00 yrBep:xx1eHur TUOBBIX NPAaBWII JOKYMEHTUPOBAHUA U
ylnpaBJjeHHUs JOKyYMEHTAIlMeH B TOCYyIapCTBEHHbIX H

HEIroCyaTapCrBCHHBIX OPraHu3anuax
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B cooTBeTcTBHU C moAyHKTOM 2-2) myHKTa 2 cTaThi 18 3akoHa PecmyOmiku
Kazaxcran ot 22 nexabps 1998 roga «O HaunonansHoMm apxuBHOM (poHIAE U
apxuBax» IIPUKA3BIBAIO:

1. YTBepauTe npuitaraemelie TUoBbIe IpaBuia JTOKYMEHTUPOBAHUS U YIIPABIICHUS
JOKYMEHTALMEN B TOCYIAPCTBEHHBIX U HETOCYIaPCTBEHHBIX OPraHU3aUsX.

2. JlemapTaMeHTy apXUBHOTO J€JIa U JJOKyMEHTALMU B YCTAHOBIEHHOM
3aKOHOJATEIbCTBOM MOPAIKE 00ECIICUUTD:

1) rocynapcTBEHHYIO pErMCTpaLMIO HACTOSIIEr0 IpHKa3a B MUHUCTEPCTBE
foctuiuu Peciy6nuku Kazaxcran;

2) B TEUEHHUE JECATU KAJECHIAPHBIX THEW MTOCJIE TOCYJaPCTBEHHON PErUCTPALIMH
HACTOSILEr0 IpUKa3a ero HarpaBjieHHe Ha OPUIMATIbHOE OIyOIMKOBAHNE B
NEPUOANYECKUX MEYATHBIX U3AaHUIX U B MHPOPMALIMOHHO-TIPAaBOBOW CUCTEME
«OIIIETY.

3. KoHTpoJIb 32 UCTIOJTHEHUEM HACTOSIIETO MPUKa3a BO3JIOKHUTH HA KyPUPYIOIIETO
BUIIE-MUHHCTpA KyJIbTYpHI U criopTa Peciyonuku Kazaxcras.

4. Hacrosmuii mprka3 BBOAUTCS B IEVCTBUE TIO HCTEUYEHUU JECITH KaJEHIAPHBIX
JTHEH TIocIie IEPBOTO OPHUITHATHHOTO OMyOJINKOBAHMUS.

Munucmp A. Myxameouynvl



YTBEpKICHBI
npukazoM MuHuCTpa
KyJbTYpHI B CTIOPTa
Pecy6muku Kazaxcran
oT 22 nexadbps 2014 roma Ne 144

Tunosbie npaBujia
JOKYMEHTHPOBAHMS U YIIPABJIEHHUS TOKYMeHTalHeil
B rOCYJAApPCTBEHHBIX U HEroCyAapCTBEHHbIX OPraHU3aMAX
1. O0mue moJI0KeHUs1

1. TunoBbIe paBUIIa JOKYMEHTUPOBAHUS U YIIPABIEHUS JOKYMEHTAIUEN B
rocyJapCTBEHHBIX U HETOCYIAPCTBEHHBIX OPraHU3alUsX (J1anee — TuoBbie NpaBuiia)
pa3paboTaHbl B COOTBETCTBUU C TIOJIYHKTOM 2-2) MyHKTA 2 cTaThi 18 3akoHa
Pecnybnuku Kazaxcran ot 22 nekadbpst 1998 roga «O HarnmoHnaabHOM apXUBHOM
dboHIe U apXUBaAX».

2. TurnoBble IpaBUJIa YCTAHABIMBAIOT MOPSAJOK OPraHU3alld JOKYMEHTUPOBAHUS
YIPABJICHYECKON NEATENBHOCTH C JOKYMEHTAMHU HECEKPETHOT'O XapakTepa Ha
OyMaXHBIX HOCUTEJIAX B TOCYJJapPCTBEHHBIX U HETOCYJapCTBEHHBIX OpraHU3aIUsaX
(manee — opraHuzalyn).

3. CocTaB JOKYMEHTOB, HCIIOJIb3YEMBIX B YIIPABICHYECKON AEATEIBHOCTH,
onpenensieTcs KoMnereHuuen u GyHKIUSIMU OpraHU3alny, TOPAIKOM PEIICHUS
BOIIPOCOB (B MOPSJIKE €IMHOJIMYHOTO PACIOPSAIUTEIBCTBA TUO0 B KOJUIETHATILHOM
HopsAKe), 00bEMOM U XapaKTEPOM CBsI3el C IPYTUMH OpraHu3alusIMU.

4. Opranu3zanysi, BEICHUE U COBEPLICHCTBOBAHUE CUCTEMBI IOKYMEHTALMOHHOT'O
oOecrnieueHus ynpaBieHUsI HA OCHOBE €JMHONW TEXHUYECKOM MOTUTUKHU U TPUMEHEHUS
COBPEMEHHBIX TEXHUYECKUX CPEJICTB B pabOTE C JOKYMEHTaMH, METOIMYECKOE
PYKOBOJICTBO M KOHTPOJIb 32 COOJIIOCHUEM YCTaHOBJIEHHOTO MOpsAJIKa pabOThI C
JOKYMEHTaMU B OpraHU3alMK OCYIIECTBIIAIOTCS CTPYKTYPHBIM MOApa3eIeHHEM, HA
KOTOPOE BO3JI0KEHBI (DYHKIIMH 110 JOKYMEHTALIMIOHHOMY OOECIIEUEHUIO YIIPABICHUS
(mamee — cimyx6a J10Y).

B opranuszanuu, B KOTOpOH IITATHBIM PAaCIMCAaHUEM HE IIPETYCMOTPEHO
CTPYKTYpPHOE MOApa3IeJeHNe, OCYIIECTRIAIONIEE (PYHKIMH 10 TOKYMEHTALIUOHHOMY
00ecneveHnI0 yIpaBiaeHus, 3TU 00s3aHHOCTH BO3JIaratoTCsl HA OTBETCTBEHHOE
JOJKHOCTHOE JIUIIO.

5. IIpu cmene pykoBoauteneit ciy:x0b1 JJIOY U cTpyKTypHBIX NOApa3aesieHul
JOKYMEHTHI U JIeNa, a TAK)KE PEruCTPalMOHHO-KOHTPOJIbHBIE (GopMmbl (nanee — PKD) k
HUM IIEPENAIOTCS BHOBb HA3HAYEHHOMY PYKOBOJIUTENIO WM OTBETCTBEHHOMY



JOJDKHOCTHOMY JIMITY IO aKTy IpHeMa-Tiepeadn.

6. Hactosimue TunoBble paBuiia HE pacpOCTPAHSAIOTCS HAa JOKYMEHTBI,
coJiep Kallie CBEICHMsI, COCTABIISIONINE TOCYAapCTBEHHBIE CeKpeThl PecmyOmmku
KazaxcraH, co ciyxe0HoM nHpopmanmeii ¢ mometrkoi « /s cimyxedHOoro
MOJIb30BAHUS.

2. ITopsimok JOKYMEHTHPOBAHMS,
NMOAroTOBKM U 0hopMJIeHHSI IOKYMEHTOB

7. IlonroToBKa HOPMAaTUBHBIX MPABOBBIX U MPABOBBIX aKTOB TOCYAPCTBEHHBIX
OpraHU3aIMiA OCYIIECTBIISCTCS B COOTBETCTBUU C 3aKOHOIATEIHCTBOM PecryOmuku
KazaxcraH.

8. JIoKyMEHTBI COCTaBIISIIOTCS Ha Ka3aXCKOM SI3bIKE, HAPABHE C KA3aXCKUM
opUIIHAIBHO YIOTPEOIISIETCS PYCCKUM sI3bIK. B citydasx, mpeaycMOTpeHHBIX 3aKOHOM
Pecnyonuku Kazaxcran ot 11 uronst 1997 roga «O si3pikax B Pecriyonuke Kazaxcrany,
MIPUMEHSIOTCS ¥ IPYTHE S3BIKU.

JIOKyMEHT Ha Ka3aXCKOM SI3bIKE U CO3/1aBa€MbIi ayTEHTUYHBIN JOKYMEHT Ha
PYCCKOM WJIM UHOM $SI3bIKE TEUATAIOTCS KX HA OTICTBHBIX OJaHKaX (OTACIBHBIX
TucTax) U 0OPMIISIOTCS €IMHBIMUA PEKBU3UTAMMU.

9. IIpu co3ganuu 1 oPopMICHUH TOKYMEHTA UCTIONB3YIOTCS OJIaHKU. PEKBU3UTHI
Ha OJIaHKaX pacroyiaraloTcs B ONPEAEICHHON OCIeI0BATENLHOCTH B COOTBETCTBUU
CO CXEMOM pacmoioKeHUsI PEKBU3UTOB JOKYMEHTA COIIACHO MPUIIOKEHHUIO 1 K
HacTOAMUM TUIOBBIM IIpaBUJIaM.

10. CyOBeKThI MaJIoro U CpeAHEro MpeapuHUMATEIbLCTBA COCTABIISIIOT
JIOKYMEHTBI Ha Oebix uctax Oymaru ¢popmaroB A4 (210 x 297 mm), AS (148 x 210
MM).

[Ipu coctaBieHnn TOKYMEHTOB Ha JINCTaX OyMaru yKa3bIBaeTCS:

1) opunnansHOE HAMMEHOBAHUE OPTaHU3AINH, U3/IaBIICH TOKYMEHT;

2) HaMMEHOBaHUE BUJIa IOKYMEHTA, 32 UCKIIOUYEHUEM TUChMA;

3) nata TOKyMEHTa;

4) perucTpalMOHHBIN HOMEP JTOKYMEHTA;

5) HaMMEHOBAaHKE TOKHOCTH JIMIA, TOAMUCABIIETO TOKYMEHT, OAMKUCH U
pactdpoBKa MOANNCH;

6) OTTHUCK MEYaTH.

11. CyOBeKThl MaJIOTO U CPEIHETO MPEANPUHIMATEIHCTBA BMECTO OJIAHKOB
WCIIOJB3YIOT IITaMII C BOCIIPOU3BEEHUEM HAMMEHOBAHUSI OpTraHU3alluU, TyTeM
MPOCTABJICHUSI €70 OTTUCKA Ha OEJIbIX JINCTaX OyMard B JIEBOM BEPXHEM YTIIy.

12. brnanku 1OKYMEHTOB U3TOTaBIMBAIOTCS Ha OeNbIX JIUcTax Oymaru opMatos
A4 wimn AS. Kaxelil TucT 10KyMeHTa, 0(hOpMIICHHBIN Kak Ha OJaHKe, Tak U 0e3 Hero,



JIOJKEH UMETH T0JIs1 HE MEHEE:

20 MM - JI€BOE;

10 MM - paBoeg;

10 MM - BepxHee;

10 MM - HIKHEE.

[Ipu ABycTOpOHHEM MeYaTaHud 00OPOTHASI CTOPOHA JIMCTA TOKYMEHTa JOJIKHA
MMETbH IOJIsI HE MEHEe:

10 MM - I€BOEC;

20 MM - mIpaBoe;

10 MM - BepxHee;

10 MM - HUKHEE.

13. B opranuzanuu NpuMeHsI0TCs CleAyomue 0JaHKu JOKYMEHTOB:

1) 6;1aHK MUChbMa, COTTIACHO MPUJIOKEHUIO 2 K HACTOSALUM THUIOBBIM MpaBUIIaM;

2) 61aHK KOHKPETHOTO BHJIa JOKYMEHTA, COIVIACHO MPUJIOKEHUIO 3 K HACTOSIILIUM
THOBBIM ITpaBuUIaM;

3) oOmuii 6;1aHK, COTIACHO MPUIOKEHUIO 4 K HACTOSTIIMM THUIOBBIM MPaBUIIAM.

OOmmit 6J1aHK UCTIONB3YETCS I U3TOTOBJICHUS JIFOOBIX BUIOB IOKYMEHTOB,
KpOMe MHUChMa.

14. biianku TOKYMEHTOB U3rOTaBIMBAIOTCS TUIOTPAPCKUM CIOCOOOM, C
MOMOILBIO CPEJICTB ONEPATUBHON MOAUTPadUU WU BOCIPOU3BOIATCS
HEIMOCPEJICTBEHHO MPHU COCTABIIEHUU JOKYMEHTA.

15. braHKM JOKYMEHTOB rOCYIapCTBEHHBIX OpraHu3aluil ¢ n300paxkeHueM
['ocynapcrsennoro I'ep6a PecriyOnuku Kazaxcran nojuexar y4ery, s 4ero B
JIEBOM HWKHEM YTITY KaKJIOTO K3eMIULsIpa O1aHKa JOKYMEHTa TUIIOTPa)CKUM
C0cOO0M WJIM HyMEpaTOPOM MPOCTABIISIETCS] €T0 HOMED, CEPHUSL.

16. bianku TOKYMEHTOB UCIIOIb3YIOTCSI CTPOTO MO HA3HAUYECHUIO U HE MEePEIAt0TCsA
JPYTUM OpraHU3alMsIM WA UHBIM JIMIAM 0€3 COOTBETCTBYIOLIETO pa3pelIeHUs
PYKOBOJICTBA OpraHU3aLIUH.

17. BuyTpeHHUE JOKYMEHTHI, 32 UCKIIOUCHUEM PACTIOPSIAUTENBHBIX TOKYMEHTOB,
COCTABJISIFOTCSI HA OEJIbIX JTUCTaX OyMard.

3. Ilopsaaok opopmiieHNsI PpEeKBU3UTOB TOKYMEHTA

18. T'ocynapctBennsiit ['ep6 PecniyOnuku Kazaxcran nzobpaxkaercs Ha OiaHke
JIOKyMEHTa TOCyIapCTBEHHON OpraHU3allMKi B COOTBETCTBUU C TPEOOBAHUSIMU,
YCTaHOBJICHHBIMHU 3aKOHOJIaTeIbHBIMU akTaMu Pecryonuku Kaszaxcran o
rocygapcTBeHHbIX cuMBoiax Pecnyonrku Kazaxcras.

19. OmOnema, TOrOTHIT UM TOBAPHBIN 3HAK (3HAK 0OCITY>KUBaHU)
BOCITPOU3BOJAUTCS HA OJaHKE B COOTBETCTBUU C YUPEAUTEIbHBIMU JOKYMEHTAMHU



OpraHU3aLMH.

OMmb6IieMa, JTOrOTUI WIIM TOBAPHBIN 3HAK (3HAK OOCITYy>)KMBaHUs) HE pa3MelllaeTcs Ha
onanke ¢ nzobpaxenuem ['ocynapcrsennoro ['epba Pecniyonuku Kazaxcran.

20. O¢dunmanpbHOC HAMMEHOBAHNUE OpraHu3aIy, Gpuiraia (IpeICTaBUTEIbCTBA)
BKJIIOYAET B ce0sl HA3BaHUE B COOTBETCTBUU C YUPEAUTEIbHBIMU JOKYMEHTaAMHU C
yKa3aHUEM Ha OpraHU3alMOHHO-TIPAaBOBYIO (POpMYy.

[Ipu oopMiIeHNN COBMECTHOTO JOKYMEHTA, pa3pab0TaHHOIO IBYMs U OoJiee
paBHBIMH OpTaHU3AIUsIMU, O(QUIIMATHHBIC HANMEHOBAHUS OpTaHU3aIIi
pacrojararTcs Ha OJJHOM YpOBHE B aJi)aBUTHOM MOPSAKE HAUMEHOBAaHUMN
OpraHu3aluu.

[Tpu opopmMieHNN COBMECTHOTO TOKYMEHTa, pa3paboTaHHOTO ABYMS U Ooee
OopraHu3alusIMu, opUIIaIbHbIE HAMMEHOBAHUS PACIIOJIaraloTcs B COOTBETCTBUU C
yOBIBaHWEM HepapXyUu OpraHU3aIHi.

CoBMeCTHBIN JOKYMEHT MOJICKUT 3aBEPCHHIO TMEUATIMU OPTaHU3aIIHA.

CokpallileHHOe HaMMEHOBaHUE OpraHu3aluu, ¢puauana (MpeacTaBUTENbCTBA)
MPUBOJIUTCS B TOM ClIydae, KOT/la OHO 3aKPEIUICHO B YUPEIUTENbHbBIX JOKYMEHTaX, U
pa3Meniaercs B CKOOKax HUXKE TOJTHOTO HAaUMEHOBAHHSL.

HaumeHnoBaHMe CTpYKTYpHOTO NOJIpa3AesieHUsl yKa3bIBa€TCs B TOM Cllydae, €ciiu
OHO SIBJIIETCS aBTOPOM JIOKYMEHTA, U pacrojaraercs Hu>xe HAaMMEeHOBaHHUS
OpraHu3aLMH.

21. B cipaBOYHBIX TaHHBIX 00 OPTaHMU3AIMH YKa3bIBAIOTCS MTOYTOBBIN ajpec,
HOMepa TeedoHOoB, TenedakcoB, aipec AIEKTPOHHON MOYUTHI, U APYTHUE CBEACHUS 110
YCMOTPEHHIO OPTaHU3ALIHH.

22. HaumeHoBaHuE BUa TOKyMEHTA yKa3bIBA€TCs Ha BCEX IOKYMEHTAX, KpOMe
IIACEM.

HaumenoBanue Bu1a JOKyMEHTa IeyaTaeTcsl MPONUCHBIMU OyKBaMu
MOJTY>KUPHBIM HIPU(TOM.

23. JlaToii TOKyMeHTa SIBISIETCS JaTa ero NoANrucanus (pacnopsIMTeIbHbIe
JOKYMEHTBI, TUCbMa, CIPaBKH U JPYTUe) WK COOBITUS, 3a)UKCUPOBAHHOTO B
JOKYMEHTE (MPOTOKOJI, aKT U Apyrue). i yTBepx’aaeMoro JoKyMeHTa (I10JI0KEHHUE,
perjaMeHT, IpaBuiia u Apyrue) — Aata yTBEPKIACHUS.

Jlata TOKyMeHTa IpOCTaBIISIETCS JOKHOCTHBIM JIMIIOM, MOAIUCHIBAIOIIUM WIIH
YTBEPXKAAIOIINUM JOKYMEHT. [Ipu moaAroToBke npoekTa JOKYMEHTa I1e4aTaeTcsl TOJIbKO
0003HaUeHne MecsIa ¥ roja.

Ecnu aBTOpamMu 1OKyMEHTA SIBJISIFOTCA HECKOJIBKO OpPTaHU3alUi, TO 1aTOU
JIOKyMEHTa OyeT HanboJiee MO3HsA 1aTa MOANMCaHus (YTBEPKICHUS).

CnyxeOHble OTMETKU Ha JOKYMEHTE, CBSI3aHHBIE C €0 MPOXO0KICHUEM U



MCIOJTHEHNEM (03HAKOMJICHHEM) BHYTPH OpPTaHU3alluY, JaTUPYIOTCS U
MOJIITMCHIBAOTCSL.

JlaTy moxymeHTa opopMIISIOT apaOCKUMu U(PpaMu B MOCIETOBATEILHOCTH —
JeHb MecsAlla, MecsI], roJl. JleHb Mecsina u Mecsi opOopMIISIIOT IByMs TapaMu
apabckux nudp, pa3aeIeHHbIMU TOUKOM, TOJ — YEThIPbMS apaOCKUMU Iu(ppamu.

CnoBecHO-IM(PPOBOM CITOCOO HAMMCAHUA ATl UCTIOIB3YETCS B HOPMATUBHBIX
MPaBOBBIX aKTaX, IPABOBBIX aKTAX, IPOTOKOJIaX, 0AHKOBCKUX U (PMHAHCOBBIX
JOKYMEHTaX, JOKYMEHTaX KacaroIIuXCs MpaB U 3aKOHHBIX HHTEPECOB TPaXKIAaH, IPH
CCBUJIKE€ HAa HOPMATHUBHBIE MPABOBBIE aKThI U 0(opMIIsieTcs cieayomum oopazom «05
anpeins 2014 rona».

24. PeructpallMOHHBIM HOMEP JOKYMEHTa COCTOUT U3 MHIEKCA JIeJia 10
HOMEHKJIAType JIeJl OpraHnu3alnd, MOPSAKOBOro Homepa nokymenTa B PK®. 1o
YCMOTPEHHIO OPTaHU3AIMN PETUCTPALIMOHHBIA HOMEP MOXET BKJIIOYATh
JOTIOJTHUTEIBHBIE TIEMEHTHI.

PeructpanmonHblii HoMep (MHAEKC) JOKYMEHTa, COCTABICHHOTO ABYMS U Oojee
OpraHU3alMsIMHU, COCTOUT U3 PErUCTPAIIMOHHOTO HOMepa (MHAEKCa) KaKI0M U3 3TUX
OpraHM3alyi, MPOCTaBISIEMBIX Ye€pe3 KOCYIO YePTY B MOPSIIKE YKa3aHHs aBTOPOB B
JOKYMEHTE.

25. B cchuike Ha perucTpalmoHHbIi HoMep (MHACKC) U JaTy BXOJSIIETO
JOKYMEHTA YKa3bIBa€TCS PETUCTPAIIMOHHBIA HOMEp U JlaTa JOKyMEHTa, Ha KOTOPBIA
JaeTcs OTBET.

26. MecTo cocTaBJICHHS WU U3IaHMS TOKYMEHTA yKa3bIBAETCS Ha BCEX BUIAX
JOKYMEHTOB, KpoMe nrcbMa. MecTo cocTaBleHUs WK U3JJaHUs TOKYMEHTa He
YKa3bIBAETCSl HAa BHYTPEHHUX JTOKYMEHTAX, 32 UCKIIOUEHUEM PacIOPSAUTEIbHbBIX.

27. I'pud orpaHuyeHus 10CTyIa MPOCTABIAETCA B BEPXHEM IIPABOM Y1y IEPBOTO
JHUCTA ¢ yKa3aHUEM HOMepa dK3eMIUIpa.

28. JIokyMEeHTBI aIpECYIOT OpTraHU3aIUsIM, UX CTPYKTYPHBIM MOAPA3ICICHUSM,
JIOJHKHOCTHBIM WM (DU3UYECKUM JIUIIAM.

[Tpu agpecoBannyu JOKyMEHTa OpraHU3alliH, €€ CTPYKTYPHOMY MOAPa3IeICHHIO,
WX HAMMEHOBAHUS MUIITYTCA CTPOYHBIMU OYKBaMU, TTOJTY>KUPHBIM HIPUPTOM B
MMEHUTEJIbHOM MaJIeXke, JOJHKHOCT JIMLA, KOTOPOMY aJIpecOBaH JOKYMEHT — B
JaTeIbHOM IaJexe.

[Ipu anpecoBaHnn JOKyMEHTa pyKOBOJUTENIO OpraHU3allii, €€ HAMMEHOBaHHE
BXOJIUT B COCTaB HAMMEHOBAHUS JJOJKHOCTH aJipecara.

[Tpu agpecoBannyu JOKyMeHTa PU3NIECKOMY JIMILYy YKa3bIBA€TCS MOUTOBBIN aIpec.

[Ipu mepenucke BHYTPU OPTaHU3AINHN JOMYCKACTCS YKa3aHUE B 1aTEIbHOM
najeke TOJIbKO MHUIMAIa UMEHU U (paMUJIUH JIOJKHOCTHOTO JIMIIA.



Ecnu 1okyMeHT agpecyercs B HECKOJIbKO OJHOPOIHBIX OPTaHU3alui, OHU
YKa3bIBAIOTCS 0000IEHHO.

JIOKYMEHT JI0JKEH coJiep:kaTh He Oosiee ueTbipex aapecatoB. CiaoBo «Komms»
nepesl BTOphIM, TPETbUM, YETBEPTHIM aJjpecaTaMu He yKasbiBaeTcs. [Ipu 6ombiieM
KOJIMYECTBE a/IpECATOB COCTABIIECTCS CIIUCOK (PEECTP) PACCHIIIKU JOKYMEHTA.

B ciyuae HanpaBieHMs JOKyMEHTa HE IOCTOSIHHBIM a/IpecaTaM, B COCTaB
PEKBU3UTA «ApecaT» BKIIIOYAETCS MOYTOBBIHN aJipec, KOTOPBIA 0(popMIISIETCS
UCIIOJIHUTENIEM. DJIEMEHThI IOYTOBOT'O a/Ipeca YKa3bIBAIOTCS B MOCIIEIOBATEIBHOCTH,
B cooTBeTcTBUU C [IpaBuiamu npeaocTaBieHus yCIyT MOYTOBOU CBA3H,
YTBEPKIAEMBIMU B COOTBETCTBUU C NOAITYHKTOM 20-5) myHKTa 2 cTaTh 8 3aKOHa
Pecny6muku Kazaxcran ot 8 dpespans 2003 roga «O moure».



Y TBEPKICHBI
nocranoBieHueM [IpaButenscTBa
Pecniyonuku Kazaxcran
oT 16 auBaps 2012 roma Ne 72

IIpaBuia
NPeaoCTABJIEHHUS YCIYI OYTOBOM CBSA3HU

20. Hammmcanwne agpeca OCYIIECTBIISETCS B CIICIYIOIIEM ITOPSIKE:

1) pamunms, uMs, OTIECTBO (PU3HMUYECKOTO JIUIA, MM HAUMEHOBAaHUE IOPUINIECKOTO JINLIA;

2) Ha3BaHWE YJHIIBI, MUKpOpaioOHa, HOMEp JJOMa, HOMEpP KBapTHUPHI;

3) Ha3BaHWE HACEIICHHOTO ITyHKTa (TOpoa, ITOCEINKa, ayja u cema);

4) Ha3BaHue paiioHa;

5) Ha3BaHue 00IaCTH;

6) Ha3BaHUE CTPaHbI (YIS MEXKTYHAPOIHBIX OTIPABICHUH);

7) IOYTOBBII HHJIEKC.

J1J1st yCKOpEeHHUsI TIOTydeHHsI OTITPABUTENh MOXKET YKa3aTh JOMAIIIHUM, MOOHIBHBIN HOMEp TenedoHa
azapecata (OTOpaBUTES), aPEC IEKTPOHHOH MOYTHI.

21. Anpec oTpaBuTENs YKa3bIBA€TCS B JIEBOM BEPXHEM YTIIy IIOYTOBOTO OTIPABJICHHUS, a/Ipecara - B
HIDKHEH [paBoil 4acTH MOYTOBOrO OTHpaBieHus. CTpOKU B aJpeCHOM OJIOKE JOJKHBI ObITh BHIPOBHEHBI C
JIEBOM CTOPOHBI.

[Tpu agpecoBannu qOKyMeHTa (GU3HUESCKOMY JIMITY YKA3bIBAIOT MHUITMAT UMEHH U
(haMHIITHIO TTOTyYaTeNs, 3aTeM YKa3bIBae€TCs MMOYTOBBIN ajpec.

29. I'pud yTBepxkaeHNS TOKYMEHTA PacoJiaracTcs B IPaBOM BEPXHEM YTITy
NEPBOTo JINCTA JOKYMEHTA U O(POPMIISIETCS] CTPOYHBIMU OYKBAMH.

[Tpu yTBEep>KIE€HUU JOKYMEHTA KOHKPETHBIM JOJKHOCTHBIM JIULIOM, TpU(
YTBEP>KJICHUSI COCTOUT U3 CIIEAYIOLIUX 2JIEMEHTOB — CJIOBa «Y TBEpkaat0» (0e3
MPUMEHEHUS KaBbIUCK), HAUMEHOBAHMSI IOJDKHOCTH, TIOJIITUCH, Paciu(poBKU
MOJIMCH U JJAThl YTBEPKICHUSI.

[Ipu yTBEep>KIeHUU JOKYMEHTA IBYMs U 00Jiee JTUIaMHU PaBHBIX JOHKHOCTEH
rpudbl yTBEPKIICHUS PACIIOIATalOTCS Ha OHOM YPOBHE B ali(paBUTHOM MOPSIIKE
HAMMEHOBAHUN OpraHU3allii.

[Ipu yTBEep>KI€HUU JOKYMEHTA MOCTAHOBJICHUEM, PELICHUEM, TIPUKA30M,
MPOTOKOJIOM TpU() YTBEPKIECHUSI COCTOUT U3 CJIOBA « Y TBEPXKJCH (a, 0, bI)», BUJIa
pacropsiAUTENLHOIO IOKYMEHTa B TROPUTEIBLHOM MaJI€KE, €0 1aThl U HOMEpa.

30. Pe3ontonust pacrnojiaraercs B BEpXHEN 4aCTH NEPBOTO JIUCTA JOKYMEHTA Ha
CBOOOJHOM OT TEKCTa MecTe. B cocTaB pe3omronuy BXOASIT MHUIIHAII(BI) UMEHU U
dbamuus(n) UCHOTHUTENS (MCTIOTHUTENEH ), cColepKaHue opydeHust (MMOpydeHuit),
CPOK UCIIOJTHEHUS, MONKUCH aBTOPa PE30JIFOIUU U JIaTa.

Ha noxymeHTax, He TpeOyIOIUX JOTOJHUTEIBHBIX YKa3aHUM, MPEIMUChIBAEMbIX
NEeWCTBUIN U UMEIOIIUX TUIOBBIE CPOKHU UCIIOTHEHUS, B PE30JIIOIIUN YKa3bIBACTCSI



WCTIOJHUTENb, TOANUCH aBTOpa PE30JIIOINH, AaTa.

B cnydasix, korga mopydeHue qaeTcsi AByM U 00Jiee JTUIlaM, OCHOBHBIM
WCTIOJTHUTEIIEM SIBJISIETCA JIMIIO, YKA3aHHOE B MIOPYUYECHUH TIEPBBIM, €CIIU UHOE HE
YCTaHOBJICHO B CaMOUl pE30JIIOLIUH.

[lepBble pyKOBOIUTENH OpPTraHU3aIUi, KX 3aMECTUTENIN MOTYT OPOPMIISATH
PE30JIIOIHUI0 Ha OTJIeTLHOM O1aHke ((PHUIIKe) ¢ yKa3aHUEM T0]1 MOANUCHIO JIUIIA,
HAJIOKUBILIETO PE30JIIOLUIO, BXOSIIET0 PETUCTPAIMOHHOTO HOMEPA, 1aThl
MOCTYIUICHUSI U OTMETKHU O PEKBU3UTAX JOKYMEHTa, K KOTOPOMY OTHOCHUTCS
pe3otrorus (aBTOp, UCXOAIINN HOMED U J1aTa ToKyMeHTa). [lopydeHus B Buje
PE30ITIOLIMIA, HATIpaBIIsieMble B IpYTHe OpraHu3alluu, perucTpupyrorcs ciyxooit JJOVY.

31. 3aroyioBOK K TEKCTY IOKyMEHTa 0(OPMIISICTCS MOTYKUPHBIM MIPUGPTOM OT
TPaHUIIBI JIEBOTO TOJIS IOKYMEHTA, O€3 MepeHoca CI0B U He JOJDKEH CoJiepkKaTh 0oJiee
35 3HaKOB B KaxJ0# cTpoke. B mokymeHnTe, He TpeOyIolleM rocy1apcTBEHHON
pEerucTpalyy B opraHax FOCTUIIMH, P BEJIMYMHE 3arojoBKa 0ojiee 5 CTpoK,
nomnyckaeTcsi opopMIICHHE 3aroJIoBKa M0 cepeuHe JOKyMeHTa. ToYka B KOHIIE
3aroJj0BKa HE CTaBUTCS.

