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06 yrBepxnernu [IpaBui fOKyMEHTHPOBAaHHMS, YIIPaBICHHs JOKyMEHTALUCH 1
HCIIONIE30BaHUSA CHCTEM HIEKTPOHHOTO JOKYMEHTOO00pOTa B rOCYJapCTBEHHEIX H
HETOCyIapCTBEHHBIX OpraHW3aIiiIX

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

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

1. Y1Bepauth npunaraemele [IpaBuna JOKyMEHTUPOBAaHHUS, YIIPABICHUS JOKyMEHTAUEH
U HCIOJb30BAHUS CUCTEM 3JIEKTPOHHOTO JOKYMEHTOO0OpPOTa B TOCYJAapCTBEHHBIX H
HEroCcyJapCTBEHHBIX OpraHU3alUsiX.

2. Hacrosiiee mocTaHOBJIEHHE BBOAUTCS B IEUCTBUE N0 UCTEYEHUU JECATH KaJIEHIapPHBIX

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

IIpempep-Munuctp
Pecnybuku Kazaxcran

b. CaruHTaeB

YTBepKIEHbI
nocra"oBieHueM [IpaBurenscTea
Pecrry6mukn Kazaxcran
ot 31 okrs0ps 2018 romga Ne 703

IIpaBuiIa JOKyMEHTHPOBAHHUA, YIIPaBIICHUA JOKyMEHTAIHEH B HCIIOME30BaHHA
CHCTEM 3JICKTPOHHOTO JOKyMEHTO000pOTa B TOCYAapCTBEHHBIX H
HETOCYZIapCTBEHHBIX OPTaHN3aIHIX

I'maBa 1. O0mme nonoxeHus

1. Hacrosmue IlpaBuia NTOKyMEHTUPOBAHMS, yHpaBICHUS JOKYMEHTaUHEHd U
UCIIOJIb30BAHUSI CHUCTEM DHJIEKTPOHHOTO JOKYMEHTOOOOpOTa B TOCYAapCTBEHHBIX H
HETOCYIapCTBEHHBIX oOpranu3zauusx (nanee — IlpaBuna) ycTaHaBIMBAIOT MOPSAOK
JOKYMEHTUPOBAaHUS, YIPABICHUS TOKYMEHTAUEN U HCIOJIb30BAHUS CUCTEM 3JIEKTPOHHOTO
JTOKYMEHTOO0OpOTa B TOCYJAapCTBEHHBIX M HETOCYJIapCTBEHHBIX OpraHu3auusx (mgaisee —
OpraHu3alllH).

2. OpraHuzanusi, BEJICHUE U COBEPIICHCTBOBAHUE CHUCTEMBI JOKYMEHTAIMOHHOTO
obOecrieueHus1 yIpaBICHHS, METOJUYECKOE PYKOBOJCTBO M KOHTPOJb 3a COOJIOJCHUEM
YCTAHOBJIEHHOTO YIOJHOMOYEHHBIM OpraHoM B cdepe apXuBHOTO Jejla W
JTOKYMEHTAIIMOHHOTO 00ECTICUeHHsI YIIpaBIeHUs (ajiee — yIOoJTHOMOYEHHBIN OpPTaH) MOpsaKa
paboThI C IOKYMEHTaMH B OPTaHU3aLUU OCYIIECTBIISAIOTCS CTPYKTYPHBIM MOJIpa3ieJIeHUEM,
NpeAHa3HAYEHHBbIM I pealu3auuu 3a1ady U (QYHKIUA 1[0 JOKYMEHTAllMOHHOMY



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

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

3. B opraausanuu, B KOTOPO# MTATHRIM PACIIUCAHUEM HE MpeaycMoTpeHa ciyxkoa JIOY,
00513aHHOCTH BO3JIAral0TCs HA OTBETCTBEHHOE JOHKHOCTHOE JIUIIO.

4. [euictBue IIpaBuil HE pacpOCTPaAHSAECTCA HAa JOKYMEHTBI, COAECPKAIIHNE CBEICHUS,
COCTABIISIONINE TOCYIapCTBEHHBIE cekpeThl Pecmyonuku Kazaxcran.

PaboThl 0 CO3AaHUIO 3aKPBITHIX KIIIOYEH 3JEKTPOHHON LHU(PPOBOM MOANTUCHU (MOPSIOK
BBIPAOOTKHU, PETHCTPAINU, BbIAAYHM, XPAHCHUs, YHHUUTOXEHUS) IJIs FOPUIUYECKUX JIHII,
rOCYJIapCTBEHHBIX OPraHOB WJM JOJDKHOCTHBIX JIMI U TMOPAJIOK OOECIedeHus: pexuma
CEKPETHOCTH U COXPAHHOCTHU 3JIEKTPOHHBIX JTOKYMEHTOB U 3aKPBITBIX KIIFOUEH 3JIEKTPOHHON
u(pPOBOI MOANUCH, COJIEpKAIINX CBEIEHHUS, COCTABISIONINE TOCYAapPCTBEHHBIE CEKPETHI,
ONPEIEAI0TCSI HOPMATUBHBIMU MTPAaBOBBIMU aKTaMHU B OOJACTH 3aIUTHI TOCYJAaPCTBEHHBIX
CEKpETOB.

[Topsimok pabOTBl rOCYJApCTBEHHBIX OPraHOB C JJIEKTPOHHBIMM JOKYMEHTAMH
OTPAaHUYEHHOI'O paCIpOCTpaHEeHUs ¢ TnoMeTkor "[lms cimykebHOTO TMOJB30BaHUS"
onpenensiercs nocranopineHusamu IIpaBurensctBa Pecnyonuku Kazaxcran ot 14 centsOps
2004 roma Ne 965 "O HEKOTOpBIX Mepax 1Mo obecreueHn0o HHPOPMAITMOHHON 0€301MacHOCTH B
Pecnyonuke Kazaxcran" u ot 31 mexabps 2015 roga Ne 1196 "O6 yrBepxkaenun I[IpaBun
OTHECEHMsI CBEACHUN K CIykeOHOM HH(pOpMalnuu OTPaHUYEHHOTO PACHpPOCTpPaHEHUS U
paboTHI ¢ HEH'".

5. B Hactosimux [IpaBunax uCronab3yoTCs CAEAYIOMMNE TOHATHS:

1) ab3a1] — yacTh TeKCTa, MPEACTaBIAONIAs COO0N CMBICIOBOE €IMHCTBO, BbIIEIIEMast
OTCTYIIOM B MEPBOM CTPOKE M HAYMHAIOIIASICS C 3arjlaBHOW JHMOO CTPOYHOU OYKBBI, a03allbl
3aKaHYMBAIOTCSA TOUKOH C 3amsTON (KpoMe MEPBOIo U MOCeIHEro ab3ameB 4acTu);

2) cpeAcTBO KpunTorpaduueckoi 3anuThl MHPOPMALMKU - CPENICTBO, PeaU3yIollee
aNropuTMbl KpunTorpadguueckux mpeoOpa3oBaHUM, TreHepauuio, GOpPMHUPOBaHUE,
pacrpeqiesieHue U yIpaBieHUue KIII0YaMu;

3) HocuTeNb KIOYEBON MH(OPMAIMU — CIELHAIU3UPOBAHHBIA HOCUTEINb, B KOTOPOM IS
3aIIATHI XPAHSIIUXCS 3aKPBITHIX KIIOUEH 3JIEKTPOHHOU HU(PPOBON MOAMKUCH HCTOIB3YIOTCS
cpelcTBa Kpunrorpaduyeckon 3auThl HHPOPMALIMK, UMEIOIUE CePTU(UKAT COOTBETCTBUS
tpeboBanusim ctapgapra CT PK 1073-2007 "CpencrBa KpuUNTOTpapUUYECKON 3aIUTHI
uHpopmarmu. OO1IMe TEXHUYECKHE TpeboBaHus";

4) ynoCTOBEpSIONINI IIEHTP TOCYJapCTBEHHBIX opraHoB PecmyOmmku Kazaxcranm —
YIOCTOBEPSIONIUNA EHTP, OOCTY>KUBAIOIIUI TOCYAapCTBEHHBIE OPTaHbl, TOJKHOCTHBIX JIUI]
roCyJapCTBEHHBIX OPraHOB B HMH(POPMAIMOHHBIX CHCTEMaX U HMHBIX TOCYAapCTBEHHBIX

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



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

6) OTIyCK JOKYMEHTa (MUChMa) — SK3EMILISAP UCXOMASIIET0 JOKYMEHTa, OCTAIOIIUICS B
JieJie OpraHu3aluu-aBTopa;

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

8) HOpMaTHBHO-CIpaBOYHasg HHpopMauus - HHPopMauus (KiIaccU(UKATOPHI,
CIIPAaBOYHHMKH, TMEPEYHU M APYTHE), OCHOBAHHAS HA HOPMATUBHBIX JOKYMEHTax U
UCIIOJIb3yeMasi Il ONpeIeTICHUS PA3IMUHbBIX XapaKTEPUCTUK JOKYMEHTA,

9) Bnaaenen perucTpalioOHHOTO CBUAETEILCTBA — PU3NYECKOE WU IOPUANUECKOE JIHIIO,
Ha UMs KOTOPOTO BBIJJAHO PETHCTPAIIMOHHOE CBHUIETEIHCTBO, MPABOMEPHO BIIAJCIOIIEE
3aKPBITBIM ~ KJIIOYOM, COOTBETCTBYIOIIMM OTKPBITOMY KUY, YKAa3aHHOMY B
PETUCTPALIMOHHOM CBUICTEIILCTBE;

10) snexTpoHHbIE MH(YOPMALIMOHHBIE peCypchl — UH(POpMaLUs, MPEICTaBICHHAs B
ANEKTPOHHO-IU(PPOBONH (GopMe U cojaepkallascs Ha 3JIEKTPOHHOM HOCHUTEIE,
MHTEpHET-pecypce U (W) B UHPOPMAITMOHHON CUCTEME;

11) 3ammuTa 37€KTPOHHBIX UH()OPMAIIMOHHBIX PECYpPCOB, HHPOPMALIMOHHBIX CUCTEM —
KOMILJIEKC MPABOBBIX, OPIaHU3ALUOHHBIX U TEXHUYECKUX MEPONPUATHM, HAPABICHHBIX HA
COXpaHEHHE, [MPEJOTBPAIIEHUE HENPAaBOMEPHOIO0 JOCTyma K 3JIEKTPOHHBIM
MHQOPMAIIMOHHBIM pecypcaM, HHPOPMAIIMOHHBIM cucTeMaM (B TOM YHUCIE OT
HECAaHKIMOHUPOBAHHOIO JOCTyna K MH(OpMalWU), BKIOYAas HE3aKOHHBIE NEUCTBUS IO
MOJIY4YeHHUIO, KOMHUPOBAHUIO, PACIPOCTPAHEHUIO, HCKAKEHHUIO (WM/miu Moaudukammm),
YHUYTOXEHUIO UK OJIOKUPOBAHUIO HH(POpMALIUK;

12) 31eKTpOHHBIN JOKYMEHT — JOKYMEHT, B KOTOPOM HH(pOpMalus Mpe/ICTaBIeHa B
ANEKTPOHHO-IIU(PPOBON (opMe U YIOCTOBEpPEHA IMOCPEACTBOM 3JIEKTPOHHON HHU(PPOBOIM
MOJIHCH;

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

14) cucteMa »IEKTPOHHOTO JOKYMEHTO00OpOTa — cucTeMa oOMeHa 3JIEKTPOHHBIMU
JOKYMEHTaMHU, OTHOILUEHHS MEXKJYy YYaCTHUKaMH KOTOPOHl PEryJupyroTcs 3aKOHOM
Pecny6onmuku Kazaxctan ot 7 suBaps 2003 roma "OO »IE€KTpOHHOM JOKYMEHTE U
AIEKTPOHHON I1u(dpoBOM mNoANUCH" W HHBIMM HOPMATHUBHBIMU MPABOBBIMU AKTAMHU
Pecniy6muku Kazaxcran (manee — CO/);

15) yuactauk COJ] — dpusnueckoe Uiu I0OPUIUIECKOE JIUIIO, TOCYIaPCTBEHHBIN OpraH WK
JOJHKHOCTHOE JIMIO, YYacTBYIOIIKE B Mpolieccax coopa, oOpabOTKH, XpaHeHus, epeiayH,
MOKCKA U PAaCTIPOCTPAHEHUS SJIEKTPOHHBIX TOKYMEHTOB;



16) OyMakHast KOTMHUsSI SJICKTPOHHOTO JTIOKYMEHTA — JIOKYMEHT Ha OyMa)KHOM HOCHTEIIE,
MOJTYYECHHBIN MOCPEJCTBOM BbIBOJIa MH(MOPMAIMKU (JJAaHHBIX PEKBU3UTOB) U3 JIEKTPOHHOTO
MO/JTMHHUKA, WMEIONIUN TOJHOCTHIO BOCIPOU3BOAINIYI0 HH(GOPMAIHUIO TOITUHHOTO
AJIEKTPOHHOTO JIOKYMEHTA, YJAOCTOBEPEHHOTO JJICKTPOHHOW IU(PPOBON TMOJMNKCHIO,
CO3/TaHHOM C MCTOJIb30BAHUEM 3aKPBHITOTO KIIH0Ya JIEKTPOHHON IU(POBOM MOANKUCH, U BCE
€ro PEeKBU3HUTHI WJIM YacTh UX U 3aBEpPEHHAs JHUIOM, 00JaJarolMM MOJHOMOYUSIMHU Ha
3aBEpEHUE JAHHOTO JIOKYMEHTA;

17) mOATMHHUK 3JIEKTPOHHOTO JOKYMEHTa — IOKYMEHT, yIOCTOBEPEHHBIN (MTOAMMCAHHBIN
) BJEKTPOHHON HUQPPOBOHN MOIMUCHIO, CO3JAHHOW C HCMHOJIb30BAaHUEM 3aKPBITOTO KIIOua
AIEKTPOHHOM 1TU(POBOIM MOAUCH, CHOPMHUPOBAHHBIN N3HAYAIBHO B ()OpMATE FJIEKTPOHHOTO
JIOKYMEHTa U HE UMEIOIUA OYyMa)KHOT'O UCXOHOTO MO IMHHUKA,

18) snekTpoHHAs perucTpalMoHHas KOHTPOJIbHAsI KapTOUKa — 3JIEKTPOHHBIN JOKYMEHT C
YYETHBIMU JAaHHBIMU O JIOKYMEHTE 10 YCTaHOBJIEHHOUW QopMe, (PUKCUPYIOIIEH ero peKBU3UTHI
5

19) dbopMar »37IEKTPOHHOTO JOKYMEHTa — CTPYKTypa COJEpKATEIbHOW YacTH
AIEKTPOHHOTO COOOIIIEHHS, HA OCHOBE KOTOPOro C(hOPMHUPOBAH JICKTPOHHBIN TOKYMEHT;
20) cpencTBa 3JEKTPOHHOU IU(PPOBOIM MOJAMUCH — COBOKYIMHOCTh MPOTPAMMHBIX U
TEXHUYECKUX CPEJICTB, UCTIOJIb3YEMBIX JIJISI CO3/IaHUS M TIPOBEPKU MOTMHHOCTH JIEKTPOHHOM
1 (HPOBOM MOATUCH.

I'naBa 2. ITopsmox JOKyMEHTHPOBaHHSA, HOATOTOBKH B 0)OpMIICHHUS JOKYMEHTOB

IMaparpa¢ 1. ITopsaok noxkyMeHTHpOBaHWA U TPpeOOBaHUA K 0()OPMIICHUIO
JOKyMEHTOB

6. SI3pIkOM pabOThI U ETOMPOU3BOJICTBA IOCYNAPCTBEHHBIX OPraHU3alUi U OPraHOB
MeCTHOTO camoyrnpasieHus PecnyOnuku Kazaxcran siBisieTcs Ka3aXCKHUM SI3bIK, HAPABHE C
Ka3aXCKUM OPUITHATBHO YIOTPEOIISIETCS PYCCKUMN S3BIK.

B paboTe HerocynapCTBEHHBIX OpTraHU3alUMi HCHOJB3YIOTCS Ka3axCKUM W, MpU

HEO0OXOMMOCTH, APYTHUE SA3BIKU.

7. JJOKYMEHTBI COCTABIISIIOTCS HA OEJIbIX YMCTHIX JucTax Oymaru popmatoB A4 (210 x 297
MUWLTUMETPOB (Hanee — Mm), AS (148 x 210MM) 1 UMEIOT TOJISI HE MEHEE:

1) neBoe mose — 20 mMm;

2) npaBoe nojue — 10 mmM;

3) BepxHee noje —10 MM;

4) amxHee nose — 10 mm.

JIJist IByCTOpOHHETO NeyaTaHusi 000pOTHAsE CTOPOHA JINCTA JOKyMEHTA:

1) neBoe mosie — 10 Mm;

2) npaBoe nojue — 20 mM;



3) BepxHee nozue — 10 mm;
4) amxHee nosie — 10 mm.

8. Ilpu odopMiIleHUH ITOKyMEHTa HCIOJB3YIOTCS OnaHKU. PekBM3WUTHI Ha OlaHKax
pacmoJiaraloTcs B OINPEACICHHOM IMOCIEI0BATEILHOCTH B COOTBETCTBUM CO CXEMOU
PaCIOIOKECHHS PEKBU3UTOB JIOKYMEHTA COTJIACHO MPUIokKeHUto 1 k HacTosum [IpaBmmam.

9. B opranuzanuu npuMeHsI0TCS CAeAyIoNne OJIaHKU JOKYMEHTOB:

1) 61aHk mMUcbMa OpraHu3aluy Mo Gopme COTJIACHO MPHUIOXKEHUIO 2 K HACTOSIIUM
[IpaBunawm;

2) O6J1aHK KOHKPETHOTO BHUia JOKYMEHTa OpraHu3aiuu no ¢Gopme COrsIaCHO MPUIIOKEHUIO
3 k HacrosiuM [IpaBunawm;

3) o6muii O61aHK opraHu3anuu Mo ¢GopMe COIrIaCHO MPUIIOKEHUIO 4 K HACTOSIIUM
[IpaBunam.

OO61muii 6;1aHK OpraHU3aAIMK UCTIONB3YETCS AJI U3TOTOBJICHUS JIFOOBIX BUAOB IOKYMEHTOB

10. briaHKKM JOKYMEHTOB M3TOTaBIMBAIOTCSA TUMOTPAdCKUM CIOCOOOM C MOMOIIBIO
CPEACTB OINEpPAaTUBHOW MoJaurpauu HWIM BOCHPOU3ZBOASATCS HENOCPEACTBEHHO IIPHU
COCTaBJIEHUU IOKYMEHTA.

11. bymaxkabie OJaHKU JTOKYMEHTOB I'OCY/IapCTBEHHBIX OpraHU3aIuid ¢ U300paKeHUEM
lNocynapctBennoro I'epba PecnyOnmku Kazaxcran mopiexar ydery, JUisi 4ero B JIEBOM
HUKHEM YTy KaXJO0ro 3K3eMmIuisipa OJaHKa JOKyMEHTa TUNOorpadcKuM crnocoOOM WM
HYMEPATOPOM MPOCTABJISIOTCS €0 HOMEP, Cepusl. DJIEKTPOHHBIE OJIAHKU HE MOJUIEKAT YUETY.

12. biiaHKM NOKYMEHTOB HMCIOJB3YIOTCS CTPOTO MO HAa3HAYCHUIO U HE MEpPenaroTcs
JAPYTUM OpTraHU3ALMAM WM UHBIM JIMIAM 0€3 COOTBETCTBYIOUIETO pa3pelieHus] pyKOBOICTBA
OpraHU3alHu.

13. JIOKyMEHTBI COCTaBJISIOTCSA C HMCHOJIB30BAHMEM ITaMIla, BOCIPOU3BOASIIETO
HAaWMEHOBAaHUE OPTaHU3AIlNH, ITyTEM MTPOCTABIICHUS €TO OTTUCKA B JICBOM BEPXHEM YTy MO0
pH 0053aTeIbHOM O(OPMIIEHUU CIEIYIOIIUX PEKBU3UTOB:

1) obunmanpbHOE HAMMEHOBAHHWE OPTAHU3AIMU, W3ABIICH TOKYMEHT, JTUOO OTTHUCK
IITaMI1a, BOCIIPOW3BOJAIIETO HAMMEHOBAHWE OPTraHU3allMM, M3JABIIEH TOKYMEHT, IIyTEM
MIPOCTABIICHUS €TO B JIEBOM BEPXHEM YTIIY;

2) HaMMEHOBaHUE BHJIa TJOKYMEHTA, 32 UCKIIOYECHUEM TTUChMA;

3) nata JOKyMEHTa;

4) peructTpalluOHHbIA HOMED (MHAEKC) JOKYMEHTA;

5) HaMMEHOBaHME JTOJKHOCTH JIMIIA, MOJMUCABIIEr0 TOKYMEHT, OANUCH U paciudpoBKa
MOAIUCH;

6) OTTHUCK NE€YaTH OpraHU3aIHH.

14. BHyTpeHHUE JOKYMEHTBI, 32 UCKIIOUCHUEM PACHOPSAUTEIbHbBIX, COCTABISIOTCS Ha
OeJBIX JINCTaxX OyMary.

15. He nonyckaetcst opopmiieHrEe Ha OJTHOM OJaHKE IOKYMEHTa Ha ABYX U OoJjiee si3bIKax.



JIOKYMEHT Ha Ka3aXxCKOM SI3bIKE U CO3/1aBa€Mblil ayTEHTUYHBIN JOKYMEHT Ha PYCCKOM WJIU
WHOM SI3bIKE TMeYaTaloTCAd KaXXIbld Ha OTAENbHBIX OnaHKax (OTAENbHBIX JHUCTax) U
0QOPMIISIOTCS €TUHBIMU PEKBU3UTAMH.

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

JIoOKyMEHTY Ha pa3HbIX fA3bIKax MPUCBAUBAIOTCS E€IUHBIE UCXOIAIINE PEKBU3UTHI.
JIOKyMEHTBI Ha Pa3HbIX SA3bIKAX JIOHKHBI ObITh ayTEHTUYHBI APYT IPYTY.
Jluctel MOKyMEeHTOB (OJJaHKOB M MPWJIOKEHUNW K HUM) HYMEPYIOTCS CKBO3HOM
HyMepalyen B BEpXHEW 4acTH JUCTA [0 CEPEAUHE.

IMTaparpa¢ 2. ITopsaok opopmieHHs pEKBU3HTOB JOKYMEHTA

16. T'ocynapctBennbiii ['ep6 PecnyOnuku Kazaxcran uzoOpakaercss Ha OJaHKe
JOKYMEHTAa TOCYJapCTBEHHON OpraHu3alldd B COOTBETCTBUU C 3aKOHOJATEIbCTBOM
PecnyOnuku Kazaxcran o rocyaapcTBeHHbIX cuMBojax Pecriyonuku Kazaxcras.

17. OmOnemMa, JIOrOTUN WM TOBapHBIM 3HAK (3HAK OOCITY>KMBaHUS) BOCIIPOU3BOIATCS Ha
0JIaHKe B COOTBETCTBHUHU C YUPEIUTEIbHBIMU JOKYMEHTAMU OpraHU3allUH.

DOmbsiema, JIOTOTHUIT WJIM TOBAPHBIM 3HAK (3HAK OOCIY>KHUBaHUS) HE pa3MENIaloTCsl Ha
6nanke ¢ nzoOpaxenuem ['ocynapctsennoro ['epba Pecniybnuku Kazaxcran.

18. HaumenoBanue opranuzaiuu (B TOM uuciie puiinana, npeacTaBUTeIbCTBA) BKIIOUAET
B ce0s Ha3BaHWE B COOTBETCTBUHM C YUPEAUTEIHHBIMU JOKYMEHTAMHU C yKa3aHUEM Ha
OpraHu3aluOHHO-TIPABOBYIO (popMy.

CoxkparieHHOe HAMMEHOBAaHUE OpPTaHu3aIy (B TOM ducie Guiraia, IpeIcTaBUTeIbCTBA)
OPUBOJUTCS B TOM Ciydae, KOT/a OHO 3aKpEIUIEHO B YUYPEIUTEIbHBIX JOKYMEHTAaX U
pa3MeniaeTcs B CKOOKax HUMXKE MOJHOTO HAMMEHOBAaHUSI.

[Ipu odopmiieHHN COBMECTHOTO JIOKYMEHTA, pa3paboTaHHOTO IBYMs U Oojiee paBHBIMU
OpraHu3alusMi, HaMMEHOBAHUS OpPraHU3allui pacrloJiararoTcsi B aJ(aBUTHOM MOPSIIKE
HAaVMMEHOBAHUM OpraHU3alUH.

[Ipu odopmiieHUH COBMECTHOTO IOKYyMEHTa, pa3pabOTaHHOIro AByMsa M Ooliee
OpraHu3alysIMU, HAMMEHOBAHUS PACIIONaratoTCsa B COOTBETCTBUU C UEPAPXUEH OpraHU3alU.

CoBMECTHBI JOKYMEHT Ha OyMa)KHOM HOCHUTEJIE MOJICKHUT 3aBEPECHUIO MeYaTIMU
OpraHU3aIUH.

19. HaumeHnoBaHu€e CTPYKTYPHOIO MOJApA3/IeNieHUs] YKa3bIBAETCS B CIIy4asix, KOrJja OHO
SBJISIETCS aBTOPOM JJOKYMEHTA U PacIojaraeTcsi HU>Ke HAaMMEHOBaHUS OpraHU3aluu.

20. HaumeHoBaHME BHJIa JOKYMEHTA ME€YATAETCA MPOMUCHBIMU OYKBAMH TMOYKUPHBIM
mpu@TOM.

21. laToil moKyMeHTa SIBISICTCS JaTa €ro nmoanucaHus (yTBEp KICHHS) WIH COOBITHS,
3a()MKCUPOBAHHOTO B JIOKYMEHTE.



JlaTa OKyMEHTa MPOCTaBISETCS MOJKHOCTHBIM JIMIIOM, MOJMNHMCHIBAIOIINM HUIIU
YTBEPXKAAIOLUM JOKYMEHT. /[l SIeKTpOHHOTrO JIOKYMEHTO00OpOTa JIOIyCKaeTcs
MPOCTAaBJIEHUE JJAThl CACTEMOM WJIM BPYUYHYIO YHIOJHOMOYEHHBIM JIUIIOM.

Cny>xeOHble OTMETKH Ha JIOKYMEHTE, CBSI3aHHBIE C €r0 MPOXO0XKICHUEM U UCIIOJIHEHUEM
O3HAKOMJIEHUEM ) BHYTPU OPTraHU3ALMH, JATUPYIOTCS U MOJIUCHIBAIOTCA.
JaTta noxymeHTa opopMIIsieTCs:

1) B mpaBOBBIX aKTax, MPOTOKOJAaxX, OAHKOBCKHX, (DMHAHCOBBIX, OyXTralaTE€pPCKHUX
JOKYMEHTaX M JIOKyMEHTaX, 3aTparuBalIIUX TMpaBa U HHTEepechl (HU3UYECKUX U
IOPUJANYECKHUX JIUI, CJIOBECHO-IIU(PPOBBIM CIOCOOOM — JIeHb Mecsla U ToJi OPOpMIISIIOTCS
apaOckumu 1udpamMu, MeCsI] — MPOMHKCHIO;

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

22. Peructpanmonnbiii HoMep (MHIEKC) JTOKYMEHTa COCTOMT W3 MHJEKca Jena 1Mo
HOMEHKJIAaType [JeJ OpraHu3aluu, T[OpsAJAKOBOrO0 HOMeEpa JOKyMEHTa B
perucTpanroHHO-KOHTpoIbHON (popme (nmanee — PK®D). [To ycMoTpeHuto opraHuzaiuu B
pEruCcTpallMOHHBIA HOMED (MHEKC) BKIIOYAOTCS JOTIOTHUTENIbHbBIE JJIIEMEHTHI.

Peructparmonnsiii Homep (MHIEKC) TOKYMEHTa, COCTAaBICHHOTO JABYyMs U Oosee
OpraHM3alMsIMU, COCTOUT W3 PETUCTPALMOHHOTO HoMepa (MHAEKCA) KaXKIOW M3 ATUX
OpraHu3alliii, MPOCTABIISIEMOTO 4Yepe3 KOCYl0 YepTy B MOPSJKE YKa3aHHS aBTOPOB B
TOKYMEHTE.

B cucreme 31neKTpOHHOTO JOKYMEHTOOOOpOTa MOMyCKaeTcs BeACHUE CKBO3HOM
HyMEpauuu.

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

24. MecTO COCTaBJICHHS WJIM M3JaHUS TOKYMEHTA YKa3bIBa€TCS B COOTBETCTBHUH C
MPUHATHIM aIMUHUCTPATUBHO-TEPPUTOPUATBHBIM JIEJICHUEM M BKJIIOYACT B CE0S TOIBKO
OOLIEPUHSTHIE COKPAIICHHUS.

MecTo cocTaBieHUS WM U3JaHHUS TOKyYMEHTa O(OPMIISIETCS B COOTBETCTBUU C
HAaVMEHOBAaHMEM HACEJIEHHOIO IYHKTA, SIBJSIOIIETOCS MECTOHAXO0KICHUEM OpPTraHU3aLNU -
aBTOpa JOKYMEHTA.

25. JIOKyMEHTBI aJpecylT OpPraHu3alusIM, UX CTPYKTYPHBIM MOAPA3JICICHUSIM,
JOJKHOCTHBIM UJTH (DU3UYECKUM JTUIAM.

PexBusut "Anpecar" odopmisiercs CTpOUHBIMU OYKBaMH, MOMY>KUPHBIM MIPUDTOM.
HanMeHnoBaHue opranusaiuu, €€ CTpYKTYPHOTO MOJpa3eieHus MUIIETCS B UMEHUTEIbHOM
najiexe, JTOKHOCTh, (aMUIIUS JUIA, KOTOPOMY aJpecoBaH JOKYMEHT, — B JaTCIHHOM
najexe.

IIpu agpecoBaHNM JOKYMEHTA pPyYKOBOJUTEIO OpraHnu3aliy €€ HAMMEHOBAHUE BXOJIUT B
COCTaB HAMMEHOBAHUS I0JHXKHOCTH a/Ipecara.



[Ipu anpecoBannu JoKyMeHTa (GU3UUYECKOMY JIUILY YKAa3bIBAIOTCS MHHUIIMAT UMEHH U

(dbamMuus moJyiyvaress, €ero mouToBbIi ajpec.
[Ipu nepenucke BHYTpH OpraHU3alUM JOMYCKAETCS YKa3aHUE B JATEJIbHOM MaJeikKe
TOJILKO MHUIIMAA UMEHU U (PaMUINU JOJKHOCTHOTO JIUIIA.
Ecnu 1oKyMeHT aipecyeTcsl B HECKOJIBKO OPraHU3aluii, OHH YKa3bIBAIOTCA 000OIIEHHO.
Ha onnom nokymente odopmisieTcss He Ooisiee yeTbipex aapecaToB. [Ipu Oonbiiem
KOJIMYECTBE aJI[pecaToOB COCTAaBJISIETCS CHUCOK (peecTp) pacchbUiku JTokymeHTa. CrioBa "
Opurunan" u "Konus" B pexkBuzute "Anpecat’ HE UCIIONB3YIOTCS.

[Ipn HanpaBieHUN TOKYMEHTa HEMOCTOSHHBIM aJIpecaraM, B COCTaB PEKBU3HTa "'Aapecar
" BKIIOYAETCA TOYTOBBIA aJpec, KOTOPhIH OGOPMIISETCS HCIOJHHUTENEM. DJIEMEHTHI
MOYTOBOTO aJpeca YKa3bIBAIOTCA B IOCJIEJAOBATEIbHOCTH B COOTBETCTBUU C 3aKOHOM
PecnyOsinku Kaszaxcran ot 9 anpensa 2016 roga "O noure".

26. 3arojoBOK K TEKCTY IOKYMEHTa 0(hOpPMIISIETCS MOMY>KUPHBIM HIPUPTOM OT TPaAHULIBI
JIEBOTO MOJISI JOKYMEHTa 0€3 MepeHoca CIOB U COJEPKUT He Ooliee 35 3HAKOB B KaXKJOU
CTpoKe. B oKymMeHTe Mpu BeTWYMHE 3arojioBka 0oljiee 5 CTPOK JOIycKaeTcss opopMileHHe
3aroJioBKa nocepeanuHe J0KyMeHTa. Touka B KOHIIE 3ar0JI0BKa HE CTaBUTCA.

3aroyioBOK K TEKCTy TOKyMEHTa (hOpMyJIUPYyeTCsS B COOTBETCTBUM C HAUMEHOBAHHEM BUA
JOKYMEHTA U €ro COAEepP>KaHUEM.

3arojoBOK K TEKCTy JOKyMeHTa MeHee 10 cTpok, a Takke ohopMICHHOMY Ha OlaHKe
dbopmara A5 He cocTaBiseTCs.

27. qns OyMaxHbBIX TOKYMEHTOB OTTHCK Me4YaTH OpTraHU3alllu 3aBepsieT MOIIMHHOCTD
MOJMUCH JOJKHOCTHOTO JIUIA Ha JOKyMeHTe. OTTUCK MeYaTh OpraHu3aliy MPOCTABISIETCS
MOCJI€ HaMMEHOBAHUs JOJDKHOCTH JIMIA, MOJINUCABIIETO JTOKYMEHT, HE 3aXBaThIBas €ro
JUYHYIO MOAIUCH.

28. Texkct nokymeHTa oOpMIISIETCS B BUAEC aHKEThI, TMArpaMMbl, TaOJIHIIbI, CBA3HOTO
TEKCTa WM COUETaHUS YKa3aHHBIX (hOPM.

29. B cnyuae, eciu JOKYMEHT COJEPXKHUT MYHKTHI, TO MYHKTHl B JIOKYMEHTE
pacroiararorcs B JIOTHUYECKOM MOCIEA0BATEILHOCTH, C YYETOM XPOHOJOTHH TANIOB PEUICHUS
Borpoca. biu3kue 1Mo colep>KaHWI0 NYyHKTHl 3HAYUTENBHBIX MO OO0BEMY JOKYMEHTOB
O0OBEIUHAIOTCS B IJIaBbl, HECKOJIBKO I'J1aB — B pa3eibl, pa3Aeibl — B yacTh. B Oonbimux no
o0BbeMy riaBax BBIIEISIOTCS maparpadsl, B pa3enax — moapa3iebl.

[IyHKTBI MOTYT OBITH TOJpa3/ieJICHbl HA MOJMYHKThl. BHYTpU MyHKTOB U MOJIMTYHKTOB
MOTYT OBITh YacCTH, BBIJEIsIEMbIEC a03aIlaMH.

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

Homepa nmoanyHKTOB B MyHKTax o0OoO3HayaroTcs apabCkuMu nudppaMu co CKOOKOM
cieayrommm obpazom: 1), 2), 3) u nganee.

HymMmepanust myHKTOB, TJIaB U pa3feioB SIBJSIETCS CKBO3HOM, MOJMYHKTOB B IMYHKTE,
naparpagoB B IIaBe, MOAPA3ACIIOB B Pa3/ieiie — CAaMOCTOATEIbHOM.



He nomyckaercst o603naueHue ad3areB AeducaMu WM HHBIMUA 3HAKAMU.

30. TekcT NOKyMEHTa MevyaTaeTcs Ha MUIIYIIEH MalIMHKE Yepe3 MOJATOpa MEKCTPOUHBIX
WHTEpBaja WU MMPU MTOMOIIHN YCTPOUCTB KOMITBIOTEPHON TeXHUKHU paszmepoMm Ne 14 mipudra
Times New Roman (Taiimc Hpto Poman) unu Arial yepe3 oguH MeXCTpoUuHbIN HHTEpBaI. B
OTACNBHBIX CIIydasiX, a Takke npu odopmiieHHH TaOIWIl, TPUIOKEHUN, OTMETKH 00
UCIIOJIHUTEIIE, IPUMEUYAaHU JOMyCKAaeTCsl U3MEHEHHUE pa3MepoB MIpUPTa U MEKCTPOUHOTO
MHTEpBaa.

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

B orMmeTke 0 HanMuUMKM NPUIIOKEHUS, HA3BAHHOTO B TEKCTE JIOKYMEHTA, YKa3bIBAIOTCS
KOJIMYECTBO JIUCTOB, IK3EMILIAPOB, SI3bIK UCIOJHEHUA. B OTMETKE O HATWYUU NPUIOKEHHUS,
HE HA3BAHHOI'O B TEKCTE€ JOKYMEHTA, JOMOJHUTEIIBHO YKAa3bIBAETCS €r0 HaMMEHOBAHUE, a
TaK)Ke MPU HAJTUYMUHU J1aTa U PETUCTPAllMOHHBIA HOMED (MHaekc). [Ipu Hannuuu nByXx u Oosee
OPUIOKEHUW OHU HyMepyroTcs. JlIsi 3JIeKTPOHHOTO JOKYMEHTOOOOpOTa yKa3zaHHe
KOJIMYECTBA 3K3EMILIAPOB HE TpeOyeTcs.

Ecnu mpunoxeHuss K JOKyMEHTY COpOIIIOPOBAaHBI, YKa3bIBA€TCS KOJUYECTBO
AK3EMILISIPOB.

Ecnu k 1oKyMeHTy npuiiaraercst Ipyrov JOKyMEHT, UMEIOLIUN TPUII0KEHNUE, B OTMETKE O
HAJIMYUK TPUIIOKEHUST YKa3bIBAIOTCS PEKBU3UTHI 3TOTO JOKYMEHTa U 0O0lIee KOIUYECTBO
muctoB. Hampumep, "[Ipunoxenue: mucbMo MuHHCTEpCTBA KyIbTYpHI U criopTa PecryOinku
Kazaxcran ot 15 okts16ps 2014 roga Ne 3-5/151 u npunokeHue Kk HeMy, BCEro Ha 7 JIMCTaX,
Ha Ka3aXxCKOM S3bIKe".

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

31. Ilonmuck moxkymeHTa Ha OyMa)XHOM HOCHUTENE BKITIOYAET:

1) HauMeHOBaHHE IOJLKHOCTH JIMLA, MOAMMCABIIEr0 JOKYMEHT, OQUUIHAIbHOE
HAaMMEHOBaHHE CTPYKTYPHOT'O MTOAPA3/IEIEHUS NN OpraHu3aln (€Ciau JOKYMEHT 0(hOpMIIEH
He Ha OJIaHKe);

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

JIOKYMEHT MOJNKUCHIBAETCS CBETOCTOMKUMU YepHUWiIaMu. He nomyckaeTcss moanucanue
MO/JIMHHUKA IOKYMEHTa IPOCTaBJIEHUEM (DaKCUMUIIE.

