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06 yrBepxkaeHNr TUIOBHIX PaBHII JOKYMEHTUPOBAHUA H YIIPABICHUA
JOKyMeHTaIue# B rocyJapCTBEHHBIX M HErOCYJapCTBEHHBIX OpraHU3aIHIX

Y1paTuBmmi caty

[Ipukaz MunucTpa KyabTyphl U criopta Pecyonuku Kazaxcran ot 22 nexabps 2014

rona Ne 144, 3apeructpupoBad B MunuctepctBe 1octuiinu Pecniyonuku Kazaxcran 23

saBapsa 2015 roxa Ne 10129. VTpatun cuny npukazom u.0. MUHHCTpa KyJIbTYphl U

criopta Pecniy6nuku Kazaxcran ot 27 uronst 2018 roga Ne 176 (BBoaUTCS B IEUCTBUE €
1 centsiOpst 2018 romna)

CHocka. YTpaTuil cuily npukazoMm u.0. MuHuUCTpa KynasTypsl u cnopra PK ot
27.07.2018 Ne 176 (BBoautcs B aerictue ¢ 01.09.2018).

B cootBercTBUM ¢ moanmyHKTOM 2-2) nyHKTa 2 crtathu 18 3akona PecnyOmauku
Kazaxcran ot 22 nexabps 1998 roga "O HanmonansHoM apXuBHOM (DOHJE U apXuBax'"
ITPUKA3BIBAIO:

1. YtBepauts npunaraembie Tunossie mpaBuia JOKYMEHTUPOBAHUS U yIPABICHUS
JOKYMEHTAIIMEN B TOCYITaPCTBEHHBIX U HETOCYIAPCTBEHHBIX OPTaHU3ALIMSIX.
2. JlemapTamMeHTy apXHMBHOI'O Jejla U JOKYMEHTAllMd B YCTAHOBJIEHHOM
3aKOHO/IaTeIbCTBOM MOPSAIKE 00ECICUNTh:
1) rocyaapCTBEHHYIO PErHMCTpalyi0 HACTOSIIEro Ipukaza B MuHuCTEpCTBE
roctuinn Pecnyonuku Kazaxcras;

2) B TEUEHUE JECATU KAICHAAPHBIX JHEW MOCJE IOCYJapCTBEHHON pEruCTpaluu
HACTOSIIET0 IMpHKa3a €ro HampaBleHHWE Ha oduuuanibHOEe ONMyOJUKOBAHUE B
NEePUOJANYECKUX TMEYATHBIX HM3aHUSAX U B MH(OOPMAIMOHHO-NIPABOBOM cucreme "
oaiter".

3. KoHTpousb 32 HCIIOTHEHUEM HACTOSIIETO IPUKA3a BO3JIOKUTh HA KypUPYIOLIETO
BHUILIE-MUHUCTpPA KyJIbTYphl U criopta PecniyOnuku Kazaxcran.
4. Hacrosmuii mprka3 BBOOUTCS B JEUCTBUE 10 UCTEYEHUU JECITU KaJCHIAPHBIX

JIHEH mocie IIEPpBOIo 0(1)I/IIII/IaJIBH01"O 0Hy6J’II/IKOBaHI/I}I.
Munuctp A. Myxameauybl
[Ipunoxenue K npukasy
Mun#ucTpa KyJIbTYphI U CIIOPTa
Pecny6iinku Kazaxcran
ot 22 nexabps 2014 roga
Ne 144

TunoBsie IpaBUIa JOKYMEHTHPOBAHHA M YIIPaBJICHAA JOKyMEHTAIUCH B
TOCYZApCTBEHHBIX M HETOCYJaPCTBEHHBIX OpPraHA3aI{iaX



Caocka. TunoBble TIpaBuja B peAakiiuy Mprukaza MuUHHUCTpa KyJIbTYphl M CIOpTa
PK ot 29.12.2017 Ne 351 (BBOAUTCS B JACHCTBUE MO UCTCUCHUU JIECSITH KaJCHIAPHBIX
JTHEW mocJie AHS ero mepBoro oUIIMaIbHOTO OMyOJIMKOBAHHUS ).

I'maBa 1. O0mue monoxeHus

1. Hacrossmume TunoBesie mnpaBuiia JOKYMEHTUPOBAHHUS W YIPABIECHUSA
JOKyMEHTaIMeN B rOCYJapCTBEHHBIX U HErOCYJApPCTBEHHBIX OpraHu3alusix (manee —
TumnoBble MpaBuia) yCTAHABIMBAIOT MOPAJIOK JTOKYMEHTUPOBAHUS yIPaBICHUECKON
JESTEILHOCTH Ha OyMa)KHBIX HOCUTEJISIX B FOCYJIAPCTBEHHBIX U HETOCYIaPCTBEHHBIX
opraHu3anusx (gajgee — OpraHu3aiivm).

2. OpraHu3zanus, BEI€HUE U COBEPLICHCTBOBAHUE CUCTEMbI JOKYMEHTAIIMOHHOIO
obecrnieyeHus yIpaBJICHUS], METOJJUYECKOE PYKOBOJICTBO U KOHTPOJIb 3a COOIIOICHUEM
YCTaHOBJICHHOTO TMOPSAKa paboThl ¢ JOKyMEHTAMU B OPTaHU3AI[UU OCYIIECTBIISIOTCS
CTPYKTYPHBIM TMOJApa3JelIeCHUEM, Ha KOTOpPO€ BO3JIOXKEHBl (QYHKIHU TIO
JOKYMEHTAIITMOHHOMY OOeCIedeHHI0 yrpaBiieHus (nanee — ciyxoa J[0Y).

3. B opranuzamnuu, B KOTOPOW IITATHBIM PACIHCAHUEM HE MPEIYyCMOTPEHO
CTPYKTYpHOE MOApa3eiIeHUE, OCYIIECTRIAIONEEe PYHKINU N0 JOKYMEHTAIUOHHOMY
00€CIEUeHUI0 yIpaBJICHUS, OOS3aHHOCTH BO3JIATAIOTCS HAa OTBETCTBEHHOE
JOJKHOCTHOE JIUIIO.

I'nasa 2. ITopsamok ZOKyMEHTHPOBaHWA, IOATOTOBKA B 0()OPMIICHASA
JOKyMEHTOB

IMTaparpa¢ 1. ITopsanok qOKyMeHTHpOBaHHA H TPpeOOBaHMA K 0()OPMICHHUIO
IOOKyMEHTOB

4. JIOKyMEHTBI COCTAaBJISIFOTCS Ha Ka3aXCKOM SI3bIKE, HapaBHE C Ka3aXCKUM
ouIMaIbHO yNOTpeOIIeTcsl pycCKuil A3bIK. B ciiyuasx, mpeaycMOTpeHHBIX 3aKOHOM
PecnyOonuku Kazaxcran ot 11 uronsg 1997 roga "O s3bikax B Pecnyonuke Kazaxcran",
NPUMEHSIOTCSA U IPYTUE SI3bIKHU.

JIOKyMEHT Ha Ka3aXxCKOM SI3bIKE M CO3/IaBa€Mblil ayTEHTUYHBIN JOKYMEHT Ha THOM
S3bIKE, TEYATAIOTCS KaXIbld Ha OTJEIbHBIX OJaHkax (OTACIBHBIX JHUCTax) U
0OPMIISIFOTCS] €TUHBIMH PEKBU3UTAMH.

5. Ilpu co3marnu 1 0HOPMIICHUH JOKYMEHTA UCIIOIB3YIOTCS OJIaHKU. PEeKBU3UTHI
Ha OJIaHKaX pacrioyiaraioTcsi B OIpeIeIeHHOM MOCIeI0BaTEIbHOCTA B COOTBETCTBHH CO
CXEMOU pAacMoJIO)KEHUSI PEKBU3UTOB JOKYMEHTa COIJACHO MPUJIOXKEHHI0 1 K
HACTOSIIIUM THUIOBBIM TIPABUIIAM.

6. CyOBbEeKThI MAJIOTO U CPEIHETO MPEANPUHUMATENHCTBA COCTABISIOT JOKYMEHTHI
Ha Oernbix aucTax Oymaru popmatoB A4 (210 x 297 mm), A5 (148 x 210 mm).



[Ipu cocraBneHny JOKYMEHTOB Ha TUCTaX OymMaru yka3bIBaeTCsl:

1) odpunmanbrHOE HAMMEHOBAHUE OPraHU3AIMU, U3/IABIIEH JOKYMEHT;
2) HAaMMEHOBAaHME BUJA JJOKYMEHTA, 3a UCKIIIOUEHUEM MTHChMa;

3) nata JOKyMEHTa,

4) perucTpalliOHHBIA HOMEP TOKYMEHTA;

5) HauMeHOBaHMWE JOJDKHOCTH JIMIlA, TMOJAMKUCABIIETO JOKYMEHT, MOJMNUCH U
pacundpoBKa MOANUCH;

6) OTTHCK TIEYaTH.

7. CyObeKThl Majioro U CpeAHEro MpeAnpuHUMATEIbCTBA BMECTO OJIAHKOB
UCIIOJIb3YIOT IITaMIl C BOCIPOU3BEACHUEM HAWMEHOBAHUSA OpraHU3alMH, MyTeM
MPOCTABJICHUS €T0 OTTHCKA Ha OeJIbIX JJUCTax OyMaru B JICBOM BEpXHEM YTIIy.

8. JIOKyMEHTBI COCTABJISIOTCS HAa OCNBIX YUCTHIX JUCTax Oymaru gopmatoB A4 (
210x297mm), AS (148x210MM) 1 UMEIOITUX CJICAYIOIIKNE TTapaMETPhI:

1 )neBoe nose- 20 MUITUMETPOB (Aajiee — MM);

2) nmpapoe noje-10 mMm;

3)BepxHee noJie -10 mMm;

4) nmxnee noie-10 mm;

JUISl ABYCTOPOHHETO NIeYaTaHus 000pOTHAs CTOPOHA JINCTA TIOKYMEHTA!

1) neBoe none- 10 mm;

2) npapoe noje-20 Mm;

3) BepxHee none -10 Mm;

4) amxkHee nose-10 mm.

9. B opranuzanuu NpuMEHSIIOTCS CJIeAYIONIKe OJJaHKU JOKYMEHTOB:

1) 6y1aHK MUChMA, COTJIACHO MPHJIOKEHUIO 2 K HACTOSIIIUM TUIOBBIM TIPaBUIIAM;

2) 6JIaHK KOHKPETHOTO BHUJa JOKYMEHTA, COTJIACHO MPUJIOKEHUIO 3 K HACTOSIIIUM
THUIOBBIM ITpaBUIIaM;

3) oOmruit 61aHK OpraHu3aIu, COTJIACHO MPUJIOKEHUIO 4 K HACTOSIIHUM THUTIOBBIM
paBUJIaM.

OO6muit O0JaHK OpraHM3alUK UCIOJIB3YETCs ISl U3TOTOBJICHUS JIIOOBIX BUIOB
JIOKYMEHTOB.

10. bnanku TOKyMEHTOB U3TOTaBIUBAIOTCS TUNOTPAdCKUM CIIOCOOOM, C TTOMOIIBIO
CpPEeICTB ONEpPaTUBHON MoJUrpaduu WM BOCIPOU3BOJATCS HEMOCPEACTBEHHO MpHU
COCTaBJICHUH JIOKYMEHTA.

11. bnaHku HOKYMEHTOB TOCYJapCTBEHHBIX OpraHHM3alluii ¢ M300pakeHHEM
I'ocynapctBennoro ['epba PecniyOnuku Kazaxcran moasiexar y4dery, IJis Yero B JIECBOM
HUKHEM YTITY KaXKJI0TO IK3eMIUIsipa OJIaHKa JOKYMEHTA TUIIOTrpadcKuM criocoOoM miiu
HyMEpaTOpOM MPOCTABIISAECTCS €Tr0 HOMEP, CEPHUSL.



12. birlaHKM TOKYMEHTOB HCIIOJIb3YIOTCS CTPOTO 110 HA3HAYECHUIO U HE NIEPENAOTCS
IpPYTUM OpraHM3alMsM WJIM WHBIM JiMIaM 0€3 COOTBETCTBYIOIIETO pa3pelieHus
PYKOBOJICTBA OpPraHH3aL1H.

13. BHyTpeHHUE TOKYMEHTBHI, 32 UCKIIOUYEHUEM PACTIOPSAUTENbHBIX JOKYMEHTOB,
COCTaBJISIOTCS Ha OENbIX JTUCTaxX OyMaru.

IMaparpad 2. ITopsaaok o¢popMiIeHH PEKBH3UTOB JTOKYMEHTA

14. T'ocynapctBennsiii ['ep0 PecnnyOnuku Ka3zaxcran uzoOpakaercs Ha OjiaHkKe
JIOKYMEHTa TOCYJIapCTBEHHOW OpraHu3alid B COOTBETCTBUM C TpPEOOBaHUSIMU,
YCTaHOBJIECHHBIMU 3aKOHOJATeNbHbIMU akTamMu PecnyOnuku Kazaxcrtan o
rocyJIapCcTBeHHBIX cuMBoOIax Pecybnuku KazaxcraH.

15. Dmb6nema, JnOroTun WM TOBApHBIM 3HAK (3HAK OOCIYKHUBaHUA)
BOCIIPOU3BOJUTCS Ha OJlaHKE B COOTBETCTBUHM C YUPEAUTEIbHBIMU JTOKYMEHTaMHU
OpraHu3alluu.

DOMoOsema, JTIOTOTHUIT WM TOBAPHBIN 3HAK (3HAK OOCTY)KMBAHMS ) HE pPa3MEIaeTCs Ha
6nanke ¢ nzoOpaxenuem 'ocynapcrtsennoro ['ep6a Pecniyonuku Kazaxcran.

16. HaumeHnoBaHue opranusanuu, Gpuinana (IpeICTaBUTENbCTBA) BKIKOYAET B CeOs
Ha3BaHWE B COOTBETCTBUU C YUPEAUTEIbHBIMU IJOKYMEHTAMU C YyKa3aHUEM Ha
OpraHu3allMOHHO—TIPABOBYIO (popMy.

[Ipu odopmieHNH COBMECTHOTO JOKYMEHTa, pa3pabOTaHHOTO ABYyMs M OoJjiee
PaBHBIMU OpraHU3alUsMHU, HAMMEHOBAHUS OpPraHU3alMil pacroiararoTcs Ha OJHOM
ypOBHE B aj1(haBUTHOM NOPSIIKE HAUMEHOBAHUM OpraHU3aLIUi.

[Ipu odopmieHUH COBMECTHOTO JOKYMEHTa, pa3pabOTaHHOIro ABYyMs U OoJiee
OpraHM3alMsIMU, HAaMMEHOBAaHMS pPAcHoJIaraloTCs B COOTBETCTBUU C Hepapxuei
OpTraHU3AIUN.

COBMECTHBIN JTOKYMEHT MOJJIEKHUT 3aBEPEHUI0 MEYaTIMH OpraHu3anuil (mpu
HaJIU4un).

CokpallleHHO€ HaMMEHOBaHUE OpraHuzanuu, ¢uinana (IpeacTaBUTEIbCTBA)
IPUBOJMUTCS B TOM CIIydae, KOI/la OHO 3aKPEIUIEHO B YUPEIUTEIbHBIX JOKYMEHTAX, U
pa3Melnaercs B CKoOOKax HUXKeE MOJIHOTO HAUMEHOBAHUS.

17. HameHOBaHUE CTPYKTYPHOIO IOJAPA3AECICHUS YKA3bIBAETCA B TOM CIIy4ae,
€CIIM OHO SIBJISIETCS aBTOPOM JOKYMEHTA, M PACHOaraeTcs HH)XE HAaUMEHOBAHUS
OpraHu3alHH.

18. HammenoBaHue BUJa JOKYMEHTa I€YATAETCS MPOMHCHBIMU OyKBaMH
MOJTY>KUPHBIM HIPUPTOM.

19. JlaTtoilf noKkyMeHTa SIBJISIETCS AaTa €ro MOJNUCAHUS WIN YTBEPKICHUS WU

coOBITHUSI, 3a(DUKCUPOBAHHOTO B JJOKYMEHTE.



JlaTta mOKyMeHTa MpPOCTaBIISIETCS JOTKHOCTHBIM JIUIIOM, TIOJAMKUCHIBAIONTUM WU
YTBEPXKIAIOIIUM JIOKYMEHT.

Ecimu aBTOpamMu JOKyMEHTA SBISIOTCA HECKOJIBKO OpraHW3alvii, TO AATOU
JIOKyMEHTa OyjieT HauboJiee Mo3AHss JaTa MoAnucanust (YTBEP>KICHHUS ).

CiyxeOHble OTMETKH Ha JOKYMEHTE, CBA3aHHBIE C €r0 MPOXO0XICHHUEM U
UCMOJIHEHHEM  (03HAKOMJICHMEM) BHYTPH OpraHu3aluM, JaTUPYIOTCS H
MOAMUCKHIBAIOTCS.

Haty noxymeHTa opopMIISIOT apaOCKUMU IUPpaMH B TIOCIE0BATEIIBHOCTH — JICHD
Mecsiia, Mecsi, roa. JeHs mecsia u mecan oQopMIISIIOT AByMs mapaMu apaOCKux
udp, pa3aeneHHBIMU TOYKOH, TO — YETHIPbMS apabCcKkumMu 1udpamu.

CnoBecHo-1ndpoBoii crocod (1eHp Mecsia u 1o ohopMiseTcs apaObCKUMU
mudpamu, mecsam — cimoBoM, Hampumep: 05 ampemnst 2017 rom) HanmucaHUs JAThI
UCIIOJIb3yEeTCSd B MPABOBBIX aKTaX, MPOTOKOJAX, OAHKOBCKHX, (DMHAHCOBBIX H
OyXraJlTepckux MJOKYMEHTaX, B TOM 4YHCJI€ 3aTpardBarolllie MpaBa U HHTEPECHI
bu3HUECKNX U IOPUTUIECKUX JIHII.

20. PeructpanimOHHBII HOMEP JOKYMEHTA COCTOHUT M3 MHJIEKCA JAena Io
HOMEHKJIATyp€ JeJ OpraHu3aluu, MOpSIKOBOTO HOMEpa JIOKYMEHTa B
perucTpanuoHHO-KOHTpoJIbHBIE hopme (Hanee — PKD). 1o ycmoTpenuto opranuzamnuu
B PErUCTPAIMOHHBII HOMEDP BKIIFOUAOTCS JIOMOJTHUTEIbHBIE JIEMEHTHI.

PerucrpanuonHusiii HoMep (MHAEKC) TIOKYMEHTAa, COCTaBJIECHHOTO ABYMS U Oosee
OpraHu3alMsIMUA, COCTOUT U3 PETUCTPALIMOHHOTO HOMEpa (MHIIEKCA) KAKIOU U3 ITUX
OpraHu3alui, MpoCTaBIsIEMbIX Yepe3 KOCYI0 YepTy B MOPSAJKE yKa3aHUs aBTOPOB B
JIOKYMEHTE.

21. B cchulke Ha peruCTpalMOHHBIM HOMEp (MHAEKC) U JaTy BXOJAIIETO
JIOKYMEHTa yKa3bIBa€TCSl PETUCTPALMOHHBIM HOMEDP U JlaTa JIOKYMEHTa, Ha KOTOPBIM
JaeTCs OTBET.

22. B goxkyMeHTax MOXET yKa3blBaThCsl MECTO COCTaBJICHHS WJIM W3JaHUS
JIOKYMEHTA.

23. JIoKyMEeHTHI aJpecylOT OpraHu3aIusaIM, UX CTPYKTYPHBIM MOAPA3IACICHUSM,
JOJKHOCTHBIM UJTH (DU3UYECKUM JTUIAM.

[Ipu agpecoBaHumM TOKYMEHTa OpraHU3AINH, €€ CTPYKTYPHOMY MOJIpa3/eieHUIO,
HAaWMMEHOBAHUS TOAPA3ACICHUN MUIITYTCA CTPOUYHBIMU OYKBaMH, MOJIYKHUPHBIM
mpudTOM B HMEHUTEIBHOM TaJexke, MOKHOCTh JIMIA, KOTOPOMY aJpecoBaH
JIOKYMEHT — B JIaT€JILHOM IaJIekKe.

[Ipu anpecoBaHuU TOKYMEHTa PYKOBOJUTENIO OpPTaHU3AIMU, €€ HAMMEHOBAaHUE
BXOJIUT B COCTaB HAUMEHOBAHUS JOJKHOCTH aJipecara.

[Tpu anpecoBannm JOKYMEHTA (PHU3NIECKOMY JIUITYy YKA3bIBAETCS TTOYTOBKIN aapec.

[Ipu nepenucke BHYTpU OpraHU3aAIUU JAOMYCKAETCS YKa3aHUE B JATEIHHOM I1aJIekKe
TOJIbKO MHUIIMAJIA UMEHU U (PaMIIUK TOTKHOCTHOTO JIUIIA.



Eciam nokyMeHT aznpecyercsi B HECKOJIBKO OpraHM3aluid, OHU YKa3bIBAKOTCS
000011I€HHO.

JlokyMeHT conepkuT He Oomee deThipex anapecatoB. CrnoBo "Komms" mepen
BTOPBIM, TPETbUM, YETBEPTHIM ajJpecaramu He ykasbiBaercs. [lpu Oonbiiem
KOJIMYECTBE aJ[PECATOB COCTABIISIETCS CIIUCOK (PEECTP) paCChUIKU JOKYMEHTA.

B cinyuae HampaBieHHsT JOKYMEHTa HEMOCTOSIHHBIM aJpecaraM, B COCTaB
pekBusuta "Agnpecar" BKIIOYAETCA IOYTOBBIA aJpec, KOTOpbIM odopMmisercs
UCIIOJTHUTEJIEM. DJIEMEHTHI TOYTOBOTO aJIpeca YKa3bIBAIOTCA B MOCIEAOBATEILHOCTH, B
COOTBETCTBHUM C IyHKTaMu 15 u 16 IIpaBun npenocraBneHus yciryr mOYTOBOM CBA3H,
YTBEPKACHHBIX MpHUKa3oM MuHHcTpa WHGOpMAIMM U KOMMYyHUKaruil Pecry6nuku
Kazaxcran ot 29 wutons 2016 roma Ne 65 (3apeructpupoBan B Peectpe
roCyJIapCTBEHHOM perucTpalui HOPMaTUBHBIX MPAaBOBBIX akToB 3a No 14370).

[Ipu agpecoBanun TOKyMeHTa (PU3UUECKOMY JIMIY YKA3bIBAETCS MHUIIMAT UMEHH U
(aMuIus moJTydarTess, 3aTeM yKa3bIBaeTCsl IOYTOBBIN aJipec.

24. 3arojioBOK K TE€KCTY JHOKYMEHTa O(pOPMIISETCS MOJIYKUPHBIM HIPUPTOM OT
IpaHULbI JIEBOTO MOJS AOKyMEHTa, 0e3 mepeHoca CJIOB M HE CoAepKUT Oonee 35
3HaKOB B KaXJ0W CTpoke. B JoKymeHTe mpu BEIMYMHE 3arojioBka Oojiee 5 CTPOK,
JomnycKaercss opOpMIIEHHE 3arojoBKa MO CepeluHe JOKyMeHTa. Touyka B KOHLE
3aroJIoBKa HE CTaBUTCS.

3aroJoBOK K TEKCTy O(opmisgeTcsi KpaTko, TOUHO MepeaaBaTh COAEpKaHue
nokymeHTa. OH COrjaacoBBIBA€TCS C HAMMEHOBAHMEM BHJIa JIOKYMEHTA U OTBEYATh Ha
Borpockl "o uem?" ("o kom?"), "uero?".

3arojnoBOK K TEKCTy JOKyMeHTa MeHee 10 CTpok, a Takke K TOKyMEHTY,
odopmiieHHOMY Ha OjaHke hopmaTa AS, HE COCTaBIISCTCS.

25. OTTUCK neYaTyu opranu3anuu (Ipyu HaTMYuK) 3aBepseT MOAJIMHHOCTD MOANKUCH
JOJDKHOCTHOTO JIMIJa Ha JOKyMeHTe. OTTHCK I€4aTH OpraHu3aluu CleayeT
IPOCTABIIATH TAKUM 00pa30M, YTOOBI OH 3aXBaThIBAJI YaCTh HAUMEHOBAHUS JOHKHOCTH
Y TIOJIITUCH.

26. JlokyMeHTBI, agpecyeMble JPYTuM OpraHu3alusIM, COCTABIIAIOTCS Ha OJlaHKaxX
OpraHu3alHH.

JIOKyMEHTBI aJIpeCyeMbl€ BHYTPU OpPTraHU3alllH, 32 HCKIOUYEHUEM IPAaBOBBIX aKTOB
, COCTaBJISIIOTCA O0€3 O1aHKa.

27. HerocynapcTBeHHbIE OPTaHU3ALMHU JUIAa BMECTO OJIAaHKOB MOTYT HCIIOJIb30BaTh
HITaMI, B KOTOPOM yKa3aHbl HAMMEHOBAaHUE OpPraHU3allMM, ITyTEM MPOCTABIEHUS €ro
OTTHCKa Ha OeJIbIX JIMCTaxX OyMaru B JIEBOM BEpPXHEM YIITy.

28. JIOKyMEHTY Ha pa3HbIX f3bIKax MPUCBAMBAOTCS E€IUHBIE HCXOIALINE
PEKBU3UTHI. JJOKyMEHTBI Ha pa3HbIX SA3bIKaX JIOJKHBI OBITh Ay TEHTHYHBI IPYT JAPYTY.

29. TekcT nokymeHTa OopOPMIISIETCS B BHJIE€ aHKETHI, IHArpaMMbl, TaOIUIbI,
CBA3HOI'O TEKCTa WJIM COYETAHMS YKa3aHHBIX (POpM.



30. ®opma aHKETHI MIPUMEHSIETCS MPU U3I0KEHUU HUGPPOBOIM MU CIOBECHOU
uHpopMau 00 0JHOM OOBEKTE IO ONpPe/IeICHHOMY HaOOpy ITPU3HAKOB.

[Ipu cocTaBlieHHUM TEKCTa B BHUJI€ AHKEThl HAUMEHOBAHUS MPU3HAKOB
XapaKTepU3yeMoro 00beKTa JOJDKHBI ObITh BBIPAXKEHBI UMEHEM CYIIECTBUTEIHHBIM B
MMEHUTEIbHOM TMajeKe€ WIU CIOBOCOYETAHUEM C TJIarojioM BTOPOrO JuIla
MHO’KECTBEHHOT'O YHCJIa HACTOSIIEro HJIM MPOILIEIIIET0 BpeMeHU (MMeere, ObLIH,
HAaXOJUJINUCh). XapaKTEePUCTUKU, BBIPAXKEHHBIE CIIOBECHO, COTJIACOBBIBAIOTCS C
HAaMMEHOBAHUSMU MPHU3HAKOB.

dopma IuarpamMMbl MPUMEHSAETCS MPU U3JI0KEHUU MUMPOBOM WU CIIOBECHOMU
uHpopmarmu. /J[narpamma He IETUTCS U HE TIEPEXOIUT Ha APYTYIO CTPAHUILY.
dopma TaOJUIBI TPUMEHSETCS MPU U3JI0KEHUHM ITUPPOBON MM CIOBECHOM

uHGhOpMAIIIH.
Tabnuiubl UMEIOT Ba YPOBHS WICHEHHS TEKCTa - BEPTHUKAIBHBIN — rpadbl U
TOPU3OHTATBHBIA — CTPOKH. ['padpl W CTPOKH TaOJHIBI MMEIOT 3aroJIOBKH,

BBIPAKEHHBIE UMEHEM CYIIECTBUTEIBHBIM B UMEHHUTENIbHOM majexe. [loa3zaronoBku
rpad 1 CTPOK COTIIACOBAHHKI C 3arojoBKamMu. B ciyuyae odopmiienns Tabiuibl Ha ABYX
u 6osiee cTpaHunax, rpadbl TAOIUIBI HYMEPYIOTCS, CO BTOPOW CTPaHUIIbI YKa3bIBAIOTCS
TOJIbKO HOMEpa ITUX rpad.

Tabmu1bl pacmonaraioTcs B TEKCTE JOKyMEHTA WK B MPUJIOKEHUAX. Bee Tabmuiipl,
€CJIM UX B TEKCTe OoJiee 0OIHON, HyMepYyIOTCs apabCcKuMu udpamu.

31.Tekct noKyMeHTa pa3OMBaeTCs HA MMyHKTHI.

[IyHKTBI B TOKYMEHTE PacIoyiaratoTcs B JIOTMUYECKOM MOCIEI0BATEILHOCTH, C
y4eTOM XPOHOJIOTHH 3TAllOB PEIIEHUsI BOMpoca. bian3kue mo coaep KaHuio MyHKTHI
3HAYUTEIBHBIX 110 00BEMY JOKYMEHTOB OOBEAUHSIOTCS B IJIaBbl, HECKOJBKO TJIaB - B
paszensl, a pa3iensl - B 4yacTU. B Oompmmx mo oO0beMy riaBax BBIICISIOTCS B
naparpadsbl, pa3/ieibl B MOAPa3AeIbI.

[TyHKTBI MOTYT OBITH IOJpa3AciiCHbl HAa MOJANYHKThl. BHYTpU NMYHKTOB U
MOJIMTYHKTOB MOTYT OBITh YaCTH, BBIJICTsiEMbIe ab3ariamMmu.
AG3alieM curTaeTcs 4acTh TEKCTa, MPEACTABIISIONIas COO0M CMBICIOBOE €IMHCTBO,
BBIZIEJIsIeMasi OTCTYIIOM B TIEPBOil CTPOKe.
32.B TekcTe JOKyMEHTOB HE JomMyckaeTcs o003HaueHue ab3aieB neducamu uiu
WHBIMH 3HAKAMH.
[TynkTel, maparpadsl, rIaBbl, MOJPa3Aeibl, pa3feiabl U YaCTH JOKYMEHTOB
HYMepYyIoTCs apaOCKUMHU LU(ppaMu ¢ TOUKOU creayromum oopasom — 1., 2., 3. u nanee.
Homepa noamyHKTOB B MyHKTax 0003HAYaIOTCs apabCKUMU UPpaMu Co CKOOKOM
cieayrwommMm oopazom — 1), 2), 3) u nanee.
HywMmeparnus MmyHKTOB, TJIaB W pa3JeiioB SBISETCS CKBO3HOUM, HyMepaimus
NOJINYHKTOB B IYHKTE, maparpadoB B TIJjaBe, MOJpa3jesioB B paszjeie -
CaMOCTOSITEIIbHOM.



