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Ipuka3z MunucTpa KyJbTypbl 1 ciopTa Pecnyoankn Kazaxcran ot 25 aBrycra 2023 roga
Ne 236
006 yrBepxkaenun [lpaBui 10KyMEeHTUPOBAHMS, YIIPABJIEHUS JOKyYMEHTAUMeH U
HCNOJIb30BAHNS CHCTEM 3JIeKTPOHHOI0 JOKYMEHTO0000pOTA B rOCy1apCTBEHHbBIX U
HErocy/JapcTBeHHbIX OPraHU3AUMUAX

B cootBercTBUM ¢ noamyHkToMm 247-1) nynkra 15 Tlonoxxenus 0 MUHHCTEPCTBE KYIbTYPhI U
cnopta Pecniyonuku KazaxcraH, yTBepkI€HHOTO MocTaHoBjIeHHeM [IpaBurenscTBa PecriyOnmuku
Kazaxcran ot 23 centsi6pst 2014 roga Ne 1003 ITIPUKA3BIBAIO:

1. YtBepauth npuiiaraemelie [IpaBuiaa JOKYMEHTHPOBAHUS, YIPABICHUS JOKYMEHTAIUEH U
UCIIOJIb30BAHUSI  CHUCTEM  DJIGKTPOHHOIO  JIOKyMEHTOOOOpOTa B  TOCYIapCTBEHHBIX U
HEroCyJapCTBEHHBIX OpraHU3aIUsX.

2. KomuteTy apXxvBOB, JOKYMEHTALUH U KHI>KHOTO Jiej1a MUHUCTEPCTBA KYJIbTYpPbI U CIIOPTA
Pecrryonmuku Kazaxcran B yCTaHOBIIEHHOM 3aKOHOATEILCTBOM MOPSIIKE 00CCIICYUTh:

1) ToCcymapcTBEHHYIO DETHUCTPAlMI0 HACTOSIIEro MpHukKaza B MHHHCTEPCTBE IOCTUIIUU
Pecrryonmuku Kazaxcran;

2) B TeueHHEe Tpex paboyux JTHEH Mocie ero BBEJACHHS B ACHCTBHE pa3MEIIeHHE HACTOSIIIErO
IIpHUKa3a Ha MHTEpHET-pecypce MuHucTepeTBa KynbTyphl U criopta PecniyOnuku Kazaxcran;

3) B TeueHue Tpex pabOYMX AHEH IOCIe HCIOIHEHHUS MEpPONPUATUN, MPEelyCMOTPEHHBIX
HACTOSIIIMM TYHKTOM, TMpEACTaBICHUE B JlermapTaMeHT IOpUIuYecKoi ciry>kOb1 MuHuCTEpCTBA
KyJIbTyphl U criopta PecniyOnuku Kazaxcran cBeneHuit 00 HCIIOTHEHUHA MEPOTPHUSITHIA.

3. KoHTponb 32 MCIOJHEHHWEM HACTOSIIETO IMPUKa3a BO3JIOKHUTh HA KYPUPYIOIIETO BHUIIE-
MUHUCTpa KyJIbTyphl 1 criopta Pecnyonuku Kazaxcras.

4. Hacrosiuit mpuka3 BBOAUTCS B IEHCTBHE MO UCTEUCHUH JIECATH KAJICHIAPHBIX THEH TIOCIIe
JTHS €0 MEepBOTo 0(pUIIUATBLHOTO ONYOIMKOBAHMS.

MuHHMCTP KYJbTYPBI H CHOPTA

Pecny6sinkn Kasaxcran A. OpaiioB

«COI''TACOBAH» «COI''TACOBAH»

MuHnucrepcTBO MuHnuncrepcTBoO

uHpopMauu CEJIbCKOTO X03sHCTBa

1 OOIIECTBEHHOT'O PecnyOnuku Kazaxcran

pa3BUTHS

Pecnyonuku Kazaxcran

«COI''TACOBAH» «COI''TACOBAH»

I'enepanpHas [Ipokypatypa MHHUCTEPCTBO MPOCBEIICHUS

Pecny6nuku Kazaxcran Pecny6nmuku Kazaxcran

«COT'JTACOBAH» «COI'JTACOBAH»

MuHucTepcTBO MunucrepcTBO Tpyaa U

3/IpaBOOXpaHEHUs COLIMAJILHOM 3alllUThl HACEeJIEHUS

Pecny6nuku Kazaxcran Pecny6nuku Kazaxcran

«COI''TACOBAH» «COI'JTACOBAH»

Bepxosnsiit Cyn MuHHCTEPCTBO UHAYCTPUU U

PecniyOnuku Kazaxcran UH(PaCTPyKTYpHOTO Pa3BUTHUS
Pecny6nuku Kazaxcran

«COI''TACOBAH» «COI'JTACOBAH»

MunucrepcTBo puHAHCOB ~ MUHHCTEPCTBO 0OOPOHBI
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Pecniyonmku Kazaxcran
«COI''TACOBAH»
Cnyx0a rocyaapcTBEHHOM
OXpaHbI

Pecniyonnku Kazaxcran
«COI''TACOBAH»
Briciias aynuropckas
najara

Pecnyonuku Kazaxcran
«COI''TACOBAH»
MuHuCTEpPCTBO
MHOCTPAHHBIX JIeJT
Pecniy6nuku Kazaxcran
«COI''TACOBAH»
KomMmureTr HanmoHaapsHONU
0e30macHOCTH
Pecniy6nuku Kazaxcran
«COI''TACOBAH»
MuHucTepcTBO HHUPPOBOTO
pa3BuUTHA,

UHHOBALIMHI U
A9POKOCMUYECKOMN
MIPOMBIIIJICHHOCTH
Pecniyonuku Kazaxcran
«COI''TACOBAH»
MuHHCTEPCTBO KOJIOTUH,
T€OJIOTUH U IPUPOJIHBIX
pecypcos

Pecny6nuku Kazaxcran
«COI''TACOBAH»
MuHuCTEpCTBO HAYKU

U BbICILIEr0 00pa3oBaHUs
Pecny6nuku Kazaxcran
«COI''TACOBAH»
ATEHTCTBO 1O 3aIIUTE U
Pa3BUTHIO

KOHKYypeHluu PecryOmiku
Kazaxcran
«COI''TACOBAH»
ArenrtctBo PecniyOnuku
Kazaxcran

0 PETYJIUPOBAHUIO U
Pa3BUTHIO

(1HaHCOBOTO PBHIHKA
«COI''TACOBAH»
Apxus [Ipe3nnenta
Pecniy6nuku Kazaxcran
«COI'TACOBAH»
Konctutynuonssiiit Cyn

PecnyOoiuku Kazaxcran
«COTI'JTACOBAH»

VYnpasnenue nenamu [Ipesunaenra
Pecniy6imku Kazaxcran

«COTI'JTACOBAH»
MuUHHUCTEPCTBO TOPTOBIU U
WHTErpaliu

Pecny6oiuku Kazaxcran
«COTI'JTACOBAH»
MuHUCTEpPCTBO

10 YPE3BBIYANHBIM CUTYALIUSIM
Pecny6nuku Kazaxcran
«COI''TACOBAH»
MuHHUCTEPCTBO HALIMOHAILHOM
SKOHOMUKH

Pecniy6nuku Kazaxcran
«COI''TACOBAH»
MuUHHCTEPCTBO BHYTPEHHHUX JIET
Pecniy6mku Kazaxcran

«COI''TACOBAH»
MuHHCTEPCTBO YJHEPTETUKHU
Pecny6nmuku Kazaxcran

«COI'TACOBAH»
ArenrctBo Pecnyonuku Kazaxcran
10 JieJiaM TOCYAapCTBEHHOM CITY>KObI

«COI'TACOBAH»

ATEHTCTBO IO CTPATErMYeCKOMY
TJIAHUPOBAHUIO U peopMam
Pecny6nuku Kazaxcran

«COTI'JIACOBAH»
ArenrtctBo Pecniyonuku Kazaxcran
10 IPOTUBOAECUCTBUIO KOPPYIILIUU

«COI''TACOBAH»

PI'Y «HaunonanbHbIH OaHK
Pecny6nmku Kazaxcran»
«COI''TACOBAH»

Amnmnapar Beiciiero Cyne6noro
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Pecniyonmku Kazaxcran Cosera Pecniy6mku Kazaxcran
«COI''TACOBAH»

ArentctBo Pecrybnuku

Ka3zaxcran

1o GUHAHCOBOMY

MOHUTOPUHTY

[Ipunoxxenue K npukasy
MUHUCTp KyJIbTYpBI U CIIOPTa
Pecniy6mmku Kazaxcran

ot 25 aBrycra 2023 roga Ne 236

Tnasa 1. Obwue nonooicerus
Inasa 2. Ilopsook 0oKymMeHmuposanus, nN0020mMoeKU U 0QhopMaeHUs OOKYMEHMOB
Hapacpadgh 1. [lopsadok 0okymenmuposanus u mpebosanus K 0hopmieHuto 00KYMEeHmoes
Hapaepag 2. [lopsiook oghopmnenus pekeu3umos 00OKYMeHma
Hapacpagh 3. [loocomoska u ohopmienue npuxasos
Hapaepag 4. [lopsiook nod2omosKu 1 ohopmieHus npomoxoa
Hapazcpadgh 5. [lopsadok nooecomosku u ohopmienus akma
Hapazcpag 6. [lopsiook nod2omosku u 0hopmierus cnpasku
Hapazpadgh 7. [lopsadok nodcomosxu u oghopmienus nucbma
IThasa 3. Ilopsdox ynpasienus OOKYMeHmayuel, opeanuzayus _00KYMeHmoobopoma 6
20CY0APCMEEHHbIX U He20CYOAPCMBEHHbIX OPSAHUSAUUIX
Hapaecpag 1. lopsiook 0bpabomku 6x005uux OOKYMEHMOos
Hapazcpadgh 2. [lopsadok obpabomku ucxooauux 0OKYMeHmos
Hapazcpagh 3. [lopsiook npoxosicoeHust BHYMPEHHUX OOKYMEHINOB
Hapacpagh 4. [lopsadok pecucmpayuu OOKYMEHMO8
Hapazcpagh 5. [lopsiook ucnonvzosanus d1eKmMpoOHHOU YUDPO8OL noonucu
Hapazcpad 6. Obecneuernue ungdopmayuornnou besonacrnocmu CIJ
Hapacpagh 7. [lopsiook konmpois ucnoanerus OOKYMEHmMos
Hapacpagh 8. [lopsadok yuema u xpanenus nevametl, Wmamnos u O1aHKos
Hapacpagh 9. Ilopsook cocmasnerus HOMEHKAAmMYpbl 0el, hopmMuposanus u Xpanenus 0e
Hapacpadgh 10. [lopsdok ohopmnerus nomenxiamypul 0e
Hapacpagh 11. Ilopsiook chopmuposanus den
Hapacpagh 12. [lopsadok ochopmnenus oen
Hapacpagh 13. [lopsdok onepamusnoco Xpaunerus OOKYMEHMOs
Hapazcpagh 14. [lopsadok nepedauu 0en 6 apxue opSanu3ayull
Ipunooicenue 1.
Ipunoowcenue 2.
Ipunooicenue 3.
Ilpunoorcenue 4.
Ipunoowcenue 5.
Ipunooicenue 6.
Ipunoowcenue 7.
Ipunooicenue 8.
Ipunoorcenue 9.
Ipunoorcenue 10.
Ipunoorcenue 11.
Ipunoorcenue 12.
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Ipunoorcenue 13.
Ipunoorcenue 14.
Ipunoocenue 15.
Ipunoorcenue 16.
Ipunoorcenue 17.
Ipunoocenue 18.
Ipunoorcenue 19.
Ipunoorcenue 20.
Ipunoorcenue 21.
Ipunoorcenue 22.
Ipunoorcenue 23.
Ipunoorcenue 24.
Ipunoorcenue 25.
Ipunoorcenue 26.
Ipunoorcenue 27.
Ipunoorcenue 28.
Ipunoorcenue 29.
Ipunoorcenue 30.
Ipunoorcenue 31.
Ipunoocenue 32.
Ipunoowcenue 33.

IIpaBuia
AOKYMEHTHUPOBAHUS, YIIPABJICHUSA JOKYMEHTALMEH U UCII0JIb30BAHUA CUCTEM
3JIEKTPOHHOI'0 JOKYMEHT0000pP0TA B rOCYAapCTBEHHBIX U HEroCyAapCTBEHHbIX
OpraHu3anuax

I'masa 1. O0me moJ10KeHus

1. Hacrosinue IIpaBuiia qOKyMEHTUPOBAHMS, YIIPABJICHUS TOKYMEHTAUEH U UCIIOJIb30BaHUS
CHCTEM JJIEKTPOHHOTO JIOKyMEHTOOOOpOTa B TOCYAAPCTBEHHBIX W HErOCYAapCTBEHHBIX
opranmuzanusax (manee — IlpaBuna) ycTaHaBIMBaIOT MOPSAIOK JOKYMEHTUPOBAHMS, YIPaBICHUS
JOKYMEHTalluei ¥  HUCHOJb30BAaHUS  CUCTEM  D3JEKTPOHHOTO  JOKYMEHTO0OOpoTa B
rOCy/IapCTBEHHBIX M HETOCYIaPCTBEHHBIX OPraHMU3alMsIX (J1ajee — OpraHu3alui).

2. OpraHusanus, BEJEHHME U COBEPUICHCTBOBAHHWE CHCTEMBI JIOKYMEHTALIMOHHOTO
oOecrieueHHs yNpaBIEHUS, METOAMYECKOE PYKOBOJICTBO M KOHTPOJb 3a COOJIIOJIEHUEM
YCTQHOBJICHHOT'O YIOJHOMOUYEHHBIM OpPraHoOM B c(epe apXUBHOIO Jejia U JOKYMEHTAllMOHHOTO
oOecrnieueHus ynpasjeHus (gajee — yoJHOMOUYEHHBIH OpraH) nopsaka padoThl C TOKyMEHTaMHU B
OpraHM3alMi OCYILECTBIAIOTCA CTPYKTYPHBIM IOAPA3JEICHUEM, IPEIHA3HAYEHHBIM UL
peanuzanuu 3a7a4 U QYHKIHUN 10 JOKYMEHTAllMOHHOMY OOECIEeUeHHI0 yIpaBiieHus (naiee —
cnyx06a JIOY). Benenne cekpeTHOTO UM HECEKPETHOTO JIEJIOMPOU3BOJICTBA OCYIIECTBISETCS B
Pa3HbIX CTPYKTYPHBIX MOJIpa3eICHUsX.

3. B opraHuzanuu, B KOTOPOW IITaTHBIM PAacHUCAHUEM He INpenycMoTpeHa ciyxba [0V,
YIIPABJICHUE TOKYMEHTALMEN BO3JIaraeTcs Ha JOJDKHOCTHOE JIULIO.

4. JletictBue IlpaBun He pacmpocTpaHsieTcss Ha JIOKYMEHTBI, COJepXallie CBEACHUs,
COCTaBJISIIOLIME rOCyAapCcTBeHHbIe cekpeThl Pecniyonuku Kazaxcran.

PaboThl MO CO37aHUIO 3aKPBITHIX KIIOYEH 3IIEKTPOHHOM LM(POBOM moAmnucu (MOPsI0K
BbIpa0OTKM, pETUCTpPAllMU, BbIAAYU, XPAHEHUS, YHUUTOXKEHUS) s IOPUAWYECKUX JIMII,
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roCyJapCTBEHHBIX OPTaHOB MJIM TOJDKHOCTHBIX JIMIL, TOPAJIOK 00eCeUyeHHs pexXUMa CEKPETHOCTH
U COXPAaHHOCTH JJIEKTPOHHBIX JOKYMEHTOB M 3aKpPBITBIX KIIOYEH 3JIEKTPOHHOH IH(pOBOI
HOJIKCH, COJIEPXKAILUX CBEICHMsI, COCTABIISIOIINE MOCYJapCTBEHHbBIE CEKPEThI, OIPEACIIAIOTCS B
HOps/IKEe, YCTaHOBJIIEHHOM 3aKOHOJaTeNbcTBOM PecryOmuku KazaxcraH o TocyaapCTBEHHBIX
cekpeTrax u paboTe co ciykeOHOH MH(pOpMaLueil OrpaHUYEHHOT0 PaclpoOCTPaHEHMSL.

[Topsimok  paboOTBl  TOCYJApCTBEHHBIX OPraHOB €  DJIEKTPOHHBIMH  JOKYMEHTAMHU
OTPaHUYEHHOI'O PACIPOCTPAHEHUS C MOMETKOM «J[i1sl Cily’>keOHOT0 MOJIb30BaHUA» ONPENENIeTCs
nocranoBieHussMH [IpaBurenscTBa Peciyonnku Kasaxcran ot 14 centsaops 2004 roga Ne 965 «O
HEKOTOPBIX Mepax 110 o0ecrneyeHno THPopMaLnoHHOM 6e3onacHocTu B Pecniy6nuke Kazaxcrany
u ot 24 utons 2022 roga Ne 429 «O6 yrBepxkaenuu [IpaBun oTHeceHuUs! CBEIEHUH K CITy)KeOHOM
UH(pOPMALIUU OIPAaHUYEHHOI'O PACIPOCTPAHEHUS U PAOOTHI C HEW».

Oco0eHHOCTH TOKYMEHTHUPOBAHUS, YIIPABICHHS JJOKYMEHTAIIUEH U MCTIOIb30BAaHUS CUCTEMBbI
3JIEKTPOHHOTO IOKYyMEHTO000pOTa B CHIELIUAIBHBIX FOCYJapCTBEHHBIX OPraHax ONpeAessStoTCs UX
PYKOBOJUTEISIMHU.

5. B nacrosumx [IpaBriax ucrnosb3yroTcs Cleayonue MOHITUs:

1) abG3am — 4yacTh TEKCTa, MPEACTABISIIONIAS COOOM CMBICIIOBOE €IWHCTBO, BBIIEIsIEMAast
OTCTYIIOM B IIEPBON CTPOKE U HAUMHAIOWIASACSA CO CTPOYHOM OYKBBI, KpOMeE IepBOro ad3aia yacTy,
KOTOpBIM HauMHAETCS € 3arjaBHOM OYykBbI (a03allbl 3aKaHUYMBAIOTCS TOYKOM € 3amsATON (Kpome
HEPBOT0 U MOCJIETHEro ad3aleB yacTu);

2) 3ammra O00BEKTOB HH(pOpMATH3AMK — peaym3arus KOMIUIGKCA IPABOBBIX,
OpPraHU3alMOHHBIX U TEXHUYECKUX MEPOIPUITUH, HalpaBIEHHBIX Ha COXPAHHOCTb OOBEKTOB
uHpOpPMATH3ALUH, TPEJOTBPALICHHE HETIPABOMEPHOTO U (HMJIM) HETPETHAMEPEHHOTO JIOCTYIa U
(vy1M) BO3ICHCTBHS HA HUX;

3) cpenctBo kpunrorpaduueckoi 3amuTsl nHPopmanuu (nanee — CK3U) — nporpammuoe
o0ecrieyeHHe WM  aNlapaTHO-NPOIPaMMHBIM  KOMIUIEKC, pealu3ylolue  aIrOpUTMbl
Kpunrorpaguyeckux mnpeodpa3oBaHui, TeHepauuio, (HOpPMHUpPOBaHHE, pPACHpPEICICHHE WU
yIpaBJIeHUE KJII0YaMH HIU(PPOBAHHUS;

4) HOoCcUTENb KJIHOYEBOW MHGOpPMALMU — CHEUATM3UPOBAHHBIA HOCUTENb, B KOTOPOM JUIS
3alIUThl XPAHAIIMXCSA 3aKPbITHIX KIIOUeH 3JIEKTPOHHOM LU(POBONW MOANUCH HCHOIb3YIOTCS
CK3H1, wumeromme cepTudUKaT COOTBETCTBUS TpeOOBaHMSIM HAIMOHAJIBHOTO CTaHJapTa
Pecnnybnmuku Kaszaxcran 1073-2007 «CpenctBa Kpuntorpapuuecko 3aiiuThl MH(DOpMAIUH.
O6mmue TexHuueckue TpedoBanus» (3 ypoBeHb);

5) ynocToBepsoLuil HEHTp rocygapcTBeHHbIX opraHoB Pecnyonuku Kazaxcran (nanee — Y1
I'O) — ynocToBepstoluii HEHTp, 00CIyKUBAIOIINN TOCYAapCTBEHHbIE OPTaHbl, T0JKHOCTHBIX JINLL
rOCYyJapCTBEHHBIX OpPraHOB B HWH(POPMALMOHHBIX CHCTEMAaX M MHBIX TOCYAApCTBEHHBIX
MH(OPMaLIMOHHBIX pecypcax rocylapcTBeHHbIX opraHoB Pecnyonuku Kazaxcran;

6) HauMOHaNbBHBINA ynocToBepstomMid 1eHTp PecnyOmuku Kazaxcran — ynoctoBepsitomuit
LEHTP, MPEJOCTaBISAIOUINI CpelCcTBa 3JIEKTPOHHON LHUQPPOBOM MOAMUCU U PETUCTPALMOHHBIE
CBUJIETEJICTBA (PM3UYECKUM WM IOPUIUYECKUM JMIaM Uil (OpMUPOBaHUS 3JIEKTPOHHBIX
JIOKYMEHTOB B T'OCYJJapCTBEHHBIX U HETOCYJapCTBEHHBIX HH(OPMALMOHHBIX CHCTEMAX;

7) OTIyCK JOKyMEHTa (ITMCbMa) — 3K3EMILIAP UCXOSIIETO TOKYMEHTA, OCTAIOIIUICS B Jene
OpraHHu3alM1-aBTOPA;

8) O6maHK JOKyMeHTa — HaOOp PEKBU3UTOB, WACHTU(MUIMPYIOUIUX aBTOpa OPHUIMATBHOTO
JTIOKYMEHTA;

9) MeTasaHHble — CTPYKTYpUPOBAaHHBIE JaHHbBIE, OMHUCHIBAIOLINE KOHTEKCT, COJEpKaHHe U
CTPYKTYpY 3JEKTPOHHOTO JTOKYMEHTA, MpeAHa3HAuYEeHHbIEe /ISl €ro WACHTU(UKAIIMY U TIOHUCKa, a
TaK)Ke MPOLECCHI YIIPABICHUsI Ha IPOTSKEHUH BCETO KU3HEHHOIO LIMKJIA JOKYMEHTA,
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10) HopMaTuBHO-cIIpaBoyHas nH(opmanusa — uHdopmanus (ki1accupuKaTopbl, CIPaBOYHUKH,
NEPEYHU ¥ MHBIE), OCHOBAHHAS HA HOPMAaTUBHBIX JOKYMEHTAX U UCIOJIb3yeMast ISl OTIpeIeIeHuUs
Pa3IMYHBIX XapaKTePUCTUK IOKYMEHTA;

11) xmaccudukatop «KoppecrnoH1eHTh» HOpMaTHBHO-CIIPAaBOYHON HH(POPMALIUU — IIepeUeHb
rOCYIapCTBEHHBIX OPTraHOB M OpraHu3aluii, yaacTHukoB CO/I;

12) odunmansHbplii JOKYMEHT — JOKYMEHT, CO3JIaHHBIH IOPUINYECKUM, JOJKHOCTHBIM HIIH
busznyeckn JULIOM, O(GOPMIICHHBII U  YJOCTOBEPEHHBIH B MOPSAJKE, YCTAaHOBJIEHHOM
3akoHo/aTenbCcTBOM PecnyOnuku Kasaxcran;

13) Bagenen perucTpalioOHHOTO CBUAETEILCTBA — (PU3UUECKOE WM IOPUIUUECKOE JINIIO, Ha
UMsI KOTOPOTO BBIJAHO PETHUCTPAIIMOHHOE CBHJETEIIHCTBO, MIPABOMEPHO BIIAACIONIEE 3aKPHITHIM
KIIFOYOM, COOTBETCTBYIOIIMM OTKPBITOMY KIIIOUy, YKa3aHHOMY B  PErHCTPAllMOHHOM
CBUJIETEIILCTBE;

14) snexTpoHHbIE HHPOPMAIIMOHHBIE PEeCypChl — JaHHBIE B 3JEKTPOHHO-LIU(pOBOIi (opme,
coJiep Kalecs Ha 3JeKTPOHHOM HOCHTENE U B 00beKTaX HH(POPMATH3ALUH;

15) undopmanmonHas cucrema 3eKTpoHHoro apxuBa (naiee — MC DA) — opranuzannoHHO
YIIOPSIOYCHHAS COBOKYITHOCTb UH(POPMALMOHHO-KOMMYHUKAITMOHHBIX TEXHOJIOTHA,
00CITyXKMBAIOUIET0 MEpPCOHaj]a U TEXHUYECKOW JOKYMEHTAIMH, Pealu3yIOUINX OIpeaeTcHHbIe
TEXHOJIOTUYECKHE  JICUCTBUS  TOCPEACTBOM  HMH(POPMAIMOHHOTO  B3aUMOJEHCTBHS U
MpeIHa3HAYEHHBIX JIJIS PelIeHHs] KOHKPETHBIX (DYHKIIMOHATBHBIX 3a7a4 B cepe apXUBHOTO Jela
U IOKyMEHTAIIMOHHOTO 00eCrieueH sl YIIPaBICHHUS;

16) 57eKTPOHHBII HOCUTENh — MaTePUAIbHBIN HOCUTEINb, MIPEeIHA3HAYCHHBIN 111 XpaHEHUs
UHPOpPMALIUU B AJIEKTPOHHON (opMe, a TakKe 3alHCH WU €€ BOCHPOHM3BEACHUS C TOMOIIBIO
TEXHUUYECKUX CPE/ICTB;

17) yuactauk COJ] — duszndeckoe WM IOPUANIECKOE JIUIIO, TOCYJAPCTBEHHBIN OpraH Wiu
JOJKHOCTHOE JIMII0, yYacTBYIOIIUE B Mpolieccax coopa, 00paboTKu, XpaHEeHus, IIepeladyn, IOUCKa
¥ pacIpOCTPAHEHUS SJCKTPOHHBIX JTOKYMEHTOB;

18) »neKTpOHHBIN JOKYMEHT — IOKYMEHT, B KOTOpPOM HHGoOpMalus IpeacTaBleHa B
AIIEKTPOHHO-IIMPPOBOIl popMe 1 y0CTOBEPEHA TOCPEACTBOM JIEKTPOHHOM IM(POBO OTUCH;

19) S1eKTpOHHBIM JTOKYMEHTOOOOPOT — OOMEH »3JEKTPOHHBIMU JOKYMEHTAMH MEXIY
rOCyJapCTBEHHBIMH OpraHaMH, (PU3HUECKUMH U IOPUIHYECKUMHE JIHIIAMU;

20) Lentp Enunoii cucteMsl 31eKTpOHHOTO AoKyMeHTooOopoTa (manee — Llentp EC3/10) —
nojacucrtemMa, oOecneuMBarollas ~ PETUCTPALMI0  YYAaCTHUKOB ~ CHUCTEM  AJIEKTPOHHOIO
JIOKYMEHTOO00pOTa, CHHXPOHM3ALMIO HOPMAaTUBHO-CIIPABOYHON HWHPOpManuu U OOMEH
AIIEKTPOHHBIMHU TOKYMEHTaMHU MEXay ydacTHuKamu COJI;

21) cucrema D3JIEKTPOHHOIO JOKYMEHTOOOOpOTa — cUcTeMa oOOMeHa 3JIEKTPOHHBIMU
JOKYMEHTaMH, OTHOIICHUSI MEXKTy YIaCTHUKAMH KOTOPOH perynupyrorcs: 3akoHoM PecrryOnmmku
Kazaxcran «OO0 3J€KTPOHHOM JOKYMEHTE M 3JEKTPOHHOW HM(POBON MOANMCH» U WHBIMU
HOpPMaTUBHBIMHU ITpaBoBbIMU akTaMu Pecniyonuku Kazaxcran (ganee — CO/1);

22) nunhopMalMOHHBIN MAKeT SJIEKTPOHHBIX JOKYMEHTOB (J1e1) — MHPOPMAIIMOHHBIH 00BEKT
OTpEeNeNICHHOW  CTPYKTYphI,  TIepelaBaeMblii 10  CETEeBBIM  KOMMYHHKAIMAM WU
TEJIEKOMMYHHKAIMSIM KaK €JMHOE 11eJ10€;

23) aneKkTpoHHas KOMHS JOKYMEHTa — JIOKyMEHT, MOJHOCTHIO BOCIIPOM3BOISIINN BHI U
uHpOpMaLKIO (IaHHBIE) TOJUTMHHOTO JJOKYMEHTA B 3JIEKTPOHHO-IIM(POBOii hopwme;

24) O6ymaxcHas KONUS AJIEKTPOHHOIO JOKYMEHTa — JOKYMEHT Ha OyMa)XHOM HOCHTEIE,
MOJYYeHHBIH IOCPEICTBOM BbIBOJA HH(POPMALUHU (JAHHBIX PEKBU3UTOB) M3 HIIEKTPOHHOTO
NO/UIMHHUKA, WMEIOMMK  TOJHOCTBIO  BOCIPOW3BOMASIIYI0  WHGOPMAIMIO  MOJUTMHHOTO
AIIEKTPOHHOT'O JIOKYMEHTA, YAOCTOBEPEHHOT'O AJIEKTPOHHOM U(POBOM MOAMKUCHIO, CO3JaHHOM ¢
HCTIOJI30BaHUEM 3aKPBITOTO KITFOYa SJIEKTPOHHOM IIU(PPOBOM ITOAITUCH, ¥ BCE €T0 PEKBU3HUTHI W
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YacTh WX, M 3aBEPEHHBIA JIMIIOM, OOJIQJAIOMIMM ITOJHOMOYMSMH Ha 3aBEpEeHHE IaHHOTO
JOKYMEHTA;

25) MOANMHHHK DJICKTPOHHOTO AOKYMEHTa — JOKYMEHT, YIOCTOBEPEHHBIH (I10IMHCAHHbIN)
AJIEKTPOHHON IU(POBOH IMOANUCHIO, CO3JaHHOM C MCIONB30BAaHUEM 3aKPHITOTO KIIOYa
JJIEKTPOHHOW LU(POBOH MOANHCH, CPOPMUPOBAHHBIA H3HAYATIBHO B (hOpMaTe 3JIEKTPOHHOTO
JOKYMEHTa ¥ HEe UMEIOIIUI OyMa)KHOTO UCXOJHOTO MOAJTUHHNKA;

26) dopmat 3IEKTPOHHOTO JOKYMEHTa — CTPYKTYpa COAEPKATEeIbHON YaCTH AJICKTPOHHOTO
co00IIeHHs, HA OCHOBE KOTOPOT0 ¢(hOPMHUPOBAH IEKTPOHHBIN TOKYMEHT;

27) sMeKTpOHHAs PEruCTPAlMOHHAs KOHTPOJBbHAS KapTOYKa — JIEKTPOHHBIA JOKYMEHT C
YYETHBIMH JAHHBIMH O JOKYMEHTE 110 yCTaHOBJICHHOH (hopme, PUKcHpyIolIei ero peKBU3HTHI,

28) cpencTBa DIEKTPOHHOW LU(PPOBOH MOANMHUCH — COBOKYHHOCTH IIPOTPAMMHBIX U
TCXHUYCCKHUX CPCACTB, UCIIOJB3YCMBIX JIA CO3JaHUSA W IMPOBCPKHU NOAJIMHHOCTHU BHGKTPOHHOﬁ
Qg poBoii moANUCH;

29) 35IeKTPOHHOE JI€JI0 — CAMOCTOATEbHAS €AMHUIIA XPAHEHUS 3JIEKTPOHHBIX JOKYMEHTOB U
UX METa/IaHHBIX, JIOTHYECKH 00BEIMHEHHBIX B IIPOLIECCE arperariH.

I'nasa 2. HOpﬂ}IOK AOKYMECHTHUPOBAHHUSA, MOATOTOBKH U 0(1)0pM.11e}mﬂ AOKYMEHTOB

IHaparpad 1. [lopsinok J0KyMeHTHPOBAHMS U TPeOOBaHHS K 0(pOpPMIIEHHI0 JOKYMEHTOB

6. SI3BIKOM pabOTHI U JETONIPON3BOCTBA FOCYJAPCTBEHHBIX OPTaHOB, OPTaHU3AIMIA U OPTaHOB
MecTHOro camoymnpasieHus Pecriyonuku Kazaxcran siBisieTcs rocyJapCTBEHHBIH S3bIK, HApaBHE
C Ka3aXCKUM O(PUIIMAIBHO YIIOTPEOISETCS PYCCKUH SI3BIK.

B pabore HerocymapcTBEHHBIX OpraHU3alldii  HUCHONB3YIOTCS Ka3aXCKHM W, TMIpH
HEOOXOIMMOCTH, UHBIE SI3BIKH.

7. JIokyMeHTbI Ha OyMa)XHOM HOCHUTEJIe COCTaBJISIOTCS Ha O€JbIX YMCTBIX JIMCTaX Oymaru
¢dopmatoB A4 (210 x 297 munnumetpoB (nanee — Mm), AS (148 x 210 MM) ¥ UMEIOT NOJIS HE
MeHee:

1) neBoe nosie — 20 mm;

2) npaBoe nojie — 10 Mm;

3) BepxHee nosie —10 mm;

4) umxHee noie — 10 M.

Jl1 IByCTOPOHHETO MevaTaHusi 000pOTHAs CTOPOHA JIMCTA JOKYMEHTA!

1) neBoe momne — 10 mm;

2) mpasoe nojie — 20 Mwm;

3) BepxHee noze — 10 mm;

4) HuxHee none — 10 M.

AHAJIOTUYHO COCTABIISIIOTCS JOKYMEHTHI B 3JIEKTPOHHOM (hopMmare.

8. Ilpm odopmieHnn gOKyMEHTa Ha OyMa)XHOM HOCHTEJE WCIIOJIB3YIOTCS OJIaHKU
JOKYMEHTOB. PexkBu3uThl Ha ONaHKax JIOKYMEHTOB pacIojlaraloTCs B OINpeNeeHHON
MIOCJIETOBATEIFHOCTA B COOTBETCTBHHM CO CXEMOW pACIIONOKEHUSI PEKBU3UTOB JOKYMEHTa
COIJIacHO npuiiokeHuto | k HacTosmM [IpaBuiam. bianku 10KyMeHTOB Ha OyMa)XXHOM HOCHUTEIE
U DJIGKTPOHHBIC IIAOJOHBI OJIAHKOB HWACHTUYHBI TIO0 COCTaBY PEKBH3WTOB, MOPSAKY WX
pAacIoNIOKEHHsI, TapHUTYpaM mpudra.

DOneKTpoHHBbIE MIA0JIOHBI OJaHKOB JOKYMEHTOB 3alllMIIEHBI OT HECAHKIIMOHWPOBAHHBIX
W3MEHECHUM.

9. B opranusarnuu mpuMeHSIOTCS CIeTyoMe OJIaHKA JOKYMEHTOB:
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1) GaHk mucbMa OpraHu3aly 1o GopMe cornacHo NPUI0KEeHUIo 2 K HacToaumM IIpaBuam;

2) 6;aHK KOHKPETHOTO BU/Ia JOKYMEHTA OpraHu3anuy no (opMe CoriaacHO IPUIOKEHHUIO 3 K
HacrosmuM [IpaBuiam;

3) oOmmmii 6;1aHK opraHu3anuy o (GopMe COrIaCHO MPWIOKEHUIO 4 K HacTosmuM [IpaBunam.

OOwMii 6y1aHK OpraHU3al|K UCIIOIb3YeTCs JUIsl U3TOTOBJICHUS JIIOOBIX BUJOB JOKYMEHTOB.

10. bnaHku AOKYMEHTOB Ha OyMa)XKHOM HOCHUTEJE H3TOTABIMBAIOTCS TUHOTPAPCKUM
CHOCO0OM € MOMOMIBIO CPEACTB ONEPAaTUBHOMN NOIUTpadUu WM BOCIPOU3BOIATCS B 3JIEKTPOHHOM
¢dopmare HemoCpeACTBEHHO IPU COCTABICHUH JJOKYMEHTA.

11. BymaxkHple OnIaHKM JOKYMEHTOB TIOCYJApCTBEHHBIX OpraHM3alUil ¢ HM300pa)keHHeM
['ocynapctBennoro I'ep6a Pecrrybnuku Kazaxcran moanexar ydery, Uit 4ero B IMPaBOM HIDKHEM
YOIy KaXAO0ro SK3eMIUisipa OJlaHKa JOKYMEHTa THUIIOrpa(CcKUM CIOCOOOM WM HyMepaTOpoM
IPOCTABISIOTCS €ro0 HOMEp, a MPH HEOOXOAMMOCTH cepHs. DJIEKTPOHHBbIE ONaHKU y4eTy He
HoJyIexar.

12. bnaHku TOKYMEHTOB HCIOJb3YIOTCSI CTPOrO IO HAa3HAUEHUIO M HE NEPENaloTCsl UHBIM
OpraHu3alUsaM UM JHIaM 0€3 COOTBETCTBYIOIEH pPe30JIFOLUU PYKOBOICTBA OpraHU3alHH.

IIpu nepemaue Onanka B JKypHane ydera M BblAauud I€YAaTHO-OJAHOYHOW MPOIYKIIMU
yKa3bIBa€TCsl KOMY U KOTJia BbI1aH OJaHK.

13. JlokyMeHThl Ha OyMa)XHOM HOCHUTEJIE COCTaBJISIFOTCSI C HCIIOJIb30BAaHHWEM IITamIla,
BOCIIPOM3BO/SIIET0 HAUMEHOBaHME OpPraHU3alMy, IIyTeM IPOCTaBJIECHUS €ro OTTUCKA B JEBOM
BEpXHEM yriry 0e3 UCTIOIb30BaHUs OJIaHKa OPTaHU3aLUH PH HATHYUH CIECTYIONNX PEKBHU3UTOB!

1) opunnanbHOe HAMMEHOBAHUE OpPraHU3ALUM, U3/1aBLIEH TOKYMEHT, TM00 OTTUCK LITaMIIa,
BOCIPOM3BOSAIIEI0 HAUMEHOBAHUE OpPraHW3alluy, U3AaBIIEH JOKYMEHT, IyTEM IPOCTaBICHUS
€ro B JICBOM BEpPXHEM YTIIIY;

2) HauMEHOBaHME BUJIA IOKYMEHTA, 32 UCKIIIOUYCHUEM MTHChMA;

3) nata TOKyMEHTa;

4) perucTpalliOHHBIA HOMEpP (MHIEKC) TOKYMEHTA;

5) HauMeHOBaHUE JOKHOCTH JIMIA, MOANUCABIIEro JOKYMEHT, MOJNHMCh M pacln(poBKa
MOJIITUCH;

6) OTTHCK MeyaTH OpraHU3alM, €CIM JAHHOE IOPUIMYECKOE JIMIO B COOTBETCTBUH C
3akoHOAaTenbCcTBOM Pecnybnuku Kasaxcran umeer nevars.

14. BHyTpeHHHE TOKYMEHThI Ha OyMa)KHOM HOCHTEJIE, 33 UCKIIIOUEHUEM PacTIOpsIUTEIbHbIX,
COCTaBJISIIOTCA Ha O€JbIX JIncTax Oymaru.

15. He nonyckaetcst opopmiieHHe Ha OAHOM OJIaHKe JOKYMEHTa Ha ABYX U OoJiee s3bIKax.

JIOKYMEHT Ha Ka3aXCKOM SI3bIKE€ U CO37aBaeMblii ayTEHTUYHBIA JJOKYMEHT Ha PYCCKOM MU
MHOM f3BIKE, a TaKXKe Ha JIByX M OoJiee sA3bIKaxX Me’aTaroTCsl KaX/blii Ha OTAEIbHBIX OJaHKax
(OTAENBHBIX JHCTaX) U ODOPMIIAIOTCS €UHBIMU PEKBU3UTAMHU.

JIOKyMEHTbl Ha pa3HBIX s3bIKax O(QOPMIISIIOTCS ayTEHTHYHO JApYr JpYry, KOTOPBIM
MPUCBAUBAIOTCS €IUHBIE UCXOISAIINE PEKBU3HUTHI.

JIucThl TOKyMEeHTOB Ha OyMa)kHOM HocuTese (OJaHKOB U NMPHIIOKEHUH K HUM) HYyMEPYIOTCS
CKBO3HOHM HyMepaluen B BEpXHEH 4acTH JINCTA 0 LeHTpy. [Ipn 3ToM HyMmepanus mpocTaBiseTcs
CO 2 JIUCTa C MOPSAIKOBOIO HOMEpa «2».

IHaparpad 2. ITopsigok opopmiieHUs1 PEKBU3UTOB JOKYMEHTA

16. T'ocynapctBennsiii ['ep6 Pecriyonuku Kazaxcran m3oOpakaercss Ha OJIaHKE JTOKYMEHTA
roCyJapCTBEHHOM OpraHMU3allii B COOTBETCTBUH € 3aKOHOAaTesIbcTBOM Pecriybnuku Kasaxcran o
rocynapcTBeHHbIX cumBoJax PecriyOnuku Kazaxcran.
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17. DmbOnema, JOroTUN WJIM TOBApPHBIM 3HAK (3HAK OOCIY)KMBAHHWS) BOCIIPOM3BOASTCS Ha
OJlaHKE B COOTBETCTBUU C YUPEIUTEIbHBIMU JTOKYMEHTAMU OPTaHU3AIIH.

DOmOseMa, JIOTOTHUIT WM TOBAPHBIHN 3HAK (3HAK 0OCTY>KUBaHUS) HE pa3MEIIAarOTCs Ha OJIaHKE C
uzoopaxenuem ['ocynapcreernoro ['epba Pecriyonuku Kazaxcran.

18. HaumeHoBaHue opranuzanuu (B TOM yHcie (Guinana, IpeJCTaBUTEIbCTBA) BKIOYAET B
ceOs. Ha3BaHME B COOTBETCTBUH C YUPEOUTEIbHBIMH JIOKYMEHTaMH C YKa3aHHEM Ha
OpraHU3alMOHHO-TIPABOBYIO (hOpMYy.

CoxkpamieHHOe HauMEHOBAaHHE OpPraHM3alWU (B TOM 4YHcie (Quinana, MpelcTaBUTEIbCTBA)
IPUBOJIUTCS B TOM Cllydyae, KOT1a OHO 3aKPEIJICHO B YUPEIUTENIbHBIX JOKYMEHTAX U Pa3MelaeTcs
B CKOOKaxX HUX€ MOJTHOTO HAMMEHOBAHUSI.

IIpu odopmieHHH COBMECTHOIO JOKYMEHTa, pa3paOOTaHHOIo JByMs U 0Oosee paBHBIMU
OpraHu3alsIMM, HAUMEHOBAHMSA OpPTraHM3ALMI pacrmoiaraloTcs B aJl(paBUTHOM TOPSIKE
HAaMMEHOBAHMM OpraHU3alUi.

[Ipu odopmieHHH COBMECTHOTO JIOKyMEHTa, pa3paboTaHHOro JAByMsi u Ooiee
OpraHu3alUsIMH, HAUMEHOBAHHUS PACIOJIAraloTCsl B COOTBETCTBUU C UE€papXuell opraHu3alui.

Ha coBmecTHOM JOKyMEHTE Ha OyMaXKHOM HOCHUTENE OTTHUCKM TII€4aTed CTaBATCS
OpraHu3alUsIMH, KOTOpbIE B COOTBETCTBUU ¢ I'paknanckuM kojekcoM Pecny6nuku Kaszaxcran
UMEIOT T1eYaTh.

19. HaumeHOBaHUE CTPYKTYPHOTO MOJpa3/eleHUsl yKa3blBaeTCsl B CIydasX, KOIrJa OHO
SBIISICTCS aBTOPOM JIOKYMEHTA M PACIIONIaraeTcs HUKe HAMMEHOBAHUS OPTaHU3AIIH.

20. HaumeHoBaHMe BHAA JOKyMEHTa I€4aTaeTcs NPONUCHBIMU OyKBAMU MOIY>KUPHBIM
mpuPTOM.

21. Jlaroil nokyMmMeHTa SIBJISIETCA JaTa €ro MHOJNUcaHus (YTBEp)KICHMs) WM COOBITHS,
3a(pUKCHUPOBAHHOTO B JIOKYMEHTE.

Jlata  JTOKyMEHTa MpPOCTaBISEeTCAd JO/DKHOCTHBIM — JIMIIOM, [OANUCHIBAIONIMM  WIH
YTBEPKAAIOIIUM TOKYMEHT. /{1151 31IeKTpOHHOT0 JOKYMEHTO000POTa JOMYyCKAETCsl IPOCTaBICHNE
JIaThl CUCTEMO MM BPYUYHYIO YIIOJIHOMOYEHHBIM JIUIIOM.

CriyxeOHble OTMETKHM Ha JIOKyMEHTE, CBS3aHHBIE C €r0 NMPOXOXKJACHHUEM U HCIOTHEHHUEM
(03HAKOMJICHHEM) BHYTPU OpPTraHU3alMH, JaTUPYIOTCS U TONHUCHIBAIOTCS.

Jlata nokymeHTa oopmiisiercs:

1) B mpaBOBBIX aKTax, MPOTOKOJIAaX, OAHKOBCKUX, (PMHAHCOBBIX, OyXTIaJTePCKUX TOKYMEHTaxX
U TOKYMEHTAX, 3aTParuBarOIINX MPpaBa M HHTEPECH! (PU3MUECKUX U IOPUINIECKUX JIHII, CIOBECHO-
U(PPOBBIM CIIOCOOOM — JIeHb Mecsila U roj odopMistoTcs apabckuMu nudpamu, Mecsl —
MIPOTHCHIO;

2) B MHBIE JOKYMEHTaxX — IU(POBBIM CIIOCOOOM JIeHb Mecslla W MECALl JBYMs IapaMu
apaOckux udp, pa3aeaeHHbIMUA TOYKOM, F0Jl — YETHIPbMS apaOCKUMU LUPpaMu.

22. PeructpanMoHHbII HOMep (MHAEKC) [OKYMEHTa COCTOMT U3 HHJIEKca [ena I0
HOMEHKJIaType JieJ OpraHu3allid, IOpPSIKOBOIO HOMEpa JOKYMEHTa B PEruCTpallMOHHO-
KOHTpoJbHOH popme (nanee — PK®D). [To yeMoTpeHHo opraHu3alnuu B perucTpalioOHHbIA HOMEp
(MHIIEKC) BKIIIOYAIOTCS IONOJHUTENbHBIE 3JIEMEHTHI.

Perucrpanuonnslii HoMep (MHAEKC) JOKYMEHTAa, COCTAaBICHHOIO JAByMsS U Ooiee
OpraHu3allUsIMH, COCTOUT W3 PETUCTPAIMOHHOTO HOMepa (MHIEKCa) KaXAOH W3 ATHX
OpraHu3alii, IPOCTABIIIEMOI0 Yepe3 KOCYyI0 YepTy B MOPsIIKE yKa3aHHs aBTOPOB B JOKYMEHTE.

He pomyckaercss ocTaBlieHHE pPE3EPBHBIX PETHMCTPALMOHHBIX HOMEPOB (HMHIEKCOB)
JTIOKYMEHTOB.

B cucreme 31eKTpOHHOTO TOKYMEHTOO00pOTa IOMYCKAETCsl BEJCHHE CKBO3HOM HyMepaIiu.

23. B uH(popMarmoHHON aHATUTHUECKON cucTeMe «DJIeKTPOHHBIE 00paIleHus» IPUCBOCHHE
PETHCTPAlIMOHHOTO HOMepa (WMHJIEKca) OOpalleHUsM, COOOIIEHUSM, 3ampocaM, OTKJIMKaM W
IPEUIOKEHUSM JIUI TeHEPUPYETCsl aBTOMAaTUYECKH M COCTOUT U3 OYKBEHHOT'O MHJIEKCA, a TAKKe
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YHUKAJIBHOIO HOMEpa, BKJIIOYAIOLIEr0 Ioj PEerucTpaluyd M CKBO3HOH HOPSIKOBBIM HOMEp W3
BOCbMH 3HAKOB.

IIpu nepenanpaBieHun OOpallEHUH, COOOLIEHMH, 3aIPOCOB, OTKIMKOB M MPEATIOKEHUN
MEXJly TOCYAApCTBEHHBIMM M HETOCYAAPCTBEHHBIMU OpPraHM3ALMSAMH, a TAK)KE HalpaBICHUHU
OTBETA 3asBUTEII0 PEIUCTPALMOHHBIA HOMED (MHIEKC) JOKYMEHTA HE MEHSETCS.

