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OG0 yrBepxnennu [IpaBun npreMa, XpaHEHHUS, ydeTa M HCIOI30BaHUA JOKYMEHTOB
HammonansHOro apxuBHOro GoHIa ¥ APYTHX apXHBHBIX JOKYMEHTOB BEIOMCTBEHHEIMU H
JaCTHBIMH apXHBAMHU

[Tpuxa3z Munuctpa KyasTypsl u ciopta Pecniyonuku Kazaxcran ot 25 aBrycra 2023 rona Ne
235. 3apeructpupoBan B MunuctepctBe roctuninu Pecnyonuku Kazaxcran 28 aBrycra 2023
rozxa Ne 33338

B cootBercTBUM ¢ moanyHKTOM 247-3) myHkrta 15 Ilonmoxenuss o MuHucTepcTBe
KyJbTypbl u crnopra PecnyOnuku KazaxcTaH, yTBEpKIEHHOrO IOCTAHOBJICHUEM
[IpaButrensctBa PecnyOnuku Kazaxcran ot 23 centsiops 2014 roma Ne 1003
I[TPUKA3BIBAIO:

1. YrBepaute IIpaBuna npuema, XpaHeHHs, y4€Ta U HUCIOJb30BAHUS JOKYMEHTOB
HannonansHoro apxuBHOro oHAa M APYTrUX apXUBHBIX JOKYMEHTOB BEJOMCTBEHHBIMHU U
YaCTHBIMU apXUBaMHU COTJIACHO MPUJIOKEHUIO K HACTOSIIIEMY MPUKA3Y.

2. KomureTy apXuBOB, JOKYMEHTALlUH U KHUKHOTO Aeia MUHHCTEPCTBA KYJIbTYpPbI U
cnopta Pecriyonnku Kazaxcran B yCTaHOBJIIEHHOM 3aKOHOJATENbCTBOM MOPSAKE 00€CTIEUNTH:

1) rocynapCTBEHHYIO PETUCTPAIMIO HACTOSAIIETO MpUKa3a B MUHUCTEPCTBE FOCTULIMU
PecnyOnuku KazaxcraHn;

2) B TeueHHE TpeX pabodyux JHEH MOCJe ero BBEJCHUS B JICHCTBHE pa3MeEIIeHUE
HACTOSIIEro MpHUKa3a Ha HUHTEpHET-pecypce MUHUCTEPCTBA KYJIbTYphI U criopTa PecryOnnku
Kazaxcran;

3) B TeueHHe TpeX pabouux JHEH MOCie UCTIOJHEHHS] MEPOTIPUITHM, MPEyCMOTPEHHBIX
HACTOSIIUM MYHKTOM, TpeJcTaBieHue B JlemapTaMeHT HOPUANMYECKON CIyKObI
MuHnuctepcTBa KynbTyphl U cniopta PecrnyOnuku Kazaxcran cBeneHuit 00 MCIOTHEHUU
MEPOIPUATHH.

3. KoHTpoab 32 MCIOTHEHHEM HACTOSIIEr0 MPHUKa3a BO3JOXKUTh HAa KypPUPYIOIIETO
BHIIEe-MUHHCTPA KyJIbTYpHI U criopta PecyOnuku Kazaxcras.

4. Hacrodmmi npuka3 BBOAUTCS B IEMCTBUE MO UCTEYEHHUU JIECATH KAJIECHIAPHBIX JTHEU

IIOCJIC JHA €T0 IIEPBOI0 0(1)I/IIII/IaJIBHOFO 0Hy6J’II/IKOBaHI/IH.
MuHHCTp KYJIBTYPEI H CIIOPTa

A O
Pecriy6nkn Kazaxcran pazos

"COI'JTACOBAH"

"COT'JIACOBAH"
MunuctepcTBO UHGOPMAIIUU

MUHHUCTEPCTBO CENBCKOT0 X03sCTBA
¥ 00IIECTBEHHOTO Pa3BUTHS

Pecniy6nmkn Kazaxcran
Pecny6onuku Kazaxcran

"COI'JTACOBAH" "COI'JTACOBAH"
I'enepansnas Ilpokyparypa MHUHHCTEPCTBO IIPOCBELICHUS
Pecnybnmkn Kaszaxcran Pecnybnmkn Kazaxcran



"COI''TACOBAH"
MuUHHCTEPCTBO 3PaBOOXPAHEHHS
Pecniyonuku Kazaxcran

"COI'JTACOBAH"
Bepxosnsrit Cyg
Pecniyonuku Kazaxcran

"COT'JIACOBAH"
MunucrepcTBO HPUHAHCOB
Pecny6mmku Kazaxcran

"COTI'’JTACOBAH"
Ciyx6a rocy1apcTBEHHOMH OXpaHbI

Pecny6onuku Kazaxcran

"COT'JIACOBAH"
Bricmias ayauropcekas nanarta

"COI'JTACOBAH"
MuHHCTEPCTBO HHOCTPaHHBIX JeTl
Pecny6nmku Kazaxcran

"COI'JTACOBAH"
KomureT HanmoHanbHOH 9KOHOMHUKHU
Pecnyonuku Kazaxcran

"COT'JIACOBAH"

MunncTepcTBO MU(PPOBOTO PA3BUTHSI, HHHOBALIUH
¥ a3POKOCMHYECKON MPOMBIIIICHHOCTH
Pecnyonmku Kazaxcran

"COI'JTACOBAH"

MUHHCTEPCTBO 3KOJIOTHH, TEOTOTHH
1 TIPUPOIHBIX PECYPCOB
Pecny6mmkn Kazaxcran
"COI'JTACOBAH"

MUHUCTEPCTBO HAYKH

U BBICIIEr0 00pa30BaHus
Pecniyonuku Kazaxcran

"COI'JTACOBAH"

ATEHTCTBO MO 3aIlUTe

U Pa3BUTUIO KOHKYPEHIUU
Pecnyonuku Kazaxcran
"COT'JIACOBAH"

ArenrcTBo PecryOnuku Kazaxcran
10 PETYITUPOBAHUIO U PA3BUTHIO
(hMHAHCOBOTO PHIHKA

"COI''TACOBAH" Apxus Ilpesunenra PecryGnmkn
Kasaxcran

"COI'JTACOBAH"
Koncrurynnonnsriii Cyx

"COI'JTACOBAH"
MuH#CTEpCTBO TPyAa

U COITUANTLHOM 3aIUTHI HACEICHUS
Pecny6nuku Kazaxcran

"COT'JIACOBAH"
MuHHCTEPCTBO HHAYCTPHH

¥ MTHPPACTPYKTYPHOTO Pa3BUTHSA
Pecniyonmku Kazaxcran

"COT'JIACOBAH"
MunnctepcTBO 000pOHEI
Pecny6mku Kazaxcran
"COT'JTACOBAH"

VYmpasnenue aenamu [pesunenra

Pecny6onuku Kazaxcran

"COI'JTACOBAH"

MI/IHI/ICTepCTBO TOPIroOBJIM U UHTCTpallun

Pecny6nmku Kazaxcran

"COI'JTACOBAH"

MUHUCTEPCTBO MO YPE3BbIYANHBIM CUTYALUAM

Pecny6mku Kazaxcran

"COI'JTACOBAH"

MUHHCTEPCTBO HAIIMOHAJIBHOW 0€301MacHOCTH

Pecny6nuku Kazaxcran

"COT'JIACOBAH"
MUHHCTEPCTBO BHYTPSHHUX JEIT
Pecniyonuku Kazaxcran

"COI'JTACOBAH"
MUHUCTEPCTBO IHEPTETUKHI
Pecnyonuku Kazaxcran

"COI'JTACOBAH"
ArenrcTBo PecryOnuku Kazaxcran
TI0 IeJIaM TOCyJapCTBEHHOM CITyKOBI

"COI'JTACOBAH"

ATEHTCTBO MO CTPATETUYECKOMY
IUTAHUPOBAHUIO U pehopmam
Pecniyonmku Kazaxcran

"COI'JIACOBAH"
ArentcrBo Pecriyonmuku Kazaxcran

10 IPOTUBOCHCTBUIO KOPPYIILIUU

"COI''TACOBAH"
PI'Y "HaunoHanbHbIH OaHK

Pecniy6onmuku Kazaxcran"

"COI'JTACOBAH"



Pecny6mmkn Kazaxcran Anmnapat Beiciero Cyneonoro Cosera
Pecniyonmku Kazaxcran

"COT'JIACOBAH"
ArenrctBo PecrryOnmuku Kazaxcran
10 GUHAHCOBOMY MOHHTOPUHTY

[Ipunoxenue k NpuKasy
MHUHHUCTp KyJIBTYPHI ¥ CIIOPTA
Pecny6mmkn Kazaxcran
ot 25 aBrycra 2023 roma Ne 235

IIpaBuna mpueMa, XpaHEHH, yIeTa H HCIIOJB30BaHUA JOKyMEeHTOB HamoHaIbHOrO apXHBHOTO
¢$oHIa U APYTHX apXHBHEIX JOKYMEHTOB BEOMCTBEHHBIMH M JACTHBIMH apXHBAMU

I'maBa 1. OOnmue moMoKEHHUS

1. [IpaBuna npuema, XpaHeHuUs1, y4eTa U HUCIOJb30BaHUA JOKyMEHTOB HanumonanbsHOrO
apXxuBHOTO (POHAA U JPYTUX aApPXHUBHBIX JIOKYMEHTOB BEIOMCTBEHHBIMH M YaCTHBIMH
apxuBamu (nanee — IlpaBuiia) paszpaboTaHbl B COOTBETCTBUHU C 3akoHamu PecrnyOinku
Kazaxcran "O Hamumonansnom apxuBHoM Qonjie u apxuBax" u "OO0 2JIEKTPOHHOM JOKYMEHTE
1 AJIEKTPOHHOM 1TudpoBOM moanucu".

2. IlpaBuna omnpenensrOT MNOPSAOK MpHEMa, XPAHEHUs, y4eTa M HCIOJb30BAHUS
nokyMeHtoB HamumonansHoro apxuBHoro ¢gonpaa (namee — HA®) u npyrux apXuBHBIX
JOKYMEHTOB BEJIOMCTBEHHBIMU U YACTHBIMU apXHBaMHU (J1aJie€ — apXUB OPraHU3aLUN).

3. OCHOBHBIE NOHATUS, UCTIOIB3YEMbIE€ B HacTOosIUX [IpaBumnax:

1) uHdOpMaIIMOHHOE MHCBMO — JOKYMEHT, COCTaBJIEHHBIA Ha OJIaHKE MHCbMa
Opra"u3alMy II0 3alpocy MOJIb30BaTeNsd WM WHULIHATUBE AapXWBa OpraHU3aLNH,
co/iepKalluii MHPOpMAIUI0O O XPAHSUIUXCSA B apXMBE JOKYMEHTaxX MO ONpeAeIeHHON
mpobiieMe, TeMe;

2) apxuBHas CHpaBKa — JOKYMEHT, COCTaBJICHHBII Ha OJIaHKE MUChbMa IOPUANYECKOTO
nuna (manee — OpraHu3alliu), COAePKAMUi HE0OX0ANMY0 (PU3MUECKUM U IOPUIUICCKAM
JUIaM MH(OpMAIUIO ¢ YKa3aHWEM apXHUBHBIX MU(POB U HOMEPOB JIMCTOB €IUHUI] XPAHESHUS
T€X apXUBHBIX JIOKYMEHTOB, Ha OCHOBAHMU KOTOPBIX OHA COCTaBJIEHA, HMMEIIINI
IOPUANYECKYIO CHITY (TIOTHHHUKA);

3) apxuBHasi KOMHUSI — KOMHSI, TOCIOBHO BOCIIPOU3BO/IAIIASL TEKCT apXUBHOIO JIOKYMEHTA,
C yKa3aHHEM apXUBHOTO HIM(pa U HOMEPOB JHCTOB €IWHULIBI XpaHEHUs, 0pOpMIICHHAs B
COOTBETCTBHUHM C MYHKTOM 295 Hacrosamux [IpaBui;

4) TemaTtuyeckas MogO0OpPKa KOMHUM apXUBHBIX JOKYMEHTOB — CHCTEMaTU3HPOBAHHBIH
KOMIUJIEKT KONHWH AapXUBHBIX JOKYMEHTOB WJIM HMX YacT€dl IO ONPEIEIIEHHOW TEME,
MOATOTOBJICHHBIN apXUBOM OpPraHU3alMH I10 3alpoCy MOJb30BaTelsd WM HHUIIMATHBE apXUBa
OpraHu3aluy;

5) ynopsigoueHue apXuBHbIX JOKYMEHTOB (Jjajiee — yopsioueHue) — KOMIUIEKC padoT 1Mo
(GOpMHUPOBAHUIO apPXMUBHBIX JOKYMEHTOB B €AMHHIBI XpaHEHUS (Jena), ONMHCAHUI0 U



OoQOpMIICHUIO TaKUX EJMHMI] XpaHEHHUs (Jed) B COOTBETCTBHUU C 3aKOHOJATEIbCTBOM
Pecny6niuku Kazaxcran o HA® u apxuBax;

6) XpaHWINIIE apXUBHBIX JOKYMEHTOB (apXMBOXpPAHWIIHIIE) — CHEHHUAIBHO
000pyI0BaHHOE XpaHWIHIIE (TOMEIEHUE) AJI1 XPAHEHHS ApXUBHBIX IOKYMEHTOB;

7) TEMaTUYECKUN NIEPEUYECHb APXUBHBIX JOKYMEHTOB — CUCTEMATU3UPOBAHHBIA KPATKHIA
VI AaHHOTUPOBAHHBIN MEPEUYEHBb 3ar0JIOBKOB aPXUBHBIX IOKYMEHTOB, €AMHULL XPAHEHUS 110
ONpEJEICHHON TEME C yKa3aHUEM MX AT U apXUBHBIX MIHU(PPOB, COCTABICHHBIN MO 3aMpoCcy
I10JIB30BATEISI MJIM MHULIMATHUBE apX1Ba OpraHU3aLiy;

8) apXUBHBIN yKa3aTellb — ApXUBHBINA CIIPABOYHUK, IPEACTABIISAIONINI cO00i aipaBUTHBIM
, CUCTEMaTUYECKUM WM COCTABIICHHBIM 110 MHOMY IPHU3HAKY MNEPECUYCHb HAUMEHOBAHUM
MPEIMETOB, YIOMHUHAEMbBIX B apXUBHBIX JTIOKYMEHTAX, C YKa3aHUEM UX IMOMCKOBBIX JIaHHBIX;

9) apxuBHas BBINIKUCKA — IOKYMEHT, COCTABJIEHHbBI Ha OJIaHKE MUChbMa OpraHU3alluH,
JOCJIOBHO BOCHPOM3BOASAIINN YacThb TEKCTa apXHUBHOIO JOKYMEHTA, OTHOCSUIMUCS K
onpeaeneHHoMy (hakTy, COOBITHIO, JIHILY, C YKa3aHHUEM apXUBHOIO MIM(pa 1 HOMEPOB JIMCTOB
€IUHULIBI XPAHECHUS;

10) apxuBHbIA WIHPpP — 0003HAUEHUE, HAHOCUMOE Ha KAXKIYI0 €AUHUIY XPAHEHUs C
LeNbI0 OOecreueHus ee yueTa u UIeHTU(UKALINY;

11) apxuBHOE f1€710 — chepa AeATENbHOCTU (PUINYECKUX U IOPUIUUECKUX JIMILI, CBSI3aHHAS
¢ ¢opmupoBanuem HammonansHoro apxuBHoro ¢onmga Pecnmybmuku Kazaxcras,
o0pa3oBaHUEM apXMBOB, AapXMBHBIX (OHIOB U KOJUIEKIMH, oOpraHu3aiuei coopa,
KOMIUIEKTOBAHHMS, YIOPSAJOYEHHUs, XPaHEHHs, y4yeTa M HCHOJIb30BaHUS apPXUBHBIX
JOKYMEHTOB;

12) oco0o ueHHBI AOKYMEHT — apXuBHbIM NOKyMeHT HA®d, koTophlii mMeeT
HEMPEeXOJAIIYI0 MCTOPUKO-KYJIbTYPHYI0 M HAyYHYI LEHHOCTb, OCOOYIO Ba)XHOCTb JJIsI
o0l11ecTBa U TOCYapCTBa;

13) aynuoBusyanbHas JAOKYMEHTALUs — KOMIUIEKC JOKYMEHTOB, COJEpIKalluX
1300pa3uTEIbHYI0 U (WJIK) 3BYKOBYIO MH(GOPMAIIUIO, CO3JaHHBINA C TOMOIIBIO TEXHUUECKUX
CPEIICTB;

14) ynpaBieHdeckas JOKYMEHTAIUsI — KOMIUIEKC JOKYMEHTOB, MUCIOJIb3YEMbIX MpHU
peanu3alryd OCHOBHBIX (DYHKIMI YNpaBi€HUs OpraHu3auuu (opraHu3alusl, IJIAHUPOBAHUE,
peryJinpoBaHue, KOHTPOJIb);

15) BeAOMCTBEHHBI apXUB — YUYPEXKJICHUE WU CTPYKTYypHOE MOJApa3ieieHHUe
roCyJapCTBEHHOI'0 IOPUIUYECKOro JIMIA, OCYLIECTBIISIIOUIME cOOp, YMOpsAI0UYCHHUE,
BPEMEHHOE XpaHEHHE, yYEeT, UCIOJIb30BAHUE APXMBHBIX JOKYMEHTOB M TOCYJapCTBEHHBIN
yueT 1oKkymMeHToB HAD;

16) nayuno-cipaBouHnbiii anmnapat (nanee — HCA) — COBOKyITHOCTh OMMCaHUN apXUBHBIX
JOKYMEHTOB B apXHMBHBIX CIPABOYHMKAX, MPEJHA3HAYEHHBIX [JI TOHUCKAa apXHWBHBIX
JOKYMEHTOB U COZEp KalIeiicsi B HUX JIOKYMEHTHON MHGOpMaIINH;



17) cucrema HCA — KOMILUIEKC B3aMMOCBSI3aHHBIX U B3aUMO/IONIOTHAEMBIX, CO3/IaBa€MbIX
Ha €JIWHOW HAy4YHO-METOJWYECKOM OCHOBE apXMBHBIX CIPABOYHHUKOB O COCTAaBE H
COJIep>KaHNH ApXUBHBIX JTOKYMEHTOB;

18) HayyHO-TeXHHMYECKAsl JOKYMEHTAIUsI — KOMIUIEKC JIOKYMEHTOB, (PMKCHUPYIOIINX
MPOIECC U PEe3yiabTaThl HAYYHOW, HAYUYHO-TEXHUUYECKOM, MPOU3BOJACTBEHHO-TEXHUYECKOM,
MIPOEKTHOM, CTPOUTEIBLHON U MHOMN JEATEIbHOCTH;

19) yacTHBIN apXUB — HETOCYIAPCTBEHHOE OPUINYECKOE JTUI0 WU €ro CTPYKTYpPHOE
no/ipasziefieHre, OCyIIECTBISIIONINE cO0p, MPHUOOPETeHHE, KOMIJIEKTOBAHKE, YIIOPSI0UCHUE,
XpaHEHHE, YUeT W UCIOJb30BAHUE APXUBHBIX JOKYMEHTOB WU apXUBHBIX JOKYMEHTOB
(U3UYECKOro JIMIa, BOZHUKIINX B PE3YJIBTATE €T0 IEATEILHOCTH, COOpa U IPUOOPETCHUS;

20) opraHuzanus XpaHEHHS JOKYMEHTOB — CHCTEMa MEPONPHUATHH, BKIIOYaroIIas
palnoHaIbHOE PA3MEIICHUE JTOKYMEHTOB, KOHTPOJIb 32 WX JBIDKCHUEM W (U3UUIECKUM
COCTOSIHUEM, KOMUPOBAHUE JOKYMEHTOB C IEJbI0 CO3/IaHMs CTpaxoBoro ¢ouga u ¢onaa
MOJb30BaHMS, BOCCTAHOBJIEHHE (PECTaBpALMIO) NEPBOHAYAIBHBIX WM OJIU3KHX K
NEpBOHAYAIBHBIM CBOMCTB M BHEIIHUX MPU3HAKOB JOKYMEHTOB, HOABEPTIINXCS
MOBPEXKCHUIO WIH Pa3pyLICHUIO;

21) skcnepTu3a 1IIEHHOCTH JTOKYMEHTOB — HUCCJIEOBAaHUE JOKYMEHTOB HAa OCHOBAHUU
KPUTEPUEB UX LIEHHOCTH B IIEJISIX YCTAHOBJICHUS! CPOKOB XpaHEHHS JOKYMEHTOB M 0TOOpa UX
JUIs1 BKIroueHus B coctaB HA®;

22) OTIyCK IOKyMEHTa (MHChbMa) — FK3EMIUISP UCXOJSAIIETO TOKYMEHTA, OCTAIOIIMUICS B
JieJie OpraHu3aluu-aBTopa;

23) onuch J1e7 JOKYMEHTOB — apXUBHBIN CIIPABOYHUK, MPEAHA3HAYEHHBIN JIJIS1 PACKPBITUS
COCTaBa U COJEPKaHUS €IUMHULl XPAHEHUSI, 3aKPETUICHHS UX CUCTEMATU3allMU U YUETa;

24) MeTagaHHbIE — CTPYKTYpPHUPOBAHHBIE JaHHBIE, OMUCHIBAIOIINE KOHTEKCT, COAEPKaAHUE
U CTPYKTYPY DJEKTPOHHOT'O JTOKYMEHTa, MpeJHa3HAuYCHHBIC JI1 €ro UACHTUu(DUKAIUU U
MOMCKA, a TaK)K€ IMPOLIECChl YNPaBICHUS Ha MPOTSIKEHUU BCEro >KU3HEHHOrO IMKIa
JIOKYMEHTA,

25) eauHUIla XpaHEHUS — y4e€THasl €JUHUIA, MPEACTaBIsIOmas coooi Guzndecku
000CO0JICHHBI JTOKYMEHT WJIM COBOKYIHOCTb JOKYMEHTOB, MMEIOIIAas CaMOCTOSITEIbHOE
3HAYCHMUE;

26) y4eT TOKYMEHTOB B apXMBE OpraHU3aIlMy — YCTAHOBJIEHHUE KOJUYECTBA U COCTaBa
apXMBHBIX JOKYMEHTOB B €MHUIIAX yueTa U (PUKCAIUS MPUHAMJIC)KHOCTH KKIOWU €MHUIIBI
y4eTa K OINpeAeICHHOMY KOMIUIEKCY U 00IIeMy UX KOJIMYECTBY B YUETHBIX JOKYMEHTAX;

27) ¢aitn — uaeHTUPUIUPOBAHHBI OOBEKT HA 3JIEKTPOHHOM HOCHTENE,
MOJIIEPKUBAEMBIA ONEPALMOHHOW CHCTEMOM, B CpPEelie KOTOPOM OCYIIECTBIISIETCS CO3/aHUE
o0bekTa U (WIK) obecreurnBaeTCs JOCTYI K HEMY;

28) ¢opmupoBaHuEe nen — TPYNNHPOBKA HCIOJHEHHBIX TOKYMEHTOB B Jeja B
COOTBETCTBUM C HOMEHKJIATYPOM JI€Jl U CUCTEMATU3aLMENl JOKYMEHTOB BHYTPH J€N1a;



29) nuct-3aBepuTeNb Jiena — JOKYMEHT, coepkaimuii nHopMaIuo 00 0COOCHHOCTIX
cojaepkaHusi U (OPMUPOBaHMS OINPEIEICHHOIO Jiela B apXMBE OPraHU3allMH, BKIIOYas
KOJIMYECTBO MPOHYMEPOBAHHBIX CTPAHMI] KaXKIOTO JeNa;

30) 2JIEKTPOHHBIN apXUB — COBOKYITHOCTh APXUBHBIX JIEKTPOHHBIX IOKYMEHTOB;

31) PAEKTpOHHBIN apXUBHBIA JOKYMEHT — JOKYMEHTHpOBaHHas HHoOpManusi,
IpEe/ICTaBIICHHAs B JIEKTPOHHOU (hopMe U 3aBepeHHas JIEKTPOHHON HU(PPOBON MOIMUCHIO (
nanee — OIIII), koTopass MOXKET ObITh UAECHTU(PUIIMPOBAHA U MOMJICKUT XPAHEHUIO B CUITY
3HAYMMOCTH YKa3aHHOW WH(MOpMAINH I 00111eCTBA U TOCYAapCTBa;

32) undopmaionHasi cuctema 3JieKTpoHHoro apxusa (gaynee MC DA) — opraHuzaiiuoHHO
YIOPSAOUYCHHAsT COBOKYMHOCTh HWH()OPMAIIMOHHO-KOMMYHHUKAIIMOHHBIX TEXHOJIOTUH,
00CITy>KHBAIOIIET0 NEPCOHANa U TEXHUYECKON JOKYMEHTALMH, PEATU3YIOIINX ONpeieICHHbIE
TEXHOJOTHYECKUE JICHCTBUS TMOCPEACTBOM WH(MOOPMAIIMOHHOTO B3aWMMOACHCTBUS U
peIHa3HAYeHHBIX JJIsl pelIeHUs KOHKPETHBIX (DYHKIIMOHAJBHBIX 3a/1ad B cpepe apXUBHOTO
7ieJ1a U JOKYMEHTAIIMOHHOTO 00eCIeUYeHNUs;

33) SNeKTPOHHBIM HOCUTENbh — MaTEepPUAJbHBIA HOCUTENb, MPEIHA3HAUYCHHBIN IS
XpaHeHHsI nH(OpPMAIMKU B 3JIEKTPOHHOU (hopMe, a TaKkKe 3allMCU UM €€ BOCIIPOU3BEACHUS C
MTOMOIIbIO TEXHUYECKUX CPEJICTB;

34) 2JIeKTPOHHBIA JOKYMEHT — JOKYMEHT, B KOTOpOM MH(OpMaIus mpeacTaBieHa B
AIEKTPOHHO-ITU(POBOH hopme U yaocToBepeHa nocpeactsom DI,

35) uHbOpMAIIMOHHBIN MAKeT AIEKTPOHHBIX JTOKYMEHTOB (Ae1) — HHPpOpMaIlMOHHBIN
00BEKT OMPEJEICHHON CTPYKTYpbl, MEpPeJaBacMblii MO CETEBBIM KOMMYHUKALMSIM WU
TEJICKOMMYHUKAIIUSIM KaK €IMHOE 11eJI0€;

36) Murpanus 31eKTPOHHOIO JOKyMEHTa — IPOLIeCcC MepeHoca dJIEKTPOHHBIX JOKYMEHTOB
U3 OJIHOM MPOTPaMMHO-ANNapPaTHONW CPEJIbl WU C OJJHOTO HOCUTENS MH(OPMAIIUU B IPYTYIO
cpedy WJIM Ha APYrod HOCHUTENIb NPU COXPAHEHUHM HX MOJJIUHHOCTH, LEIOCTHOCTH,
HaJIE)KHOCTU U yA00CTBa B UCIIOJIb30BaHUY;

37) KoHBepTAaIMs JIEKTPOHHOTO JOKYMEHTA — IPe00pa30BaHUE UCXOHOTO JIEKTPOHHOTO
JOKYMEHTA MOCPEICTBOM U3MEHEHHS €ro popMaTa ¢ COXpaHEHUEM CTPYKTYPBI U COACPKAHHUS
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38) nneKkTpoHHAasi perucTpalioHHas KOHTpojbHas kapTouka (nanee — DPKK) —
AIIEKTPOHHBIM JOKYMEHT C YYETHBIMHU JIaHHBIMU O JIOKYMEHTE IO YCTaHOBJIEHHOU (opme,
(uKcHUpyoLIEel ero peKBU3UTHI;

39) 31eKTpOHHOE A0 — CaMOCTOSTENbHAs €IUHULIA XPAHEHUS 3JIEKTPOHHBIX
JIOKYMEHTOB U UX METAJIaHHBIX, JIOTHYECKH OOBETMHEHHBIX B MPOIIECCE arperaiui;

40) smynsanus — BOCIPOU3BeACHUE pabOThl OJHON CHCTEMBI CpeJICTBaMM APYroi 6e3
noTepu (QYHKIMOHAJIbHBIX BO3MOXKHOCTEH U MCKaXEHUH pe3yJbTaTOB C IEJbI0
BOCIIPOU3BEEHUS SJIEKTPOHHBIX TOKYMEHTOB.

4. B cOOTBETCTBUU C BO3JI0’KEHHBIMU HA OPTraHU3AIMIO 3a/1ayaMi U QYHKIUSAMU, a TaKKe
COCTaBOM 00pa3yeMoi B €€ AeSTENbHOCTU JOKYMEHTAIIMH CO3/1at0TCs:



1) apxuB ynpaBiIe€HYECKOU IOKYMEHTAIlMU, B TOM YHUCJIE 3JIEKTPOHHBIX JOKYMEHTOB;
2) apXMB ayJJMOBU3YaJIbHOU TOKYMEHTAlMHU, B TOM YUCJE 3JEKTPOHHBIX JOKYMEHTOB;
3) apXuB HayYHO-TEXHUYECKON JOKYMEHTALIUH, B TOM YUCJIE AJIEKTPOHHBIX IOKYMEHTOB.
5. Hanuonaneubiii apxuB PecnyOnuku KaszaxcraH, 1ieHTpajibHble TOCYJAapCTBEHHbIE
apXuBbI, TOCYJJapCTBEHHBIE apXUBHI 00JaCTEi, TOPOIOB, PalioHOB U MX (unmuansl (manee —
rocynapcrTBeHnble apxuBbl), ApxuB Ilpesunenra PecnyOnuku Kazaxcran oxasbiBaioT
OpraHM3alysAM METOANYECKYIO IIOMOIIb 110 BHEAPEHUIO HacTosmux [Ipasui.
6. B opranuszanuu, mWITaTHBIM paclUCaHUEM KOTOPOW HE MPENyCMOTPEHBI IITATHBIC
JOJKHOCTH paOOTHUKOB apXuBa, MPUKA30M PYKOBOJUTENSL OPraHU3alMU Ha3HAYAETCs JIUIIO,
OTBETCTBEHHOE 34 BEICHUE apXHBa.

I'maga 2. Ilopsnok mpueMa Jel1, ZJOKyMEHTOB
ITaparpa¢ 1. ITopsnok nprema Jiel1, JOKyMEHTOB Ha XpaHEHHE

7. ApxuB opraHu3aliy IPUHUMAET JeNa, TOKYMEHTHI MOCTOSIHHOTO, BPEMEHHOI'O CPOKa
XpaHEHHUsI ¥ 10 JINYHOMY COCTaBy, 00pa30BaBIIHECS B MPOLIECCE AEATEIbHOCTH OPTraHU3ALIMH.
[Ipu peopranu3anvl OpraHU3alUU JOKYMEHTHI TMEPENaroTCS B YNOPSAIOYCHHOM BHJIE
MIPaBOINPEEMHUKAM.

8. IlpueM nen, JOKYMEHTOB B apXUB OpPraHU3allMU OCYIIECTBISAECTCA €KEeroaHo. B
OpraHu3alii, UMEKIIeH CTPYKTypHBIE NOApa3/e/iCHUs, MpPUEM JOKYMEHTOB B apXuB
OpraHu3alu OCYUIECTBISAETCA B COOTBETCTBUU C YTBEPXKIACHHBIM PYKOBOJUTEIEM
OopraHu3aluy rpa@uKkoM nprema J0KyMEHTOB B apXUB OpraHU3aIUU.

JIOKyMEHTBI IIepeIatoTCsl B apXUB OPTaHU3aIMKY HA HOCUTENSAX, HA KOTOPBIX OHU CO3/IaHbI
(Oymara pa3nuyHbIX BUJIOB, B TOM umuciie (oToOymara, Kajibka, MJIeHKa, MATHUTHBIE JICHTHI,
AIEKTPOHHBIE HOCUTEIH).

9. Ilpu nmpueMe Ha XpaHEHUE YIPABICHYECKOW JOKYMEHTAllMM PaOOTHHK apXuBa
OpraHU3alliy B MPUCYTCTBUU JIUIIA, OCYILECTBIISIFOLIETO Mepeiady JOKYMEHTOB, TPOBEPSET:

1) Hanuume Aea MOCTOSIHHOTO, JOJTOBpeMEHHOro (cBhiie 10 jeT) XpaHeHHs U 1O
JUYHOMY COCTaBY B COOTBETCTBUU C OMKCHIO A€l CTPYKTYPHOTO TOIpa3IeiIeHUS;

2) Hanu4uue eyl BpeMeHHOTo (10 10 JeT BKIIOYUTEIBHO) XPaHEHUS 110 HOMEHKIJIAType 1€

3) HyMeparuro JIMCTOB JIeN ¢ JAHHBIMH 110 OIUCH eI CTPYKTYPHOTO MOAPA3/ICIICHHUS;
4) mpaBUIIBHOCTH 3aI0IHCHHS BHYTPEHHEH OMKMCH JOKYMEHTOB Jeia (P HaJIHYnK);
5) HaIM4Ke JTUCTa-3aBEPUTEIIS JICIIa;
6) COOTBETCTBHE PEKBH3UTOB OOJIOXKKH COOTBETCTBYIOIIMM 3aIHCSAM B OIHCH JICI
JTOKYMEHTOB CTPYKTYPHOT'O TIOIpa3c/ICHuUs;
7) usnueckoe COCTOSHUE JOKYMEHTOB.
10. IIpu mpuemMe ayauoBU3YyaabHON JOKYMEHTAI[MM Ha XpaHEHHE PAOOTHHK apXHBa
OpPTraHM3AIMH B IPUCYTCTBUH JIUIIA, OCYIIESCTRISIFOIIETO Mepeiady JOKYMEHTOB, TPOBEPSIET:



1) KOMIUIEKTHOCTh IOKYMEHTOB;

2) husmveckoe COCTOSTHUE TOKYMEHTOB;

3) KOMIUIEKTHOCTh COCTaBa MpHJIaraéMoi TEKCTOBOM COMIPOBOIUTENIBHOM IOKYMEHTAIUU.

B coctaB TeKCTOBOM CONMPOBOAUTEILHON JOKYMEHTAIIMN BXOISIT:

1) s KUHOJIOKYMEHTOB — aHHOTAllMM, MOHTAXXHbIE JIUCTHI, Pa3pelIUTEIbHbIC
YAOCTOBEPEHUS K 3aKOHUYEHHBIM IMPOMU3BEACHUSM, aKThl TEXHUYECKOTO COCTOSIHUS, 3alUCU
CBETOBBIX U I[BETOBBIX MACIIOPTOB,;

2) st GOTOAOKYMEHTOB — aHHOTAIINH;

3) nns GOHONOKYMEHTOB U BUJCOJOKYMEHTOB — aKThl TEXHUYECKOTO COCTOSHUSI, TEKCTHI
BBICTYIUJICHU, KaTaJOTH TPAMIUIACTUHOK, CIIMCKU BBICTYNAIONINUX, PELEH3UHU, CTAThbU U UHBIC
JIOKYMEHTBI, OTHOCSIIIIUECS K MPUHUMAEeMbIM (DPOHOJIOKYMEHTaM U BUJICOJJOKYMEHTAM.

11. ITpu mpueMe HayIHO-TEXHUYECKON JOKYMEHTAIIMU Ha XpaHEHUE paOOTHUK apXHBa
OpraHM3alyy B IPUCYTCTBUU JIMLA, OCYILECTBIISIIOLIETO Mepeiady JOKYMEHTOB, TPOBEPSIET:
1) KOMIJIEKTHOCTh JOKYMEHTOB (B COOTBETCTBUM C BEJOMOCTHIO CrelupUKAIUM,
cnenuukauen, coiep>kaHueM TOMOB, alTbOOMOB, KHUT M UHBIMH JIOKYMEHTaMH, B KOTOPBIX
nepevyucseHa Besl nepenaBaeMast T0KyMeHTaIus);

2) HaJIM4Yue YCTAaHOBJICHHBIX MOJINKUCEN U J1aT;

3) NpaBWIBHOCTH BBHIMIOJIHEHUSI OCHOBHBIX HAAMUCEN U TUTYJIHHBIX JTUCTOB;

4) ¢puzndecKoe COCTOSTHUE JOKYMEHTOB.

12. IlpueM 3JIEKTPOHHBIX JOKYMEHTOB B apXUB OpPraHU3allUM OCYIIECTBISAETCSA
MOCPEICTBOM WH()OPMAIIMOHHBIX CUCTEM, OOCCIEYMBAIOIINX COOIIO/ICHHE TPeOOBaHHMHA K
XPAHEHUIO 3JIEKTPOHHBIX JOKYMEHTOB.

13. DnexkTpoHHBIE JTOKYMEHTHI ME€pelalTcsi B apXWB OpraHu3aluu o
MHPOPMAIIMOHHO-TEIEKOMMYHUKAIMOHHON CceTH U3 HWH()OPMAIMOHHOM CHUCTEMBI
opranu3ainu B UHGOPMALIMOHHYIO CUCTEMY apXHBa OpraHW3allMu WK Ha 000COOJIEHHBIX
HOCUTENSAX OJHOKPATHOM 3amucu B TOM (opMare, B KOTOPOM OHU OBLIU CPOPMHUPOBAHBI,
OTHPABJICHBI WM MOJIYYEHBI, C 00€CTICYeHUEM OJTHOBPEMEHHOTO XpaHEHUsI C(POPMHUPOBAHHBIX
AIEKTPOHHBIX MU(PPOBBIX MOAMUCEN MO COOTBETCTBYIONUMH 3ICKTPOHHBIMU JJOKYMEHTaMHU.
DJIEKTPOHHBIE JOKYMEHTHI B ApXUB OPTaHU3ALMU IEPEAAIOTCS BMECTE C UX METAIaHHBIMH.

14. B ciyyasix ©3MEHEHHs] TPOrPAMMHO-AIIAPATHON CPebl U BbIX0J1a U3 YIOTPEOICHHUS
KOMITBIOTEPHBIX (HOPMATOB, TOBPEXKICHUSI HOCUTEIIS, ApXUB OpraHU3alMKi IIPOBOJUT paboTy
M0 KOHBEPTAIUU JIEKTPOHHBIX JTOKYMEHTOB B HOBbIE (hOpMaThl W/UIU MUTPAIIUU HA HOBBIE
HOCHUTEH.

Murpaiyo 10KyMEHTOB HEOOXOAUMO OCYIIECTBIIATH A0 TOT0, KaK YCTapeIOT TEXHOJIOTUU
¥ HOCcUTenu wHpopmanuu (Takue, KaK JUCKEThl, MarHUTHBIC JIEHTHI, ontudeckue CD- u
DVD-nucku), OT KOTOPBIX OHM 3aBUCAT. B 3aBUCHMOCTH OT TakuX (hakTOpOB, KaKk 00bEM U
JOCTYITHOCTh, MOKET OKa3aThCs MPEANOUYTUTEIbHBIM BBITIOJIHEHUE KOHBEPCUU WU MUTPALIUN
JOKYMEHTOB Cpa3y >Ke, KaK TOJIbKO CTaHET M3BeCcTHa IeneBas (KoHeuHas) cpena. Eciu
IIEHHOCTh JIOKYMEHTOB W/WJIH CBSI3aHHBIC C HUMU PUCKHU CUYUTAIOTCS JOCTATOYHO MaJbIMH, TO



OpraHu3alMs MOXET IMPEeJIouYecTb MOJ0XKJIaTh OO0 TeX IOp, MOKa Kakas-HuOyIb HHas
noOyauTenpHas NpUYrMHa (Hampumep, OOHOBJIEHUE MPOrpaMMHOI0 OOecleyeHus, 3aMeHa
CUCTEMBbI, IPUOOpPETEHNE WM CIUSHUE C MHOM OopraHu3aluell) He ciellaeT KOHBEPCUIO WU
MUTPALIMIO ONPaBIAHHOM.

15. ITpu npreme 3IEKTPOHHBIX JOKYMEHTOB (I€J1) B apXUB OPraHU3alMH OCYIIECTBIIAECTCS
IpOBEpKa JIEHCTBUTENHLHOCTH (HA MOMEHT ITPOBEPKH ):

1) OLII Ha omucH 3JIEKTPOHHBIX TOKYMEHTOB CTPYKTYpPHOTO MOApPA3JEICHUS
OpraHu3aluy C NMPUMEHEHUEM 3akpbIiToro kiaroua OIIII, BiagenpleM KOTOPOro SIBISIOTCS
OpraHu3alys Uix PyKOBOJUTENb CTPYKTYPHOIO MOAPA3IeICHUsI OpraHU3alllH;

2) OUII Ha BHyTpeHHEW ONMUCHU C MPUMEHEHHEM 3aKpbIToro kitova DI, Bragensuem
KOTOpPOT'O SIBJIAIOTCS OpraHu3anusi WM pPabOTHUK CTPYKTYPHOI'O TMOJpa3JeiIeHUs
OpraHu3aliy, COCTABUBIIME BHYTPEHHIOIO OIUCH.

[Tposepka aeiictButenbHocTH DLIT ocyiiecTBisieTcsa ¢ ucnoib3zoBanueM cpeactaa JIII,
UMEIOIET0 CepTU(HUKAT COOTBETCTBUSA, BBIJAHHBI B YJIOCTOBEPAIOLIEM LEHTPE
rocyaapcTBeHHbIX opranoB PecnyOnuku Kazaxcras.

[Ipu mpueme 3JIEKTPOHHBIX JOKYMEHTOB (/1€J1) paOOTHUK apXuBa OpraHU3alUH
nocpeacteoM MC DA nipoBepsierT:

1) cocTaB MeTalaHHbBIX 3JIEKTPOHHBIX JOKYMEHTOB (J1e1);

2) COOTBETCTBUE COCTABA AIEKTPOHHBIX JOKYMEHTOB (11€1), IepeIaBaeMbIX HA XpaHEHUE,
JAHHBIM COOTBETCTBYIOIIEH OMUCH HJIEKTPOHHBIX JOKYMEHTOB (11€J) CTPYKTYpPHOTO
MO/Ipa3/ICICHUS;

3) cooTBeTCTBHE 00bEMa MEPENAHHBIX DJIEKTPOHHBIX JTOKYMEHTOB (ZIe]1) 00BheMy,
YKa3aHHOMY B COOTBETCTBYIOLIEH OMHUCHU 3JIEKTPOHHBIX JOKYMEHTOB (JI€J1) CTPYKTYPHOTO
MIO/Ipa3/IECICHUS;

4) BO3MOXKHOCTb BOCTIPOU3BE/ICHUSI JIEKTPOHHBIX JOKYMEHTOB (11e);

5) oTCYTCTBHE BPEJOHOCHBIX KOMIIBIOTEPHBIX IPOIPAMM.

[Ipu npuemMe 371eKTPOHHBIX JTOKYMEHTOB (JIeJ1) HA ChEMHBIX HOCHUTEIAX MPOBEPSIOTCS
¢buznyecKoe U TEXHUUECKOE COCTOSIHIE ChEMHBIX HOCUTENEH, COOTBETCTBUE HHPOpMAIIUU Ha
ChEMHBIX HOCHUTENSAX JaHHBIM O CHEMHBIX HOCHUTENSIX W Pa3MEMIEHHH 3JIEKTPOHHBIX
JOKYMEHTOB (J1€J1) Ha Chb€MHBIX HOCUTEIISIX B METaJaHHBIX.

[Ipu npuemMe 3JIEKTPOHHBIX TOKYMEHTOB (JI€]1) MOCTOSSHHOTO XPaHEHUS MPOBEPSETCS
cooTBeTcTBHE PopMaToB (ailiIoB popMary noctossHHOTO Xpanenus PDF/A-1.

Jl1st 7IeKTPOHHBIX JOKYMEHTOB (J1€J1) MOATBEPKACHHUE MOUIMHHOCTH U LEIOCTHOCTH
BXOJSUIUX B HHUX DJIEKTPOHHBIX TOKYMEHTOB (€J) OCYLIECTBIISIETCS IYyT€M HPOBEPKHU
JNEeUCTBUTEIHLHOCTH (Ha MOMEHT NpoBepkH) cpeacts DLIIT.

Pe3ynpTaThl MpOBEPKH MOMJIMHHOCTUA U LIEJIOCTHOCTU COXPAHAKTCS B METaJaHHBIX
AIIEKTPOHHBIX JOKYMEHTOB (I€7), (OpMUPYEMBIX apXHBOM OpraHu3anuu. MeTamgaHHbIE
COJIEpKAT J1aTy MPOBEPKU U KOHTPOJBHBIE XapaKTEPUCTUKH, MOJITBEPKICHHBIE B MIPOLECCE
MIPOBEPKHU.



16. IIpuem 3J1EKTPOHHBIX JOKYMEHTOB (11€J1) B apXWB OpPraHU3allU¥ CUYUTAETCS
3aBEPIICHHBIM MIPU MOJIOKUTEIBHBIX PE3yJIbTaTax MPOBEPOK, MPOBEACHHBIX B COOTBETCTBUHU C
TpeboBaHusiMu yHKTOB 13-15 Hacrosmux [IpaBuin. B UC DA opranuzanuu ¢popMupyercs
aKT O MWTIpAIlMU U TEePE3anucu SJCKTPOHHBIX JOKYMEHTOB (1en) mo ¢dopMe COrjacHo
npuioxeHuto | k Hacrosmum [Ipasunam.

ITaparpad 2. ITopsamok npoBeACHNS SKCIIEPTHU3HI LIEHHOCTH JOKYMEHTOB B OQOpPMIICHHAA €€
PE3yNbTaTOB

17. Dkcneprr3a NEHHOCTH JOKYMEHTOB B apXHMBE OPraHHU3alliy IPOBOJUTCS B LEJSX
oTOOpa JOKYMEHTOB, OTHECEHHBIX K coctaBy HA®, moaroroBkm ux K Imepenade Ha
MIOCTOSIHHOE XPAaHEHHE B COOTBETCTBYIOIIMI TOCYJapCTBEHHBIN apxuB, ApxuB lIpe3unenta
Pecniy6nuku KazaxcraH, onpeneneHus CpOKOB XpaHEHHS JTOKYMEHTOB, HE OTHECEHHBIX K
coctaBy HA®, u BbIIeJI€HUS K YHUUYTOKEHHUIO JOKYMEHTOB U JI€J C UCTEKIIMMHU CPOKaMuU
XpaHEHUSL.

18. DkenepTr3a HEHHOCTH JOKYMEHTOB IPOBOJNUTCS HA OCHOBE:
1) 3akona Pecny6nuku Kazaxcran "O Hannonansnom apxuBHOM GoHIE U apxuBax';

2) TUMOBBIX WM OTPACJIEBBIX MEPEYHEN JOKYMEHTOB C YKa3aHUEM CPOKOB XpaHEHUs,
TUNOBON (NMPUMEPHON) HOMEHKJIATYpPHl JI€JI M HOMEHKJIATyphl JI€JI OpraHu3aluu 3a
COOTBETCTBYIOIIUH IIEPUOL;

3) METOIMYECKUX TOKYMEHTOB YIOJHOMOUYEHHOTO OpraHa B cepe apXuBHOTO jefa U
JOKYMEHTAI[MOHHOTO oOecneyeHus ymnpaBlieHHs (JajJee — YMOJHOMOYEHHBIH OpraH),
MECTHBIX HCIIOJIHUTEIbHBIX OPraHoB 0OJacTed, ropoAOB peclyOJMKaHCKOrO 3HAYEHUS U
cronuubl (nanee — MUO) u rocynapctBeHHbIX apxuBoB, ApxuBa [Ipesuaenta PecnyOnuku
Ka3zaxcran.

19. DkcnepTu3a HEHHOCTH TOKYMEHTOB IPOBOAMTCS IyTEM KOMIIJIEKCHOIO IPUMEHEHUS
KpUTEPHUEB IPOUCXOKICHHUS, COIEPKAHUS, BHEITHUX OCOOCHHOCTEHN TOKYMEHTOB.

K kputepusiM mpoucxX0X1€HU JOKYMEHTOB OTHOCSTCS:

1) poiib U MecTO OpraHu3alid B CUCTEME TOCYJapCTBEHHOTO YIIPABJICHUS WIU
KOHKPETHON oTpaciu (cdepe OeATeIbHOCTH), 3HAYMMOCTh BBIIOJHSAEMBIX €10 3a/1ad U
GbyHKLMNA, 3HaUeHHe (PU3UIECKOTO JIUIIA B KU3HU OOIIECTBA;

2) BpeMs U MeCTO 00pa30BaHus JOKYMEHTA.

K kpurepusiM conepxanusi JOKYMEHTOB OTHOCSTCS:

1) 3HAYUMOCTB COOBITHS (SIBJICHUS, PEIMETA), OTPAKEHHOTO B JOKYMEHTE;

2) 3HaueHHE cojlepxKalieiics B JOKyMeHTe MH(opMaluu, €e MOBTOPEHUE B MHBIX

JOKYMEHTaXx;

3) NOAIMHHOCTB, BUJ U PA3HOBUIHOCTh JJOKYMEHTA.

K kputepusm BHEIIHUX 0COOEHHOCTEH TOKYMEHTa OTHOCSTCS:

1) moAJIMHHOCTH JOKYMEHTA;



2) ropuaudecKkas JOCTOBEPHOCTh JOKYMEHTa (HaIHYne MOAMKUCH (3JIEKTPOHHOU ITU(POBOI
noanucu) DT 7oMIKHOCTHOrO JUIA U UHBIX PEKBU3HUTOB, corjacHo 3akoHy PecmyOnuku
Kazaxcran "O0 371eKTpOHHOM TOKYMEHTE U JJICKTPOHHOU mudpoBoi moamnucu");

3) dbopma pukcupoBaHus U Iepeaadn cojiepxKaHus UHGOpMaIuu;

4) 0cOOEHHOCTH MaTEPUAIBHOI'O HOCUTEISI IOKYMEHTA;

5) ocoGeHHOCTH (PU3UYECKOTO COCTOSHUSI IOKYMEHTA.

20. Ilpu skcnepTH3e LEHHOCTH AyIHOBU3YAJIbHBIX JOKYMEHTOB JONOJHUTEIBHO
NPUMEHSIOTCS CIEAYIOUINE Crielu(PUUECKUE KPUTEPHUHU:

1) Xy1o’kecTBEHHBIE TOCTOMHCTBA ayMOBU3YaIbHBIX JOKYMEHTOB;

2) KOMITO3MIIMOHHO-CIOXKETHAS LEIOCTHOCTh ayIMOBU3YaJIbHbIX JOKYMEHTOB;

3) BBIPA3UTENBHOCTh U OPUTMHAIBHOCTD ayJUOBU3YaIbHBIX JOKYMEHTOB;

4) cBoeoOpa3ue HocHTENIsS HWHPOPMAIUH, CIIOCO0 3allMCH M BOCIPOHM3BEIACHMS
nH(pOpPMAIINH, TEXHUYECKOE COCTOSTHUE ayIMOBU3YaTbHBIX JJOKYMEHTOB.

21. Ilpu npoBeNEHUMN HKCIEPTU3bI NEHHOCTH HAYYHO-TEXHUYECKOM JOKYMEHTAIIUU
JOTIOTHUTENIBHO TPUMEHSIOTCS CIEAYIOINE CrieuPruUecKue KpUTEpUn:

1) 3HaUMMOCTb MPOOIEMBI (TEXHOJIOTUH) UK 00BEKTa (IIPOEKTA, MOJEIH, KOHCTPYKIIHH,
TEXHOJIOTHH), OTPAKEHHOM B IOKYMEHTaX, HA MOMEHT BHEAPEHHUSI I Pa3BUTUSI KOHKPETHBIX
oTpacieil ¥ SJKOHOMUKH rOCyJapCcTBa B LEIOM;

2) nmpuUHIUIHANIbHAsT HOBU3HA, YHUKAIbHOCTh, OPUTHHAIBHOCTD PEIICHUS MPOOJIEMBI,
KOHCTPYKIIMH, TEXHOJIOTHH, IPOEKTA;

3) COOTBETCTBHE HAayYHO-TEXHHMYECKON JOKYMEHTAIlMM STAIHOCTH HAyYHBIX
UCCJIeIOBaHUM (CTAAMMHOCTU TEXHUYECKUX Pa3pabOToK).

22. Tlpu OpoBEAEHHM 3KCHEPTU3Bl LIEHHOCTHU SJIEKTPOHHBIX JOKYMEHTOB (J€)
JOTIOJIHUTENBHO PUMEHSIOTCA CIIeyIoIIHe crienupuIecKiue KpUTEPUH:

1) coxpaHHOCTh METaJIlaHHbIX;

2) ayTEeHTUYHOCTb 3JIEKTPOHHBIX JTOKYMEHTOB (A€);

3) orcyTrcTBHE AyOnupyronield nHPOpMAIMU B TOKYMEHTaX, IPUHATHIX Ha apXUBHOE
XpaHEHHUE.

23. Jlus opraHu3aluu 3KCHEPTH3bl LEHHOCTH JOKYMEHTOB M PACCMOTPEHHUS €€
pE3yNbTaTOB B OPraHU3aLMU CO3AaeTcs SKcnepTHas komuccus (nanee — 9K).

B rocymapcTBeHHOM oOpraHe, UMEKIIEM TEPPUTOPUAIBHBIE OpPTraHbl W/WIU
MO/BEJOMCTBEHHBIE OpraHU3allii, a TAKK€ OpraHU3alNH, UMEIOIIEed (uiIraibl, co31aeTcs
LEHTpajbHas 3KcrepTHas komuccus (naiee — [IOK).

24. IIDK (OK) sBnsiercst coBelIaTeNbHbBIM OPraHOM M JEHCTBYET Ha OCHOBAaHUU
IIOJIOXKEHUS, YTBEPKAAEMOT0 PyKOBOAUTEIEM OpraHU3aLNH.

25. DKcnepTr3a UEHHOCTH JOKYMEHTOB IPOBOJUTCS €KETOJHO B IUIAHOBOM IOPSJIKE
paboTHUKaMH apxuBa opraHuzaunuu. [IpoBeneHne 3KcrnepTH3bl LEHHOCTH JTIOKYMEHTOB B
OpraHu3aluu, SBJISIOUICHCA HWCTOYHMKOM KOMILJIEKTOBAHUS T'OCYJApPCTBEHHOTO apXUBa,
OCYILLECTBIJISIETCA TOJ METOJUYECKHUM PYKOBOJICTBOM M MPHU KOHCYJIbTATUBHOM IMOMOIIU



COOTBETCTBYIOIIIETO TOCYIapCTBEHHOTO apxuBa, Apxusa [Ipesunenra Pecyonuku Kazaxcran

[Tpu peopranu3zanuy (JUKBUIALMH) OPTaHU3ALMHU TPOBOJIUTCS BHEIIAHOBAS SKCIIEPTU3A
LIEHHOCTH.

26. Pemienus LIOK (3K) opopmitsitoTest mpoTOKOIaMH, yTBEPKAAEMBIMU PYKOBOJAUTEIEM
OpraHU3alxH.

Pewenusa LIOK (OK) nCTOUHMKOB KOMILIEKTOBAHMS TOCYJAPCTBEHHBIX apXHUBOB, ApXUBa
[Ipesunenta Pecriybnuku Kazaxcran yTBepK1at0TCsl pyKOBOJUTEIEM OPTaHU3AIUHU TTOCIIE UX
COTJIaCOBaHMS C COOTBETCTBYIOIIMMH IKCIIEPTHO-IIPOBEPOUYHBIMHU KoMUCcUsiMU (nanee — DIIK
), o0Opa3yeMbIMU pecyOIMKaHCKUMU TOCYyAapCTBEHHBIMU apxuBamu, ApxuBoMm [Ipesunenra
Pecny6niuku Kazaxcran, MUO.

27. ITpu npoBEAEHUY IKCIIEPTU3BI LIECHHOCTH JOKYMEHTOB OCYILECTBIISIFOTCS:

1) ananu3 coctaBa JOKYMEHTOB OPTaHU3ALNH;

2) oTOOp W MOATOTOBKA J€J MOCTOSIHHOTO CpOKa XpaHEeHWs [Jsi NepeJayd B
rocyaapcTBeHHbI apxuB, ApxuB Ilpesunenta Pecnybnuku Kazaxcrtan (11 HICTOYHHKOB
KOMILJIEKTOBAaHUS rocyJapcTBEHHOro apxuBa, Apxusa [Ipe3unenra Pecnyonuku Kazaxcran);

3) mpoBepka Haauyusd MNOJJIMHHBIX 3K3EMIUISIPOB JOKYMEHTOB M OIpPEAEIICHUE
CTPYKTYPHBIX TOJIpa3/IeleH i, B IeJla KOTOPhIX OHU BKJIIOYEHBI,

4) yTouHeHHE XapaKTepa MOBTOPSAEMOCTH, COoIepKallleicss B HUX MHPOPMAIUU B UHBIX
JOKYMEHTax, BUJ, (popMa 1 MOJHOTA OBTOPEHMSL.

Briienenue 10KyMEHTOB C MOBTOpsItoIIelics nHpopMaluei u 1yoaeTHBIX JOKYMEHTOB K
YHUUTOKEHUIO MTPOU3BOJAUTCS TOJIBKO MOCIIE CBEPKU MX C JOKYMEHTaMH, OTOOpaHHBIMU Ha
MIOCTOSIHHOE XPaHEHHUE.

28. Jlena Ha OyMakHBIX HOocHTeNsAx ¢ orMmeTkoi "DIIK", comepskamiue JOKYMEHTHI
MOCTOSTHHOT'O XpaHEHHMsI, MOoJAJieKaT nepeopMHUpoBaHUIO. BrineneHHble U3 UX COCTaBa
JOKYMEHTBHl IOCTOSHHOTO XpaHEHHs (QOpPMUPYIOTCS B OTIEJIbHBIE Jejia JHOOo
MPUCOEIUHAIOTCA K OJIHOPOJHBIM JejiaM IOCTOSHHOTO xpaHeHus. Jlema, coaepkaiue
OCTaBLIMECA JTOKYMEHThl BPEMEHHOI'O XPAHEHHMs, XPAHITCA B TEUEHHE YCTaHOBJIEHHBIX
CPOKOB.

[lepedopmupoBanue >IEKTPOHHBIX JOKYMEHTOB (JI€J1) OCYIIECTBISAECTCS aHAJIOTHYHO
nenaM Ha OyMa)KHbBIX HOCUTEJISIX.

DOneKkTpoHHbIE AOKYMEHTHI (nena) ¢ ormetkoi "OIIK", comepkamme TOKYMEHTHI
MOCTOSTHHOTO XpaHEHUsl, MPOCMaTPUBAIOTCs 0(aiiyioBo, B (aiiie — MOIUCTHO.

