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1. O0mme moJ10KeHUs1

1. TunoBsle MpaBWIIa TOKYMEHTUPOBAHHUS U YIIPaBIeHUS AJoKyMeHTanuen B LIAMuO
(manee — TumnoBkle mpaBmiia) pa3paboTaHbl B COOTBETCTBHUH C MOAMYHKTOM 2-2) TyHKTA 2
cratbu 18 3akona Pecniyonuku Kazaxcran ot 22 nexadps 1998 rona "O HanmonansHoM
apXuBHOM (hOHJIE U apxuBax .

2. TunoBble MpaBuiia YCTAHABIMBAIOT MOPSAAOK OPraHU3aLNH TOKYMEHTUPOBAHHUS
YIPABJIEHYECKOU JEATENBHOCTH C JOKYMEHTAMU HECEKPETHOIO XapaKTepa Ha OyMaKHbIX
Hocutens [[AMuO.

3. CocTaB JOKYMEHTOB, UCIIOJIb3yEMBIX B YIIPABICHUYECKON AEATEILHOCTH,
OTIpeCINISIeTCS] KOMIIETEHITMEN U G YHKIUSIMH OPTaHU3aIMU, TTOPSIKOM PEIICHUS
BOIIPOCOB (B MOPSAJIKE €IUHOIMYHOIO PACIOPSAIUTENBCTBA JTMO0 B KOJIETHATILHOM
nopsiaKe), 00beMOM U XapaKTepOM CBsI3€il C IPYTUMH OpraHU3alUsIMU.

4. Opranusanys, B€ICHUE U COBEPIIEHCTBOBAHUE CUCTEMBI JOKYMEHTAIMOHHOT O
oOecrieyeHus ynpaBJIeHUs Ha OCHOBE €IMHOW TEXHUYECKOUN MOTUTUKN U TPUMEHEHUS
COBPEMEHHBIX TEXHUUECKHUX CPEJCTB B padOTE C JOKYMEHTaMH, METOJUYECKOE
PYKOBOJICTBO ¥ KOHTPOJIb 32 COOJIFOICHUEM YCTAHOBJIEHHOTO MOPSAKa padOTHI C
JOKYMEHTAMH B OPraHU3allH OCYIIECTBISIOTCS CTPYKTYPHBIM [TOApa3/ie€HUEM, Ha
KOTOpOE BO3J10KE€HbI (YHKIIMHU MO TOKYMEHTAIIMOHHOMY OOECTIICUEHHIO YIIPaBIECHUS
(mamee — cmyx6a JIOY).

5. Ilpu cmene pykoBoauteneit ciayxonl JJOY u cTpyKTypHBIX ToJIpa3ieeHui
JIOKYMEHTHI U JIeNIa, a TAKXKE PErUCTPALIMOHHO-KOHTPOIbHbBIE (hopMbl (asiee — PKD) k
HUM II€PENAIOTCS BHOBb HA3HAYEHHOMY PYKOBOJUTENIO WIH OTBETCTBEHHOMY
JOJKHOCTHOMY JIMILY TIO aKTy MpUeMa-IepeIayu.

6. Hacrosiiune TuroBble npaBuiia HE pacCpOCTPAHSIOTCA Ha JOKYMEHTHI,
CoJieprKalllie CBEJIEHUS, COCTaBJISIONINE TOCYAapCTBEHHbIE CeKpeThl PecryOnuku
KazaxcraHn, co ciyxe6Hoi nH(popmanueit ¢ momeTkoit "y ciayxeOHOoro nojap3oBaHus".

2. IlopsAIOK 1OKYMEHTHPOBAHUS,
NMOATOTOBKHU M 0()OPMJICHUS TOKYMEHTOB

7. lloaroroBka npaBoBbIxX akToB [[AIMuO ocyliecTBIseTCs B COOTBETCTBUU
¢ 3akoHoarenbcTBOM PecryOonmmku KazaxcraH.

8. JIOKyMEHTBI COCTABJISFOTCS HAa Ka3aXCKOM SI3BIKE M PYCCKOM sI3bIKE. B ciydasx,
npeaycMoTpeHHbix 3akoHoM Pecniyonnku Kazaxcran ot 11 urons 1997 roga "O si3bikax
B PecniyOninke Kazaxcran", npuMeHSIOTCSA U JPYTHUE SI3bIKU.

JIOKYMEHT Ha Ka3aXCKOM SI3bIKE M CO3J1aBa€Mblid AyTEHTUYHBIA JIOKYMEHT Ha PYCCKOM
WJTH MHOM SI3BIKE TICUATAIOTCS KXl Ha OTACTBHBIX OJaHKax (OTACIbHBIX JINCTAX) U



o(pOopMIISIOTCS €IUHBIMU PEKBU3UTAMU.

9. Ilpu coznanuu u oPOPMIICHUHU JOKYMEHTA UCTIONB3YIOTCS OJaHKU. PEeKBU3UTHI HA
OJlaHKaxX pacrojiararoTcs B OMPENETICHHOM MOCIeI0BaTEIbHOCTH B COOTBETCTBUU CO
CXEMOM pacmoioKEHUsI PEKBU3UTOB JJOKYMEHTA COTJIACHO MPUIOKEHUIO | K HACTOSITUM

10. bnanku TOKyMEHTOB M3TOTABIMBAIOTCS HA OENbIX TucTax Oymaru ¢popmaroB A4
i AS. Kaxxnplil tuct JokyMeHTa, opOpMIIEHHBIN Kak Ha OJaHKe, Tak U 0€3 Hero,
JIOJI’KEH UMEThH TOJISI HE MEHEE:

20 MM - JIeBOE;

10 MM - paBoe;

10 MM - BepxHee;

10 MM - HUKHEE.

[Ipu nByCTOpOHHEM MeYaTaHUU 0OOPOTHAS CTOPOHA JIMCTA JOKYMEHTA JIOJKHA
UMETh MOJIsl HE MEHEe:

10 MM - 1€BOE;

20 MM - TIpaBoe;

10 MM - BepxHee;

10 MM - HUXKHEE.

13. B opranuzanuu npuMEHSIOTCS CJICYIONUE OJJaHKU JOKYMEHTOB:

- 0J1aHK TTMChMA, COTIIACHO MPUIIOKEHUIO 2 K HACTOSIIUM TIPaBHIIaM;

- 0J1aHK KOHKPETHOTO BUJIa JJOKYMEHTA, COrNIACHO MPUII0KEHHIO 3 K HACTOSALIUM
npaBUjiaM;

- 001mMii 61aHK, COTIaCHO MPUWIOKEHUIO 4 K HACTOSIIMM THUITOBBIM MTpaBUiIaMm.

OOt 6;1aHK UCTIONB3YETCS 1JIsl U3TOTOBJICHUS JTFOOBIX BUOB JOKYMEHTOB, KPOME
MUChMA.

14. bnanku TOKyMEHTOB M3TOTABIUBAIOTCS TUIIOTPA(CKUM CIIOCOOOM, C TIOMOIIIbIO
CPEIICTB ONepaTUBHOMN MoauTrpaduu Wik BOCIIPOU3BOAATCS HEMOCPEACTBEHHO TIPH
COCTaBJICHUH JIOKYMEHTA.

15. brianku JOKYMEHTOB rOCYIapCTBEHHBIX OpraHu3alui ¢ n300pa’keHueM
['ocynapctBennoro ['epba Pecriybnuku Kazaxcran nmoasiexar y4deTy, JI71sl YeTro B JICBOM
HUKHEM YTUIY KaKI0T0 dK3eMIUIsipa OaHKa TOKyMEHTa TUIOrpadcKuM criocoOoM Uiu
HyMEpaTOpOM MPOCTABIISIETCS €r0 HOMEp, CEePUsL.

16. biiaHky JOKYMEHTOB UCHOJB3YIOTCS CTPOrO MO HA3HAYEHHUIO U HE MEPENAr0TCs
JIPYTUM OPTaHU3aIUSIM MW WHBIM JIMIIaM 0€3 COOTBETCTBYIOIIETO Pa3peIicHus
PYKOBOJCTBA OpraHU3AINU.

17. BHyTpeHHHE TOKYMEHTHI, 32 UCKIIFOUEHUEM PACTIOPSAUTEIbHBIX TOKYMEHTOB,
COCTABJISIFOTCSI HA OEJbIX TUCTaX OyMar.

3. Ilopsinok oopMyieHNsI PEKBU3UTOB IOKYMEHTA
18. I'ocynapcTBennslii ['epd PecriyOonuku Kazaxcran nzoopakaercst Ha O1aHKe
nokyMenta [[AMuO B cooTBeTCTBHU C TPEOOBAHUSIMH,



YCTaHOBJICHHBIMU 3aKOHOJATeNbHBIMU akTaMu PecriyOnuku Kazaxcran o
roCy1apCTBEHHbIX cuMBoax PecnyOnnku Kazaxcras.

19. DMOema, TOrOTUI WM TOBAPHBIN 3HAK (3HAK OOCTY>KUBAHUS) BOCTIPOU3BOIUTCS
Ha OJIaHKEe B COOTBETCTBHUHU C YUPEIUTEIbHBIMUA JTOKYMEHTAMU OpraHU3AIIHH.

DOMOsema, JIOTOTHUI WM TOBAPHBIN 3HAK (3HAK 0OCTYKUBAaHUS) HE pa3MeIlaeTcs Ha
Osanke ¢ nzobpaxenuem ['ocynapctBennoro ['epba Pecniyonuku Kazaxcran.

20. Opummansuoe HammeHoBauue [[SAMuO, dunmana (mpeacTaBUTETHLCTBA)
BKJIIOYAET B c€0s1 HA3BaHUE B COOTBETCTBUM C YUPEIUTEIbHBIMU JTOKYMEHTAMH C
YKa3aHUEM Ha OpraHU3aLMOHHO-TIPABOBYIO (hopMmYy.

21. B cripaBOYHBIX JTaHHBIX 00 OpTaHHU3AIIMU YKA3bIBAIOTCS TTOYTOBBIN ajIpec,
HOoMepa TenedoHOB, TernedaKkcoB, aapec AIEKTPOHHOM MOUTHI, U APYTHUEe CBEICHUS 110
YCMOTPEHUIO OpPraHu3aLuu.

22. HaumeHoBaHuE BUJIa JOKYMEHTA YKa3bIBA€TCSl HA BCEX JIOKYMEHTAX, KpOMe
MTUCEM.

HanmMeHnoBaHue BH1a JOKyMEHTA MeYaTaeTCsl MPOIMUCHBIMUA OYKBAMHU TOTYKUPHBIM
HPUPTOM.

23. Jlatoit JOKyMeHTa SIBJISIETCS JAaTa ero MoJAnucanus (pacinopsauTeabHbIe
JIOKYMEHTBI, TTMCbMa, CIIPaBKH U APYTUE) WIH COOBITHS, 3a()UKCUPOBAHHOT'O B JJOKYMEHTE
(IpoTOKO, akT U pyrue). s yrBepkaaeMoro J0KyMeHTa (IMoJ0KeHue, periiaMeHT,
MpaBWiia U JpYyrue) — JaTa yTBEPKACHHUS.

Jlata 1oKyMeHTa IPOCTABISAETCS TOJKHOCTHBIM JIMILOM, MTOANUCHIBAIOLIIUM WIIH
YTBEPKJIAIOMINUM IOKYMEHT. [Ipy moaroToBke npoekTa JOKyMeHTa IMe4aTaeTcs TOJIbKO
0003HayeHue Mecsla 1 roja.

CayxeOHble OTMETKU Ha IOKYMEHTE, CBA3aHHbIE C €0 MPOXOXKIACHUEM U
UCIIOJIHEHHEM (03HaKOMJICHUEM ) BHYTPH OpPraHU3allud, JaTUPYIOTCS U MOANUCHIBAIOTCS.

Jlaty nokymeHTa opopMIISIIOT apaOCKUMU [U(PPaMU B MOCIEA0BATEILHOCTH — JICHb
Mecsina, Mecsll, Tof. JleHb Mecsia u Mecsiiy opopMIISIOT AByMs Tapamu apadckux uudp,
pa3JielIeHHbIMU TOYKOM, IO/l — YEThIPbMS apaOCKUMU LU pamu.

CrnoBecHo-11U(PpOBOIT cIOCOO HAMTMCAHUS AAThl UCIIOIB3YETCS] B HOPMATHUBHBIX
MIPaBOBBIX aKTaX, MPABOBBIX aKTaX, MPOTOKOJIaX, 0AHKOBCKUX U (PUHAHCOBBIX
JOKYMEHTAaX, TOKYMEHTaX KacarolnXcsl MPaB U 3aKOHHBIX UHTEPECOB T'PaXKIaH, IPU
CCBIJIKE Ha HOPMATHBHBIE MPABOBbIE aKThI U opopmiiseTcs cieayronum odopazom "05
armpenst 2014 roga".

24. PeructpalliOHHBIA HOMEP TOKYMEHTa COCTOUT U3 MHJEKCA Jella
10 HOMEHKJIATYpeE JEJ OpraHu3aluu, MOpsAKOBOro HoMepa fokyMenra B PK®. Io
YCMOTPEHUIO OPraHU3aluU PETUCTPAIMOHHBIN HOMEP MOXKET BKIIFOYATh
JOTIOTHUTENbHBIE AJIEMEHTHI.

25. B cchuIKe Ha perucTpallMOHHbIA HOMEp (MHIEKC) U 1aTy BXOASIIEro TOKYMEHTa
YKa3bIBACTCSI PETUCTPALIMOHHBIN HOMEpP U JaTa JOKYMEHTa, Ha KOTOPBIi 1aeTcs OTBET.
26. MecTo cOCTaBIICHHs WIM U3JJaHHsI TOKYMEHTA YKa3bIBA€TCsA HA BCEX BUIAX



JOKYMEHTOB, KpoMe TuchMa. MecTo cOCTaBlIEHUs WIIU U3JJaHusl JOKYMEHTa He
YKa3bIBA€TCsl HA BHYTPEHHUX JOKYMEHTAX, 38 UCKIIOUCHUEM PacCIOpPsIANTEIbHBIX.

27. I'pud orpaHuveHus JOCTYyMa MPOCTABISETCS B BEPXHEM IPABOM YTIIy TIEPBOTO
JIUCTa C YKa3aHUEM HOMEpPA IK3EMILISpa.

28. JIOKyMEHTHI aJpeCyIOT OpraHU3alUsIM, UX CTPYKTYPHBIM MOAPA3IECICHUSAM,
JOJDKHOCTHBIM UK (DU3UYECKUM JTULIAM.

[Ipu agpecoBaHuM JOKYMEHTA OPTaHU3ALUH, €€ CTPYKTYPHOMY MOJPa3/I€IEHUIO0, UX
HAaMMEHOBAHUS MTUIITYTCS CTPOYHBIMU OYKBaMU, MOJIYKUPHBIM HIPUPTOM B
MMEHUTENBHOM MaJie’ke, JOHDKHOCTD JIMIA, KOTOPOMY aIpECOBaH TIOKYMEHT — B
JaTEIbHOM NaJexKe.

[Ipu agpecoBaHnU JOKYMEHTA PYKOBOAMTENIO OPraHU3aluy, €€ HAMMEHOBaHUE
BXOJIUT B COCTaB HAMMEHOBAHMUSI JOJKHOCTH ajJpecara.

[Ipu agpecoBanun TO0KyMeHTa (PU3UYECKOMY JIUILY YKa3bIBAETCS MOYTOBBIHN aapec.

[Ipu nepenucke BHYTpU OpraHU3alldy JOMYCKAETCS YKa3aHUE B IaTEILHOM IMaJIeKe
TOJIbKO MHUIIMAJIA UMEHU U (DaMUIIUU JTOJKHOCTHOT'O JIUIIA.

Ecnu nokymeHT agpecyercsi B HECKOJIbKO OHOPOAHBIX OpraHU3alnii, OHU
YKa3bIBAIOTCSI 000OIICHHO.

JIOKyMEHT JOJDKEH cojiepkaTh He OoJiee ueTbipex ajpecaroB. Ciopo "Konus" nmepen
BTOPBIM, TPETHUM, YETBEPTHIM aJpecaTaMu He yKa3biBaercs. [Ipu OomnbliieM KoJInuecTBe
a/IpecaToB COCTABIISIETCS CIMCOK (PEeCTp) PACChUIKH IOKYMEHTA.

B cnyyae HampaBiieHUs] JOKYMEHTA HE MOCTOSIHHBIM aJipecaTaM, B COCTaB PEKBU3HUTA
"Anpecat" BKJIIOYAETCS MOYTOBBIN ajpec, KOTOPhIA 0(hOPMIISETCS UCTIOTHUTEIIEM.
DeMEeHTHI MOYTOBOIO aJIpeca YKa3bIBalOTCS B MOCIEI0BATEIIbHOCTH, B COOTBETCTBUU
c [IpaBusiamMmu peOCTaBICHUS YCIIYT TOYTOBOM CBSI3U, YTBEPKIAEMbIMU B COOTBETCTBUU
¢ moamyHkToMm 20-5) myHkTa 2 ctateu 8 3akoHa PecnyOnuku Kazaxcran ot 8 depans
2003 roma "O moure".

[Ipu anpecoBanuu JOKyMEHTa PU3NYECKOMY JIUIlY YKA3bIBAIOT MHUIIMA UMEHU U
(baMuIMIO MosTyvaTens, 3aTeM yKa3blBaeTCs MOYTOBBIN ajpec.

29. I'pud yrBepkIeHNS TOKYMEHTA PACIIONaraeTcs B MpaBoOM BEPXHEM YIITy IEPBOTO
JIUCTa IOKYMEHTa U 0pOpMIISIETCS CTPOUYHBIMU OYKBaMHU.

[Ipu yTBep)AeHUN TOKYMEHTAa KOHKPETHBIM JOJIKHOCTHBIM JTUIIOM, TPUQ
YTBEPKIEHUS COCTOUT U3 CIEYIONIUX 2JIEMEHTOB — cjoBa "YTBepxaato" (0e3
MPUMEHEHUS KaBbIUEK), HANMEHOBAHUS JTOJDKHOCTH, TIOJITUCH, PACII(DPOBKH MOATTUCH U
JIaThl YTBEPKICHHUS.

[Ipu yTBepkaeHUU JOKYMEHTA IBYMsI U O0Jee JTUIlaMU PaBHBIX JOJKHOCTEU rpudbl
YTBEPKJIEHUS PACIIONIaraloTCs Ha OJTHOM YPOBHE B aJipaBUTHOM MOPSIKE HAUMEHOBAHUM
OpraHU3aIUu.

[Ipu yTBepk1€HUU JOKYMEHTA IOCTAHOBIICHUEM, PEILICHUEM, ITPUKA30M,
MIPOTOKOJIOM I'pU(] YTBEPKAECHUSI COCTOUT U3 cioBa "YTBepxaeH (a, o, b1)", BUIa
PacIopsAUTENBHOTO TOKYMEHTA B TBOPUTEIHHOM MAJIEXKe, €ro JaThl U HOMEpA.



30. Pe3omronus pacrionaraercsi B BEpXHEW 4acTH MEPBOro JIMCTa JOKYMEHTA Ha
CBOOOJIHOM OT TeKCTa MecTe. B coctaB pe3ontonuu BXOAAT UHUIUA(bl) UMEHU U
dbamuusi(u) UCTIOTHUTENS (MCTIOMHUTENEH), Co/Iep KaHue MopyUYeHus (MOpYyUeHHil), CPOK
WCIIOTHEHUS, TIOJNIUCh aBTOPA PE30JIIOIUY U JaTa.

Ha noxymenrax, He TpeOyrONuX TONOJHUTEIBHBIX YKA3aHUH, MPEITUChIBAEMBIX
JEUCTBUHN U UMEIOIIUX TUIIOBBIE CPOKH MCIIOJIHEHUS, B PE30JIOIIUU YKa3bIBACTCS
WCIIOJIHUTENb, TOJMUCH aBTOPA PE30JIIOLIUH, 1aTa.

B cnyuasix, korjga nopy4eHue 1aercs 1ByM U OoJjiee JIiMiiaM, OCHOBHBIM
WCIIOJTHUTEJIEM SIBJISIETCS JIUI0, YKA3aHHOE B MMOPYUYECHUH MEPBBIM, €CJIM UHOE HE
YCTaHOBJIEHO B CaMOU PE30JIFOLINH.

[TepBoiii pykoBoguTens [{AMuUO, ero 3amectutenu MOryT ohOpMISTh PE30ITIOIUIO
Ha OTJIeTHbHOM OJaHke ((hUITKe) ¢ yKa3aHUEM MO/ TOAMUCHIO JINIA, HAJTOKUBIIIETO
PE30JTIOIHIO, BXOASIIEr0 PEruCTPAIlMOHHOI0 HOMEPA, aThl TOCTYIUICHUSI U OTMETKH O
PEKBU3UTAX TOKYMEHTA, K KOTOPOMY OTHOCUTCS PE30JIIOLIUS (aBTOP, UCXOASIIUNA HOMEP
U 1ata JokymeHTa). [lopyueHus B BUI€ pE30JIOIUI, HAIIPABIISIEMbIE B APYTUE
OpraHu3aluu, perucTpupyroTcs ciayxooun JJ0OY.

31. 3aronoBoOK K TEKCTY JOKyMEHTa OPOPMIISIETCS TTONYKUPHBIM IIPUPTOM OT
I'paHULIbI JIEBOTO MOJS JOKYMEHTa, 0€3 MepeHoca CI0B U HE JI0JKEH coepxaTh 0omee 35
3HAKOB B Ka)KJ10il CTpoke. B mokyMeHTe, He TpeOyrollleM rocy1apCTBEHHON perucTpanuu
B OpraHax IOCTHUIMH, IIPU BEJIMYMHE 3arojioBKa 0osee 5 CTPoK, TonmycKaeTcs
o(opMiIeHHE 3ar0JI0BKA 110 CEpeIMHE JOKyMeHTa. Touka B KOHIIE 3aroJioBKa He
CTaBHTCSI.

3aroJ0BOK K TEKCTY JOJKEH ObITh KPaTKUM, TOYHO MEpPe/IaBaTh COACPKaHUE
nokymeHTa. OH TOJDKEH OBITh COTJIACOBAH C HAMMEHOBAHUEM BHJIA TOKYMEHTA U
oTBe4aTh Ha Borpockl "o yuem?" ("o kom?"), "gero?" ("koro?").

3arojoBOK K TEKCTY JOKyMeHTa MeHee 10 CTpoK, a TakkKe K JOKYMEHTY,
opopmieHHoMy Ha Oiianke ¢popmara A5, HE COCTABISETCA.

32. OTMeTKa 0 KOHTPOJIE 3a UCTIOJIHEHUEM JIOKYMEHTa 0003HA4YaeTCsl CJIOBaMU WU
mramnamu "bakeinay", "bakpuiayFa anblHABL" U IPOCTABISETCS B BEpPXHEN JIEBOM YacTH
NIEPBOro JIUCTA JOKYMEHTA 3a Mpe/ielaMy TEKCTOBOTO MOJIS.

33. TekcT mokyMeHTa oOpMIIIETCS B BUJE AaHKETHI, TUATPAMMBbl, TAOJIUIIBI, CBI3HOTO
TEKCTa UJIM COUETaHUs YKa3aHHBIX (HOpM.

dopma aHKETHI TPUMEHSIETCS TIPH U3JI0KEHUH ITU(POBOM WU CIIOBECHON
uHopMamu 00 ogHOM 00BEKTE IO ONpeIeICHHOMY HAa0OpyY MPU3HAKOB.

[Ipu cocTaBiieHnH TEKCTa B BUJIE aHKEThl HANMEHOBAHUS ITPU3HAKOB
XapaKTepU3yeMoro 00beKTa JOHKHBI ObITh BBIPAXKEHBI UIMEHEM CYIIECTBUTEIHHBIM B
MMEHUTEIILHOM TajieKe WU CIIOBOCOYETAHUEM C TJIaroJioM BTOPOTO JIUIIa
MHO>KECTBEHHOTO YHCIIa HACTOSIIETO WX MPOIIEAIIETO BpeMeHH (MMeeTe, ObLIH,
HAXOJMJINCH). XapaKTePUCTUKH, BIPAKEHHBIE CJIOBECHO, TOJKHBI OBITH COTJIaCOBAHBI C
HAaMMEHOBAHUSMU MTPU3HAKOB.



dopma AuarpaMMbl IPUMEHSIETCS TIPU U3JI0KEHUHU TU(POBOM UK CIIOBECHOU
uH(popmaruu. Juarpamma He TOJKHA JEIUTHCS, IEPEXOIUTh HA IPYT'yI0 CTPAHMILY.

®dopma TabIUIIBI TPUMEHSETCS TIPU U3JI0KEHUH ITUGPOBOM UITU CIIOBECHON
nH(pOpMAaIUU O HECKOJIBKUX 00BEKTaX MO Psiy NPU3HAKOB.

Tabnuiel UIMEIOT IBa YPOBHS WICHEHHUS TEKCTa - BEPTUKAIBHBIN — rpadbl U
TOPU30HTANIBHBIN — CTPOKU. ['padbl U CTPOKH TAOIUIBI TOJIKHBI UMETh 3ar0JIOBKH,
BBIPAKEHHBIE UMEHEM CYILIECTBUTEIBHBIM B UMEHHUTEIBbHOM naaexe. [logzaronoBku
rpad 1 cTpOK AOHKHBI OBITH COTJIACOBAHBI C 3arojioBkaMu. B ciiydae odopmiienus
TaONUIIBI HA ABYX U O0Jee CTpaHMIaxX, Ipadbl TaOIULIBI HyMEPYIOTCS, CO BTOPOM
CTpaHUIIbl YKA3bIBAIOTCS TOJIBKO HOMEpaA 3TUX rpad.

Tabnuel pacronaratoTcsi B TEKCTE JOKYMEHTA WK B MIPUIIOKEHUsAX. Bee Tabnulipbl,
€CIIM UX B TEKCTE OoJiee OTHOM, HyMepYIOTCs apabCKkuMu udpamu.

TekcT JOKyMEeHTa MOXET ObITh Pa30UT Ha MYHKTHI.

[1yHKTBI B JOKYMEHTE pacnojiaratoTcs 1o 3Ha4uMOCTH B JIOTHUECKOM
MOCJIEIOBATENHHOCTH, C YU€TOM XPOHOJIOTUH 3TAIOB PellieHus Borpoca. biuskue mno
COJIEP>KAHUIO TYHKTHI 3HAYUTENbHBIX IO 00bEMY JOKYMEHTOB OOBEIUHSIIOTCS B IJ1aBbl,
HECKOJIBKO TJIaB - B pa3/ieibl, a pa3JieNibl - B yacTH. B Gomnpiinx no o0beMy riaBax MOryT
BBIICIIATHCS Maparpadsl, a B OOJbIIUX pa3jenax - MoApa3/iebl.

[IyHKTBI MOT'YT OBITh IOJAPA3/EIECHBl HA OAMYHKTHI. BHYTpH MyHKTOB M NOAIYHKTOB
MOTYT OBITh YaCTH, BbIJIEIsIEMble a03allamH.

A03aieM cuuTaeTcs 4acTh TEKCTa, IPEICTABISAIONIAs COOOM CMBICIIOBOE €UHCTBO,
BbIJIEIIIEMasi OTCTYIIOM B IMIEPBOM CTPOKE.

B TekcTe 10KyMEHTOB He JI0MycKaeTcsi 0003HaueHue ab3areB aedrucaMu Uiu UHBIMU
3HAKaMHU.

[TyHkTHI, Maparpadsl, TJ1aBbl, HOAPaA3IEbl, Pa3/IeNbl U YACTH JOKYMEHTOB
HYMEpYIOTCs apabCKuMu Iu(paMu ¢ TOUKOM craemyronum oopasom — 1., 2., 3. u nanee.

Homepa noanyHKTOB B MyHKTaX 0003HAYAIOTCs apaObCKUMU 1udpaMu co CKOOKOM
cienyomum odbpazom — 1), 2), 3) u nanee.

Hywmepanus myHKTOB, IJ1aB U pa3/ieoB SBJISETCS CKBO3HOM, HyMepauus NOAIYHKTOB
B [TyHKTE, naparpad)oB B IVIaBe, MOAPA3EIOB B pa3Jieie - CAaMOCTOSITEIIbHOM.

TekcT JOKyMEHTa reyaTaeTcsl Ha MUIIYIIEH MAlIMHKE Yepe3 MOATOPa MEKCTPOUHBIX
WHTEpBaJIa WX IIPU MOMOIIHN YCTPOMCTB KOMIBIOTEPHON TEXHUKH pa3mepoM 14 mpudTra
Times New Roman uepe3 onuH MEXCTPOUHBIN UHTEpBaIL. B OTAENbHBIX Cilydasx, a
TaKKe Mpu opopMIeHUHN TabIUIl, TPUIIOKEHHM, OTMETKHA 00 UCTIOJHUTEINE, IPUMEYaHu
JIOITYCKAETCsl U3MEHEHHE pa3MepOB LIPU(PTa U MEKCTPOUHOI'O UHTEPBAIA.

[Tpu opopmiieHnn JOKYMEHTa Ha JIByX U OoJee JUCcTax BTOPOM U MOCIEAYIOLre
JUCTHI HyMepytoTcs. Homepa npocTtaBistoTes apaOCcKumu 1udpamMmu B cepeiuHe
BEPXHEro MoJs JIncTa 6€3 3HAaKOB MPENUHAHUS.

34. B oTMeTKe 0 HaJTMYUU NPUITOKEHHS], HA3BAHHOTO B TEKCTE JIOKYMEHTA,
MPOCTABIIAIOTCS KOJIMYECTBO JIMCTOB, 3K3EMIUISIPOB, SI3bIK UCIIOJHEHUS CIEAYIOIIUM



o0pazom:

"[Ipunoxenue: Ha 3 nHcTax B | 9K3eMIUISIpE HA Ka3aXCKOM SI3bIKE'.

IIpy HaNMuMK NPWIOKEHUH, HE HA3BAHHBIX B TEKCTE, YKA3bIBAIOTCS UX HOMEPA,
HAaMMEHOBaHUs (IPU HAJIMYUU JaTa U HOMEP), KOJIUYECTBO JTUCTOB, KOJIMYECTBO
HK3EMIUISIPOB U SA3BIK UCTIOJHEHUS:

"IIpunoxenus: 1. [lucebmo MunuctepcTBa KyabTyphl U ciopTa PecriyOnuku
Kazaxcran ot 15.10.2014 roma Ne 3-5/151 na 3 nuctax B 1 sK3eMIUISIpe Ha Ka3aXxCKOM
A3BIKE.

2.0

Ecnu npusnoxxeHust K JOKYMEHTY COPOIIIOPOBaHbI, YKa3bIBAETCS TOJIBKO KOJIUYECTBO
DK3EMILISPOB.

Ecnu x tokyMeHTy npuiaraercs Ipyrom JOKyMEHT, TaKKe UMEIOIIUN IPUIOKEHHUE,
TO OTMETKA O HAJTMYUU MPUIIOKEHUS 0POPMIISIETCS CAEAYIOIHUM 00pa3oM:

"IIpunoxenue: IluceMo MunucTepcTBa KyJabTypsl U ciopta Pecnyonrku Kazaxcran
ot 15 oktsa0pst 2014 roma Ne 3-5/151 u npunoxxeHue K Hemy, BCEro Ha 7 JIUCTax, Ha
Ka3aXCKOM SI3bIKe".

Ecnu npunoxeHne HalpasJIslOT HE BCEM YKa3aHHBIE B JOKYMEHTE aJpeca, TO B
OTMETKE O €r0 HAJIMYNUU YKa3bIBAETCS, KAKOMY a/IpeCcaTy OH HaIlPaBJICH.

B npunoxeHun K HOpMaTUBHOMY IIPAaBOBOMY, IPABOBOMY aKTYy (IIPUKa3,
pacnopspKeHue, npaBuia, UHCTPYKLINS, ITOJI0KEHUE, PEIIEHNE) Ha IIEPBOM JIUCTE B
IIPaBOM BEPXHEM YTJIy CTPOYHBIMU OykBaMH MUIIYT ciioBO "[Ipunoxkenue" ¢ ykazaHueM
€ro MOopsIAKOBOro HoMepa (eciu NPUIIoKEHHUH 00JIbIIe OAHOI0), HAUMEHOBAHUS
PacIoOpsAUTENBLHOTIO JOKYMEHTA, €r0 AaThl U PETMCTPAlMOHHOIO HOMEpA.

35. JIOKyMEHTBI, HalpaBJsieMbIE€ B BBIIIECTOSALIUE OPraHbl, OpPraHbl
IPEICTaBUTENBHOM, UCIIOMHUTEIBHON U CyA€0HOM BJIaCTH, MOANMCHIBAIOTCS
PYKOBOIUTEIEM OPTraHU3aLMK WIIH, 110 €r0 NOPYYEHUIO, IIEPBBIM 3aMECTUTEIEM.

JIOKyMEHTBI, HalIpABJISIEMBbIE ITOABEAOMCTBEHHBIM U IPYTUM OpraHU3ALMIM,
IpakJ1aHaM NOJANMCHIBAIOTCS PYKOBOJMUTEIEM OPraHU3alUH, €ro 3aMECTUTEISIMU WU
PYKOBOJIUTEISAMHU CTPYKTYPHBIX MTOAPA3ACICHNUN B COOTBETCTBUU C UX KOMIIETCHIIUEH.

O06s3aTenbHOMY MOANMCAHUIO MOAJIEKAT JOKYMEHTHI, OCTAIOIIUECS BHYTPU
OpraHU3aLyH.

He nomyckaercs KonupoBaHHUe JOKYMEHTA B3aMEH OTIIyCKa JOKYMEHTA.

ITognuce TOKyMeHTa BKIIFOYAET:

- HAMMEHOBAaHME JOJKHOCTH JIMLIA, TIOAMUCABIIEr0 JOKYMEHT, OQUIINaIbHOE
HAaUMEHOBaHUE CTPYKTYPHOr O MOJIpa3IeieHUs WM OpraHu3aluu (ecau JOKyMEHT
oopmiieH He Ha OIaHKe);

- JIMYHYIO MOJIHUCH U pacIu(PpOBKY MOANUCH (MHULIMAT UMEHU U (HaMUIIus).

JIOKyMEHT ITOANMCHIBAETCS CBETOCTOMKUMU yepHuiamu. He nonyckaercs
NOJIMCaHUE NMOAJMHHUKA JOKYMEHTA IPOCTABICHUEM (PaKCUMUIIE.

[Ipu noanucanny JOKyMEHTa IByMs U 0oJiee JULaMU PaBHBIX JOKHOCTEH UX
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MOJIMKUCH PACIOIaraloTcs B alipaBUTHOM MOPSAKE OPUIIMATBHBIX HAUMEHOBAHUN
OpraHM3alv{ WX CTPYKTYPHBIX MOAPA3IECICHUN.

[Ipu noanucaHuyu TOKyMEHTA HECKOJIBKUMHU JIOJPKHOCTHBIMU JIMLAMU UX MOJIUCU
pacmonararTcs OJlHa TIOJ] APYTOil B COOTBETCTBUHU C YOBIBAHHEM CITYKEOHON MepapXuu
JOJKHOCTEH.

B nokymeHnTe, cOCTaBI€HHOM KOMHUCCHEH, YKa3bIBAIOTCSI HE HAUMEHOBAHHS
JOJKHOCTEH JIUIL, MOANUCHIBABIINX JOKYMEHT, a UX 0053aHHOCTH B COCTaBE KOMUCCHUHU.

JIOKyMEHTBI KOJJIETHAIbHBIX OPTraHOB OpraHu3aluu (KOJUIETUH, COBETOB,
MacCJIUXaToB, MPABJICHUHN U IPYTUX) MOAMUCHIBAIOTCS MPEACEIATEIIEM U CEKpPETapeM
(mpencenaTeNbCTBYIOUIMM U JIUIIOM, ITPOBOAMBILNM 3anuch). [IpoTOKOIbI anmapaTHBIX
(omepaTHUBHBIX) COBENAaHUH OPraHU3aIMU U €€ CTPYKTYPHBIX MOApa3IeICHHIN
MOJMTMCBIBAIOTCS MPEACEIaTENbCTBYIOIIUM JIULIOM.

