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06 yrBepxnernu [IpaBuin JOKyMEHTHPOBAHHUA H YIIPABICHUA JOKYMEHTAIUCH B
MECTHBIX HCIOTHHATEIFHBIX opraHax JXaMOsUIcKo#i 00nacTi

Y1paTuBmmi caty

[TocranoBnenue akumara JKamoObiickoit oomactu ot 28 aBrycrta 2014 roma Ne 226.

3apeructpupoBano [lenapramentom roctuninu JXKaMObuickoi obnactu 8 okTsops 2014
rojia Ne 2340. Yrpatuiio cuiny noctaHoBieHruem akumara XKamObuickoit o6iactu ot 10
aBrycrta 2015 roma Ne 185

CHocka. YTpaTuio cuily HocTaHOBJIEHUEM akuMarta XKamMObUICKOM 001acTH OT
10.08.2015 Ne 185.

[Tpumeuanue PLIIIN.

B Tekcte mokyMeHTa coxpaHeHa IMyHKTyarus 1 opdorpadust opurunana.

B cootBercTBuu ¢ 3akoHoM Pecnyonuku Kazaxcran ot 23 suBaps 2001 roga "O
MECTHOM T'OCYJIapCTBEHHOM YTIpaBIIEHNUHU U camoyrpaBieHuu B Pecriyonuke Kazaxcran
" akumar JKamoOwuickoii oomactu IIOCTAHOBJIAET:

1. Y1Bepauts npunaraemsie [IpaBuna JOKyMEHTUPOBAHUS U YIIPABICHUS
JIOKYMEHTAIIMEN B MECTHBIX UCIIOTHUTEIBHBIX opraHax JKaMObUICKO# 00JacTH.

2. OTaeny JOKyMEHTAIMKU U KOHTPOJIS anmnapaTa akuMma o0JacTH B YCTaHOBIICHHOM
3aKOHOJIATEILCTBOM MOPSIKE 00ECTICUNTh:

1) rocynapcTBEHHYIO PErUCTPAIMIO HACTOSIIIETO MMOCTAHOBIICHUS B OpraHax
IOCTHIINY;

2) B TEUCHUE JCCATU KAJICHAAPHBIX JHEH MOCJIE TOCYIapCTBEHHON PETUCTPALII
HACTOSIIIIETO MOCTAHOBJICHUS €r0 HAIpaBJIeHUE Ha O(UIIMATIEHOE OMyOJIMKOBAaHUE B
NEePUOANYECKUX MEYATHBIX U3JJaHUSIX U B UHGOPMAIMOHHO-TIPaBOBOM cucteme "
oauer'";

3) pa3merieHre HaCcTOAIIETO TOCTAHOBJICHUSI HA UHTEPHET-pecypce akumara
KamObuickoii o6acTy.

3. KoHTpOJIb 32 UCTIOJIHEHUEM JAHHOT'O MIOCTAHOBIIEHUS BO3JIOKUTH HA
PYKOBOAMTENS anmnapara akuma odnactu Paxmanbepauena P.

4. HacTosiniee mOCTaHOBJIEHUE BCTYMAET B CUILY CO JHS FOCYIapCTBEHHOM
perucTpanuy B opraHax FOCTULIMHA U BBOJUTCS B ICUCTBUE 110 UCTEYEHUU JIECATH

KaJICHJApHBIX JTHEH MOCJIE JTHS ero MepBOT0 OPHUITUATHHOTO OITyOJINKOBAHUS.
AKnM obiacTa K. Kokpexbaen

YTBepKICHBI TOCTAHOBICHUEM
axkumara JKaMObIICKOH 00sIacTH
oT 28 aBrycra 2014 roga Ne 226



ITpaBuia JOKyMEHTHPOBAHHA U YIIPABJICHHA JOKyMEHTAUEH B MECTHBIX
HCIIOJIHUTEbHEIX opraHax JXaMOsuickoi obnacta 1. O6mue monoxeHus

1. Hacrosimue [IpaBuiia qOKyMEeHTUPOBAaHUS U YIIPABJICHUS TOKYMEHTalME! B
MECTHBIX UCIIOJIHUTENBHBIX opranax XKamObUIcKoi 001acTu (fajiee — mpaBuiia)
pa3paboTaHbl B cOOTBETCTBUH ¢ 3akoHOM PecryOnuku Kazaxcran ot 23 ssuBapst 2001
roja "O MECTHOM rocyIapCTBEHHOM yIIPaBJIECHUU U caMOyIipaBiieHnH PecryOnuku
Kazaxcran", TunoBbIMU MpaBrIaMu JOKYMEHTUPOBAHUS U YIIPABIICHUS
JOKYMEHTAIMEl B TOCYIapCTBEHHBIX U HETOCYJapCTBEHHBIX OpraHu3anusx"
yTBEPKIEHHBIX MTocTaHoBieHneM [IpaBurensctBa Pecybnmku Kazaxcran Ne 1570 ot
21 nexabps 2011 roga "OO0 yTBepk1eHnN TUNIOBBIX MpaBUiI TOKYMEHTUPOBAHUS U
YIPABJICHUS] TOKYMEHTAlMEN B FTOCYJapCTBEHHBIX U HETOCY1apCTBEHHBIX
opranuzanusx" (naisee — TunoBsie MpaBuia).

2. [IpaBuna onpenensroT NOpsOK OpraHu3auuy JOKYMEHTHPOBAHUS
yIPaBJICHYECKON JAEATEIHHOCTU U TOPAIOK OpraHU3alMK padOThI C TIOKYMEHTaMU
HECEKPETHOr0 XapakTepa Ha OyMaXKHbIX HOCUTEIISIX, YIIPABIECHUS JOKyMEHTAIUEN B
MECTHBIX UCITOJIHUTENIBHBIX OpraHax (anmaparax akuMoB, UCIIOJTHUTEIbHBIX OpraHax,
(uHaHCUPYEMBIX U3 MECTHBIX OI0/KETOB) 00J1acTH (J1aiee - MECTHBIN
UCIIOJTHUTEIbHBIN OpraH) U pacpOCTPaHSIIOTCA HA
OpraHU3alOHHO-PACTOPSAUTENBHYIO JOKYMEHTALUIO.

3. CocraB TOKyMEHTOB, HCIOJIb3YEMBIX B YIIPABICHUYECKON AEATEIBLHOCTH,
orpeesieTcss KoMneTeHuen U GyHKIUIMH MECTHOT'O UCTIOTHUTENIBHOTO OpraHa,
NOPSAJIKOM PELICHHS BOIPOCOB (B MOPSAAKE EAUHOIUYHOTO PaCOPSIAUTENBCTBA TUO0 B
KOJIJIETUAJIbHOM MOPSAJKE), 00bEMOM U XapaKTEpOM CBsI3€H C IPYTMMH OpraHU3alusMu

4. Opranu3anusi, BEJIeHUE U COBEPIICHCTBOBAHNE CUCTEMBI JIOKYMEHTAIIMOHHOTO
obecrieueHus1 yIpaBieHUs Ha OCHOBE €IMHOM TEXHUUECKON MOJIUTUKU U IPUMEHEHUS
COBPEMEHHBIX TEXHUYECKHUX CPEJICTB B pabOTE C JOKYMEHTAMH, METOIMYECKOE
PYKOBOJICTBO U KOHTPOJIb 32 COOJIIOJICHUEM YCTAaHOBJICHHOTO MOPsIAKA padOTHI €
JOKYMEHTaMHU B MECTHOM MCIOJIHUTEIIbHOM OpPraHe OCYIECTBIISIIOTCS CTPYKTYPHBIM
noJipas/ieJIeHUEM, Ha KOTOPOE BO3JIOKEHBI (DYHKIIMH 110 JOKYMEHTAIIHOHHOMY
obecnieueHuIo yrpasiieHus (nanee — ciyxoa J10VY).

B MecTHOM UCIOTHUTEILHOM OpraHe, B KOTOPOM [0 IITaTHOMY PAaclUCaHUIO HE
PEeIyCMOTPEHO CTPYKTYPHOE MOApa3iesieHue, OCyIeCTBIIsonee GyHKINU 1O
JIOKYMEHTAIITMIOHHOMY OOECTIEYSHHIO YIPABIICHUS, T 003aHHOCTH BO3JIaraloTCs Ha
OTBETCTBEHHOE JIOJKHOCTHOE JIULIO.

5. Ilpu cmene pykoBoautens ciiyx0b1 JJOY 10oKyMeHTHI U Jieia, a TaKKe
PErUCTPallMOHHO-KOHTPOJIbHBIE (hopMbl (aniee - PK®D) k HuM nepeaaroTcsi BHOBb
HA3HAYCHHOMY PYKOBOJIUTEIIIO WJIM OTBETCTBEHHOMY JIOJDKHOCTHOMY JIUILY TIO aKTy



npueMa-repeaayu.

6. Hacrosinue npaBuiia He pacpOCTPAHSIIOTCS HA IOPSAIOK PabOThI CO CIIyKEOHOU
uH(popMaIe, coaepKaiieii Tocy1apCTBEHHbBIE CEKPETHI, CO CITyKeOHOM
uHpopMmaimeit c nometkoi "Jlcn'" u cBeIeHNS OrPaHUYCHHOTO PACIIPOCTPAHCHUSI.

2. ITopsapox noxymenTupoBanus IIpaBuia moAroToBKY 1 0GOpMIICHAS
JOKYMEHTOB

7. IloAroToBKa HOPMaTUBHBIX U MPABOBBIX AKTOB MECTHBIX UCIIOJIHUTEIbHBIX
OpraHOB OCYIIECTBIISIETCS] B COOTBETCTBHH € 3aKOHOJIATEIBCTBOM PecmyOnuku
Kazaxcran.

8. JIOKYMEHTBI COCTABJISIFOTCSI HA TOCYIAPCTBEHHOM $I3bIKE, HApaBHE C Ka3aXCKUM
opUIMATHHO YIOTPEOISIETCS] PYCCKUM S3BIK, a B CIIyYasiX, IPETYCMOTPEHHBIX 3aKOHOM
Pecny6nuku Kazaxcran ot 11 utonst 1997 rona "O s3bikax B Pecniyonuke Kazaxcran",
OPUMEHSIIOTCS U IPYTHE SI3BIKH.

PacnopsanurenbHblii JOKYMEHT Ha TOCYAapPCTBEHHOM SI3bIKE U CO3/1aBa€MBbIi
AyTEHTUYHBIN pacloOpAIUTEIbHBIA TJOKYMEHT Ha PYCCKOM SI3bIKE MEYATAIOTCS KaXK bl
Ha OTJIEIBHBIX OJIaHKaX (OTAETBHBIX JUCTaX) U OPOPMIISIOTCS €TUHBIMU PEKBU3UTAMH.

9. Ilpu cozganuu 1 0oHOpMIIEHUH TOKYMEHTa Ha OyMaKHOM HOCUTEJIE
UCIIOJIb3YIOTCSl PEKBU3UTHI, PacIioiaraeéMbl€ B ONPECICHHON MOCIeI0BaTENLHOCTH B
COOTBETCTBHH CO CXEMOM PACIIOJIOKEHHS PEKBU3UTOB TJOKYMEHTA COTJIACHO
IpUIOKEeHMIO | K THUIIOBBIM IpaBuiIam.

10. bnanku TOKyMEHTOB M3rOTABIMBAIOTCS HA CTAHAAPTHBIX JUCTaX Oymaru
dbopmaToB A4 (210x297mMm) nnu AS (148x210mm). Kaxk b1t TUCT JOKYMEHTAa,
o(OpMIICHHBIN KaK Ha OJIaHKe, TaK U 0€3 Hero, I0JDKEH UMETh T0JIsl HE MEHEe:

20 MM - 1€BOE;

10 MM - mipaBoE;

10 MM - BepxHege;

10 MM - HUXKHEE.

[Ipu nBycTOpOHHEM IeYaTaHUU WIH KOTMPOBAHUK OOOPOTHASI CTOPOHA JIUCTa
JOKyMEHTa UMEET COOTBETCTBEHHO CJIETYIOIINE pa3MephI MOJIEH HE MEHEE:

10 MM - 1€BOE;

20 MM - mpaBoe;

10 MM - BepxHee;

10 MM - HUKHEE.

11. B MeCTHBIX UCTIOTHUTEIBHBIX OPTaHaX MIPUMEHSIOTCS CIEAYIOIIHe OJIaHKA
JOKYMEHTOB:

1) 6;1aHK TMChMa MECTHBIX UCITOJIHUTEILHBIX OPTaHOB MO0 00pas3Iry, COTIIACHO
PUIOKEHHIO 2 K THUIIOBBIM IpaBUIaMm;



2) 671aHK KOHKPETHOTO BUJIa JOKYMEHTA MECTHBIX MCTIOJHUTEIBHBIX OPTaHOB 10
o0pa3sily, COrIacHO MPWIOKEHUIO 3 K TUNOBBIM MpaBUIIaM:

3) o0t 6J1aHK MECTHBIX UCTIOJIHUTEIBHBIX OPTaHOB MO 00pa3Ily, COTIACHO
npuiokeHuto 4 Kk TUMOBBIM MpaBUIaM.

OOwuit 61aHK IPUMEHSETCS B CIIydasx, KOTJAa TUIIOrpa)cKoe U3rOTOBICHUE
0JIaHKOB KOHKPETHOTO BUA IOKYMEHTa HEIEIeco00pa3Ho.

12. biianky TOKYMEHTOB M3rOTaBIMBAIOTCA TUMIOTPad)CKUM CIIOCOOOM, C ITOMOIIBIO
CPEJIICTB ONEPATHUBHON MOIUTpadUu UM BOCIIPOU3BOAATCS KOMIIBIOTEPOM
HENOCPECTBEHHO NP COCTABJIECHUU JOKYMEHTA.

13. biianky TOKYMEHTOB MECTHBIX UCHIOJHUTENIbHBIX OPTaHOB C LIBETHBIM
uzoopaxenueM ['ocynapcreennoro I'epba Pecny6nuku Ka3zaxcTan U3roTaBinBarOTCs
NOJIUTPAPUICCKUMU TIPEATNPUATASIMHE, UMEIOIIMMHU JINIICH3UIO HAa COOTBETCTBYIOIIHMA
BU/I ICSITEIbHOCTH, 110 3aKa3aM MECTHBIX UCTIOJHUTEIBHBIX OPraHOB M MOJUIEKAT
y4eTy, IJIs 4Yero B JIEBOM HIKHEM YTITy Ka)JI0ro 3K3eMIUIsipa OJaHKa JOKyMEHTa
TUTIOTPa(CKUM CIIOCOOOM MITM HyMEPATOPOM MIPOCTABIISIETCSI €70 HOMEP, a MpHU
HEO0OXOJIMMOCTH CEpHS.

14. bnaHku TOKyMEHTOB JOJKHBI HCIIOJIB30BAThCS CTPOTO IO Ha3HAYEHUIO U 0€3
COOTBETCTBYIOILIETO pa3pelIeHUs] PyKOBOJCTBA MECTHOTO UCIIOJIHUTEILHOTO OpraHa He
MOTYT TepeIaBaThCsl IPYTUM OPTaHU3AIMSIM WIIM UHBIM JIMIIAM.

15. BHyTpeHHHE TOKYMEHTBI, 38 UCKIIOYEHUEM PACTIOPSIUTEIbHBIX TOKYMEHTOB,
MOTYT COCTaBJIATbCS HA nucTax Oymaru popmatoB A4 unu AS, ¢ ykazaHueM
HAaUMEHOBAHUS BHJIa JOKYMEHTA U U3JI0KEHUEM TEKCTa HA OJTHOM SI3bIKE COTJIACHO
IIPUJIOKEHUIO 5 K THUIIOBBIM ITpaBUiIaM.

16. Ilpu obopmiieHnn TOKyMEHTA, pa3pabOTaHHOTO IBYMS U OoJiee
rocyJapCTBEHHbIMHU OpraHu3alusiMu (COBMECTHBIN MPUKA3, COBMECTHOE PEILICHUE,
COBMECTHOE MHUCHhMO), OJ1aHK ¢ n3o0pakeHuem ['ocynapctsennoro ['epba Pecniybnuku
Kazaxcran He ucnonb3yercs.

[Tpu opopmneHnn 1oKyMeHTa, pa3paboTaHHOTO ABYMsI B OoJiee
rocyJapCTBEHHBIMU OpraHu3aIisiMU (COBMECTHBIN MPUKA3, COBMECTHOE PEILICHUE,
COBMECTHOE MHUCHhMO), OJIaHK ¢ u300paxxeHuem I'ocynapctsennoro I'epba PecniyOnuku
Kazaxcran He ucnomnb3yercs.

[Tpu opopmieHHH COBMECTHOTO TOKYMEHTA, pa3padOTaHHOIO JBYMs U Oojiee
PaBHBIMU OpraHU3alUIMH, O(QUIIHATEHBIE HANMEHOBAHUS OpraHU3aluii
pacrnoJiaraloTcs Ha OJJHOM YpOBHE B aji()aBUTHOM MOPSIIKE HAUMEHOBAHUMN
OpraHu3alMH.

[Tpu opopmiieHHN COBMECTHOTO IOKYMEHTA, pa3pabOTaHHOIO IBYMs U OoJiee
OpraHu3ausIMu, opUIHaTbHbIE HAMMEHOBAHMSI PACIIONAraloTCs B COOTBETCTBUU C
yObIBaHMEM HEpPAPXUU OpPTraHU3aIIH.

COBMECTHBIN JOKYMEHT MOJIEKHUT 3aBEPEHUIO NIEUATIMU OPTaHU3aLHAMN.



TpebGoBammsa kK 0HOPMIICHHIO PEKBU3UTOB JOKyMEHTA

17. N3obpaxenue I'ocynapcrBennoro ['epba Pecniyonuku Kazaxcran pasmeniaercs
Ha OJIaHKE IOKYMEHTa MECTHBIX UCTIOJIHUTEIbHBIX OPTaHOB B COOTBETCTBHH C
TpeOOBaHUSAMU, YCTAHOBJICHHBIMU 3aKOHOIaTEeNIbHBIMU akTamu PecriyOnuku Kazaxcran
0 rocyJapcTBEHHBIX cuMBoiIax PecyOommku Kazaxcras.

18. OdunmanpHOEe HAUMEHOBAHHWE MECTHOTO UCITOJTHUTEILHOTO OpraHa BKJIIOYAET B
ce0s1 Ha3BaHKWE B COOTBETCTBUU C YUPEAUTEIbHBIMU JOKYMEHTAMHU C YKa3aHUEM Ha
OpraHU3alMOHHO — MPaBOBYIO (HOPMY.

CokpallleHHO€ HAauMEHOBAHUE MECTHOI'O UCTIOJIHUTEIBHOTO OpraHa MPUBOJUTCS B
TOM ClIy4ae, KOTr/ia OHO 3aKPEIJICHO B YUPEIUTEIbHBIX JOKYMEHTAX, U Pa3MEIIaeTCs B
CKOOKax HMKE MOJHOTO HAUMEHOBAHUSI.

HanmeHoBaHUE CTPYKTYPHOTO MOApPA3IEICHUS YKA3bIBAETCS B TOM CiIy4ae, eCiu
OHO SIBJISIETCS aBTOPOM JJOKYMEHTA, U pacrojaraeTcsi Hu>Ke HAaMMEHOBAHUSI MECTHOTO
UCIIOJTHUTEIBLHOTO OpraHa.

19. B cripaBOYHBIX JIaHHBIX O MECTHOM MCIIOJHUTEIHHOM OPraHe yKa3bIBarOTCS:
MOYTOBBIN ajipec, HoMepa TenedoHOB, TenehaKkcoB, aAPEC HIEKTPOHHOU MOYTHI U
JPyTrUe CBEACHUS M0 YCMOTPEHUIO MECTHOT'O MCTIOJTHUTEIBHOTO OpraHa.

20. HaumeHnoBaHue BUa JOKYMEHTA, U31aBAEMOT0 MECTHBIM UCIIOTHUTEIBLHBIM
OpraHoOM, PErJIaMEHTUPYETCs] HOPMATUBHBIMU TIPABOBBIMH akTamMu PecryOnuku
Kazaxcras.

21. JaToi JOKyMEHTAa ABJISIETCS JaTa €ro MoNrUCaHus (pacnopsaIuTelbHbIe
JIOKYMEHTBI, TUCbMa, CIIPABKH U IPYTHE) WA COOBITHS, 3apUKCUPOBAHHOTO B
JTOKyMEHTE (IIPOTOKOJ, akT U Apyrue). s yTBep:KaaeMoro 10KyMeHTa (M0JI0KEHUE,
perjiaMeHT, IpaBuiia U JPyrue) — AaTa yTBEPKICHHUS.

JlaTa 1oKyMeHTa MPOCTABIAETCS JOIKHOCTHBIM JIMIIOM, MOJIMUCHIBAIOLIAM UIIN
YTBEPAKIAIOMIUM TOKYMEHT. [Ipy moAroToBKE MpOEKTa JOKYMEHTA MEYaTaAETCs TOJIBKO
0003HaYeHue MecsIa U roja.

Ecnn aBTOpaMu JOKyMEHTa SIBJISIFOTCS HECKOJIBKO OpTraHu3alui, TO 1aTou
JNOKyMeHTa OyaeT HauOoJiee MOo3AHsA JaTa NoAnucanus (yTBEpKIEHU).

CnyxeOHble OTMETKU Ha JOKYMEHTE, CBSI3aHHBIE C €TI0 MPOXOKICHUEM U
UCIIOJIHEHHEM (03HAKOMJIEHHEM) BHYTPHU MECTHOT'O UCIIOJIHUTEILHOTO OpraHa,
JOJIKHBI JATUPOBATHCS U MOIITUCHIBATHCSL.

Haty noxymeHTa opopMIIsIoT apabckuMu IudpamMu B MOCIEI0BATEILHOCTH: JIEHD
Mecsiia, Mecsll, roa. Jlenb Mecsia u Mecsity opopMIISIOT ABYMS MMapaMu apabCKux
udp, pa3aeneHHbBIMI TOYKOH; TOJ — YETHIPbMA apaOCKUMU Iudpamu.

CnoBecHO-IUPPOBOM cIOCOO HAMMUCAHUS JAThl UCTIOJIB3YETCS B
pactopsAIMTEIbHBIX JOKYMEHTAX, JOKYMEHTAX, COJIEPIKAIINX CBEACHUS (PMHAHCOBOTO



XapakTepa, ONPEIEIAIOIMX 3aKOHHBIE IPaBa U NHTEPECHI IPAKIAH, IIPHU CCHUIKE Ha
HOpPMAaTHBHbBIE TPABOBBIE AKThI U OopMIIsieTcs ciaeayromuM oopazom "05 anpens 1995
roja'.

22. PerucTpaiiMOHHbII HOMEp JOKYMEHTA COCTOMUT U3 MOPSAIKOBOIO HOMEPA
JOKYMEHTA B PErHCTPAIlMOHHO-KOHTPOJIbHOU (hopme. OcTanbHble PEKBU3HUTHI (MHIEKC
JieJ1a IO HOMEHKJIAType JeJl MECTHBIX UCIIOJIHUTENBHBIX OPraHOB) MIPOCTABIISIFOTCS 110
YCMOTPEHHUIO MECTHBIX UCIIOJTHUTENBHBIX OPraHOB.

23. B ccbulke Ha HOMEp M ATy BXOJAIIEro JOKyMEHTa YKa3bIBaeTCs
pPErrCTpallMOHHBIN HOMEp U J1aTa JOKYMEHTAa, Ha KOTOPbIN AaeTCs OTBET.

24. MecTo cOCTaBIEHUS WIHM U3AaHUS JOKYMEHTa yKa3bIBAETCS HA BCEX BUJIAX
JOKYMEHTOB, KpoMe nucbMa. Jlomyckaercs He yKa3blBaTh HA BHYTPEHHUX JIOKYMEHTaX,
32 HCKJIFOYEHUEM PaclOpPsSIAUTENbHBIX, MECTO COCTABIICHUS WU U3JaHUS JOKYMEHTA.