[Tpu opopmieHnn OTBETA 3aSBUTEIIO, & TAK)KE CIIMCAHUH JJOKYMEHTA B aPXUB B AJIIEKTPOHHON
pPErUCTPallMOHHONM KOHTPOJIBHOM KapTOuke JOKYMEHTa aBTOMAaTHYECKH (OPMHUPYETCS KOJ
HOMEHKJIATYPHOTO JI€J1a, BKJIFOYAIOIIUI:

MH/IEKC OpraHU3alluy B €JMHOM cUCTEMe OpraHu3aluii;

UHJIEKC CTPYKTYPHOTO IOAPA3/IEICHNs OpraHN3aluy;

MH/IEKC HOMEHKJIATYpHOIO Jejia IO OOpalleHUsM, COOOLIEHHSM, 3ampocaM, OTKIMKaM M
IIPEJI0KEHUAM JINLL.

24. B ccpuike Ha pEruCTpallMOHHBI HOMep (MHAEKC) M JaTy BXOJAIIEro JOKyMEHTa
YKa3bIBAIOTCS PETUCTPALIMOHHBINA HOMEP U JlaTa IOKYMEHTA, Ha KOTOPbIM J1aeTcs OTBET.

25. MecTo cocTaBJIEHUS WU U3/1aHUS IOKYMEHTA YKa3bIBAE€TCS B COOTBETCTBUM C IPUHATHIM
aJIMUHUCTPATHBHO-TEPPUTOPHUAIBHBIM JICJICHHEM W BKIIOYAeT B ce€0S TOJBKO OOIICTIPUHSTHIC
COKpAILEHHSL.

MecTto cocraBieHuss WIM U3JaHUS JOKyMeHTa oQopMmisieTcsi B COOTBETCTBUU C
HalMEHOBAHHMEM HACEJIEHHOTO IIyHKTa, SBISIOLIETOCS MECTOHAXOXKJEHHEM OpraHu3alud —
aBTOpa JIOKyMEHTA.

26. JIokyMeHTBI aJpecyloT OpraHu3alMsM, HX CTPYKTYPHBIM IOJpa3/eiCHUsM,
JOJKHOCTHBIM WITH (PU3UYECKUM JIUIAM.

PexBu3ur «Anpecat» oQOpMIIsSeTCsT CTPOUYHBIMM OyKBaMM, IOJY>KUPHBIM ILIPU(TOM.
HaunmenoBanue opranuszanuu, €€ CTPYKTYPHOI'O IOApA3JENECHUs MUIIETCS B WMEHUTEIbHOM
naziexe, J0JKHOCTh, (haMuIIus 1ML, KOTOPOMY aJpecOBaH JI0KYMEHT, — B IaTeJIbHOM HaJIexKe.

IIpu appecoBaHMM JOKyMEHTa PYKOBOJWTEIIO OpraHU3allud €€ HauMEHOBAaHHE BXOJHUT B
COCTaB HAMMEHOBAHMSI IOJDKHOCTH aJipecara.

[Ipu anpecoBanuu JOKyMeHTa (PU3MUECKOMY JIMIY YKA3bIBAIOTCS MHUIIMAI UMEHU U (aMUIIUS
II0JTy4aTellsl, €ro OYTOBbIN ajipec.

[Ipu nepenucke BHYTpU OpraHU3allMyU JOMYCKAETCA yKa3aHUE B JIaTEIbHOM Ma/IekKe TOJIBKO
MHHIIMATa UMEHHU U (GaMUIIUH JOJDKHOCTHOTO JIMLA.

Ecnu nokyMeHT azipecyercsi B HECKOJIBKO OpraHHU3allfil, OHU YKa3bIBalOTCs 0000IEHHO.

Ha ongnom pokymente odopmisercs He Oonee ueThipex azapecatoB. [Ipu Oosbiiem
KOJIMUECTBE aJPecaToOB COCTABIISETCS CIIUCOK (peecTp) pacchlIku JoKkyMeHTa. CrioBa «OpuruHamn
u «Konus» B pekBU3UTE «ApecaTy HE UCIOIb3YHOTCS.

[Ipn HampaBieHUU JOKYMEHTA HEMOCTOSHHBIM aJipecaTaM B COCTAaB PEKBU3HTA «AJpecaT»
BKJIIOYAETCS] TMOYTOBBIN ajpec, KOTOPbI 0(hopMIIsIeTCss UCIIOIHUTENEM. DJIEMEHThI MTOYTOBOIO
ajZipeca yKa3blBalOTCs B IIOCJIEI0BATEILHOCTH B COOTBETCTBUU ¢ 3akoHOM Pecnyonuku Kasaxcran
«O moure».

27. 3aronoBoK K TEKCTy JAOKYMEHTa O(QOpMIISIETCS MOMYKUPHBIM LIPUPTOM OT TI'paHULIBI
JIEBOTO MOJIS JJOKYMEHTa 0e3 mepeHoca CJIOB U COJIEPKHUT He Oojee 35 3HAKOB B KaXKIAOH CTpPOKE.
B noxkymeHTe mpu BeiauuMHE 3arojoBka Oosiee 5 CTpPOK JoImycKaeTcsi o(opmileHHe 3arojoBKa
nocepeiMHe JOKyMeHTa. Touka B KOHIIE 3ar0JIOBKa HE CTaBUTCH.

3aroyioBOK K TEKCTY JOKyMEHTa (OpMYJIUPYETCS B COOTBETCTBHHM C HAaMMEHOBAHHMEM BHJA
JIOKYMEHTA 1 €T0 COIEP KAHUEM.

3aroyioBOK K TEKCTY JokyMeHTa MeHee 10 cTpok, a Taxke opopMiIeHHOMY Ha O6i1aHke popmaTa
AS He cocTaBiseTcs.

28. Jlns nOKyMEeHTOB Ha OyMa)kHOM HOCHUTENIE€ OTTHUCK I€4aTh OpraHu3alui 3aBepseT
NOJJIMHHOCTh MOJMHMCH JOHKHOCTHOTO JMIa Ha JOKyMmMeHTe. OTTHCK medyaTH OpraHu3aluu
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IPOCTaBISETCA II0CJIE€ HAMMEHOBAHUS JIOJDKHOCTU JIMIA, IOJMMCABLIErO JOKYMEHT, He
3aXBaThIBasi €ro JUYHYIO MTOJAIHUCH.

JlanHOe TpeOoBaHME HE NPUMEHSETCd K OpraHu3alusM, KOTOpbleé B COOTBETCTBUHM C
['paxkanckumM konekcom PecyOnuku Ka3zaxcran He MMEIOT 1e4aTh.

29. Teker nokymeHTa 0(OpMIIIETCS B BUJIE aHKEThI, JUarpaMMsl, TaOJIMILIbI, CBA3HOTO TEKCTa
WIN COYETaHUS YKa3aHHBIX (popM.

30. B ciiydae, eciu JOKYMEHT COJIEPKUT MTYHKTHI, TO IYHKTHI B JOKYMEHTE PACIOJIaratoTcs B
JIOTUYECKOM IOCIIEI0BATENIBHOCTH, C YIETOM XPOHOJIOTMH ATANOB PELIEHUS Bollpoca. binskue no
COJIEPKAHUIO TYHKTHI 3HAYUTEJIBHBIX 110 00BEMY JJOKYMEHTOB OObEJUHSIOTCSA B IT1aBbI, HECKOJIBKO
IJIaB — B pa3zielibl, pa3/elibl — B YacTU. B 60ipmux mo o0beMy IiiaBax BBIIEIAIOTCS naparpadsl, B
paszenax — nHoJapas/iebl.

[TyHKTBI MOTYT OBITH MO/Ipa3AeICHbI Ha MOANYHKTH. BHYTpU MMyHKTOB U MOJNYHKTOB MOTYT
OBbITh YacTH, BblAEISIEMbIE a03allaMH.

[TynkThl, maparpadsl, TIaBbl, MOAPA3IEIbI, Pa3Ieibl U YacTH JOKYMEHTOB HYMEPYIOTCS
apaOckumu udpamu ¢ TOUKOH crenyromum obpasom: 1., 2., 3. u nanee.

Homepa mnonmyHKTOB B IyHKTax oOOO3HA4YaroTcs apaOCKuMH nudpamMu co CKOOKOM
cnenyromum obpazom: 1), 2), 3) u ganee.

Hymepanusi NyHKTOB, TJlaB M pa3JelioB SBJISETCS CKBO3HOW, IOJIINYHKTOB B ITyHKTE,
naparpagoB B I'JIaBe, I0JIPa3/IeloB B pa3/ielie — CaMOCTOSTEIbHOM.

He nomyckaercst o6o3HaueHne ab3aueB AedrcaMu UM HHBIMU 3HAKAMH.

31. TekcT HOKyMeHTa IeyaTaeTcsl Ha MUIIYILEeH MallMHKE uYepe3 IOJITOpa MEKCTPOUYHBIX
MHTEpBaJIa WIH TP TIOMOIIH YCTPOMCTB KOMIIBIOTEpHOU TeXHUKH pazmepom Ne 14 mpudra Times
New Roman (Taiimc Heto Poman) wiu Arial uepe3 oaMH MEKCTPOUHBIN HHTEPBAIL. B OTIeIbHBIX
ClIydasXx, a Takke Ipu O(QOpPMIIEHHH TaOJuL, HPUJIOKEHUN, OTMETKM OO0 HCIOJHUTEIE,
IpUMEYaHul 10MycKaeTcss 3MEHEHUE pa3MepoB IpHU(Ta 1 MEKCTPOUHOTO MHTEPBAJIA.

[Ipu odopmieHnn TOKYMEHTa Ha JBYX M 0oJjee JHCTaX BTOPOH M IMOCIEIYIOIIUE JIMCTHI
HyMepytoTcs. Homepa mpocTasinstoTcst apaOckuMu nudpamu B cepeiiHe BEpXHEro MOJs JHcTa
0e3 3HaKOB IIPENUHAHUS.

B oTmeTrke O HanmMuuMM TPUIIOKEHUS, HA3BAHHOIO B TEKCTE JOKYMEHTA, YKa3bIBAIOTCS
KOJIMYECTBO JIUCTOB, SK3EMILIAPOB, SI3bIK UCHOJHEHMs. B OTMeTKe 0 Hamu4YuM NMPUIIOKEHUS, HE
HAa3BaHHOT'O B TEKCTE JOKYMEHTA, IOMIOJHUTENIBHO YKa3bIBa€TCS €I0 HAMMEHOBAHUE, a TAKXKE IPU
HaJIMYUU JlaTa U perucTpaloHHbIi HoMep (nHaekc). Ilpu Hanmuuuu AByx U Oosee NpuIoKeHui
OHHU HyMepyroTcs. [lJis 3JIeKTPOHHOT0 JOKYMEHTO000pOTa yKa3aHUEe KOJIMUYECTBA K3EMIUIPOB HE
TpeOyercs.

Ecnu npuiiosxeHust K TOKYMEHTY cOpOILIOPOBAHBI, YKa3bIBAETCS KOJIMYECTBO IK3EMILISIPOB.

Ecam k IOKyMEHTy INpuiaraercss MHOM JOKYMEHT, UMEIOIIUNA NPHUIIOKEHHUE, B OTMETKE O
HAJIMYUY TPUITIOKEHUS YKa3bIBAIOTCS PEKBU3UTHI ATOTO IOKyMEHTa U 00111ee KOJIMYECTBO JIUCTOB.
Hampumep, «IIpunoxenue: nucbMo Munucrepcrsa KyiabTypsl U criopta Pecriyonuku Kazaxcran
otT 15 oxts0pst 2014 roga Ne 3-5/151 u nmpunokeHue K HEMy, BCEro Ha 7 JIUCTax, Ha Ka3aXxCKOM
A3BIKEY.

Ecnu npunoxeHne HanpasiseTcsl HE BCEM aJjpecaTaM, yKa3aHHbIM B JOKYMEHTE, TO B OTMETKE
0 €ro HaJIMYMU yKa3bIBaeTCS KAaKOMY aJipecaTy HalpaBJIsieTCsl MPUIoKEHHE.

ITpu Hamuuuu GOJIBIIOrO KOJMYECTBA MPUIIOKEHUHN YKa3bIBaeTCs 00I1Iee KOJTMUECTBO JIUCTOB.
Hampumep, «IIpunoxkenne Ha 52 nucrax.».

32. [loanmuck 1oKyMeHTa Ha OyMa)XXHOM HOCHTEJIE BKIIIOYAET:

1) HauMeHOBaHUE JOHKHOCTH JIMIIA, TOAMKUCABIIET0 JOKYMEHT, O(UIIMaIbHOE HAUMEHOBAHNE
CTPYKTYPHOTO MOJIpa3/IeJIeHNsl WM OpTaHU3aly (eciau JOKYMEHT opOopMIIeH He Ha OJlaHKe);

2) TMYHYIO TIOANUCH U paciIu(POBKY MOIIKCH (MHUIIMAT KMEHH U (haMuUITus).
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JIOKYMEHT TMOANMCHIBAETCSl CBETOCTOMKMMH uepHWIaMu. He pomyckaercs mnoamucaHue
MOITTMHHKKA JIOKYMEHTA MIPOCTaBICHUEM (pakcuMuIIe.

[IpaBo moamnucu AOKYMEHTOB OpraHHU3aI[MH ONpPEENsieTCS B COOTBETCTBUU C [ pakaaHCKUM
kogekcom  PecnyOmmkm — KazaxcraHn, ydupenuTenbHBIMH  JOKYMEHTAaMH  OpraHU3alluy,
pacnopsiANTEIbHBIMU TOKYMEHTAMU PYKOBOJIUTENS OpraHU3aIUuH O IEJIeTUPOBAHUY TIOJTHOMOYUI
WJIM JIOBEPEHHOCTSIMU Ha BBITIOJIHEHHUE OIPEACIICHHBIX IEUCTBUI OT UMEHU OpraHU3aliu.

DNEeKTPOHHBI JOKYMEHT YJIOCTOBEpSieTCSl 3JIEKTPOHHOM HU(pPOBOM MOAMUCHIO JIHIIA,
00J1a/1a10111€r0 TOJTHOMOYMSIMH Ha MTOANKUCAHUE IaHHOTO IOKYMEHTA.

Otnyck nokymeHTa (IMChMa) MOJUICKUT MoanucaHuio. He gomyckaercss 3aMeHa OTIycKa
JOKyMeHTa (muchMa) Konuei qokymeHTa. [lpu moamucannu TOKyMEeHTa IByMs U OoJiee JTHIaMu
pPaBHBIX JIOJDKHOCTEM WX MOAMKMCH pacrojaramTcsi B al(@aBUTHOM MOPAIKE OQPHUIIHAIbHBIX
HaVMEHOBAHMM OPraHU3alUi WU CTPYKTYPHBIX IIOJpa3ICICHUN.

[Ipn mnoamucaHuu AOKYMEHTa HECKOJIbKUMHU JIOJDKHOCTHBIMH JIMIAMU HMX TOJIUCH
pacrionaratlorcsi OfHa TIOJ JPYrodl B COOTBETCTBHHM C YOBIBAaHMEM CIYXeOHOW HepapXuu
MOJDKHOCTEMN.

B noxymenTe, cocTaBIeHHOM KOMUCCUEH, YKa3bIBAIOTCA HE HAMMEHOBAHUS JIOJHDKHOCTEH JIHII,
MOJMUCHIBABIINX JOKYMEHT, a UX 00S13aHHOCTH B COCTaBE KOMHUCCHH.

JIOKyMEHTBI KOJUIETHAJIBHBIX OpPraHOB OpraHu3anuu (KOJUIETHH, COBETOB, MAacCIWXaTOB,
MpaBJIeHUI ) MOAMKUCHIBAIOTCA MIpeiceaTeNieM U cekpeTapeM (IIpeIceaaTeIbCTBYIOMINUM U JHUIIOM,
MIPOBOJIMBIINM 3anUCh). [IpOTOKOIBI anmapaTHbIX (OMIEPaTUBHBIX) COBEIIAHUI OPTaHU3aIUU U €
CTPYKTYPHBIX MOJIpa3ielieHnii MOIMUCHIBAIOTCS MPEACEAATENbCTBYIOIINM JTUI[OM.

Eciu nomxHOCTHOE JIMIO, MOANKMCH KOTOPOIO 3aroTOBJIEHAa Ha IHPOEKTE JOKYMEHTAa,
OTCYTCTBYET, TO JOKYMEHT IMOMJEKHUT TMepeoGOpMICHUI0O Ha JIHMIO, HUCIHOJHSIONIEE €ro
o0s3aHHOCTH. He nomyckaercs nmoAnucanue T10KyMEHTa C MPEJIOrOM «3a» WM MPOCTABIEHUEM
KOCOI 4epThl Nepe/i HAMMEHOBAHUEM JTOJIKHOCTH.

33. CormacoBaHue MpPOCKTa JOKyMEHTa oQopmisieTcss BHU30M Ha JOKyMEHTE (BHYTpPCHHEE
corjiacoBaHue) WM Tpu(OM COTacoBaHMs (BHEIIHEE COTIACOBAHUE WM COTJIACOBaHHE C
KOHCYJIbTATUBHO-COBEIIATEILHBIMU M OOIIECTBEHHBIMU OpraHaMu opranuzanuu). Jms
AIIEKTPOHHOTO JOKYMEHTa COTJaCOBaHHE MPOMCXOAMUT TOCPEACTBOM SJIEKTPOHHOU HUBPOBOM
MTO/ITTHCH.

[Ipu BHYTpEeHHEM COTJIACOBAHHH JOKYMEHTHI BU3HPYIOTCS HCIIOIHHUTENEM (OTBETCTBEHHBIM
WCIIOJTHUTENIEM), PYKOBOJIUTEJIEM €ro  TMOJApa3ielieHHs, WHBIMH  3aUHTEPECOBAHHBIMU
JIOJKHOCTHBIMM JIMIIAMU, 3AMECTUTENIEM PYKOBOJUTENS OpraHU3alii COTJIACHO PacpeIeTICHUIO
00s3aHHOCTEH.

Bu3bl mpoCTaBISIFOTCS Ha K3EMITISIPaxX TOKYMEHTOB Ha OyMa)KHOM HOCHUTEJIE, OCTAIOIINXCS B
OpraHu3aIiy, Ha JUIEBOM CTOPOHE HUXKE MOAMUCH. [IpOeKThl pacriopsiIUTETbHBIX TOKYMEHTOB
BU3UPYIOTCS Ha MEPBOM 3K3eMIusipe. Jlonmyckaercss BU3UPOBAaHUE MPOEKTOB PACTIOPSAAUTENBHBIX
JIOKYMEHTOB Ha 000OPOTHOM CTOPOHE MOCIIEIHErO JIUCTA.

Buza Bkitoyaer B ceOsl MOAMKMCH BU3UPYIOUIETO, OaTy, pacIM(PpPOBKY MOAMUCH (MHULIHAAT
UMeHH, (aMUITUI0), HAMMEHOBAHUE JIOJDKHOCTH BU3HMPYIONIETO. 3aMeuaHus, 0COOble MHEHUS U
JOTIONTHEHUST K TPOEKTY JOKyMeHTa O(QOpPMISIOTCS Ha OTICIBHOM JIMCTE, O YeM B MPOEKTE
JIOKYMEHTA CTaBUTCSI COOTBETCTBYIOIIAs OTMETKA.

BuemHee corjacoBaHue JOKyMEHTa OQOpPMIISIETCS CTPOYHBIMH OyKBaMu TpuQOM
COTJIacOBaHUs, KOTOPBIM pacroiaraeTcs B JI€BOM HIXKHEM YIJTy MOCJIEIHEro JINCTa JOKYMEHTa U
coctouT u3 cioBa «CornacoBaHoy, («CormacoBany), a TAK)ke HAMMEHOBAHUS TOJDKHOCTH JIMIIA, C
KOTOPBIM COTJIACOBBIBAETCS JOKYMEHT (BKJIFOYAsi HANMEHOBAHUE OPTaHU3aI|H ), TUIHON MTOITUCH
u ee pacmiupoBKY (MHUIMAT UMEHH U (haMUJIHS ), JaThl COTJIACOBAHMUSI.

IIpu cornacoBaHuM IOKyMEHTa JBYMsl M Oojiee JUIIAMH PaBHBIX JOJDKHOCTEH Tpudb
COTJIACOBaHUsl PACIONIAaTalOTCS Ha OJHOM YpOBHE B and)aBUTHOM TMOPAAKE O(HUIIHATBEHBIX
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HalMEHOBaHUN opraHuzauuid. Ilpum corimacoBaHMM JOKyMEHTa HECKOJIBKMMH JOJKHOCTHBIMHU
JUIaMU TPUQBI COTJIACOBAHUS PACHOJAralOTCsl B COOTBETCTBHHM C YOBIBAHHEM CIYKEOHOM
UepapXuM JOHKHOCTEH.

Ecnu cornacoBanue oCylecTBISIETCS IUCbMOM, ITPOTOKOJIOM MJIM MHBIM JIOKYMEHTOM, TO B
rpude corigacoBaHMs yKa3bIBalOTCA BUJ JOKYMEHTa B TBOPHUTEIBHOM Iafie’Ke, HAUMEHOBaHUE
OpraHM3aly B POJAUTEIBHOM NAJEXKe, 1aTa U HOMEp (MHAEKC) JOKYMEHTA.

BHemHee coriacoBaHue JOKyMEHTa ¢ HECKOJIBKMMU OpraHU3alUsIMHU O(OpMIISIETCS IMCTOM
coriacoBaHus 1o (popme corIacHO NPHIIOKEHHUI0 5 K HactosmM [IpaBunam.

CornacoBaHue NpoekTa JOKYMEHTa B 3JIEKTPOHHOM (hopmate ocymectsisercss B COJ1 nubo
1o KaHanaMm HHQpopMauoHHbIX cucteM (nanee — MC).

ITpu Hannmuuu B opranuzanuu CO/] coryiacoBanue NpoeKTOB TOKYMEHTOB OCYILECTBIISETCS B
ABTOMATU3MPOBAHHOM pPEXHUME IIOCPEACTBOM HANpaBICHUS IPOEKTOB JOKYMEHTOB JIMLIAM,
Ha3HAUYEHHBIM B KaU€CTBE COMIACYIOIUX, U 0(OpMIIEHUS pe3yabTaToB coriacoBanus B CO/I.

[Tocne 3aBepuieHus] IpOLEAYpPbI COrNIacoBaHusl (IIPU CO3/IaHUM IOJUIMHHUKA JIOKYMEHTa Ha
OyMa)XHOM HOCHTENE) JIUCT COrjlacoBaHMs pacrevarbiBaercs u3 COJl, mpukiajaeiBaercss K
IPOEKTY JIOKYMEHTa W IMpPEACTaBISETCS HAa IMOJNUCh PYKOBOJIUTENIO OpraHu3aluuu (MHOMY
YIIOJIHOMOYEHHOMY JIUILY).

CornacoBaHue BHYTPEHHHMX JIOKYMEHTOB, CO3JaHHE, XpPaHEHHE M HCIOJb30BaHUE KOTOPBIX
ocyuectBisitores nocpeacrsom CO/I, mpoBoaurcs B COJl B 31€KTPOHHOM BUJIE.

[Ipu cornacoBaHuM MPOEKTOB BHYTPEHHUX TIOKYMEHTOB, CO3aHHBIX HAa OYMa)KHOM HOCHTEJE,
BU3bI IPOCTABJISAIOTCS HEITOCPEICTBEHHO Ha MpoekTe JokymeHTa — MC.

34. I'pud yTBep>KACHUS TOKYMEHTA PacIojaraeTcs B MIPaBOM BEPXHEM YIIIy MEPBOTO JIHCTA
JOKYMEHTa ¥ 0(OpMIISIETCSI CTPOUHBIMU OYKBaMHU.

[Ipu yTBepkIEHUH JOKyMEHTa KOHKPETHBIM JOJDKHOCTHBIM JIMIIOM TPHU( YTBEPKIACHHUS
COCTOUT M3 CIEAYIOIUX 3JIEMEHTOB: CJIOBO «YTBepxkaaw» (06e3 KaBblUeK), HaMMEHOBAaHUE
JOJKHOCTH, TTOAIUCH, paciI(pOBKa IMOANMCH U JaTa YTBEPKICHUSI.

[Ipu yTBepkIeHMM TOKyMEHTa JByMs M Oojee JMIaMU DPAaBHBIX JOJDKHOCTEH TpHdbI
YTBEPKACHUSI PAcIoNaraloTcs Ha OJHOM YpOBHE B ali(paBUTHOM TMOPSIKE HAUMEHOBAHUMN
OpraHu3aIuu.

[Ipu yTBep)aAeHUM JOKYMEHTa IMOCTAaHOBJIEHUEM, PELIEHUEM, TPUKA30M, IPOTOKOJIOM TpUd
YTBEPXKIEHHUSI COCTOMT U3 cioBa  «YTBepxkIeH» («YTBepkAeHa», «YTBEpPXKICHO»,
«YTBEpKJIEHbI»), BUJAa PAaCHOPSAAUTEILHOTO JOKYMEHTA B TBOPUTEIBHOM MasieXkKe, €ro JaThl U
HOMepa.

35. Pe3omonust pacnosaraercsi B BEpXHEW 4acTH MEPBOTO JIMCTA TIOKYMEHTa Ha CBOOOJHOM OT
TeKcTa Mecte. B cocraB pe3ononuu BXOAAT MHULIMAN(BI) UMEHU U (paMuiIusi(u) UCTIOIHUTENS
(ucrionHUTENEH), CoAepKaHUE IMOpydeHUs (TOPYUYEHMI), CPOK HMCIOJIHEHMsI, MOJIMUCh aBTOpa
PE30JIIOLIMH U AaTa.

JlomyckaeTcsi oopMIIEHHE PE3O0JIIOLMK Ha OTJENbHOM OnaHke ((uilke) ¢ ykazaHHEM 0]
HOJKCHIO JIMIA, HAJIOKUBILETO PE30IIIOLNIO, BXOASIIETO PErUCTPAL[MIOHHOIO HOMepa (MHIeKca),
JaThl TOCTYIJICHUS! U OTMETKH O PEKBU3UTAX JOKYMEHTAa, K KOTOPOMY OTHOCHUTCS PE30JIIOLUS
(aBTOp, HCXOASIINI HOMEp U J1aTa JOKyMeHTa). [lopydyeHus B BUae pe30toIHii, HarpaBiisieMble B
WHBIE OPTaHU3alUN, PETUCTPUPYIOTCS ciryx0o0ii [JOY.

Ha noxymenTax, He TpeOyIOIUX JOMOJHUTEIbHBIX YKa3aHUH MPeINuChIBAEMBbIX IEHCTBHIA U
UMEIOUINX YCTAHOBJICHHBIE CPOKH MCIIOJMHEHMS, B PE3OJIOLUU YKa3bIBAIOTCS HCIOJIHUTED,
MOJIKUCH aBTOpa PE30JII0LUH, JaTa.

B caywasx, korma mopyudeHue naercss JABYM U Oolsiee JIMIIaM, OCHOBHBIM HCIIOJIHUTEIEM
ABJIAETCS JIMLIO, yKAa3aHHOE B IOPYYEHHMM IIE€PBBIM, €CJIIM MHOE HE YCTAHOBJIEHO B CaMoOM
PE30IIOLHH.
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36. OT™MeTKa 0 KOHTPOJIE 32 UCIIOTHEHHEM JOKYMEHTa 0003HA4YaeTCs CJIOBAMHU HIIM IITaMIIaMU
«baxpuiay», «bakpuiayra anblHAb» (0€3 KaBbIYEK) M IPOCTABIIAETCS B BEPXHEW JIEBOM 4acTH
MEPBOro JHUCTA JOKYMEHTA 3a IpeelaMUi TEKCTOBOTO TOJISL.

37. Jna 3aBepeHUs COOTBETCTBUSI KONMM JOKYMEHTAa IOJUIMHHUKY HHXKE PEKBU3MTA
«Ilognucey mpocTaBnstoTcs 3aBepuTenbHas Haanuch «Kommst BepHa» (63 KaBBIYEK),
HaNMEHOBAHMUE JOJDKHOCTH JIMIA, 3aBEPHUBINErO KOMHIO, JHMYHAs TOAINUCH, paciupoBKa
NOANUCH (MHULIMAT MMEHM U (haMuiusl) MOJIHMCABILEro, OTTUCK Ie4YaTH OpraHu3auuu (mpu
HaJUYKH), 1aTa 3aBEPEHUS.

38. bymaxkHasi KomHsl SJEKTPOHHOTO JOKYMEHTa 3aBepsieTcsi C yKa3aHHEM Ha TO, 4YTO
UCXOJHBIM JIOKYMEHTOM SBJIIETCS D3JEKTPOHHBIM JOKYMEHT U MOJY4YEH IOJIOKUTEIbHBIN
pe3yNbTaT MPOLEAYphl MPOBEPKH 3JIEKTPOHHON HU(POBON MOANUCH JHIA, YAOCTOBEPUBILIEIO
AIIEKTPOHHBINA TOKyMeHT. Jljisi 3aBEpeHUs] KOMWHU DSJCKTPOHHOTO OKYMEHTa Ha OyMa)KHOM
HOCHUTEJIE M HaHECeHUsI MH(POPMAIIUHU O Pe3y/bTaTe MPOBEPKH dJIEKTPOHHOMN UG POBOI MOAMTUCH
UCTIONB3YeTCs ITaMn (TpEyroibHON (OpMBI) € TEKCTOM «* * * DIeKTpOHABIK KYXKATThIH
KeIIpMeci IyphIC.» (OMpeeieH MOJI0KUTEIbHBIN pe3yabTaT MPOoLEAyPbl MPOBEPKH ANEKTPOHHON
U(PPOBOM MOANMCH) U YKa3aHUEM TOJIeH JIUIsl KOJIMYECTBA JINCTOB M TIOIHCH 3aBEPSIOIIETO JIUIIA.

39. DnekTpoHHAas KOIUs JOKYMEHTA 3aBepsAETCS:

1) ucnonHuTeNEM — B CIy4yae BIIOKEHMS JIONOJHUTENIbHBIX JOKYMEHTOB Ha OyMa)XHOM
HOCHTEJIE NP CO3/IaHUU MPOEKTa JIEKTPOHHOTO JTOKYMEHTA;

2) COTPYAHHUKOM TOApA3ICICHHUsI JOKYMEHTAIMOHHOTO OOECIEeYeHHs TOCyJapCTBEHHOTO
opraHa — Mpu PEerUCTPallUU JOKYMEHTA, TOCTYIHUBIIETO TOJBKO HAa OyMa)kHOM HOCHUTEJIE.

[TonHOMOUMsIMU Ha 3aBepeHHE OyMa)KHON KOIMHU 3JIEKTPOHHOIO JOKYMEHTA, CO3/IaHHOTO
nocpeactBoM COJI, o0manaroT COTpYIHUKU MOJpa3AeNieHus] JOKYMEHTAIIMOHHOTO 00ecTeueHus
rocy/1apCTBEHHOI'0 OpraHa U OIepaTopa MOYThI.

BymakHast Konus 31eKTPOHHOTO JOKYMEHTA COIEPIKHUT:

1) TeKCT NOKyMEHTa;

2) ormeTky «Komus 3JeKTPOHHOTO JOKYMEHTa» C OTPAKEHHEM pPe3yJibTaTOB MPOLELYpPbI
IIPOBEPKHU AIEKTPOHHOM LIU(PPOBOI MOANKCH JIMIIA, YTOCTOBEPUBIIETO AIEKTPOHHBINA JOKYMEHT;

3) HauMeHoBaHUE UH(OPMAIIMOHHON CUCTEMBI, U3 KOTOPOI OH MOJIYy4eH;

4) naty co3maHusi OyMa)KHON KOIUH;

5) mramMn ¢ TEKCTOM «* * * DIeKTpOHABIK KYKAaTThIH KeIIipMeci AYpbIC.» (OmpeaesieH
MOJIO)KUTEIBHBIA  pe3yabTaT MPOLEAYpbl TMPOBEPKH AJIEKTPOHHOM LU(POBON MOAMNKCH),
KOJIMYECTBO JIMCTOB U MOJIUCH 3aBEPUTEIIS.

40. OTmeTka 00 UCTIOJHUTENIE TOKYMEHTA BKJIIOYAET COKpalleHHoe coBo «lcm.y», nHuIman
UMEHU U (aMUITUIO UCTIOJHUTEINS TOKyMEHTa, HOMep ero tenedoHa, B TOM YHUciie BHYTPEHHETO,
azpeca BJIEKTPOHHOW MOYTHl (MPU HAIMYMK) W PACIOJaraeTcs Ha JIMIEBOM WIJIM OOOPOTHOM
CTOPOHE ITOCJIEAHETO JIMCTA JOKYMEHTA B JIEBOM HUKHEM YTIIy.

41. OtmeTka 00 HCIIOJIHEHUU JIOKYMEHTA W HalpaBiICHUH €ro B JEJI0 BKIIYAET CChUIKY Ha
HOMEp U JaTy JOKYMEHTA, CBHUAETEJIbCTBYIOLIYI0O 00 HCHMOJHEHUH (IIPU OTCYTCTBUHM TaKOIo
JIOKYMEHTA — KpaTKue CBEACHUS 00 UCIIOTHEHUH ), ciioBa «B nmeno», HoMep nerna, B KOTopoM OyieT
XPaHUTHCS JOKYMEHT.

OtmeTka 00 UCTIOTHEHUH JIOKYMEHTA U HaIPaBJIEHUU €r0 B IO MPOCTABIISAETCS Ha HIKHEM
T10JI€ JINLIEBOI CTOPOHBI MEPBOTO JIMCTA JOKYMEHTA, KOTOPBII MOANMCHIBAETCS] UCIIOJIHUTEIEM C
yKa3aHUEM JaThl HalpaBJIeHUs B JIEN0.

42. NnentuuKkaTopoM 3JIEKTPOHHON KOMUHU JOKYMEHTa Ha OyMa>KHOM HOCHTENE SIBISETCS
OTMETKa (KOJIOHTUTYII), COJieprKallasi Ha3BaHWE M BEPCHUI0 MPOrpaMMHOr0 OOeCHedeHHus, MpU
IIOMOIIM KOTOPOTO CO3[aH JOKYMEHT, IpOCTaBisieMas Ha JHUIEBOW CTOPOHE Ka)XAOro JINCTa
JTIOKYMEHTA.
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43. OTMeTKa O MOCTYIUICHUH IOKYMEHTa B OPraHU3aIMI0 MPOCTABIISETCS B MPABOM HUKHEM
YTy JIMLEBOM CTOPOHBI MIEPBOTO JIUCTA JJOKYMEHTA U COJACPKHUT MOPSIKOBBIN HOMEP BXOJISIIETO
JIOKYMEHTA U J1aTy MOCTYIUICHHS (TP HEOOXOAUMOCTH — YaChl U MUHYTBHI).

44. DneKTpOHHBINA JOKYMEHT COCTOUT U3 JBYX YaCTEN: COJIEP/KaTEIbHON U PEKBU3UTHOM.

Copep:xarenpHasi 4acTh DJIEKTPOHHOTO JOKYMEHTAa COCTOMT M3 OJHOIO WJIM HECKOJBKUX
¢aitioB B cenyromux popmMarax:

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

2) RTF, DOCX — TekcToBbIl (hopMarT;

3) XLS, XLSX — tabauunsliii popmar;

4) PPT, PPTX — npe3eHTanuu;

5) RAR, ZIP — apxuBupoBaHHbIii (hopMmar.

CopepxarenpHasi 4acTh MpoeKToB akToB IIpesugenta Pecrnyonmuku Kazaxcran B COJ]
dbopmupyercs Tonbpko B popmare PDF.

ConeprxaTenbHast 4acTh JIEKTPOHHOTO TIOKYMEHTA UMEET CIIEAYIONINE PEKBUUTHI:

1) opunmansHO€ HAaMMEHOBAHKUE OPTraHU3AIUU OTIPABUTEIIS;

2) cmpaBouYHBIC JaHHBIE 00 opraHusanuu (fopuaudeckuil azapec, TtenedoH, dakc,
AIEKTPOHHBIN aipec opranu3anuu (Ipyu HATUYUH);

3) HauMEHOBAaHUE BUJIA IOKYMEHTA;

4) cCBhUIKY Ha PETUCTPALIMOHHBIN HOMEP U 1aTy BXOSIIEro JOKYMEHTA,

5) MECTO COCTaBJICHUS WIIU H3/IaHUS IOKYMEHTA;

6) agpecar;

7) rpud yTBEp>KICHHS JOKYMEHTA (IPH HATHYHUH );

8) 3aroJ0BOK K TEKCTY (IIPH HATUYHH);

9) TEeKCT NOKyMEHTa;

10) ormetrky 00 ucnomnutene (pamuiaus, HHULIMAIB UMEHU U TenedoH HCHOoIHHUTENs) (B
opraHax HalMoOHanbHOM Oe3omacHocTu PecnyOnmkm Kazaxcran ykaspIBalOTCs HHHUIMAIBI U
Tesie()OH UCTIOTHUTENA);

11) aneKTpoHHYIO HU(PPOBYIO HOIIHUCH.

PexBM3HUTHAs 4YacTh 3JEKTPOHHOIO JOKYMEHTa (HhOPMHUpPYETCs MOCPEICTBOM COCTaBJIEHUS
AIIEKTPOHHOM PETUCTPALlMOHHONW KOHTpoJbHOW Kaprouku (nanee — OPKK), B xortopoit
UCTIOJIb3YIOTCS CIEYIOINE PEKBU3HTHI:

1) HaumMeHOBaHNE BU/IA IOKYMEHTA;

2) perucTpaloOHHbII HOMEp JOKYMEHTA;

3) UHJIEKC HOMEHKJIATYypPHhI J1e;

4) Ha3zBaHuME M BEpCUS MNPOrPaAaMMHOrO OOecledyeHHus, NpU MOMOIIM KOTOPOIro CO3JaH
JOKYMEHT;

5) anekTpoHHas U(POBast MOINUCH;

6) xapaxkTep BOMpoOCa;

7) KOIMYECTBO JINCTOB OCHOBHOI'O IOKYMEHTA U IPUII0KEHUH;

8) HamMeHOBaHHE TOCYIApCTBEHHOTO opraHa-agpecata (B KomurTere HalMOHAIBHOM
6e3omacHoctn  PecnyOnnku KaszaxcTtaH HauMeHOBaHMs IOJpa3fielieHUH yKa3bIBAIOTCS B
COOTBETCTBHUH C KOJIaMH, 32 UCKIFOYEHUEM TEPPUTOPHATHHBIX OPTaHOB);

9) HauMeHOBaHUE JTOJKHOCTH ajipecara (IIpU HAIUYHHN);

10) pamunus, HHUIMATBI KIMEHU ajipecaTa (IpU HaJIU4dun);

11) pamunmst, MHUIMATIBI UMEHHU WCHOJIHUTENS (B OpraHax HallMOHAIBbHOM 0€30MacHOCTH
Pecrryonmukn KazaxcraH yka3bIBarOTCs MHUIIHATBI HCITOTHUTEINS);

12) Homep TenedoHa UCTIOTHUTEIS;

13) oTMeTKa 0 KOHTpOJIE;

14) ormeTKa 00 MCIIOJHEHUH JOKYMEHTA U HAIPaBJICHUU €To B JEJIO0;
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15) oTMeTka 0 HAIMYUU WIM OTCYTCTBUHU MOJJIMHHHKA OYMa)XHOTO JOKYMEHTa, OyMa)KHOU
KOIIMU 3JIEKTPOHHOTI'O IOKYMEHTA.

Jns o0ecrieueHus  3alUThI MOVIMHHOCTU  3JIEKTPOHHOIO  JOKYMEHTa |
HECAaHKIIMOHMPOBAHHOTO  PACHpPOCTPAHEHUS  CIYXKEOHBIX  JJIEKTPOHHBIX  JOKYMEHTOB
HCIIOJIb3YIOTCSl BOASHBIE 3HAKH.

Hcnonp30BaHne JOMONHUTEIBHBIX PEKBU3UTOB OIPEAEIAETCS B 3aBUCUMOCTU OT BUIA
JIOKyYMEHTa B COOTBETCTBUU ¢ HacTosimumu IIpaBunamu.

45. IIpu oOMeHe 3JIEeKTPOHHBIMU JOKYMEHTaMU MEX]ly OpraHU3alUsIMU [IEPEYEHb PEKBU3UTOB
U TOPANIOK HCHOJB30BaHUS 3JEKTPOHHOM MHUQPPOBOM MOANUCH 3JIEKTPOHHOTO JOKYMEHTa
YCTaHABJIMBAIOTCS MMCbMEHHBIMH (POPMaMHU CIIETIOK B COOTBETCTBUU C [ paskJJaHCKMM KOJIEKCOM
PecnyOoimuku Kazaxcran, cobmonenrnem HopM 3akoHa Pecniyonuku Kazaxcran «O0 3eKTpOHHOM
JOKYMEHTE U 3JIEKTPOHHON TU(PPOBON oAMHCH», HacTosiumu [IpaBunamu.

46. DIEKTPOHHBIE JTOKYMEHTbl Ha XpaHEHUE MEepPEJalTCs COINIACHO [OCYAapCTBEHHOMY
crangapty CT PK «Ympasnenue noxymenranueii. @opmar (aidaioB 351eKTpOHHBIX TOKYMEHTOB
Ju1s joarocpounoro xpanenus. Yacts 1. UcnonszoBanue PDF 1.4 (PDF/A-1)».

ITaparpad 3. [loaroroBka u ogopmiieHne NPUKa30B

47. Tlpuka3zamu 0(OPMIIIIOTCSL PELICHHUSI TIPABOBOTO XapaKTepa, a TAKKe MO ONEPaTUBHBIM,
OpPraHHU3aI[MOHHBIM, KaJpPOBBIM M HMHBIM BOIpPOCaM JAEATEIbHOCTH OpraHu3aluuu 1o dopmam
COIIacHO NpujoxeHusaM 6-7 k HacrosuM [IpaBuiam.

PexBusnuTamu npukasa sBISIOTCS:

1) n3o6pakenue I'ocynapcrBennoro I'ep6a Pecryoniku Kazaxcran nim sMO51eMbl, JIOTOTHIIA,
TOBapHOTO 3HaKa (3HaKa OOCIYXMBaHUS) C ydeToM TpeOoBaHuil myHKTOB 16, 17 HacTosAmux
[IpaBui;

2) opunmanbHOE HAMMEHOBaHHWE OPTraHU3aALHY;

3) HauMEeHOBaHNE BUJA IOKYMEHTA;

4) nata npukasa,

5) perucTpalioHHbI HOMEp NPUKaA3a;

6) MecTo U3aHMsl MpUKa3a;

7) 3aroJI0OBOK K TEKCTY;

8) TekcT;

9) moanucs;

10) oTMeTKa O COIJIaCOBAHUU MPHUKA3a,;

11) orTuck meyaTH OpraHU3alMK, €CIU JaHHAs OpraHu3als B COOTBETCTBHH C
3aKoHoJIaTenbcTBOM PecniyOnuku Kasaxctan umeer neuatb.

[TpoekTsl TPHUKA30B TOTOBAT W BHOCAT CTPYKTYPHBIC IOJPA3/IClCHUsI HAa OCHOBAaHUU
NOPYYEHUN PYKOBOJIUTEINs OpraHu3allly, €ro 3aMecTHTeNs JM00 B MHUIMATUBHOM TMOPSJIKE.
[TpoexTsl TpHKa30B MO KaJpOBBIM BOIPOCAM TOTOBUT KaJIpoBas CIyk0a B COOTBETCTBUH C
TPYAOBBIM 3aKOHOJaTeIbcTBOM PecnyOmuku Kazaxcras.

[IpoexThl TpPUKA30B H TPUIOKECHHUS K HHM BU3UPYIOTCS HCIOTHHUTEIEM U  €ro
HEMOCPEACTBEHHBIMU M KYPUPYIOIIMMH PYKOBOJAMUTENISIMH, a TaKXe pPYKOBOJIUTEISIMHU
CTPYKTYPHBIX TIOJpa3ielIeHUii, KOTOPHIM B TPOEKTE IMpHKa3a MPEeIyCMaTPUBAIOTCS 3alaHus U
MOPYYEHHUs, KOMIIETEHIINIO KOTOPBIX 3aTParuBaiOT BOMPOCHI, yKa3aHHbIE B IPOEKTE.

BospakeHust 1o MpoeKTy NMpHKa3a, BO3HUKAIOIINE TIPU COTIIACOBAHNH, U3JIaral0TCs B CIIPaBKe,
KOTOpas mpuiaraercs K npoekty. Ecnu B mporiecce corimacoBaHusi B MPOEKT MPUKa3a BHOCATCS
U3MEHEHHS TPUHIMITHAIGHOTO XapakTepa, TO OH qopabaThiBaeTcsi M IMPOXOAHWT TOBTOPHOE
COIJIaCOBAHUE.
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IIpuka3sl rocyJapCTBEHHBIX OpPraHOB pa3pabaThIBAIOTCS M NPUHMMAIOTCS Ha Ka3aXCKOM
S3bIKE, P HEOOXOMMOCTH, UX Pa3pabOTKa MOXKET BECTHCh Ha PYCCKOM SI3bIKE ¢ 00eCTIeYeHHEM
110 BO3MO>KHOCTH IIEPEBOJIA HA MHBIE A3BIKU. JINCTBI IPUKA30B U IMPUIOKEHUN K HUIM HYMEPYIOTCS
CKBO3HOHM HyMepaluel B BEpXHEH YaCTH Ka)0ro JIUCTA 110 LICHTPY.

IIpukassl HyMepyrOTCs NOPSAAKOBOW HyMepalue B Npezeax KajneHaapHoro roja. Ilpukasel
10 OCHOBHOM JI€SATENIbHOCTH, TUYHOMY COCTAaBY PETUCTPUPYIOTCS OTAEIBHO B COOTBETCTBYIOIUX
KypHainax (0a3zax naHHbIX). K mopsikoBoMy HoMepy IpHKasza 10 JIMYHOMY COCTaBy uepes Jeduc
JOOABIISIOTCS JINTEPHI I1/CY» WIIH «K».

Konuu npuka3oB Wi UX Pa3MHOXKEHHBIE SK3EMIUIAPBI 3aBEPSIIOTCS M€YaThiO (IIPU HAIUYMH)
C yKa3aHMEM JaTbl 3aBEPEHUs M HAIPABIAIOTCS aapecaraM B COOTBETCTBUU C YyKa3aTelleM
PacCBbUIKU, KOTOPBIN COCTAaBIISIETCS U MOANUCHIBACTCS UCIIOJHUTEIIEM.

Tekct mpukaza CcOCTOMT M3 JABYX 4YacTei: KOHCTaTtupyromend (mpeamOynbl) W
pacopsiAUTEIbHOM.

B koHcratupyromeii yactu (mpeamOyiie) KpaTKO H3JIAraloTcs LEMd W 3aaa4d, (akTel U
COOBITHS, TOCTY)XHBIIME OCHOBAaHHMEM Ul M3/aHus Ipukasa. Eciau mpuka3 uzgaercs Ha
OCHOBaHUU MHOTO JOKYMEHTA, TO B KOHCTATUPYIOIIEH YaCTH YKa3bIBalOTCSI HAUMEHOBAHUE 3TOTO
JOKyMEHTa B POJIUTENBHOM IAaJeKe, €ro aBTop, JaTa, HOMEp M 3arojoBok. Ecim mpukas 1o
KaJIpOBBIM BOIIPOCAM M3/A€TCs 3a HapyLIEHUE MCIOJHUTEIbCKON JIUCHUIUIMHBI IEPCOHANIA, TO B
KOHCTaTUPYIOIEH 4YacTH YKa3bIBAIOTCA YETKO M3JI0KEHHOE COJEp)KaHHWE IUCLMILIMHAPHOTO
IPOCTYIKAa, a TaKXKe HOPMBI M TPEeOOBAaHUS AaKTOB, KOTOPBIC SIBISIOTCS OCHOBAHHSIMH JIJIS
OpUHATHA pemieHus. lIpu ccplike Ha HOPMATHUBHBIM NPaBOBOW aKT, 3apETMCTPUPOBAHHBIN B
OpraHax IOCTULUH, JIONOJHUTENIBHO YKa3bIBAE€TCS HOMED, MO/l KOTOPHIM OH 3apEruCTPUPOBAH B
peecTpe rocyJapCTBEHHON perucTpali HOPMATUBHBIX ITPAaBOBBIX AKTOB.

[IpeamOyna B mpoekrax npuka3oB 3aBepmiaercs cioBoM «I[IPMKA3BIBAIO», kortopoe
IUILETCs] MPOIMUCHBIMU OyKBaMH, MOJY>KUpHbIM wmpudrom. He nomyckaercss ero mepeHoc Ha
APYTYIO CTPOKY.

PacniopsnuTenbHas 4YacTb COIEPKUT IEPEUUCICHHE TNPEIAINUCBIBAEMBIX JEUCTBUH C
YKa3aHWEM MCIOJIHUTENS KaXJ0ro NEHCTBUS M CpPOKOB ucnoiHeHus. [Ipu HeoOxomumoctu
pacropsauTeNbHas YacTh ICIUTCS HA MyHKTHI, HOJIMYHKTHI U a03allbl.

