KA3AKCTAH NHOCTAHOBJIEHUE
PECITYBJIHKACEI HNPABUTEJIbCTBA
YKIMETIHIH PECHYBJIMKHU
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20 KBUIFBI H¥p'C¥HTaHK@.aCH’ oT« _» 20 roma
Ykimer Yiii
Ne Ne

O BHeceHMM U3MEeHEHUH M JIONOJIHEeHHUI B IOCTAHOBJIEHHE
IIpaBureancTBa Pecnyonkn Ka3zaxcran ot 31 oxkrsaops 2018 roma Ne 703
«00 yrBep:knenun [IpaBuj 10KyMeHTUPOBaHMS, YIPABJIEHUS JOKYMeHTalueil u
HCMOJIb30BAHUS CHCTEM 3JIEKTPOHHOI0 IOKYMEHT0000pPOTAa B rOCYAAPCTBEHHBIX U
HEroCyJapCTBEHHbIX OPraHU3AIUAX)

[TpaButenscTBO Pecny6nuku Kazaxctan IOCTAHOBJISIET:

1. Buectu B mnocranoBienue IlpaBurenbctBa PecnyOnuku — Kazaxcran
or 31 oktsa6ps 2018 roma Ne 703 «OO6 yrBepxkaenun I[IpaBun HOKyMEHTHpPOBaAHUS,
yIpaBICHUS JOKyMEHTAIEN " UCIIOJIb30BaHUS CUCTEM AIEKTPOHHOTO
JOKYMEHTOOOOpOTa B TOCYJApCTBEHHBIX W  HErOCYJapCTBEHHBIX  OpraHU3aLUSIX»
CJIEYIOLIME U3MEHEHHSI U TOTIOJIHEHUS:

npeamOyIiy U3JI0KHUTh B CIEYIOUIEH pelaKINu:

«B coorBerctBumM ¢ moxamyHktoMm 1) mynkrta 1-1 ctatem 18 3akona PecmyOnuku
Kazaxctan «O HamuonanbHom apxuBHoM ¢oHae u apxuBax» [IpaBUTENbCTBO
Pecny6nuku Kazaxctan IOCTAHOBJISAET :»;

B [IpaBmwiax NOKyMEHTHpPOBaHHWsA, YIpPaBICHUS JOKyMEHTAI[MEHd U HCIIOJIb30BAHUS
CUCTEM 3JIEKTPOHHOIO JOKYMEHTOOOOpPOTa B TOCYJAapCTBEHHBIX M HEroCyAapCTBEHHBIX
OpraHu3alysaX, YTBEPKICHHBIX YKa3aHHBIM [TOCTAHOBJIEHHEM:

IYHKTHI 4 ¥ 5 U3J10KUTH B CIAEAYIOIIEN pEIaKINN:

«4. [evictBue IlpaBun He pacnpocTpaHseTrcs Ha JOKYMEHTBI, COAEPIKAIINE
CBE/ICHHUs, COCTABJISIOLINE rocyAapcTBeHHbIe cekpeThl PecriyOnnku KazaxcraH.

PaboTbl MO CO3[aHUIO 3aKPBITHIX KIKOYEH AJIEKTPOHHON UM(POBON mMoAmnKCH
(mopsimok  BBIpAOOTKM, PETUCTPALMM, BbIAAYM, XPAHEHHUS, YHUYTOXKEHUA) IS
IOPUANYECKUX JIAL, TOCYIApCTBEHHBIX OPraHOB WM JOJDKHOCTHBIX JIMI], THOPSAJIOK
oOecrieyeHus: pexumMa CEKPETHOCTH U COXPAHHOCTH DJJIEKTPOHHBIX JIOKYMEHTOB U
3aKPBITBIX KIIOYEW DJIIEKTPOHHOW IMGPOBONM MOAMKMCH, COAEPIKAIIUX CBEIICHUSA,
COCTaBJIAIONINE TOCYJAPCTBEHHBIE CEKPEThI, ONMPEACNISIIOTCS HOPMATUBHBIMU MPABOBBIMU
aKTaMU B 00JIACTH 3alIUTHl TOCYJaPCTBEHHBIX CEKPETOB.

[Topsimok paboOThl TOCYJAPCTBEHHBIX OpPraHOB C JJIEKTPOHHBIMHU JIOKYMEHTaMHU
OFPAaHUYEHHOI'0 pAaCIpOCTPAaHEHUsT C MNOMeTKoW «Jlig Cciy’)keOHOro MOJIb30BaHUS
ompezensercss  nocraHoBieHusmu  [IpaButenbctBa Pecnybnmukm — Kazaxcran ot
14 cents6pst 2004 roga Ne 965 «O HEKOTOPBIX Mepax Mo o0ecrnedueHno HHGOpMaIMOHHON
0e30macHOCTH B Pecniy6nuke Ka3zaxcran» 17§ oT 24 VIOHS
2022 roma Ne 429 «OG6 yrBepxkaenuu [lpaBun oTHeceHMs CBENEHUN K CIIyKeOHOU
uH(pOpMaIUU OTPAHUYEHHOI'O PACIIPOCTPAHEHUS U pabOThI C HEM».


http://adilet.zan.kz/rus/docs/P1700000689#z2
http://10.61.42.188/rus/docs/Z980000326_#z236
http://10.61.42.188/rus/docs/P040000965_#z9
http://10.61.42.188/rus/docs/P040000965_#z9
http://10.61.42.188/rus/docs/P1500001196#z1
http://10.61.42.188/rus/docs/P1500001196#z1
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Oco0eHHOCTH JOKYMEHTHUPOBAHUSA, YIPABICHUS JOKYMEHTAIMEeW U MCIOIb30BaHUS
CUCTEMBI AJIEKTPOHHOTO JIOKYMEHTOOOOpOTa B CIENUATBHBIX TOCYIaPCTBEHHBIX OpraHax
OIPEACIISIOTCS UX PYKOBOAUTEISIMH.

5. B Hacrosanux [IpaBunax ucnonb3yroTcs CIeayronue NOHATHS

1) abz3aiy — yacTh TEKCTa, MPEACTaBIAIONIAs COOOM CMBICIOBOE EIMHCTBO,
BBIIENIIEMAsl OTCTYIIOM B IEPBOM CTPOKE M HAYMHAIOLIAACS CO CTPOYHOM OYKBBI, KpOoMe
nepBoro ad3ara 4acT, KOTOPhI HAYMHAETCS C 3arJIaBHON OyKBHI (a03a1lbl 3aKaHUYUBAIOTCS
TOYKOM C 3amsaToi (KpoMe epBOro U MocaeaHero ad3aleB 4acTh);

2) cpenctBo kpunrtorpaduueckor 3amuthl uHpopmanuu (mamee — CK3U) —
OpOrpaMMHOE OOECIEYEHUE WIIM alapaTHO-MPOrPaMMHBIN KOMILUIEKC, pPEau3yIolIne
QIrOpUTMBl  KpunTorpadguyeckux mnpeoOpa3oBaHUi, TreHepauuilo, (HOpMHUPOBAHUE,
pacnpeielieHue WK YIpaBiIeHUe KII0YaMu Mu(poBaHus;

3) HocuTenb KiIO4YeBOM HHGOpPMAIMM — CHCHUATU3UPOBAHHBIM HOCHUTENb, B
KOTOPOM JIJIs1 3alTUThI XPAHAIIUXCS 3aKPBITHIX KITFOYEH AJIEKTPOHHON MU(PPOBON MOIMUCH
ucnonb3ytorcsi  CK3U, umeromme  cepTu@uKaT  COOTBETCTBUA  TPeOOBAHUSIM
HalMoHallbHOrO  craHaapra  Pecnybnmukum — Kazaxcram — 1073-2007  «Cpexactsa
kpunrorpadpuyeckord 3amuthl uHGopManuu. OOIMe TexHu4yeckue TpedoBanms» (3
YPOBEHb);

4) ynoCTOBEpSAIONIMN ILIEHTP TOCyAapCTBEHHbIX opraHoB PecnyOnuku Kazaxcran
(mamee — VYII I'O) — ymoctoBepstomMA IEHTP, OOCTYKHBAIOIIMK TOCY/IapCTBEHHBIC
OpraHbl, JIOJXKHOCTHBIX JIMI] TOCY/IapCTBEHHBIX OPraHOB B MH(GOPMAIMOHHBIX CUCTEMaX U
WHBIX TOCYAApCTBEHHBIX HWH(GOPMAIIMOHHBIX pecypcax TOCYIapCTBEHHBIX OPraHoOB
Pecny6nuku Kazaxcrah;

5) HamMOHANBHBIN  yaocToBepstommuii  1eHTp PecmyOmmkum  Kaszaxcram —
YIOCTOBEPSIONIUI LIEHTP, MIPEIOCTABISIONIUNN CPEACTBA ANEKTPOHHOM 1IU(POBOM MOATIHUCH
U PEruCTPAlMOHHBbIE CBUAETENBCTBA (DU3MUECKUM WM IOPUIWYECKUM JIMIAM I
(bopMHUpOBaHUS AJIEKTPOHHBIX JOKYMEHTOB B TOCYAAPCTBEHHBIX M HETOCYIapCTBEHHBIX
MH()OPMAIIMOHHBIX CUCTEMAX;

6) OTHyCK JOKyMeHTa (HuCbMa) — DSK3EMIULIp MCXOJAIIEr0 JOKYMEHTa,
OCTAIOLIMICS B JEJI€ OpraHU3aluu-aBTopa;

7) 3AEKTPOHHAS KON TOKYMEHTa — JOKYMEHT, MOJTHOCTbIO BOCIPOU3BOISAIINNA BU
1 uHGOopMaIuio (JJaHHbIE) TOJITTMHHOTO TOKYMEHTa B 3JIEKTPOHHO-LIU(PpOBO hopme;

8) HopMaTuUBHO-CIipaBouHass uHpopmaus — wuHbopmanus (KIaccupuKaTophl,
CIIPaBOYHUKH, IEPEYHU U JPYrue€), OCHOBAHHAs HA HOPMATUBHBIX JOKYMEHTax H
WCIIOb3yeMasi JJIsl ONPENEIEHUS PA3JIMUYHbIX XapAKTEPUCTUK JOKYMEHTA;

9) Bnazmenen perucTpalMOHHOIO CBUAETENIBCTBA — (PU3UYECKOE WIH IOPUIUYECKOE
JUI0, HAa WM KOTOPOrO BBIJAHO PETUCTPALMOHHOE CBUJIETEIBCTBO, IPABOMEPHO
BJIAJICIOIIEE 3AKPBITHIM KIFOUOM, COOTBETCTBYIOUIMM OTKPBITOMY KIIIOUY, YKa3aHHOMY B
PErHCTPAlMOHHOM CBHUJIETEBCTRE;

10) snexTpoHHbIe HH(OpPMAIMOHHBIE peCcypchl — HWHGOpPMAIUS B 3JICKTPOHHO-
uugpoBoil  ¢Gopme, coaepkamascs Ha JJIEKTPOHHOM HOCUTENE W B  OOBEKTax
nH(hOpMaTH3ALINN;

11) 3ammura 00BEKTOB HHGPOPMATH3ALUU — pean3alus KOMILUIEKCA IPABOBbIX,
OpPraHU3AIMOHHBIX M TEXHUYECKUX MEPOINPUATHM, HANpPaBIECHHBIX HA COXPAHHOCTH
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00OBEKTOB  UH(pOpMATU3AlMK,  NPEAOTBpAIICHUE  HENpaBOMEpHOro u  (WiIM)
HEMPEIHAMEPEHHOT0 T0CTYyIa U (MI1) BO3JICUCTBUS HA HUX;

12) 31eKTPOHHBIN JOKYMEHT — IOKYMEHT, B KOTOPOM MH(pOpMaIs MpeacTaBieHa B
AIIEKTPOHHO-IIUPPOBOIT (hopMe U YZOCTOBEpEHA MOCPENCTBOM 3JIEKTPOHHOU IU(BPOBOI
HOJIUCH;

13) 351eKTpOHHBIN T0KYMEHTOOOOPOT — OOMEH JIEKTPOHHBIMU JTOKYMEHTAMH MEXKY
rOCyJapCTBEHHBIMU OpraHaMu, GU3NYECKUMU U IOPUANUYECKUMHU JTUIAMU;

14) cucrtema 3J€KTPOHHOT'O JTOKYMEHTO00OpOTa — cHUCTeMa OOMEHa AJIEKTPOHHBIMHU
JOKYMEHTAMH, OTHOLIEHUS MEXAY YYaCTHUKAMH KOTOPOM pEryJupyroTcsi 3aKOHOM
Pecnyonuku Kazaxcran «OO0 »3JIEKTPOHHOM JOKYMEHTE U 3JEKTPOHHOM IM(PPOBOIi
MOJMKUCH» U UHBIMU HOPMATUBHBIMU MpaBOBbIMU akTaMu PecnyOnuku Kazaxcran (manee
- CO);

15) yuactHuk CDOJ] — u3nyueckoe WM IOPUIUYECKOE JIMIIO, TOCYAapCTBEHHBIN
OpraH WM JTOJDKHOCTHOE JIMIO, YYaCTBYIOILIUE B Mpoleccax coopa, o0paboTKu, XpaHeHHUs,
nepesavn, NoUcKa U pacrpoCTpaHEHUsI dJEKTPOHHBIX TOKYMEHTOB;

16) OymaxkHas KOMMs 3JIEKTPOHHOTO JOKYMEHTa — JIOKYMEHT Ha OyMa)KHOM
HOCUTEJE, IMOJYYECHHBIM MOCPENCTBOM BbIBOAA WMH(pOpMalUU (IaHHBIX PEKBU3UTOB) U3
ANIEKTPOHHOIO TOJIJMHHUKA, HWMEIOMIMM TMOJHOCThIO BOCHPOM3BOIAILYIO HH(OpMAIUIO
MOJUIMHHOTO AJIEKTPOHHOTO JIOKYMEHTA, YIOCTOBEPEHHOTO JJIEKTPOHHON IH(PPOBOIi
HOJIUCHIO, CO3/JaHHOM C MCIOJIB30BAHUEM 3aKPBITOrO KJIOYa 3JIEKTPOHHOU IU(PPOBOIL

ITOJATIMCH, Y BCE €r0 PEKBU3UTHI WM YaCTh UX, U 3aBEPEHHBIM  JIULIOM, o0aramum
IIOJIHOMOYHSAMU Ha 3aBEPEHUE JAHHOI'O TOKYMEHTA;
17) DONIMHHUK SJIEKTPOHHOIO JOKYMEHTa — JOKYMEHT, YJAOCTOBEPEHHBIM

(moamMMCaHHBIN) SJICKTPOHHOM HHGPOBON TOMAMKMCHIO, CO3JaHHOM C HCIOJIb30BAHUEM
3aKPBITOTO KJtOYa SJIEKTPOHHOU HUGPOBON MOIANMUCH, CHOPMHUPOBAHHBIA HM3HAYAIBLHO B
(dhopmaTe ANMEKTPOHHOTO JOKYMEHTA U HE UMEIOIIUM OyMa>KHOT'0 KCXOHOTO MOJTMHHUKA;

18) nyekTpoHHAs perucTpalMoHHAs KOHTPOJIbHAS KapTOYKa — AIIEKTPOHHBIH
JIOKYMEHT C YYETHBIMHU JAHHBIMU O JJOKYMEHTE MO YCTaHOBJIEHHOU opme, PUKCUPYIOIIEH
€ro PEKBU3UTHI,