Ecnu 70/mKHOCTHOE JTUITO, TOANKUCH KOTOPOTO 3aroTOBJIEHa HA MMPOEKTE JOKYMEHTa,
OTCYTCTBYET, TO IOKYMEHT MOJICKHUT Mepeo(OpMICHUIO Ha JIUI0, UCIIOTHSIOIIEE €T
o0si3anHOCTH. He momyckaercst moanucanre JOKyMeHTa ¢ nmpeuioroM "3a" win
MPOCTAaBJICHUEM KOCOW YepTHI Mepel HANMEHOBAHUEM JIOJKHOCTH.

HaumenoBanus qomKHOCTEH UL, TOAMMCHIBAIOIIUX JOKYMEHT, U paclIn(ppoBKa
noanuceit ohopmIIeTCsl CTPOUYHBIMH OYKBaMU, TIOTYKUPHBIM mpudToM. Ha BHyTpeHHNX
JOKYMEHTaX HauMEHOBAHMSI TOMKHOCTEN MOTYT HE yKa3bIBaThCSI.

36. CornacoBaHue NPOEKTa TOKyMEHTa 0QOpMIISIETCS BU30M HA TOKYMEHTE
(BHYTpEHHEE COrjJacoBaHUE) WM IPUPOM COTIACOBAHMS (BHEILIHEE COTJIACOBAHUE MU
COIJIaCOBAHME C KOHCYJIbTaTUBHO-COBEIIATEILHBIMU U OOIIECTBEHHBIMU OpraHaMu
OopraHu3aIuu).

[IpencraBnsiemble Ha MOAMKUCH TOKYMEHTbHI BU3UPYIOTCS UCIIOTHUTEIIEM
(OTBETCTBEHHBIM UCTIOTHUTENIEM), PYKOBOJUTEIEM MOpa3IeieHus, IJ1e TOTOBUIICS
MPOEKT JOKYMEHTA, IPYTUMH 3aHHTEPECOBAHHBIMU JIOJDKHOCTHBIMH JIMLIAMU, TIPU
HEO0OXOIMMOCTU — PYKOBOAUTENIMH (PUHAHCOBOU U FOPUIUYECKOMN CITY»KO OpraHHu3alIlny,
3aMECTHUTENIEM PYKOBOJIUTENSI OPraHU3alMK COTJIACHO PACTIPEACICHUIO 00s13aHHOCTE.

Bu3bl npocTaBisioTCs Ha SK3eMIUIApax JOKYMEHTOB, OCTAIOIIMXCS B OPTaHU3ALINY,
Ha JIMIEBON CTOPOHE HIDKE MOANUCH. [IpOeKTHI pacopsaIuTENbHBIX JOKYMEHTOB
BU3HPYIOTCS Ha IEPBOM dK3eMIuLsipe. [lomyckaercss BU3MpOBaHHE MPOESKTOB
pacnopsIuTEIbHBIX JOKYMEHTOB Ha 0OOPOTHOM CTOPOHE MOCIIETHETrO JUCTA.

Buza Brirouaer B ce0st MOANNUCH BU3UPYIOIIETO, ATy, pPaCIIU(ppPOBKY MOIMUCH
(MHUIIMAT UMEHH, (PAMIITHIO ), HAUMEHOBAHKE JIOJDKHOCTH BU3HPYIOLIEro. 3aMevanus,
0co0bIe MHEHHS U JOTIOJIHEHHUS K MTPOEKTY TOKyMEHTa 0(OPMIISIOTCS Ha OTIAEIBHOM
JHUCTE, O YEM B MPOEKTE JOKYMEHTA JIEJIaeTCsl COOTBETCTBYIOIAsl OTMETKA. 3aMeuaHus
JOKJIAJBIBAIOTCS PYKOBOIUTEIO, TTOAMUCHIBAIOIIEMY JOKYMEHT.

Bremnee cornacoBanue JokyMeHTa oopmMisieTcs: Tpu¢oM COTrjacoBaHMs, KOTOPBIN
pacrojiaraetcs B JISBOM HIDKHEM YTIIY TIOCIIEHEr O JUCTa IOKYMEHTa, COCTOUT U3 CJI0Ba
"CornacoBaH (a, 0, b1)", ohopMIIsIEMOr0 CTPOYHBIMU OyKBamMu, 0€3 MPUMEHEHUS

11



KaBbIUEK, a TAK)KE HAMMEHOBAHUS JOJKHOCTH JIMLA, C KOTOPBIM COTJIACOBBIBAETCS
JOKYMEHT (BKJIIOYasi HAUMEHOBAHUE OPTraHU3allvH ), TUYHOU MOJMUCH U €€
pacippoBKH, 1aThl COTIACOBAHMS.

[Ipu cornacoBannu JOKyMEHTa JBYMsI U OoJsiee JTUIaMU PaBHBIX JOJKHOCTEH rpudbl
COTJIACOBAHMS PACIIONAralOTCs Ha OJTHOM YPOBHE B aji(haBUTHOM MOPSJIKE OPHUITHATIBHBIX
HAMMEHOBAHUM opraHu3anui. IIpu corimacoBaHun JOKYMEHTA HECKOJIbKUMHU
JOJKHOCTHBIMU JIUIIAMU TPU(BI COTTIACOBAHUS PACIIONATAIOTCS B COOTBETCTBUH C
yObIBaHHEM CITY>)KEOHON MepapXuu JOHKHOCTEH.

Ecnu cornacoBanue ocymiecTBiIsieTcs IUCbMOM, MPOTOKOJIOM WIH APYTUM
JOKYMEHTOM, TO B Tpu(e COTTacCOBaHUS YKa3bIBACTCS BUJ JOKYMEHTA B TBOPUTEIHHOM
najie’xe, HAMMEHOBAHUE OPTaHU3AIMHU B POJIUTEIILHOM MajeKe, 1aTa U HOMEp
JTIOKYMEHTA.

Bremnee cornacoBaHue JOKyMEHTa ¢ HECKOJIBKUMH OpraHu3aIusaMu opopMIIsieTcst
JIMCTOM COTJIacOBaHUs 1O (hOpMe COTIACHO MPUTIOKEHUIO 5 K HACTOSIIUM THUIOBBIM
MIpaBUJIAM.

37. OTTUCK TIeYaTu OpraHU3aIlMU 3aBEPSET MOJIUHHOCTD MOIKCH JTIOKHOCTHOTO
Juia Ha JoKyMeHTe. OTTUCK MeYaTH OpraHu3aluu CIeayeT IPOCTABIATh TAKUM
o0pa3oMm, 4TOOBI OH 3aXBaThIBAJ YaCTh HAUMEHOBAHUS JIOJDKHOCTH U TIOJIITHUCH.

38. Jlist 3aBepeHusi COOTBETCTBHUSI IOKYMEHTA MOMJIMHHUKY HUXKE PEKBU3UTA
"Tlognucek" mpocTaBisieTcs 3apepurenibHas Haanuch "Komus BepHa" (6€3 KaBbIYEK),
HAaMMEHOBAHUE JIOJDKHOCTH JIUIIA, 3aBEPUBIIETO KOIMHIO, TUYHAS TTOANUCH U €€
pacmu@poBKa, OTTUCK MeYaTH OpraHU3alliU, ]aTa 3aBEPEHUs.

39. OTMeTka 00 UCTIOJHUTENE IOKYMEHTA BKIIFOYAeT COKpalieHHoe cioso "Uem.",
WHUIIMAT IMEHU U (aMUJTUIO UCTIOIHUTENS JOKYMEHTa, HOMEp €ro TeedoHa, B TOM
YHUCJIE BHYTPEHHET O, IIPY HAJIMYUU - AJPEC SJIEKTPOHHOU IMOYTHI M pACOJIaraeTcs Ha
JUIEBOU WM 0OOPOTHON CTOPOHE TIOCTIEIHETO JUCTA TOKYMEHTA B JIEBOM HIDKHEM YTITY.

40. OT™MeTKa 00 UCTIOJTHEHUHU JOKYMEHTA U HAlPaBJIECHUU €ro B JIEI0 BKIIOYAET
CCBUIKY Ha HOMEP U JIaTy JOKYMEHTA, CBUETEIHCTBYIONIYIO 00 UCTIOTHEHUH (TIPU
OTCYTCTBUHU TaKOT'0 TOKYMEHTa — KpaTKUe CBEACHUS 00 UCIIOJIHEHHH), ciioBa "B neno",
HOMED Jielia, B KOTOPOM OyIeT XPaHUTHCS JJOKYMEHT.

OtMeTka 00 UCTIOTHEHUH JTOKYMEHTA 1 HAIMPABIICHUH €T0 B JI€JI0 IPOCTABIISIETCS HA
HWKHEM T0JI€ JTULEBOM CTOPOHBI MEPBOrO JIUCTA JOKYMEHTA, MOAIMCHIBACTCS
UCIIOJTHUTEJIEM C YKa3aHUEM JIaThl HanpaByieHus B jieno0. Ha ucxosdiinem 1o0KymMeHTe
noMeraerca ormerka "HMcemn.", BXoasimuii HoMep, 1ara.

41. UneHTU(PUKATOPOM 3JEKTPOHHONU KOMUH JOKYMEHTA HAa OYMa)KHOM HOCHUTENIE
ABJISIETCSL OTMETKA (KOJIOHTUTYI), COJIeprKalllas Ha3BaHUE U BEPCUSI POrPAMMHOIO
oOecriedeHus1, Ipu MOMOIIM KOTOPOT'O CO3/1aH IOKYMEHT, IPOCTaBsieMasi Ha HIKHEM
T0JIE JIUIIEBOM CTOPOHBI KAXKJIOTO JIUCTA IOKYMEHTA.

42. OTMeTKa 0 TOCTYIUIEHUU JOKYMEHTA B OPraHU3aIUIO MPOCTABIIAETCS B IPABOM
HUKHEM YTITY JIMIIEBOM CTOPOHBI EPBOTO JIUCTA JOKYMEHTA U COAEPKUT MOPSIKOBBIN
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HOMEDP BXOJSIIET0 JOKYMEHTa U JaTy MOCTYIUIeHUs (TP HEOOXOIUMOCTH — Yachl U
MUHYTBHI).

43. PekBU3UTHI JOKYMEHTA — JaTa JOKYMEHTA, CChUIKA Ha PErUCTPAlMOHHBIN HOMED
U JIaTy BXOJIAIIET0 JOKYMEHTA, 3ar0JI0BOK K TEKCTY, TEKCT IOKyMeHTa (0e3 ab3aiia),
OTMETKa 00 UCTIOJIHUTETIE JOKYMEHTA 0 OPMIISIOTCS OT JIEBOTO TOJISA, OTMETKA O
HaJUYUU TIPUIOKEHUS, TOAMUCH (HAMMEHOBaHUE JOJDKHOCTHOIO JIUIIA, TOIMUCABIIETO
JIOKYMEHT), OTMETKA O COTJIACOBAHHH JIOKYMeHTa (Tpr( COriacoBaHUs), OTMETKA O
3aBEPEHHUU KOIHMH JOKYMEHTA O
4.Ilopsiaok opopMiIeHHS KOIEKCA
Konexke — akr, comepkaiuii cHCTeMaTU3MPOBAaHHBIE HOPMbBI KaKON-THOO OTpaciii Uiu
HECKOJIbKUX oTpaciieil. CTpyKTypa KOJIEKCa YaCTO OTPAKAET CUCTEMY OTPACIIH.
Cama >xe kogudukarus — mpolecc, HalpaBJIeHHBIN Ha COOp Pa3pO3HEHHBIX,
(hparMeHTUPOBAHHBIX HOPM B €IMHBI HOPMATHUBHBIN KOMILIEKC.
44) «lllanka» xomekca odpopmisiercs mipudTom 12 Times New Roman

[ITanka konekca 3anumaetr 8-10 cM OT BepXHero kpast nucta A4 U COIEPKUT
clenyroly nHdopMmaiuio (cjaeBa Hanpagro) :

-- HazpaHue opranuzanuu

--Ha3Banue kojgekca

--"JICHTU(UKAITMOHHBIN KOJI (anee -Ko/)

--pa3zpabotuuk (1) : DO u A0IKHOCTH

--JlaTa COTJIaCOBAaHMS U JiaTa BBOJA CTaHJApTa B padoTy

--O0nacTh npuMeHeHus (yKa3aTh Ha3BaHUE KaOWHETa U MOoJIpa3/IeiIeHHE)
--JIOJXKHOCTH OTBETCTBEHHOT'O 110 KOHTPOJIIO UCIIOTHEHUS U JIOJXKHOCTh OTBETCTBEHHBIX
3a UCTIOJIHEHUE

--IIEPUOJIUYHOCTH MTepecMoTpa

--®UO u n0IKHOCTh OTBETCTBEHHBIX COTPYAHUKOB COTJIACOBABIIMX KOAEKC
--®UO u 10IKHOCTH JIMIIA, YTBEPAUBIIETO KOJIEKC

--IleyaTsh OpraHu3anu HA TUTYJIbHOM JINCTE 00513aTEJIbHO.

--IToanucy HA «IIANKE» CTABAT JIUIA YYACTBYOUINE B COIIACOBAHUN H
YTBEP:KIeHUH KOJeKca

--CaoBa «CoriacoBaHo» U «YTBepP:KIai0» B HIANKe MUIIYTCHA 0e3 KaBbIYeK,
CTPOYHBLIMHM OyKBAMH C IEePBOM 3arJIaBHOI ( CMOTPeTh B IPWJIOKEeHUN 27)
--mpudT U GopmMy 3aN0JTHEHHUS CIIANKW» BbIIEPKUBATH CTPOr0 COrJIACHO
npujoKkenus 27

45) UtoroBelii uct (mpuiioxeHue 27) , KOTOPbIH COAEPKUT CIAEAYIONIYI0 HHPOPMALIHIO:

-- OTMETKa O MEePeCcMOTPE TOKYMEHTA U (WJIM) BHECEHUS B HErO U3MEHEHUI
--IIOAIMCH OTBETCTBEHHBIX JIUL, KOHTPOJIMPYIOLIMX UCIIOJIHEHUE TAHHOTO CTaHAapTa
--IIOJIMUCH 00 03HAKOMJIEHUU OTBETCTBEHHBIX 32 UCIIOIHEHHUE JIUI]
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https://ru.wikipedia.org/wiki/%D0%9F%D1%80%D0%B0%D0%B2%D0%BE%D0%B2%D0%BE%D0%B9_%D0%B0%D0%BA%D1%82#%D0%97%D0%B0%D0%BA%D0%BE%D0%BD%D0%BE%D0%B4%D0%B0%D1%82%D0%B5%D0%BB%D1%8C%D0%BD%D1%8B%D0%B9_%D0%B0%D0%BA%D1%82
https://ru.wikipedia.org/wiki/%D0%9D%D0%BE%D1%80%D0%BC%D0%B0_%D0%BF%D1%80%D0%B0%D0%B2%D0%B0
https://ru.wikipedia.org/wiki/%D0%9E%D1%82%D1%80%D0%B0%D1%81%D0%BB%D1%8C_%D0%BF%D1%80%D0%B0%D0%B2%D0%B0

Ha3Banue MeAMUMHCKON OPraHU3aALMH : Hazpaunue IIUII:
KI'TI na IIXB «lleHTp siaepHOIl MEIUIIMHBI U
onkonioruu ropoga Cemei» Y3 BKO

KO/ : Pazpaboryuk (u) :

JlaTa corjiacoBaHus: O0s1acTh NPUMEHEHHUA:
Jlara BBOAA :

KoHTpOJIb 110 MCTIOTHEHUIO: IlepnoguYHOCTH MEPpeCMOTPA:
OTBeTCTBEeHHBIH (bI€) 32 UCIOJIHEHME:

CoracoBaHo : YrBepxaar :MII

S. Hopsiaok opopMIeHHUS MOJT0KEHUS

[TOJIOXEHME - npaBoBOM aKT, MHAMBHUIYaJIbHOI'O IPUMEHEHHUS OIPEAEIAIOIINI
NOpSZI0OK 00pa3oBaHus, 3aJa4l, 00s3aHHOCTH, [IpaBa, OTBETCTBEHHOCTb, JE€TaIbHO
PErIaMEHTUPYIOLIMI IPABOBOM CTATYC, OPTAHU3ALMIO, TOPSAOK AesiTenbHocTH LIAMUO |,
a TAK)KE OIPEENsieT UX B3aUMOOTHOILIEHUS C APYTUMHU OpraHaMu, OpraHU3alAsMH,
YUPEKIACHUAMU U IPaXkIaHaMU.

[Tonoxenust ObIBAIOT MHANBUAYAIbHBIE U TUIIOBBIE.

[Tonoxxenust pazpadaThIBAtOTCS MO0 MHUIIMATUBE PYKOBOJIUTENEH CTPYKTYPHBIX
noapaszaeneHui. McnoaHuTenp COCTaBIISIET NPOEKT noioxkeHusd. [lonoxenue
MOJIHCHIBAIOT PYKOBOAUTEND CTPYKTYPHOI'O IOIpa3IeiaeHus (IeSTENbHOCTh KOTOPOIro
pErJaMeHTUPYETCs), BHIIECTOALIUNA PYKOBOIUTEh, KOTOPOMY MOAUYUHSIETCS TAHHOE
noJipa3JielieHue, U pa3padOTUuK.

IIpoexT non0KeHus COrIacoBBIBAETCA C FOPUANYECKUM OTAEI0M. Eciy npoekt
BBI3BIBAET BO3PAYKECHMSI, 3aMEUYAHMS, OHU M3JIaratoTCsl Ha BTOPOM 3K3EMIUIAPE WIN Ha
OTZEJIBHOM JIMCTE, NPUII0KEHHOM KO BTOPOMY 3K3EMIULAPY npoekTa. IIpoekr
ITOJIO’KEHMSI IPEICTABIISAETCS HA YTBEPKIAECHUE PYKOBOAUTEIIO MPEAIIPUATHS.
[Tonoxenue 00 opraHu3aluy yTBEp>KAaeTCs PaclopsiAUTEIbHBIM JOKYMEHTOM
BBILIECTOSIEH OpraHu3anny. J[aTol MonoxeHus sABISIETCSA JaTa YTBEPKIACHUS
JOKYMEHTA, €CII B TEKCTE HE YKa3aHa JIpyras aarta.

[Tonoxenue ABIAETCA CI0KHBIM JOKYMEHTOM. CTpyKTypa U coepkKaHue
MOJIOKEHUS, KaK MPaBUIIO, ONPEAEIIAIOTCS YUPEXKICHUEM - pa3padoTuynKkoM. OCHOBHbBIE
paszeinbl TEKCTA MOJI0KEHUA
-00IITHE TTOJIOKEHUS ;-

-OCHOBHBI€ 33]1a4H;
-byHKINY;




-1paBa;
dopmyiisp - oOpaszel MoJI0KEHUS] COCTOUT U3 PEKBU3UTOB:
-HAMMEHOBAHUE BEJOMCTBA,

-Ha3BaHME OpraHU3aIllH,

-HAMMEHOBAHUE CTPYKTYPHOIO MOAPA3AECICHHUS,

-rpud yTBEpKIEHUS,

-HAMMEHOBaHUE BUJA JTOKYMEHTA - TIOJI0KEHUE,

-J1aTa, HoMep,

-MECTO u3Jianusi (ropon),

-3aroJI0BOK,

-TEKCT,

-IIOJITUCH,

-rpu¢ corjacoBaHus,

-BU3BI.

«Ilanka» nonoxkeHus (corjacHo npuioxenus 27) odhopmisgercs mpudrom 12 Times

New Roman

[ITanka nonoxkenus 3aHuMaeT 8-10 cM OT BepxHero kpas nucta A4 u COIEepKUT
CJIeYIONTY 0 HHGOpMAIIHIO (ClieBa HAMPaBO) :

-- Ha3zBaHnue opranuszanuu

--Ha3Banue nonoxxenus

--UJICHTU(UKAIIMOHHBIN KO (7aee -Ko/)

--pa3zpaboruuk (1) : DO u 70IKHOCTH

--JlaTa COTJIaCOBAaHMS U JIaTa BBOJIa CTaHIapTa B paboTy

--Obnacts npuMeHeHus (yKka3aTh Ha3BaHUE KaOMHETa U MOApa3ieicHHE)
--JIOJ>KHOCTh OTBETCTBEHHOT'O 110 KOHTPOJIIO UCIIOJTHEHUS U IOJXKHOCTh OTBETCTBEHHBIX
3a UCTIOJIHEHUE

--IIEPUOJIUYHOCTH MEPEecCMOTpa

--®H1O 1 nOIKHOCTh OTBETCTBEHHBIX COTPYAHUKOB COTJIACOBABIIMX IMOJOKEHUE
--®OU1O u AOKHOCTh WA, YTBEPAUBIIETO MOJI0KEHUE

--IleyaTh OpraHM3anuy HA TUTYJIbHBIN JHUCT 00513aTEJIHHO

--Iloanucy Ha «IIANKe» CTABAT JIMIA YYaCTBYIOLIUE B COIJIACOBAHUM H
YTBEPKACHUM N0JI0KEHUS

--CaoBa «CorjiacoBaHo» U «YTBEP:KIa0» B IIANKE MUIIYTCHA 0€3 KaBbIYeK,
CTPOYHBIMHM OYyKBAMH C IIEPBOil 3arJ1aBHOM ( CMOTPETH B NPUJIOKEeHHHU 27)
--mpuPT U GopMy 3aN0THEHUS KIIANKW» BbIAEPAKHUBATH CTPOI0 COIJIACHO
npuioxenus 27

-UToroBsrii mucT (mpuioxkenue 27) , KOTOPBIN COAEPIKUT CASAYIONYI0 HH(pOpMaInio:
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-- OTMCTKaA O IICPECMOTPC TOKYMCHTA U (I/IJ'II/I) BHECECHHUS B HETO U3MEHEHUM
--IIOAIMNCH OTBCTCTBCHHBIX JIML, KOHTPOJIHUPYIOIMUX UCIIOJIHCHHUC JAHHOI'O CTaHAapTa
--ITIOAITMCH 00 03HAKOMJICHMY OTBETCTBEHHBIX 3a MCITOJTHEHUE JIAI

6. Ilopsizok opopMiieHHsI perjiaMmeHTa
O0s13aTeTbHBIMU PEKBU3UTAMH PETJIAMEHTA SIBJISIOTCS: HANMCHOBAHHUE OpTaHU3allnH,
HAWMEHOBAHUE BHJIa JOKyMEHTa 00 YTBEP)KIECHUH, €T0 JaTa U HOMEP, MECTO
cocTaBlieHUs, rpud yrBepxacHus. OHM MOMEIIAl0TCs B HavYalle TeKCTa perjiaMenrta. B
HAUMEHOBAaHUHU PETJIaMEHTa, KaK MPaBWIIO, HE TOMyCKAIOTCS COKPAICHUS, PUMCKHE
U pbl, MATEMAaTUYECKUE 3HAKH, TPeUeCKre OYKBBI, KPOME YCIOBHBIX 0003HAUCHUN
MPOIYKIINH.
-«Ilamkay» permamenTa (corjacHo npuiokeHus 27) obopmisercs mpudrtom 12 Times
New Roman

[ITanka pernamenta 3aHuMmaer 8-10 cM OT BepxHero kpas aucta A4 U CONEPKUT
cienyolInyr nHdopMmaiuio (cjaeBa Hampagro) :

-- Ha3Banue opranuzanuu

--Ha3Banue pernamenra

--UJICHTU(UKAIMOHHBIN KO (Jaee -Ko/)

--paszpaboruuk (1) : DO u 10HKHOCTH

--JlaTa COrJacoBaHMS U JaTa BBOJA CTaHJapTa B paboTy

--O0nacth npuMeHeHus (yKa3aTh Ha3BaHUE KaOMHETa U OAPa3/IeICHHUE)
--JIOJIKHOCTh OTBETCTBEHHOT'O IO KOHTPOJIIO UCTIOIHEHUS U IOKHOCTh OTBETCTBEHHBIX
3a HCIIOJTHEHUE

--IIEpUOJIUYHOCTh MIEPECMOTpa

--®UO 1 10KHOCTh OTBETCTBEHHBIX COTPYAHUKOB COTJIACOBABIIMX MOJOKEHUE
--®UO u n0IKHOCTh JUIIA, YTBEPAUBILETO MOJ0KEHUE

--IleyaTp Opra”Hu3anuy HA TUTYJIbHBIN JHUCT 00513aTEJILHO

--IloagnucH HA «IIANKE» CTABAT JIMIA YYACTBYIOLIUE B COIVIACOBAHUM H
YTBEpPKICHUH pPerjiaMeHTa.

-—-CiaoBa «CoriacoBaHo» U «YTBep:KIAa0» B HIANKe MUIIYTCH 0e3 KaBbIYEK,
CTPOYHBIMH OYyKBAMH C ME€PBOil 3arJ1aBHOM ( CMOTPETh B NPWIOKeHNH 27)
-—-mpu T 1 GopMy 3aNOJTHEHUA CIIANKW> BbIACPKUBATH CTPOr0 COTJIACHO
npuiioxeHus 27

-UToroBslii mucT (nmpusoxkenue 27) , KOTOPBIN COAEPKUT CIASAYIONIYI0 HH(POpMaIIUIO:
-- OTMETKa O MEePEeCMOTPEe TOKYMEHTA U (WJIM) BHECEHUS B HEr0 U3MEHEHUI
--IIOJIIMTUCH OTBETCTBEHHBIX JIUI, KOHTPOJIHUPYIOIINX UCTIOJHEHHE TAHHOTO CTaHapTa
--[IOAMMUCH 00 03HAKOMJICHUU OTBETCTBEHHBIX 32 UCIIOJTHEHUE JIUII.
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CopeprkaHue perjaMeHTa.
.1. O0mue nomoxxeHus
.- Ha3nauenue
- OO6mactb mpuMeHeHus
- HopmaruBHBIE CCBUIKH

[Topsinok yTBepKAEHHS, BHECEHUSI U3MEHCHUI U
JTOMOJITHEHUH

2. TepmuHsbl, ONpeneneHus U COKPaCHUs
- TepmuHbI U onpeneneHUs
-.  Cokpaiienus

Orncanune TpeOoOBaHUM, IPOIIECCOB, METOIOB
paboThI

4. OTBETCTBEHHOCTh

5. Koutpons

6. Ilpunoxenus

-.  Knaccudukarops! u cipaBOYHUKH

- ®opwmbl 1 npaBuiIa OPOPMIICHUS JOKYMEHTOB
-.  CxeMbl poI1IeCCOB

-.  AJITOpUTMBI pacyETOB

- Tabnuuel poneil UCIOTHUTENEH TPOIIECCOB

46. OTBETCTBEHHOCThH

PaGotnuku Opranuzaium, HE3aBUCUMO OT 3aHUMAaeMBbIX JTOJKHOCTEH, HECYT
JUACLUIUIMHAPHYK OTBETCTBEHHOCTh 3@ HEHAJIJICIKAIIIEE UCTIOJTHEHUE UITH HEUCIIOJTHEHUE
TpeboBaHUii HacTosIIero Pernmamenra.

47. KoHTpoOJb
KonTpons ucnonHenust PernmaMenTa ocyIecTBiaseT aAMUHUCTPATHBHBIA TUPEKTOP
Opranuzanuu.

7 . Illopsinok oopmiieHUsA
CranaapTHOi OnepanMoOHHON MpoLeayphl



Omnpenenenune: CraHgapTHbIC oniepalioHHbIe nporeaypsl (nanee — COIlbI) — 310
JIOKYMEHTaJIbHO 0()OPMJIEHHBIE HHCTPYKIIMH U QJITOPUTMBI TI0 BBITIOJIHEHUIO Pabounx
MpoLeaAyp MEAULIMHCKAM nepcoHanioM. Kaxias MequunHCcKas opraHu3aius
paspabatsiBaer COIlbI caMOCTOSATENBHO B 3aBUCUMOCTH OT €€ TUIIa, MOIIHOCTH,
CTPYKTYPBI, MAaTEPUATbHO-TEXHHYECKOT0 00ECTIEYeHHS] YKOMIUIEKTOBAHHOCTH KaipaMy U
Ap-

B Bune COIla opopmusiercs 110001 TOKYMEHT, I€TAIbHO PErIAMEHTUPYIOLINAN
BBITIOJIHEHHUE KOHKPETHBIX padoT, onepaiuii, npouenyp. To ectb cuHonumoM COlla
SBJISIETCSL: MHCTPYKI[USI, pabouast HHCTPYKIMS, METOJIMYECKUE PEKOMEH IAINK, IpaBuia U
T.0
Heasn : COIIl pa3pabarbiBaeTcs A1 KaXI0T0 Mpoliecca MHAUBUIYATbHO, YTO SBIISIETCS
rapanTuel ONTUMAIHHO KAY€CTBEHHOTO BBIMIOJHEHUS JAHHOTO MpoIecca paboThI.
Hcnonb3yemble COKpallleHUA :

-- COII- crannapTHas onepalroHHas poieaypa
--CIIIMuBA- Cnyx6a noaaep>Kku NaiMeHTOB ¥ BHYTPEHHET0 ayauTa
HUcnonHuTeM: COTPYIHUKH OAPA3ICIICHUN

48.00mas cxema cozganus COIla:
Bce nporienypsl 1 mpoiiecchl, BBITOTHAEMbIE COTPYIHUKAMU, JOIKHBI OBITh MPOTHCAHBI
Y yTBEpXkAEeHBI BHYyTpeHHUM cTtanaaptoM [AMuO r.Cemer.
-ITepBuunsiit nepeuens COII co3maercst Ha OCHOBE aHaIM3a OCHOBHBIX,
BCIIOMOTaTEIbHBIX U YIPABICHUYECKHUX MPOLIECCOB MOAPA3ACIEHUS .
-COTpyAHUKH 110 CBOEMY YCMOTPEHUIO MOT'YT CO3JaTh U MPEAJIOKUTH HA
paccmotpenue HoBblid COII 3aBenyroniemy nojpasaeiieHus.
-Jlanee COIIbI co3maroTes Mo Mepe HeOOXOIUMOCTH B XOJIE:
-BbIsIBII€HHE HECOOTBETCTBUM, IPUUYHUHBI KOTOPBIX JIEKAT B HELOCTATOUYHOU
CTaHJAPTU3AIMHU BBITOJIHSAEMBIX IPOLEIYP U OTCYTCTBUM NMUCbMEHHON
UHCTPYKIHH
-BbIsIBIIEHME 30HBI PUCKA, T€ OTCYTCTBUE TMCbMEHHON MHCTPYKLIMU MOXKET
MIPUBECTU K HECOOTBETCTBUIO.

49.CtangapTHasi onepanuoOHHas MPoUeaypa J0JKHA COAepPKaATh 9 pa3aesoB:

-Hean :
B nannom pazzene HeoOxoaumo ykaszaTh B oomiem Buje 1einb COlIla, nogpasznenenus
(mporiecchl/ COTPYIHUKH U T.I1.) I KOTOpbiX naHHbiil COII sBasieTcst o0s3aTebHBIM
TUTSI TIPUMEHCHUSL. .
-O0s1acTH IpUMEHEHUSA
VYka3aTh B KakuxX OTAENCHHUIX ( TIOJIpa3ieieHUsAX) OyaeT ueronb3oBaThes nanabiii COIl
-Acnosb3yemble COKpaILICHUS
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PacmudpoBats Bce ucnonb3yembie B COIle cokpanienus: u abOpeBUaTypsbl.
-Ilpumensiemoe 000py10BaHNEe/MHCTPYMEHTHI:
VYkazaTp, kakoe 000py/10BaHUE/MHCTPYMEHTHI UCTIONb3yeTcs ipu BoinoHeHnn COlla.
-IlepeyeHb MCNOJIb3YyeMO JOKYMEHTAMM:
VYka3aTh Ha3BaHUE KYPHAIOB/ TOKYMEHTOB KyJ1a MPOU3BOISTCS 3aHCH, KOTOPHIE
JOJKHBI BOZHUKATh B miporiecce peanuzanuu COIlla.
-OTBEeTCTBEHHOCTD:
VYka3aTh JOMKHOCTA OTBETCTBEHHBIX JIMIL 32 BBIMOJIHEHHE TaHHON PaOOTHI.
-IIpouenypa BbINOJTHEHUS:
JleranibHO omKcaTh MOCIEAOBATENLHOCTD IIATOB B X0J1€ peain3aiiuu paboThl

-JleiicTBus npu 00HApPYKEHUN HECOOTBETCTBUIA: (TTPU HEOOXOIUMOCTH)
VYka3zaTb npaBuia NOBEECHUS NTEPCOHAIa IPU OOHAPYKEHUU HECOOTBETCTBUH,
cOO€B , YpE3BBIYANHBIX CUTYALUN U T.II.

-HopmaTuBHBIE CCHLIIKM:
--Yka3atp Bce nnpuMmeHseMble npu co3fannu COIla HopMaTUBHBIE JOKYMEHTHL, B T.4.
JEUCTBYIONINE 3aKOHBI, TEXHUYECKHUE PETJIAMEHTHI, TOKYMEHTHI 10 CTaHJapTU3al1H,
BEJIOMCTBEHHBIE JIOKYMEHTBHI, IIPUKa3bl, PACIIOPSKEHUS H T.11.
--Ecu COII co3naercs 0e3 UCnonb30BaHUs BHEIIHUX HOPMAaTUBHBIX JOKYMEHTOB, TO
coznarenu COIl HeoOXoAMMO J10Ka3aTh , YTO JIaHHAs MPOMHMCAHHAS MPOLEAYpa HE UJIET
B pa3pe3 ¢ 3aKOHOAATeIbHbIMU TpeboBaHusMu PK.
--Ilepeuens HITA npomnmceiBaercs mocne okoHuanus « IIpouenypsl BEINOIHEHUSD , HO
JO npunoxxeHuit

50. Ogopmaenue COII
-«lIlanmka» COII (cormacHo npumnoxenus 27) opopmisercs mpudrtom 12 Times
New Roman

[ITanka COII 3anumaet 8-10 cM OT BepxHeEro kpas Jucta A4 U COIECPKUT CICAYIOUTYIO
uH(popmaluio (cieBa Hapaso) :

-- HazpaHue opranuzanuu

--HazBanue COII

--JICHTU(UKAITMOHHBIN KOJI (anee -Ko/)

--pazpabotuuk (1) : DO u 70IKHOCTH

--JlaTa cOIJIacOBaHUs U JlaTa BBOJA CTaHJapTa B padoTy

--O0nacTh npuMeHeHus (yKa3aTh Ha3BaHUE KaOWHETa U MOoJIpa3/IeieHHE)

--JIOJXKHOCTh OTBETCTBEHHOT'O 110 KOHTPOJIIO UCIIOTHEHUS U JIOJDKHOCTh OTBETCTBEHHBIX
3a UCTIOJIHEHUE

--IIEPUOJIUYHOCTH MepecMoTpa

--®UO u n0IKHOCTh OTBETCTBEHHBIX COTPYAHUKOB corjacoBaBmmux COII
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--®U1O u gomwkHocTh auua, yreepausiiero COIIT

--IleyaTsh OpraHu3auMu HA TUTYJbHBI JUCT He CTABUTCS.

--Iloagnucy HA «IIANKE» CTABAT JIMIA YYACTBYIOIIUE B COIJIACOBAHUN H
yreep:xkaenun COIIL

--CaoBa «CorjiacoBaHo» U «YTBep:KIa10» B HIANKe MUIIYTCHA 0€e3 KaBbIYeK,
CTPOYHBLIMHM OyKBAMH C MEePBOM 3arJIaBHOM ( CMOTPETh B NPWJIOKEHUN 27)
-—-mpudT 1 GopMy 3aNMOJTHEHUA «IIATKW BbIAEPKUBATH CTPOr0 COTJIACHO
npuioxenns 27

-UtoroBeiii nuct (mpuiokenue 27) , KOTOPhIHA COACPIKUT CIICTYIONIYIO
UH(POPMAIIHUIO:
-- OTMETKa O MEePEecMOTpe TOKYMEHTA U (WJIM) BHECEHUS B HETO U3MEHEHUN
--[IOAMTMCH OTBETCTBEHHBIX JIUL], KOHTPOJIUPYIOUIUX UCIIOTHEHUE JAHHOTO CTaHapTa
--[IOJINKCH 00 O3HAKOMJIEHUH OTBETCTBEHHBIX 32 UCIIOJIHEHHE JIUII.
51. lIpucBoenune uugposoro uaeHtupurkaropa (aasee kox) COIl B 1AAIMuO:
I'otoBoMy Tekcty COII, pazpaboTaHHOMY CTPYKTYPHBIM MOAPA3AEICHUEM WU
OTBETCTBEHHBIM JIMLIOM IPUCBAUBAETCS UJICHTU(UKAITMOHHBIA HOMED.
IIpaBuaa cocraBiaenus KO/a:
[lepBas nudpa — coorBeTCTBYET HOMEPY corsiacHo CBOJIHON HOMEHKJIAType el
AMuO otaenenus, rae 6wt pazpadoran COII

Bropas mudpa — mudpooe 0603HaUCHHE THITA TOKYMEHTA (COMIACHO MPUIIOKEHUs 3) —

IIOPSAAKOBBIA HOMED

Tperbs mudpa — rox coznanms COIlla .