JleiicTBHSI OTHOPOIHOTO XapaKTepa MOTYT OBITh NEPEUNCIIeHbl B OJHOM IMyHKTE. B kauecTBe
VCIIOJIHUTENIEH YKa3bIBAIOTCA CTPYKTYPHBIE IOAPA3JEICHUS WIA KOHKPETHBIE JIOJKHOCTHBIE
muna. CBeJeHMs O MOJAPa3/IeiIeHNN WIK JOJDKHOCTHOM JIMIE, Ha KOTOPOE BO3JIaraeTcs KOHTPOJIb
3a UCIIOJIHEHUEM TIPHKa3a, YKa3bIBAIOTCA B IIOCIEIHEM ITYHKTE pacOpIUTEIILHON YacTH.

O3HakoMJIeHHE paOOTHUKOB C MpHUKa3aMu M0 KaJpOBBIM BOIPOCaM YAOCTOBEpSETCS
HOJNKCHIO, paMUIMel U HTHULMATaMU paOOTHUKOB, IPOCTABISIEMbIMU HIKE PEKBU3UTA «OTMETKA
0 COIIACOBAHMU JTOKYMEHTa» WM Ha 00OPOTHOM CTOPOHE MPHKa3a.

B cnydae, ecnu mpukas JONOJHSAETCS NPUIOKEHUEM, TO BHOCUTCA TEKCT O JIOTOJHEHHUH
npukasa npuwioxeHueM. [Ipu cchblike Ha NPUIIOKEHUs YKa3bIBaIOTCSI HOMEpa HPUIIOKEHUH,
IIpYCBaNBacMbl€ B IIOPAIKE YIIOMUHAHUS MPUIOKEHUH B TEKCTE aKTa, 32 UCKIIOYEHUEM CIIy4aesB,
KOr'Jla K IpUKa3y uMeeTcst OAHO npuiioxkeHue. Ccbulka Ha IPUJI0KEHUE COOTBETCTBYET Ha3BaHUIO
CaMoro NPUJIOKEHUS. PEKBU3UT «OTMETKA O HAIMYUH IIPUIIOKEHUS K JOKYMEHTY» IOCIE TEKCTa
IPUKa3a CaMOCTOSATENIBHO HE O(hOpMIISIETCS.

Ecnu mpukas, cocrodmmii U3 OAHOTO JIMCTa, OopopmisieTcs Ha OJlaHKE OpraHu3allH, B
PEKBU3UTE  (IIOJAMUCH» HE YKa3blBA€TCsl IMOJHOE HAUMEHOBAaHUE JOJDKHOCTH  JIUIIA,
MOJIHUCHIBAIOIIETO JOKYMEHT.

B coBMecTHBIX mpuHKazax yKas3bIBalOTCS IMOJIHOE HAMMEHOBAaHUE JOJKHOCTEH, haMuius U
WHUIMAJIB] COBMECTHO MOANUCHIBAIOLINX JIMII.
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IMaparpad 4. Ilopsigok NOATOTOBKH U 0(popMJIEHUS NPOTOKOJIA

48. IIpoTokoI cocTaBisieTcs Ha OCHOBAaHUM 3allMCEH, IPOU3BECHHBIX BO BPEMs COBEILAHUS
(3acenanusi, coOpaHus), IPEICTABIEHHBIX TE3UCOB JI0KJIa/10B U BBICTYIJIEHUH, CIPABOK, IIPOEKTOB
pELIeHU U MHBIX MaTepHUajoB 1o (opMe COTIacHO NpuiiokeHuto 8 k Hactosmum [IpaBunam.

IIpoTOKOJI, COCTaBICHHBIM BHYTPM OpraHU3alliM W HE BBIXOAAIIMKM 3a €€ IIpelelsl,
odopmiseTcs He Ha OJIaHKe.

PexkBu3nuTamu npoTokoia sBISIOTCA:

1) opunmanbHOE HAMMEHOBAHNE OPraHU3alMK U (WIH) CTPYKTYPHOTO MOPA3/AeICHNUS;

2) HauMEHOBAaHME BUJIA IOKYMEHTA;

3) nara;

4) perucTpalliOHHBIA HOMEP MPOTOKOJIA;

5) MecTo u3aHMs IPOTOKOJIA;

6) rpud yrBepkaeHHS (B HEKOTOPBIX CIIyYasix);

7) 3ar0JIOBOK ITPOTOKOJIA;

8) TekcT;

9) moaAnuCH.

[TpoToKOIBI 0OPMIIIOTCS B TTOJIHOM WA KPaTKOH Gopme.

TekcT noaHOro NPOTOKOJIa COCTOUT U3 JABYX YacTei: BBOJHONW U OCHOBHOM.

B BBOIIHOI YacTH MOCIE 3aroJIOBKa MPOTOKOJIA YKA3bIBAIOTCS: MHUIIMAIIBI UMEH M (haMUIINu
npezncenarens  (IpeacelaTeNbCTBYIOLIET0), CeKpeTaps 3acelaHus (coOpaHus), CIHMCOK
IPUCYTCTBOBABIIKX (€CIM KOJMYECTBO IPHUCYTCTBOBABILUX IpeBblmaeT 10 4yenoBek, CIUCOK
IPUCYTCTBOBABIIMX O(OPMIISIETCS B MPUIIOKEHUH K IPOTOKOIY).

B npotokone 3acenaHus KOHCYJIbTaTMBHO-COBEIIATEIBHOIO OpraHa IPUCYTCTBOBABIIME
YJIeHbl TEePEUUCIIAIOTCS IEepCOHaNbHO MO (QamuiusM B andaButHOoM mnopsnake. Ilocne Hux
3aMMCBHIBAIOTCS (aMUJIMKM TPUTIAIIEHHBIX C YKa3aHWEM WX JOJDKHOCTH M HAaMMEHOBAHHS
OpraHH3aIyHy.

BBogHas yacTh 3akaH4YMBAaeTCs MOBECTKOW JHA (IMEpEeYHEM paccMaTpUBAeMbIX BOIPOCOB,
NEPEYHCICHHBIX B MOpPSAKE UX 3HAUMMOCTH) C YKa3aHUEM JOKJIaa4uvka (MHMLUAI ero MMEHH,
(bamunusi, 10JKHOCTD) IO KaX10My IYHKTY ToBecTKH JHs. Kax b1l Bonpoc nedaraeTcs ¢ ab3ana,
HyMepyeTcs apaOckoil nudpoil U ero HauMeHOBaHWE HauuHaeTcs ¢ npeanora «O» («O6»). B
ciaydyae oopMIIEHUS MTOBECTKU JHS MPHIJIOKEHWEM K IPOTOKOJY, B MPOTOKOJIE MEpe]l TEKCTOM
npousBoauTcs 3anuch «lloBecTka THs mpuaraercs».

OcHOBHasl 4acTh MPOTOKOJA COCTOUT W3 Pa3zesioB, COOTBETCTBYIOIIMUX ITYHKTaM IOBECTKU
nua.  Kaxnerit pasgen cocroutr u3 tpex uyacren: «CJIIYIIAJIM», «BbICTYIIWIIN»,
«ITOCTAHOBWJIN» («PEHINJIN»), koTopble mNedaTaroTCs OT JIEBOIO MOJSI MPOMUCHBIMU
OyKBamH.

[IpunsToe peuieHre medyaraercss MOJHOCTBIO IMPU HEOOXOAWMOCTH MPHUBOAATCS HUTOTH
rOJIOCOBAHUS.

Copnepxannie 0co00ro MHEHUS, BBICKa3aHHOTO BO BPEMs 00CYXACHHUSI, 3aIICHIBAETCS B TEKCTE
IPOTOKOJIA TIOCJIE COOTBETCTBYIOLIETO MOCTAHOBICHUS (pEIIeHuUs).

B paznene «CIIYIIAJIN» npuBoasSTCsS MHUITMAT UMEHU U (DamMIuIHsl JOKJIaI4uKa, OCHOBHOE
CoJiep’KaHue JTOKJIAJ0B U BBICTYIUIEHUH MOMEMIAETCS B TEKCTE MPOTOKOJA WIM IpUJIaraercs K
HEMYy, B IIOCJIEIHEM ClIy4ae B TeKcTe opopMIIsieTcsi CHOCKa «TeKCT BBICTYIUICHUS MTPHIIaraeTcs.

B paznene «CJIYIIAJIM» n3naraercst TEKCT BBICTYIUIEHHs. B Hadasne TekcTa ¢ HOBOM CTPOKH
B MMEHMTEIHLHOM Ma/Ie’Ke YKa3bIBAlOTCS MHUIMAT UMEHHM M (paMuIIUsl BBICTYIAOLIEr0. 3aluch
BBICTYIJICHUS OTHENSAIOT OT (haMuiuu THpe. BhICTyruieHHe wu3naraercst OT TPEThero JHIa
€MHCTBEHHOI0 uncia. Eciu 3amuch BBICTYIICHUS MJIM TEKCT JOKJIaga oGOpMIISIOTCS B BHJE
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NPWIOKEHUSI K MPOTOKONY, Hocie (aMUIMHM YKa3bIBAIOTCS OTMETKU «3alUCh BBICTYIUIICHUS
npuiaraercsa», « [eKCT 1oKiIana npuiaraeTcs».

B pasnmene «BBICTYIIMJIN» yka3bBalOTCS HWHUIHAIBI HUMEH, (GaMUINH, COACp)KaHUE
uHopManuu (J0KJIa/1a) BEICTYNAIONINX B TOM MOCIEI0BATEIBHOCTH, B KAKOH OHHM IIPO3BYYal HA
3aCelaHuH.

Bonpocel K J0KIaAUMKy, BBICTYNAIOIIMM M HUX OTBETHI IPOTOKOJIMPYIOTCS IO MEpe MX
MOCTYIJICHUSI M 3alMCBIBAIOTCA B TOM € IOCJIEN0BATEIBHOCTH, MPU 3TOM cioBa «Bompocy,
«OTBeT» HE MUUIYTCA, a YKa3bIBAIOTCSI MHUIMAT UIMEHU U (paMuiius TuIa, OT KOTOPOTO HOCTYIHIIN
BOITPOC WUJIU OTBET.

B pazpene «IIOCTAHOBW/IN» («PELUIMJIN») oTpakaloT NPUHATOE PELIEHUE 110
o0cyxxaeMoMy BoIpocy. B mocTaHoOBISIONIEH YaCTH UCHONB3YIOTCS TJIaroyibl HEOMPEIeIeHHON
(bopMmBI.

TekcT KpaTKOro MpoOTOKOJA COCTOMT W3 JIBYX 4YacTed: BBOAHOM M OCHOBHOW. Bo BBOIHOM
YacTH [TOBECTKA JIHS HE YKa3bIBACTCS.

OcHOBHasg 4YacTb KpaTKOrO NIPOTOKOJA BKJIOYAET HAUMEHOBAHUS pPACCMAaTPUBAEMBIX
BOIIPOCOB U MIPUHSTHIE 10 HUM PELIEHHUS.

HaumenoBanue Bonpoca HymepyeTcs U HaunHaeTcs ¢ mpeiora «O» («006»), BeIpaBHUBAETCS
[0 LEHTPY CTPOKH M IMOJUEPKHUBAETCA OJHOW YEpPTOM HMXKE mocieaHed crpoku. llox deproi
YKa3bIBAIOTCSA (PAMHIIMU JOJKHOCTHBIX JIMII, BBICTYIUBIIUX IIPU 0OCYKICHUU JTAHHOTO BOIMPOCA.
3areM yKa3bIBaeTCs PUHATOE 110 BOIPOCY PELICHHUE.

B 3aronoBok mpoTokosa BXOIAT yKa3aHUE BUAA KOJUIETHAIbHOW JEATEIbHOCTH U Ha3BAHHE
KOJIJIETHAJIFHOTO OpTaHa B POJAUTEIILHOM TaJieke (HampuMep: coOpaHue COTPYAHUKOB, 3aceAaHne
COBETA).

[Iporokosn mnoanuchIBaeTcs MpeicenaTeeM U ceKperapeM (IpelcelaTeiabCTBYIOIUM U
JUIOM, MPOBOJIMBIINM 3amuch). JlaTol mpoTokona sBIseTcs nara 3acenaHus. Eciaum oHO
IIPOJOJDKATIOCh HECKOJIBKO JIHEH, TO 4Yepe3 THUpE YKa3bIBAlOTCSA JaThl Hayala M OKOHYAHUS
3aceaHusl.

[IporokonaM npucBauBaIOTCs MOPSAIKOBBIE HOMEpa B Mpelenax JeIO0NpPOU3BOJICTBEHHOTO
rojia OTJEJIBHO MO KaX/10# rpyrie NpoTOKOJIOB — MPOTOKOJIBI COOpaHHii, 3acelaH1il KOJJIerui,
IIPOTOKOJIbI TEXHUYECKHUX, HAYYHBIX U SKCIIEPTHBIX COBETOB U MHbIE. IIpOTOKOIBI COBMECTHBIX
3acelaHuil MMEIOT COCTaBHBIE HOMEpA, BKIIIOYAIOLIME IOPSIAKOBBIE HOMEpa IPOTOKOJIOB
OpraHu3aluil, IPUHUMABILNX Y4acTHE B 3aCE€IaHHM.

Konuu npoTokoI0B WM NPUHATHIE PEILIEHUS B BUJIE€ BBIITMCOK U3 IPOTOKOJIOB PACCHUIAIOTCS
3aMHTEPECOBAHHBIM OpraHU3alUsM M JODKHOCTHBIM JIMIIAM B COOTBETCTBUHU C YKa3aTelleM
pacchUIKU. YKa3aTelb pacChbUIKM, KOTOPBIM YTBEP)KIAETCS PYKOBOAMTENEM CTPYKTYPHOTO
NOJIpa3/iesieHusl, COCTABJISET U TMOJIMCHIBAET OTBETCTBEHHBIM HCIOIHUTEIbL IOAPA3JIEICHNUS,
TFOTOBUBLIETO paccMOTpeHue Bompoca. Komum mpoTOKOJIOB M BBIIMCOK W3 HHUX 3aBEPSIOTCS
NeYaThi0 OpraHu3aluu (Mpu HATMYHH).

IHaparpa¢ S. ITopsiaox MOArOTOBKU M 0POPMIICHHSA AKTA

49. ConepxaHueM akTa sBIseTcs MH(OpMAIHs, TOATBEPKAAOIasi YCTaHOBJIEHHbIE (aKThl
WM COOBITHS (cada-mpueMkKa padboT; mpueM-niepeiaya MaTepUadbHbIX [IEHHOCTEH, TOKYMEHTOB;
oOciiezjloBaHe OOBEKTOB Ha MPEAMET INPOTUBOMOXKAPHON O€30MacHOCTH, YCIOBHHA Tpyla;
UCIBITaHus (BBOJ B 9KCILTyaTalli0) 00pa3lioB, CUCTEM, TEXHOJIOTUI; BBIIEICHUE K YHUUTOKEHUIO
MaTepHaJbHBIX IIEHHOCTEH, JOKYMEHTOB; HApYIICHHWE YCTAHOBJIECHHBIX NpaBH (TpeOOoBaHMIA);
paccieioBaHUs aBapuil, HECUACTHBIX CIy4aeB; JIMKBUIAIMS OPraHU3allii; BBIIOJIHEHHBIX padoT;
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OTKa3; OCMOTp; CBEpKa; IMPEAOCTaBICHHUE YCIYI M HHbIE). AKT COCTaBISIETCS HECKOJIbKUMU
JTUIAMH, TTOATBEPIKIAIOIIUMU JTaHHBIN (PaKT.

AKT odopmisieTcs Ha OnaHKe 1o popMe CoryiacHO NpusIokeHuto 9 k HacTosauwmM [IpaBunam.
AKT, COCTaBIICHHBIM BHYTPH OPTaHU3AIMU U HE BBIXOSINUN 32 ee mpeneisl, opopmiseTcs He Ha
OyaHke.

PexBusnramu akra sSBJISIOTCS:

1) nuzo6paxkenue ['ocynapcteennoro ['ep6a Pecriyonmku Kazaxcran uiy 3MOJI€MBI, JIOTOTHUIIA,
TOBApHOTO 3HaKa (3HaKa OOCIY)KMBaHHs) C y4yeToM TpeOoBaHHMM MyHKTOB 16, 17 Hacrosmumx
[IpaBu;

2) opunuaibHOE HANMEHOBAHUE OPTraHU3AIINY;

3) HauMEeHOBaHUE BU/IA IOKYMEHTA;

4) nara;

5) perucTpanoOHHbIN HOMEp (MHICKC) aKTa;

6) MECTO IOJIIIMCAHUS aKTa;

7) rpud yTBepxkAeHUS (B HEKOTOPBIX CIy4asx);

8) 3aroJIoBOK aKTa;

9) Tekcr;

10) noanuce.

TekcT akTa cOCTOUT U3 BBECHUS M KOHCTATUPYIOLICH YacTH.

Bo BBeieHnM yka3bpIBaeTCsi OCHOBAHUE JIJIsl COCTABIICHHSI aKTa, IEPEUHUCISIFOTCS COCTAaBUTENN
U TIPUCYTCTBYIOLINE MPU 3TOM JIULIA.

KoHcTaTupyromas 4acth aKkta COJACPKHUT CYTh YCTAHOBIECHHBIX (DAKTOB, METOBI, KOTOPBIMH
BeJach MPOBEPKA, €€ Pe3yabTaThl, @ TAK)KE BBIBOBI, IPEIOKEHHS, 3aKII0UeHUs kKomuccuu. [Ipu
HEOOXOIUMOCTH TEKCT KOHCTATUPYIOIICH YaCTH aKTa JCIUTCS HA ITyHKTHI.

B KoHIle KOHCTaTHpYIOIIEH 4YacTH YKa3bIBAIOTCS KOJIMYECTBO OHK3EMIUIIPOB aKTa H
MECTOHAXOXKACHNE KAXKI0T0 IK3EMIUIIpa, Iocie 0opMIIIETCSl OTMETKA O HATMYUH MTPHIIOKEHHUH
K aKTy (eCJIM OHU UMEIOTCS).

B xoHIIe KOHCTAaTHPYIOLIEH YacTH OPOPMIISIOTCS OTMETKA O KOJMYECTBE AK3EMIUISIPOB aKTa U
MECTOHAXOXKICHUH Ka)XI0T0 SK3EMIUISIPA, MOCNIe — OTMETKA O HATUYMU TPUIIOKEHHH K aKTy (eciu
OHU UMEIOTCH).

AKT TOAMUCHIBAaETCS TMpeAcenaTeieM W WieHaMU KOMHUCCHH JUOO0 JHIoOM (-aMu),
cocraBuBmUM (-1) akT. DaMUINKM, WHUIHAIBI JIAI, TOJIUCHIBAIOIINX aKT, OPOPMIISIFOTCS B
andaBUTHOM TOpsAIKE O (HaMUTTHH, UX TOJDKHOCTU HE YKa3bIBAIOTCS.

O3HakoOMJIEHWE JIMII C aKTOM TPOWM3BOAMTCA TOJ pocnuch. JIWIo, HecoriacHoe C
CoOJIep’)KaHUEM aKTa, MOAMKICHIBAET €r0 ¢ OTOBOPKOM M MPUYMHAMHU CBOero Hecormacus. Ocoboe
MHEHHE YJIeHa KOMHCCHUHU 0(OPMIIIETCS] Ha OTACITHHOM JINCTE U TPUJIaraeTcs K aKTy.

ITaparpad 6. Ilopsinok noaroToBku U 0pOpMIICHUS CIPABKH

50. CopepkaHueM CIpaBKH sBIseTcs WH(pOpMalUsi, B KOTOPOW OMMCHIBAIOTCSA (AKTHI,
coObITHS MK cBeieHus. CrpaBKH, HaNpaBJsieMbIe 3a TPEebl OPTaHU3aIlH, COCTABIISIOTCS Ha
oOmieM Onanke. BHyTpeHHsIs cipaBka odopmiisieTcst Ha OembIX JIucTax Oymaru 0e3 mpuMeHeHUs
OsaHKa.

CrpaBka odopmiisiercs o ¢popmam corsacHo npuinokenusm 10-11 x vactosumm [IpaBuiam.

PexBH3uTaMU CIIpaBKU SIBIISFOTCS:

1) nzo6paxkenue I'ocynapcreennoro I'epba Pecriybnuku Kazaxcran niam sM051eMbl, JTIOTOTHIIA,
TOBAapHOTO 3HaKa (3HaKa OOCIY)XMBaHUS) C y4eTOM TpeOoBaHHI NYyHKTOB 16, 17 Hactosmmx
IIpaBui;
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2) opunmaibHOe HAUMEHOBAaHUE OPraHU3alUu;

3) HauMEHOBAaHUE BUJA IOKYMEHTA;

4) nara;

5) perucTpaluOHHbIN HOMEp (MHAEKC) CIIPABKH;

6) MeCTO U3/IaHus;

7) anpecar;

8) 3aroJ0BOK K TEKCTY;

9) Texcr;

10) moanwuce;

11) otmeTKa 0 cornacoBanuu (B ciiydae HEOOXOIUMOCTH);

12) orTHCcK TIeYaTH (MpY HATHYHH);

13) ormeTKa 00 UCTIOJTHUTEIIE.

TekcTsl crpaBoK, BbIIaBaEMBIX IpayKAaHaM O MOATBEPKACHUU MecTa padoThl, JOKHOCTH,
3apa0O0THOM TUIATBI M WHBIX CBEJCHHM, HAYMHAIOTCS C YKa3aHUS B WMEHUTCIILHOM IaJekKe
dbamunuu, UMeHH, oTYyecTBa (MIPU HAJMYKHU) JIUIA, O KOTOPOM COOOIIAOTCs cBelleHus. B koHIe
TEKCTa WK MIPABOM BEPXHEM YTIy YKa3bIBACTCS OpraHU3aIMs, Ky/1a MPeICTaBIsICTCs CIIpaBKa.

B TekcTe Takoii cipaBKH He UCTIOTIB3YIOTCS 000POTHI «HACTOSAIIAS CIIPABKAY, «IEHCTBUTEIHHO
MPOXKUBAET (YUUTCS, pabOTaET)».

B cnydae, ecnm cmpaBka MOAMHCHIBAETCS HCIOJIHUTENEM, TO PEKBU3UT «OTMETKa 00
UCTIOJTHUTEIIE)» HE YKa3bIBACTCS.

ITaparpad 7. Ilopsigoxk moaAroTOBKM M 0(popMIIEeHUS MHCHMA

51. ITucemo odopmisieTcs Ha OJIaHKe MUCbMa OPraHU3aluu 1Mo GopMe COTIaCHO MPUITOKECHHIO
12 x HacrosimuM [TpaBuiiaM U COOEPKUT CIEAYIONUE PEKBU3UTHI:

1) uzobpakenue ['ocynapctBenHoro ['epba Pecriyonuku Kazaxcran mnu sMOneMsl, JIOrOTUIA,
TOBApHOTO 3HaKa (3HaKa OOCIYXWBaHUS) C y4yeToM TpeboBaHHil IyHKTOB 16, 17 Hactosmmx
IIpaBu;

2) ounmaibHOEe HAMMEHOBAHUE OPTraHU3aIUH;

3) nara;

4) ncxoamuii perucTpallMoOHHBIA HOMEp (MHIEKC) MHChMa;

5) cchlIKa Ha PErUCTPAIIMOHHBIN HOMED U AaTy BXOSIIETO JOKYMEHTa (€CIH 3TO OTBETHOE);

6) agpecar;

7) 3aroJI0BOK K TEKCTY;

8) TekcT;

9) oTMeTKa 0 HATUYHMH MIPUIIOKEHHUS,

10) moanwuce;

11) oTmeTKa 0 corimacoBaHuu (B ciiydae HEOOXOJUMOCTH);

12) otmeTKa 00 UCTIOJTHUTETE.

CnyxeOHple MHUCHbMa, TMOAMKMCHIBAEMBbIE PYKOBOAMUTEISIMH JBYX H 0OoJiee OpraHu3alluii,
odbopmisroTcst Ha ucte 6ymaru ¢popmara A4. [Ipu 3ToM JaHHBIE 0 HANMEHOBAHUW OpTaHU3AIINN,
MOAMKUCABIINX MUCbMO, BKIIOYAIOTCA B HAMMEHOBAHUE JOKHOCTH B PEKBU3HUTE «IIOJIMKCHY.

OTMETKH O COTJIACOBAaHWU MHUCHhMa MPOCTABJISIOTCS Ha OTITYCKE MHUCHhMA.

TekcT mucbMa UMEET OJIHY WM JIBE€ CMBICIIOBBIE YacTu. [TucbMo, cocrosiiee U3 0JIHOM 4acTu,
— 3TO MpockOa 0e3 MOSICHeH! I, HarTOMHUHaHUe 6e3 peaMOyITbl, COOOIIeHIE 6€3 OCHOBAHMUS.

Ecnu TekcT muchbMa COCTOMT U3 YacTel KOHCTAaTUPYIOLIEW W 3aKJIIOYUTENIBHOM, B MEPBOM
YaCTH W3JIararoTcsl MPUYNHA, OCHOBAHWE WM OOOCHOBAaHHUE COCTABJICHHS MHUCHhMa, MPUBOISTCS
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CCBUIKM Ha JOKYMEHTBI, SBIISIOIIMECS OCHOBAaHMEM IIOATOTOBKM IHMCbMa, BO BTOPOH —
MIOMEIIAIOTCS BBIBOJIBI, TPEUIOKEHUS, TPOCHObI, PELICHHUS.

OOpatTHble KOHCTPYKLMHM TEKCTa (3aKJIIOYEHHE — KOHCTAaTalus) BO3MOXHBI B IHCbMax-
OTKa3ax.

B nucbmax ucnosnb3yroT cienyronie GopMbl U3I0KEHUS:

1) or mepBOro auIa MHOXECTBEHHOI'O 4YHUCIA (HAaIpUMEp: «IIPOCHUM HPEJOCTABUTHY,
«HanpasisieM Bam»);

2) OT mepBOro JIMLAa EJUHCTBEHHOI'O 4YHCla (HalpuMep: <«IIpOILy BBICJIATHY», «CUHUTAIO
HEOOXOAMMBIMY);

3) OT TpeTbero aula €AMHCTBEHHOTO YKClia (HalpuMep: «MUHUCTEPCTBO HE BO3PAXKAET»).

I'nasa 3. [lopsinok ynpaBJjieHUs1 JOKYMeHTalHell, OpPraHu3anms J0KyMeHT0000poTa B
rocy1apCcTBEHHBIX H HErOCy1apCTBEHHbIX OPraHU3alusaX

IMaparpad 1. [lopsinok 00padoTKN BXOAAIIUX JOKYMEHTOB

52. JIoKyMEeHThl, NOCTyMNAaloIllM€ B OPraHU3alMio, HPOXOJAT IEPBUYHYIO OOpabOTKY,
IpeBapUTEIbHOE PACCMOTPEHUE, PETUCTPALIUI0, PACCMOTPEHHE PYKOBOJICTBOM U JOCTABIISIOTCS
UCIIOJTHUTEIISIM.

53. Ilpuem, mnepBuuyHasi o00paOOTKa JOKYMEHTOB M HpPEIBApUTEIBLHOE PAaCCMOTPEHUE
OCYIIECTBIISIOTCS IIEHTPAIM30BaHHO ciyk00i1 JJOY.

54. IlepBuuHas 00pabOTKa BXOIALIMX JOKYMEHTOB 3aKJII0UAeTCs B IPOBEPKE MPABUILHOCTH
JOCTaBKHU 110 HA3HAYEHUIO, IIETIOCTHOCTH YIAKOBKH M BIIOKEHHH, (pukcarmu (pakra mocTyrieHus
JOKYMEHTOB B OpPraHM3allMIo U MOATrOTOBKE MX K Iepeaye [0 Ha3HAYEHUIO.

[Ipu obHapykeHUN HEKOMIUIEKTHOCTH WJIM MOBPEXKICHHS TOKYMEHTa Ha HUYKHEM I0JI€ €ro
nociaeanero aucra B PK® mpocTaBisloTCS COOTBETCTBYIOIIME OTMETKH M COCTABIISIETCA aKT
MPOU3BOJIBHOW (OpMBI B Tpex sKk3emiuigpax. OAWH 3K3eMIUISp HANpaBsSeTCs OTIPABUTEINIO,
BTOpO# ocTaercs B ciyx6e IOV, Tpetuii nepeaaeTcst UCIOTHUTEIO TOKYMEHTA.

KoHBepThl HE YHHMUTOXKAlOTCA B CllydasX, KOIJla TOJBKO IO HHUM OIPEAEISIOTCS ajpec
OTIIPaBUTENS, JAAaThl OTIPABKU M TMOJYYEHHs JIOKYMEHTa, a TaKKe MPU MOCTYIUIEHUH JIMYHBIX
JIOKYMEHTOB.

KonBepts! ¢ momerkoil «JInuHo» 6€3 BCKpBITUS MEpearoTcs Mo HazHaueHuio. OmmuboyHO
JIOCTaBJICHHAs! KOPPECTIOHACHIIMS BO3BPALIAETCS B IOYTOBOE OT/IETICHHE.

55. Ilpu npenBapuUTENBHOM PAaCCMOTPEHMM JOKYMEHTOB IPOU3BOJIUTCS COPTUPOBKA MX HA
perucTpupyemble UM Hepeructpupyemble. IlepeueHb HEpEeruCTpUpPYEMBIX JIOKYMEHTOB
pa3pabaTbIBaeTCsi HA OCHOBE IPUMEPHOTO NEPEUHs JOKYMEHTOB, HE TIOJUIeKAIUX PETHCTPALIUH B
ciyx0e JIOY, cormacHo mnpuinokeHuto 13 k HacrosmmMm [lpaBunam, u  yTBepiknaercs
PYKOBOIMTENIEM OPTaHU3ALHH.

Hepeructpupyemble  JOKYMEHTHl MepeAaroTcsi B  COOTBETCTBYIOUIME CTPYKTYpHBIE
NOJIpa3/ieJICHUs] OpraHU3aliH.

56. Peructpupyembie AOKyMEHTHl mocie ux peructpaunn B PK® nepematorcs Ha
paccMOTpEHHE PYKOBOJCTBY OPraHU3aLUU WU CTPYKTYPHOMY HOJAPa3AeNICHUIO (JOJKHOCTHOMY
JIUILY) 7Sl IPUHSATUS PELICHUS.

ITpu Ge3oTnaraTeTIbHOM HCIIOTHEHNH OCTYMUBIIETO JOKYMEHTA OMyCKAeTCsl 03HAKOMIICHHUE
UCIIOJIHUTEII C €r0 COAEpPKaHHEM J0 PAcCMOTPEHHUs JAOKYMEHTa PYKOBOJCTBOM OpraHH3aluU
(CTPYKTYpHOTO MOJpa3eIICHUs).
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57. OOpaieHus, cooOIIEHUs, 3alpochl, OTKIMKM M MpPeUIOKEeHUus (u3nueckux u
IOPUAMYECKUX JIML[ YYUTBIBAIOTCS LIEHTPAIM30BaHHO U peructpupytorcs B PK® B neHp ux
IOCTYIUIEHUSI B OPraHM3allI0 OTAENbHO OT OOIIMX JOKYMEHTOB B IOPSJKE, YCTaHOBICHHOM
rOCY/IapCTBEHHBIM  OPraHOM, OCYIIECTBJISIIOIIMM B IpeAeiaX CBOEH  KOMIIETEHLUU
CTaTUCTHUYECKYIO JIeSITEIbHOCTh B 00JaCTH MPABOBOM CTATUCTUKU U CIIEUAIBHBIX YUETOB.

OtBeTbl Ha 00OpalIeHHs, TOCTYIUBIINE Yepe3 HHPOPMALMOHHYIO aHATUTUYECKYIO CUCTEMY
«DNEeKTPOHHbIE OOpallleHUs» JAIOTCSA 4Yepe3 YKa3aHHYI0 CHCTEMY, IOCTYINUBIIME HApOYHO U
MIOYTOBOM CBSI3bIO OTBETHI, HAMIPABIISIOTCS B COOTBETCTBHHU ¢ 3akoHOM Pecniyonuku Kazaxcran «O
IIOYTE.

58. Ilpu npenBapUTEIbHOM PACCMOTPEHUM MOCTYNUBIINE JOKYMEHTBI PaclpenessioTcs Ha
TpeOyIole paCCMOTPEHUS PYKOBOJCTBOM OPIaHU3aLMU U He TpeOyromue 3Toro. JIoKkyMeHThl, He
TpeOyoIIMe paccCMOTPEHUSI PYKOBOACTBOM, HAIPABIIIOTCS HENOCPEACTBEHHO B CTPYKTYPHbIE
NOIpa3IeJICHUs] WIA OTBETCTBEHHBIM MCIIOIHUTEISAM.

[Ipu HeoOxomuMocTH 0€30TIAraTeIbHOrO HCIIOJHEHHUS TOCTYIHMBIIETO JIOKYMEHTA
JIOIIYCKAeTCsl O3HAKOMJIEHUE HUCIIOJHUTENS C €r0 COJAEPKAHUEM JI0 PACCMOTPEHUs JOKYMEHTa
PYKOBOJCTBOM OpraHM3aluu (CTPYKTYPHOIO MTO/IPa3CIICHNUs).

59. IIpenBapuTEIbHOE PACCMOTPEHUE JOKYMEHTOB OCYLIECTBIISIETCS UCXOIS U3 OLICHKH MX
COJIep’KaHusl, aBTOPCTBA, CJIOXHOCTU M HOBHU3HBI IIOCTaBJICHHBIX BOIIPOCOB HAa OCHOBAaHUU
YCTAHOBJICHHOI'O B OpraHU3aluy pacupeencHust 00s3aHHOCTEH.

60. PaccMOTpeHHIO pYKOBOACTBOM MOAJIEKAT IOKYMEHTHI, IOCTYNMBILINE U3 AJIMUHUCTPALIUU
[Tpesunenra Pecnyonuku Kazaxcran, Ilapmamenta Pecny6muku Kazaxcran, Amnmapara
[TpaButenscTBa PecnyOnuku KazaxcraH, EHTpanbHBIX U MECTHBIX I'OCYAapCTBEHHBIX OPIaHOB,
BBILIECTOSIIIEH OpraHu3anuy, OOpaleHHs, COOOIIEHUs, 3alpoChl, OTKIUKU U TNPEATIOKEHUS
($u3NYECKUX U IOPUAUYECKUX JIULL.

61. JIoKyMeHTBI, pPAacCMOTPEHHbIE  PYKOBOJACTBOM  OpraHu3aluu  (CTPYKTYPHOTO
nojapasjaenenus ), Bo3ppaiatorcs B ciyx0y IOV, roe B PK® BHOcATCS conep:kanusi pe30JTIOLHid,
a JIOKYMEHTBI IEPEJAIOTCS UCTIOTHUTEISAM IO POCIIHUCH.

JIOKYMEHT, UCTIOJTHEHHE KOTOPOTO BO3JI0KEHO Ha MOJIBEJOMCTBEHHBIE (-yI0) OpraHHU3aluH (-
10) WIM HECKOJIBKO CTPYKTYPHBIX MOApa3eNeHU, nepetaeTcss UM OJHOBPEMEHHO B KOMMSAX C
cootBercTByrOlel otMeTkor B PK®. IlommmHHMK nepenaeTcss WCIIOIHUTENI0, YKa3aHHOMY B
PE30JIIOLIMH MTEPBBIM.

[Toctynusiine TenerpaMMbl IPUHUMAIOTCS MO PACTIMCKY C IPOCTaBICHUEM JaThl U BpEMEHU
IIPUEMa, PETUCTPUPYIOTCS, @ 3aTEM MEPEAAIOTCSI HA PACCMOTPEHHUE PYKOBOACTBY U MCIIOIHEHHUE.

TexcT mnocTynuBmIed TeaepoHOrpaMMBbl 3aluchiBaeTcsl (IedaraeTcsl) IMoJiydaresieMm,
PETUCTPUPYETCS U ONIEPATUBHO MEPENAETCS PYKOBOIUTENI0, KOTOPOMY OHA apECOBaHa.

[Ipu npueme tenepoHorpaMmMbl OQPOPMIISIFOTCS CIEAYIOLIUE PEKBU3UTHI: TEKCT, OTIPABUTEID,
HAauMEHOBAHME BUJA JIOKYMEHTA, J1aTa, HOMEp, HAUMEHOBAHHE JIOJDKHOCTH, MHULMAT UMEHU U
dbamunus nuna, NOAMKMCcaBIIero JoKyMeHT. KpoMe Toro, ykasblBaloTcs JOJIKHOCTU U (haMUIUH
JIM1L, TIepeIaBUIMX M MIPUHSABLIMX TeIe(POHOTPaMMY, Yachl U MMUHYTHI IpHEMa-TiepeiayuH.

62. [Ipu pemieHun BOIpocoB 0€3 COCTaBICHUS AOMOJIHUTENbHBIX JOKYMEHTOB UCIIOJHUTEINb
nenaer oTMeTku Ha JokyMeHTe U PK® o marax moctyruieHus (eciam oOpa3oBajicsi MHTEpBal
BPEMEHM MEXJy TMOCTYIJIEHUEM JOKyYMEHTa M €ro JOCTaBKOW WCIOJHUTEN0), JaTax
IPOMEXKYTOYHOT'O HMCIIOJHEHUs (3ampoc CBEJCHHH, Terne(oHHbIE MEepEeroBOpsl U UHBIE), aTe U
pe3ysbTaTaX OKOHYATEIbHOT'O CIIOTHEHUS.

63. IIpu moCTyIUIEHUU 3JEKTPOHHOrO JoKyMeHTa ciyx6oit IOY mpoBoautcs mpouenypa
MIPOBEPKU MOVIMHHOCTHU 3JIEKTPOHHOMN HU(POBOI MOAMKUCH C UCIIOJIB30BaHUEM OTKPBITOTO KITF0Ua
aneKkTpoHHOH 1HdpoBoit noanucu 1 CK3U, peanusyromux npouecc GOpMUPOBAHUS U IPOBEPKU
AJIEKTPOHHOM MHU(PPOBOM MOANMUCH (CpeNCTBa DIIEKTPOHHON IM(POBOW TOMNMKCH), a TaKKe



NcTouHnk: MHdopmaumnoHHas cuctema "MAPAIPAD"

HokymeHT: [Npukas MuHucTpa KynbTypbl 1 cnopTa Pecnybnuku KasaxctaH oT 25 asrycta 2023 roga Ne
236 «O6 yTBepxaeHUn MNpaBnn AOKYMEHTUPOBaHUS, yripaBrneHns JOKYMEHTaunen n ncnonb30BaHus
CUCTEM 3NIEKTPOHHOIO AOKYyMeHTO060poTa B rOCYAapCTBEHHbIX M HEFOCYAAPCTBEHHbIX OpraHmn3aunsax»

CraTtyc pokymeHTa: gencraytowmn. Jata: 09.09.2023 r.

MNPOLIECAIINX IPOLUENYypY IOATBEPKACHHUS COOTBETCTBUS B IOPAJKE, YCTAHOBJIEHHOM
3akoHOoIaTeNbCTBOM PecnyOnmku Kasaxcran B 001aCTH TEXHUYECKOTO PEryJIMPOBaHUS.

64. B ciyuyae BBIABJICHHS HECOOTBETCTBHS DSJIEKTPOHHOM IM(POBOM MOAMKMCH TIOCIE
IPOBEICHUS IPOIIETYPHI TPOBEPKH 3JEKTPOHHOM M (POBOI MOAMKCH C UCTIONB30BAHNEM CPE/ICTB
ANEKTPOHHOU HM(PPOBOM MOANUCH (ajiee — OTpULIATENIbHBIN Pe3yabTaT IPOBEPKHU MOATMHHOCTH
AIIEKTPOHHON IHU(POBOI MOAMUCH), TIEKTPOHHBIM JOKYMEHT CUMTAETCS HETOIy4YEHHBIM, O YeM
MOJIy4aTeslb 3JEKTPOHHOIO JOKYMEHTA HAMpaBIISIET YBEIOMJICHUE-KBUTAHUUIO, SIBIISIIOLIEECS
AJIEKTPOHHBIM JOKYMEHTOM C OTMETKOM «HE MPUHATO», MOJNUCAHHOE COTPYIHUKOM CIIYKObI
OV, ¢ ykazaHueM NpuyuuHbI HEMOJIYYEHHUS IOKYMEHTA.

[Tpu momyyeHUH MOATBEPXkAEHUS (YCTAaHOBIICHHS) MOJIMHHOCTU AJIEKTPOHHON IH(PPOBOI
MOJIMUCU C HCIOJIb30BAHUEM CPEJICTB AJIEKTPOHHOW HU(GPOBOW MOMMUCU TMOCJIE MPOBEICHUS
IpOoIEeTypbl TPOBEPKH 3JICKTPOHHON HU(POBOI MoANUCH (Jlaiee — MOJIOKUTEIbHBIA pe3yabTaT
MPOBEPKHU MOTMHHOCTH, JIEKTPOHHOUN LIU(PPOBOI MOMNCH ), SIEKTPOHHBIN TOKYMEHT MOJJIEKUT
NEepBUYHON 00paboTKe.

65. IlepBuyHast 00paboTKa SIEKTPOHHOTO JTOKYMEHTAa BKIIIOUAET MPOBEPKY:

1) IeHCTBUTENBHOCTH PErUCTPALIMOHHBIX CBUJIETENILCTB 3JIEKTPOHHON LIU(PPOBON MOANKUCH U
OTKpPBITOTO KIIFOYa SJEKTPOHHOW HU(GPOBON MOANUCH, C HCIOIb30BAHHEM KOTOPOTO ObLI
YIAOCTOBEPEH JIEKTPOHHBIN JTOKYMEHT;

2) BceX PEKBU3UTOB JIEKTPOHHOTO JIOKYMEHTA;

3) moJHOMOYMI cTaTyca BCEX JIMI, C MCIOJIb30BAHUEM AJIEKTPOHHOM HU(PPOBOM moamnucu
KOTOPBIX YOCTOBEPEH 3JIEKTPOHHBIA JOKYMEHT.

66. Peructpanus 53JIEKTPOHHOTO JIOKyMeHTa ciyx0oi JIOY ocymecTBisiercs mnpu
YCTAaHOBJICHUM MPUHAJICHKHOCTH 3JIEKTPOHHOIO JOKYMEHTa OTIPABUTEIIO U LIEJIOCTHOCTH
COJIepKaHUs IyTeM IPOBEIEHHS MPOLENyphl MPOBEPKU SJICKTPOHHOW IU(PPOBON IMOAIUCH U
MOJTyYEHUsSI TOJOXKUTEIBHOTO pe3ylibTaTa TMPOBEPKH AJIEKTPOHHOH HHUQPPOBOM MOANUCU
JOJDKHOCTHOTO  JIMIIa TOCYJAapCTBEHHOrO oOpraHa (OpraHu3aliu), HCIONb30BaHHONW IpHU
YZIOCTOBEPEHUH JIEKTPOHHBIX JOKYMEHTOB, N3/1aBAEMBIX UM B IPEJEIax €ro MOJTHOMOYNH.

67. Peructpupyemoie nokymeHTsl nocie ux perucrpanuu B PK® u OPKK nepenatorcs Ha
paccMOTpEHHE PYKOBOJCTBY OPraHU3aLUN WU CTPYKTYPHOMY HOAPA3AENICHUIO (JOJKHOCTHOMY
JIUILY) 1Sl IPUHATUS PELICHUS.

IIpu HeoOxomuMocTH 0Oe30TiIaraTeIbHOr0 HCIOJHEHUS TMOCTYIHMBIIErO JOKyMEHTa
JIOTTYCKAeTCsl O3HAKOMJIEHUE HCIIOJHUTENS C €ro COJAEp)KAaHUEM JI0 PACCMOTPEHHUs JOKYMEHTa
PYKOBOJICTBOM OPraHU3aIMH (CTPYKTYPHOTO MOIPA3/IEIECHUs).

68. Ilpu TOCTYIJICHMH BXOJIAIIETO JOKYMEHTA, HANpPAaBJICHHOTO TOJHKO Ha OyMa)KHOM
HocuTene, ciayx6a JIOY BOCHPOM3BOAUT B BIIEKTPOHHO-IU(PPOBYIO GopMy (CKaHUpPYET)
MOCTYNUBIINNA JOKYMEHT, BCE €ro MPUJIOKEHHUS B OAMH AJIEKTPOHHBIN (ailn ogHoro gopmara u
yJIOCTOBEPSIET 3IEKTPOHHOM 1IU(PPOBON NOAMMCHIO COTPYAHUKA.

[ToctynuBiine uepe3 opUIMAIBHYIO JIEKTPOHHYIO MOYTY OpraHU3alud JOKYMEHTBHI, IpH
HAJIMYMU PEKBU3UTOB, IPEAYCMOTPEHHBIX MyHKTOM 51 Hacrosmumx IIpaBun nomnexar
perucTpanmi.

69. Ilonyuyenue u perucrpanus 3JIEKTPOHHOTO JOKyMEHTa noarsepxnaarorcs B CO/] myrem
nepesayd OTIPAaBUTENIO0 YBEIOMJICHUS-KBUTAHLIUN — 3JIEKTPOHHOTO JIOKYMEHTa, cojepialien
JTaHHbIEe 0 (PAKTUYECKOH TOCTABKE U CIENYIOIME OTMETKH (J1ajiee — yBeIOMIICHUES-KBUTAHIIHS ):

1) nanHble 00 OTIpaBUTENE YBEIOMIICHUS-KBUTAHLINN;

2) naty, BpeMs OJIY4YEeHHUs IIEKTPOHHOTO IOKyMEHTa;

3) maTy perucTpanydd W PETUCTPAIlMOHHBIA HOMEp, TpucBOeHHBIM B COJ] momydaremns
IIEKTPOHHOI'O JOKYMEHTA;

4) 5neKTpOHHYIO TU(PPOBYIO MOANMUCH COTpYAHUKA CIy)0bl [IOY rocymapcTBEeHHOTO oprana
(opranuzanumn) — nosyyatens (mociie perucTpaiy IEKTPOHHOTO JJOKYMEHTA),
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5) nanHble 00 OTBETCTBEHHOM HCIIOJIHUTENIE TOCYAApCTBEHHOTO OpraHa (OpraHH3aluu)-
[10JTy4aTesl.

locynapcTBeHHbIlt Opran (OpraHu3anus)-mojydaTesib 00€CleYrBaeT aKTYalbHOCTh H
JIOCTOBEPHOCTH JJAHHBIX 00 OTBETCTBEHHOM HCIIOJIHUTENE 3JIEKTPOHHOTO JOKYMEHTA.

70. DNEeKTPOHHBII JOKYMEHT CYMTAETCS HE JOCTABJICHHBIM IOJIy4aTeNo, €CIN OTIPABUTENb
HE MOJIY4YW1 YBEIOMIICHUS-KBUTAHIIMU O MOJIYYEHUH 3JIEKTPOHHOTO JTOKYMEHTA.

71. Ecnun yBeoMIeHUE-KBUTAHIUS HE MTOJIyY€HO OTIPABUTENEM B T€UEHUE OJHOr0 pabouero
JIHSI TIOCTIE OTIIPABKH AJIEKTPOHHOTO JIOKYMEHTA, TO OTIPABUTENb YBEIOMIIET Moiydaress o0
OTCYTCTBHUH HOJTBEPKICHUS MOIYUYCHHUS SJIEKTPOHHOTO JOKYMEHTa IIPHU MOMOIIU HUHBIX CPEICTB
CBSI3HU.

B ciyyae BoO3HUKHOBEHUS MPOOJIEM C MOTYYCHUEM YBEIOMIICHUS-KBUTAHIIMHU O0JIee OJTHOTO
pabouero JHsA OT moJiydarelsis 3JeKTpoHHOro aokymenta Bmanenen Lentpa ECOAO mocine
MPEBAPUTEILHOTO YBEIOMIICHUS MOIy4aTessi 3JEKTPOHHOTO JIOKYMEHTa, OCTaBisIeT 3a co0oil
paBo OJIOKMPOBAHUS BO3MOKHOCTH OOMEHA AJIEKTPOHHBIMH IOKYMEHTaMu ¢ yaacTHuKamu CD/]
JI0 TIOJIHOTO YCTPaHEHUs TPOOIIeM.

[Ipu nmoctymieHun OyMa)KHOrO JTOKYMEHTa, KOTOPBIA YK€ 3aperucTpupoBaH B (opmare
AJIEKTPOHHOTO JOKYMEHTa U HaxoJIuTcs B 00paboTke, cinyx6o0it [JOY Ha OymMa)kHOM JOKyMEHTE
MPOCTABIIAETCS OTMETKA O MOCTYIUICHUM JOKyMEHTa. B paHee CO3JaHHOW 3JIEKTPOHHOU
PErUCTPALIMOHHON KapTOUYKe IaHHOTO IOKYMEHTa IPOU3BOJUTCS OTMETKA O HATMYUU OYMaKHOTO
JIOKYMEHTA.

72.  JIOKyMEHTBI, = PAacCMOTPEHHBIE  PYKOBOJCTBOM  OpraHu3anud  (CTPYKTYpPHOTO
nojipasjielieHus), Bo3ppamarorcs B ciayx0y IOV, roe B PK® u DPKK BHocsaTCs comeprxaHus
PE30IIIOLIHIA, & TOKYMEHTHI IEPEAAtOTCs] HCTIOTHUTEIISIM.