19) ¢dopmar »IEKTPOHHOTO JIOKYMEHTa — CTPYKTypa COJEp)KaTeIbHON 4YacTu
AIIEKTPOHHOTO COOOIIEHHS], HA OCHOBE KOTOPOTro C(hOPMUPOBAH ICKTPOHHBIN IOKYMEHT;

20) cpenctBa JIEKTPOHHOUN ITU(POBOI MOJAMKUCH — COBOKYITHOCTh MPOTPAMMHBIX H
TEXHUYECKUX CPEJICTB, HCIOIb3YEeMbIX JUIS CO3JaHUsI M TIPOBEPKHU TMOJJIUHHOCTHU
AJIIEKTPOHHOU ITU(POBOIA MOATUCH;

21) MeranaHHble — CTPYKTYpPUpPOBAaHHBIE JaHHBIC, OIMMCHIBAIOIINE KOHTEKCT,
COJIEpKaHUE U CTPYKTYpPYy OIEKTPOHHOIO JOKYMEHTa, IpeAHa3HAYCHHbIE ISl €ro
UACHTUUKAIIMK M TIOMCKA, a TakKKe TMPOIECChl YMPaBICHUS HA MPOTSHKEHHH BCETO
KU3HEHHOTO LIUKJIA TOKYMEHTA;

22) 3JIEKTPOHHBIM HOCUTENb — MATEPHUAIbHBIN HOCUTENb, MPEIHA3HAUYCHHBIN IS
XpaHeHust HHGOpPMaIIMK B JIEKTPOHHOM (hopMe, a TakkKe 3alliCU WK €€ BOCIIPOU3BEICHUS
C TIOMOIIbIO TEXHUYECKUX CPEJICTB;

23) DIEKTPOHHOE €0 — CaMOCTOSITENbHAs €IWHMIIA XPAHEHHUS SJIEKTPOHHBIX
JIOKYMEHTOB U UX METAJIaHHBIX, JJOTHYECKH 00bEIMHEHHBIX B MPOIECCE arperaiuu;
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24) uHbOpMALIMOHHBIN aKeT JIEKTPOHHBIX JOKYMEHTOB (Ael1) — HH(GOPMALIMOHHBIN
OOBEKT OMpeNeNIeHHON CTPYKTYpPBI, MepeaaBaeMblii MO CETEBbIM KOMMYHHKAIUAM WU
TEIEKOMMYHUKAIIUSAM KaK €IMHOE 1EJI0E;

25) OmaHK JOKyMEHTa — Ha0Op PEKBU3UTOB, WIACHTU(MUIMPYIONIUX aBTOpa
o(pUIHaTBHOrO MUCHbMEHHOTO TOKYMEHTA;

26) undopmanMoOHHAs CHUCTEMa »JJIEKTpoHHOro apxuBa (mamee — HUC DA) —
OpPraHU3allMOHHO YIOPSI0YCHHAsT COBOKYIMHOCTh HMH(OPMAIMOHHO-KOMMYHUKAIIMOHHBIX
TEXHOJIOTUH,  OOCHYXMBAIOIIEro IepcoHaja M  TEXHUYECKOW  JIOKYMEHTAIluH,
peanu3yoImnx OTpeJIeTICHHbIC TEXHOJIOTUYECKUE NEUCTBUS MOCPEACTBOM
MHGOPMAIIMOHHOTO B3aMMOJEUCTBUSI U TPEIHA3HAUYCHHBIX ISl PEHICHUS KOHKPETHBIX
(yHKIIMOHANBHBIX 3a/a4 B cepe apXUBHOIO Jieja U JOKYMEHTAIIMOHHOTO 0OecIeueHuUs
VIPABJICHHUSL. »;

MYHKTBI 7 ¥ 8 U3JIOKUTH B CIEAYIOLICH pelaKIuu:

«7. JIOKyMEHTBI Ha OyMa)>KHOM HOCHUTEJIE COCTaBIISIOTCS Ha OENbIX YHCTHIX JIUCTaX
oymaru ¢opmaroB A4 (210 x 297 wmwmmumerpoB (maiee — wmMm), AS (148 x
210 MM) 1 UMEIOT TOJISI HE MEHEE:

1) neBoe none — 20 mm;

2) npaBoe nozie — 10 mm;

3) BepxHee none —10 MM;

4) amwkHee nosie — 10 mm.

JInst ABYCTOPOHHETO nevyaTaHusi 000pOTHAs CTOPOHA JINCTa JOKYMEHTA:

1) neBoe mone — 10 mm;

2) npaBoe nozie — 20 mMM;

3) BepxHee nojie — 10 mmM;

4) amwkHee nosie — 10 mm.

AHAJIOTUYHO COCTAaBJISIIOTCSI TOKYMEHTHI B AJIGKTPOHHOM (hopmare.

8. Ilpu odopmiiennn MOKymMeHTa Ha OyMa)KHOM HOCHUTENE HCIONB3YIOTCS OJIaHKU
JIOKYMEHTOB. PekBM3UTHI Ha OJlaHKaX JOKYMEHTOB pAacIoJiaraloTcsi B OIpeAeieHHON
MOCJIEI0BATEILHOCTH B COOTBETCTBUU CO CXEMOW pPACIONIO0KEHUSI PEKBU3UTOB JIOKYMEHTA
corjiacHo mpuiiokeHuto 1 k HactosiiuMm [IpaBunam. branku JOKyMEHTOB Ha OyMa)kKHOM
HOCUTEJIE M JJIEKTPOHHBbIE IIa0JOHBI OJIAHKOB HUIAEHTHUYHBI IO COCTaBY PEKBU3UTOB,
MOPSJIKY UX PACIONOKEHHUs, TApHUTYpaM mpudTa.

DJIEKTPOHHBIE 1a0JIOHEI OJIaHKOB JOKYMEHTOB 3alHIIEHBI OT
HECAHKIIMOHUPOBAHHBIX U3MEHEHUM.»;

nyHKTHI 10 1 11 U3710KUTH B CIEAYIOLIEH peTaKIINK:

«10. bnanku [OKYMEHTOB Ha OyMa)XHOM HOCHUTENE  HW3rOTaBIMBAIOTCS
TUNOrpadCcKUM  CIOCOOOM € TOMOIIBIO CPENCTB OMEPATUBHOW monurpaduu Wiu
BOCIIPOM3BOJATCS B JJIGKTPOHHOM (opMaTe HEMOCPEACTBEHHO TMPU COCTaBJIECHUU
JIOKYMEHTA.

11. bBymaxusie OJaHKM JOKYMEHTOB T'OCYIAapCTBEHHBIX OpraHU3alMi C
nzobpaxenueMm ['ocynapctBennoro I'epba Pecniyonuku Kazaxcran mopyexar ydery, st
4Yero B MPaBOM HIDKHEM YIIIy KaKJOTO JK3eMIUIApa OJlaHKa JOKYMEHTa TUIOTpadCKum
criocoOOM WJIM HyMEpaTOpOM MPOCTABJISIOTCS €ro HOMEp, a MpH HEOOXOAUMOCTH Cepus.
DneKTpOHHbIE OJIAHKU YyUYETYy HE MOAJIEXKAT. »;

nyHKTHI 13, 14 1 15 u30XuTh B clienyromnien peaakium:
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«13. [doxymeHThl Ha OyMa>XHOM HOCHUTEIE€ COCTAaBISIOTCS C HCIOIb30BAHUEM
[ITaMI1a, BOCIPOU3BOMASIIETO0 HAaWUMEHOBAHHWE OPTraHU3ALMHU, IYTEM MPOCTABJIEHUS €ro
OTTHCKa B JICBOM BEpXHEM YTy 0e3 MCIOJb30BaHUs OJIaHKa OpraHu3aluu JUOO TpHU
00s13aTeIbHOM 0(OPMIICHUH CIEAYIOIMNUX PEKBU3UTOB:

1) odunmanbHOe HAMMEHOBAaHUE OPTaHU3AIMM, U3AABIICH TOKYMEHT, JUOO OTTHCK
[ITaMI1a, BOCIIPOU3BOJIAIIETO HAMMEHOBAHUE OPTaHU3alNK, U3JaBIIeH JOKYMEHT, MyTeM
MIPOCTABJICHUS €T0 B JIEBOM BEPXHEM YIIIY;

2) HaMEHOBaHME BUJIA JOKYMEHTA, 32 UCKJIIOUCHHEM TTMChMa;

3) nata JOKyMEHTa;

4) perucTpalioOHHbIH HOMEp (MHAEKC) TOKYMEHTA,

5) HauMEHOBaHHWE JOJDKHOCTH JIMIA, MOAMUCABIIETO JOKYMEHT, MOAMHUCh W
pacmu@poBKa MOJIUCH;

6) OTTUCK TeYaTH OpraHu3alliu, €CJIU JAHHOE IOPUINYECKOE JIMII0 B COOTBETCTBHUHU C
3aKOHOJATENhCTBOM PecnyOnuku Kazaxcran JOKHO UMETh Te4aTh.

14. BHyTpeHHHE JOKYMEHThl Ha OyMaXHOM HOCHTENE, 3a HCKIIOYEHUEM
pacropsAuTENbHbIX, COCTABIISIIOTCS Ha OEJbIX JINCTax OyMmaru.

15. He momyckaercst ohopmiieHHe Ha OJHOM OJaHKE JOKyMEHTa Ha JIBYX U Oolee
SI3bIKAX.

JIOKyMEHT Ha Ka3aXCKOM $3bIK€ W CO3J]aBa€Mblil ayTEHTUYHBIA JOKYMEHT Ha
PYCCKOM WJIM MHOM SI3bIKE, a TakXKe Ha JIBYX M OoJiee s3bIKax IMedyaTaroTcs KaKIbId Ha
OTJIETIbHBIX OJIaHKaxX (OTIETbHBIX JIUCTaX) U ODOPMIISIOTCS. €JUHBIMU PEKBU3UTAMU.

JIOKyMEHTBI Ha Pa3HbIX SI3bIKAX JOJKHBI ObITh AyTEHTHYHBI APYT IPYTY, KOTOPHIM
MIPUCBANBAIOTCS €IUHbBIC UCXOISIIINE PEKBU3UTHI.

JIucTel MOKyMEHTOB Ha OyMaKHOM Hocutelie (OJIaHKOB W MPUIIOKCHUNA K HHUM)
HYMEPYIOTCSI CKBO3HOM HyMmepalueil B BepXHEW 4YacTu jucrta mo ueHtpy. llpu stom
HyMepalus MpOCTaBIISIETCS CO 2 JIUCTA C MOPSKOBOTO HOMEpPA «2».»;

NYHKT 18 U3JI0XKUTH B CIEAYIOLIEN pEAaKIINu:

«18. HanmeHnoBanue opranuzauuu (B TOM uucie (uivaia, MPeIcTaBUTEIbCTBA)
BKJIIOYAaE€T B ce0s Ha3BaHUE B COOTBETCTBUM C YUPEIUTEIbHBIMH JIOKYMEHTAMU C
yKa3aHUEM Ha OpraHU3allMOHHO-TIPABOBYIO (hopmy.

CokpallleHHO€  HaMMEHOBaHWE oOpraHuzanuu (B ToM  uwucie  ¢uuana,
MPEACTABUTENIHCTBA) IPUBOJUTCA B TOM CIIy4ae, KOr/la OHO 3aKPEIUIEHO B yUPEAUTEIbHBIX
JIOKYMEHTax U pa3MeIIaeTcsi B CKOOKax HUXKE MOJIHOTO HAUMEHOBAHMUSI.

[Ipu odopmieHnr COBMECTHOTO TOKYMEHTa, pa3pa0OTaHHOTO JByMs U Oonee
pPaBHBIMHU OpraHU3alUIMHM, HAMMEHOBAHMS OpTaHHU3allMi pacrojiaratoTcs B ajl(aBUTHOM
MOPSJIKE HANMEHOBAHUM OpraHU3aIuu.

[Ipu odopmieHHH COBMECTHOTO JOKYMEHTa, pa3pa0OTaHHOTO JByMs U Oosee
OpraHu3alvsIMH{, HAUMEHOBAHUS pAacCHoOJaratoTCs B COOTBETCTBUM C Hepapxuen
OpraHU3aIUN.

Ha coBmecTHOM noKymMeHTe Ha OyMa)XHOM HOCHUTENE OTTHUCKU IedyaTed CTaBsITCS
OpraHu3alusIMH, s KOTOPBIX B COOTBETCTBMU C 3aKOHOJATEILCTBOM PecmyOnuku
Kazaxcran 00s3aTenpHO HATMYWE TICYATH. »;

MYHKT 22 U3JI0KUTh B CIEAYIONIEH PEeIaKIun:

«22. PeructpalluoOHHbI HOMEp (MHAEKC) TOKYMEHTa COCTOUT W3 MHIAEKca Jena Mo
HOMEHKJIAType JIeNl OpraHu3allid, MOPSIKOBOrO0 HOMEpa JOKYMEHTa B PETrMCTPaIlMOHHO-
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KOHTpOJbHOU (hopme (nanee — PK®D). [1o ycmoTpeHuto opranu3ainuy B perucTpaudoOHHbINA
HOMED (MHIEKC) BKIIFOYAOTCS JOIOJTHUTENIBHBIE JIIEMEHTBHI.

Peructpanrionnsiii Homep (MHIEKC) JOKYMEHTa, COCTaBJIECHHOTO JABYMs M Oolee
OpraHu3alysIMH, COCTOUT M3 PETUCTPALMOHHOIO HOMEpa (MHIEKCA) KaXJIOM M3 3THX
OpraHu3alui, MPOCTABISIEMOr0 YE€pe3 KOCYK 4epTy B MOPSAIKE YKa3aHUs aBTOPOB B
JTOKYMEHTE.

He nomyckaercst ocraBlIeHHE PE3€pBHBIX PETUCTPALMOHHBIX HOMEPOB (MHIEKCOB)
JOKYMEHTOB.

B cucreme 31eKTPOHHOrO JOKYMEHTOOOOpOTa JOMYCKAeTCS BEAECHUE CKBO3HOM
HyMEpauuu. »;

JOMNOJIHUTH ITYHKTOM 22-1cneayomero cogepKanus:

«22-1. B undopmManinoHHON aHAIUTUYECKON cUCTeMEe «IJIEKTPOHHBIE OOpaIeHus»
MPUCBOCHHUE PErUCTPAIlMOHHOTO HoMmepa (MHIEKca) oOpalieHusiM, COOOIICHUSIM,
3ampocam, OTKJIIMKaM U IPEII0KEHUSIM JIML T€HEPUPYETCsS aBTOMAaTUYECKH M COCTOUT M3
OYKBEHHOTO MHJIEKCA, a TaKK€ YHUKAJILHOTO HOMEpA, BKIIIOYAIOIIETO O/l PErucTpalui 1
CKBO3HOM ITOPSIAKOBBIA HOMEP U3 BOCBMH 3HAKOB.

[Ipu mnepenampaBieHUU OOpamIeHid, COOOIIEHUHN, 3aMpOCOB, OTKJIHKOB H
MPEAJIOKEHUM MEX]y TOCYAapCTBEHHBIMU M HETrOCYIapCTBEHHBIMU OpraHU3alUsIMH, a
TaK)K€ HaIPaBJIECHUU OTBETA 3aBUTEIIO PETUCTPALIMOHHBIN HOMEP (MHAEKC) JOKYMEHTA HE
MEHSIETCSL.