29. DkcnepTu3a UEHHOCTH AOKYMEHTOB HMPOBOAMUTCSA IMYTEM MOJUCTHOTO M (WIJIH)
no¢ailioBoro MpocMoTpa JOKYMEHTOB Jefa (ayauOBH3yaJlbHbIE€ JIOKYMEHTHI
IIPOCMATPUBAIOTCS HA MOHTaXKHOM CTOJIE WJIM 3KpPaHe, ay IMOAOKYMEHTBI IPOCIYIINBAKOTCH,
AIEKTPOHHBIE JOKYMEHTHI (JIeJ1a) IPOCMaTPUBAIOTCS).

30. B xoze npoBeieHNs 3KCIEPTU3BI ITPOBEPSIOT:

1) 060CHOBaHHOCTH BKJIFOUEHHUS B IaHHOE JI€JI0 IOKYMEHTOB;



2) IOPUANYECKYIO CHIIY JOKYMEHTOB (HaJu4yue PEKBU3HUTOB);

3) HanM4YKe U MPaBUIBLHOCTh O(DOPMIIEHHSI PEKBU3UTOB 00JIOKEK JEIT;
4) NpaBUIBLHOCTh HYMEpALUH JIUCTOB JIENA;

5) GUBUKO-XUMHUUYECKOE U TEXHUUECKOE COCTOSIHUE IOKYMEHTA.

IIpn mpocMoTpe (MPOCHYIIMBAHUM) U3 JI€JT U3BIMAIOTCS BTOPBIE U IOCIEIYIOIIHE
AK3EMILUIAPB JOKYMEHTOB, YEPHOBUKH, HEO(POPMIICHHBIE KOMUU JTOKYMEHTOB, €CIU HX
U3bATHE HE ObUIO MIPOBENICHO B CTPYKTYPHBIX MOAPA3ACICHUSX MIPU NOJATOTOBKE JOKYMEHTOB
K Mepe/laue B ApXUB OPraHU3ALNH.

BrisiBIeHHBIE HEAOCTAaTKH YCTPaHSAIOTCA paOOTHUKOM apxuBa opraHuzanuu. [lpu
HEOOXOJMMOCTH 3aroJIOBKU JIEJT YTOUHSIOTCS, JeJla PacIluBalOTCA U NepepOopMUPOBBIBAIOTCS,
OCYUIECTBIISIETCS IEPEHYMEpAaIs JIUCTOB B JIET€.

31. [lo pe3ynpTaTaM 3KCIEPTHU3bl IIEHHOCTU JOKYMEHTOB UM Ha OCHOBE OIHUCEH e
JOKYMEHTOB CTPYKTYPHBIX IOJPa3I€IC€HUIN COCTABIISIOTCS:

1) onucu Aen JOKyMEHTOB MOCTOSIHHOTO XpaHEHHUs 110 (DOPME COrIacHO MPUIIOKEHHSIM 2,
3,4,5,6,7, 8 k HactosmuM I[IpaBumnam;
2) OmUCH DJIEKTPOHHBIX JOKYMEHTOB (JI€J1) MOCTOSIHHOTO XpaHeHus o (opMe COTJIacHO
NpUI0KEeHUIo 9 Kk HacTosuMm [IpaBunam;
3) omnuch el 1Mo JUYHOMY COCTaBy 10 (hOpMe COTJIacHO MpUiIokeHHuto 10 K HaCTOSIIHUM
[IpaBunawm;
4) onuch IEKTPOHHBIX JTOKYMEHTOB (JI€J1) IO JINYHOMY COCTaBy MO (popMe COrIacHO
npunoxenuto 11 x Hacrosmum [Ipasunam;
5) omuck e, TOKyMEHTOB BpeMeHHOro (cBbie 10 neT) XxpaHnenus mno Gopme coriiacHo
npuinokeHuto 12 x Hacrosmum [IpaBunam;
6) OMKUCH JIEKTPOHHBIX JTOKYMEHTOB (71eJ1) BpeMeHHOTO (cBbImie 10 jeT) XxpaHeHus 1o
dbopme cornacHo npusoxkeHuto 13 k Hacrosmum [IpaBunam;
7) aKT O BBIAEIECHUM K YHUUYTOXKEHHUIO TOKYMEHTOB, HE MOJICKAIIUX XPAaHEHHIO, MO
dhopme cornacHo npuiioxkeHuto 14 x Hacrosmum [IpaBunam;
8) aKT O BBIACICHUU K YHUUTOKEHHUIO 3JIEKTPOHHBIX JOKYMEHTOB (J1e]1), HE MO IeXKAaIlNX
XpaHeHHUI0, 1o (hopMe COrIacCHO MpuiIokeHuto 15 k HacTosmuM [IpaBunam.

32. Ilpn mpoBeneHWH IKCHEPTU3bl LEHHOCTH HPOEKTHOW, KOHCTPYKTOPCKOM M
TEXHOJOTMYECKON JIOKYMEHTAllUM COCTaBJIAETCS MEPEUYEHb IMPOEKTOB U3AECIUM
MPOMBILIEHHOTO MPOU3BOACTBA U TEXHOJIOTMYECKUX MPOLIECCOB, OOBEKTOB IJIAHUPOBKH U
KaluTaJIbHOI'O CTPOUTENIHCTBA, HAYYHO-TEXHUYECKAs! TOKYMEHTALUS [0 KOTOPBIM MOJIJIEAKUT
nepeaadye Ha TOCYJAapCTBEHHOE XpaHEHHWe (Janee — mepedyeHn), mo ¢GopMe COrjacHo
npuioxenuto 16 k HacrosmuMm [IpaBunam.

33. [lepeyeHb COCTABIIAETCS HE PEXKE OJTHOTO pasa B IATH JIET.

34. CucremaTu3anusi IMyHKTOB MEPEYHS OCYILECTBISAETCS MO XPOHOJOTHYECKOMY,

TEMAaTUYECKOMY WJIM TEMATUKO-XPOHOJIIOTMYECKOMY ITPU3HAKY .



35. Ilepeuens yTBepkaaeT pykoBoautenb opranmzanuu u K pecnybnmkanckoro
rocygapcTBeHHOro apxuBa, Apxusa [Ipesunenra Pecnyonuku Kazaxcran wiim MUO nocne
cornacoBanus [{OK (OK) oprannzanuu.

[lepeuenb coctaBiseTcss B ABYX sKk3eMIuisipax. [locie ero yTBepkaeHUsi MepBbIid
DK3EMILUIAP HAIIPABIISIETCS B COOTBETCTBYIOIINI FOCY1apCTBEHHBIN apxuB, Apxus lIpe3nnenra
Pecny6nuku Kaszaxcran, Bropoit ocTaeTcsi B OpraHu3aliuu.

36. Ha ocHOBaHMU NEpeydHs MPOBOJATCS AalbHEWIIAs SKCIEPTH3a LEHHOCTU U
COCTAaBJICHUE ONHUCEMN JeJl, JOKYMEHTOB ITPOECKTHOM, KOHCTPYKTOPCKOM M TEXHOJIOTUYECKOU
JOKYMEHTAILMH 3JIEKTPOHHBIX JOKYMEHTOB (€e1).

JIns1 Hay4YHO-KCCIIEI0BATENIbCKOM U MATEHTHO-TUIEH3MOHHON TOKYMEHTAIINU MEPEUYCHb
HE COCTAaBJISIETCS.

37. Onucu aen JOKYMEHTOB, 3JIEKTPOHHBIX JIOKYMEHTOB (J1€J1) COCTABISIOTCS OT/IEIBHO
Ha KaXIbIM BHUJ HAYYHO-TEXHUYECKON [TOKYMEHTAIMU: MPOEKTHOM, KOHCTPYKTOPCKOM,
TEXHOJOTHMYECKOH, HAyYHO-UCCIEI0BATEIbCKONW, NATEHTHO-JTMLUEH3UOHHOW M HMEIOT
CaMOCTOSITEIbHBIH HOMEp ¢ [UPPOBBIM HHAEKCOM, OMNPEACHSIONIUM  BUJ
HAyYHO-TEXHUYECKON JOKYMEHTAILIUH.

38. Ilpu mpoBeneHUHM SKCHEPTU3bl IIEHHOCTH ayJIHOBHU3YaJIbHBIX JOKYMEHTOB
YUYUTBIBAIOTCS TMOJHOTA U CTENEHb COXPAHHOCTH KOMILIEKTA ayIHOBU3yaJIbHOTO JTOKYMEHTA,
HaJIMYue U KauyeCTBO TEKCTOBOW COMPOBOJUTEIbHON TOKYMEHTALIUH, BO3MOKHOCTh HAYYHOTO
U TPAKTAYECKOTO UCIOJIb30BaHUS, TyOJETHOCTh, MOTJONIEHHOCTh W BapUAHTHOCTh
ayJIMOBU3YaJIbHOTO JOKYMEHTA.

39. B nmpouecce npoBeAeHUs] SKCIEPTU3bl HEHHOCTH BBISBIAIOTCS ayJUOBHU3yaJbHbIC
JOKYMEHTBI, UMEIOLINE KaKue-ITN00 MOBPEKICHUS.

[Ipu oGuapyxeHun aedeKToB, OCOOEHHO XHWMHKO-OMOJIOTHMYECKOro Xapaktepa (
MOXEJITEHUE, IUJIECHEBEHUE, OTCIAUBAHUE DMYJbCUU), MPOBOAUTCS KOHTPOJb BCEX
ayAMOBU3YAJIbHBIX JTOKYMEHTOB JAaHHOTO rojia MPOU3BOACTBA, XPAHSIIUXCS B OJMHAKOBBIX
YCIIOBHSIX.

AynmoBu3yalbHbIC JTOKYMEHTBHI, HUMEKIHNE ae(EKTh, MOABEPTalOTCI
pecTaBpaliMOHHO-TIPOGUIAKTHIECKONH 00padoTKe.

40. AyanoBusyalibHbIE€ JOKYMEHTHI, OTJOXHBIIMECS B mepuona a0 1922 roxpa
BKJIIOUMTEIBbHO, K YHUUYTOXEHHUIO HE BBIICIAIOTCS. YHUYTOXKEHHE ayJIHOBU3YyalTbHbBIX
JOKYMEHTOB, OTJIOXKUBIIUXCA B Tiepuol ¢ 1922 o 1945 roa BKIIOYUTENBHO, OCYIIECTBIISIETCA
10 COIVIACOBAHMIO YIIOJTHOMOYEHHOT'O OpraHa.

ITaparpa¢ 3. ITopsanok cocTaBIeHHA OIHCEH A€ JOKyMEHTOB

41. OnucsM aen TOKYMEHTOB, B TOM YHUCII€ 3JIEKTPOHHBIX JTOKYMEHTOB (1€m)
MOCTOSSHHOTO, BPEMEHHOI'0 XPAaHEHUs, MO JMYHOMY COCTaBY W aKTaM O BBIJCICHUH K
YHUUYTOXKEHUIO JOKYMEHTOB, HE MOJICKAIINX XPAHCHUIO, B MPeesiaX Kaxoro apXuBHOTO
(dboHa MPUCBAUBAIOTCS CAMOCTOSITENIbHBIE TTOPSIKOBBIE HOMEpA.



Onuce e NTOKYMEHTOB 3aBEpLIAETCS MO JOCTUKEHUU KOJIUYECTBA BKIIFOUEHHBIX
3aroj0BKOB 9999 (neBsITh THICSY I€BATHCOT AEBSIHOCTO JEBSITH).

[Tocnenytoieit onucu Aea TIOKYMEHTOB, B TOM YHCIIE€ 3JEKTPOHHBIX JTOKYMEHTOB (7€)
IPUCBAUBACTCS OYEPEAHOMN MOPSIKOBBIN HOMED.

[Ipu peopranu3zany WK JUKBUJALNN OpPTaHU3AlUU OMUCU JIeJI JOKYMEHTOB, B TOM
YUCJI€ DJIEKTPOHHBIX JOKYMEHTOB (J€i), 3aBepIlaloT BHE 3aBUCHUMOCTH OT OOIIEro
KOJIMYECTBA BKJIFOUEHHBIX 3ar0JIOBKOB JI€JI, TOKYMEHTOB.

42. T'onoBOI pa3zeln OMUCcH JIeT JOKYMEHTOB COCTaBIISIETCS U YTBEPKAAETCS €KETOTHO.
43. Ilpu oopmiieHNHN ONUCH Je] JOKYMEHTOB, OMUCH AJEKTPOHHBIX TOKYMEHTOB (J1€71)
3aroJI0BKH JieJ (TOMOB, 4acTel /1eJ1) HyMEpYIOTCS B BaJJOBOM MOPSIIKE.

44. 3aroJIoBKU JOMOJHUTEILHO OOHAPYKEHHBIX JEJ] BHOCSITCS B COOTBETCTBYIOIIYIO
OMUCH JIeJ JOKYMEHTOB, B TOM YHCII€ AJIEKTPOHHBIX JOKYMEHTOB (JIeJ1) MOJ JIMTEPHBIMU
HOMEpaMHU B COOTBETCTBUU C MPUHATON cuctemaruzanuei. [Ipu konuuectBe cBoimie 10 gen 3a
OJIH TOJ] COCTABJIAETCS JOMOJHUTENIbHAS OMUCH JIe]l JOKYMEHTOB, B TOM YHUCJIE JIEKTPOHHBIX
JOKYMEHTOB (JIeJT), C CAMOCTOSTEILHON HyMepaluel uX 3arojioBKOB.

[Tocne BHeceHUsI B OMUCH A€ JOKYMEHTOB, OMKUCH JIEKTPOHHBIX JTOKYMEHTOB (JI€)
3aMucei 0 MOCTYIJICHUU WM BBIOBITHH JI€J] COCTABIIACTCS OKOHYATEIbHASI HTOTOBAs 3aIllCh, B
KOTOPOM YKa3bIBAIOTCS TAKKE OCHOBAHUSI BHECEHHBIX U3MEHEHUM.

45. [eno, BKJIIOYAIONIEE JTOKYMEHTHI 32 HECKOJBKO JIET, BHOCUTCA B ONHUCH JIEII
JOKYMEHTOB, B TOM YHCJE DJJICKTPOHHBIX JOKYMEHTOB (JieJ1), IO TOJy 3aBEACHUS B
JICTIOTPOU3BOJICTBE, 3a TMOCIEAYIONINE TOMBI YKa3bIBAIOTCS €ro 3arojioBOK, a B Tpade
[Ipumeuanne" — ormeTka "Cmotpu nemo Ne'.

46. Onuce aenn JOKYMEHTOB MOCTOSHHOTO XpaHeHus nocie cornacoBanus ¢ [[OK (OK)

"

opranusanuu yreepxaaercs JIIK pecrnybnukanckoro rocy1apcTBEHHOrO apxuBa, ApXuBa
[Ipesuaenta Pecnybnuku Kazaxcrtan wim MUO, yTBepxkaaeTcs pyKOBOAUTEIEM
OpraHU3alyH.

Omnuceh aen no nuuHoMy coctaBy corjacoBbiBaercs [IOK (OK) opranuzanuu, nocne
cornacoBanus [[9K (OK) cormacoseiBaercs ¢ DK pecnyOaukaHCKOTO TOCYIapCTBEHHOTO
apxuBa, ApxuBa IIpesunenra PecnyOnuku Kazaxcran wnu MHWO u yTBepxknaercs
PYKOBOJUTEIEM OpraHU3aLUU.

Onuck nen NOKYMEHTOB BpeMeHHOro (cBbimie 10 jeT) XpaHeHHUs yTBepKIaeTcs
pykoBoauTeneM opranuzanuu nocie coryacoanus ¢ [IOK (OK) opranuzanumu.

47. Oprannu3zanuu, He SBIISIFOIIMECS UCTOYHUKAMU KOMIUIEKTOBAHUS TOCYAapCTBEHHOTO
apxuBa, ApxuBa [lpesunenra PecnyOonuku Kazaxcran, Ha yTBepXKIeHHE (COTriacoBaHUE)
OIIK onwmcH e JOKYMEHTOB, B TOM YHUCIIE JEKTPOHHBIX JOKYMEHTOB (J1€71) MOCTOSIHHOIO
XpaHEHUs, M0 JIMYHOMY COCTaBY M AKThI O BBIJCICHUHM K YHUYTOXEHUIO JTOKYMEHTOB, HE
MO/JIEeXKAIIMX XPAaHEHUIO, HE MPEACTABIISIIOT.

48. B onuch nen TOKYMEHTOB, B TOM YHCJE 3JEKTPOHHBIX JOKYMEHTOB (J€1)
MOCTOSIHHOT'O XPAHEHHU I, BHOCSITCS 3aTOJIOBKHU:



1) nen, TOKYMEHTOB MTOCTOSIHHOT'O CPOKAa XPaHEHUsI, B TOM YHCII€ OTHECEHHBIX K COCTaBY
HA®;

2) nen, copMUPOBAHHBIX U3 TOKYMEHTOB ¢ oTMeTkoi "OIIK", BeIIeICHHBIX U3 JIET C
BPEMEHHBIMU CPOKAMH XPAHEHMS, ITOCJE CBEPKU UX C HOMEHKIIATypOU el OpraHu3aluu 3a
TOT K€ TOJ ¥ TIPOBEPKH MPABIIBHOCTH (hopmMupoBaHus U opopmMiieHUs fed (B HEOOX0IUMBIX
CJIy4asix 3aroJjOBKH JI€JT YTOUHSIOTCS);

3) 3aBepIICHHBIX JEIONPOU3BOJACTBOM JIMUHBIX AEJ PYKOBOJMTENEH OpraHu3aluid
pecnyOIuKaHCKOT0, 00JIACTHOTO, TOPOJIOB PECTYOIMKAHCKOTO 3HAYSHHUS], CTOIHIIBI;

4) 3aBepUIEHHBIX JIEIONPOU3BOACTBOM JIMUHBIX JI€] MOJIUTHUYECKUX TOCYAAPCTBEHHBIX
CITY KalllHX;

5) 3aBepUIEHHBIX E€TONPOU3BOJACTBOM JIMYHBIX JIe] PAOOTHUKOB, UMEIOIIUX BBICIIHE
3HAKH OTJIUYMS, TOYETHBIE TOCYIAPCTBEHHBIE U MHBIE 3BaHUS, HArPa/ibl, yUCHbIC CTCTICHHU.

49. EnuHunel XpaHeHus (J1ey1a) apXuBHOTO (POHIa CUCTEMATH3UPYIOTCS B MIpejesax
apXMBHOIO (DOHJA COTIACHO CXEME CUCTEMAaTU3aLUU.

Jlena Ha OymMa)kHOM HOCHTENE MOABEPrarOTCsl paclIuBKe U nepeopMUpPOBAHUIO TIPU
0OHapyKEeHHUHU, YTO JeJ0 C(HOPMUPOBAHO HEMPABUIIBHO.

50. CucremaTu3anus 3arojJoBKOB B OMUCH JI€JI JOKYMEHTOB, B TOM YHCJIE 3JIEKTPOHHBIX
JOKYMEHTOB (J1€J1) TOCTOSIHHOTO XpaHEeHUs, ONPEAEIIAeTCs CAEAYIOIMMMU MPU3HAKAMU:

1) cTpykTypHbIl (B COOTBETCTBUM C MPUHAJICIKHOCTHIO €JUHUIl XPAaHEHUSA K
CTPYKTYPHBIM MOAPA3ACICHUSIM);
2) XpOHOJIOTUYECKHUN (IO MepuojaM WM JdaTaM, K KOTOPHIM OTHOCATCS €IMHUIIbI
XpaHEHHUs);

3) pyHKUMOHANBHBIN, OTPACIEBON, TEMATUYECKHI, TPEAMETHO-BONPOCHBIN (C yYETOM
(GyHKIIUNA OpraHu3alii, TEM HJIH BOIPOCOB, KOTOPHIX KacaeTcs COJepKaHWEe €IUHUIL
XpaHEHHUs);

4) HOMUHAJIBHBIN (IO JETOMPOU3BOJICTBEHHON (OopMe — BUIAM U Pa3HOBHUIHOCTSIM
JTOKYMEHTOB);

5) KOppecnoHAEHTCKUH (II0 OpraHu3alusM W JIMIAM, B pe3yJbTaTe MEPENUCKH C
KOTOPBIMHU 00pa30BaIUCh €AMHUIIBI XPAHEHHUS );

6) reorpaduueckuil (B COOTBETCTBUU C ONPEIEICHHBIMU TEPPUTOPUSMH, HACEICHHBIMU
NYHKTaMU U MHBIMU Teorpa@uiyeckuMu OO0BEKTaMH, C KOTOPBHIMU CBS3aHBI COJEpKaHUE
JIOKYMEHTOB, UX aBTOPBI, KOPPECIIOHICHTHI);

7) aBTOpCKU# (110 Ha3BaHUSM OpPTaHU3ANMN WK GaMUIUAM JIUI], KOTOPHIE SBISIOTCS
aBTOPaMH TOKYMEHTOB).

51. JIokyMEeHTBI 1O JINYHOMY COCTaBY, HAYYHO-TEXHUYECKAs] JOKYMEHTAIUS B apXUBHBIX
dboHgaX Hay4YHO-HCCIIEOBATEIbCKUX OPraHU3alliid, PYKONUCH B U3/1aTelbCTBaX, UCTOPHUU
0oJIe3HeH B METUIIMHCKUX OPTaHU3AIUAX, AKTHI IIPOBEPOK B apXUBHBIX (POHIAX KOHTPOIBHBIX
OpTraHoOB BBIJEISAIOTCS B OCOOBIE TPYNIBI U CUCTEMATU3UPYIOTCA O00COOJIEHHO OT
YOPABJIEHUECKON JOKYMEHTALNH.



52. KUHOIOKYMEHTHI U BUAECOIOKYMEHThHI CUCTEMATU3UPYIOTCS:

1) mo Bugam (puibMbl, crielMadbHBIE BBITYCKU, KHHOXYPHAJIbI, OTACIbHBIE KUHO- U
TEJIECI0XKETHI);

2) mo rojaM BBINTyCKa (PUIBMOB, CIEIHATbHBIX BBHINTYCKOB, KHHOXYpPHAJIOB;
MIPOU3BOJICTBEHHBIM HOMEPaM OT/AEJIbHBIX KUHO- U TE€IECI0KETOB;

3) no enuHUILIaM y4eTa (KOMILIEKTaM);

4) o uBETHOCTH (I[BETHBIC, YEPHO-OETIBIC);

5) mo ¢opmaty mieHkH (8 MUIITUMETPOB (nanee — MM), 16 MM, 35 MM, 70 MM U UHBIE).

53. ®OTOIOKYMEHTBI CHCTEMATU3UPYIOTCS 110 BUIAM:

1) HeTaTUBBI Pa3IMYHON IBETHOCTH (IIBETHBIC WJIM YEPHO-OEIbIE) U Pa3MEPOB, KOTOPHIE
o0o3Havatotcs nudpamu 2—8 (uudpa 2 COOTBETCTBYET HETATUBY Pa3MepoM 2,5 CAHTUMETPOB
(manee —cm) x 3,5cm,3-6 cmx 6 ¢cm, 46 cmx9cem, 5-9cmx 12 cm, 6-10 cm x 15 em, 7-13
cM x 18 cMm, 8-18 cm x 24 cm).

[Ipu cucremaTuzanuu HEOONBIIMX OOBEMOB HETaTUBOB pa3MepoB 6—8 NOMyCKaeTcs UX
0o0BeIMHEHUE B OJIHY TPYTITY.

2) cnaiiibl (IMano3UTUBBI) PA3IUYHON IIBETHOCTH;

3) no3uTuBHI, GOTOOTIEHATKHY;

4) poroanbOOMBI;

5) nnaduabMBI;

6) 2JIEKTPOHHBIE TOKYMEHTHI ((DOTOTOKYMEHTHI Ha HU(PPOBBIX MM UHBIX COBPEMEHHBIX
HOCHTEIISX ), KOTOpPBbIe 0003Havar0TCs OykBoit "I".

54. ®OHOJOKYMEHTHI CUCTEMATU3UPYIOTCS MO BHUAAM 3aIlMCH 3ByKOBOW MH(OpMaLUu:
(dhonorpaduyeckas, rpammodoHHasI, ONTHYECKasi, MarHUTHas, JiazepHas. Ha poHo10KyMeHTBI
ONpPENEJICHHOTO BHUJA 3allMCU COCTaBJIAETCS OTHAENbHAas ONUCh. BHYTpH BHUIOB
(hOHOJTIOKYMEHTHI PacIoJIaraloTcs 1o €AMHHUIAM YyYeTa U KOMIUIEKTaM.

55. Onucek gen J0KyMEHTOB, B TOM YKCJIE€ 3JIEKTPOHHBIX JOKYMEHTOB (J1€J1) IOCTOSIHHOTO
XpaHEeHHUsI ¥ IO TUYHOMY COCTaBYy, UMEET TUTYJIbHBIN JIUCT 1O (JOPME COTIIACHO MPUIIOKEHUIO
17 x HacrosmuMm I[lpaBuinam, cojep:kaHue (OrjiaBlI€HHUE), MPEIUCIOBUE, CIUCOK
COKpAlIEHHBIX CJIOB U MTOTOBYIO 3amuchb. Ha TUTYyJIBHOM JIMCTE OMUCH JI€T MO JTUYHOMY
COCTaBY HE MPOCTABJISIETCS OPUIIMATBHOE HAUMEHOBAHKE IOCYIapCTBEHHOTO apXuBa, ApXuBa
[Ipesunenta Pecry6nuku Kazaxcras.

56. Onuce Jea AOKYMEHTOB MOCTOSIHHOT'O XPaHEHHsS, B TOM YHCIE 3JIEKTPOHHBIX
JIOKyMEHTOB (JIe]1) cocTaBisieTcs B 4-X sK3eMIuiapax Ha OymaxkHom Hocutene. [locie ee
YTBEPKJIECHUSI JIBAa DK3EMILIApa MEPEeAatoTCsl B TOCYIapCTBEHHBIN apxuB, ApxuB [Ipe3uneHrta
Pecny6nuku KazaxcraH, qBa — OcTaeTCsl B apXyUBE OpraHU3aIUu.

57. Onuch nen AOKYMEHTOB IO JMYHOMY COCTaBy, B TOM YHUCIIE 3JIEKTPOHHBIX
TOKYMEHTOB (J1€J1), COCTaBIisieTcs B 4-X sK3eMIuisipax Ha OymaxkHoM Hocurene. [locne ee
YTBEPKJICHHS JIBa HK3EMIUISIpa NEPEIAOTCs B TOCYIapCTBEHHBIN apXuB, JIBa — OCTAIOTCA B
apXMBE OpraHu3aliu.



58. Onuck Aen JOKyMEHTOB JOJITOBPEMEHHOTO (cBhiiie 10 j1eT) XxpaHeHus, B TOM YHCIIE
AJNIEKTPOHHBIX IOKYMEHTOB (Z€J1), COCTABISIETCS B 4-X SK3EMIUISIpax Ha OyMa>KHOM HOCHUTENE.
[Tocne ee yTBepkAeHUs ABa SK3EMILISIpA MEPEIAIOTCA B TOCYJIapCTBEHHBIA apXuB, ApXHUB
[Ipe3unenta Pecriybnuku KazaxcraH, 1Ba — OCTatOTCSl B apXHUBE OPraHU3aAIUH.

59. Onucu 3NeKTPOHHBIX J€ BCEX BUOB JOKYMEHTOB MEPEAAOTCS B TOCYAAPCTBEHHBIN
apxuB, Apxus I[Ipe3unenrta Peciy6auku Kazaxcran uepes UC DA nubo npu ee OTCyTCTBUU
MOCPEJICTBOM JIEKTPOHHBIX HOCUTEIIEH.

60. CucreMaTu3aius 3aroJJOBKOB B OIMUCH JI€J, B TOM YHUCJE DJICKTPOHHBIX €], IO
JUYHOMY COCTaBY OMPENENSAETCA XPOHOJIOTMYECKUM, CTPYKTYPHBIM (()YHKIIMOHAIBHBIM) H
HOMUHAIBHBIM KJIaCCU(UKAIIMOHHBIMYU MTPU3HAKAMU. 3ar0JIOBKH €N TPYNIUPYIOTCS 10 TOTY
3aBeZicHUs (3aBEpILCHMs) B JEIONPOU3BOJICTBE, BHYTPU KAXkAOr0 roja — Mo CTPYKTYPHBIM
MojJpa3ielicHusIM (HampaBJICHUSIM JAESATEIbHOCTH) OpPraHU3allMi, BHYTPU MOCIEAHUX — B
HopsAJIKe YObIBAaHUS BAXXHOCTH €.

61. Kaprouku no yyeTy JIMYHOIO COCTaBa W JUYHBIE Jiejla paOOTHUKOB (IpU oObEME
cBpimie 20 genm 3a roj) BHOCSATCS B CAMOCTOSITENbHYHO ONHCh JAeda. WX 3arosioBku
IPYyNIUPYIOTCS 1O TOy 3aBEPIUEHUS JEN B IETONPOU3BOJICTBE, BHYTPH rofa — B aja()aBUTHOM
nopsijike paMuInii pabOTHUKOB.

62. K onucu nen NOKYMEHTOB, B TOM YHUCJE JJIEKTPOHHBIX JOKYMEHTOB (J1€J1)
OJITOBpeMeHHOTO (cBhimie 10 JieT) XpaHeHUs, COCTABIISIIOTCS OTJIaBJIEHUE, MPEIUCIOBUE U
CIIMCOK COKPAILIEHHBIX CJIOB.

63. CuctemaTusanus 3arojoBKOB €I, JOKYMEHTOB, JJIEKTPOHHBIX JOKYMEHTOB (1€]1) B
ONHMCH Jell JodAropemMeHHoro (cBeime 10 15eT) XpaHEHUs ONpeaenseTcs
XPOHOJIOTUYECKH-CTPYKTYPHBIM 178105 XPOHOJIOTUYECKU-(PYyHKIIMOHATbHBIM (
XPOHOJOTUYECKU-HOMUHAIIBHBIM) U HOMHHAJIBHO-JIOTUYECKUM KJIACCU(PUKAITMOHHBIMU
MpU3HAKaMHU.

ITaparpa¢ 4. Ilopsanok cocTaBlIeHAA akTa O BhIIEICHUMY K YHUITOXXEHHIO JOKyMEHTOB, HE
HOJJICKAIIAX XPAHECHHUIO

64. AKT O BBIICJICHUM K YHHYTOXXEHUIO JOKYMEHTOB, B TOM YHCJE AJIEKTPOHHBIX
JOKYMEHTOB (J1e€J1), HE OJIEKAIUX XPAHEHUIO, COCTABIISIETCS OJHOBPEMEHHO C OMUCIMU A€
, JTOKyMEHTOB.

65. B aKkT BKJIIOUAIOTCA 3ar0JIOBKH A€ U JOKYMEHTOB C HCTEKIIUMHU CPOKAMH XPaHEHUS
Ha | aHBapg roga, B KOTOPOM MPOBOIAUTCS SKCIEPTU3A IIEHHOCTH JOKYMEHTOB.

66. AKT 0 BBIICJICHUU K YHHUUTOKEHHUIO JOKYMEHTOB U JIEJI, B TOM YHCII€ AJIEKTPOHHBIX
JOKYMEHTOB (en), He MOoJIeXalluX XpaHEHUI0, COCTAaBIAETCS MO (opMe COrjlacHO
npuiioxenusMm 14, 15 k Hactosmum [IpaBuinam.

B akre yka3pIBarOTCS 3aroJIOBKU OTAEIIBHBIX €] WM T'PYIIIOBBIE 3ar0J0BKH OJTHOPOIHBIX
TEN.



67. AKT O BBIICJICHUM K YHHUYTOXEHHUIO JOKYMEHTOB, B TOM YHCIE 3JIEKTPOHHBIX
JOKYMEHTOB (J1e]1), HE MOAJIeKAUTUX XPAaHEHUIO, YTBEPKIAETCS PYKOBOJAUTEIEM OpTraHU3aLNU
nocne cornacoBanuss ¢ I[[OK (OK) oprammszanmum u OIIIK pecnyOaukaHCKOTO
rocyaapcTBeHHoro apxuBa, Apxusa [Ipesunenrta Pecnyonuku Kazaxcran niam MUO.

68. AKT O BBIICJICHUM K YHUUYTOXEHHUIO JOKYMEHTOB, B TOM YHCIJE 3JIEKTPOHHBIX
JOKYMEHTOB (J1e]1), HE MOJIeKAITUX XPAaHEHUIO, COCTABIISIETCS B IBYX dK3EMILIApaX, OAUH U3
HUX TepefaeTcsl B rocydapcTBeHHbIl apxuB, ApxuB [Ipesunenra Pecnyonuku Kazaxcran,
BTOPOM — B apXMB OPraHU3alUU.

69. JIokyMEHTBI C UICTEKIIMMHU CPOKAMH XPAHEHUS BBIIEISAIOTCSA K YHUUYTOKEHHUIO TOJIBKO
IIOCJIE YTBEPKIACHUSA ONKUCEN U aKTa O BBIJACICHUU K YHUUYTOXKEHMIO 32 COOTBETCTBYIOLIUMN
MIEPUOI.

I'maBa 3. XpaneHue JOKYMEHTOB apXHUBa OpraHA3AUA
ITaparpad 1. ITopsanok opraHu3aly COXpaHHOCTH JOKYMEHTOB

70. Jlns obecrieyeHHs] COXPAHHOCTH JOKYMEHTOB 3JIEKTPOHHBIX JOKYMEHTOB (1€J1) B
apXMBE OpraHU3alUN OCYIIECTBISIOTC:

1) KoMIUIEKC Mep N0 CO3AaHUIO U PA3BUTHUIO MAaTEPUATIbHO-TEXHUYECKON 0a3bl XpaHEHUS
JOKYMEHTOB (3JaHME€ M XpaHWIHUI] (IIOMENIEHHS), CPEACTBAa XPAHEHUS JTIOKYMEHTOB,
o0opyloBaHHEe, CPEACTBA OXpPaHbl U O€30MACHOCTH XpaHEHUs, CPEeACTBA KIMMATUYECKOTO
KOHTPOJISI, CPEICTBA KOMMUPOBAHUS M BOCCTAHOBIICHHS TOBPEXKACHHBIX TOKYMEHTOB);

2) KOMIUIEKC MEp MO CO3JaHHUI0 M COOJIIOJIEHUIO HOPMATUBHBIX YCIOBUN XpaHEHUS
JOKYMEHTOB (T€MIIEpaTypHO-BIAXHOCTHBIM, CBETOBOH, CAHUTAPHO-TUTMEHUYECKUH,
OXpaHHBIN PEKUMBI XPAHECHHUS);

3) Mepbl MPEBEHTUBHOTO XapakTepa (obecneueHre (PU3NKO-XUMUYECKON COXPAHHOCTH
JOKYMEHTOB, pEerjiaMeHTalus UX BbIJAYU W3 apXUBOXPAHWIIUIL, MPOBEACHUE MPOBEPKHU
HAJIMYMsI U COCTOSIHUS, BBISIBJIEHHE 0COO0 LIEHHBIX JOKYMEHTOB, CO3/IaHUE CTPaxoBoro (oHaa
1 (hOHJIa TTOTH30BAHU).

71. Jns »JAEKTPOHHBIX JOKYMEHTOB (Jen) oOecrneunBaeTcs BO3MOXXHOCTD
BOCIIPOM3BEICHHS COJEpKallelics B HUX HMHPOPMAlMH Ha TPOTKEHUH BCETO CpPOKa
XpaHEHUSL.

B cnyuae ycrapeBanuss GpopMaTOB HJIM NPOrpamMMHOro oOecrneueHus st
BOCITPOM3BE/ICHUS AJIIEKTPOHHBIX JIOKYMEHTOB (JIeJ1) UX JOJTOBpPEMEHHAas COXPaHHOCTh U
LEJIO0CTHOCTh 00ECIIEYNBAIOTCS MPOLECCAMU AMYJIALIMY UM KOHBEPTALUU.

72. Ilpu smynsiiuu 00ecreuynBaeTCs CO3/1aHue MPOTrPaMMHO-TEXHUYECKON CPEJIbI C IEIbIO
MaKCHUMaJIbHO TOYHOT'O BOCITPOU3BEJEHUS JOKYMEHTOB B 3JIEKTPOHHOM BH/IE.

[Ipu KOoHBEepTAIMK AIEKTPOHHBIX TOKYMEHTOB (71e1) U3 omHoro dopmara ¢aiijia B MHON
OCYULIECTBIISIETCA MPOBEPKA AyTEHTUYHOCTH COJEPKAHUS CO3JaHHOrO ¢ailja U 3TaTOHHOTO
AK3EMIUISIPA AIEKTPOHHOIO JOKYMEHTa (Jena).



[Ipu >Mynsuu ¥ KOHBEPTALUU COXPAHSIOTCS UACHTU(UKATOP M HAUMEHOBAHME
ANIEKTPOHHOTO JJOKYMEHTa (J1eJ1a) 10 SMYJISIIUU W1 KOHBEPTALIUH.

Caenenus 00 SMYJISIIIMKA WIM KOHBEPTALMH JODKHBI ObITh COXpPaHEHbl U 3alUIICHBI OT
BHECEHUS U3MEHEHUM.

73. CBeneHus 00 SMyJISIUU WIM KOHBEPTALUK COACPKAT:

o0BeM, (GopMar, KOHTPOJIBHYIO XapaKTEpUCTUKY, AaTy U BpeMsl CO3/laHUs 0ObEKTa
XpaHEHHUs, CO3JaHHOTO B IIPOLIECCE KOHBEPTALIUU;

CBEJICHUSA O NPOTPAMMHOM CPEICTBE, PEATU3YIOLIEM IPOLECCHl AMYISALHUU HIH
KOHBEpTaLUU;

CBEJIeHUs 0 pa0OTHUKE apXMBa OpraHM3aluy (HAMMEHOBAaHHUE JOJIKHOCTH, MHULMAJIBL,
(dbamMunus), NPUMEHHUBIIEM SMYJISIIIUIO WU BBIMOJHUBIIEM KOHBEPTAIUIO.

B ciyyae kOHBepTalLMU 3TaJOHHBIA 3K3EMIUISIP 3JIEKTPOHHOTO JIOKYMEHTa (1era)
COXpaHseTCs B TOM BHJE M COCTAaBE, B KAKOM OH IEPBOHAYAJIBHO IOCTYNWI B apXUB
OpraHu3aluH.

Bce 00bexThl XpaHeHHUsl, CO3/JaHHbIE NPU KOHBEPTALUH, a TAKXKE JTOKYMEHTUPOBAHUU
MPOILIECCOB 3MYJISLIMM WM KOHBEPTALMU, BKIIOYAIOTCS B Ty € €IUHMIy Yy4yeTa, uToO U
ATAJIOHHBIN IK3EMILISIP 3JIEKTPOHHOTO TOKyMEHTa (Aemna), 1100 00pa3yroT CaMOCTOSITEIbHYIO
EAMHUILY y4YeTa.

CoOTBETCTBYIOIINE U3MEHEHNS BHOCATCS B YUYETHBIE JOKYMEHTBHI.

74. Cuctema Mep 10 OpraHU3aluy XpaHEHHsI JOKYMEHTOB 00€CIIeYnBAET COXPAHHOCTh
JOKYMEHTOB U KOHTPOJIb UX (PU3NYECKOTO COCTOSHUS MPH MOCTYIUICHUH JOKYMEHTOB B apXHB
OpraHM3alyuy, UX XPAaHEHHM M Iepelladye Ha ITOCTOSIHHOE XPAaHEHHE B COOTBETCTBYIOIIMMA
rocyaapcTBeHHbli apxuB, ApxuB [Ipe3nnenta PecniyOnuku Kazaxcran.

75. Opranuzanust XpaHeHUs SJ1€KTPOHHBIX IOKYMEHTOB (J1€J1) BKJIFOYAET:

rapaHTUPOBAHHOE XPAaHEHHUE HJIEKTPOHHBIX JOKYMEHTOB (1€]1) B TEYEHUE YCTAHOBJIEHHBIX
CPOKOB XpaHEHHUS;

oOecrieyeHne HaMM4uus U PU3NYECKOl COXPAaHHOCTU BCEX OOBEKTOB XPAHEHMUS;

o0ecrieueHue NENOCTHOCTH BCEX 0OBEKTOB XPAHEHUS;

oOecrieueHre yciaOBUH JJIsI BOCHPOU3BEIACHUS 3JEKTPOHHBIX JOKYMEHTOB (7€) B
JOJITOBPEMEHHOM IEPCIIEKTUBE;

KOHTPOJIb MEPEMEIICHUS 3JIEKTPOHHBIX JOKYMEHTOB (z1eJ1) (Iepe3anuch Ha HOBBIN
BJIEKTPOHHBINA HOCUTEb.

76. XpaHeHHE 3JEKTPOHHBIX JIOKYMEHTOB B apXHUBE OCYIIECTBIISIETCS:

1) Ha Puznueckn 060COOIEHHBIX HOCUTENSAX — B JIBYX 3K3eMILIIpax, OAUH U3 KOTOPBIX
SBJISIETCS OCHOBHBIM, BTOpPOl — paboumm. [Ipu 3TOM OCHOBHOM W pabOYMil IK3EMILISPHI
XPpaHATCS B Pa3HbIX apXUBOXPAHUIIUINAX (IIOMEIIEHHUSAX), IPU TEMIIEPATypPHO-BIAKHOCTHOM
peXUME, PEKOMEHIOBAHHOM MPOU3BOIUTEISIMU HOCUTEIIEH;

2) B nH(OPMALIMOHHON CUCTEME JIEKTPOHHOIO apXHBa — HA COOCTBEHHOM 000PYAOBaHUU
apXvBa WU B LEHTpax 00padOTKHU TaHHBIX IOCYIaPCTBEHHBIX OPraHOB.



YcnoBUsiIMU XpaHEHHS SJEKTPOHHBIX JIOKYMEHTOB Ha (pu3znuecku 000COOICHHBIX
HOCHTEIISX SBIISIOTCS:

1) mpuMeHeHrue HOCUTENEH, TPeAHA3HAYEHHBIX JIJIs1 JOJITOBpEeMEHHOro (cBbimie 10 er)
XpaHeHUs] HHPOPMAIINH;

2) Ha4Yue TEXHUYECKUX M MPOTPAMMHBIX CPEACTB, TO3BOJISIONMIUX OCYIIECTBIATh UX
BOCIIPOM3BE/ICHHE, MUTPALIMIO U KOHBEPTAILIMIO, & TaKK€ KOHTPOJHUPOBATH (PU3MUECKOE U
TEXHUYECKOE COCTOSHUE;

3) mpoBeeHre MUTPAIIN Ha HOBbIE HOCUTENM U KOHBEPTAIIMU B COBPEMEHHbBIE (DOpPMAThI;

4) opraHu3anus KOHTPOJIA 3a UX ayTCHTHYHOCTHIO, IEJIOCTHOCTHIO, IOCTOBEPHOCTBIO,
MPUTOTHOCTHIO JIJISI MCTIOJIH30BAHUS.

HopmaTuBHBIC yCI0BUS XpaHEHHUS SJEKTPOHHBIX JTOKYMEHTOB B WH(DOPMAITMOHHOM
CUCTEME DJIEKTPOHHOTO apX1Ba 00ECTICUNBAIOTCSI:

1) ee coorBercTBUEeM TpeOoBaHusM 3akoHa PecnyOnuku Kazaxcran "OO0
uHpopMaTuzauuu'" B o00JacCTH CO3/4aHUs, Pa3BUTHUS, BBOJAa B AKCILUIyaTalUIO
roCcyJapCTBEHHBIX HH(GOPMAIIMOHHBIX CUCTEM U XpaHEHUS B HUX WH(OPMAIINH;

2) coOmoIeHuEM MPHU €€ HKCILTyaTaluu TpeboBaHui MHHOPMAIIMOHHONW 0€301aCHOCTU U
3aIUThl HTHPOPMAIIUU;

3) pe3epBHOM MHTpANUCH JIEKTPOHHBIX JTOKYMEHTOB, B TOM YHCIIC MPU MPUMCHCHHH
00JIaYHBIX TEXHOJIOTHI, U UX KOHBEPTAIIUEH B COBPEMEHHBIC (DOPMATHI.

77. YciioBus XpaHEHUS 3JIEKTPOHHBIX JOKYMEHTOB (71€)1) 00€CTeurnBatoT:
coOTI0/IeHNe TEMTIEPATYPHO-BIIAXKHOCTHOTO PEXKUMA,;
CaHUTAPHO-TUTUEHUYECKOT0, TPOTUBOIIOKAPHOTO U OXPAHHOTO PEKUMOB XPaHEHHUS,;

MpUMEHEHUE CIEeIUANTbHBIX CPEACTB XpaHeHus (cepBepHOoe 00OpyaOBaHUE,
MeTaUInYeCcKue mKaQbl, O0KCHI, QY TIISIPHI U HHBIE).

OCHOBHBIMHU TMapaMeTPaMH, OMPEACIAIOMMUMH HAACKHOCTh YCIOBHH XpaHEHUS
AJIEKTPOHHBIX TOKYMEHTOB, SIBJISIOTCS:

3arpsI3HCHHOCTD CPEJIbI;

TEeMITepaTypPHBIC YCIOBUS XPAHEHUS;
OTHOCHUTEJIbHAS BIAXKHOCTh CPEIbI;
BO3/ICHCTBHE JICKTPOMATrHUTHBIX MTOJIEH;

obOecrieueHrne HWHXEHEPHOW HHQPPACTPYKTYpoil IeHTpa oOpabOTKH JaHHBIX
HEOOXOIMMBIMU YCIOBUSMHU JJISI €70 pabOTHI;

KOHTPOJIb CPOKA IKCIUTyaTaIllMU AJIEKTPOHHBIX HOCUTENEH.

78. Pa3MenieHne apxuBa OpraHU3allMd B MPUCIOCOOJEHHBIX IMOMEIICHUSIX B
aIMUHUCTPATUBHOM 3JIaHUM TPOU3ZBOJUTCS TPH YCIOBUM COOTBETCTBUS TPEOOBAHUAM
OTHECTOMKOCTH, MPOYHOCTU KOHCTPYKIIMM, CAHUTAPHO-TUTHEHHUYECKUM HOpMaM, HaJIU4dus
OTOMUTEIHHBIX U BEHTUJISITMOHHBIX CHCTEM.

79. IlometieHue Juisi apXuBa OpraHU3alMKA COCTOUT U3:
1) apxuBOXpaHWIHINA IS XPAHCHUS TJOKYMCHTOB;



2) KOMHATHI 7151 pabOThI HccleoBaTeNel (YUTAIbHBIN 3aM);

3) pabounx KOMHAT paOOTHUKOB apXHBa;

4) KOMHAT JIJIsl CEpBEPHOTO U KOMMYHHUKAIIHOHHOTO 000PY/T0BaHUS.

ApXHBOXpaHWIHILA PA3MEIIAIOTCS B U30JIUPOBAHHBIX TOMEIICHUSIX.

[TocTopoHHME JINIIA JOMYCKAKOTCSA B apXUBOXPAHWIIMILA 10 COTIACOBAHUIO PYKOBOJIUTENS
OpraHu3alliy U B MIPUCYTCTBUU paOOTHHUKA apXKBa OpraHU3aliu.

80. ApXUBOXpaHUIIMIIA pacHojiaraloT B OTJAJIEHUU OT JaOOpPATOPHBIX,
MIPOU3BOJICTBEHHBIX U CKIIAJICKUX MOMEIICHUMN, CBA3aHHBIX C XPAHEHUEM WJIM PUMEHEHHEM
XUMUYECKUX BEIIECTB WU MUILEBBIX MPOTYKTOB.

ApXUBOXpaHUIUIIA O0OPYAYIOTCS OCHOBHBIMHU CpPEJCTBAMH IMOXKapOTyIIeHus. B
CUCTEMaxX M CPEACTBax IMOXKAPOTYIIEHUS] MOMEUIEHUN apXyWBa OpPraHU3alUd MPUMEHSIOT
HEUTpaJIbHbIE, O€30MaCHBIE 111 JOKYMEHTOB BEIIECTBA.

B apxuBoxpaHWIMIlax He AOMYCKAaeTCs MPUMEHEHUE OTHS, HarpeBaTeIbHBIX MPUOOPOB.
Pa3Meliienrie B HUX ra30BbIX, BOJOMPOBOJAHBIX, KAHAIM3AIMOHHBIX U UHBIX MaruCTpagbHbBIX
TpyOOIPOBOJIOB HE JIOMTYCKAETCSI.

Hcnonp3oBanue sl apXUBOXpaHUJIUIIA MMOMEIICHUST 0€3 OKOH JIOMYyCKaeTcs MpH
HaJUYUH €CTECTBEHHOW WJIM UCKYCCTBEHHOW BEHTHWJISIIIMH, KPATHOCTh BO3AyX000MEHa B 4ac
KOTOpOM cocTaBisier 2-3.

81. Hapy>xHble qBEepH MOMEIIEHUN apXuBa OpPraHU3allud OOUBAIOTCS METATTTUYCCKUM
JUCTOM U UMEIOT MPOYHbIE 3aCOBbI. APXMBOXpAaHUIIMUIIA B pabouee BpeMs 3aKpbIBAIOTCS Ha
Kkitou. B Hepabouee Bpemsi Bce MOMEIICHHS apXHUBa ONEYATHIBAIOTCS WM MJIOMOUPYIOTCS.
[Teyats (rIOMOMpP) BMECTE C KIIOYAMH CIAIOT HAa XpaHEHHE JASKYPHOMY MO OpTraHHU3alluu,
OXpaHe.

BrIiHOC n1€11, TOKYMEHTOB U3 apXUBOXPAHUJIUILA 3a MPEAEibl 3JaHUs OCYIIECTBISECTCS
TOJIBKO IO CHEUUATBHBIM MPOIYCKaM B MOPSJIKE, YCTAHOBICHHOM HacTosmumu [IpaBunamu.

82. ApXuWBOXpaHIJIHIIE O0OPYIYyeTCs OXpaHHOW curHammsanueil. Ha oxHa,
pacnoiokKeHre KOTOPBIX MO3BOJISET JOCTYI U3BHE, YCTAHABIMBAIOT METAJUTMUYECKUE PEIIETKH

83. B apxuBOoxpaHuInIax MpOKIagbIBAETCS CKPhITAs JIEKTPOIPOBOIKA, UCTIOIb3YIOTCS
rE€pPMETUYHBIE HITETCENbHbIE po3eTku. OOIIKe U MO3TAXKHBIE PYOUIIBHUKHA PacloyiaratoT BHE
apXUBOXPAHWUJINILL.

IMTaparpad 2. ITopsnok pacCTaHOBKH M XpaHEHHS A€

84. JIoOKyMEHTHI B apXUBE OpraHU3allUU XPAHATCSA B apXUBOXPAHUIIUILAX U Pa3MEIIAIOTCA
B TOpsiJIKE, O0ECTIEYMBAIOIIEM HMX OMNEPATUBHBIM TMOUCK B COOTBETCTBUM C YUYETHBIMU
JOKYMEHTAaMH, B TOM YHUCII€ 3JIEKTPOHHBIX IOKYMEHTOB (11e1). [lopsaok pacnonoxeHus aei,
B TOM YHCJIE JIEKTPOHHBIX JIOKYMEHTOB (Ie71) B apXHUBE OMPEIEACTCS IJIAaHOM (CXeMOi) ux
pa3MeneHusl.



85. ApXUBOXpaHWIUIIA O0OPYIYIOTCS OCHOBHBIMH (CTallMOHAPHBIC WM TEPEIBUKHBIE
METAJINYECKUE CTEJUIaKKH) W BCIOMOTraTelbHbIMH (MeTainyeckue mkadul, cerdol)
cpencTBamMu XpaHeHwus. Jlomyckaercs MpUMEHEHHE JIEPEBSHHBIX CTEIJIAXKEH MpPU yCIOBHH
00pabOTKM UX OTHE3AIUTHBIMU CPEJICTBAMU.

Hns xpaneHuss (HOHO M BHACOJOKYMEHTOB HCIOJB3YIOTCS CTEIIAXU U3
He(deppOMarHuTHOTO MaTepuarna.

86. Cremnaxu yCTaHABIUBAIOT MEPIEHAUKYJISIPHO CTEHAM C OKOHHBIMHM IIPOEMAaMH, B
MOMEIICHUsIX 0€3 OKOH — C y4eTOM OCOOEHHOCTEH IMoMelieHnii u obopynoBanus. He
JOMYCKAeTCs pa3MelIeHUEe CPEICTB XPAaHEHMs BIUIOTHYIO K Hapy>KHbIM CTE€HaM 3JaHUS U
MCTOYHUKAM TeTIa.

PaccranoBka cpeACTB XpaHEHHs OCYIIECTBISIETCS B COOTBETCTBUM CO CIEAYIOUUMU
HOPMAaMU PaCCTOSTHUN:

1) Mexy psaamMu cTeutaxked (raaBHbIN npoxona) — 120 cwm;

2) Mexay creyutaxkamu (mpoxona) — 75 cM;

3) Mexay Hapy>KHOM CTEHOM 3/IaHUs U CTEJUIAKOM, MapasuieIbHBIM HapY>KHOU cTeHe — 75
CM;

4) MEeXy CTEHOM U TOPIIOM cTeliaxka uiu mkada (cerida) — 45 cwm;

5) Mex Ty TOJIOM U HI>KHEH MOJIKOM cTeiaxa uin mkada (ceiida) — He menee 15 cM, B
IIOKOJILHBIX dTa)kax — He meHee 30 cM.

87. Jlena c ympaBieHYECKOU JOKyMEHTalMeld Ha OYMa)KHBIX HOCUTEISAX pa3MElaloT B
KapTOHHBIX apXUBHBIX KOPOOKAX, MAKaxX MW CBI3KAX.

HayyHo-TexHuueckass TOKyMEHTAIMsI B 3aBUCUMOCTH OT 000pyaoBaHusi U (GopMaToB
YepTeKel XpaHUTCA B Pa3BEPHYTOM, CII0)KEHHOM WUJIM MHOM BHUJIE.

DOneKTpOHHbIE HOCUTEIN Pa3MEIalTCsl B HeCcropaeMbix Ikadax, Ookcax, QyTtispax,
A4erKax, a JIEKTPOHHBIE TOKYMEHTHI — Ha CHEIMAIbHBIX YCTPOUCTBAX.

88. KMHOIOKYMEHTHl MMEIOT 3alllUTHBIC pakopjbl. J[IWHA HadalbHOTO pakopia
cocTaBisieT 3 MeTpa, JUIMHA KOHEYHOro pakopaa — 1,5-2 merpa. Ha HauanbHble U KOHEUHbIE
pakopasl HaHOCHTCS IMH(pPOoBKa. KMHOMOKYMEHTHI IUIOTHO HAMAaTHIBAIOTCS B PYJIOH Ha
cepAeUYHUKUA (HOTOrpaPUUYECKUM CIIOEM HapyKy, 0e3 BBICTYHAIOIIUX BUTKOB Ha TOPIAX
pyJioHa. HanpaBiieHrne HAMOTKH — C KOHIIa Ha Ha4yaJlo.

DOHOJIOKYMEHTHl HA MAarHUTHOM JIEeHTE O(POPMIISIOTCS pakop/laMH Pa3HOro IIBETa B
3aBUCUMOCTHM OT CKOpPOCTH BOCHpOU3BeAeHUs 3anucu. Ha HauanbHbI pakop ¢ Hepadoueil
CTOPOHBI HAaHOCUTCS mU(ppoBKa. JIOKyMEHT HaMaThIBaeTCSd Ha CEPACUYHUK PAOOUYUM CIIOEM
HapyXy (C BBICOTOM BBICTYMAIOUIMX BUTKOB B pyJIOHE, He mpeBblmatomei 0,05 mm.).
HampaBnenne HaMOTKH (DOHOAOKYMEHTA COOTBETCTBYET BPAIICHUIO CMAaTHIBAEMOTO PYJIOHA
POTUB YAaCOBOM CTPEJIKU IIPHU BOCTIPOU3BEIEHUN HA MarHUTO(OHAX.

Kaxnas equHuna xpaHeHus ayJMOBU3yaIbHOTO JOKYMEHTA YIIAKOBBIBAETCS B IEPBUUYHYIO
, 4 3aTeéM — BO BTOPUYHYIO ynakoBKy. [lepBuuHasi ymakoBKa MMeeT NMPSIMON KOHTaKT C
JOKYMEHTOM W 3allMIIAeT €ro OT MbUIM M BJIard, a BTOPUYHAs YNAKOBKA MPEIOXPaHSET



JOKYMEHT U NEpPBUYHYIO YIMAKOBKY OT MEXaHUYECKHUX IOBPEKICHUN, CBETa M HHBIX
BO3JIECTBUI OKPYKAIOLIEH CPEIbI.

VYHakoBKH M3TOTOBIISIIOT M3 XMMHUYECKH MHEPTHBIX, HE COJEPKAIIUX XJOpa, a30Ta
MaTepHasoB, MPENSTCTBYIOMIUX MOSBICHUIO OMOMOBPEXKICHUMN, a TaKKe€ HE BBI3BIBAIOLIUX
MOBPEXACHUN JOKYMEHTOB WU MPUJIMIIAHUS K HUM.

89. KHHOOKYMEHTBHI yIaKOBBIBAIOTCS B 00€PTKY M3 TOHKOW OyMaru Wjid MHOTOCITIOMHBIN
MAaKeT U3 MOJUATUIICHA, MOIUAITHIIEHTEpeTanaTa U METAIUIMYECKYI0 KOpoOKy. Pa3zmep nakera
COOTBETCTBYET pa3Mepy pyJiOHa.

DOTOAOKYMEHTHI Ha TUIEHKE, (OTOOYyMare, CTEKIISIHHBIX (POTOIUIACTUHAX YIaKOBBIBAIOTCS
B KOHBEPTHI U3 YEPHON CBETOHETIPOHUIIAEMOMN OECKUCIOTHON OyMaru.

@DOHOJOKYMEHTHI Ha MAarHUTHOH JICHTE YIaKOBBIBAIOTCS B MAKET U3 MOJIUAITHICHOBOU
TUIEHKH ¥ 3aBOJICKYI0 KOPOOKY MJIM TIOMELIAIOTCS B MOJIMATUIICHOBBIN QyTisip (KOHTEIHep) C
BBIpE3aMU JIJIsl STUKETOK.

AyIuoBuU3yalbHbIE TOKYMEHTBI HA THUCKOBBIX HOCUTENSX YKJIAJbIBAIOTCS B 3aBOACKYIO
YIaKOBKY, a 3aTe€M MOMEIIAIOTCS B KOPOOOUHYIO Tapy.