33.TekcT AOKyMEHTa MeYaTaeTcs Ha MUIIYILIEH MallWHKE 4Yepe3 MOJTopa
MEXCTPOUYHBIX MHTEpBaJIa WM MPHU MOMOIIH YCTPONUCTB KOMIBIOTEPHOU TEXHUKHU
pasmepom 14 mpudra Times New Roman (Taitmc Hwro Poman) depes omun
MEXCTPOYHBIN MHTEpBaI. B OTAENBHBIX Cydasix, a Takke Ipu oOpMICHUH TaOIuII,
NPUIOKEHUM, OTMETKH 00 HCIOJHUTENE, MPUMEUAHUN JOMYCKAETCSd U3MEHEHUE
pa3MepoB mpudTa U MEKCTPOUYHOTO MHTEPBAIIA.

[Ipu oopmieHnn 1oKyMeHTa Ha JBYX U Oojee JUCTaX BTOPOU U MOCIEAYIOIIHE
TUCTHI HyMmepyroTcs. HoMepa mpoctaBnsmoTcs apaOCckumu nudpamu B cepeuHe
BEPXHETO MOJIs TUCTa 0€3 3HAKOB MPEeMUHAHUS.

B oTMeTke 0 HalM4uK NPUIOKEHHUS, HA3BAHHOTO B TEKCTE JOKYMEHTA,
MPOCTABIIAIOTCS KOJUYECTBO JIUCTOB, ADK3EMIUISIPOB, S3bIK HUCIOJHEHUS CIICIYIOIINM
00pazoM:

"IIpunoxenue: Ha 3 nucTax B 1 sK3eMIUIsIpE HA Ka3aXCKOM SI3bIKE".

[Ipy HanmMuuu NPUTOKEHUN, HE Ha3BAHHBIX B TEKCTE, YKA3bIBAIOTCA UX HOMEPA,
HAaMMEHOBaHUA (IIPM HAJUYUHU JaTa U HOMEP), KOJIUYECTBO JIUCTOB, KOJIUYECTBO
AK3EMILISIPOB U SI3bIK UCTIOTHEHMUS:

"IMpunoxenus: 1. [lucemo MunucTEpCcTBa KyIbTyphl U criopTa PecryOnuku
Kazaxcran ot 15. 10. 2014 roga Ne 3-5/151 na 3 nuctax B 1 sk3eMIUIsIpe Ha Ka3axCKOM
SI3bIKE.

2....0"

Ecnu mpumoxeHuss K JOKYMEHTY COpPOIIIOPOBAHBI, YKa3bIBAETCS TOJBKO
KOJIMYECTBO HK3EMILISPOB.

Ecnu k nokymeHTy npuiiaraetcsi Apyro T0KYMEHT, TaK:Ke€ UMEIOIIUNA MPUIIOKEHUE
, TO OTMETKA O HAaJIM4YHUH MPUIIOKEHUS 0OPMIIIETCS CIEAYIOIINM 00pa3oMm:

"[Ipunoxenue: Ilucemo MuHHCcTEpcTBa KyJIbTypbl M crnopta PecnyOnnku
Kazaxcran ot 15 oktsa6ps 2014 roma Ne 3-5/151 u npuitokeHue K HeMy, Bcero Ha 7
JINCTaX, HAa Ka3aXCKOM S3bIKe".

Ecnu npunoskeHne HanpaBisieTCs HE BCEM aJipecaTaM, YKa3aHHbIM B JIOKYMEHTE, TO
B OTMETKE O €r0 HAJIMYHMH YKa3bIBAETCS, KAKOMY aJpecaTy HAMPABISIETCS MPUII0KECHUE.

34. JIOKyMEHTBI, HampaBJIsIEMbI€ B BBIMIECTOSIIME OPTaHbI, OPraHbI
NpEJACTaBUTEIbHOM, WCIOJIHUTENIBHON W CyneOHOM BIAacTH, MOINUCHIBAIOTCS
PYKOBOJUTENIEM OpPTraHU3alMK WIIH, [0 €r0 MOPYUYCHUIO, IEPBBIM 3aMECTUTEIIEM.

JIOKYMEHTBI, HampaBlgeMbI€ MOJBEJOMCTBEHHBIM U APYTHUM OPTaHU3ALUIM,
rpakJaHaM MOAMUCHIBAIOTCS PYKOBOJAUTEIEM OpraHU3alllM, €r0 3aMECTUTEISIMU UITH
PYKOBOJUTENSIMHA CTPYKTYPHBIX MOJIPa3/I€ICHU B COOTBETCTBUH C MX KOMIIETEHIIUEH.

DK3eMIUIIp UCXOISIIETO IOKYMEHTa, OCTAIOIIUICS B Jiefie OpraHu3anuu (OTIyCK
JOKYMEHTa), MOJJICKUT moanucanuio. He nomyckaercss komupoBaHUE JOKYMEHTa
B3aMEH OTITyCKa IOKYMEHTA.

[Tognuck TOKyMEHTa BKIIFOYAET:



1) HauMeHOBaHME IOJKHOCTH JIMIIA, MOAMUCABIIEr0 JOKYMEHT, O(pUIalIbHOE
HAaMMEHOBAHUE CTPYKTYPHOrO MOJpa3[eieHus WIM OpraHu3anuuu (ecid JTOKYMEHT
odopMIiieH He Ha OIaHKe);

2) IMYHYIO MOJIUCH U paciin(PPOBKY NOANUCH (MHULIMAT UMEHU U (paMUITHS).

He pomyckaercs moanucaHue NOJJIMHHHUKA JOKYMEHTA MPOCTaBIECHUEM
dbakcumure.

[Ipu noanucanum AOKyMEHTa ABYyMs U 0oJiee JTULAMH PABHBIX JOJKHOCTEN MX
HNOJMUCH pacrojiaratoTcss B ajapaBUTHOM NOpsAJKE O(ULHMAIBHBIX HAaWMMEHOBAaHUN
Opra’u3alyi WIK CTPYKTYPHBIX NOAPA3IACICHUN.

[Tpu moanucanuy JOKyMEHTa HECKOJIbKUMU JAOKHOCTHBIMU JIMIIAMH UX TIOJITUCH
pacnoJiararotTcs ofHa noJ Apyroi B COOTBETCTBUU C YObIBAHUEM CITY>KEOHOM HepapXuu
JOJKHOCTEH.

B noxyMeHTe, COCTaBIEHHOM KOMHUCCHEW, YKa3bIBalOTCS HE HAaUMEHOBAHUS
JOJKHOCTEH JIML, MOAMHUCHIBABIINX JOKYMEHT, a UX 00S13aHHOCTH B COCTaBE KOMUCCUU

JIOKyMEHTBHI KOJIJIETHATbHBIX OPTaHOB OpraHM3anuu (KOJUIETH, COBETOB,
MacjauxaToB, I[pPaBJIEHUI) NOANMCHIBAIOTCS MpeAceaaTeneM U cekperapeMm (
NpeCeNaTeIbCTBYIOMINM U JIUIIOM, IPOBOIUBIIINM 3amHCh). [IpoTOKOIBI anmapaTHbIX (
ONEpPAaTUBHBIX) COBELIAHUNW OpTaHH3allUM U €€ CTPYKTYPHBIX MOIpa3JeieHuit
MOJIMUCHIBAIOTCS MPECEAATEIbCTBYIOIIUM JIULIOM.

Ecnu gomKkHOCTHOE JTHII0, TOAMKUCH KOTOPOTO 3arOTOBJICHA HA MPOEKTE TOKyMEHTA,
OTCYTCTBYET, TO JOKYMEHT MOJJICKHUT MepeoOPMIICHHIO Ha JIUI0, UCTIOJHAIOIIEE €ro
o0s:3anHOCTH. He nomyckaeTcss moanmuMcaHue JOKyMEHTa c mpeasiorom "3a" wnum
IPOCTaBJIEHHEM KOCOU YepThI Nepe]l HAMMEHOBAHUEM JIOJKHOCTH.

HanMenoBaHust JOMKHOCTEN JUII, MOAMUCHIBAIONINX JOKYMEHT, U paciiugpoBKa
noanuce odopmiseTcs CTPOYHBIMU OyKBaMH, MONYXKHUPHBIM IpudToM. Ha
BHYTPEHHUX JOKYMEHTaX HAaMMEHOBAHHE JOJHKHOCTEH HE yKa3bIBACTCS.

35. CornacoBaHme MpoeKTa ITOKyMeHTa OQOopMIISeTCS BU30M Ha TOKyMEHTE (
BHYTPEHHEE COTJIacOBaHWE) UM rpruOM COriiacoBaHMsl (BHELIHEE COTJIACOBAHUE WU
COTJIACOBAHHME C KOHCYJIhTAaTUBHO-COBEIIATEIBHBIMU U OOIIECTBEHHBIMU OpraHaMU
OpraHu3aIuun).

[IpencraBnsemMble Ha TOAMHUCH AOKYMEHTHI BU3UPYIOTCS HCHOTHUTENEM (
OTBETCTBEHHBIM HCIIOJHUTEIEM), PYKOBOAMUTENEM MOJpa3elIeHUs, TJIe¢ TOTOBHIICA
OPOEKT JOKYMEHTa, APYTUMH 3aWHTEPECOBAHHBIMH JOJDKHOCTHBIMH JHUIIAMH,
3aMECTUTENIEM PYKOBOAMUTENS OPTaHU3alUN COTJIACHO PaCIpeIeICHUIO 00s13aHHOCTEH.

Busbl npocTaBisitoTCs Ha K3EMILIApax JOKYMEHTOB, OCTAIOUIUXCSl B OpraHU3allkH,
Ha JUIEBOM CTOpPOHE HIKE MoAMHUCH. [IpOeKThl pacmopsANTENbHBIX JOKYMEHTOB
BU3UPYIOTCS Ha TMEpBOM dk3eMmiuiape. JlomyckaeTcss BU3MPOBAHHE IMPOEKTOB
paclopsANTEIHHBIX TOKYMEHTOB Ha 0OOPOTHOM CTOPOHE MOCIIETHETO JIUCTA.



Bu3za BkitouyaeT B ce0sl MOANUCH BUBHPYIOIIETO, JaTy, paciinpoBKY MOIIUCH (
UHUIMAT UMEHH, (paMIIINIO), HAUMEHOBAHHUE JTOJKHOCTH BU3HMPYIOLIEro. 3aMedaHus,
0cOo0ble MHEHUS U JIOTIOJHEHHS K MPOEKTY TOKyMEHTa O0(OPMIISIOTCS Ha OTIAEIHHOM
JUCTE, O YEM B MPOEKTE JOKYMEHTa CTABUTCS COOTBETCTBYIOIIAs OTMETKA.

Bueminee coriacoBaHue TOKyMeHTa odopmisieTcs rpudoM coriacoBaHus,
KOTOPBIM pacIiojaraeTcs B JIEBOM HI)KHEM YTJIy IIOCJIEIHETO JIMCTAa JOKYMEHTa,
coctouT u3 ciona "CoriacoBad (a, o, bl)", 0hoOpMIILIEMOr0o CTPOYHBIMU OyKBaMu, 0e3
OPUMEHEHUS KaBbIYEK, a TaKXe€ HAMMEHOBAaHME JOJDKHOCTH JIMLIA, C KOTOPBIM
COTJIACOBBIBAETCA JIOKYMEHT (BKJIIOYas HAMMEHOBAHWE OpPraHHU3allMM), JUYHOU
HOJITUCH U €€ pacUIM(ppPOBKH, JaThl COITIACOBAHUS.

[Ipu cormacoBaHuu JAOKyYMEHTa JIByMs W Oojee JULaMH PaBHBIX JOJKHOCTEH
rpudsl COriacoBaHUs PACIONaraloTcs Ha OJHOM YPOBHE B aj(aBUTHOM MOPSAKE
opuIMaIbHBIX HaWMEHOBaHUM opraHuzanuil. Ilpu cormacoBaHuM JOKyMEHTa
HECKOJIbBKUMH JOJDKHOCTHBIMHM JIMLIAMHM TpU(BI COTJIaCOBAaHMS pacCIOJararTcs B
COOTBETCTBHUHU C yOBIBAHUEM CITyKEOHOU MEPAPXUU JOTHKHOCTEH.

Ecau cornacoBanue OCyHIECTBIISIETCS MUCbMOM, MPOTOKOJIOM WU JAPYTUM
JOKYMEHTOM, TO B I'pU(e COrIacoOBaHMUs YKa3blBaeTCsA BUJI JOKYMEHTA B TBOPUTEIHHOM
najexxe, HaMMEHOBAaHME OpraHU3alMd B POAUTEIBHOM NaJexe, JAaTa U HOMEp
JOKyMEHTA.

BHemHee cornacoBaHue JOKYMEHTa C HECKOJIBKUMHU OpraHU3alusiMu oopmiisercs
JUCTOM COTJIACOBAaHHUA MO (POPME COTJIACHO MPUIOKEHUIO 5 K HACTOSIIUM THIOBBIM
IIpaBUIIAM.

36. I'pu¢ yTBep)aeHus TOKYMEHTa paclojaraeTcs B IPaBOM BEPXHEM YTy
IEePBOro JIUCTA JOKYMEHTa U 0(OPMIISIETCS CTPOYHBIMU OYKBAMHU.

[Ipu yTBepk’IeHUH JOKYMEHTAa KOHKPETHBIM JIOJKHOCTHBIM JIMIIOM, TpU(
YTBEPKJAEHUSI COCTOUT M3 CIEIYIOMMX 3JIEMEHTOB — clioBa "YTBepxkaaw" (6e3
NPUMEHEHUS KaBbIUEK), HAMMEHOBAHHUS JIOJDKHOCTH, TOJIIUCH, PaciIuPpPOBKHU MOANUCH
Y J1aThl YTBEPKIACHUS.

[Ipu yTBepkKI€HUM NOKYMEHTa ABYMs U OoJiee JIMIIAMH PaBHBIX JOJKHOCTEN
rpu(bl yTBEPKIEHUS PACIOJIATAIOTCA HAa OJHOM YPOBHE B al(paBUTHOM MOPSJIKE
HaVMEHOBAaHUW OpraHU3aLui.

[Ipn yTBepkIE€HUM NOKYMEHTa MOCTAHOBJIECHHEM, PEUIEHHUEM, MPUKA30M,
IPOTOKOJIOM TpU( YTBEPKACHHUS COCTOUT M3 cjioBa "YTBepxkaeH (a, o, bI)", BUIa
pacnopsAIMTEILHOrO TOKYMEHTA B TBOPUTEIILHOM MAJIeXe, €ro JaThl U HOMEpA.

37. Pe3omronus pacnoiaraeTcs B BEpXHEW 4acTH NEPBOTO JIUCTA JOKYMEHTa Ha
CBOOOJTHOM OT TEKCTa MecTe. B cocTaB pe3oitouuu BXOJIAT MHUIMAN(b]) UMEHU U
damunusi(u) ucnoaHUTENs (UCIOJHUTENEH), coAepKaHue MOpydeHHs (MOpyUEeHHUIA),
CPOK HMCIIOJIHEHUS, IOAIINACH aBTOPa PE30JIIOLMH U J1aTa.



Ha noxymenTtax, He TpeOyIOIUX JOMOJIHUTEIbHBIX YKa3aHUM, IPeIIUChIBAEMbIX
JNEUCTBUI U MMEIOIIMX THUIIOBbIE CPOKM HMCIOJHEHUS, B PE30JIOIUU YKa3bIBAECTCS
UCIIOJIHUTENb, OJIUCH aBTOPA PE30IIOLNH, AaTa.

B cnyuyasx, korma mopyyeHue AaeTcs NByM M Oojiee JuilaM, OCHOBHBIM
UCIIOJTHUTENEM SIBISETCS JUUO, YKa3aHHOE B MOPYYEHHUH IEPBBIM, €CIM HHOE HE
YCTaHOBJIEHO B CaMOI PE30JIIOLIHH.

[lepBble PYKOBOAMTENN OpPraHU3aLMM, WX 3aMECTUTEIU MOTYT O(QOpMIIATH
PE30JIIOIUI0 HA OTAEIbHOM OnaHke ((uiike) ¢ ykazaHueMm MOJ MOAMUCHIO JHUIIA,
HAJIO)KUBILIETO PE30JIOUI0, BXOJAIIETO PETUCTPALMOHHOTO HOMEpa, JaThl
NOCTYIJIECHHSI M OTMETKH O PEKBHU3UTAX JOKYMEHTa, K KOTOPOMY OTHOCHTCS
pe3osonus (aBTOp, UCXOJAIIMA HOMEp M Jara AokyMmeHTa). [lopyuenus B Bujie
PE30TIONNIA, HATIPABIISIEMBIC B IPYTHE OPraHU3alUN, PETUCTPUPYIOTCS ciryx00i JIOY.

38. OTMeTKa 0 KOHTPOJIE 32 UCIIOJHEHUEM IOKYMEHTAa 0003HAYaEeTCsl CIOBaMH MJTU
mramnamu "bakpiiay", "bakpuiayra anblHABI' M MPOCTABISAETCS B BEPXHEW JIEBOU
Y4acTH MEPBOIO JUCTA JOKYMEHTA 3a MPEJEIaMHu TEKCTOBOTO MOJIS.

39. Jlns 3aBepeHus COOTBETCTBUS JOKYMEHTA NOJIMHHUKY HUXXE pEKBU3HTA "
[Toanuce" mpocraBnsercs 3aBepurenbHas Haanuch "Komust BepHa" (0€3 KaBbIUEK),
HAaUMEHOBAHUE JIOJDKHOCTH JIUIA, 3aBEPUBIIETO KOIUIO, JIMYHAS MOANUCh U (haMuIus,
WHULHMAIBl MOANMCABIIETO, OTTUCK I€YaTH OpraHu3aluu (Ipy HAJIWYHMM), 1aTa
3aBEPEHMUSI.

40. OtmeTKa 00 UCIIOJIHUTENE JOKYMEHTA BKIIFOYAET COKpalleHHoe cioso "Herm.",
MHUIMA UMEHU U (HaMUJIUIO UCTIOJIHUTEN JOKYMEHTa, HOMEp €ro TenedoHa, B TOM
YKCJie BHYTPEHHET 0, IPH HAJUYMH - aJpEC IEKTPOHHOM MOYTHI U pacrnojiaraeTcsl Ha
JUIEBOM WJIK OOOPOTHOM CTOPOHE MOCIEIHETO JHUCTAa JOKYMEHTa B JIEBOM HUYKHEM
yToy.

41. OTMeTka 00 MCTIOJIHEHUH JIOKYMEHTA W HAIMpPaBJIEHUHU €ro B €O BKIIOYACT
CCBUIKY Ha HOMEpP U JaTy JOKYMEHTa, CBUIETEIbCTBYIOIIYIO 00 HUCIOJHEHUU (TIpH
OTCYTCTBHUH TaKOTO IOKYMEHTa — KpaTKH€ CBEJIEHUs 00 UCIIOJIHEHUH), ciioBa "B neno",
HOMEp Jiej1a, B KOTOPOM Oy/IeT XpaHUTHCS IOKYMEHT.

OtMmeTKa 00 UCTIOTHEHUH JOKYMEHTA U HaIlpaBJIEHUH €ro B JEJIO IPOCTABISAETCS Ha
HVDKHEM TI0JIE JIMIEBOM CTOPOHBI IEPBOrO JIMCTA JOKYMEHTA, IOIIUCHIBAECTCS
UCIIOJIHUTEJNIEM C yKa3aHUEeM JaThl HalpaBiieHud B Jieno. Ha ucxopsiuem 1oKkyMeHTe
noMeiaerca orMeTka "Mcm.", Bxoasaiuii Homep, AaTa.

42. UnenTuguKaTopoM 3JIEKTPOHHON KOMHUH JOKYMEHTa Ha OyMa)KHOM HOCHTEIIEe
ABJISIETCS OTMETKA (KOJOHTHTYJ), COAEpKalllasi Ha3BaHUE U BEPCHsI MPOIPaMMHOIO
o0ecrniedyeHus, pu MOMOIIM KOTOPOIO CO3/IaH JOKYMEHT, NPOCTaBisieMasl Ha HIDKHEM
10JIE JIULIEBOM CTOPOHBI KayKJOr0 JINCTA JOKYMEHTA.

43. OTMeTKa 0 NIOCTYIJIEHUH JJOKYMEHTA B OPraHU3al|Io IIPOCTABIIAECTCS B IPABOM
HWKHEM YTy JIMIEBOW CTOPOHBI IEPBOTO JINCTA JOKYMEHTA U COAECPKUT NOPSAIKOBBIN



HOMEp BXOJSIIET0 JTOKyMEHTa M JaTy MOCTYIUICHHs (TP HEOOXOAMMOCTU — Yachl U
MUHYTHI).

IMaparpa¢ 3. IToxgroroBka 1 0GopMIICHHE IIPHKA30B

44. Tlpukazamu oQOPMIISIIOTCSL PELISHHST TTPABOBOI'O0 XapaKTepa, a TaKXKe IO
ONEpPaTUBHBIM, OPraHU3alMOHHBIM, KaJpOBbIM (MpHEM, NIEPEMEILIEHHE, COBMEILICHHE,
NepeBo/l, YBOJIbHEHHUE, aTTECTALIMs, TOBBIIIEHNE KBATU(PUKALINK, IPUCBOCHNUE 3BAaHUM,
U3MEHEHUE (PaMUIIMU, MOOUIPEHUS, HArpa)XKJACHUs, HAJIOKEHUE IUCIUIUTMHAPHBIX
B3BICKaHUH, OIIaTa Tpy/ia, IPEMUPOBAHUE, PA3IMUHBIE BBITUIATHI, BCE BUBI OTITYCKOB
PabOTHHUKOB, EKYPCTBA MO NPO(HUII0 OCHOBHOM NESITEIBHOCTH, KOMAaHJIUPOBKH) U
JIPYTUM BOIpocaM pabOThl OpraHu3anuu Mo (opMe COTIacHO MPHUIIOKEHHUI0 6 K
HACTOSIIUM THUIOBBIM MpPaBUIIaM.

PexBu3uTaMu npukasa siBISIOTCS:

1) uzo6paxxkenue ['ocynapcteenHoro ['epba Pecniyonuku Kazaxcran wim aMOiemsl,
JIOTOTHUIIA, TOBAPHOTO 3HAKA (3HAaKa OOCITY)KHMBaHUS) ¢ y4eToM TpeboBanuit m. 18, 19
HACTOSIIMUX TUMOBBIX TPABUIT,

2) opuuranbHOE HAMMEHOBAHUE OpPraHU3aLUN;

3) HauMeHOBaHUeE BUJIAa JJOKYMEHTA;

4) nara npukasa;

5) perucTpalioOHHbIM HOMEpP NPUKa3a;

6) MecTo U3JaHus IPUKa3a;

7) 3aroJIOBOK K TEKCTY;

8) TeKcT;

9) moanuce;

10) oTMeTKa O COTJIacOBaHUU MPUKA3a;

11) oTTHCK MeyaTH OpraHU3alyy.

[IpoekThl NpHKa30B TOTOBAT U BHOCST MOJpa3/I€JICHHs] HA OCHOBAHUH MOPYUYEHHUI
PYKOBOJUTENSI OpraHU3aluu, €ro 3aMeCcTUTENs, JU00 B MHUIIMATUBHOM MOPSIKE.
[TpoexThl mpUKa30B MO KaJIPOBBIM BOMPOCAM FOTOBUT KaJpoBas CIIy>k0a Ha OCHOBaHUU
COOTBETCTBYIOIIMX JIOKYMEHTOB (TPYJOBBIE JIOTOBOPBI, 3asBICHUS, AOKIaAHBIEC (
CITy>K€OHbIE) 3aMUCKU, TPEJCTABICHHUS).

[IpoekThl MPUKA30B U MPUIOKEHUS K HUM BHU3UPYIOTCS HCIOIHUTEIEM U
PYKOBOJMTENEM MOAPA3ACIICHNS, BHECIIMM IPOEKT, pyKOBOAUTEIAMH MOIpa3IeICHUH,
KOTOPBIM B IMPOEKTE MPEAYCMATPUBAIOTCS 3aJaHUs W MOPYYEHHUS, a TaKKe
pykoBoauTensamMu cayxosl JJOY u ropuaudeckoil ciykObl, 3aMeCTUTEIIMU
PYKOBOJMTENSI OPraHU3alMK B COOTBETCTBUU C paclpeieieHneM 00s3aHHOCTEH.

Bo3zpaxeHus 1o npoekTy nmpukasa, BOSHUKAIOIIKUE MPU COTTIACOBAaHUU, U3JIAratoTCs
B CIIpaBKe, KOTOpas npuijiaraercs K npoekty. Eciau B nmpoliecce coriaacoBaHus B MPOEKT



IPHUKa3a BHOCATCS U3MEHEHUS MIPUHITUITHAIBLHOTO XapaKTepa, TO OH I0padaThIBAETCS U
IPOXOJIUT MOBTOPHOE COTJIACOBAHHUE.

[Tpuka3br opOPMIIAIOTCS HAa Ka3aXCKOM SI3BIKE, a TAKXKE JOMOJHUTEIHLHO MOTYT
0(OPMIISITHCS HA PYCCKOM S3BIKE, KOTOPHIE UMEIOT OJJMHAKOBYIO CUITY.

CyOBEeKThI MAJIOTO U CPEAHETO MPEANPUHUMATEIBCTBA IIPU COCTABICHUH IPHUKA30B
UCIOJIb3YIOT Ka3aXCKHUI WM PYCCKUH SI3bIK.

[Ipuka3sel HyMepyrOTCs OPSIAKOBOM HyMepaluei B Mpejiesnax KaJleHJapHoro roja.
[Ipuka3sl O OCHOBHOUM NESATEIBLHOCTU, MO JIMYHOMY COCTaBY PETUCTPUPYIOTCS
OT/ICJIbHO B COOTBETCTBYIOIIUX KypHajiax (0a3ax gaHHbIX). K mopsiaikoBoMy HOMEpY
IpHKa3a 1o JUYHOMY COCTaBy uepes neduc nodapnsroTcs autepst "n/c" nmm "k".

Konuu npukazoB Wi UX pa3MHOXKEHHBIE 3K3EMIUISIPbI 3aBEPSAIOTCS MEYATHIO C
yKa3aHWEM JIaThl 3aBEPEHUS U HAIIPABJISIOTCS apecaTaM B COOTBETCTBHUHU C yKa3aTelieM
PACCBUIKH, KOTOPBINA COCTABIISIETCS M MOIUCHIBACTCS] UCIIOJIHUTEIIEM.

TekcT mpukasza, COCTOMT U3 JIBYX 4acTel — KOHCTaTUpylowen (mpeamOysbl) U
pacnopsIuTeIbHOM.

B koHcTatupyromeit yactu (nmpeamOysie) KpaTko M3JIararoTcs LEenu W 3aJayu,
(dakTbl U COOBITHUS, TTOCIYKUBIIINE OCHOBAaHUEM ISl U3JaHus Tpukas3a. Eciu mpukas
U3/1a€TCd Ha OCHOBAHMHU JIPYroro JOKYMEHTa, TO B KOHCTAaTHPYIOUIEH YacTU
yKa3bIBAaCTCS HAMMEHOBAHUE ITOTO JOKYMEHTA B POJIUTEIHLHOM IMaJiekKe, €r0 aBTop,
naTta, HoMep M 3arojioBok. IIpw cchllke Ha HOPMATUBHBIM MPaBOBOM aKT,
3apEruCTPUPOBAHHBIN B OpraHax FOCTULUH, JOTIOIHUTEIBHO YKAa3bIBAE€TCS HOMED, MO
KOTOPBIM OH 3aperucTpupoBaH B PeecTpe rocynapcTBEHHOW perHCcTpaluu
HOPMAaTHUBHBIX TIPABOBBIX aKTOB.

[Ipeambyna B mpoekTax mpukaszoB 3aBepmaercs cioBoM "[IPUKA3SBIBAIO",
MUIIETCS MPONMUCHBIMA OYKBaMHM, TMOJYXKHUPHBIM MPU(DTOM M HE JOMYCKACTCS €To
NEPEHOC Ha APYTYIO CTPOKY.

PacniopsauTenbHast 4acThb COACPKUT MEPEUUCIICHUE MTPEANUCHIBAEMBIX ACHCTBUMN C
yKa3aHUEM UCIOJHUTENS KaXJOro JEHCTBUA M CPOKOB HCIOJHEHHS.
PacniopsiautenbHas 4acTh MOKET JEIUTHCS Ha MyHKTHI, TOJMTYHKTHI U a03a1lbl.

JleiicTBUSL OAHOPOIHOIO XapakTepa MOTYT ObITh IEPEUHCIIEHBI B OTHOM ITyHKTE. B
KaueCTBE UCIIOTHUTENICH YKa3bIBAIOTCSA CTPYKTYPHBIE TIOJIpa3IeCHUs WIH KOHKPETHBIE
JOJKHOCTHBIE JTULa. [locneqHuil MyHKT pacnopsauTeNbHOM YaCcTH MOXKET COAEpPKaTh
CBEJICHUS O NOAPA3IAECICHUHM WM JIOJHDKHOCTHOM JHIE, Ha KOTOPOE BO3Jaraercs
KOHTPOJIb 32 UCIIOJIHEHUEM TPUKa3a.

O3HakomyieHne pabOTHUKOB C TpHUKa3zaMu MO KaJpOBBIM BOIPOCAM
yA0CTOBEPSIETCS MOJANUCHIO pA0OTHUKOB, TPOCTABIIIEMbIX HI)KE PEKBU3UTA ""OTMETKA O
COTJIaCOBaHUM JIOKYMEHTA'" WM Ha 00OPOTHON CTOPOHE MpUKa3a.

PexBu3UT "0TMETKA O HAIMYUU MIPUIIOKEHUS K TOKYMEHTY" MOCJe TeKCTa MpUKas3a
CaMOCTOATEIBLHO HE 0(hOpPMIIIETCS.



Ecin IMOAIIUCH JIMIA, ITOAIIMCBIBAIOIICTO IIPUKA3 PAacCIlojaracrcCsa Ha 6J'IaHKe, TO
IMOJIHOC HAMMCHOBAHUC NOJIZKHOCTH 3TOI'0O JIMIa HC YKA3bIBACTCH.
B coBmecTHBIX IIpUKa3aX YKa3bIBACTCA ITOJTHOC HAMMCHOBAHHC I[OJ'DI(HOCTGI;'I
COBMCCTHO ITOAIIMCBHIBAOIIINX JINII.