ITpu opopmieHun OTBETa 3asBUTENIO, a TAKXKE CIHUCAHUU JOKYMEHTa B apXuB B
AJIEKTPOHHOM PErMCTPALMOHHONW KOHTPOJIBHOM KapTOUKE JAOKYMEHTAa AaBTOMAaTHYECKHU
dbopmupyeTcst KOJ HOMEHKJIATYPHOTO JieJ1a, BKIFOYAOIIIHNA:

VHJIEKC OPTaHU3alHlU B €IUHON CUCTEME OpPTraHu3alni;

WHJEKC CTPYKTYPHOI'O MOJApa3/IeI€HUs OpraHnu3aluu;

UHAEKC HOMEHKJIATypHOro Jena Mno oOpamieHusM, COOOLIEHHUsIM, 3ampocam,
OTKJIMKaM U MPEJI0KEHUSAM JIULL. »;

NYHKT 25 U3JI0KUTh B CIEAYIOLIEH peJaKInu:

«25. JIOKyMEHTBI agpecyloT OPraHU3alMsIM, UX CTPYKTYPHBIM IOAPA3IACICHUSM,
JOJKHOCTHBIM WJIH (PU3UYECKUM JIULIAM.

PexBusut «Anpecar» ohopmiiseTcst CTpPOUHBIMUA OYKBAMHU, MOTY>KUPHBIM HIPU(TOM.
HanMeHOBaHME  OpraHusanuy, €€ CTPYKTYpHOIO  IOAPA3ACIICHHUS  MUIIETCS B
MMEHUTEIBHOM NaJeXKe, TOJKHOCTD, (PaMUIInA JIMLa, KOTOPOMY aJpECOBaH TOKYMEHT, — B
JATEIbHOM MaJEXKe.

[Ipu agpecoBaHMM [OKYMEHTa PYKOBOJAWTEII0 OpPraHU3alUM €€ HAUMEHOBAHHUE
BXOJIUT B COCTaB HAMMEHOBAHHUSA JTOJKHOCTH aJipecaTa.

[Tpu anpecoBannu JOKyMeHTa (PU3MUECKOMY JIMIY YKa3bIBAIOTCS MHULMAT UMEHH U
(dbamMuiIus mosrydaress, ero Mo4ToBbIHN ajpec.

[Ipu nepenucke BHYTpH OpraHu3alyy JTOIMYyCKAeTCsl YKa3aHUE B IATEIbHOM IaJexkKe
TOJIbKO MHUIIMAJIAa UMEHU U (PaMUIIUU JOJIKHOCTHOTO JIUIIA.

Ecnu nokyMeHT ajpecyeTcs B HECKOJIbKO OpraHU3alMi, OHU YKa3bIBaIOTCA
00001IEHHO.

Ha oxgnom noxymente odgopmisiercsa He Oolsiee ueThipex aapecatoB. [Ipu Oonbiiem
KOJIMYECTBE AaJIPECATOB COCTABISETCS CIHUCOK (peecTp) pacchUiku JokyMeHTta. CioBa
«Opurusan» u «Komnus» B peKBU3UTE «ApecaTy» HE UCTIOJIb3YIOTCS.
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[Ipn HampaBiieHMH JOKYMEHTAa HEMOCTOSIHHBIM ajpecaTaM B COCTaB PEKBU3UTA
«AnpecaT» BKJIIOYAETCA TIOYTOBBIM ajapec, KOTOPBIH OQOpPMIISIETCSI HCIIOIHUTEIIEM.
DneMeHThl MOYTOBOTO aJipeca YKa3bIBalOTCA B MOCJIENOBATEILHOCTH B COOTBETCTBUH C
3akonom Pecny6nmku Kazaxcran «O modurey.»;

MYHKT 27 U3JI0KUTh B CIEAYIOLIEH pEAaKIUu:

«27. Jlns NOKyMEHTOB Ha OyMa)XHOM HOCHUTENIE OTTHCK Ie4aTH OpraHU3aLHH
3aBepseT IMOJJIMHHOCTh NOJANKUCH JOJDKHOCTHOIO JuUa Ha JoKymeHTe. OTTHCK mIedatu
OpraHu3allid TPOCTABISAETCA IOCII€ HAUMEHOBAHUSA JOJKHOCTH JIMIA, MOANMCABLIEIO
JOKYMEHT, HE 3aXBaTbIBAsI €r0 JUYHYIO MOJIHUCH.

JlanHoe TpeOoBaHUE HE MPUMEHSETCS K OpraHU3alusM, KOTOPbIE B COOTBETCTBUU C
3aKoHOAAaTeNnbCTBOM PecnyOnuku Kazaxctan He 00s3aHbI UMETh M€YaTh.»;

MYyHKTHI 32 1 33 U3JI0KUTh B CIEAYIOIIEH peIaKIIvu:

«32. CornacoBaHue MpoOeKTa JAOKYMEHTa oO(opmiiseTcsl BU30M Ha JOKYMEHTE
(BHyTpeHHEe corjacoBaHWe) Wiu TpudoM corjacoBaHusi (BHEIIHEE COTVIACOBAHHUE WU
COrJIaCOBAaHME C KOHCYJIbTATUBHO-COBEUIATENbHBIMU M OOIIECTBEHHBIMU OpraHaMu
opranuzauuu). s 3JeKTPOHHOTO JOKYMEHTa COrJacOBaHUE MPOMCXOIUT MOCPEACTBOM
AJIIEKTPOHHOM ITUGPOBOIA MOATHUCH.

[Ipy BHYTpEHHEM COIJIACOBAHMM JIOKYMEHTHl BHU3UPYIOTCS  HCHOJIHUTEIEM
(OTBETCTBEHHBIM HUCIOJHUTEIEM), PYKOBOJIWUTEIEM €ro MOApA3JIEICHUs, JpyruMu
3aMHTEPECOBAHHBIMUA  JIOJDKHOCTHBIMM  JIMLIAMH,  3aMECTUTEIIEM  PYKOBOJIMTEIS
OpraHu3alliy COTJIACHO PaCIPEAESICHUIO 00S3aHHOCTEH.

Busbl mpocTaBisloTCS Ha JK3EMIUIIpax JOKYMEHTOB Ha OyMa)XKHOM HOCHUTEIE,
OCTaIOIIMXCA B OpraHu3alMy, Ha JMIEBOM CTOpoHE HIKe mnoanucu. I[IpoexTsl
pacnopsIuTENbHBIX JIOKYMEHTOB BHU3HMPYIOTCS Ha NEpBOM 3K3eMiuisipe. Jlomyckaercs
BU3UPOBAHUE TPOEKTOB PACHOPSAIUTEIBHBIX JOKYMEHTOB Ha OOOPOTHOM CTOpOHE
MOCJIETHETO JIUCTA.

Buza Bkirouaer B ce0s MOANUCH BU3HMPYIOILEro, JaTy, paciin@poBKY MOIMUCH
(VHULIMAT UMEHH, (pamMWINi0), HAMMEHOBAaHUE JOKHOCTH BHU3HMPYIOLIEro. 3aMeyaHus,
ocoOble MHEHHS U JOIOJHEHHUS K TPOEKTYy IOKyMEHTa O(OpMIISIOTCS HAa OTACIBHOM
JIUCTE, O YEM B IIPOEKTE JOKYMEHTA CTaBUTCSI COOTBETCTBYIOIIAS OTMETKA.

Bueminee cornacoBaHue JOKymMeHTa OGOpPMIIAETCS CTPOYHBIMM OyKBaMH Tpudom
COIVIACOBAaHMS, KOTOPBIA pAacrHojaraercss B JIEBOM HW)KHEM YIUNIy MOCIEAHErO JIMCTa
JOKYMEHTa M COCTOMUT U3 cioBa «CoriacoBaHoy, («CoriacoBany), a TakkKe HaMMEHOBaHUS
JNOJDKHOCTH JIMIA, C KOTOPBIM COIVIACOBBIBAETCS JOKYMEHT (BKJIKOYAash HAaUMEHOBAHHE
OpraHu3aIu), JUYHOHN MOJMUCH U €€ paciIu@POBKU (MHUIIUAT UMEHHU U (aMUIINs), JaThl
COIJIACOBAHMSI.

[Ipu cornmacoBaHuM JOKyMEHTa ABYMsI M Oojiee JIMIIAMHU PaBHBIX JOJKHOCTEH
rpudbl COIIACOBAaHMS pacoiaraloTcsi Ha OJHOM YpOBHE B al(aBUTHOM TMOPSAKE
opuranpHBIX ~ HaMMEHOBaHWI  opraHm3amuii. [lpm  cormacoBaHum  JTOKyMEHTa
HECKOJBKUMH JODKHOCTHBIMU JIMIAMHU TpU(Bl  COTJACOBAHUS  pACIONaralTcs B
COOTBETCTBHHM C YOBIBAHHEM CIIYKEOHOU MEpapXuu JOHKHOCTEM.

Ecnu cornmacoBaHue OCYIIECTBISIETCS NHCbMOM, IPOTOKOJIOM HJIM  JAPYTHUM
JOKYMEHTOM, TO B Ipu(e COriacoBaHusl YKa3bIBAIOTCS BHJI JIOKYMEHTa B TBOPUTEIbHOM
najie)ke, HAMMEHOBAaHUE OPraHU3AllMU B POAMTEIHLHOM NaAeXKe, JaTa U HoMep (MHIEKC)
TOKYMEHTA.
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BHelHee corinacoBaHue TOKYMEHTA C HECKOJIbKUMHU OpraHU3alusIMHu 0pOpMIIIETCS
JIUCTOM COTJIaCOBaHUS 1O (hOpME COTIIACHO MPHIIOKEHUIO 5 K HacTosmuM [IpaBuiam.

CornacoBaHue MpoekTa JOKYMEHTa B JJIEKTPOHHOM (popmaTe OCyIIECTBISIETCS B
COJ1 mu6o mo xkanainam uHGopManroHHbIX cucteM (nanee — UC).

[Ipu wammuuu B opranmzamuu COJl coriacoBaHWe TMPOEKTOB JOKYMEHTOB
OCYIIECTBIISIETCS B aBTOMAaTU3UPOBAHHOM PEXUME MOCPEACTBOM HAIPaBJICHUS MPOEKTOB
JOKYMEHTOB JIMIIaM, Ha3HAYeHHbIM B KAaueCTBE COIJIACYIONIUX, U OQOpMIIEHUS
pe3ysbTaToB coriacoBanusg B CO/I.

[Tocne 3aBepiiieHHsT MPOLEAYPbl COTJIACOBaHUSL (MPU CO3JIaHUM TMOJJIMHHUKA
JOKyMEHTa Ha OyMa)XHOM HOCHTEJIE) JIUCT corjacoBaHusi pacrnedarsiBaercss uz CO/I,
MIPUKJIAJIBIBACTCS K MPOEKTY JIOKYMEHTa U MPEACTABIACTCS Ha MOIINUCH PYKOBOJUTEIIO
opranu3anuu (MHOMY YIOJTHOMOUYEHHOMY JIUILY).

CornacoBaHue BHYTPEHHUX JIOKYMEHTOB, CO3/IaHHE, XPAaHEHUWE M HCIOJIb30BaHUE
KOTOPBIX OocyllecTBIst0Tcs nocpenctsom COJI, npoBoautcs B CO/] B 3IEKTPOHHOM BHIE.

[Ipu cormacoBanuu NMPOEKTOB BHYTPEHHUX JOKYMEHTOB, CO3JJaHHBIX HA OyMa)KHOM
HOCHTEJIE, BU3bI POCTABJISIFOTCS. HEMTOCPEICTBEHHO Ha NpoekTe JokymenTa — MC.

33. I'pud yTBepkaeHHS [TOKYMEHTa pAacCIoaraercsi B IPaBOM BEPXHEM YTy
MEPBOro JIUCTA JOKYMEHTA U 0DOpPMIISIETCS CTPOUHBIMHU OYKBAMM.

[Ipu yTBepkKAEHUUM JOKYMEHTa KOHKPETHBIM JIOJDKHOCTHBIM JIUIIOM  Tpud
YTBEP>KJEHUSI COCTOUT U3 CIEIYIOUIUX JIEMEHTOB: CJIOBO «YTBEPKIal0», HAUMEHOBAHUE
JOJKHOCTH, TTOANUCH, paciin@poBKa MOJAMKUCH U JaTa YTBEPKICHUS.

[Ipu yTBepKIAeHNU JOKYMEHTa ABYMsI M O0JjIee JIMIIaMH PaBHBIX JOKHOCTEH rprdbI
YTBEPKJACHUS pacIojaraloTcsi Ha OJHOM YpOBHE B aji()aBUTHOM IOPSIKE HAMMEHOBAHUH
OpraHu3aIUi.

[Ipu yTBepkIEHHM JIOKyMEHTa TOCTAHOBJICHUEM, pEIICHUEM, IPUKA30M,
MPOTOKOJIOM TpU(] YTBEPKIECHUS COCTOUT U3 CJIOBa «YTBEepkAeH» («YTBEpPKICHA,
«YTBEpKACHO», «Y TBEPKAECHBI»), BUIA PACTIOPAIUTEIHHOIO IOKYMEHTa B TBOPUTEILHOM
najiexxe, ero JaTbl U HOMEPA.»;

MYHKT 44 U3JI0KUTH B CIEAYIOIIEH PENAKIIAN:

«44. Tlpu oOMeHe 3EeKTPOHHBIMU JIOKYMEHTAMU MEXAY OpraHU3alis MU TepeyeHb
00s13aTebHBIX PEKBU3UTOB U MOPSIAOK MCIOJIB30BAHUS AJIEKTPOHHOW HUPPOBOM MOANUCH
ANIEKTPOHHOTO JIOKYMEHTA YCTaHABJIMBAIOTCS MMHUCbMEHHBIMH (opmMaMu CHENOK B
cootBercTBUM ¢ ['paxknanckum konekcom PecmyOnuku Kaszaxcran, coOiitofgeHHeM HOPM
3akona Pecriy6nuku Kazaxctan «O0 2IeKTpOHHOM JOKYMEHTE U 3JIEKTPOHHOU U(PPOBOU
nojanuckuy, Hactosmumu [IpaBunamu. »;

MYHKTHI 46 1 47 U3710)KUTh B CIEAYIOIIEH PEIAKIINN:

«46. Ilpukazamu oGOPMIAIOTCS pEIICHUS MPaBOBOTO XapakTepa, a TaKxke II0
OMEpPaTUBHBIM, OPraHU3alMOHHBIM, KaJpOBBIM M JAPYTHMM BONpPOCAM JIEATEIbHOCTH
opra"u3anuu 1o ¢opMam COTJIaCHO MPIIIOKEHHSIM 6-7 K HacTosmuM [IpaBumam.