[IpaBo moamucu JOKYMEHTOB OpraHH3alMHU OIPENENSIETCS B COOTBETCTBUHU C
3aKkoHOoJaTeNnbCcTBOM PecnyOnuku KazaxcraH, yupeIuTeabHbIMU TOKYMEHTAMU OpraHu3allui,
pacnopsiAUTENIbHBIMA JIOKYMEHTaMH PYKOBOJUTENSI OpPraHu3alud O JIeJIETUPOBAHUU
NOJITHOMOYMI WM JOBEPEHHOCTSIMU HA BBINOJHEHUE ONPEAECICHHBIX JEHCTBUN OT UMEHH
OpraHu3aluH.

DNEKTPOHHBIA JTOKYMEHT YJOCTOBEPSETCS JIEKTPOHHON HU(PPOBOM MOANKUCHIO JIUIIA,
00Jaar0Iero NOJHOMOYUSAMH Ha MOANNCAHUE TaHHOTO JOKYMEHTA.



Otmyck 1oKyMeHTa (IMchMa) MOJICKUT NoAnucannio. He qomyckaercs 3aMeHa oTmycka
TOKyMeHTa (MmuchMa) Komueu gokymeHTa. [lpu moamucanuum JOoKyMeHTa IBYMs U OoJjee
JUIIAMHA PABHBIX JIOJDKHOCTEH HMX TOAINMCH PAcCIojlaratoTcs B ad(aBUTHOM IOPSIKE
opHUIIUATIEHBIX HAUMEHOBAHUN OPTraHU3alMi WM CTPYKTYPHBIX MMOJIpa3IeICHUM.

[Ipu moanmucanuu JOKYMEHTAa HECKOJbKUMHU JOJHDKHOCTHBIMM JIMIIAMH UX TOANUCH
pacriojlararoTcsi OJiHa TOJ[ JPYyTrod B COOTBETCTBUHU C YOBIBAaHHWEM CIy)XKECOHOU HepapXuu
JIOJDKHOCTEH.

B mokyMeHTe, COCTaBIIECHHOM KOMUCCHUEH, YKa3bIBalOTCS HE HAMMEHOBAHHUS JT0JKHOCTEN
JIUII, TOAMUCHIBABIINX JOKYMEHT, a UX 00sI3aHHOCTH B COCTaBE KOMHCCHH.

JIoKyMEeHTBI KOJUIETHAJIBbHBIX OPraHOB OpraHu3aiuu (KOJUIETHI, COBETOB, MaCIMXaTOB,
MpaBJICHUH) TMOJMUCHIBAIOTCS TMpeENceaaTesieM U ceKkpeTapeM (TpeacenaTebCTBYIOMNM U
JIUIIOM, TIPOBOJUBIIUM 3amuch). IIpoTOKoNbl ammapaTHBIX (ONMEpaTHBHBIX) COBEIIAHUMN
OpraHu3alii U €€ CTPYKTYPHBIX MOJIPa3AeICHUN MOMUCHIBAIOTCS MPEICeAaTEIbCTBYIONIUM
JIMIIOM.

Ecnu 1omKHOCTHOE JIUIIO, TOJANKUCH KOTOPOTO 3aroTOBJICHA HA MPOEKTE JOKYMEHTA,
OTCYTCTBYET, TO JOKYMEHT MOJJICKHUT MepeodOpPMICHHUIO Ha JIMIO, UCIOJHSIONIEE €ro

" "

obs3anHOCcTH. He pgomyckaercss moamucaHue JOKYMEHTa ¢ TMpemioroM "za" wuiu
MPOCTAaBJIEHUEM KOCOU YepThI IIepe]] HAaMMEHOBAHUEM JOJIKHOCTH.

32. CormacoBaHue poeKTa TOKyMeHTa 0(hOopMIISIETCS] BU30M Ha TOKYMEHTE (BHYTpPEHHEE
COTJIaCOBAHUE) WM TpU(POM COIJIaCOBAHUS (BHEIIHEE COIIACOBAHME WUIIM COTJIACOBAHUE C
KOHCYJIbTATUBHO-COBEIIATEILHBIMU U OOIIECTBEHHBIMM OpTraHaMH oOpraHu3ainuu). [ns
AJIIEKTPOHHOTO JOKYMEHTA COTJIaCOBAHUE MPOUCXOAUT IMOCPEACTBOM AJIEKTPOHHOU 1TU(POBOIA
MOITHUCH.

[Ipy BHYTpEHHEM COTJIACOBAaHMM JOKYMEHTBHl BHU3UPYIOTCS HCHOJIHHUTENEM (
OTBETCTBEHHBIM HCIOJHUTEIEM), PYKOBOJIUTEIEM €ro MOJApa3JeyieHUus, APyTUMHU
3aMHTEPECOBAHHBIMU JOJKHOCTHBIMU JIMIIAMH, 3aMECTUTEIEM PYKOBOJUTEISI OpraHU3aluu
COTJIaCHO pacIpeiesIeHUI0 00s13aHHOCTEH.

Bu3sbl mpocTaBiastoTcs Ha JK3eMIUIIpax OyMa)XHBIX JOKYMEHTOB, OCTAIOIIUXCS B
OpraHu3alliy, Ha JULEBONM CTOPOHE HWXKE MNOoANUcH. IIpoeKThl pacnopsauTeNbHbIX
JIOKYMEHTOB BHU3HMPYIOTCA Ha MEPBOM 3K3eMIuisipe. JlomyckaeTcsi BUBMPOBaHUE MPOEKTOB
pacnopsAIuTEIbHBIX JOKYMEHTOB Ha 00OPOTHON CTOPOHE MOCIEAHETO JIUCTA.

Buza BxirouaeT B ce0s MOANMKUCH BUBUPYIOLIETO, 1Ty, paciIu@poBKY NOAMKUCH (MHULIHAI
MMEHHU, (paMUIINI0), HAMMEHOBAHHE JOHKHOCTH BU3HPYIOIIEr0. 3aMeuaHus, 0COOble MHEHUS
Y JIOTIOJTHEHUSI K TIPOEKTY JIOKYMEHTa O(POPMIIAIOTCS Ha OTJAEIBLHOM JIUCTE, O YEM B MPOEKTE
JIOKYMEHTA CTaBUTCS COOTBETCTBYIOIIAsA OTMETKA.

Bnemnee cornacoBanue nokyMeHta odopmiisieTcsi rpudoM CorjacoBaHUsl, KOTOPBIN
pacrojaraercs B JICBOM HUYKHEM YTJIy MOCJEIHErO JIMCTa JOKYMEHTa U COCTOUT U3 cioBa "



COI'JTACOBAHO", ("COI'TTACOBAH"), a Takke HaMMEHOBAaHUS OJKHOCTH JHULA, C
KOTOPBIM COTJIACOBBIBAETCSl JIOKYMEHT (BKJIIOYasi HAMMEHOBAHUE OpraHU3alliu), JTUYHOU
MOJMKCH U €€ paciu(poBKYU (MHUIIMAT UMEHHU U (haMUJTUs), 1aThl COTJIACOBAHMSI.

[Ipu cornacoBaHuM IOKYMEHTa JBYyMs M OoJiee JIMIIaMU PAaBHBIX JOJDKHOCTEH Tpudb
COTJIACOBAHMsI PACIIONATAIOTCS HAa OJHOM YPOBHE B al()aBUTHOM TOPSIKE OQPUITHATHHBIX
HaMMEHOBaHUW opraHu3ainuil. [Ipu cornacoBaHnu T1OKyMEHTA HECKOJIBKUMU JOJIKHOCTHBIMU
JUUAMU TpU(]BI COrIacoBaHUS PACHOJIAralOTCs B COOTBETCTBUU C YOBIBAHUEM CIIyKEOHOM
HepapXuu JT0JHKHOCTEH.

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

BremHee cormacoBaHue JOKyMEHTa ¢ HECKOJBKUMHU OpraHU3AUsIMH ohopMIiseTcs
JIUCTOM COTJIacOBaHUA 10 (OpMe COTJIACHO MPHIIOKEHHIO 5 K HacTosmuM [IpaBunam.

33. I'pud yTBepkaeHUS TOKYMEHTA pacrojiaraeTcsi B MPaBoOM BEPXHEM YTy MEPBOro
JUCTA TIOKYMEHTa U 0(pOPMIISIETCSI CTPOUYHBIMHU OyKBaMHu.

[Ipu yTBepkAeHUU JOKYMEHTA KOHKPETHBIM JOJKHOCTHBIM JIMIIOM IpU( yTBEPKIACHUS
COCTOUT M3 cieayromux 3jemMeHToB: ciioBo "YTBEPXKJIIAIO", HauMeHOBaHUE JOIKHOCTH,
MOAMUCH, paciIudpoBKa MOAMKUCH U JaTa YTBEPKICHHUS.

[Ipu yTBepx)aeHUN TOKYMEHTa ABYMS U OoJjiee JIMIIaMU PAaBHBIX JOJDKHOCTEH Trpudbl
YTBEPKACHUS pacrojiaraloTcsi Ha OAHOM YPOBHE B al(paBUTHOM MOPSAKE HAMMEHOBaHUUN
OpraHu3aIuu.

IIpu yTBEpI€HMU JOKYMEHTa NMOCTAHOBICHUEM, PEUICHUEM, IIPUKA30M, IIPOTOKOJIOM
rpud yrBepxkaeHus cocrtoutr wu3 ciuoBa "YTBEPXJIEH" ("YTBEPXIEHA", "
YTBEPXJAEHO", "YTBEPXJIEHbI"), Buga pacnopsauTeabHOr0 JOKYMEHTa B
TBOPUTEILHOM MaJIeKe, €ro 1aThl U HOMEpa.

34. Pe3omonus pacmojiaraercsi B BEpXHEH 4YacTHM NEPBOrO JIMCTA JOKYMEHTa Ha
CBOOOJHOM OT TeKCTa MecTe. B cocTaB pe30stouu BXoAaT MHUIMAN(bl) UMEHU U hamuius(u
) ucrioHUTENS (MCIOTHUTENEH), COepKaHUE TOPYUYEHHUs! (IOPYUEHUI), CPOK UCIIOTHEHHUS,
NOAMKUCH aBTOPA PEZOIIOLNH U 1aTa.

Jonyckaercst opopMiieHHE PE30JIIOIMU Ha OTAEIBLHOM OslaHKe ((UIlIKe) C yKa3aHUEM O]
HNOANKUCHIO JIUIA, HAJOKHUBIIETO PE30JIOLUI0, BXOASIIET0 PETUCTPAIMOHHOrO HOMepa (
MHJIEKCa), NaThl MOCTYIJICHUS] U OTMETKH O PEKBU3UTAX JIOKYMEHTA, K KOTOPOMY OTHOCHUTCS
pe3omonus (aBTOp, UCXOIAIINN HOMEP U JaTa JoOKyMeHTa). [lopyueHus B Buae pe30Ironui,
HaIpaBJIsIEeMbI€ B APYTUe OpraHu3alliu, perucTpupyroTcs ciayxooi 10V,

Ha ngoxymenTtax, He TpeOYIONIUX TOMOTHUTEIbHBIX YKa3aHWUU TPEIANUCHIBAEMBbIX
NEUCTBUH U MMEIOIINX YCTAHOBJIECHHBIE CPOKU HCIIOJHEHUS, B PE3OJIOLNHN yKa3bIBAKOTCS
WCIIOJIHUTENb, TOANUCH aBTOPA PE30IIOLINH, J1aTa.



B ciyuasx, xorna mopydeHue naercst 1ByM U OoJiee JUIlaM, OCHOBHBIM HCITOJTHUTEIEM
ABJISIETCS JIMIO, YKa3aHHOE B MOPYYEHUHU MEPBHIM, €CIM MHOE HE YCTAHOBJIIEHO B Camoii
PE30ITIOLHUN.

35. OTmeTka 0 KOHTpPOJIE 332 MCIOJHEHUEM JOKYyMEHTa 0003HA4aeTcsl CIIOBAMHU WJIU
mramnamu "bakpuiay", "bakpliayfa anelHABI" M POCTABIAETCS B BEPXHEH JIEBOM 4YacTH
NEPBOro JIUCTA JOKYMEHTA 3a MpeJiejaMu TEKCTOBOTO TIOJIS.

36. Jlia 3aBepeHHs] COOTBETCTBHS KONMUHU JTOKYMEHTA NOMJIMHHUKY HUKE pPEKBU3HUTA "
[Tonnuce" mpocTaBnaoTcs 3aBeputenbHas Haanuch "Komwms BepHa" (0€3 KaBBIYEK),
HAaVMEHOBaHUE JOJKHOCTH JIMIIA, 3aBEPUBIIETO KOIHUIO, JIMYHAS MOJINUCH, pacuudpoBKa
MOANKUCH (MHUIMAT UMEHHU U (DaMIIIUs) TTOAMMCABIIET0, OTTUCK NeYaTH OpraHu3anuu (mpu
HaJIM4YMHK), AaTa 3aBEPEHUSL.

37. bymakHasi KOIHUsI 3JIEKTPOHHOT'O JIOKYMEHTA 3aBEPSIETCA C YKa3aHHEM Ha TO, YTO
UCXOJIHBIM JTOKYMEHTOM SIBJISIETCS DJICKTPOHHBIA JIOKYMEHT M TOJIYYEH IMOJOKUTEIbHBIN
pe3ynbTaT NPOLEAYPhI IPOBEPKHU IEKTPOHHON U(PPOBOM MOAMKUCH JIMLA, yIOCTOBEPHUBIIIETO
AIIEKTPOHHBIA JOKYMEHT. JlJis 3aBepeHHs] KOMHMH AJIEKTPOHHOTO JOKYMEHTa Ha OyMa)kKHOM
HOCUTEJIE M HaHeCceHUss MH(OpPMALHUHU O Pe3yJbTaTe MPOBEPKH 3JIEKTPOHHOM HU(PPOBOI
MOAMMUCH UCIIOIB3YETCs MTaMN (TPEeyroyibHOM GopmMbl) ¢ TeKCTOM "* * * DneKTpOHIIBIK
KYKaTTBhIH KelllipMeci AyphIC." (ONpeaeneH MOJOKUTENbHBI pe3ynbTaT HpOLEAYpPhI
IIPOBEPKH JICKTPOHHOM ITH(PPOBOM MOANMKMCH) ¥ YKa3aHUEM ITOJICH ISl KOJMYSCTBA JIMCTOB U
MOJIMKCH 3aBEPSIIOUIETO JIMIIA.

38. DneKTpoHHAsI KOMHS TOKYMEHTa 3aBEPSIETCS:

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

2) COTpYyAHUKOM MOJpPa3AeICHUs JOKYMEHTAMOHHOTO 00ecTIeueH s TOCy1apCTBEHHOTO
opraHa — Ipy perucTpaluy JOKyMEHTa, MOCTYIUBUIErO TOJBKO Ha OYMakHOM HOCHTEIIE.

[TomHOMOYMAMU Ha 3aBEpeHHEe OyMa)KHOW KOIUU IEKTPOHHOTO JOKYMEHTA, CO31aHHOIO
nocpeacteom COJI, oOnanarT COTPYAHUKH TMOAPA3AEICHUS JOKYMEHTAIMOHHOTO
o0ecrniedeHus TOCyIapCTBEHHOTI'O OpraHa U orepaTropa MmoyThl.

BbyMaxkHasi KOTus 3J1€KTPOHHOTO JJOKYMEHTa COJEPKHUT:

1) TeKCT TOKYMEHTA;

2) obs3aTenpHy0 OTMETKY "Komus 37eKTpOHHOro JOKyMeHTa" ¢ OTpakeHHEM
pe3yabTaTOB MPOLEAYpPbl TPOBEPKH BIEKTPOHHON HU(pOBONH NOANMHUCU JIMLA,
YAOCTOBEPUBLIETO AIEKTPOHHBIN TOKYMEHT;

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

5) mTaMn ¢ TeKcToM "* * * DreKTpOoHABIK KYXKAaTThIH KelllipMeci Ayphic." (onpeeneH
MOJIOKHUTENbHBINA Pe3yNbTaT MPOLEAYPhl MPOBEPKU 3JICKTPOHHONW HU(POBOI moAamucH),
KOJIMYECTBO JIMCTOB U MOAMKUCH 3aBEPUTEIIS.



39. OTrmeTka 00 MCTOJHUTENE MOKYMEHTa BKIIIOYAET COKparieHHoe cioo "Hem.",
MHULHAAT UMEHU U (paMUINIO0 UCIIOJIHUTENS JOKYMEHTa, HOMEp ero teiedoHa, B TOM YuCIe
BHYTPEHHETO0, a/peca AIEKTPOHHOM NOYTHI (PY HAJTUYHMH) U PACIOJIAraeTCsl Ha JIMLEBOW WIIN
000pPOTHOI CTOPOHE MOCIEIHETO JIMCTA JOKYMEHTA B JIEBOM HUKHEM YTITy.

40. OTMeTKa 00 UCTIOTHEHUHU JOKYMEHTA U HAMPaBICHUH €0 B JEN0 BKIIOYAET CCHUIKY
Ha HOMEp U JaTy JOKyMEHTA, CBUACTEIbCTBYIOINIYIO 00 UCTIOJHEHUH (TIPU OTCYTCTBUHU TaKOTO
JOKYMEHTa — KpaTKue CBEJCHUS 00 MCIIOJIHEHHUH), ciioBa "B neno", HoMep nena, B KOTOpoM
OyJeT XpaHUTHCS JJOKYMEHT.

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

41. Unentudukatopom 3JIEKTPOHHOW KOMUU TOKYMEHTa Ha OyMa)KHOM HOCHTEIE
ABJSIETCSI OTMETKA (KOJOHTHUTYJ), COJAEpKalllash Ha3BaHUWE M BEPCHUI0 MPOTPAMMHOIO
o0OecrieueHus, MpU MOMOLIM KOTOPOrO CO3J1aH JTIOKYMEHT, IpPOCTaBjisieMas Ha JULEBOU
CTOpPOHE Ka)JI0Tr0 JIUCTA JOKYMEHTA.

42. OTMeTKa O MOCTYIUIEHHM JOKYMEHTA B OPTraHU3ALMIO MPOCTABISAETCS B MPABOM
HVDKHEM YTIIy JJULEBOM CTOPOHBI IEPBOTO JINCTA JOKYMEHTA U COAEPKUT NOPSAIKOBBIN HOMED
BXOJISILIETO TOKYMEHTA U 1aTy NOCTYIUIEHUS (MpU HEOOXOAUMOCTH — YaChl U MUHYTHI).

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

CopeprxarenbHas 4acTh 3JIEKTPOHHOIO IOKYMEHTA COCTOUT U3 OJHOTO MJIM HECKOJbKHX
¢aitnos B cienyromux ¢popmarax:

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

2) RTF, DOCX - TekcToBblil popMar;

3) XLS, XLSX - Tabnuunslii popmar;

4) PPT, PPTX - npe3eHrtanuu;

5) RAR, ZIP - apxuBupoBaHHbIii (hopmar.

ConepxartenbHast 4acThb MpoekToB akToB [Ipe3unenta PecnyOauku Kazaxcran B CO/]
dbopmupyetcst Tonbko B hopmate PDF.

CopeprxaTenbHasi 4acTh 3JIEKTPOHHOTO JOKYMEHTA UMEET CIICTYIONIUE PEKBU3HUTHI:
1) opunmansHOE HAMMEHOBAHUE OPTAHU3ALMU OTIIPABUTEIIS;
2) cnpaBOoYHbIE JaHHBIE 00 OpraHu3anuu (ropuauueckuil aapec, tenedoH, dakc,
AJNIEKTPOHHBIN a/ipec opraHu3anuy (Ipu HAJIUYUN));
3) HauMEeHOBAaHME BUJIa IOKYMEHTA;
4) cchUIKY Ha PErMCTPAallMOHHBIN HOMEp U J1aTy BXOJSAUIEr0 JOKYMEHTA;
5) MecTo cocTaBlIEHUs WU U3JaHUs JOKYMEHTA,
6) agpecar;
7) rpu¢ yTBEpKIACHUS TOKYMEHTA (MPU HATUYHH);
8) 3aroJI0BOK K TEKCTY (TIPY HAIMYHH ),
9) TEKCT NOKYMEHTa;



10) ormetky 00 ucnonnutene (pamunus u TeraedoH ucnoigHutens) (B opraHax
HalMoHaNbHOUM Oe3omacHocTu PecnyOnuku Kazaxcran yka3plBaloTCsS MHULMAIBI U TenedoH
UCIIOJTHUTETSA);

11) anexkTpoHHY0 IUGPOBYIO NOAMHUCH.

PekBu3nTHas 4acTh 3JIEKTPOHHOTO JOKYMEHTa (POPMHUPYETCS MOCPEICTBOM COCTABICHUS
AJIEKTPOHHON PErucTpariMOHHONW KOHTpoibHOU Kaprouku (manee — DPKK), B kotopoi
UCITIOJIB3YIOTCS CIEYIOIINE PEKBU3UTHI:

1) HauMeHOBaHUE BHUJIA JOKYMEHTA;

2) perucTpallMOHHbIA HOMEDP TIOKYMEHTA;

3) MHJIEKC HOMEHKIIATYPHI JIETT;

4) HazBaHUE U BEpCHUs MPOrPAMMHOTO OOEcCreyeHus, MpU MOMOIIU KOTOPOTO CO3/aH
JOKYMEHT;

5) anexkTpoHHas nudpoBas MOANKCH;

6) xapakTep BOIpOCa;

7) KOJIMYECTBO JUCTOB OCHOBHOTO JOKYMEHTA U MPUIOKEHUMH;

8) HaMMEHOBaHHME T'OCYJapCTBEHHOro oprana-ajapecara (B Komurere HalmoHaibHOM
6e3onacHoctu Pecnybnuku KazaxcraH HamMeHOBaHHS TOApA3JCICHUN yKa3bIBAIOTCS B
COOTBETCTBHH C KOJIAMH, 33 UCKIIIOUEHUEM TEPPUTOPUATBHBIX OPraHOB);

9) HaMeHOBaHKE TOJHXKHOCTH ajipecara (Mpy HAJIMYUK);

10) dbammnus aapecata (Mpu HATUYUHN);

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

12) Homep TenedpoHa UCTIOTHUTEIS;

13) oTMeTKa 0 KOHTPOJIE;

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

15) ormMeTka O HAIWMYUU WIIM OTCYTCTBUU TOJJIMHHUKA OYMa)KHOTO JTOKYMEHTa,
OyMa>KHOUM KOIUU 3JIEKTPOHHOTO JIOKYMEHTA.

Hcnonb30BaHKue TONOJHUTEIbHBIX PEKBU3UTOB OINPEIEISIETCS B 3aBUCUMOCTH OT BHJIA
JOKYMEHTa B COOTBETCTBUHU € HacToAmMUMU [IpaBunamu.

Cuocka. I[Iynkr 43 ¢ u3MeHEeHHUsIMUA, BHECEHHBIMU NOocTaHOBIIeHUEM [IpaBurenscTtBa PK
ot 30.11.2020 Ne 809.

44. Ilpu oOMeHe 3JIEKTPOHHBIMU JAOKYMEHTAMH MEXJY OpraHu3alusIMu NepedyeHb
00s13aTeNbHBIX PEKBU3UTOB U MOPSAOK MCIOJb30BAHMS 3JIEKTPOHHOHN LK(poBOM moanucu
AIEKTPOHHOTO JOKYMEHTa YCTAaHABIMBAIOTCS NHUCbMEHHBIMU (OpPMaMH CHIEJIOK B
cootBeTcTBHH ¢ ['pakmanckum kojekcom Pecnybnuku Kazaxcran ot 27 nekabps 1994 rona,
coomogenneM Hopm 3akoHa PecnyOmuku Kazaxcran ot 7 sHBaps 2003 roma "OO6
AIIEKTPOHHOM JIOKYMEHTE U AJIEKTPOHHOH (P poBoil moamucu", Hacrosimumu [IpaBunamu.



45. DNeKTpOHHBIE TOKYMEHTHI HAa XPAHEHHUE MEPENAIOTCS COIIACHO rOCYyAapCTBEHHOMY
craggapty CT PK "VnopaBnenue poxkymentanueid. @dopmar ¢(aiijaoB 3IEKTPOHHBIX
JOKYMEHTOB JIJIsl ToArocpouHoro xpanenus. Yacte 1. McnonszoBanune PDF 1.4 (PDF/A-1)".

IMaparpad 3. IToaroroBka u 0popMICHEE IPAKA30B

46. [Ipukazamu opOpMIISIOTCS PEIICHUS] IPABOBOTO XapaKTepa, a TAKKE 1O OTIePATUBHBIM
, OpraHU3allMOHHBIM, KaJpPOBBIM U JPYTHMM BOIPOCaM JESITEIbHOCTH OPTaHU3AIUU [0
(dhopmaM coriacHo npuiiokeHusaM 6-7 k Hactosimum [IpaBunam.

PexBu3uTamu nprkasza siBISIOTCS:

1) uzobpaxenue ['ocynapctBennoro I'epba PecnyOnuku Kazaxctan wiau 3mOieMbl,
JIOTOTHUIIA, TOBAPHOTO 3HaKa (3HaKa OOCITY>KHMBaHHS) C y4eTOM TpeboBaHUI MyHKTOB 16, 17
Hacrosawmmx [Ipasui;

2) odurmaaprHOE HAMMEHOBaHUE OpTraHU3alllH;
3) HaMMEHOBaHUE BUJIA JOKYMEHTA;

4) naTa mpuKasa;

5) perucTpaluoOHHBIA HOMED MPUKA3a;

6) MeCcTO U3aHus MPUKa3a;

7) 3aroJIOBOK K TEKCTY;

8) TeKcT;

9) noanuce;

10) oTMeTKa 0 corjaacoBaHUM MPUKA3a;

11) oTTHCK MeYaTH opraHu3aluu.

[IpoekThl MpUKA30B TOTOBST U BHOCAT CTPYKTYpPHbIE MOJIpa3/ielieHHs] Ha OCHOBaHUU
MOPYUYECHHUN PYKOBOJUTENSI OpraHU3alyy, €ro 3aMeCTUTENS TU00 B MHUIIMATUBHOM TOPSIIKE.
[IpoexThl MpHUKa30B MO KaJPOBHIM BOMPOCAM TOTOBUT KaapoBas CIyk0a B COOTBETCTBHUH C
TPYAOBBIM 3aKOHOJIaTeNbCTBOM PecriyOnuku Kazaxcras.

[IpoexThl MpPUKA30B W MNPUIOKEHUS K HUM BUBHUPYIOTCS UCHOJHUTEIEM MU €ro
HETMOCPEACTBEHHBIMU U KYPUPYIOIIUMHU PYKOBOJUTEISMHU, a TaKXKe PYKOBOIUTEISIMU
CTPYKTYPHBIX MOAPA3JAECIEHUN, KOTOPHIM B MIPOEKTE MPHUKA3a MIPEAYyCMATPUBAIOTCS 3aJaHUS U
MOPYyYEHHUSI, KOMIETEHIIMIO KOTOPBIX 3aTParuBaloT BOMPOCHI, YKa3aHHBIE B MPOEKTE.

Bo3paxeHus 1o npoekTy mpukasa, BOSHUKAIOIIUE MPU COrIAaCOBAaHUM, MU3JIaraloTcs B
crpaBKe, KOTOpas npuiaraercsi K mnpoekty. Eciaum B mporecce coriacoBaHusi B MPOEKT
MpUKa3a BHOCATCS M3MEHEHHUS MPUHLMIIUAIBHOTO XapakTepa, TO OH JopadaThIBaeTcs U
MIPOXOJIUT MOBTOPHOE COTIIACOBAHUE.

[Ipukasbl rOCyJapCTBEHHBIX OPraHOB pa3padaThIBAIOTCS U MPUHUMAIOTCS Ha Ka3aXCKOM
SA3bIKEe, TPU HEOOXOIUMOCTH, WX pa3pabOTKa MOXKET BECTUCh Ha PYCCKOM SI3BIKE C



o0OecreueHreM, MO BO3MOXKHOCTH, NEpeBoJa Ha Jpyrue sA3bIkd. JIMCTBI NMPUKA30B U
IIPUJIOKEHUN K HUM HYMEPYIOTCSl CKBO3HOM HyMepalyend B BEpXHEN YaCTHU KaKI0r0 JIMCTA I10
cepeauHe.

[Ipuka3bl HyMepyIOTCS MOPSAKOBOM HyMepalueil B mpenesiax KaJleHIapHOIo roja.
[Ipuka3pl MO0 OCHOBHOW AESTEIBHOCTH, JJUYHOMY COCTaBY PETUCTPUPYIOTCA OTAEIBHO B
COOTBETCTBYIOIIUX >KypHanax (6a3zax maHHbiX). K mopsaxkoBoMy HoMepy MpuKasa o
JUYHOMY COCTaBy uepe3 aeduc qodasistorcs aurepsl "n/c" umm "k".

Konuu npuka3oB uiam ux pa3MHOKEHHbBIE SK3EMILISIPhI 3aBEPSIOTCS MEYAThIO C YKa3aHUEM
JaThl 3aBEPEHUS] U HANpPAaBISIOTCS ajpecaTaM B COOTBETCTBHM C yKa3aTeJIeM paCChUIKH,
KOTOPBIN COCTABIIAETCS U MOANUCHIBAETCS NCIIOTHUTEIEM.

TekcT mpuka3za COCTOUT W3 JBYX 4YacTeW: KOHCTaTupylomeil (mpeamOyibl) U
pacnopsIANTENBHOM.

B koncrarupytomei yactu (nmpeam0yiie) KpaTKo U3JIaraloTcs Ledu U 3afauu, HakTel U
COOBITHUSA, MOCTY>KMBIIME OCHOBAaHWEM IJis W3AaHUs Npukasza. Ecnu mpuka3 m3gaeTcs Ha
OCHOBAHHUHU JIPYroro JOKYMEHTAa, TO B KOHCTaTUPYIOUIEH YaCTH YKa3bIBAKOTCS HAUMEHOBAHUE
ATOr0 JOKYMEHTa B POAUTEIILHOM MaJIeXKe, €ro aBTop, /1aTa, HOMEp U 3arojoBok. [Ipu ccbuike
Ha HOPMAaTHUBHBIN IPaBOBOW AKT, 3apErMCTPUPOBAHHBIN B OpraHax IOCTULHH, JOTOJHUTEIBHO
YKa3bIBa€TCsl HOMEpP, MOJ KOTOPHIM OH 3aperHUCTPUPOBAH B PEECTPE T'OCYIAPCTBEHHOM
pEerucTpanuu HOPMaTUBHBIX TPABOBBIX aKTOB.

[Ipeambyna B mpoekTtax nmpuka3oB 3aBepiiaercs cioBom "[IPUKA3BIBAIO", koTtopoe
MUIIETCS MPOMHUCHBIMU OyKBaMH, MOXYXUPHBIM mipudToM. He momyckaercs ero nmepeHoc Ha
IPYTYIO CTPOKY.

PacnopsnurenbHas 4acTh COAEPKUT MEPEUUCICHHUE MPEINHUCHIBAEMBIX TEUCTBUN C
yKa3aHHEM MCIIOJHMUTENS KaKJIOro JEUCTBUS U CpOKOB ucnojHeHus. Ilpu Heobxoaumoctu
pacnopsAIuTeIbHas YacTh IETUTCS Ha MYHKTHI, MOAIYHKTBI U a03albl.

JleficTBUSL OTHOPOHOTO XapaKTepa MOTYT OBITh MEPEUYMCICHBI B OJJHOM MyHKTE. B
KaueCcTBE HCIIOJHUTENEH YKa3bIBAIOTCS CTPYKTYpHBIE MOJAPA3/CIICHUS WU KOHKPETHBIE
JNOJDKHOCTHBIE snia. CBeneHUs O MOJpa3eIeHHH WIH JOJDKHOCTHOM JIMLE, Ha KOTOPOE
BO3JIaraeTCsl KOHTPOJb 3a HMCHOJHEHHEM IMPHUKAa3a, YKa3bIBAIOTCA B IOCIEIHEM ITYHKTE
pacnopsANTENLHON YaCTH.

O3nakomieHrne pabOTHUKOB ¢ MPUKa3aMU MO KaJPOBBIM BOMPOCAM yIAOCTOBEPSETCS
NOANKUCHI0, (paMuiMell U MHUIMATaMu PaOOTHHUKOB, MPOCTAaBISEMbIMU HM)KE pEeKBU3UTA
OTMETKa O COTJIaCOBAHMU JOKYMEHTA" WK Ha 000OpOTHON CTOPOHE IpUKa3a.

B ciyuae, ecinu npukas JOMOJTHSAETCA TPUIIOKEHUEM, TO BHOCUTCA TEKCT O JIONOJIHEHUH
IpuKa3a npuiokeHueM. IIpyu ccblike Ha MPUIIOKEHUs YKa3bIBAIOTCS HOMEpa IMPHIIOKEHUH,
IPUCBAaMBAEMbIE B MOPSAAKE YINOMUHAHUS NMPUIOKEHUN B TEKCTE aKTa, 3a MCKIOUYCHUEM
CJIy4yaeB, KOTJla K MpUKa3zy UMeEeTcsl OAHO mpuiiokeHue. Cchlika Ha MPUIIOKEHHE JOJKHA
COOTBETCTBOBATh HA3BAHUIO CAMOT0 NPUJIOKEHHUSA. PekBU3UT "OTMETKa O HAJIUYUU
MPWIOKEHUS K JOKYMEHTY'" MOCIe TEKCTa MPUKa3a CaMOCTOSTENBHO HE O(POPMIISETCS.



Ecnu mpukas, coctosuiuili U3 ogHoro jJucTa, opopMisieTcss Ha OIaHKe OpraHu3aliy, B
pPEKBU3UTE "MOAMMCH" HE YKa3bIBAETCS IOJHOE HAWMMEHOBAaHWE JOJDKHOCTH JIMIA,
ITOAIMCHIBAIOIIETO JOKYMEHT.

B coBMecTHBIX pHKa3ax yKa3bIBAIOTCS MOJHOE HAMMEHOBAHUE JTOJKHOCTEH, (haMuius u
VHHLUAJIBI COBMECTHO MOANUCHIBAIOIINX JIUL.

CHocka. ITyHkT 46 ¢ u13MeHEHuEM, BHECEHHBIM NTocTaHOBJIeHHEM [IpaButenscTBa PK ot
30.11.2020 Ne 809.

ITaparpa¢ 4. ITopsanok HOATOTOBKH U 0QOPMICHHA IPOTOKOJIA

47. IIpOTOKON COCTAaBIAETCS HA OCHOBAHWM 3aIllUCEN, MPOU3BEIECHHBIX BO BpEMs
coBelllaHus (3acelaHus, cCOOpaHus), MPEICTABICHHBIX TE€3UCOB JIOKJIAaJ0B U BBICTYIUICHUH,
CIPaBOK, MPOEKTOB PEHICHUI U JPYTrUX MaTepuajoB no (GopMe COrNIaCHO MPUIOKEHUIO § K
HactoAmuM [IpaBunam.

[IpoToKO0IJ, COCTAaBIEHHBIM BHYTPU OpraHU3allMd W HE BBIXOSMLIMU 3a €€ MpeJeibl,
odopmIIsieTCsl He Ha OJIaHKe.

PexBu3nTamMu npoToOKoOJIa SABISIIOTCS:

1) opunmanbHOE HAMMEHOBAHUE OPTAHU3ALMU U (WJIM) CTPYKTYPHOTO MOAPA3AEIICHHUS;

2) HaMMEHOBaHUE BHJIa JOKYMEHTA;

3) nara;

4) perucTpallMOHHBIN HOMEp MPOTOKOJIA;

5) MecTo u3gaHus IPOTOKOIIA;

6) rpud yTBEepxKACHUA (B HEKOTOPBIX CIIyYasix);

7) 3aroJIoBOK MPOTOKOJIA;

8) TeKcCT;

9) nmoamnucek.

[TpoTokoabl 0GOPMIISIOTCS B OJTHOM MM KpaTKOU (hopme.

TEeKCT MOIHOro NPOTOKOJIAa COCTOUT U3 ABYX YacCTEW: BBOJHOW U OCHOBHOM.

B BBOJHON YacTu mocie 3arojioBKa MPOTOKOJA YKa3bIBAIOTCS: MHUIMAIBI UMEH U
dbamunuu npencenatens (MpencenaTenbCTBYIONIET0) U CeKpeTaps 3acedaHust (cobpanus),
CIIUCOK MPHUCYTCTBOBABIIUX (€CJIM KOJIMYECTBO MPUCYTCTBOBABIIUX MpeBbiiaeT 10 uenosek,
CHUCOK IPUCYTCTBOBABIINUX OPOPMIISETCS B IPHIOKEHUU K TPOTOKOIY).

B npotoxkone 3acenaHusi KOHCYJIbTATUBHO-COBEIIATEIBHOTO OpraHa MpUCYTCTBOBABILIHE
YIEHBl MEPEUUCIAIOTCS NEPCOHANBHO MO (aMmiusM B andaBuTHOM nopsake. [locie Hux
3amuChIBAlOTCS (aMUJIUK TPUTTIANICHHBIX C yKa3aHWEM HMX JOJDKHOCTH U HaMMEHOBAHUS
OpraHu3aluH.

BBo1Hast yacTh 3aKaHYMBAETCS IOBECTKOM JIHS (IIEPEYHEM pPacCMaTPUBAEMBIX BOIIPOCOB),
MEPEUYMCIICHHBIX B MOPSAKE UX 3HAUMMOCTU C YKa3aHUEM JOKJIAI4uKa (MHUIMAJI €r0 UMEHH,
bamunus, TOMKHOCTD) MO KaKJOMY IMYHKTY MOBECTKHM AHs. Kaxkaplii Bompoc medaraercs C



ab3aria, HyMepyeTcsi apaOCckoi mudpor U ero HamMeHOBaHUE HaunHaeTcs ¢ mpenjora "O", "
06". B ciiyyae oopmiieHHs MTOBECTKH JHS MPUIOKEHUEM K MPOTOKOJY, B MPOTOKOJIE Mepe/]
TEKCTOM IPpOoU3BOUTCA 3anuch "[loBecTka qHs npunaraercs'.