3aroyoBOK K TEKCTY JIOJDKEH OBITh KPATKUM, TOYHO TIEpe/IaBaTh COJCPKaHUe
nokymeHTa. OH JTOJKEH OBITh COTJIACOBAaH C HAMMEHOBAHUEM BHJIa JOKYMEHTA U
OTBEYATh Ha BOMPOCHI «O 4eM?» («0 KOM?»), «4ero?» («Koro?»).

3aroJiIoBOK K TEKCTY JOKyMeHTa MeHee 10 CTpok, a TakKe K JIOKYMEHTY,
odopmiieHHOMY Ha OjaHke opmarta A5, HE COCTaBIIAETCS.

32. OTMeTKa 0 KOHTPOJIE 32 UCTIOJHEHUEM JOKYMEHTa 0003HAYaeTCs CIIOBAMU WU
wramnamu «bakpuiay», «bakpuiayra anbIHIBDY U POCTABISAETCS B BEPXHEU JIEBON
YacTH MEPBOTO JINCTA IOKYMEHTA 3a MpeIeTaMi TEKCTOBOTO MOJIS.

33. Teker nokymeHTa ohopMIIsIETCS B BUJIE AaHKETHI, IMarpaMMbl, TAOJIHIIbI,
CBSI3HOTO TEKCTa WJIM COYETAHUS YKA3aHHBIX (POPM.

dopma aHKEThI MPUMEHSETCS MPU U3JI0KEHUH [TU(POBOM MU CIOBECHOM
nHpopmaruu 06 0JJHOM 00BEKTE 0 OMPEICTICHHOMY Ha00OPy MPU3HAKOB.

[Ipu cocTaBiieHNH TEKCTa B BUJIC aHKEThl HAMMEHOBAHUS MPU3HAKOB
XapaKTEPU3yeMoro 00bEKTa JOKHBI ObITh BBIPAXKEHBI UMEHEM CYIIECTBUTEIHHBIM B
MMEHUTEILHOM MaJIEKE U CJIOBOCOUYETAHUEM C TJIAr0J0M BTOPOTO JIUIIA
MHOKECTBEHHOTO YHCJIa HACTOSIIETO WIIN MPOIIEIIEr0 BpeMeHH (MMeeTe, ObLIH,
HaXOJIUITUCH). XapaKTePUCTUKH, BRIPAKEHHBIE CIIOBECHO, JIOJKHBI OBITh COTJIACOBAHBI
C HAMMEHOBAHUSAMU MPU3HAKOB.

dopma auarpaMmbl MPUMEHSETCS PU U3JI0KEHUHU ITU(DPOBON UK CTIOBECHOM
nH@opmaruu. Jluarpamma He JOJDKHA JETUTHCS, IEPEXOAUTh HA JPYTYIO CTPAHUILY.

dopma TabIHIIBl TPUMEHSETCS TIPU U3T0KEHUU TU(PPOBOI HIIU CTIOBECHOM
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nH(OpPMAITUU 0 HECKOJIBKUX 00BEKTaX IO PSITYy TPU3HAKOB.

Tabuiiel UMEIOT J1Ba YPOBHSI YICHEHUS TEKCTA - BEPTUKAIBHBIN — Tpadbl U
TOPU3OHTAIBHBIN — CTPOKH. ['padpl ¥ CTPOKHU TAOIUIIBI TOTKHBI UMETh 3ar0JIOBKH,
BBIPOKCHHBIC UMEHEM CYIIECTBUTEIHPHBIM B UMEHUTEIBHOM Tajexe. [loa3aronoBku
rpad 1 CTPOK AOJKHBI OBITH COTJIACOBAHBI C 3arojioBKamMu. B ciyuyae opopmienus
TaOJUIIBI HA ABYX M 00Jiee CTpaHulax, rpadbl TAOIUIIBI HyMEPYIOTCS, CO BTOPOM
CTPaHMIIBI YKA3bIBAIOTCS TOJILKO HOMEpA 3TUX Tpad.

Tabmu1e! pacmonararoTcsi B TEKCTE TOKYMEHTA WM B IPUIIOKEHUSIX. Bee
TaOJIULIbI, €CIIM UX B TEKCTE 00Jiee OJTHOM, HyMEpYIOTCs apaOCKUMU IU(PpPaMHU.

TexcT nokymMeHTa MOXKET ObITh Pa30UT HA MYHKTHI.

[TyHKTBI B JOKYMEHTE PACIOJIaratoTCs M0 3HAYUMOCTH B JIOTHYECKOM
MOCIIEZI0BATEILHOCTH, C YI€TOM XPOHOJIOTHH JTArOB pelieHus Bonpoca. bimskue mo
COJICp KaHUIO MTyHKTHI 3HAYUTEIBHBIX TI0 00bEMY JOKYMEHTOB OOBCMHSIOTCS B
TJIaBbl, HECKOJIBKO TJIaB - B Pa3/eiibl, a pa3/iesibl - B 4acTH. B Gonbmmx mo oobemy
rJlaBax MOTYT BBIIETATHCS maparpadbl, a B OOJBIINX pa3/ienax - Moapaseibl.

[TyHKTBI MOTYT OBITH TIOJIpA3/IETICHBI HA TOAMYHKTHL. BHYTpU IyHKTOB 1
MOAIMYHKTOB MOTYT OBITh YaCTH, BbIJIETIIEMbIE a03allaMHu.

AG3aremM cuuTaeTcs 4acTh TEKCTa, MIPEICTABIISIIONIAs COO0M CMBICIIOBOE
€IMHCTBO, BBIJENIIEMast OTCTYIIOM B TIEPBOM CTPOKE.

B TekcTe T0KyMEHTOB HE JOoMycKaeTcsi 0003HaueHue ab3aieB Aedrucamu uin
WHBIMU 3HaKaMH.

[TynkThI, maparpadsl, TIaBbl, TOAPA3ACIbI, Pa3IeiIbl K YACTH TOKYMECHTOB
HYMEPYIOTCS apaOCKuMU MudpamMu ¢ TOYKOH cienyronmum oopazom — 1., 2., 3. u
nasnee.

Howmepa noamyHKTOB B MyHKTax 0003HAYaIOTCs apaOCKUMU U pamMu co CKOOKOH
cienyromuMm oopazom — 1), 2), 3) u nanee.

Hywmeparus myHKTOB, TJIaB U Pa3/IeiioB SBISICTCS CKBO3HOU, HyMEpaIus
MOJIITYHKTOB B IMyHKTE, Maparpados B TiaBe, MOpa3aelioB B pas/ene -
CaMOCTOSITEIIbHOM.

TekcT TOKyMEeHTa neyaTaeTcsl Ha MUIIYIIEH MAIIMHKE YePe3 MOoJITopa
MEXCTPOYHBIX HHTEPBaa WX MPU MOMOIIH YCTPONCTB KOMIBIOTEPHON TEXHUKHU
pasmepom 14 mpudra Times New Roman depes ouH MeKCTPOUHBIH HHTepBal. B
OTIIETIFHBIX CIy4asx, a TakKe Mpu 0pOpMIICHUN TaOJIUIL, TPUIOKEHUN, OTMETKH 00
WCTIOJTHUTEIIE, IPUMEYaHUH JTOMYCKAaeTCsl N3MEHEHUE pa3MepoB MIpUQTa U
MEXCTPOUYHOTO HHTEPBAIA.

[Tpu odopmieHnn TOKyMEHTa Ha ABYX U 00Jiee JINCTaX BTOPOH M MOCIIETYIOIINE
JTUCTHI HyMepyroTcs. Homepa mpocrtaBisitoTcst apabckumu 1udpamMu B CepeiiHe
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BEPXHET0 N0JIsA JUCTa 0€3 3HAKOB MPEIUHAHHUS.

34. B oTMeTKe O HaJTMYuU MPUJIOKEHUS, HA3BAHHOIO B TEKCTE JIOKYMEHTA,
MPOCTABJISAIOTCA KOJIUYECTBO JIMCTOB, SK3EMILISIPOB, SI3bIK UCIIOJHEHUS CIIEAYIOIIUM
oOpazom:

«IIpunoxenue: Ha 3 nUcTax B 1 SK3eMIUIAPE HA KA3aXCKOM SI3BIKEY.

[Ipy Hamuuy NPUII0)KEHUH, HE Ha3BaHHBIX B TEKCTE, YKA3bIBAIOTCS UX HOMEDPA,
HaMMEHOBaHUs (IIPU HAIMYUU JaTa U HOMEP ), KOJIMYECTBO JINCTOB, KOJIMYECTBO
DK3EMIUISIPOB U SI3bIK HCTIOJIHEHUS:

«IIpunoxenus: 1. Ilucemo MunuctepcTBa KyJIbTyphl U criopta PecriyOnuku
Kazaxcran ot 15.10.2014 roga Ne 3-5/151 na 3 nucrax B 1 sK3eMIUIsIpe Ha Ka3aXCKOM
A3BIKE.

2. ...»,

Ecnu npunoxxeHust K JOKYMEHTY COpOIIIOPOBaHbI, YKa3bIBAETCS TOJIBKO
KOJINYECTBO IK3EMILISIPOB.

Ecnu k 1OKyMeHTy IpuiiaraeTcsi Apyrou JOKyMEHT, TAKKEe UMEIOLNN
MPWIOKEHUE, TO OTMETKA O HAIMYUU TIPHIIOKEHUS OPOPMIISIETCS CIIETYIONTUM
obpazom:

«IIpunoxenwne: [lucemo MunMCTEpCTBa KYJIBTYpHI U criopTa PecmyOimku
Kazaxcran ot 15 okts16pst 2014 roga Ne 3-5/151 u npunoxeHue K HeMy, BCEro Ha 7
JIMCTAax, HAa KA3aXCKOM SI3BIKEM.

Ecnu npunoxeHne HanpasisIlOT HE BCEM YKa3aHHBIE B JOKYMEHTE aJpeca, TO B
OTMETKE O €r0 HAJIMYMM YKa3bIBAETCS, KAKOMY aJpecaTy OH HAIPABJIECH.

B npuioxxeHnu K HOpMaTUBHOMY IPABOBOMY, IPABOBOMY aKTy (MpPHKa3,
pacropsiKeHue, MpaBuiia, UHCTPYKIUS, MTOJIOKEHHE, PEILICHHE) HA TIEPBOM JIUCTE B
MIPaBOM BEPXHEM YTIIy CTPOYHBIMU OyKBaMH MUIIYT clI0BO «IIpumoxkenue» ¢
YKa3aHHUEM €ro NOpsAAKOBOro HoMepa (€ciii MPUII0KEHUH O0JIbIlIe OJJHOTO),
HaVMEHOBAHMUSI PACHIOPSAIUTENIBHOTO JOKYMEHTA, €r0 1aThl U PETUCTPALMOHHOTO
HOMEpa.

35. JIOKyMEHTBI, HAalTPaBJISIEMbIC B BBIIECTOSIINE OPTaHbl, OPTaHbI
MIPEACTaBUTENHHON, UCTIOJIHUTEILHON U CY/IeOHOM BJIACTH, TIOAMUCHIBAIOTCS
PYKOBOAMTEIIEM OPraHU3alUU WUIIH, 110 €r0 IMTOPYUYEHUIO, TIEPBBIM 3aMECTUTEIIEM.

JIOKYMEHTBI, HapaBJIsieMbIE MTOABEIOMCTBEHHBIM U IPYTUM OpPraHU3aLUsIM,
rpa)kJaHam NOAIMCHIBAIOTCS PYKOBOAUTEIEM OPraHU3aluu, €ro 3aMECTUTESIMHA U
PYKOBOAUTEIAMU CTPYKTYPHBIX MOJIPA3AEICHUN B COOTBETCTBUU C UX KOMIIETEHIIUEH.

O0s13aTenbHOMY MOJAMMCAHUIO MOJIEKAT JOKYMEHTBI, OCTAIOIINECS] BHYTPU
OpraHHU3aLHH.

He nonyckaercs konupoBaHue JOKYMEHTA B3aMEH OTITYCKa JIOKYMEHTA.
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[Tonnuce TOKyMEHTA BKJIKOYAECT:

1) HaumMeHOBaHKE JOKHOCTH JIMIIA, MOANMCABIIETO JOKYMEHT, O(uiinagbHoe
HAaUMEHOBAHME CTPYKTYPHOT'O MOpa3AeCHUS WIIM OpraHU3aliu (€CIU JOKYMEHT
odopmiieH He Ha OJ1aHKe);

2) IUYHYIO MOJNKUCH U paciIMGPOBKY MOANUCH (MHUIIMAT UMEHU U DamMuiIus).

JIOKyMEHT MOANMCHIBAETCA CBETOCTOMKUMU YepHWIamMu. He momyckaercs
MOANKCaHNe MOJJIMHHUKA JOKYMEHTA MPOCTaBIeHUEM (haKCUMUIIE.

[Tpu moamMcanuy JOKyMEHTa IByMs U OoJiee JUIIaMH PaBHBIX JTOJDKHOCTEH UX
MOJIMKCH PACIIONIAratoTcs B alipaBUTHOM MOPsAKe 0(UIINATLHBIX HAUMEHOBAHHMA
OpraHM3aLNN WINA CTPYKTYPHBIX ITOIPA3IECICHNMN.

[Tpu noxnucanuu JOKyMEHTa HECKOJIBKUMU JOJDKHOCTHBIMU JTUIIAMU UX TTOITUCH
pacriojiaratoTcsi OJiHa roji APyrol B COOTBETCTBUU C YOBIBAHUEM CITY>KEOHOM
HEPAPXUHU TOJDKHOCTEM.

B nokymMeHTe, COCTaBJICHHOM KOMHUCCHEH, yKa3bIBAIOTCSI HE HAMMEHOBAHUS
TOJHKHOCTEH JTUII, MOAMMCHIBABIINX JOKYMEHT, a UX 0053aHHOCTH B COCTaBe
KOMUCCHH.

JIOKyMEHTBI KOJIJIETUANIbHBIX OPTaHOB OpraHU3aIyy (KOJIJIETU, COBETOB,
MacIuXaToB, MIPABJICHUN U IPYTUX) MOJMUCHIBAIOTCS MPECEAATENIEM U CEKpeTapeM
(mpeacenaTenbCTBYIONIUM M JTUIIOM, TTPOBOAMBIIKM 3aIKCh). [[pOTOKOIBI anmapaTHBIX
(oTiepaTUBHBIX) COBEIIAHNHN OPTAaHU3AINH U €€ CTPYKTYPHBIX IMOAPa3IeICHHIA
MOJIMMCHIBAIOTCS MPEACEIaTEIbCTBYIONIUM JIUIIOM.

Ecnu 1omKHOCTHOE JHII0, TOANICH KOTOPOTO 3ar0TOBJICHA HA TIPOCKTE
JOKYMEHTA, OTCYTCTBYET, TO JOKYMEHT MOJJICKUT NepeoOpMIICHHUIO Ha JTUIIO,
UCHIOJIHSIOLIEE ero o0s13aHHOCTU. He omyckaercs moanucanue T0KyMeHTa ¢
MPEIOTOM «3a» WA MTPOCTABJICHUEM KOCOW YEPThI IIEpe]l HAUMEHOBaHUEM
JOJHKHOCTH.

HaumeHoBaHMs TOMDKHOCTEH JINII, TIOMUCHIBAIOIINX JOKYMEHT, U pacinpoBKa
noanuceit opopmisieTcst CTpOUHBIMUA OYKBaMHU, MOTYKUPHBIM mprudTom. Ha
BHYTPCHHHUX JJOKYMEHTaX HAMMEHOBAHUS JOHKHOCTEH MOTYT HE YKa3bIBAaThCS.

36. CornacoBaHue MpoeKTa JOKyMeHTa 0(hOpMIIIETCS BU30M Ha JIOKYMEHTE
(BHYTpEHHEE COTJIacOBaHuE) WK rprud)OM COTrIacoBaHUS (BHEIIHEE COTJIACOBAHUE UITU
COTJIaCOBaHUE C KOHCYJIbTaTUBHO-COBEIIATEILHBIMU U OOIIECTBEHHBIMU OpraHaMu
OpraHU3aluH).

[IpencraBisiemble Ha MOAMKUCH TOKYMEHTHI BUBUPYIOTCS UCTIOTHUTEIEM
(OTBETCTBEHHBIM UCIIOJHUTENIEM ), PYKOBOJIUTEIEM MOIpa3AesIeHus, TJI€ TOTOBUIICS
MPOEKT TIOKYMEHTA, APYTUMH 3aWHTEPECOBAHHBIMY JIOJDKHOCTHBIMH JIMIIAMH, TTPU
HEO0OXOAMMOCTU — PYKOBOJUTEISIMU (PUHAHCOBOUM U FOPUIUYECKOMN CITYkKO
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OpraHu3alMH, 3aMECTUTEIIEM PYKOBOJMUTEIS OPraHU3alMK COIIACHO PaCHpeIEICHUIO
00s13aHHOCTEH.

Bu3bl npoCTaBIsAIOTCS HA SK3EMILISIpaX JOKYMEHTOB, OCTAIOIINXCS B
OpraHu3alliH, Ha JUIEBOI CTOPOHE HUKE NOANUCH. [IpOEKTHI pacriopsiAUTENbHBIX
JOKYMEHTOB BU3UPYIOTCS Ha MEPBOM dK3eMIuisape. Jlonmyckaercs BU3UpoBaHUE
MIPOEKTOB PACTIOPSAUTENbHBIX IOKYMEHTOB Ha 00OPOTHOM CTOPOHE MOCIIEIHETO
JUCTA.

Bu3za Bkitouaet B ce0s MOANUCH BUSHPYIOLIETO, AaTy, pacIu(PpOBKY MOAITUCH
(vHUIMAT UMEHH, (aMIITHIO ), HAUMEHOBAHKE JIOJDKHOCTH BU3HPYIONIET0. 3aMeHaHusl,
0CcOOBbIC MHEHHS M JIOTIOJIHEHUS K TIPOEKTY JOKYMEHTa 0(hOPMIISIFOTCSI HA OT/IETTLHOM
JIUCTE, O YEM B IIPOEKTE TOKYMEHTA JAEJIA€TCS COOTBETCTBYIOLIAS OTMETKA. 3aMEYaHHUSI
JOKJIa/IbIBAIOTCS] PYKOBOIUTEINIO, MOMUCHIBAIOIIEMY TOKYMEHT.

BHeminee cornacoBanue JoKkymMeHTa opopmisieTcst TpudoM corsiacoBaHus,
KOTOPBIN pacrnojaraercs B JICBOM HUXKHEM YTITy MOCIEAHETO JIUCTA TOKYMEHTA,
cocTouT U3 cinoBa «CornacoBaH (a, o, b1)», 0hOPMIIIEMOr0 CTPOYHBIMU OyKBamu, 0€3
MIPUMEHEHHUS KaBbIUEK, a TAK)K€ HAMMEHOBAHMS IOJDKHOCTH JIMIA, C KOTOPBIM
COTJIACOBBIBACTCS IOKYMEHT (BKJIFOYAsi HANMEHOBAHUE OPTaHU3AIINHN ), THYHON
MOJIMKCH U €€ PaciIiu(POBKH, JaThl COTIACOBAHUSI.

IIpu cornacoBaHuu JOKYMEHTa JBYMs U 00Jiee JIMIIaMH PaBHBIX JOHKHOCTEN
rpudsbl COTIACOBAHUS PACOJIAraloTCs Ha OJTHOM YpOBHE B aj(haBUTHOM MOPSIIKE
opuIMaTbHBIX HAUMEHOBAaHUMN opranu3anuii. [Ipu cornmacoBaHuu JOKyMeHTa
HECKOJBKUMHU JI0JXKHOCTHBIMU JIMLIAMU TPUQBI COITACOBAHMS pACIIONaraloTcs B
COOTBETCTBHUH C YOBIBAHUEM CIIYKECOHOU MepapXUU JOIKHOCTEH.

Ecnu cormacoBanue ocyiecTBIS€TCsS MUCbMOM, TPOTOKOJIOM WIIH JPYTHUM
JIOKYyMEHTOM, TO B Tpu(€e COTIacOBaHUS YKA3bIBACTCS BUJ JOKYMEHTA B
TBOPUTEJILHOM TaJIeKe, HANMEHOBAHUE OPTaHU3alMK B POJUTEILHOM TMaJeXe, JaTa 1
HOMED TOKYMEHTA.

Breminee coriacoBanue JOKyMEHTa C HECKOJIBKUMU OpraHU3alUsIMU
oopMIISiETCS JTUCTOM COTJIACOBaHUS 1O (POPME COTIIACHO MPHIIOKEHUIO 5 K
HacTOSMM THUIIOBBIM TTpaBUIIaM.

37. OTTHUCK MeYaTu OpraHU3aluy 3aBePsIET MOJIMHHOCTD MOAMUCH JTOKHOCTHOTO
nuna Ha JokyMeHTe. OTTUCK MeYaT OpraHu3aliy CIEAyeT MPOCTABISITh TAKUM
o0pa3oM, 4TOOBI OH 3aXBaThIBAJ YaCTh HAMMEHOBAHMUSI IOJDKHOCTHU M TIOJIITUCH.

38. Jlns 3aBEpeHUsl COOTBETCTBUS JOKYMEHTA MOJJIMHHUKY HUKE PEKBU3HUTA
«IToanucey» mpocTtapsieTcs 3aBepuTesibHas Haanuch «Komnus BepHa» (0€3 KaBbIYEK),
HaMMEHOBAaHHE JTOJDKHOCTH JIMLA, 3aBEPUBILETO KOMUIO, JIMYHAS OANKUCH U €€
pactpoBKa, OTTUCK MEYATH OPTraHU3aIllH, 1aTa 3aBEPECHHUS.
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39. OtMeTka 00 UCTIOIHUTENE JOKYMEHTa BKIIIOYAET COKpallleHHOe cloBo «Vct.y,
WHUIIAAT UMEHU U (aMUJTUIO UCTIOTHUTEIIS JOKYMEHTa, HOMEp €ro TenedoHa, B TOM
YUCJIe BHYTPEHHETO, PU HAIUYUH - aJIPEC JIEKTPOHHOM MOUTHI U pacroJiaraercs Ha
JUIEBOM WJIH OOOPOTHOM CTOPOHE MOCJICTHETO JTUCTA JOKYMEHTA B JIEBOM HUKHEM
yTIIy.

40. OtmeTKa 00 UCIIOJHEHUH IOKYMEHTa M HaIlpaBJICHUH €T0 B JIeJI0 BKIIOYACT
CCBUIKY Ha HOMED U JaTy JOKYMEHTA, CBUAECTEIbCTBYIONIYIO 00 UCIIOJIHEHUHU (IIPH
OTCYTCTBUHU TAKOTO JOKYMEHTA — KpaTKue CBEJICHUSI 00 UCIIOJIHEHUH ), clioBa «B
JIEJI0», HOMEP JieJia, B KOTOPOM OYJIeT XpPaHUThCS IOKYMEHT.

OtMmeTka 00 UCTIOJIHEHUU JJOKYMEHTA M HAMPABIICHUH €T0 B JIEJIO MPOCTABIISETCS
Ha HUYKHEM T10JI€ JIMLIEBOM CTOPOHBI IEPBOTO JIUCTA JOKYMEHTA, MOIMUCHIBAETCS
HCIIOJTHUTEIIEM C YKa3aHHEM JaThl HampaBjieHus B J1es10. Ha ucxoasiiem 10KymeHTe
nomemaercs otMetka «lcem.», BXOIAImn HoMep, 1aTa.

41. UnenTuduxatopom 3JIeKTPOHHOM KOTTMHU JOKYMEHTa Ha OyMa)KHOM HOCUTEJIIE
SBJISIETCS OTMETKA (KOJIOHTHUTYJI), COJIeprKalllasi Ha3BaHUE U BEPCUs IPOTrPaMMHOTO
oOecrieueHus, TPy MOMOIIM KOTOPOTO CO3/IaH IOKYMEHT, MPOCTaBJIsieMas Ha HUKHEM
T0JI€ JIMIIEBOM CTOPOHBI KAXKI0TO JINCTA IOKYMEHTA.

42. OTMeTKa O MOCTYIUIEHUU JJOKYMEHTA B OPTaHU3alMI0 IPOCTABISETCSA B IPABOM
HIDKHEM YTy JIMIEBOW CTOPOHBI IEPBOTO JIUCTA JOKYMEHTA U COJEPKUT MOPSAKOBBIN
HOMEp BXOJSIIET0 JOKYMEHTA U IaTy MOCTYIUIeHUs (TP HEOOXOIMMOCTH — Yachl U
MUHYTHI).

43. PexkBU3UTHI JOKYMEHTA — JlJaTa JOKYMEHTa, CChIJIKA Ha PErUCTPallMOHHbBIN
HOMED U JIaTy BXOJSIIETO JOKYMEHTA, 3ar0JIOBOK K TEKCTY, TEKCT IOKyMeHTa (6e3
ab3aria), oTMeTKa 00 UCTIOJIHUTENIE TOKYMEHTa 0(OPMIIIOTCS OT JIEBOTO TOJIA,
OTMETKA O HAJIMYUU MPUJIOKEHUS, TOANUCH (HAMMEHOBAHUE JTOJKHOCTHOTO JIUIIA,
MOJMKCABIIETO TOKYMEHT), OTMETKA O COTJIACOBAaHUU JOKYMeHTa (rpud
COrJIacoBaHMsl), OTMETKA O 3aBEPEHHUH KOIHH JIOKYMEHTa 0(popMJISItOTCS ¢ ab3aria.

4. ITopsAIOK MOATOTOBKHU M 0(pOPMIICHUS IPUKA30B

44. Tpuxazamu ohOpMIISIOTCS PEIICHUS TPABOBOrO XapaKTepa, a TAKKe IO
OTIepaTUBHBIM, OPTaHU3AIIMOHHBIM, KaJPOBBIM (TIpUEM, IepeMeIeHUE, COBMEIIICHUE,
MepPeBO/I, YBOJIbLHEHHE, aTTECTalIUs, TOBBIINICHHE KBaTU(UKAITIH, PUCBOCHUE 3BAHUH,
u3MeHeHue GaMUIINK, MOOIIPEHUS, HarPAKICHUs, HAJOKEHUE JUCITUTITMHAPHBIX
B3BICKAHMI, OIUIaTa TpyAa, IPEMUPOBAHUE, PA3JIMYHBIE BHIIIIATHI, BCE BUJIBI OTITYCKOB
PabOTHUKOB, JIEKYPCTBA MO TPOQPUITI0O OCHOBHOU JIEATEIBHOCTH, KOMAHIUPOBKH) U
JPYTUM BOIIPOCaM pabOThl OpraHu3aluu Mo opMe COTJIACHO MPUIIOKEHHIO 6 K
HAcTOAIMUM TUMOBBIM MpaBUIIaM.

HopmatuBHbIe mpaBoBbIE aKThl OPOPMIISIOTCS B COOTBETCTBUU ¢ [IpaBunamu
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o(OpMIICHUS 1 COTIACOBAHUS HOPMATHBHBIX IIPABOBBIX AKTOB,
yYTBEepKACHHBbIMU NocTaHOBiIeHUEM [IpaBurenscTBa Peciyonuku Kazaxcran ot 16
asrycra 2006 roga Ne 773.

PexBuzntamu npukasza sBiIsIIOTCS:

1) uzo6paxkenue I"'ocynapctBennoro ['ep6a Pecry6auku Kazaxcran nim
AMOJIEMBI, JIOTOTHIIA, TOBAPHOTO 3HAKa (3HaKa 0OCITY>KUBAHUSA) C YUETOM
TpeboBanuii 1. 18, 19 HacTosmux TUTTOBBIX MPaBUI;

2) ourmanbHOEe HAMMEHOBAHKUE OpPraHU3AIUY;

3) HaMMEHOBAaHUE BUJIA JJOKYMEHTA;

4) nara npukasa;

5) perucTpalioOHHbIM HOMEp MPHKa3a;

6) MecTO U3aHus MTPUKA3a;

7) 3aroJIOBOK K TEKCTY;

8) TekcT;

9) noanuce;

10) oTMeTKa 0 corylacoOBaHUU MPUKA3A;

11) oTTHCK EeYaTH OpraHU3allUuH.

[TpoeKThl MPUKA30B FOTOBAT U BHOCST MOAPA3/EICHUS HA OCHOBAaHUU MTOPYUYEHHUI
PYKOBOJMTENISI OPTaHU3ALMH, €T0 3aMECTUTENS, TMOO B MHUIIMATUBHOM HOPSIKE.
[IpoekThl MpUKa30B MO KaJAPOBBIM BOMPOCAM I'OTOBUT KaJIpoBasi CiIyxk0a Ha
OCHOBAHHMH COOTBETCTBYIOLIUX JIOKYMEHTOB (TPYA0BbIE€ JOTOBOPHI, 3asBJICHNUS,
JOKJIaJIHBIE (CITyKeOHbIE) 3alUCKU, TPEJICTABICHUS U APYTHUE).

[TpoeKThl MPUKA30B U MPUIIOKEHUS K HUM BU3HPYIOTCSI UCIIOTHUTEIEM U
PYKOBOJUTENEM MOAPA3ETIEHHUSI, BHECIIUM MIPOEKT, PYKOBOIUTEISIMHA
MOApAa3EIECHUNA, KOTOPBIM B IIPOEKTE MPEyCMAaTPUBAIOTCS 3aJJaHUS U IOPYUEHUS, a
TaKkxe pykoBoauTessiMu ciy>k0b1 JIOY u topuaudeckoit ciryx0bl, 3aMeCTUTESAMU
PYKOBOJIUTENSI OPTaHU3ALMKU B COOTBETCTBUH C paclpeieieHueM 00sI3aHHOCTEM.

Bo3spaxkeHust mo npoekTy npukasa, BOSHUKAIOIINE MPU COTJIACOBAaHUM,
U3JIaraloTcs B CIpaBKe, KOTOpas mpuiiaraeTcs K nmpoekty. Ecnu B mpouecce
COTJIACOBAHMS B MMPOEKT MPHUKAa3a BHOCATCS U3MEHEHUS MPUHIIMITUAILHOTO XapaKTepa,
TO OH JI0pa0aThIBAECTCS U MPOXOAUT MOBTOPHOE COTIIACOBAHUE.

[Ipukasel 0hOpPMIISIOTCS HA Ka3aXCKOM SI3bIKE, & TAK)KE JOMOTHUTEIIBHO MOTYT
oOpMIIATBCA HA PYCCKOM SI3bIKE, KOTOPbIE UMEIOT OJMHAKOBYIO CUITY.

CyOBbeKThbl MAJIOTO U CPEIHETO MPEATPUHUMATEIBCTBA MOTYT MPU COCTABICHUU
IIPUKA30B UCMOJb30BaTh Ka3aXCKUM WUJIN PYCCKUU A3bIK, NJIM NHOM SA3BIK
JEJIOMPOU3BOICTBA.

IIprka3pl HyMEpyIOTCS MOPSIAKOBOM HyMEpalUen B Ipeaenax KaJIeHAapHOTO roja.
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[Ipukasel 10 OCHOBHOM AEATEIBHOCTH, IO JINYHOMY COCTaBY PETUCTPUPYIOTCA
OTJIENIBHO B COOTBETCTBYIOIIUX JKypHajiax (0a3ax gannbix). K nmopsakoBomy HOMEpY
MpHKa3a Mo JUYHOMY COCTaBY uepes Aeuc 100aBISIOTCS JTUTEPHI «1/C» HIIU K.

Komnuu npukazoB Wi UX pa3MHOKEHHbBIE SK3EMIUISPHI 3aBEPSIFOTCS IEYaThIO C
YKa3aHHEM JaThl 3aBEPECHUS U HAIIPABIAIOTCSA aJIpecaTaM B COOTBETCTBHH C
YKa3aTeJIeM PacChUIKA, KOTOPBII COCTABISETCS U MOANKMCHIBAETCA UCTIOJIHUTEIIEM.

