Jdo;jiem

06 yTBepxaeHun TuUNoBbIX NpaBun AOKYMEHTUPOBAHUA U yrpaB/ieHus AOKyMeHTauMeﬁ B
rocyfapCcTtBeHHbIX U HerocygapCTBeHHbIX OpraHusauumax

Mpukas MuUHUCTpa KynbTypbl M cnopTa Pecnybnukm KasaxcTaH oT 22 pekabpAa 2014 ropa N 144.
3apeructpupoBaH B MuHuCTepcTBe wcTuuuMum Pecnybnuku KasaxcTaH 23 aHBaps 2015 roga N 10129

B cooTBETCTBUM C MOAMYHKTOM 2-2) MNyHKTa 2 cTaTbu 18 3akoHa Pecnybnuku KasaxcTaH oT 22
fekabpa 1998 ropga "O HaumoHanbHom apxuBHoMm doHAe u apxuBax" MPUKA3BIBAID:

1. YTBepauTb npunaraemble TunNoBble MpaBuaa AOKYMEHTUPOBAHUA W yNpaBneHWA AOKYMeHTauuen B
rOCyfapCTBEHHbIX M HEerocyaapCTBEHHbIX OpraHuM3auuAaAx.

2. JlenapTaMeHTy apXWBHOro fena W AOKYMEeHTauuu B YCTAHOBJIEHHOM 3aKOHOA4ATeNbCTBOM nopAake
obecneynTb:

1) rocynapCTBEHHYW perucTpauqi HacToAwero Mpukasa B MWHUCTepcTBe kCTUuuKM Pecnybnuiu
KasaxcTaH;

2) B TeyeHue AeCATM KaNeHAApHbIX AHel nocie rocyAapCTBEHHOW perucTpauuuM HacTosAwWero npukasa
ero HanpasneHue Ha oduumanbHoe onybaMKoBaHME B nepuogudeckux nevaTHbIX WU3LAHUAX U B
MHGOPMALMOHHO-NpaBoBOi cucTeme "dainet”.

3. KOHTpo/ib 3a WCMONHEHUEeM HacToAwero npuKasa BO3JIOKATb Ha Kypupyluwero BuLe-MUHUCTPaA
KynbTypbl M cnopTa Pecnybnuku KasaxcTaH.

4. HacToswui npukas BBOAMTCA B AeWCTBME MO UCTEYEHUU AECATU KaneHAApHbIX AHel nocne
nepBoro opuuManbHOro onyb6anKoBaHuA.

MuHUCTp A. Myxameanybl

YTBepxaeHs
npuKkasom MuHUCTpa
KynbTypbl U cnopTa
Pecnybankn KazaxcTaH
OT 22 pekabpa 2014 ropa N 144

TunoBble npaBuna

OOKYMEHTUPOBAHUA U ynpaBieHUA AOKYMeHTauueun

B FOCYAapCTBEHHbIX M HerocyAapCTBEHHbIX OpraHu3auuax
1. O6wue nonoxeHus

1. TvnoBble npaBuia AOKYMEHTUPOBAHWA W YyNpaBieHUA AOKYMeHTauueid B FoCyAapCTBEHHbIX U
HerocyaapcTBeHHbIX opraHusauusax (panee - TunoBble NpaBuia) pa3paboTaHbl B COOTBETCTBUM C
NoANyHKTOM 2-2) NyHKTa 2 cTaTbu 18 3akoHa Pecnybnuku KasaxcTaH oT 22 pgekabpa 1998 roga "O
HauMoHanbHOM apxuBHOM ¢oHAe M apxuBax".

2. Tunosble NpaBuia yCTaHaBAMBaWT NOPAAOK OpraHU3auun AOKYMEHTWPOBaHUA YyrpaBneH4YecKoMn
LeATeNbHOCTU C JOKYMEHTaMU HeceKpeTHOro XapakTepa Ha OyMaXHbIX HOCUTENAX B rocyAapCTBEHHbIX M
HerocynapCcTBEHHbIX OpraHu3auuax (panee - opraHusauum).



3. CocTaB AOKYMEHTOB, MCMNONb3yeMblX B yMnpaBieHYecKOW AeATeNbHOCTU, onpegenseTtcs
KOMMNeTeHUuMeh M GYyHKUMAMW OpraHvM3auun, NOPAAKOM peweHWAa BomnpocoB (B nopsagke eAWHONNYHOrO
pacnopaauTenscTBa AMbo B KONNervanbHOM nopagke), O6bLEMOM M XapaKTepoMm CBA3eN C ApYruMu
opraHusaunamm.

4. OpraHusauuA, BefeHWe N COBEpWEHCTBOBAHME CUCTEMbl AOKYMEHTaUMOHHOro obecneveHua
ynpaB/ieHUA Ha OCHOBE eAMHON TeXHUYeCKOW MOJIMTUKU U NPUMEHEHUA COBPEMEHHbIX TeXHUYeCKUX CpeacTB B
paboTe C [OKyMeHTamMu, MeToAMYECKOe PYKOBOACTBO W KOHTPONb 3a COG/MWAEHMEM YyCTaHOBJIEHHOro nopsaAka
paboThl C AOKYMEHTamMM B OpraHuW3aLuu OCyWeCTBAANTCA CTPYKTYpPHbIM MogpasfeneHnem, Ha KoTopoe
BO3J/I0XEHbl PYHKLMUM MO AOKYMEHTAUMOHHOMY obecnedeHuiw ynpasneHusa (panee - cnyxba [0Y).

B opraHusauun, B KOTOpPON WTaATHbHM pacnucaHuem He npeAycMOTpPeHO CTPYKTYypHoe noapasfeneHue,
ocyuecTBaAlwee GyHKLUUN NO AOKYMEHTALMOHHOMY obecrneyveHwio yrnpaBfieHWA, 3TU 06A3aHHOCTKU BO3narawTcA
Ha OTBETCTBEHHOE [OJIXHOCTHOE /nuo.

5. MNpu cMeHe pykoBoauTenein cnyx6el OOY U CTPYKTYpHbIX MOApa3feNneHuin JOKYMeHTbl U gena, a
TaKXe perucTpauuMoOHHO-KOHTpO/ibHble dopmbl (panee - PKO) K HUM nepefawTcAa BHOBb Ha3HaYeHHOMY
pyKOBOAUTENN WX OTBETCTBEHHOMY [JO/IXKHOCTHOMY /ULy MO aKTy rpuema-nepenaudu.

6. HacToAwue TunoBble fMpaBuia He pacnpoCcTPaHANTCA Ha [JOKYMeHTbl, cojepxalue cBeAeHuA,
cocTaBadAwwMe rocysapcTBeHHble cekpeTbl Pecnybankm KasaxcTaH, co cayxebHoi MHPopmaumei C MOMeTKOW
"Onsa cnyxebHOro nonb3oBaHuA".

2. MopAaoK AOKYMEeHTUpOBaHUA,
NOAroTOBKU M OQOpPMNEHUA AOKYMEHTOB

7. MNoAroToBka HOPMATMUBHbLIX MPABOBbIX U MPaBOBbIX aKTOB rOCYAAapCTBEHHbIX OpraHu3auui
ocyluecTBNAeTCA B COOTBETCTBUM C 3aKoHOAATenbCTBOM Pecnyb6nuku KasaxcTaH.

8. [OKYMeHTbl COCTaB/AKNTCA Ha Ka3axCKOM A3blke, HapaBHe C Ka3aXCKuMm opuumanbHO
ynoTpebnaeTca pycckuin A3bik. B cny4vasx, npefycMOTpeHHbXx 3akoHOM Pecny6nuku KasaxcTaH oT 11 wuwns
1997 ropa "O s3bikax B Pecnybnuke KasaxcTaH", NpUMEHSWTCHA M Apyrue A3biKK.

JOKYMEeHT Ha Ka3axXxCKOM A3blke W CO34aBaeMblil ayTEHTUYHbIN JOKYMEHT Ha PYCCKOM WKW UHOM A3blKe
nevyaTanTCs KaxAbli Ha OTAeNbHbIX 6naHKax (OTAENbHbIX NMCTax) M odopMAANTCA eAUHBIMU PEKBU3UTaMM.

9. Mpu co3pgaHun u obopMaeHUN AOKYMEHTA MCNONb3yKWTCA 6naHKu. PekBM3UTb Ha BnaHkax
pacrnofiarawTca B onpefesieHHONn NocsiiefoBaTe/IbHOCTU B COOTBETCTBUU CO CXEMOW PacCnosIOXEeHUA peKBU3UTOB
OOKYMEeHTa COrNnacHo nNpuioxeHuw 1 K HacToAwMM TWUNOBLIM MpaBuiaMm.

10. CybbekTbl Manoro U cpegHero npeanpuHUMaTeNnbCTBa COCTABAANT LOKYMEHTbl Ha 6enbix JnMcTax
bymaru ¢opmatoB A4 (210 x 297 mm), A5 (148 x 210 mm).

Mpu cocTaBAeHUM AOKYMEHTOB Ha JMCTax b6ymaru ykasblBaeTcCs:

1) opuumanbHoe HaMMeHOBaHWE OpraHu3auuu, U3faBleil [OKYMEHT;

2) HauMeHOBaHWe BuAA AOKYMEHTa, 3a WCKAHYeHUeM MUCbMaA;

3) paTa JOKyMeHTa;

4) perucTpauuoHHbIn HOMEp AOKYMEeHTa;

5) HauMeHOBaHWEe [OKHOCTM NMUA, MOANUCABLIErO AOKYMEHT, MOAMUCb M pacwudpoBKa MOAMUCHK;

6) OTTUCK MevyaTu.

11. Cyb6bekTbl Manoro U cCpefHero npeanpuHMMaTenbCTBa BMECTO 6/1aHKOB MCMONb3YKWT WTamn C
BOCMPOU3BEAEHUEM HAWMEHOBAHUA OpraHusauuu, nyTem NpoCTaBJIeHUA ero OTTUCKA Ha bHenblx nucTax
6ymarn B NIeBOM BepxXHeEM yray.

12. BnaHKu AOKYMEHTOB W3roTaB/MBaTCA Ha 6enbix Anctax bymaru ¢opmaToB A4 unu AS5. Kaxabli
JNIUCT AOKYMEHTa, opOpMNeHHbli Kak Ha 6naHke, Tak M 6e3 Hero, AOMXEH UMETb NOMA He MeHee:

20 MM - neBoe;

10 mm - npaBoe;

10 MM - BepxHee;

10 MM - HUXHee.

Mpn ABYCTOPOHHEM Me4YaTaHWW 0BOpPOTHAA CTOPOHA SMCTA AOKYMEHTa AOMXHA MMETb MNONA He MeHee:

10 Mm - neBoe;



20 MM - npaBoe;

10 MM - BepxHee;

10 MM - HWXHee.

13. B opraHu3auuv NpUMEHAKTCA cneaywume 61aHKUM AOKYMEHTOB:

1) 6naHK NMUCbMa, COMNACHO MPU/JOKEHUKW 2 K HacToAWMM TUNOBBIM NpaBuiaMm;

2) 6/1aHK KOHKPETHOro BMAA AOKYMEHTA, COMJIaCcHO MPUJIOKEHMI 3 K HACTOAWMM TWMOBbLIM MpaBwufiam;

3) obwmit 6naHK, COrJaCcHO NPUIOXEHUW 4 K HACTOAWUM TUNOBLIM NpaBWJiaM.

Obwuin 6naHK MCNONb3yeTCA ANA WU3rOTOBJEHUA NObIX BUMAOB AOKYMEHTOB, KpOMe MUCbMA.

14. BnaHKu AOKYMEHTOB W3roTaBiAuMBakwTCA Tunorpadckum cnocobom, C MNOMOWbH CpeacTs
onepaTuBHON noaurpaduu uauM BOCMPOU3BOAATCA HENOCPeACTBEHHO MPU COCTaBNEHUU AOKYMEHTa.

15. BnaHKM AOKYMEHTOB rOCYAApCTBEHHbIX OpraHu3auuii ¢ usobpaxeHuem [ocypapcTBeHHoro repba
Pecnybnukn KasaxcTaH nognexaT yyeTy, ANA 4H4ero B JIEBOM HWXHEM yray KaxAoro sk3emnsispa bnaHka
OOKYMeHTa Tunorpapckum cnocobom uan HymepaTOpoOM MpPOCTaBNAETCA ero Homep, cepwus.

16. BbnaHKM OJOKYMEHTOB WCMNOJIb3YWTCA CTPOro Mo Ha3Ha4YeHuw U He rnepefawTCcA APYTrUM
OpraHusauuaM uan WHbIM nuuam 6e3 COOTBETCTBYHIWEro pa3speleHus pyKOBOACTBA OpraHusauuu.

17. BHYTpeHHMe AOKYMEHTbl, 3a WUCKIYEHWEeM pacnopAAUTesbHbIX AOKYMEHTOB, COCTaBAAKTCA Ha
6enbix AncTax bymaru.

3. Mopagok odpopmneHUA peKBU3SUTOB AOKYMEHTa

18. TocymapcTBeHHbii MTepb Pecnybnamku KasaxcTaH usobpaxaeTcs Ha 6naHke AOKYMEHTa
rocyfapcTBEHHOW OpraHuM3auuMM B COOTBETCTBUM C TpeboBaHMAMU, YCTAHOBAEHHbIMU 3aKOHOAATENbHbIMU
akTamum Pecnyb6auku KasaxcTaH o rocyaapCTBeEHHbIX cuMBOnax Pecnybnumku KasaxcTaH.

19. 3mbnema, NOroTun WAM TOBAapHbIN 3HAK (3HaK 06CNYXMBAHWA) BOCMPOM3BOAMTCA Ha OnaHKe B
COOTBETCTBUU C y4YpeauTesbHbIMA AOKYMEHTaMU OpraHu3auuu.

dmbnema, NOroTUMN WM TOBapHbIM 3HaK (3HaK ob6C/AyXMBaHUA) He pa3MewaeTca Ha 6GnaHke ¢
nsobpaxenmem locypapcTBeHHoro Fepba Pecnybnmku KasaxcTaH.

20. OduumanbHoe HaumeHoBaHMe opraHusauuun, ¢unumana (nNpeacTaBUTENbCTBA) BK/KWYaeT B cebA
Ha3BaHMe B COOTBETCTBUM C YyYpeAUTENbHbIMU AOKYMEHTaMU C YyKa3aHWeM Ha OpraHW3aLUMOHHO-NPaBOBYH
dopmy .

Npu odpopmieHMM COBMECTHOro AOKYMeHTa, pa3paboTaHHOro AByMA U 6oniee paBHbBIMU OpraHU3auuAMHK,
oduuManbHele HaMMEHOBAHWA OpraHW3auuii pacnonarakwTCcA Ha OAHOM YpOoBHe B afpaBUTHOM nopspke
HauMEeHOBAHUIN OpraHu3aLuuii.

Mpn odopMneHUn COBMECTHOrO AOKYMEHTAa, pa3paboTaHHOro AByMsa v 6onee opraHusauuamu,
odULManbHble HAaUMEHOBAHWUSA pacrofiaraluTCs B COOTBETCTBUM C yObiIBAHUEM UepapXuu OpraHu3auui.

COBMECTHbI AOKYMEHT MNOAMEXUT 3aBEepeHWw NevyaTsAMUM OpraHu3auui.

CokpalleHHoe HauMeHOBaHWe opraHu3auuu, ounuana (nNpeacTaBUTENbCTBA) NPUBOAUTCA B TOM Clydvae
, KOrja OHO 3aKpenJieHO B y4YpeauTesbHbiX LOKYMEHTax, W pa3mewaeTcA B CKOBKax HUXe MOSHOro
HauMeHOBaHWUA .

HaumeHoBaHWe CTPYKTYpHOro noApasfeneHua yKasbiBaeTcA B TOM CJiydae, eC/iM OHO ABAAeTcA
aBTOpPOM [AOKYMEHTa, W pacnosiaraeTcs HUXe HauMeHOBaHMA OpraHu3auuu.

21. B cnpaBOYHbIX [l@aHHbIX 06 OpraHM3auuMu YKasbiBAaWTCA MNOYTOBLIA ajpec, Homepa TenedoHOB,
Tenepakcos, aApec 3/1eKTPOHHOW MOYTh, W Apyrue CBEAEHWUS MO YCMOTPEHUI0 OpraHWU3auluu.

22. HaumeHOBaHWe BMAA AOKYMEHTA YKa3blBaeTCA Ha BCeEX AOKYMEHTaX, KpoMme nucem.

HaumeHoBaHMe BuAa AOKYMEHTa MeyvyaTaeTCA MPOMUCHbIMA 6yKBaMW MOAYXMPHBIM WPUGTOM.

23, [laToil JOKyMeHTa fAB/sieTcA AaTa ero nognucaHusa (pacrnopsguTesibHble AOKYMEHTbl, nucbMma,
CnpaBKU U Apyrue) unu cobbitusi, 3adUKCMpPOBaHHOrO B JOKyMeHTe (MpPOTOKON, aKT W apyrue). [Ans
yTBepxAaemMoro AoKyMeHTa (MONOXEeHWe, perfameHT, NpaBwufia U Apyrue) - naTa yTBepXAeHus.

[laTa [OKYMeHTa NpoCTaBAAETCA AO/XHOCTHBIM JIMLUOM, MOAMUCHIBAKWMM WU YTBEPXAAWMM [OKYMEHT.
Mpu NoAroToBKe MpoekTa AOKYMEHTa nevyaTaeTcsas TOAbKO 0603HavyeHue MecAua v ropa.

EcnM aBTOpamMu AOKYMEHTa ABAAWTCA HECKONbKO OpraHvusauuii, To AaTOW AOKyMeHTa byaeT Haubonee
no3gHAA AaTa noanucaHus (yTBepxaeHus).



CnyxebHble OTMETKM Ha [JOKYMEHTe, CBA3aHHble C ero MNpoXOoXAeHWeM U UcCnosHeHWem (O3HaKOMNEHWEM
) BHYTpM opraHu3auuv, AATUPYHTCA WM NOAMUCHLIBANTCA.

JaTy pokymeHTa odopmnAwT apabckumu umdpamm B nocnefoBaTeNbHOCTU - AeHb MecAua, MecAl, ropg
. JleHb MecAua v mecsau odopmnAKT ABYMA Napamu apabckux uudp, paspeneHHbMU TOYKOW, rod — YeTblpbMA
apabckumu uudpamu.

CnoBecHO-UNPpOBOI cnocob HanuMcaHuAa AaTbl UCMOJIb3YETCA B HOPMAaTUBHLIX MPaBOBbIX aKTax,
NnpaBoOBbIX aKTaxX, MpPOTOKoNax, GaHKOBCKMUX U (UHAHCOBLIX AOKYMEHTaX, AOKYMEHTaX Kacawwuxca npas M
3aKOHHBIX MHTEpecoB rpaxAaH, Npu CCbiiKe Ha HOPMATWUBHbIE MpPaBOBble aKThl M odopMaAeTCA Cheaylwum
obpasom "O5 anpena 2014 ropa".

24. PerucTpauuoOHHbIA HOMEp AOKYMEeHTa COCTOMT U3 WHAEeKCa Aefla MO HOMeHK/AaType aen
opraHusauumn, nopAAKOBOro Homepa AOKyMeHTa B PK®. Mo yCMOTpeHWWw opraHu3auuMum perucTpallOHHbIN
HOMep MOXeT BKJIO4aTb [AOMOJHUTENbHblE SNeMeHTbl.

PermcTpaunoHHblit Homep (MHAEKC) AOKYMEHTA, COCTABJIEHHOro ABYMS M 6ojiee OpraHvM3auusmu,
COCTOUT W3 PerucTpaumoHHOro HoMmepa (MHAeKCa) KaxAoW M3 3TUX OpraHu3auuii, NpocTaBifeMblX Yepes
KOCYW 4epTy B MOpAAKe YKa3aHUA aBTOPOB B AOKYMeHTe.

25. B cCbUIKe Ha perucTpauuoHHbIi HOMep (MHAEKC) U AaTy BXOAAWEro AOKYMeHTa yKa3biBaeTcA
pernucTpaunoHHbIi HOMEp M AaTa AOKYMeHTa, Ha KOTOpblih AaeTcA OTBeT.

26. MeCTO COCTaB/IeHUA WAW MU3[aHUA AOKYMEHTa YKa3blBaeTCA Ha BCexX BuAax AOKYMEHTOB, Kpome
nucema. MecTo COCTaB/leHWA WAW U3[AHWA [JOKYMEHTA He YKa3biBaeTCA Ha BHYTPEHHUX AOKYMEHTaX, 3a
UCKNKYEHWEeM pacrnopAAUTENbHbBIX.

27. Tpud orpaHudeHus JOCTyna MpOCTaBAAETCA B BepXHEM MpaBOM yrjay MepBOoro nucta ¢
yKasaHuemM Homepa >SK3emnadApa.

28. [JOKYMeHTbl aApecylnT OpraHu3auuaMm, UX CTPYKTYPHbIM noApa3fefieHUAM, AOMKHOCTHLIM MK
dn3nyeckum nuuam.

MNpu appecoBaHUM JOKYMEHTa OpraHuM3auuv, ee CTPYKTYpPHOMY MOAPAa3AeNeHUn, WX HauMeHOBaHuA
NUWYTCA CTPOYHBIMU BYKBaMu, MOJMYXMPHbIM WPUGTOM B MMEHUTENIbHOM Majexe, [OMKHOCTb /Jnua, KOTOpoMy
ajpecoBaH [LOKYMEHT - B JaTe/lbHOM najexe.

Mpu agpecoBaHUM AOKYMEHTa pPYKOBOAMTENW OpraHu3auun, ee HauMeHOBaHME BXOAUT B COCTaB
HauMeHOBaHUA [AOJKHOCTM ajpecaTa.

Mpu agpecoBaHUn AOKYMeHTa GU3MYeCKOMY MLy YKa3blBaeTCA MOYTOBLIA ajpec.

Mpn nepenucke BHYTpWU OpraHuM3auuu AONyCKaeTCA yKa3aHWe B AaTesIbHOM najexe TONbKO MHUUMana
UMEHN U GaMUIUU [JONKHOCTHOrO nuua.

EcnM JOKYMeHT ajpecyeTcA B HECKOJ/IbKO OAHOPOAHbIX OpraHu3aLuuin, OHM YKa3biBawTCA 0606WeHHOo.

JloKyMeHT [ONXeH copepxaTb He b6onee 4veTblpex agpecaTtoB. Cnoso "Konua"™ nepep BTOpbIM, TpeTbuM
, 4YeTBepThiM ajpecaTamu He ykasbiBaeTcA. [lpu 6onblem KonuyecTBe ajpecaToB COCTaBAAeTCA cnucok (
peecTp) pacchiKU AOKYMeEHTa.

B cny4ae HanpaBfieHMA AOKYMeHTa He MOCTOAHHbIM ajpecaTaMm, B COCTaB pekBu3uta "Agpecat"
BKJIOYAeTCA MOYTOBLIN aApec, KOTOpbii opopMaAeTCA UCMONHUTENEeM. D/ieMeHTbl MOYTOBOro ajpeca
YKas3blBalOTCA B NOC/Ae[OBaTe/NIbHOCTU, B COOTBETCTBUM C [paBunamum npenocTaBieHUA YCNyr MNo4YTOBOW
CBA3K, YTBEpXAaeMbiMu B COOTBETCTBUM C MOAMYHKTOM 20-5) nyHKTa 2 cTaTbu 8 3akoHa Pecnybnuku
KazaxcTaH oT 8 ¢eBpana 2003 roga "0 nouyte".

Mpu agpecoBaHUn AOKYMeHTa GU3MYECKOMY NuULY YKa3blBawWT WHULMAN WMEHW U damunui nonyvaTtensd,
3aTeM yKa3blBaeTCA MOYTOBLIA ajpec.

29. Tpud yTBepxAeHWA OOKYMeHTa pacnonaraeTcA B MpaBOM BepxHeM yray nepBoro jucTa
JOKYMeHTa u opopmMnAeTCcA CTPOYHbIMM OyKBamu.

Mpu yTBEPXAEHUN AOKYMEHTA KOHKPETHbIM AO/KHOCTHBIM NIULOM, Fpud yTBEpXAEHMA COCTOUT U3
cfefywwux snemMeHToB - cnoBa "YTBepxaaw" (6e3 npuMeHeHUs KaBblYeK), HaWMEHOBAHUA [AOJIKHOCTH,
noanucu, pacundpoBKW MOAMUCU U AATbl YTBEPXAEHUA.

Npu yTBepxAeHUU AOKYMeHTa ABYMA M 6Hosiee nuUamMu paBHbIX AOMKHOCTEW rpudbl yTBEpXaeHUs
pacnosarawTca Ha OLHOM YypOBHe B andaBUTHOM MnopAAKe HaWMEHOBaHWN OpraHu3auui.

Npu yTBepXAeHUU OOKYMEHTa MOCTAHOB/IEHWEM, pelWeHUeM, NpuKasom, MPOTOKOJIOM Fpudp yTBEpXKAEeHUA
cocTouT U3 cnosa "YTBepxaeH (a, o0, bl)", BUAA pacnopAAUTENbLHOrO AOKYMEHTa B TBOPUTENILHOM Majexe,
ero paTthl U HOMepa.

30. Pe3osiuMa pacnonaraeTtcAa B BepxHei 4acTu MNepBOro /McTa AOKYMEHTa Ha cBobogHom oT



TeKkcTa mecTe. B cocTaB pesonwuun BXOAAT UHUUMAN(bl) MMeHU M damunua(u) ucnonHutensa (McnonHuTenei
), colepxaHue nopy4veHua (MOpyYeHWW), CPOK WCMONHEHWUs, MOAMUCL aBTOpa pe30o/wuLuM M AaTa.

Ha fokymeHTax, He Tpebywwux AOMOAHUTENbHbIX YKa3aHWi, MNpeAnucbiBaeMbiX AEUCTBUA U UMElMX
TUMNOBbIE CPOKW MCMOJIHEHUA, B pe30/luUuM YyKa3blBaeTCA WCMNOJHUTENb, MOANUCH aBTOpa pe3oJwuun, AaTta.

B cnyyasx, korpga nopy4veHue paetcA ABYM U bonee ivMuaM, OCHOBHbIM UCMOJIHUTENEM ABAAETCA JUUO
» YKa3aHHoe B MNMOpYyYeHUM MepBbiM, €CAN UHOE He YCTAHOBJIEHO B CaMOW pe30Jiluun.

MepBble pYyKOBOAUTENU OpraHu3auui, UX 3amecTUTenn MoryT opopMaATb pe30JioLui Ha OTAEe/IbHOM
6naHke (duwke) C ykasaHuMeMm Mof NOAMUCHI NULA, HANOXMBLIErO PE30/LUUIN, BXOASWEro perucTpauMoHHOr o
HOMepa, JAaTbl MOCTYMN/JEHUA U OTMETKU O peKBU3UTAX [LOKYMEHTa, K KOTOpPOMY OTHOCUTCA pe3onwuua (
aBTOp, WUCXOAAWMKA HOMEp W AaTa AOKyMeHTa). [opydyeHua B BuUAE pe30/uUMiA, HanpaBnsembie B Apyrue
opraHusauuun, peruncTpupywTcs cnyxéon A0Y.

31. 3arosioBoK K TeKCTYy AOKYMeHTa opopMaAeTCA MOJYXMPHbIM WPUGTOM OT rpaHuubl N€BOro nons
JOKyMeHTa, 6e3 nepeHoca C/IOB UM He [JOMXEeH copepxaTb 6osiee 35 3HaKoB B KaxAoW CTpoke. B gokymeHTe
, He Tpebywwem rocyfapCTBEHHON perucTpauuMum B OpraHax WCTUUWK, MNpWU BeanvuHe 3aronoska 6bonee 5
CTPOK, pAonyckaeTca obopmneHue 3arosioBka Mo cepeiavHe AOKyMeHTa. Touyka B KOHLEe 3arofioBka He
CTaBuTCA.

3aronoBoK K TeKCTY AOMXEeH OblITb KpaTKWM, TOYHO MNepefaBaTb coAepXaHue AOKYMeHTa. OH [LonxeH
6bITb COrJlacoBaH C HAaMMEHOBAHWEM BWAA AOKYMEHTA M OTBe4YaTb Ha Bonpockl "o 4vem?" ("o kom?"), "4yero
?" ("koro?").

3arofnoBoK K TeKCTYy AOKYMeHTa MeHee 10 CTpoK, a Takke K AOKYMEHTY, OdpopMneHHoMy Ha bnaHke
¢dopmaTa A5, He cocTaBndeTcsa.

32. OTMeTKa O KOHTpOJie 3a WUCMOJHEeHWEeM AOKYyMeHTa 0603HavaeTcsa C/NOBaMWM MAU WTamnamu
bakpinay", "BbakbuiayFa anbiHAbl" M MPOCTaBNAETCA B BEpXHeW NeBOM 4acCcTu NepBOro AuMcTa AOKYMeHTa 3a
npefenamu TeKCTOBOro MonA.

33. TekCT ABOKYMeHTa opopmnsaeTcA B BUAE aHKETbl, AWarpammbl, Tabnuupl, CBA3HOrO TeKcTa WK
coYeTaHUA yKa3aHHbIX GOopM.

dopMa aHKeTbl MpUMEHAeTCA MpU M3NOKEHUU UMPPOBOW MU CNOBECHOW MHPopmauuu o6 oaHOM obbekTe
no onpejgeneHHoOMy Habopy MNpPU3HAKOB.