PexBu3uTamu nprkasa sBISIOTCS:

1) uzobpaxkenue I'ocynapcrBennoro I'epda Pecniyonuku Kazaxcran win smOiieMsl,
JIOTOTHIA, TOBAPHOTO 3HAKa (3HAKa 0OCITYKMBAHHUA) C yU€TOM TpeOOBaHUI MyHKTOB 16, 17
Hactosimux [IpaBu;

2) odpurmaabHOE HAMMEHOBAHUE OPTaHU3AIINN;

3) HauMEHOBaHUE BHUJIa JOKYMEHTA,



4) nara npuKasa;

5) perucTpamoHHbII HOMEP MPUKA3a;

6) MecTo U3JaHus PHUKA3a;

7) 3aroJIoBOK K TEKCTY;

8) TeKcT;

9) moanuce;

10) oTmeTKa O coriiacoBaHuM MPUKA3a;

11) oTTHCK meyaTu OpraHu3aluu, €Clid JaHHas OpraHu3alus B COOTBETCTBUM C
3akoHo/aTenbcTBOM PecnyOnuku Kazaxcran nomkHa UMETh Me4aTh.

[IpoekTsl TPUKa30B FOTOBAT U BHOCAT CTPYKTYPHbIE NOAPA3IACIEHUS HA OCHOBAHUU
MOPYYEHUN PYKOBOJAUTENSI OpraHU3alld, €ro 3aMecTuTeNs Ju00 B HHULIMATUBHOM
nopsiake. [IpoekTsl mpuKa3oB MO KagpoBbIM BOMNPOCAM TOTOBUT KaJapoBas clly:k0a B
COOTBETCTBHHM C TPYJIOBBIM 3akoHOAaTelIbcTBOM PecnyOonuku KazaxcraH.

[TpoeKkThl NMpPHUKa30B M MPWIOKEHHUS K HHUM BHU3UPYIOTCS HCIOJHUTEIEM M €ro
HEMOCPEACTBEHHBIMU W KYPUPYIOIIUMHU PYKOBOJIUTEISIMHU, a TaKXe PYKOBOAUTEISIMU
CTPYKTYPHBIX MOJApAa3/JeIeHUN, KOTOPbIM B IMPOEKTE IMpHUKa3a MPEeAyCMaTPUBAIOTCS
3alaHisd U TOPYYEHHsI, KOMIETEHUUI0 KOTOPBIX 3aTParuBalOT BONPOCHI, YKA3aHHBIE B
ITPOEKTE.

Bo3pakeHus o npoeKTy MpuKas3a, BOZHUKAIOUINE MPH COINIACOBAHUH, U3JIararoTCs
B CIIpaBKE, KOTOpas Ipuiaraercs K NpoekTy. Eciau B mpouecce coriacoBaHusl B MPOEKT
MpUKa3a BHOCSTCS W3MEHEHUS NMPUHUMIHUAIBHOIO XapakTepa, TO OH J10paldaThIBaeTCs U
IIPOXOJIUT IMOBTOPHOE COrJIaCOBaHUE.

[Tpuka3sl rocygapCTBEHHBIX OpPraHOB pa3pabaThIBAIOTCS W NPUHUMAIOTCA Ha
Ka3aXCKOM $3bIKE, MPH HEOOXOAMMOCTH, MX pa3paboTKa MOMKET BECTUCh Ha PYCCKOM
A3BIKE C 00ECIIEYeHHEM 10 BO3MOXKHOCTH TEPEBO/IA Ha ApYrHe s3bIKH. JIMCTHI MPUKA30B U
IIPUJIOKEHUN K HUM HYMEPYIOTCS CKBO3HOM HyMepallel B BEpXHEH YaCTH KaKJ0r0 JIUCTa
I10 LICHTDPY.

[Ipuka3bl HyMepyrOTCs MOPSAKOBOM Hymepauuend B Mpeaenax KaIeHIapHOro Troja.
[Ipuka3pl MO0 OCHOBHOW JEATENBHOCTH, JUYHOMY COCTABY PErMCTPUPYIOTCS OTAEIBHO B
COOTBETCTBYIOIIUX >KypHanax (06a3ax nanHbix). K mopsiakoBoMy HoMepy IMpuKasza Io
JUYHOMY COCTaBY uepe3 Aeuc J00aBISIOTCS JIUTEPDI «WI/C» WU «K».

Konuu nprka3oB win UX pa3MHOXKEHHbIE SK3EMIUISPHI 3aBEPSIOTCA MeuYaThio (IIpH
HaJIMYMK) C YKa3aHUEM JIaThl 3aBEPEHUs] U HAIpPaBISIOTCA aJpecaraM B COOTBETCTBHM C
yKa3aTeJIeM PacChUIKH, KOTOPBIA COCTABISAETCS U MOAUCHIBAETCS UCIIOTHUTEIIEM.

TekcT mpukasa COCTOMT U3 JBYX 4YacTel: KOHCTAaTUpYromed (mpeaMOyiibl) H
pacnopsaIUTENbHOM.

B xoHcTaTupytomieit yactu (npeamOysie) KpaTKO U31araioTcs LeiIH U 3a7a4uu, GakThl
U COOBITHS, TTOCTY>KUBIIIKE OCHOBAaHUEM JIJIsl U3JjaHus MpuKa3a. Eciu npuka3 uzgaercs Ha
OCHOBAHHMHM JPYroro JOKYMEHTa, TO B KOHCTAaTHPYIOIIEH YaCTH YKa3bIBAKOTCS
HAaMEHOBAHUE ATOTO JOKYMEHTAa B POJIWUTEIbHOM IMAJI€KE, €ro aBTOp, /1aTa, HOMEp M
3aronoBok. Ecimm mnpuka3 1no  KaApOBBIM  BONPOCAM  M3JAETCS 32 HApYLICHUE
WCIIOJIHUTEIBCKOW JTUCUUIIMHBI TIEPCOHAA, TO B KOHCTATUPYIOLIEH YaCTU YKa3bIBalOTCSA
YETKO M3JIOKEHHOE COJEp’KaHUE TUCHUIUIMHAPHOIO MPOCTYINKA, a TakKe HOPMBbI U
TpeOOBaHUS aKTOB, KOTOpPBIC SABISAIOTCS OCHOBAaHUSIMH  JUIsl  TNPHUBJICYEHHUS K
OTBETCTBEHHOCTH. [IpHu CChUIKE HA HOPMATUBHBINA MPABOBOM aKT, 3aPETUCTPUPOBAHHBIN B
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opraHax IOCTUIIMM, JOMOJIHUTEJIHHO YKa3bIBA€TCSI HOMEp, TMOJI KOTOPbIM OH
3apETUCTPUPOBAH B PEECTPE TOCYAApPCTBEHHOM PEruCTpalid HOPMATUBHBIX IPABOBBIX
aKTOB.

[IpeamOyna B mpoekTax mnpuka3zoB 3asepiaercs cioBoM «IIPUKA3BIBAIOy,
KOTOpOE MUILETCS MPOMUCHBIMU OyKBaMHM, MOy KUpHBIM IpudToM. He nomyckaercs ero
MEPEHOC Ha APYTYIO CTPOKY.

PacniopsiaurenbHas 4acTh COAEPKUT NMEPECUUCICHUE MPEANUCHIBAEMBIX JIEUCTBUU C
YKa3aHUEM UCIIOJTHUTENS KaXI0ro JeHCTBUS U CPOKOB UcTonHeHus. [Ipu HeobxoaumocTu
pacropsiAuTeIbHas YacTh ICUTCS HA TyHKTHI, OAMYHKTHI U a03alibl.

JIeicTBUSI OTHOPOJIHOTO XapaKTepa MOTYT ObITh MEPEYUCIICHbl B OJJHOM MyHKTE. B
KaueCTBE MCITOJIHUTENEH YKa3bIBAIOTCS CTPYKTYPHBIE MOJpa3/IeIeHUs] I KOHKPETHBIE
NOJKHOCTHBIE Jnia. CBeNeHUs O MOAPa3JeICHUH WU JIOJXKHOCTHOM JIMIE, HA KOTOPOE
BO3JIaraeTcsi KOHTPOJb 3a HMCIOJIHEHHUEM IpHKa3a, YKa3bIBAIOTCS B IOCIEIHEM ITyHKTE
pacnopsAAUTEIbHON YaCTH.

O3HakomiieHHe paOOTHUKOB C MIPUKA3aMH IO KaJIPOBBIM BOIPOCAM YIOCTOBEPSETCA
MOANUCKHI0, haMIINEel U WHULMATIAMU PAOOTHHUKOB, MPOCTABISEMBIMU HUXKE PEKBU3UTA
«OTMETKA O COTJIaCOBaHUM JIOKYMEHTAay WJIM Ha 00OOPOTHON CTOPOHE MpHUKA3a.

B cinywae, ecnu mnpukas JOMOJHSETCS MPUIOKEHHUEM, TO BHOCHUTCS TEKCT O
JOTIOTHEHUH TIpUKa3a npuioxkenneM. [Ipu cchuike Ha MPUIIOKEHUS YKa3bIBAIOTCS HOMEpa
NPWIOKEHHM, MPUCBAUBAEMBIE B MOPSIAKE YIIOMUHAHUS MPUIOKEHUI B TEKCTE akKTa, 3a
UCKJIIOYEHUEM CJIy4aeB, Korja K MpuKazy HMeeTcs OJHO mnpuiioxeHue. CcbUika Ha
MPUWIOKEHUE JOJDKHA COOTBETCTBOBATH HA3BAaHUIO CaMOIr0 TNPHWIOKEHHUS. PeKkBU3UT
«OTMETKA O HAIMYUU TPWIOKEHUSI K JOKYMEHTY» TOCJIe TEKCTa IPUKa3a CaMOCTOSITEIbHO
He oopmIsieTcs.

Ecnu npukas, cocTosimuii U3 0AHOro JMCTa, ohopMisieTcsl Ha O1aHKe OpraHu3ally,
B PEKBHU3UTE «IOAIKCHY) HE YKa3bIBA€TCS IOJHOE HAMMEHOBAHUE JIOKHOCTH JIMIIA,
MOANUCHIBAIOIIETO JOKYMEHT.

B coBMecCTHBIX mMpHKa3ax YKa3bIBAIOTCSA TIOJHOC HAWMEHOBAHUE JOKHOCTEH,
(dhaMuTUs ¥ MTHUITMAIBI COBMECTHO TIOIITACHIBAIONIINX JIHII.

47. TIpoTOKOI COCTaBIIAETCS HAa OCHOBAHUM 3aMKCEMN, MPOU3BEICHHBIX BO BpPEMS
coBelaHus (3acenanusi, COOpaHusl), MPEACTABICHHBIX TE3UCOB JOKJIA/I0B U BBICTYIUICHHI,
CIPABOK, MPOEKTOB PEIICHUN U IPYTUX MaTepuajoB 1Mo ¢GopMe COTrJIacHO MPUIOKEHUIO §
K HactosmuMm [IpaBunam.

[Iporokoi1, cocTaBieHHBI BHYTPU OPraHU3alMd U HE BBIXOISIINMN 34 €€ MPEHEIbl,
odopmIIsieTcst He Ha OJIaHKe.

PexBu3uTamMu mpoTOKOJIA SBIISIOTCS:

1) odunuankHOE HAaWMEHOBAaHWE OpraHu3aluu W (WIH) CTPYKTYPHOTO
MOAPA3ACIICHUS;

2) HAaMMEHOBAaHHE BUJA JOKYMEHTA;

3) nara;

4) perucTpallMOHHBII HOMEP NPOTOKOJIA;

5) MecTO u3AaHus MPOTOKOIIA;

6) rpud yTBepKIeHMs (B HEKOTOPBIX CIIyYasx);

7) 3ar0J0BOK MPOTOKOJIA;

8) TeKcT;



11

9) moamnucse.

[TpoTokoabl 0hOPMITAIOTCS B TTOJIHOM WIIM KpaTKoi popme.

TekCcT moTHOro MPOTOKOJIA COCTOUT M3 JIBYX YACTEW: BBOJHOW U OCHOBHOM.

B BBOIHOIM 4YacTu mocie 3aroJioBKa MPOTOKOJIA YKAa3bIBAKOTCS: MHUILIMAJIBI UMEH U
dbamunuu npencenarens (MpeaceaaTeNIbCTBYIONIET0), ceKpeTaps 3acemanus (coOpaHus),
CIIMCOK MPUCYTCTBOBABIIMX (€CIAM KOJMWYECTBO MPUCYTCTBOBABIIUX TMpeBbimaer 10
YeJI0BEK, CIIUCOK MPUCYTCTBOBABIIUX O()OPMIISIETCS B IPUIIOKEHUH K TPOTOKOIY).

B MPOTOKOJIE 3acelaHus KOHCYJIbTaTUBHO-COBEIIATEILHOTO opraHa
MIPUCYTCTBOBABIIIKME YJICHBI MEPEUHUCIIOTCS TEPCOHATBHO MO (aMUIusSIM B andaBUTHOM
nopsiake. Ilocine Hux 3anuchiBalOTCS (aMUIMK TMPUTIIAIEHHBIX C yKa3aHUEM HX
JTOJDKHOCTH Y HAMMEHOBAHUST OpraHU3alNM.

BBoaHasi wacTh 3akaHYMBaeTCsl MOBECTKOM AHS (IEpeyHEM paccMaTpUBAEMbIX
BOIIPOCOB, TIEPEUYUCIICHHBIX B TMOPSAJIKE HUX 3HAYMMOCTH) C YyKa3aHWEM JIOKJIaJuuKa
(vHUIMAT ero WMeHH, (aMuiius, IOJDKHOCTh) MO KaXJIOMY IYHKTY IOBECTKH JHS.
Kaxnaplii Bompoc medaraeTcs ¢ abzama, Hymepyercs apaOckoi 1umdpoil U ero
HaMMEHOBaHHWE HauuHaercs ¢ npenjora «O» («O0»). B ciyyae odopmieHuss mOBECTKU
IHA TNPWIOKEHUEM K IMPOTOKOIY, B MPOTOKOJIE MEPE] TEKCTOM MPOU3BOJAUTCS 3aIUCH
«IToBecTka AHS MpUIIATaeTCs».

OcHOBHasi 4aCThb MPOTOKOJIA COCTOUT M3 Pa3/eliOB, COOTBETCTBYIOUIUX IMYHKTaM
noBecTtkn AHA. Kaxnapid pasgen cocrtouT w3 Tpex yacre: «CJIYITAJINy,
«BBICTYIIWJINy, «ITOCTAHOBUJINY («PEIINJIN»), koTOpble TIeYaTatOTCs OT JIEBOT'O
TOJISI MPOMUCHBIMUA OYKBaMH.

[IpuHsaTOE peleHHe TMeyaTaeTcsl IMOJTHOCThI0 TMPU HEOOXOJMMOCTH MPUBOJSTCS
WTOTY TOJIOCOBAHUS.

Copmepxanue 0coOOr0 MHEHHS, BBICKa3aHHOTO BO BpeMsi  OOCYXKIEHHUS,
3alUCBHIBAETCS B TEKCTE MPOTOKOJIA MOCJIE COOTBETCTBYIOLIETO MOCTAHOBICHUS (PEIICHUS).

B paznene «CJIYIIIAJINY npuBoAsSTCS MHULKAI UMEHH M (paMUIus JOKIaT9HKa,
OCHOBHO€ COJIEp>KaHUE€ NOKJIAJ0B U BBICTYIUICHUM MOMENIAETCS B TEKCTE MPOTOKOJA WIN
mpuiaraeTcss K HeMy, B TIOCIE€IHEM ciydae B TekcTe odopmsiercss cHocka «Tekct
BBICTYIUICHUS ITPUJIATaeTCs».