25. I'pud orpaHndeHus Jo0CTyna MpOCTaBISAETCS B BEPXHEM IIPABOM YIJTy IIEPBOTO
JUCTa C YKa3aHUEM HOMEPA SK3EMILISApA.

26. JIOKyMEHTBI aApECYIOT OpPraHU3alMAIM, UX CTPYKTYPHBIM OAPA3ACIICHUSIM,
JOJIKHOCTHBIM MM (PU3HUYECKHUM JIMLIAM.

[Ipu anpecoBaHuM JOKYMEHTA OpPraHu3aliy, €€ CTPYKTYPHOMY ITOAPA3ACIICHHUIO,
UX HAUMEHOBAHUS MUIIYTCS CTPOYHBIMHU OyKBaMu, MOJTY>KUPHBIM MIPU(GTOM B
MMEHUTEIBHOM IAJIEXKE, TOHKHOCTD JIUIA, KOTOPOMY aJpECOBaH JOKYMEHT — B
JATEJIBHOM IaJeXKe.

[Ipu anpecoBaHuM JOKYMEHTA PYKOBOJUTEIIO OpraHU3alii €€ HAUMEHOBAHHE
BXOJIUT B COCTaB HAUMEHOBAHUS JOJDKHOCTH ajgpecara.

[Ipu anpecoBaHuu AJOKYMEHTa (PU3NYECKOMY JIMIY YKa3bIBAIOTCS MOYTOBBIN aJpec.
IIpu nepenucke BHyTpHU OpraHu3aliy J0IyCKAETCsl yKa3aHUE B TATEIIbHOM aJIeKe
TOJIbKO (paMWJIMKM U MHULIMATIOB JOJHKHOCTHOTO JIMIIA.

Ecnu 1oKyMEHT afpecyeTcsi OMHOPOAHBIM OpPraHu3alMsaM, UX aJpecaThl
yKa3bIBAIOTCSI 0000IIEHHO.

JIoKyMeHT He JTOJKEH colepKath Oosee yetbipex aapecaroB. Cioso "Komus"
nepes BTOPbIM, TPEThUM, YETBEPTHIM aJipecaTaMu He ykasbiBaercs. [Ipu Gombiiem
KOJIMYECTBE aJ[PECATOB COCTABIISIETCS CIIUCOK (PEECTP) paCcChUIKU JOKYMEHTA.

B cnydae HampaBieHHUs JOKYMEHTa HE IIOCTOSIHHBIM aJjpecaraM, B COCTaB
pexBu3uTa "Azpecar” BKIIOYAETCS IOYTOBBIN aipec, KOTOPBIA 0hopmIIIeTcs
UCIIOJIHUTEJIEM. DIEMEHTBI IIOYTOBOIO aJpeca yKa3bIBAKOTCS B ITOCJIEI0BATEIBHOCTH, B
COOTBETCTBHHU C NMPABUIIAMU MIPEIOCTABIEHUS YCIIYT MOYTOBOM CBSI3U, YTBEPKIAEMBIMU
[TpaButenscTBOM Pecrybnuku KazaxcraHn.

27. I'pud yTBepKaeHUS TOKyMEHTA PACIIONAraeTCs B IPAaBOM BEPXHEM YIITy
NEPBOrO JINCTA JOKYMEHTA.

[Tpu yTBEpKAEHUH JOKYMEHTA KOHKPETHBIM JIOJKHOCTHBIM JIULIOM, TpU(
YTBEPKJIEHUS COCTOUT U3 CIAEAYIOIINX 3IEMEHTOB: clioBa "YTBepxkaar" (



oopMIIsieTCs: CTPOYHBIMH OyKBamu, 0€3 MPUMEHEHUS KaBbIYEK), HAUMEHOBAHUS
JOJIKHOCTH, MTOAMKUCH, UHULIMAJIA UMEHU, ()aMUJIUU U 1aThl YTBEPKACHUS.

[Ipu yTBEpX)AEHUM TOKYMEHTa ABYMs U O0Jiee TMIAaMHU PaBHBIX JOJKHOCTEH
rpudbl yTBEPKIEHUS pacnoiaralorcs B ajaaBUTHOM MOPSIIKE HAMMEHOBaHU I
OpraHu3alui.

[Ipu yTBEep)AeHUM TOKYMEHTa MOCTAHOBJICHUEM, PEIIICHUEM, PUKA30M,
IPOTOKOJIOM I'pU( YTBEPKACHHS COCTOUT U3 CJI0Ba 'Y TBEpKIEH (a, 0, bI)", BUAA
pacnopsAUTEILHOIO JOKYMEHTA B TBOPUTEIBHOM NAJEHKE, €ro JaThl 1 HOMEPA.

28. Pe3omtonns pacnosaraeTcs B BEPXHEN 4aCTH EPBOTO JUCTA JOKYMEHTA Ha
CBOOOJHOM OT TEKCTa MecTe. B cocTaB pe30rornu BXOAAT haMuiTvst UCTIOTHUTENS (
UCIIOJIHUTENIEN), coAepKaHue OPYyUYEeHHUs (MIOPYUYEHUI), CPOK UCTIOITHEHMS], TOITUCH, U
naTa.

Ha gokymenrax, He TpeOyronMX yKa3aHUi M0 UCIIOJHEHUIO U UMEIOLIUX TUTIOBBIE
CPOKH HCIOJHEHUS, B PE3OJIIOIIMHN YKa3bIBAETCS UCIIOJIHUTENb, TIOJMUCH aBTOPa
pe3onronuu, Aara. B cnydasx, koraa nopydeHue naetcsa IByM U OoJiee JIhiam,
OCHOBHBIM HCITOJIHUTEJIEM SIBJIIETCA JIUI0, YKa3aHHOE B MOPYUYEHUHU NIEPBBIM, €CITU
MHOE HE YCTAHOBJIEHO B CAMOM PE30JIFOLIH.

OCHOBHO HCTIOJTHUTEND U COUCIIOJIHUTENh MOTYT J1aBaTh MOPYUYEHHUS B BUJIE
PE30IOLUY JIMIaM, HEIOCPEACTBEHHO UM ITOAYUHEHHBIM. B TaHHOM citydae
pe3ontonus ohopmIIIeTca Ha JOKYMEHTE.

[lepBble pyKOBOAMUTEIN MECTHBIX UCIIOJHUTEIBHBIX OPTaHOB, UX 3aMECTUTENH
MOTYT O(POPMIISITH PE30JIIOLNIO HA OTJIEIHHOM OJlaHKe ((HUIIKE) C YKa3aHUEM T0]]
NOJIMHUCHIO JIMIIA, HAJIOKUBILETO PE30IIOLHUI0, BXOASIIET0 PErUCTPALIMOHHOTO HOMEPA,
JaThI MTOCTYIJIEHUSI U OTMETKU O PEKBU3HUTAX JOKYMEHTa, K KOTOPOMY OTHOCUTCS
pe3ontonus (aBTOp, UCXOIAIIMN HOMEP U JaTa JTIOKYMEHTA), a TAKXKe IPYTrux
3JIEMEHTOB PEKBU3HTA, IPELYCMOTPEHHBIX HACTOAIIMM ITyHKTOM. [lopydeHus B Buze
PE30JIIOIUH, HAMIpaBJIsIeMbI€ B IPYTHE OpraHU3alluu, PerucTpupyroTcs ciyxooit JIOVY.

29. 3aroyIoBOK K TEKCTY IOKyMEHTa O(pOPMIISIETCS TTOTYKUPHBIM IPUPTOM OT
IPaHMUIIbI JIEBOTO MOJIS JOKYMEHTa, 03 IepeHoca CJI0B U He TOJKEH cojiepkaTh Oosee
35 3HaKOB B KaxJ0W cTpoke. B JoKyMeHTe, He TpeOyroleM rocyAapCTBEHHOM
pEerucTpaluy B Opraiax ICTUIMH, TIPU BEJIMYMHE 3aroJIoBKa 00Jiee 5 CTPOK,
Joryckaetcst o(popMIIeHHE 3aroj0oBKa MO cepeiuHe JOKYMEHTa. Touka B KOHIE
3aroJIoBKa HE CTaBUTCS.

3aroyioBOK K TEKCTY JIOJKEH OBITh KPAaTKUM, TOYHO MepeaaBaTh COIepKaHUe
nokyMeHTa. OH JJOJDKEeH OBITh COTJIACOBAaH C HAMMEHOBAaHUEM BHJIa JOKYMEHTA U
oTBe4aTh Ha Borpockl: "o yem?" ("o kom?"), "uero?" ("koro?").

3aroyioBOK K TEKCTYy ToKyMeHTa MeHee 10 CTpoK, a Takke K TOKyMEHTY,
BBITIOJIHEHHOMY Ha OnaHke opmata AS, HE COCTaBIIAETCS.

30. OT™MeTKa 0 KOHTPOJIE 3a UCIIOJTHEHUEM JJOKYMEHTa 0003HAUaeTCsl CIIOBaMU WU



mraminamu "bakpiiay", "Kontpoins", "bakpuiayra ansiaabl”, "B34T0 Ha KOHTPOIB",
mutepom "B", "K" 1 nmpocTaBisieTcst B BEpXHEW JIEBOM YaCTH MEPBOTO JINCTA TOKYMEHTA
3a MpeeaMu TEKCTOBOTO IOJIS.

31. TekcT nokymeHTa 0pOpMIISIETCSI B BUJIC aHKETHI, JUATPAMMBI, TaOJHIIHI,
CBSI3HOTO TEKCTa WM COYETAHUS YKa3aHHBIX (DOPM.

dopma aHKEThI IPUMEHSIETCS MPU U3JI0KEHUU ITUGPOBON MU CIIOBECHOMN
uH(opMau 00 0JHOM OOBEKTE MO ONPEIEICHHOMY HAaOOpy MTPU3HAKOB.

[Ipu cocTaBieHUH TEKCTa B BUAE AHKEThl HANMEHOBAHUS IIPU3HAKOB
XapaKTePHU3yeMoro 00ObeKTa JOHKHBI ObITh BHIPAXKEHBI UMEHEM CYIIIECTBUTENIbHBIM B
MMEHUTEIBHOM I13JI€KE WIH CIOBOCOYETAHUEM C IJ1ar0jI0M BTOPOIO JIMLA
MHO>KECTBEHHOT'O UKCJIa HACTOSAIIETO UM POUIEAIIEro BpeMeH! (MMeere, ObUIH,
HAXOJIWJIUCh). XapaKTEPUCTUKH, BEIPAXKEHHBIE CIIOBECHO, TIOJKHBI ObITh COTJIACOBAHBI
C HAMMEHOBAHUSAMH IPU3HAKOB.

dopma auarpaMMbl IPUMEHSIETCS IPU U3JI0KEHUHU LU(PPOBOM MU CIIOBECHON
uHpopmarmu. J[narpamma He TOJKHA JEIUTHCS, IEPEXOIUTh Ha APYTYIO CTPAHUILY.

®dopma TabIMLbl TPUMEHSIETCS PU U3JI0KEHUHU [U(PPOBON MU CIIOBECHON
uH(pOPMAIHN O HECKOJIBKUX 00BEKTaX MO PSATY MPU3HAKOB.

Tabnuipl UMEIOT ABa YPOBHS WICHEHUS TEKCTa: BEPTUKAIBHBINA — rpadbl U
TOPU3OHTAIBHBIA — CTPOKH. ['padbl U CTPOKH TaOIUITBI JOKHBI UMETh 3aTOJIOBKH,
BBIPa)KEHHBIE UMEHEM CYILECTBUTENBHBIM B UMEHUTENBHOM Nazexe. IloazaronoBku
rpad ¥ CTPOK JOJKHBI OBITH COTIIACOBAHBI € 3arojioBKaMu. Ecnu Ta0iuily nedararor
0oJiee yeM Ha OJIHOM CTpaHUIle, rpadbl TAOIHIIBI JOJIKHBI OBITh MPOHYMEPOBAHBI U HA
CJIEIYIOLIMX CTPAHULAX JIOJKHBI OBITh HalleyaTaHbl TOJILKO HOMEpa 3TUX Tpad.

CBsI3HBIN TEKCT, KaK MTPaBUIIO, COCTOUT U3 ABYX yacTeil. B mepBoii yactu
YKa3bIBAIOTCSl IPUUMHBI, 1I€JIM, OCHOBAHMS CO3/IaHMSI IOKYMEHTA; BO BTOPOH (
3aKITFOYUTENIBHON) — PELIEHMS], BBIBOJBI, TPOCHOBI, pEKOMEH1alni. B HEKOTOPBIX
Clly4asix B epBOM YacCTH YKa3bIBAIOTCS MPOCHObI, MPEJIOKEHUS, BO BTOPOH —
OPUBOJAATCS OOOCHOBAHMSI, ApIYMEHTHI. TEKCT MOKET COIepkKaTh OJTHY
3aKTIOYUTENIbHYIO YacTh (HapuMep, IPUKa3bl — pacoOpsIUTEIbHYIO YacTh 03
KOHCTaTUPYIOILEH, MMCbMa — IPOCh0y 0€3 nosicHeHus). B Tekcte nokymeHTa,
MOATOTOBJIEHHOI'O HA OCHOBAHUY WJIM BO UCIIOJIHEHUE PAHEE U3IAHHOTO JJOKYMEHTA,
YKa3bIBAIOTCS €r0 PEKBU3UTHI: HAUMEHOBAHUE IOKYMEHTA U MECTHOTO
UCIIOJTHUTEIBHOTO OpPraHa-aBToOpa, JaTy, pETUCTPALMOHHBI HOMED, 3ar0JIOBOK K
TeKcTy. Eclii TeKCT 3HauuTeNeH o cBoeMy 00beMY, COJEPIKUT HECKOJIBKO PEILICHUH,
BBIBOJIOB, NPEJIOKEHUH, TPOCHO, €ro MOKHO Pa3OoUTh Ha pa3/ieibl, IYHKTHI.

[IyHKTBI B JOKYMEHTE PACIOJIATAOTCS MO 3HAYUMOCTH B JIOTUYECKOU
[OCJIEOBATENIBHOCTH, @ TAKKE C YYETOM XPOHOJIOTHH 3TANOB PELICHUS BOIPOCA.
bnuskue 1o cofepKaHuio MyHKThl 3HAYUTEIBHBIX IO 00bEMY TJOKYMEHTOB MOTYT OBITh
o0ObeMHEHBI B ri1aBbl. HECKOBKO 11aB, OJIM3KUX MO COAEPKAHUIO, MOTYT OBITh



00BeIMHEHBI B Pa3JIeybl, a Pa3eiibl, B CBOIO OUepeb, MOTYT 00bEIMHATHCS B YacTu. B
00JBIINX 110 00BEMY IJIaBaX MOTYT BBIEIATHCS naparpadpbl, a B O0JIbIINX pa3aenax
MOTYT aHAJIOTUYHO BBIIECIATHCS MOAPA3ACIbI.

[TyHKTBI MOTYT OBITh MOPa3/EJICHbI Ha MOAMYHKTH. BHYTpHY MyHKTOB U
MOJAMYHKTOB MOTYT OBITh YaCTH, BbIAEIsIEMbIE a03alamMu.

A03aiieM cuMTaeTcs 4acTh TEKCTA, MPECTABIAIONIas COO0M CMBICIIOBOE €IMHCTBO,
BbIJIEJIIEMAsl OTCTYIIOM B IIEPBOM CTPOKE U HAYMHAIOLIASACA CO CTPOYHOM OYKBBI, KpOME
nepBoro ad3ara 4acTu, KOTOPbI HAUMHAETCS C 3arJlaBHON OYKBBI.

A03a1bl 3aKaHYMBAIOTCA TOUYKOM € 3amsATON (KpoMe EPBOro U MOCIeAHEro ad3alen
yacTH). B TekcTe JOKyMEHTOB He JIonmycKaeTcss 0003HaueHue ab3areB AehucamMu uin
WHBIMHU 3HAKaMH.

Kaxxap1ii moamyHKT, MyHKT, a TakKe maparpadsl, TIIaBbl, MOAPa3eIibl, pa3aeiibl |
YacTH JIOKYMEHTOB HyMepYyIOTCs apaOCKUMHU Huppamu.

B nokymeHTe, COCTOSIIEM U3 OJTHOTO TyHKTa, HyMepalus MyHKTa He TpeOyeTcs.

Hywmepatust myHKTOB, IJ1aB ¥ pa3/iesioB SIBISETCS CKBO3HOM.

HymMmepaniust moIMyHKTOB SIBJISETCS CAMOCTOSITEILHOM ISl KaXKJI0TO MyHKTA.

CaMocCTOSTeIbHOM, @ HE CKBO3HOM, SIBJISIETCS TAaK)Ke HyMmepalus maparpados B
Ka)KJI0M I1aBe M HyMepalus MoApa3iesioB B KaKJI0M pasjiesie JOKYMEHTA.

Homepa nmoamyHKTOB B TyHKTaX BBIJEISAIOTCA CKOOKOM: 1), 2), 3) u nanee.

TexkcT JOKyMeHTa reyaTaeTcsl Ha MUIIYIIeH MalllMHKe Yepes3 MojaTopa
MEKCTPOUHBIX UHTEPBAJIA WU MIPU MTOMOIIM YCTPONUCTB KOMIIBIOTEPHON TEXHUKHU
pasmepom 14 mpudta Times New Roman depe3 oauH MeKCTpOUHBIN HHTEpBal. B
OTIIETBHBIX ciyyasx (oopmileHHE TaONIHILL, NPUIOKEHUN, OTMETKH 00 UCIIOJIHUTETIE,
IpPUMEYaHUI U JPYTUE) pa3Mephl mpudTa U MEKCTPOYHOTO UHTEPBAJIa MOTYT OBITh
HHBIMU.

[Tpu opopmieHnn 1OKyMeHTa Ha ABYX U O0Jjiee IMCTax BTOPOM U MOCIeAyIONINe
aucThl Hymepytotes. HoMepa npocraBisitoTcst apabCkuMu IMPpaMu B cepeIuHe
BEPXHETO MOJIs JINCTa 0€3 3HAKOB MPETTMHAHUS

32. B oTMeTKe 0 HAJIMYUU NPUIIOKEHHSI, HA3BAHHOTO B TEKCTE TIOKyMEHTA,
IPOCTABIISAIOTCS KOJIMYECTBO JIMCTOB, SK3EMIUISIPOB, SA3bIK HCHOAHEHUs. [Ipu Hammuumn
PUIOKEHUH, HE Ha3BaHHBIX B TEKCTE, YKA3bIBAIOTCSA X HOMEpa, HAMMEHOBAHUS,
KOJIMYECTBO JUCTOB, KOJIMYECTBO IK3EMILISPOB U SI3bIK UCIIOJIHEHHUS], €CITU
IPHUIIOKEHUS COPOIIIOPOBAHBI, YKA3bIBACTCS TOJIBKO KOJIMYECTBO IK3EMILISPOB.

Ecnu x 1okyMeHTy npuiaraeTcsi Ipyroi JOKyMEHT, TaKKe UMEIOIIUM MPUIIOKEHNE
, TO OTMETKa O HAJUYHUH MPUIIOKEHUS 0hOpMIIIETCS CIASAYIOMUM 00pazom: "
[Tpunoxenue: [lucbmo MunuctepcTBa cBsi3u u unpopmanuu Pecyonuku Kazaxcran
ot 15.01.2011 roma, Ne 3-5/ 151 u mpunoxeHne K HeMy, BCETO HA 7 JINCTax, HA
roCy/1apCTBEHHOM fA3bIKE".

Ecnu npunoxeHne HanpasJIsioT HE BO BCE YKa3aHHbBIE B JOKYMEHTE ajJipeca, TO B



OTMETKE O €r0 HAJIMYMUH YKa3bIBAECTCS, KAKOMY aJipecaTy OH HaIlpaBJICH.

B npunoxennu kK HOpMaTUBHOMY ITPaBOBOMY, IIPABOBOMY akTy (TIpHKa3,
pacropsiKeHue, MpaBuiia, MHCTPYKIIUS, TTOJIOKEHUE, PEIICHNE) Ha TIEPBOM €T0 JINCTE B
IIPaBOM BEPXHEM yIUIy NUIIYT ci10BO "[IpunoxeHue" ¢ ykazaHueM ero nopsAKoBOro
HOMEpa (eclIM MPUIIOKEHUN OO0JIbIIIE OJTHOTO0), HAMMEHOBAHUS PACIIOPSIUTEILHOTO
JOKYMEHTA, €T0 1aThl U PETUCTPALMOHHOTO HOMEPA.

33. JIOKyMEHTBHI, HAIIPaBJIIEMbIE B BBIIIECTOSIINE OPraHbl, OPraHbl
PEACTAaBUTEIILHOM, UCTIOJHUTEIILHON U CYJI€OHOM BIACTH, TTOAMUCHIBAIOTCS
PYKOBOJUTEIEM MECTHOTO UCIIOJIHUTENBHOTO OPraHa Uild, IO €r0 MOPYUYEHHUIO,
IIEPBBIM 3aAMECTUTENIEM.

JIoKyMEeHTBI, HaIlpaBJIIeMbI€ MOJIBEIOMCTBEHHBIM U JPYTUM OpPTaHU3ALUSIM,
rpakJiaHaM MOANKUCHIBAIOTCS PYKOBOJAUTEIIEM MECTHOTO UCTIOJHUTEILHOIO OpraHa, ero
3aMECTUTEIS MU WJIH PYKOBOJIUTESIMU CTPYKTYPHBIX MOIPA3I€JICHH B COOTBETCTBUU
C UX KOMIICTCHIUEH.

O06s3aTeTbHOMY MOAMUCAHUIO TTOJIEKAT TOKYMEHTHI, OCTAIOIIUECs BHYTPH
MECTHOT'O MCIIOJIHUTEIBHOTO OPraHa.

[Tognuck TOKyMEHTa BKIIFOYAET:

1) HauMeHOBaHUE JOJKHOCTH JIMIIA, TIOJMKUCABILIEr0 TOKYMEHT, O(pUIIMaIbHOE
HAaMMEHOBaHUE CTPYKTYPHOTO MOAPA3ACIECHUS UM MECTHOTO UCITOJIHUTEIHLHOTO
opraHa (eciu JOKyMeHT o)opMJIeH He Ha OJIaHKe);

2) AMYHYIO MOJMUCH U paciin(POBKY MOANUCH (MHULIMAT UMEHU U (aMUIINA).

JIOKyMEHT MOJIKUCHIBAETCS CBETOCTOMKMMU YepHMiIamMu. He nomyckaercs
NOJNKUCAHNE MOJJIMHHHUKA JOKYMEHTA MIPOCTABICHUEM (PaKCUMUIIE.

[Ipu noanucanuy JOKyMeHTa IByMs U OoJiee JIMIIaMH PaBHBIX TOJKHOCTEH UX
NOJINKCH PacioJiaratoTcs B ajaaBUTHOM MOPSIIKE OPUIIMATBHBIX HAUMEHOBaHUI
OpraHu3alyi WIK CTPYKTYPHBIX NOAPA3ICICHUM.

[Ipu moanmucaHuu TOKyMEHTa HECKOJIBKUMU JOJDKHOCTHBIMU JIULIAMH UX TTOITUCH
pacnojararTcs 0JIHa MO/ APYTOM B COOTBETCTBUU C YOBIBAHUEM CIIYKeOHOM HepapXuu
JTOJKHOCTEH.

B nokymMmeHTe, COCTaBIEHHOM KOMHMCCHUEH, YKa3bIBAIOTCSI HE HAMMEHOBAHUS
JOJIKHOCTEH JIUII, TOIMMCHIBABIINX JTOKYMEHT, @ X 005I3aHHOCTH B COCTaBE KOMUCCUU

JIOKyMEHTBI KOJIJIETUAJIbHBIX OPraHOB MECTHBIX UCTIOJTHUTEIIbHBIX OPraHoB (
KOJUIETH, COBETOB M JAPYTUX) MOJIMKCHIBAIOTCA MpeJceiaTeNIeM U ceKpeTapeM (
MpeJICceIaTeIbCTBYIOIIUM U JIMIIOM, MMPOBOIUBIINM 3aITHCh).

Ecnu 10mKHOCTHOE JTUIIO0, TOJNMKUCh KOTOPOTO 3aroTOBJIEHA HA MPOEKTE JOKYMEHTA,
OTCYTCTBYET, TO JOKYMEHT IMOJICKUT TIEPeo()OPMIICHHIO Ha JIUIIO, UCTIOMHSIOINIEE €ro
obs13anHOCTH. He nomyckaeTcst moAnMChIBaTh JOKYMEHTHI € TIpeIorom "3a" win
MPOCTABJICHUEM KOCOM UepThI Mepel HANMEHOBAHUEM JIOJKHOCTH.