OcHOBHas 4aCTh MPOTOKOJIA COCTOUT U3 Pa3/ejIOB, COOTBETCTBYIOIIMX ITYHKTaM IMOBECTKU
nus. Kaxnaeiii pasgen cocrout u3 tpex uacteit: "CIIVIHAJIN", "BBICTYIIMJIN", "
ITOCTAHOBWJIN" ("PEILLIMJIN"), koTOphIe IMedaTtaroTcs OT JIEBOTO IOJs MPOMHCHBIMU
OyKBaMHU.

[IpunsiToe pelieHre nevyaTaeTcsi MOJHOCTHIO, TP HEOOXOIUMOCTH, IPUBOASITCS UTOTH
rOJIOCOBAHUSI.

Conepsxanne 0co00OTO MHEHUSI, BRICKA3aHHOTO BO BpeMsl OOCYKJICHHUs, 3aMICHIBACTCS B
TEKCTE MPOTOKOJIA MOCJIE COOTBETCTBYIOIIETO MTOCTAHOBJIEHUS (PEIICHNS).

B paspene "CJIYIIAJIN" npuBoasSTCS WHHIMAT MMEHH M (QaMUIHAS JOKIIATUHKa,
OCHOBHOE€ COJEpKaHHWE JOKJIAJ0B U BBICTYIUICHUM MOMEIIAETCS B TEKCTE MPOTOKOJA WIH
npuiiaraeTcsi K HEMY, B TOCJEIHEM cliydyae B TekcTe odopmisieTcss cHocka "TekcT
BBICTYIUICHUS MpUJiaraercs'.

B pazpene "CJIVIIIAJIN" uznaraerca TEKCT BBICTYIUIEHHS. B Hayane TekcTa ¢ HOBOM
CTPOKH B UMEHUTEIHHOM MaJIe’Ke YKa3bIBAIOTCS MHUIIMAT UMEHU U (DaMIIHS BHICTYAIOIIETO.
3anuch BBICTYIUICHUSI OTACISIOT OT (paMuiIuu TUpe. BhICTyIIeHHe U3j1araeTcs OT TPEThEro
JUIA €IMHCTBEHHOTO Ynciia. Eciy 3anuch BRICTYIUICHUS WIIM TEKCT JTOKJIaga opopMIISIIOTCS B
BUJIE TPWIOKEHHUS K MPOTOKOJNY, mocie ¢aMHINM yKa3biBaeTcs "3amuch BBICTYILICHUS
npwiaraercs”, "TekeT qoknana nmpuiaraercs'.

B pazgene "BBICTYIIMJIN" yka3biBatoTCSi HHUIMAIBI UMEH, (paMUJIUHU, COACPKaHHE
BBICTYIIJICHUM BBICTYIAIOIIMX B TOW IMOCJIENOBATEIBHOCTH, B KAKOM OHM MPO3BYYAIH HA
3aceJaHuMu.

Bomnpoch! k 10KJIaquuKy, BRICTYHAIOMIMM U UX OTBETHI MPOTOKOJUPYIOTCS IO MEPE UX
MOCTYIUICHHUS U 3alMCHIBAIOTCS B TOM K€ MOCIEI0BaTEILHOCTH, IpU 3TOM ciioBa "Bompoc", "
OtBeT" HE MUIIYTCS, a YKA3bIBAIOTCS WHUIMAT UMEHU M (paMmius JIMIa, OT KOTOPOIo
MOCTYIUJIN BOIIPOC WJIM OTBET.

B paznene "TIOCTAHOBWJIN" ("PELLIMJIN") oTpakatoT MPUHATOE pPEIICHUE IO
o0cyxkJaeMoMy Bompocy. B mocTaHOBISIIOIIEN YacTU HCIHOJb3YIOTCS TJIaroJibl
HEOoTpeeIeHHON (DOPMBI.

TekcT KpaTKoro MpoTOKOJIA COCTOUT U3 JBYX 4acCTEH: BBOAHOM U OCHOBHOM. Bo BBOIHOM
YacTH MOBECTKA JHS HE YKa3bIBACTCA.

OcHOBHas 4acTh KpaTKOrO MPOTOKOJIa BKJIIOYAET HAMMEHOBAHUS paccMaTpPHUBAEMbIX
BOIIPOCOB U MPUHSATHIE IO HUM PEIICHUS.

HaumenoBanue Bompoca HyMepyeTcss M HauumHaeTcs ¢ mpesgigora "O", "O6",
BBIPABHUBAETCS 110 LIEHTPY CTPOKU M NOAYEPKHUBACTCS OJHOM YEPTOW HWKE MOCIEAHEU
ctpoku. [lox yepToil yka3pIBalOTCA (PaMUIUU NOKHOCTHBIX JIMI[, BBICTYNUBIIHUX TPHU
00CYKJIEHUH TAaHHOTO BOMPOCa. 3aTEM YKa3bIBA€TCsl MPUHATOE MO0 BOMPOCY PEIICHUE.



B 3arosmoBok npoTokosia BXOIAT YKa3aHUE BHUAA KOJUIETHAJIBHOU JIESATEIBHOCTU U
Ha3BaHUE KOJUIETUAIBHOTO OpraHa B pPOJMTEIBHOM TMajexe (Hampumep: cobOpaHue
COTPYJHHKOB, 3aCE€JaHUE COBETA).

[IpoTokon nmoanuchiBaeTcs MpeaceaaTeseM u cekperapeM (IpeaceaaTesbCTBYIONINM ¢
JULOM, IPOBOJMBIIMM 3amuch). J[aToll mpoTokona sBiseTcs nara 3acenaHusd. Ecnum oHO
IPOJIOJIKAJIOCh HECKOJIBKO JHEW, TO Yepe3 THUPE YKa3bIBAIOTCS AAThl Hayaja M OKOHYAHMS
3aceaHusl.

[IpoTokosam IpUCBaNBaIOTCS NOPSAKOBBIE HOMEpPA B IIpeeax ACJIONPOU3BOICTBEHHOIO
rojga OTIEJIbHO MO KXKIOW TpymIe MPOTOKOJIOB — MPOTOKOJIBI COOpaHUM, 3acelaHuit
KOJUJIETUH, IPOTOKOJIbI TEXHUYECKHUX, HAYYHBIX U OKCIIEPTHBIX COBETOB U Apyrue. IIpoTokoss!
COBMECTHBIX 3aC€JaHHil MMEIOT COCTABHBIE HOMEpA, BKIKOYAKOIIUE MOPAIKOBBIE HOMEpA
IIPOTOKOJIOB OPTaHU3ALMHI, IPUHUMABIINX y4aCTHE B 3aCCHaHUN.

Konuu npoTOKOJ0OB WIIM MPUHATHIE PEUICHHUS B BHUAE BBINMCOK M3 MPOTOKOJIOB
pPacchUIalOTCS 3aMHTEPECOBAHHBIM OPraHU3alUsAM U TOJKHOCTHBIM JIMIIAM B COOTBETCTBUU C
yKa3aTeJIeM pacChUIKM. YKas3aTellb PACCBUIKH, KOTOPBIM YTBEPKAAETCS PYKOBOIUTEIEM
CTPYKTYPHOTO NOAPA3IAEIEHUS, COCTABIISIET U MOIINCHIBAET OTBETCTBEHHBIN HCIOJIHUTEID
IIOApa3AeJIeHNs], TOTOBUBILIEIO0 PacCCMOTPEHUE Bompoca. Konuu nmpoTokoiaoB U BBIIMCOK U3
HUX 3aBEPAIOTCS MEeYaThi0 OpraHu3aluu (IpU HAJTUUHH).

IMTaparpa¢ 5. ITopsaaok moaroTOBKH B 0OPMIICHHUS aKTa

48. CoxaepxaHueM akTa siBjisieTcsl uHGoOpMalus, MOATBEPIKIAIOIIAs yCTAaHOBICHHBIE
(bakTel WK coOBITHS (Clada-prueMKa padoT; mpueM-Tiepeiada MaTepruaIbHbIX IEHHOCTEH,
JOKYMEHTOB; 00cienoBaHuE OOBEKTOB Ha MpEeAMET MNPOTHUBOMOKApHON O0€30MacHOCTH,
yCIOBUI TpyjAa; UCHbITaHUS (BBOJA B AKCIUTyaTaluio) oOpas3loB, CUCTEM, TEXHOJOTHUH;
BBIZICJICHHE K YHUYTOXKEHUI0O MaTepUAIbHBIX I[EHHOCTEH, JOKYMEHTOB; HapylIeHUe
YCTAHOBJICHHBIX MpaBuil (TpeOOBaHUIl); pacclieioBaHUsl aBapuil, HECUACTHBIX CIIy4YaeB;
JUKBUAAIMS OpraHU3AIMK; BBIMIOJHEHHBIX Pa0oT; 0TKa3; OCMOTP; CBEpPKA; MPEIOCTaBICHUE
YCAYT U JIpyrue). AKT COCTaBIACTCS HECKOJbKUMHM JUIIAMH, MOJTBEPKIAIONUMH JAHHBINA
(akr.

AKT odopmisieTcs Ha OnaHKe MO (opMe COrJlaCHO MPUIIOKEHHUIO 9 K HACTOSAIIUM
[IpaBunaM. AKT, COCTaBIICHHbII BHYTPU OPTraHU3AallMd U HE BBIXOJIIUN 3a €€ MpeJebl,
odopmIsieTCsl HE Ha OJIaHKe.

PexBu3uTamu akta SBISIIOTCS:

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

2) opunmasbHOe HAMMEHOBAaHUE OPraHU3alUY;
3) HauMEeHOBaHUE BHJ1a JOKYMEHTA;



4) nara;

5) peructpalluoHHbI HOMEP (MHIEKC) aKTa;

6) MECTO TIOAIMCAHUS AKTa;

7) rpud yTBepKACHUS (B HEKOTOPBIX CIIydasix);

8) 3aroJIOBOK aKTa;

9) Tekcr;

10) moamnuce.

TekcT akTa COCTOUT M3 BBEICHUS M KOHCTATUPYIOIIEH YaCTH.

Bo BBeneHHMM yKa3bIBa€TCsl OCHOBAHUE JJISi COCTABIICHUS aKTa, MEPEUUCISIOTCS
COCTaBUTENIN U MIPUCYTCTBYIOIIKE ITPU 3TOM JIMIIA.

KoHcTaTupytomas 4acTe akTa COJEPKHUT CYTh YCTAHOBJIECHHBIX (PAKTOB, METOIBI,
KOTOpPBIMH BeJach MPOBEPKA, €€ Pe3yIbTaThl, a TAKXKE BBIBOJIbI, IPEIIOKEHHS, 3aKITIOUCHUS
komuccuu. [Ipr He0OX0IUMOCTH TEKCT KOHCTATUPYIOLIEH YacTH aKTa JIETUTCS Ha IYHKTHI.

B KOHIIE KOHCTATHPYIOIIEH YacTH YKa3bIBAIOTCS KOJMYECTBO 3K3EMIUISPOB aKTa W
MECTOHAXOXJEHUE KaXJOr0 SK3eMIUIsApa, mocie odopmiseTcs OTMETKa O HaJIUYUU
MPWIOKEHUH K aKTy (€ClId OHU UMEIOTCS).

B koHI1e koHCTaTHpYIOIIEH YacTh OPOPMIISIIOTCS OTMETKA O KOJUYECTBE IK3EMIUISIPOB
aKTa U MECTOHAXOXICHUHU KaXK0r0 SK3EMILIAPA, OC]IE — OTMETKA O HATMYUU PUIIOKEHHUH K
aKTy (€ecjau OHU UMEIOTCS).

AKT moAnuckIBaeTcs mpeaceqaTeNeM U YieHAaMH KOMHUCCHM JIMOO JuioM (- amu),
COCTaBUBIIUM (- 1) aKkT. DaMUIUN, UHUIUAIIBI JIHII, TOJIUCHIBAIOIINUX aKT, 0QOPMIIAIOTCS B
anQaBUTHOM MOPSAIKE 10 HaMUITUU, UX JOJIKHOCTH HE YKa3bIBAIOTCS.

O3HakoOMJIEHHE JUI[ C aKTOM IMPOM3BOAUTCS MOJA pocnuch. JIMno, HecormacHoe ¢
COJIEp’KaHMEM aKTa, MOJIMUCHIBAET €r0 C OTOBOPKOM M INPHUYMHAMHM CBOETO HECOIJIACHS.
Oco0oe MHeHue uiieHa KOMUCCUH 0(OPMIIAETCS Ha OTAEIbHOM JIMCTE U MPUIIAraeTcs K aKTy.

IMTaparpa¢ 6. ITopsaok moArOTOBKH B 0OPMIICHHUS CIIPABKH

49. ConepxaHueM CIpaBKu sBIsAETCS MHGOpMAIUs, B KOTOPOW ONMUCHIBAIOTCS (DAKTHI,
coObITUs uiu cBefeHus. CripaBkH, HalpaBisieMble 3a IPe/IeNbl OpraHU3alui, COCTABISIOTCS
Ha oOuieM Osianke. BHyTpeHHsisi cnpaBka odopmisieTcss Ha OenbIx JMcrax Oymaru 0e3
MIPUMEHEHUS OJIaHKa.

CnpaBka odopmisiercss o ¢opmam coriacHo npuioxkeHusMm 10-11 k HactosmuMm
IIpaBuitam.

PexBu3uTamu cripaBKu SBISIOTCS:

1) uzobpaxkenue ['ocynapctBennoro I'epba PecnyOnuku Kazaxctan wiam 3mMOieMBl,
JIOTOTHUIIA, TOBAPHOTO 3HAKa (3HaKa OOCITY>KHMBaHHS) C y4eTOM TpeboBaHMil myHKTOB 16, 17
Hacrosawmwux [Ipasui;

2) odurmaaprHOC HAMMEHOBaHUE OPraHU3allNH;



3) HaMMEeHOBaHME BHUJIa IOKYMEHTA;

4) nara;

5) perucTpaimoHHbIi HOMEP (MHIEKC) CIIPaBKH;

6) MECTO U3IaHUS;

7) ampecar;

8) 3aroJIOBOK K TEKCTY;

9) Tekcr;

10) moamnuce;

11) oTMeTKka o coryiacoBaHuu (B cirydae HEOOXOAUMOCTH);

12) orTCK neyatu (Mpy HAJTUYUK);

13) orMeTka 00 UCTIOJTHUTENE.

TexcThl cipaBoOK, BBIIABAEMBIX TPAXkKIaHAM O MOATBEPKICHUN MeCTa PabOThI, TOKHOCTH
, 3apabO0THOM TIaThl U IPYTUX CBEJICHUN, HAYMHAIOTCS C YKA3aHUS B UMEHUTEIILHOM I1aJIeXkKe
(dbamunuu, UMeHH, oTyecTBa (IPU HAJTUYUU) JIMIA, O KOTOPOM COOOIIaloTCsl cBeneHus. B
KOHIIE TEKCTa WJIM TIPABOM BEPXHEM YTy YKa3bIBA€TCsl OpraHu3alus, Kyjaa mpeacTaBisieTcs
CIIpaBKa.

B TtexcTte Takoil cmpaBKM HE HMCHOJIB3YIOTCS OOOpOTHI "HacTosimias crmpaBka', "
NEUCTBUTENHHO MPOKUBAET (YUuTCs, padoTaeT)".
B ciyuae, ecnu cnpaBka MOAMUCHIBAETCS MCIOJIHHUTENIEM, TO PEKBU3UT "OTMETKa 00

UCIIOJHUTENE" HE YKA3bIBACTCHI.

IMTaparpa¢ 7. Ilopsaok noaroToBKu U 0pOpMIIEHHS MACEMa

50. [MuceMo odopmisiercs Ha OJaHKE MUCbMA OpPraHU3alMU Mo (opMe COrjlacHO
NpUIIokKEHHIo 12 k HacTosmum [IpaBunaM U COIEPKUT CIEAYIOIINE PEKBU3UTHI:

1) uzobpaxenue I'ocynapctBennoro I'epba Pecnybnuku Kazaxcran wim sMOieMbl,
JIOrOTHUIIA, TOBAPHOI'O 3HAaKa (3HaKa OOCIY>KHMBaHUS) C YU4ETOM TpeOoBaHUI MyHKTOB 16, 17
Hactosamux [Ipasui;

2) opunmanbHOe HAMMEHOBAaHUE OPraHU3alUN;
3) nara;
4) ucxoasIuNA perucTpaiMoOHHbIA HOMED (MHIEKC) TUChMA;

5) ccbulKa Ha PErMCTPalMOHHBIA HOMEP M ATy BXOJSIIEr0 JOKyMEHTa (€Cid 3TO
OTBETHOE);

6) agpecar;

7) 3aroJIOBOK K TEKCTY;

8) TeKcT;

9) oTMeTKa O HAJIMYUU PUIIOKEHUS;

10) noanuce;

11) ormeTka o cornacoBaHuu (B Cirydae HEOOXOIUMOCTH);



12) orMeTka 00 UCTIOTHUTEE.

CnyxeOHble UChMa, MOAMUCHIBAEMbIE PYKOBOJUTEIISIMU JIBYX U 0oJiee OopraHu3aiiui,
opopmisitoTcss Ha Jucte Oymarum (opmara A4. Ilpu >ToM naHHBIE O HAaMMEHOBAHUU
OpraHu3aluii, MOANMUCABIINX MMHUCHMO, BKJIIYAIOTCI B HAWMEHOBAHUE JOJKHOCTH B
PEKBU3UTE "MOJIMUCH".

OTMeTKH O CorjacoBaHUM MUChMa MPOCTABIISAIOTCS HAa OTIYCKE MUChMA.

TekcT nucbMa UMEET OJIHY WM JABE CMBICIOBbIE yacTu. [IluceMo, cocrosiiee U3 ogHoiM
4acTH, — 9TO Mpocb0a 0e3 MosiICHEeHUs, HaloMUHaHue Oe3 mpeaMOyIbl, coollieHne 6e3
OCHOBAHHSI.

Ecnu TekCcT muchbMa COCTOUT M3 YaCTEN KOHCTATUPYIOLIEH U 3aKIIOUYUTEIBLHON, B IIEPBOU
YacTU WM3JIaraloTcsl MPUYMHA, OCHOBAHWE WJIM OOOCHOBAaHHME COCTaBJIEHUS MHCHbMA,
MPUBOJSITCSA CCBUIKM Ha JIOKYMEHTHI, SBJSIONIMECS OCHOBAHHEM IMOJTOTOBKH MUCHhMA, BO
BTOPOM — MOMEUIAIOTCS BHIBOIbI, TPETIOKEHHUS, POCHOBI, PEIICHUS.

OOpaTHble KOHCTPYKIHMHU TEKCTa (3aKIOUYEHHE — KOHCTATallus) BO3MOXXHBI B
MUChMax-0TKa3ax.

B nucpmax ncnonb3yrot cienyromue GopMbl U3IT0XKEHHUS:

1) or mepBOro nuIIa MHOKECTBEHHOrO 4HWcla (Hampumep: "mpocuM mpeaocTaBuTh'",
HarpasisieM Bam");

2) OT MepBOro JUIla €JUHCTBEHHOTO 4Yuciia (Hampumep: "mpolry BeicaaTe', "cuuTaro
HE0OX0ouMBbIM");

3) OT TpeThero Juia €IMHCTBEHHOT0 Yncia (HapuMep: "MUHUCTEPCTBO HE BO3paxkaeT").

I'nasa 3. Tlopamok ympaBiieHHA JOKYMEHTAIIMEH, OpraHU3aIa JOKyMEHT0000poTa B
TOCYAapCTBEHHBIX M HETOCYAapCTBEHHBIX OpraHU3aIuiX

ITaparpad 1. ITopsamok o6paboTKu BXOAAIMMX JOKYMEHTOB

51. JIoKyMeHTBI, IOCTYNAIOIINE B OpPraHU3alUI0, IPOXOAST NEPBUUHYI0 00paboTKY,
NpEIBAPUTEIBLHOE PACCMOTPEHUE, PETrUCTPALMIO0, PACCMOTPEHUE PYKOBOACTBOM H
JOCTABIISIFOTCS. UCIIOJIHUTEIISIM.

52. Tlpuem, nepBuuHas 0OpabOTKa JOKYMEHTOB U MpPEABAPUTEIBLHOE PACCMOTPEHUE
OCYIIECTBIISIOTCS IEHTPAIM30BaHHO ciTyk00i JIOVY.

53. TlepBuunasi oOpaboTKa BXOJAIIMX JOKYMEHTOB 3aKJIIOYAETCS B IMPOBEPKE
MPABIWJIBHOCTH JTOCTaBKU MO HA3HAYEHUIO, IIEJIOCTHOCTU YIAaKOBKU M BIIOXKEHUH, PUKCALUU
(daKkTa MOCTYIUIEHHS JOKYMEHTOB B OpTraHM3allMI0 U MOJArOTOBKE HMX K Iepenaye Io
HA3HAYEHUIO.

[Tpu oOHapy’keHUU HEKOMILJIEKTHOCTH WJIM HMOBPEXACHUS JOKYMEHTa Ha HM)KHEM T10JIe
ero nocnegHero aucra B PK® npocTaBisitoTcs COOTBETCTBYIOUIUE OTMETKH U COCTABIISIETCS
aKT MPOM3BOJBbHOW (opMbI B Tpex sk3emiuisipax. OIHUH 3K3EMIUIp HaIMpaBlsIeTCs



OTIPAaBUTEINI0, BTOpoil octaercs B ciayxoOe JIOY, TpeTuit mepemaercss HCIOTHUTEIIO
JTOKYMEHTA.

KonBepThl HE YHUUTOXKAIOTCS B CIy4dasiX, KOT/a TOJbKO MO HUM OMPEAEISIOTCS aIpec
OTIPABUTENS, 1aThl OTIPABKU U MOJIYYEHHS IOKYMEHTA, & TAKXKE MPU MOCTYIJICHUU JTUYHBIX
JNOKYMEHTOB.

KonBepTsl ¢ mometkoi "JInuHo" 6€3 BCKPBITHS MepearoTcs o HazHaueHn0. OmndoYHO
JOCTaBJIEHHAs KOPPECIIOHICHIIMS BO3BPAILAECTCS B IOYTOBOE OTIEIICHNUE.

54. IIpu npeaBapuTEIbHOM PACCMOTPEHUH IOKYMEHTOB IMTPOU3BOIUTCS COPTUPOBKA UX HA
pPETUCTPUPYEMBIE W HEPETUCTpUpyeMble. llepedeHb HEPETHMCTPUPYEMBIX JTOKYMEHTOB
pa3pabaTbIBaeTCsi Ha OCHOBE NPUMEPHOTO IMEpeyHs JOKYMEHTOB, HE MOJJIeXKalInX
peructparuu B ciayx6e JIOVY, cormacHo mpunoxenuto 13 k HactosimuMm [lpaBunam, u
YTBEPKIAAETCA PyKOBOAUTEIEM OPraHU3aLIAH.

Hepeructpupyemble JOKYMEHTHI MEPENAOTCS B COOTBETCTBYIOIIME CTPYKTYPHBIE
MTOAPA3IAEIECHUS OPTaHU3ALIAH.

55. Peructpupyembie NOKyMEHTHI nociie ux peructpaunu B PK® nepenarorcsa Ha
paccMOTpPEHUE PYKOBOJACTBY OpraHU3alUd WIH CTPYKTYpHOMY MOApa3aeneHuto (
JNOJKHOCTHOMY JIMILY ) JIJISl IPUHSATHS PEIICHHUS.

[Ipu Oe3oTnaraTelbHOM HCIOJHEHUU MOCTYMUBIIETO JTOKYMEHTa JOIYCKaeTcs
O3HAKOMJICHUE MCIIOJIHUTENS C €ro COAEpKaHUEeM JO0 pPacCMOTPEHUS JTOKyMEHTa
PYKOBOJICTBOM OpraHU3alMH (CTPYKTYPHOTO MOJIpa3ICICHUS).

56. OOpatenus HU3NUECKUX U IOPUINYECKUX JTUI] YUUTHIBAIOTCS LIEHTPATU30BAaHHO U
peructpupytorcs B PK® B geHp WX NMOCTYIUIEHUS B OPraHU3AIMIO OTIAEIBHO OT OOIIUX
JOKYMEHTOB B MOPAJIKE, YCTAHOBIEHHOM I'OCYIapCTBEHHBIM OPraHOM, OCYILIECTBIISIOMINM B
npejiesiax CBOEH KOMIETEHLUHH CTAaTUCTUYECKYIO JEATEeNbHOCTh B 00JIaCTU IMpPaBOBOM
CTAaTUCTUKH U CIICIIMAIBHBIX YUETOB.

57. llpu npeaBapuTEIbHOM PACCMOTPEHUN MOCTYIIUBIINE JOKYMEHTHI PACIIPEACIIIOTCS
Ha TpeOyrolre 00513aTeTbHOT0 PACCMOTPEHUS PYKOBOACTBOM OpraHU3allui U HE TpeOyroIne
Toro. JlokymMeHThI, He TpeOyromue o00s3aTeNIbHOr0 PACCMOTPEHUSI PYKOBOJCTBOM,
HaIpPaBJISIOTCA HENMOCPEACTBEHHO B CTPYKTYPHBIE IMOJAPA3AECICHUS] UM OTBETCTBEHHBIM
VICTIOJTHUTEIISM.

[Ipu HeoOxomuMOCTH 0€30TIaraTeIbHOTO HUCIOJHEHHS MOCTYIUBIIETO JOKYMEHTa
JOIYCKAeTCsl O3HAKOMIICHHE UCIIOJIHUTEIS C €70 COAEPKAHUEM IO PACCMOTPEHUS JOKYMEHTA
PYKOBOJCTBOM OPTaHU3ALMH (CTPYKTYPHOI'O MOAPA3ACICHUSA).

58. IIpenBapuTenbHOE PACCMOTPEHHUE JOKYMEHTOB OCYILIECTBIISIETCA UCXOAS U3 OLIEHKU
UX COAEpKaHUSsI, aBTOPCTBA, CI0KHOCTU U HOBU3HBI TOCTABJIEHHBIX BOIPOCOB HA OCHOBaHUU
YCTaHOBJIEHHOT'O B OpraHu3aliy pacrpeaesieHus 00s13aHHOCTEN.

59. O6s3aTeTbHOMY PaCCMOTPEHUIO PYKOBOACTBOM MOJIEKAT JOKYMEHTHI, TOCTYTHUBILINE
u3 Anmunuctpanuu Ilpesunenra Pecnybnuku Kaszaxcran, [lapmamenta PecnyOnuku
Kazaxcran, Kannemspun Ilpembep-Munuctpa PecnyOnuku KaszaxcrtaH, IEHTpalbHBIX U



MECTHBIX TOCYJJaPCTBEHHBIX OPTaHOB, BBIIIECTOSIICH OpraHu3aiuu, oopamieHus Gpu3ndecKux
Y FOPUIUYECKUX JIUII.

60. JIOKyMeHTBI, paCCMOTPEHHbIE PYKOBOJACTBOM OpraHu3aluu (CTPYKTYpPHOIO
nojpasjaeneHus), Bo3Bpamaitcs B ciayx0y OV, rae B PK® BHocsTca coaepxkaHus
PE30IIIOLHH, @ JOKYMEHTBI NEPEAAIOTCA HCIIOJTHUTEIAM O POCIUCH.

JIOKyMEHT, HCHOJIHEHHE KOTOPOTO BO3JIOKEHO Ha IMOJBEJOMCTBEHHBIE (- YIO)
opraHuzanuu (- 1) WIH HECKOJbKO CTPYKTYPHBIX MOJpa3JelieHul, MepenacTcss UM
OJHOBPEMEHHO B KOMHUAX C COOTBETCTBYIoIEH OTMETKOM B PK®. IlommuHaauk niepenaercs
WCTOJIHUTENI0, YKa3aHHOMY B PE30JIIOIUU MTEPBBIM.

[TocTtynuBuine TenerpaMMbl TPUHUMAIOTCS NOJ PACHUCKY C MPOCTABJIEHUEM JNAaThl U
BPEMEHH MPHUEMA, PETUCTPUPYIOTCS, a 3aTEM MEPEAAIOTCSA HA PACCMOTPEHUE PYKOBOACTBY U
WCTIOJIHEHUE.

Tekct mocrynuBIieil TenedoHOrpaMMbl 3alUChIBAETCs (TeYaTaeTcs) MmojiydaTeseM,
PETUCTPUPYETCS U OTIEPATUBHO NEPEAAETCA PYKOBOAUTENI0, KOTOPOMY OHA aJIpECOBAHA.

[Ipu mpueme TenedoHorpaMmbl OQOPMIISIIOTCS CIEAYIONME PEKBU3UTHI: TEKCT,
OTIPaBUTEIIb, HAMMEHOBAHNE BUJA JOKYMEHTA, aTa, HOMEpP, HAMMEHOBAHUE JOKHOCTH,
WHULMA UMEHU U GaMUIIUs JIWIA, TOAMKCABIIEro NOKYMEeHT. Kpome Toro, yka3bIBarOTCs
JOJDKHOCTU M (haMIJIMH JIUII, TIepeaBIIUX U MPUHSIBIIUX Tele(oHOrpaMMy, Yachl U MUHYTHI
MpruemMa-Iepe1adn.

61. Ilpu pemieHun BOMPOCOB 0O€3 COCTABICHUS JOMOJIHUTENIbHBIX JTOKYMEHTOB
UCTIOJHUTENb JeflaeT OTMeTKH Ha JokymeHTe W PK® o nmarax mocrymieHus (eciu
oOpa3oBajcs MHTEpPBaJ BPEMEHU MEXKAY MOCTYIUICHMEM JIOKYMEHTa U €ro JIO0CTaBKOU
HCTIOJIHUTENI0), JaTaX MPOMEXKYTOUYHOTO HCTIOJHEHUs (3ampoc CBEJAEHUM, TerepOoHHBbIe
MIEPErOBOPHI U APYTHUE), AaTE€ U pe3yJibTaTaX OKOHYATEIbHOTO UCIIOJIHEHUSI.

62. [Ipu mocTyIuieHUH IEKTPOHHOTO JOKyMeHTa cityx00it JIOY npoBoauTcs nporeaypa
MPOBEPKHU TMOTMHHOCTH DJIEKTPOHHOU 1TU(PPOBOI MOAMUCU C UCTIOIH30BAHUEM OTKPBITOTO
KJII0Ya 3JIEKTPOHHOW UHU(PPOBOM MNOANUCH U CPEICTB KPUNTOTpaPUUECKON 3aluThl
uH(OpMaIUH, peann3yIonuX npoecc GoOpMUPOBAHUS U TPOBEPKHU AIECKTPOHHOU MUPPOBOH
noAnucH (CpeacTna 3JIEKTPOHHON U(POBON MOANMUCH), a TaKKe MPOMISANIUX MPOUEAYPY
MOATBEPAKACHUS COOTBETCTBUS B MOPSJIKE, YCTAHOBICHHOM 3aKOHOJIaTeNIbCTBOM PecmyOnuku
Kazaxcran B 00;1aCTH TEXHUYECKOTO PETYIUPOBAHUS.

63. B cinyuae BbIABIEHUSI HECOOTBETCTBHS 3JEKTPOHHON LM(PPOBOM MOANUCH MOCIE
MPOBEACHUS TPOLIETYPhl MPOBEPKHU DIEKTPOHHON HUGPPOBOM MOAMUCU C HCIOIH30BAHHUEM
CPEACTB DJICKTPOHHOU HUGPOBOM MOANKUCH (fajee - OTPULIATEIbHBIN pe3yJbTaT MPOBEPKHU
MOJIMHHOCTH DJIEKTPOHHOU IU(POBON TOAMUCHU), SIEKTPOHHBIA JOKYMEHT CUHTACTCS
HEMOJYYEHHBIM, O YE€M [OJIy4yaTedb »JJEKTPOHHOTO JOKYMEHTAa HAalpaBseT
YBEJIOMJICHUE-KBUTAHIIUIO, SIBISIONIEECS AJIEKTPOHHBIM JIOKYMEHTOM C OTMETKON "He
OPUHSATO", MOAMUCAHHOE COTPYIHUKOM ciryx)0bl JIOY, ¢ ykazaHueM NpUUYMHBI HEMOIy4YeHUs
JOKYMEHTA.



[Tpu nomydyennn moaTBepkAeHUs (YCTAHOBJICHHMS ) MTOUIMHHOCTHU AJIEKTPOHHOM 1TU(POBOIA
MOJUCU C UCIIOJIb30BAaHUEM CPEACTB AIEKTPOHHOU ITU(POBON MOAMUCH TIOCIE MPOBEICHUS
MPOIEAYPHl TIPOBEPKH JJICKTPOHHOH IM(PPOBON MOANHUCH (J1aiee - IOJI0KUTEIbHBIN
pe3yJibTaT MPOBEPKH MMOJJIUHHOCTH, DJICKTPOHHOU IU(PPOBON MOAMMCH), DJICKTPOHHBIN
JOKYMEHT IOJUIEKUAT NEPBUYHON 00paboTKe.

64. IlepBuunast 06pab0TKa AMEKTPOHHOTO JOKYMEHTA BKIIOYAET MPOBEPKY:

1) nelCTBUTENLHOCTH PETUCTPALIMOHHBIX CBUJIETEILCTB JJIEKTPOHHOU HUDPOBOI
MOANUCHA M OTKPBITOTO KJIIOYa SJIEKTPOHHOW IU(POBON MOAMHCH, C HCIOJIH30BAHUEM
KOTOPOTO OBLIT yI0CTOBEPEH JIEKTPOHHBINA JOKYMEHT;

2) BceX PEKBU3UTOB AJIEKTPOHHOTO JOKYMEHTA;

3) MOTHOMOYMI CTaTyca BCEX JIUII, C UCTIOIb30BAHUEM DJICKTPOHHOU ITU(POBOM MOAHCH
KOTOPBIX YAOCTOBEPEH JICKTPOHHBINA TJOKYMEHT.

65. Peructparus 3JIEKTpOHHOTO JOKyMeHTa ciyxooit JIOY ocymiecTBiaseTcs npu
YCTAHOBJICHUU MPUHAJJICKHOCTH JIEKTPOHHOTO JOKYMEHTAa OTIPABUTENIO U IETOCTHOCTU
coJiepKaHusl IMyTeM MPOBECHUS MPOIETYPhl TPOBEPKHU SIECKTPOHHOU ITUGPOBOM MOANHUCH U
MOJIy4YEeHUS TOJO0XKHUTEIBHOTO pe3ysibTaTa MPOBEPKU DJIEKTPOHHOU HUPPOBON MOAMHUCU
JOJDKHOCTHOTO JIMIIA TOCYJIapCTBEHHOTO opraHa (OpraHu3aiiu), WCIOJIb30BaHHOW MpU
YIOCTOBEPEHUH AJIEKTPOHHBIX TOKYMEHTOB, U3/IaBA€MbIX UM B IIPE/IesIax €ro MoJHOMOYH.

66. Peructpupyemblie JoKyMeHThI ntocie ux peructpauun B PK® u 9PKK nepenarorcst Ha
paccMOTpeHHE PYKOBOJCTBY OpraHU3alMd WM CTPYKTYpHOMY MojapazfaeieHuto (
JOJKHOCTHOMY JIMILY ) JIJISl IPUHSATHS PEILICHHUS.

[Ipu HeoOxomumMocTH 0€30TIaraTeIbHOTO HUCIOJHEHHS MOCTYIUBILIETO JOKYMEHTa
JIOTYCKaeTCsl O3HAKOMJICHHE UCIIOJIHUTEISI C €r0 COAEPKAaHUEM JI0 PACCMOTPEHHUS JOKYMEHTA
PYKOBOJCTBOM OPTaHU3ALMH (CTPYKTYPHOTO MOAPA3EICHUSA).

67. Ilpu mocTyIjIeHUH BXOJSIIETO JOKYMEHTA, HAIIPaBJICHHOTO TOJIBKO Ha OyMa)KHOM
Hocutene, ydacTHUK COJl BOCIpOM3BOIUT B AJIEKTPOHHO-IIU(PpOBYI0 (hopmy (CKaHUPYET)
MOCTYNMUBIINN JOKYMEHT M BCE €Tr0 MPUIIOKECHUS B OJUH DJICKTPOHHBIN (hailyi 0JHOTO
dbopmara (AIEKTPOHHOTO JOKYMEHTA, YAOCTOBEPEHHOTO YJIEKTPOHHOU MU(PPOBOI TOAMHCHIO).

68. Ilonyuenue u perucTpanus dJIEKTPOHHOIO JOKyMEHTa noaTrBepxkaarTca B COJ
MyTeM IMepenadydl OTIPABUTENIIO YBEAOMJICHUS-KBUTAHIIUU - SJIEKTPOHHOTO JOKYMEHTA,
colepkamied AaHHble O (PAKTUYECKOW [OCTaBKE U CleAylolMe OTMETKH (nanee -
YBEJIOMJICHUE-KBUTAHITHUA):

1) nanHbIe 00 OTIPaBUTENE YBEIOMIICHHUSI-KBUTAHIINH,

2) naty, BpeMs MOJy4YEeHUS AIEKTPOHHOTO JOKYMEHTA,

3) maty perucTpauuy U perucTpalMoOHHbIA HOMEp, npucBoeHHbId B COJl mosyyarens
ANEKTPOHHOTO JOKYMEHTA;

4) »1eKTpOHHYI0 HU(PPOBYIO MOAMUCH cOTpyaHMKA ciykO0bl IOV rocynapcTBeHHOro
opraHa (opranuzaium) - moyxydaress (Iocjie perucTpanuu JEKTPOHHOTO JOKYMEHTA);



5) nanabie 00 OTBETCTBEHHOM HMCIOJIHUTENE TOCYAapCTBEHHOTO OpraHa (OpraHU3aIlvH )-
MoJIyvaTelis.

['ocynapcTBeHHBIN OopraH (OpraHnu3aius) - MoaydaTeiab 00eCIeYMBaeT aKTyalbHOCTh U
JIOCTOBEPHOCTh JJAHHBIX 00 OTBETCTBEHHOM HCIIOJIHUTEIE SJIEKTPOHHOTO JIOKYMEHTA.