Hanpumep: 07- 01-2014

[udposoii uanexc no nomenkiarype 07 - (Ciyx6a BHyTpeHnero ayaura ) , — 01
(mdpoBoe 0003HaUEHUE TUTIA JOKyMeHTa — B lanHOM ciiydae COIT) -2014 (rox

CO3/IaHUs JIOKYMEHTA)
udps! nponuckIBaroOTCs uepes aeduc
N nentudukaiuio Tuma J0KyMeHTa MPOBOAUTH (COTJIACHO MPUIIOKEHUS 3)

52.11epecmotp COIlloB

-Cpok opHuIHaTBbHOTO MepecMOoTpa CTaHIapTa YCTaHABIMBACTCS pa3pabOTUYMKOM , HO
JOJKEH pou3BoauThes exxerogHo ( CornacHo MeronnueckoMy pyKOBOACTBY
yrBepxaeHHOMY 3KcnepTHbIM coBeToM PLIP3 PK (IIporokon Ne6 ot 19 centsiopst 2013
roja) kpurepuii 5.14)

CBOEBpEMEHHOCTH MIEPECMOTPa CTaHIAPTOB BO3JIaracTcst Ha pazpaboTdrka ( eciiy rpymma

pa3pabOTYMKOB, TO MEPBOE JINIIO, YKazaHHoe B rpymmne). COII nepecmarpuBaercs 10
YCTaHOBJIEHHOTO CPOKa B CIIyYae:
--u3meHeHue B HITA
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--B CJIy4ae U3MEHEHUs] BHYTPEHHEN MOJIUTUKY WIH B JPYTHUX CIy4yasiX MPU U3MEHEHUH B
pabore cra”mapTa.

-. I[Ipu nepecmotpe crtanaapra B JIucte nepecMoTpa CTaBUTCSI OTMETKA:

--TIpu U3MEHEHUH — B rpade «Ne paznerna, IyHKTa CTaHaapTa, B KOTOPOE BHECEHO
M3MEHEHHE» YKa3bIBAIOTCS HOMEpPA IMMYHKTOB , Kya ObLJI0O BHECEHO U3MEHEHHE.

J1o 3a7eiicTBOBaHHOTO MepcoHasa JOHOCUTCS uH(opMalus 00 U3MEHEHUSX (TIOMUCH U
JlaTa 03HAKOMJICHUS )

--IIpY TUTAHOBOM TI€PECMOTPE CTABUTCA NMOMETKA « 0€3 U3MEHEHUI»

--yKa3bIBalOTCA aata nepecmorpa, PO 0TBETCTBEHHOTO 3a MEPECMOTP JIULA U MOJIHUCH.

53. Benenne peecrpa BHyTpeHHuX 10kyMeHTOB B CIIIIuBA I[XIMuO
Heobxonumo Bectu nienTpanu3oBannyto peructpaiuto COIloB unm peectp.
[Ipumepnas ¢popma peectpa

Z

HaunmenoBanue Unentuduxarop |Paspaborunk|/lara Obnacth
JTOKyMEHTa (KOL) BBEJICHUS  |NIPHUMEHEHUS

-O0yuyeHue nepcoHasa papadoTaHHbM (HOBBIM) U MoauduiupoBanubiM COIT
MIPOBOAUTCS MOCJIE HUX YTBEPKICHUS.
OTBETCTBEHHOCTH 3a 00yueHue Bo3naraercs Ha pazpadoruuka COII u pykoBonurenei
noapasnesieHuid . KoHTpoIib 10 UCIIOTHEHUIO- PYKOBOJIUTENH MOAPA3ICIICHUM.
Ecau COII onuceiBaeT HOBYIO MPOLIEYPY, WU €CIIU B CYLIECTBYIOUIYIO POLIEAYPY
BHOCSTCSI U3BMEHEHUS, 00y4eHUE TPOBOUTCS JJIsI OTYYEHUSI 00bEKTUBHOM OLICHKH
npumeHuMocTH TpedoBanuit COII u ero cooTBeTCTBUS TPEOOBAHUAM U TIPAKTUKHU.
OOyueHue IpOBOJAUTCS ISl TEX COTPYAHUKOB B UbH JIOXKHOCTHBIE 0053aHHOCTH BXOUT
BbITIOTHEHUE AercTBuil onucanubix B COIL.
[Tepuon o0yuenus 3apucut ot Tuna COII, Ho He npeBbiaeT 3-5 pabouux AHEH 110
YTBEPKICHUSI.
Ecnu COII mpocTo onuchiBaeT U3BECTHYIO M XOPOIIO OTJIAKEHHYIO padoTy, TO 00yueHue
MIPOBOAUTCS ISl HOBBIX COTPYIHHUKOB, MOCTYIMUBIIKX B MOJpa3/ieICHUE.

-Paccoriaka COII o oTaetenusam
[Tocne yTBepKIeHHEM TUPEKTOPOM CTaHJIApTa HEOOXOAMMO MPOU3BECTH PACCHUIKY
COII no noxpazneneHusiM qucnaHcepa, rae OH OyayT UCIOJIb30BaThCS.

-IIponeaypa noAroToBKM CTAHAAPTA K pacchlIKe:

JMcnonHenne MoOATrOTOBKHM PacChUIKM cTaHjaapTa HeceT Ciy»0a BHYTPEHHErO ayAuTa.
COII ckanupyrot (kpome Jlucra oznakomuienus) [lo 3anpocy 3aBeayromiero
NoJipa3/IeleHUsl WM cTapuiell MececTpbl HH(POPMALIMOHHBIN OTJEN MPOU3BOIUT
PACCBUIKY IO JIOKAJIBHOU CETH.

-UndopmupoBanue nepconasia o pa3paboTaHHOM CTaHAapTe:
Ucnonuurens - Ciyx0a BHYTpEHHETO ayuTa
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ITo nokasbHOI ceTH OTBETCTBEHHOE JIUIO PacchUlaeT MH(POPMAIUIO 10 BCEM
MOAPA3AECIEHUSM O BHOBb YTBEPKIEHHBIM CTaHAAPTAM.

-BHenpeHue cTaHAapTa B 1eATEJbHOCTD NOAPA3ACJICHUSA:
OTBETCTBEHHbIE UCTIOJIHUTENU- PYKOBOAUTENHN MOAPA3AeICHUN (CITyxKO0)
PykoBoaurenu nonpasaeneHuil pacledarbiBalOT CTAHAAPT COTJIACHO YTBEPKAECHHOU
dbopme npuHATON noapazaeneHueM ( ohopmIiIeHHE CTaHapTa, LBET JIUCTA U TIp)
PykoBoaurenu noapasiaeneHuil OTBETCTBEHHBI 3a IPoLEAypy O0y4EeHHs COTPYIHUKOB
CBOETO nojpazaeneHus. [IpukperusoT TMCT 03HaKOMIICHHUS C ITOAIUCSIMU U IPOU3BOIAT
O3HaKOMJIEHHE (MpUI0KeHne26,27.)
8. Ilopsinok moAroTOBKYU M 0(pOPMJICHHS NMMPUKA30B
54. Ilpuka3zamu opOpMIISIOTCS PEIIEHHUs MPABOBOTO XapaKTepa, a TAaKKe 1Mo
OIlEpaTUBHBIM, OPraHU3aLMOHHBIM, KaJPOBBIM (MIPUEM, ITIEPEMEIIEHUE, COBMEILEHNUE,
MepEeBO/I, YBOJIbHEHHE, aTTECTAllMsA, TOBbIIIEHHE KBATU(UKAIINHN, TPUCBOCHUE 3BAaHUM,
M3MEHEHUE (paMUIINH, MOOIIPEHNUS, HArPAKIAECHUS, HATOKEHNUE JUCLUTUITMHAPHBIX
B3BICKaHM1, OI1aTa TPyAa, IPEMUPOBAHUE, PA3JINYHBIEC BBIILJIATHI, BCE BUIBI OTITYCKOB
pPabOTHHUKOB, JIEKYPCTBA MO NPO(UIII0 OCHOBHOH IESITENbHOCTH, KOMAaHIUPOBKH) U
APYTUM BompocaM paboThl OpraHu3aluy 1o GopMe coriacHO NPUI0KEHUI0 6 K
HacToAMM THUIOBBIM IIpaBUJIAM.

HopmaTuBHbIe mpaBoBbI€ aKThl 0POPMIISIIOTCS B COOTBETCTBUH ¢ [IpaBunamu
oopMIIEHUS U COrIaCOBaHUS HOPMATUBHBIX MIPABOBBIX aKTOB, YTBEP>KIEHHBIMU
nocra”osyieHueM [IpaBurenscTBa Pecnyonuku Kazaxcran ot 16 aBrycra 2006 roga Ne
773.

PexBusnTamu npukasa sBISIOTCA:

- mobpaxkenne ['ocymapcrBennoro ['ep6a Pecrryonuku Kazaxcran niam aMOIeMBbl,
JIOTOTHIA, TOBAPHOTO 3HaKa (3HaKa 00CIyKMBaHUs1) C yueToM TpeboBanui . 18, 19
HACTOSIIIMX THUIOBBIX IPABUII;

- opUIMaTbHOE HAUMEHOBaHUE OpPraHu3aluu;

- HAMMEHOBAHHE BUJA JOKYMEHTA;

- laTa IpHKa3a;

- PETUCTPALMOHHBIN HOMED MPUKA3a;

- MECTO MU3JaHus NIPUKa3a;

- 3arOJIOBOK K TEKCTY;

- TEKCT;

-IIOATINCB;

- OTMETKA O COIJIaCOBAaHWUM MPUKA3a;

- OTTHUCK I1€4aTH OpraHu3aluu.

[IpoeKThI IPUKa30B FOTOBAT U BHOCAT MOAPA3/I€ICHNAS HA OCHOBAaHUH MOPYYEHUIN
PYKOBOAMTENS OPTaHU3AINH, €r0 3aMECTUTENs, MO0 B MUHULIUATUBHOM TIOPSIJIKE.
[TpoekThl mpuKa30B MO KaJpOBBIM BOIPOCAM TOTOBUT KaJIpoBas CIy»0a Ha OCHOBAaHUU
COOTBETCTBYIOLIUX JOKYMEHTOB (TPYJOBBIE IOTOBOPBI, 3asIBICHUS, TOKIAHbIE
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(cimy>xe0HbIe) 3alUCKHU, IPEACTABICHUS U APYTHUe).

[1poeKThI MPUKA30B U MPUIOKEHUS K HUM BU3UPYIOTCS UCTIOTHUTEIIEM U
PYKOBOJUTEIEM MOAPA3EIEHNS, BHECIIUM MPOEKT, PYKOBOAUTEISIMH MOJIPa3IeIICHHM,
KOTOPBIM B IIPOEKTE MPEyCMATPUBAIOTCS 3aJJaHUsI ¥ TIOPYUCHUS, & TAKKe
pyKoBoguTeIIMH CIIyKO0bI JIOY 1 ropuandeckoi ciaykObl, 3aMECTUTEISIMH
PYKOBOJUTENISI OpTaHU3alMKU B COOTBETCTBHUM C paclpeiesIeHHeM 00s13aHHOCTEH.

Bozpaxkenus mo npoekTy nprkasza, BOSHUKAIOIINE IPU COTJIACOBAHUU, U3JIaraloTcs B
CIpaBKe, KOTOpas Mpuiaraercs K npoekty. Eciiu B mpoiiecce coriiacoBanusi B IpOEKT
MpUKa3a BHOCSITCS U3MEHEHUSI MPUHIIMITUAIBHOTO XapaKTepa, TO OH JopadaThiBaeTCs U
MIPOXOAUT IMTOBTOPHOE COrIaCOBAHHUE.

[Tpukazbl 0OpMIISIFOTCS Ha Ka3aXCKOM SI3bIKE, a TAKXKE JOMOJHUTEIBHO MOTYT
o(hopMIISTECS HA PYCCKOM SI3bIKE, KOTOPhIE UMEIOT OJIMHAKOBYIO ciuty.  [Ipukassl
HYMEPYIOTCS MOPSIKOBOM HyMepalen B mpejienax KajieHaapaoro rojaa. [Ipukassl mo
OCHOBHOU AESATEIBLHOCTH, MO JIMYHOMY COCTaBY PErUCTPUPYIOTCS OTACIBHO B
COOTBETCTBYIOIIUX XypHanax (6a3ax manubix). Konuu npuka3os uim ux
Pa3MHOXKEHHBIE K3EMIUISIPBI 3aBEPSIOTCS MEUaThIO ¢ YKa3aHUEM JIaThl 3aBEPEHUS U
HaIIPaBIIAIOTCA aipecaTaM B COOTBETCTBUU C YKA3aTEJIEM PACCHUIKH, KOTOPBIN
COCTaBJISICTCS ¥ TIOJIMUCHIBACTCS UCTIOTHUTEIIEM.

TekcT mpukasa, KaK MpaBuiI0, COCTOUT U3 ABYX YACTEU — KOHCTATUPYIOLIEH
(mpeamOyJIbl) ¥ pacTiopsIUTEIbHOM.

B xoncTaTupytouiei yactu (mpeaMOyiie) KpaTKO U3JIaratloTcs eIy U 3aa4u, PakThl
U COOBITHS, TIOCTY>KUBIIIME OCHOBAaHUEM JUTs M3JaHus iprkasa. Ecinu npukas uzmpaercs
Ha OCHOBAaHMH JIPYTOro JOKYMEHTA, TO B KOHCTaTUPYIOIIEH YacTH yKa3bIBaeTCs
HAaMMEHOBAHHUE ATOTr0 IOKYMEHTa B POJIUTEIILHOM MAJI€KE, €r0 aBTOP, 1aTa, HOMEp U
3arosioBoK. [Ipu cchlike Ha HOPMATUBHBIN MPABOBOM aKT, 3apPETUCTPUPOBAHHBIN B
opraHax IOCTHUIMH, JOTIOJHUTEIBHO YKa3bIBAE€TCSI HOMED, MOJ KOTOPBIM OH
3aperucTpupoBaH B Peectpe rocynapcTBeHHON perucTpaiuu HOpMaTUBHBIX TPABOBBIX
aKTOB.

[Ipeambyna B mpoektax mpukaszos 3asepinaercs cioBoMm "[IPUKA3BIBAIO",
MUIIETCS MPOMUCHBIMU OYKBAMH, MOTYKUPHBIM MIPU(PTOM U HE TOMYCKAETCS €ro
MEPEHOC Ha APYTYIO CTPOKY.

PacniopsinurenbHast 4acTh COAEPKUT MEPEUUCICHUE MPENUCHIBAEMbIX JIEUCTBUM €
YKa3aHUEM UCITOJIHUTEIS KaXKJI0ro IEUCTBUS U CPOKOB UCTIONHEHUsI. PacniopsauTenbHas
4acTh MOXKET JACNUTHCS Ha MyHKTHI, TOAMYHKTHI ¥ a03aIlbl.

JleficTBHSI OTHOPOJAHOTO XapaKTepa MOT'YT OBbITh MEPEYUCIIEHBI B OJTHOM MMyHKTE. B
KQueCTBE UCIIOIHUTEIEH YKa3bIBAIOTCS CTPYKTYPHBIE MOAPA3/I€TICHUS UIIH KOHKPETHbIE
JOJKHOCTHBIE uIia. [TocneaHuii myHKT pacopsauTeIbHON YaCTH MOXKET CO/IEPKaTh
CBEJICHHUSI O MOAPa3/IeJICHUN WIH JOJXKHOCTHOM JIMIIE, HA KOTOPOE BO3JIaraeTcs
KOHTPOJIb 32 UCTIOTHEHUEM TIPHUKA3a.

O3HakoMJeHHE pa0OTHUKOB C IIPUKA3aMU IO KaJAPOBBIM BOMPOCAM Y OCTOBEPSETCS
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MOJINKCHIO paOOTHUKOB, IPOCTABIIIEMBIX HI)KE PEKBU3UTA ""OTMETKA O COTJIaCOBAaHUU
JOKYMEHTa" WM Ha OOOPOTHOM CTOPOHE MPHUKa3a.

PexBu3uT "OTMETKA O HAJTMYMU MIPUIIOKEHUS K IOKYMEHTY" MOCJE TEKCTA MPUKa3a
CaMOCTOSITEIILHO HE 0(hOpMIISIETCS.

Ecnu noanucs nuia, NOAMKCHIBAIOLIETO IPUKa3 pacoiaraercs Ha OJIaHKe, TO
MOJIHOE€ HAUMEHOBAHUE JOJKHOCTH 3TOTO JIMIA HE YKa3bIBAETCSl.

B coBMeCTHBIX MpUKa3ax YKa3bIBAETCS MOJIHOE HAUMEHOBAHUE JOJIKHOCTEN
COBMECTHO TMOTUCHIBAIONTUX JIUII.

9. ITopsigok oopmiieHUsA

PACITIOPAX XEHUE

PacnopsizkeHne — B rocyJJapCTBEHHOM M aJIMUHUCTPATUBHOM TIPaBe — BH/
M0JI3aKOHHOTO aKTa YIPaBJICHHS, H3AaHHBIA OPTraHOM BJIACTH WJIM YIIPABJICHHUS B paMKaXx
€ro KOMITETCHIINY ¥ UMEIOIIHUN 00513aTeIhHYIO CHITY JUTSl PU3NYECKHUX U IOPUINIECKUX
JIMII, KOTOPBIM OHO aJpPeCOBaHO.

B otnmume ot mpukasa, pacnopsikeHue, Kak MPaBUiio, HE HOCUT HOPMATUBHOTO
XapakTepa, U U3J1aeTCs MO ONEePATUBHBIM, TEKYIIIMM BOIIPOCAM.

-yCTHOE pacnopsizkeHue — IMOJ3aKOHHBIN aKT YIIPaBJICHUS, COAEPIKAIIUNUCS B YCTHOM
BOJICBOM PAaCIIOPSDKCHUH PYKOBOIUTEIS,

-MUCbMEHHOE pacnopsizkeHue — TI0J[3aKOHHBI HOPMATHBHBIM aKT yIpaBICHUS,
W3JI0KEHHBI TMCHMEHHO B YCTAHOBJICHHOU (hopMe.

-HHAUBHUIYAJIbHOE PACTIOPSIKEHNE — COACPKUT 3a/a4YH TI0 BHIMOJTHCHHIO

OTIPECIICHHBIX MHANBUIYATbHBIX JEHCTBUMN, JOKHO OBITh BHITIOJHEH TOYHO H B

CPOK C MPEACTAaBICHUEM JIOKJIaa O €r0 BHIIOJIHEHUH HAYaJbHUKY, OT/IaBIIEMY

pacmopsiKeHue.

B cBsi31 ¢ 0macHOCTHIO JJ1s1 )KU3HU | 37I0POBbS JIFOACH MPU BBHITTOJIHEHHH MHOTUX
BUJIOB paboOT (B OCOOCHHOCTH Ha OIMACHBIX MMPOU3BOJICTBEHHBIX O0BEKTaX),

CHUCTEMOM OXpaHbI TPyAa MPeyCMaTPUBAIOTCS OPTaHU3AIMOHHBIC MEPOTIPUSITHUS 10
obecnieuenuto ux 6ezonacHoct. OpopmiieHne paboThl CEHATBEHBIM TOKYMEHTOM,
HaPSIOM-JOITYCKOM WJIW PACTIOPSIKEHUEM, SBJISICTCS OCHOBOM TaKMX MEPOTPHUSITHIH, B
OJlaHKe Hapsia-A0MyCKa TEM UM MHBIM CTIOCOOOM O(OPMIISIOTCS APYTHE U3 HUX:
JIOMYCK K paboTe, HaA30p BO BpeMs padOThI, IIEpEBO/] Ha ApYyroe padoyee MecTo,
oopmieHuE TIEpephIBOB B paboTe, ohopmiieHne OKOHYAHUS PaOOTHI.

-«Ilamkay pacropspkeHus (CoriacHo mpuiokeHus 27) odhopMisercs mpuGToM

12 Times New Roman

[ITanka pacnopsbkeHus 3aHuMaet 8-10 cM OT BepXHEro kpas Jqucta A4 U COOEpPKUT
clenyrolyo nHdopMaiuio (cjaeBa Hanpagro) :

-- HazpaHue opranuzanuu

--Ha3Banue pacnopsikeHus

--JICHTU(UKAITMOHHBIN KOJI (anee -Ko/)
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https://ru.wikipedia.org/wiki/%D0%93%D0%BE%D1%81%D1%83%D0%B4%D0%B0%D1%80%D1%81%D1%82%D0%B2%D0%B5%D0%BD%D0%BD%D0%BE%D0%B5_%D0%BF%D1%80%D0%B0%D0%B2%D0%BE
https://ru.wikipedia.org/wiki/%D0%90%D0%B4%D0%BC%D0%B8%D0%BD%D0%B8%D1%81%D1%82%D1%80%D0%B0%D1%82%D0%B8%D0%B2%D0%BD%D0%BE%D0%B5_%D0%BF%D1%80%D0%B0%D0%B2%D0%BE
https://ru.wikipedia.org/wiki/%D0%9F%D0%BE%D0%B4%D0%B7%D0%B0%D0%BA%D0%BE%D0%BD%D0%BD%D1%8B%D0%B9_%D0%B0%D0%BA%D1%82
https://ru.wikipedia.org/wiki/%D0%9E%D1%80%D0%B3%D0%B0%D0%BD_%D0%B2%D0%BB%D0%B0%D1%81%D1%82%D0%B8
https://ru.wikipedia.org/wiki/%D0%A4%D0%B8%D0%B7%D0%B8%D1%87%D0%B5%D1%81%D0%BA%D0%BE%D0%B5_%D0%BB%D0%B8%D1%86%D0%BE
https://ru.wikipedia.org/wiki/%D0%AE%D1%80%D0%B8%D0%B4%D0%B8%D1%87%D0%B5%D1%81%D0%BA%D0%BE%D0%B5_%D0%BB%D0%B8%D1%86%D0%BE
https://ru.wikipedia.org/wiki/%D0%AE%D1%80%D0%B8%D0%B4%D0%B8%D1%87%D0%B5%D1%81%D0%BA%D0%BE%D0%B5_%D0%BB%D0%B8%D1%86%D0%BE
https://ru.wikipedia.org/wiki/%D0%9F%D1%80%D0%B8%D0%BA%D0%B0%D0%B7_(%D0%B0%D0%BA%D1%82_%D1%83%D0%BF%D1%80%D0%B0%D0%B2%D0%BB%D0%B5%D0%BD%D0%B8%D1%8F)
https://ru.wikipedia.org/wiki/%D0%9D%D0%BE%D1%80%D0%BC%D0%B0%D1%82%D0%B8%D0%B2%D0%BD%D1%8B%D0%B9_%D0%B0%D0%BA%D1%82
https://ru.wikipedia.org/wiki/%D0%9E%D0%BF%D0%B0%D1%81%D0%BD%D1%8B%D0%B9_%D0%BF%D1%80%D0%BE%D0%B8%D0%B7%D0%B2%D0%BE%D0%B4%D1%81%D1%82%D0%B2%D0%B5%D0%BD%D0%BD%D1%8B%D0%B9_%D0%BE%D0%B1%D1%8A%D0%B5%D0%BA%D1%82
https://ru.wikipedia.org/wiki/%D0%9E%D1%85%D1%80%D0%B0%D0%BD%D0%B0_%D1%82%D1%80%D1%83%D0%B4%D0%B0
https://ru.wikipedia.org/wiki/%D0%94%D0%BE%D0%BA%D1%83%D0%BC%D0%B5%D0%BD%D1%82

--pazpabotuuk (1) : DO u 70IKHOCTH

--JlaTa COrJacoBaHMs U JaTa BBOJA CTaHJApTa B padoTy

--O0nacTh npuMeHeHus (yKa3aTh Ha3BaHUE KaOWHETa U MOJIpa3/IeIICHHE)

--JIOJ>KHOCTh OTBETCTBEHHOTO 110 KOHTPOJIIO UCITOTHEHHUS U IOJDKHOCTh OTBETCTBEHHBIX
3a UCTIOJIHEHUE

--IIEPUOJIUYHOCTH MepecMoTpa

--®UO u 10MKHOCTh OTBETCTBEHHBIX COTPYIHUKOB COTJIACOBABIIIHX MOJIOKEHUE
--O®UO u 10MKHOCTH JIMIIA, YTBEPAMBILETO MOJIOKEHUE

--IleyaTsh OpraHu3anu HA TUTYJIbHBI JUCT He CTABUTHCS.

--Iloanucy HA «IIANKE» CTABAT JIMIA YYACTBYIOIIUE B COIJIACOBAHUN H
YTBepP:KIEHUM PAcOpsIzKeHHUsl.

--CaoBa «CoriacoBaHo» U «YTBep:KIaI0» B HIANKe MUIIYTCHA 0€e3 KaBbIYeK,
CTPOYHBLIMM OyKBAMHU C NEePBOM 3arJIaBHOM ( CMOTPETh B NPWJIOKEeHUN 27)
-—-mipudT u GopMy 3aNOJTHEHUA CIIATNKW) BbIAEPKUBATH CTPOr0 COTJIACHO
npuioxenus 27

-UtoroBeiii muct (mpuiokenue 27) , KOTOPhIHA COACPIKUT CIICTYIONIYIO
UH(POPMAIIHUIO:
-- OTMETKa O MEePecMOTpe TOKYMEHTA U (WJIM) BHECEHHUSI B HETO U3MEHEHUN
--MOJIMUCHA OTBETCTBEHHBIX JIUII, KOHTPOJIHMPYIOUIMX UCHOJIHEHNE IAHHOTO CTaHJapTa
--MIOIMUCH 00 03HAKOMJICHUU OTBETCTBEHHBIX 32 UCTIOTHEHUE JIUII.

10. Iopsaok oopmileHNSI MHCTPYKIUH

NHCTpyKIMsA — 3TO aKT, U3aBAEMBIN WIIM YTBEPKIAEMBIN B LIEJISIX YCTAaHOBIICHUS
MPaBWI, PEryJIUPYIOMIMX OPraHU3alMOHHbBIC, HAYYHO-TEXHUYECKUE, TEXHOJIOTMYECKUE,
(bMHAHCOBBIE Y UHBIE CTICIIUATILHBIE CTOPOHBI JEATEILHOCTH YUPEKICHUHN, OpraHu3aluu,
IpeAnPUATHN (MX ToApa3AeICHUH U CyK0), JOMKHOCTHBIX JIUII U rpaxaaH. OCHOBHOM
1[I0 HTHCTPYKTUBHOM JIOKYMEHTAIIUU SIBJISIETCSI 00YyUEHHE TOCIIEI0BATEIbHOCTH
JICHCTBHI WIIM OKa3aHHUE TTOMOIIM B Ka4eCTBE CIIPAaBOYHON MH(OPMAIIUH 110 00yUCHHIO.

MHCTpyKIIMKU U3AAI0TCS TAKXKE B LEIAX Pa3bsICHEHUS U ONPEACIICHUS OPsIAKa
MPUMEHEHUS 3aKOHOAATEIbHBIX aKTOB U PACTIOPSIUTENIBHBIX JJOKYMEHTOB (Hampumep,
npukasoB). [I0CTOSHHO W31AIOTCST MHCTPYKITMH TIO 3aMOJTHEHUIO U BEJICHUIO
OyXTajnTepCKUX JOKYMEHTOB.

Ha kaxxnoro paboTHuka yapexaeHus (OpraHu3alliy) COCTABISIETCS TOJDKHOCTHAS
UHCTPYKIHMS. JOTKHOCTHAS MHCTPYKITUS UMEET YHU(PUIIUPOBAHHYIO HOpPMY U
OJTMHAKOBYIO JIJISI BCEX JODKHOCTEH CTPYKTYPY TEKCTa: 00IIre MOIOKEHUS, QYHKITUH,
JIOJDKHOCTHBIE 00513aHHOCTH, TIpaBa, OTBETCTBEHHOCTD, JTOJDKHOCTHBIC
B3aMMOOTHOIIEHUS.
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WNHCTpyKTUBHAS JOKYMEHTAIUS MOKET ObITh TaK)Ke MPEICTaBICHA OIMCaHUEM
OIEepPallMOHHON CUCTEMBI KOMITBIOTEPA, UHCTPYKIUSAMH IO BBITIOJHEHUIO padoyero nin
CHELMATILHOTO 33/1aHUS WM PYKOBOJICTBOM I10 IPOrPaMMHOMY OOECIIEUEHHUIO.

O} PeKTUBHOCTD YACTO TOCTUTAETCS TOCPEACTBOM HCIOIB30BAHUS KPATKUX
00001IeHH, XapaKTePU3YIOIIHUX COJIep>KaHUE MHCTPYKIMH, HallpuMep: «Y CTaHOBKa
ATOr0 MPOrPaMMHOI0 00ecTeueHUs BKIIOYAET TPU OCHOBHBIX ATara U 3aHUMAET BOCEMb
MUHYT. OTHAKO Mepe]] YCTaHOBKOW BbI TOMKHBI BBIICHUTH CBOW CEpUIHBIN HOMEP U
KOJINYECTBO ONepaTUBHOM namatu Bamero komnsrotepa». Kparkue 000061eHus (0030psbl
MpeAnonaaraeéMblx IeUCTBHI) MOMOraOT U30€XaTh HEAPPEKTUBHOCTH MPOX OXKICHHUS
4acTH ONMCAHHOI'O B MHCTPYKLUU IIyTH JI0 TOI'O MOMEHTA, Korja Bam cTaHeT sICHBIM, 4TO
y Bac He xBaTtaet o60opyaoBaHus WK HHPOPMALIUU ISl TOTO, YTOOBI 3aBEPIIUTDH 3aauYy.

[Ipu co3naHny HHCTPYKTUBHOW JOKYMEHTAMU KPOME NPUMEHEHHSI OCHOBHBIX
MPUHIMIIOB TAKXKE CJIEYET YUYUTHIBATh, KAKUM 00pa3oM JlaHHas UHPOpMaLIKs MOKET
OBITh UCIIOJIb30BaHa ayauTopuei. Crenuanuct, padoTaIul ¢ KOMIIBIOTEPOM,
oOpalaeTcst K MHCTPYKIUH JIJIsl TOrO, 4YTOObI BCHOMHUTh KOMOMHALIMIO KJIABULI JIJIS
PEAKO UCIIONBb3YyEeMOU KOMaHAbl. HOBBIN Cityanuii caeayeT HaCTaBIICHUSIM,
HOJTrOTOBJIEHHBIM €r0 MPEAIECTBEHHUKOM, YTOOBI CIIPABUTHCS CO CIIOKHOM 3a1auei.
[IperenneHT Ha KaKyr0-1100 JOHKHOCTh U3y4YaeT JOJKHOCTHBIE HHCTPYKIMH, YUTOOBI
OLICHUTH YPOBEHBb CBOETO MHTEPECA K 3TOU JOJKHOCTH.

Kaxxapiii u3 3TUX JOKYMEHTOB UMEET YETKYIO LIeJIb U OCOOCHHOCTH, CBSI3aHHBIE C
€ro MPEAIoIaracMbIM IPUMEHEHHUEM.

-J11s1 9ero npenHa3Ha4YeHa 3Ta JOKyMEHTALM ?

JIOKyMEHTalMs COCTaBISAETCS I OTAEIBHOIO MOIb30BATENS WM IS TPYIIIBI

IIOJI30BATEIIEH.

-Byner nu nonp3oBaTenp oOpalarbes K 3TOM JOKyMEHTaluu 0oJjiee 0JTHOro pasa

-CpPOK HCHOJIb30BAaHMs JAaHHOM BEPCUN JOKYMEHTALUH.

- TJIOCCapUi

-IIpoBepena 11 MHOK JOKYMEHTAIUS HAa BOCIIPUATUE HEMOATOTOBIECHHBIM

II0JIb30BATEIIEM.

11. Iopsaok opopmiieHNsi 00BACHUTEIbHON 3aNIUCKH
OObscHUTENbHAS 3alMCcKa — OUH U3 BUJOB JIEIOBOM MEPENUCKN BHYTPU
KoMIaHuu. OOBSCHUTENbHAS 3aIUCKA - 3TO JOKYMEHT, COJIepKalIH
JOXKHOCTHOE COOOIIEHUE JINIA, MOSCHSIOIIEe MPUINHY KaKoro-11u0o0 JeHcTBus,
¢akra, npoucuiectBust. OObACHUTENbHAS 3aITUCKAa MOXKET COIPOBOXKIATh
OCHOBHOW JJOKYMEHT U COAEPKATh MOSICHEHUS €r0 OTAEIBHBIX ITOJI0KEHHM.
OOBACHUTENBHYIO 3aITUCKY MOXKET COCTABJIATh 000 paOOTHUK OpraHU3alluy B
a/ipec BBILIECTOSIIETO TOJKHOCTHOTO JIMIa. B OCHOBHOM 00BsSCHUTENbHbBIE
OUIIYTCS 10 (PaKTy COBEPILIEHUS AUCHMITIMHAPHOTO IPOCTYIIKA, & HAJIMYUE TaKOH
3aMMCKU SBJISIETCSA HEMTPEMEHHBIM TPEOOBAaHUEM ISl HAJIOKEHUS Ha COTPYIHUKA
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JTUCIUIUIMHAPHOTO B3bICKaHUsl. OOBSICHUTENbHYIO 3alTUCKY PA0OTHUK Yallle BCEro

MUIIET OT PYKH U B CBOOOAHON (popMme. OOBSICHUTENBbHAS 3aITMCKA COCTABIISAETCSA

Ha OTJIEJILHOM JIUCTE OyMaru u J0JHa ObITh aJJpecOBaHa KOHKPETHOMY

JOJKHOCTHOMY JIMIY (KaK MPaBUIIO, 3TO HAYaJIbHUK OTJENA WU PYKOBOIUTENb

NPEANPUATHUSA ).

OO0mbscHUTENbHAS 3amUcKa cocToUT U3 AByX yacten ([Ipunoxenue Nel):

- (hakTHueckas 4acTh (B HEH yKa3bIBAIOTCS (PaKThI, MOCTY>KUBIIIHE TIOBOJAOM K €€
HAIMCAHUIO);

- IPUYMHA, OOBSICHSIONMIAS CIOKUBIITYIOCS CUTYAIIHIO.

Od¢opmieHre 0ObICHUTENBHON 3alIUCKU OCYIIECTBIISETCS, COINIACHO OCHOBHBIX
TpeOOBaHMM K COCTABIICHUIO JIETIOBBIX MTUCEM, U COCTOUT U3:

-yKa3aHus Ha aBTOpa (OpraHU3aINI0, CTPYKTYPHOE MOAPA3ACICHUE UITH
JOJIKHOCTHOE JIMII0, OT KOTOPOT'O UCXO/MT 3aIUCKA);
-pPEKBU3HTOB MOITYyYaTelNs (C yKa3aHUEM YeJIOBEKa, KOMY aJpeCOBaHa 3alUCKa);
-HaMMEHOBaHUs BUJa JOKyMeHTa («OObsICHUTENbHAS 3aITUCKAY);
-MEeCTa COCTaBJICHUS;
-JIaThl CO3IaHMs, PETUCTPAIIMOHHOTO HOMEPA TOKYMEHTA;
-3aroJIoBKa K TekcTy (Hampumep, «O ...», «KacatenbHo ...»);
-CaMOr0 TEKCTa MOSACHEHHS.

[Tocne TekcTa OOBSICHUTEIBHON 3aMMMCKU COCTAaBUTENIEM 0053aTeIbHO CTaBUTCS
COOCTBEHHOPYYHAs MOJAMUCH (C yKa3aHUEM JOJKHOCTH).

Heo0xonumo nmoMHUTE, YTO MPABMWIILHOE YKa3aHUE PEKBU3UTOB B JOKYMEHTAX
NPSIMO BJIMSIET HA UX IOPUANUECKYIO CHITY, 0OecTieunBaeT uX OECCIIOPHOCTh U
Oo(pHUITHATIBHOCTb.