HaumeHoBaHus JOHKHOCTEH UL, MOAMMUCHIBAIOLINX JOKYMEHT, U paciin(poBKy
noanucei opoOpMIIIIOT CTPOUHBIMU OYKBaMU, Oy KUPHBIM HipudTom. Ha
BHYTPEHHHX JOKYMEHTaX HAMMEHOBAaHHUS JTOJKHOCTEN MOYKHO HE YKa3bIBaTh.

34. CornacoBaHue MpoeKTa TOKyMEHTa 0pOpMIISIETCSl BU30M Ha JOKyMEHTE (
BHYTPEHHEE COIIaCOBAHKE) WM IPU(POM COINIACOBAHMS (BHEIIHEE COTJIACOBAHUE WIIH
COTJIACOBAHUE C KOHCYJIbTaTUBHO-COBEIIATEIbHBIMU U OOIIECTBEHHBIMH OpraHaMu
MECTHOT'0 UCTIIOJIHUTEIBHOTO OPTraHa).

[Ipencrasisiemble Ha MOANUCH JOKYMEHTBI BUSUPYIOTCSI UCIIOJTHUTETEM (
OTBETCTBEHHBIM MCIIOJIHUTENIEM ), PYKOBOJUTENEM MOAPa3AEICHHUS], I€ TOTOBUIICS
IPOEKT IOKYMEHTA, IPYTHUMH 3aUHTEPECOBAHHBIMU JOJKHOCTHBIMU JIULAMU, IPU
HEOOXOIUMOCTH — PYKOBOAMUTENSAMUA (DPUHAHCOBOW U IOPUIUUECKOM CITy>KO MECTHBIX
UCIIOJIHUTEIBHBIX OPTraHOB, 3AMECTUTEIEM PYKOBOIAUTEINSI MECTHBIX HCIIOJTHUTEIBHBIX
OpPraHOB COTJIACHO PaCHpEEICHNI0 00sI3aHHOCTEH.

Bu3bl IpoCTaBIsIOTCSA HA AK3EMIUISIPAaX JOKYMEHTOB, OCTAIOIINXCS B MECTHOM
UCIIOJIHUTEIILHOM OPIaHe, Ha JUIEBOM CTOPOHE HUYKE NOANUCH (ITPOEKTHI IIJIaHOB,
OTYEThI, MUCbMa U apyrue). [[poeKThl pacnopsAUTENbHBIX JOKYMEHTOB BUBHPYIOTCS Ha
NIEPBOM 3K3eMILLsIpe. JlonmyckaeTcss BU3SUPOBAHHUE PAaCIOPAIUTEIbHBIX JOKYMEHTOB Ha
000pOTHOI CTOPOHE MOCIEIHETO JIUCTA.

Bu3a Bkirodaer B cest MOANUCH BUSHPYIOIIETO, ATy, IpU HEOOXOIMMOCTH —
pacindpoBKy NOANKUCH (MHULMAI UMEHH, (PaMUIIMIO), HAUMEHOBAHUE JOJKHOCTH
BU3HPYIOIIEr0. 3aMeyaHusi, 0COObIe MHEHUS U TOTIOJHEHUS K MPOEKTY JOKYMEHTa
o(OpMIIAIOTCS HAa OTJEIBHOM JIUCTE, O YEM B IIPOEKTE JOKYMEHTA JIelaeTcs
COOTBETCTBYIOIIAsi OTMETKA. 3aMEYaHMsl TOKJIAbIBAIOTCS PYKOBOJIUTENIO,
IOJIHACHIBAIOIIEMY JOKYMEHT.

BHueminee cornacoBanue J0KyMeHTa 0opMIIsieTcs rpu(oM COriiacoBaHuUs,
KOTOPBII pacrionaraercs B JEBOM HHKHEM YIUIy IIOCJIEHETO JIUCTA TOKYMEHTA,
coctouT u3 cioBa "CoracoBano", ohopmMIsieMOro CTpOYHBIMU OyYKBaMH, 6€3
IPUMEHEHUS KaBbIUEK, & TAKKE HAUMEHOBAHUS JOJDKHOCTH JIMLA, C KOTOPBIM
COTJIACOBBIBAETCS JOKYMEHT (BKJIHOYasi HAUMEHOBAHUE MECTHOT'O UCIIOJIHUTEIBHOIO
oprasHa), TUYHOW MOJANKCH U €€ PacIIu(PPOBKH, 1aThl COIIACOBAHHUS.

[Tpu cornacoBanuu AJOKyMeHTa IByMs U OoJiee JIMLIaMU PaBHBIX JTOJKHOCTEH
rpudbl COTIaCOBAHUS PACHOIAratoTcsl B al(aBUTHOM NOPAJIKE O(DUIIMATIbHBIX
HaNMEHOBaHUU opraHu3auuil. [Ipu cornacoBanuu TOKyMEHTAa HECKOJIbKUMU
JOJKHOCTHBIMU JIMI[aMU TPU(DBI COTIAaCOBaHUS PaCIoiaraloTcsi B COOTBETCTBHUHU C
yOBIBaHHEM CITy>KEOHOMN MepapXuu TOKHOCTEH.

Ecnu corilacoBanre OCyILECTBISETCS TMCBMOM, IIPOTOKOJIOM WM IPYTUM
JOKYMEHTOM, TO B Ipu(pe coraacoBaHus yKa3bIBaeTCs BUJ JOKYMEHTa B TBOPUTEIHLHOM
naJie’ke, HAMMEHOBAaHUE MECTHOT'O UCITOJIHUTEIIBHOTO OpraHa B POJUTEIBHOM IaJIEXKe,
JaTa U HOMep JTOKYMEHTA.



BHreminee cornacoBaHue JOKYMEHTA ¢ HECKOJIBKUMH OPTaHU3AIUSIMUA MOYXKET OBIThH
0(OPMJIEHO JTUCTOM COIIACOBAHMSI COIVIACHO MPHIIOkKEHUIO 6 K TunoBsiM npaBusiiam. B
3TOM cJly4ae Ha JOKYMEHTE IOCJe MOANUCH AesaeTca oTMeTka "JIMeT cormacoBaHus
npuiaraercs'.

35. OTTHCK ITeyaTH 3aBepseT NOAJIMHHOCTh NOAMUCH JOJKHOCTHOIO JIUIA Ha
nokymeHTe. OTTHUCK MeYaTu CieayeT MPOCTaBIsATh TAKUM 00pa3oM, YTOOBI OH
3aXBaThIBAJl YACTh HAMMEHOBAHMUS TOJXKHOCTHU U TIOJIITUCH.

36. 11 3aBepeHUsi COOTBETCTBUS JOKYMEHTA MOJUIMHHUKY HHM)KE peKBU3UTA "
[Toanuce" mpocTaBisiercs 3aBeputesibHas Haanuch "Komus BepHa" (0€3 KaBbIUEeK),
HAaMMEHOBAaHUE JOJKHOCTHU JIMLIA, 3aBEPUBILIETO KOMUIO, INYHAS MOJIIUCH U €€
pacmirppoBKa, OTTUCK M€YATH MECTHOTO UCIIOJHUTEIBLHOTO OpPraHa, JaTa 3aBepeHusl.

37. OtmeTka 00 UCHoMHUTENE JOKYMEHTa BKJIIOYAeT CoKpalieHHoe cioBo "Hcm.",
(baMuUINI0, MHUIIMAIBI MMEHU U OTYECTBA UCTIOTHUTEINS TOKYMEHTa, HOMEP €ro
TeneoHa, B TOM YKCII€ BHYTPEHHETO, IPU HAJTUYHH - A[PEC 3IEKTPOHHON MOYTHI U
pacroJiaraeTcsi Ha JIMIEBOU MM 0OOOPOTHOM CTOPOHE MOCJIEIHErO JUCTAa TOKYMEHTA B
JIEBOM HIDKHEM yrity. Jlomyckaercs opopMiieHne pekBu3uTa pasmepoM 12 mpudra
Times New Roman.

38. OTMeTKa 00 UCTIOJIHEHUH JOKYMEHTA U HalPaBJICHUH €T0 B JIEJI0 BKIIFOYACT
CCBUIKY Ha HOMEp M JIaTy JOKYMEHTa, CBHIETEIbCTBYIOIIYIO 00 UCTIONHEHUH (TIpU
OTCYTCTBUHU TAKOT'O IOKYMEHTa — KpaTKUe CBEACHUS 00 UCIIOJIHEHHUH), ciioBO "B aeno",
HOMEp JI€J1a, B KOTOPOM OyJI€T XpaHUTHCS TOKYMEHT U MOJIUCH UCIIOJHUTEIIS.

OtmeTKa 00 UCTIOTHEHUH TOKYMEHTA U HAIlPaBJICHUH €r0 B JIEJI0 MPOCTAaBJISETCS Ha
HWKHEM T10J1€ JIMLIEBOM CTOPOHBI IEPBOIO JUCTA TOKYMEHTA.

39. UnenTtudukatopoM 371€KTPOHHON KOMUU JOKYMEHTA SBIISIETCS] OTMETKA (
KOJIOHTUTYJI), COZieprKalllasi HAMMEHOBaHUe (ailna, KoJ ornepaTopa, AaTy U Apyrue
MIOMCKOBBIE JTAaHHbIE, TPOCTABJISIEMbIE Ha HIJKHEM T10JI€ KaXKJA0T0 JINCTA TIOKYMEHTA.

40. OT™MeTKa 0 IOCTYIJICHUH JIOKYMEHTa B MECTHBIN UCIIOJIHUTEIbHBIN Opran
IPOCTABIISECTCA B IPABOM HUKHEM YTy JULEBON CTOPOHBI IEPBOrO JINCTA JOKYMEHTA
U COJICPKUT MOPSAKOBBIN HOMEP BXOJSAIIETO JOKYMEHTA U JJaTy MOCTYTUICHHUS.

Oco0eHHOCTH TOATOTOBKA B 0)OPMIIEHHS IPUKA30B

41. Ilpukazamu opOpMIISIOTCS PEIICHHS MPABOBOIO XapaKTepa, a TAKKe M0
OTEpPaTUBHBIM, OPraHU3aALIMOHHBIM, KaJPOBBIM (IIpUEM, NTEPEMEIIICHUE, COBMEIIECHHUE,
NIEPEBO/I, YBOJBbHEHUE; aTTECTallMs, TOBBIIICHUE KBATH(PUKAIINH, TPUCBOCHUE 3BAHMIA;
U3MEeHEeHUue (paMuIuy; MOOMIPEHUS, HATPAKICHUS], HAJIOKEHHUE TUCIIUTUTMHAPHBIX
B3BICKaHHI; OIIaTa TpyAa, IPEMUPOBAHUE, PA3JTUYHBIE BBITLUIATHL, BCE BUJIBI OTITYCKOB
PabOTHUKOB; JICKYPCTBA MO MPOGUITI0O OCHOBHOM JIESITEIIbHOCTH; KOMaHIUPOBKHU) U
JIPYTUM BOMpocaM pabOThl OPraHU3AIMKU COTJIACHO MPUIOKEeHUSIM 7-8 K TUnoBbIM



paBUJIaM.

PekBu3uTamu npukasza siBJIsSIOTCS:

1) uzo6pakenue ['ocynapcreernnoro I'epba PecyOommku Kazaxcran ninm sMO1eMsl,
JIOTOTHIIA, TOBAPHOTO 3HAKA (3HAKa OOCTY>KHUBAaHMUS);

2) odunuanbHOe HAMMEHOBAHUE OpTraHU3aIIH;

3) HaMMEeHOBaHUE BHJIa JJOKYMEHTA,

4) nara npukasa;

5) peructpanmoHHbIA HOMED NMPUKA3a;

6) MEeCTO U3JaHus MPUKA3A;

7) 3arOJI0BOK K TEKCTY;

8) TeKcT;

9) noanuce;

10) oTMeTKa O COTJIaCOBAaHUU MIPHUKA3A;

11) oTTUCK MeyarTw.

[TpoeKThI MPUKA30B TOTOBST U BHOCST MOPA3CIICHUS] HA OCHOBAaHUY TTOPYUECHUM
PYKOBOJUTENSI OPraHU3ALNH, €0 3aMECTUTENIS, TM00 B MHULIUATUBHOM MOPSIJIKE.
[IpoekThl MpuKa30B MO KaJAPOBBIM BOIPOCAM F'OTOBUT KaJpoBasi CiIyk0a Ha OCHOBaHUH
COOTBETCTBYIOIIUX JOKYMEHTOB (TPYJIOBBIE TOTOBOPDI, 3aBICHUS, JOKIAIHbIE (
CITy»eOHbIC) 3alUCKH, PEJICTABICHUS U IPYyTHE).

[IpoeKThI MPUKA30B U MPUITIOKEHUS K HUM BU3HPYIOTCS UCIIOTHUTENIEM U
PYKOBOJUTEEM NOIPA3IEICHUS, BHECIIUM MPOEKT, PYKOBOIUTEISIMU NOIPA3ACICHUH,
KOTOPBIM B IIPOEKTE MPEyCMATPUBAIOTCS 3aJJaHUs U IOPYUCHHUS, a TAKKE
pykoBoauTensiMu ciayk0bl JIOY u ropuandeckoil ciryx0bl, 3aMECTUTEISIMU
PYKOBOJIMTENSI OPraHU3alMK B COOTBETCTBUU C paclpeieieHneM 00s3aHHOCTEH.

Bo3zpaxeHus 1o npoexTy npukasa, BOSHUKAIOLIUE IPU COTNIACOBAHUH, U3JIAratoTcs
B CIIpaBKe, KOTOpasl Mpujaraercs K nNpoekry. Eciin B mpolrecce coriiacoBaHus B POEKT
PHUKa3a BHOCATCSI U3MEHEHUs MPUHIUMITUATBHOTO XapakTepa, TO OH I0padaThIBAETCs U
IPOXOJUT MOBTOPHOE COTJIACOBAHHUE.

[Tpukassl 0hOpMIIAIOTCS Ha TOCYIAPCTBEHHOM M PYCCKOM SI3bIKaX, UMEIOIINUX
OJIMHAKOBYIO CHUILY.

CyOBbeKThI MaJIOTO M CPETHETO MPEANPUHUMATETHCTBA MOTYT IIPU COCTaBIECHUHU
IPUKA30B UCIIOIb30BATh FOCYAAPCTBEHHBIA WU PYCCKHUM SI3bIK, MJIM UHOM S3bIK
JEJIONPOU3BOCTBA.

[Ipuka3sl HyMEPYIOTCS MOPSAAKOBON HyMepaluen B Mpeeiax KaJeHAapHOro roja.
IIpukassl 10 OCHOBHOM AESTENBHOCTH, IO JUYHOMY COCTABY PETHCTPUPYIOTCS
OTJIEJIbHO B COOTBETCTBYIOIIUX KypHasax (0a3ax naHHbX). K mopsakoBoMy HoMepy
npuKa3a Mo JUYHOMY COCTaBy uepe3 aeduc qodasmistorcs autepsl "n/c" wim "K".

Konuu nmpuka3oB Win X pa3MHOKEHHBIE YK3EMILISIPHI 3aBEPSIOTCS MEYaThIO U
HAIPaBJISIIOTCA aJJpecaTaM B COOTBETCTBUU C YKA3aTeJeM PACChUIKU, KOTOPBII



COCTABJISIETCS U ITOAIIUCHIBAETCS] UCTIOJHUTEIEM.

TekcT npukasa, Kak IpaBUiIO, COCTOUT U3 JIBYX YaCTEH: KOHCTATUPYIOIIEH (
npeamMOyIIbl) U pacIoPsIAUTEILHOM.

B koncratupyrouieit yactu (mpeamOysie) KpaTko U3JIararoTces 1elu U 3aauH,
(akThl ¥ COOBITHSA, TOCTY>KUBIINE OCHOBAHUEM I W3/IaHus Npukasza. Eciu npukas
U3/1a€TCSl HA OCHOBAHUHU JIPYTOro IOKYMEHTA, TO B KOHCTATUPYIOLIEH YacTh
YKa3bIBA€TCsI HAMMEHOBAHUE 3TOTO JJOKYMEHTA B POAUTENBHOM NAJEXKE, ETO aBTOP,
JlaTa, HOMEP U 3arojoBOK. 1Ipu ccpliike Ha HOPMATUBHBIN IPAaBOBOM aKT,
3apEruCTPUPOBAHHBIN B OpraHax FOCTHIIMH, TOTOJHUTENBHO YKa3bIBAETCS HOMED, MO
KOTOPBIM OH 3aperucTpUpoBaH B PeecTpe rocy1apcTBEHHON perucrpanuu
HOPMAaTUBHBIX ITPABOBBIX AKTOB.

[Ipeambyna B mpoekTax mpuka3os 3aBepiraercs cioBom "TIPUKA3BIBAIO",
MUIIETCS] MPOMUCHBIMU OYKBaMU, MOJTY>KUPHBIM HIPUGTOM U HE TOMYCKAETCs €ro
IIEPEHOC Ha APYTYIO CTPOKY.

PacnopsnurenbHas 4acTh AOJKHA COAEPKATH IEPEUHCICHUE TTPEANUCHIBAEMBIX
JNEHUCTBUI C YKa3aHUEM UCTIOIHUTEIN KaXI0r0 JEHCTBUS U CPOKOB UCIIOTHEHUS.
PacniopsiaurenbHas 4acTh MOXKET JEIUTHCS Ha MYHKTHI, TOAMYHKTHI U ab3a1ibl. [TyHKTHI
U TIOJITYHKTHI HyMepytoTcs apadbckumu nudpamu. [lepen ab3zanamu neduc unm uHbie
3HaKHU HE CTABSTCS.

JIefcTBUS OHOPOIHOTO XapaKTepa MOTYT ObITh MEPEUYHCIIEHbI B OJJHOM MyHKTE. B
Ka4yeCTBE UCIIOJIHUTEIEH YKa3bIBAKOTCS CTPYKTYPHBIE MTOAPA3IEICHUS NI KOHKPETHBIE
JOJKHOCTHBIE TUla. [TocnenHuil myHKT pacriopsAuTENbHON YaCTH MOXKET COJIEPKATh
CBEJICHMS O MOJPA3ICIICHAN WIHA JOJDKHOCTHOM JIMIIE, HA KOTOPOE BO3JIAraeTcs
KOHTPOJIb 32 UCIIOJIHEHHEM IIPUKAa3a.

[Ipukassl 0 mpueme Ha paboTy, ePEBOE, PACTOPKEHUHU TPYJOBOTO I0rOBOpa
MOTYT COCTOSITh TOJIBKO W3 PacCOpPSIAUTEIbHON YaCTH.

O3HakomiieHHe paOOTHUKOB C MPUKAa3aMU MO KaJAPOBBIM BOIpOCaM
yIOCTOBEPSETCS MOAMKUCHIO paOOTHUKOB, IPOCTABIIAEMbIX HUKE PEKBU3UTA "OTMETKA O
COTJIacOBaHUM JIOKYMEHTa" WM Ha 00OPOTHOM CTOPOHE MpHUKa3a.

PexBu3uT "oTMETKA O HAJTMUYMHU MPWIOKEHUS K JOKYMEHTY'' MOCJIE TEKCTA TPUKa3a
CaMOCTOATEILHO HE 0(hOPMIISIETCS.

Oco06eHHOCTH TOATOTOBKA B 0OpPMIIEHHA IPOTOKOJIA

42. ITpOoTOKOJI COCTaBISAETCS HA OCHOBAHUM 3aIIMCEH, IPOU3BEACHHBIX BO BPEMSI
coBelaHus (3acejaHus) cOOpaHusi, MPeACTaBICHHBIX TE3UCOB JIOKJIAI0B U
BBICTYIIJIEHUH, CIIPABOK, IPOEKTOB PEMICHUN U JPYTUX MAaT€PUAIOB B COOTBETCTBUHU CO
CTPYKTYpPOUH TEKCTa MPOTOKOJIA COMIACHO MPUIIOKEHUIO 9 K THUIOBBIM npaBuiIaM.

[IpoTOKO, COCTABIEHHBIN BHYTPU MECTHBIX UCIIOJHUTEIBHBIX OPraHOB U HE



BBIXOJISIIIHI 32 €€ Mpe/eibl, MOXKET 0(OPMIIATHCS HE Ha OIaHKe.

PekBu3nTamMu npoToKoJia SBISIOTCS:

1) odurmaabHOE HAMMEHOBAHUE MECTHBIX HCTIOJTHUTEIHHBIX OPTAaHOB U (MJIH)
CTPYKTYPHOTO MOJpAa3eIICHNUS;

2) HAaMMEHOBAHME BUIA TOKYMEHTA;

3) nara;

4) perucTpalOHHBII HOMEP MPOTOKOJIA;

5) MecTo u3gaHusl MPOTOKOIA;

6) rpud yTBEpKACHUS (B HEKOTOPBIX CIIyYasx);

7) 3arOJI0BOK K TEKCTY;

8) TeKcT;

9) moanucs.

B MECTHBIX HCTIOJIHUTENIBHBIX OPTraHOB IMPOTOKOIbI MOTYT U3/1aBaThCS B MOJTHOMN
WJIM KpaTKou opme.

TekcT MoaHOTO MPOTOKOIIA, KAaK IMPAaBUIIO, COCTOUT U3 JIBYX YacTE: BBOJIHOU U
OCHOBHOM.

B BBOJHOM yacTu mocie 3arojoBKa MpOTOKOJIA YKa3bIBAIOTCA: (haMUINK U
WHULMAJIBI TIpeiceaaTes (MpeIceaTeNIbCTBYIONIEr0) U ceKpeTaps 3acenanus (
coOpaHusl), CIUCOK MPUCYTCTBOBABIIINX HJIA OTCHIJIKA K MPUTIATAEMOMY CITUCKY
IPUCYTCTBOBABIINX, €CIIA UX KOJUYECTBO NpeBbimaeT 10 yenosek.

B npoTtokone 3acenanusi NOCTOSHHO ACHCTBYIOLIET0 KOJUIETHAIBHOIO OpraHa
PUCYTCTBOBABIINE WICHBI KOJUIETHAIBHOTO OpraHa MepeYrCIsIOTCS IEPCOHAIBHO MO
dbamunusim B andaButHoM nopsiake. [locne Hux 3anuceiBaroTcs haMuInu
MPUTJIALICHHBIX, C YKA3aHUEM UX JOJKHOCTU U HAUMEHOBAHUS OpPraHU3ALNH.

BBo/iHas yacTh 3aKaHYMBAETCS TOBECTKOM HS (IIEPEYHEM pacCMaTPUBAEMBbIX
BOIIPOCOB), IEPEYUCIICHHBIX B IIOPSAJKE UX 3HAYMMOCTH C YKa3aHUEM JOKJIaTIMKa 10
KaKJIOMY ITyHKTY ToBecTKU AHs. Kaxaplii Borpoc Hymepyercsa apadckoil iudpoi, u
€ro HaMMEHOBaHKe HaunHaeTcs ¢ peyiora "O", "OG6", koTopoe meyaraercs ¢ ad3ara.
B oTnenpHBIX cilyyasix MOBECTKa AHS MOXKET IPUIIAraThCs K MPOTOKOIY, & B CAMOM
IIPOTOKOJIE MEpEel TEKCTOM JIENIAeTCs 3annch: "[loBecTka THs npuiiaraercs' .

OcHOBHas 4acTh IPOTOKOJIA COCTOUT U3 PA3/I€NIOB, COOTBETCTBYIOIIUX ITyHKTaM
MOBECTKH AHSA. TeKCT Kaxaoro paszaena crpoutcs no cxeme: CIIYIIAJINA -
BBICTYIINJIN - ITIOCTAHOBWJIN (PELINJIN), KOTOpBIE NUILYTCSI HPONUCHBIMU
OyKBamH, MOy KUPHBIM mpUPTOM. TeKCT Kaka0ro paszzenna IeauTcs Ha ab3allbl,
HaunHaromuecs co cioB CJIYIITAJIM, BBICTYITWIN, ITOCTAHOBWJIU (
PEIINJIN), koTOphie MUIIYTCS MPONUCHBIMUA OYKBaAMU MOTY>KUPHBIM HIPUDTOM.