TekcT mprkasza, Kak MpaBUJIO, COCTOUT U3 IBYX YACTEN — KOHCTATUPYIOLIEH
(npeamOyIibl) ¥ pacropsiAUTETLHOM.

B koHcTaTupyromieit yactu (mpeamOyiie) KpaTko U3JIaratoTcs LeJu U 3a/1a4H,
(bakThl 1 COOBITHSI, MOCITY>KUBILIKE OCHOBAaHUEM JIJIsl M3aHus npukasa. Ecnu mpukas
M3/1a€TC Ha OCHOBAHUU JIPYTOro JOKYMEHTA, TO B KOHCTaTUPYIOIIEH YacTH
YKa3bIBa€TCsl HAMMEHOBAHUE ATOTO IOKYMEHTa B POJIUTEILHOM Ma/IeKe, €ro aBTop,
JaTta, HOMEp U 3aroJioBoK. IIpu ccplike Ha HOpMaTUBHBIN IIPABOBOM aKT,
3apEeruCTPUPOBAHHBIN B OpraHax FOCTHUIMH, TIONOJHUTEIBLHO YKa3bIBAETCS HOMED, MO/
KOTOPBIM OH 3aperucTpupoBaH B PeecTpe rocy1apcTBEHHOM perucTpaiuu
HOPMAaTHBHBIX ITPABOBBIX aKTOB.

[IpeambOyna B mpoekTax npuka3oB 3aBepinaercs cioBoM «[IPUKA3BIBAIOy,
MUIIETCS MPOMUCHBIMUA OyKBaMU, MOIYKUPHBIM IIPUPTOM U HE TOMYCKAETCS €ro
IIEPEHOC Ha APYTYIO CTPOKY.

PacniopsiauTenbHast 4acTh COACPKUT NEPEUNCICHUE PEANUCHIBAEMbIX JIEHCTBUM
C YKa3aHHUEM HCIIOJHUTEINS KaXKA0ro JEHCTBUSI U CPOKOB UCIIOJIHEHHUS.
PacniopsauTenbHast 4acTh MOXKET JIETUTHCS HA TyHKTHI, MOAMYHKTHI U a03allbl.

JleficTBUS OJTHOPOIHOTO XapaKTepa MOTYT OBbITh IEPEUUCIICHBI B OJJHOM ITyHKTE.
B kadecTBe UCIIOJIHUTENEN YKa3bIBAIOTCS CTPYKTYPHBIE ITOAPA3IEICHUS NN
KOHKPETHBIE JOJDKHOCTHBIE uua. [locneaHui MyHKT pacnopsiAuTEIbHON 4acTh
MOXET COAEPKATh CBEICHUS O NOAPA3IEIECHUN WIH JOJKHOCTHOM JIMIE, HA KOTOPOE
BO3JIAraeTcsi KOHTPOJIb 33 UCIIOJIHEHUEM MpPUKa3a.

O3HakomIIeHHE paOOTHUKOB C IPUKA3aMHU 1O KaJIpOBBIM BOIPOCaM
YA0CTOBEPSAETCS MOAMKUCHI0 PAOOTHUKOB, MTPOCTABIISIEMBIX HUKE PEKBU3UTA «OTMETKA
O COTJIaCOBAHMHU JOKYMEHTa» UM Ha 00OPOTHOM CTOPOHE MPHUKa3a.

PeKBU3UT «OTMETKA O HAJIMYMU IPWIOKEHUS K JOKYMEHTY» IIOCJIE TEKCTA IpUKa3a
CaMOCTOSITENILHO HE OPOPMIISIETCS.

Ecnu noanuce nuua, NoAMUCHIBAIOIIETO IPUKA3 pacroiaraercs Ha OJaHKe, TO
MOJIHOE€ HAUMEHOBaHUE JOJKHOCTH 3TOTO JIMIA HE YKa3bIBAETCS.

B coBMecCTHBIX MpHKa3ax yKa3bIBAE€TCS MOJIHOE HAUMEHOBAHME JIOJKHOCTEN
COBMECTHO MOJINUCHIBAIOLIUX JIULI.
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S. ITopsiioK MOATOTOBKHU M 0(pOPMJIEHUS IPOTOKOJIA

45. IIpOTOKOJ COCTABIIIETCS HA OCHOBAaHUU 3aMKCEM, IPOU3BEIECHHBIX BO BPEMSI
COBeIlaHus (3aceanusi, COOpaHus), MPEACTABICHHBIX TE3UCOB JOKIAJA0B U
BBICTYIUICHHI, CIIPABOK, TPOEKTOB PEIICHUI U JPYyTUX MaTepuaioB o popme
COTJIaCHO MPHUJIOKEHUIO 7 K HACTOSIIMM THUIOBBIM MpaBUIIaAM.

[IpoTOKOJI, COCTABIEHHBIN BHYTPH OPraHU3alliU U HE BBIXOIAIIMN 3a €€ TIPEIEIIbI,
MOXeT 0OpMIIATECS HE Ha OJIaHKe.

PexBu3uTaMU POTOKOJIA SABIISIFOTCS:

1) odpunuansHOE HAMMEHOBAHUE OPTaHU3AINUU U (UJIH) CTPYKTYPHOTO
MO/Ipa3/IeNICHUS;

2) HAaMMEHOBaHUE BUJA TIOKYMEHTA;

3) nara;

4) perucTpalMoOHHbII HOMEp MPOTOKOA;

5) MecTo u3gaHusl IPOTOKOA;

6) rpud yTBEepKACHUS (B HEKOTOPBIX CIy4asx);

7) 3aroJIOBOK K TEKCTY;

8) TeKCT;

9) noanuce.

B opranuzanusax npoToKoJbl MOTYT U3JaBaThCs B MOJHOM UM KpaTKoi (opme.

TekCT mMOIHOro MPOTOKOJIa COCTOUT U3 JIBYX YaCTEM — BBOJHOW U OCHOBHOM.

B BBOAHOM yacTH mociie 3arojioBKa MpoTOKOJIa YKa3bIBAIOTCS — MHUIIMAJIBI UMEH U
dbamuiu npeaceaaress (MpeIceIaTesIbCTBYIONIET0) U CEKpeTaps 3ace1aHus
(cobGpanusi), CIMCOK MPUCYTCTBOBABIINX MM OTCHIJIKA K MPUJIAraeMOMY CITUCKY
IIPUCYTCTBOBABIIMNX, €CJIM UX KOJIMYECTBO IpeBbimaet 10 yenoBex.

B npoTokoiie 3ace1aHus WM NUHOTO KOHCYJIbTaTUBHO-COBEIATEIBHOTO OPraHa
IIPUCYTCTBOBABIINE YIEHBI KOJUIETHAILHOTO OpraHa NEPEeYnCIsSIOTCs IEPCOHANBHO 110
dbamunusaM B andaBuTHOM nopsiake. [locne Hux 3anuceiBaroTcs GpamMuinu
MPUTTAIIEHHBIX C YKa3aHUEM UX JOHKHOCTU M HAMMEHOBAHUS OPTaHU3alUu.

BBoiHast yacTh 3aKaHYMBAETCS MOBECTKOM JHS (MEpeYHEM paccMaTpUBAEMBbIX
BOIIPOCOB), IEPEUNCIIEHHBIX B MTOPSIIKE UX 3HAUMMOCTH € YKA3aHUEM JIOKJIATUMKA 1O
Ka)KJIOMY IyHKTY MOBecTKH JHs. Kaxk1plii Bonpoc nedaraercs ¢ ab3ana, HyMepyeTcs
apa0ckoif nudpoit U ero HauMeHoBaHWe HaunMHaeTcs ¢ mpesiora «Oy», «O6». B
OTJEJIbHBIX CIydasiX MOBECTKA JHS MOXKET IPUJIaratbes K MPOTOKOILY, a B CAaMOM
MPOTOKOJIE Mepe]] TEKCTOM Jenaercs 3anuch — «lloBecTka qHs mpuiaraercsy.

OcHOBHas 4acTh IPOTOKOJIA COCTOUT U3 PA3ENOB, COOTBETCTBYIOMIMX MyHKTAM
MOBECTKU AHA. TekcT Kaxoro pazaena crpourcs mo cxeme — CJIYHIAJINA -
BBICTYIINJIA - TOCTAHOBUWJIM (PEILLNJIN), koTOpbIE MULITYTCS
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MIPOTMMCHBIMU OYKBaMH, MTOTYKUPHBIM MIPUPTOM OT JIEBOTO TOJISI.

[TpunHsTOE pemeHne neyaTaeTcs MOJTHOCTHIO, IPU HEOOXOAMMOCTH, IPUBOISTCS
WTOTHY FOJIOCOBAHMSL.

Coneprxanne 0co00ro MHEHHUS, BRICKA3aHHOTO BO BpeMsi 00CYKICHHUSI,
3aIIACBIBACTCS B TEKCTE MPOTOKOJIA IIOCIIE COOTBETCTBYIOIIETO IOCTAHOBIICHUS
(peuieHus).

B pazgene CJIYIHAJIU nipuBoaATCS — UHUITMAT UMEHU U (paMuius TOKJIaTduKa
(HaMMeHOBaHUE JJOJDKHOCTH YKAa3bIBACTCS B TIOBECTKE JIHS ), OCHOBHOE COJICp>KaHUE
JIOKJIAJIOB M BBICTYIUICHUM MOMENAETCS B TEKCTE NPOTOKOJIA UM IIPUJIAraeTcsl K HEMY,
B MIOCJICTHEM clTydae B TeKCTe oopmitsieTcst CHocKa « TeKCT BBICTYIUICHUS
MIPUJIAraeTCs.

B paznene BBICTYIINJIN yka3biBatoTCSt MHUIIMAIBI UMEHH, (DaMuIIus, IPU
HEOOXOJIMMOCTH JIOJHKHOCTH BBICTYMHAIOIINX U COAEP KaHUE WX BBICTYIUICHUHN B TOU
MOCJIEIOBATENbHOCTH, B KAKOW OHU MTPO3BYYAJIM Ha 3aCE/IaHUU.

Bonpocsl Kk TOKJIaAUKKYy, BHICTYIAIOMINUM U UX OTBETHI IPOTOKOIUPYIOTCS 10
MEpE UX NOCTYIUIEHUS U 3aIIMCBIBAIOTCS B TOM K€ MOCIEA0BATENBHOCTH, IIPU 3TOM
cioBa «Bormpocy, «OTBeT» HE MUITYTCSI, a YKa3bIBAIOTCA WHUIIMAT UMEHU U (haMUITUs
JIM1A, OT KOTOPOTO MOCTYIIUI BOIIPOC WJIIA OTBET.

B noctaHoBIIAIOMIYIO YaCTh C MOMOIIIBIO TJIAr0JI0B HEOMPEACICHHON (hOpMBI
3alMCBIBAIOTCS MPUHSTHIC PELICHUS.

TekcT KpaTKOro MPOTOKOJIA TAKKE COCTOUT U3 ABYX YacTel. Bo BBOAHOM yacTu
MOBECTKA JHS HE YKa3bIBACTCH.

OcHOBHast 4aCTh KPATKOTO MPOTOKOJIA BKIIFOYAET HAUMEHOBAHUS
paccMaTpUBaeMbIX BOIIPOCOB U MPUHSATHIE 110 HUM PELICHUS.

HanMeHnoBanue Borpoca HyMepyeTcsl U1 HauuHaeTcs ¢ rnpeasiora «O», «Oo»,
reyaraeTcs IEHTPOBAHO (HA4YaJIo M KOHEI] Ka)KJ10il CTPOKHU PaBHO y/IAJIEHbl OT TPaHHUI]
30HBI PACIIOJIOKEHMS) U MIOTUEPKUBACTCS OJTHON YEPTON HUKE MOCIETHENH CTPOKH.
[Ton yepTo¥i yKa3bIBAIOTCS MHUITUATIBI UMEH U (DaMIJIUK JTOJKHOCTHBIX JIHII,
BBICTYIUBIIMX MPU 0OCYKICHUU JAHHOTO BOMPOCa. 3aTeM yKa3bIBAE€TCS MPUHSITOE 1O
BOIIPOCY PEILICHHUE.

B 3aronoBok mpoToOKOJ1a BXOJUT YKa3aHUE BUJ1A KOJUIETHATIBHOU JESITEIbHOCTH U
Ha3BaHUE KOJUIETHATHHOTO OpPTaHa B POJAUTEILHOM Tajieke (COOpaHus COTPYIHUKOB,
3acelaHus COBETa U JAPyroe).

[TIpoTokosn NoANMCHIBAETCA MPEACEAATENIEM U CEKPETAPEM
(mpeacenaTeNbCTBYIOMIMM U JIMIIOM, POBOIMBIIKMM 3aMKCh). J[aToii npoTokoia
ABJISIETCA J1aTa 3aceqaHus. Eciii 0HO MpOoI0IKAIOCh HECKOIBKO JHEW, TO Yepe3 TUPE
YKa3bIBaIOTCS J1aThl HAYAJIa U OKOHYAHUS 3aCEIaHUS.
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[TpoTokonaamM npHCBauBaKOTCS MOPSAAKOBBIE HOMEPA B MpEAEIax
JEJIOIPOU3BOACTBEHHOTO TOAA OTAEIBHO M0 KaXKOU rPpyIIe MPOTOKOJIOB —
MIPOTOKOJIBI COOpaHuil, 3acelaHuil KOJJIETUN, TPOTOKOJIbI TEXHUYECKUX, HAYUYHBIX U
AKCIIEPTHBIX COBETOB U ApyrHe. [IpOTOKOIBI COBMECTHBIX 3aCE€AaHUI UMEIOT
COCTaBHBIE HOMEpA, BKIIOYAIOIIKE MOPSIIKOBBIE HOMEpa MPOTOKOJIOB OpraHU3aIHi,
MPUHUMABIIUX YYacTHE B 3aCEIaHUU.

Komnuu npoToKoa0B WM NPUHATHIE PEIICHUS B BUJIE€ BHIITUCOK U3 MPOTOKOJIOB
PaCChUIAIOTCS 3aMHTEPECOBAHHBIM OPTraHU3aIUsAM U JOJHKHOCTHBIM JIMIIAM B
COOTBETCTBHUHM C YKA3aTEJIEM PACCBUIKU. YKa3aTellb PACCBUIKH COCTABIISIET U
MOJIMMCHIBACT OTBETCTBEHHBIN UCTIOIHUTENb MOApa3AeeHus, TOTOBUBILIETO
PacCMOTPEHHE BOIIPOCA, U YTBEPKIAETCA PYKOBOJUTEIEM CTPYKTYPHOTO
nojapasaeneHus. Konuu npoTokoaoB ¥ BBIMHCOK U3 HUX 3aBEPSIOTCS MEYATHIO
OpraHu3aLMH.

6. Ilopsiiok moaAroTOBKU M 0opMIIeHHUS AKTa

46. ConeprkaHreM akTa siBisieTca nHpopMalus, MOATBEPK A0S
YCTaHOBJIEHHbIE (DAKThl UJIU COOBITUSA. AKT COCTABISETCS] HECKOJIBbKUMU JIUIIAMH,
MOATBEPKIAIONIMMHU JAHHBIN (QakT (crauu-npuemMkn (paboT, MaTepHaTbHBIX
LEHHOCTEH, IOKYMEHTOB), 00CJIeJOBaHUsI (COCTOSTHUSI TEXHUKU O€30MacHOCTH,
MIPOTUBOIIOXKAPHOU OE30MACHOCTH, YCIOBHM TpyAa pe3yabTaTOB AESITEIbHOCTH),
UCIIbITaHUH (00pa3OB, CUCTEM, TEXHOJIOTHI ), BBIACIICHUS K YHUUTOKEHHUIO
(MaTepHuaNbHBIX LIEHHOCTEHN, TOKYMEHTOB), TIEpelauy, HApYIIECHUs] YCTaHOBJIEHHBIX
MpaBUJI PEBU3MUN MHBEHTAPU3AIINH, PACCIIEIOBAHNS aBapHil, HECUACTHBIX CIy4aesB,
JMKBUJAIUN OpPTraHU3alui, KOHKPETU3UPYIOIIKE (PErIaMeHTUPYIOIINE), TEXHUUECKHE
(BBIMIOJIHEHHBIX PadOT, 0TKa3a, 0OCMOTPA, YCTPAHEHUS OTKa3a, CBEPKH,
MPEIOCTABIICHHBIX YCIYT, BHIIIOJIHEHHBIX pa0OT U Tak Aajiee).

AKT oopmIIsieTCss Ha OCHOBE 0011Iero 61aHKa 1o popMe CorjacHO MPHUIOKESHHIO 8
K HacTOSIIMM THUMOBBIM MpaBuiiaM. AKT, COCTaBJIICHHBIM BHYTPU OpTaHU3aIluU 1 HE
BBIXOJISIINH 32 €€ MpeJIelbl, MOKET OPOPMIIATHCS HE Ha OJaHKeE.

PexBu3uTamu akrta sSIBJISIOTCS:

1) uzobpaxenue ['ocynapctennoro I'epba Pecniybnuku Kazaxcran minm
HMOJIEMBI, JJOTOTUIIA, TOBAPHOI'O 3HAKA (3HaKa 0OCITYy>)KUBAHUS) C YUETOM
TpeboBanuii 1. 18, 19 HacTosmux TUTOBBIX MPaBWUI;

2) ourraabHOe HAMMEHOBAHKUE OpPraHU3AIUN;

3) HauMEHOBAaHME BU/IA JOKYMEHTA;

4) nara;

5) peructpauMoOHHbIA HOMEP (MHIEKC) aKTa;

6) MECTO U3JJaHMS aKTa;
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7) rpud yTBepx)ACHUS (B HEKOTOPBIX CIydasix);

8) 3aroJIOBOK K TEKCTY;

9) Tekcr;

10) moanuce.

TekcT akTa COCTOUT U3 ABYX YacTel — BBEJIEHUE, KOHCTATUPYIOIIAsl YacCTh.

Bo BBeeHuM yka3bIiBaeTCs OCHOBAHUE JJI COCTABJICHUS aKTa, IEPEUUCIIAIOTCS
COCTABUTENH U, B CIy4ae HEOOXOAMMOCTH, TPUCYTCTBYIOIINE MIPU ITOM JIUIIA.

B koHCcTaTHpyrOIIEen 4acTh aKTa U3JIaratoTCs — CyTh M XapakTeP MPOBEACHHOM
paboThl, yCTAaHOBJIEHHBIE (DAKTHI, MPUBOIATCS COOTBETCTBYIOIINE TAHHBIE.

AKT MOXET CO/IepaTh BBIBOJIbI, PEKOMEH/IAINH, & TAK)KE MEPOTIPUSITHSI, KOTOPHIC
HE0OXO0MMO BHITIOJHUTH. B KOHIIE TekcTa nepes] MOAMUCSIMH TOMEIIAI0TCS CBEICHUS
0 KOJIMYECTBE HK3EMIUISIPOB aKTa U MecTe UX HaxoxaeHus. [locie oTMeTku 0
KOJIMYECTBE DK3EMILIAPOB aKTa CIAEAYET OTMETKA O HATMYUU NPUIIOKEHUS K aKTy
(ecu OHM UMEIOTCH).

AKT IOANUCHIBAETCS MPEICeAaTeNIeM U YeHaMH KOMUCCHH, JIMOO JTUIIOM (aMu),
COCTaBUBIIUM (¥) akT. DaMUIIUU JIHII, TOAMUCHIBAIONTNX AKT, OQOPMIISIIOTCS B
an(aBUTHOM TOPSAJIKE, UX JTOHKHOCTU HE YKA3BIBAIOTCSI.

O3HaKOMIIEHHE JIML C AKTOM ITPOU3BOAUTCS IO pOCHUCH. JIMII0 HECOTIIACHOE C
coJiepKaHUeEM aKTa, 00s3aHO MOJIUCATh €r0 C OTOBOPKOM O CBOEM HE COTJIACHH.
Oco0oe MHEHHE YIeHa KOMUCCHH ClIeyeT 0(hOpMIIATh Ha OTACIBHOM JIUCTE U
NpUIIAraTh K aKTy.

/. IlopsaAiok MOATOTOBKYU U 0(popMIIeHHS CTIPABKHU

47. ConeprkaHreM CIPaBKU SBIAECTCS HHPOPMAIIUS B KOTOPOU OMUCHIBAIOTCS
(dakTbl, coOObITHS WK cBeieHrs. CrpaBKU, HAMIpaBJIsieMbIE 3a TIPEIeIbl OpraHu3aluy,
COCTAaBJISIFOTCSL HA 001eM Osianke. BHyTpeHHs1s cripaBka oopmIiisieTcs Ha OebIx
nucTtax Oymaru 0e3 nmpuMeHeHus OJaHKa.

PexBu3uTamMu CripaBKu SIBJISIOTCSL:

1) uzobpaxenue I'ocynapctennoro I'epba PecnyOnuku Kazaxcran wim
AMOJIEMBI, JIOTOTUIIA, TOBAPHOTO 3HAKA (3HAKA OOCTY>KUBAHUS) C YUETOM
TpedoBanuii 1. 18, 19 HacTosmux TUITOBBIX MPaBUI;

2) ourmasbHOC HANMEHOBAHKUE OPraHU3AIUH;

3) HAaMMEHOBAaHUE BUJIA JOKYMEHTA;

4) nara;

5) peructpaimoHHbIi HOMEpP (MHAEKC) CIIPABKU;

6) MECTO U3JaHUS;

7) anpecar;

8) 3aroJ0BOK K TEKCTY;
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9) TekcrT;

10) moamnuce;

11) otmeTKa 0 coryiacoBanuu (B ciydae HEOOXOAMMOCTH);

12) ortuck nevaru (B ciaydae HEOOXOIUMOCTH);

13) otmMeTka 00 UCTIOJHUTEIIC.

TeKCT cripaBKU MOKET COCTOSITh U3 HECKOJIBKHUX Pa3/iesioB, COAEPKaTh TaOHIIbI,
MOSICHEHUSI, CCBUIKH, UMETh MPHUJIOKEHUS.

TekCThI CIIPaBOK, BBIJJABAEMBIX IpaXkJIaHaM O MOJTBEPKICHUN MeCTa padoThlI,
JOJKHOCTH, 3apa00THOM IJIATHI U JPYTUX CBEICHUM, TOJKHBI HAUMHATHCS C YKa3aHUS
B IMEHHUTEIILHOM TaJIeke (paMuInK, UMEHH, OTYECTBA JIUIIA, O KOTOPOM COOOIIAI0TCS
CBeJleHUs. B KOHIIE TeKCTa WM B MPABOM BEPXHEM YIITY YKa3bIBACTCSI OPTaHU3aIs,
KyJla PeJICTaBIISIETCS CIIPABKa.

B tekcrte Takol cripaBKu HE JOJDKHBI UCIIOIB30BaThC 000POTHI — «HACTOSAIIAS
CIIpaBKay, «IEUCTBUTEILHO MIPOKUBAET (YUUTCSI, pabOTaET).

B ciyuae ecnu cripaBka moAMUChIBA€TCS] UCIIOJIHUTENEM, TO PEKBU3UT «OTMETKA
00 MCITOJTHUTEIIE» HE YKa3bIBACTCSI.

8. ITopsaoK MOATOTOBKH M 0(hOPMJIEHHSI MUCbMA
48. ComeprkaHreM MUCEM MOTYT OBITh 3alIPOCHI, YBEIOMIICHUSI, COTJIAIICHMSI,
MpeTeH3uu (peKaaMallim), 3aaHus, COOOIeHNs, HATOMUHAHUS, OTBETHI, MPOCHOHI,
OT3bIBHI, IPe1JIOKeHUs (odepTa), 3amedaHusl, U3BEILCHUs], PUTTIAIICHNUS,
MTOATBEPKICHUS U APYTHE.
[Tuchbma opranu3aluy rOTOBATCS Ha OJIaHKE:
1) Kak OTBETHI O BHITIOJTHEHUHU ITOPYUYCHHI BBIIIICCTOSIINX OpraHu3aIuii;

2) KaK OTBETHI Ha 3aIlPOCHI PA3IMYHBIX OPTaHU3alUA M YaCTHBIX JIHIL;

3) KaK MHUIIMATUBHbIC MUCHMa;

4) KaK COMPOBOJIUTEIIbHBIC MMChMA K Pa3TMYHBIM JIOKYMEHTaM.

[ToMUMO pEeKBHU3UTOB, BXOAAIIMX B OJaHK, IPY HAMMMCAHUH MHChMa O(QOPMIISIOTCS
PEKBU3UTHI — aJIpecaT, 3arojJ0BOK, TEKCT, OTMETKA O HAJTUYUH TPUIOKESHUM (€CJI OHU
€CTh), MOAMKUCH, OTMETKA 00 UCIIOJTHUTENIE JOKYMEHTA.

Ecau mucbMo siBIsieTCs OTBETHBIM, B PEKBU3UTAaX OJJaHKA YKa3bIBACTCS
UCXOAAIINHI (MHACKC) U J1aTa MOCTYIUBIIETO (MHUIIMATUBHOTO) ITMCHMa.

CnyxeOHble TUChMa, ITOJIMUCHIBAEMbIE PYKOBOJAUTEISAMHU JBYX U O0Jiee
opraHu3zaiuii, ohopmIIsIIOTCs Ha Jiucte Oymaru popmata A4. [Ipu 3TOM naHHBIE O
HaMMEHOBAHUM OpraHu3aIui, MOAMUCABIINX MTUChMO, BKIIIOUAIOTCS B HAMMEHOBAHUE
JIOJDKHOCTU B PEKBU3UTE «IOAMHUCHY.

OTMETKH O COTJIACOBAHUU MUChMa MIPOCTABJISIOTCS HA HK3EMILIAPAX, OCTAIOLIUXCS
B OpraHU3au. DK3eMIUISPhI TAKUX TTUCEM TaKXKe TOAMUCHIBAIOTCS PYKOBOIUTEIEM
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OpraHu3aluu.

CpoKu OArOTOBKM OTBETHBIX MUCEM YCTAaHABIUBAIOTCS PE3OIIOLNEH
PYKOBOJUTEISI HA OCHOBAHUHU UMEIOIINXCSI CPOKOB UCIIOJHEHUS OPYYEHUH, 3aPOCOB
WJIU TI0 PEIICHUIO aBTOpa PE30JIIOINH, a TAKKE B COOTBETCTBUH C YCTAHOBJICHHBIM
periiaMmeHToM. CpOKM OATOTOBKY MHUIIMATUBHBIX MMHCEM OIMPEACIISIOTCS
PYKOBOJUTEISIMUA OpPraHu3aliil WK CTPYKTYPHBIX MOApPa3/IeSICHUN.

Tekct nmucbMa, Kak MpaBUiIo, UMEET OJIHY WM JIBE CMBICTIOBBIE YACTH.

[Tucemo, cocTosiee U3 OJHOM YacTh, — ITO MPOch0a 6e3 MOosICHEH NS,
HaroMuHaHue 6e3 mpeamOyJIbl, COOOIeHNE 0€3 OCHOBAHUSI U JIPYTHE.

Ecam TekcT mucbMa COCTOUT M3 IBYX YaCTE€W — KOHCTATUPYIOIIEH U
3aKJIFOUYUTENIBHOM, B IEPBOM YACTH U3JIAraeTcs MPUYMHA, OCHOBAHHUE WIIH
000CHOBaHUE COCTABJICHUS TUCbMA, PUBOJISITCS CCHUIKU Ha JOKYMEHTHI,
SIBIIAIOIIMECS OCHOBAHUEM ITOJATOTOBKH NTUChMa. BO BTOpOM 4acTH, HAUUHAKOLIEUCS C
a03ai1a, MOMEIIAIOTCS BBIBOJIBI, TPEJIOKEHUS, TPOCHObI, PEIICHUS.

OO6paTHbIe KOHCTPYKIIMH TEKCTA (3aKJIIOUEHUE — KOHCTATaIMsI) BO3MOXHBI B
MHUChbMax-0TKa3ax.

B nmuckmax ucnons3yroT caeayronme GopMbl H3JI0KESHUS:

1) oT mepBOro JKia MHOKECTBEHHOIO YKCIIa («IIPOCUM IPEIOCTABUTHY,
«HamnpasisieM Bamy);

2) OT NepBOro JIUIla €AMHCTBEHHOTO YKCIIa («IIPOIILY BBICIATHY, KCUUTAIO
HEO0OXOAUMBIM);

3) OT TpeThero Jiuila €AMHCTBEHHOTO YKCIIa (KMUHUCTEPCTBO HE BO3PAKACT).

9. ITopsanok ynpaBJieHHsI JOKYMEHTALUEIH,
TpeOOBAHMS K OPraHU3ALUH JOKYMEHT0000pOTa

49. JIBm>keHue JOKYMEHTOB B OpTraHUA3allid C MOMEHTA UX CO3JaHus WU
MOJTYYESHUS 10 3aBEPILCHUS UCTIOTHEHUS, OTIIPaBiIeHus1, GOPMHUPOBAHUS JIea U ClIauu
B apXUB OpraHu3alu 00pazyeT JOKYMEHTOO0O0POT.

50. O6beM TOKYMEHTOOOOPOTAa ONpEAEseTCs O0IUM KOJIUYECTBOM BXOISIIHX,
UCXOASIINX U BHYTPEHHUX JTOKYMEHTOB 3a MECHII, KBapTal, TOJI.

3a eMHUITY yueTa KOJUYEeCTBA JOKYMEHTOB IPUHUMAETCS CaM JJOKyMEHT 6€e3
y4eTa KOIUM.

10. ITopsiiok 00PadOTKH BXOAAIUX JOKYMEHTOB
51. JIokyMeHTBI, TOCTYNAIOLIKUE B OPraHU3aI1I0, IPOXOIAT EPBUUHYIO
00paboTKy, IpeABAPUTEILHOE PACCMOTPEHUE, PETUCTPALIMIO, PACCMOTPEHUE
PYKOBOJICTBOM U JIOCTaBJISIFOTCS UCTIOJIHUTEIISIM.

52. Ilpuem, nepBuyHas 00pabOTKa JOKYMEHTOB U MPEABAPUTEILHOE

PACCMOTPEHHE OCYIIECTBISACTCS IEHTPAIN30BaHHO ciyx00ii IOY.
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53. IlepBuynHas 0OpabOTKa BXOAAIMX JOKYMEHTOB 3aKJIFOUYAETCS B IPOBEPKE
MPABHJIBHOCTH JOCTABKH U LIETIOCTHOCTH BIIOKEHUH, PUKCAUH (PaKTa MOCTYIIICHUS
JOKYMEHTOB B OPraHU3aLMIO U MOATOTOBKE UX K MEpeaayde Mo Ha3HAYEHUIO.

Cayxo60ii IOY BCKpbIBaloTCs, KOHBEPTHI C JOKYMEHTAMHU IPOBEPSIETCS
MIPAaBUJIBHOCTH JJOCTABKH M0 HA3HAYEHHUIO, IEJTOCTHOCTh YIIAKOBKU JOKYMEHTOB.

Ecnu o6Hapyx)uBaeTcsi HEKOMIUIEKTHOCTb WJIM TOBPEXKICHUE TOKYMEHTA, TO Ha
HIKHEM T10JIE €T0 MOCJIETHETO JIMCTA, a Takke B PK® npocrasistores
COOTBETCTBYIOIINE OTMETKH U COCTABJISIETCS aKT MPOU3BOILHOU (POPMBI B Tpex
sk3eMIuIIpax. OauH 3K3eMIUIAP HAIPaBIISIETCS] OTIIPABUTEIO, BTOPOM — OCTAETCs B
ciyx6e JIOY, Tpetnii — nepenaeTcs UCTIOTHUTENO TOKYMEHTA.