BuzneopoHorpaMmbl XpaHATCS B CHELUaIbHOW 3aBOJCKON YMaKOBKE W3 MPOYHOTO
MOJIMMEPHOT0 MaTepuania.

90. He nomyckaercst pa3MellleHrUEe TOKYMEHTOB Ha MOy, MOJOKOHHUKAX, JIECTHUYHBIX
IUIOMIA/IKaX WK B HEPa300paHHOM BHJIE.

91. ApxuBoXpaHuWIHUINA, CTeIaXu, mKkapel (ceiidrl) U UX MOJKU HYMEPYIOTCS
apadckumu 1udppamu. Cremnaxu U mkadsl (ceiidpl) HyMEpYIOTCSI CaMOCTOSTEIBHO ClIeBa
HAIIPaBO OT BXOJIa B apXUBOXPAHMIIUILE, UX MOJIKH — CBEPXY BHU3.

92. Mecto XpaHeHMs €], NTOKYMEHTOB B ApPXMBOXPAHWJIMINAX YKA3bIBACTCS B
MOCTEJUIAXHBIX TONOTPAPUUECKUX YKa3aTelsX.

Ha kaxnaplii cTeiiaXk COCTaBIAETCS KapTOYKa MOCTEIUIaKHOTO TONorpaduyeckoro
ykazatens no ¢opme coriiacHo npuioxeHuto 18 k Hacrosumm Ilpasunam. Kaprouku
MOCTEJUIAKHOTO TONOTpaUUEcKOro ykaszaTelsi CHUCTEMaTU3UPYIOTCS B COOTBETCTBUHU C
HyMEpALMEN CTeJUIaKEN B MpeesIax KaKJoro OTAEIbHOT0 apXUBOXPAHMIIHILA.

Bce u3MeneHuss B pa3MelIeHUUM JOKYMEHTOB CBOEBPEMEHHO OTPa)KaroTcs B
MOCTEJJIAKHBIX TOMOrpapUUecKUX yKa3aTelsx.

93. Ilpu xpaHEeHUU JIEKTPOHHBIX JOKYMEHTOB (J1€1) apXUB OpraHU3alli 00eCIICUNBACTCS
CJIEIyIOLIMMU OCHOBHBIMU TEXHUYECKUMU CPEICTBAMMU:

1) HOTOKOBBIMU CKaHEpaMH, 00ecTIeUMBAIOIIMMHU HAJACKHBIM BBOJ HH(POPMAIIIH;

2) cepBepamu, ClIOCOOHBIMU BECTH MapaieIbHy0 00pabOoTKy 3alpOCoB;

3) Beicokompou3BoauTeabHol (100 MOut/c u Gosnee) BBHIYUCIUTEIBHON CEThIO,
OPUEHTHPOBAHHOM HAa MHOT'OMOTOKOBBIM BBOJ M 00pabOTKY TEKCTOBBIX, rpadUuecKkux u
ayJTMOBHU3yaJbHBIX TOKYMEHTOB;

4) o6opynoBaHreM, 00ECIEYNBAIOIINM BBICOKOIIPOU3BOIUTEIBHBIN U CBEPXHAICHKHBIHI
JOCTYTI K TIOUCKOBBIM JJAHHBIM CHCTEMBI;



5) obopynoBaHUEM MEpeHOCa JAaHHBIX Ha KOMIAKT MJIK MarHUTOONITUYECKUE TUCKU;
6) 000pyI0BaHUEM PE3EPBHOTO KOMMPOBAHUS HA MATHUTHYIO JICHTY;
7) aBTOMaTU3UPOBAHHBIMU PabOYUMU MECTaMH, OPUEHTUPOBAHHBIMU Ha 00pabOTKY
TEKCTOBOM U TpaduiecKkoil nHPOpMaInH;
8) HCTOYHUKOM OecriepeOOHHOr0 MUTAHUS;
9) npuHTEpaMu U MOJIEMaMHU HOBEUIINX MOAU(DUKAIIHIA:

10) oOopynoBaHuem, oOecneUMBAIOIIUM JOCTYH K €IWHOW TPaHCIOPTHOM cpeje
roCyJapCTBEHHBIX OPraHoB (UIsl TOCYAapCTBEHHBIX OPraHOB, HX I10JIBEIOMCTBEHHBIX
OpraHM3alMii W OPraHoB MECTHOTO CaMOyIpaBleHHs, a TakKe HHBIX CyOBEKTOB
uH(pOpMaTU3aLMH, ONIPE/IEICHHBIX YIIOJHOMOYEHHBIM OpraHoM B chepe nHpopmMaTH3aIim).

94. ba3oBsle (CUCTEMHbIE) MPOrPAMMHBIE CPEACTBA apXUBa JIEKTPOHHBIX JOKYMEHTOB
BKJIFOYAIOT B CEOSI:
1) omepallMOHHYIO CETEBYIO Cpely M CHCTEMYy YINpaBieHUs 0a30il JTaHHBIX,
OPUEHTUPOBAHHYIO Ha 00PabOTKY OOIBIINX MAaCCUBOB JIAHHBIX;
2) cpencTBa OTOOpakeHUsI 1 00paOOTKH TaHHBIX;
3) cpeacTBa 3amUThl OT HECAHKIIMOHUPOBAHHOTO JTOCTYIa M aHTUBUPYCHBIE CPENICTBA.

95. K cnenuaiabHbIM IPOTpaMMHBIM CpeAcTBaM Il (DYHKIIMOHUPOBAHHUS apXHuBa

AIIEKTPOHHBIX TOKYMEHTOB OPTaHU3AIMHA OTHOCSTCS:
1) cpencrBa 3¢ (hHeKTUBHON MOANEPKKHA CHUCTEM YIPABJICHHS MOCTOSIHHBIM MOUCKOM
JOKYMEHTOB Ha JIEKTPOHHBIX HOCUTENSAX UH(OPMALINY;
2) eAMHBIE CPEACTBA PACMO3HABAHMS TEKCTOB Ha OCYJapCTBEHHOM U PYCCKOM SI3bIKaX;
3) cpencTBa, obecrieunBaOIne eAMHYIO0 TEXHOIOIHIO BBOAA HH(opManuu B 0a3y JaHHBIX

4) cpencTBa OMEPaTUBHOTO MOUCKA MH(OPMAITUU U OTIEPATUBHOTO aHaIN3a HH(OpMaIuy;

5) cpenctBa pa3pabOTKU M ONITUMH3ALMU 3aIIPOCOB MOJIb30BaTENEH;

6) MporpaMMHBIE U allllapaTHbIE CPEJCTBA 3aLIUTHI OT HECAHKIIMOHUPOBAHHOTO JTOCTYyMA K
uH(pOpMaIUU apXUBa IEKTPOHHBIX JIOKYMEHTOB OpraHU3alNH.

ITaparpa¢ 3. ITopanok obecniedeHus pexuMa XpaHEHHA JOKYMEHTOB

96. B apxuBoxpaHMJIUIIAX BCE BHUIbI pabOT C JOKYMEHTAMH IPOBOJAATCS IpHU
OTPAaHMYEHHBIX YPOBHIX OCBEIICHUA. JJOKYMEHTBI, B TOM YHCJIE 3JIEKTPOHHBIE TOKYMEHTHI (
7ena), pa3MelaTcs B MEPBUYHBIX 3AIIUTHBIX CPEICTBAX XpaHEHHs (apXUBHBIX KOPOOKax,
narnkax, CoequaibHbIX QyTiIgpax, makeTax, OoKcax).

97. llpu ecTeCTBEHHOM OCBEIICHMHM HAa OKHAX yCTAHABIIMBAIOTCS CBETOpAaCCEUBATENH,
PETYISITOPBI CBETOBOTO MOTOKA, 3alIUTHBIC (PMIBTPHI, IITOPHI, KATIO3U WM OKPAIICHHBIC
CTEKJIa.

JIJIsi ICKYCCTBEHHOTO OCBEIIEHUS MPUMEHSIOT JIAMITbl HAaKaJTHMBAaHUS B 3aKPBITHIX
wadoHax ¢ IJ1agKoil MOBEPXHOCTHIO. JIFOMMHECIIEHTHBIE JTaMITbl UCTIOIB3YIOTCS MPU yCIOBUH
yPE3aHHOTO YIbTPapHOIETOBOIO y4acTKa CIIEKTPa U3ITyUCHUSI.



98. B apxuBOXpaHWINIIAX 00ECIIEYNBACTCS CICAYIOIMMNA TeMITepaTypPHO-BIAKHOCTHBIN

PEKUM:

1) 1utst TOKYMEHTOB Ha OyMa)KHBIX HOCUTENSX HHpOopManmu — Temmeparypa +17 — +19°C,
OTHOCHUTEJIbHAS BIaXHOCTh Bo3yxa 50-55 %;

2) s JOKYMEHTOB Ha YEpPHO-OENbIX TIJICHOYHBIX HOCUTENSX WHpOpMalnU —

temneparypa +15°C, oTHocuTenbHas BIaXKHOCTh Bo3ayxa 40-55 %;

3) 1 TOKYMEHTOB Ha I[BETHBIX MJIEHOYHBIX HOCUTEIISIX UH(POPMAIIUU — TeMIieparypa +2
—+5°C, oTHOCHUTENIbHAS BIaXXHOCTh Bo3tyxa 40-55 %;

4) nns TOKYMEHTOB Ha MarHUTHOM JIEHTE U IUCKOBBIX HOCUTEIISIX — TeMIIeparypa oT +8 —
1o +18°C, oTHOCHUTENBHAS BIAXHOCTh BO3ayxa — 45-65 %;

5) AJis TOKyMEHTOB Ha 3JIEKTPOHHBIX HOCUTEIAX MH(pOpMaI — Temieparypa +15 — +20°
C, oTHOCUTEIBHAS BIAXKHOCTh BO3yxa 50-65 %.

s obGecrieyeHusi ONTUMAIBHOTO TEMIEPATYpPHO-BIAXHOCTHOTO PEKUMa XpaHEHUS
JIOKYMEHTOB Ha AJIEKTPOHHBIX HOCHUTENSX, AEKTPOHHBIX JTOKYMEHTOB (ZI€J1) B XpaHUJIUIIE
HE00X0IMMO 00eCTICUUTh COOJIOICHUE CIICAYIOIINX TPeOOBaHMIA:

JUIS1 MATHUTHOM JIEHTBI U IMCKOBBIX HOCUTENEN TemIieparypa Bo3ayxa — ot +8 1o +18 °C,
OTHOCHTEJIbHAS BJIaKHOCTh BO3AyXa MOJAECPKUBAThCA B Axana3oHe oT 45 no 65 %;
JUUISL ONTUYECKUX JIUCKOB TeMrepaTypa — He Bhilie +25 °C, oTHOCUTEIbHAS BIAXHOCTb
Bo3ayxa — 20-50 %;
JUIsL cepBEpHOro obopyloBaHUs TeMmrmepaTypa Bo3ayxa — oT +18 mo +24 °C,
OTHOCHUTEJIbHAs BIaKHOCTh Bo3ayxa — 30-50 %.
CKopocTh U3MEHEHUS BIIAXKHOCTU BO3AyXa — He BbIlIe 6 % B yac.
AtMocgepHoe nasnenue B peaenax ot 84 no 107 klla.

99. B apxuBOXpaHWIHUILIAX C HEPETYJIUPYEMBIM KIMMATOM OCYIIECTBIAIOTCS
COOTBETCTBYIOIINE MEPONPUSITUS TO ONTUMH3AIUN KIMMATUYECKUX YCIOBUM Ha OCHOBE
PallMOHAJILHOTO OTOIJIEHHUS 3[JaHUs OpraHu3allui, IPOBETPUBAHUS U YBIAXKHEHHUS (OCYILICHHUS
) BO31lyXa B apXUBOXPAHWIUIIAX.

100. TemnepaTypHO-BIa)KHOCTHBIA PEXUM B apXHWBOXPAHWIMIIAX KOHTPOJIUPYETCS
IyTEM PETYJAPHOTO MU3MEPEHUSI MapaMEeTPOB TEMIEPATypPbl U OTHOCUTEIBHOW BIIAXKHOCTH
BO3/lyXa HAa OCHOBAaHUM TOKa3aHUU COOTBETCTBYIOUIUX KOHTPOJIbHO-U3MEPUTEIbHBIX
npuOopoB. B KOHAMITMOHUPYEMBIX TOMEIICHUSIX U3MEPEHUE MapaMeTPOB OCYIIECTBISETCS
JIBa pasa B HEJENIO0, B MOMEILICHUSIX C HEPETYIUPYEMbIM KIMMATOM — TPU pasza B HEJEINIO.

TeMmnepaTypHO-BIQKHOCTHBIA PEXUM XPAHEHHSI JTIOKYMEHTOB Ha 3JIEKTPOHHBIX
HOCHUTENAX, DJICKTPOHHBIX JOKYMEHTOB (71eJ1) B XpaHWIMIIE KOHTPOJUPYETCS IMyTeM
PETYJIAPHOTO U3MEPEHHUSI TEMIIEPATYPbl U ONIPEACICHUSI OTHOCUTENBHOM BIAXKHOCTH B OJHO U
TO K€ BPEMS:

B KOHIMIIMOHUPYEMBIX TOMEIIEHUSIX — HE PEKE OJTHOTO pasza B HEJEIIO;
B XpaHWIMIIAX C HEPETYJINPYEMbIM KIIMMATOM — JIBa pa3a B HEJEIIO;
MpU HAPYIICHUSX PEeKUMa XPAHECHUS — OJIUH pa3 B CYTKHU.



KonTtponbHO-u3MepuTensHbie mpuOOpsl (TEPMOMETPHI, IICUXPOMETPHI, TUTPOMETPHI)
pa3MeIlaloT B TJITABHOM MPOXOJIE€ HA CTEJUIAXKE BAAIM OT OTONUTENbHBIX U BEHTUIISIIUOHHBIX
cucteM. [lokazanus U3MepUTENbHBIX TPUOOPOB (TEPMOMETP, ICUXPOMETP) (PUKCUPYIOTCS B
KypHaJle pEerucTpaluy MOKa3aHW KOHTPOJIbHO-U3MEPUTEIBHBIX MPUOOPOB Mo Gdopme
COTJIacHO IpuiokeHuto 19 k Hacrosmum [IpaBunam.

He nomyckaercs pe3koe kosiebaHue TEMIIEPATYPhI U BIAXKHOCTH B apXUBOXPAHUIIHINAX.

101. B apxuBoxpanuiumiax obecrneuyrnBaeTcsl MUPKYJIAIUS BO3AyXa, UCKIIOYAIOIAst
o0pa3oBaHKME HEMPOBETPUBAEMBIX 30H, OMACHBIX B CAHUTAPHO-OMOJIOTUYECKOM OTHOIIEHUU (
MOSIBJIEHUE TUIECEHH, HACEKOMBIX, IPHI3YHOB, IIBLIN).

OTKpbIBaIOIIKECS B TEIJIOE BPEMS T'OJla OKHA, a TaAK)KE€ BEHTUJISILIMOHHBIE OTBEPCTHUSA B
CTEHaX, MOTOJKAaX, MOJIaX apXWBOXPAHUJIUI] U HAPYKHBIE OTBEPCTHUS BEHTUIISLIMOHHBIX
CHUCTEM OCHAIAIOTCS CETKAaMU C TMaMETPOM siueek He Oonee 0,5 MM.

B apxuBoxpaHunuiax He ONMyCKAOTCA MpeObIBaHUE B BEPXHEH 0/€kK]e, MOKPOU U
IpA3HON 00YBH, XpaHEHUE U UCIOJIb30BAHKE MHUILEBBIX MPOAYKTOB.

102. He pexxe olHOTO pasza B roJi MPOBOAUTCS 0O0eCIbUIMBaHUE CTEUTaXel, mKados,
MEPBUYHBIX CPEACTB XPaHEHHs NOKYMEHTOB. [Ipu 3TOM MoOjbl, IUIMHTYCHI, MOJIOKOHHHKH,
IIOKOJIbHBIE YacTH CTeulakedl 00palaThIBaIOTCS JBYXIPOIICHTHBIM BOJHBIM PacTBOPOM
dbopmanuna. He pexe nByx pa3 B HEAENIO B apXMBOXPaHUJIUIIAX MPOBOJUTCS Bia)KHas
yOopKa.

103. JIBa pa3a B rof (/10 Ha4aJja U MOCJie OKOHYaHUSI OTOMUTEILHOTO CE30HA) TOKYMEHTHI
(BBIOOPOYHO) apXMBOXpAHWJIHUINA MOABEPral0T O0OCIETOBAHUIO JIsI CBOEBPEMEHHOIO
0OHapy>KEeHUSI HACEKOMBIX U IJIECHEBBIX TPUOOB.

[Ipn oOHapyX eHHH OMOJOTHYECKUX BpPEAUTENEH NMPUHUMAIOT CPOUYHBIE MEpHI IO
Ne3UH(PEKIMN M JAE3UHCEKIMH MOMEIICHUM CHIaMH CaHUTapHO-3MUJIEMHUOJIOIHYECKOM
CITY>KOBI.

104. JIokyMEeHTBI MIOCTOSTHHOTO XPAaHEHUS C BBIABICHHBIMH (PU3MUECKUMU JedeKTaMu
OCHOBBI (yTpaTa yacTed TOKYMEHTa, pa3pbiBbl, OTCIOCHHE IMYJIHCUOHHOIO CJOSI, TPEIIHUHBI,
[apanuHbl) WM TEKCTa PETHCTPUPYIOTCSA B JKypHaje (KapToTeke ydera) (PU3HMYECKOTo
COCTOSIHUSI IOKYMEHTOB. B TaHHOM *KypHale (JaHHOW KapTouke yuera) (PUKCUPYIOTCS BHUIbI
crenuagbHOil 00pabOTKM, HEOOXOUMBIE ISl BOCCTAHOBJIEHUSI TOKYMEHTOB (pecTaBpanus,
ne3uHpeKus, MUKpPOPUILMHUpPOBaHUE, (QoTopecTaBpalus, KOMUpPOBAHUE, IEPEBOJA B
ANEKTPOHHBIA (POPMAT), U YKA3bIBAIOTCS KOHKPETHBIE MEPHI MO YIYUIIEHUIO (PU3UYECKOTO
COCTOSIHUSA JOKyMEHTOB.

105. HemenneHnHoii nepenaye Ha oOpabOTKy (A€3UH(EKITUI0, TE3MHCEKIUIO) MO IekKaT
1ies1a, JOKYMEHTBI KOTOPBIX MOPaKEHbI IJIECEHBIO U HACEKOMBIMM.

ITaparpad 4. ITopsamok BeIIa4YM A€, JOKyMEHTOB H3 apXHBOXPaHWIIAII

106. [ena, TOKyMEHTBI BBIIAKOTCS U3 APXUBOXPAHUITUIL;
1) st McrioIb30BaHUsI pAOOTHUKAMH OpraHU3aIUu;



2) A UCHOB30BaHUS GU3NYECKUMU JINLAMU B YUTAIBHOM 3aJI€;
3) BO BpeMEHHOE MOJIb30BaHUE MHBIM OpPraHU3aLUsAM;
4) nna cnenuanbHONH 00pabOTKH JOKYMEHTOB C IIENIbIO YIIYUIIEHUS UX (PU3MUECKOTO
COCTOSIHHUSI.
107. [lena, TOKYMEHTBI BBIJAIOTCS BO BPEMEHHOE IOJIB30BAHNE U3 aPXUBOXPAHWIMIL HA
CpOK, He OoJee:
1) ogHOrO MecsiIa 1 UCNOJIb30BaHUS PAOOTHUKAMH OpraHU3aliy;
2) o1HOTO Mecslla Ui UCIOJB30BaHUs JOKYMEHTOB B YUUTAJIbHOM 3aJI€;
3) Tpex Mecs1eB BO BPEMEHHOE MOJIb30BAHUE JJIS1 MHBIX OpraHu3alil 1 S3KCIOHUPOBAHUS
JOKYMEHTOB.

108. IIpoasieHHe yCTAaHOBJIEHHBIX CPOKOB BBIJAuM JI€JI, TOKYMEHTOB BO BPEMEHHOE
MOJIb30BaHUE JOMYCKACTCSI B OCOOBIX CIIyYasiX MO PE30JIIOIMH PYKOBOIAUTENSI OPraHU3AIMH T10
NUCbMEHHOMY MOJATBEPKICHUIO MTOIB30BATENS O COXPAHHOCTH JOKYMEHTOB.

109. Ha Hay4HO-TEXHHUYECKUE JOKYMEHTBHI, MOJIEKAIINE Nepeaade Ha MOCTOSTHHOE
XpaHeHue, cozgaercs (QOoHJ MOJb30BAHUS Ha JJIEKTPOHHBIX W HHBIX HOCUTENsAX. Mx
MO/JIMHHUKY U3 apXUBOXPAHWINL] HE BBIIAIOTCS.

110. ITpaBooXpaHHUTENBHBIM OpraHaM, OpraHam CyJia U MPOKypaTypsl Jeja, B TOM YHUCIIE U
Ha SJIEKTPOHHBIX HOCUTENAX, SJEKTPOHHbIE JTOKYMEHTHI (JIeJia) BBIAIOTCA B MOPSIKE,
OTIPEJICTICHHBIM Y TOJIOBHO-TIPOIIECCYANTbHBIM KoiekcoM Pecryonuku Kazaxcran.

111. Boigaua gen, TOKYMEHTOB U3 apXHUBOXPAaHWIUIL OGOPMISETCS CIEAYIOIUMU

JOKYMEHTAMMU:
1) 3aka3amu Ha BbIJIayy JIeJl B UMTAJbHBIN 3a]1 1 paOOTHUKAM OpraHU3aluu 1no ¢popme
corsacHo npuinokenuto 20 k HacrosmuMm [IpaBunam;
2) akTaMH O BbIJAye Jiej, JOKYMEHTOB BO BPEMEHHOE I0JIb30BaHKUE M0 OpME COrIacHO
npuioxeHuto 21 k HacrosmuM [IpaBunam, opopmiisiembiMu Ha 0011I€EM OJaHKE OpraHU3AlINH;
3) 3aka3amu Ha IpOBeJeHHE pabOT MO KOMUPOBAHUIO U PECTaBPALIUU JOKYMEHTOB.
3aka3 apXMBHBIX JOKYMEHTOB (71e]1) MOXKET ocyliecTBIsIThes uepe3 MC DA mocpencTBom
JIOTMHA W TapoJisi, B TOM YUCIE HUCCIEI0BATEISM.

112. Beimaua nen, TOKyMEHTOB, B TOM YHCIIE€ 3JEKTPOHHBIX, U3 apXUBOXPAaHWIIHILA
perucTpupyercss B KHUTax Bblaud JokymeHToB wid B MC DA mo ¢opme coriacHo
npuiokeHuto 22 k HactosmuM [IpaBunam.

113. McnonHeHHbIE 3aKa3bl UCCIEN0BATENEN XPAHIATCS B IMYHBIX JI€JIaX UCCIEN0BATENEH,
BCE [POYNE — JI0 IPOBEICHUS TPOBEPKU HAIMYHUS U COCTOSIHUS JIETI.

114. Bpimaua nen, TOKYMEHTOB BO BPEMEHHOE IOJb30BAHUE B WHBIE OPraHU3AIUU
oopMisieTcss akTOM, KOTOpBIM COCTaBiseTCsd B JBYX JK3EMIUISpax, OJUH U3 KOTOPBIX
OCTaeTCsl B apXWBE OpPraHU3alMU, BTOPOM BBIAAETCS IMOJy4aTeNlt0. AKT MOAINUCHIBAETCS
PYKOBOJWTENEM  OpraHU3aluM, [epeJamuel  neina, W pPYKOBOJUTENEM



opranusanuu-nosydarens. [locae Bo3BpalleHus €1 B ABYX DK3EMIUIIpax akTa JIeJIaeTcs
COOTBETCTBYIOILIAast OTMETKA — OJIMH 3K3EMILISP OCTAETCS B OpraHU3aluu-1oIyvaTelie, BTOpou
XpaHUTCs B Jieje poHa B apXUBe OpraHU3alliy, BblJaBaBIIeH JOKYMEHTBI.

115. HanpaBrienue 1OKyMEHTOB Ha KOMUPOBAHUE, PECTaBPAIIUIO, IEPEIieT 0hopMIIsieTcs
3aKa30oM. 3aka3 opopMIISIeTCS B apXHMBE OpraHu3alu 1o (opMe akTa O BbIJa4e TOKYMEHTOB
BO BPEMEHHOE I0JIb30BaHNE NHOW OpPTraHU3alnH.

116. Ilepen BeIHaven Aen, TOKYMEHTOB U3 APXMBOXPAHUIIUIIA ITPOBEPSAETCA COOTBETCTBUE
mudpa 1 3arojoBKa jeia Ha 00J0XKKe mudpy 1 3aroioBKy jena B cBoaHou omwmcH. [lepen
BbIJIaU€i M MIPU BO3BPAILCHUH JIe]l B apXUBOXPAHWIHILA MPOBEPSAIOTCS HyMepalus JUCTOB U
COCTOSIHHE JJOKYMEHTOB Ka)/10I0 BBIJAHHOTO JIENA.

Kaxxnoe Bb1aBaeMoe U3 apXUBOXPAHUIIMINA JI€TI0 UMEET JIMCT UCTOIB30BAHMS IO (popMe
COTJIaCHO MpuiIokeHuto 23 k HacrosamuM [IpaBunam.

117. Ilpu BblOadue U3 XpaHWIWILA JOKYMEHTOB Ha JJIEKTPOHHBIX HOCHUTENSAX
OCYILECTBJISECTCSI TPOBEPKA LIEIOCTHOCTH BCEX OOBEKTOB XPAHEHHMS, COCTABIISIOLIUX
BBIJJaBa€MbIi IOKYMEHT.

118. ITpu Beinaue fena (JOKYMEHTOB) U3 ApXUBOXPAHUIIUIIA HA UX MECTO BKJIAJbIBACTCS
KapTa-3aMEeCTUTENb €AUHUIIBI XpaHEeHUs 10 (opMe COTIACHO MPUIOKEHHUIO 24 K HACTOALIUM
[IpaBunam. [Ipu Bo3BpamieHuu nena (IOKyMEHTa) B apXMBOXPAHWIMILE KapTa-3aMECTUTEND
M3bIMAETCA.

119. CocTtosiHME NOKYMEHTOB, BO3BpAIla€MbIX B apXUB OPraHU3aIUU I1OCIE
WCITOJIb30BAHUs, IPOBEPSAETCS B IPUCYTCTBUU JIULIA, BO3BPALIAOIIETO UX.

[Ipu obHapykeHUH HEAOCTauYM JOKYMEHTOB WJIM OTACJIbHBIX JIUCTOB B HUX, a TAKXKe
MOBPEXKJICHUH JIeN1 paOOTHUK apXUBa OpraHU3alMK coo0IaeT 00 ’TOM PyKOBOJICTBY.

ITaparpa¢ 5. Ilopsanok npoBeACHUA HAIMIUA H COCTOSHHA apXHUBHEIX A€M, JOKyMEHTOB

120. IIpoBepka HanuM4us U COCTOSIHHS apXUBHBIX J€JI, JOKYMEHTOB MPOBOJUTCS B
MIJIAHOBOM TIOPSIJIKE OJMH pa3 B 5 JIET, JICKTPOHHBIX JOKYMEHTOB (J1eJ1) — OJIMH pa3 B 3 roja.
121. BHeouepeaHbie NPOBEPKUA HATUYMS U COCTOSIHUS JI€J1, IOKYMEHTOB ITPOBOISTCS:

1) o u mocne nepeMenieHus aei, T0KYMEHTOB B MHOE apXUBOXPAHUIIHIIIE,
2) nepeq nepenayeil uX Ha XpaHEHUE B TOCYJapCTBEHHbIN apxuB, ApxuB [Ipe3unenra
PecnyOnuku Kazaxcran;
3) mocne upe3BbIYaWHBIX CUTYallUii, BHI3BABIIUX NEpeMENIeHUE (IBaKyalluio) J1e7 WK
JIOCTYT B apXUBOXPAHUJIUIIA TOCTOPOHHUX JIUIL;
4) npu cMeHe PYKOBOAUTEIS apXUBa OpraHu3anuu (JIMa, OTBETCTBEHHOTO 33 ApXUB);
5) npu peopraHuzanuy (JUKBUAALMHA) OPTaHU3ALMH.
122. B xo/1e npOBEpKU HATUYUS U COCTOSIHUSL TJOKYMEHTOB OCYIIECTBIISIOTCS:
1) ycraHoBieHue (pakTHUYECKOr0 HATUYHUS JOKYMEHTOB, HAXOASIIUXCSA Ha XPAaHCHUU B
apXHBe OpraHU3alluy;
2) BBISIBJICHHE U YCTPAHEHUE HEJOCTATKOB B YUETE JIOKYMEHTOB;



3) BBISIBIEHUE OTCYTCTBYIOIMX JIOKYMEHTOB U OpraHU3alls X PO3bICKA;

4) BBISIBICHHE M YYET JOKYMEHTOB, TPeOYIOIIMX pecTaBpaluM, KOHCEpBALMU W
podUIaKTHIECKONH 00pabOTKH.

123. Jlo Hauana paboOThI MO MPOBEPKE HAIMYUS U COCTOSIHUS JOKYMEHTAIIMU U3Y4YatoTCs
JOKYMEHTBI TPEABIAYINX IPOBEPOK.

B xoxe nmpoBepku HalnWM4us U COCTOSIHHUS JTOKYMEHTOB MPOBEPSIOTCS MPABUIBHOCTH
HyMepaluu Jel B KaKJI0i OMHCH el JTOKYMEHTOB, COOTBETCTBUE HYMEpAlUH 3arojOBKOB
JIEJI ATOTOBBIM 3aIMCSM B OIUCSX JEJI JOKYMEHTOB M YYETHBIM JJOKyMEHTaM.

[IpoBoauTCS CBEpKa OMHUCATENbHBIX CTaTed pa3jesia OMUCH JIeJl JOKYMEHTOB C
coJiepKaHUEM PEKBU3UTOB HA 00J0KKax nen (mudpoB, HaMMEHOBaHUS (OHI000pa3oBaTeNs
U €r0 CTPYKTYPHBIX MOJpa3/IeTICHUH, 1eTONPOU3BOICTBEHHBIX HHIEKCOB /1N, 3ar0JIOBKOB 1€
, 1aT J1eJ1, KOJIMYECTBA JIUCTOB).

Hena ¢ 0co00 IIEeHHBIMU JTOKYMEHTaMH, HECOpOIIIOPOBAHHbBIE Jiefla MPOBEPSIOTCS
MOJIUCTHO. MITOrM poBepKH (PUKCHUPYIOTCS B JIUCTAX-3ABEPUTEIAX JIET.

124. EnuHOBpEMEHHBIE TPOBEPKU HAJIUYUSI U COCTOSIHUS JIEKTPOHHBIX HOCUTENEH
MPOBOJIATCA:

NIOCJIE NIEPEMEIICHMS SJIEKTPOHHBIX HOCUTEJIEH apXHUBa B MHOE XPAHWINLIE;

II0CJIE YPE3BbIYANHbBIX IIPOUCLIECCTBUN;

[P CMEHE PYKOBOJMTEI apXuBa (JIMIa, OTBETCTBEHHOI'O 3a FOCYJapPCTBEHHBIN YUET U
aApXUBOXPAHWIIUILIE).

125. IIpu nmpoBepke ayTMOBU3yaIbHON JOKYMEHTALMU CBEPSAETCS ONMCATEIbHASI CTAaThs C
HAAMUCHI0 Ha TUKETKE KUHO-, (OHO-, BUJICEOAOKYMEHTOB. [Ipr HECOOTBETCTBUU CBEIICHUMN
onucaresibHas CTaThs CBEPAETCS C HANUCIMU Ha pakoplie JOKyMEHTa.

126. ITpoBepka HaIU4UMs YEPTEKEN OCYIIECTBISAETCA MOJIUCTHO, CBEPSAETCSI HAMMEHOBAHUE
PEKBU3UTOB crieU(UKAMU WK BHYTPEHHEW OMUCHU C Ha3BaHUEM Ka)JOro JHUCTa YEPTexa,
BXOJISIIETO B COCTAB IPOEKTa (pa3paboTKM).

127. Ilpu nmpoBepKe HAJIMYUS U COCTOSIHUSA TJOKYMEHTOB HEOOXOIMMO:

1) coxpaHATh MOPANIOK PACIOIOKEHUS JOKYMEHTOB Ha CTEIUIaKax M B MEPBHYHBIX
CPEACTBAX XpaHECHUS;

2) NOJKJIaAbIBaTh HA CBOM MecTa OOHapy>XEHHbIE BO BpeMs MIPOBEPKHU HENPABUIBLHO
NOJ/JIOKEHHBIE JeJ1a U IOKYMEHTHI;

3) u3bIMaTh Jiesa, 3aroJIOBKH KOTOPBIX HE BHECEHBI B Pa3Jiebl COOTBETCTBYIOLIUX OMUCEN
1eJ1, JOKyMEHTOB;

4) u3pIMaTh U U30JIMPOBATH JENIa U JOKYMEHTHI, 3apaKeHHbIE TIECEHBIO WJIM UHBIMU
OMOJIOrMYECKUMHU BPEIUTEISIMH;

5) BBISBIATH JOKYMEHTHI, UMetoIIre (pu3ndeckue AeeKThl.

128. IloMeThl WM 3anMCU B XOJE€ IMPOBEPKU B ONMHUCAX AEJ, TOKYMEHTOB M JIPYIUX
YYETHBIX JOKYMEHTaX HE MMPOU3BOIATCS.



129. Jlena Ha 6yMa)KHOM HOCHUTEJIE, BbIIaHHbIE PAOOTHUKAM OPTraHU3aIliU B YUTATbHBIN
3aJ1 1 BPEMEHHOE TOJIb30BAaHUE JPYTUM OpraHU3alvsM, IPOBEPSIOTCA MO KHUTaM U aKTaM
BBIJIAYU JI€JI U CUUTAIOTCSA UMEIOIIMMHUCS B HATMYUU.

130. B xome mpoBepKH COCTABISETCS JIMCT MPOBEPKU HAJTUYUS U COCTOSHUS eI,
JOKYMEHTOB B apXuBHOM (oHZe 1Mo (opme COIacHO MPUIIOKEHUIO 25 K HACTOSAIINM
[IpaBunam. JIucTbl NpOBEPKH HYMEPYIOTCS MO MOPSAKY HOMEPOB B MpElesiax KaxKJOoro
apXUBHOTO (DOHJIa U MOMUCHIBAIOTCA UCTIOTHUTEIIEM.

[Tocne okoHYaHUS TPOBEPKU apXUBHOTO (POHJIA JUCTHI MIPOBEPKU BKIIOYAIOTCA B JIEJIO
JTAHHOT'O apXUBHOTO (POHA.

B cinydae oOHapykeHUsI B X0 MPOBEPKH HATUYMUS M COCTOSHUS JEJI HEJOCTATKOB, HE
MPEyCMOTPEHHBIX IpadaMu JUCTa MPOBEPKH, B JIUCT BBOIATCS JOTOJHUTEIbHBIE Tpadbl.
Ecnu B pe3ynbTraTe NMpOBEPKU HEAOCTATKOB HE OOHAPYIKEHO, JUCT MPOBEPKU B JIENIO
apXMBHOTO (POHJA HE BKIIFOUAETCH.

131. Ha ocHOoBaHuu jMcTa (JIMCTOB) MPOBEPKU COCTABIISIETCS AKT MPOBEPKHU HAJTUYUS U
COCTOSIHUSI apXUBHBIX JOKYMEHTOB MO (pOopMe COriacHO MPUIOKEHHIO 26 K HACTOSIIHUM
IIpaBunam.

132. ITo okOH4YaHUY MPOBEPKU HATUYUS U COCTOSIHUS apXUBHBIX JOKYMEHTOB B KOHIIE
OTHUCH JIeNl TOKYMEHTOB (KHUTH y4eTa W OMUCAHUs) MpocTaBisitorcs 3anuch "[IpoBepeHo",
1aTa, JOJKHOCTh U MOAMUCH JULA, TPOU3BOIMBIIIETO TPOBEPKY.

B ciiyyae oOHapyeHUs B UTOTOBOM 3alMCH OMKUCH JeNl JTOKYMEHTOB (KHUTH yueTa U
OTHCAaHUs) HEYYTCHHBIX JUTEPHBIX U MPOMYIICHHBIX MOPSAKOBBIX HOMEPOB, BHIOBIBIITUX B
COOTBETCTBUM C YCTAaHOBJIEHHBIM MOPSJAKOM €IWHUIl XPAHEHUs, HMTOrOBas 3amlucCh
MIEPECOCTABIIAETCS.

133. Ha Bce OTCYTCTBYIOIIME €AUHULIBI XPAHEHUS B XOA€ IPOBEPKU HAIUYUSA U COCTOSIHHS
ApXUBHBIX JIOKYMEHTOB COCTAaBJISIIOTCSI KapTOYKU y4yeTa HEOOHapYKEHHBIX apXUBHBIX
JIOKYMEHTOB 110 (popMe corracHO mpuitokeHuto 27 k HacTosmuM [IpaBumam.

Benenne xaptoTeku HEOOHApPYKEHHBIX apXUBHBIX JOKYMEHTOB OCYIIECTBIISETCS
LEHTPAIN30BaHHO.

134. Ecnu npoBepKoOW Hadu4us U COCTOSIHUS JeJ oOHapy»XeHa Hexocrada fed,
JIOKYMEHTOB, JIEKTPOHHBIX TOKYMEHTOB (JI€J1), OpraHu3yeTCsl UX PO3BICK.

[Ipu po3bicke HEOOHAPYKEHHBIX I, JOKYMEHTOB OCYIIIECTBIISIOTCS:

1) uzyuenue onucei, Mo KOTOPBIM Jiefia, JOKYMEHTHI U3 CTPYKTYPHOTO MOApa3eiIeHUs
NepeaBalIvCh B apXUB OpraHU3aluu;

2) opraHu3amus po3bICKa HEOOHAPYKEHHBIX MPHU MPOBEPKE JeJI, TOKYMEHTOB,
AJIEKTPOHHBIX JOKYMEHTOB (JIeJ1) B COOTBETCTBYIOUIUX CTPYKTYPHBIX MOJAPA3ACICHUSIX
OpraHu3allu, B JeTEILHOCTH KOTOPBIX OHU 00pa30BaHbL;

3) “3ydeHHE YUETHBIX JOKYMEHTOB IO BblAayue /i€, JOKYMEHTOB U3 apXUBOXPAHUIIUIIA;

4) uzydeHue B Jeje apXMBHOTO (OHIA aKTOB O BBIJACICHUM JAOKYMEHTOB (1en),
ANEKTPOHHBIX IOKYMEHTOB (J1€J1) K YHUUYTOXKECHHUIO;



5) mpoBepKa JieJ1, HaXOSIIUXCS PSAAOM apXUBHBIX (DOHIOB.

Po3bICK MpOBOAMUTCS B TEUEHHE TOfa Tocie 0OHAPYKEHHUSI HEA0CTayu JOKYMEHTOB (J1€M),
ANEKTPOHHBIX TOKYMEHTOB (J1€1).

135. Haiinennsle B UTOTE pO3bICKA €N, SJIEKTPOHHbBIE JJOKYMEHTHI (JeJ1a) BO3BPAILAIOTCS
Ha MECTa, a B COOTBETCTBYIOIIECH KapTOUKe yuyeTa HEOOHApYy>KEHHBIX JI€J JIETAeTCs OTMETKA
00 O0HapyKEHUHU C YKa3aHHUEM JaThl U MOJIUCH PYKOBOAUTEIS apX1UBa OpraHu3aluu (Juia,
OTBETCTBEHHOI'O 32 apXWB OPraHU3alin).

136. Jlena, B TOM 4HCII€ 3JIEKTPOHHBIE, MPUYHHA OTCYTCTBUSI KOTOPBIX MOATBEPKICHA
JOKYMEHTAJIbHO, MCKIIFOYAKOTCS U3 OMUCEW, B TOM YHUCIE ONMUCEU DIIEKTPOHHBIX nei. B
COOTBETCTBYIOIIMX KapTOYKax YyKa3blBAIOTCA JaTbl U HOMEpA AaKTOB, B KOTOPBIX
IIOATBEPKIAAETCS OTCYTCTBUE J€J1a, COCTABIIAIOTCS CIPAaBKU O IIPOBeAEHUU po3bicka. [locie
paccMOTpeHHUsl pe3ylbTaToB po3bicka Ha 3acenanuu LIOK (OK) u yTBepkaeHus ee perieHus
PYKOBOJUTENIEM OpraHU3allud HEeOOHapyKEHHBbIE JTOKYMEHThl CHHUMAIOTCS C yueTa [0
COTJIACOBAHMIO C YIIOJIHOMOYEHHBIM opranoM nim MHUO.

137. IIpoBepka HaAJIUYMS U COCTOSIHHS JI€JI, B TOM YHCIIE€ 3JIEKTPOHHBIX, CUUTAETCS
3aBEPILICHHOM MOCTIE BHECEHUSI U3MEHEHU, BBISIBJICHHBIX ITPOBEPKOM, B YUETHBIE JOKYMEHTHI
MIPOBEPSIEMOTO apXUBHOTO (POHJIa U MPENICTABICHHUS] COOTBETCTBYIONIUX CBEJICHUN O Jleyax
MOCTOSIHHOTO XpaHEHUs B TrocydapcTBEeHHbIM apxuB, ApxuB Ilpesmaenrta PecnyOnuku
KazaxcraH 1 BHECEHHS] U3MEHEHUN B YTBEPKIECHHBIE OMUCHU JI€JI JOKYMEHTOB IIOCTOSIHHOTO
XpaHEHMUS.

ITaparpad 6. ITopsnok onpenenerus GOHIOBOM IPHUHAISKHOCTH JOKYMEHTOB 1 06pa3zoBaHue (
3aKpHITHE) apXUBHOTO QOHAA

138. IoKyMEHTBI, B TOM YHCIJE JJIEKTPOHHBIE, IEPEIAHHBIE HA XPAaHCHUE B APXUB
OpraHM3allM, COCTABISAIOT apXUBHBINA (DOHI OpraHU3aIUH.
139. Bunamu apxuBHOTO (hOHJA SBIISTFOTCS:
1) apxuBHBIi (HOHA OpraHU3aluU, COCTOAIIUN U3 JOKYMEHTOB, B TOM YHUCIIE AJIEKTPOHHBIX
, 00pa30BaBLIMXCS B IPOLIECCE €€ AESITEIbHOCTH;

2) 0ObeIMHEHHBIN apXUBHBIA (POHI, CPOPMUPOBAHHBIA U3 JOKYMEHTOB, B TOM YHCIIE
AJIEKTPOHHBIX, IBYX U 0ojiee OpraHu3aluii, UIMeBIINX MEXIy COOOH MCTOPUYECKH W/UIN
JIOTUYECKU OOYCIOBJIEHHBIE CBSI3H (OJHOPOJHOCTh W MPEEMCTBEHHOCTh JEATEIIBHOCTH,
NOTYMHEHHOCTh, €IUHCTBO 00BEKTA U BPEMEHU AESITEIbHOCTH, MECTOHAXO0XK/ICHUS U UHbIE).

140. Onpenenenue GoHIOBON MPUHAICKHOCTH TOKYMEHTOB, B TOM YHUCJIE 3JIEKTPOHHBIX,
OpraHM3alMM 3aKJII0YaeTCsl B OTHECEHUH X K KOHKPETHOMY apXUBHOMY (POH]TY.
141. Tlpu ompeneneHun (QOHAOBON MPUHAIIEKHOCTU JOKYMEHTOB, OpraHHU3aLUU
YUHUTBIBAKOTCS:
1) BXoasuIMe TOKyMEHTBI OTHOCSTCS K apXUBHOMY (DOHAY TOW OpraHU3aluu, KOTOpast UX
noxyuyuna ((hoHaoBass MPUHALIECKHOCTh YKa3aHHBIX JTOKYMEHTOB ONPENESeTCs MO TaKUM



PEKBHU3UTaM, KakK ajpecar, OTMETKA O NOCTYIJIEHUU JOKYMEHTA B OPraHU3ALMIO, PE3OJIIOLIHS,
OTMETKa 00 UCMOJIHEHUH JOKYMEHTA U HAMPaBJIEHUU €r0 B JIEJ0, TEKCT JOKYMEHTA);

2) OTHYCKH UCXOASIIUX JOKYMEHTOB OTHOCSTCS K apXUBHOMY (POH]Ty TOW OpraHU3aluy,
KOTOpasi SIBISIETCA UX aBTOpOM (MX (hOHIOBas MPUHAIJICKHOCTb OMPEAEeTCs M0 TaKUM
PEKBU3UTaM, KaK OJINUCH, TEKCT TIOKYMEHTA, a TaKXKe JAeJIONPONU3BOJICTBEHHBIM IOMETKAM Ha
OTITyCKaX JOKYMEHTOB);

3) BHYTPEHHHE JOKYMEHTBI OTHOCSTCS K apXUBHOMY (DOHAY TOW OpraHU3aluu, KOTopas
ABJISIETCS] X aBTOPOM (UX (HOHIOBAsI MPUHAJICKHOCTD OMPEACIACTCS 10 TAKUM PEKBU3HUTAM,
KaK oQUIMaIbHOE HAMMEHOBAHHUE OPTraHU3allH, TOAIUCH, TEKCT JOKYMEHTA, PE30JIIOIHS).

142. lena, B TOM 4HCJE JIEKTPOHHBIE, KOTOPBIE BEIUCH MOCIEIOBATEIBHO B JIBYX
OpraHu3alusix, BKIIOYAIOTCS B apXUBHBIA (OHJ TOM OpraHu3alld, B KOTOPOM OHU ObUIH
3aBEPILIEHBI JI€JONPOU3BOJICTBOM.

143. EnunbIil apXUBHBIM (GOH COCTABIISIOT TOKYMEHTHI:

1) opranuzamuu 10 1 Moclie €€ peopraHu3anuu (mpeoOpa3oBaHus), €CJIU OHA HE MOBJICKIA
3a c000 KOPEHHOTO U3MEHEHHUSI €€ JIeATEIbHOCTH;

2) opra"uzaluu, MOMEHSBIIEH TOCYyAapCTBEHHYIO (OpMY COOCTBEHHOCTH Ha
HEroCyJapCTBEHHYIO, HO B YCTaBHOM KalHTalle KOTOpOl mMmeercs mpeoOiaaaromas 1oJs
roCyJIapCTBEHHOM COOCTBEHHOCTH;

3) opraHu3amuu, Bp€MEHHO MPEKPATUBIIEH CBOIO JEATEIBHOCTh U BOCCTAHOBIIEHHOW C
TEMU ke 3aa4aMi U QYHKIUSIMU;

4) opraHu3anuu 1 KOHCYJbTaTUBHO-COBEIIATEIbHBIX OPraHOB, CO3/IAHHBIX MPU HEW;

5) opraHuzanuu U ee JUKBUIAIMOHHON (KOHKYPCHOM) KOMHCCHH.

144. JIoKkyMeHTBI TOYEPHUX OpraHu3aluil COCTABISAIOT OT/EIbHbIE apXUBHBIE (POHIBI OT
JOKYMEHTOB MX OCHOBHBIX OpraHU3aLUN.

145. lokymMeHThI 00IIECTBEHHBIX 00beAMHEHUH (TPOPCOIO3HON, CHOPTUBHON U UHBIX),
CYLIECTBYIOIIME MPU OPraHU3alMM C MOMEHTa PErHCTPallMH 3TOTO OOIIECTBEHHOIO
00beMHEHHSI B COOTBETCTBUU ¢ 3akoHOM PecnyOmuku Kazaxctan "OO oO0IiecTBEHHBIX
o0beIMHEHUAX", IPU UX NOCTYIUICHHUH HA XPAaHEHUE B apXUB OPraHU3alMH COCTABJISIOT
CaMOCTOATENbHBIN apXUBHBIN (HOH WM MPUCOCIUHSIOTCS K apXUBHOMY (POH]Ty OpraHU3aluu
, 00pa3ys 00beTMHEHHBIN apXUBHBIN (HOH/.

146. OObenuHEeHHBINH apXUBHBIN (HOHI QOpMHUPYETCS U3 APXUBHBIX JIOKYMEHTOB,
AIIEKTPOHHBIX apPXUBHBIX JOKYMEHTOB:

1) opranuzanuii, OJHOPOJHBIX MO 1EJIEBOMY Ha3HAYCHUIO U (DYHKIHIM, IEUCTBYIOIIMNX Ha
ONPEAEIEHHONU TEPPUTOPUH;

2) PyKOBOJSIIETO OpraHa M MOJAYMHEHHBIX €My OpraHu3aluil, JeMCTBYIOIIUX Ha
ONPENENIEHHON TEPPUTOPHH;

3) opranusaiuii, 00 JUHEHHBIX 00BEKTOM ACSATEILHOCTH;

4) opranuzanuu U oOIECTBEHHBIX OpraHu3anuii (mpodcoro3Hoi, HayYHO-TEXHUYECKON U
MHOM), WIEHAMH KOTOPOU SBJISIFOTCS PaOOTHUKH 3TON OpraHu3aluu;



5) mocnenoBaTeNbHO CMEHSBIIMX JPYT Jpyra OpraHu3aiuii, eciu (QyHKIUU
MPEIIECTBEHHUKOB MOJHOCTHIO WJIM YACTUYHO MEPENABAIUCH U MEPEAAIOTCS UX MPEEMHUKAM
, a Takke (OpPMHUPOBAHHUE JIeNT KOTOPBIX MPOUCXOIUIO B BHUAEC HEMPEPHIBHOTO IMpOIecca,
OPUBEALIETO K CO3JaHUIO CBS3aHHOTO KOMIUIEKCA JOKYMEHTOB, HE IOJJA0LIErocs
pa3IeNICHHUIO.

HaumMenoBanus opranuzaiuii, TOKyMEHTbI KOTOPBIX BOLUTM B 00bEIMHEHHBIN apXUBHBIN
(dboHI, TPUBOASTCS B YUYETHBIX IOKYMEHTAaX.

Co3nanne 00BEIUHEHHOTO apXMBHOTO (DOHIA OCYHIECTBISETCS MPH YCIOBUH
HEJEIMMOCTU JOKYMEHTOB (POH/IOB, BOIIEIINX B €70 COCTaB.

147. Kaxnomy apxuBHOMYy (GOHIY, MOCTYNHBIIEMY B BEIOMCTBEHHBIN apXxuB,
MpUCBaMBalOTCA Ha3BaHue W Homep. Ha3zBanuwe apxuBHOro QOHAA COOTBETCTBYET
oduImanpbHOMY Ha3BaHUIO (POHIO00pPA30BATENS C YKA3aHUEM €r0 OpraHU3aIlMOHHO-TIPABOBOM
(bopMbl, MOAYUHEHHOCTH, BCEX NMEPEMMEHOBAHUN B XPOHOJIOTMYECKON MOCIIeI0BATEIHLHOCTH,
a TAaK)K€ MECTOHAXOKICHUS.

148. B Ha3zBanuu apxuBHOTO (OH/IA YKA3BIBAIOTCS €T0 XPOHOJIOTMUYECKUE TPAHUIIBI.

149. [lepenmeHOBaHNE UM U3MEHEHUE aIMUHUCTPATUBHBIX rpannl MUO He aBnsoTCs
OCHOBAaHMEM ISl CO3/IaHUS HOBBIX apXWBHBIX (OHJOB U3 APXUBHBIX JIOKYMEHTOB,
cooTBeTCTBYIOIMX MIMO 1 MHBIX OpraHu3aiui, pacioyIOKEHHBIX Ha JAHHOW TEPPUTOPHUHU.

150. Ilpu peopranu3aiuy OpraHU3alii HOBbIC apXHUBHBIC (POHJIBI CO3/IAFOTCS B CIIyJasx:

1) u3mMeHeHus npeaMera AesiTeNbHOCTA OpraHU3allNig;

2) uzMeHeHust GopMbl COOCTBEHHOCTH OpraHU3alny.
JIOKYMEHTBI, 3JIEKTPOHHBIE JOKYMEHTHI JIMKBUAUPOBAHHOW OpPraHU3allid COCTABISIOT
OT/ICJIbHBINA apXUBHBIN (DOH]I.

151. He saBnsiroTCSt OCHOBaHUSIMU JJI CO3/IaHUS HOBOTO apXMUBHOTO (POHTA:

1) mepeuMeHOBaHNE WM U3MEHEHUE aIMHUHUCTPATHUBHO-TEPPUTOPUAIIBHBIX TPAHUII
JEeSTENHHOCTU WU QYHKIIUNA OpTraHU3aINH;

2) BBIJICJICHUE U3 OPTaHU3AIMKU OJTHOW WJIM HECKOJIBKUX HOBBIX OpTraHM3alllui C Tiepeaadeii
UM OTJETbHBIX (DYHKIINI MepBON OpraHU3aIINH;

3) cMena yupenutens (ei) opraHuzanuu 0e3 M3MEHEeHUs (POpMBI COOCTBEHHOCTH
MMYIIECTBA 3TOW OPTaHU3ALNH;

4) peopranuzaius (CIusiHUE, TPUCOCTUHEHNE, pa3/ieieHe, BblIeJIeHUE, TpeoOpa3oBaHue
) opraHu3aIuu;

5) mepexos opraHU3allUd U3 PECIyOIMKaHCKONW COOCTBEHHOCTH B KOMMYHAIBHYIO H
Hao00OpOT.

152. XpoHOIOTHYECKUMU TPAaHUTIAMU apXUBHOTO (POHJIA SBIISIOTCS:

1) ycraHaBivMBaeMble Ha OCHOBE IIPABOBBIX aKTOB O(UIIMATIbHBIE AaThl X 00pa3oBaHus (
perucTpanuy) W JUKBUIANMN — JUIS apXuBHOTrO (GoHAA OpraHu3anuul (Mpu HATUYUU
HECKOJIbKMX TIPAaBOBBIX aKTOB 3a JaTy OOpa3oBaHHs OpraHU3alluM MPUHUMAETCS JaTa
HauOoJsiee paHHETO U3 HUX);



2) matel 00pa3oBaHMs (perucTpaluu) HauOojee paHHEW W JUKBUIALMK Hamboliee
MO3/THEH 1O BPEMEHU JEATCIbHOCTH OPTaHHW3allUiA, TOKYMEHTHl KOTOPBIX BOIIJIM B COCTaB
00BEIMHEHHOTO apXUBHOTO (hOHA, — I 00bETMHEHHOTO apXUBHOTO (POH/IA.

ITaparpa¢ 7. Ilopsanok opraEu3aiy JOKYMEHTOB B Ipeeliax apXuBHOro GpoHzaa

153. B npenenax apxuBHOTO (OHIA YICTHON U KIACCU(DUKAITMOHHON STUHUTICH SBIISICTCS
eAMHUIIA XpaHEHUSI.

154. Enununuei XxpaHeHHsl apXUBHBIX JOKYMEHTOB Ha OyMa)KHOM OCHOBE SIBISIETCS JEIIO.

155. EnuauniamMu XpaHeHus ay AMOBU3YaIbHbIX JJOKYMEHTOB SIBJISIFOTCSI:

1) ny1st KHUHOTOKYMEHTOB — (PU3UYECKH 000COOJIEHHBIN PYJIOH KUHOILIEHKH;

2) nist poTogoKyMEeHTOB — (U3UUECKH 000COOIEHHBIN Kaap (HEeraTuB, 1y0Jib-HETATUB,
MO3UTHB, CIal] (AMaNO3UTHUB)), pyJIOH nuaduiabMa, PoTooTneyaTok, PoToaasb00M, JUCKOBBIM
HOCHTEIb U (pr3udecku 000COOIEHHBIE KaAPhl MTAHOPAMHON ChEMKHU;

3) nnas GoHOTOKYMEHTOB — (U3UUECKU O00O0COOJCHHBINM PYJIOH MarHUTHOM JICHTHI,
JMCKOBBIN HOCUTENh U (PU3HUECKH 000COOJICHHAS Ay IMOKACCETa;

4) s BUACOJOKYMEHTOB — (pusmuecku 000coOJieHHass BUJIEOKacceTa, (PU3MIecKu
000CO0JICHHBIN TUCKOBBI HOCUTEIb.

Enunannamu yuera ayImoBU3yaabHBIX JOKYMEHTOB SBJISIFOTCS:

1) njist KUHOAOKYMEHTOB — 4acTh €WHMIIBI XpaHEHHUsI, OJHA UJIU HECKOJIbKO €IMHUIL
XPaHEHHUsI, OTHOCSIIMUXCS K KHHOTMPOU3BEICHHUIO WIIH ChEMKE OIPEACIICHHOTO COOBITHUS;

2) niist GOTOJIOKYMEHTOB — YacTh €IMHUIIBI XPAHECHUS, OJTHA WJIM HECKOJIbKO €IUHUII
XpaHEHHUsI, 0TOOPAKAIOIITNX OJHO COOBITHE, O0BEAMHECHHBIX CMBICIIOBBIM COJIEPIKAHHUEM;

3) m1st GOHOIOKYMEHTOB — OJIHA WJIM HECKOJIBKO €/IMHUIL XPaHEHUS C 3ByKOBOH 3aMHChIO
ONPEJEICHHOTO COOBITUSI, OJTHOTO WJIM HECKOJIbKUX OOBEIMHEHHBIX MO aBTOPCKOMY,
UCIIOTHUTEIBCKOMY, TEMAaTHYECKOMY U MHBIM IPU3HAKaM MPOU3BEICHHI JTUTEpaTyphl U
HCKYCCTBa;

4) nns BUICOJOKYMEHTOB — YacTh €AMHUIIBI XPAHEHUsI, OJJHA WU HECKOJIbKO €JIMHHUII
XpaHEHUs C 3alUChI0 OMPEEICHHOTO COOBITHS, OJTHOTO MM HECKOJIBKUX OOBETUHEHHBIX 110
aBTOPCKOMY, HCIOJIHUTEIHCKOMY, TEMAaTHYECKOMY M WHBIM TPHU3HAKAM TPOHW3BEIACHUI
JUTEPATYPHI U UCKYCCTBA.

156. 3a enuHULy XpaHEHHUs FIEKTPOHHOIO JOKYMEHTa MPUHHUMAETCS (PU3NYECKHU
000CcO0IEHHBIN HOCUTENH (PKECTKUHN JUCK, KOMITAKT-IUCK U UHBIE COBPEMEHHbBIE HOCUTEIN) C
CONPOBOJIUTEIIBHON TOKYMEHTALUEH.