OcHOBHOE coiepKaHNEe JOKIAI0B U BBICTYIUICHUN TOMEIIAETCS B TEKCTE
IPOTOKOJIA UK TIPUJIAraeTcsl K HEMY, B MOCIEAHEM Cllydae B TEKCTE oopMIIsieTcs
cHocka "Tekct BeICcTyruieHus npunaraercs'. [IpuHsaToe pemenne neyaraercs



HOJTHOCTBIO, TPU HEOOXOIMMOCTH, IPUBOSATCS UTOTH FOJIOCOBAHUSI.

Copeprxanue 0co00ro MHEHUS, BBICKa3aHHOTO BO BpeMsl 00CY KIeHUS,
3aMKCBIBAETCS B TEKCTE IMPOTOKOJIA [TOCJIE COOTBETCTBYIOLIETO OCTAHOBIEHHUS (
pELIeHHUs ).

TexcT KpaTKoro MpoTOKOJIa TAKKE COCTOUT U3 IBYX 4acTed. Bo BBOJIHOW yacTu
NOBECTKA JHS HE YKa3bIBACTCA.

OcHOBHas 4acTh KPATKOTO IPOTOKOJIA BKIKOYAET PACCMATPUBAEMBIE BOIIPOCHI U
IPUHATHIE 110 HUM PEIIECHUS.

HanmMeHoBaHue Boripoca HyMepyeTcsa U HauuHaeTcs ¢ npeiora "O", "O0",
ne4yaTaeTcs LEHTPOBAHO (Hayalo U KOHEL KaKJ0W CTPOKU PaBHO YAAJIEHBI OT FPAHMII
30HBI PACIIOJIOKEHMS) U TIOTYEPKUBAETCS OJTHOM YepTON HUKE mocieaHen cTpoku. [1ox
4epTOi yKa3bIBalOTCsA (PaMUINH JOJKHOCTHBIX JIUL, BRICTYHUBIIUX MPU 00CYKICHUH
JAHHOT'O BOIIPOCA. 3aTEM yKa3bIBA€TCA IPUHSTOE 110 BOIPOCY PELICHHUE.

B 3arosioBok npoToKoja BXOAUT YKa3aHUE BUA KOJUIETHAIBHOW NESITENBHOCTH U
Ha3BaHHUE KOJJIETHAIbHOTO OpraHa B POJUTEIHHOM Majiexke (COOpaHus COTPYIHUKOB,
3acelaHusl COBETA U JIPYTOe).

IIpoTOKOII MOANIUCHIBAECTCS NIPEACEAATENBCTBYIOIIMM Ha 3aCENAHUU U CEKPETAPEM.
JlaTtoit mpoTokona ABIsAETCA aaTa 3acenanus. Eciim OHO TpogoKaaIoCh HECKOJIBKO
JHEH, TO Yepe3 TUPE YKa3bIBAKOTCA NaThl Hayajga U OKOHYAHUS 3aceqaHusl.

[IpoTokoIamM IpUCBaUBAIOTCS MOPAIKOBBIE HOMEPA B IIPEAEIIAX
NENONPOU3BOACTBEHHOIO I0Jla OTAEIBHO 110 KaKIOM TPYIIIE MPOTOKOJIOB: IPOTOKOJIBI
coOpaHuii, 3aceJaHui KOJUIETHUH, IPOTOKOJIbI TEXHUYECKUX, HAYYHBIX U IKCIIEPTHBIX
COBETOB U Jpyrue. [IpoTOKoIbI COBMECTHBIX 3aCE€aHNN UMEIOT COCTaBHBIE HOMEPA,
BKJIFOYAIOIIKE MOPSAIKOBBIE HOMEPA MPOTOKOJIOB MECTHBIX UCIIOJIHUTEIIBHBIX OPTIaHOB,
IPUHUMABIINX YYaCTHE B 3aCEIaHNM.

Konuu npoToKOI0B UM NIPUHATHIE PELICHUS B BUIE BBIIIMCOK U3 IIPOTOKOJIOB
pacchUIalOTCs 3aMHTEPECOBAHHBIM OpraHU3alUsIM U TOJ>KHOCTHBIM JIMLIAM B
COOTBETCTBHHM C YKA3aTeJIEM PACCBIIKH. Y Ka3aTelb PACCHUIKU COCTABIACT U
NOAMMUCHIBAET OTBETCTBEHHBIN UCIIOITHUTEND OAPA3AECICHUS, TOTOBUBIIETO
pPacCMOTPEHHE BONIPOCA, U YTBEPKAAETCA PYKOBOAUTEIEM CTPYKTYPHOTO
noapaszaeneHus. Konuu npoTokoaoB U BBIITUCOK U3 HUX 3aBEPSIOTCS NIEYATHIO
MECTHBIX UCIIOJIHUTENBHBIX OPTaHOB.

Oco0eHHOCTH TOATOTOBKA B OOPMIICHHUS aKTa

43. AKT odopMIISIETCS Ha OCHOBE O0IIETro OJ1aHKa B COOTBETCTBUM C 00Pa3loM aKTa
corsacHo npuioxkenuto 10 k TunoBbM npaBuiiaM. AKT, COCTaBJIE€HHbBIA BHYTPHU
MECTHBIX UCITOJIHUTEIBHBIX OPTaHOB M HE BBIXO/ISIINN 32 €€ MPECITbI, MOYKET
odopMIIITECS HE Ha OJIaHKE.



PexBusutramu axkTa sSBISIOTCS:

1) uzobpaxkenue ['ocynapcreennoro ['epba Pecniybnuku Kazaxcras;

2) opunuanbHOE HAMMEHOBAHUE MECTHBIX UCTIOJIHUTEIBHBIX OPTaHOB;

3) HauMEHOBaHUE BHJIa JJOKYMCHTA,

4) nara;

5) perucTpamoHHbIN HOMEDP (MHJICKC) aKTa;

6) MECTO U3JaHUs aKTa;

7) rpud yTBEpKACHUS (B HEKOTOPBIX CIIy4asx);

8) 3arojIOBOK K TEKCTY;

9) TekcT;

10) moamuce.

TexcT akTa COCTOUT W3 IBYX YacTei: BBEJICHHE, KOHCTATUPYIOIIAs YacCTh.

Bo BBeneHnM yka3bpIBaeTCsl OCHOBAHME JJIsl COCTABIICHUS aKTa, MEPEUUCIIIIOTCS
COCTaBUTEIIU U, B cllydae HEOOXOAUMOCTH, TPUCYTCTBYIOIIUE MPU STOM JIUIIA.

B koHcTaTupyronieit yacTy akTa U3JiaraloTcs: CyTh U XapakTep MPOBEICHHON
paboThI, yCTaHOBJICHHBIC (DAKTHI, TPUBOISITCS COOTBETCTBYIONINE JaHHBIC.

AKT MOXET CoJiep>KaTh BBIBOJIbI, PEKOMEHIAIINH, YKa3aHUE MEPOTIPUATUH,
KOTOPbIE HEOOXOIMMO BBIMIOJHUTE. B KOHIIE TeKCTa Mepe/1 MOAMUCIMI TTOMEIIAF0TCS
CBEJICHUS O KOJIMYECTBE DK3EMIUIIPOB aKTa U MECTE WX HAXOXKICHHUSI.

AKT MOJNUCKHIBAETCS IIpeicelaTeeM U YieHaMu KoMuccuu. @amMuiim 4jieHoB
KOMHUCCHH YKa3bIBAIOTCS B andaBuTHOM Topsiake. [Ipu opopmienun noanuceit
JOJIKHOCTH MOITUCHIBAIOIINX JIUI] HE YKa3bIBAIOTCS.

B ciyuasix, npenycMOTpeHHBIX 3aKoHO1aTeNbecTBOM PecnyOnuku KazaxcraH, akThbl
YTBEPIKIAIOTCS.

Oco0eHHOCTH MOATOTOBKA B 0()OPMIICHHA CIIPaBKH

44, CipaBkoit opopMIIseTcs onmrcaHue 1 MOATBEPKACHUE TEX WIIM HHBIX (DAKTOB
uiu coObITuid. CripaBKH, HAMIPaBJIsiEMbIe 3a MPEJIeNTbl MECTHBIX UCTIOJIHUTEIIbHBIX
OpraHoOB, COCTABIISIOTCS HA 00IIeM OJaHKe COTIIacHO mpuiiokeHuto 11 k TunoBeiM
npaBuiiaM. BHyTpeHHss cripaBKa MOXeT ObITh OPOpMIIEHA HAa CTaHIAPTHBIX JINCTAX
Oymaru 6e3 mpuMeHeHus OJlaHKa.

PexBu3uTamu cripaBKu SIBISIOTCS:

1) uzobpaxkenue ['ocynapcrBennoro ['epdba Pecriyonuku Kazaxcras;

2) opunranbHOE HAMMEHOBAHUE MECTHBIX UCTIOJIHUTEIBHBIX OPTaHOB;

3) HaMEHOBaHKE BUJA JOKYMEHTA;

4) nara;

5) peructpauoOHHbIA HOMED (MHIEKC) CIIPaBKH;

6) MECTO M3JaHUs;



7) anpecar;

8) 3aroJ0BOK K TEKCTY;

9) TekcT;

10) moamnuce;

11) oTmeTKa 0 coryiacoBaHuu (B cirydae HEOOXOAMMOCTH);

12) oTTHCK MeuaTH (B ciiydae HEOOXOIUMOCTH);

13) oTmeTka 00 UCTIOTHUTETE.

TexcT cipaBKU MOKET COCTOSITh U3 HECKOJIBKHUX Pa3/IesioB, COACPKATh TaOJIHUIIbI,
TIOSICHEHUS, CCBIIKH, UMETh TTPHIIOKCHHUS.

TexcThl cripaBoOK, BhIJJTaBAEMBIX TPaK/IaHaM O TIOJTBEPKICHUH MeCTa PabOTHI,
JOJKHOCTH, 3apa00THOM TIJIaThl U APYTHE TOJDKHBI HAUMHATHCS C YKa3aHUS B
UMEHUTEIHHOM Majieke haMUIuu, IMEHH, OTYECTBA JIUIIA, O KOTOPOM COOOIIAIOTCS
CBEJICHUS B COOTBETCTBUU C 00PA31IOM CIPABKU COTIACHO MPHUIIOKEHHUIO 12 Kk
THUIIOBBIM ITpaBHIIAM.

B KoHIIe TekcTa WK B TPaBOM BEPXHEM YTITy YKa3bIBAETCSl OpraHU3alus, Kyia
IPEeICTaBIISAECTCA CIIpaBKa.

B TekcTe Takoii cripaBKU HE JIOJDKHBI UCTIOIB30BAThCS OOOPOTHI: "HACTOSIIIAS
cnpaBka", "neHCTBUTEIBHO MPOXKUBAET (YUUTCs, paboTaer)".

B cnydae ecnu cipaBka moANMUCHIBACTCS UCTIOTHUTENIEM, TO PEKBU3UT ""0OTMETKa 00
UCIIOTHUTENE" HE YKa3bIBACTCS.

Oco0erHOCTH MOATOTOBKA B 0OPMIICHHA MNCHMa

45. ConeprxaHueM MUCEM MOTYT OBITh 3aIIPOCHI, YBEIOMJICHHUSI, COTJIAlICHUS,
MpETEH3UH (peKIamMallin), 3a1aHusl, COOOIIEHHUSI, HATOMUHAHUS, OTBETHI, TPOCHOBI,
OT3BIBBI, TIpeIOKeHUs (0depTa), 3aMevanusi, U3BEUICHUS, IPUTTIAIICHHUS,
MOATBEPKACHUS U JPYTHE.

[IucbMa MECTHBIX UCTIOTHUTENBHBIX OPTAaHOB FOTOBATCS HAa OJaHKE, COTIacHO
npuiokeHnto 13 k TUnoBbIM IpaBUIIaM:

1) kak OTBETHI O BHIIIOJIHEHUU TOPYUYEHUN BBIIIECTOAIIUX OpPTraHU3allN;

2) KaK OTBETHI Ha 3aIMPOChI PA3JIMUHBIX OpTraHU3AIUN U YACTHBIX JIUII,

3) KaKk UHUIIMATUBHBIE MUCHMA;

4) KaK COMPOBOAUTENIbHBIC TUCHhMA K PA3IMYHBIM IOKYMEHTaM.

[ToMUMO PEKBU3UTOB, BXOASIIMX B OJIAaHK, MPU HAITUCAHUU MUChMa 0QOPMIISIOTCS
PEKBU3UTHI: apecar, 3aroJI0BOK, TEKCT, OTMETKA O HAJTUYUU PUIIOKEHHM (€CIIU OHU
€CTb), MOJAMKUCH, OTMETKA 00 UCIIOJTHUTENE TOKYMEHTA.

CnyxeOHble MIChMa, MOMUCHIBAEMbIE PYKOBOJAUTEISIMH JIBYX U 00Jiee
opraHu3zanuii, opopmMisitoTcs Ha ucte Oymaru ¢popmara A4. Ilpu 3TomM naHHbIE O
HAaMMEHOBAHUU OPTraHU3allli, MOAMUCABIINX MUCHMO, BKIIOYAIOTCSI B HAUMEHOBAHUE



JIOJDKHOCTH B PEKBU3HUTE "TIOANNCH".

OTMETKH O COTJIaCOBAaHUM MUChMa MPOCTABJISIOTCS HA SK3EMIUISIPaX, OCTAIOIIUXCS
B MECTHBIX MCIOJIHUTEIBHBIX OpraHax. JK3eMIUIIPbl TAKUX [MUCEM TaKKe JTOJKHbI
OBITH MOJIMUCAHBI PYKOBOJUTEIEM MECTHBIX UCIIOJTHUTEIBHBIX OPTaHOB.

Cpox# MOJTOTOBKH OTBETHBIX MHUCEM YCTAHABIMBAIOTCS PE30OTIOIUEH
PYKOBOJUTENSI HA OCHOBAHUM UMEIOIINXCS CPOKOB UCIIOJIHEHUS IMOPYUYEHUH, 3aIIPOCOB
WJIU TI0 PELICHUIO aBTOPA PE30JIIOLIUH, a TAKKE B COOTBETCTBUU C YCTAHOBJICHHBIM
pernameHToM. CpoKH MOATOTOBKYA WHUITUATUBHBIX MTUCEM ONPEIECSAIOTCS
PYKOBOJUTEISIMU MECTHBIX UCTIOJIHUTEIIBHBIX OPTaHOB WU CTPYKTYPHBIX
OApa3/ICJICHU M.

Tekct nuckbMa, Kak MpaBUIIO, UMEET OJHY WM JIBE CMBICIIOBBIC YACTH.

[Tncemo, cocTosIee U3 OJTHOM YacTH, — 3TO IPOCchOa 0e3 MOsSCHEeHMS,
HallOoMUHaHUE 6e3 peaMOyIIbl, cooOIIeHe 0€3 OCHOBAHUS U JIPYTHE.

Ecnu TexcT nmuchbMa COCTOUT U3 IBYX 4aCTEM: KOHCTATUPYIOIIEH U
3aKTIOYUTENILHON, B IEPBOM YaCTH U3JaraeTcs MpUYMHa, OCHOBAHHUE UM 0OOCHOBaHUE
COCTaBJICHUSI MUChbMA, MPUBOJIATCS CChUIKU HA JOKYMEHTHI, SIBJISIOIINECS OCHOBAHUEM
MOATOTOBKH ITHUChMa. Bo BTOpoi yacTu, HaYMHAOIICHCS ¢ ab3aria, TOMEIIarTCs
BBIBO/IbI, PEJIJIOKEHUS, TPOCHOBI, PEIICHUS.

OO6paTHBIC KOHCTPYKIIUH TEKCTa (3aKII0UCHHE — KOHCTATAIUsI) BO3MOYKHBI B
MUChMax-0TKa3ax.

B nuceMax ucnoias3yroT cieayronme GopMbl H3I0KEHUS:

1) oT mepBoro aUIla MHOKECTBEHHOTO uncia ("MpocuM npeaocTaButhp', "
Hanpasisiem Bam");

2) OT mepBOro Julla eAMHCTBEHHOTO uKcia ("mporry Beicaats", "cuuTaio
HEoOxoauMbIM");

3) OT TpeThero Nula €IUHCTBEHHOT0 uncia ("'akuMar He Bo3paxaer").

3. ITopamok ynpaBiueHH JOKyMEHTAIHCH
O6mme TpeGoBaHMA K OpraHA3aOuH JOKyMEHTO000pOTa

46. JIBnKeHNE TOKYMEHTOB B MECTHBIX HCIIOTHUTEIIBHBIX OPTaHaX C MOMEHTA UX
CO3JIaHUs WM TTOJTYYCHHUS JI0 3aBEPIICHUS UCIIOHEHUS, OTIIPABICHUS, POPMHUPOBAHUS
JieNa ¥ CJa9M B ApXUB MECTHOTO MCIIOJHUTEIHLHOTO OpraHa 00pa3yer
JTOKYMEHTOOOOPOT.

47. O0beM TIOKYMEHTOO00pOTa ONPEACISIETCSI OOIIMM KOJTMYECTBOM BXOASIIUX,
UCXOJISIINX, BHYTPEHHUX JTOKYMEHTOB M MIX KOIIMU 32 MECSII], KBapTaJl, TO/I.

3a eqUMHMITY yueTa KOJUYEeCTBa JOKYMEHTOB MPUHUMAETCS caM JOKYMEHT 6e3
ydeTa KOIW, CO3/]aBaeMbIX MPHU NIEYaTAHUH U PA3MHOXKEHUU. Pa3MHOXXEHHBIE KOTTHH
JOKYMEHTOB ITOJICUNTHIBAIOTCS OTACIBHO.



ITopsmox 06paboOTKH BXOIAIMX JOKYMEHTOB

48. JIoKkyMeHTBI, TOCTYNAIOIINE B MECTHBIE UCIIOTHUTEIBHBIE OPTaHbl Ha
OYMaKHBIX HOCUTEJSIX, TPOXOJAT MEPBUYHYIO 00pabOTKY, IpeIBAPUTEIBLHOE
paccMOTpEHUE, PETUCTPALIUIO, PACCMOTPEHNE PYKOBOJCTBOM U JTIOCTABIIAIOTCS
UCIIOJIHUTEISIM.

49. Ilpuem, nepBuuHas 00pabOTKa JOKYMEHTOB U MIPEABAPUTEIHLHOE PACCMOTPEHHE
OCYILIECTBIISIETCS LIEHTPATN30BaHHO Ciry»k00i1 JIOY.

50. IlepBuunast 06pab0OTKa BXOASIINUX JOKYMEHTOB 3aKIIOYAETCS B IPOBEPKE
PABUJILHOCTU JJOCTABKU U LEJIOCTHOCTH BIOKEHUH, (PUKcaIMK (akTa MOCTYIIICHUS
JIOKYMEHTOB B MECTHBIN UCIIOTHUTEIBHBIN OpraH 1 MOATOTOBKE UX K Mepeaade mno
Ha3HAYECHUIO.

KoHBepThl ¢ ToKyMeHTaMu BCKpbIBatoTcs cityx00i JIOY, nposepsieTcs
NPaBUIILHOCTD JIOCTABKU 10 HA3HAYEHUIO, IEIOCTHOCTh YIIAKOBKU JJOKYMEHTOB.

Ecnu oOHapyxkuBaeTCsi HEKOMIUIEKTHOCTD WJIU TTOBPEXKICHUE JOKYMEHTa, TO Ha
HI>KHEM T10JI€ €T0 MOCJEAHEro JIUCTA, a Takke B PK® npocTtapisiroTes
COOTBETCTBYIOIINE OTMETKU U COCTABJISIETCS aKT IIPOU3BOJILHON (DOPMBI B TpEX
sx3eMIuIsipax. OAuH 3K3eMIUTSAp HAPABIISETCS OTIPABUTENI0, BTOPOM — OCTAeTCs B
ciyx6e JIOY, Tpetuii — nepenaercs UCIOIHUTENIO TOKyMeHTa. KoHBepTHI He
YHUUTOXAIOTCA B CIydasx, KOT/Ia TOJBKO [0 HUM MOKHO ONPEJEIHUTh aJIPEC
OTHpPABUTENS, ATy OTIPABKHU U MOJTYUYEHHS JOKYMEHTA, 4 TAK)KE IPU MOCTYIJICHUU
JUYHBIX JOKYMEHTOB.

KouBeptsl ¢ momeTtkoi "JInuno" 6€3 BCKPHITHS MIEPETAOTCS TI0 Ha3HAYCHHIO.
Ommnb0YHO OCTABICHHAS] KOPPECIIOHICHIIMS BO3BPAIIAETCS B IOYTOBOE OT/AENICHUE.

Ha nonydeHHbIX JOKyMEHTax (PEerucTpUPYEMBIX U HEPETUCTPUPYEMBIX )
IIPOCTABJISECTCA PErUCTPALMOHHBIN IITAMIT MECTHBIX UCIIOTHUTEIBHBIX OPraHOB C
yKa3aHUEM JIaThl TOCTYIUICHUS.

51. I'maBHas 1eib NPeIBAPUTEIIBHOTO PACCMOTPEHUS TOCTYUBIINX JOKYMEHTOB —
pacnpeneneHue ux Ha TpeOyrolue 00s13aTeIbHOr0 pacCCMOTPEHUS PYKOBOJCTBOM
MECTHBIX UCITOJIHUTEILHBIX OPTraHOB U HE Tpelyromiue 3Toro. JIOKyMeHThI, He
TpeOyroIue 00513aTeIbHOTO0 PACCMOTPEHUS PYKOBOJICTBOM, HAIIPABIISIOTCS
HEMOCPEACTBEHHO B CTPYKTYPHBIE TOAPA3ACICHUS NI OTBETCTBEHHBIM
VCTIOJTHUTEIISIM.

52. llpenBaputenbHOE pACCMOTPEHUE JOKYMEHTOB OCYLIECTBIISICTCS UCXOAS U3
OLICHKH MX COAEp>KaHUs1, aBTOPCTBA, CII0KHOCTH U HOBU3HBI IOCTABJIEHHBIX BOIPOCOB
HA OCHOBAHHUM YCTAHOBJICHHOTO B MECTHBIX UCIIOTHUTEIBHBIX OpraHax pacrnpe/ieseHusl
00s13aHHOCTEH.

53. O6s3aTeILHOMY PACCMOTPEHHUIO PYKOBOJICTBOM IMOJICKAT TOKYMEHTHI,
nocrynuBmue u3 Anmunancrpanuu [Ipesunenta Pecrryonuku Kazaxcran, [lapnamenta



Pecny6nuku Kazaxcran, Kannenspuu [Ipembep-Mununctpa Pecriyonuku Kazaxcraw,
[EHTPaATbHBIX U MECTHBIX F'OCY/IapCTBEHHBIX OPT'AaHOB, BBIIIECTOSIIEH OpraHu3alluy,
oOpareHust PU3NIECKUX 1 FOPUIHISCKUX JIHII.

54. Obparenus auil (MpeaJIoKEHUs, 3asBICHUS, KaT00bl, OTKJIUKU U 3aPOCHI)
YUUTBIBAIOTCS [IEHTPAIU30BAHHO U peructpupytorcsa B PKD B geHb ux noctyruieHus B
MECTHBIW UCTIOJHUTEIbHBIA OPraH.

[TuchbMeHHbIE U YCTHBIE OOpaIleHus, MOTYyUYEeHHbIC JOJKHOCTHBIMU JIUIIAMH BO
BpEMsI JINYHOT'O MpUEMa JINILI, TAKKE MOJIEKAT IEHTPATIM30BAHHON PETUCTPALINH,
OTJICJIBHO OT OOIIUX JOKYMEHTOB.

55. PerucrpanoHHbBIM HOMEp oOpaiieHus (U3UIECKOro JIUIA COCTOUT U3
HavyaJIbHOM OYKBHI (haMIIMK aBTOPa, MopsiAkoBoro Homepa B PK® u 6ykBeHHOTO
nuaekca "OJI".

Peructpanronssiit Homep oOpamieHus IOPUANYECKOTo JIMIa COCTOUT U3 HavaabHOU
OYyKBBI (paMUJIMH JTOJPKHOCTHOTO JIMLA, TOAMKCABILIET0 00palleHre, HOpsIKOBOIO
Homepa B PK® u 6ykBennoro unaexca "FOJI".