IMaparpa¢ 4. ITopsaok moaroTOBKH B 0OPMIIEHHI IPOTOKOJIA

45. IIpoTOKOJ COCTaBIIAETCS HA OCHOBAHHMM 3aIHUCEN, MPOU3BENCHHBIX BO BpEMS
coBenjanusl (3acegaHusi, coOpaHuUs), MPEACTABICHHBIX TE3UCOB JOKJIAJA0B H
BBICTYIUJICHUM, CIPABOK, MPOEKTOB PELICHUM W JAPYruX MaTepuayiioB Mo Qopme
COIVIACHO IIPUJIOKEHUIO 7 K HACTOALIMUM THIIOBBIM IIPaBUIIAM.

IIpoTOKOJI, COCTaBICHHBIN BHYTPU OPTaHU3ALUHA U HE BBIXOJSAIIMN 3a €€ IIPEIeIbl,
odopmisieTcsl He Ha OJaHKe.

PexBHu3uTaMM NpOTOKOJIA SIBIISIOTCS:

1) odunmanbHOe HAaMMEHOBAHUE OpraHu3alMu W (WJIH) CTPYKTYpPHOTO
NO/Ipa3/IeIeHUS;

2) HaMMEHOBAaHHE BHUJIA TJOKYMEHTA;

3) nara;

4) perucTpanoOHHbI HOMEP MPOTOKOJIA;

5) MecTo u3IaHus MPOTOKOJIA;

6) rpud yTBepKAeHHS (B HEKOTOPBIX CIIydasix);

7) 3aroJI0BOK MPOTOKOJIA;

8) TeKcT;

9) noamnucek.

B opranuzanusix mpoToKoJbl MOTYT W3/1aBaThCsl B TOJIHOM WIIM KpaTKoi opme.

TeKCT MOJIHOTO MPOTOKOJIA COCTOUT U3 ABYX YaCTE€ — BBOJHOW U OCHOBHOM.

B BBOAHOM yacTH moclie 3arojoBKa MPOTOKOJIA YKA3bIBAKOTCS — MHUIMAIBI UMEH U
damunuu npencenatens (mpeiceaaTeNbCTBYIONIEr0) M cekperaps 3acenaHus (
coOpaHusi), CNHUCOK MPUCYTCTBOBABIIMX WJIM OTCBhUIKA K MPHUIAraeéMoOMy CIIHCKY
IPUCYTCTBOBABIINX, €CIIM UX KOJUYECTBO MpeBbimaeT 10 uenoBek.

B nporokone 3acenanusi WM MHOTO KOHCYJIbTATUBHO-COBEUIATEIBLHOTO OpraHa
IPUCYTCTBOBABIIKME YWIEHBI KOJUIETUAIBHOIO OpraHa MepeYUCIISIFOTCS IEPCOHAIBHO 10
bamunuam B andaButHOM mopsaake. I[locie HUX 3anuchiBalOTCA  (PaMIINU
NPUIJIANICHHBIX C YKa3aHUEM UX JIOJDKHOCTH M HAMMEHOBAHUS OpraHU3allyu.

BBonHas yacTh 3aKkaHYMBAETCs MOBECTKOM MHA (TIEPEUYHEM paccMaTpUBAEMBIX
BOIIPOCOB), MEPEYUCIEHHBIX B MOPSAIKE UX 3HAUMMOCTU C YKa3aHUEM JOKJIAIUUKA IO
KaKJIOMY MTyHKTY MOBECTKHU JHs. Kaxknprii Borpoc mneuyaraercs ¢ ad3ara, HyMepyercs



apabckoii nudpoil U ero HamMeHOBaHWE HaduHaeTcs ¢ mnpexiora "O", "O6". B
OTJACIBHBIX CIydasx MOBECTKA JHS MOXET MpHiIaraThCs K MPOTOKOJY, & B CaMOM
IIPOTOKOJIE MEepe]l TEKCTOM JieniaeTcs 3anuch — "[loBecTka aHs nmpunaraercs'.

OcHOBHas 4acTh MPOTOKOJIA COCTOUT U3 Pa3/eiiOB, COOTBETCTBYIOIIUX IIYHKTaM
NOBECTKM AHA. TekcT kKaxaoro pasmena crpourcsa no cxeme — CIIVIIHAJIA -
BBICTVYIINJIN - IIOCTAHOBWJIN (PEILLJIN), koTOpble MHUIIYTCS MPOMHUCHBIMU
OyKBaMU, OJTY>KUPHBIM HIPU(TOM OT JIEBOTO MOJIS.

[IpunsiToe pelieHre meyaTaeTcsi MOJIHOCTHIO, IPU HEOOXOAUMOCTH, IPUBOJSTCS
UTOTH F'OJIOCOBAHUSL.

Conepxxanue 0coOOTro MHEHHS, BBICKA3aHHOTO BO BpeMsi OOCYXJICHUS,
3alUChIBA€TCSl B TEKCTE MPOTOKOJA IMOC]IE€ COOTBETCTBYIOUIEIO IMOCTAHOBICHUS (
pelieHus).

B paznene CJIVILIAJIN npuBoasTCS — HHUALIMAT UMEHHU U haMIIIAs JOKJIaTduka (
HAaMMEHOBAHHUE JOJKHOCTH YKa3bIBA€TCSl B MOBECTKE JHS), OCHOBHOE COJIEpKaHUE
JOKJIAJI0B Y BBICTYIUICHHI TOMENIAETCA B TEKCTE MPOTOKOJIA WM IIPUIIAraeTcsl K HEMY,
B MOCJEIHEM ciydae B Tekcte odopmisiercs cHocka "TekCT BBICTYILICHUS
npuiaraercs'.

B paszpene BBICTYIINJIN yka3piBatoTCA WUHHUIMATIBI UMEHU, (HamMuius, npu
HEOOXOAMMOCTH JOJKHOCTH BBICTYHAIONIUX U COACP)KaHME WX BBICTYIUICHUN B TOM
MIOCJIEIOBATENBHOCTH, B KAKOM OHU MPO3BYYaJIM HA 3aCEIaHHH.

Bormnpock! k 10K1aJ4uKy, BHICTYIAIONIMM U UX OTBETHI TPOTOKOJIHUPYIOTCS IO MEPE
UX MOCTYIUICHHS W 3alHMCBIBAIOTCS B TOU K€ MOCIEA0BATEIbHOCTH, IIPU 3TOM CJIOBa "
Bompoc", "OTBet" He nUIIyTCA, a YKa3bIBAOTCA MHULMA UIMEHHU M (paMUIHs JIUIa, OT
KOTOPOTO MOCTYIIHII BOIIPOC UJIN OTBET.

B nmoctaHoBiSAIONIYI0 YacTh ¢ MOMOIIBIO TJIAr0J0B HEOMPEACICHHON (opMbl
3aIUCHIBAIOTCS IPUHATHIE PEIICHUSI.

TeKCT KpaTKoro mpoTOKOJIa TAKKE COCTOUT U3 IBYX 4YacTerh. Bo BBOJHOM YacTu
MOBECTKA JHS HE YKa3bIBACTCA.

OcHOBHasg 4YacTh KpaTKOro MPOTOKOJAa BKJIOYAET HAUMEHOBAHUS
paccMaTpUBaEMbIX BOIIPOCOB U MPUHSITHIE IO HUM PEILICHHUS.

HaumenoBanne Bompoca HyMmepyeTcss U HauuHaeTcs ¢ mpemiora "O", "O6",
neyaTaeTcsl IEHTPOBAHO (HA4alio U KOHEIl KaKJI0M CTPOKHM PaBHO yJaJ€Hbl OT IpaHuIl
30HBI PACIOJIOKEHHSI) U OTYEPKUBAETCA OJHOM YepTOoi HUXKE nocneaHen ctpoku. [lox
YepTOM YKa3bIBAIOTCS MHUIIMAIBI UMEH U (PaMUIUU JOJKHOCTHBIX JIMI], BEICTYITUBIITHUX
npu O0OCYXIEHUHM TAaHHOTO BOMpOCa. 3aTE€M YKa3bIBA€TCS MPHUHITOE MO BOIPOCY
peleHue.

B 3aronoBok mpoToKoJia BXOJAUT yKa3aHWE BHUJIA KOJUIETHAIBHOMN JEATeIbHOCTH U
Ha3BaHUE KOJUIETHAIBHOTO OpPraHa B POJUTEIBHOM Majiexke (coOpaHue COTPYIHUKOB,
3aceJlaHNe COBETA).



[IpoTokon mnoanuchIBaeTCsA INpeJceaarenieM U cekperapeM (
npecenaTeIbCTBYIONIMM ¢ JIMIIOM, MPOBOJAUBIIMM 3amuch). Jlatoil mpoTokoJia
SBJSIETCS JaTa 3aceAaHus. Eciam OHO mpoomKanoch HECKOJIBKO JHEW, TO Yepe3 TUPE
yYKa3bIBAIOTCS JaThl HaUajla 1 OKOHYAHUS 3aCeIaHuUsl.

[IpoTokosiaM MOpUCBAaMBAIOTCSA MNOPSIKOBBIE HOMEpa B Mpenesax
JE€JOTPOU3BOACTBEHHOT'O TOJla OTIAENbHO MO KaXJIOW TpylIe MPOTOKOJIOB —
IPOTOKOJIbI COOpaHuii, 3ac€JaHUi KOJIJIETUH, MPOTOKOJIbl TEXHUYECKUX, HAYUYHBIX U
AKCHEPTHBIX COBETOB. IIPOTOKOJIBI COBMECTHBIX 3aC€JaHUl UMEIOT COCTABHBIE HOMEPA,
BKJIIOYAIOIIME TOPSJKOBBIE HOMEpa MPOTOKOJIOB OpraHu3aluil, MPUHUMABIIUX
y4acTHE B 3aCEJaHUMU.

Konuu npoTokosioB WM MPUHSTHIE PEIICHUs] B BUE BBIMUCOK M3 MPOTOKOJIOB
pacchUIalOTCAd 3aMHTEPECOBAHHBIM OpraHU3alMsIM U JOJOKHOCTHBIM JIMIIAM B
COOTBETCTBUM C YKa3aTelleM pACChUIKU. YKa3aTelb pacChUIKM COCTaBISIET U
MNOJMKUCHIBAET OTBETCTBEHHBIM HCIOJHUTENb MOApPa3JAeieHUsl, TOTOBUBIIETO
paccCMOTpEHHE BOIMpPOCa, W YTBEPKIACTCS PYKOBOIUTEIEM CTPYKTYpPHOTO
noapasaeneHus. Konuu MmpoTOKOIOB M BBIMHMCOK M3 HUX 3aBEPSIOTCS MEYaThIO
opraHu3anui (Ipy HaJTU4Yun).

ITaparpa¢ 5. ITopsAanok moATOTOBKH B 0GOPMIIEHHS aKTa

46. ConepxaHueM akTa sBJseTCS WHOOpMaNHs, MOATBEPKAAIONMAs
YCTaHOBIICHHbIE (DAKTHI WM COOBITHSA. AKT COCTaBIsI€TCSA HECKOIBKUMH JIHIIAMH,
NOATBEPXKIAOIIUMA JaHHBIN (akt (cpauu-mpueMku (paboT, MaTepUaIbHBIX
[EHHOCTEH, JTIOKYMEHTOB), oOclieoBaHUsl (COCTOSIHUSI TEXHUKH O€30MacHOCTH,
IPOTHUBOMNOXKAPHOW OE€30MACHOCTH, YCIOBUW TpyJAa pe3yJbTATOB JESITEIbHOCTH),
UCTIBITAaHUN (00pa3loB, CHUCTEM, TEXHOJOTHWM), BBIICICHUS K YHUUTOXKEHHIO (
MaTepHUaNbHBIX IIEHHOCTEH, TOKYMEHTOB), MEpenad, HaApYUICHUS YCTAaHOBJICHHBIX
OpaBWJ PEBU3UU MHBEHTApHU3allM{, PAcCleIOBaHUsl aBapui, HECUACTHBIX CIIy4aes,
JTUKBUJAINH OPTaHU3aliN, KOHKPETU3UPYIONUE (periaMeHTHPYIOIIHE), TEXHUUECKNE
(BBIIOJIHEHHBIX palboT, OTKa3a, OCMOTpa, YCTpPaHEHHS OTKa3a, CBEpKHU,
NPEI0CTaBIICHHBIX YCIYT, BHIIOJHEHHBIX padoT).

AKT odopmisercs Ha OjaHKe TI0 (POPME COTIACHO MPUIOKEHUIO § K HACTOSIIINM
TunoBeiM npaBusiaM. AKT, COCTaBJIICHHBIA BHYTPU OpraHU3aIlMU U HE BBIXOISIIMM 3a
ee npeaebl, 0hOpMIISIETCSL HE Ha OJaHKe.

PexBusutramu axkTa sBISIOTCA:

1) uzobpaxenue ['ocynapcrBennoro I'epba PecnyOnmku Kazaxcran (mis
rocyJapCTBEHHBIX OpPraHOB), WM AMOJIEMBI, JIOTOTHIIA, TOBApHOrO 3HAKa (3HaKa
o0CITy>KUBaHUs ),

2) ourmaapHOC HAMMEHOBAaHNE OPTraHU3allNH,



3) HauMEeHOBaHME BUJIA IOKYMEHTA;

4) nara;

5) perucTpalMoHHbIN HOMEP (MHIIEKC) aKTa;

6) MeCTO MOJNUCAHNUS aKTa,

7) Tpud yTBEepKIEHUS (B HEKOTOPBIX CIydasix);

8) 3aroJIOBOK aKTa;

9) Tekcr;

10) moanuce.

TekcT akTa COCTOUT U3 IBYX YacTel — BBEJIEHUE, KOHCTATUPYIOILAsl YacTh.

Bo BBeneHUM yKa3bIBAETCS OCHOBAHUE JIJIs COCTABJIEHUS aKTa, MEPEUHCISIOTCS
COCTABUTEINN U, TPUCYTCTBYIOIIKE IIPU 3TOM JIHIIA.

B xoHcTaTHpyolen 9acTu akTa M31araroTcs — CyTh U XapakTep IMPOBEICHHON
paboThl, yCTaHOBJIEHHBIE (DAKTHI, TPUBOASITCS COOTBETCTBYIOIIUE JaHHBIE.

AKT MOXET COJiep>KaTh BHIBOJIbI, PEKOMEHIAINH, & TAKKE MEPOIPUSATHUSI, KOTOPbHIC
HE0OXO0/IMMO BBHITIOJIHUTE. B KOHIIE TeKkcTa nepe/; MoAMUCIMH ITOMEIIAIOTCS CBEICHUS O
KOJIMYECTBE 3K3EMIUIIPOB aKTa W MecTe HMX HaxoxiaeHus. Ilocie oTmerku o
KOJIMYECTBE IK3EMILISIPOB aKTa CIEAYET OTMETKA O HaJW4YWU MPUIIOKEHUN K aKTy (
€CJIM OHU UMEIOTCH).

AKT TOAMHUCHIBACTCS MpeaceaaTeIeM U YWICHaAMH KOMHCCHH, JIHOO JTUIOM (aMu),
cocTaBUBIIUM (M) akT. DaMuUIUU JIMI, TOANUCHIBAIONIUX aKT, 0GOPMIISIOTCS B
an(aBUTHOM TOPSIKE, UX JTOJDKHOCTH HE YKA3bIBAIOTCS.

O3HakoMJIEHHUE JIUIl ¢ aKTOM ITPOU3BOIUTCS O] POCHHCH. JIMIIO HecorjgacHoe ¢
coJiep >KaHUEM aKTa, MOJAMUCHIBAET €ro ¢ OTOBOPKOM M MPUYMHAMU CBOET'O HECOTJIACHS.
Ocoboe MHEHHE WieHa KOMHCCHUHU clielyeT ohOopMIsATh Ha OTACIHHOM JHUCTE U
npuiarath K aKry.

IMTaparpa¢ 6. Ilopsanok moaroTOBKH B 0OPMIICHHUS CIIPABKH

47. ConepxaHueM CHpaBKH ABISIETCS MH(OpPMaALUsS B KOTOPOW OMHUCHIBAIOTCS
(akThl, coObITUA WK cBeAeHus. CrpaBKu, HallpaBisieMble 3a Mpeiesbl OpraHu3aluH,
COCTaBJISIIOTCS Ha 00I1IeM OnaHke. BHyTpeHHssi cripaBka oopmiiseTcss Ha OenbIxX
aucTax Oymaru 0e3 MpuMeHEeHus OJIaHKa.

PekBu3uTamu cripaBKu SIBISIOTCS:

1) uzobpaxxkenue ['ocynapcteennoro ['epba Pecniyonuku Kazaxcran wim amOiemsl,
JIOTOTHUIA, TOBAPHOTO 3HAKA (3HaKa OOCITYy>KHMBaHHs) ¢ y4eToM TpeboBaHuit m. 18, 19
HACTOSIIIMX THUNOBBIX IPaBUII;

2) ourmaapHOE HAMMEHOBAaHUE OPTraHU3alINH;

3) HauMeHOBaHUeE BUJIAa JOKYMEHTA;

4) nara;



5) perucTpanmoHHbIil HOMEP (MHIEKC) CIIPaBKHU;

6) MECTO U3aHUS;

7) anpecar;

8) 3aroj0BOK K TEKCTY;

9) Tekcr;

10) moamnuce;

11) ormeTKka 0 coryiacoBaHuu (B ciydae HEOOXOAUMOCTH);
12) orTrck neyaty (Ipu HATUYHH);

13) ormeTka 00 UCTIOTHUTETE.

TexkcThl crpaBoOK, BBIJABAEMBIX TpaXkJaaHaM O MOATBEPKICHUU MecTa paboTHI,
JOJDKHOCTH, 3apabOTHOM IUIaThl W APYTUX CBEICHUN, HAYMHAIOTCS C yKa3aHUS B
UMEHUTEIFHOM Tajexe (HaMuiny, UMEHH, OTYECTBA JIUIA (MPU HAIMYUH), O KOTOPOM
cooOmiaroTcs cBefeHusl. B KoHIE TeKkcTa UM B MPABOM BEPXHEM YIUIy yKa3bIBaeTCs
OopraHu3alus, KyJa IpeICTaBIsaeTcs ClpaBKa.

B Tekcre Takoi cripaBKM HE MCHOJIB3YIOTCS 000pOTHI — "HacTosIas crpaBka', "
NEHUCTBUTENBHO MPOKUBAET (yUHUTCs, paboTaer)".
B cnydae ecim cripaBka MOANMKUCHIBACTCS UCTIOTHUTENIEM, TO PEKBU3HT "OTMETKa 00
UCIIOJHUTENE" HE YKA3bIBACTCHI.

IMTaparpa¢ 7. Ilopsaaok moaroToBKu B 0pOpMIICHHA MMCEMA

48. ConaepkaHueM MHUCEM MOTYT OBITh 3alPOCHI, YBEIOMJICHUS, COTJIAIICHUS,
npeTeH3un (peKiiamMaIiin), 3aJaHus, COOOIICHUS, HAIIOMHUHAHUS, OTBETHI, MPOCHOHI,
OT3bIBBI, TMpeasoxeHus (odepra), 3aMeuyaHus, HW3BEIICHUS, MPUTIIAMICHUS,
MOATBEPKICHMUS.

[TucbMa opranu3aiiy rOTOBSITCS Ha OJIaHKe:

1) KaK OTBETHI O BBHIMOJIHEHUH NOPYUYEHUN BBIIIECTOSIUX OpraHU3alnii;

2) KaK OTBETHI Ha 3aMPOCHI PA3TUYHBIX OPraHU3AIUNA U YACTHBIX JIUIL;

3) KaK UHUITMATUBHBIC MUCHMA;

4) KaK CONMPOBOAUTEIbHBIE TUCHMA K PA3JIMYHBIM JOKYMEHTAaM.

[ToMUMO peKBU3UTOB, BXOAIIUX B OJIaHK, TIPU HAMMKCAHUU MUCbMa O(DOPMIISIIOTCS
PEKBU3UTHI — ajpecaT, 3aroJ0BOK, TEKCT, OTMETKA O HAJIMYUU NPUIIOKEHUM, TOIHKCH,
OTMETKa 00 UCIOJIHUTENE JOKYMEHTA.

Ecnu nucbMo sIBIsieTCSl OTBETHBIM, B PEKBU3UTAX OJIaHKA YKA3bIBAE€TCSI UCXOISAIINMA
(MHIIEKC) U JaTa MOCTYNUBIIETO (MHUIIMATUBHOTO) MUChMA.

CnyxxeOHble THChbMa, MOJAMNUCHIBAEMbIE PYKOBOAUTEISIMH JBYX U Ooliee
opranuzaiui, opopmisroTcss Ha nucte Oymaru dopmarta A4. [lpu sTOM maHHBIE O
HAaMMEHOBAaHUM OpTraHU3aIui, MOAMUCABIINX MHUChMO, BKIIOYAIOTCS B HAMMEHOBAHUE
JOJDKHOCTH B pPEKBU3HUTE ""TIOANHUCH".



OTMETKH O COTJIaCOBaHUU MHChMa MPOCTABIISIIOTCS HA AK3EMILISIPAX, OCTAIOIINXCS
B OpraHu3aiuu. JK3eMIUIIPbl TAKUX MUCEM TaKXKe MOJMHUCHIBAIOTCS PYKOBOJIUTEIEM
OpraHH3alluu.

CpokH TOJATOTOBKM OTBETHBIX MHCEM YCTAaHaBIUBAIOTCS PE30JIIOIUECH
PYKOBOJUTENSI HA OCHOBAaHUHU MMEIOLIUXCSI CPOKOB MCIIOJIHEHUS TOPYUYEHHUI, 3a[IPOCOB
WIM TI0 PEHICHUIO0 aBTOpa PE30JIOLNH, a TAKKE B COOTBETCTBUHU C yCTAaHOBJICHHBIM
periameHToM. CpOKM TIOATOTOBKM WHHUIIMATUBHBIX TMHCEM OMNPEACISIOTCS
PYKOBOJUTEISIMA OpraHU3aluil WU CTPYKTYPHBIX OAPA3ACICHUN.

TekcT mucrMa UMEET OJIHY WJIU JABE CMBICIOBBIC YaCTH.

[Tucemo, cocrosiiee U3 OJHOW 4YACcTHU, — ATO Ipockba 0€3 MOsICHEeHus,
HarloMUHaHUe 6e3 peaMOyIibl, cooOIIeHe 0€3 OCHOBAHUS.

Ecin Tekcr nmucbMa COCTOUT M3 JABYX 4YacTe€d — KOHCTAaTUPYIOIIEHW WU
3aKIIOYUTENIbHON, B MIEPBOM YACTH M3JIaraeTcsl MpUYMHA, OCHOBAHUE UM 000CHOBaHUE
COCTaBJICHUSI TTUCHhMA, IPUBOJIATCS CCHUIKA HA IOKYMEHTBI, SIBJISIOIIUECS OCHOBAaHUEM
MOJATOTOBKHU MuchMa. Bo BTOpoW 4YacTu, HauumHaromieics ¢ ab3ana, MOMeIarTcs
BBIBO/IbI, PEJIJIOKEHUS, TPOCHOBI, PEIICHUS.

OOpaTHbIe KOHCTPYKIIMH TEKCTa (3aKIIOUCHUE — KOHCTATallhs) BO3MOXKHBI B
MCbMax-0TKa3ax.
B mucemax ncnonb3yroT cienyronme GopMbl U3IT0KCHHUS:
1) ot mepBoro nuila MHOXKECTBEHHOTO uucia ("mpocuM mpemoctaBuTh", "
Hanpasisiem Bam");
2) OT IepBOTO JHIla €AMHCTBEHHOro uucia ("mpomry BbeIcaaTs", "cuuTaro
HEOO0X0aAUMBIM");
3) OT TpeThero Juia eAMHCTBEHHOTO uncia ("MUHUCTEPCTBO HE BO3pakaet").

I'nmaBa 3. Ilopsamok ynpaBieHHS JOKyMEHTAIIHUCH, OpraHm3ania
JOKYMEHT0000pOTa B TOCYJapCTBEHHBIX H HETOCYAAPCTBEHHBIX OPraHH3aIHAX

ITaparpad 1. ITopsamok 06paboTKu BXOAMIMX JOKYMEHTOB

49. JlokyMeHTBI, MOCTYMAOIINE B OPTaHU3AIINIO, TPOXOAT MEPBUUHYIO 00pabOTKy
, IPEABAPUTEIIBHOE PACCMOTPEHHUE, PETUCTPALMIO, PACCMOTPEHHE PYKOBOJACTBOM U
JOCTaBJISFOTCS] UCIIOTHUTESM.

50. Ilpuem, nepBuyHast 06pabOTKa JOKYMEHTOB U MIPEABAPUTEITHLHOE PACCMOTPECHHE
OCYIIIECTBIISIETCS IIEHTPATM30BaHHO Ciry»k00i JIOY.

51. IlepBuuynas 0O6paboOTKa BXOJAIIMX JOKYMEHTOB 3aKIIOYAETCsl B MPOBEPKE

MPaBUILHOCTH JIOCTABKU W IEJIOCTHOCTU BIIOKEHUH, (uKcaruu (akTa MOCTYIICHUS
JOKYMEHTOB B OPTaHU3AIMIO U MTOATOTOBKE UX K MEpeIave N0 Ha3HAYEHUIO.



Cnyx6o0#t JIOY BCKpBIBatOTCS, KOHBEPTHI C JIOKYMEHTaMU TMPOBEPSETCS
PaBUJIBHOCTH JIOCTABKU 10 HA3HAYEHUIO, IETIOCTHOCTh YIIAKOBKH JTOKYMEHTOB.

Ecnu oGHapykuBaeTCsi HEKOMIUIEKTHOCTh WJIM TTOBPEXKICHHUE TOKYMEHTa, TO Ha
HU)KHEM TIOJIE €ro IMOCJeNHero Jnucra, a Ttakxke B PK® mnpocrtaBusgioTcs
COOTBETCTBYIOIINE OTMETKH M COCTaBIISIETCS aKT MPOU3BOJBHON (OPMBI B Tpex
sk3eMIuisipax. OJIMH 3K3EMIUISIP HANpaBiseTCs OTIPABUTEN0, BTOPOM — OCTAETCA B
cnyx0e J10Y, Tpetuit — nepeaaeTcsi UCIIOTHUTETIO TOKYMEHTA.

KoHBepThl HE YHHUTOXKAIOTCS B CIydasix, KOTJa TOJIbKO MO HUM OMpEIEseTCs
agpec OTHpaBUTEINs, NaTy OTHPABKUM M MOJYYEHUsS JOKYMEHTa, a TaKXKe IpH
NOCTYIUICHUH JIMYHBIX JOKYMEHTOB.

KonBepTsl ¢ momeTkoi "JInyno" 6€3 BCKPBITUS MEPEatoTcsl M0 Ha3HAYEHHUIO.
Ommnb0YHO JOCTABIEHHAS] KOPPECIIOHICHIIMS BO3BPAIIAETCS B IOYTOBOE OT/ACIICHHUE.

Ha moctynuBmux nokyMeHTax (perucTpupyembix) MpOCTaBIsIETCS
PEruCTPallMOHHBIN IITAMIT OPTaHU3ALNH C YKa3aHUEM AAThl IOCTYILICHNUS.

52. Ilpu mnpeaBapUTEIbHOM pPAacCMOTPEHUHM MHOCTYNMHUBIINE JTOKYMEHTHI
pacrpenensoTcss Ha TpeOyrolme 00513aTelbHOTO PAacCMOTPEHHS PYKOBOJCTBOM
OpraHu3aluu U He Tpedyromue 3Toro. JJokyMeHThl, He Tpedyrolue 0053aTeIbHOro
paccMOTPEHUs PYKOBOJCTBOM, HAIPABIISIIOTCS HEMOCPEACTBEHHO B CTPYKTYpPHBIE
NOAPA3ACICHUS NI OTBETCTBEHHBIM UCIIOTHUTEISIM.

53. IIpenBapuTenbHOE pacCMOTPEHUE TOKYMEHTOB OCYIIECTBISETCS UCXOMAS U3
OLICHKM UX COAEPKAHMSA, aBTOPCTBA, CI0KHOCTH M HOBU3HBI ITOCTABIICHHBIX BOIPOCOB
HA OCHOBAHMH YCTAaHOBJICHHOI'O B OPTaHMU3AIUHU PACTIPECICHHS 00s3aHHOCTEH.

54. O06s13aTeIbHOMY PAaCCMOTPEHUIO PYKOBOJCTBOM MOJIEKAT JTOKYMEHTHI,
nocrynusmue u3 Aamunuctpanuu [Ipesuaenra Pecnyonuku Kazaxcran, [lapnamenra
Pecny6nuku Kazaxcran, Kannenspun Ilpembep-Munnctpa PecnnyOnuku Kazaxcran,
LUEHTPaJbHBIX U MECTHBIX T'OCYJIapCTBEHHBIX OPTraHOB, BHIIIECTOSIIEH OpraHU3alluu,
oOparieHus: GU3NUEeCKUX U IOPUIUIECKUX JIUILI.

55. OGpamenust GU3NYECKUX U OPUANICCKUX JIHI (TIPEITIOKECHUS, 3asIBJICHUSA,
XKaNo0bl, OTKJIIMKU U 3alPOChI) YUYUTHIBAIOTCSA IIEHTPAIU30BAaHHO U PETUCTPUPYIOTCS B
PK® B 1eHb UX MOCTYIUIEHUS B OPTAHU3ALMIO.

[TucbmMeHHbIE U yCTHBIE OOpalieHus], MOJTYyYeHHbIE JOKHOCTHBIMU JUIIAMU BO
BpeMsl JIMYHOTO Mpuema (U3UYECKUX W IOPUAUYECKUX JIMI, TaKXKe IOJJIexKar
[EHTPAJIM30BaHHON PEruCTpallii, OTAEIBHO OT OOIIUX TOKYMEHTOB.

56. PeructpaunoHHbI HOMEp oOpamieHus (PU3UUYECKOro JMIla COCTOUT W3
HayaabHON OYKBBI (paMUIIMU aBTOpa, MOpsaAKoBoro Homepa B PK®, GykBeHHOTrO
uHjekca "®JI".

Perucrpanrionssiii HoMep 0OpallieHus! OPUIUYECKOTO JIUIA COCTOUT U3 HaYalIbHOU
OyKBbI (paMUJIUU JOJKHOCTHOTO JIMIIA, MOJIMUCABIIET0 OOpalleHue, MOPSIKOBOTO
Homepa B PK® u 6ykBennoro unaexca "FOJI".



Perucrpanuonnsiii HOMep aHOHUMHOTO OOpalIeHUsI COCTOUT M3 OYKBEHHOTO
unjekca "AHM" u nopsnkoBoro Homepa B PKO®.

