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O BHeceHMH m3MeHEHHH B moctaHoBieHue IlpaBuTenscrBa Pecmy6imku Kasaxcran ot
19 centa6ps 2018 roma Ne 575 "O6 yrBepxnenuu IIpasun npreMa, XpaHeHHUS, yJeTa 0
HCIIONB30BaHuA oKyMeHTOB HanporamsHOro apxuBHOrO (JoHIA M APYTHX apXUBHBIX
JIOKyMEHTOB BEZJOMCTBEHHBIMH M YaCTHHIMHM apXUBaMH"

YTpaTuBmmii camy

[ToctanoBnenue I[IpaBurensctBa Pecnyonuku Kazaxcran ot 29 mapra 2022 roga Ne
173. Yrpatuno cuity nocraHoBieHueM lIpaBurensctBa Pecniyonuku Kazaxcran ot 11
cenTsiopst 2023 roma Ne 780.

Cnocka. Ytpatuno cuiny nocranosienuem [IpaBurensctBa PK oT 11.09.2023 Ne
780 (BBOAUTCS B JICHCTBUE 0 UCTCUCHUU JIECATH KaJCHIAPHBIX JHEH MOCIE JIHS €Tro
MepBOro 0(hUIMAILHOTO OMYOIMKOBAHNSA).

[TpaButensctBo PecnyOnuku Kazaxcran [IOCTAHOBJIAET:

1. Buectu B moctanoBienue [IpaBurenscrBa Pecny6onuku Kazaxcran ot 19
cenTsa0ps 2018 roga Ne 575 "O06 yrBepxaenuu llpaBun npuema, XxpaHeHus, yueTa u
UCIIOJIb30BaHUs IOKYMEHTOB HarmoHanbHOTro apXuBHOTO (QOHAA U JPYTHUX apXUBHBIX
JIOKYMEHTOB BEJJOMCTBEHHBIMH M YaCTHBIMH apXHUBaMu'" CJICAYIOIINE U3MEHEHUS:

npeamMOyITy U3JIOKHUTH B CIEYIONIEH pelaKIIiu:

"B coorBercTBUU ¢ noanyHkToMm 3) nmyHkTa 1-1 crateu 18 3akona PecmyOnuku
Kazaxctan "O namumonanbHoM apxuBHOM (ouae u apxubax" IIpaBUTEIBCTBO
Pecnyonmnku Kazaxcran IIOCTAHOBIJIAET:",;

[IpaBuna mpuema, XpaHEHUs, ydye€Ta U HCIOJb30BaHUA JOKYMEHTOB
HamuonaneHoro apxuBHOro ¢OHAAa U JPYTUX APXUBHBIX JOKYMEHTOB
BEJOMCTBEHHBIMM UM YaCTHBIMU apXHUBAMU, YTBEPKICHHBIC YKa3aHHBIM
MOCTAHOBJIEHUEM, HW3JIOKUTh B HOBOW pPEJAKIMU COIJACHO NPUIIOKEHUIO K
HACTOSIIEMY ITOCTAHOBJICHHUIO.

2. Hacrosimiee mOoCTaHOBJIEHHE BBOJUTCSA B JIEMCTBHUE IO UCTEUECHHM JIECSITH

KaJICHIAPHBIX ,ZIHGﬁ IMOCJIC OHA €T0 IICPBOTO O(i)I/IHI/IaJIBHOI“O OHY6JII/IKOB8.HI/IH.

IIpempep-MuHuCTD
A. CmaunoB
Pecniybnnxn Kazaxcran

IIpunoxenue
K noctaHosieHuro [IpaButenscTBa
Pecny6iinku Kazaxcran
ot 29 mapta 2022 rona Ne 173
YTBepKIeHbI
IIOCTaHOBJICHUEM HpaBI/ITeHBCTBa
Pecny6ninku Kazaxcran
ot 19 cenrs0ps 2018 roma Ne 575



ITpaBuia npueMa, XpaHEHHA, YIeTa H UCIIOIB30BaHUA JOKyMeHTOB HanmmorarsHOro
apX#BHOrO ()OH/Ia U JPYTHX apXUBHBIX JOKYMEHTOB BEZIOMCTBEHHEIMHU M YaCTHHIMHA
apxuBamMu

I'maBa 1. OOmue monoxeHus

1. IlpaBuna mpuema, XpaHEHHUs, y4e€Ta U MCIOJIb30BAHUSA JOKYMEHTOB
HaumonanpHoro apxuBHOro (oHAa © Jpyrux apXUBHBIX JOKYMEHTOB
BEJIOMCTBEHHBIMM M 4YacCTHbIMH apxuBamu (manee — I[IpaBuma) paspaboransl B
cooTBeTcTBUH C 3akoHamMu Pecnybmuku Kazaxcran "O HarmumonaasHOM apXWBHOM
dboune u apxuBax" U "OO SIEKTPOHHOM JOKYMEHTE W JJIEKTPOHHOU HHMGPOBOM
rmoanucu'”.

2. IlpaBuiia onpenensoT NOPSAAOK MMPpUEeMa, XPAHEHHUS], YU€Ta U HCIOJIb30BaHUS
nokymeHToB HanmonansHoro apxuBHoro ¢onaa (nanee — HA®) u gpyrux apXuBHBIX
JOKYMEHTOB BEIOMCTBEHHBIMHU M YaCTHBIMU apXUBaMHU (Jlajiee — apXUB OpraHU3alum).

3. OcHOBHbIE MOHATHS, UCTIONb3yEMBbIE B HacTosmux [IpaBunax:

1) uadopmanmoHHOE MUCHMO — JIOKYMEHT, COCTaBJICHHBIA Ha OJlaHKe MUChbMa
OpraHM3alliy IO 3aMpocy IMOJIb30BaTelNsd WM WHUIMATUBE apXuBa OpraHU3allvH,
coJiepKaiiuii nHQOPMAIIHIO O XPaHSIIUXCS B apXHUBE JOKYMEHTAX IO OINpeAeIeHHON
npoOemMe, TeMe;

2) apxuBHasg CIpaBKa — JOKYMEHT, COCTABJEHHBI Ha OJlaHKE MHUCbMa
IOpUMYECKOr0 JMIa (Jajiee — OpraHHu3aluM), COAEpXKalluil HeoOXOAUMYIO
(GU3HYECKUM U IOPUIUYECKHUM JIMLaM HH()OPMALUIO ¢ yKa3aHUEM apXUMBHBIX MIN(POB U
HOMEPOB JIMCTOB E€JUHHUIl XPAHEHHsS TEX APXUBHBIX JOKYMEHTOB, HA OCHOBAHUU
KOTOPBIX OHA COCTaBJICHA, UMEIOIIUN IOPUIUYECKYIO CHUITY (TTOJTMHHUKA);

3) apxuBHas KONHS — KONUA, JOCIOBHO BOCIPOM3BOJSIIAS TEKCT apXHUBHOTO
JIOKYMEHTA, ¢ YKa3aHUEM apXHUBHOTO IMK(dpa 1 HOMEPOB JUCTOB €IUHULIBI XpaHEHUS,
o(opMJIEHHAsl B COOTBETCTBUU C MyHKTOM 295 HacTosimumx [IpaBui;

4) TtemaTruyeckas MoJA00pKa KOMUM apXUBHBIX JOKYMEHTOB —
CUCTEMATU3UPOBAHHBIA KOMIUIEKT KOMUWA apXUBHBIX JTOKYMEHTOB WJIM UX YacTeW IO
ONpPEAECICHHOW TeMe, IOArOTOBJICHHBIM AapXWBOM OpraHU3aldM IO 3arpocy
M0JIb30BaTelI UM UHUIIMATUBE apXUBa OPraHU3alUy;

5) ynopsijoueHue apXHBHBIX JIOKYMEHTOB (Jjajee — yInopsigoueHue) — KOMIUIEKC
paboT 1mo (GopMHUPOBAHUIO APXUBHBIX JOKYMEHTOB B €IWHHUIIBI XpaHEHUS (liena),
ONMHCAaHUI0O U O(DOPMIICHHUIO TAaKMX EAMHUI] XpaHEHHUs (Jell) B COOTBETCTBUU C
3akoHoaTenbcTBOM PecnyOnuku Kazaxctan o HA® u apxuBax;

6) XpaHWIUIIE APXUBHBIX JIOKYMEHTOB (apXUBOXPAHWJIUILE) — CIEIUATbHO
000pyI0BaHHOE XpaHWIHILE (TIOMEIICHNE) ISl XpaHEHHsI apXUBHBIX JOKYMEHTOB;

7) TeMaTUYECKUIl MepeyeHb apXUBHBIX TOKYMEHTOB — CUCTEMAaTHU3UPOBAHHBIN
KpPaTKUI WJIM aHHOTUPOBAHHBIN NIEPEUYEHD 3ar0JI0OBKOB apXUBHBIX JOKYMEHTOB, €IUHULL



XpaHEHUsI O OMNPENEeICHHOW TeMe ¢ yKa3aHHMeM WX JaT U apXUBHBIX MIUGPOB,
COCTaBJICHHBIH IO 3aMPOCy MOJIb30BATENS UM MHUIIMATUBE apXUBa OpraHU3AIINY;

8) apXMBHBIN yKa3aTellb — apXUBHBIM CIPABOYHHK, MPEACTABISIONINN COO0M
anhaBUTHBIN, CUCTEMAaTUUYECKUM WJIU COCTABJICHHBIM 10 MHOMY IPU3HAKY NEepeyYeHb
HAMMEHOBAHUU MPEIMETOB, YIIOMUHAEMbIX B APXMBHBIX IOKYMEHTaX, C YKa3aHUEM HX
MOMCKOBBIX JaHHBIX;

9) apxuBHas BBINKCKA — JIOKYMEHT, COCTABJICHHBIM Ha OJlaHKE MHUChMa
OpraHu3aluy, JO0CIOBHO BOCIPOU3BOJAIIMI YacTh TEKCTa apXMBHOTO JIOKYMEHTA,
OTHOCSIIIUIACS K ompeaeieHHOMY (akTy, COOBITHIO, JUIY, C YKa3aHUEM apXUBHOTO
mudpa 1 HOMEPOB JIMCTOB EAMHUIIBI XPAHCHHUS,;

10) apxuBHbIN KPP — 0003HaYEHUE, HAHOCUMOE Ha KAKIYIO €AUHUILY XPAHEHHUS C
1eNbI0 00ecTieueHus ee yuera U ACHTH(UKAIINH;

11) apxuBHOE €0 — OTACIbHBIN(E) apXUBHBIN(E) TOKyMEHT(bl) HAa OyMa)KHOM
HOcHUTENE, OPOPMIICHHBIN(€) B OTAEIBHYIO 00JIOKKY, MAaMKY;

12) oco60 IeHHBINM TOKYMEHT — apXuBHBIN TOKyMeHT HA®D, KoTOpbIii UMeeT
HETMPEXOISIIYI0 UCTOPUKO-KYIBTYPHYIO U HAYYHYIO IEHHOCTh, 0COOYI0 BAXKHOCTH JJISI
00IIIeCTBa U TOCY/1apCTBA;

13) ayanoBu3yaibHasi JOKYMEHTALMS — KOMIUIEKC JOKYMEHTOB, COJEpKaIIUX
n300pasuTeNbHyI0 W (WMIW) 3BYKOBYIO HH(GOPMAIHMIO, CO3AaHHBIA C TMOMOIIBIO
TEXHUYECKUX CPEJICTB;

14) ynpaBneHuyeckasi JOKyMEHTalHs — KOMIUIEKC IOKYMEHTOB, UCIIOJIb3YEMBIX MPH
peanu3ali OCHOBHBIX (YHKIMUA yIpaBleHUus oOpraHu3anuu (OpraHusaimus,
IJIaHUPOBAHUE, PETYJIUPOBAHUE, KOHTPOJID);

15) BeJOMCTBEHHBIN apXUB — YUPEKJICHHE WU CTPYKTYpPHOE IMOJIpa3/ielicHHe
rOCyJapCTBEHHOI'0 IOPUIUYECKOIrO JIMIA, OCYIIECTBISIOIME cOOp, yHopsaodYeHue,
BPEMEHHOE€ XpaHEHHUE, YyYeT, HCIIOJb30BAHUE APXUBHBIX JIOKYMEHTOB U
rOCyJIapCTBEHHBIN yueT JoKyMeHTOB HAD;

16) nayuno-cupaBouHbiii annapat (nanee — HCA) — COBOKYIMHOCTh ONMUCAHUMN
apXUBHBIX JOKYMEHTOB B apXHMBHBIX CIIPABOYHMKAX, MMPEIHA3HAYEHHBIX JJIS1 MIOUCKA
ApXMBHBIX JIOKYMEHTOB M COJIepKalIelcs B HUX IOKYMEHTHON nHdopManuu;

17) cuctema HCA — xoMIuiekc B3aMMOCBSA3aHHBIX U B3aWMOJIOMOTHSIEMBbIX,
CO3/IaBa€MbIX Ha €IMHON HAyYHO-METOJNYECKON OCHOBE apXUBHBIX CIIPABOYHUKOB O
COCTaB€ U COAECP>KAaHUU aPXHUBHBIX IOKYMEHTOB;

18) HayyHO-TEeXHUYECKas TOKYMEHTAIUS — KOMIUIEKC IOKYMEHTOB, (DUKCUPYIOITUX
npounecc 51 pEe3yIbTaThl HAay4HOM, Hay4YHO-TEXHUYECKOU,
IIPOU3BO/ICTBEHHO-TEXHUYECKOM, TPOEKTHOM, CTPOUTEIIBHON U IPYTO AEATEIbHOCTH;

19) yacTHBIM apXWB — HETOCYAApPCTBEHHOE IOPUIUYECKOE JIUIO WIH €To
CTPYKTYpHOE TOJpa3felieHne, OCYyLIeCTBIAIomue cOop, NpuodpereHue,
KOMIUIEKTOBAHHE, YMOPSJAOUYCHUE, XPAHEHUE, YYET U HCIOJIb30BAHUE apPXUBHBIX



JIOKYMEHTOB WJIM apXUBHBIX JTOKYMEHTOB (PU3MUYECKOTO JIUIla, BO3HHUKIIUX B
pe3ynbTaTe ero IeaTeabHOCTH, cOOpa U MPUOOPETEHMS;

20) opranuzanus XpaHeHus: JOKYMEHTOB — CUCTEMa MEPOIPUSATUM, BKIIOYAIOIIAs
palMoHaIbHOE pa3MeIlEHUEe TOKYMEHTOB, KOHTPOJIb 33 UX JABUKEHUEM U (PU3NUYECKUM
COCTOSIHUEM, KOMMPOBAHUE JOKYMEHTOB C LEIbI0 CO3JaHUs CTPAaxOBOro (oHaa U
¢dboHIa MOIB30BaHUSI, BOCCTAHOBIIEHUE (PECTABPALIMIO) MIEPBOHAYATIBHBIX MU OJIU3KUX
K MEPBOHAYAJIbHBIM CBOMCTB M BHEUIHUX NPU3HAKOB JOKYMEHTOB, MOJIBEPTUINXCS
MOBPEXKACHUIO WA Pa3pyLICHUIO;

21) skcnepTr3a LEHHOCTH JIOKYMEHTOB — HMCCIEJOBAHUE JAOKYMEHTOB Ha
OCHOBAaHMM KPHUTEPHEB MX LIEHHOCTH B LEJIAX YCTAHOBJIEHUS CPOKOB XPaHECHUS
JIOKYMEHTOB M 0TOOpa uX Jjisl BKJIroYeHus B coctaB HA®D;

22) oTnycK AOKyMEHTa (MUCbMa) — AK3EMILUISIP HCXOJAIIETO JTOKYMEHTA,
OCTAIOLLIHUICS B J€Jie OpraHu3aluu-aBTopa;

23) MeTajaHHble — CTPYKTYPUPOBAHHbIE JAHHbIE, ONUCHIBAIOIINE KOHTEKCT,
COAEpKaHUE U CTPYKTYPY DJIEKTPOHHOTO JIOKYMEHTA, MpPEIHA3HAYEHHBIEC HJISI €Tr0
UACHTU(UKALMYA U TOUCKA, & TaKXKe MPOLECChl YIPaBJIeHUsS Ha MPOTSKEHUU BCETO
YKU3HEHHOI'O IUKJIA JOKyMEHTA;

24) equHUIIa XpaHEHUS — YU€THas €IMHUIIA, TTPECTABIIIONIAs COO0N PU3UIECKU
000COOJIEHHBIM  TOKYMEHT WM COBOKYMHOCTh JIOKYMEHTOB, HUMerouas
CaMOCTOSITEJIbHOE 3HAUYCHHUE;

25) y4er TOKYMEHTOB B apXHWBE OPraHU3allMi — YCTAHOBJIEHUE KOJIMYECTBA U
COCTaBa apXMBHBIX JOKYMEHTOB B €JMHHUIIAX yueTa W (UKcAlUs MPUHAICKHOCTH
KQKJ0M €IMHUIIBI yUeTa K ONPEEeICHHOMY KOMIUIEKCY M OOLIEMY MX KOJUYECTBY B
YUYETHBIX JOKYMEHTAX;

26) daiin — uaeHTUPULIUPOBAHHBIM OOBEKT HAa 3JIEKTPOHHOM HOCHUTENE,
MOJJICP)KUBAEMBIM OINEPALUOHHOM CUCTEMOW, B Cpelle KOTOPOM OCYIIECTBISETCS
co3/laHue 00beKTa U (W) 0OecTieYrBaeTCsl TIOCTYI K HEMY;

27) ¢popmupoBaHue €1 — rPyNIUPOBKA UCIOJIHEHHBIX JOKYMEHTOB B Ji€jla B
COOTBETCTBHM C HOMEHKJIATYPOU JI€Nl M CUCTEMATU3aLMEN JOKYMEHTOB BHYTpH J€Na;

28) onuch Aesl TOKYMEHTOB — apXWBHBIM CIPaBOYHUK, NMPEIHA3HAYEHHBIN IS
pPacKpbITUSl COCTaBa U COAEP)KAHUS E€IUHHUIL XPaHEHMs, 3aKPEIUICHUS UX
CUCTEMATHU3ALIMH U YUETa;

29) nucT-3aBepuUTeNb JAeia — JIOKYMEHT, cojepkaluil uHpopmanumo 00
0COOCHHOCTAX coaepkaHus U (HOPMHUpPOBAHUSA OIPEIEICHHOrO Jeja B apXHBe
OpraHU3allyy, BKJII0Yas KOJIMYECTBO MPOHYMEPOBAHHBIX CTPAHUIL KAXKIOTO JIETa;

30) 27eKTPOHHBIN apXUB — COBOKYITHOCTh APXUBHBIX AJIEKTPOHHBIX IOKYMEHTOB;

31) 3neKTpOHHBINA apXUBHBIA TOKYMEHT — JOKYMEHTHpPOBaHHAs WH(OpMALHS,
IpeACTaBlI€HHAs B JJIEKTPOHHOW (opmMe U 3aBepeHHas SJIEKTPOHHOU HUGPOBOM
noanuceio (nanee — D), koTopast MOXKET ObITh MACHTU(PULIUPOBAHA U MOJJIEKHUT



XPaHEHHIO B CHJTy 3HAYMMOCTH yKa3aHHOW MH(POpMaIIUU JIJIsi 00IIeCTBA M TOCYIapCTBa
5

32) undopmarnmonHas cuctema dJIeKTpoHHOTO apxuBa (mamee MC DA) —
OpTraHU3aILMOHHO ynopsijio4eHHas COBOKYIHOCTD
MH()OPMAIIMOHHO-KOMMYHHUKAIIMOHHBIX TEXHOJOTHH, 00CTYKMBAIOIIETO MepcoHana 1
TEXHUYECKOW JOKYMEHTAIMH, PEATU3YIOIINX OIpe/IeIeHHbIe TEXHOJOTHYECKUE
JEeUCTBUS TOCPEACTBOM UH(POPMAIMOHHOTO B3aUMOJICUCTBUS U MIPEAHA3HAUYCHHBIX IS
pelIeHs] KOHKPETHBIX (PYHKIIMOHAJIBHBIX 3alad B cdepe apXuBHOTO Jena u
JOKYMEHTAILIMOHHOTO 00€CTIeUeHNs;

33) BAEKTPOHHBIA HOCUTEIh — MaTEPUAJIbHBIA HOCUTEIb, MPEAHA3HAUYCHHBIN 11
XpaHeHus HUHpOpMaluu B DJJIEKTPOHHOW ¢dopMe, a TakxkKe 3amucu Uuiu ee
BOCIIPOM3BEACHUS C MOMOIIBIO TEXHUUYECKUX CPEACTB;

34) 5neKTPOHHBINA JOKYMEHT — JJOKYMEHT, B KOTOPOM MH(pOpMalus MpeCcTaBiIeHa B
3IeKTpOHHO-1IU(PoBOH (hopMme U yaocToBepeHa nocpeactsom DI,

35) uHpOpMANMOHHBIA TAKET JJICKTPOHHBIX JTOKYMEHTOB (Je) —
uH(pOpPMAIMOHHBIH 00BEKT OMPEACICHHON CTPYKTYpPHhI, NMEPEIaBaeMblii MO CETEBHIM
KOMMYHUKAIIMSIM WA TEJICKOMMYHHUKAIUSIM KaK €IMHOE IIeIIOE;

36) mMurpanus 3J€KTPOHHOTO JTOKYMEHTa — MPOLEeCC MEePEeHOoca 3IEKTPOHHBIX
JOKYMEHTOB U3 OJHON MPOTrpaMMHO-AIIMApaTHON Cpeabl WU C OAHOTO HOCHUTEIS
uHpopmanuu B APYrylo0 CpeAy WIM Ha JIpYyrol HOCUTENIb NMPU COXPAHEHUU HX
MOJJIMHHOCTH, 11€JIOCTHOCTH, HAJIEAKHOCTH U y100CTBA B UCIOJIL30BAHUHY;

37) KoHBepTalMs AIEKTPOHHOTO JOKYMEHTa — MPeoOpa3oBaHUE MCXOIHOTO
ANEKTPOHHOTO JOKYMEHTa MOCPEACTBOM HM3MEHEHHs ero (opMara ¢ COXpaHEHUEM
CTPYKTYPBI U COAEPIKAHUS;

38) sneKkTpoHHas perucTpaloHHas KOHTposibHas kaprouka (nanee — OPKK) —
AJIEKTPOHHBIN JOKYMEHT C YYETHBIMU JAHHBIMM O JOKYMEHTE IO YCTaHOBJIECHHOMU
dbopme, hUKCUpPYIOIIEH ero peKBU3UTHI,

39) 25IeKTpPOHHOE A0 — CAMOCTOSITENIbHAsL €AUHUIIA XPAHECHUS 3JIEKTPOHHBIX
JOKYMEHTOB U UX METaJaHHbBIX, JIOTHUECKH 00bEIMHEHHBIX B IIPOIIECCE arperaiuu;

40) sMyJsaLHs. — BOCIIPOU3BEACHUE Pa0OThl OJJHON CHCTEMBI CPEICTBAMU JIPYroi
6e3 norepu (HYHKIIMOHAIBHBIX BO3MOXKHOCTEH U UCKAKEHHUH PEe3yJbTATOB C LEJbIO
BOCITPOU3BEACHUS AJIEKTPOHHBIX IOKYMEHTOB.

4. B cCOOTBETCTBUU C BO3JIOKEHHBIMU Ha OPTaHU3AIUIO 3a]a4aMi U (PYHKITUSIMH, a
TaK)Ke COCTaBOM 00pa3yeMoil B €€ JeATEeIbHOCTH JOKYMEHTAI[UU CO3AA0TCS:
1) apxuB yrpaBiieHUE€CKOI JOKYMEHTAIIUH, B TOM YHCJIE SJIEKTPOHHBIX TOKYMEHTOB

2) apXxuB ayJAuOBU3YyaJdbHOU JOKYMEHTAllUW, B TOM YHUCIE DJIEKTPOHHBIX
JIOKYMEHTOB;



3) apXuB HAyYHO-TEXHUYECKOW TOKYMEHTAllUH, B TOM YHCJE 3JIEKTPOHHBIX
JIOKYMEHTOB.

5. HanmonanpHbiii apxuB Pecniybnuku KazaxcraH, ieHTpagbHbIE TOCYIapCTBEHHBIC
apXUWBbI, TOCYJIapPCTBEHHBIC apXHWBbI 00JIACTEH, TOPOJIOB, PAOHOB W UX (Puauasl (
nanee — rocylapcTBeHHble apxuBbl), ApxuB IIpesunenta PecnyOnuku Kazaxcran
OKa3bIBAIOT OPraHM3alMsIM METOJMYECKYI) MOMOUIb IO BHEAPEHUIO HACTOSIIHUX
[IpaBu.

6. B opranuzanuu, mTaTHBIM PaCMCaHUEM KOTOPOW HE MPEyCMOTPEHBI LITATHBIC
JOJDKHOCTU paOOTHUKOB apXuBa, MPUKa30M (MHBIM PaCoOPSIUTEIbHBIM JTOKYMEHTOM)
PYKOBOAMUTENSL OPraHU3alMU Ha3HAYAETCs JIMLO, OTBETCTBEHHOE 3a BEJICHUE apXUBA.

I'maBa 2. ITopsanok mpueMa Jie1, JOKyMEHTOB
IMaparpa¢ 1. Ilopsnox mprema fiei1, JOKyMEHTOB Ha XpaHEHHE

7. ApXHB OpraHU3aliy IPUHUMAET JIea, JOKYMEHTBI IOCTOSHHOTO, BPEMEHHOIO
CPOKa XpaHEHHMsI U 110 JINYHOMY COCTaBy, 0Opa30BaBIINECS B IIPOLECCE AEATEIBHOCTH
opranusanuu. Ilpm peopraHumszanum oOpraHM3alvd JOKYMEHTHl IEpelarTcs B
YHOPSIOYEHHOM BU/JIE IPABONPEEMHUKAM.

8. IlpueM nesn, TOKyMEHTOB B apXHUB OPraHU3ALMKU OCYIIECTBISIETCA €XKEroaHo. B
OpraHu3allly, UMEIOIEH CTPYKTYypHbIE TOJIpa3/ieJIeHUs, TIPUEM IOKYMEHTOB B apXUB
OpraHU3alUy OCYIIECTBIISIETCS B COOTBETCTBUU C YTBEPKJIECHHBIM PYyKOBOIUTEIEM
OpraHu3aluy rpauKoM nmpreMa JOKYMEHTOB B ApXUB OpraHU3alluu.

JIOKyMEHTBI IlepeaatoTcsa B apXyUB OpraHu3aluy Ha HOCUTENSAX, Ha KOTOPBIX OHU
co3faHbl (Oymara pa3au4HbIX BUIOB, B TOM uucie ¢poroOymara, Kajibka, IUICHKA,
MarHUTHBIE JE€HTBI, JIIEKTPOHHBIE HOCUTEIN).

9. Ilpu npueme Ha XpaHEeHHE yNPABIEHYECKON JOKYMEHTAllUl paOOTHUK apXuBa
OpraHu3alld B TPUCYTCTBHM JIUIA, OCYILIECTBIISIIOLIErO Mepenayy JOKYMEHTOB,
IPOBEPSET:

1) Hanuuue en NOCTOSIHHOTO, TOJrOBpeMEHHOTO (cBbilie 10 eT) XxpaHeHus u 1o
JUYHOMY COCTaBY B COOTBETCTBHUU C OIHKCHIO JI€JI CTPYKTYPHOT'O MOJAPA3AECIICHHUS;

2) Hanmuuue Aeda BpeMeHHOro (1o 10 JeT BKIIIOUMTENbHO) XpPaHEHUs IO
HOMEHKJIaType A€,

3) HyMmepalMiO JUCTOB A€l C JAHHBIMM IO OIHUCH JI€JI CTPYKTYPHOI'O
HOJIpa3AcICHUs;

4) NpaBWIILHOCTH 3aII0JIHEHUS] BHYTPEHHEHN OMKUCH JOKYMEHTOB Jeia (Ipy HATNYUU
);

5) Hanu4ne IUCTa-3aBEPUTEIS J1ETa,;

6) COOTBETCTBHUE PEKBU3UTOB O0JIOKKH COOTBETCTBYIOIMM 3aIUCSIM B OIUCH €I
JOKYMEHTOB CTPYKTYPHOI'O MTOAPA3/IEIEHUS;



7) puznueckoe COCTOSTHUE JOKYMEHTOB.

10. [Ipu mpuemMe ayuoBU3yaIbHOM TOKYMEHTAIIMU Ha XpaHEHUE pabOTHUK apXuBa
OpraHu3aliid B MPUCYTCTBUU JIMIA, OCYIIECTBISIONIETO NEepeaadyy IO0KYMEHTOB,
IPOBEPSET:

1) KOMIUIEKTHOCTh JIOKYMEHTOB;

2) pusmyeckoe cOCTOSTHUE JOKYMEHTOB;

3) KOMIUJIEKTHOCTh COCTaBa IMpPHUJIAraeéMol TEKCTOBOM COMPOBOAUTEIBHOU
JIOKyMEHTAITUH.

B cocTtaB TEKCTOBOM CONIPOBOAUTEIILHON JOKYMEHTALIMU BXOISAT:

1) aist KHHOJOKYMEHTOB — aHHOTAIIMU, MOHTAXXHbIE JIUCTBI, Pa3pEUINTEIbHBIC
YAOCTOBEPEHUS] K 3aKOHUYEHHBIM MPOU3BEJCHUSIM, aKThl TEXHUUYECKOT'O COCTOSHUSI,
3aIlUCH CBETOBBIX U IIBETOBBIX MMACIOPTOB;

2) nyist pOTOAOKYMEHTOB — aHHOTAIINH;

3) ayist OHOIOKYMEHTOB U BUACOJIOKYMEHTOB — aKThl TEXHUYECKOTO COCTOSIHUS,
TEKCThl BBICTYIUICHUN, KaTaJOTU TPAMIUIACTUHOK, CIIMCKHU BBICTYMAIOIINUX, PELICH3UH,
CTaTbU U JPYTHE JIOKYMEHTHI, OTHOCSIIUECS K MPUHUMAEMBbIM (POHOJOKYMEHTaM M
BUJICOJOKYMEHTAM.

11. Ilpu nmpueMe Hay4YHO-TEXHUYECKOW JOKYMEHTAIlMU Ha XpaHEHUE pabOTHUK
apXyvBa OpPraHU3alNKU B NPUCYTCTBUU JIMIIA, OCYUIECTBIAIONIErO NepeIady JOKYMEHTOB
, IPOBEPSIET:

1) KOMIUIEKTHOCTh TOKYMEHTOB (B COOTBETCTBUU C BEIOMOCTHIO CTICTI(UKAIIHIA,
cnenudukanuen, coaepkaHueM TOMOB, allbOOMOB, KHUT U IPYTUMH JOKYMEHTaMHU, B
KOTOPBIX NIEpEUYMCiIeHa BCS MepeiaBaeMas IOKyMEHTaIus);

2) Hanu4Ke YCTaHOBJICHHBIX MOJIUCEN U JaT;

3) NpaBWIHHOCTH BHITIOJIHEHUSI OCHOBHBIX HAJAMUCEN U TUTYJIBHBIX JIUCTOB;

4) puszndeckoe COCTOSTHUE JOKYMEHTOB.

12. IlpueM 3JeKTPOHHBIX JOKYMEHTOB B apXHMB OpPraHU3AIlUU OCYILECTBISCTCS
IIOCPEJICTBOM HMH(POPMAITMOHHBIX CUCTEM, 00SCIICUNBAIOIINX COOMIOeHNE TpeOOBaHMI
K XpaHEHHIO JJIEKTPOHHBIX JOKYMEHTOB.

13. DnexTpoHHBIE NOKYMEHTHI MEPENAIOTCA B apXWB OpPraHu3aluu 0
UH()OPMAIIMOHHO-TEIEKOMMYHUKAIIMOHHOW CETH W3 HUHPOPMAIIMOHHON CHUCTEMBI
opraHu3anui B HHDOPMAIIMOHHYIO CUCTEMY apXWBa OpraHU3alMU WJIM Ha
000CO0JICHHBIX HOCUTENSAX OJHOKPATHOW 3amucu B TOM ¢dopmaTre, B KOTOPOM OHU
Oblin  chOpMUpPOBaHBI, OTIPABJIEHBl WJIM TMOJYy4YEHBI, C obOecreueHueM
OJTHOBPEMEHHOTO XpaHEHUsI CHOPMUPOBAHHBIX IJIEKTPOHHBIX IMU(PPOBBIX MOIMUCEH
0]l COOTBETCTBYIOIIMMHU AJIEKTPOHHBIMU TOKYMEHTaMH. DJIEKTPOHHBIE TOKYMEHTHI B
apXWB OpraHU3alMU MEPEA0TCS BMECTE C UX METaJaHHBIMHU.

14. B ciyyasax WU3MEHEHHs MPOrpaMMHO-aNMNapaTHONW Cpeabl U BHIXOJa U3
yIOTpeOJICHUsI KOMIIBIOTEPHBIX (OPMATOB, TMOBPEKICHUS HOCUTENS, apXUB



OpraHu3alMK TPOBOIUT PAOOTy MO KOHBEPTAIMH IJICKTPOHHBIX JOKYMEHTOB B HOBBIE
dbopmaThl /UM MUTPAIIUU HA HOBBIE HOCUTEH.

Murpanuio JOKyMEHTOB HEOOXOAMMO OCYIIECTBIISITH JO TOTO, KaK YCTaperoT
TEXHOJIOTUM U HOCUTENM MH(OpManuu (Takue, KaKk JUCKETbl, MarHUTHbBIE JICHTHI,
ontuueckue CD- u DVD-aucku), OT KOTOPBIX OHU 3aBUCAT. B 3aBUCUMOCTH OT TaKux
dbakTopoB, Kak 00beM H TpeOOBaHHS K JOCTYMHOCTH, MOXET OKa3aThCs
OPEANOYTUTENbHBIM BBIMOTHEHUE KOHBEPCUU MM MUTPALUUA JOKYMEHTOB Cpa3y ke,
KaK TOJIbKO CTaHEeT U3BECTHa IiesieBasi (KoHeuHas) cpeia. Ecnu leHHOCTh TOKYyMEHTOB
U/WIU CBSI3aHHBIE C HUMHU PUCKH CUMTAIOTCS JOCTATOYHO MAJIbIMHU, TO OpraHU3aIus
MOXET TPEeANoYecTh MOJOXKAaTh JO TeX TMOop, IMOoKa Kakas-HuOyab Apyras
noOyauTeIbHasl MpUYUHA (HampuMmep, OOHOBJICHHE MPOTrPaMMHOTO oOecredeHus,
3aME€Ha CUCTEMBI, IPUOOPETEHHE WM CIUSHUE C APYrol OpraHu3aluel) He CAENaeT
KOHBEPCHIO WJIM MUTPALMIO ONPAaBIAHHOM.

15. IIpu nmpueMe >IEKTPOHHBIX JOKYMEHTOB (Z€J) B apXWB OpraHU3aIUuU
OCYUIECTBIISIETCS IPOBEPKA JIEUCTBUTENHHOCTH (HA MOMEHT ITPOBEPKH ):

1) OLII Ha onucu 3JIEKTPOHHBIX JOKYMEHTOB CTPYKTYPHOI'O MOAPA3AEICHUS
OpraHM3alMi C INpUMEHEHUWEeM 3akpbiToro kiroua OLII, Bmamenpnem KOTOPOro
ABJISIOTCA OpraHu3alus WIM PYKOBOJUTENb CTPYKTYPHOTO MOJpa3jesieHus
OpraHu3alluy;

2) OUII Ha BHYTpeHHEH ONHWCH C MPUMEHEHHEM 3akpeiToro kiroua OIIII,
BIAJENbIIEM KOTOPOrO SIBJISIOTCS OpraHu3anus Wid pabOTHUK CTPYKTYPHOTO
NOAPA3AECICHUS OPraHU3alllH, COCTABUBIINE BHYTPEHHIOIO OIHKCh.

[IpoBepka nenctBurensHOCcTH DL OCyIIECTBIISIETCS ¢ HCTIOIB30BAaHUEM CPECTBA
OIII, nmeromero cepTuuKaT COOTBETCTBUS, BBIIAHHBIN B YIOCTOBEPSIIOIIEM LIEHTPE
rocygapcTBeHHbIX opranoB Pecny0nuku Kazaxcras.

[Ipu mpuemMe >IEKTPOHHBIX TOKYMEHTOB (JIe]1) paOOTHHK apXuBa OpTraHU3alUU
nocpeactsom C DA niposepsier:

1) cocTaB MeTagaHHBIX JEKTPOHHBIX TOKYMEHTOB (A€);

2) COOTBETCTBUE COCTaBa AJIEKTPOHHBIX IOKYMEHTOB (JI€J1), MepeaBaeMbIX Ha
XpaHEHUe, AAHHBIM COOTBETCTBYIOIIEH ONMHCH 3JIEKTPOHHBIX JOKYMEHTOB (J1€7)
CTPYKTYpPHOTO MOJIpa3/IeJICHHUS;

3) cooTBeTCTBUE 0OBbEMA MEPEJAHHBIX IEKTPOHHBIX JOKYMEHTOB (1€1) 00beMy,
yKa3aHHOMY B COOTBETCTBYIOUIEH OINHUCH 3JIEKTPOHHBIX JOKYMEHTOB (€M)
CTPYKTYpPHOT'O MOJIpa3/IeJICHHUS;

4) BO3MOXHOCTb BOCIIPOU3BEACHUS AJIEKTPOHHBIX TOKYMEHTOB (J1€11);

5) oTCyTCTBHE BPEJOHOCHBIX KOMIBIOTEPHBIX IPOIPAMM.

[Ipr mpuemMe 3JIEKTPOHHBIX JTOKYMEHTOB (Z1€J1) Ha CBhEMHBIX HOCHUTEISX
IpOBEPAIOTCS (PU3MYECKOE U TEXHUYECKOE COCTOSIHUE CBhEMHBIX HOCHUTEIEH,



COOTBETCTBHE UH(POPMALIMH HA CHEMHBIX HOCUTENSAX JaHHBIM O Ch€MHBIX HOCUTENSIX U
pa3MeIleHNUHU IEKTPOHHBIX IOKYMEHTOB (J1€71) Ha Ch€MHBIX HOCUTENSX B META/IaHHBIX.

[Ipr npueme 3IEKTPOHHBIX JOKYMEHTOB (€1) MOCTOSIHHOIO XpaHEHUS
pOBepSETCS COOTBETCTBHE (OpMATOB (PailioB opMaty MOCTOSTHHOro XpaHeHus PDF/
A-1.

JInsi SIEeKTPOHHBIX JOKYMEHTOB (Z€7) MOATBEPKACHUE MOMJIUHHOCTH U
LEJIOCTHOCTH BXOJAIIUX B HUX JJIEKTPOHHBIX JOKYMEHTOB ([I€J) OCYILECTBIISIETCS
yTEeM MPOBEPKHU JACHCTBUTEIHHOCTH (HA MOMEHT mpoBepku) cpencts DI

Pe3ynbTaThl NpoOBEpKH MOUIMHHOCTU U LIETIOCTHOCTU COXPAHAIOTCS B METAIaHHBIX
AJIEKTPOHHBIX JTOKYMEHTOB (J1e11), GOpMUPYEMBIX apXHUBOM OpraHu3aluu. MetagaHHbIe
cojiepKar AaTy MPOBEPKH U KOHTPOJbHBIE XapPaKTEPUCTUKU, MOATBEPKIACHHBIE B
IpoLecce MPOBEPKHU.

16. IIpuem 2JIEKTPOHHBIX JOKYMEHTOB (JieJ1) B apXMB OpraHU3alliu CUUTAETCS
3aBEpLICHHBIM IpU MOJOKHUTENBHBIX pe3yJibTaTaX MPOBEPOK, IPOBEAEHHBIX B
COOTBETCTBUU C TpeboBaHusAMH MyHKTOB 13-15 nacrosmux [IpaBun. B UC DA
opraHu3aluy GOpMUPYETCS aKT O MUTPALIMH U TIEPE3ANTUCH IEKTPOHHBIX TOKYMEHTOB
(mexm) mo popme, yTBepxKAAEMOI YIIOJIHOMOUYEHHBIM OPraHOM B cepe apXUBHOTO Jiejia
U JIOKYMEHTAlIMOHHOTO 00eclieueHus ynpaBiieHus (Jjanee — yroIHOMOYEHHBIH OpraH).

IMaparpa¢ 2. ITopsnok NpoBeAeHUs SKCIEPTH3EI HEHHOCTH JOKYMEHTOB H 0 OpMIICHHA ee
PpE3yILTaTOB

17. OkcniepTr3a EHHOCTH JNOKYMEHTOB B apXHMBE OpPraHU3alMM ITPOBOJAUTCS B
HEJsIX 0TOOpa JOKYMEHTOB, OTHECEHHBIX K cocTaBy HA®, moAroToBKM MX K nepenaye
Ha MOCTOSHHOE XPAaHEHHE B COOTBETCTBYIOIIMI TOCYNAapCTBEHHBIN apXxuB, ApXuB
[Ipesunenta Pecy6nuku KazaxcraH, onpeneneHusi CpOKOB XpaHEHUS TOKYMEHTOB, HE
OTHECEHHBIX K cocTaBy HA®, u BbIJIeTIEHU K YHUUYTOXXEHUIO TOKYMEHTOB U J€1 C
UCTEKIIMMHU CPOKaAMU XPAHEHUS.

18. Dkcneprr3a HEHHOCTU JOKYMEHTOB IPOBOJAUTCS HA OCHOBE:
1) 3akonogatenscTBa Pecriyonuku Kazaxcrtan o HA® u apxuBax;

2) TUINOBBIX WM OTPACIEBBIX MEPEYHEW NOKYMEHTOB C yKa3aHHUEM CpPOKOB
XpaHEHHs, THUIOBOM (IMPUMEpPHON) HOMEHKJIATyphl J€d M HOMEHKJIATYyphbl el
OpraHU3alliy 3a COOTBETCTBYIOIUI NEPUOL;

3) MeTOIMYECKUX JOKYMEHTOB YIIOJIHOMOYEHHOI'O OpraHa B cpepe apXuBHOIo Jiesa
U JIOKYMEHTAIIMOHHOTO O0ecreueHus yrpaBieHus (Jajiee — ynoJHOMOYEHHbIH OpraH),
MECTHBIX UCIIOJIHUTENIbHBIX OPTaHOB 00JIaCTe!, TOPOIOB PECyOIMKAHCKOTO 3HAYEHUS
u cronunsl (namee — MUO) u rocynapctBeHHbIX apxuBoB, ApxuBa Ilpe3unenta
Pecny6nuku Ka3zaxcras.



19. DkcnepTu3a UEHHOCTU JOKYMEHTOB MPOBOJUTCS MYTEM KOMILIEKCHOTO
NPUMEHEHHS] KPUTEPUEB NPOUCXOXKIACHUS, COJAEpKaHUs, BHEIIHUX OCOOEHHOCTEU
JOKYMEHTOB.

K kputepusiM npoucxox1eHus: JOKyMEHTOB OTHOCSITCS:

1) posb 1 MECTO OpraHu3alMy B CUCTEME TOCYJAapPCTBEHHOI'O YIPABICHUS WIH
KOHKPETHOM oTpaciu (cdepe AesTeNbHOCTH), 3HAYMMOCTh BBITIOJIHSIEMBIX €10 33/1a4 U
(GyHKUMH, 3HaYeHue (PU3UYECKOro JIMLA B dKU3HH O0ILIECTBA;

2) BpeMs U MeCcTO 00pa3oBaHusl JOKYMEHTA.