JIOKYMEHT, UCIIOJTHEHHE KOTOPOTO BO3JI0KEHO Ha MOJIBEJOMCTBEHHBIE (-yI0) OpraHu3aluH (-
10) ¥ (WMJIM) HECKOJIBKO CTPYKTYPHBIX MOAPA3EICHUN, IepeaeTCs UM OJIHOBPEMEHHO B KOMHSIX C
cootBercTByronieii orMmerkoir B PK® wu DOPKK. ITlomnuuHuk mnepemaeTcsi HCHOJHUTEIIO,
YKa3aHHOMY B PE30JIIOLIMU NIEPBBIM, €CJIM HHOE HE YCTAHOBJIEHO B CAMOM PE30JIIOLUH.

[lepenaya 31€KTPOHHBIX JOKYMEHTOB UCIOJHUTENSAM OCylIecTBsgeTcs nocpeactsoM CO/I.

ITocTynuBuie TenerpaMMbl IPUHUMAIOTCS MO PACIIMUCKY C TPOCTABICHUEM JaThl U BpEMEHU
IpUeMa, PETUCTPUPYIOTCS, a 3aTEM MEPEAAI0TCSI HA PACCMOTPEHHUE PYKOBOJACTBY M MCIIOJHEHHUE.

Tekcr mnoctynuBiielt TenedoHOrpaMMbl 3alUChIBaeTCsl  (TMeyaTaercsi) IOJIydaTelsieM,
pPErucTpUpyeTCs U ONEPATUBHO MEPEAAETCS PYKOBOAUTEIIO, KOTOPOMY OHA a/IpECOBAHA.

[Tpu npueme TenedoHorpaMmbl 0(OPMIISIOTCS CIEAYIOIINE PEKBU3UTHL: TEKCT, OTIIPABUTENb,
HAaUMEHOBAaHME BUJA JOKYMEHTa, JaTa, HOMEp, HAMMEHOBaHHUE JOKHOCTH, MHUIMAIIBI UMEHU U
(bamunus nuna, MOoAMUCABIIEro TOKyMeHT. Kpome Toro, ykas3bIBalOTCs TOJKHOCTH U (haMIIIUU
JIULI, IepelaBIIuX U IPUHSBIINX TeJae(OHOIpaMMy, Yachl U MUHYTHI ITpHeMa-Tepe1ayuu.

73. Ilpu pemieHUH BONPOCOB 0€3 COCTABIICHUS JOMOJHUTEIbHBIX TOKYMEHTOB HCIIOJIHUTEND
nemnaer orMeTkn Ha jnokymeHte u PK® u OPKK: o mare mocrymiienus (ecnu oGpasoBaics
UHTEpBaAJl BPEMEHU MEX]y MOCTYIUIEHHEM JOKYMEHTa U €ro JOCTaBKOW MCIOIHHUTENI0); JaTax
IIPOMEXKYTOUHOTO HCIIOJIHEHUS (3alpoc CBEACHUM, Tele(OHHbIE MEPEroBOphl U HHbIE); JaTe U
pe3yspTaTaX OKOHYATEIbHOIO NCIIOJHEHUS.

Bce orMeTkH Ha TOKyMEHTE pa3MellatoTcs Ha CBOOOJIHBIX OT TEKCTa MECTax.

ITaparpa¢ 2. [lopsanok 00padoTKN HCXOASIIIMX JOKYMEHTOB
74. O6paboTKy HCXOIAIIUX JOKYMEHTOB OCYILECTBISET ciykoa JJOVY.

Bce mnpoekTsl HCXOASMMX JTOKYMEHTOB COTUIACOBBIBAaKOTCS ciayxkOoit JIOY, koropast
MPOBEPSIET MPAaBUIBLHOCTH O(hOPMIICHHUS BCEX PEKBU3UTOB, B TOM UMCIIE HHJIEKCA [0 HOMEHKIIAType
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Jiefla, HaJu4ue U IOJHOTY IPUIIOKEHMH, yKa3aHHBIX B OCHOBHOM JoKyMeHTe. HempaBuibHO
o(opmIleHHBIE JOKYMEHTHI BO3BPAILAIOTCS UCIIOTHUTEIIO.

75. IloanucaHHble TOKYMEHTBI PETMCTPUPYIOTCSA M OTIIPABIAIOTCS ajpecaTy (azpecaram) B
JIeHb MX MoJnucaHus (YTBEPXKACHUS) MM HE TIO3/IHEE CIEAYIOMIEro paboyuero AHs, TelIerpaMMbl
U Tenedaxchl — He3aMeUIUTEIBHO.

B C3J1 nonyckaercsi aBTOMaTH4eCKOE IMPUCBOECHUE PETUCTPALIMOHHOTO HOMEpa M J1aThl
JIOKYMEHTa IpH MOAMNUCAHUH IEKTPOHHOro foKkyMmeHTa DLIII.

76. OpurvHajbl HCIOJHEHHBIX OYMaXKHbIX JOKYMEHTOB BMECTE C OTIIYCKOM JIOKYMEHTa
HEepeAaTCs B T€ CTPYKTYPHbIE MOAPa3ACICHNS WIH [T0IBEOMCTBEHHbIE OPraHNU3allu, KOTOPbIE
ABJIAJIACH OCHOBHBIMHW HCIIOJIHUTCIAMU U MPOU3BOLAAT (1)0pMI/IpOBaHI/Ie COOTBCTCTBYIOIIUX OCII
COIIACHO HOMEHKJIAType JIell.

77. llepen OTIpPaBKOM 3JIEKTPOHHOIO JIOKYMEHTa IIPOBEPSAETCA IPABHWIBHOCTH €r0
oopmieHus (HaaMuue PEKBU3UTOB 3JIEKTPOHHOIO JOKYMEHTAa), B TOM YHCIE NPOBOAMUTCA
npoIieIypa IpOBEPKH JIEKTPOHHOH UG POBOM MOAINCH, TIPOBEPKHU IOJIOKUTEIILHOTO Pe3ybTaTa
3JIEKTPOHHON IIU(PPOBON MOANNUCH U PETUCTPALIMOHHBIX CBUIETEIILCTB.

ConeprxaHue 3JeKTPOHHOTO IOKyMEHTa COOTBETCTBYET MOUIMHHUKY OyMa)XHOTO JJOKYMEHTA.

78. Ecnin TOKyMEHT, HallpaBJIeHHbIM B MHYIO OPraHU3aLUIO, JOKEH ObITh BO3BpAILlEH, TO B
IPaBOM BEPXHEM YIJIy IEpBOrO JIMCTA JOKYMEHTa Ha OyMa)kHOM HOCHUTEIE Ha CBOOOIHOM OT
TEKCTa I10JIe MPOCTABIISIOT LITAMII MJIM JIe1al0T IOMETKY O BO3BpaTe, TaKylo e IOMETKY JIeaioT
B PK® u OPKK.

Haparpad 3. Ilopsinok npoxoxkaeHusi BHYTPEHHUX I0KYMEHTOB

79. IlpoxoxkneHue BHYTPEHHHX AOKYMEHTOB Ha JTamax UX IMOATOTOBKU U OQOpPMIICHUS
COOTBCTCTBYCT IMPOXOXKIACHUIO HCXOAAINX AOKYMCHTOB, Ha J3Tall€ HCIIOJIHCHUSA — BXOIAIINUX
JIOKYMEHTOB.

80. Ilepemaua BHYTPEHHUX JOKYMEHTOB MEXJy CTPYKTYPHBIMH MOJpa3felIeHUsIMU
OCYILECTBISACTCS  JOJDKHOCTHBIMM  JIMIIAMHM, OTBETCTBEHHBIMHU 34  JIOKYMEHTALlHOHHOE
o0OecrieueHre YIpaBl€HUs B CTPYKTYpPHBIX MOApa3/ieieHusX. JOKyMeHThl mepenarorcs C
cOoOTBeTCTBYIOIIEH 0TMETKOI B PK®.

I[OKYMGHTI)I, CO3JaHHBIC B IMMPOUECCC NECPECITUCKU MEKAY UCITOJTHUTCIbHBIMU OPraHaMu U UX
MOJABEIOMCTBEHHBIMA ~OpPraHU3alMsIMHU, a TaKXKe MEXIAy MWCIHOJIHUTEIBHBIMA OpraHaMHy,
q)HHaHCI/IpyCMI)IMI/I 13 MECTHOI'O 6IO)1)KGTa, HC BKIIIOYAIOTCA B COCTAaB BHYTPCHHUX JOKYMCHTOB.

ITaparpa¢ 4. Ilopsinok perucTpanuy 10KyMEHTOB

81. Perucrpanuu mojjiexar J0KyMEHTHI, TpeOYIOILINE y4eTa, UCTIOJIHEHHUS U UCTIOIb30BaHUS
B MH(POPMAIIMOHHO-CITPABOYHBIX IIETISX.

82. Perucrpanusi 10KyMEHTOB OCYIIECTBIISETCS LIEHTPATU30BaHHO ciryk60i JJOY.

83. JIBwkeHHe NOKYMEHTOB B OpraHH3allil ¢ MOMEHTa WX CO3/aHUS WU TOJY4EHHS JI0
3aBepILEHUs] UCIIOJIHEHUS, OTIpaBleHHs, (JOPMHUPOBAHUS Jlela U CAAYM B apXHUB OpPraHU3AINH
obOpasyeTr JOKyMEHTOOOOpOT.

84. O6veM JOKYMEHTO00OpOTa OMpENesIeTCs OOIMKUM KOTUIECTBOM BXOISIINX, UCXOISIIIIX
¥ BHYTPEHHHX JIOKYMEHTOB 33 MECSII, KBapTal, TOJ.

3a eAMHUIY yyeTa KOJIMYEeCTBA JOKYMEHTOB IPUHUMAETCS caM JJOKYMEHT 0e3 yueTa KOIUH.

85. B opranmzanusx c o0bemMoM aokymeHTooOopoTa cBbinie 2000 TOKYMEHTOB B TOJ
JIOMTYCKAETCs JICLIEHTPAIN30BaHHAs PETUCTpalMs JTIOKYMEHTOB, MpH KOTOpoil B ciyxbe JIOY
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PETUCTPUPYIOTCST JOKYMEHTBI, IIOCTYNAIOIIME HAa PACCMOTPEHHE PYKOBOJCTBA OPraHU3ALNH,
pacropsAuTeNbHbIE JOKYMEHTBl OpraHH3alliy, OOpaIleHusi, COOOIEHHs, 3apOChl, OTKIUKU H
IpPEUIOKEHUsT (PU3MUECKUX U FOPUIAMYECKUX JIML, MEpernucKka 3a MOIMHUCBI0 PYKOBOJICTBA, B
CTPYKTYPHBIX HOJpa3feieHUsIX PErucTPUPYIOTCS aJpPECOBAHHBIE JAHHBIM CTPYKTYPHBIM
NOPa3JCIICHUSIM JOKYMEHTBHI.

86. Perumcrpanus W npueM NOMIUHHUKOB OYMaXKHBIX JOKYMEHTOB, OYMaKHBIX KOIHMA
3JIEKTPOHHOIO JTOKYMEHTA, MOCTYNAUIMX OT y4acTHUKOB COJI, OCYIIECTBIAIOTCS TOIBKO IPU
HAJIMYUU COOTBETCTBYIOLIUX 3JIEKTPOHHBIX TOKYMEHTOB.

87. JIOKYMEHTBI PErMCTpUPYIOTCA B OPraHU3allUd OJWH pa3: BXOJAIIME — B JICHb
NOCTYIUICHUS, UCXOASILME U BHYTPEHHHUE — B IEHb NOANUCAHUS (YTBEPKICHUS).

JIOKyMEHTBI, HE 3aBEpIIEHHbIE JIEJIONPOU3BOJACTBOM MM TPEOYIOLINE UINTEIBHOIO CpOKa
VCIIOJIHEHU S, IEPEPErUCTPALIMU HE MTO/JIEXKAT.

IIpu nepenade NOKyMEHTa Ul MCIIOJHEHMs (O3HAKOMJIEHHS) U3 OJHOTO MOApAa3JeIeHUs B
WHOE HOBBIA PErMCTPALIMOHHBIN HOMEP HE IPUCBAUBACTCS.

Ha HikHe# cTopoHe MmocieiHero JIMcTa J0KyMEHTa M €ro 00OpOTHON CTOPOHE, a TaKXkKe B
PK® npocrasnsercs nara (mpu HEOOXOIUMOCTH — BpeMsi) Tepeayn.

JIOKyMEHTBI, B TOM 4HClie 00palleHus, COOOLIEHHUs], 3alIPOChl, OTKIMKH U MPEATIOKEHUS 11O
OJIHOMY U TOMY >K€ BOIIpOCY, HalpaBiCHHbIC Pa3IMYHBIM ajJpecaTaM M MNOCTYNMBIIHUE JUIS
pacCMOTPEHMsI B OJIHY OpraHM3allMl0 B TEYCHHME KaJCHAApHOIO TOJd, YYUTHIBAIOTCA IO
PETUCTPAIIIOHHBIM HOMEPOM IEPBOTO JOKYMEHTa, 00OpalieHnus COOOIIEHUs, 3apoca, OTKIHKA 1
IpPEUIOKEHUsT ¢ J00aBICHUEM IOPSAJKOBOIO HOMEpA, MPOCTABIAEMOrO uepe3 KOCYH YepTy
(poOr) umu THpe.

[ToBTOpHBIMU CUHTAIOTCS JOKYMEHT, B TOM YHUCIIe OOpalleHus, COOOILEHHs, 3arpochl,
OTKJIMKH U MPEJJIOKEHUS, TOCTYIMUBIINE OT OJJHOTO U TOTO ke ajpecara (aapecaToB) MO OJHOMY
Y TOMY K€ BOIIPOCY HE MEHEE JBYX Pa3.

88. Perucrpanus BXOIAMIMX UM UCXOAIINX JOKYMEHTOB-OTBETOB ocyuiecTBisiercs B PKD
WHUIMATUBHBIX IOKYMEHTOB.

Perucrpanus ucxoasimx JOKYMEHTOB (MHUIMATHBHBIX U OTBETHBIX) OCYILIECTBIISIETCA B
eauHoi PK® ucxoasmux 10KyMEHTOB.

89. B opranuzaruu npumensitores cineayroime PKO:

1) kapToyka pPErucTpaluy BXOJAIIUX JTOKYMEHTOB, KAapTOYKa PEruCTPaLUU HCXOMSALIMX
JOKYMEHTOB M KapTO4yKa pErucTpalMi BHYTPEHHUX JIOKYMEHTOB IO (opMe COIJIacHO
npuiokeHnto 14 k HacrosiiuM ITpaBuinam;

2) JKypHaJ pErucTpaluM BXOISAIMIMX JOKYMEHTOB, YpPHall PETUCTpali HUCXOASIINX
JIOKYMEHTOB U KYpHAaJI perUCTPallMy BHYTPEHHHUX JJOKYMEHTOB 10 ()OpME COTTIaCHO NMPHIIOKEHHIO
15 x nHactostmum [IpaBumam.

90. VYcranaBiuBaeTcs CIEAYIOIIUN COCTaB CBEACHMM O JOKYMEHTE, IIOUIEkKAIlEeM
perucrparuu:

1) HauMeHOBaHUE OpraHu3alyy (aBTOpa WM KOPPECIIOHICHTA);

2) HauMEHOBaHME BUJIA IOKYMEHTA;

3) nata ¥ perucTpaloOHHbIN HOMEp (MHAEKC) MOCTYIHUBILIETO JOKYMEHTA;

4) 3aroJI0BOK K TEKCTY (KpaTKOe CoJIepKaHue JOKYMEHTA);

5) pe3outoniusi (MCIIOTHUTENb, COJEpKaHNE TIOPYUEHUs, aBTOP, J1aTa);

6) CPOK UCIIOJIHEHUS TOKYMEHTA;

7) MOANUCH UCTIOJIHUTENS O TOJIYYEHUH JIOKYMEHTA;

8) orMeTKa 00 UCIIOTHEHUH IOKYMEHTA U HalpaBJICHUH €ro B JEII0.

CocraB cBefcHMI B 3aBHCHUMOCTH OT XapakTepa JOKYMEHTa W 3aJad HCIOJb30BAHMUS
uH(pOpMallMK NP HEOOXOIUMOCTH JOMOJHAETCS WHBIMH CBEICHHUSAMH (HAJIMYMeE MPHUIIOKEHUH,
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KOJIMYECTBO JIUCTOB, MEpeMelIeHHe JOKYMEHTa BHYTPU OpraHu3alld, IE€PeHOC CPOKOB
WCIIOJTHEHHUS ).

91. Uudopmauusi o0 JOKyMEHTaxX, MOJyd4yeHHass MPU HX PpErucTpaluu, IOCTyNaeT B
WH(OPMAIIMOHHO-TIONCKOBYIO ~ CHUCTEMY, KOTOpas BKIIOYaeT B ce0s KapToTeKu U
KJIacCCU(UKALMOHHBIE CIIPABOYHUKH.

92. PK® cocTaBisIoT ClIeAyOIne KapTOTEKU:

1) mo KoppecrnoHAeHTaM;

2) 10 BUJIaM JJOKYMEHTOB;

3) mo aBTOpaM JOKYMEHTOB;

4) KOHTPOJIbHBIE;

5) koaudUKaIMOHHBIC,

6) o oOpaieHusM, COOOIICHHIM, 3aMpocaM, OTKIMKAM U TPEIIOKCHUSIM (DU3HUECKUX U
IOPUAMYECKUX JIUIT;

7) MHBIC B 3aBHCHUMOCTH OT 33724 TOUCKa HH()OPMAIIHH.

93. VyactHuku C3OJl HUCHONB3YIOT €AMHYI0 HOPMATHBHO-CIIPABOYHYIO HH(OpMAIIHIO.
PerynupoBanne W UW3MEHEHHWE HOPMATHUBHO-CIIPABOYHOW  HWH(OpPMAIMK,  Kacarollencs
OpraHU3aIMOHHO-PACTIOPSAUTENFHOM TOKYMEHTAIUH, OCYIIECTBIISAET YIIOJTHOMOYEHHBIH OpraH.

94. Tons 3anucy 0a3pl TaHHBIX ABTOMATH3UPOBAHHOM WH()OPMAIIMOHHO-TTOMCKOBOW CHCTEMBI
COOTBETCTBYIOT MapaMeTpaM MOCIeAYIOIIero OnepaTUBHOTO MOUCKA JOKYMEHTOB M KOHTPOJIS 32
UCTIOJTHEHUEM JIOKYMEHTOB.

IMaparpad 5. Ilopsaok UCNOJIb30BAHUS JIEKTPOHHOU IU(PPOBOH MOANMHUCH

95. Yuactauku C3 /1 ob6ecrieunBaroT MOUIMHHOCTD U LIEITOCTHOCTD 3JEKTPOHHBIX JJOKYMEHTOB
yTeM:

1) unterpupoBanus (conpsbkenus) B COJ] CK3U, peanuzyromux npouecc GopMUpOBaHUS U
IIPOBEPKU AJIEKTPOHHON IU(POBON MOAMUCH (CpelCTBA AJIEKTPOHHOM IUGPOBON MOINHCH), a
TaKKe MPOIICAININX IMPOLENYpPY HOATBEPKIEHUS COOTBETCTBHSI B IOPAAKE, YCTAHOBICHHOM
3aKoHOaTenbCcTBOM Pecnybnuku Kazaxcran B 001acT TEXHUYECKOTO PEryIHMpOBaHUS;

2) colOuoieHMsl pa3rpaHUYeHUs IPaB AOCTYMA K 3JIEKTPOHHBIM JOKYMEHTaM.

96. Yuactaukam CO/] cnenyer:

1) XpaHuTh B TaiiHe ciykeOHYI0 HH(OpPMAIHIO, CTABIIYIO UM U3BECTHOM B Mpoliecce paboThl
CO CPEICTBaMU KPUMNTOTrPAPUIECKOM 3alTUThl HHPOPMAIIUH;

2) XpaHUTh B TaiiHe COJEp>KaHHE 3aKPBITBIX (CEKPETHBIX) KIHOUEH CPEeICTB 3JIEKTPOHHOU
uu¢posoit nognucu (CK3M);

3) obecneunBaTh COXPaHHOCTh HOCHUTEJEH KIIIOYEBOM MH(OPMAIMM U UHBIX JTOKYMEHTOB O
KJIF0Yax JIEKTPOHHON HU(POBOI MOAMUCH, BBIIABAEMBIX C ’TUMH HOCUTENISIMU MH(POpPMAIUY;

4) ocymniecTBIATh CHHXPOHHM3AIMIO BPEMEHH Ha MEPCOHAIbHBIX KOMITBIOTEPAX C ITAJOHHBIM
BpPEMEHEM;

5) He OCYLIECTBIAThH IKCIUTYaTalMIO IPOrpaMM (B TOM YHCIIE — BUPYCHI) Ha EPCOHANBHBIX
KOMIIBIOTEpaX, KOTOpble HapyHIaloT (YHKIMOHMPOBAHHE CPEICTB 3JIEKTPOHHOM 1u(POBOI
HOJIKCH, B COOTBETCTBHHU C TpeOOoBaHUAMH 10 Hcnonb3oBanuio CK3U.

97. Hns odopMieHHs SIIEKTPOHHBIX JOKyMeHTOB B CDOJ] TrocynapcTBEHHBIX OpraHOB
UCTIOJIB3YIOTCSl TOJIBKO T€ 3aKPBIThle (CEKPETHBIE) KIIIOUM 3JIEKTPOHHOM IM(PPOBOM MOIMUCH,
KOTOpPBIM COOTBETCTBYIOT OTKPBITHIE KJIIOUM 3JEKTPOHHOM HHUQPPOBOM MOANHCH, HUMEIOIINE
JENCTBYIOIME PErUCTPALIMOHHBIE CBUIETENBCTBA, BhanHble YI[ I'O.

98. Tlopsimox mpuMeHeHus 3JIeKTpoHHON nudpoBoit moamucu B CDOJ] 3akmodaercs B

CJICAYIOICM:
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1) dopmupoBaHue 51eKTPOHHON UUGPOBONW MOAMUCH Ji MHOJMUCAHHS 3IEKTPOHHOTO
JIOKYMEHTA OCYILECTBIISETCS C UCIIOJIb30BAaHUEM:

OJTHOM WJIM HECKOJbKUX DJEKTPOHHBIX IU(GPOBBIX MOAMHCEH TOJMKHOCTHBIX JIMII
rOCy/IapCTBEHHBIX OPraHOB MPU YAOCTOBEPEHUH IEKTPOHHBIX JOKYMEHTOB, U3aBacMbIX UMH B
npeJenax ux MoJIHOMOYHiA;

OJTHOM 3JIEKTPOHHOU HU(POBOM MOANUCH COTPYAHUKA MOAPA3ACICHUS TOKYMEHTAIMOHHOTO
obecreyeHus;

2) hopMupOBaHUE HIICKTPOHHON IHU(PPOBOIA MOIIMHUCH JOJHKHOCTHBIX JIMI FOCYAapPCTBEHHOTO
opraHa IpH YIOCTOBEPEHHH JJIEKTPOHHBIX JOKYMEHTOB, H3[IaBa€MbIX MMM B TpeJesiax HX
MTOJTHOMOYMH:

JNOJDKHOCTHOE JIMIO TOCYHApCTBEHHOTO OpraHa TMpu  YAOCTOBEPEHHUU AIIEKTPOHHBIX
JIOKYMEHTOB, U3/1aBa€MbIX UM B IIPEJIEJIax €ro MOJIHOMOYUH, YA0CTOBEPSET (MIOAMMCHIBAET) TEKCT
JOKyMeHTa (BJIO)KEHHBIN (-ble) (hailiibpl) 10 €ro perucTpanud ¢ MNPUMEHEHHEM 3JIEKTPOHHON
U(PPOBON MOJMHCH, KOTOpasi 00eCIIeUnBaET MOAIMHHOCTD U IIEJIOCTHOCTh TEKCTa TOKYMEHTA;

(dbopMUpOBaHHE 3IEKTPOHHOU HUPPOBON MOAMKUCH TOIKHOCTHOTO JIUIIA TOCYIapCTBEHHOTO
OopraHa MpU YAOCTOBEPEHUHU JIIEKTPOHHBIX JOKYMEHTOB, W3/1aBa€MbIX MM B Ipeaenax HxX
MOJTHOMOYM (TIepBOI ANEKTPOHHON HU(PPOBON MOAMKMCH) OCYLIECTBISIETCA C UCIOIb30BAHUEM
CK3MU, peanusyronmx mnporecc GOpMHPOBAHHUS U TPOBEPKH IJICKTPOHHOUW MU(DPOBOIA MOAIHCH
(cpenctBa s1ekTpoHHOU HUdpoBO moamucu), kioueBoro Hocutens uHopmanuu CK3U u
PEerucTpaloHHOrO CBUIETENbCTBA, ONyuyeHHBIX B Y1 T'O;

3) npuMeHeHHe JIeKTPOHHO 1T POBOI MOANKCH COTPYAHUKA cIy>KO0bI JIOY mist mepechuiku
AJIEKTPOHHOI'O JJOKYMEHTA MEK/y FOCYy1apCTBEHHbIMU OpraHAMMU:

ANEeKTpOoHHOW 1udpoBol moamuchd coTpyaHuka ciayx6sr  JIOY  ynocroBepsercs
(ToATIMCHIBAaETCSI) AJIEKTPOHHAS PErHCTPAalMOHHAS KapTodka (yHUKaJIbHBIN HIeHTH(HKATOP,
Ha3HaueHHbId u3 COJl, nmata JOKymMeHTa, aBTOp JOKYMEHTa U 3JEKTPOHHBIM JOKYMEHT,
YIOCTOBEPEHHBIN 3JIEKTPOHHON MU(POBON MOAMKUCHIO JOKHOCTHOTO JIMIIA TOCYJAapPCTBEHHOTO
Oprasa).

dopMUpOBaHUE  DJIEKTPOHHOW IU(GPOBOM  MOIAMUCHU  COTPYIHUKA  TOJpa3/eICHUs
JIOKYMEHTAIMOHHOT0 00ecreueHns ocyIlecTBiusercs ¢ ucnoib3zopanneM CK3U u, peanuzyromux
npoueccsl  (OpMHpPOBaHUS M TNPOBEPKH DJIEKTPOHHOM HM@PpoBOM mnoamnucu (CpeacTsa
3JIEKTPOHHON LU(POBOM MOAMMCH), KIIOUEBOTO HOCUTENS U PETUCTPALMOHHOTO CBHJIETENLCTBA,
nosyueHHbIx B Y1[ T'O.

99. B cinyyae BBIABICHHS IPU YIOPSIOUYEHUH apXUBHBIX JOKYMEHTOB (PAKTOB OIpEeNeHHS
OTPULIATENIBHOTO pe3yjbTaTa MPOBEPKH AIIEKTPOHHOM IU(GPOBOH MOAMUCH B 3JIEKTPOHHBIX
JIOKYMEHTaX MOCTOSIHHOTO U BpeMeHHOTo (cBbime 10 jeT) cpoka XpaHeHHs, OCYIIECTBIISIETCS UX
CBepKa ¢ OyMaKHbIMHU MOJUIMHHUKAMU. [lo mTOoram CBEpKHM AJIEKTPOHHBIE KOIHU JOKYMEHTa,
uMeromue OyMakHble MOJ/UIMHHUKH, 3aBEPSIOTCS DJIEKTPOHHOHM LU(POBOH  MOAMHUCHIO
PYKOBOAMTENST CTPYKTYPHOTO TMOJpa3feneHus, Kypupyromero Bompockl JOY wu  (um)
BEJJOMCTBEHHOT'O apXMBa.

IIpun otcyrcTBUM OyMa)XHbBIX MOJJIMHHHUKOB JJIEKTPOHHBIE JOKYMEHTBHl IOCTOSIHHOTO H
BpeMeHHOro (cBblie 10 J€eT) cpoka XpaHEHMs MOJIEkKAT Mepeaade B BEJOMCTBEHHBIN apXuB C
COOTBETCTBYIOIIEH OTMETKOM.

ITaparpa¢ 6. O6ecnieuenne nupopmanuonHoii 6ezonacunoctu CIJ]
100. WNndopmanmonnas 6e30macHOCTb anmapaTHO-IPOrpPaMMHOTO,

TeJIeKOMMYHUKallMOHHOrO  obecrieuenust CDJ]  periiaMeHTUpYETCsl  COOTBETCTBYIOIMMU
HOPMAaTUBHBIMU NPaBOBBIMH akTamMu PecnyOnmku Kazaxcran B o0nactu enuHBIX TpeOOBaHUI
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MH(OPMALIMOHHO-KOMMYHUKAIIMOHHBIX ~ TEXHOJOTMH M oOecnedyeHus UHGOPMaAIMOHHON
0€30MacHOCTH.

OynkimonupoBanne CO/l, eAMHON TPaHCHOPTHOM Cpeibl TOCYIapPCTBEHHBIX OpraHoB, Y|
'O, nepedyenp ydacTHUKOB CDOJ], WX 0053aHHOCTH OIPEACTSIOTCS M OCYIIECTBISIOTCS C
BBINIOJIHEHHEM TpeOoBaHMM nH(GOPMalMOHHON 0€30MacHOCTH B COOTBETCTBUU C JOTOBOpPAMH Ha
BBITIOJTHEHHE COBMECTHBIX padOT Mo oOecredeHn0 MHPOPMAITMOHHON 0€30MacHOCTH MEXIY
OpraHu3alyeii-3aka3uukoM,  TOCYJapCTBEHHBIMH  OpraHaMd M 3KCIUTyaTUPYIOLIUMU
opraHu3alusMu (OpraHu3alusIMU-UCTIOIHUTEIISIMU ).

101. CK3U, peanusyromue mpoiecc GOpMUPOBAHUS U MPOBEPKU AJICKTPOHHOH HHPPOBOH
MOJIUCH, UCIIONB3YIOTCSI B CTPOTOM COOTBETCTBUM C HUX IKCIUTYaTallUOHHOW TOKyMEHTalued U
IpaBUJIaMU UCIIOJIb30BaHUSI.

102. JIoKyMeHTBI, COAEprKallMe CBEICHMSI, COCTABIISAIONINE IOCYJAapCTBEHHbIE CEKPETHI, HE
noJJiexxar mpuemy, oopaboTke, XxpaHeHuto u nepegaue yepez CO/I.

MMaparpad 7. Ilopsiaok KOHTPOJIS UCIIOJHEHUA JOKYMEHTOB

103. KoHTpOJsb MCHIOJHEHUS! JOKYMEHTOB BKJIIOYAET IMOCTAHOBKY JOKYMEHTAa Ha KOHTpPOJb,
PEryJINPOBAHUE X014 UCIIOJHEHUS, CHATHE UCIIOJHEHHOTO JOKYMEHTa ¢ KOHTPOJIsI, HAallpaBJICHUE
UCTIOJTHEHHOTO JIOKYMEHTA B JIeJI0, y4eT, 0000IIeHne U aHaIi3 X0/1a U Pe3yJIbTaTOB UCTIOTHEHUS
JIOKYMEHTOB, MH(pOpMUPOBaHHE PYKOBOJICTBA O COCTOSIHUU UCIIOJIHEHUS JOKyMEHTOB. CBeeHUS
00 WCIIOTHEHUU JTIOKYMEHTOB, IMOJICKAIIUX KOHTPOIIO, ¥ OOpaImIeHui, COOOIMEHUH, 3aIpoCcoB,
OTKJIMKOB ¥ TNPEAJIOKCHUH (PU3MUECKUX U IOPUAWYECKUX JIML[ 3aIOJHSIOTCS COIJIAaCHO
npuioxeHusm 16 u 17 x nactostiuum [IpaBuiam.

KoHTpOoIb HCIIONHEHNS JOKYMEHTOB BKJIKOYAET CJIEIYIOIINE ITAllbL:

1) nocTaHOBKa JJOKYMEHTOB Ha KOHTPOJIb;

2) npoBepKa CBOEBPEMEHHOCTH JI0BE/ICHUS IOKYMEHTOB 10 HCIIOJIHUTENEH;

3) npenBapuTenbHas IPOBEPKA U PETYINPOBAHKUE X014 UCTIOJIHEHMUS,

4) cHATHE TOKYMEHTa C KOHTPOJIS;

5) HanpaBiieHUE UCTIOJIHEHHOTO IOKYMEHTa B JIEJI0;

6) ydet, 000011IeHIE U aHAIU3 PE3yJIbTaTOB KOHTPOJIS UCTIOTHEHUS IOKYMEHTOB;

7) naHbOpMHpOBaHNE PYKOBOJCTBA O XO/I€ U PE3Yy/IbTaTaxX UCIIOIHEHUS TOKYMEHTOB.

104. KoHTpoJt0 nojyiexat Bce 3aperucTpUPOBAHHBIE JOKYMEHTBI, TPEOYIOIME UCTIOHEHMS,
B TOM YHCJIE MPOLUIbIX JIET, KOTOPbIE B CUJIY Pa3JIMYHBIX MPUYMH HE OBUIM MCIOJHEHBl U UX
WCIIOJIHEHUE TIEPEHECEHO Ha TEeKyIIMH roxa. B 3Tux ciydasx mepeperucrpanusi JOKYMEHTOB HE
npoBoautcs, a B PK® yka3bIBatOTCSl BHOBb YCTaHOBJICHHBIE CPOKHU.

105. KoHTponb 3a CBOEBPEMEHHOCTBIO M Kadye€CTBOM pEaJM3alliM ITyHKTOB IOPY4YEHHUH
[Tpesunenta PecniyOnuku Kazaxcran, PykoBoactBa Aamunuctpanuu Ilpesunenta Pecniyonuku
Kazaxcran mo uroram pervoHajJbHBIX MOE370K, MEKIYHAPOJHBIX M OOIIECTBEHHO 3HAUYHMMBIX
MeponpusThid, 1aHHbIX [lpaBurensctBy PecnyOnuku Kazaxcran, opranuzanusM, ocyliecTBIseT
[TpaButenscTBO Pecnyonuku Kazaxcran.

106. Axtet u mnopyuenuss Ilpesupenta Pecnybnmuku Kazaxcran, PykoBojactsa
Anvmunuctpamun Ilpesunenta PecnyOnuku KasaxcTtan ¢ yd4eToM YCTaHOBJIEHHBIX CPOKOB
WCIIOJTHEHUS CTABSITCS Ha CIIEYIOIINE BUIbI KOHTPOJIS:

1) cpoUHBI — C MOMETKaMHU: «BECbMa CPOYHO» — B TEUEHHE TpeX pabouux JHEH, «CPOUHOY,
«YCKOPUTBH)» — 10 AECSITU paboumx AHEH;

2) KpaTKOCPOUHBINA — OT JIeCATH pabo4MX JTHEH 10 OJTHOTO Mecsla;

3) cpeHECPOYHBIA — OT OJHOTO JI0 IIECTH MECSIIEB;

4) nONTOCPOYHBIHA — CBBIILIE IIECTH MECSIIEB.
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Cpoku HCHOJIHEHMs INOPYYECHMM, YCTaHOBJIICHHBIE B akTax M mnopydyeHusx IIpesmzenra
Pecny6nuku Kazaxcran, Anmunucrpanuu [Ipesunenra Pecniyonuku Kazaxcran, HCUUCIsOTCS B
pabouux JHSX CO IHS MX MOCTYIUIEHHUS B OpPraHU3aLHIO.

B cnydasx, eciii B IOPY4YEHUSAX HE YKa3aHbl CPOKH, TO OHU UCIIOJIHAIOTCS B MECAYHBIN CPOK C
BHeceHneM uH(popmanuu B anpec [Ipesupenta PecnyOnmuku Kaszaxcran, AnmuHHcTpanuu
[Tpesunenta Pecybnuku Kazaxcras.

107. CybObekTamMu, OCYIICCTBIISIONIMMUA KOHTPOJIb 32 HMCIOJHEHHWEM aKTOB M IMOPYYEHUU
[Ipesunenra Pecnyonuku Kaszaxcran, PykoBonctBa Anmunucrpauuu Ilpesunenra PecyOmiku
KaszaxcraH B OpraHu3anysx, siBISIOTCS CIEAYIOIUE JOJKHOCTHBIE JINLA!

1) mepBbIii PYyKOBOJUTEIh OpPTraHU3AIK, KOTOPBHIA OCYIIECTBIIAET OOIIee PyKOBOJACTBO H
KOHTPOJIb 32 CBOEBPEMEHHBIM U KaUE€CTBEHHBIM UCIIOJTHEHUEM U COOJII0/IEHUEM HCIIOTHUTEIbCKON
JUCUMIUIMHBL akToB H mopydenuid Ilpesupmenta Pecnmybmukm Kazaxcran, PykoBojactsa
Anmunuctpanuu [Ipesunenta Pecnyonuku Kazaxcran;

2) 3aMecTUTEeNM TMEpPBOr0 PYKOBOAWTENS OpraHU3alHd, KOTOpbIE O00ECHeYnBaOT
KayeCTBEHHOE MCIIOJIHEHHEe akToB W mnopydeHudl Ilpesupenta PecnyOsmuku Kazaxcraw,
PykoBoncrBa Anmunuctpauuu [lpesugenta Pecnybnuku Kazaxcran 1o KypupyeMmbIM
HalpaBJICHUSM paboThI.

VYKa3zaHHbIE [OJDKHOCTHBIE JIMIA CBOEBPEMEHHO M KAayeCTBEHHO MWCIIOJHAIOT akKThl U
nopydenusi Ilpesunenrta Pecny6nuku Kaszaxcran, PykoBonctBa Anmunucrpauuu Ilpesnaenra
Pecny6nuku Kazaxcran.

108. OpraHu3anuu-cOUCHONHUTENN akToB U nopyudeHuit Ilpesunenta PecryOmuku
Kazaxcran, PykoBoacrBa Anmunuctpauuu Ilpesuaenra PecnyOnuku Kaszaxcran BHOCAT cBou
IIPEIUIOKEHUST OpraHU3aluK, OCYLIECTBIISIOIIEH CBOJ, NPU HCIOJHEHUU aKTOB U IOPYYEHUH,
IIOCTAaBJICHHBIX Ha!

1) cpouHBIi KOHTPOJIb, C TIOMETKAMU «BECbMa CPOYHO» B TEUEHUE OJJHOIO pabodero JHs Co
JIHSI TIOCTYIIJICHUS IOPYYEHUSI, «CPOUHO», KYCKOPUTH» — HE MO3[HEE, YEM 3a TPU pabouuX IHS,
€CJIM MTHOE HE YCTAaHOBJIEHO COOTBETCTBYIOLIUM IIOPYUYECHHUEM;

2) KpaTKOCPOUYHBIA KOHTPOJIb — HE MO3/IHEE, YEM 3a IATh padOUrX JHEN 10 YCTAaHOBJIEHHOTO
CPOKa MCIIOJIHEHHUS], €CIIM UHOE HE YCTAaHOBJIEHO COOTBETCTBYIOLUM IIOPYYECHUEM;

3) cpeHeCPOUHBIN KOHTPOJIh — HEMO3IHEE, YEM 32 IECATh PA0OUYUX JIHEH 0 YCTaHOBIEHHOTO
CPOKa MCIIOJIHEHHUS], €CIIM UHOE HE YCTAHOBJICHO COOTBETCTBYIOLIUM IIOPYYECHUEM;

4) nONTrOCPOYHBIM KOHTPOJH — HE TO3JHEe, YeM 3a JBajaiaTh paboyumx [HEW 0
YCTaHOBJIEHHOIO CpOKa MWCIIOJIHEHHS, €CIM MHOE HE YCTaHOBIEHO COOTBETCTBYIOIIUM
MIOPY4YECHHUEM.

109. B ciydae, ecnu myHKTHI akToB W nopyuyeHuil IIpesupenta PecnyOnmku Kazaxcraw,
PykoBoacrea Anmunnctpanuu [Ipesuaenta PecnyOnuku Kazaxcran He MOTYT OBITh BBITTOTHEHBI
B YCTaHOBJIEHHBIA CpPOK, TO PYKOBOJIWTENIb OpPraHM3allMM, a B CIydasX, €CIU 3aTparuBarOTCs
nosHomounsi [IpaButenbctBa, — mocne cornacoBanus ¢ Ilpembep-Munucrpom PecnyOmnuku
Kazaxcran (IM10OM, HMCHOJHSIOIIMM €ro OOsf3aHHOCTH) WM €ro 3aMEeCTUTENIEM He MO03/Hee
YCTaHOBJIEHHOI'O CPOKa BHOCHUT IUChMO B AmuHucTpanuio [pesunenta Pecyonuku Kazaxcran
C yKa3zaHHMEeM TEKYIIEro COCTOSHUS MWCIIOJHEHUS, AapTyMEHTUPOBAaHHBIM O00OCHOBaHHEM
HEO0OXOUMOCTH TPOJUIEHUS CPOKA MCHOJHEHHs JIMOO ero mepeBoja Ha CPeAHECPOUYHBIA WU
JOJNrOCPOYHBI  KOHTpOdb. IIpu 3TOM  yka3bIBalOTCS KOHKPETHBIM CpPOK MCIIOJHEHHS,
OTBETCTBEHHBIE TOJUTUYECKHE TOCYAAPCTBEHHBIE CIIy)KallMe OPraHU3alUU-HCIIOJHUTENS, a
TaK)K€ OPraHU3alNi-COUCIIONHUTENEHN U JOHKHOCTHBIE JINLIA OpraHU3aLvil.

[To nopyuenusiv, ykazanHeiM B nyHkTe 105 Hactosimux IlpaBui, koTopble HE MOTYT OBITH
BBITMIOJIHEHBI B YCTAHOBJIEHHBIM CPOK, PYKOBOAMTEIb OPraHU3ALMU-UCIIOIHUTENSI HE IO3JHEE
YCTaHOBJIEHHOI'O CpOKa BHOCHT NMHUCHMO B aapec pykoBojacTBa [IpaButensctBa PecnyOmumku
Kazaxcran nim PykoBogurento Annapata [IpaBurensctBa PecniyOnuku Kazaxcran ¢ ykazaHuem
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TEKYLEro COCTOSHUSI WCIOJHEHHUs, apryMEHTUPOBAaHHBIM OOOCHOBAaHUEM HEOOXOAMMOCTU
IPOJUIEHUS] CPOKAa MCIOJHEHHUsS MO0 €ro NnepeBojia Ha CPEIHECPOUYHBIM WIIM JOJITOCPOYHBIN
koHTpoJib. [IpaButenscTBo Pecmyommku Kazaxcran yBegomiisier AnmuHucTpanuio [IpesuaeHra
Pecny6nnku Kazaxcran o mpuHSATOM 10 MUCbMY PELICHUN HE MO3AHEE IECATH pabouux JHEH.

110. IlpoasieHre CpPOKOB HCIOJHEHHS M CHSITHE C KOHTPOJSL ONEPATUBHBIX MOPYYCHUH
IIpembep-MuHuCTpa OCYIIECTBISIOTCA TONIBKO 1IpeMbep-MunucTpom.

111. IloBTOpHOE TPOMJICHHE CPOKOB HCIHOJIHEHHUs mnopydyeHuid [Ipembep-Munuctpa
JIOITYCKAeTCsl B MCKJIIOUUTENbHBIX CIydasX Ha OCHOBaHMM COOTBETCTBYIOLIETO IPENJIOKEHUS
3amectutens [Ipembep-Munncrpa wnm PykoBomutens Amnmapara [IpaBurenbctBa (B
COOTBETCTBUHM C pacrpeieiieHueM OO0sf3aHHOCTEH WM COOTBETCTBYIOIIUM 3aKpeIUIEHUEM
KOHTPOJISI) C PacCMOTPEHUEM BOINpOCa O MPUHATHM Mep IUCLUIUIMHAPHOIO XapakTrepa B
OTHOLIEHUH OTBETCTBEHHOI'O MOJIMTUYECKOTO I'OCYJApPCTBEHHOIO CIYXAIIEro — 3aMECTUTEN
IIEPBOr0 PYKOBOAMTENS TOCYJaPCTBEHHOTO OPTraHa-UCIIOIHUTEIS.

112. Ilpeioxxenue o MOBTOPHOM MPOAJIEHUH aKTOB U nopyueHuit [Ipesunenra Pecnydnuku
Kazaxcran, PykoBonctBa Anmunucrpauuu Ilpesunenra Pecny6nukn Kaszaxcran co cpokom
UCTIOJTHEHUS CBBIIIE TPEX MecsAleB BHOCHTCS B Aamuuuctpanuio Ilpesmaenra PecmyOmmku
Ka3zaxcran opraHu3alMel-UCIIOIIHUTENEM, a B CIy4asX, €CJIM 3aTparuBaroTCsi ITOJHOMOYUS
[TpaBurensctBa PecnyOnuku Kaszaxcran, — nocne coryiacoBanusi ¢ Ilpembep-Munuctpom
Pecny6nuku Kazaxctan (IMLOM, MCHOJHSIOIIMM €ro 0O0sS3aHHOCTH) WM €ro 3aMECTUTENIEM He
NO3/HEE MATHAALATH PaOOUrX JHEN 10 UCTEUEHUS CPOKA €r0 UCIIOIHEHHUS.

OTBeTCTBEHHOE CTPYKTYpHOE MojpaszaeneHue AnmuHuctpauuu Ilpesunenra PecrnyOnuku
Kazaxcran He mo3aHee aecsTd padovmx JHEH ¢ MOMEHTA MOCTYIICHHUS AAHHOTO MPEIOKEHUS
IIPOBOAMT IPOBEPKY IO BOIPOCY BBIACHEHUS IPUYMH HEUCIOJHEHUS AaKTOB U IOpYYEHUH
[Ipesunenra Pecnyonuku Kaszaxcran, PykoBoncTBa Anmunucrpanuu IIpesunenra Pecnyonuku
KazaxcraH u 110 ee pe3ysbTaTaM FOTOBUT SKCIIEPTHOE 3aKIIOYCHHUE.

[TonoxxeHns HAaCTOAILETO MYHKTA HE paCIpPOCTPAHSAIOTCS Ha MOPYUYEHHUS, YKa3aHHBIE B IYHKTE
105 nacrosiux I[paBuo.

113. IlpemyioxkeHre O MOBTOPHOM MPOJAJICHUM MOPYYEHHM, yKa3aHHbIX B MyHKTe 105
HacToAmmx [IpaBui, co CPOKOM HCIIOJIHEHHs CBBIIIE TPEX MECALEB BHOCUTCS B aJpec
pykoBoactBa IIpaButenscrBa PecnyOnmkum Kazaxcrtan wim  PykoBonurtento  Amnmapata
[TpaButenscTBa Pecnybnnku Kazaxcran opraHusanueii-ucrosHUTeIeM He MOo3/Hee MATHAALATH
paboumx JHEH 10 NCTEYEeHUs CPOKa UCIIOJIHEHUS.

OTBeTCTBEHHOE CTPYKTypHOe mojpasjeneHue Amnmapata IIpaBurtensctBa PecmyOnmku
Kazaxcran He mo3gHee aecsiTH paboynx JHEH ¢ MOMEHTa MOCTYIUIEHUS JAHHOTO MPEIOXKEHUS
IIPOBOAMT NIPOBEPKY IO BONPOCY BBIICHEHMSI NMPUYMH HEUCIIOJHEHMS IOPYYEHHUs U IO €€
pe3ysbTaTaM TOTOBUT SKCIIEPTHOE 3aKIIIOUEHHE.

114. B cnyuae BHECEHHs NMPENTIOKEHUSA O MPOJUIEHUN CPOKA UCIIOJHEHMSI IYHKTOB aKTOB U
nopyuenuit Ilpesunenra Pecny6nuku Kazaxcran, PykoBoncrtBa Anmunucrpanuu Ilpesunenta
Pecnnybnukn Kazaxcran Oosiee 1ByX pa3, paccMaTpuBaeTCs BONPOC O HaKa3aHMM MEPBBIX
PYKOBOAMTEINIEH OpraHU3aU.

115. IlpoaneHue CpOKOB HCIOJHEHUs JUYHBIX mopydyeHuit Ilpesunenra PecmyOmuku
Kazaxcran ocymectBisiercst Tonbko [Ipesunentom Pecnyonmku Kazaxcras.