57. Ilpu moCTyIJIEHWH TTOBTOPHOTO OOpaIeHus B TEUCHHE KaJCHIAAPHOTO roja
MIPOCTABJISACTCS PETUCTPALIMOHHBIM HOMEDP MEPBOHAYATILHOTO OOpaIleHUs C yKa3aHUEeM
"Bropoe", "TpeTse" u Tak nanee, a B PK® yka3piBaeTcs HOMep nepBoro JokymeHTa. B
BEpXHEM IMpPaBOM YTy TMEpBOTO JIMCTAa MOBTOpHOro obOpamienuss u B PKO®
npoctaBisiercs nomerka "[loBTopHo". K moBTOpHBIM 00pamieHusM MNPUOOIIAIOTCS
MaTepHalIbl PACCMOTPEHHS MPEIbIIYIINX 00paIeHUH.

[ToBTOpHBIM cunuTaeTCsl OOpalleHue, MOCTYMUBIIEE OT OJHOTO U TOTO K€ JIUIIA 110
OJIHOMY U TOMY K€ BOIIPOCY HE MEHEE JIBYX pa3, B KOTOPOM O0XalTyeTcsl pelieHue,
OPUHATOE N0 NpeaplaAylleMy OOpallleHHIo, cOoOo0UIaeTcsi O HECBOEBPEMEHHOM
PAaCCMOTPEHHUH paHEe HAMPABICHHOTO OOpaIeHusI, €CJIU CO BPEMEHU €r0 MOCTYTUICHHSI
UCTEK YCTAHOBJICHHBIM CPOK pPAacCMOTPEHHUS, HO OTBET 3asIBUTEIEM HE IIOJIYYEH,
yKa3bIBA€TCS HA APYTUE€ HEJIOCTATKH, HOMYIIEHHbBIE TPU PACCMOTPEHUHU U Pa3pEIICHUU
peabLAYIIEro oopamieHusl.

58. OOparmieHusi OJHOTO U TOTO K€ JIMIA MO OJHOMY M TOMY K€ BOIMPOCY,
HaIpaBJICHHBIE PA3JIUYHBIM aJpecaTaM M MOCTYNUBIIHE i1 PACCMOTPEHHS B OJIHY
OpraHU3allUI0, YUUTHIBAIOTCS 101 PETUCTPAIlMOHHBIM HOMEPOM MEPBOT0 0OpaIleHusl C
n00aBIIEHUEM TTOPSIIKOBOTO HOMEPA, MPOCTABIISIEMOTO Yepe3 KOCyIo uepTy (Apoosb).

59. IIpu npeaBapuUTEILHOM PACCMOTPEHUN JOKYMEHTOB MPOU3BOAUTCS COPTUPOBKA
UX Ha pErUcCTpUpyeMble M Heperucrpupyemsbie. llepedeHb HEPETHUCTPUPYEMBIX
JIOKYMEHTOB pa3pabarbiBaeTcsi Ha ocHOBe [IpuMepHOro mepedyHsi TOKYMEHTOB, HE
NoJJIeKAIKUX peructpanuu B ciayxoe IOV, coriacHo NpunoxeHuo 9 K HaCTOSIIUM
TUMoBBIM MPaBUIIAM U YTBEPKIAETCSI PYKOBOJHUTEIIEM OpraHU3alUu.

Hepeructpupyembie TOKYMEHTHI MEPEalOTCs B COOTBETCTBYIOIINE CTPYKTYPHBIE
NOApAa3AEICHUSI OPraHU3alINH.

60. PeructpupyemMble JOKYMEHTHI nocyie ux perucrtpauuu B PK® nepengatorcsa Ha
paccMOTpPEHUE PYKOBOJACTBY OpPTraHU3AlUM WM CTPYKTYPHOMY NOApa3/iesieHuto (
JOJIKHOCTHOMY JIUILY) JAJIsl IPUHSTHUS PEILICHUS.

[Ipu Ge3oTnaraTeIbHOM HCMOJHEHUS MOCTYIHUBIIETO JOKYMEHTa JOMYyCKaeTCs
O03HAKOMJICHUE HCIIOJIHUTENSI C €r0 COJEpKaHUEM JI0 PACCMOTPEHHS JTOKYMEHTA
PYKOBOJICTBOM OpTaHU3alMH (CTPYKTYPHOI'O MOpa3ICICHuUs).

61. JIOKyMeHTBI, paCCMOTPEHHBIE PYKOBOJICTBOM OpraHU3aluU (CTPYKTYPHOTO
nojApasjeneHus ), Bo3Bpamatcs B cinyx0y 10V, rae B PK® BHocsATcs coneprranus
e300, a JOKYMEHTHI IEPEAAIOTCA UCTIOJHUTEIISAM MO]T POCIIHUCH.

JIOKyMEHT, UCTOJIHEHHE KOTOPOTO BO3JIOKEHO Ha IMOJBEIOMCTBEHHbIE (YIO)
opranuzanuu (¥0) WM HECKOJBKO CTPYKTYPHBIX MOApa3/elICHUui, mepenaercss um
OJHOBPEMEHHO B KOMHUSIX C COOTBETCTBYMHIIEH oTMeTKOoW B PK®. IlommuHHMK
MePEIaeTCsl UCIOJHUTENI0, YKA3aHHOMY B PE30JIIOIUU ITEPBHIM.



[TocTynuBize TenerpaMMbl IPUHUMAIOTCS ITOJT PACIIHCKY C MPOCTABICHUEM JaThl
U BPEMEHH IIpUEMa, PETUCTPUPYIOTCS, a 3aTeM IepeaaroTcsl Ha PacCMOTPEHHE
PYKOBOJICTBY U HCIIOJTHEHHE.

Tekcer mocTynuBIIeH Tele(OHOTpaMMBI 3aMCHIBACTCS (TIEUATACTCS) MOTydaTelIeM,
pEeTUCTpUpPYETCS W OIEPATHBHO IMEPENacTCs PYKOBOJAUTEII0, KOTOPOMY OHa
aJipecoBaHa.

[Tpu mpueme TenedoHOrpaMMbl OGOPMITIIOTCS CIEAYIOMNE PEKBU3UTHI — TEKCT,
OTIpaBUTENIb, HAaMMCHOBAaHWE BHJAa JIOKYMEHTa, JaTa, HOMEp, HAaMMEHOBAHHUE
JOJKHOCTH, MHUIIMAJI UMEHHU 1 (DaMUITHS JIUIIA, TIOIITHACABIIero ToKyMeHT. Kpome Toro
, YKa3pIBalOTCSA JOJDKHOCTH W (paMuiaum JHIl, TepeAaBIIUNX W MPUHSIBIINX
TeneOHOTrpaMMYy, Yachkl U MUHYTHI TTpUEMa-TIepeIadm.

62. [Ipu pemeHun BOIPOCOB 0€3 COCTABJICHUS OMOJHUTEIHHBIX IOKYMEHTOB
UCITOJTHUTENb JeNacT OTMETKH Ha JokyMeHTe 1 PK® — o marte moctymuienus (eciau
o0OpasoBaJicss HTEPBAT BPEMEHH MEXIy MOCTYIUICHHEM JOKYMEHTA U €T0 JOCTAaBKOM
UCIIOJHUTENI0), O JaTaX IMPOMEKYTOYHOTO HCIIOJHEHHUS (3alpoc CBEICHUM,
TeneOHHBIE TEPETOBOPHl W APYTHE), O JaTe W pPe3yibTaraX OKOHYATEIHHOTO
WCITOTHCHHUS.

ITaparpa¢ 2. ITopsanok 06paGOTKH HCXOIAMMX JOKYMEHTOB

63. JIOKyMeHTHI JJ1s OTIIPaBKH MEPEAI0TCS MOTHOCThIO odopmiieHHbIMEU. Ciysk0a
JOY, npuHuMaromas JOKYMEHTHI JUISI OTIPABKH, MPOBEPSET IMPABUIBHOCTh HX
obopMIeHHS, HAIWYNE TPUIOKCHHUH, YKa3aHHBIX B OCHOBHOM JOKYMEHTE.
HenpaBunsHo oopmiieHHbIE JOKYMEHTBI BO3BPAILAIOTCS UCTIOTHUTEIISIM.

64. llognucaHHble TOKYMEHTBI PETUCTPUPYIOTCA U OTHPABISIOTCS aapecary (
azpecataMm) B JIeHb MX NoOAMNUCaHUA (YTBEPKACHUS) WIM HE TMO3JIHEE CIETYIOLIEro
pabouero JHs, TeJerpaMMbl U Telnepakchl — HE3aMEAJIUTEIBHO.

OpurvHanbl UCHOJTHEHHBIX JOKYMEHTOB BMECTE C OTIIYCKOM JOKYMEHTa
NEPENAIOTCS B T€ CTPYKTYPHBIE MOIPA3IEIICHNS WU MTOABEIOMCTBEHHBIE OPraHU3alNN
, KOTOpBIE SBJSUTICh OCHOBHBIMH HCTIOJHUTEISIMH M TPOU3BOIAT (hopMUpOBaHHE
COOTBETCTBYIOIIMX JI€] COTJIACHO HOMEHKIIATYpE JEN.

65. Ecnu nokyMeHT, HalnpaBJEHHBIM B JIPYTyH0 OpraHu3alyio, H0JKEeH OBbITh
BO3BpAIIEH, TO B IPABOM BEPXHEM YTIIy MEPBOTO JIUCTA IOKYMEHTa Ha CBOOOTHOM OT
TEKCTa I0JI€ MPOCTABIIAKOT IITAMI WJINA AENAIOT IMOMETKY O BO3BPATE, TAKYIO XK€
noMeTKy AenaroT B PKO.

ITaparpa¢ 3. ITopsanok mpoxoxaeHNA BHYTPEHHUX JOKYMEHTOB



66. IIpoxoxkaeHre BHYTPEHHUX IOKYMEHTOB Ha 3Tamax MX HOATOTOBKU H
0hOpMJICHUSI COOTBETCTBYET MPOXOXKJACHUIO HCXOASAIIUX JOKYMEHTOB, Ha JTare
WCIIOJTHEHUS — BXOSIINX JIOKYMEHTOB.

67. [lepenaya BHyTpEHHUX JOKYMEHTOB MEXKIY CTPYKTYPHBIMU MOJpa3IeICHUSIMU
OCYIIIECTBISCTCS JOJKHOCTHBIMU JIMIIAMHU, OTBETCTBEHHBIMH 32 JIOKYMEHTAIIUOHHOE
oOecrieueHne ynpaBJIeHHs B CTPYKTYPHBIX MOApa3aeeHusax. JJOKyMEeHThI MepeIatoTcst
C COOTBETCTBYIONIEN OTMETKOU B PK®.

He BkitouaroTcst B COCTaB BHYTPEHHUX JOKYMEHTOB, JOKYMEHTBI, CO3/IaHHBIE B
npoliiecce MePenucKku OpraHu3alii CO CBOMMHM MOABEIOMCTBEHHBIMU OpraHU3AIUsIMU
U HaoOOpOT, a TakKe TMepenucka MEXJAy HCIOJHUTEIbHBIMU OpraHaMu,
(bUHAHCUPYEMBIMH U3 MECTHOTO OFOJKETA.

68. OpuruHayibl UCMOJHEHHBIX BHYTPEHHHX JOKYMEHTOB MEPENAIOTCS B TE
CTPYKTYpHBIE MOAPa3AeNeHNUs, KOTOPBIE, SIBISUIMCh OCHOBHBIMHU UCTIOJHUTEISIMHU.

69. Pa3MHOXEHHBIE JK3EMIUIAPHl NOANMUCAHHBIX PYKOBOJUTEIEM U
3apEruCTPUPOBAHHBIX PACTIOPSAUTENBHBIX JOKYMEHTOB PACChIIAIOTCS B CTPYKTYpPHbBIE
No/Apa3AeieHus], B BEICHUU KOTOPBIX HAXOSITCSI pacCMaTPUBAEMbI€ BOTIPOCHI.

ITaparpad 4. ITopsanok perucTpanuu JOKyMEHTOB

70. Peructpauuu noajiexaT BCe JOKYMEHThI, TPEOYIOIIHUE yueTa, UCIIOJHEHUS, U
UCTOJIb30BaHUS B MHPOPMAIIMOHHO-CITPABOYHBIX IIEJISX.
71. Peructpanus JOKyMEHTOB OCYIIECTBIISIETCS, LIEHTPAIU30BaHO ciiyx00i JIOY.

72. JIBukeHHE JOKYMEHTOB B OpraHU3alMd C MOMEHTA WX CO3JaHUs WU
NOJIYYEeHHS 0 3aBEPIICHUS UCIIOJIHEHHUS, OTIIpaBiIeHUs, GOPMUPOBAHMS Jeia U Cllauu
B apXUB OpraHu3aluu o0paszyer JOKyMEHTOOOOpOT.

73. O06beM TOKYMEHTOO00pOTa OMpPEAesaeTcsl OOIMM KOJIMYECTBOM BXOMISIINX,
UCXOSIIIUX U BHYTPEHHUX TOKYMEHTOB 3a MECSLI, KBapTall, ro.

3a eIMHUIlY y4eTa KOJIMYECTBAa JTOKYMEHTOB IMPUHUMAETCS caM JOKyMEHT 0e3
y4eTa KOIUH.

74. B opranuzanusax ¢ OOJbIIUM O00OBEMOM JOKYMEHTOOOOpPOTa JOIMYCKAeTCs
JELUEeHTPAIU30BaHHAsl pEerucTpalus JOKYMEHTOB. B 3ToM ciyyae HOKYMEHTHI,
NOCTYNAKOUME HAa PAaCCMOTPEHUE PYKOBOJCTBA OpPraHW3alUU, PacHOpPSAUTEIIbHBIC
JIOKYMEHTBI OpTraHu3aliK, oOpaieHuss GU3NIECKUX U IOPUIUNYECKUX JIHII, U TTePEucKa
3a TMOJAMNHUCHIO PYKOBOJCTBA peructpupytorca B ciayxode JOY. JlokymeHTHI,
[OCTyHAIOLUE B aJpec CTPYKTYPHBIX MOJpa3AesieHUi OopraHu3alui, mepenucka 3a
NOANUCHI0 PYKOBOJCTBA CTPYKTYPHOTO TOAPA3JEICHUS PETUCTPUPYETCA B
COOTBETCTBYIOIIHUX CTPYKTYPHBIX NOJAPA3AEICHUIX.



JIOKyMeHTBI, TepeJaBacMble WJIM NPUHHUMAEMbIE IO KaHajlaM CBS3H,
peructpupytotcss B cayx06e JOY wunu B CTPYKTYpPHBIX TMOJpa3AciICHUSX,
OCYILIECTBIISIIOIIUX UX IpHUEM (Tiepeaaqy).

75. JIOKyMEHTBI pETUCTPUPYIOTCSI B OpraHU3allUi OJWH pa3: BXOJSAIINE — B JICHb
MOCTYTIUICHUS, UCXOISIIINE U BHYTPEHHUE — B A€Hb MOANUCAHUS (YTBEPKICHHUS ).

JIOKyMeHTBI, HE3aBEpIICHHBIC IEIONPOU3BOJCTBOM, WM, TpeOyrolue
JUIMTEIILHOTO CPOKa MCIOJIHEHUS, IEPEPErUCTPALUU HE TOJIEXKAT.

[Ipu mepenade nOKyMeHTa i UCTOJHEHUS (O3HAKOMJIEHHUS) M3 OJHOTO
no/ipa3/iefieHus B APyroe Ha HUKHEW CTOPOHE MOCIEAHEro JINCTA JOKYMEHTa U Ha
ero obOopotHoi ctopoHe u PK® mpocraBnsercs nara mnepemadyu, HOBBIN
pErucTpalMoOHHbI HOMEDP Ha JOKYMEHTE HE MTPOCTAaBIISETCS.

76. Peructpanuusi TOKyMEHTOB-OTBETOB ocyiecTBisieTcss B PK® mHUIMaTUBHBIX
JOKYMEHTOB. J[OKyMEHTY-OTBETY IPUCBAUBAECTCA MOPSAKOBBIM HOMEp B Mpeaenax
COOTBETCTBYIOILIETO PErUCTPALIMOHHOTO MAaCCUBA.

77. B opranuzanuu npuMeHsroTes ciaenyromue PKO:

1) xapToyka perucTpauru BXOASIIUX JTOKYMEHTOB IO (opMe COTIacCHO
npuioxennto 10 k HacTosiuM THUIIOBBIM IpaBUIIaM;

2) KypHaJI perucTpanu BXOASIIUX JOKYMEHTOB M KypHaJI pEerucTpanuu
UCXOMSIINUX ¥ BHYTPEHHHX JOKYMEHTOB MO (OopMe COIIacHO MpuiokeHwmio 11 k
HACTOSAMM THUIIOBBIM MpaBUIIAM.

78. YcTaHaBIMBAETCs CAEAYIOLINNA COCTAaB CBEICHUM O TOKYMEHTE, IMOJIEKAITUX
00s3aTeNbHON PETUCTPAIUU:

1) HaMeHOBaHKE OpraHU3aINK (aBTOpa I KOPPECTIOH/ICHTA);

2) HaMMEHOBAaHKE BHUJIA JOKyMEHTA;

3) nata U perucTparMoOHHbIN HOMEP MOCTYIUBIIETO JOKYMEHTA,

4) 3aroJIOBOK K TEKCTY (KpaTKOE COJIEpKAHUE IOKYMEHTA);

5) pe3ononus (UCHOIHUTENb, COAEPKaHUEe MTOPYUYEHUs, aBTOp, AaTa);

6) CPOK UCTIOJTHEHHUSI TOKYMEHTA;

7) NOANKCH UCTIOTHUTEIS O TIOJTYYeHUH IOKYMEHTA;

8) oTMeTKa 00 MCIOJIHEHUU IOKYMEHTA U HaIlpaBJIE€HUHU €T0 B JEJO.

CocraB 00s13aTeIbHBIX CBEJICHUN B 3aBUCUMOCTH OT XapaKTepa JOKyMEeHTa U 3a7a4
UCIIOJIB30BaHUsI MHPOPMAIIUA MOXKET JOMOJHATHCS APYTUMH CBEACHUAMH (HaU4We
NPUJIOKEHUH, KOJIMYECTBO JINCTOB, MEPEMEIICHUE TOKYMEHTa BHYTPU OpraHU3alluu,
MIEPEHOC CPOKOB UCIIOTHEHUS).

79. Undopmanus o TOKyMEHTax, MOJyYeHHAs PU UX PETUCTPAINH, TIOCTYTIAET B
UH()OPMALIMOHHO-TIOUCKOBYIO CUCTEMY, KOTOpas BKIJIIOYAeT B ceOs KapTOTEKU U
KJIacCU(DUKAITMOHHBIC CITPABOYHHKH.

80. PK® cocTaBidioT ciieayronme KapToTeKu:

1) mo KkoppecnoHAeHTaM;



2) 1o BUJIaM JIOKYMEHTOB;

3) o aBTOpaM JJOKYMEHTOB;

4) KOHTPOJIbHBIE;

5) konupUKAITMOHHBIE;

6) 1o oOpaieHusIM (PU3NYECKUX U FOPUANIECKUX JTUIL;

7) apyrue B 3aBUCUMOCTH OT 3aja4 MOMcKa nHpopmaiuu.

81. DdbdexTrBHOCTD PabOTHI UHGOPMAIMOHHO-TTOMCKOBOM CUCTEMBI JOCTUTAETCS
nyTeM pa3paboTKH KiIacCU(PUKAIMOHHBIX CIPABOYHUKOB (KJaccu(PHUKATOp BOMPOCOB
NeATEeIbHOCTU OpraHu3alliM, KJIacCU(PUKATOp BUIIOB JOKYMEHTOB, KiacCU(puUKaTOp
KOPPECIOHAEHTOB, HOMEHKIIATYPHI JIE1).

82. [Ilonms 3amumcu 0Ga3bpl JaHHBIX AaBTOMAaTHU3UPOBAHHOU
MH()OPMAIIMOHHO-TTOMCKOBOM CHUCTEMBI TIOJIHOCTBIO COOTBETCTBYIOT TMapameTpam
MOCJIEIYIOIIETO OMEPATUBHOIO MOUCKA JTOKYMEHTOB M KOHTPOJISI 32 MCIOJIHEHHEM
JIOKYMEHTOB.

IMTaparpa¢ 5. ITopsnok KOHTPOJIA HCHOTHEHUA JOKyMEHTOB

83 . KOHTpoIb UCMOJHEHNSI JOKYMEHTOB BKJIKOYAET IMOCTAHOBKY JTOKYMEHTA Ha
KOHTPOJIb, PETYJIMPOBAHUE XOJa MCIOJIHEHHUS, CHATHE HUCIIOJHEHHOTO JOKYMEHTA C
KOHTpPOJIsl, HANPABJIEHUE HCIOJHEHHOTO JOKYMEHTa B JIeJI0, y4yeT, 0000IIeHue U
aHaJIHM3 X0J1a ¥ pe3yJbTaTOB UCIIOJHEHUS TOKYMEHTOB, HH(OPMHUPOBAHNE PYKOBOJICTBA
O COCTOSIHUU HCTOJIHEHUS JTOKYMEHTOB. CBeJeHUsS 00 HMCIIOJIHEHHH JIOKYMEHTOB,
MO/IJICKANTUX KOHTPOJIIO, M CBEJCHUS] 00 WCIOJTHEHUU OOpameHuil GU3N4ecKux u
IOpUJIMYECKUX JIMI 3aMOJHAIOTCS MO (QopMe coriiacHo mpuioxkeHusMm 12 u 13 k
HACTOSAIMM THUIOBBIM MpPaBUIIaM.

84. KoHTpomnto mojjexaT BCe 3aperuCTpUpPOBAHHBIC JTOKYMEHTHI, TpeOyrolue
UCIIOJTHEHUS, B TOM YHUCJI€ JOKYMEHTBI MPOILIbIX JIET, KOTOPhIE B CUIY Pa3IMYHBIX
IPUYUH HEe ObUIM UCIIOJIHEHBI U UX UCIIOJIHEHHE TIEPEHECEHO Ha TeKyIIuii rof. B atux
Cllyyasx repeperucrpanus J0KyMEeHTOB He TpoBoauTcs, a B PK® yka3piBatoTcsi BHOBb
YCTaHOBJICHHBIE CPOKHU.

85. Aktel u nopyuenus [Ipesunenta Pecnybnuku Kazaxcran, AqMuHUCTpanuu
[IpesnaenTa PecyOnuku Kazaxcran cTtaBsTcs Ha CIEAYIONIUE BUJIBI KOHTPOJIS:

1) cpouHblii — C MIOMETKaMH, "BeChbMa CpOYHO'" - B TE€UCHHE TpeX padoumx aHEH, "
cpouHo", "yCKOpUTB" - 10 AecaTu pabounx JTHEH;

2) KpaTKOCPOYHBINA — OT JIECSITH pabouyux JHEH 0 OJHOTO MeCAIa;
3) cpenHEeCPOUHBIN — OT OJTHOTO A0 LIECTH MECSIEB;
4) 1OATOCPOYHBIN — CBBIIIE IIECTH MECSIIEB.



CpoKHM HCHOJHEHHs MOPYYEHHM, YCTAaHOBJIEHHBIE B aKTaX M IMOPYYEHUSAX
[Ipesunenta PecnyOonuku Kazaxcran, Aamunuctpauuu Ilpesuaenta PecnyOnuku
Kazaxcran, ncUucistoTes B padouux THAX CO JHS UX MOCTYIUIEHHS B OPraHU3aLHIO.

B cnyuasx, eciu B MOPYyYEHHUSIX HE yKa3aHbl CPOKH, TO OHU UCIIOJIHSIOTCS B
MECSAYHBII CpOK ¢ BHeceHueM uHpopmanuu B azapec lIpesumenta PecnyOnuku
Kazaxcran, Anmunuctpauuu Ilpesunenrta Pecny6nnku Kazaxcran.

86. Axtel u mnopyuenus IlpaBurenbctBa Pecnybnukm Kaszaxcrtas,
[Ipembep-Munuctpa Pecnybnuku Kazaxcran wiu ero 3amectureneid u PykoBoaurens
Kannenspun Ilpembep-Munnctpa PecnyOnuku Kaszaxcran ctaBarcs Ha cieayroliue
BUJIbI KOHTPOJISL:

1) cpouHbIif KOHTPOJb C TOMETKaMu "BecbMa CpPOYHO'" — B TE€YEHUE OJHOTO
pabouero JHs co JHSA NOCTYIUICHUS MOpy4eHus, "'cpouHo”, "yCckopuTs" — He mo3ziHee,
4eM 3a TpU pabouyuXx JHs, €CJIM MHOE HE YCTAHOBJIEHO COOTBETCTBYIOIUM OPYUEHUEM;

2) KpaTKOCPOYHBIA KOHTpPOJIb, HE MO3JHEE, YeM 3a IMATh padOuMX JHEH 110
YCTAHOBJICHHOI'O CPOKa MCIIOJHEHUS, €CJIIM MHOE HE YCTAHOBJIEHO COOTBETCTBYIOIIUM
NIOPYYEHHEM;

3) cpeaHecpOoUHbIil KOHTPOJIb, HE MO3JHEE, YeM 3a JIeCATh pabodyux AHEH 10
YCTAHOBJICHHOTO CPOKa MCIOJIHEHUS, €CIM HHOE HE YCTAHOBJIEHO COOTBETCTBYIOIIUM
IIOPYYEHHUEM;

4) nonrocpo4HbIi KOHTPOJIb, HE MO3/IHEE, YEM 3a JIBaALaTh pabouux AHEH 10
YCTAHOBJICHHOTO CPOKa MCIIOJIHEHUS, €CIIM MHOE HE YCTAHOBJIEHO COOTBETCTBYIOLIUM
IIOPYYEHUEM.

Cpokr HCHIONMHEHHUs NMOPYYEHUH, YCTAHOBIICHHBIE B aKTAaX U IMOPYYCHUIX
[TpaBurensctBa PecniyOnuku Kaszaxcran, [Ipembep-Munuctpa Pecriybnuku Kazaxcran
unn ero 3amecturened u PykoBomutens Kanuenspuum Ilpembep-Munucrpa
Pecniybnuku Kazaxcran, ucuucisiorcs B pabo4Yux JHSX CO JHS UX MOCTYIUICHUS B
OpraHU3aLHIo.

B cinyuasnx, eciu B IOPYyYEHHUSIX HE yKa3aHbl CPOKH, TO OHU HCIIOJIHSIOTCS B
MECSYHBIA CpPOK C BHeceHueM uHpopmanuu B anpec [IpaBurensctBa PecrmyOnuku
Kazaxcran, IIpembep-Munuctpa Pecnyonuku Kazaxctan wiam ero 3zamectuteneil u
PykoBoautens Kanuenspuu [Ipembep-Munucrpa Pecyonuku Kazaxcran.

Koutponbnsie nopyuenus [Ipesunenra Pecnyonuku Kazaxcran u PykoBogutesns
Anmunuctpanuu Ilpesunenta PecnyOnuku KazaxcTtaH ¢ pe3odionusMu K HUM
[Ipembep-Munuctpa Pecnyonuku Kazaxcran, ero 3amectureneit u PykoBoauTens
Kannensipun Ilpembep-Munuctpa Pecny6nuku Kazaxctan UCHOJTHSIOTCS
opra"u3anusMu He mnosgHee 20-IHEBHOTO CpoKa CO AHSA IOPYYEHHUs, €CIU B
NOPYYECHHUSAX HE YCTAHOBJIEHBI HHbIE CpOKH. OpraHuzanus — COHCIOJIHHUTEIb
HaIpaBJIIeT CBOIO MH(OPMAIMIO OTBETCTBEHHOW OpraHU3alliyd — HUCIIOJHUTENIO0 HE
NO3/THEE, YEM 3a IATh JHEU 0 UCTEYEHUSI YCTAHOBIEHHOIO CPOKA.



87. CpokH UCIIOJIHEHUS! TPOTOKOJIBHBIX MTOPYUYEHHM, COEPKAITUECS B IPOTOKOIAX
3acenanuii [IpaButenbctBa PecnyOnuku Kaszaxctan u coBemanuit y [7aBswl
rocyaapcTBa, pykoBojcTBa IIpaButenbctBa Pecniyonuku Kazaxcran u PykoBoauresns
Kanuenspuu Ilpembep-Munuctpa Pecnybnuku KazaxcraH, MCUMCISIOTCS CO JHS
poBeJIeHU 3aceanus (coBellanus). B ToM cioydae, eciiv Ha 3aceJaHUU (COBEILIAHNH )
ObLT Ha3BaH CPOK MCIOJHEHUS KOHKPETHOrO MOPYYEHHs, TO COOTBETCTBYIOIIUE
OpraHu3ally, B aJpec KOTOPHIX ObUIO JTaHO MOPYUYCHHE U MPEACTABUTENIHN KOTOPHIX
PUCYTCTBOBAJIM Ha 3aCeaHUM (COBEIIaHNUN), TPUCTYIMAIOT K UCTIOJTHEHUIO MOPYUYCHUN
cpa3y Imocie 3aceaHus (COBEIaHus), He JOKUIAsACh MOCTYIUIEHUS! K HUM IIPOTOKOJIa
3acefaHus (COBEILIAHMS).

88. KOHTpOIb MCNOMHEHUSI JOKYMEHTOB II0 CYIIECTBY BOIIPOCA BO3JaraeTcs Ha
PYKOBOJUTENEH CTPYKTYPHBIX MOAPA3AECICHUN WU JOJIKHOCTHBIE JIUIIA.

KonTponb 3a cpokamMu HCIOJTHEHHS JOKYMEHTOB, 32 CPOKAMHU PAaCCMOTPEHUS
oOpaileHnit PU3NYECKUX U I0OPUIMYECKUX JIUIl OCYIIECTBIsAETCS ciryk00it JIOY.

89. IIpu opranuzaunu KOHTPOJISI UcHOJHEHUs ucnolib3yroTcs PKK, xypHamsl
peructpaunu. KoHTponbHas KapTOTEKa CUCTEMAaTU3UPYETCs MO0 CPOKAM HCIOJHEHHUS
JOKYMEHTOB, 10 UCIIOJIHUTENSAM, TPYIIaM JOKYMEHTOB.

[Ipu He3HAUYUTENBHBIX 00BEMaX KOHTPOJIUPYEMBIX JTOKYMEHTOB, KOHTPOJIb
OCYIIECTBIISIETCS ITyTEM HAHECEHHSI HEOOXOIUMBIX OTMETOK B )KypHaIaX PEerucTpaIuu.

90. JIOKyMEHT CHUMAETCsl ¢ KOHTPOJS PYKOBOAUTEIEM, IOCTABUBILIMM €r0 HA
KOHTPOJIb, WJIX TIO €r0 MopyudeHuto — ciayxooi JI0OY.