KonBepThl HE YHUUTOKAIOTCSA B ClIy4asix, KOr/ia TOJbKO 10 HUM MOKHO
ONPENEIUTh aJIpeC OTIPABUTENS, ATy OTIPABKU U MOJYYECHHSI IOKYMEHTA, a TAKkKe
MPY NOCTYIUICHUH JIMYHBIX JOKYMEHTOB.

Konseptsl ¢ nomeTkon «JInuHO» 6€3 BCKPBITHS MEPEIAIOTCS 110 Ha3HAYEHUIO.
OmunboYHO JOCTaBICHHAs KOPPECIIOHACHIIUS BO3BPAIIAETCS B TIOYTOBOE OT/IEJICHUE.

Ha moctynuBmmx qoxkymMeHTax (PETUCTPUPYEMBIX ) TPOCTABIISIETCS
PErUCTPAlMOHHBIN IITAaMIT OPTaHU3ALMH C YKa3aHUEM JIaThl HOCTYILICHHUS.

54. Ilpu npeaBapUTEIILHOM PACCMOTPEHUH MTOCTYIIHUBIIHNE JOKYMEHTBI
pacnpenesnsatoTcs Ha TpeOyrolre 0053aTeIbHOr0 PACCMOTPEHUSI PYKOBOJICTBOM
OpraHu3alvy U He TpeOyroiue 3Toro. JJokyMeHTsl, He TpeOyrolue 00s3aTeNbHOTO
PacCMOTPEHHUSI PYKOBOJICTBOM, HAIIPABIISIOTCSI HEMOCPEACTBEHHO B CTPYKTYPHbIE
MO/PA3/IEJICHUS NI OTBETCTBEHHBIM HCIIOTHUTENSIM.

535. IlpenBapuTeabHOE PACCMOTPEHUE TOKYMEHTOB OCYIIECTBIISIETCS UCXOIS U3
OLICHKHU UX COJEP/KaHUsI, aBTOPCTBA, CIIOKHOCTH M HOBU3HBI IIOCTABJIEHHBIX BOIIPOCOB
Ha OCHOBaHUM YCTaHOBJIEHHOTO B OpraHU3alluu pacIlpeieaeHus 00s3aHHOCTEH.

56. O6s13aTeTEHOMY PACCMOTPEHHUIO PYKOBOJICTBOM TOJIJICKAT IOKYMEHTHI,
noctynusiune u3 Aamunuctpauuu [Ipesunenra Pecnnyonuku Kazaxcran, [lapnamenTa
Pecnyonuku Kazaxcran, Kannensipun [Ipembep-Munuctpa Pecnnyonuku Kazaxcran,
LEHTPAJIbHBIX U MECTHBIX T'OCYIAPCTBEHHBIX OPT'AHOB, BHIIIECTOSIIEH OpraHUu3aliH,
obpareHust GU3NICCKUX U IOPUINICCKUX JIHII.

57. Obpaienus GU3NIECKUX U FOPUIUYECKUX JHI] (MPEIOKEHUS, 3asIBICHHUS,
’KaJI00bl, OTKIIMKHU U 3aIIPOCHI) YUYUTHIBAIOTCS LIEHTPAJIM30BAaHHO U PETUCTPUPYIOTCS B
PK® B 1eHb X NOCTYIUIEHUS B OPTaHU3ALUIO.

[IucbMeHHbIE U yCTHBIE 00OpalIeHusl, TOJYUYEHHbIE JOKHOCTHBIMU JIULIAMH BO
BpeMs JJUYHOTO MpueMa (PU3NYECKUX U IOPUINYECKUX JIHIL], TAKXKE MOJJIeKAT
LHEHTPAIU30BaHHOW PErUCTPaLU, OTAEIBHO OT OOIIMX JOKYMEHTOB.

58. PeructpanmonHnslii Homep oOparieHus: Gu3n4ecKoro JiMia COCTOUT U3
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HavYaJIbHOM OyKBBI (paMHUIINU aBTOpa, MOPsIKOBOro HoMmepa B PK®, OykBeHHOTO
nnjaekca «dJDh».

Peructpainmonssiit HoMep 0OpalieHus FOPUIUIECKOTO JHUIA COCTOUT U3
HavyaJIbHOM OyKBbI (paMHUIIMU JTOJKHOCTHOTO JIMIIA, TIOJIUCABIIET0 0OpalieHue,
nopsigkoBoro Homepa B PK® u 6ykBenHoro unaekca «kOJI».

PeructpaiinoHHbIi HOMEP aHOHUMHOTO OOpaIIeHUs] COCTOUT U3 OYKBEHHOTO
nnjaekca «KAHM» u nopsigkoBoro Homepa B PKO®.

59. Ilpu nocTyIuieHUH MOBTOPHOTO OOpAIlleHUs B T€UEHHE KaJIEHJAPHOTO ro/ia
MPOCTABJISETCS] PETUCTPALIMOHHBIA HOMEP IEPBOHAYAIBHOTO OOpaIEHHs C YKa3aHUEM
«BTOPOE», KTPEThE» U TaK Aajuee, a B PK® yka3piBaeTcst HOMEp EpBOTrO JOKYMEHTA.
B BepxHeM mpaBoM yriTy IepBOTO JIKCTA MOBTOPHOTO oOpaienus u B PKO
npocrasisiercst moMerka «I[loBropaoy». K moBTOpHBIM 00OpalieHusiM npuooIarTcs
MaTepHuaibl PACCMOTPEHUS MPEABIAYIINX OOpaIeHHUM.

[ToBTOpHBIM cunTaeTCsl OOpaIIeHHe, MOCTYNUBIIEE OT OJHOIO U TOTO K€ JIUIA 10
OJIHOMY M TOMY K€ BOIIPOCY HE MEHEe JABYX pa3, B KOTOPOM 00KalyeTcsl peleHue,
MPUHSTOE MO IPEIbIIyIIEMy 00paleHHI0, COOOIIaeTCs O HECBOEBPEMEHHOM
pPacCMOTPEHHUHU paHee HAIIPABJICHHOTO OOpalIeHHs], €CIIM CO BPEMEHHU €ro
MOCTYIUICHUSI UCTEK YCTAHOBIICHHBIN CPOK PACCMOTPEHHUSI, HO OTBET 3aBUTEIIEM HE
ITOJTYy4Y€H, YKa3bIBA€TCS HA APYTHUE HEAOCTATKH, TOMYIIEHHBIE IPU PACCMOTPEHUH U
pa3penieHuu IpeIbyiero oopamieHusl.

60. OOpalieHus OJJHOTO U TOTO K€ JIUIA IO OJTHOMY U TOMY K€ BOTIPOCY,
HaIlpaBJICHHBIE PA3JIMYHBIM a/IpecaTaM U NOCTYIHMBIIUE ISl PACCMOTPEHUS B OJHY
OpraHU3aINIo, YIYUTHIBAIOTCS MO PETUCTPAIIMOHHBIM HOMEPOM TIEPBOTO OOpaIeHHUS C
n00aBJIEHUEM MOPSAIKOBOTO HOMEPA, MPOCTABISIEMOT0 Yepe3 KOCyto uepTy (ApoOb).

61. IIpu npenBapuTeIbHOM paCCMOTPEHHUH TOKYMEHTOB MTPOU3BOIUTCS
COPTUPOBKA UX HA PETUCTPUPYEMBIE U Heperucrtpupyemsle. [lepeuenn
HEPETHUCTPUPYEMBIX IOKYMEHTOB pa3zpadarbiBaeTcst Ha ocHOBE [IpumepHoro nepeyHs
JOKYMEHTOB, HE MOJIEKAUUX perucTpauuu B ciyxxoe 10V, cornacHo npuiioxeHuIo
9 k HacTosAmKM THUNOBBIM NpaBUJIaM U YTBEPKIAAETCA PYKOBOJINUTEIIEM OPTaHU3ALINH.

Heperucrpupyemsblie JOKyMEHTBI IEPEAAIOTCS B COOTBETCTBYIOIINE CTPYKTYPHBIE
MOJpa3AeIeHUs OpraHU3aLUU.

62. Peructpupyemble JOKyMEHTHI TTocie ux peructpauuu B PK® nepenatorcsa Ha
PacCMOTPEHUE PYKOBOJCTBY OPIaHU3ALMHU UIH CTPYKTYPHOMY ITOJAPa3IEICHUI0
(IOMKHOCTHOMY JIUILY) JUTSl IPUHSITHUS PELLEHUS.

[Ipu HE0OX0AMMOCTH O€30TIaraTeIbHOr0 UCHOJHEHUS MOCTYNHUBIIETO JOKYMEHTA
JOITyCKAeTCsl O3HAKOMIIEHUE UCITOJHUTENS C €r0 COAEP)KAHUEM 10 PACCMOTPEHUS
JOKyMEHTa PyKOBOJCTBOM OPTraHHU3alMU (CTPYKTYPHOTO MOPa3ICICHHUS).
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63. JIoKyMeHTbI, PACCMOTPEHHBIE PYKOBOJACTBOM OpraHu3aluu (CTPYKTYPHOTO
nojapaszeneHus), Bo3spamatorcs B cinyx0y 1OV, rae B PK® BHocATCS conepkanus
PE30JII0IUH, @ JOKYMEHTHI IEPEAAIOTCS] HCIIOJIHUTENSIM MO/l POCIIUCH.

JIOKyMEHT, UCIIOJIHEHHE KOTOPOro BO3JI0’KEHO HA MOJIBEIOMCTBEHHBIE (YI0)
OopraHu3anui (10) UM HECKOJIIBKO CTPYKTYPHBIX MOJIPA3ACICHHM, TepeaaeTcss UM
OJHOBPEMEHHO B KOIUSIX C COOTBETCTBYIOMIEH 0TMEeTKOM B PK®. [ToanmuHaHuk
MepeacTCs NCIOJHUTEI0, YKa3aHHOMY B PE3OJIIOLMU IIEPBBIM.

[ToctynuBime TenerpaMMbl MPUHUMAIOTCS IO/ PACIIUCKY C TIPOCTABICHUEM JIaThl
Y BPEMEHU IIPUEMA, PETUCTPUPYIOTCS, a 3aTEM NEPEAAIOTCS HAa pACCMOTPEHUE
PYKOBOJICTBY Y UCIIOJTHEHHE.

Texcr mocTynuBmIeH TenedOHOTPaMMBI 3aMTMChIBACTCS (TIeYaTaeTCsl)
MoJIyvyaresieM, pEruCTPUPYETCs U OTNIEPATUBHO MEePEaeTCs PyKOBOIUTEIO, KOTOPOMY
OHa aJpEeCOBaHa.

ITpu npueme tenedoHOrpaMmMbl 0OHOPMIISIOTCS CIAEAYIONIUE PEKBU3UTHI — TEKCT,
OTIpaBUTEb, HAUMEHOBAHUE BUA JOKYMEHTA, JaTa, HOMEP, HAMMEHOBaHUE
JOJDKHOCTH, MHUIIMAJI UMEHU U (haMUITUs JIUIIA, TOAMUCABIIEro JoKyMeHT. Kpome
TOTO, YKa3bIBAIOTCS IOJDKHOCTU U (haMUJTUH JIUIL, TIEPEIABIINX U IPUHSIBIITNX
TenedoHOrpaMMy, Yachl U MUHYTHI IPHUEMa-TIiepeIayu.

64. [1pu perieHnr BONPOCOB O€3 COCTABIICHUS JOTIOJHUTEIIBHBIX JOKYMEHTOB
HCTIOJTHUTENb JIeJIaeT OTMETKH Ha JokymeHTe U PK® — o nate nocrymienus (eciu
00pa3oBasICsi MHTEPBAJI BPEMEHU MEXK/Ty MOCTYIUICHUEM JOKYMEHTA U €T0 JTI0CTaBKOM
HCIIOJTHUTEII0), O AaTaX MPOMEKYTOYHOTO UCIIOTHEHUS (3apoC CBEACHUM,
TenedOHHBIC IEPErOBOPHI U IPYTHUE), O AaT€ U PE3yIbTaTaX OKOHYATEIHLHOTO
WCTIOJTHEHHS.

11. Ilopsaaok 00padboOTKHM NCXOAAIINX TOKYMEHTOB

65. JIOKyMeHTHI /i1 OTIPABKHU MEPEAAOTCS MOJHOCTHIO ohopmiieHHbiMU. Ciryx0a
JIOY, npuHuMaromas TI0KyMEHTBI /i1 OTIIPaBKH, TPOBEPSET MPAaBUIBHOCTh MX
odopmIICHUS, HATTUYUE TPUIIOKEHHM, YKa3aHHBIX B OCHOBHOM JIOKYMEHTE.
HenpaBuiabHo oopmileHHBIE TOKYMEHThI BO3BPAILIAOTCS UCTIOTHUTEIISIM.

66. [lognucanHble TOKYMEHTBI PETUCTPUPYIOTCS U OTIPABISIFOTCS aJIpecaTy
(ampecaram) B AeHb UX MOAMHUCAHUS (YTBEPKACHUS ) WM HE TIO3JHEE CIICTYIOIIETO
pabouero JHs, TeIerpaMMbl U TelaehaKkchl — HE3aMETUTEIBHO.

OpuruHainbl HCIIOJIHEHHBIX JOKYMEHTOB BMECTE C OTITYCKOM JIOKYMEHTA
MepesaloTCsl B T€ CTPYKTYPHBIE NOAPA3ACICHUS WU TTOABEIOMCTBEHHBIC
OpraHu3aluu, KOTOPBIE SBISIUCh OCHOBHBIMU UCITOJTHUTEISIMU U IPOU3BOISIT
dbopMupOBaHUE COOTBETCTBYIOIIUX JEJ COIIaCHO HOMEHKJIAType Ae.

67. Eciii TOKyMEHT, HalpaBJIEHHBIN B APYTYI0 OPTaHU3AIUIO, TOJKEH OBITh



26

BO3BpAIIICH, TO B TPABOM BEPXHEM YTy IEPBOTO JUCTA JOKYMEHTA Ha CBOOOHOM OT
TEKCTa M0JI€ MPOCTABJISAIOT IITAMII WM JIEJAI0T IOMETKY O BO3BPATE, TAKYIO K€
IIOMETKY nenatoT B PKO.
12. IlopsiAOK NPOXO0KIAEHUSI BHYTPEHHUX JOKYMEHTOB
68. [Ipoxox1eHrEe BHYTPEHHUX JOKYMEHTOB Ha 3TAIlaxX WX MOATOTOBKHU U
o(opMIIEHUS JOJIKHO COOTBETCTBOBATH MPOXOXKICHUIO UCXOASIINX JOKYMEHTOB, Ha
ATaIle UCTIOJHEHUS — BXOIAIINX JOKYMEHTOB.

69. [lepenaua BHyTpeHHUX JOKYMEHTOB MEXAY CTPYKTYPHBIMH MOpa3AeICHUSIMHU
OCYLIECTBISAETCS JOJDKHOCTHBIMU JIUI[AMU, OTBETCTBEHHBIMU 32 JIOKYMEHTALIHOHHOE
oOecrieueHre yrnpaBiaeHHs B CTPYKTYPHBIX MOApa3aeaeHusX. JJOKyMeHTbl epeaaroTcs
¢ cooTBeTCTBYIOIIEH OTMETKOU B PK®.

He BKIt04aroTcst B COCTaB BHYTPEHHUX JJOKYMEHTOB, JIOKYMEHTHI, OTI0KUBILINECS
B IIpOIIeCcCe MEPENUCKU OPraHU3allii CO CBOMMHU MOJBEIOMCTBEHHBIMU
OpraHu3alMsIMU U HA000POT, a TAKXKE MEePENnucKa MEX1y UCIIOJHUTEIbHBIMU
opraHamu, GMHAHCUPYEMbBIMHU U3 MECTHOTO OFOJIKETA.

70. OpuruHaIbl HCIOJHEHHBIX BHYTPEHHUX JOKYMEHTOB MEPEJAIOTCS B TE
CTPYKTYpPHBIE MTOAPA3AEIICHUS], KOTOPbIE, IBJISIMCH OCHOBHBIMU HUCIIOJTHUTEIISIMH.

71. Pa3MHOEHHBIE IK3EMIUISIPHI IIOIMCAHHBIX PYKOBOAUTENIEM U
3apEruCTPUPOBAHHBIX PACTIOPAIUTEIBHBIX JOKYMEHTOB B 00s3aTEIbBHOM MOPSIIKE
pPacChUIAIOTCS B CTPYKTYPHBIE MOAPA3/ICIICHUS, B BEIEHUH KOTOPBIX HAXOIATCSA
paccMaTpuBaeMbI€ BOIIPOCHI.

13. IlopsaaoK perucTpanuy J0KyYMEHTOB

72. Peructpanuu noajaexar Bce JOKYMEHTBI, TpeOyIolue yueTa, UCIIOJIHEHUs, 1
MCIIOJIb30BaHus B UHPOPMAIIMOHHO-CIIPABOYHBIX LIETSX.

73. Peructpaiusi JOKyMEHTOB OCYIIECTBIISETCS, IIEHTPAIM30BaHO ciyk60it JJOY.

B opranmzaiusx ¢ 601bIIMM 00HEMOM IOKYMEHTO000POTa JOMYCKAETCS
JELEHTPAIM30BaHHAs pETUCTPALMs JOKYMEHTOB. B 3TOM cilydyae TOKyMEHTHI,
MTOCTYNAOIIKNE HA PACCMOTPEHUE PYKOBOJICTBA OPTaHU3ALINH, PACTIOPSAUTEIbHbBIE
JOKYMEHTBI OpraHu3aluu, o0pameHus GU3nYecKux U IPUIHYECKUX JHUL, U
MeperrcKa 3a MoJIMUCHI0 PYKOBOJICTBA perucTpupytorces B cinyxkoe JJ0Y. JlokyMeHTHI,
MIOCTYTIAIOIIME B aIpEC CTPYKTYPHBIX NOAPA3IE€ICHUN OpraHu3alnii, IepenucKka 3a
MOANKCHIO0 PYKOBOJICTBA CTPYKTYPHOTI'O ITOAPA3/IEIICHUs] PETUCTPUPYETCS B
COOTBETCTBYIOIINUX CTPYKTYPHBIX ITOAPA3IEICHUSX.

JIOKyMEHTBI, IEpe1aBaeMble UM IPUHUMAEMBIE 110 KaHaJIaM CBSI3H,
peructpupyrotcs B ciyx0e JJOY unu B CTpyKTYpHBIX OAPA3IEICHUSX,
OCYILECTBIISIIONINX UX TIpUeM (Tiepeaauy).

74. JIoKkyMEHTbI pErUCTPUPYIOTCS B OpraHU3alMK OJUH pa3 — BXOAAIIHUE — B JCHb
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MOCTYIUIEHUSI, UCXOSIINE U BHYTPEHHUE — B JICHb MOJNUCAHUs (YTBEPKACHUSA).

JIOKyMEHTBI, He3aBEPIICHHBIE ACIIONPOU3BOJICTBOM, WU, TPEOYIOIIHE
JUTUTETBHOTO CPOKA UCTIONHEHHUS], IEPEPETUCTPALIUM HE TIOIJIEHKAT.

[Ipu nepenaye qOKyMEHTa JIJIsl UCTIOTHEHHUS (O3HAKOMIICHHS) U3 OJHOTO
MOApPA3EICHUS B IPYTO€ HA HIXKHEN CTOPOHE MOCIIEIHETO JINCTA TIOKYMEHTA WU Ha
ero o6opotHo# ctopone u PK® npocrapisieTcst 1aTa nepeaadu, HOBBIM
PETUCTPALlMOHHBIA HOMEP Ha JOKYMEHTE HE MPOCTABIISIETCS.

75. Peructpanusi JOKyMEHTOB-OTBETOB OCyllecTBIAeTCAa B PK® nHMIIMAaTUBHBIX
JIOKYMEHTOB. /JIOKYMEHTY-0TBETY MIPHUCBAUBAETCS MOPSIAKOBBIA HOMED B MpeJienax
COOTBETCTBYIOIIETO PErUCTPAIMOHHOTO MAaCCUBA.

76. B opranuzanuu npuMeHsitorces cienyrore PKO:

1) xkapTouKa perucTpaly BXOASAIIMX TOKYMEHTOB 110 hopme
corylacHO npuiokeHuto 10 k HactosmuM TUNoOBEIM paBUiIaM;

2) )KypHaJ perUuCTPaLMK BXOASIINX TOKYMEHTOB M KypHaJl PETUCTPALIU
HCXOASIINX U BHYTPEHHUX JTOKYMEHTOB 110 (hopMe COTJIaCHO MpuiokeHuto 11 k
HacTOAMUM THUIOBBIM IpaBUIIaAM.

7°7. YcTraHaBIMBAeTCs CIEAYIOUIUMN COCTaB CBEACHUN O JOKYMEHTE, ITOIJIEKAILNX
00s13aTEIHLHOM PETUCTPAIIUHN:

1) HauMeHOBaHME OpraHu3aIyy (aBTOpa WU KOPPECTIOHICHTA);

2) HaMMEHOBaHUE BUJIA IOKYMEHTA;

3) nata U perucTparMoOHHbI HOMEp MOCTYMHUBIIETO IOKYMEHTA;

4) 3aroJIOBOK K TEKCTY (KpaTKoe cojep)KaHue JOKYMEHTA);

5) pe3osntorust (MCOTHUTENh, COJEPKaHUE TOPYUYEHUs, aBTOD, J1aTa);

6) CpPOK MCIOJIHEHHUS IOKYMEHTA;

7) MOJNUCH UCIIOJIHUTENS O MOTyYEHUU JOKYMEHTA;

8) ormMeTKa 00 MCTIOTHEHUH IOKYMEHTA U HAIIPaBJICHUH €T0 B JIEIIO.

CocTtaB 00s513aTEJIbHBIX CBEJICHUI B 3aBUCUMOCTH OT XapakTepa JOKyMEHTa U
3a/1a4 UCTOJIb30BaHUS MHGOPMAIIUUA MOXKET JOTOJHITHCS IPYTUMH CBEJICHUSIMU
(HaM4Me NPUIOKEHUM, KOJIMYECTBO JINCTOB, MEPEMEIICHUE JOKYMEHTa BHYTPU
OpraHU3alllU, IEPEHOC CPOKOB UCTIOJHEHHUS U APYTHUE).

78. Uudopmarus o TOKyMEHTaX, MOJTyYeHHas TPU UX PETUCTPAIIH, TTOCTYIIAET B
MH()OPMAITMOHHO-TIOMCKOBYIO CHUCTEMY, KOTOpasi BKJIIOYAET B CeOsI KAPTOTEKH U
KJIaCCU(PUKAIIMOHHBIE CITIPABOYHUKH.

79. PK® cocTaBastOT CAEAYIOMINE KAPTOTEKHU:

1) mo xoppecnoHAeHTaMm;

2) no BUAaM JOKYMEHTOB;

3) o aBTOpaM JIOKYMEHTOB;
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4) KOHTPOJIbHBIE;

5) koauduUKaIMOHHBIC;

6) 1o oOparnieHusIM GU3NIECKUX U FOPUTUICCKUX JIUIT;

7) Apyrue B 3aBUCUMOCTH OT 3aj[a4 Morcka HHPOpMAaIIIH.

80. D dexTuBHOCTH pabOTHI HHOOPMAIIMOHHO-TTIOMCKOBOM CUCTEMBI JOCTUTACTCS
yTeM pa3padOTKH KJIACCU(PUKAITMOHHBIX CIIPAaBOYHUKOB (KJ1acCH(pUKATOP BOIPOCOB
JEeSATENBbHOCTH OpraHu3aliy, KI1acCU(PUKATOP BUAOB IOKYMEHTOB, KjIacCcu(pUKaTop
KOPPECIIOHIEHTOB, HOMEHKJIATYPHI J] U IPYTHE).

81. Ilons 3amucu 6a3bl JaHHBIX ABTOMATU3UPOBAHHON WH(OPMAITMOHHO-
MMOMCKOBOM CUCTEMBI JOJIKHBI TOJIHOCTHIO OTBEUYATH IMApAMETPaAM MOCIEIYIOIIETO
OTNEPATUBHOIO MOKUCKA JOKYMEHTOB M KOHTPOJIS 3a UCIIOJTHEHUEM JIOKYMEHTOB.

14. ITopsiI0K KOHTPOJISI MCIIOJTHEHUS IOKYMEHTOB

82. KoHTpob UCTIOJIHEHUS TOKYMEHTOB BKJIIOUAET IMTOCTAHOBKY JIOKYMEHTA Ha
KOHTPOJIb, PETYJIMPOBAHUE X0/1a UCTIOJIHEHUS, CHATUE UCTIOJITHEHHOTO JOKYMEHTA C
KOHTPOJIs1, HAllpaBJIEHUE UCTIOJIHEHHOTO JOKYMEHTA B JIeJ10, Y4eT, 0000I11eHre U
aHaJIN3 X0J1a ¥ pe3yJbTaTOB UCIIOJIHEHUS TOKYMEHTOB, HHOOPMHUPOBAHUE
PYKOBOJICTBA O COCTOSIHMH UCTIOJTHEHUS JOKYMEHTOB. CBeZieHUs! 00 UCIIOJTHEHUH
JIOKYMEHTOB, MOJUICKAIUX KOHTPOJTIO, U CBEICHHS 00 UCTIOJIHEHUN 0OpaIieHui
(bU3NYECKUX U IOPUANIECKUX JIUI 3aMOJHSIOTCS MO (POpMe COrTacCHO MPUIIOKEHUSIM
12 n 13 x HacTosimmM THUITOBBIM TIpaBUIIAM.

83. KoHTposI10 mojsiexaT BCce 3aperuCTpUpPOBaHHbIE IOKYMEHTHI, TPEOYIOIIHe
HCIIOJTHEHUSI, B TOM YHCJI€ IOKYMEHTBI MPOIUIBIX JIET, KOTOPHIE B CHUJTY Pa3TMYHBIX
MPUYHMH HE OBLIM UCTIOJIHEHBI U UX UCTIOTHEHUE TIEPEHECEHO Ha TeKyIuii roja. B atux
CIIy4dasix IepeperucTpanus J0OKyMEHTOB He MPoBOAUTCs, a B PK® yka3bIBarOTCsS BHOBb
YCTAHOBJICHHBIE CPOKH.

84. Axtel u nopyuenus [Ipesunenra Pecny6nuku Kazaxcran, AMUHHCTpaliiu
[Ipesuaenta PecmyOauku KazaxcTan cTaBsaTCsl Ha CIEAYIONTME BUABI KOHTPOJIS:

1) cpouHBIil — ¢ MOMETKaMH, «BEChbMa CPOYHO» - B TEUEHUE TPEX pabOUYuX JTHEH,
«CPOYHOY», KYCKOPUTHY - 10 JECATH pabO4MnX THEH;

2) KpaTKOCPOYHBIM — OT JECATH pabounx JHEH O OJTHOTO MECSIIa;

3) cpeaHeCpOYHBINA — OT OJTHOTO JI0 IIECTH MECSIICB;

4) 1OATOCPOYHBIN — CBBIIIE IECTH MECSIIEB.

CpoKku UCTIONIHEHUS TIOPYUYEHH, YCTAHOBJICHHBIE B aKTaX U MOPYUYCHUSIX
[Ipe3unenta Pecniyonuku Kazaxcran, Anmunuctpanuu Ilpesuaenrta PecnyOnuku
Kazaxcran, ucuucisroTcs B pabo4yux JHIX CO JHS UX MOCTYIUICHUSI B OPTaHU3AIIHIO.

B ciyyasix, ecinu B mOpyYeHHSIX HE YKa3aHbl CPOKU, TO OHU UCIIOTHSIOTCS B
MECSYHBIN CPOK ¢ BHeceHreM nHpopmanuu B ajgpec [Ipesuaenta Pecrybnuku
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Kazaxcran, Anmunuctpanuu [Ipesunenta PecniyOnnku KazaxcraH.

85. Axktbl u nopyuenus [IpasurenscrBa Peciyonuku Kazaxcran, [Ipembep-
Munuctpa Pecniy6nuku Kazaxcran unm ero 3amectureseit u PykoBoauresns
Kanuenspuu [Ipembep-Munuctpa Pecniy6nuku Kazaxctan craBarcs Ha clieyroniue
BUJIbI KOHTPOJIA:

1) cpouHBIil KOHTPOJIb C IOMETKAMH «BECHMA CPOYHO» — B TEUEHUE OJHOTO
pabodero IHS CO JHS MOCTYIIEHUS IOPYUYEHUS, CPOUHO», «YCKOPUTH» — HE NO3AHEE,
YeM 3a TpU pabouuX JHs, €CIIM HHOE HE YCTAaHOBJIEHO COOTBETCTBYIOIIUM
IIOPYYEHHEM;

2) KpaTKOCPOYHBIN KOHTPOJIb, HE MO3JHEE, YEM 3a MATh paboUYnX AHEH 10
YCTAHOBJICHHOT'O CPOKa UCITOJIHEHUS, €CJIM NHOE HE YCTAHOBJIEHO COOTBETCTBYIOIIUM
MIOPYYEHHEM;

3) cpelHeCPOUYHBIN KOHTPOJIb, HE TMO3AHEE, YEM 3a JIeCATh pabouux AHEH 10
YCTAHOBJIEHHOT'O CPOKa UCIIOJIHEHUS, ECJIM NHOE HE YCTAHOBJIEHO COOTBETCTBYIOIINM
MIOPYYEHHEM;

4) noArOCPOYHBIN KOHTPOJIb, HE MO3/IHEE, YEM 3a ABAALATh pa00OUUX JHEH 10
YCTaHOBJICHHOT'O CPOKa UCITOJIHEHUS, €CJIM NHOE HE YCTAHOBIIEHO COOTBETCTBYIOIIUM
IIOPYYEHHUEM.

CpOKu UCIIONTHEHUS IOPYUYECHUH, YCTAHOBJIEHHBIE B aKTaX U MOPYYECHUAX
[IpaBurenscTBa Pecybnuku Kazaxcran, [Ipembep-Munuctpa PeciyOnmku
Kazaxcran nim ero 3amectureneit u Pykosonurens Kanuensipun [Ipembep-Mununctpa
PecnyOnuku KazaxcraH, MCUUCISIIOTCS B paO0OUYUX THAX CO JTHSA UX MOCTYIUICHHS B
OpraHU3aLHIo.

B ciygasix, eciu B IOPYYEHHIX HE YKa3aHbl CPOKH, TO OHU UCITOIHAIOTCS B
MECSUHBIN CPOK ¢ BHeceHreM nHpopMainuu B ajpec [IpaButensctBa Pecmybnuku
Kazaxcran, [Ipembep-Munuctpa PecniyOnuku Kazaxctan wim ero 3amectTuTesei u
PykoBogutens Kanuenspuu [Ipembep-Munuctpa Pecriyonuku Kazaxcran.

Konrtponbnsie nopydenus Ilpesuaenta Pecnyonuku Kazaxcran u PykoBonurens
Anmunuctpanuu Ipesunenta Pecriyonuku Kazaxcran ¢ pe3ostonusiMu K HUM
[Tpembep-Munuctpa Peciy6auku Kazaxcran, ero 3amectureneid u PykoBogurens
Kannensipuu [Ipembep-Munuctpa Peciy6nuku Kazaxcran ucnomHsroTcs
OpraHu3alMsIMu He no3aHee 20-THEBHOTO CPOKa CO JIHA MOPYUYEHUS, ECIIH B
NOPYYEHUSIX HE YCTAaHOBJIEHBI MHBIE CPOKU. OpraHu3anus — COUCIIOIHUTEIb
HaIpasJIsieT CBOK MH(OPMAIIMIO OTBETCTBEHHON OpraHU3aluy — UCTIOJHUTEIO HE
NO3/THEE, YEM 3a IATh JHEU 10 UCTEYEHUS YCTAHOBIEHHOTO CPOKa.