OCHOBHOM 0COOEHHOCTHIO OOBSICHUTEIBHOM 3aITUCKH SIBJISIETCS] OTCYTCTBUE
JIOTUYECKOMN YaCTH, T/IC IETAIOTCS BBIBOABI U IPEMIIOKEHHSI. TEeKCT 00BICHUTETHHOM
3aMKUCKU AOKEH O0BEKTUBHO OTPaXKaTh COOBITHS U (DAaKThI, JaBast UM YETKOE
OO0BSICHEHHE.

12. Ilopsaaok oopmileHHsI CIYKeOHOM 3aNIMCKHU

CnyxeOHas 3amicKa — 3TO MUChbMEHHOE COOOIIEHUE /TSl HCTIOIh30BAHMS BHYTPHU
opranuzanuu. TpaguIlMOHHO MUChMa MMPUMEHSIFOT JIJIsl BHEIIHUX CBS3€H, B TO BpeMsl Kak
CITyXeOHbBIC 3aMUCKH OOBIYHO MTPETHA3HAYEHBI UCKITFOUUTEILHO IS BHYTPEHHUX
KoMMyHUKarui. CiyeOHble 3alUCKU MTOMOTAI0T Pa3IMYHBIM MOAPA3ACICHUSIM
OpTraHU3alli{ MTOAICP)KUBATh CBSI3b.

CnyxeOHbI€ 3aITUCKH BBIOIHSIIOT MHOKECTBO (PYHKITUH: TIepeaaroT HHGOPMAIIHIO
U3 OJHOTO OTJEINIa B IPYTOH, MOAACPKUBAIOT CBA3h MEXKIY drmraiamMu, DaKTHIECKH,
ciryxeOHas 3armicka — 3TO HauboJee MMPOKO UCTIONb3yemas (hopMa MIUCHhMEHHOM
KOMMYyHUKanuu BHYTpu opranuzauuu (IIpunoxenue Ne2).

Hcnonp3oBanue Clly>kKeOHBIX 3aMTMCOK J1aeT ONpeIeTeHHbIC TPEUMYIIeCTBa:



-Ciy>xe0Hasi 3a1ncka coxpaHsercsl B IMCbMEHHOM BHUe. B oTnnune ot ycTHOM
Oecenbl Ciry)keOHast 3aMrMcKa MOYKET OBITh MOAIINTA B APXUB JJI JaJIbHEHIIEro
UCIOJIb30BaHus. B0 MOT'YT IIOJIb30BaThCS Kak aBTOP, TaK U MOJIydaTelb
CITy’)KeOHBIC 3aIHMCKH, 3aTPArHBAIOIINE BaKHBIC BOMPOCHI, JOIKHBI OBITH
coxpaHeHsl. -CinyxeOHas 3anucka yo0Ha JJis nepeadn CI0XKHOW HH(pOpMaLuu.
Korna ycTHOE co00IIeHNEe COAEPIKUT CIIUIIIKOM MHOTO OY€Hb CIIeH(PUISCKUX
JeTaseil UM ero CJI0XKHO MepeaaTh B YCTHON ¢opMe, CIYIIATENI0 TPYIHO
3aIIOMHUTb COJIEpKAHMUE.

CnyxeOHble 3aIIUCKU TOTOBST B CIEAYIOUIUX CIyYasX.

-3arnpoc uHpopMaluu;

-ConpoBOXICHHUE IPYTrOrO COOOIICHUS (COMTPOBOIUTEIbHAS 3aMKICKA);

-O0bsBieHUs (MU3BELICHUS).

CnyxebHas 3anucKa ¢ 3anpocoM HH(POpMAIIMU COCTABISAET YaCTh BHYTPEHHEHN
NeSITeNBbHOCTH JTF000# opranuzanuu. MoKHO BBIICIUTH TPH Tara MOATrOTOBKU
CIIY’K€OHOM 3alKMCKHU € 3apOCOM UHPOPMALIUU:

-O003HaueHNE OCHOBHOM MBICIIM — 3a1poc.
-U3n0xkuTe HE0OX0IUMBbIE AETAIIH.
[IpenocraBieHre MOMOJHUTENBHOW YTOUHSIONIEH HH(OPMALIHH.

O} pexTUBHOCTH 3aNTUCKU-3aMPOCa 3aBUCUT B OCHOBHOM OT SICHOCTH U
000OCHOBaHHOCTH COZIEPKaHUS COOOIEHUs, a TAKXKE OT TOT0, KaK aBTOP ONPEIEISIET CBOU
LETH.

ConpoBoauTenbHas ciryxeOHas 3anicka npejcTaBiser Oolee JIMHHOE
corpoBoxaaeMoe cooduieHue. [Ipu 3ToM BO3MOKHO BBIMTH 32 paMKU IIPOCTOTO
MIPEICTABICHUS COOOIIEHUS U TEM MJIM UHBIM 00pa30M MHTEPIPETUPOBATH €T0 WUJIH, 1O
KpaliHEN Mepe, ONKCATh €r0 OCHOBHBIE ITOJI0KEHUS.

CnyxeOHas 3aITMCKa MOXKET ObITh TaK)KE UCIIONIb30BaHa JJIsi COOOIIEHUS O TaKUX
COOBITHSIX, KaK MepeMEILleHHs IepcoHana, MHoraa 3anMcKu-u3BenieHUs] IIMPOKO
pacpoCTPaHAOTCA 110 BCEW OpraHU3aliy, HHOI' 1A OHU MOT'YT IPEIHAa3HAYaThCS TOIBKO
JUTSL Y3KOT'O Kpyra JIMII, @ UHOT'/1a UX BBIBEIIMBAIOT HA JOCKE OOBSABICHUN KOMITAHUH.

B ocHOBHOM city:ke0HBI€ 3aMCKH COCTABIISIOTCS 110 BOIPOCAM MaTepHAIbHO-
TEXHUYECKOT 0, THPOPMAIIMOHHOT O, OPraHU3aLMOHHOT O U X03SIHCTBEHHOTO
obecnieuenus. CimyxeOHbIE 3aMTUCKHU - TIEPEMUCKA MEXKIY CTPYKTYPHBIMU
noapasaeneHussMU. OHU 0OBIYHO COAEPKAT ONPENEIEHHYIO TPOCKOY, IPEITOKEHUE UITH
UHYIO clykeOHyro nHopmariuio. CiaykeOHast 3aucka, 00bSICHAIOMIAs TPUIUHBI
HEBBINIOJIHEHNS [IJIAHOB ¥ HaIpaBJIsieMasi B BBILIECTOALLEE MTOAPA3/IEIECHUE, ABISETCS
OOBSCHUTEIHHOMN 3aIMUCKOM.

Cocras nosieit ciyxe0HOM 3aIUCKU:

-IITanka, B KOTOPOU yKa3bIBa€TCs aJlpecaT 3allUCKH, C YKa3aHUEM CTPYKTYPHOT O
noapasnaeneHusd, nomxkHoctn 1 @O nomyyarens;
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-Komy:

-Or:

-JlaTa cocTaBieHHs ¥ PETUCTPAILIMOHHBIN HOMEP CITY>KEOHOM 3aIMMCKH;
-Cob6cTBeHHO HanMeHoBaHue "CiykeOHast 3amucka';

-IIpeamer coob1ieHus B BUJIE IO3ar0JI0BKa K TEKCTY;

-HenocpeacTBEHHO TEKCT Ci1yKeOHOM 3aIIUCKH;

-Ilogpa3nenenue u JOMKHOCTH COCTABUTENSA, OJIUCH U €€ pacindpoBKa.

Bgens aToT dhopmar, koMranus oOecrieunBaeT MosgBJIeHHEe HHPOpMaALIUU
OIPEAEICHHOI0 TUIIAa B OAHOM U TOH )K€ YaCTH CIIyKEOHOMU 3alKCKH, YTO B JaJbHEHIIEM
o0Jeruut paboTy ¢ HEl.

JlnvHa ciny>XeOHbIX 3aITUCOK MOXKET OBbITh pa3inyHOi. OIHU 3alMCKU KPATKH U,
BO3MOXXHO, HE IIPEBBIIIAIOT HECKOJIBKUX MPEIOKEHUH, B TO BpeMs KaK Ipyrue MOryT
3aHMMAaTh HECKOJIbKO cTpaHull. Korga o0beM ciiy>keOHOM 3aMCKU MPEBBIIIAET OJIHY
CTpaHUIly, Ka)KJ1as IMOCIEAYoIas TOJKHA COIEPKATh 3ar0JIOBOK C MMEHEM aJIpecara,
HOMEpa CTPaHUIIbI U JAThI, TaK K€ KaK U B OOBIYHOM MUChME. B HEKOTOPBIX
OpraHu3alysIX B TAKOW 3aroJIOBOK TAKXKE BKIIFOYAETCS TEMa CIIYKEOHOU 3aIUCKH.

13.ITopsiiok opopmJiieHNsI TOKIATHOM 3ANMUCKH

JloknaaHas 3anMCKa — JOKYMEHT, aJIpeCOBAaHHBIM PYKOBOJUTEIIO IPYTOro
CTPYKTYPHOTO MOAPA3ACIICHUS], PYKOBOJUTEIIO TAHHOTO WIJIH BBIIIECTOSIIIETO
YUPEKJICHHS M COJIEPIKAITUNA 00CTOSATEILHOE U3JI0OKEHNE KaKOro-JIn00 BOIpoca C
BBIBOJIaMHU U nipeiiokeHusiMu coctaButens (I[punoxenue Ne3).

ITo comeprxaHMIO JOKJIAIHBIE 3aMMCKH MOpa3IeISIOTCS Ha:

-UHUIMATUBHBIC;

-UH()OPMALIMOHHBIE;

-OTYETHBIE.
NuunuuaTuBHAS JOKIaHAS 3aIIMCKA COCTABISACTCS C IEIbIO
MoOYIUTh aJipecara MPUHSATH ONPEICIICHHOE PEIICHHE, ITOITOMY B TEKCTE 3aIMCKH HE
TOJIBKO M3JIaraloTCsl KaKue-To (aKThl, HO M COACPIKATCS KOHKPETHBIC TIPE/I0KCHHUS,
PEKOMEH/TAITUHU WJIH BBIBOIBI.
NudopmanmonHas JoKIagHas 3aIIMCKa COCTABIISETCS PETYISIPHO U COAEPIKUT
UHGOPMAITUIO O IETAJISAX WIIA METO/IaX BBITTOJIHEHUS paOOTHI.
OT4eTHBIE JOKJIAIHBIC 3aAMUCKU HHPOPMHUPYIOT O 3aBEpIIICHUN pabOThI, €€ dTara,
BBITOJIHCHUY YKA3aHUMW, PACHOPSHKEHUN U T.11.

Conepxanne u opopMiIeHHE JOKJIATHON 3alIUCKH
Odopmiienne 1okIaaHON 3aMMCKU 3aBUCUT OT €€ aapecara. Ecnu noknagHas
3aIMCKa aJIpecOBaHa PyYKOBOJAUTEIO OPraHU3alMU, OHA CUMTAETCS] BHYTPEHHEH, €CIIN
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OHa HamlpaBJsETCA 3a MPEAEIbl OPraHU3aLNK, HAIPUMEDP B BBILIECTOSALIYIO0 OPTaHU3ALIMIO,
TO BHEIIHEHW. BHelIHue 1oKiIaiHbIe 3aUCKu 0OpPMIISIIOTCS] Ha 0011IeM
OJlaHKe, BHYyTPeHHHe — Ha OOBIYHOM JIUCTE Oymar.
BHemnss 10KIaHAs 3aNMCKA JTIOJDKHA COJIEPKATh:
-HAMMEHOBAaHUE OpraHU3alluH;
-Ha3BaHUeE BUJIA IOKYMEHTA (JIOKJIa{HAasl 3aI1CKa);
-Aary,
-MHJIEKC;
-MECTO COCTaBJICHUS;
-aJipecar;
-3aroJIOBOK K TEKCTY;
-TEKCT;
-MIOJIMUCHh PYKOBOJIUTEIISI OpraHU3AIUY;
-(aMUITHIO UCTIOTHUTETIS;
-HOMEp €ro TenedoHa.
Jlnst ee opopmiieHUst 0OBIYHO UCTIONIB3YETCS 00U OJIaHK OpraHU3alui.
BHyTpeHHSISI TOK/IAIHAS 3alIHCKA BKJIIOYAET:
-HAMMEHOBAaHUE CTPYKTYPHOT'O MOAPa3eICHUS;
-HAMMEHOBAHUE BUJIa IOKYMEHTA (JIOKJIa{Has 3aI1CKa);
-Aary,
-azpecar;
-3aroJIOBOK K TEKCTY;
-TEKCT;
-IOJIMUCh.
[ToanmuceiBaeT BHYTPEHHIOK JOKJIQIHYIO 3alIUCKY COCTABUTEINb (C YKa3aHUEM
JOJKHOCTH, MHUIIUATIOB, (DaMUJTHH).
JloknagHasi 3anMCKa T0JKHA UMETh 3ar0JI0OBOK K TEKCTY, PACKPBIBAIOIINN €€
CoJiepKaHHUe.
TekeT TOKIATHOM 3aNIMCKH COCTOUT U3 BBOJHOM M 3aKJIFOUUTEIIBHOM YacTen. B mepBoit
U3J1araT (HaKThl, COOBITHUS, TOCTYKUBIINE OCHOBAHUEM JIJIsl CO3/IaHUS JOKYMEHTA,
BO3MOKHO, aHAJIM3 BO3HUKILEH cUTyaluu. Bo BTOpo# copepkaTcs BBIBOABI U
MPEJIOKEHUS aBTOPA 3alMUCKU, KOHKPETHBIE MEPhI, KOTOPbIE HEOOXOAUMO MPEANPUHSTD.
Pe3zomntonust pykoBOIUTENSA, PACCMOTPEBILIETO BHYTPEHHIOO JTOKIAHYIO 3aIUCKY,
ABJISIETCS. OCHOBAHHUEM ISl IPUHATUSA KAKUX-TO PEIICHUH, N3/1aHNs JOKYMEHTOB,
IIPOBEIEHUS MEPOIIPUATHM.
15. Ilopsiok oopmiieHUsT AHAJTUTHYECKOH 3aAITUCKU

AHaJIUTHYECKasl 3allUCKAa — JIOKYMEHT, cojiep Kaliuii 0000IIeHHbINH MaTepra o
KaKUX-JIH00 UCCIIETOBAHUAX.
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[enbro HanMcaHMs AHATTMTUYECKOMN 3aMHUCKU, KaK MPAaBUIIO, €CTh BU3yaJlM3alus,
dbopmynrpoBaHue IPOOIEMbI WM KOHIETIINY, a TAKXe POPMYITUPOBAHUE BHIBOIOB.
O0s13aTenbHO MPEUI0KEHNE BApUAHTOB pellieHus mpodaeM(bl), KOTOpble 0a3upyrOTCs Ha
JOCTYITHON MHPOPMALIHH.

CtpyKTypa aHaTUTUIECKOM 3aMMCKU

Kectkux TpeOoBaHUM K CTPYKTYpe UK 00beMy aHATUTUYECKON 3aITUCKU HE
npenbsBiseTcs. ba3oBbIil BapraHT CTPYKTYPHI aHATUTHYECKOU 3aITUCKA MOXKET COCTOSITh
U3 CIEAYIOIIMNX YacTe:

e AHHOTaAIUA

e Conepxanue

e BaeneHue

e (OCHOBHas 4acTh
e 3aKII0YEHHE

e [loanuck

e [Ipunoxenus

AHHOTANUA

B anHOTammu KpaTko U3J1araercsi CyTh COJIEpKaHUs JOKYMEHTA, IPUYUHBI U
00CTOSTENLCTBA €ro MOSBICHUS, 1IEJIU U 3aJ]a9l 00BEKTa, METOJIBI MCCIICIOBAHMS,
000CHOBaHHE M TOJIyYeHHBIE Pe3ynbTaThl. KaKIbIi U3 3THX MMapaMeTpOB HAUMHACTCS C
a63aita. B aHHOTanMM yKa3bIBalOTCS UCOIb3yeMble UICTOUHUKH UHpopmaiuu. Pazmep
aHHOTAIIMH HE JIOJDKEH MpeBbImaTh 2/3 crpanunbl popmara A4.

Copep:xanne

Bxmrouaer B ce0s1 HAMMEHOBAaHUS BCEX CTPYKTYPHBIX YacTeil JOKYMEHTA C
yKa3aHUEM HOMEPOB CTPAHUII, HA KOTOPBIX pa3MEIIACTCA HA4al0 KaxK/10M 4acTH.

BBenenue

Bxrouaer B ce0s1 HECKOJIBKO COCTaBHBIX YacTeH, KOTOPhIE HE BBIICSIOTCS
M0/13ar0JIOBKAMHM, HO MPUCYTCTBYIOT B 00513aTEILHOM MoOpsiike. BBeaeHre BKIOUaeT B
ce0s1 TOCTaHOBKY MPOOJIEMBI (TO €CTh €€ MpeTHa3HAYeHHE, XapaKTePUCTHKY OCHOBHBIX
METO0JIOTHYECKUX MPUHIIMIIOB TIPHU €€ U3YYEeHUU, YeTKO CPOPMYIUPOBAHHYIO I1EITb,
MPUYUHBI 1 OCHOBAHUS UCCIIEIOBAHUS, KPYT BOMPOCOB, MOIEXKAIINX PACCMOTPEHHUIO).
Pa3zbsicHseTcs, kKakass METOJIMKA HCIIOIb30Baach Mpu 00paboTke HHPOPMAITUH.

OcHoBHas YyacThb

N3maraercs cyTh ucciaenoBanus. B TIoruueckoi mocienoBaTeibHOCTH TAETCS
U3JI0KEHUE UCCIIETYEMbIX BOITPOCOB TEMBI (BBIICIICHHBIX, KaK MTPABUJIO, B MOAPA3/IEIIbI)
Ha OCHOBE CaMOCTOSITEJIbHOIO U3YYEHHUsI UICTOYHUKOB U MPUBJICUEHUS, T]I€ ITO
HEO0OXO0IMMO, UCCIIEA0BATEIBLCKON M MHOM uTeparypsl. [lodTanHblil aHamu3 u
00001eHns. BeliBrkeHne runores, Bepcuil 1 ux o0ocHoBaHue. COCTOUT U3 Pa3AesioB U
TOIpa3IeiioB.



3akirouenne

B xoHIle AHAIUTHUYECKOMN 3aMUCKH TOHKHBI ObITh 00s13aTesibHO BriBOABI, [Iporno3 u
[Ipennoxenus (Pexomenaarum). CTposTCS OHU HA OCHOBAaHUM PE3YJIHTATOB aHAIIM3a
MaTepHalioB, MPUBOJAUMBIX B Pa3fieliax, HO HE MOBTOPSAIOT UX, a 0000Iat0T.

OcHoBHBIEC TPeOOBAaHHMS K BBIBOJIAM:

® HENPOTUBOPEUYMUBOCTH U KECTKASI JIOTUYECKAS] B3aUMOCBSI3b C OCHOBHBIM
TEKCTOM MOJPA3/ENa;

® OTCYTCTBHE NPSIMBIX IOBTOPEHUN TEKCTA Pa3Ieiia;

® HEJOMMYCTUMOCTh BBIBOJIOB, HE 00OCHOBAHHBIX OCHOBHBIM TEKCTOM;

® BBIBOJIbI JOJDKHBI XapaKTEPU30BATh PACCMATPUBAEMbI IEPUO/] WM SIBIICHUE;

e B 00s3aTEIHLHOM MOPSAKE BHIBOJIBI JOJKHBI COAEPKATH OOIIME TPOrHO3HBIE
OLIEHKH MPOTEKAHMsI MPOIECCOB Ha OJIMKAMNIIYIO IEPCIIEKTUBY;

® T[IOJBOJUTCS OOIIUI UTOT MCCIIEIOBAHUMN MO YKA3aHHOM TeMaTHUKeE;

® TEKCT BBIBOJIOB JIOJKEH OBITH KPaTOK.

Hcxons u3 BEIBOAOB, YKAa3bIBAETCS NIEPEYECHDb MEPOIIPUATUH, TPEITI0KEHUN WIN UX
BApUAHTHI JJIs1 TIPEAOTBPAIICHUS TPUYUH, CICACTBUNA TOI0 UM UHOT'O COOBITHS, a TAKKe
MIPOTHO3UPYIOTCS T€ COOBITHSI, IEUCTBHSI, KOTOPHIE MOTYT TIPOU30MUTH, €CITH HE
BBITOJIHUTH WJIM HE MPUHUMATh BO BHUMAHKE JAHHbBIEC BBIBObI U MIPEIJIOKEHUS.

BBOaHBIE U 3aKIIOUNATENBHBIEC YACTH BBIJACISIOTCS KYPCUBOM.

O0BbeM UTOrOBOTr0 3aKJIFOUEHHUS HE JTOJKEH MPEBBIIIATh OHONU CTPAHUIIBI.

IHoanucek

B xoH1Ile AHAIIUTHYECKOM 3alUCKH, O] BBIBOJAMH M MPETIOKEHUSIMH JOJKHA
OBITh OTMETKA 00 MCIIOJIHUTEIIE, BKIIIOUAOIIasi B c€0sl OTBETCTBEHHBIX MUCIIOIHUTEIEH
JAHHOTO JOKYMEHTA C YKa3aHUEM UX JOJDKHOCTEH B OPraHU3alMOHHOW CTPYKTYPE,
Hanpumep: Bune-kopons Muaun, noanuck, Mmapkus, /1. H.Kep3oH, a Takxe gara
MIOJIMMCH W HOMEPA CITY>KEOHBIX TeTe()OHOB.

Ipunoxenus

[IpuoOuiarorcs nogpoOHbIE pa3aIuyHble TaOIUIbl, TPAPHUKHU, YCIOBHBIE
0003Ha4YeHus, TIIOCCapHii, MaTeMaTUdecKre (POPMYIIbI U pacUeThl, a TAK)KE WHAs
BTOpOCTENEHHast HH(GOpMaIIUs, TOMOIHSIOIIAsi OCHOBHYIO YacTh IOKyMeHTa. Crrcok
MCIIOJIb30BAaHHBIX UCTOYHUKOB U JINTEPATYPhI, COCTABISAETCS IPU HEOOXOJUMOCTH H TI0
TpeOOBaHUIO PYKOBOJICTBA.

PexoMeHnganum 1o HANMMCAHUIO AHAJIUTHYECKOM 3aNIMCKH

Bech TeKCT aHAMMTHYECKOW 3alUCKH JTOJKEH OBITh HAIIpaBJIeH Ha TOCTHKCHUE
renu. [{eneit MoxeT ObITh HECKOIBKO, HO JIYUIlle, YTOOBI MX OBLJI0O HEMHOTO, €Il
Jy4IIIe — OJTHA.


https://ru.wikipedia.org/wiki/%D0%9A%D0%B5%D1%80%D0%B7%D0%BE%D0%BD

Ecnu Bel nuiere aHaTUTHUECKYIO 3aMMUCKY CAMOCTOSITENbHO, 00s13aTEIbHO
3anpammBanTe HH(OOPMAIUIO Y CBOMX KOJUIET U3 IPYTUX CTPYKTYPHBIX MNOAPA3ACICHHIMI
WJIN CTOPOHHUX OPTaHU3AIMN — 3TO MOBBICUT OObEKTUBHOCTh AHAIIUTUYECKON 3aMHICKHU.

[Ipu noaAroToBKe NTOKYMEHTa HEOOXOAMMO UCIIOIb30BAaTh UMEIOIIUECS METOIUKH
cOopa nH(pOpMAITUU U CONOCTaBICHHS (haKTOB.

dakT KaK TAKOBOM COACPIKUT B ceOe HEJOCTATOUHO CMBICTIA, €CJTH €TI0 He
paccMaTpuBaTh B COUETAaHUH C HEKOTOPBIMU APYTUMH (paKTaMH WM HE YKa3aTh HA €T0
3Ha4YEHUE.

TekcT aHATUTUYECKON 3alUCKH I0JKEH OBITh TOHITEH, HAYYHbIC TEPMUHBI,
BBIPAKEHUS, KOTOPHIE UCTIOJIb3YIOTCS TIPHU UCCIIEOBAaHUHU TOW WU MHOU MPOOTIEMBI
HE00XOIMMO 3aMEHSTh MOHITUAMU JJI IIUPOKOU ayAUTOpUU. B ciiyyae HEBO3ZMOXKHOCTH
WX 3aMEHUTh UHBIMHU, OHU MOTYT OBITh OCTaBJICHBI, HO 0053aTEILHO TPUBOIUTHCS B
NPWIOKEHUHU U PACKPbIBATHCS MOAPOOHO.

OO0uuii pazmMep aHATUTUYECKOM 3aMUCKH, 0€3 IPUIIOKEHUSI T0TKEH OBITh HE OoJee
7-12 crpanwuil.

OCHOBHBIE pa3/ieiibl AaHAJTUTUYECKON 3alNCKU HAYMHAKOT KK pa3 ¢ HOBOU
CTpaHUIIBI.

JIMCTBI aHATUTUYECKOM 3aITUCKH OPOLIIOPYIOT TOJBKO MOCJE YTBEPKACHHS TEKCTa
PYKOBOJIUTEIEM NOJIPA3IEIECHUS.

[Ipu ucnonb30BaHUM JIEKTPOHHBIX JOKYMEHTOB, C Pa3HBIMU CTUIISIMU U3JI0KEHUS,
HIpU(PTOB U T. II. HEOOXOJUMO 00s13aTENIBLHO IEPEPOPMATUPOBATH U IPUBECTH JTAHHBIE K
TE€M TEXHUYECKUM XapaKTePUCTUKAM, KOTOPbIE MPUHSATHI B KOMIIAHUU.

Jjist mpe3eHTanuii aHaMMTUYECKYIO 3alTUCKY IPU HEOOXOJUMOCTH CIIETYET
MIEPETUIeCTH B IJIOTHBIC 00JIOKKHU U 0(DOPMUTH TEKCT, TPaQUKK U AUArpaMMBbI B I[BETE.

AHanuTudeckas 3anucka J0JKHa ObITh THIATENbHO BHIBEPEHA OTBETCTBEHHBIM
UCIIOJIHUTEIIEM U TIOJIIMCAaHA UM, a 3aTE€M IIepeIaHa Ha MPOBEPKY, COIVIACOBAHUE,
KOPPEKIUIO PYKOBOJIUTENIO MOIpa3ieNieH s, KOTOPbI BHUMATEIbHO U3y4YaeT JaHHBIM
JIOKYMEHT, BHOCUT U3MEHEHUS ¢ corjacusi aBropa. [locie KoppeKTUpOBKH PYKOBOJIUTEIb
MO/pa3AeieHUs MOATOTOBICHHBI TOKYMEHT MEPEIaeT PYKOBOJUTEINO OPICTPYKTYPHI Ha
paccMoTpenue. B ciydae BbIBIICHUS KAKUX-ITMOO HETOYHOCTEH, OMIMOOK U T. I1. B
JIOKYMEHTE HCTIOJIHUTENIb BHOCUT U3MEHEHHUSI M TIEPEAAET €ro B IBYX IK3EMILIIPAX
BMECTE C AJICKTPOHHOM BepCcUEl uepe3 CBOEr0 pyKOBOAUTENS MOAPA3AeIICHUs

PYKOBOJIUTEIIO OPICTPYKTYPHI.

16. ITopsaiok NOATOTOBKH U 0(pOPMJICHHUS IIPOTOKOJIA
55. IIpoToKOII COCTABISAETCS HA OCHOBAHUM 3alIMCEU, TPOU3BEACHHBIX BO BPEMSI
coBelaHus (3aceqanusi, COOpaHus), MPeACTAaBICHHBIX TE3UCOB JOKJIAI0B U
BBICTYIIJICHUH, CITPABOK, IPOEKTOB PEIICHUH U IPYTUX MaTEpHUaIOB 10 popme
COrJIACHO MPUJIOKEHUIO 7 K HACTOAIIUM THUIIOBBIM ITpaBUJIaM.
[IpoTokod, coCTaBIEHHBIM BHYTPU OPTaHU3ALAN U HE BBIXOAIINMI 3a €€ IPEIEIbI,



MOXKeT 0pOpMIIITHCSA HE Ha OJIaHKe.

PexBu3uTaMu NpOTOKOJA SBJISIOTCS:

- ouUaTEHOE HAMMEHOBAHUE OPraHU3aluy U (WIH) CTPYKTYPHOTO TIOJIpa3IeIeHUs;

- HAMMEHOBAHME BUJIA JOKYMEHTA,

- laTa;

- PETUCTPaLMOHHBIM HOMEDP IIPOTOKOJIA;

- MECTO M3J]aHUs MPOTOKOA;

- rpu@ yTBepxKIeHUS (B HEKOTOPBIX CIydasx);

-3aroJIOBOK K TEKCTY;

- TEKCT;

-TIOJITTUCh.

B [IAMuO mpoToKoIbl MOTYT M3/1aBaThCs B TIOJTHOM WM KpaTKoi (opme.

TeKCT MOJIHOTO MPOTOKOJIA COCTOUT U3 ABYX YaCTEH — BBOJIHOM Y OCHOBHOM.

B BBOAHOI YacTH mocie 3arojgoBKa IPOTOKOJIA YKa3bIBAOTCS — MHULIAAJIBI UMEH U
dbamuum npencenatens (MpeaceaaTeNbCTBYIONIET0) U CEKpeTaps 3acenanus (coopanus),
CIIMCOK MPUCYTCTBOBABIIUX WM OTCHUIKA K MPUIIAra€MOMY CIIMCKY MPUCYTCTBOBABIIIHUX,
€CJIM UX KOJIMYECTBO MpeBbImaeT 10 yenoBex.

B npotoxkosne 3acenanus uiM THOTO KOHCYJIbTaTUBHO-COBEIIATEILHOTO OpraHa
MPUCYTCTBOBABIINE WICHBI KOJJIETHATIBLHOIO OpraHa NepPeUUCIISIIOTCS] IEPCOHAIBHO 10
dbamunusMm B andaBuTHOM nopsiike. [locne HuX 3anuceiBaroTcsa pamMuinu
MIPUTJIANICHHBIX C YKa3aHUEM UX JIOJHDKHOCTH M HAUMEHOBAHUSI OpraHU3alliH.

BBojHas yacTh 3aKkaHYMBAETCS TTOBECTKOM JHS (MIEPEYHEM pacCMaTPUBAEMbBIX
BOIIPOCORB), MIEPEUUCIICHHBIX B MOPSJIKE X 3HAYUMOCTH C YKa3aHUEM JOKJIaq4YHUKa 10
KKJOMY ITyHKTY TTOBECTKU JHS. KaXKp1if Bompoc meyaTaercs ¢ ab3aia, HyMepyeTcs
apabckoit 1udpoi 1 ero HaMMeHoBaHUe HauuHaeTces ¢ npenora "O", "O6". B
OTJIETIbHBIX CITy4yasX MOBECTKA JTHA MOXKET MPUJIaraThCs K MPOTOKOIY, a B CAMOM
MIPOTOKOJIE Mepes] TEKCTOM JieniaeTcs 3anuch — "[loBecTka qHs mpuiaraercs'.

OcHOBHas 4acTh MIPOTOKOJIA COCTOUT U3 Pa3IeioB, COOTBETCTBYIOIIUX MTyHKTaM
MOBECTKU JHsA. TekcT Kaxaoro pasnaena crpoutcs no cxeme — CJIYIITAJIA -
BBICTYIINJIA - TIOCTAHOBWJIN (PEIINJIN), KOTOpBIE NUIIYTCS TPONUCHBIMU
OyKBaMU, IONY>KHPHBIM MIPU(TOM OT JIEBOTO TTOJISL.

[IpunsiToe pernieHne nevyaraercs MoJTHOCThIO, IPU HEOOXOAUMOCTH, TPUBOJIATCS
UTOTH TOJIOCOBAHUS.

Coneprxanue 0co00ro MHEHUSI, BEICKa3aHHOTO BO BpEeMsI OOCYK/IEHUS, 3alHChIBACTCS
B TEKCTE MPOTOKOJIA MOCII€ COOTBETCTBYIOMIETO MOCTAHOBIICHHUS (PEILICHHUS).

B paznene CJAYIIAJIN npuBoasATCS — MHALIMAI UMEHU U (DaMIITHS JOKJIa INKa
(HauMeHOBaHME JAOJKHOCTH YKa3bIBACTCSI B TIOBECTKE JHS), OCHOBHOE COJIEpIKAHUE
JTIOKJIAJIOB ¥ BBICTYIUIEHUH MTOMEIAETCS B TEKCTE MPOTOKOJIA UJIU MIPUIaraeTcsi K Hemy, B
MOCJIETHEM CiTy4yae B TekcTe odopmiiieTcsa cHOcka "TeKCT BBICTYIUICHUS npuiaraercs’.

B paznene BBICTYIIMJIM yka3bIBatOTCS MHUIUAIBI UMEHU, (haMUIIUs, IPU
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HE0OXOIMMOCTHU JOJKHOCTH BBICTYMAIOIIUX U COJEPKaHUE UX BBICTYIJICHUN B TOU
MOCJIEIOBATENbHOCTH, B KAKOM OHM MPO3BYYAJIA HA 3aCEIaHUU.

Bonpoch! Kk JOKIaIUuKYy, BBICTYAIOIIKUM U UX OTBETHI IPOTOKOIUPYIOTCS 110 MEPE
UX MOCTYIUICHUS U 3aITUCHIBAIOTCA B TOM e MOCIEA0BATENIbHOCTH, IIPU 3TOM CJIOBA
"Bompoc", "O1Bet" HE MUIITYTCS, a YKA3bIBAIOTCS MHUITMAT UMEHHU U (haMUJIHS JIUIA, OT
KOTOPOI'0 MOCTYIHI BOIPOC MU OTBET.

B mocTaHOBIISIONIYIO YacTh ¢ TOMOIIBIO TJ1arojioB HEoNpeaeaeHHON (HOPMBI
3aMKUCHIBAIOTCS] IPUHSTHIC PEIICHHUS.

TekcT KpaTKOro MpoTOKOJIa TAKKE COCTOUT U3 ABYX yacTell. Bo BBOAHOI yacTu
IIOBECTKA JTHS HE YKa3bIBAETCS.

OcHoOBHas 4acTh KPaTKOTO MPOTOKOJIa BKIIOYAET HAUMEHOBAHUS PACCMaTPUBAEMBIX
BOIIPOCOB Y IIPUHSTHIE [0 HUM PEIIEHUS.

HaumeHnoBanue Borpoca HymepyeTcst 1 HaunHaetcs ¢ npeasiora "O", "O6",
reyaraercs IEHTPOBaHO (Ha4ajao U KOHEIl KaX/10M CTPOKH PaBHO yJaJ€Hbl OT I'PaHHULL
30HBI PACIIOJIOKEHUS) U TTOTYEPKUBAETCS OJHON YepTOor HUXe nocneaHei ctpoku. [lox
YepTOil YKa3bIBAIOTCS MHUIUAIBI UMEH U (haMUIIMU AOKHOCTHBIX JIML, BHICTYTIHBIIHNX
npu 00CYXJI€HUH JAHHOTO BOIPOCca. 3aTeM yKa3bIBA€TCs MPUHATOE 110 BOIIPOCY
pelIeHue.

B 3aroioBok npoToKoJia BXOAUT yKa3aHUE BUAA KOJJIErMAIbHON AESTENbHOCTH U
Ha3BaHHUE KOJUJIETHAIbHOT'O OpraHa B pOJIUTEIbLHOM Majiexe (CoOpaHusi COTPYIHHUKOB,
3acelaHusl COBETA U JIPYroe).

[TpoTokon mognuckIBaeTCs peiceaTeNieM U cekperapeM (IpencenaTenbCTBYIONUM
Y JIMIIOM, TPOBOJIMBILMM 3anuch). J{aToil mpoTokona siBisercs nara 3acenanusd. Eciau oo
IIPOJOJIKAIOCHh HECKOJIBKO JTHEH, TO YEPE3 TUPE YKA3bIBAKOTCS JaThl HaYajda U OKOHYaHUS
3ace/laHusl.