K kpurepusimM copepxanusi JOKyMEHTOB OTHOCSITCS:

1) 3HAYMMOCTB COOBITHS (SIBJIEHUS, IPEIMETA), OTPAKEHHOTO B TJOKYMEHTE;

2) 3HaYeHUE coJiepKalleiics B JOKyMeHTe HH(GOpMaIliK, €€ TIOBTOPEHUE B IPYTUX
JTIOKYMEHTAX;

3) NOAIMHHOCTH, BUJ U PA3HOBUJIHOCTh JJOKYMEHTA.

K kputepusiM BHEIIHUX OCOOEHHOCTEW JOKYMEHTA OTHOCSTCS:

1) OATMHHOCTH TOKYMEHTA;

2) ropuanyecKas JOCTOBEPHOCTh TOKYMEHTA (HaJW4yue MOANKMCH (3JIEKTPOHHON
udposoit moanucu) I HOTKHOCTHOTO JHIIA U UHBIX PEKBU3UTOB, SBIISIFOITUXCS
00s13aTeNTbHBIMU COTJIACHO 3aKOoHOJIaTeNbeTBY Pecnyonuku Kazaxcran);

3) popMma pukcupoBaHUSI U TIepeaadH CoIepKaHUI HHPOPMAITUH;
4) 0cOOEHHOCTH MaTEPUATILHOTO HOCUTEIIS JOKYMEHTA;
5) ocobeHHOCTH (PU3UUECKOTO COCTOSIHUS IOKyMEHTA.

20. ITpu skcnepTH3€e NEHHOCTH ayIMOBU3YaAbHBIX IOKYMEHTOB JOMOJHUTEIHHO

OPUMEHSIOTCA CIEAYIOIINE ClIeUU(PUUIECKUE KPUTEPUH:
1) XynoskecTBEHHbIE JOCTOMHCTBA ayMOBU3YaIbHBIX JOKYMEHTOB;
2) KOMITO3UIIMOHHO-CIOKETHAs EJIOCTHOCTh ayIMOBU3YaJIbHBIX JOKYMEHTOB;
3) BBIPA3UTENBHOCTh U OPUTHHAIBHOCTD Ay IMOBU3YaIbHBIX IOKYMEHTOB;

4) cBoeoOpazue HocuTenss MHOpPMAIUU, CIIOCOO 3alMCU U BOCTIPOU3BEICHUS
uHpOpMAIUH, TEXHIUECKOE COCTOSIHUE ayINOBU3YaIbHBIX JJOKYMEHTOB.

21. Ilpu npoBeieHUH SKCHEPTU3bI LIEHHOCTH HAyYHO-TEXHUUYECKOU TOKYMEHTAIUU
JOTOJIHUTEIBHO MPUMEHSIOTCS CIAEAYIOIIHE CIeIU(PUIECKUE KPUTEPHUH:

1) 3HAYUMOCTh TIPOOIEMBI (TEXHOJIOTHH) HIIM OO0OBEKTa (MpOeKTa, MOJIEIH,
KOHCTPYKIIUHU, TEXHOJIOTHH), OTPAXKEHHON B JIOKYMEHTaX, HA MOMEHT BHEJIPEHUS s
Pa3BUTHS KOHKPETHBIX OTpaciell 1 SKOHOMHKHU FOCYJIapCTBA B 1IEJIOM;

2) TpUHIUIIKAIbHAS HOBU3HA, YHUKAJIBHOCTh, OPUTHHAIBHOCTh PEIICHUS
pOo0JIeMbI, KOHCTPYKITUH, TEXHOJIOTHH, TPOCKTA;

3) COOTBETCTBHUE HAYYHO-TEXHUYECKOW JTOKYMEHTALUH TAITHOCTH HAYYHBIX
UCCJICIOBaHUN (CTAAMIMHOCTH TEXHUYECKUX Pa3padOToK).

22. Tlpu npoBeeHUN HKCHEPTU3bI IIEHHOCTU SJEKTPOHHBIX JOKYMEHTOB (J€1)
JOTOJIHUTEIBHO MPUMEHSIOTCS CIEAYIOIIHE CIeIUPUIECKUE KPUTEPHUH:



1) coxpaHHOCTh METalaHHbIX;
2) ayTeHTUYHOCTb JICKTPOHHBIX JOKYMEHTOB (71e1);

3) orcyrcTBHe AyOnupyromeil nHpopMaluu B JTOKYMEHTaX, MPUHSATHIX Ha
apXMBHOE XpaHEHHE.

23. JIns opraHu3aiyy 3KCIEPTHU3bl LIEHHOCTHU JTOKYMEHTOB U PACCMOTPEHHUS €€
pE3ybTAaTOB B OPraHMU3AIMU CO3aeTcs SKcnepTHas komuccus (nanee — IK).

B rocynapctBeHHOM opraHe, UMEKOIIEM TEPPUTOPHUATBLHBIE OpPraHbl W/WIH
MO/IBEJIOMCTBEHHBIE OPTaHU3aIMKM, a TaKKe OpraHu3alfH, UMEIoleld (uinansbl,
co3JlaeTcs leHTpalibHas dKcnepTHas komuccus (nanee — [[IK).

24. 19K (OK) sBnsieTcst coBelIaTeIbHBIM OPTaHOM U JIEUCTBYET Ha OCHOBAHUU
MOJIOKEHUS], YTBEPKAAEMOTO PYKOBOAUTENIEM OpTraHU3aI|H.

25. DKcnepTru3a LEHHOCTH JIOKYMEHTOB MPOBOJUTCS €XKETrOJHO B IJIAHOBOM
nopsiike pabOTHUKaMHM apXuBa opranuzanuu. IIpoBeneHue sKcrnepTU3bl IIEHHOCTH
JOKYMEHTOB B OpraHu3alliu, SBJIAIOMIEHCS MCTOYHUKOM KOMIIJIEKTOBAHUS
roCyJIapCTBEHHOTO apXUBa, OCYIIECTBISAETCS O METOANUYECKUM PYKOBOJICTBOM U MIPU
KOHCYJIbTaTUBHOM MOMOIIM COOTBETCTBYIOIIETO TOCYJAapCTBEHHOTO apXuBa, ApXxuBa
[Ipesunenta Pecriyonuku Kazaxcran.

[Ipu peopranuzanuu (JTUKBUIAIMK) OpPTaHU3AIUM MPOBOJAUTCS BHETIAHOBAS
AKCIIEPTU3A LIEHHOCTH.

26. Pemenus 1IOK (OK) odopmistoTcs mpoTOKOJaMHu, YTBEPKIaeMbIMU
PYKOBOJIUTEIIEM OpraHU3aLINH.

Pemenus 119K (OK) ncTOYHMKOB KOMITJIEKTOBAHUS TOCYIaPCTBEHHBIX apXUBOB,
ApxuBa IIpesugenra PecnyOnuku Kazaxctan yTBEpkKIalOTCI PYKOBOAUTEIEM
OpraHu3aluM  TOCJI€  HMX  COTJacOBaHUS C  COOTBETCTBYKOIIUMHU
AKCMEPTHO-NIPpOBEpOUHbIMU  Komuccusimu (manee — OIIK), obpazyembiMu
rocyJapcTBeHHbIMU apxuBamu, ApxuBoM [Ipesunenta Pecriyonuku Kazaxcran, MUO.

27. Ilpu npoBeeHUY IKCIIEPTU3bI [IEHHOCTU JJOKYMEHTOB OCYIIECTBIISIFOTCS:

1) aHanu3 cocraBa JOKYMEHTOB OpraHU3alNH;

2) oTOOp M MOJArOTOBKA JIeNl MOCTOSIHHOTO CPOKa XpaHEHUs JIsl Mepeladud B
rocygapctBeHHbli apxuB, ApxuB Ilpesuaenta PecnyoOnuku Kazaxcran (s
UCTOYHHUKOB KOMIUIEKTOBAaHHUS TOCYyAapCTBEHHOro apxuBa, ApxuBa IIpe3mneHra
PecnyOnuku Kazaxcran);

3) mpoBepKa HAIMYMS MOJJIUHHBIX HK3EMIUISIPOB IOKYMEHTOB U ONpEAEIICHUE
CTPYKTYPHBIX TOAPA3CICHUH, B Jieja KOTOPHIX OHU BKIIFOUECHBI,

4) yTouHEeHHE XapaKTepa MOBTOPSIEMOCTH, COIECpXKAIIeiCcs B HUX HHGOPMAITUH B
IpYyruxX JOKyMEHTaX, BUJl, GopMa U MOJHOTA TOBTOPEHUSI.

Brigenenue TOKyMEHTOB ¢ MOBToOpsrolieiics uHpopmanuend u AyOIeTHBIX
JOKYMEHTOB K YHUUTOKEHUIO TPOU3BOJIUTCS TOJIBKO MOCJE CBEPKHU UX C JOKYMEHTAMU
, OTOOpaHHBIMH HA IMOCTOSIHHOE XpAHEHHUE.



28. Jlena Ha OyMaxkHBIX HOcUTeIIX ¢ oTMeTKol "DIIK", cogepskaiue JOKyMEHThI
MOCTOSIHHOT'O XpaHEeHUs, oJiIexar nepeopmMupoBanuio. BelgeneHHble U3 UX cocTaBa
JOKYMEHTBI TOCTOSSHHOTO XpaHEHUs (OPMHUPYIOTCS B OTACIbHBIE Jena Judo
NPUCOEIUHAIOTCS K OJTHOPOJIHBIM JIeJaM MOCTOSIHHOTO XpaHeHus. Jlena, coaepkamue
OCTAaBILHECS TOKYMEHTBI BDEMEHHOIO XPAaHEHUsI, XPAHITCS B TEUEHHE YCTaHOBICHHBIX
CPOKOB.

IlepedopmupoBaHue 3JIEKTPOHHBIX JOKYMEHTOB (JI€J1) OCYIIECTBIISIETCS
aHaAJIOTUYHO JieJlaM Ha OyMaKHbIX HOCUTEJISIX.

DOnekTpoHHbIE JOKyMeHTHI (Aena) ¢ otmetkor "OIIK", comepxaiine JOKyMEHTHI
MOCTOSTHHOT'O XpaHEHUsl, MPOCMAaTPUBAIOTCs 0(]aiisioBo, B (aiiie — MOIUCTHO.

29. DkcnepTH3a LHEeHHOCTH JOKYMEHTOB MPOBOAMUTCS IyTEM MOJUCTHOTO U (KJIN)
no¢aiJoBOro MPOCMOTpPa JOKYMEHTOB Jeia (ayJIuOBU3yalbHbIE JOKYMEHTHI
IPOCMATPUBAIOTCA HAa MOHTAXHOM CTOJE€ WJIM DJKpaHe, ayJAuOJdOKYMEHTHI
IPOCTYIINBAOTCS, JIEKTPOHHBIE TOKYMEHTHI (J€J1a) TPOCMATPUBAIOTCS).

30. B xoz1e npoBeIeHNs IKCIEPTU3BI TPOBEPSIIOT:

1) 000CHOBAaHHOCTH BKJIFOUEHHUS B JAHHOE JI€JI0 IOKYMEHTOB;

2) IOPUANYECKYIO CHIIY JOKYMEHTOB (HaJlMuue PEKBU3HUTOB);

3) HanM4YKe U MPaBUIBLHOCTh O(OPMIICHHS PEKBU3UTOB 00JIOKEK eI

4) npaBUIBLHOCTH HyMEpaIMU JTUCTOB JI€Na;

5) GU3UKO-XUMHYECKOE U TEXHUUYECKOE COCTOSHUE JOKYMEHTA.

[Ipu npocmoTpe (MpOCAYIIMBAHUM) U3 AEJ U3BIMAIOTCS BTOPBIE U MOCIEAYIOIINE
AK3EMILISAPBI JOKYMEHTOB, YEPHOBUKH, HEO(POPMIIEHHBIE KOTIMU JOKYMEHTOB, €CJIH UX
U3bIATHE HE ObUIO MPOBEAEHO B CTPYKTYPHBIX IMOJPa3JEICHUSIX MPU MOATOTOBKE
JOKYMEHTOB K II€pe/laye B apXUB OpraHu3aluu.

BrIsiBIIeHHBIE HEIOCTATKH YCTPAHSIOTCA paOOTHUKOM apxuBa opranuszanuu. [lpu
HEOOXOIMMOCTH 3arojOBKM JI€d YTOYHSAIOTCA, Jie€la pPaclIMBAaKOTCI W
nepe(popMUPOBBIBAIOTCSA, OCYIIECTBISETCS IEPEeHYMepalrs JUCTOB B JIETIE.

31. I1o pe3ysibTaTaM 3KCHEPTU3bI HEHHOCTH TOKYMEHTOB U HA OCHOBE OIHUCEU JIEIT
JNOKYMEHTOB CTPYKTYPHBIX IOAPA3LACICHUNA COCTaBIISAIOTCS:

1) onucu nen TOKyMEHTOB MOCTOSIHHOTO XpaHEHUs Mo (opMme, yTBepKIAAeMOR
YIIOJIHOMOUYEHHBIM OpraHOM,;

2) omuCH AJEKTPOHHBIX JOKYMEHTOB (JI€J1) MOCTOSIHHOIO XpaHeHus o dopme,
YTBEPKJIAEMOM YIIOJTHOMOYEHHBIM OPTaHOM;

3) onuch e Mo JUYHOMY COCTaBy Mo (hopme, yTBEpKIaeMOl YIIOJTHOMOYEHHBIM
OpraHoM;

4) onuCh 3JIEKTPOHHBIX JOKYMEHTOB (Z€J1) IO JMYHOMY COCTaBy 1o (opme,
YTBEPKJIAEMOM YIIOJTHOMOYEHHBIM OPTaHOM;

5) onuck Aen NOKyMeHTOB BpeMeHHoro (cBwiuie 10 jeT) xpaHneHus no ¢gopme,
YTBEPKJIAEMOM YIIOJTHOMOYEHHBIM OPTaHOM;



6) ONKCH NEKTPOHHBIX TIOKYMEHTOB (1€)1) BpeMeHHOro (cBbilie 10 jeT) XxpaneHus
o gopme, yTBEp>KIaeMOU YIIOJTHOMOYEHHBIM OPTraHOM;

7) aKT O BBIIEJICHUN K YHUUTOKEHUIO TOKYMEHTOB, HE MOJUIEKAIUX XPAHEHUIO, 10
dbopme, yTBEpK1a€MOM YIIOTHOMOYEHHBIM OPTaHOM;

8) aKT O BBIJEIEHUHU K YHHUYTOKEHHIO AJIEKTPOHHBIX JTOKYMEHTOB (I€1), HE
HOJUIeKAIIMX XPAaHEHUIO, 110 (OopMeE, YTBEPKIAEMON YIIOJTHOMOUYEHHBIM OPTraHOM.

32. IIpu npoBeAeHNUH IKCHEPTU3BI HEHHOCTH MPOEKTHOM, KOHCTPYKTOPCKOM H
TEXHOJIOTUYECKON JIOKYMEHTALlMM COCTaBJIACTCA IIEPEUYECHb IPOECKTOB H3IAECINN
OPOMBIIIEHHOTO MPOU3BOACTBA M TEXHOJOTMYECKUX MPOLECCOB, OOBEKTOB
IJIAHUPOBKU U KAIIUTAIBHOTO CTPOUTENIBCTBA, HAYYHO-TEXHUYECKAsA JOKYMEHTALMS 110
KOTOPBIM MOJJICKUT Mepe/laye Ha TOCYyJapCTBEHHOE XpaHEeHHE (Jjajee — epeveHb ), 1Mo
dopme, yTBepKIaeMON YIIOTHOMOUYEHHBIM OPTaHOM.

33. IlepeueHb COCTaBIISETCS HE PEXKE OJHOTO pas3a B IATH JIET.

34. CucremaTusanys IyHKTOB MIEPEYHs OCYIIECTBIAETCS IO XPOHOJIOTHYECKOMY,
TEMaTUYECKOMY WJIM TEMAaTUKO-XPOHOJIOTHYECKOMY IIPU3HAKY.

35. Ilepeuens yTBEpKAAET pyKoBOoAUTENL opranu3anuu u J1IK rocygapcTBeHHOro
apxuBa, ApxuBa [Ipesunenrta Pecy6nuku Kazaxcran wim MO nocne cormacoBanus
9K (9K) opranuzanuu.

IIepeuens cocraBisgeTca B ABYX 3k3eMIuapax. [locie ero yrBepxaeHus nepBbii
DK3EMIUIAP HAIpaBIAIETCS B COOTBETCTBYIOIIMI TOCYyAapCTBEHHBIM apXWB, ApXHB
[Ipe3unenta Pecrryonuku KazaxcraH, BTOpoil ocTaercs B OpraHu3aluu.

36. Ha ocHOBaHMM NEpeYHs NPOBOIATCS NAJIBHEHIIAs SKCIIEpTH3a UEHHOCTU U
COCTABJICHHE ONUCEN JeJ, JOKYMEHTOB IIPOEKTHOW, KOHCTPYKTOPCKOW U
TEXHOJIOTMYECKOM IOKyMEHTALUU 3JIEKTPOHHBIX JJOKYMEHTOB (JI€1).

Jns Hay4HO-MCCIIEN0BATEIbCKOW M NMATEHTHO-JIMLIEH3UOHHOW TOKYMEHTAIUN
IIEpEYEHb HE COCTABIIAETCS.

37. Onucu nen NOKYMEHTOB, 3JEKTPOHHBIX AOKYMEHTOB (J1€]1) COCTaBIISIIOTCA
OTAECIBbHO Ha KAXKABIM BHJI HAYyYHO-TEXHHYECKOM JOKYMEHTAIlMU: IPOEKTHOM,
KOHCTPYKTOPCKOWM, TEXHOJIOTUYECKOH, Hay4HO-HUCCIIEJ0BATEIbCKOM,
NaTEHTHO-TULEH3MOHHON U UMEIOT CAMOCTOSITENIbHBIA HOMEDP C IIU(MPOBBIM UHJIEKCOM,
ONPEIEISIIOIIUM BUJl HAYYHO-TEXHUYECKON JTOKYMEHTALINH.

38. Ilpn nmpoBeneHUN DKCHEPTU3Bl LIEHHOCTH ayJWOBU3YAJIbHBIX JOKYMEHTOB
YUYUTBHIBAKOTCS IOJIHOTA U CTENEHb COXPAaHHOCTH KOMIUIEKTA ayJIMOBU3YaJIbHOTO
NOKYMEHTA, HAJIMYHE M KAYECTBO TEKCTOBOW CONPOBOJMTEINBHOW TOKYMEHTAIWH,
BO3MOKHOCTb HAaYYHOTO U TIPAKTHUUYECKOTO UCIOIb30BaHUsA, AyOJIE€THOCTbD,
HOTJIOIEHHOCTh M BAPUAHTHOCTD ayIMOBU3YaAJIBHOIO JOKYMEHTA.

39. B mnpoumecce NpOBENEHUS HSKCIEPTU3bl LEHHOCTH BBIABISIOTCS
ayJIMOBU3yaJIbHbIE JOKYMEHTBI, UMEIOLINE KaKue-In00 MOBPEXKACHHUS.



[Ipu obHapyxenun nedexToB, 0COOCHHO XUMUKO-OUOIOTUYECKOT0 XapakTepa (
MOKEJITEHUE, TJICCHEBEHUE, OTCIIauBaHUE SMYJIbCUH), MPOBOJUTCS KOHTPOJb BCEX
ayJIMOBU3YAIBHBIX JOKYMEHTOB JAaHHOTO TojJa IPOW3BOJICTBA, XPAHAIIUXCS B
OJIMHAKOBBIX YCIIOBHSX.

AynuoBu3yadbHBIE TOKYMEHTHI, HMEIOIMe Ie(PeKThl, MOJABEPTarOTCS
pecTaBpaliMoOHHO-TIPOGUIAKTHIECKON 00paboTKe.

40. AyauoBusyalbHble JOKYMEHTHI, OTJIOKUBIIMECS B nepuoAa 10 1922 rona
BKJIIOUMTEIBHO, K YHUUTOXKECHUIO HE BBIICIISIIOTCSA. Y HUUTOXKEHHUE aydUOBU3YaJIbHBIX
JOKYMEHTOB, OTJIOKMBIIUXCS B mnepuoa ¢ 1922 mo 1945 rom BKIOYUTENBHO,
OCYIIECTBIISIETCS C pa3pelICHUs yITOJTHOMOYEHHOI'0 OpraHa.

IMaparpad 3. Ilopsnok cocTaBIeHHA ONUCEH el JOKyMEHTOB

41. Onucam Jen NTOKyMEHTOB, B TOM YHUCJIE JIEKTPOHHBIX JOKYMEHTOB (J1€J1)
MIOCTOSIHHOT'O0, BPEMEHHOI'O XPaHEHHsI, 110 JIMYHOMY COCTaBY U aKTaM O BBIIEJIECHUH K
YHUYTOXXEHUIO JOKYMEHTOB, HE MOJJIEKAINIUX XPAHEHUIO, B Mpeaesiax KaxXJI0ro
apXMBHOTO (DOH/IAa TPUCBAUBAIOTCSI CAMOCTOSITEIbHBIE MTOPSIIKOBBIE HOMEPA.

Onuck e TOKyMEHTOB 3aBEpUIACTCS M0 TOCTUKEHUU KOJIWYECTBA BKIIOUEHHBIX
3aroj0BKOB 9999 (neBATh THICSY AE€BATHCOT JEBSIHOCTO JIEBSTH).

[Tocnenyromeit onucu 1ea1 JOKYMEHTOB, B TOM YHUCJIE 3JIEKTPOHHBIX TOKYMEHTOB (
JIeJ1) PUCBAUBAETCS] OUE€PETHON OPSIAKOBBINA HOMED.

[Ipu peopranuzanuu Win JUKBUJALUN OPTraHU3AIUKM OMKCH JIeJI IOKYMEHTOB, B
TOM YHCJIE JIEKTPOHHBIX JTOKYMEHTOB (Z1€]1), 3aBEPIIAIOT BHE 3aBUCUMOCTH OT OOILEro
KOJIMYECTBA BKIIFOUEHHBIX 3ar0J0BKOB JI€J, JOKYMEHTOB.

42. I'onoBoM pas3fen Onucu A€ JOKYMEHTOB COCTABIISIETCS U yTBEPKIACTCA
€XKEr0JIHO.

43. IIpu opopmIiieHHHN OMUCH JIe] JOKYMEHTOB, OMUCH YJIEKTPOHHBIX JJOKYMEHTOB (
JIe1) 3aroJIOBKU e (TOMOB, YacTel J1e1) HyMEpPYIOTCSl B BAJIOBOM MOPSIIKE.

44. 3aroJioBKH JOTOJHHUTEIBHO OOHAapYXEHHBIX J€J BHOCATCA B
COOTBETCTBYIOIIYIO OMHUCH J€1 JOKYMEHTOB, B TOM YHCJIE€ JEKTPOHHBIX JOKYMEHTOB (
JIeJT) TOJ] TUTEPHBIMU HOMEPaMH B COOTBETCTBUU C MPUHATON cuctemaruzanuei. [Ipu
KoJu4ecTBe cBbllie 10 1en 3a OJUH roj COCTABISETCS JONOJHUTENIbHAS ONUCH JIEN
JIOKYMEHTOB, B TOM YHCJI€ DJIEKTPOHHBIX TOKYMEHTOB (J€]I), C CaMOCTOSITEIbHOMN
HyMepaluuen X 3arojJoBKOB.

[Tocne BHECeHUS B OIMUCH JI€NT JOKYMEHTOB OIUCH 3JIEKTPOHHBIX JOKYMEHTOB (1€1)
3amucedl 0 MOCTYIJIEHUU WM BBIOBITUU JI€] COCTABIISIETCS OKOHYATENIbHAsi UTOTrOBast
3auCh, B KOTOPOU YKa3bIBAIOTCS TaKKE€ OCHOBAHMSI BHECEHHBIX U3MEHEHHUIM.

45. [leno, BKJIIOYAIOIIEE JOKYMEHTHI 32 HECKOJIBKO JIET, BHOCUTCS B OMUCH JEI
JOKYMEHTOB, B TOM YHCJI€ 3JIEKTPOHHBIX JOKYMEHTOB (JIel), IO TOAY 3aBEJCHUS B



JIeJIONPOU3BOJICTBE, 33 MOCIEAYIOLINE I'O/Ibl YKa3bIBAIOTCS €T0 3arojioBOK, a B rpade "
[Ipumeuanne" — ormeTka "Cmotpu nemo Ne'.

46. Onuck 1e71 TOKYMEHTOB MTOCTOSTHHOTO XpaHeHus nocie coriacoBanus ¢ [IOK (
OK) opranmzanuu cornacossiBaeTca OIIK rocynmapcrBeHHoro apxuBa, ApxuBa
[Ipesunenta PecnyOnuku Kazaxcram wnm MUO, yTBepkmaercss pyKOBOIUTEIEM
OpraHU3alNH.

Onwuce gen o tuuyHOMY cocTtaBy cornacoBbiBaercsa [IOK (OK) opranuszanuu, nocne
cornmacoBanusi [IOK (OK) cornacoseiBaercs ¢ JIIK rocymapctBeHHOro apxmuBa,
ApxuBa Ilpesunenta Pecnybnukum Kazaxcran wnm MHUO wu  yrBepxknaaercs
PYKOBOJIUTEIEM OpraHU3aLNH.

Onuch e TOKYMEHTOB BpeMeHHOTO (cBbiiie 10 JieT) XpaHeHus! yTBepKaaeTcs
pyKoBoauTeNneM opranuzanuu nocie coriacopanus ¢ [IOK (OK) opranuzanum.

47. Opranuszanuu, He SBISAIOLNIMECS HCTOYHUKAMHM KOMILIEKTOBAaHUS
rocygapcTBeHHoro apxuBa, ApxuBa IIpesugenra PecnyOnuku Kazaxcran, Ha
yTBepxaeHue (cormacoBanue) OIIK onmcu pen 10KyMeHTOB, B TOM 4YuUCIE
ANIEKTPOHHBIX TOKYMEHTOB (J1€J1) MOCTOSIHHOTO XPaHEHUs, IO IMYHOMY COCTAaBY U aKThl
O BBLACIEHUHM K YHUYTOXKEHUIO JOKYMEHTOB, HE IIOJJIEKAIIUX XPAaHEHHIO, HE
IIPEACTABIISIOT.

48. B onuch Aen JOKYMEHTOB, B TOM YHUCIIE JIEKTPOHHBIX JIOKYMEHTOB (€1)
IIOCTOSIHHOT'O XPaHEHHUsI, BHOCATCS 3arOJI0OBKU:

1) nen, JOKyMEHTOB IMOCTOSSHHOT'O CPOKa XpaHEHUs, B TOM YHCJIE OTHECEHHBIX K
coctapy HA®;

2) nen, copMUpPOBAHHBIX U3 TOKYMEHTOB ¢ oTMeTKOoM "OIIK", BbIAeIeHHBIX U3
JIe] C BPEMEHHBIMHU CPOKAMHM XPAaHEHMS, IOCJIE CBEPKH MX C HOMEHKJIATYpOH el
OpraHu3alui 3a TOT JX€ I0oJ M MNPOBEPKH MPABUIBHOCTU (HOPMHUPOBAHUS H
odopmiieHus Aen (B HEOOXOAUMBIX CIydasiX 3arojIOBKU JeNl YTOUHSIOTCS);

3) 3aBepIlICHHBIX JEIONPOU3BOACTBOM JIMUHBIX JI€Jl PYKOBOJAUTENEH OpraHu3anui
pecmyOIMKaHCKOT0, 00JIaCTHOTO, TOPOIOB PECITYOIMKAHCKOTO 3HAYEHUS, CTOJIULIBI,

4) 3aBEpIICHHBIX JEJONPOU3BOJCTBOM JMYHBIX 1€ MOJUTUYECKUX
roCyJapCTBEHHBIX CIIYXKAIlHX;

5) 3aBepIIEHHBIX JEIONPOU3BOJCTBOM JIMUHBIX 1€l PaOOTHUKOB, UMEIOLIUX
BBICIIME 3HAKU OTJIMYMSI, NTOYETHBIE TOCYJAapCTBEHHbIE M WHBIE 3BaHUs, HArpajsbl,
YYEHBIE CTETICHH.

49. EauHuIbl XpaHeHus (J1e71a) apXuBHOTO (hOHa CUCTEMATU3UPYIOTCS B MpeAeiax
apXUBHOTO (POHJIA COTJIACHO CXEME CUCTEMaTH3aIIH.

Jlena Ha OyMa)KHOM HOCHUTEJIE NOJIBEPratOTCsl paclIMBKE U nepedOpMUPOBAHUIO
Ipy OOHAPYKEHUH, YTO €S0 CPOPMUPOBAHO HETIPABUIIBHO.



50. CucremaTu3zanus 3arojloOBKOB B ONHUCH A€ JTOKYMEHTOB, B TOM YHUCIIE
AJIEKTPOHHBIX JIOKYMEHTOB (J1€J1) MOCTOSIHHOT'O XPaHEHHUs, OTIPEICTSAETCS CICNYIOINUMU
pU3HAKAMMU:

1) cTpyKTypHBIN (B COOTBETCTBUU C MPUHAJICKHOCTBIO €IUHUIl XpPAaHEHUS K
CTPYKTYPHBIM MOJIPA3/ICICHUSIM);

2) XpOHOJOTUYECKHUH (IO MeproiaM WM JAaTaM, K KOTOPbIM OTHOCSITCSl €IMHUIIBI
XpaHEHHUs);

3) byHKIMOHABHBINA, OTPACIEBON, TEMATUYECKUM, TPEAMETHO-BOTIPOCHBIN (C
y4eToM (yHKIIMH OpraHu3aluu, TEM WIM BOIIPOCOB, KOTOPHIX KAaCAETCsl COACPKaHUE
€JIMHUI] XpaHEHHUS );

4) HOMUHAJBHBIN (110 AEIONPOU3BOACTBEHHON (hopMe — BUJIaM U Pa3HOBUIHOCTSIM
JIOKYMEHTOB);
5) KOppecnoHAEeHTCKHM (10 OpraHu3alusaM U JIUIAM, B Pe3yJibTaTe MEePEernucKu ¢
KOTOPBIMH 00Pa30BAIUCH €AMHUIIBI XPAHECHMUS );

6) reorpaduueckuii (B COOTBETCTBUU C OMNPEACICHHBIMU TEPPUTOPHUIMH,
HACEJICHHBIMU MYHKTaMU W JPyTUMU reorpapuiyeckuMu oObEKTaMHu, ¢ KOTOPHIMU
CBSI3aHbI COIEPKAHUE TOKYMEHTOB, UX aBTOPbI, KOPPECIOHAEHTHI);

7) aBTOpCKMI (IO Ha3BaHMSIM OpraHU3alUi WX (aMUIIUASIM JUL, KOTOpbIE
SIBJISIFOTCS] aBTOPaMU JJOKYMEHTOB).

51. IoKyMEeHTHI [0 JUYHOMY COCTaBy, HAyYHO-TEXHHUYECKasl IOKYMEHTAIIUs B
apXWBHBIX (OHIAX HAYYHO-HCCIEAOBATEIHCKUX OpTaHU3aluid, pPYKONHCU B
U3JIaTeIbCTBAX, UCTOPUM OOJIE3HEW B MEAUIIMHCKUX OPTraHU3aIUsiX, aKThl IIPOBEPOK B
apXUBHBIX (OHAAX KOHTPOJBHBIX OPraHOB BBIACIAIOTCS B OCOOBIE TPYNIbl U
CUCTEMATU3HUPYIOTCS 000COOJIEHHO OT YIPABICHYECKON JOKYMEHTAIIUH.

52. KUHOIOKYMEHTHI ¥ BUJCOTOKYMEHTHI CUCTEMATU3UPYIOTCS:
1) mo Bunmam ((pusIbMbI, CIEIUATBHBIC BBITYCKH, KHHOXKYPHAJIBI, OT/ICTbHbIC KHHO-
U TEJIECIOKETHI);
2) mo rogam BhITTyCKa (UIBMOB, CHEIHAIBHBIX BBITYCKOB, KHHOXYPHAJIOB;
IPOU3BOICTBEHHBIM HOMEPaM OTJEIbHBIX KUHO- U TEJIECIOKETOB;
3) no equHUIIAM yuyeTa (KOMIUIEKTaM);
4) 1Mo BETHOCTH (IIBETHBIE, YEPHO-OCIIBIC);
5) mo popmarty mieHku (8 MIILTUMETPOB (Hasiee — MMm), 16 mm, 35 mMm, 70 MM u
TIpyTHe).
53. ®OTOIOKYMEHTHI CUCTEMATU3UPYIOTCS 110 BUJIAM:

1) HEeraTUBBI Pa3IUYHON IBETHOCTH (IIBETHBIC WUIM YEPHO-OEIIBIC) U pa3MepoB,
KOTOpble 00o3HayaroTcs uudpamu 2—8 (uudpa 2 cCOOTBETCTBYET HETaTUBY Pa3MepoOM
2,5 cantumeTpoB (nanee —cM) X 3,5 cMm, 3-6 cMx 6 cm, 4—6 cMm X 9 cM, 5-9 cM x 12 cM,
6-10cmx 15 ¢cm, 7-13 ecm x 18 cm, 818 cm x 24 cm).



[Tpu cucremaTuzanuu HeOOIBLIINX 00BEMOB HETATUBOB pa3MepOB 6—8 NoIMycKaeTcs
uX 00beIMHEHHE B OJIHY T'PYIIILY.

2) cnaiizipl (AMano3UTUBBI) PA3IMYHON IBETHOCTH;

3) no3uTUBHI, (HOTOOTICHATKY;

4) poroanbOOMBI;

5) nuapmibMbI;

6) PIEKTPOHHBIE OKYMEHTHI ((POTOAOKYMEHTH Ha LH(PPOBBIX HIIM HHBIX

COBPEMEHHBIX HOCHUTEIISIX), KOTOpbIe 0003HauatoTcst OykBoii "J".

54. @OHOIOKYMEHTHl CUCTEMATU3UPYIOTCS IO BHUJAAM 3aIlMCH 3BYKOBOU
uHpopmarmu: ponorpaduueckas, rpaMMoOHHAs, ONTUYECKAsl, MATHUTHAS, JTa3epHAasl.
Ha ¢oHOIOKYMEHTBI ONpeiesieHHOr0 BU/Ia 3allMCU COCTABIISIETCS OTAENIbHAs OMUCH.
BryTpu BUI0B (POHOOKYMEHTHI PACIONATAIOTCS M0 €IUMHUIIAM YYeTa U KOMIUICKTaM.

55. Onuch nen JOKYMEHTOB, B TOM YHUCIE AJIEKTPOHHBIX JIOKYMEHTOB (Je)
HNOCTOSIHHOTO XPAHEHHUS U IO JIMYHOMY COCTaBY, UMEET TUTYJbHBIM JUCT 1O opMme,
YTBEPKJIaeMOM YIIOJTHOMOYEHHBIM OPTaHOM, CoJiep KaHue (OriaBlieHUe), MPEIUuCIOBHE,
CIIUMCOK COKPAIEHHBIX CJIOB M UTOTOBYIO 3anuch. Ha TUTYJIbHOM JIMCTE ONUCHU JIEN O
JUYHOMY COCTaBY HE MPOCTABISAETCS OPUIIMATLHOE HAMMEHOBAHHUE FOCYAAPCTBEHHOTO
apxuBa, ApxuBa lIpesugenta Pecnyonuku Kazaxcran.

56. Onucek €1 JOKYMEHTOB MOCTOSSHHOI'O XPAaHEHMs], B TOM YHUCJE 3JIEKTPOHHBIX
JIOKYMEHTOB (J1eJ1) cocTaBisieTcsl B 4-X 3K3eMIuigpax Ha OymaxkHoMm Hocutene. [Tocre
€€ YTBEP)KIEHHs JIBa 3K3EMIULIpA MEPEJAI0TCs B TOCYAapCTBEHHBIA apXuB, ApXUB
[Ipesunenta Pecrrybnuku KazaxcraH, 1Ba — ocTaeTcsi B apXuBe OpraHU3aIHH.

57. Onucek nen TOKyMEHTOB IO JIUYHOMY COCTaBy, B TOM YHCJIE JJIEKTPOHHBIX
JOKYMEHTOB (71e11), cocTaBisieTcs B 4-X sK3eMIuisipax Ha OymaxkHoMm Hocutene. [locne
ee yTBEpPXKICHHUS JIBa HK3EMIUIsIpa MEepeJaloTcsl B rOCyAapCTBEHHBIM apXWB, BA —
OCTAIOTCS B ApXHUBE OPraHU3aLUU.

58. Onuck Aen JOKYMEHTOB JOJTOBpeMeHHOTo (cBbImie 10 jeT) xpaHeHus, B TOM
YUCJEe JJIEKTPOHHBIX JIOKYMEHTOB (Z1€1), cocTaBisercss B 4-X JK3eMIUIIpax Ha
oymaxkHom Hocutene. [locrme ee yTBepkIeHHUs ABa JK3EMIUIsIpa NEpenarTcs B
rocygapcTBeHHbli apxuB, ApxuB lIpesuaenta PecnyObnuku Kazaxcran, nBa —
OCTAIOTCSl B apXUBE OPTaHU3AIUH.

59. Onucu SIE€KTPOHHBIX JI€d1 BCEX BHUJAOB JOKYMEHTOB IEpPENAIOTCS B
rocyaapcTBeHHbI apxuB, ApxuB [Ipesuaenta Pecnyonuku Kazaxcran uepes UC DA
a100 TPH €€ OTCYTCTBUH MOCPEACTBOM JIEKTPOHHBIX HOCUTEIEH.

60. CucrteMaru3anus 3aroJIOBKOB B OMUCH J€J1, B TOM YHCJIE 3JIEKTPOHHBIX 1€, MO
JUYHOMY  COCTaBy  OMNpeAeNseTCs  XPOHOJOTHMYECKHUM, CTPYKTYpHBIM  (
(GYHKIIMOHATHHBIM) 1 HOMUHAJIBHBIM KJIaCCU(UKAITMOHHBIMU MTPU3HAKAMU. 3ar0JIOBKU



JIeJ1 TPYIIIUPYIOTCS 10 TOy 3aBEICHHUs (3aBEPIICHUS) B JACJIIONPOU3BOICTBE, BHYTPH
KaXXJIOTO roJia — M0 CTPYKTYPHBIM MOAPA3ACICHUAM (HAMPABICHUSAM JESITEIIbHOCTH)
OpraHu3allii, BHYTPU MOCIEIHUX — B MOPAJIKE YOBIBAHUSI BAXKHOCTH JIETI.

61. KapTouku mo ydeTy JMYHOTO COCTaBa W JUYHBIE Jeja paOOTHUKOB (Mpu
oO0beme cBrimie 20 gea 3a roj) BHOCATCS B CaMOCTOSITEIbHYIO OmHUCH Aen. Mx
3aroJIOBKU TPYNIUPYIOTCA MO TOJAY 3aBEpLICHUs JeN B JCJIONPOU3BOJICTBE, BHYTPH
rojia — B ai(paBUTHOM NopsiAke paMuiuil pabOTHUKOB.

62. K onucu nen JOKyMEHTOB, B TOM YHUCIIE SJEKTPOHHBIX JOKYMEHTOB (J1€7)
nonaroBpemMenHoro (cBeime 10 JeT) XpaHEHUs, COCTaBJISIOTCS OTJIaBJICHUE,
IIPEINUCIOBUE U CIIMCOK COKPAILEHHBIX CJIOB.

63. CucreMaru3aius 3arojoBKOB JIeJ, JOKYMEHTOB, JIEKTPOHHBIX JTOKYMEHTOB (
Jie7l) B OMHUCHU JieN1 JOoJAroBpeMeHHOro (cBeimie 10 JieT) XpaHEHHs OmpenelsieTcs
XPOHOJIOTUYECKU-CTPYKTYPHBIM ~ MJIM  XPOHOJIOTHYECKU-(PYHKIIMOHATBHBIM  (
XPOHOJIOTMYE€CKU-HOMUHAJIBHBIM) 1 HOMHUHAJIBHO-JIOTHYECKUM KJIaCCU(PUKAMOHHBIMU
pU3HAKAMH.

IMaparpad 4. Tlopsimok cocTaBleHAS aKTa O BEIIEIICHAN K YHHYTOXEHHIO JOKYMEHTOB, HE
MOJIeKAIUX XpaHEHUIO

64. AKT 0 BBIJICJICHUU K YHUUYTOXEHUIO JJOKYMEHTOB, HE TIOJICKAIUX XPAHEHUIO,
COCTaBJISIETCSI OJTHOBPEMEHHO C OMUCIMU JEN, IOKYMEHTOB.

65. B akT BKJIIOYAIOTCS 3aroJI0OBKHU /1€ U IOKYMEHTOB C MUCTEKIIUMHU CPOKAMU
XpaHeHuss Ha | sHBaps rojla, B KOTOPOM HPOBOJUTCSA DKCHEPTH3a IEHHOCTH
JIOKYMEHTOB.

66. AKT O BBIICJICHUU K YHUUTOXKEHHUIO JOKYMEHTOB UM JI€JI, HE MOJICKAIIUX
XPaHEHHUI0, COCTABIISETCS 110 (hopMe, YTBEPKIaeMOM YIIOJTHOMOYSHHBIM OPTaHOM.

B akTe yka3pIBaloTCsl 3arojlOBKM OTACIBHBIX JI€JI WU TPYINIOBBIE 3arOJOBKHU
OJTHOPOJIHBIX JIEJI.

67. AKT 0 BBIJICICHUU K YHUUTOKECHUIO JOKYMEHTOB, HE MOJIJIEkKAINX XPAHEHUIO,
YTBEPKIAETCA PYKOBOJAMTENIEM opraHusauuu nocie coriacoBanus ¢ [[OK (OK)
opranm3anuu 1 JIIK rocygapcTtBenHoro apxuBa, ApxuBa Ilpesunenrta PecryOnuku
Kazaxcran nnu MUO.

68. AKT 0 BBIJICJICHMU K YHUUTOKCHHUIO JOKYMEHTOB, HE TOJIJICKAINX XPAHEHUIO,
COCTaBJISIETCA B JIBYX JK3eMIUISIpax, OJMH W3 HUX MEPEeAaeTCs B roCydapCTBEHHBIN
apxuB, ApxuB [Ipe3unenta Pecnybnuku Kazaxcran, npyroit — B apXuB opraHU3aIluu.

69. JIOKyMEHTBI ¢ UCTEKIIIMMHU CPOKaAMU XPAHEHUS BBIACISIIOTCS K YHUUTOKEHUIO
TOJBKO TOCII€ YTBEPXKJCHUS OMHUCEH M aKTa O BBIJICNICHUH K YHHUYTOXKEHUIO 3a
COOTBETCTBYIOIIUI MEPHUOI.