86. CpoKM UCIIOJIHEHUS ITPOTOKOJIBHBIX MOPYUYEHHH, COIEPKALIMECS B IPOTOKOJIAX
3acenanuii [IpaBurensctBa PecyOnmku Kazaxcran u coemanuii y I'naBsr
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rocyaapcTBa, pykoBojacTBa [IpaButennpctBa Pecniybnuku Kazaxcran u PykoBoaurens
Kannenspuu [Ipembep-Munuctpa Pecy6nuku Kazaxcran, ucuucistorest co JHs
MPOBEJICHUS 3ace/ianus (coBenianus). B TouM ciiydae, eciu Ha 3acelaHiy (COBEIIaHUN)
ObLJT Ha3BaH CPOK MCIOIHEHHSI KOHKPETHOTO MOPYUYEHHUSI, TO COOTBETCTBYIOIINE
OpraHu3alliy, B aJJpec KOTOPBIX OBLJIO JAHO MOPYUYEHUE U MPEACTABUTENHN KOTOPBIX
MPUCYTCTBOBAJIA HA 3aCE€IaHUU (COBEUIAHUM ), IPUCTYMAIOT K UCIIOJTHEHHUIO
MOpYYEeHUH cpasy Mocie 3aceqaHus (CoBeIanus), He JOKUIAsICh MOCTYIICHUS K HUM
MIPOTOKOJIa 3aceaHusl (COBEIIAHMS).

87. KoHTpOIb UCHIOJHEHNS JOKYMEHTOB 10 CYIIECTBY BOIIpOCA BO3Jaraercs Ha
PYKOBOJUTENEH CTPYKTYPHBIX MOJAPA3ACICHUNA WIN JOJKHOCTHBIE JTUIA.

KoHTpoJ1b 32 cpOKaMH UCIIOTHEHUS JOKYMEHTOB, 32 CPOKAMU PACCMOTPEHHUS
oOpaileHnit GU3NIECKUX U FOPUANYECKUX JIUI] OCYIIECTBIsIeTCs ciyxooi [JOY.

88. IIpu oprannzannu KOHTPOJIS UCTIOTHEHUS ucnonb3ytores PKK, xypHans
peructpauuu. KoHTpoJsibHAst KapTOTEKAa CUCTEMATU3UPYETCA 110 CPOKAM HCTIOJTHEHUS
JOKYMEHTOB, 110 UCIIOJIHUTENSAIM, TPYyNIaM JOKYMEHTOB.

[Tpu HE3HAUNTETBHBIX 00bEMaX KOHTPOIUPYEMBIX TOKYMEHTOB, KOHTPOJIb
OCYIIECTBIISIETCS IIyTEM HaHECEHHs HeOOXOIMMBIX OTMETOK B JKypHaJlax
pEruCTpaLyy.

89. JIOKyMEHT CHUMAETCS C KOHTPOJISI PYKOBOAUTEIEM, TOCTABUBIINM €r0 HA
KOHTPOJIb, WJIM TI0 €10 MOpyYEeHHUI0 — ciryxo0ii JJOY.

15. Ilopsaaok y4yeTra ¥ XpaHeHHs nevyareil, IITAMIIOB M 0JIAHKOB

90. Yuer, ncnonb30BaHue, XpaHEHUE U YHUUTOKEHUE ME€YaTHO-0JIaHOYHOU
MPOAYKIMH, [I€YATEH, IITAMIIOB, IMOJJICKAIINX 3aLIUTE, U CPEACTB 3aIIUTHI
JOKYMEHTOB, OCYIIECTBIISIIOTCS TOJXKHOCTHBIMU JIMIIAMU, Ha3HAYa€MbIMU MTPUKa3aMHU
(pacnopspKeHUSIMH ) PYKOBOJUTENIEH OpraHU3alnii.

91. T'ocynapcTBeHHast opraHu3aliysi IMEET OJIHY IeYaTh C U300pakeHuEM
IN'ocynapctBennoro I'epba Pecnyonuku Kazaxcran.

[Ipu HE0OXOAUMOCTH CTPYKTYPHBIE MOAPA3AEICHUS TOCYIapCTBEHHON
OpraHu3allid UMEIOT MeyvaTu (1TaMIibl) ¢ u3oopaxenuem ['ocynapcrBennoro ['epoa
Pecny6nuku Kazaxcran u 0IMHAKOBBIM TEKCTOBBIM COJIEP>KaHUEM, TEKCTOBAs 4acTh
JOTIOJIHAETCS MOPSAIKOBBIM HOMEPOM HJIM CUMBOJIOM (CHUMBOJIAMU).

92. Yyer neyatHO-0JJaHOYHON MPOAYKIIMH, TT€YaTEH, ITAMITOB, ITOIJICKAIITUX
3allUTE, U CPEJICTB 3ALUTHI JOKYMEHTOB BEAETCSI B PETUCTPALIMOHHBIX YUYETHBIX
(dbopmax, onpeneaeHHbIX HACTOSIIUMH THUIIOBBIMU ITpaBUIIaMHU.

93. Yuer neuatHo-01aHOYHOW MPOAYKIIMHU, TTOJICKAIIICH 3alIUTe, B TOM YUCIIE C
n3ooOpaxxenuem ['ocynapctBennoro ['ep6a PecnyOnuku KazaxcraH, u Bbijaua BeeTCs
B )KypHaJie yueTa U BbIJIaud NeYaTHO-0TaHOYHOM MPOAYKITNH, TTOJJIeKAIEH 3aIlnTe,
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1o ¢opMe COTIIACHO MPUIIOKEHHIO 14 K HacTOSTIMM THIIOBBIM ITpaBUIaM.

JlaHHBIN )KypHAIT 3aBOIUTCS HA KAXK]IbIN BUJ] IEYaTHO-O0JIAaHOYHON TTPOTYKIIUH,
nojtexarniei 3ammre. bianku dumek ¢ nzoopakennem ['ocynapctennoro ['epba
PecniyOnuku Kazaxcran He mojasiexxar CriequalbHOMY YUETy.

94. Boijaua 01aHKOB, OAJIEKAIIMX 3AIIUATE, IPOU3BOAUTCS MO PACIIUCKY B
COOTBETCTBYIOIIUX PETUCTPAIMOHHBIX YUETHBIX (hopMax, MPeayCMOTPEHHBIX
BEJIOMCTBEHHBIMH HHCTPYKIUSMH OpraHU3alUu.

95. Ha xonusx 3aroiaHeHHbIX 0JIaHKOB ¢ u3o0paxkeHueM I'ocynapctsennoro ['epba
Pecny6muku Kazaxcran, nmpeHazHauYeHHBIX TSI PACCHUIKH, MPOCTABIISETCS HOMED
AK3EMILISIPA U N€YaTh OPraHU3aluu.

96. Pa3MHOXEHME 1 KOITUPOBAHUE CPEICTBAMH ONIEPATUBHOMN ToIUTpapuu
HE3aIOJIHEHHBIX 0JIAHKOB, MOJIJIC)KAIUX 3aIlUTE, HE TOMyCKACTCs.

97. Yder neuaTeil, TaMMIOB, MOJICKAINX 3alUTE, U CHEIMaIbHOM
IITEMITEJIBHOM KPaCKH ¢ XUMUYECKUMH 100aBKaMH, UMEIOIIUMH UHIUBUTyaIbHbIS
CBOMCTBA C II€JIbI0 3aIUTHI OT MOJCIKHY, a TAK)KE X BblJIaua BEICTCS B KypHAJIe
ydeTa U BbIJJa4M MevaTei, mTamMmoB ¢ nzo0paxenuem I'ocynapctsennoro ['epba
Pecny6muku Kazaxcran u crienianbHOM MITEMITeTbHON Kpacku 1o ¢hopme
COTJIACHO MPUJIOKEHUIO 15 K HacToAmKUM THUIOBBIM ITpaBUJIaM.

98. Yuer nepbeBbIX aBTOPYUECK, 3aMPaBICHHBIX CHEIUATbHBIMUA YEPHUIIAMH C
XUMHUYECKUMHU T0OaBKaMU, UMEIOIIUX WHIUBUIyaIbHbIE CBOMCTBA C IEJIbIO 3aITUThI
OT MOJJICTKH MOJMUCEH TOMKHOCTHBIX JIMII, U UX BblJadya BEJETCA B )KypHaJle ydyeTa u
BBIJIaYU NIEPHEBBIX ABTOPYUECK, 3aMPABJICHHBIX CICIIMAIBHBIMU YEPHUIAMH, TIO opMe
COTJIACHO MPUJIOKEHUIO 16 K HacToAMKUM THUIOBBIM ITpaBUIIaM.

99. 3aroyI0BKU pETUCTPAITMOHHBIX YYETHBIX (DOPM BKIIOUAIOTCSI B HOMEHKIIATYPY
JIe]1 OpraHu3aluu.

JIucThl KypHAJIOB HYMEPYIOTCS, IPOIIMBAIOTCS ¥ ONEYATHIBAKOTCS.

100. Ilepegaya qpyromy J0IKHOCTHOMY JIUIY HEUCIIOJIb30BAHHOM MEYATHO-
0JIaHOYHOM MPOAYKIMH, TIeUaTel, IITAMIIOB, MOJJICKAIUX 3aIUTE, a TAKKE CPEJICTB
3aIUThl JOKYMEHTOB U PETUCTPALIMOHHBIX (hOPM K HUM OOPMIISIETCSI aKTOM MpHreMa-
nepeaaur neyaTHO-0JIaHOYHOM MPOAYKIINH, TTeUaTel, IIITaAMITOB, TTOJICKAITIX
3aIlliTe, CPEJICTB 3AIIUTHI JOKYMEHTOB U PETUCTPAIIMOHHBIX YUYETHBIX (POPM K HUM I10
dbopme coracHo mpuiiokeHuto 17 kK HacTosuuM THUTTOBBIM MpaBUIIaM.

101. [TeyaTtHO-01aHOYHAS TPOTYKIIMS, TIEYATH, IIITAMIIBI, MTOJJICKAIIUE 3AIIUTE, U
CpEACTBa 3alIUThl TOKYMEHTOB XPaHSITCS B ONl€UaThIBAEMBIX ceidax min
METAJTNYECKUX MKadax.

102. YHuuTOXEHNE UCIOPUYEHHOM MeYaTHO-0JaHOUHON NPOAYKIMH, MO JIexKaIlen
3allKTe, MPOU3BOAUTCS C COCTABIICHUEM aKTa O BBIICIECHUU K YHUUYTOXEHUIO
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MCIIOPYEHHBIX FK3EMIUIAPOB MEYaTHO-O0JIAHOYHOM MPOTYKIIUH, MOAJIeKAILEH 3alUTe,
1o opme coryiacHO MPHUIIOKEHUIO 18 K HacTosIKM THIOBBIM MpaBUiiaM U
IIPOCTABJICHUEM COOTBETCTBYIOLIUX OTMETOK B KypHAJIaX y4eTa U BbIJIaY [I€YATHO-
OJIaHOYHOM MPOTYKIINH, TOAJIeKAILEH 3alHTe.

103. YHuuTOXKEHHE TI€YaTe U MTAMIIOB, MOJICKAIINUX 3alIUTE, IPOU3BOIUTCS C
COCTABJICHHEM aKTa O BBIJCICHUH K YHUUTOXKEHHIO NIeYaTe U ITaMIIOB,
MOJJIeXKAIINX 3allUTe, IO POopMe COTIACHO MPUIIOKEHUIO 19 Kk HacTosKM TUnoBsIM
MpaBujaM U NPOCTaBICHUEM COOTBETCTBYIOIIMX OTMETOK B )KypHaJe y4eTa U BbIJauu
neyarei, mMTaMIoB ¢ u3oopaxxkenuem ['ocynapcrsennoro ['epba PecriyOmimku
Kazaxcran n cienuanbHOM IITEMIIEIIBHOW KPACKH.

104. YHUUYTOXKEHUE CPEJCTB 3alIUThI TOKYMEHTOB (B TOM YHUCJIE EMKOCTEM U3-T10]]
CHeUaIbHBIX YEPHUII U IITEMIIEJIbHON KPACKH, UCIIOPUYEHHBIE IITEMITEJIbHbIE
MOAYIIKHU, 3aMPABJICHHBIE CHEIUATIbHBIMU IITEMIIEIBHBIMA KPACKAMU, IEPHEBBIC
aBTOPYYKH, 3aMPABJICHHbIE CHEIUATbHBIMA YEPHUIIAMH ) TPOU3BOAUTCS C
COCTABJICHHEM aKTa O BBIJEICHUH K YHUUTOXEHHUIO CPEJICTB 3aIUThl JOKYMEHTOB 10
dbopme cormacHo mpuiiokeHuto 20 K HACTOAIUM TUTIOBBIM MpaBUIIaM U
IIPOCTABJIICHHEM OTMETOK B COOTBETCTBYIOLIMX KYpPHAJIaX y4eTa U BbIJIa4H.

105. Ilpu peopranu3anuu Uiy JUKBUIAIANA OpTraHu3aiuy, Gprimana
(IpencTaBUTENbCTBA) YHUUTOXKEHUE HEMCIIOJIB30BAHHOM MeYaTHO-0JJaHOYHON
MPOJYKLHH, TTeYaTeH, IITaMIIOB, TOAJIEKAIIHNX 3aIUTE, @ TAKKE CPEJICTB 3alUThHI
JOKYMEHTOB MPOU3BOJUTCS C COCTABICHUEM aKTOB MO (popmam
coriacHo npuioxkenusm 19, 20, 21 k HacTosimuM THUITOBBIM TIpaBUIIaM,
YTBEPKIAEMBIX PYKOBOJIUTEIEM OPTaHU3aLMU WIH NIPEACeaaTeNIeM JUKBUIALMOHHON
KOMHCCHH, U TPOCTABIEHUEM OTMETOK B COOTBETCTBYIOIIMX KypHAJIaX y4yeTa U
BbIJIaYU.

VYHUYTOXEHNE UM TAJIbHENIIEE XPaHEHUE KYPHAJIOB U IPYTUX
PErHCTPALMOHHBIX YUYETHBIX JOPM OCYLIECTBISETCA B COOTBETCTBUU C
3aKOHOJATeIbCTBOM PecnyOnuku KazaxcraH 1o coriiacoBaHuio ¢ EHTPATbHBIM
roCyJapCTBEHHBIM OPraHOM YIIPaBJICHUS apXUBAaMU U JOKYMEHTALIMEN W1 MECTHBIM
UCIIOJTHUTENIbHBIM OPraHOM B 00JIACTH apXMBHOIO JI€JIa U IOKyMEHTAaluU 00JI1acTH,
ropojia pecinyOIMKaHCKOTO 3HAYEHUS U CTOJIUIIBI.

106. TIpoBepka HamU4Ms IK3EMIUISIPOB NIEYATHO-0JTAHOYHOM MPOAYKITUH, TI€UaTEeH,
LITAMIIOB, MMOJUIEKAIMX 3aLIUTE, U CPEACTB 3aIUThl JOKYMEHTOB IIPOU3BOJAUTCS HE
peXke OJJHOTO pasza B TOJ] KOMUCCUEHN, CO31aBaeMOIl MPUKa30M (pacropsiKEHUEM )
PYKOBOJIUTENSI OPTraHU3ALINH.

107. OTmeTKH 0 pe3ynbTaTax NPOBEPOK MPOCTABISAIOTCS B KypHAIAX y4yeTa U
BBIJIa4YH 110 hopMaM COTJIaCHO NpuiokeHusiM 14, 15, 16 k HacTosuM THUITOBBIM
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MpaBUIIaM.

108. Ilpu yrepe neuatu (mramma) ¢ uzoopaxkenuem ['ocynapctennoro ['epba
PecnyOnuku Ka3zaxcran npeanpuHUMAalOTCs Bce HEOOXOAUMBIE MEPHI 110 PO3BICKY, B
Clly4ae OTpULATEIBHOIO Pe3yJIbTaTa pO3bICKa COCTABIISAECTCA aKT MPOU3BOJIBHON
(bopMBbl, yTBEPKIAEMbIIl pYKOBOAUTEIEM OpraHUu3aliu.

16. Ilopsaaok cocTaB/IeHHSI HOMEHKJIATYPBI e, (POPMHUPOBAHUS M XPAHEHUS J1eJ1

109. Homenknatypa aen npeaHa3HadeHa Jjisi TpyNIUpOBKY UCTIOJTHEHHBIX
JOKYMEHTOB B JieJla, CACTEMATU3ALIMM U YU€Ta JIEJ, ONPENESICHUs CPOKOB UX XPaHEHUS
U SIBJIIETCS OCHOBOM ISl COCTABJICHHSI ONUCEN JIEN IIOCTOSIHHOTO M BPEMEHHOTO
(cBbiie 10 neT) XxpaHeHus, a TakKe JIJIs ydeTa eyl BpemeHHoro (1o 10 net
BKJIIOUYMTEIIHHO) XpAHEHUSI.

110. B HOMeHKIIaTypy A€ BKJIIOYAKOTCS BCE JOKYMEHTBI, CO3/1aBa€MbI€ B
OpraHU3alMK U MOCTYMAIOIINE B OPraHU3alnI0. DJIEKTPOHHbIE TOKYMEHTHI U 0a3bl
JAHHBIX BKJIIOYAIOTCS B HOMEHKJIATYPY /i€l Ha OOIIMX OCHOBAHMUSIX.

111. B Homenknatype aen puxcupyercs popMa JOKyMEHTA — JIEKTPOHHAs €
yKa3aHueM HOCHUTEINS nH(popMaIuu, uin OymMaxHasl.

112. ITpu cocTaBneHUM HOMEHKIIATYPHI J1€71 PYKOBOJACTBYIOTCS YUpPEAUTEIbHBIMH
JOKYMEHTAMU, TIOJIOKEHUSIMU O CTPYKTYPHBIX MOJIPa3ACIICHUSX, TI0KHOCTHBIMU
WHCTPYKIUSIMUA PA0OOTHUKOB, TUTIOBBIMHU, OTPACIICBBIMU (BEITOMCTBEHHBIMHU )
MEepEYHSIMH JIOKYMEHTOB C YKa3aHHUEM CPOKOB XpaHEHHUS, TATIOBBIMU (TPUMEPHBIMU )
HOMEHKJIATYpaMH I, CTPYKTYpOH (IITaTHBIM pACTIMCAHUEM ), IIJITAHAMU U OTYETAMU O
paboTe, U3y4aroTcsl BUJIbI, COCTAB U COACPKAHUE JOKYMEHTOB, 00pa3yloMMXcs B
NEATEIIbHOCTH OPraHU3aLNH.

113. HomenkmaTypa jaein no ¢gopMe COTJIacHO MPUITOKEHUIO 22 K HACTOS UM
TumoBeIM npaBmiIaM cocTaBisieTcs (He mo3aHee 10 qekabps TeKyIiero rojaa) ciayx0om
JIOY Ha ocHOBE HOMEHKJIATYP JI€J1 CTPYKTYPHBIX MOAPA3AEIECHUN, TPEACTABICHHBIMU
COOTBETCTBYIOIIUMHU MOJPA3ICTCHUSIMHU.

114. BHOBB cOo3/1aHHOE MOJpa3/iefieHne 0053aH0 B MECSUHbBINA CPOK pa3padoTaTh
HOMEHKJIATypy JIeJ1 OApa3/ieJIeHUsl U IPEICTaBUTh €€ B ciiyx0y J{OVY.

115. HomenknaTypa ien opraHu3aiuy MOIUCHIBAETCS PYKOBOJIUTEIEM CITY>KObI
JTOYVY, coriacoBbIBaeTCs ¢ SKCIEPTHON KOMUCCHEN OpraHu3aluu
(manee — DK), ¢ akcnepTHON MPOBEPOYHOM KOMHUCCHEHN rOCYIapCTBEHHOTO apXUBa
(MecTHOTO HcOTHUTENBHOTO oprana) (manee — 1K), B KOTOpbIN JOKYMEHTHI
MEepPEeAA0TCS HA IOCTOSIHHOE XPaHEHUE, U YTBEepKAaeTcs (He MO3/Hee KOHIIA TEKYILEro
rojia) pykoBoauTesnem opranuzanuu. CornacoBbIBa€TCsS HOMEHKIIATYpa Je C
roCyJapCTBEHHBIM APXUBHBIM YUPEXKICHUEM HE PEXE OJHOrO pasza B 5 JIET, €ClU He
OBLJIO KOHIIENTYaJIbHBIX U3MEHEHUH B (DYHKIMSIX U CTPYKTYPE OpraHU3allUU.
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Opranu3zaiuu He SBJISIIOIIUECS UCTOYHUKAMU NONOJIHeHUsT HallMoOHAIbHOTO
apXUBHOTO (POHJAa MOTYT HE MPEACTABIIATH HOMEHKJIATYPHI JIe] Ha COTIacOBaHUE
OIIK.

116. Homenknarypa fen neyaraercss B HEOOXOJUMOM KOJIMUYECTBE IK3EMILISIPOB.
OnuH K3eMIUSIp YTBEPKICHHOW HOMEHKJIATYPBI XPAHUTCS B TOCYIAPCTBEHHOM
apXHBe, C KOTOPBIM OHA COTJIACOBBIBAJIACK.

117. HomeHknaTypa e B KOHIIE KaKI0TO I'0/1a YTOUHSETCS, YTBEPKAAETCS
PYKOBOJIMTENIEM OpTraHU3AllMKM U BBOJUTCS B IEUCTBHE C | STHBAPS CIEAYIOLIErO
JEJOIMPOU3BOACTBEHHOTO TO/A.

118. Ha3zBanusiMu pa3aesioB HOMEHKIIATYPHI JIEJT SIBJITFOTCSI HAMMEHOBAHUS
CTPYKTYPHBIX MOAPA3AEICHUN, KOTOPBIE PACIIOJIAraloTCsl B COOTBETCTBUU C
YTBEP>KICHHON CTPYKTYpOU opranu3zanuu (mrataoe pacnucanue). [lepsolil pazaen
HOMEHKJIATypbl BKIIFOUAET 3ar0JIOBKH JIell, COJIep Kalllie pacopsIMTEIbHYIO
JOKYMEHTAIUIO U JOKYMEHTbI KOHCYJIbTATUBHO-COBELIATENbHBIX OPraHOB
BO3IJIaBJISIEMBIX PYKOBOJICTBOM.

119. JlokyMeHTHI pUIHAIOB U TIPEICTABUTEILCTB MOTYT BHOCUTCS B KAUECTBE
pa3/iesioB B HOMEHKIIATYPY JIe7l OpraHU3alliH.

CaMoCTOsTEIbHBIM Pa3/IeIOM HOMEHKJIATYPHI 1€ MOXKET ObITh HANMEHOBAHUE
00111eCTBEHHOM opraHu3aiuy. JJaHHbBINH pa3ieln pacroaraeTcs ocjie BCexX pa3/eoB
HOMEHKJIATYPHI JIeJl OpraHU3alIHH.

120. g opranuszanuu, He UMEIOIIEH CTPYKTYPbl, HOMEHKJIATYpa JIeJI CTPOUTCS
10 MPOU3BOJICTBEHHO-0TPACIEBOMN WK (PYHKIIMOHAIbHOM cxeme. HanmeHnoBaHus
pa3/ieioB JIOJKHBI COOTBETCTBOBATH HAMPABJICHUSM JIEATEIIbHOCTH OpraHU3alUu.

121. JIng moaBEeIOMCTBEHHBIX OpraHU3alMii ¢ OJHOPOIHBIM COCTAaBOM
TOoKyMeHTOB ciry>k00# JIOY BeimecTosero oprata (BbIIIECTOSIIECH OpraHu3aIium)
pa3pabaThIBAIOTCS TUTIOBBIE (MPUMEPHBIC) HOMEHKIIATYPHI Jiel. Takue HOMEHKIIATYphI
MOJJIEXKAT COTJIaCOBAHUIO C HEHTPAIBHBIM ITOCYAApPCTBEHHBIM OPTaHOM YIIPABIICHUS
apXvBaMU U IOKYMEHTAIMEW UM MECTHBIMHU UCIIOJTHUTEILHBIMU OpTraHaMH 00JIacTel,
ropojia pecrnyOJMKaHCKOTO 3HaYEHUS U CTOJIULIBI.

17. Iopsaok opopMIeHUST HOMEHKJIATYPHI J1e]

122. B HOMEHKJIaTypy J€J1 BKJIFOYAIOTCs 3ar0JIOBKHU JIEJ1, OTPAYXKAIOIIUE BCE
JTOKYMEHTUPYEMbIE YYaCTKUA PaObO0ThI OPraHU3aIliy, B TOM YKCIIE JIMYHBIE JIeTa, ONUCH
nei, PK®, KOHTpoIbHO-CIIPaBOYHbBIE, TEMATUYECKUE U IPYTUE KAPTOTEKH, A TAKIKE
0a3bl JaHHBIX.

[leyaTHble U3AaHUS B HOMEHKJIATYPY J1€71 HE BKIIFOUAIOTCS.

123. B rpade 1 HOMEHKIATYpHI 1€7 NPOCTABISAIOTCS MHAEKCHI KaXI0TO Aea,
BKJIFOUEHHOTO B HOMEHKJIaTypy. MHIeKC emna coCTOUT U3 HUPPOBOro 0003HauEHUs
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CTPYKTYPHOTO MOAPa3IeIeHHs U MOPAIKOBOTO HOMEpa 3arojioBKa Jiena mo
HOMEHKJIATYpE B MpeJieiax CTPYKTYPHOTO MOApa3ieieHus. DIEMEHTh HHACKCa
OTJIEJNSIOTCS IPYT OT Apyra AeQHUCOM.

B HOMeHKIaType /e peKOMEHAYETCsl COXPaHATh MOPSAIOK PAaCIOIOKEHUS
OJIHOPOJHBIX €N B MPEJENaxX pa3HbIX CTPYKTYPHBIX MOAPA3ACICHUN, 1S
MEePEXOAIINX 1] UHJIEKC COXPAHSIETCS.

124. B rpady 2 HOMEHKJIATYpPHI JIeJT BKIIOYAIOTCS 3ar0JI0BKH JieJ1 (TOMOB, YacTek).

TpeOGoBaHus K 3ar0JIOBKY:

1) 3aro0BOK Jiena TODKEH YeTKO, B 00001eHHON (hopMe oTpakaTh OCHOBHOE
COJIep’KaHue U COCTaB IOKYMEHTOB JIEJIa;

2) He momycKaeTcs ynoTpeOieHne B 3aroJIoBKe Jiejla HEKOHKPETHBIX
(hopMyJIHPOBOK («pa3Hbie MaTEpHAIbD», «O0IIAs MEPETHCKay, «KHUCXO I
KOPPECTOHICHITUS «BXOSAIINE JOKYMEHTBD»), & TAKXKE BBOJHBIX CJIOB U CII0KHBIX
000pOTOB;

3) 3aroJI0BOK JIeJa JOJIKEH COCTOATh U3 AJIEMEHTOB, PACIIONIaraeMbIX B
clieyrolel mocaea0BaTeIbHOCTH:

Ha3BaHUE BUJA Jela (TIepenucKa, >KypHal U IPYrue) Wik pa3HOBUTHOCTH
JIOKYMEHTOB (IIPOTOKOJIbI, IPUKA3bl U APYTHUE);

HA3BaHME OPTaHHU3AIUH WU CTPYKTYPHOTO MOApa3ieieHus (aBTOp JOKYMEHTA),
Ha3BaHUE OpraHU3alMK, KOTOPOU OYyT aipecOBaHbl MJIK OT KOTOPOU Oy1yT
MOJTyY€HBI TOKYMEHTHI (apecat WK KOPPECIOHIEHT TOKyMEHTA);

KpaTKOe cofiepKaHNe TOKyMEHTOB JIeNa;

HAa3BaHUE MECTHOCTH (TEPPUTOPHUH), C KOTOPOH CBA3AHO COJCPKaHUE TOKYMEHTOB
aena;

nata (rmepuon), K KOTOPbIM OTHOCATCS IOKYMEHTHI JIEJ1a;

4) B 3ar0JIOBKAaX JEJI, COJAEPKAIINX JOKYMEHTHI 10 OJTHOMY BOIIPOCY, HO HE
CBSI3aHHBIX MTOCJIEJIOBATEILHOCTHIO HCIIOJIHEHNS, B KAYECTBE BHIA Jeiia
ynotpebmnsiercss TepMuH «JlokyMeHTbI». TepMUH «TOKyMEHTBD TPUMEHSFOTCS TaKKe
B 3aroJIOBKaXx JIeJl, COAEPKAIINX TOKYMEHTHI — IPUIIOKEHUS K KaKoMYy JI00
JOKYMEHTY U 0(OpMIISIOTCS clieayroium oopazoM «lIporokosn (s1) 3acenanus (uii)
CoBeTta TUPEKTOPOB KOMITAHUH U IOKYMEHTHI K HUM» WU «J{OKyMEHTBI K TPOTOKOTY
3acenanust CoBeTa TUPEKTOPOB KOMIIAHUNY,;

5) B 3arooBKax Jiell, CoJAepKaIlIuX MEPENUCKy, YKa3bIBaeTCs, C KEM U TI0 KAKOMY
BONIPOCY OHa BeneTcs. B ciiydae BeeHUs MepEenucKy ¢ OJHOPOIHBIMH
KOPPECMOHIEHTaMH, B 3ar0JIOBKAaX yKa3bIBaeTCs UX 00IIee BU0BOE HA3BAHNUE;

6) B 3ar0JIOBKax JIeJ, COAEPKAIIUX MEPEMHUCKY ¢ 60jee TpeMs pa3sHOPOIHBIMU
KOPPECTIOHIEHTaMH, UX HAUMEHOBAHMSI HE TIEPEUUCIISIIOTCS;
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7) ipu 0003HAYEHUH B 3ar0JIOBKaX [ aIMUHUCTPATUBHO-TEPPUTOPHATLHBIX
€IMHULl YIYUTHIBACTCS CIEIYIOIIEE:

€CJIM COJIEpKaHHE JieJIa KacaeTCs HECKOIbKUX OJHOPOIHBIX aIMUHUCTPATUBHO-
TEPPUTOPUATHHBIX SMHHMII, B 3aTOJIOBKE JIejIa HE YKa3bIBAIOTCA UX KOHKPETHBIC
Ha3BaHUs, a YKa3bIBaeTCA UX O0LIee BUIOBOE Ha3BAHUE;

€CJIM COJIEpKaHue Jieia KacaeTcsl OJIHON aAMUHUCTPATUBHO-TEPPUTOPHATBHON
eMHUIIBI (HACeJIEHHOTO IMYHKTA), €€ (ero) Ha3BaHWE YKa3bIBAC€TCs B 3ar0JIOBKE JIeNIa;

8) B 3aroyioBKax Jiej, COAEPKAIMX MIAHOBYIO WM OTYETHYIO TOKYMEHTAIIMIO,
yKa3bIBaeTCs epuo (KBapTaj, roj) Ha (3a) KOTOPbIA COCTABIICHBI IIaHbI (OTYETHI);

9) 3aronoBKu Cy/1eOHBIX, CIEICTBEHHBIX, JIMYHBIX, IEPCOHATBHBIX, apOUTPAKHBIX
U APYTHX JeN, COACPKAIIUX TOKYMEHTBI, CBSI3aHHBIE TOCIIEI0BATEIIEHOCTHIO
JIEJIOMPOU3BOCTBA IO OJHOMY BOIIPOCY, HAUUHAIOTCS CO coBa «/lenoy;

10) ecnu neno OyAET COCTOSITh U3 HECKOIBKMX TOMOB MJIM YacTe, TO
COCTaBJIsIETCs] OO 3ar0JIOBOK JI€JIa, a 3aTeM MPU HEOOXOIUMOCTH COCTABIISIIOTCSA
3aroJIOBKM Ka)KI0ro ToMa (4acTH), yTOUHSIOIIME COIepKaHUE 3aroJioBKa Jiefa.

