpaBOBbIMU akTamu PecnyOnmku Kazaxcrtan B
00JacTU eIUHBIX TPeOOBaHUI MH(POPMAIMOHHO-KOMMYHUKAIIMOHHBIX TEXHOJOTUN U
obecrnieueHUss MHPOPMAITMOHHON 6€30ITaCHOCTH.

Oynkunonuposanue COJI, ennHONW TPaHCIOPTHOM Cpenbl TOCYAAPCTBEHHBIX
opranoB, YI[ I'O, nepeuenp yudactHukoB COJI, ux 00s13aHHOCTH, OTBETCTBEHHOCTh
OTIPENICIISIIOTCS M OCYIIECTBIISIIOTCS C BBIIOJIHEHUEM TpPeOOBaHUM WH(OPMAIIMOHHOM
0€30MacHOCTH B COOTBETCTBHUH C JOTOBOPAMHU Ha BBIMOJIHEHUE COBMECTHBIX Pa0OT 1O
obecrieueHn0 WH(POPMAITMOHHOW OE30MaCHOCTH MEXKIY OpraHU3aIfeii-3aKa3unKoM,
roCcyJ1apCTBEHHBIMU opraHamu u AKCILUTYaTUPYIOIIUMU OpraHu3alusIMu
(opra"u3anusaMu-UCIOJIHUTEIISIMHU ).

Cnocka. [Iynkr 98 — B penakiuu nocranoBnenus [IpasurensctBa PK ot
31.08.2022 Ne 630 (BBOAUTCS B ICUCTBUE TTO UCTEYEHUHU JECATH KaJCHIAPHBIX THEH



MOCJIE JIHS €r0 MEePBOro OPUIUATIBHOTO OIMyOJIMKOBAHUS).

99. CpenctBa kpunrorpaduueckoii 3aMThl HH(POpMAIUH, peaTU3YIOIHUE TPOIECC
dbopMHUpOBaHUS W TIPOBEPKH DJICKTPOHHOW ITU(GPOBOM TMOAMKMCH, HCIOIB3YIOTCS B
CTPOrOM COOTBETCTBHM C HUX OJKCIUTyaTallUOHHOW JOKYMEHTallMell W MpaBUIaMu
WCTIOJIb30BaHUS.

100. JIokyMeHTBI, cojep:Kalllie CBEACHHUS, COCTABJISIIONIUME TOCYyAapCTBEHHbBIC

CEKpEeTHhI, HE MoAJIekaT mpruemMy, o0padoTke, XpaHeHuIo U niepenaye yepe3 CO/I.
IHaparpadg 7. Ilopsaaok KOHTPOJIA UCIIOJHEHHUSA JOKYMEHTOB

101. KoHTponb MCIIOJIHEHUS AOKYMEHTOB BKJIIOYAET IOCTAHOBKY JOKYMEHTA Ha
KOHTPOJIb, PETYJIUPOBAHUE XOJIa UCIIOJIHEHHUS, CHATHE HCIIOJHEHHOrO JOKYMEHTa C
KOHTPOJISl, HAMpaBJICHUE HCIIOJHEHHOTO JOKYMEHTa B J€J0, Y4eT, 00OoOIIeHue u
aHalIM3 XoJa M pe3yJbTaTOB KCIOJHEHUs JOKYMEHTOB, HWH()OpMUPOBaHUE
PYKOBOJICTBA O COCTOSIHUM HCIIOJIHEHHSI JTOKyMEHTOB. CBeleHUs 00 HCIOIHEHUH
JIOKYMEHTOB, TMOJUICXKAIMX KOHTPOIO, W OOpalleHud, COOOIIEHUM, 3aIlpoCoB,
OTKJIMKOB U MPEJI0KEHUN (PU3MUECKUX U IOPUIUYECKUX JHI 3aMOJHSIIOTCS COTJIACHO
npuinokeHusM 16 u 17 k macrostmum [IpaBuiam.

KoHTponp ncnoaHeHus TOKYMEHTOB BKJIFOYAET CIEAYIOIIUE TAIbI:

1) mocTaHOBKA TOKyMEHTOB Ha KOHTPOJIb;

2) npoBepKa CBOEBPEMEHHOCTH JIOBEJICHUS JOKYMEHTOB /10 UCIIOJIHUTEIICH;

3) nmpeaBapuTeNbHAS MPOBEPKA U PETYIMPOBAHUE X014 UCTIOJIHEHHUS,;

4) cHATHE TOKYMEHTa C KOHTPOJIS;

5) HampaBJIeHUE UCTIOJIHEHHOTO JOKYMEHTA B JIEJIO;

6) y4eT, 0000IIIeHIE U aHATIU3 PE3YyJbTaTOB KOHTPOJISI UCIIOJIHEHUSI TOKYMEHTOB;

7) wuHpOpMUpOBaHHE PYKOBOACTBA O XOAE€ H pe3yiabTaTaX WCIOJHEHUS

JIOKYMEHTOB.

Cnocka. ITynkt 101 — B penakuuu nocranoBienus IIpaButenscrBa PK ot
31.08.2022 Ne 630 (BBOAMTCS B ICHCTBUE TT0 UCTEUYCHUHN JECATH KaJCHIAPHBIX THEH
MOCJIE IHSI €r0 MEePBOro OPUIIMATBLHOTO OMyOJIMKOBAHMS).

102. KoHTposto mojasie’xxkaT BCE 3apeTUCTPUPOBAHHBIE JTOKYMEHTHI, TpeOyromue
WCIIOJTHEHHUSI, B TOM YHCJI€ NPOLLUIbIX JIET, KOTOPbIE€ B CUJIY Pa3IMYHBIX MPUYUH HE
ObLIM MCIIOJIHEHBI U MX UCIIOJHEHUE MEPEHECEeHO Ha TeKyIIUi roj. B atux cimydasx
nepeperucTpamnuss JOKyMEHTOB He TmpoBoauTcs, a B PK® yka3bpiBalOTCsS BHOBB
YCTaHOBJICHHBIE CPOKH.

102-1. KoHTponb 3a CBOEBPEMEHHOCTHIO M KAa4ECTBOM peaju3allid IyHKTOB
nopydyenuit Ilpesmaenta PecnyOnmku Kaszaxcran, PykoBojcTBa AmMuUHHCTpaIuu
[Ipesunenta PecnyOmmuku Kazaxcran 1o uWToraM  perMoOHAIbHBIX — TMOE3MOK,



MEXIYHAPOJIHBIX M OOIIECTBEHHO 3HAYMMBIX MEPONPUATHN, JaHHBIX [IpaBUTETHCTBY
Pecriyommku Kazaxcran, opranmsarusM, ocymiectsisieT [IpaBurensctBo PecryOmmku
Kazaxcras.

Cuaocka. [Taparpad 7 nonoaHeH myHKToM 102-1 B COOTBETCTBUH C
noctanoByieHnuem IIpaButensctBa PK ot 30.11.2020 Ne 809.

103. Axtel u mopyuenus Ilpesmaenta Pecnybmuku Kazaxcran, PykoBojctBa
Anmvunuctpanuu Ilpesunenta PecnyOnuku KazaxcTtaH ¢ y4eToM yCTaHOBJICHHBIX
CPOKOB UCIIOJTHEHHUSI CTABATCS HA CJIEAYIOIINE BUbI KOHTPOJIS:

1) cpouHsbIil — ¢ moMeTKaMu: "BechbMa CPOUYHO' — B T€UEHHE TpeX pabouux JHEH,
"cpouno", "ycKOpuTh" — 710 ecATH pabodumnx THEH;

2) KpaTKOCPOYHBIN — OT AECATH pabOYMX AHEH 10 OJTHOTO MECSLA;

3) cpeHeCPOYHBIN — OT OJHOTO /10 IIECTU MECSIIEB;

4) nONTOCPOYHBIN — CBBIIIE HIECTU MECSLIEB.

Cpokr UCIIOJIHEHMSI TOPYYEHHH, YCTAHOBJICHHBIE B AaKTax M IOPYYEHUSX
[Ipesunenra PecnyOmuku Kaszaxcran, Anmunucrpauuu [Ipesuaenra PecnyOmnuku
KazaxcraH, vcUuCIsIOTCS B pabo4yuX JHIX CO JHS MX MOCTYIUIEHHUS B OpraHU3aIHIo.

B ciydasx, ecnu B NOPYYEHHSIX HE YKa3aHbl CPOKH, TO OHU HCIIOJHSIOTCS B
MECAYHBbI CpOK ¢ BHeceHueM uH(opmauuu B anpec llpesunmenra PecmyOnuku
Kazaxcran, Anmunncrpauuu [Ipesunenrta Pecniyonuku Kazaxcran.

103-1. CyObexkTamu, OCYIIECTBISIONIMMH KOHTPOJIb 32 HCIOJHEHHWEM aKTOB U
nopyuennit Ilpesunenta PecnyOmuku Kazaxcran, PykoBojcTBa AaMuHUCTparuu
[Ipesunenta Pecnybmuku KazaxctaH B oOpraHuszanusix, SBISIFOTCS —CJEIYIONIUE
JOJKHOCTHBIE JIMLA:

1) mepBblii pPyKOBOAMTENb OpraHU3ALMHM, KOTOPBIA OCYIIECTBISET OOlee
PYKOBOJCTBO M KOHTPOJIb 3a CBOECBPEMEHHBIM M KAYECTBEHHBIM HCIIOJTHEHUEM U
COOJIIOJICHUEM HCHOJHUTEIBCKON JTUCUUIUIMHBI aKTOB M mnopydeHuid llpesmaeHta
Pecnyonuku Kazaxcran, PykoBoactBa Aamunuctpauuu Ilpesunenra PecrnyOnnku
Kazaxcran;

2) 3aMecTUTENH MEPBOTO PYKOBOJIUTENS OpPraHU3alld, KOTOpble 00eCreYnBarOT
KaueCTBEHHOE MCIIOJIHEHHE akToB U nopyueHuit [Ipesunenra Pecnyonuku Kazaxcran,
PykoBoactBa Aamunuctpauuu [pesunenta Pecnyonuku Kazaxcran no KypupyeMbim
HaIpaBJICHUSIM paOOTHI.

VYKa3zaHHbIE NOHKHOCTHBIE JIMIA HECYT IEPCOHANBHYIO OTBETCTBEHHOCTH 3a
CBOEBPEMEHHOE M Kauye€CTBEHHOE HCIIOJHEHME aKTOB M mnopydeHuid [Ipesmpenta
Peciyommku Kazaxcran, PykoBoactBa Aamunuctpanuu IIpesunenta PecmyOmmku
Kazaxcran.



Cnocka. ITaparpad 7 nonosaner myHKToM 103-1 B COOTBETCTBHUU C
noctanoBieHueMm IIpasurensctBa PK ot 30.11.2020 Ne 809.

103-2. OpraHu3anuu-cOMCIONHUTENN aKTOB U mopydeHudd Ilpesunmenta
PecniyOnuku Kazaxcran, PykoBomctBa Anmunuctpaumu [Ipesmpenta PecmyOnuku
KazaxcTan BHOCAT CBOM MpPEUIOKEHUS OPraHHU3alMH, OCYIIECTBIIOIIEH CBOJ, MpHU
VCIIOJTHEHUHU aKTOB U MTOPYYEHHUI, IOCTABICHHBIX HA:

1) cpouHBIi KOHTpPOJb, ¢ TOMETKaMH '"BechbMa CpOYHO" B TEUEHHE OJIHOTO
pabodero JHs CO JIHS MOCTYIUICHUS TTOpydyeHus, ""cpouHo", "yCKOpUTh" — HE MO3IHEE,
yeM 3a Tpu paboumx JAHS, €CIM HMHOE€ HE YCTAHOBJIEHO COOTBETCTBYIOIIUM
MOPYYECHHUEM;

2) KpaTKOCPOYHBIA KOHTPOJIb — HE MO3JHEEe, YeM 3a IATh pabdouyux OHEW [0
YCTaHOBJICHHOT'O CPOKa MCITOJIHEHHSI, €CJIM MHOE HE YCTAHOBJIEHO COOTBETCTBYIOIIUM
NOPYYECHUEM;

3) cpeaHecpOuYHBIM KOHTPOJIb — HEMO3JHEE, YeM 3a JAecATh pabouux ITHEH 10
YCTAaHOBJICHHOI'O CPOKa MCIIOJIHEHHUS, €CJIM MHOE HE YCTAHOBJIEHO COOTBETCTBYIOIIUM
NOPYYECHUEM;

4) nOJrOCPOYHBIA KOHTPOJIb — HE IMO3JIHEE, YeM 3a JBaJALaTh pado4Mx JHEH 10
YCTaHOBJICHHOTO CPOKa MCIIOJIHEHHSI, €CJIM MHOE HE YCTAHOBJIEHO COOTBETCTBYIOLIUM
MOPYYEHHUEM.

Cuocka. [Taparpad 7 nonoaHeH myHKTOM 103-2 B COOTBETCTBUH C
noctaHoBieHueMm IIpaBurensctBa PK ot 30.11.2020 Ne 809.

103-3. B cmyuae, ecnu myHKTHI akToB M mopydeHuit [Ipesunenta PecryOnmku
Kazaxcran, PykoBoactBa Aamunuctpanuu [Ipesunenta PecnyOonuku Kazaxcran ne
MOTYT OBbITh BBIINOJIHEHBI B YCTAHOBJIEHHBIA CPOK, TO PyKOBOJUTEINb OPraHU3alllu, a B
ClIy4asx, €CJIM 3aTparuBaroTcs NoJHoMouns [IpaBuTenbeTBa, — MOCIIE COrsIaCOBaHUS €
[Ipembep-Munuctpom Pecnybnmuku  Kazaxcrtan  (JUIIOM, HCIOJHSIONIAM — €TO
00S3aHHOCTH) WJIM €ro 3aMeCTUTEJIEM HE IO03/JHEE YCTAaHOBJIEHHOIO CPOKa BHOCHUT
nucbMo B Anmunuctpauuto Ilpesmaenta PecnyOnuku Kazaxcran ¢ ykazaHuem
TEKYIIErO0  COCTOSIHUSI ~ WCIOJHEHWS,  apryMEHTUPOBaHHbIM  OOOCHOBaHUEM
HEOOXOJUMOCTH TPOAJIEHUS CpOKa HUCHOJHEHHs JMOO ero ImepeBoja Ha
CPEAHECPOUYHBIA UM JIOJITOCPOYHBIM KOHTPOJIb. [Ipr 3TOM yKa3bIBatOTC KOHKPETHBIN
CPOK HCIIOJIHEHUS, OTBETCTBEHHBIE IIOJUTHYECKHME TIOCYJAaPCTBEHHBIE CIIyKallue
OpPraHU3aLUHA-UCTIOJHATEIIS, & TAKKE OPTaHU3ALMU-COUCIIOIHUTENIEN U JOJKHOCTHBIE
JIIa OPraHU3alnn.

ITo mopyuenusiM, ykazanHbiM B nyHKTe 102-1 Hacrosmux IIpaBun, koTtopsie HE
MOTYT OBITh BBIIIOJHEHbl B YCTAHOBJIEHHBIM CPOK, PYKOBOJIWTEIb OPraHHU3aIUH-



WCIIOJIHUTENSL HE TO3[HEE YCTAHOBJIEHHOIO CPOKa BHOCUT IIMCBMO B  aJpec
pykoBoacTtBa [IpaButenbctBa PecnyOnmku Kazaxctam wmm  PykoBomutenio
Kanuenspun Ilpembep-Munucrpa PecnyOmuku Kazaxcran ¢ yka3aHHMEM TEKYIIETO
COCTOSIHUSI MCIIOJIHEHUS, apTryMEHTHUPOBAHHBIM OOOCHOBaHHMEM HEOOXOIUMOCTU
OPOJJIEHUSI CpPOKAa MHCIIONHEHHs JMOO €ro ImepeBojJa Ha CpPEeJHECPOYHBbIN WIH
JOJATOCpOYHbI KOHTpoJsib. IlpaBurensctBo PecnyOnmmkm Kaszaxcran yBegomuiser
Anmunuctpanuio [Ipesunenta PecnyOmuku KazaxcraH o OpUHATOM MO THUCHMY
pEIICHUH HE MO3THEE IeCATH pabouuX THEH.
Cuocka. [Taparpad 7 nononanen nyHktoMm 103-3 B COOTBETCTBUH C

noctanoBieHueM [IpaButensctBa PK ot 30.11.2020 Ne 809.

103-4. IIpomneHune CpPOKOB WCIONHEHUS IYHKTOB AaKTOB M TOPYYCHHMA
[Ipesuaenta PecnyOnuku Kaszaxcran, PykoBoactBa Anmunuctpanuu IlpesuaeHta
PecniyOnuku Kazaxcran nub0 MX HEpeBOJ]] Ha CPEIHECPOUHBIH WM JOITOCPOYHBIM
KOHTpPOJIb, 32 HMCKJIIYEHUEM IOPYYECHM, yKa3aHHbIX B nyHkTe 102-1 HacTosmmx
[IpaBui, nomyckaroTcst He 6osiee 0AHOTO pasa 1o peuieHuto [Ipesuaenra PecyOnuku
Kazaxcran nnmn PykoBonurens Aamunuctpanuu [Ipesunenra Pecniyonuku Kazaxcran
Ha OCHOBAHMM  OKCHEPTHOIO  3aKJIIOYEHHS]  CTPYKTYpPHOTO  NOAPA3ACICHUS
Anmunuctpanuu Ipesugenta PecnyOnuku KazaxcraH.

[IponneHue CpOKOB MCHOJHEHUs MOPYYEHUM, yKa3aHHbIX B myHkTe 102-1
Hactosimux [IpaBun, nuO0 WX TEpPeBO] HA CPETHECPOUYHBIM WA JIOJITOCPOUYHBIN
KOHTPOJIb JIONyCKaroTCsi He Oosiee ogHOro pasza mo pemeHuto IIpembep-Munucrpa
Pecny6nuku Kazaxcran unm ero 3aMecTuTess.

Caocka. [Taparpad 7 nonoaHeH myHKToM 103-4 B COOTBETCTBUH C
nocrtaHosieHneMm lIpasurenscrBa PK ot 30.11.2020 Ne 809.

103-5. TloBTOpHOE TIPOJJICHUE CPOKA MCIOJIHEHUS MYHKTOB aKTOB M MOPYYEHUMN
[Ipesunenta PecnyOonuku Kazaxcran, PykoBojctBa Anmunuctparuu IIpesumenra
PecniyOnuku Kaszaxcran, 3a MCKIIOYEHUEM MOPYYEHHH, YKa3aHHbIX B myHkTe 102-1
HacroAamux IIpaBwi, nomyckaercss B MCKIKOYUTEIBHBIX CIIy4asx IO PELICHHIO
[Ipesuaenta PecnyOnmukum Kazaxcran wim  PykoBomguTenss  AJIMHUHUCTpaIdd
[Ipesunenta PecmyOnuku Kazaxctan ¢ paccMOTpeHHEM BOIpOca O AUCITUTUTHHAPHON
OTBETCTBEHHOCTH OTBETCTBEHHBIX JOJKHOCTHBIX JIULl OPraHU3aLIHM.

[ToBTOpHOE TIPOIJIEHNE CPOKOB MCIIOJIHEHMS MOPYYEHUM, YKA3aHHBIX B ITYHKTE
102-1 nacrosimux IlpaBui, gomyckaeTcss B UCKIIOYUTEIBHBIX CIydasx MO PEHICHUIO
[Ipembep-Munuctpa PecniyOnuku KazaxcTan uiam ero 3aMecTUTeNsi ¢ pacCMOTPEHUEM
BOIPOCA O JAUCHUIUIMHAPHOW OTBETCTBEHHOCTH OTBETCTBEHHBIX JOJIKHOCTHBIX JIHWIL
OpraHU3aI1u.



Cuocka. ITaparpad 7 nonomaneH myHKToM 103-5 B COOTBETCTBHUU C
noctanoBieHueMm IIpasurensctBa PK ot 30.11.2020 Ne 809.

103-6. [IpennoxkeHue 0 MOBTOPHOM MPOAJICHUH aKTOB U mopy4yeHuil [Ipesnaenta
PecniyOnuku Kazaxcran, PykoBomctBa Anmunuctpaumu [Ipesmpenta PecmyOnuku
Kazaxctam CcO CpOKOM HCHOJIHEHHMS CBBIIIE TPEX MECALEB BHOCHUTCS B
AJIMUHUCTPALUIO [Ipesunenta  PecnyOnuku Kazaxcran OpraHu3aluen-
UCIIOJHUTENEM, a B CIydasX, €CIM 3aTparuBaroTcs monHomouus IIpaBurenbcTBa
Pecny6nuku Kazaxcran, — nocne cornacoBanus ¢ [Ipembep-Munuctpom Pecny6nriku
Kazaxctan (JIMlIOM, HCHOJNHSIIOUIUM €ro OOS3aHHOCTHU) WJIM €ro 3aMeCcTUTEIeM He
MO3/HEE MATHAAIATA PabOUUX JTHEH 0 UCTEUEHHUS CPOKA €ro UCTIOTHEHHUS.

OTBETCTBEHHOE CTPYKTypHOE ToapasaeineHue Anmunuctpauuu I[Ipesnaenra
PecnyOnuku Kazaxctan He mo3aHee aecsiTd paboyux JHEW ¢ MOMEHTa MOCTYIUICHUS
JAHHOTO INIPEIJIOKEHHSI TPOBOAUT INPOBEPKY II0 BOIPOCY BBICHEHUS IPUYUH
HEUCHOJHEHUsT akToB M nopydeHuid Ilpesunenta Pecnybnmuku Kazaxcran,
PykoBoncrtBa Anmunuctpauuu [lpesunenta PecnyOmuku Kaszaxctan u mo ee
pe3ynbTaTam rOTOBUT 3KCIIEPTHOE 3aKIIOYECHUE.

[lonokeHusT HACTOAIIETO IYHKTa HE PACHpPOCTPAHSIOTCS HA IOPYYEHUs,
ykazaHHbie B myHKTe 102-1 nacrosiuux [TpaBui.

Cuocka. [Taparpad 7 nonoaHeH nyHKToM 103-6 B COOTBETCTBUH C
noctaHoBieHueM IIpaBurensctBa PK ot 30.11.2020 Ne 809.

103-7. [IpennosxeHne 0 MOBTOPHOM MPOAJICHUH TIOPYUYEHUH, YKa3aHHBIX B ITYHKTE
102-1 nacrosmux [IpaBui, co CpOKOM UCTIOTHEHHSI CBBIIIE TPEX MECSIIEB BHOCHTCS B
aapec pykoBojactBa I[IpaButensctBa PecmyOmmku Kazaxcran wnm PykoBoauTtento
Kannenspun  Ilpembep-Munuctpa  PecnyOmumku — Kaszaxcran — opranusanueii-
UCTIOJTHUTENIEM He IMO03[Hee MATHaauaTh pabouyux JAHEeW J0 HUCTEYEHMsI CpokKa
VICIIOJTHEHUS.

OTBeTCTBEHHOE CTpyKTypHOE noapasaencHue Kanuenspuu I[Ipembep-Munucrpa
PecniyOnuku Kazaxctan He mo3aHee aecsiTh paboyux JHEW ¢ MOMEHTa MOCTYIUICHUS
JAHHOTO TPEMJIOKEHUS TPOBOJUT MPOBEPKY IO BOIMPOCY BBISICHEHUS MPUYUH
HEHCIIOJHEHNS IOPYUYEHHUS U 110 €€ Pe3yJIbTaTaM TOTOBUT DKCIIEPTHOE 3aKIIOUEHHUE.

Cuocka. [Taparpad 7 nonoaseH myHKToM 103-7 B COOTBETCTBUH C
noctaHoBneHueMm IIpasurensctBa PK ot 30.11.2020 Ne 809.

103-8. B ciywyae BHeceHHs NPEIJIOKEHHUS O MPOMJIECHHUH CpPOKa HCIIOIHEHUS
NYHKTOB akToB W mopydeHuit Ilpesunenta PecnyOnuku Kazaxcrtan, PykoBozacTsa



Anmunuctpaiun  Ilpesunenta PecnyOnmkm  Kazaxcran  Gonmee  AByx  pas,
paccMaTpUBaETCs BOMPOC O HAKA3AHUH MEPBBIX PYKOBOJUTENEH OPTaHU3ALIUN.

Caocka. [Taparpad 7 nonoaHeH myHKToM 103-8 B COOTBETCTBUH C
noctanoByienuem IIpaButensctBa PK ot 30.11.2020 Ne 809.

103-9. IlpoaneHue CpoKOB UCHOMHEHHsS JWYHBIX mnopydyenuil [Ipesugenra
Peciyonmuku  Kaszaxcran ocymectBisiercsi Toiabko IIpesugentom  PecmyOnuku
Kazaxcras.

Caocka. [Taparpad 7 nonoaseH myHkToM 103-9 B COOTBETCTBUH C
noctanoByienuem IIpaButensctBa PK ot 30.11.2020 Ne 809.

104. Axtel u nopydenusi IIpaButennctBa PecnyOmuku Kazaxcran, IIpembep-
Munuctpa PecnyOmuku Kazaxcran wnm ero 3amectureneii u  PykoBoaurens
Kannenspun IIpembep-Munncrpa Pecriyonuku KazaxcraHn cTaBATcs Ha cClenyrolue
BHJIbI KOHTPOJIS:

1) cpouHblli KOHTPOJIb C MOMETKaMH "BEChbMa CpPOYHO" — B TEUEHHE OJHOTO
pabouero AHs cO JHS MNOCTYIUICHHS MOpy4yeHus, "cpouHo", "yCKOpUTh" — HE MO3/Hee,
4yeM 3a TpuU pabouyux JAHsS, €CIM HHOE€ HE YCTAHOBJIEHO COOTBETCTBYIOIINM
IIOPYYEHHEM;

2) KpaTKOCPOYHBII KOHTPOJb, HE TO3/HEE, YeM 3a ISITh pabouyux AHEH A0
YCTAHOBJIEHHOI'O CPOKa MCIIOJIHEHUS, €CIIM MHOE HE YCTAHOBJIEHO COOTBETCTBYIOLIUM
IIOPYYEHHEM;

3) cpemHecpoYHBIM KOHTPOJb, HE IMO3JHEE, YeM 3a JecATh pabouyux AHEH 10
YCTAHOBJICHHOTO CPOKa MCIIOJHEHUsI, €CJIM HHOE HE YCTAHOBJIIEHO COOTBETCTBYIOIINM
IIOPYYEHHUEM;

4) nonrocpouHbI KOHTPOJIb, HE MO3JHEE, YeM 3a JBajauaTh pabouux AHEH 10
YCTAHOBJIEHHOI'O CPOKa MCIIOJIHEHUS, €CIIM MHOE HE YCTAHOBJIEHO COOTBETCTBYIOIIUM
IIOPYYEHUEM.

CpOoKM HCHOJNIHEHUSI TOPYYEHHUH, YCTAHOBJIIEHHBIE B aKTaX M MOPYYECHHUAX
[IpaBurensctBa  PecnyOonmuku  Kazaxcran, Ilpembep-Munuctpa  PecnyOnuku
Kazaxcran unm ero 3amectureneit u Pykosogurens Kanuensapuu [Ipembep-Munucrtpa
PecniyOnuku Ka3zaxcran, ucuucisioTcss B paboyux IJHSIX CO JIHSA UX TMOCTYIUICHHS B
OpraHU3aLHUIo.