I'maBa 3. XpaneHre JOKYMEHTOB apXyBa OpraHU3aIUK



IMTaparpa¢ 1. Ilopsnok opraHA3anyuy COXpaHHOCTH AOKYMEHTOB

70. Inst obecniedeHrs COXpaHHOCTH JOKYMEHTOB AJIEKTPOHHBIX IOKYMEHTOB (J€1)
B apXMBE OPTaHU3aLNU OCYLIECTBIISIOTCSA:

1) KOMILUIEKC MEP MO CO3/IaHUI0 M Pa3BUTHUIO MATEPUATbHO-TEXHUYECKOU Oa3bl
XpaHEHUs! JOKYMEHTOB (3JaHHE W XpaHWIUL] (TIOMEILIECHUS), CPEICTBA XPaHEHHS
JIOKYMEHTOB, 000pYI0BaHUE, CPEJICTBA OXPaHbl U O€30MaCHOCTH XPaHEHHUsI, CPEICTBA
KJIMMAaTUYECKOTO KOHTPOJIS, CpEeACTBa KOMUPOBAHUS M BOCCTAHOBJICHUS
MOBPEKICHHBIX TOKYMEHTOB);

2) KOMIUIEKC Mep MO CO3/IaHUIO U COOIIOEHUI0 HOPMATUBHBIX YCIOBUI XpaHEHUS
JIOKYMEHTOB (TE€MIIepaTypHO-BIAXKHOCTHBINA, CBETOBOM, CAaHUTAPHO-TUTUEHUYECKUN,
OXpaHHBIN PEKUMBI XPAHCHHUS);

3) Mepsl MPEBEHTHUBHOTO XapakTepa (obecmeueHne (HU3UKO-XUMUUYECKON
COXPaHHOCTU JOKYMEHTOB, pEeTJIaMEHTAIldsl WX BBbIJAYW W3 apXUBOXPaHWIUII,
IIPOBEJICHNUE MMPOBEPKU HATMYHS i COCTOSHUS, BBISIBIIEHHUE 0CO00 MEHHBIX JOKYMEHTOB,
co3faHue cTpaxoBoro Gouaa u GoHAa MOIH30BAHUS).

71. 1151 BNEKTPOHHBIX IOKYMEHTOB (J1€J1) JJOJKHA ObITh 0OecrieyeHa BO3MOKHOCTh
BOCITPOM3BEJICHUS COJIEpKaIleiicsl B HUX MH(GOPMAIUU Ha MPOTSHKEHUH BCEro CpoKa
XpaHEHUSI.

B cnywae ycrapeBanus (HopMaToB WIM MPOTrpaMMHOTO OOECHEUEHHS IS
BOCITPOU3BECHUS JICKTPOHHBIX JOKYMEHTOB (J1eJ1) UX JOJTOBPEMEHHAsI COXPAHHOCTh
U TIEJIOCTHOCTHh 00ECTICYMBAIOTCS MPOIIECCAMU IMYJISIIUN UIH KOHBEPTAIIHH.

72. Ilpu smynsinuu 00ecTeurnBaeTcsl CO3/1aHUE MMPOTPAMMHO-TEXHUUYECKON CPEIbl C
LEJIbI0 MAaKCUMaIbHO TOYHOT'O BOCHPOU3BEICHUS TOKYMEHTOB B 3JIEKTPOHHOM BHJIE.

[Ipu KOHBepTaLMK JIEKTPOHHBIX JOKYMEHTOB (J1e71) U3 ojHOoTO (popMmara aitna B
JIPYroi OCYIIECTBIISIETCS TPOBEPKA ayTEHTUYHOCTH COJIEpKaHUs CO3JaHHOrOo (haiina u
ATAJIOHHOTO AK3EMIUISIpa AJIEKTPOHHOTO JTJOKYMEHTA (J1eM1a).

[Ipu >Myns1IMKA ¥ KOHBEPTALUU COXPAHSIOTCS UACHTUPUKATOP U HAUMEHOBAHUE
AJEKTPOHHOTO JOKYMEHTA (J1e1a) 10 AMYJISIUU UM KOHBEPTAIUU.

Crenenusi 00 SMyJISIIMU UM KOHBEPTAIIUU JOJKHBI OBITh COXpPaHEHBI U
3allMIIEHbI OT BHECEHUSI U3MEHEHUM.

73. CBenenus 00 SMyJISIIIUU WIM KOHBEPTALIMH COECPKAT:

00beM, hopmaT, KOHTPOJIBHYIO XapaKTEPUCTUKY, ATy U BPEMs CO3/IaHMsI 00bEKTa
XpaHEHUs, CO3/IaHHOTO B IIPOLIECCE KOHBEPTALINHY;

CBEJICHUS O MPOTPAMMHOM CPEJICTBE, PEATU3YIOLIEM MPOIECCHl IMYJIALMU WIH
KOHBEPTAIUU;

CBeJIeHHsI O pabOTHUKE apXWBa OpraHu3alvu (HAaMMEHOBAaHWE JOJIKHOCTH,
WHUIAIBI, (DaMUITUS ), TPUMEHHUBIIIEM SMYJISIIUIO WU BHITIOJHUBIIEM KOHBEPTAIIUIO.



B ciyyae KOHBEpTAaLMKU 3TAaJIOHHBIN 3K3EMIUIAP 3JIEKTPOHHOTO TOKYMEHTA (J1e71a)
COXpaHseTCs B TOM BHJIE U COCTaBE, B KAKOM OH NMEPBOHAYAIBHO MOCTYMHI B apXUB
OpraHH3alluu.

Bce o00bexThl XpaHeHHUs, CO3JaHHbIe MPU KOHBEPTAIlMH, a TaKkKe
JOKYMEHTUPOBAHUU IPOLIECCOB IMYJIALMH WIM KOHBEPTALMH, BKIKOYAIOTCA B Ty K€
€AVHUILY YUYETa, YTO U ITAJOHHBIN SK3EMILISIP JIEKTPOHHOTO JTOKyMeHTa (aena), 11ubo
00pa3yroT CaMOCTOSITENIbHYIO €IMHULLY YUeTa.

CoO0TBETCTBYIOLIME U3MEHEHHS BHOCATCS B YUETHBIE IOKYMEHTBHI.

74. CucteMa Mep IO OpraHu3alMU XpaHEHUs JOKYMEHTOB OO€CIeurBacT
COXPAaHHOCTh JIOKYMEHTOB U KOHTPOJIb UX (PU3NUECKOTO COCTOSHUS NMPHU NOCTYIUIEHUN
JOKYMEHTOB B apXWB OpraHu3allid, UX XPaHEHUU M TepeJaye Ha MOCTOSHHOE
XpaHEHHE B COOTBETCTBYIOIIMH TOCYHAapCTBEHHBbIM apxuB, ApxuB Ilpe3unenrta
Pecny6nuku Ka3zaxcras.

75. Opranu3zaiiusi XpaHeHus SJIEKTPOHHBIX JIOKYMEHTOB (J1€J1) BKJIFOYAET:

rapaHTUPOBAHHOE XPAHEHUE DJIEKTPOHHBIX TOKYMEHTOB (7IeJ) B TEUYECHUE
YCTaHOBJIEHHBIX CPOKOB XpaHEHUS,;

obecrnieueHne HATMYMS U (PU3NUECKON COXPaHHOCTU BCEX OOBEKTOB XpaHEHUS;

oOecreyeHue 1eTOCTHOCTH BCEX 0OBEKTOB XPaHEHUS;

o0ecrnieueHre yCIOBHM Il BOCIIPOU3BEACHUSI JIEKTPOHHBIX JOKYMEHTOB (€J1) B
JOJITOBPEMEHHOW MEPCIIEKTUBE;

KOHTPOJIb MEPEMEIICHUS JIEKTPOHHBIX TOKYMEHTOB (e) (mepe3anuch Ha HOBBIM
AIIEKTPOHHBIN HOCUTENb U T.I1.).

76. XpaHEHHE JIEKTPOHHBIX JOKYMEHTOB B APXUBE OCYIIECTBISETCS:

1) Ha ¢uzmyeckn 000COOICHHBIX HOCUTENSIX — B JABYX DK3EMIUISIpax, OJUH U3
KOTOPBIX SIBJISIETCA OCHOBHBIM, Apyroi — padbouum. IIpu 3ToM ocHOBHOHM U pabouunit
AK3EMIUISIPBl  XPaHATCS B Pa3HbBIX apXUBOXpaHWIHUIIAX (MOMEIIEHUSX), MpH
TEMIIEPATypPHO-BIAJKHOCTHOM pEXKHUME, PEKOMEHJIOBAHHOM MPOU3BOJIUTEIIMU
HOCHUTEJIEH;

2) B MHQOPMAIMOHHON CHCTEME SJIEKTPOHHOTO apXuBa — Ha COOCTBEHHOM
000pyI0OBaHUY apXMBa WU B HUEHTPAX 00paOOTKHU NaHHBIX IOCYJaPCTBEHHBIX OPTraHOB.

O0s13aTeNbHBIMU YCIOBUSIMU XPAHEHHS AJIEKTPOHHBIX JOKYMEHTOB Ha (PU3UYECKU
000CO0JEHHBIX HOCUTEIISX SBIISIOTCS:

1) npumeHeHne HocUTENEH, MpeaHa3HAYEHHBIX JJI JOJATOBpeMeHHOro (cBbime 10
JIeT) XpaHeHUs] HHPOPMALINH;

2) HAIMYKE TEXHUYECKUX U MPOTPAMMHBIX CPEJICTB, MO3BOJSIOMINX OCYIIECTBIIATh
UX BOCIPOU3BEACHUE, MUTPALMI0 W KOHBEPTALHIO, a TAKKE KOHTPOJIUPOBATH
¢u3nyecKkoe U TEXHUIECKOE COCTOSTHUE;

3) mpoBeZeHUE MUTPALIMM HA HOBbIE HOCUTEIN U KOHBEPTAI[UU B COBPEMEHHBIE
(dopmMartsl;



4) opraHu3anMs KOHTPOJS 3a UX AyTEHTUYHOCTHIO, LEIOCTHOCTHIO,
JIOCTOBEPHOCTBIO, IPUTOAHOCTBIO JIJIS1 UCIIOJIb30BAHUSI.
HopmatuBHBIEC yCIOBHS XpaHEHUS AIEKTPOHHBIX TOKYMEHTOB B HH()OPMAITMOHHON
CUCTEME 3JIEKTPOHHOTO apXMBa 00ECIIeUNBAIOTCS:

1) ee coorBeTcTBHEM TpeOOBaHMIM 3aKoHoAarenbcTBa PecnnyOnuku Kasaxcran B
00JIaCTH CO3JaHMs, pa3BUTUSA, BBOJA B OKCILUIyaTallUI0 TOCYJAapCTBEHHBIX
MH()OPMAIIMOHHBIX CUCTEM U XPaHEHUS B HUX UH(OpMaIINH;

2) cobirofieHneM TpU €€ JKCIUTyaTanuu TpeboBaHUM MH(OpMAIMOHHON
0€30MacHOCTH U 3alUThI THPOPMALIHH;
3) pe3epBHOUN MUTrpalMeill 3JIEKTPOHHBIX JOKYMEHTOB, B TOM YHCJE MIpHU
MPUMEHEHUH 00JIAYHBIX TEXHOJIOTUM, U UX KOHBEpTAI[UeH B COBpeMEHHBIE ()OpPMAaThI.
77. YcioBus XpaHSHUS SJIEKTPOHHBIX JOKYMEHTOB (1€)T) JOJKHBI 00€CTICUnBATh:
COOJII0JIECHUE TEMIIEPATYPHO-BIAXKHOCTHOT'O PEXKUMA;
CaHUTAPHO-TUTUEHUYECKOTO, MPOTUBOIMOXKAPHOTO M OXPAHHOTO PEKUMOB
XpaHeHUS,;
MPUMEHEHUE CHElHaIbHBIX CPEACTB XpaHEeHUs (CepBepHOE 00OpyAOBaHMUE,
MeTaJUTHIecKue mKadbl, O0KCHI, PyTISApHI U APyTHUE).
OCHOBHBIMU MapamMeTpaMH, OMPEACIISIIONIUMU HAJICKHOCTh YCIOBUM XpaHEHUS
AIEKTPOHHBIX IOKYMEHTOB, SIBJISIFOTCSI:
3arpsi3HEHHOCTD CPEJIbI;
TEMIIEPATYPHBIE YCIOBUS XPAHECHHUS;
OTHOCHUTEJIbHAs BJIQKHOCTb CPEJIbI;
BO3JICMCTBUE PJIEKTPOMArHUTHBIX TOJICH;
obecrieyeHne WHXKEHEPHOU WMHQPPACTPYKTYypOHl IeHTpa 0O0pabOTKU TaHHBIX
HEOOXOIMMBIMU YCIIOBUSMHU JIJISI €70 PabOTHI;
KOHTPOJIb CPOKA IKCILTyaTallUU SJIEKTPOHHBIX HOCUTEIIEH.

78. Pazmenienre apxuBa OpraHu3ailyd B MPUCTIOCOOJICHHBIX MOMEIICHUSAX B
AIMUHUCTPATUBHOM 3/ITaHUW MPOU3BOJUTCS MPHU YCIOBUH COOTBETCTBHUS TPEOOBAHUSIM
OTHECTOMKOCTH, MPOYHOCTH KOHCTPYKIIMH, CAHUTAPHO-TUTHEHUYECKHUM HOpMaM,
HAJIUYUSI OTOMUTENbHBIX U BEHTUISIIIUOHHBIX CUCTEM.

79. IlometieHue Juisi apXuBa OpraHU3aIMKU COCTOUT U3:

1) apxuBOXpaHWIMIIA IJI1 XpaHEHUS IOKYMEHTOB;

2) KOMHATHI J1J1 paboThI HCClieoBaTeNNeH (YUTAIBHBIN 3a11);

3) pabounx KOMHAT paOOTHUKOB apXHBa;

4) KOMHAT ISl CEPBEPHOTO U KOMMYHHUKAIIHOHHOTO 000PY/I0BAHMUSI.
ApXHBOXpaHWIHILA PA3MEIAIOTCS B U30JIUPOBAHHBIX MTOMEIICHUSIX.

[TocTopoHHUE JHIAa JOMYCKAIOTCS B apXUBOXPAHWIHUIIA TOJIBKO C Pa3pelieHus
PYKOBOJUTENSI OpraHU3AlMK U B IPUCYTCTBUU paOOTHUKA apXKBa OpraHU3aIUu.



80. ApXuBOXpaHWJIHIIA PACIOJIATalOT B OTAAJICHUU OT JaOOPaTOPHBIX,
MPOM3BOJICTBEHHBIX M CKJIAJCKUX TOMEIICHUM, CBSA3aHHBIX C XpaHEHUEM WU
MPUMEHEHUEM XUMUYECKUX BEIIECTB WJIU MUIIEBBIX MTPOIYKTOB.

ApXUBOXpaHUJIMIIA 000OPYAYIOTCS OCHOBHBIMHU CPEJICTBAMHM IMOXKapOTyIIeHus. B
CUCTEMaxX U CpEACTBaX IMOXKAPOTYIICHUS TOMEIIEHUN apXuBa OpraHu3aluu
NPUMEHSIOT HEHTpalibHbIE, O€30MacHbIE IS TOKYMEHTOB BEIIECTBA.

B apxuBoxpaHunuiax He JOMyCKaeTcsi MPUMEHEHHUE OTHSI, HarpeBaTeIbHbBIX
npubopoB. Pa3zmenieHne B HHMX Ta30BBIX, BOJOMPOBOJHBIX, KaHAIU3AIMOHHBIX U
JIPYTUX MarucTpajibHbIX TPYOOIPOBOJOB HE JOMYCKACTCS.

Hcnionb3oBanue 1)1 apXUBOXPAHUIIHIIA TTOMEIICHHUS 0€3 OKOH JIOMYCKAeTCs TIPH
HAJMYUU €CTECTBEHHOW WJIM UCKYCCTBEHHON BEHTUJISILIUM, KPATHOCTh BO3yXO000OMEHA
B 4ac KOTOPOM cocTaBisieT 2-3.

81. Hapyxuble nBepu MOMEIICHUN apXuBa OpraHU3alUMUd OOUBAIOTCS
METAJJTIMYECKUM JINCTOM U MMEIOT MPOYHBIE 3aCOBbI. APXMBOXpaHUJIUILA B padouee
BpeMsl 3aKphIBalOTCS Ha KoY. B Hepabouee BpeMs Bce MOMENIEHUS apXHBa
oTevaThIBAIOTCS WK TioMOupytorcs. [leyaTts (miomMOup) BMECTE ¢ KIIIOYaMu CAAI0T Ha
XpaHEHHE JEKYyPHOMY IO OpraHHU3alMM, OXPAaHE WM B YCTAHOBJICHHOE IMpaBUIaMU
BHYTPEHHETO pacmopsijika MecTo.

BriHOC 1€, JOKYMEHTOB M3 apXHMBOXPAHWIMINA 3a MPEENbl 31aHUS
OCYILECTBIIACTCS TOJIBKO MO CHEIUATbHBIM MPOMYCKaM B MOPSAJKE, yCTAaHOBICHHOM
PYKOBOJUTENIEM OpPTraHU3alliH.

82. ApxuBOXpaHUIUIIE 000pyIayeTcs OXpaHHOW curHanuzanueil. Ha okwa,
PaCIOJIOKEHUE KOTOPBIX MO3BOJISIET AOCTYI W3BHE, YCTAHABIMUBAIOT METAIIIMYECKUE
PELIETKH.

83. B apxuBOXpaHWJIMIIAX MPOKIAIBIBACTCS CKPBITas 3JICKTPOMPOBOJIKA,
UCIIONB3YIOTCS TePMETHUYHBIE INTENCeNbHbIe po3eTku. OO0mme W TOo3ITaXKHbIE
PYOWJIBHUKH pacriojiaraloT BHE apXUBOXPAHUIIHUIILL.

IMaparpa¢ 2. IlopsAaoKk pacCTAHOBKH U XPaHEHUS JEIT

84. JIOKyMEHTBl B apXHWBE OPTraHU3alMU XPAHSATCS B apXUBOXPAHUIUIIAX U
pa3MeIarTcs B MOpsAKe, 00E€CIEYMBAIOIIEM UX ONEPAaTUBHBIN MOUCK B COOTBETCTBUU
C YYETHBIMH JIOKYMEHTAMH, B TOM YHUCJIE dJIEKTPOHHBIX JOKYMEeHTOB (nen). [lopsimok
pacIoJIOKEHUs JIeJI, B TOM YHUCJE JJIEKTPOHHBIX JOKYMEHTOB (ZI€J) B apXuBe
OmpenessaeTcs IIaHOM (CXEMOM) UX pa3MEICHHUS.

85. ApxuBoxpaHwIHIa OOOpPYIYyIOTCSI OCHOBHBIMHU (CTallMOHAPHBIC WJIH
NEPEABUKHBIE METAIIMYECKUE CTEUIAKH) M BCIOMOTATEIbHBIMU (METAININYECKHE
mkadsbl, celdsnl) cpeAcTBaMH XpaHeHHs. JlomyckaeTcss MpUMEHEHHE JIepEBSIHHBIX
CTeJUIaKel pU yCIIOBUU 00pabOTKH UX OTHE3aIUTHBIMH CPEICTBAMH.



Jns xpaHeHus (GOHO U BHUACOJOKYMEHTOB HCIIOJB3YIOTCS CTEIUIAXHU U3
He(deppOMarHuTHOrO MaTepuarna.

86. Creiiaky yCTaHABIMBAIOT NEPIIEHIUKYJIIIPHO CTEHAM C OKOHHBIMU MPOEMaMH,
B MMOMENIeHUsIX 0€3 OKOH — ¢ y4eTOM O0COOEHHOCTEH nmomelieHuit u obopyaoanus. He
JOIYCKAeTCsl pa3MELIEHUE CPEICTB XPAHEHUS BINIOTHYIO K HAPYKHBIM CTEHAM 3JaHUs
Y UCTOYHHUKAM TEIlIA.

PaccranoBka cpeacTB XpaHEHHS OCYHIECTBISETCS B COOTBETCTBHHM CO
CIEAYIOIIMMU HOPMaMHU PACCTOSHUM:

1) Mexnay psaamu creiaxei (rmaBHelid nmpoxoxa) — 120 cwm;

2) Mexay cremaxamu (mpoxon) — 75 cMm;

3) Mexay Hapy>KHOM CTEHOW 3JjaHUS U CTEIIAXKOM, MapalieIbHBIM HapyKHON
cTeHe — 75 cMm;

4) MEeXTy CTEHOW U TOPIIOM CTeJUTaxka uiy mkada (cerida) — 45 cwm;

5) Mex 1y MOJIOM U HIDKHEH MOJKOM cTeaxa uinu mkada (ceiida) — ne menee 15
CM, B LIOKOJIBHBIX 3Taxkax — He MeHee 30 cM.

87. Hena c ympaBieHUECKOW IJOKyYMEHTalHeld Ha OyMaKHBIX HOCHUTEISAX
pa3MeIIaloT B KAPTOHHBIX apXUBHBIX KOPOOKaX, Mankax Wi CBS3KaX.

HayuHo-TexHuueckas JOKyMEHTalus B 3aBUCHUMOCTH OT OOOpyAOBaHUS U
¢dbopMaToB yepTeKel XPaHUTCSA B PA3BEPHYTOM, CIIOKECHHOM WJIM HHOM BH/IC.

DNeKTPOHHBIE HOCHUTENM pa3MeIlaloTcsd B HecropaeMbix mikadax, Ookcax,
byTaapax, suerkax, a dIEKTPOHHBIC TOKYMEHTHI — Ha CTICTIHAIBHBIX YCTPOUCTBAX.

88. KMHOZOKYMEHTBI UMEIOT 3alUTHBIE paKoOpAbl. [[IMHa Ha4YaIbHOTO pakopja
COCTaBJIsieT 3 MeTpa, JJIMHA KOHEYHOro pakopna — 1,5-2 merpa. Ha HavanbHbIE M
KOHEYHBIC paKOpIbl HAaHOCHUTCS mU(poBka. KHHOTOKYMEHTHI TUIOTHO HAMATHIBAIOTCS B
PYJIOH Ha CepJeYHUKU (POTOrpaPUUECKUM CIIOEM HAPYXKY, 0€3 BBICTYNAIOIINX BUTKOB
Ha Toplax pyyioHa. HanpaBieHue HaMOTKHM — ¢ KOHIIAa HA HA4aJlo.

DOHOJOKYMEHTHI Ha MAarHUTHOM JIeHTe 0(OPMIIIOTCS paKOpJaMy Pa3HOTo 1[BETA B
3aBUCHUMOCTH OT CKOPOCTH BOCHpoM3BeAeHUs 3anucu. Ha HavanbHBIM pakopna c
Hepaboyeil cTopoHbl HaHOCHUTCS MU(POBKA. JIOKyMEHT HaMaThIBAETCSI Ha CEPACUHUK
pabouumM cioeM HapyKy (C BBICOTOW BBICTYHAIOIIMX BUTKOB B pPYJOHE, HE
npessbimaronieit 0,05 mm.). Hanpapnenre HaMOTKH (POHOJJOKYMEHTa COOTBETCTBYET
BPAIIEHUIO CMAThIBAEMOI'0 PYJIOHA MPOTHB YaCOBOW CTPEJIKU MPU BOCHPOU3BEIECHUU
Ha MarHUTO(OHaX.

Kaxnas eqununa XxpaHeHus ayJuOBU3YaJIbHOTO JOKYMEHTa YIaKOBBIBAE€TCS B
NEPBUYHYIO, a 3aTEM — BO BTOPUYHYIO yIakoBKy. [lepBuuHas ynakoBka UMEET MPSAMOi
KOHTAaKT C JOKYMEHTOM M 3alllUIIAET €ro OT NbUIM U BJIard, a BTOPUYHAs YIIaKOBKa
IpeJoXpaHsieT JOKYMEHT U MEPBUYHYIO YIIAKOBKY OT MEXaHWUYECKUX MOBPEKICHUM,
CBETA U APYTUX BO3JACUCTBUN OKPYKAKOIIEH CPEIBI.



YIIaKOBKH M3TOTOBJISIOT U3 XUMUYECKH MHEPTHBIX, HE COAEPKALIUX XJI0pa, a30Ta
MaTepuanoB, NPEMITCTBYIOUIUX TMOSABJICHUIO OWONMOBPEXKICHUH, a TaKke He
BBI3bIBAOILNX MOBPEKIECHUN JOKYMEHTOB WJIU NPUIIUIIAHUS K HUM.

89. KMHOJIOKYMEHTBI YIAaKOBBIBAIOTCS B OOEPTKY M3 TOHKOW Oymaru wiu
MHOTOCIIOMHBIN MaKeT U3 MOJMATHIICHA, TOMUATHICHTEpedTanaTa 1 METaJUIMYECKYIO
KOpoOKy. Pa3mep nakera cOOTBETCTBYET pa3Mepy pyJIOHa.

@DOTONOKYMEHTHl Ha IUIEHKe, (oToOymare, CTEKISHHBIX (POTOMIACTHHAX
YIaKOBBIBAIOTCSI B KOHBEPTHI U3 YUEPHOU CBETOHEITPOHUIIAEMON OECKUCIOTHON OyMaru.
DOHOJOKYMEHTbl Ha MAarHUTHOM JIEHTE YIMAaKOBBIBAIOTCS B MaKeT W3
NOJUATUIICHOBOW IUJIEHKM M 3aBOJCKYI0 KOpPOOKY WM MOMEIIAloTCA B
MOJIMATUICHOBBIA QyTiIsip (KOHTEHHEP) C BBIPE3aMU ISl STUKETOK.

AynuoBH3yanbHbIE TOKYMEHTHI Ha JUCKOBBIX HOCUTEIAX YKIJIAQJbIBAIOTCS B
3aBOJICKYIO YIIAaKOBKY, @ 3aT€M IIOMEIIAIOTCS B KOPOOOUHYIO Tapy.

BuneohoHorpaMMbl XpaHsITCS B CIEHUATIBHOMN 3aBOJICKOM YITAKOBKE U3 MPOYHOTO
IOJINMEPHOT0 MaTepHala.

90. He nmomyckaercs pa3MmelleHHE JOKYMEHTOB Ha IOJYy, MOJOKOHHHUKAX,
JIECTHUYHBIX IJIOMIAJKAX UM B HEPA300paHHBIX KUIIaX.

91. ApxuBOXpaHWIIUILA, CTEUIAXKU, WKapbl (cedbl) U UX MOIKA HYMEPYIOTCS
apabckumu 1udpamu. Cremiaxku U mKadul (ceidpl) HyMEpYIOTCS CaMOCTOSITEIBHO
CJIEBa HAIPABO OT BXOJa B apXUBOXPAHWIIUIIE, UX IIOJIKK — CBEPXY BHHU3.

92. MecTo XxpaHeHus A€, JOKYMEHTOB B ApXWBOXPAHWIMIIAX YKa3bIBACTCS B
HOCTEJUIAXKHBIX TONOrPapUUECKUX yKa3aTesax.

Ha kaxzp1ii cTemiax cocTaBiIsieTCsl KapTOUKa MOCTEIUIAXKHOTO TONOrpapuyecKoro
yKazaTtenss 1o ¢opme, yTBEpKAaeMOW YMHOJHOMOYEHHBIM opraHoMm. KapTtouku
NOCTEJJIAKHOI0 TONOrpauyecKoro ykasaTels CHCTEMATU3UPYIOTCSI B COOTBETCTBHH C
HyMepalHen CTeUIaKel B Mpeeiax KaXa0ro OTAEIbHOI0 apXUBOXPAaHUIIMILA.

Bce uzmeHeHus B pa3MeUIEHUHM JTOKYMEHTOB CBOEBPEMEHHO OTPaXKalOTCA B
NOCTEJIAKHBIX TOMOTPaQPUUECKUX yKa3aTeIsX.

93. Ilpu XpaHEHUM 3JIEKTPOHHBIX JOKYMEHTOB ([€J) apXUB OpPTraHU3aLMU
o0ecreunBaercs CAeAyOIUMH OCHOBHBIMU TEXHUYECKUMH CPEACTBAMMU:

1) HOTOKOBBIMU CKaHEpaMH, 00eCIIeUMBaOIIMMU HAJAEKHBIN BBOJ HH(POPMALIH;

2) cepBepamu, ClIOCOOHBIMU BECTH MapajlieIbHy0 00pab0TKY 3alpOCOB;

3) BeicokomnpousBoautenbHor (100 M6ut/c u Gosiee) BHIYUCIUTEIHLHON CETHIO,
OpUEHTHUPOBAHHON HA MHOT'OIOTOKOBBIN BBOJI U 00pabOTKY TEKCTOBBIX, IPAPUUECKUX
U ayJIMOBU3YaJbHBIX JJOKYMEHTOB;

4) obOopynoBaHHEM, OOECHEUMBAIOLIUM BBICOKONPOU3BOAUTEIbHBIA U
CBEPXHAJIEKHBIN TOCTYI K NOUCKOBBIM JJAHHBIM CHCTEMBIL;
5) obopynoBaHuEM NepeHOCa JaHHBIX HAa KOMITAKT UJIM MarHUTOONTUYECKHE TUCKU



6) 000pyI0BaHHEM PE3EPBHOTO KOMUPOBAHUS HA MATHUTHYIO JICHTY;
7) aBTOMaTHU3MPOBAHHBIMU PAOOYMMHU MeECTaMHU, OPHUEHTHPOBAHHBIMU Ha
00paboTKy TeKCTOBOM U Tpaduueckoi nHpopmauy;
8) UICTOUYHUKOM OecriepeOONHOr0 MUTaHUS;
9) npuHTEpaMu U MOJIEMaMU HOBEHUIITUX MOAU(DUKAITHIA:

10) oGopynoBanueM, oOecrieunBarONUM JOCTYI K €IMHOM TPAaHCIIOPTHOM cpelie
TOCyapCTBEHHBIX OPTaHOB ([JIs1 TOCYAAPCTBEHHBIX OPTaHOB, X MOJBEIOMCTBEHHBIX
OpraHu3alliii U OPraHOB MECTHOI'O CAMOYIPABJICHUS, a TAaKKE€ HMHBIX CyOBEKTOB
uHpopMaTU3anuu, ONpeAeICHHBIX YIOJIHOMOYEHHBIM OpraHoM B cdepe
uH(bopMaTH3aIINN).

94. ba3oBble (CUCTEMHBIE) MPOrpaMMHBIE CPEJICTBA APXHBA DJIEKTPOHHBIX
JIOKYMEHTOB BKJIFOUAIOT B CE05:
1) onmepalMoOHHYIO CETEBYIO Cpely M CUCTEMY YyIpaBlieHUs 0a30il JaHHBIX,
OPUEHTUPOBAHHYIO Ha 00PabOTKY OOIBIINX MAaCCUBOB JIAHHBIX;
2) cpencTBa OTOOpakeHUsI 1 00paOOTKH TaHHBIX;
3) cpenctBa 3amIMTHl OT HECAHKIIMOHMPOBAHHOTO JOCTYINA W aHTUBUPYCHBIC
CpelcTBa.

95. K cnenuanbHBIM MPOTPaAaMMHBIM CPeJCTBaM sl QYHKIIMOHUPOBAHUS apXUBa
AJIEKTPOHHBIX TOKYMEHTOB OPTaHU3alMU OTHOCSTCS:

1) cpenctBa 3¢ heKTUBHON NOAAEPKKH CUCTEM YIIPABIEHUS MOCTOSIHHBIM ITOMCKOM
JOKYMEHTOB Ha 3JICKTPOHHBIX HOCUTENSAX UH(pOpMaLINu;

2) enuHbBIE CPEACTBA PACIIO3HABAHUS TEKCTOB HA rOCYJIAPCTBEHHOM M PYCCKOM
A3BIKAX;

3) cpenctBa, obecnieynBarOIIUe eAMHYI0 TEXHOJIOTHUIO BBOJIa HHpOpMAIIHH B 0a3y
JaHHBIX;

4) cpencTBa OnmepaTUBHOTO MOMCKAa MH(MOpPMALUMU U ONEPATUBHOTO aHAJIU3a
uH(popMaIn;
5) cpeactBa pa3paboOTKU ¥ ONITUMHU3ALIMH 3aIIPOCOB MOJIb30BaATENCH;

6) mporpaMMHbIE U allapaTHbIE CPE/ICTBA 3aLIUTHl OT HECAHKIIMOHUPOBAHHOTO

J0CTyTMa K HH(pOpMAaIUK apXuBa IEKTPOHHBIX JJOKYMEHTOB OpPraHU3alllu.

IMaparpa¢ 3. Ilopsanok obecnedeHns pexxAMa XpaHEHH JOKyMEHTOB

96. B apxuBoXpaHWIMIIaX Bce BUABI pabOT ¢ JOKYMEHTAMH IPOBOJSTCS MpU
OTPAaHMYEHHBIX YPOBHAX OCBEIICHUA. JJOKyMEHTBI, B TOM 4YHUCIE 3JIEKTPOHHBIC
JOKYMEHTHI (Z1e71a), pa3MellaloTcsl B MEPBUYHbBIX 3aIUTHBIX CPEICTBaX XpaHeHus (
aApXMBHBIX KOPOOKax, Marnkax, CrieluaibHbIX QyTiIsapax, makerax, 00Kcax).

97. Ilpu ecTeCTBEHHOM OCBEIIEHMM Ha OKHAaX YCTaHaBJIHMBAIOTCS
CBETOpPACCEUBATENH, PETYISATOPHl CBETOBOTO MOTOKA, 3alIUTHBIE (UIBTPHI, HITOPHI,
KaJIF03U UM OKpaIIeHHbIE CTEKIIA.



JI71s1 HICKYCCTBEHHOT'O OCBEIICHUSI TPUMEHSIIOT JaMITbl HAKAJIIMBAHUS B 3aKPBITHIX
madoHax ¢ IIaJKON MOBEPXHOCTHIO. JIOMUHECIIEHTHBIC JIAMITbl UCTIOJIB3YIOTCS TIPU
YCIIOBUU YPE3aHHOTO YIBTPAPUOIIETOBOTO yUaCTKa CIIEKTPA U3ITyUCHHUS.

98. B apxuBoxpaHuiIumax oOecnedyuBaeTcs CICAYIOIIUN
TEMIIEPATYPHO-BIAKHOCTHBIN PEKUM:

1) nast JOKYyMEHTOB Ha OyMaKHBIX HOCUTENSIX MHbOpMaIlu — temneparypa +17 —
+19°C, oTHOCUTENBHAS BIAXKHOCTH Bo3ayxa S50-55 %;

2) nyisi JOKYMEHTOB Ha YEpPHO-OENBIX MUICHOYHBIX HOCUTENSAX MHPOpMAIUU —
temrieparypa +15°C, oTHocuTenbHas BIaxXHOCTh Bo3ayxa 40-55 %;

3) i MOKyMEHTOB Ha IBETHBIX IJICHOYHBIX HOCHTENSAX HHOOpMAIUU —
teMreparypa +2 — +5°C, oTHOcHUTeNbHAs BIaXXHOCTh Bo3ayxa 40-55 %;

4) nyist TOKYMEHTOB Ha MarHUTHOM JICHTE U IUCKOBBIX HOCUTEIISIX — TEMIIepaTypa
oT +8 — 10 +18°C, oTHOCHTENIbHASA BIAXHOCTh Bo3tyxa — 45-65 %;

5) Ayig TOKyMEHTOB Ha 3JIEKTPOHHBIX HOCUTENSIX HH(OopManuu — temneparypa +15
—+20°C, oTHOCUTENBHAS BIAXKHOCTH Bo3ayxa 50-65 %.

Jns obOecnieueHuss ONTHUMAIbLHOTO TEMIIEPATypPHO-BIAXKHOCTHOTO PEeXKUMa
XpaHEHUs JOKYMEHTOB Ha AJIEKTPOHHBIX HOCUTENSX, JIEKTPOHHBIX JOKYMEHTOB (J1€1)
B XpaHWJIHUIIE HEOOXOAMMO 00ECIIeUUTh COOJIOICHHUE CIICTYIOIMNX TPEOOBAHUIA:

JUISi MArHUTHOM JIEHTHI U JIUCKOBBIX HOCUTEIIEH TeMIlepaTrypa Bo3[ayXxa JOJKHA
ObITh OT +8 10 +18 °C, oTHOCUTENbHAS BIAKHOCTh BO3AYyXa AOJKHA MOIIEPKUBATHCS
B guana3oHe ot 45 1o 65 %;

U1 ONTUYECKUX JUCKOB TeMIeparypa He JOJKHa mpeBblmiath +25 °C,
OTHOCHUTEIIbHAS BIAXXHOCTh BO3/lyXa JOJKHA cOCTaBIsATh 20-50 %;

JUTsL CEPBEPHOTO 00OPYAOBaHUS TEMIIepaTypa BO3Iyxa JOJKHA ObITh OT +18 mo +
24 °C, oTHOCHUTEINIbHAA BIAXHOCTh BO3/1yXa JOJKHA coCTaBasATh 30-50 %.

CKopocTh U3MEHEHUS BIIAYKHOCTU BO3/1yXa HE JOJIKHA MpeBbIath 6 % B yac.

ATMmocdepHoe naBieHue JOKHO HaX0AUThCs B npeaenax ot 84 no 107 klla.

99. B apxuBOXpaHWIMIIAX C HEPETYyJIUPYEMBIM KIMMAaTOM OCYILECTBIISAIOTCS
COOTBETCTBYIOIIME MEPONPHUATHS IO ONTUMH3ALMU KIMMATHYECKUX YCIOBHUM Ha
OCHOBE paIlMOHAJIIBHOTO OTOIUJICHUS 3/1aHUS OpraHu3alud, HPOBETPUBAHUS U
yBJIQKHEHUS (OCYIIIEHHS ) BO3/IyXa B ApXMUBOXPAHUIIHUIIAX.

100. TemrepaTypHO-BIa>KHOCTHBIM PEKUM B apPXUBOXPAHWINILAX KOHTPOIUPYETCS
NyTEM pETYJISIpPHOTO H3MEPEHHUS IMapaMeTpOB TEMIEPATypbl U OTHOCUTEIbHOMU
BJIQA)XKHOCTH  BO3JyXa Ha OCHOBAaHMM TMOKa3aHUH COOTBETCTBYIOUIHUX
KOHTPOJIBHO-U3MEPUTEIBHBIX TMPUOOPOB. B KOHIUIIMOHUPYEMBIX TMOMEIICHUSIX
U3MEpPEHUE NapaMEeTPOB OCYIIECTBISIETCS [IBAa pa3a B HEHEII0, B MOMELICHUSX C
HEPETyJIUPyEMbIM KIIMMATOM — TPH pa3a B HEJIEIIO.

TeMnepaTypHO-BIaKHOCTHBIN PEXUM XPAHEHUS TOKYMEHTOB Ha 3JIEKTPOHHBIX
HOCHUTENISAX, PJIEKTPOHHBIX JTOKYMEHTOB (JI€J1) B XpaHUJIUIIE KOHTPOJIUPYETCS MyTeM



PETYJISIPHOTO W3MEPEHHUS TEMIIEPATYPBI U ONPEETECHUS] OTHOCUTEILHON BIAXXHOCTH B
OJIHO U TO K€ BPEMS:

B KOHJAMIIMOHUPYEMBIX TOMEUIEHUSIX — HE PEXKE OJTHOTO pasza B HEJEINIO;

B XpaHWJIUIIAX C HEPETYIUPYEMbIM KIMMATOM — JIBa pa3a B HEJIEIIO;

MIpU HAPYIICHUSX PEeKUMa XPAHEHUS — OJIUH Pa3 B CYTKHU.

KoHTponbHO-13MepuTenbHbie MTPUOOPHI (TEPMOMETPHI, ICUXPOMETPBI, TUTPOMETPHI
) pa3MelarT B T[JIaBHOM MPOXOJE Ha CTEIaXke BIAIM OT OTONUTEIbHBIX H
BEHTWISIITUOHHBIX cucTeM. llokasaHus W3MEPHUTENBHBIX NPHUOOPOB (TEPMOMETP,
ncuxpoMeTp) (GUKCUPYIOTCS B KypHaJle  perucTpalMd  TNOKa3aHUM
KOHTPOJIbHO-U3MEPUTEIBbHBIX TMPHUOOPOB corjlacHO ¢opme, yTBEpXKIaeMOn
YIOJIHOMOYEHHBIM OPTaHOM.

He nomyckaercs pe3koe kosieOaHWE TeMmepaTypbl U BJIAXKHOCTH B
apXUBOXPAHWINIIAX.

101. B apxuBoxpaHuiaumniax o0ecrneunBaeTcs MUPKYJIISIUS BO3AyXa, HCKITIOYAIOIIast
o0pa3oBaHME HEMPOBETPUBAEMBIX 30H, OMACHBIX B CAHUTAPHO-OMOJIOTHYECKOM
OTHOIIICHUH (TOSIBJICHUE TJIECEHU, HACEKOMBIX, TPHI3yHOB, TIBLIN).

OTKpbIBarOmKECS B TEIJIOE BPEMS roJla OKHA, a TAaKKE BEHTUJISALMOHHBIC
OTBEpPCTHUS B CTEHAX, MOTOJIKAX, IMOJaX apXUBOXPAHUJIUIL U HAPY>KHBIE OTBEPCTHUS
BEHTWJISIITMOHHBIX CUCTEM OCHAIIAIOTCS CETKaMU C IMaMETPOM siueek He Oonee 0,5 MM.

B apxuBoxpaHuiuiiax He AOMYCKAaIOTCs MPeObIBAHNE B BEpXHEN 0/1€KE, MOKPO
U TPSI3HOU 00YBH, XpaHEHHE W UCIIOIH30BAHUE MUIIEBHIX MMPOIYKTOB.

102. He pexxe ogHOro pasza B roji IPOBOAMUTCS O0OECHBUIMBAHUE CTEIIAXKEH,
mKkagoB, MEPBUYHBIX CPEJCTB XpaHEHUs] JOKYMEHTOB. [Ipu 3TOM MOJIbI, MIIUHTYCHI,
MOJIOKOHHUKHU, ITOKOJbHBIE YAaCTH CTeJUIakedl o0pabaThiBalOTCS JBYXIPOIIEHTHBIM
BOJHBIM pacTBOpoM (opmanuHa. He pexxe AByX pa3 B HEJEIIO B apXUBOXPAHWIUILAX
IIPOBOJIUTCS BIakHas yOOpKa.

103. JIBa pa3a B rox (10 Havajia ¥ TMOCIe OKOHYAHUSI OTOMHUTEIHHOTO CE30HA)
JOKYMEHTHI (BBIOOPOYHO) apXHUBOXPAHWJIUILNA TMOJBEPraroT OOCIEIOBAHUIO IS
CBOEBPEMEHHOT0 OOHAPY>KEHUS HACEKOMBIX U IJIECHEBBIX TPUOOB.

[Ipu obHapykeHUU OMOJOTMYECKUX BPEIUTENICH MPUHUMAIOT CPOYHBIE MEPHI 10
Ne3UH(EKIUU U JE3UHCEKITUU MOMEIICHUN CUJIaMU CAaHUTAPHO-3ITHIEMHOJIOTUYECKON
CITY>KOBI.