125. 3aronoBku ell BHYTPHU pa3/ielioB HOMEHKJIATYPbl PacloiaratoTcs B
COOTBETCTBHUH CO CTEMEHbIO BAKHOCTHU JJOKYMEHTOB, COCTABIISIONINX JeJIa, U UX
B3aMMOCBSI3bIO.

Bnauane pacnonararoTcst 3aroJIoBKH J1eJl, COJEpKalliX HOPMAaTUBHYIO MPABOBYIO
nokyMeHTaiuio. [Ipu 3ToM 3arojoBKH J1el1, COACPKAIIUX TOCTAHOBJICHUS U TTPUKA3bI
BBIIIECTOSAIIMX OPraHU3alUi, pacoIaratoTcsl Iepesl 3arojloBKaMu Je ¢ pUKa3aMu
opranuzanuu. Jlanee pacnosararotcs 3arojoBKH A€, COAEPK AKX MJIaHOBBIE U
OTUYETHBIC IOKYMEHTHI.

[IpoexThI pacriopsIAUTENBEHBIX JOKYMEHTOB U IPYTUe JOKYMEHTHI IO MX
MOATOTOBKE, U3MEHEHHMS K TJIaHaM, OCHOBAHUS K MPUKa3aM MOMENIAIOTCS B
HOMEHKJIAType JIeJ BCJIE]] 32 COOTBETCTBYIOIIIMMHU OCHOBHBIMHU JJOKYMEHTaMHU.

3aroj0BKU e, 3aBE€ACHHBIX 10 reorpauueckoMy U KOPPECIOHAEHTCKOMY
MIpU3HAKaM, BHOCSTCS B HOMEHKJIATYPY JIedl 10 andaBUTy reorpadudecKux Ha3BaHHUM
U KOPPECTIOHJEHTOB.

3arooBKH eI MOTYT YTOUHSTHCS B mporecce GopMUpPOBaHUS U 0HOPMIICHUS
nen. Ecnu B TedeHue rojia BOSHUKAIOT HOBBIE IOKYMEHTUPOBAHHBIE YYaCTKU PaOOTHI,
HE TIPETYCMOTPEHHBIE JIeJIa, OHU JIOMOJIHUTEIFHO BHOCSTCS B HOMEHKJIIATYPY.

126. I'pacda 3 3anonHseTcs Mocie 3aBepIIeHs KaJeHIapHOTo roja.

127. B rpade 4 yka3bIBatOTCSl CPOKHM XpaHEHUS Jiejia CO CChIIKOM Ha HOMepa
MYHKTOB (CTaTel) TUIIOBOTO UM BEJIOMCTBEHHOIO (OTPaCIEBOI0) MepeyHs
JOKYMEHTOB C YKa3aHHUEM CPOKOB MIX XpPaHEHHMS, PH UX OTCYTCTBUU — HA TUITOBYIO
(mpuMepHYy10) HOMEHKIIATYPY Jedl.
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128. B rpade 5 cmyx60ii IOV yka3piBatOTCsI HAMMEHOBAHUS TIEPEUHS
JIOKYMEHTOB, TUIIOBOU (MPUMEPHOI ) HOMEHKJIATYPbI J€J1, UCII0JIb30BAHHBIX MTPU
ONpPEICIICHUN CPOKOB XPAHEHUS J€J, U IEJIAI0TCSL OTMETKH O MEPEXOIAIIUX Jelax,
0c000 IIEHHBIX IOKYMEHTAaX | JieJiaxX, epeaade el B IPyroe CTpyKTypHOe
MOAPA3AEICHUE UM OPTAaHU3ALMIO ISl X MPOJOJLKEHUS, B apXUB OpraHU3allNH,
HaJIMYUU SJEKTPOHHBIX KONMUN JOKYMEHTOB, BUAE U MECTE XPAaHEHUS UX HOCUTEIICH.

129. I1o okoHYaHUU T'0/Ia OCYIIECTBIACTCS CBepKa (YTOUHEHHE) 3ar0JI0OBKOB
HOMEHKJIATYphl ¢ (DaKTUYECKUM COCTABOM JIOKYMEHTOR JieJia U UX cojepkaHueM. B
KOHIIE HOMEHKJIATYPHI JIeJT JEIAeTCs UTOrOBas 3alIUCh O KOJUYECTBE 3aBEICHHBIX €
(TOMOB).

CBeeHMs 0 KOJMYECTBE 3aBEICHHBIX JIeJT COOOIIAIOTCS apXUBY OpraHU3AIIHH.

18. Ilopsinok popmupoBanus e
130. McnosniHeHHbIE JOKYMEHTBI (P OPMHUPYIOTCSA UCTIOTHUTENIEM B Jiea B
COOTBETCTBHH C HOMEHKJIATYpoil jes. @DopMupoBaHue J1eJ1 BHE HOMEHKJIATYPHI J1e]1 HE
JIOTyCKaeTCsl.

131. KonTpoas 3a hopMupoBaHueM Jie ocymiecTBiseT ciyxoa JI0VY.

132. Tlpu popmupoBanuu 1en COOTIOIAIOTCS CISAYIONINE O0IIe TPeOOBaHUS:

1) B 1e10 MOMENnIaroTCsl TOJIBKO UCTIOTHEHHBIE, TPAaBUILHO 0(DOPMIICHHBIC
JIOKYMEHTBI, COOTBETCTBYIOIIHUE IO CBOEMY COJICP>KaHUIO 3ar0JIOBKY Jieja 1o
HOMEHKJIAType e,

2) B JIeJIO TTIOMEIIAIOTCSl BMECTE BCE IOKYMEHTBI, OTHOCSIIIUECS K pa3pelieHuI0
OJIHOTO BOIpOCa.

[TpunoxkeHus K JOKyMEHTaM, HE3aBUCUMO OT JIaThl UX YTBEPKICHUS WU
COCTABJICHHUSI, IPUCOEIUHSIIOTCS K JOKYMEHTaM, K KOTOPBIM OHH OTHOCSTCSI.

[Tpunoxxenus 00beMoM cBbIie 180 TUCTOB COCTABIISIOT OTACIBHBIN TOM, O YEM B
JIOKYMEHTE JIeJIaeTCsl OTMETKA;

3) COBMECTHO TPYIIUPYIOTCS BEPCUU JOKYMEHTA Ha Ka3aXCKOM, PYCCKOM U UHBIX
SI3bIKAX;

4) rpynnupyroTes B Jesia TOKYMEHThI OJTHOTO KaJeHAapHOTO T0/1a, UCKIIIOUEHUE
COCTABJISIFOT — MEPEXOISAIIUE JIelia, Cy/IeOHbIe JIeTia, TIMYHBIC JIe]a, KOTOPhIe
(bopMHUpYIOTCS B TEUEHUE BCETO Meproa padoThl JAHHOTO JIMIIA B OpTraHu3aIliH,
JIOKYMEHTBI BHIOOPHBIX OPTraHOB U X MOCTOSIHHBIX KOMUCCUH, EMYTATCKUX TPy,
KOTOpbIE TPYIIUPYIOTCS 32 IEPUOJ] UX CO3bIBA, TOKYMEHTHI YU€OHBIX 3aBE/ICHUH,
KOTOpBIE (POPMUPYIOTCS 32 YU4EOHBIN TOJl, JOKYMEHTHI TEATPOB, XapaKTEPU3YIOIIHE
CIEHUYECKYIO JEATEIIbHOCTh 3a TeaTpaibHbIN CE30H, UCTOPUHU 0O0JIE3HEN U IPYTUE;

5) pa3aesibHO IPYNIUPYIOTCS B Jiesia JOKYMEHTBI TOCTOSIHHOTO U BPEMEHHOTO
CPOKOB XpaHEHUS;
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6) TenerpaMMsbl, KCEPOKOMHH (pakcorpaMm, TeneoHOrpaMMbl TOMEIAIOTCS B
7iesia Ha OOIIHUX OCHOBAHUSIX B COOTBETCTBUU C HOMEHKIIATYPOU JelT;

7) B I€J10 HE JOJDKHBI IOMEIIATHCA JOKYMEHTBI, ITOJIEkKAIINE BO3BPATYy,
YEPHOBUKHU U JIMIIHUE IK3EMIUISIPBI,

8) mo 00beMy J1e710 TOCTOSTHHOTO CPOKa XpaHEHHUs HE JI0JHKHO MpeBbImaTh 180
JIMCTOB;

9) npu HAJIMYUHU B JIeJIe HECKOJIBKUX TOMOB (4acTeil) Homep (MHACKC) U 3ar0JI0BOK
JieJ1a MPOCTABIISIETCS Ha KaXJA0M TOME C 100aBJIE€HUEM HyMepaluu TOMOB (4actei), B
MOCJIETHEM TOME (4acTh) J00aBISETCS CIOBO «IOCISTHUN (KIIOCISTHSIS» ).

133. JIokyMEeHTBI BHYTpH J€J1a PACIOJIaraloTCs CBEPXy BHU3 B COOTBETCTBUU C
IIOCJIEIOBATEIBLHOCTBIO PEIICHHS BOIIPOCa (XPOHOJIOTMYECKOM MOPSAIKE MO PEIIaeMbIM
BOITPOCAM) MJIM B HavaJie JeJia MOMENIaeTCsl MHUIMATUBHBIN JOKYMEHT, 3aTeM —
JOKYMEHT C OKOHYATEJIbHBIM PEIIEHHUEM BOMPOCA, 1aJIe€ — UHbIE JOKYMEHTHI,
OCBEINIAOIINE X0/ PEIIeHUs] BOIPOCa.

134. Bce 1OKYMEHTBI OTUYETHOTO ¥ HHGOPMAIIMOHHOTO XapaKTepa Mo UCTIOTHEHUIO
AKTOB M IOPYYEHUH BBILIECTOSAIIMX OPTaHU3alIii, B KOTOPBIX OpraHu3alus sBisIach
OCHOBHBIM HCITOJTHUTENIEM, (DOPMUPYIOTCS B OTJIEIBHBIC Jieja 10 HAMpaBICHUSIM
NEATEIbHOCTH OpraHu3aluu. B oCcTanbHbIX Cily4asix 3T JOKYMEHTHI OAIINBAIOTCS B
JIEJIO TEPENMUCKU 3a TEKYLIHUMN TOJ.

135. PacnopsiurenbHble TOKYMEHTHI TPYIIUPYIOTCS B Jieja 10 BUJIaM U
XPOHOJIOTUH C OTHOCSAIIUMUCS K HUM TPUWIOKeHUsIMU. UHCTpyKIuu, paBuIa,
MOJIO’KEHUS, YCTABbI, YTBEPK/ICHHBIC PACTIOPSIUTEIbHBIMUA IOKYMEHTaMU, SIBJISIFOTCS
MPUJIOKEHUSIMHA K HUM U TPYNIUPYIOTCS BMECTE C YKa3aHHBIMU JJOKyMeHTaMu. Eciu
K€ OHU YTBEPKICHBI B KAYECTBE CAMOCTOSITEILHOTO IOKYMEHTA, TO UX TPYIIUPYIOT B
OTJZIECJIbHBIE JIETIA.

136. [Ipuka3sl (pactopssKeHHs) IO OCHOBHOM JIESITEIBHOCTH, TIPHKA3BI
(pacniopsiKeHus1) 10 JMYHOMY COCTaBY, aIMUHUCTPATUBHO-X03HCTBEHHOU
NEeSATENBHOCTH (POPMUPYIOTCS B OTJEIbHBIE J€Na.

137. IIpoTOKOIBI B A€ PACIIONIATAIOTCA B XPOHOJIOTHYECKOM MOPSAIKE O
HOMEpaM BMECTE C JOKYMEHTAMU K HHUM.

138. [lepenucka rpynnupyercs, 3a AeJI0NPOU3BOACTBEHHBIN ro U
CUCTEMATU3HUPYETCS B XPOHOJOTHUECKON MTOCIIEI0BATEIbHOCTH, ITPU 3TOM JOKYMEHT-
OTBET MOMEIAETCs 3a JOKYMEHTOM-3arpocoM. [Ipu B0O300HOBIEHNN NEPETIUCKHU T10
ONpeaeIeHHOMY BOIIPOCY, HaUaBIIECHCs B MPEIbIAYIIEM TOAY, JOKYMEHTBI
BKJIFOYAIOTCS B JIEJI0 TEKYIIETO Tojja C YKa3aHUEeM MHJIEKca Jiea NPeblayero roja.

139. JIOKyMEHTBI B TUYHBIX [I€JaX PACIOJIATAIOTCSA B XPOHOJIOTHYECKOM MTOPSAKE B
COOTBETCTBHUHM C UX NOCTYILJICHUEM.
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140. JIunessie cuyeTa mo 3apaboTHOI maTe GOPMUPYIOTCS B OTJEIbHbIE €A U
pacrojararoTcs B HUX B ajaaBUTHOM MOpssiKe pamMuiuii pabOTHUKOB.

141. TpynoBble 10roBOpbI (OPMUPYIOTCS B COCTABE JTUUHBIX J€J WM OTAEIHHO B
andaBUTHOM TOpsAKe haMuiInii pabOTHUKOB.

142. Cnucku GU3HMYECKUX JUI] U JOKYMEHTHI, TOATBEPKIAIOITNE TTePEUNCIICHUE
00s3aTEeIbHBIX IEHCUOHHBIX B3HOCOB, 003aTENbHBIX MPO(HEeCCUOHATBHBIX
MIEHCUOHHBIX B3HOCOB B €/IMHBIN HAKONMUTEIbHBIN MEHCUOHHBIN (GOHA POPMUPYIOTCS B
OJIHO JIEJIO.

Crucku pU3NUECKUX JIUIL U JOKYMEHTBI, TOATBEPKIAIOIINE [TEPEUNCICHHIE
COLIMAJIbHBIX OTYUCIECHUN (OPMUPYIOTCS B OJTHO JIENO.

143. [1nanbl, OTYETHI, CMETHI, TUMUTHI U IITATHBIEC pacrucaHusi GOPMUPYIOTCA B
COOTBETCTBYIOILIME JIea TOrO Iojla, Ha KOTOPBIN HIIA 3a KOTOPBIA OHU COCTABJICHBI,
HE3aBUCUMO OT JaThl UX COCTABIICHUS, YTBEPKICHUS WU TTOCTYIUJICHUS.

144. Obpauenust GU3NIECKUX U IOPUIAYECKHUX JHL POPMUPYIOTCS B J€a 10
BOIIPOCAM, HaIlPaBJIEHUSAM JEATEILHOCTH OPraHU3allui WIH 110 aIMUHUCTPATUBHO-
TEepPPUTOPUATBHBIM eluHULaM. [Ipy He3HAaUUTENbHBIX 00BbeMax oOpalleHui
noryckaeTcsi popMHUpOBaHUe Ae 10 haMUTIUSIM aBTOPOB 00OpaieHuii B andaBUTHOM
MOPSIZIKE.

145. DnexTpoHHbIE JOKYMEHTBI U 0a3bl TaHHBIX POPMUPYIOTCS B ena (ManKu) B
COOTBETCTBUM C HOMEHKJIATYPOU JIe] OpraHu3aluu, OTIEIbHO OT JOKYMEHTOB Ha
OYMaKHBIX HOCUTENSX, Ha BBIJICJICHHOM HOCUTENE HHPOpMalUU. DIEKTPOHHbIE 0a3bl
JaHHBIX (POPMUPYIOTCS B OTIENbHBIE JI€J1a, HAMMEHOBAHHE JIeJa COOTBETCTBYET
HAaUMEHOBaHMIO 0a3bl JAHHBIX.

19. llopsaok opopMmiIeHUs aeJ1

146. Jlena opraHu3aiuu nojjiekat opopMIICHUIO MPU UX 3aBEJICHUU U TI0
3aBepuieHnH rojga. OgopmiieHue aena - MoAroToBKa Jena K xpanenuto. OpopmieHue
JieJia BKJIKOYAET B ce0sl KOMIUIEKC padOT MO ONMUCAHUIO JIea Ha O0JI0KKE,
OpOLIIOPOBKE, HyMEpPAaLUK JTUCTOB U COCTABIICHUIO 3aBEPUTEIBHON HAITUCH.
Odopmiienne e NpoBOAUTCS OTBETCTBEHHBIM JIMLIOM 32 BEJIEHUE JEIOMPOU3BOACTBA
CTPYKTYPHOT'O MOJPa3AEICHUS, IPU METOANYECKON IIOMOIIM U 110 KOHTPOJIEM
ciyx06n1 JIOVY.

147. B 3aBUCMMOCTH OT CPOKOB XpaHEHUS MPOBOJUTCS MOTHOE UM YACTUUHOE
odopmiienue aen. [loaHoMy odopmiteHUIO OJJIeKAT Aesia MOCTOSIHHOTO, BpEMEHHOTO
(cBbrmie 10 neT) XxpaHneHus U 1o JIMYHOMY cocTaBy. [lonHoe opopmiienne nena
npeaycMaTrpuBaeT 0popMIIEHUE PEKBU3UTOB OOJIOKKH JieJ1a, HyMEPAaLUIO JINCTOB B
Jiesie, COCTaBJIEHUE JINCTa-3aBEPUTENIS JeNa 1Mo (POpPME COTTIACHO MPUIIOKEHUIO 23 K
HacToAIMM THUIIOBBIM NpaBUiIaM, COCTaBIIEHUE BHYTPEHHEN OMUCH IOKYMEHTOB Jieia
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1o (opme CoriacHO MPHUIIOKEHUIO 24 K HACTOSIIIKUM THIOBBIM MpaBUiiaM, MOAIINBKY
WM TIEPEIIET JIeia, BHECEHUE HEOOXOUMBIX YTOUHEHUHN B PEKBU3UTHI 00JI0KKH
aena.

148. Ha 00110%Ke Aena moCcTOsTHHOTO, BpeMeHHOro (cBbiiie 10 y1eT) XxpaHeHus u
0 JINYHOMY COCTaBY YKa3bIBAIOTCS CIIEYIONINE PEKBU3HUTHI:

1) HauMeHOBaHKE OpraHu3alui, HAMMEHOBAHUE CTPYKTYPHOTO MOJIpa3IeieHUs;

2) HaMMEHOBAaHKE HACEJIEHHOTO MTyHKTa, B KOTOPOM AMCIOLMPOBaHa
opraHu3anus, Homep (MHJIEKC) Jena;

3) 3aroJioBOK Jiena, gata jena (ToMa, 4acTu), KOJMYECTBO JIMCTOB B JIeJIe, CPOK
XpaHEHHUsI J1eTa;

4) apxuBHBIN P nena.

149. PexBU3UTHI, MPOCTaBIsIEMbIE HA 00JI0KKE Jiena, 0(hOPMIIAIOTCS CIIeIYIOIUM
obpazom:

1) HamMeHOBaHNE OpTaHU3AIMH B COOTBETCTBUHU C YUPEIUTEIbCKIMHU
JOKYMEHTaMH YKa3bIBa€TCS MOJHOCTHIO, B MIMEHUTEIFHOM MaJeKe, C YKa3aHHEM
opUIMATEHO MPUHATOrO COKPAILIEHHOTO HAMMEHOBAHMs, KOTOPOE YKa3bIBACTCA B
CKOOKax MmocJiie MOJHOr0 HAaUMEHOBAHMS;

2) HauMEHOBAaHME CTPYKTYPHOT'O TIOJIpa3/Ie/ICHUS - 3aMChIBAETCS] HA3BaHUE
CTPYKTYPHOTO MOApa3/IeJICHHsI B COOTBETCTBUU C YTBEPKICHHOUW CTPYKTYPOH, HOMEp
Jiena - mpocTaBiisieTcs: iU poBoe 0003HaUCHHE (MHICKC) Jejia 0 HOMEHKJIAType el
OpraHM3alliy;

3) 3aroJ0BOK JieJa - IEPEHOCUTCS U3 HOMEHKJIATYPHI JIeT, aTa Jiefa -
yKa3bIBaeTCs T/ (bl) 3aBE/ICHUS U OKOHYAHMSI JIesia B IJI0Npou3BoCTBe. [laToit aed,
COJIEpIKaIINX PACTIOPSIUTENbHYIO JOKYMEHTAIMIO, a TAKXKe IS JIEJ1, COCTOSIIIUX U3
HECKOJIBKHX TOMOB (4acTel), sIBISIOTCA KpallHUE JaThl TOKYMEHTOB JIeJia, T.€. ATkl
(ducimo, Mecsitl, o) perucTpaiuu (COCTaBICHUS) CAMOTO PAHHETO M CaMOro TMO3IHETO
JOKYMEHTOB, BKJIFOUEHHBIX B fe0. [laToi mpuiokeHus K aeny, chopMrupoBaHHOMY B
OTJENBHBIN TOM, SIBJSIETCS JJaTa PETUCTPAIl OCHOBHOTO JJOKYMEHTA, MIPHIIOKEHHE K
KOTOPOMY TIOMEIIIEHO B ATOT TOM. [Ipu 3TOM 4mciio u roj1 0003HAYAIOTCS apabCKUMU
dpaMu, Ha3BaHUE MECSIIA TTUIIETCS TOTHOCTHIO CJIOBaMHU.

150. B niensix obecrnieueHnsi COXpaHHOCTHU U 3aKPETUICHUS MOPSIAKA PACTIONOKEHUS
JOKYMEHTOB, BKJIFOUEHHBIX B JI€JI0, BCE €0 JIUCThI, B TOM YUCJIE PE30JIIOLNH,
COCTaBJICHHbIE HAa OTAEJILHOM JIUCTE ((PUILIKK), KpOME JINCTA 3aBEPUTENIS U
BHYTpPEHHEH ONUCH, HyMepYIOTCs. JINCThI HyMEepYIOTCSl Y4epHBIM, MSATKUM,
rpadUTOBBIM KapaHAAIIOM, HU(PBI TPOCTABISIIOTCS B TIPABOM BEPXHEM YTITy JIUCTA.

151. [lopsnox Hymepanuu JUCTOB JENa:
1) muct 6onee popmara A4, MOAMUTHIN 32 OAUH Kpail, HyMepyeTcsl Kak OJuH
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JIUCT B TIPABOM BEPXHEM YTIIY;

2) TOKYMEHTBI C COOCTBEHHOI HyMepaluen JUCTOB, B TOM YHUCJIE [1€YaTHBIE
U3JIaHUs, MOTYT HyMEpOBAThCsI B 00ILIEM MOPSIKE WM COXPAHITh COOCTBEHHYIO
HYMEPALMIO, €CIIM OHA COOTBETCTBYET NOPAJIKY PACIOJIOKEHUS JINCTOB B JIEIE;

3) AUCTBI €], COCTOSIIIUX U3 HECKOJIBKUX TOMOB WJIA YacTel, HyMEpPYIOTCS 11O
KKJIOMY TOMY WJIM YacCTH OTIENbHO;

4) dboTtorpaduu, 4epTEKU, TUarpaMMbl U JPYTUe WILTIOCTPATUBHBIE U
cnenuduyueckre T0KyMEHTBI, MPEACTaBISIONME CAMOCTOSTENbHBIN JIUCT B JIEe,
HYMEpYIOTCSI HA 000POTHOM CTOPOHE B JIEBOM BEpXHEM YIIIY;

5) NOAKUTHIE B €TI0 KOHBEPTHI C BJIOKEHUSIMA HYMEPYIOTCSI — CHaYaia KOHBEPT,
a 3aTeM OYepeHBIM HOMEPOM KaXKJI0€ BIIOKEHUE B KOHBEPTE;

6) MpUIIOKEHUS K JIeTy, TOCTYIUBIINE B MEperieTe, 0QhopMIISIIOTCS KaK
CaMOCTOSTENbHBIN TOM U HyMEPYIOTCS OTIENbHO;

7) B cnydasax oOHapy>KeHHs O0JIBIIOro Yucia OIIMOOK B HyMepalluy JJUCTOB Jiefia
MPOBOJIUTCA UX Nepenymepanus. [Ipu nepenymepaliu JIMCTOB cTapble HOMEpa
3a4EePKUBAIOTCA U PAJIOM CTaBUTCS HOBBI HOMEp JIMCTA, B KOHIIE JIeJIa COCTABIISIETCS
HOBBIH JIUCT — 3aBEPUTEIIb, IPU 3TOM CTAPBIH JIUCT — 3aBEPUTEIb 3aUEPKUBAETCS, HO
COXpaHsETCs B JIEIIE;

8) Ipy HAJIMYUU OTJEIBHBIX OIIMOOK B HyMEpAaIH JIUCTOB JOMYCKAaeTCs
yHnoTpeOIeHUE TUTEPHBIX HOMEPOB JIMCTOB.

152. Tlocne 3aBepuieHNs HyMEpaIuy JUCTOB COCTABIISIETCS 3aBEPUTEIIbHAS
HAJIUCh, KOTOpas MOAMKUCHIBAETCS €€ COCTABUTENIEM C YKa3aHHEM pacin(poBKU
MOAIUCH, JOJKHOCTU U JIaThl COCTaBIICHUS.

Bce nocneayrommuye n3MEHEHUS O COCTaBE U COCTOSIHUM JieN1a (TIOBPEXACHUS,
U3bSITUE JOKYMEHTOB) OTMEUAIOTCS B JINCTE — 3aBEPUTEIIE CO CChUIKOM Ha
COOTBETCTBYIOIIUH AKT.

KonudecTBo JTUCTOB B A€l MPOCTABIAETCS HA O0JI0KKE JI€J1a B COOTBETCTBUH C
WTOTOBOW HAAMUCHIO.

153. PexkBU3UT «CPOK XpaHEHUS Jeja» MEPEHOCUTCS Ha 00JIOKKY Jera 13
COOTBETCTBYIOIIEH HOMEHKJIATYPbI JEJI ITOCJIE CBEPKHU €T0 CO CPOKOM XPAHEHUS,
YKa3aHHBIMH B TIEPEUHAX JOKYMEHTOB, C YKa3aHHEM CPOKOB XpaHECHHUSI.

154. Ha nenax nocTOSHHOTO XpaHEHUS MUIIETCS — «XPAHUTh MOCTOSIHHOY.

155. ApxuBHbIit mmdp nena (CocTouT u3 HoMmepa (hoHga, HOMepa OIMKUCH U HOMEpa
JieJa 1o OMKMCH) Ha 00JI0KKaX JIe7 MOCTOSIHHOTO XPaHEeHUsI POCTABJISIETCS B ApXUBE
TOJIBKO MOCJI€ BKJIIFOUEHHSI 3TUX €I B pa3/ieibl CBOJHBIX OMHUCEH, YTBEPHKACHHBIX
OIIK (710 3TOro OH MPOCTABIIACTCS KapaHIallioM).

156. Ilo oxkoHyaHuM rofia B HAAMKMCH HA 00JI0KKAX JIeJT TOCTOSIHHOTO U
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BpeMeHHOTO (cBbIe 10 1eT) XpaHeHus: BHOCATCA YTOUYHEHHUS — TP HECOOTBETCTBUU
3aroJIoBKa el Ha 00JI0KKE COACPKAHUIO MOIIIUTHIX JOKYMEHTOB B 3ar0JIOBOK JI€N1a
BHOCSTCS U3MEHEHUS U JOTIOTHEHHUS.

157. 1yt yuera TOKyMEHTOB OIIPEAEIEHHBIX KATETOPUM IOCTOSIHHOTO U
BPEMEHHOIO CPOKOB (CBhILIE 10 JIeT) XpaHEHHUs, yUeT KOTOPBIX BbI3BIBAETCS
crienupUKOM TaHHOU IOKYMEHTaIuu (0co00 1IeHHbIC, TUYHBIC JIeJIa, TPUKAa3HI,
IIPOTOKOJIBI U APYTHE), COCTABIISIETCS BHYTPEHHSS ONMCh JOKYMEHTOB.

BHyTpeHHs1 OMUCh JOKYMEHTOB JIeJla COCTABIIAETCS TaKKe Ha JIeja MOCTOSSHHOTO
U BpeMeHHOro (cBbitie 10 jeT) XxpaneHusi, eciiu OHU c(hOPMUPOBAHBI 110
Pa3HOBHJIHOCTSIM JOKYMEHTOB, 3ar0JIOBKM KOTOPBIX HE PACKPBIBAIOT KOHKPETHOE
coJlepKaHUE TOKYMEHTOB.

158. JlokyMeHTbI, COCTaBISIONIKE €0, TOAIIMBAIOTCS HE MEHEE, YEM Ha YETHIPE
MIPOKOJIAa B TBEPAYIO OOJIOKKY M3 KapTOHA MJIM MEPEIIETAI0TCS C YYE€TOM BO3MOKHOTO
CBOOOJIHOTO UTEHMSI TEKCTa BCEX TOKYMEHTOB. [IepBrlii 1 nocnenHuii mpoKoJ
MIPOU3BOISTCS HA PAaCCTOSIHUM OJTHOTO CAHTUMETpPA OT BEepXHEH (HM)KHEW) TpaHULIbl
mucta. [Ipyu moaroToBke Aei K NOAIMUBKE (MEPEIIETY) METATUINYECKUE CKPETICHHUS
(OymaBKH, CKPETIKH U IPYTHE) U3 JOKYMEHTOB YJIASIOTCA.

159. lena BpemenHoro (710 10 neT BKIIOYUTENBHO) XPaHEHUS JOMYCKAETCS
XPaHUTh B CKOPOCHIMBATENSX, HE TPOBOJUTH NEPECUCTEMATU3ALIUIO TOKYMEHTOB B
Jieie, JTUCTHI Jieia HE HyMepOoBaTh, 3aBEPUTENbHBIE HAJITUCU HE COCTABIISITh.

20. ITopsigoK ONIEPATUBHOIO0 XPAHECHUSA TOKYMEHTOB

160. [Tocne 3aBepiieHUs B I€TONPOU3BOJACTBE TOKYMEHTHI 10 IEPEAAYM B APXHUB
OpraHM3aliM B TEYCHHE OJHOIO Tojla XpaHATCA B JIeJIax M0 MECTy uX (popMUpOBaHUSI.

161. Cayx6a IOV, pykoBOAUTENN CTPYKTYPHBIX MOIPA3/IeICHUN OpraHu3aiuu
o0ecneunBaoT COXPaHHOCTh JOKYMEHTOB U Jei. Jlena xpaHsTcs B mkadax u ceridax
B pabounx KaOMHETax WM CHEeMATIbHO OTBEACHHBIX JUISl 3TOM LIEIH MOMEIICHUSX.

162. Jlena pacnoJylaratorcsi B COOTBETCTBUU C YTBEPKIACHHON HOMEHKIATYpOH JEN
OpraHu3alliM, Ha KOPEIIKaxX 00JI0XKEK YKa3bIBAIOTCA UX UHACKCHI.

163. Bergaya gem BO BpEMEHHOE MTOJIb30BAHUE MHBIM OPraHU3aLUsIM
MPOU3BOJUTCS HA OCHOBAHWU MUCbMEHHOT'0 00pAaIlleHUsI U TOJIBKO C pa3pelieHus
PYKOBOJHMTEIIS OpraHu3auu. Beiaua genn Apyrum noapasaeiaeHusiM OpraHu3am
IIPOU3BOAUTCS C pa3pelIEHUs] PYKOBOJIUTENS CTPYKTYPHOI'O MOAPA3AEICHMS, A BHYTPH
CTPYKTYPHOI'O MOJPA3EIECHUS - 10 PACIIHCKY.