PeructpanioHHbIA HOMEpP aHOHUMHOTO OOpaIeHUs COCTOUT U3 OYKBEHHOTO
unjexca "AHM" u nopsinkoBoro Homepa B PKO®.

56. [1pu mocTyrieHuu MOBTOPHOTO oOpallieHus B TEYEHUHU KaJICHIapHOT0 rojia
MIPOCTABIISECTCSA PETUCTPAIMOHHBIN HOMEP MEPBOHAYAIBHOTO OOpAIEHHUs C YKA3aHHEM
"BTopoe", "TpeTbe" u Tak nanee, a B PK® yka3piBaeTcss HOMEp IepBOro JokymeHra. B
BEPXHEM MPABOM YIJIy [IEPBOIO JINCTA MOBTOPHOTO oOparnieHus: u B PK®
npocrapisiercs nometka "lloBropHo". K moBTOpHBIM 00paliieHusIM MpruoOIIatoTCs
MaTepualbl paCCMOTPEHUS TPEABITYIINX 00paIlleHU.

[ToBTOpHBIM cuMTaeTCs OOpalleHre, TOCTYIUBIIEE OT OJHOTO U TOTO e JIUIIA IO
OJIHOMY U TOMY K€ BOIIPOCY HE MEHEE JIByX pa3, B KOTOPOM 00KaTyeTcsl pellieHue,
IPUHSATOE T10 TPEBIAYIIEMY 00paIleHnt0, COOOMIAETCS O HECBOCBPEMEHHOM
pacCMOTPEHUU paHee HAMPABICHHOTO 0OpaIlleHHs], €CJIM CO BPEMEHH €TI0 MOCTYIUICHUS
UCTEK YCTAHOBJICHHBIN CPOK paCCMOTPEHHUS], HO OTBET 3asBUTEJIEM HE MOTYUYEH,
YKa3bIBAa€TCS Ha IPYTHE HEAOCTATKHU, JOMYIICHHBIC P PACCMOTPEHUH U Pa3pEIICHUN
IpeAbIIYIIEro 00pallieHusl.

57. ObpartieHust OTHOTO U TOTO K€ JIUIA TI0 OAHOMY U TOMY K€ BOIIPOCY,
HaIlpaBJICHHbIC PA3JIMYHBIM aJpecaTaM U MOCTYIUBIINE I PACCMOTPEHUS B OJTUH
MECTHBIN UCTIOJTHUTEIbHBIA OpPraH, YYUTHIBAIOTCS MO/ PETUCTPAlMOHHBIM HOMEPOM
NepBOro oopalieHus ¢ J00aBICHUEM MTOPSIIKOBOIO HOMEPA, MPOCTABIIIEMOTr0 Yepe3
KOCYIO 4epTy (ZIpoOBh).

58. IIpu npeaBapuTEIbHOM PACCMOTPEHNUN JOKYMEHTOB MPOU3BOAUTCS COPTUPOBKA
UX Ha pETUCTPUPYEMBIE U HEPETUCTpUpyeMbIe. [lepedeHb HeperucTpupyemsbix
JIOKYMEHTOB pa3pabaThiBaeTcsi Ha ocHOBe [IpumepHOro nepeyHs JOKyMEHTOB, HE
noJjJIeKalux peructpanuu B ciayxoe OV, cornacHo npunoxenuto 14 k Tunossim



paBUJIaM U YTBEPKIAETCS PYKOBOJIUTEIIEM MECTHOTO UCIIOTHUTEIBLHOTO OpPraHa.

Hepeructpupyembie 10KYMEHTBI EPEIAIOTCS B COOTBETCTBYIOIINE CTPYKTYPHBIC
NOAPAa3AEICHUSI MECTHOTO UCIIOJIHUTEIHHOTO OpraHa.

59. Peructpupyemble JOKYMEHTHI MIOCJI€ UX PETUCTPAIUU B
PETrUCTPALIMOHHO-KOHTPOJIIBHOM (popMe MepeaaroTcsi Ha pacCMOTPEHNE PYKOBOIUTEIIO
MECTHBIX UCIIOJIHUTENbHBIX OPraHOB, CTPYKTYPHOMY MOAPA3/IETIEHUIO (JOTKHOCTHOMY
JUIY) B I€Hb UX TIOCTYTUICHHUS.

[Ipu HEOOXOAMMOCTH 6€30TIaraTeIbHOTO UCIIOTHEHHS TTOCTYUBIIETO JOKYMEHTa
JIOITYCKAETCsl 03HAKOMJICHHE MCTIOTHUTEIIS C €0 COAEPKaHUEM JI0 PACCMOTPEHHUS
JIOKYMEHTa PyKOBOJICTBOM MECTHBIX HCIIOJIHUTEIIbHBIX OPTaHOB.

60. JIokyMeHTBI, pACCMOTPEHHBIE PYKOBOJICTBOM MECTHBIX UCTIOJIHUTEIIHbHBIX
opraHoB, Bo3Bpamatorcs B cinyx0y 1OV, rae B PK® BHOcsATCS conepxanus
e300, @ JOKYMEHTHI IEPEAAIOTCA UCTIOJHUTEIISAM MOJT POCIIHUCH.

JIOKyMEHT, UCTIOJTHEHUE KOTOPOr0 BO3JI0KEHO Ha MOJBEJOMCTBEHHBIE (YIO)
opranu3zanui (10), (1) UM HECKOJIBKO CTPYKTYPHBIX MOJIPA3ACICHUM, IEPEAACTCS UM
OTHOBPEMEHHO B KOIMSX C COOTBETCTBYIoLIEH 0TMETKON B PK®. [Tonnmmuamnk
NepeaaeTcsl UCTIOTHUTENI0, YKA3aHHOMY B PE30JIFOIIUHU TTEPBHIM.

[TocTynuBiine TenerpaMMbl TPUHUMAIOTCS 10T PACITUCKY C MMPOCTABICHUEM JIaThl
Y BPEMEHHU MpHEMa, PETUCTPUPYIOTCS, a 3aTEM MEPEIal0TCsl HA PACCMOTPEHUE
PYKOBOJICTBY U UCIIOJTHEHHUE.

Tekct nmoctynuBIieil TenepoOHOrpaMMbl 3alTUCHIBAETCS (MI€YaTACTCs) TOJIyYaTeseM,
PETUCTPUPYETCS U ONEPATHUBHO NEPEAAETCS PYKOBOAUTENO, KOTOPOMY OHA
aZpecoBaHa.

[Tpu npueme tenedoHOrpaMMbl HEOOXOIUMO, IOMUMO TEKCTa, OPOPMUTH
CIIEAYIOIINE €€ PEKBU3UTHI: OTIIPABUTEIIb, HANMEHOBAHHE BUJA JOKYMEHTA (
TenedoHOrpaMma), 1aTa, HHIEKC, HAUMEHOBAHHE JIOJDKHOCTH, MHUITHAIBI U (haMUITUS
Juna, TOAMMUCABIIETo JoKyMeHT. KpoMe Toro, ykas3aTh JOJDKHOCTU U (paMUIuu JIuIl,
nepeAaBlInX U MPUHSABIINX Tele(oHOrpaMMy, 4achl U MUHYTHI TpUEMa-Tiepe1ayuu.

61. Ilpu perennu BonpocoB 6€3 COCTAaBIICHUS TOTOTHUTEIBHBIX JOKYMEHTOB
UCIIOTHUTENb AeNaeT OTMETKU Ha okyMeHTe u PK®: o nare nocrymienus (eciau
00pa3oBa’siCsi MHTEPBAI BPEMEHH MEXK/y MOCTYIUICHHEM JIOKYMEHTA U €T0 JOCTAaBKOM
UCIIOJIHUTEIO), O JaTaX MPOMEXKYTOUYHOI'O UCIIOJIHEHMS (3aIIpOC CBEJICHUH,
TeneOHHBIC TIEPETOBOPHI U APYTHE), O IaTe U pe3yJIbTaTaX OKOHYATEIHHOTO
UCITOJTHEHUSI.

Bce oTMeTKH Ha IOKYMEHTE pa3MeIaloTcsl Ha CBOOOAHBIX OT TEKCTA MECTaxX.

ITopsanok 00pabOTKH HCXOAMIMMX JOKYMEHTOB



62. JIOKyMEeHTHI JUIsl OTIIPABKHU IEPEIA0TCs MOTHOCTRIO ohopMiaeHHbIMU. Ciry»)0a
JOYVY, npuHuMaroniasi JOKyMEHTHI i1l OTIIPABKH, 00s13aHa MPOBEPUTH MPABUIBHOCTh
X 0OpMIICHHUS, HATUYUE PUIIOKEHH, YKa3aHHBIX B OCHOBHOM JJOKYMEHTE.
HenpaBunbHo oopmiieHHbIE JOKYMEHTBI BO3BPAIAIOTCS UCTIOTHUTEIISIM.

63. IloanucanHble JOKYMEHTBI PETUCTPUPYIOTCS U OTIPABIISIIOTCSA afpecary (
ajipecaTaM) B JI€Hb UX NOANMCAHUS (YTBEPKIACHUS) WIN HE MO3]IHEE CIAEAYIOLIErO
pabouero JaHs, TeJIErpaMMbl U TelePakchl — HE3aMEAJIUTEIbHO.

OpurrHaael HCIIOTHEHHBIX JOKYMEHTOB, B TOM YHCJIE UX 3JIEKTPOHHBIE aHAJIOTH,
NEepPENAIOTCS B TE€ CTPYKTYPHBIE MMOAPA3AEIECHUS WX MTOABEIOMCTBEHHBIE OpraHNU3alun
, KOTOpBIE ABJISJIUCH OCHOBHBIMU UCTIOJTHUTENISIMU U IPOU3BOAAT (HOPMUPOBAHHE
COOTBETCTBYIOIIMX JI€] COTJIACHO HOMEHKAType Aen. COUCIONHUTENSAM MTepeNaroTCs
KOITMH MCIIOJIHEHHBIX JOKYMEHTOB WJIA UX AJIEKTPOHHBIE BEPCUMN.

64. Ecan 1oKyMeHT, HalpaBJeHHBIN B APYTYI0 OPraHU3alMIo, JOJIKEH ObITh
BO3BpAILEH, TO B IPAaBOM BEPXHEM YTJIy IIEPBOTO JIMCTA JOKYMEHTA Ha CBOOOTHOM OT
TEKCTa I10JI€ MMPOCTABJISIFOT IITAMII WJIN JEJIA0T IIOMETKY O BO3BpaTe, TAKYIO K€
noMeTKy nenatoT B PK® (3nekTpoHHON perucTpailnOHHOM KOHTPOJIBHON KAPTOUKE).

Iopsamok mpoX0XKAeHU BHYTPEHHUX AOKYMEHTOB

65. IIpoxoxaeHre BHYTPEHHUX JOKYMEHTOB HA 3Talax UX MOATOTOBKU U
ohopMIICHHS JOJDKHO COOTBETCTBOBATH ITPOXOKACHUIO HCXOISAIINX JOKYMEHTOB, Ha
ATare UCIOJHEHUS — BXOJAIINX IOKYMEHTOB.

66. [lepenaya BHyTpEHHUX JOKYMEHTOB MEXK]y CTPYKTYPHBIMH MOJIPa3ACICHUSIMU
OCYIIECTBIISIETCA TOTKHOCTHBIMU JIUIIAMHU, OTBETCTBEHHBIMU 32 JJOKYMEHTAILIMOHHOE
obOecrieueHUe yNpaBiIeHUs B CTPYKTYPHBIX MOJIpa3iesieHusX. JJoKyMeHTbI IepeatoTcst
C COOTBETCTBYIOIIEH 0TMETKOM B PK®.

He BriItouarOTCA B COCTaB BHYTPEHHUX JOKYMEHTOB, TOKYMEHTHI, OTJI0KUBIIHUECS
B MIPOIECCE MEPEMUCKH MECTHOT'O UCTIOJTHUTEIBLHOTO OpraHa co CBOMMH
MOABEJIOMCTBEHHBIMH OpPraHU3AIMsIMHU U HA000POT, a TaKKe Mepenucka
WCITOTHUTEIbHBIX OPraHOB, (PMHAHCUPYEMBIX U3 MECTHOTO OI0/KETa, MEXKTy COOOH U
COOTBETCTBYIOIIMMH aKMMaTaMHU.

B cnydae ecnu moaBe10OMCTBEHHAs] OPraHU3aLMS ABJISECTCS COUCIIONHUTEIEM
MOPYYEHHUSI, TO JOKYMEHT MOXET COCTaBIATHCS O€3 UCIOIB30BaHUs OJIaHKa,
PETUCTPUPOBATHCS KAK BHYTPEHHUN JOKYMEHT U MOAIUCHIBATHCS PYKOBOIUTEISIMA
CTPYKTYPHBIX MMOJAPA3JICIICHUN B COOTBETCTBUHU C UX KOMIICTEHIIUEH.

67. OpuruHasabl UCTIOJHEHHBIX BHYTPEHHUX JJOKYMEHTOB, B TOM YHCJIE UX
3JICKTPOHHBIE aHAJIOTH, IIEPEAAIOTCS B T€ CTPYKTYPHBIE MMOAPA3ICIICHHUS, KOTOPBIE,
SIBJISITACH OCHOBHBIMU UCTIOJHUTENSIMU. COUCTIOIHUTENSAM MOTYT MEPEAABATHCA KOITUU
VICTIOJIHEHHBIX JJOKYMEHTOB WJIN UX 3JIEKTPOHHBIE BEPCUMU.



68. Pa3MHOXEHHbIE HK3EMILTAPHI OANMUCAHHBIX PYKOBOJIUTEIEM U
3apETrUCTPUPOBAHHBIX PACTIOPSIAUTEIBHBIX JOKYMEHTOB B 00S13aT€ILHOM MOPSIIKE
pacchUIAOTCS B CTPYKTYPHBIE MOAPA3ACICHHS, B BEACHUH KOTOPBIX HAXOISTCS
paccMaTpuBaeMbIE BOITPOCHI.

Ilopsaok perucTpanyy JOKyMEHTOB

69. Peructpanuu noajiexxat Bce JOKYMEHTBI, TPeOyIOUIUE yueTa, UCIIOJHEHUs, U
UCII0JIb30BaHUS B MH()OPMAIIMOHHO-CIIPABOYHBIX LIETAX.

70. Peructpanusi JOKyMEHTOB OCYIIECTBIISIETCS LIEHTPAIN30BAHO.

B MeCTHBIX UCTIOTHUTENIBHBIX OpraHax ¢ OOJILIIUM 00BEMOM JOKYMEHTOOOOpOTa
JOIyCKAeTCsl IELEHTPAIIM30BaHHasl perucTpanus JOKyMEHTOB. B aTom cirydae
JOKYMEHTBI, TOCTYTAIOIIKME HA PACCMOTPEHUE PYKOBOJICTBA MECTHBIX
UCIIOJIHUTEIBHBIX OPTraHOB, PACIIOPSAUTENbHBIE JOKYMEHTBI MECTHOTO
UCIIOJIHUTEIILHOTO OpraHa, oopaieHus GU3nYecKux 1 IPUINYECKHUX JIHIL, U
HepernuncKa 3a MOANUCHI0 PYKOBOJICTBA PErHCTpUPYIOTCS B ciryx0e JIOY.

JIOKyMEeHTBI, TOCTYNAIOLINE B aIPEC CTPYKTYPHBIX MOAPA3AECIEHUA MECTHOTO
UCIIOJIHUTEILHOTO OpraHa, MepenucKa 3a NoAIN1UChi0 pyKOBOACTBA CTPYKTYPHOIO
NOJIpa3JIEJICHUS] PETUCTPUPYETCS B COOTBETCTBYIOIIMX CTPYKTYPHBIX NOAPA3IEICHUAX.

JloKyMeHTBI, IepeiaBaeMble WU MIPUHUMAEMbIE 110 KaHajaM CBS3H,
peructpupyrorcs B ciyx0e JJOY nnu B CTpyKTYpHBIX HOJpa3ACICHUSIX,
OCYILIECTBIISIIONIUX UX MpHeM (Tiepeaauy).

71. JIOKyMEHTBI pETUCTPUPYIOTCS B MECTHOM HCIIOJIHUTEIBHOM OpPraHe OJUH pa3:
BXOJIAIIME — B JIEHb MOCTYIICHUS, UCXOIAIIME U BHYTPEHHUE — B JICHb MOAMUCAHUSA (
YTBEPKICHUSA).

JIoKyMeHTBI He3aBEPILIEHHBIE IETONPOU3BOJICTBOM MIIH TPEOYIOIIHNE ITTUTEIHHOTO
CpOKa MCIOJIHEHUS IEPEPETUCTPALIMH HE MOAJIEKAT.

[Tpu nepenaye 1OKyMeHTa AJi UCTIOJHEHUs! (03HAKOMIIEHHUS) U3 OJTHOTO
noJipa3/ieJIeHus B APyroe Ha HUKHEN CTOPOHE MOCIEAHEro JINCTa JOKYMEHTa WK Ha
ero obopotHoit ctopore u PK® npocrasnsiercs nata nepeaadyu, HOBBIT
pPEruCTpallMOHHBIN HOMEpP Ha IOKYMEHTE, KaK MPaBUIIO, HE MIPOCTABIISIETCS.

72. Pernctpanusi JOKyMEHTOB-OTBETOB OCyIecTBIsAeTCA B PK® nHMInaTuBHbIX
JOKYMEHTOB. /[OKyMEHTY-0TBETY ITPUCBAUBAETCS MOPSAIKOBBIII HOMED B IIPEAeIIax
COOTBETCTBYIOILIETO PErUCTPALIMOHHOTO MAaCCUBA.

73. B MECTHOM UCIIOTHUTEIBLHOM OpraHe MpuMeHstoTcs cieayromme PKO:

1) kapTO4Hast cOryIacHO MpuiIokKeHuto 15 k TunoBbIM paBuIaMm;

2) )KypHaJbHas cOrjiacHO NpuiioxkeHuto 16 k TunoBeiM mpaBuIaM;

3) B aBTOMAaTU3UPOBaHHON MH(OPMAIIMOHHON CUCTEME — JIEKTPOHHAS
perucTpanMoHHas KOHTpoJbHas kapTouka (nanee - DPKK).



74. YcTaHaBIMBaeTCA CICAYIONIUMNA COCTaB CBEJCHUM O IOKYMEHTE, MOJIeKAIIUX
00s3aTeNbHON PEruCTpaluu:

1) HaMeHOBaHKE MECTHOTO UCTIOJHUTEILHOIO OpraHa (aBTopa Win
KOPPECTIOHIEHTA);

2) HaMMEHOBAaHUE BUJIa TOKYMEHTA;

3) naTta ¥ perucTpalMOHHbIN HOMEP MOCTYIMBILIETO TOKYMEHTA;

4) 3aroJIoBOK K TEKCTY (KpaTKO€ COJIepKaHUE IOKYMEHTA);

5) pe3ountonust (MICTIOTHUTENB, COJEPKaHUEe TOPYUYEHUS, aBTOP, JAaTa);

6) CPOK MCTIOJTHEHUS JJOKYMEHTA;

7) NOANKCHh UCTIOJIHUTEIIS O MTOJTYYEHHUH IOKYMEHTA;

8) oTMeTKa 00 MCIOJTHEHUH IOKYMEHTA U HallpaBJIECHUHU €ro B JCJIO.

CoctaB 00s13aTEIHHBIX CBEJICHUH B 3aBUCIMOCTH OT XapakTepa JOKYMEHTA U 3a/1a4
UCIOJIb30BaHUS UH(GOPMAIIMN MOKET AOMOIHATHCS APYTUMH CBEACHUSAMU (HAIUYUE
MPUIOKEHUM, KOJIMYECTBO JINCTOB, MEPEMENICHUE JOKYMEHTA BHYTPU MECTHOTO
UCIIOJTHUTEIBLHOTO OPraHa, IEPEHOC CPOKOB HCIIOJIHEHUS U APYTHUE).

75. Undopmariys o JTOKyMeHTaX, MOJIy4eHHas IPU UX PETUCTPALIMH, TIOCTYNAET B
UH(OPMAIIMOHHO-TIOUCKOBYIO CUCTEMY, KOTOPAasi BKIFOUAET B CE0S1 KAPTOTEKH U
KJIacCU(pUKAITMOHHBIE CITPABOYHUKH.

76. I1pu KapTOYHOI PETHCTPALMH TIEYATACTCS HEOOXOIUMOE KOJIMYSCTBO
PErHCTPallMOHHO-KOHTPOJIbHBIX KapTouek (fganee — PKK), koTopbie MOTYT COCTaBIISTh
CeAYIOIINE KapTOTEKH: IO KOPPECTIOHIEHTaM, BUJIaM JJOKYMEHTOB, aBTOpaM
JIOKyMEHTOB, KOHTPOJIbHbIE, KOAU(PUKAIIMOHHBIE, 110 00paieHusM GU3HIeCKUX U
IOPUIMYECKUX JIUI] ¥ IPYTHE B 3aBUCUMOCTH OT 3a/1ay MOMcKa HH(OpMaIIUH.

77. Db dexTBHOCTH pabOTh HH(HOPMAIIMOHHO-TTIOMCKOBOM CHCTEMBI JIOCTUTACTCS
nyTeM pa3pabOTKU KIacCU(UKAIIMOHHBIX CIPABOYHUKOB (KJacCU(UKATOP BOIIPOCOB
JESTENHHOCTA MECTHOTO UCIIOJIHUTETLHOTO OpraHa, KiIacCu(pUKaToOp BUI0B
JIOKYMEHTOB, KJIaCCU(UKATOP KOPPECTIOHICHTOB, HOMEHKJIATYPbI J€ U IPYTHE).

78. I1ons 3anucu 6a3bl JaHHBIX ABTOMATU3UPOBAaHHOMN
UH(OPMAIIMOHHO-TIOMCKOBOM CHUCTEMBI JOJIKHBI ITOJIHOCTHIO OTBEYATh TapaMeTpam
NOCJIEYIOIIETr0 ONMEPATUBHOIO MOMCKA JOKYMEHTOB M KOHTPOJIS 382 UCTIOJTHEHUEM
JOKYMEHTOB.

KoHBTpOoiIb HCIOHEHNA JOKYMEHTOB

79. KOHTpOIb UCTIOHEHUS TOKYMEHTOB BKIIFOYAET TOCTAHOBKY JJOKYMEHTA Ha
KOHTPOJIb, PETYJIMPOBAHUE XO/1A UCIIOTHEHNUS, CHITUE UCITOJTHEHHOTO JOKYMEHTA C
KOHTPOJISA, HapaBJI€HNE UCIIOJIHEHHOTO IOKYMEHTa B IO, y4eT, 0000I1IeHne U
aHaJIM3 X0Ja U pe3yJIbTaTOB UCIIOJHEHUS JOKYMEHTOB, HUHPOPMUPOBaAHUE PYKOBOCTBA
0 COCTOSIHUM MCIOJHEHUSI JOKYMEHTOB COIIACHO NpHIokeHUsIM 17 u 18 k TunoBbim



paBUJIaAM.

80. KonTposnto noanexar Bce 3aperucTpupoBaHHbIe JOKYMEHTBI, TpEOyIOLIne
VICTIOJIHEHUS, B TOM YUCJIE JOKYMEHTBI ITPONUIBIX JIET, KOTOPHIE B CUJIY PA3JINYHbBIX
NPUYMH HE OBLJIM UCIIOJHEHBI M UX UCIIOJIHEHUE MEPEHECEHO Ha TeKylui roj. B atux
ClIy4asx Iepeperucrpanus J0KyMEeHTOB He poBoauTcs, a B PK® yka3biBaroTcs BHOBb
YCTaHOBJICHHBIE CPOKHU.

81. Axtel u nopyuenus [Ipesunenta Pecriyonuku Kazaxcran, AAMUHUCTpALK
[IpesuaenTa Pecy6auku Kazaxcran cTaBITcs Ha CISAYIOIIUE BUJIBI KOHTPOJIS:

1) cpouHBIii - ¢ TOMEeTKaMu: "BeCbMa CPOUHO" - B TE€UEHHUE TpeX pabouux aAHeH, "
cpouHO", "yCKOpPUTH" - 10 JAeCsATH paboUmX JHEH;

2) KpaTKOCPOUYHBIN - OT A€CATH pabOUnX AHEH A0 OJHOTO MECsIIIa;

3) cpeaHECPOYHBIH - OT OJTHOTO A0 IIECTH MECSIICB;

4) TONTOCPOYHBIHN - CBBIIIE IIECTH MECSIIEB.