Mpu cocTaBfeHUU TeKCTa B BUAE aHKeTbl HAaUMEHOBaHWA MPU3HAKOB XapaKTepulyemoro obbekTa
JOMXHbI ObITb BbIpaXeHbl MMEHEM CYWeCTBUTE/IbHbIM B MMEHUTEJIbHOM Majexe WM C/0BOCOYEeTaHUEM C
rnarosoM BTOPOro JiMLA MHOXECTBEHHOrO 4YMCNa HacToAWero WAW npoweawero BpemeHu (umeeTe, 6binu,
HaxoAWNUCb) . XapaKTepUCTUKU, BbIpAXEHHble CIOBECHO, AOJXHbI 6GbITb COr1acoBaHbl C HAaWMEHOBAHMAMM
NpuU3HaKoB.

dopma Avarpammbl NPUMEHAETCS NpU U3NOXEeHUU LUOPOBON UM CNOBeCHOW uHPopmauuu. [uarpamma He
JOMXHA AenuTbCA, NepexoauTb Ha APYrykw cTpaHuuy.

Oopma Tabnauubl NpUMEHAETCA MPU U3NOKEHUU LMPPOBOW WU CNOBECHON WHOOpPMALUWM O HECKONbKUX
obbekTax Mo pagy MpU3HAKOB.

Tabnuupl MMENT ABa YPOBHA YNEHEHWUA TeKCTa - BEepTUKaJIbHbIA — rpadbl U FOPU3OHTANIBHBIA — CTPOKHU
. Tpadbl M cTpokn Tabnuupl AOMKHbI UMETb 3arO0nOBKW, BblpaXeHHble UMEHEeM CYWeCTBUTENIbHbM B
UMeHUTeNbHOM najexe. loa3aronoBku rpad U CTPOK [OMKHbI BbiTb COFNACcoOBaHbl C 3arojsioBkamu. B cnydae
odbopmneHusa Tabnuubl Ha ABYX M bHonee cTpaHuuax, rpadbl Tabauubl HYMepywTCs, CO BTOpPON CTpaHWLbl
YKas3blBaTCA TOAbKO HOMepa 3Tux rpad.

Tabnuubl pacrnonarawTcA B TeKCTe AOKYMEHTa WM B MNPUIOXeHUsAX. Bce Tabnuubl, ecnm uUx B TekCTe
6osiee oAHOW, HYMepywTCA apabckumu uuppamu.

TeKkCT [OKYMeHTa MOXeT OblTb pa3buT Ha MyHKTHI.

MyHKTbl B OAOKYMEHTE pacnofiaralTcA NO 3HAYUMMOCTU B JIOrMHECKOW MOC/ef0BaTENbHOCTU, C YYETOM
XPOHONOrFUU 3TaMoB pelleHUs Bonpoca. bauskue no copepkaHUw MYHKTbl 3HAYUTENbHBIX NO O6beMy
JOKYMEHTOB 00beMHANTCA B rfaBbl, HEeCKO/NIbKO FnaB - B pa3fjefibl, a pa3fens - B 4YacTu. B 6onbwux no
obbeMy rnaBax MOTyT BblAeNATbLCA Maparpadbl, a B 60abWMX pasfenax - noapasgesbl.

MyHKTb MOTYT ObITb NoApa3feneHbl Ha MOAMYHKTbl. BHYTpWM NYHKTOB U MOANYHKTOB MOTyT ObITb 4YacTu
, Bblgensaemble absauamu.

Ab3auem cyuTaeTCcA 4acTb TeKCTa, MpeacTaBnAwwas coboil CMbICSIOBOE eAWHCTBO, Bblaensemas
OTCTYMNOM B MepBOiN CTpokKe.

B TekcTe AOKYMEHTOB He AonyckaeTcss obo3HayeHue ab3aueB aedncamum uauM MHbIMA 3HAKaAMM.



MyHKTbl, naparpadbl, rna.bl, MNOApPA3AEnbl, pa3fensl U YacTU AOKYMEHTOB HyMepywTca apabckumu
unbpamn C TOuYKOW cnepywwmm obpasom - 1., 2., 3. u panee.

Homepa nopgnyHKTOB B NyHKTax o0603Ha4vawTca apabckumum umdppamm co CKO6KOW cnepywwmm obpasom -
1), 2), 3) un panee.

HymepauuAa NyHKTOB, rfaB W pa3fenoB ABNAETCA CKBO3HOW, HyMmMepauua MNOANYHKTOB B MYHKTe,
naparpa¢os B rnaBe, nofgpasfenoB B pa3jese - CaMOCTOATENIbHOW.

TekCT AOKYMeHTa ne4yaTaeTcCA Ha MUWylen MaWWHKe Yepe3 MONTOpa MeXCTPOYHbIX MHTepBajsa WAuM Mpu
NnoMowWN YCTPOWCTB KOMMbOTEPHONW TexHUKM pa3mepom 14 wpupta Times New Roman yepes oAuH MEXCTPOYHbIA
WHTepBan. B oTAenbHbIX cnay4aax, a Takxe npu opopmneHuu Tabnuuy, NpUNOXEHWUin, OTMeTKU 06
UCNoNHUTeNe, MnpuMeYaHUin JONyCcKaeTCA U3MeHeHWe pa3mMepoB WpudPTa M MEeXCTPOYHOro MHTepBana.

Npu odpopmneHun AOKYMeHTa Ha ABYX U 6onee nuctax BTOpOA M nocaepywwue NUMCTbl HyMepywTCA.
Homepa npocTaBnAwTCcA apabckumu umdppamm B cepeiuHe BEpXHero nosns nuMcta 6e3 3HAKOB MpernuHaHuA.

34. B oTMeTKe O Ha/IUyuu NPUJIOKEHUA, HA3BAHHOIo B TeKCTe AOKYMeHTa, MpoCTaBAANTCA
KONIMYeCTBO JINCTOB, 3K3eMNAApOB, A3blK WCMOJSIHEHUA CleaykumM ob6pas3om:

"MpunoxeHne: Ha 3 nucTax B 1 3K3eMmMnaApe Ha KAa3axCkKoMm A3bike".

Mpu HanU4YUM NPUNOXEHWUI, He Ha3BaHHbIX B TeKCTe, YKa3blBawTCA WX HOMepa, HauMmeHoBaHusa (npwu
Ha/iMyMn JaTa U Homep), KOAUYEeCTBO JIUCTOB, KOAMYECTBO 3K3EMMNIAPOB U A3bIK UCMONHEHUA:

"MpunoxeHuna: 1. MNMucbMo MMHUCTEpCTBA KynbTypbl M cnopTa Pecnybankm KasaxcTtaH ot 15.10.2014
roga N 3-5/151 Ha 3 nncTtax B 1 sKk3emnispe Ha Ka3axCKoMm fi3blKe.

2. ..

Ecnn npunoxeHns K AOKYMEHTY COpOWpoBaHbl, YKa3blBAeTCA TOJIbKO KOAUMYECTBO SK3EeMMaApoB.

Ecnn K OOKYMeHTYy npunaraetca APYroi AOKYMeEHT, TaKXe MMewlun NpuioxeHne, TO OTMeTKa O
HaZM4YUn NpunoxeHusa odopmnaeTca cnepywwmm obpasom:

"MpunoxeHune: NMUCbMO MMHUCTEpCTBA KynbTypbl M cnopTa Pecnybankm KasaxcTaH oT 15 okTAabpA
2014 roga N 3-5/151 u npuioxeHue K Hemy, BCero Ha 7 NIUCTax, Ha Ka3axckom A3bike".

Ecnv npunoxeHue HanpassiANT He BCeM yKa3aHHble B JOKYMeHTe ajpeca, TO B OTMeTKe O ero
HanM4Mu yKasbiBaeTCA, KakoMy agpecaTy OH HanpasieH.

B npunoxeHunm K HOpPMAaTWUBHOMY MpaBOBOMY, MpPaBOBOMY aKkTy (npukas, pacnopsaxeHuwe, npasuna,
MHCTPYKUMA, MOJIOXEeHUe, peleHue) Ha NepBOM JIMCTe B MNPaBOM BEpPXHEM Yray CTPOYHbIMM ByKBamu nuwyT
cnoBo "MpunoxeHue" C ykasaHueMm ero nopaAKoBOro Homepa (ecnu MNpuUNOXeHWh 6Gonblie OAHOro),
HauMeHOBaHMA pacrnopAAUTeNIbHOro JOKYMeHTa, ero AaThl U perucTpauMoHHOro Homepa.

35. JloKyMeHTbl, HamnpaBaAemble B BbllleCTOAWME OpraHbl, OpraHbl NpeacTaBUTENbHOW, WCNOAHUTENIbHON
MW cynebHoW BnacTu, NOAMUCHLIBANTCA PYKOBOAWTENIEM OpraHuM3auuu uau, no ero fnopyvyeHuw, MepBbM
3amMecTuTeNeMm.

JlokyMeHTbl, HanpaBfifiemble NMoABEAOMCTBEHHbIM W APYrUM OpraHu3auusaMm, rpaxaaHam NoANUCHIBANTCA
pyKkoBoAUTeNeM OopraHu3auuu, ero 3amecTUTeNAMU UKW pYKOBOAUTENAMU CTPYKTYPHbIX nogpa3feneHui B
COOTBETCTBUMU C UX KOMMeTeHuuen.

0bAa3aTenbHOMY MOAMUCAHUK MoAafexaT LOKYMEHTbl, ocTawwuecAa BHYTPU OpraHu3auuu.

He ponyckaeTca KonupoBaHue AOKYMeHTa B3aMeH OTrnycka AOKYyMeHTa.

Moanucb AOKYMEHTa BKWYaeT:

1) HauMMeHOBaHMe AOMXHOCTM NuULa, NOAMUCABLIEro AOKYMEHT, opuuManbHOe HauMeHoBaHue
CTPYKTYPHOro noApasgeneHua uauv opravusauum (ecnam JOKYMeHT odopMneH He Ha bnaHke);

2) NVMYHYW MOANUCH M pacwudpoBKy noanucu (MHULMAN vMeHu u pamunua).

JloKyMeHT noanucbiBaeTcA CBETOCTOUKMMKM YepHunamum. He ponyckaeTcA noAnucaHue noAJMHHWKA
LOKYMeHTa npocTaBneHuem dakcumune.

Mpu nognucaHun AOKYMeHTa ABYyMA M 6onee nuuamu paBHbIX AOMKHOCTEA MX MOAMUCUM pacnonarawTtcd
B andaBUTHOM nopsafake OoPuUMANbHBIX HAUMEHOBAHWN OpraHu3auui WAW CTPYKTYPHLIX NOApasAeneHwui.

Mpn noanucaHuM AOKYMEHTA HeCKOJIbKUMU [O/MKHOCTHLIMW JIMLAMKU MX MOAMUCK pacnonaralTcA ofHa
noA Apyrow B COOTBETCTBUM C ybObiBaHUEM CAyXebHOW Mepapxuu [ONKHOCTEN.

B AOKyMeHTe, COCTaB/IEHHOM KOMUCCMUeNl, YKa3blBaWTCA He HaWMeHOBaHWA AONXHOCTen nuu,
NnoANUCHIBaBWKMX AOKYMEHT, a UX 0B6A3aHHOCTU B COCTaBe KOMUCCUM.

[loKyMeHTbl KOJJIerMafibHbIX OPraHOB OpraHu3auuu (Konneruit, CoBeTOB, Mac/MXATOB, MpaB/eHUi u
ApYyrux) MOANUCLIBATCA NpeacefaTesnieM UM cekpeTapem (npeacefaTenbCTBYHWWMM U IMLOM, MPOBOAUBLMM
3anucb). MpoTokonbl annapaTHelX (OnNepaTUBHBIX) COBEWAaHWI OpraHu3auuMum U ee CTPYKTYPHbIX



nogpasaeneHunii NOANUCHIBATCA NpeacefaTensCTBYHWUM IULOM.

EcnM JONXHOCTHOE Nuuo, NOAMUCH KOTOPOrO 3aroTOBJIEHA HAa MpoekTe AOKYMeHTa, OTCYTCTByeT, TO
OOKYMEHT MoANeXuUT nepeopopMneHu Ha ANLO, MCMNOJIHAKWWEe ero 06A3aHHOCTU. He ponyckaeTcs
nognucaHne AOKyMeHTa C npegnorom "3a" uau npocTaBfieHUEM KOCOW 4epTbl nepen HauMeHOBAHUEM
OOMKHOCTH .

HanmeHOBaHUA [OMKHOCTEW NiML, MOAMUCHIBAKWMX AOKYMEHT, U pacuuppoBka noanuceir odpopmnaeTcsa
CTPOYHbIMM BYyKBaMu, MONYXMPHbIM WPUGTOM. Ha BHYTPEHHUX AOKYMEHTAX HAUMEHOBAHUA OOSKHOCTEW MOryT
He yKas3blBaTbCH.

36. CornacoBaHue npoekTa AOKYMeHTa odopMnseTcss BU3OW Ha AOKYMeHTe (BHYTpeHHee
cornacoBaHue) wuauM rpudom cornacoBaHua (BHeWHee COrjacoBaHWe WAWM COrfacoBaHue C
KOHCY/IbTaTUBHO-COBelWaTeNbHbBIMU U O6WeCTBEHHbIMA OpraHamMuM OpraHu3auun) .

NpeacTaBnsiemMble Ha MOAMUCb AOKYMEHTbl BU3MPYWTCA UCMONHUTENieM (OTBETCTBEHHbIM WUCMOJHUTENEM),
pykoBoauTenem noapasfefieHua, rae roToBUACA MPOeKT AOKYMeHTa, APYTrMMU 3auHTepeCcOBaHHbIMU
OOMKHOCTHBIMWA NIML@MU, NpPU HEOO6XOAUMOCTU — PYKOBOAWUTENAMU (UHAHCOBOMN U HpUANYECKOW cnyxb
OopraHusauuuM, 3amecTUTeNleM pYKOBOAMTENS OpraHuM3auuM COrfacHO pacnpeefieHu obs3aHHOCTen.

Bu3bl NpOCTaBASAWNTCA Ha 3K3eMnnApax AOKYMEHTOB, OCTAWWWXCS B OpraHuM3auuu, Ha AuUeBoW
CTOpOHEe Huxe noAnucu. lMpoekTbl pacnopAaUTeNbHbIX AOKYMEHTOB BU3WUPYHTCA Ha NepBOM 3K3eMmnasdpe.
JonyckaeTcs BM3MpOBaHUE MNPOEKTOB pacnopAAuTeNibHbIX AOKYMEHTOB Ha OBOPOTHON CTOpPOHe Moc/iefHero
nncTa.

Busa BKkJiWYaeT B cebA Moanucb Bu3Upylwero, AaTy, pacuudpoBKy noanucu (MHULMAN UMEHM,
¢amunuw), HaumeHoBaHME AOMKHOCTU BU3UpYlWEro. 3amMevaHusa, ocobble MHEeHUS W AOMOJIHEHUS K NPOeKTy
LOKYMeHTa opopMNAlTCA Ha OTAENIbHOM /INCTE, O YeM B MpPOeKTe AOKYMeHTAa AeslaeTcsaA COOTBEeTCTBYylWan
OTMeTKa. 3aMeYaHusa [OKNaAblBaWTCS PYKOBOAMTENW, MNOAMUCHIBAKWEMY AOKYMEHT.

BHewHee corsiacoBaHuMe AOKYMeHTa odopmnAeTcA rpudpoMm corsiacoBaHuA, KOTOPbLIM pacnosnaraeTcs B
JIEBOM HUWXHEM Yray MocnegHero JnucTa AOKYMeHTa, COCToMT u3 csoBa "CornacoeaH (a, o, bl)",
opopmnaemMoro CTpoOYHbIMM BykBamu, 6e3 MpUMEHEeHMA KaBblieK, a Takke HauMeHOBAHUA JO/MKHOCTM nuvua, C
KOTOpbIM COF/1acoBbIBAETCA AOKYMEHT (BKAWYAs HAaUMEHOBAHWEe OpraHuW3auuu), JUYHOW MOAMUCU U ee
pacwndpoBKu, AaTbl COrfacoBaHuA.

Mpu cornacoBaHuu AOKYMeHTa ABYMA WM 6onee NMUAMM PaBHbIX AOMXHOCTEW rpudbl COrnacoBaHuA
pacnosarawTcs Ha OAHOM YpOoBHe B andgaBMTHOM nopAake opuuMasbHbIX HaUMEHOBAHMIN opraHusauuit. Mpwu
COr71IacoBaHUM AOKYMEHTa HECKONbKUMU AO/KHOCTHBIMA NULAMU FpUdbl COrNacoBaHMA pacrnosiarawTcs B
COOTBETCTBUM C yObIBaHMEM CNYXEOHON Mepapxuu [ONMKHOCTEW.

Ecnn cornacoBaHve OCywecTBAAETCA MUCbMOM, MPOTOKOJIOM WAW APYTUM AOKYMEHTOM, TO B rpude
COrflacoBaHMA yKasblBAaeTCA BUA [OKYMEHTa B TBOPUTENIbHOM najexe, HauMeHOBaHWe opraHusauuu B
poauTesbHOM najexe, fAaTa W HOMep AOKYMEHTa.

BHewHee corfacoBaHMe AOKYMEHTA C HeCKOJbKUMKM OpraHu3auuMsamum opopmnaeTcAa SAUMCTOM COrjacoBaHUS
no éopme COrnacHO MNPWUJIOKEHWI 5 K HacToAWMM TUNOBbLIM MpaBUNaM.

37. OTTUCK MeYyaTu OpraHu3auuu 3aBepAeT MNOAJMHHOCTb MOAMWUCK JAOMKHOCTHOFO NMUA HA AOKYMeHTe
. OTTUCK MmeyaTu opraHusauuu caepyeT NpPOCTaBNAATb TakuM 06pa3oM, 4YTOObl OH 3axBaTbiBasl YacTb
HauMMEeHOBAHMWA JONXHOCTU U MOAMUCH.

38. [ns 3aBepeHUs COOTBETCTBMA AOKYMEHTA MOAJMHHUKY HUXe pekBu3uTa "Mognucb"
NpocTaBAAeTCs 3aBepuTesbHana Hagnucb "KonuAa BepHa" (6e3 KaBbl4eK), HauMeHOBaHMEe AO/XHOCTU nuua,
3aBepuBlIErO0 KOMWUW, JIMYHAA NOANUCL M ee pacwudpoBka, OTTUCK MevyaTuM OpraHu3auuu, AaTa 3aBepeHus.

39. OTMeTKa 06 WMCMONHUTEene AOKYMeHTAa BKJW4YaeT cokpauweHHoe cnosBo "Wcn.", WHUUMAN UMEHU W
damununi McnonHuTenAa AOKYMeHTa, HOMep ero TenedpoHa, B TOM 4YUC/e BHYTpPEHHEro, Mpu HaauMyuu - agpec
SNEeKTPOHHOW MOYTbHl M pacrnonaraeTca Ha AMUEeBON uUan OHBOPOTHOW CTOpPOHE MOCNEeAHEero AUCTa AOKYMEHTa B
JIEBOM HUXHEM yray.

40. OTMeTKa 06 MCNONMHEHUM AOKYMEHTa W HanpaBJIEHUM ero B AeNo BKJ/KW4YAeT CCbUIKYy Ha HOMep U
0ATy OOKYMeHTa, CBUAETEeNbCTBYHWWYHW 06 ucnonHeHuu (NpuM OTCYTCTBUM TAKOro AOKYMEHTa — KpaTkue
cBegeHua ob ucnonHeHwun), cnosa "B peno", Homep Aena, B KOTOPOM OyAeT XpaHUTbCA AOKYMEHT.

OTMeTKa 06 MCNONHEHUU AOKYMEHTa W HamnpaB/eHUM ero B Ae/I0 MPOCTaBASETCA Ha HUXHEM none
NIMLEBOM CTOpPOHbI NEpBOro /INCTA AOKYMEHTa, MOAMUCHLIBAETCA MUCMNONHUTENEM C yKa3aHueMm AaTbl
Hanpas/ieHna B deno. Ha ucxopAwem AOKyMeHTe nomewaeTtcsas oTMeTka "Mcn.", BxopAwuin Homep, paTa.

41. NOeHTUPUKATOpPOM SNEeKTPOHHON KOMUKU AOKYMeHTa Ha 6yMaXHOM HocuTene fABadeTcs oTMeTka (



KONOHTUTYN), COoAepxawas Ha3BaHWe W Bepcus NporpamMMHOro obecnevyeHus, MNpu MOMOWM KOTOPOro CO3AaH
LOKYMEHT, MpOCTaB/IfAeMaA Ha HWXHEM MoJsie NULEBOM CTOPOHbI KaxAoro /JMcTa LOKYMeHTa.

42. OTMeTKa O MOCTYM/IeHUM AOKYMeHTa B OpraHuW3auuiw npocTaBisfeTCcA B MPaBOM HUXHEM yriay
MLEBOI CTOPOHbI MEpBOro JINCTa LOKYMEHTa W COAEPXUT MOPAAKOBbLIH HOMep BXOAAWero AOKYMeHTa M AaTy
nocTynnenusa (Npu Heo6XOAMMOCTU — Yacbl U MUHYTHI) .

43. PeKkBU3UTbl AOKYMeHTa - faTa AOKYMEHTA, CCbiIKa Ha perucTpauuOHHbIi HOMep M AaTy
BXOAAWEro AOKYMEHTAa, 3arosioBoK K TeKCTY, TeKCT AoKyMeHTa (6e3 ab3aua), oTMeTka 06 MCMoOAHUTene
LOKYMeHTa OQOpMIAKTCA OT /IeBOrO MNOAA, OTMETKa O HaJu4YuW MpUNoXeHWa, mnoanucb (HaumeHoBaHue
LOMKHOCTHOrO /iMua, MNOAMWCABWEro AOKYMEHT), OTMeTKa O COr/jlacoBaHuM foKyMeHTa (rpud cornacosaHuaA)
, OTMeTKa O 3aBepeHuu KOomuu JoKyMeHTa odopmnawTcsa ¢ abs3aua.

4. Mopapok NoaAroToBKM U opopMieHMA MNPUKa30B

44. Npukasamu oPOPMNIAKTCA peWeHUs NpaBoOBOro XapakTepa, a Takke Mo onepaTWBHbIM,
OpraHW3auuoHHbIM, KaApoBbIM (MpUEM, MepeMeljeHWe, COBMelleHMe, MNepeBoj, YBOJIbHEHUEe, aTTecTauus,
noBbllleHUe KBanudukauuu, NpPUCBOEHUE 3BaHWI, U3MeHeHue damMunuu, MOOWPEHUA, HarpaxAeHUsa, HaNoXeHue
AWCLMNAUHAPHBIX B3bICKaHWI, onnaTa Tpyha, MpeMUpoBaHWe, pas3/iuyHble BbIMAaThl, BCe BUAbl OTMYCKOB
paboTHUKOB, AexypcTBa MO MNPOOWI OCHOBHOW [AeATEeNbHOCTU, KOMaHAMPOBKW) M ApPYyruM BOMpocam paboTbl
opraHvsauuu no Gopme COrylacHO MPUIOKXEHU 6 K HacToAWMM TUMOBLIM MpaBuIaM.

HopmaTuBHble MpaBoBble akTbl OPOPMNAKTCA B COOTBETCTBUM C [paBunamu odopmieHusa u
COrNacoBaHMA HOPMATUBHbIX MPaBOBLIX aKTOB, YTBEPXAEHHbIMW MOCTaHOBAeHUeM MpaBuTenbcTBa Pecnybnauku
KasaxcTaH oT 16 aBrycrta 2006 roga N 773.

PekBM3UTaMM npukasa ABAAKTCA:

1) usobpaxeHne FocypapcTBeHHOro Fepba Pecnybauku KasaxcTaH uauM smbnembl, norotuna,
TOBapHOro 3Haka (3Haka obcnyxuBaHuA) c yyeToMm TpeboBaHuii n. 18, 19 HacToAwMX TWUMOBLIX MpaBun;

2) oduuManbHoe HauMeHOBaHME OpraHu3auuu;

3) HauMeHOBaHWe BUAA AOKYMEHTA;

4) paTa npukasa;

5) perucTpauuvoHHbIl HOMep MnpuKasa;

6) MecTO M3[aHUA MpuKasa;

7) 3aronoBoK K TeKCTY;

8) TekcT;

9) noanucob;

10) oTMeTKa O COrnacoBaHMM MpUKasa;

11) OTTUCK MevyaTu opraHuM3auuu.

MpoekTbl MPUKA30B FOTOBAT M BHOCAT MoApa3jefieHua Ha OCHOBAHMU MOpYYEHWUi pyKOBOAMTENS
opraHvsauuuM, ero 3amecTuTena, AMbo B MHUMUMATUBHOM nopaake. MpoekTbl NMPUKa3oB MO KaApOBbM
BOMpOCaM roTOBUT KagpoBasa cayxba Ha OCHOBaHWMM COOTBETCTBYHWWUX LOKYMEHTOB (TpyAoBble AOrOBODSI,
3anABfeHns, AoknafHele (cnyxebHble) 3anucku, NpeacTaBiAeHUA W Apyrue).

MpoeKTbl MPUKA30B W MPUIOKEHUA K HUM BU3MPYWTCA UCMOJHUTENEM W PYKOBOAUTENEM MNoApa3fesieHus
, BHECWMM MpOeKT, PYKOBOAUTENAMU MOAPA3LENEeHU, KOTOpbM B MpoeKTe NpeAycMaTpuBawTCA 3ajaHus U
nopyyeHus, a TakXe pyKoOBOAUTENAMU cAyx6el [I0Y U wpuanmdeckon cnyxbbl, 3amecTUTenAMu pyKoBOAMTENS
OopraHv3auuM B COOTBETCTBUM C pacnpepesieHMeM 06A3aHHOCTEI.

Bo3paxeHus no npoekTy npukasa, BO3HUKaWWWe NpU COrjacoBaHUM, M3narawTcA B CNpaBke,
KoTopasa npunaraeTcA K npoekTy. Eciv B npouecce cornacoBaHuA B NPoOeKT Npukasa BHOCATCA W3MEHeHUA
NMPUHUMNMANBLHOINO XapakTepa, TO OH AopabaTbiBaeTcA U NPOXOAWUT MOBTOPHOE COrnacoBaHue.

Npukasbl 0popMNANTCA HAa Ka3axCKOM A3blke, a Takxe AOMOJHUTENbHO MOrYT OQOpMASTbLCA Ha
pPYCCKOM fi3blke, KOTOpble WMEHT OAMHAKOBYH CUy.

CybbekTbl Masioro U cpegHero npeanpuHUMaTenbCTBA MOTYT NPU COCTAB/IEHUMM MPUKA3OB UCMNOMb30BaTh
Ka3axCKui WAn pyccKuid A3bIK, WAM UHOW A3bIK Ae/0oNpoUM3BOACTBA.

Npukasbl HYMepyWTCA MOPALKOBOW Hymepauuein B npepeniax KaneHjapHoro roga. MNpukassl no
OCHOBHON [AeATeNbHOCTU, MO JIMYHOMY COCTaBY PerucTpupywTcA OTAENbHO B COOTBETCTBYHWMUX XypHanax (



6asax AaHHbIX). K nopagKkoBoMy Homepy npukasa Mo JIMYHOMY COCTaBy 4epe3 Aeduc [o6aBAAWTCA AUTEpbl
n/c" wam "k"

KonuMu npukasoB WAM UX pa3MHOXEHHble SK3EMMAApbl 3aBepANTCA NevaTbi C yKa3aHWem AaThl
3aBepeHus M HanpaBAAKWTCA agpecaTaM B COOTBETCTBUM C yKa3laTesleM pacCbIKM, KOTOpbIi COCTaBNAETCA U
NoAnMUCbIBaeTCA WUCMONHUTENEM.

TekcT npukasa, Kak MpaBWio, COCTOUT W3 ABYX YacTei - KOHCTaTupywwei (npeambynbl) u
pacnopaauTenbHOM .

B koHcTaTupywwei Yactu (npeambyne) KpaTKO M3narawTca UenuM U 3ajauu, ¢akTel U cobbiTuA,
NMoCNyXuBlLIME OCHOBAHUEM ANA U3[aHUA npukasa. EcaM npukas u3gaeTca Ha OCHOBAHUMM ApPYroro AOKYMEHTA
, TO B KOHCTaTUpyHWleh 4YacTW yKa3biBaeTCA HaUMeHOBaHWe 3TOro JOKYMeHTa B pOAMTENIbHOM Majexe, ero
aBTop, AaTa, HOMep M 3aronoBok. Mpu ccbiike Ha HOPMAaTUBHbIA NPaBOBON aKT, 3aperucTpUpOBaHHbIA B
opraHax KWCTWUMKM, [OOMNOJHUTENbLHO yKa3blBaeTCA HOMep, Mo KOTOpbiM OH 3aperucTpupoBaH B PeecTpe
rocyAapCTBEHHOW perucTpauuv HOPMATMBHBIX MPaBOBbLIX aKTOB.

Mpeambyna B mpoekTax MpuMkasoB 3aBepwaeTtcA cnosom "MPUKA3BIBAW", nuweTcs MponuMCHbMM 6yKBamu
» MOMYXMpPHBbIM WPUGTOM M He [ONyCKaeTCA ero nepeHoC Ha ApYryw CTPOKY.