104. JIoKyMEHTBI MOCTOSIHHOTO XPaHEHHS C BBISBICHHBIMH (DU3MUECKUMU
nedexTaMu OCHOBBI (yTpaTa yacTei TI0KyMEeHTa, pa3phiBbl, OTCIOCHUE IMYJIHLCUOHHOTO
CJI0s, TPEUIWHBI, LIApAlUHbl) WU TEKCTa PErUCTPUPYIOTCS B KypHaye (KapToTeke
ydeTa) (U3MUeCcKOro COCTOSIHUS JOKYMEHTOB. B 1aHHOM *XypHane (JaHHOM KapTouke
ydyeTa) (QUKCUPYIOTCS BHABI CIEIUAIbHONW 00pabOTKH, HEOOXOMUMBIC IS



BOCCTaHOBJICHHUSI IOKYMEHTOB (pecTaBpaius, Ae3uH(eKIrs, MUKpohuI-MUPOBAHUE,
dboTopecTaBpalys, KOMUPOBAHKE, TIEPEBOJI B DJICKTPOHHBIN (DOpMAT), U YKa3bIBAIOTCS
KOHKPETHBIE MEPHI 10 YIYUIICHUIO (PU3MUECKOTO COCTOSIHUS JOKYMEHTOB.

105. Hemennennoit nepegaye Ha o0pabOTKY (Me€3MHQEKINIO, AE3UHCEKIIUIO)
MOJITISKAT JIeJIa, TOKYMEHTHI KOTOPBIX TTOPAXKEHBI IMIIECEHBI0 M HACEKOMBIMH.

IMaparpad 4. Ilopsmok BEIa9M Ael, JOKyMEHTOB M3 apXWBOXPAHVITAII

106. [dena, nOKyMEHTBI BBIIAIOTCS U3 APXUBOXPAHUIUILL;

1) mist uciob30BaHMs pAOOTHUKAMU OpTraHU3AIINY;

2) st UCTOJIB30BaHus (PU3NUECKUMU JTUIIAMH B YU TAILHOM 3aJie;

3) BO Bp€MEHHOE 0JIb30BAHKUE IPYTUM OpraHU3alUsIM;

4) nng crenuaibHOM 0O0pPabOTKH JOKYMEHTOB C IEJIBI0 YJIYUIIECHHUS HX
(U3UIECKOTO COCTOSHHMS.
107. Hdena, MOKYMEHTBHl BBIIAIOTCS BO BPEMEHHOE IOJb30BaHHUE W3
apXMBOXPAHWIML] Ha CPOK, HE OoJee:

1) omHOTO MecsIa ISl UICTIOB30BaHUS paOOTHUKAMU OpTraHU3AIINH;

2) 0THOTO MecsIa JJisl UICIIOJIb30BAHUS JOKYMEHTOB B UNTAJILHOM 3aJI€;

3) Tpex MecslieB BO BPEMEHHOE IMOJb30BAHHUE ISl APYTUX OpTaHU3aluil u
SKCTIOHUPOBAHUS JOKYMEHTOB.

108. IIpoasieHne yCTaHOBJIEHHBIX CPOKOB BBIIAUU JIE€], JOKYMEHTOB BO BPEMEHHOE
MOJIb30BaHUE JOMYCKAETCA B OCOOBIX CcllydasgX C MNUCbMEHHOrO pa3pelieHus
PYKOBOAMUTENSL OpraHU3allUM MO HUCbMEHHOMY TMOJTBEPKIACHUIO MOJIB30BATEISI O
COXPaHHOCTH JOKYMEHTOB.

109. Ha Hay4YHO-TEXHUYECKUE JOKYMEHTHI, MOJJIEKAIINE TIepelade Ha MTOCTOSIHHOE
XpaHeHue, co3naercs (OH MOJTb30BAHMS Ha DJIEKTPOHHBIX M MHBIX HOCUTENsX. Ux
NOJIMHHUKY U3 apXUBOXPAHUIIUILL HE BBIJIAFOTCSL.

110. [TpaBooxpaHUTENbHBIM OpraHaM, OpraHaM CyJa U MpoKypaTypsl Jiefia, B TOM
YHUCJIE U Ha AJIEKTPOHHBIX HOCUTENSAX, DJICKTPOHHBIE JOKYMEHTHI (Jiejia) BhIIAIOTCS B
nopsiiKe, ONpPeIeICHHOM 3aKOHO1aTenbcTBOM PecniyOnnku Kazaxcras.

111. Beigaua nen, JOKyMEHTOB U3 apXUBOXPAHUIIUI OPOPMIISETCS CIETYIOIUMU
JIOKYMEHTaMHU:

1) 3akazaMu Ha BbIJIauy JIeNl B YUTAJIbHBIN 3a] U paOOTHUKAM OpTraHU3allUU IO
dbopme, YTBEPK1a€MOU YIIOTHOMOUYEHHBIM OPraHOM;

2) akTaMu O BbIJaue JeJ, JOKYMEHTOB BO BPEMEHHOE MOJIb30BaHKUE MO popme,
yTBEPKIAaE€MON YIOJTHOMOUYECHHBIM OpraHoM, odopmiisieMbIMM Ha oO0lIeM OJiaHKe
OpraHu3allNy;

3) 3akazaMu Ha MPOBEACHUE padOT M0 KOMUPOBAHUIO U PECTABPALIUU JOKYMEHTOB.

3aka3 apXMBHBIX JOKYMEHTOB (JI€J1) MOXET ocymiecTBIsAThcs uepe3 UC DA
MIOCPEJICTBOM JIOTHHA U MapOJis, B TOM YHCIIE UCCIIEI0BATEISM.



112. Beigaya gen, JOKYMEHTOB, B TOM YHCJIE DJICKTPOHHBIX, U3 apXUBOXPAHWIMIIA
perucTpupyercss B KHUrax Bblauu JokymeHToB unu B MC DA mo dopwme,
YTBEPKIAEMOHN YIIOJTHOMOYEHHBIM OPTraHOM.

113. UcnonHeHHble 3aka3bl UCCleNOBaTENed XpaHITCA B JIMUHBIX Jejax
UCCIIeI0oBaTeNel, BCE MPOYHe — 0 MPOBEACHUS MPOBEPKHU HATTMYMS U COCTOSTHUSA JEIL.

114. Beigaya aen, TOKyMEHTOB BO BpDEMEHHOE MOJIb30BaHUE B IPYTHE OpraHu3aluu
oopMIIsIETCA aKTOM, KOTOPBIM COCTaBIISETCA B JIBYX JK3EMIUISIpax, OJUH U3 KOTOPBIX
OCTaETCs B apXHMBE OPraHU3alNU, APYTOM BBLAAETCS MOTYYaTeN 0. AKT OANUCHIBACTCS
PYKOBOJIMTEIEM OpraHu3aluM, Mepefarolel aena, U PYKOBOJAUTEIEM
opranuzauuu-nonyuarens. Ilocie Bo3BpamieHHs el B ABYX 3K3EMIUISIpax akTa
JeJlaeTCsl COOTBETCTBYIOIIA OTMETKa — OJWH DJK3EeMIUISIp OcCTaercsi B
OpraHu3aIu-ToiyJarene, Ipyroil Xpanurcs B aene GoHAa B apXHBE OpraHU3aInH,
BBIJJaBABIIEN JOKYMEHTHI.

115. HanpaBneHue NOKYMEHTOB Ha KOMHUPOBAHUE, PECTABPALMIO, MNEPEIIET
odopmIsieTcs 3akazoM. 3aka3 oOpMIIIETCS B apXMBE OpraHU3aluu 1o (Gopme akTa o
BbIIau€ JJOKYMEHTOB BO BPEMEHHOE 0JIb30BaHUE IPYTrOd OpraHU3aluu.

116. Ilepen Bblmauel nesl, TOKYMEHTOB M3 apXHBOXPAHWIIHILA HPOBEPAECTCSA
COOTBETCTBME IM(]pa U 3aroyioBka jena Ha o0JokKe mMUGpy U 3arojoBKy Jesa B
cBoaHoM onucu. llepen Bpmaueld M mpu BO3BpALCHUU A€ B apXMBOXPAHWIHIIA
IIPOBEPSIOTCS HyMEpaLHsl JUCTOB U COCTOSHUE JOKYMEHTOB KayKJIOTO BBIIAHHOTO J€a

Kaxxioe BbIIaBaeMoe U3 apXMBOXPaHWIMILA JIEJI0 UMEET JIMCT UCIIOIb30BAHMS 110
(dopMe, yTBEPKIAEMOI YIIOTHOMOYEHHBIM OPTraHOM.

117. Ilpn BbLAave U3 XpaHWIMIIA JOKYMEHTOB Ha 3JIEKTPOHHBIX HOCUTEIAX
OCYILIECTBIIIETCSA MPOBEPKA LIETOCTHOCTH BCEX OOBEKTOB XpPaHEHMsI, COCTABIISIOIINX
BBIIABAEMBIIl IOKYMEHT.

118. Ilpu Bhimave aena (IOKYMEHTOB) M3 apXMBOXPAHWIMINA HA UX MECTO
BKJIQJIIBACTCSl KapTa-3aMECTUTENb CAMHHIIBI XPAaHEHUsI MO0 (opMe, yTBEPKIAeMOil
yHOJTHOMOYEHHBIM opraHoMm. Ilpm Bo3BpameHun pena (IOKyMeHTa) B
apXMBOXPAHWINLIE KapTa-3aMECTUTENb U3bIMAETCS.

119. CocrossHME NOKYMEHTOB, BO3BpAIllA€MbIX B apXUB OPraHU3ALMU IIOCIIE
UCII0JIb30BaHUS, IPOBEPSAETCS B MPUCYTCTBUU JIULIA, BO3BPAILLIAIOIIETO UX.

[Tpu oOHapykeHUH HEIOCTauH JOKYMEHTOB WJIM OTAENIbHBIX JIUCTOB B HUX, a
TaKXe MOBPEXIEHUM Jiel pabOTHUK apxuBa OpraHU3aluu coolm@aer 00 3ToM
PYKOBOJCTBY ISl NPUBJICUEHHS] BUHOBHOT'O JIMI@ K OTBETCTBEHHOCTH B IOPSAKE,
OIpeieIEHHOM 3aKoHoAaTenbcTBOM PecryOnuku KaszaxcraH.

ITaparpad 5. Ilopsok mpOBEACHNS HAIMIUA U COCTOSTHHSA ApPXHBHEIX A€, JOKYMEHTOB



120. [IpoBepka HaIUUUS U COCTOSIHUSI apXUBHBIX JI€]1, JOKYMEHTOB MTPOBOAUTCS B
IUTAHOBOM MOPSIAKE OJIMH pa3 B 5 JI€T, 3JEKTPOHHBIX JOKYMEHTOB (J1€J1) — OJIMH pa3 B 3
roja.

121. BHeouepeaHble MPOBEPKU HAIUYUSI M COCTOSIHUS JieJ, IOKYMEHTOB
IPOBOJSATCS:

1) 1o u nmoce nepemMenieHus ael, J0KYMEHTOB B IPYroe apXHUBOXPaHUIIHIIIE;

2) mepen mepenavyedl UX Ha XpaHEHHE B IrOCYJapCTBEHHBIA apXWB, ApPXUB
[Ipesunenta Pecriybnuku Kazaxcran;

3) mocne ype3BbIYalHBIX CUTYallUid, BBI3BABIIMX MEpEMEIIECHUE (IBAKyalUIo) J1eJ
WJIN JOCTYII B ApXUBOXPaHWIUIIA TOCTOPOHHUX JIMII;

4) mpu cMeHe PYKOBOJMTEISl apXUBa OpraHu3auuu (Jiuila, OTBETCTBEHHOTO 3a
apXuB);

5) npu peopranuzanuu (JTUKBUIAIMNA) OPTaHU3AIIUH.

122. B xo1e npOBEPKU HATUYMSA U COCTOSIHUSA JOKYMEHTOB OCYLIECTBIIFOTCS:

1) ycraHoBieHue (akTUUYECKOTO HAJIUYUs OKYMEHTOB, HaXOISLIUXCA Ha
XpaHEHHH B ApXUBE OpraHU3ALINH;

2) BBISIBJICHHE U YCTPAHEHNE HEJOCTATKOB B YUETE JJOKYMEHTOB;

3) BbISIBJIEHUE OTCYTCTBYIOIIUX JIOKYMEHTOB U OpraHU3allus UX PO3bICKa;

4) BBISIBIICHUE U YUYET JJOKYMEHTOB, TPEOYIOIIMX pecTaBpalvi, KOHCEpBALUN U
npopuIaKTUIECKON 00pabOTKH.

123. Jlo Havasia pa®OTHl MO NPOBEPKE HAJIUYHUSA M COCTOSHHS TOKYMEHTAlUU
U3YYaroTCs JOKYMEHTBI MPEABIAYIIUX MPOBEPOK.

B xoze npoBepKky HaNMUUA U COCTOSIHUS TOKYMEHTOB ITPOBEPSAIOTCS IPABUIBHOCTD
HyMEpaluuu el B KaXJOW ONUCH JeJI JOKYMEHTOB, COOTBETCTBHE HyMeEpalHH
3aroJIOBKOB JIeJl MTOTOBBIM 3allMCSIM B OMNHUCAX JIeN1 JIOKYMEHTOB U YYETHBIM
JOKYMEHTAM.

[IpoBoaMTCS cBepka OoMUCATEIbHBIX CTaTell pa3jeia OMUCHU Jed JOKYMEHTOB C
COZIEp)KaHUEM pEKBU3UTOB Ha 00J0Xkkax jAen (mudpoB, HaMMEHOBAHUS
dbonm000pazoBaTeNs U €ro CTPYKTYPHBIX MOAPA3ACICHUM, JETONPOU3BOICTBEHHBIX
UHJEKCOB /€I, 3ar0JIOBKOB JIEJ, 1aT AeJl, KOJIMYECTBA JIMCTOB).

Jena ¢ 0co60 eHHBIMH JOKYMEHTaMHU, HECOPOIIIIOPOBAHHBIE JIeNia MPOBEPSIOTCS
NOJIUCTHO. VITOrM NpoBepKH (PUKCUPYIOTCS B JIUCTAX-3aBEPUTENSAX JIETT.

124. EanHOBpEeMEHHbIE IPOBEPKU HAJTMYUS U COCTOSHHS JIEKTPOHHBIX HOCUTEIIEH
IPOBOJISTCA:

NIOCJIE NIEPEMELICHMS JIEKTPOHHBIX HOCUTEIIEH apXHBa B IPYyroe€ XpaHWIHILE;

MOCJIe YPE3BbIYANHBIX MPOUCIIECTBUMH;

IIPU CMEHE PYKOBOJUTENS apXuBa (JULA, OTBETCTBEHHOI'O 3a IOCY/1apCTBEHHBIN
y4eT U apXUBOXPAHUIIUIIE).



125. ITpu npoBepke ayauoBHU3yalbHON JOKYMEHTAIIMU CBEPSAETCS OMUcaTelbHas
CTaThsl C HAJAMNUCHI0O HAa O3THUKETKE KHHO-, (OHO-, BUIAEOJOKYMEHTOB. Ilpu
HECOOTBETCTBUM CBEJICHUI ONMCATENbHAS CTAaThs CBEPSIETCS C HAAIUCIMH Ha PAKOPJe
JIOKyMEHTa.

126. IIpoBepka HanWMuus YEPTEKEN OCYLIECTBISAECTCA IOJMCTHO, CBEPSETCS
HAaMMEHOBAHUE PEKBU3UTOB CIENM(PUKAIIMU WM BHYTPEHHEW OMHCU C Ha3BaHUEM
KaXXJIOr0 JIUCTA YepTeka, BXOSIIETO B COCTaB MpoeKTa (pa3paboTKH).

127. Tlpu mpoBepKe HAIUYHUS U COCTOSIHUS IOKYMEHTOB HEOOXO0IUMO:
1) coxpaHaTh NOPSAIOK PACTIONOKEHHS JOKYMEHTOB HA CTEIIaXKaX U B MEPBUYHBIX
CPEICTBAX XPaHEHHUS,
2) moAkJaAbBaTh Ha CBOM MecTa OOHAapy»XEHHBIE BO BpEMs IMPOBEPKHU
HENPABUJIBHO MOJIOKEHHBIE JIEJIa U JJOKYMEHTBHI;
3) u3bIMaTh Jielia, 3aroJ0BKU KOTOPBIX HE BHECEHBI B pa3/ieiibl COOTBETCTBYIOIIUX
ONMCEN JEN, TOKYMEHTOB;

4) u3pIMaTh U U30JUPOBATH JieNIa U JIOKYMEHTBI, 3apaKEHHbIC TUIECEHBIO WIIU
JIPYTrUMU OMOJIOTUYECKUMHU BPEIUTENSIMU;

5) BBISIBIISATH JJOKYMEHTBI, UMeIoIue pusudeckue 1eeKThl.

128. [TomeTsI Wi 3alMCH B XOJI€ MIPOBEPKHU B OMUCAX JI€J1, JOKYMEHTOB U IPYTHUX
YUETHBIX JOKYMEHTaX HE MPOU3BOISTCS.

129. Jlena Ha OyMa)xHOM HOCHUTEJE, BblJaHHbIE paOOTHUKAM OpraHU3allUU B
YUTAIbHBIA 3a]1 © BPEMEHHOE MOJIb30BaHUE JIPYTUM OpPraHU3ALMIM, IPOBEPSIOTCS 110
KHUTAM U aKTaM BBIIAYU JI€] U CYUTAIOTCS UMEIOIINMUCS B HATMYHH.

130. B xone npoBepKH COCTABISAETCS JINCT MPOBEPKU HAIUYUS U COCTOSIHUA JE,
JOKYMEHTOB B apXuBHOM ¢GoHAE NOo (opme, yTBEpKIaeMOW YIOITHOMOYEHHBIM
opraHoMm. JIUCThI IPOBEPKU HYMEPYIOTCS 1O MOPSAJIKY HOMEPOB B IMpEAesiax Kaxaoro
apXUBHOTO (POHJA U MOANUCHIBAIOTCS UCTIOJTHUTEIIEM.

[Tocne okoH4YaHUS MPOBEPKHU apXUBHOTO (DOHJA JTUCTHI MPOBEPKU BKIIFOUAIOTCS B
JIeJI0 JaHHOT'O0 apXMBHOTO (hOHIA.

B ciydae oOHapy eHus B X0/i€ MPOBEPKU HATMYUS U COCTOSIHUS JIeNl HEJJOCTATKOB,
HE MPETyCMOTPEHHBIX I'padamMu JIMCTa NPOBEPKH, B JIUCT BBOAATCS JOMOJHUTEIbHBIE
rpadsl. Ecu B pesysnbTaTe mpoBEpKH HEAOCTATKOB HE OOHAPYKEHO, JTUCT POBEPKH B
JIEJI0 apXUBHOTO (DOH/IAa HE BKIIFOUAETCS.

131. Ha ocHoBanuu nucra (JINCTOB) MPOBEPKH COCTABIISIETCS aKT MPOBEPKU
HaJluuusi W COCTOSIHUSI apXMBHBIX JIOKYMEHTOB 10 (opme, yTBepkaaeMou
YIOJIHOMOUYEHHBIM OPIaHOM.

132. ITo OKOHYaHWUH MPOBEPKU HAIWYUS U COCTOSHUS apPXUBHBIX JOKYMEHTOB B
KOHLIE OIKCH JIeJl JOKYMEHTOB (KHUTH Y4Y€Ta U ONKCAHMS) MPOCTABIISIOTCS 3aIUCh
[IpoBepeHo", nara, TOJKHOCTD U MOJIKUCH JIULA, IPOU3BOJAUBIIETO IPOBEPKY.

"



B ciydae oOHapy»keHus: B UTOTOBOM 3aITUCH OTKCH JIeTT JOKYMEHTOB (KHUTH y4eTa
U ONHUCAHUSI) HEYYTEHHBIX JUTEPHBIX M MPOMYIICHHBIX MOPSAJIKOBBIX HOMEPOB,
BBIOBIBIIINX B COOTBETCTBUH C YCTAHOBJICHHBIM MOPSAKOM €AMHUI] XPAaHEHUSI, UTOTOBAs
3aIUCh MEPECOCTABIIAECTCS.

133. Ha Bce OTCYTCTBYIOIIME €AUHULIBI XPAHEHHS B XOJI€ NPOBEPKHA HAIUYHS U
COCTOSIHMSI apXUBHBIX JIOKYMEHTOB COCTABIISIFOTCSI KAPTOUKH y4eTa HEeOOHApY KEHHBIX
aApXMBHBIX JIOKYMEHTOB IO OpMe, YTBEPKIAEMOU YITOJITHOMOYEHHBIM OPTaHOM.

Benenne kapToTeku HEOOHAPYKEHHBIX apXUBHBIX JTOKYMEHTOB OCYIIIECTBIISCTCS
LEHTPAIN30BAHHO.

134. Ecnu mpoBepKoi HAJIMYMS M COCTOSIHHS Jiei oOHapyKeHa HeaocTada Jel,
JIOKYMEHTOB, 3JI€KTPOHHBIX IOKYMEHTOB (J1€]1), OPraHu3yeTcs UX PO3bICK.

[Ipu po3bicke HEOOHAPYKEHHBIX A€JI, JOKYMEHTOB OCYILECTBIISIOTCS:

1) uzyyeHue omuceil, MO KOTOPHIM Jeja, JOKYMEHTHl U3 CTPYKTYPHOTO
noipa3/ieJeHus IEPEIaBAIMCh B apXUB OpraHU3aluu;

2) opraHu3zaiusi po3bicka HEOOHAPYKEHHBIX MPU MPOBEPKE JIeJ, JOKYMEHTOB,
ANIEKTPOHHBIX JTOKYMEHTOB (I€J1) B COOTBETCTBYIOIIUX CTPYKTYPHBIX MOAPA3ACICHUIX
OpraHu3alliu, B JEATEILHOCTH KOTOPHIX OHU 00pa30BaHbL;

3) u3yyeHHE YYETHBIX JOKYMEHTOB MO BbIJaue eI, JOKYMEHTOB U3
apXUBOXPAHWIIUILIA;

4) u3ydeHue B jielie apXUBHOTO (DOHJAa aKTOB O BBIACJICHUH JTOKYMEHTOB (€M),
AJEKTPOHHBIX IOKYMEHTOB (J1€1) K YHUUTOXKECHUIO;

5) mpoBepkKa JieJ1, HaXOASIIMXCS PSAAOM apXUBHBIX (DOHIOB.

Po3bIck mpoBOAKTCS B TEUEHHE rofa nocie 0OHapyKEeHHsI HEA0CTaul JOKYMEHTOB
(mem), 2JIEKTPOHHBIX JOKYMEHTOB (J1€1).

135. HalineHHnble B UTOre pO3bICKA Jeja, dJICKTPOHHBIC JOKYMEHTHI (1ena)
BO3BpAIlalOTCS HA MECTa, a B COOTBETCTBYIOLIEH KapTOUYKE yuyeTa HEOOHAPYKEHHBIX
JIeJ1 JIeJaeTcsl OTMETKa 00 0OHApyKEHUU C YKAa3aHUEM JIaThl U OJNUCH PYKOBOJUTENS
apXvBa OpraHu3aluu (J1ua, OTBETCTBEHHOI'O 33 apXWUB OPraHU3aLUN ).

136. Jlena, B TOM 4YuCII€ 3JIEKTPOHHBIE, MPUYMHA OTCYTCTBUSA KOTOPBIX
NOATBEPKACHA JTOKYMEHTAIbHO, MCKIIOYAIOTCS M3 OMHMCEH, B TOM YHCIE ONUCEH
AJIEKTPOHHBIX Je]. B COOTBETCTBYIOIIMX KapTOUKaxX yKa3bIBalOTCS N1aTbl U HOMEpa
aKTOB, B KOTOPBIX IOJTBEPKIAETCS OTCYTCTBHE JI€7la, COCTABJISIOTCS CHPaBKU O
npoBefieHnu po3bicka. [lociie paccMOTpeHus pe3yJIbTaToB po3bicka Ha 3aceganuu [[OK
(OK) u yTBepkAeHUS €€ pellleHUs] PYKOBOJMUTEIEM OpraHu3aliid HeoOHapy>KEHHBIE
JOKYMEHTBI CHUMAIOTCS C yUeTa.

137. [IpoBepka HamUuus U COCTOSIHUSA JI€JI, B TOM YHUCJIE AIEKTPOHHBIX, CYUTAETCS
3aBEPIICHHOM IOCJIE BHECEHUS W3MEHEHUM, BBIABICHHBIX NPOBEPKOW, B YYETHBIC
JOKYMEHTBI TTPOBEPSIEMOTO apXUBHOTO (OHAA U MPEJICTABICHUS] COOTBETCTBYIOIIUX
CBEJICHMH O JeJax IOCTOSHHOIO XPaHEHWs B TOCYJapCTBEHHBIM apXuB, ApXHUB



[Ipesunenta PecnyOnuku Kazaxctan nis BHECEHHMsS] M3MEHEHUM B YTBEPIKICHHBIE
ONKCH JIeJ1 IOKYMEHTOB TOCTOSIHHOTO XPaHEHHMUSI.

IMTaparpag 6. Ilopsanok onpexeneHus ¢$OHIOBOM NPHHATEKHOCTH JOKyMEHTOB U
o6pa3oBaHpe (3aKpHITHE) apXUBHOTO (OHAA

138. JIokyMeHTBI, B TOM YHUCJE 3JIEKTPOHHBIC, IEPENAHHBIE HA XPAHEHUE B apXUB
OpraHu3alliy, COCTABISAIOT apXUBHBINA (DOH]] OpraHU3alUH.

139. Bunamu apxuBHOTO (hOH/A SBIISIFOTCS:

1) apxuBHBIN (OHJI OpPraHU3AINHU, COCTOAIIMUN W3 JTOKYMEHTOB, B TOM YHCIIE
AJIEKTPOHHBIX, 00PA30BABIIMXCS B MIPOIIECCE €€ AeATEeIbHOCTH;

2) o0beaMHEHHBIN apXUBHBIN (OHI, CHOPMUPOBAHHBIN U3 TOKYMEHTOB, B TOM
qyuclie 3JEKTPOHHBIX, JIBYX M Oojiee OpraHu3aluii, UMEBIIUX MEXIy Cco0oi
UCTOPUYECKH W/WIM JIOTHYECKH OOYCIOBJICHHBIC CBS3W (OMHOPOIHOCTh U
IPEEMCTBEHHOCTh JI€ATEIbHOCTH, TOJAYMHEHHOCTh, €JUHCTBO OOBEKTAa U BPEMEHHU
NEeSATeNIbHOCTU, MECTOHAXOXKACHUS U JIPYTHE).

140. Onpenenennie (HOHIOBON MPUHAIICKHOCTH JTOKYMEHTOB, B TOM YHUCIIC
AJIEKTPOHHBIX, OPTAHU3AINH 3aKTF0YAETCS B OTHECEHUHU UX K KOHKPETHOMY apXUBHOMY
donmy.

141. Tlpu onpenenenuu GOHIOBON MPUHAICKHOCTH JIOKYMEHTOB, OpraHU3alluu
YUUTBIBAIOTCSL:

1) Bxonsimue JOKYMEHTBI OTHOCSATCS K apXMBHOMY (DOHIy TOM OpraHu3zalu,
KoTopass ux mnojydwia (¢GoHIOBas NPUHAMICKHOCTh YKa3aHHBIX JOKYMEHTOB
ompejaeNsieTcss MO TaKUM pPEKBU3UTaM, Kak ajpecar, OTMETKa O MOCTYIUICHUU
JOKYMEHTa B OpTaHU3alldI0, PE30JI0Nus, OTMETKa 00 HCIOJHEHUM JTOKYMEHTa W
HaIIPaBJICHUH €T0 B JIEJ0, TEKCT JOKYMEHTA);

2) OTIYCKHU UCXOIAIMIMNX JOKYMEHTOB OTHOCSTCS K apXUBHOMY (POHIY TOM
OpTraHM3alllK, KOTOpasi SIBISETCS HX aBTOpoM (uUX (OHAOBAs MPUHAIIEIKHOCTD
ompeneNseTcss M0 TaKUM PEKBU3UTaM, KaK MOJIMHUCh, TEKCT JOKYMEHTa, a TakkKe
JEIONPOU3BOACTBEHHBIM MIOMETKAM Ha OTITyCKaX JTJOKYMEHTOB);

3) BHYTpEHHUE JOKYMEHTBI OTHOCSTCS K apXUBHOMY (OHAY TOW OpraHu3alIuy,
KOTOpas SIBIIIETCS UX aBTOPOM (uX (OHIOBAsI MPUHAIICKHOCTH OMPEACISAETCS MO
TaKUM PEKBU3UTAM, KaK O(pHUIIMaIbHOC HANMEHOBAHUE OPTaHU3AINH, MTOAMUCH, TEKCT
JIOKYMEHTA, PE30JIIOIus).

142. ena, B TOM 4YKCII€ 3JIIEKTPOHHBIE, KOTOPBIE BEIUCH MOCIEIOBATEIBHO B JBYX
OpraHu3aIusAX, BKIIOYAIOTCS B apXUBHBIA (DOHJ TOM OpraHu3aluv, B KOTOPOH OHHU
OBLITN 3aBEPITICHBI JETOMPOU3BOJACTBOM.

143. Equnbiii apXuBHBIN (GOHA COCTABISIOT IOKYMEHTHI:

1) opranuzamuu A0 ¥ nocie ee peopraHuzanuu (IpeoOpa3zoBaHus), €CJIM OHA HE
MOBJIEKJIA 32 COO0I KOPEHHOT'O U3MEHEHUS €€ IeSITeIbHOCTH;



2) opraHu3zaluM, MOMEHSBIIEH TOCYIapCTBEHHYI0 (HopMy COOCTBEHHOCTH Ha
HErocyJJapCTBEHHYIO, HO B YCTaBHOM KaluTaje KOTOPOMl MMeeTcsl mpeodiiaarolast
J0J1s1 TOCYJapCTBEHHOM COOCTBEHHOCTH;

3) opraHu3auuu, BPEMEHHO NpPEKpaTUBIIEH CBOIO JESITEIbHOCTh U
BOCCTAHOBJICHHOH C TEMU K€ 3aJla4yaMi U QyHKIUSIMU;
4) opraHn3anuyu U KOHCYJIbTaTUBHO-COBELIATENIBHBIX OPIaHOB, CO3/IaHHBIX IIPU HEN

5) opraHuzanuu U €€ JUKBUIAIMOHHON (KOHKYPCHOM) KOMUCCHH.

144. JlIokyMEHTBI JOYEPHUX OPraHU3aLMN COCTABIIAIOT OTACIbHBIC apXUBHBIC
(OHJIBI OT TOKYMEHTOB UX OCHOBHBIX OpraHU3aIlHil.

145. JlokyMeHTbl 00IIECTBEHHBIX 00beIMHEHUI (MTPOPCOIO3HOM, CIIOPTUBHON U
OPYTuX), CYUIECTBYIOIIME IPH OpPraHMW3alMM C MOMEHTA PETruCTpalUy 3TOrO
OOLIECTBEHHOI0 O0OBEIMHEHUsI B COOTBETCTBMM C 3aKOHOAATENbCTBOM PecnyOnuku
Kazaxctan 00 001IeCTBEHHBIX 00BbEAMHEHUAX, IPU UX MOCTYIUICHUH HA XpaHEHUE B
apXMB OpraHU3aldyd COCTAaBJIAIOT CAaMOCTOSITEJIbHBIM AapXWBHBIM (oHA WM
OPUCOEAUHSAIOTCA K apXUBHOMY (OHIYy oOpraHuzamnuu, ooOpa3ys 00beAMHEHHbIN
apXUBHBIN (HOH]I.

146. O0ObequHEHHbIN apXUBHBINA QOHT GOPMUPYETCS U3 apXUBHBIX IOKYMEHTOB,
AJIEKTPOHHBIX apXUBHBIX JOKYMEHTOB:

1) opranu3zanuii, OJHOPOJHBIX IO I€JIEBOMY HA3HAYEHUIO U (QYHKIUAM,
JNEHCTBYIOLIMX HA ONPEIEICHHON TEPPUTOPUH;

2) PyKOBOJSILETO OPraHa U MOJYMHEHHBIX €My OpPTaHU3alul, ACHUCTBYIOIUX HA
ONPENEIICHHOW TEPPUTOPHH;

3) opranu3zanmii, 00 TUHEHHBIX 00BEKTOM JACATEILHOCTH;

4) opranu3zanud U OOIIECTBEHHBIX oOpraHu3anuii (npodcor3HoH,
HAay4YHO-T€XHHUYECKOW W Jpyroi), 4ieHaMH KOTOpPOM SIBIAIOTCS PAOOTHUKU 3TOU
OpraHu3allly;

5) mocaenoBaTENbHO CMEHSBIIUX APYr Apyra OpraHu3anuil, eciu (QyHKIUU
IPEALIECTBEHHUKOB IOJTHOCTBIO MJIM YaCTUYHO IMEPENABAIUCh U IEPEHAIOTCS HX
OpeeMHUKaM, a Takxke (OPMHpPOBAHHE JAE€d KOTOPbIX HPOUCXOAUIO B BHUJE
HEIIPEPBIBHOIO IpoLecCca, MPUBEAIIEr0 K CO3JaHUIO CBSA3aHHOIO KOMILIEKCa
JOKYMEHTOB, HE MOJIAI0IIETOCs Pa3/IeICHUIO.

HanmeHoBaHus opraHu3aiuii, JOKYMEHTbI KOTOPBIX BOILINW B 0OBEIMHEHHBIN
apXUBHBIN (DOH, MPUBOJATCS B YUETHBIX TOKYMEHTAX.

Coznanne 00BbEAMHEHHOTO apXMBHOTO (POHIA OCYIIECTBIISETCS MPHU YCIOBHUH
HEIETMMOCTHU JOKYMEHTOB (DOHI0B, BOIIEIINX B €70 COCTAB.

147. Kaxnomy apxuBHOMY (POHAY, MOCTYIHBIIEMY B BEJOMCTBEHHBIH apXHB,
NpHUCBauBalOTCs Ha3BaHue U Homep. Hazpanue apxuBHOro (poHAa COOTBETCTBYET
odbunmanbHOMy  Ha3BaHuiro  ¢GoHIO00OpazoBaTesss C  yKa3aHUEM  €ro



OpraHU3alMOHHO-TIPABOBOM (HOPMBI, MOAYMHEHHOCTH, BCEX MEPEMMEHOBAHUN B
XPOHOJIOTMYECKOM MMOCIEeI0BATEIbHOCTH, a TAK)KE MECTOHAX 0K ACHHUSI.
148. B Ha3zBanuu apxuBHOTO (OH/IA YKA3BIBAIOTCS €0 XPOHOJIOTHIECKUE TPAHUIIBI.
149. IlepenMeHOBaHUE WM U3MEHEHHUE aJIMUHUCTPATUBHBIX rpanul MO He
SIBJIIIOTCSI OCHOBAHMEM JJISI CO3JaHHMS HOBBIX apXUBHBIX (POHIOB U3 aApPXUBHBIX
JOKYMEHTOB, cooTBeTCTBYtonMX MHUO 1 npyrux opraHusanuid, pacrnojoKEHHbIX Ha
JAHHOM TEPPUTOPUH.
150. Ilpu peopranu3anuu OpraHU3alMi HOBbIE apXUBHBIE (OHIBI CO3/IAIOTCS B
CiIyyasix:
1) u3ameHeHus npeaMeTa ASATeIbHOCTH OpraHu3allui;
2) u3meHeHust (GopMbl COOCTBEHHOCTH OpTraHU3ALIHH.
JIOKYMEHTBI, 3JE€KTPOHHBIE JOKYMEHTHI JIUKBUJIUPOBAHHON OpraHuU3aluu
COCTABJISIFOT OTJEIbHBIN apXUBHBIA (POHS.
151. He siBNsitOTCS OCHOBaHUSIMHU JIJIs1 CO3/ITaHUSI HOBOTO apXUBHOTO (PoH/Ia:
) nepermeHoBaHNE WK U3MEHEHUE aIMUHUCTPATUBHO-TEPPUTOPUATIBHBIX TPAHUI]
NEeSATENbHOCTU WU (PYHKUUN OpraHu3allly;
2) BbIACJIEHUE U3 OPTaHU3AlMU OJHOM WIIM HECKOJbKUX HOBBIX OpPraHU3alui ¢
nepenayel UM OTJEIbHBIX (DYHKIMIA IEpBON OpraHU3aluu;
3) cMeHa yupeauTens (ei) opranusanuu 6e3 u3MeHeHHs GOpMbI COOCTBEHHOCTH
MMYUIECTBA 3TOM OpraHu3alny;
4) peopranuzanus (CIUSHHE, TPUCOEIUHEHUE, pa3JeJCHUE, BbBIJCICHHUE,
npeoOpa3oBaHre) OpraHu3allly;
5) nepexo opraHu3ali U3 peciyOInKaHCKOH COOCTBEHHOCTH B KOMMYHAJIbHYIO
¥ HA00O0POT.
152. XpoHOJOTHYECKUMH I'PaHULIAMU apXUBHOTO (POH]IA SBIISIOTCS:

1) ycTranaBnuBaemMbie Ha OCHOBE IMPABOBBIX aKTOB OQUIIMATBHBIE TAaThl UX
oOpa3oBaHus (perucTpanuu) U JUKBUAAIMU — JIJIs1 apXUBHOTO (poHIa opraHuzanuu (
OpU HAJIUYMU HECKOJBKUX MPABOBBIX AKTOB 3a JaTy OOpa30BaHMUS OpraHU3aLUH
IpUHUMAETCS 1aTa HauboJiee paHHETo U3 HUX);

2) natel oOpa3oBaHus (perucTpaiuu) Haubosee paHHeH U JTUKBUAAIMUA Haubosee
MO3/IHEN MO BPEMEHM NESTEIbHOCTH OpPraHU3alMil, TOKYMEHTbl KOTOPBIX BOIILIA B
COCTaB 00BbEAMHEHHOTO apXUBHOIO PoHAA, — JUIs1 OOBEIMHEHHOTO apXUBHOTO (HOHIA.

ITaparpa¢ 7. Ilopsinok opraHu3amuy JOKYMEHTOB B IIpefeiaXx apXuBHOTO (oHIa

153. B npenenax apxuBHOTO (HOHJIa YUETHON M KJIACCU(PUKAIIMOHHON €TUHUIICH
SIBJISIETCS €IMHUIIA XPAHECHHUSI.
154. Enqunuiieit XxpaHeHUs1 apXUBHBIX JOKYMEHTOB Ha OyMaKHOW OCHOBE SIBJISICTCS
JEJI0.
155. EnununiamMmu XpaHeHus ay JMOBU3YyalIbHBIX JOKYMEHTOB SIBJISIFOTCSI:



1) uist KHHOJTOKYMEHTOB — (PU3UYECKH 000COOJICHHBIN PYJIOH KMHOTUICHKH,

2) ans QOTONOKYMEHTOB — (u3Myecku 000COOJEHHBIN Kaap (HeraTtus,
nyOnb-HETaTHB, MO3UTHB, CIAW] (IMAMlO3UTHUB)), PYJIOH auaduibMa, GOTOOTIEYATOK,
¢doToanpO0oM, TUCKOBBIM HOCUTENDb U (pr3UUeckr 000cOOIECHHBIC Kaaphl ITAHOPAMHON
CHEMKU;

3) nnst POHOJOKYMEHTOB — (PU3UUECKU 000COOICHHBIN PYJIOH MATrHUTHOM JICHTHI,
JMCKOBBIN HOCHUTENb U (PU3HYECKH 000COOIEHHAs ayIMOKaCCeTa;

4) st BUICOJOKYMEHTOB — (hu3nuecku 000co0IeHHas BUieoKacceTa, Pu3ndecku
000COOEHHBIN TUCKOBBIA HOCUTEITb.

Enunannamu yuera ayImoBU3yadbHBIX JOKYMEHTOB SIBJISIFOTCS:

1) nns KUHOJOKYMEHTOB — YacTh €AMHUIBI XPAaHECHHs, OJHA WU HECKOJIBKO
€MHUILl XPaHEHHsI, OTHOCSIIMXCS K KHHOMIPOU3BEACHHUIO UM ChEMKE OIpPENeICHHOTO
COOBITHS;

2) ans GOTONOKYMEHTOB — YacTh €IMHUIIBI XPaHEHUsS, OJHA WA HECKOIBKO
EIUHUIl XPaHEHUs, OTOOPaKAIOIIMX OJHO COOBITHE, OOBEAMHEHHBIX CMBICIOBBHIM
COJIEp)KaHUEM;

3) mist POHOOKYMEHTOB — OJ[HA WJIM HECKOJIbKO €JIMHUI] XPAaHEHUS C 3BYKOBOM
3aMHUChI0 OMPENETICHHOTO COOBITHS, OJHOTO WU HECKONBKUX OOBEAMHEHHBIX IIO
aBTOPCKOMY, MCIOJHHUTEIBCKOMY, TEMAaTHYECKOMY H JAPYTHUM MpPU3HAKAM
IPOU3BEICHUN JINTEPATYPhl U UCKYCCTBA;

4) st BUACOIOKYMEHTOB — YacTh €IWHUIIBI XPAaHCHUsI, OJJHA WU HECKOJIBKO
€IUHUIl XpPaHEHUs C 3alUCHhI0 OMPEACICHHOTO COOBITHS, OJJHOTO MM HECKOJIBKHUX
O00BEIMHEHHBIX IO ABTOPCKOMY, HCIIOIHUTEIBCKOMY, TEMAaTHUYECKOMY U IPYTUM
pU3HAKaM MPOU3BEICHUI TUTEPATYPHI U UCKYCCTBA.

156. 3a enuHuIly XpaHEHHSI FIEKTPOHHOTO JOKYMEHTa MPUHUMAETCS (PU3HUYECKU
000CO0IeHHBIH HOCUTENb (PKECTKUM HUCK, KOMIAKT-AUCK U JPYrHe€ COBPEMEHHBIE
HOCHUTEJIHN) C COMPOBOUTEIBLHON JOKYMEHTAIIUECH.

157. 3a enuHuily y4era 3J€KTPOHHBIX JOKYMEHTOB MPUHUMAIOTCA €IMHUIIA
XpaHEHUs WM KOMIUIEKT €IMHMI] XpaHEHUs C 3amuchio (pailia UM HECKOJbKUX
(aiiioB, COCTABIISIIOLIMX €IWHBIA TPOTrpaMMHO-UH(DOPMALHUOHHBIA OOBEKT (TEKCT,
TUIEPTEKCT, MYJIbTUMEANINHBIN 00BEKT, 6a3a MaHHBIX, OaHK JaHHBIX, 0a3a 3HaHUII), a
TaKXXe COMPOBOAUTEIbHAS TIOKYMEHTAIIHS.

158. Equnuiel xpanenusi B 00beTMHEHHOM apXUBHOM (POHJI€ pACIIOIAraroTCs 1o
3HAaYMMOCTH (hoHI000pa3oBaTesei, XpOHOJIOTUM X CO3/AaHus, aadaBuTy Ha3BaHui. B
npenenax Kaxaoro apxuBHOTO (hoH/a, BOMIEAIETO B 00hETMHCHHBIA apXUBHBIN (QOH]I,
OPUMEHSIIOTCST pa3Hble CXEMbl CUCTEMATH3allMH, BBIOOP KOTOPBIX OIpeaesseTcs
XapaKTepoM JESTEIbHOCTH KOHKPETHBIX OpraHH3aluid, COCTAaBOM H O0BEMOB HX
JIOKYMEHTOB.