157. 3a equuuIly yuera 3JIEKTPOHHBIX JTOKYMEHTOB MPUHUMAIOTCS €IMHUIIA XPaHEHUS
WK KOMIUIEKT €JIMHUI] XPaHEHUs ¢ 3amuchio (Qailia WM HECKOJbKUX (ansioB,
COCTABISIONINX E€AUHBIN MPOTpaMMHO-HH(GOPMAIMOHHBIA O0BEKT (TEKCT, THIEPTEKCT,
MYJbTUMEIUUHBIA O00BEKT, 0a3a JaHHBIX, OaHK JaHHBIX, 0a3a 3HaHUI), a Takxke
CONPOBOJIUTENbHAS JOKYMEHTAIIUS.



158. Enqunuiiel xpaHeHusi B 0ObEIUHEHHOM apXUBHOM (POHJIE pacrojararorcs 1o
3HaYUMOCTH (hOHJI000pa3oBaTeNie, XpOHOJOTHUU WX co3daHus, andaBuUTy Ha3zBaHuil. B
npeaenax KaxJI0ro apXuBHOTO (OHAA, BOUIEAIIETO B OOBEAWHEHHBIH apXWBHBIM (DOHII,
NPUMEHSIOTCS Pa3HbIE CXEMBI CHCTEMAaTH3aIlNN, BIOOP KOTOPBIX OMPENEsIeTCs] XapaKTepoM
JeSTEIHPHOCTA KOHKPETHBIX OpPTraHu3aIiii, COCTaBOM U 00HEMOB UX IOKYMEHTOB.

159. HayuHo-TexHHUYecKasi TOKyMEHTallMs pacrojaraercsi BHyTpH apXuBHOro (oHAa Mo
BUJIaM (TPOEKTHAs, KOHCTPYKTOPCKas, TEXHOJIOTHYECKas, Hay4YHO-HCCIeI0BaTeIbCKasl,
MaTEeHTHAs JOKYMEHTAIIHS).

160. IlpoexTHass AOKyYMEHTALMsl PACIOJATraeTcsl MO MPEAMETHO-TEMATUUYECKOMY,

XPOHOJIOTHYECKOMY WJIH reorpaduueckoMy KiIacCU(UKAIIMOHHBIM TPU3HAKAM.

[IpoexTHast JOKYMEHTAIHSI TOAPA3ISISIETCS Ha CIICAYIOIINE TPYIIIbL:

1) Mo KUIUTITHO-TPAKIAHCKOMY CTPOUTEIHCTRY;

2) 10 NPOMBIILJIEHHOMY CTPOUTENILCTBY;

3) 10 CEeNbCKOX035CTBEHHOMY CTPOUTENBLCTBY;

4) 10 PHEPTreTUYECKOMY U BOJOXO3IMCTBEHHOMY CTPOUTEIHCTBY;

5) MO TPaHCIIOPTHOMY CTPOHUTEIHCTRY.

JlommyckaeTtcst ieJieHue TPy Ha MOATPYTIIIHL.

JIOKYMEHTBI TPOEKTHBIX CTaIMiA PAcIoNaralTcs B OCIEA0BATEIbHOCTH MPOSKTUPOBAHUS

TuroBbIe MPOEKTHI CUCTEMATU3UPYIOTCS IO HOMEPAM CEPHIA.

161. KoHncTtpykTopckasi JOKyMEHTAIMsl pacrojiaraercss Mo BHUJaM pa3padoToK,
XPOHOJIOTUM WJIM HOMEpaM KOHKPETHBIX pa3pabOTOK, BHYTPU pa3pabOTKH — MO y3Jiam
COIJIacHO crieuu(pUKalUU.

KoHcTpyKkTOpCcKas JoKyMeHTalus: Ha MOAU(PUIIMPOBAHHOE U3/IEJINE PACIIONAraeTCsl Mocie
JOKYMEHTAaIM1 Ha 0a30BO€ U3JIETHE.

JIOKyMEHTBI O MCHBITAHUSM U3JIEJIHI pacoyiaratoTcsl MO0 XPOHOJIOTUH, a B Mpejenax
rojia — 1o Ha3HaYeHUIO0 TEXHUKH, PETUCTPALIMOHHBIM HOMEpaM.

162. Texnosornueckas JOKyMEHTALUSI CHCTEMATU3UPYETCS COIVIACHO TEXHOJIOTHYECKOMY
poleccy.

163. Hayuno-uccnemoBarenbckasl JOKyMEHTALMS Pa3MENIAECTCS M0 XPOHOJIOTHYECKOMY
OPUHIMITY, B IpeAeiax rojga — MO HOMEpaM TEM, MHBEHTAPHBIM HOMEpaM, HOMEpaM,
MIPUCBOEHHBIM MPU FOCYJAPCTBEHHOM PErUCTPallMK, TEMATUKE HAYYHBIX padoT, anpaBUTy UX
HAaMMEHOBaHUN WU (pamMuiInii aBTOPOB-pa3pabOTUYMKOB (OTBETCTBEHHBIX HWCIIOTHUTENECH),
CTPYKTYPHOMY IPU3HAKY.

OT4eTsl, BBIIOJHEHHBIE 110 3aKa3aM WHBIX OPraHU3alUi, CUCTEMATU3UPYIOTCS OTIEIBHO.
164. ITaTeHTHO-TMIEH3UOHHAS JOKYMEHTALIMS PACIIOJIaraeTcs o BUAAM:
1) 0OBEKTOB TPOMBINIICHHOW COOCTBEHHOCTH (M300pETCHUS, TOJIE3HBIE MOJICIH,
IIPOMBIIIIEHHBIE 00pa3libl, COPTa PACTEHUHN, TOBAPHBIE 3HAKH, 3HAKU 00CITY >KHBaHU);
2) OXpaHHOTO JOKYMEHTa (ITaTE€HThI, CBUIETEIbCTBA).



B npenenax kaxxaoro Buaa — 1o HoMepaM I1aTeHTOB WM CBUJETEIBCTB, HOMEPAM 3as1BOK,
10 KOTOPBIM MPUHSTHI PEIICHUS Ha BbIAA4y OXPAHHOTO JOKYMEHTA, U [0 HOMEpaM 3asiBOK, 110
KOTOPBIM MIPUHSTHI pelIeHHs] 00 0TKa3e B BbIAaU€ OXPAHHOTO TIOKyMEHTA.

EnuHunbl XpaHEeHHUS BHYTPH €IUMHHULBI y4ye€Ta pPacHojararoTcs B NOPAAKE
MIPOU3BOJICTBEHHBIX HOMEPOB, OOO3HAUEHHBIX HAa 3THKETKaX, a BHYTPH KOMIUIEKTa B
CJIEIYIOIIEHN TIOCIE0BATENBHOCTA — OPUTMHAIIBI, KOTIHMH.

165. KUHOOOKYMEHTBI U BUICOJOKYMEHTBI CHCTEMATU3UPYIOTCSA IO CIECAYIOLIUM
XapaKTEPUCTUKAM:

1) mo BumaM — QUIBMBI, CIEIIHATBHBIE BBITYCKH, KUHOXKYPHAIBI, OTJACIbHBIC KHHO- U
TEJIECIOKETHI,

2) mo rojxaM BBIMTycKa (PUIBMOB, CIEIBBITYCKOB, KHHOXXYPHAJIOB, TIPOMU3BOICTBEHHBIM
HOMEpaM OTJENbHBIX KHHO- U TEJIECI0KETOB;

3) no enuHULIaM y4eTa (KOMILIEKTaM);

4) o uUBETHOCTH (I[BETHBIE, YEPHO-OETBIC);

5) o dhopmary rieHku (8 MM, 16 MM, 35 MM, 70 MM U UHBIC).

EnuHumel XpaHeHusT pacloararoTcsl 1Mo 3JIeMeHTaM KOMIUIEKTa, & BHYTPH HUX — II0
MOPSAJIKY HOMEPOB YacTel KUHOJOKYMEHTA.

KoMIIeKkT KHHOOKYMEHTa COCTOUT M3 OPUTHHANIA U KO, OTHOCSIIUXCS K OJTHOMY
¢unbpMy, CIEUBBINTYCKY, KHHOXKYPHAITY, KHHO- U TEJIECIOKETY.

Ha KMHOIOKYMEHTHI U BUICOJJOKYMEHTHI ONPECICHHOIO BUIA COCTABISIETCS OT/ACNIbHAS
ONMCH COTJIACHO MPUIIOKEHUAM 3, 4 Kk HacTossmuM [IpaBunam.

166. ®OTOIOKYMEHTHI CUCTEMATU3UPYIOTCS 110 BUJIAM:

1) HeraTuBbI pa3IUYHON HBETHOCTHU (IIBETHBIE WJIM YEPHO-0ETbIE) U pa3MepoB, KOTOPbHIE
o0o3Havatotcs nudpamu 2 — 8 (udpa 2 COOTBETCTBYET HEraTUBY pa3zMepoM 2,5 cM. X 3,5 cM.
,3—-6cm.x6cem, 4—-6cmM. x9em., 5—9cem.x12cem., 6 —10cm. x 15 cem., 7— 13 cm. x 18
cM., 8 — 18 cM. X 24 cM.).

[Tpu cucremaTuzanuu HEOOIBIINX 0O0HEMOB HETATUBOB Pa3MEPOB 0-8 MOMyCKaeTcs UX
o0beIMHEHNE B OJHY IPYIILY;

2) craiibl (IMano3UTUBBI) PA3IMUYHON 1IBETHOCTH;

3) no3uTUBBI, POTOOTIEUATKHY;

4) poToabOOMBI;

5) anaduiabMel;

6) PIIEKTPOHHBIE TOKYMEHTHI ((DOTOTOKYMEHTHI Ha MU(PPOBBIX MM UHBIX COBPEMEHHBIX
HOCHTEIISX ), KOTOpble 0003HauaroTcst OykBoit "I".

Ha ¢oTtogokyMeHThI onpeieIeHHOTO BUJIa COCTABIISIETCS OT/AEIbHAs OIKUCH.

167. ®OHOJOKYMEHTHI CUCTEMATU3UPYIOTCS 110 BUIAM 3alUCH 3BYKOBOW MH(POPMALIUH —
dbonorpaduyeckas, rpammodoHHAs, ONITHYECKasi, MAarHUTHas, Ja3epHas. Ha poHOqOKyMEHTHI
ONpPEJEICHHOTO BHJIAa 3allUCH COCTaBJSE€TCS OTJeNbHAas ONUCh. BHYTpHU BUIOB
(OHOIOKYMEHTHI PACIIONAraloTCs 0 SAMHHUIIAM y4eTa U KOMILJIEKTaM.



EnuHunel XpaHeHUsT BHYTPU €IMHUIBI y4deTa pPacIoyiararoTcs B MOPSAIKE
MPOM3BOJICTBEHHBIX HOMEPOB, O0O3HAYEHHBIX HA JTHUKETKAaX, a BHYTPU KOMILICKTa B
CHEYIOLIEN OCIEN0BATEIIbLHOCTY — OPUTHMHAJIbI, KOIIHH.

KommiexkT ¢hoHOMOKYyMEHTa COCTOMT W3 OPUTHMHAIa U KOMHUH, OTHOCSIIMXCS K
ONPEAECIECHHON €INHULIEC YUETA.

ITaparpad 8. ITopanok nepesadn JOKyMEHTOB HAMOHAIBHOTO apXHBHOTO ()OH/A Ha MOCTOSHHOE
XpaHEHHE B IrOCyIapCTBECHHBIH apXHB

168. Ilepenaua nokymentoB HA®, B TOM 4yucie 31€KTPOHHBIX, B YIOPSIAOUEHHOM BHJIE
MIPOU3BOAMTCS 32 CUET COOCTBEHHBIX CPEJICTB IOPUINUYECKUX JINIL, TEPEAAOIINX APXUBBHI.

169. YcranaBnuBarTCs CIeayrOIME NMPEAEIbHBIE CPOKHM BEAOMCTBEHHOI'O XPaHEHMS
JOKYMEHTOB, B TOM YHUCJIE DIIEKTPOHHBIX, OTHECEHHBIX K cocTapy HAD:

1) noxymenTsl Aagmunuctpanuu [Ipesnnenta Pecyonuku Kazaxcran, annmapara Cenara
[Tapnamenta Pecny6nuku Kazaxcran, anmapara Maxkunuca Ilapmamentra PecnyOnuku
Kazaxcran, Annapara IIpaButensctBa Pecniyonuku Kaszaxcran, Koncrurynumonnoro Cyna
Pecniy6muku Kazaxcran, Llentpansnoit nzbuparenbHoii komuccnn PecnyOnuku Kazaxcraw,
Bepxosaoro Cypa PecnyOmuku Kazaxcran, CyneOnHas anmunuctpauus PecnyOnnku
Kazaxcran, ['enepanbnoii npokypatypsl Pecnyonuku Kazaxcran, Hanmmonansnoro banka
PecnnyOnuku Kazaxcran, munucrepcts PecnyOnuku Kazaxcran, arentctB PecnyOnuku
Kazaxcran, komureroB munuctepct Pecnyonuku Kazaxcran — 15 ner;

2) NOKYMEHThI TeppUTOPHUATIBLHBIX OpraHoB MuHUcTepcTB Pecny6nuku Kaszaxcraw,
arenTcTB PecniyOnuku Kazaxcran, komutretoB MmunuctepctB PecyOnuku Kazaxcran — 10 net
5

3) IOKYMEHThl OpraHu3aluid, KOHTPOJbHBIA MAKET aKUUWA KOTOPBIX MPHUHAIJIECKUT
rOCy/1apCTBY, MHBIX TOCYIapCTBEHHBIX FOPUINUYECKUX JHI] peciyOIrMKaHCKOro ypoBHs — 10
JET;

4) NTOKyMEHTHI OPTaHOB MECTHOTO TOCYJapCTBEHHOTO yIpaBieHus obiactu (ropoja
pecnyOIMKaHCKOro 3HaYeHusl, CTONuUIbl) — 10 set;

5) AOKYMEHTBI TOCYJapCTBEHHBIX OpraHu3aluil 006J1acTHOTO (ropoia pecmyOIMKaHCKOTO
3HAYEHHUS, CTOJIUIIBI) YpoBHEH — 10 neT;

6) JOKYMEHTBI MECTHBIX FOCYJapCTBEHHBIX OPraHOB YIIpaBJieHUs ropoja (paiioHa) — 5 jer

7) IOKyMEHTBI TOCYIAPCTBEHHBIX IOPUIUYECKHUX JUI TOPOJICKOTO U paliOHHOTO YPOBHS —
5 ner;
8) 3amuCHu aKTOB I'PAXKJAHCKOTO COCTOSIHUS, MTOXO35IMCTBEHHbIE KHUTH, JOMOBBIE KHUTH,
3aMKMCH HOTApUAJIbHBIX IEUCTBHI, CyZ€OHbIE Aejla U JOKYMEHTBI — 75 JIET;
9) HayuHO-HCCIIEIOBATENIbCKAsA, TEXHOJIOTMYECKAas] U IMaTEHTHO-TULEH3MOHHAs
nokymenTtanus — 10 er;
10) onbITHO-KOHCTPYKTOpPCKas TOKyMeHTauus — 15 ner;



11) mpoekTHast TOKyMEHTaus 110 KalUTaIbHOMY CTPOUTENbCTBY — 20 JIET;

12) kapTorpadguyeckas JOKyMeHTaIus — 25 JeT;

13) reone3nueckast JOKyMeHTalus — 25 JIeT;

14) Tenemerpuyeckas JOKyMEHTAIUs — 5 JIET;

15) ayanoBusyanbHas JOKyMEHTalUs — 3 TOJa;

16) aeKTpOHHBIE TOKYMEHTHI — 5 JIET.

170. Cpoxu xpanenust 1o0KkyMmeHTOB HA® B 4yaCTHBIX apXyBaxX OPraHU3ALMN YKa3bIBAIOTCS
B JIOTOBOpax, 3aKJI0UYaeMbIX B COOTBETCTBUM ¢ MyHKTOM 4 ctaThu 11 3akona PecnyOnuku
Kazaxcran "O HauuonanbHOM apxuBHOM (oHAe M apxuBax" UX COOCTBEHHHUKAMH C
rocyiapcTBeHHbIMU apxuBamu, ApxuBoMm IIpe3unenta Pecnyb6nuku Kazaxcran,
bubnuotexoit Ilepsoro [lpesunenta Pecnyonuku Kazaxcran uinn MUO obnacreid, ropo1oB
pecmyOIMKaHCKOTO 3HAUYEHUS ¥ CTOJIUILIBI.

171. ITepenaua nokymeHTOoB HA® Ha MOCTOAHHOE XpaHEHUE B TOCYJaPCTBEHHBIN apXuB
OCYILIECTBIIIETCS HAa OCHOBAHUM OIMCHU €N JOKYMEHTOB IIOCTOSIHHOT'O XPaHEHUs, B TOM
YHUCJEe JJIEKTPOHHBIX el (JIOKYMEHTOB) B COOTBETCTBUU C TIpadUKOM, YTBEPKICHHBIM
PYKOBOJIUTENIEM OPTaHU3ALMU [0 COTJIACOBAHUIO C FOCYAApPCTBEHHBIM apXUBOM, APXUBOM
[Ipesunenta Pecrrybnuku Kazaxcran.

172. Ilepenaya TOKyMEHTOB (Z1€J1), 3JE€KTPOHHBIX JOKYMEHTOB (Z1€J1) Ha MOCTOSTHHOE
XpaHeHue oQopMIIIeTCA aKTaMH MprueMa-Tiepeaun TOKyMEHTOB (fel1), SJIEKTPOHHBIX /1] Ha
MOCTOSIHHOE XpaHeHue Mo (popMe cOoriiacHO NpuiiokeHusM 28, 29 k nactosmuMm [IpaBuiiam.

173. Tlepemada odopmisieTcss akTOM TpueMa-Tiepenadu, TAC ITOMOJHUTEIHLHO
IPOCTABIIAIOTCS HOMEpa OTCYTCTBYIOIIMX AEN, JOKYMEHTOB, PUYUHBI UX OTCYTCTBHUS — B
MIPUJIAra€MOM K aKTy CIIPABKE C YKa3aHUEM MEP IO PO3BICKY.

174. Ha oTtcyTcTByIOIHKE A€ia, JOKYMEHTBI, PO3BICK KOTOPBIX HE Jall PE3yJIbTaTOB,
COCTAaBIISIETCS AKT 00 yTpaTe, YyTBEPKIAEMBbI PyKOBOAUTEIEM OpTraHU3ALINH.

175. YTpadyeHHblE TNOJJIMHHHUKHU YIPABICHUYECKUX, HAYYHO-TEXHUYECKUX U
ayJIMOBU3YaJbHBIX JJOKYMEHTOB 3aMEHSIOTCS UX 3aBEPEHHBIMU KOIUSAMH.

176. Tlpu oOHaApYKEHUHN PACXOXKIACHUN MEXKTY KOTUYECTBOM EIUHUIl XPAHEHUS IO
UTOTOBOM 3aIMCH B OMUCH U UX HAJTUYUEM K OIMCH COCTABJISIETCS HOBAsi UTOTOBasl 3aIucCh, B
KOTOPOW YKa3bIBaIOTCS (DAKTUUECKOE KOJUYECTBO NEPEAAHHBIX U HOMEpA OTCYTCTBYIOIINX
€AUHULL XPAHEHUS.

177. Ilpn moaroToBke Aen nocTossHHOro xpanenusa ¢ nomerkou "J[CII" x mepenade B
COOTBETCTBYIOIIUI ToCy/apCcTBeHHbIN apxuB, ApxuB IIpesunenta Pecnybnuku Kazaxcran
pemenne Bonpoca o cHatuu nomerku "J[CII" nmpuaumaerca B coorBeTcTBuM ¢ IIpaBriamu
OTHECEHMsI CBEACHUN K CIyKeOHOM HH(pOpMalnuM OrpaHUYEHHOTO PACHpPOCTpPaHEHUS U
paboThI C HE, yTBEpKIeHHbIMU TTocTaHoBIeHueM [IpaBurenscTBa PecnyOnuku Kazaxcran ot
24 wrons 2022 roga Ne 429.

178. DiexTpoHHbIE JOKYMEHTHI M HH(OpPMAIMOHHBIE PECYypChl MEpeialoTcs Ha
rOCyJapCTBEHHOE XPAHEHHUE C CONPOBOJMTENBHBIM IMMHMCBMOM, B KOTOPOM YKAa3bIBAKOTCS



HOMEpa U HAMMEHOBAHUE OIMCEU, TOKYMEHTBI, BXOISIINE B KOMIUIEKT CONPOBOIUTEIBHOU
JOKYMEHTAIINH, BUJ HOCUTENEH.
179. Ilpu mepenaye 31EKTPOHHBIX JOKYMEHTOB M HMH(OPMAIMOHHBIX PECYpCOB B
rocyaapcTBeHHbIl apxuB, ApxuB [Ipe3unenta Pecriyonuku Kazaxcran npoBepstoTcs:
1) KOMIIEKTHOCTB NIEPEIABAEMBIX JOKYMEHTOB;
2) KOMIUIEKTHOCTb U NPaBUJIBHOCTh COCTaBJIEHUS COIPOBOIUTENBHOMN TOKYMEHTALINH;
3) ¢pu3nUecKoe U TEXHUYECKOE COCTOSIHUE HOCUTENIEH;
4) Hanuuue BUPYCOB U MHBIX BPEIOHOCHBIX KOMIIBIOTEPHBIX TPOIPaMM;
5) BOCIPOM3BOJMMOCTh KOHTPOJBHBIX XapaKTEPUCTUK MPOrPAMMHBIMHU CpeICTBaMU
rocyaapcTBeHHoro apxuBa, Apxusa [Ipesunenra Pecyonuku Kazaxcras.
180. B ciryyae HECOBMECTUMOCTH MPOTPAMMHBIX CPEICTB, IPUMEHSEMbIX /17151 BEIPAOOTKU
Y IPOBEPKHU KOHTPOJIBHBIX XapaKTEPUCTHUK B MEPEAAONIEH OpraHUu3ally U roCyJapCTBEHHOM
apxuse, Apxuse IIpe3unenrta PecniyOnmnku Kazaxcran, paOOTHUKH rOCyAapCTBEHHOTO apXHBa
, Apxusa IIpesunenta Pecniyonuku Ka3zaxctan B npucyTCTBUM MPEACTABUTENS OpraHu3aluu
3aHOBO pa3padaThIBalOT KOHTPOJIbHBIE XapaKTEPUCTUKN CBOMMHU NPOTPAMMHBIMU CPEJICTBAMU
. JlaHHBIE KOHTPOJIBHBIE XapaKTEPUCTHUKH YKa3bIBAIOTCS B aKTE€ IpHUEMa-NEPEIadn
AIIEKTPOHHBIX JTOKYMEHTOB.
B ciiyyae HenpaBuiIbHON NOATOTOBKM CONPOBOJMTENBHOM JOKYMEHTALIMU, HOCUTEH C
ANEKTPOHHBIMU JIOKYMEHTAaMHU M COINPOBOJWTENbHAS JOKYMEHTAIUs BO3BPAILAIOTCS B
OpraHM3aLMIO0 HA JJOPAOOTKY.

I'maBa 4. Y4er apXMBHBIX JOKyMEHTOB

ITaparpad 1. ITopsmok ydeTa JOKyMEHTOB apXWBa OpraHM3aIAiA

181. Yyery momnexar Bce XpaHAIIHAECS B apXUBE JOKYMEHTBI, B TOM YHUCJIE DIEKTPOHHBIE,
TaKk)ke HeoOpaOoTaHHBIC U HEMPO(DHUIIbHBIE I JAHHOTO apXUBa.

182. Yder 35eKTpOHHBIX HOCHUTENEN apXyMBa OPraHU3alMU, Pa3MEIICHHBIX B KaXKI0M
XPAaHWINILE, BEAETCA PAa3LEeiIbHO B COOTBETCTBUH CO CPOKAMU XPAHEHHUsI 3aIIMCAaHHBIX HA HUX
ANEKTPOHHBIX IOKYMEHTOB.

VYyeTHble cBeIeHN MOTYT co3aaBarbes npu nomomu MC DA Ha 0CHOBaHMM BHOCUMBIX B
HEE JaHHBIX.

183. Yuer apXuMBHBIX TOKYMEHTOB, B TOM YHUCJE AJIEKTPOHHBIX, IPOU3BOAUTCS IIyTEM

IPUCBOCHMS €IMHUIIAM XPaHEHUSI HOMEPOB, SIBIISIONIUXCS YaCThIO0 apXUBHOTO mudpa.

ApxuBHBIH MHUEPpP COCTOUT U3 HOMEPOB apXUBHOTO (HOHIA, MPUCBANBAEMBIX
rocy/lapCcTBEHHbIM apxuBoM, ApxuBoMm IIpesumenta Pecnybmuku Kazaxctan mocie
obopMIIeHUsT MEPBOr0 TMOCTYIUIEHHS JOKYMEHTOB Ha TIOCTOSIHHOE€ XpaHEHHE B
rocynapcTBeHHbli apxuB, ApxuB Ilpesmgenta PecmyOnuku Kazaxcran omucu gen
JNOKYMEHTOB, €IMHUIIbI XPAHEHUS.



184. OCHOBHBIMU €AWHMIIAMHU y4yeTa JOKYMEHTOB HE3aBHCHMO OT BHJAa HOCHUTEIS,
croco0a ¥ TEXHUKH 3aKperyieHruss UHGOpMaIuu SBISIIOTCS:

1) apxuBHBII POHI, ApXUBHAS KOJIJICKIINS,

2) enuHUIIA XPAHCHHUS.

185. YuerHsle TOKyMEHTBI, KpOME ONMUCEMN N€J, TOKYMEHTOB, IPEAHA3HAYCHBI IS
CIIy€OHOT0 MOJIb30BaHUS U MOJIH30BATESIM HE BBIIAIOTCS.

Bce ydeTHbie TOKYMEHTHI Ha OyMa)KHBIX HOCUTEISAX XPaHATCS B apXUBOXPAHUJIUILE B
ceidax mim MeTaUIMYecKuX mkadax.

186. OcHOBaHUSAMHU KaXKJOM 3alMUCU B OCHOBHBIX YYETHBIX JOKYMEHTaX SIBISIOTCS
MOCTYIUICHUE JIeJl, IOKYMEHTOB, B TOM YHUCJI€ 3JICKTPOHHBIX, B apXUB OpPraHHU3alllu, UX
BBIOBITHE M3 apXHMBa OpraHMU3allMU B CBS3M C Mepeaadyeil B apXuB MHOW OpraHu3alluM WIu
rocynapcTBeHHbil apxuB, ApxuB llpe3unenta PecnyOonuku KazaxcraH, BbIJEIECHHEM K
YHUYTOXXEHUIO TOKYMEHTOB, HE MOJUISKAIIUX XPAHEHUI0, HEOOHAPYKEHUEM JOKYMEHTOB,
MyTH PO3BICKA KOTOPBIX HUCUEPIIaHbl, HEUCTIPABUMBIMU MTOBPEKICHUSIMHU.

187. OCHOBHBIMH YYETHBIMU JOKYMEHTAMHU SIBJISFOTCS:

1) KHUTH y4yeTa MOCTYIJICHUS W BBIOBITHS JOKYMEHTOB, B TOM YKCJIE€ 3JIEKTPOHHBIX, MO
dhopme cormacHo npuiaokeHuto 30 k HactosmuMm [IpaBunam;

2) omucH JieNl TOKYMEHTOB, OMUCH JIeJI DJICKTPOHHBIX JOKYMEHTOB (1) 1Mo gopmam
COTJIaCHO IpujIokeHusim 2, 3,4, 5, 6,7, 8,9, 10, 11, 12, 13 x nactosimum IIpaBunam.

Onucu aen AOKYMEHTOB, OMUCH JI€Nl 3JIEKTPOHHBIX JOKYMEHTOB (JI€J) SIBISIOTCA
MEPBUYHBIM YUETHBIM JOKYMEHTOM JIJIsl YY€Ta JieJl MOCTOSSHHOTO, JOJITOBPEMEHHOTO (CBBIILIE
10 net) XpaHeHUs U MO JIUYHOMY COCTAaBY.

[Ipu BBIOBITHH BCEX JIEJT M0 KAaKOW-TMOO0 3aKOHUEHHOM OMKCHU €€ HOMEP MHBIM OIHUCSM HE
npucBauBaercs. B rpade "[Ipumeuanue” nmpoTUB Kaxa01 BHIOBIBAIOIEH €IUMHUIIBI XPAaHEHUS
CTaBUTCS OTMETKA "BbIObLIO".

[ToeqHUYHBIM y4Y€T OCYILIECTBISIETCA IYTEM 3aKPEIUICHUS 33 KAXKIOW €IUHULIEH
XpaHEHUsI CaMOCTOATEIILHOTO HOMEDA.

CyMMapHbIil ydeT Aen, JOKYMEHTOB, B TOM YKCJIE€ JIEKTPOHHBIX, B OMUCIX JOCTUTAETCS
COCTAaBJICHMEM WTOTOBOM 3alHCH K ONUCAM. B UTOroBOil 3alKcu yKa3bIBalOTCS KOJIUYECTBO
eAuHULl XpaHeHus (udpaMu U B KPYIJIbIX CKOOKax — MPOIHKCHIO), MEPBBIA U MOCIEAHUN
HOMEpA E€IWHUIl XpPAaHEHUs IO OINUCH JeJ JTOKYMEHTOB, OTOBapMBAIOTCA HMEIOIIUECS
MPONYCKX HOMEPOB, €AWHUIIBI XPAHEHUS C JIMTEPHBIMU HOMEpPAMU, BHIOBIBIINE €IUHUIIBI
XpaHEHUSL.

3aKOHYEHHbIE OMUCH JIEJ IOKYMEHTOB, COCTOSIIIIME U3 TOJIOBBIX Pa3/ejoB, UMEIOT OOITYIO
UTOTOBYIO 3aMCh KO BCEIl OMUCH B LIETIOM.

Kaxxnoe n3amMenenne oobema Jiell, TIOKYMEHTOB B OIUCH JIeJl JOKYMEHTOB, B TOM 4YHCIIe
DJIEKTPOHHBIX, CBS3aHHOE C BBIOBITHEM, TMOCTYIJICHHEM, OOBEAMHCHUEM WU
pachopMHUpPOBaHUEM JIE], OTPAXKAETCS B UTOTOBOM 3alHMCH K OIHUCH.



Onurcu nen JOKyMEHTOB CTPYKTYPHBIX NOAPA3NEIEHUN OpraHu3alud, B TOM YHUCIE
AJNIEKTPOHHBIX, MOJUIEKAT XPAHEHUIO B JIEJI€ apXMBHOIO (POHJIA 10 MEpelayu Aell 3a 3TH rOfbl
Ha TIOCTOSIHHOE XpaHEHHWE B TOCYJapCTBEHHBbIM apxuB, ApxuB lIpesuaenta PecnyOnuku
Ka3zaxcran nnuy BbIIEIEHUS JI€] K YHUUTOKEHUIO;

3) nucT-3aBepuUTEINb fena mo Gopme coriacHo npuioxeHuto 31 k HactosmuM [IpaBunam;

4) macmopT apXuBa opraHu3aluM 1o ¢popmMaM CorjlacHO npuioxkeHusm 32, 33, 34, 35 k
HacrosamuM [IpaBunam;

5) neno apxuBHOTO (hOHTA.

ApXUB OpraHu3allii BEJIET BCIIOMOTATENbHBIE YUYETHBIE JTOKYMEHTBI: KHUIA ydeTa
JBY)KEHUSI apXUBHOTO (OHIOB (OMHUCEH, JieT), KHUTA yuyeTa Jell 10 JUYHOMY COCTaBy, KHUTa
y4yeTa JOKYMEHTOB, MEpelaHHbIX B WHbIE apXWUBBI, KHUTA yudeTa JAeN, BBIACICHHBIX K
YHUUTOXKEHUIO.

BcnomorarenbHble ydeTHbIE JTOKYMEHTHI BEIyTCS Ha OyMa)XHOM /WU 3JIEKTPOHHOM
HOCHUTEJE.

188. Knura yuyera nocTyrjieHus U BbIOBITUS JOKYMEHTOB, B TOM YHUCJIE DJIEKTPOHHBIX,
NpeJHa3HayeHa Mg y4yeTa BCeX TEKYIIMX M HMTOroBbIX (Ha 1 siHBaps KaxAoro roja)
U3MEHEHHI 0 cocTaBe U 00beMe apXUBHBIX (OHNIOB U jaen. KHura yyera moctyrsieHus u
BBIOBITHSA JOKYMEHTOB CIIYKUT OCHOBOM JIJIsl COCTABJICHMSI MACTIOPTA apX1UBa OpraHU3al|Hy.

Kaxpnoe nocrymienue uiu BIObITHE OMYUYal0T CAMOCTOSITENIbHBIN MOPSAIKOBBIN HOMED.

Ecnu noctymnieHne coCTOUT U3 AOKYMEHTOB HECKOJIBKUX apXUBHBIX (DOHOB, TO JIaHHbIE
M0 KaXJOMY apXuBHOMY (HOHIY (HaMMEHOBaHHE apXUBHOTO (HOHAA, €ro HOMEp, MPU HATUIHH
) 3aMMCHIBAIOTCS C HOBOM CTPOKHU 32 T€M K€ MOPSAIKOBHIM HOMEPOM.

E>XerolHo B KHUTE yyeTa MOCTYIUICHHUS U BBIOBITHS JOKYMEHTOB MOJBOIUTCS UTOT
KOJIMYECTBA MOCTYMUBIINX U BHIOBIBIIMX 32 T'0Jl TOKYMEHTOB.

189. Yuer Bcex MOCTYNMBIIMX B XPaHWJIMIIE JJIEKTPOHHBIX HOCUTENEW apXuBa
OpraHu3allMy BeAETCs B KHHUIE YyuyeTa J3JEKTPOHHBIX HOcHUTeled 1o (opme COrjIacHO
NpUIokeHNto 36 k HacTosuM I IpaBunam.

Ha xecTkuil KOpmyc 3JI€KTPOHHOTO HOCHUTENS HAKJIEHBAETCA STUKETKa Mo (Gopme
COTJIaCHO MpuiIokeHUto 37 k HactosmuM [IpaBunam.

Ha xaxxnplii 3aperucTpupOBaHHbBIA B XPAaHWINILE JJIEKTPOHHBIA HOCUTEIb 3aBOJMUTCS
KapTOuKa 3JEKTPOHHOTO HOCUTENISI apXUBa OpraHU3aIMK 10 (GOpME COTIACHO MPUIIOKEHHUIO
38 k HactosiuM [IpaBuinam.

190. Jleno apxuBHOTO (POHJIa BEIETCA HA KAkl apXUBHBIN (oHa. B Hero BKIITOYaroTCs
CIEAYIOIINE JOKYMEHTHI:

1) ncropuueckas cnpaBka;

2) cxema cucTemMaTH3aluyd apXuBHOTO (POHJIA;

3) NHCTBI IPOBEPOK;



4) onucu J1en, ONUCH JIeJT 3JIEKTPOHHBIX JTOKYMEHTOB CTPYKTYPHBIX MOJpa3/IeiICHUM
opraHuzanuu (10 nepegayu Jeia 3a 3TH TOJbl Ha MOCTOSIHHOE XPaHEHHUE B IOCY1apCTBEHHbBIN
apxuB, ApxuB [Ipe3unenta PecniyOnuku Ka3zaxctan wiv BbIIIeHUS K YHUUTOXKECHHUIO);

5) akThl mepenayu e, J0OKYMEHTOB, SJIEKTPOHHBIX JOKYMEHTOB (J1€71) Ha MOCTOSTHHOE
XPAaHEHUE B COOTBETCTBYIOLINN FOCY1apCTBEHHBIN apXUB;

6) aKThl O BBIJICJIIEHUN K YHUUTOKEHUIO TOKYMEHTOB, 3JIEKTPOHHBIX JOKYMEHTOB (J€J1), HE
MOUIEKAINX XPAHEHUIO;

7) KapTOUKHU yueTa HEOOHAapy>KEHHbIX apXUBHBIX JJOKYMEHTOB, B TOM YHCJIE 3JIEKTPOHHBIX
JIOKYMEHTOB (J1e7);

8) aKkThl O MPOBEJCHUHU ITPOBEPOK HAIMYMUS U COCTOSIHUSI JIEJ, DJIEKTPOHHBIX JOKYMEHTOB (
7IeJT) ¥ UHbIE IOKYMEHTHI, PUKCHUPYIOIINEe U3MEHEHHUS B COCTaBe U 00beMe apXUBHOTO (oHAa,
BKJIIOYAIOTCS B JIENIO apXUBHOTO (POHMA TOJIBKO C OTMETKOW O BHECEHHWU M3MEHEHUH BO BCE
YUYETHBIE JJOKYMEHTBI apX1UBa OpraHU3aLMH.

AKTBI HyMEPYIOTCS B IIpeJieiax apXuBHOroO (pOH/IA MO BUAAM aKTOB B BAJIOBOM MOPSIKE.

Bce nokymeHTHl B Jiene apXUMBHOIO ()OHAA PacIoJiaraloTcsi B XPOHOJIOTHYECKON
MOCJIEIOBATENBHOCTH UX cocTaBieHus. Ha TOKyMeHTHI Jiesa apXuBHOTO (DOHJA COCTABIISAETCS
BHYTPEHHSS1 ONHCh, JIUCTHI JieJla HyMEpPYIOTCs, K ey (poHIa oQpopMIIIeTCs JTUCT-3aBEPUTENb
nena no ¢opme coriacHo npuioxenuto 31 k HactosimMm [IpaBunam. Ilo mepe nononHeHus
apXUBHOTO (POHJA TUCT-3aBEPUTENH JIe]a U BHYTPEHHSS OMHUCH MEPECOCTABIISIFOTCSL.

KaxxnoMy neny apxuBHOro (hoHIa MPUCBAUBAETCSI HOMEP COOTBETCTBYIOLIETO APXUBHOTO
dbonma.

191. ITacmopT apxuBa OpraHU3alUKA COCTABIISIETCS €KETOAHO M OJIMH pa3 B TPHU roja
NepeaeTcs B COOTBETCTBYIOIINMA rOCyJapCcTBEHHBIN apxuB, ApxuB IIpe3nnenta Pecriyonuku
Kazaxcran nis nanpHelmero BHeCeHHs cBeneHuil B LleHTpasbHBIN (OHAOBBIM KaTajor,
BeJIeHUE KoToporo ompenaeineHo 3akoHoM Pecny6nuku Kazaxcran "O HanumonanpHoM
apxuBHOM (hoHze u apxuBax", B Tom uncie o UC DA.

192. Kaxxast eniHUIIa XpaHEHUS HAYYHO-TEXHUYECKON TOKYMEHTAIUU PETUCTPUPYETCS U
YUYUTBIBAETCS B OCHOBHBIX PETHCTPALMOHHBIX [IOKYMEHTAaX, WHBEHTApHBIX KHHUIaxX W
KapTOUKaxX pErucTpaluyd Hay4YHO-TEXHUYECKON JOKyMeHTaluu 1o ¢opmam COTrJacHo
npunoxeHusaM 39, 40 k Hacrosammm [ IpaBunam.

193. NHBeHTapHBIE KHUTH 3aIIOJIHSAIOTCS Ha OCHOBAaHUU JTAaHHBIX OCHOBHOM HAJIHCH
YEPTE)KEM, TUTYJIBHBIX JIMCTOB.

194. Ha nognuHHUKaxX U AyOIMKaTax MPOEKTHON, KOHCTPYKTOPCKOM, TEXHOIOTUYECKON
JOKYMEHTAlluu Ha OyMa)>KHOM HOCHTEJIE, COCTOSILIUX M3 HECKOJbKUX JUCTOB, MHBEHTAPHBIN
HOMEp IPOCTABIAETCA HA KAXKIOM JIUCTE.

195. MuBeHTapHBIE KHUTU BEAYTCA OTAEIBHO IO KaXKIOMYy BUAY HAay4YHO-TEXHUYECKOMN
JOKYMEHTalu1 (mpoekTHas, KOHCTPYKTOpPCKa, TEXHOJOTUYECKas,
Hay4HO-MCCIIEIOBATENbCKAsA, TATEHTHO-JIMLIEH3UOHHAs).



196. Peructpanusi moJJIMHHUKOB MPOEKTHON JOKYMEHTAllMM MPOU3BOJAMUTCA IO
OTJIEJIbHBIM CAMOCTOSITEIbHBIM YACTSM MO MEpPE MOCTYIJICHUS TPOEKTa.
OtaenpHbIE MHBEHTApPHbIE KHUTH BEIYTCA HA:
1) MOTMHHUKY TPOEKTHOM JOKYMEHTAIIUH;
2) KOIUU MPOCKTHBIX TOKYMEHTOB UHBIX OpraHU3aIlNi;
3) TUTIOBBIE MPOEKTHI.

Perucrpanus Konuii MpoOeKTHONW JOKYMEHTALUU MPOU3BOJUTCS MO COPOIIIOPOBAHHBIM
TOMaM B KapTOYKax y4dera.

197. Jlns KOHCTPYKTOPCKOM M TE€XHOJOTMYECKON JOKYMEHTAlMM WHBEHTApHbIE KHUTH
y4eTa MOJJIMHHUKOB M YepPTEXKEMN, MOCTYMAIUX OT UHBIX OpraHu3aluid, BEAyTCA OTAEIbHO
Ha U3JIEJUs] OCHOBHOT'O U BCIIOMOTATEIbHOTO IPOU3BO/ICTBA.

[IpuHsATHIE MOMJIMHHUKA KOHCTPYKTOPCKOW M TEXHOJOTMYECKOW TOKYMEHTAllMU
PETUCTPUPYIOTCS MTOJTUCTHO MO Y3JIaM.

Konuu KOHCTPYKTOPCKMX M TEXHOJOTHYECKUX TOKYMEHTOB, IMOJYyYEHHBIE OT MHBIX
OpraHu3aluid, PErucCTpUPYIOTCA B OTIEIbHON HHBEHTAPHOW KHUTE M KApTOYKaxX YUera,
KOTOPBIE COCTABIIAIOTCS Ha KAXAYIO MANKy, albOOM MM OTAEIbHBIN TOKYMEHT.

198. Jliist yyeTta Hay4yHO-UCCIEAOBATEIBCKON JOKYMEHTAMU BEAYTCS OTIEIIbHBIE
MHBEHTApHbIE KHUTH 110 (hopMe coriacHo npuiioxeHuto 41 k Hacrosamum [IpaBuiam.

199. [latenTHas TOKyMEHTALUSI PETUCTPUPYETCS B KypHaIaxX PErucTpaiviu 3asiBOK Ha
BbIJauy NaTE€HTa Ha U300peTeHue 1no ¢Gopme COracHO MPUIIOKEHUI0 42 K HACTOSUIUM
IIpaBuitam.

200. CBeneHusa O KaxJI0M €IUHHIE XPAHEHUS AJIEKTPOHHBIX JOKYMEHTOB BBOJSATCS B
YYETHYI0 0a3y NaHHBIX WIM YUYETHYI0 KapTO4YKy MO (hopMe COrjlacCHO NMPUIOXKEHHIO 43 K
HacToAmuM [IpaBunam.

DNEeKTPOHHBIE JOKYMEHTBI YUYHMTBIBAIOTCS B COCTaBE apXMBHOro (OHAA MO OMUCAM
AJEKTPOHHBIX JOKYMEHTOB IMOCTOSHHOTO XPAaHEHUs, €ANHULIAM XPAHEHUS WM €IHMHULIAM
yueta. UHpOpMalMOHHBI 00BEM JTIOKYMEHTOB Ha 3JIEKTPOHHBIX HOCUTENSX MH(OpManuu
yKa3bIBaeTCs B Merabaiitax (manee — MOT).

201. ITocTyruieHre 3NEKTPOHHBIX JOKYMEHTOB HA BPEMEHHOE XPAHEHHE B DJIEKTPOHHBIIM
apXvB OpPraHu3allii YYUTHIBAETCS B OOLIEH KHUTE OCTYIUIEHUS U BBIOBITUS JOKYMEHTOB.

202. V3MeHeHre KOIWYECTBA €IUHUI] XpaHEHUs W/WIK HUHPOPMAITMOHHOTO o0beMa
AJIIEKTPOHHBIX IOKYMEHTOB, IPOU3OILIEIIINX B PE3YJIbTATE MEPE3ANUCH Ha HOBbIE HOCUTEIU
WM MUTpanuu (KOHBEPTUPOBAHUA), (DUKCUPYETCS B aKT€ O MEpe3arnucy U MUTPAIUU TI0
dbopMme coryacHO mpwiokeHuto 1 k Hactosmum [IpaBuiam, B HOBOM UTOTOBOM 3alMCH K
OIMCH 3JIEKTPOHHBIX JTOKYMEHTOB.

203. B macnopre apxMBa OpPraHHM3al[MH, XPAHSLIETO AJIEKTPOHHBIE TOKYMEHTHI,
YUHUTHIBAIOTCS crienuduueckue MHYOpPMAIMOHHBIE PECypchl, HE MMEIOIIUE aHAJIOTOB Ha
OyMa>KHBIX HOCUTEJISIX.



204. 1151 3IeKTPOHHBIX JOKYMEHTOB BCIIOMOTaTEIbHBIM YUYETHBIM IOKYMEHTOM SIBIISIETCS
KypHaJI ydeTa MUTpPAIlMU U Mepe3anuceid 3JIEKTPOHHBIX JIOKYMEHTOB MO (opme coriacHo
npuioxenuto 44 k HacrosmuM [IpaBunam.

ITaparpad 2. Ilopsmok ydera v BeaeHuA 6a3 JaHHRIX

205. IlepedyeHb PEKBU3UTOB YUYETHBIX 0a3 JAHHBIX COCTABJISIETCS B COOTBETCTBUHM C
OCHOBHBIMM TOKa3aTeNIIMH, OMUCHIBAIOIIMMU OOBEKT yueTa — apXUBHbIM (OHJI, €IUHHIIA
XpaHEHUs, €MHUIA y4eTa, TpyNna €JUHUI] XPAHEHUs, €AUHUI] Y4eTa, BKIIOYEHHBIX B
COOTBETCTBYIOIIYIO OMUCH AEN IOKYMEHTOB.

206. YueTHble 0a3bl JTaHHBIX AEHCTBYIOT BO B3aUMOCBSI3U C MHBIMU UH()OPMAMOHHBIMH
0azaMu JaHHBIX, MMEIONIMMHUCSI B apXWBE OpPTaHW3alUd, U OTBEYAIOT TPeOOBAHUIO
COBMECTUMOCTH C COOTBETCTBYIOIIUMH YYETHBIMU Oa3aMH JaHHBIX TOCYJIapCTBEHHBIX
apxuBoB, ApxuBa [Ipe3suaenra Pecny6mmku Kazaxcras.

B yueTHbIX 0a3ax JaHHBIX UCIOJIb3YIOTCS JAHHBIE PEKBU3UTOB TPATUIIMOHHBIX OCHOBHBIX
YYETHBIX JOKYMEHTOB.

207. YuerHble 0a3bl JaHHBIX 3aMOTHIIOTCS Ha OCHOBE YYETHBIX JOKYMEHTOB.

I'maBa 5. Mcnosb30BaHrEe apXWBHEIX JJOKyMEHTOB
ITaparpa¢ 1. Ilopsnok onvcaHus apXMBHBEIX JOKyMEHTOB I HAYTHO-CIIPABOYHOTO almapara

208. ApxuB opraHnuszaluu npenocTtaniser noiabzoparento HCA (cnpaBo4HO-TOMCKOBbBIE
CPEIICTBA) K apXUBHBIM JIOKYMEHTaM.

209. Cucrema HCA apxuBa BKJIIOYA€T OCHOBHbIE apXMBHBIE CIIPABOYHUKH (OMUCH eI
JOKYMEHTOB, IYTEBOJMTENb, CUCTEMATUYECKUN KATAJIOr) W JONOJIHUTEIbHBIE ApXUBHBIE
CHpaBOYHMKH (yKa3zaTelsb, 0030p). LlenecooOpa3sHOCTh BeleHUs JOMOIHUTEIbHBIX aPXUBHBIX
CIPABOYHUKOB YCTAaHABIMBAETCA apXHUBOM OpPTraHHU3aLUU.

210. B cucreme HCA peanusyrorcs NpeeMCTBEHHOCTh YUYETHO-CIIPABOYHOIO armapara,
CO37aBa€MOro B JICJIONPOU3BOACTBE U apXHBaxX OpraHu3aluii, €ro COBMEIIEHHE C CUCTEMO
HCA rocynapctBennbix apxuBoB, Apxusa [Ipesunenrta Pecriy6onuku Kazaxcran.

[IpeemctBenHOCTh cucteMbl HCA apXuBOB OpraHu3ali OCHOBBIBAETCS Ha €IMHCTBE
TpeOOBAHMI U IPUHLMUIIOB €€ OCTPOCHHS.

211. Onucanue apXMBHBIX JOKYMEHTOB, 3JIEKTPOHHBIX aPXUBHBIX JOKYMEHTOB (CO3AaHHE
MH(}OpMaLUK I apXUBHBIX CIPABOYHUKOB) MPOBOJIUTCSA HA TPEX YPOBHSX:

1) apxuBHBIN (HOH/T;

2) equHULA XPAHEHUS;

3) apXUBHBIN JOKYMEHT.

212. OCHOBOU apXMBHOT'O CIIPABOYHHUKA SIBJSETCS OMMUCATENbHAS CTaThsl, COJEpIKAILIAs
CJIEIyIOIIUE CBEACHUS:



1) uneatudunupyromas uHbopmaiysa (Ha3BaHUE U CIPABOYHBIC JIAHHBIE APXUBHOTO

(dboHaa, eMUHULBI XpaHEHUS );
2) cocTaB U coJiep>KaHne HHPOpPMaIInK;
3) ycloBus 10CTyMa ¥ UCIOJIb30BaHUS H(DOpMaIINH;
4) ucropust apxuBHOTO (HOHAA.

213. [Ipu HEOOXOAMMOCTH B OMHUCATEIBHYIO CTaThIO BKJIIOYAIOTCS JOTOJHUTEIbHbBIC
CBEJICHHSI O MECTOHAXO0XKJICHUU OPUTMHAJIOB, HAIMYUU APXWUBHBIX JOKYMEHTOB OpraHU3alliu,
AIEKTPOHHBIX APXHMBHBIX JOKYMEHTOB B COCTAaBEUHBIX APXUBHBIX (POHIOB M MECTaX HUX
XpaHeHust, OnoIuorpadus 1 UHbIE.

214. OnucarenbHas CTaThs apXMBHOTO CIPaBOYHMKA HA yPOBHE apXWMBHOTO (oHAA
BKJIFOYAET:

1) Ha3Banue apxuBHOTO (POHTA;

2) cripaBoYHbIE TaHHBIE 00 apXxuBHOM (hoHJe (apxuBHBIN mUdp (HomMep poHaa), oObeMm
apXUBHOTO (DOHJIa B €AMHUIIAX XPAHEHUS 110 BUJIaM JIOKYMEHTAIIMU, KpailHUuE JaThl apXUBHBIX
JOKYMEHTOB MO Ka)KJOMY BHY JOKYMEHTAIIMH, IEPEYEHb UMEIOIIErocsl BHYTPU(OHTOBOTO
Hay4HO-CIIPABOYHOT'O anmnapara);

3) UCTOPUYECKYIO CIIPaBKY K apXUBHOMY (POHY;

4) aHHOTAITUIO O COCTaBE U COJEPKAaHUU aPXUBHBIX JIOKYMEHTOB,;

5) uadopmaruio 00 yCIOBHIX JIOCTYIIA;

6) 6ubnuorpaduro.

215. OnucarenbHasl CTaThsi apXMBHOTO CIPAaBOYHUKA HA YPOBHE €IMHUIIBI XPAHCHUS
BKJIIOYAET:

1) mopsiAKOBBIM HOMEP €TUHULIBI XPAHEHUS,

2) MPEKHUIN PEruCTPallMOHHBINA HOMED;

3) 3aroJIoBOK €IUHULBI XPAHEHHUS;

4) cripaBOYHbBIC TaHHBIE 00 €AUHUIIC XPAHEHUS;

5) ykazaHue Ha MOJJIMHHOCTD WU KOMMUIUHOCTH;

6) ykazaHue BUa HOCUTEINS WM ClIoco0a BOCIIPOU3BEACHMUS;

7) undopmanuio 06 yCIOBUSX TOCTYMa, sI3bIKE M BHEUIHUX OCOOCHHOCTSAX apXHBHBIX
JIOKYMEHTOB €IMHUIIBI XPaHEHUS.

3arosoBOK €AMHUIBI XPAHEHHUS YIPABICHYECKONW JOKYMEHTALUU, CIMHULIBI XPAHCHUS
ApXUBHBIX JIOKYMEHTOB JIMYHOTO MPOUCXOXKJCHUS, B TOM YHUCJE DJIEKTPOHHBIX, BKIIOYACT
HAaNMEHOBAaHHE BHUJAa APXUBHBIX JOKYMEHTOB, aBTOpa(OB) apXUBHBIX JOKYMEHTAa(OB),
aapecaTta(oB) WIM KOPPECTOHIEHTAa(OB), KOTOPHIM HAIPAaBJICHBI WU OT KOTOPBIX MOJYyYECHBI
JIOKYMEHTHI, BOIIPOC WJIU TMpEaMeT, Ha3BaHUs COOBITHS, (pakTa, MECTHOCTH, hamMuiInu u
WHULIMAJIOB JIMIA, K KOTOPBHIM OTHOCUTCS COJEpP)KaHHE YKa3aHHBIX JOKYMEHTOB, JaThl
COOBITHIA.

B ciyuae orcyTcTBHSI HEOOXOJUMBIX CBEJIEHUN B 3ar0JIOBOK BKJIIOYAETCSl HHGOpMAIIUS

MOSICHUTENIBHOTO XapakTepa — "aBTop He ycTaHoBieH", "0e3 natel”, "He panee ... I.".



3aroJIOBOK €IWHUIIBI XPAHEHUS MPOEKTHON WM KOHCTPYKTOPCKOW ITOKYMEHTAalUH
BKJIIOUYaeT mudp 00beKTa, HAMMEHOBAHUE MPOEKTA, CTAINIO, YaCTh, HOMEP TOMa, aBTOPa, roJ1
OKOHYAHHUS pa3pabOTKH.

3aroji0BOK €AMHUIIBI XpaHEHUsI KUHO-, BUJICOJOKYMEHTA BKIIFOYAET aBTOPCKOE HAa3BaHHE
¢buapMa, CIenBHITYCKa, KHHOXKYPHAJa WM Ha3BaHUE COOBITHS, OTPAXXKEHHOTO B KUHO- WA
TEJIECIOKETE, 1aTy MPOU3BOJICTBA U/ WM ATy CheMKHU, (aMUIIMK M UHUIIMAIIBI pexuccepa u/
WJIU OTIEpaTopa ChEeMKH, SI3bIK JOKYMEHTA.

3aroJIoBOK €IMHUIIBI XpaHEeHUs (POHOJOKYMEHTA BKJIIOYACT HAa3BaHUE U KAHP

(hoHOAOKYMEHTA, Ha3BaHHUE, MECTO U JIaTy OTPaKeHHOTO coObITUA. [Ipu OTCYyTCTBUM Ha3BaHUs
(OHOOKYMEHTA YKa3bIBAIOTCS OCHOBHOE COJIEpKaHUE Telie- WM paaroIepeaayd,
BBICTYIUJICHHUsI, Oece/Ibl U MHOE. 3ar0JIOBOK €IMHUIILI yueTa (DOHOOKYMEHTA, COJIepIKaIIEro
3aluCh MPOU3BEJCHUS JINTEPATYPHl U UCKYCCTBA, BKIIOYAET Ha3BAHUE MPOU3BEACHUS U €T0
KaHp, IEPBYIO0 CTPOKY TEKCTa, KOTOpas 3aKJII0YaeTcs B KaBBIYKU, €ClIU (POHOJIOKYMEHTOM
SABJISIETCS. HE UMEIOIIee aBTOPCKOTO Ha3BaHUs M HE OMyOJMKOBAHHOE paHee MPOU3BEICHUE,
(baMUITUY ¥ UHUIIMAJIBI aBTOPOB W/WJIM UCIIOTHUTENIeH KaKk CaMOro MpOU3BEACHUS, TaK U €T
00paboTOK, MEPEOKEHHM, TIEPEBOIOB, SI3bIK (POHOIOKYMEHTA.

3aros0BOK €AMHUIIBI XpaHEHUs (POTOJOKYMEHTA BKIIFOYACT ONMMCAHUE U300PKESHUS WITH
Ha3BaHue (oroanbOoOMa, cliaiiia, HeraTuBa, GaMIIMI0 U UHUILIMAIBI aBTOpa, MECTO U JIaTy
CHEMKH.

CripaBoyHbIe TaHHBIE O €IMHMIIE XPAHEHHUS BKJIIOYAIOT JIEMEHTHI apXUBHOTrO mudpa (
HOMeEpa apxXuBHOro (hoHJ1a, HOMEpA OMKCHU Jed JOKYMEHTOB, HOMEpa €AUHUIIBI XPaHEHHUS),
JTaHHBIE 00beMa €IMHUIIBI XPAaHEHHUS, KpalHUE JaThl apXUBHBIX JOKYMEHTOB, 3JIEKTPOHHBIX
aApXUBHBIX IOKYMEHTOB.

Nudopmanus 00 yClIOBUSIX JOCTYMa, S3bIKE U BHEIIHHUX OCOOCHHOCTSX apXHUBHBIX
JIOKYMEHTOB, €UHUIIbI XpaHEHUs BKJIIOYAET CBEJCHUSI O HAJIMYHMHU apXUBHBIX JOKYMEHTOB,
AJIEKTPOHHBIX APXUBHBIX IOKYMEHTOB, JIOCTYM K KOTOPBIM OTpaHn4eH 3akoHamu PecryOnuku
Kazaxcran "O HanuonanbHoM apxuBHOM (pone u apxuBax', "O noctyne k unpopmauuu", "
O rocynapctBeHHbIX cekperax", IlpaBunamu oOTHECEHHSI CBEJEHUUW K CIyXKeOHOM
UH(OpMAIIMKM OrpaHUYEHHOTO pACIpPOCTPAHEHUs M pabOThl C HEH, YTBEPKICHHBIMU
noctanoBiieHueM lIpaBurensctBa PecyOnuku Kazaxcran ot 24 utonst 2022 roga Ne 429 wnu
dbonmo00pazoBareneM, a TaKkKe CBEJACHUS O HAIUYUM TOJJIMHHUKOB 0CO00 IEHHBIX
JIOKYMEHTOB, B TOM YHUCJIE JOKYMEHTOB, OTHECEHHBIX K 00bEKTaM HAIMOHATBHOTO JIOCTOSHUS
Pecny6nuku Kazaxcran u HaXoAsIIUXCsl B HEYIOBJIETBOPUTEIHLHOM (PU3MUECKOM COCTOSIHUH,
Haau4yuu (HOH/IA TTOTH30BaHUS, I3bIKE U BHEIIIHUX OCOOCHHOCTSIX apXHUBHOTO JOKYMEHTA.