PacnopaauTenbHas 4acTb COAEPXUT MepeyucsreHue npeanucbiBaembix AeWCTBUA C yKa3aHUeM
WCMONHUTENA KaxAoro AEeWCTBUA U CPOKOB WUCMONHEHWUA. PacnopAaauTenbHas 4YacTb MOXET AeNUTbCA Ha
NYHKTbl, MOANYHKTbl M ab3aupl.

[leicTBUA OAHOPOAHOIrO XapakTepa MOryT ObITb nepeyucsieHbl B OAHOM MyHKTe. B kayecTBe
UCMONHUTENEen yKasbiBawTCA CTPYKTYpHble MoApasfesieHnAa WaW KOHKpeTHble LOMKHOCTHble nvua. ocnepHui
NYHKT pacrnopaAUTeNbHOW 4acTu MOXeT coAepxaTb CBeAEeHUA O NoApas3feNneHuu UAU AOMKHOCTHOM fuue, Ha
KOTOpoe BO3/7araeTcsA KOHTPOJib 3a WCMNONHEHWeM MpuKasa.

O3HakoMneHne paboTHUMKOB C MpUKasamu MO KaApoBbM BOMpPOCAM YyAOCTOBEPAETCA MNOAMUCHI
paboTHMKOB, NPOCTaBAAEMbIX HUXe peKBMU3UTa "OTMeTKa O COrJjlacoBaHWM AOKYMeHTa" uAM Ha 060poTHOM
CTOpOHe mnpuKasa.

PekBu3UT "OTMETKa O HaNMYUM MPUIOKEHUA K JOKYMEHTY" mnocne TekcTa MpukKasa CaMOCTOATE/IbHO
He odopmnseTcs.

Ecnvm noanucb nuua, MOAMUCHLIBAWWEro MPUKA3 pacnofiaraeTcs Ha 6naHKe, TO NOJSIHOE HaUMeHOBaHWe
JO/MKHOCTM 3TOro AMUA He YyKa3biBaeTcCA.

B cOBMeCTHbIX MpMKasax yKa3blBaeTCA MOSHOE HauMeHOBaHWEe [OMKHOCTEN COBMECTHO NOAMUCHIBAHWUX
.

5. MopAagok noaroToBkM u oPopMaeHUA NpoOTOKoNa

45. TpoTOKON COCTABNAAETCA Ha OCHOBAHWM 3anucei, NpousBefeHHbIX BO BpeMms coBewaHus (
3acefaHus, cobpaHuA), nNpeacTaB/ieHHbIX TE3UCOB AOKAAAOB M BLICTYMN/EHWI, CNpPaBOK, MPOEKTOB peleHui
W Apyrux mMaTepuanoB no Gopme COrJacHO MPUJIOXEHUKW 7 K HacToAWwMM TWMNOBLIM MpaBuaaM.

MpOoTOKON, COCTaBfieHHbIH BHYTPU OpraHM3auMu W He BbIXOAAWMI 32 ee npenensl, MoxeT opopMnATbCS
He Ha b6naHke.

PekBU3MTaMM MpoTOKONA ABNANTCA:

1) opuumanbHOe HaMmMeHOBaHWE OpraHu3auuMum u (WNu) CTPYKTYPHOrO nofpasfenieHus;

2) HauMeHOBaHWe BUAA AOKYMEHTA;

3) paTa;

4) perucTpauWOHHbIi HOMep MpPOTOKONA;

5) MecToO M3AaHWs MNpPOTOKONaA;

6) rpud yTBepxaeHuAa (B HEKOTOPbIX CAYy4Yanx);

7) 3arosoBoK K TeKCTY;

8) TekcT;

9) noanuchb.

B opraHusaumMsax MNpoTOKOJbI MOFYT M34aBaTbCs B MOJIHOW WAM KpaTKoi ¢opme.

TekCT MOMHOFO MPOTOKONMAa COCTOMT U3 ABYX YacTei - BBOAHON W OCHOBHOIA.

B BBOAHOW YacTu nocjie 3arosioBKka MpOTOKOJNA YKa3blBalTCA — MHUUMANABI UMEH U damuanu



npefcepatena (npeacefaTenbCTBYWWEro) M cekpetaps 3acefaHua (cobpaHus), CNUCOK MPUCYTCTBOBABLKNX
WAW OTCbUIKA K MpUAaraemMomy Cnucky MNpUCYTCTBOBAaBWWMX, €CAM UX KOAMYECTBO MpeBbluaeT 10 4yenosek.

B mpoTokone 3acefaHMA WMAUM MHOMO KOHCY/bTAaTUBHO-COBeWaTeNbHOr0 OpraHa NpucyTCTBOBaBlWKE
YneHbl KO/JIernasbHOro opraHa nepeynucnanTCcA NepcoHanbHo no ¢amunuam B andaBUMTHOM nopagke. focne
HUX 3anucbiBaTCA GaMWUAWNK MpPUTNAWEHHbIX C YKa3aHWeM UX AOKHOCTW W HaUMEHOBaHMA OpraHu3auuu.

BBOgHaA 4YacTb 3aKaH4YMBaeTCsA MOBECTKOW AHSA (nepevyHeM paccMaTpuMBaEMbiX BOMPOCOB),
nepeyncsieHHblX B MOpSAAKE MX 3HAYUMMOCTM C YKA3aHMeM AOKJaA4vMKa MO KaXAoMy NYHKTY MOBECTKMU AHA.
Kaxgpihn Bonpoc nevaTaeTca c ab3aua, HymepyeTcA apabckow uuppor M ero HaumeHoBaHME HAYMHAeTCA C
npegnora "0", "06". B OTAeNbHbIX CAyYaAx MNOBeCTKA AHA MOXeT MpuaaraTtbCA K MNPOTOKONY, a B CaMOM
npoToKosie nepefi TeKCTOM AenaeTcA 3anucb - "MoBecTka AHA npunaraetca”.

OCHOBHaA 4acTb MNPOTOKO/JAa COCTOUT W3 pa3fenoB, COOTBETCTBYWWMX MYHKTaM MOBECTKU AHA. TeKCT
Kaxgoro pasgena cTpouTcA no cxeme - CAYWAIA - BbICTYNWAU - NMOCTAHOBWIU (PEWWUIM), KoTopble MUwyTCS
NPOMUCHbIMA BYyKBaMu, MNONMYXUPHbIM WPUPTOM OT NIEBOro nons.

MpuHATOE pelweHne nevyaTaeTCA MOJHOCTbK, NPU HEOO6XOAUMOCTU, MPUBOAATCA UTOMM FONOCOBAHUA.

CopepxaHne 0coboro MHeHWA, BbICKAa3aHHOrO BO BpemA O6CYXAEeHWA, 3anucbiBaeTCA B TeKCTe
NpoToKo/sa MocC/e COOTBETCTBYHWIEro MOCTaHOB/eHUA (peweHus).

B paspene CAYWAJIN npuBOAATCA - MHULMAN UMeHU U damMununs Joknagymka (HauMeHOBaHME [O/KHOCTM
yKa3bplBaeTCcA B NOBECTKE AHA), OCHOBHOE COAEepXaHue AOKNAAOB W BbICTYMAEHWHA NoMewaeTcA B TeKCTe
NpoTOKO/MA WAW MpuiaraeTca K HeMy, B Moc/jedHeM ciiydae B TekcTe odopmnaeTcA CHocka "TekcT
BbICTYNJIEHWA npunaraetca”.

B paspene BbHICTYMUIU ykasbiBawTCA MHULMANL UMeHU, damunnsa, npu HeobXOAMMOCTM [OMKHOCTHU
BbICTYMNAWWNX U cCoAepXaHWe UX BbICTYNAEHUMA B TOW MocCnefoBaTeNibHOCTU, B KaKOW OHM MPO3BYy4Yanu Ha
3acefaHun.

Bonpocbl K AOKNaf4yMKy, BbICTYNalWMM U UX OTBETbl MPOTOKONMPYHTCA NO Mepe UX MNOCTYMNAeHUA U
3anucbiBaNTCA B TOW Xe nocsegoBaTeNbHOCTU, Npu 3Tom cnoBa "Bonpoc", "OTBeT" He nuuyTcA, a
YKa3blBalTCA MHULMAN UMEHU U damunusa nvua, OT KOTOpPOro MOCTynua BOMPOC WM OTBeT.

B mocTaHoOBAAWWYW YacTb C NOMOLWbLK FNArosoB HeonpeaesieHHOW (OpMbl 3aNUCLIBATCA MNPUHATbIE
peweHusa.

TekCT KpaTKOro MpoTOKO/Ma Takxe COCTOMT M3 ABYX 4acTei. Bo BBOAHOW 4HacTu MoBecTKa AHA He
yKa3biBaeTcAa.

OCHOBHaA 4acCTb KpaTKOro MpoTOKOJia BK/WYaeT HauMMeHOBAHWA pacCMaTpuBaeMbiX BOMPOCOB U
NPUHATbBIE MO HWUM peleHus.

HaumeHoBaHMe BoMpoca HyMepyeTCA M HaduMHaeTca C npegnora "0", "06", meyaTaeTcA UEHTpPOBaHO
(Ha4ano u KoHel KaxAol CTPOKU paBHO yfhaneHbl OT FpaHuUL, 30Hbl PACMONIOXEHWUA) U MOAYEpPKUBAETCH OAHOW
YyepTOl HUXe nocnefHeh CTpoku. Mop 4epTON yKa3blBAWTCA WMHUUMAMLI MUMEH U GaMUAMN AONKXHOCTHBIX /UL,
BBICTYNUBWKX NpU 06CYXAEHUM AAHHOrO BOMpoca. 3aTeM YyKa3biBaeTCA MPUHATOE MO BOMPOCY peleHue.

B 3arosioBoK MpOTOKONa BXOAMT YKa3aHWe BUAA KONNeruvanbHOW AeATeNbHOCTU U Ha3BaHue
KONJiermanbHOro opraHa B poauTenbHoM nagexe (cobpaHus COTPYAHMKOB, 3acefaHWA COBeTa U Apyroe).

NpoTokon noanucbiBaeTcA npeacepateseM U cekpeTapem (npeacefaTteNbCTBYHWMM U IULOM,
NpoBOAMBLKMM 3anucb). [laTol nMpoTokona ABASeTCA AaTa 3acefaHuAa. Ecnum oHO NpoAonxanocb HECKONbKO
OHel, TO 4Yepe3 Tupe yKasbiBaTCA AaTbl Ha4Yana U OKOHYAHUA 3acefaHuA.

MpoTokonam NMpuCBauBaWTCA MOPAAKOBbIE HOMepa B npepenax AefioNpouM3BOACTBEHHOrO roda OTAENbHO
Nno Kaxaoi rpynne NpoTOKOAOB — MPOTOKOAbl COBpaHwuii, 3acefaHUi KONNeruit, NpoTOKOAbl TEXHUYECKMUX,
Hay4HbIX U SKCMEpTHbIX COBETOB W Apyrue. MpOTOKO/bl COBMECTHbIX 3acefaHWid MMeWT COCTaBHble Homepa,
BKJ/IYAWWMNE MOPSAAKOBbIE HOMEpa NMPOTOKONOB OpraHu3auuit, NpUHMMaBWKMX y4acTuUe B 3acefaHuu.

Konun npoTOKONIOB WM MPUHATHIE pelweHuda B BUAE BbIMUCOK W3 MPOTOKONOB pacchinanTcA
3aUHTEepecoBaHHbIM OpraHW3auMAM U AOMKHOCTHLIM JIMLAM B COOTBETCTBUM C yKa3aTenem paccChiiku.
YKasaTenb paccbinikuM COCTaBAAET U MOAMUCHIBAET OTBETCTBEHHbIN UCMOMHUTENb NoApa3fefieHUA, FOTOBMBLErO
paccMoOTpeHue BOMpoca, W yTBepxaaeTcAa pykoBoauTeseM CTPYKTYpHOro nogpasgeneHua. Konuu npoToKosoB
M BLIMUCOK W3 HUX 3aBepAKNTCA NevyaTbl OpraHu3auuu.

6. Mopsaaok noAroToBKU U odopmieHua akTa



46. CojepxaHueMm akTa fABnseTcA UHOOpMaLUA, MNOATBEPXAAWWAA YCTAHOB/IEHHble GaKTbl UM COBLITUA.
AKT COCTaBNAETCA HECKONbKUMW NULAMU, MOATBEPXAANWMMU AaHHbIR ¢akT (cpayn-npuemkun (paboT,
MaTepuanbHblX LLEHHOCTeN, AOKYMeHTOB), obcnegoBaHuA (COCTOAHWA TeXHUKM He3onacHocTu,
NpOTUBOMOXapHON 6e30MacHOCTU, YCNOBMIA TpyAa pe3y/ibTaTOB AeATeNbHOCTW), WcCMbITaHuit (obpasuos,
CUCTEM, TEXHO/IOTUI), BbIAENEHUS K YHUYTOXeHW (MaTepuasbHbIX LEHHOCTei, AOKYMEHTOB), nepepayu,
HapyweHUss YCTAHOBEHHbIX MPaBW/l peBU3UU WHBEHTApWU3aLMU, pacC/iefOBaHUS aBapuil, HECYACTHbIX Cay4aeB
, JMKBUAAUUM OpraHU3aLuu, KOHKpeTusupywwme (pernameHTupywlme), TexHuyeckue (BbIMONHEHHbIX paboT,
0TKasla, OCMOTpa, YCTpaHeHUA OTKasa, CBepKku, MpeAoCTaBAEHHbIX YCAYr, BbIMOSHEHHbIX paboT M Tak
nanee).

AKT opopmnaeTcs Ha ocHOBe obuwero 6naHka Mo GopMe COrJiacHO NPUIOKEHUKW 8 K HACTOAWUM
TunoBbM MpaBunam. AKT, COCTaBJ/IEHHbIA BHYTPU OpraHu3auuMum U He BbIXOAAWMIA 3a ee npepesibl, MOXeT
opopmMnATLCA He Ha 6GnaHke.

PekBM3UTaMM aKTa ABAAKNTCA:

1) u3obpaxeHue locynapcTBeHHoro Fepba Pecnybnuku KasaxcTaH uau smbnemsl, noroTtuna,
TOBapHOro 3Haka (3Haka obcnyxuBaHuA) C yyeToM TpeboBaHuii n. 18, 19 HacToswMx TWUMOBLIX MpaBun;

2) oduumanbHoe HauMeHOBaHMEe OpraHu3auuu;

3) HauMmeHOBaHWe BUAA AOKYMEHTA;

4) paTa;

5) perucTpaunoHHbIl HoMep (MHAEKC) aKTa;

6) MecTo uU3paHusa akTa;

7) rpud yTBepxaeHus (B HEKOTOpbIX Cy4aax);

8) 3aronoBoK K TeKCTY;

9) TekcT;

10) nopnuchb.

TekCT aKTa COCTOMT M3 ABYX 4YacTel - BBefeHWe, KOHCTaTUpyHwad 4HacTb.

Bo BBeAeHUU yKa3blBAaeTCs OCHOBaHWe ANA COCTaB/IeHUA aKTa, NepeynucnsnTca COCTaBUTenu u, B
c/lydae HeobxoAMMOCTU, MPUCYTCTBYHWME Npu 3TOM Nuua.

B KOHCTaTupyHwlei 4YacTW aKTa M3narawTca - CyTb U XapakKTep NpoBefeHHOW paboThl,
yCTaHOBNEHHble ¢aKTbl, NPUBOAATCA COOTBETCTBYHWMUE AAHHbIE.

AKT MOXeT coAepxaTb BbiBOAbl, pPEKOMEHAAUUWU, a TaKkKe MeponpuATUA, KOTopble Heobxoaumo
BbIMOJIHUTb. B KOHLE TekcTa nepeg MoAMUMCAMU MOMEWANTCA CBELEHUS O KOJIMYECTBE IK3EMMJIAPOB aKTa U
MecTe WX HaxoxaeHus. lMocse OTMETKM O KOJIMYeCTBe SK3eMnaApoB aKkTa cieayeT OTMeTKa O Haiuyuu
NpunoXxeHns K akTy (ecnn oHu umewTCs).

AKT noanuceiBaeTcA npeacefaTeneMm U YneHamum Komuccuum, nmbo nuuom (amu), cocTaBuBwMM (M) akT
. Gamunun nuu, noanuchiBawWMX akT, odopmnswTcA B andaBUTHOM nopaaKe, UX AOMKHOCTU He YKa3biBaWTCA

O3HaKoOMNeHWe NiML C aKTOM MPOW3BOAMTCA MO POCMUCHL. JIMLO HecorjsacHoe C cofepxaHuem akTa,
0653aHO MoAanucaTb €ro C OroBOpKOW O cBoeM He cornacum. O0coboe MHeEHMe 4YjieHa KOMUCCUU chepyeT
odopMNATL Ha OTAENbHOM NIUCTE U Mpunaratb K akTy.

7. MopAAoK NOAroTOBKU M OPOpPMIEHUA CNpaBKU

47. CopepxaHuem cnpaBku fABAAeTCA WMHPOpMaUMA B KOTOPOW OMUCHIBATCA (aKTbl, COObITUA WK
cBefeHuA. CnpaBku, HanpaBaAemble 3a Mpejenibl OpraHW3auun, COCTaBAAKWTCA Ha obwem bHnaHke.
BHyTpeHHAs cnpaBka opopmnAeTca Ha benbix nuctax bymarn 6e3 npumeHeHus 6naHka.

PekBu3nTamu crnpaBkKu ABNAKTCA:

1) usobpaxeHne MocypapcTBeHHoro lepba Pecnybauku KasaxcTaH wuauM smbnembl, norotuna,
TOBapHOro 3Haka (3Haka obcnyxuBaHuA) C yyeToM TpeboBaHuii n. 18, 19 HacTosAwMX TUMOBLIX MpaBun;

2) oduumanbHoe HauMMeHOBaHMe OpraHu3auuu;

3) HaumeHOBaHWe BUAA AOKYMEHTA;

4) paTa;

5) perucTpaunoHHbl Homep (MHAEKC) CNpaBKW;



6) MecTo usgaHus;

7) appecart;

8) 3aronoBoK K TeKCTY;

9) TeKkcT;

10) nopnuchk;

11) oTMeTKa O corjiacoBaHuu (B cnyyae Heo6XOLUMOCTH);

12) oTTuck nevyaTtu (B cllyyae HeobXoAMMOCTH);

13) oTmeTka 06 ucnonHuTene.

TeKCT cnpaBKW MOXeT COCTOATb U3 HECKOJIbKUX pa3fenioB, coaepxaTb Tabnuubl, NOACHEHUA, CCbIIKK
,» UMeTb NpuioxeHwus.

TeKCTbl CNpaBOK, BbAABAEMbIX FpaxAaHam O NMOATBEPXAEHUW MecTa paboTbl, AOMKHOCTU, 3apaboTHoM
nnaTel U APYruX CBEAEHWUW, [OMKHb HAYMHATLCA C YKa3aHMA B UMEHUTENbHOM nagexe ¢pamMuivu, WUMEHM,
oTYecTBa /Mua, O KOTOPOM CoObWawTCcA CBeAeHus. B KOHUe TekcTa Wiu B MpaBOM BEpPXHEM yriay
yKa3blBaeTcA OpraHusauua, Kyja npeacTaBfiseTcs crnpaska.

B TekcTe TaKoW CnpaBkKuM He AOMXHbI MCMONb30BaTbCsA 060poThl - "HacToAwas cnpaBka",
neicTeBuTeNbHO npoxuBaeT (yyuTcA, paboTaeT)".

B cnyyae ecnu cnpaBKa MOAMNUCHLIBAETCA MUCMOJNHUTENEM, TO PekBU3UT "OTMeTkKa 06 ucnonHuTene" He
yKasplBaeTcA.

8. Mopsaaok noAroToBku u odopmaeHus nUcCbma

48. CopepxaHuMeM nucem MoryT ObiTb 3anpocbl, YBeAOMIEHUA, COrfaWeHusa, npeTeH3un (peknamauum)
, 3ajaHuA, cooblueHnA, HaNOMUHAHWA, OTBETbl, MPOCbbbl, OT3biBbl, MNpeasoxeHuna (odepTa), 3ameyvaHus,
U3BelWeHnAa, NpurnaweHusa, NoATBEpPXAEHUA U Apyrue.

Mucbma opraHu3auunm roToBATCA Ha 6naHke:

1) Kak OTBeTbl O BbLINOJHEHWUU MOPYYEHWUW BbILECTOAWNUX OpPraHWM3aLMiA;

2) Kak OTBEeTbl Ha 3anpocCbl Pa3/IMYHbIX OpPraHM3auuii M YacCTHLIX Nuu;

3) KakK WHUUMATUBHbIE NMUCbMA;

4) KaKk cOMnpoBOAMTESNIbHbIE MUCbMA K Pa3fiMyHbIM JOKYMEHTaM.

MoMUMO peKBU3UTOB, BXOAAWMX B 6NaHK, NpU HanuMcaHuuM nucbma oPopMNANTCA peKBU3UTH — agpecaT
, 3aroJIoBOoK, TeKCT, OTMeTKa O HaJiMyuu MNpUIOXeHUA (ecan OHM ecTb), NOAMUCb, OTMeTKa 06
UCnonHUTene AOKyMeHTa.

Ecnu nucbmMo ABASETCA OTBETHbIM, B pekBU3UTaAx 6naHka ykasbiBaeTcA ucxopAwuin (MHAEeKC) M paTta
noctynuewero (MHULMATUBHOIO) MUCbMA.

CnyxebHble NMUCbMa, MOANUCbIBaeMble pyKOBOAMTENAMU ABYX W 6osnee opraHusauui, oPopMNANTCA Ha
nmcte bymaru ¢opmaTta A4. Mpu 3TOM AaHHble O HaWUMEHOBAHWM OpraHu3auui, MoAMMCaBWLWX MNUCHBMO,
BKJ/INYAWTCA B HauMeHOBaHME AONXKHOCTM B pekBU3UTe "noanucb”.

OTMETKM O COrnacoBaHMM MUCbMa MPOCTABAANTCA Ha 3K3eMnnApax, OCTAaWWMXCA B OpraHu3auuu.
dK3emMnaApbl TakuxX MUCEM Takxe MOAMUCHLIBATCA pYKOBOAMTENEM OpraHu3auuu.

CpoKkM MOArOTOBKM OTBETHbIX MUCEM YCTaHaBAMBAWTCA pe30/luueri pyKoBOAMTENA Ha OCHOBAHWM
UMEKWNXCA CPOKOB MCMOJIHEHUA MOPYYEHUI, 3anpoCcoB WU MO peleHWo aBTopa pe3oaluuu, a Takkxe B
COOTBETCTBUU C YCTAHOBJMIEHHbIM persameHToM. CpoKM MOAFOTOBKM WMHWULMATUBHLIX MUCEM onpenenanTcA
pPYKOBOAUTENAMU OpraHu3auuin UanM CTPYKTYPHbIX NoApasieneHuid.

TeKCT nucbMma, Kaxk MpaBuao, uMMeeT OAHY WAM [ABE CMbIC/IOBble 4acTu.

Mucbmo, cocToAwee M3 OAHOM 4HacTu, — 3TO npocbba 6e3 noAcHeHWA, HanomMuHaHue 6e3 npeambynbl,
coobueHne 6e3 OCHOBaHUA W Apyrue.

Ecan TekcT nucbMa COCTOUT M3 ABYX 4YacTeill — KOHCTaTUpyHwWenh WU 3aKNW4YUMTeNbHON, B nepBoi
YaCcTW M3NaraeTcAa NpuYnHa, OCHOBaHWe UAM oboCHOBaHWE COCTaBAEHUA NUCbMa, MNPUBOAATCA CChIIKW Ha
[OKYMEeHTbI, ABAAWMECA OCHOBaHMEM MOAFOTOBKM MUCbMa. Bo BTOpoW 4acTu, HauduHawwerca ¢ absaua,
noMelwanTCcA BbIBOAbI, MpPeAsiOXeHNA, NpocbObl, peweHuns.

ObpaTHble KOHCTPYKUMM TekcTa (3ak/vyeHWe - KOHCTATauusa) BO3MOXHbl B NMUCbMax-OTKa3axX.

B nucbmax ucnonb3ywT cnepywwme GOpMbl U3JIOKEHUA:



1) oT nepBOro nuUa MHOXeCTBEHHOro 4ucna ("npocum npepocTaBuTb", "Hanpasnaem Bam");
2) oT nepBOro nuua eauHCTBEHHOro uucna ("npowy BbicnaTbh", "cuuTaw HeobxoaumbiM");
3) OT TpeTbero /MUa eAMHCTBEHHOro yucna ("MUHUCTEpPCTBO He Bo3paxaeT").

9. MopspoK ynpaBneHUA A[OKYMeHTauuewu,
TpeboBaHUA K opraHu3auum AokymeHToobopoTa

49, [IBMXeHWe [AOKYMEHTOB B OpraHu3auMM C MOMEHTa MX CO3[aHMA UAU MOJyYeHWs OO 3aBepuleHun
WUCMNOJIHEHWSA, OTnpaBneHua, GOpMUPOBAHUA AeNa U CcAavyvM B apxXMB OpraHusauum obpasyeT AOKYMeHTOob6opoT

50. 06bem pokymeHTOOobopoTa onpepenAeTcA obWMM KONMUYECTBOM BXOAAWMX, UCXOAAWUX U
BHYTPEHHUX OOKYMEHTOB 3a MecAl, KBapTan, rog.

3a egvHUUY y4YeTa KOJMYeCcTBa AOKYMEHTOB MPUHUMAETCS CaM AOKYMEHT 6e3 yyeTa KOonwui.

10. NMopspok 06paboTKM BXOAAWMX AOKYMEHTOB

51. JoKyMeHTbl, MOCTynawwue B OpraHuW3auuw, NpoxXoAAT MNepBUYHYW 06paboTky, npepBapuTenbHoe
paccMOTpeHue, pernctpauuiw, paccMoTpeHue pyKOBOACTBOM U AOCTaB/ANTCA UCMOJHUTENAM.

52. MNpuem, nepBuyHaa obpaboTka AOKYMEHTOB U MpeABapuUTesibHOE pacCMOTPEeHMe ocCylecTBAAETCA
LeHTpann3oBaHHO cayxboin [0Y.

53. MepBuYyHaA obpaboTkKa BXOAAWMX AOKYMEHTOB 3aKJIlO4aeTCA B MpoBepKe MpaBWIbHOCTU JOCTaBKM
M UEeNOCTHOCTU BJIOXEHWUN, ¢Pukcauumnm pakTa NOCTYMJEHUA AOKYMEHTOB B OpraHuM3auuiw U NOAroToBKe MX K
nepegave no HasHadYeHuw.

Cnyxbon [0OY BCKpbIBAOTCA, KOHBEpTbl C AOKYMEHTaMu MpoBepAeTCA NPaBWIbHOCTb AOCTaBKM MO
Ha3Ha4YeHuw, LUesIOCTHOCTb YMNaKOBKWM AOKYMEHTOB.

Ecnn obHapyxvMBaeTCA HEKOMNNEKTHOCTb WAW MOBpexAeHWe [LOKYMEeHTa, TO Ha HWUXHEeM nose ero
nocnefHero nuMcTa, a Takke B PKO® npocTaBnAawTcA COOTBETCTBYHUWME OTMETKM U COCTaBAAETCA aKT
npou3BoJibHOW ¢opMbl B Tpex 3k3emnnapax. OAUH 3K3eMnaAp HanpaBnaeTcA OTNpaBuUTenl, BTOPOR -
ocTaeTcAa B cnyxbe [IOY, TpeTuih - nepepaetcA WUCNOJHUTENH AOKYMEHTa.

KoHBepTbl He YHMYTOXAWTCA B CJy4aAX, Korga TOJIbKO MO HUM MOXHO orpepennTb appec
oTnpaBuTensa, AaTy OTMAPaBKU M MOJNyYeHUA LOKYMeHTa, a Takxe Mpu MNOCTYMJIeHUN NIMYHbIX OOKYMEHTOB.

KoHBepTbl ¢ nomeTkoin "JIMyHO" 6e3 BCKpbLITUA NepefawTCcA MO Ha3HayveHuw. OwMbOYHO AOCTaB/EHHaA
KoppecrnoHAeHUMA BO3BpalWaeTCcA B NOYTOBOe OTAesieHue.

Ha nocTynuBwMX AOKYMeHTax (perucTpupyembix) NpOCTaBAAETCSH PerucTpPauMOHHbIA WTaMn OopraHu3auuu
C yKasaHueMm paTbl MOCTynjaeHuA.

54. Mpu npeaBapvTeNbHOM pPacCMOTPEHWW NOCTYNUBWKME AOKYMEHTHl pacnpefenanTcA Ha Tpebyiwuune
06A3aTeNbLHOro pacCMOTPEHUA PYKOBOACTBOM OpraHusauuu u He Tpebywwme 3TOro. [JOKYMEHTbl, He
Tpebytuwme 06A3aTeNbHOro pacCMOTPEHUA PYKOBOACTBOM, HAMNpaBAAWTCA HEMNOCPEeACTBEHHO B CTPYKTYPHble
nogpasfeneHnsa Win OTBETCTBEHHbIM WUCMONHUTENAM.