B cnydasx, ecniu B IOPYYEHMSIX HE yKa3aHbl CPOKHM, TO OHM HCIIOJHSIOTCSA B
MECSUHBIN CPOK ¢ BHeceHueM uHpopmanmu B aapec [IpaBurensctBa PecmyOmmku
Kazaxcran, Ilpembep-Munuctpa Pecnyonuku KaszaxctaH wim ero 3aMecTUTENeH U
PykoBogutens Kanuenspuu [Ipembep-Munuctpa PecniyOnuku Kazaxcran.



Kontposnbnbsie nopyuenus [Ipesunenta Pecnyonuku Kazaxcran u PykoBogurens
Anvunuctparuu [Ipesunenta Pecnybnmukum Kazaxcran ¢ pe3omonusMu K HUM
[Ipembep-Munuctpa Pecnyonuku Kazaxcran, ero 3amectutenet u PykoBoautens
Kannensipuu  [Ipembep-Munuctpa  PecnyOnuku — Kazaxctan — ucnosiHAIOTCS
opraHuzanusMu He mno3gHee 20-TJHEBHOrO cpokKa €O AHS TOpYYEHUs, €CIU B
NOPYYEHUSX HE YCTAHOBJIEHBbI HHbIE CpOKH. OpraHuszanus — COUCHOJHHUTEIb
HaIpaBJsieT CBOI MH(GOPMAIMIO OTBETCTBEHHOW OpraHM3aIlii — HWCIIOJHHUTEIIO HE
IIO3/THEE, YEM 3a IISATh THEW J10 UCTEYEHHNsl YCTAaHOBICHHOTO CPOKa.

105. Cpoku WHCHOJHEHUS NPOTOKOJBHBIX MMOPYYEHUH, COAEpKAIMXCI B
nporokonax 3acenanuil [IpaBurenbctBa PecnyOnmku Kazaxcran u coBemanuii 'y
I'maBel rocynmapctBa, pykoBoacTBa IlpaButensctBa PecnyOmumku Kazaxcrtan wu
PykoBogutenss  Kannenspuun  Ilpembep-Munuctpa  PecnyOmuku — Kazaxcraw,
UCYHCIISIIOTCSL CO JIHSI TIPOBEACHMS 3aceianus (coBemanus). B Tom cinyuae, ecnu Ha
3aceaHuy (COBENIaHMM) ObUT HAa3BaH CPOK HCIIOIHEHUS KOHKPETHOTO MOPYYEHHS, TO
COOTBETCTBYIOIIME OpPraHU3AlMH, B aJpec KOTOPHIX OBUIO JAaHO MOpPYYEHHE U
MPEJCTABUTENMN KOTOPHIX MPUCYTCTBOBAIIM Ha 3aceJaHUU (COBEILIAHHHM ), PUCTYIIAIOT K
WCIIOJIHEHUIO TIOPYYEHHUI cpa3y IMocie 3aceqaHus (COBEUIaHMs), HE JI0XKHUAASICH
MOCTYIJICHUSI K HUM MPOTOKOJIA 3aceaHus (COBEIIaHMS).

106. KoHTpoab HUCHIOJIHEHUSI TOKYMEHTOB IO CYIIECTBY BOIIPOCA BO3JAraeTcs Ha
PYKOBOJUTENEN CTPYKTYPHBIX MOAPA3AEICHUN UITN JOJKHOCTHBIX JIHII.

KoHTponp 3a cpokaMu HUCIOJHEHUS AOKYMEHTOB, 32 CPOKaMH PacCMOTPEHUS
oOpailleHnii, COOOIIEHU, 3alpOCOB, OTKIMKOB W TMPEIJIOKCHUN (PU3NUECKUX U
IOPUIMYECKUX JIUI] OCyIIeCTBIIsIeTCs ciyxk0oi [JOY.

Cnocka. I[Iynkr 106 — B penakuuu nocranosienus IIpaBurenscrBa PK ot
31.08.2022 Ne 630 (BBOAMTCS B ICHCTBUE TT0 UCTEUYCHUHN JECATH KaJCHIAPHBIX THEH
TIOCJIC JTHS €T0 MePBOro OPHUIIMATILHOTO OITyOJIMKOBAHUS ).

107. Tlpm opranuzanud KOHTPOJS MCHOJIHEHHsS uUcHoib3yiloTcss PKO.
KoHTposibHasE KapTOTE€Ka CUCTEMATU3UPYETCS MO CPOKAM MCHOJHEHUS JOKYMEHTOB,
UCIIOJIHUTEIISIM, TpyIIaM JOKYMEHTOB.

108. JIokyMEHT CHMMAeTCsl C KOHTPOJS PYKOBOJIWTEIEM, IMOCTABUBIIMM €r0 Ha
KOHTPOJIb, WJIK 110 €T0 MOopy4YeHHUIo — ciryxo0ii JJOY.

109. Ilpu cmene pykoBoauteneit ciayk0bl [IOY u CTpyKTypHBIX MOJpa3iesICHUA
JOKYMEeHThl W jena, a Takke PK® k HUM mepeAaroTCs BHOBb Ha3HAYEHHOMY
PYKOBOJMTENIO WJIM OTBETCTBEHHOMY JOJDKHOCTHOMY JIMI[y IO aKTy IpUeMa-
Nepeaayn.

Ilaparpad 8. Ilopsaok yuyeTa u XpaHeHUsI MeyaTeil, ITAMIOB U 0JJAHKOB



110. Yuer, ucnonb3oBaHHE, XpPaHEHHE WU YHUYTOXKEHHE I€YaTHO-OJIaHOYHON
MPOAYKIMHU, IIeyaTed, IITAMIIOB, NOMJICKAINUX 3alIATE, W CPEACTB 3allMThI
JOKYMEHTOB OCYIIECTBISIFOTCSA JOJDKHOCTHBIMM JIMIIAMHM, HA3HAYAEMBbIMHU TNPHUKAa3aMH
(pacniopspKeHUSIMU ) pYKOBOAUTENEH OpraHu3alui.

111. TocynapcTBeHHasi opraHu3anus HMEET OJHY Ile4aThb € H300pa’keHueM
I'ocynapctBennoro I'ep6a Peciyonuku KazaxcraH.

[Ipy HEoOXOAMMOCTH  CTPYKTYpPHBIE TMOJAPA3JEICHUS T[OCYJapCTBEHHOU
OpraHu3alMd UMEIOT TiedaTu (ImTammbl) ¢ u3oopaxkenuem ['ocymapcrBerHoro I'epba
PecniyOnnku KazaxcrtaH M OMHAKOBBIM TEKCTOBBIM COJIEP)KAHHEM, TEKCTOBAsl YacTh
JIOTIOJTHSIETCSI TOPSIKOBBIM HOMEPOM UJTU CUMBOJIOM (CUMBOJIAMHU).

112. Yyet neuyaTtHO-01aHOYHON MPOAYKIIMH, MTOAJIEKAILEH 3alIUTE, B TOM YHUCIIE C
nzoopaxenueM ['ocynapcrBenHoro I'epba Pecnyomuku Kaszaxcran, Benercs B
COOTBETCTBYIOIIMX PETUCTPALMOHHBIX YYETHBIX (opMax: >KypHajlaX, KapToukax MU
ABTOMATU3HPOBAHHBIX HMH(OPMAIIMOHHBIX CHUCTEMax, YypHaje yd4eTa U BbIJAUH
MeYaTHO-0TaHOYHOM NPOAYKUMHU, MOAJIekKallell 3amure, Mo (opMe COIIacCHO
npuiioxkeHuto 18 k Hacrosmmm [IpaBunam.

XKypnain ydyeTa u BbIJ1auu [1€4aTHO-0JAHOUHOMN MPOAYKIHMH, MOJIEKAIIECH 3alIUTe,
3aBOJUTCS Ha KaXAbIM BUJ ME€YaTHO-OJJAHOYHOM MPOIYKIMH, MOAJEKAIICH 3aliuTe.
bnanku ¢umek ¢ nzodpaxenuem ['ocyaapctBenHoro I'epba PecnyOnuku Kazaxcran
HE IIOJIEKAT CIIELUAIbHOMY YUeTy.

113. Bpigaua OnaHKOB, MOJJIEKAIIMX 3allUTE, MPOU3BOAMUTCS MOJA PACIUCKY B
COOTBETCTBYIOIIMX  PETUCTPALMOHHBIX YYETHBIX (opmax, MpPeayCMOTPEHHbBIX
BEJIOMCTBEHHBIMU MHCTPYKLUSIMU OpraHU3alUM.

114. Ilpu H3roTOBIEHUU KOMUU JOKYMEHTOB, O(DOPMIICHHBIX Ha OJIaHKax ¢
nzoopaxenuem  locymapctBenHoro  I'epba  PecmyOnmkm — Kaszaxcran, wu
IPEIHA3HAYCHHBIX I PAaCChUIKM, NPOCTABISIOTCS HOMEP SK3eMIUIpa M Iedarh
OpraHU3aLMH.

115. PasMHOXeHHE W KOMUPOBAHHME CPEACTBAMHU OIEPaTUBHON mnonurpaduu
HE3arO0JHEHHBIX OJIAHKOB, MOJJIEKAINX 3aLIUTE, HE JOMYCKAIOTCA.

116. Yuer meuaredi, IITaMMOB, IMOJICKAIIUX 3alldTe, M CHEUAJIbHOM
MITEMIENIbHOW KpPAaCKM C XMMUYECKHMMH J1I00aBKaMH, WUMEIOIIMMHU HHAMBUAYaJIbHbIC
CBOMCTBA C LENbI0 3aIUTHI OT MOJJEIKH, a TaKXKE€ MX BblJada BEAYTCA B JKypHaJe
ydyera M BBbIJA4M TedaTed, mTammnoB ¢ u3oOpaxenuem ['ocynapcrBennoro ['epOa
PecnyOmmuku Kaszaxcran u crenMaibHON IMITEMITETBHON Kpacku Mo (opMe COTJIACHO
npuioxeHuto 19 k Hacrosamum [IpaBunam.

117. Yuer nepbeBbIX aBTOPYYEK, 3alPaBICHHBIX CHEUUAIBHBIMA YEPHWIAMH C
XUMUYECKUMHU 100aBKaMu, UMEIOIIMMHI WHIUBUyaJIbHbIE CBOMCTBA C 1I€JIbIO 3aIUThI



OT MOJJICJIKU MOANUCEN TOKHOCTHBIX JIMII, U UX BblJaya BEAyTCA B )KypHaJe ydyera u
BBIJIa4M TIEPHEBBIX aBTOPYUYEK, 3aMPaBICHHBIX CHEIUAILHBIMHU YEePHIIAMH, TI0 (hopme
coryiacHO npuioxeHuto 20 k HactosmuM [IpaBunam.

118. 3aroioBKu perucTpallMOHHBIX YYETHBIX (POPM BKIIOYAIOTCS B HOMEHKIIATYPY
JieJ]1 OpraHu3aluu.

JIucThI )KypHAJIOB HYMEPYIOTCS, MPOLIMBAIOTCS U ONEYATHIBAKOTCA.

119. Ilepenaua npyromy HOJDKHOCTHOMY JIMIY HEWCIIOJNb30BAHHOW IEYATHO-
OJIaHOYHOM MPOIYKIIUY, MeYaTei, MTaMIOB, MOAJEKAIIUX 3aIIUTe, a TAKXKE CPEICTB
3aIUTHI JOKYMEHTOB M PETUCTPAIIMOHHBIX YIETHBIX (DOPM K HUM O0(OPMIISIETCSI aKTOM
npuema-nepeayd  Me4yaTHO-OJJaHOYHOM — TPOJYKIWH,  Tedarei,  IITamIloB,
MOJICIKAIINX 3aIIUTE, CPEJCTB 3aLIUTH JOKYMEHTOB U PETHCTPALMOHHBIX YYETHBIX
dbopm Kk HUM 10 popme cornacHo npuinoxkeHuto 21 k HacTosmuMm [IpaBunam.

120. [TeuaTHO-ONMaHOYHAS MIPOITYKIIMS, TT€YATH, IITAMIIBI, TTOJIEKAIUE 3aAIIUTE, U
CpeACTBa 3allUThl JIOKYMEHTOB XpaHATCA B OIE€YaThiBa€MbIX ceildax wuim
METATMYECKUX MmKadax.

121. YHUUTOKEHNE UCIOPYEHHOM MEeYaTHO-0JIaHOYHOW MPOIYKIIMH, MMOJIeKaAEH
3alllATe, MPOU3BOJUTCA C COCTAaBJIEHHMEM aKTa O BBIICJIIEHUM K YHHUYTOXXCHHIO
UCIIOPUYEHHBIX YK3EMIUIAPOB ME€YaTHO-OJAHOYHON MPOAYKIIMH, TOAJIEKAIIECH 3aluTe,
no ¢opMe COIIACHO MPWIOKEHUI0 22 K HacTosmuM [IpaBuiaM, U MpocTaBICHUEM
COOTBETCTBYIOIIMX OTMETOK B JKypHaJax ydyeTa W BbIIAUM ME€4aTHO-OJaHOYHOM
NPOAYKIINH, TTOJJIEKAIIEH 3allUTE.

122. YHUYTOXKEHUE TTeYaTEN U IITAMIIOB, MMOJICKAIIMNX 3aIIUTE, TPOU3BOJIUTCS C
COCTaBJICHMEM aKTa O BBIJCJICHUH K YHUYTOXKCHHUIO T[€YaTel MW IITaMIIOB,
MOIeXKAIIMX 3alIUTe, 0 (OpME COTJIaCHO MPUIOKeHUIo 23 K HacTtosmuM [IpaBunam,
U MIPOCTABJIEHUEM COOTBETCTBYIOIIUX OTMETOK B XKYpHAJI€ y4€Ta W BbIJAUu IMEYaTew,
mramMrnoB ¢ u3obpaxenueM [ocymapcrBenHoro ['epba PecnyOmmku Kazaxcran wu
CIICLIMAJIBHON IITEMIIEIIBHOM KPACKH.

123. YHUYTOXKEHHUE CPEACTB 3AIIUTHI JOKYMEHTOB (B TOM YHCJIE EMKOCTH U3-TI0J
CIICHUAIBHBIX YEPHWI M IITEMIEILHON KpPAaCKW, HUCIOPYEHHBIE IITEMIIEIbHbIC
MOJYIIKH, 3alpaBJICHHBIC CHCIUAIBHBIMU IITEMIEILHBIMUA KpackaMu, TEpheBbIC
aBTOPYYKH, 3allpaBlICHHbIC  CHEUUAIBHBIMU  UYEpPHUJAMU) TPOU3BOJUTCA  C
COCTAaBJICHHEM aKTa O BBIJEICHUN K YHUYTOKEHHUIO CPEICTB 3alIUThI JIOKYMEHTOB, 110
dopme cormacHo mnpuiokeHuto 24 k HactosmmM I[lpaBunam, u TpocTaBieHHEM
OTMETOK B COOTBETCTBYIOIIUX KYpHAJIaX y4yeTa U BbIIAUH.

124. TIpu peopranuzanuu Uid JUKBUAAIUN OpPTraHU3alUH, IPUHITHU PEIICHUS O
CHATUU C yyeTa (uimana (IpeacTaBUTENIbCTBA) YHUUYTOXKEHHE HEUCIOJIb30BAaHHOM
Ne4YaTHO-0JIAaHOYHOM MPOAYKIIMH, MeYaTeH, IITaMIIOB, MOAJEKAIINX 3aIUTE, a TAKXKe



CPEICTB 3alIUTHl JOKYMEHTOB IMPOU3BOJUTCS C COCTABJICHHEM aKTOB, MO (opmam
COrjacHO mnpuijoxeHusMm 23, 24, 25 k HactosamuM IIpaBuiam, yTBEpKIaeMbIX
PYKOBOJMTENIEM OpraHU3AlMM WM TpelcenaTeseM JIMKBUIAIMOHHOW KOMHUCCHH, U
IIPOCTABIIEHUEM OTMETOK B COOTBETCTBYIOIIMX KYypHajaX y4eTa U BbIJAuH.

YHUYTOXKEHHE WIM  JalibHEWIlee  XpaHEHHe  KYpHAJIOB U JIPYTUX
PErHCTPALIMOHHBIX  Y4YETHBIX (OPM  OCYIIECTBIAIOTCS B  COOTBETCTBUM  C
3akoHOAaTenbCTBOM PecnyOmmku Kazaxcran mo coriacoBaHHIO C YIOJHOMOYEHHBIM
OpraHoM WJM  MECTHBIM  HUCIOJIHUTEIBHBIM  OpraHoM  OOJIaCTH, TOpOJIOB
pecnyOIUKaHCKOTO 3HAYEHUS U CTOJIUIIHI.

125. [IpoBepka HaTUUHs IK3EMILIIPOB MeYaTHO-0JaHOYHOM MPOAYKIUH, TIeHaTei,
IITAMIIOB, MOJJIEKAIINX 3aIUTE, U CPEICTB 3AIIUTHI JTOKYMEHTOB IPOM3BOJUTCS HE
peXe OJHOrOo pa3a B TojJ KOMHUCCHEH, CO3/1aBaeMOM MpPHKa3oM (pacrlopsKeHHEM)
pykoBoauTens oprau3auuu. OTMETKM O pe3ynbTaTax IPOBEPOK IPOCTABISIOTCS B
KypHAJIaX yyeTa M BbIJA4YM CcOrJIacHO mnpwioxkeHuam 20, 21, 22 x HacTosmmm
[IpaBunam.

126. IIpu yrepe nmeuvaru (mramna) ¢ uzodbpaxkenuem ['ocynapctBeHHoro ['epba
PecnyOmnnku Kazaxctan npeanpuHUMArOTCs BC€ HEOOXOAMMbIE MEphI MO PO3BICKY, B
cllydae OTPHULIATEIBHOIO pe3ysbTaTa poO3bICKA COCTaBISETCS akT 00 yTepe
POU3BOJIBHON (POPMBI, YTBEPKAAEMBIN PYKOBOJIUTEIEM OpraHU3aI1H.

Haparpa(]) 9. HOpﬂ)IOK COCTABJICHHUS HOMCHKJIATYPLI J1€J1, (])opanOBamm U XpaHEHHUHA J1€J1

127. HomenknaTypa Aesl MNpeJHa3HadyeHa JUIsl TPYHIUPOBKH HCIHOJHEHHBIX
JOKYMEHTOB B JI€JIa, CACTEMATU3ALMH U y4eTa JIEJ, ONIPEAEIICHUs] CPOKOB UX XPAHEHUS
U SBJISIETCS. OCHOBOWM I COCTABJICHHMSI ONMUCEN J€J IMOCTOSHHOTO M BPEMEHHOIO
(cBpime 10 ser) xpaHeHus, a Takxke yuera jen BpemMeHHoro (mo 10 jer
BKJIFOUUTENILHO) XPaHEHHUS.

128. B HOMEHKNaTtypy [ejl BKIIOYAIOTCA BCE JOKYMEHTBI, CO3/aBa€MbI€ B
OpraHu3allid ¥ TOCTYMAOIIUE B OPraHu3aluio. JJIEKTPOHHBIE JOKYMEHTBHI M 0a3bl
JAHHBIX BKJIFOYAOTCS B HOMEHKJIATYPY J1€7 Ha OOLIUX OCHOBAHUSX.

129. B HomeHnknatype aen ¢ukcupyercss ¢opMa JOKYMEHTa — DJIEKTPOHHAS C
yKa3aHUeM HOCUTENs HH(OpMaIuy uin OymMaxHasl.

130. ITpu cocraBieHNH HOMEHKIJIATYPBI €71 PYKOBOACTBYIOTCS YUPEIUTEIbHBIMU
JOKYMEHTaMH, TMOJOXKEHUSIMU O CTPYKTYPHBIX MOAPA3ACICHUAX, JAOLKHOCTHBIMU
UHCTPYKIUSMU  paOOTHHUKOB, THUIOBBIMHM, OTPACIEBBIMU  (BEJOMCTBEHHBIMM)
NEPEUHSIMH JOKYMEHTOB C YKAa3aHUEM CPOKOB XPAHEHHS, TUIMOBBIMU (MPUMEPHBIMH)
HOMEHKJIaTypaMu I, CTPYKTYpOi (IITaTHBIM pacClMCaHUEM ), TIJIaHAMU U OTYETAMH O
paboTe, M3y4yaloTCs BHJbI, COCTaB U COACpKAHHE JOKYMEHTOB, OOpa3ylouuxcs B
NEeATEIbHOCTH OpPTraHn3aluy.



131. Homenknatypa nmen mo (opme, COrjacHO MPHUIOKEHHIO 26 K HACTOSIIAM
[IpaBunam, coctaBisiercss He mno3mgHee 10 mexkaOps  KaJleHIapHOTO Toja,
MPEAIIEeCTBYIONIErO CIeAYIOEMY KaleHAapHOMY roay, ciyxo6oi JIOY Ha ocHoBe
HOMEHKJIATyp nen CTPYKTYPHBIX noipasiejeHuH, IIPE/ICTaBIICHHBIX
COOTBETCTBYIOIIUMHU MOPA3ICTCHUSIMHU.

Cuocka. ITynkr 131 — B penakuuu nocranoBienus [IpaButenscrBa PK ot
31.08.2022 Ne 630 (BBOAMTCS B ACHCTBUE IO UCTCUCHUH JACCATH KaJCHIAPHBIX THEH
MOCJIE JIHSI €T0 MEePBOro OPUIIMATBLHOTO OMYOJIMKOBAHMS).

132. BHOBb cO34aHHOE MOJpa3JeiCHHEe B MECSYHBIA CpPOK pa3padaTbiBaeT
HOMEHKJIATypy JeJ OApa3IeNICHUs U IPEICTABISIET e¢ B ciayk0y JIOVY.

133. Homenknatypa Aen opraHu3aluyd MOAMUCHIBACTCS PYKOBOAUTEIEM CITYKObI
JIOY, cornacoBbIBaeTCsl € SKCIEPTHOM Komuccuen opranuzanuu (namee — IK),
AKCIIEPTHON TMPOBEPOUYHON KOMHUCCHUEH TOCYIapCTBEHHOIO apxuBa (MECTHOTO
ucroyHuTeNbHOrO oprana) (ganee — JIIK), B KOTOpbINl TOKYMEHTHI MepearoTcs Ha
MOCTOSIHHOE XPaHEHHE, 3aTeM YTBEp)KIaeTcs (He MO3JHEe KOHIA TEKYIIEro roja)
pykoBoauteneM oprann3auun u BHocutcss B COJl u MC DA. CornacoBsiBaercs
HOMEHKJIaTypa JIeJl C TOCYJapCTBEHHBIM APXWBHBIM YUPEKICHUEM HE PEKE OIHOTO
pasa B 5 JieT, eclii He ObLIO KOHIENTYaIbHbIX U3MEHEHUM B HOPMATUBHBIX MPABOBBIX
aKTax, PyHKIUSIX U CTPYKTYPE OpraHU3aIUU.

Opranuzaiuu, He SBISIONIMECS HCTOYHMKAMHM TNOMNOJHEHWs HalmoHalbHOTO
apxuBHOTO (hOHAA, MOTYT MPEACTABISITH HOMEHKIIATYPHI Jien Ha coryacoBanue JIIK
YIOJHOMOYEHHOTO OpraHa, MECTHBIX HCIIOJTHUTEIBHBIX OPTaHOB 00JlacTei, rOpojoB
pecnyOIUKaHCKOTO 3HAYeHUS U cTOMIBl mii DK apxvBa HapaBHE ¢ OpraHU3aAIUsSIMU-
HMCTOYHUKAMU.

Cuocka. Ilynkr 133 — B penakuuun nocranosienus IIpasurensctea PK ot
31.08.2022 Ne 630 (BBOAUTCS B ICUCTBUE TTO UCTEYEHUHU JECATH KaJCHIAPHBIX THEH
MOCJIE JIHSI €T0 MEePBOro OPUIIMaTBLHOTO OMyOJIMKOBAHUS).

134. HoMenknaTypa Jien meyaTaercsi B HeOOXOJUMOM KOJIMUECTBE HK3EMILISPOB.
OnuH 3K3EMIUIAP YTBEPKICHHON HOMEHKJIATYPHI JI€J1 XPAHUTCS B TOCYJaPCTBEHHOM
apXuBe, C KOTOPHIM OHA COIJIaCOBBIBAIACH.

135. HomeHknaTypa Jeia B KOHIIE KaXJOrO Trojila YTOYHSAETCS, COTJIaCOBBIBAETCS
OK opranuzauuu, yTBEpKIAETCS PYKOBOJIWUTEIIEM OpraHU3allid W BBOJWUTCS B
neicTBre ¢ | ssHBapst CIEeayIOIIEro roja.

Cnocka. IIynkr 135 — B penakuuu nocranoBienus [IpaBurenscrBa PK ot
31.08.2022 Ne 630 (BBOAMTCS B IEUCTBUE TTO UCTEUEHUHN JIECITH KaJE€HIaPHbIX THEH



MOCJIE JIHS €r0 MEePBOro OPUIUATIBHOTO OIMyOJIMKOBAHUS).

136. Ha3BanusiMu pa3fesioB HOMEHKJIATYphl JeNl SIBJSIOTCS HauMEHOBAHUS
CTPYKTYPHBIX TMOAPA3JCICHUNA, KOTOPHIE pacHoJiaraloTcsi B COOTBETCTBUU C
YTBEPKJICHHON CTPYKTYpOW opraHu3auuu (mratHoe pacnucanue). IlepBblil pasgen
HOMEHKJIATYyphl JIeJl BKJIIOYAET 3arojOBKH JEJ, COAEpKAIIUE PacHOpSAUTEIbHYIO
JOKYMEHTAIMI0O W JIOKYMEHTBbl  KOHCYJbTaTUBHO-COBELIATEIbHBIX  OPraHOB,
BO3IJIABIISIEMBIX PYKOBOJICTBOM.

137. JoxyMeHThl QuinanoB (IpeacTaBUTENbCTB) BHOCATCA B KQU€CTBE Pa3/iesioB
B HOMEHKJIATypy JieJl OpraHu3alluu.

CaMOCTOSITENBHBIM  Pa3eIOM HOMEHKJIATyphl €Nl SIBJIETCS HauMEHOBaHUE
00111eCTBEHHBIX 00beIMHEHUH. JlaHHBIN pa3en pacmosiaraeTcsl mocjie BCeX pasJiesioB
HOMEHKJIATYphI J€JI OpraHu3aliu.

Cnocka. ITynkr 137 — B penakuuu nocranoBienus [IpaButensctBa PK ot
31.08.2022 Ne 630 (BBOAMTCS B ICUCTBUE 110 UCTEUYCHUHN JECATH KaJCHIAPHBIX THEH
TIOCJIE JIHS €T0 MEePBOro OPHUIIMATILHOTO OITyOJIMKOBAHUS ).

138. [Ins opraHu3anuu, HE UMEIOIIEH CTPYKTYpbl, HOMEHKJIATypa JeJl CTPOUTCH
[0 MPOU3BOJCTBEHHO-OTPACIEBOW WM (PYHKIMOHAIbHOU cxeme. HammeHoBaHus
pa3ziea0B COOTBETCTBYIOT HAIIPABICHUAM JACATEIBHOCTH OPTraHU3aALIH.