OmnucarenbHas CTaThs JOTOIHACTCS Ha3BaHUEM apXUBHOTO (DOHJA U €ro CTPYKTYpHOU
yacTu (OMUCU JeJ JAOKYMEHTOB, OIMUCH 3JIEKTPOHHBIX JOKYMEHTOB (JI€1), aHHOTalUeH
OT/ICJIbHBIX aPXHUBHBIX JIOKYMEHTOB WM UX IPYNH JAHHOW €IMHUIbI XPAHECHHUSI.

216. OnucartenbHas CTaThsl apXUBHOTO CIPABOYHUKA HA YPOBHE apXUBHOIO JIOKYMEHTA
BKJIIOYAET:



1) 3aro10BOK apXMBHOIO IOKYMEHTA, 3JIEKTPOHHOT'O apXHWBHOT'O JOKYMEHTA;

2) cripaBOYHbIE JaHHBIE 00 apXUBHOM JIOKYMEHTE, JIEKTPOHHOT'O ApXHUBHOTO JTOKYMEHTA;

3) yka3aHH€e Ha MMOJTMHHOCTL/KOITUHHOCTB;

4) Bug HOCUTENS (MJIM CIOCOO BOCTIPOU3BEICHUSA);

5) undopmanuro 00 yCIOBHSIX OCTYyTMA, SI3bIKE U BHEITHUX OCOOCHHOCTSIX apXUBHOTO
JOKYMEHTa, 3JIEKTPOHHOT'O apXUBHOTO JIOKYMEHTA.

3aroJ0BOK apXHMBHOTO JOKYMEHTA, 3JEKTPOHHOI'O apXMBHOTO JOKYMEHTAa BKJIIOYAET
HaNMEHOBAaHHUE BHUJA apXMBHOIO JOKYMEHTa, aBTOpa, ajpecara WM KOPPECIOHJICHTA,
KOTOPOMY HaIpaBjI€H WJIH OT KOTOPOIro MOJYyYeH JOKYMEHT, BOIPOC UM MPEAMET, COOBITHE,
¢dakT, U0, HA3BAaHHUE MECTHOCTH, K KOTOPBIM OTHOCHTCS COJEpPKAaHUE YKA3aHHOTO
JOKYMEHTa, 1ary coObITus. B ciyuae oTcyTCTBUS HEOOXOAMMBIX CBEJIEHUMN, B 3ar0JIOBOK
BKJIIOUAETCsl TOsICHsIomas wHpopmarus: "aBTop He ycrtaHoBieH", "0e3 matwei". [lpum
HEOOXOJAMMOCTH 3aroJjOBOK JIOMOJIHIETCS aHHOTAIMel, pacKphIBAIOIIEH HE OTpa)KEHHOE B
3aroJIOBKE COJEPKaHUE JaHHOTO JOKYMEHTA.

CrnpaBoyHbI€ JaHHBIE 00 apXHWBHOM JOKYMEHTE, 3JIEKTPOHHOI'O apXUBHOTO JTOKYMEHTA
COCTOAT U3 BJIEMEHTOB apXUBHOTO mHU(ppa (Homepa hoHAa, HOMEPA OMUCH /1T TOKYMEHTOB,
HOMEpa €IWHUIIBI XPAaHEHHUS, HOMEPOB JIUCTOB), 00beMa (KOJUYECTBA JIICTOB) apXUBHOTO
JOKYMEHTa, JaThl €r0 CO3/IaHu4.

Nudopmarust 06 yCIoOBUSX IOCTYyIMA, S3bIKE M BHENTHUX OCOOCHHOCTSX apXHBHOTO
JOKYMEHTa, B TOM YHCJE 3JIEKTPOHHOIO ApXMBHOTO JOKYMEHTa, BKIIIOYAET CBEJCHUS 00
OTPAaHWYEHUH JOCTyIa K apXUBHOMY NOKYMEHTY 3akoHamu PecmyOmmkm Kazaxcran "O
HamumonansHom apxuBHoMm Qouae u apxuBax", "O goctyme k wuHpopmaruu", "O
rocyJiapcTBeHHbIX cekperax”, [IpaBunaMu oTHECEHUS CBEICHUH K CITyKeOHOM nHpopmMaIuu
OTPAHUYEHHOTO PACHpPOCTPAHEHUSI M PabOThl C HEH, YTBEP)KICHHBIMU IMOCTAHOBICHUEM
[IpaButensctBa PecnyOnuku Kazaxctan ot 24 wurons 2022 roga Ne 429 wunm
dhoHmo00pa3zoBaTeaeM, cTaTyce 0co00 IIEHHOrO JTOKYMEHTa, JOKYMEHTa, OTHECEHHOI'O K
o0beKTaM HalMOHAJIbHOTO AocTosiHUS PecnyOnukm KazaxcTtan u/wnm Haxonsierocss B
HEYJIOBJIETBOPUTEIBHOM (PU3MYECKOM COCTOSHHH, S3bIKE M BHEIMTHUX OCOOCHHOCTSIX
aApXMBHOI'O JOKYMEHTA.

217. Bun enuHULBI XpaHEHUs (€110, MepenucKa, JOKYMEHTbI, PEECTp, aIbOOM, KypHall,
KHUTa U HWHOE) WU JOKYMEHTOB (IIPOTOKOJIBI, JTOKJIAAbl, MPUKa3bl, OTYETHI, AKTHI
BOCIIOMUHAHUSI, CTaThU, POMaH, 3alIUCHBIE KHIKKH), XapaKTEPU3YIOUIUX COCTAB €IUHUIIBI
XpaHEHUs, YKa3bIBAETCS B HAYaJle 3ar0JIOBKa.

3arojoBKU CyJI€OHBIX, CIEICTBEHHBIX, JUYHBIX, IEPCOHATBHBIX, apOUTPAXKHBIX U UHBIX
1€, COJEepIKAINX JTOKYMEHThI, CBA3aHHbBIEC IMMOCIEI0OBATEILHOCTHIO JAEIOMPOU3BOJICTBA 1O
OJIHOMY BOIIPOCY, HAYMHAIOTCS CO cioBa "nemno".

3aroJIoOBKM €IMHUIl XPAHEHUS, COJICPKAIINX HE CBSI3aHHBIE MOCIEIOBATEIBHOCTHIO
JIEJIONPOU3BOICTBA IOKYMEHTHI TI0 OHOMY BOIIPOCY, TOKYMEHTBI-IIPUIIOKEHUSI K OCHOBHOMY
JTOKYMEHTY (TIpUKa3y, paclopsKeHHUI0, TPOTOKOITY) WIIM PA3HOPOIHBIE 1O BUY JOKYMEHTHI



apXUBHOTO ()OH/IA JIMYHOTO MPOUCXOKACHHS, HAUMHAIOTCA CO clioBa "MOoKyMeHTHI". B KoHIIE
TaKOTO 3arojIoBKa B CKOOKaX yKa3bIBAIOTCSI BUJIBI ATUX JIOKYMEHTOB.

B 3aronoBke equHUIBI XpaHEHUS, BKIIIOYAIOIICH MEPENUCKY, YKa3bIBAIOTCS OPUITHATHHBIC
HAaUMEHOBAHUS KOPPECHOHJESHTOB M BOMpOC (MpeaMeT) mnepenucku. B ciydae BeaeHus
MEPENUCKA C OJHOPOHBIMU KOPPECTIOHACHTAMH, B 3aT0JIOBKE YKa3bIBae€TCs 00Iee BUIOBOE
HAaUMEHOBaHUE KOPPECTIOHICHTOB.

N3noxenue Bompoca (MpeaMeTa), OTPAKAOUIEr0 COACpKaHUE JOKYMEHTOB, SIBJISIETCS
OCHOBHOM 4acCThIO 3aroj0BKa U JaeTcs MOCJe YKa3aHus BUAa Jena, aBTopa, KOppeCIOHAEHTa
(anmpecara) TOKYMEHTOB.

218. Ilpm cocTaBieHUU 3arojJOBKOB €JWHUI] XpaHEHUA C
OpraHU3alMOHHO-PACTIOPSIAUTEIHFHON JOKYMEHTAIIUENH OJTHOTO BHJA B 3ar0JIOBOK BEIHOCUTCS
HAaNMEHOBAHUE JIOKYMEHTOB BO MHO>KECTBEHHOM YHCJIE€ C MPOCTABICHUEM HMX KPaTKUX
HOMEPOB.

219. Ilocne o0o3HaueHMs BUA J1€Ja WIM BHIA JOKYMEHTOB B 3ar0JIOBKE YKa3bIBAETCS
aBTOP BXOJSIIUX B JIEJ0 TIOKYMEHTOB. Eciii aBTOpOM IOKYMEHTOB SIBJISIETCSI OpraHU3aIus, B
NEATEIbHOCTH KOTOPOW OHM OTJIOKHWJIKMChH, B 3aroJIOBKE JieJla HaMMEHOBAHHE OpTraHu3alluu
WU OIyCKAaeTCs, WIM MPUBOJUTCS €ro o0Iliee BUIOBOE HaMMEHOBaHHE (KOMHTET, CYII,
KOMHUCCHS).

220. JlaTbl, K KOTOPBIM OTHOCSITCS U3JI0’KCHHBIE B JIOKYMEHTaX COOBITHS, BHOCATCS B
3aroJIOBOK, €CIIM TOYHAs JlaTa OTPa’KaeT UCTOPUUECKHUE CBS3M MEXIY COOBITUSAMU U PaKkTaMu
¥ HeoOX0UMa JIJIsl TOHUMAaHKS KOHKPETHOTO COJIEPIKaHUSI TOKYMEHTOB.

221. Ecnu fe5o coCTOUT U3 OJTHOTO JOKYMEHTa, TO B 3aroJIOBKE YKa3bIBalOTCS BH/I
JIOKYMEHTa, OT KOI'0 OH UCXOAUT, KOMY aIpeCOBaH, €ro JaTa U KpaTKoe CojiepKaHue.

222. B enuHUIIaX XpaHEHUs, COCTOSIIUX U3 MJIAHOB M OTYETOB, B 3ar0JI0BKE YKa3bIBACTCS
roJ1 (mepuo), Ha KOTOPBIM COCTAaBJIEH IJIaH MJIM 32 KOTOPBIM COCTAaBJIEH OTYET.

3aroJIOBKM €IUHUILl XPAaHEHHUS], COJICPHKAIIUX CTATUCTUUECKUE OTUYETHI, COCTABIISIIOTCS C
yKa3aHHEM HOMEPOB ()OPM CTAaTUCTUUECKOU OTYETHOCTH.

223. Ecnu 1eino COCTOUT M3 HECKOJIbKHUX TOMOB (YacTeil), BceM ToMaM (4acTsM) JaeTcs
00Kl 3aroioBOK, a 3areM (Ipu HEOOXOJAMMOCTH) JeJaeTcsd YTOYHEHHE COACp KaHUs
KaXJ0ro ToMa (4acTu) B OTIEJIbHOCTH, B IMOCIEIHEM ToMe (4acTu) AoOaBisieTcsi CIOBO "
nocienauit” ("mocnenHssa").

224. Oco00 1EeHHbIE TOKYMEHTBI, JOKYMEHTBI-IPUIIOKEHHUSI K OCHOBHOMY JTOKYMEHTY,
JOKYMEHTBl OpraHW3alUui-IpeAIIeCTBEHHUKOB, JOKYMEHTBI, COAEpKallue CBEACHUSA 10
JUYHOMY COCTaBy, MUMEIOIIME CIPABOYHOE 3HAYEHHE, JIOKYMEHTHI, HaJu4yhe KOTOPHIX B
JTAHHOM JIeJIe HE MOXKET OBITh OTPE/IEIICHO IO €T0 3aroJIOBKY, aHHOTUPYIOTCHS.

225. Annotanus ohopmIIIeTCs MOCie 3aroJ0BKa ¢ KPACHOM CTPOKHU.

[Ipy aHHOTUPOBAHUU TMEUATHBIX MAaTEPUAJIOB YKA3bIBAIOTCS BHUJl JOKYMEHTa, €ro
HAMMEHOBAaHWE WJM HayajbHbIE CJIOBa JOKyMeHTa (NP OTCYTCTBMM HAUMEHOBAHMS),
BBIXOJIHbIC JJAHHBIE.



B anHOTanusx 4epTeKHBIX U WHBIX MU300pa3UTEIbHBIX MaTEPUATIOB YKa3bIBAIOTCS
Martepuai, Bujl, GopMar JOKyMEHTa U CIIOCO0 €ro UCTIOIHEHUS, 1M1l KapT — MacIuTao.

B konre anmHoTanuum moj pyopuwKon "YIMOMHHAIOTCA" YKa3bIBAIOTCS MMEHA JIUII,
HaMMEHOBAHWs OpraHU3aIliii, reorpadguueckne HaMMEHOBAHUS U CBEACHUS, YIIOMUHAIOITHECS
B JOKyMEHTaX U UMEIOIIHE CYIIECTBEHHOE 3HAUCHHE (ITEPEUHCIIIOTCS).

226. B koHIle aHHOTAIMU MPUBOJASTCS HOMEpA JIMCTOB AaHHOTHUPYEMBIX JOKYMEHTOB,
CTerneHb noJipobHocTH cBefeHui (""KpaTkue cBeaeHus ", "moapooHoe coodmieHue").
[Ipu 3HAUUTENBHBIX 00beMaxX aHHOTHPYEMBIX JJOKYMEHTOB aHHOTAITUSI COCTABIIAETCS Ha
OTJIEJILHOM JIMCTE U BKJIAJBIBAETCS MEXKAY OOJ0KKOU U MEPBBIM JINCTOM JIOKYMEHTA.

IMTaparpad 2. ITopsamok JaTHPOBKU JOKYMEHTOB IIPH OMACAHAU

227. OnucaHue npaBOBBIX aKTOB, TBOPUYECKON TOKYMEHTALUU, TOKYMEHTOB, KACAIOIIUXCS
MpaB ¥ 3aKOHHBIX HHTEPECOB IrpakiaaH, (UHAHCOBBIX JOKYMEHTOB, A€l [0 OJTHOMY BOIIPOCY,
a TaKKe JOKYMEHTOB, /111 KOTOPBIX 1aTUPOBKA UMEET BaKHOE 3HAUEHUE (JIOKIIA/Ibl, TUCTOBKH
, CTEHOTpaMMBbl, NMHCbMA), AaTa (YUCI0, MECSL, roja), O(pOpMISIOTCS CIOBECHO-IU(PPOBBIM
CIIOCOOOM.

228. HavanpHOil gaToil Aena, B TOM YUCIE 3JIEKTPOHHOIO, SIBJIAETCS AaTa COCTaBIEHUS (
pErucTpalum) caMoro paHHEro JOKYMEHTa, KOHEYHON — JaTa COCTaBJICHUSI (PErUCTpalliN)
CaMoro Mo3JHEro J0KyMEHTA.

JlaThl MPAaBOBBIX AKTOB YKa3bIBAKOTCS 10 BPEMEHU X NoAnucanus (yrBepxaeHus). Ecin
JOKYMEHTBI HE JaTUPOBAHBI, AaThl YKa3bIBAIOTCS MO BPEMEHU OITyOJIMKOBAHUS UM BBEICHUS
B JICHICTBHE.

Jlis mporpamm, IJIaHOB, CMET PacXo0B, IITATHBIX PACIUCAaHUI, OTYETOB KpallHUE JaThl
HE IPOCTaBIISIOTCS.

Ecnu B iene JOKYMEHTBI-ITPUIIOKEHUS TaTHPOBAHbl paHEe IIEPBOro JOKYMEHTa J€eia, TO
MX JaThl OTOBAaPUBAIOTCS C HOBOM CTPOKHU — "MMEIOTCS JOKYMEHTHI 3a... TOA".

KpaitHumMu naramu perucTpalMOHHBIX KHUT U JKyPHAJIOB SIBJISIFOTCS JaThl EPBOM M
HocCJIeJHEN 3aIllCH.

KpaiiHumMu natamu z1e1a, COCTOSIIEr0 U3 KOMUHUHBIX JOKYMEHTOB, U3TOTOBIEHHBIX HIIN
HOJy4EHHBIX (OHA000pa30BaTENEM 3HAYUTENBHO I03KE CO3/aHUsl MX IOMJMHHUKOB,
ABJISIFOTCS. AAThl U3TOTOBJIEHUS KOMHM (JaThl MOJJIMHHUKOB YKa3bIBAIOTCS B 3ar0JIOBKE).

B cnyuae, ecnu 1e10 HayaTo B OJJHOW OpPraHU3allvy, a 3aKOHUYEHO B MHOM, YKa3bIBAOTCS
TpU JaThl: AaTa 3aBeACHHUs Jeia B JACJIONPOM3BOJICTBE MNEPBOM OpraHMU3alMM, JaTa
IIOCTYIUIEHHSI €0 BO BTOPYIO OPraHU3ALMIO M J1aTa 3aBEPIUEHUs €r0 B JEJIONPOU3BOJCTBE
nocJieHeN opraHu3aluy (IepBble JIBe 1aThl 0003HAYAIOTCS B BUJIE JPOOH).

ITaparpad 3. ITopAnok cocTaBI€HAA OIHCH JEJ JOKyMEHTOB



229. Onuce gen JOKYMEHTOB, B TOM YHUCJIE 3JEKTPOHHBIX, COCTOUT W3 OMUCATEIbHBIX
cTaTeil eJUWHMI] XpaHEHHS WU EIUHUI[ y4eTa, UTOTOBOM 3amucH, JIUCTA-3aBEPUTENS U
CIIPaBOYHOTO alapara K OIKCH.

230. OnucarenbHas CTaThs OMMCH BKITIOYAET:

1) mopsiAKOBBI HOMEpP €IMHUIIBI XPaHEHHUS,

2) nenonpou3BOACTBEHHBIN UHIEKC WM TPOU3BOICTBEHHBIN HOMED;

3) 3aroJIoBOK €MHULBI XPAHEHMUS;

4) kpaliHue JaThl JOKYMEHTOB;

5) KOJIMYECTBO JIUCTOB B €AMHUIIE XPAHCHUS;

6) yKazaHue Ha KOMUIHOCTh IOKYMEHTOB;

7) crioco6 BOCIIPOU3BEICHUS JOKYMEHTOB.

[Ipy HEOOXOAUMOCTU ONMHUCATEIbHAS CTaThsl JOMOJHSAETCS aHHOTALUEH OTAEIbHBIX

JOKYMEHTOB, €TUHUIIbI XPaHEHUSI.

231. B cipaBOYHBIN anmapar OMUCH 1] JOKYMEHTOB BXOJAT:

1) TUTYIBbHBIN JTUCT 110 hopMe coryiacHo npuiiokeHuto 17 k Hacrosium [paBunam;

2) conepkanue (OrjaBlIeHHE);

3) npeauciaoBue;

4) CIUCOK COKPAILICHHUI;

5) ykazarenu.

ITaparpad 4. Ilopsamok cocTaBIeHHS HCTOPUIECKO#H CIIPaBKH

232. B apxuBe OpraHu3aiiuu COCTaBJISETCS UCTOPUYECKas CIIpaBKa K apXuBHOMY (OHIY,
cojepramiasi CBeJieHUsl Mo ucTtopuu (HoHg000pazoBaresss U apXUBHOTO (DOHIA, KPATKYIO
XapaKTEPUCTHUKY COCTaBa U COAEPHKaHMS €ro TOKyMeHTOB U cucteMbl HCA.

Hcropuueckas crpaBka Kk apxuBHOMY GOHAY POpMUPYETCS Ha OCHOBE MHGOPMAIINH TIO
uctopuu (poHI000pa30BaTENS U UCTOPUH APXUBHOTO (HOHAA.

Nudopmarust mo uctopun (poHm000pa3zoBatens BKIIOYAET JAThl €ro 00pa3oBaHwUs,
BEJJOMCTBCHHYI0  NPHHAUICKHOCTh, CTPYKTYpy W  GYHKIUM, Ha3BaHUS
OpTraHu3aluU-TIPEIMNIECTBEHHUKA ¥ TPABONMPEEMHUKA, JaThl PETUCTPAllUd WU
NEepPEeperucTpalvd — B CIydasX MEePEeMMEHOBAHUS, PEOPraHU3allUU, a TaKKe JIMKBHUJIAIIMH.
Nupopmanus o Gpora000pa3oBaTese apXMBHOTO (HOHA JIUYHOTO MPOUCXOXKIACHHS BKIIIOYAIOT
ero kpatkue ouorpaduueckue nanupie (haMuIus, UMs, OTYECTBO (TIPU HATTUYKMH ), ICEBJIOHUM
(mpu Hanmuuuu), AeBUYbs (pamunus (MpU HAIUMYUU), AAThl KU3HU, Npodeccusi, TaHHBIE O
CIy’)keOHOM W oOIecTBeHHOW JesaTenbHOCTH). Jna apxuBHOro (oHma cembHu, poja
aHAJIOTUYHBIC CBEICHHUSA MAIOTCA O KaXXJOM W3 POJICTBEHHUKOB. [l 0OBEIMHEHHOTO
apXUBHOTO (POHJIA COCTABIIAETCS 00IIasi HCTOPUYECKasi CIIPaBKa.

Nudopmanus mo uctopun apXuBHOTO (HOHIA BKIFOYAIOT ATy €ro MOCTYIUICHHUS B apXHB,
o0BbeM U KpailHHe JaThl apXUBHBIX JTOKYMEHTOB, CTENEHb MX COXPAaHHOCTH, OCOOCHHOCTU
dbopMUpOBaHUS, OMUCAHUSI U CHUCTEMATH3aluKi, UHPOPMALHIO 00 U3MEHEHHSIX B COCTaBe U



o0beMe apxXuBHOTO (GOHAA U UX NPUYMHAX, HAJIIMYUU aAPXUBHBIX JOKYMEHTOB MHBIX

opranuzainuil unu auy (pongoBeie BKItoueHus), coctae HCA k apxuBHomy ¢onay. [ns
apXWBHOM KOJUIEKLIMU YKa3bIBAKOTCS CBEJCHUS O BPEMEHH, YCIOBUSAX, IPUUMNHAX €€ CO3/IaHNUs,
OpuHIUIAX (OPMUPOBAHMS, MECTOHAXOXKJICHUM KOJUIEKLIMH 10 TMOCTYIUICHUS B apXUB,

COCTaBUTEIIE.

Hcropuueckast cripaBka K (OHIY JOMOTHAETCS MPU U3MEHEHUU 00beMa apXUBHOTO (OH/IA
, @ TAK)KE B CIIy4YasX peopraHu3aluu, U3MEHEHUs CTPYKTYpbl, PyHKIUN (OHI000pa3oBaTels.

233. Ucropust apxuBHOTO (hOHAA CONECPKUT aHHOTAIUIO, Onbrorpaduto, HHGPOPMAITHIO
00 yCJIOBUAX AOCTyNa U UCHOJIb30BAHUS IOKYMEHTOB.

AHHOTaIMS O COCTABE U COJIEP)KAHUM apXUBHBIX JIOKYMEHTOB, B TOM YHCJIE 3JIEKTPOHHBIX
, ApXUBHOTO (hOHAA BKIFOUAET KPATKYIO 00OOIIEHHYIO XapaKTEPUCTUKY 3TUX JOKYMEHTOB I10
BUJIaM M TeMaM, OTPAXKAIOIIYI0 HAmpaBJCHUs NeATeNbHOCTH (POHI000pa3oBaTes, C
yKa3aHUEM  XPOHOJOTMUM TeM U  o0Oo3HaueHueM UXx reorpadpudyeckux (
aAMUHUCTPATUBHO-TEPPUTOPUATIBHBIX) TpaHul. MHpopmanusa o0 ycloBUSAX JIOCTyna K
apXMBHBIM JIOKYMEHTaM apXHBHOTO (hOHIA, B TOM YHCIIE SJIEKTPOHHBIM, BKIIOYAET CBECHUS
O HaJIMYUU apXMBHBIX JOKYMEHTOB, JOCTYIl K KOTOPhIM OrpaHM4eH 3akoHamu PecnyOnuku
Kazaxcran "O HanmonanpHoM apxuBHOM (poHe u apxuBax', "O mocrtyne k unpopmanuu", "
O rocynapcTBeHHBIX cekperax", IlpaBumamu oOTHECEHHS CBEICHUU K CIyXKeOHOM
uH(pOpMallMd OrpaHUYEHHOTO PACHPOCTPAHEHHS W pabOThl C HEH, YTBEPKIACHHBIMU
noctanoBieHueM [IpaButenscrBa PecriyOonuku Kazaxcran ot 24 urons 2022 roga Ne 429 unu
dbonmoobpazoBareneM, a TakKe MOJIMHHUKOB 0CO0O IEHHBIX JOKYMEHTOB, B TOM YHCIIE
JOKYMEHTOB, JJIEKTPOHHBIX JOKYMEHTOB, OTHECEHHBIX K OOBEKTaM HAI[MOHAJIBLHOIO
nocrosiaus Pecniyonuku Kaszaxcran, HAXOASIMIMXCS B HEYAOBIETBOPUTEIHHOM (PU3HUECKOM
COCTOSIHMM, HATMYUU (OH]IA TOJIb30BaHUSI.

bubnuorpadpusa xk apxuBHOMY (OHAY BKIIOYAET CIMHCOK CIPABOYHHUKOB MO JAHHOMY
(boHIly ¥ TOKYMEHTAJIbHBIX ITyOJUKallMi, BHIITOJHEHHBIX HA €T0 OCHOBE.

234. XapakTepucTUKa apXUBHOTO (pOHJA MO COCTABY U COACPKAHUIO JTOKYMEHTOB
COJIEPKUT CBEJEHUS O HaJWYUU JIOKYMEHTOB, BBIXOJSIIMX 33 XPOHOJOTMYECKHE PAMKHU
donna, HCA x apxuBHoMy (oHAY, O BUJAAX HOCUTENEH HH(DOpMAIUH.

235. Uctopuueckast cripaBka Ha OyMa)XHOM HOCHUTEJE MOAMUCHIBACTCS UCTIOJHUTEIIEM U
PYKOBOJIUTEIIEM apXHWBa OPTraHU3alMU, Ha 3JIEKTPOHHOM — 3aBepsiercsa DLII pykoBoauTens
apXvBa OpraHu3aliu.

Hcroprueckas cnpaBka medaTaeTcssi B YEThIpeX 3K3emIulipax. J[Ba sk3eMIursipa
nepeaaroTcsa B rocyaapcTBeHHbIN apxuB, ApxuB Ilpesuaenta Pecnyonuku Kaszaxcran npu
nepBoil mepenaye JOKYMEHTOB apXUBHOrO (hOHAA, ABa XpaHUTCS B jAelie (OHIa B apXuBe
OpraHU3aluU.

236. Uctopuueckast cripaBka JOMOJIHSICTCS MPU MOMOJIHEHUH apXUBHOTO (poHIa WU B
Cllyyae peopraHu3allyd OpPraHU3alu U MPEACTABIISIETCS B TOCYAapCTBEHHBIN apXuB, ApXHB



[Ipesunenta PecnyOmmku Kazaxctan BMecTe ¢ Kax7oil 3aKOHYEHHOW OMHUCHIO JIel
JTOKYMEHTOB, a Takxke BHOcUTcs B IC DA.

ITaparpa¢ 5. ITopgaok cocTaBIE€HHA KaTaJIOTOB H KapTOTEK

237. Karanor npencrapiser coooi MexGOHAOBBIA apXUBHBIM CIIPABOYHHUK, B KOTOPOM
uH(bOpMaIus 0 COACPKAHUK TJOKYMEHTOB CIPYNIHUPOBaHa 10 IpeaMeTaM (TeMaM, OTpacisiM),
pPacloJO)KEHHBIM B COOTBETCTBUM C TMPHUHATOM JUIS JaHHOTO KaTajlora CXeMou
KJIacCU(pUKAMU JOKYMEHTOB.

COBOKYIHOCTb pa3JIMYHBIX KaTaJIOTOB COCTABIIAET CUCTEMY KaTallOTOB.

238. PaboTel MO MOATOTOBKE, CO3JAaHUI0O M BEJECHHIO KaTaJoroB Ha3bIBAIOTCS
KaTaJIOTU3aIMeN JOKYMEHTOB.

Karanmoruszanust MOXeT MPOBOJUTHCA KaK CAaMOCTOSATEIbHBIN B pabOThI (TeMaTHuecKas
pa3paboTka), a TakXe B MPOIecCe HUHBIX BHUAOB pPabOT, CBS3aHHBIX C OINHCAHHUEM U
BBISIBJICHUEM JOKYMEHTOB (ITOMYTHAs KaTaJIOTU3allus).

[Ipn xartanoruzauuu npuMeHsiercs IUPGEpEeHUUPOBAHHBIA MOAXOJ], KOTOPBIA
3aKJIF0YaeTCS:

1) B onpenenenun ouepeAHOCTH BBIOOpA apXUBHBIX (POHJIOB, UX CTPYKTYPHBIX YaCTEH;

2) B oTOOpE /€T, TOKYMEHTOB U MH(GOPMAIINH U3 HUX;

3) B IpUMEHEHUHU COOTBETCTBYIOIIUX IPUEMOB OMUCAHUS JOKYMEHTHOU HHPOpMALIUU.

239. Karanoruzanus BKJIIOUYAET CJICAYIOUINE BUIbI PadboT:

1) cocraBienue cxeMbl Ki1acCUpUKALINH;

2) BBISIBJIEHUE U OTOOP JOKYMEHTOB;

3) onucaHue HAa KaTaJIOKHBIX KapTOUKaX;

4) cucreMaTU3anuio KapToueK;

5) Be/IcHUE KaTaJIoroOB.

240. Beibop cxembl kiaaccupUKaIMU OMPEILTIAECTCS COCTAaBOM JOKYMEHTOB apXHBa
OpraHU3alliy U 3aJa4aMu UX UCIOJIb30BAHMUS.

CxeMoli knaccu(uKaluy JOKYMEHTHOW HH(POpMaNUU ABISETCS MUCbMEHHBIM HIH
rpa@uUecKuil JOKYMEHT, COJAEPKAINN MTepeYeHb KIacCU(DUKAITMOHHBIX JEICHUN KaTajora,
PACHOJIOKEHHBIX B ONPEAEICHHOM NOCIEA0BATEIbHOCTA, W NPEAHA3HAYEHHBIN s
pacnpenieneHusl CBEICHUI U3 JOKYMEHTOB M0 YKa3aHHBIM JICTICHUSIM.

241. B 3aBUCHMMOCTH OT CXEMbl MOCTPOCHHUS KaTajoru IMOJpA3AEIAITCS Ha
CUCTEMAaTUYECKHE, TEeMaTUYECKHUE, MPEIMETHbIE M WX pPa3HOBUIHOCTU (MMEHHOM,
reorpadudecKkuii, 0ObEKTHBIN).

242. JloxymMeHTHas uH(popMalusa B CUCTEMAaTUYECKOM KaTajore KjiacCuQuuupyercs 1o
OTpacisiM 3HAaHUM W MPAKTUYECKOW JESITEIbHOCTH OpraHU3allud, paclojaraercs B
JIOTUYECKOM MOCIIEI0BATENbHOCTH.



B uMenHom karasiore nmokyMeHTHass uHdopmaius Kiaccuuiupyercs mno andaBury
bamMunmii 1M1, YIIOMUHAEMBIX B JOKYMEHTAX WM SBISIONIMXCS UX aBTOpaMu. JlanpHeimas
CHUCTEMAaTHU3allUs MPOBOAUTCS B XPOHOJIOTUYECKON MIIM JIOTHUYECKON TIOCIIeI0BATEIbHOCTH.

243. B cocTaB omnmcaHus KaTajora BXOIAT:

1) HaumMeHOBaHKE apXUBa OPraHU3AIINH;

2) UHJICKC;

3) pyOpuka, noapyopuka;

4) nata coOBITHS, MECTO COOBITHS,

5) coaepkaHue;

6) HOMep apXHBHOTO (OH/Ia, HANMEHOBAHNE APXUBHOTO (POH/IA;

7) HOMepa OMUCH JIe TIOKYMEHTOB, €IMHUIIBI XpaHEHUS, IUCTOB;

8) SI3BIK TOKYMEHTA;

9) cioco0 Bocipou3BeACHUS JOKYMEHTA.

Jljist cBA3U MEXIy pa3feiaMH KaTajora WM pa3esioB KaTauiora ¢ MHIMA apXWBHBIMU
CIIPaBOYHHKAMH MPUMEHSIETCS] CUCTEMa OTCHUIOK.

244, Benenue Katajora COCTOUT U3 CIEAYIOIINX BUAOB paldoT:

1) Hay4yHO-MeTOIMYECKOE oOecreueHue padoThl;

2) UHJEKCUPOBAHUE KAPTOUEK;

3) cucTemaTu3anus KapTo4YeK M0 HHACKCaM U pyOpUKam;

4) cocTaBieHUE OTCHUIOYHOTO anmapara K KaTaJory;

5) ycOBepLIEHCTBOBAHUE KATAJIOTA.

Hayuno-Meroanueckoe obecriedeHre BKIIOYAET pa3paboTKy METOAMYECKUX MOCOOUi 1o
KaTaJoTu3allMi OTJEJbHBIX apXWBHBIX (OHAOB (MIM HX TpyNIbl), paboYux CcxeM
KJIaccu(PUKAIMU KaTajJoroB, MX YTOUHEHHE U JIOTIOJTHEHHE.

WNuaexcupoBaHre KapTOYeK OCYIIECTBIIACTCS IMyTEM BBHIOOpA WIIM COCTABJICHHS MHACKCA
M0 cXeMe KJIacCU(UKALUU U OTHECEHHsSI €T0 K COOTBETCTBYIOLIEH MH(POPMALIMU KaTaJ0KHOM
KapTOYKHd. B MMEHHOM KaTajmore KapTOUKH HEe WHACKCHUPYIOTCS M PaCIoiararTcs 0
andasury.

245. Cuctembl KaTajaoroB MOMOJHIIOTCS TEMAaTUYECKUMU U TTPEIMETHO-TEMAaTUYECKUMHU
KapTOTEeKaMU, KapTOTEKaMH 10 JTUYHOMY COCTaBY Ha JIOKyMEHTHI HanOoJiee MHPOPMATHBHBIX
M 4aCTO UCHOJIb3YyEeMbIX apXUBHBIX (DOHIIOB.

246. KapTouku KapTOTEKH MO JUYHOMY COCTaBY COJAEpkKaT (haMHIIUIO, UMS, OTYECTBO
paboOTHHKA, CCHUIKM Ha HOMEpa apXMBHOIO (poHAa, FOJJOBOTO pa3jiesna CBOAHON OMMCH e, Ha
HOMeEpa JieTl, TUCTOB CO CBEJAEHUSIMHU 0 HeM. KapTouku cuctemMaTu3upyroTcs B andaBUTHOM
nopsiike paMuiInii, a B npejenax hpaMuiui — rno angaBuTy IMEH U OTYECTB (MPU HATUYHH).

247. ApxuB opraHM3alliM, XpaHSALUMNA ayAMOBU3YAJIbHYIO JOKYMEHTALUIO, CO3aeT
CJIEyIOIINe BUAbI KAPTOTEK:

1) UMEHHYIO KapTOTEKY, COJECPKAILYIO CBeIeHUsS 00 aBTOpax (pexuccepe, CIIeHapUCTe U
OIepaTope) KNHOAOKYMEHTA, XPOHOJOTHUECKYIO KapTOTEKY, COACPKALLYI0 CBEICHHS O JaTe



BBIIIyCKa KUHOJIOKYMEHTA, ajl(aBUTHYIO KapTOTEKY, COJIEPXKAIIYI0 B al(aBUTHOM IOPSIKE
CBEJICHUSI O HAMMEHOBAHUSAX KHHOJIOKYMEHTOB;

2) UMEHHYIO KapTOTEKY, COJEPKallyl0 CBEIEHHUS O JUIAaX, MHPOpMaLUs O KOTOPBIX
umeeTcs B POTOAOKYMEHTAX, U OOBEKTHYIO KapTOTEKY, COAEPKAIIYI0 CBeAeHUsI 00 00bEeKTax,
COOBITUAX, UH(OPMALIUS O KOTOPBIX UMEETCs B POTOAOKYMEHTAX;

3) UMEHHYI0O KapTOTEKy, COJIEpXkaIlyl0 CBEJACHUS 00 aBTOpPE U MCIOJHUTEIE
XYJI0’)KECTBEHHOTO, MY3bIKAJIBHOI'O WJIM TOKYMEHTAJbHOTO MPOU3BENCHHUS, 3alIMCAHHOIO Ha
(OHOIOKYMEHT, aHPOBYIO KapTOTEKYy, COJEpXKAllyl0 CBEIACHUS O XYI0KECTBEHHOM,
MY3bIKaJIbHOM WJIH JJOKYMEHTAIbHOM MPOU3BEICHNH, 3aIMCAHHOTO Ha (DOHOJTOKYMEHT;

4) andaBUTHYIO KapTOTEKy, COJEpKallyl0 B al(paBUTHOM MOPSAKE CBEICHHUS O
HAaMMEHOBAaHMSIX BUJEOJOKYMEHTOB, XPOHOJOTUYECKYIO KapTOTEKY, COAEPKAIIYIO CBEACHUS
0 J1aTe BBIYCKa BUACOJOKYMEHTA.

248. ApxuB OpraHu3alyM, XpaHAIUHA HAYYHO-TEXHUYECKYIO TOKYMEHTAIIUIO, CO3aeT
CJIEIyIOLIUE BUbI KATAJIOTOB:

1) 0OBEKTHBIN KaTajdor Ha OOBEKTHl KAMHUTAIBHOIO CTPOUTEIHCTBA U OOBEKTHI
KOHCTPYHUPOBAHUS;

2) UMEHHOM KaTaJor B ajahaBUTHOM MOPsIKe paMUINil aBTOPOB IIPOEKTOB, Pa3paboToK,
WU3CJINNA, TEM UCCIEIOBAHMM;

3) reorpaduueckuii KaTajgor Ha 0ObEKTHI IPOEKTUPOBAHUS IO MECTY UX PACIOIOKEHUS;

4) andaBUTHBIM KaTaJor MO HAUMEHOBAHUAM HAyYHO-TEXHMUYECKUX pPa3pabOTOK B
aspaBUTHOM MOPSIZIKE.

249. K ayinoBU3yalbHON JOKYMEHTAIIUHA COCTABJISIOTCS YKA3aTEeNH K 3aroJIOBKAM €JIMHUIL
XpaHeHus U (UIu) TOKYMEHTaM.

250. OnucaTenbHasi CTaThsl yKa3aTels COCTOUT U3 MPEAMETHOTO MOHATHS (PyOpUKH) U
MOMCKOBBIX JAaHHBIX. [IoMCKOBBIE NaHHBIE yKa3aTels K €AMHHUIAM XpaHEHUs OAHOU ONMHCH
7€)1 TOKYMEHTOB BKJIFOYAIOT MOPSAKOBBIE HOMEpa €JUHULl XpaHeHus. [lonckoBble NaHHBIE
yKazaTrenss K €IUHUIIAM XPAHEHUsS HECKOJbKHUX AapXWBHBIX (POHIOB OJHOTO apXHuBa
OpraHU3alMK JOTIONHSIOTCS HOMEPAMHU OMHCEN e, JOKYMEHTOB, apXUBHBIX (DOHJIOB.

251. TemaTuueckuil ykazarellb BKJIIOYAET MOHSATHUSA, KOTOPbIE MPEACTABIAIOT COO0O0M
ucTopuyeckre QpakThl U sBIeHusA. HaumeHoBaHus pyOpHK U MOAPYOpPUK B HEM MPUBOASTCS B
UMEHUTEIHHOM TaJIeXKeE.

252. IlpeaMETHBIN yKa3aTellb BKJIIOYAET MOHATHUS, PACIOJIOKEHHbIE B ajl(aBUTHOM
MOPSIIIKE.

OO0mumii mpeMEeTHBIN yKa3aTeNlb BKIOYAET Ppa3HOPOAHbIEC TOHSITHS.

CnenuanbHblii MPEIMETHBIN yKa3aTeab BKJIOYAET OJHOPOJHBIE MOHATHS (BHIBI
JOKYMEHTOB, (haMUJIMK aBTOPOB, Ha3BaHUS OpraHU3alUi, UX CTPYKTYPHBIX MOAPA3ACIICHUH,
HaWMEHOBAHUS OTpacieil).

NmMenHoM yKka3zaTenb cOCTaBIseTCs B ali()aBUTHOM MOPSAKE U BKIIOYAeT (paMUINK, UMEHA
, OTYECTBA (Pa3HOUYTEHUS, [ICEBAOHUMBI, IIPO3BUILA, KIMYKH) U OMOrpapuUecKue CIpaBKH.



['eorpaduyeckuit ykazaTeiab COCTaBIAETCS B aJl(aBUTHOM IMOPSAAKE M BKIIOYACT
HAaMMEHOBAaHUS TOCYAapCTB, aIMHUHUCTPATUBHO-TEPPUTOPHUAIIBHBIX €IMHUI], MOpPEH, peK U
HHBIX TeorpadudecKux 00BHEKTOB.

Oo6oOmaromnue NOHATUS WIM aJMUHUCTPATUBHO-TEPPUTOPHUATbHBIE HAMMEHOBAHUS
BHOCSITCS B yKa3aTellb 0€3 MOsSCHEHUS.

253. XpOHOJOTHYECKUN YyKa3aTellb COCTOUT U3 PYOpPHK, BKIIOYAIOMIUX JAThl
HUCTOPUYECKUX COOBITUM, SIBIEHUN M (DAKTOB WM AAThl TOKYMEHTOB, PACHOJOXEHHBIX B
XPOHOJIOTHYECKOM TOPSIIKE.

254. B nOMCKOBBIX yKa3aTelaX K apXUBHBIM CIPAaBOYHUKAM CCBUIKM JAIOTCS HA CTPAHUIIBI
WJIU pa3Jieibl CIIPAaBOYHMKA, KaTallora.

255. B apxuBe OpraHu3aluy COCTaBISIOTCS 0030p apXMBHOrO (POHIA U TeMaTUYECKUN
0030p.

O0630p BKITIOYAET CUCTEMATU3UPOBAHHBIE CBEJICHUSI O COCTABE U COJIEPIKAHUM OTIEIbHBIX
KOMILJIEKCOB JOKYMEHTOB.

256. O630p apxuBHOTO (POH/A BKIIOYAET CUCTEMATU3UPOBAHHBIE CBEJICHUS O COCTABE U
COJIEp >KaHUM TOKYMEHTOB OTJIEJIbHO B3STOI0 apXUBHOTO (POH/A.

257. Tematndeckuii 0030p BKJIIOUAET CUCTEMATU3UPOBAHHBIE CBEJCHUS O COCTaBE U
COJIepKaHUU YaCTU JTOKYMEHTOB OJIHOT'O WJIM TPYIIIbl apXUBHBIX ()OHAOB MO OMpPEAeIEHHON
TEME.

258. O630p COCTOUT U3 COBOKYITHOCTH aHHOTAIMI OTIEIbHBIX TPYIIN €IMHULL XpaHEHUS,
JOKYMEHTOB U CIIPABOYHOIO aIIapaTa.

B aHHOTanuu wu3naraeTcs cojep)KaHue TPYyNIbl €UHUI] XpAHEHUS, JOKYMEHTOB,
YKa3bIBaIOTCS OCHOBHBIE PA3HOBUIHOCTH TOKYMEHTOB, UX aBTOPBI, XPOHOJIOTMYECKUE PAMKH,
IIOJJINHHOCTB, IIOUCKOBBIE JAHHBIE.

B 0030pe apxuBHOTro (hOHJa MOUCKOBBIE JAHHBIE COCTOAT U3 HOMEPOB OIHUCEH e,
JTOKYMEHTOB, €JIWHHI] XpaHCHHsS, JHUCTOB €IAWHUIIBI XpaHeHus. B wmexdongoBOM
TEMaTUYECKOM 0030pe MOMCKOBBIE JTAHHBIE TOMOJIHAIOTCS HOMEepaMu (POHIOB.

B HCA o0030pa BXOJIAT TUTYJIBHBINA JIUCT, COJEpx aHue (OrJIaBieHUE), TPEAUCIOBHE,
CIIMCOK COKpAILIEHHBIX CJIOB, yKka3zarenu. K TeMarnueckomy 0030py COCTaBISIIOTCS CIUCOK
apXuBHBIX (POHAOB, UHGOPMALIMS O KOTOPBIX COJEPKUTCS B 0030pe, U Oubiauorpadus mo
TEeMe.

B npenucinoBun x 0030py H3naratoTcs CBEIEHHUS MO MUCTOpUU (POHI000pazoBaTens U
UCTOpUU apXUBHOTO (OH/IA, CTPYKTYype 0030pa, coctay HCA.

259. OG30pbI COCTABIAIOTCS MO CTPYKTYPHOMY, OTpaciieBoMYy ((PyHKIIMOHATILHOMY),
peIMETHO-TEMaTHYECKOMY, TeorpaduieckoMy, XpOHOJIOTUYECKOMY U MHBIM MpPU3HAKAM.

260. MOHTaXHBIN JUCT KUHO-, BUJCOIOKYMEHTA PACKPBHIBAET COACPKAHUE U 3aKPEIUISIET
CUCTEMATHU3ALIMIO OTJEIbHBIX IUIAHOB (MOHTAXHBIX KaJpOB).

MoHTaXHBIN JTUCT KUHO-, BUICOJJOKYMEHTA MPEACTABISIET COO0HM MOKaIPOBOE ONMUCAHKE
3aKOHYEHHOT'O0 KUHONPOW3BEACHUS ((PUiIbMa, CHEHHAIbHOTO BBINYCKA, KUHOXKYypHAaja,



TeneciokeTa). MOHTaXHBIN JTUCT 00pa3yeTcsi B MpoIlecce CO3/IaHUsI KMHOMPOU3BEACHUS U
MOCTYNaeT B apXUB OpPraHU3allMi B COCTaBE TEKCTOBOM COMPOBOAUTEIHHON JOKYMEHTAIINH K
KHHOJIOKYMEHTY WUJTU BUJEO(POHOTPAMME.

MOHTaXHBIN JTUCT KUHO-, BUIACOJOKYMEHTA COCTAaBIISICTCS B apXUBE OpraHU3aIliU B
clydae €ro OTCYTCTBHSI U COCTOUT W3 3arjlaBHbIX HAJIMHUCEW, OMHMCATENbHBIX CTaTed U
UTOTOBOM 3aIUCH.

261. B 3armaBHBIX HAJMKUCSAX YKA3bIBAKOTCS:

1) Ha3BaHUE apXuUBa;

2) HOMEp MOHTa)XXHOIO JIUCTAa M Ha3BaHUE KUHOJOKYMEHTa C yKa3aHHEM €ro
XapaKTEePUCTUK (03BYYMBAHUE, [IBETHOCTh, KOJIMYECTBO YaCTEMN);
3) HauMeHOBaHMWE CTYJIUM, JaTa MPOM3BOJICTBA KHHOJOKYMEHTa, aBTOpPHI (uiibMa (

peXKHUCCEPHI, ONEPAaTOPhL, ABTOPHI CLIEHAPUSA).

262. CocTtaBineHHE MOHTaXHOTO JIMCTA MPOU3BOAUTCS 10 MO3UTUBY KHHOJOKYMEHTA MPH
MIPOCMOTPE €r0 Ha 3BYKOMOHTaXHOM CTOJIE C €r0 OJHOBPEMEHHBIM MO MJIAHOBBIM OMUCAHUEM

B MOHTa)XHOM JMCTE KMHO-, BUJIEOJJOKYMEHTA CBEICHHS YKa3bIBAIOTCA B CIIEIYIOLIEH
IIOCJIEIOBATEIBHOCTH:
1) HomMep 1IaHa Mo MOPSIAKY;
2) onpeneneHue Tuiana (0OIMNA, CPETHUN WU KPYITHBIN );
3) MeTpax miaHa (C TOYHOCTBIO IO OJIHOM J1eCATOM Kazipa);
4) KpaTKoe cofepKaHne N300pAKEHUS IJITaHA KHHOJOKYMEHTA.
B KOHIlE MOHTa)XHOTO JIMCTa YKa3bIBalOTCS JOJKHOCTb, (paMUIMS COCTaBUTENSA
MOHTa)XHOT'O JIUCTA U J1aTa COCTaBJICHHUS.

ITaparpad 6. ITopanok cocTaBlIeHAS aBTOMAaTH3HPOBaHHOTO HayIHO-CIIPABOYHOI'O armapara
apXwBa OpraHU3aIuy

263. AromatusupoBanabii HCA apxuBa npeacTaBisieT co00i KOMIUIEKC IEKTPOHHBIX
CIIPaBOYHUKOB (0a3 JaHHBIX OMMCAHUM JOKYMEHTOB), MpeJHa3HaYEHHBIX [ () (PEKTUBHOTO
MOMCKa apXUBHBIX JTOKYMEHTOB 1 HH(GOPMAIUU.

264. AstromarusupoBanubiii HCA ympaBieHYecKol NOKyMEHTaIuu Oa3upyercs Ha
MH(QOPMAIITMOHHO-TIOMCKOBOM CHCTEME, CO3/1aBaeMOM B TEKYLIEM JEJIONPOU3BOACTBE
opraHu3anuu (3JEKTPOHHBIE PETUCTPAIIMOHHO-KOHTPOJIbHBIE KAPTOTEKH W AJIEKTPOHHAs
HOMEHKJIaTypa Jien).

265. [lone perucTpallMOHHO-KOHTPOJIbHOW KapTOUKK "HOMEp Jesa Mo HOMEHKJIarype"
SIBJISIETCS CBA3YIOIIUM MOMCKOBBIM PEKBU3MTOM IPHU MEPEXojie OT MOoucKa UHpopMaIuu Ha
YPOBHE JOKYMEHTA K IOUCKY Ha YPOBHE JeJa.

[Ipy Hanmuuuu SIEKTPOHHOW HOMEHKJIATYpPHI /1€l B aBTOMAaTU3UPOBAHHOM PEKHUME
OCYUIECTBIISIIOTCA CIIMCAaHUE JOKYMEHTOB B JIEJIO U U3BJIEUYECHHE TOKYMEHTOB U3 Jela.



OCHOBHBIMU MOUCKOBBIMH PEKBU3UTAMH HOMEHKJIATYPbI [ ABJISIOTCS UHACKC JIeNa,
3aroJIoBOK Jieia (ToMma, 4acTu), KOJIMYECTBO Jiesl (TOMOB, 4acTeil), CPOK XpaHEHUsI U MYyHKT (
MOAMYHKT) MO TEPEYHIO.

266. Ha ocHOBE 3JIEKTPOHHOW HOMEHKJIATYPHI JI€J1 B aBTOMATU3UPOBAHHOM PEKUME
OCYIIECTBIISIETCS (OPMHPOBAHUE OMUCEH JeN MO CPOKaM XpaHEHHS JOKYMEHTOB (
MOCTOSTHHOT'0, ToToBpeMeHHOoro (cBoimie 10 ser), BpeMeHHOro (10 10 JIeT BKIIOYUTEIHHO)
XpaHEHHUs).

267. B 3IEKTpOHHOW ONMHUCHU J€N COAEPKATCS CIEAYIOUIME PEKBU3UTHI ONMUCAHUS
uH(pOpMaIU Ha YPOBHE Jiena:

1) nopsiAKoBbIA HOMEp 3anmucu (HOMEp JIela);

2) UHJCKC Jena;

3) 3aroJIoBOK Jiena;

4) ykazaHue Ha MOJIMHHOCTh (KOMTUHHOCTB);

5) xpaliHue gaThl JOKYMEHTOB;

6) KOJIMYECTBO JUCTOB B JIETIE;

7) aHHOTaIMS TOKYMEHTOB.

268. Ha ocHOBE 3JIEKTPOHHBIX PETUCTPAIIMOHHO-KOHTPOJIBHBIX KapToUyeK (hopMHUpyeTCs
€IMHBIN 3JIEKTPOHHBIN KATAJIOT, COJIEPKAIIAN ONIMCAHUE HA YPOBHE JIOKYMEHTA WM JETIa.

269. Ilpu OoTCYTCTBUM B OpraHU3allid aBTOMATHU3UPOBAHHON CUCTEMbI PETHCTpallUH
JOKYMEHTOB co3/1aeTcss 0a3a [JaHHBIX ONUCAHUW Ha YpPOBHE VYIIPaBIECHUYECKOTO,
ayJIMOBU3YaJILHOTO U HAYYHO-TEXHUYECKOTO JJOKYMEHTA (3J€KTPOHHBIN KaTajor).

OCHOBHBIMM PEKBU3UTAMH ONKHCAHUMN B AJIEKTPOHHOM KaTaJlOre SIBIISIFOTCA:

1) unnpexc, pyOpuka, moapyOpuka;

2) mara COOBITHS, MECTO COOBITHS;

3) coaepkaHue;

4) HaMMEHOBaHKE apXUBHOTO (OHIA, HOMEP APXUBHOTO (HOH/IA;

5) HOMep onucH el JOKYMEHTOB;

6) HOMepa Jena, TIOKYMEHTa, JINCTOB.

HaumenoBanue apxuBHOTO (OHIA, HOMEpP apXUBHOTO (OHIA, HOMEP OMHUCU el
JOKYMEHTOB, HOMEp JieJla, HOMEpP JIMCTa COJEpKAT YYETHbIE XapaKTEpPUCTUKU U
TpaHCHOPMHUPYIOTCA U3 YUYETHOM aBTOMATU3UPOBAHHON CUCTEMBI.

270. @ynkuuu HCA BBINONHAIOTCS ¢ NOMOIIBIO MPOLEAYp MOHUCKAa MHPOpMAaIUH,
MpECTaBICHUS PE3YIbTATOB MOUCKA JJISi SKPAHHOTO MPOCMOTpa WM B BHUAE (HailyioB H
pacnevarok, popMUpPOBaHUS TEKCTOB CIIPABOYHHUKOB.

KiroueBsie ci10Ba, XapakTepu3yromne 00beKT OMUCAHUSA, BBOISTCS B CHCTEMY B IpoIiecce
OMMCAHMS WIH MOCTe ero 3aBepiieHus. KimtoueBblie ciioBa aloT MOJIb30BATEN0 BO3MOXKHOCTh
OBICTPOTO MOMCKa HH(OPMALIMK Ha YPOBHE apXUBHOTO (POH[IA, OMTUCH JIeNa, Jela, JOKyMEHTA.

[Touck nHdopmaIuu 1Mo MOJTHOTEKCTOBBIM 0a3aM JaHHBIX, BKJIFOUAIOIINM TOJHbIE TEKCTHI
MaTepuasioB (apXHUBHBIE JOKYMEHTBI, >KypHallbHbl€ CTaTbU, 3aKOHOJATEJIbHBIE aKThI),



npeaycMaTpuBaeT oOpallleHHe MO0JIb30BaTesi K 3arojioBKaM pas3zesioB JOKYMEHTa C
Nepexoa0M, MPU HEOOXOJUMOCTH, K COOTBETCTBYIOILIEMY TEKCTY.

ITonp30BaTento MpeaoCTaBIAETCs ONEPATUBHAS BO3MOKHOCTD ITOJy4YEHHUS KOIIMH IIOJIHOTO
TEKCTa JOKYMEHTA.

[Touck umHpOPMALIUK MO MOTHOTEKCTOBBIM JOKYMEHTAM MOKET OCYIIECTBISTHCS IO
JeCKpUnTopaM, KOTOpble BbIOMpAIOTCA W3 I[EYaTHBIX BEpCUH  Tezaypyca,
KJIacCU(PUKAMOHHBIM MHJIEKCAM HWJIM CIOBaM M3 TEKCTa JOKYMEHTA.

271. JoxyMeHTBHI, MOJyUIeXKallie Nepeaye Ha MOCTOSHHOE XPaHEHUE, NepeaaroTcs B
apxuB BMecCTe ¢ aBToMatn3upoBaHnHbIM HCA.

Hanuuue pexkBU3UTOB B CTpyKType 0a3 JgaHHbIX aBTOMatusupoBaHHoro HCA u
npejacTaBieHre HHPOPMALIMK 110 3TUM PEKBU3UTAM B 3JIEKTPOHHOM (popMaTe 00eCreyrBaroT
COBMECTUMOCTh 0a3bl JaHHBIX apXuBa OpraHu3aluu W aBToMmaTuzupoBanHoro HCA
roCyZapCTBEHHOI'O apXUBa.

IMTaparpa¢ 7. Ilopanok HCIIOHEHNA 3aIIPOCOB IIOJIL30BATEIICH

272. I1o xareropusiM 1OCTyNa apXUBHBIE JOKYMEHTBI, B TOM YHCJIE SJIEKTPOHHBIE, ACIISTCS
Ha OTKPBIThIE U OTPAHUYEHHOTr0 I0CTYMA.

273. ApXuB OpraHu3alyy MPeJOCTABIISIET IT0Ib30BATEII0 JOCTYI K OTKPBITHIM apXHUBHBIM
nokyMmeHTaMm, a Takxke HCA Kk HuM.

OTKpBITBIMU SBJISIFOTCS BCE apXUBHBIE JJOKYMEHTBI, B TOM YHUCJIE 3JIEKTPOHHBIE, TOCTYI K
KOTOpbIM He orpaHudeH 3akoHamu Pecnyonuku Kazaxcran "O HaruonaibHOM apXHWBHOM
doume m apxupax", "O pocryme k wmHpopmanmu", "O TOCYIapCTBEHHBIX CeKperax',
[IpaBunamMu OTHECeHUsS CBEIEHUUW K CIyKeOHOM wuHpopMauuM OrpaHUYEHHOTO
pacrpocTpaHeHuss U paboThl ¢ HEW, yTBEPKACHHbIMU MocTaHoBieHueM [IpaBurenbcTBa
Pecniyonuku Kazaxcran ot 24 urons 2022 roma Ne 429, a Takke B COOTBETCTBUHU C
pacnopspkeHUEM COOCTBEHHMKA WM BJaJeliblla apXHWBHBIX JOKYMEHTOB, HAaXOMSIIUXCA B
YaCTHON COOCTBEHHOCTH.