[IpoTokonam nprucBanuBarOTCs MOPSAKOBBIE HOMEpA B MpeAeiax
JEJIONPOU3BOICTBEHHOTO I'0/1a OTAEIBHO MO KaXI0W IPyIIe IPOTOKOIOB — MIPOTOKOJIBI
coOpaHuil, 3aceaHuil KOJUIETUil, MPOTOKOJIBI TEXHUYECKHUX, HAYUYHBIX U SKCIEPTHBIX
COBETOB M Jpyrue. IIpoTOKO0IIbI COBMECTHBIX 3aCEIaHU IMEIOT COCTaBHBIE HOMEDPA,
BKJIIOYAIOIINE MOPSAKOBBIE HOMEpA MIPOTOKOJIOB OpraHu3aluii, IPUHUMABIINX y4acTHE B
3aceaHuu.

Komnuu nmpoTokoi10B WK IPUHSATHIE PEHICHUS B BUJIE€ BHIITUCOK U3 MPOTOKOJIOB
pacchUIAIOTCS 3aMHTEPECOBAHHBIM OPraHU3alMsAM U JOHKHOCTHBIM JIMIIAM B
COOTBETCTBHH C YKa3aTEJIEM PACCBUIKU. Y Ka3aTellb PACChIIIKH COCTAaBISAET U
MOJIMHUCHIBAET OTBETCTBEHHBIN UCTIOJHUTENb TOAPa3AEIeH ], TOTOBUBIIETO
pPaccCMOTpPEHHUE BOIIPOCA, U YTBEPIKIAAETCSA PYKOBOJIUTENEM CTPYKTYPHOTO
nosipassieneHusi. Konuu npoToKoIOB U BBIIUCOK U3 HUX 3aBEPSIFOTCS MEYaThIO
OpraHu3aLyH.

17. IlopsaaoK NOATrOTOBKU M 0(pOpMIICHUSA aKTa
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56. ConepxaHueM akTa sBisieTcsl HHPOpMaIusl, MOATBEPKIat01Iasi YCTaHOBJICHHBIE
(bakThl uu COOBITHS. AKT COCTABISETCS] HECKOJIBKUMU JIMIIAMHU, TTOJITBEP K TAIOLTUMH
naHHbINA (PakT (cnauu-npueMku (padoT, MaTepuaibHBIX IIEHHOCTEH, JIOKYMEHTOB),
oOcienoBaHus (COCTOSTHUS TEXHUKU 0€30IaCHOCTH, MPOTUBOMOXKAPHOU 0€30MaCHOCTH,
YCIIOBUH TpyJla pe3yIbTaTOB JEATENbHOCTH), UCTIBITAaHHUH (00pa3LioB, CHCTEM,
TEXHOJIOTH), BBIICTICHHUS K YHUUTOKCHHUIO (MaTepHAIbHBIX IICHHOCTEH, IOKYMEHTOB),
nepeaavyn, HapyIIeHUs YCTAaHOBJICHHBIX MPaBUIJI PEBU3UN WHBEHTApU3AIINH,
paccieloBaHus aBapuid, HECYACTHBIX CITy4aeB, JIMKBUAIMU OpraHU3AIINH,
KOHKpETHU3UpYIolUe (periaMeHTUPYIOLINE), TEXHUYECKHE (BBITTOJIHEHHBIX paloT,
OTKa3a, OCMOTpa, YCTPAHEHUS 0TKa3a, CBEPKH, IIPEIOCTABIEHHBIX YCIYT, BBIOJIHEHHBIX
paboT U Tak janee).

AKT odopmItsieTcs Ha OCHOBE 001Iero 01anka 1o (popme coriaacHO MPUITOKEHUIO § K
HACTOSAIIUM THUITOBBIM MpaBwiiaM. AKT, COCTaBIICHHBIN BHYTPU OpPTaHU3AINU U HE
BBIXOJISIIIINI 32 €€ Mpeeibl, MOXKET 0hOpMIISTHCS HE Ha OJIaHKE.

PexkBusutramu axkTa sSBISIOTCS:

- m3obpaxkenue ['ocynapcreennoro I'epda Pecriyonuku Kazaxcran win 3M0OJIeMBbl,
JIOrOTHIIA, TOBAPHOI'O 3HAKA

-opuIMaIbHOE HANMEHOBAHUE OPTaHU3AIINH;

- HAUMEHOBAHUE BUJa IOKYMEHTA;

- 1aTa;

-pEruCTPallMOHHBIN HOMEp (MHIEKC) aKTa;

- MECTO M3JJaHUsl aKTa,

- rpud yTBEpKACHUS (B HEKOTOPBIX CIyyasx);

- 3ar0JIOBOK K TEKCTY;

- TEeKCT;

- TIOJIMTUCB.

TekcT akTa COCTOUT M3 IBYX YacTell — BBEJEHUE, KOHCTATUPYIOIIAsl YaCTh.

Bo BBenieHNH yKa3bIBa€TCsl OCHOBAHUE JJIsl COCTABIICHUS aKTa, MEPEUUCIISIIOTCS
COCTaBUTEIH U, B Cllydae HEOOXOAUMOCTH, IPUCYTCTBYIOLIUE NIPU 3TOM JIULA.

B koHCTaTupyromen 4acTu akTa U3jaaratoTcs — CyTh U XapaKTep NPOBEICHHOU
paboThl, yCTAaHOBIIEHHBIE (DAKTHI, IPUBOASATCS COOTBETCTBYIOIINE TAHHBIE.

AKT MOXET COJIEp>KaTh BHIBOJIbI, PEKOMEHIAINH, a TAKKE MEPONPUSITHUS, KOTOPHIE
HEOOXOAMMO BHITIOTHUTH. B KOHIIE TeKCTa Mepe MOAMUCSIME MTOMEIIAIOTCS CBEICHUS O
KOJINYECTBE 3K3EMIUISIPOB aKTa U MeCTe UX HaxoxaeHus. [lociie oTMeTkH 0 Kon4yecTBe
HK3EMILISIPOB aKTa CIEyeT OTMETKA O HAIMYUH MPUIOKEHHS K aKTy (€CJIu OHH
MMEIOTCS).

AKT TIOAMKCBIBAETCS MpeJceaaTeeM U YieHaMU KOMUCCUH, JTUOO0 JIUIIOM (aMH),
COCTaBUBIINM (¥) akT. DaMuUIINKN JTHII, MOAMUCHIBAIONINX aKT, OQOPMIISIIOTCS B
an(aBUTHOM MOPSIKE, UX JTOJDKHOCTU HE YKA3bIBAIOTCS.

O3HakoOMIIEHHE JU1 C aKTOM MPOU3BOJIUTCSA MO/ pOCHUCH. JINIIO HECOrIacHoe ¢
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COOCPKAHNCM aKTa, 00s13aHO moanucartrsb €ro C OFOBOpKOﬁ 0 cBoeM He coritacun. Ocoboe
MHCHHC Y4JICHA KOMUCCHUM CIICAYCT O(i)OpMJ'IHTB Ha OTACIBbHOM JIMCTC U IIpHJIAraTh K aKTy.

18. Iopsaok moAroToBKU u 0(hopMJICHUSA CIIPABKH

57. ConepxaHueM CIpaBKH SBISIETCS] HHPOPMAIIUS B KOTOPOM OMUCHIBAIOTCS (haKTHI,
coObITHS WH cBeneHus. CripaBKH, HaIIpaBIsseMbIe 3a TIPEIeIbl OpraHu3alIiy,
COCTaBJISIFOTCS Ha 001eM Onanke. BHyTpenHsis cpaBka oopmiisercss Ha OEbIX JINCTaxX
Oymaru 0e3 mpuMeHeHusl OJ1aHKa.

PexBusuTamu cripaBKu SBIISIOTCS:

- m3o00paxkenue ['ocynapcrBennoro ['ep6a PecriyOmmku Kazaxcran unm aMOJIeMBbl,
JIOTOTHIIA, TOBAPHOI'O 3HAKA

- ounuaTEHOE HAMMEHOBAaHUE OPTaHU3AIINM;

- HANMCHOBAHKE BHU/IA IOKYMEHTA,;

-J1ata;
- pEeruCTpallMOHHBIN HOMEp (MHJIEKC) CIIPaBKHU;
-MECTO U3JIaHNs;

-aJipecar;

-3aroJIOBOK K TEKCTY;

- TEeKCT;

- IO/IMKCh;

-OTMETKa O COTJIACOBAaHMM (B CiIydyae HEOOXOJIUMOCTH);

- OTTHCK TIe4aTH (B CIydyae HEOOXOIUMOCTH);

- OTMETKa 00 UCTIOIHUTEIIE.

TekcT cpaBKU MOKET COCTOSTh U3 HECKOJIBKHUX Pa3JIeNoB, COACPKATh TAOIHIIbI,
MOSICHEHUS], CChUTKH, UMETh MPUITOKEHUS.

TekcThI cIpaBOK, BBIJJABAEMBIX TPaK/IaHaM O TIOJITBEPKICHUHN MECTa pabOTHI,
JOJKHOCTH, 3apa00THOM TUIAThl U APYTHX CBEIICHUMN, JOJKHBI HAUMHATHCA C YKa3aHUS B
MMEHUTEIILHOM Tajiexe (aMIming, UMEHU, OTYECTBA JIUIA, O KOTOPOM COOOIIAIOTCS
cBezieHUs. B KOHIIE TeKcTa Uik B TIPaBOM BEPXHEM YTIIy YKa3bIBA€TCs OpraHu3allus,
KyJia MPEJCTaBIISIETCS CITpaBKa.

B TekcTe Takoii cripaBKu HE TOJHKHBI UCIIOJIB30BATHCS 000POTHI — ""HACTOSIIIIAS
crpaBka', "qeHCTBUTENBHO MPOXKUBAET (YUuTCs, paboTaer)".

B ciiydae ecnu cipaBka moJIMUCHIBAETCA UCTIOIHUTENIEM, TO PEKBU3UT "OTMETKa 00
UCIIONIHUTENE" HE YKA3bIBAETCH.

19. Iopsaok MOATOTOBKH U 0(pOPMJIEHUS MHUCHMA

58. ConeprkaHueM MUCEM MOT'YT OBITh 3alIPOCHI, YBEIOMIICHUS, COTJIAIIEHUSI, PETCH3UU
(pexnmamManun), 3aJ1aHus, COOOIEHNU S, HATTOMUHAHUS, OTBETHI, TPOCHOBI, OT3BIBHI,
npennoxkenus (odepra), 3aMeUaHusl, U3BEILIECHUS, TPUTTIAIICHUS, TTOITBEPKIACHUS U

IpYyTHE.
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[Tucbma opranu3aiy roToBsITCS Ha OJIaHKE:

-KaK OTBETHI O BHITIOJIHEHUH MTOPYUYECHHI BBIIIECTOSIIINX OPTaHU3AIUH;

- KaK OTBETHI HA 3aIPOChI PA3JIMYHBIX OPraHU3alUid U YACTHBIX JIMII;

- KaK MTHUITMATUBHBIC MTUChMA;

- KaK COMPOBOAUTENbHBIE MUCHhMA K PA3JIMYHBIM JOKYMEHTAM.

[ToMHUMO PEKBU3UTOB, BXOMASIIMX B OJIAHK, TPU HAITMCAHUH TTUChMa O(OPMIISIIOTCS
PEKBU3UTHI — aJIpecaT, 3aroJIOBOK, TEKCT, OTMETKA O HAIMYUH MPUIIOKEHUN (€CIIU OHU
€CTh), MOAMNKICH, OTMETKA 00 UCIIOJIHUTENIE TOKYMEHTA.

Ecnu nucbMo sBisieTcs OTBETHBIM, B PEKBU3UTAX OJIaHKA YKa3bIBACTCSl UCXOSIIIUI
(MHAEKC) U JaTa MOCTYNUBIIETO (MHUIMATUBHOIO) MTUChMA.

CnyxeOHbI€ MHChMA, MOAUCHIBAEMbIE PYKOBOJIUTEISIMH BYX U 00Jiee opraHu3aIui,
oopmisitores Ha mucte 6ymaru ¢popmara A4. [1pu 3ToM gaHHBIE 0 HANMEHOBAHUHT
OpraHu3aIui, MOAMUCABIINX MUCHhMO, BKIIFOYAIOTCS B HAMMEHOBAHUE JTOJDKHOCTH B
PEKBHU3UTE "TOJMHKCH'".

OTMeTKH O COTrIaCOBAHUM MHUChMa MPOCTABJISIOTCS Ha SK3EMILISIPaX, OCTAIOIIUXCS B
OpraHu3aIuu. DK3EMIUISPhl TAKUX MHUCEM TaKXKe MOAMUCHIBAIOTCS PYKOBOIUTEIEM
OpraHu3aluu.

Cpok# MOJATOTOBKU OTBETHBIX MHUCEM YCTAHABIUBAIOTCS PE30JIIOIUEH PYKOBOIUTEIS
HA OCHOBaHHMH MMEIOIINXCA CPOKOB UCIIOJIHEHUS TOPYUYEHHU, 3a[IPOCOB WJIM MO PEIICHUIO
aBTOpa PE3OJIIOIUH, a TAKKE B COOTBETCTBHH C YCTAHOBJIEHHBIM perjiaMeHToM. Cpoku
MOATOTOBKU MHUIIMATUBHBIX MUCEM OMPEACISIOTCS PYKOBOAUTEISIMU OpTaHU3alUi I
CTPYKTYPHBIX TOJIpa3IeIeHH.

TekceT muchbMa, Kak MPaBUIIO, UMEET OJIHY WJIH JIBE CMBICIIOBBIE YaCTH.

[Tucbmo, cocrosiiee U3 OJTHON YacTH, — ITO POCk0a Oe3 MOsICHEHUSI, HATTOMUHAHNE
0e3 npeaMOyIbl, cooOIIeHNEe O€3 OCHOBAHMS U APYTHE.

Ecnu TekcT muceMa COCTOUT U3 IBYX 4acTEl — KOHCTaTUPYIOIIEH U
3aKJTIOYUTENILHOM, B TIEPBOM YaCTH M3JIaraeTcs MpUYrMHa, OCHOBaHHE WK 000CHOBaHUE
COCTaBJICHUS MUChbMA, MMPUBOJIATCS CCHUIKU HA JJOKYMEHTBHI, SIBJISIFOLIMECS OCHOBAHUEM
MOATOTOBKH ITUChMa. Bo BTOpoit yacT, HAaUMHAIOMIEHCS ¢ a03a11a, MOMEeIarTCs
BBIBO/IbI, MIPEITIOKEHUS, TPOCHOBI, PEIICHHUS.

OO6paTHbIe KOHCTPYKIIUU TEKCTa (3aKII0UCHUE — KOHCTATaIlMsl ) BO3SMOXKHBI B
MUChMax-0TKa3ax.

B mucbemax ucnonb3yroT ciienytontue GOpMbl U3TT0KCHHS:

- OT NIEPBOT0 JIMIIa MHOKECTBEHHOI0 uncia ('MpocuM nperocTaBuTh", "HamnpaBisieM
Bam");

- OT NIEPBOTO JIMIIAa €AUHCTBEHHOr0 uncia ("'mpolny Beicaars”, "'cuntaro
HEO0OXOoTUMBIM");

- OT TPETHETO JIUIa €AUMHCTBEHHOTO unciia ("MUHUCTEPCTBO HE BO3pakaeT").
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20 Ilopsizok odopM/iIeHHS U MOJAYM 3asiBKM HA pUOOpeTeHUe
He00XO0MMBbIX TOBAPOB B MoApa3aejaeHus u ciay:konl [[AMuO

Onpenenenne: 3AJIBKA — 3a61aroBpeMeHHO 3asBJIEHHOE B MUCbMEHHOU (popMme
HaAMEpEHUE PYKOBOIUTENICH MOApa3AeieHuid (CIy)0) MpuoOpecTH, MOIydYUTh HEOOXONUMbBIC
UM TOBaphbl U yCIYTH .

3agaua: craHgapTu3anys npolecca yrnpapieHus 3aKyIKaMHi U MaTepuaibHbIMU 3al1acaMu.
Enunas ¢popma nogauu 3asBoK.

HcnonnnTenu: pyKOBOJIUTENU CTPYKTYPHBIX MOJIpa3ieieHui (3aBeyIouue OTAeIeHH, CT
MEJICECTPHI)

JdoxkymeHTanus:

--yTBEpKJI€HHAs (popMa 3asiBKH

--Kypnain perucrpanuu BHyTpeHHEH NMepenucku (CeKpeTapb)

IocnienoBare/IbHOCTD:
CocraBJjieHune 3asiBKU: 3asBKU Ha MPUOOpETEHNE HEOOXOANUMBIX TOBapOB
MOJrOTaBINBAIOTCS OTBETCTBEHHBIMHU COTPYIHUKAMU (DYHKLIMOHAIBHBIX MOJIpa3ieieHui
AMuO . OHu comepkat HHGOPMAIUIO O TOM, KAKUE BUbI U KAKOE KOJIHMYECTBO
TOBapOB TpedyeTcs Moapa3AeCHUIO, YKa3bIBAl0 TOYHYIO CIIeHU(DUKAIIMIO U KOJHYECTBO.
-.3asBKM COCTAaBJISIFOTCSI TAKMUM 00pa3oM, 4TOOBI AaTa IMOCTYIUIEHUS TOBapa olepexana
naTty (akTH4ecKol MoTpeOHOCTH B HEM. 3a0IaroBpeMeHHas rojayda 3asBoK ocialser
PHUCK HEOKUJIAaHHBIX 3a/IEPKEK B IMOCTABKAX U CPHIBOB BHITIOJIHEHUS IPOLEAYP.
-. 3asBku opopmMisiroTes 1o yreepxkaeHHoN B LIAMuO dbopme (npunoxenue 1) B
MeYaTHOM WJIM TUCbMEHHOM OQopMIIeHNH Ha ncTe popmata A4 ¥ MOTYT OBITH
COCTaBJICHbI OTBETCTBEHHBIM COTPYJHUKOM MOJIPA3ACIICHUS .
- 3aBeqyroUIMi NoIpa3IeleHus] NOANKUCHIBAET 3asIBKY, NOATBEPXkKAasi HIOTPEOHOCTH B
JaHHOM TOBape JJIs MMOApa3IeeHUs , KOJUYECTBE U CTIeM(PUKALINYA YKa3aHHBIX B 3asBKE.
. AHaJIu3 (coryiacoBaHue) 3asiBKH.
3asiBKU MOABEPraroTCs aHAIU3y CO CTOPOHBI BhIIECTOSIUX pyKkoBoaurenen LIAMuO, B
3aBUCUMOCTH OT LEJIM UCTIOIB30BaHUSI IAaHHOI'O TOBapa COrJIaCHO Tabuuile (MpHIokKeHUe
2).
-.B npornecce ananu3za J0MKHBI OBITH MOTYYEHBI OTBETHI Ha CJIEIYIOIINE BOMPOCHI:
--MOXET JI1 0oJiee AEIIEeBbI TOBAP YAOBIETBOPUTH MOTPEOHOCTh OIPA3IEICHUS HE
MOTEPSIB MIPU 3TOM KAaYECTBEHHOTI'O UCTIOJIHEHUS
--ONpaBAaHbl JU 3TH NOTPEOHOCTH
--HEJIb3sl JIN OT HUX OTKAa3aThCs
--aHaJIM3UPYETCs TaK ke KOJIMYECTBO 3asiBJICHHOI'0 TOBapa, U CrielupUKaLIHs
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YTBepiKaeHne 3asiBKU JTUPEKTOPOM
- OpopMieHHas cOraacHO TPEOOBaHUSAM 3asBKa MEPENAETCS B KAHLEISPUIO JUPEKTOpa
(cexperapio).
Cekperapb NPOBOAUT IKCNEPTU3Y MTPABUIBLHOTO O)OPMIIECHUS 3asIBKU:
--HaJM4Ke MOJNUCEN 3aB OTAEIIECHHMS, JINLA IO COIVIACOBAHUIO U UCTIOJHUTENS 3asBKU
--HaJIM4YUE 1aThl
- B citydae cornacusi TMpeKTOp CTaBUT BU3Y B JIEBOM BEPXHEM YTy 3asBKU.
-Cexkperapb perucTpupyeT yTBepKICHHYIO 3asBKY B «0KypHasie BHyTpEHHEH NIEPENUCKU
[AMuO» , cTaBUT Ha HEM PETUCTPALIMOHHBIA HOMEDP U MEPENAET IS UCITOJHEHUS B
OTJIEN YKa3aHHBIN JTUPEKTOPOM B BU3E.
Ipumeuanne: Cnyx0a cHaOxeHUs (CHaOXKeHell) He UMEET MpaBa 3aMEHSATh TOBAPhI U
crienu(pUKaIIo yKa3aHHbIE B 3asiBKaX.
21. Ilopsinok ynpaBJieHUs JOKyYMEHTALMeH,
TpPeO0OBaHMA K OPraHM3alMU JOKYMEHT0000poTa

59. JIBW>KEHHE TOKYMEHTOB B OpraHU3allyd ¢ MOMEHTA UX CO3JIaHUs WU TIOJy4YECHHUSI
710 3aBEPILEHUS UCTIOJIHEHUS, OTIIPaBieHus, ((OPMHUPOBAHUS JI€a U C1a4u B apXUB
OpraHuzanuu o0pa3yer JOKyMEHTOO0OpOT.

60.006BeM JOKYMEHTO0O0pOTa OMpeIesaeTcs: OOIMUM KOJTMYECTBOM BXOASIIUX,
UCXOJSAIIMX U BHYTPEHHUX IOKYMEHTOB 32 MECSLL, KBapTaJl, TOJ.

3a equMHUIY y4yeTa KOJIMYeCTBa JOKYMEHTOB MPUHUMAETCS caM IOKYMEHT 0e3 ydera
KOITUH.

22. Ilopsinok 00padOTKU BXOAALIMX JOKYMEHTOB
61.Jl0KkyMeHTbI, MOCTYNAIOUINE B OPraHU3aLUI0, IPOXOAAT NEPBUUHYIO 00pabOTKY,
MpeIBapUTEIHLHOE PACCMOTPEHHUE, PETUCTPALIUIO, PACCMOTPEHHE PYKOBOACTBOM U
JIOCTABJISIFOTCS. UCITOJTHUTEIISIM.
62. Ilpuem, nepBuyHas 00pabOTKa JOKYMEHTOB U MIPEIBAPUTEITHLHOE PACCMOTPEHUE
OCYIIECTBIISIETCS LIEHTPaInu30BaHHO cinyxk00it JIOY.

63. IlepBuuHas 00paboTKa BXOASIIUX JOKYMEHTOB 3aKJII0YAETCsl B TPOBEPKE
MPaBUJIBHOCTU JJOCTAaBKH U LIETIOCTHOCTHU BIOKEHUM, (pukcanuu (hakTa NOCTYIUICHHS
JIOKYMEHTOB B OPTaHU3ALHUIO U IOATOTOBKE UX K IIEpPeIayde M0 Ha3HAYEHUIO.

Cnyx60it JIOY BckpbIBatoTCs, KOHBEPTHI C JOKYMEHTaMH MPOBEPSETCA
NPABUJIBHOCTD JIOCTaBKH 10 HA3HAYEHHUIO, LIEIOCTHOCTh YIIAKOBKH JOKYMEHTOB.

Ecnu o6Hapyx’uBaeTcss HEKOMIUIEKTHOCTD WJIU MOBPEXKIEHUE JOKYMEHTA, TO Ha
HIDKHEM I10JI€ €70 MOCIEAHET0 JUCTa, a Takke B PK® npocrasnsarorcs
COOTBETCTBYIOIIIUE OTMETKU U COCTABJISIETCS aKT MPOU3BOJILHON (DOPMBI B Tpex
sx3eMIusipax. OQuH 3K3eMIUTSp HAPABISIETCS] OTIIPABUTENIO, BTOPOM — OCTAETCS B
cryxoe IOV, TpeTuii — nepenaercs UCIOTHUTEIIO TOKYMEHTA.

KoHBepTBI HE YHUUTOXKAIOTCS B CIy4asiX, KOTrJ1a TOIbKO [0 HUM MOYKHO ONPENEIINUTD
aJpec OTIPABUTENS, ATy OTIPABKU U MOJYYEHHs TOKYMEHTA, a TaKKe IPH
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MOCTYIUIEHUU JIMYHBIX JOKYMEHTOB.

KougepTtsl ¢ nomerkoit "JInuHo" 6€3 BCKPBITHA NEPEAAIOTCS 110 HA3HAYEHUIO.
OmuboYHO JOCTaBIEHHAs KOPPECIIOHACHIIMSI BO3BPALIAETCS B [IOYTOBOE OT/AETICHUE.

Ha noctynuBiux 10KyMeHTax (PErucTpUpyeMbIX) IPOCTABIIAETCS
PErUCTPAIIMOHHBIN IITaMIT OpTaHU3alUN C YKa3aHUEM JaThl OCTYILICHHUS.

64. IIpu npeaBapUTENTbHOM PACCMOTPEHUU MOCTYIUBILINE JOKYMEHTBI
pacmpeaensoTcs Ha Tpedyromune 00s3aTeTbHOr0 PpACCMOTPEHHS PYKOBOICTBOM
OpraHu3aluu u He TpeOyroiue 3Toro. JJokymeHTsl, He TpeOyrolue 00s13aTeNbHOro
pPacCMOTPEHHUS PYKOBOJICTBOM, HAIPABJISIOTCS HETOCPEACTBEHHO B CTPYKTYpPHBIE
MOAPA3AECIEHUS UM OTBETCTBEHHBIM UCTIOJHUTEIISIM.

65.IIpenBapurenbHOE paCCMOTPEHUE JOKYMEHTOB OCYIIECTBISECTCS UCXOS U3
OLICHKU UX COZAEP>KaHUs, aBTOPCTBA, CJII0KHOCTH M HOBU3HBI MIOCTABJIEHHBIX BOMPOCOB Ha
OCHOBAaHHMH YCTAHOBJIEHHOT'O B OPTaHHU3allUU pacrpe/ieseHus: 00s3aHHOCTEM.

66. O6panieHust GU3NYECKUX U IOPUIUIECKUX JUIL (TPEAJIOKEHMUSI, 3asIBICHUS,
KaJI00BbI, OTKJIIMKHU U 3alPOCHl) YUUTHIBAIOTCS LIEHTPATU30BAHHO U PETUCTPUPYIOTCS B
PK® B n1eHb UX MOCTYIUIEHUS B OPTaHU3ALUIO.

[TucbMeHHbIE U YCTHBIE OOpalleHus], MOTyYeHHbIE IOJPKHOCTHBIMU JIUIIAMH BO BpeMs
JUYHOTO0 NpueMa (PU3NUECKUX U IOPUINYECKUX JIHI], TAKXKE MOJIeKAT
HEHTPATU30BAaHHON PETUCTPALIUH, OTACIBHO OT OOIINUX TOKYMEHTOB.

67. PeructpaninoHHbIi HOMEpP oOpalieHus PU3NIECKOro JUla COCTOUT U3
HavyaJIbHOW OYKBBI (paMUIIMM aBTOpa, MopsaiKoBoro HoMepa B PK®, OykBeHHOro HHEeKCa
"@JI".

PeructpanronHbiii Homep 0OpanieHus IOPUANYECKOro JIUIA COCTOUT U3 HaYaJIbHON
OYKBBI (paMIIIMK TOJ>KHOCTHOTO JIUIIA, TTOAMKCABIIETO OOpallieHne, MOpsIIKOBOTO
Homepa B PK® u OykBennoro unuekca "FOJI".

PeructpanroHHbII HOMEP aHOHUMHOI'O OOpaIlleHHs] COCTOUT U3 OYKBEHHOI'O
nnjexkca "AHM" u nopsaakoBoro Homepa B PK®.

68. IIpu nocTymieHru MOBTOPHOIO OOpalieHus B TEUCHUE KAJICHIAPHOT0 rojia
MIPOCTABIIAETCSA PErUCTPALIMOHHBIN HOMEp NEPBOHAYATIBLHOTO OOpAIICHHS C YKa3aHuEeM
"Bropoe", "Tperwbe" u Tak nanee, a B PK® ykaspiBaeTcsa HOMep epBoro JoKymeHra. B
BEPXHEM MPABOM YTIIy MIEPBOTO JIUCTA MOBTOpHOTO oOparieHus u B PK® npocrasmsiercs
nometka "IlopTopHo". K MOBTOpHBIM 00pallieHUsIM MTPUOOIIAIOTCS MaTEpHaTbI
pPaccMOTPEHHUs MPEIbIAYIINX 00paICHUI.

[ToBTOpHBIM cunTaeTCsl OOpalEHUE, TOCTYIUBLIEE OT OJJHOTO U TOTO YK€ JIULA T10
OJTHOMY U TOMY K€ BOIIPOCY HE MEHEE JBYX Pa3, B KOTOPOM 00XkKalyeTcs pelieHue,
IPUHATOE 110 TIPEBIAYIEMY 0OpaIeHHIO, COOOIIAETCS O HECBOEBPEMEHHOM
PacCMOTPEHUHU paHee HAPABICHHOTO OOpaIEHus1, €CIIM CO BPEMEHH €ro MOCTYIICHUS
UCTEK YCTAHOBJIEHHBIN CPOK paCCMOTPEHUS, HO OTBET 3asIBUTEIIEM HE IOJTYYEH,
YKa3bIBAa€TCs Ha APYrUe HEAOCTATKH, TOMYIIEHHBIE IPU PACCMOTPEHUU U Pa3pelICHUN
MpEABbIIYIIEro 00palieHusl.
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69. OOpalieHust OJHOTrO ¥ TOTrO K€ JIMIIA M0 OTHOMY ¥ TOMY K€ BOIIPOCY,
HaIPABJICHHBIC PA3JIMYHBIM aJIpecaTaM U MOCTYIIUBIIUE JJIs1 PACCMOTPEHUS B OAHY
OpPraHu3alrIo, YYUTHIBAIOTCS MOl PETUCTPAIIMOHHBIM HOMEPOM MEPBOT0 OOpAIECHUS C
100aBJIEHUEM MTOPSIIKOBOTO HOMEpA, MPOCTABIIIEMOI0 Yepe3 KOCYI0 4epTy (IpoOsb).

70. IIpu mpeaBapUTENBLHOM PACCMOTPEHUU JOKYMEHTOB MPOU3BOAUTCS COPTUPOBKA
MX Ha PETUCTPUPYEMBIE U HEperucTpupyemsole. [lepedueHs HeperucTpupyembIx
JTIOKYMEHTOB pa3zpabarbiBaeTcsi Ha ocHOoBe [IprMepHOro nepevHs JOKyMEHTOB, HE
noJIeXaIux perucrpanuu B ciryxoe JJOY, cornacHo npuiokeHuo 9 K HacTOSIUM
TunoBsIM paBWJIaM U YTBEPKAAETCSI PYKOBOJUTEIIEM OpraHU3alluH.

Heperucrpupyembie JOKYMEHTHI IEPEIAIOTCS B COOTBETCTBYIOLHUE CTPYKTYPHBIE
MoApa3/ieJICHUs OpraHu3alvu.

71. Peructpupyemble JOKYMEHTHI rocie ux perucrpanuu B PK® nepenarorcs Ha
pPaccMOTPEHNE PYKOBOCTBY OPraHU3aIMU WU CTPYKTYPHOMY TTOAPA3ICIICHUIO
(IOKHOCTHOMY JIUILY) AJISI HPUHSTUS PEUICHUS.

[Ipu HEOOX0MUMOCTH O€30TIaraTeIbHOr0 NCIIOIHEHHS TOCTYIUBIIErO JOKyMEHTa
JOMYCKAETCA O3HAKOMJICHUE UCTIOIHUTENS C €T0 COAEPKAHUEM JI0 PACCMOTPEHUS
JIOKYMEHTa PYKOBOJICTBOM OPTaHU3AIUU (CTPYKTYPHOT'O MOAPA3ACICHUS).

72. JIOKyMEHTBI, PACCMOTPEHHBIC PYKOBOJICTBOM OpTraHU3aINH (CTPYKTYPHOTO
nojapaszeneHus), Bo3spamiatorcs B cinyx0y IOV, rae B PK® BHocsATCS conepxanus
PE30IIONMH, @ JOKYMEHThI IEPEAAIOTCS UCIIOJIHUTEINSIM IO/ POCIIUCH.

JIOKYMEHT, UCTIOTHEHHUE KOTOPOT'0 BO3JIOKEHO Ha MOJBEIOMCTBEHHBIE (YIO0)
opranu3anuu (10) Wi HECKOJIBKO CTPYKTYPHBIX MOAPA3ACIICHUN, TTIepeaacTCs UM
OJIHOBPEMEHHO B KOMUSX C COOTBETCTBYIOMIECH oTMeTKOM B PK®. [Tognmuuuunk
MEPEIACTCS UCTIOJIHUTENI0, YKa3aHHOMY B PE30JIFOLIUU TIEPBBIM.

[TocTynuBine TenerpaMMbl IPUHUMAIOTCS MO/ PACIIUCKY C MPOCTAaBJICHUEM JAThl U
BPEMEHHU NPUEMA, PETUCTPUPYIOTCS, & 3aTEM MEPEIAIOTCS HA PACCMOTPEHNE
PYKOBOZCTBY U UCIIOJTHEHUE.

TekceT nmoctynuBieil TeneOHOrpaMMbl 3aMTMCHIBACTCS (MIEYaTAETCsl) MOTydaTeeM,
PErUCTPUPYETCS U ONIEPATUBHO IEPENAETCA PYKOBOAUTEIO, KOTOPOMY OHA aIpECOBAHA.
[1pu npueme tenedoHorpaMmmMbl 0GOPMIISIIOTCS CIEAYIONINE PEKBU3UTHI — TEKCT,

OTNpPaBUTENb, HAMMEHOBAHME BUIa TOKYMEHTA, JaTa, HOMEpP, HANMEHOBAHUE JOKHOCTH,
WHUIIMAT UMEHU U (haMUIIHS JIMIIA, TOANKUCABIIero J0KkyMeHT. Kpome Toro, ykassiBatorcs
JOIHKHOCTH 1 (DaMIJTAN JTUIT], TIEPEAaBIINX ¥ MPUHSBIINX TEICPOHOTPAMMY, Yachl U
MUHYTHI IpUEMa-TIIepeIayuu.

73. Ilpu perieHur BOIPOCOB O€3 COCTABJICHUS JOMOJHUTEIbHBIX JOKYMEHTOB
WCIIOJTHUTENb JeaeT OTMETKH Ha TokyMeHTe 1 PK® — o nate mocTyruieHus (eciu
00pa3oBaJiCsi UHTEPBAJI BpPEMEHU MEXK/y OCTYIUICHHEM JOKYMEHTA U €ro JI0CTaBKOU
WCIIOJIHUTETIO), O JJaTaX MPOMEXYTOYHOTO UCTIOTHEHUS (3aMpOC CBEICHMIA, TenehOHHbIC
MIEPEroBOPHI U IPYTHE), O JIaTe U Pe3yJIbTaTax OKOHYATEIbHOT O UCTIOTHEHUS.

23. Ilopsigok 00padOTKU MCXOAAIUX JOKYMEHTOB
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74. JIOKyMEeHTBI Ji OTHPAaBKU MEPENar0TCs MOJHOCTHIO odopmiieHHbIMU. Ciyx0a
JOYVY, npuHnMaronias TOKyMEHTHI ISl OTIPABKH, POBEPSET NPABUIBHOCTD UX
oopMieHus, HANTMYKE IPUIOKEHUH, YKa3aHHBIX B OCHOBHOM J0KyMeHTe. HempaBuibHO
o(opMIIEHHBIE TOKYMEHThI BO3BPAIIAIOTCS UCITOJIHUTEIISIM.

75. [lonnucaHHbIe TOKYMEHTBI PETUCTPUPYIOTCS U OTHPABIISIOTCS aapecary
(ampecaram) B JeHb UX TTOANMCAHUS (YTBEPKICHHUS ) UM HE MO3IHEE CICAYIOIIETO
pabouero gHs, TeIerpaMMsbl U Teledakcsl — He3aMeITUTEIbHO.

Opurunanbl HICIOJHEHHBIX JOKYMEHTOB BMECTE C OTIIYCKOM JTOKYMEHTA MEPEIAI0TCS
B T€ CTPYKTYPHBIE OPA3AECICHUS WU TOABEIAOMCTBEHHBIE OPraHU3aMU, KOTOPBIE
SBJISUTMCH OCHOBHBIMH MCTIOJTHUTENSIMU U TIPOU3BOIAT (POpMUpPOBaHHE
COOTBETCTBYIOIIMX JI€] COTJITACHO HOMEHKIAType Jedl.