159. HayyHo-TexHuuYecKas JOKYMEHTALMsl pacloIaraeTcs BHYTPU apXUBHOTO
doHma mo BuAaM (IpOEKTHas, KOHCTPYKTOpPCKas, TEXHOJOrudeckas,
HAy4YHO-HCCIIE/IOBATENIbCKAs, MTATCHTHASL JOKYMEHTALIHS ).

160. IlpoekTHass TOKyMEHTAIMs pacrojaraercs no npeaMeTHO-TeMaTHUYEeCKOMY,
XPOHOJIOTHYECKOMY WJIHM reorpaduueckoMy KiacCU(pUKAIIMOHHBIM TPHU3HAKAM.

[IpoekTHast JOKyMEHTALHUSI MOIPA3IEIIIETCS Ha CIAEAYIOIIUE TPYIIIIbL:

1) no KUAUIIHO-TPAXKAAHCKOMY CTPOUTEIBCTBY;

2) 10 MPOMBIIIIEHHOMY CTPOUTENLCTBY;

3) 1o CeNbCKOXO039iCTBEHHOMY CTPOUTENBCTBY;

4) Mo PHEPreTUYECKOMY U BOJOXO35IICTBEHHOMY CTPOUTEILCTBY;

5) o TPAaHCIIOPTHOMY CTPOMUTEINILCTRY.

Jonyckaercs AejieHre rpynin Ha NOATrPYIIIbI.

JIOKyMEHTBl NPOEKTHBIX CTaJWM PaCIOJIATalOTCAd B IOCJIENOBATEIBHOCTHU
MPOCKTUPOBAHUSL.

TuroBble MPOEKTHI CUCTEMATU3UPYIOTCS IO HOMEPAM CEPHUIA.

161. KoHCcTpyKTOpCKasi TOKyMEHTAIUsl paclojaraeTcsl mo BUJAaM pa3padoToK,
XPOHOJIOTHH MJIM HOMEPAM KOHKPETHBIX pa3paboTOK, BHYTPHU pa3padOTKH — MO y3jam
COrJIacHO crienupuKaluu.

KoHncTpykTopckast fokyMeHTanus Ha MOAUGDHUITMPOBAHHOE U3/IEITNE PACTIONATaeTC s
nociie JOKyMEeHTaIuu Ha 0a30BO€ U3JIETHE.

JIOKYMEHTBI MO UCTBITAHUSIM U3ACIUNA pacmoJiaratoTcsi Mo XpPOHOJIOTUH, a B
npeAenax roja — Mo Ha3HAYEHUIO TEXHUKHU, PETUCTPALIMOHHBIM HOMEPAM.

162. TexHonorunueckass AOKYMEHTALHs CHCTEMATHU3UPYETCS COTJIACHO
TEXHOJOTUYECKOMY MPOLECCY.

163. HayuHo-uccienoBaTeibCckass ITOKYMEHTAIUMs pa3MEIIAaeTcs Mo
XPOHOJIOTMYECKOMY MPUHIIUITY, B Mpeaeaax roja — o HoMepaM T€M, HUHBEHTapHbIM
HOMEpaM, HOMEpaM, MPUCBOEHHBIM IMPU TOCYJAAPCTBEHHOW PErucTpalnu, TeMaTHUKe
HAyYHBIX pa0doT, alipaBUTy X HAMMEHOBAHUHN WU (DaMIIIUNA aBTOPOB-PA3PaOOTINKOB
(OTBETCTBEHHBIX UCTIOIHUTENEH), CTPYKTYPHOMY MPU3HAKY.

OTtueThl, BBINIOJIHEHHBIE TI0 3aKa3aM JAPYTUX OpraHu3allvii, CUCTEMATU3UPYIOTCS
OTJIEJIBHO.

164. [TaTeHTHO-TMILIEH3UOHHAS TOKYMEHTAIMsl pacoaraeTcs o BUaM:

1) 00BEKTOB MPOMBIIIIICHHOW COOCTBEHHOCTH (M300pEeTeHUS, MOJIE3HbIE MOJIEIH,
IPOMBIIIIEHHBIE 00pa3Libl, COPTa paCTEHUM, TOBAPHbIE 3HAKH, 3HAKU 00CITYy )KUBaHU);

2) OXpaHHOTO JOKyMEHTa (IIaTeHTbI, CBUICTEIIbCTBA).

B npenenax kaxaoro Buja — o HOMEpam MaTeHTOB WJIM CBUAETEIbCTB, HOMEpaM
3asBOK, MO KOTOPBIM MPHUHSATHI PEIICHUS HA BblAA4y OXPAHHOTO JOKYMEHTa, U IO
HOMEpPaM 3asBOK, IO KOTOPBIM IPHUHSATHI pElIeHUs] 00 OTKa3e B BbIJAYE OXPAHHOTO
JOKyMEHTA.



EnvHunbl XxpaHeHUs] BHYTPU €IUHHUIBI y4e€Ta paclojararoTcs B MOPSAKE
MPOU3BOJICTBEHHBIX HOMEPOB, 0003HAUYCHHBIX HAa ITUKETKAX, a BHYTPU KOMILICKTA B
CIEeAYIOIEH OCIeI0BATEIIbHOCTH — OPUTHHAJIBI, KOIIHH.

165. KUHOJIOKYMEHTBI U BUJICOJIOKYMEHTBI CUCTEMATHU3UPYIOTCS 110 CJICTYIOIIUM
XapaKTePUCTUKAM:

1) mo BugaM — puIIbMBI, ClIeUATbHbIE BBITYCKH, KWHOXKYPHAJIbI, OT/IEJIbHBIE KHHO-
U TEJIECIOKETHI;

2) mo roJaM BBIMTyCKa (UIBMOB, CIEIBBINYCKOB, KHHOXXYPHAJOB,

POU3BOJICTBEHHBIM HOMEpaM OTACJIbHBIX KMHO - U TEJIECI0KETOB,;

3) no equHUILIAM yuyeTa (KOMIUIEKTaM);

4) 10 UBETHOCTH (IIBETHBIE, YEPHO-OEIIBIC);

5) mo popmaty mnenku (8 mm, 16 mm, 35 mm, 70 MM u pyrue).

EaunHuier XxpaHeHus pacrosiaratoTcs 1o 3JeMeHTaM KOMIUIEKTa, @ BHYTPU HUX — I10
NOPSIZIKY HOMEPOB YaCTEel KUHOJIOKYMEHTA.

KoMIIeKT KHHOJOKYMEHTAa COCTOMT M3 OpPUTMHAJIAa U KOMHUH, OTHOCSIIUXCS K
OJIHOMY (PHIIbMY, CIEIBBINTYCKY, KHHOXKYPHATY, KHHO - U TEJIECIOKETY.

Ha KMHOJOKYMEHTHI U BUACOAOKYMEHTHI OMPEICICHHOTO BHUIA COCTABISAETCS
OTJI€JIbHAs OTHCH.

166. ®OTOIOKYMEHTBI CUCTEMATU3UPYIOTCS IO BUJAM:

1) HeraTuBbl pa3IMUYHON LBETHOCTH (LIBETHBIE WJIM YEPHO-OEIbIE) U Pa3MepoB,
KOTOpbie 0003HavatoTcs mudpamu 2 — 8 (mudpa 2 COOTBETCTBYET HETATUBY Pa3MEPOM
25em.x35cem,3-6cem.x6 M., 4—-6cM. X9 eM.,, 5—-9cm. x 12 cm., 6 — 10 cMm. X
I5cm.,7—13 cm. x 18 cm., 8 — 18 cM. x 24 cm.).

[Ipu cucremaTtu3zanuu HEOOIBITUX 0OHEMOB HETATUBOB Pa3MepOB 6-8 momycKaeTcs
X OOBEIMHEHHE B OJIHY TPYIIITY;

2) cnaiizipl (AMano3UTUBBI) PA3IMYHON IBETHOCTH;

3) no3uTuBHI, (HOTOOTIICUATKY;

4) poTtoanbOOMBI;

5) nuapuabMBI;

6) PIEKTPOHHBIE JTOKYMEHTHI ((POTOAOKYMEHTHI Ha LHM(PPOBBIX HIIM HHBIX
COBPEMEHHBIX HOCHUTEIISIX), KOTOpble 0003HauaroTcs OykBoii "J".

Ha ¢oTo10KyMeHThI OIpeIeIEeHHOT0 BUJa COCTABIIAECTCS OTACNIbHAS OMHUCH.

167. ®OHOAOKYMEHTBI CUCTEMATH3UPYIOTCS IO BUJAM 3alMCH 3BYKOBOU
uHpopmarmu — ¢oHorpadguyeckas, rpaMmopoHHas, ONTUYECKas, MarHUTHas,
na3epHasi. Ha hoHOIOKYMEHTHI OMIpeIeIEHHOTO BU/IA 3alCH COCTABIISIETCS OTACTbHAS
onuch. BHyTpH BUIIOB (POHOJOKYMEHTBHI pPAcIOJIaraloTCi MO €IMHUIAM YyyeTa U
KOMILJICKTaM.



EnvHunbl XpaHEHUsT BHYTPU €IUHHIBI yye€Ta PaclojararTcs B MOPSIKE
MPOU3BOJICTBEHHBIX HOMEPOB, 0003HAUYCHHBIX HAa ITUKETKAX, a BHYTPU KOMILICKTA B
CIEAYIOLIEN TOCIEN0BATEIILHOCTA — OPUTMHAIIBI, KOIINH.

KommekT poHOIOKYyMEHTa COCTOUT U3 OpUTHHANA M KOMUM, OTHOCSIIUXCS K
ONPENECICHHON €UHUILIC YUeTa.

IMaparpad 8. Ilopsmok nepenaam nokymeHToB HA® Ha MOCTOSHHOE XpaHEHHE B
roCyIJapCTBCHHBIN apXHB

168. Ilepenaua nokymentoB HA®, B TOM yncie 3J€KTPOHHBIX, B YIIOPSJOYEHHOM
BU/JIE MPOU3BOJIUTCA 32 CUET COOCTBEHHBIX CPEJICTB IOPUIUUYECKUX JIUII, MEPEIAIOIINX
apXHUBBI.

169. YcranaBnuBaroTCs CIEIYIOUIME IPENEIbHBIE CPOKH BEJOMCTBEHHOIO
XPaHEHHsI TOKYMEHTOB, B TOM YHUCJIE 3JIEKTPOHHBIX, OTHECEHHBIX K cocTay HA®:

1) nokymentsl Aamunuctpanuu [Ipesunenta Pecnyonuku Kazaxcran, annapara
Cenara IlapmamenTta PecnyOnuku Kazaxcran, anmapara Maxunuca [lapiamenra
Pecny6nuku Kazaxcran, Kannenspuu IIpembep-Munnctpa Pecnyonuku Kaszaxcran,
Koncturyunonnoro Cosera Pecnyonuku Kaszaxcran, LlenTpanbHoit u30duparenbHON
komuccuu PecnyOomumku Kaszaxcran, BepxoBHoro Cyna PecnyOnuku Kazaxcran,
I'enepansuoii mpokypatypsl PecnybOnuku Kazaxcran, HamumonanbHoro banka
PecnyOnuku Kaszaxcran, Munuctepers PecriyOnmnku Kazaxcran, arenrcts PecriyOnuku
Kazaxcran, komureroB MunuctepctB Pecriyonuku Kazaxcran — 15 ner;

2) NTOKYMEHTBI TEPPUTOPHAIIBHBIX OpraHoB MuHUCTEpCTB PecnyOnukn Kazaxcran,
arenrctB Pecniyonuku Kazaxcran, komureroB MunuctepctB Pecryonuku Kazaxcran —
10 meT;

3) IOKYMEHTbI OpraHU3alil, KOHTPOJIbHBIN MAKET aKIHl KOTOPBIX MPUHAIIEKUT
rocyJapcTBY, MHBIX TOCYAAPCTBEHHBIX IOPUIUUECKUX JIHUI] PECITyOIMKAHCKOTO YPOBHS
— 10 neT;

4) TOKYMEHTBI OPTaHOB MECTHOI'O T'OCYJIapCTBEHHOTO yIpaBieHus o6nactu (
ropoja pecnyOJMKaHCKOTO 3HaueHusl, cToiulbl) — 10 Jer;
5) HOKYMEHTBI TOCYJapCTBEHHBIX OpraHu3ainuii obiacTHOro (roponaa
pecryOIMKaHCKOTO 3HAaYEHUs1, CTOJIUILI) ypoBHEH — 10 jeT;

6) TOKYMEHTBI MECTHBIX TOCYAapCTBEHHBIX OPraHOB YIIPaBIICHHs ropoja (paiioHa)
— 5 J1eT;

7) IOKYMEHTBI TOCYAAPCTBEHHBIX IOPHINYECKUX JIUL TOPOACKOIO0 U PAaHOHHOTO
YPOBHS — 5 JIET;

) 3amMcH aKTOB I'PAKJAHCKOTO COCTOSIHUSA, TOXO3SIIICTBEHHbBIE KHUTH, IOMOBBIE
KHWTH, 3alUCHA HOTapUaJIbHBIX JEHCTBUM, Cy1eOHbIC JieJla U IOKYMEHTHI — 75 JIeT;

9) Hay4HO-HcCIeq0BaTENbCKas, TEXHOJOTHUECKAs: U MaTEeHTHO-JIULEH3NOHHAS
nokymeHnTanus — 10 jer;



10) onBITHO-KOHCTPYKTOpPCKask TOKyMEHTalus — 15 ner;

11) npoekTHast TOKyMEHTalus [0 KalUTaIbHOMY CTPOUTENLCTBY — 20 NIeT;

12) xapTorpadudeckas JOKyMeHTAIUs — 25 JeT;

13) reone3nyeckas JOKyMeHTaus — 25 JIeT;

14) Tenemerpuyeckas JOKyMEHTAIUs — 5 JIET;

15) aynuoBu3yanbHasi JOKyMEHTaIus — 3 roja;

16) peKTpOHHBIE TOKYMEHTHI — 5 JIET.

170. Cpoku xpaHeHusi JokyMeHTOB HA® B yacTHBIX apXxuBax OpraHuU3alui
YKa3bIBAIOTCS B JOTOBOpPAx, 3aKJIFOYA€MbIX B COOTBETCTBUHU C IMYHKTOM 4 ctathu 11
3akona PecnyOnuku Kazaxcran "O HanumonansHoM apxuBHOM GoHIE U apxuBax' uUx
COOCTBEHHMKaMH C TOCYJapCTBEHHbIMU apxuBamu, ApxuBoMm I[lpe3uaenra
Pecnyonuku Kazaxcran, bubnuorekoii IlepBoro Ilpesunenta Pecnyonuku Kazaxcran
— En6acel unu MUO obGnactelt, ropo10B peciyOIMKaHCKOTO 3HAUYEHUS U CTOJIULIBI.

171. Ilepenaua nokymenToB HA® Ha MOCTOSSHHOE XpaHEHUE B TOCYIaPCTBEHHBIN
apXHB OCYIIECTBIISIETCS HA OCHOBAHUU OMUCH JE1 JOKYMEHTOB ITOCTOSIHHOT'O XPaHEHHUS
B COOTBETCTBUU C IpaUKOM, YTBEpP>KIECHHBIM PYKOBOJUTEIEM OpraHU3alUu IO
COTJIACOBAHMIO C TOCYIAapCTBEHHBIM apxuBoM, ApxuBoM llpesumaenra PecmyOnuku
Kazaxcras.

172. Tlepenaya 3JI€KTPOHHBIX JTOKYMEHTOB (JIeJ1) HA MOCTOSHHOE XpaHEHUE
oopMIIsieTCS aKTOM MpUeMa-nepeay dJIEKTPOHHBIX [ Ha MOCTOSSHHOE XpaHEHUE
corjacHo (popme, yTBepKAaeMOi yIOJITHOMOYEHHBIM OPTraHOM.

173. Tlepenaua odopmiisieTcs akKTOM IMpUeMa-Tepeaadn, IAe JTOMOJTHUTEIbHO
IPOCTABIIAIOTCS HOMEpa OTCYTCTBYIOIIMX JI€J, JOKYMEHTOB, IPUYHUHBI UX OTCYTCTBUS
— B IPWJIAra€Moi K akTy CIpPaBKe C YKa3aHHEM MEp IO PO3BICKY.

174. Ha otcyTcTBYIOIIME J€Na, JOKYMEHTBI, PO3bICK KOTOPBIX HE all Pe3yJIbTAaTOB,
COCTaBJISIETCS aKT 00 yTpare, yTBEPKIAaeMblid PyKOBOJAUTEIEM OpraHU3alluu.

175. YTpadueHHble MOJIMHHUKUA YNPAaBIECHYECKUX, HAYYHO-TEXHUUYECKUX H
ayIMOBU3YAJIbHBIX JOKYMEHTOB 3aMEHSIOTCS UX 3aBEPEHHBIMU KOIHUSMH.

176. Ilpu obHapyKEHUU PACXOXKIECHUN MEXKY KOJIMYECTBOM €AMHUI] XPAaHEHUS 110
UTOTOBOM 3aIlIMUCH B OMHKCHU M UX HAJUYUEM K ONUCU COCTABIISIETCS HOBAsl UTOTOBas
3aMuCh, B KOTOPOH YKa3bIBAIOTCS (PAKTUUYECKOE KOJIMYECTBO MEPEIaHHbIX U HOMEpa
OTCYTCTBYIOILIMX €/IMHULL XPAHECHHUS.

177. IIpu noaroToBKe aei nocrtosiHHoro xpanenus ¢ nometkoi "JICIT" k nepenaue
B COOTBETCTBYIOIIMI TOCyJapCTBEHHbIH apxuB, ApxuB [lpesunenrta PecnyOnuku
Kazaxcran pemenue Bompoca o cHsatuu nometku "JICII" npunumaercs B
COOTBETCTBHH C 3aKOHO1aTeIbCcTBOM Pecriybnuku KazaxcraHn.

178. DneKkTpoHHbIE JOKYMEHTHI U MH(POPMALIMOHHBIE PECYPCHI MEPEJAIOTCS Ha
roCyJIapCTBEHHOE XPaHEHHUE C COMPOBOAUTENBHBIM TUCBMOM, B KOTOPOM YKa3bIBaIOTCS



HOMEpa W HAUMEHOBAHUE ONHUCEHW, JAOKYMEHTBI, BXOIAIIUE B KOMIUJIECKT
COIIPOBOJUTENIBHON JOKYMEHTALIMH, BUJI HOCUTENEH.
179. Ilpu nepenaye >MeKTPOHHBIX JOKYMEHTOB U MHGOPMAITMOHHBIX PECYPCOB B
rocyJilapcTBeHHbIN apxuB, ApxuB [Ipe3unenta Pecnybnuku Kazaxcran mpoBepsitoTcs:
1) KOMIUIEKTHOCTD MEepe/laBaeMbIX IOKYMEHTOB;
2) KOMIUIEKTHOCTh W MPaBUJIBHOCTh COCTABIIEHUS CONPOBOIUTEIbHOMN
JOKYMEHTAIINH;
3) dbuszmveckoe U TEXHUIECKOE COCTOSTHUE HOCUTETIEH;
4) HaJIM4Ke BUPYCOB U MHBIX BPEIOHOCHBIX KOMIIBIOTEPHBIX MTPOTPaMM;
5) BOCHPOU3BOAUMOCTh KOHTPOJIbHBIX XapaKTEPUCTUK MNPOTPaAMMHBIMHU
CpeACTBaMM rocyaapcTBeHHOro apxuBa, Apxusa [Ipe3unenta Pecnyonuku KazaxcraH.
180. B ciiyyae HECOBMECTUMOCTH MPOTPAMMHBIX CPEICTB, MPUMEHSIEMBIX IS
BbIPAOOTKU U MPOBEPKU KOHTPOJIBHBIX XapAaKTEPUCTUK B NIEPENAIOIICH OpraHu3aluu u
rocynapctBeHHOM apxuBe, ApxuBe [Ipesuaenta PecnyOnuku Kazaxcran, paOoTHUKH
rocyinapcTBeHHoro apxuBa, ApxuBa Ilpesunenta Pecnybnuxku Kazaxctan B
NPUCYTCTBUU TPEIACTABUTENSI OPraHU3aIlMK 3aHOBO pa3padaThIBaIOT KOHTPOJbHbBIC
XapaKTEPUCTUKU CBOMMH IPOTPAMMHBIMU CPEACTBAMU. J[aHHBIE KOHTPOJIbHBIE
XapaKTEPUCTUKHU YKA3bIBAIOTCA B aKTE€ IPUEMA-TIEPENAUYH FJIEKTPOHHBIX TOKYMEHTOB.
B cnydae HempaBWUIIBHOW MOATOTOBKH CONPOBOJUTEIBHONW JOKYMEHTAIIWH,
HOCHUTEIIA C DJIEKTPOHHBIMU JOKYMEHTaMU U COIIPOBOJUTEIIbHAS JOKYMEHTALUS
BO3BpAIAIOTCS B OPTaHU3ALUIO HA JOPAOOTKY.

I'maBa 4. Y4er apXuBHBIX JOKyMEHTOB
IMTaparpad 1. Ilopsnok y4era JOKyMEHTOB apXUBa OpraHM3aIwii

181. Yuery nmoanexar Bce XpaHsIUMecs B apXUBE JOKYMEHTBI, B TOM YHUCIIE

AJIEKTPOHHBIE, B TOM YKCJIE€ HEOOpaOOTaHHBIE U HEMPO(PUIBHBIEC 1JI JAHHOTO apXH1Ba.

182. Yuer 3/eKTpPOHHBIX HOCHUTEJNEH apXuBa OpraHU3alliy, Pa3MEIICHHBIX B
KaXJOM XpaHWIMIIE, BEAETCS pa3lesibHO B COOTBETCTBMU CO CPOKAMH XPaHEHUS
3aIIMCAHHBIX HA HUX 3JIEKTPOHHBIX JOKYMEHTOB.

VYuerHbl€ CBEIEHUS MOTYT co3aaBarbes npu nomomu MC DA Ha ocHOBaHUU
BHOCUMBIX B HEE JIAHHBIX.

183. Yuer apXMBHBIX JOKYMEHTOB, B TOM YHUCJI€ JIEKTPOHHBIX, TPOU3BOJAUTCS
MyTE€M MPUCBOCHUS €AWHUILIAM XPAHEHUS HOMEPOB, ABJSIOUIMXCS YaCThIO apXUBHOTO
mudpa.

ApXUBHBIA AP COCTOUT U3 HOMEPOB apXUBHOTO (OHJA, MPUCBANBAEMBIX
rocyJapcTBeHHbIM apxuBoM, ApxuBoMm [lpesumenta Pecnybnuku Kazaxcran mocne



oopMIIeHUs TEPBOr0 TMOCTYIJICHUS JIOKYMEHTOB Ha IOCTOSHHOE XpaHEHHUE B
rocyaapcTBeHHblid apxuB, ApxuB lIpesunenta PecnyOnuku Kaszaxcran omucu gen
JOKYMEHTOB, €IUHULIbI XPaHEHUSI.

184. OCHOBHBIMM €AMHUIIAMU YU€Ta JOKYMEHTOB HE3aBUCHUMO OT BHJ1a HOCUTETI,
croco0a U TEXHUKU 3aKperIeHHsI HH(popMaluu SBISIOTCA:

1) apxuBHbIN (HOHJ, ApXUBHAS KOJUICKIIUS;

2) enuHUIIA XPAHECHUS.

185. YdeTHbIe TOKYMEHTBI, KpOME ONKCEN 1)1, TOKYMEHTOB, MpeIHa3HAYEHBI JIJIs1
CILyK€OHOT0 MOJIb30BAHUS U MOJIH30BATEISIM HE BBIIAIOTCS.

Bce yderHble NOKYMEHTHI Ha OyMa)KHbIX HOCHUTENSX XpaHATCA B
apXMBOXPAHWIKIIE B cef(ax WM METAJUIMUECKUX mKadax.

186. OcHOBaHUAMM Ka)KJOW 3alIMCH B OCHOBHBIX YUETHBIX JOKYMEHTAX SBJISIFOTCS
NOCTYIUICHUE A€, JTOKYMEHTOB, B TOM YHCJIE 3JICKTPOHHBIX, B ApXUB OPraHU3aLNH, UX
BBIOBITHE U3 apXMBa OPraHU3alMU B CBSI3H C MepeJadyeil B apXuB APYyroi OpraHu3anuu
Wi rocyjapcTtBeHHbd apxuB, ApxuB Ilpesupenta PecnyOnuxku Kazaxcran,
BBIJICJICHUE K YHUUYTOXKEHUIO JOKYMEHTOB, HE€ MOJJEKAIIUX XPaHEHHUIO,
HEOOHapyKEHHEM JIOKyMEHTOB, ITyTH PO3bICKa KOTOPBIX UCUEPIaHbl, HEUCTIPABUMbBIMU
MOBPEKICHUSMHU.

187. OCHOBHBIMH YYETHBIMU JOKYMEHTAMM SIBIISIIOTCS:

1) KHUTH y4eTa MOCTYIUICHHS U BBIOBITHS JOKYMEHTOB, B TOM YHCJI€ 3JIEKTPOHHBIX,
1o (opMam, yTBEpKIaeMbIM YIIOJTHOMOYECHHBIM OPTaHOM;

2) onucH JeN TOKYMEHTOB, OMHUCHU Jed DJIEKTPOHHBIX JOKYMEHTOB ([1€J) MO
(opMam, yTBEpK1a€MbIM YIIOJTHOMOYEHHBIM OPTaHOM.

Onucu en JOKyMEHTOB, OMUCH JIE€ 3JIEKTPOHHBIX JOKYMEHTOB (1€J1) SIBISIOTCA
NEPBUYHBIM YUYETHBIM JOKYMEHTOM JUJISl yYeTa JieJl HOCTOSHHOI0, JOJTOBPEMEHHOTO (
cebiie 10 neT) XxpaHeHus U 1O JINYHOMY COCTaBY.

[Ipu BBIOBITHMH BCEX /€N IO KaKOH-TMO0 3aKOHYEHHOW OMUCU €€ HOMEp APYrUM
omucsM He mpucBanBaercsa. B rpade "[Ipumeuanue” mpoTHB Kak10il BBIOBIBAIOIIEH
€IMHUILIBI XpaHEHUs CTaBUTCS 0TMeTKa "BriObL10".

[loenMHUYHBIA y4EeT OCYLIECTBIIAETCS IyTEM 3aKPEIUIEHU 34 KaXI0W €IUMHULEN
XPaHEHUsI CaMOCTOATEIIBHOTO HOMEDPA.

CyMMapHblil yyeT Aen, TOKYMEHTOB, B TOM YHUCJE 3JIEKTPOHHBIX, B OMHCIX
JOCTUTAE€TCA COCTABIIEHUEM HTOTOBOW 3allMCU K ONHUCAM. B MTOroBou 3amnucu
YKa3bIBAIOTCSl KOJIMYECTBO €AMHUIl XpaHeHUs (HudpamMu U B KPYIJbIX CKOOKax —
OPONUCHIO), NEPBBIM M IOCIECIHUN HOMEpa E€IUWHMI] XPAHEHUs [0 OINHUCH el
JOKYMEHTOB, OTOBAPHUBAIOTCS UMEIOIIHUECS MMPOIYCKH HOMEPOB, EIUHUIIBI XPAHEHUS C
JUTEPHBIMU HOMEPAMH, BHIOBIBIINE €UHULIBI XPAHEHUS.

3aKOHYEHHBIE OMUCH A1 JOKYMEHTOB, COCTOSIIINE U3 TOIOBBIX Pa3/IeiiOB, UMEIOT
0OLIYI0 UTOTOBYIO 3aIUCh KO BCEH OMUCHU B LIEJIOM.



Kaxxnoe n3amenenne oobeMa i€, JOKyMEHTOB B OMMCH JIeJl JOKYMEHTOB, B TOM
YHUCJI€ 3JEKTPOHHBIX, CBA3AHHOE C BBIOBITHEM, MOCTYIUICHHUEM, O0BEAMHEHUEM WU
pacGopMupOBaHUEM JIETI, OTPAXKACTCS] B UTOTOBOM 3aMCH K OITUCH.

Onucu e JOKyMEHTOB CTPYKTYPHBIX NOJAPa3AeICHU OpraHu3allii, B TOM YHCIIE
AIIEKTPOHHBIX, MMOAJIEKAT XPAHEHHUIO B JIeJe apXUBHOTO (PoHAA 10 mepeaayu Ael 3a 3T
roJbl Ha IOCTOSHHOE XpaHEHUE B IOCYJApCTBEHHBINM apxuB, Apxus lIpesunenra
PecnyOnnku Ka3axcraH niam BeIIETIEHUS. K YHUUTOXKEHUIO;

3) nucr-3aBepuUTENb Aena 1o GopMe, yTBEpPK1aeMO yIIOJTHOMOYEHHBIM OPTaHoM;

4) macnopT apXxvBa OpraHu3aluy 1Mo Gopme, YTBEPKIAEMON YIOITHOMOUYEHHBIM
OpraHoM;

5) neno apxuBHOTrO oHA.

ApXUB OpraHu3anuy BIPABE BECTU BCIIOMOTaTEIbHBIE YUETHBIE TOKYMEHTBI: KHATA
ydera JBHKEHUS apXMBHOro ()OHIOB (OMIHCEH, 1ei), KHUra ydera Jel MO0 JUYHOMY
COCTaBy, KHUTA y4yeTa JJOKYMEHTOB, IIEPEJaHHbIX B JPYTME apXWBbI, KHAIA YyUY€Ta JIEI,
BBIJICJICHHBIX K YHUYTOKEHHUIO.

BcnoMorarenbHble y4eTHbIE JOKYMEHTHI BEAYTCS Ha OyMa)KHOM W/WIU
JJIEKTPOHHOM HOCHUTEJIE.

188. KHura ydeTa NMOCTYIUJIEHUSI U BBIOBITUS JOKYMEHTOB, B TOM YMHCIIE
AJIEKTPOHHBIX, MPEJHA3HAUYCHA JJI1 y4eTa BCEX TEKyLIMX M WUTOroBbIX (Ha 1 saHBaps
Ka)KJJOT0 roJla) U3MEHEHUH O cocTaBe U o0beMe apXuBHbIX (OHAOB U nen. Kaura
ydeTa MOCTYIUICHHS] U BBIOBITUS JOKYMEHTOB CIIY’)KHT OCHOBOW JIJIsl COCTaBJICHUS
[IaCIIOpTa apXHUBa OPraHU3aLUU.

Kaxxioe moctymieHne uin BbIOBITHE TOJYYalOT CaMOCTOATENbHBIN MOPSIKOBBIN
HOMED.

Ecnu moctymiieHre COCTOUT U3 JOKYMEHTOB HECKOJIBKHUX apXWBHBIX (POHIIOB, TO
JaHHBIE MO KaXJAOMy apXxuBHOMY (GoHAY (HaMMEHOBAHHME apXUBHOrO (OHMAA, €ro
HOMEp, MPU HAJIWYWU) 3aMUCHIBAIOTCA C HOBOM CTPOKHM 3a TEM K€ MOPSIKOBBIM
HOMEPOM.

E>xeroHo B KHUTE ydeTa OCTYIUIEHUS U BBIOBITHUS JOKYMEHTOB IIOJIBOAUTCS UTOT
KOJIMYECTBA MOCTYNUBIINX U BBIOBIBIIKX 32 I'OJl JOKYMEHTOB.

189. Y4yer Bcex MOCTYNHBIIMX B XPAaHUJIUIIE JIEKTPOHHBIX HOCUTENEH apXuBa
OpraHM3alMy BEJETCA B KHUI€ ydeTa 3JIEKTPOHHBIX HOCUTENEW coriacHo (opme,
YTBEPKIAEMOH YIIOJJHOMOYEHHBIM OPTraHOM.

Ha »xecTkuii KOpIryc 3JIEKTPOHHOT'O HOCUTEIIS HAKJIEUBAETCS ITUKETKA COTJIACHO
dopme, yTBepKIaeMON YIIOTHOMOUYEHHBIM OPTaHOM.

Ha xaxnaplii 3aperMCTpUPOBAHHBIA B XPAHWIMIIE JJIEKTPOHHBIM HOCHUTEID
3aBOJUTCS KapTOUYKa 3JEKTPOHHOTO HOCUTENS apXHBa OpPraHU3aluy cOrjlacHO dopme,
YTBEPKIAEMOH YIIOJTHOMOYEHHBIM OPTaHOM.



190. Jleno apxuBHOTO (hOHIA BEAETCS HA KaXAbld apXuBHbIA ¢GoHI. B Hero
BKJIFOYAIOTCS CIEAYIOIIUE JOKYMEHTBI:

1) ucropuueckas crnpaBka;

2) cxema cucTeMaTH3alud apXuBHOTO (POH/IA;

3) AUCTBI IPOBEPOK;

4) onvcH e, ONUCH €N SJIEKTPOHHBIX JOKYMEHTOB CTPYKTYPHBIX IOJpa3/IeICHUM
opraHu3zauuu (10 mepenadyd Jeid 3a 3TU ToAbl Ha TOCTOSHHOE XpPAaHEHHE B
rocyaapcTBeHHbIl apxuB, ApxuB [Ipesunenrta PecyOnuku Kazaxcran unu BbieieHus
K YHUUTOXEHUIO);

5) akThl nepenayu Jiell, JOKYMEHTOB, 3JIEKTPOHHBIX JOKYMEHTOB (1€1) Ha
MOCTOSIHHOE XpaHEHHE B COOTBETCTBYIOIINI IOCY/1IapCTBEHHBIN apXuB;

6) aKThl O BBIICJICHUHU K YHUUYTOKEHUIO JOKYMEHTOB, 3JICKTPOHHBIX JOKYMEHTOB (
7€), He TOJIJIeKAIIUX XPAaHEHUIO;

7) KapTOYKH y4yeTa HEOOHApy>KEHHBIX apXUBHBIX JIOKYMEHTOB, B TOM YHCIIE
AJIEKTPOHHBIX TOKYMEHTOB (J1e7);

8) aKkThl O MPOBEICHUHU MPOBEPOK HAIMYMS U COCTOSAHUS /€I, AIEKTPOHHBIX
JOKYMEHTOB (ZeJ1) ¥ JIpyrue AOKYMEHTHI, (PUKCHUPYIOIINE W3MEHEHHUS B COCTaBe U
o0beMe apXUBHOTO (hOHA, BKIIOUYAIOTCS B JIEJI0 apXUBHOTO (POHAA TOJIBKO C OTMETKOMN
0 BHECEHUHU U3MEHEHUI BO BCE YUETHBIE JOKYMEHTHI apXMUBA OpPraHU3aLiH.

AKTBI HyMEpYIOTCSI B IIpeJiesiax apXUBHOTO (DOHJIa MO BUJIaM aKTOB B BaJIOBOM
HOpSJIKE.

Bce nmoxyMeHTHI B jenie apXuBHOTO (OHJA pacrojaratoTcs B XpOHOJIOTUYECKOU
[OCJIEI0BATEIBHOCTH MX cocTaBiieHHs. Ha JokyMeHTHl nena apXuBHOTO (oHIa
COCTaBJISIE€TCSI BHYTPEHHSS OINMCh, JUCTHI Jlefla HYMepyloTcs, K naeny Qonnaa
oopMIIIeTCS TUCT-3aBEPUTEIb Jiea Mo (popMe, YTBEPKAAEMOU yIOJIHOMOYEHHBIM
opranoMm. [lo Mepe momonHeHus apXuBHOro (OHJA JUCT-3aBEPUTENb Jeia U
BHYTPEHHSISI ONHUCH NEPECOCTABIISIOTCA.

Kaxxnomy nemy apxuBHOTO (pOHJIa MPUCBAUBAECTCS HOMEDP COOTBETCTBYIOILIETO
apXuUBHOTO (PoHTA.

191. ITacmopt apxuBa OpraHu3alui COCTABJISAECTCA €XKErOJHO U OJWH pa3 B TPHU
ro/ia MepegaeTcs B COOTBETCTBYIOLINN TOCY1apCTBEHHBIN apxuB, ApxuB [Ipe3uneHra
PecnyOnuku KaszaxctaH uisi gaJbHEHIIEro BHECEHHUs cBeleHUuW B LleHTpanbHBIM
(hOHIOBBIN KaTaJoT, BeJIeHHe KOTOporo omnpeaeneHo 3akoHoMm Pecnybnuku Kazaxcran
"O HauuonansHoM apxuBHOM ¢GoHze U apxuBax', B ToM uucie no MUCIA.

192. Kaxnmas equHulla XpaHEHHS HAYYHO-TEXHHYECKOW JOKYMEHTAlMU
PETUCTPUPYETCA W YUHUTHIBAETCS B OCHOBHBIX PETHUCTPALIMOHHBIX JTOKYMEHTaX,
MHBEHTAPHBIX KHUTAX U KAPTOUYKaX PErUCTPAIlMU HAYYHO-TEXHUUYECKON JOKYMEHTAIINU
o opmaM, yTBEP>KJAEMbIM YIIOJTHOMOYEHHBIM OPTaHOM.



193. MHBeHTapHbIE KHUTU 3aMOJIHSIOTCA HAa OCHOBAHUHU JTAHHBIX OCHOBHOM
HAAMUCH YePTEXKEH, TUTYJIbHBIX JIUCTOB.

194. Ha noanmHHWKax U OyO0JaWMKaTax MPOCKTHOW, KOHCTPYKTOPCKOMH,
TEXHOJOTUYECKON JOKYMEHTAIIMK Ha OyMa)KHOM HOCUTEJE, COCTOSIIIMX U3 HECKOJIbKUX
JUCTOB, NHBEHTAPHBII HOMEP MPOCTABIIAECTCSA HA KaXKJIOM JIUCTE.

195. NHBeHTapHble KHUTU BEAYTCS OTAEIBHO IO KaXJIOMYy BHUIY
HAay4YHO-TEXHUYECKON  JOKyMEHTaluu  (MpOEKTHasA, KOHCTPYKTOpCKasd,
TE€XHOJIOTMYECKAs], HAYUYHO-UCCIEA0BATENbCKAs, TATEHTHO-TUIEH3UOHHA ).

196. Perucrpanust nOAIMHHUKOB NMPOEKTHONM JTOKYMEHTALMHU IMPOU3BOJAUTCS I10
OTJIEJIbHBIM CAMOCTOSITEBHBIM YACTSAM 110 MEPE MOCTYIUIEHUS [TPOEKTA.

OTtaenbHbIE MHBEHTAPHBIE KHUTH BEIyTCS Ha!

1) NOAIMHHUKY TPOEKTHON JOKYMEHTAIIUH;

2) KOIUU MPOEKTHBIX JOKYMEHTOB JIPYTUX OpraHu3aIui;

3) TUTIOBBIE MPOEKTHI.

Peructpanuss Konui NPOEKTHOW MNOKYMEHTAIUM MPOU3BOAUTCS MO
COpOIIIOPOBAaHHBIM TOMAaM B KAPTOUKaX y4eTa.

197. ]Iyt KOHCTPYKTOPCKOM M TEXHOJIOTMYECKON JIOKYMEHTAllMM UHBEHTAPHbBIC
KHUTHU y4eTa MOJJIMHHUKOB U YEpTEeXeH, MOCTYMAIUUX OT APYTrUX OpraHu3alui,
BEIYTCS OTACIBHO HA U3JEIUs OCHOBHOI'O M BCIIOMOTaTEIbHOTO IIPOU3BO/ICTBA.

[IpuHSTBIE TOMIMHHUKN KOHCTPYKTOPCKOM M TEXHOJOTHMYECKON JOKYMEHTALUH
PETUCTPUPYIOTCS MTOJTUCTHO IO Y3JIaM.

Konun KOHCTPYKTOPCKUX M TEXHOJOTHYECKHX JOKYMEHTOB, IMOJYYEHHBIE OT
OPYTUX OpraHW3alMi, PETrUCTPUPYIOTCA B OTAECIbHOW WHBEHTAPHOM KHUIE U
KapTOUYKaXxX y4eTa, KOTOPbIE COCTABIISIFOTCS HA KAKIYIO MANKy, aIb0OM WIH OTIACIbHBIN
JOKYMEHT.

198. Jlns ydyeta HayqYHO-UCCIEA0BATEIBCKON JOKYMEHTAIUUA BEIYTCSA OT/AEIIbHBIC
WHBEHTapHbIE KHUTH 110 (hOpMe, YTBEPKIaeMON YIIOJTHOMOYEHHBIM OPTaHOM.

199. IlateHTHast TOKYMEHTALUS PETUCTPUPYETCS B )KYPHAIAX PETUCTPALUMHU 3aBOK
Ha BBIJlayy MaTeHTa Ha u3olOpereHue mo Gopme, yTBEpKAAeMO yIOJIHOMOYEHHBIM
OpPTaHOM.

200. CBeneHus 0 KaKJI0M €IUHULIE XPAHEHUS SJIEKTPOHHBIX JOKYMEHTOB BBOASTCS
B YYETHYI0 0a3y JaHHBIX WIM YYETHYI0 KapTO4YKy IO ¢opme, yTBEpKIaeMOu
YIOJIHOMOYEHHBIM OPIaHOM.

DNeKTPOHHBIE IOKYMEHThI YUYUTHIBAIOTCS B COCTaBE apXMBHOr0 (hOHAA MO OMUCIM
AJIEKTPOHHBIX JIOKYMEHTOB MOCTOSHHOTO XpaHEHUs, €JWHUIAM XpaHCHUS WU
eauHuIaM yuyeta. MHbopMalMoHHbIN 00BbEM JOKYMEHTOB Ha AJIEKTPOHHBIX HOCUTEISIX
uHpopMaIH yKa3bIBaeTcs B Meradaiitax (naigee — MOT).



201. IMocTtynieHue 3IEKTPOHHBIX JOKYMEHTOB HAa BPEMEHHOE XPAaHEHUE B
ANEKTPOHHBIN apXUB OpraHU3allid YYUTHIBAE€TCS B OOLIEH KHUTE MOCTYIUJICHUS U
BBIOBITHSI TOKyMEHTOB.

202. M3MeHeHne Koau4ecTBa eAMHUI] XpaHEeHUs! U/UiIu HHPOPMAIIMOHHOTO 00beMa
ANEKTPOHHBIX JAOKYMEHTOB, MPOU3OLIECAIINX B PE3yJbTaTe€ NEPE3alrcyd Ha HOBBIE
HOCHUTEJN WM MUTpaluu (KOHBEPTUPOBAHUS), GUKCUPYETCS B aKTE€ O MEpPEe3arnucu u
MUTPALMK IO POopMe, YTBEPKAAEMON YIIOJTHOMOYEHHBIM OPraHOM, B HOBO UTOTOBOM
3aIMCH K OIKCH JIEKTPOHHBIX JTOKYMEHTOB.

203. B macnoprte apxuBa OpraHu3alllH, XPaHSIIIETO 3JIEKTPOHHBIE JOKYMEHTHI,
YUUTBIBAIOTCS cnenuduyeckue HHGOPMalMOHHbIE PECYPChI, HE UMEIOLINE aHAJOTOB
Ha OYMa)KHBIX HOCUTEIISIX.

204. [l 31eKTpOHHBIX JOKYMEHTOB BCIIOMOTATEIbHBIM YUYETHBIM JOKYMEHTOM
SBJISIETCSL KYPHAJI ydeTa MUIPALMU U IEpPE3alucedl AIEKTPOHHBIX JOKYMEHTOB I10
(dopMe, yTBEPKIAEMOI YIIOTHOMOYEHHBIM OPTraHOM.