139. [Ins mnOIBEAOMCTBEHHBIX OPraHU3alMii C OJHOPOJHBIM COCTaBOM
JOKYMEHTOB ciyx60ii JIOY BblecTosiero opraHa (BBIIIECTOSAIIEH OpPraHU3alMN)
pa3pabaThIBalOTCs TUIOBBIE (MPUMEPHBIE) HOMEHKIATYpPHI Aeil. Takue HOMEHKIIATypbl
MOJJIEXKAT  COIJJaCOBAaHUIO C  YINOJHOMOYEHHBIM OpraHOM WJIM  MECTHBIMHU
UCIIOJIHUTEIFHBIMU OpraHaMu OO0JIacTei, TOPOJIOB PECIyOJIMKAHCKOTO 3HAYEHUS H
CTOJIULIBI.

140. Cpoku XpaHEHHS FJNEKTPOHHOU PETrMCTPALIMOHHOW KOHTPOJBHOW KapTOUKHU
COOTBETCTBYIOT CPOKaM XpaHEHUS DJEKTPOHHBIX JOKYMEHTOB. OJIEKTPOHHBIE
PEruCTPallMOHHBIE KOHTPOJIbHBIE KAapTOUKH XPAHSATCS COBMECTHO C AJIEKTPOHHBIMHU
JOKYMEHTaMH,  COOTBETCTBYIOUIMMH  PETUCTPALMOHHBIMU  CBUAETEIbCTBAMU
ANIEKTPOHHBIX HUMPOBBIX MOJANUCEH, YBEIOMJICHUSMU-KBUTAHIUSAMU O JOCTaBKE
JAHHBIX 3JIEKTPOHHBIX JJOKYMEHTOB.

141. Cpoku xpaHeHUSs SIECKTPOHHBIX JOKYMEHTOB U 00513aT€ILHOCTH O(OPMIICHUS
OYMa)XKHBIX TOJJIMHHUKOB JOKYMEHTOB YCTaHABIUBAIOTCS TEPEYHEM THITIOBBIX
JOKYMEHTOB, 00pa3yomuxcs B JEATEIbHOCTH roCcyJ1apCTBEHHBIX u
HEroCy/IapCTBEHHBIX OPraHM3alMi, C YKa3aHUEM CPOKOB XpaHEHUSs, YTBEPKAAEMbIM
YIOJHOMOYEHHBIM OPraHOM.



DJNEeKTPOHHBIE JOKYMEHTHI, B TOM 4YHCJIE BJIOKEHHbIE (ailnbl, xpanarca B COJl B
TOM QopmaTe, B KOTOPOM OHU ObUTH C(HOPMHUPOBAHBI, OTIPABICHBI U MOIYYEHBI, C
o0ecrie4eHneM  OJIHOBPEMEHHOTO  XpaHEHHUA C(HOPMUPOBAHHBIX  AJIEKTPOHHBIX
U POBBIX MOANUCEHN MO/ COOTBETCTBYIOIIUMU 3JIEKTPOHHBIMH JIOKYMEHTAMHU.

Cuocka. I1yHkT 141 — B penakuuu nocranosienus [IpaBurensctBa PK ot
31.08.2022 Ne 630 (BBOAMTCS B ICUCTBUE TT0 UCTEUCHUHU JECATH KaJCHIAPHBIX JTHEH
MOCJIE JIHS €T0 MEePBOro OPUIIUATIBHOTO OIMyOJIMKOBAHUS).

142. Tlpu ynopsnoyeHWH SIEKTPOHHBIX Komuid TokyMeHToB B MC DA oHu
JOJKHBI POPMUPOBATHCS UACHTUUHO OYMaXKHBIM MO TUHHUKAM.
Cnocka. I[lynkr 142 — B penakuuu nocranoBienus [IpaBurenscrBa PK ot
31.08.2022 Ne 630 (BBOAUTCS B ICUCTBUE MO UCTEYEHUHU JECATH KaJCHIAPHBIX THEU
1OCJIE JHS €r0 MEPBOro OPUIIMATBHOTO OITyOJIMKOBAHUS).

143. XpaHeHue DIEKTPOHHBIX JOKYMEHTOB CONPOBOXKIAETCS XPaHEHUEM
COOTBETCTBYIOIIMX 3JIEKTPOHHBIX 0a3 JaHHBIX, UCIOJb30BAHHBIX OTKPBITHIX KIIIOUYEH
ANEKTPOHHBIX IU(POBBIX MOAMUCEN (PETUCTPALIMOHHBIX CBUIETEIBCTB 3JIEKTPOHHBIX
IU(POBBIX MOANUCENH) M MPOTpamMM, PEaNM3YyIOIUX Mpolecchl (OPMUPOBAHUS U
IPOBEPKU 3JIEKTPOHHBIX HUPPOBBIX MOANUCEN JIEKTPOHHBIX JOKYMEHTOB.

144. Jlns OTKPBITBIX KJIIOYEH AJIEKTPOHHBIX UU(QPOBBIX MOANHUCENH B
rocyfgapctBeHHbIX opraHax u YII I'O xpassTcss opopMiieHHbIE B yCTaHOBJICHHOM
MOpSIIKE  JOKYMEHThl  (PErucCTpallMOHHBIE  CBHUJIETEIBCTBA), MOATBEPKIAIOIINE
NPUHAJIEKHOCTD TAHHBIX KIIFOYEH KOHKPETHOMY ydyacTHUKY CO/I.

JI1st Ka)Kaoro OTKPBITOTO KIII0OYa XpaHUTCs MH(pOpManus 0 Hayajle U OKOHYaHUU
cpoka ero pgeuctBusa. llpm 3TOM 1OCTYym K MaccMBaM OTKPBITBIX — KIIFOUEH,
HaxOJSIUMXCSI HA  ONEpPaTUBHOM  (BEIOMCTBEHHOM) apXHWBHOM  XPAaHEHHH,
OTrpaHUYMBAETCS.

CoxpaHHOCTb, HaJJIeXkalllee HCIIOJIb30BaHUE HOcUTeNned uHpopMmauuu ¢
3aKPBITBIMU (CEKPETHBIMH) KIIFOUAMU AJIEKTPOHHOM HMGPOBOWM moanucH (fanee -
KJIFOUEBOW HOCHUTENB), @ TAKXKE MCIOJb30BAHUE 3aKPBITHIX (CEKPETHBIX) KIIOUYEH
AIIEKTPOHHBIX LIU(PPOBBIX MOANUCEN U UX 3aIIUTa OT HECAHKIIMOHUPOBAHHOTO J0CTYyTa
BO3JIAraloTCs Ha BIIAJENbLEB PETUCTPALIMOHHBIX CBUIETEIBCTB.

145. Tlpu XpaHEHUU OHIEKTPOHHBIX JIOKYMEHTOB O0O€CIeYMBacTCsl MNpPUBSA3KA
(cMHXpOHM3aLKA) SIEKTPOHHBIX JIOKYMEHTOB U COOTBETCTBYIOIIMX OTKPBITHIX KITFOYEH
AIIEKTPOHHBIX LHU(PPOBBIX MOIIHUCEH.

146. VYuactHuku CDJl oOecrneyuBaOT 3alllUTy OT HECAHKIMOHUPOBAHHOIO
J0CTyIa, HEMPEAHAMEPEHHOTO YHUUTOXEHUS U (MJIM) UCKaKEHHSI YUYETHBIX JaHHBIX,



COACPIKAIINXCA B 0azax JaHHBIX, a4 TAKKEC 00ecreynBaroT CO3IaHNC PE3CPBHBIX KOITHM
QJICKTPOHHBIX JOKYMCHTOB.

amura uHQOpMAIMK  (NEKTPOHHBIX  HMH(MOPMAIIMOHHBIX PECYpCOB) B
WH(GOPMALIMOHHBIX CHUCTEMaX, B TOM YHCIE B apXHWBaX O3JEKTPOHHBIX TOKYMEHTOB,
CpeICTB KpunTorpaduyueckoil 3ammTbl HHPOPMAIUH, pEANTU3YIOIUX MPOIece
dbopMHUpOBaHUSA U MPOBEPKU ANEKTPOHHOM IIU(MPOBOM MOATUCH (CPEICTB IIEKTPOHHOM
udpoBOM MOANKUCH, KPpUNTOrpadhUYECKUX KIHOYEH), OCYIIECTBISETCS COBMECTHO C
opranuzauuen, oskcmutyatupyromeid COJI, yuactHukamu COJl B mopsake,
YCTAHOBJICHHOM HOPMAaTUBHBIMU TPABOBBIMH aKTaMU YIOJHOMOYEHHOI'O OpraHa B
chepe obecrieueHuss HOOPMAITMOHHONW OE30MTaCHOCTH.

147. TocygapCTBEHHbIE OpraHbl OO0ECIEUMBAIOT JOCTABKY 3JICKTPOHHBIX
JOKYMEHTOB 00BbeMOM He Oosiee 95 MO, KOIMYECTBO BIOKEHUN KOTOPOro HeE
npessbimaet 80 daiinos.

IHaparpad 10. Ilopsinok opopMiIeHUS HOMEHKJIATYPHI e

148. B HOMeEHKnaTypy Jen BKIKOYAKOTCSA 3arojIOBKM JEN, OTPAKAIOIIUE BCE
JOKYMEHTHUPYEMBIE YUACTKU PaOdOThl OpraHu3alii, B TOM YUCIE JUYHBIE JENa, ONUCH
nen, PK®, KOHTpoJIbHO-CIIpaBOYHbBIE, TEMAaTUYECKHE KapTOTEKH, a Takxke 0a3bl
JTAaHHBIX.

[leyaTHble U3AaHNS B HOMEHKJIATYPY /€] HE BKIKOYAIOTCS.

149. B rpade 1 HOMEHKIATYpHl A€ MPOCTABISIOTCS WHIEKCHl Ka)XJI0ro Jeina,
BKJIFOUEHHOTO B HOMEHKJaTypy. MHaekc nena cocTtout u3 nudpoBOro 0003HAYEHUS
CTPYKTYPHOTO MOJpPA3[CICHUs] M TMOPSJAKOBOTO HOMEpa 3arojioBka Jiena 1o
HOMEHKJIAType Jied B Mpeaenax CTPYKTYPHOTO MoJApasleieHusl. DJIEeMEHThl MHJEKca
OTJIIETISIFOTCS IPYT OT Jpyra AePUCOM.

B HOMeHknaType nen pEeKOMEHAYETCS COXPaHATh MOPANOK PaCIOJIOKEHUS
OJTHOPOJHBIX JIed B TMpeAenax pasHbIX CTPYKTYPHBIX MOJpa3fesieHud, s
NEPEXOAAIIMX JAEJI NHAEKC COXPaHAETCS.

150. B rpady 2 HOMEHKIATypbl Je] BKIKOYAIOTCA 3aroJ0BKH A€l (TOMOB, YacTel).

TpeOGoBaHus K 3ar0JIOBKY:

1) 3arosoBoK Jiena JAOJDKEH 4YeTKO, B 0000IIeHHONW (popMe OoTpakaTh OCHOBHOE
COJZIepKaHUE U COCTaB JOKYMEHTOB JIENa;

2) He [omycKaeTcs YHOTpeOJeHHWEe B 3arojoBKe Jela HEKOHKPETHBIX

dopmynupoBok  ("pasHple Matepuanbl', "oOmas mepenmcka', "Hcxonsmias
KoppecnoHJeHIus" "BXOJAIINE AOKYMEHTHI"), a TakK€ BBOJHBIX CIIOB U CIIOMKHBIX
000pOTOB;

3) 3aroJIoOBOK Jieia COCTOMT W3 JJIEMEHTOB, pPAaCIoJiaraeMbIX B CIIEAYHOIICH
MOCJIeIOBATEIBHOCTH:



Ha3BaHUE BHJA Jena (MepenucKa, KypHaJl) WIM PAa3HOBUIAHOCTH JTOKYMEHTOB
(IPOTOKOJIBI, MPUKA3BI);

Ha3BaHWE OPraHU3allii WU CTPYKTYPHOIO MOApAa3JeieHUs (aBTOpP JOKYMEHTA),
Ha3BaHWE OpPraHu3aluM, KOTOpOH OyayT ajapecoBaHbl WM OT KOTOpPOM OyayT
HOJTyY€HBl JOKYMEHTHI (aJpecaT WM KOPPECIIOHJEHT TIOKYMEHTA);

KpaTKO€E CofiepaHUe TOKYMEHTOB JIeNa;

Ha3BaHUE MECTHOCTH (TEPPUTOPHUH), C KOTOPOU CBSI3aHO COJAEPKAHKUE TOKYMEHTOB
1ena;

nata (rmepuo), K KOTOpO OTHOCSATCS IOKYMEHTHI J1eN1a;

4) B 3arojloBKax Jieji, COJAEP)KalUX IJOKYMEHTBHI [0 OAHOMY BOIIPOCY, HO HE
CBA3AHHBIX  IIOCJICOBATEIBHOCTHIO  MCIIOJHEHWs, B  KayecTBE BUJA  Jieja
yHoTpeOIsieTCsl TEPMUH "TOKYMEHTHI".

TepmuH "DOKyMEHTHI" NPHUMEHSIETCS TAaKKE B 3aroJioBKax Jei, COJAEpIKallux
JOKYMEHTBI — MPUJIOKEHUS K KaKOMY JIHOO JOKYMEHTY, U O(POPMIISIIOTCA CIIETYIOIIUM
oOpazom: "lIporokon (- bI) 3acemanust (- uil) CoBera AUPEKTOPOB KOMIIAHUU U
NOKYMEHTBI K HUM" WM "JIOKyMEHTBI K IPOTOKOJy 3acenanus CoBeTa TUPEKTOPOB
KOMIIaHUM";

5) B 3aroyioBKax Jejl, COJIepKaluX MNEPENUCKy, YKa3bIBaeTCs, C KEM U MO0 KaKOMY
BONPOCY OHa BeAeTcs (B Ciydae BEACHHUS MEPENUCKH C  OJHOPOJHBIMU
KOPPECIOHIEHTaMH, B 3ar0JIOBKaxX YKa3bIBa€TCs UX 00Ilee BUAOBOE HA3BAHUE);

6) B 3arojoBKax Jejl, COJAEpKAIllUX MEPENHucKy ¢ 0osiee TpeMs pa3HOPOIHBIMU
KOPPECTIOHIEHTaMH1, UX HAUMEHOBAHMSI HE MIEPEUUCIISIIOTCS;

7) npu 00O3HAYEHUU B 3arojIOBKax Jei aJIMUHUCTPATUBHO-TEPPUTOPUATBLHBIX
€AVHUL] YYUTHIBAETCS CIEAYIOLIEE:

€CJIM COJEpPIKAaHUE JIeJla KacaeTCsd HECKOJbKHX OJHOPOJHBIX aAMUHUCTPATHBHO-
TEPPUTOPUAIBHBIX €IMHMII, B 3arojOBKE Je€Ja HE YKa3bIBAlOTCS MX KOHKPETHBIE
Ha3BaHUs, a YKa3bIBaeTCs UX 00Illee BUIOBOE Ha3BaHUE;

€CJIM COJEp)KaHHE Jela KacaeTcsi OJHOM aJAMUHHUCTPATUBHO-TEPPUTOPHATBHON
€AMHUIIBI (HACEJIEHHOTO MYHKTA), €€ (€ro) Ha3BaHHEe YKa3bIBAETCS B 3ar0JIOBKE JIEJIa;

8) B 3aroyioBKax [ej, COAEpKalluX IUIAHOBYIO WM OTYETHYIO JTOKYMEHTALHIO,
yKa3bIBaeTcs nepuo (KBapTal, roj), Ha (3a) KOTOPbI COCTABJIECHBI TJIaHbI (OTUYETHI);

9) 3aronoBKU CyJIeOHBIX, CIEICTBEHHBIX, JIUYHBIX, IEPCOHAIBHBIX, apOUTPAKHBIX
JeN, a TaKXke JeN, COAEpKaIIUX JOKYMEHTBHI, CBSI3aHHBIE IOCJIEI0BATEIbHOCTHIO
JEJIOIPOU3BOACTBA IO OAHOMY BOIIPOCY, HAUMHAKOTCS co cioBa "[leno";

10) ecnm geno OymeT COCTOSITh W3 HECKOJBKMX TOMOB WJIM YacTeW, TO
COCTaBJIsIeTCsl OOIMKA 3arojIOBOK JIea, a 3aTeM COCTaBJISIOTCA 3aroJIOBKH KaxKIOro
TOMAa WJIA YaCTH, YTOUHSIIOIINE COJEPKaHNUE 3aro0BKa Jea.



151. 3aronoBku pAen BHYTPH pa3feioB HOMEHKJIATYpbl pacnoJiararoTcsl B
COOTBETCTBUM CO CTENEHbIO BAXKHOCTHU JIOKYMEHTOB, COCTAaBISIONIMX JeJla, U HUX
B3aUMOCBSI3bIO.

Bnauane pacnosiaratoTcsi 3arojoBKH JI€JI, COAEPKAINX HOPMATUBHYIO ITPABOBYIO
nokyMeHTanuio. [Ipu 3TOM 3arojloBKU A€N, COAEpKalIuX MOCTAHOBJIEHUS U MPUKA3bI
BBILIECTOSIIIUX OPTaHU3ALMI, PACIIONAraloTCsA NEepe] 3arojoBKaMu Jell C MpUKa3aMu
opranuzauuu. Jlamee pacnoyiararorcs 3arojOBKM J€J, COJEpKalllUX OCTaJIbHBIE
MIPABOBBIC AKTHI, a TAKKE MJIAHOBBIC U OTYETHBIC JIOKYMEHTHI.

[IpoekThl pacnopsiAUTENBHBIX JOKYMEHTOB, JOKYMEHTBHI IO HMX IOJTOTOBKE,
W3MEHEHHS K IJIJaHaM, OCHOBaHHUS K IPUKAa3aM IMOMEIIAIOTCA B HOMEHKIIATYPE e
BCJIE]] 32 COOTBETCTBYIOIIMMH OCHOBHBIMHU JOKYMEHTAMH.

3aroioBKU i€, 3aBEJECHHBIX MO TeOrpapuueckoMy M KOPPECHOHJICHTCKOMY
npu3HaKaM, BHOCATCS B HOMEHKJIATYPY JeJ 1o aldaBuTy reorpaduyecKux Ha3BaHUMN
1 KOPPECIIOHIEHTOB.

3arojioBKU JieJl YTOUHAIOTCA B mporecce (opmupoBaHus U ohopmiIeHUs Je.
Ecnu B TeueHue rojga BO3HUKAIOT HOBBIE JIOKYMEHTHPOBAHHBIE YYACTKU paOOThI, HE
MPEyCMOTPEHHBIE JieJia, OHU JOTOJHUTEIILHO BHOCSITCS B HOMEHKJIATYPY.

152. I'pacda 3 3anonHseTcs MOCie 3aBEPIICHHS KaJeHIapHOTO To/1a.

153. B rpade 4 yka3piBaloTCs CpPOKH XpaHEHHs Jiela CO CCHUIKOM Ha HoMepa
NYHKTOB (CTaTeil) TWUIOBOTO WM BEJIOMCTBEHHOTO (OTpAcieBOr0) TMEepeyHs
JTIOKYMEHTOB C YKa3aHUEM CPOKOB MX XPaHEHWS, NMPU UX OTCYTCTBUU — HA TUIIOBYIO
(mpuMepHYI0) HOMEHKJIATYPY JelI.

154. B rpade 5 cnyx6oii JIOY yka3plBalOTCS HaUMEHOBAHUS TEpPEUHs
JOKYMEHTOB, THUIOBOUN (MpUMEPHON) HOMEHKJIATYpPhl €, HCIOJb30BAHHBIX MPHU
ONpPENICIICHUN CPOKOB XPAaHEHUsS e, U JENAal0TCs OTMETKH O MEePEeXOAslIuX Melax,
0co00 IIEHHBIX JIOKYMEHTax U JeliaXx, Iepejadye Jel B JAPYyroe CTPYKTYpHOE
NOAPA3ACICHUE WM OpPraHU3aluio JJIsi UX MPOJOJDKEHUS, B apXUB OpraHu3allui,
HaJIMYUU SJEKTPOHHBIX KOMUN JOKYMEHTOB, BUJE U MECTE XpaHEHHUS UX HOCUTEIEH.

155. Tlo oxOHYaHMM ToJa OCYIIECTBISETCS CBepKa (YTOUHEHHE) 3arojOBKOB
HOMEHKJIATYphI J1e]1 ¢ (PaKTUYECKUM COCTaBOM JIOKYMEHTOB Ji€Jla U UX COAEp KaHUEM.
B koHIle HOMEHKJIATYpBI A€M JeIaeTCs UTOTOBas 3alKCh O KOJIMYECTBE 3aBEICHHBIX
JI€J1 TOMOB WJIM YaCTH.

HrtoroBas 3amuch O KOJWYECTBE 3aBEJCHHBIX JIeJl TOMOB WJIA YacCTH BHOCUTCS B
NC DA npu ero HaIM4u.

Cuocka. ITynkT 155 — B penakuuu nocranosienus [IpaBsurensctBa PK ot
31.08.2022 Ne 630 (BBOAUTCS B ICUCTBUE TTO UCTEYECHUHU JECATH KaJCHIAPHBIX THEH
MOCJIE IHSI €T0 MEePBOro OPUIIMATILHOTO OIMyOJIMKOBAHUS).



IHaparpad 11. Ilopsinok popmupoBanusi aea

156. VcnonmHeHHbIE JOKYMEHTHI (OPMHUPYIOTCS HCHOJHUTEIEM B Jela B
COOTBETCTBUM C HOMEHKJIaTypol nein. dopmupoBaHue A€l BHE HOMEHKIIATYPHI 1] He
JOITyCKAETCS.

157. KouTpoas 3a popMupoBaHuEM /1€ OCYIIECTBISET cinyx6a JJOVY.

158. Tlpu popmupoBarmu 1e71 COOTIOAAIOTCS CASAYIOMNE TPEOOBAHMS:

1) B Aeno MNOMEIaTCs TOJbKO HCIOJHEHHBIE, MPaBUIBLHO O(OPMIICHHbBIE
JOKYMEHTBI, COOTBETCTBYIOIIME II0 CBOEMY COJCpPKAaHUIO 3arojIOBKy Jiefia o
HOMEHKJIAType JIE;

2) B Je10 MOMEIAI0TCsl BMECTE BCE JIOKYMEHTBI, OTHOCSIIIMECS K Pa3pelIeHUI0
OJTHOTO BOIIPOCA.

[IpunoxeHus K TOKyMEHTaM, HE3aBHCHUMO OT JaThl WX YTBEPXKICHUS WU
COCTAaBJICHHUSI, PUCOCAUHSIOTCS K IOKYMEHTaM, K KOTOPHIM OHU OTHOCSITCSL.

[Tpunoxenus o0beMoM cBbiiie 180 JIMCTOB COCTABISIIOT OTACIBHBIA TOM, O YEM B
JIOKYMEHTE JIeJIaeTCsl OTMETKA,;

3) COBMECTHO TpYNIUPYIOTCS BEPCUU TOKYMEHTA Ha Ka3aXCKOM, PYCCKOM M MHBIX
A3BIKAX;

4) TpynmupyroTCs B JieNla TOKYMEHTHI OJHOTO KaJleHAApHOTO TOja, UCKIIOUCHUE
COCTaBIISIIOT TEPEXOAsAIIne Jena, CcyneOHble [ena, JUYHbIE Jelia, KOTOpBIe
GbopMHPYIOTCS B TEUECHHWE BCETO Teproja pabOThl JaHHOTO JHIA B OpraHU3AINH,
JIOKYMEHTBI BHIOOPHBIX OPTaHOB M WX MOCTOSHHBIX KOMHUCCHH, NEMyTaTCKUX TPYMII,
KOTOpbIE TPYNIHUPYIOTCS 3a TEPUOJ, MX CO3bIBA, JOKYMEHTHl y4E€OHBIX 3aBEICHUM,
KOTOpbie (HOPMUPYIOTCS 32 y4eOHBIM TOJ, JOKYMEHTBI T€aTpOB, XapaKTEPHU3YIOIIUE
CIIEHUYECKYIO JeSATEIHHOCTD 3a TeaTpaJbHbIN CE30H, UCTOPHUH 00JIC3HEH;

5) pa3aenbHO TPYNIHPYIOTCS B Jiefia JTOKYMEHTHI MOCTOSHHOTO W BPEMEHHOTO
CPOKOB XpaHEHHs, a TAK)Ke UTOTOBBIC, ITAITHBIE U MPOMEKYTOUYHBIE OTYETHl HAYYHO-
HCCJICIOBATEIbCKOM  JIOKYMEHTAIlUH, ONBITHBIE  OOpasIlbl, OMNBITHBIC CEPHH,
YCTAaHOBOYHBIE ~ CEpUM  HA  YCTAaHOBHBINEECS  CEPUHHOE  TPOU3BOJICTBO
KOHCTPYKTOPCKOW M TEXHOJOTUYECKOW JIOKYMEHTAlluW, pa3InyHble CTaJHuH
NPOCKTUPOBAHUS W  OTACJIbHBIE YaCTU TMPOEKTHO-CMETHOM  JIOKyMEHTAIlWH,
M300peTeHHs, TIOJIE3HBIC MOJIEIHN, MPOMBINIUIEHHbIE O00pasilbl, 3asBKM Ha BbIIAUy
OXPaHHOTO JIOKYMEHTA IO KaXXIOMy BUYy ITaTCHTHO-TUIICH3NOHHOMW TOKYMEHTAINH;

6) TenaerpamMMbl, KCepoKonuu (pakcorpammel, Teae@oHOrpaMMbl TOMENIAIOTCS B
Jiea Ha OOIIUX OCHOBAHMSIX B COOTBETCTBUU C HOMEHKJIATYPOU JIeT;

7) B A€NO HE MOMEMIAIOTCS JOKYMEHTHI, TOJJICXKAINe BO3BPATy, YCPHOBUKH H
JUTITHUE DK3EMILUISPHI;

8) mo o0beMy NeN0 MOCTOSTHHOTO CPOKa XpaHEHUs He JODKHO mpeBbimarh 180
JIUCTOB,;



9) npu HaTMYMK B JieJie HECKOJIBKUX TOMOB (4acTel) HoMep (MHJIEKC) U 3arojIOBOK
JieJTa IPOCTABIISIOTCS Ha KAKIOM TOME C JI00aBJICHUEM HyMepaIluu TOMOB (JacTeil), B
MOCJIeHEM ToMe (J4acTH) no0aBisercs cioBo "mocneanuit” ("mociaeanss").

DNeKTpOHHBIE JleJla Ha ToMa (4acTH) He pasnenstorcs. Bce anekTpoHHbIE
JIOKYMEHTBI HE3aBUCUMO OT UX 00beMa BKIIFOUAIOTCS B OJTHO AJIEKTPOHHOE JIETIO.