Cpoxu HCTIIOJIHEHUS TOPYUYEHN, YCTAHOBICHHBIE B aKTaX U MOPYYEHUAX
[Ipesunenta Pecy6nuku Kazaxcran, Aaqmunuctpanuu [Ipe3unenta Pecybnvku
Kazaxcran, ucuucistorcs B paboyux JHAX CO JHS UX MOCTYIUIEHHUS] B MECTHBIN
VICTIOJIHUTEbHBIA OpPraH.

B ciyyasix, ecny B IOpy4YEHUAX HE YKA3aHbl CPOKH, TO OHHU UCTIOJHSAIOTCA B
MECSTYHBIA CPOK ¢ BHEeceHneM nHdopmaruu B aapec [Ipesunenta Pecrybmuku
Kazaxcran, Anmunuctpanuu [Ipesunenta Pecriyonuku Kazaxcran.

82. Axtel u nopyuenus [IpaBurensctBa Pecriyonuku Kazaxcran,
[Tpembep-Munuctpa Pecriyonuku Kazaxcran wim ero 3amectuteneit u PykoBoaurens
Kannenapuu [Ipembep-Mununcrpa Pecriyonuku Kazaxcran ctaBarcs Ha Ciaeayromue
BHJIbI KOHTPOJIS:

1) cpouHBIif KOHTPOJIb C TIOMETKaMHU ""BeéChbMa CPOUHO" - B TEUEHHUE OJTHOTO
pabouero JgHs Co HS MOCTYIUIEHUS TOpydeHHs, ""cpouHo", "yCKOpUTE'" - HE TTO3THEE
YyeM 3a TpU paboyuX JIHS, €CJIM MHOE HE YCTAHOBJIEHO COOTBETCTBYIOIIUM MOPYUYEHUEM;

2) KpaTKOCPOUHBIA KOHTPOJIb, HE MTO3/IHEE YEM 3a AT padounX JHEU 110
YCTAHOBJIEHHOT'O CPOKA MCIIOJIHEHHUS, €CJIM HHOE HE YCTAHOBIIEHO COOTBETCTBYIOLIUM
IOPYYEHHEM;

3) cpenHeCcpOUHbIN KOHTPOJIb, HE MO3/IHEE YEM 3a JECATh pabounX JHEH 10
YCTaHOBJIEHHOT'O CPOKA MCIOJHEHMS, €CJIM HTHOE HE YCTAHOBIIEHO COOTBETCTBYIOLIUM
IIOPYYEHHUEM;

4) MoNroCpOYHbIA KOHTPOJIb, HE MO3/HEE YEM 3a JBAAUATh pa00UMX JHEH 10
YCTAHOBJIEHHOI'O CPOKA MCIIOJHEHMS, €CJIM MTHOE HE YCTAHOBJIEHO COOTBETCTBYIOLIUM
OPYYEHUEM.

Cpok# UCTIOJIHEHUS TOPYUYEHHU, YCTAHOBJICHHBIE B aKTaX U MOPYYEHUSAX
[IpaButenncTBa Pecnybnuku Kazaxcran, [Ipembep-Munuctpa Pecriyonuku Kazaxcran
M ero 3amecrurenerd u Pykosoaurens Kanuemsipuu [Ipembep-Munnctpa



Pecny6nuku Kazaxcran, HCUUCISIOTCS B pab0YMX THSAX CO JHS UX MOCTYTUICHUS B
MECTHBIN UCIIOJIHUTEIILHBIA OpTaH.

B cnyuasx, ecnu B MOpyYEHHUSIX HE YKAa3aHbI CPOKHU, TO OHU UCIIOJHSIOTCS B
MECSYHBIN CPOK ¢ BHeceHneM nHpopmanuu B aapec [IpaBurensctBa PecyOnmku
Kazaxcran, [Ipembep-Munuctpa Peciyonrku Ka3axcran uinum ero 3aMmecturenei u
Pykooautens Kanuenspuu [Ipembep-Munucrpa Pecnyonuku Kazaxcran.

Kontponshbie nopyuenus [Ipesunenra Pecyonuku Kasaxcran u PykoBoguresns
Anmunuctpanuu [pesuaenta Pecnybnuku Kazaxcran ¢ pe3oionusaMu K HUIM
[Tpembep-Munuctpa Pecriyonuku Kazaxcran, ero 3amectuteneit u PykoBoaurens
Kannenspuu [Ipembep-Munnctpa Pecriy6nuku Kazaxcran nucnonHsroTcs
OpraHu3alusaMu He no3aHee 20-THEBHOTO CPOKa CO JHS MTOPYUYEHHUS, €CIIH B
MIOPYYEHUSAX HE YCTAHOBJICHBI HHBIE CPOKHA. MECTHBIM HCTIOJTHUTEIIbHBIN OPraH -
COMCIIOJTHUTEIb HAMPABIISAET CBOIO HHPOPMAIIMIO OTBETCTBEHHOMY UCIIOJHUTEILHOMY
OpraHy - UCIIOJIHUTEINIO HE MTO3/IHEE, YEM 3a IATh JHEU 10 UCTEYEHUSI YCTAHOBICHHOTO
CpoOKa.

83. CpokH UCIIOJIHEHUS TPOTOKOJIBHBIX MTOPYUYEHHM, COAEPKAIIMECS B IPOTOKOIAX
coBenranuil y ['maBbl rocymnapcTsa, 3acenanuii [IpaBurensctBa Pecnyonuku Kazaxcran
, pykoBojictBa [IpaButenbctBa PecnyOnuku Kazaxcran u PykoBoaurens Kanuenspuu
[Tpembep-Munuctpa Pecriyonnku Kazaxcran, HCUUCIAIOTCA CO JHS TPOBEACHUS
3acenaHus (coBemanus). B Tom cityuae, eciu Ha 3ace1aHuM (COBEIIaHUM) ObLT Ha3BaH
CPOK UCITOJTHEHUSI KOHKPETHOTO IMOPYYEHHMS], TO COOTBETCTBYIOLIME OPTraHU3aLIAH, B
aZipec KOTOPbIX ObUIO JAHO MOPYUYEHHUE U MPEICTABUTEIN KOTOPHIX MPUCYTCTBOBAIIM HA
3aceaHn (COBEIIaHUM), 00s13aHbI NPUCTYNUTh K UCIIOJHEHHUIO TOPYUYEHHI cpazy
nocJie 3aceanus (COBEIIaHus), HE JOKUIasICh IOCTYIUICHUS] K HUM HNPOTOKOJa
3acesiaHus (COBEIIAHUA).

84. KoHTposb HCHIOTHEHUS JOKYMEHTOB I10 CYILIECTBY BOIIPOCA BO3JIAraeTcs Ha
PYKOBOJUTENEN CTPYKTYPHBIX MOAPA3AEIEHUN NN JOJKHOCTHBIE JIMIIA.

KoHTpob 32 cpoOKaMu UCIIOJIHEHUS JOKYMEHTOB, 3a CPOKaMHU PACCMOTPEHNUS
oOpaieHni GU3NIECKUX U IOPUINUECKUX JIUIl OCYIIECTBIsAeTCs ciry»)60it JIOY.

85. Ilpu opranuzanuu KOHTpoJs ucnoiaHeHus ucnoib3ytores PKK (OPKK),
KypHaIIbl perucTpanui. KoHTposibHas KapTOTEKa CUCTEMATU3UPYETCS IO CPOKaM
VCIIOJTHEHUS TOKYMEHTOB, M0 UCTIOJHUTEISAM, TPyHIaM JOKYMEHTOB.

[Ipu HE3HAYUTENBHBIX 00BEMaX KOHTPOIUPYEMBIX JOKYMEHTOB, KOHTPOJIb
OCYULIECTBJISIETCS IyTEM HAHECEHHS] HEOOXOJUMBIX OTMETOK B KypHalaX perucTpanuu.

3anosiHeHue coOTBETCTBYOMMX pekBU3nTOB DPKK B aBTOMaTH3MpOBaHHOM
UH(OPMAIIMOHHON CUCTEME aBTOMATUYECKU CTaBUT JOKYMEHT Ha KOHTPOJIb.

86. JIOKyMEHT CHUMAETCS ¢ KOHTPOJISI pyKOBOJUTEIIEM, IIOCTABUBIINM €70 Ha
KOHTPOJIb, WJIH 10 €r0 opy4eHHIo — ciay»x0oit JJOY.



Yaern XpaHCHHC HC‘IaTCfI, ITTaMIIOB M 0JIaHKOB

87. Yuer, uCIOJIb30BaHUE, XPAHEHUE U YHUUYTOKEHUE MT€YaTHO-0JIaHOYHOM
NPOAYKIIMY, IeYaTeH, ITaMIIOB, MOAJICKAIINX 3aAIIUTE, U CPEJICTB 3aLUTHI
JOKYMEHTOB, OCYILIECTBIISIOTCS TOJKHOCTHBIMM JIMLIAMH, HA3HAYa€MbIMU TIPUKA3aMH (
pacHopsiKEHUSIMH ) PYKOBOJIUTENIEH MECTHBIX UCTIOTHUTEIbHBIX OPTraHOB.

88. ITopsi 0K UCIIOIB30BaHUS TT€YaTHO-0JIAHOYHOM TTPOIYKIINH, TIeYaTel, IITaMIIOB,
MOJJICKAIIUX 3AIIUTE, U CPEJICTB 3aLIUThI JOKYMEHTOB B MECTHBIX MCTIOJTHUTEIbHBIX
opraHax omnpenesnsieTcs MpuKa3oM (pactops’KeHUEM) €€ pyKOBOIUTES.

89. MecTHBII UCIIOJIHUTEIBHBIN OPraH UMEET OJHY NeYaTh C H300paKEeHUEM
IN'ocynapctBennoro I'ep6a Peciy6nuku Kazaxcran.

[Tpu HEOOXOAUMOCTH CTPYKTYpPHBIE TOIPA3/IETIECHUS MECTHOTO UCTIOJHUTEIBHOTO
opraHa UMeEIOT nevatH (IrTamisl) ¢ uzoopaxkenueM ['ocynapcrsennoro ['epba
Pecny6nuku Kazaxcran v 0IMHAKOBBIM TEKCTOBBIM COAEP’KAHUEM, TEKCTOBAs YacCTh
JOTIOJIHSIETCS] TOPSIAKOBBIM HOMEPOM MJIUM CUMBOJIOM (CUMBOJIAMH).

90. Yder neyaTHO-01aHOYHOM MPOAYKIIMH, TT€YaTEH, IITAMIIOB, MOJIEKAIINX
3alllUTe, U CPEJICTB 3aLIUTHI JOKYMEHTOB BEJIETCSI B PETUCTPALIMOHHBIX YUETHBIX
dbopmax, onpeseneHHbx HactosmuMu [IpaBunamu.

91. Yder neyaTHO-01aHOYHOM MPOAYKIIMH, TOJISKALIEN 3aLIUTE, B TOM YHUCIIE C
nzoopaxenuem ['ocynapcreennoro ['epba Pecnyonuku Ka3zaxcran, v Beljaua BeeTcs
B )KypHAaJe y4yeTa U BbIJJauM Me4aTHO-0JJaHOYHON MPOIYKIMHU, TOAJIEXKAIIEH 3allIuTe
COTJIaCHO MpUIOKEeHUIO 19 Kk TUNoBbIM MpaBUIIaM.

JlaHHBIN XKypHAIT 3aBOAUTCS Ha KaXKIbI BUJ MIEYaTHO-0JIaHOYHOU MPOAYKIIUH,
nomexariei 3amure. branku gumniek ¢ nzodpaxenuem ['ocymapcrsennoro ['epba
Pecny6nuku Kazaxcran He mojasiexaT CieliuaibHOMY yUeTy.

92. Beiaaua 3anoaHEHHBIX OJIaHKOB, MOJUIEKALUX 3aAIIUTE, TPOU3BOAUTCS MO
PACIUCKY B COOTBETCTBYIOIIMX PETUCTPAIMOHHBIX YUYETHBIX (hopmax,
PEAYCMOTPEHHBIX BEIOMCTBEHHBIMU MHCTPYKIUSIMUA MECTHBIX UCTIOTHUTEIbHBIX
OpraHoB.

93. Ha xonusix 3an0JIHEHHbIX OJIaHKOB ¢ n300pakenueM ['ocynapcrsenHoro I'epba
PecnyOnuku KazaxcraH, npegHa3HAY€HHBIX ISl PACCHUIKH, MPOCTABIISIETCS HOMEP
AK3EMILISPA U MeYaTh MECTHBIX UCTIOJHUTEIIBHBIX OPTaHOB.

94. Pa3MHOXEHNE U KOMTUPOBAHKUE CPEJCTBAMHU OTIEPATUBHOU MONMHUTpadun
HE3aMoJIHEHHBIX OJIAHKOB, MOJIEKAIIUX 3alUTEe, HE JOMYCKAeTCH.

95. Y4er neuareii, MITAMIOB, OUICKAIIUX 3aIIUTE, U CIICIIMATIBHON MITEMIICIbHON
KPacKH ¢ XUMUYECKUMHU J0OOaBKaMHU, UMEIOIIMMU WHIUBU Ty JIbHBIE CBOMCTBA C TENTBIO
3alUThI OT MOJICNIKH, a TAKXKE UX BblJada BEJCTCS B )KypHaJe yueTa U BblJjauu
nevarei, mrammnoB ¢ u3odpaxenuem ['ocynapctsennoro ['epba Pecriybnuku
KazaxcraH u cienmanbHON IITEMITETBHON KPACKU COTJIACHO MPUIIOKEHUIO 20 K



THIIOBBIM ITpaBUIIAM.

96. YueT nepheBbIX aBTOPYUECK, 3alPABJICHHBIX CIICIHMATIBHBIMU YEPHUIIAMHU C
XUMUYECKUMHU JOOABKaMU, UMEIONUX WHAUBUIYaIbHBIE CBOMCTBA C LETBIO 3AIUTHI OT
MOJIJICJIKU TTOAMKUCEN JOJKHOCTHBIX JIMII, U UX BbIJjadya BEJETCS B )KypHaJe yuera u
BBIJJaYM TIEPHEBBIX aBTOPYUEK, 3aMPABICHHBIX CIIEIUATIBHBIMU YEPHUIIAMH COTJIACHO
npuiokeHuto 21 k TumoBsIM paBuIam.

97. 3aronoBKu KypHaJI0B PErUCTPALIMU BKIOYAIOTCS B HOMEHKIATYPY JI€JT
MECTHOT'O MUCIIOJIHUTEIBHOTO OpraHa.

JIucTHI )KypHAJIOB HyMEPYIOTCS, IPOMIMBAIOTCA U OII€9aTHIBAIOTCA.

98. Ilepenaua Apyromy 0I>KHOCTHOMY JIMIlY HEUCIIOIb30BAaHHOMN
ne4yaTHO-0JIaHOYHOM MPOIYKIINH, TIeYaTel, IITaMIIOB, TTOAJICKAIIUX 3AIIUTE, a TAKKE
CPEIICTB 3alIUTHl JOKYMEHTOB U PETUCTPAIMOHHBIX (hOPM K HUM O(POPMIISIETCS aKTOM
uX MpHreMa-niepeadn neyaTHo-0JIaHOYHOM MPOYKIIUU, TT€UaTEH, I TAMIIOB,
MOJJISKAIIUX 3aIIUTE, CPEJICTB 3aLIUThHI JOKYMEHTOB U PETUCTPALIMOHHBIX YUETHBIX
(GbOopM K HUM COIJIACHO MPHIIOKEHUIO 22 K TUIOBBIM IIpaBUIaM.

99. IleuatHo-01aHOYHAS] MPOTYKIIMS, IEYATH, IIITAMIIBI, OJJIEKAIUE 3alUTE, U
CpEeJICTBA 3alUTHl JOKYMEHTOB XPAHSITCS B OlE€YaThIBAEMbIX cerdax miu
METaJUTMYECKUX MIKadax.

100. YHUUTOXXEHHE UCTIOPUYCHHON NIEYaTHO-0JIAaHOYHOW MPOTYKIIUH, TTOIIeKAIICH
3allUTe, MPOU3BOAUTCS C COCTABIICHUEM aKTa O BBIJCICHUU K YHUUTOKEHHUIO
UCIIOPYECHHBIX FK3EMILUISIPOB MM€YaTHO-0JIAHOUYHOW MPOAYKIMH, TTOAJICIKAILIECH 3aIUTE
COTJIACHO MPUJIOKEHUIO 23 K TUITOBBIM MTpaBWJIaM U MPOCTABICHUEM
COOTBETCTBYIOIIMX OTMETOK B )KypHaJlaxX y4eTa U BbIJIaud M€YaTHO-0JIAaHOUYHON
MPOAYKINH, TOAJIEKALIEH 3aIlNTE.

101. YHnuTOXEHNE NIeYaTEN U MITAMIIOB, MOJICKAIIUX 3AIIUTE, TPOU3BOAUTCSA C
COCTaBJICHUEM aKTa O BBIACICHUU K YHUUTOKEHUIO I€YaTeH U IITAMIIOB, MOJIEXKAIUX
3allUTe COTJIaCHO MPWIOKEeHUIO 24 K TUNOBBIM ITpaBUiaM U MPOCTABIICHUEM
COOTBETCTBYIOIIMX OTMETOK B )KYpHAJIe y4eTa U BbIIAUd [1€YaTe, IITAMIIOB C
uzoopaxenuem ['ocynapcrsennoro ['epba Pecniybnuku Kazaxcran u crieriuanbHOM
ITEMITICIbHOW KPACKH.

102. YHUUTOXEHHE CPECTB 3alUThI TOKYMEHTOB (B TOM YHCJIE €eMKOCTEH U3-T10/]
CIIEHUANIBHBIX YEPHWII U IITEMIEIbHON KPACKH; UCITIOPUCHHBIE IITEMIIECIbHBIC
MOAYILIKH, 3alPaBIICHHbBIC CIIEIIUATbHBIMU IITEMIIETbHBIMUA KPACKaMH; IEPHEBBIC
aBTOPYUKH, 3aMPaBJICHHBIC CICIIUATLHBIMU YEPHUIAMHU ) TTPOU3BOIUTCS C
COCTaBJICHUEM aKTa O BBIACICHUU K YHUUTOKEHUIO CPEJICTB 3aLIUThI TOKYMEHTOB
COTJIACHO MIPUJIOKEHUIO 25 K TUTIOBBIM MpaBUJIaM U MPOCTABICHUEM OTMETOK B
COOTBETCTBYIOIIMX KypHaJIaX y4eTa U BbIAauH.



103. ITpu peopranuzanuu Wiv JUKBUAAUHA MECTHOTO UCIIOJIHUTENIBHOTO OpraHa
YHUUYTOXKEHUE HEMCIIOJIb30BaHHOW MeYaTHO-01aHOYHOM NMPOAYKIIMH, TeYaTeH,
HITAMIIOB, MOUICKAIINX 3aIIUTE, a TAKKE CPEACTB 3aIIUThI JOKYMEHTOB MPOU3BOJUTCS
C COCTaBJIEHUEM aKTOB COIJIACHO MPUIIOKEHUSIM 24, 25, 26 k TunoBbIM npaBuiiam,
YTBEPKIAEMbIX PYKOBOJIUTEIIEM MECTHOTO UCIIOTHUTEILHOTIO OpraHa Win
npeaceaaTeseM JIMKBUIAIMOHHON KOMUCCHH, U TIPOCTABIEHUEM OTMETOK B
COOTBETCTBYIOIIMX KypHaJlaX y4yeTa U BbLAAUU.

VYHUUTOKEHNE WU JalbHENIIEE XPAHEHUE KYPHAJIOB U IPYTUX PETUCTPALIMOHHBIX
YUETHBIX (POPM OCYLIECTBISETCS B COOTBETCTBUU C 3aKOHOAATENHCTBOM PecryOnnku
KazaxcTan mo cormacoBaHUIO ¢ MECTHBIM HCTIOJHUTEIHHBIM OPTaHOM B 00JIaCTH
apXMBHOTIO Jiea U IOKyMEHTaluu 00JacTH.

104. ITpoBepka HaIUUKS SK3EMIUISIPOB E€YaTHO-0JaHOYHOM MPOYKIIUH, TTeYaTeH,
IITAaMIIOB, MTOUIEKAIINX 3aIIUTE, U CPEICTB 3aLUTHI JOKYMEHTOB ITPOU3BOIUTCS HE
pexe OJIHOTO pa3a B roji KOMUCCUEH, CO3/1aBaeMOM MpUKa3oM (pacropsiKeHUEM )
PYKOBOJUTENSI MECTHOTO UCIIOJIHUTEIBHOTO OpraHa.

105. OT™meTku 0 pe3ynbTaTax MPOBEPOK MPOCTABIIIOTCA B )KypHAJIax ydera u
BbIJJa4YM corjacHo npuioxkenusm 19, 20, 21 k TunossIM npaBuiam.

B cnydae oOHapy>XeHHs] HApYIIEHU KOMUCCHUSI IPOBOJUT CIIyKeOHOE
paccienoBaHue, pe3yJIbTaTbl KOTOPO 0(hOPMIISIFOTCS aKTOM U JOBOJISTCS JIO CBEICHUS
PYKOBOJUTENSI MECTHOTO UCIIOJIHUTENIBHOTO OpraHa Jijisl IPUHATHS MEP B
COOTBETCTBHH C 3aKOHOATeIbCTBOM Pecrybnuku Kazaxcran.

106. ITpu yrepe neuaru (mrammna) ¢ uzodbpaxenrem I'ocynapctBennoro ['epba
PecnyOnnku Ka3zaxcran npeaAnpruHUMAarOTCS BCe HEOOXOAMMbIE MEPHI 110 PO3BICKY, B
cllydae OTPUIATEIBbHOIO PE3YyJIbTaTa PO3bICKA COCTABISAETCSA aKT IPOU3BOJIBLHON
(GopMbI, YTBEpKAAEMbIid PYKOBOJUTEIEM MECTHOTO UCIIOJHUTEIBHOTO OpPraHa.

ITopsimok cocTaBiIeHHs HOMEHKIIATYPHI €.
dopMupoBaHKE U XPAaHECHHE JE

107. Homenknartypa fen npeHa3HadeHa Juisi TpPyIIUPOBKH UCIIOJIHEHHBIX
JOKYMEHTOB B JI€Jla, CUCTEMAaTU3alUU U y4eTa Jell, ONPeeICHUs CPOKOB UX XPAaHEHUS
U SIBJISIETCS OCHOBOM JIJIs1 COCTaBJICHUS OIIMCEH JIEJI MOCTOSSHHOTO U BPEMEHHOTO (
cbitie 10 jeT) XxpaHeHus, a TakxKe JJIs yuera Jieq BpeMeHHoro (1o 10 jer
BKJIFOUUTEIIBHO) XPaHEHUS.

108. ITpu cocTaBneHNH HOMEHKIATYPHI A€ PYKOBOJICTBYIOTCS YUPEIUTEIbHBIMU
JOKYMEHTAaMHU, MOJIOKEHUSAMH O CTPYKTYPHBIX NOIPA3IEIEHUAX, TOJPKHOCTHBIMU
UHCTPYKLUSAMHU paOOTHUKOB, TUIIOBBIMH, OTPACIEBBIMU (BEAOMCTBEHHBIMH)
NEPEYHAMH JOKYMEHTOB C YKa3aHUEM CPOKOB XPAaHEHUs, THIIOBBIMH (IIPUMEPHBIMH )
HOMEHKJIaTypaMHu JI€J, CTPYKTYpOH (ILITaTHBIM PACIIMCAHUEM ), IUTAHAMU U OTYETAMH O



paboTe, U3y4aroTcsl BU/bI, COCTaB U COJAEPKaHUE JJOKYMEHTOB, 00pa3yIOLINXCs B
JEeSTENbHOCTA MECTHBIX UCIIOJHUTENIbHBIX OPTaHOB.