69. DIEeKTPOHHBINM JOKYMEHT CUMTAETCA HE JOCTABJICHHBIM IMOJy4YaTesto, €CIu
OTHPABUTEND HE MOITYUYNIT YBEJOMIIEHUSA-KBUTAHIIMY O MMOJTYYEHUH JIEKTPOHHOTO JOKYMEHTA.

70. Ecnn yBeTOMIIEHHME-KBUTAHIIASL HE IOJYYEHO OTIPABUTEIEM B TEYEHHE OJHOIO
pabouero AHS TMOCJE OTMPABKU DJIEKTPOHHOTO JOKYMEHTa, TO OTIPABUTENb YBEIOMIISICT
nojydarenss 00 OTCYTCTBUM IMOJTBEPXKACHUS TMOJIYyUYEHUS IJIEKTPOHHOTO JIOKYMEHTa MpHU
MTOMOIIY UHBIX CPEJICTB CBSI3H.

[Ipu noctymieHnu OyMa>KHOTO JOKYMEHTa, KOTOPBIN yXKe 3aperucTpupoBaH B opmarte
ANIEKTPOHHOTO JOKYMEHTa M HaxoAWTCs B o0Opabotke, ciyx6oit JIOY Ha OGymaxkHOM
NOKYMEHTE NPOCTAaBISETCS OTMETKA O IOCTYIUIEHHHM INOKyMEHTa. B paHee co3maHHOU
AJEKTPOHHOW PErUCTPALlMOHHOM KapTOUKE AAHHOIO JOKYMEHTa MPOU3BOJUTCS OTMETKA O
HAJIMYMU OYMa)KHOTO JJOKYMEHTA.

71. JIOKyMEHTBI, paCCMOTPEHHBIE PYKOBOJACTBOM OpraHu3aluu (CTPYKTYpPHOIO
noApasencHus), Bo3ppamarorcs B cyk0y JIOVY, rae B PK® u DPKK BHOCsATCS conepikaHus
PE30IONUH, @ TOKYMEHThI IePEJat0TCS UCTIOTHUTEIISIM.

JIOKyMEHT, HUCHOJHEHHUE KOTOPOTO BO3JIOKEHO Ha IMOJABEIOMCTBEHHBIE (- YIO)
opranuzanuu (- 1) U (WIM) HECKOJBKO CTPYKTYPHBIX MOJpa3/esieHHui, rnepenaercs um
OJIHOBPEMEHHO B Komusix ¢ coorBeTcTByomie otMeTkod B PK® u OPKK. Ilomnnuuuk
NEPEAAETCS UCIIOTHUTENI0, YKA3aHHOMY B PE30JIFOIIUU MIEPBHIM.

[lepenaya »MEKTPOHHBIX JTOKYMEHTOB HCIOJHUTENSIM OCYIIECTBISETCS MOCPEICTBOM
COM.

[ToctynuBiive TeaerpaMMbl IPUHUMAIOTCS MOJT PACTIUCKY C MPOCTABICHUEM JIaThl U
BPEMEHU MpPHEMA, PETUCTPUPYIOTCS, & 3aTEM MEPEAAIOTCS Ha PACCMOTPEHUE PYKOBOJCTBY U
UCIIOJIHEHHUE.

Tekct moctynuBImieit TenedoHOTpAaMMBI 3aIUCHIBACTCS (II€YaTaeTCs) MOJIydaTeseM,
PETUCTPUPYETCS U OTIEPATUBHO NEPEAAETCH PYKOBOAUTENIO, KOTOPOMY OHA aJIpECOBAHA.

[Ipu npueme TenedpoHOrpamMmbl OQOPMIISIIOTCS CIEAYIONINE PEKBUZUTHI: TEKCT,
OTIPaBUTENIb, HANMEHOBAaHUE BHJA JIOKYMEHTA, JaTa, HOMEP, HAMMEHOBAHUE JOJIKHOCTH,
MHUIMAT MMEeHU W (damMunus Juia, NoAnucaBiiero AokymeHT. Kpome Toro, ykazath
JOJKHOCTH ¥ (haMUJTUU JIUI], TIEPEIaBIINX U MPUHSABIINX TEIEPOHOTPAMMY, YAChl 1 MUHYTHI
npueMa-repeiayum.

72. Tlpu pemieHUM BOMPOCOB 0O€3 COCTABICHUS OIMOJIHUTEIHHBIX JTOKYMEHTOB
UCIIOJIHUTEIb JiefaeT oTMeTku Ha AokymeHTe U PK® u OPKK: o nare mocrymienus (eciu
o0pa3oBajiCsi MHTEpPBaAJl BPEMEHHM MEXAY MOCTYIUICHUEM JOKYMEHTa M €ro J10CTaBKOM
UCIIOJTHUTENIO); J1aTaX MPOMEKYTOYHOTO HCIIOJHEHHUs (3ampoc cBeAeHUuM, TenedoHHbIe
MIEPEroBOPHI U APYTuUe); AaTe U pe3yibTaTaX OKOHYATEIHHOTO UCIIOJTHEHUS.



Bce otMeTkm Ha JOKYMCHTC Pa3MCIIAIOTCA Ha CBO6OI[HI>IX OT TCKCTa MCCTax.

ITaparpad 2. ITopsaaok 00paboOTKH HCXOAMKX JOKYMEHTOB

73. O6paboOTKy UCXOIAMINX JOKYMEHTOB OCYIICCTBIsACT ciyxoa JIOVY.

[Ipu mpueme HOKyMEHTOB IJisl oTnpaBku ciiyx6a JIOY mpoBepsieT NpaBUIBHOCTh UX
odopMIICHUS, HATUYUE W TIOJHOTY MPHUJIOKECHUHN, yKa3aHHBIX B OCHOBHOM JOKYMEHTE.
HenpaBunbHo oopmiieHHbIE JOKYMEHTBI BO3BPAILAIOTCS UCTIOTHUTEIISM.

74. IloanucanHbie JOKYMEHTHI PETUCTPUPYIOTCS U OTIPABIISIIOTCS aapecaTy (aapecaram)
B JIeHb WX TOANUCaHUsS (YTBEPXKICHUS) WIM HE TO3[HEE cleayrolero padboyero JHs,
TeJerpaMMBbl U Tesie(hakchl — HE3aMeITTUTENBHO.

B C3]] nomyckaercsi aBTOMaTUYECKOE MPUCBOEHUE PETUCTPALMOHHOIO HOMEpa U J1aThl
JOKYMEHTA MMPU NOAMUCAHUU SIEKTPOHHOTO JoKymeHTa JLII1.

75. OpuruHaibl HCTIOTHEHHBIX OYMa)KHBIX JOKYMEHTOB BMECTE C OTIIYCKOM JOKyMEHTa
NEepeNalTCd B T€ CTPYKTYpPHbIE IMOAPA3/EIICHUS WM NOABEIOMCTBEHHBIE OpraHU3alllH,
KOTOpBIC SIBIISUINCH OCHOBHBIMH HCIIOJHUTESIMH M TPOU3ZBOIAT (HOPMHUPOBAHUE
COOTBETCTBYIOIIMX JI€] COTJITACHO HOMEHKIIATYPE AEN.

76. llepen oTHpaBKOM AIEKTPOHHOTO JOKYMEHTA IMPOBEPSAETCS NMPABUIBHOCTH €T0
oopmieHus (Hamuyre 00s13aTeIbHBIX PEKBU3UTOB JIEKTPOHHOTO TOKYMEHTA), B TOM YHCIIE
MPOBOJAUTCS MpPOLEAypa MPOBEPKH BJIEKTPOHHOM IUM(POBOM MOAMUCH, TPOBEPKHU
MOJIOKUTENIBHOTO pe3yibTaTa JJIEKTPOHHOW IU(POBONM MOAMUCH W PETUCTPANMOHHBIX
CBU/ICTEJIbCTB.

OTBETCTBEHHOCTh 32 COOTBETCTBUE COJICPKAHUS HIEKTPOHHOTO TOKYMEHTA MOAJIMHHUKY
OyMa)KHOTO JOKYMEHTA HECET roCyAapCTBEHHBINA OpraH (OpraHu3alus) — OTIPABUTENb.

77. Ecnu TOKYMEHT, HallpaBJICHHBIA B PYTYIO0 OPraHU3aIuIo, JOJXKEH ObITh BO3BPAIIICH,
TO B IPaBOM BEpPXHEM YIJy NEpPBOro JUCTa JIOKyMEHTa Ha OyMa)XHOM HOCHUTEJE Ha
CBOOOJTHOM OT TEKCTa MOJIE MPOCTABJISIIOT IITAMII UJIM JIEJAI0T MOMETKY O BO3BpAaTe, TaKylo
xe nomeTky nenatotr B PK® u OPKK.

ITaparpa¢ 3. ITopsaaok mpoxoXkaeHHI BHYTPEHHUX JOKYMEHTOB

78. IlpoxoxkaeHrne BHyTPEHHUX JOKYMEHTOB Ha 3Tamax WX MOATOTOBKH U OPOpMIIECHUS
COOTBETCTBYET MPOXO0XKACHUIO UCXOISIIUX IOKYMEHTOB, Ha ATANe UCIOJIHEHUS — BXOASAIIUX
JOKYMEHTOB.

79. llepenaua BHYTPEHHUX JOKYMEHTOB MEXKAY CTPYKTYPHBIMH IOJAPa3ACICHHUSIMHU
OCYLIECTBIISIETCA JOJKHOCTHBIMU JIMIIAMH, OTBETCTBEHHBIMH 32 JOKYMEHTAI[MOHHOE
oOecrieueHre yNpaBieHUs B CTPYKTYPHBIX MOJpa3feiacHusx. JJoKyMeHTHI nepenaroTcs ¢
COOTBETCTBYIOIIEN OTMETKOU B PK®.

JIOKyMEHTBI, CO3JaHHBIE B IIPOLIECCE NEPEIIUCKU MEXKAY UCIIOJIHUTEIBHBIMU OPTaHAMU U
WX TOJBEJIOMCTBEHHBIMU OPTraHU3ALMAMH, a TAKXKE MEXAY HUCIOJHUTEIBHBIMA OpPraHaMHU,



(bUHAHCUPYEMBIMH W3 MECTHOTO OOJKeTa, HE BKIIOYAIOTCS B COCTaB BHYTPEHHUX
JOKYMEHTOB.

ITaparpad 4. ITopsanok perucrpauu JOKyMEHTOB

80. PerucTtpauuu mnojjexar JOKYMEHTBHI, TpeOylollhe ydeTa, UCIOJHEHUS U
MCITIOJIb30BAHUS B MH(POPMAITMOHHO-CITPABOYHBIX IIEIISX.

81. Peructpanusi JOKyMEHTOB OCYIIECTBIIAETCS LIEHTPAIU30BaHHO ciryx001 JIOVY.

82. JIprxkeHue IOKYMEHTOB B OPTaHU3aIMU ¢ MOMEHTA X CO3JJaHUSI UJIU MOJYy4YESHUS J10
3aBEpILCHUS UCTIOJHEHUS, OTIPaBIICHUs, POPMUPOBAHUS J€)Ia U ClIaYd B apXHUB OpraHU3AINH
o0pasyeTt I0OKyMEHTOO0OPOT.

83. O0beM JOKYMEHTO0OOpOTa OmpeAeaseTcs OOIIUM KOJMYSCTBOM BXOISAIINX,
UCXOJISIIINX U BHYTPEHHUX JIOKYMEHTOB 3a MECSII, KBapTaJ, ro/l.

3a eqUHUIlY y4eTa KOJUYECTBA JTOKYMEHTOB MPUHUMAETCS caM JOKYMEHT 0e3 yuera
KOTTHH.

84. B opranuzanusix ¢ 00beMoM JoKyMeHT000opoTa cBhiiie 2000 TOKyMEHTOB B T'0J
JIOTTyCKaeTcsl ACIEHTpaIM30BaHHas pErucTpalus J0KyMEHTOB, PU KOTOpoii B ciayxoe JOY
PETUCTPUPYIOTCA JOKYMEHTHI, OCTYMAIONIME HA PACCMOTPEHUE PYKOBOJICTBA OpraHU3aIUu,
pacnopsIuTeIbHbIE TOKYMEHTHI OpraHu3aluu, oopaiieHus PU3NIeCcKux U IOPUINIECKUX JIHI]
, TIepernucKa 3a MOAMUCHI0 PYKOBOJICTBA, B CTPYKTYPHBIX MOAPA3ACICHUIX PETUCTPUPYIOTCS
aJpeCOBaHHbIE JAHHBIM CTPYKTYPHBIM MOJAPA3AEICHUSIM TOKYMEHTHI.

JIOKyMEHTBI, TIepeaBaeMble WM MIPUHUMAEMBIC 110 KaHAJIaM CBSI3HU, PETUCTPUPYIOTCS B
ciyx6e JIOY unm cTpyKTypHBIX MOAPa3AeICHHSIX, OCYIIECTBISIONINX X MPUEM (TIepenady).

85. Peructpanus u npueM MoUIMHHUKOB OYMa)KHBIX JIOKYMEHTOB, OyMa)KHbIX KOTHUH
3JIEKTPOHHOI'O JIOKYMEHTA, MOCTYNAKIUX OT y4aCTHUKOB COJI, OCYyIIECTBISIIOTCS TOJIBKO
IPU HAJTMYUHU COOTBETCTBYIOIINX 3JEKTPOHHBIX IOKYMEHTOB.

86. JIoKyMEHTBI PETUCTPUPYIOTCS B OpraHU3allMU OJWH pa3: BXOASIIUE — B JCHb
MOCTYIIJICHUS, UCXOJIAIINE U BHYTPEHHUE — B JICHb MOANUCAHUS (YTBEPKIACHHUS).

JIOKyMEeHTBI, He3aBEPIIIEHHBIE JISTOTPOU3BOJCTBOM, WK TPEOYIOIINE ITUTEILHOTO CpOKa
WCIIOJTHEHUS], IEPEPETUCTPALlMU HE MOJIJIeXKaT.

[Tpu nepenaye fOKyMeHTA JjIsl UCTIOTHEHUS (03HAKOMJIEHHS ) U3 OJTHOTO TOIpa3/IeJICHHS B
OpPyroe HOBBIA PETUCTPALMOHHBIMN HOMEP HE IpucBamBaeTcs. Ha HWXKHENW CTOpOHE
NOCJIETHETO JIMUCTa JOKYMEHTa HJIM Ha ero oO0OpoTHOW cTopoHe, a Takxke B PK®
MpoCTaBisieTcs Aara (Mpyu HEOOXOIUMOCTH — BpeMsl) Mepeiayu.

87. Peructpanusi BXOISIINX WA UCXOISALIUX JOKYMEHTOB-OTBETOB OCYILIECTBISIETCS B
PK® nHULIMAaTUBHBIX TOKYMEHTOB.

Peructpanus ncxoasumx JOKyMEHTOB (MHUIMATUBHBIX U OTBETHBIX) OCYILIECTBISIETCS B
enuHoil PK® ucxoasmuyx JOKyMEHTOB.

88. B opranuzanuu npumeHsoTcs ciaeayronme PKO:



1) kapTouka peructpauuu BXOASIIUX JOKYMEHTOB, KAPTOUKA PETUCTPALIMU HUCXOIAIINX
JOKYMEHTOB M KapTOyKa PErHCTpalldd BHYTPEHHUX AOKYMEHTOB MO (OpME COTIJIACHO
npuioxenuto 14 k Hacrosmum [IpaBunam;

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

89. YcraHaBnuBaeTcs CIEAYIOUIMHA COCTAaB CBEACHHUM O JOKYMEHTE, MOJJIEKAIIEM
00s3aTEIbHON PETUCTPAIUU:

1) HaumMeHOBaHKe OpraHu3aIuu (aBTOpa WM KOPPECTIOHICHTA);

2) HaMMEHOBAaHME BUJIa JIOKYMEHTA;

3) nata ¥ perucTpaloOHHBIN HOMEp (MHJIEKC) MOCTYNHUBIIETO TOKYMEHTA;
4) 3aroJIOBOK K TEKCTY (KpaTKOE COJIEpKAHUE IOKYMEHTA);

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

6) CPOK HCIOJHEHUS JOKYMEHTA;

7) OANUCH UCTIOTHUTEIS O TIOYYeHUH TIOKYMEHTA;

8) oTMeTKa 00 UCIOTHEHUU TJOKYMEHTA U HallPaBJIEHUHU €r0 B JEJO.

CocTaB 00s3aTeNIbHBIX CBEJCHUN B 3aBUCUMOCTH OT XapaKTepa JOKyMEHTa M 3ajad
UCIIOIb30BAHUS MH(OpPMALIMK TPU HEOOXOAUMOCTH IOMOJHAETCS APYTUMU CBEACHUSMHU (
HaJIM4KE NMPUIIOKEHNUN, KOJMYECTBO JINCTOB, IEPEMEIICHHUE TOKYMEHTA BHYTPH OpraHU3alllH,
NEPEHOC CPOKOB MCTIOTHEHUS).

90. Nudpopmanuss 0 TOKYMEHTax, MOJYYEHHAs] MPHU UX PErHUCTpalUy, MOCTYyNaeT B
MH(QOPMAIIMOHHO-TIOUCKOBYIO CHUCTEMY, KOTOpasi BKIIOYaeT B ce0s KapTOTEKUu U
KJIacCU(DUKATMOHHBIE CITPABOYHUKH.

91. PK® cocTaBisIOT ClieAyrole KapTOTEKU:

1) mo xoppecnoHaeHTaM;

2) Mo BUJIaM JIOKYMEHTOB;

3) 1o aBTOpaM JOKYMEHTOB;

4) KOHTPOJILHBIE;

5) konupuUKaIMOHHBIE;

6) 1o oOpaieHusIM (U3NYECKUX U FOPUANUECKUX JIUIL;

7) apyrue B 3aBUCUMOCTH OT 3aJ1a4 MOMCKa HH(opMaIuu.

92. YyactHuku COJl ucnonb3yroT €IMHYI0 HOPMAaTUBHO-CIPAaBOYHYIO MH(OpMaALIHUIO.
PerynupoBanue M W3MEHEHHE HOPMATUBHO-CIPAaBOYHON HWHQOpMAIUMU, Kacaroliencs
OpraHU3alMOHHO-PACTIOPSUTENBHON JTOKYMEHTALMHU, OCYIIECTBISIET YIOJTHOMOYEHHBIN
OpraH.

93. Tlonsa 3amucu 0a3bl JaHHBIX aBTOMAaTU3WPOBAHHOW MH(OPMALMOHHO-TTOMCKOBOM
CUCTEMBI JIOJKHBI IIOJTHOCTBIO OTBEYATh apaMeTpaM MOCIEAYIOIMIEro ONepaTuBHOTO MOMCKA
JOKYMEHTOB M KOHTPOJIS 382 UCIIOJIHEHUEM JJOKYMEHTOB.



ITaparpad 5. ITopsanok HCTIONB30BaHMA SJICKTPOHHOM MU(PPOBOI MOAIHCH

94. Vuactauku COJl obecneymBarOT MOJJIMHHOCTh M LEIOCTHOCTh 3JIEKTPOHHBIX
JOKYMEHTOB ITYyTEM:

1) unterpupoBanust (conpsbkenus) B COJl cpenctB kpunrorpaduueckod 3aliuThl
uH(pOopMaIuK, peann3yonmx npomecc GopMUPOBAHUS U TPOBEPKHU IIEKTPOHHOU UPPOBOA
NOANKUCH (CpeACTBa JIEKTPOHHON LMU(PPOBOW MOMAMUCH), a TAKXKE MPOLIEAIINX MTPOLETypPY
MOJITBEPKICHUSI COOTBETCTBHSI B MOPSIIKE, YCTAHOBICHHOM 3aKOHOIaTENbCTBOM PecmyOinku
Kazaxcran B 00;1aCTH TEXHUYECKOTO PETYJIUPOBAHUS;

2) co0Or0IeHNsl pa3rpaHUYEHMSI IPaB IOCTYIA K 3JIEKTPOHHBIM TOKYMEHTaM.
95. Yuactaukam CO]I cnenyer:

1) XpaHuTh B TailHe Cy>k€OHYI0 MH(POPMAIIMIO, CTABIIYIO UM M3BECTHOM B Ipolecce
paboThI CO cpencTBaMu KpunTorpadudecKoi 3aiuThl HHPOpMaIuu;

2) XpaHUTh B TailHe coJiepKaHUE 3aKPBITHIX (CEKPETHBIX) KIHOYEH CPEICTB IIIEKTPOHHON
1 dpoBoi moamuCH (CpeCTB KpUNTOrpaduuecKon 3amuThl HHPOPMAIIUN);

3) oOecneyuBaTh COXPAHHOCTh HOCUTENEH KIIOYEBOW MH(OpManuu U APYrUx
JOKYMEHTOB O KJIF0Yax 3JIEKTPOHHOMN U(PPOBOIA MOANKCH, BBIIABAEMBIX C 3TUMHU HOCUTEISIMU
uHpopManuu;

4) OCyHIECTBIIATh CUHXPOHHU3ALMI0O BPEMEHU HAa MEPCOHAIBHBIX KOMIBIOTEpAX C
STAJIOHHBIM BPEMEHEM;

5) He ocCyuIecTBIATH JSKCIUIyaTaluio MporpamMm (B TOM 4YHUCIIE - BHUPYChI) Ha
NEepPCOHAIBHBIX KOMIBIOTEpAX, KOTOpble HapylWalT (YHKIHMOHUPOBAHUE CPEACTB
ANEKTPOHHOU LU(PPOBOW MOAMMUCH, B COOTBETCTBUU C TPEOOBAHUAMHM IO HCIOJIb30BAHUIO
CpeICTB KpUNTOorpaduaecKkoi 3ammThl HHGOPMAIIHH.

96. [1ns odopmiieHUs 3NEKTPOHHBIX TOKYMEHTOB B COJ rocynapcTBeHHBIX OpPraHOB
HCIIOJB3YIOTCS TOJBKO T€ 3aKPbIThIE (CEKPETHBIC) KIIFOUM AJIEKTPOHHON HU(PPOBOM MOAMUCH,
KOTOPBIM COOTBETCTBYIOT OTKPBITHIE KIIFOUM 3JIEKTPOHHOW HU(PPOBON MOJMKUCH, UMEIOLTUE
JNEUCTBYIOIINE PETUCTPALIMOHHBIE CBUAETENLCTBA, BblIaHHbIe Y] I'O.

97. Tlopsinok mpUMEHEHHs dJeKTpoHHON nudpoBoi moamucu B COJ] 3akimrouaercs B
CJIEIYIOLIEM:

1) popmupoBaHHe JICKTPOHHON TUGPPOBOM MOAINCH IS MOAMKCAHUS YJICKTPOHHOTO
JOKYMEHTAa OCYILECTBIIAECTCS C UCIOJIb30BAHUEM:

OJTHOM WM HECKOJBKHUX SJEKTPOHHBIX HU(GPOBBIX MOANUCEH JOKHOCTHBIX JIHI]
rOCyJJapCTBEHHBIX OPTaHOB IMPHU yJAOCTOBEPEHUU IIEKTPOHHBIX JOKYMEHTOB, M3]aBAEMbBIX
MMHU B MIpeeiax uX MOJHOMOYHIA;

OJHOW DIEKTPOHHOW NUMPOBONW MOANUCU COTPYAHMKA TOJpa3eICHUS
JTOKYMEHTALIMOHHOTO 00€CTIeUeHus;



2) ¢dopMupoBaHHE BJIEKTPOHHONH NU(POBON MOANHUCU IOJKHOCTHBIX JIMII
roCyJapCTBEHHOIO0 OPTraHa MpHU yA0CTOBEPEHUH SJIEKTPOHHBIX JOKYMEHTOB, U3/1aBAEMbIX UMHU
B [Ipe/eIIax UX MOJTHOMOYHI:

JOJKHOCTHOE JIMIO TOCYJApCTBEHHOTO OpraHa IMpU yAOCTOBEPEHUHU HIEKTPOHHBIX
JOKYMEHTOB, U3JaBa€MbIX UM B MpeJieiax ero MmoJIHOMOYUM, yIOCTOBEPSET (MOANUCHIBAET)
TEKCT JOKyMEHTa (BJIOKEHHBIM (-ble) (aiiabpl) 7O €ro perucTpanuud ¢ MNPUMEHEHHEM
ANEKTPOHHON IU(POBON MOAMMUCH, KOTOpass 00ecnedynBaeT MOIMHHOCTh M LEJIOCTHOCTD
TEKCTa JOKYMEHTA;

dbopMupoBaHUE DJIEKTPOHHOU UHUOPOBON MOANMHUCH JOJKHOCTHOrO JIMIlA
roCyJapCTBEHHOIO OpraHa Ipu yAOCTOBEPEHUU 3JIEKTPOHHBIX JOKYMEHTOB, U3/1aBAEMbBIX UM
B IIpejiesiaX uX MOJTHOMOYUM (TIEpBOM AJIEKTPOHHOU ITU(POBON MOAMKMCH) OCYIIECTBISAETCS C
MCIIOJIb30BAaHUEM CPEACTB KPUNTOTpadUuecKOr 3aliuThl WHGOPMAINH, pPeaTu3yIoInuX
npoiiecc (HOPMUPOBAHUS W TPOBEPKU DIJIEKTPOHHOUW UUPPOBON mnoamnucu (cpeiacrna
AIEKTPOHHON LU(PPOBOM TNOANUCH), KIOYEBOTO HOCUTENIS HHPOPMALHUHU CpPEICTB
Kpuntorpaguyeckol 3amuTbhl UHQOPMAIMU W PETUCTPALIMOHHOTO CBHACTEILCTBA,
nonydeHHbIx B YII[ I'O;

3) mpuMeHeHue JJIEKTPOHHOU MUGPOBON MOAMUCU COTpyaHUKA CIykObl JJOY mis
MEPECHUIKU 3IEKTPOHHOTO JOKYMEHTa MEX]Ty IOCY1apCTBEHHBIMHU OpraHaMu:

AIEKTPOHHON MUGPOBON MOANMUCHIO cOoTpyaHuKa ciyx0bl JJOY ymocroBepsiercs (
MOJMUCHIBAECTCS) SJEKTPOHHASI PErHCTPAllMOHHAA KapTOuka (YHUKAJIbHBIA UJIEHTU(DHUKATOD,
Ha3HaueHHbIM n3 COJl, nata TOKyMEHTa, aBTOpP JOKYMEHTA M 3JEKTPOHHBIA JOKYMEHT,
YIAOCTOBEPEHHBIH  AJIEKTPOHHOW UUPPOBOM MOAMUCHIO  JOJDKHOCTHOTO  JIHIlA
roCyJapCTBEHHOIO OpraHa).

dopMupoBaHUE SJIEKTPOHHON IU(POBON MOJAMUCH COTPYIHUKA TMOApa3/IeTCHUS
JOKYMEHTALlMOHHOTO OO€CHeYeHHs] OCYUIECTBIISIETCS C MCIOJIb30BAHUEM CpPEACTB
Kpuntorpapuyeckor 3amuThl WHOOpMAIUK, PeaTU3yIONIMX MPoIecchl (OPMHUPOBAHUS U
MIPOBEPKU DJIEKTPOHHON LUPPOBON noanucH (CpeacTa dAEKTPOHHOU HU(PPOBOIM MOANUCH),
KJIFOYEBOT'O HOCUTENISL U PETUCTPAIMOHHOTO CBUIETENBCTBA, NoTyueHHbIX B Y1 T'O.

IMTaparpad 6. O6ecneuenne napopmammorHOH 6e30macHOCTH COJ]

98. HWudopmanuonHas 0€30MaCHOCTH alMapaTHO-MPOTPAMMHOTO,
TEeJIEKOMMYHHUKAIIMOHHOTO obOecrnieueHus COJl periamMeHTUpYeTCsi COOTBETCTBYIOIIUMHU
HOPMaTUBHBIMM NpaBOBbIMH akTamu PecnyOnmku Kaszaxcran B oOsactu obOecrieueHus
MH(OPMAITMOHHON OE30MTaCHOCTH.

OynkunonupoBanne COJl, e1MHON TPaHCIOPTHOM Cpenbl TOCYIAPCTBEHHBIX OPTaHOB,
VYII I'O, nmepeuensr ygactHukoB COJI, ux 00s13aHHOCTH, OTBETCTBEHHOCTD OINPECISIOTCS H
OCYILECTBISIIOTCA C BBINIOJHEHHEM TpeOOBaHUN HWHPOPMAIMOHHOW O€30MacHOCTH B
COOTBETCTBUU C JIOrOBOpPaMU Ha BBINOJHEHUE COBMECTHBIX PAdOT MO 00ECIEeYEeHUIO



MH(OPMALIMOHHOM 0€30MacCHOCTH MEX]ly OpraHu3alueii-3aka3uuKoM, roCyJapCTBEHHBIMU
OopraHamu ¥ 3KCIUTYyaTUPYIOIMIMMH OPraHU3alUsIMU (OpraHUu3alUsIMU-UCTIOTHUTESIMU).

99. CpenctBa KpunTorpapuyeckoi 3alIUThl UHPOPMAIUHU, PEATH3YIONIHUE MPOIECC
(bopMHUPOBAHUS U MPOBEPKH AIEKTPOHHOU HUGPPOBOM MOAMUCH, UCHIOJIB3YIOTCS B CTPOTOM
COOTBETCTBHHM C UX IKCIUTYaTallHOHHOM TOKYMEHTalMEN U TPaBUIaMHU UCIIOJIb30BAHMSL.

100. JoxymMeHTBI, copiepKaIiie CBEACHHS, COCTABIISIONINE TOCYJapCTBEHHBIE CEKPETHI, HE
MoJJIexaT npueMmy, oopadboTke, XxpaHeHHIo U nepegaye yepez CO/I.

ITaparpad 7. ITopAsmok KOHTPOJIA HCIOMHEHUA JOKyMEHTOB

101. KoHTpOonb NCITONHEHUS JOKYMEHTOB BKIIFOYAET IOCTAHOBKY JTOKYMEHTA Ha KOHTPOJIb
, PEryjIupoBaHME XOJa HCIIOJHEHUSA, CHATHE MCIIOJHEHHOIO [JOKYMEHTa C KOHTpOJ,
HalpaBJIEeHUE HCIOJHEHHOTO JOKYMEHTa B JeNO, y4eT, o0O0OuleHHe U aHalu3 XojAa |
pe3yibTAaTOB MCIOJHEHUS JOKYMEHTOB, MH(MOPMUPOBAHUE PYKOBOJCTBA O COCTOSIHUU
UCIIOJIHEHUS IOKyMEHTOB. CBeieHHsI 00 UCMIOJIHEHUH IOKYMEHTOB, TOJIJIEKAIIUX KOHTPOJIIO,
U oOpatieHui GU3NYECKUX U IOPUINUECKHX JIUI] 3aMOJTHIIOTCS COTJIACHO MPUIIOKEHUsIM 16 u
17 x HactosinuMm IIpaBuiam.

KoHTpoap ncrnonHenus TOKyMEHTOB BKIIFOYAET CIEAYIOIINE dTAIIBI:

1) nocraHOBKa JOKYMEHTOB Ha KOHTPOJIb;

2) mpoBepKa CBOEBPEMEHHOCTH JTOBEACHUS JOKYMEHTOB JI0 UCTIOTHUTEIIEH;

3) npenBapuTeabHas MPOBEPKA U PETYJINPOBAHUE X0 UCTIOJTHEHUS;

4) cHATHE TOKyMEHTA C KOHTPOJIS;

5) HanpaBJIeHHE HUCIIOJIHEHHOrO IOKYMEHTA B JIEJO;

6) yueT, 0000111eHUE U aHAIU3 PE3YIbTATOB KOHTPOJIS UCIIOJHEHUS IOKYMEHTOB;

7) nH(OPMHUPOBAHHUE PYKOBOJICTBA O XOJE U pe3yIbTaTaX UCIIOIHEHUS JOKYMEHTOB.

102. KoHTpoato Mmojuiexar BCE 3aperucTpUpOBAHHBIE JOKYMEHTHI, TpeOyromue
WCIIOJHEHUSA, B TOM YHCJI€ MPOLUIBIX JIET, KOTOPbIE B CUJIy Pa3JIWYHbIX TPUYMH HE ObLIU
HUCIOJHEHBl M WX HCIIOJHEHME INEPEHECEHO Ha TeKylud roi. B 3Tux ciaydasx
IepeperucTpamnus JOOKyMEHTOB He mnpoBoauTcs, a B PK® yka3plBalOTCS BHOBB
YCTaHOBJICHHBIE CPOKHU.

102-1. KoHTposb 3a CBOEBPEMEHHOCTBIO U KAUECTBOM PEAIM3aluU IIYHKTOB NOPYUYEHUN
Ilpesunenta PecnyOnuku Kazaxcran, PykoBoactBa Anmunuctpanuu Ilpesunenta
PecnyOnuku Ka3zaxcTtaH mno uToraM peruoHajbHBIX MOE3J0K, MEXIYyHapOJHbIX U
OOILIECTBEHHO 3HAYUMBIX MeponpuaTtuid, 1aHHbIxX [IpaButensctBy PecnyOnuku Kazaxcran,
opranuzanusm, ocymectpiset [IpaBurensctBo Pecniybnuku Kazaxcran.

CHaocka. [1aparpad 7 nonosnen myHkroM 102-1 B COOTBETCTBUM C MOCTAHOBJICHUEM
[TpaButenscta PK o1 30.11.2020 Ne 809.



103. Axtel u nopydenust I[lpesunenta Pecny6nuku Kaszaxcran, PykoBoactsa
Anmunuctpauuu [Ipesuaenta Pecnybnuku Kazaxcran ¢ y4eToM yCTaHOBJIEHHBIX CPOKOB
VICITOJIHEHHSI CTABSITCS HA CIIEYIOLIUE BUbI KOHTPOJIA:

1) cpouHbIil — ¢ mOMETKaMHu: "BecbMa CpOYHO" — B T€UEHUE TpeX pabouux JHeH, "cpouHo”
, "'yCKOpUTB'" — J10 AecsATH padouux JHEH;

2) KpaTKOCPOUHBIN — OT JIecATH paboyuX JTHEN JO OJHOTO MECsIIa;

3) cpeaHecpOUHbIA — OT OJTHOTO JI0 IIECTH MECSIICB,;

4) NOATOCPOYHBIN — CBBIIIE IIECTU MECSIIEB.

Cpoxu MCTIOTHEHUS MOPYYEHUM, YCTAHOBJIEHHBIE B aKTaxX W nopyueHusx Ilpesunenra
PecnyOomukn Kazaxcran, Anmunuctpanuu Ilpesumenta PecmyOnukm Kazaxcran,
MCYHCIISIIOTCS. B paO0YMX JHSAX CO JHS UX MOCTYIJICHUS B OPTaHU3AIUIO.

B ciyyasx, eciivi B NOpYyYEHHSIX HE YKa3aHbl CPOKH, TO OHU MCIOJHSIOTCS B MECSUHBIN
cpok ¢ BHecenueM uHpopMmanuu B anpec Ilpesupenta PecnyOnuku Kazaxcran,
Anmvunuctpanuu Ipesunenta Pecniyonuku Kazaxcran.

103-1. CyObexTaMu, OCYIIECTBISIOMIMMHA KOHTPOJIb 33 UCIIOJIHEHUEM aKTOB U TIOPYUCHHM
[Ipesunenta PecnyOmuku Kazaxcran, PykoBoactBa Anmunuctpauuu Ilpesunenta
PecnyOnuku KazaxcTan B opraHu3zanusix, sBJIsSIOTCA CeIyIOINe JOKHOCTHBIE JINIIA:

1) nepBbIii pyKOBOAUTEINb OPraHU3ALUN, KOTOPBIA OCYIIECTBIISIET 00IIee PYKOBOJICTBO U
KOHTPOJb 32 CBOEBPEMEHHBIM M KAYeCTBEHHBIM HCIIOJHEHHEM U COOII0OJIEHHEM
UCIIOJIHUTENIbCKOW TUCIMIUIMHBI akTOB U nopyuenuid [Ipesuaenta Pecnybnuku Kaszaxcran,
PykoBoacTBa Aamunuctpamnuu [Ipesunenta Pecyonmku Kazaxcran;

2) 3aMeCcTUTENN MEPBOr0 PYKOBOJUTEINSI OpraHU3allih, KOTOpble 00ECIEeYUBAIOT
KaueCTBEHHOE MCIOJIHEHUE akTOB M mnopyueHuil IIpesunenra PecnyOnuku Kazaxcras,
PykoBoactBa Anmunuctparnuu Ilpesunenta PecnyOmuku Kazaxcran mo KypupyembIiM
HaIpaBJIeHUSM paOOTHI.

VYKa3aHHbIE [OJDKHOCTHBIE JIMI@ HECYT NEPCOHAIBHYIO OTBETCTBEHHOCTH 3a
CBOEBPEMEHHOE M KaueCTBEHHOE MCIOJIHEHHUE aKTOB U nopydenuii [Ipesuaenta Pecryonmku
Kazaxcran, PykoBoacta Anqmunuctparnuu [Ipesuaenra Pecy6nmku Kazaxcras.

CHocka. I1aparpad 7 nonosned myHKToM 103-1 B COOTBETCTBHUH C MOCTAHOBJICHUEM
[TpaBurensctBa PK o1 30.11.2020 Ne 809.

103-2. Opranu3anun-couCIoIHUTEIN akToB U nopydeHuit [Ipesuaenrta PecnyOnuku
Kazaxcran, PykoBonacta Anmunuctpanuu [Ipesunenta Pecriyonuku Kasaxcran BHOCAT cBoU
IIPEIIOKEHNS] OpraHU3alliH, OCYIIECTBISIOIEH CBOJI, TPX UCIIOJIHEHUH AKTOB U NOPYYECHMUIA,
MOCTABJICHHBIX HA:

1) cpouHBIli KOHTPOJIb, C TOMETKAMH "BeChbMa CpOYHO" B TCUCHHE OJHOTO PabOdYero JHS
CO JHS TIOCTYIUICHHS MOpy4eHus, "cpouHo", "yCKOpUTh" — HE MO3/AHEE, YeM 3a TpU pabounx
IHS1, €CJIA NHOE HE YCTAHOBJIEHO COOTBETCTBYIOIIMM IOPYUYEHUEM;



2) KpaTKOCPOYHBIM KOHTPOJb — HE MO3JIHEe, YeM 3a MATh pabouux IHEH 10
YCTaHOBJIEHHOTO CpOKa WCIIOJIHEHMS, €CIM WHOE HE YCTaHOBJIEHO COOTBETCTBYIOLIMM
IIOPYYEHHEM;

3) cpenHecpOUYHBbI KOHTPOJIb — HEMO3JHEe, YeM 3a JeciaTh pabodyux aHed 10
YCTaHOBJICHHOTO CpOKa WCIIOJIHEHMS, €CIM HWHOE HE YCTAaHOBJIEHO COOTBETCTBYIOIIMM
NOPYYEHHUEM;

4) HOJNTrOCpPOYHBIM KOHTPOJb — HE MO3JHEE, YeM 3a JBaJUaTh padouyux AHEH 10
YCTAHOBJICHHOTO CpOKa WCIHOJIHEHUS, €CIM MHOE HE YCTAHOBJIEHO COOTBETCTBYIOLIUM
MTOPYYEHHUEM.