B paspgene «CJIIYIIAJIM» wn3naraercss TEKCT BBICTYIUIEHMS. B Hadaiie Tekcra ¢
HOBOM CTPOKM B HMMEHMTEIBHOM TIQJIEKE YKA3bIBAIOTCS WMHUIMAT MUMEHU U (aMuius
BBICTYINAIONIET0. 3aMucCh BBICTYIUICHUS OTACNSIOT OT (amuiauu Tupe. BricTymieHue
W3J1araeTcsa OT TPEThEro JULa €IWHCTBEHHOro uucia. Eciiv 3anmuch BBICTYIUICHHS WU
TEKCT JOKJIana O(OpPMIISIIOTCS B BHJE NPUIOKEHHS K MIPOTOKONY, Mocie (aMuinu
YKa3bIBaIOTCS OTMETKM «3alHCh BBICTYIUICHHUS mpuiaaraercs», «TekcTt nokmaaa
MIPUJIAraeTCs.

B pasmene «BBICTYIIMJIM» yka3piBaloTCs HWHUIMANBI HMEH, (pamMuiumy,
coziep>kanue nHGopManuy (I0KIaaa) BRICTYNAIONUX B TOM MOCIEA0BATEILHOCTH, B KAaKOH
OHM MPO3BYYAIN HA 3aCEJaHUH.

Bonpocskl k JOKIIaIunKy, BBICTYAIOIMIMM U UX OTBETHI IPOTOKOIUPYIOTCS MO MEPE
UX TOCTYIUIEHHS WU 3aIMCHIBAIOTCS B TOM K€ ITOCIEAOBATEIBHOCTH, IPU 3TOM CJIOBA
«Bompocy, «OTBEeT» HE MUIIYTCS, a YKAa3bIBAIOTCS WHUIMAT UMEHU W (haMWIus JIMIa, OT
KOTOPOI'0 MOCTYIHUJIN BONPOC WIIN OTBET.
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B pasznene «IIOCTAHOBWJIN» («PEILNIIN») oTpaxkatoT NpUHATOE PEIICHHE 1O
oOcyxmaeMoMy Bompocy. B  mocTraHOBISIIOImIEH YacTH  HCMOJB3YIOTCS — TIJIaroJjibl
HEOMpeaeIICHHON (OPMBI.

TeKkCT KpaTkoro mnpOTOKOJA COCTOMT W3 JABYX 4YacTE€W: BBOJHOW W OCHOBHOM.
Bo BBOZIHOI1 YacTH ITOBECTKA JTHS HE YKa3bIBACTCA.

OcHOBHas 4acTh KPaTKOro MPOTOKOJIA BKJIKOYAET HAUMEHOBAHUSI paCCMaTPUBAEMBbIX
BOIIPOCOB Y IIPUHSATHIE [0 HUM PELIEHUS.

HanmMeHnoBanue Bompoca HyMepyeTrcss M HauumHaerca ¢ mnpemiora «O» («O06»),
BBIPABHUBAETCA IO LIEHTPY CTPOKH M MOAYEPKHUBAECTCS OJHOM YEpPTOM HMKE IMOCIIEeIHEN
ctpoku. Ilox yeproii ykaspiBaroTCs (paMUIMM JIOJKHOCTHBIX JIMI, BBICTYHNUBUIMX IpPU
00CYXJIEHHH JJAaHHOT O BOIPOCA. 3aT€M YKa3bIBAETCS IPUHSITOE MO BOMPOCY PEIICHUE.

B 3aronoBok mpoTOKOJIa BXOAST YKa3aHWE BHJA KOJUIETMAIbHOW NEATEIBbHOCTH H
Ha3BaHUE KOJUIETMAJIbHOIO OpraHa B pOAMUTENbHOM Tajaexe (Hampumep: coOpaHue
COTPYJIHHKOB, 3aCEaHUE COBETA).

IIporokon IIONKCBIBAECTCS npecenaTeseM " CeKpeTapeM
(npencenaTenbCTBYIOIUM U JIMLOM, IPOBOAMBIIKMM 3anuch). J[aToi mpoTOKoIa SBISIETCS
nata 3acenanus. Eciau oHO MpoIoimKamoch HECKOJIBKO JHEH, TO Yepe3 TUPE YKa3bIBatOTCS
JaThl HaYaIa U OKOHYAHUS 3aceqaHusl.

[Iporokonam IIPUCBAaNBAIOTCS MOPSAJIKOBBIE HOMEDPA B npenenax
JIEJIONPOU3BOICTBEHHOIO I'0Jla OTAEIBHO IO KAXKIOW I'PYIIIE MPOTOKOJIOB — MPOTOKOJBI
coOpaHuil, 3aceaHUil KOJUIETUH, NPOTOKOJIBI TEXHUYECKUX, HAYYHBIX U SKCIEPTHBIX
COBETOB M Jpyrue. IIpoTOKOJIBI COBMECTHBIX 3aCE€JaHUN HMMEIOT COCTaBHbIE HOMEpA,
BKJIIOUYAIOIIIHE MOPSIIKOBBIE HOMEPA MPOTOKOJIOB OpraHU3alMi, MPUHUMABILIUX y4acTUE B
3aceaHuu.

Komny npoTOKONIOB WM NPUHATHIE PEIIECHHS B BHJE BBIIHCOK M3 IPOTOKOJIOB
pPacChUIAIOTCS 3aMHTEPECOBAHHBIM OPraHU3ALMAM U TOJKHOCTHBIM JIMLIAM B COOTBETCTBUU
C yKa3aTeJleM pacChUIKHM. YKa3aTellb PacChUIKU, KOTOPBIM yTBEPKAAETCA PYKOBOIUTEIEM
CTPYKTYPHOT'O TIOJIpa3/IECHUs], COCTABISET U MOANUCHIBAET OTBETCTBEHHBIN UCIIOIHUTEIh
MoJIpa3JIeJeHus, TOTOBUBILETO pacCMOTpEeHHE Bonpoca. Konuu mpoToKOI0B U BBITUCOK U3
HUX 3aBEPSAIOTCA M€YaThIO OpraHu3aluu (Ipy HAJTUYUK).»;

NYHKT 56 U3JI0KUTH B CIEAYIOLIEH peJaKIiu:

«56. O6parienus, cooOIIEHNs, 3alPOChl, OTKIUKA U MPEMIOKEHUS (PU3NIECKUX U
IOPUINYECKHUX JIML] YYUTHIBAIOTCS LEHTPAIM30BAHHO U peructpupytorca B PK® B nenp ux
NOCTYIUIEHUST B OpraHU3alUi0 OTAEIbHO OT OOIIMX JOKYMEHTOB B HOpSJKE,
YCTAaHOBIIEHHOM T'OCYAApCTBEHHBIM OpPraHOM, OCYIIECTBIIIOIIMM B IPEAENax CBOEH
KOMIIETEHIIUA CTAaTUCTUYECKYIO JEATEIbHOCTh B OO0JAacTH MPaBOBOM CTAaTUCTUKU U
CHELUAIBHBIX YUETOB.;

IIYHKT 59 U3JI0KUTH B CIECAYIOLIEH PEIaKIIUN:

«59. O0s3aTenpHOMY pacCMOTPEHUI0 PYKOBOJACTBOM MOJJIEXKAT JIOKYMEHTHI,
nocrynusiune u3 Aamunuctpauuu Ilpesunenta Pecnybnuku Kaszaxcran, [lapmamenta
Pecnnyonuku Kazaxcran, Kannemspun Ilpembep-Munncrpa Pecnyonuku Kazaxcran,
LEHTPAJIBHBIX M MECTHBIX TOCYJapCTBEHHBIX OpPraHOB, BBIIIECTOSALIECH OpraHU3ALNH,
oOpallleHusi, COOOIIEHMs, 3alpochl, OTKIUKA M TPEAJOKEeHHUs (DU3UUYECKUX U
IOPUINYECKHUX JIULL »;

IYHKT 67 U3JI0)KUTH B CICAYIOLIEH pEIAKIIUN:
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«67. Ilpu mnocTymjaeHUH BXOJAIIETO JIOKYMEHTA, HAIMPaBJICHHOIO TOJbKO Ha
OymaxHom Hocutene, ciayxk6a JJOY BoCpou3BOAWT B ANEKTPOHHO-IIU(PPOBYIO (hopmy
(ckaHMpyeT) MOCTYNUBIINMA JTOKYMEHT, BCE €r0 MPUJIOKEHUS B OJMH 3JIEKTPOHHBIN (paiin
oJTHOTO (hopMaTa U yAOCTOBEPSET AIEKTPOHHOUN MIU(PPOBON MOAMKICHIO COTPYTHUKA. »;

NYHKT 71 U3JI0KUTH B CIEAYIOLIEH pPEOaKIIUu:

«71. JloKyMeHTBI, pacCMOTPEHHbIE PYKOBOJCTBOM OpraHu3aluu (CTPYKTYpPHOIO
nozipasnieneHus), Bo3BpamarTcs B ciayx0y OV, rne B PK® u OPKK BHocsTCcs
COJIepKaHUsI PE3OJTIOIIUIM, a TOKYMEHTBI MEePEat0TCs UCTIOTHUTEISM.

JIOKyMEHT, WCHOJHEHHE KOTOPOTrO BO3JIOKEHO Ha MOJIBEIOMCTBEHHbIE (-YIO)
opranuzanuu (-10) U (WIM) HECKOJIBKO CTPYKTYPHBIX MOApPA3CICHUM, MepeaacTcs UM
OIHOBPEMEHHO B Komusax ¢ coorBeTcTByromer ormeTrkorl B PK® u OPKK. Iloamuanuk
MEepeNaeTcs MCIOJIHUTENI0, YKa3aHHOMY B PpE30JIIOUMH TEPBBIM, €CIHM HWHOE He
YCTaHOBJICHO B CAaMOU PE30JIIOIUH.

[lepeqaya  SJIEKTPOHHBIX  JOKYMEHTOB  HWCIOJHUTENSAM  OCYUIECTBISETCS
nocpeactsom COJI.

[TocTynuBiue TeerpaMMbl MPUHUMAIOTCS MO PACIIUCKY C MPOCTaBICHUEM JaThl U
BPEMEHM MpUEMa, PETUCTPUPYIOTCS, a 3aTEM NEPEAAIOTCS Ha PACCMOTPEHUE PYKOBOJICTBY
Y UCIIOJTHEHHE.

Tekcr mocTynuBIIeH TenepoOHOrpaMMBI 3alMCHIBACTCS (TIEUATACTCS) MOIydaTeNIeM,
PETUCTPUPYETCS U ONEPATUBHO NEPEAAETCSA PYKOBOAUTENO, KOTOPOMY OHA a/IpECOBAHA.

[Ipu npueme TenedoHorpammbl 0GOPMIISIOTCS CIAEAYIOUIUE PEKBU3UTHI: TEKCT,
OTIpPaBUTENb, HAMMEHOBAHUE BHUJIa JOKYMEHTA, ]aTa, HOMEP, HANMEHOBAHHE JIOJ>KHOCTH,
WHULMAJIBI HMMEHUW W (amuiaus Juna, TMOJNUCABIIero JOKyMeHT. Kpome Toro,
YKa3bIBAIOTCS TIOJDKHOCTH U (DaMIITUU JIUTI, TIEPENABIINX U MPUHSABIIHNX TeleOHOTpaMMy,
4achl 1 MUHYTBI IpUEMa-IEPEIAUN. »;

MYHKT 73 U3JI0KUTH B CICIYIOMIEH PEJAKIIAN:

«73. O6paboTKy UCXOIAIUX JOKYMEHTOB OCYIIECTBIsIeT ciyxoa JJOY.

Bce mpoekThl UCXOASIIMX JOKYMEHTOB B 00s13aT€IbHOM TMOPSJIKE COTJIACOBBIBAIOTCS
cyx6o0it JIOY, koTopast mpoBepseT MPaBWIHBHOCTE 0(OPMIICHHUS BCEX PEKBU3UTOB, B TOM
YUCJIE UHAEKCA MO0 HOMEHKJIATYpE JI€la, HAJUYue U MOJHOTY MPUIOKEHUM, YKAa3aHHBIX B
OCHOBHOM jJokymeHTe. HenpaBuinbHO 0¢GOpMIIEHHBIE JOKYMEHTHI BO3BpaIlalOTCs
HCIIOJTHUTEIO.»;

MYHKT 84 U3JI0KUTH B CIEAYIONIEH PEAAKIIAN:

«84. B OpraHu3alusiIX c o0BeMOM JTIOKyMEHTO000pOTa CBBIIIE
2000 mOKyMEHTOB B roj AOIMYCKaeTcs ACIEHTPAIN30BAHHAS PErUCTpalus JTOKYMEHTOB,
npu  koropoil B ciayxbe JOY peructpupyroTcsi AOKYMEHTBHI, IOCTYNAIOIIUME Ha
paccMOTpPEHNE PYKOBOJICTBA OPTaHU3AINH, PACIIOPSIAUTENBHBIE TOKYMEHTBI OpraHUu3alluHy,
oOpallleHusi, COOOIIEHMs, 3alpoChl, OTKIUKH M TMPEAJIOKEHUS (QUINYECKUX U
IOpUJIMYECKUX  JIMI[, TIEpenucKa 3a TMOJIMUCHhI0 PYKOBOACTBA, B CTPYKTYPHBIX
MOAPA3AEIEHUAX PETUCTPUPYIOTCS aZpecOBaHHbIE JAHHBIM CTPYKTYpPHBIM
MOAPA3ACICHUSM IOKYMEHTBL.»;

MYHKT 86 U3JI0KUThH B CICAYIONIEH peaKIin:

«86. JIokyMEHTBI pETUCTPUPYIOTCS B OpraHU3AIlMU OJUH Pa3: BXOJSIINE — B JCHb
MOCTYIUICHUS, UCXOISIIINE U BHYTPEHHUE — B JICHb MOANUCAHUS (YTBEPKICHHUS).
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JIOKyMEHTBI, HE 3aBEpIICHHbIE JAEIONPOU3BOACTBOM WU TPEOYIOUIUE IITUTEIBHOrO
CPOKa HCIIOJIHEHUS, IEPEPErUCTPALIMN HE MTOJIEXKAT.

[Ipn nepenaye MAOKYMEHTAa [JJisi HCIOJHEHHS (O3HAKOMJIEHMSI) U3  OIHOTO
MOJIpa3/IeJI€HUs B JPYro€ HOBBIM PErUCTPALIMOHHBI HOMED HE TPUCBANBAETCS.

Ha HmwkHell cTOpoHE MOCIENHEro JHCTa JOKYMEHTa WM €ro OOOpOTHOM CTOpOHE,
a Takke B PK® npocrasnsiercs nata (mpu HeoOXOAMMOCTH — BpeMs ) Iepeayu.

JIOKyMEHTBl, B TOM 4YHCJIE€ OOpalleHUsl, COOOILIEHUs, 3ampochl, OTKIUKU MU
MPEAJIOKEHNS IO OJHOMY M TOMY K€ BOIIPOCY, HalpaBJICHHbIE Pa3IMYHBIM aJipecaTaM U
MOCTYIHUBIINE JJI1 PACCMOTPEHUSI B OJHY OPraHU3alMIO0 B TEYEHUE KaJEHIApHOro roja,
YUUTBIBAIOTCS TOJI PErHCTPAlMOHHBIM HOMEPOM TIEPBOTO JIOKYMEHTa, OOpalleHus
COOOIIIEHMs], 3aMpoca, OTKJIMKA U NPEIJIOKEeHUsS C J0OaBJIEHHEM MOPSAJIKOBOIO HOMeEpa,
MIPOCTABIIAEMOI0 Yepe3 KOCYI0 4epTy (IpoOk) HIIU THUPE.