IMaparpad 2. Ilopsmok y4era u BeeHHs 6a3 JaHHBIX

205. IlepeueHb pEKBU3UTOB YUETHBIX 0a3 JaHHBIX COCTABJISIETCS B COOTBETCTBUU C
OCHOBHBIMU I10Ka3aTEJsIMU, OINUCHIBAIOIIMMU OOBEKT ydeTa — apXuBHBIH (OHL,
€IUHULIA XpaHEHHMs, €AMHULAa ydeTa, IpyIa €IUHUI] XpaHEHUs, €IUHUI] YyyeTa,
BKJIFOUEHHBIX B COOTBETCTBYIOILYIO OMKCH JI€] JOKYMEHTOB.

206. YuerHble 0a3bl JaHHBIX JEMCTBYIOT BO B3aUMOCBS3U C APYTUMHU
UH(GOPMAIIMOHHBIMU 0a3aMU JTaHHBIX, UMEIOIIUMHUCS B apXUBE OPTraHHU3alUU, U
OTBEYAIOT TPEOOBAHUIO COBMECTUMOCTH C COOTBETCTBYIOLUIMMH YUETHBIMH Oa3zaMu
JAHHBIX TOCYAApCTBEHHBIX apxUBOB, ApxuBa [Ipesunenra PecnyOonuku Ka3axcran.

B yuerHbIx 0a3ax JaHHBIX MCHOJB3YIOTCS JTaHHbIE PEKBU3UTOB TPaJUIIMOHHBIX
OCHOBHBIX YYETHBIX JOKYMEHTOB.
207. YuerHble 0a3bl JaHHBIX 3aIIOJIHAIOTCS HA OCHOBE YUETHBIX JOKYMEHTOB.

I'maBa 5. Ucnonp30BaHNe apXUBHBIX JOKYMEHTOB

ITaparpad 1. ITopsmok onmrcaHus apXUBHEIX JOKYMEHTOB I HAyIHO-CIPABOTHOTO
ammapara

208. ApxuB opraHuzauuu npexaoctasiser mnouab3oBatento HCA (
CIPaBOYHO-TIOUCKOBBIE CPEACTBA) K APXUBHBIM JIOKYMEHTAM.

209. Cucrema HCA apxuBa BKJIIOYAET OCHOBHBIE APXUBHBIE CIPABOYHUKH (OTHCH
JeNl JTOKYMEHTOB, IyTE€BOAMUTENb, CUCTEMATHUUECKHM KaTajor) U JOIMOJHUTEIbHbIC
apxXuBHBIE CHIpaBOYHUKHU (ykazaTenb, 0030p). Ilenecoobpa3sHOCTh BeaACHUS
JIOTIOJIHUTENBHBIX aPXUBHBIX CIIPABOYHUKOB YCTaHABIMBACTCS apXUBOM OpPTaHU3AIINH.



210. B cucreme HCA peanusyroTrcsi IpeeMCTBEHHOCTh YUYETHO-CHPAaBOYHOIO
amnmapara, CO3JaBaeéMOro B JEJONPOU3BOJCTBE W apXMBaX OpPraHu3alui, ero
coBmenieHue ¢ cucteMol HCA rocynapcTBeHHbIX apxuBoB, ApxuBa lIpe3uaeHra
Pecny6nuku Ka3zaxcras.

[IpeemcTBeHHOCTH cucteMbl HCA apXuMBOB OpraHW3allid OCHOBBIBAETCS Ha
€AMHCTBE TPeOOBAaHUM U MPUHIIMIIOB €€ MOCTPOCHUSI.

211. Onucanue apXUBHBIX JOKYMEHTOB, JIEKTPOHHBIX apXUBHBIX JOKYMEHTOB (
co3/1aHre UHPOPMAIUH JIJIsl apXUBHBIX CIIPABOYHUKOB) IPOBOJIUTCS HA TPEX YPOBHSX:

1) apxuBHbIi HoHT;

2) eAuHUIIA XPAHEHUS;
3) apXUBHBIN JOKYMEHT.
212. OCHOBOM apXHMBHOIO CIPABOYHUKA SIBJISIETCS OMUCATENIbHAas CTaThs,
coJiepKalias CIeAayoIIne CBeICHUS
1) unentuduuupyromas uHpopmanus (Ha3BaHUE U CIPABOYHBIE JTaHHBIE
apXUMBHOTO (POHJIA, €IUHUIIBI XPAHEHHUS);
2) cocTaB U coJiep KaHue HHPOpMaLUK;
3) yclioBus IOCTYyIIa U UCTIOJIb30BaHUS HH(OPMAITUH;
4) ucropust apxuBHOTO (HOHAA.

213. Ilpu HEoOXOAMMOCTH B OMHUCATEIbHYIO CTAaThIO BKIIOYAIOTCS
JOTIOJTHUTEJIbHBIE CBEICHHUS O MECTOHAXOXKJICHUH OPUTMHANIOB, HAIMYUU apXUBHBIX
JOKYMEHTOB OpraHM3aliy, AIEKTPOHHBIX apXUBHBIX JOKYMEHTOB B COCTABE APYIHX
apXMBHBIX (POHIOB M MECTaX MX XpaHeHUs, Oubauorpadus u apyrue.

214. OnucarenbHas CTaThsl ApXUBHOTO CIPABOYHUKA HA YPOBHE apXUBHOTO (hOHJA
BKJIFOYAET:

1) Ha3BaHue apXUBHOTO (HOHTA;

2) cripaBOYHBIC JaHHBIE 00 apxUBHOM (oHe (apxuBHBIN mudp (HoMep QoHma),
0o0beM apxuBHOTO (OHAA B €IUHUIIAX XPAHEHHS MO BUJIaM JOKyMEHTalluu, KpaHue
JaThl apXMBHBIX JOKYMEHTOB IO KaXJAOMy BHAY JAOKYMEHTALHH, IEPEUYCHb
UMEIOIIErocsi BHYTPU(OHIOBOTO HAYYHO-CIIPABOYHOTO aIIapara);

3) UCTOPUYECKYIO CIIPABKY K ApXUBHOMY (POH]Y;

4) aHHOTAIUIO O COCTABE U COJACPKAHUU APXUBHBIX JTOKYMEHTOB;

5) undopmaiuio 06 ycIoBUsSIX TOCTYMa;

6) 6ubnuorpaduro.

215. OnucarenbHas CTaThs apXMBHOI'O CIIPABOYHHMKA HA YPOBHE €IUHHIIBI

XPaHEHHUsI BKIIIOYAET:

1) nopsIIKOBBIA HOMEDP €IMHULIBI XPAHEHUS;

2) NpeXHUI pErucTPALMOHHBIA HOMED;

3) 3aroJIoBOK €UHUIIBI XPaHEHUS;

4) cripaBoYHbIE JaHHBIE 00 €IMHULIE XPAHECHHUS;



5) yka3aHH€ Ha MOJJIMHHOCTb W KOMHUITHOCTH;
6) yka3zaHu€ BUa HOCUTES WM ClI0ocOo0a BOCTIPOU3BEICHNUS,;

7) nadpopmanuoo 00 yCIOBHSIX TOCTYIA, SA3bIKE W BHEIIHHUX OCOOCHHOCTSX
ApPXUBHBIX JIOKYMEHTOB CAMHUIIBI XPAHCHHS.

3aroJl0BOK €AMHUIIBI XPaHEHUs yIPaBICHYECKOW NOKYMEHTAINH, SIUHUIIBI
XpaHEHHUs apXUBHBIX JOKYMEHTOB JHUYHOT'O MPOUCXOXKICHHUS, B TOM YHCIE
AJICKTPOHHBIX, BKIIFOYACT HAMMEHOBAHHE BHUJA apXWBHBIX JOKYMEHTOB, aBTOPa(OB)
apXMBHBIX JTOKyMeHTa(oB), ajapecara(oB) WM KOPPECHOHAEHTA(OB), KOTOPHIM
HAIPABJICHBI WU OT KOTOPBIX MOJYYCHBI JOKYMEHTBI, BOIIPOC WU MIPEIMET, Ha3BaHUS
coObITHS, (pakTa, MECTHOCTH, (PaMHJINK W MHUIIMAIOB JIMIA, K KOTOPHIM OTHOCHUTCS
CoJIep>KaHME YKa3aHHBIX JTOKYMEHTOB, J1aThl COOBITHM.

B cnydae oTcyTcTBHS HEOOXOAMMBIX CBEIACHUM B 3arOJIOBOK BKIIOYACTCS
uH(popMaIs MOSICHUTENILHOTO XapakTepa — "aBTop He ycTaHoBlieH", "0e3 natel”, "He
panee .... 1.".

3aroyioBOK €IMHMIIBI XPAHEHUS TPOCKTHOM MM KOHCTPYKTOPCKOM JOKYMEHTAINH
BKJIIOUaeT mudp oObeKTa, HAMMEHOBAHUE MPOEKTAa, CTaJUI0, 4acThb, HOMEP TOMA,
aBTOpA, TOJl OKOHYAHUSI pa3pabOTKH.

3aroJIOBOK €IMHUIIBI XpaHEHUs KUHOBHUEOJOKYMEHTA BKIJIIOUAET aBTOPCKOE
Ha3BaHWe (uiIbMa, CHENBBINYCKA, KUHOXYpHajla WA Ha3BaHHE COOBITHS,
OTPa)KEHHOT'O0 B KHMHO- WJIM TENECIOKeTe, JIaTy MPOU3BOJICTBA W/WIIU JATy ChEMKH,
(haMUITMU ¥ HHUITHATBI PeKUCCepa U/WITH orlepaTopa CheMKH, SI3bIK TOKYMEHTA.

3aroj0BOK €IMHUIBI XpaHEHUs: (POHOJIOKYMEHTa BKJIIOYAET Ha3BaHUE M KaHP
GhOHOJOKYMEHTA, HA3BaHUE, MECTO U JATy OTpakeHHOTO coObITus. Ilpu oTcyTcTBUU
Ha3BaHUs (POHONOKYMEHTAa YKa3bIBAlOTCS OCHOBHOE COJIEp)KaHUE Telle- WIU
panuonepeaun, BBICTYIUJICHHS, Oecelbl W JApyroe. 3arojloBOK EIUWHMIBI ydeTa
(GhOoHOIOKYMEHTa, COJEPKAIIETO 3alrCh MPOU3BEACHUS JIMTEPATYpPhl U HCKYCCTBA,
BKJIIOUAET Ha3BaHHE MPOU3BEJCHUS U €ro >KaHp, MEPBYIO CTPOKY TEKCTa, KOTOopas
3aKJTIOYACTCSl B KaBBIUKH, €CITM (DOHOJOKYMEHTOM SIBIISIETCS HE MMEIOIIEE aBTOPCKOTO
Ha3BaHUS U HE OMyOJIMKOBAaHHOE paHee MPOoU3BeeHUE, (aMUINU U HHUITHAJIB aBTOPOB
W/WUN UCTIOJIHUTEIIEH KaK CaMOro MpOU3BEJICHHUS, TaK U €ro 00paboTOK, MEPEIOKEHUM,
NIEPEBOJIOB, S3bIK POHOJOKYMEHTA.

3arojJoBOK €JIMHUIIBI XpaHEeHUs (OTOJAOKYMEHTA BKJIIOYAET OMHCAHUE
n300pakeHus WK Ha3BaHue (HoToanbOoMa, Ciraiia, HeraTuBa, (DaMUIHIO0 U HHUITAATIBI
aBTOpa, MECTO U JIaTy ChEMKHU.

CnpaBouHble TaHHBIC O CAWHUIIC XPAHCHHS BKIIOUYAIOT AJIEMEHTHI apXHUBHOTO
mudpa (Homepa apXuBHOTo (poHIa, HOMEpa OMUCH /i€l JOKYMEHTOB, HOMEpa €IMHUIIbI
XpaHeHWs), NaHHbIE OObEeMa EIWHUIIBI XPaHCHWS, KpaWHHE AaThl ApXUBHBIX
JIOKYMEHTOB, 3JIEKTPOHHBIX APXUBHBIX JOKYMEHTOB.



Nudopmarus 06 ycloBUsIX TOCTYTIA, SI3bIKE U BHEITHUX OCOOCHHOCTSIX apXUBHBIX
JOKYMEHTOB, €IWHMIIBI XPAHCHUsI BKJIIOYAET CBEJCHUS O HAJIMYUU apXUBHBIX
JOKYMEHTOB, 3JIEKTPOHHBIX apXHUBHBIX JOKYMEHTOB, JOCTYI K KOTOPBIM OTpaHUYEH
3akoHoJiaTesbcTBOM PecnyOnuku Kazaxcran wim gonmgooOpasoBaresieM, a TakkKe
CBEJCHHUS O HAIMYUU TMOJJIMHHUKOB OCO0O IIEHHBIX JOKYMEHTOB, B TOM YHUCIIE
JIOKYMEHTOB, OTHECEHHBIX K OOBEKTaM HAIlMOHAJBLHOIO JOCTOSIHUS PecryOnuku
KazaxcTtaH u Haxomsmuxcs B HEYJIOBIECTBOPUTEIBHOM (PU3MYECKOM COCTOSHUH,
Hanuuuu (OHIA TOJTB30BAaHMS, S3BIKE W BHEIIHUX OCOOCHHOCTSX AapXHUBHOTO
JIOKYMEHTA.

OnucaTenpHast CTaThs IOMOJHSAETCS HA3BaHHEM apXUBHOTO (GOHIA M €ro
CTPYKTYPHOM 4acTH (OMUCH JIe] JOKYMEHTOB, OMKCH AJIEKTPOHHBIX JOKYMEHTOB (1e1),
AHHOTAIlMEW OTIEIbHBIX APXWBHBIX JOKYMEHTOB WJIM WX TPYNN JAHHOW €IWHUIIBI
XpaHEHHUS.

216. OnucarenpHas CTaThsl apXMWBHOI'O CIPABOYHMKA HA YPOBHE APXHUBHOIO
JIOKyMEHTa BKJIOYAET:

1) 3aro0BOK apXUBHOTO IOKYMEHTA, 3JIEKTPOHHOT'O apXUBHOTO JOKYMEHTA;

2) cripaBOYHBIE JJaHHBIE 00 apXHUBHOM JIOKYMEHTE, 3JIEKTPOHHOTO apXHBHOTO
JIOKYMEHTA,

3) yka3aHH€e Ha MOJTMHHOCTE/KOITUHHOCTB;

4) Bu HOCUTEIS (MJIM CTIOCOO BOCIIPOM3BEACHUS);

5) undopmanuio 00 yCIOBUSX JOCTYIA, S3bIKE U BHEIIHUX OCOOCHHOCTAX
aApPXMBHOTO JOKYMEHTA, 3JIEKTPOHHOT'O apXUBHOTO JJOKYMEHTA.

3aroJloBOK apXMBHOTO JIOKYMEHTA, 3JIEKTPOHHOTO apXWBHOTO JOKYMEHTa
BKJIIOYAET HAMMEHOBAHME BHUJA apXMBHOIO JOKYMEHTa, aBTOpa, ajapecaTa WU
KOpPPECHOHAEHTa, KOTOPOMY HaIpaBJeH UM OT KOTOPOTO MOJIYUYeH IOKYMEHT, BOIIPOC
WIN TIpeaMeT, coObITue, (QakT, JHUI0, HA3BAaHWE MECTHOCTH, K KOTOPHIM OTHOCHUTCS
COJIep)KaHUE YKa3aHHOIO JOKyMEHTa, JaTy coObiTus. B ciiydyae oTCyTCTBUSA
HEOOXOIUMBIX CBEJCHUN, B 3arOJOBOK BKJIIOUYACTCS MOSCHSIOMAsT HWHGOPMAITUS:
aBTOp He ycraHoBjeH", "0e3 marel". [Ipu HEOOXOAUMOCTH 3aroJIOBOK JIOTIOJTHSETCS
aQHHOTAIMEN, PacKpbIBAIOIIEH HE OTPAa)KEHHOE B 3aroJIOBKE COJIEp)KAHHUE JTaHHOTO

"

TOKYMEHTA.

CnpaBouHbIe JaHHBIE 00 apXWMBHOM JOKYMEHTE, JICKTPOHHOTO apXHWBHOTO
JIOKyMEHTa COCTOAT U3 JIEMEHTOB apXUBHOTO Imudpa (Homepa (hoHaa, HOMEepa OMUCH
JIeNT TOKYMEHTOB, HOMEpa SIUHUIIBI XpaHEHHUs, HOMEPOB JINCTOB), 00beMa (KOJIMIECTBA
JMCTOB) apXUBHOTO JIOKYMEHTA, JaThl €r0 CO3aHMUsI.

HNudopmarius 06 yCIOBUAX TOCTYIIA, SI3bIKE U BHEITHUX OCOOCHHOCTSX apXHUBHOTO
JTOKyMEHTA, B TOM YHCJIC JICKTPOHHOTO apXUBHOTO JIOKYMEHTA, BKIIFOYAET CBEICHUS
00 OrpaHUYCHUU JTOCTYIA K aQpXUBHOMY JOKYMEHTY 3aKOHOAATEIhCTBOM PecmyOnmku
Kazaxcran wunum ¢dongooOpa3zoBareneM, craTryce 0cC000 IEHHOTO JIOKyMEHTa,



JIOKYMEHTa, OTHECEHHOT0 K OOBEKTaM HAaIMOHAJIBHOTO JOCTOSHHUS PecmyOmuku
Kazaxcran u/wnm Haxoasmierocsi B HEY/1I0BJICTBOPUTEIIHLHOM (PU3UYECKOM COCTOSTHUU,
SI3BIKE ¥ BHEIITHUX OCOOCHHOCTSIX apXUBHOTO JOKYMEHTA.

217. Bun equHuIlbl XpaHeHus (7510, Mepenucka, J0KyMEHTBI, peecTp, aab0oM,
KypHaJI, KHUTA U IPYyTO€) UK IOKYMEHTOB (IIPOTOKOJIbI, JOKIAIbl, PUKA3bI, OTYETHI,
aKThl BOCIIOMUHAHUS, CTaThbH, POMaH, 3alMCHBIC KHIKKH), XapaKTEePU3YIOIIUX COCTAB
€IMHULIBI XpaHEHUS, YKA3bIBAETCSA B HA4aJIe 3aroJI0OBKa.

3aroyioBKM CyJeOHBIX, CIEACTBEHHBIX, JIMUYHBIX, IEPCOHATBHBIX, ApOUTPAKHBIX U
IpYyTUX JIeJI, COJepKAalluX JOKYMEHTBI, CBSI3aHHBIE IOCJIEJ0BATEIbHOCTHIO
JIETTOTIPOU3BOICTBA IO OJTHOMY BOIIPOCY, HAUMHAIOTCSI CO CJIoBa "nemno".

3aroJ0BKY €AMHUIL XpaHEHHUS, COJIEPKAIUX HE CBSI3aHHbBIC MMOCIE0BATEILHOCTHIO
JEJTONPOU3BOACTBA JIOKYMEHTHI MO OJHOMY BOMIPOCY, NOKYMEHTBHI-IIPUIOKEHUS K
OCHOBHOMY JIOKYMEHTY (TIpHKa3y, pacCoOps>KEHUI0, TPOTOKOILY) UM PA3HOPOJIHBIE 11O
BUJIY TOKYMEHTBI apXUBHOTO (DOHJIa TUYHOTO MPOUCXOXKICHUS, HAUMHAIOTCS CO CJIOBA
"mokyMeHThI". B KOHIle Takoro 3arojioBka B CKOOKaX yKa3bIBaIOTCS BHJBI ITHUX
JIOKYMEHTOB.

B 3arosioBke eQuHHIBI XpaHEHMS, BKIKOYAIOUIEH MEPENHCKY, YKa3bIBAKOTCS
opulMaIbHbIE HAUMEHOBAHUS KOPPECIIOHJICHTOB M BOMPOC (MpeaMeT) nepenucku. B
claydae BEJCHHUS NEPENUCKU C OJHOPOAHBIMU KOPPECHOHAEHTAMHU, B 3arojiOBKE
yKa3bIBaeTcs 0011ee BUI0BOE HAUMEHOBAHUE KOPPECTIOHEHTOB.

N3noxenue Bompoca (mpeamera), OTPaKarolero CoJepKaHue JOKYMEHTOB,
SBJISIETCSI OCHOBHOM YacThIO 3arojiOBKa M JAETCs MOCcie YKa3aHus BUJIA Jieia, aBTopa,
KOppEeCHoHAeHTa (aipecara) JOKYMEHTOB.

218. Ilpu cocTaBI€HUM 3arojlOBKOB €IAWHHUIl XPaHEHUS C
OpraHU3aIMOHHO-PACTIOPAIUTEILHON JOKYMEHTAIUEW OJHOrO0 BHAA B 3aroJiOBOK
BBIHOCUTCSI HAUMEHOBAHUE JOKYMEHTOB BO MHOKECTBEHHOM YHCJI€ C MPOCTABICHUEM
WX KPaTKUX HOMEPOB.

219. Tlocne o0Go3HaueHUs BUIA Jejia WIM BUJAa JOKYMEHTOB B 3arojOBKE
yKa3bIBA€TCSl aBTOpP BXOMSIIMX B J€J0 JOKYMEHTOB. Ecium aBTOpOM JOKYMEHTOB
SIBJISIETCS OpraHu3alus, B AeSITEIbHOCTH KOTOPOH OHU OTJIOKUIINUCH, B 3aTOJIOBKE Jeja
HAMMEHOBAaHHME OPTraHMU3aIlMU WM OIYyCKAETCs, I MPUBOAUTCS €ro o0Iee BUIOBOE
HaMMEHOBaHUE (KOMHUTET, CYy]l, KOMUCCHSI).

220. JIaTbl, K KOTOPBIM OTHOCSATCS U3JIOKEHHBIE B IOKYMEHTaX COOBITHS, BHOCITCS
B 3aroJIOBOK, €CJIM TOYHAs JaTa OTPakaeT UCTOPUUECKUE CBA3U MEXKIY COOBITHSIMU U
dakTamu 1 HEOOXOAMMA JIJIsi TOHUMAHUSI KOHKPETHOTO COJIepKaHUs JOKYMEHTOB.

221. Ecnu 1eino COCTOUT U3 OJTHOTO JJOKYMEHTA, TO B 3ar0JI0BKE YKa3bIBAIOTCS BU/]L
JIOKYMEHTa, OT KOr'0 OH UCXOAUT, KOMY aJIpeCcOBaH, €ro JaTa U KpaTKoe CoJiepKaHue.



222. B enquHunaX XpaHEHMSs, COCTOSIIMX U3 MJIAHOB M OTYETOB, B 3arojIOBKE
yKa3bIBaeTcs roj (mepuoj), Ha KOTOPhIA COCTAaBJIEH IUIAH WJIU 33 KOTOPBIA COCTaBJICH
OTYeET.

3aroj0BKH €JWHUIl XpPaHEHHs, COJECPXKAIIUX CTaTUCTUYECKHE OTYETHI,
COCTAaBJISIFOTCS C YKa3aHHEM HOMEPOB ()OPM CTaTUCTUIECKON OTUETHOCTH.

223. Ecnu €50 cOCTOUT U3 HECKOJIbKUX TOMOB (4YacTei), BCeM TOMaM (4acTsiM)
naetcsi oOmMM 3aroJioBOK, a 3ateM (Ipu HEOOXOJUMOCTH) JeJaeTcsi YyTOUHEHUE
COJIEp’KaHMsl KaXJ0ro ToMa (Y4acTH) B OT/ACIBHOCTH, B MOCJIEAHEM TOME (YacTH)
nobasiseTcs cioBo "mocneanuit” ("mocnenHsa").

224. Ocob0 1eHHBIE TOKYMEHTHI, JTOKYMEHTHI-IIPUIIOKEHNUS K OCHOBHOMY
JTIOKYMEHTY, JOKYMEHTBI OpraHU3alui-IpeIIIeCTBEHHUKOB, TOKYMEHTHI, COJIepKaIue
CBEJCHHUS IO JIMYHOMY COCTaBy, MMEIOIIME CIPABOYHOE 3HAYECHUE, JTOKYMEHTHI,
HaJIM4Me KOTOPBIX B JAHHOM JI€Ji€ HE MOXET OBITh ONMPEJIETICHO MO €ro 3arojoBKY,
AHHOTUPYIOTCAL.

225. Annotanus ohopmIIIeTCs OCIE 3ar0JI0BKa ¢ KPACHOM CTPOKH.

[Ipy aHHOTUPOBAHUU MEYATHBIX MAaTEPUATIOB YKA3bIBAIOTCS BUJ JOKYMEHTA, €r0
HAWMEHOBAHUE WJIM HAadalbHBIE CIIOBA JOKYMEHTa (IIPU OTCYTCTBUU HAMMEHOBAHMS),
BBIXOJIHBIE JJaHHBIE.

B aHHOTanUsX 4epTEKHBIX U IPYTUX U300PAZUTEIHHBIX MATEPHAIOB YKA3bIBAIOTCS
MaTepual, Bul, GpopMar JOKYMEHTa U CIIOCO0 €ro UCIOIHEHUS, 11 KapT — MaciuTao.

B kon1e anHoTanuu nojx pyOpukoi "yrnmoMHHAarOTCA" yKa3blBalOTCSd UMEHA JIUII,
HAaUMEHOBAHUSl OpraHu3alui, reorpaguyeckue HAMMEHOBAHHUS M CBEJCHHS,
yIIOMUHAIONIMECd B JOKYMEHTaX U HMEIOIINE CYIIECTBEHHOE 3HadeHue (
NEPEUUCIISIIOTCS).

226. B xoHIle aHHOTAIIMKU TPUBOASTCS HOMEpA JTUCTOB aHHOTHUPYEMBIX JOKYMEHTOB
, CTETICHb TTOAPOOHOCTH cBeneHui ("KpaTkue cBeaeHus", "moapoOHoe coobmenmne").
[Ipu 3HAYUTENBHBIX O0BEMaX AHHOTHUPYEMBIX TOKYMEHTOB aHHOTAIIMs
COCTaBJISICTCS HA OTACITHHOM JINCTE W BKJIAIBIBAECTCS MEXKIY OOJOXKKOW W MEPBBIM
JUCTOM JJOKyMEHTA.

IMTaparpa¢ 2. Ilopsnok JaTHPOBKH JOKYMEHTOB IIPH OIACAHUA

227. OnucaHue MpaBOBBIX aKTOB, TBOPYECKON TOKYMEHTAIIMHU, JOKYMEHTOB,
KACarOIINXCsl MPaB U 3aKOHHBIX WHTEPECOB TpakaaH, (MHAHCOBBIX JOKYMEHTOB, JEI
110 OJTHOMY BOIPOCY, a TaK)Ke JOKYMEHTOB, JIJII KOTOPBHIX JTaTUPOBKA UMEET BAXKHOE
3Ha4YeHUE (JIOKJIabl, JIUCTOBKH, CTEHOIPAMMBbI, MUChMA), AaTta (YUCI0, MECSI], TOJ),
0(OPMIISIOTCS CITOBECHO-IIM(PPOBBIM CITIOCOOOM.

228. HavanpHOW paTol aena, B TOM YHCJE DJICKTPOHHOTO, SIBJISETCS JaTa
COCTaBJIeHUs (pETUCTpallMM) CaMOro pPaHHEro JAOKYMEHTa, KOHEYHOM — jara
COCTaBJIEHHUs (PErUCTpaIlii) CaMOT0 MO3HETO TOKYMEHTA.



J1aThl IpaBOBBIX aKTOB YKA3bIBAIOTCS 110 BPEMEHHU UX MOJAMUCAHUS (YTBEPKICHUS).
Ecnau noxyMeHTBl HE TaTHUPOBaHBI, 1aThl YKA3bIBAIOTCS IO BPEMEHH OITYOJIUKOBAHUS
WJIH BBEJIEHHUS B ICUCTBHE.

Jlst mporpamMm, IJIaHOB, CMET PACcXOJI0B, IMTATHBIX PACTUCAHUM, OTYETOB KpatHUE
JaThl HE POCTABJISIIOTCSL.

Ecnu B nene TOKyMEHTBI-TIPUIIOKEHUS TaTUPOBAHBI paHee MEPBOro JOKYMEHTa
Jie1a, TO UX JaThl OTOBAPUBAOTCS C HOBOW CTPOKHU — "UMEIOTCSI JOKYMEHTHI 3a... TOX'.

Kpalinumu natamuy perucTpaliiOHHbIX KHUT U KYPHAJIOB SIBJISIFOTCS JIaThl IEPBOM U
MocaeAHEHN 3aluCH.

Kpalinumu natamu aena, COCTOSIIIETO U3 KOMMMUHBIX JOKYMEHTOB, H3rOTOBJIEHHBIX
UM TOJNy4YeHHBIX (OHA00Opa3oBaTeeM 3HAYUTEIBHO TI03XKE CO3JaHUS HX
MOJUUIMHHUKOB, SBJSIOTCA JaThl M3TOTOBJCHUS KOMUMU (JaThl TOJJIMHHUKOB
YKa3bIBAIOTCS B 3aTOJIOBKE).

B cnywae, ecnu neyo HayaTo B OJHOW OpraHU3alllM, a 3aKOHYEHO B JIPYroW,
YKa3bIBalOTCS TPHU JAaThl: JlaTa 3aBEJCHUS Jiejla B JEJIONPOU3BOJICTBE MEPBOM
OpraHu3alkM, JaTa NOCTYIUICHUSI €r0 BO BTOPYIO OPTaHU3ALMIO U JaTa 3aBEPUICHUS
€ro B JICJIONPOU3BOACTBE MOCASTHEN OpraHu3auu (IIepBbie IBE 1aThl 0003HAYAIOTCS B
BUJIE IpOON).

ITaparpad 3. ITopsnok cOCTaBIEHUA ONMKCH JeN JOKyMEHTOB

229. Onuch aen JOKYMEHTOB, B TOM YHUCJE DJIEKTPOHHBIX, COCTOUT U3
ONHUCATENBHBIX CTaTEel €IUHUIl XpaHEHHS WIM €AUHUI] y4yeTa, UTOTOBOW 3alllCH,
JIMCTa-3aBEPUTENS U CIIPABOYHOTO arlrapara K OIKCH.

230. OnucarenpHast CTaThsl ONMUCH BKIIFOYAET:

1) mopsAIKOBBIM HOMEP €IMHUIIBI XPaHEHNS,

2) 1enonpou3BOICTBEHHBIN UHAEKC WK MPOU3BOICTBEHHBIN HOMED;

3) 3aroJ0BOK €IMHUIIBI XPAHEHUS,

4) xpaitHue JaThl TOKYMEHTOB,;

5) KOJIMYECTBO JIUCTOB B €IMHUIIC XPAHCHUS,

6) yka3zaHH€ Ha KOMUWHOCTb IOKYMEHTOB;

7) cioco0 BOCIIPOU3BEAEHUS JOKYMEHTOB.

[Tpy HEOOXOAMMOCTH OMUCATEIbHAS CTAThs JIOTOIHACTCS aHHOTAIIMEH OTICIbHBIX
JIOKYMEHTOB, €IMHUIIbI XPAHEHUS.

231. B cipaBo4HbI anmapar OMUCH JIe]1 JOKYMEHTOB BXO/IAT:

1) TUTYIBHBIN JUCT TIO OpMeE, YTBEPKIaeMOM YITOJTHOMOUYEHHBIM OPTaHOM;

2) conepxkanue (OriaBlICHHE);

3) npeauciaoBue;

4) CIIMCOK COKpAIllCHHU;

5) ykazarenu.



IMTaparpad 4. Ilopsaok cocTaBIeHAS HCTOPUIECKOH CIIPABKH

232. B apxuBe OopraHu3aiuy COCTABISETCS UCTOPUUYECKAsl CIIpaBKa K apXUBHOMY
dbony, comepxaiiasi CBeACHUs 1Mo uctopun poHmo000pazoBaresns U apXxuBHOro (GoHa,
KPaTKYyI0 XapaKTepUCTUKY COCTaBa U COAEp KaHUs ero JoOKyMeHTOB U cuctembl HCA.

Hctopuueckas crnpaBka K apxuBHOMY (oHay ¢dopMuUpyeTcss Ha OCHOBE
uHbopMaIu mo uctopun HoHI000pa30BATENS K UICTOPUH APXUBHOTO (HOHA.

Nudopmanus no uctopuu Gongoo0pazoBaTets BKIOYAET JAaThl €r0 00pa30BaHus,
BEIOMCTBEHHYIO MPHUHAJJIEKHOCTh, CTPYKTYpY H (QYHKIUU, Ha3BaHUS
OpraHU3alUU-TIPEAIIECTBEHHUKA W MPAaBOMPEEMHUKA, [aThl PETrUCTPALMHN HUIIU
NepPEepPeTUCTPAlM — B CIydasX MEpPEeMMEHOBAaHHS, PEOpraHM3aIlMU, a TaKKe
mukBuganuu. Mubopmanus o QoHmoodOpaszoBaTesne apXUBHOTO (POHIA JTUYHOTO
IPOUCXOXKICHHS BKIIIOUAIOT €ro KpaTkue Oumorpaduueckue gaHHbie (pamMuiaus, ums,
oT4ecTBO (NIpU HAIWYWU), TICEBAOHUM (MPU HAITMYHMH), ACBUYbS Gamiius (Tpu
HaJIU4KMM), JaThl KWU3HU, Mpodeccus, JIaHHbIE O CIyXKeOHOW M OOIIEeCTBEHHOU
nesitenbHOCTH). [t apXuBHOTO (DOHA CEMbHU, POJia aHAIOTUYHBIEC CBEJCHUS TAI0TCS O
KaKJIOM M3 POJCTBEHHUKOB. JlJisi 00bEAMHEHHOTO apXUBHOTO (POHAA COCTABISAETCS
oO11ast uCTOpUYECKas CIpaBKa.

Nudopmarnus no ucropun apXuBHOro (GOHIA BKIIOUYAIOT ATy €ro MOCTYIUICHUS B
apxuB, 00bEM W KpailHHE AAaThl apXUBHBIX JTOKYMEHTOB, CTETICHb WX COXPAHHOCTH,
0coOeHHOCTH (OPMHUPOBAHMS, OMUCAHMUS W CHUCTEMaTU3aluu, HHPOpMAIUI0 00
U3MEHEHUSAX B COCTaBe M 00beMe apXMBHOTO (OHIAa W WX MPUYMHAX, HATMYUAU
apXUBHBIX JOKYMEHTOB JPYTUX OpraHu3anuil win jull ((HOHIOBBIE BKIIIOUEHHS),
coctae HCA k apxuBHoMy ¢oHay. [Ins apXUBHOW KOJJIEKIUU YKa3bIBAIOTCS
CBEJICHUS O BpEMEHH, YCIOBUAIX, IPUYMHAX €€ CO3JaHMsl, MpUHIMNax (popmMupoBaHus,
MECTOHAXO0KICHUH KOJUJIEKIIUU JIO0 MOCTYIJICHUS B apXUB, COCTaBUTEIIE.

HcTtopuueckas cripaBka K (GOHy TOTOTHSIETCS MPU U3MEHEHUU 00beMa apXUBHOTO
doHma, a Takke B clydasX peOpraHu3alMH, U3MEHEHUS CTPYKTYpbl, (QYHKUIUN
dbongo00pazoBares.

233. Ucrtopus apxuBHOrO (PoHAA COAEPKHUT aHHOTALMIO, OuOIHMOrpadwuio,
uH(popmaIio 00 yCIOBUIX JOCTYIA U UCIIOJIb30BaHUS JOKYMEHTOB.

AHHOTaIMg O COCTaBe M COJCPKaHUHM APXMBHBIX JOKYMEHTOB, B TOM YHCIE
AJNIEKTPOHHBIX, APXUBHOTO (POH/IA BKIIIOYAET KPATKYI0 OOOOIIEHHYIO XapaKTEPUCTUKY
ATUX JOKYMEHTOB IO BUJAM M T€MaM, OTPa)KAIOIUI[yI0 HAMpaBIICHUS NEATEIHHOCTU
dbonmooOpazoBarensi, € YKa3aHHEM XPOHOJOTMM TeM U O0O0O3HAUYCHUEM UX
reorpaduyeckux (aIMUHUCTPATUBHO-TEPPUTOPUAIBHBIX) rpanul. MHdopmanus o0
YCIOBHSIX JIOCTyHa K AapXUBHBIM JOKYMEHTaM apXUBHOTO (OHIa, B TOM YHUCIE
AIIEKTPOHHBIM, BKJIIOYAET CBEACHHUS O HAJWUYHH apXUBHBIX JOKYMEHTOB, JOCTYI K
KOTOpPHIM OrpaHUWYEH 3akoHojaTenbcTBOM PecnyOnukum Kaszaxcran wim



dbongooOpazoBareneM, a Takke MOITUHHUKOB 0CO0O IEHHBIX JTOKYMEHTOB, B TOM
Yyuciie JOKYMEHTOB, »JJIEKTPOHHBIX JOKYMEHTOB, OTHECEHHBIX K OOBEKTaM
HallMOHAJIBHOTO JocTosHus PecmyOnukm Kaszaxctan, Haxoasmuxcs B
HEYJIOBJIETBOPUTENHLHOM (PU3HUUECKOM COCTOSIHUM, HATMYUHU (POH/IA MOJTH30BAHUS.

bubnuorpadus Kk apxuBHOMY (POH]Ty BKIIFOUAET CIIUCOK CIIPABOYHHUKOB T10 JAHHOMY
dboHIY U TOKYMEHTAJIbHBIX ITyOJUKAI1ii, BBIMOJTHEHHBIX HA €T0 OCHOBE.

234. XapakTepucTuKa apXuBHOTO (DOH/IA 10 COCTABY U COAEPKAHUIO JOKYMEHTOB
COJICPKUT CBEAEHUS O HAJIMYUHU IOKYMEHTOB, BBIXOJIAIINUX 32 XPOHOJIOTUYECKUE PAMKH
¢onna, HCA x apxuBHOMy (OoHAY, O BUAAX HOCUTENEH HH(DOpMAUY.

235. Uctopuueckass crmpaBka Ha OyMaKHOM HOCHTEJE TMOAMUCHIBACTCS
UCIIOJIHUTEJIEM U PYKOBOJUTEJIEM apXUBa OpraHU3allMK, Ha 3JIEKTPOHHOM — 3aBepseTCs
OUIT pykoBoaUTENS apXHUBa OpraHU3aIUU.

Hcroprueckas cnpaBka MeYaTaeTcs B YEThIPEX dK3eMIUIApax. [[Ba sk3eMiuisipa
nepeaarTcs B rocy1apCcTBeHHbIN apxuB, ApxuB Ilpesunenta Pecniyonuku Kazaxcran
IpU TIEPBOI Tepeaue T0KYMEHTOB apXUBHOTo (OH/IA, IBa XpaHUTCS B Jiene PpoHa B
apXvBe OpraHu3aluu.

236. VcTopuueckasi cipaBKa JIOMOJIHSIETCS TIPH MOIMOJTHEHUU apXUBHOTO GoHAA
WIK B Clly4ae peopraHu3alid OpraHU3alMu U MPEACTaBIsSETCS B TOCYJapCTBEHHBIN
apxuB, ApxuB [Ipe3unenta Pecyonuku Kazaxcrtan BMecTe ¢ KaKI0il 3aKOHUCHHOU
ONHUCHIO JIe]l TOKYMEHTOB, a Takke BHOcUTCS B IC DA.

IMTaparpa¢ 5. Ilopsnok cocTaBIeHHA KaTaJIOTOB M KapTOTEK

237. Karanor npeacrtabisieT coO0oi MeX(pOHIOBbIA apXUBHBIA CIPABOYHHK, B
KOTOPOM HH(pOpMAILUS O COACPKaHUU JOKYMEHTOB CIPYIIIMPOBaHA IO MpeaMeraM (
TeMaM, OTpaciisiM), PacCIOJO0XKEHHBIM B COOTBETCTBUU C MPUHATOW ISl JAHHOIO
KaTajora cXemMou KiaccupuKaluuu JOKyMEHTOB.

COBOKYIHOCTb Pa3IMYHBIX KaTaJIOrOB COCTABIISIET CUCTEMY KaTaJOTOB.

238. PaboTHI MO MOATOTOBKE, CO3JTAaHUIO M BEACHUIO KATaJOrOB HAa3bIBAIOTCS
KaTaJ0TU3alueN TOKYMEHTOB.

Kartanoruzanusi MOXeT MPOBOJUTHCS KaK CaMOCTOSTEIbHBIA BUJI paboOThHI (
TeMaThyeckas pa3paboTKa), a TaKKe B IPOLiecce IPYTrux BUAOB pabOT, CBSI3AHHBIX C
OMKCAHUEM U BBISBICHHEM JIOKYMEHTOB (TIOMyTHAsl KaTaJoru3alus).

[Tpu katanoruzauuu npuMeHsieTcss AUQPGEepeHIMPOBAHHBIN MOAX0, KOTOPBIA
3aKJITH0YAETC:

1) B onpeneneHnu o4epeaHOCTH BhIOOpa apXUBHBIX (POHIIOB, UX CTPYKTYPHBIX
YacTeu;

2) B oTOOpE /€1, JOKYMEHTOB U UH(GOPMAIIMHU U3 HUX;
3) B OIPUMEHEHHUH COOTBETCTBYIOIIMX IPHEMOB OINHCAHUS JOKYMEHTHOMN
uHpopMaum.



239. Karayorusarus BKIOYaeT CIASAYIONTNE BUIBI PaOOT:

1) coctaBnenue cxeMbl K1acCU(PUKALINH;

2) BBISIBIIGHHE U OTOOP IOKYMEHTOB;

3) onucaHue Ha KaTaJIOKHBIX KapTOUuKax;

4) cucreMaTru3anuio KapTouek;

5) BelleHrE KaTaloTOB.

240. BeiOop cxembl KilaccupuKaIuu OnpeaessieTcss COCTaBOM JOKYMEHTOB apXuBa
OpraHM3alliy U 3aJa4aMy UX UCIIOJIb30BAHMUS.

Cxewmoii knaccudukauu J0KyMEHTHON nH(pOpMaIu SBJISIETCS MUChMEHHBIN MITH
rpauYecKuii JOKYMEHT, COJEpKallfil MepeyeHb KIacCU(DPUKAIMOHHBIX eJICHUN
KaTajiora, pacloJIOKEHHBIX B  ONpPEIENeHHOW TOCIeIOBaTeNbHOCTH, U
NpeHa3HAYCHHBIN 71 pacnpeiesieHus] CBEJECHUM W3 JIOKYMEHTOB IO YKa3aHHBIM
JICJICHUSIM.

241. B 3aBUCHMOCTH OT CXEMBbI MOCTPOCHUS KATaJIOTH MOAPA3JACISIIOTCS Ha
CHUCTEMAaTHYECKHEe, TeMaTH4YEeCKHUEe, MPEIMETHbIE U MX PA3HOBUIHOCTH (MMEHHOH,
reorpauuyeckuii, OObEKTHBIN).

242. JloxymeHTHas wuH}opMaIus B CHCTEMAaTUYECKOM KaTaJiore
KJIacCU(UIIMPYETCS IO OTPACIISAM 3HAHUHN U MPAKTUUYECKON 1eATeTbHOCTH OpraHU3alun
, pacrojaraeTcsi B IOTHYE€CKOM MOCJIe10BATEIIbHOCTH.