274. K apXuBHBIM JOKYMEHTAM OTPAaHUYEHHOrO JIOCTYNa, SJIEKTPOHHBIM apXHWBHBIM
JOKYMEHTAaM OTHOCSITCS:

1) apxuBHBIE JOKYMEHTBI, SJIEKTPOHHbBIE aPXUBHBIE IOKYMEHTBI, COJIepKalllie CBEACHUS,

OTHOCSIIMECS K CITYK€OHON MH(POPMALIMM OIPaHUYEHHOT0 PACIPOCTPAHEHHS;
2) apXHUBHbIE JOKYMEHTBI, AJIEKTPOHHBIE APXUBHBIE HOKYMEHTBI, COAEPIKAIINE
MIEPCOHAJIbHBIE JIaHHBIE;
3) apXHUBHBIE JOKYMEHTHI, JIEKTPOHHbIE apXHUBHbIE JTOKYMEHThI, COOCTBEHHUKH WU
BJIAJIJIbLIbl KOTOPBIX YCTAHOBUIJIM OIPaHUYEHUE JOCTYNa K HUM U UX MCIOJIb30BAHMUS.
K apxuBHBIM JOKyMEHTaM OTPaHUYEHHOrO JOCTYIa, 3JIEKTPOHHBIM apXUBHBIM
JOKYMEHTAM TaK)Xe OTHOCSTCS JOKYMEHTBI, HaXOJsIIUecs B HEYJIOBJIETBOPUTEIHHOM
(M3UYECKOM COCTOSTHUM.



JlocTyn moJsib30BaTeNisl K yKa3aHHBIM JIOKYMEHTaM, a TaKK€ HMX HCIOJIb30BAHUE
OCYILECTBIISIOTCS B UCKIIFOUUTENBHBIX CIy4asiX MO PE30JIOLUN PYKOBOAUTENS OpraHU3alUu.
275. ApxuB OopraHuzalid HE MOXET OrPaHUYMBATh WU OMNPENEIATh MOJb30BATENIO
YCIJIOBHSI HUCTIOJIB30BaHUSI MH(POPMAIIMH, MTOJTYYEHHON UM B Pe3yJibTaTe CaMOCTOSTEIbHOTO
MIOMCKA WJIA MPEJOCTABICHHON €My B MOPSAKE OKa3aHUs apXMBOM OpraHHU3aluu yCIyT, 3a
UCKJIIOYCHUEM CJIydaeB, MNpeAyCMOTpeHHBbIX 3akoHamu Pecnybmuku Kazaxcran "O
Hauumonanenom apxuBHoM Qonae u apxuBax", "O pgoctyne k wuHpopmamuu", "O
rocyJapcTBeHHbIX cekperax"”, [I[paBunaMu oTHeceHUs CBEJEHUMN K CIy>KeOHON MHpopManuu
OTPAaHUYEHHOT'O PACHpPOCTPAHEHUSI U pabOThl C HEH, YTBEP)KICHHBIMH IMOCTAHOBIECHHUEM
[IpaBurenscTBa Pecriybnuku Kazaxcran ot 24 utons 2022 roga Ne 429 unu oroBopeHHBIX B
JIOTOBOPE apXHBa C MOJIb30BaTEIEM M0 HHPOPMAITMOHHOMY 00CITY>KMBAHUIO.
276. OcHOBHBIMH (hOpMaMH HCTIOTB30BAHMS JOKYMEHTOB apXHBa OPTaHU3AIMNH SIBIISIOTCS

1) uaopMupoBaHHUEe MOJIB30BATENEH IO UX 3alpOcaM, a TAKKE B MHULUATUBHOM IMOPSIAKE
O HaJIMYMU B apXUBE OPTaHU3aLNUU TEX WIM UHBIX JOKYMEHTOB U UX COACPIKAHUU;

2) BbIJa4a JOKYMEHTOB J1J1s1 paOOThI B UNTAIBHOM 3aJI€ apXHBa OpraHU3aluu;

3) ucnonb30BaHUE JOKYMEHTOB B CPEJCTBaX MacCOBOM MH(pOpMAIIH;

4) noAroToBKa MH(MOPMALIMOHHBIX MEPONPUATUH (BBICTABOK, KOH(EpEHIIUH, Tpe3eHTAUI

5) BpIJ1aya JOKYMEHTOB BO BPEMEHHOE I10JIb30BaHUE.

277. ®opMaMH UCIOJIb30BaHUS JOKYMEHTOB Ha 3JEKTPOHHBIX HOCUTEIISAX, SJEKTPOHHBIX
JOKYMEHTOB B ApXUBE OPTraHU3ALNH SBIISIFOTCS:

MH(pOpMallMOHHOE O0€eCIeUueHHe MOJIb30BATENIEH B COOTBETCTBUU C UX 3alpPOCAMH, a

TaK)X€ B MHULIMATUBHOM MOPSIKE;

MPEA0CTABIIEHUE JIEKTPOHHBIX JOKYMEHTOB MOCPEACTBOM JIOKAIBHOW CETH, HU(PPOBBIX
KaHaJIOB CBSI3U pa0OTHUKAM OpraHHU3allH, B CTPYKTYpe KOTOPOM NEHCTBYET apXUB;

PeI0CTaBICHUE JOKYMEHTOB HA AJIEKTPOHHBIX HOCUTENSAX, SJIEKTPOHHBIX TOKYMEHTOB
11 pabOThl B YUNTAIILHOM 3aJi€ apXHBa OPraHU3alHy (CIeNUaIbHO 000pyA0BaHHOM paboyemM
MecTe) Ui pa0OTHUKOB rOCYJapCTBEHHBIX OPIaHOB, CYJI0B, 3aMHTEPECOBAHHBIX OpraHU3aLUil
, TPaKJIaH.

278. OCHOBHBIMH JOKYMEHTaMH apXuBa B paboTe 1o HHHOPMaLOHHOMY 00€CIEYEHHIO
II0JIb30BATEIIEN SABIISIOTCS:

1) apxuBHas cpaBka;

2) apxuBHas KOIUS;

3) apxuBHasl BBIIUCKA;

4) uadopmMalMoOHHOE TTHCHhMO;

5) TeMaTUYeCKUI IEPEUYEHb APXUBHBIX JOKYMEHTOB;

6) TemaTuyeckas NoJ00pKa KO apXUBHbBIX JOKYMEHTOB;

7) TeMaTU4eCKUii 0030p apXUBHBIX TOKYMEHTOB.



279. 3anpockl, NOCTYNAKOLIME B APXUBbI, TOAPA3AEISIOTCS:

1) Ha 3ampockl 0 mpencTaBieHUU MH(GOPMALMK MO ONpeAeIeHHON mpoliaeMe TeMme,
COOBITHIO, (haKTy (TEMATHYECKHUE 3aIPOCHI);

2) Ha 3ampochl 0 IpeAcTaBlIeHUH UHGOPMALUU, HEOOXOAUMOMN Ji1 YCTaHOBIICHUS
POJICTBA, POJICTBEHHBIX CBSI3€Hl ABYX WK O0Jiee JIUIl, UCTOPUU CEMbH, pojia (TeHEATIOTHYECKHE
3aIpocChl);

3) Ha 3ampoCkl COUATBHO-IIPABOBOT0 XapaKTepa (3arnpochl 0 NOATBEPKACHUH TPYI0BOIO
CTaka M pa3mepa 3apaboTHOI TUIaThl, BO3pAcTa, COCTaBE CEMbHU, 00Pa30BAHNUH, HATPAKICHUH,
MEPEUUCIICHUN TEHCUOHHBIX B3HOCOB M COIUAJIBHBIX OTYHMCIICHUU, MPUCBOCHUU YUEHBIX
CTENEHEW M 3BaHUI, HECUACTHBIX CIIydasX, HAaXOXJICHUU Ha H3JCUCHUHU, HBAKyalluu,
MPUMEHEHUN penpeccui, peaduinuTaiuu, ciayX0bl B BOMHCKHX YacTAX U (POPMHUPOBAHUSX,
MPOKMBAHHUH B 30HAX IKOJIOTHYECKOTO OCICTBUS, MPEOBIBAHUN B MECTAX JIUIICHUS CBOOO/IBI,
aKTax rpaXkJIaHCKOTO COCTOSTHUSA).

280. B 3amnpoce (pu3nyeckoro Jmiia yKka3blBaloTCs €ro (pamuiaus, uMsi, OTYECTBO (€CIU OHO
yKa3aHO B  JOKYMEHTE, YJOCTOBEpSIONMEM JIUYHOCTh), UHIUBUAYATbHBIN
UJEHTU(PUKAITMOHHBIN HOMEp (IIpU €ro HaJIU4KMH), TOUYTOBBINA aJpec GU3NIECKOro JIUIa JU00
HaWMEHOBaHUeE, TTOYTOBLIN ajipec, On3Hec-uACHTU(UKAIIMOHHBIN HOMEP IOPUIUIECKOTO JIUIIA
(mpu ero HaJM4MM), JaTa MOAAYM 3ampoca. 3amnpoc COASPKHUT yKazaHUE TEMbl, BOINPOCa,
XPOHOJIOTUH 3arparimBaeMor nHdopmaluu. 3anpoc B OymMaxHOW (GopmMe moamuchiBaeTcs
(GU3MYECKUM JIMIIOM WM MPEACTAaBUTENEM HOPUAUYECKOro Jula. B 3jeKkTpoHHOU —
3aBepsiercs DLIII.

281. 3ampoc, HE OTHOCAIIMICSA K COCTaBy XpPaHSIIUXCS B apXUBE OpraHU3allUU
JOKYMEHTOB, B T€UE€HHE 3 pabouMX JHEH ¢ MOMEHTa €ro PerucTpalydy HaIpaBIseTCs IO
MPUHAJICKHOCTH B TOoCyJapcTBEeHHbIN apxuB, ApxuB IIpesuaenta Pecnybnuku Kazaxcran
WU OpPTaHU3alMIo, Te XPAHITCS HEOOXOAUMbIC apXUBHBIE JOKYMEHTHI, C YBEIOMJIECHUEM 00
ATOM TOJIb30BATEIIS.

282. Ilpu moctyrmiieHun oOpamieHus (3ampoca) MOJb30BaTelsl B apXWB 4Yepe3
AIEKTPOHHYIO TOYTY WX WH(OPMAIIMOHHBIC CHUCTEMBI C YKazaHueM (aMIInu, UMEHH,
oTdecTBa (MPU €ro HAJIUYMH), agpeca DJIEKTPOHHOW MOYThl M (MJIM) MOYTOBOTO aapeca
3asIBUTENSL U CBEACHUM, KOTOPbIE HEOOXOJUMO MOATBEPAUTH, EMY Ha 3JEKTPOHHYIO MOYTY
HAIPABJISIIOTCS AJIEKTPOHHOE YBEAOMIICHUE O MpUeMe oOpallieHus (3arnpoca) K pacCMOTPEHUIO
WM MOTHBUPOBAHHBIM OTKa3 B paccMoTpeHuu. lIpuHsaToe k paccmoTpenuto oOpauieHue (
3aIpoc) UCIOIHSAETCS B COOTBETCTBUU ¢ IIpaBuiamu oka3zaHusi TOCyJapCTBEHHBIX YCIYT B
00JIaCTH apXWBHOTO J€Jia, YTBEP)KJICHHBIMU MPUKa30oM MMUHUCTpa KYyJbTYphl U CHOpTa
Pecny6mmuku Kazaxcran ot 29 mas 2020 roga Ne 159.

283. 3amnpoc conuagbHO-MPABOBOTO XapaKTepa UCIOIHAETCS apXUBOM 0€3BO3ME3HO B
COOTBETCTBHUM C AJJMUHUCTPATUBHBIM MPOLIETYPHO-POLIECCYaTbHBIM KOJIeKcoM PecmyOnuku
Kazaxctan u BblaeTcs MOJIb30BaTEIsIM B (pOpME apXHBHOM CIPaBKU, apXWBHOW KOIMUU U
aApXUBHOM BBIITUCKH.



284. Ilpu ucCNoOJHEHUU MOBTOPHOIO 3aMpoca COLUUAIBHO-TIPABOBOTO XapakTepa HIIH
COCTAaBJICHUH 110 MPOCHOE MOJIB30BATENST APXUBHOM CIPABKHU, aHAJTOTUMYHOW paHee BbIAAHHOM,
apXWB OpraHU3alUU IIPOBEPSAET COOTBETCTBUE CBEICHUM, BKIIOUCHHBIX B 3Ty CIIPABKY, TEM,
KOTOpPbIE UMEIOTCSI B apXUBHBIX IOKYMEHTaxX, U, B ClIyyae OOHApyX EHUs JOMOJHUTEIbHBIX
CBEJICHMM, BKJIFOYAET UX B IOBTOPHO BBIJABAEMYIO aPXUBHYIO CIIPABKY.

285. ApxuBHas ClpaBKa W apXHBHasl BBINMKCKA COCTABIISIIOTCS Ha 00IIeM OJlaHKe C
0003HaYE€HNEM HaMMEHOBaHUA JOKyMeHTa "ApxuBHas cripaBka', "ApxuBHas BbIIIUCKA".

286. TekcT B apxXuBHOM CIIpaBKe MO (OPME COTIIACHO MPUIIOKEHUIO 45 K HACTOSIIUM
[IpaBunam, naercs B XpOHOJIOTHYECKOHN MOCIEAOBATENIBHOCTA COOBITUHN C YKa3aHUEM BUIOB
apXUBHBIX JIOKYMEHTOB U UX JaT. B apXuBHOM clipaBKe TOMYCKAeTCsl UUTUPOBAHUE apXUBHBIX
JOKYMEHTOB.

287. B apxuBHOW CIpaBKE CBEICHUS BOCHPOU3BOASTCS B COOTBETCTBUM C TEKCTOM
apXMBHBIX JOKYMEHTOB. PacXok/1eHHs, HECOBNAJCHHUS U HETOYHbIE HAa3BaHUS, OTCYTCTBUE
MMEHH, OTYECTBA, THULIMAJIOB WJIM HAJMYUE OJHOTO U3 HUX OrOBAPUBAIOTCS B TEKCTE CIIPABKH
B ckoOkax ("Tak B nokymente", "Tak B TekcTe opurmuHaina'").

288. B mpumeyaHUM K apXMBHOW CIpaBKE OrOBAPHUBAIOTCA OCOOEHHOCTH TEKCTa
OpUruMHajga JOKyMeHTa (Hepa300OpYMBO HANMCAaHHBIA, HCHPaBICHHBI aBTOPOM, HeE
MOJAIOIINICS TTPOUYTEHUIO BCieacTBUe moBpexaeHus) ("Tak B Texcre opuruHana", "B
TEeKCTe Hepa30opumBo").

B Texcte apXuBHOU CIIPAaBKU HE JOIMYCKAIOTCS U3MEHEHHUS], UCITPABIICHUS, KOMMEHTapHH,
COOCTBEHHBIE BBIBOJIbI UCIIOJIHUTEIS 110 COACPKAHUIO ApXUBHBIX JOKYMEHTOB, HA OCHOBaHUH
KOTOPBIX COCTaBJIEHA apXUBHAsI CIIPABKA.

289. B KOHIle apXMBHOM CIPAaBKU MPUBOJASTCS apXUBHbIE MIHU(PPHI U HOMEpPA JTUCTOB
€AUHULl XPAaHEHUs apXHUBHBIX JOKYMEHTOB, I€YAaTHBIE HU3JaHUsS, MCIOJIb30BABIIHMECS IS
COCTAaBJICHUs apXUBHOW CHpaBKU. B TexkcTe apXMBHOM CIIPABKU JIOIYCKAETCS IIPOCTABIICHUE
apXUBHBIX MIU(GPOB U HOMEPOB JIMCTOB €JUHUI] XPAaHEHUS apXUBHBIX JOKYMEHTOB Cpa3y
MOCJI€ U3JI0KEHUS KaXA0ro (haKkTa WM COOBITHS.

290. B apxuBHO# cripaBke B OyMaxxHOU (hopMe, 00beM KOTOPOM MPEBHIIIAET OJWH JIUCT,
JIMCTHI IPOLINBAIOTCS, HYMEPYIOTCS U CKPEIUIAOTCA I1€YaThl0 OpraHU3alnH.

291. ApxuBHas cnpaBka B OyMaXHOW (opMe€ IMOAMHUCHIBAETCS PYKOBOICTBOM
OpraHu3alliy, UCTIOJIHUTENIEM U 3aBepsieTCs MevaThbio opraHu3anuu. B anexkrponHoii Gpopme —
OUII pykoBoauTens opranuzannu. B ciydyae HEMOMHOTHI MPEICTABISEMBIX B HEW CBEICHUMN,
COCTaBIISICTCS CONPOBOAUTEIBHOE IIUCHMO C YKa3aHUEM IIPUYMH.

K apxuBHOl cripaBke Mpu HEOOXOAMMOCTH MPUIIAralOTCA KOMUU apXUBHBIX TOKYMEHTOB
WJIY BBIIIACKY U3 HUX, TOATBEPKAAIOIINE CBEACHNUS, U3JI0’)KEHHBIE B ADXUBHOM CIIPABKE.

292. Ilpu OTCYTCTBMM B apXMBE OpraHU3alMHM JOKYMEHTOB, HEOOXOAUMBIX IS
UCIIOJIHEHHUS 3ampoca, Ha OJaHKe MUChMa OPTaHM3AIlMU COCTABISETCS OTBET O MPUYMHAX
OTCYTCTBUSI apXUBHBIX JOKYMEHTOB I10 TEME 3alpoca.



293. B cnyuae 10KyMEHTAJIbHO MOATBEPKACHHBIX (DAKTOB yTPaThl apXUBHBIX JJOKYMEHTOB
, COJIEpaIIMX 3aMpalINBAEMbIE CBEJCHUS, ADXUB OPraHU3AIMHU BBIJAET CIIPABKY 10 JAHHOMY
BOIPOCY MPHU HEOOXOIMMOCTH 3aBEPEHHYIO MeYaThl0 OPraHU3alIHH.

294. B apXxuBHOH BBINUCKE HA3BAHUE APXMBHOIO JIOKYMEHTAa, €0 HOMEp M JaTa
BOCIIPOU3BOJATCS MOJHOCTHIO. M3BlIEUeHUS U3 TEKCTOB APXMBHBIX JOKYMEHTOB COJEpXKaT
MCUYEPIBIBAIOIIME JAaHHBIE N0 3alpocy. Brimucka NpoU3BOAUTCS TOJBKO M3 JOKYMEHTA, B
KOTOPOM COJIEPKHUTCSI HECKOJIBKO OTIENIbHBIX, HE CBSI3aHHBIX MEK]Ly COOOM BOIIPOCOB.

Hauano m koHel KaXAOTro M3BJCUEHUS, a TAKKE MPONYCKU B TEKCTE APXUBHOIO
JOKYMEHTA, B TOM YHCJIE AJIEKTPOHHOTO, OTJIEIBHBIX CI0OB 0003HAYAIOTCS MHOTOTOUHEM.

B npuMeuaHusX K TEKCTy apXUBHOW BBIIMCKH JENAI0TCS COOTBETCTBYIOLIME OTOBOPKHU O
4acTsAX TEKCTa OpUTMHANIa, HEepa30OpUYMBO HANMMCAHHBIX, HMCIPABIECHHBIX aBTOPOM, HE
NOAAAIOIINUXCS MPOYTEHHUIO BCIEACTBUE MOBpEXAEHUS TekcTa. OTIeNnbHBIE CI0BAa U
BBIPAXEHUSI OPUTHHANA, BBI3bIBAIOIINE COMHEHHUS B UX TOYHOCTH, OTOBAPUBAKOTCS CJIOBAMHU —
"Tak B Tekcte opuruHana”, "Tak B JoKkymeHTe".

AYTEHTHUYHOCTh BBIJJAHHBIX MO 3alPOCAM APXUBHBIX BBIMUCOK B OyMaxHOU (opme
YIAOCTOBEPSETCS MOAIKUCHIO PYKOBOJIWUTENS OPraHM3alMU M II€YAThIO OpraHu3alvH, B
anexkTponHo# dhopme — DI pykoBoauTens opraHu3amum.

295. ApxuBHBIE KOIHH, U3TOTOBJIEHHBIE MMOCPEICTBOM HMCIOJIB30BAHUS T€YATAKOIINX
CPEICTB, MEPCOHATBLHOTO KOMITbIOTEpPa, OPOPMIIIIOTCS Ha OOIeM OJIaHKE OpraHU3aIluu C
0o003HauUeHHEM HauMeHOBaHMs AOKyMmeHTa "ApxuBHas komnus". [Ipyu U3roToBIEHUU KCEPO-
uid QoTokomui AOKymMeHTa B OymaxkHoi ¢(opme oOmuii OnaHK OpraHu3alnd HE
UCITIOJIb3YETCA.

[Tocne TekcTa apXUBHOW KOMUM WJIM ApXUBHOM BBIITMCKH YKA3bIBAIOTCS apXUBHBINA MIU(Dp
JOKyYMEHTa U HOMEpa JIMCTOB €IWHMUI] XPaHEHUs apXUBHOIO JOKyMeHTa. Ecim xonus uinu
BBINIMCKA 3aHUMAIOT OOJiee OAHOTO JHUCTA, apXUBHBIM MUQp yKa3blBaeTcsi Ha 000poTe
KaXJI0TO JIUCTa. Bce TUCTHI apXWBHOM KOMMM WM apXWBHOW BBITUCKH B OymMakHOU (hopme
CKPEIUTAIOTCS, HYMEPYIOTCSI U Ha MECTE CKPEIICHUS 3aBEPSIOTCS apXUBOM OpraHU3alUu.

B snextponnoii popme apxmBHas komwms moamnuchiBaeTcs O pykoBomutesns
OpraHU3aluu.

296. ApxuBHas cnpaBKa, apXUBHAs BBIITACKA, apXUBHAs KOMUSA U OTBETHI HA 3aIPOCHI
BBICBUIAOTCSA T10 MTOYTE NPOCTHIMU UJIN 3aKa3HBIMU MTHCbMaMHU.

297. ApxuBHas CIpaBKa, apXWBHas BBIIIMCKA U apXUBHAS KONHUS B CIy4ae JIMYHOTO
oOpallleHus1 TpakJlaHWHA WK €r0 JOBEPEHHOTO JIMIa B apXUB OpraHU3alluy BBIJAIOTCS €My
IOl PAacCHUCKy IpU NPEABSABICHUU NACIOPTa WM HHOTO YIOCTOBEPSIOMIETO JOKYMEHTA
JOBEPEHHOMY JIMIlY — IIPU MPEABSABICHUU JTOBEPEHHOCTH, O(QOPMIIEHHON B COOTBETCTBHHU C
I'paxxnanckum komexkcoM PecnyOnuku Kaszaxcrtan. Ilomyuarenb apXuBHOW CIpaBKU U
ApPXMBHOM BBIIMCKHU PACIHMCHIBAECTCS HA MX KOMUIX WK 000POTE COMPOBOJAUTEIBLHOTO MUCHMA
K HUM, YKa3bIBasi ATy UX MOJYYECHHUS.



298. JlomycKalTCsi MU3bATHE W3 ApXMBHBIX A€ W BbIJaua BJaAeibllaM HUIH HX
POJICTBEHHHUKAM TOJIJTHHHBIX JIMYHBIX JOKYMEHTOB O IPaKIaHCKOM COCTOSIHUM, O0Opa30BaHUH,
TPYJOBBIX KHUKEK U UHBIX, HE MOJYYCHHBIX B CBOE BpEeMs BIIaJICNIbIIEM JIOKYMEHTOB.

[TopnuHHBIE TUYHBIC TOKYMEHTHI BBIIAIOTCS IO PE30JIFOIIUA PYKOBOJUTEIISI OpraHu3aIluu
3aABUTENAM TIPU MOPEIBSIBICHUM JOKYMEHTA, YJIOCTOBEPSIONIET0 JUYHOCTb, UX
POJCTBEHHUKAM WJIM JOBEPEHHBIM JIMIIAM — HOTapUajJbHO 3aBEPEHHON TOBEPEHHOCTH.
[TopnuHHBIE IMUHBIE JOKYMEHTBI HAMIPABIISIOTCS 3asSBUTENIO 3aKa3HBIM ITUCHMOM.

299. Ha MecTO U3BITOrO JOKYMEHTA B JI€JI0 BKJIAIBIBACTCS KOMHUS U3BSATOrO JOKYMEHTA.
N3bsTHe apXMBHBIX JTOKYMEHTOB, a TaKXe HX 3aMEHa Ha KOMUU OTpaxarTcs B
JIMCTaX-3aBEPUTENAX JIEJ, OMUCSX /1], TOKYMEHTOB.

300. Bo3BpalieHue apXxuBHBIX JOKYMEHTOB O0(QOpMIISieTCS aKTOM 00 M3BSATUU U3 e
YKa3aHHBIX JOKYMEHTOB. AKT U UHbIE JOKYMEHThI, HA OCHOBAHHHM KOTOPBIX MPOU3BEJICHO
BO3BpAIllCHUE apXMBHBIX JOKYMEHTOB, M pacluCKa JIMIA, MOJYYHUBIIEr0 HUX Ha PYKH,
BKJIIOUYAIOTCS B JIEJI0 apXUBHOTO (OHA.

IMTaparpad 8. Ilopsmok BEna9M e, JOKyMEHTOB B YUTAJBHBIN 331 H BpEMEHHOE IIOJIb30BAaHHE

301. B uensix co3gaHusi yCIOBHM ajisi padOTHI NOJIb30BAaTENEH B apXUBE OpraHu3aluu
CO3/Ia€TCA YUTAIBHBINA 31 (MPOCMOTPOBBIN 3all, KOMIBIOTEPHBIN 3all, MOMEIICHUE s
MPOCIYIIUBaHUS (POHOIOKYMEHTORB), 00OPY/IOBAHHBIM COOTBETCTBYIOIIMMHU TEXHUYECKUMU
CpeACcTBaMU i PabOThI C MUKPOKOMHUSMH, DJIEKTPOHHBIMU, ayJANOBU3yaTbHBIMU U
HAyYHO-TEXHUYECKUMHU JJOKYMEHTAMHU.

Pacmiopsiiok paGoThl YMTATLHOTO 3aJla yCTAHABIMBACT PYKOBOAUTENb OpTraHU3aIIHH.

[Ipu oTCyTCTBHM B apXMBE OpPraHU3alUMU CHELHAIbHO BBIACICHHOTO MOMEIIECHUS
YUTAJIBHOTO 3ajla paboTa MOJIb30BaTENEeld C JTOKYMEHTAMHU, B TOM YHUCJE 3JIEKTPOHHBIMH,
MPOU3BOAUTCS B pabd0OYMX KOMHATAX apXMBa OPraHU3aIMy WA CIY>KObI TOKYMEHTAIMOHHOTO
obOecrieueHus1 yIpaBJieHus 1M0J] KOHTPOJIEM COTPYIHUKA apXHBa OpraHU3aIuu.

302. [Tonp30BaTenM IOMYCKAIOTCS B YUTAIBHBIN 3aJ1 HA OCHOBAHUU JIMYHOTO 3asBJICHUS.
[Tonp3oBaTenu, BeayIue HaydYHY0 paboTy B COOTBETCTBUU C IJIAHOM HAYUYHBIX OpTraHU3allui
WA BBINOJIHSIONINE CIIY>KEOHbIE 3a/laHus, MPEICTABISIIOT MHCHMO HampaBHUBIIEH HX
opranuzanuu. PaboTHUKM OpraHU3alMK JIOMYCKAIOTCS B YUTAIbHBINA 3aJ1 MO MPEIbIBICHUU
CITy>k€OHOT0 y/ocToBepeHus. PaOoTHHKaM OpraHu3aiuu apXuBHbBIC IOKYMEHTHI BBIAAIOTCS B
pabouune NOMeIIeHUs JJIs1 UICTIOJb30BAHUS B CIIYKEOHBIX IIEIISX.

B nuuHOM 3as1BJICHUM WJIM TUCbME YKa3bIBAIOTCS (haMIIIMsl, UMs, OTYECTBO MOJIb30BATENs,
NOKHOCTh, HAy4YHOE 3BaHWE, Y4Y€Has CTENEHb, TEMAa U XPOHOJOTHMYECKUE pPaMKHU
UCCJIEI0BAHMUS.

Jlommyck Ha paboOTy B YMTAILHOM 3aJie JaeT PyKOBOJAUTENb OpTraHU3AIMK Ha HEOOXOUMBII
M0JIb30BATEII0 CPOK, HO HE OoJiee, ueM Ha 1 roj co AHS opopMIIeHHUS.

303. ApxuB oprasHuzanuu NPEeAOCTABJISCT MOJb30BATEIISIM IS MCHOJIb30BAHUS B
YUTAJIbHOM 3aJi€ OTKPBITHIE JOKYMEHTBI, YYTEHHbIE M MPOLICIIINE HAYYHO-TEXHHYECKYIO



00paboTKy, MMEIOLIME CIPAaBOYHUKU U HUHBbIE TOMCKOBbIE cpeacTBa. HeyuTreHHble U
He0OpaObOTaHHbIE JOKYMEHTHI MIOJIb30BaTEIAM /ISl pa0OThl B YUTAIIBHOM 3aJI€ HE BbIIAIOTCS.

304. Jloctyn u npenocTaBiI€HUE OMUCEN JEN, FJEKTPOHHBIX TOKYMEHTOB COTPYIHHKAM
OpraHu3aluu U s pabOThl B YUTAJIBHOM 3ajie apXxuBa (CleUHalbHO 000pPYIOBAHHOM
paboueM MecTe) pabOTHUKAM TOCYNAapCTBEHHBIX OPTraHOB, CYIOB, 3aWHTEPECOBAHHBIX
OpraHu3aluii, TPAXKJaH OCYIIECTBISETCS MOCPEICTBOM JIOKAIBHOM CeTH, IU(PPOBBIX KaHAIOB
cBs3u, UC DA.

Jns ynaneHHOro AO0CTyna K ONUCSIM A€ U AJIEKTPOHHBIM JOKYMEHTaM (Jejam)
pykoBoauTeneM apxuBa Bbigaercs nonyck B MMC DA monp3oBarento Ha OCHOBAHWUH €TO
aBTopu3anuu u 3asBieHus B 1C DA.

305. IIpu pabGoTax ¢ 3JEKTPOHHBIMH HOCUTEISIMU HE OMYCKAETCS KacaHWE pyKaMu
pabounx TMOBEPXHOCTEH ANEKTPOHHBIX Hocuteneu. [Ipu oumcTke m pydHoil oOpaboTKe
AIIEKTPOHHBIX HOCHUTEINIEH ciieayeT OpaTh TOJBKO B MEpUATKax 3a KPOMKHU WMJIM 3allUTHBIN
KOpIyC.

[Ipu 06paboTKe ONTUYECKUX AUCKOB HEOOXOIMMO, YTOOBI MEPUATKH, MPOTUPOUHBIN
Marepuai, calpeTku o0ianand yCTOMYUBOCThIO K BO3JEHCTBHUIO MPUMEHAEMbBIX YUCTSIIIUX
BemecTB. Haubonee mnoaxoAsuuMm wmaTepuajioM [Jisl MEpyYaToOK SABISETCA XJIOMOK.
Jlomyckaercs TakKe UCIOJb30BaTh HETUIACTU(PUIIMPOBAHHBIN MOJIUATUIIEH, (PTOPCOAEpKAIIHE
nosuMepsl U JaTekc. CocTaB MaTepuaia nepyaTok 6e3 Kpacuremneil.

306. Ilpu BbIIaYe AOKYMEHTOB Ha JJEKTPOHHBIX HOCHUTENSIX M3 XpaHMWIMIIA
OCYLIECTBIISIETCS MPOBEpPKa IEIOCTHOCTH BCEX OOBEKTOB XPAHEHHUS, COCTABISIOIIMX
BbIIABAEMBII IOKYMEHT.

307. OTka3 uin OTCpOUYKa B BbIJaue JIOKYMEHTOB (JI€J1), B TOM YKCJIE AIEKTPOHHBIX,
OCYLIECTBIISIIOTCA B CIIy4YasX:

1) ux mIoxoro pU3NYECKOro COCTOSHUS;

2) orpaHMYeHUN Ha UCTIOJIb30BaHKE, YCTAHOBIEHHbBIX 3akoHaMu Pecnyonuku Ka3zaxcran "
O HanuonanbHoM apxuBHOM ¢onae u apxuBax", "O pocryne k unpopmauuun", "O
rocynapcTBeHHbIX cekpeTax", [IpaBunaMu oTHeCeHUs CBEACHMI K CIy>KeOHOU MH(DOpMAaIiH
OTPAaHUYEHHOT'0 PACHpPOCTPaHEHUs U pabOThl C HEH, YTBEPKICHHBIMU IMOCTAHOBICHUEM
[IpaButensctBa PecnybOnuku Kazaxctan ot 24 wurons 2022 roga Ne 429 wunm
dhonmoo0pazoBaTesem;

3) ucnonb30BaHUS JOKYMEHTOB paOOTHUKaMU apXHWBa OpraHU3AlMU JJI BBINOJIHEHUS
CITY>KeOHBIX 3aJIaHUIA;

4) BbIIaud JOKYMEHTOB BO BPEMEHHOE MOJIb30BAaHUE WM MHOMY IOJb30BATENIO B
YUTAIIBHOM 3aJIE.

OTka3 apxuBa OpraHu3aluu B MPEA0CTABIECHUN JOKYMEHTOB, B TOM YHUCJE 3JIEKTPOHHBIX,
BbIJIa€TCSl B MUCHbMEHHOM (popMe C yKa3aHUEeM MPUUUH OTKa3a.

308. Ilo 3aka3aM Mmojb30BaTeNiei, C Y4€TOM TEXHMYECKHUX BO3MOXKHOCTEH apxXuBa

OpraHu3alMK U3TOTaBIMBAIOTCS KOMUHU APXUBHBIX JOKYMEHTOB (KCEPOKOIUH, MUKPOKOIIUH,



($boTOOTIEUaTKH, KUHOKOIIMH, BUICOKOMUHU, KOMUU (POHOJOKYMEHTOB, a TaKkKe KOMUU Ha
ANIEKTPOHHBIX HOCUTENSX).

He npousBoauTCsS KONMMpPOBAHUE APXMBHBIX JTOKYMEHTOB, HAXOJSIIUXCS B
HEYJIOBJIETBOPUTENHEHOM (U3HUUECKOM COCTOSTHUU.

KonupoBaHnue apXWBHBIX JTOKYMEHTOB OTPAHMYEHHOI'O JOCTYyIa (CEKPETHBIX M
coJiep Kalux KOoH(UIEHIIUATbHY0 HH()OPMAIUIO) TPOU3BOAUTCS B IOPAJIKE, YCTAHOBICHHOM
[IpaBunaMu oOTHECEHUs CBEACHHU K CilyxkeOHOW uHPOpMALUU OTPAaHUYECHHOTO
pacripocTpaHeHusi U paboThl ¢ HEW, yTBEPKIACHHBIMU TocTaHoBieHUeM [IpaBurenbcTBa
Pecnyonuku Kazaxcran ot 24 utonst 2022 roga Ne 429.

309. ITopsaoK BHIMOTHEHUS 3aKa30B HA KOMMMPOBAHUE, B TOM YUCJIE 00bEMBI KOITUPOBAHUS
apXUBHBIX JOKYMEHTOB, HEONMyOJIMKOBAHHBIX OMHCEN JeJ, JOKYMEHTOB, UHBIX apXHWBHBIX
CIIPaBOYHO-TIOMCKOBBIX CPEJICTB M 0a3 TaHHBIX, CTOMMOCTh U3TOTOBJICHUS KOTUH U TIOPSIOK
pPacyeTOB 3a UX U3TOTOBIICHHUE OMPENEISAIOTCS PYKOBOJACTBOM OpraHU3alUU.

310. Ha xonnu apXuBHOI0 JOKYMEHTA, U3TOTOBJIEHHOM IO 3aKa3y MOJIb30BATEIS, apPXUB
yKa3bIBa€T apXUBHBIN MKU(P U HOMEpA JUCTOB €IMHULIBI XPAaHEHUSI apXUBHOTO IOKYMEHTA.

VY4eT 3aka30B Ha KOMUPOBAHUE BEETCA B OyMaKHOW WJIU 3JIEKTPOHHOU opme.

311. B uuTanbHbIi 3a1 Jejla, TOKYMEHThl U3 XpaHUJIHUINA BBIJAIOTCS HA OCHOBAaHUH
3aMoJHEHHOTO OJaHKa 3aKa3a Ha BbIauy JOKYMEHTOB U YYUTBHIBAIOTCS B KHUTE BbIAUM Jell
13 XpaHWIUIIA coryiacHo npuiioxenus 20, 22 k Hactosmum [IpaBunam.

312. Kaxoe BblAaBaEMOE U3 APXUBOXPAHWIMIIA B YUTAIBHBIN 3a1 A0, JOKYMEHT
MMEIOT JIUCT UCIIOJIb30BaHUS Jea.

313. Jlena, MOKyMEHTHI BBIJIAIOTCS BO BPEMEHHOE IOJIb30BAHUE CTPYKTYPHBIM
MOJpa3feIeHUsIM OpraHu3alMi Ha CpOK, He mnpeBpimaromui 20 nHed. Brimawa nen,
JOKYMEHTOB BO BPEMEHHOE I0JIb30BAHUE UHBIM OPTaHU3aLMAM 10 UX MUCbMEHHOMY 3aIlpoCy
opopmisieTcsl MO aKTy BBIJAYM JI€]l, JOKYMEHTOB BO BPEMEHHOE IOJb30BaHUE. AKT
COCTaBIISIETCSL B ABYX DK3EMILISIPAX, OJJUH M3 KOTOPBIX MEpeNaeTcsl MoaydaTelto, a BTOpor
OCTaeTCsl B apXWBE OpraHU3alMu. AKT MOJANHMCHIBAETCS PYKOBOJMTEISIMU OpraHU3alluy,
MEPENAIOIIECH TOKYMEHTHI, U OPTraHU3aUU-TI0JydaTeNsl, CKPEIUISeTCS eYaTsIMU OpraHu3alui

Brinaua ngen, MOKYMEHTOB BO BPEMEHHOE MOJB30BAHUE JPYTMM OpraHu3alusM
OCYULIECTBJISIETCS HA CPOK HE 00Jiee TPEX MECALIEB.

314. Ilpu BBIOAYE A€M, TOKYMEHTOB BO BPEMEHHOE OJIb30BAHHUE KaXKI0€ JAEJI0 3aHOCUTCS
B KHUTY BBIJJA4M JI€Jl U3 XPAHWJIUIIA, 2 HA MECTO BBIJIABAEMOTrO JIeJia TOMEIIAETCS OT/IEIbHas
U1 KaXJOro Jella KapTa-3aMecThTeNb. KapThl-3aMEeCTUTENU XpaHITCS B apXHUBE
OpraHu3aly 10 MUHOBaHUS HagoOHOCTH. COCTOsSIHHE BO3BpAIla€MbIX JIe]l MPOBEPSETCS B
MIPUCYTCTBHH JIMLIA, BO3BPALIAIOLIETO JEIIO.

315. Kaxxnoe Bpi1aBaeMoOe U3 apXUBOXPAHWIMIIA JJIsI BDEMEHHOT'O MCIIOJIb30BaHuUs JIENIO,
JOKYMEHT UMEIOT JINCT UCIIOIb30BaHUS JIea.

ITaparpad 9. Ilopsmok HCIIOMB30BaHU JOKYMEHTOB B CPEACTBAaX MacCOBOX MH(pOpMaum



316. ApxuB OpraHu3alid OPraHU3yeT HCIOJIb30BaHUE JOKYMEHTOB IPU MOJTOTOBKE
MH(}OPMAIMOHHBIX MEPONPUATUH, BBICTABOK, B CPEJICTBAX MAacCOBOM MH(MOpPMAIUK, a TaKkKe
WX MyOIHKAIUIO.

317. CoBMECTHO €O CpeiCTBaMH MaccOBOW MH(OPMAIIMK apXUB OPTaHU3ALUU ONPEEISIET
TEMAaTUKy, 00ObEM M CPOKHM NOATOTOBKH JOKYMEHTOB, TEMAaTHKa U CPOKU YTBEPKIAIOTCS
PYKOBOJMTENEM oOpranuszanuu. B »sk3eMmisipax crated W HWHBIX (Qopm medaTu,
MOATOTOBJIEHHBIX JIJISl CPEICTB MacCOBOM MH(OpPMALIMHU, OCTAOIINXCS B apXUBE OpraHu3alluy,
YKa3bIBalOTCS IOMCKOBBIE JaHHBIE UCIIOJIB30BAHHBIX JOKYMEHTOB, a TAK)KE aTa U MECTO HX
My OJIMKALIH.

ITaparpa¢ 10. ITopsaaok yHUITOXKEHHUA SIEKTPOHHBIX JeJI Bp€MEHHOT'O CPOKa XpaHEHUSA U
Iepeaady SNCKTPOHHBIX JOKYMEHTOB, STICKTPOHHBIX Jie]I HA IOCTOAHHOE XpaHCHHE B
rOCyJapCTBCHHEIA apXHUB

318. Ilo ucTeyeHHM CpoKa BPEMEHHOI'O0 XpaHEHHUSl TOKYMEHTOB Ha AJIEKTPOHHBIX
HOCHUTEJISIX, AJEKTPOHHBIX JOKYMEHTOB B apXWBE OpPraHU3allMu MPOBOJUTCSA HKCIEPTH3a
LIEHHOCTH B LEJSAX BKJIIOUYEHHS UX B CBOJHBIE ONMUCU (FOJOBBIE pa3feiibl CBOJHBIX OMHUCEH)
AJIEKTPOHHBIX €] MOCTOSHHOTO XPAaHEHUS WM B aKThl O BBIJICICHUU K YHUYTOXXEHUIO
ANEKTPOHHBIX IOKYMEHTOB (J1€]1), HE MOJIekKAUUX XPAHEHHUIO.

319. JJokyMeHTBHI Ha 3JEKTPOHHBIX HOCHUTENSAX, AJEKTPOHHbIE JTOKYMEHTHI (7€)
BKJIIOYAIOTCS B aKT O BBIJICJICHUU K YHUUTOKEHUIO IOKYMEHTOB Ha 3JIEKTPOHHBIX HOCUTENSX,
ANEKTPOHHBIX TOKYMEHTOB (I€]1), €CJI YCTAaHOBJICHHBIN CPOK UX XPAHEHUS UCTEK K | sHBaps
roja, B KOTOPOM COCTaBJI€H aKT. AKT O BBIJEJICHHM K YHUUYTOXEHHUIO JOKYMEHTOB Ha
AJEKTPOHHBIX HOCUTEIISIX, 3JIEKTPOHHBIX TOKYMEHTOB (7€), HE MOJIeKAIINX XPaHEHUIO,
cocraBisierca 1o QopMe corjacHo mpujiokeHuro 15 k HactosmuMm IlpaBunam,
paccmaTpuBaeTrcss Ha 3acemanuu OK opranuszanuu, corjacoBbiBaeTcs ¢ OIIK
pecIyOIMKaHCKOTO rocy1apcTBeHHOTO apxuBa, Apxusa [Ipe3uaenta Pecnyonuku KazaxcraH,
MMUO u 3ateM yTBEpKIAETCS PYKOBOJUTEIEM OpPraHU3allUM OJHOBPEMEHHO CO CBOIHBIMU
onucsMH (TOJOBBIMU pa3lielaMl CBOJHBIX OIHCEH) 3JIEKTPOHHBIX JI€7 MOCTOSHHOIO,
BpeMeHHOro (cBbIie 10 jeT) XpaHeHUsI, B TOM YKCIIE 110 JUYHOMY COCTaBY.

320. AKT, COCTaBJICHHBIN B OpraHU3allMH, SBIISIIOMICHCS UCTOYHUKOM KOMIIJIEKTOBAHUSI
rOCyJJapCTBEHHOTO apXHWBa, YTBEPXKIACTCA PYKOBOJAUTEIEM OpTraHU3alUUd TOCHe
COTJIACOBAHHUSI C COOTBETCTBYIOIIUM TOCYJAapCTBEHHBIM apXMBOM WJIA YHOJIHOMOYEHHBIM
OpraHoOM CBOJIHBIX ONHUCEH (TOMOBBIX pa3eoB CBOJHBIX OINHCEH) AJIEKTPOHHBIX eI
MMOCTOSSHHOTO XPaHEHMSs, COIJIaCOBAHMUSI CBOJHBIX OMHUCEH (TOJIOBBIX Pa3/EIOB CBOJHBIX
OMMCeMN) IEKTPOHHBIX JEJN IO JIMYHOMY COCTaBY M aKTa O BBIJIEIEHUM K YHUUTOXKEHUIO
JOKYMEHTOB B 3JIEKTPOHHOM Buze ¢ otmeTkon "OIIK".

321. AKT, COCTaBJIEHHBII B OPraHU3ALNH, HE SBJISIIOLIEHCS UCTOYHUKOM KOMIUJIEKTOBAHUS
rOCyJJapCTBEHHOTO apXHWBa, YTBEPXKIACTCA PYKOBOJIUTEIEM OpTraHU3alUUd TOCHe
yTBepxkaeHus DK Beimecrosiieit opraHu3anuu (MIpu HAJIMYKUKA) CBOJHBIX OMHUCEHN (TOJTO0BBIX



pa3/esoB CBOJHBIX OMMCEHN) AJIEKTPOHHBIX J€J NMOCTOSIHHOTO XPAaHEHUs M COTJIaCOBAHUS
CBOJHBIX ONUCEN (rOJOBBIX PAa3EOB CBOAHBIX OMHUCEH) JIEKTPOHHBIX AEN MO JUYHOMY
COCTaBY M aKTa O BBIJICIICHUU K YHUUTOXKEHHIO JTOKYMEHTOB Ha 3JICKTPOHHBIX HOCHUTEIAX,
AIIEKTPOHHBIX IOKYMEHTOB (j1e11) ¢ oTMeTkoi "OIIK" mo coriacoBaHuio ¢ COOTBETCTBYIOIIUM
roCyAapCTBEHHBIM apXHBOM.

322. JIOKyMEeHThI Ha 3JEKTPOHHBIX HOCHUTEINSIX, JEKTPOHHbBIE JOKYMEHTHI (l1eNa) C
UCTEKIIMMU CPOKAaMHU XpaHEHUs YHUUTOXKAKTCS TOJBKO T[OCJIE COrJacoBaHUS C
YIOJIHOMOYEHHBIM opraHom win MHUO u yTBepkIeHHUs] PyKOBOAUTENIEM OpPraHU3alli1 aKTa O
BBIJICJICHUN K YHUYTOXXEHUIO JOKYMEHTOB Ha 3JEKTPOHHBIX HOCHUTENSAX, AIEKTPOHHBIX
JIOKYMEHTOB (J1€J1), HE MOJIJIC)KAINX XPAHCHUIO.

323. Ilpy yHUYTOXEHUU JOKYMEHTOB Ha AJEKTPOHHBIX HOCUTENSAX, AJNEKTPOHHBIX
JIOKYMEHTOB (1€J1) U3 apXHBa OpraHU3alluy U3bIMAIOTCS BCE UX IK3EMILIAPHI. DIEKTPOHHBIE
JOKYMEHTBHI (llefla) MOJJIekKAT YHMUTOXKEHUIO. DJIEKTPOHHBIE HOCHUTENIH, MPUTOJHBIE K
MOBTOPHOM IKCILTyaTalliy, I1OCIE CTUPAHMs 3aIMCAaHHON Ha HUX MH(OpPMAIUU MOTyT OBITh
UCIIONIb30BaHbl ISl TOBTOPHOM 3amucu uWHoOpManuu. ODIEKTPOHHBIE HOCHUTENH,
HENPUTOJHbIE K MCIOJb30BAHUIO, CIHCBIBAIOTCS W YHUUYTOXKAIOTCA B MOPSIKE,
yCTaHOBJIEHHOM HacTosmuMu [IpaBunamMu. B y4eTHBIX JOKyMEHTax apxuBa OpraHU3aluu
Jie1aeTcsa OTMETKA 00 UX CITMCAHUU.

324. Tlpu HanU4IUK B DIEKTPOHHBIX TIOKYMEHTax WHGOPMAIINH, pacIpOCTPpaHEeHUE U (MITH)
IpEeJOCTaBICHUE KOTOPOWM OrpaHWYEHO, NPUMEHSIOTCA CIeAyIoUue CcrnocoObl ee
YHUUYTOKECHUSA:

BO3JICCTBUE HA MOBEPXHOCTh JJIEKTPOHHOTO HOCHUTENIS MATrHUTHBIM MoJjieM (
pa3MarHu4MBaHue);

MEXaHUYEeCKOe YHUUYTOKEHHE 3JIEKTPOHHOTO HOCUTENS BMecTe ¢ uH(popmanuen (
U3MeNbUYeHUE, pacIUIaBICHUE, WCIOJIb30BaHWE XMMHUKATOB). st oOecnedeHus MOJHOU
nH(MOPMAITMOHHON O€30MaCHOCTH JIAHHBIN CTIOCO0 SIBISETCS MPENOYTHTEIbHBIM.

325. CoctaB METalaHHBIX JIJIsl 3JIEKTPOHHOI'O JOKYMEHTA, MPEJICTABISIOMEro coOon
apXUBHYIO KOMHIO HHPOPMAILIMOHHOTO pecypca, JOTOTHUTEIHHO BKIIIOUAET B CEOs:

HaUMEHOBaHKE MH(OPMAITMOHHOTO pecypca; TUIl MH()OPMAITMOHHOTO pecypcea;

KpaliHue AaThl FKCILTyaTallMi HHPOPMALMOHHOTO pecypca;

JAHHBIE O perucTpanuu WHPOpMaIMOHHOTO pecypca B ['ocymapcTBEHHOM peructpe
MH(}OPMAIMOHHBIX PECYPCOB;

UHTEPHET-aJpec pa3MelleHUus HHPOPMALMOHHOTO pecypca (1 MHPOPMaALMOHHOTO
pecypca, pa3MelIeHHOT0 B TII00aJIbHOM KOMITbIOTEpHOM ceTu HTepHeT);

CBEJIEHUSI 0 COOCTBEHHUKE HH(POPMAIIMOHHOTO Pecypca;

CBEJICHUS O BJaJiesblie HH(OPMAIIMOHHOTO pecypca.

326. llepenada 31EKTPOHHBIX JOKYMEHTOB B COCTAaBE DJIEKTPOHHBIX €] B
rOCyJapCTBEHHBIN apXUB OCYIIECTBIISETCS paOOTHUKOM OpraHU3allid, OTBETCTBEHHBIM 3a



BEJIOMCTBEHHBII apXUB, 1 00ECIIEYNBACTCS CPEACTBAMH 3JIEKTPOHHOTO JOKYMEHTO000pOTa U
NC DA.

DIIEKTPOHHBIE TOKYMEHTHI (7ie1a) B TOCYIapCTBEHHBINA apXHUB MEPEAAIOTCS BMECTE C UX
MeTaJaHHBIMHU.

[lepenaya 3JIEKTPOHHBIX 1€ MOCTOSHHOTO XPAaHEHUS NPOU3BOAMUTCSA MO OMHUCIM
AJIEKTPOHHBIX J€Jl MOCTOSIHHOTO XPaHEHUs OpraHu3aludd, a B Cilydae JUMKBUAALHNU
OpraHu3alud BpeMeHHOTo (cBbime 10 jeT) XpaHEeHHs — MO OMHUCAM 3JIEKTPOHHBIX €7
BpeMeHHOTO (cBhIe 10 1eT) XpaHeHus, COCTaBJICHHBIM 10 (POpME COTJIACHO MPHIIOKEHUIO 13
K Hactoswmum I[lpaBuiiam, B COOTBETCTBMHM C TrpaUKOM IpHUeMa 3JIEKTPOHHBIX J€J B
rOCy1apCTBEHHBIN apXUB.

Onuck 3JIEKTPOHHBIX JI€] OpraHu3aliu yTBepkaaercs myTeMm npoctasienust DI ¢
MIPUMEHEHUEM KITI0Ya PYKOBOJUTEIISI OpPraHu3aluu.

327. Tlepenada 3JMEKTPOHHBIX JOKYMEHTOB (I1€J1) Ha TOCYJapCTBEHHOE XpaHEHHE
OCYILECTBJISIETCS MO UU(PPOBBIM KaHajlaM CBSI3M B COOTBETCTBUU C PErIaMEHTHUPYIOLIUM
JOKYMEHTOM MH(GOPMAIIMOHHOTO B3aUMOJICHCTBUS MEXAY MHPOPMAIIMOHHBIMU CHCTEMaMHU
apXvBa OpraHu3alii U rocy1JapCTBEHHOTO apXMBa MPHU €r0 HAIHYHUU.

DneKTpOHHBIC TOKYMEHTHI (1e)1a) epeaaroTcsl Ha TOCYapCTBEHHOE XpaHeHHe B (hopmare
xpanenust PDF/A-1.

328. B cocTaB 3eKTPOHHOTO JieJia BKIIOYAIOTCS METaJJaHHbIE Ha KaXK/bIi 3JIEKTPOHHbBIN
JOKYMEHT.

329. DneKTpoHHBIE JieNa IpU MOATOTOBKE K Iepeadye ¢ OpraHu3ali B TOCy1apCTBEHHbIN
apxuB GOPMUPYIOTCS TakKUM 00pa3oM, 4YTOOBI METaJaHHbIE KaXKIOTO0 SIEKTPOHHOTO
JOKyMEeHTa (KpoMeé NEpPBOI0) COJAEpKadu KOHTPOJIbHBIE XapaKTEPUCTUKHU MPEabIAyIIEro
AJIIEKTPOHHOTO JOKYMEHTA U €r0 METa/IaHHbIX (OJTHOHAIIPABICHHBIN CBSI3HBIN CIHCOK).

330. Ilepenaya 1 mpueM IEKTPOHHBIX €N OCYIIECTBISIIOTCS MO HU(PPOBBIM KaHAIaM
CBSI3W WJIM Ha 3JIEKTPOHHBIX HOCUTENAX B COCTaBe MH(POPMAIIMOHHOTO Makera, ¢opmar
KOTOPOTO ONpEJeNsaeTcs B COOTBETCTBUU C PErjJaMEHTUPYIOUIUM JIOKYMEHTOM
MH(GOPMALIMOHHOTO B3aUMOJICHCTBUS MEXKIY CUCTEMOM 3JIEKTPOHHOTO JOKYMEHTO000pOoTa U
MH(GOPMAIIMOHHON CUCTEMOM apX1Ba OpraHU3alliy U roCyJapCTBEHHOTO apXMUBa.

B onucsx 3neKTpOHHBIX Jed MOCTOSHHOTO U BpeMeHHOTo (cBhimie 10 jeT) xpaHeHus
JOTOJIHUTENIBHO YKA3bIBAKOTCS:

CBeJeHHsI O paOOTHUKE OpraHu3aliM, NepeaarollleM >JIEKTPOHHbIE Jella B
rocyJapCTBEHHBINA apXuB (HAUMEHOBAHHE JTOJDKHOCTH, HHUITHAIIBI, (paMUIIHs);

CBeJIeHUs1 0 pabOTHUKE TOCYIapCTBEHHOI'O apXUBa, IPUHUMAIOILEM 3JIEKTPOHHBIE JIeia B
apXWB OpraHu3aIui (HAMMEHOBAHUE JIOJDKHOCTH, HHUITHAIIBI, (haMUITHS).

331. UndopmanmoHHbIA MakeT COACPKUT CIEAYIOLIMEe METaJaHHble Ha ypOBHE
AIIEKTPOHHOTO JIEJIa:

MOPSIAKOBBIA HOMEP 3JIEKTPOHHOTO JEJIa B OMKCH JIEKTPOHHBIX J€J]1 OpraHu3aluu;

UHJEKC JIEKTPOHHOTO JeNa;



3aroJIOBOK 3JIEKTPOHHOIO JIENa;
KpaliHUE AaThl AIEKTPOHHBIX TOKYMEHTOB 3JIEKTPOHHOTO JIENa;
KOJIMYECTBO JIEKTPOHHBIX JOKYMEHTOB 3JIEKTPOHHOTO JIEJIa;
00BEM AJEKTPOHHBIX TOKYMEHTOB 3JIEKTPOHHOTO JIENa;
A3BIK (SI3bIKH) JIEKTPOHHBIX JOKYMEHTOB 3JIEKTPOHHOIO JIETA.
[lenocTHOCTH METaJaHHBIX HA YPOBHE 3JIEKTPOHHOTO Jieja MOATBEPKIaeTCA YKa3aHUEM B
MH()OPMAITMOHHOM IMaKETe UX KOHTPOJBHBIX XapaKTEPUCTHK.

332. UndopmanmoHHbIi MaKeT COACPKHUT CIEAYIONIMEe METaJaHHbIe Ha ypOBHE

ANEKTPOHHOTO JOKYMEHTa BpeMEeHHOro (cBbilie 10 JieT) ¥ NOCTOSHHOTO XpaHEHHUS:
Ha3BaHMUE BUJA 3JIEKTPOHHOTO IOKyYMEHTa (MpHKa3, IUCbMO, CMETA U 1. );

KJIacC 3JEKTPOHHOrO JOKyMEeHTa (yKa3aHHe Ha MPUHAJICKHOCTH DJIEKTPOHHOTO
TOKYMEHTa K OJTHOM M3 YHHU(PUITUPOBAHHBIX CUCTEM JIOKYMEHTAIINN );

3aroJIOBOK 3JIEKTPOHHOIO IOKYMEHTA;
JaTy 3JIEKTPOHHOIO TOKYMEHTA;

paBoO JOCTyNa K JJICKTPOHHBIM JOKYMEHTaM (JIOCTYN pa3pelieH BCeM; JOCTYII

ycTaHaBIMBaeTcss GoHA000pa30BaTEIIEM);

JaTy CHATUS OTpaHUYEHUH JocTyna (MPU UX HAJIUYUN);

PEruCTPallMOHHBIN UHJIEKC 3JIEKTPOHHOTO IOKYMEHTA;

OTMETKY O HAJIM4YUU PETUCTPALIMOHHO-KOHTPOIBHON KapTOUKY;

AQHHOTAIIMIO HA DJIEKTPOHHBIN TOKYMEHT (MPU HATUYHHN);

A3BIK 3JIEKTPOHHOT'O IOKYMEHTA;

JaHHbIE 00 aBTOPE IEKTPOHHOTO JTOKYMEHTA (HAUMEHOBAHHE JIOJKHOCTH MCTIOTHUTEIS,
HAaMMEHOBaHUE OPTaHU3ALMH, TOATOTOBUBLIEH 3JIEKTPOHHBIA TOKYMEHT);

UH(POPMAIUIO O CTPYKTYPE IMEKTPOHHOIO JJOKYMEHTA;

cBeZieHUs1 O (paillax PJIEKTPOHHOTO JOKyMEHTa (MMeHa, 00beM, KOHTPOJIbHBIC
XapaKTEPUCTUKHN );

CBEJICHUSI 00 alropuT™Me BBIPAOOTKH KOHTPOJIBHBIX XapaKTEPUCTUK (alIropuTMme
XJMIUPOBAHUS — KPUNTOTPA()UUIESCKOM aJITOPUTME BBIYUCIICHUS 3HAYCHUS XAMI-PYHKIUN) (
0003HaYeHNE ANrOPUTMA, CChUIKA HA TEXHUYECKUI HOPMATUBHBIN MPAaBOBOM aKT).