Cnocka. Ilaparpad 7 nononHeH nmyHkToM 103-2 B COOTBETCTBUM C TOCTAHOBJICHUEM
[TpaButenscTBa PK o1 30.11.2020 Ne 809.

103-3. B ciyuae, eciii MyHKTHI akTOB U iopy4dennii [Ipesunenta Pecmyonmmku Kazaxcran,
PykoBoactBa Anmunuctpauuu Ilpesumaenta Pecnybnuku Kazaxctan He MOTryT OBITH
BBITIOJIHEHBI B YCTAHOBJIEHHBIM CPOK, TO PYKOBOJMTENb OPraHU3aLMM, a B CIy4asx, €CIU
3aTparuBaroTcss noaHomouusi [IpaBuTenbcTBa, — IOCJIE  COIJACOBAaHUS C
[Ipembep-Munuctpom PecnyOnuku Kazaxcran (JIuiioM, UCIOJHSIOMIMM €T0 00S3aHHOCTH)
WA €ro 3aMECTUTENIEM HE II03JHE€ YCTAaHOBJIECHHOIO CpOKa BHOCUT IIMCbMO B
Anmunuctpauuto Ipesunenta PecnyOnuku Kazaxcran ¢ yka3aHMEM TEKYILETO COCTOSHHUS
UCIIOJIHEHUSI, apryMEHTUPOBAHHBIM OOOCHOBAaHHEM HEOOXOJUMOCTH NPOIJIEHHUS CpOKa
UCIIOJIHEHUS MO0 €ro MnepeBojia Ha CPEJHECPOUHBIH WM JAOJITOCPOYHBIM KOHTPOJb. [Ipu
OTOM YKa3bIBAIOTCSA KOHKPETHBIM CPOK MCIIOJHEHHUS, OTBETCTBEHHBIC IOJIUTUYECKHE
rocyJ1apCTBEHHbBIE Clly>Kalue OpraHu3aluu-UCIOJTHUTENS, a TaKkKe
OpraHU3aLUK-CONCIIOIHUTENEN U JOJDKHOCTHBIE JIMIA OPTaHU3alUu.

[To nopyuenusM, yka3zanHbIM B myHKTe 102-1 Hacrosmux ITpaBui, kKoTOpble HE MOTYT
OBITh BBITIOJIHEHBI B YCTAHOBJIEHHBIN CPOK, PYKOBOJMTENb OPraHU3allUU-UCIIOTHUTENS HE
II03/IHEE YCTAaHOBJIEHHOTO CPOKa BHOCHUT IHUCHBMO B ajpec pykoBojactBa lIpaBurenbcrBa
Pecny6nuku Kazaxcran nnu PykoBogutento Kannenspuu [Ipembep-Munuctpa PecyOnuku
Ka3zaxcTtan ¢ yka3zaHueM TEKYIIEro COCTOSHMSA HWCIOJHEHMUS, apryMEHTHUPOBAHHBIM
000CHOBaHMEM HEOOXOAMMOCTH MPOJJICHUS CPOKa HMCHOJHEHUs JHOO ero mepeBoja Ha
CPEIHECPOYHBIM WM JOJrOCPOUYHBIM KOHTpOJib. IIpaButenscTtBo PecnyOnuku Kazaxcran
yBenomusier Aamunuctpanuio [Ipesuaenra Pecriybnuku Kazaxcran o mpuHITOM MO MUCHMY
PELICHUH HE MO3/IHEE JECATH pabounX AHEM.

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

103-4. IIpoanenue CpoOKOB MCIIOJHEHHUSI MMyYHKTOB akTOB W mopydeHuid [lpesunenta
Pecny6iiuku Kazaxcran, PykoBoactBa Anmunuctpanuu [pesunenta Pecriyonuku Kasaxcran
anb0 MX TMEepeBOJ] Ha CPEAHECPOUHBIA WM JTOJTOCPOUYHBIA KOHTPOJb, 32 MCKIIOYCHHUEM
Nopy4eHHi, ykazaHHbIX B myHkTe 102-1 Hacrosmux [IpaBun, nomyckarorcst He 0oJjiee 0JHOTO
paza no pemenuto [Ipesunenra Pecriyonuku Kazaxcran uiu PykoBoauTenss AIMUHUCTpALINT



[Ipesunenta Pecy6omuku Kazaxctan Ha OCHOBaHHH 3KCIIEPTHOTO 3aKIIOUEHHS CTPYKTYPHOTO
noapazaenenuss Aqmunuctpanuu [pesuaenra Pecnyonuku Kazaxcras.

[Iponyienne CpoOKOB UCIIOTHEHUS] OPYUYEHHM, YKa3aHHbIX B myHKTe 102-1 HacTosmmx
[IpaBun, 1ub0 UX MEPEeBO HA CPETHECPOUHBIN WUIIU JTOJITOCPOYHBIM KOHTPOJb JOMYCKaIOTCS
He Oonee oaHOro pasza mno pemenuto [Ipembep-Munucrpa Pecnyonuku Kazaxctan unu ero
3aMECTUTETIS.

Caocka. [Taparpad 7 nonosnnen nmyHkroM 103-4 B COOTBETCTBHM C MOCTAHOBJICHUEM
[TpaButenscta PK o1 30.11.2020 Ne 809.

103-5. IToBTOpHOE MPOIJIEHUE CPOKA HMCIOJHEHUS IYHKTOB AaKTOB U MOPYYECHUU
[Ipesunenta PecnyOomuku Kazaxcran, PykoBoactBa AnvmunHuctpanuu IIpesunenta
Pecnybnuku KazaxcrtaH, 3a UCKIIOYEHHEM NOPYUYEHHH, yKa3aHHbIX B nyHKTe 102-1
Hactosmux [IpaBui, nomyckaercs B MCKIFOYUATENBHBIX Cly4asx no pemeHuto [Ipesunaenra
PecniyOnuku Kazaxcran unu PykoBomurtens Anmunuctpainuu Ilpesunenta PecnyOnuku
KazaxcraHn ¢ paccMOTpeHreM BOIPOCca O JUCHUIIMHAPHON OTBETCTBEHHOCTH OTBETCTBEHHBIX
JOJKHOCTHBIX JIUL] OPTaHU3aIUi.

IToBTOpHOE MPOJJIEHHE CPOKOB HCIOJHEHUS MOPYYEHHUM, YKa3aHHbIX B IyHKTe 102-1
Hacrosamwux IlpaBun, pomyckaeTcss B MCKIIOUHUTENBHBIX CIIy4asiXx MO0 PELICHUIO
[Ipembep-Munuctpa PecnyOnuku Kazaxcran uiam ero 3amMecTUTeNss C PacCMOTPEHUEM
BOIIPOCAa O JMCUUIUIMHAPHOM OTBETCTBEHHOCTH OTBETCTBEHHBIX JOJDKHOCTHBIX JIWIL
OpTraHU3ALUN.

Caocka. Ilaparpad 7 nononHeH myHKToM 103-5 B COOTBETCTBUM C TOCTAHOBJICHUEM
[TpaButenscta PK o1 30.11.2020 Ne 809.

103-6. IIpemyioxkenne O MOBTOPHOM IPOJJIEHHM AaKTOB W mopydeHuu [Ipesmnmenra
Pecny6niuku Kazaxcran, PykoBoactBa Anmunuctpanuu [pesunenta Pecriyonuku Kazaxcran
CO CPOKOM HCIIOJIHEHHS CBBILIE TPEX MeCSIUEeB BHOCUTCA B AnMunHucTpauuto [Ipesnnenta
Pecny6nuku Kaszaxcran opraHu3aiiuei-ucroIHUTENIEM, a B CIIydasX, €CIM 3aTparuBarOTCs
noinHoMmouus IlpaButenbctBa PecnyOnuku Kazaxcran, — 1mociie COTJIacOBaHHUS C
[Ipembep-Munuctpom PecriyOnmku Kazaxcran (JUIIoM, WCTIOMHSIONAM €TO OOS3aHHOCTH)
WIM €ro 3aMEeCTUTENIeM He MO3AHee MATHAAIATH padodyux JHEH 10 MUCTECYEHHUsS CpOoKa €ro
VICTIOJTHEHUS.

OTBETCTBEHHOE CTPYKTYpHOE TojipasnieneHue Aagmunuctpanuu [Ipesugenta Pecriyonuku
KazaxcTtan He mo3aHee AeciaTd pabouMx JHEHM € MOMEHTa MOCTYIUIEHUS JaHHOTO
MPEUTIOKEHHS IPOBOAUT IIPOBEPKY IO BOINPOCY BBIICHEHHUS IPUYUH HEUCIIOJIHEHUS aKTOB U
nopyuenuit Ilpesunenta PecnyOonuku Kazaxcran, PykoBojacTBa AJMUHHCTpaIuu
[Ipesunenta Pecrrybnuku Kazaxcran u 1o ee pe3yibTaraM rOTOBHUT SKCIIEPTHOE 3aKITIOUCHHE.

[TonokeHns HACTOSLIEr0 MyHKTa HE PACIpPOCTPAHAKOTCS HAa MOPYUYEHUS, YKa3aHHBIE B
nyHkre 102-1 macrosmmx [IpaBuin.

CHaocka. Ilaparpad 7 nonosrer myHKToM 103-6 B COOTBETCTBHUH C MOCTAHOBJICHUEM
[TpaBurensctBa PK o1 30.11.2020 Ne 809.



103-7. IIpeasioxkeHre 0 MTOBTOPHOM IPOJIEHUH TOPYUYEHUM, YKa3aHHbIX B MyHKTe 102-1
HacTossux lIpaBui, cO CPOKOM HMCIIOJHEHUs CBBIIIE TPEX MECSLEB BHOCHUTCS B aJpec
pykoBojacTtBa [IpaBurenbcrBa PecryOnmkn Kazaxcran wim PykoBomurtento Kanuenspuun
[Ipembep-Munuctpa PecnyOnuku Kazaxcran opraHuzanueil-uCoIHUTENIEM HE IO3/Hee
MSATHAALATH pabounX THEH 10 HCTEUSHHs CPOKa MCTIONHEHUS.

OTBeTcTBEHHOE CTpPYyKTypHOE mnoxapasnenenue Kannenspuum IIpembep-Munucrtpa
Pecny6ninku Ka3zaxcran He mo3qHee AecsITH padouux THEW ¢ MOMEHTA MOCTYIUIEHUS JAHHOTO
MPEJIOKEHUSI TPOBOJUT MPOBEPKY IO BOMPOCY BBIICHEHHUS MNPUYUH HEHUCIOIHEHUS
MIOPYYEHHUSI U TIO €€ Pe3yJIbTATaM TOTOBHUT IKCIIEPTHOE 3aKIKOYEHNE.

Cnocka. Ilaparpad 7 nononHeH nmyHkToM 103-7 B COOTBETCTBUM C TOCTAHOBJICHUEM
[TpaButenscTBa PK o1 30.11.2020 Ne 809.

103-8. B caydae BHeceHHs MPEJI0KEHUS O MPOJJICHUU CPOKA UCIIOJIHEHUS MMYHKTOB
aktoB u nopydenuil [Ipesunenta PecnyOnuku Kazaxcran, PykoBoacTBa AaMuHuCTpanuu
[Ipesunenta PecyOnuku Kazaxcran O6osiee 1ByX pa3, pacCMaTpUBaeTCsl BOIIPOC O HaKa3aHUU
NEPBBIX PYKOBOJUTENIEH OpraHU3ALIUA.

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

103-9. [Iponnenue CpoKOB UCTIOTHEHUS JUYHBIX nopyudeHuil [Ipesunenra PecnyOnuku
Kazaxcran ocymectBnsercs Tonbko [Ipesuaentrom Pecyonmku Kazaxcras.

CHocka. [laparpad 7 nonosned myHKToM 103-9 B COOTBETCTBHUH C MOCTAHOBJICHUEM
[TpaBurensctBa PK o1 30.11.2020 Ne 809.

104. Axtel u nopyuenus [IpaBurensctBa Pecry6nuku Kazaxcran, [Ipembep-Munuctpa
Pecny6nukn Kazaxcran wnm ero 3amectutened u PykoBogutens Kanuensapuu
[Ipembep-Mununctpa Pecniyonuku Kazaxcran ctaBsaTcst Ha CleAyIOIINE BUAbI KOHTPOJIS:

1) cpouHBIil KOHTPOJIb C TOMETKaMH ""BECbMa CPOUHO" — B TE€UEHUE OJIHOTO pabovyero AHs
CO JHS TIOCTYIUICHUS TIOPYYeHHs, "cCpovHO", "YCKOpUTH' — HE MO3/IHEe, YeM 3a TpU padounx
IIHSI, €CJIM UHOE HE YCTAaHOBJIEHO COOTBETCTBYIOIIUM MOPYYEHUEM;

2) KpaTKOCPOYHBIH KOHTPOJIb, HE MO3JHEE, YeM 3a MATh pabodyux OHEH 10
YCTAHOBJIEHHOTO CPOKAa HCHOJHEHHS, €CJIM HHOE HE YCTAaHOBJIECHO COOTBETCTBYIOLIMM
MOPYYEHUEM;

3) cpenHecpOYHBI KOHTPOJIb, HE MO3JHEE, YeM 3a JecsiTh pabouux THEH 10
YCTaHOBJIEHHOTO CpOKa WCIIOJIHEHMS, €CIM HWHOE€ HE YCTAaHOBJIECHO COOTBETCTBYIOIIMM
MIOPYYEHHUEM;

4) nOATOCPOUYHBIM KOHTPOJIb, HE MO3JHEE, YeM 3a JBaAlaTh pabo4yux JIHEH 10
YCTAHOBJICHHOTO CpOKa HCIOJIHEHUS, €CJIM HHOE HE YCTAHOBJIEHO COOTBETCTBYIOLIUM
NOPYYEHUEM.

Cpoku UCTIOJIHEHUS IOPYUYEHUH, YCTAHOBIICHHBIE B aKTaX U nopydeHusx [IpaButenscTBa
Pecny6nuku Kazaxcran, [Ipembep-Munuctpa Pecriyonuku Kazaxcran wnm ero 3amecturesnei



u PykoBomutens Kannenspuu [Ipembep-Munnctpa PeciyOnuku Kazaxcran, ucuucisroTcs B
paboyux JTHAX CO JHS UX MOCTYIUICHHS B OPraHU3aLHIO.

B cnygasx, eciiv B TOPYYEHUAX HE yKa3aHbl CPOKH, TO OHU UCIIOIHSAIOTCA B MECSYHBIN
Cpok c BHeceHueM wuHpopmauuu B anpec llpaButenscrBa Pecny6nuku Kazaxcrah,
[Ipembep-Munnctpa PecnyOnuku Kazaxcran unu ero 3amecturteneit m PykoBomgutens
Kannenspuu [Ipembep-Mununcrpa Pecriy6nuku Kazaxcran.

Konrtponrsubie nopyuenus Ilpesunenta Pecnybnukn Kaszaxcran u PykoBoauTens
Anmunuctpanuu Ilpesunenta PecnyOnauku Kazaxcrtan ¢ pe3onaonusiMu K HUM
[Ipembep-Munuctpa Pecnyb6nuku Kaszaxcran, ero 3amectureneil u PykoBoaurtens
Kanuenspuu [Ipembep-Munuctpa Pecyonuku Kazaxctan uCoTHSAIOTCS OpraHU3alusIMu HE
no3Hee 20-THEBHOTO CpOKa CO JHS MOPYYEHUS, €CJIM B IOPYUYEHUAX HE YCTAHOBJIEHBI NHbBIC
cpoku. Opranuszanusi — COUCIIOJIHUTENIh HAIpPAaBISIET CBOIO MH(POPMAIMIO OTBETCTBEHHOMN
OpraHU3al{ — UCIIOJHUTENIO HE MO3HEE, YEM 3a MATh JHEU 10 UCTEUEHHUs YCTAHOBIEHHOTO
CpOKa.

105. Cpoku UCNOTHEHUSI NPOTOKOJIBHBIX MOPYUYEHUH, COEPKAIMNXCS B MPOTOKOIAX
3acenanuil IlpaButensctBa PecnyOnuku Kazaxctan u coBemanuii y I'maBsl rocygapcTsa,
pykoBojctBa [IpaButensctBa PecnyOnuku Kazaxctan u PykoBoautens Kanuenspuwn
[Ipembep-Munuctpa Pecnyonuku Kazaxcran, HCUUCISIOTCS CO JHS MPOBEICHUS 3aceqaHus (
coBenranus). B Tom citydae, ecnu Ha 3acenanuu (COBENIAaHWM) OB HA3BaH CPOK MCTIOTHEHUS
KOHKPETHOTO MOPYYEHHsl, TO COOTBETCTBYIOIINE OPTraHU3AINH, B aIpec KOTOPHIX ObLIO J1aHO
MOPYYEHHE W NPEACTABUTENIM KOTOPBIX NPUCYTCTBOBAIM Ha 3acelaHUU (COBEIIaHUM),
INPUCTYIAIOT K UCTIOJHEHHUIO MOPYUYEHUH cpa3y mocie 3aceanus (COBEIIaHus ), He JOKUIAsCh
MOCTYIJIEHUSI K HUM MPOTOKOJIA 3aceJaHusl (COBEIIaHMUs ).

106. KoHTpoJib UCMOJHEHUSI JOKYMEHTOB IO CYILIECTBY BOIPOCAa BO3JIATaeTCs Ha
PYKOBOJUTENEN CTPYKTYPHBIX MOAPAAEIEHUN NN JOJDKHOCTHBIE JTULA.

KonTposnb 3a cpokaMu UCTIOTHEHHsI TOKyMEHTOB, 32 CPOKaMH PaCCMOTPEHHs 00palieH i
(U3NYECKUX U IOPUIUYECKUX JIUI OCYIIEeCTBIsIeTCA ciy»x00it JJOY.

107. Ilpn opranu3zanuy KOHTPOJA UCHOIHEHUs HUCIONb3yIOTCs PK®. KonTponpHas
KapTOTEKa CUCTEMATHU3UPYETCS O CPOKAM MCIIOJHEHUS JTOKYMEHTOB, HUCIIOJHUTENSM,
IpyIIaM JOKYMEHTOB.

108. JIOKyMEHT CHUMAETCS C KOHTPOJISI pyKOBOJMTEIIEM, IOCTABUBILIUM €TI0 Ha KOHTPOJIb,
WJIM 1O €ro nopydeHuto — ciyxooi J[0Y.

109. Ilpu cmene pykoBoauTenei cmyx0bl JJOY U CTpyKTYpHBIX TOApa3aeICHUMA
NOKYMEHTHI U Jiena, a Takke PK® k HUM nepenaroTcs BHOBb HA3HAYEHHOMY PYKOBOJIHTEIIO
WJIY OTBETCTBEHHOMY JOJDKHOCTHOMY JIMILY I10 aKTy IIpUEMa-TIepEIayn.

IMaparpad 8. ITopsmok ydera u XpaHEHHUS II€9aTeH, IITaMIIOB B 0JIaHKOB



110. Yder, ucnonb3oBaHue, XpaHEHUE U YHUUYTOKECHHUE MT€YaTHO-0JaHOUYHON POy KIIUH,
revyaTen, ITaMIIOB, IMOJJIEKAIINX 3aIUTEe, U CPEACTB 3aIUUThI JOKYMEHTOB OCYIIECTBIISIOTCA
JNOJDKHOCTHBIMU JIMIIAMH, Ha3HAYa€MbIMU TMPUKa3aMU (PaCHOPSIKEHUSIMHA) PYKOBOJIMUTENEH
OpTraHU3aLUN.

111. TocynapcTBeHHass opraHu3alnus MMEET OAHY Me4YaThb C H300pakKeHUEM
INocynapctBennoro I'ep6a Pecy6nuku Kazaxcran.

[Ipn HEOOXOIMMOCTH CTPYKTYpPHBIE MOJpa3/ieeHUs TOCYJapCTBEHHONW OpraHu3aluu
UMEIOT medaTu (mrTamnbl) ¢ u3zodpaxkenuem [ocynmapcrBenHoro ['epba PecnybOnuku
KazaxctaH M OJWHAKOBBIM TEKCTOBBIM COAEPKAHHEM, TEKCTOBAas 4YacThb JOMOJIHAETCS
MOPSIAKOBBIM HOMEPOM WJIM CUMBOJIOM (CUMBOJIAMM).

112. Yyer nedatHO-0IaHOYHON TPOAYKLMH, MOJJICKAIIEH 3alluTe, B TOM YHUCIIE C
n3obpaxennemM [ocynmapcrBenHoro [I'epba Pecnmybmmku Kazaxcran, Bemercs B
COOTBETCTBYIOIIMX PErUCTPALIMOHHBIX YYETHBIX (Qopmax: >XypHallaX, KapTOukKax W
aBTOMATU3UPOBAHHBIX HHGOPMAIMOHHBIX CHUCTEMAaX, XKypHaJIe yuyeTa U BbIJIA4YU
NeYaTHO-0JIAHOYHOM MPOAYKIMH, TOIJIeKAIIeH 3amuTe, 1Mo GopMe COTIACHO MPHUIIOKEHUIO
18 x HactosiumMm [IpaBuiiam.

XKypHan yuera W BbIJayu MEYaTHO-OJIAHOYHOW MPOAYKIIMHU, MOJUISKAIICH 3aluTe,
3aBOJAMTCS Ha KaXbIM BUJ M€UYaTHO-O0JIAHOYHOW TPOYKIUH, MOJJIexaIen 3amure. bianku
¢umek ¢ uzobdpaxkenuem ['ocymapctBennoro ['epba Pecy6nuku Kazaxcran He mopasiexar
CHEHHUAIBHOMY YYETY.

113. Beigaua OnaHKOB, MOJJIEKAIIUX 3aIIUTE, MPOU3BOIUTCSA MOJ PACIHCKY B
COOTBETCTBYIOIIMX  PETUCTPAIIMOHHBIX  YYETHBIX (opMax, MPEeayCMOTPEHHBIX
BEJIOMCTBEHHBIMU UHCTPYKIIUSIMUA OpTaHU3AIIA.

114. Tlpu W3rOTOBIEHUU KOMHH JOKYMEHTOB, O(OpPMIIEHHBIX Ha OJlaHKaX C
n3o0paxenuem ['ocynapctBennoro ['epba PecriyOnuku Kazaxcran, u npeaHasHaueHHBIX IS
PACCBUIKHU, TPOCTABJISIOTCS HOMEP IK3EMIUISIpA U NIeYaTh OpraHU3aluH.

115. Pa3zmHOXeHHE M KONMMPOBAHHE CPEACTBAMU OIEPATUBHON moaurpaduu
HE3aIOJHEHHBIX OJIAHKOB, IMOUIEKALIUX 3aIIUTE, HE JOITYCKAKTCS.

116. Yuer neyaTeid, ITAMIIOB, MOMJIECKAMMNX 3AIINATE, U CIEIUATBHON IITEMIIEIbHON
KPAacKd C XMMHYECKMMH J00aBKaMH, UMEIOIUMHU HHAMBUIYalbHbIE CBOMCTBA C LIEJIBIO
3alIUThl OT MOJJENIKH, a TAKKE MX BbIJada BEIyTCA B KypHaJ€ ydyeTa U BbIIAYM MEYaTEeH,
mTaMnoB ¢ uzoOpaxkeHueMm IlocygapctBeHHoro I'epba Pecnyb6nuku Kazaxcran wu
CIEIMaIbHON MITEMIIEIbHOM KPacKu Mo (opMe COTJIACHO MPHIIOKEHUI0 19 K HacTOsSIIUM
IIpaBunam.

117. YdeT nepbeBbIX aBTOPYYEK, 3alPABICHHBIX CIEHUATbHBIMU YEPHUIIAMU C
XUMUYECKUMH J100aBKaMU, UMEIOIUMHU MHAUBUIYaJIbHbIE CBOMCTBA C LEIBIO 3alIUTHI OT
MOACJIKY TOAMUCEN TOMKHOCTHBIX JIUI, U UX BbIJa4a BEAYyTCS B XKypHAJIE ydyeTa U BblJauu
NEPHEBBIX ABTOPYYEK, 3alPaBICHHBIX CIEIUATbHBIMU YE€pHUJIAMH, 1O (OPME COTIACHO
npunoxennto 20 k HacrosmuM [IpaBunam.



118. 3arosoBKM perucTpariMOHHBIX YYETHBIX (JOPM BKIIOUAIOTCS B HOMEHKJIATYPY JIel
OpraHU3aluN.

JIucTel )KypHAIIOB HYyMEPYIOTCS, ITPOIIUBAIOTCS U OIIEYaTHIBAIOTCHL.

119. Ilepenaua apyromy J0JKHOCTHOMY JIMIY HEHCIIOJIB30BAHHOW Me4aTHO-0JTAaHOYHOM
NPOAYKIIMH, TEYaTeH, IITAMIIOB, MOJJIEKANIMX 3allUTe, a TaKXKe CPEICTB 3allUThI
JOKYMEHTOB U PETUCTPAIMOHHBIX YUYeTHbIX (opM K HUM OQGOPMIISETCS aKTOM
npueMa-repesayn NeyaTHO-O0JJaHOYHOM NPOIYKLMH, MedaTeil, MITaMIOB, MOAJIEXKaUUX
3aIlUTe, CPEJICTB 3AIIUTHI JOKYMEHTOB U PETUCTPAIMOHHBIX YUETHBIX (HOPM K HUM 110 hopMme
CorjlacHO npuioxkeHuto 21 k HacrosmuMm [IpaBunam.

120. TleyaTHO-01aHOYHAS TPOAYKIMS, IMEYaTH, IITAMIIBI, MOJJIC)KAIINE 3aIIUTe, U
CpeACTBa 3allIUThl JOKYMEHTOB XPaHATCA B OMeYaThIBaeMbIX ceddax WU MeTaTITuYeCKUuX
mkagdax.

121. YHUYTOXKEHUE MCTIOPUYECHHOW MEe4YaTHO-OJaHOYHON MPOAYKIIMH, MOJUIeKallle
3aIIUTE, POU3BOAUTCS C COCTABIECHUEM aKTa O BBIIEIECHUH K YHUUYTOXEHUIO HCIIOPYECHHBIX
HK3EMIUISIPOB MEYATHO-OJIAHOYHOM MPOIYKINHU, MOJIeKaIEH 3amure, no GopmMe CorjJacHo
MPUIOKEHUIO 22 K HacTosimuM [IpaBunamM, U MpoOCTaBICHUEM COOTBETCTBYIOIIMX OTMETOK B
’KypHajax y4eTa U BblJaud Me4aTHO-0JaHOYHOM MPOAYKITUH, TTOJIeKAIIEH 3aluTe.

122. YHUYTOXEHUE TeYaTe W IITaMIIOB, MOJIEKAIIUX 3alIUTE, MPOU3BOJUTCS C
COCTaBJICHUEM aKTa O BBIJEICHUM K YHUUYTOXEHHUIO NEYaTel W IITaMIIOB, MOJJIEkKALIUX
3amure, o (Gopme coriacHo MpuiIokeHuto 23 k HactoamuM [IpaBunam, u npocTaBieHUEM
COOTBETCTBYIOIIMX OTMETOK B KypHAJI€ yUeTa U BbIJJauu MeYaTe, IITAMIIOB C U300paKeHUEM
I'ocynapctBennoro I'ep6a Pecy6nuku KazaxcTan u crieliuagbHON MITEMITEIbHOM KPacKH.

123. YHUYTOXKEHUE CPEICTB 3aIUTHl JOKYMEHTOB (B TOM YHCIIE €MKOCTH HU3-TIOA
CIELMATbHBIX YEPHUJ U IITEMIICIIBHON KpPAacKH, UCIOPYEHHbIEC WITEMIICIbHbIE MOAYIIKH,
3alpaBlICHHBIE CHEIUAIBHBIMU IITEMIEIbHBIMU KpPACKaMH, TEPbEBBIE ABTOPYUKH,
3alpaBii€HHbIE CHEUHATbHBIMU YEPHUJIAMHU) MIPOU3BOJUTCS C COCTABICHUEM aKTa O
BBIJICJICHUM K YHUYTOXXEHUIO CPEJCTB 3allUThl JOKYMEHTOB, MO (OpMe COTJIaCHO
NpUIoKeHUIo 24 k HactosiuM [IpaBunam, U NpOCTaBICHUEM OTMETOK B COOTBETCTBYIOIINX
KypHAJIaxX y4yeTa U BbIAAuH.

124. Ilpn peopranu3anuu Wiy JUKBAJALUA OPTraHU3ALAN, IPUHATUN PEIIEHUS O CHATHH
c yuera ¢unuana (IPeICTABUTENHCTBA) YHHUYTOXKEHHE HEHUCIOJIb30BAaHHOU
MeYaTHO-0JIAHOYHOM MPOAYKIIMH, TeYaTeH, IITAMIIOB, MOAJIEKAIIMX 3aIIUTE, @ TAKKE CPEJICTB
3alIUTHl JOKYMEHTOB MPOU3BOJUTCS C COCTABJIEHHEM aKTOB, Mo ¢GopMaM COTJIACHO
npuwioxenusim 23, 24, 25 x nHacrosmum llpaBuiaM, yTBEpKIae€MbIX PYKOBOJUTEIEM
OpraHu3alyy WIH IPEACEIaTeNeM JUKBUIAMOHHON KOMUCCHH, U ITPOCTABIIEHUEM OTMETOK B
COOTBETCTBYIOIIMX KypHAJIaX y4eTa U BbIAAUH.

YHUYTOXKEHUE WIH JAIBHENIIEE XPAHEHHUE KYPHAJIOB U JIPYTUX PErHCTPALMOHHBIX
YYETHBIX (POPM OCYILECTBISIOTCS B COOTBETCTBHUU C 3aKOHOJATENIHCTBOM PecmyOiuku



KazaxcraH 1o coriiacoBaHuto ¢ yIoJHOMOYEHHBIM OPraHOM MJIM MECTHBIM HCTHOJHUTEIIbHBIM
OpraHoM 00JIaCTH, TOPOJIOB PECITYOJIMKAHCKOTO 3HAYEHUS U CTOJTHIIBI.

125. TIpoBepka HanMW4us IK3EMIUIAPOB MMEUATHO-OJAaHOYHOM MPOIYKIIMH, TEHaTeH,
MITAMIIOB, TOJICKAIINX 3alIUTE, U CPEACTB 3alIUTHl JIOKYMEHTOB MPOU3BOJUTCS HE PEXKE
OJIHOTO pa3a B roJi KOMUCCHEH, CO3JaBaeMOi MPHUKA30M (paclopsKEHUEM) PyKOBOJIUTENS
opranuzaiuu. OTMETKH O pe3yJbTaTax MPOBEPOK IMPOCTABISAIOTCA B JKypHallax ydyeTa u
BbIJIaun corjacHo npuinoxkeHusam 20, 21, 22 k HacrosiuuMm [IpaBuiam.

126. Ilpu yrtepe meuaru (mrammna) ¢ uzodopaxenuem ['ocympapctBeHHoro I['epba
Pecnybnuku Kazaxctan npeanpuHUMaroTCsl Bce HE0OXOAUMBbIE MEPHI TIO PO3BICKY, B Cllydae
OTPHUIIATEIILHOTO Pe3yJIbTaTa PO3bICKA COCTABISETCA aKT 00 yTepe MPOU3BOIBHOU (HOPMBI,
YTBEPKIAEMbIH PYKOBOJAUTEIEM OpraHU3aIUH.

ITaparpad 9. ITopsanok cocTaBineHHI HOMEHKJIATYPHI A€, GOpPMHUPOBaHHUA U
XpaHEeHH el

127. Homenknarypa el npeaHazHadeHa JJis TPyIIUPOBKUA UCTIOTHEHHBIX JOKYMEHTOB B
JieN1a, CUCTEMAaTHU3alui U ydeTa Jell, ONPeAeSICHUs CPOKOB UX XPAHEHHUS U SIBJISIETCSI OCHOBOM
IUIS COCTABJICHUSI OMUCEN JIeJ1 MOCTOSIHHOTO M BpeMeHHOro (cBbime 10 yeT) xpaHeHus, a
TaKXke yudera JieJ BpeMeHHoro (J10 10 neT BKIIOYUTEIBHO) XPaHEeHHUS.

128. B HOMEHKJIaTypy [l BKIIOUYAIOTCS BCE JOKYMEHTHI, CO3/IJaBa€MbI€ B OPraHU3aLNU U
MOCTYMAIOMINE B OPraHU3alNI0. DIEKTPOHHBIE TOKYMEHTHI U 0a3bl JaHHBIX BKIIIOUAIOTCS B
HOMEHKJIATypy JeJ Ha OOIIUX OCHOBAHUSIX.

129. B Homenkiatype nen ¢pukcupyercs Gpopma JoOKyMeHTa — 3JIEKTPOHHAS ¢ yKa3aHUEM
HOCHUTEIIA UHPOpMaALUU WK OyMa)KHasl.

130. ITpu cocTaBiieHUH HOMEHKJIATYPbI €] PYKOBOJACTBYIOTCS YUPEAUTEIbHBIMU
JOKYMEHTaMHM, TMOJIO)KEHUSIMU O CTPYKTYPHBIX TOJpa3JAeNeHUsX, JOJHDKHOCTHBIMU
WHCTPYKIHUSIMU PAOOTHUKOB, THUIOBBIMHU, OTPACIEBHIMH (BEIOMCTBEHHBIMH) TEPEYHSIMU
JIOKYMEHTOB C YKa3aHHEM CPOKOB XPaHEHHsS, TUMOBBIMU (MPUMEPHBIMHU) HOMEHKJIATypaMu
JIeJT, CTPYKTYPO# (IITaTHBIM PACIIUCAHUEM), TUTAHAMH U OTYETaMH O PabOTe, H3ydarOTCs BUIBI
, COCTaB U coJiepKaHue JIOKYMEHTOB, 00pa3yIoLIUXCs B ACSITEIIbHOCTH OpraHU3alllu.

131. Homenknatypa nen no ¢popme coriacHO IpuiiokeHuto 26 k HactosmuM [IpaBunam
coctaBisiercst (He mo3nHee 10 nmekaOpsi kanenmapHoro roja) ciayxkooi JJOY nHa ocHoBe
HOMEHKJIATYp JIeJl CTPYKTYPHBIX MOAPA3ACICHHI, MPEICTABIECHHBIX COOTBETCTBYIOIIMMU
MOAPA3ACICHUSIMH.

132. BHOBB CO3/1aHHOE MOJIpa3/iesIeHHe B MECSIUHBIN CPOK pa3zpabaThiBa€T HOMEHKJIATYPY
JIeJT TIOApa3ieNieHUs U TIPEICTaBIISIET ee B ciyx0y JJOVY.

133. HomeHnkiatypa Jen opraHu3aiuu MmoJIuchIiBaeTcs pyKoBoauTeaeM ciyxosl JJOY,
COTJIACOBBIBAETCS C IKCIIEPTHOW KOMUCCHUEH OPTaHU3aLNU



(manee — OK), skcniepTHONW NPOBEPOYHOM KOMHUCCUEHW TOCYIApCTBEHHOTI'O apXuBa (
MECTHOT'0 UCIIOIHUTEILHOTO0 oprana) (nayee — JI1K), B KOTOphIil JOKYMEHTHI MepeatoTCs Ha
MIOCTOSIHHOE XPaHEHHE, U YTBEPKIAETCS (HE MO3/IHEE KOHIIA TEKYILEro Ioj1a) pyKOBOJUTEIEM
opranuzauuu. CoriaacoBbIBa€TCS HOMEHKJATypa Jel C TOCYJapCTBEHHBIM apXUBHBIM
YUpEeXKIEHUEM HE PeXe OJHOTO pasa B 5 JIET, €clid He ObUIO KOHLIETITyaJIbHbIX H3MEHEHUH B
(GYHKUIHUSX U CTPYKTYpE OpraHU3aIuu.

Opranu3anuu, He SBISIOIMECS UICTOYHUKaMU MONOJIHeHHsT HallnoHaIbHOro apXUBHOTO
dboHa, HE TPEICTABIAIOT HOMEHKIATYPHI Jiei Ha cornacoBanue DIIK.

134. HomeHknaTypa Jiei nevaraeTcs B He0OXOIUMOM KOJIMYECTBE IK3eMIUISIpoB. OIUH
AK3EMIUISAP YTBEPKACHHOM HOMEHKJIATYpPBI €] XPAaHUTCS B IOCYJIapCTBEHHOM apXHBE, C
KOTOPBIM OHA COTJIaCOBHIBAJIACH.

135. HomeHknatypa nen B KOHLE KaXKJOro roja yTOYHSAETCSA, YTBEPKIAECTCS
PYKOBOJIUTEIEM OpPraHU3ally U BBOJUTCS B IEUCTBUE C | sSTHBaps CIEIyIOLIEro roja.

136. Ha3zBanusamMu pa3aesnoB HOMEHKIATYPHI A€M SBISIOTCS HAMMEHOBAHUSA CTPYKTYPHBIX
NOAPA3EICHUM, KOTOPBIE PACIONAraloTCs B COOTBETCTBUU C YTBEPKIECHHOW CTPYKTYpOU
opranuzauuu (mrTaTtHoe pacnucaHue). llepBbIil pa3gen HOMEHKIATypbl /€Nl BKIHOYAET
3aroJIOBKH JI€Jl, COJEpIKAIIME PpaACHOPSAUTEIBbHYI JOKYMEHTAUHI M JIOKYMEHTBI
KOHCYJIbTATUBHO-COBELIATENbHBIX OPraHOB, BO3TJIABISEMbIX PYKOBOJICTBOM.