91. Ilpu cmene pykoBoautenei cinyx0b JIOY U CTpyKTYpHBIX MOApa3AeIeHUI
JIOKYMEHTBI U JIeJIa, a TAKKE PErucTpalmOHHO-KOHTPOJIbHBIE (opMmbl (nanee — PK®D) k
HUM TEpEeJarTcsl BHOBb HA3HAYEHHOMY PYKOBOJUTENO WIH OTBETCTBEHHOMY
JOJKHOCTHOMY JIMILY TIO aKTy MpueMa-nepeiayu.

IMTaparpa¢ 6. ITopsnok yuera u XpaHeHHA ITedaTei, ITTAMIIOB U 01aHKOB

92. Vuyer, UCHOJIb30BAHUE, XPAHEHUE M YHUYTOXKEHHE IME€YaTHO-O0JIaHOYHOM
OPOAYKIMH, Ie4aTeil, MITaMIIOB, MNOIJIEXKAIINX 3allUTe, U CPEACTB 3alUThI
JIOKYMEHTOB, OCYILECTBIISIIOTCS JJOJDKHOCTHBIMHU JIMIIaMU, HA3HAUYaeMbIMH TTpUKa3zaMHu (
pacropsiKEHUSIMHU ) PYKOBOJIUTENICH OpraHu3aiiuil.

93. T'ocynapcTBeHHass OpraHU3alisi UMEET OJIHY MedaTh C M300pakeHueM
I'ocynapctennoro I'epba PeciyOnuku KazaxcraH.

[Ipy HEOOXOIUMOCTH CTPYKTYpHBIE MOIpa3/eiieHUs] TOCYIapCTBEHHOU
OpraHu3ali UMEIOT TevyaTu (IITamIbl) ¢ uzoopaxenueMm ['ocymapctBenHoro ['epba
Pecry6nuku Kazaxcran v OqMHAKOBBIM TEKCTOBBIM COJIEP)KaHUEM, TEKCTOBAsI YacTh
JOTIOTHSIETCS. OPSAJIKOBBIM HOMEPOM HJIM CUMBOJIOM (CUMBOJIAMHU).



94. Yyer neyaTHO-01aHOYHON MPOYKIIMU, TIEYaTEH, IITAMIIOB, MOJJICKAIINX
3alIuTe, U CPEACTB 3alIUThl JOKYMEHTOB BEIETCS B PETUCTPAIIMOHHBIX YUYETHBIX
dbopmMax, onpeIeICHHBIX HACTOAIUMHU TUTTOBBIMH MPABHUIIAMH.

95. YdeT neyatHo-0J1aHOYHOM MPOAYKIIUH, TTOJJISKAIICH 3al[UTe, B TOM YHUCJIE C
nzoopaxkenuem ['ocynapctennoro ['epba Peciy6imku KaszaxcraH, u Beigadya BeaeTcs
B )KypHaJe y4yeTa M BbIJIayu MEYaTHO-O0JIAHOYHOM MPOAYKIUH, MOJJIeKAIIEH 3alluTe,
o ¢opMe coriaacHo mpuiokeHnto 14 k HacTosuM THUIIOBBIM MpaBUIIaM.

JlaHHBIN XypHAJI 3aBOJIUTCS Ha KaXKIbIH BHUJ NEYaTHO-O0JaHOYHON MPOAYKIIHUH,
nojuiexaniet 3amure. biaanku duirek ¢ uzobpaxenuem ['ocynapctBennoro ['epba
Pecnybnuku Kazaxcran He ouIexar creruaibHOMY yUeTy.

96. Brimaua 01aHKOB, MOJUICKANTUX 3aIIUTE, MPOU3BOJAUTCS TOJ PACIUCKY B
COOTBETCTBYIOIIMX PErUCTPAMOHHBIX YYETHBIX (opMax, MOPeayCMOTPEHHBIX
BEJIOMCTBEHHBIMU MHCTPYKLMSAMU OPraHU3aLIH.

97. Ha konusix 3anoaHeHHbIX OJJaHKOB ¢ u3o0paxenueM ['ocynapcrsennoro ['epOa
Pecniy6nuku Kaszaxcran, nmpenHa3HaYeHHBIX NJIs PACCBUIKH, MPOCTABISETCS HOMEpP
AK3EMILISApA U MeYaTh OpraHu3aIiu.

98. Pa3zmHOXeHHE M KOMHMPOBAHUE CPEJICTBAMU OINEPATUBHOW mosurpaduu
HE3aMO0JIHEHHBIX OJIAaHKOB, MOJJISKAINX 3aIUTE, HE JOIMYCKAeTCs.

99. Vuer neyareid, MTAMIIOB, MOJJICKAIIMX 3aIMTE, U CIICIUAILHON IITEMIICIIHHOM
KpPacKH ¢ XUMUYECKUMHU JOOaBKaMU, UMEIOIIUMH UHIMBUIyaIbHbIE CBOMCTBA C LEJBIO
3alIUThl OT MOJJEIKH, a TaKXKE MX BbIJaya BEACTCS B JKypHaJie yuyeTa U BbIIaud
nevyareil, mrammnoB c wuzoOpaxenuem [ocymapctBenHoro ['epba PecnyOnuku
KazaxcTan u crienuanbHOM IITEMIIEIbHON KPacKH Mo opMe COrjacHO MPHUIOKEHUIO
15 x HacTosiuM TUNOBBIM MpaBUJIaM.

100. Yuer neppeBbIX aBTOPYUYEK, 3aMPABICHHBIX CIECHHATbHBIMU YEPHUIAMU C
XUMUYECKUMU T0OOABKaMU, UMEIOIINX WHINBUyaJIbHbIE CBONCTBA C IEJIBIO 3aIUTHI OT
MOJCIIKYA MOJAMUCEN TOHKHOCTHBIX JIMI], U UX BbIJauya BEJETCS B XKypHaJie ydyeTa U
BBIIAYN TIEPHEBBIX ABTOPYUEK, 3AMPABICHHBIX CIICIUATLHBIMU YEPHIIIAMH, TI0 (hopme
COTJIACHO MPUJIOKEHUIO 16 K HacToAIMM THUIOBBIM MpaBUIIaM.

101. 3aroyi0BKM perucTpaliMoOHHbIX YYETHBIX (POPM BKIIIOYAIOTCS B HOMEHKIIATYPY
JeJ1 OpraHu3aluu.

JIucThl )XypHAIOB HYMEPYIOTCS, MPOIIUBAIOTCS U ONEYaThIBAIOTCS.

102. Ilepemaua apyromy HAOJAKHOCTHOMY JIUIY HEUCHOJIb30BAHHOM
NeyaTHO-0JIAHOYHOW MPOJYKIIUY, MedaTel, ITaMIOB, MOJJICKAIIUX 3aIIUTe, a TaKKe
CPEIICTB 3aIUTHI JOKYMEHTOB U PETHUCTPAIMOHHBIX (OPM K HUM 0OPMIIIECTCS aKTOM
npuema-rnepesayl neyaTHo-0JIaHOYHOM MPOYKIMH, IeYaTel, ITaMIIOB, MOAJIEKAIINX
3alIUTe, CPEACTB 3alIUTHI JOKYMEHTOB U PETUCTPAIMOHHBIX YUYETHBIX (DOPM K HUM IO
dbopMe cornacHo NMpUIOKEeHUIO 17 K HacTOSIIKUM THUITOBBIM TIPaBUIIAM.



103. IleyatHO-0MaHOYHAS TPOIYKIIHS, ITEUATH, IIITAMIIBI, TTOAJICKAIINE 3AIIATE, U
CpelcTBa 3alllUThl JOKYMEHTOB XpaHSATCA B OMeuyaThiBaeMbIX ceidax wumu
METAJUNTMYECKUX IKadax.

104. YHUUYTOXKEHNE UCTIOPUYCHHON Me4aTHO-0JJaHOYHOM MTPOAYKITUH, MOJIeKAaIIei
3allUTe, MPOU3ZBOJUTCS C COCTABJICHHEM aKTa O BBIACJICHUU K YHUUYTOXKECHUIO
UCIIOPYEHHBIX SK3EMIUISPOB MEYATHO-0JIAHOYHOW MPOAYKIMH, MOJJIeKAaIlel 3alluTe,
no Qopme coriacHo mHpuiokeHUto 18 k HactosuuMm TUNOBBIM TpaBUIaM U
NPOCTABIIEHUEM COOTBETCTBYIOIIMX OTMETOK B JKypHajaxX yd4eTa M BblAa4yu
neyaTHO-0JJaHOYHOM TIPOTYKIINH, TOIJIeXkKAIIEH 3alluTe.

105. YHUUTOXEHUE TIeUaTeil U MITaMIIOB, MOJICKAIUX 3aIIUTE, TPOU3BOIUTCS C
COCTaBJICHHEM aKTa O BBIJICJICHUU K YHUYTOXKCHHIO MeYaTe U MITaMIIOB, MOJIJICKAITUX
3amure, Mo GopMe COTIIACHO MPUIOKEHUI0 19 Kk HacTosmuM TUTIOBBIM MpaBUIaM |
IIPOCTABJICHUEM COOTBETCTBYIOLIMX OTMETOK B XKypHaJ€ ydyeTa U BbLAA4M IedaTeH,
mramnoB ¢ uzobpaxenueM ['ocynapctBenHoro I'epba PecnyOnuku Kazaxcran u
CIEUHUAIBHON IITEMIIEIbBHOW KPacKH.

106. YHUUTOXEHUE CPENICTB 3AIIUTHI IOKYMEHTOB (B TOM YKCJI€ €MKOCTEH M3-110]]
CHEIUANIbHBIX YEPHWI M IITEMIEIbHOW KpacKd, HCHOPYEHHBIC IITEMIICIbHBIE
NOYIIKU, 3alpaBJICHHbIE CIEIHAIbHBIMU IITEMIICIbHBIMU KpacKaMu, MepbeBbIE
ABTOPYYKH, 3alpaBlICHHbIE CHEUHUAJIbHBIMH YEpHUJIAMH) MPOUZBOJIUTCI C
COCTABJICHHEM aKTa O BBIICJIICHUU K YHUYTOKECHHUIO CPEACTB 3aIIUTHI JOKYMEHTOB I10
dbopme cormacHo mpwiokeHW0 20 K HACTOAMHUM THUMOBBIM TMpaBWiIaM U
IIPOCTABJIEHUEM OTMETOK B COOTBETCTBYIOIIMX KypHaIaxX y4eTa U BbLAAuH.

107. ITpu peopranuzanuy WK JUKBAJALUY OPTAHU3ALUN, IPUHATHHA PELIEHUS O
CHATUM C ydeTa ¢uiuana (IpeacTaBUTEIbCTBA) YHUUTOKEHUE HEHMCIOJIb30BAHHOMN
NeYaTHO-0JIAHOYHON TPOJYKIIUY, MedaTel, IITaMIOB, MOJJICKAIUX 3aIIUTE, a TaKKe
CPEACTB 3alUThl JOKYMEHTOB MPOU3BOJIUTCA C COCTABICHHEM aKTOB MO (opmam
corjjacHo mnpuwioxeHusMm 19, 20, 21 x HacrosmuMm TUNOBBIM HOpaBUiIaM,
YTBEPKIAEMbIX PYKOBOJIUTEIIEM OPTaHU3AIMU WIH MpeceaTeNIeM JTUKBUIAIMOHHON
KOMHUCCHHM, U TPOCTaBIEHUEM OTMETOK B COOTBETCTBYIOIIMX JXYpPHAJIAX y4yeTa H
BbIJIAYH.

YHUUTOXKEHNE WIN JTalIbHEIIee XPaHEHUE KYPHAJIOB U IPYTUX PETUCTPALUOHHBIX
Y4YETHBIX (DOPM OCYIIIECTBISETCS B COOTBETCTBUM C 3aKOHOAATEILCTBOM PecmyOinku
Kazaxcran mno corjiacoBaHui0 ¢ II€HTPaJIbHBIM T'OCYJIapCTBEHHBIM OPraHOM
yIpaBJeHUs apXHUBaMU U JJOKYMEHTAIMEN UM MECTHBIM UCIIOJTHUTEILHBIM OpPTaHOM B
obJacTu apXWBHOTO Jeja W JOKYMEHTAIluu 00JacTH, TOpojAa PeciyOInKaHCKOTO
3HAYEHUS U CTOJIHULBI.

108. ITpoBepka HanM4UKs 3K3EMILIAPOB M€YAaTHO-01aHOYHON POIYKLNH, [TeYaTeH,
IITAaMIIOB, MOJICKAIINX 3aLIUTE, U CPEACTB 3alIUThl JOKYMEHTOB MPOU3BOAUTCS HE



pexe OJHOro pa3a B rojJi KOMUCCHEH, CO3/1aBa€MOM INPHUKA30M (pacnopsKeHUEM)
PYKOBOJUTENSI OpraHU3alIUH.

109. OT™MeTKH 0 pe3yapTarax MPOBEPOK MPOCTABISIIOTCA B KypHAJIaX ydeTa U
BbIIaYM Mo (opMam coriacHo mpuioxeHusMm 14, 15, 16 k HacTosiuuM TUTIOBBIM
IpaBUIIaM.

110. IIpu yrepe nevatu (mrammna) ¢ uzodpaxenunem ['ocynapcrBenHoro I'epba
Pecny6nuku Kazaxcran nmpeanprHUMaroTCs Bce HEOOXOIMMBIE MEPHI MO PO3BICKY, B
cllyyae OTpPHULATEIbHOrO0 pe3yJibTaTa pO3bICKAa COCTAaBISETCS akT 00 yTepe
IPOU3BOJIBHON (DOPMBI, YTBEPKIAEMBIN PyKOBOAUTEIEM OpTraHU3ALIMH.

ITaparpad 7. Ilopsanok cocTaBneHNA HOMEHKIATYPHI e, GOpMHPOBaHHA U
XpaHEeHUS JIell.

111. HomenkinaTtypa nen mpeaHa3HadyeHa ISl TPYyNIHPOBKU HCIOIHEHHBIX
JOKYMEHTOB B JI€Jla, CHCTEMAaTH3alMU U y4yeTa Jell, ONPEAEICHHS CPOKOB UX XPAaHEHUS
U SIBJISIETCS OCHOBOW JIJII COCTABJICHUSI OIMHUCEH Jesl MOCTOSHHOTO M BPEMEHHOTO (
ceeimmie 10 7jer) xpaHeHus, a Takxke s ydera Jel BpeMeHHoro (go 10 ner
BKJIFOUHUTEIIBHO) XPaHEHUS.

112. B HOMeHKNaTypy [eJl BKJIIOYAIOTCS BCE NOKYMEHTBI, CO3JaBacMbI€ B
OpraHu3aliy U MOCTYIAOIIMe B OPraHU3alfio. DJIEKTPOHHBIE JOKYMEHTHI U 0a3bl
JAHHBIX BKIIIOYAIOTCS B HOMEHKJIATYPY JIe7 Ha OOIIMX OCHOBAHUSIX.

113. B HoMeHkiatype aen puxkcupyercs popMa TOKyMEHTa — 3JIEKTPOHHAs ¢
yKa3aHueM HOCUTENsl HH(OpMAIUH, UK OyMaskHasl.

114. IIpu cocTaBieHNN HOMEHKIIATYPBI A€] PYKOBOJICTBYIOTCS YUPEIUTEIbHBIMU
JOKYMEHTaMM, IOJIOKEHUAMH O CTPYKTYPHBIX MOAPA3AECIEHUAX, NOJIKHOCTHBIMU
UHCTPYKIUAMU pPAOOTHUKOB, THUIIOBBIMH, OTPACIEBBIMU (BEJOMCTBEHHBIMH)
NEPEYHSIMHU JOKYMEHTOB C YKa3aHHEM CPOKOB XPaHEHUs, TUIIOBBIMU (IIPUMEPHBIMU)
HOMEHKJIaTypaMu JIeJ, CTPYKTYpo# (IITaTHBIM paclMCaHueM), IUTaHAMHU U OTYETaMU O
paboTe, M3y4yaroTCs BUJBI, COCTAB M COJEpKaHHE IOKYMEHTOB, O00pa3yloIINXcs B
NEATENIbHOCTH OPTaHU3ALNH.

115. Homenknatypa nen no (GopMe COTJIACHO MPUIIOKEHHIO 22 K HACTOSIIUM
TunoBeIM mpaBwiiaMm cocTaBisiercs (He mo3aHee 10 gexalOpsi KajdeHAApHOTO Toja)
cinyx0oii JIOY Ha oOCHOBE HOMEHKIATyp el CTPYKTYPHBIX MOJApa3JaeICHU,
IPEICTABIIEHHBIMU COOTBETCTBYIOIIUMH MOAPA3ACIICHUSIMH.

116. BHOBb cO37aHHOE MOJIpa3JielicHue B MECSYHBIA CPOK pa3zpadaThIBacT
HOMEHKJIATYpy JIeJ TIoJIpa3/eeHus U MPEICTaBUTh ee B cayk0y JI0VY.

117. HomeHnknarypa e’ opraHu3aluu MNOMKUCHIBAETCS PYKOBOJUTENEM CITYKObI
JIOY, cornacoBbIBaeTcsi ¢ KCIEPTHOM Komuccuer opranuzaiuu (nainee — OK), c
AKCIEPTHOM MPOBEPOUYHON KOMHUCCHEH TOCYIapCTBEHHOIO apXuBa (MECTHOTO



ucnonHurtenbHoro oprana) (naisee — JIIK), B KOTOphI JOKYMEHTHI MEPEAAIOTCS Ha
NOCTOSIHHOE XpaHEHHWE, W yTBepKJaaercs (He MO3/JHEee KOHIAa TEKYIIEro Troja)
pykoBoauTeneM opranuzanuu. CorjacoBbIBA€TCS HOMEHKJIATypa [ieln ¢
rOCY/IapCTBEHHBIM apXWBHBIM YUPEKJIEHUEM HE PEXXe OJIHOrO pa3a B 5 JIET, €CIU He
OBLJIO KOHIIETITYaIbHBIX U3MEHEHHUH B (YHKIIUAX U CTPYKTYPE OpPTaHU3AIUH.

OpraHu3zanuu He SIBJISIOIIMECS MCTOYHHMKAMU MOMNOJHEHUS HanmoHanbHOro
apXMBHOTO (DOHJA HE MPEICTABISAIOT HOMEHKIIATYPHI el Ha cornacoBanue JIIK.

118. Homenkiarypa nen neyataercss B HEOOXOIUMOM KOJIMYECTBE IK3EMILISIPOB.
OnuH SK3eMIUISAp YTBEPKICHHOM HOMEHKJIATYphl XPAHUTCS B TOCYJAapCTBEHHOM
apXHBe, C KOTOPbIM OHA COTJIACOBBIBANIACH.

119. HomenkiiaTypa Aen B KOHIIE KaXXJOTO rojla YTOUHSIETCS, YTBEPKIACTCA
PYKOBOJUTENIEM OpPraHU3allui U BBOJUTCSA B IEUCTBUE ¢ | sSTHBaps ClieyIOIIEero rojaa.

120. Ha3BanusiMu pa3zelioB HOMEHKJIATYphl A€ SIBIAIOTCS HAaUMEHOBAHUSA
CTPYKTYPHBIX TMOJIpa3/IeJICHU, KOTOpPhIE PACIOJIaraloTCd B COOTBETCTBUU C
YTBEPKJACHHOM CTPYKTYypol opraHuzainuu (mratHoe pacnucanue). [lepBoiit pazgen
HOMEHKJIATyphl BKJIIOYAET 3arojIOBKU [N, COAEpXKallue paclopsIuTeNbHYIO
JOKYMEHTAIlMI0 U JOKYMEHThl KOHCYJIbTATUBHO-COBEIIATEIbHBIX OpPTaHOB
BO3TJIABIIIEMBIX PYKOBOJICTBOM.

121. JIokyMeHTHI PHIIMATIOB U TIPEICTABUTEILCTB BHOCSTCS B KAUECTBE Pa3/IeiioB B
HOMEHKJIATYPY J1€JI OPraHU3alHH.

CaMOCTOATENBHBIM pPa3/IeIOM HOMEHKJIATYphI JIeNl SIBISETCS HAaWUMEHOBAHUE
oOIIecCTBeHHOW opranu3anuu. [laHHbIN pa3jen pacronaraercs mociie BceX pasziesioB
HOMEHKJIATYPHI JIeJl OpraHU3aliH.

122. Jlns opranuzaiuu, He UMEIOIIEN CTPYKTYpbl, HOMEHKJIATypa €] CTPOUTCS MO
MPOU3BOJICTBEHHO-OTpAacAeBOM uin (PyHKIIMOHAIBbHOU cxeMe. HaumeHoBanus
pa3ziesioB COOTBETCTBYIOT HAIMIPABIICHUSIM JEATEIbHOCTH OpPraHU3alluH.

123. Jy1st moABEJOMCTBEHHBIX OpPTaHHU3alMi C OJTHOPOJAHBIM COCTAaBOM JJOKYMEHTOB
cnyxk0oit  JIOY BeimecTosliero opraHa (BBIIECTOSIIIEN OpraHu3alium)
pa3pabaThIBalOTCS TUIOBBIE (TPUMEPHBIC) HOMEHKIIATYPhI JIe]1. Takue HOMEHKJIATyphl
MOJJIEKAT COTJIAaCOBAHMIO C LIEHTPAIbHBIM TOCYJapCTBEHHBIM OPraHOM YIIPaBJICHUS
apXMBaMH M JOKYMEHTAIMEHW WM MECTHBIMU HUCIIOTHUTEIILHBIMUA OpraHaMu 00JIacTe,
ropojia pecnyOJuKaHCKOro 3HaYEHUS U CTOJULBI.

IMTaparpa¢ 8. ITopsanok opopmiieHHsI HOMEHKIIATYPHI ACIT

124. B HOMEHKJIATypy [€JI BKIKOYAIOTCS 3arOJIOBKH JI€J, OTPAXKAIOIIUE BCE
JOKYMEHTUPYEMbIE YYacTKU pabOThl OpraHU3allii, B TOM YHCIIE JIUYHBIC JIeJ1a, ONUCH
nen, PK®, koHTpoIbHO-CIIpaBOYHbIE, TEMATUYECKUE KAPTOTEKH, a TAKKE 0a3bl TAHHBIX



[leuaTHble U31aHUSI B HOMEHKJIATYPY A€ HE BKIIFOYAOTCS.

125. B rpade 1 HOMEHKIATYphI A€ MPOCTABISIOTCS MHIAEKCHI KaXJI0To Jena,
BKJIFOUEHHOTO B HOMEHKJIaTypy. HIeKke nena cocTout u3 Hu@poBoro 0003HayeHUs
CTPYKTYPHOTO TMOJpa3JeIeHUs] M TMOPSAJKOBOrO HOMEpa 3arojioBka Jejia Io
HOMEHKJIATYype B Ipefenax CTPYKTYPHOIO MNOApa3JeieHus. DJIEMEHTbl HHAECKCA
OTJIIETISIFOTCS IPYT OT JApyra AePUCOM.

B HOMeEHKIaType Jeia peKOMEHIYETCS COXPaHATh MOPANOK PaCIOI0XKEHUS
OAHOPOJHBIX [IeJ B TMpeJeNiaXx pa3HbIX CTPYKTYPHBIX MOApPA3ACICHUN, IS
NepeXOAAIIMNX JAeJl UHIEKC COXPaHIETCS.

126. B rpady 2 HOMEHKIATyphI 1€ BKIIFOYAIOTCS 3ar0JIOBKH 1 (TOMOB, YacTei).
TpeGoBaHus K 3ar0JIOBKY:

1) 3aroyoBoK aena MOJKEH 4eTKO, B 0000IIeHHOH (popme oTpakaTb OCHOBHOE
COJIEp’KaHME U COCTAB JOKYMEHTOB JI€]1a;

2) He naomycKaeTcs ynoTpeOJeHue B 3arojoBKe Jeja HEKOHKPETHBIX
dbopmynupoBok ("pazHele Matepuanbl', "oOmias mnepemnucka', "ucxomasiias

"nn

KOppecnoHAeHIM" "BXOASIINE JOKYMEHTHI"), a TaKKe BBOJHBIX CIOB U CIIOXHBIX
000pOTOB;

3) 3aroJioBOK Jiejla COCTOUT M3 DJIEMEHTOB, PAcClojaraéMblX B ClIeAyIOIIei
[I0CJIEJOBATEIBHOCTH:

Ha3BaHUE BUJA Jea (Mepenucka, KypHall) WId pa3HOBUIHOCTU JIOKYMEHTOB (
IPOTOKOJIBI, IPUKA3bl);

Ha3BaHWE OpPraHU3AIMU WA CTPYKTYPHOTO MOApa3zesieHus (aBTOp JOKYMEHTA),
Ha3BaHUE OPraHU3alUU, KOTOPOM OyAyT aJpecoBaHbl WM OT KOTOpPOHl OynyT
HOJTyY€Hbl JOKYMEHTHI (ajpecaT Uil KOPPECTIOHACHT JOKYMEHTA);

KpaTKOe coJiepKaHue TOKYMEHTOB JelIa;

Ha3BaHUE MECTHOCTH (TEPPUTOPHUH), C KOTOPOIl CBA3aHO COAEPKAHUE TOKYMEHTOB
nena;

nata (1mepuoa), K KOTOpbIM OTHOCATCSA JOKYMEHTHI JI€a;

4) B 3aroJioBKax Jiejl, COJEep>KalluX JOKYMEHTHI 10 OJHOMY BOIPOCY, HO HE
CBSA3aHHBIX ITOCJIEI0BATEILHOCTHIO NCIIOJIHEHMS], B KAUECTBE BU/IA JIea YIOTpeosercs
tepmuH "JlokymeHThI". TepMuH "MOKyMEHTHI" NPUMEHSIOTCS TaK)Ke B 3ar0JIOBKax Jel,
coJiepKalluX JOKYMEHThI — MPUIIOKEHUS K KAKOMY JINOO TOKYMEHTY U 0(OpPMIIAIOTCS
cnenyronuM oopaszoM "[Iporokon (s1) 3acenanus (uit) CoBeTa TUPEKTOPOB KOMIIAaHUU
Y TOKYMEHTHI K HUM" win "J[OKyMEHTHI K ITPOTOKOY 3acenanuss CoBeTa AUPEKTOPOB
KOMIIaHUHN";

5) B 3arosioBKax Jell, COAEPKAIUX MEPENUCKY, YKA3bIBAETCS, C KEM U MO KaKOMY
BOIIPOCY OHa Benerca. B ciydae BeneHHs NEPENUCKH C  OJHOPOIAHBIMH
KOPPECIOHACHTaMH, B 3ar0JIOBKAaX YKa3bIBa€TCA UX OOII[ee BUIOBOE HA3BaHUE;



6) B 3aroJIOBKax e, CoJAep KalluX MEePernucKy ¢ 0ojiee TpeMs pasHOPOIHBIMU
KOPPECIOHACHTAMHU, UX HAUMEHOBAHUS HE MEPEUUCIISIIOTCS;

7) mpu 0003HAYECHUH B 3aroJIOBKax Jej aJMUHHUCTPATUBHO-TEPPUTOPHATHHBIX
€VHUI] YYUTHIBACTCS CIIEyIONIEE:

€CclM CcoJep>KaHue Jejla KacaeTcs HECKOJbKUX OIHOPOJIHBIX
aMUHUCTPATUBHO-TEPPUTOPUATBHBIX €IUHUII, B 3ar0JIOBKE JIeJia HE YKa3bIBAIOTCS UX
KOHKpETHbIE Ha3BaHHUs, a YKa3bIBAETCS UX 00IIee BUOBOE Ha3BAHNUE;

€CJIM COJIEpKaHHUE JeJa KacaeTcsi OJHOM aJMUHUCTPATUBHO-TEPPUTOPUATIBHOM
€AVHUIIBI (HACEJIEHHOIO IMyHKTA), €€ (ero) Ha3BaHUE YKa3bIBAECTCS B 3ar0JIOBKE JI€Na;

8) B 3arojoBKax JeJ, COJIepKallUX IUIAHOBYIO WJIM OTYETHYIO JOKYMEHTAIIHIO,
yKa3bIBaeTCs Mepuo/l (KBapTall, roj1) Ha (3a) KOTOPBIN COCTaBJIEHBI TUIAHBI (OTYETHI);

9) 3aronoBKH Cy/1eOHBIX, CIECTBEHHBIX, JIMYHBIX, IEPCOHATBHBIX, apOUTPAKHBIX
Jen, Jed  coaep)KalluX JOKYMEHTBHI, CBSi3aHHBbIE IOCJIEA0BATEIbHOCTHIO
JETOMPOU3BOACTBA IO OJTHOMY BOITPOCY, HAUMHAKOTCS cO cioBa "Jleno";

10) ecnu fieno GyneT COCTOATh U3 HECKOIBKUX TOMOB MJIM YacTel, TO COCTABIISIETCS
OOIIMI1 3aroJIOBOK Jiefia, a 3aT€M COCTAaBJISIIOTCS 3ar0JIOBKU KaXKJI0ro ToMa (4acTu),
YTOUHSIIOLIE COAEPKAHUE 3ar0JIOBKa Jea.

127. 3aronoBku [ey1 BHYTPU Pa3[eIOB HOMEHKJIATYpPHI PACIOIAralOTCs B
COOTBETCTBUHU CO CTEINEHBIO BAXXHOCTHU JOKYMEHTOB, COCTABJISAIONIMX Jeja, U UX
B3aMMOCBSI3bIO.

Bnauane pacronararoTcs 3arojoBKHU JI€J, COAEPKAIIMX HOPMAaTUBHYIO MTPABOBYIO
nokymeHTanuo. [Ipu 3ToM 3arooBKH 1€, CoAepKalIUuX MOCTAHOBICHUS U MPUKA3bI
BBIIIECTOAIIMX OpraHU3allNil, pacloiararoTcsl mepes 3arojloBKamMu el ¢ MpuKa3zaMu
opranu3anuu. Jlanee pacrosiararoTcsi 3arojIOBKH €N, COJEpKalluX OCTaJbHbIC
MIPaBOBbIC AKThI, & TAK)KE TJIAHOBBIC U OTYETHBIE JOKYMEHTHI.

[IpoekThl pacnopsAAUTEIbHBIX JOKYMEHTOB, JOKYMEHTHI MO UX MOJATOTOBKE,
U3MEHEHHUs K IUJIaHaM, OCHOBaHMs K MpHKa3aM MOMEIIAIOTCS B HOMEHKJIAType el
BCJIE/ 3@ COOTBETCTBYIOIIMMH OCHOBHBIMH JOKYMEHTAMHU.