[{enocTHOCTh METaJaHHBIX HA YPOBHE 3JIEKTPOHHOIO TOKYMEHTA NOATBEpKAAETCs o0UIei
JUTSL BCETO JOKYMEHTA KOHTPOJIbHON XapaKTepUCTUKON, YKa3aHHOW BO BHYTPEHHEH OIKUCH.

333. Ilpu HEOOXOAMMOCTH AJIsl ONMKCAHUSA HA YPOBHE 3JEKTPOHHOTO JOKYMEHTa
UCIOJIB3YIOTCS JIOTIOJIHUTEIbHBIE METa/IaHHbIE, XapaKTepU3YIOLIIe OCOOCHHOCTH CO3/IaHUS U
BOCITPOU3BEJIEHUS AIEKTPOHHBIX TOKYMEHTOB:

CCBUIKM HA MHBIE JJOKYMEHTHI, 00pa3yronIie OOMMil yIIpaBIeHYeCKU KOHTEKCT;
cBelleHus: 00 MHGOPMAIMOHHON TEXHOJOTMHU (BEPCUU MPOrPaMMHOI0 MPOAYKTA), C
MTOMOILBIO KOTOPOM CO3/1aH 3NEKTPOHHBIN JTOKYMEHT;
CBEJEHHUS O TEXHUYECKHMX U MPOTPAMMHBIX CpPEACTBaX, HEOOXOIUMBIX IS
BOCITPOU3BEJEHUS AIEKTPOHHOTO JOKYMEHTA;



CBEJICHUS O 3alUTE JICKTPOHHOIO JJOKYMEHTA.

334. IIpu nepenaye >IEKTPOHHBIX AT HA SJIEKTPOHHBIX HOCUTEIISIX B COCTAB METAJaHHbBIX
BKJIIOYAIOTCS JIAHHBIE 00 SJICKTPOHHBIX HOCHUTEISX (BH, THUIT JSKTPOHHOTO HOCHUTENS) U
pa3MeNIeHUH IEKTPOHHBIX IOKYMEHTOB (J1€J1) Ha ATUX JIEKTPOHHBIX HOCUTESX.

335. JIns 3JIeKTPOHHBIX JOKYMEHTOB B COCTaB METAJJaHHBIX JIOMOJHUTEIBLHO BKIIFOYAKOTCS
ceeneHua o cpeacrBax OIIII, ompexaenseMble B COOTBETCTBUU C PETrIaMEHTHUPYIOIIUM
JOKYMEHTOM HWH()OPMAIIMOHHOTO B3aUMOJICUCTBUS MEXKAY CUCTEMON AJIEKTPOHHOIO
nokymeHToobopora u UC DA.

IIpunoxenue 1
k [IpaBunam npuema, XpaHeHUs,
yue€Ta 1 UCII0JIb30BaHUA TOKYMEHTOB
HanunonansHoro apxuBHoro GoHma
U APYTUX apXUBHBIX JTOKYMEHTOB
BEJOMCTBCHHBIMHU 1 YaCTHBIMH
apXHBaMH

®opma
AKT 0 MUTpAIMH U NEPE3aMHCH MIeKTPOHHBIX JOKYMEHTOB (Ie)

YTBepxkaaro
HaumenoBaHue 1ODKHOCTH
PYKOBOAUTETSI OPTaHU3ALIH
Od¢unuanpHoe HaMMEHOBaHHE
OpraHu3anuu Pacmmdposka

(JIM4Has MOJMHCE)

MOIITUCHU

Jlata
AKT

MecTo cocTaBiieHUSA
O Murpanuu v rnepe3anucy 3JIeKTPOHHBIX JIOKYMEHTOB

CBoHast ormuck 1eir Ne Enununa yuera Ne
1 2

XapaKTepI/ICTI/IKa QJICKTPOHHBIX NOKYMCHTOB 10 HepGBaHI/ICI/I/MI/IFpaHI/IH:

dbopmar , 00beM (Mo6aiiT), KonmuecTBO U NoNo e AMHUIL XpaHEHUs
XapakTepuCTHKa IEKTPOHHBIX IOKYMEHTOB TOCIIE TIEPe3anucu/MUTPALTIH:
dbopmar , 00beM (M6aiiT), KoJmuecTBO U NoNo e iMHUIT XpaHEHUs

PaGoty BbImOMTHMIN:
HanMeHoBaHUS TOJDKHOCTEH

PacuudpoBku (TM9HBIE TIOAMUCH) TIOATTACEH
Paboty npuns:
PykoBoauTennb BEJOMCTBEHHOTO WJIM YaCTHOTO apXKBa OpraHu3aluu

PacmudpoBka (mruHas moAMMCh) MOIMTUCH



JlaTa

N3meHeHus B y4eTHBIC IOKYMEHThI BHECEHBI
HanmenoBaHMs TOTKHOCTH JIMI[A, BHECILIETO U3MEHEHUS
PacmmdpoBka (muyHas MoanuCh) MOAMUCH

JlaTa
®dopmat A4 (210X297)
IIpunoxenne 2
k [IpaBunam npuema, XpaHeHus,
yueTa ¥ UCIIOJIb30BaHHs JOKYMEHTOB
HannonansHoro apxuBHoro ¢oHaa
U IpyTUX apXUBHBIX TOKYMEHTOB
BEJOMCTBCHHBIMHU 1 YaCTHBIMH
apXUBaMH
®opma
YTBepxkaeHa YTBepxnaro
npotokonoM DIIK pecrybnmkanckoro
TOCYAapCTBEHHOTO apXuBa, ApXuBa (HanMeHOBaHME JIOJKHOCTH,
[Ipesnnenta Pecriyonmuku Kazaxcran (hammrs, THULIMABI PYKOBOIMTENSI OpraHU3aLnH)
mwm MO
oT rona Ne Pacmmdposka
(JTM4Has TOATHNCH)
(mara)

Omuch A€, TOKYMCHTOB ITOCTOSAHHOI'O XpaHCHUA

ApxuBHBI Qon Ne
Onuce Ne JIeJ1, TOKYMEHTOB IIOCTOSIHHOTO XPaHEHUs

(opunmanbHOE HAaMMEHOBAHNE OPTAaHU3AIINN )

Kpaithue npater KonumuecTBo

3aronoBok nena (
nema (toma, smctoB B nene ( I[Ipumeuanwue

Iopsiaxoseriit Ne  Mupekc nena
TOMa, YacCTH)
4acTH) TOME, JaCTH)

1 2 3 4 5 6

HanmMeHoBaHuE CTPYKTYPHOTO MOAPA3ACIICHUS OpraHu3auu
HaumenoBanue paznena " "

3a ro (-bl)
B nansslif (-€) pa3aen (-bi) OTIMCH JIeJNT, TOKYMEHTOB
BHECEHO (HAMMEHOBAHHE pa3iera)
nencNe  moNe | BTOM uncne: (udpamMu ¥ MPOMHUCHIO)

JUTEpHbIE HOMEpA: MPOMYLIEHHbIE HOMEpa:

(HauMeHOBaHUE JOJKHOCTH, (DaMUIIHS, MHUIIUAJIBI, TIOJMKCH JIMI] (-a), COCTAaBUBIIUX (-€T0)



pazzen (-bI) OIucH)
(mara coctaBieHus pasjesa (-oB) ,0MHUCH)

CornacoBana npotokosioM LIOK(3K) opranuzanum ot roga Ne
®opmar A4 (210X297)

[Tpunoxenue 3
k [IpaBunam npuema, XpaHeHus,
y4eTa U UCIOIb30BaHUs JOKyMEHTOB
HannonansHoro apxuBHoro ¢oHaa
U IPYTHX apXHUBHBIX JTOKYMEHTOB
BEJOMCTBEHHBIMH U YaCTHBIMU
apXvuBaMH

®dopma

Ommce fel, JOKyMEHTOB BHI€OIOKYMEHTOB IIOCTOSIHHOTO XpaHSHHS

YT1Bepxkaato
YTBepxkaeHa
mpotokosioM DIIK pecmyOnrkaHCcKOro HaumMeHnoBaHue 10mKHOCTH
rOCYAapCTBEHHOTO apXuBa, ApXuBa PYKOBOAMTENS OpraHU3aLUH
[Ipesnnenta Pecriyonmuku Kazaxcran Pacmmdposka
nm MUO (JTMuHas TOAIUCH) MOITHCH
oT roga No Hata
Omnuce Neo
(Ha3BaHME OMUCH C OPHUIIMATIBHBIM HAMMEHOBAHUEM OPTraHU3aIli¢) 3a roz (bl)
Cocra
B
Unnex Hcnon Tech o
Howmep Hata Xpono BOH
Howmep c, 3arono HUTEN
eIMHU 3amucu MeTpa KonuuectBo  compo
eIIHI mpon3 BOK b thopma [pume
11 Bl ABTOD S3pik xK eIUHHUIL BOJUT
11 BI BOJICTB JIOKYM Ipou3 T JaHUE
XpaHe . nepesa BHIEO3 XpaHeHHs €JIbHO
yuera CHHBII eHTa BeJICH 3amucu .
HUS IUCH  alucH i
HOMeEp ust
JIOKYM
eHTaI|
un
OPHEI onms
Hal
1 2 3 4 5 6 7 8 9 10 11 12 13 14
B naHHBIN pa3gesn Onucy BKIOUYEHO CIMHULL XpaHECHUS
¢ Ne 1o Ne B TOM uncie: (1udpamMu U IpOMUCHIO)
JIUTCPHBIC HOMEpa IMPOIIYHICHHBIC HOMEpA N TEKCTOBAasA

CONpOBOAUTCIIbHAA JOKYMCHTAIUA K HUM.
HammeHoBaHue JOJDKHOCTH COCTAaBHUTCIIA OIIMCH

PacmmmdpoBka noanvcu (mMoamnuch)
Jlara



CornacoBana npotokosioM LIOK(3K) opranuzanum ot
®opmar A4 (210X297)

ITpunoxenue 4

roga Ne

k [IpaBunam npuema, XpaHeHus,
y4eTa U UCTOIb30BaHUs TOKYMEHTOB
HammonansHOTO apxuBHOTO (hoHIA

U IpyTUX apXUBHBIX TOKYMEHTOB

BCOOMCTBCHHBIMHA 1 YaCTHBIMH

apxuBaMu

®dopma

Ommcs fel1, JOKYMEHTOB KHHOZOKYMEHTOB ITOCTOSTHHOTO XpaHEHHU

YTBepxkaeHa

nporokosnom JI1K pecrrybnukanckoro

ToCy1apCTBCHHOI'O apXunBa, Apana

[Ipesnnenta Pecriyonmuku Kazaxcran

roga Ne

YT1Bepxkaato

HaunmenoBanue JOJDKHOCTHU

PYKOBOOUTEII OpraHU3allun

Pacmndposka

(JTMuHAas TOAIUCH) MTOIITUCH

Jara

(HaBBaHI/IG OIINCH C O(i)I/IHI/IaJILHI)IM HanMCHOBAaHHCM OpI‘aHI/I3aHI/IH)

i MO
oT
Onnce Ne
3a roJi (bl)
Nune
KC,
pou3
BOJICT
BEHH
Howme
Howme BIY  3arox
P HOME OBOK
eIuH
eINH p ( moxy
HILBI P
HIBI y4eTH MEHT
XpaHe °~
yyera BIU A
HUSA
HOME
p B
opraH
n3amu
H)
1 2 3 4 5

B nanHbIM pa3aen onucy BKIIOYEHO
cNe  mo Ne B TOM uucie: (udppamMu ¥ MPOMHUCHIO)

JIUTCPHBIC HOMCpA

ABT

Coct
aB
TEKCT
OBOI
conp Ilpum
KonmgecTBo equHUT XpaHEHU/METPaK OBOJI €YaHH
Bapu HUTENb €
aHT .
I[aTa ( HOHU
HEMO
u N JIOKY
MECTO MEHT
3BYKO
CheM }: anuu
BOH,
KU
/6, ®oHo
H3rot rpam Ycra
oBeH o7
M a HOBO
¢opm [Tpom
s aT ®oHO Maru YHEIE
2
Hy6n rpam wutTHas on
A3BIK) gerar Y p ounnl Ilo3m p
p-Her Ma ( ( . Kd U
HB THUB
aTMB HErar OCHOB LIBETO
TO3UT
UB)  Haf, BbIE
B
COBM acmo
CIllCH pTa
Has)
6 7 8 9 10 11 12 13 14 15 16

MIPOMYIICHHBIE HOMEPA

H TCKCTOBAasd

CAWHUI] XpaHCHUSA



COIPOBOJUTENbHAS JOKYMEHTALMS K HUM.

HaumeHoBaHMEe JOMKHOCTH COCTaBUTEIS OTIHCH

PacmudpoBka nmoanucu (MOAMKCH)

JlaTa

CornacoBana nporokonoM LIOK(OK) opranuzanuu ot roma Ne
®dopmat A4 (210X297)

IIpunoxenue 5
k [IpaBunam npuema, XpaHeHus,
ydeTa U UCIIOJIb30BaHUsI JOKYMEHTOB
HannonansHoro apxuBHoro ¢oHaa
U IPYTHX apXHUBHBIX JOKYMEHTOB
BEJOMCTBCHHBIMHU 1 YaCTHBIMH
apXUBaMH

®opma

Omnucs nen, fOKyMeHTOB (OHONOKYMEHTOB MarHUTHO# 3aIIlCH IOCTOSHHOTO XpaHESHHU

YTBepxnaro
YTBepxkaeHa
npotokosioM DIIK pecmyOarkaHCKOro HaunmMeHnoBaHue 10KHOCTH
rOCYAapCTBEHHOTO apXuBa, ApXuBa PYKOBOAMTENS OpraHU3aLUH
[pesunenta Pecniyomiku Kazaxcran Pacimmdposka
un MO (TM4Has MOANHKCH) MOIITUCH
oT roma Ne Jara
Omnuce Neo
(Ha3BaHME OMUCH C O(PHUIIMATIBHPIM HANMEHOBAHUEM OPTaHU3aIlNH) 32 rog (bl)
Komnuectso Coct
SIUHUI aB
Hune M
ecT XpaHEeHUs]  TEKCT
Home xc, Hcmo aTa ata XpoH .
Home 3aron A o A P Tum 0BOI
pou3 JHUTE 3ammc 3aIuc OMEeT
p OBOK 3a1mc dbopm comp Ilpum
eIUH BOJCT ABTO 1B ", u, pax
C€IUH JOKY SI3BIK n, arT OBOJ €4YaHUu
Wbl BEHH npowu3 npep3 nepe3 BUJICO
1701031 . MEHT nepes 3aMC opur komm HUTEIb ©
qera |XPAHE[HE | BeJieH amuc | |amic samc | Hoit
y HUs HOMC us u n u HHAlL |3
" JIOKY
p
MEHT
anuu

1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16

B nanHBIM pa3genn onucy BKIIOYEHO CJIMHULL XPAHCHUS
cNe 1o Ne B TOM yucJe: (1udpamMu ¥ IpOIUCHIO)
JUTEPHBIE HOMEpPA MPOIMYIIEHHbIE HOMEPA U TEKCTOBAA

CONPOBOJIUTENIbHAS JOKYMEHTALIUS K HUM.
HanmenoBaHue 101KHOCTH COCTABUTENSL ONTUCH
PacmudpoBka nmoanucu (MoAMMCH)

JlaTa



CornacoBana npotokosioM LIOK(3K) opranuzanum ot roaa Ne
®opmar A4 (210X297)

ITpunoxenue 6
k [IpaBunam npuema, XxpaHeHus,
ydeTa ¥ UCTIONIb30BaHHs JOKYMEHTOB
HanwonansHoro apxuBHoro ¢poxua
U JPYTHX apXUBHBIX JIOKYMEHTOB
BEJIOMCTBEHHBIMU U YaCTHBIMH

apxvBaMHu
®dopma
Ommuch fen, T0KyMeHTOB (poT0aI00MOB IOCTOSHHOTO XPaHEHUS
YT1Bepxkaato
YTBepxkaeHa
nporokosnom JI1K pecrrybnukanckoro HanmMeHnoBanue 10KHOCTH
TOCYAapCTBEHHOTO apXuBa, ApXuBa PYKOBOJHTENSI OPraHU3aLHH
[Ipesnnenta Pecriyonmuku Kazaxcran Pacmndposka
n MUO (JTMuHAas TOAIUCH) MTOIITUCH
oT roga No Hata
Ormmcs Ne
(Ha3BaHUWe OMUCH ¢ O(UIMATHPHBIM HAUMEHOBAaHUEM OPTaHU3AIINH) 32 roJ1 (bI)
Cocras
Kpaiinue KonuuectB TekcroBoi
Howmep 3aronoBok Bueurnue
BTOD aThl MecTo 0 CONIPOBOAU [Ipumeuan

SIUHULEI  (Ha3BaHUC) . 0coOeHHoC

CbCMKHU q)OTOOTl'[C‘-I CbCMKHU q)OTOOTl'[e‘I TCIBbHOHU
ydeTa anpbomMa

aTKOB aTKOB JOKyMEHTa
101308
1 2 3 4 5 6 7 8 9
B I[aHHLII‘/’I pa3acii OoIIMCHU BKIIFOUCHO CANHUILL XPAHCHUA
cNe 1o Ne B TOM 4ucie: (uppamMu U MPONUCHIO)
JIUTCPHBIC HOMCpA IMPOITyHICHHBIC HOMCPaA N TECKCTOBas
COIpOBOAUTCIIbHAA JOKYMCHTALIUA K HUM.
($boTOOTIIEYATKOB.

(tudpaMu 1 IPOTUCHIO)
HaumenoBanue JOJIZKHOCTH COCTAaBUTECIIA OIIMCHU
PacmmdpoBka noanvcu (1Moamuch)
JlaTa
CornacoBana nporokoiom [[IK(DK) opranuzaiuu ot roaa Ne
®opmat A4 (210X297)

IIpunoxenue 7
k [IpaBunam npuema, XxpaHeHUs,
ydeTa U UCTIOJb30BaHHA JOKYMEHTOB
HanyonansHoro apxuBHoro ¢oxzia



" ApYTUX apXUBHBIX JOKYMCHTOB
BEAOMCTBCHHBIMHU U YaCTHBIMU

apXMBaMu
®opma
Ommce (I)OTOJ.[OKYMCHTOB IOCTOAHHOI'O XpaHCHHA
VYTBepxnaro
YT1BepxkaeHa
npotokosiom DIIK pecrybnrkanckoro HanmMeHnoBaHue 10JKHOCTH
roCyJTapCTBEHHOTO apXuBa, ApXuBa PYKOBOIUTEINS OpraHUu3aluu
[pesupnenta Pecriyonmiku Kazaxcran Pacumdposka
n MO (JTM4Has TOANHNCH) MOIITUCH
oT roga Ne Hata
Onuce Neo

(Ha3BaHME OMUCH C O(PHUITMATBEHRIM HANMEHOBAHUEM OPTaHU3AIINH) 32 rog (bl)

Cocta

B

TEKCTO

3aromno BOI
Homep BOK ( compo
eIVUHU aHHOT [Tpume
- Konu4yecTBo eanHuIl XpaHSHHUS/METPaK BouT
o poi3 aus) ABtop lata Mecrto €JIbHO
ydera, BOJCTB JOKYM N
N CbEMK CBEMK CBEMK u
eIMHM eHHbIA eHTa ( " " " HOKyM
Bl  HOMEp Ha3BaH eHTAL
XpaHe ue -
HUS nuadu .
M) Hy0ns DoTo- Crnaiig
Herat - ITo3ur ( Huadu
ormeya
UB HeraTH WB IUANo JIbM
TOK
B 3UTHB)
1 2 3 4 5 6 7 8 9 10 11 12 13 14
B I[aHHBIﬁ pasaci OIMMCH BKIKOUYCHO CAWHUIL] XpaHCHUSA

cNe  mo Ne B TOM uucie: (udpamMu U MPOMUCHIO)
JIUTCPHBIC HOMEpa IMPpONYHICHHBIC HOMCpA N TEKCTOBasA
COIMPOBOAUTCIIbHAA JOKYMCHTALIMA K HUM.
HaumenoBanue JOJIZKHOCTH COCTAaBUTCIIA OIIMCHU
PacimmdpoBka moanucu (OAMHCH)
JlaTa
CornacoBana npotokosioM [IIK(3DK) opranuzamuu ot roaa No
dopmar Ad (210X297)

[punoxenne §

k IlpaBuiiam npuema, XpaHeHus,
yue€Ta 1 UCII0JIb30BaHUA TOKYMEHTOB
HanunonansHoro apxuBHoro GoHna
U IpyTUX apXUBHBIX TOKYMEHTOB
BE/IOMCTBEHHBIMU M YaCTHBIMH
apXUBaMH



dopma

Omuce gen Hayqno-TexnnquKoﬁ AOKYMCHTAIINHA ITOCTOAHHOI'O XpaHCHWSL

YT1BepxkaeHa

npotokosioM DIIK pecyOnnkanckoro
rOCyIapCTBEHHOTO apXuBa, ApXuBa
[Ipesunenta Pecy6miku Kazaxcran

YT1Bepxnaro

HanmenoBanue qOMmKHOCTH
PYKOBOIIUTENS OpraHU3aIuN
Pacmmmpoka

i MO (TMYHAs TTOIKCH) MTOAITACH

oT roga No Hata
Onuce Ne
(Ha3BaHue onucHU ¢ 0(UIIMATHLHBIM HANMEHOBAaHUEM OPTraHU3aIINM) 32 roJ (bl)
O6osHaue Astop  ( I'on KonnuectBo nucToB
Howmep 3aBEPILCHU
ne 00BeKTa 3aroJOBOK OpraHM3all IIpumeuan
CAMHUIBL (H3HCHI/IH, aciia I/I}I-paSpa6O TEKCTOBBIX Fpad)ﬂquK (1)0’1‘0 Hue
ydera pazpabork HX
TEMBI) TYUK)
u
1 2 3 4 5 6 7 8 9
B ,HaHHLIﬁ Pa3acii OIIMCHU BKIIFOUCHO CANHUILL XPAHCHUA
cNe 1o Ne B TOM 4ucie: (uppamMu U MPONUCHIO)

JIMTEpHBIE HOMEpPA MPOIYLIEHHbIE HOMEDPA

HaumenoBanue JOJDKHOCTH COCTAaBHUTCIIA OIINCHU

PacmudpoBka nmoanucu (MoAMKCH)
JlaTa
CornacoBana npotokosioM LIOK(3K) opranuzanum ot

roga Ne

®dopmat A4 (210X297)

[Tpunoxenne 9

k [IpaBunam npuema, XpaHeHus,
y4eTa U UCIOIb30BaHUs JOKyMEHTOB
HannonansHoro apxuBHoro ¢oHaa
U IPYTHX apXHUBHBIX JTOKYMEHTOB
BEJOMCTBEHHBIMH U YaCTHBIMU

apXUBaMH

®dopma
Omuch 3NeKTPOHHBIX JOKYMEHTOB (1€JI) MOCTOSHHOTO XpaHEeHH

YT1Bepxkaato
YTBepxkaeHa

npotokosioM DIIK pecmyOnrkaHCKOro HaumMenoBanue nomkHOCTH

ToCyaapCTBEHHOI'O0 apXunBa, ApXI/IBa PYKOBOOUTEIIA OpraHU3allun

[pesnnenta Pecriyonmuku Kazaxcran Pacmmdposka
unu MO (JTMuHas TOAIUCH) MOITHCH
oT roma Ne Jara

Omnucek Ne




(Ha3BaHME OMUCH C OPUITMATHHBIM HAUMEHOBAHUEM OPTaHU3AIUN )

3a roJ (b1)
CocTas

® y
Howmep Howmep Kpaitnue opmat rexeroson

aneKkTpoHHbl O0BeM ( compoBoguUT
€ IMHUIIBI € IMHUIIBI 3arojloBOK  JAaThl €IUHEI . . [Ipumeuanue

X Moaiir) eNbHOH’
yuera XpaHEHUs yudera

JAOKYMCHTOB JOKYMCHTAI[

nn
1 2 3 4 5 6 7 8
B nmanHBIM pa3gein onucu BKIOYEHO E€IMHULL XpPAHECHUS

cNe  mo Ne B TOM uucie: (udpamMu 1 MPOMUCHIO)
JIUTEPHBIE HOMEPA MPOIYIIEHHBIE HOMEPA 1 TEKCTOBAs
COIIPOBOAUTEIIbHAS JOKYMEHTALUA K HUM.
HanmMeHoBaHuE DOKHOCTH COCTABUTES OIIMCH
Pacmu¢poBka noanvcu (MoAmuCH)
Jlara
CornacoBana npotokosioM [IIK(3K) opranuzamuu ot roaa No
®dopmat A4 (210X297)

[punoxenne 10
k IlpaBuiiam npuema, XpaHeHus,
yue€Ta 1 UCII0JIb30BaHUA TOKYMEHTOB
HanunonansHoro apxuBHoro GoHna
U IpyTUX apXUBHBIX TOKYMEHTOB
BEJOMCTBCHHBIMH 1 YaCTHBIMH
apXUBaMH

®opma
Omuch ACII MO JINTHOMY COCTaBYy
Yr1Bepxkaao

HaumeHoBaHue NOMKHOCTH
PYKOBOJUTENS OpraHu3aluu

PactmmpoBka
(TMYHAS TTOAUCH) TTOAITUCH
JHara
®onp Ne
Omnuch No JIeJI 110 JINYHOMY COCTaBy
(odunmanbHOC HAMMEHOBAHUE OPraHU3AINH )
3a ron
HaunmeHnoBanue pazaena (CTpyKTYPHOTO TTOIpa3/ielIeHUs] OpraHu3ainm)
KonunuectBo
N 3arosnoBok aena ( Jlatsl nena (Toma,
ITopsinkoBeiit Ne  Mupekc nena muctoB B gene ( Ilpumedanue
TOMa, YaCTH) 4acTH)
TOME, YaCTH)
1 2 3 4 5 6

B mannbIii pa3aen CBOIHON ONKMCH BHECEHO nenc Ne




(dpamMu ¥ MPOTUCHIO)
no Ne | B TOM 4ucli€: INTEPHBIE HOMEPA: MPOMYIICHHBIE HOMEPA!
Hanmenosanue noHKHOCTH

PaCIIII/I(I)pOBKa COCTaBUTCIIA pa3aciia CBOJIHOM OIIMCH IMOAITNCH
(IM4HAsI TOMMKCH)
Jlara
CornacoBana
CornacoBana nporokonoM JI1K pecrrybnukanckoro
nporokosnom LIDK(OK) oprannzanmm rocyJapcTBEHHOro apxusa, Apxusa IIpesunenra
oT roja Ne Pecny6nmmkn Kazaxcran miim MUO
oT roga Ne
dopmar A4 (210X297)

[Ipunoxenue 11
k [IpaBunam mpuema, XpaHEHHS,
ydeTa ¥ UCIIOJIb30BaHHSI JOKYMEHTOB
HanmonansHoro apxuBHOTO hoHIa
U PYTHX apXUBHBIX JOKYMEHTOB
BE/IOMCTBEHHBIMH U YaCTHBIMHU
apXUBaMH
dopma
YTBepxato

(HaMMeHOBaHHME JIOJHKHOCTH,
(bamuTus, THUATHAIIBI
PYKOBOJHTEIISI OPTaHU3ALIH)

(TIOAMHCH PYKOBOAUTEINS
OpraHU3aIUH )

(nata)
Omnuch NIEKTPOHHKIX JOKYMEHTOB (ZI€11) IO JIMTIHOMY COCTaBy

ApxuBHbIil poug No
Omnuce Ne

(Ha3BaHuUe onucHu ¢ 0UIIMATBHBIM HAUMEHOBAHUEM OPTraHU3aLIUHN )
3a roJt (-bI)

Kommuect

O6Bem
B O Cocrasn
JIOKYMEHT
Homep Homep  Hazpanue N JIOKyMEHT dopmaT  TEKCTOBO
Kpaiinue OB B .
€IMHULBl eAWHUILBI pa3jena, OB B JNIEKTPOH U
JaTHI JJEKTPOH IIpumeua
Ne n/m yueTa XpaHEeHHs 3arojIOBOK JJIEKTPOH H BI X COTIPOBOJ
3JIEKTPOH HOM BHJE " Hue
AMEKTPOH OJIEKTPOH 3JIEKTPOH HOM Jielie JIOKYMEHT WTEIbHOU
HOTO Jiena JJIEKTPOH
HOTO fieJla HOTo JieJla HOTo Jeina (B 0B JIOKYMEHT
HOTo Jiena
€AMHULAX . Uy
(MGaiir)
ydera)
1 2 3 4 5 6 7

B nannsii (-e) pasaen (-bi) OTMCU BHECEHO




neac Ne o Ne | BTOM 4umcie:
(HauMeHoBaHue paszjena) (nudpaMu U NPOMUCHIO) JIMTEPHBIC HOMEpA:
IIPOITyLIEHHbIE HOMEpA!

(HauMeHOBaHUE JOJKHOCTH, (DaMuUIIKS, MHULIUAJIBI, TIOJAMKCH JIMI] (-a), COCTAaBUBIIUX (-€T0)
pasnen (-bI) OIUCH)
(mara coctaBieHus pasjena (-OB) OMUCH)

CornacoBana
CornacoBana nportokonom DK pecryOmukanckoro
npotokosioM [[DK(DK) oprannzanuu rocyaapcTBeHHOTo apxuBa, Apxusa [Ipe3uaenra
oT roma Ne Pecny6imku Kazaxcran nion MUO

oT roga Ne

®dopmart A4 (210X297)

[Tpunoxenne 12
k [IpaBunam npuema, XpaHeHus,
ydeTa U UCIIOJIb30BaHUsI JOKYMEHTOB
HannonansHoro apxuBHoro ¢oHaa
U IPYTHX apXHUBHBIX JTOKYMEHTOB
BEJOMCTBEHHBIMH U YaCTHBIMU
apX1uBaMH

®dopma
Ommce fel, JOKyMEeHTOB BpeMeHHOro (cBbime 10 jieT) XxpaHeHHA
YTBepxknato

HaumenoBanue JOJIDKHOCTH
PYKOBOAUTECIIA OpraHu3aliu

PacmmdpoBka
(TMYHAs TOANKUCH) MOANUCH
Jara
donx Ne
Onuce No nen BpeMeHHoro (cBaiie 10 yiet) xpaHeHus
(OdunmanprHoe HAMMEHOBAHUE OPTAHU3AIUH)
3a rojg
HaumenoBanwue pasnena (CTpyKTypHOTO TIOAPA3ICICHHUS OPTaHU3aIIH)
N 3aroJIoBoK KomnnuecTBo
ITopsinkoBbIit Hater mgena ( Cpok
Wupekc nenma  gema (ToMma, nuctoB B aene Ilpumeuanue
Ne TOMa, 4aCTH)  XpaHEeHHUs
YacTH) (TOMe, JacTH)
1 2 3 4 5 6 7
B nmanHbIM pa3aen CBOAHOW ONMCH BHECEHO nencNe

(udpaMu ¥ IPOIUCHIO)
mo Ne | B TOM 4ucie: TUTEPHBbIE HOMEpPA: MPOITYILIEHHBIE HOMEPA:
HaunmenoBanue nOHKHOCTH



PacmudpoBka coctaBuTes pasjiena CBOAHOM OMTUCH

(JIM4HAsI TO/IMKCH)
JlaTa

CornacoBaHa
npotokosioMm [IIK(IK) opranuzanuu

oT roga Ne

®opmatr A4 (210X297)

MMOIIINCH

CornacoBaHa

nporokosiom JI1K pecrrybnmukanckoro

rocyJlapcTBEHHOT 0 apxuBa, Apxusa IIpe3uaenra

Pecny6nuku Kazaxcran i MHUO

oT

roga Ne

IIpunoxenue 13

k [IpaBunam npuema, XxpaHeHUs,

ydeTa W UCIIOJIb30BaHUsI JOKYMCHTOB
HammonansHOTO apxuBHOTO (poHIA

U IpyTUX apXUBHBIX TOKYMEHTOB
BEZOMCTBEHHBIMU M YaCTHBIMU

apxuBaMu
dopma
Yr1Bepxaato

(HaI/IMeHOBaHI/Ie JOJIPKHOCTH,

(baMI/IJ'H/IH, HWHHUIHAJIbI

PYKOBOANTEIS] OPTaHU3ALINH)

(Tmoammch PpyKOBOAUTEINS

OpTraHU3aIUH)

(mata)

Ommce 3NneKTPOHHEIX JOKYMEHTOB (Zei1) BpeMeHHOro (cBbime 10 iret) XxpaHeHns

ApxuBHBIN QoH Ne

Komnuect

O0BeM
B O

JIOKYMEHT
JIOKyMEHT

OB

OB B
B
9JIEKTPOH
3NEKTPOH
HOM BHJIE
HOM Jierie

(B

CAVHHUILIAX

JJICKTPOH
HOro acia

yaera) (Moaiit)

CocTtas
®dopMaT TEKCTOBO
JJEKTPOH M
H BI X COIIPOBOJ
JIOKYMEHT HUTEIbHOMI
OB JTOKYMEHT

anuu

Onuce Ne
(Ha3zBaHMe ONUCHU ¢ OPUIIMATBHBIM HAMMEHOBAHUEM OPTraHU3aI1N)
3a roJ (-bI)
H H H
oMep oMep a3BaHUe Kpaiine
€IUHULBl EIUHULBI pa3jena, AT
Ne o/mt ydeTa XpaHEHUs 3arojoBOK A
3JIEKTPOH
9JIEKTPOH DJIEKTPOH 3IEKTPOH
HOTO Jiena
HOro Jcjia HOro Jacja HOro acia
1 2 3 4 5

B nannsiii (-e) pazaen (-bi)

6 7

OIIMCH BHCCCHO

(udpaMu ¥ IPOIHUCHIO)

JIUTCPHBIC HOMCpA: ITPOIIYIIICHHBIC HOMCPA!

IIpumeua
HUE

nencNe moNe | BTOM uucie: (HaMMEHOBaHHE pa3ienia)



(HauMeHOBaHUE JOJKHOCTH, (DaMUIIHS, MHUIIUAJIBI, TIOJMKUCH JIMI] (-a), COCTAaBUBIIUX (-€T0)
paznen (-bI) OnucH)
(mara coctaBiieHHs pasjena (-0B) OMKUCH)

CoryacoBana
CornacoBana mpotokoioM DIIK pecrybnmkanckoro
mpotokoiioM [IOK(DK) opranmzarumn rocyaapcTBeHHOro apxusa, Apxusa [Ipe3unenra
oT roma Ne Pecny6mmmku Kazaxcran wimn MUO

oT roga Ne

dopmar Ad (210X297)

[Ipunoxenue 14
k [IpaBunam npuema, XpaHeHHs,
ydeTra U UCTIOIb30BaHHS JIOKYMEHTOB
HarronansHoro apxuBHOTO (hoHIA
U IPYTHUX apXUBHBIX JJOKYMEHTOB
BE/IOMCTBEHHBIMHU M YaCTHBIMH
apXuBamMu

dopma

AKT 0 BBIJACIICHNH K YHUYTOXCHHIO JOKYMCHTOB, HC IIOICKAINX XPaHCHUIO

VYTBepxnaro

HaumenoBanue J0KHOCTH

PYKOBOJUTEIIST OPTaHU3AIIH
OdunmanbHOE HANMCHOBAHKE OPTaHU3AIIH

Pacmndposka
(TMYHAS TOAIKCH) MOITUCH
Jara

AKT

Mecto cocTaBiieHUS
O BBLIEIICHUY K YHUUYTOKEHHUIO IOKYMEHTOB, HE TTOJIEKAIIUX XPAHEHUIO
Ha ocHOBanumn

(HauMeHOBaHUE, MECTO U ToJ] u3nanus [lepedHs: JOKyMEHTOB

C YKa3aHHUEM CPOKOB MX XPAHECHHMS)
OTOOpPaHbI K YHUUTOKEHUIO KaK HE UMEIOIINE HAyYHO-UCTOPUUECKOM LIEHHOCTH
U YTPATUBILIUE MPAKTUYECKOE 3HAUEHUE Jiea U JOKYMEHThI apXUBHOTO (OHJIa

(HOMep M Ha3BaHHE apXUBHOTO (HOH/IA)

Cpoknu
XpaHeHUsl Jiena
(ToMa, "actm)
U HOMepa

Wnnexc nena (
TOMa, YacTH)
3aroIoBoK m o
IlopsiakoBbld  nmena HIH

ITpumeuanue
Ne p



prr[HOBOﬁ ]laTa neja iy HOMCHKIIAType KomaunuecTBO MYHKTOB (
3aroJIOBOK €1 Kpa]}'[HHe oarbel WIH NE Acla nen (TOMOB, HO,I[HYHKTOB)

e 10 OIIUCH qaCTef/i) 110 HepeqH}o
1 2 3 4 5 6 7
Bcero ACJI U IOKYMCHTOB 3a T'OJBbI.

(tudpamMu 1 IPOTUCHIO)
["'onoBBIE pa3zensl CBOJHBIX OMKMCH JI€] OCTOSSHHOTO XPaHEHUs e 3a rOJIbI
YTBEPKIAEHBI, M0 IMYHOMY COCTAaBY COrJIacOBaHbI MPOTOKOIOM DIIK

(mata u HOMED)

(HaI/IMeHOBaHI/IC MCCTHOT'O UCTIOJTHUTCIIBHOT'O OpraHa

(pecnyOIMKaHCKOTO TOCYAapPCTBEHHOT'O apXUBa)
HanMeHoBaHME TOJKHOCTH JIMLA, TPOBOAUBLIETO 00pabOTKY

PacmudpoBka 1oKkymMeHTOB NOANMUCH (JTMYHAS TTOJITUCH)
CornacoBana
CornacoBana nporokosnom JI1K pecrrybnukanckoro
nporokosiom LIDK(DK) oprannzanmn rocyJapCcTBEHHOro apxuBa, Apxusa IIpe3unenra
oT roga Ne Pecny6nmkn Kazaxcran miin MUO
oT roma Ne
®opmar A4 (210X297)

IIpunoxenue 15
k [IpaBuiiam nprema, XpaHeHUs,
ydeTa U UCIIOIb30BaHHA JOKYMEHTOB
HamyonansHoro apxuBHoro ¢oxzia
U IpyTUX apXUBHBIX JTOKYMEHTOB
BE/IOMCTBEHHBIMH U YaCTHBIMU
apXUBaMH
dopma

YT1Bepxkaato

OdunuanbHOE HANMCHOBAHUE OPTaHU3AIIH
(HanMeHOBaHUE JOJKHOCTH, (paMUIIKs, HHAITHAIIBI

PYKOBOAMTEIS] OPTaHU3ALINH)

(moaUCH pyKOBOJUTEINSI OPraHU3allnim )

(mara)

AKT 0 BEIZIEJICHHH K YHAYTOXEHHIO 3IEKTPOHHBIX JOKYMEHTOB (ZeJI), He MOIJIC)KAINUX XPaHEHHIO

MecTo cocTaBiieHUusd
Ha ocHOBanUM

(HaI/IMeHOBaHI/Ie MEPCHYHA TUIIOBBIX JOKYMCHTOB, o6pa3y1011114xc;1 B JCATCIIBHOCTHU

roCyaapCTBCHHBIX U HCTOCYAAPCTBCHHBIX OPIraHU3alluAX, C YKA3aHUCM CPOKa XPaHCHUA HIIHU



OTpaciieBOro (B€JJOMCTBEHHOT0) MEPEUHsI IOKYMEHTOB, 00pa3yIOIIUXCs B IEATEIBHOCTH

rocyaapCTBCHHBIX U HCTOCYJAPCTBCHHBIX OpFaHI/ISaﬂl/Iﬁ, C YKa3aHUEM CpPOKOB XpaHCHI/ISI)
OT06paHbI K YHUYTOXCHHIO KaK HC UMCIOIIHC HEly‘-IHO—HCTOpPI‘-ICCKOﬁ OCHHOCTHU
" YTPATHUBIOUC ITPAKTUYICCKOC 3HAUYCHUC [CJId, U NOKYMCHTLI apXUBHOI'O (1)0H,Ha

(HOMEp M Ha3BaHHE ApPXUBHOTO (HOHA).

. Cpoku XpaHeHus
Hata (xpaiiHue

KonnuecTBo JIOKyMEHTOB B
3arojgoBOK JaThl)
. JOKYMEHTOB B JJIEKTPOHHOM
[Mopsin-koBbIii Ne  3JIEKTPOHHOI'O  JOKYMEHTOB B [Mpumeuanne
3JE€KTPOHHOM BUJEC U HOMEpa
ziena 3JIEKTPOHHOM .
BUjie/(haiiioB NYHKTOB IO
BUZIE
Iepeunto
1 2 3 4 5 6

Hroro YHUYTOKCHHUIO ITOAJICIKAT:
AOKYMCHTBI B 3JICKTPOHHOM BUJC U DJICKTPOHHLIC 1CJIa B KOJIMYCCTBC

OOBEKTOB XPAHECHHSI.
OnurcH 37EKTPOHHBIX €I TOCTOSHHOTO XPAaHEHHUS 32 roJ1 (-bl) YTBEPXKICHBI,

I10 IMYHOMY COCTaBYy COI'JIACOBAHBLI IIPOTOKOJIOM BKCHepTHO—HPOBequHOﬁ KOMHUCCHUH

(HaMMEHOBaHUE MECTHOT'O UCIIOJIHUTEIIBHOTO OpraHa, pecnyOIMKaHCKOTO
oT
(rocygapcTBEHHOI0 apxuBa) (aTa 1 HOMEP)

(HauMeHOBaHUE JOJKHOCTH, (DaMIIIHSl, MHUIIAAIIBI, TOJMUCH JIMI (-a), TPOBOJAUBIIUX (-€T0)
YIIOPSIOYEHHE /1€, TIOKYMEHTOR)

CornacoBana
CornacoBana nporokosnom JI1K pecrrybnukanckoro
niporokosnom LIDK(OK) opranmzanmm rocyJlapCcTBEHHOT0 apxuBa, Apxusa IIpe3unenra
oT roja Ne Pecny6nuku Kazaxcran unu MHUO

oT roma Ne

dopmar Ad (210X297)

[Ipunoxenue 16
k [IpaBunam mpuema, XpaHEHHS,
ydeTa U UCIIOJIb30BaHHsI JOKYMEHTOB
HanmonansHoro apxuBHOTO hoHIa
U PYTHX apXUBHBIX JOKYMEHTOB
BE/IOMCTBEHHBIMH U YaCTHBIMHU
apXUBaMH

dopma



ITepedeHp IPOEKTOB H3/ENHIA IPOMEIIUIEHHOTO IPOM3BOACTBA H TEXHOJOTHIESCKAX
IPOLECCOB, 00BEKTOB ILIAHAPOBKHU H KAIIMTATLHOTO CTPOMTEIHLCTBA, HAYIHO-TEXHHIECKA
JOKYMEHTAIMS [0 KOTOPEIM IOJUIEXKHT Iepejade Ha roCyIapCTBEHHOE XpaHEHHe

O(l)I/IHI/IaHLHOG HaMMCHOBAHUE OpTraHU3allnH
YTBepxkaaro
HauMeHnoBaHue HOKHOCTH
PYKOBOJUTENS OpraHu3aluu

PacmmpoBka moamucu
(TMYHAS TTIOITHUCH)
Jara

ITEPEYEHD Ne

(BH HAYIHO-TEXHUIECKOH JOKYMEHTAI[MH) IIPOEKTOB, IIPo0iieM, HayIHO-TEXHHIECKAA
JOKYMEHTAIMA [0 KOTOPHIM IOMJIC)KHUT Iepeiade Ha roCyIapCTBEHHOS XpaHCHHE

3a TOMBI

IIpumeuan
O6ocHoOBaH
Haumenor Opranwusarg ne (cpok
O6o3HadeH ne oTdopa
aHUue lon uu, nepegaqn
ne (MHIEKC KonnuectB mokymeHTO
[Mopsiaxos Hay4yHO-Te OTam ( OKOHUYAHMS TPUHHMAB H a
o ) . O YYeTHBIX B Ha
bIid Ne XHHYECKOH cTaams) pa3paboTk mIue XpaHEHHE B
pazpaboTk €TMHHUI] rocyaapcTB
pa3paboTk u yJacTue B TOCyJapcTB
u €HHOE N
u pa3paboTke €HHBII
XpaHeHHe
apXuB)
1 2 3 4 5 6 7 8 9
Bcero B 1aHHBIN NEpeYEHb BKIOUYEHO pazpaborok c Ne  moNe
PykoBoauTennb BEJOMCTBEHHOT'O (UaCTHOTO) apX1Ba
PaCHII/I(I)pOBKa MOAIMNCHU (HI/I‘{HaH IIOI[III/ICL)
CornacoBana
CornacoBaHna mpotokosoM DIIK pecmybnrkanckoro
npotokonoM LIDK(OK) opranmzammm rocyIapCcTBEHHOro apxuBa, Apxusa IIpe3unenra
oT roga Ne Pecry6nmkn Kazaxcran miim MUO
oT roma Ne

dopmar Ad (210X297)

[Ipunoxenue 17
k [IpaBunam npuema, XpaHeHwUs,
yueTa M UCTOJIb30BaHHs JOKYMEHTOB
HarronansHoro apxuBHOTO (hoHIA
U PYTHUX apXUBHBIX JIOKYMEHTOB
BEIOMCTBCHHBIMHU U YaCTHBIMH
apXuBamMu

dopma

THUTYIBHBIH JIACT OUCH JOKYMEHTOB (I€JT) HOCTOAHHOTO XpaHEHHS




(ma3BaHHE IOCYJapCTBEHHOTO apxmaa)1

(mazBanme GoHAA)

(MecTO HaXOXKICHNAA)

donx Ne
Onuce

(Ha3BaHUE OMUCH)
Kpaiinue natel 1OKyMEHTOB

13anonusiercs rocyJapCTBEHHOM apXHUBe

[Ipunoxenue 18
k [IpaBunam npuema, XpaHeHUs,
ydeTa U UCTIOJIb30BaHHS JOKYMEHTOB
HanwonansHoro apxuHoro ¢hoxzia
U JPYTHX apXUBHBIX JIOKYMEHTOB
BE/IOMCTBCHHBIMH U YaCTHBIMU

apXuBaMu
®dopma
Kaprouka mocre/uiaXxHoro Tonorpaguaeckoro ykasareis
Kaprouka mocreniaxxHoro Tonorpapuaeckoro ykasarems
JInuesas cropoHa KapTOUKHU
Cremnax Ne Apxuoxpanunuie No
A y
xad Ne IMomka Ne PXHBHBL GOHA Ommch Ne Aena [Mpumeganne
Ne cNe moNe
1 2 3 4 5 6
OO0opoTHas CTOpOHA KapTOYKH
1 2 3 4 5 6

®dopmat A6 (148X105)

[Ipunoxenue 19
k [IpaBuiam nprema, XpaHeHusl,
ydeTa ¥ UCTIOJIb30BaHHs JOKYMEHTOB
HanwonansHoro apxuBHoro ¢poHua
U JPYTHX apXUBHBIX JJOKYMEHTOB
BEIOMCTBEHHBIMU M YaCTHBIMH
apXyuBaMH

dopma
)Kypnan Pperucrpanu TIOKa3aHHH KOHTPOJBEHO-U3MCPHUTCIIBHBIX l'lpHGOpOB

Xpanunuiie Ne



HaTa

Temnepatypa OTHOCHUTENbHAS
perucTpanuu Bozzayxa (°C) BIAXHOCTh (%) ~ MATrHUTHBIX
M3MEpeHuH moneit (A/m)
1 2 3 4
dopmar A6 (148X105)
3aka3 Ha BRIaqy A€l

HanpsokeHHOCTh  3anbLieHHOCTH

BuyTpennee
BO3yXa (Mr/M3) OCBeIleHHE (JIK)

[punoxenne 20
k IlpaBuiiam npuema, XpaHeHus,
yue€Ta 1 UCII0JIb30BaHUA TOKYMEHTOB
HanunonansHoro apxuBHoro GoHma
U IpyTUX apXUBHBIX TOKYMEHTOB
BE/IOMCTBEHHBIMU M YaCTHBIMH
apXUBaMH

dopma

HanMeHoBaHu€e BEIOMCTBEHHOTO (HACTHOI'0) apXKBa OpPraHU3aluu

3AKA3

Ha BbIIavy JOKYMEHTOB

Ne

(MecTo cocTaBICHMS)

Teker pe3omonuu

PyKOBO,HI/ITeJ'IL apxXuBa opraHusanuunu

TToamuce

PacimdpoBka (JIMUHAS TOMKCH) ITOIMTUCH

Jara

(amunms, HHUITMANIBI UCCIIEIOBATENS; pA0OTHUKA CTPYKTYPHOTO TIOIpa3/IeieHMs)

(Tema uccneaoBaHus)

A .
PXUBHBIA QOHIT Onrics No
Ne

1 2

®dopmar AS (148x215)

Ennnuna

3arojaoBoOK
XpaHEHU (

€IUHUILBI
eVHAIA yYeTa)
No XpaHCHHS
3 4

Pacnucka
Pacnucka

paboTHHKa
MOJIL30BAaTENS B

YATAIBHOTO 3ajI1a
MOJIYYeHUU

B IIpreMe
5 6

[Ipunoxenne 21
x [IpaBunam mpuema, XpaHeHHUs,
ydeTa U UCIIOJIb30BaHUsI JOKYMEHTOB
HanmonansHoro apxusHOro ¢oHma
U IpyTUX apXUBHBIX TOKYMEHTOB
BEIOMCTBEHHBIMH U YaCTHBIMHU
apXuBaMHu

dopma

AKT 0 BEIJa9€ Jiell, JOKyMEHTOB BO BPEMEHHOE HOJIb30BAHHE

T'ocynapctennsiii ['epd Pecnyonuku Kazaxcran

uny 3M0eMa (TOBapHBIH 3HAK) OpTaHU3AIIH

OdunuanpHOe HANMEHOBAHHE

O(i)I/IIII/IaJ'IBHOG HauMMCHOBAHHC



OopraHm3zanuun OpraHu3anuun

(Ha rocyTapCTBEHHOM $I3BIKE) (Ha pyCcCKOM HJIM MHOM SI3BIKE)
AKT
Ne
(mara)
Mecto n3ganus Mecto u3panus
(Ha TOCYJapCTBCHHOM SI3BIKE) (Ha pyCCKOM WIIM MHOM SI3BIKE)

O BbI1a4€ TOKYMEHTOB BO BPEMEHHOE T0JIb30BaHUE
Ha ocHOBanUM

BBIJIAIOTCS CIIEAYIONINE €AMHUIBI XPAaHSHHS U3 apXuBHOTO poHa Ne
(na3zBanue oHja)

T'omoBoi

. 3arojIoBoK
IlopsinkoBblli  pa3nen Ne enuuuna . KomanuectBo
. e IUHUIIBI Kpaitane gater [Ipumeuanne
NQ CBOOIHOHU XpaHeHI/IH JINCTOB
XpaHCHHS
omucH aea Ne
1 2 3 4 5 6 7
BCGFO BbIIACTCA CIANHUILL XpaHeHI/Iﬂ,

(mudpaMu ¥ MPOTUCHIO) CPOK BO3BPAIIICHUS
Jlema BbIIaHBI B YIIOPSIIOYCHHOM COCTOSIHUH, TTOJIIATHI, B 00JI0KKaX,

C IPOHYMEPOBAHHBIMU JINCTAMU U 3aBEPUTEIbHBIMU HAIHUCIMU.
ITonydarenp He MPEIOCTABIAET JIEJa, OJYYEHHBIE BO BPEMEHHOE I10JIb30BaHNUE,

JUISL 3aHATUN ITIOCTOPOHHUM JIMLIAM, HE BBIJAET I10 HUM KOIUH, BBIIIUCOK U CIIPABOK,
He MyOJIMKYeT JOKYMEHTHI 0€3 COTJiacHsi OpraHu3alluy, BbIJaBIIeH Jena.

[Tonyuyartenb BO3BpalaeT Jeia B BEIOMCTBEHHBIN (4aCTHBIN) apXUB OpraHU3aluu

B YKa3aHHBIN B aKT€ CPOK O€3 yTpaThl WJIU MOBPEKICHUM MOJyYEHHBIX BO BPEMEHHOE
MOJIb30BAHUE JEN

HaumenoBaHne  JOJDKHOCTH HanMeHnoBaHue  JOJDKHOCTH

PYKOBOAMTEIS PYKOBOAUTEIIS

OpraHM3aliH, BBIIAIONIEH aena OpraHM3aliH, ITOJTyYaroneH rena
PacmmdpoBka Pacummdposka

(JTMYHas TOAIUCH) MTOIITHCH (JTMuHas OATNCH) MTOIIHCH

Beian gena no nopy4eHuro pyKoBOICTBA

(HaMMEHOBAaHUE OpraHU3al1H )
PykoBoaurens apxuBa OpraHu3alnuu Pacuugposka

(JIMYHAst NOANKCH) TOAUCH

JlaTa

[IpuHsin nena Mo MOpy4YEHUI0 PyKOBOICTBA
(HauMeHOBaHUE OPTaHU3AIIUHN )
PykoBoauTens apxuBa opranuzanuu Pacmmgposka
(JTMYHAs! TOAMKCH) TOAMKUCH

Jlata

Jlena BO3BpallleHbl B IOJTHOM 00BEME U COXPAaHHOCTH




Cran no nopy4eHuro pyKoBOJICTBA OpPraHU3alMu-I10Ty4aTemns
PykoBoaurens apxuBa OpraHusalnuu Pacmugposka

(JIMYHAst TOANKCH) TOAUCH

JlaTa

[TpuHsi nena o Nopy4eHuIo pyKoBOJICTBA, BIJIABIICH /el
PykoBoauTenb apxuBa opraHu3aluu Pacmudposka
(JIM4HAast TOAMKCH) TOAUCH

Jlara

®opmar A4 (210X297)

[Ipunoxenue 22
x [IpaBunam mpuema, XpaHeHHUs,
ydeTa U UCIOJIb30BaHMsI JOKYMEHTOB
HanunonansHoro apxuBHOTO (oHIA
U IpyTUX apXUBHBIX JTOKYMEHTOB
BEIOMCTBEHHBIMH U YaCTHBIMU

apxvBaMHu
®dopma
Kaura BEI1au1 JOKyMEHTOB
Pacniucka
Ennnunna Pacrncka
Ilopsinxos [Jlata ApXUBHBI MYy B Hara ITpumeua
. . Ornnck Ne  xpaHeHUs B
bl Ne BeIIaun | oum Ne BBIJJAHO  IOJYYeHH BO3Bpara HUE
No BO3BpaTe
u
1 2 3 4 5 6 7 8 9 10
Hroro B Oy BBIJIAHO W3 apXUBOXpaHMIMIIA No

(urdpamMu ¥ MPONUCHIO) EAUHUL XPAHEHUS.
HaumeHoBaHue JOKHOCTH paOOTHUKA COCTABUBILErO UTOIOBYIO 3alHCh
PacmmmdpoBka (quyHas MOANUCH) MOAIUCH

dopmar A4 (210X297)
IIpunoxenue 23
k [IpaBunam npuema, XpaHeHHs,
yueTa ¥ UCIIOJIb30BaHHs JOKYMEHTOB
HarponansHoro apxuBHOTO (hoHIA
U IPYTHX apXUBHBIX TOKYMCHTOB
BEJIOMCTBCHHBIMH U YaCTHBIMU
apXUBaMH
dopma
JIuct ucnonp30BaHUA
ApxuBHBIN QoH Ne Ornncp Ne Heno Ne
XapakTep
HUCIIOJIb30BAHUS (Homepa ITongnuce nuna,
]IaTa HUCIIOJIb30BAaHUs KOMy BBIAAHO: KOIMMUpOBaHHUC, HUCIIOJIB30BaHHBIX HUCIIOJIB30BAaBIICTO
damMunms, THAITAATBI
BBINKCKA, IPOCMOTpP  JICTOB JIOKYMEHT

Y MHOC)



1 2 3 4 5
dopmar Ad (210X297)

[punoxenne 24
k IlpaBuiiam npuema, XpaHeHus,
yue€Ta 1 UCII0JIb30BaHUA TOKYMEHTOB
HanunonansHoro apxuBHoro GoHna
U IpyTUX apXUBHBIX TOKYMEHTOB
BEJOMCTBCHHBIMH 1 YaCTHBIMH

apXUBaMH
dopma

Kapra-3amecTHTeIb € AMHUIEI XPAaHEHUA
KAPTA-3AMECTUTEJIb EAVHUIIBI XPAHEHIW A
BBIJAHO
Howme Howme Hoxmep Hata Harta

P p € TUHHUILBI Komy TTonnuce ITonnuce
tdonma OTIHCH BEIIaYH BO3Bpara

XpaHCHUS
dopmar Ad (210X297)

[punoxenwne 25
k [IpaBuiiam priemMa, XpaHeHHs,
ydeTra U UCTIOIb30BaHHS JIOKYMEHTOB
HarnronansHoro apxuBHOTO (hoHIA
U IPYTUX apXUBHBIX JTOKYMEHTOB
BEJIOMCTBEHHBIMHU U YACTHBIMH
apXHUBaMH

®opma

JInct nmpoBepKy HAJIMYKUA M COCTOSTHYA apXMBHEIX A€], JOKyMCHTOB
Hanmams u cocTosHUA TOKyMeHTOB hoHIa Ne
(ma3BaHUE)

IIpoBepxy mpoBomIn

Hanmnuue nokymeHTOB
BEISBIICHBI TEXHUYECKUE OIINOKH

JIutepusle  IlpomyuieHHBI

HOMepa, He € Homepa, He WHble, B
OTpa)KE€HHbIE OTpPaKEHHBIE PE3yJbTaTe
B HTOTOBOW B HMTOTOBOHM dero oobeM
3aIUCH 3aIuCH
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InJc

s Ha
1 2 3 4 5 6 7 8 9 10 11 12 13 14 15
[TpomomxeHre TabIUIIbI
CocTtosiHME JOKYMEHTOB
Howmepa enuaunIl XxpaneHus, TPEOYIOMTHX: Howmepa
eAMHUIL
Heperera BOccTaHOByie XPaHCHU,
ne3uMHPEKIN  JE3UHCEKIH p HY S HEHUCTIPAaBUM [Ipumevanue
pecTaBpanyu U J U
" Hu 3aTyxarpmux O
TIOAIIHBKH TEKCTOB MOBPCIKJACHH
BIX
22 -
16 17 18 19 20 21 3 24

WToro umeeTcsi B HAIMYUH BKIOYEHHBIX U HE BKIIFOUEHHBIX B OIUCH
€AVHUI] XpaHeHUs. (LUPpaMHu U MPOIUCHIO)

HaumMeHnoBaHue NOKHOCTEN paOOTHHUKOB
Iloamucu
PacmmgpoBka noanuceit

Jlara
[Tpumeuanue: [Ipu npoBepKe HANMYUSA U COCTOSIHUA Ay TMOBU3YaIbHBIX U MAIIMHOYUTAEMbBIX

(2JIEKTPOHHBIX ) JOKYMEHTOB BHOCSITCSI COOTBETCTBYIOIIUE YTOUHCHHS
[punoxenne 26
k IlpaBuiiam npuema, XpaHeHus,
ydue€Ta 1 UCII0JIb30BaHUA TOKYMEHTOB
HanunonansHoro apxuBHoro GoHna
U IpyTUX apXUBHBIX TOKYMEHTOB
BEZOMCTBCHHBIMH 1 YaCTHBIMH

apXHBaMH
®opma

Akt NOPOBCPKH HATAYUS U COCTOSHHUA ADXUBHBIX NOKYMCHTOB

VYTBepxnaro

HanmMeHnoBanne 10mKHOCTH

PYKOBOAWTENS] OPTaHU3ALIH
OdunmanbHOE HANMEHOBAHUE OPTraHU3AIHH

Pacumgposka

(JTMYHAas TOAIUCH) MTOIIICH

JHara

AKT

MecTo cocTaBIeHUS HpOBepKI/I HaJIN4usg 1 COCTOAHUA ICI

(IIOCTOSIHHOTO, BPEMEHHOTI'O XPAHEHUs, TI0 TUMYHOMY COCTaBY)
ApxuBHBIN QoHJ Ne



Hacrostmuii akT cocTaBJICH KOMHUCCHEHN B COCTaBE

(®UO npencenarens U 4ICHOB
B CBSI3H C

KOMHCCHM) (OCHOBaHHE: MJIAHOBAsI IPOBEPKA, IEPEMELICHHUE JIEN U TaK JaJIee)
IIpoBepka npoBoaMIIaCh € 10

IIpoBepkoy yCTaHOBJIEHO, YTO:
1. Bcero uucnurcs mo onucsm e nen,

B TOM 4HcIie, (U(ppaMu | MPOTHUCHIO)
10 OTHCSIM JIeJI, YTBEPKICHHBIM (COTIaCOBAaHHBIM)

(HaI/IMCHOBaHI/Ie MCCTHOI'O

HCTIOJIHUTENILHOTO OpraHa (peciyOInKaHCKOT0 TOCYJapCTBEHHOTO apX1Ba)
nedn. (mudpaMu U IpOIUCHIO)
2. Becero He oka3anochk B HAJIMYUH aer,

B TOM 4Hciie, (HUppaMu U MPOMUCHIO)
10 OMUCSIM JIEJI, YTBEPKICHHBIM (COrIaCOBAaHHBIM)

(HauMeHOBaHUE MECTHOTO

HCIIOJHUTEIBLHOIO OpraHa (pecimy0IMKaHCKOr0 TOCYIapCTBEHHOTO apX1Ba)
nedn. (mudpamMu U IpoIUCHIO)

3. merot nmurepHbIE HOMEpa:
1) He yuTeHbI B UTOTOBBIX 3aMUCSIX OMKUCEN IS
(g pamMu ¥ MPOMUCHIO)

2) HE NEePEYHCIIEHHBIX, HO YYTEHHBIX B UTOTOBBIX 3aUCIX ONUCEN

nen. (mudpaMu U MPOMHUCHIO)

4. ITponyieHO HOMEPOB:

1) He y4TeHbI B UTOTOBBIX 3aMMKCIX OMUCEN Tet:
(tmudpaMu ¥ IPOIUCHIO)
2) HE MEPEUNCIICHHBIX, HO YYTEHHBIX B UTOTOBBIX 3aMHUCSIX OMHUCEN ned.