109. HomeHnknatypa fen coriacHo NpriioxkeHuto 27 K TUnoBeIM paBuiaM
cocrasisiercs (He mo3aHee 10 gexadpst Tekyuiero rojaa) ciayxooi 10Y Ha ocHOBe
HOMEHKJIATYp A€ CTPYKTYPHBIX MOJIpa3IesICHU, Mpe/ICTaBICHHBIMU
COOTBETCTBYIOIIMMU MOAPA3ACICHUSIMH.

110. BHOBB co3aHHOE TTOApa3ieieHue 00s13aHO B MECSTYHBIN CPOK pa3padboTaTh
HOMEHKJIATYpy JIeJ ToJIpa3ieieHus U MPEICTaBUTh ee B ciyk0y JJ0VY.

111. Homenknarypa nen MECTHOTO UCTIOJIHUTEIBHOIO OpraHa MOANUCHIBAETCA
pykoBoauteneM ciyx0b1 IOV, cormacoBbiBaeTCs ¢ IKCIEPTHON KOMUCCUEH MECTHBIX
UCIIOTHUTEIBHBIX opraHoB (nanee — JK), ¢ akcrepTHON TPOBEPOUHON KOMHUCCUEH
roCyJIapCTBEHHOTO apXKBa (MECTHOT'O UCHOJHUTENIbHOTO opraHa) (nanee — J11K), B
KOTOPBII TOKYMEHTHI MepeJaloTCs Ha MMOCTOSIHHOE XpaHEHHE, U yTBEPKIaeTcs (He
NO3HEE KOHI[A TEKYILETo rojia) pPyKOBOJUTEIEM MECTHOTO HCIIOJHUTENBHOTO OPraHa.
CornacoBbIBaeTCss HOMEHKJIATypa JI€J1 ¢ TOCYJaPCTBEHHBIM APXUBHBIM YUPEXKICHUEM
HE pe’Ke OJTHOTO pa3a B 5 JIET, €CJIM He ObUTO KOHIIENTYaJbHbIX U3MEHEHUN B
(GYHKIUAX U CTPYKTYPE MECTHOT'O UCIIOTHUTEIILHOTO OpraHa.

112. Homenknarypa zien nedyaraercs B HEOOX0JUMOM KOJIMYECTBE IK3EMILISIPOB.
OnuH 3K3eMIUISIp YTBEPKIECHHON HOMEHKIATYpPhl XPaHUTCS B TOCY1IapCTBEHHOM
apXMBe, C KOTOPBIM OHA COIIACOBBIBANACH.

113. HomeHnknaTtypa aen B KOHIIE KaXKAO0r0 rojia YTOUHSIETCS, YTBEPKIACTCS
PYKOBOJUTEIEM MECTHOTO UCITOJTHUTEIBHOTO OpraHa U BBOAUTCS B JIeCTBUE C |
SHBAPS CIAEAYIOLIErO IEJIONPOU3BOACTBEHHOIO TOIA.

114. Ha3BaHusiMu pa3zieI0B HOMEHKJIATYPHI €T ABJISIIOTCSI HAMMEHOBAaHUS
CTPYKTYPHBIX NTOAPA3AECIECHUM, KOTOPBIE PACIIONATalOTCA B COOTBETCTBUH C
YTBEPAKIAECHHON CTPYKTYpOU MECTHBIX UCIIOTHUTEIBHBIX OPraHOB (IITaTHOE
pacniucanue). [lepBblii pa3en HOMEHKIIATYpbl BKIIIOUAET 3ar0JIOBKH JIeJl, COJIeprKallue
pacnopsAIUTENbHYIO JOKYMEHTALNIO U JIOKYMEHTbI KOHCYJIbTaTUBHO-COBEIATEIbHBIX
OpPraHOB BO3IJIABJISIEMBIX PYKOBOJICTBOM.

Odopmierrie HOMEHKIIATYPHI el

115. B HOMEHKaTypy J1€]1 BKIFOUYAIOTCS 3ar0JI0BKHU €I, OTPAKAOIINE BCE
JOKYMEHTHUPYEMBIE YYAaCTKU PaOO0Thl MECTHBIX UCIIOJHUTENBHBIX OPraHOB, B TOM YHCIIE
JIMYHBIE JIe1a, ONUCH /1], PErUCTPAllMOHHO-KOHTPOJIbHbBIE (POPMBI,
KOHTPOJIbHO-CIIPABOYHBIE, TEMATUYECKNE U IPYTUE KAPTOTEKHU.

IleuaTHble N31aHUA B HOMEHKJIATYPY A€ HE BKIIFOYAIOTCS.

116. B rpade 1 HOMEHKIATYpBI €] MPOCTABIISIIOTCSA MHAEKCHI KaXA0ro Jiea,
BKJIFOUEHHOT'O B HOMEHKJIATypy. MHaeke Aena cocTouT u3 uudpoBoro 0003HaYeHUS



CTPYKTYpPHOTO MOJIPa3ICIICHUS U OPSIAKOBOIO HOMEpA 3arojioBKa Jielia 1o
HOMEHKJIaType B Mpe/iesiaX CTPYKTYPHOIO MOApa3aeeHus. DIEeMEHThI HHIeKca
OTIEJNSIOTCS IPYT OT Apyra aeducom.

B HOMeHKI1aType J1e1 peKOMEHIyeTCsl COXPaHATh MOPSAI0K PACTIOI0KEHUS
OJIHOPOJHBIX JIEJ B IIPEeIaX Pa3HbIX CTPYKTYPHBIX MOAPA3ACICHUMN; s
NEePEeXOAAIIMNX JeJT UHIEKC COXPAHIETCS.

117. B rpady 2 HOMEHKJIATyphl €T BKIIFOYAOTCS 3ar0JIOBKH JI€] (TOMOB, YacTel).

TpeOGoBanus K 3ar0JI0BKY:

1) 3arosi0BOK Jienia JOJKEH 4eTKO, B 000011IeHHOM (hopMe OTpakaTb OCHOBHOE
COJZIepKaHUE U COCTaB JOKYMEHTOB JIENa;

2) He JIoIycKaeTcsl ynoTpeOeHre B 3ar0JIOBKE Jiejia HEKOHKPETHBIX
dbopmynrpoBok ("pa3Hbie MaTepuansl”, "obmas nepenucka”, "uexoasmas
KOppecnoHACHIMA" "BXOASIINE TOKYMEHTHI'"), a TAaK’KE€ BBOJHBIX CJIOB M CIIOKHBIX
000pOTOB;

3) 3aroyioBOK Jieia JI0JKEH COCTOSTh U3 DJIEMEHTOB, PACIIOIAraéMbIX B CJIEIyIONIEH
MOCJIEIOBATEIbHOCTH:

Ha3BaHHE BUJA Jeia (IepenucKa, KypHall U IPyrue) Ui pa3HOBUIHOCTH
JOKYMEHTOB (IIPOTOKOJIbI, TPUKA3bl U APYTHE);

Ha3BaHHE MECTHOTO UCIOJIHUTEIBLHOIO OpPTaHa WIH CTPYKTYPHOI'O MMOpa3IeIeHUs
(aBTOp JOKYMEHTA); Ha3BaHUE OpraHU3alliu, KOTOPOH OyIyT apecoBaHbl UIU OT
KOTOPOM OyAyT MOTYy4YEeHBI JOKYMEHTHI (aJpecaT WIK KOPPECTIOHICHT IOKYMEHTA);

KpaTKoe coJiepKaHue TOKYMEHTOB JIeJia; Ha3BaHWE MECTHOCTH (TEPPUTOPHUH), C
KOTOPOM CBSI3aHO COJIepKaHKE TOKYMEHTOB Jiefia; fata (mepuo), K KOTOPbIM
OTHOCSITCSI JOKYMEHTHI J€Ja;

4) B 3aroJI0BKax Jiell, COJEPKAIUX JOKYMEHTHI IO OAHOMY BOIIPOCY, HO HE
CBSI3aHHBIX MOCIICIOBATEIHPHOCTHIO UCTIONHEHHS, B KAUE€CTBE BHJIA JIeja YIOTpeOIsieTcst
TEPMUH "TOKyMEHTHI", a B KOHIIE 3ar0JIOBKA B CKOOKaX yKa3bIBatOTCS OCHOBHbBIE
Pa3HOBHUIHOCTH JTOKYMEHTOB, KOTOPHIE TOJDKHBI OBITH CTPYITIUPOBAHBI B Jiene (TJIaHbI,
CIIUCKH, JOKJIAJIbI U IpyTHUE);

5) B 3aroyioBKax Jei, COAEpKaIINX MEPENUCKY, YKa3bIBAETCS, C KEM U IO KAKOMY
BOIIPOCY OHa BelleTcs. B ciyuyae BeieHus epenucKy ¢ OJTHOPOTHBIMU
KOPPECIIOHAEHTaMH, B 3ar0JIOBKAX YKa3bIBA€TCA UX OOIIEe BUAOBOE HA3BAHUE;

6) B 3aroJIOBKax Jiejl, COJEp KaluX MEepernucKy ¢ 6ojee TpeMs pa3HOPOIHBIMU
KOpPPECIOHACHTAMHU, UX HAUMEHOBAHUS HE MEPEUUCIISIOTCS;

7) ipu 0003HAYEHUH B 3ar0JIOBKaX JEJT aIMUHUCTPATUBHO-TEPPUTOPHUATHLHBIX
€MHUI] YUYUTHIBACTCS CIIETyIONIEE:

€CJIM COZIEpKAaHUE JIeJIa KacaeTCsl HECKOJIBKUX OJHOPOIHBIX
aIMUHUCTPATUBHO-TEPPUTOPHAIIBHBIX €JIMHUII, B 3ar0JIOBKE JIeJla HE YKa3bIBAIOTCS MX
KOHKpETHbIE Ha3BaHHUs, a YKa3bIBAETCS UX 00IIee BUOBOE Ha3BAHNUE;



€CJIM COZIEpKaHUE JIeJIa KacaeTcsl OJHOW aIMUHUCTPATUBHO-TEPPUTOPUATIBHOM
€AVHUIIBI (HACEJIEHHOTO IMyHKTA), €€ (ero) Ha3BaHUEe yKa3bIBAETCS B 3ar0JIOBKE JI€Na;

8) B 3aroJIoBKax Je1, COAECPKAIINX [JIAHOBYIO WIIM OTYETHYIO JTOKYMEHTALUIO,
yKa3bIBaeTCs Mepuo/l (KBapTall, roj1) Ha (3a) KOTOPBIN COCTaBJIEHBI TUIAHBI (OTYETHI);

9) ecnu geno OyneT COCTOSTh U3 HECKOJIBKUX TOMOB MJTU YacCTel, TO COCTAaBIISIETCA
oO11uit 3aroJIOBOK JeNa, a 3aTeM MPU HEOOXOIMMOCTHU COCTABIISIOTCS 3ar0JIOBKH
KaXJI0ro ToMa (4acTH), yTOUHSIOIINE CO/IepKaHKE 3arojioBKa Jea.

118. 3aronoBku 1e71 BHYTPHU pa3/ieIOB HOMEHKJIATYpPhl pacloJiaraloTcs B
COOTBETCTBHH CO CTENEHBIO BAXKHOCTU JOKYMEHTOB, COCTABJISIFOLIUX JI€Na, U UX
B3aMMOCBSI3bIO.

Bnauane pacnonararoTcs 3arojloBKH J1€]1, COACPKAIIUX HOPMATUBHYIO TPABOBYIO
JOoKyMeHTaluo. ITpu 3ToM 3arosloBKH J1e71, COAEpKalUX MOCTAHOBIEHUS U MPUKa3bl
BBILIECTOSIUX OpraHU3alui, pacroIararoTcs Mepes] 3aroJ0BKaMHu JIeJT ¢ IPUKa3aMHu
MECTHOT'0 UCIIOJIHUTEIBHOr0 oprana. /lanee pacnosararorcs 3arojaoBKuU A€,
COJIEpIKalllMX IJIAHOBBIE U OTUYETHBIE JOKYMEHTBI.

[IpoekThl pacnopsAIUTENbHBIX JOKYMEHTOB U JPYTUe TOKYMEHTHI MO UX
MOATOTOBKE, N3MEHEHUS K IIaHAM, OCHOBAHUS K MPHUKa3aM ITOMEIIAI0TCS B
HOMEHKJIaType el BCIe ] 32 COOTBETCTBYIOIIUMHA OCHOBHBIMH JIOKYMEHTaMHU.

3aroyioBKH JeJ, 3aBEJCHHBIX 110 reorpapuueckoMy U KOPPEeCHOHIEHTCKOMY
pU3HaKaM, BHOCITCSI B HOMEHKJIATYPY e 1o andaBuTy reorpauueckux Ha3BaHUN U
KOPPECIIOHIEHTOB.

3aroyioBKM JeJ1 MOTYT YTOUHSITHCS B Ipoliecce popmMupoBaHus U opopmMIIeHHS Iedl.
Ecnu B TeueHne rojja BOZHUKAIOT HOBBIE IOKYMEHTUPOBAHHBIE YYaCTKH paOOThI, HE
IIPEyCMOTPEHHBIE JI€1a, OHHU JOTIOJHUTEIBHO BHOCATCS B HOMEHKIIATYPY.

119. I'pada 3 3anonHsieTcs mociie 3aBepIICHUs KaJIeHIapHOro roja.

120. B rpade 4 yka3biBatoTcsi CpPOKU XpaHEHHUSI Jieia CO CChUIKOM Ha HOMEpa
MYHKTOB (CTaTei) TUIIOBOTO WJIM BEIOMCTBEHHOT'O (OTPACiIeBOro) MepeyHs
JOKYMEHTOB C YKa3aHUEM CPOKOB MX XPaHEHUs, TPU UX OTCYTCTBHH — HA THUIOBYIO (
IPUMEPHYI0) HOMEHKJIATYpy Jedl.

121. B rpade 5 ciyx060ii JIOY yka3piBaroTCSI HAUMEHOBAHMS IEPEYHS JOKYMEHTOB
, TUTIOBOM (IPUMEPHOIT) HOMEHKJIATYPbI JeJI, UCIIOJIb30BAHHBIX MIPH OIPEACIICHUN
CPOKOB XpaHEHHUs e, ¥ eJAI0TCs OTMETKH O EPEXOASAIINX Aeiax, 0C000 HEHHbIX
JNOKYMEHTax U Jelax, nepeaade e B APyroe CTpPYKTYPHOE MOAPA3ACIICHUE NN
OpraHu3alUIo IJIsl UX MPOAOHKEHHUS], B ApXUB OpraHU3alMK, HATUYUH 3JIEKTPOHHBIX
KON JOKYMEHTOB, BUAE U MECTE XPAHEHHS UX HOCUTEIIEH.

122. ITo okOH4YaHUM TOJ1a B KOHIIE HOMEHKJIATYPHI €] JENAETCS UTOrOBas 3alUCh O
KOJINYECTBE 3aBEJACHHBIX 1€ (TOMOB).

CBeneHust 0 KOJIMYECTBE 3aBEJICHHBIX JIEJI COOOIIAIOTCS apXUBY MECTHOTO
UCIIOJIHUTEIBHOTO OpraHa.



®opmMupoBaHUE JEI

123. VcnonHeHHbIE TOKYMEHTHI (POPMUPYIOTCS UCTIOJHUTENEM B JI€Na B
COOTBETCTBHH C HOMEHKJIATYpoil 1es1. PopMHUpOBaHUE A€l BHE HOMEHKIIATYPHI 1€ HE
JIOTTYy CKaeTCs.

124. Kontposb 3a hopMHUpOBaHUEM JIEN OCYIIecTBIsAET ciayk6a JJOY.

125. Ilpu dhopmupoBanuu Jea coOII0IAI0OTCS CleayIoNre 001e TpeOoBaHUs:

1) B nena noMemarTcsl TOJIbKO UCIIOIHEHHBIE, TPaBUILHO 0(OPMIICHHBIE
JIOKYMEHTBI B COOTBETCTBUU C 3ar0JIOBKAMH JIEJ1 IO HOMEHKJIATYPE;

2) MOMENIAIOTCS BMECTE BCE IOKYMEHTBI, OTHOCAIIUECS K PEHICHUIO OJTHOTO
BOITpOCA.

[IpunoxxeHus: K TOKyMEHTaM, HE3aBUCUMO OT JAaThl UX YTBEPKIACHUS UITU
COCTaBJICHUSI, IPUCOETUHSIOTCA K JOKYMEHTaM, K KOTOPBIM OHU OTHOCSITCSI.

[Tpunoxxenust 06bemMom cBbitie 180 JIMCTOB COCTABIAIOT OT/CIbHBINA TOM, O UEM B
JIOKYMEHTE JIETIaeTCs OTMETKA.

3) COBMECTHO IpyNNUPYIOTCS BEPCUU JOKYMEHTA Ha TOCYIAPCTBEHHOM, PYCCKOM U
WHBIX S3BIKAX;

4) rpynmupyroTcs B Jiejia JOKyMEHThI OHOTO KaJICHIapHOTO Tofla; UCKIIOYEHUE
COCTAaBJISIIOT: TIEPEXOIAIINE JIeTIa; CyAcOHbBIC Jieia; TUYHBIC JIeJia, KOTOPhIC
dbopMUPYIOTCS B TEYEHUE BCETO Meprojia paboThl JAHHOTO JIMIA B MECTHOM
UCIIOJTHUTEILHOM OpPraHe; TIOKYMEHThI BRLIOOPHBIX OPTAaHOB M UX MOCTOSIHHBIX
KOMHCCHH, IEMYTAaTCKUX TPYII, KOTOPbIE TPYIIUPYIOTCA 3a IEPUOJI UX CO3bIBA;
JIOKYMEHTBI yU€OHBIX 3aBEJCHUMN, KOTOPbIC POPMHUPYIOTCS 32 YUEOHBIH TOJI;
JIOKYMEHTBI TEATPOB, XapAKTEPU3YIOIINE CIIEHUYECKYIO JEATEIbHOCTD 3a TeaTPaIbHBIMI
CE€30H; UCTOpUHU OOJIE3HEN U JIpyTHeE.

5) pa3zienbHO TPYNNUPYIOTCS B Jieja JOKYMEHThI IOCTOSIHHOTO U BPEMEHHOTO
CPOKOB XpaHECHHUS;

6) TenerpamMMbl, Kcepokomnuu gakcorpamm, TeaedoHOrpaMMbl IOMEIIAIOTCS B Jielia
Ha OOIINX OCHOBAHUSAX B COOTBETCTBHH C HOMEHKJIATYpOH JEIT;

7) B 1€JI0 HE JOJKHBI TOMENIAThCS IOKYMEHTHI, MOJIeKalllle BO3BpaTy,
YEPHOBUKHU U JIMIIIHUE SK3EMIUISIPBI;

8) o o0beMy J1e10 He T0HKHO mpeBbimath 180 11ucToB;

9) npu HaMUYUU B JIeJie HECKOJIbKUX TOMOB (4acTeil) HoMep (MHIEKC) U 3ar0JIOBOK
JIeJia MPOCTABIISIETCS] HA KaKI0M TOME ¢ I0OABJIIEHHEM HyMepalluu TOMOB (JacTeil), B
nocjaeaHeM Tome (Jactu) pobaisieTes ciioBo "mocnenauit” ("mocneaHss").

126. JIOKyMEHTBI pacnoJiaratloTcsi B COOTBETCTBUU C MIOCJIEI0BATEILHOCTHIO
pelieHus Bonpoca (XpOHOJIOTUYECKOM MOPSIIKE TIO PeIiaeMbIM BOIIPOCAM) WU B
HayaJie Jiejia MOMeIaeTcsl THUIMATUBHBIN TOKYMEHT, 3aT€M — JJOKYMEHT C



OKOHYATEIbHBIM PEIICHUEM BOIIPOCA, AAJIE€ — UHBIE JOKYMEHTHI, OCBEIIAIOIINE X0/
pelIeHus Bonpoca.

127. Bce TOKYMEHTBI OTYETHOTO ¥ HH(POPMAIIMOHHOTO XapaKTepa Mo UCTIOTHEHUIO
aKTOB M MIOPYYCHUHN BBIIIECTOSIIUX OpraHU3aIuii, B KOTOPBIX MECTHBIM
WCIIOJTHUTEIBHBIN OpraH SBJISUICS OCHOBHBIM MCIIOJIHUTENEM, OAIIUBAIOTCS B
OTJZIEJIbHBIE JIeJIa IO UX UCMHOJHEHHIO. B OCTanbHbBIX Cilydasx 3TU JOKYMEHTHI
NOJIIMBAIOTCS B JAEJIO NEPENHUCKU 3a TEKYLIUH IO/,

128. PacniopsiauTenbHble JOKYMEHTHI TPYIIIUPYIOTCS B J€jia MO BUAAM U
XPOHOJIOTUH C OTHOCSAIIUMHUCS K HUM NPWIOKEHUsIMU. THCTpyKIMK, paBuia,
MOJIOKEHHUSI, YCTaBbI, YTBEPKJACHHbBIEC PACTIOPSIAUTENBHBIMU JOKYMEHTAMH, SIBISIOTCS
MPUIOKEHUSAMHU K HUM U TPYIIUPYIOTCS BMECTE C YKa3aHHBIMU JokymeHTaMu. Ecnu
K€ OHU YTBEPKICHBI B KAYECTBE CAMOCTOSITEILHOTO JJOKYMEHTA, TO UX TPYHIUPYIOT B
OTJZICJIbHBIC JIETIA.

129. Ilpukassl (pacnopsi>KeHHs) IO OCHOBHOMU JIEATEIbHOCTH, MPUKA3HI (
pPacnopsKEHHUs ) 10 IMYHOMY COCTaBy (POPMHUPYIOTCS B OT/AEIBHBIE JIeTa.

130. ITpoTOKOJIBI B IEI€ PACTIONATAIOTCS B XPOHOJIOTHYECKOM MOPSIAKE 10
HOMEpaM BMECTE C JOKYMEHTAMH K HUM.

131. [Tepenucka rpynnupyercs, 3a 1eI0NPOU3BOACTBEHHBINA IO/ U
CUCTEMATU3HUPYETCS B XPOHOJOTHYECKON NOCIEI0BATENBHOCTH, IPH 3TOM
JIOKYMEHT-OTBET MOMENIAeTCs 3a JOKYMEHTOM-3anpocoM. [Ipu Bo300HOBIIEHUN
NEPENHCKHU MO ONPEAEIEHHOMY BOIIPOCY, HaYaBIIECs B IPEAbLAYLIEM TOLY,
JOKYMEHTBI BKJIFOUAIOTCS B JIEJI0 TEKYIIETO I'oJla ¢ YKa3aHUEM UHAEKCcA J1ena
IpeabLAYLIEro roa.

132. JIOKyMEHTHI B IMYHBIX JEJIaX PacloiaratoTcs B XpOHOJIOTHYECKOM MOPSAIKE B
COOTBETCTBHUH C UX MOCTYILJICHUEM.

133. JIunieBbie cuera 1o 3apaboTHOI miate GOPMUPYIOTCS B OTACIbHBIC JeNa U
pacrnoJiaraloTcs B HUX B aj(aBUTHOM NOpAJIKe paMuiInii pabOTHUKOB.

134. TpynoBbie 1OTOBOPHI POPMUPYIOTCS B COCTABE JIMYHBIX JEJT WU OTIEIHHO B
andaBUTHOM TopsiKe haMIIHi paOOTHUKOB.

135. Cnucku pU3NYECKUX JIMI] U JOKYMEHTBI, TOATBEPKAAIOLINE IEPEUNCICHUE
00s3aTENIbHBIX IEHCMOHHBIX B3HOCOB B HAKOMUTEIbHBIEC IEHCUOHHBIE (POH/IBI
bopMUpPYIOTCS B OJTHO AEJIO.

Crucku Gu3HUecKUX JUI] U TOKYMEHTBI, TOJTBEPKIAI0IINE TTePEUHCIICHNE
COLIMAJIBHBIX OTYUCICHUI (POPMUPYIOTCS B OJIHO JIEIIO.

136. Ilnanbl, OTYETHI, CMETHI, TUMUTHI U IMITATHBIC paciucaHust GOPMHUPYIOTCS B
COOTBETCTBYIOIIME JI€JIa TOIO ro/ia, HA KOTOPBIM MJIM 32 KOTOPBI OHU COCTABJIEHBI,
HE3aBHUCHUMO OT JAaThl X COCTABIICHUS, YTBEPKIACHUS WU MOCTYILICHHUS.