3aroJ0BKH /i, 3aBEICHHBIX MO Teorpad@uueckoMy U KOPPECHOHIAEHTCKOMY
IpU3HAKaM, BHOCSITCA B HOMEHKIIATYPY /el 1o andaBuTy reorpaduueckux Ha3BaHUU U
KOPPECIOHICHTOB.

3aroyioBKM el yTOUHSIOTCS B ipouecce hopmupoBanus u opopmienus nen. Eciu
B TEUYCHHE T0Jla BO3HUKAIOT HOBBIE JOKYMEHTHPOBAHHBIE YYacCTKH pabOTHI, HE
Pe1yCMOTPEHHBIE JIeJ1a, OHU JOTIOJHUTEIBHO BHOCATCS B HOMEHKIIATYPY.

128. I'pada 3 3amomHsETCS MOCIIE 3aBEPIICHUS KAJICHIAPHOTO TO/1a.

129. B rpade 4 yka3pIBarOTCS CPOKH XpaHEHHUS Jeja CO CChUIKOM Ha HOMepa
NYHKTOB (cTaTei) TUMOBOTO WJIM BEJOMCTBEHHOTO (OTpPacieBOT0) MEepeuHs
JIOKYMEHTOB C YKa3aHUEM CPOKOB UX XpaHEHUs, IPU UX OTCYTCTBHH — Ha THIOBYIO (
MPUMEPHYI0) HOMEHKJIATYpY Jell.



130. B rpade 5 cimyx60ii IOV yka3pIBaroTCss HAMMEHOBAHUS MEPEYHS JOKYMEHTOB
, TUTIOBOM (MpUMEPHON) HOMEHKJIATYPHI €, UCIOJIb30BAHHBIX MPU OMpPEACICHUU
CPOKOB XpaHEHHUs JIeJl, ¥ JIeJAI0TCS OTMETKU O MEePEeXOISIINX Jenax, 0co00 IEHHBIX
JOKYMEHTaX M Jeliax, mepejaye JeJd B JAPYroe CTPYKTYpHOE MOJpa3jelieHUe WU
OpraHM3alMIo JIJIsl UX MPOAOJKEHHUS, B apXUB OpraHU3allii, HATMYUH JIEKTPOHHBIX
KOMUM JOKYMEHTOB, BUJIE U MECTE XPAHEHUS UX HOCUTETIEH.

131. Ilo okOHYaHUU TOJa OCYIIECTBISETCA CBEpKa (YTOUHEHHUE) 3ar0JIOBKOB
HOMEHKJIATypbl ¢ (PAKTUYECKHUM COCTaBOM JOKYMEHTOB Jieja U WX cojepxkaHueM. B
KOHIIE HOMEHKJIATYPhI JIeJT JISJTAeTCS UTOTOBast 3alKUCh O KOJTMYECTBE 3aBEICHHBIX Je (
TOMOB).

CBeneHust 0 KOIMYECTBE 3aBEJICHHBIX €)1 COOOIIAIOTCS apXUBY OpPraHU3aIUu.

ITaparpad 9. ITopsanok ¢popMupoBaHUA e

132. WcnosHeHHbIE AOKYMEHTH (POPMUPYIOTCS HMCIIOJIHUTENEM B Jeia B
COOTBETCTBUM C HOMEHKJIATYpo# Aesn. DopMUpOBaHHE /1€]1 BHE HOMEHKJIATYPBI 1€ HE
JIOITyCKaETCsL.

133. KonTtpoub 3a popMHUpOBaHUEM €I OCYIIECTBISIET ciyx0a JJOY.

134. IIpu hopmupoBanuu e COONIOAAIOTCS CIEeAYIONe TPeOOBaAHNUS:

1) B geno moMeniarTcsl TOJAbKO HUCIOJTHEHHBIE, MPABUIHLHO O(POpMIIEHHBIC
JOKYMEHTBI, COOTBETCTBYIOIIME I10 CBOEMY COJIEPKAHMIO 3arojOBKYy Jena II0
HOMEHKJIaType Aell;

2) B 1€JI0 NOMEUIAIOTCS BMECTE BCE JTOKYMEHTBI, OTHOCSIIIIUECS K Pa3pelICHHIO
OJIHOT'O BOIIpOCaA.

[IpunoxeHuss K AOKyMEHTaM, HE3aBUCHUMO OT JATbl UX YTBEPXKACHUSA WU
COCTaBJICHUSI, IPUCOEAUHSIIOTCS K JOKYMEHTaM, K KOTOPbIM OHU OTHOCSITCH.

[Tpunoxenus oobemoMm cBblie 180 IMCTOB COCTABIAIOT OTAEIbHBINA TOM, O UYEM B
JNOKYMEHTE JIEJIaeTCsl OTMETKA.

3) COBMECTHO IpYIIUPYIOTCS BEPCUH IOKYMEHTA Ha Ka3aXCKOM, PYCCKOM U MHBIX
A3BIKAX;

4) rpynnupyroTcs B Aesa JOKYMEHThI OAHOTO KaJeHAApHOI0 Tojia, UCKIIOUEHUE
COCTAaBJISIFOT — MEPEXOJdIlINe Jela, CyAeOHble Jeia, JMYHBbIE [ea, KOTOpPBIE
(opMUpYIOTCS B T€UEHUE BCEro Iepuoja paboThl JTaHHOIO JHIa B OpraHu3alui,
JOKYMEHTBI BBIOOPHBIX OPTaHOB M MX MOCTOSIHHBIX KOMHUCCHUH, JENyTaTCKUX TPYIIIL,
KOTOpbI€ TPYNNUPYIOTCS 3a MEPUOJ UX CO3bIBA, JTOKYMEHThI YUEOHBIX 3aBEJCHUH,
KOTOpbIe (POPMUPYIOTCS 3a YUEOHBIN roJl, JOKYMEHTBI TE€AaTPOB, XapaKTEPU3YIOIIHE
CLICHMUYECKYIO JACSITeIbHOCTD 32 TeaTpaibHbIN CE30H, UCTOPUH OOJIE3HEH.

5) pa3aenbHO TPYNIUPYIOTCSA B JAesa JOKYMEHThl MOCTOSHHOTO U BPEMEHHOTO
CPOKOB XpaHEHHMS;



6) TererpaMMBbl, KCEpOKOMHH (pakcorpaMm, TeaedoHOrpaMMbl TTIOMEIIAIOTCS B Jeia
Ha OOUIMX OCHOBAHUSAX B COOTBETCTBUM C HOMEHKJIATYpOH JelT;

7) B 1€JI0 HE MOMEMIAIOTCS JOKYMEHTBI, MOJJIEkKAIIUE BO3BPATy, YEPHOBUKHU U
JIMIITHUE SK3EMIUISIPBL;

8) mo o0BeMy 170 MOCTOSHHOTO CPOKa XpaHEHUs He AOJHKHO mpeBbimaTh 180
JIUCTOB;

9) npu HaIMYUK B i€ HECKOJbKUX TOMOB (4acTei) HoMmep (MHIEKC) U 3ar0JI0OBOK
JieJia TPOCTABIIIETCS HAa KaXJOM TOME C JI00aBJICHUEM HyMepallud TOMOB (YacTteii), B
MoCJIeIHEM TOME (Y4acTH) 1obaBisieTcs cyioBo "mocnennuit” ("mocnennss").

135. JIoKkyMeHTBI BHYTpPH Ji€]a PACIOJIaraloTcsl CBEPXY BHU3 B COOTBETCTBUU C
MOCJIEIOBATENBHOCTHIO PEILIEHUS BOMPOca (XPOHOJIOTHYECKOM MOPSAIKE 10 PEIIaeMbIM
BOIPOCAM) WJIM B Hayalie Jeja MOMEIIAeTCs WHUIMATUBHBIA JOKYMEHT, 3aT€M —
JOKYMEHT C OKOHYATEJIbHBIM PEIICHUEM BOIPOCA, J1ajiee — TOKYMEHTBI, OCBEHIAOIIINE
XO/JI PELIeHUs BOIIpOca.

136. Bce 1OKyMEHTBI OTUYETHOTO ¥ MH(GOPMAIIMOHHOTO XapaKTepa MO UCIIOJHEHUIO
aKTOB M MOPYYEHUI BBIIIECTOSAUIMX OpraHU3allfii, B KOTOPbIX OpraHU3alus SBIsUIACH
OCHOBHBIM HCITOJTHUTEJIEM, (OPMUPYIOTCS B OTIEIbHBIC Jejia 1O HalpaBJICHUSM
JEeSATENBbHOCTH OpraHU3aliKi. B oCcTambHBIX CiIyyasix 3TH JTOKYMEHTHI MOAIIUBAIOTCS B
JIEJIO MEPENUCKH 3a TEKYIIAN TOI.

137. PacniopsaauTenbHble NJOKYMEHTHI TPYNIUPYIOTCS B Jieja MO BUAAM U
XPOHOJIOTUM C OTHOCSIIIUMUCS K HUM MPWIOKEHUAMU. WHCTpyKUMuU, TpaBuia,
MOJIOKEHHUS, YCTaBbl, YTBEPKACHHBIE PACTIOPSIAUTENBHBIMU JOKYMEHTAMHU, SIBJISIIOTCS
NPUIOKEHUSIMA K HUM U TPYNIUPYIOTCS BMECTE C yKa3aHHBIMU JJOKyMeHTaMu. Eciu
7K€ OHU YTBEPIKIEHBI B KAYECTBE CAMOCTOSITEILHOIO IOKYMEHTA, TO UX TPYyNIUPYIOT B
OTJIETIbHBIE JIeNa.

138. Ilpukas3pl (pacmopsbKEHHsI) MO OCHOBHOM JI€ATEIbHOCTH, MPHUKa3bl (
pacmopspKeHus) MO JIMYHOMY COCTaBy, aJMUHUCTPATHUBHO-XO3SHCTBEHHOU
NEeATENbHOCTH (POPMUPYIOTCS B OTJEIBHBIE JENA.

139. IIpoToKONBI B A€NE PacHOJIaralOTCA B XPOHOJIOTHYECKOM IMOPSAKE MO
HOMEpPaM BMECTE C TJOKYMEHTaMH K HUM.

140. Ilepenmncka rpynmnupyercsi, 3a AEIONPOU3BOACTBEHHBIN TOJ H
CUCTEMATH3UPYETCS B XPOHOJIOTMYECKOM TMOCIEJ0BATEIBHOCTH, MPH 3TOM
JOKYMEHT-OTBET IOMEINAeTcsl 3a JOKYMEHTOM-3ampocoM. [Ipu Bo300HOBIEHUU
NEepernucKu MO OINpeeICHHOMY BOIIPOCY, HayaBIIEWCS B MPENbIAyIIEM TOAy,
JOKYMEHTBI BKJIIOHAIOTCS B JIEJIO TEKYIIEro rojla ¢ yKa3aHHMEM HHJIEKca Jena
IPEABIIYIIErO rO/a.

141. JIoOKyMEHTBI B TMYHBIX JI€JIaX PACIOJIATAOTCS B XPOHOJIOIMYECKOM ITOPSIKE B
COOTBETCTBHHM C UX IMOCTYILJIEHUEM.



142. JluueBbie cyeTa 1Mo 3apaboTHOM 1aTe GOpPMHUPYIOTCS B OTJEIbHBIC /e U
pacrnoJiaraloTcs B HUX B aj()aBUTHOM NOpAJIKE paMuiInii paOOTHUKOB.

143. TpynoBbie JOrOBOPHI (POPMUPYIOTCA B COCTABE JIUUHBIX JI€] WIH OTACIBHO B
angaBUTHOM NopsaKe pamuiinii pabOTHUKOB.

144. Crnucku (pU3NYECKUX JIUIl U JOKYMEHTHI, MOATBEPKAAIOIINE IEPEUNCICHHE
00s13aTEeNIbHBIX IEHCHUOHHBIX B3HOCOB, 00s53aTeNbHBIX MPO(EeCCHOHAIbHBIX
NEHCUOHHBIX B3HOCOB B €/IMHBII HAKONMUTEIbHBIA IEHCUOHHBIN (OHI POPMUPYIOTCS B
OJIHO JIETIO.

Cnucku (U3MYECKHX JIUI U JOKYMEHTBI, TOATBEPKAAIOIINE MEePEeUHCICHUE
COLIMAJIbHBIX OTYUCICHUHN (POPMHUPYIOTCS B OJTHO JEJIO.

Cnucku (U3MYECKHX JIUI U JOKYMEHTBI, TOATBEPKAAIOIINE MepPeUrCIeHUE
B3HOCOB 110 0053aTEJIbHOMY COLHMAIbHOMY MEIUIMHCKOMY CTPaXOBaHUIO
(opMuUpYIOTCS B OJTHO JIEJIO.

145. I1nanbl, OTYETHI, CMETHI, JUMHUTHI U IITATHBIE PACIUCAHUS POPMUPYIOTCS B
COOTBETCTBYIOIIME Jie]a TOTO T'0Jla, Ha KOTOPBIM WIM 332 KOTOPBIM OHHU COCTAaBJICHBI,
HE3aBUCUMO OT JaThl UX COCTABJIEHUS, YTBEPKIACHUS UIH MOCTYIUICHHUS.

146. OOGpamienuss PU3MUECKUX U IOPUAUYECKUX JHUI] GOPMUPYIOTCS B Jeja 1o
BOIIpOCaM,  HampaBJCHUSIM  JESITeIbHOCTH  OpPraHu3aluud  HWId 10
aJIMUHHCTPATUBHO-TEPPUTOPUAIBHBIM eAuHUIaM. [Ipu He3HayuTeNbHBIX O00beMax
oOpaiueHuii gomnyckaercs (GopMupoBaHue A€l M0 GpaMuWIUiIM aBTOPOB OOpallEeHUN B
an(aBUTHOM MOPSIIKE.

147. DnexTpoHHBIE TOKYMEHTHI U 0a3bl TaHHBIX POPMUPYIOTCA B Jiea (Marku) B
COOTBETCTBHHM C HOMEHKIJIATYPOMl el OpraHu3aluu, OTAEIbHO OT JTOKYMEHTOB Ha
OyMa)XHBIX HOCHUTEJISX, Ha BbIIEIEHHOM HOCUTENEe MHPOpMaluu. DIEKTPOHHbIE Oa3bl
JaHHBIX (OPMUPYIOTCS B OTHEIbHBIE J€Ja, HAUMEHOBAHUE JieJla COOTBETCTBYET
HaMEHOBAHUIO 0a3bl JTaHHBIX.

IMTaparpad 10. ITopsamox odpopmnenns geiu

148. Jlena opraHu3anuu Mojyiexxar o(GOpMIEHHUIO MPU UX 3aBEACHUU U IO
3aBEpILECHUU I0/1a ISl MOATOTOBKH Jiea K xpaHeHuto. OdopmiieHue aena BKIOYAET B
ce0s1 KOMIUIEKC paboT MO OMMCAHMIO Jiefla Ha OOJIOKKE, OpOIIIOPOBKE, HyMEpaIHH
JUCTOB M COCTAaBIICHHIO 3aBepuTesbHOW Hanmucu. OdopmieHue aen mpoBOAUTCS
OTBETCTBEHHBIM JIMIIOM 32 BEJIEHUE JIEIONPOU3BOJCTBA CTPYKTYPHOTO MOAPA3AEICHNU,
IPY METOJUYECKOM MOMOIIM U MO KOHTposieM ciryk0b1 JIOY.

149. B 3aBUCMMOCTH OT CPOKOB XpPaHEHUS MPOBOJIUTCS MOJHOE WJIM YaCTUYHOE
odopmiienue aein. [lomHomy opopmiieHHIO MOIEKAT Jieia OCTOSIHHOTO, BpEMEHHOTO
(cBbime 10 5eT) xpaHeHuss U Mo JUYHOMY cocTaBy. [lomHoe odopmienue nena
npexycMaTpuBaeT opopMIICHHE PEKBU3UTOB OOJIOKKHU Jesia, HyMEpaIuio JINCTOB B



7iesie, COCTAaBJICHHUE JIMCTa-3aBEPUTEIIS JieJa o popMe COTjacHO MPUIOKEHUIo 23 K
HACTOSIIIMM THUIOBBIM MpaBuiaM, COCTaBICHUE BHYTPEHHEN ONMUCH IOKYMEHTOB Jieja
1o ¢popMe COrjlacHO MPHUIIOKEHUIO 24 K HACTOSIIIKUM THUIIOBBIM MpaBHIaM, MOIIIUBKY
WIH TIepeIUIeT JieJia, BHECEHUE HEOOXOIMMbIX YTOUHEHUN B PEKBU3UTHI OOJIOKKH JIena.

150. Ha o010Ke fena mocTossHHOTo, BpeMeHHOro (cBbiie 10 j1eT) XpaHeHHs U 110
JUYHOMY COCTaBY YKa3bIBAIOTCS CJIEAYIONINE PEKBU3UTHI:

1) HauMeHOBaHKE OpraHU3alKi, HAUMEHOBAHUE CTPYKTYPHOIO MOAPA3IEIEHUS;

2) HAaMMEHOBAHME HACEJICHHOTO ITyHKTAa, B KOTOPOM JMCJIOLMPOBAaHA OpraHU3alMs,
HOMED (MHJCKC) Aena;

3) 3aroJioBOK jena, aara jena (ToMa, 4acTH), KOJIMYECTBO JUCTOB B JI€JI€, CPOK
XpaHEHHUs JIena;

4) apxuBHbIN Udp aena.

151. PekBU3UTHI, MpOCTaBIsieMble Ha 00JI0KKE J1e71a, 0QOPMIISIIOTCS CIIEIYIOIIUM
oOpazom:

1) HauMeHOBaHUE OpTraHU3aAlMU B COOTBETCTBUU C YUYPEIUTEIHCKUMHU
JOKYMEHTAMH YKa3bIBAE€TCS MOJHOCTHIO, B MMEHUTEIBHOM NaJeXke, C yKa3aHUEM
OoQUIMaNIbHO HPHUHATOTO COKPALICHHOTO HAaUMEHOBAHMS, KOTOPOE YKa3bIBaeTCsi B
CKOOKax mocjie NoJHOTO HauMEHOBAHUS;

2) HAaMMEHOBAHUE CTPYKTYPHOTO MOApPA3JAEICHHUS - 3AlMCHIBAETCS HAa3BAHUE
CTPYKTYPHOTO MOJpa3JeieHs] B COOTBETCTBUU C YTBEPKACHHOU CTPYKTYpOH, HOMED
7ena - mpocTaBisieTcs udpoBoe o0o3HaUCHNUE (MHJIEKC) Jiea 0 HOMEHKJIAType Jel
OpraHu3allly;

3) 3aroyioBOK Jiefa - MepEeHOCUTCS U3 HOMEHKIIATyphl J€Jl, JaTa JeJia - YKa3bIBaeTcs
roJ (bl) 3aBeJICHUS] U OKOHYAHUS JeJia B JeJI0NpOon3BOACTBE. JlaToil e, cogepxainx
PaCIOPSIANTENbHYIO IOKYMEHTALMIO, a TaKXKe ISl JIel, COCTOSALIUX U3 HECKOJIBKHUX
TOMOB (4YacTeil), SIBJSIOTCS KpallHuEe J1aThl JOKYMEHTOB Jela, COOTBETCTBEHHO AaTa (
YHCIJIO0, MECSII, TOJ) PEerUCTpaluu (COCTaBICHUS) CAMOI'0 PAHHETO U CaMOro MO3IHETO
JOKYMEHTOB, BKIIIOUEHHBIX B Je10. J{aToil mpuioxkeHus K eny, choOpMUPOBAaHHOMY B
OTJIETLHBIN TOM, SIBJISIETCS JaTa PErucTpalid OCHOBHOTO JOKYMEHTA, MPUJIOKEHHUE K
KOTOPOMY MOMEILIEHO B 3TOT TOM. [Ipu 3TOM 4mciio u rox 0003HavarTCs apaOCKUMHU
nudpamMu, Ha3BaHKUE MecsIa MUIIETCS MOJTHOCTHIO CIIOBAMHU.

152. B uensix o0ecrieueHns COXpaHHOCTU U 3aKPEIUIEHUS MOPsIIKa PACIOI0KEHHUS
JOKYMEHTOB, BKJIOUYEHHBIX B [€JI0, BCE €ro JINCThl, B TOM YHCIIE PE30JIOLMH,
COCTABJICHHBIE HA OT/ICJILHOM JHUCTE ((PUIIKHM), KPOME JINCTA 3aBEPUTEII U BHYTPEHHEN
omucH, HyMepyloTcs. JIMCTBI HyMepyloTcs YepHBIM, MSITKHM, TpaQuUTOBBIM
KapaHJaloM, Iupsl MPOCTABIISIIOTCS B IPABOM BEPXHEM YTIIY JIUCTA.

153. ITopsinok Hymepanuu JUCTOB Aena:

1) muct Gonee popmara A4, MOAIIUTHIN 32 OJJUH Kpal, HyMEepyeTCsl KaK OJIUH JTUCT
B IIPaBOM BEPXHEM YTIIy;



2) TOKYMEHTBI C COOCTBEHHOW HyMmepaluel JUCTOB, B TOM YHUCJIE MeYaTHBIC
U3/1aHus, MOTYT HYMEpOBaThCsl B OOIIEM MOPSAJKE WU COXPAHSATh COOCTBEHHYIO
HyMEpAaIHIO, €CJIM OHa COOTBETCTBYET MOPSAJIKY PACIIOI0KEHUS JTUCTOB B JIETIE;

3) AUCTBI JieJ1, COCTOSIIIUX U3 HECKOJBKUX TOMOB HJIM YacTed, HyMEpPYIOTCS IO
KaKJIOMY TOMY WJIM YaCTHU OTJEIBHO;

4) ¢ororpadum, yepTexu, AuarpaMMmbl U JAPYTUE WIIIOCTPATHUBHBIE U
crieniu(UIecKre JTOKYMEHTHI, MPEACTABIISIIONINE CAaMOCTOSITENIbHBIN JUCT B JIEliE,
HYMEpYIOTCS Ha 00OPOTHOM CTOPOHE B JIEBOM BEPXHEM YTIIY;

5) moAIMMTHIC B 1€JI0 KOHBEPTHI C BIOKEHUIMH HYMEPYIOTCS — CHadaia KOHBEPT, a
3aT€M OYEpPETHBIM HOMEPOM KaxKJI0€ BJIO)KEHUE B KOHBEPTE;

6) MPUIOXKEHHS K i€y, MOCTYIUBIIUE B Teperiere, oQpopMIISIOTCS Kak
CaMOCTOSITENIbHBIN TOM U HyMEPYIOTCS OTIEIBHO;

7) B cityyasix oOHapy>KeHHs1 OOJIBIIOTO Yucia OMUO0K B HyMeEpaliuu JUCTOB Jelia
NpPOBOJUTCS MX MNepeHyMmepanus. [Ipu mepeHymepanuu JHUCTOB CTapble HOMeEpa
3a4EpKUBAIOTCS U PSAJIOM CTABUTCS HOBBIII HOMED JIMCTA, B KOHIIE JI€Jla COCTABIIAECTCS
HOBBIU JIUCT — 3aBEPUTEIIb, IPU ATOM CTaPhIil JIUCT — 3aBEPUTEIb 3aU€PKUBACTCS, HO
COXpaHsIeTCs B JIEJIE;

8) mpu HaIMYUK OTACIbHBIX OIMIMOOK B HyMEpaluu JUCTOB JIOMYCKaeTCs
yHoTpeOJICHUE TUTEPHBIX HOMEPOB JINCTOB.

154. Ilocne 3aBepuieHHs HyMEpAlHUH JUCTOB COCTABIAECTCA 3aBEPUTEIbHAS
HAJIKCh, KOTOpasi MOANUCHIBAETCA €€ COCTABUTEIEM C YyKa3aHHEM pacliu(poBKU
MOAMUCH, JOJIKHOCTH U JaThl COCTABJICHUSI.

Bce nocnenyroiyue M3MEHEHHUsI O COCTaBE U COCTOSHUU Jiesia (MOBPEXIACHUS,
U3BATUE JIOKYMEHTOB) OTMEYAIOTCS B JIUCTE€ — 3aBEPUTENE CO CCBHUIKOW Ha
COOTBETCTBYIOIIUH aKT.

KonudecTBo IUCTOB B Jielie TPOCTABIISIETCS. HA OOJIOKKE Jieja B COOTBETCTBHH C
UTOTOBOM HAJITHCHIO.

155. PexBusut "cpok XpaHeHUs jaena" MEPEHOCUTCS Ha OOJOXKKY Jena u3
COOTBETCTBYIOIIE HOMEHKJIATYPBI JIEJ IOCJIE€ CBEPKH €r0 CO CPOKOM XpaHEHHH,
yKa3aHHBIMHU B MIEPEUHSIX IOKYMEHTOB, C YKa3aHHUEM CPOKOB XpaHEHUSI.

156. Ha nemnax mocTostHHOTO XpaHeHus nuieTcs — " XpaHUTh NOCTOSTHHO'.

157. ApxuBHbiii mudp nena (cocTouT U3 Homepa GhoHIa, HoMEpa OMUCH U HOMEpa
JieNa 1Mo OTMHUCH) Ha 00JIOKKAX e MOCTOSSHHOTO XPAaHEHHs MPOCTABIIIETCS B apXUBE
TOJIBKO TTOCJIE BKJIFOUEHHUS 3THUX JIe] B Pa3/iesibl CBOJHBIX Onucel, yrepxkaeHHbIX DIIK
(10 ATOTO OH MPOCTABIISIETCS KApAHAAIIIOM).

158. Ilo okoHYaHMHM roja B HAJMNKUCU Ha OOJOXKKaxX JeJl TMOCTOSHHOTO U
BpeMeHHOTO (cBbIlIe 10 jeT) XpaHeHUs] BHOCATCSI YTOUHEHUSI — TP HECOOTBETCTBUU
3aroJioBKa Jesl Ha OOJIOKKE COJEPKaHUIO MOAIIUTHIX JOKYMEHTOB B 3aroJIOBOK Jeia
BHOCSTCS] U3BMEHEHUS U JIOMTOJTHEHUSI.



159. Jlnsg ydeta JOKYMEHTOB OINPEAECICHHBIX KATErOPUW IMOCTOSHHOIO M
BPEMEHHOTO CpOKOB (cBhime 10 JieT) XpaHEHHs, Y4eT KOTOPBIX BBI3BIBACTCS
ciennUKON MaHHOW MOKyMeHTanuu (0co00 IIeHHBIC, JUYHBIC JeJa, MPHUKa3bl,
MIPOTOKOJIBI U APYTHUE), COCTABISAETCS BHYTPEHHSSI ONTUCH JOKYMEHTOB.

BHyTpeHHss1 onuCh TOKYMEHTOB JI€JIa COCTABISIETCS TAKXKE Ha Jieja OCTOSIHHOTO U
BpeMeHHOro (cBbime 10 JeT) XpaHeHHs, eciIu OHU CPOPMUPOBAHBI IO
Pa3HOBUIHOCTSIM JIOKYMEHTOB, 3arOjOBKH KOTOPBIX HE PacCKpBIBAIOT KOHKPETHOE
COJIEp’KaHHE IOKYMEHTOB.

160. JIokyMeHTBI, COCTABISAIONIME AEI0, TOAIIMBAIOTCS HE MEHEE, YEM Ha YEThIPE
IIPOKOJIa B TBEPYIO 00JI0KKY M3 KapTOHA WJIU MIEPETIETAIOTCS C y4€TOM BO3MOYKHOTO
CBOOOJIHOTO YTEHMS TEKCTa BCeX JOKYMEHTOB. llepBhIii W mocieaHuil MpPOKOJ
MPOU3BOJSTCA HA PACCTOSIHUU OJHOTO CAHTUMETPA OT BEpXHEHl (HMXKHEH) rpaHuUllbl
aucta. [Ipyu moAroToBKe A€ K MOIIIMBKE (MEPEIUIeTy) MeTaNInYeCKhe CKperuieHus (
OyJIaBKU, CKPETKU U IPYTUE) U3 TOKYMEHTOB yAAISIIOTCS.

161. Hena BpemerHoro (1o 10 €T BKIIOUUTEIBHO) XpPaHEHHUS JTOIMYCKaeTCs
XpaHUTh B CKOPOCIIMBATENSIX, HE MPOBOJUTH MEPECUCTEMATU3AIIUI0 JOKYMEHTOB B
nese, JIUCTHI Jiea HE HyMEPOBaTh, 3aBEPUTEIbHbIE HAJAIUCH HE COCTABIISTh.

ITaparpad 11. ITopsamok omepaTHBHOrO XpaHEHUA JOKYMEHTOB

162. Tlocne 3aBepuieHus B AEIOMPOU3BOJCTBE JOKYMEHTHI JO MEPEIayu B ApXUB
OpraHU3allMM B TEUYEHUE OJTHOTO T'OJIa XPAHATCS B JIejaX 10 MECTY UX ()OPMHPOBAHUSI.

163. Cnyx6a JJOY, pyKoBOAUTENN CTPYKTYPHBIX MOAPa3/IeICHUI OpraHu3aluu
00ecreynBaoT COXPAHHOCTh TOKYMEHTOB U jei. Jlena xpansrces B mkadax u ceidax B
pabounx KaOMHETaX WU CTICIIHAIBHO OTBEACHHBIX JIJISI TOW 1T TTOMEIICHHUSIX.

164. Jlena pacrnoyiaratorcsi B COOTBETCTBUU C YTBEPKIACHHOW HOMEHKJIATYpOUl Ael
OpraHU3alliH, Ha KOPEIIKaX 00JI0KEK YKa3bIBAIOTCS UX HHJICKCHI.

165. Brinaua gen BO BpeMEHHOE MOJIb30BaHUE OPraHU3AIMAM MPOU3BOAUTCS Ha
OCHOBAaHHMHM MHUCBMEHHOTO OOpaIeHUss M TOJBKO C pa3pemieHHs PYKOBOIUTEIS
opranuzanuu. Beigada nen Apyrum moapasAesieHusIM OpraHU3aui TPOU3BOIUTCS C
paspenieHus pyKOBOAUTENSI CTPYKTYPHOTO TOAPA3ICIICHUs, a BHYTPHU CTPYKTYPHOTO
NO/Ipa3JIEJICHUs - O] PACIIHCKY.

Ha BhIanHOE €710 3aBOAMTCS KapTa-3aMecTUTeNb Jena. B Hell yka3bIBaloTCs
CTPYKTYpHOE MOJpa3JeieHue, NHIEKC Jena, AaTa ero BblIaud, KOMY JEJIO BBIJIaHO,
JlaTa ero BO3BpAIllEHUs, MPEyCMaTpUBAIOTCS rpadbl AJIS PACIUCOK B MOJYYCHUH U
npueme Jiena.