116. Axtel u mopyudenust IlpaButenbctBa Pecnyonmukm Kazaxcran, Ilpembep-Munucrpa
PecnyOnuku Kaszaxcran wnu ero 3amectutenedt u PykoBoaurtens Anmapara IlpaBurenbctBa
Pecny6nuku Kazaxcran cTaBATCs Ha CIIEAYIOIIME BUIBI KOHTPOJIS:

1) cpoUHBIif KOHTPOJIb C TOMETKAMH «BECbMa CPOYHO» — B TE€UEHHE OJHOr0 paboyvero JIHs co
JIHSI TIOCTYTIJICHUS IOPYYEHHUSI, «CPOUHO», «YCKOPUTHY» — HE IMO3/HEE, YeM 3a TpU pabouux JHs,
€CJIM MHOE HE YCTAHOBJIEHO COOTBETCTBYIOLIUM MOPYUECHHUEM;
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2) KpaTKOCPOUHBIA KOHTPOJIb, HE TIO3/IHEE, YEM 3a IIATh pabouux AHEH 10 yCTAaHOBJIEHHOTO
CPOKa UCIIOJIHEHHUS], €CIIM UHOE HE YCTAHOBJIEHO COOTBETCTBYIOLUM ITOPYYEHUEM;

3) cpenHecpOUHbli KOHTPOJIb, HE NMO3HEE, YEM 3a JIeCATh Pa0OUYMX JHEH 10 yCTaHOBIEHHOTO
CPOKa MCIIOJIHEHHUS], €CJIM UHOE HE YCTAHOBJIEHO COOTBETCTBYIOLUM IIOPYYECHUEM;

4) noArocpoYHbIN KOHTPOJIb, HE ITO3AHEE, UEM 32 IBA/ILIAaTh PA0OUYUX THEH 10 YCTAaHOBJIEHHOTO
CPOKa MCIOJIHEHHUS], €CJIM UHOE HE YCTAaHOBJIEHO COOTBETCTBYIOIIUM ITOPYYEHUEM.

Cpoku HUCHOIHEHMs MOPYYCHMM, YCTAaHOBIEHHBIE B akTax M nopydeHusax IIpaBurenscrBa
Pecniyonmuku Kazaxcran, [lpembep-Munnctpa Pecriybnukn Kazaxcran wim ero 3amecTureneil u
PykoBoautens Anmnapara [IpaButensctBa Pecnyonuku Kasaxcran, ncuncnsrores B paboumx JHIX
CO JIHS MX IOCTYIUIEHHUS B OpraHU3aLuIo.

B cnyyqasx, eciii B IOpY4YEHMSIX HE YKa3aHbI CPOKH, TO OHU UCIIOJIHAIOTCS B MECSTYHBIN CPOK C
BHeceHneM uHdpopmanuu B anpec IlpaButenscTBa Pecnyonuku Kazaxcran, [Ipembep-Munuctpa
Pecnnybnmuku Kazaxcran unm ero 3amectutenedt u PykoBoaurtens Anmapara IIpaBurenbctBa
Pecny6nuku Kazaxcran.

Konrponbsusle mnopyuenust Ilpesunenrta Pecnybmuku Kazaxcran u  PykoBomgurens
Anvunuctpamn [lpesunenta PecnyOonmukn Kaszaxcran ¢ pesomonmsmMu Kk HEM [Ipembep-
Munuctpa PecnyOnuku Kaszaxcran, ero 3amectureneii u  PykoBomutens Amnmapara
[TpaButenscTBa Pecnybnuku Kazaxcran uConHAIOTCS OpraHu3alusIMu He To3/1Hee 20-1HEBHOTO
CpPOKa CO JHS NOPYYEHHs, €CIU B MOPYUYCHMSIX HE YCTAaHOBJIEHBI MHBIE CPOKM. OpraHu3anus —
COWCIIOJTHHUTEb HAIPABIAECT CBOIO HH(POPMAIIUIO OTBETCTBEHHON OpraHU3alUy — UCTIOTHUTEIIO
HE M03/IHEE, YeM 3a IIATh JIHEH 0 UCTEUYEHUS YyCTAaHOBJIEHHOIO CPOKA.

117. Cpoku HUCHOJHEHHUS MPOTOKOJIbHBIX IOPYYEHUH, COAEpXKAIIUXCS B MPOTOKOJIAX
3acenanuil IlpaButensctBa PecnyOnmuku Kaszaxcran u coBemanuii y [naBel rocyamapcrsa,
pykoBonactBa IIpaButensctBa PecnyOnmukm  Kazaxcran wu  PykoBomumrens — Ammapata
[TpaButenscTBa Pecnybnmukn Kaszaxcran, wucuucisirorcs co JHS HPOBEIEHHUsS 3acelaHus
(coBemranwmsi). B ToM ciyuae, eciii Ha 3aceaHuU (COBEIIAHWM) OBUT HA3BaH CPOK WCITOJIHEHUS
KOHKPETHOT'O MOPYYEHHs, TO COOTBETCTBYIOIINE OpPraHU3allMH, B aIpec KOTOPHIX OBLIO JaHO
NOpyYEeHUE U TMPEeACTaBUTEIN KOTOPBIX MPHUCYTCTBOBAJIM HA 3ac€AaHUU (COBEIIAHUN),
NPUCTYNAIOT K MCIIOJHEHHUIO TOPYYEHUI cpasy mocie 3acelaHus (COBEIIaHus), He JT0KUIasCh
MOCTYIJIEHUSI K HUM IIPOTOKOJIA 3ace/laHus (COBEIaHus).

118. KoHTponap wHCHONHEHHA JOKYMEHTOB II0 CYLIECTBY BOIpOCa BO3JIaracrcs Ha
pYyKOBOJUTENEH CTPYKTYPHBIX NOJIpa3iesIeHui WK JOKHOCTHBIX JIULL.

119. Ilpn opranuzanuu KOHTpoIIs ucoaHeHUs: ucnoib3yroTcss PK®. KontpoibsHas kaproreka
CUCTEMATU3UPYETCSI IO CPOKaM UCIIOJIHEHHUS IOKYMEHTOB, UCIIOJIHUTENSIM, TPYIIIaM IOKYMEHTOB.

120. JlokyMEHT CHUMAETCs C KOHTPOJISI PYKOBOIUTENEM, IOCTABUBLIMM €TI0 Ha KOHTPOJIb, WIIH
0 €ro nopyuyeHuto — ciyxooi J10VY.

121. Ilpu cmene pykoBoauteneit ciayx0bl IOY U CTpyKTYpHBIX MOJpa3/ieleHuil TOKyMEHThI
u nena, a takke PK® x HuUM nepenarorcs BHOBb HA3HAYEHHOMY PYKOBOIUTENIO WIIN
OTBETCTBEHHOMY JIOJDKHOCTHOMY JIMILY 110 aKTy ITpUeMa-Iepeiayn.

MMaparpad 8. Ilopsaok yuyera U XpaHeHUs Nevarei, ITAMIIOB U 0JIAHKOB

122. Vuer, ucnonp30BaHUe, XpaHEHWE U YHUYTOXXKEHHE MEeYaTHO-OJAHOYHOM MPOJYKIUH,
reyaTei, WTaMIIOB, IOJUIEKAIUX 3allUTe, U CPEACTB 3alUThl JOKYMEHTOB OCYILECTBIIIOTCS
JOJKHOCTHBIMM  JIMIIaMH, Ha3HA4aeMbIMH TpUKa3aMu (pacnopsyKEeHUSIMU) PYKOBOJUTENEH
OpraHu3alum.

123.  TocymapcTBeHHas oOpraHu3aluss HWMEET OJHy Ie4aTh C  H300pakeHueM
['ocynapcrennoro ['ep6a Pecybnuku Kazaxcra.
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[Ipu He0OX0IUMOCTH CTPYKTYpPHBIE MOAPA3ICICHUS TOCYJapCTBEHHON OpraHu3aluu UME0T
nevyatd (mrammbl) ¢ u3oOpaxkenwem [ ocymapcrBenHoro I'epba PecnyOmmku Kaszaxcran u
OJIMHAKOBBIM TEKCTOBBIM COJAEP’KAHUEM, TEKCTOBAsl 4acTh JOIOIHAETCS MOPSAKOBBIM HOMEPOM
WJIA CUMBOJIOM (CIMBOJIAMH ).

124. VYyer mnedaTHO-OJAHOYHOW WPOMYKIIMU, TOJJISKAIICH 3alldTe, B TOM 4YHUCIE C
nzoopaxenuem ['ocynapcreernoro ['epba Pecriybnuku Kazaxcran, BeeTcsi B COOTBETCTBYIOIIHX
PETUCTPALIMOHHBIX YYETHBIX (QopMmax: IKypHajlaxX, KapToykaXx U aBTOMAaTH3UPOBAHHBIX
WH(OPMAIIMOHHBIX CHCTEMaX, >KypHaJe ydeTa W BBIJAYM I1€YATHO-OJIAHOYHON NPOAYKIIHH,
noJsiexaniei 3amure, mo GopMe coriacHo npuaoxkeHuto 18 k Hactosamum IIpaBunam.

XKypnan ydera u BbIJauu e4aTHO-0TaHOUHOM MPOAYKIMH, TIOJJICKAIICH 3alUTe, 3aBOJUTCS
Ha KaXIbIH BHUJl MEYaTHO-OJAHOYHOW MPOIYKIUH, MOJyIexalied 3amure. branku dumek c
uzoopaxenuem ['ocynapcrBennoro ['epba Pecriybnuku Kazaxcran He moiekar crelnuaibHOMY
yUery.

125. Beimaua OnaHKOB, TMOJICKANIUX 3alUTE, MPOU3BOAMUTCS IIOJ pACIUCKYy B
COOTBETCTBYIOIIUX PETHUCTPALMOHHBIX YUYETHBIX (popMax, mpeayCMOTPEHHBIX BEIOMCTBEHHBIMU
WHCTPYKIUSMH OpPTaHU3aIUH.

126. [Ipu U3roToBIIEHNN KOMUI TOKYMEHTOB, O)OPMIICHHBIX Ha OJIaHKax ¢ M300pakeHueM
locymapctBennoro ['epba PecnyOomukm Kazaxcran, W mpeaHa3HAYCHHBIX IS PACCBHUIKH,
MIPOCTABIISIFOTCS. HOMEP SK3EMILISAPA U II€4aTh OPraHU3aLUu.

127. Pa3MHOXXEHHE 1 KOTIMPOBAaHUE CPEJICTBAMH OTIEPATUBHON MOIUTpadry HE3aOTHEHHBIX
0JIaHKOB, MOJIJIEKAIINX 3alIUTE, HE JOMYCKAIOTCS.

128. Yder neuyareid, IITaMIIOB, MOAJICKAIIUX 3aTUTE, U CIIEIUATBLHON ITEMIEIIbHOU KPAaCKU
C XMMHYECKUMHU JT00aBKaMM, MMEIOIIUMHU WHAMBHUAYaJbHBIE CBOMCTBA C LEJIbIO 3alUTHI OT
MOJJICTIKA, a Tak)K€ MX BblJada BEIYTCS B JKypHaje ydeTa W BbIAAuM Ie4YaTeH, IITaMIIOB C
uzoopaxenuem I'ocynapcreennoro ['ep6a Pecriy6nmku Kazaxcran u cnenuanbHo# mreMneabHon
Kpack# 1o opme coriacHo npuiiokenuto 19 k vactosumm [IpaBumam.

129. Yuer nepbeBbIX aBTOPYUEK, 3alIPaBICHHBIX CIIEHUATbHBIMU YEPHUIAMH C XUMUYECKUMU
n00aBKaMH, UMEIOIIMMHU UHINBUyaJIbHBIE CBOMCTBA C IEJIBIO 3aIUTHI OT MOJJIEIKA MOAMUCEHN
JIOJDKHOCTHBIX JIMIL, ¥ MX BblJaua BEAYTCS B XKypHajle ydeTa U BbAAud MEPhEBBIX aBTOPYYEK,
3aMpaBJICHHBIX CIEIUATBHBIMU YEPHIJIAMH, IO (OPME COTIIACHO MPUIIOKEHUI0 20 K HACTOSIIINM
IIpaBunam.

130. 3aronoBKM pErucTpalMOHHBIX YYETHBIX ()OpPM BKIIIOYAIOTCS B HOMEHKJIATYpPY Jel
OpraHu3aIiu.

JIUCTBI )KypHAJIOB HYMEPYIOTCSI, MPOIIMBAIOTCS U ONEYaTHIBAIOTCHI.

131. Tlepemaua wHOMY JOHKHOCTHOMY JIMIYy HEHCHOJIb30BAaHHOW IEYaTHO-0JIaHOYHOM
MPOIYKIIUH, TIeUaTe, MTAMIIOB, MOJICKAITUX 3aITUTE, a TAKXKE CPEJICTB 3aIIUTHl TOKYMEHTOB U
PETUCTPALIMOHHBIX YYETHBIX (OpM K HUM OGOpMISIETCS aKTOM IMpHeMa-Tiepeayu MedaTHo-
0JIAaHOYHOM MPOIYKIIUH, TIEYATEH, IIITAMITOB, TIOIJIEKAIINX 3alIUTE, CPEACTB 3aIIUTHI JOKYMEHTOB
U PETUCTPAIIMOHHBIX YUETHBIX (POPM K HUM MO (JOpME COTIIACHO MPUIOKEHHUIO 21 K HACTOSIIIIUM
IIpaBunam.

132. [leyatHO-OnaHOYHAS MPOAYKIIUS, TIEUYATH, IITAMIIBI, MTOJIekKAIINE 3aIIUTE, U CPEACTBA
3aIUTHI JOKYMEHTOB XPAHATCS B OTIEYATHIBAEMBIX Ceii(ax MM METAJUTMYECKUX IKadax.

133. YHHUTOXXEHHE WCIIOPYCHHON MEeYaTHO-OJaHOYHOW MPOAYKIIMU, MOAJIEKAIIEH 3aIuTe,
MIPOU3BOUTCS C COCTABICHUEM aKTa O BBIJCICHUH K YHUUYTOKCHHUIO UCITOPUYEHHBIX K3EMILISIPOB
MeYaTHO-0JaHOYHON MPOTYKITNH, TIOJIeKAIIIEH 3aIuTe, 1Mo (JopMe COTTIaCHO IPHIIOKEHUI0 22 K
HactosmuM [IpaBunaM, ¥ TPOCTaBIEHUEM COOTBETCTBYIOIMX OTMETOK B JKypHaJIaX yd4eTa U
BBI/IaYM TIEYaTHO-0JIAHOYHOHN MPOAYKIIMH, TTOJIekKAIIEH 3alUTe.

134, VYHuUYTOXEHHE TmMedaTed U IITaMIIOB, MOJJICKANIUX 3aIIUTE, MPOU3BOIUTCA C
COCTaBJICHMEM aKTa O BBIJICJIECHUU K YHHUUTOXEHHUIO NeYaTei M IITaMIOB, MOAJIEkKAIIUX 3aIUTE,
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no ¢opmMe coriacHo MpuwiokeHuo 23 Kk HacrosmuMm [IpaBunam, W MOpOCTaBIIEHUEM
COOTBETCTBYIOIIMX OTMETOK B XKYypHaJle y4eTa U BbIJAuM [e4aTeil, ITaMIIOB ¢ U300paKeHUEM
I'ocynapctBerHoro ['ep6a Pecny6nmku Kazaxcran u cnenuanbHOM MITEMITETLHON KPACKH.

[locne momyuyeHHsl Me4YaTd W INTamIa HOBOro oOpasua (mpu yTepe, peopraHu3alfu
YUpEXKJIEHUS, U3MEHEHUI OPUINYECKOro JUIla, HaMMEHOBAHHUS HACEIEHHOTO IMyHKTa M JIp.)
JEMCTBYIOIIME TTeYaTH U ITAMIIBI ITOIJIeKaT YHUUTOXKEHUIO B TeueHune 10 pabounx nHei.

135. VHuWYTOXKEHWE CpPEACTB 3alluThl JOKYMEHTOB (B TOM YHCJI€ €MKOCTH H3-TIO]
CICUUATBHBIX YEPHWJI M INTEMIIEIbHOM KpPAacKd, HCHOPYCHHBIC IITEMIEIbHbIE MOMYIIKH,
3arpaBJIeHHbIE CIIELUaTbHBIMU IITEMIIEIbHBIMU KpackaMH, IepheBble aBTOPYUKH, 3aIIPaBICHHbIE
CIEMaJIbHBIMHU YEPHUIIAMH ) IPOU3BOIUTCS C COCTABIEHUEM aKTa O BBIIECIECHUU K YHUUTOXKEHUIO
CPEICTB 3alIUThl JOKYMEHTOB, 110 (hopMe COrIacHO MpuiiokeHuto 24 k Hactosmum [IpaBunam, u
IIPOCTaBJIEHUEM OTMETOK B COOTBETCTBYIOIIMX JKypHAJIaX y4yeTa U BblIauu.

136. [Ipu peopranuzanuu Wik JUKBUIAIUN OPTaHU3ALNU, TPUHITUN PEIICHUS O CHITHH C
ydeta (unmana (IpeacTaBUTENLCTBA) YHUYTOKEHHE HEUCIOIb30BAHHOW IMEeYaTHO-OJaHOYHOM
MPOAYKIMH, MeYaTei, ITaMIIOB, MOANEKAIUX 3alIUTe, a TAKKE CPEICTB 3alIUTHl JOKYMEHTOB
MIPOU3BOJUTCS C COCTABJIICHHEM aKTOB, MO (opmam coriiacHo mnpwiokenusm 23, 24, 25 x
HacToaumM [lpaBunam, yTBep:KIaeMbIX PYKOBOIHMTENEM OpraHM3allMd WU Mpeaceaareaem
JIMKBUJIALIMOHHON KOMUCCHUH, U IPOCTABJIEHUEM OTMETOK B COOTBETCTBYIOLIUX KYpHajaX yyeTa u
BbIJIaYH.

YHUUYTOXKEHHE WK JaJbHENIIee XpaHEHNUE KYPHAJIOB U MHBIX PErUCTPAIMOHHBIX YYETHBIX
dbopM OCYIIECTBISIOTCA B COOTBETCTBUU C HacTosmuMu [IpaBuinaMu 1Mo COTJIAaCOBaHHIO C
YIOJTHOMOYEHHBIM OpPraHOM WJIM MECTHBIM HCIOJIHUTEIbHBIM OpraHoM 00J1acTH, TOpOJIOB
pecIyOIMKaHCKOTO 3HAUEHUS U CTOJIHIIBI.

137. IlpoBepka HAIMUKS FK3EMIUIAPOB MEYaTHO-0IaHOYHON MPOIYKIIMHU, TIeYaTeH, IITaMIIOB,
MOIJIEKAIUX 3alIUTE, U CPEJICTB 3alIUTHI TIOKYMEHTOB IPOU3BOUTCS HE PEXKE OJTHOTO pa3a B rojl
KOMUCCHEH, cO31aBaeMO MTPUKa30M (pactopsiKEHUEM) PYKOBOAUTENS opraHu3anui. OTMETKH O
pe3ynbTaTax IPOBEPOK MPOCTABIIAIOTCS B AKYpHAJIaxX yueTa U BbIJaU COTJIACHO NpUIIoKeHusM 20,
21, 22 k macrosmuM [IpaBumam.

138. IIpu yrepe neuaru (mramna) ¢ uzoOpaxenueM ['ocynapcrBenHoro I'epba PecryOmuku
Kazaxcran nmpeanpruHUMaroTCsl Bce HE0OXO0IMMbIE MEPBI IO PO3BICKY, B CIy4dae OTPULATEILHOTO
pe3yibTaTta po3bICKa COCTAaBISETCS aKT 00 yTepe MPOM3BOJIBHOM (OPMBI, YTBEpP’KAaeMBbIi
PYKOBOJUTENIEM OpraHU3aI1H.

ITaparpa¢ 9. Ilopsaaok cocTaBIeHUsI HOMEHKJIATYPBI eI, GOpMUPOBAHUA M XPAHECHHS eI

139. Homenknarypa nen npeiHa3HauyeHa AJis IPYNIHAPOBKU HCIOJHEHHBIX TOKYMEHTOB B
Jiena, CACTEMAaTH3alluy U ydeTa Jell, ONPEIEICHUs CPOKOB UX XPAHEHUS U SBIIETCS OCHOBOM IS
COCTaBJIEHUS OIUCEN JieN IOCTOSHHOTO U BpeMeHHOro (cBbime 10 jeT) XpaHeHus, a TakKe ydera
nest BpeMeHHOro (10 10 JieT BKIIIOYUTENBHO) XPAHEHUS.

140. B HOMEHKJIaTypy €Nl BKIIOUYAIOTCSA BCE JOKYMEHTHI, CO3JaBacMble B OpPraHU3ALUU U
MOCTYMAlONIMe B OpPraHM3aluio. DJIEKTPOHHbIE JAOKYMEHThl W 0a3bl JaHHBIX BKIIOYAIOTCS B
HOMEHKJIaTypy Jiesl Ha OOIIMX OCHOBAHUSX.

141. B nomenknarype aen ¢ukcupyercs ¢popmMa JOKyMEHTa — BJIEKTPOHHAs C YKa3aHHEM
HOCUTeNsl MHPOPMALIUU UK OyMaXkHasl.

142. Ilpu cocTaBI€HWH HOMEHKIATYpbl J€1 PYKOBOJCTBYIOTCS  YUYPEIWUTEIbHBIMHU
JIOKYMEHTaMHU, MOJOXKEHUSAMH O CTPYKTYPHBIX NOJPa3AeIEHUAX, JOJKHOCTHBIMUA HHCTPYKLUAMU
pabOTHUKOB, THUIOBBIMU, OTPACIEBBIMU (BEIOMCTBEHHBIMHU) MEpPEUYHSIMH JOKYMEHTOB C
yKa3aHHEM CPOKOB XPAaHEHMs, TUIOBBIMH (IIPUMEPHBIMHM) HOMEHKJATypaMHu JAeJ, CTPYKTYpOu
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(IWITaTHBIM pacmucaHueM), IUIAaHAMU M OT4YeTaMH O paboTe, U3ydaloTcs BHUIbL, COCTaB H
CoJiepKaHue IOKyMEHTOB, 00Pa3yIOIIUXCS B JESITEILHOCTH OpraHU3alliH.

143. Homenkiarypa aen mo ¢opme, coriiacHO npuiokeHuto 26 Kk HacrosuuM [IpaBumam,
cocraBiisieTcsi He no3nHee 10 gexkaOps KaJeHIapHOTO roja, MPEAIIECTBYIOLIETO CIEAYIOIeMY
KaJIeHIapHOMY oAy, ciry0oi IOY Ha 0CHOBE HOMEHKJIATYP 1€ CTPYKTYPHBIX MOApPa3ACICHUN,
IIPEJICTaBIEHHBIX COOTBETCTBYIOIIMMH 1O/IPA3AEICHUSMHU.

144. BHoBB co31aHHOE TIOJIpa3/ieNIeHUE B MECAYHBINA CPOK pa3padaThiBaeT HOMEHKIATYPY A€l
MoIpa3ielieHus ¥ MPeCTaBIsieT ee B caykoy JIOVY.

145. HomeHknarypa neia OpraHM3alldd TIOJIMCHIBAETCS pyKoBoguTenaeMm ciyx0br OV,
COIVIACOBBIBAETCSI C OKCIIEPTHOW Komuccuend opraHuzauuu (nainee — OK), skcnepTHOH
MIPOBEPOYHON KOMHUCCHEH TOCyAapCTBEHHOr0 apxXxuBa (MECTHOI'O HCIOJHUTEIIBHOTO OpraHa)
(mamee — OIIK), B KOTOpBIM MOKYMEHTHI MEpeNalOTCs Ha IOCTOSHHOE XpaHEHHE, 3aTeM
yTBepxkKAaeTcs (He Mo3JHee KOHIA TEKYILEro Toa) pyKOBOJUTEIEM OPraHU3aIllMi U BHOCUTCS B
Col u UC DA. CornacoBblBaeTCsi HOMEHKJIATypa el C TOCYJapCTBEHHBIM apXHUBHBIM
YUpEeXKJIEHUEM HE peXe OJHOrO pa3a B 5 JIeT, eclii He ObUIO KOHIIENTYaJbHBIX W3MEHEHUN B
HOPMATHBHBIX MPABOBBIX aKTaX, QYHKIHUAX U CTPYKTYpPE OpraHU3aIHH.

Opranuzanuu, He SBISIONIMECS WCTOYHUKAMHU TOMOJHEHUs HaluroHanbHOrO apXUBHOTO
¢doHsa, MOTYT NpEACTaBIATh HOMEHKJIATyphl Aen Ha cornacoBaHue OIIK ymnonHomoueHHOro
OpraHa, MECTHBIX UCHIOJHUTEIIbHBIX OPraHOB 00JIaCTeH, TOPOIOB PECIyOIMKAHCKOTO 3HAUCHUS U
ctonuupl nin DK apxuBa HapaBHE C OPraHU3aALUSIMU-UCTOUHUKAMH.

146. Homenknatypa naen medaraeTcs B HEOOXOAMMOM KOJHYECTBE SK3eMIuiapoB. OnuH
AK3EMILISP YTBEPKACHHON HOMEHKIATYPHI A€l XPaHUTCS B TOCYAAPCTBEHHOM apXUBE, C KOTOPHIM
OHA COTJIaCOBHIBANACH.

147. HomenknaTypa el B KOHIIE KaXJOro TrojJa yTOYHsETCA, corjiacoBbiBaeTcsa OK
OpraHH3aIiy, YTBEPKAAeTCs PyKOBOJUTEIEM OpraHU3alluu U BBOJAUTCS B JeiicTBre ¢ 1 ssHBaps
CJIEIYIOILEro roja.

148. Ha3BaHusiMu pa3zenoB HOMEHKJIATYphl JEN SIBISIOTCS HAaUMEHOBAaHUS CTPYKTYPHBIX
NOJIpa3/ielieHui, KOTOpbIE pAacCIoJiaraloTCsl B COOTBETCTBHUM C YTBEP)KICHHOW CTPYKTYpOM
opraHu3zaiuu (mratHoe pacnucanue). [lepBslil pa3ien HOMEHKIATYPBI /11 BKIIOYAET 3ar0JIOBKU
JIeNl, CoJepJKallhie pachopsSAUTENIbHYI0 JOKYMEHTAlMI0 W JOKYMEHThl KOHCYJIbTaTHUBHO-
COBEILATENIBHBIX OPraHOB, BO3IIIABIIIEMBIX PYKOBOACTBOM.

149. JoxymeHThl (¢uanaioB (IIPEeACTaBUTENbCTB) BHOCSATCS B KauecTBE pa3/eioB B
HOMEHKJIATYpy J1€] OPraHU3alHN.

CaMocCTOsATENbHBIM pa3/ieJIOM HOMEHKIJIATYPhI JIeN ABJISETCS HaMMEHOBaHUE OOIIECTBEHHBIX
oObenuHeHud. JlaHHBIH pa3zen pacrnojaraercs Iociie BCeX pa3fesioB HOMEHKIATYphl el
OpraHH3aIiHy.

150. [na opraHuzanuy, HE HUMEIOLIEH CTPYKTYpbl, HOMEHKIATypa el CTPOUTCA IIO
IIPOM3BOJICTBEHHO-OTPACIEBOM WM  (QYHKIMOHANbHOM cxeme. HaumMmeHoBaHus pa3ziesnos
COOTBETCTBYIOT HaIIPaBJIICHUSIM JEATEIBHOCTH OPraHU3aLUN.

151. JInst moABEAOMCTBEHHBIX OpTraHU3aI|il C OJJHOPOIHBIM COCTABOM JOKYMEHTOB CITY KOO
JIOY Beimecrosimiero opraHa (BbILIECTOSIIIEH OpraHu3aluu) pa3padaTbIBalOTCS THIIOBbIE
(mpuMepHbIE) HOMEHKJIATyphl Jed. Takue HOMEHKIATyphl TMOJUIekKaT COIJIACOBAHUIO C
YIOJIHOMOYEHHBIM OPraHOM MJIM MECTHBIMU HMCHOJHHUTEIbHBIMH OpraHamMH 00JIacTed, ropojioB
pecryOJIMKaHCKOTO 3HAUYEHUS U CTOJMIIBL.

152. Cpoku XpaHEHUS DJIEKTPOHHOM pPETUCTPALIMOHHONW KOHTPOJBHOM  KapTOUKU
COOTBETCTBYIOT CPOKaM XPaHEHHsI JIEKTPOHHBIX IOKYMEHTOB. DJIEKTPOHHbBIE PETUCTPALIMOHHbBIE
KOHTPOJIbHBIE ~ KAPTOUKH  XPaHITCS  COBMECTHO C  DJIEKTPOHHBIMHM  JJOKYMEHTaMH,
COOTBETCTBYIOIMMHU PErUCTPALIMOHHBIMH CBHUJIETEILCTBAMU 3JIEKTPOHHBIX [IU(PPOBBIX MOAMHCEH,
YBEAOMJICHUSIMU-KBUTAHIIMSIMU O JTIOCTaBKE JAHHBIX 3JIEKTPOHHBIX TOKYMEHTOB.
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153. Cpoku xpaHeHus 3JIEKTPOHHBIX TOKYMEHTOB U oopmiieHne OyMa)KHBIX MOUIMHHUKOB
JOKYMEHTOB  yCTaHaBJIMBAlOTCS llepeyHeM THUIOBBIX JIOKYMEHTOB, O0Opa3ylommxcs B
JESTEIbBHOCTH TOCYAAPCTBEHHBIX M HETOCYAAPCTBEHHBIX OpraHH3alfii, ¢ yKa3aHHEM CpPOKOB
XpaHEHHs, YTBEP)KICHHBIM IMPHUKA30M HCHOJHSIOMET0 O0s3aHHOCTH MUHHCTpa KYJIbTYyphl U
cnopta Pecy6nuku Kazaxcran ot 29 centsopst 2017 roma Ne 263.

DNEeKTPOHHBIC JTOKYMEHTHI, B TOM YHCJE BJIOXKCHHbIE (ainbl, xpausrcs B COJl B Tom
dbopmate, B KOTOPOM OHH OBLIH c(HOPMHPOBaAHBI, OTIPABICHBI WIH MOJIYYEHBI, C 00eCIIeYeHHEM
OJTHOBPEMEHHOTO0 XpaHEHUs C(HOPMUPOBAHHBIX 3JCKTPOHHBIX LU(MPOBBIX MOIMUCEH TOA
COOTBETCTBYIOIIMMU AJIEKTPOHHBIMU JTIOKYMEHTAMH.

154. Tlpu ynopsiio4eHuH 3JIEKTPOHHBIX Komuil JokyMeHTOB B IC DA onu GopmupyroTcs
UACHTUYHO OyMa)KHBIM MOJTUHHUKAM.

155. XpaHneHue J1eKTPOHHBIX JOKYMEHTOB COIIPOBOX/IAETCSI XPAHEHUEM COOTBETCTBYIOIIMX
AMIEKTPOHHBIX 0a3 JIaHHBIX, MCIIOJIB30BAHHBIX OTKPBITHIX KIIIOYEH SJIEKTPOHHBIX MH(PPOBBIX
NOJNKCel (PETUCTPAIIMOHHBIX CBUICTEIILCTB JIEKTPOHHBIX NU(POBBIX MOAMUCEH) U MPOTpaMM,
peau3yIonmx Mpouecchl (OPpMUPOBAHUS U MPOBEPKH DIEKTPOHHBIX HUGPOBBIX MOAMHUCEN
AIIEKTPOHHBIX JOKYMEHTOB.

156. JIns OTKPBITBIX KIIIOYEH AJIEKTPOHHBIX LU(POBBIX MOANHUCEH B TOCYAApCTBEHHBIX
opramax u VYII T'O xpanstcs OQOpPMIICHHBIE B YCTAaHOBIICHHOM TOPSIKE JIOKYMCHTHI
(perucTpalliOHHbIE CBHJIETENIbCTBA), MOATBEPXKIAIONINE MPUHAIICKHOCTh JAaHHBIX KIIOYeH
KOHKpeTHOMY y4yacTHUKY CO/I.

JlJis Ka)KAoro OTKPBITOrO KIFoYa XpaHUTCA MHGOpMaIus O Havajae U OKOHUYAHUU CPOKA €ro
neiictBust. [lpu 3TOM JOCTYN K MacCMBaM OTKPBITHIX KITIOYEH, HAXOAALIMXCS Ha ONEPaTHBHOM
(BeIOMCTBEHHOM) apXMBHOM XPAaHEHUHU, OTPAHUYHBACTCS.

CoxpaHHOCTh, HaJJICKalllee MCIONB30BAaHUE HOCUTENEH HWHPOpPMAUU C 3aKPBITBIMU
(CEeKpeTHBIMH) KJIFOYaMH AJICKTPOHHOW HU(POBON MOAMKMCH (Jajiee - KIFYEBOW HOCHTENb), a
TaKXe UCIOJIh30BAHNE 3aKPHITHIX (CEKPETHBIX) KITFOUEH 3JIEKTPOHHBIX MU(POBBIX MOIIMHCEN H UX
3alIUTa OT HECAHKIMOHMPOBAHHOT'O JIOCTYINa BO3JAararoTcsl Ha BIAJIENbLIEB PErHCTPALlMOHHBIX
CBUJIETEIILCTB.

157. Ilpu XxpaHeHUH JIEKTPOHHBIX JJOKYMEHTOB 00eCrieunBaeTCs NpUBS3Ka (CHHXPOHU3AIIHS)
AIIEKTPOHHBIX JOKYMEHTOB M COOTBETCTBYIOIIMX OTKPBITBHIX KJIFOUEH SJIEKTPOHHBIX MU(POBBIX
MOATIMCEN.

158. VYuactHuku CDJ] obecneuuBaroT 3alMTy OT HECAHKIIMOHUPOBAHHOTO JOCTYIIa,
HENpeHaMEPEHHOI0 YHUUYTOXKEHUS U (WIM) MCKAKEHMs YYETHBIX JaHHBIX, COJAEPKAIIUXCS B
0a3ax JaHHBIX, a TAKXKE 00ECIIEUYUBAIOT CO3AaHUE PE3EPBHBIX KOMUN AIEKTPOHHBIX TOKYMEHTOB.

3ammra MHPOpMALUU (3JEKTPOHHBIX MH(POPMALMOHHBIX PECYPCOB) B HMH(POPMALMOHHBIX
CUCTEMax, B TOM YHCJE B apXUBax 3JEKTPOHHBbIX JokyMeHToB, CK3MU, peanuzyromux mporecc
(bopMHpOBaHUS U IPOBEPKHU JIEKTPOHHON IIUPPOBOI MOAMUCH (CPENICTB MIEKTPOHHON I POBOI
MOAMKUCH, KPUNTOrpadUUYeCKUX KITIOUel), OCYIIECTBISIETCS COBMECTHO C OpTaHHM3allueH,
skcrutyatupytomein COJl, yuactHukamu CDJ] B mopsjake, YCTaHOBJIEHHOM HOPMAaTHUBHBIMU
MPaBOBBIMU aKTaMH YIOJHOMOUYEHHOTO opraHa B cdepe obecrneueHuss WHGOPMAITMOHHON
0€30IacCHOCTH.

159. T'ocynapctBeHHble OpraHbl 00€CIEUYUBAIOT JOCTaBKY 3JIEKTPOHHBIX JOKYMEHTOB
o0BeMoM He 6osiee 95 MO, KoM4ecTBO BIOKEHHUIH KOTOporo He nmpesbimaet 80 ¢aiinos.

IHaparpag 10. ITopsaok opopMiIeHUSI HOMEHKJIATYPHI eI
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160. B HoOMeHKHaTypy [HeJl BKJIIOYAKOTCA 3arojoBKH  JIeNl, OTpa)kalollue Bce
JOKYMEHTUPYEMBbIE YYaCTKH padOThl OpraHu3alluy, B TOM YKCJIEe JINYHBIE Jena, onucu aei, PK®,
KOHTPOJIbHO-CIPAaBOYHbIE, TEMAaTUYECKHE KAPTOTEKH, a TAK:Ke 0a3bl JaHHbBIX.

[leyaTHble U31aHNS B HOMEHKIATYPY /1€ HE BKIIFOUAIOTCS.

161. B rpade 1 HOMEHKIATYPHI JIe] MPOCTABISIOTCS MHICKCHI KK/IOTO JIeJia, BKIFOUEHHOTO B
HOMeHKJaTtypy. MWHaekc nema cocrout w3 1H(POBOro 00O3HAYEHHS CTPYKTYPHOTO
noJipa3fieliecHuss U MOPSAKOBOTO HOMEpa 3arojioBKa Jeja MO0 HOMEHKJIAType Nied B Mpeesax
CTPYKTYPHOTO MO/Ipa3/iefieHHs. DIEMEHThI HHEKCA OTACIAIOTCS APYT OT Ipyra Aeucom.

B HOMeHKkIaType 1en peKoMeHAYeTCsl COXPaHAITh MOPSAIOK PACIIONOKEHHSI OJJHOPOIHBIX JIeN
B IIpEJIeNax pa3sHbIX CTPYKTYPHBIX MOAPA3IEICHUN, A1 NEPEXOIAIIMX Je]l HHAECKC COXPaHAETCS.

162. B rpady 2 HOMEHKIATYpPHI JIe] BKIIOYAIOTCS 3ar0JIOBKH /1€ (TOMOB, 4acTei ).

TpeboBaHus K 3ar0JI0BKY:

1) 3aro10BOK Jiena J0JKEH YeTKO, B 000011IeHHO0# (opMe 0TpaxaTb OCHOBHOE COJepKaHHE U
COCTaB JJOKYMEHTOB JI€JIa;

2) He TOTMyCKaeTcs ynoTpeOIeHUE B 3ar0JIOBKE Jleia HEKOHKPETHBIX (POPMYITHPOBOK («pa3HbIe
MaTepHabl», «0011as MePenucKay, «MCXOoIAIIas KOPPECIOHACHIUS», «BXOISIINE TOKYMEHTHI),
a TaK)Ke BBOJHBIX CJIOB U CIIOKHBIX 000POTOB;

3) 3arojoBOK Je€jla COCTOMT W3  9JIEMEHTOB, paclojaraéMblX B  CJIEAYyHOIIeH
MOCIIe0BATEIHHOCTH:

Ha3BaHME BUJA Jiena (Mepenucka, KypHajl) Wi Pa3sHOBUIHOCTU JIOKYMEHTOB (IIPOTOKOJIBI,
MIPUKa3bl);

Ha3BaHME OpPraHMU3alMU WU CTPYKTYPHOIO IoJpa3zesieHus (aBTOp JOKYMEHTa), Ha3BaHUE
OpraHu3alyy, KOTOpol OyayT aapecoBaHbl WM OT KOTOPOH OyayT MOJIy4YeHBI TOKYMEHTHI
(ampecat WM KOPPECIOHIEHT TOKYMEHTA);

KpaTKoe cofiepaHue TOKYMEHTOB JIeNia;

Ha3BaHHE MECTHOCTU (TEPPUTOPUH), C KOTOPOIl CBSI3aHO COZIEPKAHNUE JOKYMEHTOB JI€1a;

nara (mepuoa), K KOTOpoi OTHOCATCS IOKyMEHTHI J1eNa;

4) B 3arojioBKax JAei, COAEPKAIUX JOKYMEHTHI [0 OJIHOMY BOIIPOCY, HO HE CBSI3aHHBIX
MOCNEAOBATEIbHOCTRIO HCIIOMHEHHUS, B KauecTBE BHJA Jela YIoTpeOnsercs TepMUH
«TOKYMEHTBI».

TepMHUH «TOKYMEHTBI» MPUMEHSETCA TAKKE B 3aroJIOBKAaX €M, COAEpKaUX JTOKYMEHThI —
MIPUIOKEHHUS K KAaKOMY-TTH0O0 JOKYMEHTY, U 0(hOopMIISIIOTCA clieayronium oopazom: «IIpoToko (-
bI) 3aceqanus (-uil) CoBeTa NUPEKTOPOB KOMIAHUHM U JOKYMEHTHI K HUM» WM «JlOKYMEHTHI K
npoTokoiy 3acenanusi CoBeTa TUPEKTOPOB KOMITAHUNY;

5) B 3aroyioBKax JieJl, CoJiepKaliux MepenucKy, yka3plBaeTcs, C KEM M 110 KAaKOMY BOIIPOCY OHa
BeZieTcsl (B cllydae BEACHMs MEPEeNHCKH C OJHOPOJHBIMH KOPPECIIOHIEHTAaMH, B 3arojioBKax
yKa3bIBAETCs X 00ILlee BUJIOBOE HA3BaHUE);

6) B 3arojloBKax JeJ, COJEpKalllMX TMEepPernucKy C Ooyiee TpeMms Pa3HOPOIHBIMHU
KOPPECIOH/IEHTaMU, UX HAUMEHOBAHUS HE MEPEUHCIIIOTCS;

7) npu 00O3HAUYEHHWM B 3arojioBKax Jel aJIMUHUCTPATUBHO-TEPPUTOPHAIBHBIX €HMHMUII
YUUTBIBAETCS CIAEAYIOLIEE:

€ClIi  COJIep’KaHuEe JieJla  KacaeTcs HECKOJIbKUX OJHOPOJHBIX  aJIMHUHUCTPATUBHO-
TEPPUTOPUATBHBIX €MHUII, B 3aroJIOBKE JeJia HE YKa3bIBalOTCS WX KOHKPETHbIE Ha3BaHUA, a
yKa3bIBaeTCs UX oOlee BUI0BOE Ha3BaHMUE;

€CJIM CcoJiepKaHue Jena KacaeTrcsl OJHOW aJIMHUHHMCTPATUBHO-TEPPUTOPUATBHON €AMHUIIBI
(HaceleHHOro MyHKTAa), ee (€ro) Ha3BaHue yKa3bIBaeTCs B 3ar0JIOBKE JIeNa;

8) B 3arojoBKax Jief, COJAEP KaIINX IJIAaHOBYIO HIIM OTYETHYIO JOKYMEHTAIUIO, YKa3bIBACTCS
nepuo (KBaprai, roj), Ha (3a) KOTOPbI COCTaBJIEHBI IJIaHbI (OTYETHI);
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9) 3aroioBkM cyneOHBIX, CIEICTBEHHBIX, JIMYHBIX, MEPCOHAIBHBIX, apOUTPAXKHBIX e, a
TaKKe JeJ1, COAep KAIlUX JOKYMEHTBI, CBSI3aHHBIE I10CJIE0BATEILHOCTHIO AEIONPOU3BOACTBA T10
OJIHOMY BOIPOCY, HAUMHAIOTCA €O coBa «Jlemo»;

10) ecu gemo OyIeT COCTOATh U3 HECKOJIBKUX TOMOB WJIM YacTeH, TO COCTABISETCS OOIIUiA
3arojIOBOK Jiefla, a 3aTe€M COCTAaBIIIOTCS 3aroJOBKH KaXKIOrO0 TOMa WJIM YacTH, YTOUHSIOIIWE
coJiep’KaHue 3arojoBKa Jiena.

163. 3aronoBku 1€yl BHYTPH Pa3AesioB HOMEHKJIATYpPhI PACIONaraloTcsi B COOTBETCTBUH CO
CTETIEHBIO B)KHOCTHU JJOKYMEHTOB, COCTABIISAIONINX J€JIa, U MX B3aUMOCBS3bIO.

Buauane pacrnonaratoTcsi 3arojIoBKM Jell, COAEp)KallluX HOPMAaTUBHYIO IPaBOBYIO
nokyMeHTanuio. [Ipu 3TOM 3arojoBKHM Je€J, COACpKAUIMX IIOCTAHOBJICHUS W TPHUKA3bI
BBIILIECTOSIIIMX ~OpPraHM3alluid, pacloiaraloTcs TMepel 3arojioBKaMu Jell ¢ [pHUKa3aMu
opranusanuu. Jlanee pacnouararorcs 3arojl0OBKHU JI€J1, COIEPKalINX OCTaIbHbIE IIPABOBBIE AKThI, a
TaK)Ke TUIAHOBBIE U OTYETHBIE IOKYMEHTHI.

[TpoeKThl pacHopsAUTENBHBIX TOKYMEHTOB, TOKYMEHTHI 10 MX MOATOTOBKE, U3MEHEHUS K
IJIaHaM, OCHOBAHHUS K ITPUKAa3aM IMOMEIIAI0TCS B HOMEHKIIAType JIeJT BCIIe ] 32 COOTBETCTBYIOIIMHU
OCHOBHBIMH JJOKYMEHTaMHU.

3aronoBKU Jel, 3aBEACHHBIX IO TeorpaduyeckoMy M KOPPECIOHACHTCKOMY IpH3HAKAM,
BHOCSATCS] B HOMEHKIIATYPY JIe] 10 andaBuTy reorpaduueckux Ha3BaHUN M KOPPECTIOHICHTOB.

3aroy0BKH JIe7 YTOUHSIIOTCS B mporiecce hopMupoBanus u oopmieHus nen. Ecinu B TeueHue
roJia BO3HUKAIOT HOBBIE JJOKYMEHTHPOBAHHBIE YIaCTKU paOOTHI, HE IPEYCMOTPEHHBIE Jeia, OHH
JOTIOTHUTEILHO BHOCSITCSI B HOMEHKIIATYPY.

164. I'pada 3 3amonHseTCS MOCTE 3aBEPIICHUS KAJICHIapHOTO Tro/1a.

165. B rpade 4 yka3piBaroTCsi CPOKH XpaHEHHsI Jieia CO CChIIIKOI Ha HOMEpa IMyHKTOB (CTaTei)
TUIIOBOTO WJIM BEIOMCTBEHHOTO (OTPAcieBOr0) MEPEeYHs JOKYMEHTOB C YKa3aHHEM CPOKOB MX
XpaHEHUs, IPU UX OTCYTCTBUU — HA TUIOBYIO (MIPUMEPHYIO) HOMEHKIIATYPy JEll.

166. B rpade 5 cimyx60ii JIOY yka3pIBaroTCsl HAUMEHOBAHUS IIEPEYHS JOKYMEHTOB, TUIIOBOU
(mpuMepHOI) HOMEHKIIATYPHI JIe]1, UCIIOIb30BAHHBIX MPU OMPEEIIEHUH CPOKOB XPAHEHHUS JIeN, U
JIEJIal0TCS OTMETKH O MEPEXOAIIUX Jeax, 0000 IIEHHbIX JOKYMEHTaX U JieNax, nepeaayde Jell B
UHOE CTPYKTYpPHOE THOJpa3/elieHue WIM OpraHu3aluio JUIsl MX MPOAODKEHHs, B apXuB
OpraHu3alliy, HAIWYAHA DIIEKTPOHHBIX KOMUH JOKYMEHTOB, BHJIE M MECTe XpaHEHUS WX
HOCHUTEJIEH.

167. Ilo okOHYaHMM TOAA OCYILECTBISETCS CBEpPKa (YTOUHEHHE) 3aroJIOBKOB HOMEHKJIATYPBI
7l ¢ (pakTHYECKUM COCTaBOM JIOKYMEHTOB JIeJla M X CoJlepKaHreM. B KOoHIle HOMEHKIaTyphl el
JIeNTaeTCsl UTOTOBas 3aIKCh O KOJIMYECTBE 3aBEACHHBIX JIe] TOMOB MITH YaCTH.

HTorosas 3anuchk 0 KOJIUYECTBE 3aBEACHHBIX Je7 TOMOB WK yactu BHocutcs B UC DA npu
€ro HAJTHIUH.

ITaparpa¢ 11. Ilopsinox ¢popmMupoBanus e

168. VcnonHeHHble JOKYMEHTHI (DOPMHUPYIOTCS MCIIOJIHUTENEM B Jiela B COOTBETCTBUU C
HOMEHKJIaTypoil en. @opMupoBaHue el BHE HOMEHKIIATYpPhI Jell HE T0IyCKaeTCs.

169. Kontposs 3a hopmupoBaHueM Jien ocyliecTiser cinyxoa J10Y.

170. ITpu popmMupoBaHuU AeN COOIOTAOTCS CIeAyIONe TPeOOBaHMUS:

1) B 1es0 MOMEIAIOTCsl TOJBKO MCIOJHEHHBIE, MPAaBUIBHO OQOPMIICHHBIE JTOKYMEHTHI,
COOTBETCTBYIOILIME IO CBOEMY COJIEP>KAHUIO 3ar0JIOBKY Jiejia 10 HOMEHKJIAType JIe;

2) B [eN0 TMOMENIAIOTCSI BMECT€ BCE JOKYMEHTBI, OTHOCSIIMECS K Pa3pelIeHHI0 OJIHOTO
BOIIpOCa.
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[IpunoxkeHus K AOKyMEHTaM, HE3aBHCHMO OT JaThl MX YTBEPXKIEHUS WM COCTaBJICHMS,
MIPUCOCIUHSIOTCS K JIOKYMEHTaM, K KOTOPBIM OHU OTHOCSITCSL.