[IOBTOpHBIMU CUMTAIOTCS JIOKYMEHT, B TOM 4YHCJE OOpaleHus, COOOIICHUS,
3aMpochl, OTKIMKMA W NPEIJI0KEHHs, IOCTYNHMBIIME OT OJHOIO M TOrO K€ ajpecara
(ampecaToB) 1O OTHOMY M TOMY K€ BOIIPOCY HE MEHEe JABYX pas.»;

MYHKT 91 U3JI0KUTH B CIEAYIOMIEH PENAKIIAN:

«91. PKO® cocTaBisitoT ClIeIyIOIINE KAPTOTEKHU:

1) mo KoppecnoHIeHTaM;

2) 1o BUJIaM JIOKYMEHTOB;

3) o aBTOpam JOKYMEHTOB;

4) KOHTPOJIbHBIE;

5) konuduKaIMOHHBIE,

6) 1o oOpamieHusM, COOOIICHHUSIM, 3ampocaM, OTKIHMKaAM U TPEIJIOKEHUSIM
(GU3HYECKNX U FOPUIUICCKUX JIUIT;

7) Apyrue B 3aBUCUMOCTH OT 3aja4 MOMCKa UHPOPMALIUU. »;

JOTIOJIHUTH IIyHKTOM 97-1 cnegyromero coaepKaHus:

«97-1. B cnydae BBIABICHHS TMPU YHOPSJIOYCHUH APXUBHBIX JIOKYMEHTOB (DaKTOB
OIpEAENICHHUs] OTPULIATETBLHOIO pe3yJIbTaTa MPOBEPKHU JIEKTPOHHOU IU(POBOM MOAMUCH B
AJNIEKTPOHHBIX JOKYMEHTAX IMOCTOSIHHOIO U BpeMeHHOro (cBhoimie 10 JeT) cpoka XpaHeHus,
OCYIIECTBIISICTCSI UX CBEpKa C OyMaXKHBIMH MOUTHHHUKAMHU. ITo uToram
CBEPKHU 3JIEKTPOHHBIE KOMUH JOKYMEHTA, UMEIOIINE OyMaKHbIE MOAJIMHHUKH, 3aBEPAIOTCS
AJIEKTPOHHOM LHU(PPOBOM MOANUCHIO PYKOBOJAUTENS CTPYKTYPHOTO THOApAa3/ieieHHUs,
Kypupytoiiero Borpocsl JIOY u (1an) Be1OMCTBEHHOT'O apXHBa.

[Tpu oTcyTcTBUM OYMaXKHBIX MOJTMHHUKOB JIEKTPOHHBIE JOKYMEHTHI IIOCTOSTHHOTO
1 BpeMeHHoro (cBbiie 10 jeT) cpoka XpaHEHUs MOJIeKAT Mepefadye B BEAOMCTBEHHBIN
apXHB C COOTBETCTBYIOLIEW OTMETKOM. »;

MYHKT 98 U3JI0KUThH B CIEAYIONIEH peaKIin:

«98. Nudopmanmonnas 0e30MacHOCTb arnmapaTHO-IIPOTPaMMHOT O,
TeleKOMMYHHUKaMoHHOro obecneyenns COJl periiaMeHTHUPYETCs COOTBETCTBYIOIIUMU
HOpPMATUBHBIMH TpaBOBbIMH akTamMu PecnyOnmku Kazaxcran B 00JacTHM  €IUHBIX
TpeOoBaHU  MH(OPMALIMOHHO-KOMMYHUKAIITMOHHBIX ~ TEXHOJOTMM U  oOecredyeHus
nH(OPMAITMOHHON 0€30MaCHOCTH.

Oynkuuonupoanne C3IJ], eaMHONM TPaAHCIOPTHOM CpeAbl TOCYAApPCTBEHHBIX
opranoB, YI[ I'O, mepeyenp ydactHukoB COJI, uMxX 0053aHHOCTH, OTBETCTBEHHOCTb
OTPEACNSIOTCS U OCYIIECTBISIOTCS C BBIMOJHEHWEM TpeOoBaHUN WHGOPMAIIMOHHON
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0€30MacHOCTH B COOTBETCTBUM C JOTOBOPAMH HAa BBINOJHEHUWE COBMECTHBIX paldOT IO
obecrieueHUI0 MH(OpPMAIMOHHONW 0€30IacHOCTH MEXKJy OpraHM3alMei-3aKa3uuKkoM,
rOCYJapCTBEHHBIMU OpTraHaMH U AKCIUTYaTHPYIOIUMHU OpraHu3alusMu (OpraHu3alusiMu-
WCIIOTHUTEIISIMHA ). »;

nyHKT 101 U3710XXUTh B CIAEAYIONIEH peaaKInu:

«101. KoHTposb MCITONHEHUSI TOKYMEHTOB BKJIIOYAET NOCTAHOBKY JHOKYMEHTa Ha
KOHTPOJIb, PETYJIMPOBAHUE XOJa HCIIOIHEHHUS, CHSTHUE MCIOJHEHHOTO JOKYMEHTa C
KOHTPOJIS, HAalpaBJI€HUE MCIOIHEHHOTO JOKYMEHTa B J€JI0, Y4eT, 0000LIeHne U aHaIu3
X0Aa M Pe3yabTaTOB WCIOJHEHUS JOKYMEHTOB, WH(GOPMHUPOBAHHE PYKOBOJACTBA O
COCTOSIHUM HWCIIOJHEHUS JOKYMEHTOB. CBeieHuss 00 HCIONHEHUH JIOKYMEHTOB,
MOJICKAIIUX KOHTPOJO, U OOpalleHud, COOOIEeHUH, 3ampocoB, OTKIMKOB U
MPETIOKEHUN U3NYECKUX U FOPUIAMYECKHUX JIMI 3aMOTHSIIOTCS COTJIACHO MPHIOKEHUSIM
16 u 17 x nacroammm [IpaBunam.

KOHTposb UCTIOIHEHUS IOKYMEHTOB BKJIFOYAET CIEAYIOIINE TAIbI:

1) mocTaHOBKa JOKYMEHTOB Ha KOHTPOJIb;

2) nmpoBepKa CBOEBPEMEHHOCTH JIOBEAEHUS JOKYMEHTOB /10 HCIIOJIHUTENEH;

3) npeaBapuTenbHas IPOBEPKA U PETYIUPOBAHUE X0 UCTIOIIHEHUS;

4) cHATHE TOKYMEHTA C KOHTPOJIS;

5) HanpaBJIeHUE UCIIOJIHEHHOI O JOKYMEHTA B JIEJIO;

6) yuet, 000011IeHrEe U aHAIU3 PE3YJIbTATOB KOHTPOJISI UCIIOJIHEHUSI IOKYMEHTOB;

7) wuHbOpMUPOBAaHHME PYKOBOJCTBA O XOJI€ U pe3yJbTaTax HWCIOITHEHUS
JIOKYMEHTOB. »;

nyHKT 106 U3710XKUTh B CIEAYIONIEH peaaKIuu:

«106. KoHTpOib HCIONMHEHUS TOKYMEHTOB IO CYILIECTBY BONpOCA BO3JIAraercs Ha
PYKOBOAUTENEH CTPYKTYPHBIX MOAPA3AEIECHUN WU JOJKHOCTHBIX JIMII.

KoHTponp 3a cpokaMu HCIONHEHUS JOKYMEHTOB, 3a CpPOKaMH pPacCMOTPEHHUS
oOpaleHuii, COOOIIECHUHN, 3ampoCcoB, OTKJIMKOB M TMPEMIOKEHUN (U3NUECKUX U
IOPUINYECKHUX JIUL OCYHIeCTBIsieTCs ciyk00it JJOY .»;

NyHKT 131 U3710XKUTh B CAEAYIONIEN PEAAKIIUU:

«131. Homenknarypa aen mo ¢dopme, COrjacHO MPHIOKEHHUIO 26 K HACTOSAIIUM
[IpaBuwinam, coctaBisiercss He  mo3zgHee 10 jmekabpst  KaJIeHIApHOTO — Troja,
MPEAIIECTBYIONIEr0 CIEAYIONIEMY KalleHIapHoMy roay, ciayxko6oit JIOY Ha ocHoBe
HOMEHKJIATYp €Nl CTPYKTYPHBIX MOJpa3JeleHHM, MPEACTABICHHBIX COOTBETCTBYIOLUIMMU
MOAPA3ACICHUSIMU. »;

NyHKT 133 U3710XKUTh B CIEAYIONIEH peaaKInu:

«133. HomenknaTypa Aes OpraHU3alldy MOANKMCHIBAETCS PYKOBOIMUTEIEM CIIYXKOBbI

JOY, COIJIACOBBIBAETCS c AKCHEPTHOU KOMHCCHUEN OpraHU3aluu
(manee — OK), nskcmepTHOM MNPOBEPOYHOM KOMHMCCHEW TOCyAapCTBEHHOTO apXxuBa
(MecTHOro wWcHogHUTENbHOTO opraHa) (mamee — OIIK), B KOTOpBII JOKYMEHTHI

NEepealoTCsl Ha IIOCTOSIHHOE XpaHEHHWe, 3aTeM yTBepKaaercs (He IMO03JHee KOHIA
TEKYLIEro rojia) pyKoBojauTenemM opraHuszaiuu u BHocuTcs B COJ[ m HUC DA.
CoryacoBbIBa€TCs HOMEHKJIATYypa JIed ¢ TOCYIapCTBEHHBIM apXUBHBIM YUYPEKJIECHUEM HE
peXe OAHOro pasza B S5 JIET, ecliu He ObUIO KOHUENTYaJbHbIX U3MEHEHUN B HOPMATHBHBIX
MPABOBBIX aKTaX, PYHKIMIX U CTPYKTYpPE OpraHU3alluu.



16

Opranuzanuu, HE ABISIONIMECS WCTOYHMKAMHU TMOMNoNHeHus HaumoHanbHOro
apxuBHOro (poHAa, MOTYT NPECTaBISITh HOMEHKIATypbl Jen Ha corjacoBanue OIIK
YIOJIHOMOYEHHOTO OpraHa, MECTHBIX HCIOJIHUTENbHBIX OPraHoB o00JacTeil, ropo/ioB
pecnyOIMKaHCKOro 3HadyeHuss W cronuibl winm DK apxuBa HapaBHE ¢ OpraHU3aLMsIMU-
HMCTOYHUKAMHU. »;

MYHKT 135 W310XUTh B CAEAYIONIEH PEAaKIINU:

«135. HomeHkiiatypa Jienn B KOHIIE Ka)KJ0ro I'ojla yTOUHsIeTCs, coryacoBbiBaeTcs DK
OpraHu3allii, YTBEPKIAACTCSl PYKOBOAMUTEIEM OpPraHU3allud UM BBOAMUTCS B JeiicTBUE C 1
SHBaps CJAEAYIOIIETo roaa.;

NYHKT 137 U310KUTH B CAEAYIOUIEH PEAAKIINN:

«137. JokymeHnTsl (puananos (MpeacTaBUTEIbCTB) BHOCATCS B KAUYECTBE Pa3/I€oOB B
HOMEHKJIATypy J1€]1 OpraHUu3aLnu.

CaMOCTOSITENIbHBIM ~ pa3/IelIOM HOMEHKJIATypbl JI€Nl  SIBJISIETCS HAMMEHOBAHUE
OOIIeCTBEHHBIX 00BeauHEeHNN. JaHHBIN pa3zen pacroyiaraeTcs IOCJe BCEX pa3iesioB
HOMEHKJIATYpPHhI J€JI OPraHU3aLNN. »;

nyHKTHI 141, 142 u3noxuth B ClenyOMen peaaKkyu:

«141. Cpoku xpaHeHUS dJIEKTPOHHBIX JTOKYMEHTOB M 00s13aTE€IbHOCTh O(OPMIICHHUS
OYMaXHbIX MOJJIMHHUKOB  JIOKYMEHTOB  YCTaHABJIMBAIOTCS  IEPEUYHEM  THUIOBBIX
JOKYMEHTOB, 00pa3yIOIIUXCs B JEATEIBHOCTU T'OCYJAAPCTBEHHBIX M HErOCYAAapCTBEHHBIX
OpraHu3aluid, C YKAa3aHHEM CpPOKOB XpPAHEHUS, YTBEPKIAEMBIM YIIOJIHOMOYECHHBIM
OpraHOM.

DONEeKTPOHHBIE JOKYMEHTHI, B TOM YHUCIE BJIOKEHHBbIEC (aitnbl, xpaHsarcs B COJl B
TOM (opMare, B KOTOPOM OHHU ObUIM C(HOPMHUPOBAHBI, OTIPABIEHBI WM MOJYYEHBI, C
obecrieueHneM OJIHOBPEMEHHOTO XpaHEeHHsI CPOPMHUPOBAHHBIX DJIEKTPOHHBIX HU(POBBIX
MOANUCEN MO COOTBETCTBYIOIIUMHU AJIEKTPOHHBIMU JOKYMEHTAMH.

142. IIpu ynopsgo4eHnn 3JIEKTPOHHBIX KONUKA JOKyMEHTOB B MIC DA oHM IOMKHBI
(bopMHUPOBATHCA UIEHTUYHO OYMaKHBIM MOJTMHHUKAM. »;

MYHKT 155 U310XKUTh B CIAEAYIONIEH peAaKInu:

«155. Tlo okoHYaHWUU TOJa OCYIIECTBISIETCA CBEpkKa (YTOYHEHHE) 3arojOBKOB
HOMEHKJIATYpPhI el ¢ (aKTHYECKUM COCTaBOM JOKYMEHTOB JIeJla U UX cojepkaHueM. B
KOHIIE HOMEHKJIATyphl AeNl AENAaeTCs UTOroBas 3alucCh O KOJUYECTBE 3aBEIEHHBIX el
TOMOB WJIN YacCTH.

HToroBas 3anuch 0 KOJIMYECTBE 3aBEACHHBIX JIeJ TOMOB MM yacTu BHOcUTCs B UC
DA 1ipu ero HaJIU4YUH. Y,

NYHKT 158 U370KUTH B CAEAYIONIEH PENAKLINHN:

«158. ITpu popMupoBaHum aen cOOMIOIAIOTCS CIEAYIOIINE TPEOOBAHUS:

1) B [1eno mnoMemarTcs TOJBKO HCIOJIHEHHbIE, MPaBWIBHO O(OpMIIEHHBIE
NOKYMEHTBI, COOTBETCTBYIOIIIME II0 CBOEMY COJEPKaHUIO 3aroJIOBKy Jena 1o
HOMEHKJIAType I,

2) B ZIeJ0 TMOMENIAIOTCA BMECTE BCE JOKYMEHTBI, OTHOCSIIIUECS K Pa3peuieHuto
OJTHOT'0 BOMPOCA.

[TpwiokeHuss K JOKyMEHTaM, HE3aBUCUMO OT JaTbl HMX YTBEPXKICHHUS WIH
COCTAaBJICHHUSI, IPUCOEIUHSIIOTCS K IOKYMEHTaM, K KOTOPbIM OHH OTHOCSITCSI.