166. M3bsaTHE MNOKYMEHTOB M3 J€J1 NPOU3BOJUTCS B COOTBETCTBUHU C
3aKkoHoJaTenbcTBOM PecnyOnuku KazaxcraH, mpu 3TOM B J€J0 BKJIQJBIBAIOT KOIMUU
U3BITHIX JOKYMEHTOB U aKT (ITPOTOKOJT) 00 U3BATUU MOJTUHHUKOB.



167. B cimyyae yTpaThl TOKYMEHTOB U JI€J IPOBOJIUTCSA CIyKeOHOE paccieoBaHue,
M0 pe3yJibTaraM KOTOPOTO, CTABUTCS BOMPOC 00 OTBETCTBEHHOCTH BUHOBHOIO JIUIIA B
UX yTpare.

IMaparpad 12. Ilopsaok mepeaadn A€ B apXUB OpraHA3aAA

168. Ilepenaua aen U3 CTPYKTYPHBIX MOJpa3AeiICHUIl B apXUB OpraHU3alNU
OCYIIECTBIJISIETCS O OINMCSAM JI€JI, COCTABISAEMBIM IO PE3yJbTaTaM SKCIEPTHU3bI
[EHHOCTU JIOKYMEHTOB W [IeJl, 3aBEPIICHHBIX B JEJONPOU3BOACTBE. J[OKYMEHTHI
BpeMeHHOTO (10 10 jeT BKIIOYUTENbHO) XpaHEHHUS NEePEaloTCsa B apXUB OpraHU3aIuu
0 HOMEHKJIAType Jel.

169. Onucu f1en COCTaBISAIOTCSA OTASIBHO Ha Jeia MOCTOSHHOTO, BpPEMEHHOTO (
cBbitie 10 jeT) XpaHeHus U 10 JIMYHOMY COCTaBy 1o (hOpMe COTIIACHO MPHIIOKEHUIO 25
K HACTOSIIIIMM TUIOBBIM MTpaBUJIaM.

170. I'padbl onvcu 1€ 3aMoJHSIOTCS B TOUHOM COOTBETCTBUH C TEMHU CBEICHUSIMU,
KOTOpbI€ BBIHECEHBI Ha OO0JIOKKU aAed. [Ipu BHeceHMHM B omuch MOJAPAA A€ C
OJIMHAKOBBIMH 3aroJIOBKaMU MHIIETCSA IMOJHOCTHIO 3aroJIOBOK IEpPBOTO J€ja, BCE
OCTaJbHbIE OJIHOPOJHBIE Jlefla 0003HAYalOTCs CJIOBOM "TO ke'", IpU ATOM Jpyrue
CBEJICHUS O HUX BHOCATCS B OMUCH MOJIHOCTHhIO. Ha HOBOM JIHCTE OMUCH 3aroj0BOK
OJIHOPOJHBIX JI€1 BOCIIPOU3BOUTCS MOTHOCTHIO.

171. Kaxnoe aeno (Tom, 4acTh Jiejla) BHOCUTCS B OMKUCH MO/ CAMOCTOSITEIbHBIM
MOPSIZIKOBBIM HOMEPOM.

172. I'padpa ommcu "[Ipumeyanue" ucmonab3yeTcs s MPOCTAHOBKH OTMETOK 00
0COOEHHOCTSIX (PU3MYECKOTO COCTOSHHUS Jena, O I[epeaadye Jela JApyromy
CTPYKTYPHOMY MOJPa3CACHUIO (IPYyTroi OpraHu3aIiim).

173. Onuce aenn coCcTaBISIETCS B IBYX AK3EMILISIPAX, OAUH U3 KOTOPBIX MEPEAACTCS
BMECTE C JieJlaMU B apXuB OpraHW3alid, a BTOPOM — OCTAETCS B KA4YECTBE
KOHTPOJIBHOTO B CTPYKTYPHOM NOJAPA3ACIICHUN.

174. IlpaBunbHOCTh (OPMUPOBAHUS U MOJATOTOBKU J€J K TNEpe/laue B apXuB
opraHm3anuu mnpopepsercs ciyxooit JIOY. Mmeromuecs HapyIieHUsl YCTPaHSIIOTCS
CTPYKTYPHBIM MOJIpa3/IeICHUEM OpraHU3aIUu.

175. Ilpuem kaxxJ10ro Jiesia mporu3BOAUTCS paOOTHUKOM, OTBETCTBEHHBIM 3a apXHB
OpraHu3alliy B MPUCYTCTBUU PAOOTHHUKA CTPYKTYpHOTrO nojpazaenenus. [Ipu stom Ha
000MX 3K3EMIUISIpaXx OMUCH MPOTUB KaXJOTO Jeja, BKIOUEHHOTO B Hee, JeIaeTcs
OTMETKAa O HAJIMYUU Jejla. B KOHIE KaXXJIOoro 3K3eMIUIsipa ONHCH YKa3bIBAKOTCS
nudpaMu U TPOMUCHI0 KOJHWYECTBO (PAKTUUYECKU MPHUHATHIX JIeJd, Jara
npuemMa-nepeaadn Jei, a TakKe MOAMUCH paOOTHUKA, OTBETCTBEHHOTO 3a apXWB H
Juna, epeaaBIero aena.



176. BmecTe ¢ nenamu B apXuB MEPENAIOTCS PErUCTPALMOHHBIE KAPTOTEKH Ha
JOKYMEHThl U (WJIM) MpOrpaMMHBIE CpeACTBa M 0a3bl JaHHBIX, COJEpKAIIue
UHGOPMAIUIO O PETUCTPALIMU U UCTIOJIHEHUH MepeaBaeMbIX JOKYMEHTOB. 3arojOBOK
Ka)KJI0M KapTOTEKH UK 0a3bl IaHHBIX BKIIOYAETCS B OMHKCH.

177. B cny4yae NUKBHAAIIMU CTPYKTYpHOTO MoapasneneHus, Quimana (
IIPEICTABUTENBCTBA), OTBETCTBEHHOE JIMIO 34 BEJIECHUE ACIIONPOU3BOJCTBA JAHHOTO
CTPYKTYPHOTO MOJIpa3feneHus, puiraia (IpeacTaBUTeNbCTBA), B IEPUO MPOBEACHUS
JTUKBUJIALIMOHHBIX MEPONPUITHH (POpMUpPYET BCE MMEIOLIMECS TOKYMEHTHI B JIEla,
opopmIIsieT JAena U NepeaeT UX B apXWUB OpPraHM3alMd HE3aBHCUMO OT CPOKOB
XpaHEHHS.

178. B cinyyae NTMKBUJIALMK OpTraHU3allMi B IEPUO]] TPOBEICHUS IMKBUIAIMOHHBIX
MEPOIPUATUNA JOKYMEHTHI MO JIMYHOMY COCTaBy O(QOPMISIOTCS U MepenaloTcs B
COOTBETCTBYIOIIHNA rOCYJapCTBEHHBIN apXUB.

Hepez[aqa A€ OCYIIECTBILACTCA 110 OIMUCAM ACJ]I U HOMCHKIIATYpE OCII.
Ipunoxenue 1
K THUIIOBBIM IpaBHUIIaM JTOKYMEHTHPOBAHHS
W YIPaBICHUS TOKyMEHTALEeH B
TOCYAApCTBEHHBIX U HETOCYIapCTBEHHbIX
OpraHu3aIsIX

CxeMa pacnoyioXeHus peKBU3UTOB JOKyMEHTA



0

0Z (P

g 0 04 0 04

I ]

D50 06

o (08 o8 g (1) (12

Ty ™

15) (16) 17) (18) (19} 20 (21

=7

2 2323 24

IIpumedanne:

1 - m3o06pakenue I'ocynapctBernHoro I'epba PecriyOnmku Kazaxcran uinm aMOIeMBI
, JIOrOTUIa, TOBAPHOTO 3HaKa (3HAK 00CITy>KHBaHU)

2 - opurmaIbHOC HANMEHOBAHKME OPTaHU3AIUU

3 - cupaBOYHBIE TaHHbIE 00 OpraHU3ALNH

4 - HaMMEHOBaHUE BHUJIa JOKYMEHTA

5 - naTa JOKyMEHTa

6 - perucTpalMoOHHbI HOMEp (MHAEKC) JOKYMEHTa

7 - CChUIKA Ha PETUCTPAIMOHHBIN HOMED (MHJIEKC) U JaTy BXOJSIIEro TOKyMEHTa

8 - MECTO COCTaBJICHUS W U3IaHUSI TOKYMEHTA

9 - rpud orpanuyeHuUs JOCTyMNA K JOKyMEHTY

10 - anpecar

11 - rpud yTBEpKaEHUS JOKyMEHTA

12 - pezonmtonus

13 - 3arosoBOK K TEKCTY TOKYMEHTA



14 - oTMeTKa O KOHTpOJIE
15 - TekcT TOKyMeHTa

16 - oTMETKA O HATMYUU IPUIIOKEHUS K TOKYMEHTY

17 - moanuce

18 - oTmMeTKA O COTJIaCOBAHUM JOKYMEHTA

19 - oTTHCK TIeUaTu

20 - oT™MeTKa O 3aBEPEHNH KOIUU JOKYMEHTa

21 - oTMeTKa 00 UCIIOJTHUTENIE JOKYMEHTa

22 - oTMeTKa 00 UCIOTHEHUU JOKYMEHTA U HallPaBJICHUHU €ro B JCJIO0

23 - uaeHTUPUKATOP PICKTPOHHON KOIIUU JJOKyMEHTA
24 - oTMETKa O MOCTYIUIEHUN JOKYMEHTA B OpPraHU3alHUIo

dopma

birank opraEm3anya

I'ocymapcTBeHHBIHT Iep6

[Ipunoxenue 2
K TUMOBBIM IpaBUIaM JOKYMEHTHPOBAHUS
U YIpaBIeHUS JOKyMEHTaIen
B TOCYIapCTBEHHBIX M HETOCYIAPCTBECHHBIX

nin 3M6HeMa, JIOTOTHII, TOBapHLIﬁ 3HaK (3HaK OGCJ’Iy)KI/IBaHI/IH) OpraHu3anuunu

OdununansHoE HaMMEHOBaHHE
(Ha Ka3aXCKOM SI3BIKE)

IOPUIUYECKUN aapec
(Ha Ka3aXxCKOM SI3BIKE)

(mata) (MHIEKC)

(ccputka Ha HOMEp | ATy BXOJSIIETrO JTOKyMEHTA)

3aroioBoOK K TCKCTY IMMUCbMa

dopmar Ad (210X297)

dopma

OpraHU3aLIX
PecnyOnuku Kazaxctan
OcdununansHOE HanMEHOBaHHUE

OpraHH3aluH
OpraHu3amnuu

(Ha pyCCKOM HJIM HHOM SI3BIKE)

OpraHHM3alUM IOPHIUYECKUHA  aapec  OpraHU3alUH
(Ha PyCCKOM HITH HHOM SI3BIKE)

Anpecar

[Ipunoxenue 3
K TUIOBBIM IpaBHUIaM TOKYMEHTHPOBaHHS
U yIpaBIICHUS JOKyMEHTaluen
B TOCYJJapCTBEHHBIX M HETOCYAApPCTBEHHBIX
OpraHu3aIisIxX

BiaHK KOHKPETHOr0 BHAA JOKYMEHTA OpraHH3aliiH

T'ocymapcTBeHHBI Iep6

Pecny6nuku Kazaxcran

nnn 3M0IeMa, JIOTOTHI, TOBAPHBIH 3HAK (3HAK OOCITY>KUBAHHS) OPraHU3aIHN

Ilomnoe HaAanMCHOBAHHC Oopranusanuun
(COFJ'IaCHO €ro YUYpECAUTCIBHOTO



HaumeHnoBaHue
(Ha Ka3aXCKOM SI3BIKE)

HaumenoBaHue BHUIa
HIOKYMEHTa

(Ha Ka3aXCKOM SI3BIKE)

(mara)

dopmat A4 (210X297)

dopma
biaHk opraEm3anmAn

locymapcTBeHHBIH I'ep0

opraHusanuu )IOKyMeHTa)

(Ha pyCCKOM HITH HHOM SI3BIKE)

HammenoBanue Buaa

(Ha PyCCKOM HMITH HHOM SI3BIKE)

JOKYMCHTA

Ne

[punoxenne 4
K TunoBbIM npaBuIaM 1OKyMEHTHPOBAHUS
U YNPaBIEHUS 1OKyMEHTALUEH
B TOCYIapCTBEHHBIX M HETOCYIaPCTBEHHBIX
OpTaHMU3AIIX

Pecnyb6nuku KazaxcTan

nnu 3M0IeMa, JIOTOTHII, TOBAPHBIH 3HAK (3HAK OOCITY>KUBAHHS) OpraHU3aIUN

HaumenoBaHue
(Ha Ka3aXCKOM SI3BIKE)

IOPUAUYECKUN
(Ha

aapec
Ka3aXCKOM
Ne

(cchinka Ha HOMED "
JOKYMEHTa)
3aroJoBOK K TEKCTy NMUCbMa

naty

®opmar A4 (210X297)

dopma

JIMCT COI'-TACOBAHUA

opranuszanuu ITonnoe HaAanMMCHOBAaHHC opraHu3alnuu

(Ha PyCCKOM HITH HHOM SI3BIKE)

OpraHu3aluu
SI3BIKE)
———————————— IOPUINYECKUN aapec OpraHu3aluu
(uageKC)
(Ha pYCCKOM HJIHM HWHOM  SI3BIKE)
Anpecat

BXOISIIETO

[Ipunoxenue 5
K TUMOBBIM IpaBUIaM JOKYMEHTHPOBAHUS
U YIpaBIEeHUS JOKyMEHTalen
B TOCYIapCTBEHHBIX M HETOCYIAPCTBEHHBIX
OpTaHM3ALISIX

HaumenoBanue BHJa IIPOCKTAa JOKYMCHTA, 3ar0OJIOBOK K TCKCTY

CormracoBamw
HauMeHnoBaHue

c yKazaHHEM
OpraHH3aOHHU

IonxHOCTH HamMeHOBaHHE
HaHMCHOBAaHHA C

CormacoBan
ITOJKHOCTH
yKa3zaHHEM Ha¥uMEHOBaHHA

OpraHn3anmuu



PacmudpoBka PacmudpoBka

(raaHax TMOAIACH) mogmucH (JrmaHAN TOAITACH) MO JITACH
Hara Jlara
®opmat A4 (210X297)

IIpunoxenue 6
K TUIOBEIM IpaBHIaM TIOKYMEHTHPOBAHHMS
W yIpaBIIeHUs TOKyMEHTaluen
B TOCYIapCTBEHHBIX M HETOCYIaPCTBEHHBIX

OpraHu3anusax
dopma
IMOIEMaA.
JTOTOTHII,
.. Ilonrnoe  HamMmeHOBaHUE
Haumenosanue Oopranmsanuu TDBEPHBIH 3HAKE Opranuvsanuu
(Ha Ka3axCKOM SI3BIKE) ('3H aK (Ha PyCCKOM WIJIM MHOM SI3BIKE)
obcnykuBa

HIIA)

EYHPEIK MPUKA3
(mara) N
M
B cBsi3u ¢
(ocHOBaHUE)
ITPUKA3BIBAIO:

1. BHecTu B AOJDKHOCTHBIC MHCTPYKIUH COTPYAHUKOB CIICAYIOIINUC N3MCHCHUS !
1)
2)
3)

2. KOHTpOJb 32 UCTIOJHEHUEM HACTOSIIETO MTPUKa3a BO3JIOKUTH Ha




HaunuwmMeunoBaHUeEe
JIOJGKHOCTH PYKOBOJUTENSA

MOAMHUCH Pacumdposka nognucu
OTMeTKa O COrIacOBaHUU:
dopmat A4 (210X297)
[Ipunoxenue 7
K TUIOBBIM TpaBHUIaM JTOKYMEHTHPOBAHHS
1 yIpaBIeHUS TOKYMEHTAIIHEH
B TOCYIAPCTBEHHBIX M HETOCYIAPCTBEHHBIX
OpraHMU3aIUsIX
dopma
HaumenoBaHue opranuszanuu [lomHoe HaMMEHOBaHHE OpraHu3aiuu
(Ha Ka3aXCKOM SI3BIKE) (Ha PyCCKOM HITH HHOM SI3BIKE)
XATTAMA ITPOTOKOJI

No
(mara)



r ' 1
| | JaceaHHA KOMHCCHH IIO...

— — Ilpencemartent — ¢aMHIHA, HM, 0TIECTEO (IIPH ero HaIHYHH ) K
Cexpetaph — GpaMHITHI, HM, OTYECTRO ([IPH ero HAIHYHH)
TIpHCYTCTBOBATH: (KOMTHIECTEO) YeI0EEK
(cmHCOK pHIAaraeTcA) >
BeomHan
JacTh
[IOBECTKA JHA
1. O pazpaGoTKe H IPHHIHNIAX ... S
Jloknan 3aBeyIOINEro ...
2 b
—\I‘
1. CIIVIITATTIT:
@. 1. oT4ecTBO (IIpH HAIHYHH }— TeKCT JOKTIana MpHIaraeTcA.
BBICTVYIIMIII:
@. I1. oT4ecTBO (IIpH HAJIH9HH)— KpaTKad 3allHCh BBICTYILIEHHI.
@©.J11.0. - >
OcHOBHaA
ITOCTAHOBHIJII: 9acThb
1. OgoGpHTE ...
2.
2. CITVIIIATIH: ~
BBICTYIIIIII:
ITOCTAHOBHIJII:
IIpencenarens IOIITHCh PacmadpoBka moamHCH
CekpeTapb IIOIITHCE PacmHdpoBka MOOIHCH
®dopmat A4 (210X297)
ITpunoxenune 8
K TummoBsiM npaBujiaM IOKYMEHTHUPOBAHUA
U yNpaBJeHUs TOKyMEHTaluen
B I'OCYJapCTBEHHBIX U HETOCYapCTBEHHBIX
OpraHu3anuax
dopma
locyaapcTBeHHBI I I'ep6 Pecnyonuku Kazaxctan
Wi dM01eMa, JIOTOTHIL, TOBAPHBIH 3HAaK (3HAK 0OCITy)KMBaHUsI) OpraHU3aluu
ITomHoOE HAaMMCHOBAHHUC OopraHu3anuu

HaumenoBaHUE opranusanuu

(HAa  pycckoMm WIM  WHOM  SI3BIKE)
(Ha Ka3aXCKOM SI3BIKE)

(mara)

r 3aroJIoBOK 1



OcHoBaHHWE: HOPMATHBHBIA MPAaBOBOW aKT WJIM HHOU JOKYMEHT,
MOCTY>KUBIIMHOCHOBAHUEM JIJISI COCTABJICHUS aKTa.
CocraBiieH KOMUCCHEN B COCTaBe:
IIpeacenarens KOMUCCUU

JIOJHKHOCTH, MHUIIMANBI, paMuius (TIpU ero HaJTuIuu)
Uitens! komuccuu: 1.

JOJKHOCTh, MHULIMAJIBL, (pamMuins (IIpU €ro HaJIUu4nun)

2.
JOJIKHOCTh, MHULIUAIIBL, pamMuius (MPU €ro HaTu4un)
3.
JOJIKHOCTb, MHULIUAIBL, PamMuius (MPU €ro HaJTu4un)
IIpucyrcTBOBaNM:

JOJDKHOCTh, MHUITUAJBI, pamMuius (IpU ero HaJIuduun)

TCKCT

CocraBiieH B 2-X DK3EMIUIAPAX:
1-i1 s3x3eMIusp: B gene Ne
2 sK3eMIuIsp: (aapecar)

Ilpencemarens KOMHCCHH noanuch  PacmmdpoBka mommmicu
UiieHBI KOMHUCCHHI noanuch  PacomdpoBka mommmicu
®opmat A4 (210X297)

[punoxenne 9
K TunoBbIM npaBuIaM 1OKyMEHTHPOBAHUS
U YNPaBIEHUS TOKyMEHTALUEH
B TOCYIapCTBEHHBIX M HETOCYIaPCTBEHHBIX
OpTaHM3AIIX

ITpuMepHSBIii IEpeYeHb JOKYMEHTOB, HE TOYICKAIIX PETHCTPAIiH B
DOKyMEHTAIIMOHHO# CITyX0e OpraHu3aIiy

[Tucbma, HaTIpaBIEHHBIE B KOMUSX JIJIS CBEIACHUSI.
PexnamHble u3BeNIeHUs, MIPOCHIEKTHI, IJIAKaThl, IPOTPAMMbl COBEIIIAHUH.
[lepBUYHBIE TOKYMEHTBI OYXTaJITEPCKOTO y4yeTa (PErucTpUpPYIOTCS B OyXTraJlTepuun
OpraHU3allun).
YueOHble MMIIaHBI, MPOTPAMMBbl (PETUCTPUPYIOTCS B COOTBETCTBYIOIIEM
CTPYKTYPHOM MOJIpa3/ieICHUH OpraHu3aIum).



MecsuHble, KBapTajJbHblE W JAPYrUe€ OTYETHl (PETUCTPUPYIOTCS B
COOTBETCTBYIOIIEM CTPYKTYPHOM OJIpa3/IeI€HUN OPraHU3aluu).

@opMBbI CTATUCTUUECKONW OTUETHOCTU (PETUCTPUPYIOTCS B COOTBETCTBYIOIIEM

CTPYKTYPHOM TMOJPA3ACIICHUH OpPTraHu3alIim).

CooOmieHns 0 COBEIIAHUAX, 3aCCHAHMIX.

[To3apaBuTenbHbIE MUCHbMA, MO3APABUTEIIBHBIE TEIETPAMMBI, IPUTIIACUTEIbHBIE

OWJIETHI.

[leyaTHbie M3nanus (KHUTH, KYpPHAJIbI, Ta3€Thl, OIOJICTCHH).

TenerpamMmsbl ¥ MMCbMa O pa3pelIeHU KOMaHIUPOBOK.

TeneponorpamMmbl 0 MPOBEJCHUY 3aCEJaHUI, COBEIIIAHU, CEMUHAPOB U IPyTHUE.

JlokyMeHTBI ¢ ToMeTOM Ha KoHBepTe "JInuHo".

Hayunblie oTueTsl o TeMam (PEruCTPUPYIOTCS B COOTBETCTBYIOIIEM CTPYKTYPHOM
1oipa3/ieJICHUU OpraHu3alluu).

[IpericKypaHTBhl.

HopwMmsbl pacxona marepuanoB, 3asiBKM Ha KaHLEJISIPCKUE NMPUHAMICKHOCTH U
OPraHU3alMOHHYI0 TEXHUKY (PETUCTPUPYIOTCS B COOTBETCTBYIOIIEM CTPYKTYPHOM
NOAPA3AEICHUU OPTaHU3alIUHN ).

CBOIKH.

VYyeTHbIC JaHHBIC I1I0 KaJpaM.
IIpunoxenne 10
K THUIOBEIM IpaBHUIaM TOKYMEHTHPOBAHHS
Y yTIpaBICHUS JOKyMEHTAIUEeH
B TOCYJJApPCTBEHHBIX M HETOCYAapPCTBEHHBIX
OpraHu3aIisIxX

dopma

KapTouka perucrpanuy BXOAAIIUX JOKYMEHTOB



g Koppecnoanzsy By gomyueara

Tlata DOCTYIETESEE H BN JOKYMEHT2 TTaTa H RN JONVMEETA

15

103

kT3]
#
A

37000808 JUEYMERTE HIE EJATEDE COJEPIEIEHE

Pes0THITE £TH ROMY HANpAaTeR J0RVMERT Cpos BCDOTHEERR J0KYNERTA
e Parmecsa & MOTVIEHHE © VIR JaTH (Hraetsa 00 HCODTEEEHH J0RVMERTE H
el HANPABTEHIE & 3630
2o

—

(Ce 70 HEX 0 X0T¢ BOD0TRSEHR A0EYNERTA, DEPeEQ CPOKIE BITNISEENE,
) DOCTYIETSERE TPOMERT TOTHEN 0TELT08 [Jampoces) B 1.1

Koamponsae oTieTiH

10
—

dog1 M Omice M e M

e 4

0

dopmar A5 (148x210)

IIpunoxenue 11
K TUMOBBIM IpaBUIaM JOKYMEHTHPOBAHUS
U YIpaBIeHUs JOKyMEHTaluen
B FOCYJApCTBEHHBIX M HETOCYAapCTBEHHBIX
OpTaHM3ALISIX

dopma

XypHain perucrpanyy BXOAAMMX JOKYMEHTOB

Koppecnonaent Pe3onronus
Bun noxymenra,
, HIH  KOMY
TOJIOBOK  HUJIH
Ne 3arolioso 1 Pacnucka B
KpaTK
No parkoe MOJTyYSHUH

colepxKaHue IIpumeuanue



II.11 )_'LaTa JaTa 1 UHIACKC BXOAAIICIO HamnpaBJICH HOOKyMeHTa, OQrtMmeTrka 00
2

MOCTYIUICHUS! BXOJSIIET0 JIOKyMEHTa JOKYMEHT Ha Jara UCIIOTHEHUH
JIOKyMEHTa HCIIOJTHEHNE JIOKyMEHTa
1 2 3 4 5 6 7 8

®opmat A3 (420X197)

XypHay peruCTpaIMi HCXOAAINX X BHYTPCHHUX JTOKYMEHTOB

3arojJoBOK HIH

Jlata 1  uUHAEKC OTMeTKa 00 MCIONHEHUT
NoNe KpaTKoe
HUCXOISAMEro ( Koppecnionnent JOKyMEHTa u IIpumeuanue
coJllepKaHue
BHYTPEHHET0) IOKYMEHTa HaIlpaBlCHNH B JEJI0
JIOKyMEHTa
1 2 3 4 5 6

®dopmat A3 (210X297)

[Tpunoxenune 12
K TUMOBBIM IpaBUIaM JOKYMEHTHPOBAHUS
U YIIpaBJIeHUs JOKyMEHTaIen
B FOCYJAapCTBEHHBIX M HErOCYAapCTBEHHBIX

OPTaHM3AIIIX
dopma

CBEJIEHUA

06 HCIIOJIHCHHHA NOKYMCHTOB, IIOJICKAIMAX KOHTPOIIIO

IO COCTOsAHHIO Ha

(amcio, MecsIr, rox)

No JJoxyMeHTHl  Ha P r—

No HaumenoBanus KOHTpOJIC

; CTPYKTYPHBIX OCTYIIUIIO B HaxoJsIIMecs C IPOJUICHHBIM
ToJpa3aeICHHi BCEro IpeIbIAYyIIeM  HMCIOIHECHHBIE H a CPOKOM IIPOCPOUYEHHBIE
MecsAne WCIIOJTHEHUH  MICTIOJTHEHHS

1 2 3 4 5 6 7 8
HanMeHoBaHuE DOIKHOCTH PYKOBOJUTEIIA PacmmprBKa
ciyxk0b1 JIOY NOJAMKUCH

MOIITUCH



®opmar A4 (210X297)
IIpumeyanue.

CBeneHust TOMOJHSIOTCSA rpadaMu MO BUAAM JOKYMEHTOB (IIPUKA3bl, PEIICHUS
KOJUIETUH U IPYTHE), UX PETUCTPAITMOHHBIMU HOMEpaMU, (DaMUITUSIMU UCTIOTHUTEIICH.