Ha BbItanHOE [1€710 3aBOJIUTCS KapTa-3aMECTUTENb JIeTa. B Hell yKa3bIBaroTCs
CTPYKTYPHOE MOApa3/AelIeHne, MHAEKC JeNa, JaTa ero BblIauu, KOMY JI€JI0 BbIJAHO,
JaTa ero BO3BpalleHus, peyCMaTpUBatOTCA rpadbl 115 paCIHUCOK B MOJYYEHUH U
pueMe Jena.
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164. 3bsiTHE JOKYMEHTOB U3 €I IPOU3BOAUTCS B COOTBETCTBHUH C
3aKkoHoAaTenbcTBOM Pecnyonnku Ka3zaxcran, npu 3ToM B J1€710 BKJIAIBIBAIOT KOIIUH
U3BATHIX JIOKYMEHTOB U aKT (IPOTOKOJ) 00 U3BSITUU MOIJIUHHUKOB.

165. B cnyuae yTparhl JOKYMEHTOB U /1€l IPOBOJIUTCS CIIyKeOHOe
paccieoBaHue, Mo pe3yjabTaTaM KOTOPOro, CTAaBUTCS BOIIPOC 00 OTBETCTBEHHOCTHU
BHHOBHOTO JIMIIA B UX yTpaTe.

21. Ilopsimok mepenaym Aesi B AapXUB OPraHU3aluu

166. Ilepenaya nen U3 CTPYKTYPHBIX TOAPA3/ICIICHUN B apXUB OpPTaHU3AlUN
OCYILIECTBIISIETCSA 11O OMUCAM JIEJI, COCTaBIISIEMbIM 110 PE3YJIbTAaTaM 3KCIEPTU3BI
LIEHHOCTH JIOKYMEHTOB U JI€J1, 3aBEPILIECHHBIX B JEJIONPOU3BOACTBE. JJOKyMEHTHI
BpeMeHHOTO (A0 10 JIeT BKIIIOUUTENIBHO) XpaHEHUS MEPEIal0TCs B ApXUB OpraHu3aluu
110 HOMEHKJIAType Je.

167. Onucu nen cocTaBiIAOTCS OTACIBHO Ha JieJ1a MOCTOSIHHOTO, BPEMEHHOTO
(cBpime 10 neT) XxpaHeHUs ¥ 10 JTUYHOMY COCTaBY MO (JOpPME COTJIACHO MPUIIOKEHHIO
25 K HacTOSIIKUM THUIIOBBIM ITpaBUIIaM.

168. I'padsl onmcH eI 3aI0IHSIIOTCS B TOYHOM COOTBETCTBUH C TEMHU
CBEJICHUSIMH, KOTOPhIE BEIHECEHBI Ha 00JI0KKH Aei. [Ipu BHeceHnr B ONTUCH TTOIPSIT
JIeJ1 C OJITMHAKOBBIMHU 3ar0JIOBKaMU IMHILETCS OJHOCTHIO 3ar0J0BOK MEPBOTO JI€JIa, BCE
OCTaJIbHBIE OJTHOPOJIHBIE Jieja 0003HAYAOTCS CJIOBOM «TO YKE», IIPU ATOM APYTHUe
CBEJICHUSI O HUX BHOCSITCS B OIKCh MOJIHOCTHIO. Ha HOBOM JIMCTE OMKCH 3ar0JIOBOK
OJTHOPOJHBIX JI€J BOCIIPOU3BOIUTCS TTOJIHOCTHIO.

169. Kaxaoe meno (ToM, 4acTh Jieja) BHOCUTCS B OMKUCH IOJT CAMOCTOSTEIIHbHBIM
MOPSAKOBBIM HOMEPOM.

170. I'pada omucu «IIpumMeyanue)» UCTOIB3YETCS JJISI MPOCTAHOBKU OTMETOK 00
0COOEHHOCTSIX (PHU3NYECKOTO COCTOSIHUS JieTia, O Tiepeaaye Jena Ipyromy
CTPYKTYpPHOMY MOJpa3/IeICHUIO (Apyro opraHu3aium).

171. Onucek aen cocTaBisIETCA B ABYX AK3EMIUISIpax, OAUH U3 KOTOPBIX NEpeaaeTcs
BMECTE C JieJlaMU B apXUB OpPTaHU3aINH, @ BTOPOU — OCTAETCS B KAUECTBE
KOHTPOJBHOTO B CTPYKTYPHOM TMOAPA3/ICICHUHU.

172. IlpaBmiibHOCTH (HOPMUPOBAHMS U MIOJATOTOBKH JIET K TIepeiaue B apXuB
opraHu3anuu nposepsercs ciayxooi J1OY. NMeromuecss HapyeHUs YCTPaHSIIOTCS
CTPYKTYPHBIM MOJIpa3/IeJICHUEM OpraHU3alUu.

173. Tlpuem Kaxoro jena npou3BOAUTCS paOOTHUKOM, OTBETCTBEHHBIM 32 apXUB
OpraHu3allii B IPUCYTCTBUU PAOOTHUKA CTPYKTYPHOTO nojapazaenenus. [Ipu stom Ha
000HMX PK3EMILIAPAX OMUCH MPOTUB KaXKI0TO JieJia, BKIIOUEHHOTO B HEe, JAeIaeTCs
OTMETKA O HAJIMYUU Jiea. B KOHIle KaXK10ro SK3eMILISIpa OMUCH YKa3bIBAIOTCS
1MdpaMu 1 TPOMUCHIO KOTMYECTBO (DAKTUUECKU MPUHSTHIX eI, AaTa mprueMa-
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nepeaayu Jei, a TAakKe MOANMUCH paOOTHUKA, OTBETCTBEHHOTO 32 apXWB U JIUIIA,
MEpPEAABIIErO JIENa.

174. BmecTe ¢ AenamMu B apXuB MEPEIAlOTCSl PETUCTPAIMOHHBIE KAPTOTEKH Ha
JTOKYMEHTHI U (WJIH) TPOTpaMMHBIE CPEACTBA U 0a3bl TAHHBIX, COIECPIKAIIIHEC
MH(}OpMAIUIO O PETUCTPAIIMN U UCTIOJTHEHUU TIEPEIaBaeMbIX JOKYMEHTOB. 3aroj0BOK
KQKJI0M KapTOTEeKH WK 0a3bl JaHHBIX BKIIIOUAETCS B OIKUCH.

175. B cnydae TMKBUIAIMY WIA PEOPTaHU3ALMU CTPYKTYPHOTO MTOApa3aeICHuUs,
(dunuana (mpeACcTaBUTENIbCTBA), OTBETCTBEHHOE JIMIIO 3a BEJICHHE JICJIONPOU3BOJICTBA
JTAHHOTO CTPYKTYPHOTO MOpa3aeiieHus, punrana (mpeacTaBUTeIbCTBA), B TIEPHO/T
MIPOBEICHHUS JINKBUAITMOHHBIX MEPONIPUATUN (DOPMUPYET BCE UMEIOIIIHUECS
JIOKYMEHTHI B Jiea, 0hOpMIISET Jieia U NepeaacT uX B apXUB OPraHU3allun
HE3aBUCUMO OT CPOKOB XpaHEHHUSI.

176. B cnydyae nTuKBUAAIMKA OPraHUA3aLMK B IEPUOJI IPOBEICHUS
JUKBUIAIMOHHBIX MEPONIPHUATHI TOKYMEHTHI TI0 TUYHOMY COCTaBY O0(OPMIISIOTCS U
[IEPENAOTCS B COOTBETCTBYIOLINUN TOCYIapCTBEHHBIN apXUB.

[lepenava nen ocymecTBISIETCS IO OMUCSAM JIET U HOMEHKIIAType Je.
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[Tpunoxenue 1
K TUIIOBBIM IIpaBUIaM IOKYMEHTHPOBAHUS
Y YIIPaBJICHUS JOKyMEHTauuen
B FOCYJapCTBEHHBIX U HErOCYAapPCTBEHHBIX
OpraHM3aLUsIX
Cxema pacnojiokeHusl peKBU3UTOB JOKYMEHTA
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IIpumeuyanue:

1 - uzo6paxkenue ['ocynapcrsennoro I'epba Pecniy6muku Kazaxcran umm
AMOJIEMBI, JJOTOTUIIA, TOBAPHOIO 3HAKA (3HAK OOCITY>KHUBaHMSI)

2 - opurmanbHOC HAMMEHOBAHNE OPTAHU3AIUN

3 - cIIpaBOYHbIE JaHHBIE 00 OpraHu3aIuu

4 - HaMMEHOBAaHKE BHUIA JOKYMEHTA

5 - 1ara TOKyMEHTa

6 - peructpalMoHHbI HOMED (MHIEKC) JOKYMEHTa

7 - cChUIKA HAa PETUCTPALIMOHHBIA HOMEp (MHIEKC) U JIaTy BXOASIIEr0 JOKYMEHTa

8 - MecTo cocTaBICHUS WU U3JaHUsI TOKyMEHTa

9 - rpud orpaHuyYeHUs 10CTyMNA K JOKYMEHTY

10 - agpecar

11 - rpud yTBEpKACHUS JOKYMEHTA

12 - pe3osntonus

13 - 3aros0BOK K TEKCTY JOKYMEHTa

14 - oTMeTKa 0 KOHTpOJIE

15 - TekcT oKyMeHTa

16 - oTMeTKa 0 HATMYUU TIPUIIOKEHUS K TOKYMEHTY

17 - moxmuce

18 - oTMeTKa 0 corlacoBaHUM TIOKyMEHTa

19 - oTTHCK TTeuaTH

20 - oTMeTKa 0 3aBepEHUH KOMHUU JOKYMEHTa

21 - oTMeTKa 00 UCIIOJTHUTENIE JOKYMEHTA

22 - oTMeTKa 00 UCTIOJIHEHUHU JJOKYMEHTa W HAMPaBIEHUHU €r0 B JIEJI0

23 - uneHTu(PUKaTOp FIEKTPOHHON KON JOKYMEHTA

24 - oTMETKa O TOCTYIUICHUU IOKYMEHTa B OpraHU3aluIo
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[Tpunoxenue 2
K THUIIOBBIM IpaBUJIaM TOKYMEHTUPOBAHUS
Y YIIPaBJICHUS JOKyMEHTaUen
B FOCYJapCTBEHHBIX U HEIrOCYAApPCTBEHHBIX
OpraHMu3aLusIX
dopma
baank nucbMa oprasuzanumn

INocynapcteennsiii 'epb Pecny6nuku Kazaxcran
WM SMOsIeMa, JIOTOTHI, TOBapHBIi 3HAK (3HAK 00CTYKUBAaHUs) OPTaHU3alUN

OduunanavHoe
HaAaUMEHOBaHHeE

O¢puunanbHOe HAUMEHOBAHNE OPTraHU3ALMHU
OpraHu3aluuu

(Ha Ka3aXCKOM SI3bIKeE) (Ha PYCCKOM WM HHOM

si3bIKeE)
CrnpaBouHbie JaHHBIE 00
CrnpaBouHble JaHHBIE 00 OpraHU3alUU OpraHu3aIuu
(Ha Ka3aXxCKOM SI3bIKE) (Ha pyCCKOM MJIM MHOM
SI3BIKE)
No

(nata) (uHIEKC)

(cchlIKa Ha HOMED U JaTy BX. JOKYMEHTA)
Anpecar

3aroJioBOK K TEKCTY IMIUCbMa

dopmar A4 (210 X 297)
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[Tpunoxenue 3
K THUoBbIM paBuiIaM TOKYMEHTHUPOBAHUS
Y YNIPAaBIICHUS TOKYMEHTaluen
B FOCYZapCTBEHHBIX U HETOCYAAPCTBEHHBIX
OpraHM3aLMsIX
dopma
BiaHk KOHKPETHOro BHa J0KYMEHTA
OpPraHu3auuu
INocynapcteennsiii ['epd Pecnyonuku Kazaxcran
WM SMOsIeMa, JIOTOTHI, TOBAapHBII 3HAK (3HAK 00CITY>KMBaHUs1) OPraHU3alNN

O¢punuaasHoe HAaMMEHOBaHUE O¢punuaasHoe HaMMEHOBaHUe
OpPraHu3anuu OpraHu3anuu
(Ha Ka3aXCKOM sI3bIKe) (Ha pyCcCKOM MJIM MHOM fI3bIKE)
HaumMmeHnoBanue Bujaa HaumMmeHnoBanue Bujaa
AOKyMEHTA JAOKyMEHTA
(Ha Ka3axXCKOM sI3bIKe) (Ha PpyCCKOM MJIM MHOM fI3bIKE)
No
(mata)
MecTo u3ganus MecTto u3ganus
(Ha Ka3aXCKOM S3BIKE) (Ha pyCCKOM MJIM HHOM SI3BIKE)

3aroJioBOK K TEKCTY JOKYMCHTA

dopmat A4 (210 X 297)
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[Tpunoxenue 4
K TUIOBBIM TIpaBUIaM TOKYMEHTUPOBAHUS
U yTIpaBJICHUS JTOKyMEHTAIuEH
B TOCYJIaPCTBEHHBIX U HETOCYAapPCTBEHHBIX
OpraHU3alUsIX
dopma
OO0mmii 0J1aHK OpraHu3anumn

[NocynapctBennslii ['epd Pecriyonuku Kazaxcran
Uy SMOJIeMa, JTOTOTHUI, TOBAPHBII 3HAK
(3HaK OOCITYKUBaHMSI) OPTaHU3AITUU

O¢punuajpHOoe HANMEHOBAHUE O¢punuajbHOe HANMEHOBAHUE
OpPraHu3anuu OpraHu3anuu
(Ha Ka3aXCKOM SI3bIKe) (Ha PyCCKOM MJIM MHOM fI3bIKE)
No
(nmata)
Mecto u3nanusa MecTto u3ganus
(Ha Ka3aXCKOM SI3bIKE) (Ha pyCCKOM MJIM MHOM SI3BIKE)

3aroyoBOK K TEKCTY JOKYMEHTa

®opmar A4 (210X297)
[Tpunoxenue 5
K TunoBeIM npaBuiiaM JOKYMEHTUPOBAHUS
Y yIpaBJIEHU TOKYMEHTaUen
B FOCYJIapCTBEHHBIX U HETOCYAAPCTBEHHBIX

OpraHU3aInsIX
dopma
JIMCT COI'JTACOBAHUA
HanmMenoBaHue Buaa MpoeKTa JOKyMEHTa, 3ar0JI0BOK K TEKCTY
CornacoBan CornacoBaH
HaumenoBaunue qoKHOCTH HaunmenoBanue JOKHOCTH
C YKa3aHHEeM HaMMCHOBaHUS C YKa3aHHEM HaMMCHOBAHUS
OpraHu3aINH OpraHu3aINH
PacmmudpoBka PacmmudpoBka
(JIM4HAsI TOANKCH) MOATKUCH (JIM4HAsI TOANKCH) TOAMKUCH

Jara [ata
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[Tpunoxenue 6
K TUNOBBIM IIpaBHUJIaM JOKYMEHTHPOBAHUS
U YIIpaBJICHUS JOKyMEHTaluen
B TOCY/IapCTBEHHBIX U HETOCYAapCTBEHHBIX
OpraHu3aIUsIX
dopma

OduunanbHoe
OduumnanbHOe HAMMEHOBAHME

OpraHu3anuu
(Ha Ka3aXCKOM fI3bIKe)

HAUMEHOBAaHNE OPraHU3aUNHU
(Ha pyCCKOM HMJIM MHOM

si3bIKeE)
BYWPBIK IMPUKA3
(nara) No
Mecto u3nanusa MecTo u3ganus
(Ha Ka3aXCKOM S3BIKE) (Ha pyCCKOM MJIM HHOM SI3BIKE)

3aroJ0BOK K TEKCTY IOKYMEHTa
B cBs3u ¢

(ocHOBaHUE)

INPUKA3BIBAIO:
1. BHecTH B JOIKHOCTHBIE HUHCTPYKIMH COTPYAHUKOB CJICIYIOIINE
W3MEHEHUS:
1)
2)
3)
2. KoHTpoIIb 32 UCIIOJTHEHWEM HACTOSIIETO MTPUKA3a BO3JIOKNUTh HA

HaumenoBanue
AOJIKHOCTH pyKoBoauTenss noanuck  PacmugppoBka nmoanucu
OtMmeTKa 0 COryIacoBaHUU:

®opmar A4 (210X297)



OduumnanbHOoe HAMMEHOBAHME
OpPraHu3aluu
(HA Ka3aXCKOM SI3bIKe)

XATTAMA

(mata)
Mecto u3nanusa
(Ha Ka3aXCKOM SI3bIKE)

- T
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[Ipunoxenue 7
K TunoBbeIM nipaBUiiaM JOKYMEHTUPOBAHUS
U yOpaBJeHUs TOKyMEHTaIuen
B F'OCY/IApPCTBEHHBIX Y HETOCYJapPCTBEHHBIX
OpraHU3aLusIX
dopma
O¢duunanbHOe HAUMEHOBaHHE
OpPraHu3anuu
(Ha pyCcCKOM MJIM MHOM fI3bIKE)

INPOTOKOJI

No

MecTo u3ganus
(Ha pyCCKOM MJIM HHOM SI3BIKE)

3

JaceraHld KOMHCCHH IO...

IIpeacenarens — @.1N.0.
Cexperapp — ©.1.0.
[TpucyTcTBOBaNN: (KOJIMYECTBO) YETIOBEK

(ciucok mpuiaraetcs) Beognas 9acTh
-
IOBECTKA JIHS
1. O pa3paboTke u [PUHIAIAX
Hoknas 3aBEYIOLIETO

2.0...



1. CJIYHIAJIA:

@®.1.0. — TeKCT I0KIIa1a MpUIaraeTcs.
BBICTYIIUJIN:

@.1.0. — kpaTKas 3a11uCh BBICTYIICHHS.
®.1.0. — OcHoBHas
IHOCTAHOBMJIN:  yacth

1. OnoOpuTs ...

2. ...

2. CJIYHIAJIM:
BBICTYIINJIM:
INOCTAHOBWJIM:

IIpeacenarennb MHOJIUCH

52

>' OcHoEHAR
YaCTE

Pacumgposka

Cekperapnb MOJIUCh Pacummdposka nognucu
®opmat A4 (210X297)

MNoAIMHUCH
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[Tpunoxenue 8

K THUIIOBBIM IIpaBUJIaM IOKYMEHTHPOBAHUS

U YTIPaBIICHUS JTOKyMEHTAIUEH

B TOCYZIapCTBEHHBIX U HETOCYAapCTBEHHBIX

OpraHu3alusIxX
dopma
INocynapcteennsiii 'epd Pecniyonuku Kazaxcran
WM AMOJIeMa, JIOTOTHI, TOBAPHBIM 3HAK (3HAK 0OCITYyKUBAHUS)

OpraHHu3alnu
OduunnanbHoe
O¢unuajspHoe HANMEHOBAHUE HAMMEHOBAaHUeE
OpPraHu3anuu OpPraHu3anuu
(Ha Ka3aXCKOM SI3bIKe) (Ha pyCcCKOM MJIM MHOM
SI3bIKE)
AKT
No
(nara)
MecTo uznanus
MecTo uznanus
(Ha pyCCKOM WJIM HHOM
(Ha ka3axckoM si3bike )0
SI3BIKE)
[ lr 1

| | 3aroJloBoK

OcHoBaHKE: HOPMAaTUBHBIN PAaBOBOM aKT UM UHOM TOKYMEHT,
ITOCITYKMBIIMN OCHOBAHHUEM UL COCTABJICHUS AKTa.

CocTaBileH KOMUCCHUEN B COCTABE:

IIpencenarens KOMUCCUU

JIOJDKHOCTh, MHUITUATIBI, (paMusus
YieHpl KOMUCCUUH: 1.

JOJDKHOCTh, HHUITHUAJIbI, (baMI/IJ'H/IH

JOJIXKHOCTB, I/IHI/ILII/IaJ'II)I,(l)aMI/IJ'II/IH

JOJIZKHOCTbD, I/IHI/IIII/IaJII)I,(I)aMI/IJII/I}I



54

[IpucyrcrBoBaiu:
JOJKHOCTh, MHUITMAJIBI, (paMUITUS

TCKCT

CocraBnen B 2-x AK3EMILIAPAX:
1-i DK3EMILISP: B nene Ne
2 ax3eMIuIsIp: (aapecar)
IIpeacenarens komuccuu  noanucs Pacmugpposka moanucu
YjieHbI KOMUCCHU noanuch Pacmim@poBKa nognmucu
dopmat A4 (210X297)
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[Tpunoxenue 9
K TUnoBbIM IpaBUiiaM JOKYMEHTUPOBAHUS
Y YTIPaBJICHUS JOKyMEHTauen
B FOCYZapCTBEHHBIX U HETOCYAAPCTBEHHBIX
OpraHU3aLUIX
IIpuMepHBIN epeYeHb J0KYMEHTOB, He MOAJIeKAIIMX PerucTPauuu
B IOKYMEHTALIMOHHOM CJIy:kK0e opraHu3anmnu

[lucbma, HanpaBiIEHHBIE B KOMUSX /1JI CBEJICHHUS.

PexnamHble n3BENIEHUS, IPOCIEKTHI, IUIAKATHI, TPOrPaMMBbl COBEILIAHU.

[lepBuuHbIE TOKYMEHTHI OyXTalaTepcKOro yuera (perucTpupyroTcs B Oyxrantepun
OpraHu3alnH).

VYyeOHble MIaHbl, TPOTrPaMMBbl (PETUCTPUPYIOTCS B COOTBETCTBYIOIIEM
CTPYKTYPHOM MOJPA3ACICHUA OPTaHU3aI1n ).

MecsuHble, KBapTaJIbHbIE U APYTHE OTUYETHI (PETUCTPUPYIOTCS B
COOTBETCTBYIOILIEM CTPYKTYPHOM MOJAPA3/ICIEHUN OPTraHU3ALINH).

@OpMBI CTATUCTUYECKON OTYETHOCTHU (PETUCTPUPYIOTCS B COOTBETCTBYIOILIEM
CTPYKTYPHOM MOJPA3AECICHUHN OPTaHU3aL1N ).

Coo0111eH1S 0 COBEIIAHUAX, 3aceIaHusIX.

[To3znpaBuTenbHbIE MUCbMA, MO3APABUTENBLHBIE TEIETPAMMBI, IPUTIACUTEIbHBIE
OUJICTHI.

[leyaTHbie U3gaHUs (KHUTH, )KypHAJIbI, Ta3€Thl, OIOJIIETEHN).

Tenerpammebl 1 mUcbMa O pa3pelIeHUH KOMaHAUPOBOK.

Tenedgonorpammbl 0 MPOBEICHNY 3acelaHNii, COBEIIaHUN, CECMUHAPOB U JPYTHE.

JIOKYMEHTBHI € IOMETON HAa KOHBEPTE «JIMUHOM.

HayuHble oT4eThI 10 TeMaM (PETUCTPUPYIOTCSA B COOTBETCTBYIOIIEM CTPYKTYPHOM
IIO/IPAa3/IeJIEHUN OPTaHU3ALINH).

[IperickypaHTHI.

Hopwmsl pacxona maTepuaio, 3asBKA Ha KaHIEJIAPCKUE MPUHAJIEKHOCTH U
OpPraHU3aALMOHHYIO TEXHUKY (PETUCTPUPYIOTCA B COOTBETCTBYIOIEM CTPYKTYPHOM
IIO/IPAa3/IeJIEHUN OPTaHU3ALINH).

CBoJKH.

VYyeTHble JaHHBIE TIO KaJIpaM.
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[Tpunoxenue 10

K TunoBeIM nipaBuiiaM JOKYMEHTUPOBAHUS

Y yIPaBJICHUs TOKyMEHTaen

B ITOCYAapCTBCHHBIX 1 HCTOCYAAPCTBCHHBIX

OopraHu3anusax
dopma
KapTqua Perucrpanuu BXoAAuX JO0KYMECHTOB
2 KoppecnoHzesT Bua zoxkyueHTa
JaTa mocTYILTEHNA H HEIeE: JOEYMEeHTa JarTa  HEISEC ZOKVMEHTA
[T
103
=]
[a]
3aroI0BOE JOKVMEHTA HITH EPATEOS COJSIHA e
PesoIroIea T EOMY HAIpPaEIeH JOKVMEHT CpoE HCTIOMHEHNA J0EYMEHTa
o PacmmEcEs B DOJYYEHMH ¢ VEASAHMEM TaTH OTreTEa 00 HCIIOIHEHE JOKYMEHTA H
& HADPAEISHEIL B A0
210
CEegeHsd 0 X0 HCIIOIHEHHA JOKVMEHTA, MepeHoCa CPOKOE HCTIOTHeHHA,
4. IOCTYILTSHHH TP OMe#y TOUHEIX OTESTOE (3aIpOCoE) H T.0.
EomTpoasHEe oTMETER
=
$oug Mo Ommice Na Jemo Na
70 70
210

dopmar A5 (148x210)




57

[Tpunoxenue 11
K THUIIOBBIM IIpaBUIaM IOKYMEHTHPOBAHUS
Y YTIPaBJICHUS JOKyMEHTauen
B FOCYZapCTBEHHBIX U HETOCYAAPCTBEHHBIX

OpraHu3aluaX
dopma
KypHaj perucrpanum BXOAAIIMX J0KYMEHTOB
Bun
JOKYMEHT
Y Pe3omonn
a,
A WIH
Koppecnonae 3aromoBok Pacnucka Otmetka
KOMY
Ne HT, 13RI 0 | B 00
[ara HaIpasJe
Ne JaTa u KpaTKoe noy4yeH ucnoiHeH IIpumeudan
IOCTYIUIEH H
WHJEKC  Ccoaep:KaH un 1705 ue
us JOKYMEHT
BXOASLIETO ue JOKYMEH JTOKYMEHT
Ha
NOKYMEHTa BXOZSIIET Ta, 1ara a
VCIIOJIHEH
0
ue
JOKYMEHT
a
1 2 3 4 3) 6 7 8

®opmat A3 (420X197)
KypHan perucrpanuu ucXoAsIUX 1 BHYTPEHHUX JJOKYMEHTOB

OrMmeTka 00

JlaTta 1 nHICKC 3aroiaoBOK

UCIIOJTHEHU U

No No  mcxopmdmero WJIA KPATKOE

KoppecnionaeHt nokyMeHta u [Ipumeuanue

.. (BHYTPEHHETO) coAepKaHue
HaIpaBJICHUU

NOKyMEHTa JTOKyMEHTa

B JIETIO
1 2 3 4 5 6

®dopmat A3 (210X297)
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[Tpunoxenue 12

K THUIIOBBIM IpaBUJIaM TOKYMEHTUPOBAHUS

Y YIIPaBJICHUS JOKyMEHTauen

B FOCYZapCTBEHHBIX U HETOCYAAPCTBEHHBIX

OpraHM3aLMsIX
dopma
CBEJEHUA
00 HCIOJTHEHUH IOKYMEHTOB, MOJIeKAIUX KOHTPOJII0
110 COCTOSIHMIO Ha

(umcno, Mecsn, rox)

JIOKyMEHTBI Ha

N3 Hux
KOHTPOJIE
Haumenosan
2 C
us
Ne MOCTYIIHIIO HaXOJAIINE MPOIJICHH
CTPYKTYPHBIX
BCET B UCIIOJTHEHH €S HA BIM IPOCPOYEHH
OApPA3AEIEH
it 0 TpeabLIyL] 13( UCIIOJJHEHH CPOKOM bIE
€M MecsIIIEe U UCIIOJTHEHU
b
1 2 3 4 5 6 7 8
HaumeHoBaHMe 10KHOCTH PYKOBOAUTEJISA Pacuingposka
cay:x0n1 JJOY MOJIIINCHh MOAIMUCH
dopmat A4 (210X297)
[Ipumeuanue.