Cnocka. ITynkr 158 — B penakuuu nocranoBienus [IpaButenscrBa PK ot
31.08.2022 Ne 630 (BBOAMTCS B ACHCTBUE IO UCTCUCHUH JACCATH KaJCHIAPHBIX THEH
MOCJIE IHSI €T0 MEePBOro OPUIIUATIBHOTO OIMyOJIMKOBAHUS).

159. JoxyMeHTBl BHYTpHU Ji€Jla PacCIoiaratoTcs CBEPXY BHU3 B COOTBETCTBUU C
MIOCJIEIOBATEIbHOCTBIO PEMICHHS BONPOCa (XPOHOJIOTHYECKOM MOPSAKE MO PEIIaeMbIM
BOIIPOCAM) WJIM B Hayaje Jena MOMEMIAETCS MHULMATHUBHBIA JIOKYMEHT, 3aTeM —
NOKYMEHT C OKOHYATEJIbHBIM PEHIEHUEM BOINPOCA, Jajee —AO0KYMEHTHI, OCBELIAOIINE
XOJ1 pelIeHus BOIpoca.

160. Bce 1OKyMEHTBI OTYETHOTO U MH(POPMAITMOHHOTO XapaKTepa M0 UCTIOIHEHUIO
aKTOB WM MOPYYEHUI BBIIIECTOSIIUX OPraHU3AIMI, B KOTOPBIX OpraHu3anus sSBJsUIaCh
OCHOBHBIM HCIIOJHUTENEM, (OPMHUPYIOTCS B OTACNbHBIC J€la IO HamNpaBJICHUSIM
NEATEIbHOCTH OPraHu3alky. B OCTANBHBIX Cilydasx 3TH JOKYMEHTHI ITOJIIUBAIOTCS B
JIEJI0 TIEPEMMUCKH 32 TEKYLIUN TO/I.

161. PacnopsiaurenbHple JOKYMEHTHI TPYNIUPYIOTCA B Jela 10 BUIAAM H
XPOHOJIOTUM C OTHOCAIIMMUCS K HHUM MPUIIOKEHUAMH. WHCTpyKIMM, MpaBuia,
MOJIOYKEHHUSI, YCTaBbl, YTBEPKICHHBIE PACHOPSIAUTENBHBIMU TOKYMEHTaAMU, SIBISIFOTCS
NPUIOKEHUSIMUA K HUM U TPYNIUPYIOTCS BMECTE C YKa3aHHBIMU JIOKyMeHTaMu. Ecimu
’KE€ OHM YTBEPIKIECHBI B KAUECTBE CAMOCTOSATENBHOIO JOKYMEHTA, TO UX TPYNIUPYIOT B
OTJEJIbHBIE JIETIA.

162. Ilpukasbl (pacmopsiKEHHs) IO OCHOBHOM JESTEIbHOCTH, MPUKa3bl
(pactiopspkeHMs1) 1O JIMYHOMY — COCTaBy,  aJMUHHUCTPATUBHO-XO3SHCTBEHHOMN
NEeATENBHOCTH (POPMUPYIOTCS B OTJEIbHBIC JE€Na.

163. Ilporokonsl B Jene pacrojiararorcs B XPOHOJOTHYECKOM IMOPSIKE 10
HOMEPAM BMECTE C IOKYMEHTAaMHU K HHUM.

164. TIlepenucka rpynmupyercs 3a JICIONPOU3BOJACTBEHHBI TOI U
CUCTEMATU3HUPYETCA B XPOHOJIOTMYECKON MOCIEAOBATEIBHOCTH, IIPU ITOM JOKYMEHT-
OTBET MOMEIIAETCS 3a JOKYMEHTOM-3ampocoM. [Ipu BO30OHOBIEHHM MEPENHUCKHU O
ONPENEIICHHOMY BOIIPOCY, HAyaBIICWCS B MOPEABIAYIIEM TOAYy, JOKYMEHTHI
BKJIFOYAIOTCS B JIEJI0 TEKYIIETO Iro/la ¢ YKa3aHUEM MHJEKCA JIeia MPEIbIAYIIEro ToAa.

165. JIokyMEHTBI B IMYHBIX JI€JIaX PacIoiaratoTcs B XpOHOJIOTHYECKOM MOPSAKE B
COOTBETCTBUM C UX IOCTYILJICHUEM.



166. JluueBbie cuera mo 3apabOTHON 1uIate GOPMHUPYIOTCS B OTIENbHBIE Aeia U
pacrojararoTcs B HUX B aindaBUTHOM MOPsiKe (pamMuiuii pabOTHUKOB.

167. TpynoBsie JOTOBOPHI (POPMUPYIOTCS B COCTaBE JIMYHBIX JI€T UM OTICIBHO B
andaBUTHOM TOpsiIKe (pamMuIuii pabOTHUKOB.

168. Cnucku ¢u3nyuecKuX JIMIl U JOKYMEHTBI, MOJITBEPKAAIOIINE MTePEUHCIICHUE
00s3aTeNbHBIX  TMEHCUOHHBIX  B3HOCOB,  00S3aTEIbHBIX  MPOPECCHOHATBHBIX
MIEHCUOHHBIX B3HOCOB B €UHBIA HAKOMHUTEIbHBIA MEHCHOHHBIN (HoHA, HOpMUPYIOTCS
B OJHO JIEJIO.

Crucku (uU3MUecKHX JHUIl U JOKYMEHTHI, MOATBEPXKAAIOIMINE MEPEUUCICHUE
COLIMAIbHBIX OTYUCIICHHUH, POPMUPYIOTCS B OJIHO JIEIIO.

Crucku (U3MUECKHX JHLl U JIOKYMEHTBI, MOATBEPKAAIOIINE MEPEUUCICHUE
B3HOCOB 10  0O0f3aTE€IbHOMY  COLHMAJIbHOMY  MEIULMUHCKOMY  CTPaxOBaHHIO,
(hOpMUPYIOTCS B OJTHO JEIIO.

169. I1nansl, OTYETHI, CMETHI, JJUMHUTBI U IITATHBIE pacnucaHusi GOPMUPYIOTCS B
COOTBETCTBYIOILIME J€JIa TOTO rojia, Ha KOTOPbIA WIIM 32 KOTOPBI OHU COCTAaBJICHBI,
HE3aBUCUMO OT JaThl UX COCTABIICHUS, YTBEPKICHUS WU TIOCTYIUJICHUS.

170. O6patuenusi, COOOIIEHUS, 3aPOCHI, OTKIMKU U IPEAJIOKEHUS PU3NYECKUX U
IOPUAMYECKUX JIUL (POPMUPYIOTCS B Ji€1a [0 BOIPOCAM, HAIIPABJICHUSAM JEATEIbHOCTH
OpraHv3alid  WIA  aJMHUHUCTPATUBHO-TEPPUTOPHAIbHBIM  eauHuuaMm. [lpu
HE3HAUUTEIbHBIX O00bEMax OOpalleHuil, COOOIIEHNH, 3ampocoB, OTKJIMKOB U
MpeIOKEeHUI JomyckaeTcs GopMHUpoBaHUE Jei 1o (GaMUIMSIM aBTOPOB OOpallleHU,
COOOIIIEHU, 3aITPOCOB, OTKJIMKOB U MPEJJIOKEHUHN B aj(haBUTHOM TIOPSIIKE.

Cuocka. Ilynkr 170 — B penakuuu nocranosienus IIpasurensctea PK ot
31.08.2022 Ne 630 (BBOAUTCS B ICUCTBUE TTO UCTEUYEHUHU JECATH KaJCHIAPHBIX THEU
TIOCJIE JTHSI €T0 TEePBOro OPHUITMATBLHOTO OIyOJIMKOBAHHMS ).

171. DnexTpoHHbIE TOKYMEHTHI M 0a3bl JAaHHBIX (POPMHUPYIOTCSA B AJIEKTPOHHBIE
Jieja B COOTBETCTBUM C HOMEHKJIATypOH JieJl OpraHu3aliuu, OTACIBHO OT JOKYMEHTOB
Ha OyMa)XHOM HOCHUTENe, B TOM MHGOPMAIIMOHHON CHUCTEMEe, B KOTOPOW OHU ObLIN
CO37aHbl. JEKTPOHHbIE 0a3bl JaHHBIX (POPMUPYIOTCS B  OTAEIBHBIE [ena,
HAaMMEHOBAHHE JIe] COOTBETCTBYET HAMMEHOBAHUIO 0a3bl JaHHBIX.

Cnocka. I[Iynkr 171 — B penakuuu nocranoBienus [IpaBurensctBa PK ot
31.08.2022 Ne 630 (BBOAUTCS B IEUCTBUE TTO UCTEUEHUHN JISCITH KaJlCHIapHBIX THEH
MIOCJIE IHSI €T0 MEePBOro OPUIIMATILHOTO OIyOJIMKOBAHUS ).

ITaparpad 12. Ilopsinok oopmieHus neua
172. Jlena opranuzanuu MOAJIEkKAT O(POPMIICHUIO TPU HX 3aBEACHUU U TI0
3aBCPIICHUH I'OJa IJIA IIOATOTOBKHU CJIa K XPAHCHUIO. O(bOpMJ'IeHI/Ie AcJIa BKIIFOYA€T B



ceOst KOMIUIEKC paboT MO OIMMCAHUIO Jiea Ha 00JI0KKe, OpOIIIOpPOBKE, HyMEpaluu
JUCTOB W COCTAaBJICHHUIO 3aBepuTelbHOW Hamamucu. OdopmieHne aen TpOBOIUTCS
OTBETCTBEHHBIM  JIMIIOM 32  BEJCHUE  JCJIONPOU3BOJICTBA  CTPYKTYPHOIO
noJipa3/ieJICHus, IpU METOANYECKOM MOMOIIM U MO KOHTposieM cityx0b1 IOY.

173. B 3aBUCUMOCTH OT CPOKOB XPAaHEHHS MPOBOJUTCS TMOJHOE WU YACTUYHOE
opopmiuenue aen. [loarHoMmy odhopmIleHHIO TTOJTIEKAT JIeTia TOCTOSIHHOTO, BPEMEHHOTO
(cBpime 10 ;mer) XpaHeHuss U TO JUYHOMY cocTtaBy. [lomHoe odopmienune nena
npeaycMaTpuBaeT opopMiICHHE PEKBU3UTOB OOJIOKKHU J1e7la, HyMEpPAIUIO JINCTOB B
7iesie, COCTaBJICHUE JIMCTAa-3aBEpUTENs Jenia, o popMe COTIaCHO MPUIOKEHUIO 27 K
HactosiiuM [IpaBunam, cocTaBieHuWE BHYTPEHHEW ONHUCH JOKYMEHTOB Jena, IO
dbopme coriiacHo mpuiokeHuto 28 k HacTosmuM [IpaBuiiaM, MOANIUBKY WX MEPEILIET
JieJia, BHECEHHE HEOOXOUMBIX YTOUHEHUN B PEKBU3UTHI O0JIOKKHU JIea.

174. Ha o0nosxke jena MmocTOSTHHOTO, BpeMeHHOro (cBhimie 10 5ieT) XpaHeHus u
0 JIMTYHOMY COCTaBY YKa3bIBAIOTCSI CIICTYIOIINE PEKBU3HTHI:

1) HanMeHOBaHHME OpPTaHU3AIMH, HANMEHOBAHUE CTPYKTYPHOTO TIOIpa3IeICHHUS;

2) HaWMMEHOBAaHWE HACEJICHHOTO TYHKTa, B KOTOPOM JIHCJIONHMPOBaHA
opraHuzanus, Homep (MHJEKC) JIea;

3) 3aroJioBOK Jiena, AaTa jeia (ToMa, YacTH), KOJIMYECTBO JIUCTOB B JEN€, CPOK
XpaHEHHUs JIeNa;

4) apxuBHBIN QD Jena.

175. PekBU3UTHI, IpOCTaBiIsieMble Ha O0OJIOKKE Jela MOCTOSHHOTO, BPEMEHHOTO
(cBbimie 10 net) xpaneHus, opOpMIISIFOTCS CJIETYIOIUM 00pa3oM:

1) HaWMeHOBaHHWE OpraHW3AalMM B COOTBETCTBUH C YYPECAUTEIHbHBIMHU
JOKyMEHTaMHU YKa3bIBACTCSl TIOJIHOCTHIO B HMMEHHTEILHOM TaJeXe, C YKa3zaHUEM
opUIMATBHO TMPUHATOTO COKPAIIEHHOTO HAWMEHOBAHHUSA, KOTOPOE YKa3bIBACTCS B
CKOOKax TocJie TOJIHOTO HauMEHOBAHUS,

2) HAaMMEHOBaHHUE CTPYKTYPHOTO MOPA3ACIICHUS 3aITUCHIBAETCSI B COOTBETCTBUU C
YTBEPKJICHHOW CTPYKTYpOH, HOMEp JHelia - MpocTaBiseTcs nudpoBoe 0003HAUCHUE
(MHIEKC) ena o HOMEHKIIATYpe JeJ OpraHu3alliy;

3) 3aroJI0BOK Jelia MepEeHOCUTCS U3 HOMEHKIATYPHI JIeHI, aTa JIejia - YKa3bIBacTCs
ron (- BI) 3aBeJCHUS W OKOHYaHMs Jejia B JCJONpOu3BojACTBe. JlaToil e,
coepKallluX PACHOPAIUTEIBHYI0 JOKYMEHTAIMI0, a TaKKe COCTOSIUX W3
HECKOJBKMX TOMOB (9acTeil), SBISIOTCS KpaliHWE JaThl JOKYMEHTOB Jiefia,
COOTBETCTBEHHO Jara (YHCIIO, MECAl, TO0Jl) PErHCTpalrH (COCTaBIICHHS) CaMOTro
paHHETro ¥ CaMoro MO3/JHETO TOKYMEHTOB, BKIIFOUEHHBIX B Jie0. JlaToi mpHiioKeHUs
K Jeny, CPOpMHpPOBAHHOMY B OTACIBHBIA TOM, SBIISICTCS JaTa pPETUCTPaIUH
OCHOBHOTO JIOKYMEHTA, MPUJIOKEHNE K KOTOPOMY IOMEIICHO B 3TOT TOM. IIpu 3TOoM



yucio U ToA o00o3HayaroTcsi apabckumu LudpamMy, Ha3BaHHE MeCsa MULIETCS
MTOJIHOCTBIO CJIOBAMHU.

176. B nensax obecrieueHus: COXpaHHOCTH M 3aKPEIUICHUS MOPSJIKA PACIOIOKEHUS
JOKYMEHTOB, BKJIIOUYEHHBIX B [I€J0, BCE €ro JIUCThl, B TOM YHCJE PE30JIIOLUH,
COCTaBJICHHbIE Ha OTHEJIBHOM JiMcTe ((PUILKM), KpPOME JHCTa 3aBEpUTENsl U
BHYTpEHHEH omucH, HyMepyroTcsa. JIMCTBI HyMepyroTcs YepHBIM, MSTKHUM,
rpadUTOBBIM KapaHAAIIOM, HU(PBI TPOCTABISIOTCS B IPAaBOM BEPXHEM YTITy JIUCTA.

177. Ilopsinok HyMepaluu JIMCTOB Aena:

1) nuct Oonee popmata A4, MOAIINTHIA 332 OJWH Kpal, HyMEpPYyeTCs KaK OJUH
JIMCT B IPAaBOM BEPXHEM YTIIY;

2) MOKYMEHTbl C COOCTBEHHOW HyMmepaluedl JHCTOB, B TOM YHCJE IEeYaTHbIE
U3JaHusl, MOTYT HYMEpPOBAaThCsl B OOLIEM MOPSAIKE WIM COXPaHATh COOCTBEHHYIO
HYMEPALHIO, €CJIM OHA COOTBETCTBYET MOPSAJIKY PACIIOJIOKEHHMS JINCTOB B JIEIIE;

3) IUCTHI J1e, COCTOAIIMX U3 HECKOJbKHX TOMOB WJIM YacTeil, HyMEPYIOTCS IO
KaKJIOMY TOMY HJIM YacCTH OTIENbHO;

4) (¢otorpaduu, uyepTeKH, OAUArPaAMMbl M APYrHE€ WIUIIOCTPATUBHBIE H
cnenupuuecKkre JOKYMEHTBI, MPEACTABIISIONIME CAMOCTOSTENbHBIA JUCT B JIETIE,
HYMEpPYIOTCSI Ha 000pPOTHOW CTOPOHE B JIEBOM BEPXHEM YTIIY;

5) noAwmUTHIE B €TI0 KOHBEPTHI C BJIOKEHUSIMU HYMEPYIOTCSl — CHayajla KOHBEPT,
a 3aTe€M O4YEepEIHBIM HOMEPOM Ka)kJ0€ BIIO)KECHHE B KOHBEPTE;

6) NpuioXeHus K Jeny, NOCTYNUBIIME B THeperuiere, O(QOpPMISIIOTCA Kak
CaMOCTOSTENbHBIN TOM U HyMEPYIOTCS OTAENbHO;

7) B ciiydasix 0OHapy>KeHHsI OOJBILIOr0 YKCIia OLIMOOK B HyMEpaluu JIMCTOB JeNa
MPOBOJUTCA HX TMepeHyMmepauus (Mpu MepeHyMepaluu JIMCTOB CTapble HOMeEpa
3a4EpPKHUBAIOTCSA U PSAOM CTABUTCS HOBBI HOMED JIMCTA, B KOHLE JIEJIa COCTABIISIETCS
HOBBII JINCT — 3aBEPUTEIb, IIPU 3TOM CTapblid JUCT — 3aBEPUTENb 3aYEPKUBAETCS, HO
COXpaHSIETCS B JIETE);

8) mpu HAIMYMU OTHCIBHBIX OMIMOOK B HyMEpallMH JIMCTOB JIOMYCKAeTCSI
yHnoTpeOeHe JIUTEPHBIX HOMEPOB JIHCTOB.

178. Ilocne 3aBeplieHUsT HYMEpalUW JIMCTOB COCTABIIAETCA 3aBEpPUTEIIbHAsS
HAJMUCh, KOTOpasl MOAMUCHIBACTCS €€ COCTABUTEJIEM C YKa3aHHEM paciinu(poBKH
MTOANKCH, JOJDKHOCTH M J1aThl COCTABIICHUS.

Ecnu enununa XxpaHeHus: COCTOUT U3 TEKCTOBBIX M IpauyeCcKuX JOKYMEHTOB, TO
B 3aBEPUTCIBHONM HAJMKMCH KOJIUYECTBO JIMCTOB C TEKCTOBOM M rpadudeckoi
JOKYMEHTALMEN YKa3bIBA€TCA Pa3JIEIbHO.



Bce mocnenyronme M3MEHEHMSI O COCTaBE M COCTOSAHMM Jena (MOBpEeXACHUS,
U3BSATUE JOKYMEHTOB) OTMEUAlOTCS B JIUCTE-3aBEPUTENIE CO CCBUIKOM Ha
COOTBETCTBYIOIIUM aKT.

KonudecTBo JMCTOB B Jieiie MPOCTaBIsieTCS Ha OOJIOKKE Jiesia B COOTBETCTBUU C
UTOTOBOI HA/IMUCHIO.

Cnocka. ITynkt 178 — B penakuuu nocranoBienus [IpaButensctBa PK ot
31.08.2022 Ne 630 (BBOAMTCS B ACHCTBUE IO UCTCUCHUH JACCATH KaJCHIAPHBIX THEH
MOCJIE IHSI €T0 MEePBOro OPUIIUATIBHOTO OIMyOJIMKOBAHUS).

179. PexBusuT '"CpoK XpaHeHHUs Jjefia" TMEPEeHOCUTCS Ha OOJIOXKKYy Jena u3
COOTBETCTBYIOIIEH HOMEHKJIATYpPBI JIeJl MOCIE CBEPKU €ro CO CPOKOM XpAHEHHMS,
YKa3aHHBIM B TIEPEUHSIX JJOKYMEHTOB, C YKa3aHUEM CPOKOB XpaHCHHS.

180. Ha nenax moCcTOSHHOTO XpaHEHUs NUIIETCA — "' XPaHUTh MMOCTOSHHO'.

181. ApxuBHbIi mudp nena (CoCTOUT U3 Homepa (hoHa, HoMepa ONMKUCH U HoMepa
JieNia 0 OIKCH) Ha OO0JIOKKAX JIed MOCTOSSHHOTO XPaHEHHs MPOCTaBIIAECTCS B apXUBE
TOJIBKO TIOCJIE BKJIFOUEHHSI 3THX AEJN B Pa3lelibl CBOAHBIX OMHUCEH, YTBEPKICHHBIX
OIIK (10 3TOro OH MPOCTABISETCS KapaHIAIIOM).

182. Ilo okoHYaHWM TroJa B HAANWCU HA OOJIOKKAX €I IIOCTOSHHOIO U
BpeMeHHOTO (cBbliie 10 JieT) XpaHeHUs BHOCSTCS YTOYHEHUS — MPU HECOOTBETCTBUU
3aroJioBKa Jesl Ha OOJIOKKE COAEP’KAHUIO MOJUIMTHIX JOKYMEHTOB B 3aroJIOBOK J€ja
BHOCSATCS] UBMEHEHUS U JIONTOJTHEHUS.

183. [Jnsa yuyera HOKYMEHTOB OIPEIEICHHBIX KaTEropuid MOCTOSIHHOTO H
BPEMEHHOTO CpOKOB (cBbImie 10 JeT) XpaHEHUs, y4eT KOTOPBIX BBI3BIBACTCS
cnenu@UKor MaHHOM JOKyMeHTanuu (0co0O0 IEHHBbIE JOKYMEHTHI, JINYHBIE [ena,
MPUKa3bl, IPOTOKOJIBI U APYTHUE), COCTABISETCS BHYTPEHHSIS OMUCH IOKYMEHTOB.

BHyTpeHHsIs onuCh TOKYMEHTOB JIeJia COCTABIISETCS TAKXKE Ha JieJia MOCTOSTHHOTO
u BpeMeHHoro (cBeimie 10 7eT) xpaHeHus, ecid OHU CHOPMHUPOBAHBI IO
Pa3HOBUJHOCTSIM JOKYMEHTOB, 3aroJIOBKM KOTOPBIX HE PaCKPBIBAIOT KOHKPETHOE
COJIEp’KaHHUE TOKYMEHTOB.

Bo BHyTpeHHEW OIMCH E€IWHULBI XPAHEHUS, COCTOSIIECH W3 YEPTEKEU WU
HECKOJBKUX TEKCTOBBIX U IPaUIECKUX TOKYMEHTOB, IEPEUUCIISIOTCS BCE JOKYMEHTHI
C YKa3aHHEeM HX TOPSAIKOBBIX HOMEpPOB, 00O03HAYeHUs (MHIEKCOB, MIU(POB),
HAaMEHOBaHUs, HOMepa U ¢opmaTa ymcta. Eciym 4epTex COCTOUT M3 HECKOJIBKUX
JIMCTOB, TO YKa3bIBAIOTCS €r0 HAaMMEHOBAHWE M KOJWYECTBO JIMCTOB. Eciu enuHuiia
XpaHEHUsI COCTOUT M3 TEKCTOBBIX M TpadUueCKUX JOKYMEHTOB, TO MPUBOIUTCS
3aroJI0BOK Ka)J0r0 TEKCTOBOTO JTOKYMEHTA, 3aT€M OMKCHIBAIOTCS YEPTEKH.

Cuocka. ITynkrt 183 — B penakuuu nocranosienus [Ipasurensctsa PK ot
31.08.2022 Ne 630 (BBOAMTCS B ICHCTBUE 110 UCTEUYCHUHN JECATH KaJCHIAPHBIX JTHEH



MOCJIE JIHS €r0 MEePBOro OPUIUATIBHOTO OIMyOJIMKOBAHUS).

184. JIokyMEHTBI, COCTABJISIOIINE A0, MOAIINBAIOTCS HE MEHEE, UEM HA YETBhIPE
IIPOKOJIA B TBEPAYIO OOJOXKKY M3 KapTOHA WIH MEPEIJIETAIOTCA C YYETOM BO3MOKHOTO
CBOOOJHOTO YTEHHS TEKCTa BCeX JOKyMeHTOB. [lepBblif M mocieqHuil MpoKOI
MIPOU3BOAATCS HA PACCTOSHUHM OJHOTO CAHTHUMETPA OT BEPXHEW (HMKHEW) I'paHULIbI
mucta. [Ipyu noaroToBke nei K MOAIIMBKE (MEpEerieTy) METAUTMYECKUE CKPETICHUs
(OynaBKH, CKPETIKHU U IPYTHE) U3 JOKYMEHTOB YIAISIOTCA.

185. Jlena BpemeHnHoro (o 10 JeT BKJIIOUMTENBHO) XpaHEHHUS JOMYCKAETCs
XPaHUTh B CKOPOCIIMBATEISAX, HE MPOBOAUTH NEPECUCTEMATU3ALMIO JOKYMEHTOB B
7iesie, JTUCTHI Jea HE HyMEPOBaTh, 3aBEPUTENIbHBIE HAJIITUCH HE COCTABIIATD.

186. Ilpu ¢ynkunonupoBanuu B opranuzamuu COJl  opopmieHue nen
JOKYMEHTOB Ha OyMaXHBIX HOCHUTENISIX OCYIIECTBISIETCS TIpU IPOBEPKE C
aBTOMaTU4ecKu chopMupoBaHHBIMU onucsiMu fei B COJI.

186-1. DnekTpoHHBIE JOKYMEHTHI C UCTEKIIMMH CPOKAMHU XPAaHEHUs MOJJIekKAT
BBIJIEJICHUIO K YHMUYTOKEHUIO Ha OOLIMX OCHOBAHUSX, MOCJIE YEro MPOBOIATCS HUX
¢u3nueckoe  YHMUYTOXKEHHE WIM  YHUYTOXKEHHUE  IPOTrpaMMHO-TEXHUYECKUMHU
CpeICTBaMH C COOTBETCTBYIOIIEH OTMETKOW B AKT€ O BBIACICHHH K YHUUYTOXEHUIO
AIIEKTPOHHBIX IOKYMEHTOB.

DONEKTPOHHBIE JIOKYMEHTHl CUMTAIOTCS YHUYTOXEHHBIMHM, €CIM MX HEJb3s
BOCCTAaHOBUTH CpPeJICTBAaMU MH(DOPMAITMOHHONW CUCTEMbI Ha HOCUTENSIX HH(POPMAIIUU U
Y3 PE3EPBHBIX KOMUU.

Caocka. [Taparpad 12 monmonHeH nmyHKTOM 186-1 B COOTBETCTBUY C
nocra"oBieHueM IIpaButensctBa PK ot 31.08.2022 Ne 630 (BBOAUTCS B IEUCTBUE 110
UCTEYECHHUH JIECATH KaJICHIapHBIX JHEH MOcye AHs ero nepBoro o(puIuagIbHOTO
OMyOJIMKOBaHUA).

IHaparpad 13. [lopsinok onepaTuBHOI0 XpaHEeHUs JOKYMEHTOB

187. Ilocne 3aBepiIeHNs B IEIONPOU3BOJICTBE JOKYMEHTHI 10 NIEpPEIayu B apXHB

OpraHM3alM B TEYEHHE OJHOI0 Tojia XpaHATCA B JIeax M0 MECTy uX GOpMHUpOBaHUS.