137. JlokymeHTsl (uinanoB (IpeACTAaBUTEIIHCTB) BHOCSATCS B Ka4eCTBE Pa3lielioB B
HOMEHKJIATYPY J1€JI OPraHU3alHH.

CaMOCTOATENbHBIM pPa3/IeJOM HOMEHKIJIATYphl J€J SBJISIETCS HAUMEHOBaHHE
oOllleCTBEHHOW opraHu3anuu. JlaHHBIM pa3gen pacrosiaraercs Ioclie BCeX pa3JlielioB
HOMEHKJIATYpHbI J1€J1 OpraHU3aluu.

138. Jliist opranu3anuu, HE UMEIOLIEN CTPYKTYpbl, HOMEHKJIATYypa JI€JI CTPOUTCS IO
MIPOU3BOJICTBEHHO-OTPACIEBOM WM (PYHKUHMOHAJIbHOU cxeme. HamMeHoBaHUs pa3zienioB
COOTBETCTBYIOT HANPABIECHUSAM JIEATEIbHOCTH OPraHU3aL1U.

139. JIns moaBeAOMCTBEHHBIX OpraHU3aluii ¢ OAHOPOJHBIM COCTABOM JIOKYMEHTOB
ciyx60it JIOY BeImecTosmmero opraHa (BBIIIECTOSIICH OopraHU3aIiu) pa3padaThIBAIOTCS
TUIIOBbIE (MPUMEPHBIC) HOMEHKIIATYPHI e, Takue HOMEHKIATYphl MOJIJIEKAT COTTIACOBAHUIO
C YIOJHOMOYEHHBIM OPraHOM HWJIM MECTHBIMU HCIOJIHUTEIBHBIMU OpraHaMH o0yacTei,
rOpOJIOB PECyOIMKaHCKOTO 3HAYEHUS M CTOJIHIIBI.

140. Cpoxu xpaHEHUs DJIEKTPOHHOM PETUCTPALIMOHHOW KOHTPOJIBHOW KapTOUYKHU
COOTBETCTBYIOT CpPOKaM XpAHEHUs DJIEKTPOHHBIX JOKYMEHTOB. OJIEKTPOHHBIE
PEruCTpPAllMOHHBIE KOHTPOJbHbIE KAPTOUYKH XPAaHATCS COBMECTHO C AJIEKTPOHHBIMU
JOKYMEHTaMHU, COOTBETCTBYIOIIMMH PETHCTPALMOHHBIMU CBUAETEIBCTBAMU SJIEKTPOHHBIX
U(POBBIX MOJIUCEH, YBEIOMICHUIMHU-KBUTAHIIUSAMHA O JTIOCTABKE JaHHBIX 3JEKTPOHHBIX
JOKYMEHTOB.

141. Cpoxu xpaHEHHUS SJIEKTPOHHBIX JOKYMEHTOB U 00s53aT€IbHOCTh OPOPMIICHHS
OYMa)KHBIX MOJJIMHHUKOB IOKYMEHTOB yCTAHABIMBAIOTCS MEPEYHEM THUIIOBBIX IOKYMEHTOB,



00pa3yIomuxcs B IEITEIbHOCTH TOCYJAPCTBEHHBIX U HETOCYIapCTBEHHBIX OpraHU3AINM, C
YKa3aHUEM CPOKOB XpaHEHUs!, yTBEPKAAEMbIM YIIOJIHOMOUYEHHBIM OPTaHOM.

DNEeKTPOHHBIC TOKYMEHTBI XpAHITCS B TOM opMaTe (KacaTeabHO BJIOKEHHBIX (haliioB), B
KOTOPOM OHHM ObUIM CPOPMHUPOBAHBI, OTHPABICHbl WU IMOJYyYEHBI, C OOecrneYeHueM
OJTHOBPEMEHHOTO XpaHEHUsI CPOPMHUPOBAHHBIX SJIEKTPOHHBIX MUQPPOBBIX TOMMHUCEH IO
COOTBETCTBYIOIINMU AJIEKTPOHHBIMU JOKYMEHTAMH.

142. Opranuzanuu pa3pabaTblBalOT MEPEUYCHb JTOKYMEHTOB, O0Opa3yIoIMUXCs B UX
NESATENbHOCTH, TOJBKO B JJIEKTPOHHOM BHJIE C YKa3aHUEM CpPOKOB HMX XpaHEHWU,
COTJIACOBAHHBIA C YIMOJHOMOYEHHBIM OPraHoM, U OTPAKAIOT B HOMEHKJIAType Jed BUIbI
JOKYMEHTOB.

143. XpaHeHHE DIEKTPOHHBIX JOKYMEHTOB COMNPOBOXIAETCS XPaHEHUEM
COOTBETCTBYIOIIUX AJIEKTPOHHBIX 0a3 JaHHBIX, HCIOJb30BAHHBIX OTKPBITHIX KIIOUEH
AIEKTPOHHBIX HU(GPOBBIX MOJNUCEH (PETUCTPALIMOHHBIX CBHUAETENIBCTB 3JIEKTPOHHBIX
IU(POBBIX MOANUCEN) U TPOTrpamMM, PEATU3YIOIIMX MPOLECCH (POPMUPOBAHUS U MPOBEPKH
AIIEKTPOHHBIX HU(PPOBBIX MOAMUCEHN JIEKTPOHHBIX JOKYMEHTOB.

144. JInst OTKPBITBHIX KIFOYEH 3JIEKTPOHHBIX HMU(POBBIX MOAMUCEN B FOCYAapPCTBEHHBIX
opranax u YII I'O xpansatcs odopmiieHHBIE B yCTAaHOBJICHHOM TMOPSJAKE TOKYMEHTHI (
PETUCTPALIMOHHBIE CBUIETENBCTBA), MOATBEPIKAAIOIINE MPUHAIEKHOCTh JAHHBIX KIIOUen
KOHKpeTHOMY yyacTHUKY CO/I.

JIJ1st KaKJ10ro OTKPBITOTO KJIl0Ya XpaHUTCs MHGOpMaIus O Havajle 1 OKOHYaHUU CPOKa
ero geuctBus. IIpum 3TOM JOCTyHm K MaccuBaM OTKPBITHIX KIIOYEH, HaXOIAIIUXCA Ha
OTEepaTUBHOM (BEJOMCTBEHHOM) apXHUBHOM XPaHEHUU, OTPAHUYHUBACTCS.

CoxpaHHOCTb, HaJIEKAILEE HCIOJIb30BaHUE HOCUTENEH MHPOPMAIUU C 3aKPBITBIMU (
CEKPETHBIMH) KIIFOUaMHU AJIEKTPOHHON HU(PPOBON MOAMUCH (J1ajiee - KIFOYEBO HOCUTEND), a
TaKKe UCIOJIb30BAHUE 3aKPBITHIX (CEKPETHBIX) KITFOUEH AIEKTPOHHBIX U(PPOBBIX MOIMUCEH U
UX 3alluTa OT HECAaHKUIHMOHUPOBAHHOTO JOCTyIla BO3JIaralOTCs Ha BJAJICNIbLIEB
PErMCTPAllMOHHBIX CBUJIETENHCTB.

145. Tlpu xpaHeHUH SICKTPOHHBIX JOKYMEHTOB OOecmeduBaeTCs MpPUBsI3Ka (
CUHXPOHM3AIIMS) DJIEKTPOHHBIX JOKYMEHTOB M COOTBETCTBYIOIIUX OTKPBHITHIX KIIIOUEH
AIEKTPOHHBIX U(PPOBBIX MOMUCEH.

146. Yuactouku COJ] obGecrneunBarOT 3allUTy OT HECAHKIIMOHHPOBAHHOTO JOCTYTIA,
HEeMpeTHAMEPEHHOTO YHUUYTOXXEHUS U (WJIM) UCKAKEHUSI YUETHBIX TaHHBIX, COAEPKAIINXCS B
0a3zax MJaHHBIX, a TaKXe O0ECHeYMBAIOT CO3JaHUE PE3EPBHBIX KOMHI 3IEKTPOHHBIX
JOKYMEHTOB.

3amura nHGOopMaIuu (AIEKTPOHHBIX HHPOPMAIIMOHHBIX PECYPCOB) B MHPOPMAITMOHHBIX
CUCTEMAaX, B TOM YHCJIE€ B apXUBAX AJIEKTPOHHBIX TOKYMEHTOB, CPEACTB KpUIITOrpaduuecKkon
3aIUThl MHPOPMAIIUHU, PEATU3YIOIUX Tpolecc (GOPMUPOBAHMS U MPOBEPKH AIEKTPOHHOM
udpoBoi moanucu (CpeAcTB SIEKTPOHHOU HUGPOBON MOANUCH, KPUNTOTPAPUUECKHUX
KJIFOUEe), OCYIIECTBJISIETCS COBMECTHO C oOpra"uzanued, skcryatupyromeit COJI,



yyacTHUKaMu COJ] B mopsiake, yCTaHOBJIEHHOM HOPMAaTUBHBIMM IPABOBBIMU aKTaMU
YIOJIHOMOYEHHOT0 opraHa B cepe odecriedeHus: UHHOpMaIIMOHHON O€30MaCHOCTH.

147. T'ocynapcTBEHHBIE OpraHbl 00ECTICYMBAIOT JOCTABKY AJIEKTPOHHBIX JIOKYMEHTOB
o0beMoM He Oonee 95 MO, KoIM4ecTBO BIOXKEHHM KOTOporo He npesbiiiaet 80 ¢aitios.

ITaparpad 10. Ilopsmox odopMneHHss HOMEHKIATYPEI AEJT

148. B HOMeHKJIATypy JeJl BKJIIOYAIOTCA 3aroJIOBKU JieJl, OTpa)karolue BCe
JOKYMEHTUPYEMbIE YYaCTKU paOOThl OpraHu3alyy, B TOM YKCJIE JIMYHBIE JIela, OMKUCH JIET,
PK®, koHTpOJIbHO-CITPABOYHBIE, TEMATHYECKHE KAPTOTEKH, a TAK)Ke Oa3bl TaHHBIX.

[leyaTHble M31aHKS B HOMEHKJIATYPY J€J1 HE BKIKOYAIOTCS.

149. B rpade 1 HOMEHKIATYpHI AE€d MPOCTABISIOTCS HHIEKCHI KaXXJOro Jelna,
BKJIIOUEHHOTO B HOMeEHKIaTypy. WHuaekc gena cocTouT u3 Uu@poBoro oOO3HAYEHUS
CTPYKTYPHOTO MOJpa3JeiIeHUusl U MOPAJIKOBOIO HOMEpA 3arojioBKa Jieja 10 HOMEHKIAType
JIeN1 B Mpefienax CTPYKTYPHOIo MojpasjiefieHus. DJIEMEHThl HHJEeKca OTACNSIOTCS APYT OT
npyra neducom.

B HOMeHKIaType 1en peKOMEHIyeTCsl COXPaHSITh MOPSIOK PACTIONOKEHUSI OJTHOPOJIHBIX
Jen B Mpeleniax pa3HbIX CTPYKTYPHBIX MOApAa3ACNCHUH, Ui MEePexXOoIsIiuX JAesl MHACKC
COXpaHsieTcsl.

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

TpebGoBaHus K 3aTOJIOBKY:

1) 3aroioBOK jena JOJDKEH YE€TKO, B 0000ImeHHON (opMme oTpakaTh OCHOBHOE
COJIEp>KaHUE U COCTaB JOKYMEHTOB JIENa,;

2) He JomycKaeTcsi ynoTpeOieHue B 3arojioBKe Jiejla HEKOHKPETHBIX (GopMyIupoBok ("
pasHble maTepuanbl”, "oOmas mepenucka', "Hcxonsiias KOppecrnoHIeHIusA" "BXomsiiue
JOKYMEHTHI'"), a TAaK’K€ BBOJHBIX CJIOB U CIIOKHBIX 000OPOTOB;

3) 3arojoBOK Jena COCTOMUT W3 3JIEMEHTOB, paclojaraeMbiX B CIEAYIOLIEH
IIOCJIEIOBATEIbHOCTH:

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

Ha3BaHWE OPraHU3alMU WU CTPYKTYPHOTO MOJApa3zesieHus (aBTOp JOKYMEHTa), Ha3BaHHe
OpraHu3alyM, KOTOPOil OyAyT agpecoBaHbl UM OT KOTOPOU OyayT MOJIy4eHBI JOKYMEHTHI (
aZipecatr WM KOPPECIOHICHT JOKYMEHTA);

KpaTKOe CoJiepKaHue IOKYMEHTOB J€JIa;

Ha3BaHUE MECTHOCTHU (TEPPUTOPUHM), C KOTOPOU CBSI3aHO COJIEpKaHUE JIOKYMEHTOB JIeJia;

nata (mepuoj), K KOTOpod OTHOCSTCSA TOKYMEHTHI Jiena;

4) B 3arojloBKax JeJl, COAEpKaIIUX JTOKYMEHTHI 110 OJJHOMY BOIIPOCY, HO HE CBSI3aHHBIX
MOCJIEA0BAaTEIbHOCThIO HUCIIOJHEHUs, B KauyecTBE BHUJA Jeja ynorpedisercs TepMuH
JIOKYMEHTHI".



TepMuH "HOKYMEHTHI" TPUMEHSETCS TAKXKE B 3ar0JIOBKAX JIEJ, COACPKAIUX JTOKYMEHTbI
— MPWIOKEHUS K KakoMy JUOO JTOKYMEHTY, U O(OpMIISIIOTCS CleAyrolmuM obpazom: "
[IpoToxoin (- b1) 3acenanus (- uit) CoBeta JUPEKTOPOB KOMIAHUU U IOKYMEHTBI K HUM" uid "
JIOKyMeHTBI K IPOTOKOJY 3aceaanusi CoBeTa AMPEKTOPOB KOMIAHUU";

5) B 3arosioBKax Jiei, COAEPKAIIUX MIEPENUCKY, YKA3bIBAETCA, C KEM U [0 KAKOMY BOIIPOCY
oHa BefeTca (B ciyyae BEIIEHHS MEPENUCKH C OJHOPOJHBIMU KOPPECMOHJECHTAMH, B
3aroJIOBKax yKa3bIBaeTCs UX 00Illee BUI0BOE HA3BAHMUE);

6) B 3arojIoBKax Jes, COJEpX alluX MEPEernucky c 0ojee TpemMs pa3HOPOIHBIMU
KOPPECTIOHJEHTaMU, UX HAMMEHOBAaHHUS HE MEPEUHCIIAIOTCS;

7) npu 0003HaYEHUH B 3aroJOBKax JeJ aJMUHUCTPATUBHO-TEPPUTOPUATBHBIX €IUHUIL
YUUTBIBAETCS CIAEAYIOIIEE:

eclii CcoJep>KaHue Jejla KacaeTcs HECKOJbKHUX OJHOPOIHBIX
aAMUHUCTPATUBHO-TEPPUTOPUATIbHBIX E€UMHUI], B 3aroJIOBKE JieJla HE YKa3bIBAIOTCS HX
KOHKPETHBIE Ha3BAHMSI, a YKa3bIBAETCS X 00IIee BUOBOE Ha3BAHUE;

€CJIM COJIEp>KaHue Jiea KacaeTcsl OTHON aIMUHUCTPATUBHO-TEPPUTOPHUATBHON €TUHUIIBI (
HACEeJICHHOI0 MMYHKTAa), €€ (€ro) Ha3BaHHE YKa3bIBAETCSI B 3ar0JIOBKE JeIa;

8) B 3arojioBKax Jej, COJAEp)KallluX IUIAHOBYI0 WJIM OTYETHYIO JOKYMEHTAIHIO,
yKa3bIBaeTcs nepuoy (KBapTal, Toj), Ha (3a) KOTOPbI COCTaBIIEHBI IJIaHbI (OTYETHI);

9) 3aroyioBKU CyZIeOHBIX, CIEACTBEHHBIX, TUUYHBIX, IEPCOHATBHBIX, apOUTPAKHBIX JE, a
TaKXKe JIeJ, COAEPKAIUX TOKYMEHTHI, CBSI3aHHbBIE MTOCJIEI0BATEILHOCTHIO JEIOMPOU3BOICTBA
10 OJTHOMY BOIIPOCY, HAUMHAIOTCS co caoBa "/leno";

10) ecnu nenmo OyleT COCTOSATh U3 HECKOJIBKHX TOMOB WJIM YacTeH, TO COCTaBIsETCS
oOILIMI 3aroJoBOK Jeja, a 3aTeM COCTaBIJISIIOTCS 3arojIOBKM Ka)KOTO TOMa WJIM 4YacTH,
YTOUHSOIINE COAECP/KAHNE 3ar0JIOBKaA JIENa.

151. 3aronoBku ey BHYTpH pa3/iesioB HOMEHKIIATYPbI PACIIONaratoTcs B COOTBETCTBUH CO
CTETEeHbIO BAXKHOCTH JOKYMEHTOB, COCTABJIAIOIINX JIea, U UX B3aUMOCBSA3bIO.

Bnauane pacnosararoTcs 3arojioBKHM Jell, COJEpKalMX HOPMATHUBHYIO MPABOBYIO
OOoKyMeHTaut. IIpu 3TOM 3arosioBKH Jel, COAEp’KallUX I[OCTAHOBJIEHUS M IPUKa3bI
BBIIIECTOSIIIMX OpPTraHM3allMii, pacroJiaraloTcsa Mepesa 3aroJiIOBKaMH Jesl ¢ MpHUKa3aMu
opranuzanuu. /lanee pacrnonararoTcs 3aroyIOBKM JeJl, COJEp KalluX OCTAJbHbIE IPABOBBIE
aKThl, a TAKXKE IJIAHOBBIE U OTYETHHIE JOKYMEHTHI.

[TpoekThl pacOpSAUTENBHBIX JOKYMEHTOB, JOKYMEHTHI IO MX MOJTOTOBKE, N3MEHEHUS K
njaHaM, OCHOBaHHUsS K IpHKa3aM I[IOMEIIAalOTCS B HOMEHKJIAaType Jea Bcien 3a
COOTBETCTBYIOIIMMHU OCHOBHBIMU JOKYMEHTaMH.

3aroyioBKH J1eN, 3aBEJACHHBIX 10 reorpapuueckoMy U KOPPECIOHIEHTCKOMY MpU3HAKaM,
BHOCSITCS B HOMEHKJIATYPY Jie 1o ayipaBuTy reorpadruueckux Ha3BaHUM U KOPPECIIOHACHTOB



3aroJj0BKH JieNl yTOUHSAIOTCS B mpoiiecce popmupoBanust U opopmiieHus nen. Eciu B
TEYEHUE TroJla BO3HUKAIOT HOBBIE JOKYMEHTHUPOBAHHBIE YYacCTKH pabOThI, HE
MPEAYyCMOTPEHHBIE JI€7Ia, OHU JOMOJIHUTEIBLHO BHOCATCS B HOMEHKIATYPY.

152. I'pada 3 3anonHseTcs mMociie 3aBepIleHUs] KaJIeHIapHOTo Toja.

153. B rpade 4 yka3bIBatoTCsS CPOKH XpaHEHHUS JieJia CO CChUIKOM Ha HOMEpa MyHKTOB (
cTaTei) TUMIOBOTO WJIM BEIOMCTBEHHOTO (OTPAciIeBOT0) MEepeyHsl JOKYMEHTOB C YKa3aHHUEM
CPOKOB UX XPaHEHUSI, IPU UX OTCYTCTBUM — HAa TUMOBYIO (IPUMEPHYIO) HOMEHKJIATYPY JEJI.

154. B rpade 5 cimyx60it IOV yka3bIBalOTCS HAMMEHOBAHMS MEPEYHS TOKYMEHTOB,
TUMOBOM (NMIPUMEPHON) HOMEHKIATyphl JI€JI, UCTIOJIb30BAaHHBIX TPHU OMpPEJCICHUN CPOKOB
XpaHEHHS JIeTl, U JENAI0TCd OTMETKU O MEPEXOIAIIUX JIeJaX, 0c000 MEHHBIX JOKYMEHTaX U
Jenax, nepegaye JAell B JAPYroe CTPYKTypHOE MOJpa3/esieHHe WM OPTaHU3alMIo Ui UX
MPOJOJIKEHHUS], B apXUB OpraHU3alluM, HAJIMYUHU AJIEKTPOHHBIX KOMHUM JOKYMEHTOB, BUJE U
MECTE XpaHEHUs UX HOCUTETEH.

155. Tlo okoHYaHWUU TOJa OCYIIECTBISIETCS CBEpKa (YTOUHEHHE) 3aroJIOBKOB
HOMEHKJIATypbl ¢ (PaKTUYECKUM COCTAaBOM JIOKYMEHTOB Jiea M UX cojep:kaHueMm. B koHIie
HOMEHKJIATYPhI JIe]l JeJaeTCsl UTOTOBasl 3aluCh O KOJIMYECTBE 3aBEJICHHBIX /1€l TOMOB HIIH
YacTH.

CBenleHMsI 0 KOJUYECTBE 3aBEJCHHBIX J€J1 TOMOB WMJIM YacTH COOOIIAIOTCS apXUBY
OpraHU3alUu.

IMaparpad 11. ITopsaox popmMupoBanus nen

156. VcnonHenHble JOKYMEHThI (POPMHUPYIOTCS UCIIOTHUTENIEM B JieJia B COOTBETCTBUU C
HOMEHKJIaTypoii aen. DopmMupoBaHue €7 BHE HOMEHKJIIATYPBI JIE]1 He TOMyCKaeTCsl.
157. Kontpons 3a GpopMHpOBaHUEM €] OCYIIECTBIIAET ciayx0a JIOY.
158. IIpu popmMupoBaHUY J1e]1 COOITIONAIOTCS CIEAYIOINE TPEOOBAHMUS:
1) B 1e10 mOMenIaroTesl TOIBKO MCIOIHEHHBIE, IPABUIBHO 0(OPMIIEHHBIE TOKYMEHTHI,
COOTBETCTBYIOIIME IO CBOEMY COJIEPKaHUIO 3ar0JIOBKY Jiejia 10 HOMEHKJIAType /e,
2) B 71710 IOMEUIAIOTCSI BMECTE BCE IOKYMEHTBI, OTHOCSIINECS K pa3pelieHUuI0 OJHOI0
BOIIpOCa.
[TpunoskeHus K TOKyMEHTaM, HE3aBUCUMO OT JaThl UX YTBEPKACHUS WM COCTABIICHHUS,
NPUCOEANHSAIOTCS K IOKyMEHTaM, K KOTOPBIM OHH OTHOCSITCSI.
[Tpunoxxenus odbemMoM cBbime 180 JIMCTOB COCTABISIOT OTACIBHBIM TOM, O YeM B
JOKYMEHTE JIeaeTCsl OTMETKA.
3) COBMECTHO IpYNIHUPYIOTCS BEPCUU JTOKYMEHTa Ha Ka3aXCKOM, PYCCKOM M MHBIX SI3bIKax

4) rpynnupyroTcs B Aeja JOKYMEHTHl OJIHOTO KaJleHAApHOTO Toja, MCKIIOYECHHUE
COCTaBJIAIOT TMepexoAslue jena, cyaeOHble efa, JUIHbIE Jiejia, KOTopble (hOPMUPYIOTCS B
TEUEHUE BCEro nepuoja padoThl JAHHOTO JMIA B OpraHU3alMM, JOKYMEHTHI BBIOOPHBIX



OpPraHoB U HX MOCTOSSHHBIX KOMHCCHUMW, IEMYTAaTCKUX TPYIII, KOTOPbIE T'PYIIHUPYIOTCA 3a
MepUOJ] UX CO3bIBA, JOKYMEHThI YUYEOHBIX 3aBEJICHUMN, KOTOPhIE (POPMUPYIOTCS 32 YUCOHBIIM
roji, JOKYMEHTBI T€ATPOB, XaPAKTEPU3YIOIIUE CIEHUYECKYIO JEATEIbHOCTh 3a TeaTpalbHbIi
CE€30H, UCTOPUU OOJIE3HEH;

5) pazaenbHO TPYNIUPYIOTCS B Jiefla JOKYMEHThI MOCTOSIHHOTO U BPEMEHHOTO CPOKOB
XpaHEHUS,

6) TenerpamMMsbl, Kcepokonuu dakcorpamm, TeaedoHOrpaMMbl TOMENIAIOTCS B Jiea Ha
OOIIMX OCHOBAHUSAX B COOTBETCTBHH C HOMEHKIIATYypOH JIEIT;

7) B AeJ0 HE MOMENIAIOTCS TOKYMEHTHI, MOJIJIeXkKalie BO3BpaTy, YSPHOBUKHU U JIUIIIHUE
AK3EMILISAPHI;

8) mo 00BeMy J1eJ10 MOCTOSIHHOTO CpOKa XPaHEHUS HEe JOJDKHO TpeBbImaTh 180 JuCTOB;

9) npu HanUuUU B JIeJie HECKOJIbKUX TOMOB (4acTeil) Homep (MHIEKC) 1 3aroJIOBOK Jiea
MPOCTABIISAIOTCS HA KaXXI0M TOME € JI00aBICHUEM HyMepaliy TOMOB (YacTeii), B MOCIeIHEM
ToMe (yacTtu) goOaBisieTcst cioBo "mociaeaHui” ("mocaeaHsa").

159. JlokymMeHTBl BHYTpHU JA€ja paclojlaratoTcsi CBEPXY BHU3 B COOTBETCTBUHU C
MOCIEIOBATEILHOCTHIO PEIIEHUS] BOMpoca (XPOHOJIOTHMYECKOM MOPSAJIKE MO peliaeMbIM
BOIIPOCaM) WJIM B HA4YaJie JieJia TOMENIAETCS NHUIIUATUBHBIN IOKYMEHT, 3aT€M — TOKYMEHT C
OKOHYATEJIbHBIM PENIEHUEM BOIPOCa, Jajee —IOKYMEHThI, OCBEIIAIOIIUe XOJ PEeIICHUs
BOIIpOCA.

160. Bce 70KyMEHTBI OTYETHOTO U MH(DOPMAITMOHHOTO XapaKTepa M0 UCIIOJHEHUIO aKTOB
Y MOPYYEHUN BBIIMIECTOSIIUX OpPraHU3aluid, B KOTOPBIX OpraHu3alus SBISIACh OCHOBHBIM
UCTIOHUTENEeM, (GOPMUPYIOTCS B OT/ACNIbHBIE Jeja [0 HAIpaBICHUSIM JESITEIbHOCTU
opranu3anuu. B ocTanbHBIX CilydasX 3TU JOKYMEHTHI MOJIIMUBAIOTCS B JEJI0 MEPEMUCKH 3a
TEKYIIUHU TOJI.

161. PactiopsiquTenbHble JOKYMEHTHI TPYNIUPYIOTCS B Jejia M0 BUJAM U XPOHOJIOTHH C
OTHOCAIIMMUCS K HUM MPWIOKEHUAMU. WHCTpYKUHMM, NpaBHUIIa, IMOJOXKEHUS, YCTaBbI,
YTBEPKJICHHBIE PACIOPSAIUTEIBHBIMU JOKYMEHTAMHM, SIBIISIIOTCS MPUJIOKEHUSIMU K HUM M
IPYIIUPYIOTCS BMECTE C YKa3aHHBIMU JOKyMeHTaMu. Eciiu jke OHM yTBEpK/I€HBI B KAUECTBE
CaMOCTOSITEJILHOTO IOKYMEHTA, TO UX TPYIIUPYIOT B OTJEIbHBIE JEa.

162. Ilpukassl (pacnopsiKeHUs1) IO OCHOBHOM JIEATEIbHOCTH, MPUKa3bl (PACIOPSIKEHMS)
M0 JINYHOMY COCTaBY, aJIMUHUCTPATUBHO-XO3IUCTBEHHOUN NEITEIBHOCTH (POPMUPYIOTCS B
OTJICJIbHBIC JIeTIa.

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

164. ITepenucka rpynnupyeTcs 3a JIeJIONPOU3BOICTBEHHBIN IOl U CUCTEMAaTU3UPYETCS B
XPOHOJIOTUYECKOW IOCIEI0BATEIbHOCTH, MPU 3TOM JIOKYMEHT-OTBET ITOMEIIAETCS 3a
TOKyMEeHTOM-3anpocoM. [Ipu BO30OHOBIEHHM MEPENUCKU IO OMNPEICICHHOMY BOIPOCY,
HayaBIIEHCS B MPEABIAYLIIEM TOAY, JOKYMEHTHI BKIIOYAKOTCA B JEJI0 TEKYLIEro roja C
yKa3aHHEM MHEKCA Jiefia MPEeAbIIyIIero roja.



165. JIokyMeHTBI B JIMYHBIX J€JaX PacIoiararoTcs B XpPOHOJIOTHYECKOM IOPSIKE B
COOTBETCTBHH C UX MOCTYIJICHUEM.

166. Jlunesbie cuera mo 3apaboTHOU Mmiate (GOPMUPYIOTCS B OTACIBbHBIE Jeja U
pacnoJiaratotTcs B HUX B ali(aBUTHOM NOpsAJIKe paMuiinii paOOTHUKOB.

167. TpynoBbie JOTOBOPHI (POPMUPYIOTCS B COCTABE JUYHBIX JI€J WU OTIEIbHO B
andaBUTHOM TMOpsiKe haMIHil paOOTHUKOB.

168. Cnucku (U3MYECKUX JUL U AOKYMEHTBI, MOJATBEPXKAAIOIINE NEPEUUCICHUE
00s13aTeNIbHBIX TEHCUOHHBIX B3HOCOB, 0053aTEJIbHBIX MNPOPECCUOHATBHBIX MEHCHOHHBIX
B3HOCOB B €/IMHBII HAKONMUTEIbHBIA TEHCUOHHBIA (POHI, POPMUPYIOTCS B OAHO JEIIO.

Crincku GpU3MYecKuX JUI U JOKYMEHTBI, TOITBEPIKIAI0IIUE IEPEUUCIICHNE COIIMATbHBIX
OTUYUCIEHUH, POPMUPYIOTCS B OJHO JEIIO.

Crncku GU3MYECKUX JUI] U IOKYMEHTBI, TOATBEPKAAIOIINE MEPEUNCICHNE B3HOCOB 110
0053aTEIbHOMY COLIMAJIbBHOMY MEIUIIMHCKOMY CTPaXxOBaHMIO, (POPMUPYIOTCS B OJHO JEIIO.

169. [lnaHbl, OTYETHI, CMETHI, JUMHUTHl M IITAaTHbIE pacnucaHus QPOpPMHUPYIOTCS B
COOTBETCTBYIOIIME JI€JIa TOrO rofa, HAa KOTOPBIM HIJIM 3a KOTOPBIA OHU COCTAaBJIEHBI,
HE3aBUCUMO OT JaThl UX COCTABJIEHUS, YTBEPKICHUS WIH MMOCTYIUICHHUS.

170. Ob6pamenus GU3NIECKUX U IOPUTUIECKUX JTHI] GOPMHUPYIOTCS B JieJia 110 BOIIPOCaM,
HaIpaBJICHUSM JEATEIbHOCTH OPraHU3alMu WM aJMUHUCTPATUBHO-TEPPUTOPHUATBHBIM
enunuuaM. [lpu He3HaunTEeNBbHBIX 00BEMaxX 0OpalleHul JoImycKaeTcsl (poOpMUPOBAHUE AET IO
(dbammisIM aBTOPOB 00pallieHui B ai)aBUTHOM MOPSIJIKE.

171. DnexTpoHHBIE JOKYMEHTHI W 0a3bl NaHHBIX (QOPMHUPYIOTCA B Jena (Manku) B
COOTBETCTBHH C HOMEHKJIATYPOU JIeNl OpraHu3aliu, OTAEIBHO OT JOKYMEHTOB Ha OyMa)KHBIX
HOCUTEIISIX, Ha BBIJEJICHHOM HOCHUTEeJIe HWHQOopMauuu. OJIEKTPOHHBbIE Oa3bl JaHHBIX
(dbopMupyIOTCA B OTACIBHBIE JIe/1a, HAMMEHOBAHHE JI€J1a COOTBETCTBYET HAMMEHOBAHUIO 0a3bl
JaHHBIX.

IMaparpa¢ 12. ITopsamox odpopmueHus e

172. Jlena opranu3anuu mojjiexar opopMICHHUIO MPU UX 3aBEJICHUH U TI0 3aBEPIICHUU
roja Juisi IOJArOTOBKH Jefia K XpaHeHuto. OgopmieHue aena BKIOYAeT B ce0s KOMILIEKC
paboT Mo oMMCaHUIO Jieia Ha 00J0KKe, OPOIIIOPOBKE, HyMEPALIMH JINCTOB U COCTABIICHUIO
3aBepuTeNbHON Haamucu. OdopmiieHue Aen MPOBOAUTCS OTBETCTBEHHBIM JIMIIOM 32 BEJCHHE
JIETOTPOU3BOICTBA CTPYKTYPHOTO TMOJApA3/ACNICHHs, MPU METOJMYECKON MOMOIIU U TOJ
KOHTpoJieM ciryx0b1 IOV

173. B 3aBUCHUMOCTH OT CPOKOB XpaHEHHUsS MPOBOJMUTCSA IMOJIHOE WM YaCTUYHOE
opopmiienre nen. IlomHoMy odopmileHHIO MOJJEkKAT Jejia MOCTOSSHHOIO, BPEMEHHOTrO (
ceoimie 10 5er) XxpaHeHus M 1O JUYHOMY coctaBy. [lonHoe odopmieHue nena
npeaycMaTpuBaeT opopMIIEHHE PEKBU3UTOB OOJIOXKKHU Jelia, HyMepaluio JIMCTOB B JIETeE,
COCTaBJICHUE JINCTA-3aBEPUTEINS Jiea, Mo (OpME COTJIACHO MPUIIOKEHUIO 27 K HACTOSALIUM



[IpaBmiam, cocraBieHWE BHYTPEHHEW OMUCH JOKYMEHTOB Jeja, 1mo ¢opMme COTrJacHO
npwioxkeHuto 28 k HacrosuuMm llpaBunam, MOAIIMBKY WM TEpeIUieT Jeja, BHECCHHUE
HEOOXOMMBIX YTOYHCHHUH B PEKBU3HUTHI 00JI0KKH JIeTa.

174. Ha o0noxke aeiia MOCTOSIHHOTO, BpeMeHHOro (cBbiiie 10 yeT) XpaHeHus U 1o
JMYHOMY COCTaBY YKa3bIBAIOTCS CIEAYIOIIUE PEKBU3UTHI:

1) HauMeHOBaHKE OpraHU3AlMK, HAUMEHOBAHHUE CTPYKTYPHOTO MOAPA3ICTICHUS;

2) HAaMMEHOBAaHUE HACEJIEHHOIO ITYHKTa, B KOTOPOM AMCIONMpPOBaHa OpraHu3alus, HOMep
(MHACKC) nena;

3) 3aroJIoBOK Jielia, Jlata jiefa (TomMa, 4acTH), KOJIUYECTBO JJUCTOB B Jielie, CPOK XPaHECHUS
1ena;

4) apxuBHBIN mudp gena.

175. PexBU3UTHI, MPOCTaBIsIEMbIE Ha O0JIOKKE JIeJia TOCTOSSHHOTO, BPEMEHHOTO (CBBIIIIE
10 net) xpaneHus, opOPMIISIFOTCS CIICTYIOIIUM 00pPa30M:

1) HanMeHOBaHWE OpPraHU3AIMA B COOTBETCTBHH C YUPEAUTEIBHBIMU JTOKYMEHTAMU
YKa3bIBaCTCs MOJHOCThIO B UMEHUTEIBHOM MaJIeke, ¢ YKazaHueM O(HUIIMAIbHO MPUHSITOTO
COKpAILlEHHOTO HaWMMEHOBaHHUS, KOTOPOE YKAa3bIBAETCA B CKOOKaxX MOCJE MOJHOrO
HAaWMEHOBAaHUS,;

2) HaMEHOBAaHHE CTPYKTYPHOTO MOJApa3/eNeHUs 3alHChIBACTCSI B COOTBETCTBUU C
YTBEPKJICHHON CTPYKTYpO#, HOMEp Jiefa - MpocTaBisieTcs mudpoBoe 0003HaueHNE (MH]IEKC)
Jiesia 10 HOMEHKJIaType JieJl OpraHu3allly;

3) 3arojoBOK JeJia MEPEHOCUTCS U3 HOMEHKJIATYPhI Jell, aTa Jena - yKa3blBaeTcs rox (-
bl) 3aBEJIEHUST M OKOHYAaHUA Jejia B JenonpousBoicTBe. [latoii gen, comepxamux
pacnopsIIUTENbHYIO JTOKYMEHTAIMIO, @ TAKXKE COCTOAIIMUX M3 HECKOJIbKHX TOMOB (4acTen),
ABJISIIOTCSI KpalHWE JaThl IOKYMEHTOB J€Jia, COOTBETCTBEHHO JaTa (YMCI0, MECSIl, TOJ)
perucrpanuu (COCTaBICHHS) CAMOI'O PAHHETO U CaMOT'0 MO3AHET0 JOKYMEHTOB, BKIFOUEHHBIX
B neno. JlaToil nmpuioxkeHus K aeny, chOpMHUPOBAHHOMY B OTJAEIbHBINA TOM, SIBIISIETCS JaTa
pErucTpaliid OCHOBHOTO IOKYMEHTA, MPUJIOKEHHE K KOTOPOMY MOMEIIEHO B 3TOT ToM. [Ipu
3TOM YHCJIO U TOJ 0003HayaroTca apaOCkumMu HudppamMu, Ha3BaHHE MeECSALA MHUIIETCS
MOJIHOCTBIO CJIOBaMH.

176. B nensx oOecrneyeHUs: COXPAaHHOCTH M 3aKPEIUICHHS MOPAJIKA PACTIOJIOKEHUS
JOKYMEHTOB, BKIIFOUEHHBIX B JIEJIO, BCE €T0 JIUCTHI, B TOM YKCII€ PE30JIOINH, COCTABIICHHbBIE
Ha OTJENBHOM JHCTe ((DUIIKHN), KPOME JINCTA 3aBEPUTEIIS U BHYTPEHHEH OMHICH, HyMEpPYIOTCSI.
JIMCTBI HYMEPYIOTCSI YEPHBIM, MSITKUM, TPadUTOBBIM KapaHAaIioM, IUGPhIl MPOCTABIISIIOTCS B
MIpaBOM BEPXHEM YTIIy JIUCTA.