B uMmeHHOM Kkatanore JOKyMEHTHas HH(pOpMaLUs KiIacCUPUUHUPYETCS IO
andaButy ¢GaMIIHil JAI, YIIOMHHAEMBIX B JOKYMEHTaX WJIU SBISIOMHUXCS HX
aBTopamu. JlanpHeimas cucTeMaTu3anus MPOBOAUTCS B XPOHOJOTHYECKOW WIIH
JIOTUYECKOI MOCIeA0BaTEIbHOCTH.

243. B coctaB onucaHus KaTajaora BXOIT:

1) HaMeHOBaHKE apXMBa OpraHU3alluu;

2) UHJEKC;

3) pyOpuka, noapyopuka;

4) mata COOBITHS, MECTO COOBITHS,

5) coneprkaHue;

6) HOMEp apXHBHOr0O (POH/Ia, HAMMEHOBAHHUE APXUBHOTO (POH/IA;

7) HOMEpa ONUCH JIeTT JOKYMEHTOB, IUHUIIBI XpaHEHUSI, JINCTOB;

8) S3BIK TOKYMEHTA;

9) crmoco6 BoCTIpOM3BEACHUS JOKYMEHTA.

Jlns cBA3M MeXIy pas3fenamMu Kartajora Wid pas3feioB Karajora ¢ IpyruMu
ApXUBHBIMU CIIPABOYHUKAMU MPUMEHSIETCSA CUCTEMA OTCHUIOK.

244. Benenue Katajaora COCTOUT U3 CIEAYIOIIUX BUIOB padoT:

1) HaydHO-MeTOIMYECKOe obOecreueHue padoThl;

2) UHJIEKCUPOBAHUE KAPTOUEK;

3) cuctemMaTu3alMs KapTOUYEK M0 UHAEKCAM U pyOpUKaMm;



4) cocTaBiieHME OTCHIJIOYHOTO anmnapara K KaTajaory;
5) ycoBeplLIEHCTBOBAHUE KATAJIOT .

Hayuno-Meroanueckoe oOecrieyeHue BKIIOYAET pa3paboOTKy METOIUYECKUX
noCcOOM M0 KaTaJoTu3aluu OTACIbHBIX apXWBHBIX (OHIOB (MU UX TPYIIIHI),
pabounx cxeM KIacCH(PHUKAIIUN KaTaJIOTOB, MX YTOYHEHUE U IOTIOJHEHHE.

NHnekcupoBaHue KapTOYEK OCYIIECTBISIETCS IMyTEeM BhIOOpa WM COCTAaBJICHUS
UHJIEKCA MO0 CXeMe€ KJIacCU(PUKAUUM M OTHECEHUs €ro K COOTBETCTBYIOLIEH
uHQoOpMallMM KaTaJoXHOW KapToyku. B uMeHHOM Karajiore KapTOYKu He
UHIEKCUPYIOTCS U pacroiaraioTcs no aipaBury.

245. Cuctembl KaTajlOTOB TMOMOJHAIOTCS TEMAaTUUYECKUMU U
IpeAMETHO-TEMAaTHYECKUMHM KapTOTeKaMHU, KapTOTEKaMH MO JUYHOMY COCTaBy Ha
JIOKYMEHTHI HanOoJiee HHOPMATHBHBIX U YaCTO UCIOJIb3yEMbIX apXUBHBIX (DOH/TOB.

246. KapToyku KapTOTEKH MO JIUMYHOMY COCTaBY COJEpKAT (PaMIUIHIO, UMS,
OTYECTBO PAOOTHMKA, CCHUIKM Ha HOMEpa apXMBHOro (oHAa, TOJOBOIO pasjela
CBOJHOM OMHCH JeJ, Ha HOMepa Jejl, JUCTOB CO CBeACHUsMH O HeM. KapTouku
CUCTEMATU3HUPYIOTCS B alipaBUTHOM MOpsAKE pamMuinii, a B mpeaenax pamMuwinii — no
an(aBUTy UMEH U OTYECTB (TIPU HATTUIHH).

2477. ApxuB OpraHu3anyy, XpaHsIuil ay TMOBU3YaJbHYIO TOKYMEHTALIUIO, CO31AET
CJIEIyIOIIME BUIBI KAPTOTEK:

1) UMEHHYI0O KapTOTEKy, COoAepKallyr cBeJeHus o0 aBTopax (pexuccepe,
CLEHApUCTE U OINEepaTope) KHUHOJOKYMEHTAa, XPOHOJOTHMYECKYK KapTOTEKY,
COJIEpXAIIyI0 CBEJICHMs O JaTe BBIyCKa KMHOAOKYMEHTa, al(aBUTHYIO KapTOTEKY,
coJiepKallyro B aj()aBUTHOM MOPSIIKE CBEAEHUSI O HAUMEHOBAHHUSX KUHOJJOKYMEHTOB;

2) UMEHHYI0 KapTOTEKY, COJAEp KAyl CBEJIEHUs O Julax, HHpopmamus o
KOTOPBIX HMeeTCd B (POTOJOKYMEHTaX, U OOBEKTHYIO KapTOTEKy, COAEp Kallylo
cBelieHHsT 00 O0O0BEKTaxX, COOBITUSIX, HHPOpPMAIUS O KOTOPBHIX HMEETCA B
(bOoTOOKyMEHTAX;

3) UMEHHYIO KapTOTEKY, COACPKAIIYI0 CBEACHUS 00 aBTOPE W UCIIOITHUTEIE
Xy/J0KECTBEHHOT'0, MY3bIKaJIbHOTO WM JOKYMEHTAJIbHOTO IMpPOU3BEACHUS,
3alMCaHHOTO Ha (POHOJOKYMEHT, >KaHPOBYIO KapTOTEKY, COAEPKALIYI CBEICHHUS O
XYJI0)KECTBEHHOM, MY3bIKaJIbHOM WM JOKYMEHTAJILHOM MPOU3BEICHUH, 3aITMCAHHOTO
Ha (POHOJIOKYMEHT;

4) andaBuUTHYIO KapTOTEKY, COJAEPKAIIYI0 B alaBUTHOM MOPSJIKE CBEICHUS O
HAaMMEHOBAHUSAX BHJICOJOKYMEHTOB, XPOHOJOTMYECKYIO0 KapTOTEKYy, COJAEpKaLLyIO
CBEJICHUS O J1aTe BBITYCKa BUICOIOKYMEHTA.

248. ApXxuB OpraHu3anuu, XpaHsSUUHd HAYUYHO-TEXHUYECKYIO TOKYMEHTAIHIO,
CO3/aeT CIAEAYIOIINE BUIbl KaTajJoroB:

1) 0OBEKTHBIN KaTaJor Ha OOBEKTHl KAMUTAIBHOTO CTPOUTENIHCTBA U OOBEKTHI
KOHCTPYUPOBAHUS,



2) uMeHHOHN KaTtanor B aja(paBUTHOM Mopsake (paMUIUNA aBTOPOB NMPOEKTOB,
pa3paboTOK, U3/IETUH, TEM HCCIIEOBaHUM;

3) reorpaduueckuil KaTtagor Ha OOBEKThl MPOECKTUPOBAHMS IO MECTY HUX
PacIoIOKEeHUS;

4) andaBUTHBIN KaTajaor MO HAMMEHOBAHUSAM HAYYHO-TEXHUYECKUX Pa3pabOTOK B
aJ1(paBUTHOM MOPSIZIKE.

249. K ayanoBu3yalbHOM JOKYMEHTAIMU COCTABIIAKOTCSA YKA3aTENHU K 3ar0JIOBKaM
€UHULl XpaHEHUS U (UIJIN) JOKYMEHTaM.

250. OnucarenbHas CTaThsl yKa3aTeNsl COCTOMT U3 IPEIMETHOIO MOHATHUS (pyOpHUKU
) ¥ IOUCKOBBIX AaHHBIX. [[oMCKOBBIE TaHHBIE YKa3aTeNs K €IMHUIIAM XPAaHEHUS OJHOU
OMUCU JeJ JOKYMEHTOB BKJIIOYAIOT MOPSAAKOBbIE HOMEpa EIUHUI] XPAHEHUS.
[TouckoBble JaHHBIE yKa3aTeNsl K €AMHHUIIAM XPAHEHUS HECKOJIBKUX apXUBHBIX (DOHIOB
OJIHOTO apXMBa OpPraHU3alMU JOIOJIHIKOTCS HOMEPAMH OIMUCEH [1eJ, JOKYMEHTOB,
apXUBHBIX (POHJIOB.

251. TemaTHueckuil yKka3aTeiab BKIIOYACT MOHATHUS, KOTOPbIE IPEICTABISIIOT COOO0M
ucropuueckre ¢GaxkTbl U sBIeHHS. HanmeHoBaHus pyOpuK M HOAPYOpPUK B HEM
IPUBOJATCS B UMEHUTEIIBHOM IaJEXKeE.

252. IlpenMeTHBIN yKa3aTelb BKIOYAET HOHSITHS, PACIIONIOXKEHHbIE B al(aBUTHOM
HOpSJIKE.

OOt npeAMETHBIN yKa3aTellb BKIOYAET PAa3HOPOAHbBIE MOHATHS.

CrneunaibHbld IPEAMETHBIN yKa3aTelb BKIOYAET OJHOPOJHBIE MOHATHUS (BUIBI
JOKYMEHTOB, (aMWIMM aBTOPOB, HAa3BaHUS OpraHU3alUl, HUX CTPYKTYPHBIX
no/ipa3/ieJIeHIil, HANMEHOBAHUS OTPacei).

HmenHoM yKkazareiab cocTaBisieTcs B ajaaBUTHOM MOPSJIKE U BKIIIOYAET (paMIIINY,
UMEHAa, 0TYECTBA (PAa3HOUYTEHUS, TICEBJOHUMBI, TPO3BHUILA, KIMUKN) U OMorpaduyeckue
CIIPABKHU.

['eorpaduyeckuii ykazaTeab COCTaBIISIETCS B ali(paBUTHOM MOPSJIKE U BKIIOUYAET
HAaUMEHOBAHMS TOCYJapCTB, aJMUHUCTPATUBHO-TEPPUTOPUAIBHBIX €IMHHUILL, MOpPEH,
PEK U UHBIX reorpauueckux 0ObEKTOB.

O6o0marone NOHATHS WK JMUHUCTPATUBHO-TEPPUTOPUAIbHBIE HAMMEHOBAHHUS
BHOCSTCS B yKa3aresab 0€3 MOsICHEHMUS.

253. XpOHOJIOTMYECKHI yKa3aTellb COCTOUT U3 PYOpHK, BKIIOYAIOUIUX J1aThl
UCTOPUYECKHUX COOBITHH, SIBICHUN U (PAKTOB WIN JIaThl JOKYMEHTOB, PaclOI0KEHHBIX
B XPOHOJIOTMYECKOM MOPSIJIKE.

254. B NOUCKOBBIX yKa3aTesX K apXHWBHBIM CIIPABOYHUKAM CCBUIKH JAIOTCS Ha
CTPAaHMIIBI WM pa3Jeibl CIPAaBOYHMKA, KaTajora.

255. B apxuBe OpraHu3alHH COCTaBJISAIOTCS 0030p apXMBHOro (QoHAA U
TeMaTH4eCcKui 0030p.



O0630p BKJIIOYAET CUCTEMATU3WPOBAHHBIE CBEJEHUS O COCTaBE M COJICPKAHUU
OT/ICJIbHBIX KOMILIEKCOB JTOKYMEHTOB.

256. O630p apxuBHOro (poHIA BKIFOYACT CHCTEMAaTH3UPOBAHHBIC CBEICHUS O
COCTaBe U COJIEP)KaHUU JOKYMEHTOB OTJEIBHO B3SITOTO apXUBHOTO (POHIA.

257. TemaTuueckuid 0030p BKIIOYAET CUCTEMATU3UPOBAHHBIE CBEJCHHS O COCTABE
U COACpKaHUU YaCTU JIOKYMEHTOB OJHOTO WJIM TPYIIbl apXUBHBIX (OHIOB IO
OIIPENEIICHHON TEME.

258. O030p COCTOUT M3 COBOKYIHOCTU aHHOTAIIUN OTACIBbHBIX TPYMN €AUHUIL
XpaHEeHUs, TOKYMEHTOB U CIPABOYHOIO afnmnapara.

B anHoTanuu usnaraercsi coep:KaHue rpynibl eIMHUL XPaHEHUs, JOKYMEHTOB,
YKa3bIBAIOTCSI OCHOBHBIE PA3HOBUIHOCTH JTOKYMEHTOB, UX aBTOPBI, XPOHOJOTHUYECKUE
paMKH, IOJIMHHOCTb, IOUCKOBBIE TaHHBIE.

B 0630pe apxuBHOTO (hOHIa MOUCKOBBIE JAHHBIE COCTOST U3 HOMEPOB OIKUCEN e,
JOKYMEHTOB, €JUHUI] XpPaHECHUs, JIUCTOB €AUHUIIBI XpaHeHUs. B MexdpoHmoBOM
TEMaTUYECKOM 0030pe TOUCKOBBIE JJAHHBIC IOMOJHAIOTCS HOMepaMu (POHIOB.

B HCA 0030pa BXOJAT TUTYJIbHBIN JTUCT, COACpKaHNE (OTJIaBICHUE), TPEIUCTIOBUE
, CIIUCOK COKpAILlEHHBIX CJIOB, yKa3zarenu. K temarnueckoMy 0030py COCTaBISIOTCS
CIIMUCOK apXWBHBIX (POHIOB, MHPOpPMALHMSI O KOTOPBIX COAEPKHUTCS B 0030pe, U
oubnuorpadus mo Teme.

B npenucnoBun k 0030py U3NararoTcs CBEICHUS MO UCTOPHUH (POHI000pa3oBaTeNs
¥ UCTOPUU apXUBHOTO (POHIA, CTPYKTYype 0030pa, coctary HCA.

259. O630pbI COCTABIAIOTCS MO CTPYKTYPHOMY, OTpaciieBoMY ((pyHKIIMOHATHHOMY)
, TPEIMETHO-TEeMAaTUYeCKOMY, reorpauyeckomMy, XpPOHOJIOTHMUYECKOMY U IPYTUM
IIpU3HAKAM.

260. MOHTaXHBIN JINCT KHHO-, BUACOJOKYMEHTA PACKPBIBAET COAECPKAHHUE U
3aKpeIvIsieT CUCTEMAaTU3AIMIO OTAEIbHBIX IIAHOB (MOHTAKHBIX KaJIPOB).

MOHTaXHBIN JTUCT KMHO-, BUJICOJIOKYMEHTA TIPEJCTaBIsSET COO0M MOKaAPOBOE
OTHMCaHWEe 3aKOHYCHHOTO KWHOMpOW3BeAeHUs ((puiabpMa, CHEUaTbHOTO BBITYCKA,
KMHOXKYpHaJIa, TeleciokeTa). MOHTaKHBIN JIUCT 00pa3yeTcss B MpPOLecce CO3/IaHus
KUHOIIPOM3BEACHUS U TOCTYMaeT B apXWB OpraHU3allid B COCTaBE TEKCTOBOI
COMPOBOAUTENILHON JOKYMEHTAIIMK K KHHOJAOKYMEHTY WIH BUA€0()OHOTpaMMeE.

MOoOHTaXHBIN JTUCT KMHO-, BUJCOJIOKYMEHTA COCTaBISECTCS B apXUBE OPraHU3alNK B
Clydae e€ro OTCyTCTBHSI M COCTOUT M3 3arjlaBHbIX HAJIMCEH, OMUCATENbHBIX CTaTEN U
WUTOTOBOM 3aITUCH.

261. B 3arnaBHBIX HAJMKUCAX YKA3bIBAIOTCS:

1) Ha3BaHUE apXuUBa;

2) HOMEp MOHTAXKHOTO JINCTAa U Ha3BaHUE KMHOJOKYMEHTa C YKa3aHHEM €ro
XapaKTEPUCTUK (03BYyUHMBAHHE, IBETHOCTb, KOJMYECTBO YacTeil);



3) HauMEeHOBaHUE CTY/IMH, J1aTa MPOU3BOJICTBA KHHOJAOKYMEHTA, aBTOPHI (huiibMa (
peXKHUCCEPBI, ONEPaTOPbI, ABTOPHI CLIEHAPUS).

262. CocTaBieHUE MOHTa)XXHOTO JIUCTa MPOU3BOAUTCS MO MO3UTHUBY
KMHOJOKYMEHTa MpPU MPOCMOTPE €ro Ha 3BYKOMOHTaXXHOM CTOJE C €ro
OJIHOBPEMEHHBIM MOIUIAHOBBIM OMUCAHUEM.

B MOHTa)XHOM JHCTE KHHOBHUICOIOKYMEHTA CBEJICHUS YKa3bIBAIOTCS B CIEIYIONICH
NOCJIEIOBATEIbHOCTH:

1) HoMep MIaHa o MOPSIKY;

2) onpeneneHue miana (0OMWuKM, CpeITHUNA WU KPYTTHBIN );

3) MeTpax 1J1aHa (C TOUHOCTBIO JI0 OJTHOM JIeCSITOM Kaapa);

4) KpaTKoe cojiepKaHue N300paKeHU IJIaHAa KUHOJOKYMEHTA.

B koHIIE MOHTa)XHOTO JINCTA YKA3bIBAIOTCS JOJDKHOCTD, (DaMIUIHSI COCTaBUTENS

MOHTa)KHOT'O JIUCTA U J1aTa COCTABJICHHUS.

ITaparpad 6. ITopsmok COCTaBICHA ABTOMaTH3HPOBAHHOTO HAYIHO-CIPABOYHOT'O aMIIapara
apX#Ba OpraHU3aINy

263. AstomarusupoBanHbli HCA apxuBa mpeacrtaBisieT coOONM KOMILUIEKC
ANIEKTPOHHBIX CTIPABOYHUKOB (0a3 JaHHBIX OMHMCAHHUM JTOKYMEHTOB), MPETHA3HAUYECHHBIX
1151 93¢ (HEKTUBHOTO TTOUCKA APXUBHBIX JOKYMEHTOB M HH(GOPMAIIUH.

264. AsromatusupoBanubeiii HCA ynpaBieHuecKol JOKyMEHTAIuU 0a3upyercs Ha
UH(OPMAIMOHHO-TIOMCKOBOM CUCTEME, CO3/IaBa€MOM B TEKYILIEM JEJIONPOU3BOACTBE
opraHu3anuu (3JIEKTPOHHBIE PETUCTPALMOHHO-KOHTPOJIbHBIE KAPTOTEKU U
AJIEKTPOHHA HOMEHKJIATypa Je).

265. Ilone perucTpallMOHHO-KOHTPOJBbHOW KAPTOYKH "HOMEp JAejia 1o
HOMEHKJIAType'" SIBIISIETCA CBS3YIOIIUM IMOUCKOBBIM PEKBU3UTOM IPU MEPEXOJ]IE OT
noucka uH(popMali Ha YPOBHE IOKYMEHTA K MOMCKY Ha YPOBHE Jela.

[Ipu HaNIMYKUK FNEKTPOHHON HOMEHKJIATYPHI JIe]l B aBTOMATU3UPOBAHHOM PEXKUME
OCYILIECTBIISIFOTCS] CHUCAHUE IOKYMEHTOB B J€JIO U U3BJICYEHUE JOKYMEHTOB M3 J€Ea.

OCHOBHBIMU TTOMCKOBBIMU PEKBU3UTAMU HOMEHKJIATYPHI JI€] SBJISIOTCS UHJIEKC
JIeia, 3aroJIoBOK Jienia (ToMa, 4YacTH), KOJTUYECTBO Jie] (TOMOB, 4acTei), CPOK XpaHEHUs
U MYHKT (MIOAMYHKT) MO MEPEUHIO.

266. Ha ocHOBE 3J1€KTPOHHOM HOMEHKJIATYpHhI €]l B aBTOMAaTU3UPOBAHHOM PEXUME
OCYILECTBIISIETCS (POPMHUPOBAHUE OIMHUCEH Tl MO CPOKAM XpaHEHUs JOKYMEHTOB (
MOCTOSIHHOTO, JoJroBpeMeHHoro (cBeime 10 ner), BpemeHHoro (mo 10 ner
BKJIFOUUTENLHO) XPaHEHUS ).

267. B pIEKTPOHHOM OIKCH €N CONEPKATCA CICAYIOIIUE PEKBU3UTHI OMUCAHUSA
uH(pOpMaIMKU Ha YPOBHE Jiefa:

1) mops.IKOBBIA HOMED 3anUCH (HOMEp Jela);

2) UHJCKC Jea;



3) 3aroJioBOK JieJa;

4) yka3zaHue Ha MOJJIMHHOCTD (KOMTUITHOCTH);

5) kpalinue 1aThl TOKYMEHTOB;

6) KOJIMYECTBO JUCTOB B JIETIE;

7) aHHOTAIMS TOKYMEHTOB.

268. Ha OCHOBE 3JIEKTPOHHBIX PETUCTPALNMOHHO-KOHTPOJIBHBIX KapTOYEK
dbopmupyeTcsi €AUHBINA 3JIEKTPOHHBIN KaTajor, COJEp X allliidi OMUCaHUE Ha YPOBHE
JOKYMEHTA WJIU JIeNa.

269. Ilpu OTCYTCTBHMM B OpraHW3allMd aBTOMATH3UPOBAHHOW CHUCTEMBI
perucTpanuu JOKYMEHTOB coO3JaeTcs 0a3a MaHHBIX OINHCAaHUM Ha YpPOBHE
yIPaBJIECHYECKOT0, AayJAHOBU3YaJIbHOIO U HAYYHO-TEXHHUUYECKOTO JOKyMeHTa (
AJIEKTPOHHBIN KaTaJor).

OCHOBHBIMH PEKBU3UTAMH OMUCAHUM B AJIEKTPOHHOM KATAJIOTE SIBJIFOTCS:

1) unnexc, pyOpuka, noapyOpuka;

2) nata cOOBITHS, MECTO COOBITHS,

3) conepkaHue;

4) HaMMEHOBaHUE apXUBHOTO (POHJIa, HOMEP APXUBHOTO (POHIIA;

5) HOMep OMUCH e TOKYMEHTOB,;

6) HOMepa Jena, T0KYMEHTa, JINCTOB.

HaumenoBanue apxuBHOro (poH1a, HOMEpP apXUBHOTO (POHIA, HOMEDP OMUCHU eI
JOKYMEHTOB, HOMEp Jella, HOMEpP JIUCTa COJIEP>KAT YUETHbIE XapaKTEPUCTHUKH M
TpaHCHOPMUPYIOTCS U3 YUETHOU aBTOMATU3UPOBAHHON CUCTEMBI.

270. ®ynkunn HCA BBINOJTHAIOTCS € TOMOILBIO MTPOLIEAYP NOMCKAa HHPOPMALIUH,
IPEeICTaBIICHUS PE3yIbTaTOB MOUCKA /IS SKPAHHOTO MTPOCMOTpa WK B BUjIE (PailyioB U
pacreuatok, popMHUpPOBaHUS TEKCTOB CIIPABOYHUKOB.

KiroueBsie cioBa, XapakTepu3yrIue 00HEKT OMUCAHUs, BBOJATCS B CUCTEMY B
npolecce ONMHMCAaHMS WIM Tocie ero 3aBepuieHus. KiroyeBble cioBa JaloOT
MI0JI30BATETI0 BO3MOXKHOCTh OBICTPOTO TIOWICKA MH(OpPMAIUKA HA YPOBHE apXUBHOTO
dbonma, onucu nena, aena, J10KyMeHTa.

[Touck nHdpopmMaIu 1Mo MOJTHOTEKCTOBBIM 0a3aM JaHHBIX, BKJIIOYAIOIIUM MOJTHBIC
TEKCThl MAaTEPUAIIOB (APXUBHBIE TOKYMEHTHI, )KypPHAIbHbIE CTAThHU, 3aKOHOIaTEIIbHbBIC
aKThl), IMpeaycMaTpuBaeT oOpallleHHe NO0Jb30BaTENsl K 3arojloBKaM pas3JesioB
JIOKYMEHTa C MePeX0I0M, P HEOOXOAUMOCTH, K COOTBETCTBYIOIIIEMY TEKCTY.

[Tonp30BaTeIO MPEIOCTABIISICTCS ONIEpaTUBHAS BO3MOXKHOCTh MOJYyUYCHUSI KOITUU
MOJIHOTO TEKCTA IOKYMEHTA.

[Touck nHdopmManuu Mo MOJTHOTEKCTOBBIM JOKYMEHTAM MOKET OCYIIECTBISATHCS
0 JIECKPUIITOpAM, KOTOpbIE BBIOUPAIOTCS M3 IMEYaTHBIX BEpPCUM Te3aypyca,
KJ1acCU(UKAITMOHHBIM MHJEKCAM UJTU CJIOBAM U3 TEKCTa JOKYMEHTA.



271. JIoKyMeHTBI, TOAJIEKALTUE TIEpeaade Ha MOCTOSSHHOE XPaHEHHE, IEPEJAr0TCs
B apXuB BMeCTe ¢ aBToMaTtn3npoBaHHbiM HCA.

Hanuuue pexBU3UTOB B CTPYKType 0a3 AaHHbIX aBToMatusupoBanHoro HCA u
npejcTaBieHue MHGOPMALMKM IO 3TUM PEKBU3UTAM B 3JIEKTPOHHOM (opmarte
obecreuynBalOT COBMECTUMOCTh ©0a3bl JaHHBIX apXWBa OpraHU3alUH U
asromatuznpoBaHHoro HCA rocynapcTBEHHOro apxusa.

IMTaparpad 7. Ilopsnox HCIOMHEHHS 3aIPOCOB MOJIB30BATENCH

272. I1o kaTteropusiM 10CTyIa ApXUBHBIE JOKYMEHTHI, B TOM YUCJIE 3JIEKTPOHHBIE,
JENSATCS Ha OTKPBITHIE M OTPAHUYEHHOTO JIOCTYTIA.

273. ApXuB OpraHM3allii MPEI0CTaBIISIET MOJIH30BATENIO JOCTYI K OTKPBITHIM
apXMBHBIM JOKyMeHTaM, a Takxke HCA k Hum.

OTKpBITBIMU SIBJIIIOTCSI BCE apPXUBHBIE IOKYMEHTHI, B TOM YHUCIIE 3JEKTPOHHbIE,
JOCTYIl K KOTOPHIM HE OrpaHHWYeH 3akoHoAaTeabcTBOM PecnyOnmku Kazaxcran, a
TaKk€ B COOTBETCTBUU C PACHOPSHKEHUEM COOCTBEHHHMKA WIIM BIAJIENbla apXUBHBIX
JIOKYMEHTOB, HAXOSIITUXCSl B YACTHOM COOCTBEHHOCTH.

274. K apXvBHBIM IOKYMEHTaM OT'PaHUYEHHOTO JOCTYIIA, SJIEKTPOHHBIM apXUBHBIM
JOKYMEHTaM OTHOCSITCSI:

1) apxuBHBIC JOKYMEHTBI, DJICKTPOHHBIC apXUBHBIC JOKYMEHTHI, COJEpKaII1e
CBEJICHUSA, OTHOCSIIMECS K CIyXeOHOW uHGOpMANWU OTPAaHUUYEHHOTO
pacrpocTpaHeHus;

2) apXuBHbIE JOKYMEHTHI, FJIEKTPOHHBIE aPXUBHBIE JOKYMEHTHI, COAEpKAIIUE
MEPCOHANIbHBIE JaHHBIC;

3) apXuBHBIE JOKYMEHTBI, 3JIEKTPOHHBIE APXUBHBIE JOKYMEHTBI, COOCTBEHHUKHU
UM BJAJIENbLUBl KOTOPBIX YCTAHOBUJIM OTpPAaHUYEHUE [IOCTylMa K HUM U HX
UCIIOJIb30BaHUS.

K apXuBHBIM JOKyMEHTaM OTPaHUYEHHOrO JOCTYMa, 3JEKTPOHHBIM apXUBHBIM
JIOKYMEHTaM TaK)Ke€ OTHOCSTCS JOKYMEHTBI, HAaXO/SIIIUECS B HEYJOBIECTBOPUTEIHLHOM
(U3HIIECKOM COCTOSTHHH.

JlocTyn mosib30BaTesl K yKa3aHHBIM JOKYMEHTaM, a TaK)KE€ UX HCIOJIb30BAHUE
OCYHIIECTBJISAIOTCS B HCKIIOYUTENBHBIX ClIydyasX € THUCbMEHHOIO pa3pelieHus
PYKOBOAUTENS OpraHU3alINH.

275. ApxuB oOpraHu3alud HE MOXET OTPaHUYUBATH WU ONPEJICIATh
MIOJIb30BATENIO YCIIOBHS MCIIOIB30BaHUS WH(MOPMAIUH, TTOJYYEHHON UM B PE3yibTaTe
CaMOCTOSITEIILHOTO TIOMCKA UJIK MPEIOCTABICHHON eMy B MOPSJIKE OKa3aHUsI apXUBOM
OpraHu3anuu yciIyr, 3a HCKJIIYEHUEM ClIy4yaeB, MPEIyCMOTPEHHBIX
3aKoHOAaTeILCTBOM PecnyOnuku KazaxcTan uin oroBOpEHHBIX B JJOTOBOPE apXHUBa C
M0JIb30BaTeNIeM 10 HH(HOPMAITMOHHOMY OOCITYKUBAHHIO.



276. OcHoBHBIMU (hOpMaMU HCTIOIB30BaHUS JOKYMEHTOB apXHBa OpraHU3aIluu
SIBJISIFOTCSL:

1) undopmupoBanue mnonb3oBaTeNel MO UX 3aMpocaMm, a TaKKe B MHUIIMATHBHOM
NOpSiZIKE O HAJIIMYMM B apXMBE OpraHu3allUM TeX WJIM HHBIX JOKYMEHTOB U HX
CoJlepKaHUHU;

2) BblJ]a4a JOKyMEHTOB J1Jisi paOOThI B UNTAIBLHOM 3aJI€ apXHBa OpraHU3alluu;

3) ucrnosib30BaHUE JOKYMEHTOB B CPEACTBAX MACCOBOM MH(OpMAINH;

4) monrotoBka WHGOPMAIMOHHBIX MEPONPUITUN (BBHICTABOK, KOH(EPEHIUH,
pe3eHTaIui);

5) BbIAAYa JOKYMEHTOB BO BPEMEHHOE 0JIb30BAHUE.

277. ®opMaMu HCIOJb30BaHUS JTOKYMEHTOB Ha 3JIEKTPOHHBIX HOCHUTENSX,
ANIEKTPOHHBIX TOKYMEHTOB B apXMUBE OPraHU3allu SIBISIOTCA:

uH(OpMaAIMOHHOE OOecrieYeHe 0JIb30BaTENe B COOTBETCTBUU C UX 3alpPOCaMH,
a TaKKE€ B UHULIMATUBHOM TOPSJIKE;

MIPEIOCTABICHUE JJIEKTPOHHBIX TOKYMEHTOB MOCPEACTBOM JOKAJIBHOM CETH,
KaHAJIOB 3JIEKTPOCBSA3M paOOTHUKAM OpraHU3alMH, B CTPYKTYpE KOTOPOW NEWCTBYET
apXHuB;

NPEJOCTABICHUE JIOKYMEHTOB Ha AJIEKTPOHHBIX HOCHUTENSX, JIEKTPOHHBIX
JOKYMEHTOB Il paOOThl B YMTAJIBHOM 3alie apXWBa OpraHu3aluu (CHeruanbHO
000py10BaHHOM pabodeM MecTe) JiJIsi paOOTHUKOB rOCY/IaPCTBEHHBIX OPTraHOB, CY/I0B,
3aMHTEPECOBAHHBIX OpPraHu3aluil, rpaxkaaH.

278. OCHOBHBIMM JOKYMEHTAMH apxuBa B paboTe 1Mo MHPOPMAIUOHHOMY
00€eCIeYeHUIO MOIb30BATENEH SBISIOTCA:

1) apxuBHas CipaBKa;

2) apxvBHas KOUS;

3) apxuBHasl BBIIIUCKA;

4) naopMaMOHHOE MUCHMO;

5) TeMaTH4eCcKuii epeyeHb apXUBHBIX JOKYMEHTOB;

6) TemaTuyeckas nmoadOpKa KON apXUBHBIX TOKYMEHTOB;

7) TeMaTu4YecKuii 0030p apXUBHBIX JTOKYMEHTOB.

279. 3anpockl, NOCTYNAIOLINE B APXUBbI, TOAPA3IAEISIOTCS:

1) Ha 3anpockl O MPEACTABICHUH HH(POPMALIUU 110 OIPEIEICHHON MpobdiieMe TeMe,
cOOBITHIO, (haKTy (TEMATHYECKUE 3aMPOCHI);

2) Ha 3ampockl O MpeACTaBICHUU MH(POpMALIUK, HEOOXOAMMON 1JI YCTaHOBJIEHUS
pPOJICTBA, POJCTBEHHBIX CBA3€H ABYX WM Oojiee JHI, HUCTOPUHU CeMbH, poaa (
reHeaJIorHuecKue 3ampochl);

3) Ha 3ampockl COLMAIBHO-IIPABOBOr0 Xapakrepa (3ampockl O MOATBEPKICHUH
TPYAOBOTO CTa)ka W pa3Mepa 3apabOTHOM TUIaThl, BO3pacTa, COCTaBE CEMbH,
00pa3oBaHUM, HarpaKJICHUH, MEPEUYNUCICHUN MMEHCUOHHBIX B3HOCOB M COIMAIbHBIX



OTYHCJIEHUH, MPUCBOCHUM YUYEHBIX CTEIICHEW W 3BaHUM, HECYACTHBIX CIIydasx,
HaXOXXJEHUHU HAa W3JI€YEHUH, HBAKyallud, TPUMEHEHUN pernpeccuid, peaduiauTanuu,
CayXk0bl B BOWHCKHX 4YacTAX W (POPMHUPOBAHUAX, MPOXKUBAHUU B 30HAX
AKOJIOTUYECKOTO OenCTBUs, MpeObIBAHMKM B MECTax JHUIIEHUS CBOOOBI, aKTax
IPa’KIAHCKOI'O COCTOSIHUS).

280. B 3ampoce (u3u4ecKoro JiMia yKa3blBaloTcs ero haMuiius, uMs, OTYECTBO (
€CJIM OHO YKa3aHO B JIOKYMEHTE, YJIOCTOBEPSIOIIEM JIMYHOCTb), WHIMBHIYaJIbHBIN
UACHTU(UKAIIMOHHBIN HOMED (IIPU €ro HaJTU4HH), MOYTOBBIN aapec GU3NIecKoro Jnia
an00 HaMMEHOBAHMWE, TOYTOBBIA aapec, Ou3HeC-UIeHTU(UKAUMOHHBIA HOMEp
IOpUIMYECKOT0 Julla (IpU €ro HaJIMYMM), JaTa MOJadd 3ampoca. 3anpoc COAEPHKUT
yKa3aHH€ TEMbl, BOIPOCA, XPOHOJOTHM 3ampalrBaeMoid uMH(opManuu. 3amnpoc B
OymaxHOU (opMe MOMNMHUCHIBACTCS (PUIMYECKUM JUIIOM WU TIPEJACTABUTEIEM
opuandeckoro jguna. B anexkrponHoit — 3apepsiercst D111

281. 3anpoc, HE OTHOCSUIMNICS K COCTABY XPAHAIIMXCA B apPXUBE OPraHU3alNHU
JIOKyMEHTOB, B TeUeHHUE 3 pabouuX JHEH C MOMEHTA €ro PerucTpaluu HampaBisieTcs
10 MPUHAJIEKHOCTH B TOCYJIapCTBEHHbIH apxuB, ApxuB [Ipesunenra PecnyOnuku
Kazaxcran unu opranuzaiuio, TJe XpaHsarcs HeoOX0JUMble apXUBHBIE JOKYMEHTHI, C
yYBEJOMJIEHUEM 00 3TOM MOJIb30BaTElIs.

282. Ilpu mocryrmieHun oOpaiieHus (3ampoca) Mmojab30BaTeNs B apXUB depes
AJIIEKTPOHHYIO MOYTY WU MH(GOPMAIIMOHHBIE CUCTEMBI C YKa3aHUEM (pamMuiInu, UMEHH,
0TUYeCTBa (MPU €ro HAIMYKHU), apeca JIEKTPOHHOM MOYTHI U (MJIM) IOYTOBOTO ajapeca
3asBUTENSI U CBEJICHUM, KOTOpbIE HEOOXOIUMO MOJTBEPIUTh, €My Ha 3JIEKTPOHHYIO
NOYTY HANPABISIIOTCS AJIEKTPOHHOE YBEAOMIIEHHE O MpueMe oOpamieHus (3ampoca) K
PacCMOTPEHUIO WJIM MOTHUBUPOBAaHHBIM OTKa3 B paccMoTpeHuu. [IpunHsAtoe K
paccMOTpeHUI0 oOpaleHue (3anpoc) UCIOTHAETCS B YCTAHOBICHHOM TOPSIIKE.

283. 3ampoc CcOIMalIbHO-MPABOBOI0 XapaKTepa HCIOJIHSAETCS apXUBOM
0€3B0O3ME3THO B COOTBETCTBUU C AJIMUHUCTPATUBHBIM MPOLIETYPHO-IPOLECCYATbHBIM
konekcoM PecryOnmku Kazaxcrad u BbIIaeTcsl MOJIH30BaTENsIM B (OpME apXUBHOM
CIIpaBKH, apXUBHOM KOMUU U apXUBHOMW BBIITHCKHU.

284. [Ipn ncnoJTHEHNU TOBTOPHOTO 3aIpOCca COLUAIBHO-IIPABOBOI0 XapaKTepa Uilu
COCTaBJICHWU MO TPOCHhOE MOJIb30BATEIN apXUBHOM CIPABKH, aHAJIOTUYHOU paHee
BBIJIAHHOM, apXWB OpraHU3ALMK MPOBEPSET COOTBETCTBUE CBEJICHUM, BKIIOYEHHBIX B
3Ty CHpPAaBKYy, TE€M, KOTOpPbIE HMMEITCS B APXMBHBIX JOKYMEHTax, M, B Ciydae
oOHapy>XeHUsI TOTOJHUTENbHBIX CBEJECHUN, BKIIOUYAET UX B MOBTOPHO BBIJIAaBAEMYIO
ApXHUBHYIO CIIPABKY.

285. ApxuBHas cripaBKa U apXHBHAas BBIHUCKA COCTABISAIOTCS Ha oOIeM OnaHKe ¢

0003HaUYE€HNEM HAaUMEHOBAHUs TOKyMeHTa "ApxuBHas crnpaBka', "ApXuBHas BBIIUCKA
"



286. TekcT B apXuBHOU CIIpaBKe MO opMe, YTBEPKAAEMOU YIIOTHOMOUYCHHBIM
OpraHoM, JIaeTCsl B XPOHOJOTUYECKON MOCIEAOBATEIbHOCTH COOBITUN C yKa3aHUEM
BUJOB AapXMBHBIX JIOKYMEHTOB M UX JaT. B apXWBHOW crpaBKe IOIMyCKaeTcs
IIUTUPOBAHKUE APXUBHBIX JJOKYMEHTOB.

287. B apXxuBHOU cIpaBKE CBEJICHUS BOCIIPOU3BOISATCS B COOTBETCTBUH C TEKCTOM
ApXUBHBIX JOKYMEHTOB. PacxoXJeHHs, HECOBHAJCHHUS M HETOYHbIE HA3BaHMS,
OTCYTCTBME€ HWMEHH, OTUYECTBAa, HWHHUIMAJIOB WM HAJIUYHUE OJHOTO W3 HHUX
OroBapuBaloTCs B TeKcTe crnpaBku B ckoOkax ("Tak B mokymente", "Tak B Tekcrte
opuruHana").

288. B nmpumevaHnu K apXUBHOM CIPAaBKE OTOBAPUBAIOTCS OCOOCHHOCTU TEKCTa
opuUrMHaia JOKyMeHTa (Hepa3O0OpUYMBO HAINMCAHHBINA, MCIPaBJICHHBIM aBTOPOM, HE
MOIAIOIIMNCS TPOUTEHHUIO BeiieacTBUE oBpexkaeHus) ("Tak B Tekcre opurnHana”, "B
TeKCTe Hepa30opumBo").

B TexcTte apXMBHOU CHpaBKW HE JOMYCKAIOTCS U3MEHEHHUS, HCIPaBJICHHUS,
KOMMEHTapUHu, COOCTBEHHBIC BBIBOJbI HCIIOJIHHUTENS MO COJEPKAHUIO APXUBHBIX
JIOKYMEHTOB, Ha OCHOBAaHUH KOTOPBIX COCTaBJI€HA apXUBHAsI CIIPaBKa.

289. B KOHIIe apXWBHOW CIPABKU MPUBOASTCS ApXUBHBIE MHU(PPHI 1 HOMEPA JTUCTOB
€IMHUIl XpaHEHUsI apXUBHBIX JOKYMEHTOB, ME€YaTHbIC W3JaHUs, MUCIIOIb30BaBIINECS
IJI. COCTABJICHUS apXWBHOW CHpaBKHU. B TexkcTe apXMBHOW CIPABKU JONYCKAeTCs
IPOCTABJICHUE apXMBHBIX MU(GPOB U HOMEPOB JIMCTOB €AMHUI] XPAHEHUSI apXUBHBIX
JTOKYMEHTOB Cpa3y IMOCJIC U3JIOKEHUS KaKI0TO (haKkTa UiIH COOBITHSI.

290. B apxuBHO# cripaBke B OymMaxHO# hopMe, 00beM KOTOPOH MPEBHINIACT OJUH
JIUCT, JIUCTHI MPOIIUBAIOTCS, HYMEPYIOTCS U CKPEIUISIOTCS NeYaThi0 OpraHu3aluu.

291. ApxuBHas crnpaBka B OyMaxkHOU (opMe MOMUCHIBAETCS PYKOBOJCTBOM
OpraHH3allvy, UCTIOJHUTENIEM U 3aBepsETCS IMeUaThlo OpraHu3anuu. B anekTpoHHOM
dbopme — DI pykoBoauTens opranu3ainuu. B ciydae HEOJIHOTHI IPEACTaBISICMBIX B
Hel CBEeICHUH, COCTABJISETCS COMPOBOAUTEIHLHOE TUCHMO C YKa3aHUEM MPUYHH.

K apxuBHOil cripaBke Nmpu HEOOXOJUMOCTH MPUIATAIOTCS KOMUU APXHBHBIX
JOKYMEHTOB WJIM BBINUCKM M3 HUX, MOATBEPKIAIOIINE CBEICHUS, U3JI0KCHHBIE B
apXWBHOM CITPaBKE.

292. Ilpu OTCYTCTBHM B apXHUBE OpraHU3AIUU JOKYMEHTOB, HEOOXOAMUMBIX IS
UCIIOJIHEHUsI 3ampoca, Ha OJIaHKe MUCbMa OpPraHU3allMM COCTAaBJISIETCS OTBET O
IPUYMHAX OTCYTCTBUS apXUBHBIX JIOKYMEHTOB IO TEME 3aMpoca.

293. B ciyyae JOKYMEHTAJIbHO MOATBEPKACHHBIX (PAKTOB yTpaThl apXHBHBIX
JIOKYMEHTOB, COJEp KaIIUX 3alpalliBaeMble CBEICHUS, APXUB OPraHU3AIMU BBIIACT
CIIpaBKy MO JaHHOMY BOIIPOCY IMpPHU HEOOXOJAMMOCTH 3aBEPEHHYIO MeYaTbhio
OpraHU3allUH.