[Tpunoxxenus o6bemoMm cBbliie 180 TUCTOB COCTABISAIOT OTJEIbHBIN TOM, O UeM B IOKYMEHTE
JIEJIaeTCsl OTMETKA;

3) COBMECTHO TpYIIUPYIOTCS BEPCUU TOKYMEHTA Ha Ka3aXCKOM, PYCCKOM U MHBIX SI3bIKaX;

4) rpynnupyroTcs B Jejia JOKYMEHThI OJJHOTO KaJE€HAAPHOr0 ro/ia, UCKIYEHUE COCTABIISAIOT
nepexodie aena, cyaeOHble nena, JIMYHbIe JieJa, KOTophle (OpPMUPYIOTCS B TEUEHUE BCETO
nepuoga paboOThl JAHHOTO JIMIIA B OPTaHU3AlMH, JOKYMEHTHl BBIOOPHBIX OpPraHOB W HX
MOCTOSTHHBIX KOMMCCHUH, JIEMyTaTCKUX TPYII, KOTOPbIE TPYIIUPYIOTCA 3a MEPHUOJ UX CO3bIBA,
JIOKYMEHTHI YI€OHBIX 3aBEJICHHH, KOTOPhIe (DOPMUPYIOTCS 32 YI€OHBIN TOJ], JTOKYMEHTHI TEATPOB,
XapaKTEepU3YIOIINE CHEHUYECKYIO JIeATEIbHOCTh 3a TeaTpalbHbIN CE30H, UCTOPUH OO0JIe3HEIH;

5) pa3fenbHO TPYNIUPYIOTCS B Jiefla JIOKYMEHTBl TMOCTOSHHOTO W BPEMEHHOTO CpPOKOB
XpaHEHUs, a TAK)KE UTOTOBBIE, ITAIHBIC U TPOMEKYTOUHBIE OTYETHl HAyYHO-HCCIIEA0BATEIbCKOM
JIOKYMEHTAIMHU, ONBITHBIE 00pa3Ilbl, OMBITHBIE CEPUU, YCTAHOBOUHBIE CEPUU HA YCTAHOBUBILICECS
CepUifHOE TPOU3BOACTBO KOHCTPYKTOPCKOW M TEXHOJOTHYECKON IJOKYMEHTAIMH, pa3IU4HbIC
CTa/INU TIPOCKTUPOBAHUS U OTICIIBHBIC YaCTH MPOCKTHO-CMETHOW JOKYMEHTAIIMH, H300PETCHUS,
MOJIE3HBIE MOJIEH, MPOMBIIUIEHHBIE 00pa3Ilbl, 3asiBKM Ha BBIJAYY OXPAHHOTO JOKYMEHTa IO
KaXJIOMY BUIY MATEHTHO-JIUIICH3MOHHOM IOKYMEHTAIIUH;

6) TemerpamMmbl, Kcepokomnuu ¢akcorpammbl, TeaedOHOrpaMMbI MOMENIAIOTCA B Jieja Ha
00X OCHOBAHHUSAX B COOTBETCTBUM C HOMEHKJIATYpOil Je;

7) B Neno He MOMEMIAIOTCA JOKYMEHTBI, MOAJIeXkAllie BO3BPATy, YEPHOBUKH U IJIUIITHHE
AK3EMIUISPBL;

8) mo 00BeMy JeNI0 MOCTOSIHHOTO CPOKa XpaHeHus He npeBbimaeT 180 11ucToB;

9) npu HanMUMM B JeNie HECKOJIBKHX TOMOB (YacTeil) HoMmep (MHIEKC) M 3aroJioBOK Jiefia
MIPOCTABJISIIOTCS HAa KAXJI0M TOME ¢ 00aBIeHUEM HyMepallui TOMOB (4acTei), B MOCIEHEM TOME
(vacTH) 10OABIAETCS CIOBO IIOCIEIHUNY (CIIOCTEIHA).

DNeKTpOHHBIE JeNna Ha ToMma (YacTh) He pa3AensiorTcs. Bce SJIeKTpOHHBIE JOKYMEHTHI
HE3aBHCHMO OT UX 00beMa BKIIOYAIOTCS B OJHO JIEKTPOHHOE JAEJI0.

171. JlokyMeHTBl BHYTpU [ieJla pPacHoJiaralOTCsd CBEPXY BHHM3 B COOTBETCTBUU C
MOCJIEI0BATEIbHOCTHIO PEIICHUS BONIPOCA (XPOHOJIOTHYECKOM MOPSAKE MO pelIaeMbIM BOIIPOCaM)
WJIM B HavaJse Jieja MoMEeNaeTcsl MTHUIMATUBHBIN TOKYMEHT, 3aT€M — IOKYMEHT C OKOHYAaTEeIbHbIM
pelIeHreM Bompoca, Jajiee — TOKyMEHTHI, OCBEIIAIOIINE X0/ pELIEeHHs] BOIIPOCa.

172. Bce TOKYyMEHTHI OTYETHOTO U WH(GOPMAIMOHHOTO XapaKkTepa MO UCTIOJTHEHUIO aKTOB U
MOPYYCHUHN BBIMIECTOSIIUX OpPTaHU3alliid, B KOTOPBIX OpraHU3aIUs SBJSIaCh OCHOBHBIM
UCTIONTHUTENEM, (POPMHUPYIOTCS B OT/IENIbHBIE Jella [0 HAIPaBIECHUSIM JesITeIbHOCTH OPTaHU3alINH.
B ocranpHBIX ciydasx 3TH JOKYMEHTHI TIOJIIMBAIOTCS B JIEJIO TIEPEMUCKH 32 TEKYIIUMA TOJI.

173. PacniopsiauTenbHble JOKYMEHTHI TPYNIHUPYIOTCS B Jella MO BUJAM M XPOHOJIOTHHU C
OTHOCSIIIUMHCS K HHUM TPUIOKEHUsIMH. WHCTpyKIMU, TpaBWiIa, TOJIOKEHUS, YCTaBHI,
YTBEPK/ICHHBIE PACIOPSAUTEIbHBIMA JTOKYMEHTAMHM, SIBIISIFOTCS TPUJIOKEHUSIMH K HUM H
TPYIIUPYIOTCS BMECTE C YKa3aHHBIMH JOKyMEHTamMu. Eciii ke OHM yTBEp)KIEHBI B KayeCTBE
CaMOCTOSITEJIBHOTO IOKYMEHTA, TO UX TPYNIUPYIOT B OTJIEIbHBIE JIETa.

174. Tlpukassl (pacnopsiKeHHsI) 0 OCHOBHOW JESITeNbHOCTH, IPUKa3bl (PAcIoOpsKEHUs) Mo
JUYHOMY COCTaBy, aIMHHHCTPATHBHO-XO3SHCTBEHHOW JEATEIBHOCTH (HOPMHPYIOTCS B
OTJIeNIbHbIE JIeTIa.

175. IIpoTokonbl B Aelie pacnoiaratoTcsl B XpOHOJIOTMYECKOM MOPSAIKE 10 HOMEpaM BMECTE ¢
JTIOKYMEHTaMH1 K HHM.

176. Ilepenucka rpynnupyercst 3a JEJIONPOU3BOJCTBEHHBIA TOJ U CUCTEMATU3UPYETCS B
XPOHOJIOTUYECKOW  TOCIENOBAaTebHOCTH, TMpPH 3TOM JOKYMEHT-OTBET IIOMEIIaeTcs 3a
JIOKYMEHTOM-3arpocoM. IIpu BO30OHOBIEHUM TMEPENUCKH 10 ONpPEAEICHHOMY BOIPOCY,
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HAYaBILEHCS B MPEIbIAYIIEM IOy, TOKYMEHTHI BKIIOYAIOTCS B JI€J0 TEKYILEro rojia ¢ yKa3aHueM
MHJEKCa Jiesa MpeAbLAYIIEro roja.

177. JoxkyMeHThl B JWYHBIX Ji€JaX pacloyiaraloTcsi B XPOHOJOTHYECKOM TMOpSIKE B
COOTBETCTBUU C UX MOCTYIIJICHUEM.

178. Jlunesble cdera mo 3apabOTHOM TuIaTe (QOPMUPYIOTCS B OTICIbHBIC Jela U
pacroyiaratoTcsi B HUX B aJl(aBUTHOM MOpsAKe paMuinii pabOTHUKOB.

179. TpynoBble AOroBOpbl (OPMUPYIOTCS B COCTaBE JIMYHBIX J€T WIA OTIEIbHO B
asnaBuTHOM TIOpsiiKe (haMMIINii paOOTHHUKOB.

180. Cnmcku (Qu3MYecKux JUIl W JOKYMEHTHI, TOJTBEPXKIAIONIUE TIEPEUUCICHUE
00s13aTeNIbHBIX ICHCHOHHBIX B3HOCOB, 0053aTEIbHBIX MPO(PECCHOHATBHBIX EHCHOHHBIX B3HOCOB
B €JIMHBIN HAKOMUTEIbHBIA IEHCHOHHBIN (pOoHA, HOPMUPYIOTCS B OJHO JAETIO.

Crucku (pu3MUYecKUX JUI] U JOKYMEHTBI, TOATBEP)KIAIOIINE MEPEYHCICHHE COIUATbHBIX
OTUYHUCICHUN, HOPMUPYIOTCS B OJTHO JIENO.

Crucku (U3MYECKUX JIHMII W JOKYMEHTHI, IMOATBEPKIAIOIINE TEPEUNCIIEHUEe B3HOCOB IO
00s3aTeNIbHOMY COLIMATLHOMY MEIUIIMHCKOMY CTPaXOBaHUIO, POPMUPYIOTCS B OJTHO JIEJIO.

181. Ilnanbl, OTYETHI, CMETHI, JHMMUTHI W LITaTHBIE paclnucaHus (GopMHUPYIOTCS B
COOTBETCTBYIOIIIKE JIeIa TOTO T0/1a, Ha KOTOPBIN MM 32 KOTOPBII OHU COCTaBJICHbI, HE3aBUCUMO
OT JJaThl UX COCTABJICHUS, YTBEPKICHUS WIH TOCTYIICHUS.

182. OOpameHusi, cooOLIEHUS, 3ampOChl, OTKIMKH U TPEUIOKEHUS (PUINYECKUX U
IOPUIMYECKAX JHI (QOPMHUPYIOTCS B Jiela IO BOMPOCAM, HANPABICHUSAM JIEATEILHOCTH
OpraHM3alyl WU aJIMUHUCTPATUBHO-TEPPUTOPUATBHBIM eAUHHIAM. [lpu He3HaYMTeNbHBIX
o0bemax oOpamieHud, COOOIICHWH, 3alpoCOB, OTKJIMKOB M TPEAJIOKECHUN JOIYyCKAaeTCs
dbopMupoBanue aen mo ¢GamuivsM aBTOpOB oOpallleHuid, COOOIEHUH, 3aIpOCOB, OTKIMKOB H
NPEUIOKEHHH B a(aBUTHOM TOPSIZIKE.

183. DnekTpoHHBIE JOKYMEHTHI W 0a3bl JaHHBIX (POPMHUPYIOTCS B SJIEKTPOHHBIE [eNa B
COOTBETCTBUU C HOMEHKJIATYpOW JeJl OpraHu3aluy, OTAEIbHO OT JOKYMEHTOB Ha OyMa)KHOM
HocuTelne, B TO MH(POPMAIIMOHHON cHcTeMe, B KOTOPO OHM ObUIH CO3JaHbl. DJIEKTPOHHbIE Oa3bl
JaHHBIX (OPMHUPYIOTCSA B OT/ENIbHBIE JI€Jla, HAMMEHOBAHUE €Nl COOTBETCTBYET HaWMEHOBAHUIO
0a3bl TaHHBIX.

IMMaparpa¢ 12. Ilopsinoxk odopmiienus e

184. Jlena opranuzauuu noasexar ohoOpMIECHUIO MTPU X 3aBEJACHUHU U 110 3aBEPIICHUH rojia
JUIs TIOATOTOBKM Jeia K XxpaHeHHto. OdopmiieHne aena BKIIOYAET B ceOsl KOMIUIEKC paboT 1o
OIMCAHUIO Jiea Ha 00JI0KKe, OpOIIIOPOBKE, HyMEpAaIllK JINCTOB M COCTABJICHUIO 3aBEPUTEIbHON
Haanucu. OdopmieHue e IpoBOIUTCS OTBETCTBEHHBIM JIMIIOM 32 BEJCHUE JETIONPOU3BOICTBA
CTPYKTYPHOTO MOApa3IeaeHHs, IPH METOAMUYECKOI MOMOIIU U O] KOHTpoJieM ciyk0b1 JIOY.

185. B 3aBUCHMOCTH OT CPOKOB XpaHEHHsI IPOBOAUTCS TMOJTHOE MM YaCTUYHOE O(popMIIeHHE
nen. IlomHomy odopmileHHIO mMoasexar Jejla MOCTOSHHOro, BpeMeHHoro (cswimie 10 jer)
XpaHeHMs U T0 JUYHOMY cocTaBy. [losHoe odopmiieHue aena mpeaycMarpuBaeT oQpopMIeHHE
PEKBU3UTOB OOJIOXKKH Jie1a, HyMepaIliio JIUCTOB B JieJie, COCTaBJIEHUE JIUCTa-3aBEPUTES JIeNa, TI0
dopme cornmacHo mpuiioxkeHuto 27 K HactoaumM llpaBuiiam, cocTaBieHUuEe BHYTpPEHHEH OmucH
JIOKYMEHTOB JieJia, o opMe COTTaCHO MPUIIOKEHUIO 28 K HacTosmuM [ IpaBuiam, TOAMIUBKY WA
HepeIuIeT JieNa, BHECEHUE HeOOXOAMMbIX YTOUHEHHH B PEKBU3UTHI OOJIOKKH J1ea.

186. Ha 06mosxke /ema mOCTOSIHHOTO, BpeMeHHOTo (cBbie 10 j1eT) XpaHeHUs ¥ 10 JTUYHOMY
COCTaBY YKa3bIBaIOTCSI CIEAYIOLIUE PEKBU3UTHI:

1) HaumMeHOBaHME OpraHU3alMi, HAMMEHOBaHUE CTPYKTYPHOIO MOJIpa3iesieHus;




NcTouHnk: MHdopmaumnoHHas cuctema "MAPAIPAD"

HokymeHT: INprkas MuHncTpa KynbTypbl 1 cnopta Pecnybnuku KasaxctaH ot 25 aBrycta 2023 roga Ne
236 «O6 ytBepxaeHun NpaBun OKYMEHTUPOBaHWS, ypaBneHUs AOKYMEHTaLMen 1 NCnofb30BaHms
CUCTEM 3MEKTPOHHOIO AOKYMEHTOO60pOTa B roCyAapCTBEHHBIX Y HEFOCYAAPCTBEHHbLIX OPraHM3aLnsax»

CraTtyc pokymeHTa: gencraytowmn. Jata: 09.09.2023 r.

2) HaMMEHOBAaHUE HACEJICHHOI'O IyHKTa, B KOTOPOM JUCJIOLMPOBAHA OpraHU3alus, HOMEp
(uHpeKc) nena;

3) 3aroj10BOK jefa, 1aTa jiena (ToMa, 4acTH), KOJIMYECTBO JIUCTOB B JeJIe, CPOK XpaHEHHUs JIeN1a;

4) apxuBHBIN WU Aema.

187. PexBu3uTHI, MpocTaBiIsieMble Ha 00JIOXKKE Jiea OCTOSIHHOT0, BpeMeHHoro (cBbiie 10
JIeT) XpaHeHus1, OQOPMIISIOTCS CIeTYIOIUM 00pa3oMm:

1) HauMeHOBaHUE OpraHU3alMd B COOTBETCTBUM C YUYPEAUTEIbHBIMH JOKYMEHTaMHU
yKa3bIBAETCSl IOJHOCTHIO B MMEHHUTEIBHOM TaJeXe, ¢ yKa3aHueM O(HIMAIbHO MPHUHSATOTO
COKpAILlEHHOI'0 HAMMEHOBAHUS, KOTOPOE YKa3bIBAaeTCs B CKOOKaX I1OCIIE ITOJIHOTO HAMMEHOBAHUS;

2) HaWMEHOBAaHUE CTPYKTYPHOTO IMOJPA3JEICHUSI 3alHUChIBACTCS B COOTBETCTBHH C
YTBEP)KJICHHOH CTPYKTYpPOI, HOMED JieNa - IpocTaBisgeTcs: uppoBoe 0003HaueHue (MHICKC) 1ena
110 HOMEHKJIAType JIeJI OpraHnu3allny;

3) 3aroJ0BOK JieJia IEPEHOCUTCS U3 HOMEHKJIATYpPBI JIeJl, JaTa JieNna - yKa3blBaeTcs roj (- bl)
3aBEJICHUS M OKOHUAHHMS JIeJIa B ISIOTIPOU3BOICTBE. J[aToi /1eI1, CoepKaIuX pacTiopsIUTeIbHYIO
JOKYMEHTAIUIO, a TAK)KE COCTOSIIUX U3 HECKOJBKUX TOMOB (YacTeil), SBISAIOTCS KpailHue 1aThl
JIOKYMEHTOB [IeJ1a, COOTBETCTBEHHO JaTa (4MCIO, MECSL, TOJA) pPerucTpanuu (COCTaBICHMS)
CaMOro paHHEro M caMoro IO3JHEro JOKyMEHTOB, BKIIOUEHHBIX B Jief0. JlaTol npuioxeHus K
neny, copMUpPOBaHHOMY B OTAEIBHBIN TOM, SIBIISIETCS J]aTa PErUCTPAIlIN OCHOBHOTO IOKyMEHTA,
HOPUIOKEHNE K KOTOPOMY IOMELIEHO B 3TOT ToM. IIpu 3TOM yMciao u rog o6o3HavaroTcs
apabckuMu U paMu, Ha3BaHUE MECSIa MMUIIETCS TIOJTHOCTHIO CIIOBAMH.

188. B memsx oOecrneyeHHs COXPAaHHOCTHM M 3aKpeIUICHHs] MOpsAKa paclioyIOKEHHUs
JIOKYMEHTOB, BKITIOYCHHBIX B JIEJIO, BCE €T0 JIUCTHI, B TOM YHCIIEC PE30JIIOLUHU, COCTABICHHBIC HA
OTJeJILHOM JIUCTE ((PUIIKH), KpOME JINCTA 3aBEPUTEIIS U BHYTPEHHEH onucu, HyMepyroTcs. JIucTs
HYMEPYIOTCSI YEPHBIM, MSTKHM, TPaQHUTOBBIM KapaHAAIIOM, HU(PPHI TPOCTABISIOTCS B MPABOM
BEPXHEM YTIIy JIUCTA.

189. [lopsiiok HyMepalu JUCTOB Jiena:

1) nuct Gonee popmara A4, MOAIMTHIN 3a OAUH Kpald, HyMEpyeTCsl KaK OJIMH JIUCT B IPABOM
BEPXHEM YTIIY;

2) TOKYMEHTHI ¢ COOCTBEHHON HyMepalueil JINCTOB, B TOM YHCIIe NIeYaTHbIE U3AaHUs, MOTYT
HYMEpOBaThCSI B OOLIEM TMOPSIKE WM COXPAaHATh COOCTBEHHYIO HyMEpallio, €CIH OHa
COOTBETCTBYET MOPSJIKY PACIOI0KEHHUS JINCTOB B JIEIE;

3) AUCTHI 1eJ1, COCTOSIINX U3 HECKOJIBKHX TOMOB MJIM YaCTEH, HyMEPYIOTCS IO KaKIOMY TOMY
WJIN YaCTH OTJIENBHO;

4) ¢otorpadpun, uvepTeku, AUArpaMMbl U UHBIE WIIIOCTPATUBHBIE M CHEIU(PUYECKHE
JIOKYMEHTBI, MPEACTaBISIONINE CaMOCTOSTENbHbBIN JHCT B Jielie, HyMEpPYIOTCs Ha O0OOpPOTHOI
CTOPOHE B JICBOM BEPXHEM YTIIY;

5) moamuTHIE B JIEI0 KOHBEPTHI C BIOKEHUSMH HYMEPYIOTCS — CHayajla KOHBEpT, a 3aTeM
OUYEpPETHBIM HOMEPOM Ka)JI0€ BIIOKCHHE B KOHBEPTE;

6) NMpUIIOXKEHUs K JAemy, MOCTYNMBIIUE B Nepernsere, oQOpMIISIIOTCA KaK CaMOCTOATENbHBIH
TOM U HYMEpYIOTCS OT/IEINIbHO;

7) B cimyyasix 0OHapyKeHHUs OOJIBIIOTo YKcia OUIMOOK B HyMepaliy JIMCTOB JIeJ1a TPOBOIUTCS
uX TepeHyMmeparus (Ipu TepeHyMepaliy JINCTOB CTapble HOMEpa 3a4epKUBAIOTCS U PSIOM
CTaBUTCSl HOBBIM HOMEp JIUCTA, B KOHIIE JieJla COCTABIISAETCS HOBBIHM JINCT — 3aBEPUTENb, IPH 3TOM
CTapBIi JINCT — 3aBEPUTEITb 3aYEPKUBACTCS, HO COXpAHIETCS B JIeTIe);

8) mpu HaJIMYUM OTAENbHBIX OMIMOOK B HyMEpalMM JIUCTOB JIOMYCKAaeTCs YIOTpeOiieHue
JMTEPHBIX HOMEPOB JINCTOB.

190. ITocrne 3aBepIieHUs] HyMepalMy JIMCTOB COCTABIISETCS 3aBEPUTENbHAS HAIHICh, KOTOpast
TIOJIIIMICHIBACTCSl €€ COCTABHTEIEM C yKa3aHHEM pacIIM(PpPOBKU MOJIHCH, JOJDKHOCTH M JIAThI
COCTaBJICHUS.
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Ecnu enuHuna XpaHeHUs COCTOMT M3 TEKCTOBBIX M TpaUuecKuX JOKYMEHTOB, TO B
3aBEPUTEIHLHON HAINNCH KOJIWYECTBO JIMCTOB C TEKCTOBOM M Trpaduyeckoi JOKyMeHTaluen
YKa3bIBA€TCs Pa3lIeibHO.

Bce mocnenyrouiye M3MEHEHHS O COCTaBE M COCTOSHUU Jiena (TIOBPEXKIEHUS, HU3bITHE
JIOKYMEHTOB) OTMEYAIOTCA B JINCTE-3aBEPUTEIIE CO CCHIIIKOM HAa COOTBETCTBYIOLIMN aKT.

KonunuecTBo JIMCTOB B Jiefie IPOCTABISIETCS. HA O0JIOXKKE JieJla B COOTBETCTBUU C UTOTOBOM
HaJIKCBIO.

191. PexBU3UT «CPOK XpaHEHHUs JeJay MePEHOCUTCS Ha O0JIOKKY JIelia U3 COOTBETCTBYIOMIECH
HOMEHKJIATYpBI A€ [TOCJIE CBEPKU €I0 CO CPOKOM XPAHEHHUS, YKa3aHHBIM B IEPEYHAX JOKYMEHTOB,
C YKa3aHHEM CPOKOB XPAaHEHHS.

192. Ha nenax mOCTOSIHHOT'O XpAHEHUS MUIIETCS — « XPaHUTh IOCTOSHHOY.

193. ApxuBHbIi mmdp aena (COCTOUT U3 HOMepa GoHIa, HOMEpa OMUCH U HOMEpa Jela 1o
ONuCH) Ha OOJOXKKaxX Jed MOCTOSHHOIO XPAaHEHHs MPOCTABISETCS B apXHMBE TOJBKO IOCIE
BKJIIOUEHUSI 3TUX JI€Jd B paslenbl CBOAHBIX omnuced, yrBepxaeHHbIX OIIK (mo storo on
IPOCTAaBIISIETCS KapaHJallIoM).

194. Tlo okoHYaHUU roja B HAAMKUCH Ha 00JI0KKAX JIe] IIOCTOSIHHOTO U BPEMEHHOIO (CBBIILIE
10 ner) XpaHeHUs BHOCATCS YTOUHEHHMs — NPU HECOOTBETCTBMM 3arojioBKa Jej Ha 00JIOXKKe
COJIEP’KaHUIO MOJAIIUTHIX JIOKYMEHTOB B 3ar0JIOBOK Ji€J1a BHOCSATCS U3MEHEHUS U JIOTIOJIHEHUSI.

195. Jlng y4era JOKyMEHTOB ONPEACIECHHBIX KaTErOpHil IOCTOSSHHOTO U BPEMEHHOI'O CPOKOB
(cBpime 10 ser) XpaHeHUs, y4eT KOTOPBIX BBI3BIBACTCS CHENM(PHUKON TAHHOW TOKYMEHTALUU
(0co00 1eHHBIE JOKYMEHTHI, JIMYHbIC JeJla, MpPHUKa3bl, MPOTOKOJbl M HHBIE), COCTaBIIAETCS
BHYTPEHHSS1 ONKCh JOKYMEHTOB.

BHyTpeHHsA1 omMch JOKYMEHTOB Ji€Jla COCTaBJSETCS TaKKe Ha Jejla IOCTOSHHOIO U
BpeMeHHOro (cBbiie 10 Jier) XpaHEHHs, €clii OHU C(OPMHUPOBAaHbI IO Pa3HOBUIHOCTIM
JIOKYMEHTOB, 3arOJIOBKM KOTOPBIX HE PACKPHIBAIOT KOHKPETHOE COACPKAHUE JOKYMEHTOB.

Bo BHyTpeHHeH ONMCH €QUHUIBI XPAHEHHUs, COCTOSINEH M3 YEepTEKEH WM HECKOJIbKHX
TEKCTOBBIX M TpaUuecKuX TOKYMEHTOB, MEPEUUCIISIOTCS BCE JOKYMEHTBHI C yKa3aHHEM HX
MOPSAKOBBIX HOMEPOB, 0003HAa4YEeHUs (MHAEKCOB, MK(POB), HANMEHOBAaHUS, HOMepa U (opmara
nucta. Eciim 4epTesx COCTOMT M3 HECKOJIBKUX JIMCTOB, TO YKa3bIBalOTCS €r0 HaMMEHOBAaHHUE U
KOJIMYECTBO JHCTOB. EcnM eauHMIIa XpaHEHHMs COCTOMT U3 TEKCTOBBIX U TIpapHUuecKux
JIOKYMEHTOB, TO MPUBOAMUTCS 3arojIOBOK Ka)kKIOTO TEKCTOBOT'O JOKYMEHTA, 3aT€M OIMCHIBAIOTCS
YEPTEXKH.

196. JIokyMEHTBI, COCTABIISIFOIIME JIEJI0, IOIIMBAKOTCS HE MEHEE, YEM HA YETBIPE MPOKOJIA B
TBEPAYIO O0JIOXKKY U3 KapTOHA UJIM MEPEIIETAI0TCS ¢ YYETOM BO3MOXKHOTO CBOOOIHOIO YTEHUS
TEKCTa BCEX AOKYMEHTOB. IIepBblil M MOCIeqHMI TPOKOJ MPOU3BOIATCS HA PACCTOSIHUU OJHOIO
CaHTHMETpa OT BepxHeW (HWkHeW) rpaHunbl jucta. [Ipy MmoArotoBke Aen K MOIIIKMBKE
(meperyieTy) MeTalIM4ecKue CKperuleHus (OynaBKH, CKpPEeNKM M HWHbIE) U3 JOKYMEHTOB
YAAJSIOTCA.

197. Jlena BpemeHnHoro (1o 10 neT BKIIOYMTEIBHO) XPaHEHHs JOIMYCKAeTCs XPaHWUTh B
CKOPOCIIMBATENAX, HE MPOBOJAUTH NEPECUCTEMATH3ALUI0 JOKYMEHTOB B JIeJe, JIMCTHI Jiela He
HYMEpOBaTh, 3aBEPUTEIIbHBIC HAAIIUCH HE COCTABIISITD.

198. Ilpu ¢dyuakumonupoBanuu B opranuzaruu COJl odopmiieHrne nen JOKYMEHTOB Ha
OyMa)KHBIX HOCHTEJSX OCYLIECTBISIETCS IPH MPOBEPKE C aBTOMATHUYECKH C(HPOPMUPOBAHHBIMHU
onucsimu aen B COJI.

199. DnexTpoHHBIE JOKYMEHTHI ¢ MCTEKIIMMU CPOKaMM XpaHEHHUs MOJIeKAT BBIACICHUIO K
YHUUYTOKEHHIO Ha OOIIMX OCHOBAHUSX, IOCJIE YEro MPOBOAATCS UX (HU3NYECKOE YHHUUTOKEHHE
WIM YHUUYTOXKEHUE NPOTrPaMMHO-TEXHUYECKUMHU CPENCTBAMU C COOTBETCTBYIOIIEH OTMETKOH B
aKTe O BBIJCNICHUU K YHUUYTOKEHUIO JIEKTPOHHBIX JOKYMEHTOB.
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ONEKTPOHHBIE JOKYMEHTBHI CUUTAKOTCS YHUYTOXXEHHBIMH, €CJIM UX HEJIb3s BOCCTAHOBHUTH
cpeAcTBaMu MH(POPMAITMOHHONW CHCTEMBI HAa HOCUTENSIX HH(DOPMAITUK U U3 PE3EPBHBIX KOIHIA.

IMaparpad 13. Ilopsaaok onepaTuBHOrO XpaHeHUsI JIOKYMEHTOB

200. Tlocne 3aBepiieHUs B ACTONMPOM3BOACTBE JOKYMEHTHI Ha OyMa)KHBIX HOCHTEINSAX IO
nepefaud B apXWMB OpPraHU3allUd B TEYEHHE OJIHOTO TroJia XpaHSATCA B JieJlax MO MECTy HX
dbopMHUpOBaHHUsI, STIEKTPOHHBIC TOKYMEHTHI — B COJI.

201. Cuyx6a JOY, pyKoBOAWUTENNW CTPYKTYPHBIX TOApA3ACICHUNA OpraHU3aluu
o0ecreunBarOT COXPaHHOCTb TOKYMEHTOB U fein. [ena xpanarca B mkadax u ceripax B pabounx
KaOWHETaX WIH CIEIUATBHO OTBEJCHHBIX JIJIS 3TOU 1IN MOMEIICHUSX.

202. Jlema pacronararoTcsi B COOTBETCTBUM C YTBEPXKJACHHOW HOMEHKIATYpou Jen
OpraHu3aIiy, Ha KOPEIIKax 00JI0KEK YKa3bIBAIOTCS X UHACKCHI.

203. Beigaua z1e1 BO BpeMEHHOE I0JIb30BAHUE OPTaHU3AIMSIM MTPOU3BOJUTCS HA OCHOBaHHUH
MHACbMEHHOTO OOpalIeHUs] U C PE30JIIOIHMEH PYKOBOAUTENS OpraHu3aiuu. Beigada nen WHbIM
MOJIpa3/IelIeHUsIM OpTaHMU3alMK TMPOU3BOJUTCS C PE3ONIOIHUEH PYKOBOIUTENS CTPYKTYPHOTO
MO/pa3/iesieHus, @ BHYTPH CTPYKTYPHOTO MOAPA3ACICHUS — MO PACIIUCKY.

Ha BrImanHOE A€70 3aBOJIMTCS KapTa-3aMeCTUTENb Jena. B Hell yKa3bIBaloTCA CTPYKTYpHOE
nojpasiesieHue, UHACKC Jieyia, JaTa €ro BbIJAa4H, KOMY JIeJ0 BBIJIAHO, JaTa €ro BO3BpAICHUS,
nperycMaTpuBaroTCs rpadbl 1S paCUCOK B MOJTYYSHUH U IpUeMe Jena.

DNEeKTPOHHBIE IOKYMEHTHI, HAXOSIIMECS Ha OTIEPaTUBHOM XpaHeHUH B 0a3ax maHHbix CO/I,
BBIJIAIOTCS JIJIS1 UCIIOJIb30BaHUS B BUI€ OyMa)KHOM KOMTUU AJIEKTPOHHOT'O IOKYMEHTA, JJIEKTPOHHON
KOIIUU JIOKyMEHTa Ha 3JIEKTPOHHOM HOCHTEJE JUOO BBICBUIAIOTCS 1O 3JCKTPOHHOMY aJpecy
paboTHHUKA, 3ampalllUBaIOLIEr0 JOKYMEHT. OIJIEKTPOHHBIE Jena (JOKYMEHTHI) BO3BpaTy He
HOJJIEKAT.

204. U3bsTHe NOKYMEHTOB U3 /€Nl MPOU3BOJUTCS B COOTBETCTBHM C 3aKOHOJATEIbCTBOM
Pecnny6nuku Kazaxcran, mpu 3TOM B J1€710 BKJIAIBIBAIOT KOMUU HM3BATHIX JTOKYMEHTOB M aKT
(mpoToko:1) 00 U3BATUHU MOJUTMHHUKOB.

205. B ciywyae yrpaThl JOKYMEHTOB W JEJI MPOBOJUTCSA CIy>KEOHOE pacciefoBaHHUE, IO
pe3ynbTaTaM KOTOPOTO BEHIHOCUTCS PEILIEHUE.

IMaparpad 14. [lopsaok nepeaayun e B apXuB OPraHUu3alnu

206. Ilepenaua aen U3 CTPYKTYPHBIX MOJIpa3Ie]IeHUI B apXUB OPTaHU3AIIUN OCYIIECTBIISETCS
MO OMHUCSAM JIe, COCTaBISEMBbIM IO PE3ylbTaTaM HKCIEPTHU3bl IIEHHOCTH AOKYMEHTOB M e,
3aBEPIICHHBIX B JEIONPOU3BOJACTBE. JlokyMeHThI BpeMeHHOro (1o 10 JeT BKIIOYUTENHHO)
XPaHEHUs IEPEAIOTCS B ApXUB OpraHU3aI[K 10 HOMEHKIIAType M.

207. Onucu e coCTaBiIsIOTCS OTAEIBHO Ha Jiefla TOCTOSIHHOT0, BpeMeHHoro (cBbiiie 10 sier)
XpaHEHUs U 10 JMYHOMY COCTaBy Mo (hopme corimacHo OpuiokeHuto 29 k HacToauwmM [IpaBuiaam.

208. I'padbl omricH 1e7 3aMOTHSIIOTCS B TOYHOM COOTBETCTBUH C TEMU CBEJICHUSIMHU, KOTOPBIE
BBIHECEHBI Ha OO0JIOkKKHM jAen. llpu BHeCEHMHM B ONUCH JAEN TOAPSA Tl C OJMHAKOBBIMU
3aroJIOBKaMH ITHIIETCS MMOJIHOCTHIO 3ar0JIOBOK IEPBOTO JIeJIa, BCE OCTaIbHBIC OJHOPOIHBIC JIeiia
0003HAYAIOTCS CIIOBOM «TO KE», TIPH 3TOM MHBIE CBEICHHSI O HUX BHOCSATCS B OTHChH IMOJTHOCTBIO.
Ha HOBOM JIHCTE ONMHCH 3ar0JIOBOK OJHOPOIHBIX JIe] BOCITPOU3BOIUTCS TIOTHOCTHIO.

209. Kaxxnoe meno (ToM, 4acTh Jieja) BHOCHTCS B OMHKCH MOJT CAMOCTOSITETbHBIM MOPSTKOBBIM
HOMEPOM.
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210. I'pada ommcu «IIlpumeuanue» UCHIONB3YyEeTCS JUISI TPOCTAHOBKH OTMETOK 00
0COOEHHOCTSX (DU3UYECKOTO COCTOSHHUS Jiena, TIepenavye Jejla HMHOMY CTPYKTYpPHOMY
MoApa3iesICHUI0 (MHOW OpraHU3aIlkH ).

211. Onuce Aen coCcTaBisieTCs B ABYX SK3EMILUIAPAX, OJIMH U3 KOTOPHIX MEPEIaeTCs BMECTE C
JielaMHi B apXHMB OpraHU3alluy, a BTOPOIl — OCTaeTCsl B Ka4eCTBE KOHTPOJIBHOTO B CTPYKTYPHOM
10JIpa3elICHUH.

212. IlpaBunbHOCTh (POPMHUPOBAHUS U MOATOTOBKH J€J] K Iepefaye B apXUB OpraHU3aLuU
npoBepsiercst  ciyxk6oii  JIOY. HMmerommecss HapylmeHUS  yCTPAHAIOTCA — CTPYKTYPHBIM
HOJpa3/IelIEeHUEM OpraHU3aLUH.

213. Ilpuem KaxJoro jaeia MPOU3BOAMUTCS PAOOTHUKOM, OTBETCTBEHHBIM 32 apXuB
OpraHu3aly, B IPUCYTCTBUM pabOTHHKA CTPYKTYpHOro mojpasneneHus. [Ipu stom Ha oGoux
AK3EMILISIpax ONUCH MPOTHUB KaXKJOTO JEJia, BKIOYEHHOIO B HEE, JIENAeTCd OTMETKA O HAIMYUU
nena. B KOHIle KaXJI0ro 3K3eMIUIsipa ONMMCU yKa3bIBalOTCA LU(paMHU U MPOMUCHI0 KOJIUYECTBO
(dakTUyecKu TNPUHATHIX [el, Jara I[pueMa-nepenadd Jei, a TakkKe MOJIUCH paboTHHKA,
OTBETCTBEHHOTO 3a apXUB, U JIMLIA, IEPe/IaBIIEro Aea.

214. BMecrte ¢ 1enamMu B apXUB OpraHU3al[MK NEPEJatoTCsl PErUCTPAllMOHHBIE KAPTOTEKU Ha
JOKYMEHTbl M (WJIM) NporpaMMHBbIE CpeACTBa, 0a3bl JaHHBIX, coJepralue HH(popManui o
perucTpany U UCHOJHEHUM IEPEelaBaeMbIX JOKYMEHTOB. 3arojIoBOK Ka)JI0H KapTOTEKU WU
0a3bl JTaHHBIX BKJIIOYAETCS B OIHUCH.

215. B ciy4ae TUKBUIAIMN CTPYKTYPHOTO MOApa3eneHus, Gpuinana (IpeacTaBuTeNbCTBa),
JMII0, OTBETCTBEHHOE 3a BeJIeHHE JAEJIONPOU3BOACTBA JAaHHOI'O CTPYKTYPHOI'O MOApa3eiIeHHUs,
¢unuana (IpencTaBUTENbCTBA), B IMEPHUOJ IPOBEIEHUS JIMKBUAALMOHHBIX MEPOIPHUATHIHI
dopmupyeT Bce MMEIOIIMECs JOKYMEHTHI B Jienia, opopMiIseT Jena M IepelaeT UX B apXuB
OpraHU3ali HE3aBUCUMO OT CPOKOB XPaHEHHUSI.

216. B cnywyae nMKBUAALMU OpraHU3allMM B IEPHOJ NPOBEACHHS JMKBUIALMOHHBIX
MEPONPUITUA JOKYMEHTHl 110 JIMYHOMY COCTaBy OQOpPMIIIOTCS UM IepenalTcs B
COOTBETCTBYIOINN FOCY/IapCTBEHHBIN apXUB.

[lepenaya nen ocymiecTBiIs€TCs MO OMUCSM JIeT U HOMEHKJIAType Jell.

217. Ilepenaya TOKyMEHTOB B JIEKTPOHHOM (pOpMaTe B COCTABE JIEKTPOHHBIX JIENl B apXUB
OpraHMU3aIH OCYIIECTBISAETCS paOOTHUKAMU CTPYKTYPHBIX ITOAPA3/I€ICHUNA, OTBETCTBEHHBIMU 32
BeJICHUE JIeNIONPOU3BOICTBA, U obecneunBaetcs cpeactBamu COJI u kananamu C DA npu ero
HaJIUYUU.

218. Ilpu moAroTroBKe 3JIEKTPOHHBIX JTOKYMEHTOB, OTOOpPAaHHBIX K Iepefaye B apXuB
OpraHM3aI1H, BHIIOJHSIIOTCS CIEIYIOIINE OCHOBHBIE MTPOLIEYPhl paOOTHI C TOKYMEHTAMMU:

KOHBEpTAIHsI TEKCTOBBIX 3JEKTPOHHBIX IOKYMEHTOB B (hopMaT apxuBHOro xpanenus: PDF/A-
1, eciy ANEKTPOHHBIN JOKYMEHT OBbLIT CO3/1aH WJIM BKJIIOUYEH B CUCTEMY B MHOM (hopmare;

¢dopmupoBaHue B HHPOPMALIMOHHOM CHCTEME OpraHM3alld  DJIEKTPOHHBIX  Jell,
BKJIIOUAIOLMX: METaJaHHbIE 3JIEKTPOHHOTO JIOKyMEHTa, (haiabl 3JIEKTPOHHBIX MOJANUCEH U
BU3YaAJIU3UPOBAHHYIO KOIHIO TEKCTOBOT'O 3JIEKTPOHHOrO JOKyMeHTa B popmare PDF/A;

(hopMHpOBaHNE OMKCEN AEKTPOHHBIX JIEN, JOKYMEHTOB CTPYKTYPHOI'O IIOJIpa3esieHus;

MUTpalMs d3JIEKTPOHHBIX JOKYMEHTOB Ha (U3MYeCKH 000COOJIEHHBIE MaTepHalbHbIe
HOCHUTEJH, €CIM JOKYMEHTBl NEepeNaloTCs B apXWB OpraHu3aludud He MO0 HH(OPMAIHOHHO-
KOMMYHHKAIIMOHHBIM KaHaJlaMm;

MIPOBEpPKa BOCIPOU3BOAMMOCTH 3JIEKTPOHHBIX JJOKYMEHTOB;

IIPOBEPKA NIEKTPOHHBIX JOKYMEHTOB Ha HaJIMYUE BPELOHOCHBIX KOMIIBIOTEPHBIX MPOTpamM;

MOJATBEPK/IEHNE LETOCTHOCTU 3JIEKTPOHHOTO Jieia AJIEKTPOHHOM MOANUCHI0 PYKOBOJIUTEINS
CTPYKTYPHOTO MOpa3iesieH s (MHOTO YIOJTHOMOUYEHHOT'O JIMIIA), OCYIIECTBISIOIErO MOATOTOBKY
JJIEKTPOHHBIX IOKYMEHTOB K Ilepe/iade B apXUB OpraHu3alnu.
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219. JIokyMeHTBI B 3JIEKTPOHHOM (pOopMare B apXMB OPraHU3aLUM NEPEAa0TCs BMECTE C UX
METaJJaHHBIMH.

[lepenaua 31€KTPOHHBIX J€J1 TOCTOSIHHOTO XPAHEHUS IPOU3BOIUTCS 110 OIUCSIM JIEKTPOHHBIX
JIEJ1 IOCTOSIHHOTO XPAaHEHUs CTPYKTYPHBIX IOJpa3Ae/IeHU OpraHu3alty, a BpEMEHHOIO (CBBILLIE
10 ner) XpaHeHUs — MO OMUCAM SIIEKTPOHHBIX i€l BpeMeHHOro (cBbime 10 ser) xpaHeHus,
COCTaBJIEHHBIM 110 (hopMme, coraacHo npuioxenunto 30 k HactosmmM [IpaBunam, B COOTBETCTBUU
¢ rpa)uKoM npuema JIeKTPOHHBIX JIe]1 B ApXUB OpraHU3aLUH.

[Tpu HEOOXOIUMOCTH MOXKET CO37aBaThCsl OYMaYKHBIN IK3EMIUISAP OMHMCH AJICKTPOHHBIX JEII.

Onuch 3MEKTPOHHBIX JIeJl CTPYKTYPHOI'O MOpa3esIeHUs] OpraHu3aluy yTBEpPKIaeTcs MyTeM
NPOCTaBJICHUS JICKTPOHHOHN IHU(PPOBOI MOIIUCH C TPUMEHEHUEM JIMYHOTO KIIH0Ya, BIIa/IEIblIeM
KOTOPOIO SIBJIAIOTCS  OpraHM3alys WIM PYKOBOAWUTENb CTPYKTYPHOIO  IOJpa3/ieieHus
OpraHH3aIiy.

I'padux mpuema 3JIEKTPOHHBIX /1€ B apXHMB OPraHU3allMM COCTABISETCS PYKOBOJIUTENIEM
apxyBa OpraHu3alyy (JIMIOM, OTBETCTBEHHBIM 32 apXHB OpraHU3aluu) Mo (opme, COriacHO
npunoxenuto 31 k Hacroaumm [IpaBunam, 1 yTBepxaaeTcst pyKoBOJIUTENEM OpraHU3alHH.

220. B cocTaB 3JIEKTpPOHHOIO Ji€ja BKJIIOYAIOTCS METaJaHHbIE HA Ka)KIbli 3JIEKTPOHHBIN
JIOKYMEHT.

[Ipy 1moAroToBKe 3IEKTPOHHOrO Jejia K Iepejadye B apXUB OpraHu3aluu pabOTHUKOM
CTPYKTYpPHOTO nojipaszeieHus cpeacrsamu COJ1 cocTaBiiseTcst BHYTPEHHSISI OIUCH 3JIEKTPOHHBIX
JOKYMEHTOB SJIEKTPOHHOTO JIeJa (Jajee — BHYTPEHHSISI ONKCh) 10 (hOpMe, COTTIACHO MPHIIOKEHHIO
32 x HactosammM IlpaBuiaM, a Takke akTy npueMa-nepeaay JEKTPOHHBIX JOKYMEHTOB U JIe
ciyx0b1 JIOY opranmsarmu 1mo ¢popme coriiacHo npuioxenuo 33 k Hactosmmm [IpaBumam.

BHyTpeHHss onuch BKIIOYAETCS B COCTAB 3JIEKTPOHHOIO Jiela B KaYeCTBE CAMOCTOSITENIbHOIO
AIIEKTPOHHOTO JIOKYMEHTA, TOJIHCAHHOTO AJIEKTPOHHON HHU(POBOM MOAMUCHIO ¢ IPUMEHEHUEM
JMYHOTO KJII0Ya, BJIAJENIbLEM KOTOPOIO SIBJISIOTCS OpraHM3alus UM pabOTHUK CTPYKTYpHOTO
1oJipa3/iesIeHUsl OpraHu3ally, COCTABUBIINN BHYTPEHHIOIO OMKCH.

221. DnekTpOoHHbBIE JieNa MPH MOATrOTOBKE K Mepeaye B apXUB OpraHu3alu GOopMHUPYIOTCS
TakuM oOpa3oM, 4TOObI METaJaHHbIE Ka)KJOTO JJIEKTPOHHOI'O JIOKYMEHTa (KpoMe IepBOro)
COJIep KA KOHTPOJIbHBIE XapaKTEPUCTUKU MPEIBbIAYIIEr0 3JEKTPOHHOIO JOKYMEHTa M €ro
METaJJaHHbIX (OJHOHANPABICHHBIN CBSI3HBIN CITUCOK).

222. Tlepenaya U mpueM 3JIEKTPOHHBIX JIEJI OCYIIECTBIIOTCA 10 HUGPOBBIM KaHAJIaM CBSI3U
WIM Ha DJIEKTPOHHBIX HOCHUTENSX B COCTaBe MH(POPMAIMOHHOIO Makera, (opMar KOTOPOIo
OlpeNeNsercss perjaMeHTOM HMH(OPMAIMOHHOTO  B3aUMOJEHCTBHS  MEXIY  CHUCTEeMOM
AJIEKTPOHHOI'O JOKYMEHTO000pOTa M MHPOPMAIIMOHHOM CUCTEMOW apX1Ba OpraHU3aI|H.

B omucsax »neKTpOHHBIX A€ IMOCTOSIHHOTO M BpeMeHHoro (cmeimie 10 5eT) XpaHeHus
JIOTIOTHUTEIBHO YKa3bIBAIOTCH:

CBEIEHUSI O pPAaOOTHUKE CTPYKTYpHOIO TMOJPAa3/ieleHusl OpraHu3aliy, Mepeaarolem
3JIEKTPOHHBIE JIeIa B ApXHUB OpraHu3alny (HaMMEHOBaHUE TOJKHOCTH, MHUIHAIIBI, (haMuIus);

CBeJleHUsI 0 pabOTHHMKE apXMBa OpraHM3allii, IPUHUMAIOLIEM 3JIEKTPOHHBIE JIela B apXHB
OpraHu3anuy (HaMMEHOBaHHE JOJIKHOCTH, MHULIUAIBI, (aMUIINs).

223. UndopMaliMoHHBIN AKET COACPIKUT CIIETYIOIIUE METaJaHHbIE Ha YPOBHE AJIEKTPOHHOTO
Jena:

MOPSAKOBBIM HOMEp DAIEKTPOHHBIX J€d U JOKYMEHTOB B OIHUCH 3JIEKTPOHHBIX Jell
CTPYKTYpPHOTO MOApa3IeIeHHUS;

UHJIEKC 3JIEKTPOHHOTO JIETIa;

3aroJ0BOK 3JIEKTPOHHOTO JIEJ1a;

KpaifHHe J1aThl 2JIEKTPOHHBIX JJOKYMEHTOB 3JIEKTPOHHOTO JIENa;

KOJIMYECTBO 3JIEKTPOHHBIX JOKYMEHTOB AJIEKTPOHHOIO JIeJIa;

00bEM DIIEKTPOHHBIX JJOKYMEHTOB 3JIEKTPOHHOTO JIeNa;
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A3BIK (SI3BIKM) DJIEKTPOHHBIX JOKYMEHTOB JIEKTPOHHOIO Jeja.

IlenocTHOCT METalaHHBIX Ha YPOBHE AIEKTPOHHOI'O JOKYMEHTA IOATBEPHKAAETCS MOJHBIM
COCTaBOM JIaHHBIX, YKa3aHHBIX BO BHYTPEHHEH OIHCH.