188. Tlocne 3aBepiieHHss B JIEJIONPOU3BOJICTBE JOKYMEHTHI Ha OyMaKHBIX
HOCHUTEJISIX 10 MEpeJayd B apXWB OPraHU3AlMKM B TEYEHHE OJHOIO TOJa XPAaHITCS B
JieJ1ax Mo MECTY UX (pOpMUPOBAHUS, JIEKTPOHHBIE TOKyMEHThI — B CO/I.

189. Cnyx6a JIOY, pyKOBOAUTENHN CTPYKTYPHBIX MOJpa3IeICHU OpraHu3aiuu
00ecreynBaOT COXPaHHOCTh IOKYMEHTOB U fein. Jlena xpaHsaTcs B mkadax u ceidax
B pabounx KaOMHETax WM CHEeLMaIbHO OTBEACHHBIX JJI ATOU LENH MTOMEILEHHUSX.

190. lena pacnonararoTcsi B COOTBETCTBUU C YTBEPKIECHHON HOMEHKIATYpPOU A€l
OpraHM3aliy, Ha KOPEeIIKax 00JI0KEK YKa3bIBaIOTCS UX UHJIEKCHI.



191. Brimaua nen BO BpEMEHHOE MOJIb30BAHUE OPTaHU3ALMSAM MPOU3BOAUTCS Ha
OCHOBAaHWH THCHMEHHOTO OOpaIeHHuss W TOJIBKO C pa3perieHus PyKOBOIUTEIS
opraHuzanuu. Bbigada gen ApyruMm Mojpas3AesieHusM OpraHu3alii MPOU3BOIUTCS C
paspenieHusl pyKOBOIUTENSI CTPYKTYPHOTO TOJIpa3/ieieHusl, a BHYTPU CTPYKTYPHOTO
oJipa3/ieJICHUs — MOJ PacIUCKY.

Ha BbmanHOe A€o 3aBOAUTCS KapTa-3aMecTuTelb Jena. B Hell ykasbiBatoTcs
CTPYKTYpHOE MOJIpa3/ieJieHhe, UHACKC Jiea, JaTa €ro BblJayd, KOMY JE€JI0 BBIIAHO,
JaTa €ro BO3BpAIICHHS, MPETyCMATPUBAIOTCS Tpadbl IS PacmuCOK B MOJTYyYEHUU U
npueMe Jiena.

DNEeKTPOHHBIE JOKYMEHTBI, HaXOJSALIMECs Ha ONEpaTUBHOM XpaHEHUH B 0azax
nanuaeix  COJI, BbIgAlOTCS )i MCHOJB30BaHUST B BUIE OyMaKHOM KOINUU
ANEKTPOHHOIO JIOKYMEHTA, OJJEKTPOHHOM KOMNMU JOKYMEHTa Ha JJIEKTPOHHOM
HOCHTENle  JMOO  BBICBUIAIOTCA IO  DJIEKTPOHHOMY  ajpecy  pabOTHHKa,
3ampaliuBalIIero JOKYMEHT. OJIEKTPOHHBIE Jeja (JOKYMEHTbI) BO3BpaTy HeE
MOJIeKAT.

Cnocka. I[lynkr 191 — B penakuuu nocranosnenus IIpaBurenscrBa PK ot
31.08.2022 Ne 630 (BBOAUTCS B ICUCTBUE IO UCTEUYEHUHU JECATH KaJCHIAPHBIX JTHEH
IIOCJIE JTHS €T0 MePBOro OPHUIIMATILHOTO OITyOJIMKOBAHMS)

192. W3pgTHE [OOKYMEHTOB U3 J€J NPOU3BOAUTCA B COOTBETCTBHM C
3aKoHO/IaTeCcTBOM PecnyOnuku Kazaxcran, npu 3TOM B €0 BKJIAIBIBAIOT KOMUU
U3BATHIX IOKYMEHTOB U aKT (TIPOTOKOJT) 00 U3BSITUH MOITUHHUKOB.

193. B cmywae yTpaThl JOKYMEHTOB M [IeJ TPOBOAMUTCS CIIy)KeOHOE
paccienoBanue, Mo pe3yibTaTaM KOTOPOTO CTaBUTCS BOMPOC 00 OTBETCTBEHHOCTH
BUHOBHOTO JIMIIA B UX yTparTe.

Iaparpad 14. Ilopsinok nepenaum aeji B apXuB OpraHu3aluu

194. Ilepemaua nen w3 CTPYKTYPHBIX MOJPA3ACIICHUIl B apXWB OPraHU3ALNU
OCYILIECTBJISIETCA MO OMNHUCSAM JIeJI, COCTaBJISIEMBIM IO pe3yJbTaTaM 3KCIEPTU3bI
IIEHHOCTH JOKYMEHTOB W JieJI, 3aBEPIICHHBIX B JEJIONPOU3BOJACTBE. J[OKYMEHTHI
BpeMeHHOTO (710 10 JIeT BKIIIOUUTENIHHO) XpaHEHUsI IepeJatoTCsl B ApXUB OpraHu3aIuu
110 HOMEHKJIaType Jel.

195. Onucu nen cocTaBisitOTCS OTIAEIBHO Ha Jejia MOCTOSSHHOTO, BPEMEHHOTO
(cBeimre 10 5iet) xpaHeHUS U TI0 JTUYHOMY COCTaBY 1O (hOpPME COTJIACHO MPHUIIOKEHUIO
29 k nacrosiuM IIpaBunam.

196. I'padpr ommcm 1€l 3alOJHSIOTCS B TOYHOM COOTBETCTBUHM C TEMH
CBEJICHUSIMU, KOTOpbIE BBIHECEHBI Ha OOJOXKHU Jneil. [Ipu BHECEeHMH B OMUCH eI
MOAPSIA JI€JT C OJIMHAKOBBIMU 3ar0JIOBKaMM THIIETCS MOJHOCTHIO 3ar0JIOBOK MEPBOTO
Jiena, BCe OCTaJIbHBbIE OJHOPOJHBIE Jiejia 0003HAYaIOTCS CJIOBOM "TO k€', IpU 3TOM



IPYrUe€ CBEAEHUS O HUX BHOCSTCS B ONUCH NOJHOCThIO. Ha HOBOM sMcte omucu
3aroJIOBOK OJHOPOJIHBIX JI€J BOCIPOU3BOINUTCS MOJTHOCTHIO.

197. Kaxxnoe aeno (Tom, 4acTh Jiefia) BHOCUTCS B OMKCh MOJI CAMOCTOSITEIbHBIM
MOPSAIKOBBIM HOMEPOM.

198. I'pacda onucu "llpumeuyanue" uCmoNb3yeTCs sl MPOCTAHOBKH OTMETOK 00
0COOEHHOCTSIX (PU3UYECKOT0 COCTOSTHUS JeNa, epeaye Aesa IpyroMmy CTpyKTypHOMY
MOApPAa3ICICHUIO (IPYyTrOi OpraHU3alINH ).

199. Onuck gen coctaBisieTcs B ABYX IK3EMILISPAX, OJIMH U3 KOTOPBIX MEpe1aeTcs
BMECTE C JIeJaMM B apXHB OpraHU3alMd, a BTOPOM — OCTaeTcs B KayecTBE
KOHTPOJILHOTO B CTPYKTYPHOM MOJPA3/ICICHHUH.

200. IIpaBunbHOCTH (OPMHPOBAHUSA M TOJTOTOBKH JEJ K IEpeaade B apXuB
opranuzanuu nposepsercs ciyx0oil JIOY. Mmeromuecs HapyleHUs: yCTPaHSAIOTCA
CTPYKTYPHBIM MOJIpa3/IeICHUEM OpraHU3alUu.

201. ITpuem kaxxaoro aesa Mpou3BOAUTCS paOOTHUKOM, OTBETCTBEHHBIM 32 apXUB
OpraHu3alliy, B IPUCYTCTBUH PAaOOTHUKA CTPYKTYpHOro mnojpasneneHus. llpu stom
Ha 000MX 3K3EMIUISIpax OMUCH MPOTUB KAXKIOTO JIeia, BKIOUYEHHOTO B HEE, JIEIaeTCs
OTMETKAa O HAJIM4YMU Jeda. B KOHIEe KaXJOoro SK3eMIUIsipa ONHMCH YKa3bIBAIOTCS
mudpaMd ¥ TPOMUCHIO KOJUYECTBO (PAKTUUECKH MPHUHATBHIX JIeJ, JaTa MpueMa-
nepenayu e, a Takke MOJANUCH pabOTHUKA, OTBETCTBEHHOTO 3a apXWB, U JIMIIA,
NEPENABILETO JIENA.

202. BmecTe ¢ menmamMu B apXUB OpraHM3alUU MEPENAIOTCS PETHCTPALIMOHHBIC
KapTOTeKH Ha JOKYMEHTHl U (WIM) MpOrpaMMHBIE CpPEACTBA, 0a3bl JaHHBIX,
colepxamme HHPOPMALMIO O PETUCTPAllMM M  HUCHOJHEHUU TIepeJaBaeMbIX
JOKYMEHTOB. 3arojIOBOK Ka)KJ0M KapTOTEKH WM 0a3bl JaHHBIX BKJIIOYAETCS B OMUCH.

203. B cnyuae JMKBUIAIMU CTPYKTYPHOTO TMOJpasieneHus, duiuana
(IpencTaBUTENBCTBA), U0, OTBETCTBEHHOE 3a BEJIECHUE JEIONPOU3BOICTBA JaHHOTO
CTPYKTYPHOTO ToJipa3ieneHus, puanana (MpeacTaBUTEIbCTBA), B IEPHO/] TPOBEACHHUS
JUKBUAALMOHHBIX MEpONpUITHI (pOopMUpYET Bce MMEIolIMecs JOKYMEHTHI B Jela,
opopMisieT nena M MepeJacT UX B apXUB OpPraHU3ALMHM HE3aBUCUMO OT CpPOKOB
XpaHEHHS.

204. B cnywyae JMKBHUJALMM ~OpPraHA3allMd B MEPHOJ  IPOBEICHUS
JTUKBUIAIMOHHBIX MEPOTPUATHA JOKYMEHTBI TIO JJUYHOMY COCTaBY O(DOpPMIISIOTCS U
IIEpEAI0TCS B COOTBETCTBYIOIIUI IOCY1aPCTBEHHBIN ApXUB.

Ilepenaya nen oCyuecTBISIETCS 10 OMUCSAM A€l U HOMEHKJIATYpPE JEN.

205. Ilepenaua JOKYMEHTOB B 3JIEKTPOHHOM (pOpMaTe B COCTABE JICKTPOHHBIX JIETT
B apXMB OPraHMU3alMU OCYLIECTBISETCA PaOOTHUKAMHU CTPYKTYPHBIX MOJpa3aeieHH,



OTBETCTBEHHBIMH 32 BEJICHHE JCIIOMPOU3BOJICTBA, M OOECIICUMBAETCS CpPEICTBAMHU
CO/l u kananamu MIC DA npu ero Hajau4uH.

Caocka. [Taparpad 14 nononHeH myHKTOM 205 B COOTBETCTBUH C
noctanoByieHueM [IpaBurensctBa PK ot 31.08.2022 Ne 630 (BBOIUTCS B ACHCTBHE MO
UCTEYCHHH JIECATU KAJICHIapHBIX JHEH Mocie IHs ero nepBoro oUinaibHOTO
OnyOJIMKOBAHUS).

206. Ilpyn moAroToBKe 3EKTPOHHBIX JOKYMEHTOB, OTOOpPAHHBIX K IEpejadye B
apXuB OpraHU3alM, BBIIOJIHAIOTCS CIEAYIOLIME OCHOBHBIE IMPOLIETYpPbl padOThHI C
JOKYMEHTaMHU:

KOHBEPTAIMsI TEKCTOBBIX JJIGKTPOHHBIX JOKYMEHTOB B (opmaT apXuUBHOTO
xpanenust PDF/A-1, ecnu 31€KTpOHHBIA JTOKYMEHT ObLI CO3[aH WJIM BKIIOYEH B
CUCTEMY B MIHOM (popMarte;

¢opMupoBaHue B MH(OPMALMOHHONW CHUCTEME OpraHU3alluu 3JIEKTPOHHBIX €I,
BKJIFOYAIOUIUX: METaJaHHbIE D3JEKTPOHHOTO JIOKYMEHTa, (aljbl 3JIEKTPOHHBIX
MIOANKCEN W BHU3YAIM3UPOBAHHYIO KOIHUIO TEKCTOBOI'O 3JIEKTPOHHOIO JOKYMEHTa B
dbopmate PDF/A;

(opMHpOBaHHE OMMCEH DJIEKTPOHHBIX JENl, JOKYMEHTOB CTPYKTYPHOIO
MO/Ipa3/IeNICHNUS;

MUTpalMs  JJIEKTPOHHBIX  JOKYMEHTOB Ha  (QU3WYecku 000COOJIEHHbIE
MaTepualbHble HOCUTEIH, €CIU JOKYMEHTBI IEPEIAIOTCS B apXUB OpraHU3ally HE 110
MH(OPMALMOHHO-KOMMYHHUKAIIMOHHBIM KaHAaJaM;

IIPOBEPKA BOCIPOU3BOIUMOCTH IEKTPOHHBIX JOKYMEHTOB;

IIPOBEPKA 3JIEKTPOHHBIX JOKYMEHTOB Ha HAJIM4YHE BPEIOHOCHBIX KOMITBIOTEPHBIX
porpamwm;

MOATBEP)KJIECHUE LETOCTHOCTU BJIEKTPOHHOIO Jiefia 3JIEKTPOHHOW MOIIMUCKHIO
PYKOBOJMTENS CTPYKTYPHOTO MOJpa3feieHusi (MHOrO YINOJHOMOYEHHOIO JIMIA),
OCYUIECTBJISIOLIETO IMOATOTOBKY JJIEKTPOHHBIX JTOKYMEHTOB K IE€peJadye B apXuB
OpraHU3aLMH.

Cuocka. [Taparpad 14 nononnen myHkToM 206 B COOTBETCTBHUH C
noctaHoBneHueM lIpasurensctBa PK ot 31.08.2022 Ne 630 (BBOAUTCS B ACHCTBHE MO
UCTEUYECHHUH JIECATHU KaJICHIapHBIX JHEH Mocie AHs ero nepBoro opuinaibHOTO
OMyOJIMKOBAHUA).

207. JlokyMeHTBI B 3JIEKTPOHHOM (popmare B apXHUB OpPraHHU3alMH MEPEAaAr0TCs
BMECTE C UX METAJaHHBIMU.

[lepenaya 3IE€KTPOHHBIX J€J MMOCTOSHHOTO XPAaHEHUsI MTPOU3BOIUTCS IO OIMUCIM
ANEKTPOHHBIX  JEJN  MOCTOSHHOTO  XPaHEHUs  CTPYKTYPHBIX  IOAPA3NEICHUN



opraHu3alnuu, a BpeMeHHOTo (cBbiiie 10 JieT) XpaHeHUs — MO0 OMUCAM AJIEKTPOHHBIX
nen BpeMeHHOro (cBbimie 10 jeT) XpaHeHHUs, COCTAaBJIEHHBIM MO (hopMe, COTJIacHO
npwioxkenuto 30 k HactosiimuM [IpaBuiiaM, B COOTBETCTBUMU C TpadukoM mpuema
ANEKTPOHHBIX JI€]l B ApXUB OPraHU3ALNH.

[Ipyu HEOOXOIMMOCTH MOMKET CO37aBaThCd OYyMaKHBIA HK3EMIUISIP OIUCHU
AIEKTPOHHBIX JIEIL.

Onuck 3JIEKTPOHHBIX JEJI CTPYKTYPHOTO MOJPA3ICIICHHs] OpraHu3aluu
YTBEpXKAACTCSI IMyTEeM TMPOCTABJICHUS JJIEKTPOHHOW HU(GPOBOM MONAMUCH C
MPUMEHEHUEM JIMYHOIO KIIIOYa, BJIAJEIBIEM KOTOPOTO SIBJIAIOTCS OpraHU3alys WU
PYKOBOJUTEIb CTPYKTYPHOTO OAPA3AEICHUS OPTaHU3alliH.

['padux mpuema >IEKTPOHHBIX JEJI B apXHB OpraHU3alMd COCTaBJISETCS
PYKOBOJMUTENIEM apxXuBa OpraHu3anuu  (JIMIIOM, OTBETCTBEHHBIM 32 apXUB
opranuzanuu) o Qopme, cornacHo npuinoxkenuto 31 k Hactosimum [IpaBunam, u
YTBEPKIAETCSI PyKOBOJAUTENIEM OpTraHU3aL|H.

Cuocka. [Taparpad 14 nononHeH nyHKToM 207 B COOTBETCTBUU C
noctanoBneHueM IIpasurensctBa PK ot 31.08.2022 Ne 630 (BBOIUTCS B ACHCTBUE MO
UCTEYECHHUH JIECATH KAJICHIapHBIX JHEH MOCie IHS ero nepBoro o(puInagIbHOTO
onyOJIMKOBAHUS).

208. B cocraB »lEKTPOHHOTO [€Jla BKIIOYAKOTCA METAJaHHBbIE HAa KaXKIbIN
3JIEKTPOHHBIN JOKYMEHT.

[Ipy nNOArOTOBKE JJIEKTPOHHOTO Jiefla K IMepeJaye B apXUB OpraHU3aluu
pabOTHUKOM CTPYKTYpHOro mnojpaszaeneHusi cpeactsamu COJ]  cocraBiseTcs
BHYTPEHHSSL OIKCh DJIEKTPOHHBIX JOKYMEHTOB JJIEKTPOHHOro Jena (naigee —
BHYTPEHHSIS1 OIUCH) MO (PopMe, corjaacHo npuiiokeHuto 32 k Hacrosumm [IpaBunam, a
TaK)Ke akTy MpUeMa-Tiepeladyd 3JIEKTPOHHBIX JOKYMEHTOB M Jen ciyxosl JJOY
opraHu3anuu 1no Gopme coracHo npusiokeHuto 33 k HacTosium [IpaBunam.

BHyTpeHHsI1 ONKMCh BKJIIOYAETCS B COCTAaB JJIEKTPOHHOIO Jejla B KayecTBe
CaMOCTOSATENIBHOTO  AJIEKTPOHHOTO  JOKYMEHTA, IOAIUCAHHOTO  3JIEKTPOHHOMN
nu(poBOM MNOANUCHI0 C MPUMEHEHHUEM JIMYHOIO KJIIo4a, BIAJENbLEM KOTOPOTro
SIBJISIFOTCSI OPTaHU3aIMs WK PaO0OTHUK CTPYKTYPHOTO TOJAPA3/ICICHUsI OpTaHU3aInH,
COCTABUBILIUYN BHYTPEHHIOIO OMUCH.

Cuocka. [Taparpad 14 nonosHeH nyHKkToM 208 B COOTBETCTBUU C
noctanoBneHueM [IpaBurensctBa PK ot 31.08.2022 Ne 630 (BBOIUTCS B ACHCTBHE MO
UCTEUYECHHUH JIECATH KaJICHIapHBIX JHEH Mocie IHs ero nepBoro o(uinanIbHOTO
OnyOJIMKOBAHUS ).



209. DnexTpoHHbIE N€fla NpU NOATOTOBKE K IEperaye B apXUB OpraHU3aluu
GopMupyroTcss TakuM 00pazoMm, UYTOOBI METaJaHHbIE KaXJIOTO BJIEKTPOHHOTO
JOKyMeHTa (KpoM€ TMEpBOIr0)  COJEp)Kajdl  KOHTPOJIbHBIE  XapaKTEPUCTUKU
IOPEIBITYIIEro MEKTPOHHOIO JOKYMEHTAa M €r0 METaJaHHBIX (OJHOHAINPaBJICHHBIHI
CBSI3HBIN CIHCOK).

Cuocka. [Taparpad 14 nononHeH nyHKTOM 209 B COOTBETCTBUH C
noctanossieHneM [IpaBurenscta PK ot 31.08.2022 Ne 630 (BBoauTCS B IEWCTBHE 110
UCTEYECHHUH JIECATH KAJICHIapHBIX JHEH MOCJe IHS ero nepBoro o(puIUaIbHOTO
OMyOJIMKOBaHUS).

210. Tlepenaua u mpueM 3JICKTPOHHBIX AEN OCYLIECTBISIOTCS MO IM(PPOBHIM
KaHajgaM CBSI3M WJIM Ha DJJICKTPOHHBIX HOCHUTENSIX B COCTaBe HHQPOPMAIMOHHOTO
nakera, (opMar KOTOPOro OMNPENENAeTCS PErIaMeHTOM  HMH(POPMAIMOHHOTO
B3aMMOJICUCTBUSI ~ MEXJIYy  CHUCTEMOM  BJIEKTPOHHOTO  JIOKYMEHTOOOOpOoTa |
MH(OPMAITMOHHOW CHUCTEMOM apX1Ba OpraHU3aIiu.

B omnmcsx »JeKTpOHHBIX /€Nl MOCTOSITHHOTO W BpeMmeHHoro (cBeimie 10 1er)
XpaHEHHUsI IOMIOJIHUTEIBHO YKAa3bIBAIOTCS:

CBEICHUSI O pa0OTHUKE CTPYKTYpPHOTO TOJAPA3ACIICHUS  OpraHu3allvu,
MepeIaloIieM ICKTPOHHBIC JieJia B apXUB OpraHu3aliuu (HauMEeHOBaHUE JOJDKHOCTH,
WHULMAIBI, pamMumms);

CBEJICHUs O PaOOTHUKE apXWBa OpraHU3AINH, TPUHUMAIOIIEM AJIEKTPOHHBIE Jieia
B apXUB OpraHHU3aIuy (HAaMMEHOBaHUE JOHKHOCTH, MHUIIUAIBI, (DaMIIINS).

Cuocka. [Taparpad 14 nomosnnen nmyHkToM 210 B COOTBETCTBHUH C
nocra"oBieHueM IIpaButensctBa PK ot 31.08.2022 Ne 630 (BBOAUTCS B IEUCTBUE 110
MCTEUEHUHU JIECSITH KaJleHIapHbIX THEeU Mociie JHS ero NepBoro oUuiinaibHOTO
OMyOJIMKOBaHUA).

211. NudopmanimoHHbI MaKeT COACPKUT CICAYIOIINE METAaJaHHbIE Ha YPOBHE
ANIEKTPOHHOTO JeJa:

MOPSIIKOBBI HOMEP 3JEKTPOHHBIX JI€]1 U JOKYMEHTOB B OMHUCH 3JIEKTPOHHBIX JIET
CTPYKTYPHOTO MOJpA3ACIICHHUS;

WHJIEKC 3JIEKTPOHHOIO JIENa;

3aroJIOBOK 3JIEKTPOHHOIO JIENA;

KpaiiHHE JaThl 3JIEKTPOHHBIX JTOKYMEHTOB 3JIEKTPOHHOIO JIENa;

KOJIMYECTBO 3JIEKTPOHHBIX JIOKYMEHTOB IEKTPOHHOTIO JEJIa;

00BEM BIEKTPOHHBIX IOKYMEHTOB AJIEKTPOHHOTO JEJIa;

A3BIK (SI3bIKH) AJIEKTPOHHBIX JOKYMEHTOB 3JIEKTPOHHOTO JIENa.



[{emocTHOCTh METaJaHHBIX HA YPOBHE 3JIEKTPOHHOIO JOKYMEHTA MOTBEPKIACTCS
MIOJTHBIM COCTaBOM JaHHBIX, YKa3aHHBIX BO BHYTPEHHEU OIKCH.

Caocka. [Taparpad 14 nonosHeH nyHKTOM 211 B COOTBETCTBUU C
noctanoByieHueM [IpaBurensctBa PK ot 31.08.2022 Ne 630 (BBOIUTCS B ACHCTBHE MO
UCTEYCHHH JIECATU KAJICHIapHBIX JHEH Mocie IHs ero nepBoro oUinaibHOTO
OnyOJIMKOBAHUS).

212. NudopMalimoHHBIA MaKET COACPKUT CIEAYIOIIME METAaJaHHbIE Ha YPOBHE
AJIIEKTPOHHOIO JJOKyMEHTa BpeMeHHOro (cBbiiie 10 JIeT) U TOCTOSHHOTO XpAHECHHUS:

Ha3BaHUE BUJA DJIEKTPOHHOTO TOKyMEHTa (IIpHKa3, MUCbMO, CMETa U JIp.);

3aroJIOBOK 3JIEKTPOHHOTO IOKYMEHTA;

JaTa IEKTPOHHOTO TOKYMEHTA,;

IPaBO JOCTyMa K JJIEKTPOHHBIM JOKYMEHTaM (JOCTYH pa3perieH BCeM, TOCTYI
yCcTaHaBIUBaETCs (HOHI000pa30BaATEIEM);

JlaTa CHATHUSL OTpaHUYEHUI 1ocTyna (MPU UX HATUYKH);

PEruCTpaMOHHBIN HHAEKC JIEKTPOHHOTO JOKYMEHTA,

A3BIK 3JIEKTPOHHOT'O IOKYMEHTA;

JaHHBIE 00 aBTOpE DSJIEKTPOHHOTO JOKYMEHTa (HAaMMEHOBAHHUE JOJDKHOCTU
WCTIOTHUTEINA, HAMMEHOBAaHWE OpTraHW3allid, TOATOTOBUBIIEH  DJIEKTPOHHBIN
JIOKYMEHT);

cBelieHUs O (haiiyax 3JIEKTPOHHOTO JOKYMEHTa (MMeHa, 00BbeM, KOHTPOJILHBIC
XapaKTEPUCTUKH );

CBeJIeHHs 00 ajaropuTMe BHIPAOOTKHA KOHTPOJIBHBIX XapaKTEPUCTUK (aJIrOpuT™Me
XJMIUPOBAHUS — KPUNTOTrPaUUYECKOM QJITOPUTME BBIYUCICHHUS 3HAYEHUS XOIII-
¢ynkuun) (00O3HAYEHUE AQIrOPUTMA, CChUIKA HA TEXHUYECKUH HOPMATHUBHBIN
MIPaBOBOM aKT).

[{eocTHOCTD METaaHHBIX Ha YPOBHE JEKTPOHHOTO JOKYMEHTA TOTBEPKIACTCS
oOmen mJig BCero JOKYMEHTa KOHTPOJIBHOM XapaKTEpPUCTUKOM, YKa3aHHOM BO
BHYTPEHHEU OIHCH.

CHocka. [Taparpad 14 nononHeH myHKTOM 212 B COOTBETCTBHUH C
noctaHoBneHueM lIpaBurensctBa PK ot 31.08.2022 Ne 630 (BBOaUTCS B ACHUCTBHE MO
MCTCUCHUU JIECATH KaJCHIAPHBIX THEH TMOCie JHS €ro MepBoro ohuInaILHOTOo
OMyOJIMKOBAHUA).