(tudpaMu 1 MPOIUCHIO)

5. HenpaBuiibHO pa3MeIIeHHbIX JeJl, OTHOCSIIUXCS K IPYTUM apXUBHBIM (hOHIaM,
nen. (uudpamMu U IPOMUCHIO)

6. Oka3anoch B HATMYUU IO JAHHOMY apXUBHOMY (POH[Y (BKJIFOUECHHBIX B OITHCH)
nen. (uudpamMu U IPOMHUCHIO)

7. ImeeTcs He BKIIFOUECHHBIX B OIUCH JIET nen, (uuppamu




Y MIPOTHUCHIO)
8. Bcero no gaHHOMy apXMBHOMY (OHAY (BKJIFOUEHHBIX U HE BKJIIFOUEHHBIX B OMHUCH JIEN)

MMEETCS B HATMYU U nen, (mudpaMy U MPOIHUCHIO)

U3 HUX:

1) TpebOyromux ne3uHbeKITnn nen;, (mudpaMu 1 IPOMHCHIO)
2) TpeOyIomuX Ae3UHCEKIINH nen. (mudpaMu U MPOIHUCHIO)
3) TpeOyrolux pecTaBpaluu nen. (uudppaMu U MPOMUCHIO)

4) TpeOyIOmuUX NeperieTa U MOIITUBKH nen. (uudpamu u
MIPOIHCHIO)

5) TpeOyroIMX BOCCTAHOBICHUS 3aTyXalOIUX TEKCTOB nen. (mudpamMu
Y TIPOIIHCHIO)

6) HEeHCIIPaBUMO MOBPEKIECHHBIX nen. (mudpamMu ¥ IPOIHUCHIO)
7) TpeOyronuX TEXHUIECKOH 00paboTKH nen. (uudpamu u
MIPOIIHCHIO)

8) BBIIaHO BO BPEMEHHOE IOJIb30BaHNE nen. (mudpamu u
MPOIHCHIO)

9. O0Gm1as xapakTepUCTUKA COCTOSIHUS M YCIIOBUM XpaHEHHUs JOKyMEHTOB, OCHOBHBIC
OTPULATEIIHBIE SIBIICHUS B COCTOSIHUM U YCIOBUSX XPAHEHUS IOKYMEHTOB

[IpoBepky npoBoaunu (HaumeHoBaHus AoxHocTel, DUO pabOTHUKOB BEIOMCTBEHHOIO
(4acTHOr0) apxvBa OpraHu3aIum).

[Tpunosxenue: JINCThl MPOBEPKU HATUUUSA U COCTOSIHUS JIEJT Ha 1.B 9K3.

Ha TOCYJApPCTBEHHOM U PYCCKOM S3BIKaX.

IIpencenarens KOMUCCUN PacimmmdpoBka (JinyHasi NOANKUCH) MOAMUCH
YiieHbI KOMUCCUU PacumpoBku (IM4HbBIE TOANMKCH) TOANUACEN
JlaTa

®opmar A4 (210X297)

[Ipunoxenue 27
k [IpaBuiam nprema, XpaHeHusl,
ydeTa ¥ UCTIOJIb30BaHHs JOKYMEHTOB
HanwonansHoro apxuBHoro ¢poxua
U JPYTHX apXUBHBIX JJOKYMEHTOB
BEIOMCTBEHHBIMU M YaCTHBIMH
apXyuBaMH

dopma
Kaprouka yuera HeoOHapY>KEHHBEIX apXHBHEIX JOKYMEHTOB

Kaprouka yuyeTa HeoOHApY>KEHHBIX apXUBHBIX JOKYMEHTOB
®onp Ne
B apxuBoxpaHuiniie

(Ha3BaHME apXUBOXPAHUIIMINA)



HasBanme donaa

JlaTa HeoOHapy>KEeHUs TOKYMEHTA

Homep emunuist
XpaHEHU

3aroao0BoK CAWHUIIBI
XpaHCHUA

Howmep onucu

(JiuiieBasi CTOpoHa)
®dopmat A6 (148 105)

OTMmeTKa 0 X0JIe pO3bICKa

(o6opoTHast cTOpoHA)
®dopmat A6 (148 105)

AXT npreMa-niepeiagn JOKyMEHTOB Ha XpaHEHHE

Kpaitnue nater

Kon-Bo muctoB  (

BpeMs 3By4YaHUS,

METpax)

PesynbraT po3sicka

ITpunoxenue 28
k [IpaBunam npuema, XpaHeHus,
ydeTa U UCIIOJIb30BaHUsI JOKYMEHTOB
HannonansHoro apxuBHoro ¢oHzaa
U IPYTHX apXHUBHBIX JTOKYMEHTOB
BEJOMCTBEHHBIMH U YaCTHBIMU
apX1uBaMH
®dopma
YT1Bepxaaro

(HaMMEHOBaHHUE TOKHOCTH,
(bamMITus, THUIHATIBI
PYKOBOJIUTEIS apXUBa)

(TToATCH PyKOBOAUTEIS apXHUBa)

(mara)

Ne (mata)

(ocHOBaHUE TIepeaun)

(HamMeHOBaHUE TIEPeIaBaeMOTr0 apXUBHOTO (HOH/IA)

cliall,

(HaMeHOBaHUE OpPraHU3alUU-CAATUYNKA)

IPUHSLI

(HauMeHOBaHUE apXHBa)

JIOKYMEHTBI Ha3BaHHOTO (POHJIa M HAYYHO-CIPABOYHBIN anmapaTt K HUM

Koauuectso CIAVHUI]

. Haszpanue, nHomep KonumuectBo
ITopsinkoBbIi HOMEP XpaHEeHHUs [Ipumeuanue
OITHCH AK3EMIUISPOB OMUCH
(emuHUI yuera)
1 2 3 4 5

Hroro npunsito

CAWHUIL XPAaHCHUA.




(HaI/IMeHOBaHI/Ie JOJIDKHOCTH, (i)aMI/IJ'II/IfI, (HaI/IMeHOBaHI/Ie JOJIDKHOCTH, (i)aMI/IJ'II/ISI,

MHUIHANBI, TOIHICh JIMLIA, WHUIKANGI, TOIIHICh JIHLIA,
MIPOBOIUBILIETO Tepeady) MIPOBOIUBILIETO IIPHEM)
(mata nepenaun) (mata mpuema)

ApxuBHOMY (poHIy TpucBOeH Ne
V3MeHeHus B yYETHBIE IOKYMEHTHI BHECEHBI.

(HauMeHOBaHUE JOJIKHOCTH, (haMIIIKsl, THUIIMAJIBI, IOJIIUCH JIUII (-a),
BHECIIIETO U3MEHEHUS )

(1aTa BHECEHMsI U3MEHEHHUS B YUETHBIE JOKYMEHTHI)
®opmar A4 (2107297)

[Ipunoxenue 29
k [IpaBunam npuema, XxpaHeHUs,
ydeTa ¥ UCTIONIb30BaHHs JOKYMCHTOB
HanunonansHOTo apxuBHOTO (QOoHIA
U IpyTUX apXUBHBIX TOKYMEHTOB
BE/IOMCTBCHHBIMH U YaCTHBIMU
apXyUBaMH
®dopma

VYTBepxnaro
YT1Bepxkaato

(HauMeHOBaHKE TOKHOCTH, (DAMILTHSI, HHUIIUATBI
(HauMeHOBaHUE JOJDKHOCTH, (haMuIus,
PYKOBOAMTENSI TOCYAAPCTBEHHOTO apXUBa)
HMHHIIAABI PYKOBOIUTEIIS OPTaHH3aIHHT )

(monuch pyKOBOAMTENS FOCYAaPCTBEHHOTO
(TmoAmrCH PyKOBOAWTEIIST OPTaHU3AINH)

apXxuBa)
(mara) (xata)
AKT
_ N
(MecTo cocTaBIIEHHA)

nopueMa-nepeaadun JICKTPOHHBIX OE€JI Ha IIOCTOSHHOC XPaHCHHUO

OcHoBaHue: (Ha3BaHNE HOPMATUBHOT'O ITPABOBOr'0 aKTa

B c(hepe apXMBHOIO Jiea U JeI0NPOU3BOICTBA)
B cBs13u ¢ (ucTeueHnemM cpoka BpeMEHHOTO XpaHEHHsI IOKyMEHTOB,

JUKBUJALUEH, peopraHu3alueil opraHnu3aluu, yTOUHeHHeM TPOQuIsi KOMILUIEKTOBAHUS )



(HaMeHOBaHUE OpraHU3alnu)
IepenaeT, a (HaMMEeHOBaHHUE TOCYIAPCTBEHHOIO apXHUBa) MPUHUMAET

Ha IMMOCTOSIHHOC XpaHCHUEC 3JICKTPOHHBIC JICJIa 3a rOAbl 1 HAYYHO- cnpaBquHﬁ arIiapar K Hum

KonuuectBo Kpaiitnue gatbl

Ne o/mt Ha3sanue u Ne onucu P [Ipumeuanue
JEKTPOHHBIX [T 3IEKTPOHHBIX JeJT

1 2 3 4 5

WTOro npuHATO 3JIEKTPOHHBIX JEN.
B rocynapcrBenHoM apxuBe (pOHTy TPUCBOEH HOMEP

Ilepenauy npoussen:
IIpuem npoussen:

HAaMMEHOBaHUE OJDKHOCTH, (DaMUIIHS,
HAMMEHOBAHUE TOJKHOCTH, (haMIIHS,
WHUIAAJIBL, TIOAMUCH pabOTHHKA (-OB)
WHHIMAJIBI, TOANUCH PA0OTHHKA (-OB)
BEJIOMCTBEHHOTO (YaCTHOT0) apXUBa
roCyIapCTBEHHOTO apXHBa

OpTaHU3aINH, TIPOBOJMBIIETO (-HX) MIPOBEPKY)

nara

Jara

[Ipunoxenue 30
k [IpaBunam npuema, XxpaHeHUs,
ydeTa ¥ UCIIOJIb30BaHHs JOKYMEHTOB
HanyonansHoro apxuBHOro $hoHma
U JPYTHX apXUBHBIX JJOKYMEHTOB
BEJIOMCTBEHHBIMU U YaCTHBIMH
apxvBaMHu

®dopma

Kaura y4€Tra NOCTYIUICHHUS A BEIOBITHS JAOKYMCHTOB, B TOM 9HCJIC 3JICKTPOHHEIX

Haum ITocTtynnenue BriGbiTHE HeonucauHbl
€HOBa OMMCaHHBIX OMHUCAHHBIX X gen,
HHE o v Hassa JIOKyMEHTOB JIOKyMEHTOB JIOKYMEHTOB,
OpPral. . oBa Hue m KomuuecTBo e KommdecTso e JIMCTOB
U3aln
HUE, HOMeE
u ’ P
HOMEp apXuB
CTPYK
U J1aTa HOTO
TypHO
P IIOKyM  (oHIa
ro
eHra, |,
nojpa
Mo  OIHUCH
3aene
KOTOp TOCT
HUS, P 4
OMYy  MUBII
JOJIXK
HOCTY H X
HOCTH
BpeMe BpeMe
oro |TH |MIH ocTO ocTo
Ao |Bri6Er HHOT'O HOTO
una SIHHOT JMYHO STHHOT JMYHO
$
BBIOBI BIIIHMX o ( M ( M HocTy
apXuB y
1M IOKyM CBBILI CBBILI IO
a), oT Kpaii XpaHe cocTa XpaHe cocra
2
JIOKyM E€HTOB 10 10
KOTOp Hue HHA BY HUA BY
N €HTBI ner) JIET)
ot JaThl

Jara

HOCTY



IMOCTYy MOCTY TIUBII BBIOBI

IUICHU IIMJIN H X 110

s WM HUJIH HIIH

BBIOBI BBIOBI BBIOBI
Ilops tus nwu BILIMX IIpum
JIKOBBI JIOKYM JOKYM JIOKYM €YaHU
i Ne eHTa €HTH €HTOB e

1 2 3 4 5 6 7 8 9 10 11 12 13 14 15

Htoro B roAy NOCTYITUIIO €JIMHUL] XPAHCHUS,

B TOM uncie: (udpamMu U OpONUCkIO)

(TOKa3bIBAIOTCS pa3eibHO UTOTOBBIE JaHHBIE TI0 rpadam 7, 8, 9, 13 kHurn);
BBIOBLIIO eauHuULl y4yeTa (+ JOKYMEHTOB, JTUCTOB),

B TOM 4ucie: (IudpaMu U MPOIUCHIO)

(moka3bIBaOTCS pas/ieIbHO UTOTOBBIC JaHHbIe 110 Tpadam 10, 11, 12, 14 kaurn).
HaumenoBanue 101KHOCTH pabOOTHUKA,
PacmmdpoBka cocTaBUBIIIET0 UTOTOBOIO TOIOBYIO 3aITUCH MOANUCH

(JInyHas OATMKCH)

PykoBoauTennb BEIOMCTBEHHOIO (4aCTHOIO)
PacimmdpoBka apxuBa opranu3zanuu (JIMUHas NOIMUCH) MOANUCH
JlaTa

IIpunoxenue 31
k [IpaBunam npuema, XpaHeHUs,
ydeTa U UCIIOJIb30BaHHA TOKYMEHTOB
HanyonansHoro apxuBHoro ¢oxzia
U JPYTHX apXUBHBIX JTOKYyMEHTOB
BE/IOMCTBEHHBIMH U YaCTHBIMU
apXHBaMH

dopma
Jlucr-3aBepuTens Aena

donx Ne Omuce Ne Jleno Ne
B nemo noammTo u mpoHyMeEpPOBaHO JuCT (OB), B TOM YHCIIE:




nutepHbie NeNe 1uCTOB
nponyieHHbie NeNe 1uctoB

IMPOHYMCPOBAHHBIC YUCTBIC JINCThI

+ JIMCTOB BHYTPEHHEN OMUCHU

YUTEeHO IOKYMEHTOB B BUJE BIIOKECHHUMN U MTPUIIOKEHHM, HE TTOJIEHKAIINAX
HyMepaiuu

(pa3HOBUIHOCTU JOKYMEHTOB M UX KOJIMUECTBO)

Ocobennoctu  (GopmupoBanus, odopMicHHUS,
(hU3UYIECKOTO COCTOSTHUS U y4eTa JJOKYMEHTOB Jiejia

1 2

NeNe mucToB

. Bpourtops! 1 MHBIE TeYaTHBIC H3AAHUSL
. JIuctoBkHM

. Beipesku u3 razer

. OTKPBITKH

. KonsepTsl

. Mapku nouToBble

. Mapku repOoBbIe

. lllTemITeN 1 ITOYTOBEIEC K HHBIE

O 00 0 N L AW N =

. CriennasibHbIE TOYTOBBIE OTMETKH

10. CypryuHsle, MaCTHYHBIE IT€YaTH

11. ®oTOIOKYMEHTHI

12.  Kaprtsl, mniaHbl, uYepTeXH U HHad
HAy4YHO-TEXHHYECKAs JOKyMEHTALHs

13. PucyHku, rpaBrOpbl, akBapeIn

14. ABTorpads! BUIHBIX AesTeIeH

15. CxneeHHbIE TUCTHI

16. YTpaTa yactu JIUCTOB

17. Yracaromuii TeKCT

HanmenoBanme momKHOCTH niia, PacmmdpoBKa 3amoTHUBIIETO JIHCT-3aBEPUTEI Jea
noAnucH (JTMIHAs TTOATIHUCH)

JlaTa

[Ipumeyanue:

1. aucT-3aBEepUTENb COCTABIAETCS MJId ydeTa KOJMYECTBA JIMCTOB B Jeiie U (UKCALUU
0COOEHHOCTEH UX HyMepaluu

2. JIUCT-3aBEPUTENh COCTABISETCS Ha OTACIBHOM JIUCTE (JUCTaX) U MOJIIMBAETCS B KOHIIE
nena

3. B IUCTe-3aBepUTeNie YKA3bIBACTCS U(PPAMH U MPOMUCHI0 KOJIUYECTBO MPOHYMEPOBAHHBIX
JUCTOB JIeJIa U OTAENbHO, Yepe3 3HaK "+" (IUTI0C), KOJWYECTBO JIMCTOB BHYTPEHHEH ONMHCH
JOKYMEHTOB Jiea

4. B nuCTe-3aBEpPUTENIE OTMEYAIOT CIEAYIOUIME OCOOEHHOCTH HyMepaluu, ohopmieHuss u
(U3UYECKOT0 COCTOSHUS JOKYMEHTOB Jiejia

1) cpencrTBa mouTtoBOro obOpaimieHus (MapKd BCEX BHUJIOB, KOHBEPTHI, OTKPBHITKU, OJIAHKU,
IITEMIIENIH, TITAMIIBI, TTIOMOBI)



2) me4aTtv U X OTTUCKHU

3) aBTorpadsl BHAHBIX T'OCYJAPCTBEHHBIX M OOILECTBEHHBIX JAEsTENeH, AesTeneil HayKu,
TEXHUKHU U KyJIbTYpBI

4) poTonOKYMEHTHI

5) pUCYHKH, TPaBIOPBI U aKBapen

6) kpynmHOpOpMaTHBIC TOKYMEHTBI

7) CKIIEEHHBIE JIUCTHI, IOBPEXKACHHS TOKYMEHTOB

8) IUCTBI C HAKJIIEEHHBIMU (pOTOrpadusIMH, TOKYMEHTaMHU

9) KOHBEPTHI C BIIOKEHUSIMHU U KOJIMYECTBO BJIOKEHHBIX B HUX JIUCTOB (IIPEAMETOB)

10) 7OKyMEHTBI, UMEIOIINE CAMOCTOSITEIIbHYI0O HyMepaluio (B TOM YHCIIe U TUTIOTpadcKkue
MaTepHalibl), U KOJTUYECTBO UX JIMCTOB (CTPAHMI)

5. ecnu Ha OJTHOM JIMCTE JIeJla UMEETCsl HECKOJIBKO 0COOEHHOCTEN 0(popMIIeHHs JOKYMEHTA,
TO B Tpade 2 IMcTa-3aBepuTeisi MPOCTABIIAETCS HOMEP 3TOTO JIUCTA MPOTUB KAXKI0M MO3UIUU
rpadsi 1

6. eclid B JOKyMEHTE Ha OJTHOM JIHCTE UMEETCSI HECKOJIBKO MAapOK M MHBIX MaTE€pUaJOB, TO B
rpade 2 B ckOOKax mociie HOMepa JUCTA JIeNIa YKa3bIBACTCA UX KOJIMYECTBO

7. ecnu B Jiee UMEIOTCS MIPEAMEThI, HyMepalisi KOTOPhIX HEBO3MOXKHA U3-3a 0COOEHHOCTEN
Marepuasna, u3 KOTOPOro OHU MCHOJHEHHI (CTEKJIO, MeTajll, TKaHb U MHBIE), TO B rpade 2
YKa3bIBarOTCS HOMEPA JIMCTOB, MEXKTy KOTOPBIMH HAXOAUTCS TAHHBII NpeaMeT

8. Bce MOCJIEAYIONIME W3MEHEHHS B COCTaBE€ M COCTOSIHUU Jiena (MOBpEeXIeHUEe, 3aMeHa
MOJIMHHBIX JOKYMEHTOB KOINMSIMH, MPUCOEAMHEHUE HOBBIX JOKYMEHTOB) OTMEYAIOTCS B
JIUCTE-3aBEPUTENIE CO CCHUIKOW HA COOTBETCTBYIOIIMM aKT

9. IUCT-3aBEPUTENL HE HYMEPYETCS

®opmar A4 (210X297)

[punoxenne 32
k IlpaBuitam npuema, XpaHeHUs,
yue€Ta 1 UCII0JIb30BaHUA TOKYMEHTOB
HanunonansHoro apxuBHoro GoHua
U IpyTUX apXUBHBIX TOKYMEHTOB
BE/IOMCTBEHHBIMU M YaCTHBIMH
apXUBaMH

®opma

ITacmopT BeTOMCTBEHHOTO (TaCTHOTO) apXHBa OpraHW3aIMH, XPAHAIIEr0 HAyIHO-TCXHUIECKYIO
JNOKYMEHTAITHIO

Komy npexacrasisiercs

(odunmanbHOE HAMMEHOBAaHUE TOCYJAPCTBEHHOTO apXHBa U €ro MOYTOBBIN a/Ipec)
Kewm npexncraBnsercs

(Oq)HHI/IaHLHOC HaAanMMCHOBAaHHC OTqHTBIBaIOMGﬁCH opraHu3anuvu 1 €ro MMOYTOBBIM azxpec)



(popMa cOOCTBEHHOCTH OTUUTHIBAIOIIECHCS] OPTaHU3AIUH )
[TacnopT apxuBa opraHu3alyu, XpaHs;Iero HayYHO-TeXHUYECKYIO JOKYMEHTAIIHIO,
Ha 1 nexalps roja

1. O0Oune cBeaeHus

KonunuectBo CAVHUI XpaHCHUA

KpallHue J1aThl XpaHUTCS CBEPX
[Mopsankoseiit No  Tlokazatenu YCTaHOBJIEHHOTO
BCEro
HavaJibHas KOHEYHast (moroBopHOTO)
cpoka
1 2 3 4 5 6
Hayuno-uccneno
BaTeIbCKas
Koncrpykropcka
P
TexHomornuecka
1
[IpoexTHas

IIpouue Buab
Bcero
2. HayuHo-TexHuuecKkass TOKyMEHTallUsi, OTHECEHHas K cocTtaBy HanuoHanbHOrO
apXuBHOro (poHIa

Komnnuects KonunuecTBo enuHuL XpaHeHUs!
Kpaiinue nater

0 nepeyHei KpaifHue JaThl
IIPOEKTOB,
mpo0uiem,
HAY4HO-TE
XHAYECKas XPaHUTCS
IMopsaxos Iloxazaten AokymerTa cBepx
s No " oust 10 BHECEHHBIX YCTaHOBJIE
KOTOPEIM  payanphas kowewnas B OUHCH  yayampHas KoHeyHas HHOTO  (
HOJJICIKUT JOTOBOPHO
nepenaue r0) cpoKa
H a
TOCYAapcTB
€HHOE
XpaHeHue
1 2 3 4 5 6 7 8 9
HayuHno-uc
crenoBarel
bCKas
Koncerpykr
opckas
TexHonoru
qyecKas

IIpoexTHas



IIpoune
BUJIBI

Bcero

3. YnpaBieHueckas TOKyMEHTalus

KommuectBo enuHMIl XpaHEHUS

M3 HHX BHECCHO B OIIUCH,
YTBEp)KACHHBIE (coriacoBaHHbple) XPaHUTCA
[opsaxos  ITokasaten KpaifHue aThl OIIK mecTHOrO HCmogHHUTENbHOrO CBEPX
brit Ne u BCEro opraHa  (pecmyOIMKaHCKOTO YCTaHOBJIC
rOCyIapCTBEHHOTO apXHBa) HHOTO
. JIOTOBOPHO
KpaifHue NaThl
HayaJlbHasi KOHEYHasi  BCEro ro) cpoka
HadajbHAs KOHEYHAS
1 2 3 4 5 6 7 8 9
[HocTosiHHO
1 r o
XpaHeHUs
IT o
2 JINYHOMY
cocTaBy
4. Kaapsl
VYcnoBus XpaHEeHUs TOKYMEHTOB (HYKHOE TIOAYCPKHY T
ApPXUBOXpaHWINIIA: €CTh, HET; CYX0€, CHIPOE; CBETIIOL,
TEMHOE
[Topsikosbrii Ne Buipl apXuBOB  Oromenne: nentpaRABECHERR LT HTEERRRYEFHIKOB
1 2 Crennaxu: MeTaNIB4eCKUe, CPEBSIHHEBIE,
! Hayuno-Texnnu&OMOHHIPOBAHHbIC, HET
nokyMentamuu  LIKaQbl: IepeBSHHbIC, METAIMYECKHE; HET
o CHFHaJ‘IHS&al&/IfIHI TIOYKapHasi: eCTh, HET;
2 VipasneHueckoil TOKyMEHTALUN

OXpaHHas: €CTb, HET

YuTanpHBIN 3aJ1: €CTh, HET

TemnepaTypHO-BIIaXKHOCTHBIM PEXKUM:

co0roaeTcs, He COOMoaaeTcs

HaumenoBanue JOJKHOCTH PYKOBOJAHUTCIIA OPraHrU3aliu

(JIMYHAst TOANKCH) MOAUCH
JlaTa

®dopmat A3 (297x420)

Pacmmdpoka

(pamunus u TenedoH UCTIOTHUTETIS )

[Ipunoxenune 33
k [IpaBunam npuema, XpaHeHus,
y4eTa U UCIOIb30BaHUs JOKyMEHTOB
HannonansHoro apxuBHoro ¢oHaa
U IPYTHX apXHUBHBIX JTOKYMEHTOB
BEJOMCTBEHHBIMH U YaCTHBIMU
apXuBaMH

®dopma



Hacnopr apX#uBa OpraHu3anuy, XpaHAMICTO JJICKTPOHHBIC JOKYMCHTHI

Komy npeacrasisieTcs

(o¢uumanbHOE HAMMEHOBAaHUE TOCYJAPCTBEHHOIO apXMBa U €ro NOYTOBBIN a/Ipec)
Kewm npencrasnsercs

(odunmanbHOEC HAUMEHOBAHUE OTYUTHIBAIOIICICS OpraHU3allui U €T0 TTIOUYTOBBIN aJIpec)

(popMa cOOCTBEHHOCTH OTUUTHIBAIOIICHCS] OPTaHU3AIUH )
[TacnopT apxuBa OpraHu3aluy, XPaHsIIEro AIEKTPOHHbIE TOKYMEHTHI,
Ha 1 nexalps roja

1. CBenenust 00 AJIEKTPOHHBIX JOKYMEHTaX

Caenenust 00 3JICKTPOHHBIX TOKYMEHTaX
KomanuectBo

KOJINYECTBO KpaifHue NaThl
creruduaec O6beM p A

ITopsinkoBbIit Mokasarenm K H X 3alIMCaHHON .
No un(opmaty  HHGOpMALH XpaHEHHUS  3aIUCaHHOM
OHHBIX " 3JNIEKTPOHHBI HHPOPMALM yayanpHas  KOHEYHAs
pecypcos X u (M6r)
JIOKYMCHTOB

1 2 3 4 5 6 7 8

€INHUIL 00BeM

2. Kagpsl

VYcinoBust XpaHEeHUs JOKYMEHTOB (
HYXHOE€ TIOTYEPKHYTb)
ApXHNBOXpaHWJIWINA: €CTh, HET;
CyXo0€, CBIPOE; CBETJIOE, TEMHOE
OTtomnuieHne: IeHTpalIbHOe, TIEYHOE,
OTCYTCTBYET

Cremnaxu: METaAJITMYCCKHUEC,

Ne Bune! apxuBos AERTHAEERG uﬁ%%?ﬁ%‘ﬁ%%%%&?&

HET
1 2

ﬁ_IKa(bLIZ JIepEeBsAHHBIE,
1 DJIeKTPOHHBIE TOKYMEHTHI MeTaJUTHYeCKUe; HeT

Curnanusanus: mokapHas: €CThb, HET
>

OXpaHHasl: €CTh, HET

YuTanbHBIN 3aJl: €CTh, HET
TemnepaTypHO-BIaKHOCTHBIN
pexuM:

cobumofaeTcst, He coOI0IaeTcs
HaumenoBaHue HOJKHOCTH PYKOBOJIUTEINSI OpraHU3AIUN Pacmmdpoka
(JTMYHAs TTOAMKCH) TIOATHCH
JlaTa

(bamunms u TenedoH UCTIOTHUTETIS)

®opmar A3 (297x420)



[Ipunoxenue 34
k [IpaBuiiam npuema, XpaHeHus.,
ydeTa U UCIIOIb30BaHHA JOKYMEHTOB
HamyonansHoro apxusHoro ¢oxzia
U IpyTUX apXUBHBIX JTOKYMEHTOB
BE/IOMCTBEHHBIMH U YaCTHBIMHU
apXUBaMH

dopma
Hacnopr apXuBa OpraHu3anuy, XpaHAMICTO ayANOBU3YAIIbHYIO JOKYMCHTAIIHUIO

Komy npeacrasisieTcs

(opunmanbHOE HAaMMEHOBAHNE TOCYAAPCTBEHHOTO apXHMBa M €T0 TIOYTOBBIA aJIPec)
Kewm npeacraBnsiercs

(odunmanbHOEe HAMMEHOBAHUE OTYUTHIBAIOIICIICS OpraHU3allul U €r0 TTIOUYTOBBIN aJIpec)

(dbopma coOOCTBEHHOCTH OTUYUTHIBAIOIICUCS OpraHU3aIuH)
[TacmiopT apxuBa opraHu3alyu, XpPaHAIIEro ayAHOBU3yIbHYIO IOKYMEHTAITHIO,
Ha 1 nexabps rojaa

1. KuHOnOKyMEHTBI

KonuuectBo CANHUL XpaHCHU

KpaiiHH1e JaThl W3 HHUX BHECEHO B OIKCH,
YTBEp)KAEHHbBIE (coriacoBaHHble) XPAHUTCA
[opsaxos ITokasaren OIIK mecTHOro HcmojHUTeNnbHOro CBEPX
bIii No u BCEro opraHa  (pecmyOJIMKaHCKOTO yCTaHOBIIC
HayajbHasg KOHEYHAs TroOCyAapCTBEHHOI'O apXHBa) HHOTI'O (
. JIOTOBOPHO
KpaiHue 1aThl
BCETO r0) CpoKa
HadajJbHas1s KOHE€YHas
1 2 3 4 5 6 7 8 9
| Ha 35-mm
TUIEHKE
) Ha 16-mm
TUICHKE
2. ®OTOIOKYMEHTHI
KonmuuecTBo eMHMIl XpaHEHUS
KpaﬁHHe JaThbl N3 HHX BHCCCHO B OIIMCH,
YTBEPKAECHHBIE (COTIIACOBAHHBIE XpaHHTCA
) OIIK MECTHOTO cBEpX
[opsiakos S HCIIOJIHUTENBHOTO0  opraHa  ( YCTAHOBI
bIit No BCEro - pecnyOIUKaHCKOTO eHnoro (
. KOHEYHAasl TOCYIapCTBEHHOTO apXHBa) JIOTOBODH
KpaliHHe J1aThl 0TO0)
BCETO HaYaIbHa cpoxa
KOHEYHAast
s

1 2 3 4 5 6 7 8 9



4epHO-0¢
JIBIE

Herartuser

IIBETHBIE

ITo3utuB 4epHO-O€
Bl Ha Jble
TUIEHKE,

JTATIO3UT

HBEI ( IIBETHBIC

Claipl)
doTooTIIeuaTKH

KOJIMYECT
B O
doroans6 aTHOOMOB

OMBI KOJIMYECT

B O
CHUMKOB

3. ®OHOAOKYMEHTHI

KomnnuectBo CAWHUI] XpaHCHUA

KpaliHue JaThbl

Ilopsnkos Ilokazaten

a4 BCETO
HayajbHAasg KOHEYHas

2 3 4 5

MarsuTHBI
€ 3almcu

I'pammodo
HHBIE
3amucu

3amnucu Ha
HHBIX
HOCHTEISX

4. BusieoqOKyMeHTbI

KommuectBo CAWHUL XpaHCHUSL

KpaiiHue 1aThbl

IlopsinkoB IlokazaTen

U3 HHUX BHECEHO B OIHUCH,
YTBEpKICHHbIE (COTJIACOBAHHBIE)

OIIK MecTHOro MCIIOJHUTEILHOTO
oprana  (pecmyOIMKaHCKOTO
roCyJapCTBEHHOTO apX1Ba)
KpalHue J1aThbl
BCETO
HavajlbHasg KOHEYHas
6 7 8

W3 HHUX BHECEHO B OIIHCH,
YTBEpXKJACHHBIE (COTIAaCOBaHHBIC)

OIIK MeCTHOro HCHOJIHHUTEILHOTO
oprasna (pecnyOMKaHCKOTO
rOCYTapCTBEHHOTO apXUBa)
KpaiHue 1aThbl
BCEro
HavallbHAs KOHEYHas
6 7 8

n BCEro
HadajgbHasg KOHCYHas
2 3 4 5
5. Kazper

VYcnoBust xpaHeHHs JOKyMEHTOB
(HyKHOE MTOTYEPKHYTH)

XPaHUTCS
cBEpPX
YCTaHOBIIE
HHOTO  (
JIOTOBOPHO
ro) cpoka

XpaHHUTCS
cBEpX
yCTaHOBIIE
HHOTO  (
JIOTOBOPHO
TO) CpoKa



IMopsaxoBkii Ne Busl apxupos  /\PXMBOXDAHIIMINAK GG HGEoYXATHERNNG CREARES

) 5 TEMHOE 3
OToruteHne: NEHTPATBHOE, IEYHOE, OTCYTCTBYET
1 PuibmoTeKH Crenaxu: METaIIndYeCKue, JIepeBsHHbIC,
2 doroTexu KOMOMHHPOBaHHbBIE, HET
3 DOHOTEKH [kader: qepeBsSHHBIC, METAJUIMICCKHE; HET
Curaanm3anus: oxapHas: eCTh, HET;
4 Bupneorexn
OXpaHHas: €CTh, HET
YUuTanbHBIN 3311 €CTh, HET
TemrepaTypHO-BIaXKHOCTHBIN PEKUM:
co0I0JaeTcs, He COOMIoaaeTCs
HanmenoBanne 10mKHOCTH pYKOBOJMTEISI OpraHU3aluu Pacmmgposka

(JTMYHAs! TOAMKCH) TOATHCH

Jata (bamunus u TeneoH UCTIOTHUTEIIS )
dopmar A3 (297x420)

[punoxenwne 35
k [IpaBuiiam priemMa, XpaHeHHs,
ydeTra U UCTIOb30BaHHS JIOKYMEHTOB
HarronansHoro apxuBHOTO (hoHIA
U IPYTUX apXUBHBIX JTOKYMEHTOB
BEJIOMCTBEHHBIMHU U YACTHBIMH
apXHUBaMH

®opma

ITacmopT BeJOMCTBEHHOT'O (9aCTHOT'O) apXHBAa OPTraHM3AIUH, XPAHALIETO YIIPABICHIECKYIO
JOKYMEHTAIIHIO

Komy npexacrasisiercs
(opunmanbHOE HAMMEHOBAaHKE TOCYAAPCTBEHHOIO apXHBa U €ro MOYTOBBIN aJIpec)
Kem npencrasnsercs

(Oq)HHI/IaHBHOC HaAanMMCHOBAaHHC OTHHTBIBaIOHICﬁCH opraHui3anuvu 1 €ro MMOYTOBBIM azxpec)

(dbopma coOOCTBEHHOCTH OTYMTHIBAIOIICHCS OpraHu3aIliH)

ITACIIOPT apxuBa opraHu3aiuu, XpaHsILIEero YIIpaBIeHYECKYO JOKYMEHTAIIHIO,
Ha 1 mexabps rojaa

1. OO1me cBeneHus

Inomans 3arpyXxeHHOCTH
o KommuectBO APXUBHBIX
ITopsiaxoBerii Ne (boH10 ApXUBOXPAHUINL] B ApXUBOXPAHUIUL] B
HI0B
KBaJpaTHBIX METpax IMpoUCHTax
1 2 3 4
2. CBeneHus 0 TOKyMEHTaxX
KOJ'II/I‘{GCTBO CANHHNI XpaHCHU A
KpaﬁHHe aThbl N3 HHX BHECCHO B OIIMCH,
yTBEpKIEeHHBIE (COTJIACOBAHHBIC XpaHHTCS
) OIIK MECTHOTO cBepx

HUCIIOJIHUTCIBHOTO OpraHa ( YCTaHOBJ



HOpﬂﬂKOB IlokazaTe Bcero HaydaJlbHa peCHyﬁJ’II/IKaHCKOFO CHHOT'O ( o6pa3yeTC
KOHCYHas

b1l No m s TOCYTapCTBEHHOTO apXUBa) JIOTOBOPH si B TOJ
KpaliHue J1aThl oro) Aen
cpoka
BCCro HavaJibHa
KOHEYHas
o
1 2 3 4 5 6 7 8 9 10
ITocTosinn
1 oToO
XpaHSHUS
IT o
2 JIMYHOMY
COCTaBY
3. Kazpsr
VYcaoBus XpaHeHUS TOKYMEHTOB (
HY>KHOE TIOTYEPKHYTh)
ApXUBOXpaHUJIUILA: €CThb, HET;
CyXo0e, CBIPOE; CBETIIOE, TEMHOE
OToruieHre: IEHTPATBHOE, TIEYHOE,
OTCYTCTBYET
Cremraxku:  MeTaJUIMYECKHE,
JIEpeBSIHHBIE, KOMOMHHPOBAHHEIE,
[TopsinkoBerit No Konuuectso ulTaT%;?( ;P OOTHHKOB
K %m: JIepEeBsSHHBIE,
METaJUTHYECKUE; HET
Curnanmusanus: moxxapHas: €CTh, HET
5
OXpaHHas: ecTb, HET
YuTanbHBIN 3aJ1: €CTh, HET
TemnepaTypHO-BIaKHOCTHBIN
PEXKHM:
coOro1aeTes, He COOIoaeTCst
HaumenoBaHue 10JDKHOCTH PYKOBOJIUTEIS] OpraHU3auu PacmugpoBka

(JIMYHAst TOANKCH) MOAUCH

Hata (pamunust u TenedoH UCTIOTHUTENS)
®opmat A3 (297x420)

[Ipunoxenue 36
k [IpaBunam npuema, XpaHeHwUs,
yueTa M UCTOJIb30BaHHs JOKYMEHTOB
HarronansHoro apxuBHOTO (hoHIA
U IPYTHUX apXUBHBIX JIOKYMEHTOB
BEIOMCTBCHHBIMHU U YaCTHBIMH
apXuBamu

dopma

Kaura ygera 31eKTpOHHBIX HOCUTENIEH apXyBa OpraHH3aiu

(HarMeHOBaHHE OpTaHU3AIAH)



Xpanwmiie No
B niepuon ¢ 1o

. ApxuBHOE O0BeM 3IEKTPOHHOTO
WuBentapH 3aBoackoil .
. obOo3HaueH Bun HOCHTENs (MerabauT)
Hdata BIi HOMEp HOMED
u e 3JEKTPOHH Cpok CocTosiHue
perucTpan 3JICKTPOHH JJIEKTPOHH
oro oTo 9JIEKTPOHH O T O XpaHeHus  (HaJIM4Yue)
un r r i i
0T 0 HocuTens  SAHATHIHA CBOOOHBIN
HOCHUTENS  HOCHUTENS
HOCHTEIS
1 2 3 4 5 6 7 8 9

®dopmart A4 (210X297

[Tpunoxenne 37
k [IpaBunam npuema, XpaHeHus,
ydeTa U UCIOIb30BaHUs JOKyMEHTOB
HannonansHoro apxuBHoro ¢oHzaa
U IPYTHX apXHUBHBIX JTOKYMEHTOB
BEJOMCTBEHHBIMH U YaCTHBIMU

apXuBaMH
®dopma
OTHKeTKa JJICKTPOHHOI'O HOCHTECIIA
HaumenoBanue apxuBa ApxuBHOE ob6o3HaUeHHNE Jara perucrpauuu JIEKTPOHHOIO
OpraHu3aIix JIEKTPOHHOI'O HOCUTEJIS HOCHTEJS
NuBeHTapHBIU Ne

3aBozckoit No JISKTpOHHOTO HOCHTENS
JIEKTPOHHOTOHOCHUTENS

Ne nena mo omnucu

®dopmar A4 (210X297)

[punoxenne 38
k IlpaBuiiam npuema, XpaHeHus,
yue€Ta 1 UCI0JIb30BaHUA TOKYMCHTOB
HanunonansHoro apxuBHoro Gouua
U IpyTUX apXUBHBIX TOKYMEHTOB
BE/IOMCTBCHHBIMU M YaCTHBIMH
apXUBaMH

®opma

Kaprouka 31eKTpOHHOr0 HOCHTEIA apX¥Ba OpraHH3aHuy

(HauMeHOBaHHE OpTaHU3AIAH)

Xpanunuiie No
MuBeHTapHbIll HOMEP
3aBojCKOI HOMeEp
ApxuBHOE 0003HAYCHHUE HNEKTPOHHOTO HOCUTEJISI
Bun 351eKTPOHHOTO O HOCUTEILA
EMKOCTB 37IeKTpOHHOTO HOCHTENS (MeTabaiT)

JIaTa MOCTYIICHUA 3JICKTPOHHOT'O HOCUTEIIA



JaTa BBOJIa B DKCIUTYaTaIMIO 3JIEKTPOHHOTO HOCUTEISI
T'onen no
CocTosiHHE AIEKTPOHHOTO HOCUTEIIS

[lepeuens xpaHUMBIX (aiilyioB

KonTponarHas

Ne i/mt Nwms daitna xapakTepucTtuka/odobemM  JlaTta 3amucu
¢aiina (MeradbaiT)

1 2 3 4

YdeT 1BUXKEHUS SJICKTPOHHBIX HOCUTEIIEH

Ne ni/m NN Brizan Beigan kem Aara Beigan no Bosspame  [punsn  Hara
KoMy Kyna BBIIAYH H KEM KTO BO3BpaTa
! 2 3 4 5 6 7 8 9

VYyet npoBeneHus: NpoPUIaKTUIECKUX padoT

HaTa
PesynbraTsl Ucnonnurens
Ne o/mt BBITIOJTHEHUS Bun paboter [Ipumeganne
paboTsl paboTsI
paboTHI
1 2 3 4 5 6

[Ipumeuanue. Ilone "Bug paboThl" MOXkeT NpUHUMATH 3HAYCHUSA: MPOBEpPKa
KOHTPOJIbHBIX Xapaktepuctuk (KX);

KOIMAPOBAHHC 110 OKOHYaHUH CPOKa XpaHCHHUA, BOCCTAHOBJICHHUC.
[Ipunoxenue 39
k [IpaBunam npuema, XxpaHeHUs,
ydeTa ¥ UCTIONIb30BaHHs JOKYMCHTOB
HanyonansHoro apxuHoro ¢oxzia
U JPYTHX apXUBHBIX JTOKYMEHTOB
BEJIOMCTBEHHBIMHU U YaCTHBIMH

apXUBaMu
dopma

HuBenTapHas KHUTA y9€Ta HAyIHO-TEXHUIECKON JOKYMCHTAIIMHA

WNuBeHntapn lata O603HaueH Haumenos IToanuce o

bIil HOMEp CO3MaHUs U € Konuuectn Dopmar aHUue Kewm npuemke [Ipumeuan

€IMHUIBI  EIWHWII EIUHMIBI O JUCTOB P C€IMHULB  BBINYIICH JIOKYMCHTO HE

ydeTa ydera yaeTa ydera B

1 2 3 4 5 6 7 8 9

Hroro B roay nocCTymnuiio CIAWHMUII y4CTa.

(tmudpaMu ¥ IPOITHUCHIO)

HanmenoBanue 10mkHOCTH paboTHHKA, PaciindpoBka COCTaBUBIIIETO UTOTOBOIO TOJIOBYIO
3aIUCh noAnucy (TM4Hasi MOAIHUCH)

PykoBoauTenb BeIOMCTBEHHOTO (4aCTHOTO) PacmudpoBka apxuBa
opraHuzanuu (TU4Hasi NOANUCH) OAMUCH

Jlara
®dopmat A3 (297X420)

IIpunoxenue 40



k [IpaBunam npuema, XpaHeHUs,
ydeTa ¥ UCTIONIb30BaHHs JOKYMCHTOB
HanmonansHOTO apXuBHOTO (QOHIA
U IpyTUX apXUBHBIX TOKYMEHTOB
BEZOMCTBEHHBIMU M YaCTHBIMU
apxXuBaMHu

dopma
KapTocha perucrpanuu HaY‘]HO-TCXHK‘ICCKOﬁ AOKyMCHTAIINA

JIuueBast CTOpOHa
Homep kommnekca Howmep oObekra
Iudp odbekTa
HaunmMenoBanne xomiekca
HaunmenoBanune o0bekTa
Craaus npoekra
T'ox pa3paboTtku
Otnen-pa3paboTuuk
I'maBHBIN MHXXEHEP MPOEKTA
TexHoIOrMYECKast OpraHU3aIUSL

IIpumeuanue

O6opoTHas cTopoHa

Mapka u HoOMepa

ara HBEHTapHbIII HOME OJIM-Y€CTBO JTUCTOB  MecTo XpaHe-Hus
n K M

JINCTOB

1 2 3 4 5
®dopmat AS (148X210)

[Ipunoxenue 41
k [IpaBunam nmpuema, XpaHeHHUs,
ydeTa U UCIIOJIb30BaHMsI JOKYMEHTOB
HannonansHoro apxusHoro ¢oHaa
U IpyTUX apXUBHBIX TOKYMEHTOB
BEIOMCTBEHHBIMH U YaCTHBIMU
apxXuBaMHU

®dopma

HuBenTapHas KHUTA y9€Ta HAyIHO-UCCIIEI0BATENHCKOM JOKYMEHTAAA

PyxoBo
Howmep s
JIUTEID Komnnue
Haumen rocynap OTMmeTK
Hata Konuue ctBO 1M
IMopsink O603Ha oBaHHME CTBeHHO Pazpabo a o Ilpumeu
N noctyn Jrtan . OTBETCT CTBO  HOMeEp
oBbIii No ueHue U HoMep U TYHK . BHIOBITH aHHE
JICHUS BEHHBII JINCTOB 3K3EMILI
TEMBl  PETUCTP u
UCTIOJH spa
anuu
UTEIIb)
1 2 3 4 5 6 7 8 9 10 11 12

Htoro B roay nocCTyImnuiio CIAWHUI] XpaHCHUS, BBIOBLIIO




MPOIHCHIO)

equHull XxpaHeHus. (mudpamu u nponuckio) (uudpamMu u

HanmenoBanmue qomxHOCTH paboTHHKa, PacmmdpoBka COCTaBUBIIETO UTOTOBOIO T'OJIOBYIO

3alluChb

PykoBoauTenb BeIOMCTBEHHOTO (4aCTHOTO)

MOJNUCH (JTMYHAS TTOJIIHCH)

opraHuzanuu (JTU4Hasi OANUCH) OAMUCH

Jlara

®dopmat A3 (297X420)

[Ipunoxenue 42
x [IpaBunam mpuema, XpaHeHHUs,
ydeTa U UCIOJIb30BaHMsI JOKYMEHTOB
HanunonansHoro apxuBHOTO (oHIA
U IpyTUX apXUBHBIX JTOKYMEHTOB
BEIOMCTBEHHBIMH U YaCTHBIMU

JXypHan perucTpaiy 3asBOK Ha BhIJady ATeHTa Ha H300peTeHune

Home
Jlarta Bxopgsg P
N rocyzaap
noctyn W
Tlopsiax CTBEHHO
. .. JICHHS HOMep
0BBbIN Ne
3asBJICH 3asBJICH
peructp
ust us
aIuu
1 2 3 4
®dopmart A4 (210X297)

Crpana

HasBanu
H e
n3o0per
eHUs

ABTOpHI

apxuBaMu

®dopma

ITaTenT
., Anpec,
3asiBUTE HEIU Okcnep
enedo
moBepe T
. H, (akc
HHBbIN
8 9 10 11

[punoxenne 43
k [IpaBunam npuema, XpaHeHus,

PacmudpoBka apxuBa

Cymma,
oruiaue
HHOM
TTOILTAH
Bl, J1aTa
1 HOMEp
TIaTEX
HOTO
JIOKyMe
HTa

12

y4eTa ¥ UCTIOIb30BaHUS TOKYMEHTOB
HarmmonansHoTro apxuBHOTO (QoHIA
U IPYTHX apXHUBHBIX TOKYMEHTOB
BEIOMCTBCHHBIMHU U YaCTHBIMHU

VueTHas KapTO9Ka €IUHHUITE yIeTa DIEKTPOHHBIX JOKYMEHTOB

JIMLIEBas CTOPOHA KAPTOYKHU

HaunmenoBanue

opraHusanmu,

oT

OTMETKA 0 HAIUYH

apXuBaMH

®opma

u

KOTIHH JOKYMCHTOB

Jlata noctyruieHus



KOTOpOW MOCTYIMWINA 3aroJioBOK enuHUIBI HoMmep eIMHWIBI Ha 3ICKTPOHHBIX
JIOKYMEHTEI ydera XpaHCHHS HOCHTEISX
nH(pOopMAaIH
. KomnuecTBo 3amucen
®dopmar Bun nocurens O0wem B MOaiiT
71t 0a3bl JaHHBIX
Cpok xpaHeHus MecTo xpaHeHus IIpumedanus

000pOTHasE CTOPOHA KapTOUKH

Bun paboter Homep axta

HoBwit
(mepeszanmch, nepesanucu  [lara

opMar
MUTpanys) ¥ MUTpaIuu $op

®opmat AS (148X210)

O6bemMm B Bupg

Moaiit HOCHUTEIIS

Ilonmnuce

Jlara coznanust

JIMIna,

BHCCHICTO 3aIIUCh

IHoxnuce
Howmepa

nuIna,
eIMHUI

BHECHIETO
XpaHEHUS

3aIuCh

[Ipunoxenue 44

k [IpaBunam npuema, XxpaHeHUs,

ydeTa U UCIIOJIb30BaHUsI JOKYMEHTOB
HammonansHOTO apxuBHOTO (poHIA

" JpYTUX apXUBHBIX JOKYMEHTOB

BEJIOMCTBEHHBIMHU M YaCTHBIMHU
apXvuBaMu

OdunmansHOE HAMMEHOBAHUE OPTaHU3AIUN

XKypHan ydeTa MUTpayy U Iepe3amiced AIEKTPOHHBIX JOKyMEHTOB

1. mocTossHHOTO XpaHCHUA 3a I'OJAbI:

O6bem
MHTPUPYE
Komuuect PHPY
HazBanue . M BI X
Kpaitnue B o
Wupekc paspena, JIOKyMEHT
No Hara IaThl JOKYMEHT
9JIEKTPOH 3aroJIOBOK OB H
n/n MUTpaluu 9JIEKTPOH OB B
HOTO Jiefia 3JIEKTPOH 3JIEKTPOH
HOTO Jiefia DJIEKTPOH
HOTIO Jeja HOM BHJIE
HOM JIeJIe
3JIEKTPOH
HOTO Jieja
1 2 3 4 5 6 7

dopma

Haunmeno
BaHHE
3JIEKTPOH
HOTO
HOCHUTEJIS
I o
MUTpanu
nu
repesamn
cu

8

2. Jlena BpemenHoro xpanenus (cBoiiie 10 jeT) 3a rojs:

O6bem
MUTPUPYE
Komnaecr PHPY
Hazpanue 5 M BI X
paiinue B 0
Wnnexc pasgena, JIOKYMEHT
No Jara IaTBHI JOKYMEHT
AJIEKTPOH 3aroJIOBOK OB U
/11 MHUTpaLuu DJIEKTPOH OB B
HOTO Jiefla 3JEKTPOH SJIEKTPOH
HOTO Jiefa dJIEKTPOH
HOTO Jeja HOM BHJIC
HOM Jiefie
3IEKTPOH
HOTO Jiena
1 2 3 4 5 6 7

Haunmeno
BaHHE
3JIEKTPOH
HOTO
HOCHUTEIS
I o
MUTpaniu
u
repesan
cn

8

Haunmeno
BaHHE
3JIEKTPOH
HOTO
HOCHUTEIIS
mocie
MUTpaliu
nu
repes3anu
cu

9

Haumeno
BaHHE
3JIEKTPOH
HOTO
HOCHUTEJIS
mocie
MUTpanu
i
repes3anu
cn

9

Cnocob
MUTPAIAH
u
nepesanu
CH KaHala
nepenavn

10

Croco6
MUTPALUH
u
nepes3anu
CH KaHaja
nepeaagu

10



3. Jena no JIMYHOMY COCTaBY 3a F'OJbI:

Hanmeno Haummeno

O6bem
BaHUE BaHUC
MUTpHpYye
Kommaect papy ANEeKTpoH 3ekTpoH Crmocob
HasBanue 5 M BI X
Kpaitaue B o HOTO HOTO MUTPALUH
Wnnexc paspena, JOKYMEHT
Ne Hara aThl JOKYMEHT HOCUTEI HOCUTEN U
3JIEKTPOH  3ar0JIOBOK 0B H
n/m MUTpaH 9JNIEKTPOH OB B I o nocie nepes3anu
HOTO JieNla 3JIEKTPOH 3JEKTPOH
HOTO JieJla 3JIEKTPOH MUTpalli MUTPALUK CH KaHaja
HOTO Jiena HOM BHJIE
HOM JieIie u n nepeadn
AJIEKTPOH
nepesary  Iepes3anu
HOTO Jienia
cHu cu
1 2 3 4 5 6 7 8 9 10

XapaKTepI/ICTI/IKa QJICKTPOHHBIX NOKYMCHTOB 10 HepGBaHI/ICI/I/ MUI'pAUU:

dopmar , 00beM (MOaiiT), KOJMYECTBO MU HOMEPA €IMHULL XPAaHEHHUS
XapaKkTepucTHKa 3JIEKTPOHHBIX JJOKYMEHTOB IOCIIE Mepe3anucy/MUTpaLivu:
dbopmar , 00bem (MOaiiT), KOJIMYECTBO U HOMEPA €IMHULL XPaHEHHUS

[Ipunoxenue 45
k [IpaBunam npuema, XxpaHeHUs,
ydeTa ¥ UCTIONIb30BaHMs JOKYMEHTOB
HanwonansHoro apxuBHoro ¢poHua
U JPYTHX apXUBHBIX JTOKYMEHTOB
BEJIOMCTBEHHBIMHU U YaCTHBIMH
apXHUBaMH

dopma

ApxwuBHas crpaBKa

(ma3BaHMe apXHBa OpraHM3aIuy) (IOYTOBLIH HHIEKC, aapec, TeredoH, (akc)

ApxwuBHas crpaBKa

Ne Anpecat

Ha Ne oT

OcHoBanue:
HupexTop apxuBa nognuck PacmmdpoBka noanucu
Ucnonaurens noanuch PactmmdpoBka noamnvcu

Ileuats
®opmat A4 (210X297)
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Munucrepcra roctuiun Pecniyonuku Kazaxcran