177. Ilopsimok HyMepaluu JUCTOB JAena:

1) nuct 6onee dhopmata A4, MOAIUTHIN 3a OUH Kpail, HyMepyeTcs Kak OAWH JIUCT B
MPaBOM BEPXHEM YTIIy;



2) TOKyMEHTHI C COOCTBEHHOW HyMepaluen JUCTOB, B TOM YHWCIIE TIeYaTHbIC U3AaHUs,
MOT'YT HyMEpPOBAThCS B 00IIIEM TOPSIIKE UM COXPaHSATh COOCTBEHHYIO HYMEPAIIUIO, €CJIA OHA
COOTBETCTBYET MOPSIAKY PACIOJIIOKEHHUS JINCTOB B JICIIE;

3) JIUCTBI JIeJ, COCTOSIIITUX U3 HECKOJIBKUX TOMOB WJIM YacTel, HyMEPYIOTCS 10 KaKIOMY
TOMY WJIM YaCTH OTJIENBHO;

4) pororpadum, yepTexu, TMarpaMmMbl U JPYrue WUIIOCTPATUBHBIE U CIIEU(PUIECKUE
JIOKYMEHTBI, IPEACTABISIONINE CAMOCTOSITEILHBIN JIUCT B JeJie, HyMEPYIOTCsI Ha 000POTHOM
CTOPOHE B JIEBOM BEPXHEM YIIy;

5) moAMUTHIEC B 1€JI0 KOHBEPTHI C BIIOKEHUSIMU HYMEPYIOTCS — CHauajaa KOHBEPT, a 3aTeM
O4YepEeTHBIM HOMEPOM KaxKJI0€ BJIO)KEHUE B KOHBEPTE;

6) NPUIOXKEHUS K JAeNly, MOCTYNHUBIIHME B IMepemiere, opopMISIOTCS Kak
CaMOCTOSITEJIbHBINA TOM U HyMEPYIOTCS OTAEIbHO;

7) B cinydasix oOHapyKeHUs OOJIBIIOrO YMClia OMIMOOK B HyMEpalluH JUCTOB Jeja
MPOBOJAUTCS HUX IMepeHyMmepanus (Mpu NepeHyMepaluu JUCTOB CTapble HOMepa
3a4EpKUBAIOTCS U PAJIOM CTABUTCSI HOBBI HOMED JIMCTA, B KOHIIE JI€JIa COCTABISAETCS HOBBIN
JIUCT — 3aBEPUTEIIb, IIPU 3TOM CTaphIi JIUCT — 3aBEPUTEIIb 3aU€PKUBAETCS, HO COXPAHSIETCS B
nene);

8) Mpu HATUYUU OTJEIBHBIX OIIMOOK B HYMEpaIlMH JUCTOB JOMyCKaeTcs ynoTpeOieHne
JUTEPHBIX HOMEPOB JIUCTOB.

178. Tlocne 3aBepuieHHUs] HyMEpALMKU JIUCTOB COCTABIISIETCS 3aBEpUTENIbHAS HAIINUCH,
KOTOpasi MOJIIKUCHIBACTCS €€ COCTABUTEJEM C YKa3aHHEM paciIu(pOBKYU MOAIMUCH, TOJKHOCTH
U JaThbl COCTABIICHUSI.

Bce nocnenyronye u3MeHEHUsI O COCTaBE U COCTOSIHUM Jiesia (MMOBPEXKACHUS, U3BATHE
JOKYMEHTOB) OTMEUAIOTCS B JIUCTE — 3aBEPUTEIIE CO CCHUIKOM HA COOTBETCTBYIOIIUM aKT.

KonuuecTBo JUCTOB B Jiejie MPOCTABIISIETCSI Ha 00JIOKKE Jiejia B COOTBETCTBUM C UTOTOBOM
HA/JIIUCHIO.

179. PexkBu3ut "cpok XpaHeHus Jena" MEepeHOCUTCS Ha OOJIOKKY Jena u3
COOTBETCTBYIOIIEH HOMEHKIIATYPHI JIeJT ITOCJIE CBEPKH €r0 CO CPOKOM XPAHEHUS, YKa3aHHBIM B
NEPEYHAX TOKYMEHTOB, C YKa3aHUEM CPOKOB XPaHEHUS.

180. Ha nenax noCTOSSHHOTO XpaHEHHUs nuiIeTcs — " XpaHUTh NOCTOSTHHO'.

181. ApxuBHbIi mudp nena (COCTOUT U3 HoMepa (HOHJIa, HOMEpa OIUCH M HOMepa Jielia
10 OTHUCH) Ha 00JIOKKaX JIeJI MOCTOSIHHOTO XPaHEHUS TPOCTABIISIETCS B apXUBE TOJBKO MOCIIe
BKJIFOUECHHUS ITHUX JIed B pa3jeibl CBOAHBIX omuced, yrBepxkaeHHbXx JIIK (10 »Toro on
MIPOCTABJISCTCS KapaHIaIIoM).

182. ITo okoHYaHWM TOJa B HAJMKUCH HA OOJIOKKAX JIe7T TOCTOSIHHOTO U BPEMEHHOTO (
cbiie 10 yer) xpaHeHus: BHOCSTCS YTOUHEHHUS] — MIPU HECOOTBETCTBUM 3arojioBKa JieNl Ha
00JIOKKE COACPKAHUIO MOAIIUTHIX JTOKYMEHTOB B 3aroJIOBOK Ji€ja BHOCSTCS U3MEHEHHUS U
JOTIOJTHEHHSI.



183. /Ins yyera TOKYMEHTOB OIPENEIIEHHBIX KaTerOPUU MOCTOSIHHOIO U BPEMEHHOIO
cpokoB (cBeimie 10 ner) XxpaHEHHs, y4eT KOTOPBIX BBI3bIBAECTCS CHEHU(UKON TaHHOU
JTOKyMeHTaIu (0co00 IIEHHBIE JOKYMEHTHI, JTUYHbBIC JIeJa, IPUKA3bl, TPOTOKOJBI U APYTHE),
COCTaBJISICTCSI BHYTPEHHSS OMUCH JIOKYMEHTOB.

BHyTpeHHSsIsl ONKCH IOKYMEHTOB JIeJla COCTABIISIETCA TAaK)KEe Ha Jieja MOCTOSIHHOTO U
BpeMeHHOro (cBeiiie 10 jeT) XpaHeHus, ecii OHH CHOPMHUPOBAHBI MO PA3HOBUIHOCTSIM
JOKYMEHTOB, 3ar0JIOBKM KOTOPBIX HE PACKPBIBAIOT KOHKPETHOE COJEPKAHUE IOKYMEHTOB.

184. JIOKyMEHTBI, COCTABJIAIOIINE €0, MOJAIMIMBAIOTCS HE MEHEE, YEM Ha YEThIpe
MpOKOJa B TBEPAYI OOJIOXKKY M3 KapTOHA WJIM MEPEIUIeTAlOTCs C YYETOM BO3MOXKHOTO
CBOOO/IHOTO YTEHHUSI TEKCTa BCEX JOKYMEHTOB. [IepBblil U mociieIHUI TPOKOA MPOU3BOASITCS
Ha PacCTOSIHUM OJTHOTO CAHTUMETPA OT BEpXHEH (HUXKHEeW) rpaHullbl Jucta. [Ipu moaroroBke
JIeNT K TOAIMBKE (MIEPEIUIeTy) MEeTaJUTMUECKUE CKperyieHus (0yJIaBKH, CKPETIKH U JPYTHUE) U3
NOKYMEHTOB YJAJISFOTCS.

185. [lena BpemeHHOro (10 10 JIeT BKIIOYUTENBHO) XPAaHEHUS JIOITyCKAETCS XPaHUTh B
CKOPOCIIMBATENSAX, HE TPOBOAUTH NEPECUCTEMATU3ALINIO TOKYMEHTOB B €€, JINCTHI Jea HE
HYMEpPOBATb, 3aBEPUTEIIbHBIE HAAMKUCH HE COCTABIATh.

186. Ilpu dyukmonupoBannu B opranuzanuu COJl odbopmieHue e 10KyMEHTOB Ha
OyMa)kKHBIX HOCUTEJIAX OCYIIECTBISECTCS MPU MPOBEPKE C aBTOMATUYECKH CHOPMUPOBAHHBIMU
onucsmu aein B COJI.

IMaparpad 13. ITopanok omepaTHBHOTO XpaHEHHU JOKyMEHTOB

187. Tlocne 3aBepilieHUs] B JEIONPOU3BOJICTBE JHOKYMEHTHI A0 MEpPEJauyd B apXUB
OpraHu3alliy B TEYEHUE OJIHOTO T'0Jla XPAHATCA B Jiejax M0 MECTY UX (OPMHUPOBAHUSI.

188. ITocne 3aBepuieHUs: B AEIONPOU3BOACTBE JOKYMEHTHI HA OyMaKHBIX HOCUTENSIX J10
nepeJayy B apXWB OpPraHU3allid B TEYEHHUE OJHOTO roJia XpaHATCA B JIeNIaX MO MECTY UX
(bopMHpOBaHUs, FNEKTPOHHbBIE JOKYMEHTHI — B CO/I.

189. Cnyx6a JJOVY, pykoBoauTeNIH CTPYKTYPHBIX MOJpa3AeieHUN OpraHU3aIu
o0ecrneurBalOT COXPaHHOCTh AOKYMEHTOB U jen. [lena xpanarcs B mkadax u ceridax B
pabounx KaOMHETax WU CIEeLUaIbHO OTBEICHHBIX AJISl ATOM IeJIM TOMEIIECHUSIX.

190. Jlena pacmnonararoTcsi B COOTBETCTBUM C YTBEPKJICHHOW HOMEHKJIATYypOH Jei
OpraHu3alliy, Ha KOpeIIKax 00JI0KEK YKa3bIBAKOTCS UX UHJIEKCHI.

191. Bbimaua nen BO BPEMEHHOE MOJIb30BAHME OpraHu3alysM MPOU3BOAUTCS Ha
OCHOBAHHMH MUCBMEHHOI'O OOpAILEHHs U TOJIBKO C pa3pelieHus] pyKOBOAMUTENS OPraHU3aLUU.
Brimaua gen AgpyruM MojJpas3felieHUsM OpPraHU3alUu MPOU3BOJUTCS C pa3pelieHUs
PYKOBOJUTENS CTPYKTYPHOTO MOAPA3/AEIEHU, @ BHYTPU CTPYKTYPHOT'O MOAPA3AEIEHUS - IO
pacnucky.



Ha BbpImaHHOE A€JI0 3aBOAUTCS KapTa-3aMECTUTENb Jieda. B Hel ykKa3bIBarOTCA
CTPYKTYPHOE TIOJpa3/ei€HNUEe, UHJIEKC JieNa, JaTa €ro BbIIa4M, KOMY JIeJIO BBIAAHO, /1aTa €ro
BO3BpAIIEHUS, TTPEIyCMaTPUBaOTCs rpadbl 71 pACTIMCOK B TIOTYUYECHUU U TIPUEME JIeTia.

192. 3bsiTHe JOKYMEHTOB U3 JEJ MPOU3BOJIUTCS B COOTBETCTBUU C 3aKOHOJIATEIILCTBOM
PecryOommmku KazaxcraH, mpu 3TOM B JI€JI0 BKJIAIBIBAIOT KOMUU U3BATHIX TOKYMEHTOB H aKT (
IPOTOKOJT) 00 U3BATUH MOITUHHUKOB.

193. B ciyudae yTpaThl JOKYMEHTOB U JieJl TPOBOAUTCS CIYKEOHOE pacciieJoBaHUE, 10
pe3yibTaTaM KOTOPOTO CTABUTCS BOMPOC 00 OTBETCTBEHHOCTH BUHOBHOTO JIMIIA B UX yTpaTe.

ITaparpa¢ 14. Ilopanok nepemaqm el B apXUB OpraHU3aHH

194. Ilepemaua nen U3 CTPYKTYPHBIX MOJApPA3AEICHUN B apXUB OpraHU3alnU
OCYIIECTBIISECTCS MO OMUCSAM JI€J, COCTABISEMBIM MO Pe3yJbTaTaM IKCHEPTU3bI IIEHHOCTH
JIOKYMEHTOB U JIeJl, 3aBEPIICHHBIX B JIETONPOU3BOACTBE. [JokyMeHTsl BpemeHHoro (a0 10 et
BKJIFOYUTEIHLHO) XPAHCHUS TIEPEAA0OTCS B apXUB OpraHU3aIliy 110 HOMEHKIIAType Jel.

195. Onucu aen cocTaBisitOTCS OTACIBHO Ha Jielia MOCTOSHHOTO, BpeMeHHOro (cBbie 10
JIET) XpaHEHHs U M0 JUYHOMY COCTaBY IO (pOpMe COTIacHO MPHUIIOKEHHIO 29 K HACTOAIIUM
IIpaBuitam.

196. I'padpl omucy nen 3amojHSIIOTCS B TOYHOM COOTBETCTBUH C TEMH CBEJICHUSMH,
KOTOpBhIE BBIHECEHBI Ha OO0JIOKKM Jen. [Ipu BHECEHHWHM B OMUCH J€Jd MOAPST AT C
OJIMHAKOBBIMH 3aroJIOBKaMU MUIIETCS MOJHOCTBIO 3arojJ0BOK NEPBOTO Jeja, BCE OCTaIbHbIE
OJIHOPOJIHBIEC Jeia 0003Ha4yarTCs CIOBOM '"TO ’ke", MpU 3TOM JpYyTrHe CBEICHHUS O HUX
BHOCSITCSI B OMHUCHh MOJHOCThIO. Ha HOBOM JHMCTE OMHCH 3aroj0BOK OJHOPOJHBIX €I
BOCIIPOU3BOJIUTCSA MOJHOCTHIO.

197. Kaxnoe geno (Tom, 4acTh jAejla) BHOCHUTCS B OMHMCH IOJI CAMOCTOSTEIbHBIM
MOPSAIKOBBIM HOMEPOM.

198. I'padha omucu "llpumeuanue" uCnonb3yeTcs i NPOCTAHOBKUM OTMETOK 00
OCOOCHHOCTSIX (PU3MYECKOTO COCTOSHHS Jeia, Mepeaade Jiefa IpyroMy CTPYKTYpPHOMY
MOApPA3ACICHUIO (IPYyTroi OpraHu3aIlim).

199. Onuce nen coctaBisieTcsl B JABYX 3K3EMILISIpax, OJUH U3 KOTOPBIX MepeaaeTcs
BMECTE C JIeJIaMU B apXUB OPraHU3alllH, a BTOPOM — OCTAETCA B KAYeCTBE KOHTPOJHHOTO B
CTPYKTYPHOM IOJIpa3/IeICHUH.

200. ITpaBuibHOCTH POPMUPOBAHUS U MTOATOTOBKH JIEN K NIEpeiaue B apXUB OpraHU3alNU
npoBepsercss ciyxOoi JIOY. HMMeronuecss HapylleHHs YCTPAHSIOTCS CTPYKTYPHBIM
MOAPA3AECICHUEM OPTraHU3alIUH.

201. IIpuem kaxaoro jaeja MPOU3BOIUTCS paOOTHUKOM, OTBETCTBEHHBIM 3a apXHB
OpraHu3allid, B MPUCYTCTBUHU paOOTHUKA CTPYKTYPHOTO Toipa3aenenus. [Ipu stom Ha 06omx
AK3EMIUISIpax OMUCU MPOTUB KaXJOTo Jejia, BKIOUYEHHOTO B Hee, JelaeTcs OTMETKa O
HaJUYHH JIefa. B KOHIEe KaK0ro 3K3eMIUISIpa OMMCH YKa3bIBAIOTCS IUGpaMU U MPOMUCHIO



KOJIM4YECTBO (PaKTHMUECKH MPUHATHIX e, Jara Mpuema-nepesadyu Jei, a Takke MOIIUCU
pabOTHHKA, OTBETCTBEHHOI'O 3a ApXUB, U JIUIIA, IEPEAABIIIETO JIETa.

202. BMmecte ¢ fenaMu B apXyB OpraHU3alliy NEPEAIOTCS PErUCTPALIMOHHBIE KAPTOTEKH
Ha JOKYMEHTHI U (WJIM) IpOrpaMMHBIE CPEJICTBA, Oa3bl TaHHBIX, COEpKalIue HHHOPMAIIUIO O
pErucTpalyy U UCIIOTHEHUH NIEPEIaBAEMbIX JOKYMEHTOB. 3aroj0BOK Ka)K0W KapTOTEKH WA
0a3bl JaHHBIX BKJIIOYAETCS B OIMHKCH.

203. B cinydae JMKBUAALMU CTPYKTYpHOTO mojpazaeicHus, dunuana (
IIPEJCTABUTENBCTBA), JHUIO, OTBETCTBEHHOE 3a BEICHHUE [EJIONPOU3BOJCTBA JIAHHOTO
CTPYKTYpHOrO mojpa3zaeieHus, ¢unuana (MpeacTaBUTENbCTBA), B MEPHUO] NPOBEIACHUS
JUKBUIAUMOHHBIX MEpONpUATUN (OPMHUPYET BCE HMEIOLIUMECS TOKYMEHTHI B Jela,
oopMIISET eia U TIEpelaeT uX B ApXUB OpraHU3alMi HE3aBUCHMO OT CPOKOB XpaHEHHUS.

204. B ciiyyae NTUKBHJALMKM OpPraHU3alUM B NEPUOJ NPOBEACHUS JIMKBUIALMOHHBIX
MEpOMPUITUNA JOKYMEHTHl MO JIMYHOMY COCTaBy OQOPMISIOTCS W MepefalTcs B
COOTBETCTBYIOIIUHI TOCYJAPCTBEHHBIN apXUB.

[Iepenaua gen ocyniecTBIsAETCS MO OMUCIM A€l U HOMEHKJIAType JIe.

IIpunoxenue 1
k [IpaBunam 1OKyMEHTUPOBaHMSI,
YIIPaBJICHUS JOKYMEHTaUEH U
HCIOJIb30BAHUS CUCTEM
3IEKTPOHHOI'O JOKYMEHT0000poTa
B TOCY/IapCTBEHHBIX
HETOCYIaPCTBEHHBIX OPTaHU3ALMIX

CxeMa pacmoiIoKeHHA PEKBH3UTOB JOKYMEHTA
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IIlpumMmeganune:
1 - m3o06pakenue ['ocymapcrBennoro ['epba Pecy6nukm Kazaxcran mmu 3MOIeMBbl,
JOTOTHUIIA, TOBAapHOTO 3HaKa (3HaK 00CIy>KUBaHHUS)



2 - OCl)HHI/IaHBHOG HAaMMCHOBAHHUC opranuianunuu

3 - COpaBOYHBIC JNaHHEIE 00 OpraHu3zanuu

4 - HaWMMEHOBAaHHUE BUlA JOKyMEHTaA

5 - marTa JTOKYMEHTa

6 - perucTpauuMoHHBIK HoMep (MHAEKC) JOKYMEHTa

7 - cchUIKa Ha PETHCTPAIIMOHHBIN HOMEp (MHIEKC) M JaTy BXOJSIIEro JOKyMEHTa
8 - MecTO COCTaBJIEHUS UJIU U3JAaHUA JOKYMEHTa

9 - rpud orpaHuueHus JOCTyma K JOKYMEHTY

1 0 — aagpecar

11 - rpud YTBEPKICHUSA JOKYMEHTA

1 2 — pe3o0NwIlusH

13 - 3aroJ0BOK K TEKCTY JOKyYMEHTA

14 - OTMETKa 0 KOHTpoOIE

15 - TEKCT JOKYyMEHTaA

16 - oTMeTka O HaJlU4YUM NOPUIOKEHUSA K JOKYMEHTY
1 7 — 0O JJII U C b

18 - OTMETKa 0 corjJacoBaHUHU JTOKYMEHTA

19 - OTTHCK nmevyarTHu

20 - oTrmMeTka O 3aBE€pEHHUM KONHUH JOKYMEHTa
21 - oTMeTKa 00 UCIOJHUTENE  JAOKYMEHTa

22 - orMeTka 00 HMCHOJIHEHHUM JOKYMEHTAa M HaNpaBJIE€HUHU €ro B JAEJO
23 - HUJAEHTUPUKATOP DJIEKTPOHHOW KOMUM JOKYMEHTa
24 - oTMETKA O MOCTYIUIEHUN JOKYMEHTA B OpPraHU3aLHIo

IIpunoxenue 2
k [IpaBunam JOKyMEHTHPOBaHMUS,
yTpaBIeHUS TOKyMEHTALUEH 1
HCTIONIB30BAHMSI CHCTEM
3JIEKTPOHHOT'0 JOKyMEHTO000poTa
B TOCYJapCTBEHHBIX U
HETOCYAapCTBEHHBIX OpraHU3aIUIX

dopma



1

'EE.FDJ'IOBOK K TeRCTY IMHCBMA

BIaHK MHECEMA OpTaHH3AITHH

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

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

- (cchINKa HA HOMep H JaTy
| BXOJAIEro JOKyMeHIa)

®dopmar A4 (210X297)

IIpunoxenne 3
k [IpaBunaM OKyMEHTHPOBAHMUS,
yTpaBICHUS TOKyMEHTALUEN U
UCIIOJIb30BAHMSI CHCTEM
3JIEKTPOHHOT'O JOKYMEHT0000poTa
B TOCYZIapCTBEHHBIX U
HErOCYJapCTBEHHBIX OpPraHU3aLUsIX

dopma




baaHk KOHRKPETHOTI0 BEHTA TOKYMEHTA OPraHH3IAIIHHA

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

OdHIHATEHOS HAHMEHOBAHHE
OpTaHH3aIHH
(Ha rocyJapcTBEHHOM A3BIKE)

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

HanMmeHOBaHHE BHIA
IOKyMeHTa

HanMeHOBAHHE BHIA

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

(Ha rocyJapcTBeHHOM S3BIKE)

MecTo H3TaHHA
(Ha pycCKOM HITH HHOM A3BIKE)

@EIDHOBDK K TEKCTY JOKYMEHTA 1

®opmar A4 (210X297)

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

dopma



O0mui 0,1aHK OPraHA3aNHA

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

OdHHATEHOE HAHMEeHOBaHHE
OpraHH3alHH
(Ha rocyJapCcTBEHHOM A3BIKE)

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

(mata)

Ne

MecTo H3JaHHA
(Ha rocyJapcTBEHHOM A3BIKE)

MecTo H3TaHHA
(Ha pycCKOM HJIH HHOM A3BIKE)

[3aromorok k TekcTy mokymeHTa

=

®opmar A4 (210X297)

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

dopma




JHCT COI'TACOBAHHA

HamMeHOBAHHE BHIOA IMpOEKTa JOKYMEHTA, 3ar0JI0BOK K TERKCTY

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

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

dopmar A4 (210X297)

[Ipunoxenne 6
k [IpaBunam 1OKyMEHTUPOBaHMSI,
yIpaBieHUs TOKyMEHTalUe! 1
UCIIOJIb30BAHUSI CHCTEM
3IEKTPOHHOI'0 JOKYMEHT0000poTa
B TOCYAapCTBEHHBIX U
HETOCYapCTBEHHBIX OpraHU3aIHsIX

®opma



ToRapHIIECTED ¢ OTPAHEYEHHOH
KAJAKCTAHIBME HOCTHTYThI» OTEETCTEEHHOCTRID

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

AV ANKEPIILTIT] MEeKTey i CepiKTECTIr

BYIPBIK IIPHKA3

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

I B
O EHeCeHHH HIMeHeHHHA B

JO0KHOCTHbIE HHCTPYKIHH
COTPYAHHKOB

o
Ly

B cBaznc

(ocroBanmme)

ITPHKA3BIBAIO:

1. BHeCTH B JOCKHOCTHBIE HHCTPVKIHH CcOTpyaHukoE TOO cmemyroimue
H3MeHeHHA:

1)

2)

2. KOHTpOIE 3a HCOOMHEHHEM HACTOAIIET) MPHKA3A BO3IOXKHTE HA

I'eHepanbHBIH THPEKTOP (mogmmHcE) (pacmudpOEKa MOANHCH)

(OTMeTEAa O COTTIACOBAHHH:

®dopmar A4 (210X297)

ITpunoxenue 7
k [IpaBunam 1OKyMEHTUPOBaHMSI,
yIpaBIEeHUs TOKyMEHTaluuel u
HCIOJb30BAHUS CUCTEM
JIEKTPOHHOTO JOKyMEHTO000poTa
B TOCYIapCTBEHHBIX U
HEToCyJJApCTBEHHBIX OpraHU3aLUsIX

®opma



ToBapHImMecTIED ¢ OTPAHE9eHAOH
OTEETCTEEHHOCTRID

U WEYHEIEPIIMOIEIBIEVIIH |
KA3AKCTAHBIK HHCTHTVTEI»
HHHOBAIIHATBIK OPTAJIBIFBI»

«HHHOBAITHOHHBIHA IIEHTP

«KA3AXCTAHCKHHA HHCTHTYT

MOJEJIHPOBAHHA CHCTEM»

HAVANKePIIiTTi MeKTey Il cepiKTecTiri

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

 lr 7
| | Ilo THYHOMY COCTABY

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

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

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

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

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

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

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

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

I'eHepanbHLIE JHpPeKTOP TIOJIHCE pacmE(poEKa IOJIHCH
Buzer

O3HAKOMIEHEL:

dopmar A4 (210X297)

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



3IEKTPOHHOI'0 JOKYMEHT0000poTa
B TOCY/IapCTBEHHBIX
HETOCYTapCTBEHHBIX OPraHU3aINIX

®opma

ITporoxomn



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

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

IIpeacenarens — $.I11.0.

Cerperaps — 2 H.O. >_

IIpHcyTCTBOBANH: (KOIHYeCTBO) YelloBek (CIHCOK NpHIaraeTcd)
BeogHasn

HACTH

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

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

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

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

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

®dopmar A4 (210X297)

IIpunoxenue 9
k [IpaBunaM HOKyMEHTHPOBAHMUS,
YIIpaBJICHUS JOKYMEHTAIMSH 1



HCIOJb30BAHUS CUCTEM
JIEKTPOHHOT'O JOKyMEHTO000poTa
B TOCYIapCTBEHHBIX
HETOCYJapCTBEHHbIX OPraHU3aLNAX

®opma

S e S
HITH 3MOIeMa, IOTOTHII, TOBAPHEIH 3HAK (3HAK 00CTY:KHBAHHE) OpPraHH3aIHH

- OjunEaIbHOE HANMeHOBaHHE OjunuanbLHOEe HAHMEHOBAHHE

i OpraHH3ANHH OpraHH3aALHH

| (HaToCYZAPCTBEHHOM A3BIKE) (Ha pyccKOM HIIH HHOM S3BIKe)
R I e
g Ne

(nara)

e T e
((marocylapcTeeEEOM S3EKE) | | (HapycCKOM MM HHOM S3BKE)

r lr g
| | OO HTOrax npoBepKH ...

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

CocTaglIeH KOMHCCHEI B COCTaBe:

TIpencenarenbh KOMHCCHH

DOLKHOCTD, HHHITHATEL, (haMHIHg
H1eHB KOMHCCHH: 1.

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

IOLKHOCTD, HHHITHATEL QanMHIHg
TIpHCYTCTEOBATH:

DOLKHOCTD, HHHITHATEL, (haMHIHg

TeECT

CocTagneH B 2-X 3K3eMIUIIpax:
1-# 3E3eMILIEp: B Jemae 5-7
2-H 3K3eMILTIP. HAlpasIeH NpOoBepaeMOH OpraHH3alHe

Tpeacenare b KOMHCCHH MOANHCH  PacImH(pPOBKA MOIITHCH
YneHbl KOMHCCHH NOJNHCh  pacIDH(pPOBKA NOIIIHCH




115102017
ACTAHA KATACHL

Ny
O cocTosHHH padoThl MO

| HOATOTOBKe HHGOPMANHOHHOTO

| cnpaBouHaKa «Hcropus Kazaxcrana

 «KA3AKCTAH PECTIVEIHKACHI

®opmar A4 (210X297)

[Ipunoxenue 10
k [IpaBunaM JOKyMEHTHPOBAHMUS,
yIpaBJeHUS TOKyMEHTALUEH 1
UCIIOJIBb30BAaHMS CUCTEM
3NIEKTPOHHOTO JOKYMEHT0000poTa
B TOCYIapCTBEHHBIX U
HEroCyJJapCTBEHHBIX OpraHU3alnsIX

®dopma

MOJEHHET /KOHE CIIOPT TOCYJIAPCTBEHHOE
MHHHCTP.JIITTHIH VYPEKJIEHHE
APXEOTPA®HA JKOHE TEPEKTAHY | «HAIIHOHA/TbHBIH IEHTP
YIITTHIK OPTAJIBIFBL» APXEOTPA®HH H
HCTOYHHKOBEJIEHHA
PECIIVBIHKAJIBIK MEMJIEKETTIK MHHHCTEPCTBA KVJIBTVPBI H
MEKEMECI CHOPTA PECVETHKH

KA3AXCTAH»

N 03-05/171
| Topoa AcTaHa

- MHHHCTEPCTBO KyIbTYPbIH
cnopra Pecnydmnkn Kasaxcran

 B3apybexnpix apxmeax XVIXX®B) |

ol

JupexTop

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

TEKCT
TOIIIHCE E. KonbichaeBa

dopmar A4 (210X297)

IIpunoxenue 11
k [IpaBunaM ZOKyMEHTHPOBAHMUS,
yTpaBICHUS TOKyMEHTALUEN U
HCIIOJB30BAHUS CUCTEM

- PECOVEJIMKAHCKOE




3IEKTPOHHOI'0 JOKYMEHT0000poTa
B TOCY/IapCTBEHHBIX
HETOCYTapCTBEHHBIX OPraHU3aINIX

®opma
CopaBka
BT TG, T NI e R e
MOJIEHHET JKOHE CIIOPT TOCYJAPCTBEHHOE
MHHHCTP.IITTHIH YHPEAEHHE
. APXFOI'PA®HSA KOHE JEPEKTAHY | f «HAIIHOHAIbHBIH IIEHTP
| YJITTBIK, OPTAJIBIFBI» | | APXEOTPA®HH H
| HCTOYHHKOBEJIEHHA
. PECIIVEJIHKAJIBIK MEMUIEKETTIK | . MHHHCTEPCTBA KV.JIBTVPBHI H
: MEKEMECT : | CIOPTA PECI¥YETHKH
: - KA3ZAXCTAH»
.................... — AHBE T%MCIEABML
15.10.2017 g Ne 02-01/10
AcTaHa KAlachl ; ropog AcraHa
..... rjkm«ﬂmeﬁ» |

Asgmoeprenosa Kymexan XafiOymlopHAa padoOTaeT ITIABHBIM OYXTAITepOM
HanHoHATBHOTO HeHTpa apXeorpadHi H HCTOYHHKOBSISHHS.

JdupexTop MOIHCE E. KonbicbhaeBa

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

dopwmar AS (148X210)

[Ipunoxenue 12
k [IpaBunaM OKyMEHTHPOBAHMUS,
yIpaBICHUS JOKyMEHTALUEN U
HCIOJIb30BAHUS CUCTEM
3IEKTPOHHOT'O JOKYMEHT0000poTa
B FOCYJApCTBEHHBIX U
HETOCYyIapCTBEHHBIX OPraHU3alUsIX

®dopma

IInceMo



«BAPBIC» @; o AKnHOHEpPHOE 06IIECTBO

AKIHOHEP MK K0FaMBbI matEHm «BAPBIC»
............................................................................. obemysmEa [
Abaf g-me1. 10, Actasa ., 010000 ) mnp. Abag 10, r. Actana, 010000
Ten /daxe 8 (7172) 35-39-22, Ten /tpaxe 8 (7172) 35-39-22,
35-46-47 E-mail: Baris@mnbox.ru 35-46-47 E-mail: Baris@inbox.ru

19.03.2017 Ne 04-07/151

(ccBLTKA HA HOMep H JaTy BX.
JOKyMeHTa)

TOO «Kynarep»

HOpHIHYecKHIT 0T
op. PeickynoBa, 12, r. AIMAaThI,
020000

r 1
O npeTeH3IHH 0 TOTOBOPY

oT 15.03.2017 Ne 44/56

¥YEakaeMble rocoogal

B mapTHH NaKOKPACOYHBIX MATEpHAIOB, OTTPY:KeHHBIX Bawmm 28 1exabps
2016 roga no #xeIesHOIOPOKHOH HAKTIaTHOH Ne 324 B COOTBETCTEHH ¢ JOTOEOPOM OT
12 guBaps 2016 roga Ne 44/56, obHapy:keHO 3 JedopMHPOBAHHBIX BCIeJCTEHE yaapa
HIH HHOTO MEXaHHYeCKOTO BO3JSHCTBHA fAINHKA, O 4YeM CBHISTEIBCTEYET aKT OT
15 m™apra 2017 roma Ne 23, JlakoKpacodHBle H3JelIHA, HAXOQAIHecd B
NOBpekIeHHBIX AIMHKAX, pealH3alud He OoAnexar. Omnara [OapTHH ToBapa
TIpoH3BeIeHa HAMH B IIOJTHOM 00BeMe IIo cdeTy Ne 33-675.

TIpocrM Bac BO3MecTHTB NOHeceHHEIE HAMH YOBITKH B pasMepe 175 Tmic.
570 Tenre. CyMMY CIeOyeT MepedHCIHTE HA HAIN PacueTHBIH CUST.

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

C vBaxeHHeM,
KoMMepdecKHil THpeKTOp MOJMHCE  PACIIH(POBKA MOJIHCH

Hen. H. Tetpora
Tem 33-43-44

®opmar A4 (210X297)

IIpunoxenue 13
k [IpaBunaM JOKyMEHTHPOBAHMUS,
YIIpaBJICHUS JJOKYMEHTAIMCH 1
UCIIOIBb30BAaHMS CUCTEM



3IEKTPOHHOI'0 JOKYMEHT0000poTa
B TOCY/IapCTBEHHBIX
HETOCYTapCTBEHHBIX OPraHU3aINIX

ITpuMepHEIi IepedYeHs JOKYMEHTOB, HE IOJIEKAIMUX perucTpamun ciyx60i [JOY

[Tucbma, HaTTpaBJIEHHBIE B KOMUSX JJI CBEACHUS.
Pexnamubie u3BeneHus!, MPOCHEKTHI, MJIAKATHI, MPOrPaMMbl COBEIIAHHM.
[lepBuyHBIE TOKYMEHTHI OyXraJdTEpCKOTO yueTa (pEerHCTpUPYIOTCS B OyXralTepuu
OpraHu3aIlvun).
VY4eOHbIe TUIaHbI, NPOrPAMMBI (PETUCTPUPYIOTCA B COOTBETCTBYIOUIEM CTPYKTYPHOM
MOAPA3AECICHUN OPTraHU3aLINHN ).
MecsuHnble, KBapTajdbHbIE U APYrHe€ OTYETHI (PETHCTPUPYIOTCS B COOTBETCTBYIOIIEM
CTPYKTYPHOM IOAPA3ACIICHUN OPTraHU3ALMH).

@opMBbI CTATUCTUYECKOW OTYETHOCTHU (PErUCTPUPYIOTCS B COOTBETCTBYIOIIEM

CTPYKTYPHOM IOAPA3ACIICHUN OPTraHU3ALIMH).

CooO1ieHust 0 COBEIAHUAX, 3aCEIaHUSX.

[lo3znpaBuTenbHBIE MUCHMA, TO3APABUTENBHBIE TEIETPAMMBI, IPUTIIACUTEIbHbIE OUJIETHI.

[TeuaTHbie u3gaHus (KHUTH, )KYpPHAIIbI, Fa3€ThI, OIOJIJICTECHN).

Tenerpammel ¥ MUCbMa O PA3peIIEHUH KOMAHIUPOBOK.

TenedgoHorpamMmbl 0 MPOBEJICHUY 3aCEJaHUM, COBEIIIAHU, CEMUHAPOB U JIpyTHE.

JIOKyMeHTBI ¢ TOMETKOM Ha KoHBepTe "JInuHo".

HayuHnble oTueTsl o TemaM (pErHuCTpPUPYIOTCS B COOTBETCTBYIOIIEM CTPYKTYPHOM

1oJipa3/ieJIeHUU OpraHu3aluu).

[IperickypaHTBl.

Hopwmbl pacxopa marepualioB, 3asBKM Ha KaHUEISIPCKUE MPUHAIIECKHOCTH H
OPraHM3allMOHHYI0 TEXHUKY (PETHCTPUPYIOTCS B COOTBETCTBYIOLIEM CTPYKTYPHOM
IIO/Ipa3/ICJICHUU OpraHU3aLnn).

CBoaxku.