[Tpunoxxenus: 06beMoM cBbie 180 JUCTOB COCTABIAIOT OTACIBHBIM TOM, O YE€M B
JOKYMEHTE JIEJaeTCs OTMETKA;
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3) COBMECTHO IpyNMNUPYIOTCS BEPCUU JIOKYMEHTA Ha Ka3aXCKOM, PYCCKOM M HUHBIX
A3BIKAX;

4) rpynnupyroTcs B JieJia JOKYMEHTHI OJHOTO KaJIeHJapHOI'o Tojia, UCKIIOUYCHHUE
COCTaBIIAIOT NEPEXOASIINE JIena, CyAeOHbIE eNa, JUIHbIE Jel1a, KOTOpble ()OPMUPYIOTCA B
TEYEHUE BCEro mepuoja padoThl JAHHOTO JIMIIA B OpPraHU3alliH, JTOKYMEHTHI BHIOOPHBIX
OpPraHOB M HMX MOCTOSIHHBIX KOMHUCCHUM, JACMYTATCKUX TPYII, KOTOpPbIE TPYNIUPYIOTCA 3a
MEePHUOJ] UX CO3bIBA, TOKYMEHTHI YUEOHBIX 3aBEJICHUHN, KOTOPhIE POPMUPYIOTCS 32 YICOHBIN
roJl, JOKYMEHTbl TEaTpoB, XapaKTepU3YIOIIHE CIEHUYECKYI0 JIEeATEeIbHOCTh 32
TeaTpaJbHBIA CE30H, UCTOPUU OOJIE3HEH;

5) pa3fenbHO TPYNNUPYIOTCS B Jiela JIOKYMEHTBHI IMOCTOSTHHOTO M BPEMEHHOI'O
CPOKOB XpaHEHHUS, a TAKXKE WUTOrOBBIC, ITANHBIE W MPOMEKYTOUHBIE OTUETHl HAYYHO-
MCCJIEIOBATEIhCKON JOKYMEHTAIINH, ONBITHBIE 00PAa3Ilbl, OMBITHBIE CEPUU, YCTAHOBOYHbBIEC
CepuM HAa  YCTAHOBHUBILIEECS CEpUUHOE  MPOU3BOACTBO  KOHCTPYKTOPCKOM U
TEXHOJIOTUYECKOW JOKYMEHTAIUU, PA3JIUYHbIE CTAJUH MPOEKTHUPOBAHUS U OTJEIbHbBIC
4acTH  MPOEKTHO-CMETHOM  JIOKYMEHTAIluW, UW300peTeHHus, IOJIE3HbIE  MOJIEIH,
MIPOMBIILJICHHbIE 00pa3libl, 3a8BKMW Ha BbIJJa4y OXPAHHOI'O JOKYMEHTA MO KaXJ0My BUIY
MaTeHTHO-JIUIEH3MOHHON JOKYMEHTAlINH;

6) TenerpaMmbl, KCepokomuu ¢hakcorpaMmbl, Teae(OHOIpPaMMBbl MOMEIIAIOTCS B
Jiena Ha OOUIMX OCHOBAHUSAX B COOTBETCTBUU C HOMEHKJIATypOH Jen;

7) B Aen0o HE MOMEIIAITCS JOKYMEHTHI, MOJUIeKalllie BO3BPATY, YEPHOBUKU U
JIUITHUE SK3EMILISPHIL;

8) mo 00BbeMy €70 TOCTOSHHOTO CpOKa XpaHEHHUS HE JIOJDKHO IPEBBINIATH
180 nucToB;

9) npu HanU4UU B JI€J€ HECKOJIbKUX TOMOB (4acTeil) HoMep (MHIEKC) U 3arojIOBOK
Jielia TMPOCTABJISIOTCA HAa Ka)XXIOM TOME C J00aBJIE€HHUEM HyMepaluud TOMOB (4YacTei), B
MOCJIEAHEM TOME (YacTH) 100aBISETCS CIOBO «IIOCIETHUNY (KITOCTETHSS).

DJIEKTPOHHBIE Jlela Ha ToMa (YacTH) HE paslensoTcs. Bce 3leKTpoHHbIE
JOKYMEHTBI HE3aBUCUMO OT UX 00beMa BKIIIOUAIOTCS B OJTHO 3JIEKTPOHHOE JIENO0.);

nyHKTBI 170 1 171 u3n0xuth B clienyromen peJakiuum:

«170. O6parenusi, COOOIICHHMS, 3aTPOCHI, OTKIUKUA W TPEJIOKEHUS (PUINIECKUX U
IOpUIMYecKuX Jull (GOPMUPYIOTCS B Jiela IO BOMPOCaM, HAIMPABICHUSIM AESITEIbHOCTH
Opra"u3anuu WIH aIMUHUCTPATUBHO-TEPPUTOPUATHLHBIM CIMHUIIAM. [Tpu
HE3HAYUTENBHBIX O0OBEMax oOpalieHuid, COOOIIEHUM, 3alMpocoB, OTKIUKOB U
MPEMJIOKEHU Jomyckaercs: (opMupoBaHue nen mo ¢GaMuinsM aBTOPOB OOpAIlCHUIH,
COOOIIIEHH, 3aTIPOCOB, OTKJIMKOB M MPEI0KEHUHN B aj1(h)aBUTHOM MOPSJIKE.

171. DnexkTpoHHbIE JHOKYMEHTBI M 0a3bl JAaHHBIX (DOPMUPYIOTCS B DIIEKTPOHHBIE
Jiena B COOTBETCTBUU C HOMEHKJIATYpOU JieJl OpraHu3alllu, OTIEIbHO OT JOKYMEHTOB Ha
OyMa)KHOM HOCHUTENe, B TOW MH(POPMAIMOHHOM cucTeMe, B KOTOPOW OHU ObUIM CO3/IaHBbI.
DOnexkTpoHHBIC 0a3bl JAaHHBIX (DOPMUPYIOTCS B OTHAEIBHBIC Jelia, HaUMEHOBAaHHUE €Tl
COOTBETCTBYET HAUMEHOBAHHUIO 0a3bl JAHHBIX.»;

MYyHKT 178 U370XKUTh B CIAEAYIONIEH PEAaKIINU:

«178. Tlocne 3aBepiieHHs] HYMEpPAIMU JIMUCTOB COCTABISIETCS 3aBEpUTENIbHAsS
HAJUCh, KOTOpas TMOJIUCHIBAETCS €€ COCTAaBUTEJIEM C YKa3aHUEM paclIuppoBKU
MOJAIUCH, JOJKHOCTHU U JAThl COCTaBJICHUS.
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Ecnu enunuia XpaHeHUsi COCTOUT U3 TEKCTOBBIX U rpad)UuecKuX JTOKYMEHTOB, TO B
3aBEPUTEILHON  HAIIUCH KOJWYECTBO JIMCTOB C TEKCTOBOM W  TpadudecKoin
JOKYMEHTAILIMEN YKA3bIBAETCA Pa3/ICIbHO.

Bce mnocnenyronme M3MEHEHHUS O COCTABE W COCTOSIHUU Jiena (MOBPEXKIICHHUS,
U3bATHE  JIOKYMEHTOB) OTMEYAIOTCS B  JIUCTE-3aBEPUTEIE CO  CCBHUIKOM  Ha
COOTBETCTBYIOILIMM AKT.

KonuuecTBo TUCTOB B Jielie TMPOCTABIAETCS HA OOJOXKKE Jiefla B COOTBETCTBHUU C
WTOTOBOM HAJMHUCHIO.»;

MYHKT 183 U3710XKUTh B CIAEAYIOLIEN PEAAKIINN:

«183. Ins yyera [OKYMEHTOB OIPEACIEHHBIX KAaTEropuid TMOCTOSIHHOTO H
BPEMEHHOTO CPOKOB (CBhbIIIEe 10 JIeT) XpaHEHUs, YUET KOTOPBIX BBI3bIBACTCS CHEIU(DUKON
JTaHHOW JOKyMeHTaIuu (0co00 IEHHbIE JOKYMEHTHI, JIMUHBIE JIea, MPUKA3bl, MPOTOKOJIbI
U IPyTHUe), COCTABISETCS BHYTPEHHSS OMUCH JIOKYMEHTOB.

BuyTpeHHss1 onKch TOKYMEHTOB JieJla COCTABISIETCA TAKXKE Ha JieJia MMOCTOSIHHOTO U
BpeMeHHOro (cBbiie 10 neT) xpaHeHus, eciu OHU CPOPMHUPOBAHBI MO PA3HOBUIHOCTSIM
JIOKYMEHTOB, 3ar0JIOBKH KOTOPBIX HE PACKPBIBAIOT KOHKPETHOE COJIEPIKAHUE TOKYMEHTOB.

Bo BHyTpeHHEW ONHWCU €IWHULBI XPAHEHUsA, COCTOSIIIECH W3 YEPTEKEH WIH
HECKOJIbKUX TEKCTOBBIX M I'padUueCcKuX JOKYMEHTOB, MEPEUUCIISIOTCS BCE JIOKYMEHTHI C
YKa3aHUEM UX MOPSIKOBBIX HOMEPOB, 0003HaueHUs (MHIEKCOB, MUGPOB), HANMEHOBAHWSI,
HOMepa U GopmaTa jucta. Eciu yepTexk COCTOMT U3 HECKOJIBKHX JIUCTOB, TO YKA3bIBAIOTCS
€ro HAMMEHOBAaHME M KOJIWYECTBO JIMCTOB. Ecny eauHMIa XpaHEHHS] COCTOUT U3
TEKCTOBBIX U TpapuuecKuX JOKYMEHTOB, TO MPUBOIUTCS 3ar0JOBOK KaXKIOr0 TEKCTOBOIO
JIOKYMEHTA, 3aTE€M OIMMCHIBAIOTCS YEPTEKU. ),

JOTIOJIHUTH MYHKTOM 186-1 cienyromiero coaep:kanusi:

«186-1. DnekTpoHHBIE TOKYMEHTHI C HMCTEKIIMMH CPOKAMHU XPAHEHUS MOJJIeKaT
BBIJICJICHUI0O K YHHUTOXXEHHUIO Ha OOIIMX OCHOBAHUAX, IOCJIE YEro MPOBOISTCS HX
bu3HUecKOoe YHUUTOXKECHHE WIM YHHUYTOKEHHE MTPOrPAMMHO-TEXHUYECKUMH CPEICTBAMH C
COOTBETCTBYIOIIEH OTMETKOW B aKT€ O BBIJCICHUM K YHWUYTOXEHUIO 3JIECKTPOHHBIX
JOKYMEHTOB.

DJIEKTPOHHBIE JOKYMEHTBl CUWTAIOTCS YHUYTOKEHHBIMHM, €CIM MX HEJb3s
BOCCTAHOBUTH CpeACTBaMH MHGOPMAIMOHHON CUCTEMbl Ha HOCUTENSAX MH(MOpPMALMKU U U3
PE3€PBHBIX KOMUI. »;

NyHKT 191 U310XUTh B CAEAYyIONIEN peaaKInu:

«191. Beigaya gen BO BPEMEHHOE IOJIb30BAHUE OPTraHU3AIMAM IIPOU3BOIUTCS Ha
OCHOBAHMM TMCBMEHHOTO OOpallleHus MW TOJBKO C pa3pelieHus PYKOBOJIUTENS
opranu3anuu. Belmada gen OpyruM NOAPA3IEICHUSM OPraHU3aldd MPOU3BOIUTCS C
paspelieHnusl PYKOBOJAUTEINSI CTPYKTYPHOIO NOAPA3JEICHUS, a BHYTPU CTPYKTYPHOIO
MOAPA3AEIEHUS — MO/ PACTIHCKY.

Ha BblmanHOE A€m0 3aBOAMTCSA KapTa-3aMECTUTENb JAena. B Hel yka3bpIBarOTCs
CTPYKTYpHOE MOJIpa3/elieHUe, UHAEKC Jena, JaTa €ro BblAauu, KOMY J€JI0 BbIAAHO, AaTa
€ro BO3BpAILlCHUS, MPEAycMaTPUBAIOTCA Tpadbl IS pacOUCOK B TMOJYYECHUH U TPUEME
nena.

DJIEKTPOHHBIC JIOKYMEHTBI, HaXOJAIIMECs] Ha ONEpaTUBHOM XpaHEHUU B 0Oazax
nanubix COJI, BbIAAIOTCS AJ11 MCHOJIL30BaHUSA B BHJE OYMa)KHOW KOMHUHU AJIEKTPOHHOTO
JOKYMEHTa, DJJEKTPOHHOW KOMMH JOKYMEHTa Ha DJJIEKTPOHHOM HOCHUTENne JHu0Oo
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BBICBUIAIOTCSL MO JJIGKTPOHHOMY ajpecy pabOTHHKA, 3alpalivBalolIEero JOKYMEHT.
DIEeKTpOHHBIE JieNa (JIOKYMEHThI) BO3BpATy HE MOAJIEKAT.);

nononHUTh myHkramu 205, 206, 207, 208, 209, 210, 211, 212, 213, 214, 215, 216
CIIENYIOIIETO COAECP/KAHMS:

«205. Ilepenava TOKYMEHTOB B JIEKTPOHHOM (pOpMaTe B COCTaBE 3JIEKTPOHHBIX JEll
B apXMB OpPraHU3allMH OCYIIECTBISIETCS PAaOOTHUKAMU CTPYKTYPHBIX MOJpa3JeleHHH,
OTBETCTBEHHBIMM 3a BEJICHHUE JIEJIONPOU3BOJICTBA, U obecnieunBaercs cpeactsamu CO/l u
kaHanamu C DA npu ero Hanuuuu.

206. ITpu mOATOTOBKE AMEKTPOHHBIX JOKYMEHTOB, OTOOPAaHHBIX K IIepeiaue B apXHB
OpTraHU3alUH1, BBITOIHSIOTCS CIEAYIONNE OCHOBHBIE IPOLEAYPBI PA0OTHI C IOKYMEHTAMU:

KOHBEpTAlUsl TEKCTOBBIX JJIEKTPOHHBIX JOKYMEHTOB B (opMar apXHBHOIO
xpanenust PDF/A-1, eciiu 57eKTpOHHBINA TOKYMEHT OB CO37[aH WJIM BKIIOYEH B CUCTEMY B
MHOM (opMare;

¢opmupoBanue B HH(OPMALMOHHOM CHUCTEME OpraHU3alUd AIIEKTPOHHBIX e,
BKJIFOYAIOIIMX: METaJaHHbIE JIEKTPOHHOI'O JOKYMEHTA, (hailyibl SJIEKTPOHHBIX IMOJIUCEHN U
BHU3YyaJIM3UPOBAHHYIO KOIHIO TEKCTOBOI'O 3JIEKTPOHHOr 0 JI0OKyMeHTa B popmare PDF/A;

¢opMupoBaHue  OMHUCEH  DIIEKTPOHHBIX  J€Jl, JOKYMEHTOB  CTPYKTYPHOI'O
MOAPA3ACIICHUS;

MUTpAIHs AIEKTPOHHBIX TOKYMEHTOB Ha (pu3uuecku 000CcoOIeHHbIE MaTepHabHbIC
HOCUTENH, €CIIM JOKYMEHTHI IIEPEAA0OTCsl B apXUB OpraHU3allMM HE 10 MH(OPMALMOHHO-
KOMMYHHUKAIIMOHHBIM KaHAJIaM;

IIPOBEPKA BOCIPOU3BOAUMOCTH IEKTPOHHBIX TOKYMEHTOB;

IIPOBEPKA AJEKTPOHHBIX JTOKYMEHTOB Ha HAJIMUME BPEIOHOCHBIX KOMIIBIOTEPHBIX
IpOrpamm;

NOJATBEPKACHUE LEIOCTHOCTH JJIEKTPOHHOIO Jejla AJIEKTPOHHOM IOJIHKCHIO
PYKOBOJIUTENSl CTPYKTYPHOIO TMOJpa3feieHus (MHOTO YIOJIHOMOYEHHOrO JIHMIA),
OCYILECTBJISIOLIErO IOATOTOBKY JJIEKTPOHHBIX [JOKYMEHTOB K IIepefadye B AapXuB
OpraHU3aluu.