213. Tlpu HEoOXOAMMOCTH JUIsl ONMCAHUS HAa YPOBHE AJICKTPOHHOTO JOKyMEHTa
WCIIOJIb3YIOTCSL  JIOMIOJIHUTENIbHBIE METaJaHHbIE, XapaKTEpHU3YyIOIIMe OCOOEHHOCTH
CO3JIaHUsI U BOCITPOU3BEACHUS IJIEKTPOHHBIX IOKYMEHTOB:

CCBUIKU Ha JIPyTrUe JTIOKYMEHTBI, 00pa3yroiiue o0 ynpaBieHYECKU KOHTEKCT;



cBeZieHUsT 00 MHPOPMAITMOHHOW TEXHOJIOTHH (BEPCUH MTPOTPAMMHOTO TIPOYKTA), C
MTOMOILBIO KOTOPOM CO3/1aH 3JEKTPOHHBINA JOKYMEHT;

CBEJICHUSA O TEXHUYECKUX M MPOrPaMMHBIX CpEJICTBaX, HEOOXOAMMBIX IS
BOCIIPOU3BECHUS JIEKTPOHHOTO JOKYMEHTA,
CBEJICHUS O 3alIUTE PJIECKTPOHHOTO IOKYMEHTA.

Caocka. [Taparpad 14 nonosHeH MyHKTOM 213 B COOTBETCTBUH C
noctaHoBneHueM [IpasurensctBa PK ot 31.08.2022 Ne 630 (BBOIUTCS B ACHCTBUE MO
MCTEUEHUH JIECSITH KaJIeHIapHBIX IHEU Mociie JHA €ro NepBoro opuinaibHOTo
OMyOJIMKOBaHUA).

214. Ilpu nepepade S3IEKTPOHHBIX JI€J HAa 3JEKTPOHHBIX HOCHUTENSIX B COCTAaB
METaJaHHBbIX BKJIIOYAIOTCA JaHHblE OO0 DJJIGKTPOHHBIX HOCUTENSX (BHI, THUI
AIIEKTPOHHOI'O HOCHTENISI) U Pa3MEIIECHUH JIEKTPOHHBIX JEJN U JIOKYMEHTOB Ha 3THUX
AIIEKTPOHHBIX HOCUTENSAX.

Caocka. [Taparpad 14 momosHeH MyHKTOM 214 B COOTBETCTBUH C
noctanoByeHueM [IpaBurenbcrBa PK ot 31.08.2022 Ne 630 (BBOIUTCS B ACHCTBHE MO
UCTEYCHHH JIECATU KAJICHIapHBIX JHEH MOCye THS ero MepBoro oUinagIbHOTO
OMyOJIMKOBaHUA).

215. JIns >IEKTPOHHBIX JOKYMEHTOB B COCTaB METAJIaHHBIX JOMOJHUTEIBHO
BKJIFOYAIOTCS.  CBEJCHHUS O CPEACTBAX  JJICKTPOHHOM  IM(PPOBOM  IMOIIHUCH,
ompeeisieMble PEriaMeHTOM MH(POPMAIIMOHHOTO B3aUMOJICUCTBUS MEXKAY CUCTEMOMN
ANEKTPOHHOIO  JIOKYMEHTOOOOpOTa MW  MH(OPMAIMOHHOW CHCTEMOW  apXuBa
OpraHu3aluu.

CHocka. [Taparpad 14 momnonHeH myHKTOM 215 B COOTBETCTBHUH C
nocranoBieHueM IIpaButenbctBa PK ot 31.08.2022 Ne 630 (BBOAUTCS B IEUCTBUE 11O
UCTEUYCHHH JIECATU KAJICHIAPHBIX JHEH MOCye THS €ro MepBoro oUInagIbHOTO
OMyOJIMKOBAHUA).

216. CoctaB MeTaJaHHBIX IJIs AJIEKTPOHHOTO JOKYMEHTAa, MPEACTABIISAIOUIErO
co00i1 apXMBHYIO KOMHIO MH()OPMAIIMOHHOTO pecypca, AOMOJHUTEIbHO BKIIOYAET B
ceost:

HAaMMEHOBaHHE UH(POPMALIMOHHOTO pecypca;

THUI KUHPOPMALTMOHHOTO PECypca;
KpaiiHHMe JaThl dKCIUTyaTaluy UH(OPMAIIMOHHOTO PEcypca;
JaHHbIE O PETUCTPALUK HH(POPMALITMOHHOTO PeCypca;



MHTEPHET-aIpeC  pa3MelleHuss  MHPOpPMAIMOHHOTO  pecypca  (mms
MH(OPMALIMOHHOTO pecypca, Pa3MENIEHHOTO B TJI00alIbHON KOMIBIOTEPHON CETH
Wnurepner);

CBEJICHHUS O COOCTBEHHUKE HH(POPMALIMOHHOTO pecypca B COOTBETCTBUU C
3aKO0HOJIaTeIhCTBOM PecnyOnuku Kazaxcran o nepcoHaIbHBIX IaHHBIX;

CBEJICHHUS O BJajielblie MH()OPMAIMOHHOTO pecypca.

Cuocka. [Taparpad 14 nononHeH nyHKToM 216 B COOTBETCTBUU C
noctanoBneHueM [IpasurensctBa PK ot 31.08.2022 Ne 630 (BBOIUTCS B ACHCTBHE MO
MCTEUEHUH JIECSITH KaJleHIapHBIX IHEU Mociie JHS €ro NepBoro oUuinaibHOTO
OnyOJIMKOBAHUS).

[Ipunoxenue 1
k IIpaBuinaM gOKyMEHTHpPOBAHUS,
YIpaBJICHUS JOKyMEHTAINEH 1
HCTIONI30BAHMS CHCTEM
JIEKTPOHHOTO JOKyMEHTO0000pOTa
B TOCYIapCTBEHHBIX U
HETOCyJapCTBEHHBIX OPraHU3aLMIX

Cxema pacnosioskeHusi peKBU3UTOB TOKYMEHTa
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IIpuMmeuanue:
1 - wuzoOpaxenue I['ocymapcrBenHoro I'epba PecnyOmmku Kazaxcran wnu

9MOJIEMEL,
JIOTOTHUITA, TOBAPHOIO 3HAKa (3HAK 0OCITy)KUBaHMS)

2 - o(punManbHOE HAUMEHOBAHNUE OPTaHU3AIIH

3 - ClIpaBOYHEBIE TaHHBIC 00 OpraHU3aAINH

4 - HaMMEHOBAaHME BHJIa TJOKyMEHTA

5 - 1ata JOKyMEHTa

6 - perucTpalMoOHHbIN HOMEDP (MHICKC) JOKYMEHTa

7 - CChUJIKA HAa PErUCTPALIMOHHBIN HOMEP (MHIEKC) U JIaTy BXOSIIETO JOKYMEHTa

8 - MecTo cocTaBlieHUs WU U3JJaHUs JJOKYMEHTa

9 - rpud orpaHMUEHUS TOCTYIIA K TOKYMEHTY

10 — agpecar

11 - rpud yTBEpKIACHUS JOKYMEHTA

12 — pesomrorus

13 - 3aroi0BOK K TEKCTY JIOKYMEHTa

14 - oTMeTKa 0 KOHTPOJIE

15 - TexcT mOKyMeHTa

16 - oTMeTKa 0 HAIMYWU TIPUIIOKEHUS K JOKYMEHTY

17 — noamnuce

18 - oTMeTKa 0 corlacoOBaHWH JOKYMEHTa

19 - oTTHCK TTEeUaTH

20 - oTMeTKa 0 3aBEPEHHUH KOTHH IOKYyMEHTA

21 - oTMeTKa 00 UCIIOTHUTENIE JOKYMEHTa

22 - oTMeTKa 00 UCTIOJIHEHUU JJOKYMEHTA ¥ HAMPAaBIIEHUHU €0 B JIEJI0

23 - uACHTUPUKATOP PICKTPOHHOU KOMUU JJOKYMEHTA

24 - oTMeTKa O TTOCTYIUICHU! JOKYMEHTa B OPTaHU3aIIHIO

[Tpunoxenue 2
k [IpaBriaM JOKyMEHTHpPOBAHUS,
yIpaBJIeHUs JOKyMEHTauuel u
HCIOJIb30BaHUS CUCTEM
JIEKTPOHHOTO JOKyMEHTO0000pOTa
B TOCYZapCTBEHHBIX U
HETOCYAAPCTBEHHBIX OpraHU3aLUsIX

®dopma
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T'ocynapcteenHsIH ['epd Pecry6iukH KazaxcraH
HJIH 3MO07eMa, JTOTOTHIIL, TOBApHBIH 3HaK (3HAaK OOCIY:KHBAaHHA) OpraH

O¢HuHATbHOE HAHMEHOBAHHE | - OdHIHATEHOE HaH
OpraHH3alHH OpraHH3allH
(Ha rocyapCTBEHHOM fA3BIKE) | - (Ha pycCKOM HIIH HH

CnpaBo4HbIe JaHHBIE 00 . CmpaBo4HbIe JaH

OpraHH3aIHH OpTraHH3allH

(Ha rocyJapcTBEHHOM fA3BIKE) | - (Ha pycCKOM HIH HH

""""""""""""""""""""""""""""""""" N L

... (mara)  (EHOEKC) i e
§TA.:[pecaI

_________________________________________________________________________________________________________________________________________

'§ar OJIOBOK K TEKCTY ITHCbMa

___________________________________________________________________________________________________________________________________________________

®opmar A4 (210X297)



Ipunoxenue 3
k [IpaBuiamM 1OKyMEHTHPOBaHHS,
YIIPaBJICHUS JOKYMEHTallueH 1
HCIIOJB30BaHMS CUCTEM
3JIEKTPOHHOTO JTOKYMEHTO000pOTa
B TOCYAapCTBEHHBIX U
HETOCyapCTBEHHBIX OpTaHU3aLUIX

®opma



baask KOHKPETHOI'O BH/Ia JOKYME€HTA OPraHH3allHH

_______________________________________________________________________________________________________________________________________________

TocynapcteeHHBIH ['ep0 PecryOiukH KazaxcrtaH
HJIH 5M01eMa, JJOTOTHII, TOBapPHBIH 3HAK (3HAK 00CIY:KHBaHHA) OpraHH3:

...............................................................................................................................................
1

OduHaIEHOE HAHMEHOBaHHE . OdHIIHATEHOE HAHMEHO]
OpraHH3aITHH OpraHH3alHH
(Ha rocy1apCTBEHHOM A3BIKE) (Ha pyCCKOM HITH HHOM 4
HanMeHOBaHHE BHIA § § HauMeHOBAHHE BH]
JIOKyMEHTa JOKYMEHTA
(Ha rocyIapCTBEHHOM A3BIKE) . (Ha pyCCKOM HITH HHOM £
..................................................................................................................... S
- MecTo H3IaHHA ' MecTo H3JaHHA

(HaToCymapCTBEHHOM f3bIKe) | | (Ha PyCCKOM HIIH HHOM S3E

®dopmat A4 (210X297)

Ipunoxenue 4



k [IpaBuiaM JOKyMEHTHPOBAHHS,
YIpaBJICHUs JOKyMEHTaIeH 1
HCTIONB30BaHMS CHCTEM
NIEKTPOHHOTO JOKyMEHTO000pOTa
B TOCYIapCTBEHHBIX U
HETOCYJapCTBEHHBIX OPTaHU3aALUIX

®dopmMma



________________________________________________________________________________________________________________________________________________

TocyaapcteeHnHsId I'ep0 Pecrry0nuku KazaxcTan
HIH 3MO0JIeMa, JIOTOTHIL, TOBapHBIH 3HAK (3HAK O0CIyKHBAaHHA) OpraHH3

. OdHIHATEHOE HAHMEHOBAHHE |
‘ OpraHH3alHH '
(Ha rocyIapCTBEHHOM A3BIKE)

O¢uIHATEHOE HAHMEHO!
OpraHH3alHH
(Ha pyCCKOM HITH HHOM 4

________________________________________________________________________________________________________________________________________________

- MecTo H37aHHA '

MecTo H3JaHHA
(Ha roCcyIapCTBEHHOM S3BIKE) (Ha pyCCKOM HJIH HHOM 3

®dopmat A4 (210X297)



Ipunoxenue 5
k [IpaBuiaM JOKyMEHTHpPOBaHHUS,
YIIPaBJICHUS JOKYMEHTallueH 1
HCIIOJB30BaHMS CUCTEM
3JIEKTPOHHOTO JTOKYMEHTO000pOTa
B TOCYAapCTBEHHBIX U
HETOCyapCTBEHHBIX OpTaHU3aLUIX

dopmMma

JHUCT COI''TACOBAHHA

HauMmeHOBaHHE BHIA ITPOEKTa JOKYMCHTA, 3alOJIOBOK K TEKCTY

CormnacopaH

HanmeHOBaHHE JOKHOCTH

C YKa3aHHEM HaHMEHOBAHHA
OpraHH3allHH

Pacmudporka
(IHYHAA MIOAIHCH) MOAIHCH
Jlara

CornacopaH
HanMeHOBaHHE JOITK
C YKa3aHHEeM HaHMEH

OpraHH3alHH

Pacre

(JTHYHAA MOJIIHCE) ITOMIIE
Jlarta

®dopmar A4 (210X297)

[punoxenue 6
k [IpaBunaM JOKyMEHTHPOBAHHS,
YIpaBJIEHUs JOKyMEHTaIeH 1
WCIIONIb30BAHMS CHCTEM
JIEKTPOHHOTO JJIOKyMEHTO000pOTa
B TOCYAApPCTBEHHBIX U
HETOCYAAPCTBEHHBIX OPTaHMU3aIUIX

®dopma



«KYHEJIEPII MOJEJIBAEY IIH TopapHIIECTEO C OTPaHHEY

KA3ZAKCTAH/IBIK HHCTHTYThI» OTBETCTBEHHOCTHIO
HHHOBAIIHAIBIK OPTAIBIFbI»
«HHHOBAITHOHHBIH I
ayanKepIIiri MeKTeyIi CepIKTecTir «KAZAXCTAHCKHH HH(
MOJE/IHPOBAHHA CH
BYWHWUPLIK ITPHUKA3

Acramakamacet ¢ ropogAcrama

I (v L
L _| O BHeceHHH H3MeHeHHIi B

AO/KHOCTHbIE HHCTPYKIHH
COTPYAHHKOB

B cBazu C

(ocmOBaHHE)

ITPUKA3BIBAIO:
1. BHecTH B [JODKHOCTHBIE HHCTPVKIHH cOTpyAHHKOB TOO cien
H3MeHeHH:
1)
2)
2. KOHTpOIIb 3a HCIIOTHEHHEM HACTOAIIETO IIPHKA3a BO3IOKHTb HA

I'eHepaIbHbIH JHPEKTOP (moamHCs) (pacmHdpoBKa 1K

OTMeTKa O COITIacOBaHHH:

®dopmat A4 (210X297)

Ipunoxenue 7
k [IpaBuiaM JOKyMEHTHPOBAHHS,
yIpaBJIEHUs JOKyMEHTaIeH 1



HCIOJb30BaHUS CUCTEM
3IIEKTPOHHOTO JIOKYyMEHT0000pOTa
B TOCYIapCTBEHHBIX U
HETOCYJapCTBEHHBIX OPTaHU3aALUIX

®dopmMma



«KYHEJIEPOI MOJEJIBIEYIIH TopapHIECTEO ¢ OrpaHHY!

KA3ZAKCTAH/BIK HHCTHTYThI» OTBETCTBEHHOCTBIO
HHHOBAIIHAJIBIK OPTATBIFbI»
«HHHOBAIIKOHI!I)Iﬁ I
ayankKepIIIiri MeKTeyIi CepIKTECTIr «KA3AXCTAHCKHH HH(
MOJE/THPOBAHHI CH!
B¥UPLIK ITPUKA3
15 mapta 2017 roga Ne 51a/c
 ACTaHaKamacer i . jTopomAcrama

R 1
| | Ilo JIH‘!HOM}" COCT aB_V

1. IIPHHATH Eckenguposa EpkeOynana AmaHTaeBHYa Ha J0I1
TJIaBHOT'O MeHeIKepa MapKeTHHI0BOoro orjena ¢ 15 mapra 2017 roga.

OcHOBaHHA: TPYJOBOH Jorosop oT 15 mapra 2017 roza Ne 31 u 3aq
Eckenmuposa E.A. ot 14 mapTa 2017 roga.

2. IEPEBECTH 3yoOapeBy AHacTacHIO BHKTOPOBHY CTapIero Oyxr
Ha JJO/DKHOCTB ITIaBHOTO Oyxranrepa ¢ 16 maprta 2017 roga.

OcHOBaHHA: JONOIIHEHHe K TPYAOBOMY J0roBopy oT 14 ampensa 201
Ne 28 u 3asgBreHHe 3y0Oapesoii A.B. ot 13 mapTta 2017 roga.

3. PACTOPTHYTD tpyaosoi moropop or 17 guBapsa 2015 roza ]
Kepumoeemm MapatoMm CepukoprueMm ¢ 15 mapra 2017 roma B COOTBETC
nyHKTOM 1 cTateH 57 Tpyaosoro komekca Pecrydomixu Kasaxcras.

OcHopanue: 3agBineHHe KepuMosa M.C. ot 14 mapta 2017 roza.

4. OBBbABHUTH BBII'OBOP IIaseutoBoii CanraHaTr AOaeBHe, MeH
IIPOEKTHOIO OTAENA.

OcHoBaHHA: JOKI4aIHAA 3aIIHCKA HaJalbHHKA IIPOeKTHOro oraena Camno
oT 10 mapta 2017 roja u oOBACHHTeIbHad 3amHcKa ITaseriosoi CA. oT 12
2017 roga.

I'eHepaIbHBIH THPEKTOP TIOZIIHCH pacmH(ppoBKa NOAIH

Bussr:



IIpoToxon

®dopmar A4 (210X297)

IIpunoxenue §

k [IpaBuiiaM TOKyMEHTHPOBaHUS,
YIIPaBJICHUS JOKYMEHTallUeH 1
HCIIOJB30BaHMS CUCTEM
3JIEKTPOHHOTO JTIOKYMEHTO000pOTa
B TOCYAapCTBEHHBIX U
HEroCyJapCTBEHHBIX OpraHH3aLUsIX

®dopmMma



...................................................................................................................................

O¢unHanTbHOe HAHMEHOBAHHE - O¢uouanbHOE HAHMEE

OpraHH3alNHH OpraHH3alHH

(Ha rocyJapcTBeHHOM S3BIKe) | (Ha pycCKOM HIH HHOM

o XATTAMA  TIPOTOKOI
Ne

. Mecto - MecTo H3qaHug

_______________________________________________________________________________________________________________________

3aceJaHHs KOMHCCHH IO... ~

r O r L
|

IIpeacenarens — ©.1.0.

Cexpetapp — P.H.O. >.

IIpHCYTCTBOBATH: (KOIHYECTBO) YelloBeK (CIHCOK MpHIaraeTcs)
BeognHan

INOBECTKA JHA =,
1. O pa3paboTKe M NPHHIIHIAX ...
JloK1a7 3aBeyIOMmIero ...
20 <

1. CJIVIIAJTH:
®_H1.O. — TeKCT J0KIaa IpHIaraeTcs.
BBICTYIIHNJIH:
@ 1.0. — KpaTKas 3alHCh BBICTYILUICHHS.
®H.O. - >
OcHoBHas

IIOCTAHOBHW.IH: E
1. OgoOpHTS ...
i

2. CIIVIOAJIA:
BBICTYIINTH:
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ITpunoxenue 9
k [IpaBuiiaM TOKyMEHTHPOBaHUS,
YIIPaBJICHUS JOKYMEHTallUeH 1
HCIIOJB30BaHMS CUCTEM
3JIEKTPOHHOTO JTIOKYMEHTO000pOTa
B TOCYAapCTBEHHBIX U
HEroCyJapCTBEHHBIX OpraHH3aLUsIX

®dopmMma



I'ocynapcereensslii ['epd PecrryOmixu Kasaxcran
HITH 3MOI1eMa, JTIOTOTHII, TOBAPHBIH 3HaK (3HaK 00CTY’KHBAHHS) OpraHF

 OjunuaibHOe HAMMeHOBaHHe = OQHOHATbHOE HaHMeE
' OpraHH3anHH i i OpraHH3anHH
(Ha rocyJapcTBeHHOM S3bIKe) | . (Ha pyCCKOM HIIH HHOM

; " Ne
(mata) J
'MecTo W31amms ' MecTo m3maEms
_(Ha TOCYZapCTBEHHOM S3bIKE) |  (Ha PyCCKOM HITH MHOM 5
T 1
| | OO0 HTOrax mpoBepKH ...

OcHOBaHHe: IIPHKA3 PYKOBOJUTEII OpraHusamuy oT (Jara) Ne
«O TpOBeJeHHH TPOBepKH ...» (WIM HHOH JOKYMeHT: ILUIaH paldoThl, I
BBIIIIECTOSINEro Oprala | T.1.).

CocTaBieH KOMHCCHeEH B COCTaBe:

ITpencenaTens KOMHCCHH

JAOIAHOCTD, HHHITHAIIBI, (I)&MHJIHFI
UiIeHbI KOMHCCHH: 1.

JOJIIKHOCTD, HHHITHAIIBI, q)a.\mmm
2

AOKHOCTD, HHHIIHAIIBL, (haMHITHA
ITpHCYTCTBOBATH:

AOAHOCTD, HHHITHAIIBI, (I)&MHJIHSI

TEKCT

CocTaBieH B 2-X 3K3eMILIIpax:
1-# 3K3eMILTAp: B gemae 5-7
2-H 3K3eMILTIp: HAllpaBlIeH OpoBepsaeMOH OpraHH3alHH

IIpeacexaTeb KOMHCCHH HNOANHCh  pacImH(ppOBKa MOAL
YneHbl KOMHCCHH NOANHCH  pacIH(pPOBKA MOAL



CnpaBka
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IIpunoxenue 10
k [IpaBuiiaM TOKyMEHTHPOBaHUS,
YIIPaBJICHUS JOKYMEHTallUeH 1
HCIIOJB30BaHMS CUCTEM
3JIEKTPOHHOTO JTIOKYMEHTO000pOTa
B TOCYAapCTBEHHBIX U
HErocyJapCTBEHHBIX OpraHU3alusIX

®dopmMma



-

«KA3AKCTAH PECIIYBJIHKACHI PECIIYB/IHKAHCK(

MOJEHHET KOHE CIIOPT FOC&’JLA{’QTBEHH(
MHHHUCTPJIITTHIH VUPEKJIEHHE

. APXEOTPA®HS JKOHE JEPEKTAHY | «HAITHOHAIBHBIH IT]

f YJITTBIK OPTAJIBIFBI» é s APXEOI'PA®HH H

g f HCTOYHHKOBE/JEH

. PECIIVEJIHKAJIBIK MEMJIEKETTIK | - MHHHCTEPCTBA KV.Ib]

MEKEMECI CIOPTA PECIVE/IH
| i KA3AXCTAH»

,,,,,,,,,,,,,,,,,,,,,,, AHBIKTAMA = ¢+~ CIPABKA
115.10.2017 - Ne 03-05/171
ECTRURRRIBIOEE, s bnnssrns N AOPOR ENCERERE, v

- MHHHCTEPCTBO KVJIBTYPH!

- cooprta Pecnydauku Kasa

T L

' O COCTOSIHHE padoThl MO

 MOATOTOBKe HHPOPMAHOHHOrO

' cnpaBounnKa «Hcropns Kasaxcrana ‘

_B3apyfexmbix apxmeax XVIXXss)» |

=
TEKCT
JdupexTop TIOJITHCH B. Konbichac
Hen. K. TTapunbexosa
Ten.: 24-06-32
®dopmat A4 (210X297)

Ipunoxenne 11
k [IpaBunaM JOKyMEHTUPOBAHMUS,
yIpaBJIeHUs JOKyMEHTauuel u
HCIOJIb30BaHUS CUCTEM
3IIEKTPOHHOT'O JIOKYyMEHT0000pOTa
B TOCYAApPCTBEHHBIX H



HCTOCYAAPCTBCHHBIX OpraHru3alusax

®opma
CnpaBka
. «KA3AKCTAH PECITYBJIHKACHI / \  PECIYBEJIHKAHCK(
MOJEHHET KOHE CIIOPT TFOCYAAPCTBEHH(
MHHHCTP.IITTHIH YYPEXIEHHE
- APXEOTPA®HA KOHE JEPEKTAHY | . «HAIHOHA.IBHBIN II
; YJITTBIK OPTAJIBIFBI» | APXEOTPA®HH H
' HCTOYHHKOBEEH
. PECIIVBEJIHKAJIBIK MEMJIEKETTIK | ~ MHHHCTEPCTBA KV.JIb]
MEKEMECI z CIIOPTA PECIVE.IH
KA3AXCTAH»
________________________ _AHBIKTAMA ~  CIIPABKA
15.10.2017 Ne 02-01/10
AcTaHa Kanachl § ropox ActaHa
-rL - T+ KCK «EreMen»
L

Asmoepresosa Kyapxkan XaiiOyToBHa paOoTaeT INIaBHBIM OYXT
HanuoHAaTbHOTO IIeHTpa apXeorpaduy # HCTOYHHKOBEISHHS.

AdupeKkTop TIO/IITHCH B. KoHbIcb:

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

dopmar A5 (148X210)

[Ipunoxenne 12



IIncomo

k [IpaBuiaM JOKyMEHTHPOBAHHS,
YIpaBJICHUs JOKyMEHTaIeH 1
HCTIONB30BaHMS CHCTEM
NIEKTPOHHOTO JOKyMEHTO000pOTa
B TOCYIapCTBEHHBIX U
HETOCYJapCTBEHHBIX OPTaHU3aALUIX

®dopmMma
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«BAPBIC»
AKIHOHEP.TIK KOFaMbl

AKINHOHEPHOE 0011
«BAPBIC»

____________________________________________________________________________________________________________________________

- Adaii 1-me1. 10, AcTana K., 010000 np. Adag 10, r. AcTaHz
. Tem/daxc 8 (7172) 35-39-22, ; . Ten./daxc 8 (7172) 3:
. 35-46-47 E-mail: Baris@inbox ru | - 35-46-47 E-mail: Baris(

119.03.2017 _ Ne 04-07/151

__________________________________________________________________________________________________________________________________________________________________________

- (ccpLIKa Ha HOMep H JaTy BX.

| IOKYMeHTa)

------------------------------------------------------------------------------------ ' TOO «Kynarep»
 FOpuanyecknii oTaen
- mp. PeickynoBa, 12, 1.
1020000

E 3

O npeTeH3HH 10 JOT0BOPY

oT 15.03.2017 Ne 44/56

¥YBaxkaeMble rocnoga!

B mapTHH 1aKOKpacOYHBIX MAaTepHAIOB, OTTPVKEeHHBIX Bamu 28
2016 roga mo KelIe3HOAOPOKHOH HAaKIaaHOH Ne 324 B COOTBETCTBHH C JOT0B(
12 guBaps 2016 roga Ne 44/56, odbHapy:keHO 3 JehOpMHPOBAHHBIX BCIeJCTBH
WIH HHOTO MeXaHH4YeCKOro BO3JeHCTBHS AIHKA, O 4YeM CBHIETElIbCTIBYeT
15 wmapra 2017 roma Ne 23. JIaKOKpacOdYHble H3IJeIHA, HaXOIAII]
NOBpPeRKIeHHBIX AINHKAX, pealHsallHd He mofnexar. Omnara NapTHH
IIPOH3BeJeHa HaMH B IIOJTHOM 00beMe 1o cdeTy Ne 33-675.