55. lMpepBapuTenbHoe paccMOTpeHue [LOKYMEHTOB OCYlWeCTBJ/IAGTCA MCXOAA U3 OLEHKU UX CofepXaHuA
, @BTOPCTBA, CJIOKHOCTU U HOBU3Hbl MOCTAaBJIEHHbIX BOMPOCOB Ha OCHOBaHWW YCTaHOBJIEHHOrO B
opraHusauuu pacnpepeneHus o6A3aHHOCTEN.

56. 06sA3aTeNbHOMY pacCMOTPEHUKH PYKOBOACTBOM MoAfexaT AOKYMEHTbl, MOCTynuBuKMe K3
AomuHucTpaummn MpesupeHta Pecnybnukun KasaxcTtaH, MapnameHta Pecny6nuku KasaxcTaH, KaHuenspuu
Mpembep-MuHucTpa Pecnybnukn KasaxcTaH, LEHTpPasbHbX U MECTHbIX FOCYAapCTBEHHbIX OpraHoB,
BbllleCTOAWEN OpraHu3auuuM, obpaweHua GU3NYECKUX U HPUAMYECKUX Nul.

57. ObpaweHus dusmdeckux u wpuamdeckux nuy (NpeanoxeHus, 3asaBEHUS, XaNobbl, OTKIUKMK W
3anpochl) YYMTHIBAWTCA LEHTPA/IM30BAHHO M perucTpupywTca B PKO B AeHb UX MOCTYMJIEHUA B OpraHu3auui

MMCbMEHHbIE 1 YCTHble O6paI.I.IEHVIF|, nosily4eHHble OAONXHOCTHbIMU NMLAaMU BO BpeMA JIMHHOIO npuema



OM3NYEeCKUX U KPUAMYECKUX L, Takxe MOoANexaT LEeHTpPa/NM30BaHHOW perucTpauuu, OTAeNIbHO OT 0bwmx
LOKYMEHTOB.

58. PerucTpauuoHHbIi HOMep obpaleHns (U3nYeckoro smua COCTOUT M3 HadanbHOW OyKkBbl pamunnu
aBTopa, MnopsAKoBOro Homepa B PK®, 6yKkBeHHOro uHaekca "ON".

PerucTpauvoHHblii HoMep obpaleHuA WPUAMYEeCKOro /Jnua COCTOUT U3 HayalbHOW OYKBbl dGamuiumn
JO/MKHOCTHOrO JiMua, nognucaBwero obpaueHue, nNopsAaAKoOBOro Homepa B PKO u 6ykBeHHoro uHgekca "HN".

PerncTpaumMoHHbIi HOMEpP aHOHUMHOIO O06paleHua COCTOUT U3 OyKBEHHOro uHaekca "AHM" wu
nopAaKoBoro Homepa B PKO.

59. Mpu nocTynseHWM NOBTOPHOrO Ob6palweHuA B TeYeHue KasieHAApHOro roga npocTasBaAeTcA
perucTpauuoHHbIi HOMEp MepBOHAYaNbHOFO ObpaweHua ¢ ykalaHuem "BTopoe", "TpeTbe" M Tak panee, a B
PK® yka3sbiBaeTCcA HOMep MepBOro AOKYMeHTa. B BepxHem npaBoM yrny nepBoro JMCTa MOBTOPHOrO
obpaweHua u B PKO npocTaBnaeTcs nomeTka "MoBTOpHO". K MOBTOPHbIM Ob6paweHMAM npuobwanTca
MaTepuanbl pacCMOTPEHUA npeabiaywmx obpaweHuit.

MoBTOpPHBIM cYMTaeTCcsA obpaweHue, NOCTynuBlLEe OT OAHOrO M TOro Xe nuua No O4HOMY U TOMYy Xe
BOMPOCY He MeHee ABYX pa3, B KOTOPOM 0b6XanyeTcA pelweHue, MPUHATOE NO npeapiayluemy obpaleHuio,
coobwaeTcA O HECBOEBPEMEHHOM pPAaCcCMOTPEHUU paHee HanpaBfieHHOro obpaleHua, ec/n CoO BpeMeHU ero
NOCTYN/JEHNA UCTEK YCTAHOBJIEHHbIN CPOK PAaCCMOTPEHUA, HO OTBET 3afABUTENEeM He MNOoNy4YeH, YyKa3blBaeTcA
Ha Apyrue HepoCTaTKu, JONYWeEHHble MpU pacCMOTPEHUWM U paspelleHuV npedpiayuwero obpaweHus.

60. Ob6paweHMAa OAHOrO U TOrO Xe JMuA MO OAHOMY M TOMY Xe BOMpPOCY, HamnpaBieHHble pa3J/inyHbIM
agpecaTaMm U MNOCTYNWBWME ANA PAacCMOTPEHUA B OAHY OpraHM3auuio, Y4YUTHIBATCA NOA PerucTpauuoOHHbIM
HOMepoM nepBOro obpaweHua c AobaBreHMeM MOPAAKOBOrO HOMepa, MpPOCTaBASEMOro yepes kocyw 4epty (
npobb) .

61. MNpu npeaBapuTeNbHOM pPacCMOTPEHUU AOKYMEHTOB MPOU3BOAUTCA COPTUPOBKA MX Ha
pervcTpupyemble U HepeructTpupyembie. lepedyeHb HeperucTpupyembiXx LOKYMEHTOB pa3pabaTbiBaeTcsA Ha
OCHoBe [puMepHOro nepeyvyHs AOKYMEHTOB, He MnoAanexawux peructpauuum B cayxbe [0Y, cornacHo
NPUIOXEHUw 9 K HacToAwuMM TMNOBbLIM NMpaBuJIaM U YTBEPXAAETCA PYKOBOAMTENEM OpraHu3auuu.

Hepeructpupyemble AOKYMEHTbl MepefawTcA B COOTBETCTBYHWWMUE CTPYKTYpHble nogpasaeneHus
opraHusauuu.

62. PerucTtpupyemble OOKYMeHTbl Mocne ux peructpaumum B PKO nepepawTcA Ha paccMoTpeHue
pPYKOBOACTBY OpraHuM3auuv uau CTpyKTYpHOMY Moapa3sfeneHunw (JOKHOCTHOMY nuuy) ANA NPUHATUA pelieHun

Mpu HeobxoaumocTu 6e30TNIaraTeNbHOrO MCMOJIHEHUA MOCTYNMBLIErO AOKYMEHTa AonyckaeTcs
O3HAKOM/IEHWe MUCMOJIHUTENS C ero COAepXaHueM A0 pAaCcCMOTPEHUs AOKYMEeHTA PYKOBOACTBOM opraHusauumn (
CTPYKTYPHOro nojpasgesieHus).

63. [loKyMeHTbl, pacCMOTPEHHble PYKOBOACTBOM OpraHu3auun (CTpYyKTYpPHOro nojpasjeneHus),
BO3BpawWawTcsa B cayxby [0Y, rae B PK® BHOCATCA coAepxaHWs pe3osiuuii, a AOKYMEHTbl nepenawnTcs
UCMNOSIHUTENAM MOJL pOCMUCH.

JloOKyMeHT, WCNOJIHEHWe KOTOPOro BO3JIOKEHO Ha MOABEAOMCTBEHHble (yl) opraHusauuun (K0) uau
HEeCKO/IbKO CTPYKTYpPHbIX MOApa3feneHuin, nepepaeTca UM OAHOBPEMEHHO B KOMUAX C COOTBETCTBYHLWEWH
oTMeTKON B PKO. MognvHHUK nepepaeTcA UCMOJHUTEN, YKA3aHHOMY B pe30/Iuun MNepBbiM.

MocTynuBuKMe Tenerpammbl MPUHUMAKTCA NOA PacnNUCKy C MNPOCTaBNeHWeM AaTbl U BpeMEHM npuema,
perucTpupynTca, a 3aTem nepefawTCcA Ha pacCMOTpPeHWe pPYKOBOACTBY M UCMNOJSIHEHMe.

TekCT nocTynuBWelh TenedoHOrpammbl 3anuchiBaeTcsa (nevyaTaeTcsA) nonyvaTenem, perucTpupyeTrca u
onepaTMBHO nepefaeTcA pYyKOBOAWUTEN, KOTOpPOMY OHa ajpecoBaHa.

Mpu npueme TenepoHorpammbl OPOpPMNAKTCA caedyllmne pekBU3UTb — TEKCT, OTNpaBuTesb,
HauMeHOBaHWe BMAA [AOKYMeHTa, AaTa, HOMep, HAaUMeHOBaHWe [AO/HKHOCTM, WHULMAN uMeHu u dbamununa nuua,
noanucaslero AOKYMeHT. Kpome TOro, yKasbiBawWTCA AOMXHOCTU M GamMuauu nuy, nepefasBunx U MNpUHABLIKMX
TenepoHOrpamMmy, 4Yacbl U MUHYTbl Mpuema-nepenayu.

64. Mpu peweHun BonpocoB 6e3 cCOCTaBNEHUA AOMONHUTENbHbIX AOKYMEHTOB WCMOAHUTENb AenaeTt
OTMEeTKM Ha AOoKyMeHTe M PKO - o paTe noctynneHus (ecnu obpa3oBascs UHTepBas BpPEMEHU Mexay
NoCTynjeHWeM AOKYMEHTa W ero LOCTABKOW WUCMONHUTEN), O AaTaxX MPOMEXyTOYHOro McrnojiHeHuA (3anpoc
cBefleHunit, TenedoHHble MeperoBopbl U Apyrue), O AaTe U pe3ynbTaTax OKOHYATENbHOFO WMCMOJSIHEHMUSA.



11. NMopspok 06paboTKM ucxoAAWUX AOKYMEHTOB

65. JlokymeHTbl AN OTNpaBKW MepefanTCcsA NOJHOCTbH opopmaeHHbMU. Cnyxba [0Y, npuHumawan
[OKYMEHTbl ANA OTNpaBKW, MNpoBepAeT MpaBUIbHOCTb UX OPOPMNEHUA, HanU4ue MNPUNOXEHWUN, YKasaHHbIX B
OCHOBHOM [AOKyMeHTe. HenpasBunbHO OQPOpMSIEHHble LOKYMEHTbl BO3BpalWawTCA UCMONHUTENAM.

66. MoanucaHHble AOKYMEHTbl perucTpupynTcAa U OTMpaBnawTcA ajgpecaTy (agpecaTaMm) B AeHb UX
noanucaHua (yTBepXAeHWA) WAM He no3gHee creayllero paboyero AHA, Tenerpammbl U Tenepakchl -
He3amea/INTesNibHO.

OpuruHanbl UCMOSIHEHHbIX AOKYMEHTOB BMeCcTe C OTMYCKOM [AOKYMeHTa nepefawnTcA B Te CTPYKTYpHble
nogpasfeseHna WIn noABeAOMCTBEHHble OpraHuM3auun, KoTopble ABAAMIMCb OCHOBHbLIMKU MCMONIHUTENAMU WU
npon3BoAAT GOpMUpPOBaHUE COOTBETCTBYWIWMUX [AeNl COrJlacHO HOMeHKnaType pAen.

67. Ecnu poKyMeHT, HampaB/ieHHbl B ApYryw opraHusauui, LokeH 6biTb BO3BpalleH, TO B MpaBoM
BEpXHeM yray nepBOro AnCTa JOKYMEeHTa Ha CBOOOJHOM OT TeKcTa Mojie MpoCcTaBAAWT WTaMn uau AenawnT
nomMeTKy O BO3BpaTe, TaKyl Xe nomeTky genawt B PKO.

12. MNMopsAAOK MPOXOXAEHMA BHYTPEHHUX AOKYMEHTOB

68. lpoxoxaeHne BHYTPEHHUX AOKYMEHTOB Ha 3Tamnax MX MOArOTOBKUM U OQOpPMIEHUA [OMKHO
COOTBETCTBOBAaTb MPOXOXAEHUH UCXOOAWNX AOKYMEHTOB, Ha dTane WUCNONHEeHUA - BXOAAWMX AOKYMEHTOB.

69. lMepepavya BHYTPEHHUX AOKYMEHTOB MexAy CTPYKTYPHbIMU Mogpas3fesieHUAMU OCylecTBAAETCA
LO/KHOCTHBIMUA JIMLLA@MU, OTBETCTBEHHbIMM 33 AOKYMEeHTauuoHHOe obecneyeHue ynpaBieHUA B CTPYKTYpPHbIX
nogpasgeneHuax. [oKymeHTbl nepefawTcA C COOTBeTCTBYyWWeh oTMeTkon B PKO.

He BK/YaWTCA B COCTaB BHYTPEHHUX [OOKYMEHTOB, [AOKYMEHTbl, OTJIOXMBWLMECA B rnpouecce
nepenucku opraHusauuMm Cco CBOMMU MOABEAOMCTBEHHLIMU OpraHU3auMaMM U HAObOpOT, a Takke nepenucka
Mexay MWCMONHUTENbHbIMU OpraHamuM, OUHAHCUpPYeMbIMU M3 MecTHOro 6waxeTa.

70. OpuruHanbl UCNONHEHHbIX BHYTPEHHUX AOKYMEHTOB nepefawnTcA B Te CTPYKTYpHble nogpasgeneHud
,» KOTopble, ABAANUCbL OCHOBHbLIMA WCMOJHUTENAMMU.

71. Pa3MHOXeHHble 3K3eMnaAapbl NOAMUCAHHLIX PYKOBOAWTEsIeM U 3aperucTpupoBaHHLIX
pacnopAauTeNbHbIX AOKYMEHTOB B 06A3aTeNnbHOM MopAdKe paccCbUlawTCA B CTPYKTYpHble nogpasesneHusa, B
BeeHUN KOTOpbIX HAXOOATCA pacCcMaTpuBaemble BOMPOCHI.

13. MopAAoK perucTpauum AOKYMEHTOB

72. PerucTtpauuu nognexaT BCe OOKYMEHTbl, Tpebywwue yyeTa, MCMOJHEHUA, U UCMNOb30BAHUA B
MHGOPMALIMOHHO-CMpPaBOYHbLIX Lenax.

73. PerucTtpaumsa AOKYMEHTOB OCYWECTBAAETCA, LUeHTpanausoBaHo cnyxbon [0Y.

B opraHusaumsax c 6onbwum 0b6bEMOM AOKYMeHTOO6OpoTa AoMycKaeTcA AeueHTpann30BaHHaA
perucTpauna LOKYMeHTOB. B 3Tom cnyYae AOKYMeHTbl, MOCTynawwMe Ha pacCMOTpeHue pyKoBOACTBA
opraHusauuu, pacnopaguTenbHble AOKYMEHTbl OpraHusauuun, obpaweHna OGU3n4eckKuUxX U WpUANYECKUX nuu, U
nepenucka 3a MNOAMUCbH PYKOBOACTBA perucTpupywTcsa B cayxbe A0Y. [JoKyMeHThl, MocCTynawwue B agpec
CTPYKTYPHbIX MoApa3fefieHnid opraHu3auuin, nepenucka 3a MOAMUCHI0 PYKOBOACTBA CTPYKTYPHOro
nogpasfesieHna perucTpupyeTcAa B COOTBETCTBYHWUX CTPYKTYPHbIX MoApasfeneHuax.

JlokyMeHTbl, nepefaBaemble WAW NMPUHMMaeMble MO KaHanam CBA3M, pPerucTpupywTca B cayxbe A0Y wau
B CTPYKTYPHbIX MOApa3fefieHnax, OCyWecTBAAWWMX UX Mpuem (nepepavy).

74. [IOKYMeHTbl perucTpupynTcA B OpraHusauuMM oAuH pa3 - BXojAwue - B JeHb MNOCTYMJeHuA,
nucxopswme M BHYTpeHHMe - B AeHb noanucaHus (yTBepxaeHus).

[lokyMeHTbl, He3aBepleHHble AeNonpou3BOACTBOM, WAU, Tpebyluwue ANUTENbHONO CpOKa WCMONHEHUS,
nepeperncTpauuMm He nognexar.

Mpu nepepaye JOKYMEHTa ANA WUCMNONHEHUA (O3HAKOMNEHWA) W3 OAHOrO MOApasfAefieHUs B ApYyroe Ha



HUXHEN CTOpPOHe MOoC/iefHEero NUMCTa AOKYMEHTA Wian Ha ero obopoTHOW cTopoHe u PK® npocTaBndeTcsa paTa
nepefavun, HOBbIA perucTpauMOHHbIN HOMEp Ha [OKYMeHTe He MpocTaBffAeTCA.

75. PerucTtpauua OOKYMeHTOB-OTBeTOB ocyuecTtBnsaetcA B PKO uMHUMUMATUBHBIX AOKYMEHTOB.
JOKyMeHTYy-0TBeTYy npucBauBaeTCA NOPAAKOBbIN HOMep B Mpefenax COOTBETCTBYWWEro perncTpaunoHHOro
MaccuBa.

76. B opraHusauumu npumeHawTcA crnegywwme PKO:

1) kapToyka perucTpauuu BXOASWMX AOKYMEHTOB Mo ¢opmMe COrfiacHO npuaoxeHui 10 K HacToOSAWMM
TunosbiM NpaBuniam;

2) XypHan perucTpauuu BXOAAWUX AOKYMEHTOB W XYPHas perucTpauuu UCXoZsMX U BHYTPEHHUX
OOKYMEHTOB Mo ¢opme cornacHo npunoxeHuw 11 Kk HacToAwum TWUMNOBLIM MpaBuiaMm.

77. YcTaHaBnuMBaeTCA C/lefylwuii cCOCTaB CBeAeHWW O AOKYMEHTe, noasexawnx obAsaTenbHown
peruvcTpauum:

1) HaumeHOBaHuWe opraHu3auun (aBTopa WAM KOPPECMNOHAEHTA);

2) HauMeHoBaHue BUAA AOKYMEHTa;

3) paTa M perucTpauuoHHbIl HOMep MOCTYMNUBLIErO AOKYMEHTa;

4) 3aronoBoK K TeKCTy (KpaTkoe cofepxaHue AOKYMeHTa);

5) pe3sonwuua (UCNONHUTENb, COAEpXaHWe MOopy4YeHusa, aBTop, AaTa);

6) CPOK WCMNOJSIHEHUA AOKYMEHTa;

7) NOANUCb MCMOJIHUTENSA O MOJYYEeHUU [AOKYMeHTa;

8) oTmMeTKa 06 WCMONHEHWW AOKYMEHTA WM HanpaB/ieHUU ero B Aeno.

CocTaB ob6A3aTeNbHbIX CBEAEHWUA B 3aBUCMMOCTM OT XapakTepa AOKYMEHTa M 3afjay MCNoAb30BaHUA
UHPOPMaLUMU MOXeT AOMONHATBLCA APYrUMUM cBefeHuAMU (Hanuvme npusioXeHui, KoJU4ecTBO JIMCTOB,
nepemelieHne AOKYMEHTA BHYTPU OpraHu3auuu, MepeHoC CPOKOB MUCMOJNIHEHUA W Apyrue).

78. WUHbopmaumAa o OOKYMeHTax, MOAYYEeHHaAa Npu UX perncTpauuum, nocTynaeT B
MHPOPMALMOHHO-MOUCKOBYH CUCTEMy, KOTopas BKJIW4YaeT B cebsA KapTOTeKM M KAacCUPUKALUOHHbIe
CNpaBOYHUKMU .

79. PKO cocTaBnAawT chepyllme KapToTeKku:

1) no KoppecnoHAeHTaMm;

2) no BUAaM AOKYMEHTOB;

3) no aBTOpaM AOKYMEHTOB;

4) KOHTpOJIbHblE;

5) KoAMOUKALMOHHbIE;

6) no obpaweHuaM GU3NYECKUX U pUANHECKUX NnL;

7) Apyrve B 3aBUCMMOCTM OT 3ajay mnoucka uHPopmauuu.

80. 3¢peKTMBHOCTL paboTbl MHGOPMALMOHHO-MOUCKOBOMN CUCTEMbl JOCTUraeTcAa nyTem paspaboTkwu
KJlaCcCUOUKALMOHHBIX CMPaBOYHUKOB (KJlaccudukaTop BOMPOCOB AeATENIbHOCTU OpraHu3auuun, KnaccupukaTop
BUAOB AOKYMEHTOB, KJacCUPUKATOpP KOPPECMOHAEHTOB, HOMEHKIATypbl Aen U Apyrue).

81. MonAa 3anucu 6a3bl AaHHBIX aBTOMAaTU3UMPOBAHHON WHGOPMALMOHHO-MOUCKOBOW CUCTEMbI AOJKHbI
NOJSIHOCTbI OTBeYaTb MapameTpaMm rnocaenylllero onepaTUBHOrO MouMcka AOKYMEHTOB M KOHTpoaAa 3a
NCNONHEHUEM AOKYMEHTOB.

14. MopAAOK KOHTPOJA WUCMOJIHEHUA [OKYMEHTOB

82. KOHTponb WCMONHEHUA LOKYMEHTOB BKJ/WYAeT MOCTAHOBKY AOKYMEHTa Ha KOHTpPOJb,
perynivpoBaHue Xofa WCMNOJIHEHUA, CHATUE WCMOJIHEHHOrO AOKYMEHTA C KOHTpO/s, HanpasneHue
WCMNOJIHEHHOr O AOKYMEHTa B Aeno, y4veT, obobuweHne M aHanu3 xofda U pe3ynbTaTOB WUCMNOSHEHUA
[OKYMEHTOB, WHOOpMUpOBaAHME PYKOBOACTBA O COCTOAHWM WUCMOJIHEHWA AOKYMeHTOB. CBefeHus o6
MCMOJIHEHUN LOKYMEHTOB, MOAJeXaWnX KOHTPOJ, W CBeaeHUA 06 WUCNoSHEeHUU obpaweHuit dusmdeckux u
lpUAMYEeCKUX UL, 3aNOJIHAKTCA MO ¢OpMe COrnacHo npuaoxeHuam 12 u 13 K HacToAwMM TUMOBLIM MpaBuUfaM.

83. KoHTponw noanexaT BCe 3aperucTpupoBaHHble AOKYMEHTbl, Tpebyiwue UCMNONHEeHWs, B TOM 4Yucie
JOKYMEHTbI MpOWSbIX JIeT, KOTOpble B CUY Pa3fIMYHbIX MPUYUH He 6biU UCMONHEHbl MU UX UCMOJSIHEHUe
nepeHeceHo Ha Tekywwih rog. B 3TUX cnydvasax nepeperuvcTpauus AOKYMEHTOB He MNMpoBOAUTCA, a B PKO



yKa3blBalOTCA BHOBb YCTAHOBJIEHHble CPOKMW.

84. AkTbl u nopydenus MNpesunpeHTa Pecnybnumku KasaxcTaH, AgmuHucTpauuu lpesupeHTa Pecnybauku
KaszaxcTaH CTaBATCA Ha creywwue BUAbl KOHTPONA:

1) CpoYHbIi — C MoMeTKamu, "BeCbMa CpPOYHO" - B Te4veHue Tpex paboyux gHein, "cpoyHo",
yCcKopuTb" - 0O pecATu pabounx AHew;

2) KpaTKOCPOYHbIi — OT AecATU paboyux [LHEeN A0 O4HOTro Mecsua;

3) cpegHecpoYHblii — OT OAHOrO A0 WecTU MecsueB;

4) [ONTrOCPOYHLIA — CBblLe WeCcTU MecsLeB.

CpOKM MCNONHEHUA MOpPYYeHWi, YCTAHOBJIEHHbIE B aKTax W nopydeHuax lpesumpeHTa Pecnybamku
KasaxcTaH, AamuHucTpauuun lMpesupgeHTa Pecnybanku KasaxcTaH, uMcYMCNAKTCA B paboymx AHAX CO AHA UX
NOCTYMJIEHNA B OpraHu3auui.

B cny4asax, ecnn B MOpPYYEHUAX He yKa3aHbl CPOKU, TO OHWU WUCMONHAKTCA B MeCAYHbIH CPOK C
BHeceHuem uHpopmaumm B agpec lMpesupeHTa Pecnybaumkm KazaxcTaH, AgmuHucTpauuun lMpesupeHTa
Pecnybankmn KasaxcTaH.

85. AKTbl U nopydeHus MNpaBuTenbctBa Pecnybnuku KasaxcTaH, lNpembep-MuHucCTpa Pecnybnuku
KazaxcTaH unum ero 3amecTtuteneinn u PykosoguTena Kanuenspuum Mpembep-MuHucTpa Pecnybnukmn KasaxcTaH
CTaBATCA Ha csegywwme BUObl KOHTPOJA:

1) CpoOuYHblii KOHTPONAb C MomMeTKamu "BecbMa CpoOYHO" — B TeyeHue OAHOro paboyero AHA CO AHSA
NnocTynaeHnsa nopy4veHus, "cpoyHo", "yckopuTb" - He Mno3gHee, 4eM 3a Tpu paboyux AHA, €C/U UHOe He
YCTaHOBJIEHO COOTBETCTBYHWWM MOpYyYeHUeM;

2) KpaTKOCPOYHbIi KOHTPOJSib, He Mo3jAHee, YeM 3a MNATb paboyuumx AHel A0 YCTAHOBJIEHHOrO Cpoka
UCNONHEHUA, eC/NU WHOEe He YCTAHOBNEHO COOTBETCTBYHWMM MOpYyYeHueMm;

3) cpeAHeCpOYHbli KOHTPONb, He MNo3JHee, 4eM 3a AeCATb paboyux AHeN A0 YCTaHOBNAEHHOro Cpoka
UCNONHEHUA, eC/NN WHOe He YCTaHOBJIEHO COOTBETCTBYHUWMM MOpYyYeHUeMm;

4) [ONTOCPOYHbIA KOHTPONb, He Mo3jAHee, YeM 3a ABajUAaTb paboyumx [Heil A0 YCTaHOBNEHHOrO
CpoKa WCNOJIHEHUA, eC/IM UHOe He YCTAHOBJIEHO COOTBETCTBYWWWM MOpY4YEeHUeM.

CpOKM MCNONHEHUA MOpPYyYeHUi, YCTAHOBJIEHHbIE B aKTax W nopydeHusax MNpaBuTenbcTBa Pecnyb6auku
KazaxcTaH, MpemMbep-MuHucTpa Pecnybanku KazaxcTaH uauM ero 3amectutenen un PykoBoauTena KaHuenapuu
Mpembep-MuHucTpa Pecnybnukm KasaxcTaH, ucyucnawTcA B pabo4nx AHAX CO AHA UX NOCTYNIAEHUA B
opraHusaumi.

B cny4asax, ecnn B MOpYYEHUAX He yKa3aHbl CPOKU, TO OHW WUCMONHAKTCA B MeCAYHbIl CPOK C
BHeceHuem uHpopmaumm B agpec lMpaButensctBa Pecnybnunkmu KasaxcTaH, lpembep-MuHucTpa Pecnybaunku
KasaxcTaH uau ero 3amecTtutenen u PykosBoguTena KaHuenspuu lMpembep-MuHucTpa Pecnybaukmn KasaxcTaH.

KoHTponbHble nopy4eHusa lMpesupgeHTa Pecnybaukmn KasaxcTaH v PykoBoauTena AgMUHUCTpauuu
Mpe3ngeHTa Pecnybnaukn KasaxcTaH c pesonwumaMun K HuMm Mpembep-MuHucTpa Pecnybnukm KasaxcTaH, ero
3amecTuTene n PykoBoauTena KaHuenapuu MNpembep-MuHucTpa Pecnybavku KasaxcTaH MCNOMHAKNTCA
OpraHusauuamMmM He nosfHee 20-AHEBHOro CpoOKa CO AHA MOPYYEHUA, eC/iM B MOpPYYEeHUAX He YCTaHOBJIEHbI
WHble Cpoku. OpraHuM3auua - COUCNONHUTENb HanpasaAeT CBOW WHOOPMaAUUK OTBETCTBEHHON OpraHusauum -
UCNONHUTEN He no3dHee, 4YeM 3a NATb AHEN A0 UCTeYeHUA YCTAHOBNEHHOrO CpoKa.

86. CpOKM MCMOJSIHEHUA MPOTOKO/bHLIX MOPYYEHUW, copepxawneca B MPOTOKONAX 3acefaHui
MpaBuTtenoctBa Pecnybnnkmu KasaxcTaH v coBewaHuin y [nasBbl rocypapcTBa, pykoBoacTBa [lpaBuTenbcTBa
Pecnybnunkun KasaxcTaH u PykoBoguTensa KaHuenspuum Mpembep-MuHucTpa Pecnybnvkmn KasaxcTaH,
MCYUCNANTCA CO JHA MNpoBeAeHWA 3acefaHuAa (coBewaHua). B Tom cnyyae, ecnu Ha 3acefdaHun (COBeWaHUM
) 6bln Ha3BaH CPOK MCMONHEHUS KOHKPETHOro Mopy4yeHus, TO COOTBETCTBYHWWWE OpraHu3auuu, B ajpec
KOTOpbIX 6bl10 AaHO MOpyYeHue W MpeacTaBUTENM KOTOpbIX MPUCYTCTBOBAAM Ha 3acejaHuu (cosewaHun),
NpUCTYNawT K WCMOJHEHUW MOPYYEeHUI cpa3y nocne 3acefaHus (coBewaHusA), He AOXMAAACH MOCTYMNEHUs K
HUM npoTokona 3acepaHus (cosewaHus).