76. Ecu 1OKyMEHT, HallpaBJIE€HHbBIN B IPYTYIO OPraHU3aIuIo, 10JKEH OBITh
BO3BpAIIEH, TO B IPABOM BEPXHEM YTy NIEPBOr0 JINCTA JOKYMEHTa Ha CBOOOAHOM OT
TEKCTA IT0JIE MPOCTABIIAIOT IITAMII WIH JIEJAI0T IOMETKY O BO3BPATE, TAKYIO K€ TIOMETKY
nenaroT B PKO.

24. Tlopsiiok NPOX0KAeHNS BHYTPEHHUX JOKYMEHTOB

77. IIpoxoxkaeHnue BHYTPEHHHUX JOKYMEHTOB Ha 3Tarax uX MOArOTOBKU U
oopmIIeHHUs JOKHO COOTBETCTBOBATDH MPOXO0XKACHUIO UCXOISAIINX JOKYMEHTOB, Ha
ATane UCTIOTHEHUS — BXOJSAIIUX IOKYMEHTOB.

78. Ilepenaya BHYTpEHHUX JOKYMEHTOB MEXAY CTPYKTYPHBIMHU NOAPA3AEICHUSIMU
OCYIIECTBIISIETCS JOHDKHOCTHBIMU JIMIIAMU, OTBETCTBEHHBIMH 32 JOKYMEHTAIIMOHHOE
oOecrieyeHue yrnpapiieHUs: B CTPYKTYPHBIX MOApa3AeeHusX. JJOKyMeHTbI epeatoTcs C
COOTBETCTBYIOIIEH OTMETKOM B PKO.

He BxitouaroTcst B cocTaB BHYTPEHHUX JTOKYMEHTOB, JOKYMEHTBI, OTJIOKHUBIIIHECS B
IpoLecce MEPENUCKH OpraHn3alii CO CBOUMH MOABEAOMCTBEHHBIMH OPraHU3aALUsAMU U
HA000POT, a TaKXKe MEPENUCKa MEXIY UCTIOIHUTEIbHBIMU OpraHaMu, (PMHAHCUPYEMBIMU
U3 MECTHOI'O OIOJIKETA.

79. OpurrHaibl HCIIOJIHEHHBIX BHYTPEHHUX JOKYMEHTOB IEPEAAIOTCS B TE
CTPYKTYpPHbI€ MTO/Ipa3/ieNIeHusl, KOTOPbIE, IBJSIIMCH OCHOBHBIMU MCIIOJIHUTEIISIMH.

80. Pa3sMHOXEHHBIE IK3EMIUISIPHI TOAMUCAHHBIX PYKOBOAUTEIIEM U
3apEruCTPUPOBAHHBIX PACTIOPSAIUTEIBHBIX JOKYMEHTOB B 0053aTEIbHOM MOPSIJIKE
pacchUIalOTCs B CTPYKTYPHBIE TO/IPa3/IeN€Hus], B BEIEHUN KOTOPBIX HAXOASATCS
paccMaTpUBaEMBbIE€ BOIIPOCHI.

25. Ilopsinok perucTpanuu J0KyMeHTOB
81. Perucrparuu mojjiexxar Bce TOKYMEHTHI, TPEOYIOIIHE ydeTa, HCTIOTHEHUS, U
WCIIOJIb30BaHUS B MH()OPMAITMOHHO-CIIPABOYHBIX IIEIISX.
82. Perucrtparusi JOKyMEHTOB OCYILIECTBIIAETCS, LIEHTpAIN30BaHo ciryx0oi JIOY.
B opranuzanusix ¢ 60Jab1UM 00BEMOM JJOKYMEHTOOOOPOTa JOMYCKAETCS
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JNEUEHTpaIN30BaHHasl pErucTpauus 10KyMEHTOB. B 3ToM ciydae TOKyMEHTBHI,
ITOCTYNAIOIIHE HA pACCMOTPEHHUE PYKOBOJICTBA OPTraHU3ALNH, PACTIOPSAAUTEIbHBIE
JOKYMEHTBI OpraHu3alnu, ooparieHus: GU3N4ecKuxX 1 IPUINYECKUX JIHI], U ePErnucKa
3a MOAMKUCHIO PYKOBOJICTBA perucTpupytorces B cinyxoe 10V, JlokyMeHThl,
IIOCTYNAIOIINE B aAPEC CTPYKTYPHBIX NOAPA3ACIICHUM OpraHnu3alui, Iepernncka 3a
MOATIMCHIO PYKOBOJICTBA CTPYKTYPHOT'O NTOAPA3IAEIEHUS PETUCTPUPYETCS B
COOTBETCTBYIOIIMX CTPYKTYPHBIX MOAPA3IEIICHUIX.

JIOKyMEHTBI, IEpeAaBaeMbl€ UM IPUHUMAEMBIE IO KaHAJIaM CBSI3HM, PETUCTPUPYIOTCSA
B ciyk0e JIOY uiu B CTpyKTYpHBIX MOAPA3AENIEHUAX, OCYIIECTBISIOUMX UX IPUEM
(mepenauy).

83 JIOKyMEHTBI pETUCTPUPYIOTCS B OPTaHU3aLlUN OJWH Pa3 — BXOASUIUE — B I€Hb
NOCTYIJIEHUS, UCXOASAIINE U BHYTPEHHUE — B JIEHb NMOANUCAHUs (YTBEPKIACHUS).

JIOKyMeHTBI, HE3aBEepILICHHBIE JIEJIONPOU3BOICTBOM, WIH, TPEOYIOIINE JITUTEIHHOTIO
CPOKa UCITOJIHEHUS, IIEPEPErUCTPALIMU HE MTOJIEKAT.

[Ipu nepenave 1OKyMeHTa ISl HCTIOTHEHUS (O3HAKOMIJIEHHS) U3 OJTHOTO
MOAPA3EIEHUS B IPYTO€ HA HXKHEN CTOPOHE MOCIEAHErO JINCTA TOKYMEHTA WM Ha €T0
ob6opotHoit ctopone u PK® npocTasnsiercst 1aTa nepenadyu, HOBbIN perucTpalioHHbINA
HOMEp Ha JOKYMEHTE HE MPOCTAaBIISIETCS.

84. Peructpanus 10KyMEHTOB-OTBETOB ocyliecTBisiercss B PK® nHUIMaTUBHBIX
JIOKYMEHTOB. JJOKYMEHTY-OTBETY NIPUCBAUBAETCS OPSIKOBBIN HOMEp B Ipeenax
COOTBETCTBYIOWIETO PETUCTPALIMOHHOTO MAaCCHBA.

85. B opranuzanuu npumMeHstorces cieaytomue PKO:

-KapTOYKa PErucTpauy BXOIAIIUX JOKYMEHTOB MO (pOPME COTIIACHO MPUIIOKEHUIO
10 x HacTosiuM TUNOBBIM MpaBUIIaM;

- )KypHaJl perucTpaluy BXOIAIINX JOKYMEHTOB M KYpPHaJ PETUCTPALIMU UCXOISAIINX
¥ BHYTPEHHHUX JOKYMEHTOB 110 ()OpME COTJIACHO MPUIOKEHHIO 11 K HACTOSAIINM
TUIoOBBIM MTpaBUIIaM.

86. YcTaHaBIMBAETCS CIECAYIOIINN COCTAB CBECHUM O IOKYMEHTE, IMOIEKAIINX
00s13aTeIbHON PErUCTpaIUu:

- HAMMEHOBaHNE OpraHu3aly (aBTopa WK KOPPECTIOH]IEHTA);

- HANMEHOBAHKE BUJA JOKYMEHTA;

- 1aTa ! PErucTPalMOHHBIN HOMEDP MOCTYMHUBUIErO TOKYMEHTA;

- 3ar0JIOBOK K TEKCTY (KpaTKO€ COAEpKaHNuEe JOKYMEHTA);

- pe3omtonus (MCIOIHUTEND, COAEPKaHUE OPYUEHUS, aBTOP, JaTa);

-CPOK MCTIOJIHEHUS JOKYMEHTA;

- IIOJIINACH UCTIOJIHUTEIIS O ITOJIYYEHUH JOKYMEHTA;

- OTMETKa 00 UCTIOTHEHUH TOKYMEHTA U HaIllpaBJIEHUU €ro B JEIO.

CocrtaB 00s13aTENIbHBIX CBEJICHUI B 3aBUCUMOCTH OT XapakTepa JIOKyMEeHTa U 3a]a4
UCIIOJIb30BaHUs HH(MOPMAITUN MOXKET JOTIONHATHCS APYTUMU CBEACHUSAMU (HAIU4YMeE
IIPWIOKEHNUM, KOJIMYECTBO JINCTOB, IIEPEMENIEHNE TOKYMEHTA BHYTPHU OpraHU3aluH,
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MEPEHOC CPOKOB UCTIONHEHUS U IPYTHUE).

87. Undopmanus 0 TOKyMEHTax, NOJy4YEeHHas MPU UX PErUCTPALIMH, IOCTYMAET B
nH(OPMAITMOHHO-TTOMCKOBYIO CUCTEMY, KOTOpasi BKIIIOYAET B ce0s1 KApTOTEKU U
KJIacCU(DUKAITMOHHBIE CITPABOYHUKHU.

88. PK® cocTaBisioT ciieqyronne KapTOTeKu:

- 110 KOPPECIIOHICHTaM;

- IO BUJIaM JIOKYMEHTOB;

- 110 aBTOpPaM JIOKYMEHTOB;

- KOHTPOJIbHBIE;

-Koau(UKaIMOHHBIE;

-0 oOpateHusIM (PU3NIECKUX U IOPUIUYECKUX JIUII,

- IpyTue B 3aBUCUMOCTH OT 3a]1a4 TTorcKa NH(GOPMAIIHH.

89. DddexTuBHOCTH pabOTHI HHPOPMAITMOHHO-TIOMCKOBOW CUCTEMBI JIOCTUTACTCS
MyTeM pa3pabOTKU KIacCU(PUKAIIMOHHBIX CIIPABOYHUKOB (KJIacCU(PUKATOP BOIPOCOB
JEeSTENbHOCTH OpraHU3aINK, KIACCU(PUKATOP BUIOB IOKYMEHTOB, KJIacCU(PUKATOP
KOPPECTIOHAEHTOB, HOMEHKJIATYPbI J€]1 U JPYTHE).

90. Ilons 3anucu 6a3bl JAaHHBIX ABTOMATU3UPOBAHHON HH(POPMAIIMOHHO-TIOUCKOBOM
CUCTEMBI JIOJKHBI MOJTHOCTHIO OTBEYATh MapaMeTpaM MOCIEAyIOIIEro OnepaTuBHOIO
MOUCKA JIOKYMEHTOB U KOHTPOJISI 32 UCIIOJTHEHUEM JOKYMEHTOB.

26. IlopsiioK KOHTPOJISI UCIIOJTHEHHUS JOKYMEHTOB

91. KoHTposb UCTIOIHEHUSI TOKYMEHTOB BKJIFOUAET TOCTAHOBKY TOKYMEHTA Ha
KOHTPOJIb, PETYJIIUPOBAHUE X0/1a UCTIOTHEHUS, CHATHUE UCIIOJIHEHHOTO TOKYMEHTA C
KOHTPOJIS, HAIPaBJIEHUE UCTIOJHEHHOT O IOKYMEHTA B JIEN0, Y4eT, 00001eHIE U aHAIN3
X0J1a ¥ pe3yJbTaTOB UCIIOJIHEHUS IOKYMEHTOB, HH(GOPMHUPOBAHKE PYKOBOJICTBA O
COCTOSIHUU UCITOJIHEHHSI TOKYMEHTOB. CBeieHHsI 00 UCTIOJTHEHUH JOKYMEHTOB,
MOJITIeKAIINX KOHTPOJIIO, U CBEJIEHUS 00 UCTIOTHEHUHU O0palieHnii pu3nyeckux u
IOPUANYECKHUX JIUL 3aMOJIHSAI0TCS MO (hOpMeE COrNIACHO IpuitokeHusM 12 u 13 k
HacTosAUM THIOBBIM IpaBUJIaM.

92. KoHTpostio MoJIeKaT BCe 3aperuCTPUPOBAHHbBIC TOKYMEHTHI, TPEOYyIoIue
WCIIOJTHEHUS, B TOM YHCJI€ JOKYMEHTBI MPOIUIBIX JIET, KOTOPBIE B CHUITY Pa3IUYHBIX
MIPUYMH HE OBUIM UCIIOJIHEHBI M UX HUCIIOJIHEHHE MEPEHEeCeHO Ha TeKyIuid roa. B atux
CIIy4dasix IEpEePErucTpanus JOKyMEHTOB He npoBoaurcs, a B PK® yka3piBatoTcsi BHOBb
YCTaHOBJICHHBIE CPOKH.

93. KoHTpOJIb UCTIOTHEHUS IOKYMEHTOB MO CYIIECTBY BOIIPOCA BO3JIaracTcs Ha
PYKOBOAUTENEH CTPYKTYPHBIX MOAPA3AEICHUN WU JOJKHOCTHBIE JTUIA.

KoHTpons 32 cpokaMu UCTIOIHEHHS TOKYMEHTOB, 32 CPOKaMU PacCMOTPEHUS
oOparnieHnii PU3NIeCKnX U IOPUANICCKUX JIUIl OCYIIECTBIsIeTCs cyx00it JJOY.

94. IIpu opranu3aniu KOHTPOJISI UCTIOTHEeHUS ncnolib3yroTes PKK, sxypHanbl
peructpauuu. KoHTpoabHas KapTOTEKa CUCTEMATU3UPYETCS IO CPOKAM UCIIOTHEHUS
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JOKYMEHTOB, 110 UCIIOJHUTENAM, TPYyIIaM JOKYMEHTOB.
[Ipu HE3HAYUTENBHBIX 00BEMAX KOHTPOIHPYEMBIX JOKYMEHTOB, KOHTPOJIb
OCYILIECTBIISIETCS ITyTEM HAHECEHUSI HEOOXOJUMBIX OTMETOK B )KypHajlaX perucTpaluu.
95. JIOKyMEHT CHUMAETCS ¢ KOHTPOJIS PYKOBOAUTENEM, TOCTABUBIIIUM €0 HA
KOHTPOJIb, WIH T10 €ro Mopy4eHuto — ciryxooit JIOVY.

27. IlopsiioK y4eTa U XpaHEeHUs neyaTei, TaMnoB U 0JIaHKOB

96. Yuer, ucnonb30BaHue, XpaHEHUE U YHUUTOXKEHHE IT€YaTHO-0JJaHOUYHON
MPOYKIMH, TIeYaTel, TaMIIOB, MOJJISKAIINX 3al[UTe, U CPEACTB 3alIUThl JOKYMEHTOB,
OCYIIECTBIISIOTCS TO>KHOCTHBIMU JIMI[AMU, Ha3HAYa€MbIMU MIPUKa3aMu
(pacnopspKeHUSIMU ) PYKOBOAUTENEH OpraHu3aIvi.

97. T'ocynapcTBeHHasl OpraHu3aIlis UMEET OJIHY TedaTh ¢ N300pakKeHHEM
I'ocynapctBennoro I'epb6a PecnyOnuku Kazaxcras.

[Ipu HEOOXOAUMOCTH CTPYKTYpPHBIE MTOAPA3IEIEHUS TOCYAAPCTBEHHOW OpraHn3alun
MMEIOT TleyaTH (1ramiibel) ¢ uzoopakenueM ['ocynapcrBennoro I'epba Pecniybnuku
KazaxcTan 1 0MHaKOBBIM TEKCTOBBIM COJIEP>KAHUEM, TEKCTOBAS YaCTh JOMOJHAETCA
MOPSIAKOBBIM HOMEPOM MJIM CUMBOJIOM (CHMBOJIAMM).

98. Yuer neyaTHO-0JJaHOYHOM NMPOAYKIIMH, TTeYaTeH, IITAMIIOB, MTOJIEKAIINX
3aIUTe, ¥ CPEJCTB 3AIIUTHI JOKYMEHTOB BEJIETCS B PETUCTPAIIMOHHBIX YUETHBIX (popMmax,
OIPEJIETICHHBIX HACTOAIMMH THUIOBBIMU IIPaBUJIAMH.

99. Yuer neyaTHO-0JJaHOYHOM MPOIYKIINH, TOJJICKAIIEH 3allIUTE, B TOM YHCIIE C
nzoopaxkenuem ['ocynapcrBennoro ['ep6a PecniyOnuku KazaxcraH, u Beiiaua BeAeTcs B
’KypHaJle yyeTa U BblIaud NI€YaTHO-0JIaHOYHOW MPOTYKIIMH, MOAJIeKAIIEH 3a1uTe, 10
dbopme cornacHo puwiIokKeHuto 14 kK HacTosAmM TUTIOBBIM MpaBUIIAM.

JlaHHBIN *KypHAJ 3aBOAUTCS HA KaXKIbIi BU]I I€YaTHO-01aHOYHON MPOAYKIIUH,
nojexanie 3amure. biranku gumek ¢ nzoopaxkennem 'ocynapcrsennoro ['epba
Pecniybnuku Kazaxcran He moajiexaT CeIUaIbHOMY yUeTy.

100. Britaya 651aHKOB, MOAJIEKAUTUX 3AIIUTE, IPOU3BOAUTCS MOJ] PACIHCKY B
COOTBETCTBYIOIIIUX PETUCTPAIIMOHHBIX YUETHBIX (hOpMax, MPETyCMOTPEHHBIX
BEJIOMCTBEHHBIMU UHCTPYKIUSIMUA OpraHU3aIuu.

101. Ha xonusx 3anmolHEHHBIX 0J1aHKOB ¢ n300pakeHueM ['ocymapcteennoro I'epba
Pecnybnuku Kazaxcran, npeaHazHauyeHHBIX JJI PACCHUIKH, MPOCTABIISIETCS HOMEP
AK3EMIUISIPA U NTeYaTh OPraHU3aLHUU.

102. PazMHOXXEHHE 1 KOMTMPOBAHKE CPEICTBAMU ONEPATUBHOMN MOIUTpapuu
HE3aMOJIHEHHBIX OJIAHKOB, MOJIEKAIUX 3AIIUTE, HE JOITYCKAETCS.

103. Y4er neyartei, TAMIIOB, MOAJICKAIIUX 3AIIATE, M CIICIHATbHOM IITEMIICIbHOM
KpPacKH ¢ XUMUYECKUMU JJ0OaBKaMH, UMEIOIIIUMU UHIUBUIyaJIbHBIE CBONCTBA C IICJIbIO
3allUThI OT MOJJIETIKY, a TAK)KE UX BblJjaya BEJETCA B )KypHaJe ydyeTa U Bblauu 1evarei,
mramnoB ¢ u3o0paxenueM ['ocynapcreennoro ['ep6a Pecriyonuku Kazaxcran u
CHEeUANTbHON IITEMIIENbHON KPACKU MO (POpME COrJacHO MPUIOKEHUIO 15 K HacTOAIMM



TUNOBBIM ITpaBUIIaM.

104. Yyer nepbeBbIX aBTOPYYEK, 3aIPABICHHBIX CIIEIAAIBHBIMU YEPHUIIAMHU C
XUMHYECKUMU JOOABKaMU, UMEIOIINX WHANBUAYaTbHBIE CBOMCTBA C IEJIbIO 3aIIUTHI OT
MOJIIEIKY MOAMKUCEN TOJKHOCTHBIX JIUI, U X BblJaya BEJIETCS B KypHaJle yueTa u
BBIJIa4U MIEPHEBBIX aBTOPYUEK, 3aMIPABICHHBIX CTICIIMAIILHBIMU YEPHIIIAMH, TI0 opMe
COTrJIACHO NPUJIOKEHUIO 16 K HacToAmKUM TUIOBBIM IIpaBUJIaAM.

105. 3aronoBKy perucTpalliOHHBIX YYETHBIX (JOPM BKIIFOUAKOTCS B HOMEHKIIATYPY
JI€J1 OpTaHU3aLu.

JIMCTBI XKypHATOB HYMEPYIOTCS, IPOIIUBAIOTCS U OIEYaThIBAIOTCS.

106. Ilepenaua npyromy JOJKHOCTHOMY JIMIY HEUCIIOJIB30BAaHHOM MT€YaTHO-
0JIaHOYHOM MPOAYKLIHH, ITeYaTel, ITaMIIOB, TOAJEKAIIHNX 3aIUTE, a TAKXKE CPEJICTB
3aIUTHI JOKYMEHTOB U PETUCTPAITMOHHBIX ()OPM K HUM O(POPMIISIETCSI aKTOM TIpHeMa-
nepenayn neyaTHo-0JIaHOYHOUM MPOAYKIINH, MeYaTel, ITaMIIOB, MOJISKAITUX 3aIIUTE,
CPENICTB 3allUThI IOKYMEHTOB M PETUCTPALIMOHHBIX YUYETHBIX (DOPM K HUM 110 hopme
COrJIACHO MPWIOKEHUIO 17 K HacToAmKUM THUIOBBIM IpaBUJIaM.

107. IleyaTHO-ONaHOYHAS IPOAYKIIUS, TIEUATH, IIITAMIIBI, MOJICKAIINE 3aLTUTE, U
CpEICTBA 3aIUTHl JOKYMEHTOB XPAHSITCS B OlEUaThIBAEMbIX ceipax MU METALTUYECKUX
mkagdax.

108. YHUUTOXKEHNE UCTIOPUCHHOW MME€YaTHO-01aHOYHOM MPOAYKIIUH, HOJJIeKAIIeH
3aIlMUTE, MPOU3BOAUTCS C COCTABIICHUEM aKTa O BBIJICJICHUH K YHUUTOKECHHIO
MCIIOPYEHHBIX FK3EMIUISIPOB I1€YaTHO-0JaHOYHON MPOAYKLNH, TOAJIEKAIIEH 3aIIUTe, 110
dbopme cornacHo npuiiokeHuto 18 k HacTosuuM THUTTOBBIM MpaBUIaM U MTPOCTABICHUEM
COOTBETCTBYIOIIUX OTMETOK B )KypHaJIaX yuyeTa U BblAaud Me4aTHO-0JIaHOYHOM
MPOYKIUH, TOJIEKAILIEH 3alIUTE.

109. YHnuTOXKEHME NIEYaTEN U IITAMIIOB, MOJIEKAIIUX 3aIUTE, TPOU3BOJIUTCS C
COCTaBJICHUEM aKTa O BBIACICHUU K YHUUTOXKEHHUIO MIeYaTel U MITaMIIOB, MOJJIEXKAaIINX
3aiure, o popme coriaacHo MpuiIokeHuto 19 k HacTosimuM TUITOBBIM TTpaBUIIaM U
MIPOCTABJIEHUEM COOTBETCTBYIOIIMX OTMETOK B KypHaJe y4yeTa U BblJIauu NevaTei,
mramnoB ¢ u3o0paxenueM ['ocynapcrsennoro ['ep6a Pecriyonuku Kazaxcran u
CIIEUAIIBHOW LITEMIIEIbHON KPACKU.

110. YHUYTOXKEHUE CPEACTB 3aIIUTHI IOKYMEHTOB (B TOM YKCIIE€ eMKOCTEU U3-T10]1
CIEIUAIIBHBIX YEPHWI U IITEMIIEIbHON KPACKH, HICTIOPYEHHBIE IITEMITIEIIbHBIC MTOAYIIKH,
3anpaBJICHHBIE CIIEIUAbHBIMU IITEMIEILHBIMUA KPACKaMHU, IEPhEBbIC ABTOPYUKH,
3alpaBJIE€HHBIE CIIEHUATbHBIMU YEPHUIIAMH ) IPOU3BOIUTCS C COCTABICHUEM aKTa O
BBIJICJICHUU K YHUUYTOKEHUIO CPEJICTB 3allUTHI JOKYMEHTOB MO (hopMe
COrJacHo mpuiokeHuto 20 K HacTosAIKM TUMOBBIM MpaBUiIaM U MPOCTABICHUEM
OTMETOK B COOTBETCTBYIOIIUX JKypHaJIaX yuyeTa U BbIAAuH.

111. Tlpu peopranmu3aiuy Wi JUKBUAAIIUN OpraHu3anuy, Gummaia
(MpencTaBUTENBCTBA) YHUUTOKEHUE HEUCIION30BAaHHOM MeYaTHO-0JaHOYHON
MPOAYKLIMH, I€YaTeH, ITaMIIOB, TOAJIEKAIINX 3aIUTE, @ TAKKE CPEJCTB 3allHUThI
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JOKYMEHTOB MPOU3BOUTCS C COCTABJICHUEM aKTOB MO (popMaM COrjaacHO MPUIOKEHUIM
19, 20, 21 x HacTrosamuM TUNOBBIM NpaBUiIaM, YTBEPKAAEMBIX PYKOBOIHUTEIIEM
OpraHU3alW{ WK NPEICeaaTeNIeM JIMKBUAALMOHHON KOMUCCHH, U IPOCTABICHUEM
OTMETOK B COOTBETCTBYIOILIUX JKypHaJIaX yuyeTa U BbIAAuH.

YHUYTOXEHNE WIH JTaJbHENIIEe XPAaHEHUE )KYPHAJIOB U IPYTUX PErUCTPALMOHHBIX
YYETHBIX (JOPM OCYIIECTBISIETCA B COOTBETCTBUHU C 3aKOHOJATENLCTBOM PecryOnuku
KazaxcTaHn no coriaacoBaHUIO ¢ HEHTPAIbHBIM FOCYAAPCTBEHHBIM OPraHOM YIIPaBIIECHUS
apXMBaMH U JJOKYMEHTAIMEH WIM MECTHBIM UCTIOJHUTEIBHBIM OPTraHOM B 00JIaCTH
apXMBHOTI'O JIeNa U JOKYMEHTaluu 00J1acTH, TOpoja pecyOIMKaHCKOT0 3HAYEHHS U
CTOJIVLIBI.

112 IIpoBepka HaTU4Ms SK3EMIUISIPOB EYaTHO-0JIAHOYHOM MPOAYKINH, MeUaTeu,
LITaMIIOB, IMOJIEKAIUX 3AIIUTE, U CPENCTB 3aLIUThl JOKYMEHTOB POU3BOJIUTCS HE PEXKE
OJTHOT'O pa3a B IoJl KOMUCCUEH, CO3aBaeMOl MPUKa30M (pacropsiKEHUEM )
PYKOBOIUTENS OPTaHU3aLINH.

113. OT™MeTKu 0 pe3ynbTarax MpOBEPOK MPOCTABIIAIOTCSA B )KypHajlaxX ydeTa U BblIaun
o ¢opmaM coryiacHo npuiaoxeHusiMm 14, 15, 16 k HactosiiuM TUITOBBIM MpaBUIaM.

114. ITpu yrepe nevaru (mramma) ¢ uzodpaxenuem ['ocynapctsennoro ['ep6a
Pecnyonuku Kazaxcran npeanpuHuMaroTcsi Bce He0OXOAMMbIE MEPHI 110 PO3BICKY, B
cllydyae OTPHUIATENIbHOTO PE3yNIbTaTa PO3bICKA COCTABISAETCS aKT MPOU3BOJIBLHOM (POPMBI,
YTBEPKIAAEMbIN PYKOBOAUTEIEM OpPTaHU3aLINH.

28. Ilopsigok cocTaBJIeHUsS HOMEHKJIATYPHI eI,
(¢opMupoBaHUs M XPAHEHHUH J1e]1

115. Homenkiiatypa fen npeHazHadeHa sl TPYNIUPOBKU UCIIOJIHEHHBIX
JIOKYMEHTOB B JI€JIa, CACTEMATU3aLMH U YU€ETa JIEN, ONPENEIECHUS CPOKOB UX XPAHEHUS U
SBJIIETCS OCHOBOM JIJIs1 COCTABJICHHS ONUCEN JIe MOCTOSTHHOTO U BpeMeHHoro (cBbitie 10
JIET) XpaHEHHUsl, a TAKXKe JIJIs1 yuera Jiesl BpeMeHHOro (10 10 JieT BKIIOUUTENBHO)
XpaHEHUSI.

116. B HOMEHKNATypy €N BKIIFOYAKOTCA BCE JJOKYMEHTHI, CO3/1aBAEMBIE B
OpraHM3alliy U NOCTYHAIOIINE B OpraHU3aLUI0. DJIEKTPOHHbIE JOKYMEHTHI U 0a3bl
JTAHHBIX BKJIFOYAIOTCS B HOMEHKJIATYPY /el Ha OOIIUX OCHOBAHUSX.

117. B Homenkiatype aen ¢pukcupyercs Gpopma JOKyMEHTa — 3JIEKTPOHHAsI C
yKa3aHUeM HOCHUTENSI HH(OpMAIK, WK OyMaskHasl.

118. IIpu cocraBneHnr HOMEHKIATYPHI A€ PYKOBOJICTBYIOTCSA YUPEAUTEINbHBIMU
JOKYMEHTAMHU, MOJI0KEHHUSAMH O CTPYKTYPHBIX ITOAPA3IEICHUAX, TOJDKHOCTHBIMU
MHCTPYKIUSAMU paOOTHUKOB, TUIIOBBIMU, OTPACIEBbIMU (BEIOMCTBEHHBIMHU) MEPEYHSIMHU
JIOKYMEHTOB C YKa3aHUEM CPOKOB XPaHEHUs, TUTIOBBIMH (ITIPUMEPHBIMH )
HOMEHKJIaTypaMu Jel, CTPYKTYpPOH (IUTATHBIM paclUCaHUEM ), TIaHAMHU U OTYETaMH O
paboTe, n3y4aroTcsi BUJIbI, COCTaB U CO/IEPKaHNE JJOKYMEHTOB, 00pa3yIoluXcs B
NEATENIbHOCTH OPTaHU3AIUY.

119. Homenkiatypa aen no (popMe coriacHO NPUIIOKEHUIO 22 K HACTOSIIIIUM
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TunossIM npaBusam coctasisiercs (He nmozauee 10 qekadpst TEKyIIero roga) cinyxx00i
JIOY Ha OCHOBE HOMEHKIATYP AEN CTPYKTYPHBIX MOAPA3ICIICHUM, IPEICTABICHHBIMU
COOTBETCTBYIOIIMMHU MOAPA3ACITICHUSMM.

120. BHOBB co371aHHOE TIO/Ipa3ieicHue 00513aHO B MECSYHBIN CPOK pa3padoTaTh
HOMEHKJIATYpY JIeT TIoJIpa3/ielieHus] U IPEICTaBUTh €€ B ciyx0y JJOVY.

121. HomeHnkiatypa Jie’1 opraHu3alyy MOAMKUCHIBAETCS PYKOBOJAUTENIEM CITYKOBI
JOYV, cormnacoBbIBaeTcs ¢ 3KCNEPTHON KOMUCCUEN OpraHU3aALNH

(manee — OK), ¢ skcniepTHOI MPOBEPOUHON KOMUCCHEN TOCYAapCTBEHHOIO apX1Ba
(MecTHOrO HcTOMHUTENbHOrO oprana) (nayee — I11K), B KOTOpBIil JOKYMEHTHI
NIEPENAOTCS HA TIOCTOSSHHOE XPAaHEHNE, U YTBEPKIAAETCS (HE IMO3/IHEE KOHIIA TEKYIIEro
rojia) pyKoBoaurteseM opranuzanuu. CoriiacoBbIBa€TCs HOMEHKIIATypa Jel ¢
rOCYJIApCTBEHHBIM apXMBHBIM YUPEKIECHUEM HE PEXKE OJHOrO pa3a B S JIET, €CIIU HE
OBLIO KOHIIENITYaJIbHBIX U3MEHEHUN B QYHKIMIX U CTPYKTYpE OpraHU3alIiH.

Opranuzanuu He SBIAIOIMECS NICTOYHUKAMH NONOJHEeHNns HanmoHansHOro
apXUBHOTO (POHJIa MOTYT HE MPEJCTABIATH HOMEHKIATYpPHI Jied Ha corntacoBanue DI1K.

122. HomeHnkiaTypa Jie nedaraercs B HEOOXOAUMOM KOJIMYECTBE IK3EMILISIPOB.
OnuH 3K3eMIUTAp YTBEPKIAECHHON HOMEHKIATyphl XpaHUTCSI B TOCYITapCTBEHHOM apXHBE,
C KOTOPBIM OHa COIJIACOBBIBANIACH.

123. HomeHkiaTypa J1e1 B KOHIE KaK0ro rojia YTOUHSIETCsl, YTBEPKAACTCS
PYKOBOIUTEIEM OpPraHU3allK U BBOJUTCS B JCHUCTBHE C 1 SIHBaps CIENYIOLIETO
JENONPOU3BOACTBEHHOTO TOAA.

124. Ha3zBaHusAMM pa3enoB HOMEHKIIATYPHI JIET SIBIISIIOTCS HAUMEHOBAHUS
CTPYKTYPHBIX NTOAPA3IAEIEHUM, KOTOPBIE PACIIONIAratoTcsi B COOTBETCTBUU C
YTBEPXKIAECHHOM CTPYKTYpOM opranusanuu (mratHoe pacnucanue). [lepBblii pazaen
HOMEHKJIATYpbI BKJIFOYAET 3aroJ0BKH JIEJI, COAECPIKAILINAE PACIIOPAIUTEIbHYIO
JOKYMEHTALINIO W IOKYMEHTBI KOHCYJIbTaTUBHO-COBEIIATEIILHBIX OPTaHOB
BO3TJIABIISIEMBIX PYKOBOJICTBOM.

125. TokymMeHThI (pUIMaIoB U MPEICTABUTEIBCTB MOT'YT BHOCUTCSI B KAUECTBE
pa3zernoB B HOMEHKIIATYPY JI€Jl OpraHu3aluu.

CaMOCTOSITENIbHBIM Pa3J1elIOM HOMEHKIIATYPHI 1e]T MOXKET ObITh HAUMEHOBAHUE
OOIIIeCTBEHHOM opranu3anuu. JlaHHBIM pa3ien pacoyiaraeTcs Mociie BCEX pa3/ieioB
HOMEHKJIATYPHI JI€JT OPTaHU3aLINH.

126. [Ins opranuzanuu, HE UMEIOLIEN CTPYKTYPbI, HOMEHKJIATypa J€J CTPOUTCS 1O
MIPOU3BOICTBEHHO-0TPACIEBOM WM (PYyHKIIMOHAIbHOU cxeme. HaumeHnoBanus pa3aenos
JOJKHBI COOTBETCTBOBATH HAIIPABICHUSIM JAEATEIbHOCTA OPraHU3alliH.

127. Insg noaBeAOMCTBEHHBIX OpTaHU3allii C OTHOPOJHBIM COCTAaBOM JIOKYMEHTOB
cnyx60it JIOY BbliecTosIero oprata (BbIIIECTOSIIIEH opraHu3alun) pa3padaTbiBatOTCs
TUTIOBbIE (IPUMEPHBIE) HOMEHKIIATYPHI Ael. Takue HOMEHKIIATYPhI OJIEKAT
COrJIACOBAHMIO C LIEHTPAJIbHBIM I'OCY/IAPCTBEHHBIM OPTraHOM YITPaBJICHUS apXUBaMU U
JOKYMEHTAIMEN WK MECTHBIMHU UCIIOJIHUTEIBbHBIMU OpraHamMu o0JacTei, ropoaa
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pCCHY6HI/IKaHCKOFO 3HAa4YCHHUA N CTOJIMIIBI.

29. ITopsinok ogopmJIeHUSI HOMEHKJIATYPbI eI

128. B HOMEHKNaTypy AeN BKIIOYAKOTCs 3ar0JIOBKU 1€, OTPAXKAIOIINE BCE
JIOKYMEHTUPYEMBbIE€ y4aCTKU pabOThl OpraHU3aliy, B TOM YUCIIE JUYHBIE JIeNa, OMUCH
nen, PK®, koHTponbHO-CIIpaBOYHbIE, TEMATUYECKUE U APYTHE KapTOTEKH, a TaKxkKe 0a3bl
JAHHBIX.

[leuaTHble U31aHUs B HOMEHKJIATYPY A€ HE BKIIFOYAOTCS.

129. B rpade 1 HOMEHKIATYpBI €1 MPOCTABISAIOTCA HHIEKCHI KaKI0r0 Jena,
BKJIFOUEHHOI'0 B HOMEHKJIATypy. MHEKC era COCTOUT U3 HUPPOoBOro 0003HaYEHUS
CTPYKTYPHOTO MOAPA3ACIICHUS U MOPSAKOBOr0 HOMEpa 3arojioBKa Jiefna 1o
HOMEHKJIAType B MPEAENax CTPYKTYPHOrO MOAPA3ACICHHS. DIEMEHTBI MHIEKCA
OTIENSIOTCS IPYT OT Jpyra AeQpUCcoM.