224. ndopMaliiOHHBIN AKET COACPIKUT CIECTYIONINE METaJJaHHbIE Ha YPOBHE AJIEKTPOHHOTO
JOKYMEHTa BpeMeHHOro (cBbime 10 JeT) 1 MOCTOSIHHOTO XpaHEeHMUSL:

Ha3BaHME BUJIA 3JIEKTPOHHOT'O IOKYMEHTa (IIpHUKa3, MMCbMO, CMETa U JIp.);

3aroJIOBOK 3JIEKTPOHHOTO IOKYMEHTA;

JlaTa IEKTPOHHOTO JOKYMEHTA;

IIPaBO JOCTyNa K 3JEKTPOHHBIM JOKyMEHTaM (JOCTyH pas3pelleH BCEeM, JOCTYI
ycTaHaBIuBaeTcs: GOHI000pa3oBaTeIeM);

JlaTa CHATUS OTPaHUYEHUH JocTyna (MpU UX HATUYUH);

PErUCTPALlMOHHBIA HHAEKC 3JIEKTPOHHOTO IOKYMEHTA;

A3BIK 2JIEKTPOHHOT'O IOKYMEHTA;

JaHHbIE 00 aBTOpE 3JEKTPOHHOTO JOKYMEHTa (HaMMEHOBAaHUE JOJDKHOCTH HCIIOJHUTEIS,
HalMEHOBAaHUE OpPraHU3alMH, OATOTOBUBILEH 3JIEKTPOHHBINA JOKYMEHT);

cBelcHHS O (ailax dSJIEKTPOHHOTO JIOKyMeHTa (UMeHa, O00BbeM, KOHTPOJIBHEIC
XapaKTEPUCTHKH);

CBeleHUsI 00 anropuT™Me BBIPAOOTKH KOHTPOJBHBIX  XAPAKTEPUCTUK  (aJIropuT™Me
X3UIMPOBAHUA — KPUNTOrPaUUECKOM alropUTME BBIYMCICHUS 3HAYEHUS XdII-(YHKIIHHN)
(0003HaUYEHUE ANTOPUTMA, CCHUTKA HA TEXHUYECKU HOPMATHUBHBIN MPABOBOM aKT).

I{eslocTHOCTH METaJaHHBIX HAa YPOBHE 3JEKTPOHHOIO JOKYMEHTa MOATBEp)KIAeTcs oO0Iei
JUISL BCEro JOKYMEHTA KOHTPOJIBHON XapaKTEPUCTUKOM, YKa3aHHOW BO BHYTPEHHEH OIMCH.

225. Ilpm HeoOXOAMMOCTH Ul ONHMCAHUSA HA YPOBHE DJEKTPOHHOTO JOKYMEHTa
UCIIOJIb3YIOTCSl JOIOJIHUTENbHBIE METAJaHHbIE, XapaKTEPU3YIOIIUE OCOOCHHOCTH CO3JaHus U
BOCIIPOM3BEEHUS 3JIEKTPOHHBIX JOKYMEHTOB:

CCBUJIKM Ha MHbIE IOKYMEHTbI, 00pa3yrolue o0Imui ypaBIeHueCKU KOHTEKCT;

cBesieHus 00 HH(OPMAIIMOHHOMN TEXHOJIOTHH (BEPCUU MIPOIPAMMHOI0 MPOAYKTA), C TOMOLIbIO
KOTOPOM CO3/J1aH JIEKTPOHHBIN JOKYMEHT;

CBEJIEHUS O TEXHUYECKUX M MPOrPAMMHBIX CPEJICTBAaX, HEOOXOJUMBIX Ul BOCIIPOU3BEICHUS
AJIEKTPOHHOIO JOKYMEHTAa;

CBEZICHHUS O 3aIIUTE MIEKTPOHHOTO JOKYMEHTA.

226. Ilpu nmepenave 3JIEKTPOHHBIX JEJ HAa AJIEKTPOHHBIX HOCHTENSAX B COCTAB METaJIaHHBIX
BKJIIOYAIOTCS JaHHBIE OO0 DJEKTPOHHBIX HOCUTENSAX (BHJA, THUIl AJIEKTPOHHOIO HOCHUTENS) U
pa3MeUIeHUH JIEKTPOHHBIX JI€] U JOKYMEHTOB Ha 3TUX 3JEKTPOHHBIX HOCUTEIISX.

227. Jyd 3IIEKTPOHHBIX AOKYMEHTOB B COCTaB META/AHHBIX JONOJHUTEIBHO BKJIFOYAIOTCA
CBEICHMSI O CpEACTBAaX »JJEKTPOHHOM LU(POBONH NOANUCH, ONpEIENIeMble perJaMeHTOM
UH(POPMALIMOHHOTO B3aUMOJCHUCTBUS MEXIY CHUCTEMOM 3JEKTPOHHOIO TOKYMEHTOOOOpoTa M
MH(OPMaLIMOHHON CUCTEMOM apX1Ba OpPraHU3alNH.

228. CocrtaB MeTaJ@HHBIX MJIS 3JIEKTPOHHOTO JIOKYMEHTA, IPEACTaBISIONIEro coOoi
ApXMBHYIO KOIIMIO MH(POPMAIIMOHHOTO pecypca, TOMOJHUTENbHO BKIIOYAET B CeOs:

HaMEHOBaHME UHPOPMALIMOHHOTO pecypca;

TUATT THPOPMAITMOHHOTO Pecypca;

KpaifHMe AaThl SKCIUTyaTalui HH(OPMAIIMOHHOTO pecypca;

JaHHBIE O PETUCTPaLUK UH(OPMAILIMOHHOTO pecypca;

MHTEpHET-a/Ipec pa3MelieHns HHPpOpMamoHHOTro pecypea (Ui HHPOPMAaIMOHHOTO pecypca,
pa3MEIIeHHOr 0 B I1100aibHONM KOMIbIOTEpHOU ceTh HTepHeT);

CBEEHUSI O COOCTBEHHUKE HMH(OPMAIMOHHOIO  pecypca B  COOTBETCTBUU  C
3akoHoaarenbcTBOM PecryOnnku Kazaxcran o nepcoHalbHBIX JaHHBIX;

CBEJIEHUS O BJIaJIeIIblie HH(OPMAIIMOHHOTO pecypca.
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[Tpunoxenue 1

K [IpaBriiaM TOKyMEHTUPOBAHUS, YIIPABICHUS
JIOKYMEHTAIMeH U UCII0JIb30BAHUS CUCTEM
AJIEKTPOHHOTO JIOKYMEHT0000pOTa B
rOCy/IapCTBEHHBIX M HETOCYIaPCTBEHHBIX
OpraHu3anusax

dopma

Cxema pacnoJio;KeHusi PeKBU3HTOB IOKYMEHTAa
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1 - wm3obpaxenue ['ocymapcrBeHHoro I'ep6a PecnyOmmkn Kazaxctan wuam >MOJIEMBI,
JIOTOTHIA, TOBAPHOTO 3HAKa (3HAK OOCITY>KUBAHUS)

2 - o(punManbHOE HAMMEHOBAHKUE OpraHU3aAUU

3 - cIIpaBOYHBIC JaHHbIE 00 OpraHU3aAINH

4 - HauMeHOBaHUE BUJIA TIOKYMEHTa

S - 1aTa IOKyMEHTa

6 - perucTpanoOHHbIN HOMEp (MHICKC) TOKYMEHTa

7 - ccbUIKA HAa PETUCTPALIMOHHBIA HOMEP (MHIEKC) U 1aTy BXOJALIETO T0KYMEHTA

8 - MecTo cocTaBJIeHUs WU U3JaHUs TOKYyMEHTa

9 - rpu¢ orpanuveHus 10CTyNa K JOKYMEHTY

10 — agpecar

11 - rpud yTBEepKICHHUS JOKYMEHTA

12 — pesomronus

13 - 3aroJI0BOK K TEKCTY JOKYMEHTA

14 - oTMeTKa 0 KOHTpOJIe

15 - TekcT TOKyMeHTa

16 - oTMeTKa O HATMYKMH MIPHIIOKEHUS K TOKYMEHTY

17 — moanuce

18 - oTMeTKa 0 coryiacoBaHUM IOKYMEHTa

19 - orTHCK MeyaTH

20 - oTMeTKa 0 3aBepeHUH KOMHH JOKyMEHTa

21 - oTMeTKa 00 MCIIOTHUTENIC TIOKYMEHTA

22 - oTMeTKa 00 MCIIOTHEHUH JOKYMEHTA M HaIllPaBJICHUHU €ro B JeIO0

23 - ICHTU(PHUKATOP IIEKTPOHHON KO JTOKyMEHTA

24 - oTMETKa O IOCTYIICHUHU IOKYMEHTa B OpraHU3aIuio

[Tpunoxenue 2

K [IpaBuiaM NOKyMEHTUPOBAHUS, yIIPaBICHHUS
JIOKYMEHTAIMe U UCIIO0JIb30BAHUS CUCTEM
AIIEKTPOHHOI0 IOKYMEHTO000pOTa B
roCy/1apCTBEHHBIX M HETOCY1apCTBEHHBIX
OpraHM3aIUsaX

dopma



NcTouHuk: MHdopmaunoHHasa cuctema "MAPAITPA®"

HokymeHT: INprkas MuHncTpa KynbTypbl 1 cnopta Pecnybnuku KasaxctaH ot 25 aBrycta 2023 roga Ne
236 «O6 ytBepxaeHun NpaBun OKYMEHTUPOBaHWS, ypaBneHUs AOKYMEHTaLMen 1 NCnofb30BaHms
CUCTEM 3MEKTPOHHOro JOKYMEHTOO00pOTa B rOCYAapPCTBEHHbLIX U HEFOCYAapPCTBEHHbIX OPraHMU3aLmax»

7

CraTtyc pokymeHTa: gencraytowmn. Jata: 09.09.2023 r.

_________________________________________________________________________________

_________________________________________________________________________________

TocynapcteeHHbIH ['epd Pecy6nukH KazaxcTan
HIIH 3M0/1eMa, JTOTOTHIIL, TOBapHBIH 3HaK (3HaK 00CIy:KHBaHHA) OpraHH3allH]

OdHiHATEHOE HAHMEHOBAaHH
OpraHH3aITHH
(Ha rocyJapCTBEHHOM SA3BIKE)

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

CrpaBo4HBIE JaHHBIE 00
OpraHH3aIHH
(Ha rocyIapcTBEHHOM SA3bIKE)

- OdHIHATEHOE HAHMEHOBA

OpraHH3allHH

- (Ha pycCKOM HJIH HHOM f3E

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

CnpaBo4HBIE JaHHBIE Of
OpraHH3aIHH

(Ha PYCCKOM HTH HHOM 3B

Ne
... (mata)  (mEdexc)
;TAnpecaI
(ccBLIKA Ha HOMED H JaTy
| BXOMAINETO JOKYMEHTA)
T3aronoBok k TekcTy mHCEMa z §
e
al
dopmar A4 (210X297)

[Tpunoxenue 3

K H[)aBI/IJ'IaM AOKYMCHTHUPOBAHUA, YIIPABIICHUA

JIOKYMEHTAIMe U UCII0JIb30BAHUS CUCTEM
AJIEKTPOHHOI0 IOKYMEHT0000pOTa B
roCy/1apCTBEHHBIX M HETOCY1apCTBEHHBIX

OopraHu3anuiax



NcTouHuk: MHdopmaunoHHasa cuctema "MAPAITPA®"

HokymeHT: INprkas MuHncTpa KynbTypbl 1 cnopta Pecnybnuku KasaxctaH ot 25 aBrycta 2023 roga Ne
236 «O6 ytBepxaeHun NpaBun OKYMEHTUPOBaHWS, ypaBneHUs AOKYMEHTaLMen 1 NCnofb30BaHms
CUCTEM 3MEKTPOHHOro JOKYMEHTOO00pOTa B rOCYAapPCTBEHHbLIX U HEFOCYAapPCTBEHHbIX OPraHMU3aLmax»

CraTtyc pokymeHTa: gencraytowmn. Jata: 09.09.2023 r.

®opma

biaaHk KOHKPETHOIoO BHIa JOKYMEHTA OPraHH3allHH

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

T'ocyaapcteeHHBIH ['epd Peciry6nukH KazaxcTaH
HIIH 5M0I1eMa, JIOTOTHIL, TOBapHBIH 3HaK (3HaK OOCIY:KHBAaHHA) OPraHH3allHH

i
----------------------------------------------------------------------------------------------------------------------------------------------------------------
i

OdHHaTPHOE HAHMEHOBAHHE | - O¢HIHATPHOE HAHMEHOBaHHE
OpraHH3aIHH OpraHH3aIHH
(Ha rocyIapCcTBEHHOM A3BIKE) (Ha pycCKOM HITH HHOM S3BIKE)
HanMeHOBaHHe BHIA HauMeHOBaHHE BHIA
JOKyMEeHTa JOKYMEHTA

(Ha rocy1apCcTBEHHOM S3BIKE) . (Ha pyCCKOM HITH HHOM f3bIKE) |
............................................................................................................... Sy
. MecTo H3IaHHA - MecTo H3JaHHA
(Ha rocyzapcTBeHHOM A3BIKE) (Ha pyCCKOM HIH HHOM A3BIKE)

dopmar Ad (210X297)

[Tpunoxenue 4

k [IpaBunaM NOKyMEHTHPOBAHUs, YIIPaBICHUS
JOKYMEHTAIMEN U UCII0JIb30BAHUS CUCTEM
JIEKTPOHHOI0 IOKYMEHTO000pOTAa B
roCy/1apCTBEHHBIX M HETOCY1apCTBEHHBIX
OpraHu3aLMsIX



NcTouHuk: MHdopmaunoHHasa cuctema "MAPAITPA®"

HokymeHT: INprkas MuHncTpa KynbTypbl 1 cnopta Pecnybnuku KasaxctaH ot 25 aBrycta 2023 roga Ne
236 «O6 ytBepxaeHun NpaBun OKYMEHTUPOBaHWS, ypaBneHUs AOKYMEHTaLMen 1 NCnofb30BaHms
CUCTEM 3MEKTPOHHOro JOKYMEHTOO00pOTa B rOCYAapPCTBEHHbLIX U HEFOCYAapPCTBEHHbIX OPraHMU3aLmax»

CraTtyc pokymeHTa: gencraytowmn. Jata: 09.09.2023 r.

dopma

————————————————————————————————————————————————————————————————————————————————————————————————————————————————————————————————————————————————————————————————

TocynapcteeHHsbIH ['epl PecryOinukH Kazaxctan
HIIH 3M071eMa, JIOTOTHII, TOBapHBIH 3HaK (3HaK 00CIy:KHBAaHHA) OpraHH3alHH

B o i b i e e e e e i e b e e e e b e e b e e e e e b e b e e e e e e b e e b e e b e o e e b e e b e e b e e b b e e b g el

O¢HIHATEHOE HAHMEHOBAaHHE | . O¢HIHATEHOE HAaHMEHOBaHHE
OpraHH3allHH OpraHH3alHH
(Ha rocy1apCTBEHHOM S3BIKE) (Ha pyCCKOM HIIH HHOM S3BIKE)
Ne
_______________________________ (@ara)
- MecTo H3aaHHA - MecTo H3JaHHA '
- (Ha rocyJapCTBEHHOM SA3BIKE) - (Ha pyCcCKOM HIIH HHOM S3BIKE)

U s e e g g Vo e B e s P et s e e e i el o s e b b e o o e e b e e b e e e b e e b e e e b e e b e e e e e e b ey e e et ey il

®opmar A4 (210X297)

IIpunoxenue 5

k [IpaBunaM NOKyMEHTHPOBAHUs, YIIPaBJICHUS
JOKYMEHTAIMEN U UCII0JIb30BAHUS CUCTEM
JIEKTPOHHOI0 IOKYMEHTO000pOTAa B
roCy/1apCTBEHHBIX M HETOCY1apCTBEHHBIX
OpraHu3aLMsIX




NcTouHuk: MHdopmaunoHHasa cuctema "MAPAITPA®"

HokymeHT: INprkas MuHncTpa KynbTypbl 1 cnopta Pecnybnuku KasaxctaH ot 25 aBrycta 2023 roga Ne
236 «O6 ytBepxaeHun NpaBun OKYMEHTUPOBaHWS, ypaBneHUs AOKYMEHTaLMen 1 NCnofb30BaHms
CUCTEM 3MEKTPOHHOro JOKYMEHTOO00pOTa B rOCYAapPCTBEHHbLIX U HEFOCYAapPCTBEHHbIX OPraHMU3aLmax»

CraTtyc pokymeHTa: gencraytowmn. Jata: 09.09.2023 r.

dopma

JHUCT COI'JTIACOBAHUA

HanMeHOBaHHE BHIA IIPOEKTa OJOKYMEHTA, 3arOJIOBOK K TEKCTY

CornacopaH CornacoBaH
HanmeHOBaHHE JOKHOCTH HanMmeHOBaHHE JOLKHOCTH
C YKa3aHHeM HaHMEeHOBaHHA C yKa3aHHeM HaHMEHOBaHH
OpraHH3allHH OpraHH3alHH

Pacmmdporka Pacmudporka
(-1HYHASA NOANHCH) IIOAIHCH (JIHYHAA MIOANHCH) IIOAIHCH
Jara Jarta

®opmar A4 (210X297)

[Tpunoxxenue 6

K [IpaBuiaM TOKYMEHTHUPOBAHUS, YIIPABICHUS
JOKYMEHTAlMEN U UCII0JIb30BAHUS CUCTEM
ANIEKTPOHHOTO IOKYMEHTO000pOTa B
rOCyIapCTBEHHBIX M HETOCYIapCTBEHHBIX
OpraHMu3aIusIX

dopma



NcTouHuk: MHdopmaunoHHasa cuctema "MAPAITPA®"

HokymeHT: INprkas MuHncTpa KynbTypbl 1 cnopta Pecnybnuku KasaxctaH ot 25 aBrycta 2023 roga Ne
236 «O6 ytBepxaeHun NpaBun OKYMEHTUPOBaHWS, ypaBneHUs AOKYMEHTaLMen 1 NCnofb30BaHms
CUCTEM 3MEKTPOHHOro JOKYMEHTOO00pOTa B rOCYAapPCTBEHHbLIX U HEFOCYAapPCTBEHHbIX OPraHMU3aLmax»

CraTtyc pokymeHTa: gencraytowmn. Jata: 09.09.2023 r.

«KYHEJIEPII MOJEJIBJEYIIH ToBapHIIeCTEO C OTPAaHHYEHHOH
KA3SAKCTAHJIBIK HHCTHTYTHI» OTBETCTBEHHOCTBIO
HHHOBAITHAIBIK OPTAIBIFbBI»

«THHOBAIIAOHHBIH IIEHTP
«KA3AXCTAHCKHI HHCTHTYT
MOJEJTHPOBAHHS CHCTEM»

JKayanKepIIiliri MeKTeyIi CepiKTeCTirt

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

15 mapta 2017 roxa i M 51
| AcTaHa Katacsl | . ropox Actana

i 1
O BHeCeHHH H3MeHeHHH B

JAO/KHOCTHBIE HHCTPYKIHH
COTPYAHHKOB

-
(I

L

B cBasu ¢

(ocmosanne)

ITPHKA3BIBAIO:

1. BHecTH B [AODKHOCTHBIE HHCTPYKUHH cOTpyAHHKOB TOO ciemyromme
H3MeHEeHHA:

1)

2)

2. KoHTpOIIb 32 HCIIOJHEHHEM HaCTOAIIErO MPHKa3a BO3I0KHTb Ha

I'eHepabHbIH JHPEKTOP (moamucs) (pacmu¢poBKa IOANHCH)

OTMeTKa O COITIaCOBAHHH:
®opmar A4 (210X297)

[Ipunoxenne 7

k [IpaBuiaM TOKYMEHTUPOBAHUS, yIIPaBICHHUS
)IOKYMGHTaIII/Ief/'I " UCIIOJIBb30BaHUA CUCTEM
AIIEKTPOHHOI'0 IOKYMEHTO00O0pOTa B
rOCYJapCTBEHHBIX U HETOCYJapCTBEHHBIX
OpraHMU3aIUsaX

dopma



NcTouHuk: MHdopmaunoHHasa cuctema "MAPAITPA®"

HokymeHT: INprkas MuHncTpa KynbTypbl 1 cnopta Pecnybnuku KasaxctaH ot 25 aBrycta 2023 roga Ne
236 «O6 ytBepxaeHun NpaBun OKYMEHTUPOBaHWS, ypaBneHUs AOKYMEHTaLMen 1 NCnofb30BaHms
CUCTEM 3MEKTPOHHOro JOKYMEHTOO00pOTa B rOCYAapPCTBEHHbLIX U HEFOCYAapPCTBEHHbIX OPraHMU3aLmax»

CraTtyc pokymeHTa: gencraytowmn. Jata: 09.09.2023 r.

o S S S S S Sy S S S

«KYHEJIEPII MOJEJIBJIEYIIH ToBapHIIECTEO C OrPaHHEYEHHOH

KA3SAKCTAHJBIK HHCTHTYThI» OTBETCTBEHHOCTRIO
HHHOBAIIHAIBIK OPTAJIBIFbBI»
«HI-IHOBAI[KOHI!I;II? INEHTP
JKayanKepIimiri meKTeyIi CepiKTeCTir «KA3AXCTAHCKHH HHCTHTYT
MOJEJIHPOBAHHA CHCTEM»
BYUPLBIK IIPHUKA3
15 maprta 2017 roza Ne S1a/c
. AcTaHa KaJachkl - ropoa ActaHa

R 1
| | ITo JIH‘IHOM)’ coc‘rany

1. IPHHATD Ecxenguposa EpkeOyrana AmaHTaeBHYa Ha JOKHOCTD
[JIaBHOI'O MeHeKepa MapKeTHHIOBOro oraena ¢ 15 mapra 2017 roza.

OcHoBaHHA: TPyAOBOH Joropop oT 15 mapra 2017 roga Ne 31 u 3adBIeHHe
Ecxenauposa E.A. ot 14 MapTa 2017 roga.

2. IEPEBECTH 3y0apeBy AHacTacHIO BHKTOpPOBHY cTapImero Oyxrairepa,
Ha JO/DKHOCTB IJIaBHOTO Oyxranrepa ¢ 16 Mapta 2017 roga.

OcHOBaHHSA: JONOJHEHHe K TPVAOBOMY Jorosopy oT 14 amnpens 2016 rona
Ne 28 u 3agBneHne 3y0apesoii A B. ot 13 mMapta 2017 roza.

3. PACTOPTHYTD tpyaosoi gorosop or 17 gusapg 2015 roma Ne 15 ¢
Kepunossim MapatoMm CepuxoBrueM c¢ 15 mapra 2017 roza B COOTBETCTBHH C
nyHKTOM 1 cTateH 57 Tpymosoro kogekca Pecryomixu Kasaxcras.

OcHoBanmue: 3agsi1eHHe Kepumosa M.C. ot 14 maprta 2017 roza.

4. OBBABHTH BBII'OBOP IlassutoBoii CanraHar AbaeBHe, MeHeIKepy
IIPOEKTHOI'O OTJelNa.

OcHOBaHHSA: JOKIaIHAA 3aIIHCKA HadalbHHKA IIPOeKTHOro oraena Camosa ILT.
ot 10 maprta 2017 roga u oObiICHHTedbHad 3amHcka [lassutopoit CA. o 12 MapTta
2017 roga.

I'eHepaIbHbIH JHPEKTOP TIOITHCH pacmmHdpoBKa NOJIIHCH
Bussl:

O3HAKOMIEHBI:



NcTouHuk: MHdopmaunoHHasa cuctema "MAPAITPA®"

HokymeHT: INprkas MuHncTpa KynbTypbl 1 cnopta Pecnybnuku KasaxctaH ot 25 aBrycta 2023 roga Ne
236 «O6 ytBepxaeHun NpaBun OKYMEHTUPOBaHWS, ypaBneHUs AOKYMEHTaLMen 1 NCnofb30BaHms
CUCTEM 3MEKTPOHHOro JOKYMEHTOO00pOTa B rOCYAapPCTBEHHbLIX U HEFOCYAapPCTBEHHbIX OPraHMU3aLmax»

CraTtyc pokymeHTa: gencraytowmn. Jata: 09.09.2023 r.
®opmar A4 (210X297)

[Tpunoxxenue 8

Kk [IpaBuiaM JOKyMEHTHPOBAHHUS, YIIPABICHHS
HOKyMeHTaHHCﬁ U UCIIOJIB30BaHUsA CUCTCEM
AIIEKTPOHHOTO IOKYMEHTO000pOTa B
TOCYHAapCTBCHHBIX U HETOCYAAPCTBCHHBIX
OpraHU3aLusIX

®dopma

IIpoTokou



NcTouHuk: MHdopmaunoHHasa cuctema "MAPAITPA®"

HokymeHT: INprkas MuHncTpa KynbTypbl 1 cnopta Pecnybnuku KasaxctaH ot 25 aBrycta 2023 roga Ne
236 «O6 ytBepxaeHun NpaBun OKYMEHTUPOBaHWS, ypaBneHUs AOKYMEHTaLMen 1 NCnofb30BaHms
CUCTEM 3MEKTPOHHOro JOKYMEHTOO00pOTa B rOCYAapPCTBEHHbLIX U HEFOCYAapPCTBEHHbIX OPraHMU3aLmax»

CraTtyc pokymeHTa: gencraytowmn. Jata: 09.09.2023 r.

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

O¢unuaTbHOe HANMEHOBAHAE | . OdunuanbHOE HAHMEHOBAHHE
OpraHH3aNHH § OpraHH3aNHH
(Ha TOCYJapCTBEHHOM fA3bIKE) | - (Ha pycCKOM HIH HHOM S3BIKE)
. XATTAMA TPOTOKOI
i Ne
,,,,,, (ava)
- Mecro w3gaEms. ' Mecro m3gamms.
 (HATOCYZApCTBEHHOM S3bIKE) |  (Ha pYCCKOM H/IM HHOM SI3BIKE)
r 1 F E
I 3aceJaHHSA KOMHCCHH IO... =
IIpeacenarens — ©.11.0.
Cexpertapp — ©.H1.0. >.
ITpucyTcTBOBATH: (KOIHYECTBO) YelloBeK (CIHCOK IpHIaraeTcs)
Beognas
4acThb
IIOBECTKA JJHA o,

1. O pa3paboTKe ¥ NPHHIMHIAX ...

JoK1a7 3aBeyIOMIero . ..
250 o

1. CJIVITAJIH:
@ 1.O. — TeKCT J0KIaaa MpHIaraeTcs.
BBICTYIIHIH:
@®.11.0. — KpaTKad 3allHCh BBICTYIUIEHHS.
®HO. - >
OcHoBHas

IIOCTAHOBHJIH: 4acThb
1. OgoOpHTS ...
2 e

2. CJIYVIIIAJIH:
BBICTYIIIIH:
IIOCTAHOBHIH:

IlpencexaTeasn TIOZMHCH pacIm(poBKa MOMIHCH
CexpeTapb TIONHCH pacim(poBKa IOITHCH



NcToununk: MHdopmaumnoHHasa cuctema "MAPAIPAD"

HokymeHT: INprkas MuHncTpa KynbTypbl 1 cnopta Pecnybnuku KasaxctaH ot 25 aBrycta 2023 roga Ne
236 «O06 ytBepxxaeHun MNpaBunn OOKYMEHTUPOBaHUS, yNpaBneHnss JOKyMeHTauuen 1 uCnonb30BaHns
CUCTEM 3MEKTPOHHOro JOKYMEHTOO00pOTa B rOCYAapPCTBEHHbLIX U HEFOCYAapPCTBEHHbIX OPraHMU3aLmax»

CraTtyc pokymeHTa: gencraytowmn. Jata: 09.09.2023 r.
®opmar A4 (210X297)

[Tpunoxxenue 9

Kk [IpaBuiaM JOKyMEHTHPOBAHHUS, YIIPABICHHS
I[OKyMeHTaHI/Ieﬁ U UCIIOJBb30BaHUA CUCTEM
AIIEKTPOHHOTO IOKYMEHTO000pOTa B
TOCYHAapCTBCHHBIX U HETOCYAAPCTBCHHBIX
OpraHU3aLusIX

®dopma

AKT



=

NcTouHuk: MHdopmaunoHHasa cuctema "MAPAITPA®"

HokymeHT: INprkas MuHncTpa KynbTypbl 1 cnopta Pecnybnuku KasaxctaH ot 25 aBrycta 2023 roga Ne
236 «O6 ytBepxaeHun NpaBun OKYMEHTUPOBaHWS, ypaBneHUs AOKYMEHTaLMen 1 NCnofb30BaHms
CUCTEM 3MEKTPOHHOro JOKYMEHTOO00pOTa B rOCYAapPCTBEHHbLIX U HEFOCYAapPCTBEHHbIX OPraHMU3aLmax»

CraTtyc pokymeHTa: gencraytowmn. Jata: 09.09.2023 r.

T ocyaapcTBeHHSI I epd Pecryomiku KasaxcraH
HIIH 3MOJIeMa, JIOTOTHII, TOBApHBIH 3HaK (3HaK 00CTY/KHBAHHSA) OpTraHH3aIlHH

 OdHnmaibHOe HAHMeHOBaHHe = . OdHnHaTbHOE HAHMEHOBAaHHE |
OpraHH3aNmHH OpraHH3aNHH
(Ha rocyapcTBEeHHOM SA3BIKE) . (Ha pyCCKOM HIIH HHOM A3bIKe)
AN, . . AN NANNNANR
Ne

| (nata) i

'Mecto H3zaEHL ‘Mecto m3namms
,,A(@_EQQNEQRC}??@_@QM_ xsme)(na PYCCKOM HIIM HHOM S3BIKE)

~ LI .
_ | OO0 \TOrax NpoBepKH ...

OcHoBaHHe: MPHKA3 PYKOBOJHTeNIS OpraHu3alMH oT (gara) Ne
«O TIpoBeJeHHH TIPOBepKH ...» (HIH HHOH IOKYMEHT: ILIaH padoThl, MOpydYeHHe
BBIIIECTOSINEro OpraHa | T.1.).

CocTaBlieH KOMHCCHEH B COCTaBe:

IIpeacenarens KOMHCCHH

JOKHOCTD, HHHITHATEL, (aMHIHsg
Y1eHBI KOMHCCHH: 1.

AOJLDKHOCTD, HHHITHAIIBI, (ba.\ﬂ/UIHSI
2

AOIKHOCTD, HHHITHAIBL HaMHIHA
ITpHCYTCTBOBATH:

AOILKHOCTD, HHHITHAIIBI, (I)aMI/UIHSI

TEKCT

CocTasieH B 2-X 3K3eMIUIIpax:
1-# 3K3eMIUIEp: B Jemae 5-7
2-H 3K3eMIUIIp. HallpaBJIeH NpoBepseMOH OpraHH3alliH

IIpeacexaTenb KOMHCCHH HOOAMHCH  pacimH(poBKa MOIHCH
YneHbl KOMHCCHH NOAMHCh  pacimu(POBKA MOJIHCH
®opmar A4 (210X297)

[Tpunoxenne 10
k [IpaBuiaM TOKYMEHTHPOBAHUS, YIIPABICHUS
JOKYMEHTAITUEeH 1 MCIIOIb30BaHMS CUCTEM



NcTouHuk: MHdopmaunoHHasa cuctema "MAPAITPA®"

HokymeHT: INprkas MuHncTpa KynbTypbl 1 cnopta Pecnybnuku KasaxctaH ot 25 aBrycta 2023 roga Ne
236 «O6 ytBepxaeHun NpaBun OKYMEHTUPOBaHWS, ypaBneHUs AOKYMEHTaLMen 1 NCnofb30BaHms
CUCTEM 3MEKTPOHHOro JOKYMEHTOO00pOTa B rOCYAapPCTBEHHbLIX U HEFOCYAapPCTBEHHbIX OPraHMU3aLmax»

CraTtyc pokymeHTa: gencraytowmn. Jata: 09.09.2023 r.

AJIEKTPOHHOTO JIOKYMEHTO000pOTa B
TOCYAAapCTBCHHBIX U HETOCYAAPCTBCHHBIX

opraHu3anusax
®dopma
CnpaBka
““““ «KA3AKCTAH PECITVBJIHKACEHI / PECHH;JIHI\AHCROE
MOJIEHHMET /KOHE CIOPT TOCYJAPCTBEHHOE
MHHHCTPIITTHIH VYPEKTEHHE
. APXEOTPA®HUA KOHE TEPEKTAHY | ; «HAITHOHATbHBIH IIEHTP
‘ YJITTBIK OPTAJIBIFBI» § e APXEOTPA®HH H
g ‘ HCTOYHHKOBEJEHHA
PECITYBJIHKAJIBIK MEMJIEKETTIK MHHHCTEPCTBA KY.JIbTYPbI H
; MEKEMECT ; g CHOPTA PECOVEIHKH
, = KA3AXCTAH»
,,,,,,,,,,,,,,,,,,,,,, AHBIKTAMA =~~~ CIPABKA =
115.10.2017 - Ne 03-05/171
RECTHER OIS s B RIOPORACTANE, . nnnnnnnnnnn

- | MHOHHCTepCTBO KyIbTYpbIH
- cnopra Pecny6auku Kasaxcran

- O cocTossHHH padoThbl MO
| HOATOTOBKEe HHPOPMANHOHHOIO
. cipasoyHAKa «Mcropus Kasaxcrana

B33PV5%'HHXaPmBax(XVI-XXBB)»
1
TEKCT
JdupexTop TIOJITHCH B. KonbicbaeBa
Hen. K. TTapundexosa
Ten.: 24-06-32
®opmar A4 (210X297)

[Tpunoxenune 11

k [IpaBuiaM JOKYMEHTHUPOBAHUS, YIIPaBICHUS
JIOKYMEHTAIMEN U UCIIOJIb30BAHUS CUCTEM
AIIEKTPOHHOTO JJOKYMEHTO000pOTa B
roCyJapCTBEHHBIX U HETOCYAapCTBEHHBIX



NcTouHuk: MHdopmaunoHHasa cuctema "MAPAITPA®"

HokymeHT: INprkas MuHncTpa KynbTypbl 1 cnopta Pecnybnuku KasaxctaH ot 25 aBrycta 2023 roga Ne
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opraHu3anusax
®dopma
CrnpaBka
. «KA3AKCTAH PECIIYBEJIHKACHI / \  PECIIVEJIMKAHCKOE
MOJEHHET /KOHE CIIOPT TOCYJAPCTBEHHOE
MHHHACTP.IITTHIH VUPE/KIEHHE
- APXEOTPA®HS /KOHE JEPEKTAHY | . «HAIHOHAILHBIA OEHTP
| VITTHIK OPTAIBIFBI» é | APXEOTPA®HH H
HCTOYHHKOBE IEHUA
- PECTIVBJIHKAJTBIK MEMJIEKETTIK | - MHHHCTEPCTBA KYJIBTYPHI H
MEKEMECI | | CIIOPTA PECIVETHKH
KA3AXCTAH»
I _AHBIKTAMA ___CIPABKA
15.10.2017 Ne 02-01/10
AcTaHa Kanacsl ropoxa ActaHa
r=a r KCK «Eremen»
L

Asmbepresosa KyabxaH XalOy/UIoBHa padoTaeT ITIAaBHBIM OyXraaTepoM
HanuoHaIBbHOTO IeHTpa apXeorpaH H HCTOYHHKOBEIeHHS.

AHpeKTop

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

TIOOITHCH B. KonbichaeBa

®opmat AS (148X210)
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k [IpaBuiaM TOKYMEHTHPOBAHUS, YIIPaBICHUS
JOKYMEHTAITUEeH 1 MCIIOIb30BaHMS CHCTEM
AIIEKTPOHHOTO JIOKYMEHTO000pOTa B
rOCY/IapCTBEHHBIX M HETOCYIaPCTBEHHBIX
OpTaHu3aIsIX

®dopma
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nop. PeickynoBa, 12, r. AaMarsl, |
1020000 |

r 1

O npeTeH3HH 1O J0T0OBOPY

oT 15.03.2017 Ne 44/56

YBakaeMble rocmoga!

B mapTHH J1aKOKpacOYHBIX MaTepHATIOB, OTTPYKeHHBIX Bamu 28 nexadps

2016 roza mo Xeae3HOJAOPOKHOH HAKIaqHOH Ne 324 B COOTBETCTBHH C JOTOBOPOM OT
12 suBapg 2016 roga Ne 44/56, obHapyxkeHO 3 JepOpMHPOBAaHHBIX BCIeACTBHE yaapa
WIH HHOTO MEXaHHYeCKOrO BO3JeHCTBHA fAIHKA, O 4YeM CBHIeTelbCTBYeT aKT OT
15 wmapra 2017 roma Ne 23. JlakoKpacodHble H3JelIHd, HaXoAdlIHecsd B
MOBpeKIeHHBIX AINHKAX, pealHsallHH He mnoane:xkar. Omata HapTHH ToBapa
TIPOH3BeJeHa HaMH B ITOJTHOM 00BbeMe 110 cueTy Ne 33-675.

ITpocuM Bac BO3MecTHTh IIOHeCeHHBIe HAMH YVOBITKH B pasMepe 175 ThiC.

570 Tenre. CymMMy cieayeT IIepedHCIIMTh Ha HAlll pacuyeTHBIH CUeT.

IIpunoikeHHe: aKT Ha 2 J1. B 1 3K3., Ha PYCCKOM SA3BIKe

C yBakeHHEM,
KomMepueckHil THPEKTOP NOAMHCh  pacIH(pOBKA MOIIHCH

Hen. H. Tletposa
Ten. 35-45-44
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®dopmar A4 (210X297)
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Kk [IpaBuiaM JOKyMEHTHPOBAHHUS, YIIPABICHHS
JOKYMEHTAIEeH 1 MCTIOJIb30BaHMS CUCTEM
AIIEKTPOHHOTO IOKYMEHTO000pOTa B
rOCYJapCTBEHHBIX U HETOCYapCTBEHHBIX
OpraHU3aLusIX

IIpumepHBbIii IepeyeHb TOKYMEHTOB, He MOJIeKAIMX perucrpanun ciay:kooi JJOY

[TuceMa, HanpaBIEHHbIE B KOMUSX JJI CBEJCHMUSL.

PexiiaMHble N3BEIIEHNUS, IPOCIEKTHI, IUIAKAThI, [IPOTPAMMBI COBELIAHUH.

[lepBuuHbIE JTOKYMEHTBI OYXrajTepcKOro ydera (perucTpUpylOTCs B OyXrajirepuu
OpraHU3AIIHH ).

VY4eOHble IJIaHBl, MPOrpaMMbl (PErHCTPUPYIOTCS B COOTBETCTBYIOUIEM CTPYKTYPHOM
HOJpa3/IelIeHu OpraHu3alun).

Mecsunble, KBapTajdbHble W HHBIE OTYETHl (PETHUCTPUPYIOTCS B COOTBETCTBYIOIIEM
CTPYKTYPHOM I0/Ipa3/ieJICHUH OpraHU3aIUH).

@DOopMBbI CTATUCTUYECKON OTUETHOCTHU (PErMCTPUPYIOTCS B COOTBETCTBYIOILEM CTPYKTYPHOM
HOJpa3/IelIeHuN OpraHu3alun).

Co00111eHNS 0 COBEIIAHUIX, 3aCCAAHMIX.

[To3npaBuTenbHbIE MUCbMA, IO3/IPABUTENbHBIE TEJIEIPAMMBI, IPUTIIACUTEIbHbIC OUIIETHI.

[ledaTHble M31aHUS (KHUTH, KYPHAJbBI, Ta3€Thl, OIOJUICTCHHN).

TenerpaMMsbl 1 UCbMa O pa3pelIEHUH KOMaHINPOBOK.

TenedoHorpaMMbl 0 TPOBEICHUU 3acE€JaHUI, COBEILIAaHNH, CEMUHAPOB U MHBIX MEPOIIPUSATHIA.

JIOKyMEHTBI ¢ TOMETKON Ha KOHBEpTE «JIMuHOY.

Hayunbie oTueTsl mo TemaM (PETUCTPUPYIOTCS B COOTBETCTBYIOIIEM CTPYKTYpPHOM
NOJpa3/IelIeHu! OpraHu3alnn).

[IpeiickypaHTHI.

HopMbl pacxoma MmaTepuanoB, 3asiBKM Ha KaHUEJISAPCKHE TMPUHAJIEKHOCTH H
OpPraHM3al[MOHHYI0  TEXHUKY  (PETUCTPUPYIOTCSI B  COOTBETCTBYIOIIEM  CTPYKTYPHOM
NOJpa3/IelIeHu! OpraHu3alnn).

CBoIKH.

VY4eTHbIE TaHHBIE IO KapaMm.

[Tpunoxxenue 14

K [IpaBuiaM JOKYMEHTUPOBAHUS, yIIPaBICHUS
JIOKYMEHTAIMe U UCII0JIb30BAHUS CUCTEM
AIIEKTPOHHOI'0 IOKYMEHTO00O0pOTa B
roCy/IapCTBEHHBIX M HETOCYIapCTBEHHBIX
OpraHMU3aIUsaX

dopma
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Kaprouka perucrpanuu BXoAsIIIIMX TOKYMEHTOB

=] Koppecnonaert Bua goxymenTta
a3
v Jarta nocTynIeHHA H HEAEKC ZOKYMeHTa Jata # HEOEKC JOKYMeHTa
W
[ 103
=)
m 3aronoBOK AOKYMeHTa HIIH KPaTKOe COAepiRaHHe
Pesomomua ms KoMy HanpasleH JOKYMEHT Cpox HCTIOMHEeHHA
3
=) 2
& Omierra 00 HCOOMTHEHHH JOKYMEHTa
| Pacnrcxa B momy4eHHH ¢ YEasaHHEM JaThl H HalIPAaEJIeHHH B Jel0
210

CregeHna 0 X0Je HCIOIHEHHA AOCKYMEHTA, MIEPEHOCA CPOKOE HCIOTHEHHA,
MNOCTYIMEHHH IPOMERYTOUHEIX OTEETOE (sanpocon) HT.A.

KOH’IPOJIBI'IBIC OTMETEKH

10
—_

Dorg Ne Omuce Ne Heno Ne

~
o

70

210

®opmar A5 (148x210)
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K [IpaBunaM JOKyYMEHTHPOBAHUS, YIIPaBIECHUS
JOKYMEHTAIUEeH 1 MCIIOIb30BaHMS CUCTEM
AIIEKTPOHHOTO IOKYMEHTO000pOTa B
TOCY/IapCTBEHHBIX M HETOCYIapCTBEHHBIX
OpraHu3aIusIX

dopma

ZKypHaJ perucTpauum BXOAAIIUX JOKYMEHTOB
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Ne | Jlata Koppecnonn | Bun Pezomton; | Pacniuck | Otmetka | [Ipumeuan
M. | MOCTYIUIEH | €HT, JAaTa u JOKYMEHT | Us Uiu aB 00 ue
n | us UHJICKC a, KOMY MOJIyYeH | UCIOJIHEH
BXOJSIIETO 3arojioBO | HarpaBie | MU uu
JOKYMEHTa K UJIN H JOKYMEH | IOKyMEHT
KpaTKoe | JOKyMEHT | Ta, jaTta |a
coliepkaH | Ha
ue WCIIOTHEH
BXOJAIIET | ue
0
JOKYMEHT
a
1 (2 3 4 5) 6 7 8
®opmar A3 (420X197)
KypHana perucTpanum ucxXoasiiiux U BHYyTPEHHUX JOKYMEHTOB
NoNe | ata n unaexc | KoppecnonaeHt | 3arosiioBok OtmeTtka 06 [Ipumeyanue
ILI. | ucxonsiiero WJIU KpaTKOe | UCTIIOJHEHUU
(BHYTpEHHETO0) coJlepkaHue | TOKYMEHTa U
JIOKYMEHTA JIOKyMEHTa HaIpaBJICHUU B
JIENI0
1 |2 3 4 3) 6
®opmar A3 (210X297)
[Tpunoxxenue 16
K [IpaBuiiaM TOKyMEHTUPOBAHUS, YIIPABIECHUS
JIOKyYMEHTAIMEN U UCIIOJIb30BAHUS CUCTEM
AJIEKTPOHHOTO IOKYMEHTOO00pOTa B
roCyJapCTBEHHBIX U HETOCYAapCTBEHHBIX
OpraHU3aIMsIX
CBEJAEHUASA
00 HCIOJTHEHUHU JOKYMEHTOB, MOAJIeKAIUX KOHTPOJIIO M0 COCTOSIHUIO
HA (4ucso, Mecsit, roja)
Ne | HanmenoBan | [JokymeHTHI Ha N3 HUX TOKYMEHTHI
n/ | us KOHTpOJIE
I | CTPYKTYPHBI | BCer | MOCTYMWJIO | HCTIOJHEHH | HAXOIAIIN | C MIPOCPOYCHH
X 0 B ble ecsl Ha MPOJJIEHH | bI€
nojpaszene TIPEABITYIIL WCIIOJTHEHH | BIM
HUM eM Mecslle u CPOKOM
WCIIOTHEH
ust




NcTouHuk: MHdopmaunoHHasa cuctema "MAPAITPA®"
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CraTtyc pokymeHTa: gencraytowmn. Jata: 09.09.2023 r.
1 |2 3 4 5 6 7 8

HanmMeHoBaHMe 10LKHOCTH PYKOBOAUTEIS
Pacumdposka ciay:xonl JOY MOANUCH
(IMYHAS MOANMCH)
®dopmar A4 (210X297)

[Ipumeuanwue.
CeeneHust MOTYT OBITH JOIOJIHEHBI rpadamu Mo BUAaM JOKYMEHTOB (IIPUKA3bl, PEIICHUS
KOJUIETHH U UHBIC), UX PETUCTPAIMOHHBIMU HOMEpaMHt, (haMUITHSIMHU UCTIOTTHUTENCH.