IIpunoxenue 13
K THUIOBEIM IpaBHUIaM TOKYMEHTHPOBAHHS
Y yTIpaBICHUS JOKyMEHTAIUEeH
B TOCYIapCTBEHHBIX M HETOCYJAPCTBEHHBIX
OpraHu3aIsIX

dopma

CBEIEHUA

00 ucnoxHEeHNy oOpameHni PU3NICCKUX U IOPHANIECKHX JIAL]
II0 COCTOSIHUIO Ha

(aumcio, MecsIr, roj)
Haxoaurtcs Ha MCIIOJIHEHUU W3 Hux
NeNe n/ HamMmeHOBaHMSI CTPYKTYPHBIX IIPOCPOYEHBI
- Toapa3 I eH i scero|TOCTY R Hnou 3a UCTIOJIHAIOTCS B epox
MIPEABIIYIIAI MECSIIT CpOK BCETO
HpOAJIeH

1 2 3 4 5 6 7
Bcero:

HaunmeHnoBaHue NOHKHOCTH PYKOBOAUTEIIS Pacmudporka

ciyx0b1 JIOY MOUCH

IIoAInncHu

dopmat A4 (210X297)



dopma

IIpunoxenue 14
K TUnoBEIM npaBHiIaM TOKYMEHTHPOBAHHUS U

YIpaBJIeHUS TOKyMEHTAalueN B
roCyJTapCTBEHHBIX
1 HETOCYIapCTBEHHBIX OPraHU3aIIIX

XypHai y4era U BBIJa9d II€YaTHO-0JITAHOTHOM IIPOXYKITMH, IOAJICKamIeH

3aIIuTe
[octynnenue Brimaua
Komy BBIZIAHO
Hata u
1 Jata u Homep HaummeHoBaHue K pus U I
aTa OJINYECTBO ata HoMe
COIPOBOUTEILHOTO MPEATPHUITHS - Mepa p Hanmenosanue Qamuin
IIOCTVYILJICHUA IK3CMILJISAPOB BbIJA4Y OJOKYMCHTA
Y JIOKYMEHTa HM3TOTOBUTEIS p 0JIaHKOB Y CTPYKTYpHOTO  MHHULHNAN
Ha BBIATY onpaszneneHusl MojIydar:
1 2 3 4 5 6 7 8 9
dopmat A4 (210X297)
[Ipunoxenue 15
K THIIOBBIM IipaBMIIaM TOKyMEHTHPOBAHUS 1
yIpaBJICHUS TOKYMEHTAIIUCH B
rOCyTapCTBEHHBIX
W HETOCYTApCTBCHHBIX OPTaHU3AIHIX
dopma

XypHai ydeTa u BEIa9H Ieqareii, IITaMIIoB ¢ H300pakeHneM
I'ocynapcrBerHOr0 I'ep6a Pecmybimku Kasaxcran U cnenuaibHO#M
IITEMIICIIEHOM KPacKu

Ne
Ne

II.II

HamMenoBanus u
OTTHCKH IIedaTedl u
HITAMIIOB c
H300pakeHUEM
I'ocynapcTBeHHOTO
I'epba PecryOnmxu
Kazaxcran

Komy BrI1aHO

HaumenoBanue IIpumeuanue,
CTPYKTYpPHOTO OTMETKH 00
noapasacjieHud, Aata YHUYTOXKEHUU
OCyIlIGCEBJ'ISIIOH-ICFO xpanenue Gamunus u Nlata wu EOSBpaTa rnevaTeu,
neyared, IWITAMIOB C  WHHUIMAILI paciucKa B HITAMIIOB U
n3obpaxeHUEM JOJDKHOCTHOTO pacrimcka i
Focymaperseioro Tepba  mmma-monysarens TONYHYCHUH 1 11enre CHCHI/IEUILHOI/IV
ITEMIENLHON
Pecny6nuku Kaszaxcran u KPacKH

CHEIUAILHON IITEMIIEILHOM
KpacKu

3



®opmar A4 (210X297)

dopma

[Ipunoxenue 16
K TUIIOBBIM TpaBHUIaM TOKYMEHTHPOBAHHMS
Y YIpaBIICHUS TOKyMEHTaluen
B TOCYIapCTBEHHBIX M HETOCYIAPCTBECHHBIX
OpraHU3aLuIX

XypHai ydera U BRIIa9¥ IephEBHIX aBTOPYI€EK, 3aIIPaBJICHHBIX

CIICITHAJIbHBIMY 9YCpHHUIIAMHA

HaumenoBanue
damuang ¥ uHAOUAIE J{OKHOCTh | IIpumeuanue,
CTPYKTYpPHOTO
JOJDKHOCTHOTO JHIA, (aMuUius JIHIa, OoTMETKa 00
nojpasJeiaeHus, Hara
Ne OCYIIECTBIISIIONIETO MOJIYYHBIIETO Hata YHHUTOKCHUH
OCYUIECTBIISIOIIETO BO3BpaTa .
Ne XpaHEHHUE TMEePhEeBBIX MEPhEBYIO BBIJaYH U nepbeBoi
XpaHEHHE IEePbEeBBIX
IL.II aBTOpYyYEK, aBTOPYUKY, pacrnucka B aBTOPYUKH,
aBTOpYUEK, pacmmcka .
3alpaBICHHBIX 3ampaBICHHYIO IOy YCHUN 3arpaBIICHHON
3anpaBIeHHBIX B IIpUEMe
CIenHalbHBIMU crenuaibHBIMU CIIENUAIEHBIMU
cIelHaJlbHbBIMU
YepHUIAMHI YepHUIaMHI YepHUIIaMHU
YepHUIaAMH
1 2 3 4 5 6 7
dopmat A4 (210X297)
IIpunoxenue 17
K TUOBBIM MIpaBUIIaM JOKYMEHTHPOBAHHUS
Y yTpaBJeHUs TOKyMEeHTaluen
B FOCYIapCTBEHHBIX M HETOCYAAPCTBEHHBIX
OpraHU3aIUIX
dopma
Ha3BaHUC OpraHu3allviu
Ne
(mara) _
YTBepxkaaro
HaumenoBanue
IOKHOCTHU
PYKOBOAMTENS
OpraHU3alHA
Pacmmdporka

(nuuHas



MOJIMHCH)
ITongnucu

JHara

[Tpuema-niepeaaun neyaTHo-0JaHOYHOM MTPOMYKINH, NIEUaTEH, IITAMIIOB, MOUISKAIIUX 3aIIUTE,
CPE/ICTB 3aIlIMUTHI TOKYMEHTOB M PETHCTPAlMOHHBIX YYETHBIX (POPM K HUM

OcHoBaHMe: HOPMATUBHBIM NMPABOBOM aKT WJIM MHOW JOKYMEHT, OCITYKUBIINAN
OCHOBA AaHUEM
JUISl COCTABJIEHUS aKTa.
CocTaBieH KOMUCCUEN B COCTABE:

[Ipencenarens KoMUCCUU
JOJDKHOCTD, MHUITUANBI, (hamMuius ( TIpH ero HaJIudun)
YieHsl KOMHCCHU: 1.
JOJDKHOCTD, MHUITHANBI, (hamMuIus ( TIpH €ro HaJIuduH)

JIOJKHOCTh, MHULIMAJIBL, (pamMuins ( IpU €ro HaJIu4Yun)
nepena

HanMeHoBaHue opranu3anuu (CTpyKTypPHOTO MOJAPA3AEICHHUS ), OCYIIECTBISIOIIETO
nepeaavy)

HaunMeHoBaHue opranuzanuu (CTpyKTYpPHOTO MOIPA3AEICHHs ), OCYIIECTBISIONIETO

IPUEM)

1. Hencnonb30BaHHYIO TT€YaTHO-0JIAHOUHYIO TIPOAYKITHIO, TIOJICIKAIITYIO 3aIIUTE (
OTAENbHO mo BUJTAM),
cepur  cNe  moNe B koimyecTBe AK3EMIUISIPOB.

(urdpamMu ¥ MPOMHUCHIO)
2. AKTBI O BBIJCJICHUHM K YHHUUTOXXEHHUIO HCIOPYEHHBIX 3K3EMILISIPOB

Ne4YaTHO-0JIAHOYHON MPOIYKIIMH, TOJICKAIICH 3allIuTe,

(I[aTBI, HOMCpA, KOJIMYCCTBO IK3CMILIIAPOB

aKTOB I10 BU1aM OJIAaHKOB)
3. Ileuatu ¢ uzodbpaxxkenueM ['ocygapctBenHoro ['epba Pecnyonuku Kazaxcran B

KOJINYCCTBC IOTYK.

(mudpaMu U MPOIHUCHIO)
4. IlITamner ¢ uzobpaxkenuem ['ocynapcteennoro ['epba PecryOonmku Kazaxcran B

KOJINYECTBE HITYK.
(mrdpamMu ¥ MPOTUCHIO)

5. CpencrBa 3a1UThl JOKYMEHTOB:

(HaMEHOBaHUS CPEJICTB 3aIHTHI)




B KOJINUECTBE MITYK.
(mdpaMu U MPOTMHUCHIO)

6. Peructpanuonnpie yueTHbIE (JOPMBI:

(BUABI PETUCTPALMOHHBIX YYETHBIX (HOPM, UX

HOMEpPA [0 HOMEHKJIAType /1eJ]l, HOMEepa TOMOB, JJaThl IEPBOM U MOCIEAHEN 3aMucH,

KOJINYECTBO JIUCTOB)
CocrosiHne y4eTHOW paboThl C MEYaTHO-OJAaHOYHOW MPOAYKIUEH, TeYaTsIMH,
HITaMIaMH, OJUIEKAIMMU 3aIUTE, U CPEICTBAMH 3alHUTHl JOKYMEHTOB

(oOmras xapakTepUCTHKA COCTOSHUS YYETHON pabOThI)

[Tepenan (a) MOAITUCH PacumudpoBka nmoamnucu
[Tpunsin (a) NOANKUCH PacmudpoBka noanvcu
CocraBiieH B AK3EeMILISIpE (ax):

1-i1 sx3emmuisip: B gene No
2 sx3eMIuIsp: (aapecar)

IIpencenarens KOMUCCUU HOJINCH pacindpoBKa NOJIUCH
YiieHBI KOMUCCUU ITOAIUCH pacmm@poBKa NOIMUCH
®opmar A4 (210X297)

[punoxenue 18
K TUIOBBIM IpaBHUIaM TOKYMEHTHPOBAHHS
U yIpaBIICHUS JOKyMEHTalueH
B TOCYJJapCTBEHHBIX M HETOCYAApPCTBEHHBIX
OpraHu3aIisIxX

dopma

HanMCHOBAHHC OpraHU3alnun

——————————————————— Ne

YrBepxagar
HaumenoBaHue JTOJKHOCTH



PYKOBOAMTENS OpTraHu3alnHuu
Pacmudposka

(muaHas MTOATHCEH) MOAIHCH
Jlata

O BBLIJEJIIEHUH K YHUUYTOXEHHUIO
WUCIIOPYCHHBIX  JIK3EMIUIAPOB ICYATHO-OJNAHOYHON  MIPOAYKIIHH,
MOJIJIEKAIIEH 3aIIATE

OcHOBaHUE: HOPMATUBHBIN MPABOBOM AKT WJIM MHOW JIOKYMEHT, MOCTY KUBILIHMA
OCHOBAHUEM JIJI1 COCTABIICHUS aKTa.
CocraBiieH KOMUCCHEN B COCTaBe:
[Ipencenarens kKoMUCCUU

JOJKHOCTH, MHAIHAIIBI, PamMuiust (MPU €ro HATMIHUN )
Unensl komuccuu: 1.

JOJKHOCTb, MHULIMAJIBI, pamMuiius (MpU €ro HaJTu4uH)
2.

JOJKHOCTb, MHULIMAJIBI, pamMuiius (MPU €ro HaJIu4uu)

OToOpaHbl K YHUYTOXKEHUIO UCTIOPYEHHBIE AK3EMIUISIPHI CIAEAYIONUX BUJIOB
ne4yaTHO-0JIaHOYHOM TTPOIYKIINH, TOAJIekKAIEH 3alluTe:

Ne HaumenoBanme Buma  Cepus U HOMepa SK3eMIUIIpoB KomnyecTBO — IK3eMILISIPOB

No  medaTHO-OJMaHOYHOMN neyaTHo-0J1aHOYHOM HUCTOPYEHHBIX MonMetanie
I.I TPOAYKIIMU, MOMJISKANICH NPOMYKIHH, TMOJJICKANICH  eYaTHO-OJAHOYHOM MPOTYKIHH, P
3amuTe 3aluTe noJyIexarieil 3ammure
1 2 3 4 5
Hroro HCIIOPYEHHBIX SK3EMIUIAPOB ME€YATHO-O0JIAHOYHON

(tubpaMu W TNPOMNHUCHIO)

MPOIYKIHH, TTOJJICIKAIIEN 3aILUTE.

CocraBiieH B 3k3eMIuIsipe (ax):

1-i1 sx3emmuisip: B aene No

2 sx3eMIuIsp: (aapecar)

[Ipeacenarens KOMUCCUU MOJIITUCH Pacmmdporka moanucu

YUneHnsl KOMUCCUU MOANUCH PacmmmdpoBku noanuceit

OTMETKH B JKypHaJIbl ydeTa M BBbIJA4YM MEYaTHO-O0JaHOYHOW MPOAYKIIHH,

MOJaJEXKalleu 3allUTE, BHECECHBHI,
VICTIOPYCHHBIE 3K3EMIUISIPBI B KOJIMYECTBE YHHUUTOXKEHBI ITyTEM

(mudpaMu 1 IPOIHUCHIO) (BUJ YHUYTOXKEHHUS)
HanmenoBaHue 10KHOCTH MOMHUCH PacmmdpoBka moanucu
JlaTa
dopmat A4 (210X297)



IIpunoxenue 19
K THUIIOBBIM MpaBUIIaM TOKYMEHTHPOBAHUS
U yIIpaBIICHUS JOKYMEHTAIHEH
B TOCYAapCTBEHHBIX M HETOCYIapCTBEHHBIX

OpraHH3aIsIX
dopma
Ha3BaHHC OpraHu3anuu
AKT
——————————————————— No
(mara)
YTBepxaar
HanmenoBanue JIOJDKHOCTH
PYKOBOIUTENS OpraHU3alnu
Pacmmmdposka

(MMyHas  TOMMWCH)  MOJAIHUCH
Jara

(0] BBIACJICHUN K YHUUYTOKCHUIO rnevarei u mTaMIIOB, IIOJICKAIIHUX 3alIUTC
OcHOBaHKE: HOPMATUBHBIM NIPABOBOW AKT WJIM WHOW JTOKYMEHT, ITOCITY KUBIIHAM
OCHOBAHMEM JIJIS1 COCTABJICHMS AKTA.
CocTaBieH KOMUCCUEN B COCTABE:
[Ipencenarens KOMUCCUU
JOJIKHOCTh, MHULIMAJIBI, PamMuiust (MPU €ro HaTu4uu)

YieHsl Komuccuu: 1.

JIOJDKHOCTD, MHUITUATBI, (pamMumus (Ipu ero HaJluuuu)

2.

JIOJDKHOCTD, MHUITUAJBI, (pamMumus (Ipu ero HaJIuduun)

OTOOpaHbl K YHUUTOXEHUIO CICAYIOINE TIeYaTH U IITaMIIbl, HOIJIekKAIUE 3allUTE:

Ne Ne m.m. HaumenoBanue Konngectro [Ipumeuanue

1 2 3 4

CocraBiieH B 3k3eMIuIspe (ax):
1-i1 sx3eMmuisip: B aene No
2 sx3eMIuIsp: (aapecar)
[Ipencenarens KOMUCCUU MOANHUCH Pacuudposka nognucu
YUneHnsl KOMUCCUU MOANUCH PacmmmdpoBku noanuceit
OTMeTKH B >XypHaj BHECEHBI, MI€YaTH M IITaMIbl, MOJJIEKAIINE 3allUTe, B
K OJHUUYECTBE



IMITYK YHHYTOXCHBI IIYTCM

(uudpaMu U PONUChbi0)  (BUJ YHUUTOXKCHUS)
HaunmenoBanue qoKHOCTH MOJINIACH PacmmdpoBka moanucu

JlaTa
®opmat A4 (210X297)

IIpunoxenune 20
K THUIOBEIM IpaBHUIaM TOKYMEHTHPOBAHHMS
W yIpaBIICHUS JOKYMEHTAIHEH
B TOCYAapCTBEHHBIX M HETOCYIapCTBEHHBIX
OpraHu3aLuIx

dopma

Ha3BaHHEC OpraHru3anuu

AKT

——————————————————— Ne

(mara)
YTBepxagarmw
HaumeHnoBaHue JOJKHOCTH
PYKOBOJIHUTEIS OpTaHHU3aI AN
____________ Pacmudposka
(muaHas MMOJIHCEH) MOAIUCH
Jlata

(0] BBIACJICHUN K YHUUYTOKCHUIO CPEACTB 3all[UThl JOKYMCHTOB
OcHoBaHME: HOPMATHUBHBIN MPABOBOM aKT WJIM MHOW JOKYMEHT, OCITYXUBIINAN
OCHOBAHMEM JIJIS1 COCTABJICHMS AKTA.
CocTaBieH KOMUCCUEN B COCTABE:
IIpencenarens KOMUCCUN

JOJKHOCTb, MHULIMAJIBI, pamMuiius (MpU €ro HaTu4uu)
Ynensl komuccu: 1.

JOJIKHOCTb, MHULIMAJIBI, pamMuiius (MPU €ro HaTu4uu)
2.
JIOJDKHOCTD, MHUITUATBI, pamMumus (Ipu ero HaJluduu)

OTO6paHBI K YHUYTOXXCHHNIO CIICAYIOINNEC BUABI CPCACTB 3allITUThI JOKYMCHTOB!
Ne Ne m.m. HaumenoBanue Konngecto IIpumeyanue

1 2 3 4

CocraBieH B 3k3eMIuspe (ax):

1-i1 sx3emmuisip: B aene No

2 sKx3eMIuLIp: (aapecar)

[Ipencenarens KOMUCCUU MOAMHUCH Pacmmdporka nmoanucu



UneHbl KOMUCCHU MOJINUCH PacummdpoBku noamnucei
OtmeTku B KypHaibl yueta No  BHECEHBI, CPEICTBA 3alIUThl TOKYMEHTOB
YV HHUYTO X € H bl
nytTem
(BUBI YHUUTOKECHUS )
HaumeHoBaHu€e TOTKHOCTH MOJIIUCH Pacmmdporka noanucu
[lara

dopmar Ad (210X297)

IIpunoxenue 21
K TUIOBBIM IpaBHUIaM TOKYMEHTHPOBaHHS
U yIpaBIICHUS JOKyMEHTalueH
B TOCYJJapCTBEHHBIX M HETOCYAAPCTBEHHBIX

OpraHHU3aIHsIX
dopma
Ha3BaHHC OpraHru3anuu
AKT
___________________ Ne -
(nara)
YTBepxaarw
HaunMeHoBaHKE JTOKHOCTH
PYKOBOJAMTEIS
opraHu3anuu
Pacmudposka

(IM4Has NONKCH) MOATHUCH
Jara

O BBIOCNCHHH K YHHYTOXCHHUIO HEHCIIONIB30BAHHON MEYaTHO-OJIaHOYHON
MIPOIYKITHH, MTOJIEKAIIEH 3aIuTe

OcHoOBaHKE: HOPMATUBHBIN MPABOBOW AKT WMJIM MHOW JTOKYMEHT, MOCITY KUBILIHMI
OCHOBAHUEM JUJI COCTABIICHUSA aKTa.
CocTaBieH KOMUCCUEN B COCTABE:
[Ipencenarens komuccun
JOJKHOCTh, MHULIMANBI, (pamMuiins (IpU €ro HaTnIHiH )

YsieHpl KOMUCCUU: 1.

JOJKHOCTh, UHUIIMAIIBI, pammiust  (TPU €ro HAJTHUYUN)
2.
JOJKHOCTH, MHUIHAIIBI, pamMuiust (MPU €ro HATHIHUN )




OToOpaHbl K YHUYTOKEHUIO YTPATUBIIIAE B CBA3U

(IUKBHUIALIMEN, peopraHu3alei)

(opummanbHOE HaMMEHOBAaHUE TOCYAAPCTBEHHOTO OpraHa (OpraHu3aIlin)
NPaKTUYECKOE 3HAYECHUE CIICTYIOIINE BUABI
HEHUCI0JIb30BAaHHOM 1MeYaTHO-0JaHOYHON NPOAYKIUU:

HanmenoBaHue BHJIA KonuuecTtBo
Ne Ne . Cepust 1 HOMeEpa SK3EMILIIPOB
neyaTHo-0JaHOYHOM N HEHCIOJIb30BaHHBIX IIpumeuanue
MeYaTHO-O0JaHOYHOH MPOIYKIIUH
IPOAYKLIUU 9K3EMILIAPOB
1 2 3 4 5
Hroro HCHUCIIOJIB30BAaHHBIX 3K3CMILIAPOB IeYaTHO-0JJAHOYHOM

(mdpaMu U MPOMHUCHIO)

MPOAYKIMH, TOJICIKAILEH 3aIUTE.

[Ipencenarens KOMUCCUU MOJIHUCH PacmmmdpoBka noanucu

UiieHbl KOMUCCHUH IIOJITUCH PacumudpoBku nmoanuceit

OTMeTKH B )KypHAJIbI y4eTa M BblJIaud NEYaTHO-0JIAHOYHOW MPOYKIIUN BHECEHBI,
HEHCITOJIb30BAHHBIE IK3EMIUISIPBl B KOJIUYECTBE BECOM KT

(urdpamMu ¥ MPOMUCHIO)
YHUUTOKEHBI ITyTeM
(BUJ yHUYTOXKCHHS)
HaumeHoBaHue AOITKHOCTH MOJIITUCH Pacimdposka moamnucu

Jlata
®dopmar A4 (210X297)

[Tpunoxenue 22
K TUMOBBIM IpaBUIaM
JOKYMEHTHUPOBAHUSI U YIIPABICHUS

JIOKyMEHTaluen
B I'OCYIapCTBEHHBIX U HETOCYAApCTBEHHBIX
OpraHnu3alusIx
dopma
O¢unmansHOe HANMEHOBaHHE OPraHU3aud
HOMEHKJIATYPA JIEJI
No
(mata) (MHIEKC)
A YTBepxkaaro
Ha roj HanmMmenoBanue q10KHOCTH

PYKOBOJUTENSI OPraHU3alNU
Pacmmdposka




(JIM4HAast NOANKCH) TOANUCH

Jlata
WNupexe 3aromoBok mgema ( KOHI/I‘JCCTBOV nen ( Cpok xpaHeHus aena (Toma, 4acTH) U Tpuveuarme
nena TOMa, YaCTH) TOMOB, YacTe) HOMEp MYHKTA 10 TIePEIHIO
1 2 3 4 5
HanmMeHnoBaHue qOIKHOCTH
pykoBoautens ciyxost JOY NOAMKUCH PacmudpoBka noamnvcu
JlaTa
Bussl pykoBoauTEnen CTpyKTYPHBIX HOAPA3ACICHUN
CornacoBana CornacoBana
npotokojioM [IDK (OK) npoTokojioM DIIK
OpraHu3aluu rOCYyJapCTBEHHOI'O apXUBHOI'O YUPEKACHUS
(mata 1 HOMep MPOTOKOJIA) (mata 1 HOMEp MPOTOKOJIA)
HTorosas 3ammce o KaTE€TOpHUAX U KOJINICCTBEC ACII,
3aBCJICHHBIX B roxy
[To cpoxam xpaHeHust Bcero B rommese
TIePEXOISIINX ¢ ormerkoit "OITK"
[TocrosiHHOTO
Bpemennoro (csormre 10 ner)
Bpemennoro (o 10 et BKIIOUNUTENBHO)
Hrtoro:
HaumMenoBaHue qOJIKHOCTH
pykoBoautens ciyx0sl IOY  moamnuck PacmugpoBka noanvcu
JlaTta
Hroroselie cBeleHUs NIEPEIAHbl B APXUB OpTraHU3aLHH.
HanmenoBaHue TOJDKHOCTH pabOTHUKA
MEepEeAABIIEr0 CBEACHUS MOAIHUCH PacmmdpoBka nmoanucu
JlaTa
dopmat A4 (210X297)
IIpunoxenne 23
K TunoBsiM IpaBujiaM JOKYMEHTHPOBAaHUSA
U yIIpaBJIeHUs JOKyMEHTalUen
B IOCyJapCTBEHHBIX U HETOCY JAPCTBEHHBIX
OpraHu3anusax
dopma

JIMCT-3ABEPUTEJIb NEJIA



DoH Ne Onuce Neo Hemo Ne
B neno moammTo U mpoHyMEPOBAHO auct (OB), B TOM
YyucCIe:

nutepHbie Ne Ne muctoB

nponyuieHHbie Ne Ne ucToB

IMIPOHYMCPOBAHHBIC YHUCTBIC JINCTHI

+ JINCTOB BHYTPEHHEW ONMUCH

Y4YTEeHO IOKYMEHTOB B BUJE BIIOKEHHUMN U MTPUIIOKEHHM, HE TTOIEKAINX
HyMepaluu

(pa3HOBHUIHOCTHU JOKYMEHTOB U UX KOJIMYECTBO)

Ocobennoctu GpopmMupoBaHus, 0POPMIIEHHS, PU3NIECKOTO COCTOSIHUS 1 y4eTa JOKYMEHTOB Jieja Ne nucros
1 2
1. Bpomrwopsl u apyrue nme4yaTHBIE U3TaHUS
2 . Jluw cT o B KH
3. Bopeskmu a3 raszer
4 . OTEXKDpEBHTTZKTIH
5. KounBepTH
6 . Mapkmu MOYTORBBH e
7. Mapku repOoBE €
8. IMtemnenu IIOYTOBBIE (mpm HAJlU4YUH)
9. CnenuanbHBIE MOYTOBHIE OTMETKH
10. CyprydHsie, MacCTHUYHBIE nmevyartu
11. POTOOTOKYMEHTHBH
12.  Kaprtel, 1mmaHbl, UYepTeXH H  Jpyrasg Hay4yHO-TEXHHYEeCKas JOKyMEHTaLlHs
13. Pucynkum, TPaBIOPHI, aKkBapenau
14. ABTOTpadm B U I HBIX neaTenewn
15. CkaneeHHEE IHUCTBI
16. YrparTa qyacTH TUCTOB

17. Yracarommii TEKCT

HaumeHoBaHune NOMKHOCTH JIUIIA, Pacumdporka
3aII0JIHUBILIETO JIMCT-3aBEPUTEID J€JIa IOJIUCH MOJIUCH
[larta

[Ipumeuanue.

1. JIucT-3aBepUTENh COCTABISAETCS JJIS y4eTa KOJMYECTBA JUCTOB B JIelie U
dbuKcanu 0cCOOEHHOCTEN UX HyMepaluu.
2. JIucT-3aBepuUTENH COCTABIIACTCA HA OT/ACIBHOM JIHCTE (JIUCTaX) U MOMAIINBAETCS B
KOHIIE JIea.



3. B nucte-3aBepuTene ykasplBaeTcsd LU(paMu U MPOMUCHI0 KOJIHUYECTBO
IPOHYMEPOBAHHBIX JIMCTOB JieJla U OTAENbHO, Yepe3 3HaK "+" (IJIKocC), KOIUYECTBO
JUCTOB BHYTPEHHEH OMUCH TOKyMEHTOB Jefa.

4. B nmcTe-3aBepuTelie OTMEYAIOT CIEAYIONINE OCOOCHHOCTH HyMeEpalluw,
odopmiieHus: U GU3NIECKOTO COCTOSHUS JOKYMEHTOB JIena:

1) cpencTBa mouToBOro OOpaleHus: (MapKu BCEX BUJOB, KOHBEPTHI, OTKPBITKH,
OJIaHKH, IITEMITCIIH, IIITAMIIBI, TJTOMOBI);
2) meyaTu ¥ UX OTTUCKU;
3) aBTOrpadbl BUAHBIX TOCYIaPCTBEHHBIX U OOIIECTBEHHBIX JESATENCH, NesTeei
HaYKH, TEXHUKH U KyJIbTYpBbI;
4) poTOAOKYMEHTHI;
5) puCyHKH, TPaBIOPHI 1 aKBAPEIH;
6) KpynnHO(pOpMaTHbIE JOKYMEHTHI;
7) CKJI€EHHBIE JIUCTHI, TOBPEXKICHUS JOKYMEHTOB;
8) IMCTBI ¢ HAKJIEEHHBIMHU QOoTOrpadusiMu, TOKyMEHTAMU;
9) KOHBEPTHI C BIOKCHUSMH U KOJTHYECTBO BIIO)KEHHBIX B HUX JIUCTOB (ITPEIMETOB)

10) MOKyMEHTBI, UMEIOIIHNE CAMOCTOATEIBLHYIO HyMepamuo (B TOM YHUCIIE U
Tunorpadckue MaTepuabl), U KOJIMYECTBO UX JIUCTOB (CTPAHUII).

5. Ecniu Ha ogHOM JUCTE Jiefia MMEeTCsl HECKOJIBKO 0cOOeHHOCTel odopmieHus
JTOKYMEHTa, TO B rpade 2 nucTa-3aBEpUTENsT MPOCTABISIETCS HOMEpP ITOTO JIUCTA
IPOTUB Kak10M mo3unuu rpadsi 1.

6. Ecnu B JOKyMEHTE Ha OJHOM JIMCTE UMEETCS HECKOJIBKO MAapOK M WHBIX
MaTepuanaoB, TO B rpade 2 B CKOOKaxX MOCJIe HOMEpa JINCTa JieJia YKa3bIBaeTCsl MX
KOJIUYECTBO.

7. Ecnu B Aene UMEITCS MPEeAMEThI, HyMepalusi KOTOPhIX HEBO3MOXHA M3-32
0COOCHHOCTEN MaTepualia, U3 KOTOPOTrO OHU MCIIOJIHEHBI (CTEKJI0, METaJl, TKaHb U
Ipyrue), To B rpade 2 yKa3bpIBalOTCS HOMEpA JIMCTOB, MEXKY KOTOPHIMU HAXOJUTCS
JAHHBINA MPEIMET.

8. Bce nmocnenyone U3MEHEHUS B COCTaBE U COCTOSIHUU Jieia (TIOBpEeXIEHUE,
3aMeHa TOJIJMHHBIX JTOKYMEHTOB KOIHSIMHU, MPUCOCIUHEHUE HOBBIX JTOKYMEHTOB)
OTMEYAIOTCS B JIUCTE-3aBEPUTETIE CO CCHIJIKOM HA COOTBETCTBYIOIIUMN AKT.

9. Jluct-3aBepuUTEND HE HYMEPYETCHI.
dopmat A4 (210X297)

[Tpunoxenue 24
K TUMOBBIM IpaBUIaM JOKYMEHTHPOBAHUSA
U YIIpaBJIeHUS JOKyMEHTaIen
B FOCYJapCTBEHHBIX M HErOCYAapCTBEHHBIX
OPTaHM3AIIIX



dopma

BHYTPEHHSS OITMCh
IOKyMEHTOB aena Ne
No No /i1 Jenonpon3BoaCTBEHHBIM HaTta 3aro1o0BOK Homepa nucrtos Tpumeuane
HHIEKC JIOKyMEHTa JIOKyMEHTa nena
2 3 4 5 6
Hroro JIUCTOB JOKYMEHTOB
(umdpaMu U MPOMUCHIO)
KonnuecTBo 1UCTOB BHYTPEHHEHN ONKUCHU
(uudpaMu U MPOMUCHIO)
HaumeHoBaHue NOHKHOCTH JIMIIA,
3aMOJIHUBIIIETO BHYTPEHHIOIO OTTUCH
JIOKYMEHTOB JIeJIa MOJITHUCH PactmudpoBka moamnucu
JlaTa
®opmat A4 (210X297)
IIpunoxenue 25
K THIoBBIM npaBujiaM IOKYMCHTHUPOBAHUA
U yNpaBJeHUs TOKyMEHTaluen
B I'OCYJapCTBEHHBIX U HETOCYAapCTBEHHBIX
Opra"nu3anusax
dopma
Ommcs fen
Od¢unransHoe HAMMEHOBAHUE YTBepxkaaro
CTPYKTYPHOI'O IOAPA3ICIICHUS HaumeHoBaHHE TOHKHOCTH PYKOBOAUTEIIS
OpraHu3aIuu CTPYKTYPHOT'O TIOAPA3ICICHUS

Pacmudposka
(JIM4Hast TOAMKCH) TOAMKUCH




JlaTta

Ormmce Ne 3a rof (1)

NoNe Wupekc 3aronoBok nena ( Kpaitaue matel ( Cpok  xpaHeHuss  KonwdecTBo JHCTOB B

m/m  Jena  TOMa, YaCTH) TOMa, YacTH) nena (Toma, yactu)  Jelne (ToMe, 4acTH) Tpumenane

1 2 3 4 5 6 7
B nanHyr0 ONMCH BHECEHO nencNe moNe | BTOM

(mudpaMu ¥ IPOITHUCHIO)

quclie:
JIMTCPHBIC HOMCPA:
MIPOITYILIEHHbIE HOMEpA:
Hanmenosanune JOJIZKHOCTH JIN1Aa,
COCTaBUTCIIA OIINCHU IIOAIINCH PaCIHI/I(prBKa IIoAIInCn
JlaTta
PykoBoautens ciryx0Ob
J0Y MTOATHUCH Pacuudposka nognucu
JlaTta
PaboTHuk
apXuBa OpraHu3alnuu MOAIUCH Pacmudpoka

[HoAIINCH
JlaTta
[Ipumeuanue.

B onucu nen nocTossHHOTO XpaHeHus rpady 5 He 3armoaHSIOT.



dopmar Ad (210X297)

© 2012. PI'TI na I[IXB «MHCTUTYT 3aKOHOAATENbCTBA U TpaBoBoil nHMopMarun Pecriybnmnku Kazaxcram»
Munucrepcta roctuinu Pecnyonmku Kazaxcran