87. KOHTpo/sb MCMONHEHWA AOKYMEHTOB NO CYWecTBY BOMpoca BO3JlaraeTcA Ha pykoBoguTenein
CTPYKTYPHbIX MoApa3fefieHnid UAUM JOMKHOCTHble nuua.

KoHTponb 3a CpokKamMu WCMONHEHUA AOKYMEHTOB, 3a CpPOKaMW pacCMOTpeHusa obpaweHunin dusnyveckux u
lpUaMYeCcKux nuy ocywecTBaseTcs cayxéon [0OY.

88. lpun opraHuMsauum KOHTpOAA MCrofiHeHUA ucnonb3ywtca PKK, XypHanbl perucrtpauuu.
KOoHTpo/ibHaAa KapToTeka CUCTeMaTU3UpyeTCA MO CPOKaM UCMNOJIHEHUA AOKYMEHTOB, MO WCMOJHUTeNAM,
rpynnam JOKYMEHTOB.



Mpn He3Ha4YUTeNbHbIX OO6beMax KOHTPOAUPYEMbIX AOKYMEHTOB, KOHTPOJib OCYWECTBAAETCA NyTeMm
HaHeCceHnA HeobXoAMMbIX OTMETOK B XypHanax perucrpauuu.

89. JIoKyMeHT CHMMaeTCA C KOHTpPOJIA pyKoBoAUTesNeM, MOCTaBUBWMM €ro Ha KOHTpO/ab, WAW MO ero
nopydeHuw — cayxéoun [0Y.

15. MopsfAoK y4eTa M XpaHeHUA nedvaTei, WTamnoB U 6JaHKOB

90. YyeT, MCNoNb30BaHWe, XpaHEHWE W YHUYTOXEHME MNevyaTHO-6MaHOYHOW MpoAyKUMM, nevaTen,
WTamMnoB, noAaniexawux 3awuTe, U CpeacTB 3aWuUTbl AOKYMEHTOB, OCYWECTBAANTCA AOMKHOCTHLIMU NULAMMU,
Ha3HayaeMbiMM MNpukasamu (pacrnopaXeHUsMU) pyKOBOAUTENEen opraHu3sauui.

91. locypapCTBeHHaA OopraHusauuMa MMeeT OAHY nevaTb C u3obpaxeHuem FocypapcTBeHHoro lepba
Pecny6ankmn KasaxcTaH.

Mpu HeobXOoAMMOCTU CTPYKTYpHble MoApasfefieHUs rocyAapCTBEHHON opraHu3auuu umerwT neyaTu (
wTamnbl) ¢ u3o0bpaxeHuem FocypapcTBeHHoro epba Pecnybnuku KasaxcTaH U OAMHAKOBbIM TEKCTOBBIM
cojlepxaHuem, TeKCTOBAs YacCTb [OMNOJIHAETCA MOpPAAKOBbM HOMEPOM WM CUMBONOM (CMMBOSIAMM) .

92. YyeT nevyaTHO-6/aHOYHOW MpoAyKUWMK, MedyaTen, WTamnos, Mnoajexawux 3awuTe, U CpeacTB
3aWuThl AOKYMEHTOB BeeTCA B perucTpauMoHHbIX Y4YeTHbIX ¢opMax, oOnpefeneHHbX HacToAwuMM TunoBbIMU
npasujamu.

93. Y4yeT neyvaTHO-6/1aHOYHOW NpoAyKLMU, MOAJEexawen 3awuTe, B TOM 4YuCae C M306paxeHuem
FocypapctBeHHoro lepba Pecnybnukm KasaxcTaH, M Bbigadya BeAeTCA B XypHajie ydyeTa M Bblgayu
neyaTHo-61aHOYHOW MpPOAYKLUMM, nognexauwen 3awute, no ¢GopMe COrsiacHO MNPUIOKEHM0 14 K HaACTOAWMM
TunosBbiM NpaBuiam.

JaHHbIA XypHan 3aBOAMTCA Ha KaxAblh BUA nevyaTHO-61aHOYHON NpoayKuuu, noanexawen 3awuTe.
BnaHku ¢uwek c u3obpaxeHuem lFocypapcTBeHHoro Fepba Pecnybnuku KasaxcTaH He nognexaT crneuuanbHoMy
ydeTy.

94. Bbigaya 6/1aHKOB, noAajexawux 3awuTe, MNPOU3BOAMTCA MOA PacnUCKy B COOTBETCTBYHIMX
pPerucTpaumnoOHHbIX YYeTHbIX PopmMax, NpenyCcMOTPEHHbIX BEAOMCTBEHHbIMA WMHCTPYKLMAMU OpraHU3aLUWi.

95. Ha konuAax 3anosiHeHHbIX 6naHKOB C M306paxeHunem [ocypapcTBeHHoro Fepba Pecnyb6auku
KasaxcTaH, npeAHa3Ha4eHHbIX ANA paccCblikKu, MPOCTABAAETCA HOMep 3K3eMnaspa U neyaTb OpraHuW3auuu.

96. Pa3MHOXeHMe U KonupoBaHWe CpefcTBamMu ONepaTUBHON nonaurpaduu Hes3anosIHEHHbIX 61aHKOB,
nogsiexawnx sawumTte, He JOMNycKaeTcH.

97. Y4eT nevyaTei, wWTamnoB, MoAfeXawux 3awuTe, M CneunasbHOW WTemnenbHOW Kpacku C
XUMUYECKUMKU [06aBKaMM, WMEKWUMW WHAUBWMAYAJbHble CBOWCTBA C LE/bl 3aWuTbl OT MNOAAENKM, a TakKkKe MuX
Bbl4a4Ya BeAeTCHA B XypHasie yyeTa M Bblgayu nevaTtei, wramnoB c u3obpaxeHuem [ocypapcTBeHHoro lepba
Pecnybnanku KasaxcTaH M crneuuManbHOM wWTemnesibHOW Kpacku no ¢opme COrnacHo npuaoxeHuw 15 k
HacToAWwMM TUNOBbLIM MNpaBuiam.

98. Y4yeT nepbeBblX aBTOPYyYeK, 3anpaB/ieHHbIX CMeLuasbHbMU YepHUIaMU C XUMUYeckumu aobaBkamu,
UMeWUX WHAMBMAYaNbHbe CBOMCTBA C Le/bl 3awuTbl OT MOAAENKW NOANUCEN AOMKHOCTHBIX NL, U KX
Bbllavya BeAeTCA B XypHasie y4yeTa M BblAayu MepbeBbiX aBTOpy4YeK, 3arnpasB/eHHbIX cCrneuuasibHbiMU YepHUIamMm
, Mo ¢opme cornacHo npunoxeHuw 16 K HacToAWMM TMMOBLIM NpaBuiaM.

99. 3aronoBKW perucTpauMOHHbIX Y4YeTHbIX (OpM BKAKYAKWTCA B HOMEHKNATYpPY AeN OpraHu3auuu.

JINCTbl XypHaNoB HYMepywTCA, MpOWUBATCA U ONe4YaTbiBAWTCA.

100. MNepepada Apyromy [AOMKHOCTHOMY NULY HEUCNO/Sb30BaHHOW Me4aTHO-6/1aHOYHON NpoayKuuu,
neyaTei, WTaMnoB, MOANEXalMX 3awuTe, a TaKxe CpeAcTB 3aWUTbl JOKYMEHTOB M perucTpauuoHHbIX ¢opm K
HUM odopmnifseTcA aKTOM Mpuema-nepepadvum nevyaTHO-6JaHOYHOW NpoAyKUMM, MevaTei, WTaMMOB, MOANEXAWUX
3awMTe, CpeAcTB 3aWuTbl JOKYMEHTOB U PEruCTPaLMOHHBIX YYeTHbIX $OpM K HMM No ¢popmMe COrnacHo
npuaoxeHuw 17 K HacToAwum TMNOBLIM MpaBuiam.

101. MNeyvaTHO-6naHOYHAA MpPOAYKLUMA, NeYyaTu, WTamnbl, NoANexawue 3awMTe, UM CpeacTBa 3awuThl
OOKYMEHTOB XpaHATCA B onevaTbiBaeMbix ceidax unau meTannmyeckux wkadax.

102. YHUYTOXEHUE WCNOPHEHHON MeyaTHO-61aHOYHOM MpOAYKUMKM, NoAjexalei 3awuTe, Npou3BOAMTCA
C COCTaBJIeHMEM aKTa O BbiAe/IEHUU K YHUYTOXEHMI UCMOPYEHHbIX 3K3EeMNIAPOB NevaTHO-6JaHOYHOWM
npoayKkuuu, noanexauen sawmte, no Gopme COrsiacHO MNpuaoxeHuw 18 K HacToAwMM TUMOBLIM MpaBuaaM U



NpPoCTaB/EHNEM COOTBETCTBYHIWMX OTMETOK B XYpHanax y4eTa M BbiAayuM NeyvyaTHO-6AaHOYHOW npoayKuuw,
nognexailen 3sawuTe.

103. YHUYTOXEHMe nevaTel M WTaMNoB, NOANExXaWUX 3awuTe, MPOU3BOAUTCA C COCTaB/EHMEM aKTa O
BblAe/IEHUN K YHUYTOXEHWI0 MneyvyaTen M WTamMnoB, noajexawux 3awuTe, no ¢opme COrnacHoO MpuaoxeHuw 19 k
HacToAwMM TUMOBLIM MpaBu/iaM U NPOCTaB/IeHWEM COOTBETCTBYHWWMX OTMETOK B XypHajse y4yeTa W Bblgayu
nevaten, wrTamnoB c u3obpaxeHuem FocypapcTBeHHoro Mepba Pecnybnvknm KasaxcTaH M cneuvanbHOW
WwTemMnesbHON Kpacku.

104. YHUYTOXEHWe CpeAcCTB 3aWWUTbl AOKYMEHTOB (B TOM 4MC/e eMKOCTeld U3-Moj chneuuanbHbIX
YEepHWST U WTEeMMesIbHON KpackKW, MCMOpYEeHHble WTemnesibHble NoAYWKW, 3anpaBieHHble cneuuasibHbIMKU
WTEMMNeNbHbIMA Kpackamu, nepbeBble aBTOPYYKM, 3anpaBfieHHble CMeuuanbHbMU YepHUIaMu) MNpoU3BOAUTCA C
COCTaB/IeHNeM aKTa O BblAe/IeHUN K YHUYTOXEHWHW CpeAcTB 3aWuTbl JOKYMEHTOB No ¢opme COraacHo
NPUIOXEHUK 20 K HacToAwMM TUNOBLIM MpaBuaaMm U NPoCTaBJieHNEeM OTMETOK B COOTBETCTBYHWWUX XypHasax
yyeTa M Bblgayu.

105. Mpu peopraHWsauuMnm WAM AUKBUAAUWMM OpraHu3auuu, éunuana (NpeacTaBUTENbCTBA)
YHUYTOXEHUE HEUCNONb30BaHHOW MevyaTHO-6/1aHOYHON NpoayKuuu, nedaTei, WTaMnoB, MoANexXawux 3awuTe,
a Takxe CpeACTB 3aWWTbl AOKYMEHTOB MPOU3BOAUTCA C COCTaB/ieHUEM aKTOB No dopmaMm COrnacHo
npunoxeHumam 19, 20, 21 K HacToAWMM TUNOBLIM MpaBwuNaM, YyTBepxAaeMblX pyKoBOAUTeNeM OpraHuv3auuu uau
npeacepaTenem AUKBUAALUMOHHOW KOMUCCUM, U MNPOCTaBSeHUWEM OTMETOK B COOTBETCTBYWWMX XypHanax y4yeTa
M BblAAuM.

YHUUYTOXEHME WU panbHellee XpaHeHWe XypHasoB U APYrUX PerucTpPauMOHHbIX YYeTHbIX Gopm
ocyluecTBnAeTCA B COOTBETCTBUM C 3aKOHOAATENbCTBOM Pecny6auku KasaxcTaH MO COrsiacoBaHuKW C
LeHTpaJibHbiIM rOCyAapCTBEHHbIM OpPraHOM ynpaBJfieHUA apXMBaMU U AOKYMEHTauuenh uanm MeCTHbIM
WCMONHUTENbHEIM OpraHoM B 06/1acTU apXMBHOrO Aefa M AOKYyMeHTauuu obnactu, ropoda pecnybiMKaHCKOro
3Ha4yeHnA u CTOJINLBI.

106. MNpoBepka HaNW4YUS SK3EMNAAPOB NeYaTHO-6JAHOYHOW MpoAyKUMM, NeyaTen, WTaMMNoB,
nogsexawunx 3awuTte, W CpeAcTB 3alWuThl AOKYMEHTOB MPOU3BOAUTCA He pexe OAHOro pa3a B roj KoMUCCUein
, CO3JaBaeMoii Npukasom (pacnopsxeHueM) pyKOBOAMTENS OpraHu3auuu.

107. OTMeTKM O pe3ynbTaTax MpPOBEpPOK MNPOCTABAANTCA B XypHasnaxX y4veTa M Bbigadn no dopmam
corsnacHo npunoxeHuam 14, 15, 16 K HacToAwMM TuUMOBbLIM MpaBuiaMm.

108. MNpu yTepe nevaTtu (wTamna) c u3obpaxeHumem [ocypapcTBeHHoOro Fepba Pecnybnumku KasaxcTaH
npeanpuHUMATCA BCe HeobxoAuMble Mepbl MO pO3bICKY, B CJy4Yae OTpuUATENbHOro pe3ynbTaTa po3bicka
CoCTaBnAeTCA aKT NMPOU3BONbLHOW (GOPMbl, YTBEPXAAEMbIi PYKOBOAMTENIEM OpPraHU3auuu.

16. MopAapok cocTaB/ieHUA HOMEHKNaTypbl Aen,
dopmmupoBaHuAa U XpaHeHusa pen

109. HomeHknaTypa Aen npepHasHa4deHa AnA rpynnupoBKU WUCMNOSIHEHHbIX AOKYMEHTOB B Jena,
cucTtemaTulauMm M ydveTa Aen, onpeneneHuAa CpPokKoB UX XpaHEHWA WU ABNAETCA OCHOBOM ANA COCTaBNeHUA
onucei aen MOCTOAHHOrO U BpeMeHHOro (cCBbllle 1@ neT) XpaHeHWUA, a Takkxe ANA ydyeTa Aen BpeMeHHoro (
[0 10 neT BKAWYUTENBHO) XpaHeHus.

110. B HOMeHKNaTypy Aesfl BKJ/WYaWTCA BCe [OKYMEHTbl, CO3[JaBaemble B OpraHuM3auuu u nocTynawwme
B OpraHu3auuw. SNeKTPOHHble AOKYMEHTbl U 6a3bl AaHHbIX BKJIKWYATCA B HOMEHKNATYpy Aen Ha obwux
OCHOBAaHMUAX.

111. B HomeHkNaType Aen ¢ukcupyetca ¢opma AOKYMEHTA — DNEKTPOHHAA C yKa3aHUMeM HocuTensd
uHpopmaumm, unu bymaxHas.

112. Mpun cocTaB/feHMN HOMEHKNATYypbl Aesl PYKOBOACTBYWTCA y4peAuTesibHbIMU [OOKYMEeHTamu,
NOJIOXEHUAMN O CTPYKTYPHbIX NMOAPA3AENeHUAX, [O/KHOCTHLIMU MHCTPYKUMAMU pabOTHUMKOB, TUMOBBLIMU,
oTpacneBbiMi (BEAOMCTBEHHbIMU) MEPEeYHAMU AOKYMEHTOB C YKAa3aHWeM CpPOKOB XpaHeHWus, TunosbiMu (
NPUMEpPHBbIMA) HOMEHKNATYpamMu Aesl, CTPYKTypoi (WTAaTHbIM pachnuMcaHuem), MJiaHamMu U OoT4yeTamum o paboTe,
M3y4awTCA BWAbl, COCTaB M COAEepXaHue AOKYMEHTOB, obpa3ylwuxcA B AeATENbHOCTU OpraHu3auuu.

113. HomeHknaTypa gen no ¢opme COrjacHO MNPUNOXKEHMHW 22 K HacToAwum TWNOBbIM NpaBwuiam
cocTaBnAeTca (He nosgHee 10 pekabps Tekywero roga) cnyxboin [OY Ha OoCHOBe HOMeHKNaTyp Aen



CTPYKTYPHbIX noApasfeneHuin, npefacTaB/ieHHbMA COOTBETCTBYHWMMU MOAPa3Ae/ieHUAMN .

114. BHOBb CO3AaHHOe nofpa3feneHue 06A3aHO B MeCAYHbI CpoK pa3paboTaTb HOMEHKNATYpy Aen
nogpasaeneHua U nNpeacTaBuTb ee B cayxby L0OY.

115. HomeHknaTypa AeN OpraHuM3auuu NoanucbiBaeTcA pykoBoauTenem cayxébl [OY, cornacosbiBaeTcA
C DKCMNepTHOW KOMUCCUEW OpraHu3auuun

(panee - 3K), c 3KCnNepTHOW NMPOBEPOYHOW KOMUCCUEN ToCyAapCTBEHHOro apxuBa (MeCcTHOro
UCMNONHUTENbHOTro opraHa) (Janee - JMK), B KOTOPLbIA AOKYMEHTbl MepefanTCcs HAa MOCTOAHHOE XpaHeHue, U
yTBepxaaeTcsa (He mMo3jHee KOHLUA TeKylWero roAa) pykoBoauTenem opraHusauuu. CornacosbiBaeTcA
HOMeHK/laTypa Aen C rocyfapCcTBeHHbIM apXWBHLIM Yy4pexaeHuem He pexe ofgHOro pasa B 5 fnet, ecaum He
6bI0 KOHUENTYaNbHbIX U3MEeHeHU B OYHKUMAX U CTPYKType OopraHu3auuu.

OpraHusauuu He ABAAWWMECA UCTOYHWKaAMM MONOAHeHMA HauuoHaNbHOro apxXWBHOro GoHAa MOFyT He
npeacTaBAATb HOMeHKNaTypbl Aen Ha cornacosaHue 3MK.

116. HomeHknaTypa Aesl ne4vyaTaeTcA B HEOOGXOAMMOM KO/AMYecTBe 3K3eMnnifapoB. OoMH dK3emnaap
YyTBEpXAEeHHON HOMEHKAaTypbl XpaHUTCA B rocyfapCTBEHHOM apxuBe, C KOTOpPbIM OHa COr/jacoBbiBajnach.

117. HomeHknaTypa fAen B KOHUe KaxAaoro ropga yTO4YHAETCA, YyTBepxaaeTca pykKoBoAuTesnem
opraHusauuum v BBOAUTCA B AeWCTBME C 1 AHBapA c/iedywluero Aesionpou3BOACTBEHHOrO roja.

118. Ha3BaHWAMKM pa3pesioB HOMEHKNATYpbl Aen ABNAANTCA HaUMEHOBAHWA CTPYKTYpPHLIX NoApasfeneHui,
KOTOpble pacnosiaralTcsA B COOTBETCTBUU C YTBEPXAEHHOW CTPYKTYpoW opraHusauumu (wTaTHoe pacnucaHue)
. MNepBbii pa3gen HOMeHKNATYpbl BK/AKWYaeT 3aronOBKWU Aen, coepxawme pacnopaauTesibHyH AOKYMEHTauuw u
LOKYMEHTbl KOHCYJ/IbTaTUBHO-COBelaTe/IbHbIX OpraHOB BO3TrJiaBNAsAeMbX PYKOBOACTBOM.

119. [JokyMeHTbl OunManoB WM MNpeacTaBUTENLCTB MOrYT BHOCUTCA B KayecTBe pas3fenosB B
HOMeHKNaTypy Aen opraHuvsauuu.

CaMoCTOATENbHbBIM Pa3feNloM HOMEHKJIaTypbl fen MOXeT OblTb HauMeHOBaHWe ObWeCcTBEHHOW OpraHu3auuu
. JlaHHbIA pa3gen pacnonaraeTcA Mnocjsie BCeX pa3fefioB HOMEeHKNaTypbl Aesl opraHu3auuu.

120. [nA opraHu3auuu, He UMeKWeWh CTPYKTYpbl, HOMEHKAaTypa AeNn CTPoOUTCA Mo
NpPoOu3BOACTBEHHO-OTPAC/IeBON UAU PYHKLMOHANBHOW cxeme. HauMeHOBaHMA pas3fenosB AOJXKHb
COOTBETCTBOBATb HarnpaBJieHUAM [eATesIbHOCTU OpraHusauuu.

121. [nAa noaBeAOMCTBEHHbIX OpraHM3auuini C OAHOPOAHbBIM COCTABOM AOKYMEHTOB chayxb6on A0OY
BbllleCcTOAWEro opraHa (BblLecToAWeN opraHu3aunMu) pa3pabaTbiBaTCsA Tunosble (NpUMEpHble) HOMEHKNATYpbI
pen. Takune HoMeHKNaTypbl NoAfiexaT COrjacoBaHWU C LEeHTpasbHbIM rocyAapCTBEHHbLIM OpraHoM ynpaBjeHuA
apxvBaMu ¥ [JOKYMeHTauuel WM MeCTHbIMA MCMOJIHUTENbHBIMU OpraHamuM obnacTei, ropoga pecnybJMKaHCKOro
3Ha4YeHUA n CTONUUBbI.

17. Mopspok opopmMneHMA HOMEHKAATypbl Aen

122. B HOMeHKNATypy [Aesl BKJWYaWTCA 3aronoBKW Aen, OTpaxawwne BCe AOKYMEHTUpYEMble YYacTKu
paboTbl OpraHu3auMmM, B TOM YUCNE NIMYHble gena, onucu pen, PKO, KOHTPONLHO-CNpaBOYHblE,
TemaTuyeckue M Apyruve KapToTeku, a Takke 6a3bl JaHHbIX.

MeyaTHble U3AaHUA B HOMEHKJATypy Aen He BKAYaKwTCA.

123. B rpage 1 HomeHKNaTypbl Aen NPOCTaBAANTCA WHAEKChl Kax[oro fgena, BKAWYEHHOro B
HOMeHKNaTypy. WHAeKC Aena cocTouT M3 LUOPOBOro 0b6O3HAYEHUA CTPYKTYPHOrO noApasfefieHusa u
nopAAKoOBOro HoMepa 3aroJioBKa Aena No HOMeHKNaType B npefesiaX CTPYKTYPHOro noppaspeneHus.
dneMeHTbl MHAEKCA OTAeNsnTCA Apyr OT gpyra geducom.

B HOMeHKNaType [LeNn peKoMeHAyeTCA COXPaHATb MOPSAOK pacrnosioXeHMA OA4HOPOAHbIX Aen B npenenax
pa3HbIX CTPYKTYPHbIX MOApa3aeneHuin, AnA nepexopswmx Aesl MHOEKC cOoXpaHAaeTcA.

124. B rpady 2 HOMeHKAaTypbl Aen BKANYaATCHA 3arosioBku gen (TOMOB, 4YacTen).

TpeboBaHuA K 3arosioBKy:

1) 3arosoBoK Aena AOJIKEH 4YeTKO, B 0606lWeHHON $opMe OTpaxaTb OCHOBHOE COAEepXaHMe U COoCTaB
LOKYMEHTOB fena;

2) He ponyckaeTcs ynoTpebsieHMe B 3aronoBke fAesla HeKOHKpeTHbIX ¢popMynupoBoK ("pasHble
mMaTepuanbl", "obuwaa nepenucka", "ucxopAwas KoppecnoHaeHuuA" "Bxoaswue AOKYMEHTb"), a Takxe
BBOAHBbIX CJIOB U CJIOXHbIX OBOpPOTOB;



3) 3arosioBoK Aena AONAXEH COCTOATb M3 3/EMEHTOB, pacnonaraembix B cjeaywuei
nocnefoBaTeNIbHOCTH:

Ha3BaHue BuUAa fena (nepenucka, XypHan U Apyrue) WaM pasHOBUAHOCTW [OKYMEHTOB (MpOTOKOIbI,
npukassl u gpyrue);

Ha3BaHMe OpraHus3auuuM WauM CTpYKTYpHOro noapasgesneHusa (aBTOp AOKYMeHTa), Ha3BaHue
opraHusauuu, KOTOpoi byayT afpecoBaHbl MUAM OT KOTOpPON 6yAyT monydveHsl JOKYMeHTbl (agpecaT uau
KOppecrnoHAEeHT AOKYMEHTa);

KpaTKoe cojepxaHue AOKYMEHTOB fena;

Ha3BaHWe MeCTHOCTM (TeppuTOpuUM), C KOTOPOW CBA3AHO COAepXaHWe AOKYMEHTOB Jena;

pata (nepuof), K KOTOpbIM OTHOCATCA AOKYMEHTHl Aena;

4) B 3aronoBkax AeNl, COAEpXalMX AOKYMEHTbl MO OLHOMY BOMPOCY, HO He CBA3aHHbIX
nocnesoBaTeNbHOCTbIO UCMONHEHWA, B KayecTBe BuAa fena ynotpebnsetrcA TepMmuH "[loKyMeHTH". TepMuH
OOKYMEHTbI" MPUMEHAKNTCA Takxe B 3arofoBKaxX Aes, COAepXaWux AOKYMEHTbl — MPUJIOXeHUA K Kakomy anbo
JOKYMeHTY U odopmnswTca cnepywwmm obpasom "MpoTokon (bl) 3acepaHua (uin) CoBeTa AUPEKTOPOB
KOMMaHUM W AOKYMEHTbl K HUM" unu "[OKyMeHTbl K MpOoTOKony 3acepaHua CoBeTa AMPEKTOPOB KomnaHuu";

5) B 3aronoBKax fAen, COAepxXaWux Mnepenucky, yKasbiBaeTCs, C KeM M Mo KakoMy BOMPOCY OHa
BegeTcA. B cny4vae BepeHuMA nepenucku € OQHOPOAHBIMM KOppecnoHAeHTaMu, B 3arojioBkax yKa3biBaeTCA WX
obuee BMAOBOE Ha3BaHue;

6) B 3arosioBkax fAen, cojepxawux nepenucky c bonee Tpema pPasHOPOAHbIMA KOpPpPECMOHAEHTaMu, MUX
HauMeHOBAHUA He MNepeynUcnanTCAa;

7) npu 0603HaYeHWM B 3aronoBkax Aes afMUHUCTPATUBHO-TEPPUTOPUASNBHLIX eAMHUL, Yy4uThiBaeTCA
cnepynuee:

ecsin copepxaHue fdena KacaeTCA HECKOJIbKUX OAHOPOAHbIX aAMUHUCTPAaTUBHO-TEppUTOpPMUasIbHbIX efuHUL,
, B 3aronoBke jgena He YKa3blBaWTCHA MX KOHKpETHble Ha3BaHMA, a yKa3biBaeTcCA MX obuwee BUAOBOE
Ha3BaHue;

ecnn copepxaHue fena KacaeTcA OAHOW aAMUHUCTPATUBHO-TEPPUTOPUASbHOW eAMHUUbl (HaceNeHHoro
nyHkTa), ee (ero) Ha3BaHMe yKa3blBaeTcA B 3aronoBke Aena;

8) B 3arosioBKax fAen, cofepxawux MNJAaHOBYH WM OTHETHYHW AOKYMEHTauuw, ykasbiBaeTcA nepuog (
KBapTan, rof) Ha (3a) KOTOpbIM coCTaBAeHbl MaaHbl (OTYeTHl);

9) 3aronoBku cyaebHbIX, CNEeACTBEHHbIX, JINYHbIX, MEPCOHaNbHbIX, apOUTpPaxHbIX WM APYrux Aen,
cofepxawnx AOKYMeHTbl, CBA3aHHble MocJiefoBaTe/IbHOCTbI0 Ae/IoNpoM3BOACTBa MO OAHOMY BOMpoCY,
Ha4uHawTCca co cnosa "fleno";

10) ecnu peno 6yneT COCTOATb W3 HECKONbKUX TOMOB WM 4YacTeil, TO COCTaBNAeTCS obwui
3arofoBOK fiena, a 3aTeM Npu HeobXoAMMOCTU COCTABMAKTCA 3aro/IoBKM Kaxaoro Toma (4acTu),
YTOYHAKWME cofepXaHue 3arosioBka pena.

125. 3aronoBku Aen BHYTpWU pa3fesioB HOMEHKJIaTypbl pacroslaralTcA B COOTBETCTBUM CO CTeneHbi
BaXHOCTU [OKYMEHTOB, COCTaBjAwWMX Aefa, U UX B3aMMOCBA3bH.

BHavane pacnonaraiwTcAa 3aronoBKW Aen, COAepXawuxX HOpMaTWUBHYK NpaBoOBYKW AOKYMeHTauuw. [pu
3TOM 3aroJIoBKu fAen, cojepxalux NOCTaHOBAEHUA U MpUKasbl BbILECTOAWMX OpraHu3auunin, pacnonarawTcA
nepes 3aronoBKaMu gen C MNpuKasamu opraHusauumm. fanee pacnonarawTcA 3arofIoBKU Aen, cogepxawmx
NAaHOBble U OTYeTHble AOKYMEHTHI.

MpoeKkTbl pacnopAAUTe/ibHbIX JOKYMEHTOB M Apyrue AOKYMEHTbl MO WX MOArOTOBKE, M3MeHeHuA K
naaHam, OCHOBaHWA K MNpuMKas3am MNOMeWawTCA B HOMeHKNaType fen BcCJsel 3a COOTBETCTBYHWWMA OCHOBHLIMU
AOKYMeHTaMmu .