294. B apxuBHOI BBIIIMCKE Ha3BAaHUE APXMBHOTO JOKYMEHTa, €0 HOMEpP M Jara
BOCIIPOU3BOMISTCA TMOJHOCTHIO. V3Bj€YeHUs] U3 TEKCTOB APXUBHBIX JTOKYMEHTOB



COJIEpKAT MCUEPIBIBAIONINE TaHHBIE 10 3aMpocy. Brimucka Npou3BOAUTCS TOJBKO U3
JIOKYMEHTa, B KOTOPOM COJICP>KUTCS HECKOJIBKO OTJ/ICJIbHBIX, HE CBSI3aHHBIX MEXKIY
co0o¥t BOIIPOCOB.

Hauano u KoHel KakJI0ro u3BJICUECHHS], a TAKXKE MPOMYCKU B TEKCTE€ apXUBHOTO
JOKYMEHTa, B TOM 4YHCIE 3JIEKTPOHHOTO, OTHEJIbHBIX CJIOB 0003HAYaKOTCS
MHOT'OTOYHEM.

B npumeuaHusix K TEKCTY apXWBHOUM BBIMIUCKU JI€JIAIOTCSI COOTBETCTBYIOIINE
OTOBOPKHM O YaCTSAX TEKCTa OPUTHHANIA, HEPAa30OPUMBO HANTMCAHHBIX, UCTIIPABICHHBIX
aBTOPOM, HE MOJAJAIOUIMXCA MPOYTEHHUIO BCJIEIACTBUE MOBPEKICHUS TEKCTA.
OtaenpHbIE CI0BA U BBIPAYKEHHSI OPUTMHAJIA, BHI3BIBAIOIINE COMHEHHUS B UX TOYHOCTH,
oroBapuBaroTcs cioBamu — "Tak B Tekcte opurunana’, "Tak B qokymeHnre".

AYTEHTUYHOCTD BBIJJAHHBIX T10 3aMPOCaM apXHWBHBIX BBIMUCOK B OyMakHOU (hopme
YAOCTOBEPSETCA MOJANUCHI0 PYKOBOJIUTEISI OPraHU3alMy U ME€YaTbl0 OPraHU3alnu, B
anexktpoHHOM popme — DI pykoBoauTens opraHu3aiuu.

295. ApxuBHbBIE KONHH, U3TOTOBJIECHHBIE MOCPEIACTBOM HCIOJIb30BAHHS
NeYyaTaroluX CPe/ICTB, IEPCOHAIIBHOTO KOMITbIOTEPa, 0DOPMIISIOTCS Ha 00I1IeM OJIaHKe
OopraHu3aiu ¢ 0003HAaYCHUEM HaWMMEHOBaHUs JOKyMeHTa "ApxuBHas komnusa". [Ipu
U3TOTOBJIEHUM KCEPO- UK (OTOKOMUN TOKYMEHTa B OyMakxHOH Gopme oO1mmii O1aHK
OpraHU3alliy HE UCTO0JIb3YETC .

[Tocne TekcTa apXMBHOW KONIMU WJIM apXHUBHOM BBIITUCKU YKa3bIBAKOTCS apXHUBHBIN
mudp AOKyMEHTa U HOMEpa JIMCTOB €AUHUIl XPaHEHHUsI apXUBHOrO JoKymeHTa. Eciau
KOIHWS WJIM BBIMKCKA 3aHUMAIOT O0JIee OJJHOTO JINCTA, apXUBHBIM MIU(P yKa3bIBaeTCS
Ha 000pOTE KaXKJ0ro Jucta. Bece MUCThl apXUBHOW KOMHUM WJIM apXUBHOU BBIMUCKH B
OyMaxkHOU (popMe CKpPEIUIIIOTCS, HyMEPYIOTCS U Ha MECTE CKPEIJICHUS 3aBEPSIOTCS
apXMBOM OpTaHU3ALIMH.

B anextponnoit ¢popme apxuBHas komusi nomanuckiBaetrcs DI pykoBoauTens
OpraHH3alHH.

296. ApxuBHas CIpaBKa, apXWBHAS BBINUCKA, apXHBHAs KONHUS M OTBETHI Ha
3alpOChl BBICBUIAKOTCA 110 MOYTE IPOCTHIMU WIIN 3aKa3HBIMU MTHChbMaMHU.

297. ApxuBHas cupaBKa, ApXVWBHAs BBIIIACKA U ApXUBHASI KOIUA B CIIy4ae JUYHOTO
oOparieHus rpaxJaaHiHa WK €ro JOBEPEHHOIO JIUIA B apXUB OPraHU3allMU BhIIAIOTCS
€My MOJl PACHUCKY NpHU MNPEIbSIBICHUU NACIOPTa WJIM WHOTO YAOCTOBEPSIOLIETO
JIOKyMEHTAa JIOBEPEHHOMY JIUILY — TIPH MPEIbSIBIECHUN JOBEPECHHOCTH, 0()OPMIICHHOH B
YCTaHOBJIEHHOM IMopsake. [lonyudarens apXWBHOW CIIPABKA UM apXUBHOM BBIIIMCKHU
PACIUCHIBACTCS HA WX KOMHUAX WIW 00OpPOTE COMPOBOAUTEIHHOTO MHUChMA K HUM,
yKa3bIBas J1aTy UX MNOJyYEHUS.

298. JlonyckarTCs U3BSATHE U3 APXUBHBIX JEJ W Bbla4a BJIAJCIbIAM WA UX
POACTBEHHHKAM NOJIMHHBIX JUYHBIX JOKYMEHTOB O TPaXXJTAaHCKOM COCTOSHUHU,



00pa3oBaHUM, TPYIOBBIX KHWIKEK W JPYTHX, HE IIOJYYCHHBIX B CBOE BpeMs
BJIAJICIBIIEM JIOKYMEHTOB.

[TopnuHHBIE JTUYHBIE JOKYMEHTBI BBIJAIOTCSA C pa3pelieHUs PYKOBOIUTEIS
OpTraHu3alluM 3asBUTENISIM TPHU TPEIBIBICHUU JIOKYMEHTa, YJIO0CTOBEPSIOIIETO
JUYHOCTh, UX POJICTBEHHUKAM WJIA JIOBEPEHHBIM JIUI[AM — HOTApHAIbHO 3aBEPEHHOMN
noBepeHHOCTHU. [loTMHHBIC TUYHBIE JOKYMEHTBI HAPABJISIOTCS 3asSBUTEIIO 3aKa3HBIM
ITFCHMOM.

299. Ha MecTO u3BATOTO JOKYMEHTA B JI€JIO BKJIAABIBACTCS KOIMMS HU3BSITOTO
noKkyMeHTa. M3bsiTHe apXWBHBIX JTOKYMEHTOB, a TaKX€ HMX 3aMeHa Ha KOIHUHU
OTpakaroTCs B JIMCTAX-3aBEPUTEIISIX JIEJI, OMUCSX JEN, TOKYMEHTOB.

300. Bo3BpaliieHre apXMBHBIX JOKYMEHTOB 0OpMIISIETCS aKTOM 00 U3BATUH U3
JeNl yKa3aHHBIX JOKYMEHTOB. AKT U JIpyrue JOKYMEHTbI, HA OCHOBAHUU KOTOPBIX
IIPOM3BECHO BO3BpAIICHNE apXUBHBIX JOKYMEHTOB, U PACIIUCKA JIUIIA, TTOJTYYHBIIETO
WX Ha PYKH, BKIIFOUAIOTCS B JIEJI0 apXUBHOTO (POHA.

IMTaparpad 8. Ilopsmok BIIa9y e, JOKyMEHTOB B YMTAJIHHBIN 3aJ1 K BpEMEHHO®
[OJIb30BaHHE

301. B mensix co3gaHusi yclIOBUM st pabOThl MOJIB30BATENICl B apXHWBE
OpraHu3alliy CO3/1a€TCsl YUTAJIbHBIN 3a1 (IPOCMOTPOBBIN 3all, KOMIIBIOTEPHBINA 3al,
NOMEIIEHHEe ISl TPOCIymHUBaHUS  (OHOJOKYMEHTOB), OOOPYJOBaHHBIN
COOTBETCTBYIOIIMMHM TEXHUYECKMMM CPEICTBAMM JJIsi pabOThl C MHUKPOKOIHUSIMHU,
ANEKTPOHHBIMU, ayAMOBU3YaJIbHBIMA U HAYYHO-TEXHUYECKUMH JJOKYMEHTAMH.

Pacrniopsiiok paGoThl UNTANBHOIO 3aj1a YCTAaHABIMBAECT PYKOBOJIUTENb OpraHU3aluu

IIpu oTcyTCTBHM B apXUBE€ OPraHU3aLMU CIICLIUAJIBHO BBIICICHHOIO MOMEIICHUS
YUTAJIBHOIO 3aj1a padoTa MOJb30BaTENEN ¢ JOKYMEHTaMU, B TOM YKCIIE 3JI€KTPOHHBIMU
, TIPOU3BOJMTCA B pabOYMX KOMHATaX apxXuBa OPraHU3aIUUd WU CIYXOBbI
JOKYMEHTAIMOHHOTO O0ECIICYeHHs YIIPaBIEHUS MO/l KOHTPOJIEM COTPYAHUKA apXuUBa
OpraHM3aLNH.

302. [lonp30BaTenu IOMYCKAaIOTCS B YATAIBHBIA 3aJ1 HA OCHOBAaHUM JIMYHOTO
3asBieHud. [lonp3oBaTenu, Beoylle HaydyHYIO paOOTy B COOTBETCTBHM C IUIAHOM
HAyYHBIX OpraHU3aIlMi WJIU BBIMOJHSIONIME CIY>KeOHbIE 3a/laHMs, MPEICTABISIOT
NUCHhMO HaIpaBHUBIIEH MX OpraHu3auuu. PaOOTHUKHM OpraHu3alMH JIOMYCKAIOTCS B
YUTAJbHBIA 31 10 TPEABSIBICHHUH CIYKEOHOTO yaocTOBepeHus. PaboTHukam
OpraHu3allid apXUMBHBIE JOKYMEHTBHI BBIJAIOTCS B paboyue MOMEIIeHUs s
UCIIOJIb30BAHUS B CITYKEOHBIX LEJISIX.

B nuuyHOM 3asiBJIEHUM WM MUCbME YKa3bIBalOTCA (paMuUivs, UMs, OTYECTBO
IIOJIb30BATENsI, JOJKHOCTb, HAy4YHOE 3BaHHME, YyY€Has CTENeHb, TeMa U
XPOHOJIOTUYECKUE PAMKH UCCIIEI0BaHUS.



Pa3zpemiennie Ha paboTy B YUTAJIBLHOM 3aji€ AT PYKOBOJIUTEIh OpraHU3AIMK Ha
HE0OXO0IUMBIM MOJIB30BATEINIO CPOK, HO HE OoJiee, yeM Ha 1 roj1 co JHS 0pOopMIIEHUS.

303. ApXuB OpraHu3alliy MPeJaOCTaBIISIET MOJIL30BATEIIAM JIsl UCIIOJIb30BaHUS B
YUTAJbHOM 3aJie¢  OTKPBITBIC JOKYMEHTBI, YyYTCHHBIC H  IPOIICIIINE
HAay4YHO-TEXHUYECKYI0 00pabOTKy, UMEIOLIME CIPABOYHUKU U JIPYTUE MOUCKOBBIE
cpenctBa. Heyurennsie 1 HeoOpaOOTaHHBIE JOKYMEHTHI MTOJIH30BATENSAM AJ11 paOOTHI B
YUTAJIHLHOM 3aJI€ HE BBIIAIOTCA.

304. locTyn M NPENOCTaBIEHUE OMHUCEW €I, FJIEKTPOHHBIX JOKYMEHTOB
COTPYJIHHKAM OpTaHu3aluy U JJis paboThl B YUTAJIBLHOM 3ajie apxuBa (CHenuaIbHO
000py/I0BaHHOM pabo4eM MecTe) paOOTHHKaM TOCYJapCTBEHHBIX OPTaHOB, CYJIOB,
3aMHTEPECOBAHHBIX OpPraHU3alUl, TPak/laH OCYIIECTBIISIETCS] TOCPEICTBOM JIOKAIbHOM
ceTH, KaHayoB 3JekTpocssizu, C DA.

JUist ynaneHHoro A0cTyna K OMUCSAM JIed U SJIEKTPOHHBIM JTOKYMEHTaM (JiesaMm)
pyKoBOoIMTENEM apxuBa Bblgaerca paspemenne B MMC DA monp3oBarento Ha
OCHOBAHHUH €ro aBTopu3anuu u 3assieHusd B 1C DA.

305. Ilpu paboTax c 3J€KTPOHHBIMU HOCUTEISIMU HE JTOMYCKAEeTCsl KaCaHUE pyKaMu
pabouyux MOBEPXHOCTEH AEKTPOHHBIX HOcuTenel. [Ipu ounctke u pydHoii 006padboTke
AJIEKTPOHHBIX HOCHUTEJNICH paspeliaeTcs OpaTh TOJBKO B MEpUaTKaX 3a KPOMKHU WU
3alIUTHBIA KOPITYC.

I[Ipu 006pabGoTKEe ONTHYECKHUX ITUCKOB HEOOXOAWMO, YTOOBI IMEepPYaTKH,
OPOTHUPOYHBIA MaTepuaj, calpeTku o0Jagand YCTOWYHMBOCTBIO K BO3JEHCTBUIO
IPUMEHSIEMBbIX YHUCTAIIUX BemnlecTB. Haunbornee moaxoasmum maTepuaioMm Jist
nepyaTok  ABiseTcs  xyomnok. JlomyckaeTcs — Takke ~ MCIOJb30BaTh
HETIaCTU(DUIIMPOBAHHBIN TOJMATHIICH, (TOpCOAEpKAIlINe MOJIUMEPHl U JaTekc. B
COCTaB MaTepuasa NepyaToK He JOHKHBI BXOJUTh KPACUTEIH.

306. Ilpu BbIga4Ye NOKYMEHTOB Ha 3JIEKTPOHHBIX HOCUTENSX W3 XPaHUIIHUIIA
OCYILECTBIISIETCS MPOBEPKA LIEIOCTHOCTH BCEX OOBEKTOB XPAHEHMSI, COCTABISIOIINX
BBIIABAEMBII IOKYMEHT.

307. OTka3 uiau oTCpoyKa B BblIaue JOKYMEHTOB (J€J1), B TOM YKCJIE 3JIEKTPOHHBIX,
OCYULIECTBJISIIOTCA B CITy4YasX:

1) ux mIoxoro (pU3NYECKOTO COCTOSHUS;

2) orpaHMYeHUN Ha KCIOJb30BaHUE, YCTAHOBJICHHBIX 3aKOHOAATEIbCTBOM
Pecny6nuku Kazaxcran nnu ¢ponmoodpazoBarenem;

3) WUCHOJBb30BaHUSI JOKYMEHTOB paOOTHHUKAMHU apxXxuWBa OpPraHU3aIllUM JJis
BBITIOJTHEHUS CITY>KEOHBIX 3a/IaHUN;

4) BbIIa4M TOKYMEHTOB BO BPEMEHHOE IMOJIb30BAaHUE WIIH JIPYTOMY IMOJIb30BATENIO B
YUTAJIHLHOM 3aJi€.

OTka3 apxyBa OpraHW3allMu B MPEIOCTABICHUU JIOKYMEHTOB, B TOM YHCIE
AJIEKTPOHHBIX, BBIJIAETCSI B TUCbMEHHOM (hopMe C yKa3aHUEM MPUYUH OTKa3a.



308. Ilo 3aka3aM MoOJIb30BATEIIEH, C YUETOM TEXHUYECKHX BO3MOKHOCTEN apXuBa
OpraHu3allui M3TrOTaBJIUBAIOTCS KOMHU AapXUBHBIX JOKYMEHTOB (KCEPOKOMUHU,
MUKPOKOIUHU, POTOOTIEUATKH, KHHOKOIIHH, BUICOKOTUH, KO (DOHOJTOKYMEHTOB, a
TaK)Xe€ KOMUU Ha JICKTPOHHBIX HOCUTEIISIX).

He npouszBoauTCs KOMUPOBAHHE ApPXUBHBIX JOKYMEHTOB, HAXOISAIIUXCS B
HEYJIOBJIECTBOPUTEIHLHOM (PU3UUECKOM COCTOSTHUU.

KonupoBaHnue apXuBHBIX JIOKYMEHTOB OTPAHMYEHHOI'O JAOCTyMHa (CEKPETHHIX U
coJiepxanx KOH()UICHIMAIbHYI0 WH()OPMAIIUIO) TPOU3BOJUTCS B YCTAHOBJIEHHOM
HOPsI/IKE.

309. Tlopsok BHITIOTHEHUS 3aKa30B Ha KOMUPOBAHWE, B TOM YHUCJE O0OBEMBI
KOIMUPOBAHUS apXUBHBIX JOKYMEHTOB, HEOMYOJMKOBAHHBIX OMUCEN 1], TOKYMEHTOB,
JIPYTUX APXUBHBIX CIPABOYHO-TIOMCKOBBIX CPEICTB W 0a3 MTaHHBIX, CTOMMOCTH
U3TOTOBJIEHUSI KOMUW M TOPSJOK PAacyeTOB 3a MX HU3TOTOBJIEHUE ONPEHECISIOTCS
PYKOBOJICTBOM OpTraHU3aINH.

310. Ha konuu apXxuBHOTO TOKYMEHTA, U3TOTOBIEHHOM IO 3aKa3y MOJb30BaTENs,
apXHB YKa3bIBaCT apXUBHBINA MHU(GP U HOMEPA JIUCTOB €UHUIIBI XPAHEHUSI ApXHUBHOTO
JTOKYMEHTA.

VYyer 3aka30B Ha KOMMPOBAHKUE BEETCA B OyMaKHOM WJIU 3JIEKTPOHHOU opMme.

311. B untanbHbIi 3a1 Aeia, JOKYMEHTBI U3 XPAHWININA BbIIAIOTCS HA OCHOBAaHUU
3al0JIHEHHOTO OJIaHKa 3aKa3a Ha BbIJIadyy JIOKYMEHTOB M YUYUTBHIBAIOTCA B KHUIE
BBIJIA4M JIeJT U3 XPaHWIHUIIIA.

312. Kaxaoe BbIJaBa€MO€ W3 apXUBOXPAHUJIMINA B YUTAIBHBIN 3all €0,
JOKYMEHT UMEIOT JIUCT UCIOIL30BaHuUs Jea.

313. Jlena, HOKyMEHTHI BBIJAIOTCA BO BPEMEHHOE IMOJIb30BAHHE CTPYKTYPHBIM
NOAPA3AEICHUSIM OpraHu3alyd Ha CpOK, He npeBplmaromuid 20 nHeil. Beimaua nmei,
JOKYMEHTOB BO BPEMEHHOE MOJIb30BAHUE IPYTHUM OPTraHU3alUsIM M0 UX TUCbMEHHOMY
3anpocy oopmIIsieTcsl IO aKTy BbIJIaYH Jell, JOKYMEHTOB BO BPEMEHHOE MOJIb30BaHHUE.
AKT COCTaBIsI€TCS B IBYX PK3EMIUISIpaxX, OJJMH U3 KOTOPBIX MEPEAACTCS MOTydaTento, a
IpPYTrOd OCTaeTcsi B apXMBE OpraHU3alvu. AKT IMOJNHCHIBAETCS PYKOBOIUTEISIMU
OpraHu3allvy, Nnepenaroneid JOKYMEHTbl, U OpraHU3alUU-TIONydaTeNs, CKPerisaeTcs
neyaTsiMd OpraHuszanuii. Beimada nen, TOKyMEHTOB BO BPEMEHHOE II0JIb30BAaHUE
JPYTUM OpraHU3alUsIM OCYILECTBIISETCA Ha CPOK He Oosiee TpEX MECSIIEB.

314. IIpu BbIgaYe Aed, JOKYMEHTOB BO BPEMEHHOE MOJIb30BAaHUE KaXKI0€ JEJI0
3aHOCUTCSI B KHUTY BBIJIa4M €] U3 XPaHWIHUIIA, a Ha MECTO BBIJaBa€MOro Jesa
NOMEIIAETCs OTAEIbHAs I KaXKI0ro Jiefla KapTa-3aMecTUTeNb. KapThl-3aMecTuTe
XpaHATCS B apXMBE OpraHu3alMd 10 MUHOBaHUS HagoOHocTU. CocTosiHHE
BO3BpAIla€MbIX JIe] TPOBEPSIETCS B MPUCYTCTBUU JIUIIA, BO3BPAILIAIOIIETO JIETIO.

315. Kaxtoe BbIJaBaEMOE U3 apXUBOXPaHUIUIIA AJIsI BDEMEHHOT'O UCIIOJIb30BAHUS
JIeJI0, JOKYMEHT UMEIOT JIUCT UCIIOJIb30BAHUS Jeia.



IMaparpad 9. Ilopsnok HcnonE30BaHAA JOKYMEHTOB B CpPeACTBaX MacCOBOM HH(opMaun

316. ApxuB oprasu3anuy OPraHU3YyeT HUCIIOJb30BAHUE TOKYMEHTOB IPHU
NOJrOTOBKE MH(MOPMALMOHHBIX MEPONPUITHI, BBHICTABOK, B CPEJICTBAX MacCOBOMU
uH(pOpMaIINH, a TAKXKE UX MyOIMKALHUIO.

317. CoBMeCTHO CO CpeJCTBAMH MacCOBOW MH(GOPMAIIUKA apXWUB OpTraHU3AIAN
olnpezenseT TeEMaTuKy, 00beM M CPOKHU MOJATOTOBKU JOKYMEHTOB, TEMAaTUKA U CPOKU
YTBEPKJIAIOTCSI pyKOBOJAUTENIEM OpraHu3auuu. B sk3eMIuisipax crarteid u apyrux Ggopm
ne4yaTtH, MOATOTOBJIEHHBIX AJIA CPEACTB MAccOBOM MH(POpPMALMM, OCTAIOLIUXCS B
apXuBE€ OpraHU3aluu, YKa3blBAlOTCA MOMCKOBBIE JAaHHBIE MCIOJIb30BaHHBIX
JOKYMEHTOB, a TaKXe J1aTa U MECTO UX IMyOJIMKALUH.

IMaparpad 10. ITopanok YHAYTOKESHHUA SIEKTPOHHBIX JIeJI BPEMEHHOT'O CPOKa XpaHSHHS U
mepenady SICKTPOHHBIX JOKYMEHTOB, SJICKTPOHHBIX JIe]I HA IOCTOSHHOE XpPaHEHHE B
roCyAapCTBCHHBIN apXHuB

318. Ilo ncreueHnn cpoka BPEMEHHOTO XPAHEHUS JOKYMEHTOB Ha DJIEKTPOHHBIX
HOCUTENAX, DJEKTPOHHBIX JOKYMEHTOB B apXuBE OpPraHU3alUU IPOBOAUTCS
AKCMEPTH3a IIEHHOCTH B IIEJISIX BKIIOYEHUS UX B CBOAHBIE ONMUCHU (TOOBBIE Pa3/IEIbl
CBOJHBIX OIMCEH) AIEKTPOHHBIX JI€] IOCTOSHHOTIO XPAHEHHSI WIA B AKThI O BBIIEJICHUN
K YHUUTOXEHUIO 3JIEKTPOHHBIX IOKYMEHTOB (Z1€71), HE MOAJIekKAITUX XPAHCHHUIO.

319. JIoKyMEeHTBI Ha 3JEKTPOHHBIX HOCUTENSAX, JIEKTPOHHBIE TOKYMEHTHI (1€71a)
BKJIIOYAIOTCS B AKT O BBIJICJICHUM K YHUUYTOXKEHHUIO JTOKYMEHTOB Ha 3JIEKTPOHHBIX
HOCHTEJISAX, JIEKTPOHHBIX JTOKYMEHTOB (/1€]1), €CJI YCTAaHOBJICHHBIA CPOK UX XPAaHEHUS
UCTEK K 1 siHBaps roJ1a, B KOTOPOM COCTAaBJIEH aKT. AKT O BBIICJICHUH K YHUUYTOKEHUIO
JOKYMEHTOB Ha 3JIEKTPOHHBIX HOCHUTEISIX, DJIEKTPOHHBIX IOKYMEHTOB (IIe), He
HOJUIeKAINX XPAHEHUIO, COCTABIISIETCA 10 (hopMe, YTBEPKIaeMON YIIOTHOMOYEHHBIM
OpraHoM, paccMarpuBaeTcs Ha 3acenanuu DK opranuzanmu, coraacoBbiBaercs ¢ D1IK
ynoJiHOMOYeHHOTO opraHa, Apxusa [Ipesunenra Pecy6nuku Kazaxcran, MUO unmn
rOCy/JapCTBEHHOTO apXWBa W 3aTEM YTBEPXKAAETCSA PYKOBOIAUTEIEM OpPraHU3alUu
OJTHOBPEMEHHO CO CBOJHBIMU ONUCAMH (TOJOBBIMU pa3AelaMH CBOJHBIX OMHCEN)
AJIEKTPOHHBIX JIeT TOCTOSTHHOTO, BpeMEeHHOT0 (cBbite 10 jeT) XpaHeHus, B TOM YHCIie
10 JINYHOMY COCTaBY.

320. AKT, COCTaBJIEHHBbIM B OpTraHU3aIMM, SBISIOLIEHCS HCTOYHHUKOM
KOMIUJIEKTOBAHUSI TOCYJApPCTBEHHOIO apXWBa, YTBEPXKAAETCS PYKOBOIAUTEIEM
OpPraHMU3aLHHU I10CIIE COTJACOBAHUS C COOTBETCTBYIOIIUM I'OCYNAPCTBEHHBIM apXUBOM
WIN YIOJHOMOYEHHBIM OPraHOM CBOJHBIX OMHCEH (TOJOBBIX Pa3/ieIOB CBOJIHBIX
OIMCE) ANEKTPOHHBIX JEJI NOCTOSHHOIO XPaHEHHUsI, COTJIACOBAHUS CBOJHBIX onucel (
TOJIOBBIX Pa3JIeJIOB CBOJIHBIX OMUCEN) AJEKTPOHHBIX JIE]I 110 JUYHOMY COCTaBY U aKkTa O
BBIJICTICHUN K YHHUUYTOKEHUIO TOKYMEHTOB B 3JIEKTPOHHOM BHe ¢ oTtMeTkon "OIIK".



321. AKT, COCTaBJICHHBI B OpTraHU3allM{, HE SABJSIOMIEUCS MCTOYHUKOM
KOMIUIEKTOBaHUSI TOCYJAapCTBEHHOTO apXWBa, YTBEPKIAECTCS PYKOBOJIUTENIEM
opranu3anuu nocie yreepxaeHus JK BeimiecTosiieil opranuzanuu (Ipu HaJIWYUN)
CBOJIHBIX oOmnuced (TOJOBBIX pa3JeOB CBOJHBIX OIUCEH) BJIEKTPOHHBIX eI
IOCTOSIHHOT'O XPAaHEHUs W COTrJIaCOBaHUS CBOJHBIX ONHUCEH (TOOBBIX pa3zesioB
CBOJIHBIX OMHCEMN) SJEKTPOHHBIX e MO JUYHOMY COCTaBY M aKTa O BBIICICHHUH K
YHUUTOXEHUIO JIOKYMEHTOB Ha AJIEKTPOHHBIX HOCHTENSAX, ANEKTPOHHBIX JOKYMEHTOB (
nen) ¢ ormerkoit "OITK".

322. JIOKyMEHTBI Ha AJIEKTPOHHBIX HOCUTENSX, DJIEKTPOHHBIE TOKYMEHTHI (J1e71a) C
UCTEKIIMMHU CpPOKAMH XpaHEHUs pa3pelaercs YyHUUYTOXKAThb TOJBKO IOCIE
YTBEPXKACHUS PYKOBOJMUTENIIEM OPraHM3allMM aKTa O BBIJIEJICHUHM K YHUYTOKEHHIO
JOKYMEHTOB Ha 3JIEKTPOHHBIX HOCHUTEIISIX, 3JIEKTPOHHBIX JTOKYMEHTOB (II€J), HE
MOJICKAIINX XPAHEHUIO.

323. IIpyr YHMYTOKEHUU JOKYMEHTOB Ha 3JIEKTPOHHBIX HOCUTEISX, JIEKTPOHHBIX
JOKYMEHTOB (€J1) M3 apXuBa OpraHU3alMM HM3BIMAIOTCS BCE HUX OK3EMIUISPHI.
DNeKTPOHHBIE TOKYMEHTHI (J1e1a) MOJIeKAT YHUUTOKEHUIO. DIEKTPOHHBIE HOCUTEIIH,
IPUTOJIHBIE K IOBTOPHOW 3KCILTyaTallMM, IOCJIE CTUPAHMS 3allMCaHHOW Ha HHX
uH(popMaly MOTYT ObITh HCIOJB30BaHbI JiA MOBTOPHOM 3amucu MHGOpPMALUH.
DJIEKTPOHHBIE HOCHUTEIW, HENPUTOJHBIE K HCMOJb30BAHUIO, CIIMCBHIBAIOTCA U
YHHUUTOXKAIOTCS B YCTAHOBICHHOM IHOpsAAKE. B y4YeTHBIX IOOKyMEHTax apXHBa
OpraHM3allMH JIEIaeTCsl OTMETKA 00 UX CIIMCAHUH.

324. I1pu HanM4uu B SIEKTPOHHBIX JOKYMEHTaX WH(GOPMAIINH, PACIIPOCTPAHEHUE U
(W1K) mpenocTaBiIeHUE KOTOPOH OrpaHUYEHO, TPUMEHSIOTCS CIEAYIOIINE CIIOCOOBI €€
YHUYTOXKECHUS:

BO3JICMICTBUE HA MOBEPXHOCTh JIEKTPOHHOTO HOCUTENS MAarHUTHBIM IOJEM (
pa3MarHu4MBaHMUE);

MEXaHUYECKOE YHUUTOKEHHUE JIEKTPOHHOTO HOCHUTEI BMecTe ¢ MHpopmanuen (
U3MEJIbYEHUE, PACIUIABIEHUE, UCIIOJIB30BAHUE XUMHUKATOB). J{1s1 oOecrieueHus moinHou
uH(GOPMAIIMOHHON 6€30IaCHOCTH JJAHHBIN CII0C00 SBIISIETCS MPENTOYTUTEIbHBIM.

325. CocraB MeTaaHHBIX JUISl 3JIEKTPOHHOTO JTOKYMEHTA, MPEICTABISIONIErO
co00l apXMBHYIO KOMHUIO MH(POPMAIIMOHHOTO pecypca, JOMOJHUTEIBHO BKIIIOYAET B
ceost:

HauMEHOBaHKE UH(POPMAIIMOHHOT'O pecypca; TUI MHPOPMAIIMOHHOTO pecypca;

KpallHue JaThl SKCILTyaTallii HHPOPMALIMOHHOTO pecypca;

JaHHBIE O PETUCTPaLMU HHPOPMAIIMOHHOTO pecypca B ['ocy1apcTBEHHOM perucTpe
UH(OPMAIIMOHHBIX PECYPCOB;

UHTEpHET-aJpec pa3MelleHus HHPOPMAIMOHHOTO pecypca (i
UH()OPMALIMOHHOTO pecypca, pa3MENIEHHOTO0 B Trj00albHOW KOMIBIOTEPHOU CETU
WNurepner);



CBEJICHUSI O COOCTBEHHUKE MHPOPMAIIMOHHOTO pecypca;
CBEJICHUS O BJIaJieible THPOPMALIMOHHOTO pecypca.

326. Ilepenavya SIE€KTPOHHBIX JOKYMEHTOB B COCTAaBE JJIEKTPOHHBIX €] B
rocyJapCTBEHHBIA apXUB OCYLIECTBISETCS paOOTHUKOM OpraHu3alii, OTBETCTBEHHBIM
3a BEJIOMCTBEHHBIM apXuB, M O00ECHEYUBAETCS CPEACTBAMU 3JIEKTPOHHOIO
nokyMeHToooopota u UC DA.

DNEeKTPOHHBIE TOKYMEHTHI (J1eJ1a) B TOCYIapCTBEHHBIN apXHUB NEPENAIOTCS BMECTE
C UX METaJJaHHBIMH.

[lepenaya 31eKTPOHHBIX /€]l TOCTOSIHHOTO XPaHEHUs MPOU3BOJUTCS MO OMUCIM
AJIEKTPOHHBIX JIeJl MOCTOSHHOTO XPAHEHUsSl OpraHU3alvH, a B CIydae JUKBUIALNHU
opraHu3anuu BpeMeHHOTo (cBbliie 10 jieT) XpaHeHUs! — [0 OMUCSAM DJIEKTPOHHBIX JIeT
BpeMeHHOro (cBhimiel() 51eT) XpaHeHus, COCTaBIECHHBIM 1O (GOpMe, YTBEpKIaeMOn
YIOJHOMOYEHHBIM OPTraHOM, B COOTBETCTBUU C IPa(PUKOM MpUEMa IEKTPOHHBIX /I B
rOCYJIapCTBEHHBIN APXUB.

Onuck 3IEKTPOHHBIX JIe]T OpraHu3alui yTBepKaaeTcs myTeM npocrabienus DLI1
C IPUMEHEHHEM KJII04Ya pyKOBOAMUTEIS OpraHU3aliHy.

327. Ilepegava 3J€KTPOHHBIX JOKYMEHTOB (JIeJ1) HAa TOCYAapCTBEHHOE XPaHEHUE
OCYILIECTBIIETCS 10 KaHajlaM »3JIEKTPOCBS3M B COOTBETCTBUU C PErIaMEHTOM
UH(OPMAITMOHHOTO B3aUMOJICUCTBUS MEXKTy HH(POPMAIIMOHHBIMU CHUCTEMaMH apXHUBa
OpraHu3allii U TOCYJapCTBEHHOTO apXUBa MPH €r0 HATUYUH.

DNeKTpOHHBIE JOKYMEHTHI (€J1a) NIEPEAAOTCS HAa IOCY1IapCTBEHHOE XPaHEHHE B
dbopmate xpanenuss PDF/A-1.

328. B cocTaB 3JEKTPOHHOTO J€Jia BKJIIOYAKOTCS METAJAaHHBIE HA KaXKIbIN
3JIEKTPOHHBIN JOKYMEHT.

329. DneKkTpoHHBIE J€Na MpU NOATOTOBKE K IEpenadye C OpraHu3alnuu B
roCyJapCTBEHHBIN apXuB (GOPMHUPYIOTCS TAKMM 00pa3oM, 4TOOBI METaJaHHBIE KaXkKI0TO
AJEKTPOHHOTO JOKyMEHTa (KpoMe TepBOT0) COJAepKajld KOHTPOJIbHbBIE
XapaKTepPUCTUKH MPEAbIAYIIEro 3JIEKTPOHHOIO JTOKYMEHTAa M €ro METaJaHHBIX (
OJIHOHAIIPABJICHHBIN CBS3HBIA CIUCOK). JlaHHBIM MOPSIOK 3aKPEIUIIEeTCsS B MPaBOBOM
aKTe OpraHu3alIiu.

330. [lepenava u mpueM 3JIEKTPOHHBIX J€J OCYIIECTBISIIOTCS MO KaHajaM
ANIEKTPOCBSI3U UIIM HA 3JEKTPOHHBIX HOCUTENSAX B COCTaBE MH(POPMALIMOHHOTO MAKeTa,
(opMaT KOTOPOTO OMpeneseTCs] PEerIaMeHTOM HH(POPMAIMOHHOTO B3aUMOJEHCTBUS
MEXAY CUCTEMOM 3JIEKTPOHHOTO JOKYMEHTO000poTa U MH(GOPMAIIMOHHOW CUCTEMOM
apX#uBa OpraHU3alliyd U TOCYIapCTBEHHOTO apXUBa.

B onwucsx 31eKTpOHHBIX J€Jd MOCTOSSHHOTO UM BpeMeHHOTro (cBeiiie 10 jer)
XPaHEHHUsI TIONOJHUTEIBHO YKA3bIBAIOTCS:

CBeJIeHUs O PabOTHUKE OpraHu3aliu, MEepealolleM 3JIEKTPOHHBIE Jiefla B
roCyJIapCTBEHHBIN apXWB (HAMMEHOBAHUE JI0KHOCTH, HHUIIAAIBI, (paMUITis);



CBEJICHUSI 0 PAaOOTHHUKE TOCYJAPCTBEHHOTO apXHBa, MPUHUMAIOIIEM JICKTPOHHBIC
Jiena B apXyuB OpraHu3aiuu (HAaMMEHOBAHUE JTOJDKHOCTH, MHUITUAIBI, (pamMuius).

331. UuadopmaiiioHHbIN TTAKET COJAEPKUT CIEAYIONINE METaJIaHHbIC Ha YPOBHE
AJIEKTPOHHOTO Jiea:

MOPSIAKOBBIA HOMEP AJIEKTPOHHOTO J€Jia B OMKUCH JIEKTPOHHBIX JI€] OpraHu3aluu;
WHJIEKC 3JIEKTPOHHOTO €A,

3aroJ0BOK AJEKTPOHHOTO JIea;

KpailHUE JaThl 3JIEKTPOHHBIX IOKYMEHTOB 3JIEKTPOHHOTO JEJa;

KOJIMYECTBO AJIEKTPOHHBIX IOKYMEHTOB JJICKTPOHHOTO JIEJIa;

00BEM DIIEKTPOHHBIX JOKYMEHTOB 3JIEKTPOHHOTO JIeTa;

S3BIK (SI3BIKK) JIEKTPOHHBIX JJOKYMEHTOB JIEKTPOHHOIO JIeTa.

[lenocTHOCTh METaJaHHBIX HA YPOBHE AJIEKTPOHHOTO Jiefla MOJITBEPKIACTCS
yKazaHueM B HH(OPMAIIMOHHOM MaKeTe UX KOHTPOJIbHBIX XapaKTePUCTHUK.

332. Un(dopMaOHHBINA NAKET COAEPKUT CIEAYIOIINE METAJaHHbIE HA YPOBHE
AIIEKTPOHHOTO JJOKYMEHTa BpeMeHHOro (cBbiie 10 JieT) 1 MOCTOSHHOTO XPaHEHUS:

Ha3BaHUE BUJA JIEKTPOHHOTO JOKyMeHTa (IIpuKa3, MMCbMO, CMETa U JIp.);

KJIaCC 3JIEKTPOHHOTO JOKYMEHTA (yKa3aHuEe Ha MPUHAMICKHOCTh 3JIEKTPOHHOTO
JIOKYMEHTA K OJTHOW M3 YHU(DUIIMPOBAHHBIX CUCTEM JIOKYMEHTAIUN);

3aroJ0BOK AJIEKTPOHHOTO JOKYMEHTA;
JIaTy JIEKTPOHHOTO JOKYMEHTA;

MPaBO JIOCTYIA K AJIEKTPOHHBIM JTOKYMEHTaM (JIOCTYI pa3pelieH BCEM; JIOCTYII
yCcTaHaBIUBaeTcsl (hOHI000pa3oBaTeIeM);

JIaTy CHSITUS OTPaHUYEHUM JoCTyma (MPU UX HAJTUYUN);
PErUCTPAMOHHBIN UHAEKC SJIEKTPOHHOTO IOKYMEHTA;
OTMETKY O HAJIMYUH PETUCTPAIIMOHHO-KOHTPOJIHHON KapTOUKH;
AHHOTAIMIO HA 3JICKTPOHHBIN IOKYMEHT (PU HAJIUYUHN);

SI3BIK AJIEKTPOHHOTO JJOKYMEHTA,

JNaHHbIE 00 aBTOpE AJIEKTPOHHOI'O JOKYMEHTa (HAaMMEHOBAaHUE JOJIKHOCTHU
VCIIOJTHUTENS, HAUMEHOBAHUE OPraHU3aliy, TOATOTOBUBIIEH AJEKTPOHHBINA TOKYMEHT
);

UH(OPMAITUIO O CTPYKTYPE JIEKTPOHHOTO TOKYMEHTA;
cBelieHUs O (paiiyax SJIEKTPOHHOIO JOKYMEHTa (MMEHa, 00beM, KOHTPOIbHbIC
XapaKTEePUCTUKH);

CBEJICHUSI 00 aJIrOpUTME BHIPAOOTKH KOHTPOJIBHBIX XapaKTEPUCTUK (QJIrOpUTME
XOIIUPOBAHUA — KpUNTOTPAUUECKOM aJTOPUTME BBIYUCICHHUS 3HAYCHUS
x31-PpyHKIuK) (0003HaUYEHHE AIrOpUTMa, CChUIKA HAa TEXHUYECKUU HOPMATHUBHBIN
IPaBOBOM aKT).



[{e10CTHOCTh METaJaHHBIX HAa YPOBHE 3JIEKTPOHHOTO JIOKYMEHTA ITOATBEPK1AETCS
oOmieil ayisi BCero JOKYMEHTa KOHTPOJbHOM XapaKTEpUCTHKOW, YyKa3aHHOW BO
BHYTPEHHEHN OIKCH.

333. Ilpu HEOOXOAUMOCTH ISl ONUCAHUS HA YPOBHE AJIEKTPOHHOTO JTOKYMEHTa
UCIIOJIb3YIOTCSl JOIMOJHUTENbHBIE METaJaHHbIE, XapaKTepU3yIIIne OCOOCHHOCTH
CO3JaHMs U BOCIIPOU3BENCHHUS DJIEKTPOHHBIX JJOKYMEHTOB:

CCBUIKH Ha JPYTUe TOKYMEHTBI, 00pa3yromre o0mMii yrpaBieHUeCKU KOHTEKCT;

cBeZieHHst 00 MH(OPMALIMOHHON TEXHOJIOTHH (BEPCHU MTPOrPaMMHOTO MPOAYKTA), C
MOMOIIBIO KOTOPOM CO3/1aH AJIEKTPOHHBIN TOKYMEHT;

CBEJICHUS O TEXHMUYECKUX U MPOTPaMMHBIX CPEACTBaX, HEOOXOAUMBIX IS
BOCIIPOU3BEACHUS 3JIEKTPOHHOTO TIOKYMEHTA;

CBEJICHUS O 3alMUTE 3IEKTPOHHOIO JOKYMEHTA.

334. Ilpu nepenade AIEKTPOHHBIX AEJ Ha JJIEKTPOHHBIX HOCHUTEIAX B COCTAaB
METaJaHHbIX BKJIIOYAIOTCA JaHHbIE 00 D3JEKTPOHHBIX HOCUTENIX (BHA, THI
AJIEKTPOHHOTO HOCHTENIS1) U pa3MEIlEHUU 3JEKTPOHHBIX JOKYMEHTOB (Z€J1) Ha 3TUX
ANIEKTPOHHBIX HOCUTEISIX.

335. Jlnsg 3NEeKTPOHHBIX JOKYMEHTOB B COCTaB METAJAaHHBIX JIOMOIHUTEIBHO
BKJIIOUAlOTCS cBeleHuss o cpeactBax OLIIl, omnpexaensiempie periaMeHTOM
UH()OPMAIIMOHHOTO  B3aUMOJEUCTBHUS  MEXIYy CHCTEMOW  3JIEKTPOHHOTO
nokyMeHTtoooopota u UC DA.
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