B HOMeHKJaType e peKOMEHIYETCsl COXPAHITh NOPSAI0K PACIOI0KEHHUS
OJTHOPOJHBIX JEN B PEAENIaX Pa3HbIX CTPYKTYPHBIX MOAPA3AECIEHUMN, IS IEPEXOIALINX
JIeJT UHJIEKC COXPaHSETCs.

130. B rpady 2 HOMEHKIATyphI JIe7 BKJIFOYAIOTCS 3ar0JIOBKH Jie] (TOMOB, 4acTei).

TpeboBaHus K 3ar0J0BKY:

- 3aTOJIOBOK JIeJ1a JIOJDKEH 4eTKO, B 00001meHHoH (hopMe OTpakaTh OCHOBHOE
COJIEpYKAHHUE U COCTAB JOKYMEHTOB JIENA;

- HE JIOIyCKaeTcsl ynoTpeOIeHue B 3aroJIoBKe JieJla HEKOHKPETHBIX (OPMYIHUPOBOK
("pasnblie MaTepuabl", "o01Ias epenucka”, "ucxoasias KoppecrnoHaeHIus"
"BXOJAIIME TOKYMEHTHI'"), a TaK)Ke BBOJHBIX CJIOB U CIOKHBIX 00OPOTOB;

- 3arOJIOBOK JI€Ja JIOJKEH COCTOSITh U3 AJIEMEHTOB, PACIOJIaraéMbIX B CIEAYIOIIEH
MOCJIEIOBATEIBHOCTH:

Ha3BaHMUE BUJA Jiena (IepenucKa, sKypHail U IpyTryue) Wik pa3sHOBUIHOCTU
JOKYMEHTOB (IIPOTOKOJIBI, IPUKA3bl U JPYTHUE);

Ha3BaHWE OpPraHU3alyy WIH CTPYKTYPHOIO MOApa3AesieHus (aBTOp TOKYMEHTA),
Ha3BaHUE OpPraHU3AIMH, KOTOPOU OyIyT apecOBaHbl WK OT KOTOPOH OYIyT MOTyUYEHBI
JIOKYMEHTHI (aApecat Wiu KOPPECIIOHACHT TOKYMEHTA);

KpaTKOE COJEP>KAHUE IOKYMEHTOB JEJIa;

Ha3BaHUE MECTHOCTH (TEPPUTOPHUH), C KOTOPOU CBSI3aHO COJIep KaHUE TOKYMEHTOB
nena;

nata (1mepuoj), K KOTOPbIM OTHOCSATCS TOKYMEHTHI JIeNa;

- B 3ar0JIOBKax JIeJl, COJAEPKAIUX JOKYMEHTHI IO OAHOMY BOIIPOCY, HO HE CBA3AaHHBIX
MOCJIEI0BATENbHOCTHIO UCIIOJTHEHMS], B KAUECTBE BUA Jiea YIOTpeOsieTcss TepMUH
"ToxkyMeHTHI". TepMuH "MOKYMEHTHI" IPUMEHSIOTCS TAKKE B 3arOJIOBKAX 1€,

COJIEp KaIINX JOKYMEHTHI — MPUIIOKEHHS K KAaKOMY MO0 TOKYMEHTY U 0 OpMIISIOTCS
caexyromuM oopazom "IIporokon (v1) 3acenanus (uit) CoBera TUPEKTOPOB KOMIIAHUHU U
JOKYMEHTHI K HUM" WK "JIOKyMEHTBI K IPOTOKOIY 3acenannst CoBeTra TUpEKTOPOB
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KOMITaHUHU";

- B 3aroJIOBKax Jiell, COAEp KAIINX MEPENUCKY, YKAa3bIBAETCA, C KEM U MO KAKOMY
BOIIPOCY OHa Benercs. B ciiydae BeeHUs NEPENUCKHU C OJJHOPOIHBIMU
KOPPECIOHAEHTAMHU, B 3ar0JIOBKaxX yKa3bIBaeTCs WX 00Illee BUIOBOE HA3BaHUE;

-B 3aroJIOBKax JieJl, CoJIep KaIlnX MePEnucKy ¢ 6oee TpeMs pasHOPOTHBIMU
KOpPPECIOHAECHTAMH, X HAUMEHOBAHUSI HE TIEPEUUCIISIIOTCS;

- Mpyu 0003HAYEHUHU B 3ar0JIOBKAX J€J1 aIMUHUCTPATUBHO-TEPPUTOPHUAIBHBIX E€UHUIL
YUHUTBIBAETCS CIEAYIONIEE:

€CJIM COJIEpKAHUE JIela KacaeTCsl HECKOJIIBKUX OJHOPOAHBIX aIMUHUCTPATUBHO-
TEPPUTOPUATIBHBIX €AUHUILI, B 3ar0JIOBKE J€JIa HE YKa3bIBAIOTCSI UX KOHKPETHBIE
Ha3BaHWUs, a YKa3bIBAeTCs WX 00Iee BUAOBOE HA3BaHUE;

€CJIM COJIepKaHUE JIea KacaeTcsi OHOM aIMUHUCTPATUBHO-TEPPUTOPHUATHHOM
€IMHUIIBI (HACEJIEHHOTO MYHKTa), €€ (ero) Ha3BaHUE YKa3bIBACTCS B 3ar0JIOBKE Jiena;

- B 3aroJIOBKax JieJl, COAECPKAIIMNX IJIAHOBYIO WIIM OTYETHYIO IOKYMEHTAIIHUIO,
yKa3bIBaeTcs nepuoj (KBapTall, roj) Ha (3a) KOTOPbIA COCTaBJICHBI TIaHbI (OTYETHI);

-3aroJIOBKU Cy/€OHBIX, CJIEACTBEHHBIX, JIMUHBIX, IEPCOHAIBHBIX, apOUTPAKHBIX U
JIPYTUX AEI, COAEpKallNX TOKYMEHTBI, CBSI3aHHBIE MOCIIEI0BATEIbHOCTBIO
JIETIONPOU3BOCTBA IO OJTHOMY BOIIPOCY, HAUMHAIOTCS cO cioBa "Jleno";

- €CIK J1e110 OYyAET COCTOSITh U3 HECKOJIBLKUX TOMOB WJIM YacCTEW, TO COCTABISETCA
001U 3arojIOBOK JeNa, a 3aTeM MPU HE0OOXOAUMOCTH COCTABIISIIOTCS 3arOJIOBKU
Ka)KJI0r0 TOMa (4acTH), YTOUHSIOLIHUE COIEpKAHUE 3aroJioBKa JIefa.

131. 3aronoBku Jien BHYTPH pa3eioB HOMEHKIIATYPBI pacloaratTcs B
COOTBETCTBHH CO CTETIEHBIO BAXXHOCTU JIOKYMEHTOB, COCTABJISIONIUX Jeja, U UX
B3aUMOCBSI3bIO.

Bnauane pacrnonararotcs 3arojloBKH 1€, COAEpPKaIIUX HOPMATUBHYIO IIPABOBYIO
nokyMeHTanuto. [Ipu 3ToM 3aroinoBKH e, COAEPKAIIUX TOCTAHOBICHUS U TPUKA3BI
BBINIECTOSAIMX OPTaHU3AIMMN, PACTIONATAIOTCS TIEpe]l 3aroJIOBKaMu el ¢ MpUKa3aMu
opranuzauui. Jlanee pacnosiararorcs 3arojoBKHU Jel, COAEPKAIIMX IIaHOBBIE U
OTYETHBIEC IOKYMEHTHI.

[IpoeKThI pacOpsSIANTENBHBIX JOKYMEHTOB M IPYTHE JOKYMEHTHI 110 UX MOATOTOBKE,
M3MEHEHUS K TJIaHaM, OCHOBaHMSI K NMPUKa3aM MOMEINIAIOTCS B HOMEHKIIAType 1€l BCIe
32 COOTBETCTBYIOUIUMHU OCHOBHBIMU JIOKYMEHTaMHU.

3aroyioBKH JIe7, 3aBEJICHHBIX 10 TeorpapuIecKOMy U KOPPECTIOHIEHTCKOMY
pU3HAKaM, BHOCATCS] B HOMEHKJIATYPY JieNd 1o aindaBUTy TeorpapuuecKux Ha3BaHUM U
KOPPECTIOHAEHTOB.

3aroyioBKH JIe7T MOTYT YTOUHSITHCS B IIpotiecce GopMUpoBaHus U 0oHOpMIICHHS JIETT.
Ecnu B TeueHue rojia BO3HUKAIOT HOBBIE JIOKYMEHTUPOBAHHBIC YUaCTKU paOOThI, HE
NPEAYCMOTPEHHBIE JIe1a, OHU JIONOJHUTEILHO BHOCATCS B HOMEHKIIATYPY.

132. I'pacpa 3 3anmonHseTCs TIOCE 3aBEPIICHMS KaJIeHIapHOT0 I'oj1a.

133. B rpade 4 yka3pIBaloTCsl CPOKM XpaHEHUS Jiejia CO CChIIIKOM Ha HOMEpPA IMMYHKTOB
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(crareii) THIOBOTO WJIM BEIOMCTBEHHOI'O (OTPACIEBOI0) MEPEYHs JOKYMEHTOB C
YKa3aHUEM CPOKOB UX XPaAHEHHUS, IPU UX OTCYTCTBUM — HA TUMOBYIO (IPUMEPHYIO)
HOMEHKJIATypy JIel.

134. B rpade 5 cinyx60it JIOY yka3piBatOTCs HAUMEHOBAHUSI TIEPEUHSI JOKYMEHTOB,
TUTIOBOM (MMPUMEPHOI) HOMEHKJIATYPBI JIeJT, UCIIOJIb30BAaHHBIX MIPH ONPECIICHUH CPOKOB
XpaHEHUs JeM, U IeJIal0TCs OTMETKH O MEPEeXOAAINIUX JIeJiax, 0C000 IEHHBIX JOKYMEHTax
U Jienax, nepeaaye Aell B APyroe CTPyKTYpHOE MOAPa3AeIeHUE UIN OPraHu3alluo JJIsl KX
NPOAOJIKEHUS, B aPXUB OPTaHU3AIMU, HATMYUU JICKTPOHHBIX KOMHUHI TOKYMEHTOB, BUJIE
Y MECTE XPaHEHUsI UX HOCUTEIIEH.

135. ITo okoOHYaHMH TOJIa OCYIIECTBISAETCS CBEpKa (YTOUHEHHE) 3ar0JIOBKOB
HOMEHKJIATYpHhI C (DaKTUYECKUM COCTAaBOM JJOKYMEHTOB JieJia U UX cojiepkaHueM. B
KOHIIC HOMEHKJIATYPHhI JIeJT JeNIaeTC UTOrOBasl 3aMMCh O KOJIMYECTBE 3aBEACHHBIX eI
(TOMOB).

CBeneHust 0 KOJTUYECTBE 3aBEJICHHBIX €)1 COOOMIAIOTCS apXUBY OpraHU3AIUH.

30. Iopsinok popMUpPOBAHUA 1€
136. UcnonHeHHble JOKYMEHTHI (POPMUPYIOTCSI UCIIOJIHUTENEM B JIeJla B COOTBETCTBUU
c HOMeHKJIatypou aen. @opMupoBaHue e/l BHE HOMEHKJIATYPHI 1€ HE JIOMYCKaeTCsl.

137. Kontposb 3a hopMUpOBaHUEM JIENT OCYIIeCTBIsAET ciayxkoa JIOY.

138. Ilpu hbopmupoBanuu jei cOOIIOAAIOTCS CIEAYIONMINE 00Ie TPeOOBaAHUS:

- B JICJIO TIOMEMIAIOTCSI TOJIBKO UCIIOIHEHHBIE, TPABIIIBHO 0()OpMIICHHBIE
JIOKYMEHTBI, COOTBETCTBYIOIIIHE 110 CBOEMY COJIEPKaHMIO 3ar0JIOBKY Jleja 1Mo
HOMEHKJIAType JIeT;

- B JICJIO TIOMEIIAIOTCSI BMECTE BCE JOKYMEHTBI, OTHOCSIIUECS K Pa3pelIEHUI0 OTHOTO
BOIpOCaA.

[TpunoxxeHust K JOKyMEHTaM, HE3aBUCUMO OT JIaThl UX YTBEPKACHUS WU
COCTaBIICHHUS, IPUCOCTUHSIIOTCS K JIOKYMEHTaM, K KOTOPHIM OHU OTHOCSITCA.

[Ipunoxenus: o0beMoM cBbliiie 180 TUCTOB COCTABISAIOT OTAENbHBIA TOM, O YEM B
JIOKYMEHTE JIeJaeTcsl OTMETKA,;

-COBMECTHO TPYIIHUPYIOTCS BEPCUU JOKYMEHTa Ha Ka3aXCKOM, PYCCKOM M MHBIX
S3BIKAX;

- TPYIIIIUPYIOTCS B JieNIa TOKYMEHThI OJHOTO KaJIeHIapHOTO Tofa, UCKII0YEHNE
COCTABJISIFOT — MEPEXOIAIINE JIeNa, Cy1eOHbIe AeNa, INYHbIE /Iea, KOTOPhIE
(bopMupYIOTCS B TEUEHHUE BCETO MEpHOAa pabOThl JAaHHOIO JIUIIA B OpraHU3aluy,
JIOKYMEHTBI BEIOOPHBIX OPTaHOB M UX TIOCTOSTHHBIX KOMUCCHUH, IEMyTaTCKUX TPYIIIL,
KOTOpBIE TPYNIHUPYIOTCS 3a IIEPUOJT UX CO3bIBA, IOKYMEHTHI YUEOHBIX 3aBe/ICHUH,
KOTOpBI€ (hOPMUPYIOTCS 32 YUEOHBIH rojl, JOKYMEHTHI T€aTPOB, XapaKTEPU3YIOITHE
CIICHMYECKYIO JCSITEIbHOCTD 3a TeaTPaJbHbIA C€30H, UCTOPUU OOJNE3HEHN U IpYTHE;

- pa3lie’dbHO IPYIIIUPYIOTCS B JIENIa TOKYMEHTHI IIOCTOSIHHOTO M BPEMEHHOT'O CPOKOB
XpaHeHus;
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- TeJIerpaMMbl, KCEPOKOMUH (pakcorpaMm, TenepoHOrpaMMbl MOMENIAIOTCA B Jiea Ha
OOIIMX OCHOBAHUSX B COOTBETCTBUU C HOMEHKJIATypOH Je;

- B JIEJIO HE JOJIKHBI TOMENIAThCS JOKYMEHTHI, MOJJIEKAIIUE BO3BPATY, YEPHOBUKHU U
JIUITHUE SK3EMILISPHI;

- 10 00BEMY JI€TI0 TIOCTOSTHHOTO CPOKA XpaHEHUs HE TOHKHO MpeBbImaTh 180
JIUCTOB;

- IPU HAJIMYUU B JIeJIe HECKOJIIBKUX TOMOB (4acTei) Homep (MHAEKC) U 3ar0JI0BOK
JieJia MPOCTABIISIETCSl HA KaXKIOM TOME C 100aBJIE€HUEM HyMepaluu TOMOB (4acTtei), B
rmocjaeaHeM Tome (JacTtu) pobapisercs ciaoBo "mociaeauuit” ("mocaennssa’).

139. JlokyMeHTBI BHYTPH Ji€Jia PACIiONaratoTcs CBEpXy BHU3 B COOTBETCTBUU C
MOCJIEI0OBATEIHLHOCTBIO PEIICHHS BOIIPOCca (XPOHOJIOTMUECKOM MOPSIKE MO periaeMbIiM
BOIIPOCaM) WJIM B Hayaje Jiejia MOMEIIAeTCsl MHUIIMATUBHBINA JOKYMEHT, 3aTEM —
JIOKYMEHT ¢ OKOHYATEJIbHBIM PEIIEHUEM BOIIPOCA, J1ajiee — UHBIC TOKYMEHTHI,
OCBEILAOIINE X0/ PEIICHHS BOIPOCA.

140. Bce 1oKyMeHTBI OTYETHOTO U MHGOPMAIIMOHHOT'O XapaKTepa MO UCIIOIHEHUIO
aKTOB M MOPYYEHUHN BBIIIIECTOSAIIUX OpraHU3alliii, B KOTOPBIX OpraHu3alus SBisiach
OCHOBHBIM UCIIOJIHUTENIEM, (DOPMHUPYIOTCS B OTIENIbHBIC JIeNa 110 HAMIPaBICHUSIM
JIEeATEIbHOCTH OpTaHu3aIuu. B OCTalbHBIX CiTydasx 3TH JOKYMEHTHI MOAIINBAIOTCS B
JIET0 MEPENUCKH 32 TEKYIIUNA TOJ.

141. PacniopsiauTenbHble JOKYMEHTHI TPYNIIUPYIOTCS B J€1a 10 BUAM U XPOHOJIOTUU
C OTHOCSIIIIUMUCS K HUM NMPUIIOKEHUAMH. MTHCTpyKIIUU, TpaBUiia, MOJI0KEHUS, YCTaBBHI,
YTBEPKJICHHBIE PACTIOPSAUTELHBIMU JJOKYMEHTAMH, SIBJISIOTCS MPUIOKEHUSIMU K HUM U
IPYIIUPYIOTCS BMECTE C YKAa3aHHBIMU JJOKYMEHTaMu. ECiiH k€ OHU YTBEPIK/CHBI B
KaueCTBE CAMOCTOSITEIILHOTO IOKYMEHTA, TO UX IPYNIHUPYIOT B OT/IEIIbHBIC JIETA.

142. TIpuka3bl (pacriopsi>KeHUs) 110 OCHOBHOM J€STEIbHOCTH, TPUKA3HI
(pacnopsiKeHus1) o JIMYHOMY COCTaBy, aAMUHUCTPATUBHO-XO3SIICTBEHHOM
JEeSATENbHOCTU (DOPMUPYIOTCS B OT/ICIBHBIC JIEa.

143. IIpoTOKOJIBI B JI€JI€ pacnoyiaratoTCsl B XpOHOJIOTMYECKOM MOPSIAKE IO HOMEpPaM
BMECTE C JOKYMEHTaMH K HUM.

144. Ilepenucka rpynnupyeTrcs, 3a AeJIONPOU3BOACTBEHHBIN IO U
CUCTEMATU3UPYETCS B XPOHOJIOTMYECKOU MOCIEA0BATEIbHOCTH, IIPU ITOM JOKYMEHT-
OTBET MOMEUIAETCS 32 IOKYMEHTOM-3anpocoM. [1pu Bo300HOBIEHUH NEPETUCKH IO
OIpEIETICHHOMY BOIIPOCY, HAUYaBIIEHCS B MPEIBIAYILEM TOY, IOKYMEHThI BKIIFOYAIOTCSI B
JIEJI0 TEKYILEro To/la ¢ YKa3aHWEeM MHAEKCa Jieja IPEeAbIIyIIEro rojaa.

145. JlIokyMeHThI B TUYHBIX JieaX pacroiararoTcs B XpOHOJIOTHYECKOM MOPSJIKE B
COOTBETCTBHH C UX MOCTYILJICHUEM.

146. JInuuesble cuera 1o 3apaboTHOM Tu1aTe POPMUPYIOTCS B OTJIETbHBIE J1ea U
pacrnoJyiaratoTcs B HUX B aj(aBUTHOM TOPSAJIKE (paMUInil paOOTHHKOB.

147. TpynoBsie 10roBOpbl (HOPMUPYIOTCS B COCTABE JIMYHBIX J€JT WU OT/IEIBHO B
an@aBUTHOM NopsAKe pamMuiInii paOOTHUKOB.
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148. Criucku pU3NYECKUX JIUIL U IOKYMEHTBI, MOATBEPKIAIOIIME TTepEUHCICHIE
00s13aTeNIbHBIX IEHCUOHHBIX B3HOCOB, 0053aTENIbHBIX NPO(ECCUOHANBHBIX IEHCUOHHBIX
B3HOCOB B €/IMHBII HAKOMUTEIbHBINA MEHCUOHHBIN QOH]T HOPMUPYIOTCS B OJTHO JIETIO.

Cnucku Gpu3MUecKHX JUI U TOKYMEHTBI, TOATBEPKAAIOIINE TEPEUUCICHHE
COLIMAJIBHBIX OTUYUCICHHUHN POPMHUPYIOTCS B OJTHO JEIIO.

149. Tlnanbl, OTYETHI, CMETHI, TUMUTHI U IITATHBIE pacnucaHusi (OpMHUPYIOTCS B
COOTBETCTBYIOIIHE JI€1a TOr0 roJla, Ha KOTOPBIM WM 32 KOTOPBIA OHU COCTaBJICHBI,
HE3aBUCHUMO OT JAaThl UX COCTABIICHMS, YTBEPKICHHS WU OCTYIUICHHUS.

150. OOpanienust pu3NUECKUX U FOPUINIECKUX JIUL (POPMUPYIOTCS B J€la MO
BOIIPOCaM, HaIPaBIICHUSIM JEATEIbHOCTH OPraHU3AIMU WIN 110 aIMUHUCTPATUBHO-
TEPPUTOPHATIBHBIM eAuHULAM. [Ipy He3HAUUTENbHBIX 00BEeMax OOpallleHuld JOMyCKaeTcs
dbopmupoBaHue Ael 1Mo haMUIUsIM aBTOPOB 0OpallieHuil B ajaaBUTHOM TMOPSIJIKE.

151. DnekTpoHHbIE TOKYMEHThI ¥ 0a3bl JaHHBIX (HOPMUPYIOTCS B Jiena (Manku) B
COOTBETCTBHH C HOMEHKJIATypOU A€ OpraHu3aliu, OTAEIbHO OT JOKYMEHTOB Ha
OyMaKHBIX HOCUTEIISIX, HA BbIJIEIEGHHOM HOcHUTeNe HH(OpMaIui. DIEKTPOHHbIE Oa3bl
JOaHHBIX (POPMHUPYIOTCS B OTAENbHbIE J€J1a, HAMMEHOBAHUE JIea COOTBETCTBYET
HAaUMEHOBAHUIO 0a3bl IAHHBIX.

31. llopsinok odopmiieHHs 1€

152. Jlena opranuzanuu noajiexar oOpMICHUIO IPU UX 3aBECHUH U 110 3aBEpLICHUU
roga. OdopmiieHue fena - noAroToBka jaena K xpaHenuro. OdopmiieHre 1ena BKIYaeT
B ce0s1 KOMIUIEKC paboT MO OMMCAHUIO JieTia Ha 00JI0KKe, OPOLTIOPOBKE, HyMEpaIu
JIMCTOB M COCTABIICHUIO 3aBEepUTENIbHON Haanucu. OdopmiieHne e npoBOAUTCS
OTBETCTBEHHBIM JIMIIOM 32 BEICHUE AEJIONPOU3BOICTBA CTPYKTYPHOTO MOAPA3ACIECHUS,
MIPU METOJUYECKON MOMOIIM U 0]l KOHTpoJeM ciyxk0b1 [JOY.

153. B 3aBUCUMOCTH OT CPOKOB XPaHEHHUS MMPOBOJUTCS MOJTHOE U YaCTUIHOE
opopmienue aen. [lonHnomy odopmiieHuo moaexar jiejaa NoCTOSHHOTO, BpEMEHHOT O
(cBbriie 10 set) xpaneHus ¥ 1o TMYHOMY cocTaBy. [lonHoe odhopmienue nena
npeaycMaTpuBaeT oopMIIeHUE PEKBU3UTOB O0JIOKKH JIeTa, HyMEpaIuio JTUCTOB B JIeTie,
COCTaBIICHHE JIUCTA-3aBEPUTENS JieNia 1o GopMe COrjacHO MPUIOKEHUIO 23 K
HacTosIUM THIMOBBIM IpaBUjIaM, COCTABIICHUE BHYTPEHHEN OMTUCH IOKYMEHTOB JIeJia 10
dbopme cornacHo NPUIIOKEHHIO 24 K HACTOAUUM THUIIOBBIM MpaBUiaM, MOAIINBKY WITN
MIePETIET JieNia, BHECCHHE HEOOXOUMBIX YTOUHEHUN B PEKBU3UTHI OOJIOKKH JIeya.

154. Ha o6noxke fena nmocTostHHOro, BpeMeHHOro (cBbiiie 10 jieT) XpaHeHus U 1o
JUYHOMY COCTaBY YKa3bIBAIOTCS CJICIYIOIINE PEKBU3UTHI:

-HAaMMEHOBAaHUE OpPraHU3alii, HAUMEHOBAHUE CTPYKTYPHOI'O MOAPa3/IeICHNUS;

- HAMMEHOBAaHKE HACEJICHHOTO IMYHKTa, B KOTOPOM JIHMCIIOIUPOBAaHA OpraHu3aIus,
HOMEp (MHAEKC) Jena;

- 3aTOJIOBOK JIeJa, 1aTa Jiena (ToMa, 4acTH), KOJIMYECTBO JIUCTOB B JIENE, CPOK
XpaHEHHUs J1eNa;



- apxuBHBIN mudp gena.

155. PekBU3UTHI, TPOCTaBIIsIEMbIE HA O0JIOKKE J1€71a, OPOPMIISIOTCS CIEAYIOIINM
obpa3zom:

- HAMMEHOBAaHNE OPTaHU3AIMU B COOTBETCTBHH C YUPEIUTEIbCKUMH TIOKYMEHTAMU
YKa3bIBAETCs MOJTHOCTHIO, B UMEHUTEIBHOM MaJIeXke, C yKazaHueM o(UIIHaIbHO
MPUHATOTO COKPAIICHHOTO HAMMEHOBAHHS, KOTOPOE YKAa3bIBAETCS B CKOOKAX TOCIIE
MOJTHOTO HAUMEHOBAHUS;

- HAMMEHOBAHUE CTPYKTYPHOTO MOJIPa3/IeJICHUs - 3aMMChIBACTCS HA3BaHUE
CTPYKTYPHOTO MOAPA3/ICIICHNS B COOTBETCTBUMU C YTBEPXKIEHHOU CTPYKTYPOU, HOMED
Jiena - mpocraBisercsa nudpoBoe o003HaueHUE (MHIEKC) Jiea IO HOMEHKIIAType JIel
OpTaHU3aINH;

- 3ar0JIOBOK JIeNa - IEPEHOCUTCS U3 HOMEHKIIATYPHI /1€, 1aTa Jeja - yKa3bIBaeTcs
rof (bl) 3aBe/IeHUs] 1 OKOHYAHWMSI JIeja B IeTONPOU3BOCTBE. JlaToii e, comepKanimx
pPacCTOPSIAUTENBHYIO JOKYMEHTAIUIO, & TAKXKE JUIS JIEN, COCTOSIINUX U3 HECKOIBKUX TOMOB
(uacreit), SIBJISIOTCA KpaHUE 1aThl TOKYMEHTOB Jlelia, T.€. 1aThl (YUCI0, MECSL, TO/)
perucTpanuu (COCTaBICHHS) CAMOTO PAHHETO M CaMOT0 MO3/IHEr0 JOKYMEHTOB,
BKJIFOUEHHBIX B J1e710. J[aToil mpuiioxeHus K aeiny, ChGOpMUPOBAHHOMY B OTJIEIbHBIN TOM,
SIBIISICTCS 1aTa PETUCTPAIlMU OCHOBHOTO JIOKYMEHTA, IPUIIOKEHUE K KOTOPOMY
MOMEIIEHO B 3TOT ToM. [Ipu 3TOM umucio u rox 0003HAYAIOTCS apaOCKUMU U (PpamH,
Ha3BaHHUE MECSIA MUIIETCS MOJTHOCTHIO CIIOBAMM.

-. B mensx obGecniedenus COXpaHHOCTH U 3aKPETIICHUS TOPSIIKA PACIOI0KEHUS
JIOKYMEHTOB, BKJIIOUEHHBIX B JI€JI0, BCE €0 JUCTHI, B TOM YHCIIE€ PE30JIIOIUH,
COCTaBJICHHbIE Ha OTJEIbHOM JUCTE ((PUIIKK), KPOME JINCTA 3aBEPUTENSI U BHYTPEHHEH
OIUCH, HyMepYIoTcs. JINCThI HyMEpyIOTCSl YEPHBIM, MATKUM, TPadUTOBBIM KapaH/IalloM,
U pbl MIPOCTABIISIIOTCS B IPABOM BEPXHEM YIITY JIUCTA.

156. ITopsinok Hymepauu JUCTOB Aena:

- muct Oonee popmarta A4, MOAMMUTHINA 32 OAUH Kpail, HyMepyeTcs Kak OJ1H JIUCT B
IPaBOM BEPXHEM YTIIY;

- TOKYMEHTBI ¢ COOCTBEHHOW HyMmepaluel JINCTOB, B TOM YUCIIE [TeYaTHbIE U3AaHMUs,
MOTYT HyMEpPOBaThCS B OOIIEM MOPSIKE WIH COXPaHITh COOCTBEHHYIO HYMEPAIIUIO, €CITH
OHa COOTBETCTBYET MOPSAIKY PACIOI0KEHHUS JUCTOB B JEIE;

- JTUCTHI JIE]1, COCTOSIIUX U3 HECKOJIbKUX TOMOB WM YacTell, HyMEpYIOTCS O
KaXXJI0My TOMY WJIH YaCTH OTAEIbHO;

- (pororpaduu, yepTexu, AMArpaMMBbl U IPyrue WIUTIOCTPATUBHBIC U CIICIU(UIECKIE
JOKYMEHTBI, TIPEICTABIISIONINE CAMOCTOSTENbHBIN JIUCT B JIeie, HyMEPYIOTCS Ha
00OpOTHOM CTOPOHE B JIEBOM BEPXHEM YTIIY;

- TIOJIIIUTHIE B JI€JI0 KOHBEPTHI C BIOKCHUSAMH HyMEPYIOTCSI — CHadajia KOHBEPT, a
3aTeM OYepeHBIM HOMEPOM Kax/10€ BIOKEHHE B KOHBEPTE;

- IPUWJIOKEHUS K JIeTy, TOCTYIUBIIIKE B Meperuiere, 0hOpMIIIOTCS Kak
CaMOCTOSITENTEHBIN TOM U HyMEPYIOTCSl OTJENIBHO;
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- B cllydasx oOHapyKeHHs OOJIBIIOr0 YUCia OIMOOK B HyMepaluy JUCTOB Jiea
MPOBOJUTCSA UX nepenymepaius. [lpu nepenymepannu JMCTOB CTapble HOMEpa
3a4EpPKUBAIOTCS U PSAJIOM CTABUTCSI HOBBIM HOMED JIKCTA, B KOHIIE JI€JIa COCTABIIAETCS
HOBBIH JIUCT — 3aBEPUTEIIb, IPU ITOM CTAPBIN JTUCT — 3aBEPUTEIb 3aU€PKUBAETCS, HO
COXpaHseTCs B JIEIIE;

- IPY HAJIMYUU OTJIEIbHBIX OMMOOK B HyMEpaliu JIUCTOB JIOIMYCKAETCs
ynoTpeOaeHne TUTEPHBIX HOMEPOB JIUCTOB.

157. ITocne 3aBepuieHUs] HyMEpPAIMU JIUCTOB COCTABIIIETCS 3aBEPUTENbHAS HAJIIIKCh,
KOTOpas MOANUCHIBAETCS €€ COCTABUTENEM C YKa3aHUEM paciin(pPOBKU MOAIKCH,
JOJIKHOCTHU U JaThl COCTABJICHUS.

Bce nocnenyroime n3aMeHeHUs] O COCTaBE U COCTOSIHUU Jiena (MMOBPEXKIACHUS, U3bSITHE
JOKYMEHTOB) OTMEYAIOTCS B JIUCTE — 3aBEPUTEIIE CO CCBUIKOM HA COOTBETCTBYIOLIUH aKT.
KonudecTBo TUCTOB B jiefie MPOCTABIISIETCS Ha 00JIOXKKE Jiella B COOTBETCTBUU C

WTOrOBOW HAIMUCHIO.

158. PexBusut "cpok xpaHeHUs jeia" IepeHOCUTCS Ha 00JIOKKY Jielia 13
COOTBETCTBYIOIIEH HOMEHKJIATYPHI JEJT ITOCII€ CBEPKH €r0 CO CPOKOM XpaHEHUs,
YKa3aHHBIMH B TIEPEUHSIX TOKYMEHTOB, C YKa3aHUEM CPOKOB XPaHEHHS.

159. Ha nenax nocTossHHOro XpaHeHHs nuieTcs — "' XpaHUTh MTOCTOSTHHO' .

160. ApxuBHbIil mudp aema (cocTout u3 HoMepa GHoHIa, HOMEPa OIUCH U HOMEPa
JIeJia Mo OMUCH) Ha 00JI0’KKaX /1€ MOCTOSSHHOTO XpPaHEHUS POCTABIISIETCS B apXUBE
TOJIBKO ITOCJIE BKJIFOUEHUS OTHUX JE B Pa3/iebl CBOAHBIX ONUCEH, yTBepkAeHHbIX DIIK
(1o TOT'0 OH MPOCTABIISECTCA KapaH/IAIIoOM).

161. ITo okoHYaHUU TOJ]a B HAAMKUCH Ha 00JIOKKAX 1] OCTOSIHHOTO ¥ BPEMEHHOTO
(cBbitre 10 eT) XpaHeHUs] BHOCATCS YTOUYHEHUS — IPU HECOOTBETCTBUM 3arojioBKa A€
Ha 00JIOKKE COJIEP>KAHUIO TTOJIIIUTHIX JOKYMEHTOB B 3ar0JIOBOK JieJla BHOCATCSA
WU3MEHEHHUSI U IOTIOJTHEHUS.

162. [l yuera JOKyMEHTOB ONPEAEICHHBIX KaTErOpUid MOCTOSHHOTO U BPEMEHHOTO
cpokoB (cBbiiie 10 jieT) XpaHeHHUs, y4eT KOTOPbIX BbI3bIBAETCS ClIEUU(DPHUKOIN TaHHON
JOKyMeHTaIuu (0co00 IIeHHbIC, TUYHBIC JeN1a, TPUKa3bl, TPOTOKOJIBI U APYTHE),
COCTaBIII€TCSI BHYTPEHHSS OMUCH JOKYMEHTOB.

BHyTpeHHss onuch JOKYMEHTOB JieJla COCTaBIISIETCS] TAKKE Ha JieJia OCTOSIHHOTO U
BpeMeHHOro (cBhie 10 neT) XxpaHeHus:, eciii OHU CHOPMHUPOBAHBI IO PA3HOBUIHOCTSIM
JOKYMEHTOB, 3ar0OJIOBKM KOTOPBIX HE PACKPBIBAIOT KOHKPETHOE COJIEPKAHUE
JOKYMEHTOB.

163. IoKkyMEHTBI, COCTABJISIFOLIUE €0, MOAIINBAIOTCSI HE MEHEE, YEM HA YETHIPE
IPOKOJIa B TBEPAYIO 00JI0KKY U3 KapTOHA WK MEPEIJIETAI0TCS C YIETOM BO3MOKHOTO
CBOOOIHOTO UTEHUS TEKCTa BCEX IOKYMEHTOB. [1epBblIii U mocnenHuii mpoko
MIPOU3BOJIATCS HA PACCTOSIHUM OJHOTO CAHTUMETPA OT BEPXHEW (HUIKHEI) rpaHuULIbI
mucta. [Ipu moaroToBKe Aen K MOAIMIMBKE (MEPEIIIETY) METAITUYECKHE CKPETUICHUS
(OymaBKH, CKPENKHU U IPYTUe) U3 JOKYMEHTOB YIAJISIOTCA.
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164. Jlena BpemenHoro (10 10 JieT BKIIOUUTENIBHO) XpaHEHUS JIOMYCKACTCS XPAHUTh
B CKOPOCHIMBATEISIX, HE MPOBOJUTH MEPECUCTEMATU3AIUIO JOKYMEHTOB B JI€Ji€, TUCTHI
7iea He HyMEpOBaTh, 3aBEPUTEIbHBIE HAAIMCH HE COCTABIISTh.