3aronoBKU fen, 3aBefeHHbIX Mo reorpadpuyeckoMy M KOppeCcrnoHLEHTCKOMY MpuW3HaKaMm, BHOCATCA B
HOMEHKNATypy AeNn no anpaBuTy reorpapuyeckux Ha3BaHUN U KOPPECMOHAEHTOB.

3aronoBku Aen MOryT yTOYHATbCA B npouecce dopmupoBaHusa U opopmneHua aen. Ecnm B TedeHwue
rofa BO3HWKAKWT HOBble AOKYMEHTUpPOBaHHble y4acTKWM paboTbl, He nNpeAyCMOTpPEHHble Aefia, OHU
OOMNONHUTENIbHO BHOCATCA B HOMEHKANaTypy.

126. Tpada 3 3anonHAeETCA MOCNE 3aBepweHUsa KaneHgapHoro roja.

127. B rpade 4 ykasblBaWTCA CPOKWU XpaHEHUA fefla CO CCbIIKOW Ha HoMmepa NyHKTOB (cTaTel)
TUMNOBOrO0 WAM BEeAOMCTBEHHOrO (OTpPac/iieBOro) nepeyvyHA LOKYMEHTOB C YKa3aHMEM CPOKOB MX XPaHeHuA,
npu MX OTCYTCTBUM - Ha TunoByw (NPUMEpPHYW) HOMEHKNATYypy Aen.

128. B rpade 5 cnyxboi [JOY ykasbiBawTCA HAUMEHOBAHWA MepeyvyHs AOKYMEHTOB, TunoBoi (



NPUMEpPHOI) HOMEHKNATYpbl Aefl, UCMNOSb30BaHHbLIX MPU OMpefeseHUU CPOKOB XpaHeHWs Aen, U AenanTcA
OTMETKM O nepexoaawunx Aenax, ocobo LEHHbIX AOKYMEHTax W Aenax, nepepadye Aen B Apyroe CTPYKTYypHoe
noAapasjefieHne WAW OpraHu3auui ANA WX MPOAOCJAXEHUA, B apXuB OpraHuW3auuu, HaNAU4YUU SNEKTPOHHBIX
KONWiA AOKYMEHTOB, BUAE W MeCTe XpaHeHWA UX HocuTenei.

129. Mo OKOHYaHUM rofa ocyuwecTBaAeTcA cBepka (YTOYHEHME) 3aro/oBKOB HOMEHKIaTyphl C
GaKTMYeCKUM COCTaBOM AOKYMEHTOB fefla M WX CoAepXaHuem. B KOHUe HOMeHKNaTypbl Aen AenaeTcs
MTOrOBas 3anucb O KOJIMYeCTBe 3aBefeHHblX fen (TomoB).

CBefleHMA O KOJIMYeCTBe 3aBeAeHHbIX Aefl CoobWalTCs apXuMBy OpraHu3auuu.

18. Mopspok ¢opmupoBaHuA fen

130. WUcnosnHeHHble AOKYMeHTbl GOpMUPYHTCA MCNOJHUTENeM B Aefla B COOTBETCTBUM C HOMEHKaTypoWn
fen. ®GopmupoBaHue AeNl BHE HOMEHKAAaTypbl AeN He JonyckaeTcsa.

131. KoHTponb 3a ¢opMupoBaHMeM fen ocyuwecTsBnseT ciayxba [J0Y.

132. Npu dopmupoBaHuu fen cobnwpawTca cnepywumne obwme TpeboBaHMA:

1) B Aeno nomewawTca TOJIbKO WCMOMHEHHble, MPaBUIbHO ODOPMNIEHHble AOKYMEHThl, COOTBETCTBYyHWUE
no CBOEMY COAEepXaHW 3aronoBKY Aena No HOMeHKNaType pnen;

2) B Aeno nomewawTcAa BMecTe BCe AOKYMEHThl, OTHOCAWMECA K pa3peleHuw OJHOro BOMpoca.

MpunoxeHna K AOKYMeHTaM, HEe3aBUCUMO OT AaThl UX YTBEpXAEHWA WNU COCTaBAeHuA,
NpUCOeaNHANTCA K AOKYMEHTaM, K KOTOpPbiIM OHU OTHOCATCSH.

MpunoxeHna obbemom cCBbie 180 NUCTOB COCTABAAKNT OTAE/IbHbIA TOM, O 4eM B JOKYMEHTe Aenaetcs
0TMEeTKa;

3) COBMeCTHO rpynnupywnTCA BepCUM AOKYMEHTA Ha Ka3axCKOM, pYCCKOM U WHbIX A3bIKaX;

4) rpynnupywTca B Aefla JOKYMEHTbl OJHOro KaneHAapHOro roga, WCK/AKWYeHWe COCTaBAAWNT -
nepexopdAuve gena, cypebHble gena, Sn4Hbie Aena, KoTopble GOpMUPYHTCA B TeYeHMe BCero nepuona
paboTbl AAHHOrO JMua B OpraHuM3auuu, AOKYMEHTbl BbIOOPHLIX OpraHoOB WM MX MOCTOAHHbLIX KOMUCCWNA,
LenyTaTCKUX Fpynn, KOTOpble FpynnupywTCA 3a Nepuos MX CO3biBa, AOKYMEHTbl y4YebHbIX 3aBefeHui,
KOoTOopble GOpMUPYHTCA 32 YYeb6Hbin rofd, AOKYMEHTbl TeaTpoB, XapaKTepusywuue CUeHUYecKyw AeATeNIbHOCTb
3a TeaTpaibHbli Ce30H, UCTOpuM bonesHen u gpyrue;

5) pasgenbHO rpynnupywTca B Aena AOKYMEHTbl MOCTOSHHOrO W BPEMEHHOrO CPOKOB XpaHeHus;

6) Tenerpammbl, Kcepokonuu dakcorpamm, TenedoHOrpammbl MOMeWAWTCA B AeNla Ha obwmx
OCHOBaHMAX B COOTBETCTBUM C HOMEHKNaTypou Aen;

7) B [eno He [OJIXHbl MOMeWaTbCs AOKYMEHTbl, Mogjiexawue BO3BpaTy, YEPHOBUKM U JIMWHUE
3K3eMnaApbl;

8) no obbeMy AeNo NOCTOSHHOrO CpoKa XpaHEHWA He AONXHO npeBblwaTb 180 nucTos;

9) npu HanuMyuu B Aene HeckoNbkux TomoB (YacTeil) Homep (MHAEKC) M 3arosioBoK Aena
NpocTaBAseTCA Ha KaxAoM Tome C AobaBneHUeM Hymepauuum ToMmMoB (4acTeil), B nocsegHem Tome (4acTu)
nobasnseTca cioBo "nocnegHuit” ("nocnegHss").

133. JloKkyMeHTbl BHYTpU Jena pacrnonarawTcA CBepxXy BHU3 B COOTBETCTBMM C NOC/IEAOBaTENIbHOCTbK
peweHna Bonpoca (XpPOHOJIOrMYECKOM MopsAKke MO pewaemMbiM BOMPOCAM) WAM B Hauvajne gesna nomewaeTcs
MHULUMATUBHLIA [JOKYMEHT, 3aTeM - AOKYMEHT C OKOHYaTesibHbiM pelWeHUWeM BOMpoca, Aajsee — WHble
OOKYMEHTbl, OCBelallme Xo4 pelweHua Bonpoca.

134. Bce AOKYMEHTbl OTHETHOro U MHPOPMALMOHHOIO XapakKTepa MO WCMOJIHEHUIO aKTOB M MNOpPYYeHUi
BbllueCTOAWNX OpraHu3auui, B KOTOPbIX OpraHU3auua ABAANACb OCHOBHbLIM MUCNOAHUTesneM, GOPMUPYHTCA B
oTAenbHble Aena Mno HanpaB/eHUAM LEATENbHOCTM OpraHu3auun. B oCTanbHbLIX CAyY4aaxX 3TU AOKYMEHTH
noAWnBAKNTCA B AesI0 Mepenucku 3a TeKywuin rog.

135. PacnopAaguTenbHble AOKYMEHTbl FpynnupywTcA B Aena No BUAaM U XPOHOJNOMUW C OTHOCAWMMUCA
K HUM NpunoxeHuamu. UHCTpyKuuu, npaBuna, MNOJNIOKEHWUA, YCTaBbl, YTBEpPXAEHHble pacnopAaAUTesbHbIMMU
OOKYMEHTaMu, ABAAKTCA NPUIOKEHUAMM K HUM U TPYNMNUPYTCA BMECTE C YKa3aHHbIMU AOKyMeHTamu. Ecau
Xe OHW YyTBepXAeHbl B KayecTBe CaMOCTOATE/NIbHOrO AOKYMEeHTa, TO UX FpYynNnUpywT B OTAeNbHble fena.

136. Mpukasbl (pacnopsxeHWa) MO OCHOBHOW AEATENbHOCTU, NPUKa3bl (pacrnopAXeHUs) Mo JIMHHOMY
COCTaBY, aAMMHUCTPATUBHO-XO3ANCTBEHHON AEATENbHOCTU GOPMUPYHTCA B OTAE/bHblEe Aena.



137. MpoToKosbl B Aene pacnosarawTcA B XPOHOJOrMYeCKOM nopafgke rno Homepam BMecTe C
OOKYMEHTaMM K HUM.

138. Mepenucka rpynnupyeTca, 3a AeNONPOUM3BOACTBEHHbIA oA U CUCTEMaTU3IUpYyeTCA B
XpPOHONOMMYeCcKo mnocnefoBaTeNIbHOCTU, MpU DTOM AOKYMEHT-OTBET MnomewaeTcA 3a AOKYMEHTOM-3anpoCcoM.
Mpu BO306HOBNEHUM MEpenucku Mo onpepesieHHOMY BOMPOCY, HavaBWeWCA B MNpefbaylem roay, AOKYMEHTbI
BKJIOYAWTCA B AeJI0 TeKylwero rofja C ykKasaHueMm MHAEKCa Aefia npefbpaywero ropa.

139. JIoKYMeHTbl B JINYHbIX AeflaX pacrosaranTcA B XPOHOJOrU4YecKOM rnopajake B COOTBETCTBUU C UX
NOCTYMNJ/JEHNEM.

140. NvueBble c4eTa no 3apaboTHOM nnaTte GOPMUPYHNTCA B OTAENbHble Aena M pacnonaranTcA B HUX
B andaBuTHOM nopsagke ¢amuanini paboTHUKOB.

141. TpypaoBble AOroBOpbl GOpMUPYHTCA B COCTaBe JIMYHBIX AeNl WAW OTAeNbHO B andaBUTHOM nopsaake
damununii paboTHUKOB.

142. Cnucky PU3NYECKUX JiML, U OOKYMEHTbI, MOATBEpXAalWMe nepeyuncsieHne obsasaTesbHbIX
NEHCUOHHBIX B3HOCOB, 06f3aTenbHbiX NpodeCcCUOHaNbHbIX MEHCUOHHbBIX B3HOCOB B €4MHbIA HAKOMUTEbHbIA
NEHCUOHHbIN doHA dOpMUPYHTCA B OAHO AE€NOo.

Cnuckn Gusnyeckux nuL U AOKYMEHTbl, MOATBEpXAalwue nepedncieHne couuasbHbIX OTHYUCNEHUI
dopmupyTCA B OQHO Aeno.

143. MnaHbl, OTYeTbl, CMeTbl, JIMMUTbI U WTaTHble pacnucaHna GopMUpPYHNTCA B COOTBETCTBYWWMe Aena
TOro ropga, Ha KOTOpbIl WAM 33 KOTOPbIi OHWM COCTaBJ/IEHbl, HE3aBUCUMO OT AaTbl UX COCTaBJIeHUA,
YTBEPXAEHUA WAM NOCTYNNEHUA.

144. O6paweHna OGU3UYeCKUX W puamdeckux nuy GOpMUPYWTCA B Aenia MO BOMpOCaM, HanpaBieHUAM
LEeATeNbHOCTU OpraHuM3auuMnm MaM No agMUHUCTPATUBHO-TEpPpUTOpPUANbHBIM eauHuuaM. pu He3Ha4YUTesbHbIX
obbemMax obpaweHuit pgonyckaeTcs ¢opmupoBaHue gen no GamuanaMm aBTOpoB obpaweHuit B angaBUTHOM
nopaake.

145. SneKTpOHHble JOKYMEHTbl M 6a3bl AaHHbIX dopMupywTCA B Aena (nanku) B COOTBETCTBUU C
HOMEHKNATYypoON AeN OpraHvW3auuu, OTAENIbHO OT LOKYMEHTOB Ha OYMaXHbIX HOCUTENAX, Ha BblAENEHHOM
HocuTene WHPOpMaLUMU. DNEKTPOHHble 6a3bl AaHHLIX GOPMUPYHTCA B OTAENbHble fena, HauMeHoBaHue fena
COOTBETCTBYET HauMeHOBaHW0 6a3bl AaHHbIX.

19. Mopagok o¢opmneHua pen

146. [lena opraHusauumu nognexat opopmaeHUw MNpu UX 3aBefeHWUM U MO 3aBeplieHun ropa.
O¢opmneHne pena - noaroToBka Aena K XpaHeHuw. OpopmneHue pena BKAWHaeT B cebs komnnekc paboT no
onucaHui gena Ha obnoxke, b6powwpoBKe, Hymepauun AUCTOB U COCTABJIEHUH 3aBEPUTENbHOW HaAmnucw.
OdopmneHne aen nNpoBOAUTCA OTBETCTBEHHbLIM /INLOM 32 BeAeHue AeNonpousBOACTBA CTPYKTYpPHOro
nogpasgeneHuna, nNpu MeTOAMYECKON NOMOWM U Mnoj KOHTposem cnyx6bel [0Y.

147. B 3aBUCUMOCTU OT CPOKOB XpaHEHMA NPOBOAUTCA MOJIHOE WAU YacTU4Hoe odopmaeHue pen.
MonHoMy odopmieHU nognexaT fena NOCTOSHHOro, BpeMeHHoro (cBblue 10 feT) XpaHeHUs U Mo JIMYHOMY
cocTaBy. lonHoe odopmneHue pena npepycMaTpvBaeT opopmIeHUE PEKBU3UTOB OGNOXKKM Aena, HyMmepauuw
IMCTOB B Aene, COCTaBNEHWe NUCTa-3aBepuTena dena no ¢opme COranacHO MPUNOKEHUIO 23 K HaCTOAWMM
TunoBbiIM NpaBuiam, COCTaB/ieHWe BHYTPEHHEW OMNUCU AOKYMEHTOB Aefna no ¢opMe COrnacHo npusioxeHuw 24
K HacToAwum TWMNOBbLIM NpaBunam, NOAWWBKY WAKW NepenneT fena, BHECEHME HeobXOAUMbIX YTOYHEHWW B
pekBU3nTbl 0bNOXKKM fena.

148. Ha obnoxke Aena MOCTOAHHOro, BpemMeHHoro (cBbiwe 10 fieT) XpaHeHUs M Mo JINYHOMY COCTaBy
yKasblBaTCA cnepywwne peKBU3UTHI:

1) HaumeHOBaHWEe OpraHM3auuu, HaWMEHOBAHWE CTPYKTYPHOro noapasfenieHus;

2) HavMeHOBaHWE HaCeNeHHOro NyHKTa, B KOTOPOM AMCNOUMpPOBaHa OpraHu3auusa, Homep (MHAEKC)
aena;

3) 3aronoBoK pena, paTta gena (Toma, 4YacTu), KONUYECTBO JIMCTOB B Aefie, CPOK XpaHeHUA Aena;

4) apxwuBHbll wnudp apena.
149. PekBU3UTbHI, MpOCTaBffieMble Ha o0b6noxKke Aena, oPOPMASANTCA Crefylium ob6pasom:



1) HauMeHOBaHMe OpraHu3auuMum B COOTBETCTBUM C YUpeaUTEeSbCKUMU [OKYMEHTaMU yKa3biBaeTcsA
MOSIHOCTbW, B UMEHUTE/NIbHOM najexe, C yKa3aHuem oduuManbHO NPUHATOrO COKPAWEHHOrO HauMeHOBaHUs,
KOTOpoe yKa3blBaeTcA B CKO6Kax Mocjie NOJHOro HauMeHOBAHWUA;

2) HauMeHOBaHMe CTPYKTYpPHOro nojpa3jefieHus - 3anucbiBaeTCA Ha3BaHUE CTPYKTYPHOro
noapasAefieHua B COOTBETCTBUM C YTBEPXAEHHOW CTPYKTYpoi, HOMep Aena - MpocTaBnAaeTcsa uudpoBoe
0603HaveHUe (MHAEKC) Aena Mo HOMeHK/aType Aen OpraHu3auuu;

3) 3arosioBoK fesia - NepeHoCUTCA U3 HOMEHKJaTypbl Aen, AaTa gena - ykasbiBaeTca rog (bl)
3aBefleHNss U OKOHYaHUA Jena B fenonpou3BoacTBe. [laToill Aen, cojepxawmx pacrnopasuTesbHyH
JOKYMEHTaLM, a Takke AnA Aen, COCTOAWMX M3 HeCKONbKUX TOMOB (YacTeil), SABNANTCA KpaiHue AaThl
JOKYMEHTOB faena, T.e. jaTel (4ucno, mecsau, rof) peructpauumu (COCTaB/IeHUA) CaMOro paHHero u
CaMoro no3fHero JOKYMEHTOB, BKJ/IWYEHHbIX B Aeno. [laToi NpunoxeHua K Aeny, cHOpMUpPOBaHHOMY B
OTAEJNIbHbIA TOM, ABMAETCA fAaTa perucTpauuMm OCHOBHOIO AOKYMEHTAa, MPUIOKEHUWE K KOTOPOMY MOMEeWeHo B
3TOT ToMm. [llpu 3TOM 4uUCO M rof o0603HayawTcA apabckumu umdpamun, HasBaHWe MecAua nuweTcA
NOJIHOCTbK CJIOBaMU.

150. B uensx obecrneyeHWss COXPAHHOCTU W 3aKpenneHus nopsaka pacrnoNoXeHUs AOKYMEHTOB,
BKJIOYEHHbIX B Aefio, BCe ero /NIUCThl, B TOM 4YUCNe pe30/IHLUU, COCTaBNEHHble Ha OoTAesbHOM nucTe (dUWKM
), KpoMe nucCTa 3aBepuTens W BHYTPEHHelh onucu, HymepywTcA. JIMCTbl HYMEpyWTCA YepHbM, MAMKUM,
rpaduToBbHIM KapaHAAWoM, Uudpbl NPOCTaBAANTCA B MPaBOM BEPXHEM Yray JucTa.

151. MopAdoK HyMepauuu SIMCTOB Jena:

1) nucTt 6onee dopmaTa A4, noawuTHIM 3a OAMH Kpal, HymepyeTcAa KAk OAMH JIMCT B MpPaBOM
BEpPXHEM yrny;

2) [OKYMeHTbl C COBCTBEHHOW HyMepauuei NUCTOB, B TOM YUC/ie NevaTHble U3JaHusA, MOryT
HyMepoBaTbCA B obwWem nopaake WAM COXpPaHATb COOCTBEHHYHW HymMepauwuiw, €cC/iM OHa COOTBETCTBYeT
nopsaKy pacnosioXeHuA NUCTOB B Aene;

3) NUCTbl gen, CoCToAWMX M3 HECKOJIbKUX TOMOB WM YacTeil, HYyMepywTcs MO KaxAoMy TOMY Wu
YacTW OTAENbHO;

4) doTorpadum, YepTexu, AMarpammsl U Apyruve UANKNCTPATUBHbIE U cneuudnyeckue AOKYMEHTHI,
npefAcTaBslWME CAaMOCTOATENbHbIA MCT B Aefle, HYMepywTCs Ha OBOpOTHOW CTOpOHe B /IeBOM BepXHEM
yrny;

5) noguuTble B AeNO KOHBEPTbl C BJIOKEHUAMU HYMEpyWTCA - CHayana KOHBepT, a 3aTeM o4vepenHbiM
HOMEpOM Kaxgoe BJIOXeHWe B KOHBepTe;

6) MpuIoXeHua K Aeny, MNoCcTynuBwue B nepensieTe, opopMASHTCA KAaK CAMOCTOATEJNIbHbIA TOM U
HYMEpPYWTCA OTAeNbHO;

7) B cny4dasx obHapyxeHus 60/bWOro 4Yucna ownbok B Hymepauuu JIMCTOB Aesia NPOBOAMTCHA UX
nepeHymepauusa. lpu nepeHymepauuMum NUCTOB CTapble HOMepa 3a4epkUBaAKTCHA WM PAAOM CTaBUTCA HOBbIN
HOMep NUCTa, B KOHUEe JAena COCTaBAAeTCA HOBbIM JIMCT - 3aBepuTeNib, NpU 3TOM CTapbii IMCT -
3aBepuTeNlb 3a4YepKUMBAETCA, HO COXpaHAeTCA B Aefe;

8) Mpu Ha/NM4YMKM OTLENbHbIX OWMHOK B HyMepauuu JIMCTOB AOMNYyCKaeTcs ynoTpebneHue NuTepHbIX
HOMEpOoB JINCTOB.

152. locne 3aBepuweHnA Hymepauuu NUCTOB COCTaBNAETCA 3aBepuTesbHaA HaAnNUCb, KoTopaA
NoAnMMChLIBAaeTCA ee COCTaBUTENeM C yKa3aHueM pacwudpoBKM MOANUCU, JOMKHOCTM U AaTbl COCTABAEHMUA.

Bce nocnepywumne M3MeEHEHUA O COCTaBe M COCTOAHUM Aena (MNOBpexAeHUsA, U3bATUE AOKYMEHTOB)
OTMeYaKwTCA B JIMCTe - 3aBepuTesie CO CCbIKOW Ha COOTBETCTBYWWMIA aKT.

KonmyecTBO NUCTOB B Aene MpocTaBaseTcA Ha 06/0XKe Aena B COOTBETCTBUMM C UTOrOBOW HaAMUCHI

153. PexkBU3UT "CpOK XpaHeHMA aena" nepeHocUTcA Ha OBGNIOXKY Jena M3 COOTBETCTBYHLWEWN
HOMEHK/ATypbl AeNl MOoC/ie CBEpPKU €ro CO CPOKOM XPaHEHUA, YKa3aHHbIMA B NepeyHAX AOKYMEHTOB, C
yKa3aHMeM CpOKOB XpaHeHuA.

154. Ha penax MOCTOAHHOIrO XpaHeHuA nuweTcAa — "XpaHWTb NOCTOAHHO".

155. ApxwuBHblii wudp gena (cocTouT U3 Homepa oHAA, HOMepa OMUCUM U HOMepa Aefla Mo OMUCU) Ha
06n0XKax Aen NoCTOAHHOrO XpaHeHWs MPOCTaBAAETCA B apXUBe TOJIbKO MOC/e BK/KWYEHUA 3TUX Aen B
pas3fensl CBOAHbIX onucei, yTeepxaeHHbiX MK (A0 3TOro OH MpOCTABASETCA KapaHAaWoMm) .

156. Mo OKOH4YaHWM rofa B HaAMUCU Ha 06MOXKAX AeN MOCTOSHHOro UM BpemMeHHoro (cBbiwe 10 neT)
XpaHEeHMA BHOCATCA YTOYHEHWA — MpPU HECOOTBETCTBMM 3arosioBka Aen Ha 06sIOKKe coAepXaHu MoAWUTBIX



[OOKYMEHTOB B 3arosioBoK Jesla BHOCATCA WU3MEHEeHWA U [OrOJIHEeHUA.

157. JnAa y4vyeTa AOKYMEHTOB oOfpefeneHHbIX KAaTeropuih NOCTOSHHONO U BPEMEHHOro CpokoB (CBbile
10 neT) XpaHeHus, yYeT KOTOpbIX Bbi3biBaeTCA crneundukon AaHHON AOKYMeHTauuu (0cobO0 LeHHble, JSIYHble
fena, npukasbl, MPOTOKONb U Apyrue), COCTaBAAETCA BHYTPEHHAA ONMUCb LOKYMEHTOB.

BHyTpeHHAA onNucb JOKYMEHTOB Jena COCTaB/ifeTCA Takke Ha Aena MOCTOAHHOrO U BpeMeHHoro (
cBblwe 10 fieT) XpaHeHus, ec/u OHM CHOPMMPOBAHLI MO PA3HOBUAHOCTSAM AOKYMEHTOB, 3ar0JIOBKM KOTOPbIX
He pacKpbiBawWT KOHKpeTHOe cojepXaHue [OKYMEHTOB.

158. JlokyMeHTbl, cOCTaBiAwwWMe [eno, MNoAUNMBaKNTCA He MeHee, 4YeM Ha 4YeTblpe Mpokosa B TBepayw
06N0XKY M3 KapTOHa WAKM MNepensieTawTCA C Y4€TOM BO3MOXHOro CBOOOAHOro 4TEHMA TekCcTa BcCex
[OKYMeHTOB. [lepBblil U MOCNeAHUIA MPOKOA MPOU3BOAATCA Ha PacCTOAHUM OLHOrO CaHTUMeTpa OT BepxHe#h (
HWXHeN) rpaHuupl nucTta. lpu NoAroToBkKe Aen K noguvBke (nepenneTy) MeTanaudeckue ckpenneHua (
6ynaBku, CKpenku u gpyrue) u3 [OKYMEHTOB y[anAwTCA.

159. Jlena BpemeHHOro (A0 10 feT BK/JWYUTE/NIbHO) XpaHEHMA AOMYyCKAaeTCA XpaHUTb B
cKopocumnBaTenax, He MNpoBOAUTb MepecucTemMaTM3auulw AOKYMEHTOB B Aefie, JINCTbl Aefla He HyMepoBaThb,
3aBepuTesibHble HAAMUCU He COCTaBJATb.

20. MopAanok onepaTUBHOrO XpaHeHUA AOKYMEHTOB

160. Mocne 3aBepweHWA B [e/IONPOU3BOACTBE AOKYMEHTbl A0 MepefayvuM B apxXuB OpraHu3auuu B
TeYyeHMe OAHOro roja XpaHATCA B fenax No mMecTty ux GopMUpOBaHMA.

161. Cnyx6a [O0Y, pyKoBOAMTENU CTPYKTYpPHbIX NoApasfeneHuid opraHvMsauumum obecneymBawT
COXPaHHOCTb AOKYMEHTOB W pen. Jlena xpaHATcA B wkadax u cerdpax B paboyumx kabuHeTax uau
cneunanbHO OTBEAEHHbIX ANA 3TOW Lenn MnomeweHuax.

162. [ena pacnosarawTcA B COOTBETCTBUU C YTBEPXAEHHOW HOMEHK/IaTypoW Aen opraHu3auuu, Ha
Kopewkax 0610XeK YKa3biBalTCA UX WHAEKCHI.

163. Bbijgaya Aen BO BpeMeHHOE MOJb30BaHMEe MHbIM OpraHu3auuamMm Mpou3BOAUTCA Ha OCHOBaHUM
NUCbMEHHOro obpalleHns M TONbKO C paspeleHua pyKoBOAWTENS OpraHuMsauuu. Bblgaya gen apyrum
nogpasfeneHMAaM OpraHu3auun NpPousBOAUTCA C pa3peleHUA pyKoBOAUTEeNA CTPYKTYpPHOro noapasgenieHud, a
BHYTPU CTPYKTYpPHOro noppasfeneHua - noj pacrnucky.

Ha BblgaHHOe Aeno 3aBOAMTCA KapTa-3amecTuTeNb Aena. B Hel ykasbiBawTCA CTpPYyKTypHoOe
nogpasjefneHue, WHAeKC fena, AaTa ero BblAayn, KOMy Aenio BbiAaHO, faTa ero BO3BpaleHusd,
npeaycMaTpuBanTCA rpadbl ANA pacnucok B MoJyYeHUu U npueme gena.

164. U3bATME AOKYMEHTOB M3 Aesl NPOU3BOAUTCA B COOTBETCTBMM C 3aKOHOAATENbCTBOM Pecnybnuku
KazaxcTaH, nNpu 3TOM B AeNO0 BKJAAbIBAWT KOMWUWU U3bATLIX AOKYMEHTOB M akT (NpoTokon) o6 u3bsATuu
NOA/IMHHUKOB .

165. B cny4ae yTpaTbhl AOKYMEHTOB W Aen NpoBoAUTCA cnyxebHoe paccnefoBaHue, No pesyabTaTaMm
KOTOpOro, CTaBUTCA BOMpoC 06 OTBETCTBEHHOCTM BWHOBHOIO /JMUA B UX yTpaTe.

21. MMopApok nepejadu gen B apxXvuB opraHusauuu

166. MNepepada Aen U3 CTPYKTYpPHbIX NOApasfeneHUit B apXuB OpraHuM3aumm ocyuecTBaAseTcA no
onucAMm fen, COCTaBAAEMbIM MO pe3y/ibTaTaM 3KCMNepTu3bl LEeHHOCTU AOKYMEHTOB W Aen, 3aBepleHHbIX B
nenonpousBoAcTBe. [lOKYMEHTbl BpeMeHHoro(no 10 neT BKAWYUTENLHO) XpaHeHUA nepepanTca B apXxus
opraHuMsauuMm rno HOMeHKNnaType Agen.