YyeTHBIE JAaHHBIC 110 KaJpaM.
IIpunoxenue 14
k [IpaBunaM ZOKyMEHTHPOBAHMUS,
yIpaBICHUS TOKyMEHTalUe! 1

HCIOJIb30BAHUS CUCTEM

3IEKTPOHHOT'O JOKYMEHT0000poTa
B FOCYJapCTBEHHBIX U

HETOCYTapCTBEHHBIX OPraHU3alNsIX

®dopma

Kaprouka perucrpaipiy BXOIAIMIX JOKyMEHTOB



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

CEefenms 0 X0Je HCOKIHEHHT JOKYMEHTA, IepeH0Ca CPOECE HOIOTHEHHE,
MOCTYIUISHHHE MpoMeRyTOUHEX CTEETOE (3A0POCOE) H T4

KGH‘I"PD-'II:\EBIE OTMETEH

10
—

$oEg Ne Ommce Ne

Heno Ne

a0

210

®opmar A5 (148x210)

[punoxenwne 15
k [IpaBunam 1OKyMEHTUPOBaHMSI,
yIpaBieHUs TOKyMEHTalUe! 1
UCIIOJIb30BAHUSI CHCTEM
3IEKTPOHHOI'O JOKYMEHT0000pOTa
B TOCYAapCTBEHHBIX U
HETOCYIapCTBEHHBIX OpraHU3aLUIX

®opma

XypHan perucrpanyuy BXOIAIMX JOKYMEHTOB

Bun noxymenra,
KoppecnonaeHt, 3arojioBok HiIu

No IlaTa Jlata U UHIEKC KpaTKoe
T.II TIOCTYIUICHUSI BXOISIIETO conep>kaHue
JOKyMEHTa BXOJSIIETO
JIOKyMEHTa
1 2 3 4

Pesomonus
UIH  KOMY
HamnpaBJlieH
JIOKYMEHT Ha
HCIIOJTHECHHE

Pacnucka B
OTtmeTKa 00
TTOITyYCHUH

ucnonHenuu IIpumedanue
JIOKYMEHTA,

JIOKYMEHTa
aTa

®opmar A3 (420X197)
XKypHan perucTpanyy HCXOQAMMUX U BHYTPEHHAX JOKyMEHTOB



3arojoBOK HIH

HJara wu  wuHAEKC OtMmeTKa 00 MCTIOIIHEHUT
oNe KpaTkoe
UCXOSIIEro ( Koppecnonnent JOKyMEeHTa u IIpumeuanue
colepxKaHue
BHYTPEHHET0) JOKYMEHTa HaNpaBJIECHUU B JIEN0
JOKyMEHTa
1 2 3 4 5 6

®opmat A3 (210X297)

IIpunoxenue 16
k [IpaBunaM JOKyMEHTUPOBaHMUS,
YIIpaBJICHUS JOKYMEHTAIMESH 1
UCIIOIb30BAaHMS CUCTEM
3NIEKTPOHHOTO JOKYMEHT0000poTa
B TOCYIapCTBEHHBIX U
HEroCyJJapCTBEHHBIX OPTaHU3aLUIX

CBEJAEHUS 06 ucnolHEHWH AOKYMEHTOB, IOMJICKAIMUX KOHTPOIIO
IO COCTOAHMIO Ha (amcITo, MECAII, TOX)

JoxyMeHTBl  Ha
M3 HUX AOKYMEHTHI

. Haumenosanus KOHTpOJIC
. CTPYKTYPHBIX MOCTYIHUJIO B HaxoJsIIMecs ¢ MPOJJIEHHBIM
noapa3aeIeHHit BCEr0 NPEABIAYLIEM  HCIIOJIHEHHBIE H a CPOKOM IIPOCPOUYEHHBIE
MECAIC HUCIIOJTHCHUNU  HUCITIOJIHCHHUSA
1 2 3 4 5 6 7 8
HaumenoBaHHE MOMKHOCTH PYKOBOAHUTEIS PacmudpoBka
cayx6s JJOVY MOANHCH

(1m9HEad DOAMNHUCH)
d®opmatr A4 (210X297)
I pumMegyanmue

CeneHust MOTYT OBITH JIOMOJIHEHBI Ipad)aMu 10 BUJIaM TIOKYMEHTOB (IIPUKAa3bl, pelICHUs
KOJUIETHH U APYTHUE), UX PErUCTPALMIOHHBIMH HOMEpaMH, GaMIIUAMU UCTIOTHUTEIEH.

[punoxenne 17
k [IpaBunaM JOKyMEHTHPOBAHMUS,
yTpaBICHUS TOKyMEHTALUEN U
HCIOJIB30BAHUS CHCTEM
3IIEKTPOHHOI'0 JOKYMEHT0000poTa
B FOCYJJapCTBEHHBIX U
HErOCYJapCTBEHHBIX OpPraHU3aLUsaX



CBEJIEHUS 06 ucmomaeHMH oOpamieHMi (QU3NIECKUX U IOPHANIECKUX JIAIL

0 COCTOAHHIO Ha (ducio, MecAl, TOx)
HaxonuTcs Ha UCIIOTHEHUH W3 unx
Ne i/t HanMenoBaHMS  CTPYKTYypPHBIX TIPOCPOYCHBI
o N — Beero MOCTYMHUII ov 3a HCIIOJHSIOTCS B epox
MPEIBIIYIIHNA MECSII CPOK BCETO
MPOIJICH
1 2 3 4 5 6 7
Bcero:
HauMmeHOBaHHE JAOJDKHOCTH PYKOBOIHUTCIA Pacmmbpomca
cnyx0n OV OOANMUCH

(THYHaA DOAMHCH)
®opmar Ad (210X297)

[punoxenwne 18
k [IpaBuitaM TOKyMEHTHPOBaHUS,
YIPABJICHUS JOKYMEHTaUEN U
UCIIOJIb30BAaHUSI CHCTEM
3IEKTPOHHOI'O JOKYMEHT0000poTa
B TOCY/IapCTBEHHBIX
HETOCyIapCTBEHHBIX OPraHU3aINsIX

®opma

XypHai y4eTa ¥ BRIJa9H I€9aTHO-OJTAHOTHOM POIYKITHH

IToctynnenue Brigaua
Komy BeITano
Hata wu
Hata um Homep HaumenoBanue pus U
Hara Komuuectso Jlata HOMep Komnn
COINPOBOANTEIBHOTO MPEINPHITUS - e
MIOCTYTLICHHUS SK3EMILISIPOB BbIIa4U JK3€EN

JOKYMEHTa HU3TrOTOBHUTECIIA OJIaHKOB



NoKymMeHTa HaumenoBanue damunus u
Ha BbIIaYy CTPYKTYPHOTO HWHHUIIHAJIbI
IIOAPA3ACICHHUS OTyqaTelIs

6 7 8 9 10

®dopmart A4 (210X297)

[Ipunoxenne 19
k [IpaBunam 1OKyMEHTUPOBaHMSI,
yIpaBieHUs TOKyMEHTaluen 1
UCIIOJIb30BAHUSI CHCTEM
3IEKTPOHHOI'0 JOKYMEHT0000pOTa
B TOCYAapCTBEHHBIX U
HETOCYapCTBEHHBIX OpraHU3aIHsIX

®opma

XKypHan ydera ¥ BBIAAYM Ie€darTeii, mMTaMmmoB ¢ u3oOpaxenueM [ocymapcTBeHHOTO
I'ep6a Pecmy6imxu Kazaxcras u crienuaabHOM IITeMIIeIbHON KPacKH

Komy BrI1aHO

HaumenoBanue Tpumeyare,
HaI/IMCHOBaHI/IﬂvI/I CTPYKTYpPHOTO OTMETKH 06
OTTHCKH MeYaTell U monpa3meneHus, JlaTa —

Ne mrammos C OCYLIECTBIISIIOIIETO XpaHeHue daMuiius u BO3BpaTa .

LT U300paXkeHuEeM rnmeyarei, IMITaMIOOB C HUHUIHATBI Aata u u nesaret,
l'ocynapcTBEHHOrO  y306paxeHueM JOJDKHOCTHOT'O pactinera pacnucka ranmon Hu
I'epba PecryGmuku locynapctBennoro I'epba  nwmia-mosrydartesns HOMYHEHIH g HpueMme CHeHHaHLHOHV

IITEMITeJIbHOM
Kazaxcraun Pecny6nuku Kaszaxcran wu KpACKH
CIICMATBHON IITeMIETbHOM
KpacKku
1 2 3 4 5 6 7
®opmart A4 (210X297)
[Ipunoxenue 20
k [IpaBunam TOKyMEHTUPOBAHHSI,
yIpaBJIeHUsI JOKYMEHTauel u
HCIIOJIL30BAHHUS CUCTEM
ANIEKTPOHHOTO TOKyMEHTO00O0pOoTa
B TOCYZapCTBCHHBIX U
HETroCyIapCTBEHHBIX OPTraHU3aIUAX
dopma
)KypHaJI yY4€Ta U BBIJA4YH IICPHCBBIX ABTOPYYCK, 3alIPABJIICHHBIX CIICITHAJIbPHBIMH
9CpHUIaMHA
HaunmenoBanue
CTPYKTYPHOTO
TOApas/eIeH s, Gammust 1 UHUIMAIB  JOJDKHOCTh | IIpumeuanue,
0CYIIECTBIAIOIETO IOIDKHOCTHOTO IHIA, (aMuUius JHIa, Nara oTMeTKa 00
No XPaHGHHE IepheBhIX OCYIIECTRBIISIONIETO MOJTyYHBIIETO JlaTa BosBpata yHIzmTO;KeiHm/I
o @BTOpYHUeEK, XpaHeHHE TEePhEeBBIX MEPhEBYIO BBIJIAYH H nepheBO
aBTOpYUEK, aBTOPYUKY, pacmucka B pacrcka aBTOPYYKH, )
3anpaBlIEHHBIX 3aMpaBJIeHHYIO MOJIyYeHUH 3anpaBlIeHHOM

B IIprueMe



3alpaBJICHHBIX CIICouaJlbHBIMHA CricuuaJbHBIMHA CIICHMAJIbHBIMHU

ClI€uuruaJbHbBIMHU ‘ICpHI/IJ'IaMI/I ‘IepHI/IHaMI/I ‘lepHI/IJ'IaMI/I

YEpHUIIAMHU

2 3 4 5 6 7
dopmar A4 (210X297)

[Ipunoxenue 21
k [IpaBunam JOKyMEHTUPOBaHMUS,
yIpaBieHUs JOKyMEHTAUEH 1
HCTIONIB30BAHMSI CHCTEM
JIEKTPOHHOT'0 JOKyMEHTO000poTa
B TOCYZapCTBEHHBIX U
HETOCYAapCTBEHHBIX OpraHU3aLUAX

dopma
HA3BaHHWC OpraHu3aIyH

Ne Mecto w3mamms (Ha CCKOM
(mata) MecTto H30aHAA (ma — e ( Py

WIHA HHOM A3BIKE)
TOCYIJapCTBEHHOM S3BIKE)

YTBepxkaan HawmmenoBanume JOIDKHOCTH

PYKOBOAMTEINSA OpraHA3allul

Pacnmdposka (JraHas moamick) noamicy Jlata
ITpuema-mepegaun TI€9aTHO-0TaHOTHOM
TPOAYKIHH, megarei, IITaMIIOB,

DOANEXamux
3aIUTE, CPEACTB 3alIUTHl JOKYMEHTOB H
PETHCTPaNMOHHBIX YIETHRIX (opM K HUM

OcHoBaHue: MPUKA3 PyYKOBOJUTEIISI OpraHu3anuu ot (nara) Ne

"O mpoBeneHuU TpOBEpKHU ..." (WM MHOW JOKYMEHT: IUIaH palboThl, MOpPYyYEHHE
BBIMIECTOSAUIET O opraHa T.O.).
CocTaBieH KOMHUCCHEH B cocTaBe:

[Ipencenarens komuccuu
TOJKHOCTh, MHUIHUANB, GaMHUIHS

YUnensl komuccuu: 1.
NOJKHOCTh, MHULIMANBI, haMUIUS

2.

JOJKHOCTh, MHULIMAJNBI, GaMUIUS

1. Hencnosib30BaHHYIO0 MEYATHO-OJAHOYHYIO MPOIYKIMIO, MOJIEXAIIYI0 3alUTe,

(oTIEenpHO MO BUJAM) CEpUU ¢ No o Ne B KOJIMYECTBE

3K3EMIUISIPOB

(uudppamMu U IPONUCHIO)

2. AKTHI O BBIACJICHNN K YHUYTOXCHNUIO UCIIOPUCHHBIX 3K3CMILIIAAPOB IeYaTHO-0JJAHOYHOM



MPOYKIHH, TTOJICKAIEH 3aIUTE

(maTel, HOMEpa, KOJUYECTBO DK3EMIIISAPOB

AaKTOB o BUJaAM OTaHKOB)

3. Ileuatu ¢ uzobOpaxkenuem ['ocynmapcrBenHoro I'epba PecnyOnuku Kazaxctan B
KOJIMYECTBE MITYK.

(uudppaMu U TNPOMUCHIO)

4. Wtamnsl ¢ nzobpaxkennem ['ocynapctBenHoro ['epba Pecnybnuku Kazaxcran B

KOJIHNYCCTBC HMITYK.

(nudppaMum W TNTPOMHUCHI)
5. CpeacTaa 3alIuThl IOKYMEHTOB:

(HauMEHOBaHMs CPEACTB 3allUThl) B KOJIUYECTBE HITYK.
(uudppaMu U IPOMUCHIO)

6. Peructpaimonnsie yueTHble (GOPMBI:
(BUIbBI pErUCTPALMOHHBIX YYETHBIX (opM, UX HOMEpa

10 HOMEHKJIAType JeJl, HOMepa TOMOB, JaThl IEPBOM U MOCIeIHEN 3aNUCH, KOJIUYECTBO

I U CT O B )
CocTtosinue y4eTHOM paboThl C Ie4aTHO-0TAaHOYHON MPOIYKIUEH, eyaTsIMu, IITaMIIaMH,
HOJUIeKAIUMHE 3aIIUTEe, U CPEICTBAMHU 3aAIIUTHI JOKYMEHTOB

(oOmas xapaKTEepHCTHUKA COCTOSHUS YYETHOU pabOTHI)

[Tepenan (a) PacmudpoBka mnoamucu
(TmyHass HTOJAMHUCSH)
[Ipunsan (a) PacmudpoBka mnoamnucu
(TmyHass OHTOJAMHUCSH)
CocrtaBnen B L DK3EMIIsIpe (ax):
1-1u DK3EeMOAD: B mene No
2 sK3eMIuIAp: (ampecar)

[Ipencenarenb KOMUCCUU MOJIMHUCH pacmupoBKa MOIMUCH
UneHbl KOMHCCUH MOJITUCH pacmudpoBKa MOANUCH

®dopmat A4 (210X297)

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



HCIOJb30BAHUS CUCTEM
JIEKTPOHHOT'O JOKyMEHTO000poTa
B TOCYIapCTBEHHBIX
HETOCYJapCTBEHHBIX OPTaHU3ALMIX
®opma

Ha3BaHHE OpPraHH3aIHH
A K T

(zara)

Ne
Mecro m3nanus (Ha rOCyAapCTBEHHOM HITH HHOM A3BIKE)

YTBepxaaio HaumeHnoBanue TOJDKHOCTH
PYKOBOAWTENS  OpraHA3aNAH
PacomdpoBra (JaEas TOAMACH) TOAIMACH

Jara
(0] BBEIOCICHHH K YHHYTOXCHHIO
HCOOPIEeHHE X 3K3eMIIAPOB
TeYaTHO-0TaHOTHOI TPOXYKIHH,
TOUIEXKAIIEH 3aIHTe
OcHoBaHuMe: NprKa3 PyKOBOJUTENS OpraHu3auuu oT (nara) Ne
"O mpoBeneHuU TPOBEpPKH ..." (MIM MHOM JOKYMEHT: IUIaH paldoThl, MOPYYEHHE
BBHIMIECTOS U ET O opraHa u T.O.).
CocraBieH KOMHUCCHEN B cocTaBe:

[Ipencenarens komuccuu
TOJ)KHOCTh, MHULIMAJNBI, GaMUIUSA

Yieusl komuccuu: 1.

JOJIXKHOCTh, MHHUIHAJIIBI, (1)aMI/IHI/IH

TOJKHOCTh, MHHUIMAJBI, GaMUIHS

OtoOpaHbl K YHHUYTOKECHUIO HCIOPYCHHBIC AK3EMILISIPHI CISIYIOIIUX BHUIOB
NeyaTHO-0JIAaHOYHOM TTPOIYKIINH, TOAJIekKaIeH 3alIuTe:

HanmenoBanme Buma  Cepus n HOMepa dK3eMIUIipoB KoindecTBO  MCHOPYECHHBIX

nevyaTHO-0JTaHOYHOI nme4yaTHO-0JaHOYHOU PK3EMIISAPOB
N N . ITpumedanune
NPOAYKIMH, MOMAISKAIICH MPOAYKIIMH, IMOMJIEeKANIeH  Me4aTHO-0JaHOYHOM MPOIYKIIUH,
3aluTe 3aluTe MoAJICKaIeH 3aluTe
12 3 4 5
Hroro UCIIOPYEHHBIX SK3EMILUIIPOB MEYaTHO-0JIAHOYHOM
(uudbpamu u NPOMUCHIO)
NPOAYKLIHH, NMOoAJEXaleu 3aU(UTE.
CocTtaBien B o PK3EMIJIsIpe (ax):
1 -1u DK3EMONAD : B nene No

2 DK3EeMOAAP: (agpecarT)



ITpencemaTers KOMHCCHH PacomppoBka nmoammcu
(MuuyHasg TMOAMOUCH)

UlIeHB KOMHCCHH PacomdpoBka moammce
(ITMYHBIE NOAMUCH)

OTMETKHM B YypHAJIbl y4€Ta U BbIJAYU NEYaTHO-OJAHOYHOW MPOAYKLUH, NOIJIEkKAIIEH
3aIlMUTE, BHECEHBI, UCIIOPYEHHBIE DK3EMIUIAPBI B KOJIUYECTBE

(uudpaMu U IPOMUCHIO)
YHUUTOXEHBl  MYyTEM

(BUI YyHUUYTOXKCHHUSH)

HamMeHOBaHHE HOIDKHOCTH PacmudpoBka noanucu
(ITuyHass NOAMUCH)
| a T a

®dopmart A4 (210X297)

[punoxenne 23
k [IpaBunam 1OKyMEHTUPOBAaHMSI,
YIIPaBJICHUS JOKYMEHTaUEH U
UCIIOJIb30BAHUSI CHCTEM
3IEKTPOHHOI'0 JOKYMEHT0000poTa
B TOCYAapCTBEHHBIX U
HErOCyIapCTBEHHBIX OpraHU3aLUIX

®opma
Ha3BaHUC OpraHHU3aUHA

AKT

(nmara)

Mecto m3gamuma (Ha  rocyZapcTBEHHOM Ne
A FHOM SI3BIKE)

YTBepxaan HawmmenoBanue JOKHOCTH
PYKOBOAMTENA OpraHHu3alud
Pacmugposka (mugHas DOXIIACE) IOAIHCH
JHara

(0] BHACJICHAHA K YHUYITOXEHHIO

mevyaTed " IMTaMIOIOB,

MOJJTCKAIUX 3aIHUTe

OcHoBaHue: MpHUKa3 PyKOBOJIUTENSI OpraHu3ainuu ot (mara) Ne

"O mpoBeleHUU MPOBEPKHU ..." (MWJIM UHOW JOKYMEHT: IJIaH paldoThl, MOPYy4YECHUE
BBHIIIECTOSIETO oprasna U T.I.).
CocraBineH KOMUCCHUEH B cocTaBe:

Hpez:cez:aTenb KOMHUCCHUH

TOJKHOCTh, MHUNHUANB, (QaMUIHUSA
Ysieasl koMuccuu: 1.




TOJIXHOCTh, (paMHUIUA, UHHUIHAJIBI

TOJKHOCTh, MHUIHUANB, GaMHUIHS

OTO6paHBI K YHUYTOXXCHHUIO CICAYIOIHC MMCYATH U IITAMIIbI, ITOJIC)KAIINC 3alIUTC:

Ne .. HanmenoBanue Konunuectso IIpumeuanue
1 2 3 4
CocraBlieH B 3K3eMIuIsape (ax):
-1 ax3emursip: B aene Ne 2 sk3eMIuisp: (aapecar)
IIpenceparens xomuccHUA PacommdpoBka nmoxmucu
(MTuuyHasg NOAMOUCH)
YUneHsl KOMHMCCHH PacmudpoBka moammcen

(TMYHBIE TMOAMUCH)
OTMETKH B JKypHaJl BHECEHBI, [I€YaTH W IITaMIIbl, TOJICKAIINE 3aIIUTE, B KOJTUYECTBE
ITYK YHUUYTOXKEHBI TyTEM

(mudpaMu U TPOMHUCHIO) (BUJI YHUYTOXKCHHUS)
HamMmeHOBaHME AOKHOCTH Pacomdposka moamucu
(ITuyHass NMOOAMONHUCH)
I a T a

®opmar A4 (210X297)

[Ipunoxenue 24
k [IpaBunam JOKyMEHTUPOBaHMUS,
yIpaBieHUs JOKyMEHTAUEH 1
HCTIONIb30BAHMSI CHCTEM
JIEKTPOHHOTO JOKyMEHTO000poTa
B TOCYJapCTBEHHBIX U
HETOCYAapPCTBEHHBIX OpraHU3aLUAX

dopma
Ha3BaHWC OpraHu3alvn

AKT

(mara)
Mecto wm3maEEAs (Ha  TroCyAapCTBEHHOM Ne
AT FHOM SI3BIKE)

YTBepx)aan HammenoBanwe JOJKHOCTH
PYKOBOIHTEIS OpTaHU3aUH

Pacmudposxka (muunas DOJIHUCEH) TMOANHCH
Jara

(0] BBIACJIICHHUHA K YHHYTOXCHHUIO
CPEICTB 3aIATH JOKYMEHTOB



OcHoBaHue: NpHKa3 pyKOBOJUTENSI OpraHu3anuu ot (nara) Ne

"O mpoBeneHuU NpOBEpPKH ..." (MM MHOM JOKYMEHT: IUIaH paldoThbl, MOPYyYEHHE
BBHIMIECTOSU[ET O opraHa u T.O.).
CocraBiueH KOMHUCCHEN B cocTaBe:

[Ipencenarens komuccuun

TOJI)XKHOCTh, MHHIIMAJNBI, HaMUIHUS,
Yieusl KOoMuccuu: 1.

TOJIKHOCTh, MHHIHUAIBI, (paMUIHUS

TOJXKHOCTh, MHHIHAIBI, (paMHUIHUS
OTo0paHbl K YHUUTOXKEHUIO CIEAYIOIIUE BUJIBI CPEICTB 3aIIUTHI JJOKYMEHTOB:

Ne .. HanmenoBanue Konunuectso IIpumeuanue
1 2 3 4

CocTtaBnen B o PK3EMIIsIpe (ax):
1-1n DK3EMOIAD: B nemne No
2 DK3EMIOIAD: (agpecarT)
IIpencenarens KOMHCCHH PacnmpoBka noammcu
(MTuuHasg NOJAMNHUCH)
YneHsl KOMHCCHHU Pacmm¢poBka noammcet

(TMYHBIEC TMOAMUCH)
OTMeTKH B )KypHaJbl ydeTa No  BHECEHBI, CPE/ICTBA 3aIUTHl JOKYMEHTOB YHHUTOXCHBI

nyrem
(BUAB yHUUTOXEHUSH)
HanMeHOBaHME JOIKHOCTH Pacmm¢poBka mogmucH
(I1MYHas MOANUCH)
Jil| a T a
®dopmart A4 (210X297)
[punoxenne 25
k [IpaBunam 1OKyMEHTUPOBaHMSI,
YIIPaBJICHUS JOKYMEHTaUUEH U
HCIIOJIb30BaHUs CUCTEM
3JIEKTPOHHOT'O JOKyMEHTO000poTa
B rOCyAapCTBCHHBIX U
HETOCYNApCTBEHHBIX OPTraHU3aUAX
®opma
Ha3BaHHE
rocygapcTBEHHOH oOpraHH3amHuu
AKT
(nara)

Mecto wm3maEEA (Ha  TOCYJapCTBEHHOM No



M AHOM S3BIKE)

VTBepxaaio HammeHOBaHUE JONXHOCTH
PYKOBOIHTEINS OpraHH3anuu
PacmudpoBka (muunas OOJIUCH) MOJNIACH
Jara

o BHEIICICHAHN K YHUYTOXCHHUIO

HEHUCIOIb30BaHHON nme4aTHO-61aHogHOH

TIPOXYKUWH, HOAJIeKAMEH 3aIiTe
OcHoBaHue: NpUKa3 PYKOBOJUTEISI OpraHu3anuu ot (nara) No

"O mpoBeneHuU TpoBepKH ..." (WM MHOW JOKYMEHT: IUIaH paldoThl, MOpPYy4YEHHE
BBIMIECTOSANUIET O opraHa u T.O.).
CocrtaBieH KOMUCCHUEH B cocTaBe:

IIpencenarens koMuccuu

TOJKHOCTh, MHUIHUANBI, GaMHUIHS
Unenspl koMuccum: 1.

JOJIXKHOCTh, MHHUIIHAIJIBI, CI)aMI/IJ'II/IH

NOJKHOCTh, MHULIMANBI, haMUIUS
OToOpaHbl K yHUYTOXEHUI yTpaTUBIIME B  CBA3U

(TUKBHUAAIUEH, peopraHu3alnuei) (odurmanbHOe HAaMMEHOBAHHE
MPAKTUYECKOE 3HAUYCHUE CIEAYIONIUE BUIbI
rOCyJapCTBEHHOTO opraHa (opranu3zanuu)
HEHUCI0JIb30BAaHHOM MeYaTHO-0J1aHOYHON NPOAYKIUU:
HaumenoBanue  Buaa KonunuecTtBo
Ne . Cepust m HOMEpa 3K3EMILIIPOB
neyaTHo-0JIaHOYHOU . HEHCIO0JIb30BaHHBIX IIpumeuanue
ILIL. Me9aTHO-0JAHOTHOU TIPOTYKITIH
MMpoAyKIUn OK3CMIIIAPOB
12 3 4 5
Uroro HEHUCIOJIb30BAHHBIX AK3EMILISIPOB MIEYATHO-0JIaHOYHOU
(uudbpamu 151 NPOMUCHIO)
NPONYKIUHU, nojanexanreu 3aMUTE.
[Ipencenarens KoMuccuu Pacumdporka moanucu
(TuuyHasg TMOAMUCH)
Ynensl koMuccUU PacmudpoBka noanucei

(TMYHBIE TNOAMHUCH)

OTMETKM B KypHaJIbl y4€Ta U BBIJAYM MEYaTHO-OJIAHOYHOW MPOIYKIIMH BHECEHHBI,
HEHUCITOJIb30BAHHBIE YK3EMIUISPHI B KOJIHMYECTBE BECOM KT
(mnudppaMu M NPONMUCHIO)

YHHUYTOIKCHBI nIyTeM




(BUI YyHUUYUTOXKECHUS)

HanmenoBanue NOJKHOCTH PacmmudpoBka noanucu
(MTuuyHasgs TNOOMOUCH)

Jil| a T a

®opmat A4 (210X297)

[Ipunoxenue 26
k [IpaBunaM JOKyMEHTHPOBaHMUS,
YIIpaBJICHUS JOKYMEHTAIMSH 1
UCIIOJIb30BAaHMS CHCTEM
3IEKTPOHHOT'O JOKYMEHT0000poTa
B TOCYIapCTBEHHBIX U
HErocyJJapCTBEHHBIX OPraHU3aLUIX

dopma
OdmmansEO0e HamMeHoBarWe opraam3anuu HOMEHKIIATYPA JIEJI
Ne
(Zata) (nE7esc)
& I YIBEpEIAR
Ha rod HamveHOBaHHE JOTEHOCTH

PYREOECIHTEIA OPTIdHHIalIHH

(nu4Hag moamEck) Pacmmdpoeka
TIOAIMHCH

Jata

WNunekc 3aromoBok gena ( KommgectBo nen ( Cpok XpaneHus nena (ToMa, 4acTH) H

. [Ipumevanue
zena TOMa, YacTH) TOMOB, yacTeil) HOMED IMYHKTA MO MEPEYHIO
1 2 3 4 5
HanmMernoBaHrEe AOIDKHOCTH PyKOBOAHTEISA Pacumudposka
cnyx6u OV (Tu4YHasg MOANUCH)

NOANUCH JaTa
Busel  pykoBoauTenem - CTPYKTYPHBIX  HOJApa3eJeHUU

CornacoBaHa CornacoBaHa
nporokosom I[DK (BOK) nporokoysom OIIK
OpraHu3aluu rOCyJIapCTBEHHOT'0 apXUBHOTO YUPEKICHUS
(mata 1 HOMEp MPOTOKOJIA) (mata ¥u HOMEp MPOTOKOJIA)

HUToroBas 3aIIUChH 0 KaTeropuiax 51 KOJIHNYECCTBEC Ocel,
3aBeJCHHBIX B rony
B tom uncne
ITo cpokam xpaHeHHs Bcero
MEPEXOISIINX ¢ ormetkoi "OIIK"

ITocTostHHOTO



Bpemennoro (cBeimie 10 jer)
Bpemennoro (10 10 1eT BKIIOYHTEINBEHO)

Hroro:

HaunmMmeHnoBanue AOJDKHOCTHU PYKOBOAUTCIIA

cnyx0s IOY
HUToroBrie CcBeagcHUSA

HaumeHoBanue q0DKHOCTH paOOTHHKA,

nepecaaBmicro CBCACHUA

®dopmart A4 (210X297)

doug Ne Onuce Ne
B neno moammTo u npoHyMEpPOBaHO

PacmmmdpoBka

noAnucu (JIU4YHAs MOJMUCH) JaTa
nmepeAaHbl B apXWB  OpTaHU3AIMH.
Pacmmmdposka

MMOJIIUCH

(ITuyHasgs MOAMMUCH) JgaTa

[Ipunoxenne 27
k [IpaBuiaM TOKyMEHTHPOBaHHS,
yIpaBJieHUs TOKyMEHTalUue! 1
WCIIOJIb30BAHMSI CHCTEM
3NIEKTPOHHOTO JOKYMEHT0000pOTa
B TOCYAapCTBEHHBIX U
HEroCyIapCTBEHHBIX OpTaHU3aLUAX

®opma

JJUCT-3ABEPUTEJIb AEIJA
Jemo Ne
JucT (OB), B TOM YHUCJIE:

nuTepHbIie Ne JINCTOB

MMPOIMyHICHHBIC Ne nucroB

IMPOHYMCPOBAHHBIC YUCTBIC JIMCThI

+ JIUCTOB BHYTpeHHeﬁ OIINCH

YUuTeHO JOKYMEHTOB B BUJIE€ BJIOXECHUU U IPUIOKEHUN, HE MOMIEKAIIUX HyMEpaluuu

PasHOBHUIHOCTHU JOKYMCHTOB U UX KOHH‘I@CTBO)

OcoberHOCTH (POPMHUPOBAHUS, OPOPMIICHHS, (PUIUIECKOTO COCTOSIHUS M yIeTa TOKYMEHTOB JIeNa Ne nucToB
1 2
1. Bpomiops n apyrue nmevyaTHEI e U3TaHUS
2 . Jl mw cToO0BEKH
3. Bepeskmu u3 raszer
4 . OTEKDPpPEBHTEIKH
5. KoHnBepTH
6 . Mapkwu MOYTOBEE
7. Mapku repbOoBEH €
8. IItemnenu NOYTOBBIE u apyrue
9. CnenuanbHBIE MOYTOBHIE OTMETKH
10. CyprydHesie, MaCTHYHBIE nevyaTwu
1. POTOOLOKYMEHTBHI
12.  KapTel, 1u1aHbel, 4YepTeXW H  Apyras HaydyHO-TEXHUYECKass  JOKyMEHTaLHUs
13. Pucynkum, TpPaBIOPHI, aKBapenu



14. ABTOorpads BUIHBIX aesTenen
15. CKkinIeeHHEBHE JIUCTBI
16. YrparTa qyacTH THUCTOB
17. Yracatomuii TekcT

HamMmeHOBaHMe MOKHOCTH JIHIA, Pacmudposka
3allOJIHUBIIETO JIMCT-3aBEPUTENH Jielia MMOITICH
(I1M4yHas MOANMUCH) JaTa

IIpuMmMmeaanue.

1. JIuct-3aBepuTenp cocTaBiIseTCs IS ydeTa KOJUYeCTBa JIUCTOB B Jeie U (puKcaruu

ocobeHHOCTEH U X HyMEepauuu.
2. JIuct-3aBepuUTEIIb COCTABIISETCS HA OTAEIBLHOM JIMCTE (JIUCTaX) U MOAIIMBAETCSA B KOHIIE

i e 1 a
3. B nwucre-3aBepuTene ykaspiBaeTcs LHUPpPAMH H TMPOMHCHIO KOJIUYECTBO
IPOHYMEPOBAHHBIX JIMCTOB J€Jla U OTAENIBbHO, Yepe3 3Hak "+" (II0C), KOJIMUYECTBO JIMCTOB

BHYTpPCHHCHU OMUCH JTOKYMEHTOB nena.
4. B nucte-3aBepuTesie OTMEYAIOT CIIENYIoNMe 0OCOOCHHOCTH HyMepalui, opopMIICHUs U
bu3MIeCcCKOTOo COCTOSIHU A JTOKYMEHTOB nena:
1) cpenctBa moutoBOro oOparieHus: (Mapku BCceX BUIOB, KOHBEPTHI, OTKPHITKU, OJIaHKH,
MTeMIOEeIu, M TaMIIBI, NJIOMOBI);
2) neyarTHu 151 U X OTTUCKH;

3) aBTOorpadbl BUIHBIX FOCYIAPCTBEHHBIX U OOIICCTBEHHBIX JAesATENEH, AesaTeeH HaAyKu,

TEXHUKH u KYJXbTYDH ;
4) bOTOAOKYMEHTH ;

5) PUCYHKH, rpaBIOPHI 17§ aKBapelu;

6) KpynHoboOpMaTHBIE JOKYMEHTBHI;

7)  CKJEEHHBIE  JHUCTBI, TMOBPEKICHUS JTOKYMEHTOB;

8) JuCTHI C HakJIeeHHbIMH (QoTorpadusiMu, JTOKyMEHTaAMH;
9) KOHBEPTHI ¢ BIOKEHUSIMU U KOJMYECTBO BIIOKEHHBIX B HUX JUCTOB (IIPEIMETOB);
10) MOKyMEHTBI, UMEIOIIUE CAMOCTOATEIbHYIO HyMepaluio (B TOM 4YHUCIE U
Tunorpad®cxkmue
MaTepualsbl), " KOJIHYECTBO 179: JUCTOB (ctpanun).
5. Ecnu Ha OJHOM JIMCTE Jejla UMEETCS HECKOJIbKO OCOOEHHOCTEN OohOopMIIeHHS
I 0Ky M®E€eEHTa,
TO B rpade 2 IucTa-3aBepuTesisi MPOCTABISIETCS] HOMEP 3TOTO JUCTa MPOTUB KaXkKI0W MO3UIINH
r p a ¢ = 1
6. Eciiu B JOKyMEHTE Ha OJTHOM JINCTE UMEETCSI HECKOJIbKO MapOK U MHBIX MaTEpPHUasOB,
T 0 B
rpagpe 2 B CKOOKax TmoOCiIe HOMEpa JIHNCTAa Jella YKa3blBAeTCS WX KOJIUYECTBO.
7. Ecnu B nene uMeroTcs MpeAMEThl, HyMepalusi KOTOPbIX HEBO3MOXHa H3-3a
ocoOeHHOCTE EHMH



Marepuaiia, i3 KOTOPOr0 OHM MCIOJHEHBI (CTEKIIO, METallI, TKaHb U JAPYyrue), To B rpade 2
YKa3bIBalOTCS HOMEpa JIUCTOB, MEXJAY KOTOPbHIMH HaxXOJUTCS JaHHBIA MpeaMeT.

8. Bce nocnenyrooiiye M3MEHEHUS B COCTABE M COCTOSHUU Jieia (IMMOBPEXKISHHUE, 3aMEHa
MOJJIMHHBIX JOKYMEHTOB KOIHUSIMH, TPUCOEIUHEHUE HOBBIX JOKYMEHTOB) OTMEUYAIOTCS B
1 u ¢ T € -

3aBepuUTEIe co CCBIIKOM Ha COOTBETCTBYIOLIU aKT.
9. Jluct-3aBepuTensb HE HyMepyeTcH.
dopmar A4 (210X297)

IIpunoxenue 28
k [IpaBunaM OKyMEHTHPOBAHMUS,
yIpaBICHUS TOKyMEHTaLUeH 1
HCIOJIb30BAHUS CUCTEM
3IIEKTPOHHOI'O JOKYMEHT0000poTa
B FOCYJapCTBEHHBIX U
HETOCYTapCTBEHHBIX OPraHU3ansIX

dopma
BHYTPEHHAA OIIUCH
IOKyMEHTOB zieia Ne
No /i Jenonpou3BoACTBEHHBIH Harta 3aroiaoBOK Homepa nuctoB Tpivesanme
HHIIEKC JOKYMEHTa JTOKYMEHTa nena
1 2 3 4 5 6
Htoro JIUCTOB

70 Ky ME®EeEHTO B
(uudppamMum U TNPOMHUCHIO)
KonudecTBO IMCTOB BHYTPEHHEH OITUCH

(mnudppaMu M IPOMUCHIO)

HavmMeHnoBaHUE AOJTXKHOCTH auma,

3aMOJHUBIIETO BHYTPEHHIOK OMHUCH PacmudpoBka
JTOKYMEHTOB Jeja TTOIITUCH




(ITM4YHas MOANMHUCH) JaTa

®opmar A4 (210X297)

[Ipunoxenune 29
k [IpaBuiaM TOKyMEHTHPOBAHHS,
yIpaBieHUs TOKyMEHTalUe! 1
WCIIOJIb30BAHMSI CHCTEM
3NIEKTPOHHOTO JOKYMEHT0000pOoTa
B TOCYAapCTBEHHBIX U
HErocyJapCTBEHHBIX OPraHU3aIUsIX

®dopma

Omnucek Ael CTPYKTYPHOTO HOIPa3sAcICHHA OpPraHH3aIMud

OdunuanpbHOE HAMMECHOBAHHE

CTPYKTYPHOTO TOApa3aeICHUs
OopraHu3aluu

Ormmuce Ne 3a

YTBEepxIaro

HanmeHnoBanue MOKHOCTH PYyKOBOIUTEIIS
CTPYKTYPHOTO TOApa3aeieHUs
Pacmudposka

Ne m Unnexc 3aronosok nena ( Kpaitane natel (| Cpox xpaHenus nena KoimdecTBo JIMCTOB B
/m  pmema  TOMa, YaCTH) TOMa, 9aCTH) (Toma, gactn)

I 2 3 4 5

B HaHHYIO OIMMCh BHCCCHO

(MuyHass MOANMUCH) MOAMUCHU
I a T a

roz, (1)

IIpumeyanue
nene (ToMe, 9acTh)

6 7

nencNe  moNe | BTOM

HauMmeHnoBaHue IOJIXKXHOCTH
COCTAaBUTEISI ONUCHU

PykoBonutens cnyxObl
A0V

(uudpaMu U IPOMUCHIO)

4y W Cc 1 €
ATUTEDPHEBH € HOMEDpa:
NPOMNMYIIEHHB € HOMEDpaA:
PacmudpoBka

IIOAIINCH

(mTuyHass MOAMNHUCH)
1 a T a
PacmudpoBka

MOATIACH

PaGoTtHUK
apxuBa OpraHuU3aluu

(TuuyHass NOAMHUCH)
I a T a
PacmudpoBka

MOITHCH

(TuyHass NMOOAMNHUCH)
I a T a



Il puymMegyanmue
B onucu gen mnoctossHHOTO XpaHeHus rpady 5 He 3amoJHSIOT.
®opmar A4 (210X297)
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