32. IlopsiioK ONEPATUBHOIO XPAHEHUSI JOKYMEHTOB

165. ITocne 3aBepuieHHs B AEIONPOU3BOACTBE JOKYMEHTHI O MIEPENAYN B ApXUB
OpraHM3ally B TEYCHHUE OJTHOTO T0/1a XPAHATCA B JIeNIaX MO MECTY UX (hOPMHUPOBAHMUSL.

166. Cniyxx6a JIOY, pykoBOAUTENU CTPYKTYPHBIX IMOJpa3/IeTICHUM OpraHu3aIuu
00€ecreynBaloT COXPAHHOCTh JOKYMEHTOB U Jiei. Jlena xpansaTcs B mkadax u cerdax B
pabounx kaOMHETaxX WM CHEIUAIBHO OTBEACHHBIX JJIS OTOM e TOMEIICHHSIX.

167. [Iena pacnonararoTcs B COOTBETCTBUU C YTBEPKICHHOM HOMEHKJIATYpOU J1elT
OpraHu3alry, Ha KOpemKax 00JI0KEK YKa3bIBAIOTCS UX HHJIEKCHI.

168. Britaua 1en BO BpeMEHHOE MOJIb30BAHUE MHBIM OPraHU3alUsiIM MPOU3BOIUTCS
Ha OCHOBAHHMH MHUCbMEHHOT0 OOpAILlEHHsI U TOJIBKO C pa3pelieHus] PyKOBOIUTENS
opranuzauuu. Beiaua iei ipyrum noapasaesieHusiM OpraHu3aliiy IPOU3BOIUTCS C
paspenieHus: pyKOBOAUTEINS CTPYKTYPHOI'O MOAPA3AeNICHUs, & BHYTPH CTPYKTYPHOIO
NOJIpa3JIEIEHUs - IO PACIIUCKY.

Ha Bb11anHOE 71€710 3aBOJUTCS KapTa-3aMecTUTENb Jena. B Hell yka3biBatoTcs
CTPYKTYPHOE MO/ipa3/ieJieHrue, MHAECKC Jella, JaTa ero Bbl1ayu, KOMY J1€J10 BbIAaHO, JaTa
€ro BO3BpalleHusi, IpelycMaTpuBatoTcs rpadbl s paCUCOK B TIOJYYEHUU U TPUEME
Jena.

169. N3bsiTE NOKYMEHTOB U3 JI€J1 IPOU3BOJIUTCS B COOTBETCTBUU
¢ 3akoHozarenbcTBoM PecnyOnuku Kazaxcran, npu 3ToM B 1€710 BKJIaJAbIBAIOT KOITUU
U3BATHIX JIOKYMEHTOB U aKT (IIPOTOKOJI) 00 U3BATUU TOJIJTHHHUKOB.

170. B ciiydae yTparbl JOKyMEHTOB U JIEJ POBOAUTCS CIy>KeOHOE pacciieoBaHue,
0 pe3yJibTaTaM KOTOPOro, CTABUTCS BOIIPOC 00 OTBETCTBEHHOCTH BUHOBHOTO JIUIIA B X
yTpare.

33. Ilopsinok mepenayu aesi B AapXUB OPraHu3alun

171. Ilepenava aen u3 CTPYKTYPHBIX NOJIPA3ACICHUI B ApXUB OpraHU3alluu
OCYIIECTBIISIETCS 110 OMUCSIM JI€J, COCTaBIIIEMbIM MO PE3YJIbTAaTaM IKCIIEPTU3BI IIEHHOCTH
JIOKYMEHTOB H JI€]1, 3aBEPIICHHBIX B AeIONpon3BoacTBe. JJokymenTsl BpeMenHoro(mao 10
JIET BKJIIOYUTEIBHO) XPaHECHHS TIEPEal0TCsl B ApXUB OpPraHU3alluy 0 HOMEHKJIAType
hi(S)

172. Onucu 1en coCTaBISAIOTCA OTJIENBHO Ha J€a MMOCTOSHHOTO, BPEMEHHOT O
(cBbime 10 jeT) XpaHeHus ¥ M0 JUYHOMY COCTaBy 1O (OpME COTTIACHO MPHIIOKEHHTO 25
K HACTOSIIIIUM THITOBBIM ITpaBUJIaM.

173. I'padsr onvicu e 3amoaHsII0TCS B TOYHOM COOTBETCTBUU C TEMU CBEACHUSIMU,
KOTOpbIE BEIHECEHBI HA 00JI0KKH j1el. [Ipu BHECEHUU B OMUCH MOJPSIA €T C
OJIMHAKOBBIMHU 3aroJIOBKaMU MULIETCS MOJHOCTHIO 3ar0JI0BOK MEPBOrO JIea, BCe



OCTaJIbHbIE OJJHOPOJIHBIE JIeJ1a 0003HAaYar0TCs CIOBOM "TO ke", Ipu ATOM Apyrue
CBEIEHUS O HUX BHOCSITCS B OITUCH MOJIHOCTHI0. Ha HOBOM JIHCTE ONMUCH 3arojIoBOK
OJTHOPOJHBIX A€l BOCIIPOU3BOAUTCS MOJHOCTHIO.

174. Kaxxnoe aeno (Tom, 4acTh Jiejia) BHOCUTCS B OITUCH 0] CAMOCTOSTEIbHBIM
MOPSAIKOBBIM HOMEPOM.

175. I'pada onucu "llpumedanue” ucnonb3yercs AJjig IPOCTAHOBKU OTMETOK 00
0COOEHHOCTSIX (PU3MUECKOTO COCTOSIHUS JIeNa, O Mepeaaye ea Ipyromy CTpyKTypHOMY
HOAPa3AeICHUIO (JIpyroi OpraHu3aum).

176. Onuck nen cocTaBiseTcs B ABYX SK3EMILISIPaxX, OJUH U3 KOTOPBIX MEPEAAETCS
BMECTE C JIJIaMH B apXUB OpraHU3alMH, a BTOPOU — OCTAETCS B KAYECTBE KOHTPOJIBHOI O
B CTPYKTYPHOM TOJIpa3ICIeHHUH.

177. TlpaBrmiibHOCTEH (hOPMHUPOBAHUS U TTOATOTOBKHU JIEN K TIEpeiaue B apXUB
opranuzauuu nposepsiercs ciryxooi 10OY. Mmetonuecs HapyllieHUs YCTPAHSIIOTCS
CTPYKTYPHBIM [OAPa3/IeI€HUEM OpraHu3aliy.

178. ITpreM kaxkaoro fena Npou3BOAUTCS. paOOTHUKOM, OTBETCTBEHHBIM 32 apXUB
OpraHu3alliy B MPUCYTCTBUU paOOTHUKA CTPYKTYpPHOT 0 nojapasnaeneHus. [Ipu atom Ha
000MX PK3EeMIUISIPax OMKCH MPOTHUB KaXI0ro Jejia, BKIOYEHHOTO B Hee, J1eIaeTCs
OTMETKa O HAJUYMHU Jiea. B KOHIe KakI0ro 3K3eMIUIIpa OMKUCH YKa3bIBAIOTCS HUPpaMu
U TIPOMHCHIO KOMWYECTBO (DAaKTHUUECKU MPUHATHIX JEl, AaTa MprueMa-nepeaadn aen, a
TaK)Ke MOAIUCH paOOTHUKA, OTBETCTBEHHOIO 3a apXUB U JIUIA, IEPEIABIIETO Jea.

1'79. Bmecre ¢ nemaMu B apXyB IIEPEAIOTCS PETUCTPALIMOHHBIE KAPTOTEKN Ha
JOKYMEHTBI U (UJIM) IPOrpaMMHBIE CPEACTBA U 0a3bl JaHHBIX, COIEPIKAILNE
MH(OPMAIUIO O PETUCTPALIMK U UCTIOTHEHUH TIEPEIaBaeMbIX TOKYMEHTOB. 3aroj0BOK
Ka)XJI0M KapTOTEKU WM 0a3bl TaHHBIX BKIIIOYACTCS B OIMUCH.

180. B cirydae nukBUAALMKU WIK PEOPTAHU3ALNNA CTPYKTYPHOT O IIOAPA3IEICHUS,
¢unnana (MpeacTaBUTENbCTBA), OTBETCTBEHHOE JIUIIO 3a BEJICHUE JIETONPOU3BOJICTBA
JAHHOT'O CTPYKTYPHOTO MoApa3ieneHus, punmana (IpeacTaBUTEeNbCTBA), B IEPUOT
MIPOBEICHUS TUKBUAAIIMOHHBIX MEPONPUATUI (POPMHUPYET BCE UMEIOLUECS JOKYMEHTHI B
aena, opopMIISieT iea U NepelaeT UX B apXUB OpraHU3allii HE3aBUCHUMO OT CPOKOB
XpaHEHUS.

181. B ciydae nTuKBUAALIMY OPTaHU3ALMN B IEPUOJL TPOBEACHUS JIMKBUIALMOHHBIX
MEPONPUATHNA JOKYMEHTHI 110 INYHOMY COCTaBy 0(OPMIISIFOTCS U IEPEAAIOTCS B
COOTBETCTBYIOIIMMI IrOCYAapCTBEHHBIA APXUB.

Ilepenaya nenn oCymecTBIAETCS MO OMUCAM A€l U HOMEHKIIATYPE JEl.
34.1lopsinoxk opopmiieHUS
3anucKky U COOOIIEeHUS MO0 JIEKTPOHHOM MoYTe.

ITamsTHas 3allMCKa, Ui IIPOCTO 3aIlMCKa, 0OBIYHO HCITOJIB3YCTCA OJIsI KOPOTKUX

coo0IIeHu BHYTpH opranuzanuu. OHa UMeeT HIMPOKOEe MHOT000pa3ue NpUMEHEHHS U
MOXET UCIOIB30BATHCS JJISl JEIOBOT0 OOIIEHUS KaK MEXY OTJEIbHBIMU JIULIAMH, TaK U
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Mexay rpynnamu. OduiiranbHbie 3aUCKy TJ1aBbl KOMIIAHUY WM TJ1aB €€
MOApPa3ACIICHUN UCTIOJIB3YIOTCS JJIsl BHYTPEHHUX YBEIOMIIEHUM IO BOMPOCAM OIUIATHI,
rpaduka paboOThI U T.J1. 3alUCKHU TAKOTO THIA OOBIYHO Pa3MEIIA0TCs Ha JOCKaX
OOBSBIICHUH /ISl BOBMOXKHOCTH CChUJIOK HAa HUX B JalibHEMIeM. dopMat 3amucKu ¢
MOAXOSIIMMHU 3ar0JIOBKAMHU U MOJ13ar0JI0BKaMU MIPUMEHSIETCS TAKKE JJIs1 HEKOTOPBIX
KOPOTKHUX JEJTOBBIX OTYETOB.

Bo MHOrux oprannzanusax Takue 3anuMcKu MOCTENEHHO YCTYIIAIOT MECTO
COOOIIIEHUSIM 110 3JEKTPOHHOM MOUTE, MOCHIIIAEMBIM 110 BHYTPEHHEHN CETH, UMEHYEMOM
nHoraa «Intranety.

KoneuHo, anexkTpoHHas mouyra mupoKO UCIIOIb3YETCA U BO BHEIIHEN
KOMMYHUKAIIMH, OJTHAKO B JJAHHOU TJIaBe OyJeT paccKa3aHo TOJIbKO 00 MCIOJIb30BaAHUHU
AJIEKTPOHHBIX CPEACTB JJII BHYTPUGDUPMEHHON KOMMYHHUKAIIUH.

Ot yero 3aBUCHT (popMaT JICKTPOHHOM 3aMUCKU?

BonbmHCTBO Oopranuzaiuii crapaercst Hoep >KUBaTh HEKUM COOCTBEHHBIM
«IOMAILHUM CTUIIbY» TAKUX JOKYMEHTOB. @OpMaThl 3JIEKTPOHHOM MOYTHI TAKKE
CYILIECTBEHHO 3aBUCAT OT UCIOJIB3yEeMOro IporpaMMHoOro odecrieueHusi. Jlaaee Mul
MOTOBOPHM O HEKOTOPBIX OOIIMX MpaBUjIaX BHYTPU(DUPMEHHOMN 2IIEKTPOHHOM
KOMMYHUKAYUU.

Obsa3amenvho au nucams 3a2071080K OJisl DIeKMPOHHOU 3ANUCKU?

Kpartkuii onucarenbHblid 3arojJOBOK OJHUMAEMOro B Bamiel 3anucke Bonpoca
MO3BOJISIET MOJTYYaTEI 0 Cpa3y MOHATh, O UeM UAET peub. Bam monydarens, BEpOATHO,
MPOCMATPUBAET OOJIBIIIOE KOJIMYECTBO COOOIICHUH 2JIEKTPOHHOM mouThl. Hanmnuue
3aroJ0BKOB IMO3BOJISIET €My 3aMedaTh HauOosiee BaKHbIC U3 HUX.

HyXHbI 11 B 3JIEKTPOHHBIX 3alIUCKaX MPUBETCTBUS?

DNEeKTPOHHBIE 3aMUCKU JOJKHBI OBITh AEMKATHBIMU, HO KpaTKuMu. [1oaTomy B
HUX MOXKHO OITyCKaTh O()UIIUAILHBIE O0palleHnss — MPUBETCTBUS (HAIpUMep,
«YBaxxkaembli...», «Vckpenne Bair...», «C mouTeHueM...» U 1p.), 00s13aTeIbHbBIC IS
JIETIOBBIX MHCEM.

Kax 6wITh ¢ moanuchio?

HekoTopsiM 1015iM HpaBUTCSI TOANIUCHIBATH CBOM 3aIIMCKU WA CTABUTh
WHUIMAIBI, YTOOBI MOJYEPKHYTH CBOE aBTOPCTBO. DTO MOJIE3HBIN CITOc00 00peTeHus
YBEPEHHOCTH B TOM, UTO BBl OTIIpaBUIIM OKOHYATEIbHBIN BAPUAHT JOKYMEHTA, a HE
Oosnee paHHU YepHOBUK. [[porpaMMHbI€ MAKETHI ANEKTPOHHOM MOUYTHI TO3BOJISIOT
00aBIATH aJIPECHBIC JETAIHN B KAYECTBE CBOETO POJIa JIEKTPOHHOM MOITUCH.

MOXHO JI1 OTHPABIATH MO SJIEKTPOHHOU MOYTE KOHPHUAEHIIMATbLHbIE MaTepUallbl?

Ecnu comeprkanue 3anMCcKy CYUTACTCS JIMYHBIM HIIM KOH(DHUICHIIMATBHBIM,
o0s13aTeNnbHO cenaiTe 00 3TOM MOMETKY B 3ar0JI0BKE 3aMUCKH WU COOOIIEHHUS 110
3NIeKTpOHHOM mouTe. [ obecriedeHust KOHPUIEHIUATBHOCTH MOITy4daeMOn
AJIEKTPOHHOM MOYTHl HEOOXOAUMA CUCTEMA BXOJIHBIX HOMEPOB U mapoieit («loginy) s
OTPaHUYEHUS NOCTYMNA K JINYHOMY MOYTOBOMY SIIIHKY.



Opnako, eciiu Kojieru padboTaroT Ha BaiieM komnbroTepe B T€UEHHUE JHS, UMENUTE
B BH]lY, UYTO OHU MOT'YT CIIy4ailHO HATKHYThCS Ha Bany KOHQUACHIMAIBHYIO BXOASAIIYIO
1IOYTY.

Kak noaTonkHyTh nmoiyyaTens K CBOEBPEMEHHOMY OTBETY Ha 3JIEKTPOHHOE
cooO1ieHue?

Ecnu Bel npeanonaraere noiay4yuTh OTBET OT CBOETO aJpecara, TO yCTaHaBIUBaTe
B CBOEM COOOUIEHUU PEATUCTUYHBINA, HO YETKO OrOBapUBAEMbIN KpallHUI CPOK. DTO
Jy4lle cenaTh ASIUKAaTHO, & MOKHO U IIOJKPENUTh KPATKUM IOSICHEHUEM WIH
ctumynom. Hanpumep: «B nensix cBoeBpeMeHHOro OpOHHUPOBAaHUS MECTA, MOKAIYICTa,
HOJATBEPAUTE CBOE MPHUOBITHE 10 BTOpHUKA 18 nrons». M36eraiite HeonpeneaeHHbIX
3asiBJICHUM THUIA «...B HY>KHOE BpeMmsl...». [lomydarenu 6yayT HHTEpIpeTUpOBaTh 3TO, KaK
CBUJIETEIHCTBO HU3KOTO MPUOPUTETA COOOIICHHUS U BPSI JIM CTAaHYT OTBEYATh Ha HETO.
3aroyioBOK ¢ MOMETKON «CPOYHO» ocTaeTcs 3(PPEeKTUBHBIM JUIIb 10 TOU MOPHI, TOKA HE
HAaYMHAET UCIOJIb30BATHCS 0€3 HaJOOHOCTH UJIM CIMILKOM YacTo.

K coxxanenuto, OTBEThl HA MHOTHE 3aIIUCKU U COOOIIEHUS MO AJIEKTPOHHOM MOYTe
He OyyT NPUXOJUTH C IEPBOrO pasza. INEKTPOHHAS [OYTa 00J1aJaeT MPEUMYILECTBOM
BO3MOKHOCTH aBTOMAaTHYECKOI'0 MOATBEPKICHUS TIoJy4yaTesieM (pakTa MpoUYTeHHs
coobmenus. O1HaKo, BO3MOXKHO, BaM Bce-Taku npueTcst NochljiaTh HAOMUHAHUS TEM,
KTO HE JIae€T OTBETA.
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MpumeyaHue:

1 - usobparkeHue locygapcteeHHoro Fepba Pecnybanku KasaxctaH nam smbnemsl, 10roTmna, TOBapHOro 3HakKa (3Hak
06cnyRnBaHUA)

2 - opnumanbHOEe HAMMEHOBaHMeE OpraHn3aLmm

3 - cnpaBoYHble AaHHble 06 opraHM3aumm

4 - HaMmeHOoBaHWe BUAA AOKYMEHTa

5 - paTa pOKymeHTa

6 - PErncTPaLLMOHHbIN HoMep (MHAEKC) AOKYMEHTa

7 - CCbl/IKa Ha PErncTPaLMOHHBIN HOMep (MHAEKC) M AaTy BXOAALWEr0 AOKYMEHTA

8 - MecTo coCTaBNEHMA MW U34AHUA LOKYMEHTA

9 - rpnd orpaHNYeHUsa A0CTyNa K AOKYMEHTY

10 - agpecat

11 - rpnd yTBEPKAEHUA AOKYMEHTA

12 - pesontouna

13 - 3aron0OBOK K TEKCTY AOKYMEHTa

14 - oTmeTKa 0 KoHTpoAe

15 - TeKCT AOKyMeHTa

16 - oTMeTKa 0 Ha/IMYMK NPUNONKEHUA K LOKYMEHTY

17 - nognuceb

18 - oTMEeTKa O COr/1IacoBaHUN AOKYMEHTA

19 - oTTUCK NevaTn

20 - oTMeTKa 0 3aBepeHMM KOMUM JO0KYyMeEHTa

21 - oTMeTKa 06 UcnonHUTeNe AOKYMEHTA

22 - oTMeTKa 06 UCNONIHEHUM AOKYMEHTA M HanpaB/JeHUM ero B 4eNo

23 - naeHTUPUKATOP INEKTPOHHOMN KOMUKN AOKYMEHTA

24 - oTMEeTKa O NOCTYN/IEHWUM AOKYMEHTa B OpraHM3aunio



Ipuioxenue Nel. O0bsICHUTEIbHAS 3ANMCKA

ITpumep Ne 1.1. O0pa3zen 00bSACHATEIBHOM 32AIIUCKH B HAJIOTOBY 10

Hauvanpnuky otaena kamepanbHbix IpoBepok MDOHC Ne 2 r. Aptéma
Crageesoit A.O.
oT renepanpHoro aupekropa OO0 «tOxunoe» Anekcanaposa U.U.

O0bsicCHUTE/IbHAA 3aIIMCKA
KacarenpHO npeTeH3Mil HaJT0roBOM MHCTIEKIINU
S, Anexcanaposn MBan ViBaHOBMY, B OTBET Ha MpeTeH3UHU oT]ena KamepanbHbIX poBepok MDOHC Ne 2 o
HECBOEBPEMEHHOM c/1aue 0TUETOB, MOSACHSIIO, YTO 110 MpUUKHE TskENoro 3adoneBanus oyxranrepa OO0
«tOxHO0e, B okTs10pe 2010 BbIHYX/1€H ObLII 3aHUMATHCS 3aII0JTHEHUEM U OTIPABKON €KEKBAaPTAJIbHBIX
OTYETOB CAMOCTOSTEIIBHO.
OTuéT B HAJIOTOBYIO MHCTIEKIUIO OB OTHPABJIE€H MHON JIMYHO 3aKa3HBIM MMCbMOM, C YBEJOMJICHUEM, B
nouytoBoM otaenenuu Ne 3 ropona Aptém 20 oktsa0pst 2010 roaa, 4To HE MPOTUBOPEUUT
CYLIECTBYIOILIEMY 3aKOHOJATEJIbCTBY, CPOKH OTIPABKM MHOU OTYETa HE OBbLIM HapylleHbl. Bo3MoxHO, B
OI03/aHUHU OTYETA, BUHOBATHI PAOOTHUKU MOYTHI.
K o0bscHuTEIbHOMN 3aMKCKe MpUIIarato NOYTOBbIE KBUTAHIIMM, B KOTOPBIX YKa3aHO BpeMs OTIPABICHUS
MHOM 3aKa3HOI'O IUChMa.

['enepanbHbIi
nupektop OO0 «tOxHoe» Anekcannpos Anekcanapos M.M.

ITpumep Ne 1.2. O0bsicHUTEIBHAS 3A1IMCKA 00 ONO3XaHUH

OtneneHue: CUT

®UO u nomxuocts 3asiButens: | Oneparop CUT, 3aiiuesa Onbra IlerpoBHa

JlaTa mojgadu 3asBKU: 26 urons 2014 roma

Komy: Cuctemnomy anmunuctparopy CUT. Uynuybaery J1.K.
Tema: OO0BACHUTENIBHAS 3aIIMCKA 00 OMO3JaHUN

O0psACHUTEIbLHAA 3aAIMUCKA

KacatenbHo ono3nanus Ha padoty 26 urons 2012 roaa.

s, 3aiiueBa Ombra IletpoBHa, 26 urona 2012 rona ono3gana Ha padbory Ha 2 yaca. [leno B ToM, yTO
CeroJiHsl YTpPOM, BO BpeMsl MOEro CJEJOBAaHUS Ha aBTOOYCHYIO OCTaHOBKY, s CTajla CBHJETENIEM HU
YYaCTHUKOM HENPUATHOTO TpOMCHIeCTBUs. Ha ecATHICTHIOI [EBOYKY, HIYIIYIO BIEPETd MEHS,
BHE3aITHO Hamayia Opojsuas cobaka, U ykycuia e€. MHe NpUIIOoCh BMEIIAThCS B CUTYAllMIO, TaK Kak
JieBOuKa Oblla CWJIBHO HalyraHa M Iulakajna, a e€ paHa KpoBOoTouMia. S mocraBuia JE€BOYKY B
OnmKalIIni TpaBM MyHKT, O3BOHMIIA HA paboTy €€ poauTeNsM, MOocie 3TOr0 OTIPAaBUIACh HA PaboTy .
[Ipomury y4ecTs yBaXKUTEIBbHYIO IPHYNHY OTIO3aHHS.

26 urois 2012 roxa 3aiesa O.11.
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Ipunoowcenue 26

Ha3Banue MeAMUMHCKON OPraHU3ALMH : Haszsanue COII :
KI'TI na IIXB «IleHTp sinepHOil MEIUIIMHBI U
oHkonorun ropoaa Cemein» Y3 BKO

KO/l : Pa3padoruuk (u) :
Jara coriacoBanus: Ob6acTh NpUMEHEHUS
/lara BBOA :
KoHTpoJIb 110 MCIIOJTHEHU 0! IlepuoauyHOCTH MIEPECMOTPA:
OTBeTCTBEHHBI (bI€) 32 HCIOJIHEHHE:
CorunacoBaHo : YT1BepiKaaw :
KO/] crannapra

Jluer perucTtpanuu nepecMoTpa cTaHaapTa

Ne | Ne pazpgema, nyHkra cranaapra, B |/Jlara BHecenus | PUO 1A,
KOTOpPOE€ BHECEHO U3MEHEHHE VU3MEHEHUS BHECLIETO
[ara W3MEHCHMUS
nepecMorpa

KoHTpoJIb 110 HCTIOJTHEHH IO

dUO JIOJDKHOCTD MHOJINCH




JIneT o3HAKOMJIEHUSA

107 (0

JomKkHOCTD

noanucChb

Jlara
03HAKOMJIEHHUS

AOsbuTuenoBa A.P.

3aB AUCITAHCCPHBIM OTACIICHUCM

Kysuenona T.B. 3aB OJI]]

Kapnakosa H.1O. 3aB IHEBHOI'O CTallMOHapa
3akupona PT 3aB OTJIeJICHUS PAIUOJIOT U1
Cypos M.IO. 3aB oTAelIeHUs 0011Iei

OHKOJIOI'H1

EnemecoB H.H.

3aB OTACIICHUA XUMHUOTCPAIIn1

Ec6omaros /I.A.

3aB OUT

Bbonceabexosa C.O.

3aB MaTOruCTOJIOTNYEC

naboparopuei
banp T.IL 3aB LUTOJOTUYECKOM
naboparopuei
Ec6onarosa H.C. 3aB K/1JI
[NaGaynnuna I Crt mencecTpa 1MCHaHCEPHOTO
oTIIeN
Kypmanranuesa Ct MencecTpa oA o01Ieit
r.y. OHKOJIOTUU
KonnmakupoBa b.M.. | Ct mexncectpa oTaeneHus
XUMHUOTEP
Caitmayoekknizel /. | Ct mencectpa OUT

Tnebdanguua I

Crt mencecTpa OTaenEHUS
paauoaoruu

Macanumona ['.H.

Ct MezncecTpa THEBHOTO

CTalMoHapa

I'arapuna O. Cr na6opant OJIJ]

Typuiesa JI.H. OtBerct nabopant KIJI

Kymaxanosa A. OTtBercT 1a00paHT UTOIOT
nabopartop

[ITakeHoBa A.M. OTtBercT 1a00paHT NaTOrUCT

nabopar

Kancamuena /]

Crapiiasi MezcecTpa onepoioka

Pyxunkas CI'

Ct mencectpa L{CO

Hypmyram6eros H

Ct nabGopaHt

IIpunoowcenue 27
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NnenTudgukanus THNOB T0KYMEHTOB, 00Pa3yIOIUXCS B pe3yJbTaTe JAesiTeIbHOCTH
IAMuO

01--CranaapTHas onepaunoHHas npoueaypa (COII), cxema, aJiroput™M, CTAHAAPT -
ATO MPOMUCAHHBIA , KPATKUA, YETKUN JOKYMEHT C ONMCAHWEM KOHKPETHBIX IEUCTBUM (
MOJKET OBITh MPEACTABICH B TAOIMYHON (hOpPME WIIH B BHJIE CXEM U QIITOPUTMOB) C
MUHUMAaJIbHBIM 00bEMOM TEKCTOBOMN YaCcTH I BHIIOJHEHUS KAKOTr0o —I1100 1eHCTBUS.
02--TpeboBaHus, NpaBmJia, ycJ0BHA- 3TO JICHCTBUE , 00s3aTEIBHOE /IS BHITIOJIHEHUS
Kakoro jn0o neicTBus.

03--Ilpouenypa- opuIaIbHO YCTAHOBJIEHHAS MOCJIEI0BATEIbHOCTD ACUCTBUN AJIs
BBITMIOJTHEHHS Yero JIH0o.

04--MeToauyeckne peKOMeHIAMU, METOAUKA-ITO COBOKYITHOCTh METOJIOB 00YUEHUS
yemy- JTM00 IPAKTUYECKOIO BBIITOJIHEHHSI Yero —1u0o.

05--ITopsinok, pacnopsiioK- yCTaHOBJIEHHAs IIOCJIE0BATEIbHOCTD IEHCTBYS U
BBINIOJIHEHUU KaKOro JINOO Jiena, B TEUEHHUH JE.

06-- PernameHT —I1paBuiia, peryaupyrouIne MOpsioK Kakon 100 e TeNbHOCTH
07--Pexomennanusi — ( B JaHHOM Clly4ae) MUCbMEHHOE OMHCAHUE NEUCTBUN NS
NPOBEICHUS KaKoi -11u00 Npo1enypsl , KOTOpoe UMeeT OJarOonpUsTHBIN OT3bIB O
pe3yabpTarax.

08--UHCcTpYKIMS - COBOKYITHOCTD IPAaBUJI OCYIIECTBIICHHS ONPEIEIICHHBIX BUJIOB
JEATENBHOCTH.

09--Kpurepuii- npu3HaK, HA OCHOBAHUU KOTOPOr0 MPOU3BOAUTCS OLIEHKA WJIN
KJaccudukaius 4ero oo

10--ITos105keHMe - HOPMATUBHBIN AKT, PACCYUTAHHBIN HA JIIUTEIBHOE JICHCTBUE,
yCTaHABIMBAIOLIUH MpaBa, 0053aHHOCTH, (POPMBI, MOPSIIOK JAESITENbHOCTH,
OTBETCTBEHHOCTh I'OCYJJapPCTBEHHBIX OPraHU3alUuil U UX JOJKHOCTHBIX JIHII.
11—PeecTp, nepeyeHsb -nepeynCIeHre Yero-1100 Mo MOPSAKY, OMHChH

12 --gpyrue TUnbl JOKYMEHTOB, HE YKa3aHHBIC B [IEpEYHE
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IIpunoxkenue 28. Ciy:xxeOHas 3anucKa

IIpumep Ne 2.1. O6pa3zen ciay:ke0HOM 3aIMCKM HA IPHOOpeTeHHe KOMIILIOTEpa

Otnenenue KAIT

®UO u nomxHocTh 3assutens | 3aB. KAIT A6butaeHoBa A.P.

JlaTta nojaum 3asBKH 01.01.0000

Komy Cucremaomy agmuauctparopy Uynuybaesy J.K.

Tema 3asiBKa Ha PEeMOHT (3aMEHE) BBIYMCIUTEIBHON TEXHUKH
Cay:xeOHasi 3an1MCKa

05.10.2013

Ne 30/0111(xox oTIeneHUS/TIOPSIIKOBEIM HOMED)

JoBoxy no Bamrero ceegenus, uto ¢ 20 centsaops 2013 r. B 3aKperieHHOM 3a (JOKHOCTD)
Mopo3 TartbsiHoM MIBaHOBHOM MEpCOHATFHOM KOMIBIOTEPE YaCTO MPOUCXOAT COOM TPOrPaMMHOTO
o0ecrieyeHus.

B cBs131 ¢ 5TUM TIpoIITy MPOU3BECTH PEMOHT JJAHHOT'O KOMIThIOTEpA JIMOO €T0 3aMEHY.
3as. KJ1I1 AObLT4eHOBa A.P.

C 10KYMEHTOM 03HAKOMJIEH:
CucreMHBII aAMMHHUCTPATOP Yynuyobaes /I.K.

IMpumep Ne 2.2. O6pa3en ciay:xe0HOM 3alIUCKH HA TPUOOpeTEeHNE KOMIIbIOTEPa

Otnenenue KIIT
®UO u gomxkHocTh 3asButenst | 3aB. KAIT AGsuryeHoBa A.P.
JlaTta motaum 3asBKH 01.01.0000
Komy Cuctemunomy agmunuctpatopy Yynuyoaeny JI.K.
Tema O npeacTaBiIeHUN MMOKa3aTesiel AJisl IPEeMUPOBAHUS
Cay:xeOHasi 3anMCKa

05.10.2013

[Ipomy npenctaButs B cpok 10 16.08.2014 nokazarenu, npegycMoTpeHHsie . Ilonoxxenus

0 MPEMHUPOBAHUU H}IMI/IO r.Cemeit, 115 pacdera nmpemud creruanuctaM Ciyx0b1 ”HGOPMAIIMOHHBIX
TEXHOJIOTHH.

3amecTuTeNb TIIaBHOTO OyXTayirepa I'onuaposa N.C.

C 1OKyMEHTOM O3HaKOMJICH:
HauanbHuk otaena kaapoB I"apumnosa K.K.
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IIpunoxenue 29. JlokjiagHas 3anucka

IMpumep Ne 3.1. O6pa3en 10K/IaHOI 3aIIUCKHU O MPOry.Jie.

JloknasHas 3amucKa O MPOTyJe CIYXHUT I WHOOPMUPOBAHHUS PYKOBOAMTENST 00 OTCYTCTBHH
paboTHuka Ha pabouem Mecre. Conepkur MoOyKAEHHE NPUBIEYb OTCYTCTBYIOUIETO K
JUCLUIUIMHAPHON OTBETCTBEHHOCTH.

B Tekcte noknanHOM 0 mporysie cHavajga yKas3blBalOT caM (DaKT OTCYTCTBUSI COTPYAHHMKA, 3aTeM
BBIJIBUTAIOT IPOCHOY PEIIUTH Ty MPOOIeMy.

Otnenexnue KAIT
®OUO u momxuocTs 3asBuTens | 3aB. KIIT AGsuruenosa A.P.
JlaTta mojiaum 3asBKH 01.01.0000
Komy Jupektopy LIAMUO r.Cemeii. Cannpi6aecsy M.H.
Tema O niporyie
JloxknaaHasi 3anuckKa
05.10.2013

JloBo3ky 10 Bamiero cBeaeHus, uto 11 cenrsdps 2012 r corpynnuk benos 3.10. orcyrcTBOBaN Ha
paboueM MecTe o HeompeneneHHoW mnpuunHe. CraBmo Bac B M3BECTHOCTb, UTO COTPYIHHUK HE
ABIIsIeTCS HA paboTy yxe 4 pa3 3a OoCIeHUE ABa MecsIa.

[Ipomry Bac nmpumenuts k benoBy B.B. mepsl THCHMIUIMHApHOTO BO3JEMCTBUSA, TaK KaK €ro
IPOTYJIbl CHOCOOHBI CYHIECTBEHHO CHU3UTH ITPOU3BOIUTEIILHOCTD HALLIETO MPEANPHUATHUS.

3aB. KJI1 AoGbuTyeHOBA A.P.

[Mpumep Ne 3.2. Jloky1agHas 3alIUCKAa 0 HAPYIICHUW JUCUMILJIUHbI.

JlokiiagHas 3amucka Ha UMsl pyKOBOJUTENS O HAPYIIEHUH TUCHUIUIMHBI BKII0o4aeT B ceoss GO
MPOBUHMBIIETOCS, BUJ HAPYIIEHUs, KOJIMYECTBO MOA00HBIX POCTYNKOB M BOSMOXKHBIE ITyTH PEIICHUS
CHTYyal1H.

Otnenenue KT
®UO u momxuocTs 3asButens | 3aB. KJIT A6suraenosa A.P.
JlaTa rmojaum 3asBKH 01.01.0000
Komy Hupexropy LIAMUO r.Cemeii. Cannpidacsy M. H.
Tema O HapyleHUU TUCIUIIIMHBI
JoxkaanHas 3amacKa
05.10.2013

JoBoxxy no Bamero cBeneHus, yto 14 asrycra 2013 roma, menuumnckas cectpa KIII
[Tankuna H.H. npucyrcTBoBana B 00IbHUIIE B COCTOSHUHN AJKOTOJIHOTO OIbSHEHUS. .
[Ipoury nanoxwuts Ha [lankuny H.H. nucuunnmuaproe B3bickanue B coorsercTBuu ¢ TK PO.

Crapiuas Mencecrpa NBanosa H.1O.
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ITpunosxenue 1
Hupexropy PO/I r.Cemeit
Canpnpibaey M.H.

oT (mospkHOCTE 1 DUO)

3ASABKA

[Tpomry Bac npuobpectu cneayromme ToBapsl B Otenenne (Ha3BaHUE OTEICHUS UK CITY>KObI) B
CBSI3H C MTPOU3BOJCTBEHHON HEOOXOUMOCTHIO (MIIM yKa3aTh MHbIC IPUYNHBI):

MepevYeHb TOBAPOB C YKa3aHUEM KOJIMYECTBA M CTICIIU(pUKAIIII
3aB otnenenuemM ®UO (moamnuce)

CornacoBano

®UO (nomKHOCTH) (OIHUCH)

3asBky coctaBuii(a): DO u nomkHOCTh ( TOAMKCH)
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