167. OnucuM Jen CoCTaBAAWTCA OTAENbHO Ha Aesia NOCTOAHHOro, BpeMeHHoro (cBbiue 10 neT)
XpaHeHUA W MO JIMYHOMY CcOCTaBy Mo ¢dopme COrjacHO MPUNOXEHUI 25 K HacToAwMm TuMOBLIM MpaBuaaMm.

168. padbl onucu Jen 3anofHAKTCA B TOYHOM COOTBETCTBUM C TeMU CBELEHUAMMU, KOTOpbIE
BblHECEHbI Ha 06/I0XKW aen. Mpu BHECEHUM B OMUCb NOApAA Aen C OAMHAKOBLIMW 3aros0BKaMu nuweTcs
NONHOCTbK 3aroJIoBOK NEpBOro gena, BCe OCTalibHble O4HOPOAHble Aena o6o3HayvawTcA cnoBom "To xe",
npu sToM Apyrue cCBefeHUA O HUX BHOCATCA B OMNUCb MNOJSIHOCTbW. Ha HOBOM sMCTe oOnNMUCKU 3aronoBOK



OJHOPOAHbLIX Aesi BOCNPOU3BOAUTCA MOJIHOCTbIO.

169. Kaxgoe peno (ToM, 4YacTb Jena) BHOCUTCA B OMUCb MO CaMOCTOSTEsIbHbIM NOPALKOBbLIM
HOMepOoM.

170. Tpada onucu "MpumedaHue" ucnonb3yeTcA ANA MNPOCTAHOBKU OTMETOK 06 0COBEHHOCTAX
PU3nYeckoro cocToAHUA Aena, O nepepaye fena ApYromy CTpyKTYpHOMy nofpasfeneru (Apyroil
opraHusauumu).

171. Onucb pen cocTaBsiAeTCA B ABYX 3K3eMnasapax, OAMH M3 KOTOpbLIX nepefaeTcA BMecTe C
Aenamum B apXuB OpraHusauuMuM, a BTOpPOW — OCTAaeTCA B KayeCTBe KOHTPOJIbHOMO B CTPYKTYPHOM
noapasfaeneHuu.

172. MNpaBuabHOCTb $OpMMPOBAHMA U NOAFOTOBKU AeN K nepefpadvye B apxuMB OpraHusauuu
npoeepAeTca cayxboin LOY. Umewwmecsa HapyweHWA YCTPaHANTCA CTPYKTYPHbIM NoApa3fesieHNeM OpraHu3auuu

173. MNpueMm Kaxaoro Agesa MpoUM3BOAUTCA PAbBOTHUKOM, OTBETCTBEHHbIM 3@ apXMB OpraHu3auuu B
npuUCyTCTBUM paboTHMKA CTPYKTYpHOro nogpasgeneHusa. lMpu 3ToM Ha 06oux >dK3emnaApax OnNucu nNpoTuB
Kaxgoro Agena, BKJIWYEHHOrO B Hee, JeflaeTcA OTMeTKa O Haau4uu gena. B KoHue Kaxporo ak3emnnspa
ONUCK YKasbiBawTCA uudpamu U MPOMUCHI0 KONUYECTBO daKTUYeCKU MPUHATLIX Aen, AaTa npuema-nepenaydu
Jen, a Takke noanucu paboTHWKA, OTBETCTBEHHOrO 3a apXuB M Auua, nepejaslero Aena.

174. BmecTe C geflaMu B apxuB MNepepawTCs PerucTpauuoHHble KapTOTekW Ha AOKYMEeHTbl WM (uUnu)
nporpaMmmHble cpeAcTBa M 6asbl AaHHbIX, copepxawue WHGOPMAUMW O perucTpauuum U UCNOJHEeHUU
nepefaBaeMblX AOKYMEHTOB. 3aron0oBOK KaxXAoW KapTOTeku uau 6asbl AaHHbIX BKAKYAETCA B OMUCH.

175. B c/ny4Yae /NMKBUAAQUWUWM WU peopraHvM3auuM CTpYKTYpHOro noapasgneneHus, édunuana (
npeACcTaBUTENbCTBA), OTBETCTBEHHOE /IULO 33 BeAeHWe Ae/oNnpoUM3BOACTBA AAHHOrO CTPYKTYpHOro
noapasaenexusa, éunumana (npeAcTaBUTeNbCTBa), B MNepuos NPOBeAEeHWUA JIMKBUAALMOHHBIX MeponpusaTuil
dopmmpyeT BCe umelwmeca AOKYMeHTbl B fena, opopmnaeT fena U nepepaeT UX B apXMB OpraHu3auuu
HEe3aBUCUMO OT CPOKOB XpaHeHwus.

176. B cnyyae nukBupauuu opraHuvsauuu B nepuog npoBeAeHUA NUKBUOALMOHHBIX MepornpuaTUin
LOKYMEHTbl MO JINYHOMY COCTaBy OMOPMAANTCA U MepefalTCA B COOTBETCTBYHWWUIA roCyAapCTBEHHbIM apXuB.

Mepepada pen ocywecTBAAETCA NO OMNUCAM AeN U HOMeHKnaType gen.

MpunoxeHue 1
K TUnoBbIM MpaBuiam AOKYMEHTUPOBAHMUA
W ynpaBfieHUA AOKyMeHTauuewn
B FOCYyAapCTBEHHbIX U
HerocynapCTBeHHbIX
opraHusaumax

Cxema pacnonoxeHUs peKBU3UTOB AOKYMEHTa
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MpumeyaHue:

1 - wn3obpaxeHune locypapcTBeHHOro lepba Pecnybamku KasaxcTaH wam smbnembl, norotuna,

TOBApHOro 3Haka (3HaK o6cayxuBaHuA)




2 - oduumanbHOe HaWMeHOBaHWE OpraHu3auuu
3 - cnpaBoOYHble AaHHble 06 opraHusauuu
4 - HauMeHOBaHMe BMAA AOKYMEHTA
5 - paTa pokymeHTa
6 - perucTpauuoHHbii HoMep (MHAOEKC) AOKYMeHTa
7 - CCbiIKa Ha PerucTpaunoHHblii HoMep (MHAEKC) M AaTy BXOAAWEro LOKYMeHTa
8 - MecTOo coCTaBNneHuA WA U3[aHUA [OKYMeHTa
9 - rpud orpaHuyeHua AOCTyna K AOKYMEHTY
10 - appecart
11 - rpud yTBepxaeHUs AOKYMeHTa
12 - pesonwuna
13 - 3arosioBOK K TeKCTy AOKYMeHTa
14 - oTMeTKa O KOHTpone
15 - TekcT AOKYyMeHTa
16 - oTMeTKa O Ha/M4YuUU MPUNOXEHUA K OOKYMEHTY
17 - noanucb
18 - oTMeTKa O COrjacoBaHWW AOKYMEHTa
19 - OTTUCK ne4vyaTu
20 - OoTMeTKa O 3aBepeHWn KOoMnuu AOKYyMeHTa
21 - oTmeTKa 06 WUcCnoNHUTEne AOKYMEHTa
22 - oTmMeTKa 06 WCMONHEHWW AOKYMEHTA M HanpaB/eHUU ero B Aeso
23 - WAEHTUPMKATOP SNEKTPOHHOM KOMUU [OKYMEHTA
24 - oTMeTKa O MNOCTYMNJIeHUU AOKYMeHTa B OpraHu3auuwo
MpunoxeHune 2
K TunoBbiM MpaBuiam AOKYMEHTUPOBAHMUA
W ynpaBfieHUA AOKYMeHTauuewn
B rocyfapCTBEHHbIX U
HerocyaapCcTBEHHbIX
opraHusaumax
dopma

bnaHK nucbma opraHuv3auuu

FocypapcTBeHHbn Fepb Pecnybankmu KazaxcTaH
UnuM smbnema, NOroTwUM, TOBApPHbI 3HAaK (3HaK O6GCNYXMBAHWA) OpraHM3auuu

OduumnanbHoe HammeHoBaHUe
opraHu3sauum
(Ha pyccKoM uaM MHOM fA3blKe)

OduumanbHoe HaMMeHOBaHWE OpraHu3auuu
(Ha Ka3axckoMm f3blke)

CnpaBoYHble AaHHble 06

opraHusauum

(Ha pycckom uau uHoM A3bike)  BraHK nucbma
opraHusauum

CrnpaBoYHble AaHHble 06 opraHusauuu
(Ha Ka3axckoMm f3blke)



Ne
(paTta) (uHaekc)

(ccbuika Ha HoOMep M JaTy BX. AOKYMeHTA)
AppecaTt

3aronoBoK K TeKCTYy MnucbMma

bnaHk nucbma opraHusauum

FocypapcTBeHHbln epb Pecnybnuku KasaxcTaH
unu smbnema, S0roTun, TOBapHbIA 3HAK (3HaK 06CAYyXMBaHWA) OpraHusauuun

OduumManbHOoe HauMeHOBaHWE OpraHM3auuu
(Ha Ka3axckoM A3blke)

CnpaBoYHble AaHHble 06 opraHM3auuu
(Ha Ka3axckom fA3blke)

N2
(paTta) (uHAekc)

(ccbinka Ha HoMep M JaTy BX. AOKYMEHTA)

3aronoBoK K TeKCTy nucbma

dopmaT A4 (210 X 297)

MpunoxeHue 3

OduumanbHoe
HauMeHOBaHMUE
opraHvsauum
(Ha pycckom
WIn MHOM
A3biKe)

CnpaBo4Hble
OaHHble 06
opraHvsauuu
(Ha pycckom
WM MHOM
A3blke)

ApnpecaTt

K TunoBeIM NpaBujiam LOKYMEHTUPOBaHUA
W ynpaBfieHUs [OKyMeHTauuei

B FOCYAApCTBEHHbIX M
HerocynapCrtBeHHbIX
opraHusaumax



®opma

BbnaHK KOHKpeTHOro Bupaa AOKYMEeHTa OopraHusauunu

FocypapcTBeHHbln Fepb Pecnybankmu KasaxcTaH
UnuM smbnema, NOroTwUM, TOBApPHbI 3HAaK (3HaK O6CNYXMBAHWA) OpraHM3auuu

OjpuumanbHoe HauMMeHOBaHMe OpraHu3auum O¢uumanbHoe HavMeHOBaHMe OpraHu3auuu
(Ha Ka3axcKkoMm f3blke) (Ha pycCcKOM WAW WHOM S3blKe)
HaumeHoBaHuWe BuAa HaumeHoBaHue BuAaa
JOKYMeHTa [OKYMEHTa
(Ha Ka3axcKkoM fA3blke) (Ha pycCKOM WAW WHOM Ss3blKe)
Ne
(mata)
MecTO u3paHusa MecTo u3aaHuA
(Ha ka3axckom A3bike) (Ha pyccKOM WU WMHOM f3blKe)

3aronoBoOK K TeKCTY AOKYMeHTa

bnaHK KOHKpeTHOro Buza AOKYMEHTa OpraHu3auuu

FocynapcTBeHHbi Fepb Pecnybauku KasaxcTaH
Unum smbsema, NOrOTWUM, TOBAPHbI 3HAK (3HAaK O06CNYXMBAHUA) OpraHu3auuu

OduumManbHOe HauMeHOBaHME OpraHW3auuu
(Ha Ka3axckom A3blke)

HaumeHoBaHue BuAa
DOKYMEHTa
(Ha Ka3axckoMm A3blke)

(mata)

bnaHk
KOHKpeTHoro
BuAa
OOKYMEHTA
opraHusauum

OduumanbHoe
HauMeHOBaHMe
opraHusauuu
(Ha pycckom
WM MHOM
A3biKe)

HaumeHoBaHue
Buga
[OKYMeHTa
(Ha pycckom
WU MHOM
A3blke)

MecTo
u3gaHus
(Ha pycckom



MecToO n3naHunAa UWan UHOM
(Ha Ka3axckom fA3blke) A3bike)

3arosoBoK K TeKCTY AOKYMeHTa

OopmaT A4 (210 X 297)

MpunoxeHune 4
K TunoBbiM MpaBuiam AOKYMEHTUPOBAHMUA
W ynpaBfieHUA AOKYMeHTauuewn
B FOCYyAapCTBEHHbIX U
HerocynapCTBEHHbIX
opraHusaumax

®opma

06wmin 6naHK opraHuM3auum

FocypapcTBeHHbln Fepb Pecnybankmu KasaxcTaH
unu smbnema, SOroTun, TOBapHbIA 3HaK
(3HaKk 0o6cCNyxuBaHWA) oOpraHu3auuu

0¢Muuaanoe HanmeHOBaHUe opraHu3auuun 0¢Muuaanoe HanmeHOBaHUe OpraHusauuun

(Ha Ka3axckom A3bike) (Ha pyccKOM MU WMHOM f3blKe) .
obwuii 6naHk

opraHusauum

Ne
(naTa) —

MecTO u3paHusa MecTO u3paHusa
(Ha ka3axckom A3blke) (Ha pyccKoOM MU WHOM A3bIKe)

3aronoBOK K TeKCTY AOKYMeHTa

06wunit 6naHK opraHusauuu

FocypapcTBeHHb Fepb Pecnybauku KasaxcTaH
unn smbnema, NOroTUN, TOBApPHbLIA 3HAK
(3HaK 06CNyXMBAHMUA) OpraHM3auum

OduumanbHoe
HaumMeHOBaHUe
opraHvsauuu
(Ha pycckom



OdvuManbHOe HauMeHOBaHWE OpraHW3auuu WAU MHOM

(Ha Ka3axckom fA3blke) A3bike)
NQ
(nata) -
MecTo
PENELTE]
MecTo u3paHusa (Ha CCKOM
(Ha Ka3axckoM fA3blke) Py
WM MHOM
A3biKe)

3arosoBoK K TeKCTY AOKYMeHTa

OopmaT A4 (210X297)

MpunoxeHue 5
K TuUnoBbIM MpaBuiam AOKYMEHTUPOBAHMUA
W ynpaBfieHUA AOKYMeHTauuewn
B FOCyAapCTBEHHbIX U
HerocynapCTBeHHbIX
opraHusaumax

®opma

JIMCT COrNIACOBAHMUA

HaumeHoBaHWe BMAA NpoOeKTa AOKYMEHTa, 3arojslioBoK K TeKCTy
CornacosaH CorsacoBaH

HaMmMeHoOBaHWe AOMXHOCTUM HaummeHOoBaHWE [OMKHOCTMU

C yKa3aHWeM HAaUMEHOBAHWS C yKa3aHMEeM HauMeHOBAHUS
OpraHvM3auuM opraHusauuu
PacwudpoBka Pacundposka
(nM4yHaa nognucb) noanucu (NMYHAS MOAMUCL) NOAMUCHU
laTa [aTa
OopmaT A4 (210X297)

MpunoxeHue 6
K TunoBbIM npaBufiaM AOKYMEHTUPOBaHUA
W ynpaBfieHUA AOKYMeHTauuein
B rOCyAapCTBEHHbIX U
HerocynapCTBEHHbIX
opraHusaumax



dopma

OduumanbHoe HaumeHOBaHUe

OduuManbHOoe HauMeHOBaHWE OpraHM3auuu
(Ha Ka3axcKkoM A3blke)

3ubmemMa,
MOTOTHIL

opraHusauuu
(Ha pycckoMm WAM MHOM A3bIKE)

TOEADEE
BYMPbIK Dﬁ;ﬁjﬂ MPUKA3
u7)
N2
(pata)
MecTo u3aaHuA MecTOo u3aaHuA
(Ha Ka3axckoM A3blke) (Ha pyccKOM WU WHOM S3blKe)

3arofloBoOK K TeKCTY AOKYMeHTa
B cBA3u c

(ocHoBaHue)

NMPUKA3bIBAK) :
1. BHecTU B [O/KHOCTHblE MHCTPYKLMU COTPYAHWUKOB Cleayluue
N3MEeHeHUA :
1)

2)

3)

2. KOHTponb 3a UCNOSIHEHUMEeM HacToAlWero npukasa BO3J/IOXKUTb Ha

HaumeHoBaHue

AOJKHOCTU pyKoBoauTena noganucb PacuudpoBka noanucu
OTMeTKa O cOorjlacoBaHuu:

OopmaT A4 (210X297)

MpunoxeHune 7
K TUNoBbIM MpaBuiam AOKYMEHTUPOBAHMUA
W ynpaBfieHUA AOKyMeHTauuewn
B FOCYyAapCTBEHHbIX U
HerocynapCTBeHHbIX
opraHusaumax



®opma

OduumanbHoe HaMMeHOBaHME OpraHu3auuu OpuumanbHoe HaMMeHOBaHWE OpraHu3aLuun
(Ha Ka3axckoMm A3blke) (Ha pyccKoM MAM MHOM fA3blKe)
XATTAMA NPOTOKON
NQ
(mata)
MecTOo u3aaHuA MecTOo u3aaHuA
(Ha Ka3axckoMm A3bike) (Ha pyccKoM MM MHOM fA3blKe)

r ar L
| | 3acemaHHA KOMHCCHH MO...

Mpepcepatens - 0.1.0.
CekpeTtapb - 0.1.0. ;h

NpucytcTBoBanu: (KonuM4ecTBO) 4enoBek (CNUCOK NpunaraeTcs) BBoaHasn qACTE

MOBECTKA [HA
1. O paspaboTke U NpuUHUMMAX ..
lloknag 3aBepyluero ..
2. 0 ..

1. CIYWANK:

©.1.0. - TekCT pgoknaja npunaraeTcAa.
BbICTYNWU/IN:



®.M.0. - KpaTKas 3anucb BLICTYMIEHUA. ™

®.N.0. - OcHOBHasa
NMOCTAHOBU/IN: 4acTb
1. 0pobpuThb ..
2.
>" OcHOEHAA
TaACTE
>y
2. CNywAnu:
BbICTYNUNIU :
MNOCTAHOBUNIU :

Mpeacepatens nognucb PacuudpoBka nognucu
CekpeTapb nognucb PacuudppoBka nopnucu
OopmaT A4 (210X297)

MpunoxeHune 8
K TunoBbIM npaBu/iaMm AOKYMEHTUPOBaHUA
W ynpaBfieHUAa LOKYyMeHTauuein
B roCyAapCTBEHHbIX U
HerocyaapCcTBeHHbIX
opraHusaumax

dopma

FocypapcTBeHHbt Fepb6 Pecnybauku KasaxcTaH
unu smbnema, SIOroTun, TOBApHbIK 3HAK (3HAK 06CNyXUBaHUSA)
opraHusauum

OduumanbHoe HaumeHoBaHue
opraHuMsauum
(Ha pyccKoM uau WHOM fA3blKe)

OduuManbHOoe HauMeHOBaHWE OpraHWM3auuu
(Ha Ka3axckoM A3blke)

AKT

NQ
(mara)

MecTo u3paHua MecTo u3gaHua
(Ha Ka3axckoMm f3blke)O (Ha pyccKoM uau WHOM Sf3blke)



[ r gl

—
| 3aroJIoBOK

OCHOBaHME: HOPMATMUBHLIA MPABOBOW aKT WM WHON AOKYMEHT,
NOCNYXWUBWWIA OCHOBaHWEM AN COCTaBJieHUA aKTa.

CocTaBneH KoMnccuen B cocTaBe:

MpencepaTtens KoOMUCCUU
JOJXHOCTb, WHUUManb, dGamunua
YneHol kKomuccun: 1.
JOMKHOCTb, WHMUManb, damunusa
2.

JO/KHOCTb, WHMUMaNbl, bamunnsa
3.

JONXHOCTb, WHUUManNb, ammnuna
MpucyTcTBOBaNMU:
JO/KHOCTb, WHMUManb, dGamunus

TeKCT

CocTaBneH B 2-X 3K3emnaapax:
1-1 ak3emnnap: B pene N
2 sk3emnnAp: (agpecar)
Mpeacepaten Komuccum nognucb PacumdppoBka nognucu
YneHol KOMUCCUM noanucb PacumppoBKa noanucu
OopmaT A4 (210X297)

MpunoxeHune 9
K TuUnoBbIM MpaBufiaM [JOKYMEHTUPOBaHUA
U ynpaBfieHUA AOKYyMeHTauuein
B rocyAapCTBEHHbIX U
HerocyaapcTBeHHbIX
opraHusaumax

NpuMepHbiii NepeyYeHb AOKYMEHTOB, He MOAJIeXalux pervcTpauuu
B AOKYMEHTALUMOHHOI cnyx6e opraHusauuu

Mucema, HamnpasBfeHHble B KOMUAX AJIA CBeAEeHUSA.

PeknaMHble U3BeWeHUs, MNPOCMeKTbl, MAaKaTbl, MPOrpaMmbl COBEWAHWUNA.

MepBUYHbIE JOKYMEHTH ByXranTtepckoro yyeTa (perucTtpupywTca B Oyxrantepuum opraHusauuu).

YyebHble MNfaHbl, Nporpammbl (PerucTpUpywTCA B COOTBETCTBYHIEM CTPYKTYPHOM NOApa3AeneHUu
opraHusauun).

MecAYHble, KBapTajbHble W Apyrue oTyeTbl (perncTpupywTcAa B COOTBETCTBYHWIEM CTPYKTYPHOM
noapasfesieHnn opraHusauum).

OOpMbl CTAaTUCTUHECKON OTYETHOCTM (pPerucTpupynTCA B COOTBETCTBYHIEM CTPYKTYPHOM
noapasgeneHnn opraHusaumm).

CoobueHnA 0 coBewWaHnsax, 3acefaHuAax.

MosapaBuTesibHble MUCbMa, MO3A4paBUTESNIbHbIE TeNerpammbl, MpUriacUTeNbHble 6uneTsl.

MeyaTHble M3JaHWUA (KHUTUW, XypHanbl, ra3eTbl, OHANETEHW).



Tenerpammbl M NUCbMa O pa3pelWeHnun KOMaHAUPOBOK.

TenedpoHorpammbl 0O NpoOBEAEHUU 3acefaHWMi, COBEWAHWIN, CEMUHAPOB U Apyrue.

JOKyMeHTbl C NomMeToW Ha KoHBepTe "JIuyHo".

Hay4yHble oT4YeThl MO TemaM (perucTpupynTCcA B COOTBETCTBYHIWEM CTPYKTYPHOM noapasfeneHuv
opraHusauun) .

MperhcKypaHThl.

Hopmbl pacxopa MaTepuasioB, 3afABKU Ha KaHUeNnApCKue MNPUHAANEXHOCTU M OpPraHUM3ALMOHHYH TEXHUKY
(pervcTpupywTca B COOTBETCTBYHIWEM CTPYKTYPHOM MoApasfefieHUn opraHu3aumuum).

CBOAKM .

Y4yeTHble AaHHble Mo Kajpam.

MpunoxeHne 10
K TUNoBbIM MpaBufiaM LOKYMEHTUPOBaHUA
W ynpaB/ieHUA AOKYyMeHTauuen
B rOCYAapCTBEHHbIX M
HerocyaapcTBeHHbIX
opraHusaumnax

®opma

KapTo4ika peructpauuum BXoAAWUX AOKYMEHTOB



KoppecnosgesT

Bnax gomxysenTa

el
—

,IB.TE. MOCTYVILTEHHA H HEJEKC JOKVMEHTA

Jata B HHAER: J0KYMEHTA

30

103

3AT0I0BOK JOEVMEHTA HTH EPATHOE COJEDiHaHHE

PESOJIDU}IFI HTH KOMY HANMPAETSH JOKYMEHT

'CIIIGI\' HCIIOTHEHHA JOEYMEHTA

Pacmmcea B MOIYVHEHHH ¢ VEA3a HHEM T3 TEL

OraeTra 00 HCIIOIHEHHH AOEVMEHTA H
HADRaEISHHI B Aea0

210

CreegeHnd 0 X0 HCIOIHEHHA JOKYMEHTA, IepeH0Cd CPOKOE HCII0 THe A,
{ IMOCTYILTEHHE P OMERY TOYHEX OTESTOE (3aIpoCcoE) H T.A.

KGHIPGJBI—IBIE OTMETEH

(=]
[ Pomg Mo Omece Ne Hemo Ne
70 0
210
OopmaT A5 (148x210)
MpunoxeHune 11
K TUMNOBbLIM MpaBWU/iaM LOKYMEHTUPOBAHUA
W ynpaBfieHUs [LOKYMeHTauuen
B rocyAapCTBEHHbIX M
HerocyaapCTBEHHbIX
opraHu3saumax
®opma

XypHan peructpauuum BXoAAWUX [OKYMEHTOB



N KoppecnoHgeHT Bug Pesonmouns Pacnucka OTmeTka

N JaTa s AOKYMEeHTa, WAM KoMy B 06
MpumeyaHue
n.n NoCTynneHuAa pnata wu 3arosoBoK HanpaBaeH MNOJYYEHUN UCMONHEHUN
UHAEKC WA KpaTkKoe [OOKYMEHT AOKyMeHTa AOKYMeHTa
BXoAAWero cofepxaHue Ha , AaTa
[OKYMeHTa BXOAAWero ncnoJsiHeHune
JOKyMeHTa
1 2 3 4 5 6 7 8
GopmaT A3 (420X197)
XypHan peructpauum ucxoaaumx U BHYTPEHHUX AOKYMEHTOB
JaTa n unHpekc 3arosnoBok uauM OTmeTka 06
N N mexopsawero ( KpaTkoe MUCNOJIHEHUN
KoppecnoHaeHT MpumeyaHue
M.MA. BHYTPEHHero) cofepxaHue OOKYMeHTa
OOKYMeHTa JOKYMeHTa HanpasJieHUn B fJeno
1 2 3 4 5 6

OopmaT A3 (210X297)

MpunoxeHne 12
K TunoBbIM npasufiam AOKYMEHTUPOBaHMUA
W ynpaBfieHUa LOKYMeHTauuein
B rocyAapCTBEHHbIX U
HerocyaapcTBeHHbIX
opraHusaumax

®opma

CBEJEHMA
06 MCNONHEHMM [AOKYMEHTOB, MOANEeXalmX KOHTPOJI0
No COCTOAHUKW Ha

(4ucno, mecau, ropg)



Ne DOKyMeHTbl Ha N3 Hux

N HaumeHoBaHMS KOHTpone
N CTPYKTYPHbIX
/ noapasfeneHui C

nocTynuno B Haxogswmecs
n NPOANEHHbIM

BCEro npeaplaylleM  UCMONHEHHbIe Ha CboKo NPOCPOYEHHbIe
KOM
mecAaue ucnonHenmn P
UCnoaHeHus

1 2 3 4 5 6 7 8

HaumeHoBaHue AONKHOCTU pykoBoauTensa PacuudpoBka
cnyx6el 0Y noanucb noanucu
OopmaT A4 (210X297)
MpumeyaHue.
CBefeHua MOryT OblTb AOMOJIHEHbI rpagamum NO BMAAM AOKYMEHTOB
(NpuKkasbl, peweHus KOMNEruu U Apyrue), UX perucTpaunoHHbIMU HOMEpamu,
dbamunmamMm mcnonHuTenen.