137. O6parnienus: Gpu3nMUecKUX U IOPUIUIECKUX JIUIl (HOPMUPYIOTCS B JieTia IO
BOIIPOCAM, HaIIPABJICHUAM JESITEIbBHOCTH MECTHOIO UCTIOJHUTEIBHOTO OPTaHa Uilu 110



aMUHUCTPATUBHO-TEPPUTOPHAIBHBIM eAHUIaM. [Ip1 He3HAaUUTENBbHBIX 00beMax
oOpaiieHuit fomyckaetcs: GopMUpoOBaHUE Jie 10 (aMUIIUSIM aBTOPOB OOpalleHuil B
an(aBUTHOM TOPSIKE.

Odopmierue aen

138. Jlema MECTHOTO MCTIOTHUTEIHPHOTO OpPraHa MmoiexkaT O(hOPMIICHUIO TIPH UX
3aBeJICHUM U 110 3aBepiieHuu rojga. OdopmiieHue Jena - IoAroTOBKa Jiefia K XpaHEHHIO
. OdopmiieHne aena BKIOYAET B C€0s1 KOMILUIEKC pabOT MO ONMUCAHUIO Jieia Ha
00J105KKe, OpOIIIOPOBKE, HyMEpAaIlH JINCTOB U COCTABJICHUIO 3aBEPUTEIHLHON HAJIIUCH.
Odopmienue e TpoBOAUTCS OTBETCTBEHHBIM JIUIIOM 32 BEJICHUE JIETOMPOU3BO/ICTBA
CTPYKTYpPHOTO MOJIPa3/IeNICHHs], IPH METOIMYECKOI TOMOIIH U MOJ] KOHTPOJIEM
ciyx0b1 JIOVY.

139. B 3aBUCHUMOCTH OT CPOKOB XpaHEHHs IPOBOJIUTCS MOJHOE UM YACTUYHOE
opopmienue aein. [lonnomy odopmiieHHo moaexar Jieja NoCTOSHHOTO, BpeMEHHOTO
(cBeimie 10 jeT) XpaHeHust u 1Mo THIHOMY cocTaBy. [lomHoe odopmnenne nena
npeaycMaTpuBaeT: opOopMIICHUE PEKBU3UTOB O0JIOKKH JIENIa; HyMEpaIuIio JUCTOB B
JIETIE; COCTABJICHHE JIMCTA-3aBEPUTEINS €A COTVIACHO MPUII0KEHUIO 28 K TUIOBBIM
IIpaBUJIaM; COCTABIIEHHNE B HEOOXOAMMBIX CIIydasiXx BHYTPEHHEH OMKUCH IOKYMEHTOB
Jiera CorjaacHo MpuiokeHnto 29 k TUNoBbIM MpaBUiiaM; MOIIKMBKY WU TEPETUIET
JieNa; BHECEHUE HEOOXOIMMbIX YTOUHEHUN B PEKBU3UTHI OOJIOKKH JIea.

140. Ha o6noxke fena nocTostHHOro, BpeMeHHoro (cBbitie 10 jiet) XpaHeHus 1 1o
JUYHOMY COCTaBY YKa3bIBAIOTCS CJIEIYIOIINE PEKBU3UTHI:

1) HaMMEHOBaHHUE MECTHBIX UCTIOTHUTENIbHBIX OPTAaHOB; HAMMEHOBAHHE
CTPYKTYPHOTO MOJIpa3ieJICHHUS;

2) HaMMEHOBAHKE HACENIEHHOTO MTyHKTA, B KOTOPOM JUCIOIIMPOBaHAa MECTHBIN
UCIIOJTHUTEILHBIN OpraH; HoMep (MHIEKC) Jiena;

3) 3aroyioBOK Jiena; nara jena (Toma, 4acTH); KOJIMYECTBO JIMCTOB B JIEJI€; CPOK
XpaHEeHUs Jiena;

4) apxuBHBINA muUp aena.

141. PekBU3UTHI, MPOCTaBIISIEMbIE Ha 00JI0XKKE Jiea, OPOPMIIIIOTCS CIAETYIONTUM
00pazoM:

1) HaMMEeHOBaHUE MECTHOTO UCIIOJIHUTEILHOTO OpraHa B COOTBETCTBUH C
YUPEIUTEIbCKUMHU IOKYMEHTaMU YKa3bIBAETCS MOJHOCTHIO, B UMEHUTEIIBHOM Ma/IeXKe,
C yKa3zaHueM O(UIIUATBLHO MPUHATOTO COKPAIICHHOT0 HAMMEHOBAHMSI, KOTOPOE
yKa3bIBAa€TCS B CKOOKaX MOCJe MOJIHOTO HAUMEHOBAaHUS;

2) HAaMMEHOBAHUE CTPYKTYPHOIO MOJIPa3/ICIICHUS - 3aIIUChIBACTCS] HA3BaHUE
CTPYKTYPHOTO TOJIpa3/IeJICHUsI B COOTBETCTBUU C YTBEPKJACHHOM CTPYKTYpOI; HOMEp
Jiena - mpocTasisieTcs nudpoBoe 0003HaYCHUE (MHIEKC) JIeia 0 HOMEHKIIaType Ael



MECTHOT'O UCIIOJIHUTEIBHOTO OpPraHa;

3) 3aroyioBOK Jiena - epeHOCUTCS U3 HOMEHKIIATYPhI JIe; 1aTa Jelia - YKa3bIBaeTcs
roJl (bI) 3aBeICHHSI U OKOHYAaHUS JIeIa B JEJIONPOU3BOACTBE. JlaToil e, coaepkammumx
pacnopsaIMTEIbHYIO JOKYMEHTAIINIO, a TAKXKE JIJIS 1€J1, COCTOSIIINX U3 HECKOJIBKUX
TOMOB (4acTel), ABJISIFOTCS KpallHUE JaThl JOKYMEHTOB JIefa, T.€. AaThl (YUCI0, MECHLL,
roJl) perucTpamuu (COCTaBICHHUS) CAMOTO PAHHETO U CaMOTO MO3HETO JOKYMEHTOB,
BKJIFOUEHHBIX B J1€J10. [{aToil npuioxxeHus K neny, cpopMUpOBaHHOMY B OTAEIbHBII
TOM, SIBJISIETCS 1aTa PETMCTPALIMU OCHOBHOTO JIOKYMEHTA, IPUIIOKEHHE K KOTOPOMY
NOMEILIEHO B ATOT TOM. [Ipu 3TOM uncno u rox 0603HavarOTCs apaOCKUMU LHUPpaMH,
Ha3BaHHUE MECSA MUIIETCS MOJTHOCTHIO CIIOBAMH.

142. B nensix obecrneueHrs COXpaHHOCTH U 3aKpEIJICHUS TIOPSIKA PACIOIOKEHUS
JOKYMEHTOB, BKIIOYEHHBIX B JI€JI0, BCE €0 JIMCTHI, B TOM YUCJIE PE30JIOLHH,
COCTAaBJICHHbBIE Ha OTJEIBHOM JIUCTE ((PUIIKHK), KPOME JTUCTA 3aBEPUTENS U BHYTPEHHEN
OIKCH, HyMEPYIOTCS. JINCTBI HyMEpYIOTCSl YEPHBIM, MATKUM, IT'pa()UTOBBIM
KapaHJaIoM, IuGpsl MPOCTABIISIIOTCS B IPABOM BEPXHEM YTIIY JIUCTA.

143. ITopssnok Hymepauuu JUCTOB Aena:

1) muct Gonee popmarta A4, MOAMUTHIN 32 OUH Kpaid, HyMEPYyeTCs KaK OJIUH JIUCT
B IIPaBOM BEPXHEM YTIIY;

2) JOKYMEHTBI C COOCTBEHHOW HyMepalueil IMCTOB, B TOM YHUCJIE NIEYaTHbIE
U3JIaHUs, MOTYT HyMEpPOBAaThCS B OOIIEM MOPSAKE UIH COXPAHITH COOCTBEHHYIO
HYMEPALIHIO, €CJIM OHA COOTBETCTBYET MOPSAIKY PACIIOIOKEHUS JTUCTOB B JIETIE.

3) AUCTBI A€, COCTOAIIUX U3 HECKOIBKUX TOMOB WJIU YacTel, HyMEPYIOTCS 110
Ka)KJOMY TOMY WJIM YaCTH OTAEIBHO;

4) pororpaduun, yepTexku, AMArpaMMBbl U IPYTUE WLTIOCTPATUBHBIE U
cnenupuyecKre JOKyMEHTBI, TPEACTABIISIIONINE CAMOCTOSTENbHBIN JTUCT B JIETIE,
HYMEpYIOTCsI Ha 000POTHOM CTOPOHE B JIEBOM BEPXHEM YTIIY;

5) moALINTHIE B 1€7I0 KOHBEPTHI C BIOKEHUSAMH HYMEPYIOTCS: CHavyalla KOHBEPT, a
3aTeM OYepPEeTHBIM HOMEPOM KaXJ0€ BIIO)KEHHE B KOHBEPTE;

6) MpUIOKEHUS K JeTy, OCTYIUBILKE B MEeperuieTe, 0popMIISIOTCS Kak
CaMOCTOATENbHBIN TOM U HyMEPYIOTCS OTAENBHO;

7) B ciyuasx oOHapy>KeHUs OOJIBIIIOTO YKCIia OMHUOOK B HyMEpaIliy JIUCTOB Jelia
IpOBOJUTCS UX nepenymepanus. [Ipu nepeHymepanuu JTUCTOB CTapble HOMEpa
3a4EPKUBAIOTCS U PSIIOM CTABUTCSA HOBBII HOMED JIMCTA, B KOHIIE JIEa COCTaBIIAETCS
HOBBII JTUCT — 3aBEPUTEIIb, IPU 3TOM CTapbIi JIMCT — 3aBEPUTEIH 3aUEPKUBAETCA, HO
COXpaHseTCs B JIEIIE;

8) mpu HATMYMU OTJEIBHBIX OLIMOOK B HyMEPAIMU JTUCTOB JIOMTyCKAETCs
ynoTpeOIeHne TUTEPHBIX HOMEPOB JIHCTOB.

144. Tlocne 3aBeplieHUs] HyMepaluK JTUCTOB COCTABIIACTCS 3aBEPUTEIIbHAS
HAAMKUCh, KOTOPask MOJANKUCHIBAETCS €€ COCTABUTENIEM C YKa3aHUEM PACIIU(PPOBKU



HOJIKCH, JOJDKHOCTH U JaThl COCTaBJICHUS.

Bce nocnenyroiye u3aMEHEHHs O COCTaBE U COCTOSIHUU Jiesia (OBPEXKICHNUS,
U3BATHE JOKYMEHTOB) OTMEYAIOTCS B JIUCTE — 3aBEPUTEIIE CO CCBUIKOM Ha
COOTBETCTBYIOIUH aAKT.

KoaudecTBo TUCTOB B /i€7I€ MPOCTABISIETCA HAa 00JI0KKE J1eJ1a B COOTBETCTBUU C
UTOTOBOW HAJMHCHIO.

145. PexBu3uT "CpoK XpaHEeHHUs Jiena" MEPEHOCUTCS Ha O0JIOKKY JeJia U3
COOTBETCTBYIOIIEH HOMEHKJIATYPBHI JIeJI IIOCIIE CBEPKH €0 CO CPOKOM XPAHECHMS,
yKa3aHHBIMU B MEPEYHSIX TOKYMEHTOB, C YKa3aHUEM CPOKOB XpaHEHUSI.

146. Ha nenax mocTOSSHHOTO XpaHEeHUs mueTcs: " XpaHUTh NOCTOSHHO".

147. ApxuBHbIi mudp Aena (COCTOUT U3 HoMepa (PoH1a, HOMepa ONUCH U HOMepa
7ienia TIo OTHCH) Ha 00JIOXKKaX JIeJ1 TOCTOSTHHOTO XpaHEHUs TIPOCTABIIAETCS B apXUBE
TOJIBKO MTOCJIE BKJIFOUEHUS ATUX JIEJI B pa3eiibl CBOJHBIX OMKCEH, yTBEpKIeHHBIX DIIK
(1o 3TOrO OH MPOCTABISAETCS KapaHIAIIOM).

148. Tlo oxkoH4YaHHUM T0/1a B HAJIITKMCH HA 00JI0KKaX JIEJ MOCTOSTHHOTO U
BpeMeHHOT0 (cBhile 10 JeT) XpaHeHus] BHOCSTCS YTOYHEHUS: TP HECOOTBETCTBUU
3aroJjioBKa JieJl Ha 00JI0KKe COACpPKAHUIO MOIMINTHIX JOKYMEHTOB B 3ar0JIOBOK Jiejia
BHOCSITCSI UBMEHEHUS U IONIOJIHEHUS.

149. Jlnis yuera JOKyMEHTOB OINPEAEICHHBIX KATErOpUil MOCTOSHHOTO U
BPEMEHHOTO CpOKOB (cBbIIe 10 j1eT) XpaHeHus1, yueT KOTOPhIX BbI3bIBACTCS
crenupUKoi TaHHOU JOKyMEHTaINH (0c000 IIeHHbIE, INYHBIEC AeTa U IPYTHe),
COCTAaBJISIETCSI BHYTPEHHSA OIKUCH IOKYMEHTOB JI€JIa COMIACHO MPUIIOKEHUIO 29 K
TuIoBbIM ITpaBHUIIaM.

BHyTpeHH:s1 OUCh JOKYMEHTOB JIEJIa COCTABJISAETCS TAKKE Ha J1eJ1a IOCTOSHHOIO U
BpeMeHHOT0 (cBhile 10 jeT) XxpaHeHusi, eciii OHU CPOPMUPOBAHBI 110
Pa3HOBHUJIHOCTSM JOKYMEHTOB, 3ar0JIOBKM KOTOPBIX HE PACKPBIBAIOT KOHKPETHOE
coJiepKaHue IOKYMEHTOB.

150. IoKkyMEHTBI, COCTABISIONIUE AET0, NOAIIMBAKOTCSI HE MEHEE, YEM HA YETHIPE
IPOKOJIa B TBEPAYIO O0JIOKKY U3 KapTOHA WM MEPEIUIETAIOTCS C YYETOM BO3MOXKHOTO
CBOOOJHOT0O UTE€HHUS TEKCTa BCEX JOKyMEHTOB. IIepBblii M OCIEeHUIN TIPOKOI
IPOU3BOMISTCS HA PACCTOSIHUM OJTHOTO CAaHTUMETpPA OT BEpXHEU (HUKHEM ) rpaHuIlbl
mucta. [Ipu moAroToBKe A€ K NOAIIKBKE (MEPEIIeTy) METANINUECKUE CKPETUICHHUS (
OyJaBKH, CKPETIKH U JPyTrHue) U3 JOKYMEHTOB YAASIOTCA.

151. ena BpemenHoro (10 10 €T BKIIOUUTETBHO) XPAaHEHUS I0ITyCKaeTCs
XPaHHUTh B CKOPOCIIMBATENSIX, HE IPOBOJUTH NEPECUCTEMATH3ALUIO TOKYMEHTOB B
nene, JINCTHI Jea HE HyMEPOBaTh, 3aBEPUTEBHBIE HAJAIIUCH HE COCTABIIATh.

OnepaTuBHOE XpaHEHHE JOKYMEHTOB



152. ITocne 3aBepiieHus B AEIONPOU3BOACTBE JOKYMEHTHI /10 MEpeIauu B apXUB
MECTHOTO UCTIOJIHUTEIILHOTO OpPraHa B TEUEHUE OJHOIO r0JIa XPaHATCS B JI€JIaX IO
MeCTy uX (hOpPMHUPOBAHMUSI.

153. Cnyx6a JJOY, pyKOBOIUTENN CTPYKTYPHBIX MOAPA3ACICHUI MECTHBIX
UCIIOJTHUTEIBHBIX OPraHOB 00€CIEUMBAIOT COXPAHHOCTh JOKYMEHTOB U niei. Jlena
xpaHsaTcs B mkadax u ceridax B pabounx KkaOMHETaX WU CIICIMAIIBHO OTBEICHHBIX
JUUISL OTOM 11€JTH MOMEIICHUSIX.

154. Jlena pacnonaratorcsi B COOTBETCTBUH C YTBEPKJICHHOW HOMEHKIATYpOU Jel
MECTHBIX UCIIOJIHUTEIBHBIX OPTaHOB, HA KOPEIIKax 00JI0KEK YKa3bIBAIOTCS UX
UHJICKCHI.

155. Beigaua aen BO BpEMEHHOE MOJIb30BAHUE UHBIM OPTaHU3AIUAM TPOU3BOAUTCA
HA OCHOBAaHWH MUCHbMEHHOTO OOPAIICHUS U TOJIBKO C Pa3perieHUs] pyKOBOIUTEIS
MECTHOTO HUCTIOJIHUTEIIBHOTO OpraHa. Beiiaua nen apyrum nojpasacieHusM MECTHOTO
VCIIOJIHUTEIBHOIO OpraHa NPOU3BOAUTCS C Pa3pEUICHUS] PYKOBOJUTEISI CTPYKTYPHOTO
MOJIpa3/IeJICHus1, a BHYyTPU CTPYKTYPHOTO MOAPA3ICIICHUS - MO PACIIHCKY.

Ha BbImanHOE [1€710 3aBOAUTCS KapTa-3aMECTUTENb JIeia. B Hel yKa3bIBatOTCs
CTPYKTYPHOE MOApa3AeICHUE, MHAECKC JeJa, 1aTa €ro BblIa4u, KOMY JI€JIO BBIAAHO,
JaTa ero BO3BpallleHUs], MPelycCMaTpruBatoTCs rpadbl sl paCIUCOK B MOJYYSHUH U
npueMe Jiena.

156. U3baTne OKYMEHTOB U3 J€ MIPOU3BOIUTCS B COOTBETCTBHUU C
3aKO0HOJIATENHCTBOM PecnyOnuku KazaxcraH, mpu 5TOM B 1€710 BKJIAABIBAIOT KOTTMH
JIOKYMEHTOB M aKT (IIPOTOKOJT) 00 U3BATHUU MOTUHHUKOB.

Ilepenaua nen B apXuB MECTHEIX HCIIOJHHUTENBHEIX OPraHOB

157. Ilepenava aen U3 CTPYKTYPHBIX MOAPA3AEICHUN B apXUB MECTHBIX
UCIIOJIHUTEIBHBIX OPTraHOB OCYUIECTBIISIETCS IO OMUCSAM JI€JI, COCTABISIEMBIM 10
pe3yJibTaTaM 3KCIEePTU3bl LIECHHOCTH JOKYMEHTOB U €11, 3aBEPILICHHBIX B
nenonpon3BoAcTBe. JlJokyMeHThl BpeMeHHOro (/10 10 jeT BKIIOYUTEILHO) XPaHEeHUS
nepeaarTcsl B apXUB MECTHBIX UCIIOJIHUTEIBHBIX OPTaHOB 110 HOMEHKJIATYPE M.

158. Onucu cocTaBisitOTCS OTAECNBHO HA Jelia MOCTOSTHHOTO, BPEMEHHOTO (CBBIILIE
10 neT) XxpaHeHwusI U 10 JIMIHOMY COCTaBy 1o popme coriacHo npuioxenuto 30 k
TunoBbIM MpaBHIIaM.

159. I'padbi onucu e 3aMoaHAIOTCA B TOUHOM COOTBETCTBUM C TEMU CBEICHUSIMU,
KOTOpbIE BRIHECEHBI Ha 00JI0KKH Jief. [Ipu BHECEHHH B ONUCH MOAPST JCIT C
OJIMHAKOBBIMH 3ar0JI0BKaMU MUUIETCS MOJHOCTBIO 3ar0JIOBOK MEPBOTO Jelia, BCe
OCTaJIbHBIE OJTHOPOHBIC JieIa 0003HAYAIOTCS CIIOBOM "TO ke, TIPH 3TOM JpyTHe
CBEJICHUS1 O HUX BHOCATCS B OITUCH MOJIHOCTHI0. Ha HOBOM JiMcTe OMMCH 3ar0JI0BOK
OJIHOPOJHBIX J€JI BOCIIPOU3BOAUTCS MOTHOCTHIO.



160. Kaxxzoe aemno (Tom, 9acTh Jiesia) BHOCUTCS B OIIUCH I10]T CAMOCTOSI TeIbHBIM
MOPSIZIKOBBIM HOMEPOM.

161. I'pada ormucu "Ilpumedanne" ucmnonb3yercs sl IPOCTAHOBKH OTMETOK 00
0COOCHHOCTSIX (PU3MUECKOTO COCTOSHUSA JIefia, O Mepeiayue Jaera Apyromy
CTPYKTYPHOMY MOJPa3ICACHUIO (IPYyTroi OpraHu3aIim).

162. Onuce nen cocTaBiseTcs B ABYX 3K3EMIUISIpaxX, OQUH U3 KOTOPBIX MEPENAECTCS
BMECTE C JIeJIaMH B apXUB MECTHOT'O UCTIIOJIHUTEIIBHOTO OpraHa, a BTOPOil — OCTaeTcs B
KaueCTBE KOHTPOJIBHOTO B CTPYKTYPHOM NOAPA3ACICHUU.

163. ITpaBusibHOCTH POPMHUPOBAHUS U TTOATOTOBKH JEJ K TIEpeaue B apXuB
MECTHOTO MCTIOTHUTEIHHOTO Oprana nposepsietcs ciyxooi JIOY. Umeromnuecs
HapYIICHUS YCTPAHSIIOTCS CTPYKTYPHBIM MOJpa3ieIeHuEeM MECTHOTO
UCIIOJTHUTEIBLHOTO OpraHa.

164. Tlpuem Kaxx10TO Aeia MPOU3BOAUTCS paOOTHUKOM, OTBETCTBEHHBIM 32 apXUB
MECTHOT'O MCIIOJIHUTEJIBHOTO OpraHa B MPUCYTCTBUU PAOOTHHUKA CTPYKTYPHOTO
nonpasneneHus. [lpu 3Tom Ha 000X HK3EMIUISIPAX OMKUCH MPOTUB KAXKIOTO JIeNa,
BKJIFOYEHHOT'O B HEE, JIeJIaeTCsl OTMETKA O HAIMYMHM Jiesia. B KoHIle Kaxka0ro
HK3EMIUISIPA OMUCH YKA3bIBAIOTCS MU PaMH U MPOMUCKHI0 KOJUYECTBO (PaKTUUECKU
NPUHSATHIX JIeJ1, JaTa IpueMa-nepeadu Jell, a TakKe MOAMUCH paOOTHHKA,
OTBETCTBEHHOTO 3a APXUB U JIMIIA, IEPEIABILIETO Aea.

165. BmecTe ¢ aenamMu B apXyB NEPEAAIOTCS] pETUCTPALIMOHHBIE KAPTOTEKU Ha
JIOKYMEHTHI U (WJIH) TPOTrPaMMHBIEC CPEACTBA M 0a3bl JAHHBIX, COJICPIKAIINE
UH(GOPMAIINIO O PETUCTPALIMU U UCTIOTHEHUH TePEaBaeMbIX IOKYMEHTOB. 3arojI0BOK
KQXKJIOM KapTOTEKHU WM 0a3bl JTAHHBIX BKIIOYAETCS B OMUCH.

166. B ciyvae TMKBUAALMY WM PEOPTaHU3ALNHN CTPYKTYPHOTO MOJIpa3ieiICHHUs,
OTBETCTBEHHOE JIMIIO 3a BEJICHUE JIETIONPOU3BOJICTBA TAHHOTO CTPYKTYPHOTO
noipa3/ieJIeHus], B IEPHO/] IPOBEICHUS TUKBUIAIMOHHBIX MEPOTPUITHI POopMUPYET
BCE UMEIOIIUECS TOKYMEHTHI B Jiesia, 0hopMIIseT Jiesa U IiepeIacT UX B apXUB
MECTHOT'0 UCIIOJIHUTEJIBHOTO OpraHa He3aBUCUMO OT CPOKOB XpPaHEHHUS.

[lepenaya nen OCyImIECTBISAETCS MO OMUCAM JI€]I U HOMEHKIAType Jed.

© 2012. PI'TI na I[IXB «MHCTUTYT 3aKOHOAATENbCTBA U TpaBoBoii nHMopMarun Pecriybnmku Kazaxcram»
MunucrepctBa roctuinu Pecnyonmku Kazaxcran