ITpocum Bac BO3MECTHTh IOHeCeHHBIe HaMH YOBITKH B pasMepe 1’
570 Tenre. CymMMy caeayeT IepedrCcINTh Ha Halll pacueTHBIH cueT.

ITpunoxeHHe: akT Ha 2 1. B 1 3K3., Ha pyCCKOM S3BIKe

C yBakeHHEM,
KomMepueckHH JHPEKTOp NoAmHCch  pacimH(pPOBKA MOIH

Hen. H. Tletposa
Ten. 35-45-44
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IIpunoxenue 13
k [IpaBuiiaM TOKyMEHTHPOBaHUS,
YIIPaBJICHUS JOKYMEHTallUeH 1
HCIIOJB30BaHMS CUCTEM
3JIEKTPOHHOTO JTIOKYMEHTO000pOTa
B FOCY/IapCTBEHHBIX
HEroCyJapCTBEHHBIX OpraHH3aLUsIX

IIpumMepHblii NepeyeHb TOKYMEHTOB, He MO/JIesKAIUX perucTpauun ciay:xkooi 10Y
HI/ICBMa, HAIIPaBJICHHBIC B KOIIUAX JISI CBCACHUA.

Pexnamubie n3BemieHus, NPOCHEKTHI, MJIaKaThl, IPOrpaMMbl COBELIAHUM.

[lepBrUYHBIE JOKYMEHTBI OyXIaaTEpCKOro y4eTa (perucTpupyroTcs B OyXraiaTepun
OpraHu3allun).

VY4eOHble MUIaHbl, MpPOrpaMMbl (PETUCTPUPYIOTCS B  COOTBETCTBYIOIIEM
CTPYKTYpPHOM TOAPA3IEICHUN OpTaHU3aIIH).
Mecsiunble, KBapTajdbHble M JApPYrU€ OTYETHl  (PETUCTPUPYIOTCS B
COOTBETCTBYIOIIEM CTPYKTYPHOM ITOAPA3/IEICHUN OPTaHU3ALNH).

@DOpMBI CTaTUCTHYECKOW OTYETHOCTU (PETUCTPUPYIOTCS B COOTBETCTBYIOIIEM

CTPYKTYPHOM MOAPA3ACICHUNA OpPTraHUu3alim).
Co00111€HUS O COBEIIAHMSX, 3aCETAHUSIX.

[To3npaBuTenbHbIE MUCHbMA, MO3JIPABUTEIbHBIE TEJIErPAMMBbl, MPUTIACUTEIIbHbBIE
OWJIETHI.

[TeyaTHble u3ganus (KHUTH, )KypHaJbl, a3€Thl, OIOJUIETEHN).

Tenerpammel 1 McbMa O pa3peIIeHMH KOMaHIHUPOBOK.

Tenegonorpammbl 0 MPOBEEHUH 3aCceIaHN, COBEIIAHKMI, CEMUHAPOB U APYTHE.

JIOKyMEHTBI ¢ TOMETKOM Ha KoHBepTe "JInuHo".

Hayunble 0TYETHI 1O TeMaM (PETUCTPUPYIOTCA B COOTBETCTBYIOIIEM CTPYKTYPHOM
Mopa3IeICHUN OPTaHU3ALINH ).

[IpenckypaHThI.

Hopmbl pacxoma marepuasnoB, 3asBKM Ha KaHUEJSIPCKUE MPHUHAIIEKHOCTH M
OpPraHU3alMOHHYI TEXHHUKY (PETMCTPUPYIOTCS B COOTBETCTBYIOIIEM CTPYKTYPHOM
MO/IPAa3/IeJIEHUN OPTaHU3ALINH).

CBojku.
YdeTHbIE JaHHBIE TIO KaJpaM.

[Ipunoxenue 14
k [IpaBunaM JOKyMEHTUPOBAHMUS,
yIpaBJIEHUs JOKyMEHTaIeH 1
HCIOJIb30BaHUS CUCTEM



KapTqua perucrpauuu BXoasilmux 10KyMEHTOB

3IIEKTPOHHOTO JI0OKYyMEHT0000pOTa
B FOCYJapCTBEHHBIX U
HETOCYJapCTBEHHBIX OPTaHU3aLUIX

®opma

KoppecnongenT

Brg goxymenTa

Jara MOCTYIUICHHA H HHAEKC JOKYMEHTa

Jata # HEOeKC JOKYMeHTa

103

3aronoEOK JOKYMEeHTa HIIH KEPaTKOe COAepriaHHe

Pesomonna uan KoMy HampaeneH ZOKyMEeHT

Cpox HcnonHeHHR

Pacoucka B NOTYYEHHH C YEaSaHHEM JaThl

OrMeTEa 00 HCIIOTHEHHH JOKYMEHT
H HalpaEJIeHHH B Jel0

210

Cregennd o Xoe HCIIOMHEHHA JOKYMEHTA, NEPEHOCa CPOKOE HCIIOMHEHHA,
NOCTYIUIEHHH IPOMEYTOYHEIX OTEETOE (3alpoCcoE) H T.A.

Konrponsseie om

10

Jeno Ne

£

dopwmar AS (148x210)

IIpunoxenne 15
k [IpaBuiaM JOKYMEHTHPOBaHHS,
yIPaBJICHUS JOKyMEHTAIEH 1



HCIOJIb30BaHUS CUCTEM
3IIEKTPOHHOTO JIOKYyMEHT0000pOTa
B TOCYIapCTBEHHBIX U
HETOCYJapCTBEHHBIX OPTaHU3aALUIX

®dopmMma
)KypHaJI perucrpanum BXoasilmux J10KyMEHTOB

Bung nokymenra,

Koppecnonnent, 3aromoBok  wiu Pesomronus  wim
Pacrmncka B OTMeTKa 00
Jata JaTa W HUHICKC KPaTKoe KOMY HarmpaBJicH
Ne . MOJTy4eHHN HCIIOITHEHU U
MOCTYIUICHUS BXOJAIIETO CoJIepIKaHue JOKYMEHT a
JIOKYMCHTA, JaTa  JOKyMEHTa
JIOKyMEHTa BXOZAIIETO HCIIOJHEHUE
JIOKyMEHTa
1 2 3 4 5 6 7

®opmat A3 (420X197)
JKypHan perucTpanyu UCXOASIIUX W BHYTPEHHUX JIOKYMEHTOB

Hara u WHJIEKC
OT™meTka 00
HCXOJAIIETO 3arojIoBOK MM KpaTKoe
NoNe .. Koppecnonnent HCNIOJIHEHUU JOKyMeHTa [1puw
(BHyTpeHHero) COJZIEp’KaHUE TOKYMEHTA
1 HalpaBJICHUH B JIEJIO
JOKyMEHTa
1 2 3 4 5 6

dopmar A3 (210X297)

[Ipunoxenue 16
k [IpaBuiaM 10KyMEHTHPOBaHHS,
yIpaBJICHUs JOKYMEHTAlUeH 1
HCIIOJBE30BaHMs CUCTEM
3NIEKTPOHHOT'O JIOKYMEHT0000pOTa
B TOCYAapCTBEHHBIX U
HEroCyJapCTBEHHBIX OpraHU3aLUsIX

CBEJIEHMUS 006 ucnioJIHEHUH IOKYMEHTOB, MOJIEKAIINX KOHTPOJIIO

1O COCTOSIHMIO HA (umcsio, Mecsit, roja)
q JloKyMeHTbI Ha KOHTpPOJIE M3 HUX TOKYMEHTHI
aMMEHOBaHMS
HOCTYIIUIIO B C  TIPOJJICHHBIM
Ne /it CTPYKTYPHBIX HaxoJsuecss Ha
. BCEro IpeabIAYIIEM HCIIOJIHEHHBIE CPOKOM
noapasicicHun HMCIOJIHEHUU

MECALEC HCIIOJIHCHU



HaumeHoBaHMe 10JI2KHOCTH PYKOBOJTUTEJIS Pacuimdponka
cay:x0b1 1OY MOANUCH
(MMYHAsI MOANNCH)
dopmar A4 (210X297)

[Ipumeuanue.

CezneHust MOTYT OBITH JIOMOJIHEHBI rpadaMu MO BUJAM JIOKYMEHTOB (IIPHUKAa3HI,
penieHus
KOJUJIETHH U APYTHUE), UX PETUCTPALMOHHBIMUA HOMEpaMH, aMUTTUSIMU UCTIOTHUTENCH.

[Ipunoxenue 17
k [IpaBuiaM 1OKyMEHTHPOBaHHS,
YIPaBJICHUs JOKyMEHTAEH 1
UCIIOJIb30BaHMs CUCTEM
3JIEKTPOHHOTO JIOKYMEHTO000pOTa
B FOCY/IapCTBEHHBIX U
HErOCyIapCTBEHHBIX OpraHU3aLUIX

CBEJIEHUS 06 ucnoiHeHun oOpamieHuil pu3nv4ecKux U HPUINIYECKHX

JINIL
1O COCTOSIHMIO HA (umcio, Mecsii, roja)
HanMeHOBaHI Haxoaurcs Ha UCIIOJIHEHUU M3 Hux
Ne /it CTPYKTYPHBIX MOCTYITUIO 3a IIPOCPOUYCHBI
o BCETro N HCIIOJTHSIFOTCS B CPOK
TOpa3AeIeHU I MPeAbLAYIINI Mecs1l BCETO

1 2 3 4 5 6

!



Bcero:

HaumenoBaHue 10JKHOCTH PYKOBOAUTEJIS Pacungposka
cay:x0b1 JJOY MOAINUCH
(MMYHAas MOANNCH)
®opmar A4 (210X297)

[punoxenne 18
k [IpaBuiaM JOKyMEHTHPOBAHHS,
YIpaBJIEHUs JOKyMEHTaIeH 1

HCIIONIb30BAaHMS CHCTEM
JIEKTPOHHOTO JOKyMEHT0000pOTa

B TOCYJJapCTBEHHBIX U
HEroCyJapCTBEHHBIX OpraHU3alUsIX

®dopma
ZKypHaj yyeTa U BbIIa4yl eYaTHO-0JIAHOYHON MPOAYKIUU

[ocrynnenue Brigaua



Komy BbIIAHO

Hara n HanmeHoB
Hata ¥ HaumeHos
HOMEp aHue Komnuect damuusg Koimaect Pac
Jara Cepuss wu HOMEDP aHue Cepuss wu
COTNPOBOJ TPENPHUAT BO Jata u BO
TIOCTYIIJIEH HOMEpa JOKYMEHT CTPYKTYpH HOMEpa
WUTEIBHOTO HSI - SK3EMILISAP BBIJIaYH HHALMAE YK3EMIULIP 107
us 0JIaHKOB a Ha oro OJIaHKOB
JOKYMECHT H3TOTOBHUT OB nonmydaren OB
BbIIavy nojapasien
a ens Pt
eHus
1 2 3 4 5 6 7 8 9 10 11 12
®opmat A4 (210X297)
[Ipunoxenue 19
k [IpaBuIaM H1OKyMEHTHPOBAHUS,
yIpaBJICHUS TOKYMCHTAUCH U
HCIIOJIb30BAHHS CHCTEM
ANEKTPOHHOTO TOKYMEHTOO00pOTa
B TOCYJapCTBCHHBIX H
HETOCYAAapPCTBEHHBIX OPTaHU3aIUsIX
®dopmMma
KypHan ywyera u BblIa4d Ne4yaTed, IMITAMIOB ¢ H300paKeHUeM
I'ocynapcrBenHoro
I'ep6a PecnnyOoimku Kaszaxcran v cnienuaJbHON MITEMIIEJIbHOH KPACK
Komy BrIgaHO
HaunmenoBanue
CTPYKTYPHOTO
HaumeHnoBanus p TOAPA3/ICICHIA, I1
ortucku meuateii u O ECTRIAIOMIErO 07
XpaHEHUE IedarTew,
LITAMIIOB C damuns u ¥
IITaMIIOB c Jara Bo3BpaTa u
Ne .. n300paKEHUEM MHUIIMAJIBI Hata u pacnucka B ¢
H300paKEHUEM pacrucka B npueme
T'ocynapcTBeHHOTO JOJKHOCTHOI'O NOJTYy4YCHHUH CI
T'ocynapcTBenHoro
I'epba Pecny6muxu JMLIA-TI0yYaTeIs 1
K I'epba PecnyOnmkn
azaxcTaH K]
Kazaxcran u
ClieUaIbHON
IITEMITeIILHO N
KpacKu

1 2 3 4 5 6 7



Kypnan yuera

®opmar A4 (210X297)

IIpunoxenue 20
k [IpaBuiaM HOKyMEHTHPOBaHHS,
YTIPaBIIECHUS JOKyMEHTAaIMEH 1
HCTIONB30BaHMS CHCTEM
IEKTPOHHOTO JOKyMEHTO000pOTa
B TOCYAApPCTBEHHBIX U
HETOCYAAPCTBEHHBIX OpraHU3aLUIX

®dopmMma

U BbIIa4d TepbeBbIX ABTOPYYEK, 3alpaBJIeHHBIX

ClienaJIbHBIMHA Y€PHUJIAMHA

damvunms "
HaumeHoBaHue

WHUIIUAIIBI JlOomKHOCTD u I1
CTPYKTYPHOTO

JIOJDKHOCTHOTO bamumus JIHIIA, 07
Mo/Ipa3/iesieHusl,

JIMIIa, TIOJIy4MBILIETO yi
OCYLIECTBIISOIIETO Jara Bblmaum u

OCYIIECTBIISIIOLLETO TEPHEBYIO [ata BO3Bpata U I

Ne .. XpaHEHUE MEPHEBBIX pacmnucka B

XpaHEHUE TEePhEBbIX aBTOPYUKY, pacmucka B ipuemMe  ar
aBTOPYUEK, MOJIY4E€HUH

aBTOPYUEK, 3anpaBiIeHHYIO 38
3anpaBiIeHHbBIX

3anpaBiIeHHBIX CIIeIMaJbHBIMU CI
CcreHraJIbHEIMHA

CIIeI[MaJbHBIMHU YepHUIAMH ¢
YEpHUIAMU

YEpHUIAMHU

1 2 3 4 5 6 7
®opmat A4 (210X297)
[Ipunoxenue 21
k [IpaBuiaM JOKyMEHTHPOBAHUS,
yIpaBleHUs JOKYMEHTAIEH 1
HCIIOJIb30BaHUS CHCTEM
ANEKTPOHHOTO TOKYMEHTOO0O0pOTa
B FOCYAApCTBEHHBIX U
HErocy/IapCTBEHHbBIX OpPraHU3aLUsIX
®dopmMma
Ha3BaAaHHUEC
OpraHu3alnuu

(naTa) MecTo uzganus (Ha
rocy1apcTBEHHOM fI3bIKe)

MecTo u3nany
NJIH UHOM 13b

YrBepxnaw HaumenoBanue

PYKOBOIMTE/IS OPraHU3alUHU _

PaciindpoBka (u4yHasg 1O;

Jara



IIpuema-nepenaun ne4aTHo-0JaHOYHOMH
NPOAYKIMH, leyaTei, INTaMIOB,
NOJJIesKAIHNX

3alMTe, CPECTB 3AIUTHI JOKYMEHTOB H
PerucTpanMOHHBIX YYeTHBIX (POPM K HUM

OcHoBaHUe: TpUKa3 PYKOBOJMUTENS oOpraHu3anuu ot (mara) Ne

"O npoBeeHUH MPOBEPKH ..." (MJIM MHOW JOKYMEHT: IJIaH paboThl, MOPyUYECHHE
BBIIIECTOSIIETO OpraHa  T.J.).
CocTaBiieH KOMHUCCHEN B COCTaBE:

[Tpencenarens KOMHUCCHH

JOJIDKHOCTh, HTHHUIIMAJIbI, (I)aMI/IJ'II/IH
YiieHsl KOMUCCHUH: 1.

JOJIDKHOCTh, HHHUITHUAJIBI, (I)aMI/IJ'II/IH

JOJIDKHOCTh, MHHUIIMAJIbI, (1)aMI/IJII/I}I

1. Hencnosib30BaHHYIO MIe4aTHO-0JJAHOYHYIO MTPOAYKIIMIO, MOJIJIEKAITYIO 3aIUTE,
(otmenbHO MO BUaaMm) cepud ¢ Ne 1o Ne B KOJIMYECTBE
AK3EMILISAPOB.
(mudpamMu ¥ IPOIMUCHIO)
2. AKTBI O BBIJCJICHUU K YHUUTOXKEHUIO UCIOPUYECHHBIX AK3EMILISIPOB IEYATHO-
OJlaHOYHOU
MPOAYKIUH, MOJIeKAIIEH 3a1uTe

(maTel, HOMEpa, KOJTUYECTBO HK3EMILISIPOB

aKTOB 110 BUJaM OJIAaHKOB)
3. [Teuatu c nzobpaxxenuem ['ocynapcrBerHoro 'epba Pecmyonmku Kazaxcran B
KOJIMYECTBE MITYK.

(mdpamMu ¥ TPOMHUCHIO)
4. Itamnel ¢ uzobpaxxkenuem ['ocynapcrBenHoro I'epba PecnyOnuku Kazaxcran

KOJIMYCECTBC IITYK.




(mudpamMu ¥ TPOTMUCHIO)
5. CpenctBa 3aIUATHI JOKYMEHTOB:

(HaI/IMCHOBaHI/IH CpCIaCTB 3aI[II/ITI>I) B KOJIMYCCTBC

MITYK.
(mudpamMu ¥ IPOITUCHIO)
6. Peructpanuronssie YYETHBIE (bopMBbt:

(BUABI pETHCTPALIMOHHBIX YUETHBIX (POPM, HX HOMEpPA

II0 HOMEHKJIaType JeJl, HOMEpa TOMOB, JaTbl IIEPBOM M IOCIEIHEH 3alucH,
KOJIMYECTBO
JIUCTOB)
CocrosiHue ydeTHOW palbOTHI C MEYaTHO-OJAHOYHOM MPOAYKLHMEH, MedaTsIMH,

ITaMIIaMH,
NOJAJIeKAIMMMHM ~ 3allldTe, U  CPEICTBAMM  3allUThl  JOKYMEHTOB
(oOmras xapakTepuCTUKa COCTOSTHUSL yUETHON paOOThI)
[Tepenan (a) Pacumdporka nmoanvcu

(JIuHAsI TOJMKCH)
[Tpunsin (a) PacumdpoBka nognucu

(JI4HAs TOJMKCH)
CocraBineH B »k3eMIuispe (ax):
1-ii sx3eMIuIsIp: B fese No
2 sx3eMIusIp: (agpecar)
[Ipencenarens KoMUCCUU MOJIHUCH pactdpoBKa MOAMKICH
UseHbl KOMUCCHH MOJUCH pactdpoBKa MOAMUCH
®opmar A4 (210X297)



IIpunoxenue 22
k [IpaBunaM HOKyMEHTHpPOBAHUS,
YTIPaBIECHUS JOKyMEHTAINEH 1
HCTIONB30BaHMS CHCTEM
NIEKTPOHHOTO JOKyMEHTO000pOTa
B TOCYJapCTBEHHBIX U
HETOCYJapCTBEHHBIX OPTaHU3aLUIX

dopmMma
Ha3BaHHE

OpraHu3anuu
AKT

(nara)
Mecto u3gaHusi (HA TrOCyIApPCTBEHHOM MJIU Ne
HHOM fI3bIKE)

Yreepixaao HaumenoBanue 1
PYKOBOJIUTEJISI OPTraHU3ANMH _
PacimiudpoBka (imuHast moamy
Hare
O BbljIeIeHUN K YHUYTOKEHUIO
HCIMOPYEHHBIX IK3eMILISIPOB
Ne4YaTHO-0/1aHOYHOM NPOAYKIUH,

nojJiesKanei 3ammure

OcHoBaHue: TpUKa3  PYKOBOAWTENSl  opranuzanuu  or  (mara) Ne

"O npoBeAeHUH MPOBEPKH ..." (WJIM UHOM JOKYMEHT: IUIaH PaboThl, MOPYyYEHUE
BBIIIIECTOSIIETO OpraHa u T.JI.).
CocraBiieH KOMHUCCHEN B COCTaBE:

IIpencenarens KOMHCCHUH

JOJDKHOCTH, HHUITHAITBI, (haMUIIHS
YieHbI KOMUCCHH: 1.

JIOJDKHOCTh, HHUITAAJIBI, (haMUITHS

JOJIDKHOCTh, HHHUIIUAJIbI, (baMI/IJ'II/ISI

OTO6paHI)I K YHUYTOXXCHHUIO HCIIOPYCHHBIC 9K3CMILJIAPHI CIICAYIOINX BHIO0B



Ne4YaTHO-0JaHOYHON MPOAYKIIMU, TIOJIeKaIeH 3aiuTe:

HaI/IMeHOBaHI/Ie BUa CepI/IH nu HOMepa KOHI/I‘{CCTBO I/ICl'IOpquHI)IX

Nﬂ He‘iaTHO-6J’IaHO‘IHOI7[ 3K3€MHHHPOB IICYaTHO- 3K3eMHJ’IHpOB

O TI.I1.

MPOAYKIUH, nojsexaniel 6JIaHOYHOM NPOIYKIUH, OJIaHOYHON MIPOAYKLIUH,
3alIUTC noune){{ameix’[ 3alIUuTe HO,HJ'IC)KaHIeﬁ 3alIUTEC

1 2 3 4

Hroro UCIIOPYEHHBIX 3K3EMIUIIPOB I€YaTHO-
OJIAHOYHOU

(rmudpamu ¥ IPOIUCHIO)
MPOJIYKIIHUU, TTOAJICKAIICH 3alIuTe.
CocraBieH B »sK3eMIuispe (ax):
1-# sx3eMIuisip: B aese No
2 sx3eMIuIsIp: (aapecar)

IIpeacenaresib KOMHUCCHH

Pacuiugposka

NOANMUCH

Y1eHbI KOMUCCHH

(JIMyHas OATHCH)
Pacmugposka noanucen

(JIMYHbBIC TTOATUCH)

OTMeTKH B KypHajbl ydeTa W BbIIAaYM N€YaTHO-OJAHOYHOM MPOIYKLIHH,

oJIe KaIei
3allUTeE,

BHECCHBI,

HCIIOPYCHHBIC 9K3CMILISAPBI B KOJINYCCTBC

(mudpamMu ¥ IPOITHUCHIO)

YHUAUYTOXKEHBI IyTEM

JlaTta

(BUJ YHUUYTOXKEHHS)
HaunmeHnoBaHue 10IKHOCTH

PacmiudpoBka nognucu

(JInuHas TOJIMKCH)

dopmar Ad (210X297)

[punoxenne 23
Kk [IpaBuiaM JTOKyMEHTHPOBaHHS,
YIpaBJIEHUs JOKyMEHTaIeH 1
HCIIONIb30BAaHMS CHCTEM
JIEKTPOHHOTO JOKyMEHTO0000pOTa
B TOCYJJapCTBEHHBIX U
HEroCyJapCTBEHHBIX OpraHU3aLUsIX

®dopma



Ha3BaHHe

OpPraHu3aluu
AKT

(nara)

MecTto u31aHNA (Ha rocyaiapCcrB€HHOM

WM MHOM fI3bIKeE)

YrBepixaao HaumenoBanue
PYKOBOIMTESA OPraHU3aluu

PacmiudpoBka (imuHas moax

Hdara
(0] BbBIACJICHUHN K YHUYTOKCHUIO
neyare u mTamMiIoB,
moJICKaIMX 3aluTe
OcHoBaHue: TpUKa3  PYKOBOAWTENS  opraHu3zanuu  oT  (mara) Ne
"O npoBeAeHUH NPOBEPKH ..." (MJIM MHOM JOKYMEHT: IUIaH paboThl, MOPYUYEHUE
BBINIECTOAIIETO OpraHa u T.1.).
CocraBiieH KOMHCCHEN B COCTaBE:
IIpencenarens KOMUCCUU
JIOJKHOCTh, MHUITAAIBI, (haMUJTUSI
Unensr KOMUCCHH:
1.
JOJDKHOCTD, (paMUJIHS, HHUITHAIIBI
2.
JOJDKHOCTH, MHUITHAIIBI, (paMUITHS
OToOpaHbl K YHHMUYTOXEHUIO CIEAYIONIME TeYaTH M IITaMIIbl, TMOJIeKAIINE
3alUTE:
Ne .. HaumenoBanue Konunuectso IIpumeuanue

1 2 3 4



CocTtaBiieH B AK3EeMILISIpE (ax):
1-# sx3emruisip: B aese Ne 2 sxzeMiuisip: (agpecar)

IIpeacenaresib KOMHUCCHHU Pacumgposka
NOANUCH

(JIMYHAs TTO/ATHCH)
YjieHbl KOMUCCHHU Pacummdposka nognucen
(JIMYHbBIE TTOATUCH)

OtrMeTKH B JKypHaJl BHCCCHBI, IICYAaTH W MITaMIIbl, IIOJICKAIIMUC 3allUTC, B
KOJIMYCCTBC

HITYK YHUYTOXKEHBI nyTeM
(uudpamMu ¥ IPOMUCHIO) (BUJ YHUUYTOKEHUSA )
HaumeHoBaHMe [JOJKHOCTH Pacuiugposka
MOAMUCH
(JI4HAsI TOMMKCH)
JlaTa
®opmar A4 (210X297)
[Ipunoxenue 24
k [IpaBunam JOKYMEHTUPOBAHUS,
yIpaBJIEHUs JOKYMEHTALMEH U
HCIIOJIb30BaHUA CUCTEM
SJICKTPOHHOT'O ,Z[OKyMeHTOO60pOTa
B IrOCy1apCTBCHHBIX U
HETOCYAAPCTBCHHBIX OPraHrU3anuax
®opmMma
Ha3BaHHe
OpraHu3auuu
AKT
(nara)
Ne

MecTo n3aanusi (Ha rocy1apcTBEHHOM
WJIN UHOM fI3bIKeE)

YrBepxnaw HanmeHoBanue

PYKOBOIMTEISA OPraHU3alUu

PacuindpoBka (In4Has MOATX
Jara

(0] BBIACJICHUN K YHUYTOKCHUIO



CPEACTB 3alllUThI JIOKYMEHTOB

OcHoBaHue: TpUKa3  PYKOBOAWTENS  opranu3zanuu  or  (mara) Ne

"O npoBeAeHUH NPOBEPKH ..." (WJIM MHOM JOKYMEHT: IJIaH paboThl, MOPYUYEHUE
BBINIECTOAIIECTO OpraHa u T.1.).
CocraBiieH KOMHCCHEN B COCTAaBE:

[Ipencenarens KOMHUCCUU

JOJDKHOCTh, HHUITHABI, (haMUTTHS,
YrieHnl KOMMCCHH; 1.

JOJIDKHOCTBb, MHUITHUAJIBI, q)aMI/IJII/IH

JOJIDKHOCTh, MHUITHUAJIBI, q)aMI/IJII/IiI
OTO6paHBI K YHUYTOXCHHUIO CIICAYIOINNEC BUABI CPEACTB 3allIUThl JOKYMCHTOB!