MNpunoxeHne 13
K TunoBbIM npaBu/iaMm AOKYMEHTUPOBaHUA
W ynpaBfieHUA LOKYyMeHTauuein
B roCyAapCTBEHHbIX U
HerocyaapCcTBeHHbIX
opraHusaumax

dopma

CBEJEHUA
06 McrnonHeHUM o6paleHnid PU3NYEeCKUX U WPUANYECKUX UL
No COCTOSHUW Ha

(4ucno, mecau, rog)

HaxoauTca Ha WCNonHeHun U3 HuUx

NpoCpoYeHs



N N n/ HaumeHOBaHMA CTPYKTYpPHbIX BCEro noctynuiao 3a ncnonHawTca BCEro cpok

n noapasaeneHun npeapaywmnin mecaw B CpoK npogneH
1 2 3 4 5 6 7
Bcero:

HaumeHoBaHue AONKHOCTU pykoBoauTensa PacuudpoBka
cnyx6el IOY noanucb noanucu
OopmaT A4 (210X297)

MNpunoxexne 14
K TunoBbiM MpaBuiam AOKYMEHTUPOBAHMUA
W ynpaBfieHUA AOKYMeHTauuewn
B FOCyAapCTBEHHbIX U
HerocynapCTBEHHbIX
opraHusaumax

dopma

XypHan y4yeTa u BblAauu ne4yaTHo-61aHO4HOIA npoaykuuu,
nogsexauen 3sawuTe

MocTynnexune Bbigada

Komy BblAaHO
NaTta un

[laTa u Homep HaumeHoBaHue Cepua nu
HoMep

conpoBoauUTeENbHOIrO nNpeanpuATuUA HOMepa



NaTa AOKYMeHTa - KonnyectBo 6naHkoB [laTa [OKYyMeHTa HaumeHoBaHue O®amun

nocTynieHua U3roToBUTENIA 3K3eMnIApoB BblAa4n Ha CTPYKTYPHOIrO  UHULMK
BblAa4vy nogpasaeneHua noayd
1 2 3 4 5 6 7 8 9

OopmaT A4 (210X297)

MpunoxeHue 15
K TunoBbIM npaBuiiaMm AOKYMEHTUPOBAHUA
W ynpaB/ieHUA AOKYyMeHTauuen
B roCyAapCTBEHHbIX K

HerocyaapCTBeHHbIX
opraHu3saumax
dopma
XypHan y4yeTa u BbigayM neyaTten, WTAMNOB C
nsobpaxeHnem NocypapctBeHHoro Fepba Pecny6aumku
KasaxcTaH u cneunanbHO WTeMnesibHOM KpacKu
Komy BblAaHO
HanmeHoBaHue
HaumeHoBaHUA u CTRYRTYPRe Npumedarue,
OTTUCKM nevaTen noApasasnenan. laTa OTMEeTKM 06
N U WTaMAOB C ocymeCTBnnmmerov BO3BpaTa YHUYTOXEHUU
XpaHeHue nevaTen o
W P Oamunmna u laTta u " neyarteu,
usobpaxeHmem WTaMroB ¢
n.n ) WHULMabI pacnucka pacnucka wTtamnos w“
FocyAapCTBEHHOTO py3o6paxeHnem 3
' Tepb6a P 6 [OJKHOCTHOTI O B B cneunanbHowm
epba Pecnybnukun rocypapcTBeHHOro 5
KasaxcTaH Fepba P 6 Nmua-nony4yaTena noaydveHuu NpUeme  WTEMNEILHON
epba Pecnybnuku Kpackw
KasaxcTaH #
cneuvanbHom
WTemMnenbLHoM
Kpacku
1 2 3 4 5 6 7

OopmaT A4 (210X297)



MpunoxeHune 16
K TunoBbIM npaBufiaM AOKYMEHTUPOBaHUA
W ynpaBfieHUA AOKYMeHTauuein
B roCyAapCTBEHHbIX U

HerocynapCTBeHHbIX
opraHusaumax
dopma
XypHan y4yeTa u Bbijayu nepbeBbIX aBTOpyYek,
3anpasJ/ieHHbIX cneuuasibHbiMU YepHuiamu
Gamununa wn
HanmeHoBaHue
NHULMaNbI
CTPYKTYpHOro JllonkHoCTb M MpumedvaHue,
JO/IXHOCTHOT O
noapasaeneHus, i damununa nuua, flaTa laTa oTmeTKa 06
N ocywecTBnawwero ’ nony4uBeliero BO3BpaTa YHUYTOXEHUU
) ocylecTBAAKWEr O Bblga4un wu N
N XpaHeHue nepbeByHl " nepbeBoW
n.n nepbesbiX xpahernne aBTOpYy4K pacrucka acnucka aBTOPYYKHU
. p nepbesbix PYy4Ky, B p py >
. aBToOpyuek, 3anpasJieHHY B 3arnpas/ieHHOM
aBTopy4ek, nony4eHuu
3anpasJieHHbIX cneuuanbHbiMu npueme  creunanbHbIMU
3anpaBJieHHbIX
cneumanbHbiMu YyepHuIamu YyepHuUamu
cneunanbHbIMK
YyepHuIamu
YyepHuUIamu
1 2 3 4 5 6 7

dopmaT A4 (210X297)

MpunoxeHune 17
K TunoBbIM npaBujiam AOKYMEHTUPOBaHMUA
W ynpaBfieHUAa LOKYyMeHTauuein
B roCyAapCTBEHHbIX U
HerocyaapCcTBEHHbIX
opraHusaumax

®opma

Ha3BaHWe opraHunsauunun

AKT




(mara)

MecTo u3paHuAa

(Ha Ka3axckoM A3bike)

Mpuema-nepenayn

neyaTHoO-61aHOYHOM

npoaykuuu, nevaTei,

WwTamMnoB, noanexawunx

3auuTe, CpeacTB 3aWUTh

AOKYMEHTOB U

perncTpaumMoHHbIX Y4YeTHbIX

dopM K HuMm

OcHOBaHMe: HOPMaTUBHbLIN NPaBOBOW aKT WAW WHOW [OKYMEHT,

ﬂOCﬂyXMBmMﬁ OCHOBaHUeM AnAa COoCTaBJ/ieHMA aKTa.

CocTaBneH KoMUCCuMeln B cocTaBse:

Mpeacepatens KoMUCCUU

AO/KHOCTb, WHULUWanNbI, ¢ammnmn

YneHol Komuccum: 1.

AO/KHOCTb, WHULUWanNbI, ¢aMMﬂMﬂ

2.

JONIKHOCTb, WHWLMAbL, Gamuaus

nepepan

HaumeHoBaHue opraHu3auum (CTPYKTYPHOro noapaspenieHus),

ocylwecTBAAKWEro nepenavy)



HaumeHoBaHMe opraHuzauun (CTPYKTYpHOro noapasfefieHud),

ocyuecTBAwwero anEM)

1. Hencnonb30BaHHYyW neHaTHo—6naHquyw npoaykuuw, noanexaulywo

3aumnTe (oTAENbHO MO BUAaAM), Cepuu c N no N B KoJsin4yecTtBe

3K3eMnnApoB.

(undpamn n nponucbr)

2. AKTbl O BblgeneHum K YHUHYTOXEHUH UCNOPHEHHbIX 3K3eMNnaAapoB

neyaTHo-61aHOYHON MpoAyKUUM, Moajexalein 3awuTe,

(paTbl, HoOMepa,

KOMN4eCcTBO 3K3eMnnApoB akKToOB MO Buaam 6ﬂaHKOB)

3. NeyvaTtun c usobpaxeHuem FocypapcTBeHHoro lepba Pecny6avku

KasaxcTaH B Ko/iu4yecTBe WTYyK.

(undpamn n nponucbr)

4., lltamnbl ¢ u3o0b6paxeHunem FocypapcTBeHHOro Fepba Pecny6auku

KasaxcTaH B Ko/iu4yecTBe WTYyK.

(undpamn n nponucbr)

5. CpeactBa 3awuThl AOKYMEHTOB:

(HaumMeHOBaHMA CpeaCcTB 3aWMThl)

B Ko/in4yecTBe WTYyK.

(undpamn n nponucbr)

6. PernmcrpaunoHHble y4eTHble GOpMbI:




(BMAbI perucTpauMOHHBIX YYeTHbIX

¢opM, MX HOMepa MO HOMeHKAaType Aen, HoMepa TOMOB, AaTbl NepBoOW W

nocneaHei 3anucu, KOJUYECTBO JIMCTOB)
CocToAHME y4yeTHON paboTbl C MevaTHO-6/aHOYHOM npoayKuuen,
nevyaTAMM, WTaMNamMu, MNOANEXAWMMM 3awMTe, U CpeAcTBaMU 3aWMThI

[LOKYMEHTOB

(obwan xapakTepucTuKa COCTOAHUA Yy4eTHOU paboThl)
Nepepan (a) nognucb PacwuudpoBKa Noanucu

MpuHan (a) noanucb PacuudppoBka nognucu
CocTaBnieH B _____ 3k3emnasape (ax):

1-n sk3emnnap: B gene N

2 sk3emnndAp: (agpecar)

Mpencepatens KOMUCCUKM MOAMUCH pacmm¢pOBKa noanncum

YneHbl KOMUCCUU MOAMUCH pacmm¢pOBKa nognucu

OopmaT A4 (210X297)

N!

MecTo
ZENELTE

MNpunoxeHne 18
K TunoBbIM npaBufiaM AOKYMEHTUPOBaHUA
W ynpaBfieHUA [LOKYyMeHTauuein
B rOCyAapCTBEHHbIX U
HerocyaapCcTBEeHHbIX
opraHusaumax



dopma

HauMmeHOBaHWe OpraHusauuu

AKT
Ne
(mata)
MecTo u3aaHuA
(Ha Ka3axckoM fA3blke
WU WHOM f3blke)
YTBepxaaw

HavmeHOBaHUe [O/MKHOCTHU
pyKOBOAUTENA OpraHu3auuu

Pacundposka
(nu4HaA noanucb) noanucu
LaTa

O BbiAeNIeHUN K YHUHTOXEHUH
MCNOpYeHHbIX 3K3eMMIApoB
ne4yaTHoO-6/1aHOYHOW NPOAYKLMM,
noanexauemn

3awuTe

OCHOBaHMEe: HOPMATMUBHLIA MPAaBOBOW aKT WA WHON AOKYMEHT,
NOCNYXWBWWIA OCHOBaHWEM AN COCTaBJIeHUA aKTa.

CocTaBneH KoMnccuen B cocTaBe:

Mpepncepatenb KoMuccuu

JOMKHOCTb, WHMUMaNb, $Gamunus

YneHol kKomuccumn: 1.

JO/KHOCTb, WHUUManb, damunusa

2.

JO/XHOCTb, WHUUManb, damunusa

OTO6paHbl K YHUYTOXEHUW WUCMOpPYEHHbIE SK3EMNAApPH CaeAyHuux BUAOB
nevyaTHo-61aHOYHOW MpOAYKLMM, NOANEexalwen 3awuTe:

) Cepua un Homepa Konn4ecTBO 3K3emMnaApoB
Ne HaumeHOBaHue Buaa
) - 3K3eMnaAapos MCMNOPYEHHbIX
N nevyaTHO-6M1aHOYHOI - -
nevyaTHo-61aHOYHOW nevyaTHo-61aHOYHOWM MpumeyvaHue
n.n nNpoaykuuu, . .
- npooyKuuun, noanexawen npoaykuuu, noanexauwen
. noasexawen 3awuTe
3aumTe 3aumTe
1 2 3 4 5
UToro MCNOPYeHHbIX 3K3eMnaApoB MnevyaTHO-

(unppamn u nponuckio)



6/1aHOYHOW MpOoAyKUMM, MNOoANexawen 3awuTe.

CocTaBneH B 3k3emnnsape (ax):

1-n sk3emnnap: B gene N

2 sk3emnnAp: (agpecar)

Mpeacepatens Komuccum noanucb PacumppoBka noanucu

YneHbl Komuccumn noanuck PacumppoBku noanucen

OTMEeTKM B XypHanbl yyYeTa U BblAa4yuM MevyaTHO-61aHOYHON npoayKuuu,

noanexawen 3awMTe, BHECEHbl, MCMOPYEHHble SK3eMMifApbl B KOMYECTBE

YHUYTOXEHbI NyTeM

(undpamn u nponucbl) (BUL YHUYTOXEHMUA)

HaumeHoBaHMe po/mkHOCTU noanucb PacuudpoBKa
[laTa noanucu

OopmaT A4 (210X297)

Ne Ne HavmeHoBaHMe Buaa neyvyaTHO-6NAHOYHOW NpoAyKuuu,
n.n. noasexawen 3aumTte
1 2

MpunoxeHue 19

Cepua n Home
3K3eMnaApos
neyaTHo-6naH
npoaykuuu,
nogsiexauemn
3awmnTe

K TUnoBbIM MpaBuiam LOKYMEHTUPOBaHUA
W ynpaBieHUA LOKYMeHTauwuei
B rOCYyAapCTBEHHbIX W
HerocyAapcTBeHHbIX

OopraHunsaumnax

dopma

Ha3BaHWe OopraHunsauun

AKT

(pata)

MecTo u3gaHua

(Ha Ka3axckom sA3blke
WKW MHOM A3bIKe)

YTBepxaaw

HavmeHoBaHne A0KHOCTH

pyKoBOAUTENA OpraHusauuu
Pacundposka



(nu4Haa noanucb) noanucu
NaTa

O BbiAeNIeHUUM K YHUYTOXEHUI
ne4yaTtel ¥ WTaMNOB,
nognexawmx sawuTte

OCHOBaHMEe: HOPMATMBHbLIA MPAaBOBOW aKT WA WHON AOKYMEHT,
NOCNYXWBWNIA OCHOBaHWEM AN COCTaBJieHUA aKTa.

CocTaBneH KoMuccuen B cocTase:

Mpeacepatens KOMUCCUM
JOMKHOCTb, WHMUMaNb, damunus

YneHol komuccum: 1.

JO/KHOCTb, WHUUManb, damunusa

2.

JOJIXHOCTb, WHUUManb, damunua

OTOo6paHbl K YHUYTOXEHUW Cleywuue MeyvyaTu M WTaMmnbl, nogjaexawue
3aumTe:

HaumeHoBaHue KonnyecTtBo MpumeyaHue

H:¢

CocTaBneH B _____ 3k3emnaspe (ax):
1-1 ak3emnnap: B pene N
2 sk3emnndAp: (agpecar)
Mpeacepatenb Komuccum nognucb PacuuppoBka noanucu
YneHol KOMUCCUM nognucb PacumppoBKM nognucei
OTMeTKM B XypHan BHECEHbl, MeyaTu W WTammbl, MoANexawue 3auuTte, B
KonmyecTBe WTYK YHUYTOXEHbl MyTem .
(undpamn n nponucbl) (BUL YHUYTOXEHMUA)
HaumeHoBaHMe [ONXHOCTU noanucb PacumuppoBka noanucu
llaTa
OopmaT A4 (210 X 297)

Ne Ne

an HaumeHoBaHue KonnyecTso I}

MpunoxeHne 20
K TunoBbIM npaBu/iaM AOKYMEHTUPOBaHUA
W ynpaBfieHUA LOKYyMeHTauuein
B roCyAapCTBEHHbIX U



HerocypaapcTBeEHHbIX
opraHu3sauuax

dopma

Ha3BaHWe opraHunsauunun

AKT

(mata)

MecTo u3paHuA

(Ha Ka3axckoM A3blke
WM MHOM s3biKe)

YTBepxagaw

HaumeHoBaHMe AOAKHOCTU

pyKOBOAMTENA OpraHusauuu
Pacuundposka

(NMyHas noanucb) noanucu

haTa

O BbiJeNIeHUN K YHUHTOKEHUK
CpeAcTB 3aWuThl AOKYMEHTOB

OCHOBaHME: HOPMATMUBHLIA MPABOBOW aKT WAW WHON AOKYMEHT, MNOC/YXUBLWMWMA
OCHOBaHMEM O/ COCTaBJ/IEHUA aKTa.

CocTaBneH KoMnccuen B cCoCTaBe:

Mpepcepatenb KOMUCCUM
JOJXKHOCTb, WHUUManNb, damunua

YneHol Komuccun: 1.

OOMKHOCTb, WHMUManb, damunus

2.

JO/KHOCTb, WHUUManb, damunus

OTO6paHbl K YHUYTOXEHUW caeaywwme BuAbl CPeAcTB 3alWMThl JOKYMEHTOB:

HanmeHoBaHue KonunyecTtBo MpumeyaHune

CocTaBneH B ___ 3k3emnaspe (ax):
1-i sk3emnnAp: B gene N
2 sk3emnnsp: (agpecat)
MpeacenaTtens Komuccum noanucb PacuudpoBka noanucu
YneHbl KOoMMccuUM noanucb PacumdppoBkM noanuceit
OTMeTKM B XypHansl y4eTa N BHeCeHbl, CpeAcCcTBa 3awuTbl



JOKYMEHTOB YHUYTOXEHbI NyTeMm

(BUAbI YHUYTOXEHUS)

HaumeHoBaHWe AOMKHOCTU noanucb PacuuppoBka moanucu
HaTa

OopmaT A4 (210X297)

Ne Ne
- HaumeHoBaHue Konun4yecTtso [
1 2 3 4
MpunoxeHue 21
K TunoBbIM nNpaBufiaM AOKYMEHTUPOBaHUA
W ynpaBJieHUA AOKYMeHTauuewn
B rocyfapCTBEHHbIX U
HerocyaapCcTBEHHbIX
opraHusaumax
dopma
Ha3BaHWe opraHu3auuu
AKT
NQ
(nata)
MecTo u3gaHua
(Ha Ka3axckoM fA3blke
WU UHOM f3blKe)
YTBepxaato

HaumeHoOBaHWe [ONXHOCTU
pyKOBOAUTENA OpraHu3auum

Pacuundposka
(nM4yHaa nognucb) noanucCH
[aTa

O BbiAeNIeHUN K YHUYTOXEHUH
HeUcnonbL30BaHHOW
ne4yaTHo-61aHOYHOM
npoaykuumn, noanexauen
3aumTe

OcHoBaHue: HOpMaTMBHbIﬁ I'IpaBOBOVI aKT WU WHOMU AOKYMEeHT,
ﬂOCI'Iy)KVIBllIVIVI OCHOBaHueM AnAa COoCTaBJ/ieHMA aKTa.
CocTaBneH KoMuccuen B cocTase:



Mpepncepatenb KoMuccuu
JOMKHOCTb, WHMUMaNb, $Gamunus
YneHol kKomuccum: 1.
JO/KHOCTb, WHMUManb, damunusa
2.
JO/KHOCTb, WHUUManb, damunusa

OTO6paHbl K YHUYTOXEHUW yTpaTuBLME B CBA3M

(nukBugaumeit, peopraHusaumein) (opuumanbHoe HauMeHoBaHWe
npakTU4yeckoe 3Ha4YeHue creaylwume BUabl

rocyAapCTBEHHOro opraHa (opraHusauuu)
HEeMCNnoNb30BaHHOW NeYyaTHO-61aHOYHO| NPOAYKUMK:

e HaumeHoBaHue Bupa Cepua u Homepa >3kK3emnaAapoB Konm4yecTBo
nevyaTHo-61aHOYHOM nevyaTHo-61aHOYHOM HEeNCcnosib30BaHHbIX
npoayKuuu npoayKuuu 3K3eMnaApos

1 2 3 4

UToro HENCMNONb30BaHHLIX 3K3EMNAAPOB

(undpamn n nponucbr)
neyaTHO-61aHOYHOW MpoAYyKUMM, Moajexalei 3awuTe.

Mpeacepatenb Komuccum nognucb PacuudppoBka noanucu

YneHol KOMUCCUM nognucb PacumppoBKM nognuceit

OTMEeTKM B XypHanbl yyYeTa W BblAa4yuM nevyaTHO-6/1aHOYHON NpoayKuuu
BHeCeHbl, HeucCnosb30BaHHble 3K3eMnApbl B KOauM4ecTBe
(undpammn n nponucbr)

BECOM __ KI YHUYTOXEHbl nyTem .
(BUA YHUYTOXEHUSA)

HaumeHoBaHMe AONKHOCTU nognucb PacuudppoBka noanucm
JaTa

OopmaT A4 (210X297)

MpumeyaHue yo e

n.n.

Cepua n Home

Ne Ne - 3K3eMnnAapoB
HaumeHoBaHMe BUAA MevYaTHO-6/JaHOYHOW NpoayKUuM
n.n. neyaTHo-6n1aH
npoAyKunu
1 2 3

MpunoxeHue 22

K TUnoBbIM MpaBuiaM LOKYMEHTUPOBaHUA
W ynpaBieHUA LOKYMeHTauwuei
B rOCYAapCTBEHHbIX W
HerocynapcTBeHHbIX

OopraHunsaumnax



®opma
OpuumanbHoe HauMMeHOBaHWE OpraHu3auuu

HOMEHK/NIATYPA AEN

plain N
(paTa) (uHpexc)

YTBepxgaw
- HaumeHoBaHWe AOMKHOCTHU
r 1
KOBOAUTENA OpraHu3auuu
| Ha rog Py A P H
Pacundposka
(An4Haa noanucb) noanucu
JllaTa
3arosoBok
WHpekc pena KonnuyectBo pen ( Cpok xpaHeHua pgena (Toma, 4acTu) #u Npumevanme
N UMeYvaHu
fena (Toma, TOMOB, 4acTeil) HOMep MYHKTa MO MepeYHio
4acTu)
1 2 3 4 5

HammeHOoBaHuMe [ONXKHOCTHU

pykoBoauTena cayx6bel J0Y noanvcb PacuudppoBka noanucu
laTa

Busbl pykoBoauTenen CTPYKTYpPHbIX noapasgeneHui
CornacosaHa CornacoBaHa

npoTtokosiom U3K (3K) npoTokosiom MK

opraHvsaumm rocyfapCTBEHHOro apXuBHOIO
yuypexaeHua

(paTta u Homep npoTokona) (AaTa M HOMep NpPOTOKONA)
UToroBaAa 3anucb O KaTeropuAx M KoaudecTBe pen,
3aBefleHHbIX B roay

B Tom 4ucne
Mo cpokam XpaHeHus Bcero
nepexoadwnx ¢ oTtmeTkon "IMK"



MocToAHHOr O
BpemeHHoro (cBbiwe 10 neT)
BpemeHHOro (A0 10 neT BKAKWYUTENbHO)

UToro:

HavmeHoBaHue AOSKHOCTU
pykoBoautena cayx6oel [0Y noanvcb PacuudppoBka noanucu
laTa
UToroBsble cBefeHUA nepefaHbl B apXUB OpraHu3auuu.
HanmeHoBaHMe AONMKHOCTHU
paboTHuKa nepepaBuwero noanucb PacuuppoBka noanucu
cBegeHua JlaTta
OopmaT A4 (210 X 297)

MpunoxeHue 23
K TuWnoBbIM NpaBuiiam AOKYMEHTUPOBaHUA
U ynpaBfieHUA AOKYyMeHTauuen
B rocyAapCTBEeHHbIX K

HerocynapCTBeHHbIX
opraHu3sauuax
dopma
JIUCT-3ABEPUTE/Ib JENA
doHp N Oonucb Ne Deno N
B peno noawuTo U NPOHYMEpOBAHO nmct (oB), B TOM
yucne:

nuTepHole NN nucTos

nponyuweHHsle NN* nncToB

NPOHYMEpOBaHHbIE YUCTble JINCThI

+ NIMCTOB BHYTPEHHeil onucwu

Y4TeHO OOKYMEHTOB B BUAE BOXEHWA M MPUIOKEHUN, He nognexawmnx
HyMmepauuu

(pa3HOBMAHOCTU AOKYMEHTOB M UX KONMYECTBO)

0co6eHHOCTM GopMUpOBaHUA, OPOpMIEHUA, PU3NYECKOTrOo COCTOSHUA U yyeTa

NN¢ nucToB
OOKYMeHTOB Jena



W O NOUVTL D WN B

13.
14.
15.
16.
17.

Bpowwpbl U gpyrue nevyaTHble U3[aHUA
JincToBkMK

Bblpe3sku u3 raset
OTKPbLITKK

KoHBepThI
Mapku no4ToBble
Mapkn rep6oBble

llITemnenn no4YtoBble U Apyrue
CneuuanbHble MOoYTOBbIE OTMETKMU
Cypry4Hble, MacTU4Hble Me4vaTu
®OTOAOKYMEHTHI

KapTbl, nnaHbl, 4YepTexu M Apyraa HaydHo-TexHU4eckaa LOKYMeHTauuA
PucyHkn, rpaBwpbl, akBapenu
ABTOorpadbl BuAHbIX JeATenen
CKNeeHHble NNCTb

YTpaTa 4acTu NMCTOB

YracawwmMn TekcT

HaumeHoBaHue AONKHOCTU nuua, PacuuppoBka
3anosiHMBIWEro JIMCT-3aBepuTenb Aena noanuCb NOAMUCKU
laTa
MpumeyaHue.
1. JiucTt-3aBepuTenb COCTaBAAETCA A/ y4yeTa KoAuMyecTBa JIUCTOB B
fene n ¢ukcaumm ocobeHHOCTel UX Hymepauuu.
2. JlncTt-3aBepuTesib COCTABNAETCSA Ha OTAENbHOM nucTte (AMcTax) u
nogunBaeTcs B KOHUe Aena.
3. B nucTe-3aBepuTesie ykasbiBaeTcA UMPpaMM M NPOMUCHH KONMYECTBO
NPOHYMepOBaHHLIX JIMCTOB Aena U oTAeslbHO, 4Yepe3 3Hak "+" (nnwc),
KOJIM4EeCTBO JIMCTOB BHYTPEHHENH ONUMCKU [JOKYMEHTOB pAena.
4. B nucTe-3aBepuTesie OTMEYaKWT Cliefylumne 0COHEHHOCTU Hymepauuu,
odpopmsieHnA U PU3N4ECKOro COCTOAHUA AOKYMEHTOB Aena:
1) cpepcTBa no4yToBOro obpaweHus (Mapku BCeX BUAOB, KOHBEpPTHI,
OTKPbITKW, 6NaHKM, WTemMnenu, WTammnbl, MJoM6bI);
2) neyaTu U UX OTTUCKHU;
3) aBTorpadsl BUAHbIX FOCYAAPCTBEHHbIX M OOWeCTBEHHbIX AesATeneil,
feAaTenei Hayku, TEeXHWUKU U KyNnbTypbl;
4) $OTOAOKYMEHTbI;
5) pUCYHKMW, FpaBiopbl U aKBapesu;
6) KpynHodopMaTHbe AOKYMEHTbI;
7) CKNneeHHble NUCTbI, MOBpPEXAEHUA AOKYMEHTOB;
8) NUCTbl C Hak/leeHHbiMU ¢oTorpaduamMn, AOKYMEHTaMW;
9) KOHBEpPTbl C BJIOKEHUAMU WU KOJNIUHECTBO BJIOXEHHbIX B HUX JINCTOB
(npeameToB) ;
10) AOKYMEHTbl, WUMeHlWue CaMOCTOSTesIbHYHW HyMepauuw (B TOM 4ucie U
Tunorpadpckue matepuansl), W KOJIUYECTBO UX AUCTOB (CTpaHuy).
5. Ecnn Ha ofHOM nMCTe Aena umeeTCA HECKONbKO ocobeHHOCTeMl
odopmneHna AOKYyMeHTa, TO B rpade 2 nucTa-3aBepuTens NpocTaBAAETCS
HOMep 3TOro /JMCTa NPOTUB KaxAoW no3uuumn rpadsl 1.
6. Ecnu B JOKYMeHTe Ha OJHOM JIMCTE WMMEeTCSA HeCKOJIbKO MapoK U



MHbIX MaTepuanoB, TO B rpade 2 B ckobkax mocse HoMepa /MCTa gena
YyKa3blBaeTCA UX KOAMYECTBO.

7. Ecnn B pene vmewTCcA npegmeThl, HyMepauuAa KOTOPbIX HEBO3MOXHA
n3-3a ocobeHHOCTel MaTepuana, U3 KOTOPOro OHU WUCMOAHEHb (CTekso,
MeTann, TKaHb W Apyrve), To B rpade 2 yKasblBawTCA HOMepa JIUCTOB,
Mexay KOTOpbIMM HaxXOAUTCA AaHHbIN npeameT.

8. Bce nocnegywumne M3MeHeHMA B COCTaBe M COCTOAHUM Jena
(noBpexaeHue, 3ameHa MNOAJIMHHLIX [OKYMEHTOB KOMWUAMU, MpUCOEAUHEHUe
HOBbIX AOKYMEHTOB) OTMeYakwTCs B /IUCTe-3aBepuTesie CO CCbUIKON Ha
COOTBETCTBYWWUIA aKT.

9. Jluct-3aBepuTesb He HymepyeTcA.

OopmaT A4 (210 X 297)

MpunoxeHne 24
K TunoBbIM npaBufiaM AOKYMEHTUPOBaHUA
W ynpaBfieHUA LOKYyMeHTauuein
B FOCyAapCTBEHHbIX U

HerocyaapCcTBEHHbIX
opraHusaumax
dopma
BHYTPEHHAA ONMUCb
AoKyMmeHTOB gena N
N N [lenonpou3BOACTBEHHbIM  [laTa 3aronoBok Homepa nucTtos
MpumevaHue

n/n WHOEeKC LOKYMeHTa [OKYMeHTa nena



UToro NINCTOB [AOKYMEHTOB
(unmdpamm n nponucbr)

KonmyecTBO NUCTOB BHYTpEHHeH onucu
(undpamm u nponuceio)

HaumeHOBaHUe [OMXHOCTU uua,
3anoJIHMBILIEr0 BHYTPEHHKWK OMUCb
AOKYMEHTOB jAena noanucb PacuudppoBka noanucu
laTa

OopmaT A4 (210 X 297)

MpunoxeHue 25
K TunoBbIM npaBuiiam AOKYMEHTUPOBAHUA
W ynpaB/ieHUA AOKYyMeHTauuen
B roCyAapCTBEHHbIX K

HerocyaapCTBEHHbIX
opraHusaumax
dopma
Oonucb pen
OpuuManbHOe HauMeHoBaHWe YTBepxAaw
CTPYKTYPHOrO nofpasgesieHna HaumeHoBaHMe [OXKHOCTU PYKOBOAUTENA
OpraHuW3auun CTpYKTYpPHOro MoapasfeneHus
Pacuudposka
(nNM4Haa nognucb) noanucu
laTa
Onucb N 3a rog (bl)
N!
. . CpoK XpaHeHusA Konn4yecTtBo
N WHpekc 3aronoBok pAena KpanHue pathl
fena (Toma, nuctoB B gene ( MNpumeyaHue
n/ nena (Toma, 4acTtu) (TomMa, 4YacTu)
4yacTu) TOoMe, 4acTu)

n



B AaHHyl onucb BHeceHo Jden c N __ no N __,

(unmdpamm n nponucbr)

B TOM 4ucne:

NInTepHble HoMepa:

nponyuieHHble Homepa:
HaumeHoBaHue A[ONKHOCTU Nuua, noanvcb PacuudpoBka noanvcu
cocTtaBuTena onucu Jlata

PykoBoguTenb cayxbsl noanucb PacuuppoBka noanucu
Aoy [aTa

PaboTHuK noanucb PacumuppoBka nomnucu

apxvBa opraHusauumm [JlaTa

MpumevaHue.

B onucu pen MOCTOAHHOrO XpaHeHuAa rpady 5 He 3anosiHAWT.
OopmaT A4 (210 X 297)
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