CBenieHus1 MOTYT OBITH JAOIOJIHEHBI IpadaMu 10 BUIaM JOKYMEHTOB
(npuKa3bl, peleHus: KOJUIETUU U APYTHE), UX PETUCTPALMOHHBIMU HOMEPAMH,
baMUIHSIMH UCTIOJTHUTEEH.
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[Tpunoxenue 13
K TUNOBBIM IIpaBHUJIaM JTOKYMEHTHPOBAHUS
U YIIpaBJICHUS JOKYMEHTAIUeH
B TOCY/IapCTBEHHBIX U HETOCYAaPCTBEHHBIX
OpraHu3aIsIX
dopma
CBEJEHUA

00 ucnoTHeHUN oOpameHuil GU3NYeCKUX U OPUINYECKHUX JTHIL
110 COCTOSIHMIO Ha

(4umcno, Mecs1y, rox)
Haxonwrcs Ha

N3 Hux
Ne  HammenoBanus HCTOJIHCHNH
Ne  cTpyKTYpHBIX MOCTYTHIIO 3a MPOCPOYEHBI
. . UCIIOJIHSIOTCS
I/ NOApa3[CIeHUH  Bcero IpeablIyIuu CpOK
B CPOK BCETO
MeCsILL MPOIJIEH
1 2 3 4 3) 6 7
Bcero:
HaumeHoBaHUE JOJKHOCTH PYKOBOAUTEJIS Pacumgposka
ciay:xk0n1 1OY MOANUCH MOAMUCH

®opmar A4 (210X297)
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[Tpunoxenue 14
K TUnoBbIM IIpaBUiiaM JOKYMEHTUPOBAHUS
U yOpaBJeHUs TOKyMEHTaIuen
B FOCYJIApCTBEHHBIX M HETOCYJaPCTBEHHBIX
OpTraHu3alusIX
dopma
KypHaJj yyera U BbIIa4M NE€YATHO-0JIAHOYHON MPOAYKINH,
Mo/JIeKalleH 3aluTe

[TocTtyrutienue Brigaua
[Tpum
Komy
e4aHHu
BBIJJAHO
e,
OTMET
Ka 00
HUYT
JlaTta y
Haume 0)XKEHU
Jlata u Cep Cep
HoBan Komn Haum dam Komu Pact wm
HOMED U u HOME 156: @
Jlara e  YeCTB Jar €HOBa WJM YECTB MCKa HCIIOP
COITPOBO HOM p HOM
IMoCTy IIpcaIl (6] a HUE 99U (0] B YCHHBHI
JIUTEIbH epa IIOKY epa
IJICHU pusATHUS 3K3CEM BBIJT CTPYK HHHU 9K3€EM oIy X
oro Oi1a MEHT Oia
A - PO ayun TYPHO LiKal PO YCHHU JOK3€EM
JIOKYMEH HKO a Ha HKO
W3rOTO B ro BI B U IUIApO
Ta B BBIJA B
BUTCIIA ay noapa IoJa B
3/eN€e y4dar reyar
HUA €4 HO-
OJaHo
JHOH
npomy
KIINU
1 2 3 4 5 6 7 8 9 10 11 12 13

®opmar A4 (210X297)
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IIpunoxenue 15
K TUnoBbIM IIpaBUiiaM JOKYMEHTUPOBAHUS
U yOpaBJeHUs TOKyMEHTaIuen
B FOCYJIApCTBEHHBIX M HETOCYJaPCTBEHHBIX
OpraHU3aLHUsIX
dopma
KypHaJj yyera u BbIIauM nevyareil, ITAMIOB C
uso0paxkenuem I'ocynapcrBennoro I'epdoa Pecny0simku
Ka3zaxcran u cienuaJbHON ITEMIIEJILHOU KPACKHU
Komy BbI1aHO

HaumenoBaunue
CTPYKTYPHOTO
OAPA3AETICHUS ITIpumeyanu
Haumenosanus P ’ P
OCYILIECTBIISIIO e
A OTTUCKH yi m ’
. €ro XpaHEHHE JHlata  oTMeTku 00
neyarten u _
Ne neyaren, Qamunua u  Jlatau BO3BpAT YHUYTOXKCH
HITaMIIOB C 3
Ne LITaMIIOB C MHULIMAQJIBl paclnucka au WM IIeYaTeu,
Hn300paKeHUEM
.1 HM300paKEHUEM JTOJDKHOCTHO B pacIMCK IITaMIIOB U
['ocynapcTBeHHO
ro Cepba ['ocynapCTBEHHO IO JiMIia-  IOJY4YEH aB  CHCOUAIbHO
ro 'ep6a MOJTyJaTest un  lpueme i
Pecmy6mmku P ya p
PecrryOnmku LITEMIIEJIBH
Kasaxcran B
Kazaxcran n OM Kpacku
CIICIMAJIbHON
LITEMIIECIIbHOU
KpacKu
1 2 3 4 5 6 7

®dopmat A4 (210X297)
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[Tpunoxenue 16
K TUNOBBIM IIpaBHUJIaM JTOKYMEHTHPOBAHUS
U YIIpaBJICHUS JOKYMEHTAIUeH
B TOCY/IapCTBEHHBIX U HETOCYAaPCTBEHHBIX

OpraHU3alUIX
dopma
7KypHaj yuera u BbI1auM NepbeBbIX AaBTOPYYeEK,
3anpaBJIeHHbIX CNENHATbHBIMH YePHUJIAMHU
Oamunus i J|0KHOCTB
HaumenoBanue [Ipumeuanue
WHULIAAJIBI u hamunus
CTPYKTYpPHOTO , OTMETKa 00
JOJKHOCTHOTO Jia,
NOAPA3AECIEHUS, Hara JlaTa yHUYTOXKEHU
auua, MOTYYHUBIIIET .
Ne ocymecTisrony BBIJJAYM ¥ BO3BpAaT U IEPbEBOM
OCYIIECTBIISIIONL O MEPHEBYIO
Ne  ero xpaHeHue pacucka au  aBTOPYYKH,
€ro XpaHeHue aBTOPYUKY,
M. TOEPhEBBIX B pacnuc 3amnpaBiICHHO
NEPbEBBIX  3alpPaBJICHHY -
aBTOPYYEK, MOJIyYeH KaB 151
aBTOPYUEK, 10
3amnpaBIECHHBIX Md  TOpUEME CHEHUATIbHbI
3alpaBJIEHHBIX CIEHHUAIBHBI
CIeHUAIbHBIMU MH
ClielMaIbHBIMU MU
YepHUJIaMU YepHUJIaMU
YEepHUJIAMU  YEepHHIIAMHU
1 2 3 4 ) 6 7

®opmar A4 (210X297)
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IIpunoxenue 17
K THUIIOBBIM IpaBUJIaM TOKYMEHTUPOBAHUS
Y YIIPaBJICHUS JOKyMEHTauen
B FOCYZapCTBEHHBIX U HETOCYAAPCTBEHHBIX

OpraHu3aIlMsIX
dopma
Ha3BaHUE OpraHU3aIUN
AKT
No
(maTa)
Mecto u3nanusa Mecto U3IaHUs
(Ha Ka3aXCKOM SI3BIKE) (Ha PYCCKOM WJIM MHOM SI3BIKE)
YT1Bepx a0

HaunMmeHnoBaHue NOKHOCTH
PYKOBOJUTEIS OPTaHU3AINT
Pactumdposka
(JIMYHAs TOAMKCH) TOAUCH
Jlara

IIpuema-nepenauu
MeYaTHO-0JIAHOYHOM
NMPOAYKIMH, TeYaTe,
IITAMIIOB, MOJJIEKAINX
3al0UTe, CPEACTB 3alUTHI
JOKYMEHTOB M
PEerucTPANMOHHBIX YYETHBIX
(popM k HUM

OcHoBaHHE: HOPMAaTUBHBIN PAaBOBOM aKT WJIM UHOM TOKYMEHT,
ITOCITYKMBIIMN OCHOBAaHHUEM I COCTABJICHUS AKTa.

CocTaBlleH KOMUCCHUEN B COCTABE:

IIpeacenaresns KOMUCCUU

JOJIDKHOCTh, HHHUIIHUAJIbBI, (I)aMI/IJII/I}I
Unensl komuccum: 1.
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JOJDKHOCTH, MHHUIIUAJIBI, q)aMI/IJII/IH

JIOJHKHOCTh, HHULIAAJIBI, (paMIITHS
nepeaan

HanmeHnoBanue opranu3anuu (CTpyKTYpPHOTO MOAPA3AEICHHUS ),
OCYILECTBIISIOLIETO NIEpeaydy)

HanmenoBanue opranuzaiuu (CTpYKTYpPHOTO TOAPa3ACICHUS),
OCYILIECTBJISIIOIIETO TPUEM )
1. Hencmons30BaHHYIO MeYaTHO-0JAHOYHYIO MTPOAYKIIHIO, TIOITICKAIITYIO
3ammuTe (OTAEIBHO IO BUJAM), CEPUU ¢ Ne mo Ne B KonMuecTBe

9K3CMILIAPOB.

(tudpamMu ¥ IPOIUCHIO)
2. AKTBI O BBIJICJICHUH K YHUUTOKECHUIO UCTIOPYEHHBIX IK3EMILIAPOB
MeYaTHO-0JIAaHOYHOM MPOAYKIIMH, TTOJICKAIIICH 3aluTe,

(matsbl, HOMEpA,

KOJIMUYECTBO SK3EMIUISIPOB aKTOB 110 BUJaM OJaHKOB)
3. [leuatu ¢ nzobpaxenuem ['ocynapcrsennoro ['epda PecriyOnuku
Kazaxcran B konmyecTBe HITYK.
(urdpamMu ¥ MPOMUCHIO)
4. llltamnel ¢ u3obpaxenuem ['ocynapcteennoro ['epba Pecriyonuku

Kazaxcran B xonnuecTBe LITYK.

(mudpaMu ¥ IPOITHUCHIO)
5. Cpencrsa 3alUThl JOKYMEHTOB:

(HaMMEHOBaHUS CPEJICTB 3aIUTHI)
B KOJINUECTBE HITYK.

(urdpamu 1 IPONUCHIO)
6. PeructpaliioHHbIe y4eTHbIE (POPMBI:

(BUIBI PETUCTPALIMOHHBIX YYETHBIX

¢dbopM, NX HOMepa IO HOMEHKJIATYpe JieJl, HOMepa TOMOB, JaThl IEPBOU U

nocJieJHEN 3aMuCH, KOJTUYECTBO JIUCTOB)
CocTrosiHue yuyeTHo# paboThl ¢ IEYaTHO-0JIAHOYHOM MPOAYKIIMEH,
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neyarsaMu, mraMiiaMy, IOoJJIC)KAIMUMHA 3al0UTE, 1 CPpEACTBAMHU 3alIUTBI
JOKYMCHTOB

(oOrmrast XxapaKTepruCTUKa COCTOSTHUS YU€THON pabOThI)
Ilepenaa (a) noanucyk  PacmmdpoBka mognucu
Ipunsa (a) noanucyk  PacmmdpoBka mognucu
CocraBineH B sK3eMIuisIpe (ax):
1-i sx3emmuisip: B aene No
2 sx3eMIuIsAp: (aapecar)

Ipeacenaresib  KOMHCCUM MOJIIUCh pacuiu(ppoBka  NOANMUCH
YjieHbl KOMUCCUM MOJNKUCH pacIn(pPpPoOBKA MOANMUCH

®dopmat A4 (210X297)
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[Tpunoxenue 18
K TUNOBBIM IIpaBHUJIaM JTOKYMEHTHPOBAHUS
U YIIpaBJICHUS JOKYMEHTAIUeH
B TOCY/IapCTBEHHBIX U HETOCYAaPCTBEHHBIX
OpraHu3aLusaX
dopma

HanMCHOBAHHEC OpraHru3anuu

AKT
No
(maTa)
MecTo u3nanus (Ha Ka3axCKOM SI3bIKE I HHOM
SI3BIKE)
YTBepxkaar

HaumeHoBaHme TOMKHOCTH
PYKOBOIMTEISI OpPraHU3aIIH
Pactmmdposka

(JIM4HAst TOANKCH) TOANUCH
JlaTta

O BbIIEJIEHUN K YHHYTOKEHHU IO
HCIOPYEHHBIX IK3eMILISPOB
Ne4YaTHO-0JIAHOYHOM MPOXYKIHUH,
nojaJjexkamen
3almre
OcHoBaHue: HOPMATHUBHBIN NPABOBOM aKT WJIM UHOW IOKYMEHT,
MOCTY>KUBIIUNA OCHOBAHUEM J1JISI COCTABJICHUS aKTa.
CocraBiieH KOMHUCCHUEN B COCTaBE:
[Ipencenarens koMuccuu

JOJKHOCTH, MHUITHAITBI, (haMUITHS
YeHpl KOMUCCUU: 1.
JOJDKHOCTh, MHUITAAIIBI, (paMUITHS

JIOJKHOCTh, UHULIUAJIBI, (paMIINs
OT0OpaHbl K YHUYTOKEHUIO UCTIOPUYECHHBIE 3K3EMIUISIPHI CIEAYIONINX BUIOB
ne4YaTHO-0JaHOYHON MPOAYKIIMH, MOIJISKAIIEH 3aIIuTe:
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KonungecTBo
Cepust u HOMepa
HK3EMILISPOB
HK3EMILISPOB
HaunmeHnoBanue Buaa UCIIOPYECHHBIX
N IIeYaTHO-
Ne N nmeyaTtHO-0OJIaHOYHOU . II€4YaTHO-
OJaHOYHOM . [Ipumeuanue
IL.II. MIPOYKITUH, OJIaHOYHOM
. MPOAYKIUH,
MOJIEKAIIEH 3aIUuTe g MPOAYKITUH,
IO AJ1eKaIe 9
O AJIeKaIICH
3aIUATE
3aINATe
1 2 3 4 5
Hroro HCIIOPYEHHBIX 3K3EMIUISIPOB NIEYaTHO-

(mudpamMu ¥ TPOIUCHIO)

0JIaHOYHOM TIPOTYKIIUH, TTOJICHKAIICH 3aIuTe.

CocraBieH B sK3eMIuisIpe (ax):

1-# sx3emruisip: B aese No

2 aK3eMIuIsp: (aapecar)

[pencenarenb komuccuu noanucy  PacmmgpoBka nmoanmucu

YjieHbl KOMUCCHH noanuck  PacmmdpoBku nmoanucen

OTMETKH B )KypHaJIbl y4eTa 1 BbIJIaul NeYaTHO-0JIAHOUYHON MTPOAYKITUH,
MOJIJIEXKAILIEH 3aIUTE, BHECEHBI, UCTIOPYECHHBIE IK3EMIUISIPHI B KOJIMYECTBE

YHHUYTOKCHBI ITYyTEM

(tmudpaMu ¥ IPOITHCHIO) (BUJl yHUUYTOKEHUS )
HaumenoBanue noskHOCTH  noanuch  PacmmgpoBka
Hara MOJANMUCH
®dopmat A4 (210X297)
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[Tpunoxenue 19
K TUNOBBIM IIpaBHUJIaM JTOKYMEHTHPOBAHUS
U YIIpaBJICHUS JOKYMEHTAIUeH
B TOCY/IapCTBEHHBIX U HETOCYAaPCTBEHHBIX
OpraHu3aIUsIX
dopma

Ha3BaHUC OpraHru3anuu

AKT
No
(nata)
MecTo nu3naHus
(Ha Ka3aXCKOM SI3BIKE
WJIM UHOM SI3BIKE)
YTBepxkaar

HaumeHoBaHme TOMKHOCTH
PYKOBOIMTEISI OpraHU3aIIH
Pacmmdposka

(JIM4HAst TOANKCH) TOAMUCH
JlaTa
O BbIIEJIEHUN K YHHYTOKEHU IO

neyared ¥ IITAMIIOB,
MOJAJIeKAIMX 3alUTe

OcHoBaHue: HOPMATUBHBIN MPAaBOBOM aKT UM UHOM IOKYMEHT,
MOCJTY>KUBIINI OCHOBAaHHUEM JIJIsl COCTABJICHUSI aKTa.

CocraBiieH KOMHCCHEN B COCTaBE:
[Ipencenarens koMuccuu

JOJKHOCTH, MHUITHAITBI, (haMUITHs
Unensl komuccu: 1.

JOJIZKHOCTBh, MTHUIIHUAJIbI, q)aMI/IJ'II/IH

JOJIDKHOCTB, HHUITHUAJIbBI, CI)aMI/IJII/IH
OT06paHbI K YHUYTOXXCHHUIO CIICAYIOINNC IICHYATHU U IITAMIIBI, ITOAJICKAIITNC
3alIUTC.

Ne Ne HanmenoBanue KomunuectBo [Ipumeuanue
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IL.II
1 2 3 4
CocrasJeH B AK3eMILIsIpe (ax):

1-1 sx3emruisip: B nese Ne

2 sK3eMIuIsp: (aapecar)

Ipeacenarens komuccuu noanuch PacummdpoBka noanucu
Yi1eHbl KOMUCCHH noanuch Pacmm¢poBKku nmoanuceu

OTMeTKH B JKYPHAJI BHCCCHBI, IICYAaTU U HITAMIIBI, ITOAJICKAIIUC 3alIUTC, B

KOJINYECTBE IITYK YHUYTOKEHBI ITyTEM
(mdpamMut ¥ MPOTUCHIO) (BUJ YHUYTOXKEHMUS)
HaumeHoBaHMe JI0JKHOCTH ITOJITUCH PacuumdpoBka mnognucu
ata

®opmar A4 (210 X 297)
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[Tpunoxenue 20
K TUNOBBIM IIpaBHUJIaM JTOKYMEHTHPOBAHUS
U YIIpaBJICHUS JOKYMEHTAIUeH
B TOCY/IapCTBEHHBIX U HETOCYAapCTBEHHBIX
OpraHu3aLusaX
dopma

Ha3BaHWEC OpraHru3aluu

AKT
No
(nata)
MecTo nu3naHus
(Ha Ka3aXCKOM SI3BIKE
WJIM UHOM SI3BIKE)
YTBEpxK a0

HaumeHoBaHMe JOMKHOCTH
PYKOBOJUTEISI OpraHU3aIIH
Pacmmudporka

(JIM4HAsI TOJIMKCH) TOAMKUCH
JlaTta

O BblEJIEHUH K YHUITOKCHHUIO
CPEACTB 3alIUThI JOKYMECHTOB

OcHoBaHue: HOPMATUBHBIN MPAaBOBOM aKT UM UHOM IOKYMEHT, OCITY>KUBIIIHMA
OCHOBAaHHMEM JIJIs1 COCTaBJICHUS aKTa.

CocraBieH KOMUCCHUEN B COCTaBE:

[Ipencenarens koMuccuu

JOJDKHOCTH, MHAITHAITBI, (haMUITHS
Yieusl KOMUCCHUUH: 1.

JOJKHOCTh, HHUITHAITBI, (haMUITHS

JIOJDKHOCTh, MHUITUAJIBI, (paMusus
OToOpaHbl K YHHUTOKCHHIO CIEAYIONINE BUJBI CPEICTB 3aIIUThI IOKYMEHTOB:
Ne Ne
ILII.

1 2 3 4

HaumeHnoBanue KonunuecTBo [Ipumeuanne
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Cocragnen B AK3EMILISPE (ax):
1-i DK3EMILLP: B nene Ne
2 sx3eMIuIsIp: (agpecar)
Ipeacenarens komuccud  noanuch PacummdpoBka noanucu
Y1eHbl KOMHCCHH noanuck PacmmugpoBku nmoanucen
OTMeTKH B )KypHaibl ydeta No  BHECEHBI, CPEACTBA 3aIIUTHI
JOKYMEHTOB YHUYTOKEHBI ITyTEM

(BUbI YHUUTOXKEHHS)

HaumeHoBaHMEe JOJKHOCTH MOJIIUCH PacuuudpoBka mnognucu
ata

®opmar A4 (210X297)
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[Tpunoxenue 21
K THUIIOBBIM IpaBUJIaM TOKYMEHTUPOBAHUS
Y YIIPaBJICHUS JOKyMEHTauen
B FOCYJapCTBEHHBIX U HErOCYAapCTBEHHBIX

OpraHu3aIUsIX
dopma
Ha3BaHME OpraHU3aIuu
AKT
No
(maTa)
Mecto W3JaHUsA
(Ha Ka3aXCKOM SI3BIKE
WJI UHOM SI3BIKE)
YTBEpxKAaK0

HaumeHoBaHMe JOHKHOCTH
PYKOBOJUTEISI OpTaHU3aIIH
Pacmmudporka

(JIM4HAsI TOJIMKCH) TOAKUCH
JlaTta

O BbIe/ICHUM K YHHYTOKEHUIO
HEHUCI0JIb30BAHHOH
Ne4YaTHO-0JIaHOYHOM
NMPOAYKIUHU, MOAJIe/KALECH
3almre
OcHoBaHKE: HOPMAaTUBHBIN PABOBOM aKT UJIM UHOM TOKYMEHT,
ITOCITY’KMBIIMN OCHOBAaHHUEM UL COCTABJICHUS AKTa.
CocTaBieH KOMHUCCHEN B COCTaBE:
[Ipencenarens koMuccuu

JOJDKHOCTh, MHUITAAIIBI, (paMUITHS
YeHpl KOMUCCUU: 1.
JOJDKHOCTh, MHUITUATIBI, (paMumus

JOJIDKHOCTBb, HHHUITHUAJIbI, (baMI/IJ'H/IH

OT0oOpaHbl K yHUYTOKEHUIO yTPATUBIINE B CBIA3U
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(TMKBUAAIIMEN, peopraHu3aIuei) (odurmanbHOe HAUMEHOBAHUE
MPAKTHYECKOE 3HAYCHHUE CIICTYIOIINE BHIbI

roCy1apCTBEHHOI'O OpraHa (OpraHu3aLim)
HEUCIOJIb30BaHHOM MMeYaTHO-0JAHOYHOM MPOTYKIUH:

Cepus u
HaumenoBanue HOMEpa
KonunuectBo
Ne Ne  Bupa meuatno- DK3EMILIIPOB
. HEWCIIONb30BaHHbIX  [IpuMeuanue
ILIL. OJlaHOYHOMU MeYaTHO-
. DK3EMILIIPOB
IPOAYKIUHU 0JIaHOYHOM
MPOAYKIUHU
1 2 3 4 5
Htoro HEHCIOJIb30BAHHBIX YK3EMILISPOB

(mudpamMu ¥ MPOIUCHIO)
Ne4YaTHO-0TaHOYHON TIPOAYKIIMH, TIOJIJICIKAIICH 3aIIuTe.

IIpeacenarens komuceuu noanvuck  PacummppoBka noanucu

Yiensl kKoMuccuM noanucy  PacumgpoBku nmoanucei

OTMeTKH B )KypHaJIbl yueTa U BbIJa4M [1€4aTHO-0JaHOYHON MPOAYKIIMH
BHECEHBI, HEUCITOJIb30BAHHBIE YK3EMIUISPBI B KOJTUYECTBE

(tudpamMu 1 IPOIUCHIO)

BECOM KI' YHUUTOKEHBI ITyTEM
(BUT yHUUTOKEHUS )
HaumeHoBaHMe J0JKHOCTH MOJIUCH PacummdpoBka mnoanucu
ata

®dopmat A4 (210X297)
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[Tpunoxenue 22
K THUIIOBBIM IpaBUJIaM TOKYMEHTUPOBAHUS
Y YIIPaBJICHUS JOKyMEHTauen
B FOCYJapCTBEHHBIX U HErOCYAapCTBEHHBIX

OpraHu3aIrsIX
dopma
O¢guunanbHOe HAUMEHOBAHNE OPTraHU3AMHU
HOMEHKJIATYPA JEJI
Ne
(mara) (MHOEKC)
YT1Bepxaaro
HaumeHnoBaHue nOKHOCTH
] I L PYKOBOJIUTENSL OPraHU3ALMH
N Ha rog
— PactmdpoBka
(JIMYHAs! TOAMKCH) TOATUCH
Jata
Cpoxk
XpaHEeHus Jena
KonugecTBo
Nunexc 3aroJIoBOK Jiejia (TOMma, 4acTH)
nen (ToOMOB, [Ipumeuanue
nena (ToMa, 4acTH) . U HOMEP
gacTei)
MyHKTA 10
MEPEUHIO
1 2 3 4 5

HaumeHoBaHMe T0JKHOCTH

pykoBoautens ciayx0bl JOY  noanuce Pacmm¢ppoBka moamucu
[lata

Bussl pykoBoguTenen CTpyKTyPHBIX ITOAPA3AEICHUN

CornacoBaHa CornacoBaHa

npoTokosioMm [[DK (3K) npoTtokosiom DMK

OpraHHu3aliu roCyJIapCTBEHHOTO apXHBHOTO
YApEKACHUS

(maTa 1 HOMEpP NPOTOKOJIA) (maTa 1 HOMEp MPOTOKOJIA)
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Hrorosas 3anuch o KaTCTOPHAX U KOJIMICCTBEC ACII,

3aBE/ICHHBIX B roay
B ToMm uncie
ITo cpokam xpaHeHuUs Bceero C OTMETKOM
NepeXOIAIINX
P «OIIK»
[TocTossHHOTO
Bpemennoro (cBoime 10 ner)
Bpemennoro (g0 10 net
BKJIFOUUTEIIBHO)
Hroro:
HaumeHnoBanue AOJIKHOCTH
pykoBoaurtenast cayxonl JIOY noanuchk  Pacmm¢ppoBka noanucu

ata
HtoroBsie cBeieHUS NEPEAAHBI B ApXUB OpPraHU3aIMH.
HaumeHnoBaHue 10J1KHOCTH
padOTHHMKA NepeaaBLIero noanuchk PacmmdgpoBka nognucu
CBeJeHus JlaTa
®opmat A4 (210 X 297)
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[Tpunoxenue 23
K TUNOBBIM IIpaBHUJIaM JTOKYMEHTHPOBAHUS
U YIIpaBJICHUS JOKYMEHTAIUeH
B TOCY/IapCTBEHHBIX U HETOCYAapCTBEHHBIX

OpraHM3aLMsIX
dopma
JIMCT-3ABEPUTEJIb JEJIA
®ouag Ne  Omnuchk Ne Hemo Ne
B neno noammro u npoHyMepPOBaHO JuCT (OB), B TOM
qucIe:

nutepHbie NeNe mucToB

nponyueHHbie NeNe muctos

IMPOHYMCPOBAHHBIC YHCTLIC JIMCTHI

+ JIMCTOB BHYTPEHHEN ONUCHU

YuTeHO JOKYMEHTOB B BU/IE BJIIOKCHUN U MPHUIIOKEHUHN, HE MOJICKAIIUX
HyMepauuu

(pa3HOBUIHOCTU IOKYMEHTOB U UX KOJIMYECTBO)
Ocobennoctu popMupoBanus, opopMiIeHUs, (PU3HIECKOTO

NeNe nuctoB
COCTOSIHUSA U y4€Ta JOKYMEHTOB JIeJia

1 2

. bpoutops! 1 Apyrue neyaTHele U3LaHUS

. JIucroBkun

. BeIpe3ku u3 raszer

. OTKpBITKH

. KonBepTsl

. Mapku nodroBbIe

. Mapku repOoBbie

0 3 N Ui AW N

. [llTemmieny MOYTOBBIE U IPYTUE

9. CriennayibHBIE IOYTOBBIE OTMETKH

10. CypryuHbie, MAaCTUYHbBIC I€YATH

11. ®OoTOIOKYMEHTBI

12. KapTsl, 11aHbl, YEPTEKU U IPYyTasi HAYYHO-TEXHUYECKas
JOKyMEHTAIUs

13. PucyHku, rpaBropbl, akBapesin

14. ABTorpadsl BUTHBIX JesSTENCH
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15. CkiieeHHBIE TUCTBI
16. YTpara yactu JIMCTOB
17. Yracaromumii TeEKCT

HaunmMeHnoBaHue 10:KHOCTH JIMIIA, Pacummgposka
3aM0JIHUBIIEr0 JUCT-3aBEPUTEIb J1eJIa TOANKCh MOANUCH
JlaTta

IIpumeuanue.

1. JIuct-3aBepuTENb COCTABISIETCS JUISl yU€Ta KOJIMUYECTBA JIUCTOB B
nene u puxkcanum 0cOOEHHOCTEN UX HyMEpPALUH.

2. JlucT-3aBepuTENbh COCTABISIETCS] HA OTACIBHOM JIUCTE (JIMCTaX) U
MOJIIIMBAETCS B KOHIIE JIeTa.

3. B nucre-3aBepurene ykazblBaeTcs IUPPAMU U MMPOMHUCHI0 KOJTUYECTBO
MIPOHYMEPOBAHHBIX JIMCTOB JieJia M OTAEIBHO, Yepe3 3HaK «+» (TUTIOC),
KOJIMYECTBO JIMCTOB BHYTPEHHEHN OMKUCHU JOKYMEHTOB JI€Ta.

4. B nucrte-3aBepuTesiec OTMEYAIOT CIEIYIONINE OCOOCHHOCTH HyMepaIluH,
odopmiieHUs U GU3NYECKOTO COCTOSTHUS TOKYMEHTOB JIeJIa:

1) cpenctBa moutoBOro oOparieHus (Mapku BCeX BUJIOB, KOHBEPTHI,
OTKPBITKU, OJIaHKH, IITEMIIENIH, IITAMIIbI, IJIOMOBI);

2) meyaTty U uX OTTUCKH;

3) aBTOTrpadbl BUIHBIX TOCYJAPCTBEHHBIX U OOIIIECTBEHHBIX JICITEIEH,
nesiTenel HayKu, TEXHUKHA U KYJIbTYpPHI;

4) poTOnOKYMEHTHI;

5) pUCYHKH, TpaBIOPHI U aKBAPEIIH;

6) KpynmHO(OpMaTHBIE IOKYMEHTHI,

7) CKJI€EHHBIE JIUCTHI, OBPEKICHUS TOKYMEHTOB;

8) MTUCTBHI ¢ HAKJIEEHHBIMHU (POTOrpaPusIMHU, JTOKYMEHTAMH;

9) KOHBEPTHI C BIOKEHUSIMH U KOJTUYECTBO BJIIOKEHHBIX B HUX JINCTOB
(mpenmeToB);

10) HOKYMEHTBI, UMEIOIINE CAMOCTOSITEIIbHYIO HyMEpaIuio (B TOM 4uciie U
Turnorpadckue MaTepralibl), U KOJIUIECTBO UX JUCTOB (CTPaHUIL).

5. Eciiit Ha OJTHOM JIMCTE JIejIa UMEETCSI HECKOJILKO 0COOEHHOCTEN
oopMieHUsI JOKYMEHTA, TO B Ipade 2 nucra-3aBepuTelis MPOCTABISIETCS
HOMED 3TOTO JIUCTA MPOTHUB KAXAOW MO3ULIMH rpadsl 1.

6. Eciiu B TIOKyMEHTE Ha OJTHOM JIUCTE UMEETCA HECKOIBKO MApOK U
WHBIX MaTepuajoB, TO B rpade 2 B CKOOKax Iociie HoMepa JUCTa Jiesia
YKa3bIBa€TCS X KOJUYECTBO.
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7. Ecnu B 1esie MMEIOTCS IPEIMEThI, HyMepauus KOTOPbIX HEBO3MOXKHA
13-32 0COOCHHOCTEH MaTepuaia, U3 KOTOPOTO OHH UCTIOTHEHBI (CTEKIIO,
MeTal, TKaHb U JPyTue), TO B rpade 2 yKa3bIBalOTCsS HOMEpa JIUCTOB,
MEXIy KOTOPBIMUA HaXxOJUTCS JAHHBIN MPEeaMET.

8. Bce nocnenyromue N3MEHEHUS B COCTaBE U COCTOSIHUHM Jiesa
(moBpexieHue, 3aMeHa MOAJIMHHBIX TOKYMEHTOB KOIUSMU, IPUCOEINHEHNE
HOBBIX JIOKYMEHTOB) OTMEUAIOTCS B JINCTE-3aBEPUTEIIE CO CCHIIIKOM Ha
COOTBETCTBYIOIIUH AKT.

9. JIuct-3aBepuUTENDL HE HYMEPYETCS.

®opmar A4 (210 X 297)
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[Tpunoxenue 24
K THUoBbIM IpaBuiIaM TOKYMEHTUPOBAHUS
Y YTIPaBIICHUS TOKYMEHTaluen
B FOCYZapCTBEHHBIX U HETOCYAAPCTBEHHBIX

OpraHU3aLUIX
dopma
BHYTPEHHSS OITUCH
JIOKyMEHTOB aena Ne
. Howmepa
Jlemonpon3BOACTBEHHBIN Hara 3aroJioBOK
muctoB [Ipumeuanue
WHJIEKC JOKYMEHTAa  JOKYMEHTa
nena
2 3 4 3) 6
JIMCTOB JOKYMEHTOB
(mudpamu u MIPOTHUCHIO)
JUCTOB BHYTPEHHEH ONUCH
(mdpamMu ¥ MPOTUCHIO)
HaumenoBanue AOJZKHOCTH JINIIA,
3aM0JIHUBIIET 0 BHYTPEHHIOIO OINCh
AOKYMEHTOB aeaa MOJIIUCH Pacummdgposka MOANMCH

JlaTta
®dopmat A4 (210 X 297)
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[Ipunoxenue 25
K TUNOBBIM IIpaBHUIaM JTOKYMEHTHPOBAHUS
U YIIpaBJICHUS JOKYMEHTaluen
B TOCYJIapCTBEHHBIX U HETOCYAaPCTBEHHBIX

OpraHu3alMsIX
dopma
Onuckb agea
OdurmanprHoe HaMMEHOBaHUE YT1BepKkIao
CTPYKTYPHOTO MOJIpa3AeIeHUs HaunmenoBanue n10MKHOCTH PYKOBOAUTENS
OpraHu3aIuH CTPYKTYPHOT'O NOAPA3ACICHUS
PacmmudpoBka
(JTMYHAs TOAMKCH) TOATUCH
JlaTa
Onuce Ne 3a roj (b1)
. Cpok
Kpaiinue P KonnuectBo
No XpaHEeHUs
Nunexkc 3aroioBOK jefna  J1aThl JUCTOB B
Ne nena [Ipumeuanne
nena (TOma, 9acTn) (Toma, nene (ToMme,
/11 (Toma,
4acTH) 4acTH)
4acTH)
1 2 3 4 5 6 7
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B naHHyr0 Onrch BHECEHO nencNe  moNe |
(TmudpamMu ¥ IPOTUCHIO)

B TOM YHCIIC:

JIUTEPHBIE HOMEpA:

MPOIYILICHHBIE HOMEPA:

HaumeHoBaHuMe JOKHOCTH JIMIA, NTOANKUCh Pacmu@ppoBka mognucu
COCTABUTEJIAA OMMUCH Jara

PykoBoauTesib Cory:KObI noanuchk PacmudgpoBka moanucu
A0Y JlaTta
PabdoTHHK HOJANUCH Pacumgposka NOANNCH
apxXuBa OpraHu3anuu Jara
IIpumeuanue.

B omnncu nen mocTossHHOTO XpaHeHus rpady 5 He 3aIlOHSOT.
®opmar A4 (210 X 297)
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