Ne 1. HanmenoBanue KomndgectBo IIpumeuanue
1 2 3 4
CocTtaBlieH B AK3EeMILISIpE (ax):

1-# sx3emruisip: B aese No
2 sx3eMIuIsIp: (aapecar)

IIpeacenarens KomuccHHU Pacungposka
NOANUCH
(JIMYHas TIOATHCH)
YjieHbl KOMHCCUM Pacmiugposka
nmoAnucen
(JIMYHBIE TOJITUCH)
OTMeTkn B KypHasibl ydyera Ne  BHECEHBI, CPEACTBA 3aIlUThl JTOKYMEHTOB
YHUAUTOKECHBI
IyTeM
(BUbI YHUYTOKEHHS])
HaumeHoBaHMe [J0JIKHOCTH Pacuiudposka
NOANUCH

(JIMuHAs IOJMKCH)
Jlara
®dopmat A4 (210X297)



IIpunoxenue 25
k [IpaBunaM HOKyMEHTHpPOBAHUS,
yIpaBJeHUs JOKyMEHTaluel u
UCIIOJIB30BaHUSI CUCTEM
3IIEKTPOHHOTO JI0OKYyMEHT0000pOTa
B TOCYJApPCTBEHHBIX U
HETOCYAAPCTBEHHBIX OpraHMU3aLUIX

®opma
Ha3BaHHE

rocy1apcTBeHHON OpraHu3annu
AKT

(nara)

MecTo u3gaHus (Ha rocyJapcTBeHHOM
WJIH MHOM SI3bIKe€)

YrBepixaao HaumenoBanue
PYKOBOIUTEISA OPTaHU3AINT
PacmiudpoBka (JimuHas MOAT

Jara
O BbljIeIeHUN K YHUYTOKEHUIO

HEHCNO0JIb30BAHHOM NMeYaTHO-0JIAHOYHOM

NPOIYKIHH, MOJIeKANIEH 3ammTe

OcHoBaHue: TpUKA3  PYKOBOAUTENs  opraHu3zammu  oTr  (mara)  Ne

"O npoBeAeHUH NPOBEPKH ..." (MJIM MHOM JOKYMEHT: IUIaH paboThl, MOPYUYEHUE
BBIIIECTOSAIIETO OpraHa  T.J1.).

CocTaBJjieH KOMHUCCHUEN B COCTABE:

IIpencenarens KOMUCCUU

JIOJDKHOCTh, HHUITAAJIBI, (aMUITHs

YieHnsl KOMUCCHUU;

JOJIDKHOCTh, HHHUIIUAJIbI, (baMI/IJ'II/ISI

JOJKHOCTh, MHULIHAJIBI, (paMUIIHs
OTOOpaHbl K YHUYTOKEHUIO YTPATUBILIKE B CBS3H




(JIMKBUAAIMEN, peOpraHU3aUEH ) (ounmanbHOE HAMMEHOBAHUE

MIPAKTUYECKOE 3HAYECHHE
CHEAYIOIINE BUJIBI
roCyapCTBEHHOTO OpraHa (OpraHU3alli¢ )
HEHUCII0JIb30BAHHOMN MeYaTHO-0JIaHOYHON MTPOTYKIIUU:
HaumenoBanue Buga Cepus u HoMmepa KonnuecTtBo
No .. IeYaTHO-0JIAHOYHOMN OK3EMILIAPOB NIE€YaTHO- HECHCIIOJIb30BAHHBIX
MPOAYKIINHA OIIaHOYHOM MIPOTYKITIH JK3EMIULIPOB
1 2 3 4
Hroro HEHUCIIOJb30BaHHBIX AK3EMIUIIPOB T€YaTHO-
0JlaHOYHOM
(mdpamMu U IPOIHUCHIO)
NPOAYKIINY, TTOIJIEKAIIEH 3aIlNTE.
[Ipencenarens KOMHCCHHA Pacumdporka
MOJIITACH
(JIMyHas OATKCH)
Unensl KomMuCCHU Pacmugposka
MoArnucen

(JIMYHBIE TTOJITUCH)
OTMeTKH B )KypHAIBI y4eTa ¥ BbIIaYX TIEYaTHO-0TAHOYHOM MPOAYKITNH BHECEHBI,
HEHCITOIb30BaHHbBIE IK3EMIUIIPH B KOJIHYECTBE BECOM

KI'

(mudpamMu ¥ MPOIUCHIO)
YHUYTOXKEHBI ITyTEM

(BU YHUUYTOXKEHHUS )
HaumenoBanue nomxHOCTH Pacmudposka

MOAMKUCH
(JInyHas MOAMKCH)
JlaTta
®opmatr A4 (210X297)

[punoxenne 26
Kk [IpaBuiaM JTOKYMEHTHPOBaHHS,
yIPaBJICHUs JOKyMEHTAIEH 1
HCIIOJIb30BaHMS CHCTEM
JIEKTPOHHOTO JOKyMEHTO0000pOTa
B TOCYJJapCTBEHHBIX U
HEroCyJapCTBEHHBIX OpraHU3aLUsIX

®dopma
OduunanbHoe HaumenoBanue opranuzanuu HOMEHKI/IATYPA JIEJI

IIpumeuan



(gara)

Ha

Jata

WNunekc nena

HanMeHoBaHMe [O/LKHOCTHM PYKOBOJUTENS
Pacumdposka
cay:x0b1 J1OY

(uHIexc)
1 YTBepK:
roa HauMeHOBaHHE JOTK]
PVKOBOIHTENA OPraHE

(muuHag nogmuck) Pacmmd
TIOZII

Cpok xpaHeHus jaena (Toma,
3aronmoBok  gena  (toma, KomuuectBo jgen  (TOMOB,

. 4yacTH) W HOMep myHkrta 1o [Ipumedan
YacTH) JacTer)

HEPEUHIO
2 3 4 5

(JIM4HAs TOMMKCH)
MOJIUCH JlaTa

Bu3ssl pykoBOauTENIEN CTPYKTYPHBIX ITOAPA3ICICHUN

CornacoBaHa CornacoBaHa

npotokoJioM DK (OK) npotokoyioMm DIIK

OpraHu3aluu rOCyJIapCTBEHHOTO apXUBHOIO YUPEKACHUS
(mata 1 HOMEp MPOTOKOJIA) (mata 1 HOMEp MPOTOKOJIA)

HMToroBas 3anuchk o KaTCTOPHAX U KOJIUYCCTBE ACII,

3aBECHHBIX B

ITo cpoxam xpaHeHus

ITocTossHHOTO

roay

B ToMm uncne
Bcero .
IS IO 1117704 ¢ ormetkoi "DIIK

Bpemennoro (cBeimre 10 ser)



BpemenHnoro (o 10 JeT
BKJTFOUHTENBHO)

Hroro:

HaumenoBanue JOJDKHOCTHU PYKOBOJIUTCIIA

Pacmmdposka

ciyk0n1 JIOY noAnucy (JTMYHAs MOAIKUCH) AaTa

Hroroseie CBCACHUS IICPCAAHbI B ApXUB OPIraHU3aIlluH.
HanmeHnoBaHue JOJDKHOCTHU pa6OTHI/IKa,

Pacmmdposka
NepeIaBIIero CBeICHNUS TIO/IITHACH

(JIM9HAs MOMAIMKMCH) JaTa
®opmat A4 (210X297)

IIpunoxenue 27

k [IpaBunaM HOKyMEHTHPOBAHH,
YIpaBJICHUS JOKyMEHTAINEH 1

HCIIOJIB30BAHUA CUCTCEM

3IIEKTPOHHOTO IOKYMEHTO000pOTa
B FOCYJJapCTBEHHBIX U

HETOCYAapCTBCHHBIX OpraHnu3anuax

®opma

JINCT-3ABEPUTEJIb JAEJIA
®onp Ne Onuce Ne Jleno Ne
B neno moammTo M MpoHYMEPOBAHO

auct (0B), B

TOM YHCJIE:
JIATEPHBIE No
MPOIYILIEHHbIE No
IPOHYMEPOBAHHBIE YUCTBIE
+ JINCTOB BHYTPEHHEN

YUTeHO [OKYMEHTOB B BHJE BIIOKECHHN W NPUIIOKEHUM,
HyMepauuu

JJUCTOB

JIUCTOB

JINCTBI

OIINCH

HE MOJJIeKaInx

Pa3HOBUAHOCTH JOKYMCHTOB U UX KOJ'II/I‘ICCTBO)

Ocobennoct (opmupoBanusi, odhopmiieHus, HU3MIECKOro COCTOSHUS U Ne JINCTOB
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€Ta JOKYMCHTOB A€j1a

. Bpomtopsr u apyrue nevyaTHbIC U31AHUS
. JIucroBku

. Beipesku u3 razer

. OTKpBITKH

. KonuBepTsl

. Mapku nouroBsie

. Mapku repOoBbIe

. llTemneny OYTOBBIC U APYTHE

. CHeHI/IaJ'ILHLIe IIOYTOBBIC OTMCTKHU

. Cypryussle, MaCTU4HbIE IIEUATH

. ®OTOOOKYMEHTHI

. KapTsl, mnaHsl, 4epTexu U Ipyras HAy4HO-T€XHUYeCKas JOKyMEHTAlHs
. Pucynku, rpaBropsl, akBapeiu

. ABTorpadsl BUIHBIX AesTerel

. CKIIEEHHBIE JIUCTBI

. YTpaTa 9actu 11cTOB

. Yracaronuii TEKCT
HaumMmenoBanue JOJI>KHOCTH JIML A,
3AMMOJTHUBHICIO JIUCT-3aBECPUTEJIb [1€J1a

Pacmmmdporka
MOAMUCH

(JIn4HAas MOAMKCH) AaTa
IIpumeuanue.

1. HI/ICT-BaBepI/ITeHB COCTAaBJCTCA JIA Yy4dCTa KOJHMYCCTBA JIMCTOB B ACJIIC H

dbukcanuu

0COOEHHOCTEN X HyMEpaIHH.

B K

2. Jluct-3aBepuUTENIb COCTABIIAECTCA HA OTAEIBHOM JHUCTE (JINCTAX) W MOAIIMBAECTCS

OHIIE

Zena.

3. B nucre-3aBepurene yka3piBaeTcs HU(PpaMu U MPOMHUCHIO0 KOTUYECTBO

IPOHYMEPOBAHHBIX JIMCTOB JieJla U OTACNbHO, Yepe3 3Hak "+" (IIIt0C), KOJTUYECTBO

JIUCTOB

BHYTPEHHEHU OINKCHU JOKYMEHTOB JIEJIA.

4. B nucre-3aBepuUTEIE OTMEUAIOT CIEAYIOLIME OCOOEHHOCTHM HyMeEpaluu,

obopmIIeHUS U

(1)I/IBI/I‘IGCKOI‘O COCTOAHMA TOKYMCHTOB ACJIA:

1) cpeacTBa modtoBoro oOparieHus (Mapku BCEX BHJIOB, KOHBEPThI, OTKPBITKU,

OJaHKH,

IIITEMITCIIH, ITAMITBI, TITIOMOBI);

2) mevaTtu U X OTTUCKHU;



3) aBTOrpadBl BUAHBIX TOCYAPCTBEHHBIX U OOIIECTBEHHBIX JCITENCH, AesTeeH
HayKH,
TEXHUKHU U KYJIbTYPHI,

4) GOTOTOKYMEHTHI;

5) pUCYHKH, TPaBIOPHI U aKBapeIu;

6) kpynmHO(pOPMATHBIE TOKYMCHTHI;

7) CKIICCHHBIE JIUCTHI, TIOBPEKIACHUS JOKYMEHTOB;

8) IUCTHI ¢ HAKJICEHHBIMU (oTOTpadusIMu, TOKyMEHTAMU;

9) KOHBEpPTHI C BIOXKEHUSMH U KOJMYECTBO BIIOKCHHBIX B HHUX JINCTOB

(mpeameToB);

10) IMOKyMEHTBI, UMEIOIIME CAMOCTOSITEIbHYI0O HyMepaluio (B TOM YHUCIE U
tunorpadckue
MaTepualibl), U KOJIMYECTBO MX JIUCTOB (CTPaHHUII).

5. Eciii Ha OJJHOM JIMCTE JieJla UMEETCS HEeCKOJIbKO 0COOCHHOCTEN odopMiIeHUs
JIOKyMEHTA,
TO B rpade 2 JIHUCTa-3aBEPUTEIIS MPOCTABISAETCS HOMEP ATOTO JINCTA MPOTUB KaXKIOH
MTO3UIIAN
rpadsi 1.

6. Ectm B nokymeHTe Ha OJHOM JIMCTE MMEETCS HECKOJIbKO MapOK M HHBIX
MaTepHaJioB, TO B
rpade 2 B ckoOKax Mmociie HoMepa JIMCTa Jelia YKa3bIBACTCs MX KOJUYECTRBO.

7. Ecnmu B nmenme MMEIOTCS TIPEAMETHI, HyMeparus KOTOPBIX HEBO3MOXHA H3-3a
0COOEHHOCTEM
Marepuana, U3 KOTOPOTO OHHM HCIIOIHEHBI (CTEKIIO0, METallI, TKaHb U JPYTHE), TO B
rpade 2
YKa3bIBAIOTCSI HOMEPA JTUCTOB, MEXK]TY KOTOPHIMHU HAXOAMUTCS JIaHHBIN TIPEIMET.

8. Bce mocnenyromue M3MEHEHHsI B COCTaBE W COCTOSHUU Jiena (MMOBPEXICHUE,
3aMeHa
MO/UIMHHBIX ~ JOKYMEHTOB  KOMHSAMH, TPUCOSAMHEHHUE HOBBIX  JIOKYMEHTOB)
OTMEYAIOTCS B JINCTE-
3aBEPHTEIIC CO CCBIIKOM Ha COOTBETCTBYIONTUH aKT.

9. JIucT-3aBepuTENH HE HYMEPYETCS.

dopmat A4 (210X297)

[punoxenne 28
k [IpaBunaM JOKyMEHTHPOBAHHS,
yIpaBJICHUs JOKYMEHTAlUEH 1
HCIIONIb30BAaHMS CHCTEM



3IIEKTPOHHOTO JI0OKYyMEHT0000pOTa
B TOCYJApCTBEHHBIX U
HETOCYJapCTBEHHBIX OPTaHU3aLUIX

®opma
BHYTPEHHSASA OIIUCH
AOKYMEHTOB A€Jia Ne -
Ne /it giJL(;[IZI:((ZI/ISiBOLlCTBeHHLI [ata noxymenra 3aronoBok mokymeHnta Howmepa muctoB nema  ITpuw
1 2 3 4 5 6
Uroro JIACTOB
JIOKYMEHTOB
(mudpamMu 1 TPOMUCHIO)
KomnuectBo JINCTOB BHYTPEHHEU OICHU

(rdpamMu ¥ MPOTTUCHIO)
HanMeHnoBanue MTOKHOCTH JINIIA,



3aIOJTHUBIIETO BHYTPEHHIOIO OIMUCH Pacmudposka
JIOKYMEHTOB JieJia IOAITHACH
(JIM4HAas MOAIMKCH) 1aTa
®dopmat A4 (210X297)

[Ipunoxenue 29
k [IpaBuiiaM TOKyMEHTHPOBaHU,
YIIPaBJICHUS JOKYMEHTallueH 1
HCIIOJBE30BaHMS CUCTEM
3NIEKTPOHHOTO JTOKYMEHTO000pOTa
B FOCY/IapCTBEHHBIX
HEroCyJapCTBEHHBIX OpraHH3alUsIX

®dopmMma
Onucek J1eJ1 CTPYKTYPHOIO MOAPa3ieIeHlsl OPraHu3auuu
OdunnanbHOEe HAUMEHOBaHUE YTBepxaaro
CTPYKTYPHOI'O IIOAPa3aCIACHUA HaumeHnoBanue JOJDKHOCTH PYKOBOIUTCIIA
OpraHU3aIHH CTPYKTYPHOTO TIOApa3AeICHUs
Pactmdposka
(JTMYHAS TOAMHUCH) MOAMUCH
JlaTta
Onuce Ne 3a roj (bl)
No /i T 3aronoBokK nena Kpaitnue natel Cpok xpaHeHus aena KoindyecTBo JUCTOB
(TOMa, JacTh) (TOoMa, JacTn) (TOMa, JyacTn) B 1iele (ToMe, YacTH)
1 2 3 4 5 6
B nanHy1o onmce BHECEHO nenc Ne  mo Ne
__,BTOM
(mudpamu ¥ IPOTUCHIO)
qHucie .
JIUTCPHBIC HOMCpaA:
MMpOoNymCHHLBIC HOMCPA:
HaumMenoBaHue n0JKHOCTH Pacmudposka
COCTAaBUTCIIA OIINCU O AIINCHU

(JInyHas TOATHCH)
naTta



PykoBonutens cimyx0b1 Pacmmdposka

A0V TIOIITUCH
(JIM4HAs TIOJIMKCH)
naTa
PaGoTHuxk PacmmdpoBka
apXuBa OpraHU3aAINN TIOJIITUCH

(JIM4HAsI TOINKCH)
JaTta
[Ipumeuanue.

B onucu e mocTossHHOTO XpaHeHus rpady S He 3aMoIHSIOT.
®opmat A4 (210X297)

IIpunoxenue 30
k IIpaBunaM JOKyMEHTHUPOBaHHUS,
yIpaBleHUs TOKyMeHTanuei
UCTIOJIB30BaHUSI CUCTEM
3IIEKTPOHHOTO IOKYMEHTO000pOTa
B TOCYJApCTBEHHBIX U
HETOCYapCTBEHHBIX
OpTaHM3AIIAX

Cnocka. IlIpaBuna pgomosiHeHbl TipujiokeHrneM 30 B COOTBETCTBUH C
nocra"HoBieHueM IIpaButensctBa PK oT 31.08.2022 Ne 630 (BBoAMTCA B ACHCTBUE 11O
UCTEUEHUM JECATH KAJICHAAPHBIX JHEW TMOcCie JHS €ro MepBoro OQUIMaIbLHOIO

OMyOJIMKOBaHUA).
dopma
YTBepxaato

(HauMeHOBaHHME OpPTaHU3AINN)

(HaMMEHOBaHUE JTOJDKHOCTH
PYKOBOJHUTEIS CTPYKTYPHOTO
MTOIpa3IeICHUs] OpTaHH3aIINH )

(HauMEeHOBaHHE CTPYKTYPHOTO
MoJIpa3ieNieHus] OpraHU3aIIH)

(nHUTIMATE, paMUITHS)

(nata)
Onucep
No
IEKTPOHHBIX J1€J1

(HauMeHOBaHUE KaTEropuu J1en)



3a rojg

O6bem
HasBanue
. Konnuectso JOKYMEHTOB B
WNupexe paszena, Kpaitnue JaThI Cpok xpaHeHus
JOKYMEHTOB B JJIEKTPOHHOM
Ne /it AIEKTPOHHOTO 3arojI0BOK AIIEKTPOHHOTO DIEeKTPOHOTO
3EKTPOHHOM BUJIE
Jena OneKTpoHHOro  Iena nema*
Jene 3IEKTPOHHOI0
Jena
Jena
1 2 3 4 5 6 7

B nmannyro onuck BHECEHO

BJIEKTPOHHBIX Aei ¢ No o Ne
(HaMMEHOBaHUE JOJDKHOCTH,

dbaMmIKs ¥ UHULUAJIBI COCTABUTEIISI OTIUCH )

(mata)
CornacoBano™**
[IpoTokon 3acenanus DK

(HaMMEHOBaHUE CTPYKTYPHOTO TOAPA3ACICHUS )
Ne
[Tepenan AIEKTPOHHBIX JIEJI.

(HaMMEeHOBaHUE JOJDKHOCTH,
dbaMunus ¥ HHUIMAIB pabOTHHUKA,
NepeaaBIIero JIEKTPOHHBIE JIeTa)

(mata)
[Tpunsn BJIEKTPOHHBIX JIEI.

(HaMMEeHOBaHUE JIOJKHOCTH,
dhaMuIHMs ¥ HHALIHATBI
pabOTHUKA apXHUBa OpPraHU3AINH,
MIPUHSBIIIETO JICKTPOHHBIE JIeT1a)




(mata)

* I'paca 7 He opopmIsieTcst B OMUCSX JIe] MOCTOSSHHOTO XPaHEHUS.
** Odopmisercs npu Hanuuuu DK CTPYKTYpHOTO TOJIpa3ieieHusl.

[punoxenne 31

k [IpaBuiaM JOKYMEHTHPOBAHHUS, YIIPABICHUS
JIOKyMEHTAI[Mel HCIIOIb30BAHUS CUCTEM
3NIEKTPOHHOTO TOKYMEHT0000pOTa B
TOCYJapPCTBEHHBIX U HETOCYIapCTBEHHBIX
OpTaHMU3aIHIX

Cnocka. IlpaBuna JOmOJIHEHBI TIpUJIOKEHHMEM 31 B COOTBETCTBUU C
nocradHoBieHueM IIpaButensctBa PK oT 31.08.2022 Ne 630 (BBoAMTCA B ACHCTBUE 110
UCTEYCHUH JICCSATU KaJCHJIAPHBIX JIHEW TOCHe JHA €ro IMepBOro OQUIMaIbHOIO
OMyOJIMKOBaHUA).

®dopmMma
YTBepxaaro

(HauMeHOBaHME OpPTaHU3AINH)

(HaMMeHOBaHUE TOJKHOCTU
PYKOBOJUTEIS OpraHU3aluN)

(wHUTIMATEL, GpaMuTHs) (naTa)

No

(MecTO cocTaBIEHUS)
I'PA®UK npuema 3/1eKTPOHHBIX /IeJI B APXUB OPraHU3aluU

B rogy
HaumMenoBanne opraHuzanuu HanmeHoBaHne IOIDKHOCTH,
- HCTOYHHKA WHHAIMATG], (amumis auna,
Ne /m KOMIUIEKTOBaHMsI apxuBa " Cpok nmpuema OTBETCTBEHHOTO 3a nepenady [Ipumedan
(nm) CTPYKTYPHOTO JIEKTPOHHBIX JIel B apXHB
HOJpa3/eNIeHHs] OpraHu3aluu OpraHM3aIin
1 2 3 4 5

(HaMMEHOBaHUE JOJDKHOCTH, (DaMUIIUS U MHUIIUAJIBI
PYKOBOJMTEIISI apXHBA OpraHU3alNU
(JIMI1a, OTBETCTBEHHOTO 33 apXHUB OPraHU3aIIUN )



(maTa)

[punoxenne 32
k [IpaBunaM 1OKyMEHTHPOBAHMUS,
YIIpaBJICHUS TOKYMEHTAIUeH
HCIIOJIb30BAHHS CHCTEM
3IIEKTPOHHOTO JI0OKYMEHT0000pOTa
B TOCYJIapCTBEHHBIX U
HErocyJapCTBEHHBIX
OpTaHM3aIHAX

Cnocka. IlpaBuna JONOJHEHBI TMPUIIOKEHHMEM 32 B COOTBETCTBUU C
nocradHoBieHueM IIpaButensctBa PK oT 31.08.2022 Ne 630 (BBoAMTCA B ACHCTBUE 110
UCTCUEHUM JECATH KAJICHIAPHBIX JHEW IIOCIe JHS €ero IepBOro OQUIMAILHOTO

OMyOJIMKOBaHUA).
®opma
BHyTpeHHsIs1 onMCch JOKYMEHTOB B 3JI€KTPOHHOM BH/I€ 3JIEKTPOHHOIO J1ejia Ne
Jlata gokymenta 3aroyioBok Komnuectso OO0t 00BeEM

B
Ne /m JOKyMEHTa B OOBEKTOB XpPaHEHUS OOBEKTOB XpaHEHHS
JJIEKTPOHHOM BHZIE

OO611ast KOHTPOJIBHAS m

XapakTepUCTHKA
aeKTpoHHOM BHIe  ((aiinor) B (Oaifrax) PAKTEP

1 2 3 4 5 6

Hroro: JAOKYMCHTOB B 3JICKTPOHHOM BHC,

00BEKTOB XpaHEHHUSI.

OO6mumit 00beM 00BEKTOB XPAHEHUSI DJIEKTPOHHOTO JIeTia

(HaMMEHOBaHUE TOJDKHOCTH JIMIIA,
COCTaBHBIIIETO BHYTPEHHIOIO OIUChH (vHUIMATEL, hamMuITus)
JIOKYMEHTOB B 2JIEKTPOHHOM BHJIE (mata)

3JIEKTPOHHOTO JIeNia)

IIpunoxenue 33
k IIpaBunaMm JOKyMEHTUPOBaHHS,
yIpaBJIeHUs TOKyMEHTanuei
HCTIOJIB30BaHUSI CHCTEM
JIEKTPOHHOTO JOKyMEHTOo000pOTa
B TOCYJApCTBEHHBIX U
HETOCYAapCTBEHHBIX
OpraHM3aIIIX



Chocka. IlpaBuia J0mOJNIHEHBI MpUIOKEHUEM 33 B COOTBETCTBUH C
noctanoBneHueM I[IpaButennsctBa PK oT 31.08.2022 No 630 (BBoAMTCS B IEHCTBUE IO
UCTEYCHUM JECSATU KaJCHAAPHBIX JHEW Toclie JHS €ro MNepBoro OQUIHUaIbLHOTO

OnyOJIMKOBAHUS).
dopma
AKT npuemMa-nepeaaqu 3J1eKTPOHHBIX JOKYMEHTOB M JeJ1 ¢1y:x0b1 JIOY opranuzanuu
Y1Bepxnaro
O(IJI/IIII/IaJ'II)HOG HaMMCHOBAaHUEC OpraHu3aln HaumeHnoBanue JOJIDKHOCTH

PYKOBOAUTEIISA OpraHru3aliun

Pacmm¢poBka
(JInyHas moAnKCH) MOJIIHUCH
Jlata
AKT Ne
O nmpueMe-nepeaaduc 3JICKTPOHHBIX JOKYMCHTOB
nepexnan (a), a TIpUHSI (),
(pamuust ¥ HHULIUATIBI) (paMunust 1 MHULIKMAIIBI)
QJICKTPOHHBIC JOKYMCHTBI 3ad roJibl 1 pCruCTpaMOHHBIC KAPTOYKH K
HHUM:
WHaekc KosmuecTBo Cratyc  21exTpoHHOH  1HMOPOBOH OGrem  mamsTw
Ne KomnuuecTtso
9JIEKTPOHHBIX 9JIEKTPOHHBIX N noamnucn 9JIEKTPOHHBIX
n/n (haiinos .
JTOKYMEHTOB JIOKYMEHTOB HAJIN4YKE OTtcyTcTBYET (aiinos
1 2 3 4 5 6
Hroro npunsTo:
1) 3JIEKTPOHHBIX TOKYMEHTOB.

(mudpaMu 1 MPOMHUCHIO)
CocTosHME JIEKTPOHHBIX JOKYMEHTOB

(oOrast XxapaKTepuCTHUKA COCTOSTHUS)
ITepenan (a)
(anexTpoHHas MdpoBas MOAMKUCH) WM (TIOMHUCH)




[Tpunsin (a)

(anmexTpoHHas 1TU(POBas MOAMKCH) WU (TIOTUCH)

© 2012. PT'II Ha [IXB «MHCTUTYT 3aKOHOAATENbCTBA U IpaBoBoii HH(popManuu Pecnybmmnku Kazaxcran» MuHHCTEpCTBA FOCTUIMU
Pecnyonuku Kazaxcran