[Tpunoxxenune 17

Kk [IpaBuiaM JOKyMEHTHPOBAHHUS, YIIPABICHUS
JOKYMEHTAIIUEH 1 MCIIOIb30BAaHMS CUCTEM
AIIEKTPOHHOTO IOKYMEHTO000pOTa B
rOCYJapCTBEHHBIX U HETOCYIapCTBEHHBIX

OpraHu3alMIX
CBEJIEHUSA
00 ucnosTHeHUHU oOpaleHnii GU3NMIESCKUX U OPUAMYECKHUX JHII 10 COCTOSHUIO
HA (umcyo, Mecsill, roja)
Ne | HaumeHnoBaHus HaxoauTcs Ha UCTIOTHEHUH | N3 aux
/Tl | CTPYKTYPHBIX BCETO | MOCTYMUIIo 3a HCTIOJIHSIIOTCS | MPOCPOYEHBI
O/Apa3ieICHAN TIPEABI YA B CPOK BCETO | CPOK
MECHIII MPOJJIEH

1 2 3 4 S) 6 l




NcTouHuk: MHdopmaunoHHasa cuctema "MAPAITPA®"

HokymeHT: INprkas MuHncTpa KynbTypbl 1 cnopta Pecnybnuku KasaxctaH ot 25 aBrycta 2023 roga Ne
236 «O6 ytBepxaeHun NpaBun OKYMEHTUPOBaHWS, ypaBneHUs AOKYMEHTaLMen 1 NCnofb30BaHms
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CraTtyc pokymeHTa: gencraytowmn. Jata: 09.09.2023 r.
| Beero: | | | |

HaumeHoBaHuUe 101KHOCTH PYKOBOAUTEJISA
Pacmmposka cayxosr 10OY NOANMCH
(IMYHaA MOANKCDH)

®dopmar A4 (210X297)
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Kk [IpaBuiaM JOKyMEHTHPOBAHHUS, YIIPABICHUS
JOKYMEHTAIMEeH 1 MCIIOJIb30BaHMS CUCTEM
AIIEKTPOHHOTO IOKYMEHTO00OpOTa B
rOCYJapCTBEHHBIX U HETOCYJapCTBEHHBIX

OpraHu3aLusIX
®opma
7KypHaJj ydyera ¥ BbIIa4H NeYATHO-0JIAaHOYHOM NPOAYKIUHA
Iloctynuienue | Bergaua
Hara | Jarau | Haum | Kon [ Ce | Jara | Har | Komy Kon [ Ce | Pac |Ilpu
IIOCT | HOMEp | €HOBa | MYeC | pU | BblAA | a¥ | BBLJIAHO nyec | pu | nmc | meda
yIjie | COlpoB | HHE TBO |AH |un HOM | Haum | ®@am [ TBO | U | KaB | HuE,
HUS | oxuTen | mpen | 3K3e | HO ep |eHoBa | miam |9K3€ | HO |mon | orme
BHOTO | mpus | Mmn | Me JOK | Hue au | M [ me |yue | Tka
JIOKyMe | Tus - | sipoB | pa yMe | cTpyK | uHM | ApoB | pa | HME | 00
HTa U3rOT o1 HTa | TYpHO | IMa o1 YHHUY
OBHTE aH Ha | TO JIBI aH TOXE
s KO BBl | moap | mou KO HUU
B ady | azmen | ydar B HCIIO
eHus | ens puUeH
HBIX
JK3€e
MILIS
poB
neva
THO-
OsaH
OYHO
i
pox
YKIH
U




NcTouHuk: MHdopmaunoHHasa cuctema "MAPAITPA®"

HokymeHT: INprkas MuHncTpa KynbTypbl 1 cnopta Pecnybnuku KasaxctaH ot 25 aBrycta 2023 roga Ne

236 «006 ytBepxxaeHun MNpaBun JOKyMeHTUPOBaHUS, YpaBreHns AOKYMeHTaLMen 1 MCnonb30BaHus

CUCTEM J3JIEKTPOHHOIO /:10|<y|v|eHToo6op0Ta B rocyaapCTBEHHbIX N HETOCYAapPCTBEHHbLIX OpraHn3aumnax»

CraTtyc pokymeHTa: gencraytowmn. Jata: 09.09.2023 r.
®dopmar A4 (210X297)

[Tpunoxxenue 19

k [IpaBuiaM JOKYMEHTUPOBAHUS, YIIPaBICHUS

JIOKyMEHTAIMEN U UCIIOJIb30BAHUS CUCTEM
AIIEKTPOHHOTO JJOKYMEHTO000pOTa B
roCyJapCTBEHHBIX U HETOCYAapCTBEHHBIX

Kypnan

OpraHu3anuiax

®dopma

yuyeTa M BbIIA4M NedaTeid, ITaMmnoB ¢ n3odpaxenneM I'ocynapcreennoro I'epoa
Pecny0smku Kazaxcran u cnennaJbHOM IITEeMIeJIbHOH KPACKHU

Ne | HaumenoBanust | Komy BbITaHO [ara [Tpumevanu
ILI | ¥ OTTUCKHU HaummenoBanune | @ammnmms u | Jlarau BO3BparT | €, OTMETKH
neyaren u CTPYKTYPHOTO VHULIHAIIBI pacrnucka | au 00
[MTaMIIOB C MOJpa3iCICHUs, | JOJDKHOCTHO | B paciuc YHUYTOKCH
M300PaKEHUEM | OCYILECTBISION] | TO JIMIIA- noyiyueH | KaB WU MeYarTei,
l'ocymapcTBeHH | ero xpaHeHue oJIyJyarelisi | uu npueMe | IMTaMIloB U
oro I'ep0a neyvaTei, CIIELUAJIBHO
PecniyOnuku IITAMIIOB C i
Kazaxcran u300paXkKeHueM IITEMIICIIbH
l'ocynapctBeHH OM Kpacku
oro I'epba
Pecny6omuku
Kazaxcran u
CIIeLIMAIbHOMN
ITEMIETbHON
Kpacku
1 2 3 4 5 6 7
®opmar A4 (210X297)

ITpunoxxenne 20

K [IpaBwiiamM TOKyMEHTUPOBAaHUS, YIIPABICHUS

JOKYMEHTAIMEN U UCIIOJI30BAaHUS CUCTEM
AJIEKTPOHHOTO JJOKYMEHTO000pOTa B
rOCYJapCTBEHHBIX U HErOCYAapCTBEHHBIX

OpraHU3aALMIX

dopma
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CUCTEM 3MEKTPOHHOIO AOKYMEHTOO60pOTa B roCyAapCTBEHHBIX Y HEFOCYAAPCTBEHHbLIX OPraHM3aLnsax»
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ZKypHaJ ydyeTa u BbI1a4H NlepbeBbIX ABTOPYYeK, 3alPABJEHHBIX CIIeNHATbHbIMH

YepHUJIaMH

Ne | HaumeHnoBanue | @amuiius u Homxnocts | [ara Hara [Ipumeuanue

IL.Il | CTPYKTYPHOI'O VHULIHAIIBI u damunus | BbIJA4d | BO3BpaT | , OTMETKa 00
MOAPA3ACICHUs], | JOJDKHOCTHOIO | jmna, u au YHUUYTOXKEHU
OCYHIECTBJIAIONL | JIMIIa, MOJIyYMBLIET | pAclMCKa | paclucC | U MEepbeBOU
€ro XpaHeHue OCYILECTBJISION] | O IEPbEBYIO | B Ka B aBTOPYYKH,
MIEPHEBBIX €ro XpaHeHue aBTOPYYKY, | IOJIy4eH | ImpueMe | 3ampaBi€HHO
aBTOPYUEK, MEPbEBBIX 3aIlpaBJICHHY | U1 171
3alpaBIICHHBIX | aBTOpYyYEK, 10 CIleLUaJIbHbI
CIICLIMAJIbHBIMU | 3aIIPABJICHHBIX | CIIELIHAJIbHBI MU
YepHWIAMHU CHEUUaJbHbIMU | MU YEpPHWIAMHU

YEpHUIIAMHU YEpHUJIAMU
1 2 3 4 S) 6 7

®dopmar A4 (210X297)
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K [IpaBunam JOKyMEHTHPOBAHUs, YIIPaBJICHUS
JIOKYMEHTAIME U UCII0JIb30BAHUS CUCTEM
3JIEKTPOHHOI0 IOKYMEHTO000pOTa B
roCy/1apCTBEHHBIX M HETOCY1apCTBEHHBIX

OpraHU3aIMIX
®opma
Ha3BaHUE OpraHU3ALNH
AKT
Ne MecTto n3nanusi (Ha pyccKoOM
(nara) MecrTo n3ganus (Ha WJIM MHOM fI3BIKeE)

roCy/1apCTBEHHOM SI3bIKE)

YrBep:xkaaw HaumeHoBaHue 10/1KHOCTH
PYKOBOAUTE/ISI OPraHU3aALUH
Pacuugposka (inuyHas noanucek) noanucu Jara

IIpuema-nepenaym ne4aTHo-
0/1aHOYHOM

NPOAYKIUH, NTeYaTen,
IITAMIIOB,

MOAJIeKA LM X

3aluTe, CPEACTB 3alUThI
AOKYMEHTOB U



NcTouHnk: MHdopmaumnoHHas cuctema "MAPAIPAD"

HokymeHT: INprkas MuHncTpa KynbTypbl 1 cnopta Pecnybnuku KasaxctaH ot 25 aBrycta 2023 roga Ne
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CraTtyc pokymeHTa: gencraytowmn. Jata: 09.09.2023 r.

PerucTpPanMOHHBIX YYETHBIX
(popm K HUM
OcHoBaHMe: IpUKa3 pyKOBOAUTEII OpraHu3anuu ot (nara) Ne
«O TmpoBeaeHMHM TPOBEPKHU...» (WIM MHOM JOKYMEHT: IIJIaH paboOThl, MOpydYeHHE
BBILLIECTOSIILETO OpraHa u T.1.).
CocraBieH KOMHCCUEH B COCTaBE:
IIpencenarens KOMUCCUU

JIOJDKHOCTh, MHUITUAIBI, (haMUITUS
YjieHbI KOMUCCHUHU:

1.

JOJDKHOCTh, MHUIIHAJIBI, q)aMI/IJII/ISI

2.

JOJDKHOCTb, MHUIIUAJIBI, (1)aMI/IJ'H/I$[

1. Hencrionb30BaHHYIO TIEUYaTHO-0JAHOYHYIO MPOTYKIIHIO, TTOIEKAITYIO 3a1uTe, (OTACIHHO
noBunam) cepun ¢ Ne  moNe B KonM4ecTBe HK3EMILISPOB.
(mudpamu  u
MIPOITHCHIO)
2. AKTBI O BBIICJICHHH K YHHUYTOXXCHHIO MCIIOPYCHHBIX K3EMIUISIPOB ME€YaTHO-OIaHOYHOU
MPOAYKIIMH, TIOJUICKAIICH 3aIuTe

(matel, HOMepa, KOJIMYECTBO IK3EMILISIPOB aKTOB 110 BUJIaM OJIAHKOB)
ITedatu ¢ uzoOpaxxenuem I'ocynapcrsennoro ['epba Pecybnuku KazaxcraH B
KOJIMYECTBE HITYK.
(mdpamMu ¥ TPOMHCHIO)
4. Iramnel ¢ wuzoOpakeHueM [ocymapctBenHoro ['epba PecnyOnuku Kaszaxcran B

KOJINUECTBE HITYK.
(undpamu u
IIPOIHUCHIO)
5. CpencrtBa 3alIUThl JOKYMEHTOB:
HAaUMEHOBAHMSI CPEJICTB 3AIUTHI) B KOJIUYECTBE HITYK.

(mdpamMu U IPOIUCHIO)
6. Peructparmonsslie yaeTHble (pOpMBI:

(BHIBI pETUCTPAIIMOHHBIX YYETHBIX (OPM, UX HOMEpa

M0 HOMCHKJIATYPC A€JI, HOMEpa TOMOB, OaThbl HepBOﬁ U TIOCHEIHEN 3alnucu, KOJU4CCTBO

JICTOB)
CocrosiHre ydeTHOH paboThl C Me4YaTHO-OJAaHOYHOW MPOAYKLMEH, MedyarsMu, IITaMIIaMu,
TIOJTeKATITUMH 3amuTe, " cpencTBaMu 3aIUTHI JIOKYMEHTOB
(oO11ast XapaKTepUCTUKA COCTOSTHUS YU€THON pabOThI)
[Tepenan (a) Pacmmdposka moanucu
(JTM4HAs TOATHNCH)
[Tpunsn (a) Pacmmmdposka noanucu

(JTMYHAS TTOATHNCEH)



NcTouHuk: MHdopmaunoHHasa cuctema "MAPAITPA®"

HokymeHT: Npurkas MuHucTpa KynbTypbl U cnopTa Pecnybnuku KasaxctaH oT 25 aBrycta 2023 roga Ne
236 «O06 yTBepxaeHun MNpaBnn JOKYMEHTUPOBAHUS, yNpaBeHns JOKYMEeHTaUNeN 1 UCMONb30BaHWS
CMCTEM 3NEKTPOHHOIO JOKYMEHTO000pOoTa B rOCyAapCTBEHHbIX Y HErOCY4APCTBEHHbIX OpraHn3aLmsaxy»

CraTtyc pokymeHTa: gencraytowmn. Jata: 09.09.2023 r.

CocraBieH B »sK3eMInIsApe (ax):
1-i1 sx3emrusip: B gene Ne
2 sx3eMIusp: (agpecar)
[Ipencenarens KOMUCCHH MOAMUCH Pacu(POBKA MOITHCH
UneHbl KOMUCCHH MTOJITUCH PacIu(pPOBKa IMTOAUCH
dopmar A4 (210X297)

[Tpunoxenue 22

K [IpaBuiiaM TOKyMEHTHPOBAHUS, YIIPABICHUS
JIOKYMEHTAIME U UCII0JIb30BAHUS CUCTEM
AJIEKTPOHHOTO JIOKYMEHT0000pOTa B
rOCy/IapCTBEHHBIX M HETOCYIaPCTBEHHBIX
OpraHu3aIMsIX

dopma

Ha3BaHUC OpTraHHU3alnun

AKT

(naTa)

MecTo u3nanns (Ha
roCyAapCcTBEHHOM
WM MHOM SI3bIKe)

YrBep:xkaaw HaumeHoBaHue J0KHOCTH PYKOBOAUTEISA

OpraHu3anuu

Pacumpposka (Mu4Has NOANKMCH) MOANHCH
Jlara

O BbIjI€JIEHUH K

YHUYTOKEHUIO

HCIOPYEHHBIX

IK3EeMILIAPOB

Ne4YaTHO-0JIaHOYHOM

NPOAYKIIUH,

noAJIe;KaIIei 3a1uTe
OcHoBaHue: MPUKa3 PyKOBOJUTENSI OpraHu3aiu oT (nata) Ne
«O mTpoBeneHUH TPOBEPKHU..» (WIM UWHOW JOKYMEHT: IUIaH paboThl, MOpyYeHHUe
BBITIIECTOAIIETO OPTaHa U T.1.).
CocTaBiieH KOMUCCHEN B COCTaBE:
[Ipencenarens koMuccuu

JIOJDKHOCTH, MHUITUAIBI, (haMUITHS
YiieHBI KOMUCCHH:



NcTouHuk: MHdopmaunoHHasa cuctema "MAPAITPA®"

HokymeHT: INprkas MuHncTpa KynbTypbl 1 cnopta Pecnybnuku KasaxctaH ot 25 aBrycta 2023 roga Ne
236 «O6 ytBepxaeHun NpaBun OKYMEHTUPOBaHWS, ypaBneHUs AOKYMEHTaLMen 1 NCnofb30BaHms
CUCTEM 3MEKTPOHHOIO AOKYMEHTOO60pOTa B roCyAapCTBEHHBIX Y HEFOCYAAPCTBEHHbLIX OPraHM3aLnsax»

CraTtyc pokymeHTa: gencraytowmn. Jata: 09.09.2023 r.

JOJDKHOCTh, MHHUIIHUAJIBI, q)aMI/IJII/ISI

JOJDKHOCTh, MHHUIIHUAJIBI, q)aMI/IJII/ISI

OToOpaHbl K YHHUYTOKEHHUIO HCIOPYCHHBIC AK3EMIUISIPHI CISAYIONIMX BHUAOB IIEYaTHO-
OJIAHOYHOM MPOAYKITUH, TOJIJISKAIICH 3aIIHTe:

Ne | HaumenoBanue Buna | Cepus u Homepa Konunyectso [Ipumeuanue
IL.I. | I€YaTHO-OJAaHOYHOM | SK3EMILIIPOB HCIIOPYECHHBIX
IIPOJYKLIUH, NEYaTHO-OJAHOYHON | AK3EMIUIIPOB ME€YaTHO-
HOJIeKAIEH IIPOJYKIIMH, 0JIaHOYHOM MPOAYKIUH,
3aIUTE IOAJICKALECH 3aIIUTE | IOAICKALICH 3aIlUTe
1 2 3 4 5
Hroro MCIIOPYEHHBIX IK3EMILISPOB [1€YaTHO-0JIAHOUHOM

(dpamMu ¥ IPOIUCHIO)

NPOAYKINH, MOJIJIEKAEH 3alIUTE.

CocraBieH B sK3eMIuIspe (ax):

1-# sx3emrusip: B aene Ne

2 sx3emIuIsp: (agpecar)

IIpeacenaresb KOMHCCHH Pacumdposka noanucu

(JTMYHAS TTOITUCH)
YjieHbl KOMHCCUU Pacmmgposka nmoanucei
(JIMYHBIC TTOTUCH)

OTMeTKH B JKypHalbl Y4e€Ta W BbIJ@4M I1€YaTHO-OJAHOYHOM MPOIYKIMH, IOJJIeKallei

3aIluTe, BHECEHBI, HCIIOPYCHHBIE AK3EMILISAPHI B KOJIM4ECTBE

(mdpamMu ¥ IPOIUCHIO)
YHUUYTOXEHBI IyTEM

(BUI YHHUTOKEHUS)
HaumeHnoBaHue NOIKHOCTH Pacmm¢poBka nognucu
(JInyHast MOAMKCH)

Hara
®opmar A4 (210X297)

ITpunoxxenne 23

k [IpaBuiaM JOKYMEHTHUPOBAHUS, YIIPaBICHUS
JOKYMEHTAIMEN U UCII0JIb30BAHUS CUCTEM
3JIEKTPOHHOIO IOKYMEHTO000pOTa B
roCy/1apCTBEHHBIX M HETOCY1apCTBEHHBIX
OpraHHu3aIUsIX

dopma




NcTouHuk: U

HdopMaunoHHasa cuctema "TIAPAIPA®"

HokymeHT: INprkas MuHncTpa KynbTypbl 1 cnopta Pecnybnuku KasaxctaH ot 25 aBrycta 2023 roga Ne
236 «O6 ytBepxaeHun NpaBun OKYMEHTUPOBaHWS, ypaBneHUs AOKYMEHTaLMen 1 NCnofb30BaHms
CUCTEM 3MEKTPOHHOIO AOKYMEHTOO60pOTa B roCyAapCTBEHHBIX Y HEFOCYAAPCTBEHHbLIX OPraHM3aLnsax»

(nara)

MecTo u3aanus (Ha
rocy1apCcTBeHHOM
WJIM MHOM fI3BbIKeE)

O BbIIeJIEHNH K

YHHUYITOKCHUIO

neyareii M ITAMIIOB,
MOAJIeKAIUX 3aIUTe

OcHoBaHue: MPUKa3 PyKOBOAUTENS OpraHu3auu ot (narta) Ne
«O 1OpoBeNEHUH IPOBEPKH...»

BBIIIECTOAILECTO OpPTraHa u T.1.).
CocraBiieH KOMUCCHEN B COCTaBE:

[Ipencenarens koMmuccuu

CraTtyc pokymeHTa: gencraytowmn. Jata: 09.09.2023 r.

Ha3BaHUEC OpraHHU3alllun

AKT

YrBep:xknaw HaumeHoBaHue 1015KHOCTH
PYKOBOJUTEJISl OPraHU3ALMHU

Pacuugposka (inuHas
Jlara

MOJANUCH) MOANUCH

(umu  WHOW JOKYMEHT: TIUIaH paboThl, MOpyYeHUE

JOJDKHOCTBh, HHHUIIUAJIBI, (baMI/IJ'H/IS{

YsieHbI KOMUCCHUU:

1.

2.

JOJIDKHOCTB, (1)aMI/IJ'II/I$[, HWHUIINAJIbI

JIOJKHOCTb,

WHULIAAIBI, pamMuIus

OTO6paHI)I K YHUYTOXKCHUIO CIICAYIOMHNE NICYATH W IITAMIIBI, IMMOJIC)KAIIUC 3alIUTC:

Ne ..

HanmenoBanue

KomanuectBo

IIpumeyanue

1

2

3

4

CocraBneH B AK3eMILISApE (axX):
1-# sx3emmusip: B aene Ne 2 sx3eMrusip: (agpecar)

IIpencenaresib KOMUCCUH

(JIu4yHAst TOANHNCH)

YeHbl KOMHCCHH

(JIMYHBIE TTOJTUCH)
OTMETKH B )KypHaJl BHECEHBI, [IEYATH U IITAMIIbI, [IOUIEXKAIINE 3aLUTE, B KOJIUYECTBE

(unpamu 1 MPONHUCHIO)

HaumMeHoBaHue J0JKHOCTH

Hara

LITYK YHAYTOKEHBI ITyTEM

Pacun¢poska noanucu

Pacumm¢pposka noanucei

(BU YHHUUTOKEHUS)

(TMYHAs! TOATHCH)

Pacmmgposka noanucu

®opmar A4 (210X297)



NcTouHuk: MHdopmaunoHHasa cuctema "MAPAITPA®"

HokymeHT: Npurkas MuHucTpa KynbTypbl U cnopTa Pecnybnuku KasaxctaH oT 25 aBrycta 2023 roga Ne
236 «O06 yTBepxaeHun MNpaBnn JOKYMEHTUPOBAHUS, yNpaBeHns JOKYMEeHTaUNeN 1 UCMONb30BaHWS
CMCTEM 3NEKTPOHHOIO JOKYMEHTO000pOoTa B rOCyAapCTBEHHbIX Y HErOCY4APCTBEHHbIX OpraHn3aLmsaxy»

CraTtyc pokymeHTa: gencraytowmn. Jata: 09.09.2023 r.

[Tpunoxxenue 24
K [IpaBunam JOKyMEHTHPOBAHUs, YIIPaBICHUS

JOKYMEHTAIMEN U UCII0JIb30BAHUS CUCTEM
3JIEKTPOHHOI0 IOKYMEHTO000pOTa B
rOCy/IapCTBEHHBIX M HETOCY1apCTBEHHBIX
OpraHu3aLusIX

(nara)

MecTo n3aanus (Ha
rocy1apcTBeHHOM

HJIA UHOM A3bI

O BbIICJIEHNH
YHHUYTOKEHHUIO

Ke)

Ha3BaHUC OpraHu3allun

AKT

YTBepmam HaumeHnoBaHue D0JKHOCTH

PYKOBOAMUTEJIA OPraHvu3aluu

PacmmmgpoBka (iM4yHasg mOANKUCH) MOANUCH

Jlara

K

CPEaACTB 3alIUThI

AOKYMEHTOB

OcHoBaHue: MPUKa3 PyKOBOAUTENS OpraHu3auu ot (nata) Ne
«O TOpoBeNEHUH IPOBEPKH...»

BBIIIECTOAIIECTO OPTaHa U T.1.).
CocTaBiieH KOMUCCHEHN B COCTaBe:

[Ipencenarens koMuccun

®dopma

(MM WMHOW JTOKyMEHT: IUIaH paboThl,

JOJKHOCTh, UHULIUAMBI, (PaMIIIUS,

YrieHbI KOMUCCHUU:

1.

2.

JIOJDKHOCTh, MHUITUAIBI, (haMUITUs

JOJIXKHOCTh, MHUITHUAJIBI, (1)aMI/I.]'II/I${
OTO6paHBI K YHUYTOKCHUIO CIICAYOIHNEC BUABI CPCACTB 3allIUThI JOKYMCHTOB!

NOpy4YEHUE

Ne .. HanmenoBanue KommuecTso [Ipumeyanue
1 2 3 4
CocrapiieH B IK3eMITIsIpE (ax):

1-i1 sx3emmsip: B nese Ne
2 sx3emIuisp: (aapecar)



NcTouHuk: MHdopmaunoHHasa cuctema "MAPAITPA®"

HokymeHT: Npurkas MuHucTpa KynbTypbl U cnopTa Pecnybnuku KasaxctaH oT 25 aBrycta 2023 roga Ne
236 «O06 yTBepxaeHun MNpaBnn JOKYMEHTUPOBAHUS, yNpaBeHns JOKYMEeHTaUNeN 1 UCMONb30BaHWS
CMCTEM 3NEKTPOHHOIO JOKYMEHTO000pOoTa B rOCyAapCTBEHHbIX Y HErOCY4APCTBEHHbIX OpraHn3aLmsaxy»

CraTtyc pokymeHTa: gencraytowmn. Jata: 09.09.2023 r.

IIpencenaresib KOMUCCUH PacmmmgpoBka noanucu
(JInyHAsI TOANKCH)
YyieHbl KOMHUCCUM PacmmmdpoBka noanucei
(JINYHBIE TIOJTTUCH)
OTMmeTKH B )KypHaibl yueta No  BHECEHbBI, CPEJICTBA 3aIIUTHI JOKYMEHTOB YHHUUTOKEHBI
yTeM

(BUIBI YHUYTOXKEHUS )
HauMeHoBaHHe JO:KHOCTH Pacummgposka noanucu
(JTMYHAs TTOATIUCH)

Hara
®dopmar A4 (210X297)
[Tpunoxxenue 25
K [IpaBuiiamM TOKyMEHTUPOBaHUS, YIIPABICHUS
JIOKyMEHTAIMEN U UCIIOJIb30BAHUS CUCTEM
AIIEKTPOHHOTO JJOKYMEHTO000pOTa B
roCyJapCTBEHHBIX U HETOCYAapCTBEHHBIX
OpraHu3alMsIX
®opma
Ha3BaHUE IrOCYAapCTBEHHOM OpraHu3aluu
AKT
Ne
(nara)
MecTo u3nanus (Ha
rocy1apcTBeHHOM

WIH MHOM fI3bIKeE)

YrBepxkaaw HanmeHoBaHMe JOJIKHOCTH
PYKOBOIUTEJISAA OPraHU3aluu
PacmugposBka (M4Hasi MOANKUCH) MOANMUCH
JlaTa

O BbIJIEJIEHUH K

YHHUYTOKEHHUIO

HEHCI0JIb30BaHHOM

ne4aTHo-0JIaHOYHOI

NPOAYKIIUH,

noaJjie;kanie 3amurTe
OcHoBaHue: MPUKa3 PYKOBOAUTENS OpraHu3amnuu ot (nata) Ne
«O TpoBeNeHUH TMPOBEPKH...» (WIM WHOW JOKYMEHT: TIUIaH paboThl, MOpyYeHUE

BBITIIECTOAIIETO OPTaHa U T.1.).

CocraBieH KOMHCCHEH B COCTaBeE:




NcTouHuk: MHdopmaunoHHasa cuctema "MAPAITPA®"

HokymeHT: INprkas MuHncTpa KynbTypbl 1 cnopta Pecnybnuku KasaxctaH ot 25 aBrycta 2023 roga Ne
236 «O6 ytBepxaeHun NpaBun OKYMEHTUPOBaHWS, ypaBneHUs AOKYMEHTaLMen 1 NCnofb30BaHms
CUCTEM 3MEKTPOHHOIO AOKYMEHTOO60pOTa B roCyAapCTBEHHBIX Y HEFOCYAAPCTBEHHbLIX OPraHM3aLnsax»

CraTtyc pokymeHTa: gencraytowmn. Jata: 09.09.2023 r.

[Ipeacenarens KOMUCCHH
JOJKHOCTh, HHUIIAAJIBI, (PaMILTUS

YjieHbI KOMUCCHUHU:
1.

JIOJDKHOCTB, MHULUAIIBL, (haMUJITUS
2.

JOJDKHOCTh, MHULUAIIBL, (haMHIIUs
OTOoOpaHbl K YHUYTOKEHHUIO YTPATHBILHUE B CBA3H

(JIukBMAaLUeEH, peopraHu3aleil) (o¢punmanbHOE HAMMEHOBAHUE

IPAaKTUYECKOE 3HAYCHUE CIICAYIOLINE BUIbI
rocyJapCTBEHHOTO opraHa (Opranu3aium)

HEHCII0JIb30BAaHHOM NeYaTHO-0J1aHOYHON MPOTYKIIMHU:

Ne | HaumenoBanue Buga | Cepust u Homepa Konungectso [Ipumeuanue
IL.I. | I€YaTHO-0JaHOYHOM | HK3EMIUISIPOB [1€4aTHO- HEHUCIOJIb30BaHHBIX
IIPOTYKIIUH OJIAHOYHOH MPOIYKIINHU JK3EMIUISIPOB
1 2 3 4 5
Hroro HEHCII0JIb30BaHHBIX IK3EMIUISPOB [1€4aTHO-0JIaHOYHOMN

(g paMu 1 TPOTHCHIO)
MPOAYKLIMH, MOUJIeKAILIEH 3aLUTE.
IIpeacenaresb KOMHCCHH Pacuu¢poska noanucu
(JTMYHAS TTOITUCH)
YjieHbl KOMHCCUU Pacmmgposka noanucei
(JTMYHBIE TOITHCH)
OTMeTKH B )KypHaJIbl yueTa 1 BbIAUU M€YaTHO-0JaHOYHON MPOAYKIIMA BHECCHBI,
HEHUCII0JIb30BAHHBIE FK3EMIUISPBI B KOJIMYECTBE BECOM KT
(tmudpamMu 1 IPOIUCHIO)

YHUUYTOKEHBI ITyTEM
(BUI yHUUTOXKEHUS)
HaumeHoBaHue 10/KHOCTH Pacummgposka noanucu
(JIu4yHAst TOANHNCH)

ara
®opmar A4 (210X297)

[Tpunoxxenune 26

k [IpaBuiaM JOKYMEHTHUPOBAHUS, YIIPaBICHUS
JOKYMEHTAIMEN U UCITOJIb30BAHUS CUCTEM
JIEKTPOHHOIO JOKYMEHTO000pOTa B
rOCyIapCTBEHHBIX M HETOCYIapCTBEHHBIX
OpraHHu3aIUsIX

dopma

OdnunaabHoe HAUMEHOBAHUE OPraHU3ALMHT
HOMEHKJIATYPA JEJI



NcTouHuk: MHdopmaunoHHasa cuctema "MAPAITPA®"

HokymeHT: INprkas MuHncTpa KynbTypbl 1 cnopta Pecnybnuku KasaxctaH ot 25 aBrycta 2023 roga Ne
236 «O6 ytBepxaeHun NpaBun OKYMEHTUPOBaHWS, ypaBneHUs AOKYMEHTaLMen 1 NCnofb30BaHms
CUCTEM 3MEKTPOHHOIO AOKYMEHTOO60pOTa B roCyAapCTBEHHBIX Y HEFOCYAAPCTBEHHbLIX OPraHM3aLnsax»

CraTtyc pokymeHTa: gencraytowmn. Jata: 09.09.2023 r.

Ne
(gata) (uHzexc)
r | YrIeepxiaw
Ha roa HamveHOBaHHE JODKHOCTH
PVKOEOJHTEIA OPTaHH3AIHH
(mmuuHag mogmHEce) PacmEdpoEka
TIOAITHCH
Hata
HNupexc | 3aromoBok KonnuectBo Cpok xpaHeHus aena (Toma, [Ipumeuanue
nena neina (Toma, neln (TOMOB, 4acTH) U HOMEP MyHKTA 110
YaCTH) JacTei) TIePEYHIO
1 2 3 4 5)
HaumeHoBaHHe J05KHOCTH PYKOBOTUTES PacmmmdpoBka

cayxonl JOY (JIMyHas TOATHCH)
MOJIKUCH /1aTa
CornacoBana CornacoBana
nporokoiom L[OK npotokosom DMK
(3K)
OpraHuzaluu rOCyJIapCTBEHHOT'O aPXUBHOTO YUPEKACHUS
(1aTa u HOMED (1aTa u HOMep MPOTOKOJIA)
IIPOTOKOJIA)

Hrorosas 3anuce 0 KaTeropusx U KOJIUYECTBE JIEII,
3aBEJICHHLIX B

roay

ITo cpokam xpaHeHus

Bcero | B Tom uncne

MEePEXOAANIUX

¢ otMeTKOM «IITK»

IlocTostHHOTO

Bpemennoro (cBbime 10 net)

Bpemennoro (10 10 et BKIIIOUUTENBHO)

Hroro:

I{aHMeHOBaHHeHOHﬂﬂHNHTIpyKOBOHHTeHﬂ

HanmeHoBaHMe 10/ZKHOCTH Pa00THHKA,
IIepEAABLIETO CBEACHUS

Pacuu¢poska

ciyx0b1 JIOY noanucu (JudHas NOANUCH) 1aTa
HTorosele cBeEHNS IEPEAAHBI B ADXUB OPTaHU3ALINH.

Pacumdposka

oAU CH

(JIyyHas MOAMNKCH) AaTa

®opmar A4 (210X297)

[Ipunoxenne 27



NcTouHuk: MHdopmaunoHHasa cuctema "MAPAITPA®"

HokymeHT: Npurkas MuHucTpa KynbTypbl U cnopTa Pecnybnuku KasaxctaH oT 25 aBrycta 2023 roga Ne
236 «O06 yTBepxaeHun MNpaBnn JOKYMEHTUPOBAHUS, yNpaBeHns JOKYMEeHTaUNeN 1 UCMONb30BaHWS
CMCTEM 3NEKTPOHHOIO JOKYMEHTO000pOoTa B rOCyAapCTBEHHbIX Y HErOCY4APCTBEHHbIX OpraHn3aLmsaxy»

CraTtyc pokymeHTa: gencraytowmn. Jata: 09.09.2023 r.

K [IpaBuiaM JOKYMEHTUPOBAHUS, YIIPaBICHUS
JIOKyMEHTAIMEN U UCIIOJIb30BAHUS CUCTEM
AIIEKTPOHHOTO JJOKYMEHTO000pOTa B
roCyJapCTBEHHBIX U HETOCYAapCTBEHHBIX

OpraHU3aIMIX
®dopma
JIMCT-3ABEPUTEJIb JEJIA
®ona Ne Omuce Ne JHeno Ne
B neno noammro u npoHyMepoBaHO JucT (OB), B TOM YHCIIE:

nutepHbie Ne TucToB

MMPOMYIICHHBIC Ne nucros

MMPOHYMCPOBAHHLIC YN CTBIC JIMCThI

JIUCTOB BHYTpeHHeﬁ OIINCH

YureHo JOKYMCHTOB B BUC BIOKEHUN U HpI/IJ'IO)KeHI/If/'I, HEC IOAJICI)KAIIMX HyMCpaluu

PASHOBUAHOCTHU JOKYMCHTOB U UX KOJ'II/ILIGCTBO)

OcoGennoctu hopmMupoBanus, 0popmMiIeHUs, (PU3MUECKOTO COCTOSIHUS U yueTa

10

KYMEHTOB JIeJIa

No

JIUCTOB

2

OO\ N B W=

\O

13

14.
15.
16.
17.

. Bporitops! 1 MHbIE NeYaTHbIe U3AAHUS
. JIucroBkH

. Beipe3ku u3 razer

. OTKpBITKH

. KonBeptsl

. Mapku no4roBsle

. Mapku repOoBbie

. lITemrienu moYTOBEIE U MHBIE

. CnenanbHble TOYTOBBIE OTMETKU

10.
11.
12.

CypryuHble, MaCTHUHBbIE [1€4aTH

DOTONOKYMEHTBI

KapTsl, nianbl, yepTexu U WHas HayYHO-TEXHUYECKask JOKYMEHTAIUs
. PucyHkwu, rpaBropsl, akBapenu

ABTorpadsl BUJIHBIX AesTeneit

CKJIeeHHBIE JTUCTHI

VYTpara yactu JI1UCTOB

Yracaromui TeKCT

HanmenoBanue Pacmmdpposka

JOJIZKHOCTH nmoaANMMucCHu
JIMua, (JTMYHAs MOAMNKUCH) JaTa
3al0JIHMBLIET 0

JIUCT-

3aBepUTE/Ib

aena




NcTouHuk: MHdopmaunoHHasa cuctema "MAPAITPA®"
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IIpumeyanue.

1. Jluct-3aBeputenb coCTaBisieTCs AJs ydeTa KOJMYeCTBa JIMCTOB B Jelie U (puxcanuu
0COOEHHOCTEHN UX HyMEpalHH.

2. JlucT-3aBeputenb COCTaBISETCS HAa OTACIBHOM JIMCTE (JIMCTaxX) W MOJIIMBACTCS B KOHIIE
Jena.

3. B nucre-3aBepurene yka3piBaeTcs HU(PpaMu U IPOMUCHIO0 KOJMYECTBO MPOHYMEPOBAHHBIX
JUCTOB JieJla U OTHAENbHO, uepe3 3Hak '"+" (IUII0C), KOJUYECTBO JIMCTOB BHYTPEHHEH omnucu
JIOKYMEHTOB JiejIa.

4. B nucre-3aBepUTENe OTMEYAIOT CIEAYIONINE OCOOCHHOCTH HyMepaiuu, opopMmieHus u
(bU3NYECKOr0 COCTOSHUS JOKYMEHTOB Jiefa:

1) cpeactBa mouToBOrO OOpamieHUs] (MapKu BCEX BHJIOB, KOHBEPTHI, OTKPHITKH, OJAHKH,
IITEMIIEITH, IITAMITBI, TUIOMOBI);

2) mevyaty U uX OTTUCKH;

3) aBTorpadpl BHAHBIX TOCYIAapCTBEHHBIX U OOIIECTBEHHBIX HAesTeNel, NesTenell Hayku,
TEXHHUKHU U KYJIbTYPHI;

4) HOTOIOKYMEHTHI;

5) pUCYHKH, TPaBIOPBI U aKBAPEIIH;

6) kpynHohOpMaTHbIE JOKYMEHTHI,

7) CKJICCHHBIE JINCTHI, TOBPEKICHUS JOKYMEHTOB;

8) NUCTHI ¢ HaKJIeeHHBIMU (oTOorpadusiMu, TOKYMEHTAMU;

9) KOHBEPTHI C BIOKEHUSAMH M KOJIMYECTBO BIOKEHHBIX B HUX JIUCTOB (MPEIMETOB);

10) MOKyMEHTBI, UMEIOIINE CAMOCTOATEIbHYI0O HyMEpaluio (B TOM YHUCle U TUnorpadckue
MaTepHuaibl), U KOJIMYECTBO UX JINCTOB (CTPAHMII).

5. Ecnu Ha oIHOM JTUCTE /IeTia UMEEeTCsl HECKOJIBKO 0COOEHHOCTEH opopmIleHUs TOKYMEHTa,
TO B rpade 2 Jmcra-3aBepuTelis MPOCTABISETCS HOMED 3TOTO JIMCTA MPOTHB KAKIOW IMO3HUIIAN
rpagsr 1.

6. Ecii B TOKyMEHTE Ha OJTHOM JIUCTE HMEETCsI HECKOJIBbKO MapOK W MHBIX MaTEePHAJIOB, TO B
rpade 2 B ckoOKkax mocje HoMepa JIHCTa Jella yKa3bIBaeTCs UX KOJINYECTBO.

7. Ecnu B ene MMeroTcsl IpeaMeThl, HyMepalus KOTOPhIX HEBO3MOKHA HU3-3a2 OCOOEHHOCTEH
MaTepuaina, U3 KOTOPOTO OHHU HCIIONHEHBI (CTEKJO, MeTalll, TKaHb W HHbIE), TO B rpade 2
YKa3bIBAIOTCS HOMEPA JINCTOB, MEXKIY KOTOPBIMH HAXOIUTCS JTAHHBIA MTPEIMET.

8. Bce mocnenyrome M3MEHEHUS B COCTaBE M COCTOSHMM Jena (MOBPEXKICHHE, 3aMeHa
MOJIJTMHHBIX JJOKYMEHTOB KOIHSIMH, PUCOSTUHEHIE HOBBIX JJOKYMEHTOB) OTMEUAIOTCS B JINCTE-
3aBEpUTENIE CO CCHUIKOW HA COOTBETCTBYIOIIUH aKT.

9. JIuct-3aBepuTeNb HE HyMEPYETCS.

®opmar A4 (210X297)
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K [IpaBunaM JOKYMEHTHPOBAHUS, YIIPaBICHUS
JOKYMEHTAITUEeH 1 MCIIOIb30BaHMS CHCTEM
AIIEKTPOHHOI'0 IOKYMEHTO00O0pOTa B
TOCYJapCTBEHHBIX U HETOCYIapCTBEHHBIX
OpraHu3aIusIX

dopma
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BHYTPEHHSS OITUCH
JOKYMEHTOB /ies1a Ne
Ne | lenonponsBoacTBeHHsld | Jlara 3aroyioBoOK Homepa [Ipumeuanue
/0 | UHJEKC JOKYMEHTA | JTOKyMeHTa JIMCTOB JIeNIa
1 |2 3 4 S 6
Hroro JHMCTOB JOKYMEHTOB

(mmdpamMu 1 TPOIUCHIO)
KomnnuecTBo TUCTOB BHYTpPEHHEH OMUCH

(mdpaMu ¥ TPOTTUCHIO)

HanmenoBanue 10/KHOCTH IULA,
3aIlOJTHUBILETO BHYTPEHHIOIO onuch PacimdpoBka

AOKYMCHTOB JI€JIa

IIoAIIMCHU

(JIMyHas MOAMMCH) AaTa

®dopmar A4 (210X297)
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K [IpaBunaMm JOKyMEHTHPOBAHUS, YIIPaBICHUS
JOKYMEHTAIEeH 1 MCIIOIb30BaHMS CUCTEM
AIIEKTPOHHOTO IOKYMEHTO000pOTa B
TOCYJapCTBEHHBIX U HETOCYIapCTBEHHBIX
OpraHu3aIusIX

dopma

Onuce /1eJ1 CTPYKTYPHOI0 NOJApAa3aejieHUs OPraHu3alun

Od¢unmanbHOC HAUMEHOBAHKE
CTPYKTYPHOTO TOJIpa3/ieNICHUs

YT1Bepxaaro
HanmenoBanue noimkHOCTH

OpraHu3aIu CTPYKTYpPHOTO MOApa3IeIeHU
PacmmgpoBka
(JTnyHAast MOAMKCH) MOJITUCH

Hara

Onucp Ne 3a roj (bl)
Ne | Unpexc | 3aronoBok | Kpaitnue Cpox KomnuecTso [Ipumeuanue
n/o | nena nena (Toma, | JaThl XpaHEHUs JHUCTOB B JI€e

YacTH) (TOMe, yacTH)
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(ToMma, nena (Toma,
4acTH) 4acTH)
1 2 3 4 3) 6 7
B naHHyr onuch BHECEHO gen ¢ Ne mo Ne | B ToM

qHCIe:
(mdpaMu ¥ TPOTHCHIO)
JUTEPHBIC HOMEpa:
MIPOIYIIIEHHBIC HOMEpa!
HanmeHoBaHME JOIDKHOCTH Pacmmgposka
COCTABHTEJSI OTIHCU MOJMTUCH
(JTMYHAs TTOITUCH)

nara

PykoBonuTens ciyk0b1 PactmmdpoBka

A0V MTOITUCH
(JTMYHAs TTOATIHCH)

nara

PaboTHuk Pacmmmdposka

apXuBa OpraHU3AIIH TTOIITUACH
(JTMYHAS TTOATIHCH)

nara
IIpumeuanwue.
B onmcu nien mocTossHHOTO XpaHeHusl rpady S He 3aMOIHSIOT.
®dopmar A4 (210X297)
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Kk [IpaBuiaM JOKyMEHTHPOBAHMUS, YIIPABICHHUS
I[OKYMCHTaHHCﬁ " UCIIOJIBb30BaHUA CUCTEM
3IIEKTPOHHOTO JOKYMEHT0000pOTa B
TOCYAAapCTBCHHBIX U HETOCYAAPCTBCHHBIX
OpraHHM3anusIxX

dopma

YT1Bepxaaro

(HaMMEHOBaHUE OpPraHU3alNN)

(HaI/IMeHOBaHI/Ie JOJIPKHOCTHU
PYKOBOAMTEIIS CTPYKTYPHOTO
MOApa3AeNICHUs] OPTaHU3AIIH )

(HamMeHOBaHUE CTPYKTYPHOTO
MoApa3iesieHUsl OpraHu3aIuun)

(MHULIMATBL, (haMUITHS)
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(mara)
Onucep
Ne
3JIEKTPOHHBIX J1eJ1
(HAaMMeHOBAaHUE KATErOPHH JeJ1) 3a roja
No | Munexc Hazpanue | Kpaiitnne | Komudect | O0bem Cpoxk [Ipumeua
n/ | aMeKTpoHH | pa3nena, JIaThI BO JIOKYMEHT | XpaHEeHHs | HHE
I | oro gena 3aroJIOBOK | AJIEKTPOHH | JOKYMEHT | OB B DNeKTpoH
DNEeKTPOHH | Oro jena OB B AJIEKTPOHH | oro nema*
oro jena 3JEKTPOH | OM BHJIE
HOM JieJie | DJIEKTPOHH
0ro jeina
1 ]2 3 4 5 6 7 8
B nannyro onuck BHECEHO
3JIEKTPOHHBIX Je1 C No 1o Ne

(HaI/IMeHOBaHI/Ie JOJIDKHOCTH,

q)aMI/IJ'II/IH 1 MHUIKAJIBI COCTAaBHUTCIIA OHI/ICI/I)

(mara)
CornacoBano™**
[IpoTtokon 3acenanusa DK

(HaMMEHOBaHUE CTPYKTYPHOTO MOIpa3/IeIICHNs)
Ne

Hepez[an QJICKTPOHHBIX ACII.

(HaMMEeHOBaHUE TOJDKHOCTHU, (DaMUIIHsI U MHUITUAIBI paOOTHUKA,
MepeIaBUIero 3JIEKTPOHHBIE J1eNa)

(mara)

HpI/IHSIJ'I OJICKTPOHHBIX OCII.

(HaMMEHOBaHUE TOJKHOCTH,
q)aMI/IJ'II/ISI 1 MHUIIUAJIbI
paboTHUKA apXUBa OpraHU3AIIHH,
MIPUHSBIIIETO JIEKTPOHHBIC JIENa)

(mara)

* I'paca 7 He opopMisieTcss B OMUCAX JEJT MOCTOSTHHOTO XPaHEHHS.
** Odopmnsercs npu Hanuuuu IK cTpyKTypHOTO TOpa3AeeHusl.
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[Tpunoxenne 31

K [IpaBuiaM JOKYMEHTUPOBAHUS, YIIPaBICHUS
JIOKyMEHTAIMEN U UCIIOJIb30BAHUS CUCTEM
AIIEKTPOHHOTO JJOKYMEHTO000pOTa B
roCYJapCTBEHHBIX U HETOCYAapCTBEHHBIX

OpraHu3anuiax

®dopma

Yr1Bepxaaro

(HaMMEHOBaHUE OpPraHU3aLNN)

(HaMMEHOBaHUE JIOJDKHOCTH
PYKOBOJIUTEIS] OPraHU3aI|H)
(wHAIMANEL, hamMuas) (1ara)

No

(MecTO cocTaBIeHUS)

I'PA®UK
NMpueMa 3JIeKTPOHHBIX /1eJI B ApXUB OPraHU3auuu
B roay

Ne | HaumenoBanue opranuzanuu | Cpok HaunmenoBanue n01mKHOCTH, [Ipumeuanue
/T | — ICTOYHHKA npueMa | MHUIHANIb, (haMuTus JIHIla,

KOMILIEKTOBaHUS apXuBa U OTBETCTBEHHOIO 3a Mepeaavyy

(W) CTPYKTYPHOTO 3JIEKTPOHHBIX J€J1 B apXHB

MO/Ipa3/ieJICHUs OpraHu3aluu OpraHu3alyu
1 2 3 4 5)

(HaMMEHOBaHUE TOJKHOCTH, (PaMUIIUS U HHULIUAIBI
PYKOBOJUTENS apXHUBa OpraHU3aINH
(J1ua, OTBETCTBEHHOIO 32 apXUB OpraHU3aI1H)

(mara)

[Tpunoxenne 32

k [IpaBriiaM TOKyMEHTUPOBAaHUS, YIIPABICHUS
JOKYMEHTAIMEN U UCIIOJI30BAaHUS CUCTEM
AJIEKTPOHHOTO JJOKYMEHTO000pOTa B
rOCYJapCTBEHHBIX U HErOCYAapCTBEHHBIX

OpraHU3aALMIX
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dopma
BHYTpeHHSISI ONIUCH TOKYMEHTOB B 3J1eKTPOHHOM BH/I€ 3JIEKTPOHHOIO0 Aeja Ne
Ne | Hara 3aroyioBoOK Komnyects | O6muit | OGmas [Ipumeuanu
1/ | mokymeHTa B | JOKyMeHTa B | 0 00BEKTOB | 00beM KOHTPOJIbHAS e
I | 9JIEKTPOHHO | AJIEKTPOHHO | XpaHEHUs 00BEKTOB | XapaKTEPUCTHK
M BHJIC M BHJIC (daitnos) XpaHeHH | a
B
(6aifTax)
1 |2 3 4 5 6 7
Uroro: JOKYMEHTOB B 3JIEKTPOHHOM BHJIE,

00BEKTOB XpaHEHMUSI.
OO6mwmit 00beM 00BEKTOB XpaHEHUS AICKTPOHHOTO Jeia

(HauMeHOBaHUE JOJIKHOCTH JIUIIA, (vHUIMATBI, (DAMUITHS)
COCTaBHUBIIIETO BHYTPEHHIOO ONUCHh  (1aTa)

JOKYMEHTOB B JICKTPOHHOM BUJIC

3JIEKTPOHHOTO JIeJIa)

[Tpunoxxenue 33

Kk [IpaBuiamM JOKyMEHTHPOBAHHUS, YIIPABICHUS
I[OKYMGHTaHI/Ieﬁ U UCIIOJIb30BaHUA CUCTEM
AIIEKTPOHHOTO IOKYMEHTO00O0pOTa B
TOCYAAapCTBCHHBIX U HETOCYAAPCTBCHHBIX
OpraHu3aIusIX

dopma

AKT npuemMa-nepeaaydm 3JIeKTPOHHBIX JOKYMEHTOB U JieJ ciay:k0b1 IOY opranusanumn

Odunmansaoe YT1Bepxaaro
HalMEHOBaHUE HaumeHoBaHMe JOKHOCTH
OpraHu3anuu PYKOBOJIUTEIISI OPTaHU3AIIH
PacmmugpoBka
(JInynast moanuch) NoANUCH
ara
AKT Ne

O npueme-nepenaye 3J1eKTPOHHBIX JOKYMEHTOB

nepenain (a), a pUHI (a),
(pamunus ¥ MTHUIIMATIBI) (pamunvsg ¥ UHUITHATIB)
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AJIEKTPOHHBIE JOKYMEHTHI 32 rOJIbl U PETUCTPAIIMOHHBIC KAPTOUKH K HUM:

Ne | Unnexc Komnuects | Konnuect Craryc O6bvem Cpoku
1/ | 3JIEKTPOHH | O BO (haiiyioB DIIEKTPOHHOMH aMsTH XpaHEHU
n | bIX ANEKTPOHH 1UppOBOM NOANKCH | SIEKTPOHH | 5

JOKYMEHTO | BIX nannuu | OTcyTeTBYy | BIX (aiinos

B JIOKYMEHTO e eT

B
1 |2 3 4 5 6
I

Hrtoro npunaro:

1) AJIEKTPOHHBIX JTOKYMEHTOB.
(mdpamMu ¥ IPOITHCHIO)

CocTosiHHE AJIEKTPOHHBIX JOKYMEHTOB

(oO1ast xapaKTepUCTUKA COCTOSIHUS )

[Tepenan (a)
(anexTpoHHas U(POBAsT MOIIHCH) MU (TTOITUCH)
[Tpunsin (a)
(anexTpoHHas (poBast MOAMKCH) WITH (TIOIIHCH)