207. JIOKyMEHTBI B JJIEKTPOHHOM (opmaTe B apXWB OpraHM3alUy MEpeAaroTcs
BMECTE C UX METAITaHHBIMHU.

[lepenaya JIEKTPOHHBIX M€ IOCTOSIHHOTO XPAHEHUs NPOU3BOIAUTCSA MO OIHUCAM
AJIEKTPOHHBIX JEJ IMOCTOSHHOIO XPAaHEHUs CTPYKTYPHBIX IOAPA3AEICHUN OpraHU3alnH, a
BpeMeHHOro (cBoiie 10 5er) XpaHeHUus — MO OMHMCSAM JJIEKTPOHHBIX €1 BPEMEHHOI'O
(cBpime 10 yer) xpaHeHHWs, COCTaBIEHHBIM MO (opme, cormacHo mpuioxkeHuro 30 K
HacTtosuuM IIpaBunam, B COOTBETCTBHU € I'paMKOM IpHUEMa AJIEKTPOHHBIX JIENl B apXUB
OpraHU3aluN.

[Ipy HeoOXOomUMOCTH MOXKET CO37aBaThCsi OyMaKHBI O3K3EMIUISIP OMUCH
AJIEKTPOHHBIX JIEI.

Onuce  3JIEKTPOHHBIX  JI€d  CTPYKTYPHOTO  IMOAPA3AEIEHHS  OpraHu3aluu
YTBEPKAAECTCA MYTEM MPOCTABIIEHUS 3JIEKTPOHHOM LK(POBON MOANUCH C NPUMEHEHUEM
JUYHOTO KJII0Ya, BIAJENBIEM KOTOPOrO SBISIOTCS OpraHU3alus WIM PYKOBOIAUTEIb
CTPYKTYPHOTI'O IOJPa3/IeJICeHNs] OpraHU3aLNH.

I'paduk mnpuema HSJIEKTPOHHBIX JI€T B AapXUB OpPraHU3AlMU  COCTABIISIETCS
PYKOBOJIUTEIEM apXMBa OpraHM3aluu (JULIOM, OTBETCTBEHHBIM 3a APXUB OpraHU3alLlUH)
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no ¢opme, cornacHo npunoxkenutro 31 k HactosmuMm I[lpaBunam, W yTBep)KIaeTcs
PYKOBOJUTEIEM OpPTraHU3alIHH.

208. B cocTaB »3JEKTPOHHOIO J€ja BKIIOYAIOTCA METAJaHHbIE Ha KaXKbli
AIEKTPOHHBIN TOKYMEHT.

[Ipy NOArOTOBKE SJIEKTPOHHOrO Jela K Tepeladye B apXuB OpraHU3alu
PabOTHUKOM CTPYKTYPHOTO mojpasneneHus cpencrsamu COJ[ cocTaBisieTcss BHyTPEHHSIS
OIHCh AIEKTPOHHBIX JIOKYMEHTOB 3IEKTPOHHOTO nena
(masiee — BHYTpPEHHsII OMHMChH) MO (oOpMe, COrJacHO MPUIOKEHUI0 32 K HACTOSIIIUM
[IpaBwiam, a Takke akTy IpUeMa-mepeadyn 3JIEKTPOHHBIX JOKYMEHTOB U JIeNl CIYKObI
JOYVY opranuzanuu no ¢gopme coriacHo npuiaoxkenuro 33 k Hacrosumm [IpaBunam.

BayTpeHHsss omnuch BKJIIOYAETCS B COCTAB JJIEKTPOHHOTO JieJla B KadyecTBE
CaMOCTOSITEIILHOTO AJIEKTPOHHOTO JTIOKYMEHTa, TMOJIMCAHHOIO SJEKTPOHHOU HHU(pOBOM
MOANUCHI0 € TMPUMEHEHUEM JIMYHOTO KJIIoYa, BJIAACIBIIEM KOTOPOTO  SIBISIOTCS
Oopra"u3anvs Wik pabOTHUK CTPYKTYPHOTO TMOAPA3CICHUS OpTaHU3AINH, COCTABUBIITUN
BHYTPEHHIOIO OIUCH.

209. DOnexkTpoHHBIE Jejla NMPU MOATOTOBKE K IEPENAadYe B apXUB OpraHU3ALMHU
(hOpMUPYIOTCS TaKUM 00pa3oM, YTOOBI METaJaHHBIC KaXXJAOro 3JEKTPOHHOI'O JTOKYMEHTA
(kpomMe  MEepBOro)  coAepKajiu  KOHTPOJBHBIE  XapaKTEPUCTUKU  MPEIbIAYIIETO
ANEKTPOHHOTO JOKYMEHTA U €r0 METaJIaHHbIX (OJJHOHAIPABIICHHBIN CBSI3HBIN CIIUCOK).

210. Ilepemaua W mpHeM DSJIEKTPOHHBIX JI€1 OCYIIECTBIAIOTCS MO HUMPOBHIM
KaHaJaM CBSI3U WIM Ha 3JIEKTPOHHBIX HOCHUTENISIX B COCTaBe MH(POPMAIMOHHOIO MaKeTa,
dbopMar KOTOPOTO OMPENESETCs PEeriaMeHTOM HH(POPMAIMOHHOTO B3aUMOJICHCTBUS
MEXIYy CHCTEMOH DJIEKTPOHHOTO JOKYMEHTO00OpOoTa U HWH(POPMAIMOHHON CHUCTEMOU
apXuBa OpraHU3aIUU.

B onucsx »nekTpoHHBIX J1e] TOCTOSHHOT'O U BpeMEeHHOTro (cBbinie 10 jeT) xpaHeHus
JIOTIOJTHUTENIBHO YKa3bIBAKOTCS:

CBEIEHUSI 0 pabOTHHUKE CTPYKTYPHOTO MOAPA3ACICHUS OpPTaHU3aIUH, TIepeatoleM
AJIEKTPOHHBIE Jela B apXuB OpraHu3aiuu (HauMEHOBAHHWE JOJKHOCTH, WHUIIMAIIBI,
bamunus);

CBeZleHUs1 0 paOOTHUKE apXHUBa OpraHU3AINK, TPUHUMAIOIIEM DJIEKTPOHHBIE Jiela B
apXuB OpraHu3anuu (HAaUMEHOBAHUE JIOJDKHOCTH, MHUITUATIBI, (paMUTus).

211. UndopmanmoHHBI TAKEeT COAEPKHUT CIEAYIOIUE METaJaHHble Ha YPOBHE
AJIIEKTPOHHOTO JIeJia:

MOPSIAKOBBIA HOMEP AJEKTPOHHBIX JI€T U JJOKYMEHTOB B OIUCH 3JEKTPOHHBIX €7
CTPYKTYPHOIO MOJpa3IeJICHHUS;

UHJEKC JIEKTPOHHOTO JIeNa;

3aroJ0BOK AJIEKTPOHHOTO JeNa;

KpallHHE 1aThl 3JIEKTPOHHBIX TOKYMEHTOB AJIEKTPOHHOTO J€Na;

KOJIMYECTBO AJIEKTPOHHBIX IOKYMEHTOB 3JICKTPOHHOTO J€71a;

00BEM PIIEKTPOHHBIX IOKYMEHTOB 3JIEKTPOHHOTO JIeNIa;

SI3BIK (SI3BIKU) AIEKTPOHHBIX JOKYMEHTOB 3JIEKTPOHHOTO JIeNa.

[{enoCTHOCTh METaJaHHBIX HA YPOBHE AJIEKTPOHHOIO JOKYMEHTA MOJTBEPKIAETCS
MOJIHBIM COCTABOM JaHHBIX, YKa3aHHBIX BO BHYTPEHHEH OIKCH.

212. VHdpopMaIMOHHBIN MaKeT COACPKHUT CIEAYIOIINEe METaJaHHbIe HAa YpPOBHE
AJNIEKTPOHHOTO JOKYMEHTA BpeMEHHOr0 (cBbIie 10 JieT) M MOCTOSSHHOTO XpaHEHUS:



21

Ha3BaHMUE BUJA 3JIEKTPOHHOTO TOKyYMEHTa (IIpHUKa3, MMCbMO, CMETa U JIp.);

3aroJIOBOK 3JIEKTPOHHOIO IOKYMEHTA;

J1aTa 3JIEKTPOHHOTOJJOKYMEHTA;

IpaBO JOCTyHa K 3JIEKTPOHHBIM JOKYMEHTaM (JOCTYIl pa3pelieH BCEM, JOCTYM
yCTaHaBJIMBaeTcs (OHI000pa30BaATEIIEM ),

JlaTa CHATHSI OTPAaHUYEHUN TocTyna (MpU UX HAJTUYUN);

pPErHCTPallMOHHBIA HHJIEKC 3JIEKTPOHHOI'O IOKYMEHTA;

S3BIK DJIEKTPOHHOT'O IOKYMEHTA;

JaHHBIE 00 aBTOpE »SIEKTPOHHOTO JIOKyMEHTa (HaWMEHOBaHHUE JIOKHOCTH
UCITOJIHUTENS, HAMMEHOBAaHUE OPTraHU3alWH, IOArOTOBUBIIEH AIEKTPOHHBIN JOKYMEHT);

cBelleHUs O (pailylax 3JIEKTPOHHOTO JOKYyMEHTa (MMeHa, O0beM, KOHTPOJbHBIE
XapaKTEPUCTUKH);

cBeZleHUsT 00 ajropuTMe BBIPAOOTKH KOHTPOJIBHBIX XapaKTEPUCTUK (aJropuTme
XJIIAPOBAHUS — KPUNTOrPaPUUECKOM aJITOPUTME BBIUMCIICHUS 3HAYCHUS XAII-(DYHKITIH)
(0603HaYEHHME AITOPUTMA, CChIIKA HA TEXHUYECKUNA HOPMATUBHBIN MPABOBOM aKT).

[{eOCTHOCTE METAJAaHHBIX HA YPOBHE JJIEKTPOHHOIO JOKYMEHTA NMOJATBEPKIAETCS
oO11elt /1St BCEro TIOKyMEHTa KOHTPOJIIBHOW XapaKTePUCTUKOMN, YKa3aHHOW BO BHYTPEHHEU
OIIHCH.

213. Ilpu HEOOXOIMMOCTH JUIsI ONMHCAHHMS HAa YPOBHE 3JEKTPOHHOTO JTOKyMEHTa
UCIIOJIB3YIOTCSL ~ JIOTIOJHUTENIbHBIE  METaJlaHHble, XapaKTepU3YIOIHe OCOOEHHOCTHU
CO3/1aHMS M BOCIIPOU3BENCHUSI JIEKTPOHHBIX JOKYMEHTOB:

CCBUJIKU Ha JIpyrue JTOKyMEHTbI, 00pa3yroliie o0muil yrpaBieHYeCKU KOHTEKCT;

cBeZieHus1 00 MHPOPMALIMOHHOM TEXHOJIOTHH (BEpCUU MPOTPAMMHOI0 MPOAYKTA), C
MMOMOILBI) KOTOPOU CO3JaH JIEKTPOHHBIN JOKYMEHT;

CBEJEHUSI O TEXHUYECKUX M TMPOTPAMMHBIX CPEICTBAX, HEOOXOJUMBIX IS
BOCIIPOM3BEAEHUS DJIEKTPOHHOIO TOKYMEHTA;

CBEJICHUS O 3AIIUTE JEKTPOHHOIO JTOKYMEHTA.

214. Ilpm nepenaye HNEKTPOHHBIX JEJ HA DJIEKTPOHHBIX HOCUTENSAX B COCTaB
METaJaHHBIX BKIIFOYAIOTCS JaHHbIE 00 AJIEKTPOHHBIX HOCUTENAX (BUI, THUIl 3JEKTPOHHOIO
HOCHUTENS) W Pa3MEIIEHUU DJEKTPOHHBIX AT M JOKYMEHTOB HAa 3TUX JJIEKTPOHHBIX
HOCUTEJIAX.

215. Jlng 3IIEKTPOHHBIX JOKYMEHTOB B COCTaB METaJaHHBIX JIONOJHUTEIBHO
BKJIFOYAIOTCSl CBEJIEHUSA O CPEACTBAX JJIEKTPOHHOW LM(PPOBON MOAMKUCH, ONpEAesieMble
periaMeHToM HH()OPMAILIMOHHOTO B3aHUMOACHCTBHUS MEXAY CHUCTEMOM 3JIEKTPOHHOTO
JOKYMEHTO000pOoTa U MH)OPMAITMOHHON CUCTEMOM apX1uBa  OpraHu3allii.

216. CocTtaB MeTafjaHHBIX JJIS JIEKTPOHHOTO JOKYMEHTA, IPEACTABISAIONIETO CO00it
apXUBHYIO KOMHIO HH(POPMALIMOHHOTO pecypca, JOTOJIHUTENBHO BKIIIOYAET B CEOSI:

HAaUMEHOBaHWE WH()OPMAITMOHHOTO PECypca;

TUT UHGHOPMAITMOHHOTO PECypca;

KpaliHue AaThl SKCIUTyaTallii HHPOPMAIIMOHHOTO pecypca;

JAHHBIE O PETUCTPAIIMU UH(POPMALIMOHHOIO Pecypca;

UHTEpHET-aJIpec pa3MelleHus: HHHOpPMaLMOHHOTO pecypca (11 HHPOPMAIIMOHHOTO
pecypca, pa3MelIeHHOro B ri100aibHOM KOMIIBIOTEpHOM cetn HTepHET);

CBECHHI O COOCTBEHHHMKE HWH()OPMAIIMOHHOTO pecypca B COOTBETCTBUHU C
3akoHoAaTenbcTBOM PecnyOnmku KazaxcTan o mepcoHanbHbIX JaHHBIX;
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CBEJICHUS O BJIaJieliblie TH()OPMALIMOHHOTO pecypca.»;
nononHuTh npuioxkenusimu 30,31, 32, 33 cornacHo npunoxkeHusm 1, 2, 3, 4 k
HACTOSIIEMY MTOCTAHOBJICHHUIO.
2. Hacrosimiee mnocTaHOBJIEHHE BBOAUTCS B JCUCTBHE II0 HCTCUEHHHM HECSITH
KaJICHIAPHBIX JTHEH TOCIIe IHS €ro MepBOro O(QUIIMATBHOTO OMyOIUKOBAHUS.

IIpembep-MuHucTp
Pecnyosimku Kazaxcran A. CmauwioB



